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1. IACIIOPT PABOYEH INMPOTPAMMBI YYEBHOM JAACHUTTJINHBI
OIL04 JOKYMEHTAIIMOHHOE OBECIIEYEHUE YIIPABJIEHUS

L.1. Obnacre npumenenus patoueit mporpaMmel:

Pabouas mnporpamMma y4eGHON AMCUMILIHHEI SBASETCH YACTBIO OCHOBHORM npogeccHoHaIbHOMN
obpasosarensuo# mporpavmel 8 cootsercteun ¢ PIOC no cnenmamsroctd 38.01.02 DKOHOMHKA U
Oyxrantepckui yuert (110 otpacnsm) (6asosas u yriy0O/leHHas HOAroTOBKa).

1.2. Mecto y4ebHolt AMCHHNAMHEI B CTPYKTYPE OCHOBHOM fnpoheccHoHANLHON ofpazoBareabHoil
HPOrpaMMbI:
AVCLHMTHHA BXOJIMT B NPOGECCHOHANBHBIN LMK Kak 0011enpodhecCHOHATBHAS MCIHTLIAHA,

1.3. Desn n 3axa4u yueSHoii AHCHMAIUEL — TpeGoBanus K PE3YIbTATAM OCBOCHHS AHCHMIIIHHBI:

B pesysnprare ocBoeHus y4eGHOI IMCUMIUIHEE! 0GYYAIOMHMICS 10IKEH
YMETB:
©  opOpMIATL [OKYMEHTALMIO B COOTBETCTBHH C HOPMATHBHOH 0a30f, ¢ WMCHONB30OBAHHEM
HH(POPMALHOHHBIX TEXHONOI ML
©  OCBaHBATHL TEXHOJIOTHY ABTOMATU3MPOBAHHON 06paboTKH JOKYMEHTALIHM;
O HCHONIB30BATH yHHPUUMPOBAHHLIC (HOPMbI TOKYMEHTOR;
O  0CymECTBASThL XPAHEHUE U TOUCK JHOKYMEHTOR;
©  HCIHOJB30BATH TEICKOMMYHHKALHOHHbIE TEXHOAOT MM B STEKTPOHHOM A0KYyMEHTOOGOPOTE.

B pesyabrare ocroeHus yueGHON AACIUILTHAEL 00y HarOIIHIica 10TKeH
3HATE:
© MOHATHS, e, 3aJa9H 1 IPHHITATIL ACI0NPOU3BOACTRA;
OCHOBHbIC NOHATHA I0KYMEHTALHOHHOTO OOECIIEYEHNS YIIPABICHUS
CHCTEMBI JOKYMEHTAIMOHHOIO 00ECHeUSHIMS YIIPABICHUS:
KA2CCHPUKANNIO JOKYMEHTOB,
TpeGOBaHNS K COCTABICHHIO H 0QOPMIEHHIO IOKYMEHTOB:
OPraHU3aUMI0 [OKYMEHTOOOOPOTa: mpueM, 0BpaboTKy, PEerHcTpalyio, KOHTPOJh, XpaHEHHE
AOKYMEHTOB, HOMEHKIATYPY JIe.

OO0 0 oo

B pesynerare ocBoenus yuebuoi aucrmminas OI1.04 HokyMeRTaunoOHHOE OBecrnedenre
yIpaBieHns 00yqaromuiics 1omKeH 061a/1aTh 0BIIIME KOMEETeHIAM:
OK 01. Bribupars crocoBbi peuienus 3amay npodecCHOHATLHONR JIESTeTbHOCTH. MPUMEHUTENIEHO K
Pas3IMuHbIM KOHTEKCTAM,
OK 02. OcymecTsisrs nOUCK, aHAIN3 H UHTEPIPETALMIO UHpOpMaIMK, HeoOXOAUMON 11 BBINOIHEHHS
387184 MPO(EeCCHOHATIBHON NeaTeIbHOCTH,
OK 03. InanupoBarh H peani3oBEBATE COOCTBEHHOE TPO(ECCHOHATBHOE B THYHOCTHOE pa3BHTHE.
OK 04. Pabotate B XO/UIEKTHBE 4 KOMaHZe. S(DMEKTHBHO BIAMMOLCHCTBOBATL C KOJUIEraMH,
PYKOBOJICTBOM, KIIMEHTAMH.
OK 05. OcymecTBIaTh YCTHYIO H MHCHMEHHYIO KOMMYHHKALHIO Ha FOCYAapCTBEHHOM SI3LIKE C YUETOM
0COOEHHOCTEH COUMATBHOIO K KY/IbTYPHOIO KOHTEKCTE,
OK 06. TTposiBisTe rpakiaHcKO-MATPHOTHYECKYIO TO3ULHMIO, JEMOHCTPUPOBATH OCO3HAHHOE MOBEACHHE
Ha OCHOBE TPAJIHLIKOHHLIX 00IIEYEI0BE9ECKIX LIEHHOCTEH,
OK 07. ConeficTBoBaTE COXPAHCHHIO OKPYKAIOUIE Cpe/lbl, pecypcocOepexeHuto, 3(PQexTHBHO
AeHCTBOBATE B UPE3BBIYAHHBIX CHTYAIIHAX.
OK 08. Hcnomns3sosars cpencipa (huzuyeckoit KYJAbTYpbi 1UIA COXPAHCHHUSA WU YKPEILIEHHS 3J0pOBbsS B
npouecce npo(ecCHOHANbHOM [eTENBHOCTH W MOJIEPIKAHNS HeOOXOIMMOro ypoBHs (H3HYECKOH
MOATOTOBICHHOCTH.
OK 09. Menoneaosats nudopMaiiiossse TeXHONOMHH B pOQECCUOHATBHOM JESTENLHOCTH.
OK 10. [Mons3oBaTbes HpodeccroHaBROMN 10Ky MeHTaIHeH Ha rOCYIapCcTBEHHOM M HHOCTPAHHOM A3LIKE,
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OK 11. Hcmons30BaTs 3HAHHS [0 DUHAHCOBOH TI'PaMOTHOCTH, [JIaHUPOBATh IIPEANPHHUMATENBCKYIO
ACATENILHOCTE B IPOECCHOHANIBHON chepe.

B pesynbrate ocsoenus yaeSHoi qucnurumner OI1.04 JlokyMeHTaLHOHHOE 06ecHeyeHHe
ynpasienss odyqarommiics J10mKeH 001a1aTh NPodheccHoHA T HLIME KOMNETeH UM
[IK 2.6. Ocymectsusite c6op uHPOPMANME G JedTEIBHOCTH OBBEKTA BHYTPEHHEr0 KOHTPOIA IO

BBIMOMHEHHIO TpeOOBaHMN NIPABOBOH 1 HOPMATHBHOMH Ga3bl H BHYTPEHHUX PErIAMEHTOR:

[IK 2.7. Bbinonuste KOHTPOIBHEIE NPOLETYDPHl M HX JOKYMEHTHPOBAHHE, TOTOBHTH W ohopMIATE
3aBEpIIAIONINE MATEPHANIE] 110 PE3yIBTATAM BHYTPEHHETO KOHTPOJIS.

IIK 4.6. AHATM3MPOBATL (YUHAHCOBO-XOSHCTBEHHYIO JGSTEILHOCTS, OCYUIECTBISATh  AHATH3
MH(OPMAITHY, [TOTYYCHHON B X016 IPOBE/IeHH!S KOHTPOJIBHBIX [POLEAYD, BEISBICHHUE @ OLEHKY PHCKOB

1.4. Konm4ecTBo 4acos Ha ocsoeHHe y4eOHOM FUCUMILIMHLD:

—  obbem obpasoBarenbHoil Harpyski - 40 €acos:
= TEOPETHYECKHE 3aHATHS — 18 yacos;

—  HpakTudeckue 3anatus — 20 gacos:;

4 camocrosTensHad paboTa- 2 yaca.

2. CTPYKTYPA YYEBHOH JUCLHUTIANHE!
2.1. O0nem yue6HOl JucuMIuHEL # BUAL! Y4ebHoH padoTh

Bua yaeGHoil paGors: Koawuecrso
43C0B
ObssaTennuan ayauropnan vaeduas HATPY3Ka (Beero) 40
B TOM 9HCJIe:
TEOPETHYECKUE 3aHATHS 18
PaKTHYECKHE 3aHATHS 20
caMocrositenpHas pabora Z
Hrorosas arrecranns nposoautcs B Gopme 3a4eTa.




2.2. Temarnueckuii 1ian 1 conepmanue yaebuoii gucummmnn OIL04 JAoxysentanmonnoe obecnenense yupanienus.

Hanmenonanue Cojiepxanne yuebuoro mavepuana, Jadoparopuibie paboThl M HPAKTHICCKHC JAHATHY, Oosem | Yposenn
pas3jlesios ¥ Tem I - ___tamocTosTenbuas pabora obyuaomuxes | uacos | ocBOCHMS
1 S A S SIS . S - e e
Pasnes 1. JlokymenTnposanse ynpasienveckoil AesTeibHOCTH, N S S
Tema 1.1. Brenenue. 2
JokymMenT u cucrema
JIOKYMEHTAT(HHA. I | B S - - L B
| | 3naueHye H COAELPIKANME AHCHHIL N b «oxynmenmranuonsnoe ofecrieuenue yHpagaesus». 2 |
Hopmarusno-npasosas 6a3a opranuianua JOV,
Hopmarusro-npasoras Gasza opranusainu JIOY kak ocHORE TEXHONOPAH NPONECCOB YITPABICH A,
Pocynapersennas cucrema JIOY (TCJIOY) — cBOJ npasui1, YCTanaB/MBAIOLTHX CARHLIC Tpebosanus K
AOKYMEHTHPOBAHMIO yHPABICHYCCKOH JCHTEALHOCTH H OPratn3auum paboThl ¢ JIOKYMEeHTaMHA Ha
MPEJUTPHATHAX PA3TUUHBIX OPraHM3aIHOHIIO — HPABOBKIX (POPM.
Cocras ynpasieHiecknx JoKkyMenToB. [lomsmue cnerenm 0KyMeHTalny, DyHKUHOHATILHBIE U
|| OTPAC/eBhIE CHCTEMbBI AOKYMEHTALMH. Y HU(BHKALMA ¥ CTAH@PTH3ALHS YIPABICHUCCKUX JokymenToB, |
Tema 1.2. Opranuszanuoino 13 -
— PACHOPSAATENBHBIE 1
CTIPABOYHO
uiopMaliuonnpie
ACKYMCHTBL. eyt e e e e ————— - " . S -
1 Oprasm3ausoniio - pACHOPIIHTLALHLIC JOKYMEH 151, 2 !

YHHQUUUPOBAHNAS CHCTEMA OPratH3ANNOHIIO — PACTIOPSIH TeIBHOH nokymenraiuu (OPJ]). F'OCTu
na OPJI. Tpebosanue Kk ohopMICHHIO [I0KYMEHTOR.

Knaccubuxaims OP/1: opranuszaimonusie, PACTIOPALUTCHBHBIE, CHIPABOYHO — UH(POPMAT{HOHbIE,
Opranu3aiHoHHbIC 10KYMCHTB — yCTaR, YUpeHTe b b JIOI0BOP, MOM0IKETHE, IIPABHIIA BILYTPEHHCIO
TPYJOBOTO paciiopsaKa. PaciiopsnTesibiibic IOKYMEHTDI — [ PHKA3hI, PACTIOPSIKETINS, VKAWL,
_HOCTAHOBJICH#S, penictns, uneTpyknuu. fIporokos. R

2 | Cripasouns — uHBOPMALHONEBLIL JOKYVeHTHI 2 |
CripaBouno — HHPOPMAIMOHHbIC JIOKYMEHTHI — JIOKIIA/{HAS (cirysceOnasn) 3anmcka, 0ObICHUTEILIAS
3aMMCKa, aKT, crpaska, paxc, renerpamma, TeneoHorpamma.

Cryxebuble macema. Knaccuuranns Koppecnoueniun: MHHLAHATABHAS, OTBCTHAS, JCiI0BAs U
KOMMepdecKast. S3bik 1 Crriib A€0BOl KoppectionAenimu. THnossie ¥ TpadapeTise ciywebnbie
nuckma. [lnesma ~ sanpocst u nuckma — orBersl, THIOBKIE rapanTHitHbE W CONPOROUTENBIHBIE
1IMChMa.




- SIS

Hpaxruaeexoe sansrueMel: Cocranseiine IPOCKTOB PACTIOPAAUTEIBHBIX JIOKYMEHTOR: IPHKA3OR,

PACHOPSHKEHIHN, YCPHOBUKOB HIPOTOKOIIOR. 2 2
lipakruyeckoe sansrueNe2: 2 2
Cocrapnenne IpoeKToB CHPaBoUHO — AH(OPMALHOHHBIX JIOKYMEHTOR: IOKIR/AIBLIX W OO bSCHHTENBHBIX
i — | JAUNCOK, akToB, CyweOmpix nce™. —
Tema 1.3. Kaaposas Hoxymenruposanue TpyioBhix ipasoornomenuit. Coctan u ocobennoctn oopmirenns JIOKYMEHTOR 2 2
NOKyMeHTalHs., 1o Jimunomy cocrasy. Kommtexkrosanue JMuHOro aena. Astobuorpadms. Pesiome. 2assienus o
tipreme na padory. Ipukass 110 smsnomy cocTasy.
Tema 1.4, Jlenexunic u Ocobensnoctn cocrapnenus u OQOPMIIEHNS JIEHEMHBIX H (PHHAHCORO — PacuCTHBIX JOKYMEHTOR. [ 2 o
tunaricoBo — pacuerHpie Odopmiienie josepentocteii: oduumansuol U IHuHOHN (pazoBoi, reHepanioi).
JIOKYMEHTHI,
Camecrosrensnas padora o6yuaroumpxes: P
| Odopmiietinie loBepennoctei, - - N e
Tema 1.5. Jlorosopho - 6
paBoBas 10KyMeHTarus. - B . o o - - N S
I | HoroBopuan 1okyMenTauuns. 2 2
HomsTust 10roBopa (KORTpaKTa), cornalieH s, nporokoia. Tunosas hopma kourpakra. OCHOBHAIE
Pasielibl KOHTpakTa. Buzibl HOroBOPOB: KYII/IK — HPOAANKH, MEHDI ToBapos (Gaprepuas ¢jienxa), |
HOCTABKH, HA BOIME3HOE OKa3aNNe YCIyT (MApKETHHIORKIX, CTPaXOBbIX), TPAHCHOPTHBIX,
HOPYHCHHS, KOMHCCHH, KPEIHTHOIO, HOPYUHTEAbCTEA U JIP.
Tunossie hopmbi oroBopos: GatkoBckoro cuera, bankosckoro Braja. [poTokosin: pastorsacui k
st A OOTOROPEM, e . .
2 | Mpasosas fokymenranus. 2 2
Hoxymenroi, opopmisiomue nopsiok PACCMOTPEHUS CHOPOR MENY FOPHAHYECKUME JIHIAMH,
[Tpasnsia odopmitenns NPeTeH3HOMHBIX THCEM. Obpasupi nperensuii k nepepozumky. Dopmyiisip
OT3bIBa Ha HpeTeH3HED. O0pa3iibi GT3LIBOB.
Dopmysip nekosoro saspiuenus. TpeGosanus k O(OPMICHUIO HCKOBBLIX 3asBICHMIi. [opsiiox
HANpaBJICHusi U OPOPMIICHHS! OT3LIBA HA HCKOBOE 3aSBIICHHE. "3
lpaxruueckne 3ausiras No3: 2
. Cocrasnenne u odopmiienue AOTOBOPOB, PETCH3HOHHO — HCKOBOH IOKYMEHTAILHH. i
Pazien 2. Opraunsanus paGors: ¢ JOXYMEHTAMM. 19

Tema 2.2. Vcnonenne
Aokymedros. Konrposs
HCTIONHCHHS.




Kourpons wen

QJ oliHens JoKyMenTos. Opranusaims ¥ TeXHUKa KOHTPOIS HCHOMHeH s, THIIORME 2 2
HHAHBRIAYILHBIC  CPOKM  menonnehns  jgokymenror. Cucrema ACKUJ| (ARTOMA TUBHUPOBAH H b
B _ KOHTPO/Ib HCHIOJIHCHAS JOKYMEHTOR). - -
Tema 2.3. Opranuzauus Cacremarusaius JIOKYMEHTOB H WX XPAHCHHE. Homenwiarypa sien. Unaneuayansabie, CBOAHBIE, 2 2
ONEepaTHBHOTO XPAHEH s NPUMCPHLIC B THIIOBBIC HOMEUKIAaTY poi siest. Odopmienne nomenknarypst aen. TpeGosanus k
AOKYyMCHTd, | obopmitennio aen. Xpanenne AOKYMCHTOB B CTPYKTYPHBIX ROApaspeneHmax. - .
{ipaxTruccexoe sanarueNed: Cocrapienne HOMEHKITATYDbE J{e. 2 2
Tema 2.4. [Toaroroska Hpaxruueckoe saparueNeS: Drciepriia HSHHOCTH JIOKYMEHTOB. i 2
JIOKYMEHTOB K apXUBHOMY
XpaHcHuIO, s VI st U e N
Camocroarensnag paGora ofyuarommuxes: | 3
Pabota ¢ 3akoHOAATCIBHBIMK AKTaME 1 HOPMATHBHO — METO/HUECKUMHU nokymenramu GejepainHoi
ApXHBHOM Ci1ykObI POCCHM 110 apXuBHOMY XPaHEHHIO /(OKYMCHTOR.

S | Hoaroroska jokymenTanun s CNa1M B BCAOMCTBCHEbIH apxuB. R sl
Tema 2.5. Ucnonszosanue Hpaxruseckoe 3ansrueNe6: Komibiorepusatus ACNONPOU3BOACTBA HA NPCAUPUATHA Kak yciopue | 2 | 2
I1DBM B sHeapenns T CJIOY.

| ACROLPOMIBOACTBE. B S e, oo : : s e I

Hpaxrnueckuc sanaruaNe7: PaGora ¢ maGnouamu Microsoft Office. OcHoRHLIE npuemst paborn B 2 N
Microsoft Office: macrpoiika napamerpor (pasmerka CTPAHMIBL, IHPHBTLL, MEKCTPOUHBE WHTEPRANI H
~ | Ap.). XpaHeHHe JIOKYMEHTOR a MarAVTHOMmORRYOSRY —
2 | Hpakruueckue sanaruaNe8: Crum, Pepaxtupopanne rexcra: nowck, samena, q_.wnﬁmzm:mﬁ_ we,| 2 | 23
o ___| | komuposanue. Beraska, e R e . S S
o 3 | Hpaxruveckue sausrnaNe9: Jlpencrasnenne panpeix B BHJIC rabiinel.  Miumocrpariun. 2 | 23
o : Auarpammbt. o : .
—— {4 | Hpaxruyeckne sanaruaMe10 pasouncaune. Iprveyanns, 3aumra jokymenta, | 2 | 325 |

L - | Hroro: - o 40

Jl1si XapaKTepueTHKI yPOBHS OCBOEH#S yuebHoro MaTepraa HCTIONB3YIOTCS CHEAYIOMKE 0003HAYCHH:

l. — o3naKkoMuTENLHBIH (y3HABAHUE paHEe W3YHEHIBIX OBHEKTOR, CBOHCTB);

2. — PeNpOAYKTHBHBIN (BLITIOIHEHHE JIEITENBHOCTH 10 o0pasity, HHCTPYKI(MH WY 1101 PYKOBOJICTBOM);

3. - IIPOJLYKTHBHBIH (nnanuposanue u CamMoCTONTCIILHOES BLUIOIHCHHE JIEATCHBHOCTH, pelenue npodaeMHbIX 3ajay).



3. YCJIOBYMA PEAJIA3ALIMY YYEBHON JMCHMUILIAHBI

3.1. Tpebopanns ¥k MEHHMAILHOMY MATEPHAILRO-TEXHHYECKOMY 00ccne e nio:
Peanusaumus y4ebHOW mucimruineel TpebyeT Hammumsa yyeGHoro kabumera «JI0OKYMEHTALUOHHOE
obecrieyeHue ynpasjieHus ».
O6opynoBanue yuebHoro kabunera;
— MyJIbTUMEQUNHHOE 000PYI0OBaHNE.
Texnuvecxue cpencTra obyueHns:
— KOMITBIOTEPEL;
— MPUHTED.
3.2. UndpopmannonHee obecniesente o0yuenns:
[lepeverr  pexomenayembix  yuelubix  uwsaanumii, MurepHer-pecypcoB, IOMOTHETENLHON
JHTEPATYPLI:
OCHOBHBIE UCTOYHHKH!
1. «O6 anexrponHo# uudposol nognucuy. Genepanbusiit 3axon ot 10.01.2012 Nel — @3,
2. TOCT P51141-98. [lenonpousBoacTso  apxusroe aeio. Tepmunsl u onpenenenus. —M.: U3a-so
crangaptos, 2015.
3. TOCT P.6.30-2013. Yuubunuposarsas cucrema OKYMeHTaUMW. YHHOHIHPOBAHHAS CHCTEMA
Opranv3alliOHHO-PACTIOPA/MTENBHOA AOKYMEHTalui, TpeGoBanue K O(OPMICHUIO JAOKYMEHTOB.
YrBepajien noctanosaerneM ['occrannapra PO ot 03.03.2014 Ne65-c1. — M.: U3a-Bo cranaapros. 2015.
4. TauoBas MHCTPYKUNS MO AENONPOM3BOACTBY B (heNCpanbHBIX OPraHaX WCHOIHUTETEHON BIACTH.
Yrepx/iena npuxasom DeziepansHoll apXxuBHOi ciry k6t Poccuu oT 27.11.2001 Ne68. — M., 2016.
5. AnzipesiHoBa B.B. Kaxk npaBuiibHO NOATOTOBHTE B 0opMuTs npukas. —M.: Hudpa, 2018.
6. Auapeera B.1. Jlexonpoussoactso. —M., 2018.
7. bacakos M.M. Jlenonpoussoncteo (JIOKyMEHTAMAOHHOE OOECIIEUEHHE ynpasnenus). Jamkos u K.
2018.
8. bacakos M.W. Jlenomnpou3sBoicTBO 1 KOPPECOHIEHIUSA B BOIIpocax u oTseTax. Oenuxc, 2018.
9. bapuxur A.B. [1enonpon3BoncTBO Ha HpeanpHsiTHH, KHEKEbI mup, 2016.
10. Bepesuna H.M. Cospemesinoe aenonponseoactso. —CI16: [Tutep, 2018.
11. Burepa A.M. Cexpetapckoe geno. —Poctos-na-Jlony: ®enuke, 2017.
12, Jlenonpou3sBosieTRO B 0Gpa30BaTeIbHBIX Y4PEKICHUSX. Bemyck 2: TlpaBoBoe perymuposanue. — M.,
2018.
13. Kupcanosa M.B., Axcenwor HOM. Kypc menonpomssoxcrsa. — M.: WH®PA-M: HoBocubupck:
Cubupckoe cornatuenue, 2017.
14. Kupcanosa M.B. lenosas nepeimcka. M.: Vinpa, 2017.
15. Kupcanosa M.B. Kype zaesonponssoictsa: JIOKYMEHTALHORHOE OBecredeHH e yipasiaeHus M.:
Wnudpa, 2018
16. Kysnenosa T.B. [enonpousroactso. — M.. 2018,
17. Kpsutosa U.10. [loxymenTipopanse yripapienueckoii aearensaoct. — CTI6., 2017.
18. Jlapue M.B. Yipasnenue fjokymenTalueil B OpraHu3alusx. Hayunas xuura, 2018.
19. Tlasmox JI.B. Cnpasodrmi 1o HeNONPOH3IBOLCTBY, ApXHBHOMY Jery W OCHOBaM paboThl Ha
KommeroTepe. — M., 2017.
20. [Tmenko A.B. JlokyMeHTaunoRHOE 00eCTICUEHHE YIPaBICHHS (1eonpon3ROACTRO). — M., 2018.
21. Pasnopoxusit A.A. JlokyMeHTHpOBasHE VIpaBIeHYeCKOH AedTeNbHOCTH: YuebHoe rmocobue. — M.:
WHDPA-M, 2018.
JLOTIONHUTEIbHBIE HCTOUHUKH:
1. Kypnran «[lenonpoussoncTroy.
2. Kypuan «Cexperapckoe ae1o.
3. Kypuan «Vnpasnenue nepconaiomy.
HnuTepHeT-pecypeni:

1. www.consultant.ru Cripasousas nipapoBas cucrtema «Konceynsrant Ilimoc»,

2. CnpasouHas cucrema «Iapauty.




4. KOHTPOJIL U OLIEHKA PE3YJIGTATOB OCBOEHHS VYESHOMH JUCUHUATITUHBI
KonTpoas u owenka pesyisraros ocBoeHis yueBHON TN THELI OCYLUECTBISETCS IPENOAABATEIEM B
poecce MpOBEACHMS MPAKTHYCCKHX 3aHATAN, TECTHPOBAHNY, 4 TAKKE BBINOIHCHUS 00yHarIHMHucs
HHAHBH/IyallbHbIX 3alaHHMH, IIPOEKTOB, HCCICAOBAHNKI,

®DopMbI 4 METOAbI KOHTPOIA H
PesyibraTe: o6yuenns
(ocBOEHKbIE yMEHNS, YCBOCHHDIE 3HAHNS) GREREY PESALTRTAR
obvuenus
YMeHus:
OpOPMIIATE NOKYMECHTALMIO B COOTBETCTBHM C HOPMATHBHOHN | IIPAKTHYECKUE 3aHNTH,
a3o, ¢ viconb30BaARNEM HHGOPMANKOHHLIX TEXHOTO U camocTosTenbHas paborta
HCTIOJIb30BATh YHHQHLUPOBAHHbBIE (POPMBI IOKYMEHTOB NPaKTHUECKHE 3aHATUS,
camocTosTeabHas pabora
| OCYLIECTBASATE XPAHEHUE H [IOUCK JOKYMEHTOB MPAKTHYECKHE 3aHSATHS, _
. camocTogTenbHas pabora, '
| ! ayIMTOPHBIE [IPOBEPOUHEIE i
I _ ' paboTh
OCBEHBATH  TEXHONOIMM  aBTOMATH3HPOBAHHOH  0OpaGoOTKE | NpaKTHUYECKHe 3AHSATHSL.
JOKYMEHTOR camocroaTenbHas pabora
| MCHIONIB30BATh  TENEKOMMYHHMKALMOHHbBIE  TEXHOJIOIHH B NPAaKTUYECKUE 3aHATH,
3EKTPOHHOM JOKYMEHTO000paTE camocrosTensHas pabora
3uaHus:
NOHATHE, NS/, 3a/1a4H H IPHHIMIIBL A€/I0NPOU3BOACTRA | OIPOC, CAMOCTOSTENbHAS pabora
| ocHoBRble noHsATHA JIOY | OIpOC, CaMOCTOATE 1B A pabora |
| CHCTEMBI JOY OIPOC. caMoCcTosATeNbHas paboTa
| KJIaCCH(UKAIMS JOKYMEHTOB 0NpocC, caMocTosTeNnbHAS paboTa
TpeOOBaHMS K COCTABIEHHIO M OQOPMIIEHHIO JOKYMEHTOB | OIPOC, IPAKTHYECKHUE 3aHATHSA,
| CcaMoCTOsiTeIbHAs paboTa
Opramu3alMas  [OKyMeHTOOOOpOTa:  mpueM,  o6paGoTka, | ompoc, TPAKTHYECKUE 3aHATHS,
| PCTHCTPALIMS, KOHTPOIb, XPAHEHHE JOKYMEHTOB, HOMEHKIATYpA | CaMOCTOSTEIbHAS PadoTa,
| nen TECTHPOBAHHE |
PesyabTars! o6yueuss Ocunosursie nokasarean DopMBbI B METOAbI ’
(ocBOenHbIe KOMIeTeH k) CHEHKH pe3yabrata KOHTPOJIS H CUERKH
1K 2.6. Ocymecraasts c6op | - JEMOHCTPALLMA ytzer-mﬁ Ha.KD.ElHTb H ("gcmamewe
- djopmauuu o HesTensHocTH | ’HCHD."I B30 BaTl‘; .HEODXO.QHM.\* 0 ) db.\'}i-‘r{éﬂ???ﬂ@ .
oBbeKTa BHyTpeHHero jKOHomaiqecr\}-}o |Jr1chopvmaumo. BKC‘HQJ{J!?IH(U-{ oz,renxfr ‘
KOHTPOIA. —,IleMDHLTpﬁLlHS YMEHHH MO COCTABRNEHHIO U I Limbl .’IEIE?GRIHHQBCROH
O(OPMIIEHHIO IOKYMEHTOBR. pacomer
L - AECMOHCTPAUHS YMEHUH BBINOJHATE |
IK 2.7. Beinoansts ' KOHTPO.IbHBIE NPOLEAYPHI M UX i l[
KOHTPOILHbIE ﬂpoueﬂypb[ %1 I ) AOKYMECHTHPOBAHHE, NOTOBUTL W | C(JC‘HHJE:‘JGHHE‘ !
HX JOKYMEHTHPOBaHue, | OQOPMASATH 3aBEPILIZIOUIHE MATEPHANBI TTO | JOKYMEHMOE |
FOTOBHUTE M 0GOPMIAATH I PE3YALTATAM BHYTPEHHErO KOHTPOA. — IKenepmuas oyenxa |
SaBEPLIAIQUIME MATEPHANIBI IO |  YMEHHE OpraHKu30BaTh LOKYMeHToobopoT: ‘ FCQUQNBL IPARMULECKOU
pe3ynLTaTam BHYTPEHHEro | nprem, obpadoTka, perucrpaums, :' pacomer [
KOHTPOJISI. KOHTPOIIb, XpAHEHHE I0KYMEHTOB, ‘ r
| HOMEHKJIaTYpa aen i




| [TK 4.6. Ananusuposats ; ) s i |
‘ - JNEMOHCTPALMS YMEHni

3HAYMMOE B f1epeune HHpopMauun,
OueHuBAaTSH NPAKTHYECKYIO 3HAYHMOCTS
pesynuraros noucka. OdopmasTs
PE3VALTATLL NMOUCKA.

CTPYKTYDPHPOBAHKS
nidopmaunu, Gopmar
odopmieHHs pesyabTaTos
nNoucKa uHQopMaLu.
Coneprkatue akTVaIbHOM
HOPMAaTHBHO-TIPABOROI

OnpenensTs akTyasibHOCTD j JAOKYMEHTaLmY; |

HOPMATHBHO-NIPABOBOH JOKYMEHTALMK B | COBPEMEHHAs HAy4dHas H |

NPO(ECCHOHATLHOMN TeSTENBHOCTH: npoeccHonanbHas
BLICTPaHBATL TPACKTOPHH TEPMHHONOMUs;

npodeccHoHANLHOMR

|

|

T BbINOAHEHKWA 3a1a4 !
I

|
AeATe/lbHOCTH. [

(PUHAHCOBO-XO3INCTBEHHY IO : - .‘
¢ ; GHATHIMPOBATHL PUHAHCOBO- | Cocmasienue
ACATENBHOCTS, OCYLUECTEIATD 5 .
‘ XO35IHCTBEHHYIO ESTebHOCTD] COKYMEHINOG
ananus uahopmaLnu. " S
™ - VYMEHME OCYLUECTBAATE AHAITIS Sxecnepmuas oyerika
NOJIyueHHOH B X0€e [ @ h
HHOpMALMK, NONYHEHHO! B X0ze 3AUUNIBL IPAKINUYECKOU
NPOBEJEHUS KOHTPOIbHBIX | | i
, NPOBENEHKS KOHTPOABHLIX NPOLERYD, | paboniel
NPOUENYD, BBISBACHHE W | E
! BbISIB/IEHME H OLIGHKY PHCKOB.
OLIEHKY PHCKOB: , =
| ! I' AKTYanbHbIH
‘ ! TpaBuibHO BbIIBASTS ¥ 3QGERTUBHO HCKAT | TpOeCcCHOHANBHBIN K |
- | MHPOPMALIHIO. HEOOXOANMYIO JLIS PELUEHNS | COUHANbHBIR KOHTEKCT, B |
| OK 01. Beibupats criocoBbr | dop Y ' |
a4k u/ia poGaemst. CocTasuTs niaH KOTOPOM NpUXOAMTCH |
‘ peLuerus 3ana4 i I.
2 | aelcTBus, Onpeaennts HeoOXonHMble paboTaTh U JKHTh.
NpoQeCcCHOHANLHOM |
iy | pecypcel. Braners axTyanbHeiMi MeTOzaMK | OCHOBHbIE HCTOUHUKH ,
| 5 - i | 1
‘ | padoThl B NPOYECCHOHANIBHON W CMEIKHEBIX | HHpOpMaUKK H pecypehl |
| NPUMEHUTENEHO K DE3THYHLIM | s A = | '
| R | cepax. PeannzosaTs cocTaBnenHb nnan. ANA pelieHns 3anay u- |
i o } OueHMBATE Pe3yLTAT K NOCAEACTBUS CBOMX | npobiem s '
|[ , JedcTeHi. | npoheCCHOHATEHOM W/Uau i
| i . | COUMANBHOM KOHTEKCTe, |
' i OnpenensTs 3anauu noucka uHdopmaiuy. | Homeunrnarypa [
. Onpenensrs HeoBXOAUMbBIE HCTOYHUKH | UHGOPMALIMOHHBIX
l OK 02.Ocyuecrsasts nouck, | oay k : g
- urdopmatinn. [aanuposats npouecc | MCTOYHMKOR [IPUMEHSEMBIX |
[ aHaJIU3 M UHTEPNPETALMIO . ; N
| u noucka. CTPYKTYPUPOBATh NONYYaEMY) | B NpOdeccHOHatbHOH |
uHopmatu, HeobGxonuMoi : o | ‘
J HHQOpMaLno. Boinenars HanGonee | neareasHocTH. [puemei
|
|
]
|
i

OK 03. Inanuposars 1
PEaM30BbIBATh COBCTREHHOE
npodeccucHaIBHOE U

| OK 04, PaGortats B |
| KOJLIEKTHBE M KOMaH/e, |
|
|

|
|

JUYHOCTHOE pa3BUTHE. | NPOPECCHOHANBLHOTO W IMIHOCTHOTO | BO3MOJKHbIE TPAEKTODHH |
! pasBUTHA i npodeccuonatbHoro |
i | pasBuTHA H '
| ,l camoobpasosadus l
H [
|
|

i

| TlcuxonorHo KoaleKTHRA.

' Teuxonoruio JAWHHOCTH.
OcHoBbI npoeKTHOIH

Oprauu3oBLIBaTE paboTy KOMNEKTHB K .
|
|

AEATEN(BHOCTH. “
i

| KOMaHIbIL. B?&H'\AOJ@H\J BOBATL C KOJUJIerasMu,
PYKOBOJACTBOM, KJIHEHTAMM.

3P herTUBHO
B32HMO/ENCTROBATE C
KOAMEraMy, pyKOBOACTBOM, |
KIHEHTAMH. !
OK 05. OcyuieeteasnTs
YCTHYIO H THCBMEHHYI0
KOMMYHUWKALMIO Ha
rOCYNapCTBEHHOM SI3LIKE ¢
ydeTom ocoleHHocTel
COLMANBHOIO ¥ KYABTYPHOIO
KOHTeKCTa,

|
| OK 06. [lpossnars
rPaXAAHCKO-TIATPHOTHYECKYIO |
!
!

OcobennocT couuaibHoro
U KyJIbTYPHOrO KOHTEKCTA
[lpasuna odopmnenns

| JOKYMEHTOB,

|

|

| Manarars cBOM MBIC/IK Ha rOCYIApPCTBEHHOM
I 13bike. OPOPMALTE AOKYMEHTEL.

| Onucsigars 3Ha4UMOCTD ‘
OnuceiBaTh 3Ha4UMOCTS CBOGH npodeccHH. | cBOeH npogieccun.

SRR N H O, IIpesenToBats cTpykTYpY ! [pesenrosath cTpyKTYpPY !
RO SRR S TR G U BPO(ECCHOHATLHOMN AeSTENRHOCTH N0 | NPOdeCCHOHANE HOM |
AL IS TP AN IHOH R npodeccuu '- AEATEILHOCTH NO '
oBLIeden0BeuecKix ! P ' | e |
LEHHOCTEH. ' i |

|

|

! ! (CneunasisHOCTH).
|

OK 07. Cogelicrrosats CobatonaTh HOPMbI IKOIOrHYECKOH | Ipasunia skonoruueckoit

11



COXPaHEHHIO OKpYKaloLleH
Cpejibl, pecypcocOepekeH IO,
3¢ hexkTUBHO NeHCTBOBATS B
lipe:’.Bb]‘Ja!:IHle CHTYallHAX.

fesonacHocTy. OrnpeaessTh HaNPasneHus
pecypcocOepekeHns B paMKax
npodhecCHOHATBHOR JeATENLHOCTH N0
npodeccuu.

0e30MacHOCTH NpH
BEAECHHH
npodeccHoHabHOH
nestenbHocTH. OCHOBHbIE
pecypchl 3316 ACTBOBAHHBIE
B npodeccHOHANBHOM
nestensHocTh. [lyTh
odecrieyeHus
pecypcocOepemeHus.

OK 08. Mcnons3oeatsb
cpeacTsa hHUzHHecKoi
KYNBTYPbI U1 COXPaHEHHA 1
VKPENJIeHUA 310POBbS B
npouecce npoeccuoHanbHoM
JeATeNILHOCTH M MOAepIKaHKe
HeoGX0AMMOro ypoBHs
tdusuyeckon
NOJAIOTOBNEHHOCTH.

Henonbzosars Gu3kyabTypHO-
O310POBHTEIBHYIO AEATENBHOCTE 115
YKpereHus 310pOBbA, 1OCTHIKEHUS
JKU3HEHHBIX M MpoheccroHanbHbIX LEneH.
IlpumeHaTs pauMoHallbHBIE PHEMbI
JBMTraTelbHbIX (YHKUMHA B
npogeccHoHaIEHOR JEATENbHOCTH.
[Tonw3oBaTbes cpeacTBamy NpoGHIAKTHKH
MEPEHANPSIKEHUS XapaKTePHLIMK /18
AanHo# npodeccuu.

Ponb duznyeckoi
KVILTYpbI B
O0LIEKY/ILTYPHOM,
npodeccHoHANbHOM H
COLHAIBHOM PA3BHTHH
yenosexa. OCHOBBI
310poBOro 0bpasa KH3HH.
Ycnoshsa
npogeccuoHansHOM
NEATENBHOCTH W 30HbI
pUcKa (PU3HYECKOro
3/10pOBbBS AJis NpodeccHH
(cneunansHOCTH).
Cpenctea npoduiakTHKH
e peHarpsKeHHs.

OK 09. HMcnonap3osars
HH(pOpPMalIMOHHbIE
TEXHOJIOMHH B
NpogecCHOHAIBHO
JAESITe/IbHOCTH.

[pumensTh cpeacTea MHOOPMALMOHHBIX
TEXHOJIOTUH AN pellenns
npoeccuoHanbHbIX 3a1a4. Menoabzosats
COBPEMEHHOE NporpammMHoe obecnevuerye.

CoBpeMeHHbBIE CPeCTBA M |
ycTpoiicTea
uHpOpMaTUZALIHHN.
[Tops 10K WX pAMEHEHUS H
nporpammHoe obecneueHue
B npodeccuoHansHoR
JAeATEIbHOCTH.

OK 10. Ilons3oBatscs
npodeccHoHalbHOH
NOKYMEHTalHeH Ha
rocyaapcTBEHHOM H

MHOCTPaHHOM A3bIKax.

[NoHumaTe 00LLUME CMBICT YETKO
MPOH3HECEHHbIX BLICKA3BIBAHMH Ha
H3BECTHbIE TEMBI { TPO(ECCHOHATBHBIE H
ObiToBkle). TToHUMATE TEKCTh! HAa 0a30BbIE
npodeccHoHalbHbIE TeMbl. YHACTBOBATH B
JManorax Ha 3Hakomble obime K
npodeccHoHanbHbie TeMbl. CTPOUTS
MpOCThIE BbiCKa3biBaAHHA 0 cE0E U O CBOEH
npogeccuoHanbHO JesTesHoeTH. Kparko
OBOCHOBLIBATE W ODBACHHTL CBOM AEHCTBUS
(Texywme 1 naanupyessie). [ucars
MPOCThIE CBA3HBIE COOOLUEHHA HA 3HAKOMbIE
WITA WHTEPECYIOLUKE MPOQECCHOHANbHbIE
TEMbI.

IlpaBuna nocTpoeHus
MPOCTHIX ¥ CAOKHBIX

i NpennoKEHHR Ha

| mpogeccHoHaNbHbIE TEMBbL.
OcHoBHbIE

| ofweynorpebHTeNbHbIE
| rnaroJisl (OpITOBasA H

! npodeccroraibHasg
.

|

nexcuka). Jlexcuueckui
MUHMMYM, OTHOCHLIVACA K |
| OMMCAHHUIO NPEIMETOB,
| CpencTB W HpoLeccoB
| ripodeccHOHANBHOM
NeATENbHOCTH.
OcobenHocTn
ripousHoilequs. [lpasuna
YTEHHS TEKCTOB
Npo(eccHOHATLHOH
HanpapgIeHHOCTH.

OK 11. Mcnons3oBats
3HaHW 110 (hDHMHAHCOBOM
rpaMOTHOCTH, MJIAHUPOBATh
NpeANPUHHMATEIBCKYIO
AesATENEHOCTL B
npodeccronanpHol chepe.

|

BeiABAATE AOCTOMHCTBA M HEAOCTATKH
Kommepueckoit naeu. Ipesedtopats uaeu
OTKPbITHA COOCTBEHHOIO AENa B
npodeccHORANBHOM AeNTe/IbHOCTH.
Ocopmnsts OuzHec-nnaad. PaccunTsiBaTh
pazMephi BLILIAT 110 NPOLEHTHBIM CTaBKaM
KPeAMTOBAHMUS.

OcHOBbI !
| fpeanprHUMAaTENLCKOM
aeatenbHocTH, OCHOBbI
(hnHaHCOBOH rPAMOTHOCTH.
[1paeuna paspaborkm
Gusnec-nnaHos. [opdaok
BBICTPAUBAHMUS
npesenTaunn. Kpeautusie
OAaHKOBCKME NPOAYKThL. |




