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1. IACIIOPT IPOT'PAMMBI YYEFHOU JUCITATLIAHBI
JOKYMEHTAIMOHHOE OBECIIEYHEHHUE YIIPABJIEHUSA

1.1. Ob6aacThr npuMeHeHHs padoueii MporpaMMbl

Pabouass mporpamma y4eOHOUN NUCIUIUIMHBI (Jlajiee -  MPOrpaMma) — SBIISETCS YaCThIO
MIPUMEPHOM OCHOBHOM MpodeccuoHaIbHON 00pa3oBaTeIbHOM MporpaMmbl B cooTBeTcTBUM ¢ PI'OC
no creruanbHocTH 40.02.01 IIpaBo u opraHu3anus COMMAJBLHOrO0 O0ecnedeHUusl HAMPaBICHUS
MOJArOTOBKUA YKpynmHEeHHOW Tpynibl crnennansbHocTted 030000 I'ymanutapubie Hayku 030900
IOpucnpyaenums

[IporpamMma yueOHOW ITUCIUIUIMHBI MOXKET OBITh HCIIOJIIb30BAHA 6 OOHOJHUMENbHOM

npogheccuonanvHom obpazosanuu ( RPOSpAMMbL NOGbIUEHUS KEATUDUKAYUU, NPOGDeCCUOHANbHOU
NOO20MOBKU U Nepenoo02omosKku no npogeccusm cayrcawux Hpucr).
Tpebyempblii ypoBeHb 00pa3oBaHusi OCHOBHOE oOlIee, cpeanee (1moyiHoe) ooiee,
npodeccuoHanpHas MOArOTOBKA MO0 CMEXHOU mpodeccuu.
OmnbIT paboThl: HE TpeOyeTcs

1.2. Hean u 3a1aun y4eOHON TUCHUIIMHBI — TPEOOBAHHUS K Pe3yJibTATaM OCBOEHHSI Y4eOHOM
AUCHHUILIHHBI
CryaeHT B X0/Ie OCBOCHHS yUeOHOM TUCIMIUIUHBI JIOJKEH:

yMeThb:

0hOpMIIATH OPraHU3AIMOHHO-PACTIOPSIUTENBHBIE TOKYMEHTHI B COOTBETCTBUU C JACHCTBYIOIINM
I'OCTowm;

OCYIIECTBIISATH 00Pa0OTKY BXOJSIINX, BHYTPEHHUX U UCXOISIINX JJOKYMEHTOB, KOHTPOJIb 33 UX
UCIIOJTHEHHEM;

0hOpMIIATH TOKYMEHTHI JIJISl TIEpEeIaur B apXUB OpraHU3AINH;
3HATh:

MOHSITHE JOKYMEHTA, €r0 CBOMCTBA, CIIOCOOBI JOKYMEHTHPOBAHUS;

MpaBUJIa COCTaBIEHHS M O(POPMIICHUS OpraHU3AIIMOHHO-PACHIOPIIUTENHBIX JOKyMeHTOB (OPJI);

CHUCTEMY M THIIOBYIO TEXHOJIOTHIO IOKYMEHTAIIMOHHOTO o0ecrniedeHus ynpasienus (JJOVY);
OCOOCHHOCTH  JIEJIOTIPOM3BOJICTBA MO  OOpallieHusM TpaxaaH U KOH(UIEHITNATEHOTO
JIEJIONPOU3BO/ICTBA

1.3. Ko/iu4ecTBO 4aCOB HA OCBOEHHE MPOrPaMMbI y4eOHOI THCIMIIIMHBI:
Bcero — 159 yacoB, B TOM 4ucie:

o0s3aTenpHas ayTUuTOpHAs Harpy3ka ooydaromnierocst — 106 gacos;
caMmocTosTeNbHas paboTa oOyuaromierocs — 53 yaca.



2. CTPYKTYPA U COJEPXKXAHUE YYEFHOU JUCHUILIAHBI

2.1. O0beM yueOHOI JMCHMIIJIMHBI M BUABI Y4eOHO# padoThl

Bupa yueOHoii padoThI

Oovem uacoe

MaxkcumanbHasi yueOHasi Harpy3ka (Bcero) 159
O0si3aTe/IbHASI AYTUTOPHAS YUeOHAs1 HArpPy3Ka (BCero) 106
B TOM YHCIJIE:
MPAKTUYECKHUE 3aHATHS 56
KypcoBas paboTa (IIpoeKT) -
CamocrosiTejibHas paboTa o0yuyarierocsi (Bcero) 53

Hmoecosasn ammecmayusl 6 gbopMe IK3AMEeHA




2.2. Conep:xanue yuyeoHou nucuumiunbl JOKYMEHTAINMOHHOE OBECIIEYEHUE YIIPABJIEHUSA

Coaep:xanue yueOHOro MaTepuaJa, JjaboparopHblie padoThl M NPAKTHYECKHE O0bém Yposen
HaumenoBanue pa3jaesioB 3aHATHS, CAMOCTOSITE/IbHAsI padoTa 00y4arOIIMXCS. 4acoB. b
npogeccnonanbHoro moayJs (IIM), OCBOCH
MeKTUCUMIIMHAPHBIX KypcoB (MIK) usl.
U TeM
Pasnen 1. Opranusanusi J0KyMeHTAIIMOHHOI0 o0ecrieYeHust
Tema 1.1. 3akoHonaTebHBIE H N3yuenue HOPMAaTUBHO-METOANYECKUX JIOKYMEHTOB, perIaMeHTUPYIOIINX 2 1
HOPMATHBHO-METOIMYeCKHe JJOKYMEHTAIIMOHHOE 00eCIIeYeHHUE YITPABICHMSL.
AOKYMEHTBI JOKYMEHTALIHOHHOI0 CamocrosiTeibHass padoTa 00y4YalOIMXCs:
o0ecrieyeHus! OPraHU3aLMM. Cucremarnyeckas npopabOTKa KOHCIIEKTOB 3aHATUH, yueOHON JUTepaTypsl, 2
NepUoaNYEcKUX u3gaHuil. [lonroroBka k mpakTUYECKUM pabOTaM ¢ UCIOIb30BAaHUEM
METOJIMYECKUX PEKOMEH AN MPENO1aBaTesl.
Tema 1.2. Opranusanus cJayx0bl [enu, 3agaun u GyHKIUH CITY>KOBI Aenonpon3BoAcTBa. OpranuzalnnoHHble (OPMbI pabOThI 2 1
AeJI0ONPOU3BOACTBA ¢ TIOKyMeHTaMHu. THUIOBBIE OpraHU3allMOHHbIE CTPYKTYPHI CIYKOBI 1€I0IPOU3BOJICTBA.
J10JKHOCTHOM cOCTaB CIyObl 1€JI0NPOU3BOJICTBA.
CamocrosiTe1bHass padoTa 00y4alOIMXCs: 2
CucremaTnueckasi npopadOTKa KOHCIIEKTOB 3aHATUH, Y4eOHOM JHTEpaTyphl,
NepuondYeckux u3anuii. [loaroroBka k npakTHyeckuM paboTaM C HCHOIb30BAHUEM
METOJIMYECKUX PEKOMEH 1AM MpernoaBaTesl.
Tema 1. 3. Knaccudpukanus Knaccudukanmst mokymentoB. OcHoBHble GyHKIMH TOKyMeHTOB. HOpummmueckas cuia 2 1
NOKYMeHTOB. yHKIIMU TOKYMEHTOB. | JokyMeHTa. CtaHnaptuzanus. Y HupHUKays. Y HUQUIUpOBaHHAs CHCTEMa TOKYMEHTALUH.
Yuupuxkanus. Cranaaprusanus. CamocrosiTesibHast padoTa 00y4yaromuxces: 2
Cucremarnueckas npopabOTKa KOHCIIEKTOB 3aHATHI, yueOHOM JuTepaTyphl,
nepuoandeckux uznanuil. [lonroroBka k  mpakTuueckuM paboTaMm ¢ UCIOJIb30BaHUEM
METOINYECKUX PEKOMEH AN NPEN01aBaTesl.
Tema 1.4. TpedooBanus k opopmiaenuto | OOume TpedoBanus. CocraB peKBU3UTOB JOKYMEHTOB. [IpaBuia odopMieHNs] peKBU3UTOB 6 1
0JIaHKOB M PEKBH3UTOB JIOKYMEHTOB. TpeboBanus kK opopMieHn o 6aHKoB. Bupl 0J1aHKOB JOKYMEHTOB.
TpeboBaHMsI K U3TOTOBJIEHUIO TOKYMEHTOB.
IIpakTnyeckue padoThI 10

OdopmieHne TOKyMEHTOB U OJIAaHKOB JJOKYMEHTOB 110 TeMe «TpeboBanus K opopMIICHUIO
OJIAHKOB U PEKBH3HTOB)




CamocTrosiTesibHasi padoTa 00yYarOIMXCS:

Cucrematuieckasi mpopadOTKa KOHCIIEKTOB 3aHATUH, Y4eOHOW JHTEpaTypHhl,
nepuoandeckux u3ganuii. [lonroroBka Kk mpakTUYECKUM pabOTaM € UCHOIb30BaHUEM
METOJAMYECKUX peKoMeHaauui npenoaasatens. CocraBieHue katanora «PeKBU3NUTHI
JIOKYMEHTa»

Tema 1.5. O0mue TpeGoBaHUs K
TeKCTy J0KyMeHTa. OcobeHHoCTH
SI3bIKA, CTHJISA M PeJaAKTHPOBAHMA

o(puIHAIBHBIX TOKYMEHTOB.

TpeOGoBaHMsI K TEKCTY JOKyMeHTa. OCOOCHHOCTH SI3bIKA U CTUIISI CITYKEOHBIX TOKYMEHTOB.
Hopwmsl odunmanbHo-aenoBoro ctuiis. Penakropekas mpaBka ciiyKeOHbIX JOKYMEHTOB.
Oranel pepakTupoBanus. [IpuHIMIBEI pelakTOpCKOW paBKU. Busl npaBku.

IIpakTnyeckas padora

1.cocTaBiieHue U peJaKTHPOBAHME TEKCTa JIOKYMeHTa 1o TemMe «Ooujue mpebosanus K
mekcmy 0okymernma. OcobeHnocmu sA3blKa, CMUs U pe0aKmuposanuus 0QUYUAIbHbIX
0oKymenmoey- Peoakmupoeanue mexcma 0oxymenma..

CamocrosiTeibHas padoTa 00y4alOIMXCH:

Cucremarnveckas IpopabdOTKa KOHCIIEKTOB 3aHATH, y4eOHOM JMTEpaTyphl,
NepuonYecKux u3anuii. IloaroroBka k npakTHYecKUM paboTaM C UCHOIb30BAHUEM
METOMYECKUX peKoMeH1anui npenoaasareis. CocraBieHue karajgora «PeKBU3UTHI
JIOKYMEHTa»

Tema 1.6. OprannzanMoHHO-NIPABOBbIE
AOKYMEHTbI

VYcras. [lonoxenue 06 opranuzanuu. CTpykTypa U IITaTHas yucieHHocTs. lltaTHoe
pacnucanue. [lonoxxeHnue o CTpyKTypHOM nojapasieneHuy. JloKHOCTHASE HHCTPYKIIHS.

CamocrosiTesibHas padoTa 00y4YarOIIUXCS:

Cucrematuueckasi mpopadOTKa KOHCIIEKTOB 3aHATUH, YIeOHOW JHUTEpaTyphl,
HepI/IO)II/IquKI/IX HSHaHHﬁ. HOI[FOTOBKa K HpaKTI/ILICCKI/IM pa60TaM C UCITOJIB30BAHUECM
METOJMYECKUX PEKOMEH IaIui mpenoaasareis. [loAroToBka KOMIbIOTEPHOM Mpe3eHTaIUH.

Tema 1.7. PacnopsianresbHblie
AOKYMEHTHI.

ITpuka3 mo ocHOBHOM aearenbHOCTU. [Ipuka3 no mmuHoMy cocraBy. Pacniopsikenue.
VYkazanue. Pemenue. [lopsnok opopmiienus: pacnopsauTenbHON TOKYMEHTALNH.

IIpakTuyeckue padoTnl

1. CocraBiieHne JOKYMEHTOB IO TeMe «PacnopsaoumenvHvle 0OKYMEHmMbLY.
Ilpuxa3z no ocnognoti desmenvrocmu. Ilpuxaz no ruunomy cocmasy. Pacnopsoicenue.
Ykazanue. Pewenue. [lopsiook oghopmnenus pacnopsaoumenbHou 0OKyMeHmayuu.

CamocrosiTeibHAs padoTa 00y4YalomMXCs:

Cucremarnueckas mpopabOTKa KOHCIIEKTOB 3aHATHH, yUeOHOM JIUTEpaTypHl,
nepuoandeckux u3nanui. IloqroroBka k.  npakTHyeckuM paboTaM C UCHOIb30BAHUEM
METOANYECKUX PEKOMEHIauuii npenoaasaresist. [IoqroroBka KOMIBIOTEPHON ITPE3EHTALUH.

Tema 1.8. UndopmanmonHo-
CNPABOYHbIE IOKYMEHTBI.

[Iporokon 3acemanms. Axrt. JloknmamgHas 3amucka. [Ipemnokenue. CiykeOHas 3amucka.
OO6bsicautenbHas 3amucka. CrnpaBka. CBojka. 3akiiodeHue, OT3bIB. llepedeHb, CIHMCOK.




[Topsnox oopmiienuss HGOPMAITMOHHO-CIPABOYHOMN TOKYMEHTAIIUH.

IIpakTuyeckune padoTsl
1. CocraBiieHUe [IOKYMEHTOB no Tteme «Hupopmayuonno-cnpasounvie
O0okymenmuly- [Ipomokon sacedanusn. Axm. /Joxknaonas 3anucka. Ilpednodcenue.
Cayorceonas zanucxka. Odwvacuumenvras 3anucka. Cnpaska. Ceooka. 3aknoueHue,
om3svis. Ilepeuensv, cnucok. Ilopadok ogopmaenus uH@GOPMAYUOHHO-CNPABOUHOU
OOKyMeHmayuu.

CamocrosiTe1bHAast padoTa 00y4arOIMXC:

Cucremarnyeckas NpopabOTKa KOHCIIEKTOB 3aHATHUH, yueOHOM JuTepaTypsl,
NepUoANYEcKUX u3gaHuil. [lonroroBka k mpakTUYECKUM paboTaM ¢ UCHOIb30BAaHUEM
METOAMYECKHX PeKOMeHaluii npenojanareins. Hanucanue pedepara.

Tema 1.9. JlokymeHTBI, HepeaBaemMble
M0 KaHAJaM 3JIeKTPOCBSI3H.

Tenerpamma. Tenekc. @akcorpamma. Tenegonorpamma

IpakTnyeckne padoThI
1. OrnpaBka ¢akca, 3JIeKTPOHHOM IOYTHI, TeJ1e()OHOrPAMMBI 110 TeMe
«doxymenmul, nepedasaemvie no Kanaiam snekmpocesasun- Tenecpamma. Tenexc.
Daxcoepamma. Tereghonoepamma

CamocrosiTe1bHass padoTa 00y4alOIMXC:

CucremaTnueckasi mpopadOTKa KOHCIIEKTOB 3aHATUH, y4eOHOM JHTEpaTyphl,
nepuondeckux u3anuii. IloaroroBka k npakTHYeCKUM paboTaM C UCHOIb30BAHUEM
METOJIMYECKUX PEKOMEHJAllui MPenoiaBaTest

Tema 1.10. Ilepenucka.
Pa3HoBUAHOCTH 1e10BBIX MUCEM.

OOmast XapakTepuUCTHKa CIyXeOHOW mepenucku. PeKBU3UTHI JEIOBOTO MHUCHMA.
PasnoBuHOCTH AenoBbIX nHceM. [lopsnok odopmieHus ciy:ke6HOro nuchbMma.

IIpakTnyeckas padora no teme «/lepenucka. Paznosuonocmu 0enogix nucem»-
1. Cocmasnenue oenogozo nucoma. Pexeusumol denosoeo nucoma. Paznosuonocmu
denosvix nucem. Ilopsiook opopmuenus caysxcebHo20 nucvma.

CamocrosiTeibHAs padoTa 00y4YalomMXCs:

Cucremarnueckas npopabOTKa KOHCIIEKTOB 3aHATHI, yueOHOM JUTepaTyphl,
NEPUOANYCCKUX H3ﬂaHHﬁ. HOJIFOTOBKa K MPAKTHYCCKUM pa60TaM C UCITIOJIb30BAHUEM
METOAMYECKHX PEKOMEH AN MpernoiaBaTeds.

CamocrosiTesbHast padoTa npu u3ydeHun pasaena 1. Opranusanusi AJOKyMeHTALMOHHOI0 o0ecreYeHust
CucremaTnueckasi mpopabOTKa KOHCIIEKTOB 3aHATUH, Y4eOHOM JHUTepaTypbl, IEPUOTNYECKUX U3TAHUN.

[TonroroBka Kk MPaKTUYECKUM pabOTaM C MCIIOJIb30BAaHHMEM METOAMYECKIX PEKOMEH AL MperoiaBaTens, opopmiieHIe
NPaKTUYECKUX padoT, OTYETOB U MOJATrOTOBKA K UX 3allUTE.

CamocrosTenbHOE U3YyYeHUE HOPMATUBHO-TIPABOBOM 0a3bl JOKYMEHTAIIHOHHOTO O0ECTIEYeHHUS A TeIbHOCTH OPTaHU3aIH

Cocranenue pedepaTon




BrimmonHenne KOMHBIOTGpHOfI IIPE3CHTAlU

IIpumepHas TeMaTHKAa BHEAYAUTOPHOI CAMOCTOSATEJIbHOI padoThI
-Opranu3aniOHHO-IIPaBOBbIE JOKYMEHTbI

-PacniopsinurenbHbie JOKYMEHTBI

-NH(popMaiioHHO-CTIpaBOYHbIE JTOKYMEHTbI

-YHuUKays U CTaHJapTH3aH JOKYMEHTOB.

-JI0JDKHOCTHAs! MHCTPYKLUS 1€TI0IPOU3BOIUTENS

Paznea 2. TexHoJi0rusi J0KYyMEHTAIIMOHHOT0 o0ecnieyeHus eI TeJIbHOCTH OPraHu3amumn

Tema 2.1. JlokymMeHTHpOBaHHe [TpaBuiia opopmiieHHs IEPBUYUHBIX (ONpaBAaTEIbHbIX) TOKYyMEHTOB. [lopsiiok
(prHaHCOBO-X0351iiCTBEHHBIX 3aKJII0YEeHHUs1, 0OPMIICHUS, U3MEHEHHS U PACTOPIKEHUS 1I0roBopa (KOHTpakTa). Buasl
onepaumii. /loroBopHo-npaBoBas noBepeHHocTH. [Topsimok oopmieHus: JOBEPEHHOCTH.
AOKyMeHTaunusi. Jl0BepeHHOCTH. IIpakTuyeckue padoThl N0 TeMe «/JoKyMeHMmUuposanue UHAHCOB0-X03AUCNBEHHBIX

onepayuiti. /[o2o60pHo-npasosas 00KyMenmayusl.
1.Cocmaenenue oosepenrocmu

2. Ogopmnenue 0ocosopa

3. Cocmaenenue HaKIAOHBIX, CYEMOB-PaKmyp, cuemos
4. Cocmasnenue npuxazos

CamocrosiTeibHass padoTa 00y4arOIMXCs:

Cucremaruueckasi mpopadOTKa KOHCIIEKTOB 3aHATUMN, y4eOHON JUTepaTyphl,
Nepuondeckux u3anuil. IloaroroBka k npakTHYeCKUM paboTaM C UCHOIb30BAHUEM
METOJIMYECKUX PEKOMEH Al MpernoiaBaTesl.

Tema 2. 2. lokyMeHTO000POT. Opranuzanus J0KyMEHT0000pOTa, OHATHE JOKYMEHTOO00POTa, €ro KOJIUUYECTBEHHbIE U
KayeCTBEHHbIE XapakTepucTUKH. O0bEeM TOKYMEHTO00O0poTa.

IMpakTuyeckue padoThl N0 TEME «/JOKYMEHMOOOOPOM Y.
1. Cocmasnenue cxemvl 0okymeHmoobopoma

CamocrosiTeibHAs padoTa 00y4YalomMXCs:

Cucremarnyeckas mpopabOTKa KOHCIIEKTOB 3aHATHH, yueOHON JUTEpaTypHl,
NEPUOANYCCKUX H3ﬂaHHﬁ. HOJIFOTOBKa K MPAKTHYCCKUM pa60TaM C UCIIOJIb30BAHUEM
METOAMYECKUX PeKOMeHaIuii mpenogaBaTens. [IoAroroBka KOMIBIOTEPHON MPE3EHTAIUH.

Tema 2.3. TunoBbie TEXHOJIOTHH OTarbl NPOXOKAEHUS MOCTYMAIUX T0KyMEeHTOB. [IpueM nokymenTos. [lepBoHayanbHas
00padoTKHN MOCTYNAOMINX oOpabotka. [IpeaBapurenbHOe pacCMOTpEHHE U pacipezeneHue. Peructparus.
JAOKYMEHTOB. Paccmotpenne nokymMeHTOB pykoBoacTBoM. Hanpasnenue Ha ucnonsenue. Mcenonnenue u

KOHTPOJIb UCITOJIHCHH . HOMGH.[CHI/IC HCIIOJIHCHHOI'O NOKYMCHTA B ACJIO0.

KoutpoabHas pa6ora Ne 1 mo teme «TumnoBsie TEXHOJOTHH OOPAOOTKH MOCTYIAFOIINX
JIOKYMEHTOBY.
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IIpakTnyeckue padoTsl Mo Teme «Iunosvie mexHonro2uu 0OPAOOMKU NOCMYNAIOUUX
O0OKYMEHmMO8»-

1. 3anoanenue xnueu pecucmpayuu 6x00auux 0OKYMEeHMOB.

2. 3anonnenue KHU2U pe2UcmMpayuy UCXOOAUUX OOKYMEHMO8.

3. 3anonuenue knueu pecucmpayuu NPUKA308.

4. 3anonmenue epaghuxa KOHMPO UCNOTHEHUS OOKYMEHMOS.

5. Tloowuska 0okymenmos 8 0eno

CamocrosiTeibHast padoTa 00y4YarOmMXCcs:

Cucremarnyeckas npopabOTKa KOHCIIEKTOB 3aHATUH, yueOHON JUTepaTypshl,
NepUOANYECKUX n3gaHuil. [lonroroBka Kk IpakTUYECKUM pabOTaM ¢ UCHOIb30BaHUEM
METOAMYECKUX PeKOMeHaluii npenogaBaTess. [loAroroBka KOMIBIOTEPHON MPE3EHTAIUH.

Tema 2.4. BHyTpeHHU
JAOKYMEHTO0000pPOT, KYJbTypPa padoThl
¢ IOKYMEHTaMH Ha padouux MecTax.

OtaIbl NIPOXOXKACHUS BHYTPEHHUX JOKYMEHTOB. CocTaBlieHHE IPOEKTa JOKYMEHTA.
Nzrorosnenue noxkymenra. Cornacoanue. Buzuposanue. [loanucanue wim yreep:kieHue.
Perucrpanus. McnosHeHre U KOHTPOIIb UCTIOJIHEHUS. [lomenenre NCoIHEHHOTO
JIOKYMEHTA B JIEJI0.

IIpakTHyeckue padoThl O TeMe «BrympeHnHuli 00OKyMeHmoobopom, Kyibmypa pabomsl ¢
OOKYMeHmamu Ha paboqux mecmaxy-
1. Cocmasnenue npoekma dokymenma.
2. Hzeomosnenue ookymenma. Coenacosanue. Buszuposanue. Iloonucanue unu
ymeepaicoeHue.
3. IllomeweHnue ucnoineHHo2o OOKymeHma 6 0eio.

CamocrosiTe/ibHas padoTa 00y4YalOIIUXCS:

Cucrematuueckasi mpopadOTKa KOHCIIEKTOB 3aHATUH, YIeOHOW JHUTEpaTyphl,
HepI/IO)II/IquKI/IX HSHaHHﬁ. HOI[FOTOBKa K HpaKTI/ILIeCKI/IM pa60TaM C UCITOJIB30BAHUECM
METOJIMYECKUX peKOMeH aluit npenoaasarens. [loAroToBka KOMIBIOTEPHOM Mpe3eHTaIUH.

Tema 2.5. O0padoTKa oTHpaBIsAEMOii
KOppecIoH/IeHIUH.

OTansl IPOXO0XKICHUS UCXOAAIMMX JOKYMEHTOB. COCTABJIEHHE MMPOEKTA JOKYMEHTA.
N3zrorosnenue nokymenrta. Cornacoanue. Buzuposanue. [lonnucanue uim yrBep:kieHueE.
Perucrparnus. Ornpaska. Opranu3anys JOCTaBKHM JJOKYMEHTA.

IIpakTuyeckas padora no reme «OOpadOTKa OTIPABIIEMON KOPPECTIOHACHIIUN»-

1. Cocmaenenue npoexma 0okymenma.

2. UMzeomosnenue Ooxkymenma. Coenacosanue. Buszuposanue. Iloonucanue unu
ymeepacoeHue.

3. Pecucmpayus. Omnpaska.

CamocrosiTe1bHas padoTa 00y4arOIMXCH:
CuctemaTudeckas mpopadOTKa KOHCIIEKTOB 3aHATHM, YAI€OHON JIUTEpaTyphl,
NepUoInYecKux u3anuii. IloaroToBka Kk NMpakTHYECKUM paboTaM C NCHOIb30BAHUEM
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METOAHUYCCKUX pCKOMCH,Z[aI_[I/Iﬁ npenoaaBaTciiA. HOI[FOTOBK& KOMHBIOTCpHOfI IMPE3CHTAINU.

Tema 2.6. Perucrpauusi 10KyMeHTOB,
KOHTPOJIb 32 HCIIOJTHEHHEM
JOKYMEHTOB M IPUHSATHIX PelIeHuid.

Lenu peructpauuu. [Ipasuna peructpanuu. ®opmel peructpanuu. MHaexcanus
JIoKyMeHTOB. KOHTPOJIb HCTIOJIHEHHSI TOKYMEHTOB. PaboTa MCHOMHUTENS C TOKYMEHTAMH.

Koutpoabnas paGora Ne 2 mno Teme «Perucrpamuss JOKYMEHTOB, KOHTPOJIb 3a
MCIIOJITHEHHEM JIOKYMEHTOB U MIPUHSTHIX PEIICHUID.

IIpakTHyeckue padoThl Mo TeMe «Perucrparus J0KyMEHTOB, KOHTPOJIb 32 UCTIOJTHCHHEM
JIOKYMEHTOB ¥ MIPUHSTHIX PEIICHHI»-

1. Cocmasnenue oen.

2. Dopmbl KOHMPOJISL 3 UCNOJIHEHUEM OOKYMEHMO8.

CamocrosiTesibHas padoTa 00y4YaroUIUXCs:

Cucrematuveckas mpopadOTKa KOHCIIEKTOB 3aHATUH, YI€OHOW JIHTEpaTypHl,
MEePHOINYECKHX U3aaHuid. [IoAroToBKa K IPAaKTHYECKUM PabOTaM ¢ UCIOIb30BaHUEM
METOANUYCCKUX peKOMeHI[aIII/Iﬁ HpenonaBaTeJm. HOIIFOTOBKa KOMHBIOTCpHOfI Hpe3€HTaHI/II/I.

Tema 2.7. JlokyMeHTHPOBaHHe
KOH(UIEHIIHAJBbHBIX CBeleHu i, rpug
KOH(UIEHIIHAIBbHOCTH T0KYMEHTA.

Kpurepnn nennoctu unpopmannu. Konpuaennumansapiii 1okyMeHT. CpoKH
KOH(HIEHIIMATIBHOCTH JOKyMeHTa. [lepeueHb KoHbuAeHIMaTbHbIX cBeAeHuH. ['pud
KOH(UIEHIMATBHOCTH JOKYMEHTA. 3alllulIeHHbIE JOKYMEHTONoTOkH. Homenknarypa
KOH(HICHIIMATIBHBIX el

IIpakTuyeckas padora mo Teme «J/{okymMeHTHpOBaHHE KOH(MUICHIIMAILHBIX CBEJCHUE,
rpu¢ KOH(MUISHIINATEHOCTUA JOKYMEHTa)-
1. CocraBnenue KoHguoenyuaibHo2o 0OKyMenma.

CamocrosiTe1bHast padoTa 00y4alOIMXCH:

Cucrematnueckasi mpopadOTKa KOHCIIEKTOB 3aHATUH, Y4eOHOM JHTEpaTyphl,
nepuondeckux u3anuil. IloaroroBka k npakTHYeCKUM paboTaM C UCHOIb30BAHUEM
METOANYECKUX peKOMeH)IaIII/Iﬁ npenoaaBaTciii. HOJII‘OTOBKa KOMHBIOTepHOfI MPE3CHTAIN.

Tema 2.8. KoMmnbloTepHble cpeacTBa
MOJArOTOBKH U y4ye€Ta JTOKYMECHTOB.

KommnbrorepHsie cpeacTBa NOATOTOBKM JOKYMEHTOB. KoMIO3UIIMOHHAs CTPYKTypa TEKCTa
JTOKyMEHTOB. [1ops1I0K KOMITBIOTEPHOM MOJATOTOBKH TECTOBBIX KOMITIOHEHTOB JIOKYMEHTOB.
DIEKTPOHHBIN TOKYMEHTOO0O0POT.

KoutpoabsHnasa padora Ne 3 mo teme «KoMmnbroTepHble CpeacTBa MOArOTOBKH M ydeTa
JIOKYMEHTOBY.

CamocrtosiTeibHAst padoTa 00y4yalomMXcs:

Cucremarnueckas npopabOTKa KOHCIIEKTOB 3aHATHI, yueOHOM JUTepaTyphl,
Nepuoandeckux u3fanui. IloqroroBka k.  npakTHuecKuM paboTaM ¢ UCIOJIb30BaHUEM
METOANYECKUX peKOMEH1auuii npenoaasaresist. [IoqroroBka KOMIbIOTEPHON IPE3EHTALIUN.

Tema 2.9. CeTeBble TEXHOJIOIHH
HH(}OPMaNMOHHO PadoThbI.

“OTtnpaBka ¥ NOJIYYEHUE SJICKTPOHHOM MOYTHI

KontpoJsbHas padora no teme «CereBble TEXHOJIOTUH HHPOPMAITMOHHON pabOTHI».
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IIpakTuyeckasi padora mo Tteme «CereBble TEXHOJIOTMH HHGOPMAIIMOHHOW pPabOTHI»-
1.Omnpasxa u nonyuenue 21eKkmpoOHHOU NOUMDL.

CamocTrosiTesibHasi padoTa 00yYaOIIMXCS:

Cucremarnueckas IpopabOTKa KOHCIIEKTOB 3aHATHI, y4eOHOM JUTepaTyphl,
nepuoandeckux uzganuii. [lonroroBka k mpakTHYecKUM paboTaM ¢ UCHOJIb30BaHUEM
METOJIMYECKUX PEKOMEHIAaIMK rpenogasaresist. [loaroroBka KOMIbHOTEPHON MPE3CHTALUY.

Tema 2.10. OnepaTuBHOE XpaHeHH e
AO0KyMeHTOB. @opMuUpoOBaHue JeJl.

CucremaTtu3zanus AokyMeHTOB. O01Me npuHIUIB GOopMUpOBaHus Aei. ['pynnupoBka
JIOKYMEHTOB B ziena. [locnenoBaTenbHOCTh pacoIoKeHUs JOKYMEHTOB B JIEIIE.
CocraBieHue 3arojloBKOB JIe]l.

Koutpoasnas padora Ne 4 mno Teme «OrnepaTuBHOE XpaHEHHE JIOKYMEHTOB.
DopMHUpOBaAHUE JIET.

IIpakTuyeckue padorel Mo TeMe «OnepaTuBHOE XpaHEHHUE TOKyMEHTOB. DopMupoBaHe
bi (S %

1. Cucmemamuzayus 0oKymenmos.

2. Dopmuposanue oen.

3. Ipynnupoexa 0okymenmos 8 oeia.

4. Cocmasnernue 3a20106K08 Oeil.

CamocrosiTesibHas padoTa 00y4YalOIIUXCS:

Cucrematudeckasi mpopabOTKa KOHCIIEKTOB 3aHATUH, Y4eOHOI TUTepaTyphl,
HepI/IO)II/IquKI/IX HSHaHHﬁ. HOI[FOTOBKa K HpaKTI/ILIeCKI/IM pa60TaM C UCITOJIB30BAHUECM
METOJIMYECKUX peKOMeHanui npenoaasarens. [IoAroroBka KOMIBIOTEPHOM MPE3EHTAITHH.

Tema 2.11. Homenknartypa e
OpraHu3anuu

[{enu co3naHust HOMEHKIATYPHI JAel. TUIIOBbIe U TPUMEPHBbIE HOMEHKIATYPHI JIe.
Odopmrenue u BeeHNE HOMEHKIATYPHI fei1. [lopsok BeleHrs U 3aBEpIICHHS
HOMEHKJIATYPHI JIeJ.

IMpakTuuyeckasi padora no reme «HoMmeHkIaTypa e opraHu3anum»-
1. . Ogopmnenue u 6edenue nomenkiamypol oei.

CamocrosiTeibHAs padoTa 00y4YalOIMXC:

Cucremarnueckas npopabOTKa KOHCIIEKTOB 3aHATHI, yueOHOM JuTepaTyphl,
NEPUOANYCCKUX H3ﬂaHHﬁ. HOJIFOTOBKa K MPAaKTHYCCKUM pa60TaM C UCIIOJIb30BAHUEM
METOAMYECKUX PeKOMeHaIuii mpenogaBaTens. [IoAroroBka KOMIBIOTEPHON MPE3EHTAIHUH.

Tema 2.12. OdopmiieHre JOKYMEHTOB
U J1eJl K YHUYTOKEHUI0 1 Ha
JJINTEJbHOE (MOCTOSIHHOE) XPAHEeHHe.

Omucu JCII. AKTBI O BBIZICJICHUHU JOKYMCHTOB K YHUYTOXKCHHUIO U CHATHIO UX C YUCTA.
O(I)OpMJICHI/Ie ACIT AJIs1 OTICPATUBHOTO XpaHCHHA. I[OHOJIHI/ITGHLHEUI OArOoTOBKA ACI OJId
JJIUTCIIBHOT'O XpaHCHU . TexHomorumn APXHWBHOI'O XpaHCHU A

IIpakTuyeckue padornl mo Teme «OPopmiieHrEe JOKYMEHTOB | JIeT K YHUUTOXKCHHUIO U Ha
JUTUTENIbHOE (TTOCTOSTHHOE) XpPaHCHHEY.
1. CocraBnenue onucu oe.
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2. Cocmasnenue akmog o bloeleHUl OOKYMEHMO8 K VHUUMONCEHUIO U CHAMUIO UX C
yuema.

3. Odgopmnenue den 0151 onepamusHo2o XpaHeHusl.

4. JlononrnumenvHas no02omoska 0e 0sl OIUMeNbHO20 XPAHEHUSL.

CamocTosiTesibHasi padoTa 00yYaKOIIMXCS:

Cucremarnueckas IpopabOTKa KOHCIIEKTOB 3aHATHI, y4eOHOU JMTepaTyphl,
nepuoanueckux uznanuil. [lonroroBka k  mpakTHuecKUM paboTaM ¢ UCHOJIb30BaHUEM
METOJIMYECKUX PEKOMEHIAaIMK rpenogasaresist. [loaroroBka KOMIbHOTEPHON MPE3CHTALUY.

3auer

CamocrosiTesibHasA padoTa Npu U3y4yeHuu pasgena 2 . TexHo0rus JOKYMEHTAIMOHHOIO o0ecIeYeH sl 1eATeJIbHOCTH
OpraHu3anuu

IIpumepHBbIe BUAbI BHEAYAUTOPHONH CAMOCTOATEIbHON PadoThl

CucremaTnueckas mpopadoTKa KOHCIIEKTOB 3aHATH, yueOHOH JIUTEpaTypbl, IEPUOJIUUECKUX U3TaHUI.

[ToaroroBka Kk MpakTUYECKUM paboOTaM C UCIMOJIb30BAHUEM METOJUYECKIX PEKOMEH AU MpernoiaBares, ohopMIICHHE
IPAKTUYECKUX paboT, OTYETOB U MOJArOTOBKA K UX 3alllUTE.

CamMocTosTenbHOE U3TOTOBJICHHUE KaTaJoroB, albOOMOB, CTEHI0B, KOMIBIOTEPHBIX MPE3EHTAIUH.

CamocTosTenbHoe n3ydeHne TemMbl «KoMIbroTepHbIe TEXHOJIOTUH 00padOTKHU JOKYMEHTOB

CamocrosTenbHOE U3yYeHHE HOBBIX BUJIOB OpPraHU3AlMOHHON TEXHUKH, (HOPM M METOJI0B 00pabOTKH JOKYMEHTOB. BrinoiaHeHne
KOMITBIOTEPHOM NPE3EHTALINT

I[IpumepHasi TeMaTHKAa BHEAyAUTOPHOI CAMOCTOSATEJIbHOI PadoThI
1. CoBpeMeHHbIE BU/Ibl OPraHU3AIMOHHON TEXHUKH U1 00pabOTKH JOKYMEHTOB.
2. CoBpeMeHHbIE TEXHOJOTUN 00pa0OTKHU M XpAHEHUSI JOKYMEHTOB.

\ Bcero:

159

14




3. YCJOBUS PEAJIM3AIIAN YYEBHOM JUCITATLIMHBI

3.1. TpeGoBaHusl K MUHUMAJIbHOMY MAaTepPHAJbHO-TeXHHYECKOMY 00ecledeHn 0
Peanmzanus npodeccrnoHaibHOr0 MOyl IPEIoiIaracT Hajaudue yueOHOro kaOuHera:
JOKYMEHTAIIHOHHOTO 00ECTIeYeHHS yIIPaBICHUS
OO6opynoBanue yuyeOHOTO KaOWHETa M pabouMx MeCT KaOWHeTa JTOKYMEHTAIlMOHHOTO

oOecrnieueHus ynpaBIeHUS:

- TOCAJI0YHBIC MECTA MO KOJMYECTBY 00YJArOIIUXCS;

- pabouee MeCTO MpenoaBaTes;

- KOMILIEKT 3JIEKTPOHHBIX y4eOHO-HATIISTHBIX TIOCOOHIA,

- KOMIUIEKT KOHTPOJIbHO-U3MEPHUTEIBHBIX MAaTEPHAJIOB;

- TMJTAaKTUYECKUN MaTepHa ;

- KOMIUIEKT y4eOHO-METOANYECKON JTOKyMeHTauuu (Y4eOHUKH U ydeOHbIe TTOCO0Us, COOPHUKU
3aja4 W YNPOKHCHHH, CHPaBOYHUK  apXWUBapuyca , CHPAaBOYHUK JEIIOMPOU3BOJUTEIS

KapTOYKH-33JJaHHs, KOMIUIEKTHI TECTOBBIX 3aJaHUH);

- KOMIUICKTBl ~MHCTPYKIIMOHHO-TEXHOJIOTHYECKUX KapT U OJAHKOB TEXHOJIOTHYCCKON

JOKYMEHTAINH;

- HaTJISIHBIC TOCOOUS (TTaKaThl, TAOIHIIBI, IEMOHCTPAIIMOHHBIE CTCH/IbI, MAKETHI , MYJISIKH );

TexHuueckue cpeacTBa 06yquH$[: KOMIIBIOTEPHBI, ITPOIPaMMHOC 06CCHC‘16HI/IG, BI/I,Z[GO(l)I/IJ'IBMH,
KI/IHO(l)I/IJIBMI)I, JHUAaIO3UTHUBEI, KHHOIIPOCKTOP, AUANPOCKTOP, OSHHUAHUACKOII, TCJICBU30DP,
BI/II[GOMal"HI/ITO(I)OH.

3.2. UndopmaunonHoe odecrnieyeHue 00yueHust
Ilepeuyenb yueOHBIX u3IaHuii, VHTepHeT-pecypcoB, IONOJHUTEJILHOI JUTEPATYpPbI He
MeHee 3-X)

OcCHOBHBIEC HCTOYHUKHU:

Pymbiauna  JILA.  JlokyMeHTallMOHHOE  OOeCne4YeHHe  yIpaBjieHUs.  YUYeOHUK A
0o0pa3oBaTeNbHBIX  YYPEXKACHHH  CpeqHero  mnpodeccruoHalbHOTO  oOpazoBaHus.-  M.:
N3narenbckuit ieHTp «Akanemusi», 2014.

JlonoJHUTeIbHbIE HCTOYHHKH:

1. JlenkeBuu JILA., Jlemompou3BOACTBO: ydeOHOE TmMOcoOMe Il  HAdadbHOTO
npodeccuoHansHOro oOpazoBanusa. — M.: U3narenbckuil neHtp «Akamemus», 2008. —
224c.

2. JlemkeBuu JI.A., [lemompomsBojctBo. Pabouast Terpamp: ydeOHOe TmocoOme st
HayaJlbHOTO  TpodeccuoHanbHOTO oOpazoBaHus. — M.: W3nmarenbckuit  1EHTP
«Axkagemusi», 2010. — 96¢., (pekomengoBano ®HPO)

3. Conory6 O.I. [lenonpous3BOACTBO: COCTaBJIEHHE, pPEJAKTHpOBaHHE U 00paboTKa
JIOKYMEHTOB: yuebHoe nocodue — M.: UznatenbctBo «Omera-JI», 2008. — 207 c.

4.  UYysenkoB A.1O., Snosckas B.®., IlpaBuna odpopmiienus gokymenton. KomMmmenTapuii
k OCT P 6.30 — 2003. - M.:- «TK Ben6u», u3a-so «IIpocmext», 2004.

5. MynbsrumMeauniinas oOydaromas nporpamma no npodeccun «Cekperapb-pedepeHT -

M.: MuHucrepcTBO Tpyaa u conuanbHoro pazsurus PO, 2002.
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6. I'OCT P 6.30-2003. YHudummpoBaHHbie CHUCTEMBI JIOKYMEHTAITUH.
YHUGHUIMpPOBaHHAsT CHUCTEMa OPTraHMU3aLMOHHO-PACIIOPAAUTEIBHON JTOKYMEHTALUH.

TpeboBanus k oopMIIEHHIO TOKyMEHTOB.- M.: M31-Bo cTtannapros, 2003.

HNHTEpHET-NCTOYHUKH:

HopMmatuBHbIE JOKYMEHTHI 110 JETONPOU3BOJICTBY. [ DIEKTPOHHBIN pecypc]. Pexxum gocryna:
http://www.termika.ru/dou/docs/docs.html

DneKTpoHHBIE O(PHUCHBIE CHCTEMBI. [ DNEKTPOHHBIH pecypc]. Pexum goctyna:
http://eos.ru/eos/eos

DJIEKTPOHHBIN CIIOBAPH ACJIONPOU3BOACTBEHHBIX TEPMUHOB. [ DJIEKTPOHHBIN pecypc]. Pexum
nocryma: http://uajobs.com.ua/professions/deloproizvodstvo
www.delpro.narod.ru - J{enonpou3BoacTBO.

WWW.termika.ru — DHIMKIIONE 1S IeIOIPOU3BOICTBA.

www.directum.ru - DaeKTpOHHOE JIEIOIMPOU3BOCTBO M KAHIIEIISPHSI

Kypuansbi:
CnpaBoYHUK KaJpOBUKA
Kypnan «Mup I1IK». — M.: 3A0 «M3narenbctBo «OTKPHITBIE CUCTEMBIY.
Kypnan «Cekperapb-pedepent». — M.: OO0 «IIpodeccronanbHoe U3AATETLCTBOY.
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4. KOHTPOJIb 1 OLIEHKA PE3YJbTATOB OCBOEHMS YYEBHOM

JAUCHUIIJINHBI
DopMbI U
PesyabTaTsl
(0CBOEHHBIE IPOGECCHOHATbHbIE OcCHOBHBIE MOKA3ATEJIN OLlEHKH MeTO/IbI
KoMIeTeHIIH) pe3yJbTara KOHTPOJIS ¥
OI[EeHKH
yMeThb: -yCTaHOBJICHUE cootBercTBUs | Habmonenue  3a
0(OpMIISITh OpraHU3aIMOHHO- uH(popMaIuy, YKa3aHHOUN B | BBIIIOJIHEHUEM
pacrnopsiiuTeIbHble JOKYMEHTHI B JIOKYMEHTE c dakTuyeckumu | pabOT B X0H€
COOTBETCTBUU C JICHCTBYIOIIHM JAaHHBIMU ; BBITIOJTHCHHSI
I'OCTowm; -TPaMOTHO€ YTEHHUE PEKBU3UTOB | MPAKTHUYECKUX
OCYIIECTBIISITH 00PabOTKY JIOKYMEHTOB; COIIOCTABJICHHE | 3a/IaHMUIA;
BXOJIALINX, BHYTPEHHUX U (bakTUYECKUX AaHHBIX, YKa3aHHbIX B | OLleHKa pelleHus
UCXOJSIINX JIOKYMCHTOB, KOHTPOJIb | pEeKBU3UTaX, C  TPeOOBAaHUSAMU | CUTYaIlMOHHON
3a UX UCHOJIHEHUEM; ['OCTa 3aJ1a4u;
0pOPMIISITh TOKYMEHTHI JIJIs - OIICHKA Ka4eCTBa JJOKYMEHTOB, Ouenka
nepesavyy B apXyB OpraHu3aluy; - rpaMOTHO PErucTpUpOBaTh | BHITOTHEHHS u
JIOKYMEHTBI 3aIUTHI
-CKOpOCTh ABTOMATU3UPOBAHHOM | MPAKTUYECKUX
00paboTku JIOKYMEHTA | 3aJaHHi.
(cocTaBnenue, 3aIoJIHEHUE,
pacriedarka, OTIpaBKa 3JIEKTPOHHOMN
MTOYTHI)
3HATh:
MOHSITHE JJOKYMEHTA, €ro
CBOMCTBA, CITOCOOBI - mpaBWIbHOE (POpMUpOBAHHUE el
JIOKyMEHTHUPOBAHUS, COTJIaCHO HOMEHKJIATYypPhl
MpaBUJIa COCTABIICHHS U - IrpaMOTHOE odopmienne
. TectupoBanue
othopmIIeHUs OpraHNU3aMOHHO- PETUCTPAIIMOHHBIX KapPTOYEK; KOHTPOIIbHbIE
pacnopsiIUTEIbHBIX TOKYMEHTOB -TPaMOTHOE BeZieHHEe OaHKa JaHHBIX 6
(OPLD); -TPAMOTHOE  COCTaBJICHHE " paboThl
CUCTEMY U THIIOBYIO odopmieHue CITY»KeOHBIX YCTHbil onpoc
[InceMenHbIN
TEXHOJIOTHIO JIOKYMEHTAIIHOHHOTO | JOKYMEHTOB M MaTepHaJlOB
obecnieuenus ynpasnenus (JI0Y); | -a¢dextuBHoe HCIIOJIb30BaHUE g:zz;
0COOEHHOCTH  JEJTIONPOU3BOJICTBA | MOCIEIHHUX JOCTHKEHUI
no oOpalleHWsIM  TpaxJaH ¥ | OPraHU3alMOHHONM TEXHUKHU B
KOH(UICHIIHATIEHOTO npodecCHOHANBEHOM e TENbHOCTH
JEIIONPOU3BOICTBA
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