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1. MMACIHIOPT PABOYEN ITPOI'PAMMBI JUCIUTIIMHBI
1.1. ObuaacTh npuMeHeHNns1 padoyeil MPOrpaMMbl

Pabouas nporpamma nucummivabl OIL. 15. JlenoBbie JOKYMEHTHI SIBISETCS YacThIO
pPOrpaMMBbl TMOATOTOBKH CIICIIUATMCTOB CPEIHEr0 3BEHA, BBIACICHHON W3 BapHATUBHOUN
gacTu 9acoB, npeaycMoTpeHHbIx B @I'OC CIIO no cnenuanproctr 19.02.08 Texnomorus
MsICa U MSCHBIX MPOITYKTOB.

1.2. MecTo AMCUMIUVIMHBI B CTPYKType MNpOrpaMMbl MOATOTOBKH CHELHUAJMCTOB
CpeAHero 3BeHa
JlucuuriauHa BXOAUT B TPO(ecCHOHATbHBIN Y4eOHBIH HUKIL.

1.3. Hean wu 3agauyMm JUCHUIUVIMHBI - Tpe0OBaHMSA K Ppe3yJbTAaTaM OCBOCHUA
AMCUMILTMHBI

B pe3yabTare ocBOCHNS AUCHUILIUHBI 00Y4AIOUIUIICS 10J2KEH YMeTh:

- Ka4eCTBEHHO M OBICTPO 00padaThiBaTh MH(OPMAIMIO U BbIpaKaThb €€ B BHJIE
JIOKyMEHTA;

- UCTI0JIb30BaTh PopMyJsip-oOpasel 1ist opopMIIeHHS TOKYMEHTOB;

- 0popMIIATH 001K OJJaHK OpraHU3al|K, UCIIOJIb30BaTh OJJAHKU JOKYMEHTOB;

- 0OPMIISITH OCHOBHBIE BUbI YIIPABICHUECKUX JIOKYMEHTOB;

- COCTaBJISAITh M OQOPMJISITH OCHOBHBIE BHJBI KaJpPOBBIX JTOKYMEHTOB, BHOCUTh
3aMKCU B TPYAOBYIO KHUKKY.

- BECTU JKypHaJl perucrpanuu, oOpalaThiBaTh BXOJSILYI0 KOPPECHOHICHIIMIO,
BECTH KOHTPOJIb UCIIOJIHEHMS IOKYMEHTOB.

- BbI/1aBaTh CIPABKH, COCTABIIATH BHITUCKU U KOIIUHU IOKYMEHTOB, 3aBEPATh KOIHH.

B pe3yibTarte ocBOeHMsI AUCHUILIUHBI 00YUYAKOIIHIICS T0JIKEH 3HATD:

- OCHOBHBIC ITOHATHS B 00JIACTH JICJIOBBIX TOKYMEHTOB;

- HOPMATHUBHYIO 0a3y, perjiaMeHTUPYIONIYIO MPOIECC CO3/IaHUsI TOKYMEHTOB;

- FOPUINYECKYIO CHUITY TOKYMEHTA,;

- popmymsip-oOpazer JOKyMEHTa, €ero Ha3HauYCHHUE,;

- MOJIEJIH TIOCTPOCHUS IOKYMEHTOB;

- PEKBU3UTHI IOKYMEHTOB PA3JIMYHBIX BUIOB;

- yHU(UIIUPOBAHHBIE (POPMBI TOKYMEHTOB;

- MpaBUjia COCTABJICHUS] W OMOPMIICHUS] OPTaHU3AIMOHHBIX, PACIIOPSIIUTEIBHBIX,
CIPaBOYHO-UH(OPMAITMOHHBIX, KAAPOBBIX TOKYMEHTOB;

- mpaBwia ¥ (OpPMBI JEIOBOM W KOMMEPYECKOW NEPEemuCKH, CTPYKTYpy U
0COOEHHOCTH JCJI0BOr0 MMCHhMA;

- MIOTOKU JOKYMEHTOOOOPOTa OpraHU3aIlii U OPTaHU3aIlii0 PabOThI ¢ BXOISIIUMH
U UCXOAIITUMU JTOKYMECHTAMH.

B pe3yabrare ocBoeHMsI JMCHMIUVIMHBI OOy4dawlnuiics mnpuodperaer
NPAKTUYECKHUN ONBIT B:

- B KQUECTBEHHOM HCIIOJIHEHUHU PA3JIMYHBIX TOKYMEHTOB;

- 0(hOPMJICHUH OCHOBHBIX BUJIOB YIPABICHYECKUX U KAJIPOBBIX IOKYMEHTOB;



- 00paboTKe BXOAAIIEH JOKYMEHTAIINH;
- BBIJIaY€ CIPABOK.

B npouecce o0yuennsi y odydawmerocssi GopMupyroTcs cjeayromnme odoime
KOMIIEeTeHINH:

OK 1. [loHnmars CyIHOCTb U COLMATIBHYIO 3HAUUMOCTh CBOEH Oyaylieil mpodeccuu,
IIPOSIBIIATH K HEW YCTOMYUBBIN UHTEPEC.

OK 2. Opranu3oBbIiBaTh COOCTBEHHYIO JCSTEIbHOCTD, BEIOUPATh TUIOBBIE METOMBI U
CrocoObl BBIIOTHEHHUS TPO(ECCHOHANBHBIX 3a7a4, OLEHUBATh UX 3(PPEKTUBHOCTH H
Ka4yeCTBO.

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

OK 4. OcymiecTBasTh MOUCK U UCTIOIB30BaHUE HHPOPMAIIH, HEOOXOTUMOM JIst
3¢ (HEKTUBHOTO BBINOIHEHUS TPO(PECCUOHANIBHBIX 3a]1a4, TPO(ECCUOHATIBHOTO U
JMYHOCTHOIO Pa3BUTHSL.

OK 5. Ucnonb3oBath HHOPMALMOHHO-KOMMYHUKAIIMOHHBIE TEXHOJIOTHH B
npohecCuoHaNbHOMN eATENbHOCTH.

OK 6. PaGoTtatb B KOJUIEKTHBE U KOMaH 1€, 3 (HEKTUBHO OOIIATHCS C KOJUIEraMH,
PYKOBOJCTBOM, IOTPEOUTEISIMHU.

OK 7. bpatb Ha ce0s1 OTBETCTBEHHOCTD 3a pa0OTy UJICHOB KOMaH/bI (MIOJYMHEHHBIX ),
pe3yNbTaT BHIIIOJHEHUS 33 JaHUi.

OK 8. CaMocTosITeTbHO ONPENEIIATh 33J]a4u TPOPECCUOHATIBHOTO U JINYHOCTHOTO
pa3BUTHS, 3aHUMATHCSI CAMOOOpa30BaHNEM, OCO3HAHHO TUIAHUPOBATH MMOBBIIICHUE
KBaJIM(PUKALIMH.

OK 9. OpreHTrpoBaThCs B YCIOBUAX YACTOM CMEHBI TEXHOJIOTUH B
poheCCUOHATIBHON JIEITEIIbHOCTH.

B npomecce o0Oydenussi y oOydawierocss (GopMuUPYIOTCS  cJeaylonue
npogeccuoHAIbHbIe KOMIIETCHIIMU:

IIK 1.1. [TpoBOAUTH MPUEMKY BCEX BUIIOB CKOTA, ITUIIbI U KPOJIUKOB.

[1K 1.2. TIpousBoauTs yOO# CKOTa, MTHUIIHI U KPOJIUKOB.

I1K 1.3. Bectu nporiecc nepBUYHOM repepabOTKH CKOTa, ITUIBI U KPOJIUKOB.

IIK 1.4. OGecrnieunBaTh pabOTy TEXHOJOTMYECKOTO 00OPY0BAaHUS MEPBUYHOTO I€Xa
U TITULICIIeXA.

[1K 2.1. KoHTponupoBaTh Kaue€CTBO ChIPbs U MOy (HaOpUKaToB.

[1IK 2.2. BecTu TeXHOJOrMYECKUM Mpoliecc 00paboTKu MPOyKTOB Y005 (110 BUIAM).

I[IK 2.3. OO6ecrnieunBaTh pabOTy TEXHOJOTMYECKOTO OOOpYy/IOBaHUS B IIeXax
MSICOKHPOBOTO KOpIyca.

I[IK 3.1. KonHTponupoBaTh KadeCTBO CBIPbS, BCIIOMOIaTENbHBIX MAaTEPUAIIOB,
noyry(haOprKaToB W TOTOBOM MPOMYKIIMHU TPU TMPOU3BOACTBE KOJOACHBIX M KOIMYEHBIX
1591 (017178

[1K 3.2. BecTu TeXHOIOTHYECKUI TTPOIIECC MTPOU3BOACTBA KOJIOACHBIX U3/CIUN.

I[IK 3.3. BecTu TEXHOJOTMYECKUW MPOILECC MPOU3BOACTBA KOIMYEHBIX H3ACIHN U
nosrypaOpuKaToB.

[1K 3.4. OGecneunBath pabOTy TEXHOJIOTUYECKOTO 00OPYIOBAaHUS 1JI MPOU3BOICTBA
KOJIOACHBIX U3JENHM, KOMMYEHBIX U31eUN U N0y padpHUKaTOB.

[IK 4.1. YuacTBOBaThH B IJTAHWUPOBAHUU OCHOBHBIX MOKa3aTeJ el MPOU3BO/ICTBA.



I1K 4.2. [InaHupoBaTh BHIMOJHEHUE paOOT UCTIOTHUTEIISIMH.

I1K 4.3. Opranu3oBsiBaTh pabOTy TPY/I0BOT'O KOJUJICKTHBA.

I[IK 4.4. KontponupoBaTh XOJ U OIICHUBATh pe3yJbTaThl BBIMOJHEHUS padoT
UCIIOJIHUTEIISIMU.

[1IK 4.5. BecTu yTBep>KIECHHYIO YYETHO-OTYETHYIO TOKYMEHTAIIHIO.

1.4. KoauvecTBO 4acoB HA OCBOeHHe padoueil mMporpaMMbl TUCIUNIMHBI
MakcumanbpHOU yaeOHOM Harpy3ku odydatomerocs - 70 4acos,
B TOM YHCJIC:
- 00513aTeTLHOM ayTUTOPHON yueOHOM Harpy3Ku oOydaromierocs - 48 4acos;
- CAaMOCTOSITEILHOUM paboThI 0Oy4aromerocs - 22 yaca.

2. CTPYKTYPA U COAEPKAHUE JUCIUITJINHBI

2.1. O0beM AUCHUIUIMHBI U BUAbI Y4eOHOH padoThI

Bupa yueOHoi1 padoThI O0bem yacoB

MakcuMasibHasi yueOHas HArpy3Ka (Bcero) 70
Oo0s13aTesibHAs Ay IUTOPHAs yueOHAasi HAarpy3Ka (Bcero) 48
B TOM YHCJIE:

MPaKTUYECKUE PaObOTHI 30
CamocrosiTesibHas padoTa o0yuarierocs (Bcero) 22
B TOM YHCJIE:

MOATOTOBKA JOK/IAaJI0B 10
[MOJATOTOBKA TECTOB 2
paboTa ¢ KOHCIIEKTOM 6
ITOATrOTOBKA MYJIbTUMEIUMHBIX ITPE3CHTALUN 4

IIpomexyroynass arrecranus B popme nudpdepeHIMPOBAaHHOIO 3a4eTa

2.2. TeMaTH4YeCKHUI IVIAH U COAEPKAHNE JUCHMIIUHbBI

HaumeHoBaHue Conep:xxanue y4ye0HOro marepuaJa, O6bem | YpoBeHb
pa3aesioB 1 TEM NpaKTU4Ye€CKue paﬁoTbI, caMoCTOoATEe/JIbHAsA paﬁoTa yacoB O0CBOCHHUA
o0yuyaromuxcsi
1 2 3 4

Paspea |. 16
Teopernueckue
OCHOBBI /1€JIOBBIX
AOKYMEHTOB
Tema 1.1 Ilonsatue o | Conep:xkanue y4eGHOr0 MaTepuasia 2
JNOKYMEHTAaxX U [TonsiTue o mOKymMeHTe M HH(OPMALIHU. 1
uHbOpMaInu. Bo3HuKHOBEHHE JNOKYMEHTA, ero
[Ipu3Haku u HaszHayeHue. Ponb NOKymMeHTa B KU3HU
CTPYKTypa YEJIOBEKa U OOLIECTBA.




HaumeHoBaHue Conep:xxanue yuye0OHOro MmaTepuaJa, O0bem | YpoBeHb
pa3aesioB 1 TEM NpaKTU4YeCKue paGOTbI, CaMOCTOsAATEe/JIbHAA paﬁoTa yacoB OCBOCHUA
00y4arouuxcs
JTIOKyMEHTa [Ipuznaku  gokymenta.  Ctpykrypa
JTIOKYMEHTA.
[TonsTne "(yHKIUSA JOKyMeHTa".
[TommyHKITMOHATBPHOCTD TOKYMEHTA.
CamocTosiTesibHAsi padoTa 00y4almmuxcst 2
Hoxkmaner mo Teme: "Ponb JOKyMEHTa B
J)KHM3HH 4YejioBeka u odOmiectBa", " CrocoOnl
JTOKyMEHTUpOBaHus HHbopmanuu", "ITamnsl
JTOKYMEHTHpOBaHus nHpopmaruu"
Tema 1.2 Conepskanue yueOHOr0 MaTepuaJia 2
VYHudukanus u Hemn 51 3a/1a4n YHU(PUKALIH 1
CTaHJlapTU3aIus TOKyMeHTOB.  CHCTEMBI  JOKYMEHTAIIUH.
JIOKYMEHTOB. HopmatuBHbie u MPaBOBbIC aKThI,
YHUUIUPOBAaHHBIE | PEryIMPYONIUE TOKYMEHTHPOBAHHUE.
CHUCTEMBI Cranpaptu3anusi B JI€JIOMPOU3BOJICTBE.
JOKYMEHTaIuU Poccuiickue cranaapThl A€10MPOU3BOACTBA.
YHuuduimpoBanHas cucrema
JOKyMEeHTaluu. YHuduiupoBanHas ¢opma
JOKYMEHTA.
PexBU3UTHI JOKYMEHTA.
CamocrosiTesibHas padoTa 00y4aK0IMXCH 2
Jloxmaasl 1o TeMeE: "HopmaTtuBHo-
MeToauyeckass 0aza  JelONMpou3BOJACTBA",
"HarmmonaiarHEIE CTaHIAPTHI PO o
JI€TI0NPOU3BOACTRY"
Tema 1.3 Coaep:xxanue yue0HOro MmaTepuaJjia 2
dopmysip-obpaser, dopmysip-obpasen;  OpraHU3aIMOHHO- 1,2
PEKBU3UTHI U pacropsAuTEILHOTO JOKYMEHTA.
Onanku. TpeboBanus | KoHCTpyKIIMOHHAS CETKA.
K opopMIteHHIO PexBU3UTHI OpraHU3aIMOHHO-
PEKBU3UTOB pacropsIuTeILHOTO JIOKYMEHTA, 170'¢
OpraHU3aluOHHO- pacIojoKeHue.
pacnopsiANTENbHBIX OO6mue 6J1aHKU TOKYMEHTOB.
AOKYMCHTOB. IlpakTHyeckas pagora 2
Odopmienue ob1ero 61aHKa OpraHu3auu
CamocrosiTesibHasA padoTa 00y4alIMUXCH 4
CocrtaBuTh TECT o paszaeny:
"Teoperuueckue OCHOBBI JIEJIOBBIX
JTOKYMEHTOB"
Paznen Il 34
IIpaBuia
opopmieHus

OCHOBHBIX BUJ10B




HauMmenoBanue
pa3aesioB U TeM

Conep:xxanue yuye0OHOro MmaTepuaJa,
NpaKkTHYecKue padoThl, CAMOCTOATENbHAsA padoTa
00y4arouuxcs

O0BbeM
4acoB

YpoBeHb
O0CBOEHUSA

OpraHm3aliMOHHO-
pacnopaAauTEIbHbIX
HOKYMCHTOB

Tema 2.1
OpraHu3alOHHbIE
JIOKYMEHTBI

Conep:xanue y4eOHOIro MaTepualia

OpranuzanoHHbIE TOKYMEHTHI: Y CTaB,
y4YpeIuTeNbHbld  noroBop,  [lomoxkeHwue,
[IpaBuna BHYTPEHHETO pacnopsiaka,
NucTtpykumm.

1,2

IIpakTHyeckune padboThl

1. CocraBieHue TpaBUJ  BHYTPEHHETO
TPYZIOBOT'O pACHOPSAJIKA.

2. CocTaBieHre JOKHOCTHON MHCTPYKITUU

3. CocraBieHue CTPYKTYpbl M IITaTHOU
YUCJIEHHOCTU  OpraHu3alud,  [ITaTHOTO
pacnucaHusl.

CamocrosiTesibHas pa0d0Ta 00y4AKIINXCH

COCTaBUTh KOHCITEKT 1o TEME
"YupenurenpHble JOKYMEHTHI'"

Tema 2.2
PacnopsinurenbHbie
JIOKYMEHTBI

Copep:xanue y4eOHOro MmaTepuaJia

[Ipukasbpl, pacnopsbKEeHMs, YKa3aHus,
ITOCTAHOBJICHHUSI, PEIICHUS], THCTPYKIUH.

1,2

IlpakTHueckne padoThI:

1. CocTtaBieHus mpHKasa 1o opraHu3alnuu

2. CocraBlieHHE MpHKa3a 1o Kajapam

CamocrosiTesibHas padoTa 00y4aK0IMXCH

COOOIICHHUS Ha TEMY "Bunbl
pacToOpsSIANTENbHBIX JOKYMEHTOB"

Tema 2.3
CnpaBo4dHO-
uH(OpPMAITMOHHbBIE
JIOKYMEHTBI

Conepkanue yueOHOr0 MaTepuaJia

Hoxnannas  (ciyxeOHast — 3ammcka),
OOBSICHUTENbHASL 3allMCKa, aKT, CIpaBKa,
cinyxeOHble mTHChMa, (akc, Temerpamma,
tenedoHOrpaMMa, CBOJIKH, 3aKJIFOUCHHSI.

1,2

IIpakTHyeckne padoThl

1. CocraBieHue ciaykeO0HOro muchbma.

2. CocrapieHue IOKIATHOM, CIyKEOHOU W
0O0BACHUTEIHLHOM 3aITUCKH.

3. CocTaBlieHHE MMPOTOKOJIA COBEIIAHMSI.

4. CocTaBlICHHE aKTa.

CamocrosiTesibHasA padoTa 00y4aIMUXCH

MOJATOTOBUTH MPE3CHTALIUIO HA TEMY: "Buasl
OP’H"

Pazpmea I11.
Kaaposas
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HauMmenoBanue
pa3aesioB U TeM

Conep:xxanue yuye0OHOro MmaTepuaJa,
NpaKkTHYecKue padoThl, CAMOCTOATENbHAsA padoTa
00y4arouuxcs

O0BbeM
4acoB

YpoBeHb
O0CBOEHUSA

HOKYMECHTAIINA

Tema 3.1
JlokyMeHTHUpOBaHuE
TPYAOBBIX
OTHOIICHUU

Conepskanue yueOHOr0 MaTepuaJia

CoctaB u odopmiieHHE JTIOKYMEHTOB IO
au4HOMYy coctaBy. OdopmieHue npuema Ha
paboty. KommiekroBaHue JTUYHOTO Jea.

1,2

IIpakTHyeckune padoThl

1. CocraBieHue 3as4BJICHUS O IPUEME Ha
paboTy, YBOJIBHEHUS, 3asBICHHE O
IPEIOCTABIECHUN OTITyCKa

2. CocraBienue pe3iome, aBToOnorpadum,
pasMellleHre pe3loMe Ha caiite paboToaaTens

3. Oopmienue 3anucu B TPYJ0BOM KHUKKE
Ha OCHOBAHMH TNPHUKa3a

CamocrosiTesibHas pa0d0Ta 00y4AKIINXCH

MOJATOTOBUTH KOHCIEKT 1o TeMe '"KaapoBas
JOKyMeHTanus"

Pazgea IV
Opranuszauust
padoThI ¢
JOKYMEHTAMH

10

Tema 4.1 [TonsiTue
JTIOKYMEHTOO0OPOT.

Conepkanue yueOHOro MaTepmuaJia

1. Opranumzamuss paboTBl € BXOASIIUMU
JTIOKYMEHTaMH. OrtmpaBka HUCXOISIIINX
JIOKYMEHTOB.

2. VcrionHeHne TOKyMEHTOB.

1,2

IIpakTHyeckune padoThl

1. 3anosiHeHME KypHaa BXOAIEH 1
MCXOAIIECH JOKYMEHTAIUN

2. Boiymaua cripaBoK M KOIHI JIOKYMEHTOB

CamocrosiTesibHas padoTa 00y4alIMUXCH

MOJATOTOBHTH KOHCIIEKT o TEME
" JIokyMeHTOOOOpOT npeanpusTus"

Bcero:

70

JUIst  XapakTEpUCTHKHA YPOBHS OCBOCHHS Y4YeOHOTO Marepuajga HCIOIb3YIOTCS
cieayronme 0003HaYCHUS:

1. o3HaKOMUTENbHBIN (Y3HaBaHUE paHEEe U3YUYEHHbIX O0BEKTOB, CBOMCTB);

2. penpoAyKTUBHBINA (BBIOJHEHHE JAESITEIbHOCTU MO 00pasily, MHCTPYKIUHU, WU

0/ PyKOBOJICTBOM)

3. NOpOAYKTUBHBIN (TUIAaHUPOBAHUE 151 CaMOCTOSITEIILHOE

ACATCIIbBHOCTHU, PCIHICHHC HpO6HeMHBIX 33[[21‘-1)

BBIITOJIHCHHUC




3. YCJIOBUS PEAJIMBALIAA JUCIHUTIJIINHBI
3.1. MarepuajibHO-TEXHHYECKOE O0ecledeHue TN CIIMITHHBI

PeaHI/ISaHI/I}I JUCHUIITIMHBI OCYIICCTBIISICTCA B.

Kaouner o0menpogeccHoHAIBHBIX TUCHUAILIAH Ne 18

YyeOHast ayauTopusi IJis TPOBEACHUS Y4YEOHBIX, MPAKTHYCCKUX 3aHITHHA, IS
TPYIIOBBIX W WHIWBHUAYAIbHBIX KOHCYJIBTAIMM, IJII CaMOCTOSITEIBHOW pabOThHI, s
TEKYIIETO KOHTPOJIS U TPOMEKYTOUHOM aTTeCTAINH

Cton W CTyn A TpenogaBaTeNsi, CTOJIBI U CTYJbsl I OOydYarOIIMXCS, JOCKa,
TpubyHna, HOyTOyk ASUS KS50AF ¢ BbeIXOmOM B ceTh MHTEpHET W TPOrpaMMHBIM
obecrieuenneM: Microsoft Windows 7(Kontpakr Ne(327100004511000026-45788 ot
06.06.2011), LibreOffice(6ecrutatnoe\cBoboaHO pacmpocTpansemoe), Sumekc Bpaysep
(becrumaTHOE\CBOOOIHO pacmpocTpaHsiemoe); skpaH Projecta SlimScreen (180x180 cm)
Matte WhiteS, Case Black Grey; mynbsrumenuiinbiii npoexktop BenQ Projector MW663
(DLP , 3000 mromen, 13000:1, 1280x800, D-Sub, HDMI, RCA, S-Video, USB, I11V, 2
D/3D)koMIiiekT 3JIEKTPOHHBIX cXeM «Buabl  JeJoBBIX  JOKYMEHTOBY», OOpPa3Ilbl
JIOKYyMEHTOB, Y4€OHO-METOIMYECKHUI KOMIUIEKC «/leoBbIe TOKYMEHThD)

C menpro oOecrieueHrs BBIMIOTHEHUS OOYUYAIOMUMHUCS TPAKTUYCCKUX 3aJlaHUi Ha
MPAKTUYCCKUX 3aHIATHAX C HCIOJIB30BAHMEM TEPCOHAIBHBIX KOMITBIOTEPOB, B IIpOIIeCce
W3YYCHUS NHUCIUIUIMHBI HCIOJIB3YETCS KaOMHEeT HH(OPMAINMOHHBLIX TEXHOJOTHH B
npodeccuoHaIBLHOM AesATeIbHOCTH Ne 26.

YuebHasg aynutopus i TMPOBEACHUS MPAKTUUECKUX 3aHSTHUN, CaMOCTOSITEIbHOMN
paboThI, TEKYIIETO KOHTPOJIS.

Cron ® Kkpeciao sl TpenoaaBaTeNs, CTOJBI M Kpecla Id 00ydJaronuxcs,
nepconanbubie komnbioTepsl ALTAWing B730MDi3-3225 monutopViewSonic— 13 .
C BBIXOZIOM B ceTh MHTepHEeT 1 mporpamMmubiM obecrnieuennem: MS Windows 7(moroBop
06-0512 ot 14.05.2012), Microsoft Office 2010(moroBop 14-0512 ot 25.05.2012),
Konctpyktop tectoB 3.1(moroBop 697994-M26 ot 01.12.2009), MoHTaXX XOJOIUIBLHO-
KommpeccopHbix MaruH(gorosop 32 ot 05.07.2011), KOMITAC-3D(cyb6nuiieH3nOHHbBIN
goroBop NeMII-19-00205 ot 07.05.2019), Sumexc bBpaysep(becmiataoe\cBOOOAHO
pacnpoctpansiemoe), Project Expert(moroop Tr000128238 ot 12.12.2016), 7
Zip(6ecruiatHoe\CBOOOIHO  pacHpOCTpaHsIEMOE), NEPEHOCHOE  MYJIbTUMEIUIHOE
obopynoBanue (7kpan Projecta SlimScreen (180x180 cm) Matte WhiteS, Case Black Grey,
MyJbTUMEIUMHBIA TipoekTop BenQ Projector MW663 (DLP , 3000 mromen, 13000:1,
1280x800, D-Sub, HDMI, RCA, S-Video, USB, I1/1V, 2 D/3D)

YyeOHO-MeTOAMYECKOE o0ecmeuyeHue: y4eOHO-METOIMUECKUI KOMILJIEKC
TUCIUTUIMHBI  JlenoBble  JOKYMEHTBI, METOJWYECKHE YKa3aHWs I10 OpraHU3alud
CaMOCTOSITEJIbHON pabOThl CTYJEHTOB MO JAWCIHUIUIMHE, METOJWYECKHE YKa3aHHUsS I10
U3YYEHHUIO TUCIUILINHBI, yueOHOE MOcoOue, MPaKTUKYM.
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3.2. UndopmanmonHoe odecnevyeHne 00yueHust

OcHoBHbIe ucTOYHUKH (ON):

OU-1. Anapeera, B.W. JlenonpousBoACTBO: OpraHu3aius M BEJICHHE . y4eOHO-
npaktudeckoe nocodue / Anapeera B.M. — Mocksa : KuoPyc, 2020. — 294 c. — ISBN
978-5-406-00580-4. — URL.: https://book.ru/book/934225— TekcT : 371€KTPOHHBIH.

OU-2. Jlenosbie moxymeHThl: yueO. mocoO. / Coct. I'. H. [landunosa. — bpsanck:
Bbpsauckuii 'AY, 2020. — 60 c.

OU-3. Ilpaktukym mo aucHHUILIUHE J[eT0BbIE TOKYMEHTHI: Y4€OHO-METOANUECKOE
nocobue / Coct. I'. H. Ilandunosa.- bpsuck: Muuypunckuii ¢umman ®I'bBOY BO
Bbpsauckuii 'AY, 2020. - 60 c.

Jdonmoanurenbubie uctounuku (JIN):

JIN-1. Bapmyna, B.B. JlokymeHTanimoHHOe obOecriedeHue YIpaBJICHUS : YIeOHUK /
Bapmynn B.B. — Mocksa : FOctumus, 2020. — 271 c¢. — (CIIO). — ISBN 978-5-4365-
3439-8. — URL.: https://book.ru/book/932046 . — TekcT : 371€KTPOHHBI.

JAIN-2. Cemkxo, . A. OCHOBBI ACIONPOU3BOJCTBA : ydueOHOe mocobue / M. A.
Cewmxko, JI. A. AntyxoBa. — CraBpomnons : Cekoiisg, 2018. — 119 ¢. — ISBN 2227-8397.
— Texcr : anexTpoHHbIH // DnekTpoHHO-O0ubIMoTeunas cucrema IPR BOOKS : [caiiT]. —
URL: http://www.iprbookshop.ru/92992.html . — Pexum pgoctyma: s aBTOPH3HUP.
MOJIb30BATEIICH

HNurepuer-pecypcenl (U-P):

N-P 1. COM-Papers. info [DnektponHslii pecypc]: caht // Pexum nmoctyna:
http://www.com-papers.info/. - Jlara oopamenus: 10.02.2022. — 3aryiaBue ¢ 3KpaHa.

N-P 2. Ctuiib 1oKkyMeHTa [DIeKTpoHHBIH pecypc]: caiit // Pexxum moctyna: http://
http://www.doc-style.ru/ - Jlata ooparenus: 10.02.2022. — 3arnaBue ¢ 9KpaHa.

HM-P 3. JIOK Standart. O0pa3ipbl AeT0BBIX JOKYMEHTOB [DIEKTPOHHBIN pecypc]: cauT
// Pexum poctyna: http://www.docstandard.com/ - Jlara oOpamenus: 10.02.2022. —
3aryiaBue ¢ SKpaHa.

Hcnosb30BaHue aKTUBHBIX U HHTEPAKTUBHBIX (GOPM NpPOBeICHUs 3aHATUI

B memsx peanuzanuu KOMIIETEHTHOCTHOTO ToAXoAa, s (opMUpOBaHUS U
pa3BUTUsI OOMMX M TPOPECCHOHATBLHBIX KOMIIETEHIIMNA OO0ydJarouuxcs, B IpoIecce
U3YYEeHUS! AUCIUIUIMHBI UCIOJIb3YIOTCS CJIEIYIOUIUNE aKTUBHBIE U MHTEPAKTUBHBIE (POPMBbI
IIPOBEICHUS 3aHIATUN:

Ne | HaumenoBanue tembl/ | Ilpumensiembie Kpartkas xapakrepucTtuka
n/n paszaeJia AKTUBHBIE U
HHTEPAKTHBHbIE
METOAbI
1 | Tema 1.1 IlonsiTue o Ypok-ceMmuHap OO6yuaromuecs OCymeCTBISIOT
JTIOKYMEHTAaX U no100p Matepuaia, COCTaBISIOT
uHpopmaruu. [Tpusnaku Y 3alUIIAI0T TPE3ECHTALHUIO 110
U CTPYKTYpa TIOKYMEHTA TEME
2 | Tema 2.3 CnipaBo4HO- WNurepaktupHas | OOydaroniyecs BBIIOJHSIIOT
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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/

uH(OPMAIIMOHHbIE urpa 3a1aHus 110 TEME, UCTIOJb3YS
JOKYMEHTBI WHTEPAKTUBHYIO IOCKY
Tema 1.3 [TpoGemubIit [Tepen oOyyarOmMMUCS CTaBUTCS
dopmysip-obpaser, YPOK npo0iema, JIJ1sl pelieHus
PEKBU3UTHI U OJIAHKHU. KOTOpPO o0y4aronuecs
TpebGoBanus k BOBJICKAIOTCS B TIOMCK
0 OpPMIICHHIO PEKBU3UTOB CaMOCTOSITEIIbHBIX OTBETOB Ha
OpraHu3alHOHHO- MIOCTABJICHHBIC BOMPOCHI.
pacropsiIuTEeIbHBIX
JIOKYMEHTOB.

4 | Tema 3.1 Ypok- OO6yuaromuecs 3apaHee
JIOKyMEHTHPOBAHUE KOH(pepeHus MOJIYy4YarOT TEMBbI IOKJIAJIOB U
TPYIOBBIX OTHOIICHUI TOTOBSIT IO HUM BBICTYIIJICHUS

4. KOHTPOJIb 1 OIEHKA PE3YJIBTATOB OCBOEHUA JNCIIUIIJIMHBI

KonTpons u oneHka pe3yJbTaTOB OCBOCHHS JIUCHUILIAHBI OCYIIECTBIISIETCA
MPEINOJIaBaTeIeM B MPOLIECCE NPOBEACHUS TMPAKTUYECKUX 3aHSITHN, 3aCIylIMBaHUS
COOOIIIEHNH, JOKIA0B, UTOTOBOTO TECTUPOBAHUS, a TAKXKE BBIMOJIHEHUS CTYyJACHTaMU
VH/IMBUTYaJIbHBIX 3aJJaHUM Jp.

Pe3yabTaThl 00y4yeHusi (0CBOEHHbIE @opMbI U METOABI KOHTPOJISI U OLIEHKH
YMEHHUSs1, YCBOCHHbIE 3HAHMS) pe3yJbTaToB 00y4YeHHs

Ymenus: OKcnepTHas ~ OLEHKa  paboThl  Ha

- KaueCTBEHHO U OBICTpPO 00pabaThIiBaTh | MPAKTUYECKUX 3aHATUSX, BBITIOTHEHUS

uH(OpMAIMI0O M BBIpaXaTh €€ B BHJIE | CAMOCTOSITEIIHLHONU PabOTHI.

JTIOKYMEHTA,;

-MCHOJB30BaTh (opMyIsip-oOpaszer] i | DKCIepTHass  OLleHKa  pabOoThl  Ha

oopMIIeHUS TOKYMEHTOB; MPAKTUYECKUX 3aHATHUAX, BBITIOJTHEHUS
CaMOCTOSITEJIbHON paOOTHI.

- opopmisITh OOMIMI OJIaHK OpraHU3alvM, | DKCIIEpTHAs  OlEHKa  paboOThl  Ha

UCITIOJIB30BaTh OJIAHKU JIOKYMEHTOB; MPAKTUYECKUX 3aHATUSX, BBITOTHEHUS
CaMOCTOSITEIIbHON paOOTHI.

- oopMIIATH OCHOBHBIE BUJIBI | DKCTIEpTHAsE ~ OIleHKa  paboThl  Ha

YIPABJICHUYECKUX TOKYMEHTOB, MPAKTUYECKUX 3aHATUSX, BBITIOJHEHUS
CaMOCTOSITEJIbHON paOOTHI.

- BECTHU KypHaI perucTpanuy, | JKCIepTHas ~ OIleHKa  paboThl  Ha

o0OpabaTeIBaTh BXOJIAINYIO | TPAKTUYECKUX 3aHATHUSX, BBITIOJTHEHUS

KOPPECTIOHJICHITNIO,  BECTH  KOHTPOIIb | CAMOCTOSTEILHON PabOTHI.

WCTIOJTHEHMSI IOKYMEHTOB.

- COCTaBIsATh W OQOPMIISATH OCHOBHBIC | DKCIIEpTHAss  OIEHKa  pabOThl  Ha

BUJIBI KaJIpOBBIX JOKYMEHTOB, BHOCHTH | MPAKTUUECKUX 3aHITHSIX, BBITIOJHCHUS

3aMKCH B TPYAOBYIO KHUXKKY. CaMOCTOSITENIbHOM pabOTHI.

- BBIJIaBAaTh CIPABKH, COCTABIISTh BHIMUCKM | DKCIIEpTHas ~ OIEHKa  paboThl  Ha

Y KOTIUU JOKYMEHTOB, 3aBEPSTh KOIUHU. MPAKTUYECKUX 3aHATHUSX, BBITIOJHEHUS
CaMOCTOSITENIbHON PabOTHI.

12




3Hanuq:
- OCHOBHBIE TIOHATHS B 00JIACTHU JIEJIOBBIX
JIOKYMEHTOB;

DKcrepTHas OILIEHKA, BBIIIOJIHEHUE
JIOKJIAOB M COOOIIEHHH, OTBETOB Ha
KOHTPOJIbHBIE BOITPOCHI, TECTUPOBAHUE

- HOPMAaTHUBHYIO 0azy,
pPEerJaMeHTUPYIOIIYIO TPOLECC CO3TaHUS
JIOKYMEHTOB,;

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

- JOPUANYECKYIO CUITY JOKYMEHTA,

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

- (opmymnsap-oOpasen; JTOKyMEHTa, €ro
Ha3HAYCHHEC;

DKcrepTHas OLICHKA, BBIIIOJIHEHUE
JIIOKJIAOB M COOOIIEHHH, OTBETOB Ha
KOHTPOJIbHBIE BOIIPOCHI, TECTUPOBAHUE

- MOJCJIN IIOCTPOCHUA NOKYMCHTOB,

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

- PEKBHU3UTHI JIOKYMEHTOB Pa3JIUYHBIX
BHUJIOB;

DkcrepTHas OIICHKA, BBITIOJTHCHHUC
JIOKJIAZ0OB M COOOIIEHMUM, OTBETOB Ha
KOHTPOJIbHBIE BOITPOCHI, TECTUPOBAHUE

- yHU(UIIUPOBAHHBIE (POPMBI TOKYMEHTOB;

SKCHepTHaH OLICHKA, BBIITOJIHCHHUC
JOKJIaJOB H COO6MCHHﬁ, OTBCTOB Ha
KOHTPOJILHBIC BOIIPOCHI, TCCTUPOBAHNC

- TpaBWJIa COCTaBIICHUS M OQOpPMIICHUS
OPTraHU3alMOHHBIX, PaCIOPAIAUTEIBHBIX,
CIPaBOYHO-UH(OPMAIIMOHHBIX, KaJPOBBIX
JIOKYMEHTOB;

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

- mnpaBuia W (QOpMBI  JIEIOBOM U
KOMMEPUYECKON MEePENnuCKH, CTPYKTYpy H
0COOCHHOCTH JICJIOBOI'O MMHUChMa;

DkcrepTHas OIICHKA, BBIIOJIHEHUE
JIOKJIAJ0B M COOOIIEHHWH, OTBETOB Ha
KOHTPOJIbHBIE BOIPOCHI, TECTUPOBAHUE

- MIOTOKH JIOKyMEHTO000pOTa
OpraHM3allii W OpPraHU3aIuI0 PabOTHI C
BXOJISATITMH U UCXOISIIIIAMHU
JIOKYMEHTaMH;

DKcrepTHas OIICHKa, BBITNIOJTHEHHUE
JIOKJIAJIOB M COOOIIEHMH, OTBETOB Ha
KOHTPOJIbHBIC BOIIPOCHI, TECTUPOBAHHE

®opMBI U METOJIBI KOHTPOJISI M OIIEHKH pe3yJIbTaTOB OOYyYEHHUS MPOBEPSIOT Yy
0o0y4armuxcsi HE TOJBKO OCBOCHHBIE YMEHUSI M YCBOCHHBIC 3HAHUSA, HO U
c(OpMUPOBAHHOCTH OOLTUX M MPOPECCHOHATBLHBIX KOMIIETCHIINI

Texnosorun ¢gopmupoBanusi 00IIUX KOMIIETEHIM I

Koa u conep:xkanue o0mux Texnonorun ¢gopmMupoBaHus 00IIHUX
KOMIIETEeH UM KOMIIETEeHI (HA y4eOHBbIX 3aHATHSAX)
OK 1. [Touumath CyuiHoCTh 1 [lonumanue 3HavyeHWs cBoed mpodeccuu B
COLUAIBHYIO 3HAUNMOCTb CBOEH dbopMHpPOBaHUN TAPMOHUYHOTO, IKOHOMUYECKH
Oynymel mpogeccuu, MPOSBIIATh K | MPOIBETAIONIETO U TOJUTHYECKH CTAOMIBHOTO
HEW YyCTOWYMBBIN UHTEPEC rocygapcrea.  JlemMoHCTpauusi — yCTOWYMBOIO
WHTEpeca K Oyayiieit npodeccuu
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Koxa u conep:kanue o0mux
KOMIIeTeHIIuH

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

OK 2. Oprann3oBbIBaTh
COOCTBEHHYIO JIEATEIbHOCTD,
BBIOMPATH TUIIOBBIE METOJIBI U
CIIOCOOBI BBITTOJTHEHUS
npodeccroHaNbHBIX 3a/a4,
OIICHUBATH X d(PPEKTUBHOCTD U
KaueCcTBO

CamocTosiTenbHOe pelieHue 3a1a4 u
KOJUJIEKTUBHBIH aHaJIn3 MOJTyYEHHBIX
pe3yNbTaTOB  Ha  3aHATHSIX  HA  JTanax
3aKpEIUICHHs] H3yYEHHOI0 MaTepuaia.

MotuBupoBaHHoe 00OCHOBaHHWE BbIOOpa U
NPUMEHEHHST METOJOB U CIIOCOOOB pEIIeHUs
npo(hecCHOHANBHBIX 3a/1a4 MPHU OCYIIECTBICHUN
npo(hecCHOHANBHOM JEATENbHOCTH. TOYHOCTb,

NPaBWIBHOCTH W TIOJIHOTA  BBIMIOJHEHUS
podheCCUOHANIBHBIX 3aJ1a4
OK 3. [IpunuMath penieHus B JemoHcTpanus CIIOCOOHOCTH MIPUHUMATD

CTaHOAaPTHBIX U HCCTAHAAPTHBIX
CUTyalluAaAX U HCCTH 3a HUX

peuicHud B CTAHAAPTHBIX MW HCCTAHIAAPTHBIX
CUTyalu:AaX U HCCTU 3da HUX OTBCTCTBCHHOCTD IIPH

OTBETCTBEHHOCTh OCYLIECTBJICHUHU npoecCuOHaIBbHON
JeATEITbHOCTH
OK 4. OcyiecTBisTh MOUCK U OnepaTuBHOCTP TOWCKA W HUCIIOJIb30BAHUSA
HCII0JIb30BaHUE UH(pOpMaInH, HE0OX0AMMOW MH(POPMALIUU JJIsi KAYECTBEHHOTO
HeoO0Xo Mo 1715t 3(PEKTUBHOTO BBITIOJTHEHUS npodeCcCHOHATIbHBIX 3aja4,
BBINIOJIHEHUSI PO(ECCUOHATBHBIX NpO(PECCUOHATIBHOTO W JUYHOCTHOTO Pa3BUTHSL.
3aja4, Ipo(hecCUOHATIBHOTO U [Iupota UCIIOJI30BaHUS pa3IUYHBIX
JIMYHOCTHOT'O Pa3BUTHSI VCTOYHHUKOB uHpOopMaIu, BKJIFOYAsI
AJIEKTPOHHBIE

OK 5. Mcnonb30Bath
uH()OPMAIMOHHO-
KOMMYHUKAIIMOHHbBIE TEXHOJIOTUU B

Hcnonbp3oBanue ceTH WHTEpPHET sl moadopa
MaTepUalioB, MCIHOJIb3YEMBIX IPU MOJATOTOBKE
MIPOEKTOB, MPU MPOBEICHUHN UCCIEA0BATEIBCKOM

poeCCUOHATTLHOM JCSITCIBHOCTH | ICSITCIIBHOCTH, TPH IOATOTOBKE JIOMAITHETO
3aJTaHus

OK 6. PaboTaTh B KOJJIEKTUBE U CoOmrofieHre  HOPM  JIEJIOBOTO  OOIICHUS U

KoMaHe, d3p(HEKTUBHO OOIIAThCA C | ICJIOBOM  A3THUKU  BO  B3aUMOJICUCTBUU  C

KOJUIETaMHt, PYKOBOJUTEIIEM H PYKOBOJICTBOM, KOJUIETAMH M  COIMAJIBHBIMHU

MOTpeOUTESIMU napTHepamu. I(DPEKTUBHOCTL  OpraHuU3aIuu

KOJUICKTUBHON paboThl B MpodecCHOoHATBEHON
JESATETLHOCTH

OK 7. bpatb Ha cebs
OTBETCTBEHHOCTH 3a pabOTy YICHOB
KOMaH/1bl (ITOJYMHEHHBIX ),
pe3yJbTaThl BBHITIOJIHEHUS 3aJaHuN

OTBETCTBEHHOCTh 3a PE3YIbTAThl BBITIOJHCHUS
3amannii. CrHocOOHOCTh K CaMOaHaIM3y W
KOPPEKITUS PE3yJIbTaTOB COOCTBEHHON pPadOThI

OK 8. CamocrosaTensHO
OTIpEIEIATh 3aa4H
po¢eCCUOHATILHOTO U
JUYHOCTHOTO Pa3BUTHA,
3aHUMAThCS
caM000pa30BaHUEM, OCO3HAHHO
TJIAHUPOBATH MOBHITIICHHE

CnocoOHOCTh K OpPraHU3alMi U IJIAHUPOBAHUIO
CaMOCTOSATENBHBIX  3aHATUH TPU  U3YUYECHUU
JUCLIUILINHBIL. TectupoBanue C LIEJIBIO
CaMOKOHTpPOJISI Ha 3Tamax IPOBEPKU KaudecTBa
M3YYEHHOIO  Marepuajla U  3aKpEIUICHUSA
U3y4EHHOI'O0  Marepuasia. CaMOKOHTPOJIb
pe3yapTara  BBINOJHEHUS  WHAUBUAYAJIbHOTO
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Koxa u conep:kanue o0mux

TexHosorun ¢gopmMupoBanust 00UIHX

YCJIOBHUSIX 4YaCTOM CMEHBI
TEXHOJIOTUH B
npodeccuoHanTbHON
JEATENbHOCTH

JIEATEILHOCTH.
oOylactu

TCXHOJJIOTUAMU

KOMIIEeTEeH Uil KOMIIeTeHIUI (Ha Y4eOHbIX 3aHATHAX)
KBaJTU(DUKAITUH 3aaHusl
OK 9. OpuentupoBatbcs B [IposiBieHME  yCTOMYMBOIO  MHTEpeca K

WHHOBAIlMAM B o0mactu mpodeccHoHaTbHON
OTciie;xuBaHue HW3MCHCHUM B
npodecCuoHaTbHON
YMeHre aHaTM3upoBaTh CBOW YPOBEHB BIIAJCHUS

ACATCIIBHOCTH.

Texnosorun popmMupoBaHus NPoPecCHOHAIBbHBIX KOMIIETEHIIH I

Pe3yabTaTrbl 00yyeHus (0CBOEHHbIE
YMEHHUs1, yCBOCHHbIe 3HAHUS)

Coaep:xxanue yueOHOro MaTepuaJia

DopMBI B METO/IbI
KOHTPOJIA U

OLIEHKH
pe3yJIbTaTOB
o0yueHust
IIK 1.1. ITpoBoguTh NpHEMKY BCEX BUJIOB CKOTA, MITHUIBI U KPOJIUKOB.
Ymenus IIpakTHyeckue padoTsl OKcnepTHas
- Ka4eCTBEHHO u osicTpo | CocTtaBieHue obOmero OjaHKa | OIleHKa
00pabaThIBaThH nHGOPMAIIHIO Y | OpraHU3aIUH. pe3yJIbTaTOB
BBIPAXKaTh €€ B BUAE JOKYMECHTA; CocraBnenne CITY>KeOHOTO | ACSTETILHOCTH
-HCTI0JIb30BaTh GopMyJIsip-oOpasel AJis | MMchMa. CTYJCHTOB MPHU
oopMIICHHSI IOKYMEHTOB; CocraBneHue akra. BBITIOJTHEHUH U
- ohopMIISITh o0 omauk | Tembl 3aIUTE
OpraHu3aIuy, HWCIOJIb30BaTh OnaHku | Dopmylsap-o0pasern, peKBU3UTHI B | MPAKTHYCCKUX
JIOKYMEHTOB; OJIaHKWU. TpeboBanus K | pabor,
- opopMIATH  OCHOBHBIE  BUIBI | opopmiieHUt0 pekBu3nToB OPJI. BBITTOJIHEHUU
YIPABICHYECKUX IOKYMEHTOB. CnpaBouHo-uH(MOpPMAITUOHHEIE JIOMAIITHAX
3HaHus JIOKYMEHTBHI. 3aJJlaHuH,
- OCHOBHbIe TMOHATHS B obOnactu | [loHsATHE TOKYMEHTOOOOPOT. TECTUPOBAHUH,
JIETIOBBIX JOKYMEHTOB; YCTHBIX OMPOCOB U
- HOPMAaTHUBHYIO 0az3y, JIPYTUX BUIOB
perIaMeHTUPYIOLYIO rpouecc TEKYILETO
CO3/1aHUs IOKYMEHTOB; KOHTPOJIA

- JOPUUYECKYIO CHITY TIOKYMEHTA;

- (bopmynsap-oOpasenr 1OKyMeHTa, €ro
Ha3HaYCHHUE;

- MOJIeJIM TTOCTPOEHHUSI IOKYMEHTOB;

- TIpaBUJIa COCTABIICHUS U O(OPMIICHUS

OpraHM3alOHHBIX,
pacropsAuTENbHBIX, CIIPaBOYHO-
UH(OPMALIMOHHBIX, KaJIpOBBIX
JIOKYMEHTOB;

- mpaBwia W (QOpPMBI JICIOBON U
KOMMEPYECKOU MEePEIUCKU, CTPYKTYPY
1 0COOEHHOCTH JIEJIOBOT0 NUCHMa.

IIK 1.2. [IpousBoauTh yOO# CKOTa, ITUIBI U KPOJIHKOB.
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Pe3yabTaTrbl 00y4eHus (0CBOEHHbIE
YMEHHUs1, yCBOCHHbIE 3HAHUS)

Conep:kanue y4eOHOTr0o MaTepHuaJa

@®opMbI U METOABI
KOHTPOJISA

OLIEHKH
pe3yJIbTaTOB
00y4eHust
YMenust IIpakTHyeckue padoThl DKcrnepTHas
- Ka4eCTBEHHO u owsicTpo | CocTaBienne oOmiero OJjlaHKa | OIlEHKa
oOpabaThIBaTh nH(popMaIuo U | OpraHu3aIuu. pe3yabTaToOB
BEIPQXKATh €€ B BUJIC IOKYMCHTA, Cocrarienune CITyKEOHOTO | IeITeTLHOCTH
-HCTOJIb30BaTh GPopMyJsip-oOpasell AJisd | MUChbMa. CTYJICHTOB MpH
odopMIIeHHs TOKYMEHTOB; CocraBiieHHE aKTa. BBITIOJTHCHUU U
- 0hopMIISITh o0 omauk | Tembl 3aIUTE
OpraHu3aIlii, WCIOJIb30BaTh OnaHku | Dopmynsap-oOpaser], peKBU3UTHI B | TPAKTHICCKUX
JIOKYMEHTOB; OJIaHKH. TpeboBanus K | pabor,
- odopMiATE  OCHOBHBIC  BHUIBI | 0oopmiieHHIO pekBU3UTOB OPJl. | BBITIOJIHEHUH
YIPaBIEHYCCKUX TOKYMEHTOB. CripaBo4HO-UH(GOPMAITMOHHBIC JOMAIITHUX
3Hanus JIOKYMEHTHI. 3aJlaHuH,
- OCHOBHBIC TOHATHS B oOsactu | [loHATHE TOKYMEHTOOOOPOT. TECTUPOBAHUU,
JIETIOBBIX JOKYMEHTOB; YCTHBIX OIIPOCOB H
- HOPMAaTHUBHYIO 0azsy, JIPYTHX BUOB
perJIaMEeHTUPYIOTIYIO IPOIIECcC TEKYIIETO
CO3JIaHUs IOKYMEHTOB; KOHTPOJIS

- IOPUINYECKYIO CHITY JOKYMEHTA;
- Qopmynsap-o0Opazen JOKyMEHTa, €ro
Ha3HAYEHHUE;

- MOJIEJIM MTOCTPOCHUS JOKYMEHTOB;

- IIpaBUJIa COCTaBJICHUS U 0(hOpMIIEHUS

OpraHN3alMOHHBIX,
pacropsIAUTEIIbHBIX, CIIPABOYHO-
UH(OPMALIMOHHBIX, KaJIpOBBIX
JIOKYMEHTOB;

- mpaBwia U (QOpPMBI JEIOBON W
KOMMEPUYECKOU MEePENUCKU, CTPYKTYPY
¥ 0COOEHHOCTH JIEJIOBOTO MHUCHMA.

IIK 1.3. Bectn nporiecc nepBUYHOI epepabOTKU CKOTA, MTUIBI U KPOJIHKOB.

Ymenust
- Ka4yeCTBEHHO " OBICTPO
oOpabartbIBaTh uHdOpManuo u

BBIPAXKATh €€ B BUJIC IOKYMCHTA,
-HCTI0JIb30BaTh PopMysip-oOpaszelr AJis
odopMIIeHHs TOKYMEHTOB;

- opOpPMIIATH oOmuit OmaHk
OpraHu3allii, WCIOJIb30BaTh OJIAHKH
JIOKYMEHTOB;

- 0ohOpMJISATH  OCHOBHBIE  BH[BI
yIPaBJICHYECKUX JOKYMEHTOB.

3HaHus

- OCHOBHBIE TIOHATHUS B 00JacTH
JIETTOBBIX TOKYMEHTOB;

- HOPMAaTUBHYIO 0a3zy,

IIpakTH4eckune padoThl

CocraBiaenue oOmero OJlaHka
OpraHH3aIuu.

Cocrapnenue CITy>keOHOTO
MACHMa.

CocraBiieHHe aKTa.

Tembl

dopmynsap-oOpasen, peKBU3UTHI U
OJIaHKH. TpeGoBanus K

odopmiennro pekBuzutoB OP/I.
CripaBo4HO-UH(GOPMAIIMOHHBIE
JIOKYMEHTBI.

[TonsiTHE TOKYMEHTOOOOPOT.

DKcnepTHas
OIICHKA
pe3yabTaTOB
JeATeTbHOCTU
CTY/ICHTOB TIpH
BBITIOJTHCHUU U
3alIuTe
MPaKTUYECKUX
pabor,
BBITTOJIHEHU U
JIOMAaIIHUX
3a7aHUH,
TECTUPOBAHUU,
YCTHBIX OIIPOCOB U

JIPYTUX BUIOB
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Pe3yabTaTrbl 00y4eHus (0CBOEHHbIE
YMEHHUs1, yCBOCHHbIE 3HAHUS)

Conep:kanue y4eOHOTr0o MaTepHuaJa

@®opMbI U METOABI
KOHTPOJISA

OLleHKH
pe3yJbTaToB
00y4eHust
PETIIAMEHTUPYIOLLYIO rporecc TEKYIIEro
CO31aHUs JOKYMEHTOB; KOHTPOJIA

- JOPUIMYECKYIO CHITY IOKYMEHTA;
- (Qopmynsap-o0Opazen JOKyMEHTa, €ro
Ha3HAYCHHUE;

- MOJIETTH TIOCTPOEHHS JOKYMEHTOB;

- IpaBHJIa COCTABICHUSA U OOPMIICHHS

OpraHU3alMOHHBIX,
pacnopsAUTENbHBIX, CIPaBOYHO-
UH(OPMALIUOHHBIX, KaJIpOBBIX
JIOKYMEHTOB;

- mpaBwia U (QOpMBI JENOBOM U
KOMMEpYECKOU MEPENUuCKU, CTPYKTYpY
¥ 0COOEHHOCTH JI€JI0BOTO MHCHhMA.

IIK 1.4. O6ecnieunBath pabOTy TEXHOJIOTHYECKOTO 000OPYAOBAaHHUS MEPBUYHOIO 11€Xa U

nTHUIlEIeXa.
Ymenus IIpakTHyeckue padoTsl OKcnepTHas

- Ka4eCTBCHHO u osicTpo | CocTaBienne oOmiero  OJjlaHKa | OIlEHKa
o0OpabatbIBaTh uHbOpMaIHIo U | OpraHu3aIlui. pe3yNbTaTOB
BBIpaXKaTh €€ B BUJIC IOKYMEHTA, CocraBienue CIIyeOHOTO | IeITeTbHOCTH
-HCTOJIb30BaTh PopMysip-oOpasell AJisd | MMChbMa. CTY/ICHTOB MpH
odopMIIeHHs TOKYMEHTOB; CocraBiicHHE aKTa. BBITIOJTHCHUH U

- 0hopMIIITh oOmui omask | Temsbl 3aIlUTe
OpraHu3alui, HCIHOJIb30BaTh OnaHku | Dopmynsap-o0pasel, peKBU3UTHI U | TPAKTHIECKUX
JIOKYMEHTOB; OJ1aHKH. TpeboBanus K | pabor,

- opopMIATH  OCHOBHBIE  BUIBI | opopmiieHuto pekBu3uToB OPJl. | BeIMOTHEHUH
yIPaBIEHYECKUX IOKYMEHTOB. CrnipaBo4HO-UH(GOPMAIIMOHHBIE JIOMAIITHUX
3Hanus JIOKYMEHTBI. 3aJlaHuH,

- OCHOBHBIC TIOHATHS B oOmactu | [loHITHE TOKYMEHTOOOOPOT. TECTUPOBAHUH,
JIEJIOBBIX TOKYMEHTOB; YCTHBIX OMPOCOB U
- HOPMAaTUBHYIO 6a3y, JPYTHX BUJOB
periiaMeHTUPYIOILYIO nporecc TEKYIEeTo
CO3/aHUS IOKYMEHTOB; KOHTPOJIS

- JOPUINYECKYIO CUITY JOKYMEHTA;
- Qopmynsap-o0Opaszel; JOKyMEHTa, €ro
Ha3HAYCHHUE;

- MOJIEJIH MTOCTPOCHUS JOKYMEHTOB;

- TIpaBUJIa COCTABIICHUS U O(OPMIICHUS
OpTraHU3alNOHHBIX,

pacropsIANTEIbHBIX, CIIPABOYHO-
UH(POPMAIIMOHHBIX, KaJIpOBBIX
JIOKYMEHTOB;

- mpaBwia W (QOpMBI JICIIOBOM U
KOMMEPUYECKOU MEePENUCKH, CTPYKTYPY
1 0COOEHHOCTH JIEJIOBOT0 NUCHMa.
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Pe3yabTaTrbl 00y4eHus (0CBOEHHbIE
YMEHHUs1, yCBOCHHbIE 3HAHUS)

Conep:kanue y4eOHOTr0o MaTepHuaJa

@®opMbI U METOABI
KOHTPOJISA

OLIEHKHU
pe3yJIbTaToOB
00y4eHust
MK 2.1. KouTponnpoBaTh Ka4eCTBO ChIPbS U MOTYy(PaOpHUKATOB.
Ymenus IIpakTHyeckue padoTbl OKcnepTHas
- Ka4eCTBEHHO u obicTpo | CoctaBrienne oOmiero  OjaHKa | OlEeHKa
00pabaThIBaThH nHGOPMAIIHIO U | OpraHu3aluH. pe3yJIbTaTOB
BBIPA)KaTh €€ B BUJIEC TOKYMEHTA; CocraBienue CIIyKEOHOTO | IeATEITbHOCTH
-HCTI0NIB30BaTh (hopMyIsip-oOpasel] A | mUchbMa. CTYJIEHTOB MpH
oopMIIeHHSI TOKYMEHTOB; CocraBiieHue axTa. BBIIIOJIHEHUU U
- ohopMIISITh o0t onaHk | Tembl 3alIuTe
OpraHu3alluy, HCIHOJIb30BaTh OnaHku | Dopmynsap-o0paszeln, peKBU3UTHI U | TPAKTHYECKUX
JIOKYMEHTOB; OJIaHKH. TpeboBanus K | pabor,
- opopMIATH  OCHOBHBIE  BUABI | opopmiieHHI0 pekBu3uToB OPJI. BBITIOJTHEHUU
YIPaBIEHYECKUX TOKYMEHTOB. CrnpaBo4HO-MH(GOPMALIMOHHBIE JIOMAILTHUX
3Hanus JOKYMEHTHI. 3a/1aHuH,
- OCHOBHbIe TOHATHS B obOmactu | [lonsaTue TOKyMEHTOOOOPOT. TE€CTUPOBAHUU,
JICJIOBBIX TJOKYMEHTOB; YCTHBIX OIIPOCOB U
- HOPMAaTUBHYO 6a3y, JIPYTUX BUIOB
pEerIaMEHTUPYIOIIYIO npoiecc TEKYILETO
CO3/aHUsl TOKYMEHTOB; KOHTPOJIS

- FOPUIUIECKYIO CHITY JIOKYMEHTA;
- ¢opmymsip-oOpaser] JOKyMEHTa, €ro
Ha3HAuYEHUE;

- MOJICJTA TIOCTPOCHMSI JIOKYMEHTOB;

- TIpaBUJIa COCTaBJICHUS U OhopMIIeHUS
OpTraHU3aIMOHHBIX,

pacropsAUTENbHBIX, CIIPABOYHO-
UH(OPMALIMOHHBIX, KaJIpOBBIX
JIOKYMEHTOB;

- mpaBwia U (QOpMBI JEIOBON U
KOMMEPYECKOU MEPENUCKH, CTPYKTYPY
1 0COOEHHOCTH JICJI0BOI0 IHCHMa.

IIK 2.2. Bectn TeXHOJIOTHUYECKHUI TIpoliecc 00pabOTKH MPOTYKTOB yOOsI (110 BUIAM).

Ymenust
- KaueCTBEHHO u OBICTPO
oOpabartbIBaTh uHdOpManuo u

BBIPQXKATh €€ B BUJIC JOKYMCHTA;
-HCTI0JIb30BaTh PopMysip-oOpaszelr AJis
o opMIICHHSI TOKYMEHTOB;

- ohopMIISITh o0 OJ1aHK
OpraHuW3alliy, WCIOJIb30BaTh OJIAHKH
JIOKYMEHTOB;

- opOpMIISTH  OCHOBHBIC  BUJIBI
YIPaBICHYCCKUX IOKYMEHTOB.

3HaHus

- OCHOBHBIC TIOHATHS B o00NacTu

JACJIOBBIX TOKYMCHTOB,

IIpakTnyeckue padéoTsl

CocraBienue JIOJDKHOCTHOM
WHCTPYKIIUH.

CocraBienne CITYeOHOTO
MACHMa.

Cocrapnenue CITy>KeOHOH,
JIOKJIQJTHOM, 00BACHUTENHbHON
3aIIMCOK.

CocTaBiieHHE aKTa.

CocraBrienue IIPOTOKOJIA
COBEII[aHMNS.

TeMbl

YHudukauus v craHaapTU3anus
JOKYMEHTOB. YHU(UIIMPOBAHHBIE

DKkcnepTHas
OLIEHKa
pe3yJIbTaToOB
NEeSTENbHOCTH
CTYJIEHTOB MpHU
BBITIOJTHEHUH U
3aIuTe
MPAKTUYECKUX
pabor,
BBITIOJTHEHU U
JIOMAIITHUX
3aJjaHMH,
TECTUPOBAHUU,
YCTHBIX OIIPOCOB U
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Pe3yabTaTrbl 00y4eHus (0CBOEHHbIE
YMEHHUs1, yCBOCHHbIE 3HAHUS)

Conep:kanue y4eOHOTr0o MaTepHuaJa

@®opMbI U METOABI
KOHTPOJISA

OLleHKH
pe3yJbTaToB
00y4eHust
- HOPMAaTUBHYIO 0a3y, | cUCTeMbl JOKYMEHTAIIUH. JIpYTrUuX BUIOB
PETIIAMEHTUPYIOLLYIO nporiecc | OpraHu3aMoHHbIE TOKYMEHTBI TEKYIIEro
CO31aHUs JOKYMEHTOB; CnpaBouHo-uH(MOpMAITUOHHBIE KOHTPOJIS

- IOPUINYECKYIO CHITY JOKYMEHTA;
- (Qopmynsap-o0Opazen JOKyMEHTa, €ro
Ha3HAa4YCHUE;

- MOJIETTH TIOCTPOEHHS JOKYMEHTOB;

- PEKBU3UTHI JOKYMEHTOB Pa3IUYHBIX
BUJIOB;

JAOKYMCHTHBI.

- YHU(UIIUPOBAHHBIC hopMbI
JIOKYMEHTOB;
- IIpaBUJIa COCTaBJIEHUS U OhOpPMIICHUS
OpraHU3alMOHHBIX,
pacnopsIUTENbHbIX, CIIPaBOYHO-
UH(OPMALIMOHHBIX, KaJIpOBBIX
JIOKYMEHTOB.

IIK 2.3. OGecnieunBaTh pabOTy TEXHOJIOTHYECKOTO 000PYL0BAaHUS B II€XaX MSCOKUPOBOTO

Kopmyca.

Ymenus IIpakTHyeckue padoTsl OKcnepTHas
- KayeCTBEHHO " osicTpo | CoctaBneHue JOJKHOCTHOM | OIICHKA
o0OpabartbIBaTh uHbopmanmo U | UHCTPYKIIUH. pe3yapTaToOB
BBIpa)KaTh €€ B BUJIEC TOKYMEHTA; CocraBnenue CIIyEeOHOTO | 1eITeTbHOCTH
-HCIIOJIb30BaTh (OpMyIIsip-o0paser i | MUchMa. CTYJIEHTOB NpHU
oopmIIeHHSs TOKYMEHTOB; CocraBienue CIIy>kK€OHOH, | BBITIOJHEHUU H
- ohopMIISITh o0 OJIaHK | TOKJIaTHOM, OOBSICHUTEIHHON | 3aIIUTE
OpraHu3alliy, HCIOJb30BaTh OJIAHKU | 3aIHCOK. NPAKTUYECKUX
JIOKYMEHTOB; CocraBieHue akra. pabor,
- odpopmisaTe  ocHOBHble  Bubl | CocTaBieHue MPOTOKOJIA | BHIMOJTHEHUH
yIPaBIEHYECKUX IOKYMEHTOB. COBEILlaHUS. JIOMAILTHUX
3Hanus TeMbl 3aJIaHUM,
- OCHOBHBIE TOHATUS B o0OnacTu | YHU(UKALMS W CTaHAApPTU3ALMS | TECTUPOBAHUH,
JICJIOBBIX TOKYMEHTOB; JOKYMEHTOB. YHU(UIIMPOBAHHBIE | YCTHBIX OMPOCOB U
- HOPMAaTUBHYIO 0a3y, | CUCTeMbI TOKYMEHTAIIH. JIPYTUX BUIOB
pErIaMeHTUPYIOLLYIO npouecc | OpraHu3alMOHHbIE JOKYMEHTHI TEKYILEro
CO3/1aHUsl IOKYMEHTOB; CrnpaBo4HO-UH(GOPMALIMOHHBIE KOHTPOJIS

- JOPUUYECKYIO CHITY TIOKYMEHTA;

- (opmynsap-oOpazenr 1OKyMeHTa, €ro
Ha3HAuYCHHUE;

- MOJIeJIM TIOCTPOEHHUSI IOKYMEHTOB;

- PEKBMU3UTHI JOKYMEHTOB DPA3JIMYHBIX
BU/IOB;

- YHU(PUIIMPOBAHHBIE
JIOKYMEHTOB;

- IIpaBUJIa COCTAaBJIEHUS U 0(hOPMIICHUS
OpraHU3allMOHHBIX,

bopMbI

JOKYMCHTHEI.
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Pe3yabTaTrbl 00y4eHus (0CBOEHHbIE
YMEHHUs1, yCBOCHHbIE 3HAHUS)

Conep:kanue y4eOHOTr0o MaTepHuaJa

@®opMbI U METOABI
KOHTPOJISA
OLleHKH
pe3yJbTaToB
00y4eHust

pacnopsIANTENbHBIX, CIIPAaBOYHO-
MH(OPMAaLIMOHHBIX, KaJIpOBBIX
JIOKYMEHTOB.

IIK 3.1. KoHTpOoJIIMpOBaTh Ka4e€CTBO CBIPbs, BCIOMOTaTEIbHBIX MATEPHAIIOB,
110J1y(paOpUKaTOB ¥ TOTOBOM NMPOJYKLIMU IPHU MPOU3BOJCTBE KOJIOACHBIX U KOMYEHBIX U3/IEIUN.

Ymenust

- Ka4eCTBEHHO u OBICTPO
o0pabaThIBaTh uH(popMaIuo u
BBIpaXKaTh €€ B BUJIC IOKYMEHTA,
-HCTIONB30BaTh (hopmymsip-oOpazery s
odopMIIeHHS TOKYMEHTOB;

- 0hopMIIITh o0mui OJ1aHK
OpraHu3allii, HCIHOJIb30BaTh OJAHKH
JIOKyMEHTOB;

- ohopMIATH  OCHOBHBIE  BHUJIBI
yIPaBIEHYECKUX IOKYMEHTOB.

3Hanus

- OCHOBHBIC TIOHATHS B 00NacTH
JIEJIOBBIX TOKYMEHTOB;

- HOPMAaTUBHYIO 6a3y,
peryIaMeHTUPYIOIIYIO nporiecc

CO3/IaHUS TOKYMEHTOB;

- Qopmynsap-oOpaszelr JOKyMEHTa, €ro
Ha3Ha4YCHUE;

- MOJIEJIN TIOCTPOEHUS IOKYMEHTOB;

- TIpaBUJIa COCTaBJICHUS U OOpMIICHUS
OpraHU3alMOHHBIX,

pacropsAUTENbHBIX, CIIPABOYHO-
UH(OPMALIMOHHBIX, KaJIpOBBIX
JIOKYMEHTOB;

- mpaBwia U (QOpMBI JEIOBON U
KOMMEPYECKOU MEPENUCKU, CTPYKTYPY
1 0COOEHHOCTH JI€JI0BOI0 IHCHMa.

IIpakTHYyeckue padoTsl

CocraBiienne oOmero  OjaHka
OpraHu3aIiu.

CocraBienue CITyKeOHO,
JIOKJIQJHOM, 00BACHUTENBHON
3aITHCOK.

CocTaBiieHHE aKTa.

TeMbl

domynsp-oOpaser], peKBU3UTHI U
OJIaHKH. TpeboBanus K

odopmiennto pekBuzutoB OP/I.
CrnpaBo4HO-UH(GOPMAIIMOHHBIE
JOKYMEHTHI.

[TonsiTHE TOKYMEHTOOOOPOT.

DKcnepTHas
OIICHKa
pe3yJabTaToOB
NEeATETbHOCTU
CTYIEHTOB MpH
BBITIOJTHCHUU U
3alIuTe
MPaKTUYECKUX
pabor,
BBITIOJITHCHU T
JOMAIIHUX
3aJJaHuH,
TECTUPOBAHUH,
YCTHBIX OIIPOCOB U
JIPYTUX BUIOB
TEKYIEeTO
KOHTPOJIS

I1K 3.2. BecTn TeXHOJIOTUYECKHI MPOLIECC MPOU3BOJICTBA KOJIOAC

HBIX U3JICIINH.

Ymenust
- KaueCTBEHHO u OBICTPO
oOpabartbIBaTh uHdOpManuo u

BBIP@XKATh €€ B BUJIC IOKYMCHTA,
-HCTI0JIb30BaTh PopMysip-oOpaszelr s
o opMIICHHSI TOKYMEHTOB;

- opOpPMIATH oOmuit OmaHk
OpraHuW3alliy, WCIOJIb30BaTh OJIAHKH
JIOKYMEHTOB;

- opOpMIISTH  OCHOBHBIC  BUJIBI

YHPABJICHUCCKNX TOKYMCHTOB.

IIpakTnyeckue padéoTsl

CocraBienue JIOJDKHOCTHOM
WHCTPYKIIUH.

CocraBienne CITYeOHOTO
MACHMa.

CocraBrienue CITyKEOHOH,
JIOKJIaTHOH, 00BSICHUTEIILHOM
3aIIMCOK.

CocraBiieHHE aKTa.

CocraBienue IIPOTOKOJIA
COBEIIIAHMUS.

DKkcnepTHas
OLIEHKa
pe3yJIbTaToOB
NEeSTENbHOCTH
CTYJIEHTOB MpHU
BBITIOJTHEHUH U
3aIuTe
PaKTUYECKUX
pabor,
BBITIOJTHEHU T
JIOMAIIIHUX
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Pe3yabTaTrbl 00y4eHus (0CBOEHHbIE
YMEHHUs1, yCBOCHHbIE 3HAHUS)

Conep:kanue y4eOHOTr0o MaTepHuaJa

@®opMbI U METOABI
KOHTPOJISA

OIIEHKH
pe3yJabTaToB
00y4eHust
3Hanus TeMbl 3aJIaHUM,
- OCHOBHBbIE TMOHATHS B oOyacTh | YHUPUKALMS U CTaHAAPTU3ALUSA | TECTUPOBAHUU,
JIETIOBBIX JOKYMEHTOB; JIOKYMEHTOB. YHHU(UIIMPOBAHHBIC | YCTHBIX OMPOCOB U
- HOPMAaTHBHYIO 0a3y, | cUCTeMbI JOKYMEHTAIIUH. JIPYTUX BUIOB
pErIaMEHTUPYIOLTYIO nporiecc | OpraHu3aioHHbIE TOKYMEHTBI TEKYILETOo
CO3/1aHUs IOKYMEHTOB; CnpaBouHo-uH(MOpPMAITUOHHBIE KOHTPOJIA

- JOPUIMYECKYIO CHITY IOKYMEHTA,
- (Qopmynsap-o0Opazen JOKyMEHTa, €ro
Ha3HAYCHHUE;

- MOJIETTH TIOCTPOSHHSI TOKYMEHTOB;

- PEKBU3UTHI JOKYMEHTOB pPa3IUYHBIX
BUJIOB;

JOKYMCHTEI.

IIK 3.3. BecTu TeXHOJIOTUUECKUN MPOLIECC TPOU3BOICTBA KOMYEHBIX U3ICIUN 1

- YHU(DUIIHPOBAHHBIC hopMbI
JOKYMEHTOB;

- IIpaBUJIa COCTaBJICHUS U 0(hOpMIICHUS
OpTraHU3aIMOHHBIX,
pacTopsINTEIIbHBIX, CIIPaBOYHO-
WH(OPMAIMOHHBIX, KaJIPOBBIX
JTIOKYMEHTOB.

Ymenus

- Ka4eCTBEHHO 1 OBICTPO
o0OpabartbIBaTh uHdOopManuo u

BBIPAXKATh €€ B BUJIC IOKYMCHTA,
-HCTIONB30BaTh (hopmyIsip-oOpasery 1is

o opMIIeHHS TOKYMEHTOB,;

- ohopMIISITh o0 OnaHK
OpraHu3allui, WCIOJIL30BaTh OJaHKU
JIOKYMEHTOB;

- 0opOpMJISITH  OCHOBHBIE  BHUJIBI
YIPaBICHYCCKUX JIOKYMEHTOB.

3Hanus

- OCHOBHBIE TIOHATHS B oO0NacTu
JICJIOBBIX JOKYMCHTOB;

- HOPMAaTUBHYIO 6a3y,
perIaMeHTUPYIOILYIO nporuecc

CO3/1aHMsl IOKYMEHTOB;
- OPUUYECKYIO CHITY IOKYMEHTA;

- (popmynsap-obpasenr 1oKyMeHTa, €ro
Ha3HAauYCHHUE;

- MOJIeJIM TOCTPOCHHUSI IOKYMEHTOB;

- PEKBU3UTHI JOKYMEHTOB Pa3IMYHbIX
BU/IOB;

- yHA(UIMPOBAHHBIE dbopmbI

nosyabprKaToB.
IIpakTHyeckue padoThl
CocraBnenue JOJKHOCTHOM
UHCTPYKIIUH.
CocraBnenue CITyXeOHOr0
UChMa.
CocraBienue CITyKeOHOH,
JIOKJIATHOM, 0O0BSICHUTENBLHOMN
3aITHCOK.
CocraBrieHue axTa.
CocraBnenue MPOTOKOJIa
COBCIIAHUS.
Tembl

VHupUKAMS ¥ CTaHJapTU3aLUsA
JOKYMEHTOB. YHU(DUIIMPOBAHHBIE
CUCTEMBI JOKYMEHTALUU.
OpraHu3anoHHbIE TOKYMEHTBI
CripaBoYHO-MH(POPMALIMOHHBIE
JOKYMEHTHI.

OkcnepTHas
OLIEHKa
pe3yJIbTaTOB
NEeSTENbHOCTU
CTYJIEHTOB NpHU
BBITIOJTHEHUH U
3aIuTe
IPAKTUYECKUX
pabor,
BBITTOJIHEHU U
JIOMAIITHUX
3aJIaHUM,
TECTUPOBAHUH,
YCTHBIX OMPOCOB U
JPYTHX BUOB
TEKYILEro
KOHTPOJIS
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Pe3yabTaTrbl 00y4eHus (0CBOEHHbIE
YMEHHUs1, yCBOCHHbIE 3HAHUS)

Conep:kanue y4eOHOTr0o MaTepHuaJa

@®opMbI U METOABI
KOHTPOJISA
OLleHKH
pe3yJbTaToB
00y4eHust

JIOKYMEHTOB;
- IIpaBUJIa COCTaBJIECHUS U 0(hOPMIICHUS
OpraHU3aLMOHHBIX,

pPacnopsIANTENbHBIX, CIIPAaBOYHO-
MH(OPMAaLIMOHHBIX, KaJIpOBBIX
JIOKYMEHTOB.

IIK 3.4. OGecnieunBaTh pabOTy TEXHOJIOIMUYECKOT0 000PYAOBAaHUS AJIsl IPOU3BOICTBA
KOJI0ACHBIX M3/I€THI, KOMMYEHBIX U3JIENNI U ony(haOpUKaTOB.

Ymenust
- KauyeCTBEHHO u OBICTPO
o0pabaThIBaTh nH(popMaIuo u

BBIPA)KAaTh €€ B BHJIC JIOKYMCHTA;
-HCIT0JIb30BaTh (HOPMYJIIP-00paserr st
odopMIIeHHS TOKYMEHTOB;

- ohopMIISITh o0t OsaHk
OpraHW3allii, WCIOIb30BaTh OJIAHKH
JOKYMEHTOB;

- ohopMISATH  OCHOBHBIE  BHUJIBI
YIPaBICHYECKUX JOKYMEHTOB.

3Hanus

- OCHOBHBIC TIOHATHS B 00NacTH
JICJIOBBIX JOKYMCHTOB;

- HOPMAaTUBHYIO 6a3y,
perIaMeHTUPYIOILYIO nporiecc

CO3/1aHUsl IOKYMEHTOB;

- JOPUINYECKYIO CHITY IOKYMEHTA;

- (bopmynsap-oOpasenr 1OKyMeHTa, €ro
Ha3Ha4YCHHUE;

- MOJIeJIM IOCTPOEHHUSI IOKYMEHTOB;

- PEKBHU3UTHI JOKYMEHTOB DPA3JIMYHBIX
BU/IOB;

- YHU(PUIIMPOBAHHBIE
JIOKYMEHTOB;

- TIpaBUJIa COCTABIICHUS U O(OPMIICHUS
OpraHU3alMOHHBIX,

bopMbI

IIpakTHYyeckue padoTbl

CocraBienue JOJKHOCTHOM
WHCTPYKIIHH.

CocraBienue CITyeOHOTO
UChMa.

CocraBnenue CITyKeOHOH,
JIOKJIATHOH, O0O0BSICHUTENHLHOMN
3aIHCOK.

CocraBieHue akra.

CocraBnenne MPOTOKOJIA
COBEIIIaHUSI.

Tembl

VYHudukanus u craHgapTU3ALMS
JOKYMEHTOB. YHU(DHUIIMPOBAHHBIE
CUCTEMBI JOKYMEHTALUU.
OpraHu3anvoOHHbIE TOKYMEHTBI
CrnpaBo4HO-UH(GOPMALIMOHHBIE
JOKYMEHTBI.

DKcnepTHas
OIIEHKa
pe3yabTaToOB
NEeATEITbHOCTU
CTYJIEHTOB MpH
BBITIOJTHCHUU U
3aIIuTe
MPaKTUYECKUX
pabor,
BBITIOJTHCHU T
JOMAIIHUX
3aJJaHuH,
TECTUPOBAHUU,
YCTHBIX OIIPOCOB U
JIPYTUuX BUIOB
TEKYILETO
KOHTPOJIA

pacnopsANTENbHBIX, CIIPaBOYHO-
WH(GOPMAIIMOHHBIX, KaJIpOBBIX
JIOKYMEHTOB.

IIK 4.1. YyacTBOBaTh B IUIaHUPOBAHUU OCHOBHBIX MMOKA3aTeJIe MPOU3BOJCTBA.
Ymenus IIpakTHyeckne padoThl OKcnepTHas
- KaueCTBECHHO u owicTpo | CocTaBiieHHE MpUKasa 110 | OLICHKA
o0pabaThIBaTh nH(opMaIuo U | OpraHu3aluu. pe3yJIbTaTOB
BBIPAXKaTh €€ B BUJE JOKYMEHTA; Cocrasienne CIIy>Ke€OHOTO | AESITETbHOCTH
-HCII0Th30BaTh (hOPMYIISIp-00paser] Ais | mIUchMa. CTYJIEHTOB IpH
odopMIIeHHS TOKYMEHTOB,; CocraBienue CITy>K€OHOM, | BBIMOJHEHUHU U
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Pe3yabTaTrbl 00y4eHus (0CBOEHHbIE
YMEHHUs1, yCBOCHHbIE 3HAHUS)

Conep:kanue y4eOHOTr0o MaTepHuaJa

@®opMbI U METOABI
KOHTPOJISA

OLIEHKH
pe3yJbTaToB

00y4eHust

- ohopMIISITh o0t OJIaHK | TOKJIaJTHOM, OOBSCHUTEIHHOM | 3aIIUTE

OpraHW3allii, WCIONb30BaTh OJIAHKH | 3aIHCOK. MPAKTHICCKUX

JIOKYMEHTOB; Cocrapnenue MPOTOKOJIa | paboT,

- opOopMIISATH  OCHOBHBIC  BHUJBI | COBEIIAHUS. BBITIOJTHEHU T

YIPaBIEHYCCKUX IOKYMEHTOB. Tembl JIOMAITHUX

3HaHus Dopmynsip-o6pasel], peKBU3HUTHI U | 3aJjaHUi,

- OCHOBHBIE TIOHATHS B 00JacTH | OJAHKH. TpeGoBanus K | TECTUPOBAHUH,

JICJIOBBIX JOKYMECHTOB; odopmiiernro pekBu3uToB OPJl. | yCTHBIX OMPOCOB 1

- HOPMAaTHBHYIO 0a3y, | PacopsimuTenbHble JOKYMEHTBI. | IPYTUX BUIOB

periiaMeHTUPYIOIIYIO nporecc | CnpaBoyHO-UH(POPMAITUOHHBIE TEKYIIEeTO

CO3/IaHus TOKYMEHTOB; JIOKYMECHTHI. KOHTPOJIS

- IOPUINYECKYIO CHITY JOKYMEHTA;

- dopmymsp-oOpaser] JOKyMEHTa, €ro

Ha3HAa4YCHHUE;

- MOJIEJTH TTIOCTPOCHUS JOKYMEHTOB;

- PEKBH3UTHI JOKYMEHTOB DPa3JTMYHBIX

BUJIOB;

- YHU(PHUIIUPOBAHHBIE (bopMbI

JIOKyMEHTOB;

- TIpaBUJIa COCTaBJICHUS U OopmIIeHUs

OpraHU3aIMOHHBIX,

pactopsIUTEIIbHBIX, CIPaBOYHO-

WH(POPMAIMOHHBIX, KaJIPOBBIX

JIOKYMEHTOB;

- mpaBwia U (QOpMBI JENOBOM U

KOMMEPYECKOU MEePENUCKH, CTPYKTYPY

¥ 0COOEHHOCTH JIEJIOBOTO MHUChMa.

I1K 4.2. [InanupoBath BHITIOJIHEHNE PA0OOT UCTIOTHUTEISIMHU.

Ymenust IIpakTHyeckue padoThl DKcnepTHas

- KauyeCTBEHHO u obicTpo | CocTaBiieHue npuKasa 1o | OIIeHKa

oOpabartbIBaTh uH(dOopManuo U | OpraHu3aluu. pe3yabTaToOB

BBIPQXKATh €€ B BUJIC IOKYMCHTA, CocraBneHue CITy’)KeOHOTO | IeATEITBHOCTH

-HCTI0B30BaTh (hOpMyIsip-oOpaser] A | mIuchMa. CTYJICHTOB TIpU

o opMIICHHSI TOKYMEHTOB; CocraBienue CITyKeOHOH, | BBITIOJIHEHUU U

- ohopMIISITh o0 OJIaHK | JOKJIQTHOM, 0OBACHUTENBHON | 3alIUTE

OpraHW3allii, WCIONB30BaTh OJIAHKH | 3aITHCOK. MPAKTUYCCKUX

JTIOKYMEHTOB; Tembl pabor,

- opopMisaTh  OCHOBHBIE  BUABI | Dopmymnsip-oOpasel], peKBU3HUTHI U | BBIMOJTHCHUH

YIPaBICHYCCKUX IOKYMEHTOB. OJIaHKH. TpeboBanus K | JOMaITHUX

3HaHusn oopmnenuto pexsuzutoB OP/I. 3a1aHuH,

- OCHOBHBIE TOHATHS B o0Omactu | PacnopsauTenbHble JOKYMEHTBL. | TECTUPOBAHUH,

JICJIOBBIX JOKYMCHTOB; CripaBo4HO-UH(GOPMAITMOHHBIC YCTHBIX OITPOCOB U

- HOPMAaTUBHYIO 6a3y, | JOKYMEHTHI. JIPYTUX BUJOB

pETIaMEeHTUPYIOLIYIO nporiecc TEKYILEro

CO3/1aHus TOKYMEHTOB,; KOHTPOJIS
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Pe3yabTaTrbl 00y4eHus (0CBOEHHbIE
YMEHHUs1, yCBOCHHbIE 3HAHUS)

Conep:kanue y4eOHOTr0o MaTepHuaJa

@®opMbI U METOABI
KOHTPOJISA

OLIEHKH

pe3yJbTaToB
00y4eHust

- IOPUINYECKYIO CUITY JOKYMEHTA;

- (Qopmynsap-o0Opazen JOKyMEHTa, €ro

Ha3HAa4YCHHUE;

- MOJIEJIH TTIOCTPOCHUS JOKYMEHTOB;

- PEKBH3UTHI JOKYMEHTOB Pa3JIMYHBIX

BUJIOB;

YHUGDUIIMPOBAHHBIC hopmBI

JIOKYMEHTOB;

- IIpaBHJIa COCTaBJIEHUS U 0(hOPMIICHUS

OpTraHU3aIMOHHBIX,

pactopsIUTEIIbHBIX, CIPaBOYHO-

WH(OPMAIMOHHBIX, KaJIPOBBIX

JIOKYMEHTOB;

- mpaBwia W (QOpPMBI JEIOBOM U

KOMMEPUYECKOU MEePENUCKH, CTPYKTYPY

¥ 0COOECHHOCTH JIEJIOBOTO MHCHMA.

IIK 4.3. OpranuzoBsiBaTh paboOTy TPYJIOBOTO KOJIJICKTHBA.

- Ka4eCTBEHHO " obicTpo | [IpakTHYeckne padoThI: OKcnepTHas

o0OpabatbIBaTh uHbOpMaIHIo u | CocraBiieHue MPaBUJI | OLIEHKA

BBIPAXKATh €€ B BUJIC IOKYMEHTA, BHYTPEHHETO TPYJOBOTO | PE3yJIbTaTOB

-HCIIONIE30BaTh (OPMYIISIp-00paszel IUisl | pacopsiKa. JeSITeTbHOCTH

odopmIIeHHS TOKYMEHTOB; CocraBieHHEe  CTPYKTYpPBl  H | CTYJEHTOB MpHU

- 0hopMIIITh oOmui OJIaHK | IITaTHOM YHCJICHHOCTH, IITATHOTO | BBIMOJHEHUN U

OpraHu3allii, HCIOJIb30BaTh OJNAHKU | PACTIMCAHMUS. 3alUTe

JIOKYMEHTOB; CocraBneHue npuKasza M0 | IPAKTUIECKUX

- 0opopMJISATH  OCHOBHBIE  BHUJBI | OPTaHHU3AIUH. pabor,

yIpaBIEHYECKUX IOKYMEHTOB,; CocraBienue npuKasa 1O | BBITIOJTHEHU U

- COCTaBJATh U OQOPMIIATH OCHOBHBIC | IMYHOMY COCTaBY JIOMAITHUX

BUJIbI KQJIPOBBIX JOKYMEHTOB, BHOCHTH | COCTaBJICHHE  3asiBICHHM 0 | 3a1aHUH,

3aMHCH B TPYJTOBYIO KHUXKKY. npuemMe Ha paboTy, YBOJIBHEHHH, | TECTHPOBAHUH,

3HaHusn

- OCHOBHBIC TMOHATUS B OO0JIACTH
JIETIOBBIX JIOKyMEHTOB;

- HOPMAaTHBHYIO 6azy,
pErIaMeHTUPYIOIIYIO nporecc

CO3/1aHUsl IOKYMEHTOB;
- JOPUINYECKYIO CHITY IOKYMEHTA;

- (bopmynsap-obpazen 1OKyMeHTa, €ro
Ha3HaYCHHUE;

- MOZIEJIN IOCTPOEHMSI IOKYMEHTOB;

- PEKBHU3UTHI JOKYMEHTOB DPA3JIMYHBIX
BU/IOB;
YHU(ULIIPOBAaHHBIE
JIOKYMEHTOB;

- IpaBMJIa COCTABJIEHMS U 0(hOpPMIICHUS

hopmbI

NPEIOCTABICHUN OTITYCKa.
BHecenune 3ammceld B TPYAOBYIO
KHIDKKY HA OCHOBaHUU TTPHUKA3a.
Tembl

dopmynsp-o0paszell, peKBU3UTHI U
OJIaHKH. TpeGoBanus K
odopmiennro pekBuzutoB OP/I.
OpraHu3anroHHbIE TOKYMEHTBI
PacriopsinurenbHbIe JOKYMEHTHI
JIOKyMEHTUPOBaHHE  TPYAOBBIX
OTHOILIIEHUU.

YCTHBIX OIIPOCOB U
JPYTUX BUIOB
TEKYILETO
KOHTPOJIA
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Pe3yabTaTrbl 00y4eHus (0CBOEHHbIE
YMEHHUs1, yCBOCHHbIE 3HAHUS)

Conep:kanue y4eOHOTr0o MaTepHuaJa

@®opMbI U METOABI
KOHTPOJISA

OLIEHKHU
pe3yJIbTaToOB

00y4eHust

OpraHU3alMOHHBIX,

paciopsiAUTENbHBIX, CIPaBOYHO-

UH(OPMALIMOHHBIX, KaJIpOBBIX

JIOKYMEHTOB.

IIK 4.4. KoHTponupoBaTh X0/ ¥ OLIEHUBATH PE3YJIbTATHI BBIIOJIHEHUS paboT
VCTIOJTHUTEISIMU.

YMenust IIpakTHyeckue padoThbl DKcrnepTHas

- KaueCTBEHHO u osicTpo | CocTaBieHue MpaBUJl | OLIEHKA

o0OpabartbIBaTh uHbOpMaIHIo U | BHYTPEHHETO TPYZIOBOIO | PE3YyIbTAaTOB

BBIpaXXaTh €€ B BUJIC JOKYMEHTA; pacropsiaka. NEeATEITbHOCTU

-MCTI0NIb30BaTh (hopmyisip-oOpazen; ayig | CocTaBieHue  CTPYKTYpbl U | CTYAEHTOB IIPU

oopMIIeHHSI TOKYMEHTOB; MITATHOW YUCIEHHOCTH, IUTATHOTO | BBIIIOJHEHUH U

- 0hopMIIITh o0mui OJIaHK | pacTHCaHusl. 3aIInTe

OpraHu3aluy, ucnojib3oBarh OnaHku | CocTaBieHHE MpuKasa 1O | MPAKTUYECKUX

JIOKYMEHTOB; OpraHu3aluu. pabor,

- odpopmisaTh  ocHOBHBIE  BuAbl | CocTaBieHHe MpuKasza 0 | BBIMIOJIHEHUH

YIPaBICHYECKUX JOKYMEHTOB,; JUYHOMY COCTaBY JOMAIIHUX

- cocTaBJIATh U oopmiiATh ocHOBHBIE | CocTaBieHHE 3asIBJICHUM 0 | 3a1aHui,

BUJIBI KQJIPOBBIX JOKYMEHTOB, BHOCHUTH | IpreMe Ha paboTy, YBOJbHEHHUH, | TECTHPOBAHUH,

3aMKCH B TPYJIOBYIO KHUXKKY. IIPEIOCTaBICHUH OTITYCKA. YCTHBIX OIIPOCOB U

3Hanus CocraBinenne  aBroouorpaduu, | APyrux BUAOB

- OCHOBHBIE TOHATHS B 00JacTH | pe3loMe. TEKYIIEro

JIEJIOBBIX JOKYMEHTOB; Brecenne 3anmceil B TPYAOBYIO | KOHTPOJISA

- HOPMAaTUBHYIO 0a3y, | KHKKY Ha OCHOBaHHH INPHKa3a.

PETIIAMEHTUPYIOILYIO npouecc | Tembl

CO3/aHUS IOKYMEHTOB;
- FOPUUYECKYIO CHITY JIOKYMEHTA;

- dopmynsp-oOpaser] JOKyMEHTa, €ro
Ha3HA4YCHUC;

- MOJICJIM TIOCTPOCHHMSI IOKYMEHTOB;

- PEKBH3UTHI JOKYMEHTOB Pa3JIMYHBIX
BUJIOB;
YHU(PUITUPOBAHHBIE
JIOKYMEHTOB;

- TIpaBUJIa COCTABIICHUS U O(OPMIICHUS
OpTraHU3aIMOHHBIX,

¢dopmbI

dopmynsap-oOpasell, peKBU3UTHI U
OJIaHKH. TpebGoBanus K
opopmiiennro pexkBu3zutoB OP/I.
OpraHu3anroHHbIC TOKYMEHTBI
PacriopsinurenbHbie JOKYMEHTHI
JIOKyMEHTUPOBaHHE  TPYAOBBIX
OTHOIIICHUH.

IIK 4.5. Bectu yTBEpK/IEHHYIO YYE€THO-OTYETHYIO JOKYMEHTALIHIO.

pacIopsIUTEIIbHBIX, CIIPaBOYHO-
UH(POPMAIIMOHHBIX, KaJIpOBBIX
JTOKYMEHTOB.

YMenus

- Ka4eCTBEHHO u OBICTPO
oOpabartbeIBaTh uH(bOopManuo "

BBIpaXXaTh €€ B BUJIC JJOKYMEHTA;
-HCTI0JIB30BaTh (hopMyIsip-oOpaser] s

IIpakTH4eckne padoThI:

CocraBnieHue IpaBUiI
BHYTPEHHETO TPYAOBOTO
pacropsiika.

CocraBneHre  CTPYKTYpbl |

OKcnepTHas
OLICHKA
pe3yabTaToB
JeSITETbHOCTH
CTY/ACHTOB IpU
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Pe3yabTaTrbl 00y4eHus (0CBOEHHbIE
YMEHHUs1, yCBOCHHbIE 3HAHUS)

Conep:kanue y4eOHOTr0o MaTepHuaJa

@®opMbI U METOABI
KOHTPOJISA

OLIEHKH

pe3yJIbTaTOB
00y4eHust

o opMIICHHSI TOKYMEHTOB; MITATHON YMCIIEHHOCTH, IITATHOTO | BBITIOJHECHUU U

- ohopMIISITh o0t OJIaHK | pacTiiCcaHusl. 3alIuTe

OpraHu3aluy, HucHoib3oBaTh Onanku | CocTaBieHHe npuKasa MO | MPaKTUYECKUX

JIOKYMEHTOB; OpraHu3aIiu. pabor,

- odpopmisaTh  OocHOBHBIE  BuIbI | CocTaBiICHHE puKasa 0 | BBITIOJTHEHUHT

yIpaBIEHYECKUX IOKYMEHTOB,; JUYHOMY COCTaBYy JIOMAIITHUX

- COCTaBJATh U oopmiiATh ocHOBHBIE | CocTaBiIeHHE 3asIBJICHUM 0 | 3a7aHuil,

BUJIBI KQJIPOBBIX JJOKYMEHTOB, BHOCHTH | IpreMe Ha PaboTy, YBOJIBHEHHH, | TECTHPOBAHUH,

3aIlUCH B TPYJOBYIO KHUXKKY;

- BECTH JKypHaJl  PETHCTPAINH,
o0OpabaThIBaTh BXOJISIIIIYIO
KOPPECIOH/ICHIINIO, BECTH KOHTPOJIb
HCIIOJIHCHUS JJOKYMECHTOB;

- BBIJIaBaTh CIPaBKH, COCTAaBIATH
BBIMUCKA ¥ KOMUU  JIOKYMEHTOB,
3aBEPATH KOIIHU.

3Hanus

- OCHOBHBIE TMOHATHSI B 00JACTH
JICJIOBBIX JOKYMCHTOB;

- HOPMAaTHUBHYO 0az3y,
pETJIAMEHTHP YIOTITYIO npoIece

CO3/IaHHUS TOKYMEHTOB;
- FOPUANYECKYIO CUITY JIOKYMEHTA,

- ¢opmymsp-oOpaser] JOKyMEHTa, €ro
Ha3HAYCHHE,;

- MOJIEJIN TIOCTPOEHUS IOKYMEHTOB;

- PEKBHU3HUTHI JOKYMEHTOB pPa3UYHBIX
BU/JIOB;

YHUGDUIIMPOBAHHBIC hopmbI
JIOKYMEHTOB;

- TIpaBUJIa COCTaBJICHUS U OhopmIIeHUs
OpTraHU3aIMOHHBIX,
pactopsIUTEeIIbHBIX, CIPaBOYHO-
WH(GOPMAIIMOHHBIX, KaJIPOBBIX
JIOKYMEHTOB;

- MOTOKH JTIOKyMEHTO000poTa

OopraHmu3aliv U OpraHU3aluIO pa6OTI)I
C BXOAAIIMMHA n HUCXOAAIIMMH
JOKYMCHTaMH.

MPEIOCTABJICHUHN OTITYCKa.
BHecenne 3ammceid B TpPyAOBYIO
KHIDKKY HA OCHOBaHUU MPUKa3a.
3anoJHEHHE >KypHajaa BXOISALIEH
U UCXOJAIEH JOKYMEHTAIIUH.
Beijaua crpaBok W KOIHM
JIOKYMEHTOB.

Tembl

dopmynsap-o0pasen, peKBU3UTHI U
OJIaHKH. TpeboBanus K
opopmiiennro pexkBu3utoB OP/I.
Opranu3alMOHHbBIE JOKYMEHTHI
PacnopsimurenbHble JOKYMEHTHI
JIOKyMEHTHpOBaHUE  TPYIOBBIX
OTHOIIICHUH.

[TonsATHE TOKYMEHTOOOOPOT.

YCTHBIX OIIPOCOB U
JIPYTUX BHUIOB
TEKYIEeTO
KOHTPOJIA
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