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O0beM 1 coaep:kaHMe JTUCHMILIMHBI

HanpasJ/ieHus MOATOTOBKHU 40.02.01 IlpaBo u opranu3anus COMHAILHOTO 00ECTICUEHUS
(HampaBJIEHHOCTb: HE MPEAyCMOTpeHa) Ha 0a3e OCHOBHOT'O 0OIIEro
¢opma o0yuenus OYHas
NeNe TpumecTpoB, 4
BbI/ICJICHHBIX 1JIS1 U3y4YeHUS
AUCHMILINHBI
O0beM AUCIHUILIMHBI (3.€.) 2
O0beM JUCHUILIMHBI (AK.YaC.) 72
KonTakTHasi padora ¢ 48
npenoaaBartesieM (aK.4ac.),
B TOM 4HcCJIe:
IIpoBenenue JeKIUOHHBIX 32
3aHATHH
IIpoBeneHne NpakKTHYECKHUX 16
3aHATHI, CECMHMHAPOB
CamocTrosiTesbHast padoTa 24
(ak.4ac.)
®opMbI TEKYLIET0 KOHTPOJIA HtoroBoe koHTposbHOE Meponpustue (1)
[TuceMeHnHOE KOHTpOJIbHOE MeponpusTue (2)
DopMbI IPOMEKYTOUHOM HuddeperurpoBanubiii 3aueT (4 TpUMeECTp)
arrecTanuu




IlepeyeHb OCHOBHOI U JONOJHUTEIbHOH Y4eOHOM JIUTEPATYPBbI
OcHoBHAA:
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npodeccuonabHOro oopazoanus / H. H. lllyBanoBa. — 2-e uzn. — Mocksa : M3gatensctBo FOpaiit, 2020. —
265 c. — (Ilpodheccuonansuoe oopazoBanue). — ISBN 978-5-534-00088-7. — Tekcr : anexTponnsiii // DbC
FOpaiir [caiiT]. https://urait.ru/bcode/451067

2. oponuHa, JI. A. JlokyMeHTallMOHHOE 0OecrieueHNe yIpaBiIeHus : y4eOHUK U IPAKTUKYM JUIS CPEHETO
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@oH/IbI OLIEHOYHBIX CPEICTB AJIsl ATTECTAMM MO AUCHHUIIIMHE
JlokyMeHTalMOHHOEe o0ecIieyeHne ynpaBJIeHUs

HﬂaanyeMue Pe3yJIbTaThbI oﬁyqul/m o AMCIMIIJINHE I (l)OpMHpOBaHHH KOMIICTCHIIMHU U
KPHUTEPUHA UX OLICHUBAHUSA

Komnerenuus IInanupyemble pe3y/bTaThl Kputepun oneHuBanus pe3yibTaToB
o0y4eHust o0y4eHust
OK.5 yMeTb 0(hOPMIISITh TOKYMEHTHI U HeynosierBopure
Hcnonb3oBath 00pabaThIBaTh JOKYMEHTHI C He ymeeT opopmIATh U 00padaThIBaTh
MH(pOPMaLMOHHO- IIPUMEHEHNEM UH(POPMAIIMOHHBIX | JOKYMEHTBI
KOMMYHHUKAI[HOHHBIE ¥ KOMMYHHKAIIMOHHBIX Y0BIeTBOPUTEIbH
TEXHOJIOTHH B TEXHOJIOT U umeet olmue 3HaHust 00 opopmiIeHUn
podheccuoHaIbHOM JOKYMEHTOB, HO O(OPMJIISITH HE YMEET
JIEATEIIbHOCTH Xopomo
3HaeT Kak 0(opMIIATh U 00padaThIBaTh
JOKYMEHTBI, HO IpY 0(hOPMIIEHHUH IOITYCKAeT
onoOKu
OTtiam4yHo
3HAeT U ymeeT opopMIIsATh U 00padaTHIBATH
JOKYMEHTHI ¢ IPUMEHEHUEM HH(OPMAIIMOHHBIX
Y KOMMYHHMKAIIMOHHBIX TEXHOJIOTHH
OK 4 3HATh NPUHLMIIBI OCYIECTBICHUS Heynosiiersopuren
OcCyIeCTBIATL IOMCK U | XpaHEHUS U TIOMCKA JOKYMEHTOB, | HE YMEET U HE 3HAET KaK OCYIIECTBIATh
UCIIONIb30BaHUE yMETh HaXOIUTh HH(OpMAIIHIO, | XPAHEHHE U IIOUCK IOKYMEHTOB
nHpopmanuu, HEOOXOAUMYIO JIJIS YnoBiaerBopuTeIbLH
HEOOXOIUMOM IS Ka4yeCTBEHHOT'O BBIIOJIHCHUS JaCTUYHO 3HACT KaK OCYMICCTBIIATE XPAHCHUC U
3 PEKTUBHOTO npoQecCHOHAIbHBIX 3a1a4 U ITOMCK IOKYMCHTOB
BBITTOJTHEHUS JIMYHOCTHOT'O Pa3BUTHS. Xopouro
npodeccnoHaNIbHbIX 3HAET KaK OCYLIECTBIISITh XpaHEHUE U TIOUCK
3ajady, JOKYMEHTOB, HO UCIIBITBIBAET HE3HAYUTEIIbHbIC

MPOPECCUOHAITBHOTO U
JIMYHOCTHOT'O pa3BUTHUMA

3aTpyAHCHUS
OT1an4yHO

YMEET U 3HAET KaK OCYIIECTBISATh XPAHEHHUE U

TIOUCK TOKYMEHTOB

OK.2

OpraHu3oBbIBaTh
COOCTBEHHYIO
JeSTeIbHOCTh, BBIOMPATh
THUIIOBBIE METOMBI U
CIIOCOOBI BBITTOJTHEHUS
npodeccHoHaIbHBIX
3aj1a4, OLICHUBATH UX

3¢ peKTUBHOCTD U
Ka4ecTBO

3HaTh NPUHLIHUIEI OPOPMIICHUS
JIOKYMEHTAIIUU B COOTBETCTBHUHU C
HOPMAaTUBHOW 06a30H, B TOM 4HCIIe
C MCIOJIb30BaHUEM
UH(POPMALMOHHBIX TEXHOJIOTUH,
YMETb IPUMEHUTH CBOU 3HAHUS
JUIsL KAYECTBEHHOTO BBIIIOJHEHUS
poeCCHOHANTBHBIX 3a7ad.

HeynosiaerBopure
HE 3HAeT U He yMeeT opopMIIATh
JOKYMEHTAIMIO B COOTBETCTBUHM C HOPMaTUBHOM
0a30ii, B TOM YHUCJIE C UCIIOIL30BAHUEM
MH(POPMALMOHHBIX TEXHOJIOT U

YnoBaerBopuTeabH
oopmMIIsieT JOKyMEHTAIMIO B COOTBETCTBUU C
HOpPMaTUBHO 0a30i, B TOM 4HUCIIE C
MCTIOJIb30BaHNEM HH(OPMAIIHOHHBIX
TEXHOJIOT Ui, HO C JOMYyIIEHUEM
HE3HAYUTENIbHBIX OMINOOK




KoMnerennus

IInanupyemble pe3y/ibTaThl
o0y4ueHust

Kpurepun oneHuBanus pe3yibTaToB
o0y4eHust

Xopomuo
3HaeT Kak 0(OpMIISThH TOKYMEHTAIIUIO B
COOTBETCTBUH C HOPMAaTUBHOU 0a30ii, B TOM
YHCIie C UCTIOIb30BAaHHEM HH(DOPMALIMOHHBIX
TEXHOJIOTHH, HO 3aTPyAHSICTCS TIPH
oopMIIeHUN

OT1an4yHO
3HaeT U yMeeT 0(hopMIIATh JOKYMEHTAIINIO B
COOTBETCTBUH C HOPMATUBHOU 0a30ii, B TOM
YHUCJIE C UCTIOIh30BaHUEM HH(POPMAITMOHHBIX
TEXHOJIOTHI

OK.8

CaMoCTOSTEIIFHO
OTIPENIETIATh 3a/1a4u

PO ECCUOHATBHOTO U
JUYIHOCTHOTO Pa3BUTHS,
3aHUMAThCS
caM000pa30BaHUEM,
OCO3HaHHO IJIAHUPOBATh
MTOBBIILICHHE
KBaJIU(DUKAIIH

ITonnMmarts 3amaun

PO eCCHOHAIIBHOTO U
JMYHOCTHOTO Pa3BHUTHS,
3aHUMAThCA CaMOOOPa30BaHUEM,
OCO3HAHHO IIAHUPOBATH
MOBBIIIIEHUE KBATU(UKAIIH,
OCBaMBaTh TEXHOJIOTUU
aBTOMATH3UPOBAHHOM 00pabOTKH
JOKYMEHTAIUH.

HeynosierBopure
HE 3HAET ¥ HE OPUEHTHUPYETCS B OCHOBHBIX
TEXHOJIOTUSX aBTOMaTH3UPOBAHHOM 00paboTKH
JOKYMEHTAaIluU
Y10BJ1€TBOPUTEIbH
3HAeT YaCTUYHO U OPUEHTHUPYETCS C TPYAOM B
OCHOBHBIX TE€XHOJIOTUSX aBTOMAaTU3UPOBAaHHON
00pabOTKH TOKYMEHTAIIHH
Xopomuro
3HAaeT OCHOBHBIE TEXHOJIOTHH
aBTOMAaTHU3MPOBAHHOW 00pabOTKH
JOKYMEHTAIH, HO clTab0 OpUEHTHPYETCS
OT1iu4HO
3HAeT U OPUEHTUPYETCS B OCHOBHBIX
TEXHOJIOTUSIX aBTOMaTH3UPOBAHHOM 00paboTKH
JOKYMEHTAIluU

OK.3

[TpuHuMaTh pemieHus B
CTaHJIAPTHBIX U
HECTaH/IapTHBIX
CUTYaIMsIX U HECTHU 3a
HUX OTBETCTBEHHOCTh

3HaTh OCHOBHBIC NIPaBUIIA
OpraHu3aIuy paboThI C
KOH(HICHIIHATHHBIMH
AJOKYMCHTaMHU, MCPbI,
HaITpaBJICHHBIC HA
PEIOTBpAIIICHHUE
MOIICHHUYCCKUX CI/ITyaLII/If/'I,
YMETh OMO3HABATh
HCCTAHAAPTHBIC CUTyalluu U
MPUHUMATH COOTBETCTBYIOIIINE
MEpBI.

HeynosierBopureJ
HE 3HA€T OCHOBHBIE MPABUJIA OPraHU3aLUU
paboThl ¢ KOHPUACHIIUATHHBIMU JOKYMEHTAMH,
HE yMEET MPUMEHSTh Ha TIPAKTUKE
YaoBy1eTBOPUTEBH
YaCTUYHO 3HAET OCHOBHBIE MPaBUJIa
opranuzanuu padboTsl ¢ KOHPUACHIIUATHLHBIMU
JTOKyMEHTaMHU
Xopomuro
3HaeT OCHOBHBIE MTPaBUJIa OPTaHU3AIUH PAOOTHI
C KOH(PHUICHIIUATHHBIMU JTOKYMEHTAMH, HO
WCIIBITBIBACT 3aTPYIHEHHUS TPUMEHCHUS
OT1an4yHO
3HAeT OCHOBHBIC MTPABUJIA OPTaHU3AIUN PAOOTHI
C KOH(PHUICHIIMATHHBIMU JTOKYMEHTAMH, yMEET
MIPUMEHSATH HA IPAKTUKE

OK.1
ITonnmats CyIHOCTD U

3HaTh 11eJIH,3a1a91
JIETIOTIPON3BOJICTBA U

HeynosierBopureJ
He 3naer eI 1 3ala4r JCJIOIIPOU3BOJACTBA, U
MPUHIUIIBI CUCTEMAaTU3allUuU JOKYMEHTOB U MX




KoMnerennus

IInanupyemble pe3y/ibTaThl
o0y4ueHust

Kpurepun oneHuBanus pe3yibTaToB
o0y4eHust

COLIMAJIbHYIO 3HAUUMOCTh
cBOEH Oymytei
npodeccuu, MposIBIATH K
HEW yCTOMYHMBBIN
HHTEpEC

HOMEHKJIATYPY JeJT pa3THIHBIX
OpraHu3aIUi, TPUHITUITHI
CHCTEMaTH3aluU JIOKyMEHTOB U
UX XpaHCHUsSI B COOTBETCTBHH C
npodecCHOHATTbEHBIMU
CTaHJapTaMH.

HeynosierBopureJ
XpaHEHUs B COOTBETCTBUH C
npodeccHoHaNbHBIMU CTaHAAPTAMH, HE 3HACT
HOMEHKJIaTypy A€J pa3InYHbIX OpraHu3aluil
YaoBaerBopuTeabH

uMeeT o0IIre, HO He CTPYKTYPUPOBaHHbBIE
3HaHUSA LeJeH U 3aJa4 JeJI0NPOU3BOCTBA U
MPUHIUIIOB CUCTEMATU3AIMH TOKYMEHTOB B
COOTBETCTBUH € NPOPECCHOHATBHBIMU
CTaHJIapTaMU, UMEET 0011ee MPeCTaBICHUE IO
HOMEHKJIaType JIe] pa3IMYHbIX OpraHu3auui

Xopomuo
3HAET YaCTUYHO LIEJIU U 33]1a4l
JEJIONPOU3BOCTBA, U IPUHIIUIIBI
CUCTEMAaTHU3AINH TOKYMEHTOB U UX XPAaHEHUS B
COOTBETCTBUH C MpodeccrnoHaTbHBIMU
CTaHAApTaMHM, JAET YACTUUHYIO XapaKTEPUCTHUKY)|
110 HOMEHKJIaType JeJ pa3IMuHbIX OpraHu3aluii

OT1iu4HO
3HAET LIEeJIN U 33]1a4y JAEJIONPOU3BOACTBA U
MIPUHLUIIBI CUCTEMATU3alUHA JOKYMEHTOB U X
XPaHEHMS B COOTBETCTBHH C
npodeccuoHaNbHBIMU CTaHAAPTAMU, TACT
MOJIHYIO XapaKTEPUCTUKY IO HOMEHKJIAType Aell
pa3IMYHBIX OpraHU3aLMI

nK.1.1

Ocy1iecTBISThH
npodeccuoHaIbHOe
TOJKOBaHUE
HOPMATHBHBIX MPABOBBIX
aKTOB JIJISl pean3auu
paB rpaxkaaH B cepe
ITEHCHOHHOTO
obecreyeHus U
COLMAJILHOM 3aIlUTEI

3HaTh Oa30BbIE IPUHIINIIBI
po(hecCHOHATLHOTO TOJKOBAHHUS
HOPMATHUBHBIX MPABOBBIX aKTOB
JUTSL peau3alliy IpaB TPaKIaH B
cdepe MeHCHOHHOTO 00ecTieueHus
U COIMAJILHOM 3aIlUTHI, YMETh
NPUMEHHTD Ha MMPAKTHKE
NIOJTyYCHHBIC 3HAHUSL.

HeynoBiaerBopuren
OTCyTCTBYIOT:
3HaHus 0230BBIX PUHIIAIIOB
PO ECCUOHAIIBHOTO TOJIKOBAHUS
HOPMATHBHBIX MPABOBHIX aKTOB JIsI
peanu3alyy npas rpaxaaH B cpepe
MIEHCUOHHOTO 00€CIIeUYeHUs U COLMAIbHOM
3aIUTHI,
YMeHus: NpUMEHUTh Ha MPAKTUKE MOTy4YCHHBIE
3HAHUS.

YoBj1eTBOPUTEIbH
YactiuuHo c(hOpMUPOBAHHBIE:
3HaHus 0a30BBIX IPUHIIUIIOB
po¢eCCUOHATILHOTO TOJIKOBAHUS
HOPMAaTUBHBIX NIPABOBBIX aKTOB JJIsI
peanu3aluy mpas rpaxkaaH B cdepe
MIEHCMOHHOTO 00eCTeueHus U COLUAIbHOMN
3aIUTHI,
YMeHHs: NPUMEHHUTD Ha MMPAKTHKE MOTyYSHHBIE
3HAHWUSL.




KoMnerennus

IInanupyemble pe3y/ibTaThl
o0y4ueHust

Kpurepun oneHuBanus pe3yibTaToB
o0y4eHust

Xopomuo
CdopmupoBaHHBIE, HO UMEIOIIHE OTACTbHBIC
HETOYHOCTH:
3HaHus 0a30BBIX TPUHIIUIIOB
pohecCHOHANBFHOTO TOJIKOBAHUS
HOPMAaTUBHBIX IIPABOBBIX aKTOB JJIsI
peanu3anuy mpas rpaxkjaH B cdepe
MIEHCMOHHOTO 00eCTeueHus! U COUAIbHOMN
3aIUTHI,

YMeHus IPUMEHUTH Ha MPAKTUKE MTOJTy9ICHHBIC
3HAHUS.

OT1iu4HO
CucremHo cpopMupoBaHHBIC:
3HaHus 0a30BBIX IPHHIIAIIOB
PO eCCUOHAIIBHOTO TOJTKOBAHUS
HOPMATUBHBIX TIPABOBBIX aKTOB JJIsI
peai3anuu mpas rpaxkaH B cepe
MIEHCUOHHOTO 00ECTIeUeHUS ¥ COITUAITBHOM
3aIUTHI,

YMeHus: IpUMEHUTh Ha MPAKTUKE MOTyYCHHBIC
3HAHUS.

nK.1.2
OcymecTBISITh IPUEM
rpakKJaH 1o BOIIpOcam
MMEHCHOHHOTIO
obecreyeHus U
COIMAJILHOM 3aIlUTEI

3HaTh CUCTEMY
JIOKYMEHTAIMOHHOTO
o0ecrieueHus Ipu npueme
rpakJiad 1o BOIpocam
IIEHCHOHHOT'0 00ecneueHus 1
COLIMAJIBHON 3aIlUTHI, YMETh
NPUMEHHUTD Ha MMPAKTHKE
NOJTyYCHHBIC 3HAHUSL.

HeynosiaerBopurei
OTCyTCTBYIOT:
3HaHUS CUCTEMBI JIOKYMEHTALIMOHHOT'O
o0ecrnieueHus pu MprueMe rpakaaH mno
BOIIPOCaM MEHCUOHHOTO 00ecreYeHus 1
COLIMAJIbHOM 3alUTHI,
YMEHHS MPUMEHUTH Ha MPAKTUKE MOTyUYeHHBIE
3HaHUS.

Y10BJ1€TBOPUTEJbH
YactuyHo chopMUPOBAHHEIE:
3HaHUSI CUCTEMBI JOKYMEHTAIMOHHOTO
o0ecrniedeHus pu MpruemMe rpakiaaH 1no
BOIIPOCaM MEHCUOHHOTO 00ecreyeHus 1
COITMAJILHOM 3aIUTHI,
YMEHHUS MPUMEHUTDH HA MPAKTUKE TTOJTyICHHBIC
3HAHMS.

Xopouo
CdopmupoBaHHbIe, HO UMEIOIINE OTAETIbHBIE
HETOYHOCTH:
3HaHUS CUCTEMBI JIOKYMEHTAIIHOHHOTO
o0ecrieyeHns: Ipy IpueMe rpaxiaH 1mo
BOIIPOCAM MEHCUOHHOT'O 00ECTICYeHUS U
COILIMAJIbHOM 3aIllUTHI,

YMEHUS IPUMEHUTD HA MPAKTUKE NOJyUCHHbBIC




KoMnerennus

IInanupyemble pe3y/ibTaThl
o0y4ueHust

Kpurepun oneHuBanus pe3yibTaToB
o0y4eHust

Xopomuo
3HAHUSL.

OT1iau4HO
CuctemHO chopMupOBaHHEIE:
3HaHUS CUCTEMBI IOKYMEHTAIIMOHHOTO
o0ecreyeHns: Ipy IpueMe rpaxiaH 1mo
BOIPOCaM MEHCHOHHOTO 00eCTIeYeHUs U
COLIMAJIbHOM 3aIlIUTHI,
YMEHUS IPUMEHUTH Ha MIPAKTUKE MOJTYUYCHHBIE
3HAHWUSL.

nK.1.3

PaccmarpuBaTh naket
JIOKYMEHTOB 151
Ha3HAYCHUS IICHCHUH,
IMOCcOOMH, KOMITEHCALIMI,
JIPYTUX BBIIUIAT, @ TAKKE
MEp COUHAITBHOMN
MOAJIEPKKU OTACIIbHBIM
KaTeropusiM TpaxaaH,
HY>K/IaIOIIUMCS B
COLIMAJIbHOM 3aIlUTe

3HaATh CUCTEMY
JIOKYMEHTAIlHOHHOTO
obecrieueHus Mpu PacCMOTPEHUHN
nakeTa JIOKYMEHTOB st
Ha3HA4YeHUs [IEHCHUH, [I0OCOOHU,
KOMITEHCAIINM, IPYTUX BBIILUIAT, a
TaK)Xe Mep COLUAIbHOU
MOJIEPKKU OTACIbHBIM
KaTeropusiM rpaxkiaH,
HYXJAIOIKUMCS B COLMAIBHOMN
3allUTe, yMETh IPUMEHUTH Ha
MpPaKTUKE MOJyYECHHbIC 3HAHMUSL.

HeynosierBopureJ
OtcyrcTBUE:
3HaHUsL CUCTEMBI IOKYMEHTALIMOHHOT'O
oOecrieueHus Mpu PaCCMOTPEHUH TTaKeTa
JIOKYMEHTOB JIJII Ha3HAYCHHS TICHCUH, TTOCOOUH,
KOMIIEHCAIINH, APYTUX BBIILJIAT, @ TAKKE MEP
COIMAJIbHOW MOJJEPKKH OTIEITbHBIM
KaTeTOPHsIM TpaxkaaH, HYKIAIOIUMCS B
COITMAJIbHOM 3aIUTE,
YMEHUS MPUMEHUTDH HA MPAKTUKE TOJTyUCHHBIE
3HAHHSA.

YnoBaerBopuTeabH
YactruyHo c(hopMUPOBAHHBIE:
3HaHUS CUCTEMBI JIOKYMEHTAIIHOHHOTO
o0ecrieueHus Pu PaCCMOTPECHHH TTaKeTa
JIOKYMEHTOB JIJI1 Ha3HAUCHUS TICHCUH, TTOCOOUH,
KOMIICHCAIINH, IPYTUX BBIIIAT, @ TAKXKE MEP
COLIMAJIbHOW MOAIEPKKUA OTACIbHBIM
KaTeropusiM TpaxiaH, Hy KIaroUUMCs B
COIIMAJIbHOM 3alllUTe,
YMEHUS IPUMEHUTD Ha MPAKTUKE TOJTyYECHHbIE
3HaHUA.

Xopomuo
CdopmupoBaHHbIe, HO UMEIOIIHE OTACTbHBIC
HETOYHOCTH:
3HaHUS CUCTEMBI JOKYMEHTAIIMOHHOTO
oOecrieueHus Mpu PaCCMOTPEHUH TTaKeTa
JIOKYMEHTOB JIJII Ha3HAYCHHS TICHCUH, TIOCOOUH,
KOMIIEHCAIIMH, APYTUX BBIILJIAT, @ TAKKE MEP
COIMAIBHON MTOAICPKKUA OTACIbHBIM
KaTeTOpHsIM TpaxkaaH, HYKIAIOIUMCS B
COITMAJIbHOM 3aIUTE,

YMEHUS PUMEHUTDH HA MPAKTUKE TOJyUCHHBIE
3HAHUSA.

OT1anyHo




KoMnerennus

IInanupyemble pe3y/ibTaThl
o0y4ueHust

Kpurepun oneHuBanus pe3yibTaToB
o0y4eHust

OT1ian4yHo
CuctemMHO c(hopMUpOBaHHBIE:
3HaHUS CUCTEMBI JOKYMEHTAIMOHHOTO
o0ecrniedeHus Mpu PaCCMOTPEHHH TMaKeTa
JIOKYMEHTOB JIJII Ha3HAYCHHS TICHCUH, TTOCOOUH,
KOMITCHCAIINH, IPYTUX BBITIAT, @ TAKXKE MEP
COIMAIBHON TTOAICPKKH OTACIbHBIM
KaTeTOpHsIM TpaXKaaH, HYKIAIOITUMCS B
COITMAJIbHOM 3aIIUTE,
YMEHHS MPUMEHUTH HA MTPAKTUKE TOJTyUYCHHBIC
3HaAHMSI.

IK.1.4

Ocy1iecTBISThH
yCTaHOBIICHHE
(Ha3zHaueHwue,
nepepacuer, NepeBo),
WHCKCAIINIO U
KOPPEKTUPOBKY MEHCHUH,
Ha3Ha4YeHHe MOCOOuH,
KOMIIEHCAINH U APYTUX
COLIMAJbHBIX BBITLIAT,
UCIIONB3YS
nH(pOpMaITMOHHO-
KOMITBIOTePHBIC
TEXHOJIOTHH

3HaTh CUCTEMY
JOKYMEHTAIIHOHHOTO
o0ecrieyeHns Py yCTaHOBJICHUN
(Ha3HaueHUH, IepepacyerTe,
NEPEeBO/IE), UHACKCAINH U
KOPPEKTUPOBKE MEHCHH,
Ha3HAYCHUH [TOCOOUH,
KOMITCHCAIIHIA U IPYTHX
COLIMAJIbHBIX BBITUIAT, YMETh
UCTIOJIB30BaTh HH()OPMAITMOHHO-
KOMITBIOTEPHBIE TEXHOJIOTHH.

HeynosiierBopuren
OrcyTcTBHE:!
3HaHUS CUCTEMBI JIOKYMEHTAIIHOHHOTO
oOecrniedyeHus pyu yCTAaHOBJICHUH (Ha3HAYCHUH,
nepepacuere, IepeBoie), MHIEKCALUU U
KOPPEKTUPOBKE MEHCUI, HA3HAYCHUH TTOCOOUI,
KOMIICHCAIIMI U IPYTUX COLMAJIbHBIX BBIILIAT,
YMEHHUS HCTIOIh30BaTh HH()OPMAIIMOHHO-
KOMITbIOTEPHBIE TEXHOJIOTHH.

YaoBaerBopuTeabH
YactiuuHo c(hopMUpPOBAHHEIE:
3HaHUS CUCTEMBI JIOKYMEHTALIMOHHOTO
oOecrieueHus Py YCTAaHOBIICHUH (Ha3HAYCHUH,
nepepacyere, epeBoie), MHIEKCAlluu 1
KOPPEKTUPOBKE MEHCHIA, HAa3HAYCHUH MTOCOOUIA,
KOMIIEHCAIUI U IPYTUX COLMAJIbHBIX BBIILIAT,
YMEHHS UCTI0NIb30BaTh HH()OPMAIIMOHHO-
KOMITbIOTEPHBIE TEXHOJIOTHH.

Xopomuo
CdopmupoBaHHbIe, HO UMEIOIIHIE OTAETbHBIC
HETOYHOCTH:
3HaHUsS CUCTEMBI JIOKYMEHTALIMOHHOIO
oOecrieueHus NPy yCTAaHOBIICHUH (Ha3HAYCHHH,
nepepacuere, epeBo/ie), MHIEKCALUU U
KOPPEKTUPOBKE MEHCHI, HA3HAYCHHUH ITOCOOHI,
KOMITCHCAIINI M IPYTUX COIMAJIbHBIX BBITLIAT,
YMEHHUS HCIIOJIH30BaTh HH()OPMAIIMOHHO-
KOMITbIOTEPHBIE TEXHOJIOTHH.

OtanyHo
CucremHO chopMHUpOBaHHbIE:
3HaHUsL CUCTEMBI JIOKYMEHTAIIHOHHOTO
o0ecrieyeHrst Ipy YCTAaHOBJICHNH (HAa3HAUYCHUH,
nepepacuere, NepeBo/ie), MHACKCALUU U
KOPPEKTUPOBKE MCHCHIA, HA3HAYCHHUH MTOCOOUA,




KoMnerennus

IInanupyemble pe3y/ibTaThl
o0y4ueHust

Kpurepun oneHuBanus pe3yibTaToB
o0y4eHust

OT1an4yHO
KOMIICHCAIIMI U IPYTUX COLMAJIbHBIX BBIILIAT,
YMEHHsI UCII0JIb30BaTh HH()OPMAIIMOHHO-
KOMITbIOTEPHBIE TEXHOJIOTHH.

IIK.1.6
KoncynbTupoBath
rpakaaH u
NpeacTaBuTENEH
FOPUANYECKUX JTUIT TTO
BOITPOCAM IMIEHCHOHHOTO
oOecrieyeHus u
COITHAJIbHOM 3aIIUTHI

3HaTh CUCTEMY
JIOKYMEHTAI[MOHHOTO
obecrnieyeHus B mpolecce
KOHCYJIbTUPOBAHUS TpaXkiaH U
npecTaBuTeNel I0PUINYECKUX
JIUIT TIO BOTIPOCaM TIEHCHOHHOTO
obecreueHus U COIuaIbHOM
3aIUThI, yMETh TPUMEHUTH Ha
MPAKTUKE TIOTyYEHHBIC 3HAHUS.

HeynosiaerBopurei
OtcyrcTBUE:!
3HaHUs CUCTEMBI IOKYMEHTALIMOHHOT'O
obecreyeHus B MpoLecce KOHCYJIbTUPOBAHUS
TPaKJaH U IPEICTaBUTENICH IOPUINYECKHUX JTHI]
0 BOIIPOCaM NEHCHOHHOTO 00ecTeueHus 1
COLIMAJIbHON 3alUThl, YMEHUSI IPUMEHUTH Ha
MIPAKTUKE TOJyYeHHbIE 3HAHUS.
Y0BJ1€TBOPUTEJbH
YactuyHo chopMUPOBAHHBIE:
3HaHUSI CUCTEMBI JOKYMEHTAIMOHHOTO
o0ecrnieueHus B MPOLecce KOHCYIbTUPOBAHUS
rpa)<IaH U IpecTaBUTeNeH I0PUINYECKUX JTUI]
10 BOIIPOCaM IIEHCHOHHOT'O 00ecreyeHus 1
COIMAIPHON 3aIUTHI, YMEHHS IPUMECHUTH Ha
MPaKTUKE TIOJyYCHHbIC 3HAHUS.

Xopouo
CdopmupoBaHHbIe, HO UMEIOIINE OTAETIbHBIE
HETOYHOCTHU:
3HaHUS CUCTEMBI JIOKYMEHTAIIHOHHOTO
o0ecrieyeHurs B MpoIecce KOHCYIbTUPOBAHUS
TPaKJaH U PEICTaBUTENICH IOPUTNYECKUX JTHI]
10 BOMPOCaM TMIEHCUOHHOTO 00eCTICYeHHS U
COLIMAJIbHOM 3aIlUThI, YMEHUS IPUMEHUTH Ha
MPaKTUKE MOJyYCHHbIC 3HAHUS.

Otiamn4yHo
CuctemMHO c(hopMupOBaHHBIE:
3HaHUsL CUCTEMBI JIOKYMEHTALIMOHHOT'O
obecreyeHus B MpoLecce KOHCYIbTUPOBAHUS
TPaKJaH U IPEICTaBUTENICH FOPUINYECKHUX JTHI]
0 BOIIPOCaM MEHCHOHHOTO 00ecTeueHus 1
COLIMAJIbHOM 3alUTHI, YMEHUSI IPUMEHUTH Ha
MIPAKTUKE TOJy4YeHHbIC 3HAHUA.

OK.9
OpueHTHpoBaThCS B
YCJIOBHSIX ITOCTOSTHHOTO
WU3MEHEHUS IPaBOBOM
0a3bl

YMeTh NIPpUMEHSTh
TEOpETUUECKHE 3HAHUSI 110
JUCIUIUIMHE B YCIOBUSX
MOCTOSIHHOTO U3MEHEHMUS
IIPaBOBOM 0a3bl.

HeynosierBopure
He ymeer npumeHsTh TEOpEeTUYECKHE 3HAHUS 110
JTUCITUTIIMHE B YCIOBUSX MTOCTOSTHHOTO
W3MEHEHUS TTPaBOBOM Oa3bl.
Y10BJ1€TBOPUTEbH
YacTU4HO yMEET NPUMEHSTh TEOPETUUECKUE
3HAHUS 10 TUCIUTINHE B YCIOBHIX
MTOCTOSTHHOTO M3MEHEHHMSI IPaBOBOW Oa3bl.




KoMnerennus

IInanupyemble pe3y/ibTaThl
o0y4ueHust

Kpurepun oneHuBanus pe3yibTaToB
o0y4eHust

Xopomuo
YMeeT NpuMeHsTh TEOPETUUECKUE 3HAHUS 110
JUCUUIUIMHE B YCIOBUAX MOCTOSHHOTO
M3MEHEHUs IPABOBOM 0a3bl, HO HE BCETa
YBEpPEHHO.

OT1an4yHO
YMeer NpuMeHsTh TEOPETUUECKUE 3HAHUS 110
JUCUUIUIMHE B YCIOBUAX MOCTOSHHOIO
W3MEHEHUS MTPaBOBOM Oa3bl.




OueHoYHbBIE CPEACTBA TEKYIIEr0 KOHTPOJISI M IPOMEKYTOUYHOM aTTecTanun

Cxema gocTaBku ;. ba3zoBas

Bua MeponpusiTusi NPoMe:KyTOUHOI aTTectanmu : JluddepenunpoBanuslii 3auet
Cnoco0 npoBeeHust MepoONPHUATHS MPOMEKYTOYHOM aTTecTanuy : OlEHKa 10 JUCHUILUIMHE B paMKax
IPOMEKYTOUHON aTTEeCTAllUU OIPEIENIIETCSl Ha OCHOBE 0ayIoB, HAOpAHHBIX 00YUYAIOIIUMCS Ha KOHTPOJIbHBIX

MEPONPHUITUSX, TPOBOJIUMBIX B T€UEHHE YUYEOHOTO TIEpUO/Ia.
MakcuMajbHOe KoJIu4ecTBo 0ayioB : 100

KonBepranusi 6a/U10B B 0TMETKHU

«otau4Ho» - ot 81 g0 100

«xopomo» - ot 61 no 80

«YJOBJIETBOPUTEJbHO» - 0T 43 10 60
«HeYI0BJIETBOPUTEIbHO» / «<He3a4TeHo» MeHee 43 Oaia

Komnerenuus Meponpusitue
TeKYUIero KOHTPOJIsI

Koutposmpyemblie 3jieMeHTbI
pe3yJibTAaTOB 00y4eHHsI




Komnerennus

Meponpusitue
TeKyl1ero KOHTPoJIst

KonTposnpyemble 3jieMeHTbI
pe3yJbTaTOB 00yUeHUus

IK.1.1

OcymiecTBIsITh
npodeccuoHanbHOE TOJIKOBAHNE
HOPMAaTUBHBIX IIPABOBHIX aKTOB
JUTS pealii3alvy MpaB Tpak]iaH B
chepe NEHCHOHHOTO 00ECTICYCHUS
Y COLMAJIBHOM 3aIlATHI

IIK.1.2

OcCy1IecTBISATh IPUEM TPaKIaH 110
BOIIPOCAM IMEHCHOHHOTO
o0ecrieueHus U COUanbHON
3aIUTHI

IIK.1.3

PaccmaTpuBath maket JOKYMEHTOB
JUTSI HA3HAYEHUS TICHCHIA, TTOCOOHIA,
KOMIIEHCAIINH, JPYyTUX BBIILJIAT, a
TaK)Ke MEp COIMAILHOM
MOAJEPKKH OT/IETIbHBIM
KaTeropusiM TpaxkJiaH,
HYKJAIOUIUMCS B COLUAIBHON
3aIuTe

IK.1.4

OcCy1IecTBISTh YCTAaHOBJICHHUE
(Ha3HaueHue, nepepacyer,
MepeBO/), MHICKCALIUIO 1
KOPPEKTUPOBKY IIEHCUH,
Ha3HAYCHHE ITOCOOUI,
KOMIIEHCAINH U JPYyTHUX
COLIMAJTILHBIX BBITLJIAT, UCTIONB3YS
MH(GOPMaLIMOHHO-KOMIIBIOTEPHBIE
TEXHOJIOTHH

IIK.1.6

KoncynpTupoBats rpaxian u
IpeJICTaBUTENEH IOPUANYECKUX
JIUIT TIO BOTIPOCaM TIEHCHOHHOTO
obecrieueHust ¥ COIUaIbHOM
3aIUTHI

OK.9

OpHEeHTHUPOBATHCS B YCIOBUIX
MTOCTOSTHHOTO U3MEHCHHSI
paBoOBOM 0a3bl

Tema 1. 2. Cucrema
OpraHU3aIMOHHO -
pacnopsAuTeILHON
JIOKyMEHTAIUU
ITucbMeHHOE KOHTPOJIbHOE
MeponpusiTue

3HaHHUE CUCTEMBI
OpraHU3alMOHHO-PACTIOPS TUTEIHHOM
JIOKYMEHTAIUU 110 YKOHOMUYECKHUM,
MIPaBOBBIM, COLIUATLHBIM, BOIIPOCAM,
CTpaxoBOMY U OAHKOBCKOMY JIe]Ty, YMEHHE
MPUMEHUTH Ha MPAKTUKE TOJITyYCHHbBIE
3HaHUS.




Komnerennus

Meponpusitue
TeKyl1ero KOHTPoJIst

KonTposnpyemble 3jieMeHTbI
pe3yJbTaTOB 00yUeHUus

OK.2

Opranu3oBbIBaTh COOCTBEHHYIO
JIESITEIbHOCTD, BHIOMPATh THIIOBBIC
METO/]IbI ¥ CIIOCOOBI BHIIOTHEHUS
po¢eCCHOHAIBHBIX 337124,
OLICHUBATh UX 3(PPEKTUBHOCTD U
KayecTBO

OK.3

IIpuHuMaTe penieHus B
CTaHJIAPTHBIX U HECTAHIAPTHBIX
CUTYaIUsX U HECTH 32 HUX
OTBETCTBEHHOCTb

OK 4

OcCyIIecTBIATh MOUCK U
UCIIONIb30BaHUE HH(POPMAIIHH,
HeoOXxoauMo 1715t 3¢ (HEKTUBHOTO
BBITIOJTHEHUSI TPO(ECCUOHANBHBIX
3aja4, mpohecCuOHaNBLHOTO U
JUYHOCTHOTO Pa3BUTHUS

OK.8

CaMOCTOSATENBHO ONPEAETATh
3a/1auu MPo(PEeCcCHOHATBHOTO U
JUYHOCTHOT'O Pa3BUTHS,
3aHUMATbhCS CaMOOOPa30BaHUEM,
OCO3HAHHO MJIAHUPOBATh
MOBBIIICHUE KBATH(DUKAIIUT

Tema 2.2. Opranu3zanus
JOKYMEHT0000pOoTa
MPEPUITHS

ITncbMeHHOE KOHTPOJIbHOE
MeponpusiTue

3HaHue 0a30BBIX MPUHLIUIIOB CUCTEMBbI
JOKYMEHTO000pOTa MPEIIPUSATHS, YMEHUE
IPUMEHHUTDH Ha MPAKTHKE MOTy4YEHHbIE
3HaHUS.




Komnerennus

Meponpusitue
TeKyl1ero KOHTPoJIst

KonTposnpyemble 3jieMeHTbI
pe3yJbTaTOB 00yUeHUus

OK.1

[ToHumath CymHOCTb U
COLIMATIbHYIO 3HAYUUMOCTb CBOEH
Oynyiei npodeccuu, IposBIATh K
HEW yCTOWYHMBBIA HHTEPEC

IIK.1.1

Ocy1iecTBIsAThH
MpoeCCHOHAIBHOE TOJIKOBAaHUE
HOPMATUBHBIX TIPABOBBIX aKTOB
JUTSL peaniu3aliiy MpaB rpaxk/iaH B
cdepe MeHCUOHHOTO 00eCTIeUeHUs
Y COLMAJIBHOM 3aIlUTHI

IIK.1.2

OcCyIecTBIATh IPUEM TPasKIaH 1Mo
BOITPOCAM IEHCUOHHOT'O
obecreyeHust ¥ COLMaTbHOM
3aIUTHI

IIK.1.3

PaccmaTpuBath naker JOKYMEHTOB
JIUIS Ha3HAYEHHS IIEHCHH, TTOCOOUH,
KOMIIEHCAIIU, JPyTruX BBIILJIAT, a
TAKXKE MEp COUUAITBHOM
MOJIEPKKU OTACITbHBIM
KaTeropusiM TpaxiaH,
HY>K/IaIOIIUMCS B COLIMAIBHOM
3alluTe

IIK.1.4

Ocy1ecTBISATh YCTAHOBJICHUE
(Ha3HaueHue, mepepacyer,
MEPEeBO/T), MHACKCAIUIO U
KOPPEKTUPOBKY MEHCHUH,
Ha3Ha4YeHHe MOCOOuH,
KOMIIEHCALNI U APYTUX
COLIMAJIbHBIX BBIILJIAT, UCIOJB3YS
MH()OPMAITMOHHO-KOMITBIOTEPHBIE
TEXHOJIOTHH

IK.1.6

KoncynbpTupoBath rpaxaan u
IIPEACTABUTENEH FOPUIUIECKUX
JIUII TIO BOTIPOCaM NIEHCUOHHOTO
o0ecrieueHus U COUanbHON
3aIUTHI

OK.2

Opranu3oBbIBaTh COOCTBEHHYIO
JIESITEIbHOCTD, BHIOMPATh THIIOBHIE

Tema 2.3. CucremaTnsanus
JIOKYMEHTOB U UX XpaHECHHE
HNTOrosoe KOHTPOJIbHOE
MeponpusiTue

3HaHue 6a30BBIX IPUHIIUIIOB
CUCTEMATHU3AINH JOKYMEHTOB U UX
XpaHeHue B cdepe IpeanpusTuid,
KPEIUTHBIX OpPTaHU3allui, CTPAXOBBIX
KOMITAaHHM, yMEHHE TPUMEHUTH Ha
MPaKTUKE MOJIyYCHHBIC 3HAHMUSL.




Komnerennus

Meponpusitue
TeKyl1ero KOHTPoJIst

KonTposnpyemble 3jieMeHTbI
pe3yJbTaTOB 00yUeHUus

METO/JIbI ¥ CIIOCOOBI BHIMOTHEHUS
npodeccuoHaNbHBIX 3a71a4,
OIICHUBATh UX YP(HEKTUBHOCTH U
Ka4yecTBO

OK.3

IIpuHuMaTe penieHus B
CTaHJIAPTHBIX U HECTAHJIAPTHBIX
CUTYyalMsAX U HECTHU 32 HUX
OTBETCTBEHHOCTh

OK 4

Ocy1ecTBIATh MOUCK U
UCIIOJIb30BaHUE HH(POPMAIIHH,
HeoOxoauMoi A71st 3 PeKTUBHOTO
BBITIOJTHEHHSI TPO(ECCUOHATBHBIX
3aj1a4, Npo(hecCHOHAIBHOTO U
JUYHOCTHOTO Pa3BUTHUS

OK.5

Hcnons3oBaTh HHGOPMAITMOHHO-
KOMMYHHKAI[MOHHbIE TEXHOJIOTUU
B Npo¢eCcCHOHATHHOM
JeSITeTbHOCTH

OK.8

CaMoCTOsITEILHO ONIPEACIIATh
3a1aun Mpo(ecCHOHATLHOTO
JMYHOCTHOTO Pa3BHUTHS,
3aHUMATbCs CaMOOOPa30BaHUEM,
OCO3HAHHO IJIAHUPOBATH
MOBBIIIEHUE KBATH(PUKAITUT
OK.9

OpueHTHUPOBATHCS B YCIOBUIX
MOCTOSIHHOTO U3MEHEHHUSI
MPaBOBOI 0a3bI

Crnenudukanusi MeponpuATHI TEKylIero KOHTPOJIA

Tema 1. 2. CucreMa OpraHu3alMOHHO - PaCHOPAAUTEIbHON JOKYMEHTAllUH

HpOI[OJ'I)KI/ITeJ'IBHOCTB IMPOBCACHUA MCPOIIPUATHUA HpOMe)KYTOqHOﬁ arrectanuu: 1 yaca

VYcnoBus TpoBEAEHUS MEPOTIPUSITHUS: B YAChl ayAUTOPHOM padoThI

MakcumanbHBIA 0ajl, BRICTABISEMBIN 32 MEPOTIPUITHE MPOMEKYTOUHOM atTectanun: 30

[Tpoxoxnoii 6amr: 13

Iloxka3atenu oueHMBaHUSA Banasbi
ITpaBmiibHOCTSH pemienus B quanasone ot 90% no 100% 30
ITpaBuiibHOCTB penieHus B quana3zoHe oT 75% 1o 89% 20




ITpaBmiibHOCTB penieHus B quana3zone oT 55% no 74%

13

Tema 2.2. Opranuzanusi J0KyMeHT0000pOTA NMpeaNPUATHS

[Tpo10IKUTETLHOCTD MTPOBEICHUS MEPOTIPUSATHS IPOMEKYTOUHOM aTtTecTanuu: 1 yaca
Y coBUs TPOBEICHUS MEPOTIPUATHS: B YACHI aAYINTOPHOH PadoThI

MaxkcuMaibHBIN 0aJi1, BEICTABIIIEMBIH 32 MEPONPHUATHE MPOMEKYTOUHOM aTTecTanuu: 30
[Tpoxoxnoii 6amr: 13

IMoka3aTe/n oneHNBaHUS Banabr
3HaeT NPUHLUIIBI OPTraHU3aLUHU JTOKYyMEHTO000pOTa, yMEEeT apryMEHTUPOBAHHO JIEJIaTh BHIBOJIBI. 10
3HaeT MPUHLUIBI U MPaBWJIA y4eTa U KOHTPOJIS UCTIOIHEHHSI TOKYMEHTOB. Y MeeT 10
PETHCTPUPOBATH JOKYMEHTBI, OCYIIECTBIISATH KOHTPOJIb HCIIOTHEHHS
3HaeT HOpMaTHUBHO-TIPaBOBYIO 0a3y B 00J1aCTH 3JEKTPOHHOTO JOKYMEHTO000pOTa, yMEET 7
HNPUMEHATh TEXHOJIOTUU aBTOMAaTH3HMPOBAHHON 00pabOTKH IOKYMEHTOB
3HAET OCHOBHBIE MPAaBUJIa OPTaHU3AINH PAOOTHI C KOHPHUICHIIMAIHHBIMH JTOKYMEHTaMH 3
Tema 2.3. CucremaTu3anus J0KyMEHTOB U UX XPaHEHH e
[Tpo1oKUTETBHOCTD IPOBEACHHS MEPOIIPUATHS MPOMEXKYTOUYHOU arTectanmu: 1 yaca
VY cnoBus MpOBEICHHUS MEPOIIPUATHS: B 4ACHI Ay AUTOPHON PadoThI
MakcumanbHbIH 0asu1, BEICTABISIEMBII 32 MEPONIPUSATHE IIPOMEKYTOUHOH arTecTanuu: 40
[Tpoxoxnoii 6amr: 17
IMoka3aTe/n oneHNBaHUS Banabr
IIPaBWJIBHOCTH pelieHus B quana3one oT 90% no 100% 40
IIPaBWJIBHOCTH pelIeHUs B [uana3zoHe oT 75% 1o 89% 25
IIPaBWJIBHOCTH pelIeHUs B [uana3zoHe oT 55% no 74% 17




