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1. IACIIOPT PABOYEM ITPOIr'PAMMBbBI YYEFHOM JJUCIIUIIJIUHBI
OcHOBBI 1€10NIPOU3BOACTBA
1.1. Ob61acTh npuMeHeHus1 padoueil MporpaMMbl

[Iporpamma  y4yeOHOM JUCLUILIUHBI SIBJISIETCSA YacTbhIO OCHOBHOM
npodeccuoHanbHOM 00pa3zoBaTesbHOM mporpamMmbl B cooTBercTBUU ¢ DI'OC mo
npodeccun CIIO 39.01.01 CoumanbHblii paOOTHUK, BXOJAAIIEH B YKPYITHEHHYIO TPYIIITY
npodeccuit 39.00.00 Cornonorus u corayibHas padora.

1.2. MecTo y4eOHOM IMCUUILIMHBI B CTPYKTYPe OCHOBHOM NPo¢eCcCHOHAIbHOU
o0pa3oBaTeJIbHOM MPOrpamMMBbl: JUCIUILUIMHA BXOJIUT B 001IeNpodheCCUOHANIbHBIN
y4eOHBIN ITUKII.

1.3. leau u 3aga4um y4eOHOH AMCUUIIMHBI — TPeOOBAaHMS K pe3yJibTaTaM
OCBOCHHS TUCHUIIHHBI:

B pesynbrare ocBoeHUs yueOHON MUCIMUIUIMHBI 00YYarOIIUICS TOKEH YMETh.

- COCTaBIIATh CITY)KEOHbIE JOKYMEHTHI, B T.4. TUCbMA, MPOEKTHI IPUKA30B U
paclopsiKEHUN;

- 3aMOJTHSATH MEPBUYHBIC YUETHBIE JOKYMEHTHI IO MPOQUITIO podeccHoHaIbHOM
NEeSITEBHOCTH;

- HIOJIB30BAThCA CPCACTBAMU KOIIMPOBAHUA U TUPAKUPOBAHUA,

- OJIb30BAThHCS PA3JIMYHBIMU CPEJICTBAMU CBSI3U, B TOM UKCIIE MAaKCUMaJIbHOU U
3JIEKTPOHHOM.

B pesynbrare ocBoeHUs y4eOHON TUCIMIUIMHBI O0yYarOITUICS TOJKEH 3HATh!
- IPUHITMITBI OPraHU3alUKU PabOTHI C TIOKYMEHTaMU;
- MPaBWJIa COCTaBJICHUS U 0)OPMIICHUS TOKYMEHTOB;

- yHU(UIHPOBAHHBIC (POPMBI IEPBUYHBIX YUETHBIX JOKYMEHTOB IO HPOQUITIO
po¢eCCHOHATILHON JISITEIIbHOCTH,

- IPaBUJIa TEKYIIErO0 XPaHEHUs JOKYMEHTOB;
- IOATOTOBKY JOKYMEHTALMU JJIsl JIIUTEIbHOTO XPAHEHHUS;
- CpEICTBAa KOMMPOBAHUS U OTIEPATUBHOTO PA3MHOKEHUS TJOKYMEHTOB;

- CpECTBA THPAXKUPOBAHUS JOKYMEHTOB;



- CpeJICTBa CBSI3U.

1.4. Pe3yabTaToM ocBOeHUsI MporpaMmbl y4eOHoi aucuumiinabl OI1.03 OcHoBbl
JeJIONPOU3BOACTBA SIBJISECTCS OBJIaJeHHE 00y4aloUIUMHCH NPO(PecCHOHATbHBIMHA
U 00IIMMH KOMIIETeHIUAMHM

COI[GﬁCTBOBElTI) JMIaM  IOXKWJIOrO BO3pacTa W HMHBAJIMAAM B IOJYYCHUHU COLUAJIBHO-

IK 1.2.
MCIUIIMHCKUX YCJIYT, OKa3bIBAThb IICPBYIO MCANIIMHCKYIO ITIOMOIIb.

[1K 1.3. CogeiicTBOBaTh JMIIAM TMOXKHJIOTO BO3pacTa W HWHBAIMJAAM B TOJYYEHUH COLHAIBHO-
[ICUXOJIOTMYECKUX YCIIYT, OKa3bIBATh IEPBUYHYIO IICUXOJOTHYECKYIO ITOIEPKKY.

[IK 1.4. |ConeiicTBOBaTh JMIAM MOXKHJIOTO BO3pacTa W HHBAJIUIAM B MOJYYEHHUU COLIMAJIBHO-
SKOHOMHUYECKUX YCIYT.

OK 1. IloHuMars CyIIHOCTb U COIMAIBHYIO 3HAYUMOCTh Oyayliei npodeccun,
IPOSIBIIATH K HEM YCTOMYMBBIN MHTEPEC.

OK 2. OpranuzoBbIBaTh COOCTBEHHYIO JCSATEILHOCTD, UCXOJISI U3 LIEJIU U CIIOCOOOB e
JOCTH>KEHUS, ONIPEACIICHHBIX PYKOBOJAUTEIEM.

OK 4. OcymiecTBiars NoUCK HHPpoOpMaIuu, HeooxoauMou 11st 3G HEKTUBHOTO
BBITTOJTHEHUS MTPO(EeCCHOHATBHBIX 3a71ad.

OK 5. Hcnonbk3oBaTh HHPOPMALMOHHO-KOMMYHHKAIIMOHHBIE TEXHOJIOTHH B
npodeccuoHaIbHOM 1eITeTbHOCTH.

1.5. PekomenayeMoe KOJIMYECTBO YACOB HA OCBOEHME padoyell MpPorpamMmabl
yY4eOHO# AUCHUIITHHBI:

MaKCHUMaJIbHOW yueOHOM Harpy3ku oOyuaromierocst — 59 4acoB, B TOM 4ucIe
00s13aTENIPHON ayIUTOPHON Yy4eOHOM Harpy3ku o0ydaromerocs - 34 Jaca;

CaMOCTOSATEIHLHOM paboThl 00yJaromerocs: - 25 4acos.



2. CTPYKTYPA U COJAEP)KAHUE YUEBHON JUCIUILJINHBI

2.1. O0bem yueOHOM JMCHUIIMHBI M BBl Y4eOHOH padoThl

Bua yyeOHoM padoThI O0bem
4acoB
MaxkcumanbHas ydyeOHasi Harpy3Ka (Bcero) 59
Oobs13aTesibHAs ayIMTOPHAs y4eOHAsi HAarpy3Ka (Bcero) 34
B TOM YHCJIC:
MPAKTUYECKUE 3aHATHS 16
KOHTPOJIbHBIC paOOTHI -
CamocTosiTeqibHas paboTa o0yyarinerocs (Bcero) 25
B TOM YHCJIC:
BBITIOJIHEHUE pedepaToB 4
COCTAaBJICHUE MPE3CHTAIINM 7
HaIMCaHUe KOHCIIEKTOB U COOOIIEHUN 14

HroroBasi arrectanms B popme oughgepenyuposannozo 3auema




2.2. TemaTu4yeckuii JIaH U cojiep:kaHue y4eOHOH TucUMIUIMHBI  (OCHOBBI /1€J10NPOU3BOACTBA

HaumeHoBaHue pa3jiejioB U TeM Copep:xanue yueOHOro MaTepuaJia, jaboparopHblie padoThl U O0bem YpoBenb
NpaKTHYeCKUe 3aHATHS, CAMOCTOATEIbHAsI padoTa 00y4alouXcs 4acoB 0CBOEHMA
1 2 3 4

Tema 1. /lokymMeHT, ero pyHKIUH, IPU3HAKH, Coaep:kanue yueOHOro MaTepuajia 2

CTPYKTYpa
1.IlonsATHE O JOKYMEHTAX, CIOCO0aX TOKYMEHTUPOBAHUS, HOCUTENSIX 1 1
uH(popMaLUN.
2. Dramnbl cTaHOBJIEHHUS Jenonpou3BoacTa B Poccun. Ilpusnaku, GyHKIMM 1 1 1
CTPYKTYypa JOKyMEHTa

Tema 2. CucreMbl JOKYMEHTAIIUH ConeprxaHue y4eOHOro MaTepuaja 5
1.OcHOBHBIE LI€NH YHU(DUKAIIMHN TOKYMEHTOB. 1 1
2. [lonsiTie «cucremMa JOKyMEHTAMI». Y HUPUIIMPOBAHHBIE CUCTEMBI 1 1
JOKYMEHTAITUH
IpakTuyeckue 3ausaTus 1-3 3
ITocTpoenne ytsipa-oobpasza OPJ]
BHeaynuTopHasi camMocTosiTeJibHAasi paboTa 21
1.ITpe3sentanus: OcHoBHbBIE pa3aenbl TpynoBoro kojaekca PO 2
2.CocraBnenue onmopHoro koHcnekra 1o craTbsiM TK PO «O cinyxeOHbIX 2
KOMaHIUPOBKaX»
3.Koncnekr: J)KypHain peructpaiiuii KOMaHJIHupPOBOK. 2
4.BoinonHenue pedepata 1o reme «Kaaposas JOKyMeHTaLMsI COBPEMEHHOTO 2
YUPEXIECHUS» U MOATOTOBKA €r0 3alUThI
5.Beimonnenue pedepara no teme «OcoOEHHOCTH XpaHEHHsI pa3HOIO BUAA 2
KaJpOBOH JOKYMEHTALMU» U MOArOTOBKA €r0 3allUThl.
6.Coob1enne: O60pyi0BaHNE KOMHATHI JUIsl XpaHEHUs! JOKYMEHTOB 2
7.Koncnekr: CocraBieHne apXUBHOTO CIIPABOYHUKA CTPYKTYPHOIO 3
10JIpa3/IeJIeHUs
8.Coobmenne: OcoOGeHHOCTH 0POPMIICHUSI TPYLOBOTO JOTOBOpPa C pabOTHUKAMU 3
B ¢uinane
9.IIpe3zentanus: OCHOBHBIE MOJIOXKEHHS TPYAOBOIO JI0r0OBOpa ¢ paOOTHUKAMH 3
dbunmana

Tema 3. IIpaBuiia opopmiieHHS U COCTABJICHUS Coaepikanue yueOHOro MaTepuajia 12

AOKYMEHTOB




1.006mme HopMBI 1 TpaBuiIa 0(OPMIICHHS JOKYMEHTOB.

2. O0ume HOpMBI U paBuIia 0HOPMIICHHUS TOKYMEHTOB.

3.IlpaBuna opopmiiennst ocHOBHBIX Bu10B OPJI.

4.11paBuna ohopmienus: ocHoBHbIX Bu10B OP/I.

5.11paBuna oopMIeHHs M BBIAYN KOTIHIA TOKYMEHTOB.

6.I1paBmia 0opMIICHHS U BbIIAYH KOITHIA JOKYMEHTOB.

S

IpakTuyeckue 3ansaTus 4-6 OpopmiieHre nprkasza no JMYHOMY COCTaBY,
pacnopsiKeHUs

IpakTuueckue 3ausaTus 7-9 .OdopmieHne 1 BpIa4a KONUI JOKYMEHTOB

BueayauTopHas caMocTosiTeIbHAs1 padoTa

[IpesenTtanus: OcHoBHble nosioxkeHus [locranosnenus [IpaButensctBa PO ot 16
anpenst 2003 r. N 225"0 Tpy0oBBIX KHHKKaX'"

N lW W RrR(RP Rk

CooOuienne: MHCTpyKIus 10 3aM0JIHEHUIO TPpyIoBbIX KHIkeK ([Tpunoxenue k
[TocranoBnenuto Muntpyna Poccun ot 10.10.2003 No69)

N

Tema 4. Opranusanusi padoThl ¢ JOKYMEHTAMH

Conep:kanue y4eGHOro MaTepuaJia

[EY
o

1. Ciiyx6a TOKyMEHTAallMOHHOTO 00ecreYeH s yIIpaBIeHUsl.

2. TpeboBaHMs K OpraHU3aIyy JOKyMEHT0000pOTA.

3. Opranuzanus mpuemMa, pacCMOTPEHHUS U PETUCTPaIH TOKYMEHTOB

4. NudopmarmoHHo-cripaBovHas padota: npusHaku nmoctpoeHus UIIC;

5. MadopmanimoHHO-cripaBovHast paboTa: 1eib Co31aHus HHPOPMAITMOHHO-TIOMCKOBOM
cuctemsbl (UTIC) B opranmsarmu;

R PR Rk

R PR Rk

6. Opl"aHI/ISaI_II/IH OTIIPABKKU UCXOOAMINX JOKYMCHTOB: CpEACTBA OTIIPABKH, CUCTEMBI
BHCKIPOHHOﬁ IIOYTHI.

-

7. Opranuzaiys OTIpPaBKU UCXOISIINX JOKYMEHTOB: COPTUPOBKA IOKYMEHTOB IPH
OTIpaBKe

IpaxTuueckue 3ausitusi 10-12. Peructpaiyis u oTripaBka JOKyMEHTOB

Tema 5. CucremaTusanusi 1 XxpaHeHHe JOKYMEHTOB

Conepaxanue y4eOHOIro Marepuasia

1.Tpe6OBaHI/I$I K OpraHu3aliiu XpaHCHUs UCIIOJIHCHHBIX TOKYMCHTOB B
JACJIOITPOU3BOJACTBE.

R O1wW| -

IIpakTnyeckue 3ansaTus 13-16 [lonroroska Jen K apXxuBHOMY XpaHEHHUIO

Oo0s3aTenbHAsA HATPYy3Ka

34

Bcero:

59




3. YCJOBUS PEAJIN3AIIMUA YYEBHOM JUCIHUILINHBI
3.1. TpeOoBaHUA K MUHMMAJIbHOMY MATEPHAJIbHO-TEXHUYECKOMY

o0ecreYeH I

Peanuzanuus yueOHON TUCHUIUIMHBI TpeOyeT Hanuuus yueOHoro kabunera OCHOBBI

ACJIOIPOU3BOJACTBA

O6opynoBaHue yuyeOHOTO KaOUHeETa:

- TOCAI0YHBIE MECTa 0 KOJIMYECTBY 00YJarOIIUXCS;
- pabodee MECTO MperoaaBaTers;

- yueOHast TUTepaTypa;

- y4eOHO-METOIUYECKasT TJOKyMCHTAITHS.
TexHuueckue cpeacTBa 00yICHUS:

- KOMIIBIOTED C JIMIIEH3NOHHBIM MTPOTPaMMHBIM 00€CTICUCHUEM U MYJIbTUMEIUA
IPOEKTOD;

- IPUHTED;
- (haxc;
- KCEpOKC.

3.2. UudopmanuoHHoe odecrieueHne 00ydeHust

Ilepeuenb pekoMeHayeMbIX YUeOHBIX U31aHuil, UHTEepHET-pecypcoB,
AOMOJHUTEJIbHOM JTUTEPATYPbI

OCHOBHBIE UCTOUYHUKH:

1. JlemonpouspojctBo: yueOonuk / T.A.beikosa, JI.M.Bsnoga, I'.}O.MakcumoBuy,
JI.B.Cankwuna; mox o6, pea. npod. T.B.Ky3nenopoit. — Mocksa: MILIO®OP, 2014,

2. Jlenompou3BOJACTBO: OO0pa3lbl, JOKYMEHTBI, OpTaHM3aIUsi ¥ TEXHOJOTHUS
pa6otsl. Ilog pea. N.K. Kopueera —M.: TK Ben6u, uznarensctBo IIpocnekt, 2015.

3. Jlemompou3BOACTBO: 0O0pa3lbl JOKYMEHTOB C KOMMeHTapusimu/ E.A.
JlonatHukoBa.- 2-¢ u3a., monp. M qom. — M.: M3a-Bo Omera, 2016 — 319 c.

HOHOJIHI/ITeJ'IBHBIC HNCTOYHHKMH

1. Carsu C. [enonpou3BOACTBO Ha KoMmmbroTepe. llomynsapHbIi camMOydHTENb.-
CII6: ITutep, 2014



2.CtentokoB M.B. Jlemonpou3BoJCTBO: KOHCHEKT Jekiuid. — Mocksa: Ilpuop-
n3nar, 2014,

3. SnkoBckas B.®., UykoBenkoB A.B. IlpaBuna odopmiieHuss JOKYMEHTOB.
Kommentapuit k T'OCT P 6.30-2013 «YHUPUIUPOBAHHBIE CHCTEMBI
JOKYMEHTAIIHH. VYHuuumrpoBaHHas cucrema OpraHM3alMOHHO-
pacnopsauTeNbHON JOKyMEeHTaluu. TpeboBanus K 0hOPMIICHUIO TOKYMEHTOBY. —
Mockga: TK Ben6wu; [Ipocnekr, 2014.

7. Kypnan «/lenonpon3BoicTBO»
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4. KOHTPOJIb Y OLIEHKA PE3YJIbTATOB OCBOEHUSI YYEBHOH

JTUCHUATIIUHBI

KonTpoas wu omenka

pE3yNbTATOB

OCBOCHUSI  Y4eOHOM  AMCHUILIMHBI

OCYHCCTBIIAACTCA IMPEIOJAaBaTCjicM B IIPOHECCE IMPOBCACHUA IMPAKTHYCCKUX

3aHATHM M Ja0OpaTOpHBIX padoT,

TECTUPOBAHUS,

a TaKXKC BBIIIOJIHCHUA

O6y‘laIOI_HI/IMI/IC$I HHANBUAYaJIbHBIX 3aI[aHHﬁ, ITPOCKTOB, HCCHGHOB&HHﬁ.

Pe3ysbTaThl 00y4eHus

(OCBOCHHBIC YMEHUs, YCBOCHHLIC 3H8HI/IH)

@DopMbI U METOILI KOHTPOJISI U OLIEHKH
pe3yJbTaTOB 00y4YeHus

1

2

YMmenusn:

COCTAaBIISITh CITy’)KEOHBIE JIOKYMEHTBI, B T.Y. MTHCHMA,
IIPOEKTHI IPUKA30B U PACIOPSIKEHUI

IIpakTruueckue 3aHATUA

3aIOJHATh EPBUYHBIC YUETHBIC JOKYMEHTHI 110
npodrtro

npohecCHOHATBHOMN A TENFHOCTH

[IpakTuueckue 3aHATHS, KOHTPOJIbHAs pabora

MTOJTE30BATHCS CPEICTBAMHU KOIUPOBAHUS U
THPaKUPOBAHUS

TIpakTruueckue 3aHATUA

MTOJTE30BATHCS PA3TUYHBIME CPEICTBAMH CBSI3H, B TOM
gucie GaKCUMUIBLHOW U JIEKTPOHHON

IIpakTudeckue 3aHATHS, CAMOCTOATENbHAS padoTa

3Hanusa:

MIPUHIIAITEI OPTaHU3AINN PabOTHI C JOKYMEHTAMHU

CamocrosTensHas pabota, KOHTpOJIbHAS padoTa

MIpaBMJIa COCTABIEHUS U 0OPMIIEHHUS JOKYMEHTOB

TIpakTuueckue 3aHATUA

YHUPHUIMPOBAHHBIE  (DOPMEI
JOKYMEHTOB M0  MpOohHUIIO
JEATETbHOCTH

HEePBUYHBIX  yYETHBIX
poeccroHaTbHON

[IpakTrueckue 3aHITUS

[IpaBUjIa TEKYILEro XpaHeHUsI JOKYMEHTOB

Kontponrsaas padora

MNOATOTOBKY
XpaHCHHUA

JAOKYMCHTAIlUN JJIA JJIATCIIBHOI'O

CamocrosiTenbHas paboTta, KOHTpoJIbHas paborta

CpCaACTBA KOIMMUPOBAHUA U OIICPATUBHOI'O
Pa3MHOXKCHUA NOKYMCHTOB, CPECACTBA CBA3U

HpaKTquCKI/Ie 3aHATUA
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