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1. MACIIOPT PABOYEM [TIPOTPAMMBI YUEBHOM JUCHHUIIJINHBI
JIOKYMEHTAIITMOHHOE 00ecneYeHue VIIPABJICHUS

1.1. O6aacTh NnpuMeHeHUs1 padoveil MPporpaMmbl

Pabouas mporpamma yueOHOW IUCHMIUIMHBI SIBJISIETCS 4YaCThbIO OCHOBHOM
npodeccuoHaIbHOM 00pa3oBaTEILHON MPOrPaMMBbI CpeTHEro MPOPeCCUOHATIBHOTO
00pa3oBaHUsl - MPOrPaMMbl TOATOTOBKH CHEIUAIMCTOB CPEJAHETO 3BEHA B
cootBeTcTBUM ¢ PI'OC CIIO cnenumanbHoctu 40.02.01 IIpaBo m opranuzanus
COILIMAJIBHOTO 00€ECIIeYeHHS.

1.2. MecTo y4eOHo# nucuumiiuebl B crpykrype IHIICC3:
JucuunnuHa  sBAsSETCs  oOmIeNpOPecCHOHANbHOM W BXOOUT B
poecCUOHANTbHBIN UK.

1.3. Heau wm 3agaum  y4eOHOl JUCHUMILVIMHBI — TpeOOBaHMS K
pe3yJibTaTaM OCBOEHMS Y4eOHOM AU CHUIIIUHbI:

B pesynbrare ocBoeHUsT y4eOHOW ITUCHUIUIMHBI OOYYarOIIMICS JOJDKEH
yMeThb:

Y1 odopMisaTh OpraHU3alMOHHO-PACHIOPSAIUTEIbHBIE JOKYMEHTHl B
cootBeTcTBUM C AercTByOmUM ['OCTowm;

VY2 ocymectBisTh 00paOOTKY BXOJSAUIMX, BHYTPEHHUX H HUCXOJSILIUX
JOKYMEHTOB, KOHTPOJIb 32 UX UCIIOJHEHUEM;

VY3 obopMIsATh TOKYMEHTHI AJIs IEPEJauH B apXUB OpraHU3allUu.

B pesynbrare oCBOEHUsT y4eOHOM IUCUUIUIMHBI OOYYaroIIMKCS JOJHKEH
3HATH:

31 noHaTHE JOKYMEHTa, €ro CBOMCTBA, CIIOCOOBI JOKYMEHTUPOBAHUS;

32  mpaBuia  cocTaBieHHUS U O(OpPMIIEHUS  OpraHU3alUOHHO-
pacnopsiIuTENbHbIX JOKYMEHTOB;

33 cucreMy W THUIOBYIO TEXHOJOTHIO JIOKYMEHTAllMOHHOTO oOOecreyeHus
yIpaBJICHHUS;

34 0cOOEGHHOCTM JEJIONPOU3BOJACTBA MO OOpalllEeHUsAM TpaxaaH U
KOH(HIEHIIMAIBHOTO JAEIONPOU3BOICTBA.

[Ipodeccuonanpabie (IIK) u ob6bmme (OK) koMmereHUMH, KOTOpHIC
aKTyaIU3UPYIOTCS IPU U3yUYEHUU Y4eOHON AUCIUTUIMHBIL:

OK 1. [TonuMath CyIIHOCTh M COIHAIBHYIO 3HAYUMOCTH CBOEH OymyIiei
npodeccuu, MPosIBISATH K HEW yCTONYMBBIA HHTEPEC.

OK 2. Opranu3oBbIBaTh COOCTBEHHYIO IESTENbHOCTb, BHIOMPATh THIOBHIE
METOJbl U CIOCOOBI BBIMOJHEHHS MPO(ECCHOHANBHBIX 3a7ad, OLEHUWBATh HX
3¢ (HEKTUBHOCTH U Ka4ECTBO.

OK 3. [IpuHuMath penieHus: B CTaHIapTHBIX U HECTAHJAPTHBIX CUTYaLUSIX U
HECTH 32 HUX OTBETCTBEHHOCTb.

OK 4. OcymiecTBiaTh MOUCK U UCTOJIb30BaHUE MH(OPMAIIMK, HEOOXOIUMOMN
U1t 3OPEKTUBHOTO BHIMIOJIHEHUS TPOPECCUOHANIBHBIX 3a/1a4, MPOPECCUOHATBHOTO
Y JIMYHOCTHOTO Pa3BUTHA.

OK 5. HUcnonb3oBaTh HHOOPMAITMOHHO-KOMMYHHUKAIIMOHHBIE TEXHOJIOTUU B
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1po(hecCUOHATIBHOM eATENbHOCTH.

OK 8. CaMocTosATenbHO OMNpEAeNsaTh 3aJauud  MNPOPECCHOHATIBHOIO U
JUYHOCTHOTO Pa3BUTHS, 3aHUMATHCSI CaMOOOpa30BaHNEM, OCO3HAHHO TJIAHUPOBATH
MOBBILICHHE KBATH(PHUKAIIH.

OK 9. OpueHTupoBarbcsi B yCIOBHIX IOCTOSTHHOTO M3MEHEHHSI IPABOBOM
0as3bl.

[IK 1.1. OcymecTtBusath NpohecCHOHATBPHOE TOJKOBAaHHE HOPMATHUBHBIX
IPABOBBIX AaKTOB Ul peaju3aluu IpaB TIpaxkaaH B cdepe NEHCUOHHOIO
o0ecrnevyeHnst ¥ COLMaIbHON 3aLUTHI.

I[IK 1.2. OcCyumecTBisTh OpUEM Tpa)xJaH IO BOMNPOCAM MEHCUOHHOTO
o0ecrnevyeHtst ¥ COLMaIbHON 3aLUTHI.

IIK 1.3. PaccmartpuBarh makeT AOKYMEHTOB JUIsl HA3HAYEHUS IICHCUM,
ocoOMi, KOMIIEHCALUH, IPYTUX BBIIIAT, & TAKXKE MEP COLMAIBHOM MOIIEPKKU
OTZI€JIbHBIM KaTE€rOpUsIM FPAKJIaH, HYKJAIOIUMCS B COLMAIbHOM 3alIUTe.

ITIK 1.4. Ocy1iuecTBisITh yCTaHOBIICHUE (Ha3HAYEHUE, MIEpepacUeT, IEPEBO),
MHJEKCALUI0 U KOPPEKTUPOBKY IEHCHI, Ha3HaY€HUE MOCOOM, KOMIEHCAUUN U
JIPYTUX COIMAIBHBIX BBIIUIAT, HCIOJNb3YSd HHPOPMAIIMOHHO-KOMITBIOTEPHBIE
TE€XHOJIOTHH.

[IK 1.6. KoHCynbTHpOBaTh rpakJlaH U MPEACTABUTENECH IOPUINUECKUX JIHIL
110 BOIIPOCaM NIEHCHOHHOTO 00eCTIeueHHs ¥ COI[UAIbHOM 3aIIUTHI.

IlepeyeHb 3HAHMU U YMEHUH B COOTBETCTBMM C NMPO(decCHOHATBHBIMU
cranaapraMu «CnenmuajJucT 10 OPraHU3alMM HA3HAYEHHUS W BbIILJIAThI
MEeHCHW», YTBEP:KICHHOIr0 NMPUKa3oM MuHHCTepCTBa TPyAa M COLMAJIBLHOM
3amuThbl Poccuiickoii @enepanmum ot 28 okrsadpa 2015 r. Ne 785 wm
«CnenMaaucT MO0 OPraHM3alUM M YCTAHOBJICHMIO BBIILIAT COLMAJIBLHOIO
XapakTrepa», YTBepPKAEHHOr0 NPUKa30oM MHHHCTEPCTBA TPYAA U COLMAIbHOM
3amuThbl Poccuiickoit @enepanun ot 28 oxkradps 2015 r. Ne 787H., koTopble
AKTYaJM3HPYIOTCS NPH Y4eOHOM IUCHUIIUHBI:

1) mpuMeHsATh METOAOJIOTHUIO PETUCTPALIMH IOKYMEHTOB;

2) mpuUMEHSATh HABBIKM JEJIOBOTO NHChbMa, pabOThl CO CIyKeOHBIMU
JOKyMEHTaMHU.

1.4. Ilnanupyemble JIMYHOCTHbIE Pe3yJbTAaThl OCBOeHHsI padoueil
MPOrpamMMbl

JIP 2. [TposBisironuii AKTUBHYIO TPaXKIAHCKYIO MO3HUILIHIO,
JEMOHCTPUPYIOLINKA MPUBEPKEHHOCTh MNPUHUMUIIAM YECTHOCTH, MOPSAOYHOCTH,
OTKPBITOCTH, 3KOHOMUYECKH AKTHUBHBIM M YYacCTBYIOIIMN B CTYyACHYECKOM U
TEPPUTOPUATBHOM CAMOYIIPABICHUH, B TOM YHCJIE€ Ha YCIOBUIX 100pOBOILYECTBA,
MPOAYKTUBHO  B3aMMOJECHCTBYIOIIMNA W  yYaCTBYIOIIMK B  JEATEIbHOCTHU
OOIIECTBEHHBIX OpPraHU3alni.

JIP 4. IlposBidromuii U AEMOHCTPUPYIOIIHMI yBaXXEHUE K JIIOASIM Tpy.Ha,
OCO3HAIOIIMHN IIEHHOCTh COOCTBEHHOTO TpyAa. CTpemsuuiicss K OpMUPOBAHUIO B
CETEeBOM CpeJie IMYHOCTHO U MPOPECCHOHATBHOTO0 KOHCTPYKTUBHOTO «IIU(POBOTO
caena».



JIP 7. Oco3Haromuii NPUOPUTETHYIO IEHHOCTh JIMYHOCTH YEJIOBEKA;
YBXAIOMUNA COOCTBEHHYIO M UYXKYI YHHKAIHHOCTh B PA3JIMYHBIX CUTYAIUSIX, BO
Bcex (hopMax W BUJAX JECATCILHOCTH.

1.5. KosmmyecTBO 4acoB Ha OCBOeHHe padoyeil MporpaMmsbl y4eOHOM
AUCIHUNJIMHBI:

MaKCHUMaJbHOU yueOHOW Harpy3ku oOyuatomierocs - 108 gacos, B ToM uucie:
ayIUTOpHOM yueOHON paboThl oOyuwaromierocss - 72 yaca, u3 HUX B (dopMme
PAKTHYECKON MOJITOTOBKHA — 56 9acoB; B TOM YHCJIE MPaKTUYECKUX 3aHIATHIH - 36
4acoB; BHEAYIUTOPHOH (CaMOCTOSITEIbHOM) yueOHOM padoThl oOy4aromerocs - 30
9acoB; KOHCYJbTAIIH - 6 4acoB.



2. CTPYKTYPA U COJAEPKAHUE YUEBHOM JUCHUNJIAHBI

2.1. O0beM yueOHOM TUCHUIIJIMHBI U BUABI Y4eOHOIl padoThI

Bun yueOHoit padoThI O0bem
4acoB
MakcumasibHas ydyeOHasi Harpy3ka (Bcero) 108
AynutopHas y4deOHasi padora (o0s3aTesJbHbIC y4eOHBIe
72
3aHsATHS) (BCEro)
U3 HUX B popMe NPAKTHYECKON MOATOTOBKH 56
B TOM YHUCJIE:
JIEKIIMOHHBIE 3aHSITUS 36
nabopaTopHble pabOTHI
MPAKTUUYECKUE 3aHITUS 36
KOHTPOJIbHBIE PaOOTHI
CamocrosiTesibHasi paboTa 00y4arierocst (Bcero) 30
B TOM YHCJIE:
CocraBiieHuE KOHCIEKTA 10
CocraBiieHuE cXeM 2
CocraBnenue cooOmeHui 18
KouncyabTanumn 6

IIpomexyTounas arrectauus B popme Ouggepenyuposannwiii 3auem




2.2. TemaTu4yecKkMid IJIAH U COAEPKAHUE YUeOHOI JUCUUIINHBI JJIOKYMEHTAIMOHHOE 00ecriedeHHue YIIPABJIEHMSI

HaumenoBanue | Conepxanue yueOHOro MaTepuana, sabopatopasie padotsl u [lpaktuueckue 3ausatus, B ToM | OOBbeM Konpr
pa3aenoB U TeM ymcie B GopMe IpaKTHUECKOH MOArOTOBKH, CAMOCTOATEIbHAs paboTa 00yyaronuxcs 4acoB JTUYHOCTHBIX
pe3yJIbTaTOB,
(bopMHUPOBAHHIO
KOTOPBIX
CIOCOOCTBYET
JJIEMEHT
IPOrpPaMMBI
1 2 3 4
Paznen 1.
OcHoBHbIE
TpeOOBaHUS K
oopmienuro
OpraHU3aIOHHO
pactopsAUTEIHLHO
1 TOKYMEHTALUH.
Tema 1.1 Copneprkanne y4eOHOro MaTepraia, B TOM 4ucie B (hopMe MPaKTHIECKON MOATOTOBKH 3/2 31
ITonstue o 1 Copeprkanue TUCHMILIAHEI, €€ POJib B MOJAr0oTOBKE cnernuanucta. [louarue o JIP 2
JTOKyMEHTaX U JOKYMEHTax, TOKYMEHTUPOBAHUU U HocuTensix nHpopmanuu. Knaccuduxanms 272 JIP 4
crocobax JIOKYMEHTOB.
JOKYMEHTHUPOBaH | JlabopaTopHbie pabOTHI *
usl. [TpakTHyecKue 3aHATHUS], B TOM 4YHCie B (hopMe MPAKTHUECKON MOJTOTOBKH *[E
KonTponbHble paboThl *
CamocrosiTenpHas padoTa 00yJaromuxcsi: 1
CocrabnieHue KoHcnekTa « DyHKIIMU JOKYMEHTA.
Tema 1.2 Copneprkanne y4eOHOro MaTepraia, B TOM 4ucie B (hopMe MPaKTHIECKON MOATOTOBKU 12/8 Vi
Yauduxanus 1 [onarue ynudukaimu, ee 3Ha4eHNUE B 1eI0Npon3BocTBe. [loHATHE cTaHAapTU3aLINY. 31
YIPaBJICHYECKHUX [TonsiTie 1 BUIbI OJJAHKOB TOKYMEHTOB. JIP 2
JIOKYMEHTOB. 2/2 JIP 4

JlaGopaTopHbie pabOThI




[IpakTUyeckue 3aHATUS, B TOM YHCIE B (POpME MPAKTHUECKON MOATOTOBKHU: 6/6

1. Uzyuenune 'OCTa P.6 30-2003 (1-15 pexBU3UTHI)

2. Uzyuenne 'OCTa P.6 30-2003 (16-30 pexBU3HUTHI)

3. Odopmienue 0JJaHKOB JOKYMEHTOB, (hopMyIsipa-oOpasiia JOKYMEHTa.

KonTponbHbIe paboTh *

CamocrosiTenbHas paboTa 00yJaronuxcs

1. IlogroroBka KOHCIIEKTa « Y HU(PHUKAIMA U CTAaHAAPTU3ALNSA B MHPOPMALIMOHHBIX 1

TEXHOJIOTUSIX»

2. [ToaroToBka cxeMbl «BuUIbl COBpEMEHHBIX CPECTB OPITEXHUKH» 1

3. [ToaroroBka cxeMbl «AHaIN3 O3 «O0 >7IEKTPOHHOM UGPOBOM MOTHUCHY 1

4. IToaroToBKa cxeMbl «XapakTepUCTUKA OPHUCHBIX MPOTPAMMY 1
Paznen II.
JIoKyMEeHTUpOBaH
ue
OpraHU3aIIOHHO
pacropsauTeIbHO
U IeITENbHOCTHU.
Tema 2.1 Copneprkanue yueOHOT0 MaTepuala, B TOM 4Hcie B popMe NpakTUIECKOH MOATOTOBKU 3/2 32
Xapakrepuctuka | 1 OO6m1as XxapakTeprucTHKa OPraHU3alMOHHO — MTPABOBBIX IOKYMEHTOB, €r0 (DYHKIIMH U JIP 2
U COCTaB pazzaensl. [lonstre u pynkuuu norosopa. Ilopsinok oopmieHus: 1 Ha3HAYEHUS 2/2 JIP 4
OpraHU3alOHHBI JOJKHOCTHOM MHCTPYKLHUH.
X IOKyMEHTOB JlaGopaTopHble pabOTHI *

[TpakTHyecKue 3aHATHUS], B TOM YHCie B (hopMe MPAKTHUECKON MO OTOBKH */E

KoHTpoJibHBIE PabOTHI *

CamocrosTenbHas paboTa 00yJaromuxcs: 1

IToaroToBka KOHCIEKTa «XapaKTEPUCTHKA YCTaBa MPEANPUATHUS, OPTraHU3aALUN»
Tema 2.2 Copneprkanue yueOHOT0 MaTepuala, B TOM 4Hcie B popMe NpakTUYeCKOH MOATOTOBKU 3/2 32
Xapakrepuctuka | 1 XapakTepucTHKa W COCTaB PACHOPSAUTENBHBIX TOKyMEHTOB. [Iponienypa nznanus JIP 2
pacIopsAIUTEILHO PacHoOpsSIAUTENBHBIX JOKYMEHTOB. IIpuKa3 10 OCHOBHOM AESATEIBHOCTHU: 2/2 JIP 4
1 TOKyMEHTAalHH. XapaKTePUCTHKA, COCTaB PEKBU3UTOB, MOPsIOK opopmiieHus. Beinucka u3 npukasa.

JlaGopatopHbie paboThI *

[TpakTHueckue 3aHATHsI, B TOM YHCJIE€ B JopMe MPAKTHUECKOM IMOATOTOBKH */*

KonTponbsHbie paboTh




CamocrosTenbHas pabora 00yJaromuxcs
[ToaroroBka KOHCHEKTa «3aKOHOMATEIbHBIE aKTHI, PErJIAMEHTHPYIOIINE OpraHu3aIys padoThI
C IOKYMEHTaMu»

Tema 2.3 Cogneprkanne ydeOHOro MaTepraia, B TOM 4ucie B (hopMe MPaKTHIECKON MOATOTOBKH 12/8 Vi
JlokymeHTupoBaH | 1 [onsarue u QyHKIMM KOJJIETHAIBHBIX OpraHoB. OQopmileHre TPOTOKOJIA: COCTAB 32
He eATeIIbHOCTH PEKBH3UTOB, XapaKTEPUCTHUKA TEKCTA. BUIbI MPOTOKOIOB: MOJIHBIN, KPAaTKUH, 2/2 JIP 2
KOJUIETHAITbHBIX CTeHOrpaduUecKHil. JIP 4
OpTaHOB. JlabopaTopHbIe paboThI * JIP 7

[IpakTHyeckue 3aHATUS, B TOM YHCIE B (POpME NMPAKTHUECKON MOITOTOBKH 6/6

1. CocraBiienne u 0(hOpMIICHHE TOJDKHOCTHON HHCTPYKIIMH

2. OdopmiieHne npuka3a 1o OCHOBHOH eATeIHbHOCTH

3. CocraBienne u 0ohopmMIICHHE TPOTOKOIA

KonTponbHble paboThl *

CamocrosTenbHas paboTa 00ydaromuxcs:

1. [TogroroBka cooOmieHus «Jl0MKHOCTHASE HHCTPYKIIHS FOPUCTaY 1

2. IloaroroBka cxemsl «PacnopsauTenbHble JOKYMEHTBD) 1

3. [ToaroroBka cxembl «DopmMa MpOTOKOJIA» 1

KoncynbTanus 1
Tema 2.4 Copneprkanne ydeOHOro MaTepraia, B TOM 4ucie B (hopMe MPaKTHIECKON MOATOTOBKH 3/2 32
Nudopmannonno | 1 XapakTepucTUKa U cOCTaB HHPOPMALIMOHHO — CIIPABOYHBIX JOKYMEHTOB. [loHATHE 1 JIP 2
— CIIPaBOYHbBIC BH/JIBI IOKJIATHBIX 3aMCOK. OOBsICHUTENbHBIC 3aUCKU. TenedoHorpammbl. CIIpaBKH. 2/2 JIP 4
JOKYMEHTHI. JlaGopatopHble paboTHI *

[TpakTHueckue 3aHATHsI, B TOM YHCJI€ B opMe MPaKTUIECKOU MOATOTOBKH: */*

KonTponbHbIe paboThl *

CamocrosiTenbHas padoTa 00yJaromuxcs:

[TonroToBKa KOHCIEKTA «XapaKTEPUCTUKA TeJIErPaMM, TeJIeOHOTPAMM) 1
Tema 2.5 Copneprxanue yueOHOTO MaTepuana, B TOM 4Hciie B popMe NPaKTUIECKOH MOATOTOBKU 12/8 Vi
OcHoBHbIe 1 [opsok 0popMIIEHHS aKTa: Ha3HAYEHHUE, COCTAB PEKBU3UTOB, XapaKTEPUCTUKA. 32
TpeOOBaHUS K 2/2 JIP 2
COCTABJICHUIO N JlaGopaTopHbIe paboThI JIP 4
odopmrerHio [IpakTHYECKHE 3aHATHSA, B TOM 49UCiIE B (JOpME IPAKTUYECKON MOATOTOBKH 6/6
aKTa.

1. OdopmieHue cripaBok
2. OopmiteHrE TOKJIAAHBIX U O0BACHUTEIBHBIX 3AITHCOK
3. OdopmieHne akTOB
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KonTponbHble paboTh

CamocrosiTenbHas paboTa 00yJaronuxcs

[ToaroroBka cxembl «@opma aKTa»

[ToaroroBka cxembl «@opMa BHYTPEHHEN 1 BHEITHEN CIIPABKI)
ITogroroska cxemMsl «Dopma TOKIJIAJHON 3aIIUCKN»
[ToaroroBka cxembl «@opMa OOBSICHUTEITHLHOM 3aITUCKI)

—

Tema 2.6 Copneprkanue yueOHOT0 MaTepuala, B TOM 4Hcie B popMe NpakTUIeCKOH MOATOTOBKU 12/8 Vi
JlenoBoe muceMmo. | 1 XapakTepucTuka JeloBoro  (cmykeOHOro) TMHChbMa: OCHOBHBIE  TpeOOBaHWS, 32
ocoberHoctu. CtpykTtypa Tekcta. OPUIIHAIBHO — JIEJT0BON CTUIb H3JIOXKCHHS. BUIIbI JIP 2
JIEJIOBBIX TTHCEM. 272 JIP 4

JlaGopaTopHbie pabOThI * JIP 7

[IpakTHyeckue 3aHATHUS, B TOM YHCIE B (POpME MPAKTHUECKON MO OTOBKH 6/6

1. CocTraBienne nucbma-3anpoca

2. CocTaBieHue NUChMa-0TBETa

3. CocTaBiieHUE TapAHTUHWHBIX TUCEM

KonTponbHbIe paboThl *

CamocrosiTenbHas padoTa 00yJaromuxcs:

ITogroroska cxemsl «Popma 1€10BOT0 MUCEMa» 1

[ToaroToBka KOHCTIEKTa «SI3BIKOBBIE (DOPMYIIBI ICTOBOTO MTUCHMaY 1

[MonroroBka koHcnekTa «KOH(IUKTHBIE CUTyallUy B I€TOBOM MEPEITUCKE) 1

KoncynbTanus 1
Tema 2.7 Copneprkanue yueOHOT0 MaTepuaa, B TOM 4Kcie B popMe NpakTUYECKOH MOATOTOBKU 3/2 32
JloKyMeHTaIHst 1 XapakTeprCcTHKa U COCTaB JIOKYMEHTAIMH 110 TPYAOBBIM OTHOILICHUsIM. Pe3tome. JIP 2
10 TPYAOBBIM [Topsinox oopmiienus 3aspnenuii. [Ipukassl mo TM4HOMY cocTaBy. JInyHas kapTouka, JIP 4
OTHOILICHUAM aBTOOHOrpadusi, XapaKTepPUCTHKA. 2/2 JP 7

JlaGopaTopHbie pabOThI *

[IpakTHyeckue 3aHATHUS], B TOM YHcie B (hopMe MPAKTHUECKON MOITOTOBKH */E

KoHTpoJibHBIE PabOTHI *

CamocrosTenbHas paboTa 00yJaromuxcs:

IToaroroBka cxemsl 1o TeMe «{oKkyMeHTalus o JIUYHOMY COCTaBY» 1
Tema 2.8 Copneprxanue yueOHOTO MaTepuana, B TOM 4Hciie B popMe NpakTUIECKOH MOATOTOBKU 12/8 Vi
I[Tpukasel mo 1 [opsgok opopmienns 3aspienuit. [Ipukassl o TMYHOMY cocTaBy. TpymoBast KHIKKa | 2/2 32
JIMYHOMY COCTaBY JIP 2
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JlaGopaTopHbie pabOoTHI JIP 4

[IpakTUueckue 3aHATHSI, B TOM YHCIIE€ B OpMe MPAKTHIECKOM IMOATOTOBKH 6/6

1. CocraBnenue u oopmiieHHE pe3rome

2. CocraBieHH€ 3asBJICHAN

3. CocTaBiieHHE IPUKA30B 110 JIMYHOMY COCTaBY

KoHTpoJibHBIE PabOTHI

CamocrosiTenbHas pabora 00yJaromuxcs

1. ITonroroBka cxembl «DOpMBI TPUKA30B MO JIUYHOMY COCTaBY». 1

2. IloaroroBka cxembl «DOpMBI 3asBIECHUI 1

3. [ToaroroBka KOHCHIEKTA « Y HUDHUIIMPOBAHHBIE (HOPMBI TPUKA30B IO JIUIHOMY COCTABY» 1

4. ITonrotoBka cxeMbl «JInyHas KapTouka pabOTHUKAY 1
Paznen I11.
Opranuzanus
paboThI C
JIOKyMEHTaMHU.
Tema 3.1 Coneprkanue ydeOHOro MaTepuaia, B TOM 4ucie B (hopMe MPaKTUIECKON MOATOTOBKU 3/0 33
Opranuzanus 1 Opranuzanys paboThl M COCTaB CIyKObl JOKYMEHTAIIMOHHOTO 00eCTIeUeH s JIP 2
CITy K OPI ynpasienus. [ToHsTHE TOKYMEHTOOOOPOTA. 2/0 JIP 4
AOKYMCHTALHOHH | JTaG50paTopHbIe paboThI *
oro obecrieyenns [TpakTudeckue 3aHATHS, B TOM YUCIe B (OpMe MPAKTUIECKON MOATOTOBKH * [k
YHpaBJICHHUA. KoHTponbHbIe paboThI *

CamocrosTenbHas paboTa 00yJaromuxcs:

[ToaroroBka cxembl «Opranuzanus ciryx0s1 JIOY» 1
Tema 3.2 Copneprkanne ydeOHOro MaTepraia, B TOM 4ucie B (hopMe MPaKTHIECKON MOATOTOBKH 3/0 33
Texuonorusa 1 Opranuzanus paboTsl ¢ BXOASIIUMHU, UCXOASIIAMA U BHYTPEHHUMH JOKYMEHTaMHU. JIP 2
paboThI C 2/0 JIP 4
JIOKyMEHTaMHU.

JlaboparopHbie pabOTHI *

[TpakTHyecKue 3aHATHUS], B TOM YHCie B (hopMe MPAKTHUECKON MOTOTOBKH *[E

KoHTpoJibHBIE PabOTHI

CamocrosTenbHas pabota 00yJaromuxcs
[Toaroroska koHcnekTa «KBannukamoHHbIe XapaKTEPUCTUKH CIICIIHAINCTOB CITY>KOBI
JIeNTOTIPOU3BOICTBAY
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Tewma 3.3 Copneprkanue yueOHOT0 MaTepuala, B TOM 4Hcie B popMe NpakTUIECKOH MOATOTOBKU 3/0 33
KonTposnb 1 | Peructpanust 1okymMeHTOB. Buabl KOHTPOJIs. POPMBI KOHTPOJIS 2/0 JIP 2
VCIIOTHEHNST JIaGopaTopHbie paGoThI * JIP 4
JOKYMCHTOB. [TpakTHueckue 3aHATHsI, B TOM YHCJIE€ B JopMe MPAKTHUECKOU IMOATOTOBKH */*

KonTponbHble paboTh *

CamocrosiTenbHas padoTa 00yJaromuxcs: 1

[TogroroBka cxeMbl «PopmMa HOMEHKJIATYPHI 1€] OpraHU3aLu)
Tema 3.4 Copneprkanue yueOHOT0 MaTepuaa, B TOM 4Hcie B popMe NpakTUIECKOH MOATOTOBKU 12/6 Vi
Homenxknarypa 1 Haznauenue Homenkmarypsl aen. [lopsnok ee opopmiienus. Buasl HOMEHKIATYpHI J1e. y2
JIe]T OpraHu3aIul 2/0 32

JlaGopaTopHbie pabOThI * 33

[IpakTUyeckue 3aHATHUS, B TOM YHCIE B (hOpME MPAKTHUECKON MOITOTOBKH 6/6 JIP 2

1. Perucrpanus JOKyMEHTOB JIP 4

2. CocraBneHue ¥ 0()opMIIEHHE HOMEHKIIATYPBI J1e

3. 3y4yeHne OCHOBHBIX MOJIOKEHUN ApXUBHOTO 3aKOHOIATEIbCTBA

KonTponbHble paboThl *

CamocrosiTenpHas padbora

1. IlogroroBka cooOmieHus «JlocTym K apXUBHBIM JOKYMEHTAaM U UX HCIIOJIb30BaHHE 1

2. [ToaroroBka cxeMbl «@opma apXUBHOM CITPABKI 1

3. IloaroroBka cxembl «PopMa onucu Nepesadu Al B apXUB» 1

4. IlonroroBka KoHCIIeKTa « Buapl oOpareHuii rpaxxaany 1
Tema 3.5 Copneprkanue yueOHOTO MaTepuana, B TOM 4Hciie B popMe NpaKTUIECKOH MOATOTOBKU 3/0 v3
Opranusanus 1 [Topsimok popMupoBaHus €. DKCIEPTU3a IIEHHOCTH JOKyMeHTOB. OdopmiieHne et 33
XpaHCHUA JUIS apXUBHOT'O XpaHEHUSs, IIepeiaya B apXUB. JIP 2
JIOKyMEHTOB. 2/0 JIP 4

JlaGopaTopHble pabOoTHI *

[TpakTHyecKue 3aHATHUS], B TOM YHCie B (hopMe MPAKTHUECKON MOTOTOBKH */E

KoHTpoJibHBIE PabOTHI *

CamocTtosTenpHas padora:

KoncynbTanus 1
Tema 3.6. Copneprkanue yueOHOT0 MaTepuala, B TOM 4Hcie B popMe NpaKTUYECKOH MOATOTOBKU 3/0 34
Opranm3anus 1 Bunet obpamiennii rpaxaas. [lopsaok paccMoTpeHus: 0OpaleHui rpakiaH. 2/0 JIP 2
paboThI ¢ JIP 4
oOpauIeHUAMH JIaGoparopHble pabOThI * JIP7
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IpaXiaH. [IpakTHyeckue 3aHATHUS], B TOM YHCie B (hopMe MPAKTHUECKON MOTOTOBKH */E
KoHTpoJibHBIE PabOTHI *
CamocTtosTenpHas padora:
KoncynbTanus 1
Tema 3.7 Copepxanne yueOHOro MaTeprala, B TOM Yncie B popMe MPaKTHUECKOM MOATOTOBKU 3/0 34
Pabora ¢ 1 Buasl koHpuaeHIMANIBHBIX TOKYMEHTOB. [Topsiiok paboThl ¢ KOH(HACHIIMATEHBIMU JIP 2
KOH(HUICHIINATEH JIOKYMEHTaMH. JIP 4
BIMU 2/0 JP 7
JOKYMEHTaMH. JlaGopaTopHble pabOTHI *
[TpakTHueckue 3aHATHsI, B TOM YHCJIe B hopMe MPaKTUIECKOU MOATOTOBKH: */*
KoHTpoJibHBIE PabOTHI *
CamocrosTenbHas paboTa 00yJaromuxcs:
KoncynbTanus 1
Huddepenuupor | Comeprkanue yueOHOro Marepuaia, B TOM uuciie B popMe MPaKTHUECKON MOATOTOBKU 3/0
AHHBII 3a4eT 1 JuddepenurpoBaHHbIi 3a4eT
2/0
JlaGopaTopHbie pabOThI *
[TpakTHyecKue 3aHATHUS], B TOM YHCie B (hopMe MPAKTHUECKON MOTOTOBKH */E
KoHTpoJibHBIE PabOTHI *
KoHcynpranus 1
Bcero: | 108
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3. YCJIOBUSI PEAJTU3ALIUU PABOYEI MTPOTPAMMBI YUEBHOI
TUCTUTLIAHBI

3.1. TpeboBanuss K MHHHMAJIBHOMY  MAaTepPHATbHO-TEXHUYECKOMY
o0ecre4yeHu1o

Peanuzanust y4eOHON maucHuIuiiHbl TpeOyeT Haauuus Y4eOHOro KaOHHeTa
po(hecCHOHANBHBIX AUCLUTIINH.

OobOopynoBaHne y4eOHOro KaOuHeTa:

Kommnekt yueOHOo-MeToInuecKoi JokyMeHTauu. Crnenuaii3upoBaHHas yueOHas
Me0eb: CTOJ MpenogaBaTes, CTyJ NPernogaBaTess, CTObI s CTYJI€HTOB, CTYJIbs
JUTSl CTYJIEHTOB, KJIacCHasl JIOCKa.

PaGouass mporpamma MoOeT OBITH peajan3oBaHa C MPUMEHEHHEM Ppa3ITUYHbBIX
o0pa3oBaTeNbHbIX TEXHOJIOTUH, B TOM YHWCJIE C MPUMEHEHUEM JHCTAaHIIMOHHBIX
00pa30BaTeNbHbIX TEXHOJIOTUN U 3JIEKTPOHHOTO 00yUYEHUSI.

3.2. UudpopmanuoHHoe odecriedeHue 00y4eHus:

nepeyeHb YYeOHbIX W3/IaHUM, 3JIEKTPOHHBIX M3JIaHUH, dJEKTPOHHBIX U VHTEepHET-
pecypcoB, 00pa3oBaTeNbHbIX MIATHOPM, FITEKTPOHHO-OMOIUOTEUHBIX CUCTEM, BEO-
CUCTEM JJI OpraHu3allid JUCTAaHLMOHHOTO OOy4YeHUs U YIpPaBICHUS WM,
UCIOJIb3yEMBIE B 00pa30BaTEIbHOM IIPOLIECCE KAK OCHOBHBIE U JIOMOJHUTEIbHBIC
VICTOYHHKHU.

OcCHOBHBIC HCTOYHUKHU:

1. JloxymeHTannoHHOE oOecnieueHue ynpasieHus. JJokyMmeHToo00poT u
JeNonpou3BoACTBO: yueOHuK u npaktukym/U.H.Ky3uenos- 4-e u3n.,
nepepad. u gon.-M.:U3narensctBo FOpaiit, 2023-545 c.

2. Opranu3zanus JOKyMEHTAIIHOHHOTO 00eCTeueHus yIpaBiIeHUs U
(GyHKIIMOHUPOBaHMS opraHu3anuii/YuedHoe nocooue/ Muxaiinona JI.JI.-
M.:KnoPyc- 2022.- 212 c.

3. JlokyMeHTaIlMOHHOE 0OecTieueHne yrpaBieHus: NpakTukym (18-e uzs.,
nepep. u joi.), yaueonuk /[lmenko A.B., 2020 r.-224 c.

JlonoIHUTEe IbHbIE HCTOYHUKHU:

1. bacorckas E.H. JlenonpousBoactBo: YueOHoe mocodue — M.: ®OPYM,
2011.

2. Ky3nenos U.H. JIokyMeHTallMOHHOE ~ OOecrieueHrue  yIpaBJIeHUS.
JIOKyMEHTOOOOpOT U AEIONPOU3BOACTBO 2-€ U3L., IEP. U 10MNOJ. YUEOHUK U
npaktukyM.-M.:FOpaiit, 2017-477 c.

3. Pymbmauna JILA. JlokymMeHTallMOHHOE OOecreueHue yNpaBieHUs: YUYEOHHK
JUISL CTYJIEHTOB yUpexaeHuil cpen. npod. oopazoBanus/ JI.A. PymbiHuHa. —
M.: U3narenbckuit neHTp «Akanemus», 2014.

DJIeKTPOHHBbIE U3IaHUA (3JIEKTPOHHBIE Pecypchl):
1. OBC Jlans - https://e.lanbook.com/book/105319
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2. Koncynprant Ilmoc T'OCT P 7.0.97-2016 «Cucrema cTaHmapToB MO
uHbopMaluu, OUOIMOTEYHOMY M H3JaTelbckoMy aeny. OpraHu3aluoHHO-
pacmopsiauTenbHas — AOKyMeHTanus. TpeboBanus K  OGOPMIICHHIO
JOKYMEHTOBY http://www.consultant.ru/document/cons_doc LAW_ 216461/

3. DnexkTpoHHBIN (OHJ MPABOBONH M HOPMATHBHO-TEXHUYECKON JOKYMEHTAIUH
http://docs.cntd.ru/document/1200142871

4. O¢uumanbHblii cait eepanbHOro apXMBHOTO areHTcTBa http://archives.ru/

. @®enepanbHOE AapXUMBHOE AareHTCTBO MeToandeckue peKoMEeHAAIMu IO

npuMmenenuto ['OCT P 7.0.97-2016 «Cucrema ctangapToB 1o HH(popmMaruu,
OuOIMOTEUHOMY u U3/1aTeITLCKOMY neny. Opranu3anuoHHO-
pacniopsiidTenbHas — JAOKyMeHTaunus.  TpeGoBaHusi K  0(GOPMIICHHUIO
JIOKYMEHTOBY http://archives.ru/sites/default/files/2018-metod-rekomend-
gost.pdf
6. Iloptan PRO-genonpousBoacTso https://www.sekretariat.ru/
7. Calir 1O  KaapoBOMY  JeJompou3BOACTBY  https://www.kadrovik-
praktik.ru/books/
8. Buneomatepuan KonduneHnunaibHoe MPOU3BOJICTBO — MPE3EHTALIMS OHJIANH
https://ppt-online.org/450405
Hudposas odpazosarenbnas cpena CIIO PROFo0pa3zoBanue:
Kysnernona, 1. B. JlokymeHTanmmoHHOEe 00€cTieUeHnEe YIPaBIeHUs ;| yueOHOe
nocobue nis CIIO / U. B. Ky3nenosa, I'. A. XagatpsiH. — 2-e uzn. — Caparos :

[IpodobpazoBanne, A Ilu Op Menua, 2019. — 166 c. — ISBN 978-5-4486-

0404-1, 978-5-4488-0216-4. — TekcT : 3JI€KTPOHHBIM // DIEKTPOHHBIA pecypc

nudpoBoii oobpazoBarensHor cpeasl CIIO PROFo6paszoBanue : [caiit]. — URL:

https://profspo.ru/books/80326 (mara oOpamienus: 07.09.2020). — Pexum

JOCTYyTIA: JJIsl aBTOPU3HP. MOJIb30BATENEH

ApacnanoBa, B. A. [lokymMeHTalMOHHOE oOOecleueHne YMpaBiICHUS :

y4eOHO-TIpaKTHUeCcKoe Tmocobue B cxemax, Ttabiumax, oOpasmax / B. A.

ApacnanoBa. — 3-e wu3n. — Cypryr : Cypryrckuii rocyJapCTBEHHBIH

negaroruyeckuil yausepcuret, 2019. — 240 c¢. — ISBN 978-5-93190-385-9. —

TexcT : 27eKTpOHHBIA // DAEKTPOHHBIA pecypc uudpoBol 00pa3oBaTeIbLHON

cpensl CITO PROFo6pa3zoBanue : [caiit]. — URL: https://profspo.ru/books/94291

(mata oOpamenms: 04.09.2020). — Pexum goctyma: s aBTOPU3HP.

I10JIb30BAaTENIEN

)

JJIeKTPOHHO-0MOJIMOTEYHAS cCUCTeMA:
IPR BOOKS - http://www.iprbookshop.ru/78574.html

Beb6-cucreMa i opraHM3anMé  JHCTAHIIHOHHOTO OOy4YeHHS] H
ynpaBJeHHsT UM:

Cucrema muctanimoraHoro ooyuenuss OIATIOY «AnekceeBCKUN KOS
http://moodle.alcollege.ru/
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4. KOHTPOJIb U OLIEHKA PE3VJIbTATOB OCBOEHMS YYEBHOI
TUCTUTLIAHBI

KoHTpob M OLEeHKa pe3yJbTaTOB OCBOCHHUS Y4E€OHOW JUCIUIUIMHBI
OCYILUECTBIISIETCS MPENOAABATENIEM B IPOLECCE MPOBEACHUS TEOPETUUYECKUX U
NPAKTHYECKUX 3aHATUH, TudPepeHIpoBaHHOTO 3a4eTa.

Pe3yabTaThl 00y4eHUus
(ocBOeHHbIE YMEHMSI, YCBOCHHbIE 3HAHUS),
C Y4€TOM JIUYHOCTHBIX Pe3yJbTATOB,
npo¢ecCHOHAIBHOI0 CTAHAAPTA

®opMbI 1 METOABI KOHTPOJISA U
OIIeHKHU pe3yJIbTAaTOB 00y4eHUs

YMEHus:
oopMIIATH OpraHU3aI[MOHHO-

pacrnopsiiuTeIbHbIe JOKYMEHTHI B
cootBeTcTBUH C ercTByOmMM 'OCTomMm;
OCYIIECTBIISATH 00PAOOTKY BXOMSAIINX,
BHYTPEHHUX U UCXOSIINUX TOKYMEHTOB,
KOHTPOJIb 32 UX UCIIOJHEHUEM;
oOopMIIATh JOKYMEHTHI JUIsl Iepeaun
B ApXUB OpraHU3aL1H.

3HAHUS:

MOHSTHE JIOKYMEHTa, er0 CBOMCTBA,
CIIOCOOBI TOKYMEHTUPOBAHUS;

MpaBUJIa COCTABICHUS U O()OPMIICHUS
OpraHU3aIMOHHO-PACTIOPS AN TEIHHBIX
JTOKYMEHTOB;

CHCTEMY U THIIOBYIO TEXHOJIOTHIO
JOKYMEHTAIMOHHOTO 00eCIIeueHUs
yIpaBJICHUS;

0COOEHHOCTH JI€JIOMPOU3BOJICTBA TIO
oOpaIIeHsIM TpaKIaH 1
KOH(UACHIINATBHOTO JeIONPOU3BOICTBA.

DKCnepTHOE HAOMIOACHUE U OLIEHKA
IIPU BBITTOJTHEHUHU NTPAKTUYECKON
paboThI, MPOBEPKA JOMAIIIHETO
3a1aHuSl.

TectupoBanue, 3amuTa
MPaAKTUYECKON PabOThI, YCTHBIA U
MACbMEHHBIN ONPOC,
nuddepeHIIMPOBaHHBIN 3a4eT

DKcrnepTHOE HA0JII0IEHUE U OLIEHKA
IIPY BBIITOJHEHUH IPAKTUYECKOM
paboThl, IPOBEPKA TOMAIIIHETO
3a/1aHHUSL.

TectupoBanue, 3ammra
PAKTHYECKON pabOThl, yCTHBIN U
MACHbMEHHBIN OIPOC,
nuddepeHIMPOBaHHBIN 3a4eT
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