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AHHOTAIIVA K PABOYEHN ITPOT'PAMME YUYEBHOW JUCITATIAHBI
OI1L.13 JOKYMEHTAIIMOHHOE OBECIIEYEHUE YIIPAB/IEHUSA

1. O6s1acTh MPpUMEHeHHUsI IPOrPaMMBbI

Pabouass mporpaMmMa y4eOHOM  [JUCLMIUIMHBI  SIB/ISIETCS  YaCTbI0  OCHOBHOM
obpazoBartenbHOM mporpammbl CITO (TTIICC3) B cootBerctBuu ¢ PI'OC 110 CrieruasbHOCTU
40.02.03 TIpaBo u cyznebHOe aAMUHHCTPUPOBAaHKE, BXOJMIEN B COCTaB yKPYITHEHHOW TPYIIITbI
cnetmanbHocTed CITO 40.00.00 FOpucnpyaeHLusi.

Pabouass miporpamMMa y4yeOHOW /[AWUCIUIUIMHBI MOXeT OBbITb  HUCMO/Mb30BaHAa B
JIOTIOJTHUTENTbHOM  TipodecCOHa/IbHOM ~ oOpa3oBaHMM (B MporpamMmax  TOBBIIIEHHs
KBa/M(QUKALIMM U TIepernojroToBKW) U TNPOQecCHoHanbHOM TMOJrOTOBKe, B  KOTOPBIX
1pelyCMOTPeHO (JOpMHpOBaHKe YMEHWUN U 3HaHUM.

2. Mecto yueOHOW [UCLHMIUIMHBI B CTPYKType OCHOBHOW 00pa3oBaTe/ibHOMN
MporpamMmbl:  YueOHasg [AWCOMIUIMHA BXOAWT B  Tpod)eCcCHMOHANbHBIA LMK Kak
obuenpocdeccroHanbHast AUCLUIIMHA.

3. Lenu u 3agauu yuyeOHOUM AMCIMIVIMHBI — TpeOOBaHHWsI K pe3y/jbTaTaM OCBOEHUS
yueOHOW TUCLUTUTMHBI

Llensto ocBoenust aucuuruiuHbl OIT 13. [JokyMeHTaLMOHHOe obecrieueHUe YTipaBJieHUs
SBJISIFOTCS:  (D)OpMHpOBaHWE  CUCTeMaTU3UPOBAHHBIX 3HAaHUKW MO  JJOKYMEHTALlMOHHOMY
obecrieueHHI0 yripaBjieHUs U o0yueHre HeoOX0UMbIM HaBbIKaMH paboThI C IOKYMeHTaMH.

3ajauy JUCLIUIIVHBL:

- HayuuTb O(OPMJISITH [JOKYMEHTAlLMI0 B COOTBETCTBUM C HOPMATHMBHOW 0a3ol, B TOM
YuC/ie MCIO/b3ysl MHPOPMAaLIMOHHbIE TeXHOJIOTHH;

- OCBaMBaTh TEXHOJIOTMU aBTOMaTU3MPOBaHHOM 00pabOTKM JJaHHBIX;

- HAay4MTb OCYLIEeCTBJ/IATh XpaHeHUe U NMOUCK JOKYMEHTOB;

- IPUBMBATh Ky/IbTYyPY O()OPMJIEHHS JOKYMEHTALUHU.

B pe3ysibTaTe 0CBOEHHS JUCLIMTUIMHBI 00yUarOL[HiiCs JO/DKEH YMeTh:

- 0¢OopM/ATh OpPraHU3alLMOHHO-PaCIOPsiAUTE/bHbIE [OKYMEHTbl B COOTBETCTBUU C
pericteyromwiyuM ['OCTowm;

- oCyulecTBaATb 00pabOTKYy BXOASIIMX, BHYTPEHHUX M HCXOASALIUX JAOKYMEHTOB,
KOHTPOJIb 3@ UX UCTIOJTHEHUEM;

- 0(OpMJISITh JOKYMEHTHI ZJ151 Tlepe/jlaul B apXvB OpraHu3aLuu.

B pe3sysibTaTe 0CBOEHHS JUCLIMIUIMHBI 00yUaroIMiiCs AO/DKEeH 3HATh:

- TIOHSATHE JOKYMEeHTa, ero CBOMCTBa, CIOCO0bI J0KyMeHTUPOBAHHUSI;

- MpaBWIa COCTaBleHUsT U  OGOpMJIEHUS  OpraHu3aljMOHHO-PaCHopsAUTeNbHbIX
JIOKyMeHTOB (zanee - OP/I);

- CHUCTEMY U THUTIOBYFO TEXHOJIOT U0 JOKYMEHTaI[MOHHOT'O
obecrieueHus ymnpaeseHus (ganee - [JOY);
- ocobeHHOCTH JIeJIOTIPOU3BO/ICTBA 1o obpatrieHusIM rpaxaaH u

KOH(M/IeHLIMaTbHOTO [1e/I0NIPOM3BO/CTBA.

B pesynbraTe OCBOEHUs] AWCLUIUIMHBI Y CTY/€HTOB [JO/DKHBI OBITh C(OPMHDPOBAHBEI
ciepytome  obmme kKommereHimu (OK) u  mpocdeccroHansHble  KomrereHmu — (TTK),
BKJTIOUAIOII[He B Ce0st CTIOCOOHOCTE:

OK 1. [ToHuMaTh CYLIHOCTb W COL[MA/IbHYIO 3HAUMMOCTb CBoei Oyayielt rnpodeccuu,
NIPOSIBJISITh K HEW YCTOWUMBBIM UHTEpeC.

OK 2. OpraHu3oBbiBaTb COOCTBEHHYIO [esiTe/TbHOCTb, BbIOMpaTh TUIIOBble METOZbI U
C110COOBI BBITIONTHEHUs TPO¢eCCHOHATBHBIX 3a/1a4, OLjeHUBaTh X 3()(eKTUBHOCTL ¥ Ka4eCTBO.

OK 3. IlpuHMMaTh pellieHUsi B CTAaHJAPTHBIX U HeCTaHJApPTHBIX CUTYalUsiX U HeCTH 3a
HUX OTBETCTBEHHOCTb.

OK 4. OcyujecTBisiTh TMOUCK W UCIOJIb30BaHWe WHGOPMaLMK, HeoOXOoAUMOU [ist
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3¢ heKTHBHOTO BBINOHEHUs MPo(eCcCHoHaNbHBIX 3a/jad, MPodecCHOHANTBHOTO U JIMYHOCTHOTO
pasBUTHUSL.

OK 5. UWcnonb3oBaTh  MH(POPMAaLMOHHO-KOMMYHUKAL[MOHHbIE  TEXHOJOTMU B
rpodeCcCMOHA/ILHOM iesiTeTbHOCTH.

OK 6. CamocrosTenbHO oOmpejensTh 3aZiaud MpodecCUOHATBbHOIO U JIMYHOCTHOTO
pa3BUTHsL, 3aHUMATbCs  camMooOpa3oBaHMeM, OCO3HAaHHO  TUIAHUPOBAThb  TOBBIIIEHHUE
KBa/IM(PUKALIWK.

OK 7. OpueHTUPOBaTbCs B YC/JIOBUSIX TIOCTOSSHHOTO OOHOBJ/IEHMSI TEeXHOJIOTHH B
npodecCUOHaTbHOM /1eITeIbHOCTH.

OK 8. Opranu3oBbiBaTh pabouee mecto ¢ cobrofieHreM TpeboBaHW OXpaHbI TPY/a,
TIPOM3BO/ICTBEHHOW CAHUTApUH, MHPEKLIMOHHOW 1 TIPOTHUBOII0KapHO# 6e30TMacHOCTH.

OK 9. IlposiB/iATh HETepIIMMOCTb K KOPPYIILIMOHHOMY T10BeZIeHUIO.

OK 10. OpraHus3oBbIBaTb CBOX JKU3Hb B COOTBETCTBHUU C COLMA/IbHO 3HAUYMMBIMU
Tipe/iCTaB/IeHUsIMU O 3/10pOBOM o0pase >KU3HH, TMOAJepXXUBATh JO/DKHBIA YpOBeHb (hH3UdecKoi
TIOATOTOBJ/IEHHOCTH, HeOOXOAMMBIH 1151 COLMAIbHON Y TTPO(eCCHOHATBHOM JeaTeTbHOCTH.

Crierfua/iucT 10 CyJe0HOMYy aJIMUHHACTPUPOBaHUIO (6a30BOM TOATOTOBKU) [JO/DKEH
o6s1aiaTh IpodeCcCOHATBHBIMIA KOMITETeHIIUSIMH, COOTBETCTBYIOILIMMH BU/JAM JesTe/TbHOCTH:

OpraHu13alMoHHO-TeXHUUecKoe obecrieueHre paboThI Cy/0B.

ITK 1.1. OcymectBisATe paboTy C 3asBIEHUSIMH, Kaja00aMu M WHBIMUA OOpalrieHus MU
rpak/laH ¥ OpraHv3alyii, BeCTH MpyeM MoceTuTeNel B CyJe.

1K 1.2. Tlopaep>KvBaTh B aKTyalbHOM COCTOSIHUM 0a3bl HOPMATHBHBIX MTPAaBOBBIX aKTOB
Y CyJeOHOM MPaKTUKMU.

1K 1.3. ObecnieunBaTh pabOTy OPTTEXHUKH ¥ KOMIBIOTEPHOW TEXHUKH, KOMITbIOTEPHBIX
ceTeli W TporpaMMHOro obecrieueHuss CyZOB, CaMTOB CyJ0B B HH(MOPMALMOHHO-
Te/leKOMMYHUKALIMOHHOM ceTu «IHTepHeT» (fanee - ceTb IHTepHeT).

ITK 1.4. ObecrieunBaTh paboTy apXuBa Cy/a.

ITK 1.5. OcyuiecTBraTs BefieHHe CyAeOHOM CTaTUCTHKM Ha OyMaXKHBIX HOCHUTENSX U B
3/IeKTPOHHOM BH[e.

Opranu3arnus v obecrnieueHrie CyeGHOTO Z1e/I0TIPOX3BO/ICTBA.

MK 2.1. OcyuecTBnsiTh TpUeM, PerucTpalul, ydeT M XpaHeHHe Cy/eOHbIX [ier,
Bell|eCTBeHHBIX [J0Ka3aTebCTB U JJOKYMEHTOB.

K 2.2. Ocy1iecTBasTh opopmiieHre fiefl, Ha3HaueHHbIX K Cy/leOHOMY pa30upaTe/ibCTBY.

[TK 2.3. OcymuiecTBasTh M3BellleHNe JNL], YYaCTBYIOIIMX B CyfeOHOM pa3bupaTesnbCTBe,
TIPOU3BO/IUTH PAaCChUIKY U Bpy4yeHue CyZieOHbIX JOKYMEHTOB U W3BelleHUH.

MK 2.4. OcyuecTBiiTh PperucTpayuio, ydyeT W TexXHUUecKoe o¢opmieHue
VCTIO/THUTEJIbHBIX JOKYMEHTOB TI0 Cy/ZieOHbIM ZlesiaM.

4. Ko/IMuecTBO 4YacoB Ha 0CBOEHHE MPOrpaMMbl y4eOHOW AMCLIMIIUHBI:
MaKCHMaJibHOM yueOHO Harpy3ku obyuaromnjerocsi — 92 yaca, B TOM UYHCJIe:
00s13aTesIbHOM ayfUTOPHOM yueOHOM Harpy3ku obyyarorerocsi — 62 yaca;
camocTosTeIbHOM paboTel oOyyatorrierocst — 30 yacos.

5. TemaTuueckuii N/1aH:

Pa3pen 1. [lokymMeHTHUpOBaHHe yNIpaB/IeHYeCKOMH /iesiTe/IbHOCTH
Tema 1.1. Beepenue. [Touatue o 1OY

Tema 1.2. [ToHsiTHE O JOKYMEHTe

Tema 1.3. HopmaruBHo-1ipaBoBas 6a3za JOY

Tema 1.4. ®opmynisip-obpa3sel] JOKyMeHTa

Pa3pen 2. OpranusanoHHO-pacnopsiauTenbHble JoKyMeHThI (OP/)
Tema 2.1. OpraHu3saLiOHHO-IIPaBOBbIe JJOKYMEHTbI

Tema 2.2. PacriopsauTre/ibHble JOKYMEHTbI

Tema 2.3. VIH(opMaLiMoOHHO-CIpaBOYHas JOKyMeHTaLs
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Tema 2.4. Opranu3sarnyis KapoBoro Jeaonporu3Bo/CTBa

Pa3pen 3. Opranu3anus padoTsl C JOKYMeHTaMH

Tema 3.1. Cryx6a JOY

Tema 3.2. Opranu3aiys JoOKyMeHT0o0opoTa

Tema 3.3. PaboTa c obparrieHusiMy Tpak/iaH B OpraHbl B/IaCTH

Paspen 4. KondupeHijuaabHoe Ae/10IPOU3BO/CTBO

Tema 4.1. HopmatuBHo-mpaBoBasi 0a3a  opraHu3ald  KOHQH/EHLMATBEHOTO
JleI0NPOM3BO/ICTBA

Tema 4.2. §13bIK ¥ CTHIb CTy>KeOHBIX JOKYMEHTOB, Cy/1e0HBIX JOKyMEHTOB.

Tema 4.3. 3auuTa JOKyMEHTOB CO/Zlep>KalljiX 3aKpbITYI0 HH(OPMALHIO

Tema 4.4. Opranusaius paboTel C JOKyMEHTaMH, COZlepKalliUMH  3aKpPBITYIO
VH(pOopMaL1Io

Tema 4.5. O6s13aHHOCTH U 1TpaBa 06/1azaTesnst THOpMaru
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1. IIACIIOPT PABOYEM ITPOT'PAMMBI YUYEBHOU JIVICITUTL/INHBI
«JOKYMEHTAIIMOHHOE OBECIIEYUEHUE YIIPAB/IEHUS»

1.1. O6s1acTh MPpUMeHeHHUsI IPOrPaMMbI

Pabouast rporpamMma yueOHOW JUCLIATIIMHBI SIB/ISIETCS YaCThIO TIPOTPAMMBI TIOATOTOBKH
CTeLiMaIMCTOB CpefHero 3BeHa B cooTBeTcTBUU € PI'OC mo cnepuansHocth CITO 40.02.03
IIpaBo u cye0HOe aAMUHHCTPUPOBAHMHeE.

1.2. Mecto y4e0HOM [UCOMIUIMHBI B CTPYKType OCHOBHO#H mnpo¢eCcCHOHA/THLHOMN
oOpa3oBaTe/JIbHOU MPOrpaMMbI

HOuctmnmiHa — «/JoKymMeHTaloHHOe — obecrieueHye — yrIpaB/ieHWs»  BXOAWT B
npoeccroHanbHBIN LUK/ Kak ob11ienpodeccroHanbHast JUCLIAIUIMHA.

1.3. Ilern u 3agauu y4yeOHOH AMCHUIUIMHBI - TPe0OBaHWUS K pe3y/bTaTaM OCBOEHHSA
AUCLUITUHBI:

Llenmpto ocBoenusi aucuurmbel OIT 13. [JokyMeHTar[MoOHHOe obecrieueHre YIIpaBJIeHHs
SBJISIFOTCS:  (DOPMUpOBaHWe  CUCTeMaTU3UPOBAHHBIX 3HaHWM MO  JJOKYMEHTallMOHHOMY
obecrieueHHI0 yrpapyieHus U o0yueHre HeoOX0[UMBIM HaBbIKaMH pabOThI C IOKYMEHTaMH.

3ajauu JUCLMIIMHBIL

- HayuuTb O(GOPMJISTH JAOKYMEHTAI[MI0 B COOTBETCTBHUM C HOPMATHMBHOUM 0a30i, B TOM
YuC/ie UCI0/b3ys MH(POPMaLMOHHbIe TeXHOJIOTUH;

- OCBaMBaTh TEXHOJIOTHUH aBTOMAaTH3MPOBAHHOW 00pabOTKY /JaHHBIX;

- Hay4WTb OCYLEeCTBJISATh XpaHeHHe U MOMCK JOKYMEHTOB;

- IPUBUBATH KYJIbTYPY 0()OPM/IeHHs JOKyMeHTaLUH.

B pe3sysibTaTe ocBOeHUs AUCLIMIUIMHBI 00yUaromuiics J0/KeH YMeThb:

- 0o(opMaATH OpraHU3alMOHHO-PaCHoOpsiiUTe/IbHbIe [JOKYMEHTbl B COOTBETCTBUM C
netictyroiium ['OCTowm;

- OCyWIecTBASTb 00pabOTKy BXOASIIMX, BHYTPEHHUX W WCXOMSAIIUX JOKyMEHTOB,
KOHTPOJIb 3@ UX UCIIO/IHEHHEM;

- 0hopM/ATh JOKYMEHTHI /J1s Tlepe/iaui B apXUB OpraHU3aLivu.

B pe3sysbTaTe 0cBOeHHS JUCLIMIUIMHBI 00yUaroluiics 0/DKeH 3HaTh:

- TIOHSITHE TOKYMEHTa, er0 CBOMCTBA, CIIOCOOBI JIOKyMeHTHPOBaHNS;

- TmpaBwla COCTaBleHUs] M  O(OpPM/IEHHS  OpraHU3al[MOHHO-PACIOPSAUTETBHBIX
JIOKyMeHTOB (zmanee - OP/I);

- CUcCTemy U THUTIOBYO TEXHOJIOTUIO JOKYyMeHTal[MOHHOT'0
obecrieuenust yripaeienus (ganee - JJOY);
- ocobeHHOCTU JleJIOTIPOU3BO/ICTBA 1o obpalreHusIM rpax/jaH u

KOH(U/eHIMATBLHOTO /1e/I0NPOX3BO/ICTRA.

B pe3ynbraTe O0CBOEHUs [AUCLUIUIMHBI Y CTY/€HTOB [O/DKHbI OBITh CHOPMHUPOBaHbI
ciepytore  obmme  kommeteHimu  (OK) w  mpodeccroHansHbie  KommeteHrmu — (TTK),
BKJTIOYaOLI[1e B cebst CriocOOHOCTE:

OK 1. IloHnMaTh CYIIHOCTh M COLMAJbHYIO 3HAUMMOCTb CBOel Oyzayiieii mpodecchy,
TIPOSIB/ISITh K Hel yCTOWUMBBIN WHTEpec.

OK 2. OpraHu30BbIBaTb COOCTBEHHYIO [1€SITE/IbHOCTh, BHIOMPATh THUIIOBbIE METOAbI U
Crioco6bl BBITIO/THEHUs TTPOdeCcCUOHATBHBIX 3a/jau, OL[eHUBATh UX 3QQeKTUBHOCTb U KauecCTBo.

OK 3. [IpyHUMaTh pelleHUs B CTaHJAPTHBIX Y HECTAHJAPTHBIX CUTYaLMsIX U HeCTU 3a HUX
OTBETCTBEHHOCTb.

OK 4. OcymecTBasaTh TIOMCK YW HCMOMb30BaHWe WHGOPMAIMK, HEOoOXOAUMOU ISt
3¢(eKTUBHOrO BBIMOJHEHUS] MPOQECCUOHANbHBIX 3a/lay, MPo(ecCUOHaNbHOIO U JIMYHOCTHOTO
pasBUTHUSL.

OK 5. MHcnonb3oBaTb  HMH(OPMALMOHHO-KOMMYHMKAI[MOHHbIE ~ TEXHOJOTMM B
npodecCUOHaTbHOM /1@ Te/IbHOCTH.
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OK 6. CamocrosTenbHO oOmpefensTh 3aZaud Mpo¢decCUOHAJbHOIO UM JTMYHOCTHOTO
pa3BUTHsL, 3aHUMATbCs  camMooOpa3oBaHMEM, OCO3HAaHHO  TUIAHUPOBAThb  TOBBIIIEHHUE
KBa/IM(PUKALIWK.

OK 7. OpueHTHpPOBAaTbCSI B YCJOBUSIX TIOCTOSSHHOTO OOHOBJIEHWsI TeXHOJOTUN B
npodecCUOHaTbHOM /1eTeIbHOCTH.

OK 8. Opranu3oBbiBaTh pabouee mMecTo € cobOsojgeHreM TpeOOBaHUM OXpaHbI TPYAQ,
TIPOM3BO/ICTBEHHOW CAHUTApUH, MHPEKLIMOHHOW 1 TIPOTHUBOII0KapHO# 6e30TMacHOCTH.

OK 9. IlposiBiSTh HETEPITUMOCTb K KOPPYILIMOHHOMY ITOBe/IeHUIO.

OK 10. OpraHu3oBbiBaTb CBOKO JKU3Hb B COOTBETCTBUU C COLMAJBbHO 3HAYUMbBIMU
Tipe/iCTaB/eHUsIMU O 3/10pOBOM o0pase >KU3HH, TMOAJepXXUBATh JO/DKHBIA YpOBeHb (hH3UdecKoi
TIOATOTOBJ/IEHHOCTH, HeOOXOAMMBIH 17151 COLMAIbHON U TTPO(eCCHOHATBHOM JeaTeTbHOCTH.

CrieluamictT 1o CyAeOHOMY aJMUHHCTPHUPOBaHHIO (06a30BOM TIOJTOTOBKH) JO/DKEH
o6s1aiaTh IpodeCcCOHaTBHBIMIA KOMITETeHIIUSIMH, COOTBETCTBYIOILIMMH BU/JaM JesTe/TbHOCTH:

OpraHu3aLMoHHO-TeXHUUeCcKoe obecrieueHre pabOTHI Cy/0B.

IMK 1.1. OcymecTBasaTe paboTy C 3asiBI€HUSAMH, Kajo0aMd ¥ WHBIMH OOpaIeHUsMu
rpak/laH ¥ OpraHv3alyii, BeCTH MpyeM MoceTuTeNel B Cy/e.

1K 1.2. [Togmep)XuBaTh B aKTyaTbHOM COCTOSIHMM 0a3bl HOPMAaTHBHBIX MTPAaBOBLIX aKTOB U
CyZieOHOM TIPaKTHKU.

[TK 1.3. ObecrieuriBaTh paboTy OPITeXHUKH W KOMITbIOTEPHOW TEXHUKH, KOMITBIOTEPHBIX
ceTeli W TporpaMMHOro obecrieueHuss CyZOB, CaMTOB CyJO0B B HH(pOpPMALMOHHO-
Te/leKOMMYHUKAaLIMOHHOM ceTu «IHTepHeT» (fanee - ceTb IHTepHeT).

ITK 1.4. ObecrieunBaTh paboTy apxuBa Cyza.

ITK 1.5. OcymiecTBasTh BefeHHe Cy/eOHOM CTaTUCTUKK HAa OyMa)KHBIX HOCUTENSX U B
3/IeKTPOHHOM BH[e.

Opranu3anus 1 obecrieueHue Cy1e0HOTO J1e/I0MPOU3BO/ICTBA.

MK 2.1. OcyuiecTBasaTh TpHeM, perucTpalui, ydyeT W XpaHeHHe Cy/eOHbIX [iel,
Bell|eCTBeHHBIX [J0Ka3aTebCTB U JJOKYMEHTOB.

[K 2.2. Ocy1iecTBasTh oQopmiieHUe fiefl, Ha3HaueHHbIX K Cy/leOHOMY pa30upaTesibCTBY.

ITK 2.3. OcyuiecTBaATh W3BeleHre JIUL, YYacTBYIOIMX B Cy/eOHOM pa3buparenbCTBe,
TIPOU3BO/IUTH PAaCChUIKY U Bpy4yeHue CyZieOHbIX JOKYMEHTOB U W3BelleHUH.

MK 2.4. OcyuecTsisTh perucTpanuio, ydyeT M  TexHUYeckoe odopmieHre
WCTIO/THUTEJIbHBIX JOKYMEHTOB TI0 CyZieOHbIM ZlesiaM.

JIMuHOCTHBIE pe3yabTaThl
peain3aljuy NporpaMMsbl BOCIIUTAHMNS, ONIPe/ie/IeHHbIE 0TPac/eBbIMU TPeOOBaHUAMH
K /leJIOBBIM KauecTBaM JIMYHOCTH

1eMOHCTPUPYIOIIHMI 'OTOBHOCTb M CTIOCOOHOCTH BECTH JHAJIOT C JIP 13
JPYTUMU JIFOJbMHU, JOCTUTaTh B HEM B3aUMOITIOHMMAaHUS, HaXOUThb
o011ye e/ ¥ COTPYAHUYATD /ISl UX JOCTHXKeHHs B PodeCcCHoHaTbHOM
JeAaTesIbHOCTH

[TposiBasitoLLMI CO3HATeIbHOE OTHOILIEHHE K HellpepbIBHOMY JIP 14
00pa30BaHUIO KaK yCIOBUIO YCITeIIHOW MPodeCcCHOHaNbHON U
00I1IeCTBEHHOU JIeSITe/TbHOCTH

[TposiBASIOLLMI rpaXk/laHCKOe OTHOLLeHHe K TTpodecCroHaIbHON JIP 15
[esTe/IbHOCTU KaK K BO3MOKHOCTH JIMUHOTO yUacTHs B PeLleHn!
001I[eCTBEHHBIX, TOCYAAPCTBEHHBIX, 00IIeHALIMOHATBHBIX TTP00IeM

PabGoTatb B KOJ/IJIeKTUBe U KOMaH/ie, 3(pheKTHBHO B3aMMO/IeHCTBOBATh C JIP 19
KOJuleraMy, pyKOBOZICTBOM, K/IMEHTaMH.

JIMYHOCTHBIE Pe3y/IbTaThl
peaiM3aliy NPorpaMMbl BOCIIUTAHMS, ONIpe/ie/IeHHbIe Cy0heKTOM
Poccuiickoit Pepeparuu
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[MTonb30BaThCs TTpodecCHoHaNTLHOM JOKyMeHTalel Ha JIP 21
rocy/lapCTBEHHOM M MHOCTPAaHHOM si3bIKax. (B peZ. [Ipukasa
Munnpocsenenusi Poccuu ot 17.12.2020 N 747)

AKTHBHO TPUMEHSIIOLLMMN TTOTyYeHHbIe 3HaHUsI Ha TTPAKTHKe JIP 22

CriocoOHbIN aHATU3UPOBATh MPOU3BO/ICTBEHHYIO CUTYAIHIO, OBICTPO JIP 23
TIPUHUMATh pelleHUs]

JInaHOCTHBIE Pe3y/abTdThbl
pea/In3allMi MporpaMMbl BOCITMTAHHA, onIpeJe/iIeHHbIE€ K/TIOU€BbIMHU pHGOTOAaTEHﬂMI/I

BrinosHstonmi Tpy10Bble (QYHKLMU U JeMOHCTPUPYIOLIUU JIP 25
npodecCrOHa/IbHbIE HaBbIKU B MPO()eCCUOHAIbHON [eITebHOCTH.

JINUHOCTHBIE pe3y/1bTaThl
peaM3anyy MporpaMMbl BOCIIMTAHMSA, ONIPe/ie/IeHHbIe Cy0beKTaMu
oOpa3oBaTe/IbLHOrO Iporecca

[TpostBASTE HOOPOIKENATENLHOCT K OKPY KAFOIIM, [IeTUKaTHOCTh, JIP 27
YyBCTBO TaKTa U TOTOBHOCTb 0Ka3aTh yCIYTy KaXX/JOMY KTO B Heid
HYKJAeTCsl.

1.4. Ko/sinuecTBO 4aCcoB Ha 0CBOEHHE MPOrpamMMbl AUCLHMIL/IMHbIL:
MaKCUMaJIbHOM yueOHOM Harpy3Ku oOyuaroierocsi - 92 yaca, B TOM UHCTIe:
00s13aTe/TbHOM ayUTOPHOU yueOHOM Harpy3ku obyuatoirierocs — 62 Jaca;
CaMOCTOsATe/TbHOM paboThl oOyuatorerocst - 30 uacos.
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2. CTPYKTYPA U COJAEPXKAHVE YYEBHOU JIVICITUTLINHBI
«JOKYMEHTAIIMOHHOE OBECIIEYUEHUE YIIPAB/IEHUS»

2.1. O6beM yueOHOM JUCIUIUTHHBI U BH/ABI y4eOHOH padoThI

Buj yue6HOI paboThI KoimuecTBo yacoB
MakcuMasibHasi yueOHasi Harpy3kKa (Bcero) 92
O0s3aTeibHasi ayAMTOPHasi yueOHasi Harpy3Ka (Bcero) 62
B TOM UHCJIE:
TPAKTUYECKUE 3aHATUS 20
CamocTosTeTbHasi paboTa o0yuaromerocs (Bcero) 30

[TpoMe)xyTouHasi aTTeCTalHs 10 AUCLUITIMHE «/JOKyMeHTaIlMOHHOe 0becrieueHye yrpasieHus» B (hopme
JugpepeHyuposaHHo20 3auema
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2.2, TeMaTHUeCKHH IVIAH U CO/iePXKaHNe YUeOHOU AUCIUIVINHBI «/J0OKyMeHTaljHOHHOe o0ecrieueHne yIpaB/IeHUus»

HaumeHoBaHue pa3esioB U CojiepkaHre yueOHOTO MaTepHasa, 1abopaTopHble pPadOThI, MPAKTUUYECKHE 3aHSATHS, O6beMm YpoBeHb
TeM camoCTosiTe/bHast paboTa 00yUarIMXCs 4acoB OCBOEHHSI
1 2 3 4
BBepenue. Copep)xaHue yue0HOro MaTepHuasa 2
[TousaTHe o JOY 1 | Ilpeamet u 3azgauu Kypca. Cesa3b JIOY ¢ ApyruMu AUCLHMIIMHAMUA 1
2 | Victopuyeckue 3Tarnbl pa3BUTHS [€JI0IIPOU3BOCTBA 1
3 | Poss IOV B cdepe yrpaB/ieHUs 1
CamocTrosiTe/ibHasA pabora 3
1 | Pabora c KOHCTIeKTaMH ypOKa M MaTepuanaMu yueOHUKa (KOB) 110 TeMe «BBeenue. [ToHsiTHe 0 1
JOY»
2 | Hanucanue courHeHus: Ha TeMy «Moe MOHSTHE 0 J0KyMeHTe. Posb [1e10npor3BO/CTBa B MOek 1
Oyay1en nmpodeccu»
3 | IloaroroBka coo0I1eHuit 10 UCTOPUM BO3HUKHOBEHUS /1e/IONPOU3BO/ICTBA TT0 TeMaM: 1
«IIprKasHoe [e10npon3BOACTBO»; «Koiexckoe Aenonpou3BoACTBO»; «VcromHuTensHoe
JleJIONPOU3BO/ICTBO»
Pa3pen 1. [lokymeHTHpOBaHHe 61
Tema 1.1. Cojiep>xaHue yueOHOro MaTepuasia 4
[ToHsiTHe 0 OKyMeHTe 1 | OcHOBHBIE CBOWCTBA JOKYMEHTOB M UX (PYHKL[MHU B CUCTEMe YIIpaBJIeHUs 1
2 | udopmarnms u gokymeHT. FOpuanueckoe 3HaueHue JoKyMeHTa. [TIoHsTHe «371eKTPOHHBIN 1
JIOKYMEHT»
3 | Cucrema pokymeHTarmu. Kinaccudukaiys JOKyMeHTOB 1
CamMocTosTe/IbHasA padoTa 2
1 | PaboTa c KOHCTIIEKTaMH YPOKa ¥ MaTepuaiaMH yueOHHKa (KOB) 110 TeMe «IIoHATHE O JOKYMEHTe» 1
2 | IMogroroBka coobieHust Ha TeMy «Kiaccudukaiiys J0KyMeHTOB» 1
Tema 1.2. Copep)kaHue y4eOHOro MaTepuasa 4
HopmarueHO-mipaBoBast 1 | 'ocynapctBeHHast cucteMma J10Y B Poccun 1
baza OY 2 | YHudwuKauys v CTaHjapTU3aliysi — KaKk OCHOBHbIE HarlpaB/ieHUs COBePLLIeHCTBOBAHUS 1
JOKyMeHTOB U [I0Y
CamMocTosTe/IbHasA padoTa 1
1 | Pabota c KOHCIIEKTaMH ypOKa ¥ MaTepHaiaMH yueOHUKa (KOB) TI0 TeMe «HopMaTHBHO-TIpaBOBast 0,5
6aza I0Y»
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2 | N3yuenne I'OCT P 7.0.8-2013 CUBM/I. [1esi0r1pou3BOACTBO U apXUBHOe fieyio. TepMUHbI U 0,5
orpejienieHust
1 2 3 4
Tema 1.3. Cojiep>xaHue y4eOHOro MaTepuasia 10
dopmyisip-obpaser] 1 OO0r11Me CcBefIeHUsI O PEKBU3UTAX 2
JIOKyMeHTa 2 | Tlonsitue o 6/aHKax AOKymMeHTOB. Bupl 6;aHkoB. TpeboBanus Kk 6siankam o I'OCTy P 6.30- 2
2003
3 | CocraB pekBU3UTOB 1 TpeboBaHUs M0 MX 0()OPMJIEHHIO B COOTBETCTBUM TpeOOBaHUSIM CTaH/lapTa 2
CamocrosTenbHas pabora 5
1 | Pabota c KOHCIIEKTaMH ypOKa ¥ MaTepraiaMH yueOHUKa (KOB) 110 TeMe «Dopmy isip-obpaser] 1,5
JIOKyMeHTa».
2 | IlogroroBKa NMCbMEHHBIX OTBETOB HAa KOHTPOJIbHBIE BOMPOCHI, B TOM UKc/ie B (OpMe TeCTOB 1,5
3 | BbinosiHeHHe WHAKMBU/YaIbHOTO 3a/laHusl: KOHCTPYMpPOBaHUe 6/1aHKOB [JOKYMEHTOB 1
4 | TloarotoBka coobiieHust Ha TeMy «PoJib OpraHrU3alMOHHO-PACTIOPSAUTENbHBIX JOKYyMEHTOB B 1
ctepe ynpaB/ieHUsI»
Tema 1.4. CopepxaHue yueOHOro Mmarepuasia 10
OpraHn3aliOHHO- 1 | TpeboBaHnwus 1o coctaseHuto U ohopmienuto OP/] 2
pacriopsAarTeIbHbIE 2 | XapakTepucTHhKa U COCTaB OCHOBHBIX OpPraHM3aljMOHHBIX [JOKYMEHTOB (yCTaB, MOJI0KeHHs, 2
AokymeHTsI (OP/I) VHCTPYKLIUN)
3 | XapakTepuCTHKa U COCTaB pPaclopsUTe/NbHbIX JOKYMEHTOB (IIpHKa3, TOCTaHOB/IEHUE) 2
4 | XapakTepuCTHKa U COCTaB UH(OPMaLJMOHHO- CIIPABOYHBIX JOKYMEHTOB (aKT, IPOTOKOJI, ie/I0BOe 2
MMCbMO, CIIPaBKa, /I0K/1a/iHasi 3aM1CcKa)
IIpakTHYecKHe 3aHATHA 10
1 | CocraBienve 1 oopmieHHe JO/DKHOCTHOW MHCTPYKLIUU
2 | CocraBneHue 1 opopm/ieHHe TpHKasa [0 OCHOBHOM [iesTe/IbHOCTH, BBINMCKY U3 MPUKa3a
3 | CocraBnenuve u ohopmsieHHE MPOTOKOJIOB
4 | CocraBneHue 1 odopmIeHHEe aKTa, JOK/IaZHOM 3aMiCKU
5 | CocraBnenue u ohopmieHHe /1eJI0BOTO TTHChMa
CamocTrosiTe/ibHasA padora 4
1 | Pabora c KOHCIIeKTaMH ypoKa U MaTepuasiaMu yueOHUKa (KOB) 1o TeMe «OpraHu3alioHHO- 2
pacriopsiiute/ibHble T0KyMeHThI (OP1)».
2 | ITogroroBKa MMCbMEHHBIX OTBETOB HAa KOHTPOJIbHBIE BOPOCHI, B TOM UKc/Ie B ()OpMe TeCTOB 2
1 2 3 4
11
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Tema 1.5. CopepkaHue y4eOHOro MaTepuasia 4
Opranu3zaiys KaJpoBOro 1 | ToHsiTMe KaJpOBOTO /1IN POU3BO/ICTBA 2
JleI0NIpOM3BO/CTBA 2 | JlokyMeHTHpOBaHNe TPYAOBBIX IPABOOTHOIIEHUH. Y HU(GUIMPOBaHHBIE POPMBI JOKYMEHTOB I10 TPYAY 2
IIpakTHyecKue 3aHATHA 4
1 | CocraBsieHue 1 oopM/ieHHe TIPUKA30B M0 TMYHOMY COCTaBY U OCHOBaHUM K HUM
2 | 3anonHeHue JMUYHOU KapTouku hopMmel T-2. OcdopmieHre Tpy0BOM KHWKKH
CamocrosiTesibHasA padora 4
1 | Pabora c KOHCTIeKTaMH ypOKa ¥ MaTepuaniamu yueOHHKa (KOB) 1o TemMe «OpraHu3aryis 0,5
Ka/IpOBOrO [1eJIONIPOU3BO/CTBAY.
2 | IloaroroBKa MuCbMeHHbIX OTBETOB HAa KOHTPOJIbHBIE BOTIPOCHI, B TOM UKc/ie B GOpMe TeCTOB 0,5
3 | BeinosiHeHVe WHMBU/IYa/IbHOTO 3a/IaHUS: COCTAaBUTb aBTOOMOTrpaduio U pe3rome 2
4 | ITogrotoBka coobiieHust Ha Temy «IIpaBusia oopMIeHus JIMYHOTO Jiesia pabOTHUKa» 1
Pazgen 2. Opranu3anus padoTsl € JOKyMeHTaMH 25
Tema 2.1. Cojiep)xaHue yueOHOro MaTepuasia 2
Cnyx6a JOY 1 | YnpasnieHue U [en10npou3BozCcTBo. OpraHu3aloHHbIe HOPMBbI /IeJIONPOU3BO/CTBA 1
2 | Cnyx0a JOKyMeHTAaLMOHHOTO obecrieueHust yripaB/ieHYs], ee OCHOBHbIE 3aJaull, GYHKLA U 1
JIOJDKHOCTHOU COCTaB
CamocrosTenibHasA pabora 3
1 | Pabora c KOHCIIeKTaMu YPOKa ¥ MaTtepraiamu yuebHuka (koB) o teme «Ciyxba 10Y» 1
2 | ITogroroBka coobieHust Ha TeMy «Moe pabouee MecTo B oduce» 2
Tema 2.2. Cojiep>xaHue y4e0HOro MaTepuasia 6
Opranusarus 1 | O6miye NPUHIMITEI OPraHU3aLUK JOKYMEeHTO000pOTa, er0 OCHOBHbIE 3Tallbl 2
AOKyMeHTO0bOpOTa 2 | Peructpauus qokymeHToB. OpraHusanys KOHTPOJIS UCIIOJIHeHUs 2
3 | HomeHksatypa fen 2
4 | ®opmupoBaHue fies. DKcrepTHas Komuccus. O6paboTka fien fijisi Ioc/IeyIollero XxpaHeHust 2
5 | KondwugeHumanbsHOe [e/101pOr3BOACTBO 2
6 | [TousiTre mpeIo)KeHs, 3asiB/IeHNsI ¥ Kai00b1. [Ipuem u peructparus miceM rpaxzad. [Ipuem 2
T10 JIMYHBIM BOIIPOCAM
7 | PaccMoTpeHue oOpaliieHui, CPOKH pacCMOTpeHHst. AHaiM3 paboThl ¢ 0OpaleHUs MU 2
8 | ABTOMaTH3aIMs MPOLIECCOB JOKYMEHTAIIMOHHOTO 00ecrieueHus YIIpaBIeHus] 2
9 | 3auer
IIpakTHUyecKHe 3aHATHA 6
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1 | Peructpauys BXosiiel, UCXoAsIel U BHyTpeHHel JOKyMeHTaluy. 3aro/iHeHre
perucTpalvoHHbIX (hopm

1 2 3 4

2 | CocraBnenue v ohopmaeHHe HOMEHKIATYPhI J1e/

3 | Begenue /1e/10Npor3B0/ICTBA M0 0OpaIlleHusIM TpaXk/iaH

CamocrosTesibHasA pabora 8

1 | Pabota c KOHCIIEKTaMH ypOKa ¥ MaTepHaiaMH yueOHUKa (KOB) 110 TeMe «OpraHu3arusi 2,5
JIOKYMEHTO000pOTa».

2 | TlogroroBKa MMCbMEHHBIX OTBETOB HAa KOHTPOJIbHBIE BOMPOCKI, B TOM UHCJ/Ie B hopMe TeCTOB 2,5

3 | U3zyuenne 'OCT P 7.0.8-2013 «CucreMa CTaHjapTOB 110 WH(MOpMaLUU, OUOIMOTEUHOMY U 2
U3/1aTe/IbCKOMY Aeity. JleIonpou3BOACTBO U apXUBHOe /1e10. TepMUHBI U OIlpe/ie/IeHUs»

4 | TloarotoBka coobirieHust Ha TeMy «OpraHu3aifysi paboThl C JOKYMeHTaMH, UMeIOIIUMU 1
rpudbl orpaHUYeHUst TOCTYTIa»

Bcero: 92

[17151 XapaKTepUCTHUKH YPOBHS OCBOeHHsI yueOHOTO MaTepHasia UCIIO/Ib3YIOTCS CaeAytomye 0003HaueHus :

1. — 03HaKOMUTe/bHBIN (Y3HaBaHHe paHee W3yueHHbIX 00BEKTOB, CBOWCTB);

2. — peTpoAyKTUBHBIN (BBITIONIHEHNE /IeSITe/TbHOCTH 110 00pasily, MHCTPYKLIMU WX TIOZ, PYKOBO/ICTBOM);

3. — IPO/IYKTUBHBIH (TIJTaHUPOBaHUe U CAMOCTOSITe/TbHOE BBITIOJTHEHHE /lesiTe/IbHOCTH, pellieHre TTPOobIeMHBIX 3a7iay).
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3. YCJIOBUSA PEAJIMBAIINN ITPOI'PAMMBI INCITUITIVINHBI

3. YC/IOBUA PEA/IM3AIIMA PABOYEW IIPOTPAMMBI  YUEBHOM

JNCHUIVINHBI « IOKYMEHTAIIMOHHOE OBECIIEYEHUE YITPAB/TIEHUS»

3.1. TpeboBaHusA K MUHIMA/IbHOMY MaTepHa/IbHO-TeXHHYEeCKOMY 00eCreueHUuI0
Peanuszauysi mporpaMmbl  JUCLMIUIMHBI  TpeOyeT Hamuuus ydyeOHOro KabuHeta

«JloKyMeHTaI[MOHHOe 00ecrieueHre YIipaBIeH s ».

O6opymoBaHue yueOHOT0 KaOMHeTA: CTOJIbI, CTY/IbsA, I0CKA, TEeMATUUEeCKUe CTEH/IbI.

HarnsiiHeie mocobust: r1akaThl, pa3ZiaTOUHbIA MaTepHall.

3.2. HudopmamuonHoe obecrieuenne o0yueHusi. IlepeueHb y4eOHBIX W3JAHHUH,
3/IeKTPOHHBIX PeCypcoB, VIHTepHeT-peCcypCoB, AOMOTHUTETLHOM IMTEPATyPhI

OcCHOBHbBIE HCTOUYHHKH:

1. PymbiauHa JI.A. [loKymeHTal[uoHHOe obecrieueHue YTipaB/ieHUs: Y4eOHWK [7s CTy[I.
yupexaeHuit cpe. ripod. obpaszoBanus / JILA. PymbiHuHa. — M.: M3paTenbCckuii LEHTP
«Axkagemusi», 2020. — 224 c.

HOHOJIHI/ITEJIBHBIE HCTOYHUKH:

1. bacakoB M.U. [Henompou3BoAcTBo [/loKyMeHTalMOHHOe obecIieueHHWe yTipaBJieHus] :
yuebHuk / M.W. Bacakos, O.U. 3ambiiikoBa. — PoctoB H/[I: ®enukc, 2019. — 376 c.

2. BemkypoBa A. B. JloKkyMeHTaI[MOHHOe oOecrieueHHe yIpaBeHHs : yueOHoe rocobue
IUI CTyJIeHTOB cpefgHero mpodeccruoHanbHOro obpasoBanusi / A.b. Bemkyposa. -
Mockga : JupekT-Meaua, 2020. - 169 c.

3. T'maguii E.B. [lokymeHTaljioHHOe obecrieueHre yripaBieHus: YdeOHoe rmocobue. — M.:
PUOP: UH®PA-M, 2019. — 249 c.

4. KysnerjoB B.A. CygebHoe genonpon3BozicTBO: yuebHoe rocobue/ B.A. KysHeros. —
Mocksa: KHOPYC, 2022. — 178c. — (CIIO).

JJIEKTPOHHBIE pecypcChI:
1. WudopmarmoHHo-mipaBoBoe obecrieueHne «Crucrema TAPAHT aspo»

HNHTepHeT-pecypcol:

http://www.garant.ru

http://edu.garant.ru
http://www. consuitant.ru

http://www.duma.gov.ru/

AP
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4. KOHTPO/Ib W OIIEHKA PE3YJ/JIbPTATOB OCBOEHUS YYEBHOH
AUCHUIVINHBI « IOKYMEHTAIIMOHHOE OBECIIEYEHUE YIIPAB/IEHUSA»

KoHTposib M oOIjeHKa

pe3yJIbTaToB

OCBO€HHA  JUCHUIIMHBI  OCYLLECTBJIAETCA

MnperiogaBaTesieM B IIpoLiecce IpoBeAeHHs IIPpaKTHYEeCKUX BaHHTI/Iﬁ, TeCTUPOBAHMsA, 4 TdKXe
BBITIO/THEHHA CTYA€HTaMW MHAWBUAYd/IbHBIX 3a/1aH1/1171.

Pe3ynbTaThl 00yueHust
(ocBoeHHBIE YMeHHs1, YCBOeHHbIe 3HAHHA)

®DopMBbI U MeTO/Ibl KOHTPOJISI U OL[eHKH
pe3y/IbTaToB 00yYeHHUs:

Ymenusn:

0o opMJIATb OpraHU3al[MOHHO-
pacropsiiuresnbHble JOKYMEHTHI B
cooTBeTCTBUM C fercTByrommM ['OCTom

TpOBepKa 3a/laHWi, BBIMOHEHHBIX Ha
MPaKTUUeCKUX 3aHATUSIX; YCTHBINA OMpOC;
TpoBepKa MHAWBU/ya/IbHBIX 3alaHUH,
BBITIOJTHEHHBIX CAMOCTOSITE/IBHO

OCYLeCTB/ISITHE 00pabOTKY BXOZSIIHX,
BHYTPEHHHUX U UCXOJSAIINX JOKYMEHTOB,
KOHTPOJIb 3a UX UCTIOJTHEHHEM

TpOBepKa 3a/JaHWi, BBIMOJTHEHHBIX Ha
MPaKTUUeCKUX 3aHATUSIX; YCTHBIA OMpOC;
TpOBepKa MHAWBU/ya/IbHBIX 3a/laHUM,
BBITIOJTHEHHBIX CAMOCTOSITE/ILHO

o opMJIATh JOKYMEHTHI 15 Tepe/iauu B
apXvB OpraHU3alvu.

TpOBepKa 3a/JaHUii, BbIMOTHEHHBIX Ha
MPaKTUUeCKUX 3aHATUSIX; YCTHBIA OMpOC;
TpOBepKa MH/AMBU/ya/IbHBIX 3a/laHUH,
BBITIOJTHEHHBIX CAMOCTOSITE/IbHO

3HaHHUA:

TIOHSITHE JIOKYMEHTA, er0 CBOMCTBA, CIIOCOOBI
JIOKYMEHTHPOBaHUs

YCTHBIW OTIPOC; TeCTUPOBaHUe; TPOBepPKa
MMUCbMEHHBIX CaMOCTOSTE/IbHBIX PaboT; IpOBepKa
co00I11IeHuH; MPOBepKa MUCbMEHHBIX OTBETOB Ha
KOHTPOJIbHbIE BOIIPOCHI, B TOM umcjie B (hopme
TeCTOB

TpaBuW/ia COCTaB/ieHus1 ¥ 0(opM/IeHUS
OpraHM3aLOHHO-PaCOPSANTETbHBIX
nokymenToB (OP/T)

YCTHBIA OTIPOC; TeCcTUpOBaHWe; ITPOBepKa
ITMCBbMEHHBIX CAMOCTOATEe/TbHBIX pa60T; IMPpOBEPKA
COo0OIIIeHNH, UHAVBUAYa/IbHBIX 3a/JaHUH,
BBITIO/IHEHHBIX CAMOCTOATE/IbHO; TIPOBEPKA
IMMCbMEHHBIX OTBETOB HAa KOHTPOJIbHBIE BOIIPOCHI,
B TOM 4McCjie B (hopMe TecToB

CUCTEMY U TUTIOBYIO T€XHOJIOTUIO
JOKyMEeHTaI[MIOHHOT0 0becTieueHus! yIIpaB/ieHust

(AOY)

YCTHBIY OTPOC; TeCTUpOBaHUe; IpOBepKa
MMUCbMEHHBIX CaMOCTOSITe/TbHBIX paboT; MpoBepKa
3a/JaHUM, BBITIOJTHEHHBIX CAMOCTOSITE/ILHO;
TpOBepKa MMCbMEHHBIX OTBETOB Ha KOHTPOJ/IbHbIE
BOIMPOCHI, B TOM UucC/Ie B (popMe TeCcTOB

0Cc0OeHHOCTH /1e/I0TIPOM3BO/CTBA T10
o0OpalljeHHsIM Tpak/iaH U KOHOH/IeHL[UATbHOTO
[1eJIOTIPOM3BO/ICTBA

YCTHBIY OTIPOC; TeCTUpOBaHUe; IpPOBepKa
MMUCbMEHHBIX CaMOCTOSITe/TbHBIX paboT; MpoBepKa
3a/laHUH, BBITIOJIHEHHBIX CAMOCTOSITE/THHO;
MPOBepPKa NMMCbMEHHBIX OTBETOB Ha KOHTPOJIbHbIE
BOIPOCHI, B TOM YKCJie B JOpMe TeCTOB

Pe3yibTaThl 00yueHusi (0CBOEHHBIE 00I{HE U
npodeccoHaTbHbIE KOMITETEHI[HUH)

(I)OPMI:I U METO/bl KOHTPOJIA U OLJ€HKHA
pe3y/IbTaToOB 00y4YeHus!

OK 1. [ToHMMaTh CyLIHOCTh U COLUA/IbHYIO
3HAUMMOCTh CBOel Oyyitieit mpodeccuy,
TMIPOSIB/ISThL K Hell yCTOWUMBEIN UHTepeC.

HabntoieHue v o1jeHKa JiesiTe/TIbHOCTH CTyIeHTa
B TIpoLiecce 00yueHus, Ha MTPAKTUYECKUX
3aHATHSIX.

OK 2. OpraHu30BbIBaTh COOCTBEHHYIO

HabroieHue U o1jeHKa JiesiTe/TIbHOCTH CTyIeHTa
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AedATe/IbHOCTD, BLI6I/IpaTb TUIIOBbIE MeTO/ibl U
CI10CO0KBI BBITTOTHEHUS HpOd)ECCI/IOHaJILHbIX
3a14d4, OIIeHNBATb UX SQ)q)eKTI/IBHOCTL u
KayeCTBO.

B Tporiecce 0OyueHUsl, Ha MPAKTUYeCKUX
3aQHATHUSX.

OK 3. IlpyHuMats perieHusi B CTaHAAPTHBIX U
HeCTaHJAPTHBIX CUTYaLMsIX U HECTH 3a HUX
OTBETCTBEHHOCTD.

Habsmoenne u orieHKa paboThl Ha
MOZe/IMpOBdHHWE U pelIeHre HeCTAHAdPTHBIX
CHUTYal[|ii, y4acTHe B [IeJIOBBIX U POJIEBBIX UTPAX.

OK 4. Ocy1uecTBasITh TMTOXUCK U UCTIOb30BaHNe
vHbopMaluu, HeobxogumMoM A1t 3¢hHeKTUBHOTO
BBITIO/THEHHUS TTPO(eCCUOHATBHBIX 3a/ay,
npoheCcCMOHaNBHOTO Y JINYHOCTHOTO Pa3BUTHS

HabGnroieHue 1 oljeHKa JesTe/IbHOCTH CTY/IEHTOB
TIPY TTOITOTOBKE COOOIIeHNH, 10K/ 0B,
OlLleHMBaHKWe 3a/JaHUil BHeay/IMTOPHOU
CaMOCTOSITe/TbHON paboThI CTy/IeHTa.

OK 5. Ucnosib30BaTh UHPOPMALIMOHHO-
KOMMYHHUKALIOHHbIE TEXHOJIOTUU B
NpodeCCUOHAILHOM /lesITe/IbHOCTH

HabmopeHue 3a opMupoBaHreM HaBBIKOB
paboTbl B MH(OPMALIMOHHBIX CETSIX; OLjeHKa
TNpe3eHTalli; KOMIIbIOTePHOE TeCTUPOBaHUE;
OlleHMBaHUe 3a/laH1i BHeayJUTOPHOU
CaMOCTOSATe/IbHON paboThI CTy/JeHTa.

OK 6. CamocTosiTeNTbHO OnpefieNiATh 3a/jauu
MpodeCCUOHAILHOTO Y JIMYHOCTHOTO Pa3BUTHS,
3aHUMAaThCSl CaMO0Opa30BaHHeM, 0CO3HAHHO
TIJIAHUPOBATH TTOBLITTIEHHE KBaTU(hHKAIUHN.

KoHTpo/ib BHITIO/IHEHUS] UHIUBU/1Ya/TbHOU
CaMOoCTOsITe/TbHOM paboThl 0OyuatoIerocs;
OTKDPBLIThIE 3dlllMThI U OLI€HKAa pa60T CTyJEHTOB.

OK 7. OprieHTUPOBATBHCA B YCJIOBUSIX
TIOCTOSTHHOT'O 0OHOB/IEHHST TEXHOJIOTHI B
1pod)eCCMOHAJILHOM JlesITe/IbHOCTH.

KOHTpOJ/Ib BBINOTHEHUS] UHIUBH/YaTbHON
CaMOCTOSITe/TbHOW PaboThl 00yUaroIerocs;
OTKpBIThIE 3alIUTHI ¥ OLIEHKA paboT CTY/1eHTOB.

OK 8. Opranu3oBsiBaTh pabouee MecTo ¢
cobsozieHreM TpeOOBaHUI OXPaHbI TPY/a,
TPOU3BO/ICTBEHHOM CAaHUTapWH, UH(MEKIIMOHHON
Y MPOTUBOTIO’KAaPHOU 6e30MacHOCTH.

KOHTpOJIb BLIIOTHEHUS] UHIUBH/YaTbHON
CaMOCTOSITe/TbHOH paboThl 00yyaroIerocs;
OTKPBITBIE 3aI[UTHI U OIleHKa paboT CTy/IeHTOB.

OK 9. IIposB/IATE HETepPIIUMOCTb K
KOPPYILMOHHOMY I10Be/IeHHIO.

HabnrozeHue 3a yyactvem B yueGHO-
MpaKTU4YeCKHUX KOH(epeHLMsIX, KOHKypCax
npoeCcCHOHAILHOTO MacTepCTBa, OIMMITHA/Iax.

OK 10. Opranu3oBbIBaTh CBOO XKU3Hb B
COOTBETCTBUU C COLIMATIbHO 3HAUUMbIMU
Tpe/iCTaB/eHUsIMU O 37J0POBOM 00pa3se >KU3HHY,
TNo/I/IepKUBaTh JOJDKHBINA YPOBeHb (hpr3ruecKoi
TIOJrOTOBIEHHOCTH, HEOOXOJUMBIH Jjist
coLranbHOM U MpodeCcCroHaTbHOM
J1esiTeIbHOCTHU.

CreLipamicT 110 cyze6HOMYy
a/IMUHUCTPUPOBaHUIO (0a30BOM MOATOTOBKH)
Jo/bKeH 06/1a1aTh PO ecCOHaTbLHBIMU
KOMIeTeHLIUSIMHA, COOTBETCTBYIOLLIMMU BUIaM
J1esiITeJIbHOCTHU:
OpraHM3aL[IOHHO-TeXHUYeCKoe o0ecrieueHre
paboThI CYJ0B.

HabsrozieHue 3a yyactveM B yueGHO-
TIPaKTUYeCKUX KOH(epeHLIMsX, KOHKYpcax
npoecCrOHANILHOTO MacTepCTBa, OIMMITHaaxX.

IK 1.1. OcymecTBnsATs paboTy C 3asBIeHUsMHY,
»KanobamMH ¥ MHBIMU 00pallleHUsIMH TPaXkjaH 1

OpFaHHBaHHﬁ, BE€CTHU ITpUEM TI0CeTUTe e B cynge.

YCTHBIN 0npoc, NpoBepKa 3aZlaHui
BHeay/JUTOPHOI paboThI CTY/IeHTOB, CBSI3aHHOM C
M3y4yeHueM HOpMaTHBHO-IIPaBOBbIX aKTOB

[IK 1.2. [Togaep>XxuBaTh B aKTyaJTbHOM
COCTOSTHUM 0a3bl HOPMAaTHUBHBIX TTPABOBBIX aKTOB
1 CyaeO0HOM MPaKTHKHU.

YCTHBIM O1poc, TIpoBepKa 3aZilaHui
BHeayJUTOPHOU PabOThI CTY/I€HTOB

MK 1.3. ObecnieunBaTh paboTy OPITEXHUKHU U
KOMITbIOTEDHOM TeXHUKH, KOMITbIOTEPHBIX CceTel
Y IPOrPaMMHOT0 0becrieueHUst Cy/J0B, CAUTOB
CyJl0B B MH()OpPMALIMOHHO-

YcTHBIN O1poc, TIpoBepKa 3aJaHui
BHeayJUTOPHOU paboThI CTYZeHTOB
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TeJIeKOMMYHHUKALIMOHHOU ceTu «VIHTepHeT»
(manee - cetb IHTEpHET).

ITK 1.4. Ob6ecrnieunBaTh paboTy apxuBa Cy/a.

YcTHBIM O1poc, TIpoBepKa 3aZaHuii
BHEayIMTOPHOH paboThl CTY/IeHTOB

[TK 1.5. OcymiecTB/isATE BefjeHUe CyaeOHOM
CTaTUCTUKU Ha OYMa>kHBIX HOCHUTEJISIX U B
3/1eKTPOHHOM BH/IE.

Opranu3aius u obecrieueHue cy1e0HOTo
[le7I0NPOM3BO/CTBA.

YcTHBIN OMpoC, MpoBepKa 3a/jlaHui
BHEAyAUTOPHOM pabOThI CTY/I€EHTOB

[IK 2.1. OcyuecTBasTE IpUEM, PETUCTPALUIO,
yueT ¥ XpaHeHHe Cy/1eOHbBIX Jiel, BelljeCTBEeHHBIX
[l0Ka3aTe/bCTB U [JOKYMEHTOB.

YcTHBIH or1poc, TpoBepKa 3a/jaHui
BHeayJUTOPHOI paboThI CTYZeHTOB

[1K 2.2. OcymiecTBasiTh 0hopMIEHHE [ie,
Ha3HauyeHHbIX K cy/leOHOMY pa3buparesbCTBy.

YcTHBIN 0O1poc, TIpoBepKa 3a/laHui
BHeayJUTOPHOU PabOThI CTYIEHTOB

[IK 2.3. Ocy1ecTBaATE U3BeLeH e JIULI,
yUYaCTBYIOIIUX B Cy/1eOHOM pa30bupaTe/bCTBe,
TIPOM3BO/IUTH PACCHUIKY U BpyUeHue Cy1e0HbIX
JIOKYMEHTOB U M3BelLeHU.

YcTHBIN O1poc, TIpoBepKa 3aJaHui
BHeayJUTOPHOU PaboThI CTYZeHTOB

[IK 2.4. Ocy1eCTBAATE PETUCTPALIUIO, YYET U
TeXHUYecKoe 0opM/ieHre UCIIOTHUTEeTbHBIX
JOKYMEHTOB 10 CyZeOHbIM flefiam.

YCTHBIN o1poc, poBepKa 3aZlaHri
BHeayZUTOPHOM paboTh! CTYAEHTOB

CocraBuressb:
KOOTePaTUBHBIN TEXHUKYM»

Wmommua Osera  AjieKcaHIpOBHa,
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