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1. MACIHIOPT PABOYEN IMPOI'PAMMbBI YUEBHOM JUCIIUILIVHBI
JOKYMEHTAIIMOHHOE OBECIIEYEHUE YIIPABJIEHUSA

1.1. Ob6sacTh NPpUMeEHEHHUs MPOrPAMMBI
PaGowas  mporpamMma  y4yeOHOW  AMCUMIUIMHBI  SIBISETCS  4YacThbl0  OCHOBHOM
npodeccnoHanbHOW  0Opa3oBarenbHON mporpammbl B coorBerctBu ¢ PI'OC  CIIO 1o
cneruansHocTy 40.02.01 [IpaBo u opranu3anus conuagbHOTO 00ecnedeHus

1.2. MecTo AUCHUIJIMHBI B CTPYKTYpe OCHOBHOI npodeccHOHAIbHONH 00pa3oBaTe/IbHOM
NMporpaMmabI:

Jucuunnuza JIoKkyMeHTaIMOHHOE obecrieueHue YIIPaBIICHUS OTHOCHUTCS K
o6menpogecCHOHABHBIM TUCIUTIIMHAM MPOPECCHOHATBHOTO Y4€OHOTO IUKIIA.

1.3. Hean wu 3agaum JUCHUIUIMHBI — TpPeOOBaHUS K pe3yjabTaTaM OCBOEHHS
JAMCHUILINHBI:
B pe3ynbraTe 0cBOEHUS AUCUUIIMHBI 00yJaroIIMIiCs T0JKEH YMeETh:
— 0o(hOpMIIAT,  OPraHU3AIMOHHO-PACTIOPSANTEIBHBIE  JOKYMEHTBI B COOTBETCTBHH  C
nerctyronuM ['OCTowm;
— OCYIIECTBIIATh 00paOOTKY BXOSIINX, BHYTPEHHUX M MCXOJANINX JOKYMEHTOB, KOHTPOJb 32
HX UCIIOJIHEHHEM;
— 0(hOpPMIIATH JTOKYMEHTHI JIJIS TIepe/laud B apXUB OpraHHU3aIlHH;
3HATh:
— TIOHATHE IOKYMEHTA, €r0 CBOWCTBA, CIIOCOOBI IOKYMEHTHPOBAHHS,
— MpaBWIA COCTaBJICHUSA M OQPOPMIICHHUS OPTraHU3AIMOHHO-PACTIOPSAUTEIBHBIX JTOKYMEHTOB
(manee - OPLT);
— CHCTEMY M THUIIOBYIO TEXHOJIOTHIO IOKYMEHTAI[MOHHOTO OOECIieueHus yrpaBieHus (maee -
A0Y);
— OCOOCHHOCTH JIENOMPOM3BOJICTBA IO OOpAIIEHUSIM TpaXJaaH W KOH(PHUIACHIIMAIBHOTO
JIEJIOTIPON3BOICTRA.

IIK n OK, xoTopble akTyaJu3UPYIOTCS NPH U3YUYEHUN Y4eOHOM TUCHUNIMHBI:

OK 1. [ToHuMaTh CyIHOCTb U COIMATBHYIO 3HAYMMOCTh CBOEH OyayIieit mpodeccun, MposiBIsATh
K HEH yCTOMYMBBINA HHTEpEC.

OK 2. OpranuzoBbiBaTh COOCTBEHHYIO AESITEIbHOCTh, BHIOUPATh TUIIOBBIE METOJbI U CIIOCOOBI
BBITIOJIHEHUS TPO(dECCHOHANBHBIX 3a/1a4, OLEHUBATh UX d3PPEKTUBHOCTH U KAUeCTBO.

OK 3. [IpyuHuMath pelieHus B CTAHJAPTHBIX M HECTAHAAPTHBIX CUTyalUsAX U HECTH 3a HUX
OTBETCTBEHHOCTb.

OK 4. OcymecTBisTh NOUCK U UCHOJB30BaHUE HHPOPMAIUH, HEOOX0AUMOU 11 3(PPEKTUBHOTO
BBITIOJIHEHUS TPO(ECCHOHANBHBIX 3a/1a4, MPO(PECCHOHANBHOTO U TUYHOCTHOTO Pa3BUTHSI.

OK 5. Ucnonb3oBath HHGOPMAITMOHHO-KOMMYHUKAIIMOHHBIE TEXHOJIOTUU B MPOeCCHOHATBHON
NEeSTENbHOCTH.

OK 8. CamocTosTeNnbHO OMpENeNnsaTh 3aauyd MPOPEecCHOHAIBHOTO W JIMYHOCTHOTO Pa3BUTHS,
3aHMMAaTbCA CaMOOOpPa30BaHKEM, OCO3HAHHO JIAHUPOBATH MOBBINIEHNE KBATHU(UKAIIUH.

OK 9. OpueHTHpOBaTHCS B YCIOBUSIX MOCTOSIHHOTO U3MEHEHUS IPaBOBOI Oa3bl.

IIK 1.1. OcymiecTBisTh npodeccuoHanbHOE TOJIKOBAaHHWE HOPMATHBHBIX MPABOBBIX AKTOB NS
peau3aiuy npas rpaxkJiaH B cepe NEHCHOHHOTO 00eCTieueHUs U COIUANBHOM 3aIlUTHI.

I[IK 1.2. OcymecTBisTs MNpHeM TpaxJaH [0 BOMpPOCaM TEHCHOHHOTO oOOecreueHuss u
COI[MAIbHOM 3aIlIHUTHI.

IIK 1.3. PaccMarpuBaTh MakeT HOKYMEHTOB JUIsl Ha3HAUEHUS MIEHCHUH, MOCOOUH, KOMIIEHCAIIUH,
JpYrUX BBIIUIAT, a TAKXKE€ MEp COUUAIbHOM MOJAEPKKH OTIEIbHBIM KAaTEropusM TpaxkaaH,
HYX/JIAIOIIMMCS B COLIMATILHOM 3aIIuTe.



[IK 1.4. OcymiecTBasiTh yCTaHOBJICHHE (HA3HAUCHHE, MEepepacder, MEepPeBOj]), MHACKCAIUIO U
KOPPEKTHPOBKY MEHCH, Ha3HAu€HHE IMMOCOOMA, KOMIIEHCAIMA W APYrMX COLMAIBHBIX BBIILIAT,
UCTIOJB3Ysl HHPOPMALIMOHHO-KOMITBIOTEPHBIE TEXHOJIOT HH.

IIK 1.6. KoHcynpTHpoBaTh IpaxJaH W HIPEICTaBUTENEH IOPUAMYECKUX JIUI[ II0 BOIPOCaM
MIEHCUOHHOTO 00eCIIeYeHus M COLMAIbHOMN 3aIUTHI.

1.4. Kosiu4ecTBO 4acOB HA OCBOEHHE MPOrpaMMbl TUCHMIIUHBI:
MaKCUMaJIbHOW y4eOHOU Harpy3ku oOygaromierocst 81 vac, B TOM 4mcie:
00s13aTeIbHOM ayIUTOPHOM yueOHOM Harpy3Kku oOydaromierocs 54 4aca, B TOM YHCIIE:
Teopernyeckue 3aHATus — 40 yacoB, NpakTUyeckue 3aHsaTus — 14 yacos
CaMOCTOSITEIIBHOM paboThI 0Oydaromerocs 27 4acos.



2. CTPYKTYPA U COJAEPKAHUE YUYEFHOU JUCITATLIAHBI

2.1. O0beM yueOHOI IMCUMIITIMHBI M BU/ABI Y4eOHOH padoThl

Bua yueOHoi#i paGoThl

Oovem uacoe

MaxkcumasibHasi ydeOHasi HArpy3Ka (Bcero) 81
Oobs13aTesbHAs ayIUTOPHAsI y4eOHAasi HATPY3Ka (Bcero) 54
B TOM YHCJIE:
TEOPETUYECKUE 3aHITHUS 40
MPAKTUYECKUE 3AHATHUS 14
KypcoBasi pabota (TIpoeKT) (eciu npedycmompeno) He npedycmMompeHo
CamocrosiTesibHas paboTa o0yuarolerocsi (Bcero) 27

B TOM YHCIJIC:

camocTrosiTeNbHas padoTa HaJl KypcoBOi paboTol (IIPOEKTOM)

He npedycmMompeHo

Cocrasnenue 1 oopmiieHHE OTAETbHBIX BUAOB JOKYMEHTOB
[ToaroroBka nokianos, pedepaToB
[loaroToBka npe3zeHTanuii

9
9
9
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2.2. TemaTuveckuii IJIaH U cojiep:KaHue Y4eOHOH TUCHUTLINHBI

I[OKyMeHTaIII/IOHHOC odecrneyeHue YHpaBJICHUA

HaumenoBanue pa3jiesioB u Conep:xanue y4eOHOI0 MaTepHuaJa, JJadopaTopHbie padoThl H NPAKTHYECKUE O0BeM yacos O6bem Koasl komnerenuuii,
TeM 3aHATHS, CAMOCTOATeJIbHASI padoTa 00y4Yalouxcs, Kypcopasi padoT (IIpoeKT) TeOPEeTHYECKOro 4acoB ¢ opMHpPOBAHUIO KOTOPBIX
(ecu npedycmompenni) o0yJeHust MpaKTH4ec CIOCOOCTBYET JIEMEHT
KHX MPOrpaMMbl
3aHATHI
1 2 3
Tema 1.1. Conep:xanue yueOHOro MaTepuasia
(;ec ;3:;::;::;’;?;? 1. OnpenerneHust OCHOBHBIX TepMHHOB B obsacti IOY: nokymeHt, nHpopMarus, 2 OK 1
JIOKYMEHT 1 ero yHKIHH HOCHTEIb MH(OPMAIUH, TIOKyMEHTUPOBaHUE, OHINAIBHBIA JOKYMEHT, JTNYHBIH
JIOKyMEHT
2. XapaKkTepuCcTHKa OCHOBHBIX (DYHKIIHIA JOKYMEHTA. 2 OK1,0K2,0K3
3 Knaccudukarys 10KyMEHTOB 2
Tema 1.2 Conep:xanue yueOHOro MaTepuaja
®opmyasip-oopazen OPI. | 1. [Tonstus: pekBU3uT, GOpMyNsIp JOKYMEHTa, TUIOBOH (opmyisip, (opmyisip- 2 OK 1,0K2,0K3
CocraB pexBusutoB OP/] obpaser IK 1.6
DopMmynsip JOKyMEHTa M €ro COCTaBHbIE YacTH
2. I'OCT P 7.0.97-2016 «OpraHu3aliMOHHO-PaCIIOPSIUTENbHAS JIOKYMEHTALHUSL. 2 OK 1,0K2,0K4,0K5
TpeboBanus k opopmiieHHI0 TOKyMeHTOB». Obnacth npuMeneHus. CTpykTypa.
CocraB pekBuzutoB OPJ] o 'OCT P 7.0.97-2016, BapuaHTbI UX pacroioKeHHs K 1.6
3. [pakruueckoe 3ansitue Ne 1 2 OK 1, OK 2,
[ocTpoenue Gopmynsipa OPJ] ¢ yriioBbIM pacloyioKEHUEM PEKBU3UTOB IIK 1.6
Tema 1.3. Conep:xkanue yueOHOro MaTepuajia
TpeboBanus k 1. [NoHsiTHE «ONaHK JOKYMEHTa», €ro poiib B 0OPMIICHUH JOKYMEHTOB. Bubt 2 OK 1,0K2,0K4,0K5
o()opMIIEHHIO OIAHKOB. GIIAHKOB IIK 1.6
Buapl 01anK0B
Tema 1.4. Conep:xaHue y4yeOHOr0 MaTepuasa
Tpebosanus K 1. TpeboBanus K 0GpOPMIEHUIO IIOCTOSHHBIX PEKBU3HTOB 2 OK 1,0K 4, OK 5, OK 8,
0()OpMJIEHHIO PEKBU3NTOB OK 9
OpPraHU3alHOHHO- K 1.1-1.4,
PACHOPAHTETLHBIX 2. TpeboBanus K 0HOPMIICHHIO [IEPEMEHHBIX PEKBU3UTOB 2 OK 1,0K 4, OK 5, OK 8,
JAOKYMEHTOB OK 9
3 TpeboBaHus K 0HOPMIICHHIO OTMETOK Ha JIOKyMEHTaX 2 1K 1.6,
Tema 1.5. Conep:xaHue yueOHOro MaTepuaJa
TpeboBanus K 1. CucreMa opraHM3aIOHHON JoKyMeHTarwn. O01as XxapakTeprucTrKa 2 OK 1,0K 03, OK 4, OK 5,
odopmiaeHuI0 OK §,0K 9
OpraHu3allMOHHBIX 2. TpeboBanus K 0QOPMIICHHIO YCTaBa, MOJIOKEHHS, JOIKHOCTHOW WHCTPYKIIHU 2 [K 1.6,
JOKYMEHTOB
Tema 1.6. Conep:xaHue y4eGHOro MaTepuaJjia
TpedoBanus k 1. CucreMa pacropsauTesHON JoKyMeHTanuu. O0Imas XapaKTeprucTHKa 2 OK 1,0K 4, OK 5, OK 8,
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o opmiaeHHI0 2. TpeboBanus K 0GOPMIIEHHIO PACTIOPSAUTENBHBIX TOKYMEHTOB 2 OK 9
pacnopsiANTeIbHbIX K 1.1-14
JOKYMEHTOB 3. [Ipaktiueckoe 3anstre Ne 2 CocraBiienne 1 opopMIIeHHE IPUKA30B MO 2 OK 1, OK 03, OK 4, OK 5,
OCHOBHOM J€SATEILHOCTH OK 8, OK 9
MK 1.1-1.4
Tema 1.7. Conep:xanue yueOHOro MaTepuasia
Tpebosanus K 1. WudopmanmonHo-cipaBovyHas cucreMa JoKyMeHTanuu. Oomast 2 OK 1, 0K 4, OK 5, OK §,
0(hOpMITEHHIO XapaKTEPUCTHKA. OK 9
UH}OPMAIHOHHO- 2. TpeboBanus kK 0(pOPMIEHUIO U COCTABIEHUIO IPOTOKONA 2 IIK1.1-1.4
CIPABOYHBIX TOKYMEHTOB
3. TpeboBaHus K 0ODOPMIIEHHIO U COCTABJICHUIO aKTa, CIIPaBKU 2 OK 1, OK 03, OK 4, OK 5,
OK 8, 0K 9
MK 1.1-14
4, TpeGoBanus kK 0POPMIICHHIO U COCTABIICHUIO JOKIAHBIX H 00BSICHUTEIBHBIX 2 OK 1, 0K 4, OK 5, OK 8,
3aIHCOK OK 9
MK 1.1-1.4
5. TpeboBanus kK 0HOPMIICHHIO U COCTABJICHHIO CIY)KEOHBIX MUceM. Buipl 2 OK 1, OK 4, OK 5, OK 8,
CITy’eOHBIX TTHCEM OK 9
MK 1.1-1.4
6. TpebOoBanus kK 0GOPMIICHHIO U COCTABJICHHUIO Tele(OHOIPAMM, TEJIErpaMm 2 OK 1, 0K 4, OK 5, OK 8,
OK9
K 1.1-1.4
7. [pakruueckoe 3anstre Ne 3 CocrasieHue 1 0o)OpMIICHHUE TPOTOKOJIOB 2 OK 1, 0K 4, OK 5, OK §,
OK9
8. [pakruueckoe 3anstue Ne 4 CocraBiieHue u 0)OpMIICHHE aKTOB, CIIPABOK 2 K 1.1-1.4
9.. | IIpakruueckoe 3anstue Ne 5 CocraieHue v 0hOpMIICHUE JOKITAHBIX 1 2
OOBSICHUTENBHBIX 3aIIHCOK
[pakruueckoe 3anstre Ne 6 CocraBiieHue U 0)OPMIICHHE CITY)KEOHBIX ITHCEM 2
Conep:xaHue y4eOHOro MaTepuasa
Tema 1.8. 1. OcHOBHBIE J3Tambel paboThl ¢ MokyMmMeHTamMu. OpraHuzanus OIEepaTHBHOTO 2 OK 1, OK 03, OK 4, OK 5,
Opranusanusi paGoTsl ¢ XpaHEHHS JOKYMEHTOB: HOMEHKJIATYpa JIeN OK 8, OK9
JOKYMEeHTaMHU [IK 1.1-1.4
2. [IpakTryeckoe 3ausaTre Ne 7 3amomHeHNe )KYPHAJIOB PETUCTPAIH JOKYMEHTOB. 2 OK 1,0K 4, OK 5, OK 8§,
OK9IIK 1.1-1.4
O0BbeM paGoThl 00yYaIMXCH BO B3aNMO/IeiiCTBHH ¢ MpenogaBaTeeM 40 14

IIpomeskyTounas arrecrauus - {ndgdepenuupoBannblii 3auer

CamocTosiTeIbHASI pa00Ta 00yYAIOIIMXCSH 27
- COCTaBJICHHE U OPOPMIICHHE OTACIBHBIX BUIOB HH()OPMAIIMOHHO-CIIPABOYHBIX JOKYMEHTOB
- MOITOTOBKA TPE3CHTAIINH
- TIOITOTOBKA JTOKJIAIOB
- COCTaBJICHHE KPOCCBOPJIOB
Bcero: 81




3. YCJIOBUSI PEAJIM3ALIMU PABOYEN MPOrPAMMBI YUYEBHOI
JUCLUILINHDBI

3.1. MartepuajJbHO-TeXHHYECKOE 0O0ecneueHue
Peanuzanus pabGoueil mporpamMMbl y4eOHOW IUCHMIUIMHBI TpeOyeT Hamuyusi y4eOHOTo
KaOMHeTa TOKyMEHTOBEICHHS U IOKYMEHTAIIMOHHOTO 00ECTICUeHH sl YIIPaBIICHUS

O6opynoBanue yueOHOTo KaOMHETA:

- TI0CAI0YHBIE MECTA 110 KOJIMYECTBY CTY/ICHTOB;

- paboudee MeCTO MPeroAaBaTelis;

- YMK 1o aucuumnimse «/{okyMeHTalmoHHOe 00ecrieueHue yrpaBiIeHUs»
- yueOHas j0cKa

Texnuueckue cpeacTsa 00y4eHHUs:

- DKpaH;

- MYJBTUMEIUUHBINA TPOEKTOP.

3.2. UudopmanuonHoe odecneyenue 00yueHus
Ilepeyennb yueOHbIX n3xannii, UHTEepHET-pecypcoB, 10NOJHUTEILHOMN JTUTEPATyPHI

OCHOBHBIE UCTOYHHKHU:
1. bacakoB M.U. [lenonpoussozactso. — Pocto v//1: denunkc, 2013.- 350 c.

HOHOJ’IHI/IT@J’IBHBIG NUCTOYHHUKH.

1.Comory6 O.Il. Jlemompou3BOACTBO: COCTaBJCHHE, pPEAaKTUpOBaHHME U 00paboTKa
ToKyMeHTOB. — M.: Omera-JI, 2012.- 207 c.

2. l[lepnoanueckue nznanus: «CnpaBoYHUK ceKpeTaps U opuc-MeHeIKepa»

3. CpaBouHast ”H(GOPMAIIMOHHO-TIpaBoBas cucrema «I apaHT».

4. CnipaBoyHas nHGopMaIMoHHO-TIpaBoBas cucrema «KoncynbrantlLimrocy.

HNuTepHeT-pecypcebl:

1. www.sekretariat.ru

2. www.top-personal.ru
3.www.gia.archives21.ru



http://www.sekretariat.ru/
http://www.top-personal.ru/
http://www.gia.archives21.ru/

4. KOHTPOJIb U OLIEHKA PE3YJIbTATOB OCBOEHHUSI YUEBHOM
JUCLUILINHDBI

Konrpons u  ouenka

pe3yabTaToB

OCBOCHUA JUCHUITIMHBI OCYHICCTBJIACTCA

MIPEro/1aBaTesieM B IMPOLIECCE MPOBEACHUS MPAKTUYECKUX 3aHATUN M JTaOOPAaTOPHBIX 3aHATHM,
TECTUPOBAHUS, & TAKXKE BBIMOJHEHHUS OOYYAIOUIMMMCS WHIUBUAYaTbHBIX 3aJaHHUH, MPOEKTOB,

HUCCJIENOBAHUM.

PesyabTaTsl 00yyeHus
(ocBOEHHBbIE YMEHHs, YCBOCHHbIE 3HAHMA)

OcHoBHbBIE MOKA3aTeJIN OllEeHKH pe3yJjbTart

YMmerh:

CocraBisier OpraHru3aliMOHHO-PACTIOPAAUTCIILHBIC

oopMIIATH OpraHU3allMOHHO- JOKYMEHTbl B COOTBETCTBUUM C HOPMATHBHBIMU
pacrnopsauTenbHble JOKYMEHTHI B nokymentamu no JIOY Ha m00BIX  BHAAx
cooTBeTcTBUU C JeiicTByromuM ['OCTom HOCUTENEN
OCYIIECTBIIATH 00pabOTKY BXOIALINX, OcymiecTBisier NIEPBUYHYIO 00paboTKy,
BHYTPEHHUX U UCXOJSIINX JTOKYMEHTOB, IPEIBAPUTEILHOE PACCMOTPEHUE, PETUCTPALIMIO
KOHTPOJIb 32 UX UCIIOJTHEHUEM JOKYMEHTOB, = KOHTpOJb  3a  HCIIOJIHEHUEM
JTIOKYMEHTOB
0(pOpPMIISITH TOKYMEHTHI JUTsl epeayu B CocraBisieT HOMEHKIATYpY A€M, ONPENeseT CPOKH
apXuB OpraHU3aIIH XpaHeHus JokyMeHTOB. IlpumeHnser npaBuia
XpaHEHUs JOKYMEHTOB IIpH Mepeaue UX B apXuB
3HaTh: Jlaer ompeneneHus JOKYMEHTa, MEpedYHCIseT
MOHATHE TIOKYMEHTA, €r0 CBOMCTBA, CIIOCOOBI | OCHOBHbBIE GbyHKIIII JOKYMEHTOB; Jaet
JOKYMEHTUPOBaHMUS; onpesielieHue JIOKYMEHTUPOBAHUS, MEepedHCsieT
OCHOBHBIE cpeacTBa u COCco0BI
JOKYMEHTHUPOBaHUS

MpaBHJIa COCTABJICHUS M 0(OPMIICHUS
OpraHu3aIMOHHO-PACTIOPSAUTEIBHBIX
nokymeHToB (anee - OP]I)

Haet onpenenenusi ocHOBHbIM Buaam OPJI,
MIePEUYHCIIACT PEKBU3UTHI, K3 KOTOPBIX COCTOUT
KKJIBIH BUJ JOKYMEHTA, U3JIaracT TpeOOBaHUS K
TEKCTY KaKJIO0TO JOKyMEHTA

CHCTEMY U THIIOBYIO TEXHOJIOTHIO
JOKYMEHTAIMOHHOTO 00ECTICUCHHSI
ynpasienus (ganee - JIOY)

Jaet ompenenenue JOKyMEeHTO000pOTa,
OpraHu3aIuy J0KyMEHTOO00pOTa; MEPEUUCIISIET
OCHOBHBIE 3TaIbl JOKYMEHTO000POTa, paCKPhIBAET
UX CYIHOCTb.

0COOEHHOCTH JIETIOTIPOU3BO/ICTBA o
oOpareHusM rpakJiaH 5
KOH(PHUACHITUAIBHOTO JISJIOTPOU3BOJICTBA

Jlaet omnpenenenne NOHITUIM: MPEIJIOKEHHUE,
3asiBJIeHHE, kano0a. [lepeunciseT OCHOBHBIE
aTansl paboThl ¢ OOpanieHUsIMU rpaxkaaH. JlaeT
omnpeneneHrne KOHPUACHIINAILHOTO JOKYMEHTA,
MEPEYUCIIAET CBEJCHHUSI, OTHOCAIINECS K
KoH(puaeHIanbHOM nHpopmanuu. PackpsiBaer
OCHOBHBIE 3Tarbl paboThl C KOHPHUICHIIUATbHBIMU
JOKYMEHTaMu

dopMmyJIpyeMble KOMIIETEeHIHT OcHOBHbBIE IOKA3ATE/IH OLEHKH
(o0mue KOMIETeHIMH) pe3yJbTara

OK 1 IIposiBisier UHULUATUBY B
[ToHMMaTh CYHITHOCTH U COLIMATIBHYI0 3HAYUMOCTH CBOEH | ayIUTOPHON M CaMOCTOSATEIbHOM
Oyaymieil mpodeccun, MPOSBIAT, K HEH yCTOWYMBEINA | paboTe, BO BpeMs W3y4YEeHUS
HHTEpeEC. JHUCITUTIINHEL

OK2 Opranu3oBbiBaTh COOCTBEHHYIO JA€ATEIBHOCTb, | OTCIEKUBACT u HCIIOJIb3YET
BBIOMPATh TUIIOBBIE METOJBI M CIOCOOBI BBHITIOJMHEHMS | U3MEHEHUS ~ 3aKOHOJATENIbHOW U
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npoheccuoOHaTBHBIX 3ajad,
3¢ HEKTUBHOCTH U Ka4eCTBO.

OLICHUBATh Hnux

HOPMAaTUBHO-CIIPAaBOYHOMN 0asbl,
perlaMeHTUPYIOLIECH

JOKYMEHTAIMOHHOE o0OecreyeHne

OK 3 [llpunumarp pemeHuss B crapaapTHeix U | [Ipeanmaraer  BapuaHTbl — pELICHUS
HECTaHJAPTHBIX  CUTyallUsiX W  HECTH 32  HUX | IpOOJIIEMHOro BOIIpOCA
OTBETCTBEHHOCTb. (cuTyallMOHHOM 3a1a4n)

OK 4 OcymecTBiasTh MOUCK M HcIoJIb30BaHUE | BriOupaer UHPOpMALINIO B
uHbopManuy, HeoOXoauMoi a3 QPEKTHBHOTO | COOTBETCTBUU C 3aJaHHEM
BBIIIOJIHEHUS podeccuoHaIbHBIX 3ajad,

po(ecCHOHATIBHOTO ¥ IUYHOCTHOTO Pa3BUTHS.

OK 5 Hcnones3zoBats nHpopmannonHo- | [Ton6upaer uH(pOpMaLHIO 1o
KOMMYHMKAIIMOHHbBIE TE€XHOJOTMH B NMPO(ECCHOHATBHON | COBPEMEHHBIM TEXHOJIOTHSIM

JACATCIBHOCTH.

ACJIOIIPON3BOJACTBA, HUCIIOJIB3YCMbIM B
PA3JINYHBIX OTPACIIAX ACATCIIbHOCTH

OK 8 CaMOCTOSTEILHO ONIPEIEIIATh 3amauu | ['OTOBUT cOOOIIEHUs, TPE3CHTAIlUN
npodeCCHOHANBHOTO W JUYHOCTHOTO  Pa3BUTHS, | JUIS poQeCCHOHAIIBEHOTO u
3aHUMAThCS camooOpa3oBaHUEM, OCO3HAHHO | TUYHOCTHOTO pa3BuTHsA. Mcmomp3yer
IJIAaHUPOBATh MOBBIIIEHNE KBATU(UKALIUH. caiitel MuHTepnera wu moaOupaer
uH(pOpMaLHIO 0 CITy’KeOHBIX
JOKYMCHTAX, HCIIOJIB3YEMBIX B
pa3IMYHBIX OTPACIIAX JIEATEIbHOCTU
OK 9 OpueHTUpoBaTbCsl B YCIOBHUSAX MOCTOAHHOTO | OTCiaexuBaeT u HCTOJIb3YET
W3MEHEHUS MPaBOBOM Oa3kbl. U3MEHEHUS 3aKOHOJAaTEIbHOMN u
HOPMAaTHBHO-CIIPABOYHOI 0a3bl,
periaMeHTUPYIOIIEH

JOKYMEHTAITMOHHOE 00ecTieYeHNE

®opmupyemMble KOMIeTeHIIUN (MPo¢ecCHOHAIbHbIE
KOMIIETEHIIMH)

OcHOBHBIE IOKA3AaTEJIH OLICHKH
pe3yJbTarTa

IIK 1.1. OcymecTBisaTh TpoPeCcCHOHATIEHOE TOJKOBAHHE
HOPMATUBHBIX MPABOBBIX aKTOB Ui pead3alid IpaB
rpaxaaH B cdepe TMEeHCHOHHOTO oOecreueHuss |
COILIMANILHOM 3aIUTHI.

Hcnonb3yeT He0OX0auMbIe TpeOOBAHUS
K PEKBU3UTAM IIPU PErUCTPaIUH
rpaXkaaH, 00paTUBIIMMCS [0 BOIIPOCaM
MIEHCUOHHOTO 00ecTeueHus u
COIMAJIbHOM 3alllUTHI

[IK 1.2. OcymiecTBiaTh MpUEM TpaxJaH MO BOIPOCAM
MIEHCUOHHOTO 00ECTIeUeHHs U COLUATbHON 3alUTHI.

Hcnonb3yeT HE0OX0AUMbIe TpeOOBaHHUS
K PEKBU3UTaM IIPU PETUCTpaIllun
rpaXkaaH, 00paTUBIIMMCS MO BOIIPOCaM
IIEHCHOHHOTO 00eCIIeUeHHs U
COLIMAJILHOM 3al{UThI

I[IK 1.3. PaccmatpuBaTh MmakeT [AOKYMEHTOB Jid
Ha3HAYeHUsS TEHCUHM, MOCOOMI, KOMIEHCAIMH, IPYrux
BBIIJIAT, a TaKKe€ Mep COLUMAIbHON MOIAECPKKU
OT/AENBHBIM KaTEropusM TpaKJIaH, HYXKJAIOUUMCI B
COIIMAIBLHOM 3alIUTe.

HpI/IMeHHeT HCO6XO,Z[I/IMLIG Tpe6OBaHI/I${
K O(I)OPMJ'ICHI/IIO PCKBU3UTOB U
JAOKYMCHTOB IIpU PAaCCMOTPCHUU I1AKCTa
JAOKYMCHTOB JJIS1 pa3JIMYHBIX
COIIMAJIbHBIX BBIIIJIAT
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I[IK 1.4. OcymectBisath ycraHoBJIcHHE (Ha3HaueHUe, | [Ipumensier HeoOXouMBbIe TpeOOBAHMS
nepepacyer, MepeBoJl), MHACKCAIMIO U KOPPEKTUPOBKY | K OOPMIICHUIO PEKBU3UTOB U
NEHCHU, Ha3HAYCHUE MOCOOMIA, KOMIIEHCAMH U IPYTUX | JOKYMEHTOB IpHU 0(hOPMIICHUU
COLIMANBHBIX BBIIJIAT, HCHOJB3YsSd HH(GOPMAIMOHHO- | JOKYMEHTOB Ul YCTAHOBJICHUS NIEHCUH,
KOMIIBIOTEPHBIE TEXHOJIOTUH. Ha3Ha4YeHUs NocoOuii, KoOMIEeHcalui 1
JPYTUX BBITIAT

[IK 1.6. KoncynpTupoBaTh rpaxkaan u mnpeacraButenein | Mcnomab3yeT HeoOxoaumble TpeOOBaHUS
IOpUIMYECKUX JIMII 1O  BONPOCAaM  TMEHCHOHHOIO | K PEKBU3UTAM IPU PETUCTPALIUU
o0ecreveHUs U COUATBHON 3alTUTHI. rpak/iaH, 00OpaTUBIIUMCS 110 BOIIPOCaM
MEHCUOHHOTO 00ecreueHus u
COLMAIBHOM 3aIUTHI

5. OCOBEHHOCTH OPTAHU3AIIMU YYEBHOT O ITPOLHECCA IJIA
OBYYAIOIIUXCH C OTPAHUYEHHBIMHU BO3ZMOKHOCTAMMU 310POBbS C
HAPYHWIEHUSAMU 3PEHUSA

5.1. Jlns oOyyarommxcsi U3 4YMcCa JIML C OTPAaHMYEHHBIMH BO3MOKHOCTSMHU 30POBbSI
oOydeHHe  TPOBOAMUTCA €  y4ETOM  OCOOEHHOCTEH  NCUXO(U3UYECKOTO  Pa3BUTHA,
WHIUBUAYAJIbHBIX BO3MOXHOCTEH UM COCTOSIHMSI 3J0pPOBbsl TakMX OOydarommuxcs (naiee -
UHUBUAYyaIbHbIE OCOOCHHOCTH).

5.2. Ilpu opranu3zanuu 00y4eHus: 00ecrieunBaeTCsi COOMIOCHUE CIETYIOITUX

00mux TpeOoBaHMIA:

oOydeHHe UIS JIMIl C OTPAaHHMYEHHBIMH BO3MOXHOCTSIMH 370POBbSI B OJHOH ayJUTOPHU
COBMECTHO C BBITYCKHHKAMH, HE HWMEIONIMMHU OTPAaHHYCHHBIX BO3MOXKHOCTEU 3I0POBBS,
JOITYCKAETCsI, €CJIA ATO HE CO3/IaeT TPYAHOCTEH /ISl 00YJaIOIIIXCS;

oOecrieyeHHe BBITYCKAa aTbTEPHATUBHBIX (POPMATOB IEYATHBIX MaTEepPHaJOB (KPYITHBIH
mpudT WK ayauodaiibl);

MPHUCYTCTBUE B ayTUTOPHH ACCUCTEHTA, OKAa3bIBAKOIIETO OOyJArOIIUMCS HEOOXOIUMYIO
TEXHUYECKYIO TIOMOIIb C YYETOM WX WHIAMBHIYAIbHBIX OCOOCHHOCTEH (3aHATH pabouee MecTo,
NepeBUTaThCsl, IPOYUTATh U O(POPMUTH 3a/1aHKe, OOIIATHCS C PEIOIaBaTeIIeM ),

M0JIb30BaHKE HEOOXOIUMBIMU OOYYaIONIMMCS TEXHUYECKUMHU CPEICTBAMU MPH OOYUCHHH,
BBITIOJTHEHUH 3aJIJaHHH C YI€TOM UX WHIMBHUYAIbHBIX 0COOCHHOCTEIH;

o0ecrieyeHre BO3MOXKHOCTH OECIPEISITCTBEHHOTO JIOCTYIIa OOYYaloIIUXCS B ayIUTOPHH,
TyaJIeTHBIC U JIPYI'He MOMEIICHHUS, a TAKXKE UX NMPEOBIBAHUS B YKa3aHHBIX TOMEIIECHHSIX (HATMYHE
MaHIyCOB, MOPYYHEH, PACIIMPEHHBIX JBEPHBIX MPOEMOB, JH(TOB, MPH OTCYTCTBUU JTHU(PTOB
ayJMTOPHUS JIOJDKHA PaclojaraTbCs Ha MEPBOM ITaXe, HATUYUE CIICIUATBHBIX KPEecel U IPYrux
npucrocoOieHuii); olecredeHne JocTyna OOydYaromierocs, SBISIONICTOCS — CJCNBIM |
UCIIOJIB3YIONIEr0 cO0aKy-ITPOBOJIHUKA, K 3[aHUI0 OPraHU3aIHH.

5.3 Ipu 0OyueHnH Mo JUCUUILIMHE BO3MOXKHO:

MPUCYTCTBUE B ayJUTOPHM ACCUCTEHTA, OKAa3bIBAIOLIEro OOyJaromuMCsi HE0O0XOIUMYIO
TEXHUYECKYI0 TIOMOIIb C YYETOM UX MHIMBHIyalTbHBIX OCOOCHHOCTEH (3aHATH paboyee MecTo,
NepeBUraThCsl, IPOUYNUTATh U OPOPMUTH 3a]laHKe, OOIIATHCS C MPENoIaBaTeIeM);

M10JIb30BaHKE HEOOXOIUMBIMU O0Y4YaIOUIMMCS TEXHUYECKUMHU CPEACTBAMU MPH 00yUeHHH,
BBITIOJTHEHUH 3aJIJaHUH C YI€TOM UX MHIAMBUIYAIBHBIX 0COOCHHOCTEH;

OoOBsICHEHHE HOBOI'O MaTepuala M MpPOBEAECHUE MPAKTHUYECKHX 3aHATHH C y4eToM
WHIMBUIYAIbHBIX 0COOEHHOCTEH 00yJaromuxcs;

OyOnmupoBaHHE HEOOXOJMMOW 3BYKOBOW U 3pUTENIbHOW WHGOpManuu, 00ydaromero
MaTepuaia, a TaKKe HaJmuced, 3HAKOB M WHOW TEKCTOBOW M rpaduueckoil nHpopmanuu
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3HAaKaMH, BBITIOJHEHHBIMU pelbe(HO-TOYSUHBIM MIpu(TOM bpaiiias nim B BUAE 3IIEKTPOHHOTO
JOKYMEHTa, JOCTYITHOTO C MOMOIIBI0 KOMITBIOTEpA CO CIHEIMATHM3UPOBAHHBIM IIPOTPAMMHBIM
o0ecrieueHUEM IS CIICTIBIX;

MPeIOCTaBICHHE 00yJaIONIUMCS TIpaBa BEIOOPA 3aIaHUs JJIsi CAMOCTOSTEIIbHON paOOTHI.

54. Ilpu 1npoBeaeHMHM TEKYUIEro KOHTPOJST U  IMPOMEKYTOUHOM  aTTeCTaluu
obecrnieunBaeTcs COOMIOCHIE CIICAYIONINX TPSOOBaHMIA:

a) ISl CIIETIBIX:

3a/laHUs JJIS BBINOJIHEHUS, a TaKXKe€ MHCTPYKUUU O BBIIOJHEHUH PabOT 0QOpPMIISIOTCS
penbedHO-TOYeuHbIM mipudTOM Bpaitng unm B BUAE dIEKTPOHHOTO JOKYMEHTA, JOCTYITHOTO C
IIOMOIIBI0 KOMITBIOTEPA CO CIIELUATM3UPOBAHHBIM IPOrPaMMHBIM OOECIEUEHUEM JUIsl CIIETIBIX,
WM 3a4UTHIBAIOTCS ACCUCTEHTOM;

KOHTPOJIbHBIE IUCBbMEHHBIE 3a/laHusl BBINOJHSIOTCS Ha Oymare penbepHO-TOYEUHBIM
upudrom bpailyig niam Ha KOMIIBIOTEPE CO CIIENUATN3UPOBAHHBIM ITPOrPaMMHBIM 00ecrieYeHnEM
VIS CJETIBIX, UM HaJUKTOBBIBAIOTCS] ACCUCTEHTY;

oOyuarouuMmcsi JUIsl BBINOJHEHUS 3aJaHusl TpU  HEOOXOJMMOCTH MPENOCTaBISAETCS
KOMIUJIEKT NHCbMEHHBIX MpPHUHAUIeKHOCTEH U Oymara A NOUChbMa pelbepHO-TOUEUHBIM
upudrom bpaiins, KOMObIOTED CO CHENMATU3UPOBAHHBIM MPOrPaMMHBIM OOECTeUeHHEeM st
CIIETIBIX;

0) 11st CITabOBHIAIINX:

obecrieunBaeTCs HHANBUyaTbHOE paBHOMEPHOE ocBenieHue He meHee 300 JroKc;

oOyuarouuMmcsi JUIsl BBIMOJHEHUS 3aJaHusl TpU  HEOOXOJMMOCTH MPENOCTaBISETCS
YBEJIMUHBAIOIIEE YCTPOKCTBO;

3a/laHus JUTsl BBITIOJHEHUS, a TAK)K€ MHCTPYKLUU O BBIMOJIHEHHMU 3aJaHuil odopmisiorcs
YBEJIMUYEHHBIM IIPUPTOM.

5.5. OcoObie ycmoBus HWHOOPMHPOBAHUS  OOYyYAIONIUXCS C  OTPAaHUYCHHBIMHU
BO3MO>KHOCTSIMH 3/IOPOBBSI 110 3pEHUIO:

HaJu4Me abTepPHATUBHON BEepCHH O(DHUIMATILHOTO caiiTa opraHu3anuu B cetu "MHTepHer"
IUIsL CITA00BUISIIINX;

pasMmeleHue B JOCTYHHBIX Ui OOYYarOIIMXCs, SBJSIOIIMXCS — CICMBIMH WA
c1aboOBHIAIIMMH, MECTAaX M B aallTUPOBAHHON ¢Gopme (C ydeToM HX OCOOBIX MOTpeOHOCTEH)
CIpaBOYHOM WH(GOPMAIMK O pacluCaHuy YYeOHBIX 3aHATUN (MHPOpMANMS JOJDKHA OBITh
BBITIOJTHEHA KPYITHBIM pebe(HO-KOHTPACTHBIM mpudToM (Ha OEOM WM KEATOM (POHE) H
npoayonupoBana mpudTom bpaits).
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