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1 HACIIOPT IMTPOI'PAMMBI IPO®ECCUOHAJIBHOT'O MOAYJIA
BoinosineHue padoT 1Mo 0JHON WK HECKOJLKUM NpodeccusiM padovux, J0KHOCTAM
ciays:kamux mo npodeccun 21299 JlesonpousBoauresb

11 O6sacTh NpUMeHEeHNs POrPaMMbI

PaGouass mporpamma mnpo(hecCHOHATBLHOTO MOJYIAS — SIBISICTCS YacThIO IMPOTPAMMBI
MOATOTOBKU cCHeruanucToB cpennero 3BeHa (manee- I[ITICC3) B coorBerctBUu ¢ PI'OC 1o
cnenuanbHocTH 46.02.01 lokyMeHTAanIMOHHOE O0ecniedeHne YNPABJIeHUs] 1 apDXMBOBeJeHHe B
4acTH OCBOCHUS OCHOBHOT'O Bua npodeccuoHanbHol aearenbHoctu (BITL) Boimonnenue padot no
npodeccun «JleTonpon3BOAUTENb» U COOTBETCTBYIOMIMX Mpodeccruonanbubix kommerenuui (11K):

IIK 3.1. OcymiecTBasATh CTUIIMCTHYECKYIO 00pabOTKY CIIYKEOHBIX JOKYMEHTOB

[1K 3.2. O6pabaTpiBaTh BXOISIIME W HCXOASIINE JOKYMEHTBI, CHUCTEMaTH3UPOBATh WX,
COCTaBJISITh HOMEHKJIATYpY Je) U (hOpMUPOBATH JOKYMEHTHI B JieNa

1K 3.3. O6pabatpiBaTh BXOISIIME W HCXOASIINE JOKYMEHTBI, CHCTEMaTH3UPOBATh WX,
COCTaBIISITh HOMEHKIIATYPY 1N U (POpMUPOBATH JOKYMEHTHI B JeNa

[1K 3.4. Mcionp30BaTh HOPMBI JIUTEPATYPHOU pedd B IPO(HECCUOHATILHOM JACSITEIbHOCTH

12 Hean m 3aga4u npodecCHOHAIBLHOIO MOAYJS — TPeOOBAHHUSI K Pe3y/ibTaTaM OCBOCHMA
npodeccHoOHAIBLHOI0 MOAYJIA:

C uenpl0 OBIANCHHS YKa3aHHBIM BHJIOM TNPO(ECCHOHAIBHON JESITEIBHOCTH U
COOTBETCTBYIOLIMMH MPOPECCUOHATBHBIMU KOMIIETCHIMAMU OOy4alolMiics B XOJA€ OCBOEHUS
po(heCcCUOHATILHOTO MOAYJIS JIOJIKEH:

HMeTh NPAKTUYECKHIi ONBIT:
- BBIIIOJIHEHUS pa0oT 110 npodeccuu «Jleaonpon3BoauTenb
yMeTh:
- 0OpMIIATH PEKBU3UTHI JOKYMEHTOB PA3JINUHbIX BUJOB;
— COCTaBJIATh PA3JIMUHbIE BUABI JEJIOBBIX MHCEM C UCIIOIB30BAHUEM PEYEBBIX (OPMYII 1€T0BOTO
ATUKETA;
- HCIIOJIB30BaTh CIIPAaBOYHBIEC U3/IaHUS 110 PYCCKOMY SA3BIKY M IIPAKTHYECKON CTUIIMCTHKE;
- OCYILLECTBIISITh PEAAKTUPOBAHUE CIYKEOHBIX MaTepPHAIOB, IOKYMEHTOB;
CTPOUTH CBOIO PE€Ub B COOTBETCTBUH C HOPMaMH PYCCKOTO JINTEPATYPHOTO S3BIKA;
UCII0JIb30BaTh NPOPECCUOHANBHYIO JIEKCUKY
CO3/1aBaTh YCTHBIE U IUCbMEHHBIE TEKCTHI PA3JIMUHBIX TUIIOB U KaHPOB;
YCTpaHATh OIMOKHM U HEJOUETHI B CBOEH YCTHOM M MUCbMEHHOU peun
- TPaMOTHO 0(OPMJIIATH MPOPECCHOHANBHYIO JOKYMEHTAIHIO.
3HATH:
- HOPMaTHUBHO-METOINYECKYIO 0a3y COBPEMEHHOI0 JAEJIONPOU3BOICTBA
- OCHOBHBIE pa3/iejibl TEOPUU PEIAKTUPOBAHUS;
- 0COOCHHOCTH OCHOBHBIX Pa3/IeJIOB HAYKH O SI3bIKE;
- OCHOBHBIE TIOJIOKEeHUS oporpadun 1 MOp(oJIOTHUN € INEMEHTAMU TTPAKTUYECKON CTHITHCTHKY;
- HOPMBI PYCCKOI'0 JINTEPATYPHOTO A3BIKA;
- IpaBUjia MPOAYLHUPOBAHUS TEKCTOB Pa3HbBIX )KaHPOB
- SI3BIKOBbIE (POPMYJIBI OPUITHATBHBIX TOKYMEHTOB;
- IpueMbl YHU(UKAIUHU A3bIKA CIY)KEOHBIX JOKYMEHTOB;
npaBuiIa 0HOpPMIIEHUS TOKYMEHTOB.
13 KouimuecTBO 4acoB HA OCBOEHHE INPOrpamMMbl MpodeccuoHaIbHOro MoayJasi: Bcero — 411
4yac, B TOM YHUCJIE:
MaxkcumanbHas yueOHasi Harpy3ka oOyuatoierocs: — 333 yaca, BKJIo4ast:
v 00s3aTeNBHYIO ayIUTOPHYIO yueOHYI0 Harpy3Ky oOydJaromierocs — 222 yaca;

v caMOCTOATENbHYIO paboTy oby4arornerocst — 111 yac;

v/ TPOM3BOJCTBEHHAS MPAKTHKA — 72 Yaca



2 PE3YJBTATbBI OCBOEHUS NTPO®ECCUOHAJBHOI'O MOAYJIA

PesynbpTarom ocBocHHs TPO(HECCHOHATLHOTO MOIYJIS SIBJISETCS OBJIAJICHUE 00yJatOIIUMUCS
BUJIOM TpodeccuoHanbHOM aestenpHocTH (BIIJ]) opraHu3arms apXWMBHOW W CIIPaBOYHO-
uHGOPMAIIMOHHON PabOTHI O IOKYMEHTAM OpraHU3alluu, B TOM uncie npodeccuonanbabiMu (I1K)

u o6mumu kommneteHusamu (OK):

Kona HaumeHnoBaHue pe3yJibTaTa 00yueHusl
IIK 3.1 | OcymecTBIATh CTHIIMCTUYECKYIO 00pabOTKY CIIYKEOHBIX JOKYMEHTOB
MK 3.2 | OOpabareiBaTh BXOAAIME M HCXOIANIME JOKYMEHTBI, CHCTEMATU3MPOBAaTh HX,
COCTaBJISITh HOMEHKJIATYPY J1e71 U (POPMHUPOBATh JTOKYMEHTHI B Jiej1a
MK 3.3 | OOpabaTbiBaTh BXOAAIIME M MCXOAAIIME JIOKYMEHTBI, CHUCTEMaTU3MPOBaTh MX,
COCTaBIISITh HOMEHKJIATYPY Je) U (hOpMUPOBATH JOKYMEHTHI B JeIa
IIK 3.4 | Mcnonb30BaTh HOPMBI JJUTEPATYPHOU peur B MPO(HECCUOHATBHOM IS TEIIbHOCTH
OK 1 [lonuMaTe CyIIHOCTH W COIMAJIBHYIO 3HAYMMOCTBH CBOEH Oynymied mnpodeccun,
MPOSIBIISATH K HEM YCTOWYUBBIN HHTEpEC
OK 2 OpranuzoBbIBaTh COOCTBEHHYIO JESTENBbHOCTb, OMNPENENSATh METOJIbl M CIIOCOOBI
BBITIOJTHEHMS MPO(ECCHOHAIBHBIX 3a/1a4, OIICHUBATh UX YPPEKTUBHOCTH U KAYECTBO
OK 3 Pemarte mpoOiieMbl, OICHMBATH PUCKHM W TPUHUMATh PEIICHUS B HECTaHAAPTHBIX
CUTYaITUSIX
OK 4 Ocy1ecTBISATh IOUCK, aHAIU3 U OLIEHKY MH(QOpPMAIINH, HEOOXOAUMOH ISl TOCTaHOBKU
U penieHus mpopeCCHOHANBHBIX 3a/1a4, MPO(PECCHOHATBHOTO M IMYHOCTHOTO PA3BUTHS
OK 5 Hcrons3o0Bath UHGOPMAIIMOHHO-KOMMYHHUKAIIMOHHBIE TEXHOJIOTHH JUTS
COBEPIIIEHCTBOBAHUS MTPOPECCHOHATLHOMN NEeITETLHOCTH
OK 6 PabGoraTte B KONJIEKTHBE M KOMaHze, oOecreuuBaTh ee cIuioueHue, 3h(EeKTHBHO
0011aThCS ¢ KOJUIETaMU, PYKOBOJICTBOM, TOTPEOUTEIISIMU
CraBuTh 1eNM, MOTHUBHPOBATH JEATEIBHOCTh TOAYMHEHHBIX, OPraHU30BLIBATh U
OK'7 KOHTPOJIUPOBATh UX pabOTy ¢ TPHUHSATHEM Ha ce0si OTBETCTBEHHOCTH 3a pe3yJbTaT
BBITTOJTHECHHMS 3aITaHHMI
OK & CaMoCTOSTETbHO OMPENENsATh 3a]a4i MPOGEeCCUHOHATHHOTO U JIMYHOCTHOTO Pa3BUTHS,
3aHMMAThCA CaM000Opa30BaHKUEM, OCO3HAHHO MJIAHUPOBATH MOBHIIIEHNE KBaTU(UKAIIUN
OK 9 BEITh TOTOBBIM K CMEHE TEXHOJIOTHI B MPOPECCUOHATBHON AeITeTbHOCTH




3 CTPYKTYPA U COAEPKAHUE NPOPECCUOHAJIIBHOI'O MOAYJIA
3.1 TemaTu4yeckuii miiad npogeccCHOHAILHOT0 MOIYJIs

O0bem BpeMeHH, OTBeICHHbI HA 0CBOEHHE

IIpakTnka
MEKIUCHUIINHAPHOIO Kypca (KypcoB)
Oobs13aTesqbHAs ayIUTOPHAS CamocrosiTeJbHast
yueOHasi HArpy3Ka padora
Bcer
Kox HauMeHOBAHUS Pa3NelIon R o0yualouierocst o0yualouierocst IIpousBoacTBeHHa
npogeccuoHAJIbH npogdeccuoHaJIbLHOr0 qaco BT B T4, YuebHa "
BIX KOMIeTeHuail MojyIst B Ja0opaToOpH | KypcoBa B T4, a, (o nmpodguitro
Bcer | bie padoThbl A KypcoBa CHENHATBHOCTH),
Bcero, 4acoB
o, NpaKTU4ecKk | padora Yacos | * padora 9acoB
4acoB | HWe 3aHATHS, | (POEKT (mpoekr),
4acoB ), 4acoB
4acoB
1 2 3 4 5 6 7 8 9 10

I[IK 3.1 -3.3,0K | Paznenl MJIK 03.01
1-OK9 CrunucTrka ciayxeOHbIX 90 60 30 - 30 -

JIOKYMEHTOB
I[IK3.2-3.3,0K | Pazgen2 MJIK 03.02
1-OK 9 PenaktupoBanue ciyxeOHbIX 72 48 20 24

JJOKYMEHTOB
I[IK3.1-3.4,0K | Pasmen3 MJIK 03.03
1-OK 9 JIOKyMeHTBI 1 72 48 20 24 -

JIEJIONPOU3BOJCTBO
[IK 3.4, OK 1- OK | Paznen 4 MJIK 03.04 Pycckuit 105 70 34 35 i
9 SI3BIK M KYJIBTYpa peuu

Bcero: | 333 222 104 - 111 - 72




3.2 Conep:xanue 00y4yeHus 1o npoheccCuoHaIbLHOMY MOIYJIIO

HaumeHnoBaHue pasaeiioB Copaepxxanue yueOHOro MaTepuasa, 1a00paTopHbie padoThl U O0bem yacoB YpoBensn
npogdeccuoHAIbLHOT0 NMpPaKTHYeCKHe 3aHATHSA, CAMOCTOATEIbHAS Pa00Ta 00y4aromuXCs 0CBOEHMS
moxayJst (IIM) u Tem

1 2 3 4
Paznea 1 IIM. 03
OcyecTBiieHne
CTHUJIMCTUYECKON 00paboTKH
CIIy’)K€OHBIX JJOKYMEHTOB
M/IK 03.01 90
CrunucTtika ciy)eOHbIX
JIOKYMEHTOB
Tema 11 SI3bik- cpenctBo | Coaep:xanue
KOMMYHHUKALMU 1 ‘ Ponb 1 3HaueHME SA3bIKa B )KU3HU OOIIECTBA 1 1-2
Tema 1.2 Conepxanue 8 1-2
CTniancruka 1 | SI3pIKOBBIC YEPTHI OPUITMAIBHO - JEIOBOTO CTUJIS 1-2
ynpaBJIeHYeCKHX 2 | OmmbKy B ynotpebiIeHnH CHHOHUMOB 1-2
JAOKYMEHTOB 3 | Ommbku B ynoTpebieHNH MIICOHA3MOB 1-4
4 | CnpaBo4HbBIE U3JAHUS 110 CTUITUCTHKE
IIpakTnyeckue 3aHsATHSA 8
1 | OnpeneneHue SI3BIKOBBIX OCOOCHHOCTEH OQUIMAIBHO- J€OBOIO 1
CTHIIS
2 | YcrpaneHue ommOOK MpH ynoTpeOIeHN CHHOHUMOB
3 | YcrpaHenue omuOOK Mpu yrnoTpeOIeHNnH MIICOHa3MOB
4 | YcrpaHeHHe TUIMYHBIX OIIMOOK B IOKYMEHTaxX
Tema 1.3 Conepxanue 6
Cruinucruyeckoe 1 | KnmkHo — nucbMeHHas JIeKCHKa 1-2
paccioeHue JeKCHKH 2 | Jlenonpou3BOACTBEHHAS JIEKCHKA 1-2
3 | CmpicoBoit oTOOp 1-2




HpaRTn'{ecmle 3aHATHUSA

1 BBII[CJIGHI/IG XapaKTCPHBIX ITPU3HAKOB KHI>KHO-TTHCEMEHHOM JIEKCUKH

2 | Bolgenenue — XapakTEpHbIX — [PU3HAKOB  JEJIONPOU3BOJCTBEHHON

JICKCUKH
3 | CtuiaucTuueckuii 0T0Op CTUIIMCTUYECKUX CPENICTB
Conepxanue 15 2
Tema 1.4 1 Oco0OeHHOCTH yNOTpeOIeHHs pa3IMUHbIX YacTel peyH B IOKYMEHTaxX
S3BIK M cTHIIB caykeOHbIX | 2 | Ha3BaHue OpraHoB BIacTh
AOKYMEHTOB 3 HanmeHnoBanue npeanpustuii
4 | Hanucanue npa3qHUYHBIX JaT
5 CoKpallleHHE CJI0B U CJIOBOCOYETAHUM
IIpakTHyeckue 3alaHus 15 2
1 VcnpasiieHue ommoOOoK MpH MOCTPOSHUH NMPETIOKEHUS
2 | IlpaBunbHOE ynoTpebaeHue OTACNbHBIX SI3bIKOBBIX KOHCTPYKITUI
3 | CxioHEeHHe COOCTBEHHBIX HMEH CYIIECTBUTEIbHBIX
4 | CocraBieHHE TEKCTOB YIIPABICHYECKUX IOKYMEHTOB
CamocrosiTesibHas padoTa npu u3yyeHuu pasjaena 1 30
IIpumepHasi TeMaTHKAa BHEAyAUTOPHOI CAMOCTOSATEJIbHOI PadoThI
CrunucTryeckue 0COOEHHOCTH O(UIMATIBHO - JIEJIOBOTO CTHIIS
Opdorpaduueckre 1 CHHTETUYECKHUE HOPMBI IIPU COCTABIICHUH U CIYKEOHBIX TOKYMEHTOB
Hcnonb3oBanue B paboTe CipaBOYHOH JINTEPATYPhI
TenaeHunn pa3BUTHS JI€T0BOTO S3bIKa
OcobenHoctu ctuis TenedoHorpamm, (pakcorpaMm
Pa3HOBHUJIHOCTH TEKCTOB CIYKEOHBIX TOKYMEHTOB U MX CTHJIS
Pazgen 2 IIM. 03 72
OcymecTBiaeHue
peaIaKTHPOBAHUS U
JIUTEPATYPHO 00padOTKHU
AOKYMEHTOB
MJ/IK 03.02 ConepxaHue 4 1-2
PenaktupoBanue 1 ‘ Pa3HOBHIHOCTH TEKCTOB CITY>KEOHBIX JJOKYMEHTOB

7




CIyKeOHBIX TIOKYMEHTOB
Tema 2.1 Jlornyeckue

2

OCHOBHBIE 3aKOHBI JIOTUKHU

3

Tpe6OBaHI/I5[ K JOKa3aTcJIbCTBaM, K OIIPEACTICHUAM

OCHOBBI IOKyMeHTHpOBaHus | [IpakTuyeckas padora 4 2

1 | YcTpaHeHHe JOrHYeCcKUX OMIMOOK B JOKA3aTeIbCTBAX, ONPEIEIEHUsX

2 | CocraBiieHue 10Ka3aTeIbCTB, ONPEIEICHUN, TpeOOBaHU
Tema 2.2 Texkcer Buasl u Coneprkanue 8 2
TeXHUKA MPABKU TEKCTOB 1 | TekcTbl ¥ BUJIBI TEKCTOB CIYXKEOHBIX JJOKYMEHTOB

2 | Dransl paboTHl HaJl TEKCTOM

3 | TexHuka mpaBKH CIy)KEOHBIX TOKYMEHTOB

IlpakTHyeckasi pabora 4 1-2

1 | SI3pIKOBast CTWIIMCTHYECKAs! TPaBKa TEKCTa

Hcnons3oBanne KOPPEKTYPHBIX 3HAKOB IIPH IIPABKE TEKCTA 1-2

Tema 2.3 Ananau3 Conepxanue 8 2
(pakTHYecKoro marepuana 1 | Ot6op (axToB, UX MPOBEpPKA

2 | IlpaBuna uTHpoBaHus U 0QOPMIIEHHSI LIUTAT

3 | PenaktupoBanue Tabiuil

4 | IlpaBuna opopmieHHs JOKYMEHTOB

IpakTuyeckas paéora 6 2

1 | JlocToBepHOCTh, TOCTATOYHOCTh U aKKYPaTHOCTh (DaKTOB

2 | Mcnonp30BaHue IUTAT B CIIY)KEOHBIX JOKYMEHTOB
Tema 2.4 Komnoznuuonnsie | Copepxxanue 8 2
0CO0EHHOCTH [1eJIOBBIX 1 | ®opma 1oKkyMeHTa
TEKCTOB 2 | TunoBbie hOPMYITBI

3 | PenaktupoBanue Tabiuil

4 | CocTaBHBIE YaCTH TEKCTOB

IIpakTnyeckas padora 6 2

1 | CocraByieHne ciy>keOHBIX JOKYMEHTOB C Y4€TOM O0IUX TpeOOBaHUIA

2 | Mcnonp3oBaHHE KOMIIO3UITMOHHBIX OCOOCHHOCTEH TEKCTOB

CamocTosiTeJibHas paboTa Npu U3yYeHUH paszjaena 2 24
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YHu}UKanusa u cranaapTU3anus J0KyMEHTOB

3aKOHBI IOCTPOEHUS TEKCTA U PEUn

KoncnekrupoBanue, pedeprpoBanue, COCTaBICHUE TE3UCOB U IIAHOB
JaHpoBble U A3bIKOBBIE OCOOEHHOCTH TEKCTA

PyOpuxanus ciry>keOHbIX JOKYMEHTOB

OCOoOEHHOCTH YCTHOT'O TEKCTa

MK 03.03 JokyMeHTBI U 72
AeJI0ONPOU3BOACTBO
Tema 1.1 lokymenr, Conepxanue 7
NOHATHE, PYHKIUH, v
1 | Ilonarue nokymeHnt. CBoiicTBa U KIIUU JOKYMEHTa 1-2
CYIIHOCTh AOKYM ymicuit poKyM
2 | CymHoCTHbIE TpU3HaKu JOKyMeHTOB. Kiaccudukanus BHIOB
JIOKYMEHTOB
3 | Cnoco6sl JOKYMEHTUPOBAHUS. MarepuanbHeie HOCHUTENH 1-2
JIOKYMEHTUPOBAHHOIN MH(OpMauu
4 | MatepuasibHble HOCUTENN JOKYMEHTHUPOBAHHONW MH(POPMALIUU
5 | OcHOBHBIE PEKBU3UTHI JOKYMEHTOB U TPEOOBaHMS K UX 0(OPMIICHUIO
6 | ®opmynsip JOKyMEHTa
7 | bnanku nokymeHToB. TpeboBanus k O1aHKaMm
IIpakTHYecKkHe 3aHATHS 2 2
1 | Odopmienne oTaeIbHBIX PEKBH3UTOB JOKYMEHTOB
Tema 1.2 SI3bIk U cTHIB Conepxanue 9 1
AOKYMEHTAa 1 | JenoBas Jekcuka. YcioBusi BbIOOpa CIIOB MPHU  COCTABICHHUU 1
JIOKYMEHTOB
2 | CunTakcuyeckne 0COOEHHOCTH JOKYMEHTOB 1
3 | SI3BIK U CTUJIb J1EIOBOM JOKyMEHTaMU. TUITHYHbIE OITMOKH 1
4 | Peructpauus BXoAsSIIEH U UCXOASIIEN TOKYMEHTAlUN 1
S | Perucrpauust BXoasien 1 UCXOAIIEN TOKyMEHTalun 1
6 | Homenkiarypa nen 1




7 | HomeHknaTypa nen 1
8 | ®opMupoBaHUE JOKYMEHTOB B Jejia 1
9 | ®opMupoBaHUE TOKYMEHTOB B JieJia 1
IIpakTHYecKHe 3aHATHS 2
1 \ O06paboTka BXOASIIUX U UCXOSIIUX TOKYMEHTOB
Tema 1.3 Yaupuxauus n Coaepixanue 1
CTaHJapTU3aluA 1 IlonsTue «yHI/chHKauI/I;I» M «CTaHZapTU3alusd»  YHPaBJICHYCCKUX
yIpaBJeHYeCKUX JIOKYMEHTOB
AOKYMEHTOB 2 | TpeboBanus K YyHUDUIUPOBAHHBIM TEKCTaM, MpeIbsBIsEMbIC 1
TOCYJapCTBEHHBIMU CPEACTBAMU
3 | Knaccudukamuss opraHu3aliMOHHO-PaCHOPSAUTEIbHBIX JOKYMEHTOB: 1
OpraHU3aIMOHHbBIC, PACTIOPSAUTENIbHBIC, CIPABOYHO-UH(POPMAIITMOHHBIC
4 | OpraHu3allMOHHbIE JIOKYMEHTbl — YCTaB, IIOJIOXKEHUS, MpPaBUIIA, 1
pETJIAMEHT, IITATHOE PACIIUCAHUE, HHCTPYKIIAN
5 | OcobenHoctu cocTaBieHHs] U OQOPMIICHHUS PACTIOPSIUTEITHHBIX 1
JIOKYMEHTOB
IIpakTHYecKkne 3aHATHA
1 | Odpopmnenus O61aHKa mprKasa Mo 0OIIKUM BOIIPOCAM JIEITEIbHOCTH
Tema 1.4 Oprannzanmonno- | Coaep:xanue
pacnopsiauTe/bHbIe 1 | JJokymMeHThl, H37aBa€Mbleé Ha OCHOBE KOJUIETMAJIBHOTO MPUHSITHS 2
A0KyMeHThI. ClIpaBO4YHO- pELIEHUI: TOCTAHOBJICHHUS, PEIICHMUS.
nH(popManOHHbIE 2 | IoKyMeHTBl, HW3/1aBa€éMble Ha OCHOBE €JMHOJUYHOTO MPUHSTHUS
JOKYMEHTbI pelIeHus: TpUKa3bl, pacnopsokeHus, ykazanus. llpaBuma ux
COCTaBIEHUS M 0(OPMIICHHS
IIpakTuyeckue 3aaHus 6

1

CocraBiieHHE TEKCTOB Pa3JIMYHBIX JOKYMEHTOB

2 | YcrpaHeHHe TUMTHYHBIX OUIMOOK B IOKYMEHTaX. COCTaBJI€HHE 00JI0KKH
Jena
3 | CocraBiieHUE HOMEHKJIATYPbI I
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Conepxanue

1

CripaBo4HO-MH()OPMAITHOHHBIN JOKYMEHT. Bunpl, [paBuiIa
COCTaBJICHUS U OPOPMIICHHS

IIpakTHyeckue 3aHATHA 4
1 | CocraBieHus 1 0pOpMIICHHE OPraHU3AMOHHBIX TJOKYMEHTOB
2 | CocraBnenue U OQOpPMIICHME  CHPABOYHO-UH(DOPMAIIMOHHBIX
JIOKYMEHTOB
Tema 1.5 lokymentanus no | Coaep:kanmue 2
JIHTHOMY COCTaBY 1 | JoxkymeHTaus 1o JINYHOMY COCTaBy
2 | Knmaccudukanus JOKyMEHTOB IO JHYHOMY COCTaBY
IIpakTHyeckue 3aHATHA 4
1 | Odpopmnenne pestoMe, 3asBICHMS O TpueMe Ha  paborty,
aBroOuorpapuu
2 | OdopmieHue Tpya0BOTO IOTOBOPA U TPYJOBOM KHUKKU
Conepxanue
3 | OdbopmieHnue TpyAOBBIX NPABOOTHOIIEHUH MeXJTy (U3NYECKUMHU H 2
IOPUAMYECKUMU  JIMIIAMU: TIPUEM, TI€PEeBOJl, OCBOOOXKIAEHHE OT
JOJIKHOCTH, IIPEIOCTABIICHUE OTIIYCKOB, MOOLIPEHUS U
JVICIIATUTMHAPHBIEC B3BICKAHHS
4 | Utorosoe 3ansATHE
CamocrosiTesibHasi padoTa Npu U3y4YeHUHU pasaesa 3 24

IIpumepHasi TeMaTHKA BHEAYAUTOPHOI CAMOCTOSTEJIbHOH PadoThI
Vcnonb30BaHue Ha COBPEMEHHOM JTarle pa3BUTHUS JI€IONPOU3BOICTBA KOMIBIOTEPHBIX, MH(POPMAIIMOHHBIX
TEXHOJIOTUH JIJIs1 CIOCO00B TOKYMEHTHPOBAHUS
3aBHCUMOCTB JIOJITOBEYHOCTH U CTOMMOCTH JIOKyMEHTa OT HOCUTEINS HHPOPMALIUU
[Topsinok ucnonb30BaHus U XpaHEHUs revaTed. Buipl nedarei.
TenneHuus pa3BUTHS 1€JI0BOTO A3bIKA

Kommmrekcnr JOKYMCHTOB

[IpaBoBO€E peryMpoBaHue JOKYMEHTALMOHHOM IEATEIbHOCTU IIPU UCIIOIb30BAHUY KOMIIBIOTEPHBIX
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TEXHOJIOTUN

Odopmrenne aap60Ma 00pa3OB OPraHU3alMOHHO- PACIOPSIUTENbHON TOKYMEHTalun

Pasznea 4 IIM. 03 105
HUcnonb3oBanue HOPM
JINTepaTypHOil pe4u B
npodeccuoHaILHOM
AeATeJIbHOCTH
MJIK. B.03.04 Pycckuii
SI3BIK M KYJIbTYPa peun
Tema 4.1 llonsTHe N Conep:xkanue 2 1-2
KYJbTYypa pe4yu 1 | SI3BIK KaK CpeJICTBO OOIEHUS
2 | OcHoBHbIE YPOBHH sA3bIKa OpaTOPCKOE UCKYCCTBO
Tema 4.2 ®onernka n Coaepxanue 4 1-2
opdodnus 1 | donernyeckne 0COOCHHOCTH PYCCKOTO SI3bIKA
2 | Opdosnuyeckne HOPMbI PYCCKOTO SI3bIKA
IIpakTnyeckas padora 2 1-2
1 | ®onernyeckuit pa3dop cnoBa TpaHckpunuus
2 | Op¢osnuueckue HopMbl Ciior Y napeHue
Tema 4.3 Jlekcuka n 1-2
¢dpazeosiorus Coaepxxanue 4
1 | C10BO B IEKCHYECKOW CHCTEME SI3bIKA
2 | MHOro3Ha4HOCTb CJI0Ba
3 | AKTHUBHBIN U TIACCUBHBIN CJIOBAPHBINA COCTAB
4 | dpazeosorndeckre 000POTHI
IIpakTnyeckas padora 4 1-2
1 | Jlekcnueckoe U rpaMMaTHYEeCKOE, TPSIMOE U MEPEHOCHOE 3HAUYCHHUE
2 | JIekcuKa C TOUKH 3pEHMsI TPOUCXOKACHHUSI
3 | Ucropuueckasi ocHOBa (pa3eoIOrHIeCKuX 000pOTOB
Tema 4.4 Mopdemuxa u Conep:kanue 6 1-2
CJ10BO00Opa30BaHue 1 | Mopdema kak 3HaUMMas 4acTh CJIOBA
2 | CriocoOsI c10BOOOpa30BaHMS
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3 ‘ Orumornorus [IpaBonucanue mopdem

IIpakTHyeckas padbora 1-2

1 | Mopdemusrii pa3dop cioBa

2 | CnoBooOpa3oBaTeIbHBIN aHATU3 CJIOBA

3 | DTUMOJIOTMYECKUI aHAJIN3 CJI0Ba
Tema 4.5 Mopdoaorus u Conepxanue 1-2
3aKOHBI NIPABONUCAHUS 1 | CamocTosTeNbHBIE U CIYKEOHbIE YaCTH peun

2 | TpyaHble ciyyau NpaBONUCAHUS

3 | Ctunuctuka yacteil peuu

4 | OmunbOxu B popMUpOBaHHH CIIOBA

IIpakTHyeckas pabora 1-2

1 | IlpaBonucaHue caMOCTOSTENIbHBIX U CIIY)KEOHBIX YacTell peun

2 | Ucnpasnenue onnbok B GOpMHUPOBAHUH CIOBA
Tema 4.6 Cunrakcuc u Coaepxanue 1-2
NMYHKTyauus 1 | CioBocoueranue Bujbl cBSi3M CIOB B COUETAaHUU

2 | ITpocroe npennoxenue I paMmarnyeckasi OCHOBA

3 | O60co0IeHHBIE YJIEHBI TPEJI0OKEHUS

4 | C10)XKHOCOUYMHEHHBIE PEI0KEHHUS

S | C10’kHONOJYMHEHHBIE NIPEAIOKEHUS

6 | beccorozHoe ClI0KHOE MPEeI0KEHUS

IIpakTnyeckas padorta 1-2

1 | CmbICIIOBBIE U TPaMMaTHYE€CKHE BUJIbI CBSI3U B CIIOBOCOYETAHHUH

2 | IlynkTyanmoHHoe opOopMIIeHHE CHHTAKCHYECKUX KOHCTPYKIIHHA

3 | OcHOBHBIE TPYNIIBI IPOCTHIX NPEATOKEHUN

4 | OCHOBHBIE I'PYIIIBI IPUIATOYHBIX TPEAIOKEHUN

S | CoXHONOJYMHEHHOE NPEATIOKEHNE C HECKOIBKUMHU IPUJATOYHBIMU
Tema 4.7 IIpsimas u Conepxanue 1-2
KOCBeHHasl pe4yb 1 | CriocoObl oopMIIeHHS YyKOH peun

2 | Odopmienue auanora, perIuKe, IATATHI, dSnUrpada

IIpakTnyeckas padora 1-2

1 ‘ IlyHKTYanust 1 MHTOHALMS
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2 | OcobeHHOCTH OpHIIMATBHO — JETOBOTO CTHIIS

Tema 4.8 Ctuiiu peun Conep:kanue

1 | @yHKIMOHAIbHBIE CTUIN peun Tekcr

2 | OcobeHHOCTH O(PUITHATHHO- JEJIOBOTO CTHIIS

1-2

IIpakTnyeckas padbora

1 | PaGora Haa TekcTOM

1-2

CamocrosiTe1bHasi padoTa npu U3y4eHUHu pasjena 4

Pycckuii s13b1k B COBpEMEHHOM MHUpPE

@YHKIMOHAIBHO — CMBICIIOBBIE THIIbI PEYH

JIMHrBUCTUYECKUI aHAIM3 TEKCTA

C110BO B JIGKCUYECKOHN CUCTEME SI3bIKA

Ponp u 3HaueHue cioBapei B COBEPIICHCTBOBAHUH KYJIBTYPhI peYd

35

Y4yeOHas NpaKTHKa
Buabl patot
CocraBieHue nacnopTa yupekaeHuil (opranuzannu) 6a3bl MPaKTUKH.

PazpaboTka cxeMsbl yripaBiieHUs yUpexaeHus (opraHu3amueit) 6a3oi mpaKkTUKH.

O3HakoMJIEHHE C TOJDKHOCTHBIMU 00513aHHOCTSIMU pabOTHHKA CEKpeTapuaTa, KaHIEIspHuu, apXuBa.
Konmpoanne 10yKHOCTHOM MHCTPYKIMK Ecian B yUpexKIeHHH TaKOro JOKYMEHTA HET, COCTABICHUE
MHCTPYKLIUU HA OCHOBE THUIIOBOM.

Ornucanne coctaBa pabouyero Mecra paboTHHKA CEKpeTapuara, KaHIeasipun, apxusa PazpaboTka
MEPONPUATHIA MO YAYUIIEHUIO YCIOBUI TpyAa Ha paboueM MecTe.

W3ydeHre TeXHOIOTHH U TIopsKa 00pabOTKH BXOASAIINX TOKyMEeHTOB. COCTaBlIeHHE alroputMa
00paboTKH.

N3yueHnne TeXHOJOTUM U TIOPSIIKA COCTABIICHUS U paOOTHI C BHYTPEHHEH noKkymeHTaluen. Co3nanue
OCHOBHBIX BUJIOB OPraHU3allMOHHO- PACIOPSAUTENBHBIX JOKYMEHTOB.

[Tpuem u nepenava tenegonorpammsl u pakcorpammsbl. CocTaBieHHE alropuTMa npruemMa \ nepegadu
TenedoHorpamMmsl, (pakcorpamMMel.

N3ydenue xypHaJIOB PETUCTPALIMU JOKYMEHTOB (BXOAIINX, HCXOIALINX, BHyTpeHHUX ). Co3znanue Gpopm
XKypHasa. Perucrpanusi J0KyMEHTOB B )KypHaJe.

CocraBieHue oneporpaMMbl JABIKEHUS JOKYMEHTA, IOCTaBICHHOTO Ha KOHTPOJIb 32 UCIIOJTHEHHUEM.
W3ydenune qBMKEHUS TOKYMEHTAIIMOHHBIX TOTOKOB BHYTPH YUpEKACHUs (OpraHu3anun) 0a3bl MPaKTHKH.
Pa3paboTka cxem TOKyMEHTONOTOKOB.

72
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N3ydyenne opucHON TEXHUKH HAa pabodeM MeCTe, ONMCAHNE TEXHUKH, MPABUI €€ IKCIUTyaTallii U TEXHUKU
6e3omacHocTH 1pH padote ¢ Hell. OdopmiieHre 00JI0KKH JIea B COOTBETCTBUU C HOMEHKIIATYPOH Aedl.
[ToammBKa TOKyMEHTOB B J€EJIO.

3aBepiuenue nena CocTaBleHNE ONUCH.

AHanu3 opraHu3alyy XpaHeH!s JOKYMEHTOB U JIeJI B IEPHOJ] HCIIOTHCHUS Ha IPENPUAITHH (B
opraHu3anum) — 6a3e MPaKTUKH.

N3yuenre HOMEHKIIATYpBI JeJ1 OpraHu3aiuu AHAIN3 COOTBETCTBHUS MMEIOIIMXCA JIe] HOMEHKIATYpeE.
CocraBiieHne HOMEHKIIATYPHI Jell.

AHanu3 opraHu3alyy SKCIIEPTU3bI IGHHOCTH JOKYMEHTOB Ha MPEANPUITHH (OpraHu3aiumn) - 6a3e MpakTUKH.
CocraBiieHHe OMUCH JIed CTPYKTYPHOTO MOJIpa3AeNieHus yupeKIeHus(OpraHu3alum) — 6a3e IpakTHKH.
CocrasiieHue akta orOopa Jiei Ha apxuBHOE XxpaHeHue. CocTaBlIeHHE akTa 0TOOpa JOKYMEHTOB U JIeIT K
YHUUYTOXKEHUIO0. MOJenupoBaHNe U aHAIIU3 CUTYalluU TPHUEeMa MTOCETUTETIS .

MogenupoBaHue U aHAIU3 CUTYAIMH CIIY>KEOHOT'0 pa3roBopa o TeyiedoHny.

AHanu3 U OlleHUBAaHUE CBOEH JESITETbHOCTH Ha MPAKTUKE 32 OJMH pabOUMii 1EHb.

Brinonnenue paboThl Ha CKOPOCTH MEYATH HA PYCCKOM M aHTJTUHCKOM SI3BIKE.

Bcero

226

15




4 YCJIOBUA PEAVIM3AIIUU TPOPECCUOHAJIBHOT'O MOAYJIA
4.1 TpeGoBaHusI K MUHUMAJLHOMY MaTepPHAIbHO-TEXHUYECKOMY 00ecre4eHHuI0

Peanmzanuss  yueOHOM  nucuUmiIuHBI — TpeOyeT Hanuuus ydeOHOro kaOuHeTa
«APXHUBOBEICHUS

Yu4ebHO-METOIMYECKUN KOMIIJIEKC KaOuHeTa

IpUMEpHas Iporpamma;

pabouas nporpamma,

KaJICHIapHO-TEMATHYECKUE I1JIaHbL;

y4eOHO-METOJUUECKUE MaTepUabl JUIsl IPOBEACHUS 3aHATHIA;

nepeveHb y4eOHO-METOAMUECKON JIUTEPATYPHI, KOTOpPAsi UMEETCS B KOJIJISIIKE;
METOAMYECKHE PEKOMEHIALUU ISl CTYJCHTOB

ANANE NN

TexHudeckue cpesicTBa O0YUCHUSI:

y4eOHUKH;

WHCTPYKIIMOHHBIC KAPThI IO BBHITIOJHCHUIO MPAKTHUCCKUX 33JaHHM;
KOMIIBIOTED;

CXEMBbI, TaOJIHIIBI, TpaUKH

AN NI NN

Oo6opynoBaHue yueOHOro KaOMHeTa:
v TIOCAJIOYHBIC MECTa M0 KOJIMYECTBY 00YJIArOIIHXCS;
v pabodee MECTO IpenoaBaTes;
v MyJIbTUMEIUITHAs MPOCKIIMOHHAS alaparypa;

4.2 UndopmanuonHoe odecrnedenne o0yueHust

OCHOBHbIE UICTOYHUKHU:
v Bymonuna EBApxusosenenne YMII, M, 2001
v' TOCT 16487-F13[1enonpou3BoACTBO U apXUBHOE JIEJI0
v" OcHoBHBIe TONOXeHUs pa3BUTHsE cucteMbl HCA K TOKYMEHTaM rocapxuBoB, M,
1981
v" OcHoBHbIe nipaBuiia pabotsl rocapxusos CCCP, M, 1984
v' Tlonoxenue 06 ApxusHoM Qoue, 2004
v Pynenscon KM OcHoBHbIE mpaBuiia paboThl TOCYAapPCTBEHHBIX apXxuBOB, M, 2003

JlononHNUTEbHBIE UCTOYHUKHU:
v Tenwsuapos AJl Apxusosenenue M, 2005
v' TepmuHsbl u onpeneneuus M, 1984
v TUIoOBO# MepeueHb JOKYMEHTOB, 00pa30BaTeIbHOM AEATETbHOCTH MUHUCTEPCTB,
BEJIOMCTB U Jp YUPEKIEHUH C YKa3aHUEM CPOKOB XpaHeHus, M ,1989

4.3 O0mue TpeOOBAHUS K OPraHU3aluM 00Pa30BATEJIBLHOIO NpoLecca

OO0s3aTenbHBIM YCIOBUEM JONYCKa K HPOHM3BOJCTBEHHOM NpakTUKe (IO MpoduiIo
CHEIMAIbHOCTH) B paMKax HpodeccHoHadbHOro Moayias «OpraHusanusi apXuBHOH U
CNIPAaBOYHO-MHPOPMALMOHHOI PadoThI MO0 JOKYMEHTAM OPraHU3alMu) SBIIETCS OCBOCHUE
yueOHOM MPaKTUKHU AJI MOJy4YeHUs! IEPBUYHBIX PO(ECCHOHATbHBIX HABBIKOB
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4.4 KaapoBoe obecnieueHue 00pa3oBaTeIbHOI0 Mpomecca

TpeOoBanusi K KBaTH(PHUKAIUU TEAATOTUYCCKUX  (MHKEHEPHO-TIEIArOTHIYECKHX )
KaJpoB, 00CCIEUUBAOIUX OOyYCHHE MO0 MEXKIAUCIHUIUIMHAPHOMY KYpCY: HAJIUYUE BBICIICTO
npo(ecCHOHANLHOTO  O0pa30BaHMs, HaJIWMYMe KypCOB IOBBINICHUS KBATU(UKAIMHA IO
COZICPKAHUIO AUCIMIUIMH MOJIYJISI WJIH CTa)a pabOoThI 10 JAHHOMY HAIIPABJICHHUIO IESTEIbHOCTH

TpeboBanust K KBaIM(UKALMU  MMEAATOTHUECKUX  KAJAPOB,  OCYIIECTBIIIONIUX
PYKOBOJICTBO  TPAKTHKOH:  JUIJIOMHPOBAaHHBIE  CICHHAIUCTBI ~ —  [PernojaBaTesid
MCKIAUCHUINIMHAPHBIX KYpPCOB

5. KoHTpoJIb M 01leHKA Pe3yJbTATOB 0CBOEHUS MPO(PecCHOHATBLHOT0 MOAYJIs1 (BHAA
npodeccuoHaILHOM JesITeJIbHOCTH)

OcHOBHbIE NMOKA3aTeJIU OLIEHKH ®opMbI 1
Pe3yabTaTnl
pe3yJbTara MeTOo/bI
(ocBoeHHbBIE IPOPeccHOHAIbHBbIE
KOMIIeTEeHIIUH) KOHTPOII M
OLICHKH
[1K 3.1.0cy1iecTBasiTh OCYIIECTBIISIET ctunuctudeckoit | Texymuit
CTHJIUCTUYECKYIO 00paboTKy | 00pabOTKH CITY>KEOHBIX IOKYMEHTOB | KOHTPOJb B
CIIyKEeOHBIX JOKYMEHTOB dopwme:
1K 3.2. O6pabaTbiBaTh BXOISIINE U | OCYLIECTBIISET peIaKTUPOBAHUS | - 3AILIMTHI
UCXOIAIINE JOKYMEHTBI, | CTHJIMCTHYECKON 00pabOTKH | MPAKTUYIECKUX
CHCTEMaTU3HpPOBATh UX, | JOKYMEHTOB 3aHATHH;
COCTaBIIATh HOMEHKJIATYPY JA€T U - KOHTPOJIBHBIX
(dbopMHpOBATH JOKYMEHTHI B €ja paboT 1o Temam
[IK 3.3. OGpabarsiBaTh BXOISMIAE U | 00pabaThIBacT BXOJISAIIHE u | MJIK
UCXOJsLINe JOKYMEHTBI, | HCXOASIIHE JIOKYMEHTHI,;
CHCTEMaTH3HPOBATh UX, | CHCTEeMaTH3HpyeT BXOJISIIIINE "
COCTaBJIATh HOMEHKJIATYpy /€1 U | UCXOASIIHME JOKYMEHTHI;
(dbopMHpOBaTh JOKYMEHTHI B Jie7la | COCTAaBISET  HOMEHKIATYpy [l
(dbopMHUpyeT TOKYMEHTHI B eTa
1K 3.4. Mcnonb30BaTh HOPMBI | UCTIOJIb3YeT HOPMBI JTUTEPATypHOU
JUTEPATYPHOUI peun B | peuu B podheccuoHanbHOM
npodeccuoHaIbHON JeSITebHOCTH
JIeSITeITbHOCTH

@opMbI M METOJIbI KOHTPOJISI M OLIEHKU PE3YJIbTAaTOB OOYyUEHUs JOJIKHBI MO3BOJIATH
IPOBEPATH Y O0YUaIOIIUXCsl HE TOJIBKO COPMUPOBAHHOCTH MPO(EeCcCHOHATBHBIX KOMIETEHIIUN, HO
U pa3BUTHE OOLIMX KOMIIETEHIIMH 1 00€CIIeUnBaIOIINX UX YMEHHH

PesyabTarsl OcHoOBHBIE OKA3aTEJIN OLICHKH DopMbI U
(ocBOEHHBIE 00LIIME KOMITETEHIIMH) pe3yjabTara MeTO/bI
KOHTPOJIA U
OLICHKH
OK 1. IloHumaTh CyImHOCTb U JIEeMOHCTpalus HHTepeca K Oyayien

COLIMAJIbHYIO 3HAUUMOCTh CBOeH | mpodeccuun
Oynyieit mpodeccuu, MPosBIATH
K HEM YCTOMYMBBINA NHTEPEC

OK 2. OpranusoBbsIBaTh BBIOOp M MPUMEHEHHE METOJIOB U
COOCTBEHHYIO JI€ATEIbHOCTD, CIoCcO000B peleHus
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BBIOMPATh THIIOBBIE METO/IBI U
CIIOCOOBI BBITTOTHEHUS
npodeccHoHaIbHBIX 3a/1ad,
OLIEHUBATH UX 3(P(HEKTUBHOCTH U
Ka4eCTBO

npodeCCHOHANTBHBIX 33]1a4 B
aApXUBHOM JIeJIC;

orieHKa 3(h(PEKTUBHOCTH U KayecTBa
BBITIOJTHEHHS;

OK 3. [IpuHumaTth penieHus B
CTaHJapTHBIX U HECTaHAAPTHBIX
CUTYallUsX M HECTH 33 HUX
OTBETCTBEHHOCTh

peIICHuC CTaHAAPTHBIX u
HECTaHAApPTHBIX HpO(l)eCCI/IOHaJ'H:HBIX
3a71a4 B o0yractu APXUBHOI'O AcJ1a;

OK 4. OcymiecTBiSTh NOUCK U
UCTIOJIb30BaHUE HH(OPMAIIHH,
HeoOxoaumon st 3¢pdexkTuBHOTO
BBIMOJIHEHUS TPO(HECCHOHATBHBIX
3a/1a4, mpoeccuoHaILHOTO U
JIMYHOCTHOTO PAa3BUTHUS

WCIIOb30BaHUE pecypcoB MHTepHET u
0a3 JAHHBIX TSt perIcHus
MPUKJIATHBIX 3a/1a4 apXUBHOTO JIEJIa;

OK 5. Ucnonb3oBath
nH(pOpMaIMOHHO-
KOMMYHHKAITIOHHBIC TEXHOJIOTUU
B IpOeCCHOHATIBHOM
JESTCIILHOCTH

paboTa B cucTeMax 3JeKTPOHHOTO
JOKYMEHTO000pOTa

OK 6. PabGoTaTh B KOJUICKTHBE U
KoMaH 1€, 3 (HEKTUBHO 00MIATHCS
C KOJIJIETaMH, PYKOBOJICTBOM,
OTpeOUTEIIMU

B3aMOJICIICTBUE TIpenojaBaresieil ¢
oOyJaroiuMucs, B Xoj1e 00y4eHus

OK 7. Bpats Ha cebs
OTBETCTBEHHOCTH 32 PaboTy
YJICHOB KOMAaH/IbI
(TTOMYMHEHHBIX ), PE3YJIbTAT
BBITIOJTHEHUS 3aJaHAI

camMoOaHaIu3 u OCMBICJIEHHE
pe3yIbTaTOB COOCTBEHHOM pabOThI

OK 8. CaMOCTOSITENTEHO ONIPENENATD
3a/1a4u MPOPECCUOHAITBHOTO U
JMYHOCTHOTO Pa3BUTHA,
3aHUMAaThCS CaMO00Opa30BaHUEM,
OCO3HAHHO IJIAHUPOBATh
MOBBIIICHUE KBATU(UKAIIH

OpraHu3anus CaMOCTOATEIIBHBIX
3aHATUN npu U3y4YECHUU
npo¢ecCuOHaIbHOIO MOAYJIS

OK 9. OpueHTHpOBaThHCS B YCIOBUAX
Y4acTOW CMEHBI TEXHOJIOTUI
B IIpodecCHOHATBHOM
JIeSITEJIbBHOCTH

HCIIOJB30BaHUC B ACATCIBHOCTHU
apxuBa COBPECMCHHEIC KOMIIBIOTCPHBIC
TCXHOJIOT'MH

WNuTtepnperanus
pe3ysIbTaToB
HabmroeHuit 3a
JESTEeTbHOCTBIO
oOyuJaromierocs B
nporecce
OCBOCHUS
oOpazoBarenbHON
MIPOrPaMMBbI
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I/IHq)OpMaIII/IH 00 HCII0JIb30BAHUH B y‘leﬁHOM nmpouecce aAKTUBHLIX U UHTCPAKTHUBHBIX

Ipuioxenne 1

¢opm nposenennst 3ausiTuid B M/IK 03.03 /lokymMeHTBI U 1€J10NIPOU3BOICTBO

Ne
n/n

Ne
YPOKa

Tema ypoka

®opMa npoBeieHNsI 3AaHATHS

1

5

OCHOBHBIC PEKBH3UTHI
JIOKyMEHTOB M TPEOOBaHUS K UX
0(hOPMIICHHUIO

Kelic-3amanus

13

Perucrpanus
HCXOSIIEH TOKYMEHTAlUH

BXOJAmIei "

Pabora B ManbIx rpymnmax

12

SI3BIK U CTHIIH JEJIOBOU
JNOKyMEHTaIuu. TunudHsie
OLLIMOKH.

Paz00opbl KOHKPETHBIX CUTYaIHiA

15

Howmenkiarypa nen

Pa300pbl KOHKPETHBIX CUTYalui

o)}

27

JIOKyMEHTBI, U3/1aBacMbI€ HA
OCHOBE KOJUIETHAJIbHOTO IIPUHSTHS
pELICHUI: IOCTAaHOBJICHHUS,
peuieHusl.

I'pynnoBelie 06cyxaeHus

28

JIOKyMEHTBI, U3/]aBacMbIc Ha
OCHOBC CAWMHOJIMYHOI'O IIPHUHATHA
pCILICHHS: TTPUKA3HI,
pacCIiOpsiKEHUs, YKa3aHU.
[TpaBuia ux cocTaBiICHUS U
odopmIIeHUS

Mo3roBoii wtypm

35

CrnpaBo4HO-UH()OPMAIIHOHHBIH
JIOKyMeHT. Buibl, mpaBuiia
cOCTaBIEHUS M 0(OPMIICHHS

Pabora B ManbIx rpynmnax

40

I[OKYMCHTaIII/Ifl 110 JIMYHOMY
COCTaBy

[enoBas urpa

41

Knaccugukarus 10KyMeHTOB 1O
JUYHOMY COCTaBYy.

Pa300pbl KOHKPETHBIX CUTYaLMH

10

46

Odopmnenue TpyaI0BbIX
MPABOOTHOLICHUH MEXIY
(U3HYECKUMU U FOPHITICCKUMHU
JTUIAMH: TIPUEM, TIEPEBO/I,
0CBOOOXKJIEHHE OT TOJDKHOCTH,
MPEIOCTaBIEHUE OTITYCKOB,
MOOMIPEHUS U TUCIUTUTHHAPHBIC
B3BICKAHUS.

[enoBas urpa
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