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1. MMACIHOPT PABOYEH ITPOI'PAMMBI JUCHUTIIMHBI
1.1. O6aacTb npuMeHeHUs1 padoyveil MPOrpaMmbl

Pabouas nporpamma nuctuuminabl OI1.13. JlenoBbie JOKYMEHTBI SBISIETCS 4acThIO
IPOrpaMMbI TTOATOTOBKH CIICIIHAIIMCTOB CPEIHETO 3BEHA, BBIICICHHON W3 BapHUAaTHBHOU
gacTu 9acoB, mpeaycMoTpeHHbIXx B @I'OC CIIO no cnenmanproctr 19.02.03 Texnomorus
xj1e0a, KOHIUTEPCKUX U MaKapOHHBIX U3/ICIUN.

1.2. Mecto AUCHUIUVIMHBI B CTPYKTYpPE€ NporpaMmMmbl IOATOTOBKH CIIEHUAIUCTOB
CpeaHEro 3s€Ha

JucruruinHa BXOJUT B TPO(EeCCHOHATBHBIN YUEeOHBIN UKL

1.3. Hean w 3agauyMm JUCHUIUVIMHBI - TpPe0OBaHMSA K Ppe3yJbTAaTaM OCBOCHUA
AMCUMUILTHMHBI

B pe3yabTare ocBOCHHS AUCHUILIUHBI 00Y4AIOUIUIICS 10J2KEH YMeTh:

- KQUECTBEHHO U OBICTPO 00padaThIBaTh MH()OPMALUIO U BEIPAKATH €€ B BUJIE
JOKYMEHTA,;

-HACII0JIb30BaTh (popmysip-oOpaszen At opopMIIeHUsI JOKYMEHTOB;

- 0opMIIATH 001K OJJaHK OpraHU3aI|K, UCIIOJIb30BaTh OJJAHKU JOKYMEHTOB;

- 0OpPMIISITH OCHOBHBIE BUBI YIIPABICHUECKUX TIOKYMEHTOB;

- COCTaBJATh U OGOPMIISITh OCHOBHBIE BU[BI KAJPOBBIX JOKYMEHTOB, BHOCHUTb
3alMCH B TPYAOBYIO KHUXKKY.

- BECTH JKypHaJl pEeTUCTpallii, 00pabaThiBaTh BXOSIIYI0 KOPPECIIOH IEHIIUIO,
BECTU KOHTPOJIb UCIIOJIHEHHSI IOKYMEHTOB.

- BBIJIaBaTh CIPABKH, COCTABJIATH BBIMUCKM W KOMHHM JOKYMEHTOB, 3aBEPATH
KOIHUHU.

B pe3yJbTate ocBOeHHS AUCHUTIIMHBI 00Y4YAIONIUIICS T10/KEH 3HATh:

- OCHOBHBIC ITOHATHS B 00JTACTH JICJIOBBIX IOKYMCHTOB;

- HOpMaTUBHYIO 0a3y, PEriaMeHTUPYIONIYIO TIPOIIECC CO3/IaHusI JOKYMEHTOB;

- FOPUJIMYECKYIO CUITY TOKYMEHTA,;

- (hopmynsap-oOpazen JOKyMeHTa, €ro Ha3HAYCHUE;

- MOJIEJIH TIOCTPOCHUS IOKYMEHTOB;

- PEKBU3UTHI IOKYMEHTOB Pa3INYHBIX BUJIOB;

- yHU(UIIUPOBAHHBIE (POPMBI TOKYMEHTOB;

- MpaBUJIa COCTABJICHUS 1 O(DOPMIICHHSI OPTaHU3AIMOHHBIX, PACTIOPSIIUTEIbHBIX,
CIIPaBOYHO-UH(OPMAIIMOHHBIX, KQJIPOBBIX JTOKYMEHTOB;

- MpaBuJia ¥ (OPMBI JACIIOBON M KOMMEPYECKOU MEPEIUCKH, CTPYKTYPY H
0COOCHHOCTH JICJIOBOT'O MMHUChMa;

- MOTOKH JOKYMEHTOO0OpOTa OpraHu3aIlii M OpPTraHu3alnio paboThl ¢ BXOISIIMMU
¥ UCXOMISIIIUMU TOKYMEHTaMH.



B pe3yabrare ocBOeHHMs [MCHUIUVIMHBI OOy4YalOIIMHCH MNpuHoOOperaer
NPAKTUYECKHUN ONBIT B:

- B KAYE€CTBEHHOM HCIIOJIHEHUH PA3JIMYHBIX JOKYMEHTOB;

- 0(bOpMIIEHUH OCHOBHBIX BUJIOB YNPABICHYECKUX U KAJPOBBIX IOKYMEHTOB;

- 00paboTKe BXOSIIEH JOKyMEHTAIUH;

- BbIJIaY€ CIIPABOK.

B pe3yabrare 00y4eHusi y od0y4dawuierocss (popMUPYHTCH CJAeAyHOINHe O00Iue
KOMIICTEHLINH:

OK 1. [TorumaTts CyIIHOCTh ¥ COLMATBHYIO 3HAUMMOCTh CBOEH OyayIieit mpodeccun,
IIPOSIBIIATH K HEM YCTOMYMBBIN UHTEPEC.

OK 2. Oprann3oBbIBaTh COOCTBEHHYIO ACSITEIbHOCTD, BRIOMPATH THUIIOBBIE METOMBI U
CrocoObl BBINIOJIHEHUA NPO(ECCHOHANBHBIX 3a7ad, OUEHHUBAaTh UX 3(P(HEKTUBHOCTh U
Ka4eCcTBO.

OK 3. [IpyHuMath pelieHus: B CTaHAAPTHBIX U HECTAHAAPTHBIX CUTYALMSIX U
HECTH 33 HUX OTBETCTBEHHOCTb.

OK 4. OcymecTBasaTh MOUCK U HCIIOJIb30BaHUE HH(OOpPMAILMKM, HEOOXOJIUMOM s
3((HEKTUBHOTO  BBIIOJHEHUS MNPOPECCHOHANBHBIX 334ad, MNPOPECCHOHATIBHOIO U
JIMYHOCTHOI'O Pa3BUTHSI.

OK 5. MHcnonws3zoBarb HH(DOPMAIMOHHO-KOMMYHUKAIIMOHHBIE TEXHOJIOTUU B
poheCCUOHATIBHON JIEATEIIbHOCTH.

OK 6. PaboTaTh B KOJUIEKTUBE U KOMaHze€, 3(PPEKTUBHO 0OIIATHCS C KOJUIEramH,
PYKOBOJICTBOM, TOTPEOUTENSIMHU.

OK 7. bpatb Ha ce0st OTBETCTBEHHOCTb 3a pabOTy WIEHOB KOMaH bl (OJJYMHEHHBIX ),
pe3yNbTaT BHIMOJHEHUS 3a/IaHUN.

OK 8. CaMoCTOATENbHO ONpENEeNATh 3aadyu MPOPECCUOHAIBHOIO M JIMYHOCTHOTO
pa3BUTHUS, 3aHUMATbCAd CamMOOOpa30BAaHUEM, OCO3HAHHO IUIAHUPOBATh IOBBILICHHE
KBaJIU(DUKAIIAHN.

OK 9. OpueHtupoBaTbCsi B  YCIOBHSX 4YacTOM CMEHBI TEXHOJIOTMHA B
po(eCCUOHATILHOMN S TEIBHOCTH.

B pe3yabratre oOyuyenussi y oOy4yamomierocsi GopMHPYIOTCS CJeayIomue
npodeccuoHaIbHbIE KOMIIETEHIIUN:

IIK 1.1. Opranu3oBsIiBaTh ¥ IPOU3BOJNUTH IPUEMKY CBIPbSI.

IIK 1.2. KoHTpOoanpoBaTh Ka4€CTBO NOCTYIHUBUIETO CHIPHSI.

IIK 1.3. Opranu3oBsIBaTh U OCYIIECTBIATh XPAHEHUE CHIPBSI.

IIK 1.4. Opranu3oBsIBaTh U OCYIIECTBIISATH MOJATOTOBKY CBIPhs K IepepadoTKe.

IIK 2.1. KonTponupoBarh co0iitoieHre TpeOOBaHMI K CHIPbIO MPU MPOU3BOJICTBE
xj1e0a 1 XJ1e000yTOUHBIX U3ICIIUM.

[1IK 2.2. Opranu3oBbIBaTh U OCYIIECTBIISATh TEXHOJOTHUECKUN MPOLECC U3TOTOBJICHUS
nory(haOpuKaToOB IPH MPOU3BOJICTBE XyieOa U XJ1e000YyTOUHBIX U3ICTUH.

I1K 2.3. Opranu3oBsIBaTh U OCYIIECTBISATh TEXHOJOTUUECKUI MTPOIIECC MTPOU3BOJICTBA
xyie0a 1 XJ1e000yIOUHBIX U3/IETTUH.

I[IK 2.4. O6ecneunBaTh SKCIUTyaTalli0 TEXHOJOTUYECKOTO  000pyAOBaHUS
XJIeOOTEeKapHOTO MPOU3BOJICTRA.

IIK 3.1. KonTponupoBarh coOMI0JIeHUEe TPEOOBAHUN K CHIPHIO MPU IPOU3BOJICTBE
KOHJIUTEPCKUX U3JETUN.



IIK 3.2. Opranu3oBbIBaTh U OCYIIECTBISATh TEXHOJOTUUECKUI MTPOIIECC TPOU3BOJICTBA
CaxapuCThIX KOHAUTEPCKUX U3EIIHMN.

[IK 3.3. Opranu3oBsIBaTh U OCYIIECTBISATh TEXHOJOTHUYECKUN MPOLECC MPOU3BOACTBA
MYYHBIX KOHIUTEPCKUX U3IECTUN.

I[IK 3.4. OOecneunBarth OHKCILTyaTallMIO0 TEXHOJOTMYECKOTO O00O0pYIOBaHUS TIpU
IIPOU3BOJICTBE KOHAUTEPCKUX U3IECITUM.

[IK 4.1. KontponupoBaTh coOmoeHne TpeOOBaHUN K KayeCTBY CBIpbS NIpU
IIPOU3BOJICTBE PA3IMYHBIX BUIOB MAKapPOHHBIX U3/IEIIUN.

I1K 4.2. Opranu3oBbIBaTh U OCYLIECTBISATH TEXHOJOTUYECKHM MPOLECC MPOU3BOJICTBA
Pa3JIMYHBIX BUJIOB MAKAPOHHBIX U3CIHIA.

I[IK 4.3. OO6ecmneunBaTth OHKCILTyaTallMI0 TEXHOJIOTHYECKOTO OOOPYIOBaHUS TIPH
IPOU3BOJICTBE PA3IMYHBIX BUJIOB MAKapPOHHBIX U3/IEIUN.

[IK 5.1. YyacTBOBaTh B INTAHUPOBAHUHM OCHOBHBIX MMOKAa3aTEIEH MPOU3BOICTBA.

[1K 5.2. [InanupoBaTh BBIMOJHEHUE PAOOT UCTIOTHUTEISIMHU.

[1K 5.3. OpranuzoBbIBaTh pabOTy TPYI0BOTO KOJUIEKTHUBA.

I[IK 5.4. KontponupoBaTh XOJ ¥ OICHUBATh peE3yJbTaThl BBIMOJHEHUS padoT
VCTIOJTHUTEIISIMH.

[IK 5.5. BecTu yTBEpKACHHYIO YYETHO-OTUYETHYIO IOKYMEHTALIUIO.

1.4. KosmuyecTBO 4acoB HA OCBOEHHE pado4eil MPOrpaMMbl IMCHMILINHBI

MakcumanpHOU yaeOHOM Harpy3ku oOydaromierocs: 70 4acos,

B TOM YHCJIE:

- 00513aTeTLHOM ayTUTOPHON yueOHOM Harpy3Kku odydaromierocs 48 4acos;
- CaMOCTOSTEIPHON PaboThI 0OyUaromerocs 22 Jaca.



2. CTPYKTYPA U COAEP KAHME JUCHUITJINHBI

2.1. O0beM TUCUMILUIMHBI U BHAbI y4e0OHOH padoThl

Bupa yueOHoi1 padoThI Oo6bem yacoB
MakcuMasbHasi yueOHasi Harpy3ka (Bcero) 70
Oo0si3aTesibHAs ayIMTOPHAA yueOHasi Harpy3ka (Bcero) 48
B TOM YHUCJIE:

IpaKTHYECKHe paboThl 30
CamocrosiTesibHas padoTa 00yuyawierocs (Bcero) 22
B TOM YHCJIE:

[IOATOTOBKA JIOKJIA10B 10
IMOATOTOBKA TECTOB 2
paboTa ¢ KOHCIIEKTOM 6
MOJATOTOBKA MYJIbTUMEIUUHBIX MPE3CHTAUN 4

IIpomexyToynass arrecrauus B popme 1uddepeHIMPOBAHHOIO 3a4eTa

2.2. TemaTu4eCKHi IJIAH U COAEPKAHUE TUCIUTIIHHBI

HaumenoBanue Coaeprxanue ydyeOHOro MaTepuaa, O0bem yacoB | YpoBeHb
pPa3aeioB H TEM MNPAKTHYIECCKHUEC paﬁoTbl, CaMOCTOATC/IbHAA OCBOCHUSA
paboTa 00y4aommXxcs
1 2 3 4
Paznea I. 16
Teopernueckue
OCHOBBI /IeJIOBBIX
AOKYMEHTOB
Tema 1.1 Ilonsatue | ConepskaHue yueOHOro MaTepuaJia 2
0 JOKYMEHTax 1 1.ITonsTe 0 AOKyMeHTe U MH(OPMAIIUH. 1
uHpopMmaru. Bo3nukHOBeHUE JIOKyMEHTA, ero
[Ipu3Haku u Ha3HayeHue. Poib NOKyMEHTa B KU3HU
CTPYKTypa YyeJ0BeKa U 00IIeCTRa.
JTIOKyMEHTa 2Ilpuznaku  mokymenta.  CTpykTypa
JTIOKYMEHTA.
3.Ilonsatue  "dyHkums ~— mgOKyMeHTa'.
[TonmndpyHKITMOHATHHOCTH TOKYMEHTA.
CamocrosiTesibHas paboTa 2

00y4ar0Iuxcs

Hoxmansl mo teme: "Poiib nOKyMeHTa B

)KM3HM YejoBeka U oOmectBa", "
Cnioco0b1 JTOKYMEHTUPOBAHMUS
uHdopmaruu", "Iranbl

JOKYMEHTUpPOBaHUs HHPopMaun'"




Tema 1.2 Copnepxanue y4e0HOro MmarepuaJia 2
Yuudukanus u 1.enu u 3a7a4u yHUUKALIH
CTaHAapTU3AIUS NOoKyMeHTOB. CHUCTEMBI JTOKYMEHTAIUH.
JIOKYMEHTOB. HopmaTtuBHbIlE ¥ NpaBOBBIE  aKTHI,
VYHUQUUMPOBaHHBIE | pEryIHPYIOIIHE JOKYMECHTHPOBAHHUE.
CUCTEMBI 2.CtanmapTusanusi B JCIONPOU3BOJICTRBE.
JTOKyMEHTAITU! Poccuiickue CTaHIapTHI
JEJI0NPOU3BOICTBA.
3.YaudumnupoBanHas cucrema
JTOKyMEHTAITUH. YuudunupoBannas
dbopma TOKyMeHTA.
4. PexkBU3UTHI IOKYMEHTA.
CamocrosiTesibHasA padoTa 2
00y4aroImuxcs
Hoxmansl mno Teme: "HopmaTtuBHO-
MeTouyeckass 0aza Jeonpou3BOJICTBA",
"Hauuonansueie crangaptel PO mo
JEJI0NPON3BOACTBY"
Copepxanue y4e0HOro MmarepuaJjia 2
1.®opmysip-obpazer]  opraHu3alOHHO-
acCropsIUTEIHLHOTO JIOKyMEHTA.
Tema 1.3 b b Y
KoHcTpykiimonHnas ceTka.
Dopmysp-
oGpazer 2.PexBu3uTHI OpraHU3aIMOHHO-
p ’ pacnopsIMTEeIbHOTO  JOKYMEHTa,  HUX
PEKBU3UTHI U
pacIoJIoKEHHE.
OJIaHKH.
3.001mmme 61aHKU JOKYMEHTOB.
TpeboBanus K
IIpakTHyeckas padora 2
0(OpMIICHUIO
Odopmnenue obmiero 61aHka
PEKBU3UTOB
OpraHU3aAIHH
OpraHu3aIMOHHO-
CamocrosiTesibHas padoTa 4
pacropsiIUTEeNTbHBIX
o0y4yamomuxcst
JIOKyMEHTOB.
CocrtaButh TECT 1o paszgeny:
"TeopeTuyeckue OCHOBBI JIEJIOBBIX
JIOKYMEHTOB"
Paznean Il 34
IIpaBuaa
opopmieHus
OCHOBHBIX BH/IOB
OpPraHU3aIHOHHO-
pacnopsiAUTeIbHBI
X T0KYMEHTOB
Tema 2.1 Conep:xkanue y4eOHOro MmaTepuaja 2
OpraHu3aUnOHHbIe OpraHu3aimoHHbIC JOKYMEHTHI: Y CTasB,
JIOKYMEHTBI

Y4YpEeIUTENbHBIM  10T0BOp, [losmoxenue,
IIpaBuna  BHYTpEHHETO
NHCcTpyK1umn.

pacropsiaka,




IIpakTHyeckune padboThl

1. CocraBieHue mnpaBuil BHYTPEHHETO
TPYJOBOTO pacTOpsAKA.

2. CocraBieHue JIOJPKHOCTHOM

MHCTPYKIIMHU

3. CocraBieHHE CTPYKTYpbl U IITaTHOM
YUCJIEHHOCTU OPTraHU3alUH, IITaTHOTO
pacnucaHusl.

CamocrosiTesibHas padoTa
00y4aromuxcs

COCTaBUTh KOHCIIEKT 1o
"YupeauTenabHble JOKYMEHTHI '

TCMC

Tema 2.2
PacnopsinurenbHbie
JIOKYMEHTBI

Copepxanue y4eOHOro MmarepuaJjia

[Ipukaspl, pacnopspKeHus, YKa3aHus,
ITOCTAHOBJICHHS], PEIICHUS], UTHCTPYKIIHH.

IIpakTnyeckue padoThI:

1. CocraBnenus IIpHUKas3a 110 OpraHru3alnn

2. CocraBliieHHE IPUKa3a Mo KaJapam

CamocrosiTesibHas padoTa
00y4arIuxcs

COOOICHUS Ha TEMY "Bunbt

pacnopsIANTENbHBIX JOKYMEHTOB"

Tema 2.3
CnpaBo4dHO-
uH(OpPMAaITMOHHbBIE
JIOKYMEHTBI

Copepxanue y4eOHOro MmarepuaJjia

JloknagHas (cy>xeOHast 3aImcKa),
0OBSICHUTEIIbHAS 3alliCKa, aKT, CIIpaBKa,
cy)keOHbIe TMHChMa, (haKc, Tejaerpamma,
TenedoHorpaMMa, CBOJIKH, 3aKITFOUSHUS.

IIpakTnueckne padoThl

1. CocraBienue ciayxeO0HOro muchbMma.

2. CocTaBieHHE JOKIAIHOMN, CIYKEOHOM
1 00BSICHUTEIILHON 3aITUCKHU.

3. CocTaBjieHHE MPOTOKOJIa COBEIIAHUS.

4. CocraBiieHHE aKTa.

CamocrosiTesibHas padoTa
o0y4yaromuxcst

MOATOTOBUTH MPE3CHTALIUIO HA TEMY:
"Bunst OP/1"

Pazpea I11.
Kaaposas
AOKYMEHTAIUsA

10

Tema 3.1
JlokyMeHTHpOBaHue
TPYIOBBIX
OTHOLLIEHUH

Conep:xkanue y4eOHOro MmaTepuaja

CocraB u odopmiieHHE TOKYMEHTOB IIO
augHOMY coctaBy. OdopmiieHrne npremMa
Ha paborty. KommuiekroBaHue JIHYHOTO
nena.

IIpakTHyeckune padboThl




1. CocraBnenue 3agBiIeHHs O IPUEME Ha
paboTy, YBOJIbHEHUS, 3agBJICHHUE O
PEI0CTaBICHUU OTITYCKa

2. CocraBlieHHE pE3IOME,
aBToOMOTpaduu, pa3MelieHre pe3toMe Ha
caiite paboTomarens

3. OdopmieHue 3anucu B TPYJ0BOU
KHIDKKE HA OCHOBAaHHH TIPUKa3a
CamocrosiTesibHasi padoTa 2
00y4aromuxcs

MOJATOTOBUTh  KOHCHEKT MO  TeMe
"KanpoBas nokymeHranus'"

Paznea IV 10
Opranuszauust
padoThI ¢
AOKYMEHTAMH
Tema 4.1 Ilonatue | Cogep:kanue y4eOHOr0 MaTepuaJia 4
JOKYMEHT0000poT | 1. Opranusanus paOdOThl C BXOASIIUMU 2
nokymeHTamu. OTnpaBka  HCXOIAIIUX
JIOKYMEHTOB.
2. cnonHeHne JOKYMEHTOB.
IIpakTnyeckue padoThl 4

1. 3anonHeHue KypHaia BXOJAIIEH 1
UCXOASIEH JOKYMEHTAIINU

2. Belmava cripaBoOK W KOTIHIA TOKYMEHTOB
CamocrosiTesibHas padoTa 2
o0y4yamomuxcst

NOATOTOBUTh  KOHCHEKT IO  TEME
" JIoKyMEHTOOOOPOT NPEAIPUITHS "

Bcero: 70

JUist  XapakTEepUCTHKM YPOBHS OCBOEHHMS Y4YEOHOro marepuajna HCHOJIb3YITCS
cieayronme 0003HaYCHUS:

1. o3HaKOMUTENBHBIN (y3HABaHUE paHee U3YUEHHBIX 00bEKTOB, CBOMCTB);

2. penpOIyKTUBHBIN (BBINOJHEHUE AEATEIBHOCTH MO 00pasily, MHCTPYKIUHU, WIH
10/ PyKOBOJICTBOM)

3. TPOAYKTUBHBIA (IUJTAaHUPOBaHUE 17} CaMOCTOATEIIbHOE BBINIOJIHEHHE
JeSITEIbHOCTH, PellIeHue MPOoOJIEMHBIX 3a1a4)

10




3. YCJIOBUA PEAJIM3ALIAU JTUCIHIUATIJIMHBI
3.1. MarepuajibHO-TeXHUYECKOE o0ecredeHue TUCUUIIIMHBI

Peanuzanus nMCIMIUIMHBI OCYIIECTBIISETCS B!

Kaouner o0menpogeccuoHaJIbHBIX JUCHUIINH Ne 18

Y4yeOHast aymuTopusi IJisl IPOBEACHUS yUEOHBIX, TPAKTUUCCKUX, IS TPYIIIOBBIX H
WHIUBUIYATbHBIX KOHCYJBTAIMM, JJIS CaMOCTOATEIBbHON padoThl, ISl TEKYIIEro
KOHTPOJISI ¥ IPOMEKYTOYHOUW aTTeCTAINH.

Cton w CTyn AJid MpenogaBaTeNsi, CTOJIBl U CTYJbs JUIA OOYy4aromuxcs, J0CKa,
TpubyHna, HOyTOyk ASUS KS50AF c BbhIXOmOM B ceTh MHTEpHET MW TPOrpaMMHBIM
obecrieuenneM: Microsoft Windows 7(Kontpakr Ne(327100004511000026-45788 ot
06.06.2011), LibreOffice(6ecruiatHoe\cBoOOIHO pacmpocTpansemoe), SAnmekc Bpaysep
(6ecrumaTHOE\CBOOOIHO pacmpocTpaHsiemoe); skpaH Projecta SlimScreen (180x180 cm)
Matte WhiteS, Case Black Grey; mynbsrumenuiinbiii npoexkrop BenQ Projector MW663
(DLP , 3000 mromen, 13000:1, 1280x800, D-Sub, HDMI, RCA, S-Video, USB, I11V, 2
D/3D), KOMIUIEKT »BJIEKTPOHHBIX CcXeM «Buabl [eI0BBIX JOKYMEHTOB», 0O0pasiibl
JIOKYMEHTOB, Y4€OHO-METOIMYECKHUI KOMIUIEKC «/[eoBbIe TOKYMEHTHD.

C nenpto obecrieueHrs BBIMOTHEHUSI OO0YYAIOMIUMUC MPAKTUYECKUX 3aJlaHui Ha
MPAKTUYCCKUX 3aHIATHSAX C HMCIOJIB30BAHMEM TEPCOHATIBHBIX KOMITBIOTEPOB, B IPOIleCcce
W3YYCHUS NHUCIUIUIMHBI HCIIONB3YyeTCS KaOMHEeT HH(OPMAIMOHHBLIX TEXHOJOTHIl B
npodeccnoHaIbLHOM aeATeIbHOCTH Ne 26.

VYuebHasg aynutopus A TMPOBEACHUS MPAKTUUECKUX 3aHSATUNA, CaMOCTOSITEIbHOMN
paboThI, TEKYIETO KOHTPOJIS.

Cron m Kpeciao Ans TpenojaBaress, CTOJIbI W Kpechaa Juisi 00ydaromuxcs,
nepcoHanbhble komnbioTepsl ALTAWing B730MDi3-3225 monutopViewSonic— 13 miT.
C BBIXOZOM B ceTh MHTepHEeT 1 mporpaMmHbiM obecnieuennem: 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), MoHTaXX XOJOIUIBLHO-
KommnpeccopHbix MaruH(gorosop 32 ot 05.07.2011), KOMITAC-3D(cyb6nuiieH3nOHHBIN
goroBop NeMII-19-00205 ot 07.05.2019), Sumexc bpaysep(deciarHoe\cBOOOAHO
pacmpoctpansiemoe), Project Expert(morosop Tr000128238 ot 12.12.2016), 7
Zip(6ecruiatHoe\CBOOOIHO  pacHpoCTpaHsIEMOe), NEPEHOCHOE  MYJIbTUMEIUIHOE
obopynoBanue (7kpan Projecta SlimScreen (180x180 cm) Matte WhiteS, Case Black Grey,
MyJIbTUMEIUMHBI npoekTop BenQ Projector MW663 (DLP , 3000 mromen, 13000:1,
1280x800, D-Sub, HDMI, RCA, S-Video, USB, I[11V, 2 D/3D).

YyeOHO-MeTOANYECKOE o0ecmeuyeHue: y4eOHO-METOIMUECKUI KOMIIJIEKC
TUCIUTUINHBL  «JleJIOBBIE  JTOKYMEHTB», METOJIWYCCKHE YKa3aHUsS 110 OpraHu3aluu
CaMOCTOSITEJIbHOH pa0OThl CTYJAEHTOB IO JAWCIHMIUIMHE, METOJWYECKHE YKa3aHHUSA I10
U3YYEHHUIO TUCIUILINHBI, yueOHOE MocoOue, MPaKTUKYM.

3.2. UudpopmanmnonHoe odecneyenue 00yueHust

OcHoBHbIe ucToOuHNKH (ON):
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OU-1. Anapeera, B.W. JlenonpousBoACTBO: OpraHu3aiusi U BEJICHHE . y4eOHO-
npaktudeckoe nocodbue / Anapeera B.M. — Mocksa : KuoPyc, 2020. — 294 c. — ISBN
978-5-406-00580-4. — URL.: https://book.ru/book/934225 . — TekcT : 31eKTpOHHBI.

OU-2. llenobie nokyMeHThl: yueb. moco0. / Coct. I'. H. Ilandunosa. — bpsHck:
bpsauckunii 'AY, 2020. — 60 c.

OU-3. IlpakTukyM mo AUCHUILUIMHE [lenoBbIe JOKYMEHTHI: y4eOHO-METOUYECKOE
nocobue / Coct. I'. H. [landunosa.- bpsuck: Muuypunckuii ¢umman ®I'bBOY BO
Bbpsauckuii 'AY, 2020. - 60 c.

Jonmoanurenbubie ucTouHuku (JIN):

JIN-1. Ky3neuos, M. H. [lenonpous3BoACTBO [DNEKTPOHHBIN pecypc]| : ydueOHO-
cupaBouyHoe nocobue / M. H. Ky3HenoB. — OJEKTpOH. TEKCTOBbIE AaHHbIE. — M. :
Hamkos u K, 2017. — 460 ¢. — Pexxum goctyma: http://www.iprbookshop.ru/60399.html

JIN-2. Bapmyna, B.B. JlokymeHTaimoHHOE oOecriedeHue YIpaBJICHUS : y9eOHUK /
Bapmynn B.B. — Mocksa : FOctumus, 2020. — 271 c¢. — (CIIO). — ISBN 978-5-4365-
3439-8. — URL.: https://book.ru/book/932046 . — TekcT : 37€KTPOHHBIA.

JIN-3 Cemxko, U. A. OcHOBBI JienTonpon3Bo/icTBa : yueOHoe rmocoodue / M. A. Cemko,
JI. A. AntyxoBa. — CraBponons : Ceksoits, 2018. — 119 c¢. — ISBN 2227-8397. —
Teker : 3nexTpoHHbId // DnekTpoHHO-OuOIMoTeunas cuctema IPR BOOKS : [caiiT]. —
URL: http://www.iprbookshop.ru/92992.html . — Pexum poctyma: s aBTOPH3HUP.
MOJIb30BATEIICH

HNurepuer-pecypcent (U-P):

N-P 1. COM-Papers. info [Onekrponnbiii pecypc]: caiir / Pexum mnocryna:
http://www.com-papers.info/. - 3arnaBue ¢ s3kpaHa.

N-P 2. Ctuib noxkymeHTta [DnekTpoHHbIN pecype]: caidt // Pexxum mocrtyma: http://
http://www.doc-style.ru/ - 3arnaBue ¢ skpaHa.

H-P 3. IOK Standart. O6pa3iupl Ie10BBIX HOKYMEHTOB [DIEKTpOHHBINA pecypc]:
caiit // Pexxum moctyma: http://www.docstandard.com/ - 3arnaBue ¢ skpaHa.

Hcnoab3o0BaHue aKTUBHBIX M HHTEPAKTUBHBIX (OpPM NPOBeIeHUs 3aHATHI

B memsx peanu3anuu KOMIIETEHTHOCTHOTO TOAX0Aa, sl (OPMHUPOBAHUS M
pa3BUTUsI OOMMX M TPOPECCHOHATBHBIX KOMIIETEHIIMNA OO0ydJarouuxcs, B IpoIecce
U3YYEeHUS! AUCIUIUIMHBI UCIOJIb3YIOTCS CIEIYIOUIME aKTUBHBIE U MHTEPAKTUBHBIE (POPMBbI
IIPOBEICHUS 3aHITUN:

Ne HaumeHnoBanue Tembl/ IIpumensiemblie | KpaTkas xapakrepucruka
n/n pasaena aAKTHBHBIE U
HHTEPAKTHUBHbIE
MeTOAbI
1 | Tema 1.1 Ilonsitue o Ypoxk-cemuHap OOGyuaromuecs
JIOKYMEHTAaxX U OCYUIECTBJISIIOT MOAO0D
uHdopmaruu. [lpusHaku u MaTepuralia, COCTABIAIOT U
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http://www.com-papers.info/
http://school.xvatit.com/index.php?title=%D0%98%D1%81%D0%BA%D1%83%D1%81%D1%81%D1%82%D0%B2%D0%BE_10_%D0%BA%D0%BB%D0%B0%D1%81%D1%81
http://www.doc-style.ru/
http://www.docstandard.com/

CTPYKTypa I0OKyMEHTa

3alUIIAI0T IPE3CHTAIUIO
10 TEME

Tema 2.3 CrpaBouHoO- WNurtepaktuBHas | OOydaromuecs BHIMOIHSIIOT
uH(pOpMaIMOHHbBIE urpa 3a/laHusl 110 TEME,
JIOKYMEHTBI UCIIOJIb3Ysl UHTEPAKTUBHYIO
JOCKY
Tema 1.3 [TpoGiemHbIit [lepen oOyuaromumucs
dopmysp-obpasert, YPOK cTaBUTCS mpodJiema, Jst
PEKBU3UTHI M OJIaHKH. pelIeHust KOTOpoHn
TpeboBanus k oOyyJaroniuecs: BOBJIEKaOTCs
0(QOPMIICHUIO PEKBU3UTOB B MTOMCK CaMOCTOSITEJIbHBIX
OpraHu3aluOHHO- OTBETOB Ha IMOCTABJICHHBIE
pacropsIIUTENbHBIX BOITPOCBI.
JIOKYMEHTOB.
Tema 3.1 Ypok- OOGyuJaronuecs 3apaHee
JlokyMeHTHpOBaHUE KOH(epeHIus MOJTy4aloT TEMBbI JI0KJIA/I0B

TPYIOBBIX OTHOLICHUHN

H T'OTOBAT I1I0 HUM
BBICTYIIJICHH
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4. KOHTPOJIb 1 OIEHKA PE3YJIBTATOB OCBOEHUA JUCIIUITJIMHbI

KoHTpons u oOlleHKa pe3yiabTaTOB OCBOCHHUS JUCHMIUIMHBI OCYIIECTBIISCTCS
npernojaBaresieM B IIpolecce IPOBEJACHUS MPAKTUYECKUX 3aHATHH, 3aciylIMBaHUs
COOOIIIeHNH, JOKJIAI0B, UTOTOBOTO TECTUPOBAHHUSA, a TAKKE BBIMOJHEHUS CTYJIECHTAMH
WHJMBUAYAJbHBIX 3aJIaHUM.

Pe3yabTaTbl 00y4yeHusi (0OCBOCHHbIE
YMEHHUS, YCBOCHHbIC 3HAHNS)

@opMBbI 1 METOAbI KOHTPOJISI U OIIEHKH
pe3yJabTAaTOB 00y4eHUs

Ymenus: OKcnepTHass ~ OUEHKa  paboThl  Ha

- KayeCTBEHHO M OBICTPO 00padaThIBATh | MPAKTHUECKUX 3aHATHSIX, BBIIOJIHEHUS

MHOOPMAIIMIO M BBIPAKATh €€ B BHiE | CAMOCTOSTENIBHOM paboTHI.

JOKYMEHTA,;

-UCTIONb30BaTh  (popmyssip-oOpazeny s | OKcrepTHash — OLEHKa  paboThl  Ha

o(popMJIIEHUS TOKYMEHTOB; NPAKTUYECKUX 3aHATHUSX, BBIIOJHEHUS
CaMOCTOSTEIbHON pabOTHI.

- oopmiATh OOIIMIA OJJAaHK OpraHMu3allud, | DKCIEpTHasT  OlEHKa  paboThl  Ha

UCITIOJIb30BaTh OJIAHKU IOKYMEHTOB; NPAKTUYECKUX 3aHATUAX, BBINOJHEHUS
CaMOCTOSATENbHON pabOTHI.

- opopMIIATH OCHOBHBIE BUJBI | DOKCIIEpTHas ~ OLlEHKa  paboThl  Ha

YIPABJICHYECKUX JOKYMEHTOB; MPAKTUYECKUX 3aHSATUAX, BBIIOIHEHUS
CaMOCTOSITENIbHOM pabOThl.

- BECTU KypHaI perucrpanuy, | JKcepTHas ~ OLEHKa  paboThl  Ha

00pabaTEIBATh BXOJIAIIYIO | TPAKTUYIECKUX  3aHATHAX, BBINOIHCHHS

KOPPECTIOH/ICHIIMIO, ~ BECTH  KOHTPOIb CaMOCTOSITENIbHOU PabOTHI.

UCITOJIHEHHUSI IOKYMEHTOB.

- COCTaBJIATh M O(QOPMIISATH OCHOBHBIEC | DKCIIEpTHast ~ OLlEHKa  paboThl  Ha

BUJIbl KAaJpPOBBIX JOKYMEHTOB, BHOCUTH | IPAKTUYECKUX 3aHATHUSIX, BBINOJHECHHS

3alMCH B TPYAOBYIO KHUXKKY. CaMOCTOSITENIbHOM pabOThl.

- BBIJIaBaTh CIIPABKHU, COCTABIISITh BBIMMUCKK | DKCIIEpTHAas ~ OIleHKa  paboThl  Ha

Y KOIUU JOKYMEHTOB, 3aBEPATh KOMUU. | IPAKTUYECKUX 3aHATHUSIX, BBINOJIHECHHS

CaMOCTOSATENbHON pabOTHI.

3HaHuA: OKcnepTHas OLICHKA, BBITIOJTHEHUE

- OCHOBHBIE TIOHATHUSI B 0OJIACTH JIEJOBBIX | JOKJIAJOB M COOOIICHHM, OTBETOB Ha

JOKYMEHTOB; KOHTPOJIBHBIE BONPOCHI, TECTUPOBAHUE

- HOPMATHUBHYIO 0azy,
PErIaMeHTHPYIOIIYI0 TPOLECC CO3JaHHs
JTIOKYMEHTOB,;

DKcrepTHas OIICHKA, BBIIOJIHEHUE
JIOKJIAJ0OB M COOOIIEHHWH, OTBETOB Ha
KOHTPOJIbHBIE BOIPOCHI, TECTUPOBAHUE

- FOPUJIUYECKYIO CUITY IOKYMEHTA;

DKcnepTHas OIICHKa, BBIIOJIHEHHE
JIOKJIAJI0B M COOOIIEHMH, OTBETOB Ha
KOHTPOJIbHBIC BOIIPOCHI, TSCTUPOBAHHE

- (opmymsip-obpazern; TOKyMeHTa, €ro

Ha3HAUYEHUE;

DKcrepTHas OIIEHKA, BBITIOJIHEHUE
JIOKJIAJ0B M COOOIIEHHH, OTBETOB Ha
KOHTPOJIBHBIE BOIIPOCHI, TECTUPOBAHUE
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- MOACIIN IMOCTPOCHUA JOKYMCHTOB,

DKcrepTHas OILIEHKA, BBIITOJIHEHHE
JIOKJIAOB M COOOIIEHHWH, OTBETOB Ha
KOHTPOJIbHBIE BOITPOCHI, TECTUPOBAHUE

-  PEKBU3UTHI
BUJIOB;

HJOKYMCHTOB Pa3JIMYHBIX

DKcrepTHas OIICHKA, BBITIOJTHCHHUE
JIOKJIAZIOB M COOOIICHHM, OTBETOB Ha
KOHTPOJIbHBIE BOITPOCHI, TECTUPOBAHUE

- YHUPUIIUPOBAaHHBIE (HOPMBI TOKYMEHTOB;

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

- IIpaBujIa COCTABJICHHUA H 0(1)0pMJICHI/IH
OpraHu3alMOHHbIX,
Cl'IpaBOLIHO-I/IH(l)OpMaIII/IOHHBIX, KaapOBbIX

PaCIoOPAOIUTCIbHBIX,

JOKYMCHTOB,;

DKcrepTHas OILICHKA, BBIIIOJIHEHUE
JIOKJIAOB M COOOIIEHHI, OTBETOB Ha
KOHTPOJIbHBIE BOIIPOCHI, TECTUPOBAHUE

JIEIOBOU U

CTPYKTYpPY U
0COOCHHOCTH JICJIOBOT'O MMUChMa;

- mnpaBwia U (OpPMBI

KOMMEPUYECKON NEPENNCKH,

DkcnepTHas OIICHKA, BBIIOJIHEHUE
JIOKJIAJ0B M COOOIIEHHWH, OTBETOB HAa
KOHTPOJIbHBIE BOITPOCHI, TECTUPOBAHUE

- MOTOKH JIOKyMEHTO000pOTa
OpraHM3allii ¥ OpraHU3aIuI0 PabOTHI C
BXOJISIIAMH U UCXOSIIUMU JOKYMEHTaMH

SKCHepTHaH OLICHKA, BBIITOJIHCHHUC
JOKJIaJOB H COO6IHGHI/H>'I, OTBCTOB Ha
KOHTPOJILHBIC BOIIPOCHI, TCCTUPOBAHNUC

@opMbI U METOJbI KOHTPOJII U OIEHKH PE3YJIbTATOB OOYYEHHUS MPOBEPSIOT Y
00y4armmxcsi HE TOJBKO OCBOCHHBIE YMEHUSI U YCBOCHHBIC 3HAHUSA, HO WU
c(hOpMUPOBAHHOCTH OOLTUX U TPOPECCUOHATBEHBIX KOMITETCHITUHN

Texnosorun ¢gopmupoBanusi 00UIUX KOMIIETEHIM I

Texnonorun ¢gopmMupoBaHus 001IMX
KOMIIETeHIHI (Ha y4eOHbIX 3aHATHAX)
[lonumanue 3HadyeHWs cBoed mpodeccuu B
dbopMHUpPOBaHUM TAPMOHUYHOTO, IKOHOMUYECKH
MPOIBETAIONIETO U MOJUTHYECKH CTaOMIHHOTO

Koa u conep:kanue o0mux
KOMIIETEeH UMM
OK 1. [TorumMath CyuiHoCTb 1
COLMAJIbHYIO 3HAYMMOCTb CBOEH
Oynyier mpodeccuu, mMposBISATh K

HEW YyCTOMYMBBIA HHTEPEC rocynapctea.  JleMOHCTpanus  yCTOWYHUBOTO
HWHTepeca K Oyaymieit npodeccuu

OK 2. Oprann3oBbIBaTh CamocTosTeapHoe peueHne 3az1a4 u

COOCTBEHHYIO JI€SITEIILHOCTD, KOJIJIEKTUBHBIN aHaju3 MOTYyYEeHHBIX

BBIOMpATh TUIIOBBIC METOJIBI U pe3yJabTaToOB  Ha  3aHATHSAX  HA  9JTanax

CIIOCOOBI BBITTOJTHEHUS 3aKperyIeHUs U3y4eHHOTO MaTepuara.

poQ)eCCUOHANIBHBIX 3a7ad, MoTuBupoBaHHO€ O0OCHOBaHHE BbIOOpa U

NPUMEHEHHST METOJOB U CIOCOOOB pEIlIeHUs
npo(ecCHOHANBHBIX 3a/1a4 MPHU OCYILIECTBICHUU
poeCCHOHANTLHON  ACSATENBHOCTA. T OYHOCTD,
NpaBUIBHOCTH M IIOJIHOTA  BBIIOJIHEHUS
npodecCHOHANBHBIX 3a7a4

OIICHUBATh X d(PPEKTUBHOCTD U
KaueCcTBO
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Koxa u conep:kanue o0mux
KOMIIeTeHIIuH

TexHosorun ¢gopmMupoBanust 00UIHX
KOMIIeTeHU I (Ha Y4eOHbIX 3aHATUAX)

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

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

OTBETCTBEHHOCTD OCYILIECTBIICHUU IpOo(heCCHOHATIBHON
JIESITEIbHOCTH
OK 4. Ocy1ecTBIATh OUCK U OnepaTUBHOCTh IMOMCKA MW  HCIIOJIb30BaHUS
UCIOJIb30BaHNEe NHPOpMAIUH, HeoOXoauMoN H(pOpMaUU 1T Ka4eCTBEHHOTO
Heo0XoauMoM i 3¢ (HEKTUBHOTO BBITIOJTHEHHUSI po¢eCCHOHATBHBIX 3ajad,
BBINOJIHEHUS MTPO(ecCrOHABHBIX po(heCCHOHATIBHOTO M JMYHOCTHOTO Pa3BUTHA.
3aj1a4, Ipo(heCCUOHATIBHOTO U [Mupora UCTIOJIb30BaHUS 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 HCCIIE0BATENbCKON

MpoeCCHOHATTLHOM JACSITCIIBHOCTA | ICSITCIIBHOCTH, TPH IOATOTOBKE JJOMAITHETO
3aJ]aHUsA

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

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

KOJIJIEraMH, PYKOBOJUTEIEM U PYKOBOJICTBOM, KOJIJIETaMHd W COIUAJIbHBIMU

MOTpeOUTESIMU napTHepamMu. I(DPEKTUBHOCTH  OpraHuU3aIuu

KOJUIGKTUBHON paboThl B MpodecCHOoHaTBbHON
JIESATETLHOCTH

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

OTBETCTBEHHOCTh 3a PE3YJIbTAThl BBIITOJIHEHHUS
3ajanuid. CrHocoOHOCTh K caMoOaHaliu3y W
KOPPEKIIUS PE3yIbTaTOB COOCTBEHHOU PadOThI

OK 8. CamocTtosTensHO
OMpeeIIATh 3aa9u
poeCCHOHATILHOTO U
JUYHOCTHOT'O Pa3BUTHS,

CnocoOHOCTh K OpPraHu3alvi U IJIAHUPOBAHUIO
CaMOCTOSITEJIbHBIX ~ 3aHSATUM TIpU  HU3YUYCHUU
JIMCLIUTLIMHEL. TectupoBaHue C LICJIbIO
CaMOKOHTpPOJISI Ha JTamax NPOBEPKH KadecTBa

3aHUMATHCS MU3YyYEHHOIO  MaTepualla 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 o0Omact TpodeccuoHaTbHON
nestenbHOCTH. OTCICKMBAHWE W3MCHCHUN B
obmactu  npodeccCuoHaIbHON  JEATETbHOCTH.
YMeHre aHaTM3upOBaTh CBOW YPOBCHD BJIa/ICHHSI
TEXHOJIOTHSIMHU

16




TexHosoruu (popMupoBaHUS NMPOPECCHOHAIBHBIX KOMIIETEHIMI

Pesynbrarbl 00yuyeHus (0CBOCHHbIE Coaeprxanue yueOHOIro MaTepuasa ®opMbI 1
YMeHHsI, YCBOCHHbIE 3HAHMS) METOABI
KOHTPOJIS ¥
OLICHKH
pe3y/1bTaToB
o0y4eHus
IIK 1.1. Opranu3oBbIBaTh U IPOU3BOIUTH IPUEMKY ChIPbs
Ymenus IIpakTuyeckue padoThl OkcnepTHas
- KauecTBEHHO U ObicTpo oOpabateiBath | CocTaBiieHUe o0miero OnaHKa | OI[CHKA
MHPOPMALIMI0O M BbIpAXaTh €€ B BHJE | OpraHU3ALUH. pe3yabTaToB
JIOKYMEHTA; CocraBieHue ciyKeOHOTo MUchMa. JEeSITEIbHOCTH
-ACIONB30BaTh  (opmyssip-oOpazenr s | CocTaBieHUE aKTa. CTY/IEHTOB IIpU
oopMIIEHHS JOKYMEHTOB; Tembl BBITTOJIHEHUH U
- opopmiATh OOmMH OnaHk opraHuzanuu, | Gopmynsap-oOpasen, pPEKBU3UTHI U | 3aLIUTE
UCII0JIb30BaTh OJIAHKU JOKYMEHTOB; Omanku. TpeOoBaHUS K OPOPMIICHUIO | IPAKTUYECKUX
- oopmiIATH OCHOBHbIE Buab! | peksuzuroB OP/I. paoor,
yIPaBJIECHYECKUX JOKYMEHTOB. CrnpaBouHO-UH(]OpPMALIMOHHBIE BBITTOJIHEHUH
3Hanus JOKYMEHTBI. JOMaITHUX
- OCHOBHBIE TOHATHSI B 001acTé nenoBbIX | [loHsATHE TOKYMEHTOOOOPOT. 3aJlaHuH,
JIOKYMEHTOB; TECTUPOBaHUH,
- HOPMaTHBHYIO 0a3y, perlaMEHTUPYIOLIYIO YCTHBIX
IpOIeCcC CO3/IaHMsI JOKYMEHTOB; OIIPOCOB U
- IOPUJNYECKYIO CUITY IOKYMEHTA, ApYTUX BUOB
- (opmynsap-oOpazenr  TOKyMEHTa, €ro TEKYILETo
Ha3Ha4YCHMUE; KOHTPOJIS
- MOJZIETIY TIOCTPOEHUS JOKYMEHTOB;
- TpaBuUja COCTaBlIEHUS U OQOPMIICHUS
OpraHU3alMOHHBIX, pacropsaAUTENbHBIX,
CIPaBOYHO-MH(OPMALIMOHHBIX,  KaJpPOBBIX
JIOKYMEHTOB;
- mnpaBwia M (QOpMBI  JEIOBOM WU
KOMMEpUYECKOI MEepenucKku, CTPYKTypy U
0COOEHHOCTH JI€JI0BOT'O ITUChMA.
IIK 1.2. KoHTponupoBaTh KaueCTBO IIOCTYIUBIIETO CHIPbs
Ymenus IIpakTH4eckne padboThI OKcnepTHas
- KadyecTBEHHO U ObicTpo oOpabatsiBaTh | CocTaBieHue ob1ero OnaHKa | OIleHKa
uHbOpMalLlMI0O W BbIpaXaTb €€ B BHUJE | OpraHU3alUH. pe3yIbTaToB
JIOKYMEHTA; CocraBieHue ciyeOHOro nmuchbma. JESTENbHOCTH
-ACTIONb30BaTh  Qopmyisp-odpazenn it | CocTaBiieHue akTa. CTYIECHTOB U

o OopMIICHUS TOKYMEHTOB;
- oopMaTh OOmMI OJIAaHK OpraHU3AINH,
UCIIONIb30BaTh OJIAHKU JOKYMEHTOB;

0hopMITATH OCHOBHBIE BH/JIBI
yIpaBIEeHYECKUX JOKYMEHTOB.

3Hanus

- OCHOBHBIE TIOHATHS B OOJACTH JI€JOBBIX
JTIOKYMEHTOB;

- HOPMaTHBHYIO 0a3y, perijaMeHTHPYIOIIYIO

Tembl

domynsip-oOpazel, PEKBU3UTH U
Oonanku. TpeOoBaHUS K OPOPMIICHUIO
pexBuzutoB OP/I.
CrnpaBouHO-UH(POPMAIIOHHBIE
JIOKYMEHTBI.

[TonsITHE TOKYMEHTOOOOPOT.

TIPOIIECC CO3JIaHUs JJOKYMCHTOB;

BBIIOJIHSHHUH U
3aIuTe
MPaKTUYECKUX
pabor,
BBIIIOJTHCHUH
JIOMAIITHUX
3aJaHuH,
TECTUPOBAHUH,
YCTHBIX
OTPOCOB 1

17




- IOPUNYECKYIO CHITY IOKYMEHTA,

JIPYTUX BUIOB

- ¢opmynsp-oOpazenr  JAOKyMEHTa,  €ro TEKYIIEeTO
Ha3Ha4YeHHUE; KOHTPOJIS
- MOJIETIU TIOCTPOCHUS JOKYMEHTOB;
- TpaBuUia COCTaBleHUS U OGOPMIICHHS
OpTraHU3aI[MOHHBIX, pacmopsIUTEIHHBIX,
CIPAaBOYHO-UH(GOPMALIMOHHBIX,  KaJpPOBBIX
JIOKYMEHTOB;
- mnpaBwia 4  (QOpMBI  JEIOBOM  H
KOMMEpPUYECKON TEepenucKu, CTPYKTYpy U
0COOCHHOCTH JI€JIOBOTO MUChMa.
IIK 1.3. Opranu3oBbIBaTh U OCYIIECTBIATh XPAHECHUE ChIPhS
Ymenus IIpakTnuyeckune padoTsl DKkcnepTHas
- Ka4ecTBEHHO u ObicTpo oOpabareiBaTh | CocTaBieHue o01ero OJIaHKa | OIleHKa
uH(pOpMAIMI0O W BBIpaXaTh €€ B BHJC | OpraHU3aIUH. pe3yIbTaToB
JTIOKYMEHTA; CocraBneHue ciry>ke0HOT0 MHUChMa. JesITeNbHOCTH
-HCTIONIB30BaTh  opmymsip-oopazenr it | CocTaBiieHHE akTa. CTYJCHTOB TIPH

O(i)OpMJ'IeHI/ISI JAOKYMCHTOB;

Tembl

BBIINIOJIHCHHUHN U

- odpopmiATh OOmMK OnaHk opraHuzanmu, | PopMmynsp-oOpasen, pPEKBU3UTHI | | 3aLIUTE
UCIIOJIb30BaTh OJaHKU JOKYMEHTOB; 6nanku. TpeGoBaHus K OQOPMIICHUIO | TPAKTHUECKUX
- oopMIIATh OCHOBHEIE BUJbI | pexkBu3uToB OP/I. pabor,
YIPaBIEHYECKUX JOKYMEHTOB. CrpaBo4HO-HH(OPMAIIIOHHBIE BBITIOJTHEHUH
3HaHusA JIOKYMEHTBI. JOMalTHUX
- OCHOBHBIE MOHATHS B 001acTu nenoBbIX | I[loHsATHE TOKYMEHTOOOOPOT. 3aJlaHuH,
JIOKYMEHTOB; TECTUPOBAHUH,
- HOPMaTHBHYIO 0a3y, periaMeHTUPYIOILYIO YCTHBIX
MPOLIECC CO3/IaHUS JOKYMEHTOB; OIIPOCOB U
- JOPUINYECKYIO CUITY IOKYMEHTA, IPYTUX BUJOB
- (dopmynap-oOpazenr  JTOKyMEHTa, €ro TEKYIIEro
Ha3Ha4YCHME; KOHTPOJIS
- MOJIETIU TIOCTPOEHUS JOKYMEHTOB;
- TIpaBWJa COCTaBJIE€HUS U O(OpMIIECHUSA
OpraHU3aIl[MOHHBIX, pacnopsAUTENbHBIX,
CIPAaBOYHO-UH(POPMALMOHHBIX,  KaJPOBBIX
JIOKYMEHTOB;
- mpaBuiaa W GOpPMBI  JIENOBOM U
KOMMEpPUYECKON MEepenucKu, CTPYKTYpy H
0COOEHHOCTH JIeJIOBOIO MUChMA.

I1K 1.4. OpranuzoBbIBaTh U OCYIIECTBIISATH MOATOTOBKY CBIPhs K IepepaboTke
Ymenus IIpakTnyeckne padoTsl OKkcnepTHas
- KayecTBEHHO U ObicTpo oOpabatbiBaTh | CocTaBieHne o0miero OJaHKa | OIleHKa
UHGOPMALIMI0O M BBIpAXaTh €€ B BHJE | OpPraHU3aAIUH. pE3yJIBTaTOB
JTIOKYMEHTA; CocraBneHue ciry)ke0HOTO MHchMa. NesITeIbHOCTH
-ACIONB30BaTh  (opMmyssip-oOpazenr s | CocTaBieHHE aKTa. CTYZECHTOB IIPH
oopMIIeHHS TOKYMEHTOB; Tembl BBITIOJTHEHUH U
- odpopmiATh OOImMK OnaHk opraHuzanuu, | Dopmynsap-oOpasen, pPEKBU3UTHI U | 3aLIUTE
UCIIOJIb30BaTh OJJAHKU JOKYMEHTOB; O6nmanku. TpeOoBaHUS K OPOPMIICHUIO | MPAKTUYECKUX
- oopMIATH OCHOBHBIE BUJBI | pekBu3uToB OP/I. pabor,
yIpaBIE€HYECKUX JOKYMEHTOB. CrnpaBouHO-UH(OPMALIMOHHBIE BBITIOJTHEHUH
3HaHuA JOKYMEHTBI. JOMalIHUX
- OCHOBHBIE MOHATHS B 0OnacTu nenoBbIX | [loHATHE TOKYMEHTOOOOPOT. 3aJlaHuH,
JIOKYMEHTOB; TECTUPOBAHUH,
- HOPMaTHBHYIO 0a3y, peraaMeHTHPYIOILYIO YCTHBIX
IIPOLIECC CO3/IaHUS JOKYMEHTOB; OIIPOCOB U
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- IOPUIMUYCCKYIO CHITY TIOKYMEHTA;
- dopmynsp-oOpazenr  TOKYMEHTAa,
Ha3HAYCHUC,

- MO/JIEJIN TIOCTPOCHHUS JJOKYMEHTOB;

- OpaBWia COCTaBJCHUS © O(opMIICHHS

€ro

OpraHU3aIlMOHHBIX, pactopsiIUTENbHBIX,
CIPAaBOYHO-UH(GOPMALIMOHHBIX,  KaJpPOBBIX
JIOKYMEHTOB;

- mnpaBwia 4  (QOpMBI  JEIOBOM  H

KOMMEPUYECKON MEpenucKu, CTPYKTYpy H
0COOEHHOCTH JI€JIOBOI0 THUChMA.

JpYTUX BUIOB
TEKYILEro
KOHTPOJIS

IIK 2.1. KonTponupoBaTs coOmoieHne TpeOOBaHUH K ChIPBIO IIPY IPOU3BOCTBE XJjieba
XJ71€000yJIOUHBIX U3ICTHI

Ymenust

- Ka4eCTBEHHO M OBICTpO 00OpabaThIBaTH
uH(pOpMAIMI0O W BBIpaXaTh €¢ B BHUIC
JIOKYMECHTA;

-HCIIONIB30BaTh  opMyIsip-oOpaser
oopMIICHHS JOKYMEHTOB;

- odopmiATh OO ONaHK OpraHu3aluy,
UCIIOJIb30BaTh OJIAHKH JJOKYMEHTOB;

JUIA

- oopMIIATh OCHOBHEIC BU/IBI
YIPaBJICHYECKUX IOKYMEHTOB.

3uanus

- OCHOBHBIC TOHATHS B 00JacTH JEJIOBBIX
JIOKYMCHTOB;

- HOPMaTHBHYIO 0a3y, perjaMeHTHPYIOILYIO
IPOLIECC CO3aHMsI JOKYMEHTOB;

- (opmynsap-oOpaszerr  JTOKyMEHTa,
Ha3HA4YCHHUE,

- MOJIEJIN TIOCTPOEHHUS JOKYMEHTOB;

- TpaBuUja COCTaBJIEHUS U OQOPMIICHUS

€ro

OpraHU3al[MOHHBIX, pacropsIAUTEIbHBIX,
CIPaBOYHO-MH(OPMALIMOHHBIX,  KaJpPOBBIX
JIOKYMEHTOB;

- mnpaBwia MU (QOpMBI  JEIOBOM WU

KOMMEpPUYECKON TMEepenucKu, CTPYKTYpy H
0COOEHHOCTH JEJIOBOTO MMUCHMA.

IIpakTnyeckue padoThl
CocraBnenue o0miero
OpTaHu3aINH.
CocraBneHue ciry>ke0HOT0 MHUChMa.
CocraBiieHue aKTa.

Tembl

®opmynsap-odpasell, pPEeKBU3UTHI U
Osanku. TpeGoBaHust K 0(OPMIICHHIO
pexBusutoB OP/I.
CrnpaBouHO-UH(POPMALIMOHHBIE
JOKYMEHTBI.

[TonsiTHE TOKYMEHTOOOOPOT.

OJraHka

DKkcnepTHas
OLIEHKa
pe3yIbTaToB
JesITeNIbHOCTH
CTYJCHTOB TIPH
BBITIOJTHEHUH U
3aIuTe
MPAKTUYECKUX
pabor,
BBITIOJTHEHUH
JOMAITHUX
3aJIaHuH,
TECTUPOBAHUH,
YCTHBIX
OIIPOCOB U
JPYTUX BUIOB
TEKYIIEeTO
KOHTPOJIS

IIK 2.2. OpI‘aHI/ISOBLIBaTL " OCYHICCTBJIATDH TEXHOJIOTUYECKUI mponecc N3roToBJICHUA

1os1yabpuKaToB Npy MPOU3B

0JICTBE XJieOa 1 XJ1e000yITOUHBIX N3IETHIl

Ymenus

- KayecTBEHHO M ObIcTpo 0OpabaThIBaTh
uH(POpMAIIMI0O W BBIpaXarb €€ B BHJE
JIOKYMEHTa;

-MCTIONBb30BaTh  (opMysip-odpazer
odopMIIeHUS TOKYMEHTOB;

- odopmiATe 00mUMIT ONaHK OpraHu3alny,
UCIIOJIb30BaTh OJJaHKU JOKYMEHTOB;

TUTS

- oopmIIATh OCHOBHEIE BHUIBI
YIIPaBJICHYCCKUX JOKYMEHTOB.

3Hanusa

- OCHOBHBIE IIOHSTHS B 00JIACTH JEIOBBIX
JIOKYMEHTOB;

IIpakTnyeckne padoTsl
CocraBiienne JIOJ>KHOCTHOM
WHCTPYKIIUU.

CocraBiieHHe CITy’)keOHOTO MHChMA.
CocraBneHue ciryxeOHOM, TOKIaIHOM,
O0OBSACHUTENIHLHOM 3aITHCOK.
CocrapicHHE aKTa.

CocTaBJieHHe TIPOTOKOJIa COBEIIAHMS.
TeMbl

Yuaupukamnus CTaHIapTH3AIHS
JIOKYMEHTOB. YHubuupoBaHHbIe
CHUCTEMBI JIOKYMEHTAIIUH.
OpranuzanvoHHbIe JOKYMEHTBI

n

- HOPMaTHBHYIO0 0a3y, periaMeHTUPYIOUIYIO

CrnipaBouHO-UH(OpPMAIIMOHHBIE

OKkcnepTHas
OIleHKa
pe3yabTaToB
JeSTeTbHOCTH
CTYIICHTOB IIpH
BBITTOJTHCHUH U
3aluTe
MPaKTHUECKIX
pabor,
BBITTOJTHCHUH
JTOMAITHUX
3aJIaHuH,
TECTUPOBAHUH,
YCTHBIX
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IPOLIECC CO3JJaHNUS TOKYMEHTOB;
- IOpUIUYECKYIO CUITY JOKYMEHTA;

- (dopmynsap-oOpasenr  JTOKyMEHTAa,
Ha3HA4YCHHUE;

- MOZIETIH TOCTPOCHUS JOKYMEHTOB;

- P€KBHU3UTLI JOKYMCHTOB pPa3JIMYHbIX BUIOB,
- yHUHUIIPOBaHHBIE (POPMBI JJOKYMEHTOB;

- TIpaBWJIa COCTaBJIEHUS U O(OPMICHUS

€ro

OpraHru3aliiOHHLbIX, pacnopAauTCIIbHBIX,
CHpaBO‘-IHO-I/IH(I)OpMaLII/IOHHBIX, KaJApOBBIX
JOKYMCHTOB.

JOKYMCHTBI.

OIIPOCOB U
IpYTUX BUIOB
TEKYILEro
KOHTPOJIS

IIK 2.3. Opranu3oBbIBaTh U OCYIIECTBIATh TEXHOJIOTUYECKUN TPOLIECC MPOU3BOCTBA XJieba U
XJ71€000yJIOUHBIX U3ICTHI

Ymenust

- Ka4eCTBEHHO M OBICTpO 0OpabaThIBaThH
uH(POpMAIIMI0O W BBIpaXaTh €€ B BHUIC
JIOKYMECHTA;

-HCIIONIB30BaTh  opMyIsip-oOpaser
oopMIICHHS JOKYMEHTOB;

- odopmiATh OO ONaHK OpraHu3aluy,
UCIIOJIb30BaTh OJIAHKH JJOKYMEHTOB;

JUIA

- oopMIIATh OCHOBHEIC BU/IBI
YIPaBJICHYECKUX IOKYMEHTOB.

3uanus

- OCHOBHBIC TOHSTHS B O00JAaCTH JIEIOBBIX
JIOKYMCHTOB;

- HOPMaTHBHYIO 0a3y, perjaMeHTHPYIOILYIO
MPOLIECC CO3/IaHUS JOKYMEHTOB;

- JOPUINYECKYIO CHITY IOKYMEHTA,

- (dopmynsap-oOpazenr  JTOKyMEHTAa,
Ha3Ha4YCHME;

- MOJIETIU TIOCTPOEHUS JOKYMEHTOB;

- PEKBU3UTHI JIOKYMEHTOB PAa3JIUYHbIX BUJIOB;
- YHU(UIIUPOBaHHBIE (POPMBI TOKYMEHTOB;

- TIpaBWJa COCTaBJI€HUS M O(OpMIIECHUs

€ro

OpraHU3aLMOHHBIX, pacnopsINTENbHBIX,
CIIPaBOYHO-UH(POPMAITMOHHBIX, KaJpOBBIX
JIOKYMEHTOB.

IIpakTHyeckne padboThI
CocraBienue IOJDKHOCTHOM
WHCTPYKIIUU.

CocraBneHue ciry>ke0HOT0 MHUChMa.
CocrasiieHue Ciy)eOHOH, TOKIaIHOM,
OOBSCHUTEIHHOM 3aIIHCOK.
CocraBjicHHE aKTa.

CocraBieHre MpOTOKOJIa COBEIIIaHMS.
TeMbl

YHudukanus W CTaHAApTU3AIUS
JIOKYMEHTOB. YHUupUIUpOBaHHBIC
CUCTEMBI TOKYMEHTAIIHH.
Opranu3anuoHHbIC JOKYMEHTBI
CrnpaBouHO-UH(DOPMAIIMOHHBIE
JOKYMEHTBI.

DKkcnepTHas
OLIEHKa
pe3yIbTaToB
JesITeNIbHOCTH
CTYJCHTOB TIPH
BBITIOJTHEHUH U
3aIuTe
MPAKTUYECKUX
pabor,
BBITIOJTHEHUH
JOMAITHUX
3aJIaHuH,
TECTUPOBAHUH,
YCTHBIX
OIIPOCOB U
JPYTUX BUIOB
TEKYIIEeTO
KOHTPOJIS

IIK 2.4. O6ecrieunBaTh 3KCILTyaTaIMIO TEXHOJIOTHYECKOTO 000PY10BaHUS XII

ebonexkapHOTro

Ymenus

- KayecTBEHHO M ObIcTpo 0OpabaThIBaTh
uH(pOpMAIIMI0O W BBIpaXarb €€ B BUIE
JIOKYMEHTa;

-MCTIONBb30BaTh  (opMysip-odpazer
odopMIIeHUS TOKYMEHTOB;

- odopmiATe 00mUMIT ONaHK OpraHu3alny,
UCIIOJIb30BaTh OJJaHKU JOKYMEHTOB;

JJIA

- oopmIIATh OCHOBHEIE BHUIBI
YIIPaBJICHYCCKUX JOKYMEHTOB.

3Hanusa

- OCHOBHBIE IIOHSTHS B 00JIACTH JEIOBBIX
JIOKYMEHTOB;

- HOPMaTHBHYIO0 0a3y, periaMeHTUPYIOUIYIO

MIPOM3BOJICTBA
IIpakTnyeckne padoTsl
CocraBiienne JIOJ>KHOCTHOM
WHCTPYKIHUU.

CocragyieHHe CITy’)KeOHOTO MHChMA.
CocraBneHue ciryxeOHOM, TOKIaIHOM,
OOBSACHUTENIHLHOM 3aITHCOK.
CocrapicHHE aKTa.

CocTaBJieHHe TIPOTOKOJIa COBEIIAHMS.

Tembl
YHudukanus W CTaHAApTH3AIUS
JIOKYMEHTOB. YHubuupoBaHHbIe

CUCTEMBI TOKYMEHTAIIUH.
Opranu3alvoHHbIE TOKYMEHTHI
CrnipaBouHO-UH(DOPMALIMOHHBIE

OKkcnepTHas
OIleHKa
pe3yabTaToB
JeSTeTbHOCTH
CTYIICHTOB IIpH
BBITTOJTHCHUH U
3aluTe
MPaKTHUECKIX
pabor,
BBITTOJTHCHUH
JTOMAITHUX
3aJIaHuH,
TECTUPOBAHUH,
YCTHBIX
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IPOLIECC CO3JJaHNUS TOKYMEHTOB;
- IOpUIUYECKYIO CUITY JOKYMEHTA;

- (dopmynsap-oOpasenr  JTOKyMEHTAa,
Ha3HA4YCHHUE;

- MOZIETIH TOCTPOEHUS JOKYMEHTOB;

- P€KBHU3UTLI JOKYMCHTOB pPa3JIMYHbIX BUIOB,
- yHUHUIIPOBaHHBIE (POPMBI JJOKYMEHTOB;

- TMpaBWJIa COCTaBJIEHUS U O(OPMIICHUS

€ro

JOKYMCHTBI.

OIIPOCOB U
IpYTUX BUIOB
TEKYILEro
KOHTPOJIS

OpraHU3aIMOHHBIX, pactopsIIUTEIbHBIX,
CIIPaBOYHO-UH(POPMAITMOHHBIX, KaJ[POBBIX
JIOKYMEHTOB.

IIK 3.1. KonTponupoBats coOmoieHre TpeOOBaHUH K CBIPHIO IPU MPOU3BOJCTBE KOHAUTEPCKUX

151 (0505

Ymenus IIpakTnuyeckune padoTsl DKkcnepTHas
- KadyecTBEHHO H ObicTpo oOpabareiBaTh | CocTaBieHue o0111er0 OJaHKa | OIlEHKA
uH(pOpMAIIMI0O W BBIpaXaTh €€ B BHJC | OpraHU3aIUu. pe3yIbTaToB
JTIOKYMEHTA; CocraBnenue ciyxeOHOH, TOKIaAHOH, | A1eITeIbHOCTH
-HCIIONIB30BaTh  (popMymsip-oOpaszenr s | OOBSICHUTEIILHOM 3aIMCOK. CTYJCHTOB TIPH

oopMIIEHUS TOKYMEHTOB;
- odopmiATh OO ONaHK OpraHu3aluy,
UCIIOJIb30BaTh OJIAHKU JJOKYMEHTOB;

- oopMIIATh OCHOBHEIC BU/IBI
YIPaBJICHYECKUX IOKYMEHTOB.

3uanus

- OCHOBHBIC TOHSTHS B O00JAaCTH JIEIOBBIX
JIOKYMCHTOB;

- HOPMaTHBHYIO 0a3y, perjaMeHTHPYIOILYIO
IPOLIECC CO3aHMsI JOKYMEHTOB;

- (opmynsap-oOpaszerr  JTOKyMEHTa,
Ha3HA4YCHHUE,

- MOJIEJI TIOCTPOEHHUS JOKYMEHTOB;

- TpaBuUja COCTaBJIEHUS U OQOPMIICHUS

€ro

OpraHU3al[MOHHBIX, pacropsIAUTEIbHBIX,
CIPaBOYHO-MH(OPMALIMOHHBIX,  KaJpPOBBIX
JIOKYMEHTOB;

- mnpaBwia MU (QOpMBI  JEIOBOM WU

KOMMEpPUYECKON TMEepenucKu, CTPYKTYpy H
0COOEHHOCTH JEJIOBOTO MMUCHMA.

CocraBieHue aKTa.

Tembl

®opmyinsip-oOpaszen], pPEeKBU3UTHI U
Osanku. TpeOoBaHUS K OPOPMIICHUIO
pexBuzutoB OP/I.
CrnpaBouHO-UH(]OpPMALIMOHHBIE
JOKYMEHTBI.

[TonsiTve TOKyMEHTOOOOPOT.

BBIIIOJTHCHHH U
3aIuTe
MPaKTUYECKHUX
pabor,
BBITIOJTHCHHH
JOMAIITHHX
3aJIaHuH,
TECTUPOBAHUH,
YCTHBIX
OTPOCOB U
JPYTUX BUIOB
TEKYIIEeTO
KOHTPOJIS

IIK 3.2. OpPaHI/IBOBBIBaTB 1 OCYHICCTBJIATH TEXHOJIOTMYECKHI mponecc 1mpo

CaxapuCThIX

KOHJIUTEPCKUX M3ACIHI

M3BOACTBA

Ymenus

- KayecTBEHHO M ObIcTpo 0OpabaThIBaTh
uH(pOpMAIIMI0O W BBIpaXarb €€ B BUIE
JIOKYMEHTa;

-MCTIONBb30BaTh  (opMysip-odpazer
odopMIIeHUS TOKYMEHTOB;

- odopmiATe 00mUMIT ONaHK OpraHu3alny,
UCIIOJIb30BaTh OJJaHKU JOKYMEHTOB;

JJIA

- oopmIIATh OCHOBHEIE BHUIBI
YIIPaBJICHYCCKUX JOKYMEHTOB.

3Hanusa

- OCHOBHBIE IIOHSTHS B 00JIACTH JEIOBBIX
JIOKYMEHTOB;

- HOPMaTHBHYIO0 0a3y, periaMeHTUPYIOUIYIO

IIpakTnyeckne padoTsl
CocraBiienne JIOJ>KHOCTHOM
WHCTPYKIIUH.

CocraBiieHHe CITy’)keOHOTO MHChMA.
CocraBneHue ciryxeOHOM, TOKIaIHOM,
OOBSACHUTENIHLHOM 3aITHCOK.
CocrapicHHE aKTa.

CocTaBJieHHe TIPOTOKOJIa COBEIIAHMS.
TeMbl

Yuaupukamnus CTaHIapTH3AIHS
JIOKYMEHTOB. YHubuupoBaHHbIe
CHUCTEMBI JIOKYMEHTAIIUH.
OpranuzanvoHHbIe JOKYMEHTBI
CnpaBoyHO-MH(POPMAITMOHHBIE

n

OKkcnepTHas
OIleHKa
pe3yabTaToB
JeSTeTbHOCTH
CTYIICHTOB IIpH
BBITTOJTHCHUH U
3aluTe
MPaKTHUECKIX
pabor,
BBITTOJTHCHUH
JTOMAITHUX
3aJIaHuH,
TECTUPOBAHUH,
YCTHBIX
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IPOLIECC CO3JJaHNUS TOKYMEHTOB;
- IOpUIUYECKYIO CUITY JOKYMEHTA;

- (dopmynsap-oOpasenr  JTOKyMEHTAa,
Ha3HA4YCHHUE;

- MOZIETIH TOCTPOEHUS TOKYMEHTOB;

- P€KBHU3UTLI JOKYMCHTOB pPa3JIMYHbIX BUIOB,
- yHUHUIIPOBaHHBIE (POPMBI JJOKYMEHTOB;

- TMpaBWJIa COCTaBJIEHUS U O(OPMIICHUS

€ro

OpraHru3aliiOHHLbIX, pacnopAauTCIIbHBIX,
CHpaBO‘-IHO-I/IH(I)OpMaLII/IOHHBIX, KaJApOBBIX
JOKYMCHTOB.

JOKYMCHTBI.

OIIPOCOB U
IpYTUX BUIOB
TEKYILEro
KOHTPOJIS

IIK 3.3. OpranuzoBbIBaTh U OCYHIECTBIIATH TEXHOJIOIMUECKUN MTPOLIECC POU3BOACTBA MYUHBIX
KOHIUTEPCKUX U3AEIUN

Ymenust

- Ka4eCTBEHHO M OBICTpO 00OpabaThIBaTH
uH(POpMAIIMI0O W BBIpaXaTh €€ B BHUIC
JIOKYMECHTA;

-HCIIONIB30BaTh  opMyIsip-oOpaser
oopMIICHHS JOKYMEHTOB;

- odopmiATh OO ONaHK OpraHu3aluy,
UCIIOJIb30BaTh OJIAHKH JJOKYMEHTOB;

JUIA

- oopMIIATh OCHOBHEIC BU/IBI
YIPaBJICHYECKUX IOKYMEHTOB.

3uanus

- OCHOBHBIC TOHSTHS B O00JAaCTH JIEIOBBIX
JIOKYMCHTOB;

- HOPMaTHBHYIO 0a3y, perjaMeHTHPYIOILYIO
MPOLIECC CO3/IaHUS JOKYMEHTOB;

- JOPUINYECKYIO CHITY IOKYMEHTA,

- (dopmynsap-oOpazenr  JTOKyMEHTAa,
Ha3Ha4YCHME;

- MOJIETIU TIOCTPOEHUS JOKYMEHTOB;

- PEKBU3UTHI JIOKYMEHTOB PAa3JIUYHbIX BUJIOB;
- YHU(UIIUPOBaHHBIE (POPMBI TOKYMEHTOB;

- TIpaBWJa COCTaBJI€HUS M O(OpMIIECHUs

€ro

OpraHU3aLMOHHBIX, pacnopsINTENbHBIX,
CIIPaBOYHO-UH(POPMAITMOHHBIX, KaJpOBBIX
JIOKYMEHTOB.

IIpakTH4eckne padboThI
CocraBienue IOJDKHOCTHOM
WHCTPYKIIUU.

CocraBneHue ciry>ke0HOT0 MHUChMa.
CocrasiieHue CirykeOHOH, TOKIaTHOM,
OOBSCHUTEIHHOM 3aIIHCOK.
CocraBjicHHE aKTa.

CocraBieHre MpOTOKOJIa COBEIIIaHMS.
TeMbl

YHudukanus W CTaHAApTU3AIUS
JIOKYMEHTOB. YHUupUIUpOBaHHBIC
CUCTEMBI TOKYMEHTAIIHH.
Opranu3anuoHHbIC JOKYMEHTBI
CrnpaBouHO-UH(DOPMAIIMOHHBIE
JOKYMEHTBI.

DKkcnepTHas
OLIEHKa
pe3yIbTaToB
JesITeNIbHOCTH
CTYJCHTOB TIPH
BBITIOJTHEHUH U
3aIuTe
MPAKTUYECKUX
pabor,
BBITIOJTHEHUH
JOMAITHUX
3aJIaHuH,
TECTUPOBAHUH,
YCTHBIX
OIIPOCOB U
JPYTUX BUIOB
TEKYIIEeTO
KOHTPOJIS

IIK 3.4. OGecrieunBaTh HKCIUTyaTallMIO TEXHOJIOTHYECKOTO 000PYI0BaHUSI ITPH

KOHJIUTEPCKUX WU3HEIHI

IPOU3BOJICTBE

Ymenus

- KayecTBEHHO M ObIcTpo 0OpabaThIBaTh
uH(pOpMAIIMI0O W BBIpaXarb €€ B BUIE
JIOKYMEHTa;

-MCTIONBb30BaTh  (opMysip-odpazer
odopMIIeHUS TOKYMEHTOB;

- odopmiATe 00mUMIT ONaHK OpraHu3alny,
UCIIOJIb30BaTh OJJaHKU JOKYMEHTOB;

JJIA

- oopmIIATh OCHOBHEIE BHUIBI
YIIPaBJICHYCCKUX JOKYMEHTOB.

3Hanusa

- OCHOBHBIE IIOHSTHS B 00JIACTH JEIOBBIX
JIOKYMEHTOB;

- HOPMaTHBHYIO0 0a3y, periaMeHTUPYIOUIYIO

IIpakTnyeckne padoTsl
CocraBiienne JIOJ>KHOCTHOM
WHCTPYKIHUU.

CocraBiieHHe CITy’)keOHOTO MHChMA.
CocraBneHue ciryxeOHOM, TOKIaIHOM,
OOBSACHUTENIHLHOM 3aITHCOK.
CocrapicHHE aKTa.

CocTaBJieHHe TIPOTOKOJIa COBEIIAHMS.

Tembl
YHudukanus W cTaHAApTH3AIUS
JIOKYMEHTOB. YHubuupoBaHHbIe

CUCTEMBI TOKYMEHTAIIUH.
Opranu3alvoHHbIE TOKYMEHTHI
CrnipaBouHO-HH(OpPMALIMOHHBIE

OKkcnepTHas
OIleHKa
pe3yabTaToB
JeSTeTbHOCTH
CTYIICHTOB IIpH
BBITTOJTHCHUH U
3aluTe
MPaKTHUECKIX
pabor,
BBITTOJTHCHUH
JTOMAITHUX
3aJIaHuH,
TECTUPOBAHUH,
YCTHBIX
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IPOLIECC CO3JJaHNUS TOKYMEHTOB;
- IOpUIUYECKYIO CUITY JOKYMEHTA;

- (dopmynsap-oOpasenr  JTOKyMEHTAa,
Ha3HA4YCHHUE;

- MOZIETIH TOCTPOCHUS JOKYMEHTOB;

- P€KBHU3UTLI JOKYMCHTOB pPa3JIMYHbIX BUIOB,
- yHUHUIIPOBaHHBIE (POPMBI JJOKYMEHTOB;

- TMpaBWJIa COCTaBJIEHUS U O(OPMIICHUS

€ro

OpraHru3aliiOHHLbIX, pacnopAauTCIIbHBIX,
CHpaBO‘-IHO-I/IHq)OpMaLII/IOHHbIX, KaJApOBBIX
JOKYMCHTOB.

JOKYMCHTBI.

OTIPOCOB U
JIPYrUX BUAOB
TEKYIIETro
KOHTPOJIA

IIK 4.1. KonTponupoBaTh cOOM0IcHNE TPEOOBaHUI K KAYECTBY ChIPhS IIPH MPOU3BOJICTBE PA3IMUHBIX

BUJIOB M

AKApOHHbIX I/IS,Z[CHHI;'I

Ymenust

- Ka4eCTBEHHO M OBICTpO 00OpabaThIBaThH
uH(POpMAIIMI0O W BBIpaXarb €€ B BUIC
JIOKYMCHTA;

-HCIIONIB30BaTh  opMyJIsip-oOpaser
oopMIICHHS JOKYMEHTOB;

- odopmiATh OOmMI ONaHK OpraHu3aluy,
UCIIOJIb30BaTh OJIAHKH JJOKYMEHTOB;

JUIA

- oopMIIATh OCHOBHEIC BU/IBI
YIPaBJICHYECKUX IOKYMEHTOB.

3uanus

- OCHOBHBIC TOHSTHS B O00JACTH JIEIOBBIX
JIOKYMCHTOB;

- HOPMaTHBHYIO 0a3y, perjiaMeHTUPYIOIIYIO
IPOLIECC CO3aHMsI JOKYMEHTOB;

- (opmynsap-oOpaszerr  JTOKyMEHTa,
Ha3HA4YCHHUE,

- MOJIEJIM TIOCTPOEHHUS JOKYMEHTOB;

- TpaBuUja COCTaBlI€HUS U OQOPMIICHUS

€ro

OpraHU3alMOHHBIX, pacropsIAUTEIbHBIX,
CIPaBOYHO-UH(OPMALIMOHHBIX,  KaJpPOBBIX
JIOKYMEHTOB;

- mnpaBwia U (QOpMBI  JEIOBOM WU

KOMMEpPUYECKON TMEepenucKu, CTPYKTYpy H
0COOEHHOCTH JEJIOBOTO MMUCHhMA.

IIpakTnyeckue padoThl
CocraBnenue o01iero
OpTaHu3aIIH.
CocraBneHue ciry>ke0HOTO MHUChMa.
CocraBiieHue axTa.

Tembl

®opmynsp-odpasell, pPEeKBU3UTHI U
Omanku. TpeboBaHus K O()OPMIICHHIO
pexBusutoB OP/I.
CrnpaBouHO-UH(POPMALIMOHHBIE
JOKYMEHTBI.

[TonsiTHE TOKYMEHTOOOOPOT.

OJraHka

DKkcnepTHas
OLIEHKA
pe3yIbTaToB
JesITeNIbHOCTH
CTYJCHTOB TIPH
BBITIOJTHEHUH U
3aIuTe
MPAKTUYECKUX
pabor,
BBITIOJTHEHUH
JOMaITHUX
3aJIaHuH,
TECTUPOBAHUH,
YCTHBIX
OIIPOCOB U
JpYTUX BUIOB
TEKYIIEeTO
KOHTPOJIS

IIK 4.2. OpPaHI/IBOBBIBaTB 1 OCYHICCTBJIATH TEXHOJIOTMYECKHI mponecce Mmponu3BOACTBA PA3JIMYHBIX

BHUJIOB M

Ymenust

- KaueCcTBEHHO U ObICTpo 00pabaThIBaTh
uH(POPMAIIMI0O W BBIpaXaTh €€ B BHUIC
JIOKYMEHTa;

-MCTIONBb30BaTh  (opMysip-odpazer
oQopMIIeHHS TOKYMEHTOB;

- odopmiATe 00mUMIT ONaHK OpraHu3alny,
UCIIOJIb30BaTh OJJAHKU JOKYMEHTOB;

TUTS

- oopmIIATh OCHOBHEIE BHUIBI
YIPaBJICHYECKUX JOKYMEHTORB.

3Hanusa

- OCHOBHBIE IIOHSTHS B 00JIACTH JEIOBBIX
JIOKYMEHTOB;

- HOPMaTHBHYIO 0a3y, periaMeHTUPYIOUIYIO

AKapOHHBIX W3ACIIHI
IIpakTH4eckne padboThI
CocraBnenune JIOJKHOCTHOM
WHCTPYKIUU.

CocraBiieHHe CITy’)keOHOTO MHChMA.
CocraBnenue ciryxeOHOH, TOKIa HOM,
OOBSACHUTENIHLHOM 3aITHCOK.
CocrapicHHE aKTa.

CocTaBJieHHe TIPOTOKOJIa COBEIIAHMUS.
Tembl

Yaudukanus CTaHJapTH3AIUS
JIOKYMEHTOB. YHubuupoBaHHbIe
CHUCTEMBI IOKYMEHTAIIUH.
Opranu3anvoHHbIe JOKYMEHTBI
CnpaBoyHO-UH(POPMAITMOHHBIE

n

OKcnepTHas
OLIEHKa
pe3yIbTaToB
JeSTeTbHOCTH
CTY/IEHTOB IIpU
BBITTOJTHEHUH U
3aluTe
MPAaKTUIECKUX
pabor,
BBINOJIHEHUH
JOMAIIHUX
3aJIaHNH,
TECTUPOBAHUH,
YCTHBIX
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IPOLIECC CO3JJaHNUS TOKYMEHTOB;
- IOpUIUYECKYIO CUITY JOKYMEHTA;

- (dopmynsap-oOpasenr  JTOKyMEHTAa,
Ha3HA4YCHHUE;

- MOZIETIH TOCTPOCHUS JOKYMEHTOB;

- P€KBHU3UTLI JOKYMCHTOB pPa3JIMYHbIX BUIOB,
- yHUHUIIPOBaHHBIE (POPMBI JJOKYMEHTOB;

- TMpaBWJIa COCTaBJIEHUS U O(OPMIICHUS

€ro

OpraHU3alMOHHbIX, pacnopsIUTEIbHBIX,
CIPaBOYHO-UH(POPMALMOHHBIX,  KaJPOBBIX
JIOKYMEHTOB;

- mpaBuwia W GOPMBI  JIENOBOM U

KOMMEPYECKON TEepEnucKd,  CTPYKTYpy H
0COOEHHOCTH AEJIOBOrO IMUCHMA.

JOKYMCHTBI.

OTIPOCOB U
JIPYrUX BUAOB
TEKYIIETro
KOHTPOJIA

IIK 4.3. O6ecnieunBaTh HKCIUTYaTallMIO TEXHOJIOTUYECKOT0 000PYAOBaHUS MIPU MPOU3BOICTBE PA3TMUHBIX
BHJIOB MAKapOHHBIX W3ACIIHI

Ymenust

- KaueCTBEHHO U ObICTpo 00pabaThiBaTh
uHbOpMallMI0O W BBIpaXarb €€ B BUIE
JIOKYMEHTA;

-UCIIONIBb30BaTh  (opMyJsip-odpazern
odopMIIEHHUS IOKYMEHTOB;

TSt

IIpakTHyeckue padboTbl
CocraBieHue JIOJ>KHOCTHOM
WHCTPYKLIHUU.

CocrasiieHHe CITy’)kKeOHOTO MHChMA.
CocraBnenue ciryxe0HOM, TOKIaIHOM,
O00BSCHUTEIILHOM 3aITHCOK.

DKkcnepTHas
OLIEHKa
pe3yNnbTaToB
NEeSATeTbHOCTH
CTYICHTOB IIPH
BBITIOJIHCHUH U

- ohopmisaTe 00mMii O6maHk opranuzanuu, | CocTaBlieHUE aKTa. 3aIuTe
UCTIOJIb30BaTh OJaHKH JOKYMEHTOB; CocraBieHre IPOTOKOJIA COBEIAHMS. | MPAKTHYECKUX
- oopmIIATh OCHOBHBIE BUJbl | Tembl pabor,
YIPaBJIEHYECKUX TOKYMEHTOB. Yaupukamus W CTaHAAPTH3AIUS | BBITOJTHCHUH
3HaHuA JTOKYMEHTOB. YHuUIUpOBaHHBIE | TOMAITHUX
- OCHOBHBIE TIOHSTHS B O0OJAacCTH JENOBBIX | CHCTEMBI JOKYMEHTAIHH. 3aJJaHNH,
JIOKYMEHTOB; OpranuzanvoHHbIe JOKYMEHTHI TECTUPOBAHUH,
- HOpMaTUBHYIO 0a3y, perinameHTUpyromyto | CripaBoyHO-UH(POPMAIIMOHHBIE YCTHBIX
IpOIIECC CO3IaHMsI JOKYMEHTOB; JOKYMEHTBI. OIPOCOB U
- JOPUINYECKYIO CHITY TJOKYMEHTA; JPYTUX BUJIOB
- ¢opmynsp-oOpazenr  AOKyMEHTa,  €ro TEKYIIEeTO
Ha3HAuCHMUE, KOHTPOJIS
- MOJIEJIN TIOCTPOEHHUS JJOKYMEHTOB;
- PEKBHU3HTHI JIOKYMEHTOB PAa3IMYHBIX BUIOB;
- YHUPUITUPOBAHHBIE (HOPMBI TOKYMEHTOB;
- TpaBuUja COCTaBlI€HUS U OQOPMIICHUS
OpTaHU3aI[MOHHBIX, pacmopsiAUTEIbHBIX,
CIIPaBOYHO-UH(OPMAIMOHHBIX,  KaJpPOBBIX
JIOKYMEHTOB;
- mnpaBwia U (QOpMBI  JEIOBOM U
KOMMEpUYECKOM MEepenucKku, CTPYKTYpy H
0COOEHHOCTH JE€JI0OBOTO ITMCHMa.

IIK 5.1. YyacTBoBaTh B IUTAHUPOBAHUH OCHOBHBIX MTOKa3aTesei MPOru3BOJICTBA
Ymenus IIpakTH4eckne padboThI OKcnepTHas
- KadyecTBEHHO U ObicTpo oOpabatsiBaTh | CocTaBieHue MpHKa3a o | OllEHKa
UHPOPMALIMI0O ¥ BBIpAXaTh €€ B BHJE | OpPraHU3aAIIH. pe3yIbTaToB
JIOKYMEHTa; CocraBieHue ciyeOHOro nmuchbma. JeATeNbHOCTH
-ACToONb30BaTh  (popmymsap-oOpazenn  mis | CocTaBieHue ciykeOHOM, JOKJIAIHOH, | CTY/IEHTOB IIPH

o OpMIICHUS TOKYMEHTOB;
- oopMaTh OOmMI OJIAaHK OpraHU3AINH,
UCIIOJNIb30BaTh OJIAHKU JOKYMEHTOB;

- oopMIIAThH OCHOBHBIE BU/IBI

00BSACHUTEILHON 3aIIUCOK.
CocraBneHre MpOTOKOJIa COBEIIIaHMS.
Tembl

dopmynsp-obpasell, pPEeKBU3UTHI U

BBITIOJIHCEHUHN U
3anuTe
MPAKTUIECKUX
pabor,
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YIPABJICHUYECKUX IOKYMEHTOB. Omanku. TpeGoBaHusi K OQOPMIICHHIO | BBHITTOJTHCHUH
3nanus pexBuzutoB OP/I. JOMaIIHUAX
- OCHOBHbBIE TIOHATHSA B O00JACTH JeJOBbIX | PacmopsauTenbHble JOKYMEHTHI. 3aJlaHuH,
JIOKYMEHTOB; CripaBo4HO-HH(OPMAITIOHHBIE TECTHUPOBAHUH,
- HOPMaTHBHYIO0 0a3y, peryiaMeHTUPYIOUIYIO | JOKYMEHTHI. YCTHBIX
IPOIIECC CO3aHMSI JOKYMEHTOB; OIIPOCOB U
- IOPUINYECKYIO CHITY IOKYMEHTA, IpYTUX BUIOB
- ¢opmynsp-oOpazenr  JIOKyMEHTa,  €ro TEKYIIEeTO
Ha3Ha4YCHHUE,; KOHTPOJIS
- MOJIEJIM TIOCTPOCHHUS JOKYMEHTOB;
- PEKBU3UTHI JOKYMEHTOB Pa3IMYHBIX BUOB;
yHU(DUIIPOBAHHBIE (POPMBI JOKYMEHTOB;
- TpaBuUia COCTaBleHUS U  OGOPMIICHHS
OpraHu3alMOHHBIX, pacTopsIUTEIbHBIX,
CIPaBOYHO-UH(MOPMALIMOHHBIX,  KaIpPOBBIX
JIOKYMEHTOB;
- mnpaBwia #u  (QOpMBI  JEIOBOM  H
KOMMEPYECKOH TMEepernucKu, CTPYKTypy U
0COOCHHOCTH JIeJIOBOTO MUChMA.

IIK 5.2. [InanupoBaTh BBIIIOJIHEHUE pabOT UCIOJHUTENSIMHU
Ymenust IIpakTHyeckue padboTbl DKcnepTHas
- KauyecTBEHHO U ObicTpo oOpabateiBath | CocTaBiieHUE npuKasa 0 | OIICHKA
uH(bOpMallMI0O U BbIpaXaThb €€ B BUJE | OpraHU3aIUH. pe3yNnbTaToB
JOKYMEHTA; CocraBieHue ciryKeOHOTo MUChMa. JeATeIbHOCTH
-MCTIONB30BaTh  opmymsip-oopazen i | CocTaBiieHue ciyxeOHOM, TOKIaIHOM, | CTYAEHTOB MpU

odopMIIEHHUS IOKYMEHTOB;

OOBSICHUTEIBHOM 3aITHCOK.

BBIIIOJIHECHHUH U

- odpopmiATh OOImMK OnaHk opraHuzanu, | Tembl 3aluTe
UCTIOJIB30BaTh OJaHKH JJOKYMEHTOB; @opmyisip-oOpaszen, PEeKBU3UTHl ¥ | MPAKTHYECKUX
- oopmIATH OCHOBHBIE BUbI | OmaHku. TpeboBaHus Kk odopmieHuto | pabor,
YIIPaBJIEHYECKUX TOKYMEHTOB. pexBuzutoB OPJI. BBITTOJTHEHUH
3Hanus PacniopsinutenbHble TOKYMEHTHI. JOMAIIHUX
- OCHOBHbIE TMOHATHA B 00sacTH nenoBbiX | CripaBoYHO-HH(OPMALIMOHHBIE 3a/1aHH,
JIOKYMEHTOB; JOKYMEHTHI. TECTUPOBaHUM,
- HOPMaTHBHYIO 0a3y, perJaMeHTHPYIOIIYIO YCTHBIX
IpOIIECC CO3IaHMsI JOKYMEHTOB; OIIPOCOB U
- JOPUINYECKYIO CHITY JOKYMEHTA; JAPYTUX BUJOB
- ¢opmynsp-oOpazenr  JAOKyMEHTa,  €ro TEKYIIEeTO
Ha3HauCHMUE,; KOHTPOJIS
- MOJIEJIM TIOCTPOEHHUS JOKYMEHTOB;
- PEKBU3UTHI JIOKYMEHTOB PA3JIUYHBIX BHJIOB;
- yHU(UIUPOBaHHbIE (YOPMBI JOKYMEHTOB;
- TMpaBuUja COCTaBleHUS U  OGOPMIICHUS
OpraHU3alMOHHBIX, pacropsaAUTENbHBIX,
CTIPaBOYHO-UH(POPMAIMOHHBIX,  KaJPOBBIX
JIOKYMEHTOB;
- mnpaBwia Hu  (QOpMBI  JEIOBOM U
KOMMEPUYECKOM MEepenucKku, CTPYKTypy U
0COOEHHOCTH JE€JI0OBOTO ITMCHMa.

IIK 5.3. Opranu3oBsiBaTh paboTy TPYJOBOTO KOJUIEKTHBA
- KayecTBEHHO U ObicTpo oOpabateiBath | [IpakTHYecKHE PaGOTHI OKcnepTHas
uHpopMalKi0O M Bblpaxarh ee B BHae | CocTaBleHMe TpaBWJI BHYTPEHHETO | OI[CHKa
JOKYMEHTA; TPYZOBOTO pacHopsiaKa. pe3yIbTaToB
-ACIONB30BaTh  (opmyssip-oOpazeny  ans | CocraBieHHE CTPYKTYpPhl M IUTATHOM | NESTEIHHOCTH

0hOpMIICHHUS TOKYMEHTOB;

YHUCJICHHOCTH, MITATHOTO paClIvMCaHusl.

CTYJCHTOB IIPH
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- oopMaTh OOmMI OJIAHK OpraHU3AINH,
UCIIO0JIb30BaTh OJaHKH JOKYMEHTOB;
- opopMIIATH OCHOBHBIC
YIPaBJIEHYECKUX IOKYMEHTOB;

- COCTaBJISATh U O(OPMIISITH OCHOBHBIC BHUJIBI
KaJpOBBIX JOKYMEHTOB, BHOCHUTH 3aIllUCH B
TPYAOBYIO KHIKKY.

3uanus

- OCHOBHBIC TOHSTHS B 00JAaCTH JIEIOBBIX
JIOKYMEHTOB;

- HOPMaTHBHYIO 0a3y, perjaMeHTHPYIOIIYIO
IPOIIECC CO3IaHMsI JOKYMEHTOB;

- IOPUINYECKYIO CHITY JJOKYMCHTA;

- dopmynsp-oOpazenr  JOKYMEHTAa,
Ha3HAYCHMUC,

- MOJIEJI TIOCTPOCHHUS JOKYMEHTOB;

- PEKBU3UTHI JIOKYMEHTOB PA3JIUYHbIX BHJIOB;
- yHU(UIIUPOBaHHEIE (DOPMBI JOKYMEHTOB;

- TMpaBWia COCTaBJICHUS U O(OPMIICHUS

BUJIBI

€ro

OpraHU3aLMOHHBIX, pacnopsINTENbHBIX,
CIPaBOYHO-UH(POPMAIIMOHHBIX, KaJpOBBIX
JIOKYMEHTOB.

CocrapneHnue o
OpraHu3alyu.

CocraBieHue npuKaza MO JHUYHOMY
COCTaBy

CocrapieHue 3asBJICHUN O MpUEME Ha
pabory, YBOJILHEHUH,
MPEIOCTABIICHUHU OTIYCKA.

Bnecenne 3ammcei B TPYAOBYIO
KHWKKY Ha OCHOBaHUH MpPUKa3a.
TeMbl

dopMmysip-oOpazen, PEKBU3UTHI U
6nanku. TpebGoBanus kK odopmieHuIo
pexBuzutoB OP/I.

Opranu3anvoHHbIE JIOKYMEHTHI
PacnopsiautenbHble TOKYMEHTbI
JlokymMeHTUpOBaHNE TPYJIOBBIX
OTHOIIICHUH.

npHKasa

BBIIIOJIHEHUH U
3aIUuTe
MPaKTUYECKHUX
pabor,
BBIIOJTHEHU U
JIOMAIITHHUX
3aJIaHuH,
TECTUPOBAHUH,
YCTHBIX
OMPOCOB U
JIPYTUX BUIOB
TEKYIIEeTO
KOHTPOJIS

IIK 5.4. KOHTpOHI/IpOBaTB XO04 U OLICHUBATDH PE3YJIbTAThI BBIIIOJIHCHU A pa60T HUCIIOJTHUTCIIIMU

Ymenust
- Ka4eCTBEHHO M OBICTpO 00OpabaThIBaThH
uH(pOpMAIIMI0O W BBIpaXaTh €€ B BHUIC
JTIOKYMEHTA;

-HCII0JIB30BATh

dbopmymsip-oOpazenr A

IIpakTnuyeckune padornl
CocraBieHue TMpaBUJl BHYTPEHHETO
TPYZOBOIrO PacHopsaKa.

CocraBieHue CTPYKTYpbl M IUTaTHOM
YHCJIEHHOCTH, IITaTHOTO PACIHCAHHUS.

DKkcnepTHas
OLICHKA
PE3yJIbTaTOB
JeATeNbHOCTU
CTY/IGHTOB TIPH

oopMIIeHHs JOKYMEHTOB; CocraBnenue pHKa3a O | BBITIOJIHEHUU U
- odopMisaTh OOmMIT OJIaHK OpraHU3aIlH, | OpTraHU3AIIH. 3ammTe
UCIIOJIb30BaTh OJaHKU JJOKYMEHTOB; CocraBrneHue mpHKaza MO JTUYHOMY | MPAKTUYECKUX
- oopmisTH OCHOBHEIE BUJBI | COCTaBY paoor,
YIIpaBJIEHYECKUX IOKYMEHTOB; CocraBieHue 3asBIE€HUI O NPHEMe Ha | BBHIIIOJIHEHUHU
- COCTaBIJIATh U O(OPMIISITH OCHOBHBIE BUIBI | PabOTY, YBOJIBHEHUH, | JOMAIIHUX
KaJ[pOBBIX JOKYMEHTOB, BHOCUTb 3allUCH B | IPEJOCTABICHUH OTITyCKa. 3aJlaHuH,
TPYAOBYIO KHUXKKY. CocraBnenue aBToOmorpaduu, | TECTUPOBAHUH,
3HaHusA pe3roMe. YCTHBIX
- OCHOBHBIC TOHATHS B 00JAacTH [ENOBBIX | BHECeHHMe 3amuceii B TPYIOBYIO | OTIPOCOB H
JIOKYMEHTOB; KHIDKKY Ha OCHOBaHHH TMIPHUKA3a. JPYTUX BUIOB
- HOpMaTHBHYIO 0a3y, periaameHTupyromyo | Tembl TEKYIIETO
IpOIIeCcC CO3aHMsI JOKYMEHTOB; ®opmyisip-obpaszen], PEeKBU3UTHl U | KOHTPOJIS
- OPUINYECKYIO CHITY IOKYMEHTA, Omanku. TpeboBanusi K 0(HOPMIICHHIO
- (opmynsap-oOpazenr  1oKymeHTa, ero | pekBusutoB OP/I.
Ha3HAYCHMUE, OpraHu3anroHHbIE JOKYMEHTHI
- MOJIEJIM TIOCTPOEHHUS JOKYMEHTOB; PacriopsimuTenbHbIe TOKYMEHTHI
- PEKBU3UTHI JIOKYMEHTOB PAa3JIMYHbIX BUIOB; | JloKyMeHTHpOBaHHE TPYIOBBIX
- YHUPUITUPOBAHHBIE (DOPMBI TOKYMEHTOB; OTHOILICHHH.
- TpaBuUja COCTaBleHUS U OGOPMIICHUS
OpTaHU3aI[MOHHBIX, pacmopsiAUTEIbHBIX,
CTIPaBOYHO-UH(POPMAIMOHHBIX,  KaJPOBBIX
JTIOKYMEHTOB.

IIK 5.5. Bectut yTBEpKI€HHYIO YYETHO-OTYETHYIO TOKYMEHTAIUIO
Ymenus IIpakTnyeckne padoTsl OKkcnepTHas
- Ka4eCTBEHHO M ObIcTpo oOpabarbiBaTh | CocTaBieHne TIpaBUJ BHYTPEHHETO | OIICHKA
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UHPOpPMALIMI0O ¥ BBIpaXaTh €€ B BHUJIC
JIOKYMEHTA;

-HCTIONIb30BaTh  (hopmynsap-oOpaszen
0o OpMIICHUS TJOKYMEHTOB;

- oopMiATh OOImMI OJIAaHK OpraHU3AIWH,
UCTIOJIb30BaTh OJaHKH JJOKYMEHTOB;
- oopmItsITh OCHOBHBIC
yIPaBICHYECKUX JOKYMEHTOB;

- COCTaBJIATh U O(OPMIISITH OCHOBHBIC BHUJIBI
KaJpOBBIX JOKYMEHTOB, BHOCHTH 3aIllUCH B
TPYAOBYIO KHHKKY;

JJIA

BUJIBI

- BECTH KypHAI perucTpanuu,
o0OpabaThIBaTh BXOJISIIIIYIO
KOPPECTIOH ICHITHIO, BECTH KOHTPOJIb

UCTIOJTHCHUS JIOKYyMEHTOB;
- BBIJIABaTh CIIPABKU, COCTABJISATH BBIMUCKU H
KOTIMH JOKYMEHTOB, 3aBEPSITh KOIIHH.
3nanus

- OCHOBHBIC TOHSTHS B 00JAaCTH JIEIOBBIX
JIOKYMEHTOB;

- HOPMaTHBHYIO 0a3y, perjaMeHTHPYIOIIYIO
IPOIIECC CO3JIaHMSI JOKYMEHTOB;

- IOPUJINYECKYIO CHITY JIOKYMCHTA;

- dopmysp-oOpaszenr  JTOKyMEHTa,
Ha3HAYCHMUC,

- MOJICIIH TIOCTPOCHUSI JOKYMEHTOB;

- PEKBU3UTHI JIOKYMEHTOB Pa3JIMYHBIX BUJIOB;
YHU(HUIHPOBaHHBIE ()OPMBI JOKYMEHTOB;

- TpaBuUja COCTaBlIEHUS U OQOPMIICHUS

€ro

OpraHU3alMOHHBIX, pacnopsIIUTEIbHBIX,
CIPaBOYHO-UH(POPMAIIMOHHBIX, KaJIpOBBIX
JIOKYMEHTOB;

- IOTOKU JOKYMEHTOOOOpOTa OpraHu3aluu U
OpraHu3alio paboThl C BXOJAIIUMH U
UCXOJIAIMMHA JTOKYMEHTaMHU.

TPYZOBOIO pacHopsiaKa.
CocraBieHue CTPYKTYphl M IITaTHOM
YHUCIEHHOCTH, IITATHOTO PacIUCaHMsL.
CocraBnenue IIpHUKa3a 1o
OpraHu3alyH.

CocraBieHue npuKaza O JUYHOMY
COCTaBYy

CocraBieHue 3asBJICHUI O MpHEMe Ha
paodory, YBOJIbHEHUH,
MPEJOCTABICHUH OTITYCKa.

Buecenne 3ammceii B TPYAOBYIO
KHIKKY Ha OCHOBAaHHUH ITPHUKa3a.

3anoyiHEHHWE >KypHaja BXOISLIECH U
HUCXOJAIIEH TOKYMEHTALlUH.

Brinaua CIIPaBOK u KOITUH
JIOKYMEHTOB.

Tembl

®opmynsp-odpasell, pPEKBU3UTHI U
Osanku. TpeGoBaHust K 0OPMIICHHIO
pexBusutoB OP/I.

OpranuzanvoHHbIe JOKYMEHTHI
PacniopsinutensHbIe TOKyMEHTHI
JlokyMeHTupoBaHue TPYAOBBIX
OTHOUIEHUH.

[TonsiTHE TOKYyMEHTOOOOPOT.

pe3yIbTaToB
NeSITebHOCTH
CTY/ICHTOB TIPH
BBITIOJTHEHUH U
3aluTe
MPAKTUIECKUX
pabor,
BBITIOJTHCHUH
JOMAIITHUX
3aJIaHuM,
TECTHPOBaHUH,
YCTHBIX
OIIPOCOB U
JPYTUX BUJIOB
TEKYIIETO
KOHTPOJIS
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