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1 OBIIAS XAPAKTEPUCTHUKA PABOUYEN NPOIrPAMMBI YUEBHOM JIUCIIA-
NJIMHBI « IOKYMEHTAIMOHHOE OBECIIEUYEHUE YITPABJIEHMSI»

L.1. MecTo aucnMmuiMibl B ¢TPYKTYpe NPOrpaMMbl HOATOTORKH CHENAAIHCTOR CPEAHEr0 3BEHA:

Yuebnas aucnurmna O 06 Jlokymentaumonnoe obecricyeHne yIpaBIeHHUs

OTHOCHTCS K 00ImenpodeccnonanbHoMy yueGHOMY LKLY OCHOBHOM [TPOTPaMMBbl ITOArOTOBKH Clie-

LIAANHUCTOB CPEAHEIO 3BEHA.

1.2. Uens m nuianupyeMbic pe3yabTaThl 0CBOCHHS AUCIHILIHNDBL

B pesyibTare nayuenus [UCHHIUTHHBL 00Yy4aromuiics JomKeH

dopmupoBaTHL NPOdeccHOHANbHbIE KOMIETEHITMN:

1K 1.1 O6pabarsisars nepBUdHbIE OYXIAITEPCKAE JOKYMEHTbI

O0IHE KOMIIETEHIIHN

OK 1 Beibupars cnocofbi peruesus 3aj1a4 11po(ecCHonalbHON JIesTeNbHOCTH [IPUMEHHTENEHO

K pasIMyHbLIM KOHTEKCTAM

OK 2 OcymecTrasTh NOUCK, aHaNH3 M WHTEPIPETalnio HHOPMAIAM, HEOOXOIUMON s Bhi-

HOJTHEHUS 3a1a4 IIPOQECCHOHANBLHON JeATENLHOCTH

OK 3 ITnanupoBars W pealn3oBbIBATL COOCTBEHHOE NpO(ECCHOHATBHOE U TUYHOCTHOE PA3BH-

THC

OK 4 PaGorars B kosuiekTHBe H KOMan/e, 3GHEKTHBHO B3aMMOACHCTBOBATE C KOJLIEraMH, py-

KOBOJICTBOM, KJIUEHTAMH

OK 5 OcyuecTsnsTs yeTHYIO M 1TMCHMEHHYIO KOMMYHHKAIWIO Ha TOCY/IdpCTREHHOM A3BIKE

Poceniickoit ®enepaiuy ¢ yuetom 0coGEHHOCTER CONHATBIOTO H KYITFTYPHOrO KOHTEKCTA

OK 9 UcnionszoBaTs HHGOPMALHOHHBIC TCXHOJIOIHY B IPOPECCHOHATLHON S TENLHOCTH

OK 10 Tlonszosatbes npodeccuonansioil gokymenraimeii Ha rOCY/IapCTBEHHOM M WHOCTpPAH-
HOM f13bIKax

Dopmupyemoie v 3
Menus Hanua
OK, ITK
OK 1 - pacnosHasaTh  3ajady  H/wunM | — aKkTyallbHbll NpodeccHOHANBHBIH

npobiiemy B npodeccHOHAILHOM W/HIH
COIMAILHOM KOHTEKCTC; aHAIIM3UPOBATL
33144y B/Wid npobneMy M BBIIENATL ¢8

COCTaBHBIE YaCTH; ONPENENATh 3Tallb]
peleHus  3a1a4m; BBISIBJISATE H
spdexTurHO  HekaTh  wudopMalMIo,
HEOOXOMUMYIO JUTS  pelleHUs  3ajauu
u/uim npobIiemsr;

- COCTaBUTL  IMJIAH  JICHCTBUS;

ONPeIESIUTE HEOOXOJIMMBIC PECYPChI;

= BITAJIETh AKTYAILHBIMH METOAMHA
paboThl B MPOPECCHOHAILHON W CMEXK-
HBIX C(Eepax; pPearu3oBaTh COCTABJICH-

M COLMAMBHBIA KOHTEKCT, B KOTOPOM
HpUxoHTCs paboTaTh W XKUTh, OCHOBHBIE
MCTOYHMKM MH(QOPMALNKA B PECypehl s
pemeHus  3aja4 U npobiem B
IpO(ECCHOHANBEHOM H/UITH  COLMATLHOM
KOHTEKCTE;

- allrOPATMBI BLIMONIHEHUST paboT B
NpOhEeCCHOHATLHON U CMEXKHLIX 00JIa-
CTAX; MeToAbl padoThl B mpodeccuo-
HANBHOW M CMEXNbIX cdepax; cTpyKTypy
IU1aHa  JUIsd  PEIICHMS 3ajad; [OpPsIOK
OIICHKHM DPE3YJILTATOR PEHICHHA  33/a4

IpOQeCCHOHANBHON JICATEILHOCTH




HBIW TUIAH; OLUEHWBATL PE3yJILTAT U I10-
CIEJCTBHA CBOMX JAEHCTBUHI (camocTos-

TEHALHO MK € MTOMOUILIO Il‘dCTaBHHKEl)

OK2

- OMPEJENsITL 3aJauu Juis TTOHCKA
HHGOPMATIMK; OUPEJEIAT: HEOOXO0H-
MBIC HMCTOUHHKKM MHBOPMAIMK; TIIaHU-
POBATHL IMPONECC MOUCKA, CTPYKTYPUPO-
BaTh MOJy4YaeMyro nHOpMaluIo; Bhljlec-
ATh Haubosce 3HAYHMOE B TIEpeuHe
VHOOPMAIMK;  OUEHMBATH  NPaKTHUC-
CKYI0 3HA4YMMOCTDL PE3yJIbTATOB MOMCKA,
ohopMIISITE PE3yILTATHI TOKHCKA

- HOMEHKNATYpa HHOOPMALIMOHHBIX
HCTOYHHKOB, NPUMEHSIEMBIX B Hpodec-
CHOHAILHOM  JICATEIBHOCTH;  TNPHEMBbI
CTPYKTypupoBanust uHpopmaruu; hop-
mMar ohOPMIICHHS PE3YILTATOR IIOMCKA
uHGOpMAaLHK

OK 3

. ONPE/ICNIATh AKTYAILHOCTH HOP-
MaTHBHO-IIPABOBOM  JOKYMEHTALMH B
npodeccuoHaLHON JEATENBHOCTH;
NPUMCHATH  COBPEMEHHYIO — HAYUHYIO
NPOMECCHOHANIBHYIO  TEPMUHOIOTHIO;
ONPENENATL U BBICTPAUBATL TPAEKTOPHH
NPO(ECCHORANBLHOIO PA3BUTHA M CaMO-

o0Opazoranus

- CO/IEpKanue aKTyalbHOH HOpMa-
TUBHO-TIPABOBOH  JIOKYMEHTAI[WH;  CO-
BpeMEHHasl Hay4yHas W Tpodeccronab-
Has TEPMHUHOJIOIMS; BO3MOKHBIE TPacK-
TOPUK NPOMECCHOHAIBLHOTO Pa3sBUTHS M
camoobpazoBanus

0K 4

- OpPraHu30BLIBATL PadOTy KOJIEK-
THBA M KOMallJbl; B3aUMO/ICHCTBOBATL C
KOJUICIaMu, PYKOBOICTBOM, KIMEHTAMH
B XOJi¢ 1IPO(ECCHOHAILHON JIEATEILHO-
CTH

- NCUXOJIOTHYECKHUE OCHOBLL €S-
TCJIBHOCTH  KOJUIEKTHBA, [ICHUX0OJIOTHYe-
CKHe 0Cco0CHHOCTH JIMHYHOCTH, QCHOBBI
ITPOEKTH 0# eATCILHOCTH

OK S

= I'PAMOTHO H3J1araTh CBOW MBICIH
M O(OPMIIATE JIOKYMEHTHI 110 Tpodec-
CHOHAITLHOK TeMaTWke Ha rocyjap-
CTBCHHOM SA3BIKE, IPOSIBIATE TOJEPAHT-
HOCTH B paboyeM KOJIICKTHRE

= ocobeHnocTy COLIHANILHOTO H

KYJIBTYPHOI'O  KOHTCKCTa;  MNpaBulia
O0pOpMIIEHNS JOKYMEHTOB U HOCTPOCHHS

YCTHBIX COOOImEHMH

OK 9

- MIPUMEHATL cpejcTBa HHbOpMa-
LIHOHHBIX TEXHONOTHH JUIsl  pemeHus
NPO(QECCHOHANIBHBIX  3a/1a4; HCIIONbB30-
BaTh COBPEMEHHOE NPOTrpaMMHOe obec-
[eYEHHUE

- COBPEMEHHbIE cpecTBa n
yeTpo#cTsa MH(OpMATH3AIKK; TOPA0K
HX [PUMEHEHHs M TporpamMmmHoe obec-
TNICUCHUE B ITPO(ECCHOHANEHON AeSTENb-
HOCTH

OK 10

- MOHUMATL OOMMH CMBICT YETKO
IPOM3HECEHHBIX BLICKA3hIBAHMH HA M3-
BECTHLIC TeMBI (Npodeccuonaibibie W
OBITOBLIC), NOHUMATL TEKCTHI Ha 0a30-
BbIC TIPODECCHONAILHBIE TEMbI; Y4acT-
BOBATH B JIHAJIOTaX HA 3HAKOMBIC obme
M UPOQECCHOHANILHBIE TEMbl; CTPOHTH
ITPOCTHIE BBICKA3LIBAHUS O cebe M 0 CBO-

- npasujia NnocTpoeHHS IMMPOCTBIX H
CIIOIKHBIX NPEJUIOKEHUH Ha npodeccuo-
HaITLHBIC TEMbI; OCHOBHLIC 00NIEYNOTPE-
Ourenpusic rnaroisi (GbiToBas W 1po-
heccronanbuas nexcuka); JIeKCHUCCKM
MHUHHMYM, OTHOCSIIMKMCSA K OIHCAHWIO
NPEAMETOB, CPEJCTB W TIPOLECCOR Mpo-
dbeccuonanbHol eATENLHOCTH; 0OCOGEH-




CH MpodeccuonanbHOR  JIeaTeNbHOCTH,
KpaTko O0DOCHOBBIBATL W OOBICHHTS
CBOM JICHCTBHMs (TEKYIHE U IUIAHUPYeE-
MBIE); IMCATh NPOCThIE CBA3HLIE COO0-
HICHHS HA 3HAKOMBIE HIIM WHTEPECYIO-
ipe MpoQecCHOHATLHBIE TEMBI

HOCTH MPOU3HOLICHUS; NTPABUIA YTCHHS
TEKCTOB  MPO(ECCHOHATLHON — HAalpaB-
JIEHHOCTH

MK 1.1

- 0QOPMIIATE JOKYMEHTALUIO B CO-
OTBETCTBHH C HOPMATHBHOW 0a3oii, B
TOM YHCIC C MCIOIb30BaHUEM HHDOp-
MaIHOHHBIX TEXHOJIOTH,

= OCBaMBaTh TEXHOJIOIWM AaBTOMA-
TH3UPOBAHHONW 00paboTky oKyMeHTa-
LMK,

- UCIIONB30BATE  YHH(PHIIHPOBAH-
HbIE (POPMBI JOKYMEHTOR;

- OCYUIECTBIIATL XPAHEHHE W [TOUCK
JIOKYMEHTOB;

- MCTIOJIB30BATL  TEACKOMMYyHWKA-
UMOHHBIC TEXHOJIOTHU B DJICKTPOHHOM
JIOKyMeHToobopoTe.

— MOHATHE, IIE/W, 3a[a4¥l W INIPHH-
MBI JICTOTIPOH3BO/ICTRA,

- OCHOBHBLIE TIOHSTUS JIOKYMEHTa-
LHOHHOTO 00eCIIeUeHUS YIIPABIIEHWS;

- CHCTEMBl  JIOKYMCHTAIIMOHHOTO
ofecrieueHus ynpaBlieHus;

- KITACCH(UKAIHIO JIOKYMEHTOB;

- TpeOOBAaHUA K COCTABJIEHUIO W
O0hOPMIIEHHIO IOKYMEHTOR;

- Opranu3almio  JIOKyMEHT0000po-
Ta: npuema, obpaboTKy, pPerncTpanuio,
KOHTPOJIb, XPaHCHHE JIOKYMEHTOB, HO-
MEHKIIATYpy Jiell.

0




2 CTPYKTYPA Ml COJAEPYKAHMUE YUYEBHON AUCHMATIIMHBI

OI1.06 Toxymenranmonnoe odecneueHne yupasienus

2.1 O6bem yucOHo# MuCHMILIARB] B BWILI y4eGHoii padoTsI

Buy yuebnoit padorn:

O0bnem gyacos

O6nem obpasoBaTesibHOM HPOrPAMMII 38/1,05
B TOM YHCJIE:

Yuaedunie 3ausrun 8

U3 HEHX:

NIPaKTHYECKUE 3aHSTHS 2
[pomexxkyrounas arrecranus:

Wrorosas nuceMeHHas KoHTponbHas pabora (MKP) 2
CamocrosiTebHas pabora 110 MOATOTOBKE K Y4eOHbIM 3aHATHAM 30/0,83
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3 YCJIOBUA PEAJTU3ALIUA TTPOT'PAMMBI JUCHUILIMHEI
«JOKYMEHTAIIMOHHOE OBECIIEYEHWUE YIIPABJIEHUSI»

3.1 MarepnaibHo-TeXHUYECKOe obecnedenue JUCIHILIHILY

Peanuzanus nporpaMmel JIACLHTIITUHBI Tpebyer HATU4Hs] kabunHcra
«J10KyMEHTaUMOHHOTO OBECIIEUCHHS  YIPABICHHS», OCHAIICHHOrO 0BOPYI0BAHHEM:
[IOCA0YHBIC MECTA 110 KOJIMYECTRY 00 yHarOIHXCH,

pabouee MecTo ITperoaBareis,

Jlocka,

CTEH/IbL,

JAHJIAKTHYECKUI MaTepra,

L% %%

TEXHUYECKHE Cpe/cTBA OOyYeHMs: KOMIBIOTEPBL, MYILTHMEIMAHOEe oBopyaoBanue,
IIPUHTEP.

3.2. Yaebuno-meroauueckoe n nHGopManuonnoe odecneueH e JHCIUNLTHHL]
Hopmarusubie A0KyMenThi:

1. Oenepanpupiii  3akon "O6  osmexrponuod  nommuen”  or  06.04.2011 N 63-03.
®enepanbupiii 3axkon "O6 uHGopMaln, UHOOPMAIMOHHLIX TEXHOIOTHSX W O 3alUTe
uHopmarmu” or 27.07.2006 N 149-03

2.'OCT P 7.0.8-2013. Haumonansumit cramgapr Poccuiickoii Oenepauunn. Cuerema
CTANZAPTOB 110  WHGOpMalK,  OUOIMOTCYHOMY W M3J@ATENLCKOMY  JICIY.
Henonponseoicteo n apxusHoe jeno. TepMunnl u onpejencHus (yrs. Tlpukazom
Poccranpapra o1 17.10.2013 N 1185-¢T)

3.'OCT P 7.0.97-2016. HanuonanbHbIii craujapt Poccenmitcxoii Dejepanun. Cucrema
CTaujiapToB 10 HAdopmanuy,  OuOTHOTCUHOMY M H3JATEILCKOMY  JIEITy.
Opraiusanyonno-paciopsyiuTenbuas  JokyMenranus. IpeGosanns oopmitennio
noxymenros (yrs. llpukasom Poccrampapra or 08.12.2016 N 2004-cr) (pex. or
14.05.2018)

4. Tpynosoi Kojnexe Poceniickoii ®enepanmu. Mepepansusii 3akon or 30.12.2001 Ne 197-
3.

5.TOCT P 50922-2006. Haumonansuwii crampapr Poceniickoit @epepanun. 3amuTa
uadopmain. OCHOBHBIC TCPMHHBI M OnpejencHus” (YTB. W BmejeH B jeiicTBue
IIprxasom Pocrexperynuposanns ot 27.12.2006 N 373-cr)

6. Meroauyeckue pexomenjaiuu 1o npumeneruio N'OCT p 7.0.97-2016 "Cucrema crasjap-
TOB 110 nHpOpMalK, OUONHOTEUHOMY M UM3IATEHLCKOMY neny. Opranuzanuonio-
pacnopsuTenshas goxymenranus. Tpebosanus k odopmiennio toxymenton” (Pocap-
xus, BHUMJIAJL. M., 2018)

Ocnosnas mureparypa:

1. bacaxoB M.W. Jlokymenraunontoe obecrieuenye YIpaBienus (C OCHOBAMH apXUBOBE/IE-
hus): yuebnoe nocobue— Mockea: KnoPye, 2020. //Pewnm gocTyna:
https://www.book.ru. [ns CTTIO

2. beikora T.A. Jlokymenranmonioe oGecrnevenine yrnpaeienus: yucbimx / T.A. Brikona,
E.A. Ckpurixo, 10.M. Kyxapuua, A.10. Kouskosa, C.A. ['morosa. — Mockaa: KnoPye,
2020. // Pexxnm pocryma: https://www.book.ru. s CITO.
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3. Bapmyny B.B. Jloxymenranuornioe obecticuenue yrpasienust; yueOuuk / B.B. Bapmyn.
Mocksa: IOctuums, 2020/ // Pexxum nocryna: hitps://www.book.ru. Jlst CIIO.

Aocrtyna:

4. Kysneuos U. H. Jlokymenraimonnoe obecreyenne yrpanienus nepcoHanom: yuebHuK u
npakrukym s CITO / W, H. Kysuenos. — Mocksa: [Opaitr, 2019. //Pesxum noctyma:
https://biblio-online.ru. J{ns CITO.

DJIEKTPOHHBIE Pecypenl:

bror «lllmapranka nenonpousBomuTens» — CaiT o JCTONPOH3BOACTBE U COCTABICHHH
JIOKYMEHTOB. [DnexTporHbIH pecype]. 2013-2018. Pexum
http://www.docdelo.ru/

2. Cnpasoynas npasosas cucrema Koncynsranr [Timoc. [Onexrpounsit pecype]. 2019, Pe-
um Jjroctyna: http://www.consultant.

3. Copasounast cucrema «lapanty. [Dnexrponnsii pecype]. 2019. Pexum JocTyna:
http://www.aero.garant.ru

4. Onexrponnsit kype «JJokymMeHTanKonHOe obecneyenue yupasneHus» Ha IopTane Ju-

cranumonnoro obpasosanust CII6 I'BIIOY «AYTClully. Pexum pocryma: http:/

http://agpsdo.edu.ru/

4 KOHTPOJIb 1 OEHKA PE3YJIBTATOB OCBOEHMS JUCLUILINHbI
«IOKYMEHTALHMOHHOE OGECIIEYEHUE YIIPABJIEHUS»

Kourposs v olenka pesynstator ocBoenns yueGHON JUCIHNITHNLI OCYHIECTBISICTCA TIpe-
110/1aBaTe/ICM B IIPOIIECCE NPOBCACHUS IIPAKTUYCCKHX 3aHSITHH, TECTUPOBAHMS, 4 TAKIKE Bbi-
HOTHEHUS 00y HarOIMMHUCS WHIMBH/YAIILHBIX 3a/IaHU M TIPOMEIKYTOUHOM aTTecTalne.
MeTo/1bl KOHTPOJTA HANPABJICHBI HA TPOBEPKY 00YYaIONHXCS:

v
TO3NITHH;

v

e
[pejularaéMeIx 3ajaHuii;

BRITTIOTHATL YCIIOBHSL 3[alkd Ha TBOPYUCCKOM YPOBHE C IIPECTARIICHHUEM cOOCTBEHHOH

Jienath OCO3HAHHbIA BLIDOP ¢nocoboB JeHcTBIIl M3 palee U3RECTHDIX;
OCYINCCTRISATL KOPPEKIWMIO (MCMpaRieHre) CHEIaHHbIX OMMO0K Ha HOBOM YpOBHE

paﬁ()Ta’l'"I: B I'PYIIIC ¥ IIPEJICTARNATL KaK CBOIO, TAK Y MO3UI[HIO I'PYIIILI

Pesyabrarsr o0y4denus
(ocBOEHHbBIC YMEHHS, YCBOCHHBIE 3HAHNS)

DopMEI H METOBI KOHTPOJA H OLeH-
K# Pe3yabTaTes o0ygennd

Oceoennvie ymenua:

pacnosHaBarh 3aady W/une npobliemy B
NpOQECCHOHANLHOM W/MITH  COLHATTBHOM  KOHTEK-
CTC; aHANM3WpOBaTh 3a1a4yy u/wivd upobiemy u
BBLIJCHSTE €€ COCTABHBIE YaCTH; ONPEACISThL HTATBI
PELICHHUS 3a]1a4¥; BRIABIATSL U 9P (MEKTUBHO HCKATD
uHdopmanuio, HeOOXOUMYIO JUTS PEINCHUS 3a/1a-
uu u/um npobremsr;

COCTaBUTh HIIAH JICHCTBUS, ONPEACIIHTh HE-
00X0IUMBIE peCypehi;

BIIAJICTE AKTYAILHLIME METOJIaMU PaboThl B
NPOGECCHOHANLHON ¥ CMEIKHBIX chepax; peann3o-
BaTh COCTABJICHHLIH IUIAH; OLCHUBATH PE3YJLTAT W
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Dopmst Konmpons obyuenus;

— JIOMallHKEe 33/1ains 1TpodJIEMHOro Xa-
pakrepa;

— 3aU1MTa TPAKTUYECKHX pabor;

— NOANOTOBKA, BBINTOJHCHUE H 3allATa
WHIUBHIYABILIX 38/TaHWH

Dopmut
obyuenus:
- TpaJMIIMOHHAs CHCTEMA OTMETOK B
Bannax 3a ka0 BLITIOIHEHHYIO pabo-
Ty

OUENKH  PE3YNbMAMUGHOCIUY




NOCCACTBYA CBOMX JACHCTBHH (CAMOCTOSATENILHO
VJTH € 1IOMOLIbIO HACTARHUKA)

= ONpeaensThL 3a/a4u Juisl 1oucka undopma-
[IHH; ONpPeNensTh HeOOXOAMMBIE WMCTOYHMKH WH-
(opmaryy; NIAHKPOBATE TIPONECE TOUCKA, CTPYK-
TYPHPOBATH TIOIY4acMy10 HHOOPMAIIHIO; BLIICIHTh
Hanbosee 3Ha4UMOe B niepedHe HHdopManuu; ore-
HUBATh [PAKTUYECKYIO 3HAYUMOCTb PE3YJILTATOB
10MCKa; 0POPMISTE PE3YJILTATHI NOWCKa

= ONpPEeNCNATL  aKTyajlbHOCTE  HOPMATHBHO-
NpaBoOBROH JOKYMEHTAUMU B MPOdECCHOHANLHON
JIEATETBHOCTH; TIPHMEHSTh COBPEMEHHYIO Hayy-
HYIO TPO(ECCHOHANBHYIO TEPMUHOJIOTHIO; OTIpe-
JENATh W BBICTpPaWBaTh TPACKTOPHUH NpodeccHo-
HAJTBHOT'O Pa3sBHTHA H caM000pazoBaHms

= OPranu3oBLIBaTL PaboTy KOJUIEKTHBA U KO-
MaH/bl; B3aUMOJICHCTBOBATE C KOJUICTaMH, PYKO-
BOJCTBOM, KIIUCHTAMM B XO/€ NMpodeccroHanbHON
JESTENBHOCTH

= I'PAMOTHO M3JIaraTh CBOM MBICAH 1 odopMm-
JATH JIOKYMEHTBI 110 TIPO(ECCHOHANTBHON TeMATHKE
Ha rOCYJ/IapCTBCHHOM SI3LIKE, IIPOSIBIIATE TOJEPAHT-
HOCTb B paboveM KOIUIeKTHBE

= NPUMCHSITL  CPEJICTBA  MH(DOPMAIIHOHHLIX
TEXHOJIOTHI Ul PEHICHUS IPODECCHOHANBHBIX 3a-
Jlad; HUCNOJIb30BATL COBPEMEHHOE NPOTPAMMHOEC
obecricucnne

— NOHUMATHL OOINMH CMBICT YE€TKO NPOMU3NECEHHBIX
BLICKA3bIBAHMM Ha W3BECTHBIC TeMbl (1podeccuo-
HallbHBIC W OBITOBLIC), TOHAMAThL TEKCTHI Ha 0a30-
BBIC 1POQECCHOHANLIBIC TEMBI; YYacTBOBATL B
AManorax Ha 3Hakomble o0Lme u npodeccuonais-
HBIC TEMBI; CTPOUTH NPOCTLIE BLICKA3BIBAHUS O Ce-
Ge 1 o cpoel npodeccHonALHON AESTENLHOCTH;
Kparko 0OOCHOBBLIBATE H OOBACHMTH CBOW JICH-
CTBust (TEKYIUME M TUTAHUPYEMbIE); IMCATh MPO-
CTBIC CBA3HbLIE COOOIICHUS HA 3HAKOMbIE MJIM HHTE-
pecyiomue npofecCHOHAIBHLIE TEMbI

= 0hOPMIIITE OKYMEHTALMIO B COOTBETCTBUM
€ HOPMAaTUBHOM 0a30M, B TOM YKCIIE ¢ UCIIOJIB30BA-
HUeM MHQOPMAIHOHHBIX TEXHOIOI M,

— OCBauBaTh TEXHOJIOIUM ABTOMATH3HPOBAH-
HOU 00paboTKM HOKyMEHTAIHH;

= HCIONB30BATh  YHUOUIMPOBAHHLIE (HOPMEI
JIOKYMEHTOR;

= OCYHIECTBIISITh XPAHCHHUE M ITOWCK JIOKYMEH-
TOB;

- MCIIONL3ORATD TEJIEKOMMYHHUKAITHOHHBIC
TEXHOJIOTUH B ')J’[B](Tp(‘)IIHOM JIOK}(MCH'T‘OOGOPOTG.

- 0QOPMIIATE JOKYMCHTAIIHIO B COOTBCTCTBHH
C HOpMaTuBHO# 0a30H, ¢ ucnons3oBanuem uudop-
MaIMOHHBIX TEXHOJIOIHH;
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Memods: konmpona nanpasierivt
APOBEPKY YMEHUS YUAUIUXCL:
—JIeNiaTh OCO3HAHHBIH BHIOOP CHOCOOOB
JICHCTBUI U3 panee U3BECTHLIX;
—OCYIIECTBAATH KOPPEKIHIO (HUCnparie-
HUE) CHCNaHHLIX OIMKUOOK Ha HOBOM
YPOBHE NpejuiaraeMbiX 3a/aHui;

na

Memoost oyenxu pesynsmamos
obyuenusa.

— Ilpogepka nNpakTHYCCKUX HABLIKOB
— Tecruporanue

—  Konrtpomsuas pabora

Dopmui
obyuenus:
- TpagMIlMOHHAs CHCTEMa OTMETOK B
Bannax

OQUEHKHW  pPe3yiemamusliocmu




- MCITONL30BATL  YHHQUIHUPOBAHHEBIE (DOPMDI
JOKYMEHTORB;

— OCYIIECTBSITh XPAaHEHHE M TOKCK JIOKYMEI-
TOB;

= OCBaMBATL TEXHOJNOIMM ABTOMATH3HMPOBAH-
HOM 00pabOTKK JOKYMEHTOB;

MCIIOJIB30BATL  TEICKOMMYHHUKAIHOHHBIC TEXHOIO-
THH B 2IEKTPOHHOM JIOKYMEHTO000pOTE.

Ocgoennvie 3nanus

— aKTyanbHBLIH NpodecCnOHANLHBIN W COLMATBLHBINA
KOHTCKCT, B KOTOPOM lpuxojmrcs paborarh w
MKHUTh; OCHOBHBIC MCTOYHHKH HH(OpMAIMH U pe-
CYpCBI JUIS pelneHns 3a1a4 v npodiem B npodec-
CHOHAJILHOM W/UJIY COLMAIILHOM KOHTEKCTE;

— QITIOPHUTMBI BLITOJIHEHUS padoT B mnpodeccro-
HaJILHON W CMEKHBIX 0071aCTsX; METO/IbI paboThl B
NPO(ECCHOHATLHON U CMEKHBIX cepax; CTPyKTY-
py naWa Juisi pelieHust 3a/1ay; MOPSIOK OLECHKM
PEe3yJILTATOB PEUICHUS 337184 ITPohecCHOHALHOM
JEATENLHOCTH

— HOMEHKJIATypa MH(GOPMANUOHHBIX HCTOYHUKOR,
IIPUMEHSAEMBIX B TIPOGECCHOHAILHON I TeNILHO-
CTH; IPHEMBI CTPYKTYPHUPOBAHUS WH(OOPMAIHY;
dopmar odopmicHUs pe3yNbTATOB OMCKA WH-
dbopmanyu

- COJICPXKAHNE  aKTyallbHOH  HOPMAaTHBHO-
I‘lpaBOBOi‘i JOKYMEHTAUHH, COBpEMEHHas Hav4dynada u
npoeccuonanbuas TEPMHHOJIOIMS; BO3MOMKHLIC
TPACKTOPHH NPOYPECCHOHATILHOIO PA3BUTHA M ca-
MOOOpazOBRaHus

- HCHXOJIOIHYECKHE OCHOBBI  JIESITEIIBHOCTH
KOJUJIEKTHBA, NCHXOJIOTHYECKHUE OCOOEHHOCTH JIHY-
HOCTH; OCHOBBI IPOEKTHOH JEATENLHOCTH

- 0COOEHHOCTH COLMATLHOTO U KYJILTYPHOTO
KOHTEKCTa; NpaBuia ohopMIeHHs JOKYMEHTOB H
[OCTPOCHHUS YCTHBIX COOOINEHWH

— COBPEMEHHBIC CPEACTBA M YCTpoicTRa M-
(opmaruzanuu; NopANoK WX MPUMEHEHHS U NPO-
rpaMMHOe obecrieycHue B NpodecCHOHANLHON Jie-
ATENBHOCTH

- ITPABHJIA TIOCTPOCHUS MPOCTLIX W CIIOMHBIX
IPEUIOKEHHH Ha 1POGECCHOHANBHBIC TEMBI, OC-
HOBHBIE 0OOMmEynoTpebuTenbibe raaroasl (ObTo-
Bas U MPOPECCHOHAIBHAY JICKCHKA); NICKCUHYCCKHHN
MHHHUMYM, OTHOCSUIMACS K ONUCAHHIO TIPEIMETOR,
CPC/ICTB M TIPOILECCOB TPOPECCHOHANLHON  j1es-
TENBHOCTH; OCODEHHOCTH MPOMIHONICHNS; TIPABKIIA
YTEHHMs TEKCTOB HPOQECCHOHAILHOW HanpasieH-
HOCTHU

= MOHATHE, IEIH, 384l U TIPUHILKIILI JIEII0-
[IPOU3BOACTBA;

- OCHOBHBIC ITOHSTHS  JOKYMEHTAIHOHHOTO
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obecrieuenus ynpasieHus;

- CUCTCMBI JIOKYMEHTALMOHHOr0 o0ccreyenus
YUpaBICHHUS;

- KJIACCHDUKALHIO TOKYMEHTOB;

- TPeOOBAHUS K COCTABICHHIO U O(OPMIIEHHIO
JOKYMCHTORB;

- OpraHu3alMio JOKYMEHToo00poTa: NpueMa,
00paboTKy, pPErucTpalio, KOHTPONh, XpaHeHHe
JIOKYMEHTOB, HOMECHKJIATYDY JIEI.
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