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1 HACIIOPT MTPOI'PAMMBI NIPO®ECCUOHAJIBHOTI'O MOAYJIA
BoinosineHue padoT 1Mo 0JHON WJIM HECKOJBKUM NpodeccusiM padovux, J0LKHOCTAM
ciay:kamux no npogeccun 21299 JlesjonpousBoaurenb

11 O6saacTh NpUMeHEeHHs POTrPaMMbI

Pabouass mporpamma npo(hecCHOHATBLHOTO MOIYJS — SIBJISICTCS YacThl0 MPOTPaMMBI
MOATOTOBKU cHeruanucToB cpennero 3BeHa (manee- I[ITICC3) B coorBerctBuu ¢ ®I'OC mo
cnenuanbHocTH 46.02.01 lokyMeHTanMOHHOe ofecrneyeHne YNPABJIeHUsI 1 apDXMBOBeJeHHEe B
4acTH OCBOCHHUS OCHOBHOT'O Bua npodeccuoHanbHol aearenabHoctu (BIT[) Beimonnenue pabot nmo
npodeccun «Jlenonpon3BoAUTENb»M COOTBETCTBYIOMNX MpodeccrnoHanbHbiXx komnerenuii (I11K):

IIK 3.1. OcymecTBasATh CTUIIMCTHYECKYIO 00pabOTKY CIIyKEOHBIX JOKYMEHTOB

[1K 3.2. O6pabatpiBaTh BXOISIIME W MCXOISIINE JOKYMEHTBI, CHCTEeMaTH3UPOBaTh UX,
COCTaBJISITh HOMEHKJIATYPY JieN U (hOpMUPOBATh JOKYMEHTHI B JIeNa

1K 3.3. O6pabaTpiBaTh BXOIAIIME W HCXOISIINE JOKYMEHTBI, CHCTEMaTH3UPOBaTh UX,
COCTaBIISITh HOMEHKIIATYPY J1e1 U (hOpMUPOBATh TOKYMEHTHI B Jiea

1K 3.4. Micionp30BaTh HOPMBI IUTEPATYPHOU pedud B MPO(HeCCHOHAIBHON AEATEIbHOCTH

12 Hean m 3aga4u npoecCHOHAJBLHOIO MOAYJS — TPeOOBAHHUSI K Pe3y/bTATAM OCBOCHMA
npodeccHoOHAIBLHOI0 MOAYJIA:

C umenpl0 OBIAJCHHUS YKa3aHHBIM BUJAOM TNPO(ECCHOHANBHON JEATETBHOCTH U
COOTBETCTBYIOIIUMH HPOPECCHOHATbHBIMU KOMIIETCHIIMAMU OOYy4YaloUMicCs B XOJA€ OCBOEHUS
po(heCcCHOHATIBHOTO MOAYJIS IOJIKEH:

HMeTh NPAKTHYECKHI ONBIT:
- BBITIOJIHEHUS paboT 1o mpodeccun «/lenonpon3BoauTensy
yMeTh:
- 0OpMIIATH PEKBU3HUTHI JOKYMEHTOB Pa3INYHbBIX BUIOB;
— COCTaBJIATh PAa3JIMUHbIE BUABI JEJIOBBIX MHCEM C UCIOIB30BAHUEM PEYEBBIX (POPMYII 1€T0BOTO
ITHKETA;
- UCTOJIb30BATh CIIPABOYHBIE U3/IaHUS 110 PYCCKOMY SI3bIKY U MPAKTHUECKOW CTUIIMCTUKE;
- OCYIIECTBIISATh PEAAKTHPOBAHUE CITYKEOHBIX MaTEPUAIOB, TOKYMEHTOB;
CTPOUTH CBOIO peUb B COOTBETCTBHH C HOPMaMH PYCCKOI'0 JIUTEPATYPHOTO SI3bIKA;
- UCII0JI30BaTh NPO(PECCUOHATBHYIO JTEKCUKY
- CO3/1aBaTh YCTHbIE U MMCbMEHHBIE TEKCTHI Pa3IMYHbIX TUIIOB U KaHPOB;
- YCTpPaHSTh OMMOKYU U HEJIOUETHI B CBOEH YCTHON M MUCHbMEHHOHN peun
- TPaMOTHO 0QOPMIIATH NpOo(hecCHOHATbHYIO JOKYMEHTALUIO.
3HATH:
- HOPMaTUBHO-METO/INYECKYIO 6a3y COBPEMEHHOIO JAEJIONPOU3BOICTBA
- OCHOBHBIE pa3/IeIibl TEOPHH PEIAKTHPOBAHHUS;
- 0COOEHHOCTH OCHOBHBIX Pa3/IeNIOB HAYKH O SI3BIKE;
- OCHOBHBIE MOJIOKEeHHS opdorpaduu 1 MOP(HOIOTHH C DIIEMEHTAMH MPAKTHYECKON CTHIIMCTUKH;
- HOPMBI PYCCKOTO JIUTEPATyPHOTO S3bIKA;
- MpaBwJIa POYIIMPOBAHUS TEKCTOB Pa3HBIX )KAaHPOB
- SI3bIKOBBIE (POPMYJIBI OPHUIMAIBHBIX TOKYMEHTOB;
- IpUeMbl YHU(DHUKAIIUY S3BIKA CITY)KEOHBIX TOKYMEHTOB;
npaBuiia 0hOpMIIEHUS TOKYMEHTOB.
13 KosnyecTBO 4acoB HAa OCBOEHHMEe MNPOrpaMmbl NPo¢ecCHOHATBHOIO0 MOIYJS: BCEro —
411yac, B TOM YHCIIC:
MakcumanbHas yaeOHas Harpy3ka oOydatomierocst — 333 yaca, BKIIOUast:
v’ 00s3aTeNIbHY0 ayIUTOPHYIO yUeOHYI0 HAarpy3Ky o0ydarorierocst — 222 yaca;

v’ camocTosTeNbHY0 paboTy obyuarorierocst — 111 gac;

v [IPOM3BOJCTBEHHAs IPAKTHKA — 72 yaca



2 PE3YJIBTATBI OCBOEHUSA NTPO®ECCHUOHAJBHOI'O MOAYJIA

PesynbraToM ocBOeHUS POPECCHOHATBHOTO MOIYJIS SBJISIETCS OBJIAJICHUE 00YyJatOUIMMHUCS
BUJIOM TmpodeccuoHanbHOM aesTenpHocTH (BIIJ]) opranu3arms apXWBHOW W CIIPaBOYHO-
uHGOPMAIMOHHON PabOTHI O IOKYMEHTAM OpraHU3allid, B TOM uncie npodeccuonanbabiMu (I1K)

u o6mumu kommneteHusamu (OK):

Kon HanmenoBaHue pe3yJjbTara 00y4eHust
IIK 3.1 | OcymecTBIATh CTHIIMCTHYECKYIO 00PabOTKY CITy)KEOHBIX JOKYMEHTOB
MK 32 | O6pabarbiBaTh BXOIAIIME M HCXOIAIIME JIOKYMEHTBI, CHCTEMATH3MPOBAaTh HX,
COCTaBIISITh HOMEHKIIATYPY JIeN U (hOpMHUPOBATH TOKYMEHTHI B JIea
[IK 3.3 | OOpabaTbiBaTh BXOAAIIME M MCXOAAIIME JIOKYMEHTBI, CHUCTEMAaTU3MPOBaTh HX,
COCTaBJISITh HOMEHKJIATYPY JIeN1 U (hOpMHUPOBATh TOKYMEHTHI B JIea
[IK 3.4 | Mcnonb30BaTh HOPMBI JJUTEPATYPHOM peur B IPO(HECCUOHATIBLHOM IS TEIIbHOCTH
OK 1 [ToHnMaTh CyIIHOCTP W COIHAIBHYIO 3HAUYMMOCTh CBOEH Oyaymell mnpodeccun,
MPOSIBIISATh K HEM YCTOMYMBBIN HHTEPEC
OK 2 OpranuzoBbIBaTh COOCTBEHHYIO JESTEIBHOCTb, OMNPEENISATh METOJIbl M  CIIOCOOBI
BBITIOJTHEHMSI MPO(ECCHOHAIBHBIX 33124, OIICHUBATh X YPPEKTUBHOCTh U KAYECTBO
OK 3 Pemars npoOnembl, OIlEHMBATh PUCKM WM TNPUHUMATh PEHICHHs B HECTaHIAPTHBIX
CUTYyaIusX
OK 4 Ocy1ecTBISATh IOUCK, aHAIU3 U OLICHKY MH(POPMAINH, HEOOXOAUMOH ISl TOCTaHOBKU
U penieHus MpopeCCHOHANBHBIX 3a/1a4, MPO(PECCHOHATBHOTO M IMYHOCTHOTO Pa3BUTHS
OK 5 Hcnonbs3oBath UHGOPMAIIMOHHO-KOMMYHHUKAIIMOHHBIE TEXHOJIOTUU TUTSt
COBEPIIICHCTBOBAHUS MPOQPECCHOHATILHOM IeATETbHOCTH
OK 6 PabGoraTe B KONJIEKTHBE M KOMaHze, oOecreuuBaTh ee cIuioueHue, 3(h(EeKTHBHO
0011aThCS ¢ KOJUIETaMH, PYKOBOJICTBOM, MOTPEOUTEIISIMU
CraBuTh 1E€IM, MOTHUBHPOBATH JIEATEIBHOCTh IOJYMHEHHBIX, OPraHU30BBIBaTh U
OK'7 KOHTPOJIUPOBATh WX pabOTy C MPHUHSATHEM Ha ceOs OTBETCTBEHHOCTH 3a PE3yJbTaT
BBINIOJIHEHUS 3aJJaHUI
OK 8 CaMoCTOSTETbHO OMPENETATh 3aa4i MPOGECCUHOHATHHOTO U JIMYHOCTHOTO Pa3BUTHS,
3aHMMAThCA CaM000Opa30BaHKEM, OCO3HAHHO MJIAHUPOBATh MOBHIIICHNE KBATU(DUKALIUN
OK 9 BEITh TOTOBBIM K CMEHE TEXHOJIOTHH B MPOPECCHOHATBHON AEITeTbHOCTH




3 CTPYKTYPA U COAEP KAHUE NPOPECCUOHAJIBHOI'O MOAYJIA
3.1 TemaTuyeckuii njian npogeccHOHAILHOT0 MOTYJIA

O0bem BpeMeHH, 0TBeIEeHHbI HA 0CBOEHHE

IIpakTnka
MEKIMCHUIIIHHAPHOTO0 Kypca (KYpcoB)
Oo0s13aTesibHAs ayAUTOPHAS CamocrosiTeabHast
yueOHasi HArpy3Ka padora
Beer o0yualonierocst o0yualonierocst IIpousBoacTBeHHA
Kon HaumeHoBanus pas3jiesioB 0
npogeccuoHAJIbH npodeccuoHATIBLHOI0 qaco BT B T4, YuebdHa "
BIX KOMIEeTeHIHil MojyIst B Ja00paToOpH | KypcoBa B T4, a, (mo npoduitro
Bcer | bie padoThl A KypcoBa CHENHATBHOCTH),
Bcero, 4acoB
0, NpaKkTHyecK | padora Yacop | ™ pabora 4acoB
4acoB | We 3aHATHS, | (MPOEKT (mpoekr),
4acoB ), 4acoB
4acoB
1 2 3 4 5 6 7 8 9 10

[NK 3.1-3.3,0K | Pazmen 1 MJIK 03.01
1-OK9 CrunucTrka ey eOHbIX 90 60 30 - 30 -

JIOKYMEHTOB
K 3.2-3.3,OK | Pazgen 2 MJIK 03.02
1-OK9 PenaktupoBanue ciyxeOHbIX 72 48 20 24

JIOKYMEHTOB
K 3.1-3.4,0K [Pa3gen3 MJIK 03.03
1-OK9 JIOKYMEHTHI U 72 48 20 24 -

JIEJIONIPOU3BOJICTBO
IIK 3.4, OK 1- OK | Pazgen 4 MJIK 03.04 Pycckmit 105 70 34 35 i
9 SI3BIK M KYJIbTYpa peun

Bcero: | 333 222 104 - 111 - 72




3. 2 Conep:xanue 00y4eHusi Mo NPodeccCHOHAILHOMY MOTYTI0

HaumeHoBaHue pa3jeioB Conep:xanue yueOHOTro MaTepuaJa, 1adopaTopHbie padoThl U O0bem yacoB YpoBeHb
npodeccuoHaILHOr0 NMpaKTH4YeCKHe 3aHATHSA, CAMOCTOATEIbHAS Pa0doTa 00y4aromuxcs 0CBOEHMS
moayJas (IIM) u Ttem

1 2 3 4
Paznea 1 IIM. 03
Ocy1ecTBiieHne
CTHJINCTUYECKONH 00paboTKU
CJIy’K€OHBIX JJOKYMEHTOB
MK 03.01 90
CrunucThka ciyx’eOHbIX
JIOKYMEHTOB
Tema 11 SI3bIK- cpeacTBo Conep:kanue
KOMMYHHUKALMHU 1 ‘ Poie 1 3HaYeHue A3bIKA B )KU3HU O0IIECTBA 1 1-2
Tema 1.2 Conepxanue 8 1-2
CTuincTuka 1 | SI3bIKOBBIE UePTHI OPUIIMATHHO - IETOBOTO CTHIIS 1-2
YIPAaBJIEHYECKHX 2 | Ommnbku B ynoTpeOieHNH CHHOHUMOB 1-2
OKYMEHTOB 3 | Omubku B ynoTpebeHNH IIIE0HA3MOB 1-4
4 | CopaBo4Hbl€ U3JJaHUsI 110 CTUIIUCTHKE
IIpakTHyeckune 3aHATHSA 8
1 | OnpeneneHue S3bIKOBBIX OCOOEHHOCTEW OQUIMAIBHO- JEJIOBOTO 1
CTHIIS
2 | YcrpaHeHue omUOOK U yIOTPeOISHUH CHHOHUMOB
3 | YcrpaHeHue omuOOK MpU yoTpeOIeHUHN TIIEOHa3MOB
4 | YcrpaHeHHe TUITMYHBIX OHIMOOK B TOKYMEHTAX
Tema 1.3 Conep:xanue 6
Crunucruyeckoe 1 | KHMXHO — IMCbMEHHas JIEKCUKa 1-2
pAacciioeHne JIEKCHKH 2 | Ienonpou3BOICTBEHHAS JICKCHKA 1-2




3 | CmpicioBoii oT60p

1-2

IIpakTHYecKHe 3aHATHS 7
1 | Bolgenenue XapakTepHbIX MPU3HAKOB KHUYKHO-TIMCbMEHHOM JIEKCUKU
2 | Beinenienue  XxapakTepHBIX — IIPU3HAKOB  JIEJIONPOM3BOJCTBEHHOM
JICKCUKHU
3 | Cruuctryeckuii 0T00p CTUIIMCTHYECKUX CPEJICTB
Conep:xanue 15 2
Tema 1.4 1 | OcobeHHOCTH yOTpeOIeHUs Pa3IMYHbIX YAaCTEel peur B JOKYMEHTax
SI3BIK ¥ CTHIIB CIIY:Ke€OHBIX | 2 | HazBaHue OpraHoB BJIACTH
AOKYMEHTOB 3 HanmenoBanue npeanpusTui
4 | Hanucanue npa3iHUYHBIX J1aT
5 CokpallleHHe CJI0B M CJIOBOCOUETAHUM
IIpakTHYecKHe 3a1aHUA 15 2
1 | UcnpaieHue onMOOK NpH MOCTPOSHUH MTPEUI0KEHUS
2 | IlpaBunpHOE yriOTpeOICHNUE OTACIBHBIX I3BIKOBBIX KOHCTPYKIIHNA
3 | CkioHeHHe COOCTBEHHBIX UMEH CYILECTBUTEIbHbIX
4 | CocraBieHHE TEKCTOB YIIPaBICHYECKUX JIOKYMEHTOB
CamocrosiTe1bHAas padoTa NpU M3y4YeHHH pasaeda 1 30
IIpumepHas TeMaTHKAa BHEAYAUTOPHOM CAaMOCTOATEILHOM PadoThI
Crunuctuyeckue 0COOEHHOCTH OQUIIMAIBHO - IEJIOBOTO CTUJIIS
Opdorpaduueckre 1 CHHTETHYECKHUE HOPMBI ITPU COCTABIICHUH U CITY>KEOHBIX JTOKYMEHTOB
Hcnonp3oBanue B paboTe CipaBOYHOH JINTEPATYPHI
TenneHuny pa3BUTHUS J1€I0BOTO S3bIKA
OcobenHoctu cTriid TenedoHorpamm, pakcorpamm
Pa3HOBH/IHOCTH TEKCTOB CITYKEOHBIX TOKYMEHTOB M UX CTHJIS
Paznea 2 IIM. 03 72
OcyuiecTBienne
PeIaKTHPOBAHUS H
JINTepaTypHoOii 00padoTKH
JAOKYMEHTOB
MK 03.02 Conepxanue 4 1-2




PenakTupoBanue
CJIY’KeOHBIX IOKYMEHTOB
Tema 2.1 Jloruueckue

1 | Pa3HOBHIHOCTH TEKCTOB CIIY>KEOHBIX JOKYMEHTOB
2 | OCHOBHBIC 3aKOHBI JIOTHKH
3 | TpeboBanusi K 10Ka3aTeIbCTBAM, K OIPEIACICHHUSIM

OCHOBBI JOKYMEHTHPOBAHM S HpaKT]/[l{(-’:CKaﬂ paﬁoTa 2

1 | YcrpaneHue JOrMYeCKHX ONTMOOK B JOKA3aTEIbCTBAX, ONMPEICICHUSIX

2 | CocTaBlieHHE JIOKA3aTeJIbCTB, ONPEACIICHUM, TPEOOBAHHI
Tema 2.2 Texcer Buasl u Conepxanue 2
TEeXHUKA MPABKH TEKCTOB 1 | TekcThI M BUIBI TEKCTOB CITYKEOHBIX JIOKYMCHTOB

2 | Dramnbl pabOThI HAJT TEKCTOM

3 | TexHHKa MpaBKH CIY)KEOHBIX TOKYMEHTOB

IIpakTHyeckasi pabora 1-2

1 | SI3BIKOBas CTUJIMCTUYECKAsS TIPABKA TEKCTA

2 | Mcnonp3oBaHNe KOPPEKTYPHBIX 3HAKOB IPH MPAaBKe TEKCTa 1-2
Tema 2.3 Anaamns Conep:xkanue 2
(akTHYeCcKOro MaTepuaa 1 | OT6op akToB, NX MpoOBepKa

2 | IlpaBuna uTrpoBaHus U 0OPMIICHHSI IUTAT

3 | PegakTupoBanue TabauIy

4 | TlpaBusia oopmiieHUsI TOKYMEHTOB

IIpakTnyeckas padora 2

1 | JocTOBEpHOCTB, TIOCTATOYHOCTh U aKKYPaTHOCTH (haKTOB

2 | Mcnonp30BaHue IIUTAT B CIYKEOHBIX JOKYMEHTOB
Tema 2.4 Komnosuunuonnsie | Congep:kanue 2
0COOEHHOCTH /1eJIOBBIX 1 | ®opma nokyMeHTa
TEKCTOB 2 | TunoBbie GopMyIIBI

3 | PegaktupoBanue TabIuIL

4 | CocTaBHBIC YaCTH TEKCTOB

IpakTuyeckas paéora 2

1

CocraBieHue ciy>KeOHbIX JOKYMEHTOB C YYETOM O0IIUX TpeOOBaHU

2

Hcnonp30Banne KOMITO3UIITMOHHBIX OCOOEHHOCTER TEKCTOB




CamocrosiTesibHast pa0oTa NpU M3yYeHUH pas3jea 2

VYHu}uKanus u craHaapTU3anus J0KyMEHTOB

3aKOHbBI IOCTPOEHUS TEKCTA U PeUn

KoncnekrupoBanue, pedeprpoBanue, cCOCTaBIEHUE TE3UCOB U IIJIAHOB
JKanpoBble U S3BIKOBBIE OCOOCHHOCTH TEKCTA

PyOpuxkanus ciy>kxeOHbIX JOKYMEHTOB

Oco0eHHOCTH YCTHOTO TEKCTa

24

M/IK 03.03 TokyMeHTbI 1 72
AeJI0NPOU3BOACTBO
Tema 1.1 lokymenr, Conep:kanue 7
NoHsiTHE, PYHKIHH =
2 ’ 1 | Ilonstue noxkymeHT. CBolicTBa U GYHKIIUN TOKYMEHTA 1-2
CYIIHOCTh
2 | CymHOCTHBIE TIpU3HAaKHd JOKyMeHTOB. Kiaccudukamuss BUAOB
JIOKYMEHTOB
3 | Coco6st JOKYMEHTHPOBaHUSI. MarepuanbHbie HOCHUTEIN 1-2
JIOKYMEHTHPOBAaHHOUN MHopManmu
4 | MatepuaiibHbIe HOCUTENN TOKYMEHTHPOBAHHOW HHPOPMALIUU
5 | OcHOBHbIE PEKBU3UTHI JOKYMEHTOB U TPEOOBaHUS K UX 0QOPMIICHUIO
6 | ®opmysip TOKyMeHTa
7 | bnanku noxymenToB. TpeOoBaHus K 61aHKaM
IIpakTHyeckne 3aHATHSA 2 2
1 | OdopmiteHHE OTICIBHBIX PEKBU3HTOB JOKYMEHTOB
Tema 1.2 SI3bIK ¥ CTHJIB Conepxanue 9 1
AOKYMEHTAa 1 | JenoBas unekcuka. YcioBus BbIOOpa CIOB TPU  COCTABJICHUU 1
JIOKYMEHTOB
2 | CunTtakcuyeckue 0cCOOGHHOCTH JOKYMEHTOB 1
3 | SI3BIK ¥ CTHIIb JCITOBOM JOKYMEHTAITUU. TUITHIHBIC ONTHOKH 1
4 | Peructpaius BXOAsIIeH M HCXOIAIIEH TOKyMEHTALUN 1
5 | Perucrparus BXosiiei u MCXOASIIeH JOKyMEHTAIlUN 1

9




6 | HomeHnknatypa aen 1
7 | Homenkiarypa nen 1
8 | ®opmupoBaHUE TOKYMEHTOB B Jielia 1
9 | ®opMupoBaHUE TOKYMEHTOB B JeJa 1
IIpakTHYecKHe 3aHATHS 2
1 ‘ O0paboTKa BXOASANIUX U UCXOMSIIUX TOKYMCHTOB
Tema 1.3 Yuudukauus u Conep:xanue 1
CTaHAApTH3ALUA 1 | [lonatne «yHUUKAMS» ¥ «CTaHAAPTH3ALMS»  YIPABICHUYECKHX
yHpaBJIeHYeCKuX JIOKYMEHTOB
AOKYMEHTOB 2 | TpeboBanusi K yHU(PHUIUPOBAHHBIM TEKCTaM, MPEIbSBISIEMbIC 1
rOCYIapCTBEHHBIMH CPEICTBAMHU
3 | Knaccudukanus opraHu3anioHHO-PACHOPSAUTENBHBIX JIOKYMEHTOB: 1
OpraHU3alMOHHbIE, PAaCIOPSIUTEIbHbIE, CIPABOYHO-UH(OPMAIIIOHHbIE
4 | Opranu3alMOHHbIE JOKYMEHTbl — YCTaB, IIOJOXEHUS, IpaBUIa, 1
pErJIaMeHT, IITaTHOE paclMCcaHue, UHCTPYKLUU
5 | Ocobennoctn cocTtaBieHUsT W OGOPMIICHUS  PACIOPSAIUTEIHHBIX 1
JIOKYMEHTOB
IIpakTHYecKkHne 3aHATHA
1 | Odopmiienus OaHKa mpHKasza 1Mo OOLUIMM BONPOCaM JIeATEIbHOCTH
Tema 1.4 Oprannzannonno- | Coaepxanue
pacnopsiiuTeJbHbIe 1 | JJoxymeHTbI, H37aBacMbleé Ha OCHOBE KOJUIETHAJILHOTO MPUHATHUS 2
AokyMeHThbl. ClipaBo4HO- pEIIeHH: TOCTAaHOBJICHHUS, PEIICHUSI.
HH(POPMALIMOHHbIE 2 JIOKyMEHTBI, H3/1aBa€Mbl€ Ha OCHOBE EIWUHOJMYHOTO MPUHITHUS
AOKYMCHTBI pelIeHUsA: TpUKa3bl, paclHopsuKeHus, ykasaHud. IlpaBuna ux
cocTaBJIeHUs U 0(OPMIICHHS
IpakTuyeckue 3a1aHusA 6

1 CocTaBicHHE TEKCTOB PA3JINYHBIX JOKYMCHTOB

2 yCTpaHCHI/IC THIUYHBIX OIINOOK B JAOKYMCHTAax. COCTAaBJICHUC 00JIOKKHU
Jciia

3 CocraBieHue HOMCHKIJIATYPhI ACJI

10




Conepxanue

1

CrpaBoYHO-MH(OPMAITMOHHBIH JOKyMEHT. Buppi, npaBuiia
COCTaBJICHUS U OPOPMIICHHS

IIpakTnyeckue 3aHATHSA 4
1 | CocraBnenus u opopMiIeHHE OPraHU3AMOHHBIX JOKYMEHTOB
2 | CocraBnenue u  odopMJIeHHE  CHPaBOYHO-UH(OPMALMOHHBIX
JIOKYMEHTOB
Tema 1.5 lokymentauus no | Cogep:xkanue 2
JIHTHOMY COCTaBy 1 | JoxymeHTalnus Mo JMYHOMY COCTaBY
2 | Knmaccudukanus JOKyMEHTOB 10 IMYHOMY COCTaBY
IIpakTHyeckue 3aHATHA 4
1 | Odopmienue pes3tome, 3asgBieHHsT O TmpuemMe Ha  paboTy,
aBToOHOrpaduu
2 | Odopmienue TpyAOBOrO JOTOBOPA U TPYAOBON KHUKKU
Conepxanue
3 | Odopmienue TPyAOBBIX MPABOOTHOLICHUH MeXAy (U3NYECKUMU H 2
IOPUIMYECKAMHU  JIMI[AMU: TIpUEM, TIEPEeBOJl, OCBOOOXKIECHHE OT
JOJDKHOCTH, IIPEJOCTaBIECHUE OTITYCKOB, HOOILPEHUS U
JUCITUTUIMHAPHBIC B3BICKAHUS
4 | UroroBoe 3aHsATHE
CamocrosiTesibHasi padoTa NpU U3yYeHuu pasjaesa 3 24

IIpuMepHas TeMaTHKA BHEAYAUTOPHON CAMOCTOAITE/IbHOI PadoThI
Vcnonb30BaHne Ha COBPEMEHHOM 3Tarle pa3BUTHUS JE€IONPOU3BOICTBA KOMIIBIOTEPHBIX, HH(POPMALIMOHHBIX
TEXHOJIOTUH JIJIs1 CIOCO00B TOKYMEHTHPOBAHUS
3aBHCUMOCTb JIOJITOBEYHOCTH U CTOMMOCTH JIOKyMEHTa OT HOCUTEINS HHPOPMALIUU
[Topsinok ucnonp30BaHus U XpaHEHUs reyaTedl. Buapl nevarei.
TenneHus pa3BUTHS I€JI0BOTO A3bIKA

Kommrekcnr JOKYMCHTOB

HpaBOBOC PEryJIMpOBaHUC I[OKYMCHTaI_II/IOHHOI‘/’I ACATCIIbHOCTHU IMPU MCIIOJIb30BAHUN KOMIIBIOTCPHBIX
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TEXHOJIOTUN

Odopmrenne aapb60Ma 00pa30B OPraHU3aLMOHHO- PACIOPSIUTENbHOMN TOKYMEHTALUN

Pazgen 4 IIM. 03 105
Hcnonb3oBanue HOPM
JIMTEPaTYPHOIi peyu B
npodeccuoHaILHOM
AeATeTbHOCTH
MJK. B.03.04 Pycckuii
SI3bIK U KYJIbTYpa peun
Tema 4.1 IlonsiTHe N Conep:kanue 2 1-2
KYJbTypa pe4n 1 | SI3bIK KaK cpeicTBO OOUICHUS
2 | OcHoBHbIE YpOBHH si3bIKa OpaTOPCKOE UCKYCCTBO
Tema 4.2 PoHeTHKA H Conep:kanue 4 1-2
opdodnus 1 | ®oneTnveckre 0COOSHHOCTH PYCCKOTO SI3bIKA
2 | Opdosmuueckre HOPMBI PYCCKOTO SI3bIKA
IIpakTnyeckas padora 2 1-2
1 | ®onernueckuii pazdbop ciosa TpaHCKpHUIIIHS
2 | Opgosnuueckue HopMbl Ciior Y napeHue
Tema 4.3 Jlekcuka u 1-2
¢paseosiorus Coaepxxanue 4
1 | C10BO B JIEKCHUECKOM CHCTEME SI3bIKA
2 | MHOro3HayHOCTh CJIOBA
3 | AKTHBHBIM U TaCCUBHBIN CIIOBAPHBIN COCTAB
4 | dpazeonoruueckre 000POTHI
IIpakTnyeckas padora 4 1-2
1 | Jlekcuueckoe U rpaMMaTHYECKOE, TIPSMOE U IIEPESHOCHOE 3HAUCHHE
2 | Jlexcuka ¢ TOUKH 3peHUS IPOUCXOKIACHUS
3 | McTopuueckast ocHOBa (hpa3eoiornaeckux 000poTOB
Tema 4.4 Mopdemuxa u Coaep:xanue 6 1-2
CJ10B0O00Opa30BaHue 1 | Mopdema kak 3HaUMMast YacTh CJIOBA
2 | CnocoOslI c1oBOOOpa30BaHuUs
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3 | Drumonorus IpaBonucanne Mophem

IIpakTHyeckasi pabora 1-2

1 | Mopdemuslii pazbop cioBa

2 | CnoBoobOpa3zoBaTesIbHbIN aHATN3 CIOBA

3 | DTuMoNIOrMYEeCKU aHAJIU3 CII0BA
Tema 4.5 MopdoJiorus u Coaepxanue 1-2
3aKOHBbI PABONUCAHUS 1 | CamocTosiTeNnbHbBIE U CITY>KEOHBIE YaCTU PEUU

2 | Tpynnble caydan IpaBOIHCAHUS

3 | Crunuctuka yacTeil peun

4 | Omnbku B popMUpOBAaHHH CIIOBA

IlpakTHyeckasi pabora 1-2

1 | IlpaBonucanne caMOCTOSATEIbHBIX U CIYKEOHBIX YacTel peuun

2 | VictipaBnienne omuO0K B DOPMHUPOBAHUU CIIOBA
Tema 4.6 CHHTaKCHC H Conep:kanue 1-2
MYHKTYauus 1 | CioBocoueranue Bujpl CBSI3U CIOB B COYETAaHUU

2 | Ilpocroe nmpeioskenue ['pammarnyeckas OCHOBa

3 | O6ocobaeHHBIC WICHBI TPEITIOKEHHSI

4 | Crio’)XHOCOUYMHEHHbIE TPEI0KEHHUS

5 | Cno)XHONOUMHEHHBIE TPEUI0KEHUS

6 | beccorozHoe CI0KHOE MPEIOKECHHUS

IIpakTnyeckas padora 1-2

1 | CMBICIIOBBIC M TPaMMaTHYECKHE BUIBI CBSI3U B CIIOBOCOYETAHUHT

2 | IlyHkTyanmoHHOe 0OpMIICHHE CHHTAKCUYECKMX KOHCTPYKIMH

3 | OcHOBHBIE TPYHIBI MPOCTHIX MPEATOKESHUN

4 | OcHOBHBIE TPYIIIBI NPUIATOYHBIX MPEITIOKCHAN

5 | CnoXxHOMOAUYMHEHHOE MPEJUIOKEHNE ¢ HECKOIbKUMHU MTPUIATOYHBIMU
Tema 4.7 Ilpsamasi u Conep:xanue 1-2
KOCBEHHAsl pe4b 1 | CocoOsl 0popMIICHHS YYKOU peun

2 | Odopmienne auanora, peruivKy, IUTaTh, dSurpada

IIpakTnyeckas padora 1-2

1 | Oyskryauus u nueToHarms
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2 | OcobenrocTn OhHUIHATEHO — JETOBOTO CTHIIS

Tema 4.8 CTniin peun Conep:kanue

1 | ®ynkuMoHaIbHbIE CTHIIM peun TeKCT

2 | OcobeHHOCTH O(HUITHATBHO- JEJIOBOTO CTUJIS

1-2

IIpakTHyeckas padbora

1 | PaGora Hax TexcroM

1-2

CamocrosiTesibHasi padoTa npyu U3y4YeHUu pasaesa 4

Pycckuil 1361k B COBpEMEHHOM MHUpE

OYHKIMOHAIBHO — CMBICIIOBBIE THIIBI PEYH

JIMHrBUCTUYECKUI aHAIM3 TEKCTA

C110BO B JIGKCUYECKOM CUCTEME SI3bIKA

Ponp 1 3HaueHue cioBapel B COBEPIICHCTBOBAHUHU KYJIBTYPbI peun

35

Y4yeOHasi npakTUKA
Buasbi pador
CocraBieHue nacnopTa yupekaeHui (opranuzannu) 6a3pl MPaKTUKH.

Pa3pabotka cxembl ynpaBiaeHus yupexaeHus (opranusanueit) 6a3oi NpakTHKY.

O3HakoMJIEHHE C IOJDKHOCTHBIMU 00513aHHOCTSIMHU paOOTHHKA CeKpeTapuaTa, KaHIEIspUH, apXuBa.
KonupoBanue 101KHOCTHON MHCTPYKIMHM Eciy B yupexXIeHnn Takoro T0KyMEHTa HET, COCTaBIICHHE
MHCTPYKIIMU Ha OCHOBE THUIIOBOM.

Ornucanue coctaBa pabouero Mecra paboTHHKA CEKpeTapuara, KaHIeasipun, apxusa PazpaboTka
MEPONPUATHIA MO yIYUIIEHUIO YCIOBUH Tpya Ha pabodyeM MecTe.

N3yueHne TeXHOJIOTUH U MOopsAIKa 00pabOTKN BXOAAIMIMX JOKyMeHTOB. COCTaBlI€HHE alroputMa
00paboTKH.

N3yueHne TeXHOJIOTUM U MOPSAKA COCTABICHUS U pabOThl ¢ BHYTpeHHEN qokyMmeHTanuei. Co3nanue
OCHOBHBIX BUIOB OPTaHU3aIlIOHHO- PacIOpsSIUTEIbHBIX JOKYMEHTOB.

[puem u nepenava TeaedoHorpamMmsl U hakcorpammbl. CocTaBlieHHE aropruT™Ma prema \ neperadn
TenedoHorpamMmsbl, (hakcorpamMMel.

N3yyenue xypHaIOB perucTpaluu JOKYMEHTOB (BXOISAIINX, UCXOASIIUX, BHyTpeHHUX ). Co3znanue Gpopm
KypHaia. Peructparus 10KyMEHTOB B JKypHaJe.

CocraBieHue oneporpaMMbl JBHKEHUS JOKYMEHTA, [IOCTaBICHHOTO Ha KOHTPOJIb 32 UCTIOJTHEHHUEM.
W3ydenue NBMKEHUS TOKYMEHTAIIMOHHBIX TOTOKOB BHYTPH YUpEXKACHUs (OpraHu3anuu) 0a3bl MPaKTUKH.
Pa3paboTka cxeM JOKYMEHTOIOTOKOB.

72

14




N3ydenne opucHON TEXHUKHN HAa pabodeM MECTe, OITMCAHUE TEXHHUKH, IPABWII €€ KCIUTyaTallid U TEXHUKH
6e3omacHocTH 1pH padote ¢ Hel. OpopmiieHne 00JI0KKH Jiesia B COOTBETCTBUU C HOMEHKJIATYPOH JeI.
[ToammBKka TOKyMEHTOB B J€EIIO.

3aBepiuenue jena CocTaBieHUE OMUCH.

AHanu3 opraHu3aly XpaHeH!s JOKYMEHTOB U JIe]l B IEPHUOJ UCIIOJIHEHUS Ha MPEATNPUITHH (B
opraHu3aum) — 6a3e MPaKTUKH.

N3ydeHne HOMEHKIATYPBI JeJ1 OpraHu3aluu AHaIN3 COOTBETCTBUS UMEIOIIMXCS JIe] HOMEHKJIAType.
CocraBiieHne HOMEHKIIATYPBI Jell.

AHanu3 opraHu3alyy SKCIIePTU3bI IEHHOCTH JOKYMEHTOB Ha MPEANPUITHH (OpraHu3anumn) - 6a3e mpakTUKH.
CocraBiieHHe OMUCH JIed CTPYKTYPHOIO MOIpa3iesieHus yupeKIeHHUsI(OpraHu3ainmn) — 6a3e IpakTHKH.
CocrasiieHue akta oTOopa Jie Ha apXuBHOe XxpaHeHrne. COCTaBJIeHHEe aKTa 0TOoOpa JIOKYMEHTOB U JIeT K
YHUUTOKEHUI0. MOJeNUpoBaHNe U aHAIIW3 CUTYalluH MTpHUeMa MOCETUTETIS .

MonenupoBaHue ¥ aHATIH3 CUTYaIlUH CITy>)KeOHOTO Pa3roBopa 1o TeiaedoHy.

AHanu3 U OllEHUBAaHUE CBOEH JESITEeIbHOCTH HA MPAKTUKE 32 OJUH pabouHii 1eHb.

Brinosanenue paboThl HA CKOPOCTh MEYATH HA PYCCKOM M aHTJIMHACKOM SI3BIKE.

Bcero

226
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4 YCJIOBUS PEAJIM3AIINU TPO®PECCUOHAJIBHOI'O MOAYJIA
4.1 TpeGoBaHusi K MUHUMAJIbHOMY MATePUAJIBLHO-TEXHUYECKOMY 00ecredeHHIo

Peamuzarust  yuyeOHOM ~ JUCHUIUIMHBI — TpeOyeT  Hamuuusg  ydeOHOrokaOMHETa
«ApXUBOBEICHUS

Y4eOHO-MeTOAMYECKUN KOMIUIEKC KaOWHeTa

pUMEpHas IPOrpaMMa;

pabouasi mporpamma;

KaJICHJAPHO-TEMAaTUYECKHE TUIaHBL;

y4e0HO-METOIMYCCKUE MAaTePHAIIBI JIJISl IIPOBEICHUS 3aHSITHIA;

nepeveHb y4eOHO-METOAMUECKON JIUTEPATYPhI, KOTOPAsk HMEETCS B KOJIJISIDKE,
MCTOANYCCKUEC PCKOMCHAAIUU TJIA CTY ACHTOB

AN NN NN

TexHuueckue cpescTra 00y4IeHusI:

yU4eOHUKH;

WHCTPYKIIMOHHBIE KAPTHI I10 BBHITIOJHEHUIO MPAKTHUECKUX 33JaHHM;
KOMITBIOTED;

CXEMBI, Ta0NUIBI, TpaUKH

AN NN

O6opynoBanue yueOHOro KaOMHeTa:
v TI0CAJIOYHBIC MECTA IO KOJIMYECTBY OOYYaIOIIHXCS;
v pabodee MECTO IperoaaBaTels;
v MYJbTHMEMIHAS MPOCKIIMOHHAS allaparypa;

4.2 UudopmanmoHHoe odecnieyeHne 00yueHust

OCHOBHbIE UICTOYHUKHU:
v bymomuraEBApxusosenenne YMII, M, 2001
v' TOCT 16487-F13/lenonpon3BojCTBO U apXUBHOE JETI0
v" OcHOBHBIE TIOJIOXKEHUs pa3BUTHs cucTeMbl HCA K JIOKyMEHTaM rocapXxuBoB, M,
1981
OcHosHble npaBuia padotel rocapxusos CCCP, M, 1984
[Tonoxenue 06 ApxuHoMm onze, 2004
Pynenscon K1 OcHoBHbIe npaBuiia pabOThI TOCYIapCTBEHHBIX apXruBoB, M, 2003

AN

JlononHuUTEabHbIE UCTOYHUKU:
v' Tembuapos AJl ApxuBosenerue M, 2005
v' TepmuHusbl U onpeenenus M, 1984
v' TunoBoii nepeyeHb JOKYMEHTOB, 00pa30BaTENbHOM IS TEIBHOCTH MHHHCTEPCTB,
BEJIOMCTB U Jp YUPEKIAECHUN C YKa3aHUEM CPOKOB XpaHeHus, M ,1989

4.3 O0mue TpeOGOBaAHUA K OPraHU3aANUM 00Pa30BaTEILHOIO Mpolecca

OO0s3aTeNbHBIM YCIIOBUEM JIOMYCKa K IPOU3BOJICTBEHHOM NpaKkTHKE (MO0 MPOQHIIIO
CHEeLMATbHOCTH) B paMKax MpopecCHOHATBbHOTO Monyls «OpraHu3anus apXuBHOH U
CIIPABOYHO-UH(OPMALMOHHOM PAdOTHI 10 JOKYMEHTAM OPraHM3alMH» SBISETCS OCBOCHHUE
y4eOHOI MPaKTHKH I OTY4YeHUs EPBUYHBIX TPOPECCHOHATBHBIX HAaBBIKOB
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4.4 Kagposoe odecrnieueHne 00pa3oBaTeILHOIO Mpoiecca

TpeboBanust K KBaIMPHUKAIUU MEAATOTUYECKUX (MHKEHEPHO-TEeIarornueckux)
KaJpoB, 00ECIeYMBAIONIMX OOy4YEeHHE MO MEXIUCIHUIIIMHAPDHOMY KYpCy: HAJIWYHE BBICILIETO
npodeccHoHaNbHOr0  O00pa30BaHUs, HaJIMYMe KypcOB IMOBBIICHUS KBaTU(UKAIUU IO
COJICPKAHUIO JUCUUIUIMH MOZYJISI MM CTa)ka paObOTHI IO JAHHOMY HAIIPABICHUIO IESITEILHOCTH

TpeboBanusi K  KBaIU(PUKAIMK  TEJATOTMYECKUX  KaJIpOB,  OCYIIECTBIISIOLINX
PYKOBOJCTBO  IPAaKTHKOM: JUIUIOMUPOBAaHHBIE  CHELMANUCTBI  —  IPENoAaBaTeId
MEXIUCIUIUIMHAPHBIX KypCOB

5. KoOHTpoJIb U OLleHKA Pe3yJIbTATOB OCBOEHUS NMPO(PecCHOHATIBLHOI0 MOAYJIs1 (BHAA
npodeccHoOHAIbLHOM 1eATeJIbHOCTH)

OcHOBHBbIE TOKA3aTeJ U OLleHKH DopMbI U
PesyabTarsl
(ocBoeHHBbIE TPO(ecCHOHAIBLHBIE pesypTara METOLb!
KOMIIETeHI[HH) KOHTPOJI M
OlLlEHKH
[1K 3.1.0cy1iecTBasATh OCYILECTBIISAET crunuctuyeckont | Texkymuit
CTUITUCTUYECKYIO 00paboTKy | 0OpabOTKH CIY)KEOHBIX JOKYMEHTOB | KOHTPOJb B
CITY)K€OHBIX JOKYMEHTOB dbopwme:
1K 3.2. O6pabaTbiBaTh BXOMAIINE U | OCYIIECTBISET PEIAKTUPOBAHUS | - 3AIIHUTEI
UCXOSIINe JOKYMEHTBI, | CTUIMCTUYECKOM 00paboOTKH | IPAKTUYECKUX
CHUCTEMaTU3UPOBATH uX, | JOKYyMEHTOB 3aHATHN;
COCTaBISITh HOMEHKIIATYpY el U - KOHTPOJIBHBIX
(GhopMHUPOBATH TOKYMEHTHI B JIeJia paboT 1mo Temam
I1K 3.3. O6pabatsiBaTh BXonsmue U | oOpabaTeiBaeT BXOJIAIIIME n | MAK
UCXOJIAIINE JOKYMEHTBI, | UCXOJISIIIHE JIOKYMEHTHI,
CUCTEMAaTU3HPOBATh uX, | cucTeMaTu3upyer BXO/ISIIIIHE u
COCTaBJISITh HOMEHKJIATYpPYy €N U | UCXOJSIINE TOKYMEHTHI;
dbopMUpOBATh JOKYMEHTHI B JIeJla | COCTaBJIsIeT  HOMEHKJIATypy  Jel;
dhopmupyeT JOKYMEHTHI B Jieia
1K 3.4. Vicionp30BaTh HOPMBI | HCTIOJIB3YET HOPMBI JIMTEPATYPHOU
JTUTEepaTypPHOU peun B | peuu B pohecCHOHANBHOM
npodeCcCuOHAIbHON NEeSATeTbHOCTH
JESITEIbHOCTH

@opMBI U METOABI KOHTPOJISI M OLIEHKH Pe3ylbTaTOB OOYyUEHHUs JIOJIKHBI IO3BOJISTH
HPOBEPATH Y 00yYaroIuXxcs He TOJBKO c(hOpMUPOBAHHOCTH MPO(ECCHOHATBHBIX KOMIETEHIUH, HO
Y pa3BUTHE OOIIMX KOMIIETEHIIUI U 00€eCTIeYNBAIOLINX X YMEHUI

Pe3yabTarsl OcHOBHBIE IOKA3aTEJIN OLEHKH DopMbI U
(ocBOCHHBIE 001IMEe KOMIIETCHIIHH) pe3yabTara MeTObI
KOHTPOJISA
OLICHKH
OK 1. IloHumaTe CymHOCTb U JIEMOHCTpAIMsI UHTepeca K Oy nyien

COLIMAJIbHYIO0 3HAYUMOCTb CBOEH npodeccun
Oynyieit npodeccuu, NposBIIATh
K HEW YCTOMYMBBINA HHTEPEC

OK 2. Opranu3oBbIBaTh BBIOOD U IPUMEHEHNE METOJIOB U
COOCTBEHHYIO JESTEIbHOCTD, CIOCOOOB peLICHUS
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BBIOUPATH TUITOBBIE METO/IBI U
CIIOCOOBI BBITTOJIHEHUS
npodeccCHOHATIBHBIX 33/ad,
OIICHUBAThH UX YP(HEKTUBHOCTH U
KaueCTBO

npodeccnoHaNbHBIX 33724 B
apXWBHOM JIEJIE;

orieHka 3(pPEeKTUBHOCTH M Ka4eCcTBa
BBIITOJTHEHUS;

OK 3. [IpuauMaTh penieHus B
CTaHJAPTHBIX U HECTAHAAPTHBIX
CUTYallUAX U HECTH 3a HUX
OTBETCTBEHHOCTh

peuiecHue CTaHIAPTHBIX u
HECTaHIAPTHBIX MPO(HECCHOHATBHBIX
3aJa4 B 00JIaCTH apXUBHOI'O JIETIa;

OK 4. OcymiecTBiSTh IOUCK U
UCTIOJIb30BaHUE UH(OPMAIIHH,
HeoOxoauMoM 17151 3¢(HEKTUBHOTO
BBITIOJTHEHUS TPOPECCHOHATBHBIX
3a/1a4, Mpo(ecCUOHATLHOTO U
JTUYHOCTHOTO Pa3BUTHS

UCIIOJIb30BaHue pecypcoB MHTEpHET 1
6a3 JTAHHBIX ISt pereHus
NPUKJIAIHBIX 3a/1a4 apXUBHOTO JeT1a;

OK 5. Ucnonb3oBathb
MH(OPMaLMOHHO-
KOMMYHHKAIIUOHHbIE TEXHOJIOTUU
B IIpO(heCcCHOHATIbHOM
JeSITeIbHOCTH

paboTa B cucTeMax 3JeKTPOHHOTO
JOKyMEHTOO00pOTa

OK 6. PaGoTath B KOJUIGKTHBE U
KoMaH[e, 3P (PEKTUBHO 00IIATHCS
C KOJIJIeTaMu, pyKOBOJICTBOM,
MOTPEOUTEISIMU

B3aUMOJICHCTBHE TIperojaBareieil c
oOyJarolumucs, B Xo/1€ 00y4eHus

OK 7. bpats Ha cebs
OTBETCTBEHHOCTH 3a padboTy
YJIEHOB KOMAaH/IbI
(MOAYMHEHHBIX), pe3yJIbTaT
BBINOJIHEHUS 3a/IaHUH

caMoaHaJn3 u OCMBICIICHHE
Pe3yJIbTaTOB COOCTBEHHON pabOTHI

OK 8. CamOCTOSATEIIEHO OPEETIsTh
3a7a4u MPoeCcCHOHATBHOTO U
JMYHOCTHOTO Pa3BUTHH,
3aHUMATBCSI CAMOOOpa30BaHUEM,
OCO3HAHHO TIAHUPOBATh
NOBBIIICHUE KBATH(DUKAIHH

OpraHu3aIus CaMOCTOSITEITbHBIX
3aHATUN npu U3Y4YECHUU
po¢eCCUOHATBHOTO MOTYJIS

OK 9. OpueHTHPOBATHCS B YCIOBUAX
4aCTOM CMEHBI TEXHOJIOTHI
B Mpo¢eCCHOHATHHOM
JIEATEITbHOCTH

HUCITIOJIB30BAaHHUE B JCATCIIBHOCTH
apXuBa COBPEMCHHBIC KOMIIBIOTCPHBIC
TCXHOJIOTHH

HNutepnperanus
pE3yJIbTaTOB
HaOJIIoeHUil 3a
JIEATEIbHOCTBIO
oOyyarorerocs B
mporecce
OCBOEHHUSA
o0pa3oBaTenbHOM
MporpaMMbI
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Ipuioxkenne 1

HNudopmauus 06 MCoIb30BAHUU B Y4eOHOM NPoLecce AKTUBHBIX U HHTEPAKTHUBHBIX
¢opm nposenenus 3ansaruii B M/IK 03.03 JlokymMeHTBI 1 1€710IpOU3BOACTBO

Ne | Ne Tema ypoka ®Dopma npoBeIeHUs 3aHATUSA
n/m | ypoka
1 5 OCHOBHBIE PEKBU3UTHI Keiic-3amanus
JIOKYMEHTOB U TPEOOBaHUS K UX
odopmIeHHIO
2 |13 Perucrparus BXOJIAIIER u | Pabora B ManbIX rpymnmax
UCXOASIEH TOKYMEHTAUH
3 |12 SI3BIK ¥ CTHITB JIETOBOM Pa360pbl KOHKPETHBIX CUTYAIHi
JTOKyMEHTaIuu. Tunndabie
OLIMOKH.
4 115 Homenkiarypa nen Pa300pbl KOHKPETHBIX CUTYAIHI
5 |27 JIOKyMEHTBI, U31aBacMble HA ['pynnoBslie 06CcyxaeHus

OCHOBE KOJUJIETHAIIbHOTO MPUHSTHS
pPELICHUI: TOCTAaHOBJICHUS,
pelieHusl.

6 |28 JIOKyMeHTBI, u31aBacMble Ha Mo3roBoi mTypm
OCHOBE €JMHOJINYHOTO TIPHHSATHS
pCLICHUS: IPUKA3bI,
pacnopsDKeHUs!, yKa3aHusl.
IIpaBuia ux cocraBiaeHUs U
odopMIICHHUS

7 |35 CrpaBo4HO-HH()OPMAITHOHHBIHA Pabota B ManbIx rpynmnax
JOKyMeHT. Bujipl, mpaBuia
COCTaBJICHUS M 0(OPMIICHHSI

8 140 JlokyMeHTanus 1o JM4HOMY Jlenosas urpa
COCTaBy
9 |41 Knaccudukanus 10KyMeHTOB 110 Pa300pb! KOHKPETHBIX CUTYalUI

JINYHOMY COCTaBY.

10 | 46 Odopmnenue Tpy10BBIX Jenosas urpa
IIPaBOOTHOLIEHUHN MEXIY
bU3HYECKUMU U FOPUITIECKIMHI
JUIIAMH: TIPUEM, TTEPEBO/I,
OCBOOOXKIEHUE OT JOJDKHOCTH,
MPEIOCTABIICHUE OTITYCKOB,
MOOMIPEHUS U TUCIUTUTMHAPHBIS
B3BICKAHHSI.
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