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1 HACHOPT NPOI'PAMMBI IPO®ECCUOHAJIBHOI'O MOAY JIsA
BoinosiHenune padoT Mo 0HON MM HECKOJBKUM NpodeccusiM padovux, J10/KHOCTIAM
cayxkamux mo npogeccun 21299 JleronpousBoaureib

11 ObaacTh NpMMeHeHus: MPOTrPaMMBbI

PabGouass mporpamma mnpoeCCHOHAIBHOTO MOIYAS — SBJSETCS YacThl0 MPOrPaMMBI
MOJATOTOBKM crenuainuctoB cpennero 3eHa (manee- IIIICC3) B cootrBerctBuu ¢ ®I'OC mo
cnenuanbHocTy 46.02.01 JlokyMeHTalMOHHOE ofecrieyeHHe YNPaBJieHUsI U apXUBOBeJleHHe B
9aCcTH OCBOCHHUSI OCHOBHOTO BH1a npodeccronanbHoi nesrensaoctr (BI1J]) Bemonnenue pador mo
npodeccun «/lenonpon3BoaUTENb» U COOTBETCTBYIONIHNX MpodeccuonanbHbix kKomnereHuui (11K):

[1K 3.1. OcymecTBasATh CTHINCTHYECKYIO 00pabOTKY CITy)KeOHBIX TOKYMEHTOB

[1K 3.2. O6pabaTeiBaTh BXOJIAIIAE W HCXOAANINE JOKYMEHTHI, CHCTEMaTH3UPOBATh WX,
COCTaBJISATh HOMEHKJIATYpY JieN1 U (OpMUPOBATh JOKYMEHTHI B JieNa

I1K 3.3. O6pabaTeiBaTh BXOIAIIME W HCXOAANINE JOKYMEHTBI, CHCTEMaTH3UPOBATh WUX,
COCTaBJISATh HOMEHKJIATYpPY JeN1 U GOpMUPOBATH JOKYMEHTHI B JiesIa

1K 3.4. Vcnonp30BaTh HOPMBI JIUTEPATYPHOU peur B MPO(HECCHOHAIBHON IEATEIEHO CTH

12 enu u 3axa4u npogecCHOHAIBHOI0 MOAYJS — TPeOOBAHUS K pPe3yJibTaTaM OCBOCHUS
npo¢ecCHOHATBLHOI0 MOAYJISA:

C menmplo OBNANCHHUS YKAa3aHHBIM BHUJOM MPO(ECCHOHAIBHOW JESTeIBbHOCTH W
COOTBETCTBYIOIIUMH TIPO(PECCHOHATHHBIMI KOMITETCHIIUSAMU OOYYArOIIUICS B XOJIE OCBOCHUS
po(HecCHOHATLHOTO MOTYIISI TOJDKEH:

HMeTh NPAKTHYECKHI ONBIT:
- BBINIOJIHEHUS paboT 1o npodeccun «/lenonpon3BoauTens»
yMeTh:
- 0(OpMIIATH PEKBU3HUTHI JOKYMEHTOB Pa3INYHbIX BUIOB;
— COCTAaBJISITh PAa3IMUHbIE BUbI AECJIOBBIX MHCEM C UCIIOIB30BAHUEM DPEUYEBBIX (GOPMYII 1€I0BOTO
ITUKETA;
- UCII0JIB30BAaTh CIPABOYHBIC M3AaHUS 110 PYCCKOMY SI3bIKY M IPAKTUUECKOW CTHIIMCTHKE;
- OCYILECTBJIATh PEJAKTUPOBAHUE CITYKEOHBIX MaTEPUAIIOB, IOKYMEHTOB;
- CTPOUTH CBOIO P€Ub B COOTBETCTBUU C HOPMAMU PYCCKOTO JIUTEPATYPHOTI'O SA3bIKA;
- CIOJIb30BaTh NPO(ECCUOHANBHYIO JIEKCUKY
- CO3/1aBaTh YCTHbBIE U IUCbMEHHBIE TEKCThl PA3JIMYHBIX THUIIOB U KaHPOB;
- YCTpaHATh OIIMOKH U HEJIOUEThl B CBOEH YCTHOM M MMCbMEHHOM peun
- TPaMOTHO 0(OPMIIATE NPOPECCUOHATBHYIO JOKYMEHTALUIO.
3HATh:
- HOPMaTUBHO-METOAMYECKYIO 0a3y COBPEMEHHOTO JEI0NPOU3BOACTBA
- OCHOBHBIE Pa3JieJibl TEOPUH PEIAKTUPOBAHHUS;
- 0COOEHHOCTH OCHOBHBIX Pa3JIeJIOB HAYKH O SI3BIKE;
- OCHOBHbIE MOJI0KEHUs opdorpaduu 1 MOPPOJIOTHUHU C 3JEMEHTAMH PAKTUYECKON CTUIMCTUKHY;
- HOPMBI PYCCKOTO JIUTEPATypHOTO fA3bIKa;
- MpaBMJIa MPOAYLIMPOBAHUS TEKCTOB Pa3HBIX )KAaHPOB
- I3bIKOBBIE (POPMYJIbI OPUINATBHBIX JOKYMEHTOB;
- MpUeMbl YHU(PUKAIIUU sA3bIKA CITY>KEOHBIX TOKYMEHTOB;
- mpaBuia 0(pOPMIICHHUS TOKYMEHTOB.
13 KoanuyecTBO 4acoB Ha OCBOEHHE MNPOrpaMMbl NpogecCHOHAIBLHOr0 MOAyJsi: Bcero — 411
yac, B TOM YHCJIE:
MakcumanbHas yueOHasi Harpy3ka odyuatomerocs — 339 yaca, BKIroyas:
v’ 00s13aTeNbHYI0 ayJUTOPHYIO y4eOHYI0 HArpy3Ky oOyudatomerocsi — 226 4yaca;

v’ caMocCTosTeNbHYI0 paboTy obydarorierocs — 113 uac;
v’ TPOM3BOJICTBEHHAS MPAKTHKa — 72 4aca



2 PE3YJIBTATBI OCBOEHUSA NTPO®ECCUOHAJBHOI'O MOAYJIA

PesynbraToM ocBoeHHs TPOPECCHOHATBHOTO MOJIYJIS SIBJISIETCS OBJIAICHHE O00YyJaloIMMHUCS
BUJIOM TnpodeccuoHanbHOl nestenbHocTd (BIIJl) opranusanus apXuBHOW W CIIPaBOYHO-
nHGOPMAMOHHOHN pabOTHI O JOKYMEHTAM OpraHU3alluy, B TOM 4ucie rnpodeccnonanbubiMu (11K)

u obumu komrrereHmsaMu (OK):

Kona HaumeHnoBanme pe3yabTaTa 00y4yeHuUs
[IK 3.1 | OcymmecTBIsATh CTHIMCTHYECKYIO 00pabOTKY CITyKEOHBIX JOKYMEHTOB
[IK 3.2 | OOpabaTbiBaTh BXOAAIIME M MCXONAIIME JOKYMEHTBI, CHCTEMATH3MPOBATh HX,
COCTaBJISITh HOMEHKJIATYPY J1e7d U GOPMHUPOBATH TOKYMEHTHI B Jieia
[IK 3.3 | OOpabaTbiBaTh BXOAAIIME M MCXOIAIIME JOKYMEHTBI, CHCTEMATH3MPOBATh MX,
COCTaBJISITh HOMEHKJIATYPY Jie]d M GOPMHUPOBATH TOKYMEHTHI B JieTia
I1IK 3.4 | Mcnoyib30BaTh HOPMBI JIUTEPATYPHOU peur B TPO(HECCUOHATLHOM IS TSIIEHOCTH
OK 1 [ToHnMaThe CyHnIHOCTP W CONMAIBHYIO 3HAYMMOCTh CBOeH Oyaymer mpodeccun,
MPOSIBIISATH K HEM YCTOWYMUBBINA HHTEPEC
OK 2 Oprann3oBbIBaTh COOCTBEHHYIO JACSTEIBHOCTh, OMNPEACNIATh METOJIbI M CIOCOOBI
BBITIOJTHEHUS TTPO(PECCHOHANIBHBIX 3a/1a4, OIICHUBATh UX Y(PPEKTUBHOCTH M KAYECTBO
OK 3 Pemate mpoGiiembl, OIEHWBATh PUCKH W TPUHUMATH PEIICHHS B HECTAHIAPTHBIX
CUTYaIHSIX
OK 4 OcymiecTBIATh MMOUCK, aHAIW3 U OIICHKY WH(OpMAIUH, HEOOX0UMOH ISl TOCTAHOBKH
U perieHus npodeccuoHaIbHbIX 3a/1a4, TPO(PECCHOHATLHOTO U JIMYHOCTHOTO Pa3BUTHUS
OK 5 Hcnons3oBaTh H()OPMAITMOHHO-KOMMYHUKAITHOHHBIS TEXHOJIOTHH TS
COBEPIIICHCTBOBAHUS NMPO(ECCHOHATBLHOM NIeATEILHOCTH
OK ¢ | PaboraTe B KOJIEKTMBE M KOMaHJE, OOecreuuBarh €€ cruodeHue, 3(pdexTuBHO
0011aThCsI ¢ KOJUIETaMHM, PYKOBOJICTBOM, MTOTPEOUTEISIMU
CraBuTh 11€M, MOTHBHUPOBATH JEATEILHOCTh TOJYMHEHHBIX, OPraHW30BHIBATh H
OK7 KOHTPOJIMPOBATh HMX PabOTy C NPHUHATHEM Ha ce0s OTBETCTBEHHOCTH 3a PE3YJIbTaT
BBIITOJIHEHUS 3aJaHUIH
OK & CaMOCTOATENBEHO OMPEACATh 33aa4l NMPOGECCUOHATBPHOTO W JIMYHOCTHOTO Pa3BUTHS,
3aHUMAThC CaMOOOpa30BaHUEM, OCO3HAHHO TIJIAHUPOBATH MOBBIIEHNE KBATH(PUKAITUH
OK 9 BBITh TOTOBBIM K CMEHE TEXHOJIOTHH B TPO(PECCHOHAILHON ACATEIHBHOCTH




3 CTPYKTYPA U COAEP KAHUE NTPO®PECCHOHAJIBHOI'O MOAYJIA
3.1 TemaTnyeckuii my1aH NpodeccHOHATBLHOT0 MOYJIs

Oobem BpPEMEHU, OTBeJICHHBIH HA OCBOEHHUE

IIpakTuka
MEKIMCIMIVINHAPHOIO Kypca (KypcoB)
Oobs13aTesqbHAs ayIUTOPHASI CamocrosiTe/ibHaA
yueOHasi HArpy3Ka padora
Beer o0y4yauerocsi 00y4Jaromerocs IIpousBoacTBeHHa
Kon HaumeHoBaHus pa3aesioB 0
npodeccuoHaJIbH npodeccuoHaIbLHOr0 4aco B TH B T4, YuedHa "
bIX KOMITETEHIIHI MOYJIst B 7100paTopH | KypcoBa B T, 1, (o mpou.10
Bcer | bie paGoTnbl u 51 Beero. | Kypeosa | CHeNHAIbHOCTH),
o, NpPaKTHYeCK | padora ‘IaCOB, s1 padora 94acoB
4acoB | Me 3aHATHA, | (IIPOEKT (mpoekr),
9acoB ), 4acoB
4acoB
1 2 3 4 5) 6 7 8 9 10

I[IK3.1-3.3,0K |Pazmen 1 MK 03.01
1-OK9 CtunucTrka ciry>keOHBIX 90 60 30 - 30 -

JTIOKYMEHTOB
1K 3.2-3.3, OK [ Pazgen 2 MJIK 03.02
1-OK 9 PenaktupoBanue ciyxeOHBIX 12 48 20 24

JTIOKYMEHTOB
IIK3.1-3.4,0K |[Pazgen3 MJIK 03.03
1-OK 9 JIOKyMEHTBI U 72 48 20 24 -

JIEIOTIPOU3BOICTBO
[IK 3.4, OK 1- OK | Paznen 4 MJIK 03.04 Pycckuit 105 70 34 35 i
9 SI3BIK M KYJIbTYpa peuu

Bceero: | 339 226 104 - 113 - 72




3. 2 Conep:xaHue 00y4eHus 1Mo NpodheccHoOHATLHOMY MOIYJTI0

HaumeHnoBanue pa3je/ioB Copep:xaHue yueOHOI0 MaTepuaJia, JjadbopaTopHbie padoThl U O0bem yacoB YpoBenb
npogeccunoHATLHOT0 NPaKTHYECKUE 3aHATHS, CAMOCTOSITEIbHAS PadoTa 00yUalomuXCcsl OCBOEHH
moayJs (IIM) u Ttem

1 2 3 4
Pazgen 1 IIM. 03
OcymiecTBiieHne
CTHJINCTUYECKO 00paboTKU
CIIY’>K€OHBIX JOKYMEHTOB
MJIK 03.01 90
Crunuctuka ciyKeOHbIX
JOKYMEHTOB
Tema 11 S3bIk- cpenctBo | Cogepxanue
KOMMYHHKAIMHU 1 \ Pous 1 3HaYeHME A3BIKA B )KU3HU O0IECTBA 1 1-2
Tema 1.2 Coneprxanue 8 1-2
CTuiaucruka 1 | SI3pIKOBBIC YepPThI O(UITHABHO - JIEJIOBOTO CTHIIS 1-2
ylnpaBJeH4YeCKUX 2 | OmunOKu B ynmoTpeOJICHUN CHHOHIMOB 1-2
AOKYMEHTOB 3 | Ommbku B ynotpebaeHNH MIe0OHa3MOB 1-4
4 | CnpaBoyHbI€ U3JaHUS 110 CTUIIUCTHKE
IIpakTHYecKHe 3aHATHS 8
1 | Onpenenenne s3BIKOBBIX OCOOCHHOCTEH OQHUIMAIBHO- JIEJIOBOTO 1
CTHIIA
2 | YcrpaHneHue omMOOK MpH ynoTpeOIeHUH CHHOHUMOB
3 | YerpaHneHue omnO0OK Mpy ynoTpeOlIeHnH MIIE0HAa3MOB
4 | YcTpaHeHHe TUTUYHBIX OUOOK B TOKYMEHTaxX
Tema 1.3 Coaepikanue 6
Cruimmcrnyeckoe 1 | KumkHO — muCbMEHHas JTeKCHKa 1-2
pacciioeHne JIeKCUKH 2 | Jenonpou3BOJACTBEHHAS IEKCUKA 1-2
3 | CmbIcnoBo# 0TOOp 1-2




HpaKTuqecKue 3aHATUSA

1 | Boigenenue xapakTepHbIX MPU3HAKOB KHIKHO-TTIMCbMEHHOM JIEKCUKH

2 | BeimeneHnne — XapakTepHBIX — NPU3HAKOB  JEJIONPOU3BOICTBEHHOM

JIEKCHKH
3 | CrunmcTryeckuii 0TOOp CTHIIMCTUYECKUX CPEJICTB
Conepxanue 15 2
Tema 1.4 1 | OcobeHHOCTH yHOTpeOaeHHs pa3InYHbIX YaCTe! peuu B JOKYMEHTaX
SA3BIK ¥ cTHIIB cayxkeOHbIX | 2 | HasBanue opraHoB BIacTH
AOKYMEHTOB 3 | HaumeHoBaHue mpenpusITHIA
4 | Hartucanue npa3IHUYHBIX AT
5 CoxkpallleHHe CJIOB ¥ CIIOBOCOYETAHUM
IIpakTHyeckue 3agaHus 15 2
1 | UcnpaBnenue ommOOK MPH MOCTPOCHUH TPEITI0KEHUS
2 | IlpaBusibHOE ynoTpeOIeHNE OTACIBHBIX SI3bIKOBBIX KOHCTPYKIIMMA
3 | CkioHeHHe cOOCTBEHHBIX UMEH CYIIECTBUTEIbHBIX
4 | CocraBieHHe TEKCTOB YIIPABIEHYECKHUX JOKYMEHTOB
CamocrosiTejibHasi padoTa Npu U3ydeHnu pasjaena 1 30
IIpumepHasi TeMaTHKAa BHEAYIMTOPHOI CAMOCTOSITE/IbHOM PadoThI
Crunuctuyeckue 0COOEHHOCTH O(QUIMAIIBHO - IETOBOTO CTUJIIS
Opdorpaduueckre U CHHTETUYECKUE HOPMBI IIPU COCTABIIEHUH U CITYKEOHBIX JOKYMEHTOB
Hcnonb3oBanue B paboTe CIIpaBOYHON JTUTEPATYpPhI
TenneHuu pa3BUTHS I€TOBOTO S3bIKa
OcobenHocTtu cTHIIA TeraepoHoTpamm, pakcorpamm
Pa3HOBUIHOCTH TEKCTOB CIY)KEOHBIX JOKYMEHTOB M MX CTHJIS
Pazgen 2 IIM. 03 72
OcymecrBiaenne
PeAaKTHUPOBAHUS U
JIMTepaTypHoil 00padoTkn
JAOKYMEHTOB
MJIK 03.02 Coaepikanue 4 1-2
PegaxktupoBanune 1 | Pa3HOBMHOCTH TEKCTOB CIIy’KeGHBIX JOKYMEHTOB

8




CIyKeOHBIX JOKYMEHTOB
Tema 2.1 Jloruueckue

2

OCHOBHBIE 3aKOHBI JIOTUKHA

3

TpebGoBaHMs K 10Ka3aTEILCTBAM, K OIIPEJICICHUIM

OCHOBBI I0KYMeHTHPOBaHus | [IpakTHyeckasi pabora 4 2
1 | Ycrpanenue TOrn4eckux OMMOOK B JOKA3aTEIbCTBAX, OMPEISIICHHUIX
2 | CocraBieHue JI0Ka3aTeIbCTB, ONPeIeIeHUH, TpeOOBaHHH
Tema 2.2 Texker Buanl u Conepxanue 8 2
TeXHUKA MPABKHU TEKCTOB 1 | TekcThl M BUJIBI TEKCTOB CITY’KEOHBIX JIOKYMEHTOB
2 | Dransl paboTHl HAaJl TEKCTOM
3 | TexHuka MpaBKH CIY)KEOHBIX JOKYMEHTOB
IIpakTHyeckasi padora 4 1-2
1 | SI3pIKOBas CTHIIMICTHYECKAsl IPAaBKa TEKCTa
2 | Hcnionp30BaHue KOPPEKTYPHBIX 3HAKOB TIPH MPaBKE TEKCTa 1-2
Tema 2.3 Anaau3 Conepxxanue 8 2
¢daxkTryeckoro marepuaJjia 1 | OT60p (hakTOB, MX TPOBEPKA
2 | IlpaBuia nutupoBanus U 0OPMIICHUS ITUTAT
3 | PemaktupoBanue Tabauig
4 | TlpaBmia ohopMIICHHS TOKYMEHTOB
IlpakTuyeckasi pabora 6 2
1 | JlocToBepHOCTD, JOCTATOYHOCTH M aKKYPaTHOCTh (haKTOB
2 | Mcnonb30BaHue IIUTAT B CIY)KEOHBIX JOKYMEHTOB
Tema 2.4 Komno3unuonnnie | Cogepxanue 8 2
0COOEHHOCTH /1eJI0BBIX 1 | ®opma noKymeHTa
TEKCTOB 2 | TunoBbie GopMyITBI
3 | PegakTupoBanue Tabmuiy
4 | CocTaBHbIE YaCTH TEKCTOB
IIpakTnyeckas padora 6 2
1 | CocraBnenue ciay:keOHbIX JOKYMEHTOB C Y4ETOM 00LIUX TpeOoBaHUI
2 | Mcnonb30BaHNe KOMIIO3UIIMOHHBIX OCOOEHHOCTEN TEKCTOB
CamocTosiTe1bHAsA padoTa NPH M3YYeHUH pa3jeia 2 24
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YHubukanus u cTaHaapTU3aIus JOKYMEHTOB

3aKOHBI IOCTPOCHHMS TEKCTA U PEUU

KoncnexrupoBanue, pedeprpoBanne, COCTaBICHNE TE3UCOB U TUIAHOB
’KanpoBbie U SI3bIKOBBIE OCOOEHHOCTH TEKCTa

PyOpukarust ciyxeOHbIX JOKYMEHTOB

OcoOEHHOCTH YCTHOTO TEKCTa

MJIK 03.03 JIokyMeHTBI U 72
J1€eJI0NPOU3BOACTBO
Tema 1.1 JlokymeHT, Conep:xanue 7
NOHATHE, PYHKIUH, v
1 | Iloustue noxyment. CBOHCTBA U KIINU JOKYMEHTA 1-2
CYIIHOCTh JIOKYM (byHKIMH J0KYM
2 | CymHOCTHBIE TNpU3HAKW  JOKyMEHTOB. Kiaccudukamuss BHUIIOB
JTOKYMEHTOB
3 | CnocoOsr JTOKYMEHTHPOBAHHSI. MatepuanbHbie HOCHUTEIIH 1-2
JTOKYMEHTUPOBAHHOUW HH(POPMAITHH
4 | MarepuanabHble HOCUTEIN JOKYMEHTUPOBAHHOW WH(MOpMAIUn
5 | OCHOBHBIC PEKBU3UTHI IOKYMEHTOB U TPeOOBaHUS K MX 0(DOPMIICHHIO
6 | Popmyrsip TOKyMEHTa
7 | bnanku nokymentoB. TpeboBanus k O1aHKam
IIpakTHYeckue 3aHATHS 2 2
1 \ OdopmiieHue OTAETHHBIX PEKBU3UTOB JOKYMEHTOB
Tema 1.2 SI3bIK ¥ CTHIL Conepxanue 9 1
AOKyMEeHTAa 1 | JenoBas nexkcuka. YcJoBHs BbIOOpa CIOB TpPU COCTaBICHHUU 1
JTIOKYMEHTOB
2 | CuHTakcuyeckue 0COOCHHOCTH JOKYMEHTOB 1
3 | SI3BIK U CTWIIb JIENOBOM TOKyMeHTauu. TUnuyHble OnmOKu 1
4 | Peructparus BXOJSIIEH U UCXOAAIEH TOKYMEHTAIlUN 1
5 | Peructpamus BXosimen U HCXOIAIEH TOKYMEHTAIlUN 1
6 | Homenkiatypa nen 1
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7 | Homenknarypa e 1
8 | ®opmupoBaHue JOKYMEHTOB B JIelia 1
9 | ®opmupoBaHue JOKYMEHTOB B JIeia 1
IIpakTHyeckue 3aHATHA 2
1 | O6paboTKa BXOIAMIMX M HCXOISIINX JOKYMEHTOB
Tema 1.3 Yuudpukanus u Coaepixkanue 1
CTAaHIAPTH3ALMS 1 | [lonsatne «yHUUKAUA» U «CTAaHIAPTU3ALMS  YIPABICHUECKUX
ylpaBJeH4YeCKUX JTOKYMEHTOB
AOKYMEHTOB 2 | TpeOoBanuss K YHU(PHUIMPOBAHHBIM  TEKCTaM, TIPEABSIBISICMbIC 1
rOCy/IapCTBEHHBIMU CPEJICTBAMU
3 | Kimaccudukanusi opraHn3alimoHHO-PACIIOPSAUTEIBHBIX JTIOKYMEHTOB: 1
OpraHu3alMOHHbIE, PacOPsIUTENbHbBIE, CIIPABOYHO-UH(POPMAIIIOHHBIE
4 | Opranu3alMOHHbIE JIOKYMEHThl — YCTaB, IOJOXEHUS, MpaBUia, 1
perjiaMeHT, ITaTHOE pacucaHue, MHCTPYKIIUU
5 | OcoGeHHOCTH CcOCTaBJeHHsT UM O(GOpPMIICHHS PACTIOPAIUTEIBHBIX 1
JOKYMEHTOB
IIpakTnyeckmne 3aHATHSA
1 | Odopmienus 6aaHka mpuKasa 1Mo oOIUM BOIIPOCaM JIEATEILHOCTH
Tema 1.4 Opranusaunonno- | Conep:kanue
pacnopsiinTeabHbIe 1 | JoxyMeHThl, H37aBacMbleé Ha OCHOBE KOJUICTHMAIBLHOTO TMPUHATHUS 2
AOKyMeHTbl. CIpaBOYHO- pellleHni: TOCTaHOBJICHHUS, PEIICHUSI.
HH(OPMAIHOHHBbIE 2 | lokyMeHTbI, WH3JaBacMbleé Ha OCHOBE €IWHOJIWYHOIO MPUHATUS
AOKYMCHTBI pelIeHUs: IpPUKas3bl, pacnopspkeHus, ykasanus. lIpaBuma  ux
COCTaBJIEHUS U OPOPMIICHUS
IIpakTHyeckue 3agaHus 6

1 CocraBieHHE TEKCTOB Pa3JIMIHBIX TOKYMCHTOB

2 yCTpaHCHI/IC TUMUYHBIX OIINOOK B JOKYMCHTaX. COCTABJICHUC 00JIOKKH
JAcjia

3 CocraBieHue HOMCHKIJIATYpPbI J€JI
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Conepxanue

1

CrpaBo4yHO-HH(DOPMAITTOHHBIH JOKYMEHT. Bunpl, IpaBuIa
COCTaBJICHUS K OYOPMIICHHS

IpakTuyeckue 3aHATHA 4
1 | CocraBnenus u oopmiieHHE OpraHU3alMOHHBIX JOKYMEHTOB
2 | CocraBnenne #u  oQOpMIIEHHE  CIPABOYHO-MH(DOPMAITOHHBIX
JIOKYMEHTOB
Tema 1.5 JlokymenTauus no | Coaepxanue 2
JIUIHOMY cOoCTaBy 1 | JoxymeHTanus o JUYHOMY COCTaBY
2 | Knmaccudukanust JOKyMEHTOB I10 JINYHOMY COCTaBYy
IIpakTHYeckue 3aHATHS 4
1 | Odbopmnenune pes3toMe, 3asBIEHUS O TpueMe Ha  paboTy,
aBToOMorpadumn
2 | Odopmienne TpyA0BOTO JOTOBOPA U TPYAOBOU KHIKKH
Conep:xanue
3 | OdopmieHrne TPYAOBBIX HPABOOTHOIICHHUN MEXAYy (U3HMYECKUMU U 2
IOPUAMYECKUMHU  JIMIIAMH: TPUEM, T[EePEBOJ, OCBOOOXKIECHHE OT
JOJIKHOCTH, MIpeI0CTaBIICHUE OTIIYCKOB, MOOLIPEHUS u
JTUCIUIUIMHAPHBIE B3bICKAHUS
4 | UtoroBoe 3aHsTHE
CamocrosiTesibHasi padoTa NpU U3yYeHHH pa3jaena 3 24

IIpumepHas TeMaTHKAa BHEAYIMTOPHOI CaMOCTOAITEIbHOI PadoThI
Hcnonb3oBaHne HA COBPEMEHHOM ATare Pa3BUTHS AETOMPOU3BOICTBA KOMITBIOTEPHBIX, HH(DOPMAIIMOHHBIX
TEXHOJIOTUH JIJ1s1 ClIOCOO0B JOKYMEHTUPOBAHUS
3aBUCUMOCTD JOJITOBEYHOCTH M CTOMMOCTH JIOKYMEHTa OT HOCHUTENsI HHPOpMAIIUU
[Topsanok ucnonb3oBaHus U XpaHEHUs nieyaTei. Buael neyarten.
TeHneHIus pa3BUTHS I€JIOBOTO S3bIKA

Kommiekcnr JOKYMCHTOB

HpaBOBOC PEryJInupOBaHUC HOKYMCHTaHHOHHOﬁ ACATCIIBHOCTU ITPU UCITOJIE30BAHUN KOMIIBIOTCPHBIX
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TEXHOJIOTHUU

Odopmiienune amp60Ma 00pa3OB OPraHU3alMOHHO- PACTIOPSIUTESIILHON TOKyMEHTAIIUU

Paszgen 4 IIM. 03 105
Hcnosb3oBanue HOpM
JIUTEPATYPHOIl peuH B
npogdeccuoHaIbLHOM
AeSATETbHOCTH
MJIK. B.03.04 Pycckuii
SI3BIK M KYJbTYPa peun
Tema 4.1 IlonsiTue u Cojaep:kanue 2 1-2
KyJbTypa peun 1 | SI3BIK KaK CpeacTBO OOIICHUS
2 | OcHOBHBIE YPOBHH s13bIKa OpaTOPCKOE UCKYCCTBO
Tema 4.2 ®oHeTHKA U Conepxxanue 4 1-2
op¢odnus 1 | ®oneTnveckrue 0COOEHHOCTH PYCCKOTO SI3bIKA
2 | Opdosmrueckre HOPMBI PYCCKOTO sI3bIKa
IIpakTHyeckasi pabora 2 1-2
1 | ®onernueckuit pazdoop cinoBa TpaHCKPUTIIINS
2 | Opdosnmueckue Hopmel Ciior Y napeHue
Tema 4.3 Jlekcuka u 1-2
(dppazeosorus Conepxanue 4
1 | CnoBo B JIGKCHYECKOH cHCcTEMeE SI3bIKa
2 | MHOT03Ha4YHOCTb CIIOBA
3 | AKTHBHBIN U TAaCCUBHBIN CIIOBAPHBIN COCTaB
4 | ®pazeosornueckue 060poTHI
IIpakTnuyeckas padora 4 1-2
1 | Jlekcuyeckoe U rpaMMaTHYECKOe, IPSIMOE U IIEPEHOCHOE 3HaUEHHe
2 | Jlexcuka ¢ TOUKH 3peHUs TPOUCXOKACHUS
3 | Mcropuyeckas ocHOBa (ppa3eosornyeckux 000poToB
Tema 4.4 Mopdemuka n Coaepikanue 6 1-2
CJ10BO00Opa30BaHue 1 | Mopdema kak 3HauMMast 4acThb CJIOBa
2 | CnocoOsl c10B00Opa3oBaHus
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3 ‘ Orumounorus [IpaBonucanue Mmophem

IIpakTHyeckas padora 1-2

1 | Mopdemnslii pazdop cinoBa

2 | CioBooOpa3oBaTeIbHbII aHAIN3 CIOBA

3 | DTUMOJNIOTHYECKHN aHAJTN3 CJIOBA
Tema 4.5 MopdoJiorus u Conepxanue 1-2
3aKOHbI MPABONUCAHUS 1 | CamocTosiTeNTbHBIE U CITY)KEOHBIE YaCTH PeUr

2 | TpynHble ciaydan IpaBOTHCAHUS

3 | Ctunmuctrka yacrteil peun

4 | Ommbku B pOpMUPOBAHUU CIIOBA

IIpakTHyeckasi padora 1-2

1 | IIpaBomcanne CaMOCTOSITENTFHBIX U CITY)KEOHBIX YacTel pedn

2 | UcnpaBnenue ommbok B GOpMUPOBAHUH CIIOBA
Tema 4.6 CuHTaKCHC H Conepxanue 1-2
NYHKTYaIust 1 | CnoBocoueranue Bubl CBS3M CJIOB B COUCTAHUU

2 | IIpoctoe npemnoxenue [ pammarnueckas OCHOBa

3 | O60co6IeHHBIE WICHBI MPETIOKCHUS

4 | C10XHOCOYMHEHHBIC TPETIOKEHHSI

5 | ClI0)XHOTIO YNHEHHBIE MTPEUI0KECHUS

6 | beccoro3HOE CIIOKHOE MTPEIOKEHHSI

IIpakTHyeckass pabdora 1-2

1 | CMbICIIOBBIE U TPaMMaTHYECKHE BU/IBI CBSI3U B CIIOBOCOYETAaHUU

2 | IlynkTyarioHHOE 0OPMIICHHE CHHTAKCUYECKUX KOHCTPYKIIUN

3 | OcHOBHBIE IPYMIIBI IPOCTHIX MPEJUIOKEHU N

4 | OcHOBHBIE TPYNIBI NPUAATOYHBIX MPEATOKECHUN

5 | Ci10)XHOMOAYMHEHHOE MTPeJUI0KEHUE ¢ HECKOJIbKUMHU MPUIATOYHBIMH
Tema 4.7 Ilpamas n Coaepikanue 1-2
KOCBEHHasl pevyb 1 | Cnoco6sl1 opopMmieHus ayxoil peun

2 | OdopmieHne auanora, periMKy, IUTaThl, dnurpada

IIpakTnuyeckas padora 1-2

1 \ [lyHKTYalus ¥ HHTOHAIUS
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2 | OcobennocTi 0puIMATEHO — IETOBOIO CTHIIS

Tema 4.8 CTuin peun Cojaepixkanue

1 | ®dynkiuoHanbHbIE CTUIU peun TekcT

2 | OcobeHHOCTH OPUIMATBEHO- JCTIOBOTO CTHIIS

1-2

IIpakTHyeckas padora

1 | Pabora Hax TexcTOM

1-2

CamocTosiTesibHasi padoTa Npu U3yyeHuu pasjaena 4

Pycckuii s1361K B COBpEMEHHOM MHpE

DYHKITMOHATIFHO — CMBICJIOBBIE THITBI PEYH

JIMHTBUCTHYECKUH aHAJIN3 TEKCTa

C10BO B JIGKCHYECKO# CHUCTEME S3hIKa

Ponb u 3HaueHue ciaoBapel B COBEPIICHCTBOBAHNHU KYJIbTYPhI PEUH

35

Y4yeOHasi NpaKTHKA
Buawbi pador
CocraBiieHH€ TTacropTa YUpexaeHuH (opraHu3anun) 6a3bl IPAKTUKH.

PazpaboTka cxembl yrpaBiaeHuUs yUpexkACHHS (OpraHu3anneii) 6a3oi mpaKkTUKH.

O3HakoOMJIEHHE C JODKHOCTHBIMU OOS3aHHOCTSIMH paOOTHUKA CEKpeTapuaTa, KaHILEISPUU, apXHUBa.
KomnupoBanue 10mkHOCTHON HHCTPYKIMK Ecian B yupexxIeHUU TaKOTO TOKyMEHTa HET, COCTaBJICHUE
MHCTPYKIMU HA OCHOBE TUIIOBO.

Onucanue coctaBa paboyero Mmecra pabOTHHKA CeKpeTapuaTa, KaHIeIapuu, apxuba PazpadoTka
MEPOTIPHUATHI 10 YIYyYILIEHUIO YCIOBUH TpyIa Ha paboyeM MecTe.

N3ydeHne TeXHOIOTUH U TIOpsAaKa 00pabOoTKU BXOIAIMIMX T0KyMeHTOB. CocTaBleHUE aNropuT™Ma
00paboTKH.

N3ydeHne TeXHOIOTMHM U MOPSKA COCTaBICHHs U pabOThl C BHYTpeHHeH AfokymeHTanuei. Co3nanue
OCHOBHBIX BUJIOB OPTaHU3aIMOHHO- PACTIOPATUTENLHBIX JOKYMEHTOB.

ITpuem u nepenaya tenedoHorpamMmsl U pakcorpammbl. CocTaBiieHHEe alTOPUTMAa TpreMa \ epeiaun
TenedoHOrpaMMBbl, (akCOrpamMMBl.

N3ydenue )xypHaIoOB peTUCTPAIlMU JOKYMEHTOB (BXOISIINX, HCXOIAIINX, BHYTpeHHNX). Coznanue Gpopm

XKypHana. Perucrparus 10KyMEHTOB B )KypHaJe.

CocraBieHue oneporpaMMbl ABIKEHUS JOKYMEHTA, IIOCTAaBICHHOTO Ha KOHTPOJb 3a UCTIOTHEHHUEM .

N3yueHue nBUKEHHS TOKYMEHTAIMOHHBIX TIOTOKOB BHYTPH YUpEkKIACHUs (OpraHu3aliui) 0a3bl MPaKTUKH.
PazpaboTka cxeM JOKYMEHTOIIOTOKOB.

72
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I/I3y‘-IGHI/I€ O(l)HCHOfI TCXHHUKHU Ha pa60qu MCCTC, OITMCAHNEC TCXHUKH, ITPABUJIT €€ DKCILTyaTallul U TCXHUKU
0e3omacHOCTH IpH padoTe ¢ Hel. OdopmiieHre 00JI0KKH JIeia B COOTBETCTBUU C HOMEHKIIATYPOU JeI.
[TonmuBka TOKYMEHTOB B JIEJIO.

3aBepuienue jaena CocTaBieHUE OMUCH.

AHanu3 oprasu3anyy XpaHeHHUs JOKYMEHTOB U /1€ B IEPUO/I UCIIOJHEHHS Ha NPEANpUsiTUH (B
opraHu3alum) — 6a3ze MPaKkTUKH.

I/I3y‘leHI/I€ HOMCHKIJIATYPbI A€ OpraHu3anuu AHann3 COOTBETCTBUS HMCIOUIUXCA A€ HOMCHKIIATYpEC.
CocraBiieHHEe HOMEHKJIATyphl Jell.

AHanu3 oprasusanyy SKCIepTU3bl HEHHOCTH JOKYMEHTOB Ha MPEINpUITUN (OpraHu3alun) - 6a3e MpaKkTUKH.
CocraBiieHHE OIMUCH JIe CTPYKTYPHOTO MOIpa3AeNieHus yupexAeHus(opraHu3ainumn) — 6a3e mpakTHKH.
CocraBienue akta oTOopa /e Ha apxuBHOe XpaHeHue. CocTaBieHHe akTa 0T0opa JOKYMEHTOB U el K
YHHUYTOXCHUIO. MO)IGJ'II/IpOBaHI/Ie W aHaJIU3 CUTyaluu nmpueMa noCETUTECIIA .

MonenupoBaHue U aHAIU3 CUTYallMH CIYKEOHOTO pa3roBopa o Tejaedony.

AHanu3 1 OIIEHUBAHHUE CBOCH JIEATEILHOCTH Ha MPAKTUKE 33 OJWH pabOvMid IEHb.

Brinmonnenue paboTel Ha CKOPOCTH MEYaTH Ha PYCCKOM M aHTJIMICKOM SI3BIKE.

Bcero

226
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4 YCJOBUA PEAJIM3ALIUU TPOPECCUOHAJIBHOT'O MOAY JIA
4.1 TpeOoBaHHMSA K MUHUMAJILHOMY MaTepPHAJbHO-TEXHHYECKOMY O0ecredeHHI0

Peanmmzanmss  yueOHOM  aucuumuiiuHbel  TpeOyeT Hanuuus  ydeOHOro  KaOuHera
«ApXUBOBEICHUS

Y4eOHO-METOANUECKHUH KOMILIEKC KaOUHETA

MIpUMEpHasi porpamma;

pabouas nmporpamMma;

KaJICHJITAPHO-TEMAaTHYECKHUE TUTAHbI;

y4eOHO-METOAMYECKHE MaTEPHAIIbI IJIsl TPOBEICHMSI 3aHSTHIA,

MepevYeHb y4eOHO-METOIUUECKOMN JTUTEPATYPhI, KOTOpas UMEETCS B KOJIJIEKE;
METOIMYECKHE PEKOMEH AU ISl CTY/ICHTOB

AN NN NN

Texuuueckue cpecTBa 0OyUECHHUS:

y4eOHUKU;

MHCTPYKIMOHHBIE KapThl 0 BBHIMOJIHEHUIO MPAKTHUYECKUX 33/1aHUK;
KOMIIBIOTED;

CXEMBbI, TaOJIULIbI, TPaQUKU

AN

O6opynoBanne y4eOHOT0 KaOMHETA:
v/ TOCAJ0YHBIC MECTA MO KOJUYECTBY O0YJArOIIHXCS;
v pabodee MeCTO Mpero1aBaTes;
v MYJIBTHMEIUHHAS IPOCKIIMOHHAS aIllaparypa;

4.2 UndopmanmoHHoe obecriedeHne 00yuyeHust

OCHOBHbBIE UCTOYHHKHU:
v' bymomnuna EBApxusosenenune YMII, M, 2001
v' TOCT 16487-F13lenonpou3BoACTBO U apXUBHOE JEJI0
v OCHOBHBIE M0JI0KEHHs pa3BuTHs cucTeMbl HCA K JOKyMEHTaM rocapxuBos, M,
1981
OcHoBHbIe nipaBuiIa padotsl rocapxuBoB CCCP, M, 1984
[Tonoxxenne 06 ApxuBHoM donze, 2004
Pynenscon K1 OcHoBHBIE npaBuiia paboThl TOCYJapCTBEHHBIX apXuBoB, M, 2003

ANANEN

JIOTIOJIHUTEIbHbIC UCTOYHUKHU:
v Tenbuapos AJl Apxusosenenune M, 2005
v Tepmunsl u onpezaenenus M, 1984
v TunoBoii miepeueHs JOKYMEHTOB, 00pa30BaTeIbHOM A TEIbHOCTH MUHHCTEPCTB,
BEJIOMCTB M Jp YUPEKIEHUH C yKa3aHUEM CPOKOB XpaHeHus, M ,1989

4.3 O0mme Tpe0OBaHMA K OPraHU3aUM 00pPa30BaTEJIBLHOI0 NIPoLecca

OO0s3aTeNnbHBIM YCIIOBUEM JOMYCKa K IMPOU3BOJCTBEHHOM MpakTHKe (M0 MpodHIIo
CMELUANBbHOCTH) B paMKax NpopecCHOHATBHOTO MOayias «OpraHu3auusi apXuBHOH M
CIIPABOYHO-NH(OPMALMOHHOI PadoThI MO0 JOKYMEHTAM OPraHM3alMu» SBIIIETCS OCBOCHUE
y4eOHOI MPaKTHKH [T MOTYYEeHHUS IEPBUYHBIX PO(PEeCcCHOHATBHBIX HABBIKOB
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4.4 KagpoBoe obecnieueHne 06pa3oBaTe/ibHOTO NMpolecca

TpeboBanust K KBaIM(PUKALMK TEAATOTHYECKUX  (MHKEHEPHO-TIEIAarOTMYECKHX )
KaJpoB, O0ECIeYNBAONIMX OOyUYeHHE MO MEXAUCIHUILUIMHAPHOMY KYypCy: HaJIM4HMe BBICILIErO
npodeccnoHampHOTO  00pa3oBaHMs, HAIM4YMe KypCOB TIOBBINICHUS KBaTH(PHUKALUK TIO
COJIEP’KaHUIO TUCIUIUIMH MO/ WIIK CTaka paboThl 10 JaHHOMY HaIlpaBJIEHUIO AEATEIbHOCTU

TpeboBanust K KBaIM(QUKAMK TENArOTMYECKUX  KaJpOB,  OCYIIECTBIISIOLINX
PYKOBOJICTBO IIPAKTUKOM: JUIITIOMUPOBAHHBIE CIIELAAJIUCTBI —  IIpenojaBarenv
MEKIMCLHUIIIIMHAPHBIX KYpCOB

5. KoHTpoJIb M OLIEHKA pe3yJIbTAaTOB OCBOECHHS NPO(eCcCHOHAIBLHOr0 MOaY.Is (BHAa
npodeccuoHAIbLHOM 1eATeJIbHOCTH)

OcHOBHBbIE TOKA3ATEIH OL[EeHKH ®opmbI 1
PesyabTaTsl
(ocBoeHHBbIE TPOdecCHOHAIbHbIE pesyabrata METOAL!
KOMIIETEeHIIMH) KOHTPOJ 1
OIlEHKH
[IK 3.1.0OcymmecTBiATh OCYUIECTBJISIET cTuuctTuieckon | Texymmin
CTHUITUCTHYECKYIO 00paboTKy | 00pabOTKM CIYKEOHBIX JOKYMEHTOB | KOHTPOJIb B
CIIY>KEOHBIX JOKYMEHTOB dopme:
1K 3.2. O6pabaTeiBaTh BXOASIINE H | OCYIICCTBIISICT pEIAaKTUPOBAHUS | - 3aLIUTHI
WCXOIATIHE JTOKYMEHTBI, | CTHJIMCTHYECKOM 00paboTKH | MPAKTUYECKUX
CUCTEMAaTU3UPOBATh uX, | TOKYMEHTOB 3aHATHIHA;
COCTaBIIATh HOMEHKJIATYpy A€l U - KOHTPOJIbHBIX
(hopmMupOBaTh TOKYMEHTHI B JIeIa paboT no Temam
TIK 3.3. O6pabaTeiBaTh BXOAAIIME U | 0OpabaThIBaeT BXOJISILIHE u | MAK
HCXOJSIINE JOKYMEHTBI, | HCXOS1IUe JOKYMEHTHI;
CUCTEMAaTU3UPOBATh UX, | cCUCTeMaTU3UpYeT BXOJSIINE u
COCTaBIIATh HOMEHKJIATYpY A€M U | UCXOJSIINE JTOKYMEHTHI,
(dbopMHpOBaTh TOKYMEHTHI B JIeJIa | COCTaBlsieT  HOMEHKIATypy el
dbopMuUpyeT TOKYMEHTHI B Jefa
IIK 3.4. Vcnonb3oBaTh HOPMBI | HCTIOJIB3YET HOPMBI JIMTEPATYpHOU
JTUTEPaTypHOIL peun B | peuu B npodeccruoHaNbHOMI
npodeccuoHaIbHON JEeSITeIbHOCTH
JeSITeNIbHOCTH

(DOpMLI U MCETOJbI KOHTPOJISI U OLCHKU PE3YJIbTATOB O6y‘~IeHI/I${ JOJIXKHBI IIO3BOJIATH
IpOBEPATH Y o6yt1a101111/1xc51 HEC TOJIBKO C(I)OpMI/IpOBaHHOCTb HpOCI)CCCI/IOHaJ'IBHBIX KOMHGTCHHHﬁ, HO
" pa3BUTHUC O6H_II/IX KOMHeTeHHI/Iﬁ n 06CCH6‘II/IB3IOH_[I/IX Hux YMCHI/Iﬁ

PesyabTarhl OcHOBHbBIC TIOKa3aTeIH OLECHKH DopMbl U
(ocBOCHHBIC 001IHE KOMIIETEHIMH) pe3yjabTara MeTO/bI
KOHTPOJIA ¥
OLICHKH
OK 1. IloHumaTh CyIIHOCTb U JIEMOHCTpALMs HHTepeca K Oyayiei

COLIMAIIBHYIO 3HAYUMOCTb CBOEH npogeccun
Oymymieit mpodeccuu, MPosBISATH
K HEW YCTOMYMBBIN HHTEpEC

OK 2. OpranusoBbIBaTh BbIOOD M MPUMEHEHHE METOIOB U
COOCTBEHHYIO JIEITEIbHOCTD, croco0oB pereHust
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BBIOMpATh THIIOBBIC METObI U
COCOOBI BBITTIOJTHEHUS
npodecCHOHABHBIX 3a/1a4,
OILICHUBATh UX YPPEKTUBHOCTH U
Ka4eCTBO

npodeccroHaNbHBIX 33724 B
aApXUBHOM JIEJIE;

orieHKa 3PPEKTUBHOCTH U KadecTBa
BBITIOJIHCHHSI,

OK 3. [IpuHuMaTh perieHus B
CTaHJAPTHBIX U HECTAHAAPTHBIX
CUTYallUsIX U HECTU 33 HUX
OTBETCTBEHHOCTD

pelieHue CTaHJAPTHBIX U
HECTaHAAPTHBIX MPO(HECCHOHATBHBIX
3aja4 B 00JIaCTH apXUBHOIO €A,

OK 4. Ocy1iiecTBIATh MOUCK U
HCI0JIb30BaHuE UH(POpMAIH,
HeoOxouMo 11t 3(hHEeKTUBHOTO
BBITIOJTHEHUS TIPO(eCCHOHAITBHBIX
3a/1a4, Tpo(PecCHOHAIILHOTO U
JMYHOCTHOTO Pa3BUTHS

UCII0JIb30BaHNE pecypcoB VHTepHET U
0a3 JTAHHBIX TUTSL petieHus
MPHUKJIATHBIX 33729 apXUBHOTO JIeTa;

OK 5. Ucmnonp3oBath
nH(}OpPMAaLIMOHHO-
KOMMYHHKAITHOHHBIC TEXHOJIOTUU
B Mpo(heCcCHOHATHHOM
JeSTEITbHOCTH

paboTa B cUCTEMax 3JE€KTPOHHOTO
JOKyMEHTOO00O0poTa

OK 6. PaboTath B KOJUIEKTHBE U
KoMaH/Jie, 3¢ (HEeKTUBHO 001IAThCS
C KOJIJIETaMU, PyKOBOJICTBOM,
MOTPEOUTENIMU

B3aMIMOJICHCTBUE TIPEIoaaBaTee ¢
00yJaronIMMHUCs, B X0/1€ 00yJICHUS

OK 7. bpatb Ha ce0st
OTBETCTBEHHOCTH 3a paboTy
YJICHOB KOMaH/IbI
(OTYMHEHHBIX ), PE3yIbTAT
BBITIOJTHCHUS 3/IaHUI

camoaHaln3 u OCMBICIICHHE
pe3yabTaTOB COOCTBEHHOM PaOOTHI

OK 8. CamocTosiTeIbHO ONIPEACIIATh
3a/1a4u POECCUOHAITBHOTO H
JIMYHOCTHOTO Pa3BUTHS,
3aHUMAThCS CaMOOOpa30BaHKEM,
OCO3HAHHO TUIAHUPOBATH
MOBBIIICHUE KBATH(DUKAIIUN

opraHu3anus CaMOCTOSITENTbHBIX
3aHATUN npu U3yYCHUU
po(deccCHoHaNTBEHOTO MOTYIIS

OK 9. OpueHTHpOBaTHCS B YCIOBUIX
4acTON CMEHBI TEXHOJIOTUN
B NpodeccruoHaIbHON
JeSITeNIbHOCTH

HCIIOJIB30BaHUC B ACATCIBHOCTHU
apXruBa COBPCMCHHbBIC KOMIIBIOTCPHBIC
TCXHOJIOI'MH

WNHuTtepnperanus
pe3yabTaToB
HaOJII0ICHUH 32
JeSITeTTbHOCTHIO
0o0yyJaromierocs B
nporecce
OCBOCHHS
00pazoBaTeNbHON
MIPOTPAMMBI
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I/IH(l)OpMaIIHH 00 HCI0JIb30BAHUH B y‘leﬁHOM nmpounecce aKTUBHLIX U UHTCPAKTUBHBIX

IIpuiaoxenne 1

¢opm nposenenns 3ansatuii B MJIK 03.03 JlokymMeHTHI U 1€J10NPOU3BOACTBO

Ne
n/n

Ne
ypoKa

Tema ypoka

dopMa npoBeeHUs 3aHATHUS

1

5

OCHOBHbBIE PEKBU3UTHI
JOKYMEHTOB M TPeOOBaHHUS K MX
0(OPMIICHHIO

Keiic-3amanus

13

Perucrpanus
HCXOAIIEH JOKYMEHTAIUU

BXOJIAIIEN "

Pabota B ManbIx rpynmnax

12

SI3BIK U CTHJIb JETOBOU
JTOKyMeHTauu. Tunudaasie
OILINOKH.

Pa30opbl KOHKPETHBIX CUTYaIUil

15

Howmenknarypa gen

Pa300pbl KOHKPETHBIX CUTYaIUI

o1

27

JIOKyMEeHTBI, N3/1aBacMbIC Ha
OCHOBE KOJUIETUAJIBHOTO PUHATHS
pELICHUI: TTOCTaHOBJICHUS,
pelLIeHMUSI.

['pymnnoBbie 06Cyx1eHUs

28

HOKYMGHTI)I, n3agaBacMbIC Ha
OCHOBC €CAMHOJIMYHOT'O ITPUHATHA
PEIICHMA: ITPUKA3EI,
pacrnopsiKeHHsl, yKa3aHusl.
IIpaBuna ux coctaBiaeHus U
ohopMIICHHS

Mo3roBoii mrypm

35

CnpaBouHO-MHGOPMAITMOHHBIN
JTOKyMeHT. Bunpl, mpaBuia
COCTaBJICHUS U OPOPMIICHUS

PaboTa B MasnbIx rpymmax

40

HOKYMGHTaHI/ISI I10 JIMYHOMY
COCTaBy

[enosas urpa

41

Knaccudukanuys 10KkyMEHTOB 110
JUYHOMY COCTaBY.

Paz00pb1 KOHKPETHBIX CUTYaITHA

10

46

OdopmiieHue TpyaI0BBIX
PABOOTHOLIECHUH MEXIY
(bU3HYECKUMU U IOPUINYECKUMU
JHUIAMH: TIPUEM, TIEPEBO/I,
0CBOOOKICHUE OT JOJKHOCTH,
PE0CTaBIIEHUE OTITYCKOB,
MOOIIPEHUS U JUCIUTUIMHAPHBIE
B3BICKAHUS.

Jlenosas urpa
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