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1. OBIIASI XAPAKTEPUCTUKA PABOYEN TIPOTPAMMBI YYEBHOM
JANCHUITINHBI
«OI1.06 TOKYMEHTAIIMOHHOE OBECIIEYHEHHUE YIIPABJIEHU A »

1.1. MecTO0 AUCUMILIMHBI B CTPYKType NPOrpaMMbl NMOATOTOBKH CHEIHAJTHUCTOB

CpeaHero 3peHa

VueOHast nqucuuIuiiHa «/lOKyMEHTallMOHHOE OOECHEUCHUE YIPABIECHUS» SIBIAETCA

00s13aTeNIbHON YacThIO 00IIENPO(EeCCHOHATFHOTO ITUKIIA TPOrPaMMBbI IIOATOTOBKH CIIELUAIMCTOB

cpennero 38eHa B cooTBeTcTBUM ¢ DI'OC CIIO no cnenmanbroctn40.02.04 «tOpucnpyaeHuus».

Ocoboe 3HauYeHHWE MUCHHUIUIMHA HWMEET NpH (OPMHUPOBAHWM M PA3BUTUU OOIMINX

xomnerennuii OK 01, OK 02, OK 03, OK 04, OK 05, OK 06, OK 07, OK 08, OK 09.

1.2. Ilesap ¥ niIaHUpPyeMble pe3yJIbTaThl 0CBOCHHUS M CIMIIJIMHbBI:

B pamkax mporpamMmbl y4eOHOH IUCHUIUIMHBI OOYYarOMIMMHCS OCBaMBAIOTCS YMEHHUS

Y 3HaHUs
Kon Ymenus 3nanus
IIK, OK
OK 01, [Ipumenars Ha npaktuke | TepMuHoNOrHIO B obnactu
OK 02, rOCy1apCTBEHHbIE CTaHJIapThl, | TOKYMEHTAIHUOHHOTO oOecrieueHus
OK 03, JIPyTie€ HOPMATUBHO-METOJUYECKHUE | YIIPABICHHUS;
OK 04, JIOKYMEHTBI,  periiameHtupyromue | HopmatusHbie JIOKYMEHTHI,
OK 05, OpraHU3aluil0 JOKYMEHTALMOHHOIO | PEIVIAMEHTUPYIOIUE  COCTABICHHE U
OK 06, o0ecrieyeHus yrpaBlieHUs; oopmieHre TOKYMEHTAUU U TMOPSAIOK
OK 07, CocraBnatb u NPaBWIBHO | ee 00pabOTKH;
OK 08, opopMIIATH OCHOBHBIE Buzbl | [IpaBuna cocraBieHus u oQOpMIICHHS
OK 09, OpraHU3alMOHHO- OpraHU3aLMOHHO-PACIOPAIUTENBHBIX
IIK 1.2, pacmopsAIUTEIbHBIX IOKYMEHTOB; JIOKYMEHTOB, BXOISIINX B
IK 1.3. OdopmisaTh nH()OPMAITMOHHO- | YHU(DHUITUPOBAHHYIO CUCTEMY
CIPaBOYHYIO JOKYMEHTAIHUIO; OpraHU3aIMOHHO-PACTIOPAIUTENbHBIX
OdopmisaTh KaJIpOBYIO | TOKYMEHTOB, YHUDHUITMPOBAHHYIO
JOKYMEHTAIUIO; CUCTEMY IIEpBUYHON Y4ETHOU
Odopmisate NPETECH3UOHHO- | TOKYMEHTAllUd B YacTU JOKyMEHTalluu
MCKOBYIO IOKYMEHTALMIO. 10 YYETy TPY[a;
Ilopsmoxk  mpoBeneHUsT  DKCIEPTU3bI
[IEHHOCTH JOKYMEHTOB U TOJATOTOBKHU
JIeNT K apXUBHOMY XPaHEHHUIO.
TexHonoruro OpraHu3aIuu
JOKYyMEHTO000pOTa B OpraHM3alusIx
(Y4pexIeHusx).
3a cyeT 4YacoB BapMATUBHOI YacTH
6 yacos CamocTtosTenbHas paboTa: cuUcTeMaTH3alUsl U 3aKpEeIUICHHE TMOJyYeHHBIX

TEOPETUYECKUX 3HAHUU U IIPAKTUYECKUX YMEHUI




3 yaca VYray6iieHue TeopeTuYecKor NOArOTOBKHU, OMPEesieMOl cofepKaHueM
JUCLIUTUTHHBI

®opmupyembie o01Me U NpodeccHOHAIbHBIE KOMIIETEHIMH:

OK 01. Bei6upats criocoOsI pemeHus 3a1a4 npohecCHOHaTbLHON AesTETFHOCTH TPUMEHUTEIIBHO

K pa3JIMYHbIM KOHTCKCTaM.

OK 02. Mcnonb30BaTh COBPEMEHHBIE CPECTBA MTOMCKA, aHAIM3a U MHTEPIIPETAIMH HH(OpMAIUN

n I/IH(l)OpMaHI/IOHHI)IC TEXHOJIOI'HH AJIA BBIIIOJIHCHUS 3aJa4 HpO(l)eCCHOHaHBHOfI JCATCIIBHOCTH.

OK 03. IlnmanupoBaTh M peaM30BbIBaTh COOCTBEHHOE MPO(ECCHOHAIBHOE M JMYHOCTHOE
pa3BUTHE, MPEINPUHUMATENBCKYIO AEATENbHOCTh B MPO(ECCHOHAIBHON cdepe, UCIOIb30BaTh

3HAHMS 110 IPABOBON M (PMHAHCOBOW TPAMOTHOCTH B PA3IMYHBIX )KU3HEHHBIX CUTYaLlUsX.
OK 04. DddexTrBHO B3aUMOACHCTBOBATh U pabOTaTh B KOJJICKTUBE U KOMaH/IE.

OK 05. OcyiiecTBasiATh YCTHYIO U NMHUCbMEHHYI0O KOMMYHHUKAIIUIO0 Ha TOCYIApPCTBEHHOM SI3bIKE

Poccuiickoit @enepannu ¢ yueToM 0cOOEHHOCTEH COLMATBHOTO U KYJIBTYPHOT'O KOHTEKCTA.

OK 06. TlposBIsATh TpakIaHCKO-TIATPUOTHYECKYIO TO3HIINIO, JEMOHCTPUPOBATH OCO3HAHHOE
MOBE/ICHHE HAa OCHOBE TPAIUIIMOHHBIX OOIIEUETOBEYECKUX IEHHOCTEH, B TOM YHCIIE C YYETOM
rapMoHuU3anuu MCKHAIIMOHAJIBHBIX W MCKPCIIMTUO3HBIX OTHOH.ICHPIIE, IMPUMCHATH CTaHAAPThI

AHTUKOPPYILIUOHHOI'O IOBEIECHUS.

OK 07. CopelicTBOBaTh COXpAaHEHUIO OKpYKAIOIIEH Cpeibl, pecypcocOepexeHNI0, TPUMEHSTh
3HaHUS 00 W3MEHEHHWH KJIMMaTa, NPUHLUIB OepeXJIMBOIO MPOU3BOACTBA, 3()(HEKTUBHO

JIEUCTBOBATh B YPE3BbIYAMHBIX CUTYALIUSX.

OK 08. Hcnonb3oBaTh cpeAcTBa (pU3MUECKOW KYIbTYphl JUISI COXpPAHEHHUS U YKPEIUICHUS
3I0pOBbsI B TIpolecce MpPO(EeCCHOHAIBHONW JAEATEIIbHOCTH M TOJIEPKaHUs HE0O0XOAUMOTO

ypOBHS (PU3HUECKON MOATOTOBIEHHOCTH.

OK 09. Ilonp3oBarbcsi mpoecCHOHANBHOW —JOKYMEHTAllMel Ha TroCylapCTBEHHOM U

HHOCTPAaHHOM A3bIKaX.

[IK 1.2. [IpuMeHSATH HOPMBI TIPaBa AJIs pEIIeHuUs 33124 B IPO(ECCHOHATBHON AEATEIbHOCTH.

I[IK 1.3. Brnamerb HaBbIKaMU TMOATOTOBKH IOPUAMYECKHX JTOKYMEHTOB, B TOM YHCIE C

UCIIOJIb30BaHUEM HH(OPMAIIMOHHBIX TEXHOJIOTHIA.

®opmupyeMble TUYHOCTHBIE Pe3yJIbTAThI:




Oco3zHaronuii ceds rpakJaHMHOM U 3aIIIUTHUKOM BEIMKOW CTpaHbI

JP 1

[IposiBISIIOIIMIM ~ AaKTUBHYIO TPAXKIAHCKYIO TO3UIMIO, JAEMOHCTPUPYIOLIUNA
MPUBEP)KCHHOCTh ~ MPHUHIIMIAM  YECTHOCTH, TOPSIOYHOCTH, OTKPBITOCTH,
HDKOHOMUYECKU AKTUBHBIN U YYaCTBYIOIIHUN B CTYJIEHUYECKOM U TEPPUTOPUATIEHOM
CaMOpraBHeHI/II/I, B TOM 4YHUCIIC Ha yC.HOBI/IHX I[O6pOBO.HB‘-IeCTBa, HpOI[yKTI/IBHO
B3aUMOJICCTBYIOIIMI W  Y4YacCTBYIOIIUWA B JIEATEILHOCTH OOIIECTBEHHBIX

OpraHu3arun

JIP 2

Cobmromaronii HOpMbI TPABOMOPSAIKA, CICAYIONIMNA HIealaM TPakIaHCKOTO
oOmiecTBa, oOecneueHust 0Oe€30mMacHOCTH, IMpaB MU CcBoOON TrpaxkaaH Poccuwm.
JlosibHBI K YCTAaHOBKAM W TPOSIBICHUSAM TMPEACTaBUTENCH CYOKYIbTYp,
OTIMYAIOIIANA MX OT TPYNI C JECTPYKTUBHBIM M JCBHAHTHBIM IIOBEICHHEM.
JIeMOHCTpUPYIOIIUN HENPUATHE U IPEAYIPEKAAOMMM COLUAIBHO OIIACHOE

MOBEJICHUE OKPYKAIOIIUX

JIP 3

[TposiBIISIIOIINI ¥ TEMOHCTPUPYIOIINN YBAXKEHHUE K JIOISIM TPYJa, OCO3HAIOLINNA
[IEHHOCTh cOOCTBeHHOro Tpyna. Crpemsmuiics K (HOpPMUPOBAHHIO B CETEBOM

cpezie ITMYHOCTHO U MPOo(heCCHOHAITBHOTO KOHCTPYKTUBHOTO «IIM(PPOBOTO Clieax»

JIP 4

JleMOHCTpHUPYIOINI TPUBEPKEHHOCTh K POJHOM KYJIbTYype, HCTOPHUUYECKOMN
namsTH Ha OcHOBe mo0BH K Poxaune, pogHoMy Hapoay, Malloil poauHe,

IMPUHATHUIO TPAAUITHOHHBIX HGHHOCTeﬁ MHOT'OHAIIMOHAJIBHOI'O HapoJa Poccun

JIP 5

Oco3Hamuil TPUOPUTETHYIO I[IEHHOCTh JIMYHOCTH YEJIOBEKA; YBAKAIOLIWN
COOCTBEHHYIO U UYXYIO YHUKAJIbHOCTb B Pa3JIMYHBIX CHUTYyallUiX, BO BCeX

dbopMax u BHIIAX JIEATEIHHOCTH.

JIP 7

CoOmrogaromuii 1 TpoIaraHuPYOMNUA MpaBWia 3J0pPOBOTO0 W 0€30MacHOTO
obpaza JKHM3HH, CIOPTa; NPEAYNPESKIAIMUN MO0  TPEOI0JICBAIOIINN
3aBHCHUMOCTH OT aJIKOTOJisl, TabaKa, MICUXOAKTUBHBIX BEIIECTB, a3apTHBIX UTP U
T.4. CoXpaHAOIWUN ICUXOJIOTMYECKYI) YCTONYHMBOCTh B CUTYaTUBHO CIIO>KHBIX

WU CTPEMUTCIIBHO MCHAIOMUXCA CUTyallUsIX

JIP9

3aboTsamuiics O 3alUTe OKpYKaromed cpeabl, COOCTBEHHOM U  UyXKOH

0€30I1acHOCTH, B TOM yHuciie U(poBoit

JIP 10

[IpuHuMarOmMii  CeMeHbIE I[IEHHOCTH, TOTOBBIM K CO3JaHUI0O CEMbU U
BOCITUTAHUIO JIETEH; NTEMOHCTPUPYIOIUA HEMPUATHE HACHINS B CEMbE, YX0Ja OT
pOI[I/ITeJII:CKOI\/'I OTBCTCTBCHHOCTH, OTKa3a OT OTHOI_HGHI/Iﬁ CO CBOUMHU OCTHBMHU U UX

(MHAHCOBOTO COAEPIKAHUS

JIP 12

JIeMOHCTpUPYIONTUH TOTOBHOCTh U CIIOCOOHOCTH BECTH JHAJIOT C

JIP 13




APyrumMu JIrOAbMH, JOCTUTIaTh B HEM B3aUMOIIOHUMAHUA, HAXOAUTH O6H_II/IG noeiaun

U COTpYyAHHUYATh JJIA UX JOCTUIKCHUA B HpO(beCCHOHaHBHOﬁ ACATCIIbHOCTH

[IposiBasitomuiAc  rpakAaHCKOE  OTHOIIEHHWE K  MpodecCHoHaIbHOM

BBIPAOOTKH ONTUMAJIBHBIX PEIICHUI

IEeATENbHOCTH KAaK K  BO3MOXHOCTHM JIMYHOIO  y4acTHAd B PEIICHUU JIP 15
0O0IIECTBEHHBIX, TOCYAAPCTBEHHBIX, OOIICHAMOHAIBHBIX Po0IeM
CopeiictBytommii  (OPMUPOBAHMIO  TOJIOKUTENBHOIO  o0Opa3a U
. JIP 16
MOJJIEPKAaHUIO TIPECTUka cBOel mpodeccuu
Bemonusronmii  npodeccuoHanbHble  HaBBIKM B cdepe  ImpaBa
JIP 17
COLMAIBHOTO 0OecreueHust
l'oToBBIN K TMpodeccroHaTIbHON KOHKYPEHIIMH, OCBOCHHUIO HOBBIX (HOPM
. JIP 19
TPYIOBOH AESATEIBHOCTH
CriocoOHBIN BBIABUTATh ATBTEPHATHUBHBIC BAPUAHTHI ACUCTBHM C IEIHIO
JIP 20

1.3. Kosm4yecTBO 4aCOB, OTBOJMMOE HA OCBOCHHE Y4eOHOM TUCIUILIIUHBI

Bcero gacos — 45 yacoB, U3 HUX Ha OCBOEHHUE QUCIUILIMHEI 39 4acoB,

Ha CaMOCTOSATEIIbHYIO padoTy — 6 4acoB.




2. CTPYKTYPA U COJAEPXKAHUE YUEBHOM JUCIIUILINHBI

2.1. O0beM yueOHOI JMCHMIIJIMHBI M BUABI Y4eOHOH padoThI

Buj yueOHoi padoThl O0bem B yacax

O0bem o0pa3oBaTeIbHON NPOrpaMMbl y4eOHOM AU CHHUIIIMHBI 45
B T.4. B popMe NPAKTUYECKOH MOATOTOBKH 18
BT. 4.:

TEOPETHUECKOe 00yUeHne 19
[IPAKTUYECKUE 3aHATUS 18
Camocmosmenvras paboma 6
IIpomeskyTounas arrectauus B gopme 1uddepeHUNPOBAHHOTO 5
3ayera




2.2. TemaTn4yecknii IVIaH U CoJlePKaAHNE Y4eOHOM TUCHUILINHBI «/J{oKyMeHTaunoHHOe o0ecnevyeHne ynpaBJjaeHus»

HanmenoBanue
pa3esioB U TeM

Coaepixkanue yueOHOro Matepuajia v (pOpMbl OPraHu3anuu
AeATeTbHOCTH 00y4aloIuXCH

O0BeM yacoB

Koabl komMnereHuui,
¢popmupoBanunio
KOTOPbIX COCOOCTBYET
3J1eMEeHT MPOrpaMMbl

1 2 3 4
Pasznen 1. OCHOBBI JOKYMEHTHPOBAHMUS YIIPABJEHUECKOM JESATEJTBHOCTH 8
Tema 1.1 Ilonsitue o | Conep:xanne y4eOHOro MaTepuaJia OK 01, OK 02, OK 05,
AOKYMEHTAIMOHHOM | OCHOBHBIE CBOWCTBAa JIOKYMEHTOB U MX (DYHKIIMU B CHUCTEME YIPaBICHUS. OK 09
o0ecrnieyeHU [Tonsitue pokymenta. Wudopmamus wu  gokymenT. Kiaccudukanus K 1.2, IIK 1.3
yIpaBJeHHs, JOKYMEHTOB: TIO BHIY O(OpMIICHHS; MO COACp)KaHWIO; 1Mo ¢dopme; Io JIP 1-5,7,9-10, 12-13,
JIOKYMEHTE U MPOUCXOXKACHHUIO; TI0 CpeACcTBaM (HUKcaluMh; 10 CpOKaM XpaHEHUs. ) 15-17, 19-20
crnocodax MartepuanbHble HOCUTETH HHPOPMAIIHH.
AoxkyMeHTHpoBanus | [lonstue nokymeHtupoBaHusi. OCHOBHBIE CIIOCOOBI JIOKYMEHTHUPOBAHMSL.
OCHOBHBIE COBPEMEHHBIE TEXHOJIOTHH, MPHUMEHSEMble INPH OpraHU3aluu
paboThI ¢ JOKYMEHTaMH B OpraHU3alusaxX (yUpexAeHUsX).
Tema 1.2 Conep:xxanue y4e0HOIro MmaTepuaJja
HopmaTtusHo- HopMaTtuBHO-TIpaBOBbIE  aKThl,  PEryJUPYIOIIME  JOKYMEHTAIIMOHHOE OK 01, OK 02, OK 05,
npasosas 06a3a obecrieueHre ympaBieHUs. YHUDHUKAIUS U CTaHIAPTU3ANMSI KaK OCHOBHBIC OK 09
JAOKYMEHTALMOHHOI'0 | HAMpPAaBJIEHUS COBEPIICHCTBOBAHUSA JOKYMEHTOB U JIOKYMEHTAllHOHHOTO I[IK' 1.3
olecreyeHust o0ecrieyeHus yrpaBiieHUsI.
yIpaBJeHus [lepeyeHb OCHOBHBIX T'OCYJAapPCTBEHHBIX CTAHIAPTOB HA YHU(UIIMPOBAHHBIC 2 JIP 1-5,7,9-10, 12-13,
CUCTEMBl  JTOKyMeHTauuu. OCHOBHBIE TIOJOKEHUS TOCYAAPCTBEHHOU 15-17, 19-20
CHCTEMBl  JOKYMEHTAI[MOHHOro  oOecreyeHus  ympasieHus. CocraB
YHUPUITUPOBAHHBIX CUCTEM JOKYMEHTaIUu: OpraHU3aIMOHHO-
pacnopsiauTeNnbHas, OTYETHO-CTaTUCTHYeCKas!, pUHAHCOBas U JIp.
Tema 1.3 Cnocodbl 1 | Conep:kaHue y4eOHOT0 MaTepuaJia 3 OK 01, OK 02, OK 03,
NpaBHJIa CO3XaHUS Xapakrtepuctuka, cocraB M cojgepkanue I'OCTa Ha  cucremy ) OK 04, OK 05, OK 06,

JOKYMEHTOB

OpraHU3alMOHHO-PACHIOPSAUTEIBHON JTOKyMEHTaUuu. YHU(DUIUPOBaHHAS

OK 07, OK 08, OK 09




cHCTeMa OpPraHMU3aLMOHHO-PACTIOPSAUTENBHON JOKyMeHTaluu. TpeGoBaHus
K odopmieHnio JokyMeHTOB. Dopmymsp-obpazenr OPJl. IlpaBumia
oopmieHHs peKBU3UTOB, periaMmeHTupoBaHHbIX ' OCTom.

K 1.2, I1IK 1.3

JIP 1-5,7,9-10, 12-13,

IIpakTuyeckoe 3anaTue Nel. OpopmieHrne peKBU3UTOB Ha JOKYMEHTAX. ) 15-17, 19-20
Paznen 2. OPTAHU3ALUA CUCTEMBI JOKYMEHTAIIMOHHOI'O OBECIIEYEHUSA 24
Tema 2.1 Conep:xxanue y4e0OHOro MmaTepuaJja 4 OK 01, OK 02, OK 03,
Od¢opmienue XapakTepucTUKa M COCTaB CHPAaBOYHO-WH(OPMALMOHHBIX JIOKYMEHTOB OK 04, OK 05, OK 06
HH(POPMALHOHHO- (cmy>keOHBIX TTHCEM, CIIPABOK, 3asBICHU, aKTOB, IPOTOKOJIOB, JOKIATHBIX U ) IIK 1.2, TIK 1.3
CIIPaBOYHOM OOBSICHUTENBHBIX ~ 3alUCOK),  TpeOoBaHMS K  HX  O(QOPMIICHHIO.
AOKYMEHTALMHU JIoKyMEHTUPOBaHUE NESITEIBHOCTH KOJUIETHAIIBHBIX OPTaHOB. JIP 1-5,7,9-10, 12-13,

IpakTuueckoe 3ausTue Ne2. OdopmireHre HHGOPMALMOHHO-CIIPABOYHOM 5 15-17,19-20

JIOKYMEHTaIlUH.
Tema 2.2 Coaepixkanue yueOHOro MaTepuajia 4 OK 01, OK 02, OK 03,
Od¢opmiaenue OcHOBHBIE TIpyNIbl OPraHU3allMOHHO-PACTIOPSIAUTENBHBIX  JOKYMEHTOB. OK 04, OK 05, OK 06,
OpraHu3anoOHHO- XapakTepucTUKa M COCTaB OPIraHM3AlMOHHBIX JOKYMEHTOB (ycTaBa, OK 07, OK 08, OK 09
PACHOPANUTEILHON | TOJIOXKEHUS,, HMHCTPYKIHUH, JODKHOCTHOM WHCTPYKIMM), TpeOOBaHHUS K K 1.2, I1IK 1.3
AOKYMEHTAUU oopmiieHHI0. XapaKTEepUCTUKA U COCTaB PaCHOPSAIUTENBHBIX JOKYMEHTOB

(mocTaHOBNIEHUs,  TPHKa3a, PEIICHHS,  PaCHOpPSDKCHHs,  yKa3aHus), 2 JIP 1-5,7,9-10, 12-13,

TpeOOBaHUs K UX 0POPMIICHHUIO. 15-17, 19-20

[lonsiTMe TOMJMWHHWKA, KOIHMH, BBIIUCKH, ayOnukata. Buapl komui

JIOKYMEHTOB, OCOOCHHOCTH 3aBEPEHHUsI KOMHUH U BBIITHCOK HOTApHUAIbHBIMU

KOHTOPaMH M JIOJDKHOCTHBIMU JIMIIAMU OpPTaHU3AIUi.

Ipakruyeckoe 3ansitue Ne3. OhopmieHne opraHU3aOHHO- ’

pacnopsAUTEeNbHON TOKYyMEHTALUH.
Tema 2.3 | Conep:xxaHue y4eOHOIr0 MaTepuaJja 6 OK 01, OK 02, OK 03,
Od¢opmiienue 3asBieHUS U TMPHUKaA3bl IO JUYHOMY cocTaBy. JlnuHas kapTouka ¢opmbr T-2 ) OK 04, OK 05, OK 06,09
Ka/JpoBoii U JUYHBIE Jeia IIK 1.3
JOKYMEHTalMH B Tom unciie npakTHYECKUX 3aHATHI 4 JIP 1-5, 7, 9-10, 12-13,

10




IIpakruyeckoe 3ansitue Ned, OhopmiieHne KaJpoBoil TOKYMEHTALIUH.

15-17, 19-20

Tema 2.4 JIoroBopHoO-

Conep:xxanue y4e0OHOro MmaTepuaJja

OK 01, OK 02, OK 03,

npaBoBast [Tonsitue noroBopa. OcHOBHBIE pa3ienbl 10roBopoB. [lopsaok opopmiieHus OK 04, OK 05, OK 06
AOKYMEHTalus TPYAOBOTO JOTOBOpPA, JOTOBOPA MOCTABKH, IOTOBOPA KYIUTU-TIPOIAKH. K 1.2, IIK 1.3
Ipaxruyeckoe 3ansitue Ne5S. OdopmiieHre J0roBOpoB. JIP 1-5,7,9-10, 12-13,
15-17, 19-20
Tema 2.5 | Coaepkanue yueOHOro MaTepuajia OK 01, OK 02, OK 03,
IIperen3nonHo- OCHOBHBIE PEKBU3UTBHI M TOPSIOK O(GOpPMIICHUS TPETCH3WH, OTBETOB Ha OK 04, OK 05, OK 06,
HCKOBast nperen3uto. FOpunuyeckas ciyx0a, BBINONHSIONIAS MPETEH3UOHHO- OK 07, OK 08, OK 09
AOKYMEHTalMs HCKOBYIO pa0boTy Ha mpeanpusTiu. JKypHall perucTpaiuy MpeTeH3Hil. I[K 1.2, IIK 1.3
[Mopsimox odopMIeHUST HCKOBBIX 3asBICHHA U TMPEICTAaBICHHE WX B JIP 1-5,7,9-10, 12-13,
ApOuTpaxHsblii cy. 15-17, 19-20

Ipakruueckoe 3anaTHe Ne6. OdopmieHHe NPETEeH3MOHHO-UCKOBOM
JOKYMEHTALUH.

Paznea 3 OPTAHU3AIIUA PABOTBI C JOKYMEHTAMM B OPTTAHU3ALIUAX

(YYPEXKAEHUSX)
Tema 3.1 Conep:xxanue y4eOHOro MmaTepuaJja OK 01, OK 02, OK 03,
Texnosorus VYnopasiaenne W Jenonpou3BoAcTBO.  OpraHuzanyoHHbIE — (DOPMBI OK 04, OK 09
OpraHu3anuu JIEJI0NPOU3BOICTBA. Cnyx0a JOKYMEHTallHOHHOTO obecrieueHus K 1.2, IIK 1.3
AOKYMEHT0000pOTa B | yIIpaBJICHHUS, OCHOBHAas  3ajgava, (QYHKIUU, TUIOBBIE CTPYKTYpHI, JIP 1-5, 7, 9-10, 12-13,
OpraHM3anusx JIOJDKHOCTHOM cocTaB. Permamenrtanusi padotel ciyx0b1 JIOY. Tlpumepnoe 15-17, 19-20
(YupexneHHusx) MOJIOKEHUE O CIYy)KO€ JOKYMEHTAIIMOHHOTO OOeCIeUeHUs YIpaBlIeHUS M

JOJDKHOCTHBIC MHCTPYKIIUH.
Tema 3.2 Conep:xxanue y4e0OHOro MmaTepuaJja OK 01, OK 02, OK 03,
OcobennocTn [onatus mnpemioxeHus, 3asBieHUs H >xanooObl. [Ipuwem u perucrpanus OK 04, OK 05, OK 06,
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JeJIONPOU3BOICTBA nuceM rpaxzaaH. PaccMoTpeHue u pa3pelieHune muceM, CpoK pacCMOTPEHUSI. OK 07, OK 08, OK 09
1o o0paneHusAM AHanu3 nuceM rpaxjaH. IIK 1.2, TIK 1.3
IrPaskiaaH u KondunennmansHoe aenonpousBoacTBo. I'pud orpaHuueHust nocTymna K JIP 1-5,7,9-10, 12-13,
KOH(HUIEHIINATBLHOTO | TOKYMEHTY. ABTOMAaTH3UPOBAaHHBIE CHCTEMBI PabOTBl C JOKYMEHTaMHU. 15-17, 19-20
AeJIONPOU3BOACTBA CpencTtBa H3rOTOBJICHHUS, KOMHUPOBAHUS M PAa3MHOXKEHHUS JOKYMEHTOB.

Opranu3anus pabounx MecT.

IIpakTnyeckoe 3ansitue Ne7.CocraBieHue JOKYMEHTa CO  BCEMH )

PEKBH3UTAMH Ha OCHOBAaHWUU CUTYAIMOHHOH 3a7a4u.
Tema 3.3 Conepxanue yueOHOro Marepuasa OK 01, OK 02, OK 03,
Cucremarusanus Ilonsarue JOKYMEHTO000pOTA. Oo6mue MPUHIUITBI OpraHu3aIu OK 04, OK 09
JOKYMEHTOB, JIOKYMEHTOO0OpOTa, €r0 OCHOBHBIC JTallbl: MPUEM M TIEpPBUYHAS 00paboTKa K 1.2, 11K 1.3
(¢opmupoBaHue UX B | TOKYMEHTOB; pacCIpeAc/iCHHe TOCTYMUBIINX JTOKYMEHTOB; PErHCTPAIIHs JIP 1-5,7,9-10, 12-13,
JeJia M nepeaavya B JIOKYMEHTOB W IMPEABAPUTEIBHOE UX PACCMOTPEHHUE; PACCMOTPEHUE 15-17, 19-20
apXMB OPraHM3allMM | JOKYMEHTOB PYKOBOJCTBOM OpraHH3aluu (yUpeKJIeHUs) U HampaBiIeHUE UX |

HA HCIIOJIHCHUE; UCTIOJHEHHE W KOHTPOIb 3a HCIIOJHEHHWEM JIOKYMEHTOB;

TEKyIllee XpaHEHUE TOKYMEHTOB.

Howmenknarypa nen. O6paboTka e Ui MOCIeIyIOMEero XpaHeH sl.

DKcrnepTr3a HEHHOCTH JOKYMEHTOB, 0(pOpMIICHHE €T, COCTABJICHUE OMTUCEH.

Cnaua gen B apxuB.
CamocrosiTesibHasi padoTa 00y4arommxcst 6
IIpomeskyTounas arrectauus (quddepeHIMPOBAHHDbIN 3a4€T) 2
Bcero: 45

12




3. YCJIOBUS PEAJIN3AIIMU YYEBHOM U CIHUILIVHBI

3.1. MaTepuajbHO-TeXHHMYECKOE O0ecrieyeHne

HanMmeHoBaHHE CIENHAJILHBIX
TMOMeIlleHU U MOMeIeHui 1JIs
CaMoOCTOATEJILHOM

padoTsI

OCHAIEHHOCTH CHEIHAJILHBIX
NMOMEIIeHUH N MOMeIlleHui 1)1
CaMOCTOSITEIbHOH padoThI

JInneH3noHHoe
NMPOrpaMMHOe
odoecneuenune/

JHIEH3HOHHbIE

MporpaMMHbIe

NMPOAYKTHI

198188, r. Cankr-IlerepOypr, np. Crauek,
n. 72, Jlurepa A; nomemeHust Ne 456, 457,
458, 2 stax
No 283 — kaOuneT
COIMAJIFHO-TYMAHUTAPHBIX JUCIHUILINH —
yaeOHas ayAuTOpUs JIIsl IPOBEICHUS
3aHATUI BCEX BUAOB, IPEIYCMOTPEHHBIX
00pazoBaTeILHON MPOTPaAMMOA, B TOM
YHCIie TPYIIOBBIX U MHIUBUAYATBHBIX
KOHCYJbTAINH, TEKYILIETrOo KOHTPOIS U
MIPOMEXYTOUHON aTTeCTAlMU

KommyectBo mocamounsix mect — 30

Cron MpernoaBarTers, CTYyI
TIPETO1aBaTEIIs.

MenoBas nocka -1 miT.

Kadenpa — 1 mr.

MoOuIIBHBII MyJIbTUMEINA

KOMIUIEKC (MyJIbTUMENHNA TIPOEKTOP
NEC NP210, skpan Ha wmITaTHUBeE,
MHHHKOMITHIOTED.

Kommiekr  obopymoBanust  1Jis
NOAKIIOYEHUS K ceTu «HTepHEeT».
Axyctuueckas cuctema — 1 mr.
VueOHOo-HaIsHBIE ITOCOOMS.

Windows Professional
10; Windows
Professional 8.1;
Microsoft Office 7;
SAunnexc-6paysep; 7-zip.

198188, r. Cankt-IlerepOypr, mp. Crauex,
n. 72, Jlutepa A;

ITomenrerume Ne 453, 2 staxk

Ne 284 — Oubmamoreka, YMTAILHBIA 3a1 —
IIOMEILCHUE TUTST CaMOCTOSITEJILHOM
paboThI

KomnuecTBO MOocagoyHBIX MECT — 8
KHMKHBIE TTOJIKH ¢ KHUTaMH

M®VY — 1 mr.

[TepconanbHble  KOMIBIOTEPHl  C
MTOAKIIOYCHUEM K WH()OPMAITMOHHO-
TEeIIEKOMMYHHUKAITHOHHOM ceTn
«MuTeprer» u QUOC- 5 mir.

Windows Professional
10; Windows
Professional 8.1;
Microsoft  Office 7,
Sapexc-0paysep; 7-zip.
JInIeH3noHHBIC
MPOrpaMMHBIC

MPOIYKTHI:

ObC VYuauBepcHuTETCKAS
6ubaroTeKa

CIIC I'apanT

Curema AHTHIIIaruaT
CIIC Koncynbrant
IImroc

3.2. UudopmanmnonHoe odecriedeHre peaan3anuu NporpaMmmbl

OcHOBHAS JJUTEPATYPA

Ky3nenos U. H. JlokymeHTanmnoHHOE oOOecTieueHrne yrpaBieHus. J[oKymMeHTooO0oOpoT u

JIETOMPOU3BOJICTBO : yueOHUK U mpaktukyM st CITO / U. H. Ky3nenoB. — 4-e uszf., nepepad. u

MockBa

JOII.

obpazoBanue).— URL: https: // urait.ru. — Pexxum gocTyma: mo mozmucke.

BemkypoBa A. Bb. JlokyMeHTanMOHHOE OOECIICUYCHUE YIPABICHUS :

WznarensctBo FOpaiit, 2023. — 545 c. — (IIpodeccuonansHoe

yueOHoe mocobue s

CTYJEHTOB cpefHero npodeccuonanbHoro oopaszosanus : [12+] / A. b. Bemkyposa. — Mockaa ;
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bepnun : lupext-Menua, 2020. — 170 c. : wi., Tabn. — Pexxum nocrymna: mo nmoanucke. — URL:
https://biblioclub.ru

KopneeB U. K. JlokymeHTanoHHOE OOecrieyeHHE YMPABJICHUS : YYCOHUK M MPAKTHUKYM JUIs
CIIO/ WM. K. Kopuees, A.B.Ilmenko, B. A. Mamypues. — 3-¢ u3n., mnepepad. u J0m. —
Mocksa : UsmarensctBo HOpaiit, 2023. — 438 c. — (Ilpodeccuonanbroe oOpa3zoBaHue). —

URL: https: // urait.ru. — PexuMm goctymna: 1mo moamnucke.

IlyBanoBa H. H. OcHOBBl jgenonpow3BOACTBA : yd4eOHUK U mpaktukym s CIIO/
H. H. llyBanosa, A.lO. MBanoBa; mox o6meit penakmueit H. H. IllyBamoBoit. — 3-¢ wu3g.,
nepepad. u mon. — Mocksa : M3garensctBo HOpaiit, 2024. — 384 ¢. — (IIpodeccronanbHoe

obpazoBanue). — URL: https: // urait.ru. — Pexxum goctymna: 1mo moamucke.

Yypuiaos A. FO. HOpuaudeckoe memonpous3BoAcTBO : ydebHoe mocodbme mims CIIO / A. IO.
UypuioB. — 3-e u3na., uctp. u gon. — Mocksa : Uznatenscto Opaiit, 2024. — 285 ¢. —
(ITpodeccuonansnoe obpazoBanue). — URL: https: // uraitru. — Pexum pgocrtyna: mo

IMOAIIUCKCE.

JlomoJHUTENbLHAA JJUTEPATYPA

Adynamze JI.I'. JlokyMeHTanmmOHHOE oOOecCIeueHrue YIMPaBICHUs TEPCOHAIOM : YYEOHHUK |
npaktukym mius CIIO/ JI. T'. A6ynanze, W. b. Bempsbkkuna, B. M. MacnoBa. — 3-e wu3fn.,
nepepad. u gon. — Mocksa : U3parensctBo FOpaiit, 2024. — 374 c. — (IIpodeccuonanpHoOe

obpazoBanue). — URL: https: // urait.ru. — Pexxum mocTymna: mo mojamucke.

ApacaanoBa, B. A. JlokyMeHTanioHHOE OOECIICUCHHE YIPABICHUS : Y4eOHO-TIPAKTUYECKOE
nocoOue B cxemax, Tabnuiax, oopasnax : [12+] / B. A. ApacinaHoBa. — 2-€ U3/1., JIOM. U nepepao.
— Mocksa ; bepnaun : Jlupekr-Memma, 2020. — 266 c. : un., tabn. — Pexum pocryna: 1o

noanucke. — URL: https://biblioclub.ru/index.php?page=book&id=578394— Pexum pocryna:

10 TIOJIITHCKE.

Joponnna JI. A. JlokymMmeHTaIlMOHHOE 00ECIIEUCHNUE YNPABICHUS : YUCOHUK U MPAKTHKYM IS
CIIO/ JI. A. loponuna, B.C.HpurukoBa. — 2-¢ wu3n.,, mnepepad. um pom. — Mocksa :
WznparensctBo KOpaiit, 2024. — 270 c. — (Ilpodeccuonansuoe obpazosanue). — URL: https: //

urait.ru. — PexuM goctyna: 1o noJrucke.

IIpodeccuonanbHble HABBIKK OpHUCTA : yueOHUK U npakTukyM i CIIO / M. B. HembiTnHa
[u np.] ; mox penakuueit M. B. HembiTriHO#M. — MockBa : M3narensctBo FOpaiit, 2024. — 211 c.
— (IIpodeccuonansuoe obpazoBanme). — URL: https: // urait.ru. — Pexum pocryna: mo

MMOIITHACKE.
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IIpodeccnonabHble HABBIKHM WOPHUCTA : yueOHUK 17151 By30B / E. H. JloOpoxoTosa [u ap.] ; mox
obmeit pegakiueit E. H. JloopoxoToBoii. — Mocksa : M3garenscTBo FOpaiit, 2024. — 326 ¢. —

(Beicmiee oopazoBanue). — URL: https: // urait.ru. — Pexxum mocTyma: mo nmoamucke.

IIpodeccnonanbubie HaBbIkH 0OpucTa. [IpakTukym : yuyeOHOe mocobme st By3oB / E. H.
Jo6poxorosa [u np.] ; mox obmieit penakuueit E. H. JJo6poxoroBoii. — Mocksa : M3pareinscTBo
Opaiit, 2024. — 182 c¢. — (Bsicmiee obpa3oBanue). — URL: https: // urait.ru. — Pexum

A0CTYyIIa: IO MOAIIHUCKCE.

IlysanoBa H. H. JlokymMeHTanmoHHOE OOecClieueHre YIPABICHUS ;| YUSOHUK U MPAKTUKYM JJIs
CIIO / H. H. lllyBanoBa. — 3-e¢ u3a. — Mocksa : MznarensctBo FOpaiit, 2024. — 247 ¢c. —

(ITpoeccuonansuoe oopazoBanue).— URL: https: // urait.ru. — PexxuM goctyna: 1mo moamnucke.

DJIEKTPOHHBIE pecypchl:

1. bior «IImapranka 1e0npou3BOAUTENS» — CAUT O AEJIONPOU3BOJICTBE U COCTABICHUU

JTOKYMEHTOB. [ DnekTponnbiid pecypc]. 2013-2018. Pexxum noctyma: http://www.docdelo.ru/
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4. KOHTPOJIb U OHEHKA PE3YJIBbTATOB OCBOEHMUS

YYEBHOM JUCLHUILINHEI

Pe3ynbTarsl 00yyeHus |

Kpurepum oueHku

MeToabI OLIEHKH

Ilepedenn 3HaHMI, OCBAWBAEMBIX B PAMKAX JUCITUTUIHHBI

Tepmunosorus B
obrnactu
JOKYMEHTAllMOHHOTO
obecrnieyeHus
YIPaBJICHHUS;
HopmaTtusHbIe
JIOKYMEHTHI,
periIaMeHTHPYIOLIUE
COCTaBJICHUE u
odopmiieHne
JIOKyMEHTAluN "
MOPSIIOK €€ 00padoTKH;
IIpaBuna cocraBieHus u
oopMITCHHS
OpraHU3aIlMOHHO-
pacropsiANTENbHBIX
JIOKYMEHTOB, BXOJSIIHNX
B YHU(PHUIIUPOBAHHYIO
CUCTEMY
OpraHU3alMOHHO-
pacropsIANTENBHBIX
JIOKYMEHTOB,
YHUDUIIUPOBAHHYIO
CUCTEMY IIEPBUYHOMN
YYETHOM JOKYMEHTAlUU
B YacTH JOKYMEHTAIlUU

1o y4eTy TPy/a;
[Topsimox  mpoBeneHust
AKCTEPTHU3bl  [IEHHOCTH
JAOKYMCHTOB 148
IIOATOTOBKHU pi(S2) | K
apXUBHOMY XPaHEHHUIO.
TexHomorus
OpraHu3anuu
JTOKYMEHTOO0OpOTa B
opraHu3anuax
(YUpexaeHusix).

- oopMIICHHE JIOKYMEHTOB U PEIICHHE
MIPAKTUICCKUX CUTyaIui c
HOPMAaTHBHBIM MIPABOBBIM
000CHOBAHUEM;

- UCTIOJTb30BaHUE pa3IMYHbBIX
WUCTOYHHUKOB, BKJIIOYasi 3JICKTPOHHBIC
pecypcel, Menua pecypcsl, MHTepHeT-
pecypchl, MepHOANYECKUE H3AAHUS 10
CTICIUATBHOCTH TUTst pereHus
npodeccroHaNBHBIX 33a1a9

- JeMOHCTpalus OTBETCTBEHHOCTH 32
NPUHATBIE pEIIeHUsl, 000CHOBAHHOCTD
camMoaHaIn3a u KOPPEKIHSI
pE3yIbTaTOB COOCTBEHHOM pabOTHI;

- WCTOJIb30BAHUE 3aKOHONATEIBHBIX U
HOPMAaTHUBHO-TTPABOBBIX npu
TUTAHUPOBAHUH TIPEANPHHUMATEILCKOM
IESTeIBbHOCTH B MPO(eCcCHOHAILHOM
cdepe;

- JIEMOHCTpalus 3HaHWW B 00JacTu
(uHAHCOBOW TPAaMOTHOCTH;

- KOHCTPYKTUBHOCTb B3aHMOJICHCTBHS C

aKTOB

O6y‘-IaIOH_II/IMI/IC$I, npenoaaBaTrcjisiMu B

XoJie OO0ydYeHHus, pPYKOBOJIUTEISIMH
yueOHOI U IIPOM3BOJICTBEHHOM
MPAKTHK.

-coOroIeHune HOPM
po¢eCCHOHAIBHON ITUKH;

— TOCTpOoeHHE MpOo(hecCHOHAIBHOTO
oOIleHnsT C  y4eTOM  COIHAIBHO-
npo¢eCcCOHATHLHOTO cTaryca,
CUTyallMill  OOIIEHUsI, OCOOCHHOCTEH
TPYIIIBI u WHINBUTYaIbHBIX
0COOEHHOCTEH YY4aCTHUKOB
KOMMYHUKAIIH;

- TPaMOTHOCTb YCTHOM M NHMCbMEHHOU
peuu;

- obopmiieHHE  JIOKYMEHTOB B

coorBeTcTBUHU ¢ [ OCToMm;

- sAcCHOCTh  (OpPMYTUPOBAHUS  H
HU3JI0KEHMS MBICTICH;

- MPOSBJICHUE TOJEPAHTHOCTH B

- OIIEHKa
MPAaKTUYECKUX 3aJJaHHI],
- YCTHBIN ompoc,
- TECTHPOBAHHE,

- OIlEHKa
IPOMEKYTOUHYIO
aTTECTAINIO

BBITIOJTHCHHU A

3a
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poriecce OOIICHHS;
- COOJIFOJICHHE HOPM TIOBEJICHHUS BO

BpeMsl YUEOHBIX 3aHITH;

- coluroieHme CTaHJapTOB
AHTHKOPPYIIIHOHHOTO ITOBE/ICHHS;
- co0yroaeT HOPMBI JKOJIOTHMYECKON

0€30I1aCHOCTH;

- orpenensieT HaIpaBJICHUS
pecypcocOepexeHus B pamkax
npoeCCHOHATTLHON JAEATENBHOCTH IO
CTCIUATBHOCTH;

- 3(hQeKTUBHOCTh  HCIOIB30BAHMS
cpeactB (pU3MUECKOW KyJIBTYphI IS
COXpaHECHHS U YKPETUICHUS 37I0POBBS B
mporecce npodeccuoHaTbHOM
JeSTEeITbHOCTH " TIOJIePIKaHUS
HEOOXOJMMOTO  YpOBHsI  (hU3UUECKOU
MOJITOTOBJICHHOCTH;

- 3G (}EeKTUBHOCTh HCMOJIB30BAaHUS B
npodeccroHanbHOM JESITEIIbHOCTH
HEOOXOJUMOW JTOKyMEHTAIlUH, B TOM
YKCJIC HA HHOCTPAHHOM SI3BIKE

Ilepeuenn ymenuii, ocBau

BAaCMbIX B paMKax JUCHUIIJINHBI

[Ipumensars Ha
NPaKTHUKE
rOCyJapCTBEHHBIC
CTaHJAPTHI, Apyrue
HOPMAaTUBHO-
METOANYECKHE
JIOKYMEHTHI,
periaMeHTHPYIOIne
OpraHu3aIuIo
JOKYMEHTAIHOHHOTO
obecrnieyeHus
yIIpaBJICHUS;
CocraBnsTh u
NpaBUIBHO OGOPMIISATH
OCHOBHBIE BUJIbI
OpTraHU3aI[IOHHO-
pacropsIuTeIbHBIX
JIOKYMEHTOB;
OdopmisaTs
nH(}pOpMaIMOHHO-
CIPaBOYHYIO
JIOKYMEHTAIHIO;
OdopmIAT  KagpoBYIO
JIOKYMEHTAITHIO;

- oopMIICHHE IOKYMEHTOB U PEIICHHE
MIPAKTUICCKUX CUTyaIui c
HOPMAaTHUBHBIM MIPABOBBIM
000CHOBAHHUEM;

- UCTIOJTb30BaHUE pa3IMYHbBIX
WUCTOYHHUKOB, BKJIIOYasi 3JICKTPOHHBIC
pecypcel, Menua pecypcsl, MHTepHeT-
pecypchl, MepHOANYECKHE H3AAHUS 10
CTICIUATBHOCTH TUTst pereHus
npodeccHoHaNBHBIX 33a1a9

- JeMOHCTpalnus OTBETCTBEHHOCTH 32
NPUHATBIE pEIIeHUsl, 000CHOBAHHOCTD
camoaHaiIm3a u KOPPEKIIHSI
pE3yNIbTaTOB COOCTBEHHOM pabOTHI;

- WCTOJIb30BaHUE 3aKOHONATEIBHBIX U
HOPMAaTHUBHO-TTPABOBBIX npu
TUTAHUPOBAHUH TIPEANTPHHAMATEILCKOM
NESITeTBbHOCTH B MPO(eCcCHOHAILHOM
cdepe;

- JIEMOHCTpaIus 3HaHMH B 00JacTu
(uHaHCOBOW TPaMOTHOCTH;

- KOHCTPYKTUBHOCTb B3aHMOJICHCTBHS C

aKTOB

06Y"IaIOH_[I/IMI/IC}I, HpeHOI[aBaTe.H}IMI/I B
xone 0OydeHus,
yaeOHOMH u

PYKOBOIHUTEIAMU
MPOU3BOICTBEHHOM

- OIICHKa
MPAKTUYECKUX 3aJaHUI,
- YCTHBIH OIIpOC,
- TECTUPOBAHHUE,

- OILICHKA
IPOMEKYTOUHYIO
aTTECTAIUIO

BBITTIOJIHCHUA

3a
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Odopmisate
IPETEH3UOHHO-HCKOBYIO
JOKYMEHTAITHIO.

NPaKTHUK.
-cobmroenue HOPM
npodecCHOHATLHOM STUKU;

— MocTpoeHHe TMPO(heCcCHOHATBHOTO
OOImIeHWsI C  Y4eTOM  COIHAIBHO-

podeCcCHOHATTLHOTO craryca,
CUTyaluu OOIIeHUs, OcoOeHHOCTEH
TPYIIIIBI u WHIUBHyaTbHBIX
ocoOeHHOCTeH YYaCTHUKOB
KOMMYHHUKAIHH;

- TPAaMOTHOCTh YCTHOW M MUCHMEHHOMH
peun;

- odopmiieHHE  JTOKYMEHTOB B
cootBetrcTBUH ¢ ['OCTowMm;

- sdcHOCTh  (OPMYIUPOBaHHUA U
HU3JIOKEHUS MEBICIIEH;

- HpO}IBHeHI/Ie TOHepaHTHOCTI/I B
rporiecce OOIICHHS;
- COOJIFOJICHHE HOPM TIOBEJICHHUS BO

BpeMsl y4EOHBIX 3aHITH;

- coluoieHne CTaHJapTOB
AHTHKOPPYIIIHOHHOTO ITOBE/ICHHS;
- co0yroaeT HOPMBI JKOJIIOTHMYECKOMN

0€30I1aCHOCTH;

- orpenensieT HaIpaBJICHUS
pecypcocOepexeHus B pamkax
npoeCCHOHATTLHON JEATENBHOCTH IO
CIIeIATIbHOCTH;

- 3(}QeKTUBHOCTh  HCIOIB30BAHMS
cpeacTB (pU3MUECKOW KyJIbTYphI IS
COXpaHECHHS U YKPETUICHUS 37I0pPOBBS B
mporecce npodeccuoHaTbHOM
JeSTEITbHOCTH " TIOJIePIKaHUS
HEOOXOJMMOTO  YpOBHSI  (hM3UUECKOU
MOJITOTOBJICHHOCTH;

- 3(h(}EeKTUBHOCTh UCIOJNB30BaHUS B
npodeCCHOHATEHON JeSITeTbHOCTH
HEOOXOJMMOW JIOKYMEHTAllUH, B TOM
YHCJIe HA HHOCTPAHHOM SI3BIKE
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