AnHoTanus K padoueii nporpamme OI1.03 OcHOBBI 1€10NPOU3BOATBA 1O NpodeccHu

46.01.03 /IesionpousBoauTENb

1.1.Mecto AUCHUTLINHBI B CTPYKTYpe NPOrpamMmsbl NOJATOTOBKH
KBAJIM(PUIIUPOBAHHBIX PA00YHX, CIYKAIIMX:

VyeOnas gucuumumbHa OIL 03 OcHOBBI  J€l0NPOM3BOJACTBA BXOJUT B  COCTaB
o0mmenpodecCuOHAIBHOTO IHUKJIA.

1.2.

[InanupyeMble pe3yJbTaThl 0CBOCHHS JMCIHUIIUHBI:

OcBoenue yueOHON IUCHMIUIMHBI TO3BOJSET (OPMHUPOBATH DIIEMEHTHI OOHMX U
npopeCCUOHATBHBIX KOMIIETEHIIMA M JMYHOCTHBIE pE3yJbTaTbl OCBOEHHS IPOrpamMMbl
BocnuTanus B pamkax OI1.03 OcHOBBI A€10NPON3BOACTBA

O01mme KOMIeTeH NI

OK'1 [ToHuMaTh CYLTHOCTh U COLMANIBHYIO 3HAYMMOCTb OyyIiel npodeccuu, NposBIsATh K
HEl yCTOWYMBBIN UHTEPEC.

OK 2 OpranuzoBbIBaTh COOCTBEHHYIO AESTEIbHOCTb, UCXOS U3 LIEJIU U CIIOCO0O0B €€
JIOCTHXKEHUSI, OTPE/IETICHHBIX PYKOBOIUTEIIEM.

OK3 AHanu3upoBarh pabouyro CUTYaIUIO, OCYILECTBIATh TEKYLIUI U UTOTOBbIM KOHTPOJIb,
OLIEHKY U KOPPEKIIHIO COOCTBEHHOH /1€ TeIbHOCTH, HECTU OTBETCTBEHHOCTD 32
PE3YJIbTaThI CBOCH paOOTHI.

OK 4 OcymiecTBIsATh MOUCK HHPOPMALIUU, HEOOXOUMOH [Tt 3 (HEKTUBHOTO BHITOTHEHHS
npodeccuOoHaIbHbBIX 3aj1ay.

OK 5 Hcnonp30Bate HHPOPMAITMOHHO-KOMMYHHUKAIIHOHHBIE TEXHOIOTHU B
npo¢eCcCHOHATILHOM 1€ TeIbHOCTH.

OK 6 PaGorate B koMaHze, 3¢ (HeKTUBHO 00IIaThCA € KOJJIEraMU, PyKOBOJICTBOM,
KJIMEHTaMH.

OK 7 W criomHsITh BOUHCKYIO 00SI3aHHOCTH*(2), B TOM YHCIIE C TPUMEHEHUEM TTOTY4SHHBIX
npodecCHOHATBHBIX 3HaHUH (1151 FOHOLIEH).

IMpogeccnonanbHbIe KOMIIETEHIIUT

MK 1.1 [IpyHUMAaTh U PETUCTPUPOBATH MOCTYMHAIOIIYIO0 KOPPECIIOHIEHIIUIO, HAIIPABIISATh
€€ B CTPYKTYpPHbIE IIOJIPa3ACIEHUS] OPraHNU3ALNH.

K 1.2 PaccmatpuBath JOKYMEHTbI H TIEpe/IaBaTh HX Ha HCTIONHEHNE C YIETOM
PE30IIIOLIMH PYKOBOAMTEIEH OpraHU3alnu.

IIK 1.3 OdopMIsTh perucTpaliioOHHbIE KAPTOUKH U CO3aBaTh OaHK JaHHbIX.

IIK 1.4 Bectu kapTouKy y4eTa NpoX0KAEHHUS TOKYMEHTAIBHBIX MaTEpHAJIOB.

IIK 1.5 OcymecTBISTh KOHTPOJIb 32 MTPOXO0KICHUEM JIOKYMEHTOB.

K 1.6 OTnpaBisATh UCIIOTHEHHYIO JIOKYMEHTALHIO a[pecaTaM ¢ MpUMEHEHHEM
COBPEMEHHBIX BUJIOB OPraHNM3allMOHHON TEXHUKHU.

K 1.7 CocraBnsatb u 0hOPMIISTH CITY>KEOHBIE JOKYMEHTBI, MaTEPHAIBI C
UCIOJIb30BaHUEM (POPMYIIIPOB JOKYMEHTOB KOHKPETHBIX BHJIOB.

1K 2.1 PopMHpOBaTh Aena

K 2.2 ObecneunBaTh OBICTPBIN MOMCK JOKYMEHTOB I10 HAYyYHO-CIIPABOYHOMY armapary

) (kapToTeKaM) OpraHu3aluu.

I1K 2.3 CucreMaTH3UpOBATh U XPaHUTh JOKYMEHTHI TEKYILIETO apXHBa.

I1K 2.4 O6ecneunBaTh COXPAHHOCTH MPOXOIAIIEH CITYKEeOHOW TOKYMEHTAIIUH.

I1K 2.5 I'oTOBUTH U IIEpelaBaTh JOKYMEHTBI HA ADXMBHOE XpPaHEHHUE.

I1K 2.6 ObecneunBaTh COXPAHHOCTh APXMBHBIX JOKYMEHTOB B OpraHU3aLIMH.
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JInuyHOCTHBIE pe3yJIbTaThl peaJu3alHHIIPOrPAMMBIBOCIIMTAHUSA (0eCKpUnmopbut)

JIP1

Oco3zHaronuii ceds TpaXxJaHMHOM U 3aIIUTHUKOM BEJIUKON CTPaHBI.

JIP2

[IposBnsrOMNNA aKTUBHYIO I'PAKIAHCKYIO ITO3ULHIO, JEMOHCTPUP YOI
MIPUBEPKEHHOCTh PUHILIUIIAM YECTHOCTH, OPSAAOYHOCTH, OTKPBITOCTH,
SKOHOMUYECKH aKTUBHBIM U Y4aCTBYIOLIUHN B CTYICHYECKOM U TEPPUTOPHUATIBHOM
CaMOyNpaBJIeHUH, B TOM YKCJIE Ha YCIOBUSIX JOOPOBOIbUECTBA, IPOTYKTUBHO
B3aMMO/ICHCTBYIONINI U YIaCTBYIOIIUH B ICATEIHLHOCTH OOIICCTBEHHBIX OpraHU3aIiil.

JIP3

Co0J1r01af0MIHi HOPMBI TIPABOIIOPSIKA, CAEIYIOIINI HIcalaM IPaXkIaHCKOTO
obmiecTBa, obecredeHust 0€30MacHOCTH, MPaB U CBOOO rpaxaan Poccum.

JIOSUTBHBIN K YCTAHOBKAM U IPOSIBIICHUSM IIPEACTaBUTENEH CYOKYIBTYD, OTIIMYAFOIINI
nux orT prHH C I[eCprKTI/IBHbIM 1 ICBUAHTHBIM ITOBCACHUCM.

JIeMOHCTPHPYIOIINI HETIPUATHE U MIPEAYTIPESIKAAIOIHIA COIHATBHO OMACHOE

TTORATTATIAA OKNYAKATOTITIAY

JIP4

[TposBisFOIIUE ¥ JEMOHCTPUPYIOIIUI YBaXKEHHUE K JIFOJISIM TPY/Ia, OCO3HAOIIU T
LIEHHOCTh COOCTBEHHOTO TPYy/a.

Crpewmsiumiicss K GOPMUPOBAHHUIO B CETEBOM CPEJIe IMYHOCTHO U MPO(PECCHOHATBHOTO
KOHCTPYKTUBHOTO «IIU()POBOTO CIIE/Ia.

JP 5

JIeMOHCTpHUPYIOLIUI IPUBEPKEHHOCTD K POAHON KYJIbTYpEe, HCTOPUUECKON ITAMITH Ha
ocHoBe J1100BU K PosnHe, pogHOMY Hapoy, Majloi poAuHE, IPUHATUIO
TPaJUIMOHHBIX IEHHOCTEW MHOTOHAIIMOHAJILHOrO Haponaa Poccnn.

JIP6

HpOfIBJ’IHI-OH_[I/Iﬁ YBAXKCHUC K JIIOIAM CTAPUICTO IMOKOJICHUA U TOTOBHOCTD K YUAaCTHUIO B
COILTMAIIbHOM MOAACPIKKE U BOJIOHTCPCKUX NBUKCHHUAX.

JIP7

Oco3HaMIMI MPUOPUTETHYIO IEHHOCTh TUYHOCTU YEJIOBEKA; YBAKAIOUN
COOCTBEHHYIO U UYXKYIO YHUKAJIBHOCTb B Pa3IMUHBIX CUTYAIUSIX, BO BCeX (hopMax H
BHJIaX JCSTEIHHOCTH.

JIP8

[TposBsOMNI U AEMOHCTPUPYIOIIUK YBAKEHUE K MPEACTABUTEIISIM PA3TMYHBIX
STHOKYJIBTYPHBIX, COIIHAIbHBIX, KOHPECCHOHATBHBIX U UHBIX TPYIIIL.
ConpuvacTHbIN K COXPAHEHHIO, TPEYMHOKEHHUIO U TPAHCIISIIIUN KYJIbTYPHBIX
TpaJULMI U HEHHOCTEN MHOTOHAIMOHAIBHOI'O0 POCCUKMCKOI0 I'OCY1apCTBa.

JIP9

CoOb:roaroluii U mpornaras Py MpaBuia 310poBoro u 6ezonacHoro odpasa
KHU3HH, CIIOPTA; IPEAYIPEKIAIOMINN JTHO0 IPE010JIeBaOIINN 3aBUCUMOCTH OT
asikorouis, Tabaka, ICUXOaKTUBHBIX BEIIECTB, a3apTHBIX UTP H T.J.

CoxpaHSIOLHil ICUXOJOTUYECKYI0 YCTOWYMBOCTD B CUTYaTUBHO CIIOXHBIX WU
CTPEMUTENIBHO MEHSIOIIMXCS CUTYalUsIX.

JIP10

3aboTAmuiics 0 3aluTe OKPYXKAIoIIEeH cpe/ibl, COOCTBEHHOM U Uy>KOi 0€30MacHOCTH, B
TOM 4uCiIe NU(POBOH.

JIP11

[TposiBistomuii yBa)keHUE K 3CTETUYECKHM LEHHOCTSIM, 00JIaJatoIuii OCHOBaMHU
JCTETUYECKOHN KYJIBTYPHI.

JIP12

[TpuHMMaromuii cemMeitHbIe IIEHHOCTH, TOTOBBIIM K CO3/IAHUIO CEMbU M BOCITUTAHUIO
JeTeH; IEMOHCTPUPYIOIINN HEMPHUATHE HACWIHS B CEMbE, YX0/1a OT POAUTEIHCKON
OTBETCTBEHHOCTH, OTKa3a OT OTHOIIEHHU CO CBOUMU JI€TbMHU U MX (PMHAHCOBOTO
COJIepKaHusl.

JInYHOCTHBIE pe3yabTaThl

peainzanuu nmporpaMmMbl BOCIIMTAHUSA, ONIPEACTICHHBIC OTPACJIE€BLIMU TpCﬁOBaHI/IHMI/I K

ACJIOBbIM KadeCTBaM JUYHOCTH

JIP13

HCMOHCTpI/Ipy}OH_[I/Iﬁ TFOTOBHOCTB M CIIOCOOHOCTH BECTHU Auanor ¢ ApyrumMu JroaAbMu,
JOCTUTIaTh B HEM B3aMMOIIOHMMaHMA, HAaXOAUTh 06nme HOEJIN U COTPYAHNYIATD OIS UX




JOCTHUIKCHHUA B HpOd)CCCI/IOHaJILHOI‘/‘I ACATCIIbHOCTH

JIP14

[TposiBrsitomnii CO3HATENLHOE OTHOIICHHE K HEMIPEPHIBHOMY 00Pa30BaHUIO KaK
YCIIOBUIO YCIENTHOM MpodecCHOHATbHON 1 001IECTBEHHON eI TeIbHOCTH

JP 15

[TposiBistromuii rpa)k1aHCKOE OTHOIIEHHE K MPO(PECCHOHATIBHOM IEATEIbHOCTH KaK K
BO3MO’KHOCTH JINYHOTO YYacTHs B PELIEHUU OOILECTBEHHBIX, TOCY1apCTBEHHBIX,
OOIICHAIIMOHAIBHBIX MTPOOJIEM

JIP 16

[IpuHMMaromui OCHOBBI 3KOJIOTUYECKON KYJIbTYpPbI, COOTBETCTBYIOLIEH COBPEMEHHOMY
YPOBHIO SKOJIOTMYECKOTO MBILIUIEHUS, IPUMEHSIOIUHN OIBIT 3KOJIOTMYECKH
OpPUEHTUPOBAHHON Pe(IIEKCUBHO-OLICHOYHON U MPAKTUYECKON NEATEIIbHOCTH B
KU3HEHHBIX CUTYaIUSIX U TPO(HECCHOHATBLHOM NESTEIIbHOCTH

JP 17

BrimonHsronuii npodeccroHaibHbIe HABBIKU B chepe AeTONnpOon3BOACTBA U
JIOKYMEHT0000pOTA.

JIP 18

Pemraromuii mpodeccuoHanbHbIe 3312491 TOCPEICTBOM IPUMEHEHHUS HOPMATUBHO-
[IPAaBOBBIX JTOKYMEHTOB.

JIP 19

[TpuoOperaromnyii HaBBIKH OIICHKH WH(POpPMaLnU B IU(POBOIL cpelie, ee T0CTOBEPHOCTS,
CIIOCOOHOCTH CTPOUTH JIOTHYECKUE YMO3AKITIOUCHUSI HA OCHOBAaHHUHU TTOCTYIIAIOIIEH
nHbOpMaIUY U JAaHHBIX.

JIP 20

[IposBisOMUI HEHHOCTHOE OTHOLIEHHUE K KYJIBTYPE U UCKYCCTBY, K KYJIbTYPE PEUH U
KYJIbTyp€ ITOBEJEHUS, K KPACOTE U TAPMOHUMU.

JIP 21

[IposiBasitoLIMiA IEHHOCTHOE K CBOEMY 370POBBIO U 30POBBIO OKpyxarouux, 30X u
3710pOBOM OKPYKAIOILIEH Cpesie U T.1I.

2.

JINYHOCTHBIE pe3yJjabTaThl peajindaliui MporpaMmMsl BOCIIUTAHUS, ONIPEACTCHHBIC Cyﬁ’b(—)KTOM

Poccuiickoii @enepannu(Kpacnogapckuii kpai)

JIP 22

[Tpu3HarOIMii IEHHOCTh HENPEPHIBHOTO 00pa30BaHus, OPUESHTUPYIOIIHIACS B
M3MEHSIOIIEMCS phIHKE Tpy/Aa, u30eraromuii 6e3padoTuLlbl, YIPaBISIOIINUN
COOCTBEHHBIM MPO(dhecCHOHABHBIM pa3BUTHEM, Pe(IEKCUBHO OLIEHUBAOIIUI
COOCTBEHHBIN )KM3HEHHBIN OIBIT, KPUTEPUU YCHEIIHOCTH

JIP 23

DKOHOMHYECKH aKTUBHBIN, IPEANPUUMYMBBINA, TOTOBBIN K CAMO3aHITOCTH

JINYHOCTHBIE pe3yJbTaThbl peajin3alimi NIporpaMmmMmabl BOCIIMTAHU,
ONMPEACTCHHBIC KIIIOYCBbIMHU paﬁoToz[aTeJmMn

JIP24

HGMOHCTpI/IpyIOH_[I/Iﬁ TOTOBHOCTbH M CLIOCOOHOCTh BECTH Auajior ¢ ApyruMu JrJAbMHU,
JOCTUTIaTh B HEM B3aMMOIIOHHMMaHMA, HAaXOAUTH 06HII/I€ 0OeJIi U COTPYAHNYIATD IJId UX
JOCTHUIKCHHUA B HpO(l)eCCI/IOHaHLHOﬁ ACATCIIBHOCTH

JIP25

[TposiBasttonInii CO3HATENFHOE OTHOIIEHUE K HEMTPEPHIBHOMY 00pa30BaHUI0 KaK
YCIIOBUIO yCIIENTHON MPOo(dhecCHOHANBEHOM U 00IIECTBEHHON ASITENFHOCTH

JIP26

[IposBnstonnii TpaXkIaHCKOE OTHOIIEHUE K TPOGECCHOHATBHON ASSITENFHOCTH KaK K
BO3MOYXHOCTH JINYHOTO YYACTHS B PEIICHUH OOIIECTBEHHBIX, TOCYIaPCTBEHHBIX,
OOIIeHAIIMOHATBHBIX MTPOOJIEM

JINYHOCTHBIE pe3yJabTaThbl peajanu3allui NporpaMmMbl BOCIIUTAHUA, ONIPEAC/ICHHDIC

cy0beKkTamu 00pa3oBaTeILHOIO Mmpoiecca

[TpoexTHO MBICTSAITNH, 3((HEKTUBHO B3aMMOICHCTBYIOIINNA ¢ WICHAMH KOMaHIbI U

JIP27 COTPYAHUYAIOLINI ¢ APYTUMHU JIOABMH, IEMOHCTPUPYIOIUI MPO(ecCHOHANBHYIO
KU3HECTOWKOCTh

1IP28 [IpensarcTByOIWNN JEHCTBUAM, HAIIPABJICHHBIM Ha YIIEMIICHUE IIPaB UIN YHUKECHUE
JIOCTOMHCTBA (B OTHOIIEHUHU Ce0sl MU IPYTUX JHOAeH )
[IposBisomNi SMIATHIO K JIMLIAM Pa3HbIX KaTErOpUH, BBIPAXKaIOINN aKTUBHYIO

1IP29 IPAXKIAHCKYIO MMO3UIUIO, YYaCTBYIOIIHNN B CTYJEHYECKOM CaMOYIIPABIICHUH, B

ACATCIIBHOCTHU O6IJ_ICCTBCHHBIX oprT: aHHSaHHﬁ, a TaK’K€ HCKOMMCPUCCKUX Opr aHH3aHHﬁ,
3aMHTCPCCOBAHHBIX B Pa3BUTUHN I'PAXKIAHCKOT'O 06H1€CTBa M OKa3bIBAIOIIUX MOAACPIKKY




HYXIAaronnuMCa

IP30 [IprHUMarOImMN ¥ TPAHCIUPYIOIUN KYJIbTYpY BHEIIHErO BU1a, UMUJIKA
JEJIONPOU3BOIUTEIS

2. CTPYKTYPA U COAEP)KAHUE YUYEBHOW JUCIATIIAHBI

2.1. O0beM y4eOHOM NTMCHUILIMHBI U BUbI Y4eOHO# padoThl

Bupa yueOHoii padoThl O0bem yacon
MaxkcumasnbHasi yueOHasi Harpy3ka (Bcero) 161
Oos3aTesibHAsI Ay IUTOPHAS YueOHasi Harpy3Ka (Bcero) 108
B TOM YHCIIE:
NPaKTUYECKHE PAOOTHI 36
KoHnTpoJsbHbIe padoThl 3
CamocrosiTesibHas padora o0yuyarwuerocs (Bcero) 53

IIpomexyTounas arTecTauus B popme 3K3aMeHa




MuHHCTepCTBO 00pa30BaHusl, HayKH M MOJIOJIeXKHON romuTrky KpacHoaapcKoro Kpast
TocynapcTBeHHOE GHOKETHOE MPO(ECCHOHATBEHOE 00pa30BaTeIbHOE YUPEKICHUE
KpacHoaapckoro kpast
«YCrIeHCKUH TeXHUKYM MeXaHU3aluK 1 IpodecCHOHAIbHBIX TEXHOIOTHN»

PABOYAS IPOT'PAMMA YYEBHOM JUCHUILINHDI
OI1.03 OcHoBbI 1€/10NIPOU3BOACTBA
1714 podeccuit cpejiHero npoeccuoHanbHoro o0pasoBaHus
IPOrpaMMbl NIOArOTOBKH KBAIH(HLUMPOBAHHBIX PA0OUYHX, CIYKallUX

no npogeccnn46.01.03 lesonponsBoaure.nb

Cpoxk oGyuenuns: 2 roaa 10 mecsiues

2022



PACCMOTPEHO

Metoamueckoit komuccneit
Ipencenarens MK

s

e

M.H. Komapoga
30 aBrycra 2022 r
PACCMOTPEHA

N€1arory4eckuM COBETOM
(ipotokon ot 31 aBrycra 2022 r No 1)
PabGoyas

nporpamMma  y4yeGHOM

NPOQPECCHOHATLHOrO obpazoBanuss o

JUCUUTJIHHBI

npodeccun

OI1.03.0cHoBBI
paspaborana Ha oCHOBe dbenepanbHOro FOCYNapCTBEHHOTO 00pa3oBaTebHOrO CTaHJapTa CPeAHEro

ACJIONIPOU3BOACTBA

034700.03 I[enonpomBozmTenb,

YTBEPKACHHBIM NpuKka3oM MunucrepeTsa obpaszoBanust u Hayku PP or 2 asrycra 2013 r. Ne 639,
3apEeruCTPUPOBAHHOrO B MuHIOCTE PD 20 asrycta 2013 r., perucrpannonHbIi HOoMep Ne 29509, ¢

M3MCHCHUSIMU U JIOMOJIHEHUSIMH OT 28 mapra 2014 r.,

CTanpapra "Crneumanuer no

17 mapra 2015 r.; POPECCHOHANTBLHOTO

OpFaHH3aHHOHHOMy )51 HOKyMeHTaHHOHHOMy 066CH€H€HHK)

YIPABICHHS OPraHU3alueit”, yTBepK IeHHbIM lipukasom Muntpyna Poccun ot 06.05.2015 N 276m,
3apCrHCTPUPOBaHHOrO B Munocte Poccun 02.06.2015 N 37509); tpeGoBanusmu k KOMIIETEHIIUH

«JlokyMeHTauuoHHOe  obecreuenye
BCTYNUBIUUMH B cHily ¢ 2016 T,

yIpaBJieHUss |

apXHBOBELCHHE»  (IIpe3eHTaLMOHHas),

YKpynHexsas rpymna 46.00.00 Hcropus u apxeonorus.

Opranumsanus paspaéoryuk:
locynapersennoe  GiomxerHoe

npodecCHOHANbHOE

obpasoBateinbHoe  yupeskneHue

Kpacnomapckoro kpas «Yenenckuii TEXHUKYM MEXaHM3AUUH U NPOGECCHOHATbHBIX TEXHOJIOIHIT»

Pazpa6orunku

lIpenonasarens I'BIIOY KK YTMuIlT
“ﬂ'{;/,

7 A.B. Porayega
-

.

PeueHzeHTn!

I'BITOY KK AIOT

Ipenonasarens yueOHBIX JUCIHAIUINH
IpoeCcCHOHANBHOrO LHUK1a o

3aM. mpexrtopa no YIIP I'BIIOY KK Y TMulIT

B.C. Hukynuna

I'BIIOY KK AMTT

[Ipenonasares y4e6HbIX JUCUMILIHH
npodeecHionassHO O\ UMKIa M0 CHEeLUaIbHOCTH
46.02.01 “,IIO‘I(;y‘Méﬁ\;\‘HI/IOHHoe obecrieyenne

dBTIEeH JAEHHE, mepBast KaTeropus

Ml M apXHBOBE
5 @

/C. iIMatpueBckas
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1. IIACIIOPT IIPOI'PAMMBI YUYEBHOM JUCLUITVINHBI
1.1. IToacHuTeNBbHAA 3alUCKa

Pabouasi miporpamMma yueOHOW AMCHMITIMHBI oOIenipodeccoHanbHoro 1ukaa OIl.
030OCHOBBI Ie/IOTIPOU3BO/ICTBA SIB/ISIETCS YaCThbI0 OCHOBHOM MPOdeCcCHOHaIbHOM 00pa3oBaTe/ibHOM
MporpaMMbl  CpefjHero  TipodeCcCHOHAaMBHOTO  00pa3oBaHMs ~ MPOrpaMMbl  TOATOTOBKHU
KBa/TM(UIIMPOBaHHBIX pabounx, cayskamux no npodeccuu 46.01.03 [Jenonpou3BouTess.

YkpynHenHas rpynmna 46.00.00 Victopusi u apxeoJ/iorusi.

1.2. OO6/sacTh IpUMeHeHHUs1 padouel MPOrpaMMbI

Pabouas riporpamMma mno yuebHou aucuuriide OIT. 03. OCHOBBI ie/IONPOU3BO/ICTBA MOKET
OBbITb MCIT0/Ib30BaHa MIPY 00YYEHUH TI0 MporpaMMam ZOTOTHUTEILHOTO 00pa30BaHusl, TOBBILIEHUS
KBaM(UKaIUM, T1epPerioAroTOBKH, OIepe)karoljero obyueHus mo Tmipodeccun  46.01.03
[enonpoussoguresib.

YpoBeHnb 06pa3oBaHMs: OCHOBHOe 00I1iee WK cpefiHee o0iiee.

OnbIT paboThI: He TPeOyeTCs.

1.2. MeCTo0 AMCIUIUIMHBI B CTPYKTYP€ MPOrpaMMbl NMOr0TOBKH KBa/TM(UIIMPOBAHHBIX
padounx, CIy)KalMx

YuyebHast mucuurimHa  OII. 03 OcHOBBI  /Ie/IOTIPOM3BO/JICTBA BXOJUT B COCTaB
o61ernpodeccoHaIBLHOTO TUKIIA.

1.3. Ilenu, 3ajauu ¥ TPeOOBaHKA K pe3y/IbTaTaM 0CBOEHHS YUe€OHOU AUCIUIINHBI
OI1.03. OcHoOBBI J1e/10TIPOM3BOACTBA

B pe3ynbTaTe 0CBOEHUSs JUCLIMTITMHBI 00YYarOIUACs AO/KeH
yMeTb:

Y1 -pauyoHanbHO OpPraHM30BbIBaTh TPY/ [e/10NPOU3BOAUTesI(CeKpeTapsi);

Y2 - Tmonb30BaThCsl UWHCTPYKOMSMH TI0 OXpaHe TpPyJda W TeXHUKH 0e30macHOCTU
[leNIoNIpOr3BOUTEIS;

¥3 - obopmsisATh pa3ivuHbie BU/bI TTUCEM;

Y4 - ocyiecTBASTh JAOKYyMEHTUDOBaHWe OpraHU3al[OHHO-PACIIOPSUTE/IbHON JeaTelbHOCTH
yUpeXxeHul;

Y5 - 0OCHOBHBIe TIPUHLIUTIBI PAOOTHI C KaZIpOBBIMH [JOKYMEHTaMHU;

Y6 - ohopM/ISITH ZOKYMEHTHI 110 00palLieHusiM TpaXK/aH;

Y7 — oTcnexuBaThABW)KEHNE JJOKYMEHTa B YUPeXXJeHUH;

Y8 - cocTtaBnsiTh HOMEHKJIATypy JeJl;

Y9 - popmupoBarts fena ¥ NOAr0TaB/IMBATh UX K MOC/IeyIOIeMy XpaHEHUIO U UCII0/Ib30BaHMUIO;

3HAThb:

31 - OCHOBHBbIe CBe/leHHs1 U3 NCTOPUM [1e/I0TIPOU3BO/ICTBa;

32 - ob1iye MosioXKeHus: 00 OpraHy3aluu TpyJa paboTHUKOB ciy»K0b1 [JOY;

33 - OCHOBHBIE CBefieHUs1 00 OXpaHe Tpy/la U TeXHHKe 0e30TaCHOCTH JieJIOTIPOU3BOIUTEIIS;
34 - ob11ye MOI0XKeHUs 10 JOKYMEHTHUPOBAHUIO YIIPAB/IEHUECKOU JesITeTbHOCTH;



35 - BUIBI JOKYMEHTOB: TPY/IOBble [OTOBOPbBI; TIPUKA3bl O TIPHEME, YBOJIbHEHWH, TEPEBOJE;
TPY/I0Bble KHW)KKH; JINUHbIE KADTOUKU PAaOOTHHKOB.

36 - obmue cBefieHus 0 paboTe C 0OpalLeHUsIMH rPaXKJaH;

37- ob1iye cBefieHyst 00 opraHu3al[iy JOKyMeHTO0000poTa B YUPeXKAeHUH;

38 - ob1iue cBe/ieHUst 0 HOMEHKJIAaType ZIej;

39 - obrume cBeieHMst 0 (HOPMUPOBAHUU ZieT ¥ TIOATOTOBKH JeJT K MOC/IeYIOIIeMY XpaHeHUI0 U
UCII0/Tb30BAHUIO;

310 - obuue cBefeHust 0 paboTe ¢ KOHPHUIEHI[UATBHBIMU JIOKYMEHTaMM;

311 - pabora menonpousBoguTess 0 6€340KyMEHTHOMY OOC/Ty>KUBAHHIO.



OcBoenne yueOHOW /[AWUCIMIUIMHBI TI03BOJIsIeT (OPMHPOBATH 37IeMEHThl OOIMX U
rpodeccroHa/IbHbIX KOMITeTeHLIMM Y TUYHOCTHBIE pe3y/bTaThl 0CBOEHHsI POrPaMMbl BOCTIUTAHUS
B pamkax OI1.03 OcHOBBI fe/101pon3BOACTBa

OO01He KOMIIeTeHIHH

OK 1 | IToHMMaTh CYIIHOCTb M COLMA/JIbHYIO 3HAaUMMOCTh Oyayiieil mpodeccuu,
TIPOSIBJISATH K HEeH YCTOMUMBBIN UHTEpeC.
OK 2 | OpraHu3oBbiBaTh COOCTBEHHYIO JesTeNbHOCTb, HCXO[s U3 I1[eld WU
criocob0B ee IOCTU)KeHUsI, OTipe/ie/IeHHbIX PYKOBOJUTE/IEM.
OK 3 | AnHanmu3upoBaTh pabouyi0 CHUTyal[di0, OCYIIeCTB/IATb TEKYIIUA U
WUTOTOBBI KOHTDPOJIb, OL[eHKY W KOPPEKI[HI0 COOCTBEHHOU MesTeNbHOCTH,
HECTH OTBETCTBEHHOCTH 3a Pe3y/IbTaThl CBOeM paboThl.
OK 4 | OcyiecTBnsATh TMOUCK HHGMOpMaIy, HeobxoguMoi ans 3¢h(eKTHBHOTO
BBITI0JIHEHHUS MTPOGeCCHOHA/IbHBIX 3a/au.
OK 5 | Ucnosb3oBaTh HH(OPMaI[MOHHO-KOMMYHHUKAI[MOHHbIE TEXHOJIOTUM B
1poeCCUOHAJILHOM JlesITe/IbHOCTH.
OK 6 | Paboratb B KOMmaHfe, 3bhdeKTuBHO 00L[aThCsi C  KOJUIeTaMH,
PYKOBO/ICTBOM, K/IM€HTAMHU.
OK 7 | Ucro/iHATh BOMHCKYHIO 00513aHHOCTH*(2), B TOM 4YMC/ie C MpUMeHeHUeM
T0TyUYeHHbIX TTPo(eCCUOHATBLHBIX 3HAHUM (/1J151 FOHOILIE).
IIpodeccuoHabHbIe KOMNETEeHUH
0K 1.1 [IpyHUMaTh M PErucTpUpOBaTh MOCTYIAKIYI0 KOPPECIIOH/EeHLUIO,
HAaIMpaBJ/IsITh e B CTPYKTYPHbIE MOApPa3/ie/ieHus1 OpraHr3aLiii.
K 1.2 PaccmarpuBath [NOKYMEHTBI U [epe/iaBaTb UX HA WCIIONHEHHe C
YUYeTOM pe30JIFOLIMM PYKOBOJAUTEIeN OpraHu3alivu.
1K 1.3 OdopMSTh perUCTPAIIMOHHBIE KADTOUKU U CO3/laBaTh OaHK /IaHHBIX.
I[IK 1.4 Bectu KapTOUKy yueTa MpOXOKJeH!s JOKYMEeHTa/IbHbIX MaTepuasioB.
IIK 1.5 OcCy11eCTBASATE KOHTPOJIb 3a MPOXOK/IEHUEM JOKYMEHTOB.
K 1.6 OTnpaBnsiTb ~ MCIOJHEHHYI0  JOKYMEHTAaLUH0 _ajpecatam ¢
TIPYMMEHEHUEM COBPEMEHHbBIX BU/OB OPraHW3allMOHHOM TeXHUKH.
K 1.7 CoctaBniAiTb ¥ OQOPMJIATL CAy)KeOHble AOKYMEeHTbI, MaTepHuasbl C
] MCI10J/Ib30BaHUEM (DOPMYJISIDOB IOKYMEHTOB KOHKDETHBIX BU/IOB.
I[IK 2.1 | ®opmupoBarth Jena
K 2.2 ObGecrieunBaTh OBICTPBIM TMOWCK JOKYMEHTOB IO HAyUHO-CIIPABOUYHOMY
] anrnaparty (KapToTeKaM) OpraHu3aliiu.
1K 2.3 | CucreMaTU3MpOBaTh U XPaHUThb JOKYMEHTHI TEKYILero apXusa.
IIK 2.4 | ObGecrneunBaTh COXPAHHOCTD MPOXO/ISAIIEN C/TyKeOHOM JTOKYMEHTALIWH.
IIK 2.5 | T'oTOBUTH U TlepefiaBaTh JOKYMEHThI HA apXHWBHOE XpPaHeHUe.
[T1K 2.6 | O6ecrieunBaTh COXPAaHHOCTb APXMUBHBIX JOKYMEHTOB B OPTraHM3aLIUN.

JInaHOCTHBIE pe3y/jibTaThbl ped/IU3aI{MUIIPOIrPAMMbIBOCIIMTAHUSA (aeCKpuanpbl)

JIP1

Oco3Haromuii cedsi rpayKJaHUHOM U 3aIlTUTHUKOM BeJTMKOUW CTPaHBI.




JIP2

[TposiB/SIONIMI aKTHBHYIO TDa)K/IaHCKYH0 TMO3ULMIO, [eMOHCTPUPYIOLIUI
TIPUBEP)KEHHOCTb TMPUHLIAIIAM YeCTHOCTH, TOPSIOYHOCTH, OTKPBITOCTH,
5KOHOMMUYECKM aKTUBHBIM M YyUYaCTBYIOLIMA B CTYJE€HUECKOM U
TePPUTOPUA/ILBHOM CaMOyTpaB/ieHWd, B TOM UHC/Je Ha YCJIOBUSIX
100pOBO/IbUECTBA, TIPOAYKTHBHO B3aMMO/I€HCTBYIONIUNA W YUaCTBYFIOITHI
B ZIeSITeJTbHOCTH 0OI1[eCTBeHHBIX OpraHu3alyi.

JIP3

CoOmofaromuii ~ HOPMbI ~ TIPABOTIOPSiZIKA,  CAEAYIOLIANA  Wjjeanam
rpakJaHCKoro obiijecTBa, obecrieueHrss 6e30MacHOCTH, TIpaB U CBOOO/
rpaxzaaH Poccum.

JlosinbHBIM K YCTAaHOBKAM U TIPOSIB/IEHUSIM TIpeZiCTaBUTesel CyOKybTyp,
OTJIMYAKOUIMA WX OT TIDVON C JeCTDVKTUBHBIM W 1eBUAHTHBIM

JIP4

[TposiBAsitOIIMM M [IeMOHCTPUPYIOLIUA yBa)KeHWe K JIIOJsSM Tpy/a,
OCO3HaIOI[1H [IeHHOCTh COOCTBEHHOT'O TPy/a.

Crpemsmuiics K (OpMUpOBaHMI0O B CeTeBOM cCpejle JMYHOCTHO U
Npo(eCcCUOHATILHOTO KOHCTPYKTUBHOTO «LIU(POBOTO Cefax».

JIP 5

[JeMOHCTpUpYIOL[MA ~ TPUBEP)XEHHOCTb K POJHOM  KYJIBTYPE,
HMCTOpUYECKOM TMaMsTH Ha OCHOBe /I0OBU K PozvHe, poAHOMY Hapoay,

w w
AANTINTX NATOIITIN IINDIATIATIITN TN OIATITINTIITIIT IV ITOIITINOCTNOTL

JIP6

HPOHBJ'[HI-OIJ_[I/Iﬁ YBaXKeHHNe K JTHI0AAM CTapliero 1okKoJIEHUA U TOTOBHOCTD K
Y4aCTHRO B COHH&HLHOﬁ rnmoanep>KKe 1 BOJIOHTEPCKUX ABHU)KEHUAX.

JIP7

Oco3Harolyid ~ NPUOPUTETHYK)  LIEHHOCTb  JIMYHOCTU  YeJIOBEKa;
yBa)KarollMii COOCTBEHHYI0 W UY)XKYI YHUKaJbHOCTb B Ppa3/MUHbIX
CUTYyaLUsiX, BO BceX (hopMax M BUJax JlessTebHOCTH.

JIP8

[TposiBAsIIOIMI U [IeMOHCTPUPYIOIIMNA yBa)keHWe K TMpe/iCTaBUTeNsIM
pa3/IMYHbIX 3THOKY/IbTYPHBIX, COLMANbHBIX, KOH(eCCMOHA/IbHBIX U UHBIX
TPYIIII.

CorpryacTHbIM K COXPaHEHWUIO, TIPEYMHOXEHWUIO) U  TPaHC/ISILUA
KYJIbTYPHBIX TPAJULMK U LIEHHOCTEN MHOTOHALIMOHAIBHOTO POCCHUKMCKOTO
rocy/lapCTBa.

JIP9

Cobmoaroliiii ¥ TIPOTaraHAMPYIOUIUM  TIpaBWa  3[J0POBOTO U
Oe3omacHoro o0pasa JKWM3HM, CIOpTa; Tpefynpexzaarolui  aubo
TIPeo/10/IeBAlOIIMI 3aBUCUMOCTHA OT ajIKoroJisi, Tabaka, MCHUXOaKTUBHBIX
BeIIeCTB, a3apTHBIX UTP U T.J.

CoxpaHSIIOIIHM MTCUX00TUYECKY0 YCTOMUMBOCTb B CUTYaTHBHO CJIOXKHBIX
WU CTPEMUTE/TbHO MEHSFOLMXCST CUTYalusiX.

JIP10

3aboTamumiicss 0 3aIuTe OKpYy’Karolleid cpefibl, COOCTBEHHOM W UYKOU
0e30MacHOCTH, B TOM uuc/ie [IU(PPOBOH.

JIP11

[TposIBASIONMI YBa)keHHEe K 3CTEeTHUeCKUM IIeHHOCTSM, 00Jia/jaroIuil
OCHOBaMH 3CTETUUECKOU KY/IbTYPbI.

JIP12

[TpyHUMaroLMii CceMelHble LIeHHOCTH, FOTOBbIM K CO3[JaHHI0 CEMbU H
BOCITUTaHUIO [I€Tel; [eMOHCTPUPYIOLMKA HENpUSTUE HaCWUIUsl B CEMbeE,
yXoZia OT POJWTEeNbCKOM OTBETCTBEHHOCTH, OTKa3a OT OTHOLIEeHUM CO
CBOWMH JJeTbMH U UX (PUHAHCOBOT'O COJEepPrKaHUsl.

JINYHOCTHBIE pe3y/IbTaThl




pe€ain3allii MporpaMMbl BOCIIMTdHHUSA, OTIPp€/J€/IEHHbIE€ 0TPAaC/IeBbIMU Tp860BaHI/IHMl/I K

Ae/1I0BBIM Kda4deCTBaM JIMYHOCTHU

JIP13

IIeMOHCTPUPYIOIINIA TOTOBHOCTh U CTTIOCOOHOCTh BECTU AMAJIOT C APYTUMU
JIOIbMH, IOCTUTaTh B HEM B3aMMOITOHMMAHUsS, HAaXOAWUTH OOIIHe I1[eMu U
COTPYJHHUYATh /151 UX JOCTH)KEeHUs B PO eCCUOHA/ILHOMU [IeTe/IbHOCTU

JIP14

[TposiBASsIFOIIMI CO3HATe/IbHOe OTHOILIeHHe K HellpepbiBHOMY 00pa30BaHUIO
KaK yCJIOBUIO  YCIelmHOW TpodeccMoHalbHONW W 00IeCTBeHHOMU
J1esiTeNTbHOCTU

JIP 15

[TposiBAsitOIMIT ~ TpakJaHCKOe  OTHOIlleHWe K  IpodeCcCHOHATbHOM
JesiITeIbHOCTU KaK K BO3MOXKHOCTH JIMYHOTO Y4yaCTUsi B pellleHuH
00I1IeCTBEHHBIX, TOCY/IaPCTBEHHBIX, 00IT[eHAlIMOHAIbHBIX ITPO0IeM

JIP 16

[IpyHMMarOI[MKA OCHOBBI 3KOJIOTUUECKOM KYJ/bTYPhI, COOTBETCTBYHOILEH
COBPEMEHHOMY YPOBHIO 35KOJIOTMYECKOTO MBIIIEHUs], TPUMEHSIOLLAN
OMNBIT 3KOJIOTUYECKU OPUEHTHPOBAHHOW pedieKCUBHO-OLIEeHOUHON U
MpakTUYeCKOM  esiTeTlbHOCTA B JKM3HEHHBIX  CUTyalUsiX U
1po)eCCUOHAILHOM J1eITe/IbHOCTH

JIP 17

BrirosiHstommiA mpodeccroHabHble HAaBBIKA B Cdepe [1e/0NpOr3BO/ICTBA
Y IOKyMeHTo0o0bopoTa.

JIP 18

Pemmaroriiuii  mpodeccroHanbHbIe  3a7jaud  TIOCPeJCTBOM  ITPUMEHEHUsI
HOPMAaTHUBHO-TIPABOBBIX JOKYMEHTOB.

JIP 19

ITprobOpeTaronvii HaBLIKK OIleHKW MH(MOpMaimu B LU(POBON cpefie, ee
JOCTOBEPHOCTh, CIIOCOOHOCTU CTPOMTDH JIOTMUECKHEe YMO3aK/IHUeHUs Ha
OCHOBAHHUU MOCTYTAKIel HHOOPMAaLMK U IaHHBIX.

JIP 20

[TposiBASIOIIMI LIEHHOCTHOE OTHOLLEeHWe K Ky/JIbType M HCKYCCTBY, K
KY/JbTYpe Peud U Ky/abType MoBeJieHus], K KpacoTe U TaDMOHUU.

JIP 21

[TposiBASIOIIMI  1L[EHHOCTHOE K CBOEMY 3[0POBbIO U  3[0POBbBIO
okpyxaroiux, 307K 1 310pOBOM OKPY’KaroIleu cpefie U T.[.

JIMYHOCTHBIE pe3y/IbTaThl peajl3aliiy NPOorpaMMbl BOCIIUTAaHMA, OTIpe/ie/IeHHbIe

cyobekToM Poccuiickoi @egepanun(KpacHogapckuii Kpai)

JIP 22

[Tpu3HaromuMii [IeHHOCTh HeTIpephIBHOTO 00pa30BaHKsl, OPUEHTHPYIOLUHCS
B U3MEHSIOLEMCS pbIHKe TpyJa, wu3beratomuii  6e3paboTHIIbI,
yTIPaBJISIOIIUMN COOCTBEHHBIM npo¢eCCUOHAIbHbIM pa3BUTHEM,
pedIeKCUBHO OL[€HHBAIOI[UN COOCTBEHHBIM KM3HEHHBIN OIBIT, KPUTEPUH
YCIEeLIHOCTH

JIP 23

OKOHOMMWYECKU aKTHUBHBIW, MPeIIPUMMUKBbIA, TOTOBBIM K CAMO3aHSITOCTH

JInUHOCTHBIE pe3y/j1bTaThbl pea/IN3dlUH ITPOrpaMMbl BOCITUTAHUSA,
ornpeae/1eHHble KJINYE€BbIMHA paﬁoTOJi[aTEJIHMI/I

JIP24

1eMOHCTPUPYIOIIUI TOTOBHOCTh U CTIOCOOHOCTH BECTU AUAJIOT C APYTUMU
JIIOIbMU, AOCTUTATh B HEM B3aMMOIIOHWMAaHUs, HaXOAWUTh OOIIMe 1[eMd U
COTPYAHUYATh /15l UX JOCTHKEHHs B MpodeCcCHOHaNIbHOMU JesiTeTbHOCTU

JIP25

[TposiBASIFOIIMI CO3HATe/IbHOe OTHOIIIeHHe K HeTlpephbIBHOMY 00pa30BaHMIO
KaKk yCJOBUIO  YCIeIHOM rpodecCcHoHaibHOM U 0OIl[eCTBeHHOM
JesITe/IbHOCTH




JIP26

[IposiBAsifOIIMM ~ Tpa)K[JaHCKOe  OTHOLIeHWe K  TpogeCCHOHATbHOU
JleATeIbHOCTU KaK K BO3MOXHOCTM JIMYHOTO YuyaCTUsi B pelleHur
00ITIeCTBEHHBIX, TOCY/IaPCTBEHHBIX, 00IT|eHAIIMOHAIBHBIX ITPOOIeEM

JINYHOCTHBIE Pe€3y/1bTdThl ped/IM3dI{UHU IIPOrPAMMBbI BOCIIMTAHUA, OIIpeAe/I€HHbIE Cyﬁ'BEKTaMI/I

00pa3oBaTe/ILHOIO Mpoiecca

JIP27

[TpoekTHO MbICASIMH, 3((dEeKTUBHO B3aWMO/IEUCTBYIOIMA C YleHaMu
KOMaH/Ibl U COTPYJHUYAIOLLIUNA C JPYTMMHU JIFOJbMU, [€MOHCTPUPYIOLIUI
1pod)eCCUOHAJIbHYIO0 )KU3HECTOMKOCTh

JIP28

[TpensiTCTBYIOIUI /IeCTBUSIM, HalpaB/JieHHbIM Ha yilleM/ieHue TpaB Wid
YHIWKeHHe I0CTOMHCTBA (B OTHOLIIEHUH ce0sl WK APYTUX JTH0/iei)

JIP29

[TposiBASIIOIMM SMMATUI0 K JIMI[AM pa3HbIX KaTeropui, BbIPa’KaroIui
AaKTUBHYI0 TPaXJAHCKYI T[O3UIL[MI0, YYaCTBYIOLIUA B CTYyJe€HYECKOM
CaMOYTIPaBJ/IeHUH, B [IeSITEIbHOCTH OOIIeCTBEHHBIX OpPraHM3alii, a TaKKe
HEKOMMepYeCKUX  OpraHu3alliii, 3auHTepecOBaHHbIX B  Pa3BUTUH
I'Pa)KJAaHCKOT0 00111eCTBa Y OKA3bIBAIOIIUX TMOAEPKKY HYK/IAIOIIUMCSI

JIP30

[TpyHUMaroLMi U TPaHCAUPYIOLIWKA KyJbTYPYy BHEIIHEro BHUa, UMH/Ka
J1e7I0TIPOU3BOAUTEIS




2.CTPYKTYPA U COJAEPKAHUE YUYEBHOM JICIIUIL/TMHBI

2.1. Oobem yueoHoi gucuummabl OI1.03 OCHOBBI A€/I0NIPOM3BO/ICTBA

Buj yuyeOHo# paboThI O01beM uacoB
MakcumanibHasi yueOHas Harpy3Ka (Bcero) 161
Oo0s3aTe/IbHAsA ayJUTOPHasi yueOHasi Harpy3Ka (Bcero) 108
B TOM UHCJIE:
MpaKTHYeCcKre paboThl 36
KoHTpoJ/ibHbIe Pa00ThI 3
CamocTrosTe/bHas padoTa odyuaroierocsi (Bcero) 53

IIpomexyTouHas arrecTanus B (hopme 3K3aMeHa




2.2. TeMaTHYeCKHATVIAHK BU/IbI PA00THI yUeOHOH AMCIUIUIMHBI 00mmenpodeccuoHanbHOro ukaa0OIl.03 OcHOBBI Jie/1I0NPOU3BO/ICTBA

KosmnuecTBo yacoB

Copep:xaHue 00yueHust Hp::;rlz;l:‘;lme epe
AEP yd Bcero Ayp. TIpakTryeck
Bcero ue
paboThl
Pa3gen 1. | O0mue MO/I0XKeHUSI MO JOKYMEHTHPOBAHHMIO yNpaB/IeHYeCKOW AeATeNbHOCTH. OpzaHuzayuu 60 37 9 9 21
mpyoa paGomHuKos caycont JI0Y
Tema 1.1. | /lenonpou3BoACTBO Kak OfHA U3 QyHKUMH yrpaBieHns. OCHOBHbIe TIOHSATHS. OCHOBHBIE CBeJIeHUS 22 12 0 0 10
W3 UCTOPUH [eJIONPOU3BOJCTBA
Tema 1.2. | O6mue monoxxeHuss 06 opraHu3anvy TpyAa paboTHUKOB ciy>k0bl IOY. OcHOBHbIe CBefleHUsT 00 20 12 3 3 8
OXpaHe TPy/la U TeXHUKe 0e30TIaCHOCTH [1e/I0TIPOU3BOTUTETISI
Tema 1.3. | OdopmiieHre peKBU3UTOB TOKYMEHTOB 18 13 6 6 5
Pazpen 2. | Buabl ¥ Ha3HaueHHe C/Iy)KeOHbIX JoKyMeHTOB. CocraBjieHHe W oO(opmiIeHHe CIyKeOHBIX 59 37 18 18 22
JOKYMEHTOB
Tema 2.1. | CripaBoYHO-MHGMOPMAIIMOHHBIE TOKYMEHTBI 13 8 4 4 5
Tema 2.2. | CripaBoUyHO-aHa/IUTAYECKast JOKYMeHTaLUsl 13 9 S5 5 4
Tema 2.3. | PacnopsizuresibHble JOKYMEHTHI. [11aHOBast JOKyMeHTaLusl. 18 10 5 5 8
Tema 2.4. | PacuemHo-0eHedicHast dokymeHmayusi. OmuemHass dokymeHmayusi. JJokymeHmayus KoMmepuecKux 15 10 4 4 5
npednpusmutl.
Pa3pen 3. | KaagpoBas AoKymMeHTaILu. 21 16 7 7 5
Tema 3.1. | OdopmiieHre AOKyMEHTAIl[UW TI0 JIMUHOMY COCTaBy. BUBI JOKYMEHTOB: TPY/IOBbIE JIOTOBOPDHI; 21 16 7
TPUKa3bl O PYEeMe, YBOJIbHEHWH, TTEPEBO/IE; TPYOBbIe KHU)KKH; JIMUHbIE KADTOYKY paOOTHUKOB
Pa3gen 4. | OcHogeHble NnpuUHYUNbI 00KyMeHMooGopoma 8 yupescoeHuu 21 18
Tema 4.1. | Opranuszauus [JOKymeHTOoOopoTa B yupekgennd. OOuje cBefeHUss O HOMEHK/IAType [ejl. 21 16 5
Be3nokymeHTHoe  obOcnykuBaHue. IIOATOTOBKA /Jle1 K  TOC/EAYIOIEMY  XPaHEHUI0 M
vicrnonb3oBaduio. KoHbueHManbHbIe JOKyMeHThI. PaboTa ¢ obpalijeHusiMU rpa>kjaH.
Bcero 161 108 36 36 53




10

2.3. Copeprxanue yueoHoi aucuummmabl OI1. 030CHOBBI Ae/I0NIPOU3BO/CTBA

No pa3pena Copep)xaHue yueOHOro MaTepHa/ia, MpakTHYeCKHe 3aHATHS, CAMOCTOsITe/IbHas padoTa o0yuyaromuxcs O0Bem YpoBeHb
YacoB 0CBOE€HHUA
Pazpen 1. OO01ye Mo0/I0)KeHHS N0 JOKYMEHTHPOBAHMIO YIIPAaB/IeHYECKOH /leATeTbHOCTH. Op2aHuzayuu mpyoa pabomHukog cayxcont J0Y 37
OK 1-7 Tema 1.1./lesionpou3BoACTBO Kak ofHa U3 GyHKuH ynpasaeHusa. OcHoBHbIe NOHATHS. OCHOBHBIE CBeJjeHUs U3 UCTOPHH 12
IIK 2.1-2.6 JleJIONPOU3BO/ACTBA
JIP 1-30
Beenenne. OcHOBHble cBefleHMs O Tipeamete. VIcTopus CTaHOB/IeHWsT W pa3BuUTHA JenonpousBoactBa B Poccuu. HopmartuBHO-
MeToAuvecKasi 6asa ZienornpousBozcTBa. OpraHU3alMOHHO-TIPAaBOBbIe JAOKYMEHThI. JJO/DKHOCTHasi MHCTPYKLUS cekpetapsi. [ToHsiTue o 1 )
JOKyMeHTax. Bugabl pgokymeHTOB. @DyHKIMU [OKyMeHTOB. [loHATMe o0 KjlaccuduKaldyd [JOKYMEHTOB. YHU(UKaLUsg CHUCTeM
JokymenTupoBanus. 'OCTeI 1 HOpMATHBBL
CamocrosiTe/ibHass padoTa
I'padrueckoe n300pakeHWe CTPYKTYPhl TeKCTa, KOHCIIEKTUDOBAHME TeKCTa; BBIMMCKA U3 TeKcTa; pabora co cjoBapsiMd U
CMPaBOYHUKAMM; O3HAKOMJ/IEHWE C HOPMAaTUBHBIMU JOKYMEHTaMH; pellleHue 3alad M YIpa)kHeHWid 1o o0pasily; cocTaB/jieHue TabJiuil; 10
pellleHre CUTYalJMOHHBIX MMPOM3BO/ICTBEHHBIX (TIpodeccroHaBHbIX) 3aau
Tema 1.2.001mue nosio)keHus 06 opraHu3anuy TpyAa padoTHUKOB c1yx0b1 [IOY. OCHOBHBIE CBefileHHsI 00 0XpaHe TPyAa U 12
TeXHHKe 0e30IacHOCTH /|e/I0NPOU3BOAUTE A
OO6mue TpeGoBaHUS K OpraHU3aliiy M YCI0BUSAM TpyZa. Hopmbl opranusaiuu fenonpousBozcTBa. Kareropuu yupexxzaennid. CTpyKTypa
u ¢yskuuu cnyxber JJOY. IlpaBa u oTBercTBeHHOCTh CiykObl JJOY. Opranuzanguss u  obopygoBaHue pabouero mecra 1 9
JenorpousBoguTens. OxpaHa Tpyza u TexHuka 6esonacHocty (OT u TB) B pabote menonpor3BoanTeIIs.
IMpakTryeckast pabota Ne 1 1o Teme «OrnipezienieHre KaTeropu yupexaenuii mo 10Y» 1
IpakTrueckas pabora Ne 2 1o Teme «Pa3paboTka cxem pabouero Mecta JeJIONIpOU3BOUTEIsD» 1
IMTpakTyeckasi pabota Ne 3 110 TeMe «PellleHre CUTYaIlMOHHBIX 3a/jau 10 OXpaHe TPy/a U TeXHUKe 0e301acHOCTH» 1
KonTtposnbHas padora Ne 1 mo remam: «OcHoBHbIe oHATHS. Opranu3anusi TpyAa paborHukoB JOY» 1 2
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CamocTosTenbHas pabora
I'padnueckoe n300pakeHWe CTPYKTYPhl TeKCTa, KOHCIIEKTUDOBAHME TeKCTa; BBIMMCKM M3 TeKcTa; paboTa cO cjoBapsiMd U
CMpaBOYHMKaMM; O3HAKOMJ/IEHHEe C HOPMAaTHUBHBIMU JIOKYMEHTaMy; pellleHue 3afilay W yIpakHeHUM o obpaslly; cocTab/jieHue Tabsuil;

pellleHre CHUTYaLMOHHBIX ITPOM3BO/ICTBEHHBIX (MpodeCcCHOHANMBHBIX) 3ajau; paboTa € KOHCIIEKTOM JieKiuu (06paboTKy TeKcTa); 8
noBTOpHas paboTa Haj yueOHBIM MarepuanoMm (yueOHMKA, MEPBOMCTOYHMKA, [OTIOJIHUTENBHOM JMTEepaTypbl); COCTaB/ieHHe TIIaHa
BBLITIOJTHEHHUs] pPabOThI
Tema 1.3. OopmiieHHEe PEKBU3UTOB J0KYMEHTOB 13
dopmynsp-obpasel] AoKyMeHTa. Buabl v HasHaueHus OnaHKoOB. TpeGoBaHus K meuaTtHbiM AokymeHTam. 'OCT P 7.0.97-2016 OP/I.
[lpaBuna odopmienuss pekBusutToB 01-14. IIpaBusa odopmiieHuss pekBusuToB 15-21. I[lpaBusia odopmiieHUs] PeKBU3UTOB 22-24. 13
[TpaBusia oopmieHust pekBU3NUTOB 25-29. CucteMaTtu3als 3HaHUH 110 TeMaM: «OdopmiieHre peKBU3UTOB IOKYMEHTOB»
IpakTHyeckue padoThI 6
ITpakTrueckast pabota Ne 4 1o Teme «CocTap/ieHre O/IaHKOB JIOKYMEHTOB»
ITpakTrueckasi pabota Ne 5 110 TeMe «AZipecoBaHue JOKYMEHTOB»
IMpakTryeckast pabota Ne 6 1o Teme «IlozmnrcaHye JOKyMeHTOB, POCTaB/IeHHe MeuaTh»
[MTpakTryeckasi pabota Ne 7 1o TeMe «YTBep)KJeHHe, COTIacOBaHHe0KyMeHTOB.Ciy>keOHble OTMEeTKH»
IMTpaktuueckasi pabora Ne 8 o Teme «Ciy>keOHbIe OTMETKH Ha JOKYMEHTaxX»
I[Mpaktrueckast pabora Ne 9 1o TeMe «3arosioBoK K TEKCTY U TEKCT»
CamocrosTesnbHas pabora
'padrueckoe m300pakeHHe CTPYKTYPhI TEKCTA, BBLIMOTHEHHWEe rpaduueckux paboT, KOHCIIEKTUPOBaHWEe TeKCTa; BBLIMHUCKA M3 TEKCTa;
paboTa co c10BapssMU U CIIpaBOYHMKAMU; 03HAaKOMJIEHHe C HOPMaTUBHBIMM JJOKyMeHTaMU; pellleHue 3a/lau 1 yIIpaKHeHuH 1o obpasiyy; 5
cocTaB/ieHWe TabJull; pellleHHe CUTYaljMOHHBIX MPOM3BOACTBEHHBIX (TMPOdeCcCHOHANbHBIX) 3a/jay; COCTaB/IeHHe IUIaHa BbITOJHEHUs
paboThI
Pazpgen 2. B
Wbl M HA3HAUeHHe CIy)KeOHbIX J0KyMeHTOB. CocTaB/ieHHe H 0()0OpMJIEHHE CTY)KeOHBIX JOKYMEHTOB. 37
Tema 2.1. CipaBouHO - HH(pOPMaLUOHHAs JOKyYMeHTaLHA. 8
OK 1-7
IIK 2.1-2.6
JIP 1-30 Buibl v Ha3HaueHWe CTy)KeOHBIX MiceM. Buibl M Ha3HaUeHHWe TejierpaMm, TesiehoHorpamm, (hakcoB. TIPOTOKOI M BBITIUCKA U3 4

MPOTOKOJIa. Buzibl ¥ Ha3HaueHe JIOK/IAIHBIX U O0bSICHUTETLHBIX 3aITUCOK.
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ITpakTHyeckue padoTsl
I[Tpaktrueckast pabota Ne 10 ro Teme «OdopmiieHHe pPa3TUUHBIX BUJOB CTy)KeOHBIX TTHCEM»

IMpakTrueckast pabota Ne 11 o Teme «OdopmiieHue Teserpamm, TesieoHOrpamMm, GakcoB»

ITpakTrueckasi pabota Ne 12 o reme «OdopmiieHre JOK/IAZAHBIX U 00bSICHUTEIBHBIX 3aITUCOK»

IMTpaktrueckast pabora Ne 13 1o TemMe «OdopmiieHre MPOTOKOIOB U BLIMHUCOK U3 MPOTOKOJIOB»

CamocrosTe/ibHas padora

I'padrueckoe n306paskeHHe CTPYKTYPhl TEKCTa, BBIMOJHEHHe rpaduueckux paboT, KOHCIIEKTUPOBAHHE TEKCTa; BBIMMCKM W3 TEKCTa;
paboTa o C/I0BapsIMH ¥ CIIPABOYHHKAMHU; 03HAKOMJIEHHE C HOPMAaTHBHBIMM [JOKYMEHTaMH ; PellleHre 3a/iau U YIpaKHeHH#H 1Mo 00pasiyy;
cocTaB/ieHre TaOJILI; pellleHre CUTYal[MOHHBIX MPOM3BOACTBEHHBIX (MPOGeCCHOHANbHBIX) 3a/ay; COCTAaBeHHe IUIaHa BbITOJHEHMs
paboThI

Tema 2.2. ClIpaBOYHO - aHA/IMTHUYECKas AOKyMeHTalus

Bupbl ¥ HazHaueHWe cy)KeOHBIX CrpaBOK. BuAbl M Ha3HaueHWe CayXeOHbIX akTOB. JIpyrvie BUBI CIPABOYHO-aHATUTHYECKOM
JOKyMEeHTal[1H.

ITpakTrueckas paborta Ne 14 o Teme «OdopmiieHrecTy>keOHBIX CITPaBOK»

ITpakTrueckas pabota Ne 15 1o Teme «OdopMiieHHeCTYKeOHBIX aKTOB»

ITpakTrueckas padbota Ne 16 o Teme «OdopmiieHHe JOBEPEHHOCTEH»

ITpaktrueckast pabota Ne 17 o Teme «OcdopmieHHe pakcorpaMm, CBOJJOK»

IMTpaktrueckast pabora Ne 18 1o Teme «OdopmiieHre epeyHel, CITUCKOB»

el i L L Ll S

CamocrosTesibHasA pabora:

I'padrueckoe M300paykeHHe CTPYKTYPbI TEKCTA, BBLIMOIHEHHWE rpaduueckux paboT, KOHCIIEKTUPOBAaHWE TEKCTa; BBLIMUCKA M3 TEKCTa;
paboTa co C/I0BapsiMU ¥ CIIPaBOYHUKAMH; 03HAKOMJIEHHe C HODMaTUBHBIMM JJOKyMEHTaMU; PelleHue 3a/lau U YIIpaKHeHUH 1Mo o0pasLy;
coctaBjieHre Tab/uWI; pelleHHe CUTYal[MOHHBIX MPOU3BOJCTBEHHBIX (MPOQeCcCHOHANbHBIX) 3a/lau; COCTAaB/JeHHWE TIIaHAa BbIMOJHEHUs
paboThl

Tema 2.3. Opranu3anyiOHHO-pacnopsiAuTeIbHbIe AOKYMeHThI. [I/1aHOBasA JoKyMeHTamus.

10

Ha3nauenue u cocraB Opl"aHI/BaL[I/IOHHO—paCHOpH,E[HTEHLHOﬁ AOKYMEHTal1H. PaCHOpH)KEHI/IH YkazaHus u pelnieHus. Ha3Hauenue u
COCTAaB I1IJIAHOBOH AOKYMEHTALNH. CocraB/ieHue u OCl)OpMJIeHI/Ie porpamMm. CocraB/ieHre u OCI)OPMHEHI/IE IJ1aHa.
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IMpaktrueckast pabora Ne 19 o Teme «CocTaBieHHe MTPUKA30B 10 OCHOBHOM JesITeTbHOCTH»

I[MpakTrueckast pabota Ne 20 1o Teme «CocTaBeHHe BBITTUCKHA U3 TIPUKa3a»

[MTpaktuueckast pabora Ne 21 1o Teme «CocTaBieHHe PACMOPsKEHNH, YKa3aHW, peleHni»

= =

ITpakTrueckas padbota Ne 2210 Teme «OdopmieHHe MpOrpaMm»

I[TpakTrueckas pabota Ne 23 1o Teme «OdopmiieHre riaHa»

CamocTrosaTebHas padoTa

I'paduueckoe n3006pakeHHe CTPYKTYPhl TEKCTa, BBIMOIHeHHe rpaduueckux paboT, KOHCIIEKTUPOBAHHE TEKCTa; BBIMUCKU W3 TEKCTa;
paboTa co C/I0BapsIMU M CIIPaBOYHUKAMH; 03HAKOMJIEHHe C HODMaTUBHBIMM JJOKyMEHTaMU; PellieHue 3a/lau U YIIpaKHeHUH 1Mo o6pasLy;
COoCTaB/ieHWe TaOJHLI; pelleHre CUTYal[MOHHBIX MPOM3BOACTBEHHBIX (MPOQeCCHOHANbHBIX) 3a/lau; COCTABJIE€HHE TIaHa BbIOJTHEHUS
paboThl

Tema 2.4. PacuemHo-0eHesxcHas dokymenmayusi. Omuemnas dokymenmayusi. /lokymeHmayusi Kommep4eckKux npeonpusimuti.

10

[TpocTeiiiiie BUABI U O(GOPMJIEHHE DPAaCUeTHO-[EHE)KHOU [JOKyMeHTaluu. Bumsl ¥ odopmsieHre OTYeTHOW [JOKYMEHTaruu. Bupsr
KOMMepUeCcKOM KOpPeCToH/IeHI[MH. BHeITHeTOpProBblii 10roBop (KOHTPAKT)

[Mpaktuueckast pabora Ne 24 1o TeMe «OdopmiieHre MPOCTENUIINX BUZIOBPACUeTHO-/IEHEXKHOM JJOKYMeHTAIUK»

[Mpaktuueckast paborta Ne 25 110 Teme «OdopmiieHre MPOCTEUIIUX BUJOB OTYETHOHN JJOKYMeHTaIUK»

IMpakTrueckast pabota Ne 26 1o Teme «OdopmiieHHe pa3TMYHBIX BUI0B KOMMEPUECKOH JOKYMeHTaLM»

IMpakTrueckast paborta Ne 27 1o TeMe «OdopmiieHre BHEIITHETOPTOBOTO JOrOBOpa (KOHTPAKTa)»

KontposnbHasa paboraNe 2 mo Teme: «Bujbl 1 Ha3HaUeHUe C/IYy)KeOHBIX JOKyMeHTOB. CocTtaB/ieHue M ohopMiIeHHE CITy)KeOHBIX
JOKYMEHTOB»

CamocTrosnTebHas padora:

pellieHHe 3ajiau U yIpaykKHeHH# 1o o6pasily; cocTaB/ieHHe TabJIuil; pellieHrHe CUTYalMOHHBIX MTPOU3BO/ICTBEHHBIX (TMPO(eCcCHOHATBHBIX)
3da/ia4y; MOJAroTOBKa K AE€/IOBbIM WI'DAM; DelleHHe 3a[a4 U ynpa>KHeH1/I171 I10 06pa3uy; COCTaBJieHue Ta6]'[I/I]_[; penieHre CHUTYallMOHHBIX
TIPOM3BO/ICTBEHHBIX (MpodecCHOoHAabHBIX) 33/jau; TIOATOTOBKA K /IeJIOBBIM MrpaM; paboTa ¢ KOHCTEKTOM JieKInu (00paboTKu TeKcTa);
MoBTOpHast paboTa HajJ y4yeOHbLIM MaTepuajioM (yueOHUKA, MEPBOMCTOUHMKA, JOTOJHUTENHHON JIUTEpPATyphl); COCTABIE€HHWe TMjlaHa
BBITTO/IHEHUSA pa60T; OTBEThI Hd KOHTPOJIbHbIE€ BOIIPOCKHI; BBITIO/THEHHE ynpa)KHeHI/Iﬁ n FpaCbI/IHECKI/IX pa60T

Pa3zpen 3.

KagpoBas gokymeHTanms.

16
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OK 1-7
IIK 2.1-2.6
JIP 1-30

Tema 3.1. OdopmiieHre JOKyMeHTALMH 0 JTUYHOMY COCTaBy. BHJbBI JOKYMEHTOB: TPYAOBBIe JOTOBOPHI; MPHUKAa3bl 0 MpHeMe,
YBO/IbHEHUH, TIePEBO/ie; TPYAOBbIE€ KHWKKH; JTUUHbIE KADTOYKH PAa00OTHUKOB

16

Bupl 1 Ha3HaueHre KaJ[pOBOM 0KyMeHTaLu. TpyZoBbie 10r0BOPhI. Buibl 3as1B/1eHui 110 TMYHOMY cocTaBy. JInyHasi KapTouka (hopMbl
T-2. Asrobuorpadus. JIMuHbIM MUCTOK MO yueTy KajpoB. CocTaB AOKYMEHTOB JIMUHOTO fJesa. OMuch JOKYMEHTOB JIMYHOTO Jefa.
I[TpaBusia odopm/ieHUsl ¥ BeJileHHs TPYAOBBIX KHIKeK. [IprKa3ssl 1o TMYHOMY cocTaBy. Pestome.

IMTpakTryeckast pabota Ne 28 o Teme «CocTaBneHrie v oopmsieHHe TPYZOBOTO JOTOBOPa»

IMpakTryeckast pabota Ne 29 o Teme «CocTaBreHre ¥ oopmsieHHe 3asiB/IeHHS 110 TMYHOMY COCTaBY»

IMpaktrueckast pabora Ne 30 1o Teme «3aro/iHeHHe TMYHOM KapTouky ¢opmbl T-2 1 cocTaBiieHre aBTobuorpadmm»

Ipaktrueckas pabora Ne 31 o Teme «CocTaBieHHe OMKUCH JOKYMEHTOB, UMEIOIIUXCS B JINUHOM Je/iex»

ITpaktuueckas pabora Ne 32 o TemMe «OdopmiieHNe TPYJOBBIX KHUMKEK»

IMTpakTryeckast pabota Ne 33 o Teme «CocTaBieHre 1 oyopmieHHe TIPHKA30B I10 TUYHOMY COCTaBY»

IMpakTuyeckasi pabota Ne 34 o Teme «CocTaB/ieHHe pe3tome»

=== = ==

CamocrosTenbHas padoTa

I'pacdrueckoe n300pakeHHe CTPYKTYPhI TEKCTA, BBIMOMHEHHe rpaduueckux paboT, KOHCIIEKTUPOBAHHE TEKCTA; BBIMMCKU W3 TEKCTa;
paboTa co c/0BapsiMU U CTIPABOYHHUKAMM; 03HAKOMJIEHHE C HOPMAaTHBHBIME [JOKYMEHTaMH; pelleHHe 3a/iau U yIipaKHeHHH 110 06pasiyy;
cocTaBjieHre Tab/uLl; pelleHHe CUTYal[MOHHBIX MPOU3BOJCTBEHHBIX (MPOQeCCHOHANBHBIX) 3a/lau; COCTAB/JE€HHWE TIIaHA BBIMOJHEHUs
paboThI

Pazpgen 4.

OK 1-7
IIK 2.1-2.6
JIP 1-30

OcHogHble NpuHYunbl 00KyMeHmMoobopoma 8 yupexcoeHuu

18

Tema 4.1.0praHu3anusa /JOKyMeHT0000poTa B yupexaeHuu. OOmue cBefeHHs 0 HOMeHK/arype pen. be3gokymMeHTHoe
oocryxuBanue. IToaroToBKa fies1 K mocaefymoiieMy XpaHeHHI0 U Uco/ib30Banui0. KonduaennuansHaple foKyMeHThI. Padora ¢
o0paleHHsIMH IPakJaH

18

OO6mve TpaBW/Ia OpPraHU3allvd J0KYMEHTO000poTa. Peructpaiyisi U MHJIEKCAlUs JTOKYMEeHTOB. ITOpSIOK TIPOXOXKAEHUSI U KOHTPOJIb
WCTIOMHEeHNs JoKyMeHToB. OOIiue cBe/ileHUs1 0 HOMeHKIaType aen. TpeboBaHus K 0hopM/IEHHIO HOMEHKIATYPhI Ae. OO6riye cBeieHus
0 (opMUpOBaHWHM Jiell U TIOATOTOBKA Jie/1 K TOC/TeAYIOEMY XDaHEHWI0 W MCII0/Ib30BaHMIO: IKCIIEPTH3a IIeHHOCTH /IOKYMEHTOB;
TOATOTOBKAa JieJl K Tepejjaue Ha apXWBHOE XpaHEeHWe; Tepejaua ie/l B apXWB; HCIO/b30BaHWE apXWBHBIX /0KyMeHTOB Pabota c
KOH(U/IeHI[Ma/TLHBIMH JJOKyMeHTaMu. PaboTa ieffonpon3BoiuTe s o 6e310KyMeHTHOMY o00cmy>kuBanuto. O61iye cBefieHus: 0 paboTe C
oOpalteHusIMU TpaXk/iaH ¢ 0OparieHUsIMA TPaKIaH.

15

ITpaktrueckas pabora Ne 35 o Teme «CocTaB/ieHHe HOMEHK/IATYPhI 1eT ¥ (JOPMUPOBAHUE J1e1»

ITpakTrueckas pabota Ne 36 o Teme «OdopmiieHHe JOKYMEHTOB 10 00paleHUsM TPaXKIaH»

KonrponbHass pabora Ne 3 mo Temam: «KappoBasi AokyMeHTamusi» M «OCHOBHBbIe NPHHIMNBI JAOKYMEHT0000poTa B
yUYpeXXAeHHH»
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CamocrosiTesibHasA pabora:
Perrienue 3a7jau ¥ ynpaskHeHHi 110 06pasily; cocTaBjeHue Tab/luI; pellieHre CUTYalMOHHBIX TIPOM3BO/ICTBEHHBIX (TPOdeCcCHOHATbHBIX)

3a7lau; TIO/ITOTOBKA K [IJIOBBIM WrpaM; paboTa C KOHCTEeKTOM Jjekiud (00paboTKH TeKkcTa); MOBTOpHas paboTa Haj, yueOHbIM 5
MarepuaioM (yueOHMKa, MEPBOMCTOYHMKA, AOTIOJIHUTEBHOW JIMTEpPaTypbl); COCTaB/ieHWE IJlaHa BBITIOJIHEHUs] paboThbl; OTBETHI Ha
KOHTPOJIbHBIE BOIPOCHI; BLIMOTHEHHE YIIPa)KHEHUH ¥ rpadruueckrx paboT
UTOTO |  q08
B T.U.MPaKTHYECKUX PadoT 36




3.YYEBHO-METOJNYECKOE 1 MATEPUAJ/IBHO-TEXHNYECKOE OBECITEYEHUE
ITPOI'PAMMBI OBIIEITPO®ECCHNOHAJIBHOI'O OUKJIA
OII. 03 OCHOBBI JEJIOITPON3BO/CTBA

3.1 Marepua/ibHO-TEXHUYECKOe o0ecreueHue.

Peanu3aniyisi TIpOrpaMMbl  AWUCLUIUIMHBL  OCYIIECTBIsSIeTCS B yueOHOM KaOuHeTe
«/loKyMeHTaI[MOHHOTO 00ecrieueHu s YIipaBIeHuUsI».

O6opynoBaHue yueOHOro KabuHeTa H pabounx MecT:

- TI0CaJJ0UHbIe MeCTa TI0 KOJIMUeCTBY 00yUaroLiXCs;

- pabouee MeCTO Tperio/jaBaTeJisi;

- yueOHHUKH 10 /1e/I0TIPOX3BO/ICTBY;

- yuebOHbIe HarJ/siiHbIe TT0COOUS TI0 AUCLIUTITHE;

- JULIEH3WMOHHOEe TIPOrpaMMHOeobecTieyeHue:

- orepaljOHHasi CUCTEMa;

- aHTHBHPYCHas [pOrpamma;

TexHUYecKHe CpeJCTBa 00yYeHH:

- NepCcoHasbHble KOMIBIOTEPHI C JOCTYTIOM K CeTH VIHTepHeT;
- CKaHep;

- TIpUHTEp;

- MyJIbTUMeJHa MPOeKTop.

3.2. In¢opmariuoHHoe obecrieueHue 00ydeHus

OcCHOBHBIE HICTOUHUKHU:
1. JlenkeBnu JI.A., [enmoripow3BoAcTBO: yueOHOe mocoOue [  HaAvaJbHOTO
nipodeccroHabHOTO 00pa3oBaHusi. — M.: M3aaTenbckuil 1eHTp «AKazemusi», 2018 rog.

Jlono/IHUTe/IbHbIe HCTOUHUKU:

1. JleukeBuu JI.LA. KoHTponbHble Marepuansl 1o mnpodeccun  «CekpeTapby,
N3parenbckuii 11eHTp «AKagemusi», M.: 2018 roz.

2. IloxuukoBa H.M., IIpakTukyM IO npegMeTry «/JOKyMeHTBI, KOpPPeCIOHJEHLIUS U
J1eJ1onpor3BOACTBO»: yueb. [locobue Anst cTyA. yupexkaeHui cpen.npod. obpa3oBaHus. — 4-e
u3g., crep. — M.: MI3gaTenbckui LeHT «AKagemus»,2018 rog.

3. AngponioBa E.A. «KajpoBoe [enonpon3BoAcTBO. [oKymeHTalusi», W3[aTelbCKUN
LieHTp «AKajemus», 2018 rop,.

4. Ky3neuos W.H. [enompousBogcteo. M.: WM3paTenbCKO-TOProBasi KOPIiOpaLus
"Hawkos u K", 2018 roz.

5. Kupcanos M.B., AkceHoB HO.M. Kypc pgenonpousBofcTBa: JOKyMeHTaLMOHHOE
obecrieuenue yripasnenus. M.: UTHOPAM; HoBocubupck: Cubupckoe cornaienue, 2018 rog.

6. B.B. CankoBMH(popmalLioHHbIe TeXHOJIOTUU v KOMITbOTepU3aLst
JleNIonpou3BO/CTBa», M3naTensckuii LieHTp «Akagemust, M.: 2018 roz.

7. Tlmenko A.B., JoponuHa JI.A. [lenonpou3sBoactso. M.: FOpaiit-U3a., 20018 rog.

8. [Ilasmok JI.B., Kucenesa T./. CipaBOYHUK 10 [1€/I0TIPOU3BO/CTBY, apXUBHOMY ey
1 ocHOBaM paboTsl Ha KoMmrsioTepe. CI16.6 "U3a. Jom I'epaa”. 2018 rog,.

HNHTepHeT-pecypchbi:
1. www.delpro.narod.ruhttp://www.delpro.narod.ru/- [1esonpon3Bo/iCTBO.
2. www.termika.ruhttp://www.termika.ru/— DHIMK/I0MIeANS 1€/I0NPOX3BO/ICTBA.


http://www.termika.ru/
http://www.delpro.narod.ru/

3. www.directum.ruhttp://www.directum.ru/-  31eKTPOHHOe  [IeJIOTIPOU3BOJICTBO U
KaHILIe/ISIpUSI

IIPUMEPHBIE TEMBI JOK/IAZIOB (PE®EPATOB) IIOYYEBHOM
MVICIIATIIMHEOIL 03 OCHOBBI JEJIOIIPOM3BO/ICTBA

1. «HopmaTuBHO-TIpaBOBOe obecrieueHre [esTeIbHOCTA CIy»XO [e/0npou3BOACTBa,
CTPYKTYypa»;

2. «[loHsATHE «IOKYMeHT», ero (pyHKUMs. Knaccudukaius JOKYMEHTOB IO OCHOBHBIM
MPHU3HAKaM»;

3. «[lonsTtue «pekBusnUT». [10CTOSAHHBIE U IEDEMEHHbIE PEKBU3UTHI»;

4. «XapakTepucTUKa pPEKBU3UTOB 3aro/IOBOYHOWM YacTH [OKyMEHTa, MX TepeuyeHb U
TpeOoBaHUs K 0()OPMIIEHUIO»;

5. «XapakTepucTvKa peKBU3UTOB COJ/lep)KaTelbHOM YacTH JOKyMeHTa, WX IepeueHb U
TpeOoBaHUs K 0()OPMIIEHUIO»;

6. «XapakTepucTHKa pPeKBU3UTOB OGOPMJISIFOIEN uYacTU [JOKyMeHTa, UX TepeueHb U
TpeOoBaHUs K 0()OPMIIEHUIO»;

7. «bnaHK  [OKyMeHTa, BH/bI  OJAaHKOB  OpraHW3allMOHHO-PACTIOPSIUTeTHHBIX
JOKyMeHTOB. TpeboBaHust K O6/1aHKaM, pa3Mepsbl Mo/eli 6J1aHKOB»;

8. «OpraHu3aloHHbIe JOKYMEHTHI, UX Ha3HaueHWe U posib. OCHOBHBIE BH/IbI U 00ILI[He
ripaBU/a 0OpMJIEHHUsI»;

9. «O6masi xapakTepUCTHKa [JO/DKHOCTHOM WHCTPYKUuHU. OripefesieHre, CTPYKTypa
Co/iep>KaHusi, OpsiIoK 0OpM/IeHUsI U OCHOBHBIE PEKBU3UTHI JOKYMEHTa»;

10. «ITtaTtHoe pacnucanue. OOIIas XapakTepUCTHKa AOKyMeHTa; (opMa HCIIOHEHMUS,
CTPYKTYpa cojiepKaHusi, MOPsiIoK 0popMIeH sl PpEKBU3UTOB JOKYMEHTa»;

11. «PacriopsijyresibHble JOKYMEHThI, UX Ha3HaueHue U pPoJib B yIipaBjieHUU. OCHOBHbIE
BU/IbI PaCTIOPSIIUTETbHBIX JOKYMEHTORB M 00IIHe TIpaBria 0popMIIeHHUs»;

12. «IIprka3 1o OCHOBHOU JesdTenbHOCTU. CTPYKTypa TeKCTa TpHKasa, MOPSJ0K ero
pa3paboTKH ¥ NpaBU/ia OpOPMIIEHHST PEKBU3UTOB. BhIMMCcKa U3 MpUKasza»;

13. «PacnopspkeHve. CTpyKTypa TeKCTa, paBr/a 0)OpM/IeHUs] pEKBU3UTOBY;

14. «VH$popMaIMOHHO-CIIPaBOUHbIe JOKYMEHThI, UX POJib U Ha3HaueHUe B yTpaBIeHUM.
[TepeueHb OCHOBHBIX BHOB MH(GOPMAIIMOHHO-CIIPABOYHBIX JOKyMeHTOB. OO1ie TpeboBaHUs K
1X 0)OpPMJIEHUION;

15. «Axr. Ob11ass xapakKTepruCTHKa I0KyMeHTa, CTPYKTYypa TeKCTa, MOPs0K pa3paboTKu
1 opopmyieHHs1 PEKBU3UTOB aKTa»;

16. «IIpotokosn. OOiass xXapakTepUCTHKAa TPOTOKOJIA, CTPYKTypa TeKCTa, TOPsZOK
pa3paboTKu ¥ 0pOPMJIEHHST PEKBU3UTOB C/Ty>KeOHBIX 3aITUCOK»;

17. «doknamHasi, oObsicHUTeNbHas 3arvcka. OOIas XapakTepucTHKa JIOKyMEeHTa,
PEKBU3UTHI CIIPaBOK, 0COOEHHOCTH 0(OPMJ/IEHUSI»;

18. «CrpaBka. Buger cripaBok. OOirjasi XapakTepUCTHKa [JOKyMeHTa, peKBU3WThI
CMPaBOK, 0COOEHHOCTH 0(hOPMIIEHHSI»;

19. «Cnyxebnoe mmcbMo. Bugpsl mwmcem. CTpyKTypa, TOpSZOK OQopMIIeHus,
TpeOOBaHUs K MUCbMY, PEKBU3UTHI ITHChMa»;

20. «Tenerpamma u TenedoHorpamma. OOIrjasi XapakTepUCTHKa JOKYMEHTOB, MOPSOK
odopmsieHHs1 PEKBU3UTOBY;

21. «/JoKymMeHTBHI 10 JIMYHOMY COCTaBy. IlepeueHb [JOKyMeHTOB. OCOOEHHOCTH 3THUX
JIOKYMEHTOB;

22. «OdopmieHue KaipoBbIX MPHUKA30B, BLIMMCKA U3 TIPUKAa3a»;

23. «OdopmneHue 3asBeHus], aBTOOMOrpadyu, XapaKTepPUCTHUKH, Pe3tOMe»;
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24. «TpypoBasi KHWKKa. [IpaBria opopmiieHrst TPyIOBbIX KHIKEK»;
25. «JlokymeHTo0060pOT. OCHOBHBIE 3Talbl JOKYMeHTooOopoTa. TexHo/morust paboTel ¢
BXOJALMMHU [JOKyMEeHTaMu»



4. KOHTPOJIb 1 OHEHKA PE3YJ/IbTATOB OCBOEHUA JUCLHUII/IMHBI

KonTpobu

OIléHKa pe3yJ/ibTaTOB 0CBOeHudA

JVCLIATITUHBI

OCYILIEeCTB/IAOTCA

rnperogaBaTtejieM B IIpoLecce IIpoBeAeHUS IMMPAKTUUYECKUX 3aHATUIA U JIa60paTOpHBIX pa60T,
TeCTHUPOBAHUA, d TdKXKe BLIIIO/JITHEHHA 06yan-OH_[I/IMI/ICﬂ WHAWBUAYA/IbHBIX 3aﬂaHHﬁ, IIPOEKTOB,

I/ICC]IE,ELOBaHI/If/’I M TIO3BOJIAET OLIEHWTb B T.U. YPOBeHb OCBO€HHA 3/IEMEHTOB O6H_[I/IX u
l'IpO(bECCI/IOHaJ'IBHbIX KOMHETEHHHﬁ.

Koppl Pe3ynbTaThl 00yueHHs DopMBI U MEeTO/ibI
3/IEMEHTOB | (0CBOEHHbIE YMEeHHs, YCBOeHHbIe 3HAHUA) KOHTPOJIA M OL€HKH
OK u IIK pe3y/IbTaToB 00yueHUs
yMeHHMS:
-payUOHA/NLHO 0Op2aHU3086bI8AMb mpy0 | Texymmit KOHTPOJIb
deaonpousgodumesi(cekpemaps); YMEeHHUH:
-noAb308aMbCS. UHCMPYKYUSIMU NO OXpaHe mpyod U MexHUKU By anbHble
6e3onacHocmu 0es10npou3eooumens; 3a/laHud, KapTO4KH-
-0(hOpMJISITh Pa3/TUUHBIE BH/IbI TIHCEM; 3 a%aHHH’ TpaKTHIHecKue
-OCYIIeCTBIISATh ZIOKYMeHTHpPOBaHHUe OpraHU3aLOHHO- paboTeL.
HI?E?ZG pacropsiAUTeTbHOM [1eSITe/TbHOCTH YUPEeXKIeHHH; PyGexHbiii  KOHTPOJIb
TP 1.30 | “OCHOBHbIE NPUHYUNbI pabombl ¢ KaOpoebiMU OOKYMEHMAaMU; yMeHHii:
-ohopmasimb QOKyMeHmMblL N0 0OPAUeHUSM 2paHCOaH; POBEPOUHbIe paboTEl,
-omcnedxcusamsb 08udiceHue OOKYMEeHMa 8 yupe#coeHuu; KOHTPOJIbHBIE PabOTHI.
-coCcmaeisimb HOMEHKAAmypy oen;
-popmupoeamb dena u nod20mMABAUBAMb UX K NOCACOYIOUWEMy Hpomemqunmii
XPAHeHU!o U UCNo/b308AHUIO; KOHTPO/Ib yMEHHH:
JK3aMeH
3HAHUA:
-OCHOBHbIE CBE/IEHUS] U3 UCTOPUH [1eJIOTIPOM3BO/ICTBA; Tekymui KOHTPOJIb
-obujue nosodceHus 06 opeanusayuu mpyda pabomHukog | 3HAHMM:
cnyscobl JJOY; WHauBUTy aflbHbIE
-oCHOBHble ceedeHusi 06 oxpaHe mpyda U mexHuke | SOAAHUA, KapTOHKH-
6e3onacHocmu desnonpousgooumensi; 3ajidHnd,  TECTUPOBAHME,
. MpaKTHYeCKre paboThl
-001IMe TIOJIOXKEHUS M0 JJOKYMEHTHUPOBAHHUIO YITpaBIeHYeCKOU
AEATENTLHOCTH, Py6exxHblii  KOHTpOJIb
-BUZIbI IOKYMEHTOB: TPY/IOBbIe [JOTOBODBI; TIPHKA3bl O TPUEME, SHAHMEL:
YBOJIbHEHUH, TIepeBO/ie; TPYAOBble KHYDKKH; JIMUHbIE KapTOUKU TIpOBepOuUHble  PaBOoTEI,
OK 1-7 pabOTHHUKOB. KOHTPOJIbHBIE PaOOTHI.
I}II; 3 i:é(? -0bwue cgedeHus 0 pabome ¢ 0O6pAWeHUAMU 2PAHCOAH; 5
-0bwue ceedeHuss 06 opeaHuzayuu OOKymeHmoobopoma 8 Hpomemqum;ni
yupescoeHul; KOHTPOJIb 3HAHHIA:
JK3aMeH

-0bwue ceedeHust 0 HOMeHKAamype oesn;
-obwue ceedeHuss 0 (hopmupogaHuu Oen U NOO20MOBKU Oea K
nocsnedyoujemy XpaHeHuio U UCNo/Mb308aHUIO;

-obwue ceedeHus o0 pabome ¢  KOH(pUOeHYUANbHbIMU
O0oKymeHmamu;
-paboma desonpousgooumensi no 6e300KyMeHmMHOMY

obcyscusaHuro.
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