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1. MACMOPT NPOrPAMMbI YYEEHOW AUCLUNNUHBI
On.o5 AOKYMEHTAUUMOHHOE OBECIEYEHUE YINPABJIEHUA

1.1. O6nacTb NpUMeHeHUsA NpPorpaMmmbl

Mporpamma y4yebHOW  OUCUMNAUHBI  ABNSAETCS  YacTbld  MpoOrpamMmbl  NOATOTOBKM
cneunanuctoB cpegHero 3eeHa ([MMNCC3) no cneuymnansHoctn CMO 38.02.05 ToBapoBeaeHune n
3KCnepTu3a kayecTsa NoTpedbuTenbLCKNX TOBapOB.

1.2. Mecto pgucuunuHbl B  CTPYKType OCHOBHOM npodeccrmoHanbHomn
obpasoBaTenbHOM NpPorpamMmbi:

OucumnnuHa  Ol1.05 [JokymeHTaumoHHoe obecrneyeHne ynpaBneHUs OTHOCUMTCA K
npodgeccmnoHanbHOMy LKy obLienpodeccnoHanbHbIX AUCLMNINH

1.3. Uenn wn 3apaum AucuunmHbl — TpeboBaHMA K pe3ynbTaTtaM OCBOEHUs
AUCLUNSIVHDI:

B pesynbTate 0CBOEHMS OUCLUMNITMHBI OByYaloLWNACA AOMKEH YMETb:

opopMNATE U NPOBEPATbL NPABUITbLHOCTE OPOPMIIEHNS AOKYMEHTaLUUn B COOTBETCTBUU C
YyCTaHOBJMEHHbIMW TpeBoBaHMAMM, B TOM YUCIE UCMOSb3ya MHPOPMALMOHHbIE TEXHOMOMNN;

OCYLLECTBNATb aBTOMATU3NPOBaHHYO 06paboTKy AOKYMEHTOB;

OCYLLECTBIATb XpaHEeHNe U NOUCK JOKYMEHTOB;

NCNonb3oBaTb TENEKOMMYHUKALMOHHbBIE TEXHOSOMNW B 9NIEKTPOHHOM AOKYMEHTOOB0POTE;

B pesynbTate 0CBOEHMS OUCLMNNNHBI O0YYaloLWMACS AOMKEH 3HATb:

OCHOBHbl€ MOHATMA: Uenu, 3agadv W NpUHUMNbl  AOKYMEHTALMOHHOro obecneveHus
yrnpaBneHus;

CUCTEMbI LOKYMEHTaUNOHHOro obecneyeHns ynpaBneHns, X aBTomaTusaumio;

Knaccudukaumo JOKYMEHTOB;

TpeboBaHMA K COCTaBMEHUIO N OCPOPMIEHUIO JOKYMEHTOB;

opraHusaumio JoKymeHToobopoTa: npuem, o6paboTKy, perncTpauuto, KOHTPOIb, XpaHeHne
AOKYMEHTOB, HOMEHKNaTypy Aen.

B pesynbTtate ocBoeHus y4ebHON gucumMninHbl y obyyatowieroca dopmmpytotca oblume n
npodeccroHarbHble KOMMETEHUUN:

OK 1. TloHMmaTb CYWHOCTb WM coumnanbHyr 3HaAa4YMMOCTb CBoen Oyayuien npodpeccum,
NPOSABAATb K HEN YCTOMYMBBLIN NHTEPEC.

OK 2. OpraHusoBbiBaTb COOCTBEHHYK AEATENbHOCTb, BbLIOMpPAaTb TUMOBbIE METOAbI U
cnocobbl BbINOMIHEHNST NPOECCUOHanNbHbIX 3aA4ad, OLueHBaTb MX 3(PEKTUBHOCTb M Ka4yecTBO.

OK 3. MNpuHMMaTh pelleHns B CTaHO4aPTHLIX M HECTAHAAPTHbLIX CUTYaLUMAX U HECTU 3@ HUX
OTBETCTBEHHOCTb.

OK 4. OcywectenaTtb MOMCK M WCMONb30BaHME WHGOPMauMM, Heobxogumon aOns
3(bEeKTUBHOrO BLINOMHEHMA NpodeccuoHanbHbIX 3agad, NPodecCMoHanbHOro M NIMYHOCTHOMO
pasBUTHKS.

OK 5. BrnageTtb MHpOPMALMOHHON KyNbTypOKr, aHann3MpoBaTb 1 OLEHUBaTb MHGOPMaLUIO
C ncnonb3oBaHMeM MHPOPMALIMOHHO-KOMMYHUKALMOHHBLIX TEXHOSTOTUIA.

OK 6. PabortaTb B KONnnektMee W KomaHae, 3ddekTmBHO obLiaTbCca € Komneramu,
PYyKOBOACTBOM, NnoTpeburensamu.

OK 7. bpatb Ha cebsa OTBETCTBEHHOCTb 3a paboTy uYNeHoB KoMaHAbl (MOAYMHEHHbIX),
pe3ynbTaT BbINONHEHWS 3a4aHUN.

OK 8. CamoctoaTenbHO onpefenaTe 3agayn npodeCcCMOHANbHOrO M JIMYHOCTHOrO
pasBuUTUs,  3aHUMaTbCs  camMoobpa3oBaHMEM,  OCO3HAHHO  MNMaHUPOBaTb  MOBbILIEHME
KBanuukauymm.

OK 9. OpueHTupoBaTbCA B YCMOBUAX YACTOM CMEHbI TEXHOMOMMA B NPOEeCCUOHanbHOM
AEATENbHOCTN.

MK 1.1. BeisiBnaTe NoTpebHOCTL B TOBapax.

MK 1.2. OcyLwecTBnaTb CBA3W C NOCTaBLUMKaMK U NOTpebuTensaMm NpoayKunu.

MK 1.3. YnpaBngaTb ToBapHbIMK 3anacamMu U NOTOKaMMu.

MK 1.4. OchopmnATb 4OKyMEHTALMIO Ha NOCTaBKY U peanu3aunio ToBapoB.

MK 2.1. geHTuduumposaTb ToBapbl N0 aCCOPTUMEHTHON NPUHAANEXHOCTMU.

MK 2.2. OpraHu3oBbiBaTb 1 NPOBOANTL OLLEHKY KadecTBa TOBApOB.
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MK 2.3. BoinonHsaTb 3agaHusa akcrnepTa Goree BbICOKOW KBanudukaumm npu npoBegeHun
TOBapoOBELHOM IKCNEepPTU3bI.

MK 3.1. YyactBoBaTb B MMaHUPOBAHMM OCHOBHbLIX MoOKasaTenen AedaTenbHOCTU
opraHusaumm.

MK 3.2. NMnanunpoBaTth BbINOSIHEHNE PabOT NCMONTHUTENSIMIA.

MK 3.3. OpraHusoBbiBaTb paboTy TPYAOBOro KOMSEKTMBA.

MK 3.4. KoHTponupoBaTb X04 W OUEHMBaTb pes3ynbTaTbl BbINONHEHUS paboT
NCNONHUTENSMMW.

MK 3.5. OhopMnATb Y4ETHO-OTHETHYIO JOKYMEHTALMIO.

1.4. Konn4yecTBO YacoB Ha OCBOEHWE NporpaMmmMbl AUCLUNIIUHbI:
MakcumarnbHou yuyebHom Harpy3kmn obydatoweroca 80 4acos, B TOM YMCHIE:
00s13aTENBbHON ayanTOpHOM y4ebHom Harpy3kmn oby4datoweroca 48 yaca;
camocTosiTenbHOM paboTbl obyyatowerocss 32 yaca.



2. CTPYKTYPA U COOAEP>XXAHUE YYEEHOW OUCLUUNINHDI
2.1. O6bem yuyeOHOM AUCUUNIIMHBI U BUAbI y4eOHOM paboThbl

Bupa yye6HOM paboThl O6bem
YyacoB

MakcumanbHasa y4ebHas Harpy3ka 50
ObGs3aTenbHas ayaMTopHasa y4yeOHasa Harpyska 32
B TOM YuUcrne:
NpakTUYeCKNE 3aHATUS 18
CamocTosiTenbHas paboTta oby4arowerocs 18
B TOM Yucrne:
noaroToBUTL coobLleHne «3JTanbl pasBUTUs [OKyMeHTauuoHHoro obecneveHus 2
ynpasneHuns B Poccun»
OoxXapakrtepunsoBaTtb npasunia Od)OpMJ'IeHI/IH oTAaesibHbIX  BMAOOB PEeKBN3NTOB 2
OpraHun3aumoHHO-pacnopagnTeribHbIX JOKYMEHTOB
paspabotaTb MNOMOXEHWEe O CTPYKTYPHOM noppasferneHun  opraHusaumm u 2
OOJPKHOCTHYIO MHCTPYKLMIO TOBapoBeaa-aKeneprta
ochopmunTb Tabnuuy «Buabl cnyxebHbix nucem» 2
0OPMUTL NINYHBIN FICTOK MO YY4ETY KagpOB M JINYHYIO KapTOYKy oopMbl T-2 2
0opMUTb pPEKOMEHAATeNbHOE MUCbMO M pe3ioMe Ansa npuvemMa Ha paboty B 2
Ka4yeCTBe TOBapoBeae-akcnepTa
onucatb TpeboBaHNSA K HOPMUPOBAHMIO AeN 2
COCTaBuUTb ONUCb Agena 2
0bOpMUTb aKT Ha nepedadvy JOKYMEHTOB B apXvB 2

lMpomexxymoyHass ammecmauyus e ghopme dughghepeHyuposaHHO20 3a4ema




2.2. TemaT4eCcKui NNaH U cogepkaHme y4e6HOM AUCLUNIIUHDI

OnN.05 lokymeHTauMOHHOe obecnevyeHue ynpaBneHus

HavmeHoBaHue pa3genoB u CopepxaHue y4ebGHOro matepmana, npaktmiyeckue paboTtbl, camocTosiTenibHasa paboTta O6bem YpoBeHb
TeM obyyarwmxcs YyacoB OCBOEHMSA
1 2 3 4
Paspen 1. 34
[JokymeHTaunoHHoe
obecne4yeHue ynpasneHus
Tema 1.1. CopepxaHue 2 2
[denonpon3BoACTBO Kak 1 HopmaTtuneHo-meToamnyeckasa 6a3a JOKYMEHTALMOHHOro obecneyeHns ynpaBneHus
oAHa n3 yHKUMn 2 [MoHATNE AOKYMEHTa, CBOWCTBA OKYMEHTA, CNOCOObl JOKYMEHTUPOBAHUSA
ynpasneHua 3 Buabl OOKYMEHTOB (OOKYMEHTbl MO OOLWMM M aAMUHUCTPATMBHBIM BOMPOCaM; AOKYMEHTbI MO
PYHKUMAM ynpaBneHus)
4 Knaccudumkaums gOKyMeEHTOB
CamocTosiTenbHasa pabora 2
1 CamoctositenbHaa pabotra Ne 1. [logrotoButb coobueHne «3JTanbl  pas3BUTUS
AOKYMEHTaLUMOoHHOro obecnevenns ynpasneHuns B Poccun»
Tema 1.2. CopepxaHue 2 2
OcdhopmMneHne peKBU3UTOB 1 YHudUUnpoBaHHasa cuctema opraHnsaLMoHHO-pacnopsamTensHon gokymeHtaumm (YCOP[)
AOKyMEHTOB 2 Popmynsp — obpasey opraHn3auMoHHO-pacnopsanTeNbHbIX JOKYMEHTOB
3 Bugbl 6naHkoB (0Owmn GnaHk, 6GnaHk nucbma, GnaHK KOHKPETHOro Buaa [OKyMeHTa, GraHk
OOIMKHOCTHOro nuua)
4 TpeboBaHus k ohopmneHnto JOKyMmeHToB. [paBnna odhopMneHnss pekBn3NToOB JOKYMEHTOB
MpakTnyeckoe 3aHATUE 2
1 Mpaktnyeckoe 3aHATMEe Ne 1. OdopmneHne ONaHKOB [OKYMEHTOB Mo obpasyy u c
ucnonb3oBaHue popmynsapa-obpasuya opraHM3aLMOHHO-pPacnopPaaMTENbHON AOKYMEHTAL MM
CamocTtosiTenbHasa paboTta 2
1 CamocTosATenbHasa pab6oTta Ne 2. Oxapakrtepu3oBaTtb NpaBuna opoOpMIIEHNst OTAENbHbIX BUOOB
PEKBM3UTOB OPraHn3aLnMOHHO-PaCNoOPSANTENbHBIX JOKYMEHTOB
Tema 1.3. CopepxxaHue 2 2
OdopmneHue 1 OpraHu3aunoHHO-NpaBoBble [JOKYMEHTbl: yCTaB, MOSIOXEHWE, MpaBuna BHYTPEHHETO
OpraH1M3aLMOHHO-NPaBOBOMN TPYOOBOro pacrnopsika, LTaTHoe pacnucaHue, CTPYKTypa M LWTaTHas YUCNEHHOCTb, UHCTPYKLNN.
M OpraHM3aLuoOHHO- PekBn3anTbl n TpeboBaHnsa K 0hOpMIIEHUIO
pacnopsguTenLHon 2 Buabl  opraHu3auMoOHHO-pacnopsauTENbHON  OOKYMeHTauuu  (MOCTAHOBIIEHUS),  peLUeHus,
AOKyMeHTauuun yKasaHusi, npukasbl). PekBuanTbl 1 TpeboBaHusl K 0opopMIIeHNO
lMpakTnyeckue 3aHATUA 4
1 | NMpaktnueckoe 3aHATMe Ne 2. OdopmrneHue NpOeKTOB  OpraHu3aLyoHHO-NPaBOBOIl 2
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HaunmeHoBaHue pa3genos u CopepxaHue y4ye6Horo matepuana, npakTuieckue pabotbl, camocTosiTenbHas paboTta O6bem YpoBeHb
TeM obyuarowmxcs Yacos 0oCBOEHUA
1 2 3 4
OOKYMeHTauunu
2 MpakTtnyeckoe 3aHATME Ne 3. PaspaboTka NpPOEKTOB OpraHM3auMOHHO-pacnopsiAUTENbHOWN 2
OOKYMeHTauunu
CamocrosaTenbHas paboTa 2
1 CamoctostenbHaa pabota Ne 3. PaspaboraTtb nonoxeHue O CTPYKTYPHOM nogpasgerneHumn
opraHnsaumv 1 JOMKHOCTHYIO MHCTPYKLIMIO TOBapoBeada-aKenepTa
Tema 1.4. CopepxaHue 2 2
CnpaBou4Ho- 1 Buapbl cnpaBoYHO-MHOPMALIMOHHBIX JOKYMEHTOB
UH(OpMaLMOHHas 2 PekBu3anTbl 1 npasnna opopMneHns cnpaBov4HO-UHAOPMALIMOHHBLIX JOKYMEHTOB
AOKyMeHTauuA 3 CnyxebHble nncbMa 1 Ux Buabl. PEKBM3UTBI MUCEM
4 TpeboBaHUs K 0POPMITEHNIO NNCEM. YHUMKALMS TEKCTOB
MpakTnyeckoe 3aHATHE 4
1 MpakTnyeckoe 3aHatue Ne 4. OchopmneHre cnpaBovYHO-MHPOPMALMOHHBIX JOKYMEHTOB 2
2 MpakTnyeckoe 3aHsaTHe Ne 5. CoctaBneHne genoBbiX NMCEM 2
CamocTosATenbHas paborta 2
1 | CamocTosiTensHas pa6ota Ne 4. OchopmuTb Tabnuuy «Buabl cnyxebHbIX nucem»
Tema 1.5. CopepxaHue 2 2
KapgpoBasa nokymeHTauus 1 Buabl n Ha3HayYeHve KagpoBon JokyMmeHTaumn. CoctaB KagpoBOW JOKYMEHTALMM
2 Buapl 3asBneHnin no nnyHomy coctasy. TpyaoBon JoOroBop
3 JInyHag kapToyka popmbl T-2. JIMYHBIA IMCTOK NO y4eTY Kagpos
4 TpyOoBble KHWDKKW, NPUKa3bl NO IMYHOMY COCTaBy, pestoMe, aBTobunorpadus
5 CocTaB AOKYMEHTOB NIMYHOro fena coTpyaHuka. Onucb NMYHOro gena coTpyaHuka
lNMpaKkTnyeckoe 3aHATUE 2
1 | NpakTtnueckoe 3aHaTue Ne 6. OdopMrieHe JOKyMEHTOB MO JIMYHOMY COCTaBY
CamocTosATenbHasa paboTa 4
1 CamocTosatenbHasa pa6ota Ne 5. OdopmMuTb NUYHBIA MMCTOK MO YYEeTy KagpoB M JIMYHYIO 2
KapTouyKy cpopmbl T-2
2 CamocTtosiTtenbHaa pa6ota Ne 6. OdopmuTb pekomMeHOaTenbHOe MUCbMO W pestome AOfis 2
npvema Ha paboTy B KayecTBe TOBapoBede-aKcnepTa
Paspen 2. TexHonorus 16
BeAeHus
genonpousBoacrea
Tema 2.1. 1 HokymeHTo000poT. O0Wme npaBmnia opraHn3aunm JOKYMEHTO000poTa B OpraHusauum 2
OpraHusauums 2 Mpuem n 06paboTka NOCTyNnawLWmMX JOKYMEHTOB
AoKkymeHTOOGOpoOTa B 3 Pernctpauvsa n nugekcaums goKkymeHToB. Popmbl pernctpaumnm JOKYMEHTOB
opraHusauumsx. 4 [Mopsagok NpoxoxaeHns co3gasaemblx 4OKYMeHTOB. KOHTPOb UCNONHEHUS AOKYMEHTOB
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HavmeHoBaHue pa3fenoB u CopepxxaHue yueb6HOro matepmana, npaktu4yeckue pabortbl, caMmocTosiTeNibHasA pabéoTa O6bem YpoBeHb
TeM obyyarwmxcs YyacoB OCBOEHMSA
1 2 3 4
HomeHknaTypa gen 5 HasHayeHue n Bnabl HOMeHKnaTypbl gen
6 TpeboBaHUS K COCTABNEHMNO HOMEHKNATYPbI Aen
MpakTnyeckoe 3aHATHE 4
1 MpakTuyeckoe 3aHsitue Ne 7. PaspaboTka XypHamoB perucrpaumm BXOAALUUX, UCXOAALLMX, 2
BHYTPEHHMX JOKYMEHTOB
2 MpakTnyeckoe 3aHsaTne Ne 8. CoctaBneHne HoOMeHKNaTypbl gen 2
CamocrosaTenbHas paboTa 2
1 | CamocTosiTensHas pa6ota Ne 7. Onucatb Tpe6oBaHMs K (DOPMMPOBAHUIO Aen
Tema 2.2. CopepxaHue 2 2
MoaroTtoBka gen K 1 AKcnepTrsa LeHHOCTN JOKYMEHTOB, MeToanka ee npoefeHus. CoctaB aKCnepTHOM KOMUCCUN
nocneayowemMy xpaHeHuno 2 Onucb JOKYMEHTOB, HaXOAsaLWMXCS B gene
M ncnosnb3oBaHno 3 XpaHeHne fen B TEKyLLEM AeNonpon3BoacTee
4 Mepepaya gen B apxmB. CocTaBneHNe akToB O BblAENEHNN AOKYMEHTOB K YHUUTOXEHWIO
MpakTnyeckoe 3aHaATUE 2
1 | Npaktnueckoe 3aHaTue Ne 9. OcyliecTBRNeHNe KCNepTH3bl LIEHHOCTU JOKYMEHTOB
CamocTrosaTenbHas paboTa 4
1 CamocTtosTenbHas pabota Ne 8. CoctaButb onuch gena 2
2 CamocTosatenbHas pabota Ne 9. Ocopmutb akT Ha nepegady JOKYMEHTOB B apXxuB 2
MpomexyToyHas aTTectaumsa — aucdepeHUMPOBaHHbIN 3a4eT
Bcero: 50

[ns xapakTepuCTUKM YPOBHSA OCBOEHMS y4eBHOro matepumana Ucrnonb3yroTcsa cnegyowme o603HayveHns:

1. — o3HakoMuUTENbHbLIV (Y3HaBaHUE paHee U3y4YeHHbIX 0ObEeKTOB, CBONCTB);

2. — penpoayKTUBHbLIN (BbINOSTHEHNE AeATENbLHOCTU No obpasLy, UHCTPYKLUUU UK Nog, PYKOBOACTBOM);

3. — NPOAYKTUBHBLIV (MaHNPOBaHNE N CaMOCTOATENbHOE BbIMONHEHME AeATENbHOCTU, pelleHe NpobremMHbix 3agay).




3. YCnoBusa PEANN3ALUU NPOrPAMMbBbI AUCUUNMIINHDbI
3.1. Tpe6oBaHUA K MUHUManNbHOMY MaTepUanbLHO-TeXHUYECKOMY obecneyeHutro

Peanuzauma  y4yebHom  gucumnnuHbl  TpebyeT  Hanuume  yy4ebHoro  kabuHeTta
AOKYMEHTaLMOHHOro obecneyeHms ynpaBneHus.

O6opyaoBaHue y4yebHoro kabuHeTa:

- NOCaA0YHbIE MECTa Mo KoNmnyecTBy 06y4vatoLLMXCS;

- paboyee mecTo npenogasaTens.

TexHuyeckune cpeacTa 0byyeHus:

- KOMMbIOTEPDI;

- NPOEKTOop;

- nporpaMmMHoe obecneyeHne obLero u NpodEeCCNOHANBHOIO Ha3HaYeHUs.

3.2. UuchopmaumoHHoe obecnevyeHne obyyeHus

OcHoBHas nuTeparypa

1.KopHees, W. K. [JokymeHTaUNOHHOE obecrneyeHne ynpaBreHnst [QNeKTPOHHbIN pecypc] :
y4ebHunk n npaktukym gna CroO / U. K. KopHees, A. B. MuweHko, B. A. MawypueB. - 2-e usg,.,
nepepab. n gon. - Mockea : FOpanT, 2020. - 384 c. - (INpodeccnoHanbHoe obpasoBaHue). - URL:
www.biblio-online.ru

HdononHuTenbHaa nuTepaTtypa

1.NetpoBa, . B. lNpaBoBoe u [oKyMeHTauMoOHHOe obecneveHne npodeccnoHanbHOM
AeATenbHOCTN [ONeKTPOoHHLIN pecypc]: yuebHuk gns CIMO / I'. B. MNMeTtpoea. - Mockea: Akagemus,
2018. - 320 c. - URL: www.academia-moscow.ru

2.lllysanosa, H. H. OcHoBbl aenonpon3BoAcTBa [ONEKTPOHHLIN pecypc]: Yy4ebHUK W
npaktukym ans CroO / H. H. Wyeanoea, A. 0. ViBaHoBa ; nog obw,. peg. H. H. WWyeanoson. - 2-e
n3g., nepepab. n gon. - Mockea : KOpant, 2019. - 429 c. - (MpodeccnoHanbHoe obpasoBaHue). -
URL: www.biblio-online.ru

HopmaTuBHO-npaBoBbie UCTOYHUKHK

1. KoHcTuTyumna Poccuickon ®Pepepaumn. [lNpuHATa BCEHapOAHbIM rOfiocoBaHMEM
12.12.1993 r [GnekTpoHHbI pecypc]: // Pexum goctyna: http://www.consultant.ru/ cnpaBo4HoO-
npasoBas cuctema KoHcynbTaHTlntoC, CBOOGOAHbIN.

2. Tpyooson kogekc PP (TK P®) [OnekTpoHHbIM pecypc]: ®eaepanbHbii 3aKOH OT
30.12.2001 r N 197-®3 (genctsytowas pegakums) // Pexum goctyna: http://www.consultant.ru/
cnpaBoyHo-npaBoBad cuctema KoHcynbtaHTtlntoc, cBoO0aHbIN.

3. O rocygapctBeHHOM 43blke Poccunckon Pepepaumm [ONEKTPOHHLIM  pecypc]:
®epepanbHbin 3akoH OT 1 uoHs 2005 r. Ne 53-03 (pewnctByowan pegakums) // Pexum goctyna:
http://www.consultant.ru/ cnpaBo4Ho-npasoBasi cuctema KoHcynbTaHTlIn0C, CBOOGOAHbLIN.

4. O6 wuvHbopmMauuKn, MHMPOPMALMOHHBLIX TEXHOMOrMSAX M O 3awuTe WHdopmauum
[OnekTpoHHbIN pecypc]: ®enepanbHbli 3akoH oT 27 uond 2006 r. Ne 149-03 (gemnctsytowas
pepakums) //  Pexum poctyna: http://www.consultant.ru/ cnpaBo4HO-nNpaBoBas cucTtema
KoHcynbTaHTlntoc, cBOGOAHBIN.

5. O6 apxuBHom pgene B Poccuickun ®depepaumm [ONEKTPOHHbIM  pecypc]:
depepanbHbii 3akoH oT 22.10.2004 N 125-03 (geunctBytowasa pepakums) // Pexum poctyna:
http://www.consultant.ru/ cnpaBo4Ho-npasoBasi cuctema KoHcynbTaHTlIntoC, cBOGOAHbLIN.

6. O6 anekTpoHHOW nognucy [OnekTpoHHbIN pecypc]: PepepanbHbIin 3akoH OoT 06
anpensa 2011 r. Ne 63-®3 (gevncTtBytowasn pegakums) // Pexum goctyna: http://www.consultant.ru/
cnpaBoyHo-NpaBoBas cuctema KoHcynbtaHTtlnoc, cBOOOAHbIN.

7. O nepcoHanbHbIX AaHHbIX [ONEeKTPOHHbLIN pecypc] depepanbHblA  3aKOH  OT
27.07.2006 N 152-93 (gemnctBylowas pegakums) // Pexwum poctyna: http://www.consultant.ru/
cnpaBoYHo-npaBoBas cuctema KoHcynbTtaHTtl Intoc, cBOGOAHbIN.

8. O6 ytBepxaeHun MeToauyeckmx pekoMeHZauui no paspaboTke MHCTPYKUWUA Mo
AENONPOM3BOACTBY B [OCYAApPCTBEHHbIX OpraHax, opraHax MeCTHOro camoynpaBneHus
[OnekTpoHHbIn pecypc]: MNMpuka3d PocapxuBa ot 24.12.2020 N 199 (genctsytowas pegakuus) //
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Pexxum poctyna: http://www.consultant.ru/ cnpaBo4yHo-npaBoBas cuctema KoHcynbTaHTlntoc,
cBObOOHbIN.

9. O6 yTtBepxageHun [lepeyHs TUNOBBLIX YNPaBNEHYECKMX apPXMBHbIX [OOKYMEHTOB,
obpasylowmxca B npouecce OeATenbHOCTU roCyAapCTBEHHbIX OpPraHoB, OPraHOB MECTHOrO
camoyrnpaBfieHUs1 U OpraHu3auui, C yKasaHMEeM CPOKOB MX XpaHeHUs [ONeKTPOHHLIN pecypc]
Mpukas Pocapxmea ot 20.12.2019 N 236 (3apernctpuposaHo B MuHiocte Poccun 06.02.2020 N
57449) /[ Pexum poctyna: http://www.consultant.ru/  cnpaBoYHO-MpaBoBas  cuctema
KoHcynbTaHTtlntoc, cBOGOAHbBIN.

10. O6 yTBEPXOEHUN NPUMEPHOrO MONOXEHNA 06 SKCMEPTHOM KOMUCCUN OpraHu3aumm
[OnekTpoHHbIN pecypc]: MNMpukas PegepanbHOro apxmeHoro areHTcTea ot 11 anpens 2018 r. N 43
(oencteyowas pepakuuns) // Pexum pgoctyna: http://www.consultant.ru/ cnpaBo4YHO-NpaBoBas
cuctema KoHcynbtaHTlntoc, cBOGOAHbIN.

11. OcHoBHble npaBuna paboTbl apxMBOB OpraHM3auun [ONEeKTPOHHbIN pecypc]:
PeweHne Konnerun Pocapxuea ot 06.02.2002 (menctsylowas pegakums) // Pexum goctyna:
http://www.consultant.ru/ cnpaBo4Ho-npaBoBasi cuctema KoHcynbTaHTlIntoc, cBo6OOHbIN.

12. FOCT P 7.0.97-2016. HaumoHanbHbIM cTangapT Poccuickon ®egepauun. Cuctema
cTaHgapToB no wuHdopmauun, 6ubnuoteyHomy w msgatensckomy pgeny. OpraHu3aumoHHO-
pacnopsiaMTenbHas OOKyMeHTauusi. TpeboBaHuA K OOPMIIEHUI0 LOKYMEHTOB [DNEKTPOHHbIN
pecypc]: MNpukas Pocctangapta ot 08.12.2016 N 2004-ct (mewncTtBytowan pegakums) // Pexum
pocTtyna http://www.consultant.ru/ cnpaBo4yHo-npaBoBas cuctema KoHcynbTtaHTlntoc, cBOGOAHbIN.

13. FOCT P 7.0.8.-2013 HaumoHanbHbI cTaHaapT Poccuinckon denepaunn. Cuctema
CTaHgapToB MO MHpopmaumu, 6ubnuotedHoMmy n msgatenbckomy aeny. [enonpovssBoactso u
apxvBHoe Aeno. TepMuHbl U onpedeneHus [OnekTpoHHbIn pecypc]: MNMpukas [occtaHgapTa oT
17.10.2013 Ne 1185-ct (gencrteytowas pegakuusa) // Pexum goctyna: http://www.consultant.ru/
cnpaBoYHO-NpaBoBas cuctema KoHcynbtaHTtlntoc, cBOOOAHbBIN.

14. OK 011-93. O6uwepoccuincknin KnaccuukaTtop ynpaBliEHYECKON AOKYMEHTaLuMm
[OnekTpoHHbI  pecypc]: [MoctaHoBnenwe T[occtaHgapta Poccun ot 30.12.1993 N 299
(oencteyowas pepakuunsa) // Pexum pgoctyna: http://www.consultant.ru/ cnpaBo4YHO-NpaBoBas
cuctema KoHcynbTtaHTlIntoc, cBOGOAHbIN.
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4. KOHTPOIJIb U OLIEHKA PE3YJIbTATOB OCBOEHUA ANCLIUMITIUHDbI

KoHTponb u oOueHKa pe3ynbTaToB OCBOEHMS Y4eOHOW  AMCUMNIUHBI  OCYLLECTBMASETCH
npenogasaTenem B npoLecce NpoBefeHUs MPakTUYECKUX 3aHATUA, TECTUPOBAHUS, a TakkKe BbINOMHEHUS
obyvawowmmuca  uHgusmuayanbHbix  3agaHuii. Ob6ydeHve no yyebHOM gucumnnuMHe 3aBepLuaeTcd
NPOMEXYTOYHOM aTTecTauunen B popme amddepeHLMpoBaHHOro 3a4eTa.

Pe3ynbTatbl 06y4YeHus ®dDopMbl U MeTOAbI KOHTPOMS U OLIEHKU
(ocBOEHHbIEe YMEHUS, YCBOEHHbIe 3HaHUA) pe3ynbTaTtoB 00y4YeHus
1 2
YMeHus:
0hopMIATL U NPOBEPATL MPaBUNBHOCTb HabniogeHve u akcnepTHas oueHka pe3ynbTaToB
odopMneHnsa JOKyMeHTauun B COOTBETCTBUN C BbINONMHEHUS 3aJaHUn Ha NPaKTUYECKUX 3aHATUAX
YCTaHOBMEHHbIMU TPebOBaHUAMM, B TOM Ynche notemam 1.1.-1.5;2.1.-2.2.
ncnonb3ys MHAPOPMaLMOHHbIE TEXHOMOIMMU
NPOBOAWNTL aBTOMaTU3MPOBaHHY0 0OpaboTky OkcnepTHoe HabnoaeHNE U OLlEHKa NPaKTUYECKON
OOKYMEHTOB pabotbl no temam: 1.1.-1.5; 2.1.-2.2.
OCYLLECTBNATb XPaHEHNE U NOUCK JOKYMEHTOB OkcnepTHoe HabnoaeHNE U OLEHKA NPaKTUYECKON
paboTtbl no temam: 2.1., 2.2.
Mcnonb3oBaThb TeNEeKOMMYHUKaLMOHHbIE OkcnepTHoe HabnogeHe M OLeHKa NpaKTUYecKon
TEXHOMNOIrMKN B 3NEKTPOHHOM AJOKYMEeHToobopoTe pabotbl no temam: 1.1.-1.5; 2.1.-2.2.
3HaHusA:
OCHOBHbI€ MOHATUS: Lenun, 3agayun U NpuUHLMnbI OueHka BbINOMHEHHOro Tecta no teme 1.1,
OOKYMEHTaUMOHHOro obecnevyeHus ynpasneHus OueHka camocToaTensHou paboTbl Ne 1
CUCTEMbI AOKYMEHTALMOHHOIO obecneyeHns OueHka BbINOMHEHHOro Tecta no teme 1.1,
ynpaBneHus, ux asTomaTusaumto OueHka camocToaTensHou paboTbl Ne 1
Knaccmgukaumo JOKYMEHTOB OueHka BbINonHeHHoOro Tecta no teme 1.1., 1.3,
1.5
TpeboBaHus K COCTaBNEHNIO N 0POPMMAEHMIO OueHka BbINOMHEHHOro Tecta no teme 1.2.
JOKYMEHTOB OueHka ycTHoro oTeeTa no teme Ne 2
opraHusaumio oKymeHToobopoTa: npuem, OueHka BbINOMHEHHOrO TecTa no Teme 2.1., 2.2,
06paboTKy, peructpaumto, KOHTPOnb, XpaHeHne OueHka cocTaBneHHOro KoHcnekTa no Teme 2.1.
JOKYMEHTOB, HOMEHKNaTypy aen

CDOprI M MeTo[dbl KOHTPOMIA N OLUEHKUN pe3yrbTaTtoB 06y‘-leHI/IF| Nno3BONIAKT MPOBEPATb Y
06yqa+ou.|,|/1x0ﬂ pa3BnuTne 06LLNX KOMNEeTEHUNN 1 0BecneynBaroLLIMX X YMEHUA.

PesynbTathbl OCHOBHbI€e NoKa3aTesnu oueHkn | PopMbl U MeToAbl KOHTPOSIS
(ocBO€eHHbIe o6Lue pe3ynbTaTa M OLLEHKMN
KOMMEeTEeHLMN)

OK 1. TlMoHMmMaTb CyWHOCTb U | - NpOSABREHMe NOHUMaHUs WHTepnpeTaums  pesynbTaTtoB
coumanbHyl0 3HA4YMMOCTb CBOEN | CYLHOCTU 1 couuanbHOn aeaTenbHocT  oby4varowmxcs
Oyaywen npodeccuun, NposBNSATbL | 3HaUMMOCTH Byaylen npodeccun | vyepes npaxkTunyeckue,
K HEW YCTOMYMBBINA MHTEpPEC. - AEMOHCTpaLNa nHTepeca K camocTodATernbHble (YCTHblE W

OyayLien npogeccum NMMCbMEHHbIE onpochl),

MHOMBUAYanbHble 3aaHNs

OK 2. OpraHusoBbiBaTh | - 060CHOBaHME MCMNOMNb30BaHMS

WHTepnpeTaumss  pesynbTaTtoB
COBCTBEHHYIO 0eATenbHOCTb, | BUOOB AOKYMEHTauuM aAng

aesarenbHoCcTn  oby4varoLmxcs
BblOMpaTb TUMOBbIE METOAbI U | pelleHusi NpodeccuoHanbHbIX

yepes npakTuyeckume,
cnocobbl BbINOMHEHUs | 3apay

camocTosiTeNnbHble  (YCTHblE U
npodeccuoHanbHbIX 3apav,

NMUCbMEHHbIE onpockl),
oueHmBaTb UX 3PPEKTUBHOCTL U

MHOMBUAYanbHbIE 3a0aHNSA
KayecTBO

OK 3. TlpuHumaTb pellueHust B | - NPOsIBIIEHME CNOCOBHOCTM
CTaHOAPTHbIX W HEeCTaHZAPTHbIX | NMPUHUMATL peLleHUs B
CUTyauMusix U HEeCTU 3a HUX | CTAaHZAPTHbIX M HECTAaHOAPTHbIX

MHTepnpeTaumsas  pesynbTaToB
AesTenbHOCTU  oBy4aloLmxcs

yepes npakTuyeckme,
OTBETCTBEHHOCTb. ynpaBreH4YeCknx cuTyaumsx,
camocTosATenbHble  (YCTHbIE U
CBSI3aHHbIX C MPUMEHEHUEM
NMNCbMEHHbIE onpochl),

OOKYMEHTOB U HECTU 3a HUX
nHameunayarnbHble 3agaHuA

OTBETCTBEHHOCTb
OK 4. OcyLecTBnaTb NOUCK U - OCyLLieCTBNEHNE NOUCKa WHTepnpeTaums  pesynbTaToB
ncnonb3oBaHne nHopmMaumu, HeobxoaMmMon nHdopmauum, gesaTenbHocTn  oby4varowmxcs

11



PesynbTtathl OcHOBHbIe NoKa3aTtenu oueHkn | Dopmbl U METOAbI KOHTPONSA
(ocBoOeHHbIe obLme pesynbTaTa M OLIeHKH
KOMneTeHLnK)
Heobxoammown ans ncnonb3yeT pasnuyHble yepes npakTuyeckme,
3P PeKTUBHOrO BbINOSHEHNS WCTOYHUKM, BKMOYas camocTosiTenbHble  (YCTHble U
npodeccuoHarnbHbIX 3aaad, SMEKTPOHHble Ans 3PMEKTUBHOIO | MUCbMEHHbIE onpocsl),

NpodeCcCHOHanbLHOro 1
JIMYHOCTHOIO Pa3BUTUS

BbINONHEHNS NPodeCcCUoHarnbHbIX
3agad

nHonBuayalrbHble 3adaHnA

OK 5. BnageTb MHOPMaLMOHHOM
KyNnbTypOW, aHanmM3npoBaTb u
oueHnBaTb MHGOPMALNIO C
NCMosfb30BaHNEM
WHpOpPMaLIMOHHO-
KOMMYHMKALMOHHbIX TEXHONOIMN

- BnageHue nHgpopmarMoHHOM
KynbTypown

- aHanu3 1 oueHKa nHdopmauum
C NCMNonb30BaHMEM
WHpOPMaLIMOHHO-
KOMMYHMKALNOHHBIX TEXHOMOIMN

WHTepnpeTaumst  pesynbTaToB
AeATeNnbHOCTU  0By4aloLUmxcs
yepes npakTuyeckme,

camocTosiTenbHble  (YCTHblE U”
NMUCbMEHHbIE onpochl),
MHOMBUAYanbHbIE 3aaHNS

OK 6. PaboTaTb B KONNeKkTMBe U B | - AEMOHCTPAaLMA YMEHUS WHTepnpetaums  pesynbTaTtoB
KomaHae, addekTuBHO obLwaTbCcs | B3aMMogencTBOBaThb C 0eATenbHOCTH obyuatouxcs
C Konneramu, pyKoBoACTBOM, obyyarowmmucs, ¢ yepes npakTuyeckme,
notpebutenamm npenogaBaTenem B xoae camocTosiTeNnbHble  (YCTHbIE U

oby4eHus NMUCbMEHHbIE onpockl),

MHOMBUAYanbHbIE 3a4aHNS

OK 7. bpaTb Ha cebsi - CNocobHOCTb OpaTb Ha cebs MHTepnpeTaumss  pesynbTaToB
OTBETCTBEHHOCTL 3a paboTy OTBETCTBEHHOCTL 3a paboTy aeaTenbHocT  oby4varowmxcs
YNEeHOB KOMaHAbl (MOAYMHEHHBIX), | YNEeHOB KOMaHAb! (MO4YMHEHHBIX), | Yepes npakTuyeckue,

pe3yrbTaT BbINOMIHEHUS 3a4aHUA.

pe3ynbTaT BbINOMHEHUS 3a4aHNIA

camocTosiTeNnbHble  (YCTHble W©
NMUCbMEHHbIE onpochl),
VHAMBMAYanbHble 3a4aHns

OK 8. CamocTosTenbHO
onpenenAaTb 3agavdn
npodeccnoHaneHoro n
FIMYHOCTHOTO pa3BUTUS,
3aHMMaTbCs camMoobpa3oBaHmEM,
0CO3HaHHO MNaHnpoBaThb
noBbllleHne KBanudukauumu.

- caMoCTOsATENbHOE onpeaeneHve
3agady NnpodeccnoHanbHOro u
JINYHOCTHOIO pa3BnUTUA

- CNOCOBHOCTb 3aHMMAaTbCS
camooGpa3oBaHueM

- 0CO3HaHHOE NNaHNpoBaHme
NoBbILLIEHMS KBanudukaumnm

WHTepnpeTaumss  pe3ynbTaToB
AesiTenbHoCcTM  obydatowmxcs
Yyepes npakTuyeckme,
camocToATenbHble  (YCTHbIE U©
MUCbMEHHbIE onpockl),
uHOuBMAYyanbHbIe 3a4aHus

OK 9. OpureHTnpoBatbcs B - cobrnogeHne U BbINOMNHEHNE WHTepnpeTtaums  pesynbTaTtoB
YCIOBUSIX YacTON CMEHbI TpeboBaHW HOPMATUBHbIX aeaTenbHocT  oby4varowmxcs
TEXHOMorum B OOKYMEHTOB, CTaHOapToB, yepes npakTuyeckue,
npodeccnoHansHon 3aKoHoaaTenbCcTBa camocTosATenbHble  (YCTHblE U
AeaTenbHOCTY. NMUCbMEHHbIE onpochl),
MHAMBUAYyanbHble 3a4aHNs
PesynbTathl dopmMbl 1 MeTOAbI KOHTPONA

(ocBoeHHbIe npoteccnoHanbHbIe KOMNEeTEHLUM)

U OLEHKMN

MK 1.1. BbissBNSATb NOTPeOHOCTL B TOBapax.
MK 1.2. OcywiecTBNATb CBS3WM C MOCTaBLUMKAMM U NoTpedbutensmm

NPOAYKLMN.

MK 1.3. Ynpaenatb TOBapHbIMK 3anacamv U NoTOKaMMu.
MK 1.4. OcdbopmnsaTb AOKYMEHTAUMI0 Ha MOCTaBKy M peanusauuio

TOBapOB.
MK 21. WpeHtnduyuposaTb
NPUHaANEXHoCTN.

TOBapbl MO  aCCOPTUMEHTHOM

MK 2.2. OpraHn3oBbiBaTh 1 NPOBOANTL OLIEHKY Ka4ecTBa TOBapOB.
MK 2.3. BbinonHATb 3agaHus akcnepTa 6onee BbICOKONW kBanundukauum
npu NpoBeAeHNUM TOBAapOBELHOM IKCNEPTU3bI.

MK 3.1.
[eATeNbHOCTN opraHm3aLun.

YyacTtBoBaTb B nnaHNMpoBaHUM OCHOBHbIX nokasarenemn

MK 3.2. NnaHupoBaTb BbINONHEHNE PABOT UCMNONTHUTENSAMM.
MK 3.3. OprannsoBbiBaTb paboTy TPYyAOBOroO KOMNMEKTUBA.
MK 3.4. KoHTponupoBaTb XOA4 W OUEHMBaTb pe3ynbTaTbl BbIMNOMHEHUA

paboT NCNOMHUTENAMM.

MK 3.5. OhbopmnsATb yHETHO-OTHETHYIO JOKYMEHTaUMIO.

HabnogeHne n 9KCMnepTHadA
OUueHKa pe3yrnbTaToB
BbIMOSIHEHNS 3a4aHUIN Ha

- MPOMEXYTOYHON aTTecTauum
no npodeccrmoHanbHbIM
moaynam MM.01, NMM.02, NM.03

- FOCygapCTBEHHOW UTOroBOM
aTTecTauuu no crneunanbHoOCTH
38.02.05 ToBapoBegeHue 1
3KcnepTu3a KayecTea
noTpebunTenbLCKNX ToBapoB
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