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1. OBIIASI XAPAKTEPUCTUKA PABOYEH ITPOI'PAMMBbBI
YYEBHOU JUCIIUIIJIMHbI

1.1. O6a1acTh NpuMeHeHUs1 padoyeil MPOrpaMmbl

PabGouas mporpamMma y4eOHON MUCIUIUIMHBI SIBJSETCS YacTbIO MPOrpaMMBbI
MOJATOTOBKM CIHEHHAIMCTOB cpelHero 3BeHa B coorBerctBUM ¢ PI'OC CIIO mo
cnenuanbHocT 38.02.03 OneparmonHas 1eITeIbHOCTh B JOTUCTHKE.

1.2. MecTo y4eOHOIl NUCHUILIMHBI B CTPYKType NPOrpamMMmbl IOATOTOBKH
CIeNUAJIMCTOB CPEAHEro 3BeHa:

VYueOnas muctumiuaa OI1.05. JlokymeHTannoHHOE oOecreyeHne yrpaBieHus
ABJIAETCS O00SA3aTENbHOM 4YacThl0 O0MIENpo(eCCUOHANBHOTO IUKJIA [POTrpaMMBI
IIOATOTOBKM CHIELNUATUCTOB cpeaHero 3BeHa B coorBercTtBuu ¢ PI'OC CIIO mo
cnennanbHocTH 38.02.03 OnepaimonHas AeATeIbHOCTD B JIOTUCTHUKE.

1.3. Heab ¥ nJIaHnpyeMble pe3yJibTAThl 0CBOEHHS M CHUILTHHBI

VYyeonas aucturummnaa OI1.05. JlokyMeHTallMOHHOE 0OecTieueHne yIrpaBieHus
oOecrieunBaeT HOpMHUPOBAHUE OOIIUX U MPOPECCUOHAIBHBIX KOMIETEHIIUI 110 BCEM
ocHoBHBIM BuzaMm jesteabHocT PI'OC CIIO no cneuuansHoct 38.02.03
OmnepaloHHasi 1eITeNbHOCTh B Joructuke. Oco0oe 3HaYeHUe AUCIUIUIMHA HUMEET
npu popmupoBanuu 1 pazButuu: OK 1. OK 2. OK 3. OK 4. OK 5. OK 9. IIK 1.1.

[IK 1.3.

OK 01. Boibupats crioco0Obl penieHus 3a1a4 npodeccuoHaIbHON NeATeIbHOCTH
MPUMEHUTENIHHO K Pa3JIUYHBIM KOHTEKCTaM;

OK 02. Hcnonws3oBaThb COBPEMEHHBIE CpEACTBA TMOMCKA, aHauu3a |
UHTEpIipeTauu UHGopMauud U UHOOPMAIIMOHHBIE TEXHOJOTUU JIJIsl BBITIOJIHEHUS
3a/1a4 MpoheCCUOHAIBHOU JIeSITEIbHOCTH;

OK 03. IlnanupoBath U peaan30BbIBaTh COOCTBEHHOE MpOodecCHOHATBLHOE U
JMYHOCTHOE Pa3BUTHE, MPEANPUHUMATEIBCKYIO JCSITEIBHOCTh B IPO(heccCuoHaIbHOM
cdepe, UCIOIB30BATh 3HAHUS IO TTPABOBOM U ((MHAHCOBOM IPAMOTHOCTH B Pa3IMUHbIX
YKW3HEHHBIX CUTYyaIUsX;

OK 04. D¢ dhexTuBHO B3aUMOCHCTBOBATh K Pa0OTATh B KOJUICKTUBE U KOMAH/IC,

OK 05. OcymecTBasiTb yCTHYIO W MHUCHBbMEHHYIO KOMMYHUKAIMIO Ha
rocyAapcTBeHHOM si3bike Poccuiickoit @enepanmuui ¢ yd4eToM OCOOCHHOCTEH
COLIMAJIBHOTO U KYJIbTYPHOTO KOHTEKCTA;

OK 09. Tlonb3oBarbcsi  mpodecCUOHAIBLHOM  JIOKYMEHTalMel  Ha
roCyJJapCTBEHHOM M MHOCTPAHHOM SI3bIKaX.

IIK 1.1. OcyuiecTBasiTh CONPOBOXKICHUE, B TOM YHUCIEC HOKYMEHTAallMOHHOE,
MPOLIETYpPbI 3aKYTOK

I[IK 1.3. OcyuecTBiiaTh IOKYMEHTAIMOHHOE COMPOBOXACHUE CKIIAJICKUX
OTeparvu.

B pamkax mporpamMmbl y4eOHOH NUCHUIUIMHBI OO0YYaroIIMMHCS OCBAaUBAIOTCSA
YMEHHS ¥ 3HAHUA!



Kon

1K, OK YMenus 3HaHus

OK 1. -pacrio3HaBaTh 3a7a4y W/Win -aKTyaJIbHBIA PO ECCUOHATBHBINA U
npobieMy B pohecCHOHAIIbHOM COLIMAJIbHBIA KOHTEKCT, B KOTOPOM
U/WIIN COLMAIbHOM KOHTEKCTE; HNPUXOJUTCS pabOTaTh U KUTh;
-aHAIM3UPOBATH 33/1a4y W/WIN -OCHOBHBIE UICTOYHUKH UHPOPMALIUU
po0JeMy U BbLIENATh €€ COCTaBHbIE | U PECYPCHI AJIS pelleHus 3a/1a4 U
qacTH, npo6ieM B mpoheCcCHOHATEHOM
-ONPEAEIATh JTalbl PEIIeHUs 3a/la4l; | W/WIA COLUAIBHOM KOHTEKCTE;
-BBISIBJIATH U 3()(PEKTUBHO UCKATH -aJITOPUTMBI BBITIOJTHEHUS PadOT B
UH(POPMALIMIO, HEOOXOJUMYIO JUIS poeCCHOHATIBHON U CMEXHBIX
peIIeHuUs 3a]a4H U/UITH TPOOIEMBL; 001acTsIX;

-COCTaBJIATh IUIaH ACHCTBUS; -MEeTO/Ibl Pa0OTHI B

-OnpeAeNsaTh HeOOXOAMMBIE PECYPCHI; | MPO(EeCCHOHANBHON U CMEXHBIX
-BJIa/IETh AKTYaJIbHBIMU METO/1aMHU chepax;
paboThI B mpohecCHOHABHOW U -CTPYKTYpY IUIaHa JUId peIleHus
CMEXHBIX chepax; 3ajay;

-peann30BBIBaTh COCTABJICHHBIN IIJIaH; | -TIOPSIIOK OLEHKH Pe3yIbTaTOB
-OLICHUBATh PE3yJIbTAaT U MOCIEJACTBUS | pelleHHs 3a/1a4 IpodecCHOHATBLHON
CBOMX JICUCTBUH (CAaMOCTOSATEIHLHO JIESITEIIbHOCTH

WX C IOMOUIbIO HACTABHUKA)

OK 2. -OIpeJIeIATh 3a/1a4u JJIs TIOUCKa -HOMEHKJIaTypa WH(POPMAIIMOHHBIX
uHpOpMaLnu; UCTOYHUKOB, IPUMEHSAEMBIX B
-OTpeAeTATh HEOOXOAUMBIC poeCCHOHATLHOMN e TeFHOCTH;
UCTOYHUKU MH(POPMALINY; -[IPUEMBI CTPYKTYPUPOBAHHUS
-IIJIAHAPOBATH TPOIIECC MOKCKA; uHpOpMAIHH;

-CTPYKTYpUPOBATh MOJTy4aeMyko -(opmat oopmiieHuUs pe3yabTaToB
uHpopmaruio; Moucka uH(opMaIuu, COBpeMEHHBIE
-BBIIEJIATH HanboJiee 3HauuMoe B CpeZCTBa U YCTpOWCTBa
nepevyHe nHPOpMaIlnu; uH(popMaTU3aINy;

-OIICHUBATh MPAKTUYECKYIO -MIOPSAJIOK UX IPUMEHEHUS U
3HaYMMOCTbh PE3yJIbTAaTOB ITOKCKA; porpamMMHOE OOecrieueHue B

-0(OpMIIATh PE3yNbTaThl IOUCKa, npo¢ecCHOHATBLHOMN 1eATEIbHOCTH, B
NPUMEHSTH CPECTBA TOM YHCJI€ C UCIIOJIb30BaHUEM
UH(POPMALIMOHHBIX TEXHOJIOTUHN IS UG POBBIX CPENICTB
pemeHus mpodecCHoHANBHBIX 3a/1a4;

-HCIIOJIb30BaTh COBPEMEHHOE
pOrpaMMHOE 00ecTIeYeHHE;

-ACIIOJIb30BaTh Pa3InYHbIe HU(PPOBBIE
CpeZCTBa ISl pEeIICHUS
npodecCHOHATBHBIX 3a1a4

OK 3. -OIPEACIIATh AKTYAIBHOCTh -COJIEpP’)KAHUE AKTYAIBHOU

HOPMAaTHUBHO-TIIPABOBOM
JOKYMEHTaIuu B po¢ecCHOHaIbHON
JIeSITENLHOCTH;

-IIPUMEHATH COBPEMEHHYIO HAYYHYIO
npohecCHOHATEHYIO TEPMUHOIIOTHIO;
'OHpe)IeJ'ISITB 158 BI)ICTpaI/IBaTI)
TPACKTOPUU MPOPECCHOHATBHOTO
Pa3BUTHS U CaMOOOpa30BaHuUs,
-BBIABJISAATH JOCTONMHCTBA U HEAOCTATKHN
KOMMEPYECKOU HJICH;

HOPMAaTUBHO-TIPABOBOM
JOKYMEHTAITUH;

-COBpEMEHHas Hay4Has U
npogeCcCuOHAIbHASI TEPMHUHOJIOTHS;
-BO3MOJKHBIE TPACKTOPHH
MPoECCHOHAIIBHOTO PA3BUTHUS U
camMo00pa30BaHus;

-OCHOBBI MTPEIPUHUMATEIBCKON
JACATCIIbHOCTH,




-TIPE3E€HTOBATh UJIEU OTKPBITUS
COOCTBEHHOTIO JI€Na B
npodeccuoHaNbHOM NesTeNbHOCTH;
-o(hopMIISATH OM3HEC-TIIaH;
-paccUUTHIBaTh pa3Mephl BHIILIAT MO
MPOLIEHTHBIM CTaBKaM KPEAUTOBAHUS;
-OMpeIesITh UHBECTULIMOHHYIO
MIPHUBJICKATEILHOCTh KOMMEPUYECKUX
uael B pamkax mpodeccuoHaIbHON
JESITEIIbHOCTH;

-IIPE3EeHTOBaTh OU3HEC-UCIO;
-ONpeIeISITh HCTOYHUKH
dbuHaHCUpOBaHUS

-OCHOBBI ()MHAHCOBOH U TIPABOBOM
IPaMOTHOCTH;

-TpaBWJIa pa3pabOTKu OM3HEC-
TUTAHOB;

-IIOPSIJIOK BBICTPAMBAHUS
MPE3CHTAIINH;

-KpeAUTHbIC OAHKOBCKHUE MPOYKTHI

OK 4. -OpPTaHU30BBIBATH PA0OTY KOJUIEKTHBA U | -TICHXOJIOTHYECKUE OCHOBBI
KOMaH/Ibl; JESITEIIbHOCTH KOJUIEKTHBA,
-B3aMMO/JIEUCTBOBATh C KOJIJIETAMH, MICHXOJIOTHYECKUE OCOOCHHOCTH
PYKOBOZICTBOM, KITHEHTAMHU B XOJIE JUYHOCTH;
podecCHOHATILHOM JeITeIbHOCTH -OCHOBBI IPOEKTHOM J1€ATEIbHOCTH

OK 5. -TPaMOTHO U3JIaraTh CBOU MBICIIH U -0COOEHHOCTH COIHAILHOTO U
0(QOpPMIISITh TOKYMEHTHI 110 KYJIBTYPHOT'O KOHTEKCTA;
npodeccnoHaNbHOM TeMaTHKe Ha -npaBuiia 0hOpMIIECHHUS TOKYMEHTOB
rOCYJapCTBEHHOM SI3bIKE, IPOSIBIATH | M IOCTPOEHUS YCTHBIX COOOIICHU I
TOJIEPAHTHOCTH B paboyem
KOJJIEKTHBE

OK 9. -IIOHUMATh OOIINUN CMBICT YETKO -IIpaBUJIa MOCTPOCHUS MPOCTHIX U
MIPOM3HECEHHBIX BbICKa3bIBaHUI HA CJIOXHBIX MPEIOKEHUN Ha
U3BECTHBIE TeMBI (podeccuoHanbHble | MpodeccHoHaNbHbIE TEMBI;

1 OBITOBBIE), IOHUMATh TEKCTHI Ha -OCHOBHBIE 00IIEeyOTPEOUTENHHBIC
6a30Bble PO eCCHOHATILHBIE TEMBI; rnaroJjsl (ObITOBas U
-y4acTBOBAThH B IUAJIOTaxX Ha npodecCuoHaNIbHAS JIEKCHKA);
3HAaKOMBbIE 00IIuE U -JIEKCUYECKUI MUHUMYM,
npoheccCuoHaNbHbIE TEMBI; OTHOCSIIMICS K ONTUCaHUIO
-CTPOUTH MIPOCTHIE BHICKA3BIBAHUS O IIPEIMETOB, CPENICTB U MPOLIECCOB
cebe 1 o cBoell mpodeccroHanbHON npodeccuoHanbHON e TEIbHOCTH;
JESATEIIBHOCTH; -0COOEHHOCTHU MPOU3HOIIECHUS;
-KpaTKo 00OCHOBBIBaTh U OOBSCHATD -TpaBUjIa YTEHUS] TEKCTOB
CBOM JIEHCTBUSA (TEKYLIUE U npodeccrOHaIbHON HAMIPABICHHOCTH
IUTAHUPYEMBIE);
-[IACaTh MPOCTHIE CBSI3HBIE COOOIIEHUS
Ha 3HAKOMBIE WJIM UHTEPECYIOIIHE
npodecCHOHATIbHBIE TEMBI

MK 1.1. -0(hopMIIATH GOPMBI TEPBUUYHBIX -TpebOBaHuUs 3aKOHOAATENbCTBA U

JIOKYMEHTOB JJI1 OCYILIECTBICHUS
MpOLEAYpPHI 3aKYIOK;

-ONpeAeIATh MOTPEOHOCTH B
MaTepuaIbHBIX 3amacax Jjs
o0ecrieueHus AeITeNbHOCTH
OpraHu3aIuy;

-IIPUMEHSTh METO/I0JI0TUYECKHE
OCHOBBI 0a3MCHBIX CUCTEM YIIPABIICHUS
3amacaMy B KOHKPETHBIX CUTYAIIHsIX;
-ONpeJIeNSITh CPOKU U 0ObEMBI 3aKYTIOK

HOPMAaTUBHBIX TIPABOBHIX aKTOB,
PETYIUPYIOIIUX AEATENBHOCTD B
cdepe 3aKymoK;

-TIOPSIZIOK COCTABJICHUS 3aKYTTOYHOM
JIOKYMEHTAIUH;

-KPUTEPHUU OLICHKHU IMOCTAaBIINKOB,
-TIOPSIIOK OTIPeIeIICHUS
MOTPeOHOCTEHN B 3aKyIKaX;
-0a3uCHBIE CUCTEMBI YIPaBJICHUS
3amacamu (CucTema ¢




MaTepUAIbHBIX LICHHOCTEH;
-OILICHUBATH IIOCTAaBUIUKOB C
MPUMEHEHHUEM Pa3JInYHBIX METOIUK

(UKCHPOBAaHHBIM pa3MEpOM 3aKa3a U
cucreMa ¢ (PUKCUPOBAHHBIM
MHTEPBAJIOM BPEMEHH MEXKIY

TEXHOJIOTHH;
-YHUQDHUITUPOBATH CUCTEMBI
JIOKYMCHTAIUH,

-OCYIIECTBIIATh XPAHCHUE U TIOUCK
JIOKYMCHTOB;

-OCYIIECTRIISTh aBTOMATH3AIUIO
00paboTKH JOKYMEHTOB;
-MCII0JIb30BaTh
TEJIEKOMMYHUKAI[HOHHBIC
TEXHOJIOTHH B 3JIEKTPOHHOM
JOKYMEHTO000pOTE

3aKa3amu)
IIK 1.3. -0(hopMIIATH JOKYMEHTHI CKJIAJICKOTO | -CUCTEMa  JIOKYMEHTOOOOpOoTa Ha
yuera; CKJIAJIE;
-COCTaBJIATD U 3aIIOJIHATH TUIIOBBIE -TIOPSIIOK COCTABIICHUS CKJIa/ICKON
(OpPMBI CKIIAZICKUX IOKYMEHTOB; JIOKYMEHTAIUU;
-KOHTPOJIUPOBATH PABHILHOCTD -00s13aTeIbHbIC PEKBU3UTHI U
COCTaBJICHUS CKJIQJCKUX JOKYMEHTOB | MOPSAOK 3allOJTHEHUS CKIAACKUX
JIOKYMEHTOB
JuctummHa | -0hOpMIISTh JOKYMEHTAIINIO B -MIOHSITHE, LI, 33a]1a4d U
pHbIE COOTBETCTBUU C HOPMATUBHOM 0a30, | MPUHLMUIIBI JEIONPOU3BOICTBA;
pe3yabTaThI B T.4. UCTIOJB3Ysl HHPOPMAIMOHHBIE -OCHOBHBIE TIOHSTHUS

JIOKYMEHTAIIMOHHOTO 00ECTICUCHHSI
yIIpaBJICHUS;

-CHUCTEMBI JIOKyMEHTAIIMOHHOTO
oOecrieyeHust yIpaBiIeHUs;
-KJIACCH(DMKAIIMIO JOKYMECHTOB;
-TpeOOBaHuUs K COCTABIIEHUIO U
0(OPMIICHHIO TOKYMECHTOB;
-OpraHu3anuio JOKYMEHT0000poTa:
npueM, o0paboTKa, perucTpanus,
KOHTPOJIb, XpaHEHHE JTOKYMEHTOB,
HOMEHKJIaTypa Jie

1.4. KosinyecTBO 4YacoB HAa OCBOCHHE
TACHUILIUHBI

pabdoyeii mporpamMmbl y4yeOHO#

O6bem 00pazoBaTeIbHON MPOrpaMMbl 00ydaroierocs 48 4acoB, B TOM YHCIIE:
o0s3arenpHas yacTh — 32 yaca;
BapuaTHBHAsA 4acTh — 16 4acos.

VBenuueHne KOJIWMYECTBA 4YacoB pabodeill mporpamMmMmsl
BApUATMBHOW YaCTHW HAMNpPABJICHO Ha yenybiexue oObeMa 3HAHUNA TIO pas3jesam

IIPOTPaMMBI.

O06bem 00pa3oBaTeIbHON MPOTPaMMbl 00y4JaroIIerocs: — 48 4acoB, B TOM YHCIIE:
o0beM paboThl 0OydarOIIMXCsl BO B3aMMOJEWUCTBUU C MpemnojaBareneM — 48

4acoB;

U3 HUX B hOopMe IPAKTUUECKOM OATOTOBKH — 12 4acoB;
CaMOCTOSITEeNIbHOU paboThl 0Oyuarormierocs — 0 4acos.

3a CUCT 4YacCoOB



2. CTPYKTYPA U COJAEPKAHUE YUEBHOM JIUCIUTLIAHBI

2.1. O0bem y4yeOHOM QMCHMILIMHBI M BHAbI Y4e0OHO padoThI

Bua yueOHoii padoThI

O0BbeM yacoB

O061beM 00pa3oBaTeIbHON MPOrpaMMbl 48
B TOM 4HcJje B (popMe NPaAKTHYECKOI MOATOTOBKH 12
B TOM YHCIIE:

TEOpeTUIeCcKoe 00ydeHne 36
1ab0paTOpPHBIE 3aHATHS -
MIPaKTUYECKHUE 3aHATHS 12

KypcoBasi pabota (IIpoexT)

CamocrosTenbHas pa60Ta o6yt1a10meroc;1

IIpomeskyTounas arrecrauus B ¢popme 1upPpepeHUPOBAHHOIO 3a4eTa




2.2. TemaTH4ecKHii IVIAH U COAEPKAHME Y4eOHOM AU CHUITUHBI

Koasl
KOMTIIeTEeHIIHIA,
H O0bem ¢popmupoBanuio
anMeHOBaHMe Conep:kanue yueOHOro MaTtepuasa u GopMbl OPraHU3aAnUM AeATeIbHOCTH
pa3esioB U TeM 00y4arIuXcs b KOTOpBIX
yacax Crocoo0cTByeT
3J1eMEHT
NPOrpaMMbl
1 2 3 4
Pa3nen 1. Opranusanusi J0KyMeHT0000pPOTA HA NPeANPUATHHI 14
Tema 1.1. Coaep:xanue yueOHOro MaTepuaJia 8 [IK.1.1, IIK.1.3,
JdokymeHT u OK 01, OK 02,
CHCTEMA 3HaveHHEe U COEP)KaHUE TUCIUTIIUHBI «J[OKyMEHTAIlMOHHOE 0OecTieueHne OK 03, OK 04,
AOKYMEHTAIUU ynpasiieHus». [IoHATHE TEPMUHOB «JIOKYMEHT», «10KYMEHTUPOBAHHEY, OK 05, OK 09
«TOKYMEHTALIMOHHOE 00eCTIeUeHHE yIpaBIeHUs». Y HU(DUKAIUSA U CTaH AP TU3AIH
yIpaBJIEHYECKUX TOKyMEHTOB. OCHOBHBIE MMOHATHS AEIONPOU3BOICTBA.
Knaccugukarus nokymeHTOB opranuzanun. OyHKIun 10KyMeHToB. [loHsTHE U cOCTaB
PEKBU3HUTOB JOKyMeHTa. CXEeMBI PacIioioKeHHs peKBU3UTOB. [IoHATHE 1 BUIBI OJIAaHKOB
JOoKyMeHTOB. HopmaTHBHO-TIpaBOBOE oOecIieueHue JIeI0NpOr3BOJICTBA.
Tema 1.2. Copepxanue yueOHOro MaTepuasa 6 [IK.1.1, ITK.1.3,
Opranusanus [ToHsiTHe M IPUHLIMITBI OpraHU3aluyu J0KyMeHToo0opoTa. CocTaB U yueT oobeMa OK 01, OK 02,
AOKYMEHT0000poTa JIOKYMEHTO0000poTa npeanpuatuil. Opranuszanus padoThl ¢ BXOAALIEH, HCXOAAIIEN 1 OK 03, OK 04,
HA NpeAnpUATHH BHYTpeHHel nokymeHTanuen. Kontposb ncnonnenus 1okymeHToB. Pabora ¢ OK 05, OK 09
BHYTPEHHUMH JIOKyMEHTaMU. ba3bl JaHHBIX 17151 XpaHEHHs JOKYMEHTOB.
3aKkoHOaTEeIbHBIE AKTH © HOPMATHBHO-METOJUYECKUE TOKYMEHTHI 110 apXUBHOMY
XpaHeHMIO TOKyMeHTOB. Pabora ¢ 3ampocamu. PaboTa ¢ 37eKTpOHHBIMH JJOKYMEHTaMH.
Pa3pnen 2. Buabl JIOKYMEHTOB U NOPSAIOK Pad0Thl ¢ HHMHU 34
Tema 2.1. Copepxanue yueOHOIro MaTepuasa 16 [IK.1.1, ITK.1.3,
Opranu3anuoHHoO- OK 01, OK 02,
pacnopaauTeabible | OpraHu3alMOHHBIE JOKYMEHTHI — yCTaB, yUPEIUTENbHBIE 1I0TOBOP, IOJIOKEHUE. 10 OK 03, OK 04,
AOKYMEHTBI PacniopsauTenbHble JOKYMEHTBI — IPUKA3, pACIOPsKEHNE, YKa3aHUE, IOCTAHOBIICHHUE, OK 05, OK 09

pPCIICHUC, HUHCTPYKIUSA, TPOTOKOJIL. CHpaBO‘-IHO-I/IH(I)OpMaI_II/IOHHBIe JOKYMCHTBEI:




ciyxeOHas 3anucka, 00bsICHUTENIbHAS 3alMCKa, aKT, CIIPaBKa, CIy)KEOHbBIE MIChMa

B ToM unciie npakTHYeCKUX 3aHATHI

[Tpaktuyeckoe 3anstue Ne 1. CocraBienue u opopMIICHHE PACIIOPSHKEHUS
[Tpaktrueckoe 3ansatue Ne 2. CocraBieHue u opopMiIeHHE JACIIOBBIX MTHUCEM
[TpakTraeckoe 3austue Ne 3. OopmiieHue cripaBokK, JOKIATHONW U CITY>KEOHOM 3aIHiCKH,
aKTa.

N NN

Tema 2.2. KagpoBas
AOKYMEHTAI sl

Coaep:xanue yueOHOTo MaTepHaJia

oo

JlokyMeHTupOBaHUeE TPYAOBBIX MpaBooTHOIIEHUH. CocTaB U 0cOOeHHOCTH OhOopMITeHUS
JOKYMEHTOB T10 JIMYHOMY cocTaBy. KomIuiekroBanue JIMYHOTO Jiena. ABTOOHOTrpadus.
Pestome. 3asBrnenue o mpueme Ha paboty. Ilpukasel mo nuuHomy coctaBy. llltatHoe
pacnucaHue.

(o]

IK.1.1, IIK.1.3,
OK 01, OK 02,
OK 03, OK 04,
OK 05, OK 09

B ToMm uncae NMPAKTHICCKUX 3aHATHH

[Tpaktuyeckoe 3anstue Ne 4. OdopmiieHre TpyL0BOrO J0roBOpa, MpHKa3a o pueMe Ha
paboTy, opopMIIEeHHE TPYAOBON KHUKKH.

Tema 2.3.
JdorosopHo-
npaBoBasi
JOKYMEHTAIUA

Coaep:xxanue yueOHOro MaTepHaJia

10

[Tonsitusa norosopa. Buasr noroBopos. Obsi3aTenbHbIe peKBU3UTHI 10T0BOPOB. [IpaBuia
odopmieHus 1oroBopoB. IIpaBuna ogopmieHus mpeTeH3UOHHBIX mHceM. Dopmyrsp
HCKOBOTO 3asBJICHUs, TPeOOBaHUS K €ro OQOpPMIICHHIO. 3aKOHOJATEIBHBIC aKThl U
HOPMAaTHUBHO-METOJJUYECKHUE TOKYMEHTHI 110 JOTOBOPHBIM JOKYMEHTAM.

[IK.1.1, I1K.1.3,
OK 01, OK 02,
OK 03, OK 04,
OK 05, OK 09

B ToMm uucae NMPAKTHICCKUX 3aHATHH

[TpakTrueckoe 3austue Ne 5. Oopmienue 10roBopa Kyru-mpoaaxkH.
[TpakTiaeckoe 3austue Ne 6. Opopmirenue n 06paboTKa MPETCH3NOHHBIX TUCEM

NN~

IIpome:kyTouHas arrecrauus B popMme 1udpepeHIHPOBAHHOIO 3a4€eTa

Bcero
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3. YCJIOBUSA PEAJIN3AIIUU YYEBHOM JUCIUTLIINHBI

3.1. MarepuajbHO-TEXHUYECKOE 00ecTedyeHue

JUis  peanMzanuu  nporpaMMbl  y4eOHOM  JTMCUMIUIMHBI  TPEAYCMOTPEHBI
CJIeIyIOUIUe CrelUaIbHbIe TOMEIICHUS:

- KaOWHET JIOKYMEHTallMOHHOTO OO€eCleueHus YIpalieHHus, OCHAIICHHBIA B
COOTBETCTBHH C II. 6.1.2.1 06pa3zoBaTenbHOM MPOrpaMmsl 1o crienraibHocTH 38.02.03
OnepanoHHas ACSITEILHOCTD B JIOTUCTHUKE;

- IOMEUIEHHUS JJIsl CAMOCTOSATEIIbHOW U BOCIUTATEILHON pabOThl, OCHAIIICHHBIC
B COOTBETCTBUU ¢ M. 6.1.2.2 00pa3oBareibHONW MNpOrpaMMbl MO CHEHUATBHOCTH
38.02.03 OnepaniioHHAas AESITEILHOCTD B TIOTUCTHKE.

3.2. UndopMannoHHOe o0ecnevyeHne peajin3alu MporpaMmmbl

Jist  peanuzanuu  mporpamMmbl - OuOnuoTeuHblit  (GoHA — 00pazoBaTeNnbHON
OpraHu3alMi YKOMIUIGKTOBAH MEYaTHBIMH W (WJIM) 3JICKTPOHHBIMH H3IaHUSIMH,
PEKOMEHTIOBAaHHBIMU JIJIS KCIIOJIH30BaHUS B 00pa30BaTEIbHOM IMPOIIeCcCe

3.2.1. IleyaTHbIE U JIEKTPOHHBIEC U31aHUA (3JIEKTPOHHBIE PeCcypChl)

1. Ky3nenos, W. H. JIOKyMeHTalluOHHOE  O0EeCIeUYeHUEe  YIpaBJICHHUS.
JIOKyMEHTOOOOpPOT W JAENONPOU3BOJACTBO: YUYEOHHMK M NPAKTUKYM U CPEAHETO
npodeccuonansHoro oopazosanus / M. H. Ky3nenos. — 4-e u3n., nepepab. u fon. —
MockBa: WznarensctBo FOpaiit, 2023. — 545 c¢. — (IIpodeccuonanbuoe
obpaszoBanne). — ISBN 978-5-534-16004-8. — Tekcr: DICKTpOHHBIA //
Oo0pa3zoBatenbHas iardopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/523613
(mara obpamienus: 21.02.2023).

3.2.2. JlonoiHUTEIbHbIE HCTOYHUKH
1. Jdoponuna, JI. A. JlokymMeHTallMOHHOE OOECTICUCHUE YMIPABJICHUS: YYCOHUK U
MPaKTUKYM JUIsl cpesiHero npodeccronansHoro odpaszoBanus / JI. A. Jloponuna, B. C.

UputukoBa. — MockBa: WznparensctBo [Opaitt, 2023. — 233 c¢c. —
(ITpodeccuonansuoe obpazoBanme). — ISBN 978-5-534-05783-6. — Tekcr:
MeKTpoHHbIH //  OOpazoBarenbHass 1uiatdopma HOpaiir  [caiit]. — URL:

https://urait.ru/bcode/514733 (mara oopamenus: 20.02.2023).
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4. KOHTPOJIb U OIEHKA PE3YJIBTATOB OCBOEHUA

YYEBHOM JUCHUATIIMHBI

OHCHKa KaducCTBa OCBOCHMHII y‘l@6H0ﬁ JUCIMIIIIMHBI BKJIIOYAcCT TCKYHII/Iﬁ
KOHTPOJIb YCIICBACMOCTH U IIPOMCKYTOYHYIO ATTCCTAIIUIO.
TCKYHII/Iﬁ KOHTpPOJIb YCIICBACMOCTHU OCYHMICCTBIIACTCA IIPCIIOAaBaTCIICM B
MpoHecCe MpOBCACHUA ITPAKTUICCKUX BaHHTHﬁ, TCCTUPOBAHUA, KOHTPOJBHBIX pa60T,

IMUCBbMCHHOI'O M YCTHOI'O OIIpOCa,

a TaK¥XKC

BBIITOJIHCHU L 06y‘{aIOHII/IMI/ICH

HHAWBUIYAJIBbHBIX SaﬂaHI/Iﬁ B COOTBCTCTBHUH C (1)OHI[OM OOCHOYHBIX CpPCACTB IIO

y4eOHOH JUCLMILIAHE.

PesyabTaThl 00yyeHus

Kputepun onenkn

MeToabl OIEHKH

COLIMAJIbHOM KOHTEKCTE;
-aHAIM3UPOBATH 3a7auy W/WIN
po0OsieMy U BBIACTATH €€
COCTaBHbIE YaCTH;
-OIpeIeNsTh 3TAMbl PEIICHUs
3a/1a4y;

-BBISBJIATH U 3((HEKTUBHO
UCKaTh UH(OPMALIHUIO,
HEOOXOIUMYIO TSl PEIICHHUS
3aJ1a4M W/ UM poOIeMBbl;
-COCTABJISATH IJIaH JICHCTBUS;
-OIpeAeNIITh HEOOXOITUMbIE
pecypcsl;

-BJIQJIETh aKTyaJIbHBIMU
METOJIaMU paboTHI B
npo¢eCCHOHAIBHON 1
CMEXHBIX cepax;
-peanu30BbIBATH
COCTaBJICHHBIH TIaH;
-OLIEHUBATh PE3yJbTaT U
MOCJIEACTBHS CBOUX AEHCTBUI
(camMOCTOATENHEHO WITH C
MTOMOIIHI0 HACTABHHUKA)

npo¢eCCHOHATLHOM HIIU
COLIMAJIbHOM KOHTEKCTE;
aHaAJIM3UPOBATh U BBIJICIATH €€
COCTaBHBIE YaCTH; ONPENEIATh
3TaIlbl pelCHUs 3a]1a4u; BIABIATH U
3¢ HEKTUBHO UCKATh HHPOPMALIHIO,
HEO0XO0UMYIO JIsl PELICHUs 3a7jaui
(mpo0membl); COCTaBIATH IJIaH
JIEUCTBUI; ONIPEACIIATh
HE0OXOUMBIE PECYPCHI; BIAJIETh
aKTyaJIbHBIMH METOZaMHU PaOOTHI B
PO ECCUOHATBHON U CMEKHBIX
cdepax; peaar30BbIBATH
COCTaBJICHHBIN IIJ1aH; OLICHUBATH
pE3yNbTaT U MOCIEICTBUSA CBOUX
JIEHCTBHN

-OTpeIeIATh 3a1a9H JIIs
MOMCKa MH(POPMAITUH;
-OTpeaeNsITh HEOOXOIUMbIe
WCTOYHUKU WH(OPMAIINH;
-ITAHUPOBATH TIPOIIECC
IIOKCKA;

-CTPpYKTypUpOBAaTh
MoJIy4aeMyro HHPOPMAITHUIO;
-BBIIEJIATH HanOoJIee
3HAYUMOE B IIEPEUHE
nH(popManuu;

obyyJaromuiics obagaet
CIIOCOOHOCTBIO OTPEEIATh 3aJa9u
1 HEOOXOJUMbIE UCTOYHHUKH JIJISI
norcka HHQGOpMaIK; MIaHUPOBAThH
MPOIIECC MOUCKA M CTPYKTYPUPOBATH
MoJTy4aeMyro HHPOPMAIHIO;
BBLIEJIATH HanOoJIee 3HAYNMOE B
nepeyHe HHPOpPMAIUU U OIICHUBATh
MPaKTUYECKYIO0 3HAYMMOCTh
pe3yJIbTaTOB MOKMCKA; 0OPOPMIIATH
pe3yIbTaThl TOMCKA, TPUMEHSTD

YMenus

-pacro3HaBaTh 3a/1a4y W/HIH | O0YYaIOUIUICS JEMOHCTPHPYET DKCIepTHOE
npobiemMy B HAJIMYME YMEHUI pacrio3HaBaTh HaOJI0ICHUE 32
npodeccCHoHATLHOM H/HIT! 3agaqy (mpobiemy) B JIESITEIIBHOCTBIO

00y4aromuxcs B X0/1e
BBITIOJTHEHUS Pa3IIUIHBIX
BHJIOB PaboT:

- Ha IPAKTHICCKHUX
3aHITUAX;

- B XOJI€ BBIIOJIHEHUS
WHIUBUAYAIbHBIX U
KOJIJIEKTUBHBIX 3a/IaHUIi;
- B X0JI€ TIPOBEJICHUS

T depeHIpOBaHHOTO
3a4eTa

12



Pe3ysnbTarsl 00yyeHus

Kpurepum oueHku

MeToabI OIIEeHKH

-OlIEHUBATh IPAKTHYECKYIO
3HaYMMOCTbH PE3yJIbTaTOB
MIOUCKA;

-0(OpPMIIATH PE3yIbTAThI
MOWCKA, MPUMEHSTH CPEACTBA
WH(POPMAIIMOHHBIX
TEXHOJIOTHH JUIsl PEIICHUS
npoeCCHOHATTLHBIX 3a]1a4;
-HCIIOJIb30BaTh COBPEMEHHOE
porpaMMHOE 00ecIieueHuE;
-HCIIOIh30BaTh PA3TUIHbBIC
U pOBBIC CPEACTBA JIIIS
penreHus mpodecCHOHATEHBIX
3aa4

cpeacTBa HHPOPMALMOHHBIX
TEXHOJIOTUH TS PEIICHHS
po(hecCHOHANBLHBIX 3a]1a4;
UCIIO0JIB30BaTh COBPEMEHHOE
porpamMMHoOe o0ecrieyeHue u
pasznnyHble TU(POBBIC CPEACTBA IS
perieHus mpoecCHOHANBHBIX 3a71a4

-OIpeIeIsATh AKTYaIbHOCTh
HOPMAaTHBHO-IIPABOBOI
AOKYMCHTAIlMU B
npodeccHoHaIbHOM
NeSTeTbHOCTH;

-[IPUMEHSTH COBPEMEHHYIO
HAYYHYIO IPO(EeCCHOHATHHYIO
TEPMHUHOJIOTHIO;

-0npeaAciiATh U BbICTPAUBATDh
TPaeKTOPUHU
po¢eCCUOHAIBHOTO
pa3BUTHS U CaMOOOpPa30BaHMS;
-BbIABJISATH JOCTOMHCTBA U
HE/I0CTaTKH KOMMEPUYECKOM
HIECH;

-[Ipe3€HTOBATh UJIEH
OTKPBITHSI COOCTBEHHOTI'O Jieia
B IpodecCuoHaIbHON
NeSITeTbHOCTH;

-oopMIIATh OM3HEC-TIIaH;
-paccYUTHIBATH pa3Mephl
BBIIJIAT 1O MPOLEHTHBIM
CTaBKaM KpECIHUTOBAHUS
-ONpeAesaTh
HWHBCCTHIIMOHHYIO
MIPUBJIIEKATENBHOCTh
KOMMCPYECCKUX Hlleﬁ B paMKax
npodeccnoHanbHOMI
TeSITeTbHOCTH;

-IIpe3eHTOBaTh OU3HEC-UJICIO;
-0npeaciIiaTb UCTOYHUKHU
(uHaHCHPOBAHMS

NIPY BBIMOJIHEHUH TTOCTABICHHBIX
3ajia4y o0y4Jarouuiics
JIEMOHCTPHUPYET CIIOCOOHOCTD:
-ONpeAeIATh AKTYaJIbHOCTh
HOPMAaTUBHO-IIPABOBOU
JOKYMEHTAIUH B
poeCCUOHAIBHON e TEIHLHOCTH;
IPUMEHSTh COBPEMEHHYIO HAyUHYIO
PO ECCHOHAIBHYIO
TE€PMUHOJIOTHIO;

-OTPEACTISATh U BEICTPAUBATH
TPAaeKTOPUH NMPO(PeCCHOHATBHOTO
pa3BUTHA U CaMO0Opa30BaHUS;
-UCIOJIb30BaTh 3HAHUS 110
(uHaHCOBON T'PaMOTHOCTH B
Pa3IUYHBIX KU3HEHHBIX CUTYaLUsAX

-OpraHu30BbIBaTh paboTy
KOJUIEKTHBA U KOMaH/bI;
-B3aMOJICHCTBOBATE C
KOJUIEraMH, PyKOBOZCTBOM,
KJIMEHTaMH B X0J1€

oOyJaromuiicss AeMOHCTPUPYET
yYMEHUE OpraHU30BbIBaTh paboTy
KOJUIEKTUBA U KOMaH/Ibl;
B3aI/IMOI[eI‘;ICTBOBaTB C KOJIJICramMu,
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Pe3ysnbTarsl 00yyeHus

Kpurepum oueHku

MeToabI OIIEeHKH

npodeccnoHaTBEHOM
JeATEILHOCTH

PYKOBOJICTBOM, KJIMEHTaMH B XO/I€
npoecCHOHANIbHOM e TEIIbHOCTH

-'paMOTHO HU3JiaraTb CBO1
MBICITH 1 0hOPMIIATH
AOKYMCHTBI I1O
npodecCHOHATbHON TeMaTHKE
Ha rOCYIapCTBEHHOM SI3bIKE,
MPOSIBIISITh TOJIEPAHTHOCTD B
pabodyeM KOJUICKTHBE

oOyuaromuiicsi pazoupaercs B
0COOCHHOCTSIX COLMATIBHOTO
KYJIBTYPHOTO KOHTEKCTa, OCO3HAHO
INPUMEHSET MpaBuiia 0(POPMIICHUS
JOKYMEHTOB M IOCTPOCHUSI YCTHBIX
COOOIIEHHIA; TPAMOTHO M3JIaraeT
CBOU MBICIIH U 0(hOpMIISIET
JOKYMEHTBHI 110 TPO(eCcCHOHATIBHOM
TEMAaTHKE Ha FOCYJapCTBEHHOM
SI3BIKE, IPOSIBIISIET TOJIEPAHTHOCTH B
paboueM KOJUIEKTHUBE

-IIOHUMATh OOIIUH CMBICIT
YETKO MPOU3HECCHHBIX
BBICKa3bIBaHUIl Ha N3BECTHBIC
TeMbI (Tpo(heCCHOHATTLHBIC U
OBITOBBIC), TOHUMATh TEKCTHI
Ha 0a30BbIE
npoeCCUOHATILHBIE TEMBI;
-y4acTBOBAaTh B JUAJIOTAX HA
3HAaKOMBbIE O0IIUE U
npodeccHoHATEHBIC TEMBI,
-CTPOUTbH MPOCTHIE
BBICKa3bIBaHUs O cebe 1 0
cBOei mpodeccnoHanbHOM
JeSATEIILHOCTH,

-KpaTko 000CHOBBIBAThH U
OOBSICHSITH CBOM JICHCTBUS
(TekyIue U IIaHupyeMbIe);
-TIACATh MTPOCTHIC CBS3HBIE
COOOIIIEHNs HA 3HAKOMBIE WU
WHTEPECYIOIIHE
npoeccroHabHbBIE TEMBI

o0OyJaromuics MOHUMAaeT OOIIHiA
CMBICTT YE€TKO TIPOU3HECECHHBIX
BBICKa3bIBaHUI1 Ha U3BECTHBIC TEMBI
(mpodeccroHanbHbIC U OBITOBBIE), &
TaKXe TEKCThl Ha Oa30BbIC
poeCCHOHAIIbHBIC TEMBI;
Yy4acTBYET B aJiorax Ha 3HAKOMBIC
o01re 1 mpoeCcCHOHAIbHBIE TEMBI,
CTPOHMT TPOCTHIC BHICKA3bIBAHUS O
cebe 1 0 cBoel mpodecCHoHaTbHON
NEeSITeITbHOCTH;, KPATKO
000CHOBBIBAET U OOBSCHSIET CBOU
NeNCTBUS (TEKYIIHe U
TUTAHUPYEMBIE); TUIIET MPOCTHIC
CBSI3HBIE COOOIIIEHUS HA 3HAKOMbBIE
WJIH UHTEPECYIOIIHE
npodecCuOHANBHBIE TEMBI

-ohopMIIsATE HOPMBI
MEPBUYHBIX

JOKYMEHTOB JIJIst
OCYIIECTBIICHUS

MPOIIETYPHI 3aKYTIOK;
-ONpeAeNsaTh MOTPEOHOCTH B
MaTepHAbHBIX 3aracax Jis
o0ecreyeHus AeATeNbHOCTH
OpTaHU3aINH;

-IPUMEHSATh
METOAO0IOTHYECKIE OCHOBBI
0a3MCHBIX CUCTEM YIpaBJICHUS
3armacaMu B KOHKPCTHBIX
CUTYyalluiIX;

-OIPEIENATh CPOKH U OOBEMBI
3aKyMOK MaTepHabHBIX
IIEHHOCTEH;

oOyyaromuiicss AeMOHCTPUPYET
~-TOYHOCTh U NPaBUILHOCTh
odopmiieHus Gopm MepBUYHBIX
JIOKYMEHTOB JUIsl OCYIIECTBJICHUS
IpOIIEeTypPHI 3aKYTIOK;
-[IPaBUJILHOE OIpe/IeIICHHE
NOTPEOHOCTH B MaTepUaIbHbBIX
3amacax Jjsi ooecrneueHus
JeSITeTTHHOCTH OpTaHU3aIiH;
-rPaMOTHOE IPUMEHEHHE
METOJOJIOTHYECKIX OCHOB
0a3MCHBIX CUCTEM YIIpPaBJICHUS
3armacamMy B KOHKPETHBIX
CUTYalMAX;

~TOYHO U MPABUJIBHO ONPEAETATH
CPOKH M 00BEMBI 3aKYIIOK
MaTepUAIbHBIX LICHHOCTEH;

OnenuBanue
BBITIOJTHEHUS
MHIUBUAYAJIbHBIX
3aJaHuH.

Ouenka pe3yaprara
BBITIOJTHEHUS
MPAKTUYECKUX PadoT.
Texymui KOHTPOIIb B
dbopme TecTUpOBaHUS,
KOHTPOJILHOM paboThI
OneHka 3a7aHui,
BBITIOJTHEHHBIX B X0J1€
U depeHIpPOBaHHOTO
3ayeTa
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Pe3ysnbTarsl 00yyeHus

Kpurepum oueHku

MeToabI OIIEeHKH

-OIICHNUBATh ITOCTAaBIINKOB C
IMIPUMEHCHUEM pa3JIMYHBIX
METOJUK

- YMEHHE [IPOBOJUTH OLIEHKY
IIOCTaBUIUKOB C IPUMEHEHUEM
pa3IMYHBIX METOIMK

-0(OpMIIATH TOKYMEHTHI
CKJIaJICKOI'O yueTa;
-COCTaBJIATh U 3aIIOJIHATH
TUIOBBIE (POPMBI CKIAICKUX
JOKYMEHTOB;
-KOHTPOJINPOBATH
IIPaBUIBHOCTD

COCTaBJICHUS CKJIAJICKUX
JOKYMEHTOB

00y4arOUIMHCS TeMOHCTPUPYET

- IPaBUIILHOCTH U TPAMOTHOCTh
oopmiteHHS TOKYMEHTOB
CKJIaZICKOTO yueTa;
-KBaJTM(PUIIMPOBAHHOE COCTABICHHUE
U 3aloJIHEHHE THUIIOBBIX (opM
CKJIQJICKUX JOKYMEHTOB;

-YMEHHE OCYLIECTBISATH KOHTPOJIb
NPaBUWIBHOCTH COCTABJICHUS
CKJIaJICKUX JOKYMEHTOB

-0(OPMIIATH TOKYMEHTAIHIO
B COOTBETCTBHUMU C
HOPMAaTHBHOM 0a30ii, B T.4.
HCIIONB3YS
UH(POPMAIMOHHBIE
TEXHOJIOTUU;
-YHU(UIIIPOBATH CUCTEMBI
AOKYMCHTAIUH,
-OCYILECTBIISITh XPaHEHHE U
IIOMCK JOKYMCHTOB,
-OCYILECTBIIST
aBTOMAaTHU3alNI0 00pabOTKH
JOKYMEHTOB;
-HACIOJIb30BaTh
TEJIEKOMMYHHUKAI[IOHHBIE
TEXHOJIOTHUU B 3JICKTPOHHOM

00yyaroImuiicst 1eMOHCTPUPYET
-yMEHUE MPaBUIbHO U TPAaMOTHO
0(OPMIIATH JOKYMEHTALUIO B
COOTBETCTBUHU C HOPMAaTUBHOU
0a30H B T.4. UCTIONB3YS
MH(OPMAaLIMOHHBIE TEXHOJIOTUH;

- YMEHUE YHU(PHUIHMPOBATH CUCTEMBI
JIOKYMEHTaIUH;

- YMEHHE OCYILIECTBIIATh XPAHEHUE U
IIOMCK JIOKYMEHTOB;

-YMEHUE OCYILECTBIATh
aBTOMAaTHU3aII0 00pabOTKU
JIOKYMEHTOB;

- YMEHHUE HUCII0JIb30BaTh
TEJIEKOMMYHUKALIMOHHBIE
TEXHOJIOTHH B 3JIEKTPOHHOM

JOKYMEHTO000poTe JIOKyMEHTO000pOoTe

3HaHug:

-aKTyaJIbHBIN oOyJaronuiicss AeMOHCTPUPYET DKcnepTHOe
npo¢eCCuOHANBHBIN U 3HaHHUE aKTyaJIbHOCTH HaOJIIOeHUE 3a
COLIMAJIbHBIN KOHTEKCT, B po(hecCHOHAEHOTO B COIIMAIBHOTO | ACSITENbHOCTHIO

KOTOPOM TIPUXOUTCS
paboTaTh M KUTh,

-OCHOBHBIC UICTOYHUKHU
uHpOpMAaIIUU U PECYPCHI IS
pelieHus 3a1a4 U mpoosieM B
npodeccnoHaTEHOM H/UITN
COITMATbHOM KOHTEKCTE;
-aJITOPUTMBI BBITTOJTHEHHS
pabot B mpodecCHOHATHHON U
CMEXHBIX 00J1acTAX;

-MeTO/bl pabOTHI B
npodeccuoHaNbHOMN 1
CMEXHBIX chepax;
-CTPYKTYpY IUTaHa JIJIs
peleHus 3a]1a4;

KOHTCKCTA, B KOTOPOM IMMPUXOAUTCSH
paboTaTh U KUTh; OCHOBHBIX
MCTOYHUKOB MHPOPMAIIH U
pecypcoB Ui peleHus 3a1a4d 1
mpo0eM B TpoeCCHOHATBHOM
W/WIIN COITMAIbHOM KOHTEKCTE;
AJITOPUTMOB BBITIOJTHCHUSA pa60T B
npo¢eCcCHOHATIBHON U CMEKHBIX
00macTsx; METoJ10B paboThI B
npo¢eCCHOHATIBHON U CMEKHBIX
chepax; CTpYKTYpHI TJIaHa IS
peIIeHus 33129, MOPSIKA OIICHKU
pe3yJIbTaTOB PEIICHHS 3a/1a4
po(hecCHOHANTEHOM e TEIbHOCTH

00ydJaromuxcs B XoJ1e

BBITIOJIHCHHSA Pa3JIMYHBIX

BHJIOB PaboT:

- Ha MPaKTHYECKUX
3aHATHUSIX;

- B XOJI€ BBITTOJIHEHUS
WH/INBUIYAIbHBIX H
KOJIJIEKTHBHBIX 33aHUMN
- B XOJ/Ie IPOBE/ICHUS
TG GepeHIIIPOBAHHOTO
3aJera

b
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Pe3ysnbTarsl 00yyeHus

Kpurepum oueHku

MeToabI OIIEeHKH

-IIOPSII0K OLIEHKU PE3YJIbTaTOB
peleHus 3a1a4

npodeccnoHaTbHOM

JEATeIbHOCTH

-HOMEHKJIaTypa 00yYaromuics: 1eMOHCTPUPYET
MH()OPMAIIMOHHBIX 3HAHHE HOMEHKJIATypbl

MCTOYHUKOB, IPUMEHSAEMBIX B | HHPOPMAIIMOHHBIX HCTOYHUKOB,
npodeccHoHaIbHON HNPUMEHSEMBIX B IPO(ECCHOHATEHON
NeSTeIbHOCTH; JeSITeIbHOCTH; IPUEMOB

-[IPUEMBI CTPYKTYPUPOBAHUS | CTPYKTYpPHPOBaHHs HHPOpMAIINY;
uH(pOpMAIIHH; dopmara ohopMIIeHUS PE3yIIbTATOB

-opmar ohopmIIeHHS
pe3yIbTaTOB MOMCKA
nH(pOpMaIUY, COBpEMEHHbBIE
CpPEACTBA U YCTPOMCTBA
nH(pOpMaTHU3ALINH;

-TIOPSIIOK UX IPUMEHCHHS U
MporpaMMHOe oOecrieyeHue B
npodeccnoHaTEHOM
NeSITEIbHOCTH, B TOM YHUCIIE C
HCI0JIb30BaHNEM LU (POBBIX
CPEICTB

MOKCKa UHPOPMAIIUHU, COBPEMEHHBIX
CPEICTB U YCTPOWCTB
UH(POPMATU3ALINY; TIOPSIKA KX
MIPUMECHEHHS U TIPOTPaMMHOTO
obecrieueHus B mpodhecCHOHATbLHOMN
JEeSITEIbHOCTH, B TOM YHUCIIE C
UCTIOJIb30BaHUEM LTU(PPOBBIX CPEICTB

-COJIEpP)KAHUE AKTYyaJIbHOU
HOPMAaTUBHO-TIPABOBOM
JOKYMEHTAIIHH;
-COBpEMEHHas Hay4YHas U
npodeccuoHaibHas
TE€PMHUHOJIOTHS;

-BO3MOJKHBIE TPACKTOPHH
npodeccrnoHanIbHOTO
pa3BUTHS U CaMOOOpPa30BaHUS;
-OCHOBBI
MPEIIPUHUMATETBCKOMN
NesTeNbHOCTH;

-OCHOBBI (DMHaHCOBOM
IPaMOTHOCTH;

-npaBuiia pa3paboTku Ou3Hec-
TUIaHOB;

-TIOPSIOK BBICTPAMBAHUS
MIpe3eHTaINH;

-KpeAUTHBIE OAHKOBCKHE
IPOAYKTHI

oOyyaromuiicss AeMOHCTPUPYET
3HaHUE COJIePKaHMsI aKTyaJIbHON
HOPMAaTHBHO-TIPABOBOU
JIOKYMEHTALM1; COBPEMEHHOU
Hay4YHOH U Po(ecCHOHATbHON
TEPMHHOJIOTMH; BO3MOXKHBIX
TpaeKTOpUH NPOPECCUOHANTBHOTIO
PasBUTHSI U CAMOOOPA30BaHMS;
OCHOB IPENNPUHUMATETbCKON
JeSITeIbHOCTH; OCHOB (PMHAHCOBOM
rPaMOTHOCTH; TIPaBUJI pa3pabOTKH
Ou3Hec-TIaHOB; MOpsAKa
BBICTpAaUBaHUs IPE3EHTALINN;
KPEIUTHBIX OaHKOBCKUX MPOJYKTOB

-IICUXOJIOTHYECKHE OCHOBBI
JESTEIbHOCTH KOJUIEKTHBA,
MICUXOJIOTHYECKUE
0COOEHHOCTH JTUYHOCTH;
-OCHOBBI IIPOEKTHOU
NEATSILHOCTH

oOyJaromuiicss AeMOHCTPUPYET
3HAHHE NICUXOJIOTMUYECKHUX OCHOB
JeSITEIbHOCTH KOJUIEKTHBA,
MICUXOJIOTHYECKUX 0COOCHHOCTEH
JUYHOCTH; OCHOB IIPOEKTHOU
JESTEIIbHOCTH

-0COOEHHOCTH COLMAJIBHOIO U
KYJIBTYPHOTO KOHTEKCTA;

oOydJarouuics 1eMOHCTPUPYET
3HaHHE 0COOEHHOCTEH COIIMAILHOTO
U KyJIbTYPHOTO KOHTEKCTA; TPaBHUII
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-nipaBuiia 0(hOpMIICHUS
JOKYMEHTOB M TTOCTPOCHHSI
YCTHBIX COOOIICHUM

o(pOopMIICHHS TOKYMEHTOB U
HOCTPOCHHSI YCTHBIX COOOIICHUI

-NpaBUJIa TIOCTPOCHUS
MIPOCTBIX M CIIOKHBIX
MpEeIOKEHU A Ha
npodeccroHabHBIC TEMBI,
-OCHOBHBIC
o0meynoTpeouTenbHbIC
r1aroJibl (ObITOBas M
npodeccroHanbHas TEKCUKA);
-JICKCUYECKUH MHUHUMYM,
OTHOCSILIMIACS K ONTMCAHUIO
MPEMETOB, CPEICTB U

00y4aromuics: IEMOHCTPUPYET
3HAHWE TIPABHII TOCTPOCHUS
MPOCTHIX U CJIOXKHBIX MPEIOKESHUH
Ha TPOoECCUOHATILHBIC TEMBI;
OCHOBHBIX 00IIIEYNOTPEOUTETBHBIX
r1aroJyioB (ObITOBast U
npodecCuOoHANIbHAS JICKCUKA);
JIEKCUYECKOTO0 MUHUMYMA,
OTHOCSIIIIETOCS K OTIHCAHUIO
IPEIMETOB, CPEJCTB U MPOIIECCOB
poeCCUOHATILHOM JIeATEILHOCTH;

MIPOIIECCOB 0COOEHHOCTEH MPON3HOIICHHUS;

npodeCCHOHATLHON NPaBUJI YTCHUS TEKCTOB

NeSITENIbHOCTH; npodeccuoHanbHOM

-0COOCHHOCTH HaIPaBICHHOCTH

MIPOU3HOILICHHUS;

-IpaBUJIa YTCHHUS TEKCTOB

npodeccnoHaTEHOM

HaIPaBJICHHOCTH

-TpeOOBaHUS o0yyJarouuics 1eMOHCTPUPYET VYcTHbIl ompoc.

3aKOHOJIATEIILCTBA U
HOPMATUBHBIX TIPABOBBIX
aKTOB, PETYIHPYIOIIHUX
NEesTeILHOCTH B chepe
3aKYIIOK;

-TIOPSIIOK COCTABIICHUS
3aKyIMOYHOHN TOKYMEHTAIINH;
-KPUTEPUH OICHKA
MOCTaBIIIUKOB;

-TIOPSIJIOK OTIPEIICIICHUS
MOTpeOHOCTEN B 3aKyIKaX;
-0a3uCHBIE CUCTEMBI
yIpaBIeHUS 3amacamMu
(cuctema ¢ pUKCHPOBAHHBIM
pa3MepoM 3akas3a M CHUCTeMa C
(UKCHPOBAHHBIM HHTEPBAIIOM
BPEMEHH MEXKY 3aKa3aMu)

3HaHUe TpeOOBaHUI
3aKOHOJATEIHCTBA U HOPMATHBHBIX
IPAaBOBBIX AKTOB, PETYIUPYIOIINX
JeSITENIbHOCTD B cpepe 3aKyIoK;
HOpsi/IKa COCTABJICHUS 3aKyIIOYHOM
JOKYMEHTAIUH; KPUTEPUEB OLIEHKU
MOCTaBIIMKOB; MOPSIJIKA
omnpeneneHus noTpedHocTel B
3aKynKax; 0a3uCHBIX CHCTEM
yIpaBieHUs 3anacamu (Cucrema ¢
(UKCUPOBaHHBIM pa3MepOM 3aKasza
U cUcTeMa ¢ PUKCHPOBAHHBIM
MHTEPBAJIOM BPEMEHU MEXKIY
3aKa3aMHu)

-CUCTEMY JIOKYMEHTO000pOoTa
Ha CKJIAJIE;

-TIOPSIOK COCTABJICHUS
CKJIaJICKOM JJOKYMEHTAI1H;
-00s13aTeIbHbIE PEKBU3UTHI U
MOPSA0K 3aMOJTHEHHUS
CKJIAJICKUX JJOKYMEHTOB

oOyJaromuiicss AeMOHCTPUPYET
3HAaHUE CUCTEMBI
JIOKyMEHTO000pOTa Ha CKJIAJIE;
MOpsI/IKa COCTABJICHUS CKIIAJICKON
JIOKYMEHTAITNN; 0053aTeTbHBIX
PEKBU3UTOB U MOPSIJIKA 3aTOTHEHUS
CKJIAJICKUX JOKYMEHTOB

-IIOHATHEC, LICJIU, 3aJa4l U
IIPHUHIHIIBI
ACIOIIPOU3BOACTBA,
-~OCHOBHBIC ITOHATUS

-JIEMOHCTPUPYET 3HAHUE OCHOBHBIX
MOHSTHUN, TPUMEHSAEMbIX TPH
OpraHu3aluyi JOKYMEHTOO0OpOTa Ha
peNpUITHH;

[TucbMenHBIiH onpoc
TectupoBanue.
KonrtpomnsHas pabora.
OneHka BBIMOTHEHUS
MPAKTUYECKOTO
3aJaHHS

OneHka 3aaHui,
BBITTOJIHEHHBIX B XOJIE
TG hepeHIIMPOBAHHOTO
3ayera
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JTOKYMEHTAI[HOHHOTO
o0ecrieYeHus yIpaBIICHHSI,
-CUCTEMBI
JOKYMEHTAI[HOHHOT'O
o0ecrieyeHus yrpaBiIeHHUs;
-KJIacCU(UKAITUIO
JIOKYMEHTOB;

-TpeOOBaHMUS K COCTABJICHUIO
1 0)OPMIICHHUIO TOKYMEHTOB;
-OpraHHU3aInio
JOKYMEHTO000pOTa: IPHEM,
00paboTKa, perucrparus,
KOHTPOJIb, XpaHCHUE
JOKYMEHTOB, HOMEHKJIATypa
Ten

-JIECMOHCTPUPYET 3HAHUE LETIEH,
3aJ1a4 ¥ MIPUHIIUIIOB
JIeJIONPOU3BO/ICTBA;
-IEMOHCTPUPYET 3HAHUE CUCTEMBI

JOKYMCHTAITUOHHOTI'O obecneueHuUs

yIpaBJICHUS;
-JIEMOHCTPUPYET 3HAHUE
KJIacCH(PUKAIUK JJOKYMEHTOB,
TpeOOBaHUI K COCTABICHUIO U
o(opMIIEHHIO IOKYMEHTOB;
-JIEMOHCTPUPYET 3HAHUE
OpraHu3aluy JOKyMEHTO000poTa:
npueM, 00paboTKa, perucrpaus,
KOHTPOJIb, XpaHEHUE JJOKYMEHTOB,
HOMECHKJIATypa JeJl
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