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PabGouass mporpamma pa3paboTaHa Ha OCHOBE OCHOBHOH TMpo¢eCCHOHATBHOU
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1. IHacmopr  paboueit NPOrpamMMbl y4eOHOH  JAUCHHUILIMHBI OIIIL.05
JlokyMeHTallnOHHOE o0ecreYyeHne yIpPaBJIeHUs1

1.1. ObsacTh NpUMeHeHHUs TPOrPAMMBI

VYyeOnast nucuuiuinHa «JloKyMeHTalMoOHHOE O0O0ecleYeHue YIPaBICHUSD SIBIISETCS
o0s3aTenbHOM  4acThlo  00mEnpo(eCcCHOHAIBbHOTO  [MKJIA  NPUMEPHON  OCHOBHOM
obpazoBarenbHOi Tporpammsbl B cooTBeTcTBHH ¢ PI'OC CIIO no cnenuanbHOCTH.

1.2 MecTo y4yeOHOH IMCUMILUIMHBI B CTPYKTYpe OCHOBHO# Npo(eccHOHAILHOI
o0pa3oBaTe/IbHOW MPOrPaMMbI

Vueonas mucrumunHa OINL.05 JlokyMeHTHpOBaHHOE OOCCIICYCHHE YMPABICHUS BXOJUT
B 0O0mIenpoecCHOHANbHBIA [HUKJI AUCHUIUIMH ydyeOHoro miaHa creuuaigbHoctd — 38.02.03
OnepannoHHas A€ATEIbHOCTh B JIOTUCTHKE, yCTaHABIMBAIOUIMX O0a30BbI€ 3HAHUS U HAaBBIKH,
HeoOXouMBbIC B Oy TymIel mpodeCCHOHATBHON ACITeTbHOCTH BRIy CKHHIKA

1.3. I_[e.m, U IVIAaHUPYEMBbI€ pe3yJabTaTbl OCBOCHHUS TUCHUIIIIMHBI

B pamkax nporpaMMbl yueOHOM TUCIMUIUIMHBI O0YYaIOIIMMHICS OCBAUBAIOTCS YMEHUS U

3HaHUsA
YMeHus 3HaHus

oopMIIATH JIOKYMEHTAIIHIO B [[IOHATHE, IIENH, 331241 U TPHHLIUTIBI
COOTBETCTBHH C HOPMATHUBHOM 0a30ii, B |[EJIONPOU3BOJICTRA;
T.4. I/ICHOHB3Y$I I/IH(bOpMa]_[I/IOHHBIe OCHOBHBIC ITOHATUS ILOKYMGHTa]_[I/IOHHOFO
TEXHOJIOTHH; oOecriedeHus yIpaBIeHus;
YHUDUIPOBATH CHCTEMBI |CHCTEMBI JIOKYMEHTAI[HIOHHOTO
ILOKYMCHTaHI/II/I; 06ecnequI/I;1 ynpaBHeHI/IH;
OCYIIECTBIIATHh XpaHEHUE U TIOUCK KJIACCU(UKAIUIO JIOKyMEHTOB;
TOKYMEHTOB; TpeOOBaHMUS K COCTaBJICHHIO H
OCYIIECTBIISITh ABTOMATH3ALMIO0 [0(POPMIICHHUIO JOKYMEHTOB;
00pabOTKH JIOKYMEHTOB; OpraHU3AIHIIO JIOKYyMEHT0000pOTa:
HCIIO/Ib30BaTh [IpreM, o0OpaboTka, perucTpanus,
TeJ'IeKOMMYHI/IKaIII/IOHHBIe TEXHOJIOTUU B KOHTpOJIB, XpaHeHI/Ie I[OKYMeHTOB,
PJIIEKTPOHHOM JIOKYMEHTO000POTE HOMEHKJIATypa JeJT

B pesynbrare ocBoeHHs 00pa3oBaTeNbHOM MpPOrpamMMbl JTOJKHBI ObITh CHOPMHPOBAHBI
o01mue 1 nmpoeccuoHalIbHbIe KOMITETEHIINH.

OK 01. BeiOupars cnocoObl pemieHus 3aaad NpoPEecCHOHATbHONW JeATeIbHOCTU
IIPUMEHMUTEBHO K Pa3IMYHbIM KOHTEKCTaM;

OK 02. Hcnonp30BaThb COBpPEMEHHBIE CpEICTBA IOMCKA, AHAIW3a M HWHTEPIPETALNN
uHbopManud U MH(POPMAIIMOHHBIE TEXHOJOTHH JUIs BBINOJIHEHUS 3a7ady MpoQecCHOHaTbHON
NeSITeNIbHOCTH;

OK 03. ITnanupoBath M peagr30BbIBATh COOCTBEHHOE MPOPECCHOHATIBHOE U IMYHOCTHOE
pa3BuUTHE, MPEANPUHUMATENBCKYIO JAEITEeIbHOCTh B IMpodeccrnoHalbHON cdepe, UCHOIb30BaTh
3HaHUS 10 (UHAHCOBOM IPaMOTHOCTHU B PA3IMUHBIX KU3HEHHBIX CUTYallHAX;

OK 04. 3ddexTrBHO B3aUMOACHCTBOBATH U PaOOTaTh B KOJUICKTUBE U KOMAH/JIC,

OK 05. OcymiecTBisSITh YCTHYIO M MHUCBMEHHYI0 KOMMYHHKAIIMIO Ha TOCYJIapCTBEHHOM
sa3pike  Poccuiickoit @enepaniui ¢ y4eToM OCOOEGHHOCTEH COIMATBbHOTO U KYJBTYPHOTO
KOHTEKCTa;



OK 09. Ilomb3oBathcsi mpoecCHOHANBHOM MOKYMEHTaluell Ha TrocylapCTBEHHOM U
MHOCTPAHHOM SI3bIKAX.

[IK 1.1. OcymiecTBasTh CONPOBOXKIACHUE, B TOM YUCIIE TOKYMEHTAIIMOHHOE, TPOLEIYPhI
3aKyTIOK

[1K 1.3. OcyuiecTBasTh JOKyMEHTAIIMOHHOE COITPOBOXKIACHUE CKIAACKUX OMEpPaLlUid.



2. CTpyKTYpa U coJep:KaHue Y4eOHOH IMCIUTIMHBI

2.1. O0beM yueOHOii T CUMIIMHBI M BUAbI Y4e0HOIi padoThI

Bupn yuednoii padoTsl O0bem B yacax
O0bem o0pa3oBaTeIbHOI NPOrpaMMbl y4eOHOI TUCIUTLINHBI 42
B T.4. B GOopMe NPAKTHYECKOI MOAr0OTOBKH 36
B T. U.:
TEOPETHUYECKOE 00yUCHUE 24
MPAKTHYECKUE 3aHATH 12
KypcoBast paboTta
Camocmoamenvhas paboma 6
HROMe)K TO4YHasA aTTecTauus (1M depeHINPOBAHHBIH 3a4eT)
BAOYHAA i opma O0OVYCHU S



2.2. TeMaTH4ecKuii IUIAH U COAepPKaAHUE YIeOHOH TUCIHILIHHbI

O0beM, akaja. 4/ B TOM

Koabl koMmeTeHIni
M JJUYHOCTHBIX

HauMeHoBaHHe Copep:xanue y4e0HOro MaTepuaJia u GopMbl OpraHu3aluHu AesiTeJILHOCTH yuciie B popme
Pa3esioB M TeM o0y4yarmuxcst NPAKTHYECKOM PE3yJIbTATOR,
¢popmupoBanuio
MOATOTOBKH, aKa/l. 4
KOTOPBIX
crnocoocTByer
3JIEMEHT MPOrpaMMbl
1 2 3 4
Paznen 1. Opranu3zanus 10KyMeHTO000POTA HA MPeINPUATHH 8
Tema 1.1. CoaepsxkaHue y4eGHOro MaTepualia 4
JIOKyMeHT H cucTeMa [3HaueHue U COJACep)KaHHe AUCHUILTHHBI «J[0OKyMeHTaIlMOHHOe 00eCTieYeHUE YIIPaBICHUS.
MOKYMEHTAUH [NonsiTre TEPMUHOB «JIOKYMEHTY, «JIOKYMEHTHUPOBAHHUEY, K 1.1. K.1.3
«(IOKYMEHTAIIMOHHOEe oOOecriedeHrne YIpaBieHus». YHUPHUKAWUS W CTaHIapTU3aIHN OK 01 OK, 02 OK, 03
YOpaBlIeHYECKUX JOKyMeHTOB. OCHOBHbBIE MOHATHA AenonpousBoacTsa. Kiaccuduxanus 4 OK 0 4’ OK 0 5’ OK 0 9’
NOKYyMEHTOB opraHu3annd. @DyHKIOUH JTOKYMEHTOB. [lOHSTHE W COCTaB PEKBU3UTOB ’ ’
nokymeHTa. CXxeMBbl pacroyioskeHus pekBU3nuToB. [loHATHE M BUABI OJIAHKOB TOKYMEHTOB.
HopmatueHO-IpaBoBOE 00ecriedeHne JeI0npOr3BOICTBA.
Tema 1.2. Copnep:kaHue yueGHOT0 MaTepuaa 4
Opranuzanus [loHATHE W NOPUHLMIBI OpraHU3alMu AOKyMeHTooOopoTa. CoctaB M ydeT o0bema
JIOKYMEHT0000poTa  |10KyMeHTO0000pOTa npeanpusaTuii. Opranusaunus pabOThl ¢ BXOIANIEH, HUCXONAIIEH H IIK.1.1, IIK.1.3, OK
HA NPeANpPUATHA BHYTpeHHEH mokyMmeHTanued. KoHTpons HWCHoOmHEHHS JOKyMeHTOB. Paborta ¢ 01, OK 02, OK 03, OK
BHYTPEHHUMM  JOKyMEHTaMu. ba3bl  JaHHBIX  JUIsI  XpaHEHHA  JTOKYMEHTOB. 4 04, OK 05, OK 09
3aKoHOJATENbHbIE aKThl U HOPMATHBHO-METOJIUYECKUE JOKYMEHTHI [0 apXHWBHOMY|
XpaHEHUIO T0KyMeHTOB. PaboTa c 3anmpocamu. PaboTa ¢ 351eKTpOHHBIMHU TOKYMEHTAMH.
Pa3nen 2. Buabl JOKyMEHTOB U NMOPSAI0K PadoThl ¢ HHMH 34




Tema 2.1. Conepxkanne y4eGHOr0 MaTepHaJa 13

Opranu3auuoHHo-  |OpraHu3allMOHHBIE JOKYMEHTBI - YCTaB, YYPEAUTEIbHBIC JOTOBOP, IOJOXKEHHUE.

pacnopsiiMTeNbHbIe |PacriopsauTeNbHBIE JOKYMEHTBI - MPUKa3, PacHopsDKeHHE, YKa3aHUe, MOCTAHOBIICHHE,

OKYMEHTBI pelieHne, MHCTPYKLKS, npoTokoi. CipaBOYHO-WHPOPMAIOHHBIE JOKYMEHTHI: 6
ciry)keOHas 3amicKa, OOBSICHUTEIbHAS 3aIHCKa, aKT, CIIPaBKa, CITy:KeOHbIE TIChMa I(I)I;l'z)’IHKO'IIf’ 0
B ToM yHc/Ie MpaKTHYeCKUX 3aHATHIA 4 OK 03’ OK 0 4’
[pakTuueckoe 3ansatue Ne 1. CocrarieHue 1 0hopMIICHUE PACTOPSHKCHUS OK 05, ’OK 09 ’
[paktuueckoe 3ausitre Ne 2. CoctaBieHre M 0QOpMIICHUE JEOBBIX IHCEM 4
[IpakTiaeckoe 3austue Ne 3. OdopMiieHHe CIIPaBOK, JOKIATHONW M CIyXeOHOU 3alrCKH,
aKTa.
CamocTosiTeibHas padoTa 3

Tema 2.2. Copep:xkaHue y4eGHOro MaTepuaJia 8

Kanposas JlOKyMEHTHPOBaHNE TPYJIOBBIX IpaBooTHOMmEHUH. CocTtaB M 0coOeHHOCTH OdopMIIeHNS

NOKYMEHTALMs TOKYMEHTOB TI0 JMYHOMY cocTaBy. KomIuieKTOBaHME JTUYHOTO Jiena. ABToouorpadwus.
Pestome. 3asBieHue o npueMe Ha padorty. [Ipukassl mo nuuHOMy coctaBy. lllTatHoe 4 [K.1.I IIK.1.3,
pachucanue. OK 01, OK 02,
B ToM unciie NpaKTHYECKUX 3aHATHIA 4 OK 03, OK 04,

OK 05, OK 09

[IpakTuueckoe 3ansTue Ne 4. OopmieHne NprUKazoB M0 JUMYHOMY COCTaBY.
[MpakTtudeckoe 3ansatue Ne 5. OdopmiieHue Tpya0BOro JOroBOpa, MpHKa3a O MpreMe Ha 4
paboty, opopmiieHHe TPYAOBOH KHIKKH.

Tema 2.3. JloroBopHo-|Coxep:kanne y4e0HOr0 MaTepuaJa 13

NpaBoBas [onsitust moroBopa. Bunel moroBopoB. O0s3aTenbHble PEKBU3UTHI JOroBopoB. [IpaBmna

MOKYMEHTanus otdopmienust norosopoB. IlpaBmina ohopMIICHUS NPETEH3MOHHBIX mHceM. DPopMyJsip,
MCKOBOTO 3asiBJICHUs, TpeOOBaHMS K ero oQopmieHHI0. 3aKOHOAATEIbHBIC aKThl U 6 K11 TIK.1.3,
HOPMAaTUBHO-METOIUYECKHE JOKYMEHTBI 110 IOTOBOPHBIM JTOKYMEHTAM. OK 01, 0K 02,
B ToM 4mciIe NpaKTHYeCKHX 3aHATHI 4 O 03, OK 04,

OK 05, OK 09

[IpakTtuueckoe 3ausitue Ne 6. OdhopmieHne JoroBopa KyIiu-MIPOAaKH 4
[Ipaktuueckoe 3ausitue Ne 7. Odhopmnenue u 06paboTka NPETECH3UOHHBIX MHUCEM
CamocTosiTeibHAas padoTa 3

Bcero: 42




3. YcaoBus peanuzalui NporpaMMsbl y4eOHOM THCHMIIIMHBI

3.1 TpeOoBaHNsI K MUHUMAJIBbHOMY MaTepPHAJIbHO-TEXHUYECKOMY O0ecre4yeHn 0

Tabnuna 3 — [lepeueHs cpeacTB MaTepUATbHO-TEXHUYECKOTO 00eCTIeUeHMs

HaumenoBanue OcCHAIIEHHOCTD CIeHAJLHBIX IOMEIeHUH U MoMelleHn
cnenyaAJbLHBIX MOMEIeHHH U JJIS1 CAMOCTOATEIbHOHPAOOTHI
noMeneHun s
CaMOCTOSITe/IbHOI PadoThI

Kabuner nokymenranuonsoro | [Tapra ydeHumueckas co ckambel (2-mecTHasi) — 16 mr.,
obeciieyeuus YIPaBJIECHUS npenoaaBaTejbCKOC MECTO — 1 mT., A0CKa yqeGHasI -1 miT.,
MEePCOHANBHBIA KOMIBIOTEP - 1 MIT., MHOrO(YHKIIMOHAIBHOE
ycTpoiicTBO — | IIT., MyJbTUMEAUNHHBIN npoekTop — 1 miT.,
y4eOHO-HAarJIsTHbIe METOANYECKUE nocoous,
COOTBETCTBYIOIIEE TPOrPaMMHOE 0OecIieueHHe.

bubnuoreka, untanpabiii 3a1 ¢ | Cton - 20 wrt., ctyn - 20 wr., paboyee MECTO COTPYAHHKA - 2
BBIXOJOM B UHTEPHET mT., CTCIIax — 25 T., CTCJIIAXK C MMOCaA0YHBIM MOIYJICEM — 1
IIT., MKag KaTaToXKHbIH — 11IT., IEPCOHATLHBIA KOMITBIOTEDP C
BBIXOJIOM B HWHTEpPHET H oOOecrmeYeHueMm JocTyna B
INEKTPOHHYI0  MH(GOPMAIMOHHO-00pa30BaTENbHYI0  Cpeay
akageMuu — 17 mT., MHOTOYHKIIMOHAIBHOE YCTPOHUCTBO — 2
IIT.

3.2. HudopmaunuoHHOe 0fecrieyeHHe pean3alu NporpaMmMsbl

Jlia peanuzanuu nporpaMMbl OMOIMOTEYHBIN (POHA 00pa3oBaTENbHON OpraHU3alMi UMEET
NeYaTHbIE U JIEKTPOHHBbIE 00pa3oBaTelbHble U MHPOPMAIIMOHHBIE PECYPCHI, BHIOMPAETCS] HE MEHEee
OJIHOTO M3JJaHUs U3 NIEPEUNCIICHHBIX HIKE NIEYaTHBIX U31aHUN U JIEKTPOHHBIX U3JaHUI B KaUECTBE
OCHOBHOT'0, IIPH 3TOM CIIMCOK, MOXKET OBbITh JOMOJHEH HOBBIMH U3/IaHHUSIMH.

3.2.1. OcHoBHbIC U3JAHUA

1. Tronenena, T. A., JlokyMeHTallnOHHOE 00€CIIEUEHUE YITPaBICHUS | Y4EOHO-METOUIECKOE
nocobue / T. A. TroneneBa. — Mocksa : Pycaiinc, 2024. — 100 c. — ISBN 978-5-466-04276-4. —
URL.: https://book.ru/book/951568 (nara obpamienus: 30.04.2024). — TeKCT : 37€KTPOHHBIIA.

2. Bapmyna, B. B., [lokymeHTanmoHHoe oOecnieueHue ynpaieHus : yueOHuk / B. B.
Bapmynn. — MockBa : HOctunmsa, 2024. — 271 c. — ISBN 978-5-406-12551-9. — URL:
https://book.ru/book/951739 (nata oopamierus: 30.04.2024). — TeKcT : 3IEKTPOHHBIIA.

3. bacakoB, M. MW., JlokyMeHTalMOHHOE OOECIeYeHUEe YIpaBlIeHUs (C OCHOBaMH
apxuBoBeieHUs) : yuebHoe nmocobue / M. U. bacakoB. — Mocksa : KnoPyc, 2024. — 216 c. —
ISBN 978-5-406-12836-7. — URL.: https://book.ru/book/952778 (nara obparuenus: 30.04.2024). —
TekcT : ANeKTPOHHBIH.

3.2.2. JlonoJiHUTEbHbIE UCTOYHUKY (NpU He0OX00uMocmu)

1. Muxaiinosa, JI. JI., Opranuzamusi JOKyYMEHTAllMOHHOTO OOECleYeHUsl YMpaBICHUS U
(GYHKIIMOHMPOBAaHUS opraHuzanuii : yueo6Hoe nocodue / JI. JI. MuxaitnoBa. — Mocksa : KnoPyc,
2024. — 211 c¢. — ISBN 978-5-406-12863-3. — URL: https://book.ru/book/952837 (mata
obpamienus: 30.04.2024). — TeKcT : 3JCKTPOHHBIHA.

2. KoctiokoBa, E. W., [lokymeHTHpOBaHWE XO3SHUCTBEHHBIX OIEpalliii M BEACHHUE
OyXTaJITepCKOro y4yeTa akTuBoB opranm3aiuu : yaeoHnuk / E. W. Koctrokosa, O. B. Enpuanunosa, C.



A. Tynun. — Mocksa : KnoPyc, 2024. — 175 c¢. — ISBN 978-5-406-12604-2. — URL.:
https://book.ru/book/951819 (nata o6pamenus: 30.04.2024). — TeKcT : 37I€KTPOHHBII.
3.3 IlepeyeHb HHpOPMANIMOHHBIX TEXHOJIOTHIt

B pamkax wu3ydeHHs JMCUMIUIMHBI UCIOJB3YIOTCS CIEAyIoue HHPOPMAIMOHHbIC
TEXHOJIOTUH:

[layieKTpOHHBIE  00pa30BaTelbHBIC PECYpPChl, B KOTOPBIE BXOAAT  AJICKTPOHHAS
oOpaszoBarenbHass  cpena  Akagemuu — (pacmlojiOKEHHass IO 3JIEKTPOHHOMY  ajipecy
http://185.18.111.102/moodle/course/index.php?categoryid=54), 3JIEKTPOHHO-
OubmmoTeyHass cucTeMa «Znanium.com» (pacroJIOKEHHash IO  JJIEKTPOHHOMY  ajpecy
http://znanium.com/catalog), snekrponno-6ubaroTeuHast cuctema «Ibooks.ru» (pacmookeHHas
110 asteKTpoHHOMY aapecy https://ibooks.ru/home.php?routine=bookshelf);

- TNpe3CHTAIlMOHHBIC MaTepHajbl, pa3padOTaHHBIC B IESX BU3yalH3alUd Y4eOHOTO
Marepualia v OBBILIICHUS HATJSIIHOCTH O0YYCHUS, B COOTBETCTBUH C KAJICHIAPHO TEMAaTHYSCKUM
IUIAHOM T10 TUCHIUTUTHHE;

- B paMKax U3y4YeHHUs JUCIMIUIMHBI HCIIONB3yeTcs makeT mporpamm Libre Office.

3.4 YcioBusi peanu3and NPOrpaMMbl JJs 00y4YaloIMXcsi MHBAJMIOB M JIMI €
OrpaHMYeHHBIMHU BO3MOKHOCTAMM 310POBbS

Conepxanue cpenHero mpo(ecCHOHATBHOTO O00pa3oBaHUs U YCJIOBHUS OpraHHU3aIluU
o0yueHuss O0OydaromMxcss ¢ OCOObIMH 00pa3oBaTeIbHBIMM MOTPEOHOCTAMH  ONPEACISAIOTCS
aJanTHPOBaHHON 00Pa30BaATEIBLHON TPOrpPaMMOil.

OOyuenue 1Mo 0O6pa3oBaTeNbHBIM MIPOrpaMMaM CPEIHET0 MPOopEeCCHOHATBLHOIO 00pa30BaHUs
Oo0yJaromuxcss C OrpaHMYEHHBIMH BO3MOXHOCTSIMH 3/I0POBbSI Ha (aKyJIbTET€ CPEIHETO
npoecCHOHATIBPHOIO  00pa3oBaHMs  aKaJeMHH OCYLIECTBISIETCS C y4eTOM OCOOEHHOCTEH
NCUXO(HU3UUECKOTO PA3BUTHUS, WHAWBUIAYAIBHBIX BO3MOXKHOCTEH W COCTOSIHHS 3J0POBBSI TaKUX
o0ydaromuxcs.

CrienanmbHbIe YCIIOBHS BOCITUTAHUS M Pa3BUTHS TaKUX 00yUJaIOMIUXCs, BKITFOYAIOT B CeOsl:

- MICTIOJIb30BaHME CHENUATBHBIX O00pa30BaTENbHBIX MPOrpaMM W METOJIOB OOyYEHUS H
BOCIIUTaHUS,

- HCIIOJIb30BaHUE  CIEIUATbHBIX YYEOHMKOB, Y4Y€OHBIX MOCOOMH U AMJAKTHYECKUX
MaTepHaJIoB MO JUCHUILIMHAM CIIELUAIbHOCTH,

- OCHAIllEHHE 3/IaHUsl CHUCTEMaMH HPOTUBONOXAPHOW CUTHAIM3ALMU M OINOBEIICHUS C
OyOJMpYIONIMMHA ~ CBETOBBIMH  YCTPOWCTBaMH, WH(POPMAIMOHHBIMA TabJI0 C  TaKTHIBHOU
(mpocTpaHCTBEHHO-penbedHON) HHpOpMaIen U JIp.

- CIIELUAIBHBIX TEXHUYECKUX CpPEeACTB OOyueHHMs] KOJUIEKTUBHOTO M WHAWBHUIYaIbHOTO
NOJIb30BaHMUs, HAIPUMED, UCTIOIB30BAHNE MYJIBTUMEIUHHBIX CPEJICTB, HATMYUE OPITEXHUKH, CIanI-
MPOEKTOPOB, JIEKTPOHHOM JJOCKH C TEXHOJIOTHEH JTa3epHOTO CKaHUPOBAHWS,

- obecrieueHne BO3MOXKHOCTH JIHUCTAHIIMOHHOTO oOyueHusi (anexkrpoHHele YMK ans
JTUCTAHIIMOHHOTO OOYyYeHHS, YUeOHUKH Ha JICKTPOHHBIX HOCUTEIISX U JIP.)

- IPEeOCTAaBIIEHUE YCIYr AacCHCTeHTa (TOMOIIHMKA), OKa3bIBAIOLIETO OOYyYaIoLIUMCS
HE00XO0IMMYIO0 TEXHUYECKYIO TTOMOIIb,

- HAJIMYME KOMIBIOTEPHOM TEXHMKM M CIHEIHaJbHOr0 MPOTrpaMMHOro obecredeHus,
aIalITUPOBAHHBIX JJIs1 MHBAIUI0B U il ¢ OB3;

- obecrieueHue JOCTymna B 3/aHUs 00pa30BaTENIbHBIX OPraHU3aLUi U JIpyrue ycioBus, 6e3
KOTOPBIX HEBO3MOXKHO HWIIM 3aTPYJHEHO OCBOCHHE 00pa30BaTENIBHBIX MPOTPaMM OO0YUYaAIOIIUMUCS C
OTPaHUYEHHBIMU BO3MOXKHOCTSMU 3/J0POBBSI.

- KOMIUJIGKTOBaHHE OMONMOTEK CHEelHaIbHBIMU aJalTUBHO-TEXHHUECKUMH CPEICTBAMH JUIS
uHBaIMAOB U Jul ¢ OB3 (roBopsAmMMU KHUTaMU Ha (prem-kapTax M CrieUaJbHbIMU anmapaTaMu

10


http://185.18.111.102/moodle/course/index.php?categoryid=54
http://znanium.com/catalog
https://ibooks.ru/home.php?routine=bookshelf

JUISL UX BOCTIPOU3BEICHHUS ).

B wmensix [OoCTymHOCTM TOJydeHHUS CpeaHero mpodecCHOHaIbHOrO  00pa3oBaHUs
oOydJamuMucs ¢ O0coObIMH  00pa3oBaTelNbHBIMU  MOTpeOHOCTsAMU  akamemuein HWMCUT
obecrieunBaeTcs:

1) nst 00y4aroUMXcsi ¢ OrpaHUYCHHBIMUA BO3MOKHOCTSIMH 3/I0POBbSI 110 3PEHHIO:

- amantanus O(UIMAIBHOTO calTa akaJeMHH B CeTH VIHTEpHET ¢ y4YeToM O0COO0BIX
NOTPEOHOCTE MHBAJIUIOB 110 3PEHUIO C MIPUBEICHUEM UX K CTaH/IAPTY JOCTYIMHOCTH BEOKOHTEHTA U
Be0-CEpPBUCOB;

- pa3MelieHue B JIOCTYHHBIX JUIs  OOYy4YalOMmIMXCs, SBJSIOMIMXCS — CJICTBIMH  WJIH
CJIa0OBUIAIIMMH, MECTaX W B aJanTUpoBaHHOW (opme (C yd4eToM HX OCOOBIX MOTpeOHOCTEN)
CIpaBOYHOU HMH(OpPMALUKA O PACIMCAHUU JIEKIHM, Y4eOHBIX 3aHATUN (HODKHA OBITH BBIMIOJIHEHA
KPYIHBIM (BBICOTa MPONHUCHBIX OyKB HE MeHee 7,5 cM) penbedHO-KOHTPACTHBIM HIpU(PTOM (Ha
OeroM niu kEntoMm GoHe) u poayonupoBana mpudTom bpaitns);

- o0ecrieueHUe BBIMYCKAa AallbTEPHATUBHBIX (OPMATOB IEUYATHBIX MaTepuanoB (KpyHHBIN
mpudT WK ayauodaie);

- obecrieueHue M0CTyna 00yJaromerocs, IBISIFOIIErocs CIENbIM U HCIONB3YIOIIEro codaky-
MOBOABIPA, K 37JaHUI0 00pa30BaTENIbHONW OPraHU3aINH, PACIIONATAIONIETO MECTOM JUIS Pa3MEICHHS
c00aKU-TIOBOJIBIPS B Yachl O0yUYEHHUS cCaMOro 00y4aroIerocs;

2) nist 00y4arOIIMXCS ¢ OTPAHUYCHHBIMH BO3MOYKHOCTSIMH 37I0POBBSI IO CITYXY:

- nyOnupoBaHrEe 3BYKOBOH CHpPaBOYHOW WH(POPMAIMU O pACIUCAHUM YYEOHBIX 3aHATHI
BU3yaJIbHOW (YCTAaHOBKa MOHHMTOPOB C BO3MOKHOCTBIO TPAHCISALUU CYOTHTPOB (MOHHUTODBI, HX
pa3Mepbl U KOIMYECTBO HEOOXOAMMO OMPEAEIIATh C YIYETOM pa3MepOB OMEIICHHS);

- o0ecrnieueHre HaITIeKAUMU 3BYKOBBIMH CPEICTBAMU BOCIIPOU3BEICHUSI MH(POPMAIUH;

3) st oO0ydYaroUMXcs, WMEIOIIUX HApYyIICHHUs  OIMOPHO-IABHIAaTEJILHOIO  amrapara,

MaTepuaIbHO-TEXHUYECKUE YCIOBHS JIOJDKHBI 00ecreyrnBaTh BO3MOXKHOCTH OECHpPEnsITCTBEHHOTO
JIOCTyna OO0ydJarommxcss B y4eOHbIE IMOMEUICHHS, TYyaJeTHbIE W JPYrHe IOMEIICHUs
o0pa3oBaTeNbHONW OpraHM3aluu, a TakXke MX NMpeOblBaHWE B YKa3aHHBIX MOMEMICHUAX (HaIuuyue
MaH/IyCOB, MOPYYHEH, paCIIMPEHHBIX ABEPHBIX MPOEMOB, JIN(TOB U APYTHX MPUCTIOCOOICHUH).
[Tpu momyueHHH cpenHero NMpoQecCHOHANbHOTO 00pa30BaHMs OOYYAIOUIUMCS C OrpaHMYCHHBIMH
BO3MOXXHOCTSIMH 3JIOPOBbSI aKaJeMHEH IPEeIOCTaBISIIOTCS OECIUIaTHO CIeNUalbHbIe y4eOHUKH |
yueOHble MocoOus, HHas ydyeOHas JUTepaTypa, a TaKXkKe YCIYIH CypAONEpeBOIYMKOB U
TU(IIOCYPIOTIEPEBOTINKOB
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4. KOHTPOJIb M OLIeHKA Pe3y/IbTATOB OCBOCHHUS Y4eOHOM M CIHIIJIMHbI

Pesynomamuol 00yuenun

Kpumepuu OUEHKU

Memoowl ouenku

3HATH:

[OHATHE, IICNH, 3aJadyd M TMPUHIIMIIG]
[ICJIONPOU3BO/ICTBA,;

OCHOBHBIE TTOHSITHS
TOKYMEHTAI[HOHHOTO obecrieueHus
VIIpaBJICHVS,

CHCTEMBI JIOKYMEHTAIIHOHHOTO

oOecrieueHus YIIpaBIeHuUs;
KJIacCH()MKANIO JOKyMEHTOB;
TpeOOBaHUS K COCTABJICHUIO U
0(OPMIIEHHIO JOKYMEHTOB;

OpraHuzalio  JOKyMEHTOoOOopoTa:
MpHEM, 00paboTka, peTUCTpaIus,
KOHTPOJIb,  XpaHEHHE  HJOKYMEHTOB,

HOMEHKIJIAaTypa Jei

IEMOHCTPHUPYET 3HaHWE
OCHOBHBIX TTOHSITHA,
MTPAUMEHSIEMbIX npu
OpraHn3anu
TOKYMEHT0000poTa Ha
MPETPUATHH;

JIEMOHCTPUPYET 3HAHUE IICJICH,

3aaq 3 MPUHIIMIIOB
JIeJIONPOU3BO/JICTBA;
TTIEMOHCTPHUPYET 3HAHUE

CHCTEMbI JIOKYMEHTAIIHOHHOTO
00OecrieyeHns yIpaBiIeHus;
IEMOHCTPUPYET 3HAHUE
K1acCH(DUKAIINKU JOKYMEHTOB,
TpeOOBaHHI K COCTABICHHUIO U

0(OPMIIEHUIO JOKYMEHTOB;

YcTHBIM omnpoc.
TectupoBanue.
KonTponbHbIe paboThL.
IIpoBepounbIie pabOTHI.
Orenka BBITIOJTHEHUSI
MPaKTUIECKOTO 3aJaHusl.

IEMOHCTPUPYET 3HAHUE

OpraHu3aIu

TOKYMEHTO000pOTa: pHeM,

00paboTKa, perucrpanus,

KOHTPOJIb, XpaHeHUe

NTOKyMEHTOB,  HOMECHKJIATypa

eI

YMmeTs: IEMOHCTPHUPYET yMEHHE
0QOpMIIITH JIOKYMEHTAIUIO B [0QOpPMIISITH  JIOKYMEHTallMIO B
COOTBETCTBHM C HOPMATHBHOW 0a30i, BCOOTBETCTBHM C HOPMATHBHOM
T.4.  WCIONB3ys  WHPOpMAIMOHHBIC0A30H, B  T.4.  HCHONB3YsA
TCXHOJIOTHUU, I/IH(bOpMaIII/IOHHI)Ie TCXHOJIOT'UH, BKCHCpTHOG Ha6J'IIOZ[eHI/IC U
YHUDUITUPOBATH CUCTEMBI |IEMOHCTPUPYET yMEHUE OLICHHBAHHE BLITIONHEHIS
TOKYMEHTAlUH; yHHDUITUPOBATH CHUCTEMBI WHJTUBH/TABHEIX 1 TPYTITOBHIX
OCYLICCTBIISITh ~ XpaHEHHE W  MOUCKIOKYMEHTAIUH; saanuil,
TTOKYMEHTOB; IEMOHCTPHUPYET yMEHUE Ouenka pesybTata
OCYILIECTBIISITH ABTOMATH3AIMIO  [OCYIIECTBIISATh XPAHCHUE U MTOUCK

00pabOTKH TOKYMEHTOB,
MCIIOJIB30BATh

TEJIEeKOMMYHHKAIIIOHHBIE TEXHOJOTUHU B
RIIEKTPOHHOM JOKYMEHTO000pOTe

JTOKyMEHTOB; IEMOHCTPUPYET
YMEHUE
OCYIIECTBIISITH aBTOMATH3AIIUIO
00pabOTKH TOKYMEHTOB;
NIEMOHCTPHPYET
HCIIOJIB30BATh

TCJICKOMMYHUKAIIUOHHBIC
TCXHOJIOTUH B 3JICKTPOHHOM

yMEHUe

BBITIOJTHEHHS TIPAKTUIECKHX
pabor.

Texymmii KOHTPOIbL B (opme

coOeceoBaHMs, perieHus

CHTYaI[HOHHBIX 33/1a4.

OKYMEHTO000pOTE
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5. OneHka 0CBOCHUsI 10CTHKEHHI THYHOCTHBIX Pe3yJIbTAaTOB BOCIIUTATEIbLHOH PadoThI

JInuHOCTHBIE Pe3yJIbTaThl Peain3alii MPOrpaMMbl BOCTUTAHUSA
(Oeckpunmopbwt)

Kox JaMYHOCTHBIX
pe3yJabTaToB
peajM3anuu
NPOrpaMMBbI

Oco3Harouyii ceds rpakIaHMHOM M 3alIUTHUKOM BEJIMKOW CTpPaHBbI.

JIP 1

[TposiBnsifOIUI aKTUBHYIO TPAXKIAHCKYIO MO3HIMIO, AEMOHCTPUPYIOIINN
MPUBEP)KEHHOCTh TMPUHILUIAM YECTHOCTH, MOPSJOYHOCTH, OTKPBITOCTH,
PKOHOMMYECKH AaKTHBHBIH W  y4YacTBYIOHNIMM B  CTYJEHYECKOM U
TEPPUTOPUATBLHOM  CaMOYIPABJIEHWHW, B TOM YHCIE Ha YCIOBUSX
TOOPOBOJIHUECTBA, MPOAYKTUBHO B3aMMOJCHCTBYIOIIUI M YYacCTBYIOIIUN B
ESITEIbHOCTH OOIIECTBEHHBIX OPTaHU3AIIHN.

JIP 2

CoOJItoIaloMii ~ HOPMBI ~ IIPABOIOPSJIKA,  CICAYIONUH  HjcaiaM
rpakJIaHCKOTO O0IIecTBa, oOecrieueHus Oe30MacHOCTH, MpaB M CBOOOA
rpaxxaan  Poccun.  JIosIbHBIM K YCTAaHOBKAM M MPOSIBJICHUSM
MpeICTaBUTENICH CyOKYIbTYP, OTIIMYAIOIINA UX OT TPYIII C AECTPYKTHBHBIM
W JICBUAHTHBIM  IIOBEJCHHUEM. J[EMOHCTpUpYIOIIMHA HENpUATHE W
[peIyPEXkTA0INN COMAIbHO OMMACHOE MOBEJCHUE OKPYIKAIOIIUX.

JIP 3

[IposiBisromMid W JAEMOHCTPUPYIOIIMM yBaXXE€HHUE K JIOJIM TpyZa,
OCO3HAIOIIMN  LEHHOCTb coOcTBeHHOro Tpyxa. Crpemsmuiics K
(GOpMUPOBAHUIO B CETEBOH Cpene JIMYHOCTHO MU TNPO(HECCHOHAIBHOTO
KOHCTPYKTUBHOT'O «LIM(POBOTO cieay.

JIP 4

J[eMOHCTpUPYIOIUI TPUBEPKEHHOCTh K POAHON KYJIBTYpe, UCTOPUUYECKON
naMsTH Ha OCHOBE JII0OBU K PojiHe, poiHOMY Hapoay, Majoi poiuHe,
[IPUHATUIO TPAJAMIMOHHBIX LEHHOCTEM MHOTOHALMOHAIBHOIO Hapoxa)
Poccuu.

JP S

HpOfIBJ'[fIIOHII/II\/JI YBAXXCHUC K JIIOAAM CTAPLICTO IMOKOJICHHUA W I'OTOBHOCTH K
Y4aCTHUIO B COHHaHBHOﬁ NOAACPIKKE U BOJIOHTCPCKUX JABUIKCHUSAX.

JIP 6

OCO3HaIOH_IHI>'I IMPUOPUTECTHYIO HECHHOCTDb JINYHOCTU YCJIIOBCKA, yBa)KaI-OH_II/Iﬁ
CO6CTB€HHy1—O N YYXYIO YHUKAJIBbHOCTb B Pa3JIMYHBIX CUTyalHUAX, BO BCCX
Q)opMaX 1 BUJAax JCATCIbHOCTH.

JP 7

[IposBISIIOIIMI W AEMOHCTPUPYIOIIUA YBaXKEHHUE K MPEICTaBUTEISAM
Pa3IMYHBIX 3THOKYIBTYPHBIX, COIMAIBHBIX, KOH()ECCHOHATBHBIX U HMHBIX
rpymn. ConmpuYacTHBIA K COXpPAaHEHHWIO0, MPEYMHOXKEHUIO U TPAHCIISIIUH
KYJIbTYPHBIX TPAJAUIUNA U LIEHHOCTEW MHOTOHAILMOHAIBHOTO POCCUHCKOTO
rOCy1apCTBa.

JIP 8

Cobmroaaronuii 1 mponaraHIMpyoIUi IpaBuiIa 310pOBOT0 U 0€3011aCHOTO
o0paza JKHM3HHU, CIIOPTa; MPEAYNPESKIAIMUNA JTUOO TMPEOaOIEBAIOIIHIA
3aBHCUMOCTH OT aJIKOrojisi, Tabaka, NMCUXOAKTUBHBIX BELIECTB, a3apTHBIX
urp U T.1. COXpaHSIONMI ICUXOJIOTHYECKY0 YCTOMYMBOCTh B CUTYaTHBHO
CIIOKHEBIX MU CTDEMUTENEHO MEHSFOIIMXCS CHTVAITUIX

JIP 9

3a00TAImMCA O 3alMTe OKpY’Karolled cpeabl, COOCTBEHHON M UyxkKoi
0€30I1aCHOCTH, B TOM 4YHUCJIE IIU(PPOBOIL.

JIP 10

[TposiBnsomMil yBaK€HHE K HCTETHUECKUM IIEHHOCTAM, OO0JaJaromuii
OCHOBAMH 3CTETHYECKOU KYJIBTYPBI.

JIP 11

[I[pyHUMAOIIMI CEeMENHBIE LIEHHOCTH, TOTOBBIM K CO3JaHHUI0 CEMbH U

BOCIIMTAHHUIO JIETEH; TEMOHCTPUPYIOIINK HETPUATHE HACUIIUS B CEMBE,

JIP 12
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yX0a OT POJUTEIbCKOM OTBETCTBEHHOCTH, OTKa3a OT OTHOILIEHUH CO
CBOMMH JIETbMHU U UX (PUHAHCOBOTO COJICPKAHUSI.
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