MUHHCTEPCTBO CENIBCKOTO X03s1cTBa PO
MuuypuHckuii pumuan
(denepasbHOro roCy1apCTBEHHOTO OI0PKETHOTO 00pa30BaTEIbHOIO YUPEKICHHS BBICIIIETO 00pa30oBaHus
«bpsAHCKHI TOCYAapCTBEHHBIN arpapHblii YHUBEPCUTET»

PABOYAS TIPOI'PAMMA
TUCHHUILIAHBI
OI1.08. /lesi0BBIC JTOKYMEHTBI

CrienmmaabHOCTD

15.02.06 MoHTax 1 TeXHUYECKasl SKCILTyaTaIus X0JI0AUIbHO-
KOMITPECCOPHBIX MAIIIMH U YCTAHOBOK (IT0 OTPACIISIM)

bpsanck, 2021



bbK 74.57
P13

CoriacoBaHa:
3aB. OUOIMOTEKON
Unerorenxo C.H.

20.05.2021 r.

P13

Paccmorpena u YrBepxaai:

PeKOMeH/10BaHAa!

MK 3am. qupekTopa o yueOHoit padbore
obmenpodeccuoHaIbHbIX

MUCIIAILIINH ITanackuna JI.A.
ITpotokosa Ne 9

ot 20.05.2021 r. 20.05.2021 r.

[Ipencenarens [IMK

Casenpkuaa H.A.

Pa6ouas nporpamma auciuiuinasl OI1.08. Jlenossie qokymenTts / Coct. T
H. ITandunosa. - bpsuck: Muuypunckuii ¢punmuan GI'bOY BO bpsanckuit

'AY, 2021. - 23 c.

Pabouas mporpamma puctumuinael OI1.08. JlenoBbie JOKYMEHTHI SIBISIETCA
4acThIO MPOrPaMMbl MOJArOTOBKH CIIELUAJIMCTOB CPEJHETrO 3BEHA, BBIICICHHON
Y3 BapuaTUBHOM dacTu 4acoB, mpeaycmoTpeHHsix B @DPI'OC CIIO mno
cnenrasbHOCTH 15.02.06 MOHTaX U TEXHUYECKAsd HKCILTyaTalHs XOJOAWIBHO-
KOMITPECCOPHBIX MAILIMH U YCTAHOBOK (110 OTPACIIsM)

Opranuzanusi-pazpadboTurk: MUuypuHCKUI Quinna

OI'bOY BO bpsuckuit '[AY

[Teuataercst Mo pelICHUI0 METOUYECKOTO coBeTa MUUypHHCKOTO (huuaia

®I'bOY BO bpsanckuii 'AY

bbK 74.57

© IMandwumosa I'. H., 2021
© MuuypuHCKu# Gumran
OI'BOY BO bpsuckuit 'AY, 2021



COJIEPKAHME

1. TTacnopT paGoueil MPOTPAMMBI AUCIIMIIIAHBL. . ... ueeeenteenteenneanneennaeenneenans
2. CTpyKTypa U COAECPHKAHUE JUCIIUTITAHDL. . ...t ueeennteneeeneeenteeneeenneenaennnnns
3. YCnoBHS peanu3aiiy JUCIUTITHHDBL. . . ...ttt entente et eeenneenaeneennenn.

4. KOHTpOJII) H OLICHKA PC3yJIbTATOB OCBOCHUA JUCHUILIIUHBI. ..........ccveeaa.....



1. MACIIOPT PABOYEWM MPOI'PAMMBI JJUCHUATIJIUHBI

1.1. O6aacTb npuMeHeHUs1 padoyveil MPOrpaMmbl

Pabouas nporpamma nuctuuminiabl OI1.08. [lenoBbie JOKYMEHTBHI SBISIETCS 4acThIO
IPOrpaMMbl TMOATOTOBKH CIICIIUATIMCTOB CPEIHEr0 3BEHA, BBIACICHHON W3 BapHATUBHOUN
yacT yacoB, npeaycMoTpeHHbix B ®I'OC CIIO no cneunansuoctu 15.02.06 MonTax u
TEXHUYECKass OKCIUTyaTalusl XOJOJWIbHO-KOMIIPECCOPHBIX MAIIMH W YCTaHOBOK (TIO0
OTpACIISIM).

1.2. MecTOo AMCUMIUIMHBI B CTPYKType IPOrpaMMbl IOATNOTOBKHM CHELHUAIMCTOB
CpeAHero 3BeHa
JlucuuriauHa BXOAUT B TPO(ecCHOHATbHBIN Y4eOHBIH HUKIL.

12, Iearu w 3aaa4uu AUCUMILUIMHBI - Tpe0OBaHMSI K PpPe3yJbTaTaM OCBOEHHUSA
AUCIUILIHHDBI

B pe3yJsbTate 0cBOCHUsI AUCUMIIIMHBI 00y4aIOIIHIICA J0IKEH YMETh:

- KaueCTBEHHO M ObICTpo 00pabaThiBaTh MH(POpPMAIMIO U BBIpAXaTb €€ B BHJE
JIOKYMEHTA;

-ICI0JIb30BaTh (OpMYJIsIp-00pazel Jjisi 0opOpMIICHUS JOKYMEHTOB;

- ohopMIIATH 001U OJTAaHK OpPTaHU3alMK, UCTI0JIb30BATh OJJaHKHU JOKYMEHTOB;

- 0OpMIISITH OCHOBHBIE BUBI YIIPABICHUECKUX TOKYMEHTOB;

-COCTaBJISITh M OQOPMIIATH OCHOBHBIC BHIBI KaJpOBBIX TOKYMEHTOB, BHOCHTH
3aIliCH B TPYAOBYIO KHUXKKY.

- BECTH JXypHaJl perucrpauud, o0paldaTbiBaTh BXOJMSIIYI0 KOPPECHOHJEHLUIO,
BECTU KOHTPOJIb UCTIOTHEHHS IOKyMEHTOB.

- BBIJIaBaTh CIPABKHU, COCTABIISITH BHIMUCKU U KOTTMH JIOKYMEHTOB, 3aBEPSITh KOTIHH.

B pe3ysbTare 0cBOEHUS AUCHUIIMHBI 00y4aOIIMIiCS T0JKEH 3HATh:

- OCHOBHBIE MOHATHUS B 00J1aCTH JAENIOBBIX TOKYMEHTOB;

- HOPMATUBHYIO 0a3y, perjIaMeHTHPYIOILYIO IPOLECC CO3/IaHus TOKYMEHTOB;

- FOPUINYECKYIO CHITY JOKYMEHTAa;

- popmymsip-oOpazern JOKyMEHTa, ero Ha3HauYCHHUE;

- MOJIETIH TIOCTPOEHUS TOKYMEHTOB;

- PEKBU3HTHI IOKYMEHTOB Pa3IMYHBIX BUIOB;

- yHU(ULIUPOBAHHBIE (POPMBI TOKYMEHTOB;

- TIpaBWJIa COCTaBICHUS W OGOPMIICHHSI OPTaHU3AIMOHHBIX, PACIIOPSIUTEIbHBIX,
CIIPaBOYHO-UH(POPMAITMOHHBIX, KaJPOBBIX JJOKYMEHTOB;

- mpaBwia W (QOpPMBI ACTOBOM W KOMMEpPYECKOW TMEPemHucKH, CTPYKTYpy H
0COOEHHOCTH JCJI0BOr0 MMCHhMA;

- MOTOKH JOKYMEHTOO0OpOTa OpraHu3allii U OpraHu3aluio paboThl C BXOISLIIMMU
U UCXOJSAIIUMU TOKYMEHTAMH.

B pe3yabraTe o0CBOeHMA JHCHMIUIMHBI oOyvyawuuiics npuodperaer
NPAKTUYECKHUI OIBIT B:

- B KAYECTBEHHOM HCIIOJHEHUU PA3IIMYHBIX JOKYMEHTOB;

- 0()OpMJIEHUH OCHOBHBIX BUJIOB YIIPABJIEHYECKUX U KaJPOBBIX JOKYMEHTOB;



- 00paboTKe BXOAAIIEH JOKYMEHTAIINH;
- BBIJIaY€ CIPABOK.

B pe3syabTraTre o0ydyeHusi y oOyqawomerocs GopMHpYIOTCS cieayoumme
o01IMe KOMIIeTeHIINM

OK 1. IloHuMarp CyIIHOCTh M COLMAJIbHYIO 3HAYUMOCTh CBOEH Oyaylen
npodeccuu, MPOosIBIATH K HEW yCTONYMBBINA HHTEpEC.

OK 2. Opranu3oBbIBaTh COOCTBEHHYIO ACSITEIbHOCTD, BRIOUPATH THUIIOBBIE METOMBI U
CrocoObl BBIIOJHEHUS TPO(ECCHOHANBHBIX 3a7ad, OIEHUBaTh UX 3PPEKTUBHOCTH H
Ka4yeCTBO.

OK 3. IIpuHumars penieHust B CTaHAAPTHBIX U HECTAHIAPTHBIX CUTYaLHUSIX U
HECTH 32 HUX OTBETCTBEHHOCTb.

OK 4. Ocy1iecTBiiATh MOUCK U HCIOJIb30BAHHE WH(OpPMALUU, HEOOXOAUMOM IS
3(¢(EeKTUBHOTO  BBIIOJHEHUS MPOPECCHOHAIBHBIX 334ad, HNPOPECCHOHATIBHOIO U
JMYHOCTHOIO Pa3BUTHSL.

OK 5. MHcnonb3oBarb WHPOPMAIMOHHO-KOMMYHUKAIIUOHHBIE TEXHOJOTUU B
npohecCuoHaNbHOMN eATENbHOCTH.

OK 6. PaboTaTh B KOJUIEKTHBE U KOoMaHze, YOPEKTUBHO 0OIIATHCS C KOJIIEramH,
PYKOBOJICTBOM, IOTPEOUTEISIMHU.

OK 7. bpatb Ha ce0si OTBETCTBEHHOCTb 3a pabOTy UJIEHOB KOMaH/ bl (TOAYMHEHHBIX ),
pe3yNbTaT BHIIIOJHEHUS 33 JaHUi.

OK 8. CamocTosTenbHO OMPEACNATh 3aJaud NPOQPECCHOHATBHOIO M JTUYHOCTHOTO
pa3BUTHsSA, 3aHUMATbCA CamMOOOpa30BAaHUEM, OCO3HAHHO IUTAHUPOBATH TOBBIIIICHHUE
KBaJIM(PUKALIMH.

OK 9. OpuentupoBaTbCsi B  YCIOBUSIX 4YaCTOM CMEHBI TEXHOJIOTUWA B
poheCCUOHATIBHON JIEITEIIbHOCTH.

B pe3yabrate o0yuenus y oOy4awomerocs ¢GopMupymrcs cieayriime
npogeccuoHaJIbHbIE KOMIIETCHLUM:

I[IK 1.1. OcymecTBiasiath O0O0CITy)XKMBaHUE€ U  OKCIUIyaTallMI0  XOJIOAWJIBHOTO
obopynoBaHus (110 OTPACIISM).

[IK 1.2. O6HapyxuBaTh HEUCIPABHYIO padOTy XOJOAWIBHOTO OOOPYIOBaHUS H
MIPUHUMATH MEPHI JJIsl YCTPAHECHUS U MPEAYNPEKACHUA OTKA30B U aBAPHUU.

I[IK 1.3. AwnanusupoBaTh M OIICHUBaTh PEXKUMBI PabOTHl  XOJOAWJIHHOIO
000py10BaHUS.

I[IK 1.4. IIpoBoguTh pabOTHI IO HACTPOMKE M PEryJIUPOBAHUIO PAOOTHI CHUCTEM
aBTOMATHU3aLIUK XOJIOIUIIBHOTO 000PYI0BAHMUS.

I[IK 2.1. YyacTBOBaTh B OpraHM3allM¥ M BBIMOJHATH PabOTHI MO IMOJATOTOBKE K
PEMOHTY U UCIBITAHUSIM XOJOAMIHLHOTO 000PYy10BaHUS.

I[IK 2.2. VYyacTBOBaT, B OpraHW3alid W BBHINOJHATH pPabOTHI IO PEMOHTY
XOJIOMWJIBHOTO OOOpYAOBaHHUS C WCIOJIB30BAHUEM PA3UYHBIX MPUCIOCOOTICHUN U
MHCTPYMEHTOB.

IIK 2.3. YyacTBOBaTh B OpraHu3alldd M BBINOJHITh Pa3IUYHBIE BUJbI HCIBITAHUN
XOJIOJUIBLHOTO 000pYAOBAHUS.

[IK 3.1. Yuactue B mIaHMpOBaHMM pPaOOTHl CTPYKTYPHOTO MOIpa3JENCHUS IS
peanu3anuu MpOU3BOICTBEHHOM AESATEIbHOCTH.

I[IK 3.2. VYyactTue B pyKOBOJACTBE pabOTOM CTPYKTYpPHOTO MOAPA3ACICHUS IS



peanu3anuy Npou3BOJACTBEHHOM NeATeTbHOCTH.
I[IK 3.3. VYuacTtBOoBaTh B aHAJIM3€ M OLEHKE KA4YECTBA BBINOJHAEMBIX padOT
CTPYKTYPHOTO MOJpa3eICHHUS.

1.4. Koan4ecTBO 4aCOB HA OCBOCHUE padoyeil MporpaMMbl JUCHMUILIMHBI

MakcumanpHOU yaeOHOM Harpy3ku oOydatomierocs -70 9acos,

B TOM 4HUCJIC.

- 00513aTeTLHOM ayTUTOPHON yueOHOM Harpy3Ku oOydaromierocs - 48 4acos;
- CAaMOCTOSITENILHOUM pabOThI 0Oy4aromerocs - 22 yaca.

2.

2.1. O0beM AUCHUIUIMHBI U BUABI Y4eOHOH padoThI

CTPYKTYPA U COAEPKAHUE JUCIHUIIINHBI

Buna yueOHoii padoThI

Oo0BLeM 4acoB

MakcuMmasibHasi yueOHasi HArpy3Ka (Bcero) 70
Oo0s3aTesIbHAsA ayAUTOPHAs y4eOHAasi HATPY3Ka (BCero) 48
B TOM YHCJIE!

IpaKTHYeCKHe paboThl 30
CamocrosiTesibHasi padoTa 00yyarierocst (Bcero) 22
B TOM YUCJIE:

MOATOTOBKA JOKJIAJI0B 10
IMOATOTOBKA TECTOB 2
paboTa ¢ KOHCIIEKTOM 6
MOJrOTOBKA MYJIbTUMEIUNHBIX MPE3CHTAUN 4

IIpomexyroynass arrecrauus B popme nudpdepeHIMpPOBAaHHOIO 3a4eTa

2.2. TemaTu4yeckuid IJIAH M COAEPKAHUE TUCITUTIIUHBI

HanmeHnoBanue Coaep:xanue yueOHOro Mmarepuasna, npakrudeckue | Oobem | YposeHb
Pa3saciioB U TEM paﬁoTbl, CAaMOCTOATEC/IbHAaA paﬁoTa oﬁyqamumxcﬂ yacoB 0CBOCHMUA
1 2 3 4
Paspgean . 16
Teopernueckue
OCHOBBI /IeJIOBBIX
JTOKYMEHTOB
Tema 1.1 Ilonsatue | ConepskaHue yueOHOro MaTepuaJia 2
0 JOKYMEHTax 1 [lonsitTue o0 JOKyMeHTE © HMH(POPMAIIUU. 1
uHbopMaIuu. Bo3HUKHOBEHHE NOKYMEHTA, €T0 HAa3HAYCHUE.
[IpusHaku u Posmp nmoxkymeHTa B KH3HM YEIIOBEKA U
CTPYKTypa oO1ecTna.
JIOKYMEHTA [Tpusnaku nokymenta. CTpykTypa JOKyMEHTA.
[Tonsitue "yHKIIHS JIOKyMeHTa".
[TonupyHKIIMOHATBHOCTD TOKYMEHTA.
CamocTosiTesibHAasi padoTa 00y4arImnXcst 2




Hoxnane! no teme: "Poyib JOKYMEHTA B )KM3HU
yeoBeka u  obOmectBa", "  CrocoOnl
JTOKYMEHTHpOBaHUs HHpopManuu", "DTamsl
JTOKYMEHTHpOBaHus nHGopmaruu'

Tema 1.2 Coaep:xaHnue yueOHOro MmaTepuajia 2
Yuuduxkanus u lemn w 3amaun yHUUKANUK JTOKYMEHTOB.
CTaHAapTHU3ALUS CucteMbl gokymeHTanuu. HopmaTuBHble WU
JIOKYMEHTOB. MIPaBOBbIC aKTBhI, peryJupyromue
YHUQUIUPOBaHHBIE | JOKYMEHTHPOBAHHE.
CUCTEMBI CranpapTtuzanus B JEJ0NPOU3BOCTBE.
JOKyMEHTAaIu1 Poccuiickue craniapThl Je10MPOU3BOACTBA.
YHudunrpoBanHas cucteMa JIOKYMEHTallUU.
YuudunmpoBanHas popma 10KyMeHTA.
PexBU3NUTHI JOKyMEHTA.
CamocrosiTesibHAst pad0Ta 00yYAKIIMNXCS 2
JIokiael 110 TeMe: "HopmartusHo-
MeToauyeckass  0aza  JeJOompou3BOACTBA",
"HanumoHaanHbBIE CTaHJAPTHI PO o
JEJI0NPON3BOACTBY"
Copnepxanue y4eOHOIro MaTepuaJjia 2
Tema 1.3 dopmysap-oopasert OpraHu3aIliOHHO-
dopmysp- pacropsauTEILHOTO JOKYMEHTA.
oOpaser, KoncTpykmonHas certka.
PEKBU3UTHI U PexBu3nTHI OpraHu3aluOHHO-
OJIaHKH. pacrnopsauTEILHOTO JIOKYMEHTA, ux
TpeboBanus k PacIOJIOKEHHE.
0(pOpMIIEHUIO OO6mue 01aHKK JOKYMEHTOB.
PEKBU3UTOB IIpakTHyeckas padora 2
opranuzanMoHHO- | OdopmiieHne o01Iero OJaHKa OpraHu3alu
pacropsauTeNbHbIX | CaMocTOATeIbHASA Pa00Ta 00YyYAKIINXCS 4
JOKYMCHTOB. CocrtaBuTh TecT o pazuaeny: "TeopeTudyeckue
OCHOBBI JICJIOBBIX JOKYMEHTOB"
Pazpnean |11 34
IIpaBuaa
opopmieHus
OCHOBHBIX BH/IOB
OPraHM3aIuOHHO-
pacnopsiiuTeIbHbI
X IOKYMEHTOB
Tema 2.1 Conep:xkanue y4eOHOro MmaTepuaja 2
OpraHu3alHOHHbIe OpranuzaliioHHble  JOKYMEHTBHI:  YCTaB,
AOKYMCHTBI YUPEAUTEIIbHBIN JIOTOBOD, ITonoxxenue,
[TpaBuna BHYTPEHHETO pacropsaka,
NHCcTpyKImn.
IIpakTHyeckue padoThl 6
1. CocraBneHue mpaBul  BHYTPEHHETO




TPYJOBOTO pacOPsAKA.

2. CocraBiieHre JOJKHOCTHOW MHCTPYKIIUU

3. CocraBineHue CTPYKTypbl W IITaTHOM
YUCJIEHHOCTHU OpraHu3aluu, HITaTHOTO
pacnucaHusl.

CamocrosiTesibHasi padoTa 00y4aroIMXcs

COCTaBUTH KOHCHEKT 1o TeMe
"YupeauTenabHble JOKYMEHTHI '

Tema 2.2
PacnopsiiutenbHbie
JIOKYMEHTBI

Conep:kanue y4eOHOro MmaTepuasa

[Tpukassi, pacnopspKeHusl, yKa3aHusl,
MIOCTAHOBJICHHUS, PEIICHHUS], MHCTPYKIIUU.

IIpakTHyeckue padoThI:

1. CocTaBneHus mpuKasa o opraHu3alyu

2. CocraBiIeHHE IPUKAa3a 10 KaJapaMm

CamocrosiTesibHAst pa00Ta 00yYAKIINXCS

COOOIIEHNSA Ha TeMy "Buasl
pactopsIUTEeIbHBIX JOKYMEHTOB"

Tema 2.3
CnpaBo4dHO-
UH(OpPMAIMOHHbBIE
JIOKYMEHTBI

Conepxanue y4eOHOIro MaTepuaJjia

JloknaaHast (ciyxeOHas 3aMmucKa),
OOBsSCHUTENbHAS 3alUCKa, aKT, CIPaBKa,
cnykeOHble THucbMa, (akc, Telerpamma,

tenedoHOrpaMma, CBOJIKH, 3aKJIFOUEHHS.

IIpakTnyeckue padoThbl

1. CocraBnenue ciry»eOHOro nruchma.

2. CocraBneHue MOKJIAJHOW, CIYy:)KEOHOW U
00BSCHUTEITLHOMN 3aITUCKH.

3. CocTaBieHHE IPOTOKOJIA COBEIIAHUSI.

4. CocraBieHHE aKTa.

CamocrosiTesibHas pad0Ta 00y4YAOIIMXCH

NOATOTOBUTH MPE3EHTALNIO HA TeMy: ""Buabl
OPI[H

Paznean I11.
Kaaposas
AOKYMEHTAIUsA

10

Tema 3.1
JlokymeHTUpOBaHue
TPYAOBBIX
OTHOLIECHUM

Copnepxanue y4e0OHOro MmaTepuaJjia

CoctaB u odopmieHUe JTOKYMEHTOB IO
augHOMY cocTtaBy. OdopmieHne mnpruema Ha
paboty. KomruiekToBaHre JJMYHOTO Jena.

IIpakTnueckne padoThl

1. CocraBieHue 3asBICHUS O IPUEME HA
paboTy, YBOJIBHEHUS, 3asBJICHHUE O
MPEJOCTABIECHUN OTITyCKa

2. CocraBieHue pe3toMe, aBroororpaduu,
pa3MelIeHne pe3oMe Ha caiite paboToaTess

3. OdopmiieHuE 3aMucu B TPYAOBOM KHUKKE
Ha OCHOBAHHH MPHUKa3a




CamocTosiTesibHasi padoTa 00y4ar0IUXCS 2
MOArOTOBUTH KOHCHEKT 1o Teme '"KaapoBas

JOKYMEHTaIus"
Pazpen IV 10
Opranuszauust
padoThI ¢
AOKYMEHTaAMU
Tema 4.1 Ilonsatue | CogepkaHue yueOHOIr0 MaTepuaJia 4
JIOKyMEHTO000poT. | 1. Opranusaiuss pabOThl C  BXOJSAIIUMHU 2
JOKyMEHTaMH. OtmpaBka UCXOAIIUX
JOKYMEHTOB.
2. icnonHeHne JOKYMEHTOB.
IIpakTnyeckue padoThbl 4

1. 3amonHEHUE )KypHAIa BXOIAIICH U
HCXOJIAMIEH JOKYMECHTAINH

2. Boimaya cripaBoOK M KOMHM TOKYMEHTOB
CamocrosiTesibHAst pa00Ta 00y4YAKIINXCS 2
MOJITOTOBUTH KOHCIIEKT 1o TeMe
" JIOoKyMEHTOOOOPOT MPEATPUITHS "

Bcero: 70

JUist  XapakTEepUCTHKM YPOBHS OCBOEHHMS Y4YEOHOro Marepuajna HCHOJIb3YITCS
cieayronme 0003HaYCHUS:

1. 03HaKOMUTENbHBIN (Y3HABaHUE paHEEe U3yUYECHHBIX O0BEKTOB, CBOMCTB);

2. penpOoAYKTUBHBIN (BBINOJIHEHUE AEATENBHOCTH IO 00pasily, HHCTPYKIUH, WU
10J1 PyKOBOJICTBOM)

3. TOpOAYKTUBHBIA (IJTAaHUPOBaHUE U CaMOCTOSITENILHOE BBITIOJTHEHHE
NEeSTEeTLHOCTH, PEIICHHE MMPOOJIEMHBIX 3a71a4)

3. YCJOBUSA PEAINBALIMU JNCHUTIJIIMHBI
3.1 MaTepuajbHO-TeXHUYECKOe o0ecnedeHne AUCHUTITUHBI

Peanu3zanus TUCHUIIIMHBI OCYIIECTBIISCTCS B!

KaOuner o0menpogeccuoHanbHbIX AUCUMIIHH Ne 18.

YueOHass ayauTopusi IS TPOBEACHHS YYCOHBIX, MPAKTHUCCKUX 3aHATHM, IS
IPYNIOBBIX W WHAWBUAYAIbHBIX KOHCYJIbTAIlMH, JJISI CaMOCTOSITEIbHOM padOThI, IS
TEKYIIIET0 KOHTPOJIS M MPOMEKYTOYHON aTTeCTaIluu

Crost W CTya sl TpEroaaBaTelis, CTOJBl U CTYJbS JJIs OOydJaromuxcs, T0cCKa,
tpubyna, HoyTOyk ASUS KS50AF c BbixomoM B ceth MHTEpHET W  MIpOrpaMMHBIM
obecneuenueM: Microsoft Windows 7(Kontpakt Ne0327100004511000026-45788 ot
06.06.2011), LibreOffice(becrmaTtHoe\cBoO0HO pacmpocTpansiemoe), SHaexc bpaysep
(6ecrutatHOC\CBOOOIHO pacmpocTpansemoe); 3kpaH Projecta SlimScreen (180x180 cwm)
Matte WhiteS, Case Black Grey; mynpTumenuitneiii npoektop BenQ Projector MW663
(DLP , 3000 mromen, 13000:1, 1280x800, D-Sub, HDMI, RCA, S-Video, USB, T4V, 2




D/3D), KOMIUIEKT OJJEKTPOHHBIX cXeM «Buabl [enoBbIX JAOKYMEHTOB», 00pasiibl
JIOKYMEHTOB, y4€OHO-METOIMYECKHUI KOMIUIEKC «/leoBbie TOKYyMEHThD»

C nenbto obecrieueHrs BBIMOTHEHUSI OO0YYAIOIUMUCS TPAKTUYECKUX 3a/laHui Ha
MPAKTUYECKUX 3aHITHUSIX C HMCIOJIb30BAHMEM MEPCOHATBHBIX KOMIIBIOTEPOB, B Ipoliecce
U3YYCHUS] NUCHIUIUIMHBI HCIHONb3yeTCs KaOMHET WH(OPMALMOHHBLIX TEXHOJOTHH B
NPo(ecCHOHANBHOM AeATeJTbHOCTH Ne 26.

VYuebHasg aynutopus Mg TPOBEACHUS MPAKTUUECKUX 3aHSTUN, CaMOCTOSITEIbHOMN
paboThI, TEKYLIEr0 KOHTPOJIS

Cron m Kpeciao Ans TMpenojaBarens, CTOJIbI W Kpechna Uisi 00ydaroIuxcs,
nepcoHanbhbie kKoMibioTepsl ALTAWing B730MDi3-3225 monutopViewSonic— 13 .
C BBIXOJIOM B ceTh MHTEepHET U mporpamMmHbIM obecnieueHueM: MS Windows 7(moroBop
06-0512 ot 14.05.2012), Microsoft Office 2010(moroBop 14-0512 ot 25.05.2012),
Konctpykrop TectoB 3.1(moroBop 697994-M26 ot 01.12.2009), MoHTax XOJI0IUIBHO-
KoMripeccopHbix MamuH(gorosop 32 ot 05.07.2011), KOMITAC-3D(cy6iuiieH3n0HHbIN
goroop NeMII-19-00205 ot 07.05.2019), Sumekc bBpaysep(becmiataoe\cBOOOAHO
pacmpoctpansiemoe), Project Expert(morosop Tr000128238 ot 12.12.2016), 7
Zip(OecmatHoe\cBOOOTHO ~ pacmpoCTpaHsIeMoe),  MEePEHOCHOE  MYJIBTUMEIUIHOE
obopynoBanue (3xpan Projecta SlimScreen (180x180 cm) Matte WhiteS, Case Black Grey,
MyJIbTUMeIUHBIA TIpoekTop BenQ Projector MW663 (DLP , 3000 mromen, 13000:1,
1280x800, D-Sub, HDMI, RCA, S-Video, USB, I1/1Y, 2 D/3D)

Y4yeOHo-MeTOAUYECKOe  oOecmevyeHHe:  y4YEOHO-METOAUYECKUHA  KOMIUIEKC
JTUCHHUIUTAHBL  JlenoBble  JOKYMEHTBI, METOJUYECKHE YKa3aHus [0 OpraHu3aluu
CaMOCTOSITENIbHOM pabOThl CTYACHTOB MO JWCHUIUIMHE, METOAMYECKHE YyKa3aHUs IO
U3YYEHUIO TUCUUIUINHBI, yueOHOE MO0CcoOHe, MPAKTUKYM.

3.2 UudopmanmoHHoe odecnevyeHue 00yueHus
OcHoBHbIe ucTOYHUKH (ON):

OU-1. Anapeea, B.U. Jlenonpous3BoAcTBO: OpraHU3aius U BEJICHHUE : y4eOHO-
npaktuyeckoe nocooue / Anapeea B.MI. — Mocksa : KnoPyc, 2020. — 294 c. — ISBN
978-5-406-00580-4. — URL.: https://book.ru/book/934225 /— Tekcr : 37€KTPOHHBIA.

OU-2. llenosbie nokyMeHThl: yueb. noco0. / Coct. I'. H. IlandunoBa. — bpsHck:
bpsancknii 'AY, 2020. — 60 c.

OU-3. IlpakTukyM no AucHUIUIMHE [[enoBble JOKYMEHTBI: y4eOHO-METOUYECKOE
nocobue / Coct. I'. H. I[landunosa.- bpsauck: Muuypunckuii ¢puimman OI'bBOY BO
bpsauckunii 'AY, 2020. - 60 c.

JlonosiauTebHbIe HcTOUHMKH ([IN):

JU-1. Kysuernos, . H. [lenonpou3BoAacTBO [DJIEKTpOHHBINH pecypc] : ydeOHO-
cnpaBoyHoe mocodue / M. H. Ky3HenoB. — DneKTpoH. TEKCTOBbIE JaHHblEe. — M. :
Hamkos u K, 2017. — 460 ¢. — Pexxum goctyma: http://www.iprbookshop.ru/60399.html

JIN-2. Bapmyna, B.B. JlokymeHTalmOHHOE 0oOecricUeHUE YIIPABICHUS . YIeOHUK /
Bapmynn B.B. — Mocksa : FOctunus, 2020. — 271 ¢. — (CIIO). — ISBN 978-5-4365-
3439-8. — URL.: https://book.ru/book// — TekcT : 31eKTPOHHBIIA.

JIN-3 Cemxko, U. A. OcHOBBI Jieonpon3BoicTBa : yueOHoe rmocooue / M. A. Cemko,
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JI. A. AntyxoBa. — CrtaBponoisb : CekBoits, 2018. — 119 ¢. — ISBN 2227-8397. —
TekcT : AMeKTpoHHBIN // DnexkTpoHHO-OubMnoTeuHas cucrema IPR BOOKS : [caiit]. —
URL: http://www.iprbookshop.ru/92992.html /— Pexum npoctyma: ans aBTOPH3UP.
I10JIb30BaTENIEN

HNurepHer-pecypceni (U-P):

N-P 1. COM-Papers. info [Onekrponnblii pecypc]: cait // Pexum nocryma:
http://www.com-papers.info/.. - 3arnasue c 3kpaHa.

N-P 2. Ctwiib nokyMeHTa [DieKTpoHHBIN pecypc]: caiT // Pexum moctyna: http://
http://www.doc-style.ru/ - 3arnaBue ¢ sxpana.

H-P 3. IOK Standart. O0pa3mbl JIeM0BbIX JOKYMEHTOB [DJIEKTPOHHBIH pecypc]:
caiit // Pexxum mocrtyma: http://www.docstandard.com/ - 3arnaBwue ¢ 3kpaHa.

Hcnosb30BaHue aKTUBHBIX U HHTEPAKTUBHBIX (GOPM NPOBEICHUS 3aHATUI

B 1mensx peanmzanmuum  KOMIETEHTHOCTHOTO TOAXoAa, IS (OPMHUPOBAHUS U
pa3BUTHUS OOMMX M TPOQPECCHOHATBHBIX KOMIICTEHIIMM OOydJarolmuxcs, B Mpoliecce
W3YYEHUs TUCITUILIMHBI UCIIOJIB3YIOTCS CICAYIONINE aKTUBHBIC M MHTEPAKTHBHBIE (hOPMBI
MPOBEICHUA 3aHITUIA:

Ne | HaumenoBanue tembl/ | Ilpumensiembie Kparkas xapakrepucruka
n/n pasjaeJia AKTHBHbIC H
HHTEPAKTHUBHbIE
MeTO/Ibl

1 Tema 1.1 Ilonsitue o Ypok-ceMmunap OO6yuaronuecs OCyIIeCTBISIOT
JNOKyMEHTax U noJ100p MaTepuaa, COCTaBJISIOT
uHpopmaruu. [IpuzHaku Y 3aIMIIAI0T IPE3EHTALHUIO 110
Y CTPYKTypa JTIOKYMEHTa TEME

2 Tema 2.3 CripaBo4HO- NurepaktuHas | OOydaromuecs BHIMOIHSIIOT
UH(POpPMaILlMOHHbBIE urpa 3aJ1aHus 110 TEME, UCTIOJB3YS
JIOKYMEHTBI WHTEPAKTUBHYIO IOCKY

3 Tema 1.3 [IpoOnemMHbIit [lepen oOyyaromuMucs CTaBUTCS
dopmysip-obpaser, YPOK npobJiema, JiJisl perieHus
PEKBU3UTHI U OJTAHKH. KOTOpOH oOy4Jaroniuecs
TpebGoBanus k BOBJICKAIOTCS B TIOMCK
0(pOpMIIEHUIO PEKBU3UTOB CaMOCTOSTENIbHBIX OTBETOB Ha
OpraHU3alOHHO- MIOCTAaBJIEHHBIE BOITPOCHI.
pacnopsIuTEIbHBIX
JIOKYMEHTOB.

4 Tema 3.1 VYpok- OOyuaromuecs 3apaHee
JIOKyMEHTHUpPOBaHHE KOH(epeHUus MOJIYYarOT TEMBI JOKJIaJ0B U
TPYJOBBIX OTHOLLICHUM TOTOBSAT [0 HUM BBICTYIUICHUS
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4. KOHTPOJIb 1 OIEHKA PE3YJIBTATOB OCBOEHUA JUCIIUITJIMHbI

KoHTpons u oOlleHKa pe3yabTaToOB OCBOCHUS JUCHMIUIMHBI OCYIIECTBIISACTCS
mpenojaBaresieM B IPOIECCE IPOBEACHUS MMPAKTUUCCKUX 3aHATHM, 3aciHylIMBaHUS
COOOIIIeHNH, JOKJIAI0B, UTOTOBOTO TECTUPOBAHHUSA, a TAKKE BBIMOJHEHUS CTYJIECHTAMH
WHJMBUAYAJbHBIX 3aJIaHUM.

Pe3yabTaTbl 00y4yeHusi (0CBOCHHbIE
YMEHHUS, YCBOCHHbIC 3HAHUS)

@®opMbI 1 MeTOAbI KOHTPOJISI U OLI€HKH
pe3yJabTAaTOB 00y4eHUs

YMeHus: OkcrepTHast ~ OIleHKa  paboThl  Ha

- Ka4eCTBEHHO W OBICTPO 00padaThIBaTh | MPAKTHUECKUX 3aHATHSX, BBITOJIHEHUS

UHGOpMAIIMI0O M BbIpaXaTb €€ B BHUJE | CAMOCTOSATEIbHON pabOTHI.

JIOKYMEHTA,;

-MCTIONb30BaTh  (popmyssip-oOpaseny s | DKcrepTHash — OLEHKa  paboThl  Ha

oopMIIeHHS TOKYMEHTOB; MPAKTUYECKUX 3aHATUSX, BBINOJHEHUS
CaMOCTOSITEJIbHON paOOTBHI.

- oopmiATh OOIIMA OJTAaHK OpraHu3allud, | JKCIEpTHasT  OlEHKa  paboThl  Ha

UCTIONb30BaTh OJJaHKU JOKYMEHTOB; NPAKTUUECKUX 3aHATHSIX, BBINOJIHECHUS
CaMOCTOSITEJIbHON pabOTBHI.

- opopMIIATH OCHOBHBIE BUJBI | DOKCIIEpTHast ~ OLEHKa  paboThl  Ha

yIpPaBICHUYECKUX JOKYMEHTOB; MPAKTUYECKUX 3aHATUSX, BBIMOJHEHUS
CaMOCTOSITENIbHOM pabOTHl.

- BECTHU KypHa perucrpanuy, | DKcepTHass ~ OLEHKa  paboThl  Ha

o0OpalaTsIBaTh BXOJIAIIYIO | MPAKTUYECKUX 3aHATUSX, BBITOJHEHUS

KOPPECHOHJEHIIMIO, BECTH  KOHTPOJIb | CAMOCTOSTEIbHON pabOThI.

WCTIOJTHEHHSI IOKYMEHTOB;

- COCTaBJIATh M OGOPMIISATH OCHOBHBIC | DKCIIEpTHas  OIleHKa  paboThl  Ha

BUJBI KaJPOBBIX JTOKYMEHTOB, BHOCHUTH | IPAKTUUECKUX 3aHATHUSAX, BBIMOJIHEHUS

3aIlCH B TPYAOBYIO KHUXKKY. CaMOCTOSITENIbHOM pPabOTHI.

- BBbIIaBaTh CIPABKH, COCTABIIATh BHIMUCKU | DKCIepTHasT ~ OLEHKa  paboThl  Ha

U KOTIUU JOKYMEHTOB, 3aBEPSTh KOIUHY; MPAKTUYECKUX 3aHATUSX, BBITOTHEHUS
CaMOCTOSITEIIbHON paOOTHI.

3HaHuA: OKkcnepTHasi ~ OIICHKa, BBITIOJTHCHUE

- OCHOBHBIE TIOHATHUSI B 00JIACTH JIEJIOBBIX | JOKJIAJOB M COOOIICHHM, OTBETOB Ha

JTIOKYMEHTOB,; KOHTPOJIBHBIE BOIIPOCHI, TECTUPOBAHNE

- HOPMATHUBHYIO 0azy,
PErIaMeHTHPYIOIIYI0 TPOLECC CO3JaHHs
JTIOKYMEHTOB,;

DkcrepTHast OIICHKA, BBIIOJIHEHUE
JIOKJIAJ0B M COOOIIEHHWH, OTBETOB Ha
KOHTPOJIbHBIE BOITPOCHI, TECTUPOBAHUE

- FOPUJIUYECKYIO CUITY IOKYMEHTA;

DKcnepTHas OIICHKa, BBIIIOJIHEHHUE
JIOKJIAJI0B M COOOIIEHMH, OTBETOB Ha
KOHTPOJIbHBIC BOIIPOCHI, TECTUPOBAHHE

- dopmynsip-oOpaszer;  TOKyMEHTa,
Ha3HAYCHUE;

cro

DKcnepTHas OIIEHKA, BBITIOJIHEHUE
JIOKJIAJI0B M COOOIIEHHWH, OTBETOB Ha
KOHTPOJIBHBIE BOIIPOCHI, TECTUPOBAHNE

- MOACIIM ITIOCTPOCHUS JOKYMCHTOB,

9KCH€pTHa}I OILICHKA, BBITIOJTHCHHUC
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JIOKJIAOB M COOOIIEHHWH, OTBETOB Ha
KOHTPOJIbHBIE BOITPOCHI, TECTUPOBAHUE

- PEKBU3UTHI
BHUJIOB;

HJOKYMCHTOB PAa3JIMYHBIX

DKcrepTHas OILICHKA, BBIIIOJIHEHUE
JIIOKJIAOB M COOOIIEHHI, OTBETOB Ha
KOHTPOJIbHBIE BOIPOCHI, TECTUPOBAHUE

- YHUPUIIUPOBAHHBIE (HOPMBI TOKYMEHTOB;

DkcnepTHas OIICHKA, BBITTOJITHCHHE
JIOKJIAZIOB M COOOIICHMM, OTBETOB Ha
KOHTPOJIbHBIE BOIPOCHI, TECTUPOBAHUE

- MpaBuUjia COCTaBICHHUS U OQOpPMIICHUS
OpPraHU3allMOHHBIX,  PACIOPSIIUTEIbHBIX,
CHPaBOYHO-UH(POPMAIIMOHHBIX, KaIpOBBIX
JOKYMEHTOB;

DkcrnepTHas OIICHKA, BBIIIOJIHEHUE
JIIOKJIAOB M COOOIIEHHI, OTBETOB Ha
KOHTPOJIbHBIE BOIIPOCHI, TECTUPOBAHUE

- mnpaBwiaa W (HOpPMBI  JICIOBOM W
KOMMEPUYECKOH TEPEenucKu, CTPYKTYpy U
0COOCHHOCTH JICJIOBOI'O MMHUChMa;

SKCHepTHaH OLICHKA, BBIITOJIHCHHUC
JOKJIaJOB H COO6HICHI/H>'I, OTBCTOB Ha
KOHTPOJIBHBIC BOIIPOCHI, TCCTUPOBAHHC

- MMOTOKHU JTIOKYMEHTO000pOoTa
OpraHW3allMM W OPTaHW3alni0 PadOTHI ¢

DkcnepTHast OIICHKA, BBIIIOJTHCHUE
JIOKJIAZ0OB M COOOIIEHMUM, OTBETOB Ha

BXOIAIINUMU u ACXOISIINMH
JIOKYMEHTaMHU.

KOHTPOJIBHBIC BOIIPOCHI, TCCTUPOBAHHC

®opMBI U METOJIBI KOHTPOJISI M OICHKH pe3yJIbTaTOB OOYYCHHUS IPOBEPSIOT Yy
o0yJarmuxcsi HE TOJBKO OCBOCHHBIC YMEHHUS M YCBOCHHBIC 3HAHUA, HO U
c(hopMHUPOBAHHOCTH OOITUX M TMPO(PECCHOHATBEHBIX KOMITETCHITUI

Texnosorun ¢gopmupoBanusi 00UIUX KOMIIETEHIM I

Koa u conep:kanue o0mux
KOMIIEeTEeH Ui
OK 1. [Torumath CyuiHoCTb 1
COLMAJIbHYIO 3HAYMMOCTb CBOEH
Oynytieit mpodeccun, MPosIBIATh K

Texnonorun ¢gopmMupoBaHus 001IMX
KOMIIeTeHIUI (Ha Y4eOHbIX 3AaHATHAX)
[lonumanue 3HadyeHWs cBoed mpodeccuu B
(GbOopMUPOBAHUN TAPMOHUYHOTO, PKOHOMUYECKHU
IPOLBETAIOUIETO U MOJUTHYECKH CTaOMIBHOTO

HEU YyCTOMYMBBIA HHTEPEC rocynapctea.  JleMOHcTpauuss  yCTOWYHUBOTO
WHTEepeca K Oyaymien nmpodeccuun

OK 2. Opranun3oBbIBaTh CamocTosTenbHOE pelieHue 3a7a4 151

COOCTBEHHYIO JI€ATEIIbHOCTD, KOJUIEKTUBHBIN aHanu3 MOJIYYEHHBIX

BBIOMPATH TUIIOBBIE METOJIBI U pe3yNbTaTOB  Ha  3aHATUSIX  HA  9dTanax

CIOCOOBI BHITTOTHEHUS 3aKperIeHHs] U3y4Y€HHOT0 MaTepuania.

MpoQeCCUOHANIBHBIX 3a/ad, MoTuBupoBaHHO€ O0OCHOBaHME BbIOOpa U

OLICHUBATh UX 3(PPEKTUBHOCTD U
KaueCcTBO

MPUMEHEHUSI METOJ0OB M CIOCOOOB pelIeHUs
npodheCCUOHANIBHBIX 3aJlay MPU OCYIIECTBICHUU
poheCCHOHAIBHOW  JICSITEIPHOCTH. TOYHOCTB,
MPaBUILHOCTh M TIOJHOTAa  BBINOJHEHUS
npodecCHOHANBHBIX 3a7a4
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Koxa u conep:kanue o0mux
KOMIIeTeHIIuH

TexHosorun ¢gopmMupoBanust 00UIHX
KOMIIeTeHIUI (Ha Y4eOHbIX 3aHATHAX)

OK 3. [IpuHuMath peuieHus B
CTaHAAPTHBIX U HECTAHJAPTHBIX
CUTYyalsAX U HECTH 3a HUX

I[CMOHCTpaHI/IH CITOCOOHOCTH I[MPUHUMATDb
pPCICHUA B CTAHAAPTHBIX W HCCTAHIAAPTHBIX
CUTyalusaXx U HCCTH 3a HUX OTBCTCTBCHHOCTD IIPH

OTBETCTBEHHOCTD OCYILIECTBIICHUU npodeccruoHaIbHON
JIESITEIbHOCTH
OK 4. Ocy1ecTBIATh OUCK U OnepaTUBHOCTh IMOMCKA MW  HCIIOJIb30BaHUS
UCIOJIb30BaHNEe NHPOpMAIUH, HeoOXoauMon nH(popManuu sl Ka4eCTBEHHOTO
Heo0XoauMoM 1 3 (HEKTUBHOTO BBITIOJIHEHHUS po¢eCCHOHATBHBIX 3a1ad,
BBINOJIHEHUS MTPO(ecCrOHABHBIX po(heCCHOHATIBHOTO M JMYHOCTHOTO Pa3BUTHA.
3aj1a4, Ipo(heCCUOHATIBHOTO U [Mupora UCIIOJIb30BaHUS pa3IMYHbIX
JMYHOCTHOTO Pa3BUTHUS UCTOYHUKOB uHpopMaIu, BKJIIOUAst
HJIEKTPOHHbIE

OK 5. Ucnonp30Bath
MH(}OPMAIMOHHO-
KOMMYHHUKAIIMOHHBIEC TEXHOJIOTHUH B

Hcnonp30BaHue ceTd MHTEpPHET A 1moadopa
MaTepualoB, MCIOJIb3YEMbIX IPH THOJITOTOBKE
MIPOEKTOB, MPHU MPOBEJACHUH HCCIIEOBATENbCKON

PO eCCUOHATTLHOM JACSITCIIBHOCTH | ICSITCIIBHOCTH, TPH IOATOTOBKE JJIOMAITHETO
3aJ]aHUsA

OK 6. PaboTaTh B KOJDIEKTUBE U CoOmrofieHe  HOpPM  JIEJIOBOTO  OOIIEHUS U

KoMaHe, 3Q(HEKTUBHO OOIAThCA C | IGJIOBOM  3THKM  BO  B3aUMOJEHCTBUH  C

KOJIJIEraMH, PYKOBOJUTEIIEM U PYKOBOJICTBOM, KOJIJIETaMH W COIUAJIbHBIMH

MOTPEOUTEIISIMU naptHepaMu. O(PGEKTUBHOCTh  OpraHU3alUH

KOJUIGKTUBHON paboThl B MpodecCHOoHaTBbHON
JIESATETLHOCTH

OK 7. bpatb Ha cebs
OTBETCTBEHHOCTH 32 pabOTy UJIECHOB
KOMaH/Ibl (ITOYNHEHHBIX ),
pe3yJbTaThl BBITIOJIHEHUS 3aJaHu

OTBETCTBEHHOCTh 3a PE3YJbTaThl BBITOJIHEHUS
3ajanuid. CrHocoOHOCTh K caMoOaHaliu3y W
KOPPEKIIUS PE3yIbTaTOB COOCTBEHHOU PadOThI

OK 8. CamocTtosTensHO
OMpeeIIATh 3aa9u
poeCCHOHATILHOTO U
JUYHOCTHOTO Pa3BUTHS,

CnocoOHOCTh K OpraHU3alMi U [JIAHUPOBAHUIO
CaMOCTOSITEJIbHBIX ~ 3aHSATUM TIpU  HU3YUYCHUU
JIMCLIUTLIMHEL. TectupoBaHue C LICJIbIO
CaMOKOHTpPOJISI Ha JTamax NPOBEPKH KadyecTBa

3aHUMATHCS M3YyYEHHOIO  MaTepuajla M 3aKpeIuieHus
camMmo00pa3oBaHrEM, OCO3HAHHO M3YyYEHHOIO  Marepuaa. CaMOKOHTpOJIb
IJIAHUPOBATH MTOBBIIICHUE pe3ynbTara  BBINOJIHEHUS  MHAUBUAYAJIBHOTO
KBaJIU(DUKAITHH 3aJaHus

OK 9. OpueHTHpOBaTHCS B IIposiBneHne  ycTroMuuMBOro  HMHTEpeca K

YCIIOBUAX YaCTOW CMEHBI
TEXHOJIOTUH B
npodeccuoHaIbHON

e TEIIbHOCTU

WHHOBAIlMAM B 00macTy mpodecCHOoHATEHON
nestenbHOCTH. OTCICKMBAHWE W3MCHCHUN B
obmactu  npodeccCuoHaIbHON  JEATETbHOCTH.
YMeHre aHaTM3UPOBaTh CBOW YPOBCHB BIIAJACHUS
TEXHOJIOTHSIMHU
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TexHosiorun (popMupoBaHUS NPOPECCHOHATIBHBIX KOMIIETEHIMI

Pe3yabTaTrnl 00yueHns (0CBOEHHbIE
yMeHMsl, YCBO€HHbIE 3HAHMSI)

Conep:xkanue yueOHOro
MaTtepuaja

DopMBbI U
MeTOAbI
KOHTPOJISI H
OLICHKH
pe3yJibTaTOB
o0yueHust

IIK 1.1. OcymecTBJATH 00CTY:;KMBaAHHE M IKCILIYaTALMIO X0JI0AHIbHOIO
o0opynoBanus (110 OTpPACIAsIM).

YMeHus
- KauyeCTBEHHO u OBICTPO
00pabaTbIBaTh uHbOpMaIIIO U

BBIPAXKATh €€ B BUJIC JOKYMEHTA;
-MCI0JIb30BaTh dbopmysip-oOpazerr
U1t oOpMIICHUS TOKYMEHTOB;

- oOpMIIITH oO1miA OJ1aHK
OpraHu3alliy, HCIOJIb30BaTh OJIAHKU
JIOKyMEHTOB;

- 0hOpMJISITH  OCHOBHBIE  BHJIbI
yIPaBJICHUYECKUX JOKYMEHTOB.
3Hanus

- OCHOBHBIC TIOHATHS B 00OJacTH
JIETIOBBIX IOKYMCHTOB;

- HOPMATHUBHYIO 0a3sy,
periaMeHTUPYIOIIYIO porecc

CO3/1aHU JIOKYMEHTOB;
- FOPUJIMYECKYIO CHUJTY JOKYMEHTA;

- opmymsp-oOpaser; 10KyMeHTa, €ro
Ha3HAYCHUE;

- MOJIEJIA MTOCTPOCHUS JJOKYMEHTOB;

- PEKBUBUTHI JJOKYMEHTOB Pa3IMYHBIX
BHJIOB;

. YHU(ULIUPOBAHHBIE bopmbl
JIOKYMEHTOB;

- MpaBUJIa COCTaBJIEHUS U OPOPMIICHUS
OpraHU3aAIMOHHBIX,
pacnopsIuTENbHBIX, CIIPaBOYHO-
UH(POPMAIIMOHHBIX, KaJIpOBBIX
JOKYMEHTOB.

IIpakTnyeckue padoTbl
CocraBnenue oOmiero OnaHka

OpraHu3alnH.
CocraBnenue JOJKHOCTHOM
WHCTPYKIIHH.

CocraBnenue CITyKEOHOM,

JNOKJIaZHOHM MW OOBSCHHUTEIHHOU
3aITUCOK.
CocTaBiicHHE aKTa.
CocraBieHue
COBCIIIaHMSA.
Tembl
dopmynsap-o0pasell, PEeKBU3UTHI
u Onanku. TpebGoBaHus K
odopmieHuto pekBu3zuToB OP/I.
OpraHu3aimoHHbIC TOKYMEHTHI.
CnpaBo4HO-UH(POPMAITHOHHBIC
JIOKYMEHTHI.

IIPOTOKOJIA

DKcrepTHas
OLICHKA
pE3yJIbTaTOB
JEsITeIbHOCTU
CTYJIEHTOB
npu
BBITIOJTHEHUH
Y 3aIUTe
MPAKTHIECKH
X pador,
BBITIOJTHEHUH
JOMaITHUX
3aJIaHUM,
TECTUPOBAHU
U, YCTHBIX
OIIPOCOB H
JIPYTUX BHUJIOB
TEKYLLETrO
KOHTPOJIS

IIK 1.2. O0HapykuBaTh HEHUCIPABHYI0 PadoTy X0J0JMJIBHOIO 000PYAOBAHUS M

NPUHUMATH MePbI JAJIl YCTPAHEHUS U

npeaynpexaeHus 0TKa30B U aBapHii.

Ymenus

- Ka4C€CTBCHHO n 6BICTp0

IIpakTHyeckune padoThI
CocraBienue oOmiero OJiaHka

DKcnepTHas
OIICHKA
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00pabaTbIBaTh uHpopMaIuio U
BBIp2XXaTh €€ B BUJIE JIOKYMEHTA,
-MCIOJIb30BaTh bopmysap-o6pazert

U1t 0OPMIICHHS TOKYMEHTOB;

- oOpMIIITH o0t OJ1aHK
OpraHu3aliH, WCIOJb30BaTh OJaHKU
JIOKyMEHTOB;

- ohopMIsATE  OCHOBHBIC  BHJIBI
yIPaBICHYCCKUX JOKYMEHTOB.
3HaHus

- OCHOBHBIC TIOHATHS B 00OJlacTH
JIETIOBBIX IOKYMEHTOB;

- HOPMATHUBHYIO 0azy,
peTIIaMEeHTHPYOTITY IO poLECC

CO3/1aHU JIOKYMEHTOB;
- IOPUJIMYECKYIO CHUJTY JOKYMEHTA;

- (opmymsp-oOpaser; T0KyMeHTa, €ro
Ha3HAYCHUE;

- MOJIEJI MTOCTPOCHUS JJOKYMEHTOB;

- PEKBU3UTHI JJOKYMEHTOB Pa3IMYHBIX
BHJIOB;

OpraHu3alMH.

CocraBnenue JOJIKHOCTHOM
UHCTPYKITUH.

CocraBnenue CITYKEOHOM,

NOKJIAOHOU M OOBSICHUTEIHLHOU
3aIHCOK.
CocraBiicHHE aKTa.
CocraBneHue
COBCIILIAHMS.
Tembl
dopmynap-o0pasel, PEeKBUUTHI
n Omanku. TpeOoBaHua K
odopmieHuto pekBu3zuToB OP/I.
OpraHu3almoHHbIC TOKYMEHTHI.
CnpaBo4HO-UH(POPMAITUOHHBIC
JIOKYMEHTHI.

IIPOTOKOJIA

pEe3yJIbTaTOB
IeSITEIbHOCTH
CTYJICHTOB
pu
BBITTOJIHCHU U
1 3allUTe
MPaAKTUYECKU
X pabor,
BBIIIOJTHCHUHN
JTOMAIITHUX
3aJIaHuH,
TECTUPOBAHU
1, YCTHBIX
OIIPOCOB U
JPYyTUX BUJIOB
TEKYIIETro
KOHTPOJIS

IIK 1.3. AHaIM3HUPOBATH U OLICHUBATH PeKUMbI Pa00THI X0JI0AUIBHOT0
0o0opynoBaHmusl.

- YHU(ULIHUPOBAHHBIE bopmbl
JIOKYMEHTOB;

- paBUJIa COCTaBJICHUS U OPOPMIICHUS
OpraHU3aLMOHHBIX,
pacnopsIIUTENbHBIX, CIIPaBOYHO-
UH(POPMAIIMOHHBIX, KaJpOBBIX
JIOKYMEHTOB.

Ymeunust

- Ka4yeCTBEHHO u OBICTPO
00pabaTbIBaTh uH(popMaIuIo u

BBIPQKATh €€ B BUJIC JOKYMCHTA,;
-MCIOJIb30BaTh bopmysap-obpazert
U1t OpOpMIICHUS TOKYMEHTOB;

- 0(OpMIISITH oO1miA OJTaHK
OpraHM3alliM, HCIIOJIb30BaTh OJIAHKU
JIOKyMEHTOB;

- 0hOpMJIATH  OCHOBHBIC  BHJIBI
yIPABJICHUYECKUX JOKYMEHTOB.
3nanus

- OCHOBHBIC TIIOHATHS B 00JacCTH
JIEIIOBBIX JIOKYMCHTOB;

- HOPMAaTHBHYIO 0a3sy,
pErIAMEHTHPYIOITYIO porecc

IIpakTnyeckune padoTbl
CocraBnenue oOmero OjaHka

OpraHu3aluu.

CocraBiienue JOJKHOCTHOM
UHCTPYKIIUH.

CocraBnenue CITy>K€OHOM,

JOKIQJIHOW U OOBSCHUTEIHHOU
3aIUCOK.
CocraBieHue akTa.
CocraBnenue
COBEILIAHMUSI.
Tembl
dopMysip-oOpasel], peKBU3UTHI
u Omanku. TpebGoBaHus K
odopmieHuto pekBusutoB OP/I.
OpraHu3alMoHHbIE TOKYMEHTHI.

MPOTOKOJIA

DKcrepTHas
OLICHKA
pE3yNbTATOB
NS TENbHOCTU
CTYJIEHTOB
npu
BBITIOJTHEHUH
Y 3aIUTe
MPAKTUYECKH
X pabor,
BBITIOJTHEHUH
JOMAILTHAX
3aJaHMH,
TECTUPOBAHU
U, YCTHBIX
OMPOCOB U
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CO3JaHuA JOKYMCHTOB,

CnpaBoyHO-UH(POPMAITUOHHBIE

JPYTUX BUJIOB

- FOPUJIUYECKYIO CUITY IOKYMEHTA; JIOKYMEHTBHI. TEKYLIETro
- (opmynsap-oOpazen; JOKyMEHTa, €ro KOHTPOJIS
HA3HAYCHUE;
- MOJIEJIM TIOCTPOEHUS TOKYMEHTOB;
- PEKBU3HUTHI JJOKYMEHTOB Pa3IUYHBIX
BU/IOB;
- YHU(PHUIITPOBAHHBIE dbopMbI
JIOKYMEHTOB;
- IpaBUJIa COCTABJICHUS U OPOPMIICHUS
OpraHU3alUOHHBIX,
pacropsiIuTEIbHbIX, CIIPAaBOYHO-
UH(OPMAITMOHHBIX, KaJIPOBBIX
JIOKYMEHTOB.

IIK 1.4. IIpoBoauTs padoThl 10 HACTPOIIKE U PEryJIMPOBAHUI0 PA0OTHI CHCTEM

aBTOMATH3AIlUM XO0JIOANJIBHOT0 000PYA0BAHMS.

Ymenus IIpakTnyeckue padoTbl DKcrepTHas
- Ka4yeCTBEHHO u owicTpo | CocTtaBienne oOImero OjgaHKa | OIeHKa
00pabaTheIBaTh nHGOPMALIHIO Y | OpraHu3alui. pEe3yJIbTAaTOB
BBIpaXKaTh €€ B BUJE JJOKYMEHTA; CocraBienue JIOJKHOCTHOM | IEATEIIbHOCTH
-UCI0JIb30BaTh dbopmyIsip-o6paszel] | HHCTPYKITUH. CTYJICHTOB
1151 0OPMIICHUS JOKYMEHTOB; CocraBnenue CILy’K€OHOTO | IpU
- oOopMIISITh o0t 0JIaHK | TUChbMa BBITNIOJIHEHUH
opraHu3aliu, HCHojib3oBaTh OnaHku | CocTaBlieHUE CITYeOHOM, | ¥ 3aIIuTe
JIOKYMEHTOB; JOKJIAJHOW U OOBSICHUTEIHHOU | MPAKTUYECKH
- oopMIsATE  OCHOBHBIE  BUJBI | 3AITHCOK. X pabor,
YIPaBIECHYECKUX TOKYMEHTOB. CocraBrieHue akra. BBITIOJITHCHUH
3HaHus Tembl JOMAIITHUX
- OCHOBHBICE TIOHATHS B oOnactu | Dopmyrsp-oOpaser, PEKBU3UTHI | 3aJIaHU,
JIEJIOBBIX IOKYMEHTOB; u Omanku. TpeOoBaHUs K | TECTUPOBAHU
- HOPMAaTUBHYIO 0a3y, | opopmiieruto pekBu3uToB OPJ[. | 1, ycTHBIX
periaMeHTUPYIOUTY IO nporiecc | OpraHu3aluOHHbIE TOKYMEHTHI. | OMPOCOB U
CO3JIaHUSI IOKYMEHTOB; CnpaBo4HO-UH(POPMAITMOHHBIE | IPYTUX BUIOB
- FOPUAUYECKYIO CHITY TOKYMEHTA, JIOKYMEHTHI. TEKYIIEeTo
- (opmymsip-oOpaser; 10KyMeHTa, €ro KOHTPOJIS

Ha3HA4YCHUE;

- MOJIEJI MTOCTPOCHUS JJOKYMEHTOB;

- PEKBU3HUTHI JOKYMEHTOB Pa3IUYHBIX
BUJIOB;

- YHU(DUIIUPOBAHHBIC dbopmbl
JIOKyMEHTOB;

- paBWJIa COCTaBJICHUS U 0(OPMIICHUS
OpraHU3aIMOHHBIX,
paciopsANTEIbHBIX, CIIPaBOYHO-
WHGOPMAITMOHHBIX, KaJpOBBIX

JOKYMCHTOB,
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- mpaBuia U (QOpMBI JENOBOM U
KOMMeEpYECKO NEPENCKH,
CTPYKTYPY UM OCOOEHHOCTH JE€JIOBOIO
UChMa.

IIK 2.1. YuacTBOBaTh B OPraHU3allMi M BBINOJHATH Pa00ThI 0 MOATOTOBKE K
PEMOHTY U MCNIBITAHUSAM XO0JIOANJIBLHOT0 000PY/10BaHHUS.

YMeHus
- Ka4eCTBEHHO u OBICTPO
00pabaThIBaTh nH(bOpMaIio "

BBIPQKATH €€ B BUJIC JOKYMEHTA,;
-MCIIOJIb30BaTh bopmysap-o6pasert

1151 0hOPMIICHUS JOKYMEHTOB;

- 0OpMIIITH oOmuiA OJ1aHK
OpraHM3alliM, HCIIOJIb30BaTh OJIAHKU
JIOKYMEHTOB;

- 0hOpMIISATE  OCHOBHBIC  BHJIBI
yIPaBJICHUYCCKUX JOKYMEHTOB.
3Hanus

- OCHOBHBIC TIIOHATHS B 00JacTH
JIETIOBBIX JIOKYMEHTOB;

- HOPMAaTHBHYIO 0a3zy,
PETIaAMEHTHPYIOITY IO nporecc

CO3/IaHUsI TIOKYMEHTOB;
- FOPUJIMYECKYIO CHUJTY JOKYMEHTA;

- opmymnsp-obpaser; T0KyMeHTa, €ro
Ha3HAYCHUE;

- MOJICJIU TIOCTPOCHUS JOKYMEHTOB;

- PEKBU3UTHI JOKYMEHTOB Pa3IMYHBIX
BUJIOB;

- YHU(ULIHUPOBAHHBIE dbopmbl
JIOKYMEHTOB;

- MpaBUJIa COCTaBJIEHUS U OPOPMIICHUS
OpraHU3aLMOHHBIX,
pacnopsiIUTENbHBIX, CIIPaBOYHO-
UH(OPMAIMOHHBIX, KaJpOBBIX
JIOKYMEHTOB;

- mpaBwia W (QOpMBI ACIOBON U

KOMMEPUYECKOU MEPEIUCKH,
CTPYKTYpy U OCOOEHHOCTH JAEIOBOTO
NMChMa.

IIpakTnyeckue padoTbl

CocraBieHue o0miero OJranka
OpraHU3aIHH.

CocraBneHue JIOJDKHOCTHOM
UHCTPYKITUH.

CocraBieHue CITy’>KE€OHOTO
MICHEMa

CocraBieHue CITYKCOHOM,

JOKJIaJIHOW U OOBSICHUTEIHHOU
3aIUCOK.

CocraBiieHUE aKTa.

Tembl

dopmynsap-o0pasell, PEeKBU3UTHI
nu Omanku. TpeOoBaHua K
odopmiieHuto pekBu3zutoB OP/I.
OpraHu3aiioHHbIC TOKYMEHTHI.
CnpaBoyHO-UH(POPMALITUOHHBIE
JIOKYMEHTBL.

DKcnepTHas
OLIeHKA
pE3yNbTaToB
AeSITeIbHOCTU
CTYJICHTOB
npu
BBITIOJTHEHUH
U 3aIIUTe
PAKTUYECKH
X pabor,
BBITIOJTHEHUH
JOMaITHUX
3aJIaHUMH,
TECTUPOBAHU
U, YCTHBIX
OTIPOCOB U
JIPYTUX BHUJIOB
TEKYIIETo
KOHTPOJIS

IIK 2.2. Y4yacTBOBaTh B OPraHU3alMU U BBINOJIHATH PA00THI 10 PEMOHTY
X0JIOAUJIBHOT0 000PY10BAHHUSA C UCIIOJIH30BAHNEM PA3JIMYHBIX PUCIOCOOIEHUIH 1
HHCTPYMEHTOB.

YMeHusn
- KauyeCTBEHHO u OBICTPO
00pabaThIBaTh uH}opMaIuio U

IIpakTHyeckune padoThI
CocraBienue oOmiero OJiaHka
OpraHU3aI}H.

DKcnepTHas
OLICHKA
pE3yNbTATOB
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BbIpaXaThb €€ B BUJAC NOKYMCHTA,

-MCI0JIb30BaTh dbopmysap-o6pazert
U1 0OPMIICHHSI TOKYMEHTOB,;

- oOopMIIITH o0t OJ1aHK
OpraHM3aIli¥, WCIOJIh30BaTh OJIAHKH
JIOKyMEHTOB;

- ohopMIsATE  OCHOBHBIC  BHJBI
yIPABJICHUYECKUX JOKYMEHTOB.
3HaHus

- OCHOBHBIC TIOHATHS B 00OJlacTu
JIETIOBBIX IOKYMEHTOB;

- HOPMAaTHBHYIO 0asy,
periaMeHTUPYIOITYIO poLECC

CO3/1aHUA JIOKYMEHTOB;
- IOPUJIMYECKYIO CHUITY JOKYMEHTA;

- (opmymsp-oOpaser; 10KyMeHTa, €ro
Ha3HAYCHUE;

- MOJICJIU TIOCTPOEHUS JOKYMEHTOB;

- PEKBU3UTHI JJOKYMEHTOB Pa3IMYHBIX
BHJIOB;

- YHU(ULIHUPOBAHHBIE bopmbl
JIOKYMEHTOB;

- IpaBUJIa COCTABJIEHUS U O(POPMIICHUS
OpraHU3alLMOHHBIX,
pacnopsiIUTENbHBIX, CIIPaBOYHO-
UH(POPMAIIMOHHBIX, KaJpOBBIX
JOKYMEHTOB;

- mpaBwia U (POpMBI JCNIOBON U

KOMMEpPUYECKOH MEPETUCKH,
CTPYKTYPY U OCOOEHHOCTH JE€JIOBOTO
MHUChMa.

CocraBnenue JOJIKHOCTHOM
UHCTPYKIIUH.

CocraBnenue CIIy’K€OHOTO
nUuchMa

CocraBnenue CITyKEOHOM,

JTOKJIATHON U OOBACHUTEIHHOMN
3aIMMCOK.

CocraBieHue aKkTa.

Tembl

dopmynap-o0pasel, PEeKBU3UTHI
nu Omanku. TpeOoBaHua K
odpopmaenuto pekpuzntoB OP/I.
OpranuzaiuoHHbIEe JOKYMEHTHI.
CnpaBoyHO-UH(POPMAITUOHHBIE
JIOKYMEHTBHI.

eI TEIbHOCTH
CTYJICHTOB
pu
BBITTOJIHCHU N
1 3alUTe
MPAKTUYECKU
X pabor,
BBIIIOJTHCHUHN
JTOMAIITHUX
3aJIaHuH,
TECTUPOBAHU
U, YCTHBIX
OIIPOCOB U
JIPYyTUX BUJOB
TEKYIIETo
KOHTPOJIS

IIK 2.3. Y4yacTBOBaTH B OPraHU3allM4 U BHINOJHATH PA3JIMYHbIe BUAbI
HCNBITAHUN X0JO0AWIBHOT0 000PY10BAHMS.

YMenust

. KA4E€CTBEHHO 151 OBICTPO
00pabaThIBaTh uHbOpMAITHIO U
BBIPAKATh €€ B BUJIC JOKYMEHTA,;
-HCTIOJIb30BATh dbopmymsip-o6pazerr
JUTst OOpMIICHHS TOKYMEHTOB;

- 0(OpMIISITH oOIHiA OJTaHK
OpraHu3alM, WCIOJb30BaTh OJaHKU
JIOKyMEHTOB;

- 0hOpMIISITH  OCHOBHBIC  BHJIbI

yIpaBIeHYECKUX JTOKYMEHTOB.
3Hanusg

- OCHOBHBICE TIOHATHS B 00JIacTH

IIpakTnyeckune padoTbl

CocraBieHue ooOmero OyaHka
OpraHU3aIl}H.

CocraBneHnue JIOJDKHOCTHOM
UHCTPYKITUH.

CocraBnenue CITy>K€0HOTO
AChMa

CocraBnenue CITy>K€OHOM,

MOKJIagHOM U OOBSCHHUTEIHHOU
3aIHCOK.

CocTaBiieHHE aKTa.

Tembl

dopmysisap-o0pazerl, PEeKBU3UTHI

DKcrepTHas
OIICHKA
pEe3yIbTaTOB
NEATEeNbHOCTU
CTYJI€HTOB
npu
BBITIOJTHEHUH
U 3aluTe
MPAKTUYECKU
X pador,
BBIITOJTHEHUH
JOMaIIHUX
3aJaHuH,
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JETOBBIX TOKYMEHTOB;
- HOPMAaTHBHYFO
pETJIaMeHTUPYIOIITYIO
CO3JIaHUsI IOKYMEHTOB;

- JOPUIMYECKYIO CHITY JIOKYMEHTA;

- (dopmynsap-oOpaser] JOKyMEHTa, €ro
Ha3HAYCHUE,

- MOJIEJIH TIOCTPOCHHS JOKYMEHTOB;

- PEKBU3HUTHI JIOKYMEHTOB pa3IHYHBIX
BUJIOB;

0azy,
TIPOIIECC

- YHU(PHUIIUPOBAHHBIE dbopMbI
JTIOKYMEHTOB;

- IpaBUJIa COCTABJICHUS U OPOPMIICHHUS
OpraHMU3alMOHHBIX,
paclopsiAUTEIbHBIX, CIPaBOYHO-
UH(POPMAIIMOHHBIX, KaJpOBBIX
JIOKYMEHTOB;

- mnpaBuiga U (OpMBI JEIOBOM H

KOMMEPUYECKOU IIEPEIUCKH,
CTPYKTYpY U OCOOCHHOCTH [I€JI0BOTO
UChMa.

u Omanku. TpebGoBaHus K
odopmieHuto pekBu3zuToB OP/I.
OpraHu3alMoHHbIE TOKYMEHTHI.
CnpaBoyHO-UH(POPMAITUOHHBIE
JTOKYMEHTBL.

TECTUPOBAHU
1, YCTHBIX
OTIPOCOB U
JPYTUX BUJIOB
TEKYIIEeTo
KOHTPOJIS

IIK 3.1. YyacTue B IVIAHUPOBAHUM PA0OTHI CTPYKTYPHOI'0 OAPA3ACJICHHUS s
peajM3auiy NPOU3BOACTBEHHOM 1eATEeJIbHOCTH.

YMeHus

- Kaue€CTBEHHO u OBICTPO
00pabaTbIBaTh uHbOpMaIIIO U
BBIp2XXaTh €€ B BHJIC JIOKYMCHTA,
-HCTIOJB30BATh bopmysip-oOpazerr
U1t oOpMITEHUS TOKYMEHTOB;

- oOopMIISITh o0t OJ1aHK
OpraHu3alliy, HCIMOJIb30BaTh OJIAHKU
JIOKyMEHTOB;

- 0hOopMJISTH  OCHOBHBIE  BHJIbI

YIPABJICHUYECKUX JTOKYMEHTOB,

- COCTaBJIATh M OOPMIIATH OCHOBHBIC
BU/JIbI KaJIPOBBIX IOKYMEHTOB, BHOCHUTD
3aMuCH B TPYAOBYIO KHUXKKY;

- BECTHM KypHaJl  pErucTpalluu,
00pabaTpIBaTh BXOJSTY IO
KOPPECIOHACHIINIO, BECTH KOHTPOJIb
UCITOJTHEHHUS JIOKYMEHTOB,;
- BBIJIaBaTh CIIPaBKH,
BBIINCKA W KOIIMU
3aBEPATH KOIHUHU.

3Hanus

- OCHOBHBIE

COCTaBJISITh
JIOKYMEHTOB,

IIOHATHS B 00JacTH

IIpakTnueckne padoTbI

CocraBnenue TIpaBUII
BHYTPEHHETO TPYIOBOTO
pacropsiaka.

CocraBieHue  CTPYKTypbl H
IITATHOM YHUCJICHHOCTH,
IITATHOTO PacIyCaHMUs.
CocraBnenue nmpuKaza 1o
OpraHu3aluu.

CocraBnenue nmpukKaza 1o
JUYHOMY COCTaBY

CocraBinenue  3asBICHUM O

npueMe Ha padoTy, YBOJIbHEHUH,
PEIOCTABIECHUH OTITYCKA.
BHecenue 3anmceir B TpyIOBYIO
KHMKKY Ha OCHOBaHUH MPHUKa3a.
3anoJHeHue KypHaJla BXOAAIIEN
U UCXOJSIIEN TOKYMEHTALNH.

Beijaua cnpaBok W KONMH
JIOKYMEHTOB.
Tembl

dopmynsip-odpasell, PEKBU3HUTHI
u Omanku. TpebGoBaHus K

DKcrepTHas
OIICHKA
pPE3yNIbTaTOB
TEeSITETbHOCTU
CTYJICHTOB
npu
BBITIOJTHCHUH
1 3aIUTe
MIPaKTUYECKH
X padorT,
BBITIOJTHCHHH
JOMAIITHAX
3aJaHuH,
TECTUPOBAHU
Y, YCTHBIX
OTIPOCOB U
JIPYTUX BHUJIOB
TEKYIIETro
KOHTPOJIS
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JETOBBIX TOKYMEHTOB;
- HOPMAaTHBHYIO
pETJIaMeHTUPYIOIITYIO
CO3JIaHUsI IOKYMEHTOB;

- JOPUIMYECKYIO CHITY JIOKYMEHTA;

- (dopmynsap-oOpaser] JOKyMEHTa, €ro
Ha3HAYCHUE,

- MOJIEJIH TIOCTPOCHHS JOKYMEHTOB;

- PEKBU3HTHI IOKYMEHTOB Pa3IHMYHBIX
BUJIOB;

0azy,
TIPOIIECC

- YHU(PHUIIUPOBAHHBIE dbopMbI
JTOKYMEHTOB;

- IpaBHJIa COCTABIICHUS U O(POPMIICHUS
OpraHU3allMOHHBIX,
pacropsIuTeIbHbBIX, CIPaBOYHO-
UH(POPMAIMOHHBIX, KaJpOBBIX
JTOKYMEHTOB;

- MOTOKH JIOKyMEHTO000pOTa

OpraHu3alliid U OpPraHU3alMI0 PadOThHI
C  BXOMAIIMMUM W  HCXOJALIUMU
JIOKYMEHTAMMU.

odopmieHuto pekBu3zuToB OP/I.
OpraHu3alMoHHbIE TOKYMEHTHI
PacnopsinurenbHble TOKYMEHTBI
JIOKYyMEHTHPOBAHUE  TPYIOBBIX
OTHOLICHUM.

[loHsiTHE JOKYMEHTOOOOPOT.

IIK 3.2. YyacTue B pyKOBOJACTBE Pad0TOil CTPYKTYPHOI0 MOAPAa3AeJIeHUs IJIsl
peaju3auy NPOU3BOJACTBEHHOI /1eATeJIbHOCTH.

YMeHus
- Kaue€CTBEHHO u OBICTPO
00pabaTbIBaTh uHbOpMaITIIO U

BBIPQKATh €€ B BUJIC JJOKYMCHTA,;
-MCII0JIH30BaTh bopmysap-oopasern

1151 0hOpMIIEHUST TOKYMEHTOB;

- 0OpMIISITh oOmmumiA OJ1aHK
OpraHu3alliy, HCIOJIb30BaTh OJIAHKU
JIOKyMEHTOB;

- 0hOpMIISITH  OCHOBHBIC  BHJIbI

YIPABJICHUYECKUX JTOKYMEHTOB,

- COCTaBJISITh M ODOPMIISITH OCHOBHBIC
BU/JIBI KaJIPOBBIX IOKYMEHTOB, BHOCUTD
3aMuCH B TPYAOBYIO KHUXKKY;

- BECTHM KypHaJl  pErucTpalluu,
00pabarTpIBaTh BXOJISIITYIO
KOPPECIOHACHIINIO, BECTH KOHTPOJIb
WCIIOJTHCHUSI IOKYMEHTOB;
- BBIJAaBaTh CIIPAaBKH,
BBIIIUCKHU M KOIIMU
3aBEPATH KOIHUHU.

3Hanus

COCTaBJIAITh
JAOKYMCHTOB,

IIpakTnueckne padoTbl

CocraBnenue TIpaBUII
BHYTPEHHETO TPYIOBOTO
pacropsiaka.

CocraBineHue  CTPYKTypbl H
IITaTHOMN YHUCJICHHOCTH,
IITATHOTO PacIyCaHMUs.
CocraBnenue npuKaza 1o
OpraHu3aluu.

CocraBnenue npukKaza 1o
JUYHOMY COCTaBY

CocraBieHue  3asBICHUN O

npuemMe Ha paboTy, YBOJbHCHUH,
MIPEIOCTABIEHNUN OTITYCKA.
BHecenue 3anuceil B TpyIOBYIO
KHWKKY HA OCHOBaHUU IPHUKA3a.
3anoJIHeHUE KypHaja BXOIAIIEH
Y UCXOJAIIEN JOKYMEHTALNH.

Brigaua cnpaBok W Konuu
JOKYMEHTOB.
Tembl

dopMysip-o0pasel], peKBU3HUTHI

DKcrepTHas
OIICHKA
pE3yNIbTaTOB
JEeSTEHbHOCTU
CTYJICHTOB
npu
BBITIOJTHCHUH
1 3aIUTe
MPaKTUYECKH
X padorT,
BBITIOJTHCHHH
JIOMAIITHAX
3aJaHuH,
TECTUPOBAHU
Y, YCTHBIX
OTIPOCOB U
JIPYTUX BHUJIOB
TEKYIIETro
KOHTPOJIS
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- OCHOBHBIE TIOHSATHS B 00OJacTu
JIEIOBbIX IOKYMEHTOB;

- HOPMATHBHYIO 0azy,
periaMeHTUPYIONIY IO npoiecc

CO3JIaHUsI JIOKYMEHTOB;
- JOPUIMYECKYIO CHITY JTIOKYMEHTA;

- (opmynsap-oOpaser] JOKYMEHTa, €ro
Ha3HAYCHUE,

- MOJIEJIH TIOCTPOCHHS JOKYMEHTOB;

- PEKBU3HTHI TOKYMEHTOB pa3IHMYHBIX
BUJIOB;

- YHU(PHUIIMPOBAHHBIE dbopMbI
JIOKYMEHTOB;

- IpaBUJIa COCTABJICHUS U OPOPMIICHHUS
OpraHMU3alMOHHBIX,
pacnopsAUTENbHBIX, CIPaBOYHO-
UH(POPMAILIMOHHBIX, KaJpOBBIX
JIOKYMEHTOB;

- MMOTOKU JTIOKYMEHTO000pOTa

OpraHu3alliid U OpPraHU3aIMUI0 PadOThHI
C  BXOMAIIMMM W  HUCXOJAILIUMU
JIOKYMEHTAMMU.

u Omanku. TpebGoBaHus K
odopmieHuto pekBu3zuToB OP/I.
OpraHu3almoHHbIE TOKYMEHTHI
PacnopsinutenbHble TOKYMEHTBI
JIOKyMEHTHPOBAHUE  TPYIOBBIX
OTHOUICHU.

[TonsiTHE TOKYMEHTOOOOPOT.

IIK 3.3. YuyacTBOBaTh B aHAJIM3€ U OLICHKE KA4YeCTBAa BBINOJIHAEMbIX padoT
CTPYKTYPHOI'O NOApAa3ieJeHus.

YMeHus
- Kaue€CTBEHHO u OBICTPO
00pabaTbIBaTh uHbOpMaITIIO U

BBIPQKATh €€ B BUJIC JJOKYMCHTA,;
-MCII0JIH30BaTh bopmysap-oopasern

1151 0OPMIICHUST JOKYMEHTOB;

- 0OpMIISITh oOmmumiA OJ1aHK
OpraHu3alliy, HCIOJIb30BaTh OJIAHKU
JIOKyMEHTOB;

- 0hOpMIISITH  OCHOBHBIC  BHJIbI

YIPABJICHUYECKUX JTOKYMEHTOB,

- COCTaBJISITh M ODOPMIISITH OCHOBHBIC
BU/JIBI KaJIPOBBIX IOKYMEHTOB, BHOCUTD
3aMuCH B TPYAOBYIO KHUXKKY;

- BECTHM KypHaJl  pErucTpalluu,
00pabaTpIBaTh BXOJSTY IO
KOPPECIOHACHIINIO, BECTH KOHTPOJIb
WCIIOJIHCHUSI IOKYMEHTOB;
- BBIJAaBaTh CIIPAaBKH,
BBIIIUCKHU M KOIIMU
3aBEPATH KOIHUHU.

3Hanus

COCTaBJIAITh
JAOKYMCHTOB,

IIpakTnueckne padoTbl

CocraBnenue TIpaBUII
BHYTPEHHETO TPYIOBOTO
pacropsiaka.

CocraBineHue  CTPYKTypbl H
IITAaTHOMN YHUCJICHHOCTH,
IITATHOTO PacIyCaHMUs.
CocraBnenue npuKaza 1o
OpraHu3alllu.

CocraBnenue npukKaza 1o
JUYHOMY COCTaBY

CocraBieHue  3asBICHUN O

npueMe Ha padoTy, YBOJIbHEHUH,
PEIOCTABIECHUU OTITYCKA.
BHecenue 3anuceil B TpyIOBYIO
KHMKKY Ha OCHOBaHUH MPHUKa3a.
3anoJHeHue KypHaJla BXOAAIEN
U UCXOJSIIEN TOKYMEHTALNH.

Brigaya cnpaBok W KOIWM
JOKYMEHTOB.
Tembl

dopMysip-o0pasel], peKBU3HUTHI

DKcrepTHas
OIICHKA
pE3yNIbTaTOB
JEeSITEBHOCTU
CTYJICHTOB
npu
BBITIOJTHCHUH
1 3aIUTe
MPaKTUYECKH
X padorT,
BBITIOJTHCHHH
JIOMAIITHAX
3aJaHuH,
TECTUPOBAHU
Y, YCTHBIX
OTIPOCOB U
JIPYTUX BHUJIOB
TEKYIIETro
KOHTPOJIS
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- OCHOBHBIC TIOHATUS B O00JIACTH
JETOBBIX TOKYMEHTOB;

- HOPMAaTHBHYFO 0asy,
pETJIaMEHTUPYIOIITYIO nporecc
CO3JIaHUsI IOKYMEHTOB;

- JOPUIMYECKYIO CHITY JTIOKYMEHTA;

- (dopmynsap-oOpaser] JOKyMEHTa, €ro
Ha3HAYCHUE,

- MOJIEJIH TIOCTPOCHHS JOKYMEHTOB;

- PEKBU3HTHI TOKYMEHTOB pa3IHMYHBIX
BUJIOB;

- YHU(PHUIIMPOBAHHBIE dbopMbI
JIOKYMEHTOB;

- IpaBUJIa COCTABJICHUS U OPOPMIICHHUS
OpraHMU3alMOHHBIX,
paclopsAUTEIbHBIX, CIPaBOYHO-
UH(POPMAILIMOHHBIX, KaJpOBBIX
JIOKYMEHTOB;

- MMOTOKU JIOKYMEHTO000pOoTa

OpraHu3alliid U OpPraHU3aIMUI0 PadOThHI
C  BXOMAIIMMM W  HUCXOJAILIUMU
JIOKYMEHTAMMU.

u Omanku. TpebGoBaHus K
odopmieHuto pekBu3zuToB OP/I.
PacnopsinutenbHble TOKYMEHTBI
OpraHu3aimoHHbIE TOKYMEHTHI
JIOKyMEHTHPOBAHUE  TPYIOBBIX
OTHOUICHU.

[TonsiTHE TOKYMEHTOOOOPOT.
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