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1. OBIIASI XAPAKTEPUCTUKA PABOUYEN ITPOI'PAMMBbBI
YUYEBHOM JUCIHUITIIUHBI
«OI1.06 JIOKYMEHTALIMOHHOE OBECIIEYHEHME YIIPABJIEHUS»

1.1. MecTo AMCUMIUVIMHBI B CTPYKTYpe OCHOBHOIi 00pa3oBaTe/ibLHOI
MpoOrpaMMabl:
VyeOHasa «OI1.06

yIpaBJIeHUN» sIBIIETCs 00s13aTeNbHON YacThio OO01menpodeccuoHaIbHOIO LUK

JTUCHUTUIAHA JlokyMeHTalluoHHOE  O0ecIeueHHe
npuMepHoi oOpaszoBarenbHOM mporpammbl B cooTBercTBUM ¢ PI'OC CIIO mo
CHEIUATBHOCTH.

Ocoboe 3HaueHWE IUCUUIUIMHA UMEET NpU (HOPMUPOBAHUM U PA3BUTUU
oomux xommerenuuii OK 01, OK 02, OK 03, OK 04, OK 05, OK 06, OK 07, OK

08, OK 09.

1.2. lleqb U JIAHUPYeEMBbIE Pe3yJbTATHI 0CBOCHUS TN CIUNINHBI:
B pamkax nporpaMMbl y4eOHOM TUCHHUTIITUHBI 00y4YalOIUMUCS OCBAaUBAIOTCS

yMEHUS
Y 3HAHUSA
Kon YMmenus 3HaHusg
1K, OK

OK 01, [IppumensaTe Ha  mpakTUke | TepMHHOJIOTHUIO B o0nactu

OK 02, rOCyJapCTBEHHbIE CTAHJAPTHI, | JOKYMEHTAMOHHOTO 00ecne4eHus

OK 03, Ipyrue HOPMAaTUBHO- | yIIPABJICHUS,

OK 04, METOMYECKHE  JOKYMEHTHI, | HopmaTuBHBIE TOKYMEHTBI,

OK 05, periaMeHTUPYIOIIUE PErIaMEHTUPYIOIINE COCTABIICHUE

OK 06, OpraHU3aLNI0 u odopmieHHEe TOKyMEHTaluu H

OK 07, JIOKYMEHTAIMOHHOTO MOPSIIOK €€ 00pabOTKU;

OK 08, obOecrieueHus1 yIpaBJeHuUs; [IpaBuna COCTaBJICHUSA 151

OK 09, CocraBnsiTb W TPaBUIBHO | 0(DOPMIICHHUS OpraHu3alOHHO-

[IK 1.2, opopMIIATH OCHOBHBIE BH[BI | PACTIOPSIAUTENbHBIX  JTOKYMEHTOB,

[IK 1.3. OpraHu3alMOHHO- BXOJSINUX B YHU(PUIIUPOBAHHYIO
PaclopsIIUTENbHBIX CUCTEMY OpraHU3allOHHO-
JIOKYMEHTOB; pacnopsaIuTEIbHBIX  JIOKYMEHTOB,
OdopmisiTh MHPOPMALIMOHHO- | YHU(DUIIMPOBAHHYIO CUCTEMY
CIIPABOYHYIO JIOKYMEHTAIMIO; | IEPBUYHOU YYETHON
OdopmisaTe KaJIpOBYIO | JOKYMEHTALIUH B 4acTu
JOKYMEHTALUIO; JOKYMEHTALMU 110 YUETY TPyAa;
Odopmnsate  mpeTreH3uoHHO- | [lopsmok mpoBeaeHUs] IKCIEPTU3bI
MCKOBYIO TOKYMEHTALUIO. LEHHOCTH JOKYMEHTOB U
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NOJAIOTOBKA [l K apXUBHOMY
XpaHEHUIO.

TexHonoruto OpraHu3alu
JTIOKyMEHTO000pOTa B
opraHu3anusx (yUpexJIeHUsX).




2. CTPYKTYPA U COJAEP)KAHUE YUEBHOM JJUCIIUTLJINHBI
2.1. O0bem yueOHOI TUCHUIUINHBI U BUAbI y4e0HOH padoThl

Buj yueOHoi1 padoThI O0bem B yacax
O0bem o0pa3oBaTeIbHOI NPOrpaMMbl Y4eOHOM JMCIUIITHHBI 36
B T.4. B (hopMe NPaAKTHYECKOH MOATOTOBKH 18
BT. 4.:
TEOpETHYECKOe 00yUeHne 18
IPAKTUYECKHUE 3aHSITUS 18
Camocmosimenvnas paboma -
IIpomeskyTounas arrectauus B gopme 1udpepeHuupoBaHHOTO
3ayera




2.2. TemaTnueckuidi mJjaH W cojaep:kanve ydeOHoil aucuuminasl OI1.06

JlokyMeHTallMOHHOEe olecneyeHue

ynpaBJ/IeHUS
O0bem, akaj.
y/ .
Koapl komneTeHIuii,
HaunmenoBanmue Coaep:xxanue yueOHOro MaTepuaia U (pOpMbl OPraHU3aLUU oM Tmee s (¢popmupoBanuro
pa3/iesioB M TeM AeATeTbHOCTH 00y4YalouXCs (bopne .. | KOTOPBIX CIIOCOOCTBYET
HPARTHICEKON | rement NMpOrpamMmbl
NOAr0TOBKH,
akaj. 4
1 2 3 4
Pazgen 1. OCHOBBI JOKYMEHTUPOBAHUS YIIPABJIEHUYECKOM NJEATEJIbHOCTH 4/2
Tema 1.1 Ilonsatne o | Coagep:kanue yueOHOro MaTepuaJia 1 OK 01, OK 02, OK 05,
JAOKYMEHTAallMOHHOM | OCHOBHBIE CBOICTBAa JOKYMEHTOB W MX (YHKIIMH B CHUCTEME YIIPABIICHHUS. OK 09
o0ecmeyeHnn [lonsitue nmoxkymenta. Wudopmarmuss u  gokyment. Kiaccudukanus IIK 1.2, 11K 1.3
ynpasJieHus, JOKYMEHTOB: 10 BHAY O(OpMIICHHS; MO CoAepkKaHUIo; 1Mo (opme; 1o
JAOKYMEHTe U OPOMCXOXKACHUIO; M0 CpeacTBaM (UKCAIMM; [0 CPOKaM XpaHEHUs. 1
crocodax MarepuanbHble HOCUTEIN HHPOPMALIUH.
AokymeHtupoBanus | [Tonstue noxymeHnTupoBaHus. OCHOBHBIE CHOCOOBI JOKYMEHTHPOBAHHS.
OCHOBHBIE COBpPEMEHHBIE TEXHOJOIMH, NMPHUMEHsEMble INPH OpPraHU3aALUU
paboThI ¢ JOKYMEHTaMH B OpraHu3alusX (YUpexkKIeHUX ).
Tema 1.2 Conep:xanue yueOHOro MaTepuaJia 1
HopmatusHo- HopmatuBHO-IpaBOBblE  aKThl,  pEryJupyollue  JOKYMEHTAllMOHHOE OK 01, OK 02, OK 05,
npasosas 6aza oOecrieyeHue ynpaBieHus. YHU(UKALKA U CTaHIAPTU3AIMUs KaK OCHOBHBIE OK 09
JOKYMEHTAIMOHHOI'0 | HApaBJICHHUS COBEPUICHCTBOBAHUSA JIOKYMEHTOB M JOKYMEHTAILIMOHHOTO K 1.3
olecrieuyeHust o0ecrieyeHus yrpaBJieHus. 1
ynpaBJieHHusl [TepeyeHb OCHOBHBIX TOCYAAPCTBEHHBIX CTaHAAPTOB Ha YHU(DULIMPOBAHHbIE

cUCTeMbl JOKyMeHTanuu. OCHOBHbIE TIOJOKEHUS TOCYIapCTBEHHOU
CUCTEMBl  JIOKYMEHTAllMOHHOro  obecriedeHust  ympasieHus. CoctaB
YHUPUITMPOBAHHBIX CUCTEM JIOKYMEHTaLUU: OpraHU3alMOHHO-




pacropsiAnTeNbHas, OTYETHO-CTATUCTHYECKAs!, (PUHAHCOBAS H Jp.

Tema 1.3 Cniocodbl 1 | Copep:xanne y4eOHOro MmarepuaJia 212 OK 01, OK 02, OK 03,
NPaBWJia co31aHUsA Xapakrepuctuka, coctraB u  coaepkanue ['OCTa wHa cucremy OK 04, OK 05, OK 06,
AOKYMEHTOB OpraHU3aIMOHHO-PACTIOPSAIUTEILHON JOKYMEHTAauu. YHUGUIUpOBaHHAsS OK 07, OK 08, OK 09

CHUCTEMa OPraHM3aIMOHHO-PACIIOPSIUTEIILHON JTOKyMeHTaIuu. TpeboBanms 2 K 1.2, IIK 1.3

kK odopmieHnuto gokymeHToB. Dopmynsap-oopazerr OPJ[.  Ilpasuna

odopMIIeHUS pEKBU3HUTOB, perjaMmeHTupoBaHHbIX [[OCTom.

B TOM 4Hc/Ie IPAKTHYECKUX 3aHATHI 2

[Tpaktuyeckoe 3anstue Nel. OdopmiieHre peKBU3UTOB Ha IOKYMEHTAX. 2
Paznen 2. OPTAHU3ALUA CUCTEMbBI JOKYMEHTAIIMOHHOI'O OBECIIEYHEHUSA 10/12
Tema 2.1 Coaep:xxanue yueOHOro MaTepuaJia 2/4 OK 01, OK 02, OK 03,
Od¢opmienue XapakTepucTuka M COCTaB CHPaBOYHO-UH(POPMAIIMOHHBIX JOKYMEHTOB OK 04, OK 05, OK 06
HH(OPMALHOHHO- (cimy>xeOHBIX TTHCEM, CIPABOK, 3asBJICHU, aKTOB, IPOTOKOJIOB, JOKJIATHBIX U 5 IIK1.2,IIK 1.3
CIPABOYHOM OOBSCHUTEIIBHBIX  3alMCOK), TpeboBaHUsS K  UX  O(OPMIICHUIO.
JAOKYMEHTAINU JIoOKyMEeHTHpOBaHHE JeSITeILHOCTH KOJUIETHAIBHBIX OPTaHOB.

B ToM Yuc/ie NpaKTHYeCKUX 3aHATHI 4

[Tpaktuyeckoe 3anstue Ne2. Odopmiienue nHHOpMaIMOHHO-CIIPAaBOYHON 4

JIOKYMEHTAIUH.
Tema 2.2 Conep:xaHue yuedOHOro MaTepuasa 212 OK 01, OK 02, OK 03,
Odopmitenue OcHOBHBIE TpYMNIbl OPraHU3ALMOHHO-PACTIOPSAUTEIBHBIX JIOKYMEHTOB. OK 04, OK 05, OK 06,
OPraHu3anoOHHO- XapakTepucTUKa W COCTaB OpraHM3aIMOHHBIX JOKYMEHTOB (ycTaBa, OK 07, OK 08, OK 09
pacnopsaUTeIbHOH | MONOXKEHHs, WHCTPYKIHH, IOJDKHOCTHOW WHCTPYKLUH), TpeOOBaHUS K IK 1.2, TIK 1.3
JAOKYMEHTAIuU oopmiIeHH0. XapaKTepUCTHKA U COCTaB PaCHOPSAUTENBHBIX JTOKYMEHTOB

(mocTaHOBNEHUS, TpUKa3a, pEHICHHs, PACHOPSHKEHUs,  YKa3aHud), 2

TpeGoBaHuUs K UX 0(POPMIICHHUIO.

[TonsiTHe TO/UIMHHWKA, KOMWHU, BBIMTUCKU, IyOnukata. Buael komui

JOKYMEHTOB, OCOOCHHOCTH 3aBEPEHUS] KOMUI W BBIMHCOK HOTapUAIbHBIMU

KOHTOPaMH | JIOJDKHOCTHBIMH JIMIIAMHA OpPTaHU3aIHH.

B ToM 4nciie NpaKTHYECKUX 3aHATHH 2




[TpakTraeckoe 3austue Ne3. OdopmiieHne opraHu3auoHHO-

pacnopsiANTEIbHON JOKYMEHTAIUH. 2
Tema 2.3 | Conep:xanue yueOHOro MaTepuaJia 212 OK 01, OK 02, OK 03,
Od¢opmienue 3asBieHUS U MPUKA3bI 110 JIMYHOMY cocTaBy. JlnuHas kaptouka popmser T-2 5 OK 04, OK 05, OK 06,09
KaJpoBoii U JJUYHEIE JIea IIK 1.3
AOKYMEHTallu1 B ToM unciie NpaKTHYECKUX 3aHATHH 2

[Tpaktuyeckoe 3anstue Ne4. OdopmiieHre KaIpoBOi JOKYMEHTAIMH. 2
Tema 2.4 loroBopHo- | Conep:kanune y4eOHOro MarepuaJia 212 OK 01, OK 02, OK 03,
npasoBast [Tonsitue goroBopa. OcHOBHBIE pa3aeinsl A0roBopoB. [lopsaok odopmiieHus 5 OK 04, OK 05, OK 06
AOKYMEHTalus TPYZIOBOTO JOTOBOPA, JOTOBOPA MOCTABKH, 10IOBOPA KYILUIU-TIPOJAXKH. K 1.2, IIK 1.3

B ToM Yuc/ie IPaKTHYECKUX 3aHIATHH 2

[TpakTiaeckoe 3ansTue Ne5. OdopmiieHre J0roBOPOB. 2
Tema 2.5 | Conep:xkanue y4eOHOro MaTepuajia 2/2 OK 01, OK 02, OK 03,
IIperen3uonHo- OcHOBHbBIE PEKBU3UTHI U MOPSIOK O(OPMIIEHUS IMPETEH3UM, OTBETOB Ha OK 04, OK 05, OK 06,
HCKOBasi nperensuto. HOpuandeckass ciyx0a, BBINONHSIONAS MPETEH3HOHHO- OK 07, OK 08, OK 09
AOKYMEHTalus HCKOBYIO pa0oTy Ha mpeanpusaTin. JKypHai perucTpanuu mpeTeH3ui. 2 K 1.2, TIIK 1.3

[Topsimok odopMieHHS HCKOBBIX 3asBICHUIl M TpeJCTaBICeHHE HX B

ApOuTpaxHslIii cyn.

B TOM 4Hc/Ie IPAKTHYECKUX 3aHATHI 2

[Tpaktueckoe 3anstue Ne6. OdopmiieHue MNPETEH3MOHHO-UCKOBON 5

JIOKYMEHTaI1H.
Paznen 3 OPTAHU3AIIUA PABOTHI C JOKYMEHTAMMU B OPITAHU3ALUAX 4/6
(YYPEXIEHUAX)
Tema 3.1 Copaepxxanue yqyeOHOIro MaTepuasa 1 OK 01, OK 02, OK 03,
TexHosorus VYropaBnenne u  JenonpousBoACTBO.  OpraHusaiMoHHbIE  (OPMBI OK 04, OK 09
OpraHM3anuu JIETIONIPOU3BO/ICTBA. Cnyxba JTOKYMEHTallHOHHOT O o0ecrnieueHus K 1.2, TIK 1.3
JOKYMEHTO000pOTA B | YIIpaBJIeHHs, OCHOBHas 3ajadya, (QYHKIOUH, THUIOBBIE CTPYKTYpBHI, 1

OpraHu3anusx
(YupeKkaeHHusX)

JIOJDKHOCTHOM cocTaB. PermamenTarust pabotsl ciayxO0bl JIOY. IIpumepHoe
MOJIOKEHHE O Cyk0e JOKYMEHTAIlMOHHOTO OOECIeUYeHHUs YIpaBJICHUS U




JIOJKHOCTHBIE HHCTPYKLIUH.

Tema 3.2 Conep:xaHue yueOHOro MaTepuasa 2/6 OK 01, OK 02, OK 03,
OcobGennoctu [TonsTus mpeanoxeHus, 3asBiIeHUs U >kanoObl. [Ipumem u perucrpanus OK 04, OK 05, OK 06,
AeJIONPOU3BOACTBA nuceM rpaxzaad. PaccMoTpenue u paspenieHue nuceM, Cpok pacCMOTPEHHUS. OK 07, OK 08, OK 09
10 o0paleHusIM AHanu3 nuceM rpaxjaaH. I[IK1.2,1IK' 1.3
rpakaaH u Kondunennuanpaoe nenonpousBoicTtso. ['pud orpanuueHust gocryna K 1
KOH(HUACHIHATBHOIO | TOKYMEHTY. ABTOMAaTU3UPOBAHHBIE CHCTEMbI pabOThl C JIOKYMEHTAMH.
JeJI0NPOU3BOACTBA CpenctBa H3roTOBJIEHUS, KONMPOBAaHUS M Pa3MHOXKEHMSI JIOKYMEHTOB.

Opranuzanus pabo4ux MecT.

B TOM 4Hc/Ie IPAKTHYECKUX 3aHATHH

[Tpaktuyeckoe 3anstue Ne7. OdopmiieHne oOpaleH’i rpax/iaH. 6
Tema 3.3 Coaep:xxanue yueOHOro MaTepuaJia 1 OK 01, OK 02, OK 03,
Cucremarusanus [TonsiTue  nokymeHToobopora.  OOmMe  HOPUHLMIBI  OpPraHU3aLUU OK 04, OK 09
JOKYMEHTOB, JOKYMEHTO000pOTa, €r0 OCHOBHBIE 3TAllbl: IPUEM M IEepBUYHAS 00paboTKa I[K 1.2, 11K 1.3
(popMHpoBaHUE UX B | JOKYMEHTOB; pacHpeesIeHne IOCTYIUBIINX JIOKYMEHTOB; pErucTpanus
JeJia M nepeaya B JOKYMEHTOB U IPEABAPUTEIIBHOE HUX PAaCCMOTPEHHUE; PacCMOTpPEHUE
apXMB OPraHM3alMHM | JOKYMEHTOB PYKOBOJCTBOM OpraHM3alMU (YU4peXKJeHUs) U HalpaBiIeHHE UX 1

Ha HUCIOJIHEHUE; UCIOJHEHHE M KOHTPOJb 32 HCIOJIHEHHEM JOKYMEHTOB;
TEKyIlee XpaHEeHHE JOKYMEHTOB.

Howmenknarypa nen. O6paboTka e A MOCIeAYIOUIeT0 XpaHeHHUs.
DKcrnepTr3a HEHHOCTH J0KYMEHTOB, 0(hopMIIeHHE J1e]1, COCTaBIECHUE
onucei. Cnaya Jen B apXuB.

[TIpomexxyTouHas arrecranus

Bcero:
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3. YCJIOBUSA PEAJIN3AIIAU YYEEHOW JUCIUILIUHBI

3.1. Jlna peanu3anuu NPOrpaMMbl y4eOHOH JAMCUMILIMHBI JOJIKHBI
OBITH NPEeAYCMOTPEHBI ClIeHAJIbHbIC TOMEIICHHS:

Kabuner «JlokyMeHTaIIMOHHOTO OOECIIEUEHHs YIPaBICHUSN», OCHAIICHHBIN
B COOTBETCTBUHU C 1. 6.1.2.1 00pa3oBaTebHON IPOrPAMMBI IO CIIEITUATHFHOCTH.

3.2. UupopMmanuoHHOe oOecneyeHue peau3alu NporpamMmmbl

Jlns  peanuzanuu  mporpaMmbl  OMOIHMOTEYHBIM (OHJ 00pa3oBaTEIbHON
OpraHM3alMy JI0JKEH MMETh MeYaTHbIC W/WUJIM AJIEKTPOHHBIE 00pa30BaTENIbHbIE U
MH(POPMAIIMOHHBIE PECYpPCHI AJI UCIOJIb30BaHUSA B 00pa30BATEIBLHOM IIPOLIECCE.
[Ipu dopmupoBanun OubmMMOTEeUHOro (HOHAA 00pa30BaTEIHLHONW OpraHu3aluei
BBIOMpaEeTCsl HE MEHee OJHOTO W3JaHUS M3 TEePEUYHCIIEHHBIX HIDKE MEYaTHBIX
U3JIaHUI U (MJK) 3JIEKTPOHHBIX U3/IaHUN B KAYECTBE OCHOBHOTO, ITPH 3TOM CITUCOK
MOJKET OBITh IOTIOJTHEH IPYTUMH U3TaHUSIMHU.

3.2.1. OcHOBHBIE NTeYATHBIC N3AAHUA

1. Kysnenos W.H. JlokyMeHTanroHHOE oOecreyeHue YIpaBiIeHUs.
JIoKyMEeHTOOOOpOT M JIEIONPOU3BOJICTBO | YUEOHUK U TPAKTUKYM JUIsl CPETHETO
npodeccuonanbHoro obpaszoanus / U. H. Ky3nenos. — 4-¢ usn., mnepepab. u
non. — Mocksa: U3patensctBo IOpaiit, 2023. — 545 c¢. — (IIpodeccunonansHoe
obpazoBanne). — ISBN 978-5-534-16004-8.

2. bacakoB M. W., JlokymeHTallMOHHOE OOecTieYeHUEe YIpaBJICHUS (C
OCHOBaMH apXuBOBelleHUs): yueOHoe mocobome / M. U. bacakoB. — Mockaa:
KuoPyc, 2023. — 216 c¢. — ISBN 978-5-406-11367-7. — URL:
https://book.ru/book/948724

3.2.2 DJIeKTPOHHbIE U31aHUS

1. Bapmynn B. B., [JoxkymeHTanmoHHOE oOecleyeHue YyIpaBieHUs:
yueonuk / B. B. Bapmyna. — Mocksa: FOctumus, 2022. — 271 ¢. — ISBN 978-5-
4365-8902-2. — URL.: https://book.ru/book/942707

2. Kopuees MW. K. JlokymeHTannmoHHOoe oOecrieueHrue yIpaBiICHUS:
y4eOHUK W TPAKTHKYM I8 CpPEAHEro MpoQecCHOHAIBHOro o0pa3oBaHus /
. K. Kopsnees, A. B. [Tmenko, B. A. Mamypues. — 3-e¢ u3., nepepad. u 10m. —

MockBa: MWznarensctBo IOpaiit, 2023.— 438 c.— (IIpodeccuonanbHoe
obpazoBanue). — ISBN 978-5-534-16002-4. — TekcT: SIEKTpOHHBIA //
OO6pazoBatenbHas maTdopma Opaiit [caliT]. — URL:

https://urait.ru/bcode/523611



3. KysnenoB U. H. JlokymeHTanmoHHOe oOecreueHue yIpaBieHUsI.
JIOKyMEHTOOOOPOT M JIETIONPOU3BOJICTBO: YUEOHUK U MPAKTUKYM [UIsI CPEIHEro

npodeccuonanbHoro obpaszoanus / U. H. Ky3nenos. — 4-¢ usn., mepepab. u
non. — Mocksa : M3gatenbctBo FOpaiit, 2023. — 545 ¢. — (IIpodeccuonanbHoe
obOpaszoBanue). — ISBN 978-5-534-16004-8. — Tekct: 2IeKTpOHHBIA //
OO6pazoBartenbHas matdopma Opaiit [caiiT]. — URL:
https://urait.ru/bcode/523613

4, Ky3nenoBa WM. B. JlokyMeHTaunoHHOE OO€CIEYEHUE YNIPABIICHHUS:

yuebHoe nocodue s CIIO / W. B. Kysnenona, I'. A. XauaTpsH. — 2-¢ u3a. —
Caparos: IIpodobpazoBanue, At [lu Op Menua, 2019. — 166 c. — ISBN 978-5-
4486-0404-1, 978-5-4488-0216-4. — TekcT : >JIEKTPOHHBIM // DJAEKTPOHHBIN
pecypc nudpooii odpazoBarensHoi cpenbl CIIO PROFo0OpasoBanue : [caiiT]. —

URL.: https://profspo.ru/books/80326
S. [ysanoBa H.H. JlokymeHTaumoHHOE OOECHEUYECHHE YIPABICHHUS:

y4eOHHK W TIPAKTUKyM IS CPEJHEr0 NPOPECCHOHATBHOrO 0oOpa3oBaHwMs /
H. H. lllyBanoBa. — 3-¢ wu3n., mepepad. u npom. — MockBa : M3gaTenbcTBO
FOpaiit, 2023. — 247 c. — (IIpodeccuonanbroe obpazoanue). — ISBN 978-5-
534-16538-8. — Texkcr: anekTpoHHbIN // ObOpa3oBarenbHas 1wuiargopma FHOpaiit
[catiT]. — URL.: https://urait.ru/bcode/531240

3.2.3. lonoiHUTEIbHbIE HCTOYHUKH (IPH HEOOXOAUMOCTH)

1. ANBOOM MEepPBUYHBIX JOKYMEHTOB: JiekrpoHHas kaura (1 CD).- M.:
N ]I «PaBHOBecuey.- (Cepus [emoBbie JOKYMEHTBI», BHIIL. 6).

2. PeokakoB A.Il. OOpasubl JOKYMEHTOB IS TPaKIaH: DJIEKTPOHHAs
kuura (1 CD).- M.: U]1 «PaBHOBecue».

3. CrnpaBouHO-IIpaBoBas cucreMa «l'apanT.

4, CnpaBouHo-1mipaBoBas cucrema «Koncynprantllmoc».

5. Ioct P 7.0.97-2016. Hamuonanenslii ctangapT Poccuiickoii
®enepauuu. CucremMa CcTaHAAapTOB MO HMHPOPMALMM, OUOIMOTEYHOMY H
u3nareabckoMy  geny.  OpraHu3anmoHHO-PACHOpSIUTENbHAS — JIOKYMEHTAIIUA.
TpebGoBanus kK 0pOpMICHUIO JOKYMEHTOB.

6. Poxusarosckas, M. P. JlokymeHTalnmmoHHOE oOecIieueHne: ydeOHoe
nocobue / U. P. Poxusarosckas. — Cumdepornonb : YHUBEPCUTET SKOHOMUKH U
ynpasinenus, 2016. — 104 ¢. — ISBN 2227-8397. — TekcT: 3neKTpOHHbIN //
DOneKTpoHHBIM  pecypc  mudpoBoi  oOpazoBarenbHOl  cpeast  CIIO
PROFo6pa3oBanue : [caiit]. — URL.: https://profspo.ru/books/73265

1. bacakoe M. W. JlenompousBonactBo  [JloKyMeHTallMOHHOE

oOecrieuenue ympapneHus]|: yaeOnuk / M. W. bacakos, O. U. 3ampbinikoBa. —
PocrtoB-na-/lony: ®enukc, 2014. — 376 c. — ISBN 978-5-222-23063-3. —

11


https://profspo.ru/books/80326
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TekcT: aneKTpOoHHBIHN // DNEeKTPOHHBIN pecypc nU(poBoil 00pa3oBaTEIbHON CPeIbl
CIIO PROFo6pa3oanue : [caiir]. — URL.: https://profspo.ru/books/59345

3.3. OcobOenHocTH O00y4YeHHMSI MHBAJUAOB W JMI ¢ OrPAHUYEHHBIMU
BO3MOKHOCTSIMH 310POBbSI

YueOHble 3aHSATHS MHBAJIMUJIOB M JIMI[ C OTPAHUYECHHBIMH BO3MOKHOCTSIMU
3JI0POBbsSI OPTaHU3YIOTCSI COBMECTHO C JPYTMMH OOYy4YaloIIUMHCS B YYEOHBIX
TpyIax, a TAakKe HHIUBUIYATHHO, B COOTBETCTBUH C TPa(hMKOM HHIUBUIYaTbHBIX
3aHATHM.

[Ipu 5TOM HEOOXOIUMO YUUTHIBATH HECKOJIBKO ACIIEKTOB:

- OCOOCHHOCTM HO30JIOTMHM OOYYalOIIMXCS MHBAIUJOB U JHI[ C
OTPaHUYECHHBIMH BO3MOXHOCTSIMH 3J0POBbS;

- ICUX03MOIIMOHATILHOE COCTOSTHUSL 00yYaroIINXCs;

- ICUXOJIOTUYECKUN KIMMAT, KOTOPBIA CIIOKUJIICS B CTYJEHYECKOU IPyMIIE;

- HACTpPOH OTHENbHBIX OOYYAIONIMXCS M TPYMIbl B ILEJIOM Ha MPOIECC
oOyJeHus.

[Ipu opranuzanuu y4yeOHBIX 3aHSATUN B yUEOHBIX T'PYINAX HCIOIB3YIOTCA
COLIMAJIbHO-aKTUBHBIE U  pe(IEKCUBHbIE METOAbl OOY4YEHHUs, TEXHOJIOTHH
COLIMOKYJIbTYPHON peadWIUTAlUUA C LENbI0 OKAa3aHUs MOMOIIM B YCTaHOBJICHHH
MOJHOLICHHBIX ~ MEXKJIWYHOCTHBIX  OTHOIICHWH,  co37JaHus  KOMGOPTHOTO
MICUXOJIOTUYECKOT0 KJIIMMAaTa B IPYIIIE.

B  oOpa3oBaTenbHOM  [I€ATEIBHOCTH  NPUMEHSAIOTCS  MaTepUalibHO-
TEXHUYECKOE OCHAILEHUE, CIIEHNaTU3UPOBAHHbIE TEXHUUECKHE CPEICTBA NpHUeMa-
nepenauyn y4eOHOM HMHPOpMalnuMu B JOCTYHNHBIX (QopMax sl OOyHaroIIMXCS C
Pa3IMYHBIMU OCOOCHHOCTSIMU 3/J0POBbS, JJIEKTPOHHbBIE 00pa30BaTENbHbIE PECYPCHI
B JIalITUPOBAHHBIX (POpMax.

Crneunduka oOydeHHs] WHBAIUIAOB W OOYYAIOIIUXCS C OTPAaHUYCHHBIMU
BO3MOXXHOCTSIMUA 3JI0POBbSI MPEANOIAracT MCIOJIb30BAHUE UTPOBOTO, MPAKTUKO-
OpUEHTHUPOBAHHOTO, 3aHUMATEJILHOTO MaTepualia, KOTOPbIH HEOOXOAuM JUIs
MOJIy4eHHS] 3HAHUW U (PopMUpOBaHUS HEOOXOMUMBIX KomrieTeHuui. [loaroroska
oOy4JaromMMHUCs 3aaHuil JUIsi y4eOHbIX 3aHATHA JOJDKHA COYETAaTh YCTHBIE H
MUCbMEHHbIE ()OPMBI B COOTBETCTBUU C UX OCOOCHHOCTSIMU 3/10POBbSI.

JUiss  Toro 4ToObl MPENOTBpAIlaTh HACTYIUIEHHE Y OOy4YaromMXcs C
WHBAJIMIHOCTBIO M OOyYaroUIuXcsi, UMEIOIIHUX OrPAHMYEHHBIE BO3MOKHOCTH
3I0pOBbsI, OBICTPOrO YTOMJIEHHS MOKHO MCIOJIb30BaTh CIIEIYIOUIUE METOJbI
pabOThI:

- YepeI0BaHNE YMCTBEHHON U IPAKTUYECKOH €SI TEIbHOCTH;

- PETIOJTHECEHUE MaTepHrasa ¢ UCIOIb30BaHUEM CPEJCTB HATJISTHOCTH;

- HUCMOJb30BAaHUE TEXHUUYECKUX CPEACTB OOyuYeHHUs, uepeloBaHHUEe
NpEeabSIBISIEMO HA clyX WHGOpPMAMK C  HATJISHO-IEMOHCTPAIMOHHBIM
MaTepUaIOM.

IIpy OCBOGHMM JUCHUUIUIMH WHBAIWAAMU W JIMIIAMU C OrPAHUYEHHBIMU
BO3MOXKHOCTSIMH 37I0POBBSI O0JIBILIOE 3HAYEHHUE JOJIKHO OTBOJUTHCS MPOBEICHUIO
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C HUMH UHAMBUAyaJIbHOM pabOTBl CO CTOPOHBI MpemnojaBareneii. B
UHIUBUYAIbHYIO paO0Ty BKIIIOUYAETCS:

-  WHAWBUAyalbHas ydyeOHas paboTa (KOHCYJNbTAIlMH), TO €CTh
JOTIOJTHUTENBHOE Pa3bsACHEHHE YYeOHOro marepuana M YrIyOJIeHHOe H3y4deHHUe
MaTepHuaia ¢ TeMU 00y4aroIIMMHUCS, KOTOPhIE B ’TOM 3aMHTEPECOBAHBI;

- UHJIMBU]lyaJIbHAsl BOCIIUTATENIbHAs padoTa.

Oco0ennocT 00y4yeHHUs1 OOYYAKOIIMXCHA C HAPYUWIEHHWSIMH OIIOPHO-
JABUTaTEJILHOI0 annapara.

JUis  oOydaronierocsi, HMEIOIIEr0 HapyLWIEHUs OMNOPHO-ABUTaTEIbHOTO
amnrmaparta, He0OX0IUMO TOCOBETOBATh HUCIIOJIB30BATh BCIIOMOTATENIBHBIE CPEICTBA
JUISL YCBOGHHS TPOTPAMMBI, Hampumep, AUKTOGOH U JAPYTrHUe DJICKTPOHHBIC
HOCHUTENU UH(pOpMaLH.

[Ipu mpoBeneHWW ayTUTOPHBIX 3aHATHH C OOYYJaIONUMUCS, WMCIOIIMMHU
OCJIO)KHEHUSI C MOTOPUKOW pyK, BO3MOXKHO MCIOJIb30BAHUE CIIECAYIOLIUX
BapUAHTOB paOOTHI:

- obecrieueHre 00yJaronIMXcsl AJICKTPOHHBIMU TEKCTaMU JICKIIUNA U 3aJjaHui
K Y4€OHBIM 3aHITHUSIM;

- WCIIOJIb30BAaHUE TEXHUYECKHX CPENICTB (DUKCAIUU TEKCTa (IUKTO(OHBI) C
HOCJIEAYIOLUUM COCTaBJICHUEM TE3UCOB JIEKIIUU B XOJE CAMOCTOATEIbHONU pabOThI
oOy4aromerocsi, KOTOpble OHHM BIIOCJIEJICTBUM MOTYT MCIIONb30BaTh IpH
MTOITOTOBKE M OTBETaX HA YUCOHBIX 3aHITHSIX.

OmauM 13 BUAOB pabOTHI 711 00YJAIONTUXCsI, UCTIBITHIBAIOIINX TPYIHOCTH B
MMUCbME MOXKET OBITh MOJATOTOBKA K YUYEOHBIM 3aHATHSM TAaKUX 3aJaHHUI, KOTOPHIE
He TpeOylT OT HUX HaNHMCaHWs [UIMHHBIX TEKCTOB OTBeTOB. Hawmbomee
ONITUMAJIEHBIM BapUAaHTOM TaKOTO 3aJaHU, BHITIOJHIEMOTO B TUCEMEHHOH (hopme,
MOKET CIIYXHUTh TECTOBOE 3a/JaHue. Mcnonb30BaHne TECTUPOBAHUS 00YUaAIOIIUXCS
HEOOXO0MMO COBMEIIATh C 0OCYKJEHIUEM BApUAHTOB OTBETOB.

KoHTposb 3HaHMIT MOYKHO BECTH KaK B YCTHOM, TaK U B TMCbMEHHOM BHJIE.

Oco0eHHocTH 00yUeHHs 00YYAIOIIUXCS ¢ HAPYILIEHHEM CJIyXa.

[Ipu opranuzaunumum oOpa3oBaTENLHOTO Mpoliecca €O  ciadociblianei
ayqUTOpUEN  PEKOMEHIYeTCsl  HCIOJIb30BAaTh  CIEAYIOIIHE  MEeAarornyeckue
TPUHITUTIBI:

- HarJIS,THOCTH TIPETIoIaBaéMoOro MaTepurara;

- UHJMBU1yaJIbHOTO MOAXO0A K KaKIOMY 00yYaromeMycs;

- HCTIOIh30BaHUS HH(POPMAITMOHHBIX TEXHOJIOTHH;

- WCTOJIb30BaHMUS YYEOHBIX TOCOOWH, aganTUPOBAHHBIX TSI BOCIPHITHS
OOy4YarOIIMMUCS C HAPYILIEHUEM ClIyXa.

OOyuarolieMycsi ¢ HapyILlIEHUEM ClyXa CJIeAYyeT MPEAJIOKUTh 3aHATh MECTO
Ha MepeHUX NapTax ayJAuTOPUH, a MPENoIaBaTelto OO0JIbIIE BPEMEHN HAXOAUTHCS
psaoM ¢ paboyuM MECTOM 3TOro OOyd4arolmerocs. Y4UWThIBas, 4YTO TakKue
oOydaromiecs Jydlie MOHUMAIOT MO ry0am, JKelaTeIbHO pacroyiaraThCsi K HUM
JIUIIOM, TOBOPUTH TPOMKO U YETKO.

JIisi  TOBBIINIEHUST  YPOBHS ~ BOCHpUSTHS  yuyeOHOW  wHOpMaIHH
OOyYarOMIMMHUCS  paccMaTpUBAEMOM  TPYIIbI, PEKOMEHIYEeTCS MPUMEHEHHE
3BYKOYCUJIMBAIOIICH ammaparypbl, MYJIbTUMEIUNUHBIX H JPYTUX CPEJICTB.
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CrnoxHble Ui TOHMMAaHHUS TEMbl CIEAyeT CHa0XaThb Kak MOKHO OOJIBIINM
KOJMYECTBOM HarjsigHoro Marepuaia. OcoOyio ponb B OOy4YeHHHM JIMI[ C
HapyLIEHHBIM  CIIyXOM, UIpalOT  BujaeoMarepuanbl. [lo  BO3MOXKHOCTH,
npeabsaBisieMasl BUAeoOMHGOpMAIIMs MOKET COMPOBOXKIATHCS TEKCTOBOM Oeryieit
CTPOKOM MJIM CYPAOJOTUYECKUM TEPEBOIOM.

KonTtponb 3HaHuit oOydarommxcs ykKa3aHHOH HO30JIOTMM MOKET BECTUCH
MPEUMYIIIECTBEHHO B IHCbMEHHOM BHJI€, HO JJisi Pa3BUTUS YCTHOM peuw,
PEKOMEHIyeTCsl TPEUIOKHUTh OO0ydaroleMycs paccka3aTh OTBET Ha 3aJaHHE B
Te3Hcax.

Oco0eHHOCTH 00y4YeHHsI 00YyUAIOUIUXCS ¢ HAPYLIEHHEM 3PeHMS.

Crnenuduka oOyueHuss crabOBUIAIIMX OOYYArOIMIMXCS 3aKII04aeTcs B
CJIEIYIOLIEM:

- He00X0IUMO TO3UPOBAThH YUEOHYIO HATPY3KY;

- MPUMEHSATHh CHELUUalbHbIE (QOPMBI U METOABbl OOyUEHUS, TEXHUYECKHE
CpEICTBa, MO3BOJIAIOIIME BOCIHPUHMMATh MHPOPMAIUIO, & TAK)KE ONTHYECKHE U
TU(IIONEarOrNYeCKre yCTpOICTBA, paciupsonme M03HABATEJbHbIC
BO3MO>KHOCTH 00YyYaronnxcs;

- YBEIMYMBATh HCKYCCTBEHHYIO OCBEIIEHHOCTh INOMEILIEHUI, B KOTOPBIX
3aHUMAaIOTC 00Y4aIOIIUECs C TOHUKEHHBIM 3PDEHUEM.

[Ipu 3putenbHON paboTe y CIA0OBUASIIMX OOYyYarOmUXCsi OBICTPO
HACTylaeT YTOMJIEHHE, YTO CHHXAeT UuX pabOTOCIOCOOHOCTh, MO3TOMY
HEOOXOJMMO TMPOBOJUTH HEOOJBIINE TEPEPHIBbI WU NEPEKI0YEHUE padodeit
AKTUBHOCTH.

[Ipy ureHuMn neKUM, CIA0OBUASIIUM OOYUYAOIIUMCS CIEAYET pa3peliuThb
UCITIOJIB30BaTh 3BYKO3aIMCHIBAIOIINE YCTPOMCTBA M KOMIBIOTEPHI, KaK CIOCO0
KOHCIICKTUPOBaHHUs, BO BpeMms 3aHATHA. HeoOXoanmMo KOMMEHTHpPOBAaTh CBOM
KECTbl M HAJIUCH Ha JIOCKE M IepelaBaTh CIOBaMU TO, YTO YacTO BBIpaKaeTcs
MHUMUKOH U KECTAMMU.

[Ipu paboTe Ha KOMIIBIOTEpE CIEAyeT HCIOJb30BaTh  MPUHIUI
MaKCHMAaJbHOTO CHI)KEHHUS 3PUTENIbHBIX HAarpy3oK, JO3UPOBAaHUE U YepeIOBaHUE
3pUTENIbHBIX HAarpy3ok ¢ JpyruMU BUAaMU JestensHocTd. Kpome Toro,
HEOOXOJMMO  HCHOJb30BaTh  CIHELUAIbHBIE IPOrpaMMHBIE  CpEICTBA IS
yBEJIMYEHUS N300paKeHUs Ha SKpaHe WK U1 03BYYMBaHUs HH(DOpMALIHH.

[Ipu mpoBemeHMr TPOUEAYPHl OICHUBAHHS PE3yNbTaTOB OOydYeHHUs
WHBAJIHJIOB M JIUI] C OTPaHUYCHHBIMU BO3MOXKHOCTSIMH 3/I0pPOBbsI 00€CIICUNBACTCSI
BBITIOJTHEHUE CIIEAYIONINX JIOMOJHUTENBHBIX TpPeOOBaHWH B 3aBUCHMOCTH OT
WHJMBUAYAJBHBIX OCOOCHHOCTEHN 00y4arOIIUXCS:

1. wHpOpMAIMS 1O TOPAAKY TMPOBENCHUS TMPOICIAYPhl OICHUBAHHS
MpenocTaBisieTcs B JAOCTynHOW ¢(opme (ycTHO, B NHUCbMEHHOW ¢dopme, Ha
AJIEKTPOHHOM HOCHUTEJE, B IEYaTHOM (pOopMe YBEIHMUEHHBIM IIPUPTOM U T.I1.);

2. poctynHas ¢opMa NpEAOCTaBICHHs 3aJaHUl OICHOYHBIX CPEACTB (B
neyaTHoi (opme, B TmeuaTHOW (opme yBenmuueHHbIM mpupToM, B (hopme
AIIEKTPOHHOTO JJOKYMEHTA);

3. noctynHas gopma npeAaocTaBiIeHHs] OTBETOB Ha 3a/aHus (MMCbMEHHO Ha
Oymare, HaOOp OTBETOB Ha KOMITBIOTEPE, YCTHO U Jp.).

14



[Ipu HeoOxomumocTH i1  OOyYalOUUMXCA C  WHBAaJUAHOCTBIO U
oOyyarolmuxcss ¢ OrpaHUYEHHBIMH BO3MOMKHOCTSMM  3/10pOBbs  IIpOLEAypa
OLICHUBAHUS PE3ylbTATOB OOYYEHHUS IO JUCHUIUIMHE MOXKET MPOBOJIUTHCS B
HECKOJIBKO 3TAaIlOB, a TAKXKE MOXKET ObITh MPEAOCTABICHO JIOMOJIHUTEIBHOE BPEMS
IUIsL IOATOTOBKYU OTBETA HA 3a4€TeE.
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4. KOHTPOJIb 1 OLEHKA PE3YJbTATOB OCBOEHHUA
YYEBHOU JUCIIUITJIMHbI

4.1. Onucanue Nokasarejieid 1 KpUTEpHeB OLEHKN KOMIIETEeHIIU

Pe3ysabTarnl 00yyeHus \

Kpurepum oneHku

MeToabl OLIEHKH

Hepeqenb 3HaHHi7[, 0CBAUBACMbBIX B paMKaX TUCHUIIJIHHBI

Tepmunonorus B
obnactu
JOKYMEHTAIlMOHHOTO
obecrnieueHus
yIIpaBICHUS;
HopmaTtusHbIe
JIOKYMEHTHI,
periIaMeHTHPYIOIINE
COCTaBIICHUE u
odopmiieHre
JIOKYMEHTaIu! u
MOPSIIOK €€ 00padOTKH;
[IpaBuia coctaBieHus u
odopmIteHUs
OpraHu3aIMOHHO-
pacropsIuTeIbHBIX
JOKYMEHTOB, BXOJSIINX
B YHU(PUIUPOBAHHYIO
cUCTEMY
OpraHu3alMOHHO-
pactopsAUTEIbHBIX
JIOKYMEHTOB,
YHUPUIIMPOBAHHYIO
CUCTEMY NEPBUYHOU
YYETHOU JOKYMEHTaluu
B YacTU JOKYMEHTAIuu

0 y4eTy Tpy/a;
[lopsigok  mpoBenenus
AKCIEPTU3bl  LEHHOCTH
JIOKYMEHTOB "
MOATOTOBKA  JeIT K
APXUBHOMY XPaHECHHIO.
TexHonorus
OpraHu3aIu
JOKYMEHTOOOOpoTa B
OpraHU3aIMIX
(Y4pexIeHusx).

- oopMIICHHE IOKYMEHTOB M PEIICHUE
MPAKTUYCCKUX CUTYyaIui c
HOPMAaTHBHBIM MIPaBOBBIM
000CHOBaAHHEM;

- UCIIOJIb30BaHUE Pa3IUYHbIX
HMCTOYHUKOB, BKIIOYas OSJICKTPOHHBIC
pecypcsl, Meaua pecypcebl, MHTepHeT-
pecypchl, MEPUOIUYCCKUE H3TaHHS 10
CHEIHAIbHOCTH JUTST pelieHus
npoeCCHOHATFHBIX 3319

- JIEMOHCTpAIMsl OTBETCTBEHHOCTH 32
MPUHSATHIE PENICHHS, 000CHOBAaHHOCTH
caMmoaHajmn3a " KOPPEKIIHSI
pe3yJIbTaTOB COOCTBEHHOMN pabOTHI;

- HCIIOJIb30BAaHHUE 3aKOHOJATEIbHBIX U
HOPMAaTUBHO-TIPABOBBIX npu
TUIAHUPOBAHUM TIPEIITPUHUMATEIHCKOM
NEeSTeNIbHOCTH B MpOodeccHoHanbHOM
chepe;

- JIeMOHCTpalusi 3HaHMA B o00NacTu
(bMHAHCOBOW IPAMOTHOCTH;

- KOHCTPYKTHUBHOCTH B3aUMOJICHCTBUS

adKTOB

C O6y‘-IaIOHII/IMI/IC$I, nmpenoaaBarCjiiMu B

xoJe  OOy4yeHHus, PpPYKOBOJIUTEISIMU
yueOHOM u IIPOU3BOJCTBEHHOMN
MPaKTHK.

-cobmroieHue HOpM
npodeccHoHaNbHON STUKY;

— TOCTpOoeHHe Mpo(hecCHOHATEHOTO
OOIIEHUs C  y4eTOM  COIMAJIbHO-
poheCCHOHATHLHOTO craryca,
CUTyallun OOIIeHHs, OCOOEHHOCTEH
TPYIIITBI u WHIUBUTYaTbHBIX
ocoOeHHoCTeH YYaCTHUKOB
KOMMYHHUKAIHH;

- TPaMOTHOCTh YCTHOM M INHCBMEHHOU
peuw;

- opopmieHHe  JOKYMEHTOB B

coorBeTcTBUH ¢ ' OCToM;

- scHOCTh  (OpPMYJIHpPOBAHUA U

- OKCIIEPTHOE Ha6J'II-OI[eHI/IC
BBITIOJTHEHU A
IMPAKTUYCCKUX 3aHaHHﬁ,

- OIEHKAa 10 HTOraMm
YCTHOTO orpoca
CTY/ICHTOB,

- HAOJIONEHUE II0 HMTOraM
TECTUPOBAHUS,
- OICHKAa B
MIPOBEICHHS
IIPOMEKYTOUYHON
aTTECTALIMHU.

nporecce

16




HU3JI0KEHMS MBICTICH;

- TpOSIBJICHHE  TOJEPAaHTHOCTH B
rpoiiecce OOIICHHS;

- coOJo/IeHHe HOPM TIOBEACHUSI BO
BpeMs yUeOHBIX 3aHSATHIA;

- co0roieHne CTaH/IapTOB
AHTUKOPPYIIIMOHHOTO TIOBEICHUS;

- CcOOJIIOJTaeT HOPMBI IKOJIOTUYECKON

0€e30I1aCHOCTH;
— ompeaenseT HaTPaBIICHUS
pecypcocOepereHus B pamKax

npodeccHoHAbHON JIeATEeIbHOCTH TI0
CTCIUATBHOCTH;

- 3¢p¢dEeKTUBHOCTh  HCIOJIb30BAHUS
CpeAcTB (PHU3UYECKOW KYyIbTYPBI ISt
COXPAaHCHHUS U YKPEIUICHUS 37J0POBBS B
nporecce npoeCCUOHATHLHON
NEeSATSIIEHOCTH " TOIJIEPKaAHUS
HE0OXOIMMOTO YPOBHS  (pU3UYECKOM
MTOATOTOBJICHHOCTH;

- 3(G(}EeKTUBHOCTh HCMOJIL30BAHUSA B
npodeccnoHaTBEHOM JIESITCIIBHOCTH
HEOOXOJUMOM JTOKYMEHTAllUH, B TOM
YHCJIC HA HHOCTPAHHOM SI3bIKE

IlepeyeHb ymMeHnii, 0cBa

HBACMbIX B paMKaXx TUCHHUIIJIHHBI

[IpumensTH Ha
IPaKTUKE
roCyJJapCTBEHHbIE
CTaH/apTBhl, apyrue
HOPMAaTHUBHO-
METOINYECKHE
JIOKYMEHTHI,
perilaMeHTHpYIOLIHe
OpraHu3aIuIo
JOKYMEHTAllMOHHOTO
o0ecrieueHus
yIpaBJICHUS;
CocraBnTth u
IPaBWIBHO 0(OPMIISATh
OCHOBHBIE BUJIBI
OpraHu3aIMOHHO-
pacropsauTeIbHbBIX
JIOKYMEHTOB;
Odopmitsate
MH(OpPMaLMOHHO-
CIIPaBOYHYIO
JIOKYMEHTAIHUIO;
OdopMisaTh  KaJIpoBYIO

- ohopmieHHE TOKYMEHTOB M PEIICHUE
MPAKTHYECKUX CUTYyalun c
HOPMAaTHBHBIM IIPaBOBBIM
000CHOBaAHHEM;

- HCIIOJIb30BaHUE pa3IMYHBIX
HMCTOYHUKOB, BKIIOYas OJICKTPOHHBIC
pecypcsl, Meaua pecypcebl, MHTepHeT-
pecypchl, MEePUOIUYCCKHE H3TaHUS 10
CHEIHATbHOCTH TUTST pelieHus
po¢eCCUOHABHBIX 3a]1a4

- JIEMOHCTpAIMsl OTBETCTBEHHOCTH 32
MPUHSATHIE PENICHUs, 000CHOBAHHOCTH
caMmoaHajmn3a " KOPPEKIIHS
pE3yNbTaTOB COOCTBEHHOMN pabOTHI;

- HCIIOJIb30BaHHUE 3aKOHOJATENbHBIX U
HOPMAaTUBHO-TIPABOBBIX ~ aKTOB  MPH
TUTAHUPOBAHUH TIPEIIPUHUMATETHCKOM
NEATCIbHOCTH B TPO(EeCCHOHATLHOM
chepe;

- JIeMOHCTpalusi 3HaHMW B O0NacTH
(rHaHCOBOW I'PaMOTHOCTH;

- KOHCTPYKTHBHOCTH B3aUMOJICHCTBUS
¢ 00yJaroIKUMHCS, TTPETIOIABATEIISIMUA B

xoze  OOy4yeHMs, PYKOBOAMTEISIMU

- OKCIICPTHOC Ha6J'IIOI[eHI/Ie
BBITIOJTHCHHU A
IMPAKTUYICCKUX SaHaHHﬁ,

- OIEHKa TII0 HTOram
YCTHOTO orpoca
CTY/ICHTOB,

- HAOIIOIEHHE 110 HUTOraM
TECTUPOBAHUS,
- OIECHKa B
MIPOBEICHUS
MIPOMEKYTOUHON
aTTeCTallHH.

nporecce

17




JOKYMEHTALUIO;
Odopmitsate
IPETEH3UOHHO-HCKOBYIO
JTOKYMEHTALUIO.

yueOHOI " MIPOM3BOJICTBEHHOM
MPaKTHK.

-co0utoieHne HOpM
npodecCHoHATLHOM ATUKY;

— TOCTpoeHHE TPO(ecCHOHATBHOTO
OOIIEHUSI C  y4eTOM  COIMAJIbHO-

npodeccrnoHaIbHOTO cTaryca,
CUTyallMiu  OOIICHHUS, OCOOCHHOCTEH
TPYIIIIBI 51 WHIMBUTyaJIbHBIX
ocobeHHOCTEH Y4aCTHUKOB
KOMMYHHKAITUH;

- TPaMOTHOCTb YCTHOM M IHCBMEHHOU
peuy;

- odopmiieHHE  JIOKYMEHTOB B
coorBeTcTBUH ¢ 'OCToM;

- scHOCTh  (OpPMYJIMpPOBAHUA U
U3JIOKEHUS MBICIICH;

- NpOSIBJIEHHE  TOJEPAHTHOCTU B
nporecce O0IeH s,

- coOJIoZicHHe HOPM TIOBEICHHUS BO
BpeMsl yUeOHBIX 3aHATHIH;

- co0toieHue CTaH/IapTOB
AHTUKOPPYIIIMOHHOTO IOBECHHUS;

- coOJIIOJITaeT HOPMBI 3KOJIOTHYECKON

0e30I1aCHOCTH;
— orpeenser HaIpaBJICHUS
pecypcocOepekeHmst B pamMKax

npoeCCUOHATIBHON JAEATENbHOCTH IO
CTEUATBHOCTH;

- 23(pGdeKTUBHOCTh  UCIHOJB30BaHUS
CpeAcTB (PHU3MYECKOW KYyIBTYPHI ISt
COXPAaHEHHUS U YKPEIJICHUS 37J0POBbS B
nporecce npodeccuoHaTHLHON
JeSITebHOCTH u MoAJIep>KaHuUs
HEOOXOAMMOTO YpOBHS  (pru3muecKon
MOJITOTOBJICHHOCTH;

- 30(}EeKTUBHOCTh HCMOIB30BAHUS B
npogeccuoHaIbHON JIeSITENIbHOCTH
HEOOXOIMMOM JOKyMEHTAallMM, B TOM
YyClie HA THOCTPAHHOM SI3bIKE
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