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1. ACIIOPT PABOYEH NPOT'PAMMBbI YYEBHOM JUCIHATLIAHBI
OIIL.06 lokymMeHTallHOHHOE 00ecTieyeHHe YIpaBJIeHus
1.1 MecTo AMCHMNIMHBI B CTPYKTYpe OCHOBHOIi mNpodeccnoHaIbHOIi 00pa3oBaTelbHO

nporpamMmbl:  ydyeOHas

JUCIUIIIIMHA SBJISICTCS 4YacTbhl0 OCHOBHOM HpO(l)CCCHOHaHBHOﬁ

oOpa3oBatenbHO mporpammbl B cooTBeTcTBHE ¢ PI'OC mo cmemmansHocTn CITO 40.02.04

IOpucnpynenuus

[IporpamMma y4eOHON AMCHMITIIMHBI MOXET OBbITh MCHOJIb30BaHA MpPHU OOYUEHUU JIHIL C
OTPaHUYECHHBIMU BO3MOKHOCTSMHU 370POBBA.

[IporpamMma yd4eOHOW AWCIMILTAHBI

JUCTAHIIMOHHBIX 00pPa30BaTEIbHBIX TEXHOIOTUH.
1.3. Ileab ¥ NIaHUPYeMble Pe3yJabTAaThl 0CBOCHHUS THCIMIIIHHBI

MOXET OBITh pc€ain3oBaHa C TMPUMCHCHHUEM

Kon
IIK, OK

VYMmenusa

3HaHug

OK 01 Be16upats crmocoosl
perieHus 3a1a4
npodeccuoHaIbHON
ACATCIIbHOCTHU
NPUMEHHUTEITHHO

K pa3JInYHbIM KOHTCKCTaAM

IMPUMCHATH Ha ITPAKTHUKE

rOCyJapCTBEHHBIE CTAHAAPTHI,

Jpyrye HOPMaTHBHO-
MCTOANYCCKUC NOKYMCHTEI,
periiaMeHTUPYIOIINe
OpraHHU3aLHUI0
JTOKYMEHTALIOHHOTO
o0ecrieyeHus ynpaBieHus;

TEPMHUHOJIOTHIO B 00JIaCTH
JIOKYMEHTALlMOHHOTO
obecrieueHus yIrpaBIeHUs;

OK.02 Hcnonp3oBaTh
COBpPEMEHHBIE CPE/ICTBA
MOMCKa, aHaJIu3a 1
UHTEPIIpEeTAlUN
uHopmanuu u
UH(POPMALIMOHHBIE
TEXHOJIOTHH IS
BBITIOJTHCHHS 3a/1a4

COCTaBJIATH U IIPABUIIBHO
0(pOpPMIISITH OCHOBHBIE BUIBI
JIOKYMEHTOB;

HOPMATHBHBIC JTOKYMEHTBI,
pernaMeHTUPYIOIIUE COCTaBIICHUE
1 0OpMIICHHE TOKYMEHTAIUHU U
MOPSZIOK ee 00padoTKH;

npodeccuoHaIbHON

JACATCIIbHOCTH

OK 09 ITonb3oBatbcs o(opMIIATh TOKYMEHTALIUIO; MpaBUJIa COCTABICHHUS U
npodeccHoOHaTHLHON oopmIeHHs JOKYMEHTOB,
JOKyMEHTaluen BXOJAIINX B YHUDUIMPOBAHHYIO

Ha rOCyJJapCTBEHHOM
Y MTHOCTPAHHOM SI3bIKaX

CUCTCMY JOKYMCHTOB

[IK 1.1 OcymiecTBiaTh
npodeccuoHanbHOe
TOJIKOBAaHHE HOPM TIpaBa.

aHAJM3UPOBATH, TOJIKOBATH U
NPaBUIBHO IPUMEHSTh
YHH(DHUINPOBAHHYIO CHCTEMY
JIOKyMEHTOB

IIOHSTHE U OCHOBHEIE ITOJIOKEHUS
1 0COOEHHOCTH
JOKYMEHTAITMOHHOTO
o0ecrieueHH s yIpaBJICHUS

[IK 1.2 [TpumeHsI T HOPMBI
npaBa JJIs pelIeHus 3a/1a4 B
pohecCHOHATLHOM
JeSITeIbHOCTH

0hOpMIIATH KaJPOBYIO
JIOKYMEHTAIIHUIO;

MOPAIOK IMPOBCACHHA SKCIICPTU3BL
OEHHOCTHU JOKYMCHTOB U
IMOATOTOBKH JCJI K apXHUBHOMY
XPaHCHUIO.

1IK 1.3 BnaneTb HaBBIKAMU
MOJITOTOBKU IOPUAMYECKUX
JIOKYMEHTOB, B TOM YHCJIE C
HCII0JIb30BaHUEM
UH(POPMAIIMOHHBIX
TEXHOJIOTHI.

0QOpPMIISITH FOPUIUUECKYIO
JOKYMEHTALHIO.

TEXHOJIOTHIO OPraHu3aluu
JOKYMEHTO000pOTa B
opranu3anusx (YUpexIeHusx).




JIP 1 Oco3naromuii ce0st rpakIaHUHOM U 3alIUTHUKOM BEJIUKOM CTPaHbI

JIP 2 IIposiBnsironiuii akKTUBHYIO TPa)KIAHCKYIO MO3UIMIO, IEMOHCTPUPYIOIIUNA MPUBEPKEHHOCTh
INPUHLIAIIAM YECTHOCTH, MOPSAOYHOCTH, OTKPBITOCTH, SKOHOMHYECKH aKTUBHBIM U y4acTBYIOILUN B
CTYJEHYECKOM U TEPPUTOPHAIILHOM CaMOYIIPaBJIEHUH, B TOM YHCJIE Ha YCIOBUAX 100pPOBOJILYECTBA,
OPOAYKTUBHO  B3aUMOJCHCTBYIOIIMA ¥  YYacCTBYIOIIMH B  JEATEIBHOCTH  OOIIECTBEHHBIX
OpraHu3aui

JIP 10 3aboTsmuiicst 0 3amIuTe OKpY Karomel cpesibl, COOCTBEHHON M 4yKOH 0€30MacHOCTH, B TOM
gucie nudppoBon

JIP 13 MOTUBUPOBaHHBIN K KAYECTBEHHOMY TPYYy

JIP 16 T'oTOBBIi1 K IpodeccCOHaNbHON KOHKYPEHIIMU U KOHCTPYKTUBHOM PEaKIMK Ha KPUTHKY

2. CTPYKTYPA U COJAEP)KAHUE YYEBHOM JUCIHUILINHBI

2.1. O0beM y4eOHOM TUCHUILIMHBI U BUAbI YU4eOHOI padoThl

Bupa yueOHoii padoThI O0bem yacoB
MakcumanbHas ydyeOHasi Harpy3ka (Bcero) 48
Oosi3aTennbHas ayIUTOPHAsA yuyeOHas Harpy3Ka (Bcero) 48
B TOM YHCJIE!
MPAaKTUYECKHE 3aHATH, B TOM YHCIIE IPAKTUYECKas MOArOTOBKA 38(38)
CamocrosiTesibHas padoTa odyuyaruerocs (Bcero)
HtoroBas arrectauus B popme 3ayera




2.2. TemaTH4ecKknii MJIaH U cofep:kanue yyeOHoii nucuunauabl OII.06 [lokymeHTaLHOHHOE 00ecnieyeHne YIpaBJIeHust

HaumeHoBaHue Copep:xanue y4eOHOro MaTepuasa, MpaKkTHYeCKHe padoThl, CAMOCTOsATEIbHAsI padoTa OoBbem OcBanBaembie
pa3iesioB U TeM o0yyarommxcsi 4acoB 3JIeMEeHTBI
KOMIIeTeHI Ui
1 2 3 4
Beenenue Conep:kaHue y4e0HOro MaTepuaJa
1 | 3naueHue u comepkaHue IUCHUILIAHBI. OCHOBHBIC TIOHATHS: JOKYMEHT, HWH(poOpmarus, 2 OK.01
JIOKYMEHTAllMOHHOE obecrieueHue YIpaBJIEHUS. HopmartusHo-npaBoBas 6aza. OK.09
JlokyMeHTanmoHHOe obOecrieueHue ympaBineHusa. Kiaccudukanuss AOKyMeHTOB. Bunel
ToKyMeHTOB. CoBpeMeHHbIe TpeOOBaHUS K JOKYMEHTaM, B T.4. K 3JIEKTPOHHBIM
CamocTtosiTeibHAsA padoTa 00y4AOIINXCS
Pasnen 1 JlokyMeHTHpOBaHWE YIIPABJICHUECKOM IEATETbHOCTH
Tema 1 Conep:xxaHue y4eOHOro MaTepuaJia OK.01
PexBusuthl 1 O1aHKK | PekBU3UTHI U OJTaHKK IOKYMEHTOB XapaKTepHCTHKa, cocTaB U coaepkanne [OCTa 2 OK.09
JAOKYMCHTOB IMpakTHyeckasi paéoTa , B TOM YHCIIC MPAKTHYESCKAs TOATOTOBKA 2(2) IK 1.1
Pa3paboTtka (mpoekTupoBanue) O1aHka opranuzainuu. M300pakeHne peKBU3NUTOB. I1K1.3
IIpakTHyeckas padota , B TOM YHcJIe NPAKTHYeCKAas NOAT0TOBKA 2(2)
Pa3paboTtka (mpoektupoBanue) O1aHka opranuzainuu. M300pakeHne peKBU3NUTOB.
IIpakTHyeckasi paboTa , B TOM YHCIIE PAKTHUECKas TOATOTOBKA 2(2)
AHanmu3 peKBU3UTOB JOKyMeHTa. M3o0paxeHue makera OjaHKa JOKYMEHTa, oOImmiero OjaHka
PETPHUSITHS
Tema 2 Copepxxanue yueOHOTr0 MaTepuaJia 18
Opranu3zanuoHHO- 1 | OpranuzainuoHbie JOKYMEHTBI: TIOHATHE, HA3HAYCHHE, OCHOBHBIC BUIbI 2 OK.01
pacnopsiIuTeENbHAS PacnopsinutenbHble TOKYMEHTBI: MOCTaHOBJICHHME, IMpUKa3 (10 OCHOBHOW JEATEIBHOCTH M OK.02
JNOKYMEHTalus KaJpOoBBIN), pacriopsbkerne. X Ha3HadueHue, cocTas, TpeboBanus K oopmiennto CripaBogHO- OK.09
UHGOPMAILIMOHHBIE JOKYMEHTBI: CIYy>KEOHbIE THChbMa, CIpaBKHU, JOKJIATHBIC 3alMCKH, K 1.2
MPOTOKOJIBI, aKTHI, 3asiBieHMs. VX cocTaB, TpeOOBaHMs K O(OPMIICHHUIO K 1.3
IIpakTHyeckas padoTa, B TOM YHUCIIe TPAKTHUECKAs MOATOTOBKA 2(2)
Odopmienue opraHn3allMOHHBIX, TOKYMEHTOB
IIpakTHyeckas padoTa B TOM YUCIIE TPAKTHUECKAsl MOATOTOBKA 2(2)
Odopmienue pacnopsiAUTENbHBIX, TOKYMEHTOB
IIpakTHyeckasi paboTa B TOM YKCIIEe IPAKTUYECKAs TOArOTOBKA 2(2)
Odopmienune cnpaBouyHO-MHGOPMAIIMOHHBIX IOKYMEHTOB
IIpakTHyeckasi paboTa B TOM YKCIIEC IPAKTUYECKAs TOArOTOBKA 2(2)

Odopmienune Konui JOKYMEHTOB M BBIITUCOK U3 HUX.




IpakTnyeckasi paboTa B TOM YUCJIE TPAKTUYECKAsi TOATOTOBKA
[TonGop o00pa3loB AOKYMEHTOB, O(OpMIEHHE pPA3NUYHBIX BUIOB JOKYMEHTOB M KOIHMMA
JIOKYMEHTOB, aHAJIU3 JJOKYMEHTOB, COCTABJIEHUE KPOCCBOPJIOB.

2 2)

Tema 3
JIOKyMEHTBI 10
npodeccruoHabHOM
NeSITeIbHOCTH

Conep:kaHue y4e0HOro MaTepuaJa

16

1 | loroBopHo-nipaBoBasi qokymeHTanus. [loHaTue goroBopa, pasaensl, Tumosas ¢Gopma. Jloroop
KyIUTH- TPOJAXH, TOCTaBKU, MPWIOKEHHUS K JOTOBOpaM,  MPOTOKONBI Pa3HOTIACUH K
JIOTOBOpaM.

[IpeTen3noHHo-ucKOBast JOKyMeHTanws. I[IpaBuna odopmiieHHs TPETEH3UOHHBIX IHCEM,
obOpasnpl mpeTeH3uid. VckoBoe 3asBieHue, ero ¢GopMmyssp, TpeOoBaHHS K OQGOPMIICHHUIO
VCKOBBIX 3asIBJICHUMN

OK.01
OK.02
OK.09
IIK 1.2
IIK 1.3

KommMmepueckue nucbMa. Kiaccudukarms KOMMEpUECKUX MMHCEM, THITOBast opMa
komMmepueckux nucem. Odepra.

IIpakTH4yeckasi paboTa B TOM YHUCIIE MPAKTUYECKasi MOATOTOBKA
JloroBopHO-1paBoBasi TOKyMEHTAIHSI

2(2)

HpaKTI/I‘IeCKaﬂ pa60Ta B TOM YHUCJIC IIpAKTUYCCKAad IMOATrOTOBKA
Hp€T€H3I/IOHHO-I/ICKOBa$[ JOKYMCHTAIMA

2(2)

IIpakTH4eckas padoTa B TOM YuCIIEe IPAKTUYECKAsI IOATOTOBKA
Kommepueckue nucema

2(2)

IMpakTHyeckasi padoTa B TOM YKCJIe MPAKTHYECKast MOATOTOBKA
OdopmiieHIE TOKYMEHTOB 10 TPO(eCCHOHAIBHON eITeThHOCTH

2(2)

IIpakTH4eckas padoTa B TOM YuCIIE IPAKTUYECKAsl IOATOTOBKA
CocTraBieHre JOKYMEHTOB M0 Mpod AeSITeIbHOCTH

2(2)

Pazaen 2. Opranu3zaiys paboThl ¢ JOKYMEHTaMHU.

Tema 4
Opranuzanus
XpaHeHUs
JIOKyMEHTOB

Coaep:xxanue yueOHOro MaTepuaJia

1 | Homenknarypa nen: moHsaTue Buabl HOMEHKIATYp Jell, IOPsIOK COCTaBIeHus, ohopMieHus,
yTBEpKAeHUsT HOMeHKIaTypsl nen. [lopsnok popmupoBanus aen. TpeboBaHus HOPMATUBHBIX
JOKYMEHTOB, PETJIAMEHTHPYIOIIUX JaHHBINA 3Tal JOKyMeHTooOopoTa. OpraHu3aius XpaHeHus
WCITOJIHEHHBIX TOKyMEHTOB. OrnepaTUBHOE XpaHEHUE TOKyMEHTOB. [IpenapxuBHas moaroToBka
JNOKyMeHTOB. TpeGoBaHus K 0(OPMIICHHIO JeT MOCTOSTHHOTO, BPEMEHHOTO CPOKOB XPaHEHUS U
110 JINYHOMY cocTaBy. OTBETCTBEHHOCTb 3a COXPAHHOCTh JOKYMEHTOB

OK.01
OK.09
IIK 1.2
K 1.3

IIpakTHyeckas padota: B TOM YHCII€ IPAKTHYECKAs TOATOTOBKA
CocraBieHue omnMced, peectpoB paccbuiku Kon¢uaeHuumansHoe nenonpousBoiacTBo. ['pud
OTrpaHHYEHUS JOCTYIA K JOKYMEHTY.

2(2)

IIpakTHyeckasi paboTa B TOM YKCIIEe IPAKTUYECKask OJrOTOBKA
CocTraBieHue onucel, akTOB NEPEAAYM 1e] Ha XPAaHEHUE U YHUUTOKEHHUSI

2 (2)




IpakTnyeckasi padboTa B TOM YUCJIE TPAKTUYECKAsi TOATOTOBKA

[lepeyHu JOKYMEHTOB C YKa3aHUEM CPOKOB XpaHEHHUS 2(2)
IIpakTnyeckasi padboTa: B TOM 4YKMCII€ IPAKTUUYECKas MOATOTOBKA 2(2)
HomeHnxuarypa nen
IpakTuyeckasi padoTa: B TOM YHCJIe NPAKTHYECKAs MOAT0TOBKA 2(2)
XpaHeHHe JOKYMEHTOB B 2JIEKTpOHHOH nmouTe Co3/1aHne Ma0I0HOB IOKYMEHTOB, BBIBOJI Ha MEYaTh
3auer 2 (2)
Bcero 48




3. YCJIIOBUSA PEAJIM3ALINU TPOT'PAMMBI TUCHUTTJIMHBI
3.1. TpeGoBaHUsI K MUHUMAJILHOMY MATEPHAJLHO-TEXHHYECKOMY 00ecneuyeHH 0
Peanuzanus mporpaMMbl IUCHUILTAHBI B y9eOHOM KaOWHETE 10 y4eOHOH TUCIMITINHE —
JIOKyMEHTaIMOHHOE 00CCIICYCHHE YITPABICHHS
O6opynoBanne yued0HOro KaOumHeTa: paboyee MeCTO IMpETojaBaTelisa, paboune Mecta
cryaenrtos, [1K, mpoekTop 3KkpaH, KiaccHas T0cKa
TexHuveckue cpeacTBa 00yUYeHUsI: TICPCOHATBHBIN KOMITHIOTEP, IKPaH IIPOEKTOP

3.2. UupopmannoHHoe o0ecnieyeHne 00yueHust

Ilepeuensb y4eOHbIX H3aaHUil, UHTepHeT-pecypcoB, NONOJIHUTEIbHOM JUTEPATYPbI

OCHOBHBIE UICTOYHUKH:

1. 1TOCT P 7.0.8-2013. Haumonanbublii ctangapt Poccuiickoit @eaepanuu. Cuctema
CTaHJapTOB MO WH(GOpMAIUK, OMOTUOTEUHOMY M HM3JATEIBCKOMY JAeNy. Jemonpou3BoJCTBO U
apxuBHOe 1eno. Tepmunbl u ompeneneHust (yrB. Ilpukazom Poccranmapra ot 17.10.2013 N
1185-cT)

2. TOCT P 7.0.97-2016. HanmmonanwHbiit cTannapt Poccuiickoit @eneparnun. Crucrema
CTaHIapTOB MO wH(popMaruu, OHOIMOTEYHOMY M H3IATEIbCKOMY aeny. OpraHu3aruoHHO-
pacrnopsauTenbHas ToKyMeHTanus. TpebdoBanus k odopmieHuio 1oKyMeHToB" (yTB. [Ipukazom
Poccranpgapra ot 08.12.2016 N 2004-ct) (pexn. ot 14.05.2018)

3. I'manuii, E. B. JlokymeHTannmoHHOE o0ecrieueHre ympaBlieHus : yueOHoe mocobue /
E.B. T'mamuii. — MockBa : PUOP : HMH®PA-M, 2020. — 249 c¢. — (Cpennee
npodeccuonaabHoe obpazoBanue). - ISBN 978-5-16-103959-5.9bC

4. brikoBa, T. A. JIOKyMEHTAIlMOHHOE OOECIIeUeHHUE YIpaBieHUs (eI0MPON3BOJICTBO) :
yuebHoe nocobue / T.A. boikoBa, T.B. Ky3nenosa, JI.B. Cankuna. — 2-e usa., nepepad. u J01m.
— Mocksa : UH®PA-M, 2020.— 304 c. - ISBN 978-5-16-1019616. OcHoBHBIC mpaBuiIa
paboThl apxuBoB opranuzauuii. M.: Pocapxus.2013 .30 c¢. 9bC

OcHOBBI JIeTonpou3BoIcTBA : yueOHoe mocodue / A.M. Acamues, .11. Muponosa, E.A.
Kocapesa, I'.I'. BykoBuu. — 2-¢ uzn., ucnp. u gon. — Mocksa : UH®PA-M, 2024. — 146 ¢c. —
(Bricmiee obpaszoBanue).. - ISBN 978-5-16-019135-5. ObC

JIONOJTHUTENbHBIE UCTOYHUKHU:

1. XKynpo, K. C. Opranuzanusi cyaeObHor aestenbHocTH : ydeObHoe mocobue / K. C.
XKynpo. - Mocksa : PI'VII, 2022. - 199 c. - ISBN 978-5-00209-008-2. 3bC

2. Mawmbikus, A. C. ApxuBHOE J1ei0 B cyje : yueOHoe nmocooue / A. C. MaMbIkuH. - 2-¢
u3., 1on. u ucnp. — Mocksa : PI'VIL, 2020. - 219 c. - ISBN 978-5-93916-833-5. ObC

3. Kypasnesa, . B. OpopmisieM TOKyMEHTBI Ha EPCOHATBHOM KOMIIBIOTEPE: TPAMOTHO
U KpacuBo : npaktuy. nocobue / U.B. Kypasnesa, M.B. XKypasnesa. — Mocksa : UHOPA-M,
2019. — 187 ¢. — (Ilpocro, kpatko, ObIcTpO). - ISBN 978-5-16-104892-4. 5BC

4. PaznopoxHbiif, A. A. JIOKyMeHTHpOBaHHUE YIPABICHUYECKOW AEATEILHOCTH : yueO.
nocobue / A.A. Pazmopoxnsiii. — Mocka : UH®PA-M, 2018. — 304 c¢. — (Bwicmee
oOpa3oBanue: bakanaspuar). - ISBN 978-5-16-104186-4. ObC

Usupos, B. B. Cyne6Hoe nenonpousBoiacTBo : ydebHOe mocobue / B. B. Usupos. -
Mocksa : PI'VII, 2016. - 335 c. - ISBN 978-5-93916-501-3. 9bC

Caiitsl

1. Hudopmanmonno npaBoBoi nmoptan http://konsultant.ru/

2. Hudopmanmonno mpaBoBoi moprain http://www.garant.ru/

3. bubnuoreuyHas cuctema znanium.com
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4. KOHTPOJIb 1 OHEHKA PE3YJBbTATOB OCBOEHHMA JUCIIUITJIMHbI

PesyabTaThl 00y4eHust

Kputepun onenkn

MeToabI OIEHKH

3HaTh:

TEPMHUHOJIOTHIO B 00JIaCTH
JIOKYMEHTAI[MOHHOTO 00ECTICUCHHUS
YIpaBlIEHUS;

HOPMATUBHBIC JOKYMEHTHI,
periaMeHTHPYIOIINE COCTaBICHUE U
odopmIIeHHE JOKYMEHTAIUH U
MOPSIJIOK €€ 00pabOTKH;

MpaBUJIa COCTABICHUS U

o OopMIICHUS OpPTaHU3aIMOHHO-
pactopsSANTENBHBIX TOKYMEHTOB,
BXOJSAIINX B YHUDUIIUPOBAHHYIO
CUCTEMY OpTaHH3aI[IOHHO-
pactnopsAUTENbHBIX TOKYMEHTOB,
YHUu(MUIMPOBaHHYIO CUCTEMY
MEPBUYHON YUYETHOU IOKYMEHTALIMHU
B YaCTH JOKYMEHTAIUH 110 YUETy
Tpyna,

MOPSZIOK MPOBEICHUS IKCIIEPTHU3BI
LEHHOCTHU JIOKYMEHTOB U
MOJITOTOBKH JIe]I K apXUBHOMY
XpaHEHHUIO.

TEXHOJIOTHIO OPTaHU3AINH
JIOKYMEHTO000pOTa B OpraHU3aIusIX
(YUpeKICHHUSAX).

- IEMOHCTpAIU OTBETCTBEHHOCTH 32
MIPUHSTHIC PEIICHNS,
000CHOBaHHOCTh CaMOaHallu3a U
KOPPEKIIHsI pPe3yIbTaTOB
COOCTBEHHOM pabOTHI;

- HCTIOJIH30BaHUE 3aKOHOIATEIbHBIX
¥ HOPMATUBHO-TIPABOBBIX aKTOB MPH
TUTAHUPOBAHHUH
MPEAIPUHUMATEIbCKON
JESITeIbHOCTH B TIPOECCUOHATILHOMN
cdepe;

- IEMOHCTpaIHs 3HaHU B 001acTH
(uHAHCOBOW TPAaMOTHOCTH.

- KOHCTPYKTUBHOCTh
B3aMMOJICHCTBUS ¢ 00YYArOIIUMHUCS,
MIPEIoIaBaTeIsIMU B X0JI€ 00y4CHUS,
PYKOBOJIUTEISIMU y4eOHOU U
MIPOU3BOJICTBEHHOM MPAKTHK.
-co0JII0IeHE HOPM
po¢eCCUOHAIBHON ITUKH;

— MOCTpOeHUE NPO(HEeCCHOHATBHOTO
OOIIEHHUS C YIETOM COIHATBHO-
poecCHoHaBLHOTO CTaTyca,
CUTYAIMH OOIIECHUS, 0COOEHHOCTEH
IPYIIbI U UHIABUAYTbHBIX
0COOEHHOCTEH Y4aCTHHUKOB
KOMMYHHUKAIUH.

- TPaMOTHOCTb YCTHOM 1
MIACbMEHHOU peyH;

- ohopmIIeHHE TOKYMEHTOB B
cootBeTcTBUH ¢ 'OCToM;

- ICHOCTh (POPMYJIUPOBAHUS H
HU3JI0KEHMS MBICIICH;

- TPOSIBJIICHUE TOJIEPAHTHOCTH B
nporiecce OOIIeHHs.

- co0Jr0/IeHNE HOPM TIOBE/ICHUS BO
BpeMs YUEOHBIX 3aHSITHIA,

- coOMI0IeHNE CTaHAAPTOB
AHTUKOPPYIIIMOHHOTO TTOBEICHUS.

- cOOJTFO/TaeT HOPMBI HKOJIOTHIECKOM
0E30I1aCHOCTH;

— OmpeeTseT HANPaBJICHUS
pecypcocOepekeHus B paMKax
npoeCCHOHATLHOMN IeATEIIbHOCTH
IO CTIEeHUAaThHOCTH.

- 3 heKTUBHOCTH HCTIOIB30BAHUS
cpeacTB GU3NYECKON KYIbTYPHI IS
COXpaHECHHS U YKPETUICHHS 3I0POBbSI
B Ipolriecce npodeccuoHanbHOM

- OKCIIEPTHOE
HaOJIIOeHNE
BBIIIOJTHEHUS
MPaKTUYECKHUX
3aJJaHuH,

- OIICHKA IO
UTOTaM YCTHOTO
ompoca
CTYJICHTOB,

- HaOJIFOIEHUE 10
HATOraM
TECTUPOBAHUS.




JESITETbHOCTH U TTOICPIKAHHS
HE00XO0UMOT0 YPOBHS (hHU3HUECKOM
MOJITOTOBJICHHOCTH.

- 3(0peKTUBHOCTH UCTIONF30BAHUS B
poeCCUOHANTBHON EATETEHOCTH
HEOOXOAMMOM JIOKYMEHTAIHH, B TOM
qrcIie HA MHOCTPAHHOM SI3BIKE.

YMers:

HNPUMEHATH Ha IPAKTHUKE
rOCYJapCTBEHHBIE CTaH/IaPTHI,
JpyTHe HOPMAaTHBHO-METOINIECKHE
JIOKyMEHTBHI, PerjlaMeHTHPYIOIINE
OpTaHU3aINI0 IOKYMEHTAIIMOHHOTO
oOecriedeHus yrpaBJcHUS;
COCTaBJIATH U MPABHIBEHO
0(hopMIIATH OCHOBHBIE BU/IBI
OpTaHU3aIMOHHO-
PacHOpSIUTENBHBIX JOKYMEHTOB;
oopmIsATh HH(POPMAITOHHO-
CIIPaBOYHYIO JOKYMEHTAIHIO;
0hOpMIIATH KaJAPOBYIO
JIOKyMEHTALHIO;

0(pOpPMIIATH TPETEH3NOHHO-UCKOBYIO
JOKyMEHTALHIO.

- ohopMIICHHE TOKYMEHTOB U
pelieHue TPaKTUIECKUX CUTYAIHH C
HOPMAaTUBHBIM MIPABOBBIM
000CHOBAHHEM;

- IEMOHCTpAIs HaBBIKOB PabOTHI C
HOPMATHUBHBIMH ITPABOBBIMH aKTAMH,
B T.4. C UCIIOJIb30BaHUEM
WH(OPMAIIMOHHO-KOMITBIOTEPHBIX
TEXHOJIOTHH.

- 000CHOBAaHHOCTh ITOCTAHOBKH IICJIH,
BBIOOpA U IPUMEHEHUS METOJIOB U
CrOCO0O0B PEIICHUS
npodeccroHanbHbIX 33124,

- HCIIOJIb30BAHHE PA3THYHBIX
HMCTOYHUKOB, BKIIIOYAs 3JICKTPOHHBIE
PeCYpCHI, MeIHa PECYpPCHI,
HuTepHeT-pecypehl, MepruoIndecKie
W3JIaHMS 110 CIICIIMAIBHOCTH IS
pelnieHus nmpodeccruoHalbHbIX 3a1a4.

- AKCIIEPTHOE
HaOJIIOeHNE
BBIIIOJTHEHHS
MIPAKTHIECKIX
3aJJaHuH,

- OICHKa IO
UTOTaM YCTHOTO
ompoca
CTYJICHTOB,

- HaOIIOIEHUE T10
HATOraM
TECTUPOBAHUS
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