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MMACIIOPT PABOYEN ITIPOI'PAMMBI JIUCHUATIJIAHBI

OI1.06. lokymMeHTallHOHHOE O00ecrieYeHUe YIpaBJIeHust

1.1. Ob6aacTh NpUMEHEHUs PO PAMMBI

PaGouass mporpamMma AUCHUIIMHBI SIBISIETCA YacThl0 MPOrpaMMbl  0a30BOW  MOJATOTOBKH
cnernuamiuctoB cpenHero 3BeHa (mamee — IIICC3) B coorBerctBuu ¢ ®I'OC mo crnenuanabHOCTH
CIIO 40.02.04 IOpucnpyneHuusi, yTBEpPKICHHBIM NpHUKa30oM MUHHCTEpCTBAa MPOCBEIICHUS OT
27.10.2023 Ne 798.

1.2. MecTO AMCUMILIMHBI B CTPYKTYpPe OCHOBHOI 00pa30BaTeJIbHOM NPOrpaMMBbl

Hucuunmuna «OI1.06 [loxkymeHTannoHHOe oOecredeHue YIpaBJICHHUS» SBISETCS 00s3aTeTbHON
gacTpio oOmeonpodeccuonansuoro 1mukina B coorBerctBuu ¢ ®I'OC CIIO mo crnennaibHOCTH
40.02.04 ¥Opucnpynennus, yreepxaeHaoro [Ipukazom MunucrepcTBa npocsenieHus Poccuiickoit
®enepaunu ot «27» okTs0ps 2023 r. Ne 798.

1.3. Lesp 1 m1aHupyeMble pe3yabTaThl 0CBOCHUS JUCHUIIIMHBI

Heab uzyueHus: AMCHUTUIMHBI — (GOPMUPOBAHUE Y O0YyUAIOIIMXCS OCHOB JTAHHOM

JUCHUILTIHBI, TOHUMaHUS OCOOCHHOCTE!, YCIOBHIM (PYHKIIMOHUPOBAHUS JOKYMEHTALIHOHHOTO
o0ecrieueHus yrpaBJeHHs B IOPUINYECKOMN 1eITeIbHOCTH.

B npouecce ocBoeHMs TUCHMILVIMHBI Y CTYAECHTOB 10JkHbI GopmupoBarbes o0mue (OK) u
npogpeccuonanbubie (IIK) komnerenuun:

OK 01 Boi6bupaTh ciocoObl pemnieHus 3aaad NpopecCHOHaNIbHON AESITENbHOCTH MIPUMEHUTENBHO K
pa3IMYHBIM KOHTEKCTaM

OK 02 Ucnonb30BaTh COBpEMEHHBIE CPE/ICTBA MMOMCKA, aHATKM3a U UHTEpIpeTanuyu HHGOpMauu u
MH(GOPMAITMOHHBIE TEXHOJIOTUH JIJIsl BBIMIOJIHEHUS 33/1a4 MPOPECCHOHATBHOMN e TeTbHOCTH

OK 03 [InaaupoBath U pearn30BbIBaTh COOCTBEHHOE MPO(ECCHOHATBHOE U JIUYHOCTHOE Pa3BUTHE,
HOPEANPUHUMATENBCKYIO JAESITENbHOCTh B MPO(EecCHOHaIbHOU cdepe, HCIONb30BaTh 3HAHUS IO
MIPaBOBOM U (PUHAHCOBOW I'PAMOTHOCTH B PA3JIMYHBIX KU3HCHHBIX CUTYaIIHIX

OK 04 B3¢ddexTuBHO B3aMOoIeHCTBOBATh M Pa0OTaTh B KOJUICKTHBE U KOMaH/IE

OK 05 OcymiectBasTh YCTHYIO M NHUCBMEHHYIO KOMMYHHUKAIIMIO Ha TOCYIapCTBEHHOM SI3bIKE
Poccuiickoit @enepanuu ¢ y4eToM 0COOCHHOCTEH COIMANIBHOTO M KYJIBTYPHOT'O KOHTEKCTA

OK 06 IIposBiaATh TrpaxIaHCKO-TIATPUOTUUYECKYIO MO3UIIMIO, JEMOHCTPUPOBATH OCO3HAHHOE
MOBEJICHUE HAa OCHOBE TPAJAMIIMOHHBIX OOIEYEIOBEUECKHX IIEHHOCTEH, B TOM YHCIE C yYETOM
rapMOHU3AIMK MEKHAITMOHAIIBHBIX W MEKPEIUTHO3HBIX OTHOIICHUW, MPUMEHSATH CTaHAapThI
AHTUKOPPYIIIMOHHOTO TTOBEICHHU S

OK 07 CopaeiicTBOBaTh COXPaHEHHUIO OKPY)KAIOLIEH Cpeibl, pecypcocOepeKeHUI0, NPUMEHAThH
3HaHMA 00 W3MEHEHHWU KIUMaTa, MPUHIUIB OEepexIIMBOro IpPOU3BOACTBA, 3)PEKTUBHO
JIEMCTBOBATh B UPE3BBIYANHBIX CUTYaLUAX

OK 08 Mcronb3oBath cpeacTBa GU3NYECKON KyJIbTYPHI JUIsl COXpaHEHUS U YKPEIJIeHUS 310POBbs B
nporecce NpodeccuoHanTbHOM NeATENbHOCTH U MOAAeP)KaHNusd HEOOXOAUMOTro ypOoBHS (U3NUYECKON
MOATOTOBJIEHH OCTH

OK 09 Ilonb3oBaThest TpodecCHOHATBHON JTOKYMEHTAlMENd Ha rOCy1apCTBEHHOM U HMHOCTPaHHOM
SI3BIKAX

[1K. 1.2. ITpuMeHsTh HOPMBI IIpaBa AJis pelIeHUs 3a/1a4 B IPOo(eCcCHOHAIBHOM 1eATENbHOCTH

I[IK 1.3. BnageTs HaBbIKAaMH TOATOTOBKH HOPUIMYECKUX JOKYMEHTOB, B TOM 4YHCIE C
UCMOJIh30BaHUEM HH(DOPMAIIMOHHBIX TEXHOIOTUH

B pamkax mporpamMmbl yd4eOHOW AU CHUTIIIMHBI 00y4alOIMUMHCS OCBAMBAIOTCS 3HAHUS U YMEHHUSI.

Kon 3Hanus YMeHnus
OK, IIK
OK 01, TepmuHoNOrHIO B 001IaCTH [IpuMeHATH HA IpaKTUKE
OK 02, JIOKYMEHTAI[MOHHOT 0 00ecTeyeH st rOCy/apCTBEHHbIE CTAHJAPTHI, IPyTHE
OK 03, YIPaBJICHHUS, HOPMAaTUBHO-METOANYECKNE JOKYMEHTBHI,
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OK 04, HopmaTtuBHBIE TOKYMEHTHI, perjiaMeHTUPYIOIINE OpraHu3aInIo
OK 05, perIaMeHTUPYIOIINE COCTABICHHE U | JOKYMEHTAIIMOHHOT'O 00ecedeHUs
OK 06, oopMiIeHHE TOKYMEHTALIMH yIpaBJICHUS;

OK 07, HOpPsIIOK ee 00padoTKY; CocTtaBisTh ¥ PABUILHO 0POPMIISITH

OK 08, [IpaBuna coctaBneHus u OCHOBHBIE BU/IBI.

OK 09, oopmIieHUs! OpraHU3alMOHHO- OpPraHU3allHOHHO-PACIOPSAAUTEIBHBIX

K 1.2, pacropsauTENbHbIX JOKYMEHTOB, IIOKYMEHTOB;

K 1.3. BXOJSIINX B YHU(DUIIMPOBAHHYIO OdopmisTe HHOOPMAIIMOHHO-
CHCTEMY OpPraHU3allMOHHO- CHPaBOYHYIO JOKYMEHTAIHIO;
pacropsiANTEIbHBIX TOKYMEHTOB, OdopMIITh KaIpOBYIO JOKYMEHTAIHUIO;
YHU(QUIMPOBAHHYIO CUCTEMY OdopMISITh TPETEH3NOHHO-UCKOBYIO
NEPBUYHON yUYETHOM JOKYMEHTAIlMU | TOKYMEHTAIHIO.

B YaCTH JJOKYMEHTAIIUU 110 YUETy
Tpya;
[Topsinok npoBeneHus IKCIEPTU3BI
LEHHOCTH JJOKyMEHTOB U
MOJTOTOBKH JIe K apXHUBHOMY
XpaHEeHHIo.
TexHOoI0rn0 Oprauu3anuu
JIOKYMEHTO00O0pOTa B OpraHu3almsIx
(YupexeHusx).
2. CTPYKTYPA Y COJAEP) KAHUE YYEBHOM JUCITATIINHBI

2.1. O0beM yueOHOM TMCHUNIMHBI ¥ BUIbI y4e0HOI padoThI

Bup yueOHoii padoThl Oo6bem
4acos

MakcumanbHas yuyeOHasi Harpy3Ka (Bcero) 80
O6s3aTesibHasi ayIMTOPHAsi yueOHasi HAarpy3ka (Bcero) 80
B TOM YHCIIE:
TEOPETUYECKUE 3aHATHUS 50
IPAaKTUYECKUE 3aHATUS 28
CamocTrosiTeqbHas padoTa 00y4aronerocs (Bcero) -
B TOM 4YHCIIE:
COCTaBJICHHE CPABHUTEIHHBIX TaOIUIY -
pelIeHre CUTYallMOHHBIX 3a7a4 -
MOJITOTOBKA OTBETOB HA MTOCTABJICHHBIC BOITPOCHI -
COCTaBJICHHE JOKYMEHTOB -
KOHCIIEKTHPOBaHUE -
MOJITOTOBKA JIOKJIAJIOB U ITPE3CH TAIlUiH -
IIpomeskyTrouyHast arrectauus B popme aud.3auera 2




2.2. TemaTuyecKkuii IVIaH U cojiep:KaHue Y4eOHOH JucunainHbl « MHdopMannoHHble TEXHOJIOTHH B DPUIAHYECKOI 1eATeTbHOCTH

HaumenoBanue Coaep:xxanue yae0HOro MaTepuasia, NpakTHYeCcKue padoThbl, CAMOCTOSATeIbHAsA padoTa Oo0bem yacoB KomneTeniy
pa3aesoB U TeM 00y4alomuxcs, KypcoBasi padoT (IpoeKr) un OK, 11K
1 2 3 4
Paznen 1. OCHOBBI JIOKYMEHTUPOBAHUSA YIIPABJIEHUECKOM 22/4
JEATEJBHOCTMU.
Tema 1.1 ITonsiTue o Conep:xanue yuedOHOro Marepuajia 6/0 OK 01, OK 02,
MOKYMCHTAIITHOHHOM OcHOBHBIE CBOMCTBA TOKYMEHTOB U UX (DYHKIIMHN B CUCTEME yIPaBJICHHUS. 6 OK 05,
obecneveHHH [TousTue nokymenta. Mudopmarus u nokymenT. Kiaccudukanus 10KyMeHTOB: 110 BUTY OK 09
yHpaBJICHHUA, ohopMIiIeHus; IO COAEPIKaHUIO; 110 (GOPME; IO MPOUCXOXKICHUIO; IO CPEeNICTBAM (pUKcaIMK; IO 1K 1.2, TIK
JIOKYMEHTE M C0c00aX |cpokaM XpaHEHHs. 1.3,
AOKYMEHTHPOBaHUSA MaTtepuaibHble HOCUTENN WH(POpMAIUH.
[Tonatue nokymeHTHupoBaHusi. OCHOBHBIE CIIOCOOBI JJOKYMEHTHPOBAHUS.
OCHOBHBIE COBPEMEHHbIE TEXHOJIOTUH, IPUMEHSIEMbIE IIPU OpraHu3aluy paboThl ¢ JOKYMEHTaMU B
opraHu3anusaX (YUpeKJIeHHUIX).
Tema 1.2 HopmatuBHo- | Conep:kanue yueOHOro MaTepuajia 6/0 OK 01, OK 02,
npaBoBasi 0a3a HopmaTHBHO-TIpaBOBBIE aKThl, PETYJIUPYIOLINE JOKYMEHTALMOHHOE 00ecIeueHe yIIpaBIeHHUs . 6
AOKYMEHTAUMOHHOI0  \VHu(UKAIUA U CTaHJapTU3alMs KaK OCHOBHBIE HAIIPaBJIEHUS! COBEPIIEHCTBOBAHUS JOKYMEHTOB U
obecneyeHust TOKYMEHTAI[MOHHOT O 00ECIIeueHHs yIpaBICHHUS.
YIpaBJICHUS [lepeueHb OCHOBHBIX FOCYAAPCTBEHHBIX CTAHIAPTOB HA YHU(UIIMPOBAHHBIE CUCTEMBI
nokyMeHTauu. OCHOBHBIE TIOJIO’KEHUS TOCYJaPCTBEHHOM CUCTEMBI 1OKYMEHTAMOHHOIO
oOecriedenus ynpasieHus. CocTaB yHH(UIMPOBAHHBIX CHCTEM JIOKYMEHTAIIMH: OPraHNU3alMOHHO-
pacnopsiAuTeNbHas, OTYETHO-CTaTUCTHYeCKasl, GUHAHCOBAs U JIp.
Tema 1.3 Cnnoco0bI 1 Coaep:xanue yueOHOro MaTepuajia 10/4 OK 01, OK 02,
MpaBHJIa CO3AaHUA XapakTtepucThka, coctas U copepkanue 'OCTa Ha cucTteMy opraHu3allMOHHO-PACIOPAAUTEILH O 6
MIOKYMCHTOB TOKYMEHTaluu. Y HU(DUIMPOBAHHAs CUCTEMa OPraHU3allMOHHO-PACIIOPSIUTEIBHOM TOKYMEHTALUH.
TpeboBanus k opopmieHuo 10KyMeHToB. Dopmyisip-oopaszen OP/I. [IpaBuna opopmueHus
PEKBU3NUTOB, peraameHTUpoBaHHbIX 'OCT oM.
IIpakTHyeckoe 3aHsATHE 4
[Tpaktuueckoe 3anarue Nel. OdopmiieHre peKBU3UTOB HA JOKYMEHTaX.
Paznen 2. OPTAHU3AIIA CUCTEMBI JOKYMEHTAIIMOHHOI'O OBECIIEYEHUA 38/18
Tema 2.1 Odopmirenne | Coaep:kanue y4e0HOro MaTepuasa 8/4 OK 01, OK 02,
HHPOPMAIMOHHO- XapakTeprucTHKa U COCTaB CIPABOYHO-MH(OPMAITMOHHBIX JOKYMEHTOB (CITyKEOHBIX IMHCEM, 4
CIPaBOYHOMI CIPABOK, 3asBJICHUI, aKTOB, IPOTOKOJIOB, JOKJIAHBIX U O0OBSICHUTEIbHBIX 3aMHICOK), Tpe60BaHH;1 K




AOKYMCHTAaI NN

X 0(hOPMIICHHIO.
JIOKyMEHTUPOBaHHE IS TEIIbHOCTH KOJUIETHaJIbHBIX OPTaHOB.

IIpakTHYeckoe 3aHATHE

[TpakTnueckoe 3ansTre Ne2. Odopmiienne HHPOPMALIMOHHO-CIIPABOYHOM TOKYMEHTAIIUH.

Tema 2.2 Odopmiaenue
OPraHu3alMOHHO-
pacnopsiAuTeIbHOI
MOKYMECHTAIlUN

Conep:xanue yueOHOro Mmarepuajia

6/2

OCHOBHBIE TPYIIIBI OPraHU3aIMOHHO-PACTOPSTUTEIBHBIX JOKYMEHTOB.

XapakTeprucTUKa U COCTaB OPraHU3AIMOHHBIX JOKYMEHTOB (yCTaBa, MOJIOKCHHS, MHCTPYKIIUH,
TOJKHOCTHOW MHCTPYKITUH ), TPEOOBaHMS K 0OPMIICHUI0. XapaKTEPUCTHKA U COCTaB
pacropsIIUTEIbHBIX TOKYMEHTOB (TIOCTAHOBIICHUS, TIPUKA3a, PEIICHUS, PACTIOPSDKEHUS, YKA3aHHS),
TpeOOBaHMS K X 0()OPMIICHHIO.

[ToHsTHE NONJIMHHUKA, KOIIMH, BBIMCKH, TyOauKaTa. Buabl KONl TOKyMEHTOB, 0COOCHHOCTH
3aBEpEHUs KOIUI M BBINKMCOK HOTAPHAJILHBIMU KOHTOPAMH U JIOJDKHOCTHBIMU JIUI[AMH
OpraHu3alui.

HpaKTI/I‘leCKOC 3aHATHE

[TpakTuueckoe 3ausTre Ne3. OdopmieHne opraHu3aluoOHHO-PACIOPSIUTETHHON TOKYMEHTAIIH.

OK 01, OK 02,

Tema 2.3 Odopmiienne
KaJpoBOM
AOKYMEHTALUH

Conep:xanue yueOHOro Mmarepuajia

6/4

3asiBJIeHUS U NIPUKa3bl 110 JMYHOMY cocTaBy. JInunas kaprouka popmsl T-2 u quuHble Aena

IIpakTHuyeckoe 3aHsITHE

[Ipaktuueckoe 3anstue No4. OdopMmiieHrne KaIpOBOM TOKYMEHTAIIMHI

OK 01, OK 02,

Tema 2.4 loroBopHO-
NpaBoBas
AOKYMEHTAL S

Conep:xxanue yueOHOro Mmarepuajia

[Tonatue noroBopa. OcHOBHBIE pa3ieisl 10roBopoB. [Topsaaok opopmiieHus: TpyA0BOTO A0rOBOPA,
TOTOBOpPA MOCTABKH, IOTOBOPa KYIJIH-TIPOJAKH.

HpaKTI/I'{eCKOE 3aHATHE

[Ipaktuueckoe 3anstue No5. OdopmiieHne J0roBOpoB.

OK 01, 0K 02,

Tema 2.5
IIpeTeH3UOHHO-HCKOBAsK
AOKYMEHTauusl

Copep:kanue y4eO0HOT0 MaTepuajia

10/4

OCHOBHBIE PEKBU3HUTHI U OPSAIOK 0()OPMIICHHS IPETEH3MI, OTBETOB Ha NpeTeH3uto. FOpuandeckas
ciry0a, BBIMOJHSIOMAS TPETEH3MOHHO-MCKOBYIO pa0doTy Ha mpeanpusatuu. JKypHai perucrpanuu
[pETEH3U.

[Topsiiok ohopMIICHHS HCKOBBIX 3asBJICHUH M MIPECTABICHUE UX B ApOMTPaKHBIN CY/I.

HpaKanecmoe 3aHATHE

[TpakTueckoe 3ausTre Ne6. OpopmiieHne NpeTeH3NOHHO-UCKOBOM JOKYMEHTAIIUH.

OK 01, OK 02,

Paznen 3 OPTAHU3ALIUSA PABOTHBI C JOKYMEHTAMMU B OPITAHU3ALIUAX

14/2




(YYPEXXKJIEHUSX)

Tema 3.1 Texnosorus | Conep:xanue yueOHOIro Marepuajia 4/0 OK 01, OK 02,
OpPraHM3auuu Yrpasienue u aenonpon3BoacTso. Opranu3annoHubie popmel nenonpousBoactea. Ciyxoda 4
JIOKYMEHT0000pOTa B |]0KyMEHTAIIMOHHOIO 00ECTIEUEHHS yIPABIEHHs, OCHOBHAS 3a1a4a, QYHKIIUH, TATIOBBIE CTPYKTYPBI,
OpraHu3aumsx TOJDKHOCTHOU cocTaB. PernamenTanus pa6otsl cinyx0s1 JJOY. [IpuMmepHOE TOT0KEHHE O CITyKOe
(yllpemlleHPlle) JOKYMCHTAIITMOHHOT O obecrieueHus YIpaBJICHUA U JOJKHOCTHBIC HHCTPYKIIHH.
Tema 3.2 OcobennocTu | Coaepikanue y4e0HOro Marepuasia 6/2 OK 01, OK 02,
AeJT0NPOU3BOACTBA MO [[oHATHS MPEAIOKEHNUS, 3asBIICHUS U *KanoObl. [IpueM u perucrpaius nucem rpaxiaH. 4
00palIeHUsAM rPaKIAaH PaccMOTpPEHHE U pa3peIleHUE TTUCEM, CPOK PACCMOTPEHHS.
M KOHQHIEHIHATBHOI0 | AHANIN3 TUCEM IPAXKIaH.
Ae10npou3BoACTBA  KoH(puACHINATBHOE JEJIONPOU3BOACTBO. I'prd orpaHndeHus J0CTyna K JOKYMEHTY.
ABTOMATH3UPOBAHHBIE CUCTEMBI PA0OTHI C JOKYMEHTaMHU.
CpencTBa U3roToBJIECHUS, KOMMPOBAaHUSA U Pa3MHOKEHUS JOKYMEHTOB.
Opranun3zanus paboyux MecT.
IIpakTHyeckoe 3aHsATHE 2
[Ipaktuueckoe 3anstue No7. Odopmiienne oOpaleHni rpaxaaH.
Tema 3.3 Conep:xanue yueOHOro Mmarepuajia 4/0 OK 01, OK 02,
Cucremarusauust  [loustue 10KyMeHT0000poTa. OOIIKME IPUHIIUITBI OPraHU3AINK JOKYMEHTO000POTa, Er0 OCHOBHEIE 4
AOKYMCHTOB, AT PUEM U MepBUYHASI 00pabOoTKa TOKyMEHTOB; pacrpeaeleHre MOCTYMHUBIINX JOKYMEHTOB;
¢opMupoBaHHe UX B  perucTpanus JOKYMEHTOB U IPEABAPUTEILHOE HX PACCMOTPEHUE; PACCMOTPEHUE JTOKYMEHTOB
AeJia M nepeaaya B |pyKOBOJACTBOM OpraHM3aluy (yUpEeKIeHHs) U HalpaBJICHUE UX Ha UCIOJHEHUE; UCIIOJIHEHUE U
ApXMB OPraHU3allMM | KOHTPOJIb 3a UCIOJHEHUEM JOKYMEHTOB; TEKYIIEE XpPaHEHUE JOKYMEHTOB.
Homenknatypa gen. O6paboTka aen JUist MOCIeIyIOIIero XpaHeH sl.
DKcnepTH3a LIEHHOCTH JJOKYMEHTOB, 0(hopMIIeHHE Jiell, cocTaBleHne onuceid. Crnava ey B apXuB.
HToro camocTositesibHON padoThI 3a ceMeCcTpP 4
Nud.3auer 2
Bcero: 80/24




3.YCJHOBUA PEAJIMZALINU TPOI'PAMMBI JUCHHUTIJINHBI

3.1. TpedboBaHusI K MUHUMAJIbHOMY MATEPHAIbHO-TEXHUYECKOMY 00ecredeHHI0

OcBoenue nporpammsel yueoHou aucuurumabl OI1.06 JlokymeHTannoHHOE obecredeHne
ynpasieaus npeanoiaraer (cormacio ®I'OC mo crnenumansHoctr 40.02.04 HOpucnpymeHims)
HaJ4re B mpodeCcCuoHaIbHOW 00Pa30BaTEIbHOM OPraHU3alliy, PEaM3yIIeH 00pa3oBaTeIbHYIO
nporpammy ITIIICC3 CIIO, yde6HOro kabuHera oOmENPOPECCHOHAIBHBIX ITUCHUILIAH U
nabopaTopuu MH(OOPMAITMOHHBIX TEXHOJIOTUI B FOPUINYECKON AEITETHHOCTH.

B kabuHere wuMeeTcs MyJIbTUMEIHIHOE OOOPYAOBaHUE, TOCPEACTBOM KOTOPOTO
YYaCTHUKU 00pa30BaTENLHOTO MPOIecca MOTYT MPOCMATPHBATh BU3YAIbHYIO WH(OPMAIUIO IO
npaBy M HWHBIE JOKYMEHTHl. B cocTaB y4eOHO-METOIUYECKOr0 M MaTepUaTbHO-TEXHUYECKOTO
obOecrieueHUsT MPOrpaMMbl  y4eOHOH  JNUCHUILUIMHBI  «JlOKyMeHTanmnoHHOE  obOecredeHne
YIPABJICHUS» BXOJST:

* MHOro¢yHKIIMOHAJIBbHBINA KOMILIEKC MpernoaaBaTens (CTo, CTyJI, KOMIBIOTEp, TPOEKTOP,
JIOCKa, KpaH);

* CTOJIBI U CTYJIbSI JUIS 00 y9arOIINXCS;

* KOMIBIOTEPHI JIJIs1 00yJarOIIUXCS;

* pa3JIMYHbIC HATJIAAHBIE TOCOOUS B SJIEKTPOHHOM BHUJIE.

B Oubmmoreunbrii GoHa BXOASAT yueOHUKH, yuyeOHO-MeTonuueckue KoMruiekTol (YMK),
o0ecrieunBarOIIie OCBOCHHE Yy4yeOHOW JUCHUIUIMHBL «J[OKyMeHTannoOHHOEe obecredyeHue
YIOPABIICHUS», PEKOMEHAOBAHHBIC WM JOMYIIEHHBIC JJISI MCIOJIB30BaHUS B MPO(eCcCHOHATBHBIX
o0pa3oBaTenbHBIX Opranu3anusx, B npeaenax ocsoenus [IIICC3 CIIO.

bubnmuoteunsiii QoHI MOXKET OBITh JOMOJHEH OJHIIMKIONEIUSIMH, CIPABOYHUKAMH,
HAYYHOW U HAYYHO-TIOMYJISIPHOW JTUTEPATYPOM 11O JUCHUILIIUHE.

B mporecce ocBoeHHMs mporpaMMbl y4eOHOH JHCHUIIMHBI «J{0OKyMeHTAIlHOHHOE
ofecrneyeHue YNpaBJeHHSI» CTYACHTH HMMEIOT BO3MOXXHOCTh JOCTyNa K JIIEKTPOHHBIM
y4eOHBIM MaTepHaiaM IO TPAKIAHCKOMY TpaBy, UMEIOIIMMCS B CBOOOTHOM JIOCTYI€ B CETH
WNuTepHeT (371eKTPOHHBIM KHUTAM, TPAKTUKyMaM, TECTaM U JIp.).

3.2. UnpopmannonHoe odecnieyeHue 00yuyeHus
Ilepeyennb pekoMeHyeMbIX Y4eOHBbIX U31aHnii, IHTepHeT-pecypcoB, I0MOJHUTEIbHOM

JUTEPaTyphl

HopmaTuBHO-NIpaBOBbIe JOKYMEHTbI

1. Koncrutynus Poccuiickoit @enepanuu ot 12.12.1993 (nelicTByromas peaaxims);

2. bromxkernsiit konekc Poccmiickoit @enepammu ot 31.07.1998 N 145-03 (neiicTByromas
penakius);

3. I'paxxnanckuii konekc Poccuiickoit @eaepanuu B 4 yactax (AeicTByOMas peaakiius);

4. Konekc Poccuiickoit ®eneparnym 06 aiMUHUCTPaTUBHBIX IpaBoHapymenusx ot 30.12.2001

N 195-®3 (meiicTByromas peaakius);

5. Hanorosuiit kogekc Poccuiickoit denepannu B 2 yactax (IeHCTBYIOMAS PeIaKIns);

6. TpynoBoit konekc Poccuiickoit ®enepauuu ot 30.12.2001 N 197-®3 (meiicTByromas
penakiusi);

7. Vronosueiii komekc Poccuiickoit ®enepannu ot 13.06.1996 N 63-O3 (meiicTByromas
penaxkuus);

8. @enepanpHbiii  3akoH  oT  15.12.2001 N 167-®3 (meiictByromas pemakiusi) «O0
00s13aTeIbHOM ITEHCUOHHOM cTpaxoBaHuM B Poccuiickoit denepanuny;

9. QdenepanpHbld  3ak0H  OT 26.10.2002 N 127-®3 (meiictByromas penakmus) «O

HECOCTOATENbHOCTH (0aHKPOTCTBE);
10. ®enepanbHbiit 3akoH oT 10.12.2003 N 173-®3 (neiictByromas penakuus) «O BallOTHOM
pEryJIMpOBaHUM U BaJIOTHOM KOHTPOJIEN;



11.

12.

13.

14.

15.

16.

17.

18.

19.

20.

21.

22.

23.

®enepanbHbiit 3aKoH 0T 29.07.2004 N 98-D3 (neiictByromas pegakius) «O KoMMepUyecKoi
TalHEY;

OenepanbHblii  3akoH  oT  27.07.2006 N 152-®3 (nmedictBytomas penakmus) «O
MIEPCOHAJIbHBIX JAHHBIX);

denepanpHblii  3ak0oH  oT  29.12.2006 N 255-®3 (meiictByromas penakius) «O0
00513aTeIbHOM COLIMAJIbHOM CTPaXxOBAaHHMM Ha CIydail BpeMEHHOW HETPYIOCIIOCOOHOCTH U B
CBSI3M C MATEPUHCTBOM;

OenepanpHbld  3ak0H  OT 25.12.2008 N 273-®3 (meiictByromas penakmus) «O
MIPOTUBOAEHCTBUN KOPPYIIIUNY;

@enepanpubiii  3akoH  orT  30.12.2008 N 307-®3 (meiictByromass pemakiusi) «O0
ayJIMTOPCKOU eATETbHOCTH Y,

OenepanbHbiid  3akoH  oT  27.07.2010 N 208-®3 (meiictByromas penakuus) «O
KOHCOJIMIUPOBAHHON (PMHAHCOBOI OTYETHOCTHY;

®enepanbubiit 3akoH oT 27.11.2010 N 311-03 (neiictByromas peaaxius) «O TaMOKEHHOM
perynupoBanuu B Poccuiickoit denepannmy;

Oenepanpabiid  3akoH  oT  29.11.2010 N 326-®3 (meiictByromass penakiusi) «O0
00s3aTeIbHOM MEIMIIMHCKOM CTpaxoBaHuu B Poccutickoit @enepannmy;

®enepanpabiid 3akoH 0T 06.12.2011 N 402-®3 «O OyxranTepckom ydere» (IeicTByromas
penaxiusi);

Oenepanbbiii 3akoH 0T 10.12.2003 N 173-D3 (neiictByromas penakius) «O BaJtOTHOM
pPEryIMpOBAHUH U BATIOTHOM KOHTPOJIE;

@enepanbubiit 3akoH oT 08.12.2003 N 164-®3 (nelictByromast penakuus) «O06 ocHoBax
roCyJapCTBEHHOI' O PEryJMPOBaHUs BHELIIHETOPIOBON AESITEILHOCTU;

®enepanbubiidi 3akoH 0T 30.12.2004 N 218-03 (meiictByromas peaakuus) «O KpeaIuTHBIX
HUCTOPUAX Y,

@enepanpHbiii  3akoH  oT 15.12.2001 N 167-®3 (meiictByromas pemakiusi) «O0
00s13aTeIbHOM ITEHCUOHHOM cTpaxoBaHuM B Poccuiickoit denepanuny;

OCHOBHBIC HCTOYHMKH:
Bapmynn, B. B., JlokymeHnTanmonHoe obecriedenue ynpasieHus: yaeOuuk / B. B. Bapmynn.
— MockBa: HOctunmsa, 2024. — 271 c¢. — ISBN 978-5-406-12551-9. — URL.:
https://book.ru/book/951739 (nata obpamienust: 14.02.2025). — TekcT: 371€KTPOHHBIN.

MuxaitnoBa, JI. JI., Opranuzanus JOKYMEHTAIIMOHHOTO OOECHEeUeHHs YIpaBJICHUS U

(GYHKIIMOHUPOBaHUsl opraHu3amnuii: yudeOnoe mocodbue / JI. JI. MuxaiimoBa. — MockBa:
KuooPyc, 2024. — 211 ¢ — ISBN 978-5-406-12863-3. —  URL:

https://book.ru/book/952837 (narta oopamienus: 14.02.2025). — TeKcCT : 37eKTPOHHBIA.
Cokomnoga, O. H., JlokyMeHTallmoOHHOE 00eclieYeHre YIpaBJICHUsI B OpraHU3aluu: yieOHoe
nocobue / O. H. Cokomnona, T. A. Akumoukuna. — Mocksa: KuoPyc, 2024. — 192 ¢. —
ISBN 978-5-406-13032-2. — URL: https://book.ru/book/953401 (mata oOpaineHus:
14.02.2025). — TeKcT : 3IeKTPOHHBIH. .

Tronenea, T. A., JlokyMEHTallMOHHOE oOOecleYeHUE YIpaBieHHs (C MPAKTHKYMOM):
yueoHuk / T. A. TroneneBa. — Mockpa: KnoPyc, 2025. — 186 ¢. — ISBN 978-5-406-
13717-8. — URL.: https://book.ru/book/955652 (mara obparuenus: 14.02.2025). — Tekcr:

IEKTPOHHBII.

I[OHOJIHI/ITCJIBHLIG HCTOYHMKMH:

1.

Beperexuna, C. B.,  Jlucranuumonusii  Tpya. OpraHuzanust  3JE€KTPOHHOTO
JIOKyMEHTOO0O0pOTa B KaJApOBOM Jeronpoun3Bojctse: MmoHorpadus / C. B. Beperexuna, A.
B. Kupumnos, E. A. Xunkos, E. I'. [llmakoBa. — MockBa: Pycaitnc, 2020. — 209 c. —
ISBN 978-5-4365-2074-2. — URL: https://book.ru/book/934882 (mara obOparieHus:
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14.02.2025). — TeKcT: 37eKTPOHHBIH.

2. KumxuukoBa, A. H., Jlenompou3BOACTBO M pPEeXHM CekpeTHocTH: yueOHuk / A. H.
KumxnaukoBa. — Mocksa: HOctummsa, 2024. — 335 ¢. — ISBN 978-5-406-12405-5. —
URL.: https://book.ru/book/951857 (narta oopamerus: 14.02.2025). — TekcT: 3J1€KTPOHHBIM.

HNuTepHeT pecypebl:
1. http://www.consultant.ru - CnpaBouno-npaBoBas cucrema «Koucysnprantllnocy
2. http://www.garant.ru - CripaBo4Ho-1ipaBoBasi cucrema «l"apanr»

3.3. OcoOeHHOCTH OpraHu3auvu oOpPa30BaTeJbHOI JeSITEJIbHOCTH JJsl JHMI C
OrpaHMYeHHBIMH BO3MO KHOCTSIMHU 3/10POBbSI

Conepkanue cpenHero mnpo(ecCHOHAIbHOIO OOpa30BaHMSI M YCIOBUS OpraHU3aluu
obyuenus B AHO IIOO ITAIIK crynenToB (ciymaTeneil) ¢ orpaHUYeHHBIMH BO3MOXHOCTSAMU
3J0pPOBbSl  OHpeNeNsloTCs  aJaNTUPOBAaHHOM  oOpas3oBaTelbHOW — mporpaMMmoil  (mpu
HEOOXOIUMOCTH), a JJsl MHBAJIMJOB TaKXe B COOTBETCTBMM C MHAMBHUIYalIbHOM HpPOrpaMMoii
peabuIINTalluy MHBAIMJIA.

OO6yuenue no IIIICC3 cryaeHToB (ciymiareneil) ¢ OrpaHUYEHHBIMH BO3MOXKHOCTSMHU
3nopoBbst ocyuiecteiasgercs B AHO I1OO ITAIIK c¢ yuerom ocoOeHHOCTEH MCHXO(PU3NUECKOIO
pa3BUTUS, UHIUBUIyaJIbHBIX BO3MOXHOCTEN M COCTOSIHUS 3/10POBbs TAKUX JIULL.

B AHO II0O ITAIIK co3nanbl cnenuaibHble yCIOBHUSL (CHCTEMa OIOBEIICHUS, KHOMKU
BbI30BAa IOMOIIM, Oerymue CTPOKH, CIEeLHaIU3UpPOBAaHHBIE MapThl W KaOuHET [y
UH/IMBUIYAIbHBIX 3aHATHH) 11 TOJY4YEeHUS CpegHero mnpodecCHOoHAIbHOro 00pa30BaHUS
CTyZ€HTaMH (CIIyIIaTeIsIMHU) C OFPAaHUYEHHBIMU BO3MOYKHOCTSIMH 3/10POBBS.

[Ton croenuanpHBIMHU YCJIOBUSIMH JJI1 IIOJNYyYEHHUS CpelHEro MpodeccuOHaIbHOrO
CTYIEHTOB (ClyliaTesneil) ¢ OorpaHMYEHHBIMU BO3MOXKHOCTSMHU 3/10pPOBbS IIOHUMAIOTCS YCIJIOBUS
o0yueHus, BOCHUTAHMSI M pa3BUTUSA TAaKUX JIML, BKIIOYAIOIIME B Cce0s MCIOJB30BaHUE
CreraibHBIX 00pa30BaTENbHBIX MPOrPaMM M METOAOB OOYYEHHUS W BOCHHUTAHUS, CIICIHATIBHBIX
y4eOHUKOB, Y4eOHBIX TOCOOMH M JAMJAKTHYECKHX MAaTepHalioB, CIEHHAIbHBIX TEXHUYECKHX
CpeACTB O0Yy4eHHs KOJJICKTUBHOTO M WHIMBUAYAJIbHOTO IOJIb30BAHMS, MPEAOCTaBICHUE YCIYT
accucTeHTa (TIOMOIIHKKA), OKAa3bIBAIOUIETO  CTyAeHTaM  (ClIymiaTtensiM)  HEeoOXOIUMYIO
TEXHUYECKYIO MOMOIIb, TPOBEIECHUE TPYNIOBLIX U MHAWBUAYAIBHBIX KOPPEKIIMOHHBIX 3aHATHM,
obecneuenue nocryna B 31aHus AHO I10O ITAIIK u npyrue ycnous, 0€3 KOTOPbIX HEBO3MOKHO
WIA 3aTPyAHEHO OCBOEHHME O00pa3oBaTeIbHBIX MPOrpaMM JIMLIAM C  OrPaHUYEHHBIMHU
BO3MOYKHOCTSIMH 3/10POBbS.

B mensx [OCTYMHOCTM MOJy4YeHHMs CpeAHEro mnpoecCHOHAIbHOrO 00pa30BaHUs
CTyJIeHTaM (CIyIIaTeNsM) C OTrpaHWYEHHBIMH BO3MOXHOCTSIMH 310poBbs AHO I1OO ITAITK
obecrieunBaeTcs:

—JIs1 CiyllaTened ¢ OrpaHUYEHHBIMM BO3MOXHOCTSMHU 370pOBbSl IO CIIYXY YCIyrd
CypONEepeBOAUMKAa U O0ECHeuYeHHE HaAJeKallUMU 3BYKOBBIMU CPEICTBAMU BOCIPOU3BEACHUS
uHpopmaruu;

—IJs  CTyAEHTOB (ciyliaTtesned), MMEIOIIUX HapyLIEHUs ONOpPHO-ABUTATEIbHOIO
amnmnapara, MaTepuabHO-TEXHUYECKUE yCIIOBHS obecrneunBaroT BO3MO)KHOCTh
OecrpensaTCTBEHHOr0 JOCTyna B Yy4yeOHble IIOMEILIEHHS, CTOJIOBbIE, TYyaJeTHbIE W JApyrue
nomenienuss AHO I10O ITAIIK, a Ttaxke ux npeObIBaHMs B yKa3aHHBIX MOMELIEHUSAX (HalIu4yue
[aH/yCOB, HOPYYHEH, pacCIIMPEHHBIX IBEPHBIX IPOEMOB U APYTUX MPUCTOCOOIICHUH).

OOpa3oBaHue CTyneHTOB (ciyluaTenei) ¢ OrpaHUYEHHBIMH BO3MOXKHOCTSMHU 3/I0POBBS
MOXET OBITh OPraHW30BaHO KaK COBMECTHO C JPYTUMH CTYACHTaMH (CIyIIATeNlsiMU), TaK U B
OTAENbHBIX rpynnax. YUCcIeHHOCTD JIUI] ¢ OTPaHUYEHHBIMU BO3MOXHOCTSIMHU 3/10POBbS B y4e€OHOMN
rpynne yCTaHaBIMBaeTCs A0 15 uenoBek.

C ydyeroM o0cCOOBIX TMOTpeOHOCTEH CTYOEHTOB (ciymiatesneil) ¢ OrpaHUYeHHBIMH
Bo3MOXKHOCTsIMU 370poBbsi B AHO I10O ITAIIK oGecrneunBaercsi MpenocTaBieHUE Y4eOHBIX,
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JICKIIMOHHBIX U MHBIX MATCPHUAJIOB B 9JICKTPOHHOM BHC.

0COOBIX
3I0POBbSI B

C yuerom
BO3MOYKHOCTSIMH

NOTPEeOHOCTEH
KOJIJICIKE

CTY/ICHTOB
npenycMOTpeHa

(cmymareneit) ¢
BO3MOXXHOCTb

Or'PaHUYCHHBIMU
OOyd4eHHS TI0

WHANBUAYATbHOMY IJIAHY, @ TAKXKe 110 3ampocy pa3padaTeiBaeTcs WHIWBHIyalbHAs TPACKTOPHS

o0y4eHHUSI.

4. KOHTPOJIb 1 OINEHKA PE3YJIbTATOB OCBOEHUA JUCHUITJIMHbI

Pe3yabTarsl 00yueHus

Kpurtepuu onenku

MeToabl OLIEHKH

HepequL 3HaHHfI, OCBAaMBACMBIX B paMKax JUCHUIIJIMHBL

Tepmunonmorus B obmactu
JIOKYMEHTAI[HOHHOT O
obecrieueHus yInpaBlIeHUS;
HopmaTuBHBIC JIOKYMEHTBHI,
periiaMeHTHPYIOLIHe
cocTaBieHHe H  O(pOpMIICHHUE
JIOKYMEHTAIlMM W TOPSJIOK ee

00paboTKH;

[IpaBuna COCTaBJICHHUS u
oopMiIeHUST OpraHU3aI[MOHHO-
pacnopsIuTeIbHBIX
JOKYMEHTOB,  BXOASIIUX B
YHU(PUIIUPOBAHHYIO CHCTEMY
OpraHu3aIMOHHO-
pacnopsIuTeIbHbBIX
JIOKYMEHTOB,
YHUDUITUPOBAHHYIO CUCTEMY
MEPBUYHOU YYETHON
JIOKYMEHTaIuu B 4acTH
JIOKYMEHTAIIMH 10 YYeTy Tpyaa;
[Topsinok MIPOBEICHUS
AKCITEPTU3BI IEHHOCTH

JOKYMEHTOB M TIOJTOTOBKH Il
K apXMBHOMY XPaHEHHUIO.
TexHoJIOTHA OpraHn3alnuu
JOKyMEHTO00O0poTa B
opra"u3anusx (y4pexIeHusX).

- odopMmieHHUE JTOKYMEHTOB |
pelleHHe TPAKTHYECKUX CHUTYyalui
c HOPMATHBHBIM MIPaBOBBIM
000CHOBaHHEM;

- HCIIOJNIb30BaHHE
UCTOYHUKOB,
AJIEKTPOHHBIE ~ PECYpChl,  Meaua
pecypchl, HuTepHeT-pecypchl,
NePHOAMYECKUE  HW3JAaHHs 10
CIIEUAIBHOCTH  JUISL  PELICHHUS
npo¢eccCHOHaIbHbBIX 3a/1a4

- JIEMOHCTpAlUsi OTBETCTBEHHOCTHU

Ppa3JIMYHbIX
BKJIrO4Yas

3a MIPUHSATHIE peuienus,
000OCHOBaHHOCTh CaMOaHajM3a U
KOPPEKIUs pe3yabTaTOB
COOCTBEHHOM PabOTHI;

- U CIOJIb30BaHUE
3aKOHOAATCIIbHBIX W HOPMATUBHO-
MIPaBOBBIX aKTOB npu
IJIaHUPOBAHHUHN
MpEAITPUHUMATEHCKON
NCATCIIBHOCTHU B

npodeccruoHaIbHOU cdepe;
- IMOHCTpALMs 3HAaHUH B 00JacTu
(1HAHCOBOI rPaMOTHOCTH;

- KOHCTPYKTUBHOCTb
B3aUMOJICH CTBUS c
00yYJarOIIMMHUCSH,

IperoiaBaTe MU B xone
o0yueHus, PYKOBOAMTENIMU
yu4eOHOH W  INPOU3BOJACTBEHHOM
NPAKTHK.

-coOJIr01eH1E HOPM

npodecCHOHaIbHOM 3 THKY;

— MOCTpoeHHUe MPohecCcu OHATILHOTO
OoOIIeHUsI C YYETOM COIMaJIbHO-
npoQecCHOHATBHOTO cTaryca,
CUTYaIM¥ OOIIEeHUs, 0COOCHHOCTEH
TPyInel W HHIABHIYAIbHBIX
0co0eHHOCTEH YYaCTHUKOB
KOMM YHHKAIIHH;

- rpaMOTHOCTb YCTHOU u

- 9KCIEPTHOE
HaOJIFOeHuE
BBIIIOJIHEHUS
MIPAKTHYECKUX
3aJIaHHi,

- OlleHKa M0 HToraMm
YCTHOTO orpoca
CTYJICHTOB,

- HaOmIOJIcHUE  II0

WUTOraM TECTUPOBAHUS,
- OUEHKa B IIpolecce
MIPOBE/ICHUS
MPOMEKYTOUHOM
aTTeCTallNH.




MUCHbMEHHOHN pedH;

- odopmieHHe [OKYMEHTOB B
cootBetrcTBUU ¢ 'OCTowMm;

- SICHOCTb (OpMYIMpOBaHUS U
H3JI0KCHUS MBICIICH;

- TMPOSIBJICHUE TOJICPAHTHOCTH B
nporecce oOIIeHHUS,

- COOJI0ZIeHHEe HOPM TTOBENICHUS BO
BpeMsi yU€OHBIX 3aHATHIH;

- coburoieHue CTaH/IapTOB
AHTHKOPPYIIIUOHHOTO TTOBEICHUS;

- co0mroaer HOPMBI
IKOJIOTMYECKOM 0€30MacHOCTH;

— orpeneser HaIpaBIICHUS
pecypcocOepexxeHuss B pamMKax
npo¢eCCHOHATIbHON AeSITeTbHOCTH
0 CHENHATbHOCTH;

- 3G (}EKTUBHOCTh HCIIOIb30BAHUS

CPEACTB  (PU3UYECKONH  KYJIBTYpPHI
JUIL  COXpPaHEHUS W YKPEIUICHUS
3II0POBBS B nporecce
npodeccuoHanbHON JeSITENbHOCTH
U TOJJEpXKaHUS HEO0O0XOIUMOro
YPOBHSI busnuecKoi
HIOATOTOBJICHHOCTH;

- 3¢ EeKTUBHOCTH MCIIOIB30BAHUS B
npodeccuoHaNbHON TSI TENBHOCTH
HEOOXOTUMON JOKyMEHTalluu, B
TOM YHCJIe HA UHOCTPAHHOM SI3BIKE

[lepeueHbp yMeHUH, OCBaUBAEMBbIX

B paMKaXx JUCHUITJIMHBI

[IpumensTe Ha MIPAKTUKE
rOCYAApCTBEHHBIE  CTaHIApPTHI,
apyrue HOPMAaTHUBHO-
METOIUYECKHE JIOKYMEHTHI,
pErJIaMEHTUPYIOLINE
OpraHU3aLHI0
JOKYMEHTAIL[MOHHOT O

obecrieueHus ynpaBJieHMUs;
CocraBnaTh U IpPaBUIBHO
oQOpMIISITh  OCHOBHBIE  BHJIBI
OpraHu3aIlOHHO-
PacmopsSIUTEIbHBIX
JIOKYMEHTOB;

Odopmuats nHGOPMALIMOHHO-
CIIPaBOYHYIO JIOKYMEH TaIlHIO;
OdopmiTh KaJIpOBYIO
JOKYyMEHTalHIO;

OdopmiATh MPETEH3UOHHO-
HCKOBYIO JIOKYMEHTAIIHIO.

- odopMmieHUE JIOKYMEHTOB |
pelIeHrne MPaKTHYECKUX CUTYyalui
c HOPMAaTHUBHBIM MIPaBOBBIM
000CHOBaHHEM;

- HCIIOJIb30BaHUE
HCTOYHHKOB,
JNIEKTPOHHBIE  PECypChl, Meaua
pecypesl, HNHuTtepHeT-pecypcsl,
NEPHOAMYECKUE  H3JAHHs 10
CIIEUABHOCTH IS PELICHHUS
npo¢ecCHOHANbHBIX 3a/1a4

- JIEMOHCTpAallUs OTBETCTBEHHOCTHU
3a PUHSATHIE pelieHus,
000OCHOBAaHHOCTb CaMOaHalu3a U
KOPpEKIHUs pe3yabTaTOB
COOCTBEHHOM paboOThI;

- U CIOJIb30BaHUE
3aKOHOAATEIbHBIX U HOPMATHBHO-
MIPaBOBBIX aKTOB npu
TUTAHUPOBAHUHT

MpeAn PUHUMATENbCKON

Pa3IMIHbIX
BKJIrO4Yas

JACATCIbHOCTHU B

- IKCIIEPTHOE
HaOJI0IcHUE

BBITTOJIH CHHUS
MPAKTUYECKUX
3a7aHui,

- OILlEHKa 10 HToraMm
YCTHOTO orpoca
CTYJIEHTOB,

- HaOmoJgcHUE  II0

WUTOraM TECTUPOBAHUS,
- OLEHKa B IIpolecce
MIPOBE/ICHUS
MPOMEKYTOUHOM
aTTECTALNH.




npodeccuoHanbHOM chepe;
- JIGMOHCTpALIUs 3HAHHI B 00J1aCTH
(MHAHCOBOI rPaMOTHOCTH;

- KOHCTPYKTUBHOCTh
B3aUMO/ICH CTBUS c
00y4JarOIIMMHUCS,

MpernoiaBaTeIsIMH B Xoze
o0y4eHwus, PYKOBOAMTEISIMU
yueOHOW W  TPOU3BOJICTBEHHOM
MPAKTHUK.

-co0mIoIeHHe HOPM

npodeccuoHanbHON YTHKY;

— TOCTpOeHHE TPOodeccu OHATBHOTO
OOIIEeHUsI C YYETOM COIMalIbHO-
npodeccuoHaNbHOro craTyca,
CUTYaIlMK OOIEeHUs, 0COOCHHOCTEH
TpyNnbBl U UHAUBUAYAIbHBIX
ocoOeHHOCTeN Y4aCTHUKOB
KOMMYHUKAIIHH;

- rpaMOTHOCTb YCTHOU u
IICBMEHHOH PEUH;

- odopmieHHe JOKYMEHTOB B
cootBetrcTBUH ¢ 'OCToMm;

- SICHOCTb (OpMYIHpOBaHUS U
H3JI0KCHUS MBICIICH;

- MPOSIBJICHUE TOJCPAHTHOCTH B
nporecce o0IIeHus;

- COOJIFOICHHE HOPM TIOBEICHHS BO
BpeMsi yU€OHBIX 3aHATHIH;

- co0JoIeHu e CTaHJapTOB
AHTHKOPPYIIIHOHHOTO TTOBEICHUS;
- co0mroaer HOPMBI
HKOJIOTMY €CKOW 0€30MaCHOCTH;

— orpenenser HaIpaBIICHUS
pecypcocOepexxeHuss B paMKax
po()eCCHOHANIBHON JAESITEIbHOCTH
0 CIEHAIEHOCTH

- 3G (}EKTUBHOCTh HCIIOIb30BAHUS
CpeAcTB (U3UUECKOW KYIBTYPHI
JUIA  COXPAaHEHUS U YKPEIUJICHUS
3JI0POBBSI B nporecce
npoeccuoHaNbHON eI TENbHOCTH
U HojAepKaHUs HEOoO0XOAMMOIo
YPOBHSI busnueckoi
MOJTOTOBIIEHHOCTH;

- 3¢ EeKTUBHOCTH UCITOIb30BAHUS B
npodeccuoHanbHON eI TENbHOCTH
HEOOXOAMMON JTOKyMEHTalluH, B
TOM YHCJIC HAa HHOCTPAHHOM SI3bIKE
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