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1. MACHIOPT PABOYEM ITPOT'PAMMBI TIPO®ECCHOHAJILHOT'O MOJYJISA
IIM.03 BBIIIOJIHEHHUE PABOT I1O NIPO®ECCHUHU AEJOIIPOU3BOJUTEJIb

1.1. O6aacTp npuMeHeHus1 padoyeil NPOrpaMMbl

Pa6ouas nmporpamma npodeccuonansaoro moaysisi I1IM.04 BoinoJiHeHne padoT 1mo oHOH HJIH
HECKOJbKUM NpodeccusiM, T0TKHOCTAM Cay:kamux (21299 /lejonpou3BoanTeib) SIBISETCS
YacThIO MPOTPaMMBbI MMOATOTOBKH CHEIUAINUCTOB cpeaHero 3BeHa B coorserctBuu ¢ ®PI'OC no
cnenpansHoctn  CIIO  08.02.11  VYnpaBnenue, OKCIulyaTanus U OOCITy)KHBaHUE
MHOTOKBAapTHPHOTO JIOMa.

1.2. Hean u 3axaumn npogecCHOHATBHOTO MOIYJIA — TPeOOBaHMS K pe3yJbTaTaM OCBOEHMSs
npopecCHOHATBLHOI0 MOYJIS:

C uenblo OBJaJEHUS YKa3aHHBIM BUAOM HIPO(ECCHOHATBHOW AESITENbHOCTH U
COOTBETCTBYIOIIUMH MPO(PECCHOHATBHBIMA KOMIIETCHIUSAMH OOYYalOIIUICS B XOAE OCBOCHUS
po(hecCHOHATBEHOTO MOAYJIS IOJIKEH:

HMeTh NPAKTUYECKUH ONbIT:

- Habopa TeKCTa JOKyMEHTOB B COOTBETCTBHH € TpeOoBaHUSIMHU MTpodeccruu
yMeThb:

- 0OpMIIATH JOKYMEHTHI B TEKCTOBOM peIaKTope;

- 0(hOpMIISITH PA3TUYHOTO BUA TOKYMEHTHI,

- paboTaTh C KJIaBUATypHBIM TPEHAKEPOM;

3HATh:

- JIeCATUNIANIBLIEBBIN METOJ] I1€YaTH;

- OpPraHu3alrIo CIIYKObI IOKYMEHTAIIMOHHOTO 00eCTIeYeH s Ha IPEIPUITUN;
- IpaBUJIa TEXHUKHU 0€30I1aCHOCTH JUJIS 10N POU3BOIUTENS;

- IOJDKHOCTHBIE 00SI3aHHOCTH JIJIS 1€TIOTIPOU3BOIUTEIS.

Pexomenayemoe  KOJIM4YeCTBO 4YacoB HAa  OCBOEHHEe INPUMEPHOH  NPOrpaMMbl
npogeccuoHAJIBLHOI0 MOAYJIA:

MaKCcHMaJbHOW yueOHOM Harpy3ku oOyuatomerocs — 507 gacoB, BKIIIOUas:
00s13aTeNIbHON ayTUTOPHOM yueOHOI Harpy3ku oOyyaromerocs — 194 gaca;
CaMOCTOSITENILHOM paboThl 00yJaromierocs — 97 4acos;

y4eOHOI MpakTUKH — 72 yaca; MPOU3BOACTBEHHOM NpakTHKN — 144 yaca.

2. PE3YJIbTATBI OCBOEHUS MTPO®ECCUOHAJBHOI'O MOAYJIA

PesynpTaTroM ocBOeHUS NMPO(HECCHOHATIBHOTO MOIYNS SBJSETCS OBJaJeHHE CTyJCHTaMHU
BUJOM  NpOECCHOHATbHOW  JEATEIbHOCTU: OpraHu3alus apXUBHOW M CIPaBOYHO-
MH(POPMALIMOHHOM paboThl MO AOKYMEHTaM OpraHM3allid, B TOM 4YHCIIE NPOoQecCHOHATbHBIMU
(ITK) un o6uumu (OK) koMneTeHIUsAMU:

Kon HaunmeHnoBaHue pe3yJibTara 00yyeHust

[IK4.1 | KoopnunupoBaTh paboTy opraHnuszanuu (IpueMHON pyKOBOJUTENS), BECTU PUEM
IIOCETUTENEH.

MK 4.2. | OcymecTBasTh pabOTy MO MOATOTOBKE M MPOBEICHUIO COBEIIAHHM, JISIOBBIX BCTPEU, TPUEMOB
Y IIPE3ECHTALNMN.

[MIK 4.3. | OcymecTBIsTh MOATOTOBKY JEIOBBIX MOE3I0K PYKOBOAUTEINS U IPYTUX COTPYIHUKOB
OpraHu3alyy.

[IK 4.4. | Opranu3oBbIBaTh pabouee MECTO CeKpeTaps U PyKOBOJAUTEIS.

I[IK 4.5. | OpopMiasTh U perucTpupoBaTh OpraHU3alMOHHO-PACTIOPSIUTENbHBIE TOKYMEHTHI,
KOHTPOJIMPOBATh CPOKU UX UCIIOTHEHHUS.

[IK 4.6. | OGpabaTbiBaTh BXOASIIME M HCXOMAIIME TOKYMEHTHI, CHCTEMAaTU3HpPOBATH MX, COCTABIATH

HOMEHKJIATYpy Ael 1 HOpMUPOBATh JOKYMEHTHI B JIeNa.




IIK 4.7.

CamocrosTensHO paboTaTh ¢ TOKYMEHTAaMH, COJICPKAIIMMHU KOH(PHICHIIMATIEHYIO
nH(pOpMaIIHIO, B TOM YHCIIE C JOKYMEHTAMH 110 JUYHOMY COCTaBY.

IIK 4.8. | OcymecTBasaTh TenedoHHOE 00CTYyKUBAHHE, TPUHUMATH U Iepe/iaBaTh (HaKChl.

[IK 4.9. | OcymecTBasTh MOATOTOBKY A€ K IIepejaue Ha apXUBHOE XpaHEHUE.

I1K 4.10. | CocraBisaTh ONUCH A€, OCYLIECTBIATh MOArOTOBKY €Nl K Mepenade B apXuB OpraHU3aluu,
roCy/1apCTBEHHbIE U MYHULIMIIAJIbHBIE ADXUBBI.

OK 1. | TloHumarh CyniHOCTh M COIIMAIBHYIO 3HAYMMOCTH CBOCH Oymymied mnpodeccuu, MposBIsATh K
HEW YCTONYMBBIN UHTEPEC.

OK 2. | Opranu3oBbiBaTh COOCTBEHHYIO J€STEIBHOCTh, BBHIOMPATh THIIOBBIE METOIBI M CIIOCOOBI
BBITIOJTHEHUS MTPO(eCcCHOHANIBHBIX 33/1a4, OLIEHUBATh UX () (HEKTUBHOCTH U KAU€CTBO.

OK 3. | IlpuHuMaTe pemieHHs B CTaHAAPTHBIX W HECTAHJAPTHBIX CUTYallUSX W HECTH 3a HHX
OTBETCTBEHHOCTb.

OK 4. | OcymecTBiaTh IOUCK M HCIOJIB30BaHHE HH(GOpMAIMH, HEOOXOAUMOH ISl APPEKTHBHOTO
BBITTOJIHEHUS MTPO(ECCHOHATIBHBIX 331a4, MPO()ECCHOHAIBHOTO U IUYHOCTHOTO PA3BUTHS.

OK 5. | Hcnonb3oBaTh HHPOPMAITMOHHO-KOMMYHHKAIIMOHHBIE TEXHOJOTHH B MPpodeccrnoHalbHOI
NESITEIbHOCTH.

OK 6. | Paborath B koiiekTuBe M KoMaHzae, dPQPEeKTUBHO OOLIAThCS C KOJUIETaMH, PYKOBOJCTBOM,
MOTPeOUTENSIMHU.

OK 7. | Bparp Ha ce0si OTBETCTBEHHOCTh 3a PabOTy WICHOB KOMaHAbI (ITOJAYUHEHHBIX), PE3YJIbTAaT
BBITIOJTHEHUS 3a/TaHHI.

OK 8. | CamocrosaTenbHO ONpenensiTh 3aaadd  MpOo(hecCHOHAIBHOTO U JINYHOCTHOTO pa3BUTHA,
3aHMMAaTHCSA CaMO0Opa30BaHUEM, OCO3HAHHO TUIAHUPOBATH MOBBILICHUE KB (DUKAIIIH.

OK 9. | OpueHTHpPOBATHCS B YCIOBUSIX 4acTOW CMEHBl TEXHOJIOTHH B MpohecCHOHATBLHOU
NESITEIbHOCTH.

JIP 15 | Oco3naHHbI BEIOOD Mpodeccur U BO3MOKHOCTEH pealiu3alui COOCTBEHHBIX )KU3HCHHBIX
IJIAHOB; OTHOLIEHHE K MPO(eCcCHOHANBHOMN AeITeIbHOCTH KaK BO3MOXHOCTH y4acTHs B
pelIeHUH JIUYHBIX, O0IIECTBEHHbIX, TOCY/1IaPCTBEHHBIX, OOLICHAMOHAIBHBIX MpolsieM

JIP 16 | CopetictByromuii HGOpMUPOBAHHIO TTOJIOKUTEITHHOTO 00pa3a U MOAIePKaHUIO TTPECTHKA CBOCH
npodeccun

JIP 17 | CrocoOHbIi1 BBIABUTATh albTEpHATUBHBIE BAPUAHTHI ICUCTBUM C 11€JIbIO BHIPAOOTKU HOBBIX

OINITUMAJIbHBIX AJITOPUTMOB; HOSI/II_II/IOHI/IPYIOI_HI/Iﬁ ce0s Kak peBy.]'IBTaTHBHLIfI n
HpI/IBJ'IeKaTeJ'ILHHﬁ YYAaCTHHUK TPYAOBBIX OTHOIIICHUH

1.3. Konmu4ecTBO 4acoB Ha OCBOCHHE TIPOTPAMMBI ITPO(GECCHOHAITTEHOTO MOTYJIS:
MaKCHMaJIbHOW yueOHOU Harpy3ku obydaromerocs — 50749acos,
BKJTIOYAst: 00s3aTeIbHON ayTMTOPHON y4eOHOH Harpy3ku oOy4aromerocs — 194 gacos;
CaMOCTOSITEIILHOM pa0boThl 00yJaromerocs — 97 4acos;
y4eOHOI 1 TPOM3BOICTBEHHOM MPaKTHKH — 216 "acoB




3. CTPYKTYPA U COAEPKAHUE NPO®PECCHUOHAJIBHOI'O MOJAYJIA
3.1. TemaTuyeckuii niiaH NpogecCHOHAIBLHOI0 MOYJIs

O0beM BpeMeHHU, OTBEICHHbIH HA 0CBOCHHE
IpakTuka
MEKIUCHUIINHAPHOTO0 Kypca (KypcoB)
Oobs3aTesibHAsE Ay IUTOPHASA CamocrosiTesqibHA
Beer yuyeOHasi Harpy3Ka s1 padoTa
Kon HaumenoBanus pasienon R o0y4aronierocsi o0y4aronerocst IIpousBoacTBeHHA
npo¢ecCHOHATBbHBI npogecCHOHATLHOI0 4aco B T.4. B T.4., BTH | Yueoua "
X KOMIETCHIMIL Moy.ast” B JadopaTtopH | KypcoBa KYpcOBa a, (mo npoduitro
Bcer | ble paGoThbl 1 Beero a 4ACOB cnenuajbHOCTH),
o, NpakTU4YecK | paodora ‘{aCOB, padora JacoB
4acoB | We 3aHATHHA, | (IPOEKT (mpoexT
4acoB ), ),
4acoB 4acoB
1 2 3 4 ) 6 7 8 9 10
IIK 4.1-4.10 Paznen 1.Beimonnenue
paboT Mo JOKHOCTH 507 194 96 97 72 144
21299 [1enonpou3BoanuTENh
Bcero: | 507 194 96 97 72 144




Conep:xkanue o0yueHus 1o npodeccuonaibaomy moay.aro IIM 04. BeinosiHeHue padoT 1o 0HOH WJIH HECKOJIbKUAM
npodeccusam 21299 JlesionpousBoauresb

2.1. TemaTuyeckuii MJIaH U coJepkaHue MPO(PecCHOHATIBLHOT0 MOTYJIsI

HanmenoBaHue pa3nesioB Copepxxanue yueOHOTo MaTepHaJia, JiabopaTopHble padoThl U MPaKTHYECKHE Oo0beMyacoB YpoBeHb
npodeccHoHATLHOro MOIYIs 3aHSTHS, CAMOCTOSITE/IbHAsI padoTa OCBOEHMS
(TIM), MeKXMCHMIITHHAPHBIX o0y4aromuxcs, Kypcopasi padora (npoexr)

KypcoB (MAK) u Tem
1 2 3 4
Pasznen IIM 04. Boinmosinenne pador mogo/rkHocTH 21299 JlesionpousBoanTelib
MJIK.04.01 TexnoJiorus BoINOJHEeHUs] PadoT nmoaokHOCTH 21299 J/letonpon3BoauTeb 291
Tema 1. Opranmzanus | Cogep:xanue 14
CITYKOBI A0y Ha | 1. | OOBeKT, mpeaMeT aenonpon3BoacTBa. Llens n3yueHus auciurmuabl. Oomas 2 1
NpenpUsATAN XapakTEePUCTUKA Kypca, CBA3b C IPYTHMH JUCIUILTAHAMU. PoJib

JIEJIOTIPOU3BOICTBA B ACSITEILHOCTH OPTaHU3aIlii. 3HAUCHIE 3HAHUN U YMEHUU B
obnactu JIOY mis cnenmanucra npeanpusatus JKKX. OCHOBHBIE TOHATHS
«TOKYMEHTa», «TOKYMEHTHUPOBAHU», «IOKYMEHTAIIMOHHOTO O0eCTICUeHUS
YHpaBICHHS

2 [HNudopmanroHHO-TOKyMEHTalIMOHHOE 00cmykuBanue. Crieraiuctsl ciayk0s/10Y. 2 1
[MousiTie MHPOPMAIOHHO- TOKYMEHTAIIMOHHOTO 00cyxuBanus. Ero 3HaueHue.
IXapaKTepuCTHKa CIEHAIHUCTOB cliyk0b1 IOY

3 | Crpykrypa ciyx6s1 JJOY 2 1
[Mousitue ctpyktypsl JOY, NPUHIUIILI OCTPOCHHUS CTPYKTYphI ciiyk0b1 JIOY Ha
Pa3IUYHBIX MPEAITPUATHIX

4 | TlpaBuna TeXHUKH O€30MACHOCTH JJIS JISIOTPON3BOIUTEIS 2 2
Oxpana Ttpyna, OezomacHocTh Tpyzaa. Pabouee mecto. Opranuszauus padouero
MecCTa JIeJIONPOU3BOANTEIS

5 | YcnoBus Tpyaa OeNONpOU3BOAUTENS Y CIOBUS TpyAa. MeponpusTHs 1o 4 2
VIIYUIICHUIO YCIIOBHH TPya paOOTHHKOBCITYKEOHOU JOKYMEHTAITUH.
OcBemieHHOCTh pabodero MecTa B MOMEUIeHHUH. T eMIepaTypHbIi pexnM.

[Iy™m B ciryxeOHOM TTOMEITICHUH. Y IpaKHEHUS I TU1a3. Maccax I MMajabIeB U
KHUCTEH PyK

6 | JomwxHOocTHBIE 0053aHHOCTUIEIONPOU3BOANTEIS 2 2
[lepeueHs 3HAHUN, KOTOPBIMHU JTOJDKEHOOIAATh JEIOTPOU3BOIUTENb.
JomkHOoCTHBIE 00513aHHOCTH U ITpaBa. OTBETCTBEHHOCTH JIEIIONPOU3BOANUTEIS.

Tema 2. OcHOBHbBIEC NOHATHS, Conep:xanue 30




ey, 3a1a494
AOKYMECHTAIIHOHHOI'O
o0ecnieyeHus ynpapjaeHUs.
Cucrembl AOKYMEHTAIIHOHHOT O
obecnedyeHus.

3agaun JOYV. HopwmatuBHO-TIpaBoBOE obecrieueHne POCCHICKOTO
nenomnpou3BoAcTBa. CBoiictBa uW  GyHKOMH JgokyMmMeHTa. Kiraccmdukarms
nmokymeHToB. lloHsATne «yHu(pUKanus». [ocygapcTBeHHbIE YHUDUIIMPOBAHHBIC
CHUCTEMBI JIOKYMCHTAIIUU

[lonsiTne  «cTaHmapTH3alMsg  JOKyMEHTOB». TpeboBaHuMs K  pa3paboTke
yHU(DUIUPOBaHHBIX GopM AOKyMeHTOB. Kimaccudukanus yHUPHUIUPOBAHHBIX (HOPM
JOKyMEHTOB. OG1mepoccuiickue KJIaCCU(PHUKATOPHI JOKYMEHTAIINH.
l'ocymapctBennas cucrema JJOY. ABromMarm3amusi CHCTEMBI JOKYMEHTAIMOHHOTO
obecrieveHus yIpaBIeHUs

Buapl neyaTHpIX MalivH. Y CTPOMCTBO M HAa3HAYEHUE OCHOBHBIX YACTEW IE€YAaTHOU
MAalllMHBI. YXOJI 3a IMEYaTHOW MAaImMHOW W e TEeXHUUYECKOe OOCITyKMBaHUE.
[Ipumenenne HabopHOTOM AecsTHUHOrO TabymaropoB. CMeHa neHTH. Bo3moxHbIe
HEUCTIPAaBHOCTHIIEYATHOW MAIIMHEI B CITOCO0BI nxycTpanenns. dopmatsr Oymary.

[ToHATHS «PEKBU3UT», «POpMyIsIp-oOpa3en». PeKBU3UTHI, HCHONB3YyeMBIE IpH
MOJTrOTOBKE B 0POpMIIEHUH JOKYMEHTOB. [loHsTHE «ONaHK TokyMeHTay. OCHOBHBIE
TpeOoBaHus K OJlaHKY HOKyMeHTa. CTpyKTypa TOKYMEHTA.

5.

TpeboBanus Kk odopMICHHIO JOKyMEHTOB. TpeOoBaHMs K oQopMIICHHIO
PEKBH3UTOB IOKYMEHTOB.

HpaKTuquKne 3aHATHA

OdopmieHue 0JIaHKOB C YIJIOBBIM M MTPOJIOJIbHBIM PACIIOI0KEHHUE [IITAMIIA.

O(l)OpMJ'IeHI/Ie OCHOBHBIX U JONIOJHUTCIIbHBIX PEKBU3UTOB JOKYMCHTOB.

OdopmieHre PeKBU3UTOB JOKYMEHTA

PazpaboTka O1aHka OpraHu3alum

Pazpabotka u opopmieHne JOKHOCTHONH MHCTPYKLIMH JEJIONPON3BOIUTEIS.

SHRAEI N L

PaspaboTka u odopMiieHHE CITYKEOHOTO TUChMa

Tema 3. Odopmienus
OPraHM3alHOHHO-TIPABOBBIX
JOKYMEHTOB.

Conepxanue

1.

OcobeHHoCTH cocTaBlieHHs U 0(OPMIICHHSI OPraHU3aLMOHHBIX JOKYMEHTOB.
OpraHu3aioHHbIE JOKYMEHTHI - ycTaB, nojoxenue (Ilonoxenue o nepconaie
OpraHM3allf ), IITATHOE PAaCIMCAaHNe, HHCTPYKINS (TOIHKHOCTHAS MHCTPYKITHS).

Oco0eHHOCTH cocTaBIeHUs U 0hOPMIIEHHSI PACIOPSANTEIbHBIX JOKYMEHTOB.
PacniopsaurenbHble JOKYMEHTHI: IPUKa3bl HA OCHOBE €IMHOHAYIUS (10 OCHOBHOM
JIeSITeIbHOCTH, TI0 JINTYHOMY COCTaBy). Pacniopspkenns, ykasanus. I[locraHoBneHus,
pELIECHUs] HA OCHOBE KOJIJIETHAIBHOCTH

TpeboBanus K COCTABICHUIO U OPOPMIICHUIO JOKYMEHTOB: CripaBOYHO-
MH(GOPMAIMOHHBIEC JOKYMEHTBI: aKT, OKJIaHas (Ciry)keOHasl) 3al1cKa, ClpaBKa.
OcobenHoctd opopmIeHUs pa3IMYHbIX akToB. CiryKeOHbIE THChMA.
Knaccudukanus KoppeCcroHICHIINN: WHAIMATHBHAS U OTBETHAS, JCT0Basl,
KomMmepueckas. Tumosble u TpadapeTHbIe CITy)KeOHbIC TTHChMA.

[MoHsATHS «PEKBU3UTY, «POpMyIIsip-00pasei. PEKBU3UTHI, UCTIONB3yEeMbIE IPU




MOATOTOBKE ¥ 0()OpMIICHHUU TOKyMEHTOB. [loHsATHE «OMaHK noKyMeHTay. OCHOBHBIC
TpeboBaHms K 6J1aHKY JoKyMeHTa. CTpyKTypa JOKYMEHTA.

HCIIOJIHCHHUSA WJIA OTIPABKH. Ilonsarue «,I[OKyMeHTOO60pOT». HpI/IHL[I/IHBI

OpraHu3anuu I[OKYMGHTOO60pOTa. qDOpMBI OpraHuvsanvun pa60TI:I C JOKYMCHTAMMU.

IpakTH4ecKue 3aHATHS 32
1. | Pa3paboTka 1 opopMIIeHHE CITyKEOHOTO MUChMa 4
2. | CocraBienne u ohOpMIIEHHE TeIerpaMm, Terredonorpamm, hakcos. CocraBieHne U 4
odopmIIeHHE TOKIIAIHBIX, CTYKEOHBIX U O0BSICHUTENBHBIX 3aIIUCOK.
3. | Pa3paboTka 1 oopMIICHHE IPHUKA3a IO OCHOBHOM JIESITEIBHOCTU U BBIMTUCKU U3 6
IprKasa
Cocrasienue u ohopMIeHHE CBOJOK, 3aKIIOUCHHUHN, OT3BIBOB, IEPEUHEH, CIIMCKOB. 6
5. | CocraBienue 1 0hOpMIIEHHE TIPUKA30B 110 OCHOBHOM IEATEIBHOCTH M BHIITHCOK K 4
HUM.
6. | OdopmieHie MpOTOKOJIA M BHIIUCKH M3 IPOTOKOJIA. 4
7. | OdopmieHHE TUIATEKHOTO TPEOOBAHUS, TUIATE)KHOTO MOPYUCHHUS, PACUETHBIX YCKOB. 4
CocraBienue u ooOpMIICHHE OTYETOB
Tema 4.lokymeHTAIHS N0 Conep:xanue 12
TPYAOBBIM OTHOLICHUSIM 1. | O6uwme cBeneHHs O JOKYMEHTAIIUH 110 IHYHOMY COCTaBy. JIOKYMEHTHI, 6
IPEABSBISIEMBIE IIPU 3aKIIOYEHUHU TPYAOBOIO Jorosopa. TpynoBoii 1oroop.
Jlnanas kaprouka pabotauka. JlmaHoe nemo paboTHHKA.
2. | Tpukassl (pacmopspKeHHs) 1O IMIHOMY COCTaBy. TpyIoBast KHIKKA: Bblaya, 6
odopmIIeHUE, XpaHEHHE.
IpakTHyecKue 3aHATHS 10
1. | CocraBnenue u ohopMileHHE TIPHUKA30B (PACTIOPSHKEHHUH) IO IMIHOMY COCTaBYy. 6
2. | Odopmienre THIHON KapTOUKU paboTHHKa. OdopMiIeHHe TPYAOBOMH KHIKKN 4
Tema 5./loKyMeHTBI 11O Coaepxanue 6
CHAOKEHHU IO H COBITY 1. /ToroBop 0 MOJIHOM MaTepuabHON OTBETCTBEHHOCTU. KoMMepueckuii 1oroBop. 6
JloroBop noctaBku. [IpoToKoIIbl pa3HOTIacuii K JOroBopam MocTaBKu. Jl0BEpEHHOCTb.
Haxnannasa. Hapsn. [IpereH3snoHHbIe TUChMa.
[MpakTHYecKue 3aHATHS 16
1. |CoctaBnenne u odopMIICHUE aKTa, TOBEPEHHOCTH. 4
2. |CocraBienue u ohopMIIEHHE IPETCH3NOHHOTO MTUCHMA. 4
3. |CocraBneHue 1 opopmiicHHE aKTa 00CIICIOBAHUS YKIJIOTO TOMEILICHHS 4
4. |CocraBnenue u opopmieHne akta 00cineJ0BaHus TEPPUTOPHU 4
Tema 6. Jlokymentoodopot u |Coaep:kanue 12
(hopMBI €ro OpraHu3auuu 1. | Ipouecc popmuposanus aen. CocraBieHne HOMEHKIATYphI Aen. [TonsTus 6
«HOMEHKIIATYypa JIeI», «JIeJ0». 3aJa4u U MOPSIO0K CHCTEMATHU3aIMH JOKYMEHTOB.
OcobenHocty HOpMUPOBaHUS Pa3IUIHBIX TPYII JOKYMEHTOB. XpaHeHHE
JIOKYMEHTOB.
2. | /IBmwKeHne JOKyMEHTOB Ha MPEIIPHUATHA C MOMEHTA UX CO3AaHHS 0 3aBEpPIICHHS 6




[IpoxokaeHne 1 OPSIOK UCTIOTHEHUS BXOAAIINX TOKYMEHTOB. [IpoxoxacHue
HCXOJIANTAX W BHYTPCHHUX JOKYMEHTOB

HpaKTu!{ecmle 3aHATUSA

1. |Opranuzamus JOKyMeHTOOOOpOTA.

|00

2. |CoctaBieHue u O(bOpMJ'IeHI/IC HOMCHKJIATYPbI ACJI MPCSANPUATHUA.

CamocTosiTeIbHAsi padoTa 00y4arolmuxcs 97

TemaTuka caMoCTOATEILHOI (BHEAyTUTOPHOH)PadoThI:
IMoaroroBka K NpakTU4ecKUM padoram
- CoctaBienue 1 opopmiieHHE ITATHOTO paciucanus npennpustus XKKX o
- CoctaBienue 1 opopmieHHE aKkTa, JOBEPEHHOCTH
- CoctaBienue u opopmieHre akTa 00cIeJ0BaHMs KHUIOTO IIOMELCHHUS
- PazpaboTka u oopmieHue npukasa 1o OCHOBHOM AEATENLHOCTH U BBIIMCKU U3 IPHKa3a
- PaspaboTka u ohopmiieHHe CiTy’)keOHOTO MUChMa
[ToaroroBka cooOmieHust Ha TeMy «THUKET B IETIOBOM IMIEPEIICKEY. o
CocrtasJjienne u opopMiIeHHE KPOCCBOPAA
- TUIbI JOKYMEHTOB. ®
CocTaBiieHHe TOKYMEHTOB
- CocraBienue 1 oopMiIeHHE IPUKa3a O HaNPaBIeHUU COTPYIHUKOB npeanpusitst JKKX B KOMaHIUPOBKY @
- CocraBnenne u ooOpMIICHHE TUIIOBOTO TPYJOBOTO AOroBOpa ¢ paboTHuKoM mpennpuarus JKKX e
- OcdhopmieHre JOroBopa O MOIHOW MaTepUANbHON OTBETCTBEHHOCTH ®
Cocrasjienne cxem
- CXeMbI JBHXCHUS I/ICXO,Z[)IHIGI\/’I JOKYMCHTAlMU Ha MPEAIIPUATUN 06HIeCTBeHHOFO INUTaHUuA
IoaroroBka coo01eHNH
-J[OKyMEHTBI B HAIIEH KUZHI

V4eOHasi IPAKTHKA \ 72

Buabl pador:

CocraBieHue 0JIaHKOB JOKYMEHTOB.

OdopMiieHHE PEKBU3UTOB Ha OJlaHKaX JOKYMEHTOB

OdopMmieHre JOKYMEHTOB TI0 3aJJaHHOMY 00pasiry

Cocrasienue 1 ohopMIIEHHE JJOKYMEHTOB I10 JIAHHBIM

[Mowck u ucnipaBieHue OMMUOOK MPH 0QOPMIICHUH PEKBU3UTOB JIOKYMEHTA.

OdopMieHre JOKYMEHTOB.

OdopmieHre BHYTpEHHEH ONMCH IOKYMEHTOB J1eJ1a, JIMCTA-3aBEPUTEINS, OMUCH IO JINYHOMY COCTaBYy.
OdopmiieHHe aKTa YHUUTOXKECHUS JICI.

CocraBienue 1 ohopmiIeHHE HOMEHKJIATYPhI Jedl.

CocraBienue 1 ohopMIIeHHEe HOMEHKJIATYPBI )T TIO TaHHBIM

CocTtaBnenue (popMbl perucTpanny JOKyMEHTOB.

OdopMiieHHE )KYPHAJIOB, KAPTOUYEK BXOIAIICH, HCXOASIICH U BHYTPEHHEH KOPPECIOHCHIINN
OdopmieHune XypHaJioB, KApTOUYEK BXOSIIEH, UCXOSIIEH U BHYTPEHHEH KOPPECTIOHICHINN

IIpou3BoACTBEeHHAS MPAKTHKA 144

Buabl pador:




Opraamzarus pabovero Mecra JAeIONMPOU3BOIUTEIIS

OgnasieHue prueMamMu padoTHI TP SKCIUTyaTalud 0OQUCHOM TEXHUKU
BrimonHeHue paboT 1o KOMIBIOTEPHOH MOATOTOBKE U 00pa0OTKE JOKYMEHTOB
OpraHu3zanys JeJ0pOU3BO/ICTBA

Opranu3aiys apXuBHOTO JieNa

CaMOCTOSITEIBHOE BBITIOJTHEHHUE PA0OT JCIONPOU3BOTUTEIIS.

Hroro

507

[ XapaKTepUCTUKH YPOBHS OCBOCHUS yU€OHOT0 MaTepHaja UCIIOJIb3YIOTCS CIIEAYIOINEe 0003HAUCHHUS:

1 — o3HakoMHTENbHBIN (y3HABaHUE PaHEEe U3YUYEHHBIX 00BbEKTOB, CBOWCTB);

2 — PenpOAYKTHBHBIN (BBITIOHEHHE ACATEILHOCTH MO 00pasily, HHCTPYKIMU WU MOJ PyKOBOJACTBOM);

3 — IPOJYKTHBHBIH (IJITAHUPOBAHHUE M CAMOCTOSTEIBHOE BBIMIOJIHEHUE ACATECIBHOCTH, PEIICHUE TPOOJICMHBIX 3a/1a4)




4 YCJIOBUSI PEAJTIM3AIIAU PABOYEN ITPOT'PAMMBI
MMPO®ECCHUOHAJIBHOI'O MOAYJIA

4.1. TpeboBaHusl K MUHUMAJIbHOMY MaTepPHAJIbHO-TEXHHYECKOMY 00ecredeHH 0

Peanmuzanuss  mpodeccHOHaILHOTO ~ MOAYJS — OCYHIeCTBIsieTcss B Jaboparopuu
WHGOPMAIIMOHHBIX TEXHOJIOTHIA B IPOPECCUOHATIBHOMN JIeITEITLHOCTH,

Oo6opynoBanmue:

Cromnbl, CTyNbsl, CTOJI TpENoJaBaTelsi, CTYJ IpenojaBareis, I0CKa, KOMITBIOTEPHI,
MPE3CHTAI[MOHHBIA MOHUTOpP, MpHUHTEp, ckaHep. [Iporpammuoe obecmeuenune: OC Windows,
Wurerpuposannsiii maker Office (Libre,Open)

4.2. NudopmanuoHHoe obecnieyeHue 00y4eHus

[lepedeHp pekOMeHIyeMbIX y4eOHBIX H31aHuil, HTepHET-pecypcoB, JOMOTHUTEIBHON
JUTEPATYPHI.

OcHoBHas iMTEepaTypa:
1. Kysnenosa, 1. B. JlokymMeHTalMOHHOE 00ECIICYCHHE YIPABICHUS : YUeOHOE ocoOue st

CIIO / M. B. Ky3nenosa, I'. A. Xauarpsin. — 2-e¢ uzng. — Caparos : [IpodobpazoBanue,

At IIlm Dp Memma, 2019. — 166 c. — Tekct : 3MEKTPOHHBIA // DJIEKTPOHHBIN

oubmmoreunsiii pecypc: [caiit]- WWW.IPRBOOKSHOP.RU 5/6 noctym mo mapoJro

http://www.iprbookshop.ru/71732.html
Horosop Ne 8047/211IT1 ot 01.06.2021 T WWW.IPRBOOKSHOP.RU 3/6 moctymn mo mapoiro
http://www.iprbookshop.ru/71732.html

2. Ilpoxopos, A. H.  Pabota B coBpeMeHHOM oduce. [IpodobpazoBanme, 2021 .
Texkct : 2JeKTpoHHBIA //  DIEKTpOHHBIH  OWMONMOTEUHBIM  pecypc:  [caiiT]-
WWW.IPRBOOKSHOP.RU 3/6 JOCTYII o apoJIto

http://www.iprbookshop.ru/102203.html
Horosop Ne 8047/21I1 ot 01.06.2021 r. WWW.IPRBOOKSHOP.RU 3/6 noctyn mo mnapoJo
http://www.iprbookshop.ru/102203.html

Jlono/IHUTeIbHASA JIUTEpaTypa
1. JoxymeHTanmoHHoe obecrnieueHue ynpasnenus : yueOHuk / T.A. beikoBa, E.A. Ckpunko,

KO.M. Kykapuna, A.}1O. KonskoBa, C.A. ['moroBa. — Mocksa : KnoPyc, 2018. — 266 c.
— Jlis CT1IO. — ISBN 978-5-406-05649-3. https://www.book.ru/ 95C «<BOOK.RU»

HNuTepHeT-pecypcenl:
1.. TAP® - http://statearchive.ru/
2. PTAJIA - http://www.rusarchives.ru/federal/rgada/index.shtml
3. PTACTIM - http://www.rgaspi.org/
4. PTUA - http://fgurgia.ru/start.do
4.3. O0mue TpedoBaHUs K OPraHU3aluM 00pa30BaTeJbHOI0 Npolecca

SauaTus IIPOBOJATCA B y‘—Ie6HBIX AyIUTOPUAX, OCHAIICHHBIX HGO6XO)II/IMBIM y‘—Ie6HI)IM,
METOAMYECKUM, HH(POPMALIMOHHBIM, IPOTPAMMHBIM 00ECTIEYEHUEM.

B npenoaBanuu nCnob3yOTCS JIEKIMOHHO-CEMUHAPCKHUE (POPMBI TPOBEIECHUS 3aHATUH,
NPAaKTUKYM, pPEUTHHrOBas TEXHOJOTHS OIEHKM 3HAHWHA CTYAEHTOB, HH(OpPMAIMOHHO-
KOMMYHHKAIIMOHHBIC TEXHOJIOT'NH, Kelc TEXHOJIOTHH, UTPOBBIC TCXHOJIOTUH.

OcCBOEHHMIO JaHHOTO MOJYJS NPEIIIECTBYeT H3yuyeHHe AMCUUIUIMH TYMaHUTapHOTO,
COLIMAJILHOTO M 3KOHOMHUYECKOro Iukia ydeOHoro miuaHa: Mcropus, OcHoOBBI ¢uiocodum,
WudpopmanMoHHbIE TEXHOJOTHH B TNPO(PECCHOHANBHON JeSITEeIbHOCTH; MPO(ECcCCHOHATHHOTO
UKIa: DKOHOMUKA opraHm3ainuu, MenemkmenT, [IpaBoBoe obecrniedueHne mpodeccrnoHaTbHOMU
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http://www.iprbookshop.ru/
https://www.book.ru/
http://statearchive.ru/
http://www.rusarchives.ru/federal/rgada/index.shtml
http://www.rgaspi.org/
http://fgurgia.ru/start.do

JeSITeTbHOCTH.
4.4. KaapoBoe obecnieueHue 00pa3oBaTe/ibHOIO MpoIecca

TpeOoBanus K KBATU(UKAIMK TIEJArOTHYECKUX KaJIpOB, 00SCIICUYMBAIOIIUX 00yICHUE
M0 MEXIUCIUIUIMHAPHOMY (KypcaMm): HaJIMYUe BBHICHIEro MpodeccrnoHaIbHOTO 00pa3oBaHUs,
cootBeTcTByIOIIEro mnpoduato moxyns I[IM.04 Bemonnenne pabor mo momkHocTH 21299
Jlenonpou3BoIUTEIb

TpedoBanusgs K KBaJIM(PUKAUMU TMeIArOrHYeCKUX KaJAPOB, OCYIIECTBISIOMIMX
PYKOBO/JCTBO MPAKTHKOM

13



HHKkeHEepHO-TIeIATOTHYECKUii  COCTaB:  JUIUIOMHPOBAHHBIC  CHCHUATUCTBI  —
IperoaaBaTesu MEKIMCIUITTHHAPHBIX KypCOB, a TaKKe IperoaBaTesu
o0mIenmpopeCCHOHANTBHBIX TUCITUTUINH.
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5. KOHTPOJIb 1 OHEHKA PE3YJbTATOB OCBOEHUSA TPOPECCUOHAJIBHOT'O
MOJIYJISI (BUJIA TPOPECCUOHAJIBHOM JIEATEJIBHOCTH)

5.1 KoHTposib U OlLleHKa pe3ysIbTaTOB OCBOEHUS JUCLUIUIMHBI OCYILECTBIISETCS IPENoAaBaTeIeM
B IIpollecce MPOBEACHUSA NPAKTUYECKUX 3aHATUH M J1a0OpaTOpHBIX pabOT, TECTUPOBAHUS, a
TaK)K€ BBIMOJIHEHUS 00YJaIOIIMMUCS HHIUBUAYAJIbHBIX 3a/IJaHH, IPOCKTOB, UCCIICIOBAHUI.

Pe3yabTaTnl OcHOBHBIE TOKA3aTeJH OLeHKH DopMbI U METOBI
(ocBoenHbie I1K) pe3yJbTara KOHTPOJISI H OLIeHKH
IIK1. KoopaunupoBats | — TOYHOCTB u ckopocth | Tekyumii KOHTPOIIL B
pabory OpraHu3alyH | BBINOJIHEHUS cekperapckux | popme:
(IpHEMHOM  PYKOBOAUTENA), | paboT; - 3aITUTHI TA0OPATOPHBIX
BCCTHU ITPUCM IMOCCTUTCJICH. — TIpaBuia BEICHUA JEJIOBOM | ¥ MPAKTUYCCKUX 3aH$ITI/H>'I;
Oecensr; - KOHTPOJIBHBIX paboT 10

— CIIy>)KeOHBI 3TUKET U JeOBOM
MPOTOKOJ;

— IIpaBHJIA IIPUEMA ITOCETUTEINEH,
OpraHu3aius paboThI c
MMOCETUTECIISIMHU;

— JIOKyMEHTHUPOBAHUE
MOCETUTEIICH;

— y4eT ITOCETUTENEH.

npuema

temam MJIK.

TectupoBanue

3adeTsl 1O
MPOU3BOJACTBEHHOMN
MIPAKTUKE U MO KAKJIOMY
U3 pa3zienoB
npodeccuoHanIbHOTO
MO/TYJISI.

KoMmiiekcHBIN 3K3aMeH T10
npodeccuoHanTbHOMY
MOJYJIIO.

3ammra KypcoBoro
IIPOEKTA.

[IK 2. OcymiecTBasTh
paboTy MO TMOATOTOBKE M
MIPOBEAECHUIO COBEIIIAHUH,
JIETIOBBIX BCTpPEY, IIPUEMOB U
IIPE3CHTALAMN.

— MpaBuja NOATOTOBKHU
COBEIIaHMH, UX 0COOCHHOCTH;

— JIOKyMEHTUPOBAHUE
COBECIIIAaHMH 1 3aCEIaHU;

— pOJIb CEKpeTapsi B IOATOTOBKE
COBECIIIAHMUH U 3aCeIaHHUI.

Texymmit KOHTPOJIb B
dopme:

- 3aIIUTHI JaOOPaTOPHBIX
Y PAKTUYECKUX 3AHATUM;
- KOHTPOJIBHBIX paboT 10
temam MJIK.

TectupoBanue

3a4deTsl o
MPOU3BOJCTBEHHOMN
MPAKTUKE U 110 KaXKJIOMY
U3 pa3/ieoB
npodecCuoHaIbLHOTO
MOTYJISI.

KoMIuiekcHBIN DK3aM€EH I10
npodeccnoHaIbHOMY
MOJIYJTIO.
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IK 3.
MOJITOTOBKY
HOE37I0K  PYKOBOJIUTEJISI

JPYTUX
OpraHu3aIuu.

Ocy1iecTBIsTh
JICITOBBIX

n

COTPYAHHUKOB

— OpraHusanus ACJIOBbIX
MOE3JI0K COTPYIHUKOB
OpraHH3aLH;

— IOJTrOTOBKA KOMaHIHPOBKU;
— JHOKYMEHTHPOBAHHE
CI1y>k€O0HOM KOMaHIUPOBKH.

Texymui KOHTPOJIb B
dbopwme:

- 3aLUTHI TAOOPATOPHBIX
U NIPaKTUUYECKUX 3aHATHUH;
- KOHTPOJIBHBIX padoT Mo
temam MJIK.

TectupoBanue

3a4eTsl 10
MIPOU3BOJACTBEHHOMN
MIPAKTHUKE U MO KAKJIOMY
U3 pa3zeiioB
npodeccuoHanIbHOTO
MO/TYJISI.

KoMmiiekcHEbIN 3K3aMeH 1O
npodeccuoHanTbHOMY
MOJYJIIO.

[IK 4.
paboyee MeCTO cekperaps
PYKOBOJAUTEIIS.

OpFaHI/ISOBBIBaTB

u

— PpalduOHaJIbHAA OpraHu3anus
paﬁoqero MECTa,

- CO6J'IIOI[€HI/IG CaHUTApPHO-
TUTHCHHUYCCKHUX YCHOBHﬁ;

— KOMIIBIOTCPHOC U TCXHUYCCKOC
OCHAIICHNEC MECTa CCKpCTaps.

Texkymuii KOHTPOJIb B
dopme:

- 3aIIUTHI TaOOPATOPHBIX
Y IPAKTUYECKUX 3aHATHI;
- KOHTPOJIBHBIX paboT 10
temam MJIK.

TectupoBanue

3adeTsl 1o
MIPOU3BOJCTBEHHOMN
MPAKTUKE U MO KAKJIOMY
13 pa3ziesioB
npodeccnoHanTbHOTO
MO/TYJISI.

KoMruiekcHbIi 9K3aMeH 1o
PO eCCUOHATHBHOMY
MOJIYIIIO.

I[IK 5 Odopmusirs
PETUCTPUPOBATH
OpraHu3aIMOHHO-
pacropsiAnTeIbHbIE
JIOKYMEHTHI,
KOHTPOJIMPOBATH CPOKH HX
UCTIOJTHEHUS.

u

— HCIIOJIb30BaTh MA0IOHBI U
YHUPUIHPOBAaHHBIE (POPMBI JIIIsSt
CO3/1aHHS OpraHU3alMOHHO-
pacriopsIUTENbHBIX JOKYMEHTOB;
— 0COOEHHOCTH 0(hOpMIIEHUS
OpraHHU3aIOHHO-
pacnopsIANTENBHBIX JOKYMEHTOB;
— KOHTPOJIb 32 UCIIOJIHEHUEM
JIOKYMEHTOB.

Texymui KOHTPOJIb B
dbopwme:

- 3aIUTHI TAOOPAaTOPHBIX
Y IIPAKTUYECKUX 3aHATHH;
- KOHTPOJIBHBIX padoT Mo
temam M/IK.

TectupoBanue

3adeTsl 1O
MPOU3BOJCTBEHHOMN
IIPAKTUKE U 110 KaXA0MY
U3 pa3JesoB
npodeccrnoHanIbHOTO
MOJYJIS.
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KoMIutekCHBIN DK3aMEH T10
PO eCCHOHATBHOMY
MOJYJIIO.

3aiuTa KypcoBoro
IPOEKTA.

IK 6. OO6pabatbeIBaTh
BXOJSAIIMNE U  HCXOMSIIUC
JIOKYMEHTHI,

CHCTEMaTH3HPOBAThH ux,
COCTaBJIATh  HOMEHKJIATYPY
nen u dbopmMupoBaTH

JOKYMCHTEI B J€J1a.

— YMEHUE HCIIOJIb30BaTh HABBIKU
o(hopMIICHHS TOKYMEHTOB;

— HCIIOJIb30BaTh MA0JIOHBI U
yHU(DUIIUPOBAHHBIE (HOPMBI TSI
CO3JJaHUS IOKYMEHTOB;

— 0COOEHHOCTH O(OPMIICHHS
OpraHU3aOHHO-
pacnopsIIUTEIbHBIX JOKYMEHTOB;
— 0COOEHHOCTH O(OPMIICHHS
UH(OpPMaIMOHHO-CITPABOYHBIX
JOKYMECHTOB,

— 0COOEHHOCTH O(OPMIICHHS
KaJpOBOH JOKYMEHTAIMH U T10
JMYHOMY COCTaBY;

— 0COOEHHOCTHU COCTaBJICHUS
HOMEHKJIATYPBI A€,
MHJIEKCHPOBaHHE IOKYMEHTOB;

— odopmIieHHE Je.

Tekyiuii KOHTPOJIb B
dopme:

- 3aIIUTHI TaOOPATOPHBIX
Y IPAKTUYECKUX 3aHATHIA;
- KOHTPOJIbHBIX paboT 10
Temam MJIK.

TectupoBanue

3adeTsl 1O
MPOU3BOIACTBEHHOMN
MIPAKTUKE U MO KAKJIOMY
13 pa3ziesioB
npodeccnoHanIbHOTO
MO/TYJISI.

KoMmiiekcHBIN 3K3aMeH 110
npodeccuoHanTbHOMY
MOJYJIIO.

3ammra KypcoBoro
IIPOEKTA.

IIK 7. CamocTosTeanHO
paboTaTh C JIOKyMEHTaMH,
coJiepKaIIuMu
KOH(UICHIIMATBHYIO
uH(pOpMalLIMIO, B TOM YHCJE C
JOKYMEHTaMU 10 JIMYHOMY
COCTaBy.

— 3HaTh npaBuiia ohpopmiieHus
JOKYMEHTOB, COJIepXKaluX
KOH(HICHIHATBHYIO
nH(pOpMaLIIO;

— TpaBuia paboThl U
cECcTeMaTH3anus Mo J00HOTO BU/IA
JOKYMEHTOB;

— 0cOoOEHHOCTH paboThI ¢
JOKYMEHTaMHU 110 INYHOMY
COCTaBy.

Texymmit KOHTPOJIb B
dopme:

- 3aIIUTHI JaOOPATOPHBIX
Y PAKTUYECKUX 3AHATUM;
- KOHTPOJIBHBIX paboT 10
temam MJIK.

TectupoBanue

3a4deTsl 1O
MPOU3BOJACTBEHHOMN
IIPAKTHKE U 110 KaXA0OMY
U3 pa3JesoB
npo¢ecCuoHaIBLHOTO
MOJTYJIS.

KoMIuiekcHBIN DK3aM€EH I10
npodeccnoHaIbHOMY
MOJIYJTIO.

3amuTa KypcoBoro
IIPOEKTA.

IK 8. OcymiecTBIsATh
TesnehoHHOE 0OCTYKHBaHUE,
IPUHUMATH U [Iepe/IaBaTh

— 3HaHHUE CPE/CTB
KOMMYHHKAIlMOHHOW TEXHUKH;
— yYMEHHUE OPraHu30BaTh JEJI0BOE

Texymui KOHTPOJIIb B

dbopwme:
- 3aIIUTHI Ja00PATOPHBIX
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(hakchl.

obmienue o tenedony;
— JIOKyMEHTHPOBAHHE U yYET
TeneOHHBIX COOOIIECHUH.

U IPaKTHYECKUX 3aHATHI;
- KOHTPOJIBHBIX padoT 10
temam MJIK.

TectupoBanue

3aueTsl 110
MIPOU3BOJICTBEHHOU
MPAKTUKE U 110 KKIOMY
U3 pa3/esoB
npo¢eCcCHuOHATHLHOTO
MOJTYJIS.

KoMmmiiekcHEBIN 3K3aMeH 110
PO eCCHOHATBHOMY
MOJYJIIO.

IK 9. OcyIecTBIIsITh
MOJIrOTOBKY JIeN K Iepenave
Ha apXWBHOE XpaHCHHUE.

- O(bOpMJ'IeHI/Ie U IIOArOTOBKA
ACII K IIEpCaavuc B apXrB
OpraHu3aluu.

Texymuii KOHTPOJIb B
dbopwme:

- 3aIUTHI TAOOPATOPHBIX
U NIPaKTHUYECKUX 3aHATHH;
- KOHTPOJIbHBIX paboT 110
temam MJIK.

TectupoBanue

3adeTsl 1O
MIPOU3BOJICTBEHHOU
MIPAKTUKE U 110 KAXKIOMY
U3 pa3eiioB
npodeccuoHalIbHOTO
MOJTYJISI.

KoMruiekcHbIi 9K3aMeH 1o
popeCCUOHATBHOMY
MOJTYJIIO.

IIK 10. CocraBaars omucu
Jel, OCYIIIECTBIISTh
MOJATOTOBKY JIeN K Tepeaaye
B apXuB OpraHH3AIHH,
rocy/lapCTBEHHBIC H
MYHHIIHITATEHBIC aPXUBBI.

— TOYHOCTb W  TPaBHIBHOCTH
COCTaBJICHHUE OIMCH JIET;

— TPaBUIBHOE OCYILECTBJICHHE
MIOATOTOBKH J€l K apXHUBHOMY
XPaHEHUIO;

Texymui KOHTPOJIb B
dbopwme:

- 3aLUTHI JAOOPATOPHBIX
U IIPAKTUYECKUX 3aHATHH;
- KOHTPOJIBHBIX padoT Mo
temam M/IK.

TectupoBanue

3a4eTsl 1o
IIPOU3BOJICTBEHHOU
MIPAKTUKE U 0 KaXKAOMY
U3 pa3JesoB
npodeccuoHanIbHOTO
MOJZYJIS.

KoMIuiekcHBIN DK3aM€EH I10
npodeccrnoHaTbHOMY
MOJYJIIO.
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@®opMBbI ¥ METOJIbI KOHTPOJII U OIICHKH PE3yJbTaTOB OOYYCHHS IOJKHBI TO3BOJISTH
MIPOBEPSATh Y 00yYAIONIUXCS HE TOJBKO CHOPMUPOBAHHOCTH MPOPECCHOHATBHBIX KOMITETEHITHIH,
HO Y pa3BUTHE OOIIMX KOMIIETCHIIMN U 00ECTICUNBAIONINX UX YMCHHIA.

Pe3yabTaThl OcHOBHbBIE MOKA3ATEJIN OI[EHKH ®opMbI U METOABI
(ocBOEHHbBIE 001IME pe3yjabTara KOHTPOJIAA
KOMIIETEHIIMH) OIICHKH
OK 1. Ilorumatp — JIEMOHCTpAIMs HHTEpeca K Oyaymen HaGmronenue,
CYLIHOCTb M COLMAIBHYIO | mpodeccuu dyepe3 IPOSKTHYIO U Hay4HO- MOHHUTOPHHT
3HAYUMOCTb CBOEH HCCIIEA0BATENIbCKYIO ACSITEIHHOCTD
Oymymieit mpodeccuu,
MPOSIBIISITH K HEM
YCTONYMBBIA HHTEPEC
OK 2. Opranu3oBbIBaTh — BBIOOD U IPUMEHEHNE METO/I0B U u
HTEPIPETAIHSI
COOCTBEHHYIO croco60B perieHus: IpohecCHOHATBHBIX €3yIETATOR
JEATENLHOCT, BEIOMPATh | 3aja4 B 00J1aCTH pa3pabOTKU U 06paboTKU 1:121611}0 J—
TUTIOBBIE METOJIBI U JIOKYMEHTOB - OIIeHKa 3(PEKTUBHOCTH U A
JeSITeNIbHOCTBIO

CIIOCOOBI BBITOJTHEHHUS
npodeccHoHATEHBIX
3aj1a4, OLICHUBATh UX

Ka4yecTBa BBIMTOJIHEHHSI CEKPETAPCKOTO
o0CITyKHUBaHUS

oOyuJaromerocs B
MPOIIECCE OCBOCHHSI

o0pa3oBaTenbHOM
3¢ (HEeKTHBHOCTD U
IIPOrpaMMbl
Ka4yecTBO
OK 3. IIpunumars — pELICHHE CTaHJAPTHBIX U HECTaHIAPTHBIX
penieHusa B CTaHAapTHBIX HpO(beCCI/IOHaJILHHX 3amau = B oOusactu | [IpakTnueckue
1 HECTaHJIapPTHBIX 00paboOTKH  JIOKYMEHTOB,  CEKPETApCKOro | paboThHI ¥ aHAIIU3
CUTyallMsX U HCCTH 3a 06CJ'Iy)KI/IBaHI/I}I u OpraHu3anuu CHTyaHI/Iﬁ
HUX OTBETCTBEHHOCTb yIpaBJIEHYECKON NeSATETbHOCTH
OK 4. Ocy1uecTBisATh — 2(eKTuBHBI  MOMCK  HEOOXOIUMOMN
IIOMCK Y HCIIOJIB30BAHUE | HH(POPMALIMH st LICHUS
(opmar A pete IToaroroBka
uHpopManuy, npoeCCHOHATBFHBIX 33/1a4 TPU BHITIOJTHEHUHT TOKITAZIOB
HEOOXOMMOMN /IS pa3IUUHBIX PabOT ’
pedeparos,
5 dexTrBHOrO ~ WCIONIB30BAHME PASIMUHBIX WCTOUHHKOB, | (oopc o
BBITTOJTHEHUS BKJTIOYAst QJIEKTPOHHBIE :
IIPOEKTOB;
npodeccnoHambHbBIX
UCCIIeI0BAaTENbCKAast
3ajad,
JeSTeTbHOCTD
npoeccHnoHaNBEHOTO U
JIMYHOCTHOTO PA3BUTHS
OK 5.Mcnonb30Bath — BBINIOJIHEHHE paboT C HCIOJIb30BaHUEM
WH(POPMAIIMOHHO- IPOTPAaMMHO-KOMITBIOTEPHOTO Beinonnenue
KOMMYHUKAIIUOHHBIE obecneuennss(MSWord, MSEcxel, 1C | mpakTruueckux
TEXHOJIOTUH B [Ipennpusitue, Ypasuom) pabort, HaOmo1eHNe
podeCCHOHAIBHON — paboTta ¢ pecypcamu UHTepHETa 32 HaBBIKAMHI
ACATECIbHOCTH — WCHONB30BaHue cHcTeMbl KOHCYymbTaHT | pabOTHI
ITmroc
OK 6. PaGorarts B — B3aUMOJEIHCTBHE C o0ydJaronmmMucs,

KOJIJIGKTHBE U B KOMaH]IE,
3¢ pexTUBHO 00MATHCS C
KOJIJIETaMH,
PYKOBOJICTBOM,
MOTPEOUTENIMU

npenoaaBareJiiMM MW MaCTCpaMH B XOA€
o0ydeHus

— yMeHHe paboTaTh B TpyIIIe

— HaJMYUe JUJIEPCKUX KaueCTB

— y4acTue B OOIIECTBEHHOM KU3HU

Habmonenue 3a
POJIBIO
oOyJaronmxcs B

rpymnme
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OK 7. Bpatb Ha cebs
OTBETCTBEHHOCTb 32
paboTy YWICHOB KOMaHIbI
(MOTYMHEHHBIX ),
PE3yNIbTAT BBIMOJHCHUS
3aJaHuN

— CaMOaHAIM3 W KOPPEKIUs pe3yIbTaToB
CcOOCTBEHHOM paboThl u paboThl
COKYPCHUKOB

JlenoBble Urpbl —
MOJICIIUPOBAHUE
COLIUAJIbHBIX U
pohecCuoHaTBHBIX
CUTYyalUi

OK 8. CamocTosTenbHO
OTIpeCIIATh 3aa9n
poecCHOHATLHOTO U
JUYHOCTHOTO Pa3BHUTHA,
3aHUMAThCS
caMo00pa3oBaHUEM,
OCO3HAHHO IIAHUPOBATH
[TOBBIILIEHUE
KBaTM(UKAITUU

— OpraHu3aIys CaMOCTOSITEIILHBIX 3aHATHHA
[P U3YYCHUU TTPO(HECCUOHATTEHOTO MOTYJIS
— CaMOCTOSITEIbHBI  BBIOOD  TEMaTHKH
TBOPYECKUX U MPOCKTHBIX pabOT

— COCTaBIICHHE PE3IOMe

— TIOCEUICHUE JOTIOTHUTEIHHBIX 3aHATHHA

— OCBOCHHUE JIONOJHHUTEIBHBIX  PabOYHMX
npodeccuit

DKcnepTHas OLICHKa
BBITIOJTHEHUSI
MPaKTUYECKOU
NEeSITEIbHOCTH NIPU
n3yuenuu [IM;
OTKPBITHIE 3aIUThI
TBOPYECKHUX U
MPOEKTHBIX paboT

OK 9. OpuentupoBarbcs
B YCJIOBHSIX YaCTOU
CMEHBI TEXHOJIOTHUI B
npodeccnoHaTBEHOM
JeSITeIbHOCTH

— aHaJIM3 MHHOBALIUM B 00acTu
OpraHu3aIuy JeJIOPON3BOICTBA U
yIIpaBJICHUS HAa TPEAIPUSTHH

— HCIIONIb30BaHME «PEATHLHOCTH B paboTax
CTYAEHTOB (KypCOBBIX, pedeparax,
JIOKJIa1ax)

CeMuHapbl, HAyYHO-
MIPAKTUICCKHEC
KOH(EpeHIIHH,
KOHKYPCHI
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PesynbraTsl 00y4eHus (0CBOCHHBIE YMEHHUS,
YCBOEHHbIE 3HAHU)

@DOpMBI U METOJIbI KOHTPOJISI ¥ OLICHKU
pe3yNbTaTOB 00yUYEHUS

B pezynomame oceoenus oucyuniuHul
00VUAOWUIICS 00NINHCEHYMETh:

- 0OPMJIATH JTOKYMEHTHI B TEKCTOBOM
pemakrope MSWord,;

OIICHKA IO pe3yJibTaTaM MPaKTHIECKON
paboThl (0hopMIICHHE TOKYMEHTOR)

- 0(OpMIISTH PA3IMYHOTO BHIA JOKYMEHTHI,

OIICHKA II0 Pe3yJIbTaTaM IMPAKTHICCKOM
paboTh! (0hopMIICHHE TOKYMEHTOR)

- paboTaTh ¢ KJIaBUATYPHBIM TPEHAKEPOM;

OIICHKA II0 Pe3yJIbTaTaM IMPAKTHICCKOM
paboThl (0hopMIICHHE TOKYMEHTOR)

B pe3ynomame oceoenus oucyuniumwl
00YyUaOWUICATOKECH 3HATD:

- IlGC?ITI/IHEUIBHGBI:Iﬁ METO/ II€4YaTu,

OILICHKA I10 pe3yJbTaTaM PELICHUS] TECTOBBIX
3aJaHuH;
OIIEHKA I10 pe3yJIbTaTaM COCTABJICHUS CXEM.

- OpPraHMU3aIUIO CIY>KObI JOKYMEHTAIIHOHHOTO
oOecrieueHus Ha IPEIIPUITUN;

OLICHKA MO pe3yJIbTaTaM PEUICHUS TECTOBBIX
3aJaHuM;
OLICHKA M0 pe3yJIbTaTaM COCTABJICHUS CXEM.

- [IpaBuJia TCXHHUKH 0e30macHOCTH JJIA
ACIJIOIIPONU3BOJAUTCIIA,

OILICHKA I10 pe3yJIbTaTaM PELICHHs TECTOBBIX
3aJaHuH;
OIIEHKA I10 pe3yJIbTaTaM COCTABJICHUS CXEM.

- JIOJDKHOCTHBIE O0A3aHHOCTH IS
JIETIOTIPOU3BOIUTES.

OLICHKA MO pe3yJIbTaTaM PELICHUS TECTOBBIX
3aJJaHuM;
OIICHKA I10 pe3yJIbTaTaM COCTABJICHUS CXEM.
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Hpniaoxenne 1
Ilepeuenn npakTuyeckux padot npopeccuonaabHoro moay.as IIM.03Beinoninenue pador
no npodeccun 212999 Jle1onpousBoauTeib

Ne
n/n

HauMeHoBaHHe TeM  NPAKTHYECKHX
padoTr

Bua mnpakruyeckoii
padoThI

Koa-Bo
4acoB

1.Opranuzamust  pabodyero mecta TIpH
MalIMHONMCHBIX paboTrax. be3zomacHocTh
TpyJa. Bunel  nmedarHbIx MallH.
YCTpolWCTBO M HA3HAYEHHWE OCHOBHBIX
yacTell MeYaTHOW MaIIMHBL. YXOa 3a
MEYaTHOW MAIIMHOW W €€ TEXHUYECKOE
oOcnyxuBanue. [I[pumenenne HabopHOTO U
JeCATUYHOTO Ta0ynaTopoB. CMeHa JICHTHI.
Bo3MoOXHBIE HEHUCNIPAaBHOCTU  I1E€YAaTHOMN
MaIlllMHBl W CHOCOOBI WX YCTPaHCHHS.
AyToTpeHuHr. [ MMHAcTHKa JUIs pyK U
nanbiieB. DopmaTsl Oymaru.

Pabota ¢ mporpammoit

2. Opranu3zamun padotsl Ha [TK
TexcroBeii  pemaktop  MS Word:
OCHOBHblE ~ IpuéMbl  paboTel  (BBOZ,
pellakTUpOBaHUE, ¢dbopmatupoBaHue,
reyaTh). [TpaBuna ohopMIICHHUS
O(QUIMAIBHBIX U Y4EOHBIX JTOKYMEHTOB

Pa6ora ¢ nporpammoii

3. «Crnemoit» JecATUNANBLOBBII METOA
UChMa

Paznenenue KiaaBHaTypbhl KOMIIBIOTEpA Ha
pSAABI M 30HBI ACWCTBUS PyK WM TAJBIEB,
cXemMa KJIaBHaTypbl, €€ Ha3HaueHue,
MOCTAaHOBKA PYK, OCHOBHASI TTO3UIHSL, yIap,
pUTM THCbMa, oO0mue TpeOoBaHUA K
0(hOpMIICHHIO MAIIMHOMTMCHOTO TOKYMEHTa

Pabota ¢ nporpammoit

4.Coyeranue KJIaBUII MpU paboTe C
KJIaBUATypOU

Pabota ¢ nporpammoit

5.Pabota ¢ nmporpammoii Stamina. bazosbie
ypoku: BA OJI, ®bI JK, MU, Tb, EII,
HP

Pabota ¢ nporpammoit

6. PaGora ¢ mporpammoii Stamina.
bazosbie ypoku: YK, I'IILYUC,BIO,IU, 1113

Pabota ¢ mporpammoit

7.Pabota ¢ nporpammoii Stamina. bazoBsie
ypoku: SIDXBE. Crnosa A-5I, xopoTkue
CllOBa, JUIMHHBIE cjoBa. Pabota c
nporpammoit Stamina. ba3zoBbie ypoku:
cy(pdUKCH 1 OKOHYAHUS

Pabota ¢ mporpammoit

8. Pa3BuTHe cKopocTH THCHMa.DTaIlbl
HapaluBaHus CKOPOCTH.
CoBeplIeHCTBOBAaHNE TEXHUKE U CKOPOCTH
nuchMa. [leyaTh Ciy’)keOHBIX JOKYMEHTOB
C TpUMEHEHHEM O(UIMATBLHO MPUHATHIX
dopM. TIncbMO TEKCTa MOT TUKTOBKY

Pabota ¢ mporpammoit
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9. Ileuath apabCKUX M PUMCKUX LHUPD.
['eorpadmyeckue W MaTeMaTHYCCKHUE
0003HAUYCHMS, MHOI'O3HAYHBLIC  YHUCIA,
Ipoowu.

[Teuars XUMHUYCCKHE dbopmyi,
rokazaresiei CTETICHU u
uHAeKChL.[lopsakoBbIe YUCJIUTCIIbHBIC,
CIIOXHBIE TMpuiaratenbHble. IlucemMo Ha
MEYaTHOM MAITUHE C JATHHCKUM MIPHPTOM

Pabota ¢ mporpammoit

HToro

18
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IIM.03BbinostHenue padot no npogeccun 212999 JlenonpousBoanreinb

puioxenne 2
JAuaaKkTHYeCKNi KOHCTPYKTOP CAMOCTOATENbHBIX PadoT npo¢ecCHOHATBHOTO MOIYJISA

Yyacekl HAaHMeHOBaHHe neJIn BU/ cpeacTBa pe3yJbTart
TeMbl CaMOCTOSITEIbH
0ii padoThI

10 Bsenenue. Poib - opmupoBaTb Cucrematnueck | 1.bacakoB M. U. | Koncnekr
npodeccun HaBBIK ast npopabotka | JlokyMeHTanuo
Jlenonpon3BoaAUTEIL CAMOCTOSTENLHOM KOHCIIEKTOB HHOE
3HavyeHue npodeccun paGoTHL. 3aHATHH, obecrieueHue
JUIs OpraHu3aluu yueOHO! u yIpaBICHUS
YIIpaBJICHUS HA CIELIMAJILHOU (nenonpousBojic
HpeANPUATHH JUTEPaATyphbl TBO)

2.baxreeB
I0.J1., 3axapos
B.®., Haymos
N.H.
JloxymeHTanuo
HHOE
obecrnieueHue
yIpaBiICHUS
NPEANPUATHI U
OpraHu3anvii 1
apXUBHOE
XpaHeHue
JIOKYMEHTOB:

16 WNudopmannonHo- - ®opmupoBarb IToaroroska 3.[Jenonpounsso | KoHcrekr
JOKYMEHTAI[MOHHOE HaBBIK MYJIBTUMEAUIHO | ICTBO: YUeOHUK
o0CITy>)KUBaHHE. CAMOCTOSTENLHOM it npesentanmn |/ T.A. beikosa,
CriennanmucThl CITy>KOBI «3HaueHue JL.LM. Bsnosa,

paboTHI.
HOY npodeccun s | JI.B. Cankuna;
[Tonstue OpraHu3aIu I[Ton  oOmr.pen.
MH(pOPMAIMOHHO- ylpaBJIeHUs Ha | Ipod. T.B.
JIOKYMEHTAIlHOHHOT'O npennpustan» | Ky3HenoBoi..
obciykuBanus. Ero 4. KupcanoBa
3Ha4YCHHE. M.B.
XapakTepucTuka CoBpemenHoe
CHEIHAIMCTOB CITYKOBI JIEIONIPOU3BOJIC
0y TBO:
VYueb.nocobue

6 Crpykrypa ciyx0bl | - DopmMHUpOBaTH Cucrematnueck | 1.bacakoB M. U. | Koncnekr
10y HAaBBIK ast mpopabotka | JlIokyMeHTanmo
Ilonstue CTPYKTYPBI | canocToSTeNbHOM KOHCIIEKTOB HHOE
J0Y, HPUHIIUIIBI paGoTsI 3aHATUH, o0ecrnieueHue
IIOCTPOEHUSI CTPYKTYpPBI ' y4eOHOI 1 yIpaBICHUS
CITYKOBI 0V Ha CrieIraIbHON (memompon3Bo/IC
Ppa3IM4HBIX JIUTEPaTyphl TBO). Pua/l.:
IIPEANPUSATHIX ®enukce, 2017. —
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413.

16 | [IpaBuna TEeXHUKH | - DopMHUpOBATH Nzyuenue Kupcanosa Koncnekr
0C30ITacCHOCTH TS | HaBBIK UHCTpYKIMU 1o | M.B.
JEJIONPOU3BOUTENS CAMOCTOSTEILHOM oXpaHe Tpyaa CoBpemeHnHoe
Oxpana TPYAR, | oo IE JIEJIONPOU3BOJIC
0€301acHOCTb TpyAa. P ' JIEJIONPOU3BOJN | TBO:

PaGouee MECTO. TeJs VYyeb.nmocobue
Opranuzanus padboyero Odopmiienne

MecTa CXEMBbI

JIEJIONPOU3BOUTENS

6 YcnoBus Tpyaa Cucremaruueck Koncnekr
JIeJIONPOU3BOUTENS as mpopaboTka
VYcnoBus Tpyna. KOHCIIEKTOB
MeponpusTtus o 3aHATHM,

VIYYIICHUIO  YCIIOBUM yaeOHOU 1

Tpyaa paboOTHUKOB CHeIHalbHOM

CIIy>keOHOM JUTEPaATyphbl

JOKYMEHTAI1H.

OcCBEIIEHHOCTh

paboyero  mecra U

MTOMEILIEHUSI.

TemnepaTypHBII pEKUM.

Iym B  ciaykxeOHOM

nomenieHuu. CeroBoe

OCBEIlLICHUE. Cocras

BO3/yXa. YTIPaKHEHUs

st tina3. Maccax and

NaJIbLEB U KUCTEN pyK

6 JIoMKHOCTHBIE - ®opMHUpOBaThH CocraBnenue | Kupcanosa JlomxHOCTHas

00513aHHOCTH HaBBIK JOJDKHOCTHOM M.B. MHCTPYKIIUS

JIeJIONPOU3BOUTENS CAMOCTOSTENLHOM UHCTPYKLUU CoBpemeHnHoe

Ilepedyens 3HaHuUi, pPAGOTEL. JlenonpousBoau | IeI0NpOU3BOJIC

KOTOPBIMH JTOJIKEH TeNs TBO:

obnanars VYueb6.mocobue. -

JEIIOTIPOU3BOTUTEITb. 3-e w3, - M.

JIOIDKHOCTHEIE NHOPA-M;

00513aHHOCTH U TIpaBa.

OTBETCTBEHHOCTh

JIEJIONPOU3BOUTEIS.

30 Pa3Butue ckopoctu - ®opmHpoBaTh 2.baxteeB

MHUChbMa. DTambl HABBIK 0. 1., 3axapos

HapaluBaHUsI CKOPOCTH. | .avocToSTENbHOMN B.®., Haymos

CoBepI1IeHCTBOBAHHUE paGoTsI N.H.
TEXHHUKE U CKOPOCTU ’ JlokyMeHTammo

nucbMa. [leuatsb HHOE

CITy’K€OHBIX IOKYMEHTOB oOecrieyeHue
C IPUMEHEHUEM yIpaBIeHUS

opUIHATBEHO IPUHATHIX
dbopwm. ITucemo Tekcra
MOT TUKTOBKY

IPEANPUATHN U
OpraHu3anuii 1
apXHUBHOE
XpaHEHue
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JIOKYMEHTOB:
VYuebHoe
nocooue. -
Ilenza:  Ilens.
roc. yu-T, 2014.
-67c.
3.JlenonpousBo
JICTBO: YUeOHHUK
/| T.A. beikoBa,
JI.M. Bsiona,
JI.B. Cankuna;
[Ton  oOmrpen.
npod. T.B.
Ky3nenoBoii. —
2-¢ H31I.,
nepepad. u Jo1.
— M.: MLI®DP,
2013. - 560 c.

4. Kupcanona
M.B.
CoBpeMeHHOE
JICTIOIIPOU3BO/IC
TBO:
VYueb.mocodue. -
3-e u3a. - M.
NH®DPA-M;
HoBocubupck:
Cubupckoe
COrJallcHHE,
2008.-304 c. -
(Cepus
"Briciiee
oOpaszoBanue").

90

qaCcoB
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