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1. OBIIASI XAPAKTEPUCTUKA IPUMEPHOM PABOYEMN
IMPOTPAMMBI YYEBHOM JUCLIUIIJINHBI
«OII1.03 OcHOBBI 1€10NIPOU3BO/ICTBAY

1.1. MecTo OMCUMIUIMHBI B CTPYKTYpe OCHOBHOII 00pa3oBaTe/ibHOI

NpOrpaMMmblI:
VYuebnas  gucuuruiniHa  «OCHOBBI  JINIOTIPOU3BOJACTBA»  SIBIISETCS
00s3aTeNIbHOW  4YacThl0  OOLIENpO(ECcCCHOHANLHOTO  LMKJIA  MPUMEpPHOUN

obOpazoBatenpHOM TporpamMmbl B cooTBeTcTBUM ¢ T'OC CIIO no npodeccum.
Oco0oe 3HaueHne AUCIUILUIMHA UMEET Npu popMupoBaHuu U pa3Butuu OK
01, OK 02, OK 05, OK 09.

1.2. lleqb ¥ UIaHUPYeEMBbIe Pe3yJbTATHI OCBOCHHS IUCIUIINHBI:
B pamkax nporpaMMbl yueOHOM TUCHIUTITUHBI 00YYarOIIMMHUCS OCBAaNBAIOTCS

YMEHHUS
U 3HAHUSA
Kon YMmeHus 3Hanus
IIK, OK

OK 01 - cocTaBisTh W OGOPMIIATH |-  HOPMATUBHO-TIPABOBOE

OK 02 CIy’)kKeOHbIE  JOKYMEHTBbl  Ha | HOpPMAaTUBHO-METOIUYECKOE

OK 05 OCHOBE TpeOOBaHUM | 0OecIieueHHue

OK 09 COBPEMEHHBIX  HOPMAaTHBHBIX | JIEJIONPOU3BOJICTBA;

IIK 1.6 IIPABOBBIX AKTOB; - TOCYNApCTBEHHBIE CTaHIAPTHI
- MOJIb30BAThCS | HA JOKYMEHTALMIO;
YHUPUIMPOBAHHBIMUA (popmamu | - HOHSTHS, CBOMCTBA,
JIOKYMEHTOB; KJIACCU(UKALIUIO TOKYMEHTOB;

- OCYNIIECTBISATb  NPOBEPKY |- MpaBUja COCTaBICHUS U
MPOCKTOB  JIOKYMEHTOB  Ha | opOpMIICHHUST OTACIBbHBIX BHUJIOB
COOTBETCTBHE npaBujaM | IOKYMEHTOB B COOTBETCTBUHU C
JETONPOU3BOCTBA. TpeOOBaHUSIMU
3aKOHOJATEIbHON 0a3bl;
- OCOOEHHOCTM CcOCTaBa U
obopmiieHUS PEKBU3UTOB
JIOKYMEHTOB,;

- 001IMe TpeOOBaHMS K CO3aHUIO
JIOKyMEHTOB.




2. CTPYKTYPA U COJAEPKAHUE YUEBHOM JUCHUNJIAHBI

2.1. O0beM y4eOHOM AMCUMIIMHBI M BUABI Y4eOHOil padoThl

Buna yueoHoit padoThI O0bem B yacax
O0bem 00pa3oBaTe/IbHOI NPOrpaMMbl Y4eOHOM 57
AUCHHUILJIMHBI

B T.4. B (popMe NPAKTHYECKOH MOATOTOBKHU 18

BT. 4.:

TEOPETUYECKOE 00yUCHHE 16
MPAKTUYECKUE 3aHATHUS 18

Camocmosmenvras pa60ma -

[TpomexxyTouHast arTecTanus *




2.2. TeMmaTHyeCKHi IJIAH U COJAEPKAHNE YUeOHOW TUCUUNIMHBI

Koanl
Oo0beMm, ak. 4. / " .
KOMIIeTEHIIHH,
B TOM 4HCJIe
(popmupoBanuio
HaumenoBanmue Conepxanue y4eOHOro MaTrepuasa u popMbl OPraHM3aNuN JesiTeJIbHOCTH B (popme KOTODEIX
pa3aesioB U TeM o0yJarouuxcs NMPAKTHYECKOM P
crocod0cTByer
MOJATOTOBKH,
3JIEMEHT
aK. 4.
NMPOrpamMmbl
1 2 3 4
Paznei 1. /les1onpon3BoaCTBO KaK cHCTeMAa padoThl € TOKYMEHTAMU
Tema 1.1. Coaepxxanne 1 OK 02,
TeopeTuxo- 1./leTonpon3BOACTBO: 1EIU, 3aJa4yd M OCHOBHBIE NPUHUUIBL. OCHOBHBIC TMOHATHS OK 05,
NpaBoOBbIE U JIETIONPOU3BOICTBA. OK 09
HOPMATHBHBIE 2. lonsTust «uHGOPMAIUI) U «JIOKYMEHT», UX CBsI3b. DYHKIIMN qoKyMeHTa. CBOWCTBA 1
OCHOBBI U pU3HAKyU ToKyMeHTa. Knaccuukanus 10KyMeHTOB.
NeJIONPON3BO/ICTBA
Conepxanue 1
Tema 1.2. [Tonsitue cucrempl  nokyMeHTanud. OCHOBHBIE  (PYHKIMOHAIBHBIE  CHCTEMBI OK 02,
CucreMbl nokymeHTanuu B Poccuiickoit  ®@epeparun.  YHHQHUIMPOBAHHBIE  CHCTEMBI 1 OK 05,
AOKYMEHTAIUH nokymeHTanuu. OOIIepocCuiickue KiIacCu(PUKaTOphl TEXHUKO-DKOHOMHYECKOW | OK 09
COLMATILHOM MH(OPMAIIHH.
Paznen 2. IlpaBuiia mnoaroTroBKu u opopmJiieHus1 0TAEJIbHBIX BUJI0B IOKYMEHTOB
Conepxanue 6/4
['ocynapcTBeHHBIE CTaHIAPTHI HA JOKYMEHTAIMIO. 3aKOHOAATEIbHBIC U HOPMAaTUBHBIC OK 01
aKThl, YCTaHABJIMBAIOLIUE MpaBuia oopmieHus AoKymeHToB. OOmue TpeOoBaHUs K OK 02’
CO3JIaHUI0 JOKyMEeHTOB. HopmaTtuBHBIE TpeOOBaHMS K COCTaBY PEKBU3UTOB JIOKYMEHTOB ) OK 0 5’
Tema 2.1. U ux opopmieHue. Bunpl u Ha3HayeHue O1aHkoB. TpeGoBaHus K G1aHKaM JIOKYMEHTOB. OK 09’
Cranpaprusanus CxeMbl pacronoXeHUs peKBU3UTOB JTOKYMEHTOB U TpaHHIbl 30H Ha (opmare A4, K 1 6’
npoiuecca POJOIBHOTO U YTIIOBOTO OJIAHKOB. ’
AOKYMEHTHPOBaHMA | B ToM 4mcie npakTHYeCKHX 3aHATHH U JIA00PATOPHBIX padoT 4
I[IpakTuyeckoe 3ansatue Nel. OdopmiieHHEe CXeM pPACIONOKECHHUS PEKBU3UTOB
JIOKYMEHTOB M TPaHWIBI 30H Ha ¢opmare A4, MpoaOIHLHOTO M YIJIOBOTO OJIAHKOB. )

OdopmiieHne peKBU3UTOB TIOKyMEHTOB. PeKBU3UTHI ToKyMeHTa. CXeMBbI pacoI0KEHHUS
PEKBHU3UTOB. MEKCTPOUYHbBIE HHTEPBAJIbI, CIOJIb3yeMble MPU 0OPMICHUH PEKBU3UTOB.
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[pudTel, HCHOIB3yEMBIE AJI1 0POPMIICHUS PEKBU3UTOB

IIpakTuyeckoe 3ansaTue Ne 2. OpopmieHue 6JIaHKOB TOKYMEHTOB 2

Conepxanue 4/2

W3ydyeHnne  makera  OpraHU3allMOHHBIX  JIOKYMEHTOB  OpraHu3auuu.  Buisl OK 01
Tema 2.2 OpPTaHHW3AI[MOHHBIX JOKYMEHTOB (YyCTaBbl, TOJOXEHUS, TMpaBWIa, HWHCTPYKIUH). ) OK 02’

2. ,

Opranmsauuonnas XapakTepHucTuKa OCHOBHBIX gnnos OpraHMU3aIMOHHBIX T0KyMEHTOB. CTPYKTypa TeKCTa. OK 05,
OKYMEHTAILHS [IpaBuna opopmiieHusi. OcCOOEHHOCTH ?q)opMneHmI. OK 09,

B ToM ymc/ie NpaKTHYeCKUX 3aHATHI M JIa00PATOPHBIX PadoT 2 K 1.6

IIpakTnyeckoe 3ansatue Ne 3. OdopmieHHe OpraHM3alMOHHBIX TOKYMEHTOB (TIO ) '

BEIOODY).

Conepxanue 6/4

PacniopsinutenbHble JOKYMEHTBHI, U37aBAa€Mble B YCIOBHUSAX €IWHOIMYHOIO MPUHSITHS

pemieHuid (IpHUKa3bl, pacHopsDKeHMs], yKa3aHus). PacnopsauTenbHble TOKYMEHTHI,

M3J1aBa€MbI€ B YCJIOBUSX KOJUIETHMAJIBHOCTH (IIOCTAaHOBIEHUs, pemieHus). Hasnauenue 1

nokymMeHToB. CTpykTypa Tekcta. CoctaB pexkBu3uToB. [IpaBuna odopmiienus. [Topsigox OK 01
Tema 2.3. COIIacoBaHNA POEKTa JOKYMEHTA H €T0 IOAMACAHHA. OK 0 2’

[TpoTokon kak OcCoObI BHJA JOKYMEHTa, OTHOCSIIMKCA K pa3HbIM CHCTEMaM WU ’
PacnopsigurenbHas OK 05,
HOKYMeHTAIHSI nojcucTemMam JoKyMeHTauuu. [1oyiHbIe 1 KpaTKue MPOTOKOJIbL. BeINucka U3 MpoToKoJa. 1 OK 09,

Konust mpoTokoia. K 1.6

B TOM 4ncJie NpaKTHYECKUX 3aAHATHH M 1a00paTOpHBIX padoT 4

IIpakTuyeckoe 3ansitue Ne 7. Cocrapienne, 0hopMICHHUE U peaKTHPOBAHUE TTPUKa3a )

110 OCHOBHOH JAESITEIbHOCTHU, PACIOPSYKEHUS], YKa3aHMsl, PEIICHUS.

IIpakTuyeckoe 3ausitue Ne 9. [Topsaox odhopmiteHHsI, COCTaBICHUS U PEeIaKTHPOBAHUS )

MIPOTOKOJIOB M BBIMMCOK U3 HUX.

Conep:xxanue 10/8

1. Bugel  cnpaBoYHO-UH(POPMAIMOHHONW  JOKYMEHTAIlMH,  XapaKTepUCTHUKA,
Tema 2.4. ocobennoctu. Crtpykrypa Tekcta. CoctaB pekBu3uTOoB. llpaBuna odopmieHus u OK 01,
CnpaBo4Ho- noanucanus. [Topsaaok opopmileHUS U pelaKTUPOBAHMS CIIPABOYHO - aHATTUTHUECKOU 1 OK 02,
uHpopManmoHHas U | JokyMeHTauuu. l[lopsimok odopmiieHuss M penakTUPOBAaHUS CBOJOK, 3aKIIIOUEHUH, OK 05,
CIPABOYHO- OT3bIBOB, IEPEYHEN U CITUCKOB. OK 09,
aHAJIMTHYeCKast 2. lenoBas nepenucka. Buapl nucem: cinyxebHOe MUCHEMO, IEpENHcKa ¢ 3apyO0eKHBIMU
AOKYMEHTalus napTHEpamu. OCHOBHBIE BUIBI CIOykeOHbIX mceM. Ctpykrypa Tekcra. CoctaB 1 [IK 1.6

pexBu3uToB. [IpaBuiia oopmIIeHHS U TIOIITUCAHUSL.

B ToM umc/ie NpaKTHYeCKUX 3aHATHI M JIAa00PATOPHBIX padoT 8

7




IIpakTuyeckoe 3anaTue Ne 10. Odbopmiienne ciyxeOHast 3aNMCKH, TOKIATHOM
3allUCKU N O6BHCHHT€HBHOﬁ 3aIlluCKU.

IIpakTyeckoe 3ansitue Ne 11. OpopmieHue akToB, CIPaBOK, 3asBICHUM.

IIpakTuyeckoe 3ansaTue Ne 13. CocraBnenre u opopMiIeHHE Pa3HbIX BUIOB JIETOBBIX
nuceM (1o BEIOOPY)

Tema 2.4.
JlokyMeHTHpOBaHHE
KaJpoBoil padoThI

Conep:xxanue

8/6

KagpoBast nokymeHTanusi Kak 4YacTb YIpaBICHUECKOW gokymeHTanuu. OOmme
TpeOOBaHUSI K  COCTaBJICHUIO  KAQJPOBBIX  JIOKYMEHTOB.  lcmoib3oBaHHe
YHU(PULIUPOBAHHBIX (OPM TMEPBUYHOM YYETHOM JOKYMEHTAIMM IO Y4YeTy TpyAa.
TpeboBanusi kK OQOPMIICHUIO KAIPOBBIX TOKYMEHTOB. OCOOCHHOCTH O(OpMIICHUS
JOKYMCHTOB 110 JINYHOMY COCTAaBY.

B ToM uymc/ie NpaKTHYeCKUX 3aHATHI M JIa00PATOPHBIX padoT

IIpakTuyeckoe 3anaTue Ne 15. O6mue npasusia opopmiIeHUs: TPYAOBOTO IOTOBOPA

IIpakTnyeckoe 3ansTue Ne 16. OdopmieHrne MpuKazoB MO JIMYHOMY COCTaBy (O
npueMe Ha paboTy, IepeBOJIe, OTIYCKE, YBOIbHEHUH, JUCIUIUIMHAPHOM B3bICKAHUH)

IIpakTnyeckoe 3ansiTue Ne 18. OpopmieHue u BeJileHHE JIMYHOTO Jiena padOTHHUKA.

OK 01,
OK 02,
OK 05,
OK 09,
IIK 1.6

HpOMemmimaﬂ aTrecranus

Bcero:




3. YCJIOBUMA PEAJINBALIIMU TPOTI'PAMMBI JUCIHTUTIJIMHBI

3.1. TpebooBanuss K MHHUMAJBHOMY  MaTepHaJIbHO-
TEXHHYEeCKOMYOO0ecneyeHUuIo
JlabopaTtopus «OCHOBBI J1€OMPOU3BOJICTBa»: 1 nmocka yudeHuueckas, 1 pabouee
MecTo mpernojasatensi, 20 CTOJNOB ydyeHWYecKux, 40 CTylIbeB YUYEHUYECKHUX, |
MPOEKTOP, 1 mepcoHaIbHBIM KoMIbIOTEP, | TpuOyHa, 1 skpaH s mpoekTopa, 1
mkag co CTEKISTHHBIMU ABEPKaMH Ha 3aMKe.

3.2. Nudopmanuonnoe odecnedeHue 00ydeHust

HopmaTuBHO-IPAaBOBbIE AKTHI:

1. ®enepanphbiii 3akoH ot 22.10.2004 Nel25-d3 «OO6 apxuBHOM nele B
Poccuiickoit @eneparun» (B pea. denepanbupix 3akoHOB 0T 04.12.2006 Ne 202-
®d3, ot 01.12.2007 Ne 318-P3, ot 13.05.2008 Ne 68-D3, ot 08.05.2010 Ne 83-
®d3, ot 27.07.2010 Ne 227-D3, ot 11.02.2013 Ne 10-®3, ot 04.10.2014 Ne 289-
®d3, ot 28.11.2015 Ne 357-®d3, ot 02.03.2016 Ne 43-d3, ot 23.05.2016 Ne 149-
@3, or 18.06.2017 Ne 127-®3). [lonrnass  Bepcusi 3TOrO0 TEKCTa HAXOJUTCS

HacTpanwuile https://archives.gov.ru/documents/fz.shtml

2. O BHecenun u3MeHeHUl B PenepanbHblil 3akoH «O0 apXWBHOM Jelie B
Poccuiickoit @enepanun» ot 11 depans 2013 roxa. [lonnass  Bepcus 3TOr0
TEeKCTa HaXOAUTCS Ha cTpaHuile https://archives.gov.ru/documents/fz/zakon-10fz-
2013.shtml

3. O BHeceHun wu3MeHeHul B DenepanbHbIi 3aKk0H «O0 apXUBHOM JIelie

B Poccuiickoii @enepaunn» ot 2 maprta 2016 rona. [lonnass ~ Bepcus 3TOrO
TEKCTa HAXOAUTCSs  Ha crpaHune  https://archives.gov.ru/documents/fz43-
2016.shtml

4. TlpaBuna nenonpou3BOJICTBA B TOCYJAapCTBEHHBIX OpraHax, OpraHax
MECTHOT'0 caMOympaBiieHus (yTBepKIeHbI Tpuka3zoM Pocapxusa ot 22.05.2019
Ne 71) [lonnas BEpCUS ATOr0 TEKCTA HAaXOJQWUTCS HAa  CTPAHUIE
https://archives.gov.ru/documents/rules.shtml

5. IlpumepHass  WMHCTPYKIUA IO JEIOMPOU3BOICTBY B T'OCY/IapCTBEHHBIX

opranu3anusx (yrBepxaeHa npukazom PocapxuBa oT 11.04.2018 Ne 44 Tlonnas
BEpCHS ITOTO TEKCTa HAXOJIUTCS Ha CTpaHHUIIC
https://archives.gov.ru/documents/rules.shtml

6. IlpaBuna genonpousBoACTBa B (peepaibHbIX OpraHax MCHOJHUTEIbLHOU
BJIacTH (yTBEp KIeHbI TocTaHoBIeHUEM [ IpaBuTtenbcTBa Poccuiickoit deaeparuu ot
15.06.2009 Ne 477, B pen. IloctanoBnenuii IlpaButensctBa Poccuiickoit


https://archives.gov.ru/documents/fz.shtml
https://archives.gov.ru/documents/fz/zakon-10fz-2013.shtml
https://archives.gov.ru/documents/fz/zakon-10fz-2013.shtml
https://archives.gov.ru/documents/fz43-2016.shtml
https://archives.gov.ru/documents/fz43-2016.shtml
https://archives.gov.ru/documents/rules.shtml
https://archives.gov.ru/documents/rules.shtml

®deneparuu ot 07.09.2011 Ne 751, ot 26.04.2016 Ne 356) IlonmHast Bepcusi 3TOro
TEeKCTa HaXOAWTCS Ha cTpaHulie https://archives.gov.ru/documents/rules.shtml
OcHoBHas qUTEpaTypa:

1.AGynanze, /J.I.lokymeHTanmoHHoe  oOecreyeHue  yIpaBJICHUs
NEPCOHAJIOM : YYeOHMK M TPAKTHUKYM JJIs CpeIHero mpogecCHOHaIbLHOrO
obpazoBanus / JI. I'. Abynanze, U. b. Bempsokkuna, B. M. MacnoBa. — 3-e u3zj.,

nepepab. u gom. — MockBa: W3marensctBo FOpaiir, 2024. — 374 c¢.—
(ITpodeccuonansuoe o6pazoBanue). — ISBN 978-5-534-16657-6. — Tekct
anekTpoHHbI // O6pazoBarenbHas 1atdopma FOpaiit [caiit]. ¢. 1 — URL:

https://urait.ru/bcode/538144/p.1 (mata obpamenus: 01.10.2024).
2.I'pozoBa, O. C. Jlenonpous3BoACTBO : ydeOHOE TOCOOMe IJisi CPETHEro

npodeccuonansHoro oodpazoBanusi/ O. C.['po3zoBa. — 2-e¢ u3n. — Mocksa :
N3natensctBo FOpaiit, 2024. — 131 c. — (ITIpodeccuonansuoe oo6pa3zoBaHue). —
ISBN 978-5-534-15986-8. — Tekct : »anektpoHHbii // (OOpa3oBaTeibHasI

matdopma FOpaiit [caiit]. ¢. 1 — URL: https://urait.ru/bcode/539523/p.1 (nmara
obpamenus: 01.10.2024).

3.JlokyMeHTOBeIeHHE :  Y4eOHMK W  MPAKTUKYyM [ CpPEIHEro
npodeccuonansaoro obpaszoBanus / JI. A. Jloponnna [u np.]; mom pemaxiuen
JI. A. loponunoii. — 4-e u3., mepepad. u gom. — Mocksa : U3ngatensctBo Opaiit,
2024. — 336 c. — (IlpodeccuonanbHoe oopazopanue). — ISBN 978-5-534-19113-
4. — TekcT : anexkTpoHHBIN // OOpa3zoBaTenbHas miargopma FOpait [caiit]. c. 1 —
URL: https://urait.ru/bcode/555974/p.1 (mata obpamenus: 01.10.2024)

4. Kopuees, U. K. JlokymeHTanImOHHOE OOECTICUeHNE YIIPABICHUS : YIeOHUK

U TPaKTUKYM JUIsl cpeaHero npodeccuoHanbHoro odpazosanus / M. K. Kopnees,
A. B. ITimenko, B. A. MamypueB. — 3-e usn., nepepad. u gon. — Mocksa :
N3narensctBo FOpaiit, 2024. — 438 c. — (IIpodeccronanpHoe 00pa3oBaHue). —
ISBN 978-5-534-16002-4. — Tekctr : oaaexTpoHHbI // OOpazoBarenbHas
matdopma FOpaiit [caiit]. ¢. 1 — URL: https://urait.ru/bcode/539262/p.1 (nmara
obpamenus: 01.10.2024).

5. Kysueuno, MW.H. lokymeHnTaniionHoe oOecreueHue yIpaBieHUs.

JIoKkyMeHTOOOOpOT U JeTONPOU3BOACTBO : YUEOHUK U MPAKTUKYM JJII CPEIHETO

npodeccuonanbuoro obpazoBanusi/ U. H. Ky3neuoB. — 4-e wu3n., mepepad. u
non. — Mocksa : UznarenbctBo HOpaiit, 2024. — 545 c. — (IIpodeccruonanpHoe
obOpazoBanue). — ISBN 978-5-534-16004-8. — Tekct : dIEKTpOHHBIN //
Oo6pazoBarenvHass  miatgopma  HOpaiit  [cair]. c¢. 1 —  URL:

https://urait.ru/bcode/537146/p.1 (nara obpamienus: 01.10.2024).
JlonoJiHUTe/IbHAS JIUTepaTypa:
1.KazakeBuu, T. A. JlokyMeHTaIlMOHHOE 0OeCIIeYeHHE yIPABICHUS ;| YI€OHUK

¥ MPAKTUKYM JJIs1 cpeaHero npodeccruonansHoro oopasosanus / T. A. Kazakesuu,
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https://archives.gov.ru/documents/rules.shtml
https://urait.ru/bcode/538144/p.1
https://urait.ru/bcode/539523/p.1
https://urait.ru/bcode/555974/p.1
https://urait.ru/bcode/539262/p.1
https://urait.ru/bcode/537146/p.1

A. U. Tkanuu. — 2-e wu3n., ucnp. u gon. — Mocksa : N3garensctBo HOpaiit,
2024. — 177 c. — (IlpodeccuonanpHoe oopazoBanue). — ISBN 978-5-534-06291-
5. — Texkcr : anextponnbii // O6pa3oBatenbHas miardpopma FOpait [caitt]. —
URL.: https://urait.ru/bcode/538470 (mata obpamenus: 01.10.2024).

2. lyBanoBa, H. H. OcHOBBI J1e0MPOU3BOJICTBA | YYEOHUK U MPAKTUKYM JIJIs
cpeanero npodeccuonansHoro odpazoranus / H. H. [llysanosa, A. FO. MBaHoBa ;

noa obOmed pemakuueirt H. H. IllyBamoBoit. — 3-e wu3a., mepepald. u JOIM. —
MockBa : MzmatensctBo IOpaiit, 2024. — 384 c.— (IIpodeccuonanbpHoe
obpazoBanne). — ISBN 978-5-534-15488-7. — Tekct : »dNEKTPOHHBIH //
O6pazoBatenpHast  mnatdopma  FOpait  [cakit] c¢. 1 —  URL:

https://urait.ru/bcode/536716/p.1 (mata obpamenus: 01.10.2024).

HNHTEepHeT - UCTOYHUKMU:
1. www.garant.ru - Pexxum goctyna — cBoOoaHbIN. CalT COAEPKUT TEKCTHI

2. HOPMAaTUBHO-TNIPABOBBIX JOKYMEHTOB, MyOJMKyeT BCE MW3MEHEHHs B
3aKOHO/IAaTEIbCTBE. TakKe MpeACcTaBlIeHbl OJIaHKH JOKYMEHTOB U T.I1.
3. www.consp.ru - Pexum goctyna — cBoOOJHbIA. CaliT COAEPKUT TEKCTHI

3aKOHOAATENHHBIX AaKTOB, HOBBIE TPEOOBAaHUSA KOHTPOJHMPYIOIIUX OPTaHOB, MAET
PEKOMEH/IallMH TI0 3aMI0JIHEHUIO OJIAHKOB OYXTanTepCKOi OTYETHOCTH.

4. www.sekretariat.ru - Pexum goctyma — cBoOoxanbiii. Ha caiite
IPEICTaBICHbl aHOHCHI MPO(ECCHOHANBHBIX XypHANIOB cekperaps «CrpaBOYHUK
cekpeTapsi U opuc-MeHemkepay, «CekperapuaT B BOIPOCAX M OTBETAX); BOMPOCHI
OpraHM3aliy J1eJIONPOU3BOJICTBA; MpaBmiia 0GOPMIICHHS 1 XpaHEHHsI TOKYMEHTOB.
31ech OpraHU30BaHO OOIICHNE Ha POpPyME CeKpeTapeH.

5. ®enepanbHOE apXUBHOE areHTCTBO https://archives.gov.ru/
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4. KOHTPOJIb 1 ONEHKA PE3YJIbTATOB OCBOEHUA

JTUCHMUILIAHBI

KoHTposb 1 omeHKa pe3yabTaTOB OCBOCHHS y4eOHOW MUCIUTIIMHBI OCHOBBI
JEJIONIPOU3BOACTBA OCYILECTBISIETCA IPENOAABATEIIEM B IPOLIECCE ITPOBEICHUS
NPAKTUYECKUX 3aHSITHI, TECTUPOBAHMS, a TAKXK€ BBINOIHEHHUS OO0yYaroluMUCA

CaMOCTOATCIBbHBIX pa60T.

Pe3yabTarsl 00y4eHust \

Kpurepum ounenku

MeToabl OLIEeHKH

HCpC‘ICHB 3H3HPII>1, OCBAMBACMBIX B paMKaX JUCHHITIJIMHBI

- HOPMATHUBHO-IIPABOBOE | JleMOHCTpUpyeT 3HaHUS OueHka pe3ysbTaToOB
u HOPMATHUBHO- | HOPMAaTUBHO-IIPABOBOTO U | BBITIOJTHEHUS
METOJINYECKOE HOPMAaTUBHO-METOANYECKOTO PaKTUYECKON
oOecrieueHue oOecrieyeHus paboThI.
JeJIONPON3BOICTBA; JICJIONPOU3BOACTBA M 3HAHME | DKCIIEPTHOE
- rOCy/IapCTBEHHbBIE | TOCYJaPCTBEHHBIX CTaHIApTOB | HAOIIOACHHUE 332 XOIAO0M
CTaHJIaPThI Ha | HA IOKYMEHTAIIHIO. BBITIOJTHCHUS
JTOKYMEHTALUIO; Jlaet onpenenenus MIPAKTUYECKOU
- TIOHATHUS, CBOMCTBA, | HOHATHUS, CBOWCTB, | paOOTHI.
KJ1accu(PUKaInio KJIaCCU(UKAITUH VYcTHBIN u
JOKYMEHTOB; JIOKYMEHTOB. MMUCBMEHHBI  OTPOC.
- IpaBUJIa COCTaBJIEHU U | JIeMOHCTPUPYET 3HAHUS TectupoBanue.
odopMIIeHHsT OTAEIBHBIX | IPABUI COCTaBJICHHS u
BHUJIOB JOKYMEHTOB B | OPOPMJICHUS OTICIHHBIX BHUJIOB
COOTBETCTBHUH C | JOKYMEHTOB B COOTBETCTBHH C
TpeOOBaHUSIMU TpeOOBAHUSIMU
3aKOHOJATENbHOM 0a3pl; | 3aKOHOJATEIHLHOM Oas3Ebl.
- 0cOOEHHOCTH cocTaBa U | JleMoHcTpupyet 3HAHUS
ohopMIICHHUS PEKBU3UTOB | OCOOCHHOCTEH cocTaBa W
JIOKyMEHTOB; odopmIeHus PEKBU3UTOB
- o0mme TpeOOoBaHUA K | JOKYMEHTOB, a TaK¥Ke
CO3/IaHUIO TOKYMEHTOB. | OOIIMX TpeOOBAHUMN K CO3AAHUIO

JIOKYMEHTOB.
[lepeyeHb yMEHHMI, OCBAMBAEMbIX B PaMKax JUCIMUILIUHbI
- COCTaBJISITh u | JleMOHCTpUpyeMbIX YMEHUE OueHka pe3ysbTaToOB
opopMIISITE  CITy>KEOHBIE | COCTABIIATh U OOPMIIATH BBITIOJIHEHHUS
JOKYMEHTbl Ha OCHOBE | CIIyKEOHbIE JOKYMEHTHI Ha MPaKTUYECKON pabOThI
TpeOoBaHuit OCHOBE TpeOOBaHMIA OKcnepTHoe
COBPEMEHHBIX COBPEMEHHBIX HOPMATHBHBIX HAOJI0/IEHUE 32 XOJIOM
HOPMATHBHBIX TPABOBBIX | IPABOBBIX AKTOB. BBITIOJTHCHUS

aKTOB;
-I0JIb30BaThCS
YHUDUITUPOBAHHBIMHU
dbopmMamMu TOKYMEHTOB;

JIeMOHCTpUPYEMBIX YMEHHE
M0JIb30BATHCS
YHUPHUIIMPOBAHHBIMU (hOpMaMu
JOKYMEHTOB.

NPAKTHYECKON pabOoThI
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- OCYILECTBIIATH | JleMOHCTpUPYEMbIX YMEHUE
IPOBEPKY NPOEKTOB | OCYIIECTBIIATH MPOBEPKY
JIOKYMEHTOB Ha | IPOEKTOB IOKYMEHTOB Ha
COOTBETCTBHE IIpaBUJIaM | COOTBETCTBHE MPaBUIIaM
JIEJIOMPOU3BOICTBA. JIEONPOU3BOICTBA.

5. OCOBEHHOCTHU PEAJIM3AIINU JUCIIUITJINHBI J1JIA
NHBAJINJI0OB U JIMI] C OT'PAHUYEHHBIMH
BO3MOXHOCTAMMU 3/10POBbs

B cnyuae oOyueHus B KoJUIe)kKe MHBATUAOB U (MJIK) JIUL C OTPAaHUYEHHBIMU
BO3MOXXHOCTSIMH ~ 3JI0POBbSl  YUUTBIBAIOTCS OCOOCHHOCTH TCUXO(U3MUECKOTO
pa3BUTHS, WHAUBHUIyAIbHbIE BO3MOXXHOCTH U COCTOSHHE 3J0POBbSl TaKUX
00yJarommxcs.

OO6pa3oBanne 00yJarOIIMXCSl ¢ OTPAHUYCHHBIMU BO3MOXKHOCTSIMU 370POBbSI
MOJKET OBITh OPTAaHM30BAHO KaK COBMECTHO C JIPYTUMH OOYUYaIONIUMHUCS, TaK U B
OTJENbHBIX FPyMHax.

OOyyarormuecs U3 YHcia JIAI ¢ OTPAHUYCHHBIMH BO3MOKHOCTSIMH 37I0POBbSI
oOecrniedeHbl eYaTHBIMU U (UJTH) AJIEKTPOHHBIMU 00pa30BaTEIbHBIMU PECYpCaMU B
dbopMax, aJanTUPOBAHHBIX K OTPAHUYCHUSM UX 3710POBbSL.

OOyueHne WHBAIUJIOB OCYIIECTBISICTCS TaKXE€ B COOTBETCTBUU C
VHIMBUIYyAIBHON MPOTpaMMON peaduInTaIlliy HHBATUA (TIPU HATTUIHH).

JUJis U1 ¢ OTpaHUYEHHBIMHE BO3MOXKHOCTSMU 3/I0POBBS MO CIYXY BO3MOXKHO
npenocTaBiieHne yueOHoN nH(pOopManuu B BU3yalbHOU (opMe (KPaTKUH KOHCTICKT
JeKIUH; TeKCThl 3afanuii). Ha ayAuTOpHBIX 3aHATHSX IOMyCKaeTcs MPUCYTCTBHE
ACCHCTEHTA, a TAKXKE CYpIOTICPEBOTUYMKOB U (MJIH ) TU(DIOCYPIOTIEPEBOTINKOB.

Texymuii KOHTPOJIb YCIIEBAEMOCTH OCYIIECTBISIETCS B MUCbMEHHOM (hopMme:
oOy4Jaromuiicss MHCbMEHHO OTBEYAaeT Ha BOMNPOCHl, MHCHbMEHHO BBIMIOJIHSET
npakTuueckue 3amanus. Jlokmam (pedepar) Takke MOXKET OBITh MPEICTaBICH B
MUChMEHHOU (opMe, TIPU 3TOM TPeOOBaHUS K COJCPIKAHUIO OCTAIOTCS TEMH XKe, a
TpeOOBaHUS K KayeCTBY H3JIOXKEHHS MaTepuaia (TIOHATHOCTh, KA4eCTBO PEYH,
B3aMMOJICHCTBHE C ayAWTOpUed HW T. J.) 3aMCHSIOTCS Ha COOTBETCTBYIOIIWE
TpeOOBaHUs, MPEAbABISEMbIE K MUCBMEHHBIM paboTaM (KadecTBO o(opmiieHus
TEKCTa M CHUCKAa JUTEPaTypbl, TPAMOTHOCTb, HAJIWYUE WIUIIOCTPAIIMOHHBIX
MaTepHaJIoB U T.J.).

[TpoMexyTouHass aTTeCTaIysl 17 JIUI C HApYIICHUSIMHA CITyXa TPOBOJUTCS B
NUCHbMEHHOHU (hopMe, IPU FTOM UCHOJB3YIOTCS 00IIHMe Kputepun orieHuBanus. [Ipu
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HEO0OXOMMOCTH BpeMsI MMOATOTOBKH K OTBETY MOXKET OBITh YBEITUUEHO.

JUis 7uI; ¢ OrpaHWYeHHBIMH BO3MOXKHOCTSIMH 370POBBSI 10 3pPEHUIO
o0ecreunBaeTcs BBITYCK U UCIIOJIb30BAHNE HAa YUEOHBIX 3aHATHAX aJIbTePHATUBHBIX
(¢opMaTOB MEeYaTHBIX MATEPUANOB (KPYIHBIN MIPpUPT WK ayuoQailsibl), a TaKxKe
oOecrieunBaeT  OOyYarOMIMXCS  HAAJICKAIIUMU  3BYKOBBIMH  CPEICTBAMU
BOCTIpOU3BeeHU nH(OpMauu (TUKTOPOHOB U T.1.). JlomyckaeTcs npucyTCTBHE

ACCHCTEHTa, OKa3bIBAIOIIETO OOydJaromeMycsi HEOOXOAMMYI0 TEXHHUYECKYIO
noMoIb. TeKyIuii KOHTPOJIb YCIIEBAEMOCTH OCYIIECTBIISICTCS B YCTHOU (popme.
[Ipn mpoBeAeHNN MPOMEKYTOUHON aTTECTALUU IS JIUI] C HAPYIICHUEM 3PCHUS
TECTUPOBAHUE MOXKET OBITh 3aMEHEHO Ha YCTHOE COOECEIOBAaHKE MO BOIIPOCAM.

JUis  7u1 ¢ OrpaHMYEHHBIMA BO3MOXHOCTSMH  3JI0POBbS, HMEIOIIUX
HapYIICHUS OMTOPHO-IBUTATEIHHOTO ariapaTa MaTepHaTbHO-TEXHUUECKHUE YCIOBHS
KOJulekKa  00ecrneunBarOT  BO3MOXKHOCTh  OECHpPEmnsiTCTBEHHOTO  JIOCTYyIIa
oOydJaronmxcsi B yueOHbIC TIOMEIICHHsI, a TaKKe MpeObIBaHMs B HUX (HaIM4Ue
MaHyCOB, TOPYYHEH, PACHIMPEHHBIX JBEPHBIX MPOEMOB, JU(PTOB; HAIHUNC
CHEIUATBHBIX KPeCce U IPYTUX MPUCIIOCOOICHUH).

Ha aynuTopHBIX 3aHITHSIX, a TAaK)KE TPH MPOBEACHUN MPOLEAYP TEKYIIETO
KOHTPOJISI YCIIEBAEMOCTH U MPOMEKYTOUYHOU aTTECTAIIMU JIUIIAM C OTPaHMYEHHBIMU
BO3MOXXHOCTSIMH ~ 3JI0POBbS, HMEIOIIMM HApYIIEHUS OMOPHO-IBUTATEIHLHOTO
ammapara MOTYT OBITh TPEIOCTaBICHBI HEOOXOJMMBIE TEXHUYECKHE CpEeCTBA
(mepcoHaIbHBIM KOMIMBIOTEP, HOYTOYK WJIM JIPYyroMl TaKeT); MOMyCcKaeTcs
NPUCYTCTBUE  ACCUCTEHTa (ACCHUCTEHTOB), OKa3bIBAIOLIETO  OOyYaroIIMUMCS
HEOOXOIUMYIO TEXHUYECKYIO TTOMOIIb (3aHATh pabouee MECTO, MEePEABUTATHCS 110
ayJIMTOPUH, IPOYUTATH 3a/1aHne, ODOPMHUTH OTBET, OOIIATHCS C TPETIOIABATEIIEM ).

14



	РАБОЧАЯ ПРОГРАММА
	ОП.03 ОСНОВЫ ДЕЛОПРОИЗВОДСТВА
	3. УСЛОВИЯ РЕАЛИЗАЦИИ ПРОГРАММЫ ДИСЦИПЛИНЫ
	3.2. Информационное обеспечение обучения
	Нормативно-правовые акты:
	Основная литература:
	1.Абуладзе, Д. Г. Документационное обеспечение управления персоналом : учебник и практикум для среднего профессионального образования / Д. Г. Абуладзе, И. Б. Выпряжкина, В. М. Маслова. — 3-е изд., перераб. и доп. — Москва : Издательство Юр...
	2.Грозова, О. С. Делопроизводство : учебное пособие для среднего профессионального образования / О. С. Грозова. — 2-е изд. — Москва : Издательство Юрайт, 2024. — 131 с. — (Профессиональное образование). — ISBN 978-5-534-15986-8. — Текст : э...
	3.Документоведение : учебник и практикум для среднего профессионального образования / Л. А. Доронина [и др.] ; под редакцией Л. А. Дорониной. — 4-е изд., перераб. и доп. — Москва : Издательство Юрайт, 2024. — 336 с. — (Профессиональное обра...
	4.Корнеев, И. К. Документационное обеспечение управления : учебник и практикум для среднего профессионального образования / И. К. Корнеев, А. В. Пшенко, В. А. Машурцев. — 3-е изд., перераб. и доп. — Москва : Издательство Юрайт, 2024. — 438 ...
	Дополнительная литература:
	1.Казакевич, Т. А.  Документационное обеспечение управления : учебник и практикум для среднего профессионального образования / Т. А. Казакевич, А. И. Ткалич. — 2-е изд., испр. и доп. — Москва : Издательство Юрайт, 2024. — 177 с. — (Профессиона...
	2. Шувалова, Н. Н. Основы делопроизводства : учебник и практикум для среднего профессионального образования / Н. Н. Шувалова, А. Ю. Иванова ; под общей редакцией Н. Н. Шуваловой. — 3-е изд., перераб. и доп. — Москва : Издательство Юрайт, 2024....
	Интернет - источники:
	4. КОНТРОЛЬ И ОЦЕНКА РЕЗУЛЬТАТОВ ОСВОЕНИЯ
	5. ОСОБЕННОСТИ РЕАЛИЗАЦИИ ДИСЦИПЛИНЫ ДЛЯ ИНВАЛИДОВ И ЛИЦ С ОГРАНИЧЕННЫМИ

