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Pabouast mporpamma ydueOHOW TUCIUIIMHBIOOMIETPO(HECCUOHATBHOTO YYEOHOTO
nukia OIL.05S OcHOBBI JOKYMEHTOBEAECHHSI W JEIONPOU3BOJCTBA B COLMAIBHON
pabore  pa3paboraHa Ha  OCHOBe  (eepajbHOTO  TOCYJapCTBEHHOTO
00pa3oBaTEIBLHOIO CTaHJapTa CpeaHero mnpodeccuoHaaIbHOro o0pa3oBaHUS IO
CHEUaTbHOCTH ConmanbHas pabora YTBEPIKIEHHOTO [Ipukazom
Munnpocsenienust Poccun ot 26.08.2022 No 773.
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ABTOHOMHAsi HEKOMMEpUYECKasi OpraHu3aius MpoPEecCHOHAIBHOIO 00pa3oBaHUs
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. OBIIASI XAPAKTEPUCTHUKA IIPUMEPHOM PABOYEW
MMPOT'PAMMBI YUEBHOM JUCIHUILIAHBI

. CTPYKTYPA M COJAEP)KAHUE YYEBHOI
JUCHUTIMHBI

. YCJOBUS PEAJIN3AIINY YYEBHOM JUCIIUILINHBI

. KOHTPOJIb 1 OIIEHKA PE3YJIbTATOB OCBOEHUA

YYEBHOM JUCLUITAHBI

. OCOBEHHOCTH PEAJ/IM3AIIUA JTUCHUIIVIMHDBI J1JI5

HNHBAJINI0B U JINI C OT'PAHUYEHHBIMU
BO3MOXHOCTAMMU 3/10POBbSA



1. OBIIASI XAPAKTEPUCTHUKA ITPUMEPHOI1 PABOYE ITPOTPAMMBI
YYEBHOM JUCLHUIIAHBI
«OI1.05 OCHOBBI IOKYMEHTOBEJIEHUS U IEJOIIPOU3BO/JACTBA
B COLIMAJIBHOM PABOTE»

1.1MecTO TMCHUIINHBI B CTPYKTYpe OCHOBHON 00pa3oBaTeIbHOM NPOrpPaMMbI:
Vyebuas pucruiuinHa«OCHOBBI JIOKYMEHTOBEJIEHUA U JEJIONPOU3BOJICTBA B COILIMAIBHOMN

paboTe»sBIIsieTcs 00s13aTEIbHOM YacThi0 0011enpodhecCHOHATBFHOTO IUKIIA TPUMEPHON OCHOBHOM
oOpazoBatenbHoil mporpamMmbel B cooTrBeTcTBuM ¢ PI'OC mo cmemumansHoct 39.02.01
CoumanbHas padora.

Ocoboe 3HaueHne JUCUUIUIMHA UMeeT pu GpopmupoBanuu u passutuu OK 05 OK 09 11K

21IK5

1.2 llenp n niIaHupyemble pe3yJIbTAaThl 0CBOCHUS AN CHMIIJIMHbI:

B pamkax nporpamMmbl y4eOHOH IUCHUIUIMHBI OOYYaroIIMMMCS OCBAaUBAIOTCS YMEHHUS

Y 3HaHUs
Kox
YMenust 3HaHus
IIK, OK
OK 05 OK 09 | rpamOTHO M3naraTb CBOM MBICIM U | OCOOEHHOCTH COLIMAIBHOTO U
MK 2TIIK 5 0QOpMIISITh TOKYMEHTHI 110 KYJIbTYPHOI'O KOHTEKCTA; IIpaBuiIa

npodeccuoHaNbHON TeMaTHUKe Ha
rOCYapCTBEHHOM SI3BIKE,
MPOSIBISITH TOJEPAHTHOCTH B
paboueM KOJIJICKTHUBE

MOHUMATh OOIIMI CMBICI YETKO
MIPON3HECEHHBIX BHICKA3bIBAaHUH HA
U3BECTHBIE TEMBbI
(mpodeccuonanbHbIE U OBITOBBIC),
MOHUMATh TEKCTHI HAa Oa30BBIC
po(heCCHOHATTLHBIC TEMBI,
y4acTBOBAaTh B AMAJIOTaxX Ha
3HaKOMBIE OOIIHE U
npodecCHOHANBLHBIE TEMBI;
CTPOUTH MPOCTHIC BHICKA3BIBAHUS O
cebe u o cBoelt
po(heCcCHOHATLHOM
JEeSTENIbHOCTH; KPAaTKO
000CHOBBIBATh M OOBSICHATH CBOU
NeicTBUS (TEKyIIHNe U
TUTAHUPYEMEIE ); IUCATh TIPOCTHIC
CBSI3HBIE COOOIIIEHUSI HA 3HAKOMbIE
WJIH WHTEPECYIOMIHE
pohecCuOHANTBLHBIE TEMBI
UCTIOJIb30BaTh TEXHOJIOTUN U
METO/IbI COLIMANILHOM PabOThI C
JUIIAMHF TTOKHIIOTO BO3PACTa,
WHBAIUIaMU, Pa3TNIHBIMU
KaTeropusiMu ceMe u aerei (B
TOM YHUCJIE JeTeH-UHBATUIOB),
JIUII, HAXOJISIIUXCS B TPYTHON
KU3HEHHOW CUTYyalluu W/WJH B
COIMATILHO OTIACHOM TIOJIOKEHUU H
YCIIOBUM HX
MPUMEHEHUS;IJITAHUPOBATH COCTaB
JEUCTBUIM, aHAIM3UPOBATH 3a]1a4
W/WIM TIPOOJIEMBI U BBIJCIISATH €€
COCTaBHBIE YaCTH, ONPEIEIISTh

odopmIleHHsT JOKYMEHTOB U
MMOCTPOCHUS YCTHBIX COOOIIEHUI
MPOCTHIX U CIOKHBIX MPEJIOKEHUH Ha
npodeccroHalbHbIE TEMbI; OCHOBHbBIE
00IIeyTOTPEOUTENHHBIE TTIATOJIbI
(ObITOBas U podeccuoHaIbHas
JIEKCUKA); TeKCUUYECKHI MUHUMYM,
OTHOCSIIUNACS K OTIMCAHUIO TTPEJMETOB,
CPEICTB U MPOIIECCOB
Mpo(eCCUOHANBHON JIeATETbHOCTH;
0COOEHHOCTH MPOU3HOLIEHHUS; IPaBUiIa
YTEHUS TEKCTOB NPOeCCHOHATBHON
HAMpPaBIEHHOCTH
HOPMAaTHUBHO-TIPABOBBIE OCHOBBI
COLIMAJILHOTO 0OCTY>KUBAaHUS U
MIPEIOCTABIICHUS TOCYIapCTBEHHON
COLIMAJILHO MTOMOIIIH TpakKJaHaMm,
MPU3HAHHBIM HYKIAIOIIAMHUCS,
OCHOBHBIE (DOPMBI U BHJIBI
COLIMAJILHOTO 00CITYKUBAHUS; TOPAIOK
U YCIIOBHSI IPEAOCTABICHUS
COIIMAIBHBIX YCITYT; TUIIOJIOTUS
po0JieM rpaxxaaH, TPU3HAHHBIX
HYKIAIOIIUMUCS; COJICpKAHUE U
CYIIHOCTb T€XHOJOTUN COLMATIbHOM
paboTHI C PA3IMYHBIMU KaTETOPUSIMU
JIUI], 0COOEHHOCTH TEXHOJIOTU
COIMAIBHOU pabOThI C TULIAMU
MOKUJIOTO BO3pacTa U MHBAIHIAMH,
Pa3TMYHBIME KaTETOPUSIMU CEMEH U
NeTe, TUIaMU, HaXOASIIUMUCS B
TXKC; 0cOOEHHOCTH COLIUAILHOMN
paboThI ¢ Pa3IUYHBIMU TPaXKJTaHAMU —
MOJTy4YaTeJSIMU COLIMAIIBHBIX YCIYT U
rpynnamMu HaceJIeHHs ; CuCTeMa
MOCTaBUIMKOB COIIMATIBLHBIX YCIIYT,
L[eJH, 33]1a41 U QYHKIIUU




ATamnbl perieHus
3a/1a4M;0CyIIECTBISATh

3¢ (hEeKTUBHBIN TTOUCK
uHbOpMaIUU,He0OXOAMMOM IS
pelIeHUs 3a1a9¥ U/ 1IN
po0OJIeMbl; BBISBISATH U
HEOOXOIUMBIC PECYPCHI ISt
BBITMIOJTHEHUSI TIOCTABJICHHBIX
3a/1a4;Y4YUTHIBATh U3MEHSIOITUECS
YCIIOBUS )KU3HEACITETbHOCTH
TpaKJiaH C 1EeIbI0 BHECCHUS
NPEIOKEHUN 0 KOPPEKTUPOBKE
WH/IMBUIyaJIbHOHN MPOTpaMMBbl
MPEIOCTABIEHUS COLIUATBHBIX
YCIIYT;KOHKPETU3UPOBATh LIEJIH,
yKa3aHHbIe B UHIUBUIYaJIbHOU
nporpamMme Ipe1oCTaBICHuUs
COLIMAJILHBIX YCIYT Ha OCHOBE
IIPOBEICHHON TUArHOCTHUKH, a
TaK)Ke MPOTHO3UPOBATH
pe3yabTaThl MPEIOCTaBICHUS
COLIMAJIbHBIX YCIYT.

BBISBIISITH OOCTOSITENIBCTBRA,
YXyALIAIOLIUE UK CIIOCOOHBIE
YXYAIIUTH YCIOBHS
KU3HECATEIbHOCTH
TpaXKIaH;0praHu30BHIBATh
MEpOMNPUATHS PA3TUUHON
HanpaBJIeHHOCTHU (00yyaromIe,
KOPPEKTUPYIOUIEH, TOCYTOBOU U
IIp.), IPEaYNPEXIA0LIIE
MOsIBJICHUE U (WJIN) Pa3BUTHE
00CTOSITENLCTB, YXY/IIIAIOIINX HIIN
CITOCOOHBIX YXY/IITUTh YCIOBUS
KU3HEIESITeIIbHOCTU
TpaK/1aH;MOTHBHPOBATH
MoJTy4daTeNeld COIMAIbHBIX YCIYT U
HX COIMAIBHOE OKPYKEHHE K
BEJICHUIO 37J0pOBOro oOpasza
YKU3HH, CaMOpeaTH3allii 1
MIPEOAOTICHUIO OOCTOSATENBCTB,
YXYIIIAIONUX WA CITOCOOHBIX
YXYALIUTH YCIOBHS
KU3HEICSTEIIbHOCTH
TpaXKIaH;0praHu30BLIBATh
WHIUBUIYTbHBIC
npo(UIAKTUIECKIE MEPOTIPUSTHS
C TpaXxIaHaMH TI0 MECTY
KUTENbCTBA ((PaKTUIECKOTO
npeObIBaHMs) B BUJIE
KOHCYJIbTALIUM, COACHUCTBHS B
OpraHU3aINH 3aHATOCTH,
037I0pOBJICHUS, OT/IbIXA,
MPEIOCTABICHUS COITUATBHBIX,
MPABOBBIX, MEAUIIMHCKUX,
00pa3oBaTeNbHbIX,
MICUXOJIOTHYECKUX,

MOCTABIIMKOB COLUAIBHBIX YCIIYT;
OCHOBBI IIPOCKTUPOBAHMUSI,
MPOTHO3UPOBAHUS U MOJCIHPOBAHUS B
COIMANILHOW PaboTe; SKOHOMUYECKHE
OCHOBBI COITMAJILHON pabOTHhI
TEXHOJIOTHUS IPO(PHUIAKTHKH B
ColMaIbHOU PabOTEe;0CHOBBI
MPOCKTHUPOBAHUS, IIPOTHO3UPOBAHUS U
MO/JICIIUPOBAHUS B COIIMATBHOM
paboTe;0CHOBBI COLMAIBHOM MOJUTHKH
¥ HOPMaTUBHO-TIPABOBOT'O
obecrieueHus MPOPUIAKTUIECKON
paboThI;MH(PACTPYKTYpa CHCTEMBI
COITMAITLHOTO O0CITY’)KHUBaHUSI, OCHOBBI
MEXBEIOMCTBEHHOTO
B3aMMOJICHCTBHS;0CHOBBI 3[0POBOTO
o0pasa KU3HHU;0CHOBBI
camopeann3amuy 1
CaMOAaKTyaJH3alluH, aKTHBU3AIHN
KU3HCHHOW MO3UIIMU TPaXK/IaH,
00paTHUBIIUXCS 32 COLUATHHBIM
o0cmy)KMBaHUEM




| peaGunMTALMOHHBIX yCITyT




2. CTPYKTYPA U COAEPX KAHUE YUYEFHOM JUCIHUATLIAHBI

2.1. O0beM y4eOHOM TMCHUIUVIMHBI U BUAbI YUeOHO# padoThl

Bup yueOHol padoThI Oo6bem
4acos
MakcumaJsibHasi yuyeOHasi HArpy3Ka (Bcero) 54
Oobs3aTeIbHAsA ayAUTOPHAA y4eOHAas HArpy3Ka (Bcero) 40
B TOM 4YHUCIJIC:
JIEKLIUOHHBIE 3aHATHUSA 18
HPAKTHYCCKUE 3aHATHS 22

nmabopaTopHOE 3aHITHE

KOHTPOJIbHBIE PA0OTEHI

MOpaKTUYICCKas NoATOTOBKA

CamocrosiTeqibHast paboTa 00y4aouierocs 14

IIpome:xxyToyHasi arrecranus B ¢popme /3

IIpomexyTo4yHast aTTecTAUMA B hopme nuddepeHINPOBAHHOTO 3a4éTa B 4 ceMecTpe




2.2. TemaTu4ecKuii IJIAH U coAepKaHNe Y4eOHOH TUCIUNINHBI

HaumenoBanue pa3aesion

Conep:xanue yueOHOro Mmarepuana u (popMbl OPraHU3anMM JeATeJIbHOCTH

Oo0beM, akaa. 4/ B
TOM 4ucjie B popme

Koabl koMneTeHIuii,
(opMupoBannIo KOTOPBLIX

H TEM Oﬁy‘Ia]OIHI/IXCH npaKanecxoﬁ cnoco0CTBYET 3JIEMEHT
NOJArOTOBKH, aKa/l. 4 fPOTpaMMmet
1 2 3 4
Pa3znen 1. /le1onpon3BoACTBO KaK cHCTEMA
Tema 1.1. Conep:kaHue y4e0OHOTro MaTepHuaJia
Cucrema 1. Ilemwu, MPUHIMIIBEI 1 OCHOBBI OPTraHU3AIMU COIUATBHOTO MOCPEAHHIECTBA MEXKTY
JIeJI0TIPOU3BO/ICTBA B MOJIydaTe’IeM COIHUAIBHBIX YCIYT W PAa3IMYHBIMU COIMATLHBIMH HHCTUTYTaMU
COIMAILHOM padoTe JUTSL TIPEJICTABIICHUSI MHTEPECOB TOJIydaTesield COIMATbHBIX YCIYT U PEIICHUS €r0
COLIMATILHBIX MPOOIEM.
2. Jlenonmpou3BOACTBO: IEJH, 33Ja4d M OCHOBHBIC MPUHIMIBL. COIMOKYIBTYPHEIE,
COLIMATILHO-TICUXOJIOTHUECKHE, MICUXOJIOTO-TIeIarOTUIECKHE OCHOBBI
MEKJIMYHOCTHOTO B3aUMOJICHCTBHS B MPOIIECCE ICTONPOU3BOJICTBA. 5
3. Obmas xapakrepuctuka ['OCTP7.0.97-2016 «HanuonaneHblii  cTaHgApT OK 05 OK 09 IIK
Poccuiickoit ®eneparuu. Cuctema craHIapToB Mo HHPpoOpMauu, OUOIUOTEIHOMY 2TIK 5
U U3JaTeabCcKoMy Jieny. OpraHu3aluoHHO-PACIOPSIAUTENbHAS JOKYMEHTAIHS.
TpeboBaHus K 0QOPMIICHHUIO JOKYMEHTOBY.
4. Crnenudukanus CTaH/IAPTOB Bopaackumic o KOMIIETECHIIUU
«JlokyMeHTallMOHHOE 00€CTICUCHHUE YIIPaBICHUS U apXHBOBEACHUE» M MX YUET B
COIMAJILHON paboTe
B TOM umciIe NIPAKTHYECKUX 3AHATHIA M J1a00PaTOPHBIX padoT
1. Cemunap-mpaktukym 1. «lVcTopusi pa3BUTHS CHUCTEMBI TOCYAapCTBEHHOTO )
Jenonpoun3BoicTBa B Poccumy.
Tema 1.2. Conep:kaHue yuyeOHOTro MaTepuaJia
JlokymeHTHpOBaHHAs 1. JlemoBoii MOKYMEHT: MOHSATHE, HOPMAaTHBHO-IIpaBOBas 0asza, CTPYKTypa.
uHpopMaIus 2. Knaccudukaius JOKYMEHTOB.
3. Buapl, cTpykTypa U cojaep)KaHHE OKYMEHTOB, HEOOXOIUMBIX MJIsi OKa3aHUA
COLMAILHBIX YCIYT, COIMAIILHOIO COIIPOBOKICHUS. 2 OK 05 OK 09 IIK

Tpe60BaHI/I${ K COCTAaBJICHHUIO 1 Od)OpMJ'ICHI/IIO JACJTOBBIX TOKYMCHTOB.

SI3BIKOBBIC HOPMBEI U CTHJIb Od)HHHaHBHLIX JOKYMCHTOB.

Ky.]'IBTypa COCTAaBJICHUS OCJTOBOIo0 JOKYMCHTA.

A A E

[IpaBusia MOCTPOEHUSI YCTHBIX COOOIIEHHUI C yU€TOM OCOOECHHOCTEH COIMaIbHOTO
Y KYJBTYPHOT'O KOHTEKCTA.

21IK 5




B ToM unc/ie NIPAKTHYECKUX 3aHATHIA M J1a00pPaTOPHBIX padoT

HpaKTqucxoe 3aHATHE 2. HpaKTI/IKYM 110 U3YUCHHIO JJOKYMCHTOB, HeO6XOI[I/IMI)IX JIA
OKa3aHHA COLMAJIBHBIX YCIYT, COOUAJIbHOI'O COIIPOBOXIACHU .

Tema 1.3.

Knaccugukatopsl u

YHUGPUIIUPOBAHHBIE

CUCTCMbI JOKYMCHTAIUN

Conep:kanue y4yeOHOIro MaTepuaJia

1. Exgunas cuctema kiaccuukaluy U KOJUPOBAHUS

2. yHI/I(bI/II_II/IDOBaHHLIe CHUCTCMbI JOKYMCHTAIIWHU.

3. YHubUIMpoBaHHBIE CHCTEMBbI OTPACICBOM JIOKYMCHTAIIHH.

B ToM unci/Ie NPaAaKTHYECKHUX 3aAHATHIA M J1a00PaTOPHLIX PadoT

[Ipaktrueckoe 3ausarue 2. TectupoBaHue

OK 05 OK 09 IIK
2TIK 5

Paznea I1. CocTaBiienne u opopMiIeHHe OPraHU3allHOHHO-PACTIOPSAAMTEIbLHONH JOKYMEHTALINH.
JloKyMeHT0000poT Opranu3anuu (Ha npuMepe YUYpe:KIeHUuil colMaJIbHOro 00CayKUBaHMsl)

Tema 2.1
Oprasan3aloHHO-

MMPaBOBLIC TOKYMCHTLI

Copaep:kaHue y4eOHOro MaTepHuaJa

1. HOHHTI/Ie, OCJIb U 3TaIlbl pa3pa60TI<1/I Oopr: aHH3aHHOHHO-HpaBOBOﬁ JOKYMCHTALMH

2. OOmass  xapakTepuCcTHKa  JIOKYMEHTOB,  PEryJUpPYIOUIMX  JesTeIbHOCTb
OpraHu3allii M  CTPYKTYpHOIO  IIOApA3JEIEHUsA:  yCTaB,  IIOJIOXKCHHE,
YUpEIUTEIbHbII  OTOBOP, JOrOBOpP, NOPANOK, CTPYKTypa M  IOTaTHas
YHUCJICHHOCTD, IITATHOE PACIIUCAHUE.

3. JIoKyMeHTBI, peryJupyooiue JAeATeIbHOCTh  COTPYIHHKOB:  HMHCTPYKIIMS,
JIOJKHOCTHAsI MHCTPYKIIUS, JOBEPEHHOCTb.

B ToM 4nciie NPAKTHYECKHX 3aHATHIL M J1A00PaTOPHBIX padoT

[Ipaktnueckoe 3ansarue3. IIpakTMKyM 10 U3yYEHHIO perjaMeHTa BEACHHUS
JOKYMEHTAIlMH: TPaBUJI COCTABJIEHHs JOrOBOPOB HA COLMAIbHOE OOCITyXHBaHUE,
IIPOrpaMM COIPOBOXKACHMUS.

OK 05 OK 09 IIK
21IK 5

Tema 2.2. Coaep:kaHue y4eOHOro MaTepuaJa
PacniopsiaurensHbie 1. Ilonsarue, neib, OCHOBHBIC BUIEI.
AOKYMCHTBI 2. XapakTepucTHMKa JOKYMEHTOB, H3JaBacMbIX B YCIOBUAX KOJUIETHMAJIBHOTO
MPUHSITHUSL YIIPABJICHUYECKUX PEUICHUN: MOCTAHOBJIEHHUSI, PEILICHHUSL. OK 05 OK 09 TIK
3. XapaI(TeE)I/ICTI/IKa JIOKYMEHTOB, U3/1aBAEMbIX B YCJIOBUSIX €IMHOJIUYHOTO TPUHATHUS 2K 5
pELICHMI: TPUKA3bl, PACIOPSHKEHNUS, YKa3aHUSI.
B ToM unc/ie NIPaKTHYECKUX 3aHATHI M J1a00pPaTOPHBIX padoT
[Ipaktnueckoe 3anstue 4. IIpakTHKyM 1O COCTaBJICHHUIO PACHOPIAUTEIHHBIX
JOKYMEHTOB B YUPEKICHHUH COIMAILHOTO 00CITY)KHUBAHHMSL.
Tema 2.3. Coaep:kaHue y4eOHOI0 MaTepuaja
CnpaBouHo- 1. JlenoBble IOKyMEHTHI, oOOecleUnBaroNKe WHPOPMAIMOHHBIH OOMEH MEXIy OK 05 OK 09 IIK
nH(GOpPMaIMOHHbBIE CTPYKTYPHBIMH MOAPA3ACACHUSIMU U OPTaHU3AIUSIMH. 21IK 5
JOKYMCHTBI 2. TloHsATHSA «CITYKEOHBIM TOKYMEHTY», «<MH()OPMAIIMOHHO-CIIPABOYHBIN IOKYMEHT.




3. O6mas xapakTepucTUKa HH(OPMAIIMOHHO-CIIPABOYHBIX JIOKYMEHTOB: CIIPABKH,
aKTBl, JOKJIAJHbIe, OOBSCHHUTEIBHBIC, CIIy’)KEOHBIE 3alHMCKH, IMPOTOKOJIHI,
3as4BJICHUA, JCJIOBOC MMCHbMO

B ToM unciie NPAKTHYECKHX 3aHATHIA M J1Aa00PaTOPHBIX padoT

IIpaktnueckoe  3aHaTne 5. IIpakTMKyM 10  COCTaBIEHUIO  CIPABOYHO-
MH(POPMALMOHHBIX IOKYMEHTOB B YUPEKACHUHU COLIMATILHOIO 00CTYKUBAHMSL.

Tema 2.4. Copaep:kaHue y4eOHOro MaTepuaJia
JlokymMeHTO000pOT 1. Opranusaius paboThl ¢ JOKYMEHTaMHU.
OpraHu3anuu 2. Peructpauus ¥ KOHTPOJIb UCIIOJIHEHUS IOKYMEHTA. OK 05 OK 09 TIK
3. OmnpenelieHHE EHHOCTH JOKYMEHTOB M JIOKYMEHTHOH MH(GOpPMAITUH. 2 TIK 5
4. OOGmme TpeOOBaHUA K CHCTEMAaTH3alMK TJOKYMEHTOB U (hOPMHPOBAHUIO JICIL.
5. CocraBiieHH€ 3aroJI0BKOB JEI.
6. YcTaHOBJICHHE CPOKOB XpaHEHHs. XpaHCHHUE JJOKYMEHTOB U (pOpMUpOBaHHE JICIL.
Tema 2.5 Copep:kaHue y4eOHOro MaTepHuaJia
Pabora ¢ 1. OcobeHnHocTy paboThl € KOHOQUACHIMATBHBIMU JOKYMEHTAMH: CBEJICHUS,
KOH(UICHIINATEHBIMH OTHOCSIIHECS K KOH(DHICHIIMAIBHOH WH(POpMAIUK; 3alliTa JOKYMEHTOB,

AOKYMCHTaMU IIpU
OKa3aHuu COoMaJIbHBIX

yciIyr

COAEpPKAIMX KOMMEPYECKYK) TalHy, II€pCOHAJbHbIC JaHHbIC I0JydaTesiei
COIMAIBHBIX YCIyT; OpraHu3amusi paboThl € JOKyMEHTaMH, COJEpKaIIuMHU
KOH()UICHIINAILHBIC CBEICHUSI.

2. TexHomoruss oOpaOOTKH JOKYMEHTOB: ATalbl MOJITOTOBKHU JEIOMPOU3BOIUTEIICM
KOH(UICHIINATBHBIX JIOKYMEHTOB; OCHOBHBIC OIEPAIIMOHHBIC TEXHOJIOTUYECKUE
CXeMbl 00pabOTKHM KOH(MUIICHIIMAIBHBIX JOKYMEHTOB; Yy4YeT IOATOTOBJICHHBIX
KOH(UICHIIUAIbHBIX JOKYMEHTOB.

B TOM 4nciie NPAKTHYECKHX 3aHATHIA M J1A00PaTOPHBIX padoT

[IpakTueckoe 3aHATHE 6. CeMuHap-1pakTUKyM «TpeboBanus K
KOH(QUIEHIIMATBHOCTH JIMYHOM HMH(pOpMAMM, XPaHEHHI0 U  ONEPUPOBAHHIO
[IEPCOHANBHBIMU JITaHHBIMU TpaXkJaH, OOpaTHUBIIMXCSA 32 IMOJYyUYEHUEM COLMAIbHBIX
YCIIyT, MEp COLMATIbHOMN MOAAEPKKHU U TOCYJAPCTBEHHON COIMAIbHON TOMOLIM

OK 05 OK 09 IIK
21IK 5

Tema 2.6.
ApPXUBHOE XpaHEHHE
JIOKYMEHTOB

CoaepkaHue y4eOHOro MaTepHuaja

1. OI_IeHKa 3HAYUMOCTH JOKYMCHTOB M CPOKH XPaHCHUAI.

2. OCHOBHI 3aKOHOAATEILCTBA IO APXUBHOMY JICITY.

B ToM unciie NIPaKTHYECKUX 3aHATHI M J1a00PaTOPHBIX padoT

[Ipaktueckoe 3ausarue 7. TectupoBaHue

OK 05 OK 09 IIK
21IK 5

Pa3neu III. ABTOMAaTH3MPOBAHHBIE CHCTEMbI U TEXHOJIOTHH JOKYMEHTAIIMOHHOI0 00ecnedeHus

JAeJIONPON3BO/ICTBA

Tema 3.1.

|C0)1ep>lcalme y4eOHOr0 MaTepHaJia

OK 05 OK 09 IIK




Kommnbrorepasie cuctemsl |1. [Ipobiema uHTErpanuy NporpaMMHBIX CPEACTB 00pa0OTKH JOKYMEHTOB M METOIbI 21IK 5
Y TEXHOJIOTUU CO3aHUS e perieHus..
JIOKYMEHTOB 2. OducHbIe MPOrpaMMHBIC CUCTEMBI. 1
3. OO0yauHbIE CEPBUCHI.
4. TexHmka 06€30MaCHOCTH MPU PaAdOTE CO CPEJICTBAMH OPraHU3AIMOHHON TEXHUKH.
Tema 3.2 Conep:kaHue y4eOHOT0 MaTepHuaJia
Odopmnenue Texcra 1. OcHOBHBIE MeTOABI M TpeboBaHHS K odopmiieHHIO ((HOpMATUPOBAHHIO) TEKCTa:
oopmieHrEe CHUMBOJIOB TEKCTa, ab3aleB; pacloJIOKEHHE TEKCTa; pyOpUKH;
BBIJICJICHUSI B TEKCTE; O(OpPMIICHHE 3arojIOBKOB; NMPHUMEYaHHS; CHOCKH, BEPCTKa
MHOTOCTPaHUYHOT'O TEKCTA; NIeYaTh. 1
2. IloaroroBka TaOMHIl: TOHITHE M CTPYKTYpa TaOIUIIbI, OCHOBHBIE TPEOOBAHUS K OK 05 OK 09 ITIK
(dhopme u mocTpoeHuto TadbauIl; opopmIleHHEe HyMEpaIlOHHOTO 3ar0JIOBKa 2TIK 5
Ta0JUIBl; 0(DOPMIICHHE 3aT0JIOBKOB M rpad.
B ToM Yuc/ie MPaKTHYECKUX 3aHATHIH U J1a00pPaTOPHBIX padoT
[TpakTuueckoe 3anarue 8. [IpakTrkyMm 1o pabore ¢ KOMIbIOTEPHBIMHU CHUCTEMAaMHU.
[Tytu obecnieuenus pecypcocoepexenusi. Cpeactpa MpopUIaKTHKH MTEPEHATPIKECHHS 2
1 Ipo(heCCUOHATILHOTO BHITOPAHHUSL.
CamocTosiTesibHasi padoTa 14
IIpome:xyTOUHAS aTTECTALMSA 5
AnddepenuupoBanHblii 32aueT
Bcero: 54




3. YCJIOBUSI PEAJIM3ALIMA YYEBHOM JUCIUILIAHBI

3.1. Jlns peanu3anuu mporpaMMbl Y4eOHON AUCIUILINHBI JOJKHBI OBITH MTPEITyCMOTPEHBI
CJICAYIOUIHE CIeHaTbHbIC TOMEIICHHUS:

KabuHeTmokyMeHTOBEICHUS 1 ACIIONIPON3BOICTBA:
- pabouee MecTo npenoaBaress - 1mr.;

- CTOJIbI YYEHHUECKHUE - 15 mT.;

- CTyJIbs yueHndeckue - 30 mr.;

- IOCKa y4eHu4Jeckas - 1 mr.;

- KOMIBIOTEp - 1 mT.;

- IPOEKTOp - 1 WT.;

- JOCKa AJ1s MpoeKTopa - 1 mr.;

- HarJsAHbIe mocoous - 15 mr.;

- KOMIUIEKTHI y4eOHO-METOIUUECKOM TOKYMEHTauN

0 AUCHUIUIMHAM - 10 mT.;

- TpuOyHa nepeHocHas - 1 mr.;

- IUTAKAThl TEMAaTUYECKHUE - 7 MIT.;

- mKkad co CTEKISTHHBIMH JIBEPIIaMU Ha 3aMKe /ISl XpaHECHUs! y4eOHBIX MaTepHaioB - 2
IIT.

3.2.UudopmanmnonHoe obecriedeHrue peaan3anun NporpamMmmbl
Jns peanuzanuu TporpaMMbl  OMOIMOTEYHBIH (OHI 00pa3oBaTeIbHON OpraHU3aluu

JIOJDKEH MMETh MeYaTHBIC W/WUJIH DJIEKTPOHHBIE 00pa3oBaTelbHbIe U HH(OPMAIIMOHHBIE PECYPCHI
JUISL UCTIONb30BaHus B 00pa3oBaTesibHOM npouecce. [Ipu hopmupoBanuu Onbnuoreunoro ¢ponaa
00pa3oBaTeNbHOW OpraHM3alMeil BHIOMpAETCS HE MEHEE OJHOTO H3JaHUS U3 MEPEeUHCIICHHBIX
HIDKE TICYATHBIX M3JIAaHUA M (WIM) DJIEKTPOHHBIX W3JaHHK B KaueCTBE OCHOBHOTO, MPH STOM
CIIMCOK, MOXKET OBITh JIOMIOJHEH HOBBIMH M3JIAaHHSIMH.
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JEIONPOU3BOJICTBA; TpaBWia OQOPMIICHHUS M XPAHCHUS JTOKYMEHTOB. 3]1eCh OpraHU30BaHO

oOmieHne Ha (opyMe CeKpeTapei.

4. KOHTPOJIb 1 OHEHKA PE3YJIbTATOB OCBOEHUA
YYEBHOU JUCHUTJIAHBI

KoHTponbuoneHkape3yibTaTOBOCBOCHUY4€OHONU I CIIMTUIMHBIOCYIIIECT
BJISIETCSITPENOIaBATEIEMBIIPOIIECCENTPOBEACHUATIPAKTUUECKUX3AHATUHNITIA00p
aTOPHBIXPAaOOT,TECTUPOBAHUS,aTAKKEBBITIOJHEHUA00YYarOIIMMHUCSIMHANBU YA

JIBHBIX SaHaHHﬁ,HpOGKTOB,HCCHGHOB&HHﬁ, a TaKXe€ B X0€
TCCTUPOBAHHNA,3a4CTaA.
PesyabaThiobyyenus DopMbI U METOABI KOHTPOJIS
(ocBoeHHBIE yMeEHUS, HOILEHKHPE3yJIbTATOBOOYYeHHS
YCBOEHHBIE3HAHMS)
YMEETOCYILECTBIIATh pelenye npopecCUOHAIbHBIX
npodecCHOHANBHYIO IeITeTbHOCTh 3a/1a4,[IpOBEpPKa pe3yJIbTATOB
BCOOTBETCTBUHCCOBPEMCEHHBIMU IPAKTHIECKUXPAOOT
KOHLIENILIUSAMU U
podecCHOHaNTbHBIMUIIEHHOCTSIMUCOIIUAIBH
0ipabOTHI
3HACTKATCrOPUUMIIOHSTHS CamocrosrenbHas paborta,
COLIMAJILHOW PabOTHI, TECTUPOBAHHUE,IIPOBEPKA pe3yJIbTaTOB
cnenuduxkynpodeccun MPaKTUYECKUXPaOoT




3HAETTPAIULUUPOCCUIICKONH CamocTrodarenbHaspadoTa, TECTUPOBAHUE,
MEXIyHapOAHONOIarOTBOPUTEIHLHOCTH

3HACTOCHOBHBICCOBPEMCHHBIC CamocrosiTenpHas pa60Ta, yCTHLII71
KOHIICTIIIMK COLMAILHOM pabOThI U OIIPOC,ITPOBCPKA PE3yIbTaTOB
UXOCHOBAaHUS MPAKTHIECKUXPAOOT

5. OCOBEHHOCTH PEAJ/IMBALIUA JUCHUIIJIMHBI 11 UTHBAJIM0OB U JINI]
C O'PAHUMYEHHBIMH BO3MOKHOCTAMM 3/10POBbA

B cioyuyae oOyueHus B KOJUIEIXKE JIMIL[ C OIPAaHUYEHHBIMU BO3MOKHOCTSIMHM 3/10pPOBbS
YUUTBHIBAIOTCS OCOOCHHOCTH NMCUXO(QHU3NYECKOTO Pa3BUTHS, WHAMBHUAYaJIbHbIE BO3MOXKHOCTU U
COCTOSIHUE 3/10POBBS TAKUX 00Y4aIOLIUXCS.

OO6pa3oBanue 00y4aroIMXCsl C OTPaHUYEHHBIMU BO3MOXKHOCTSIMU 370POBbSI MOXKET OBITH
OpPTraHU30BaHO KaK COBMECTHO C JAPYTUMH 00y4YaIOUIMMHUCS, TaK U B OT/AEIbHBIX IpYIIIax.

OOyuaromyecs U3 YUCia JIUL ¢ OTPAHUYEHHBIMU BO3MOXHOCTSIMH 3/10pPOBBSI 00€CTIEYESHbI
neyaTHeIMM M (WJIM)  OJEKTPOHHBIMH  OOpa3oBaTeNbHBIMU  pecypcaMu B (opmax,
aJaNTHPOBAHHBIX K OTPAHUYEHHUSAM UX 3/10POBbSL.

OOyyeHre HMHBAIUAOB OCYLIECTBISIETCS TaKKE€ B COOTBETCTBUM C WHIUBUAYaIbHOU
IporpaMMoi peabuauTaluy WHBAIUAA (IPU HATUYUN).

JUis 1Ml ¢ OrpaHUYEHHBIMH BO3MOXHOCTSIMM 3/0pOBbSl IO CIyXy BO3MOXHO
npefocTaBlieHle y4eOHOM HH(opManuu B BHU3yaldbHOH (opme (KpaTKMi KOHCHEKT JIEKIM;
TEKCTh! 3aaHuil). Ha ayauTOpHBIX 3aHATUSAX JOIYCKaeTCsl MPUCYTCTBUE ACCUCTEHTA, a TaKxkKe
CYpZIONEPEBOIUUKOB U (MaH) TU(DIOCYpAONEepeBOIUMKOB. TeKyIui KOHTPOJb YCHEBaEMOCTU
OCYILECTBIISICTCSI B NMUCbMEHHOW (popme: 0Oydarommiicss MUCHMEHHO OTBEYAaeT Ha BOIPOCHI,
NUCBMEHHO BBINIOJHIET IMpakTuyeckue 3axanus. Jloxman (pedepaT) Takke MOXKET OBITh
NpEeCTaBJICH B MUCBbMEHHOU (hopMe, TP STOM TPeOOBaHUS K COACPIKAHUIO OCTAIOTCS TEMH XK€, a
TpeOOBaHUS K KaUeCTBY U3JI0KEHUS MaTepHaa (IOHATHOCTb, KaYeCTBO PEYU, B3aUMOJECICTBHE C
ayuTOpuell W T. J.) 3aMEHSIIOTCSI Ha COOTBETCTBYIOLIME TpeOOBaHUS, MpPEIbsBISEMbIE K
NMCbMEHHBIM paboTaM (KayecTBO O(QOPMIICHMS TEKCTa M CIUCKA JUTEPaTypbl, TPAMOTHOCTb,
HaJlM4Me WUTIOCTPALMOHHBIX MarepuaioB M T.1.). Ilpomexyrounas aTrectanms sl JIMI C
HapyLWEHUSIMU CiIyXa MPOBOJUTCS B NMHUCBMEHHOH ¢opMme, MpH 3TOM HCHONb3YIOTCA OoOIIMe
Kputepuu oneHuBaHus. Ilpu HeoOXoAMMOCTH BpeMsi HOJATOTOBKM K OTBETY MOXKET OBITh
YBEJIMUYEHO.

JUid U1 ¢ OrpaHMYEHHBIMM BO3MOKHOCTSIMH 3[0POBBSI 10 3PEHHI0 YHUBEPCHUTETOM
oOecrnieunBaeTcs BBIIYCK U HUCIIOJIb30BAHWE HAa Y4YEOHBIX 3aHSTHUSX aJIbTEPHATUBHBIX (JOPMATOB
MeYaTHbIX MaTepuasoB (KpymHbeId wmpudt wunum ayauodaiinel) a Takke oOecrednBaeT
o0yyaroImuxcs HaJIeKallUMU  3BYKOBBIMH CpPEACTBAMH  BOCIPOM3BENEHHUs HHpOpMaluu
(nukTooHOB M T.1.). JlomycKaeTcsi NPUCYTCTBUE aCCUCTEHTA, OKAa3bIBAIOLIET0 00yYaromeMycs
HEOOXOIMMYIO TEXHHUYECKYIO MOMOIIb. TeKylHMii KOHTPOJIb yCIIEBAEMOCTH OCYLIECTBISETCS B
ycTHOM ¢opme. [Ipu mpoBeeHNN MTPOMEKYTOUHOM aTTeCTallMU JUIs JIMI ¢ HapYILICHUEM 3pEHHS
TECTUPOBAHUE MOXKET OBITh 3aMEHEHO Ha YCTHOE COOECceJ0BaHHUE 110 BOIPOCAM.

JUig 11 ¢ OrpaHUYEHHBIMM BO3MOXKHOCTSIMU 3/10POBbsI, UMEIOIIMX HAPYIIEHUS ONOPHO-
JBUTATEJILHOTO ammapaTa MaTepUaJbHO-TEXHUYECKUE YCIIOBUS YHUBEPCHUTETa 00ECIEUMBAIOT
BO3MOXKHOCTh O€CIPENSITCTBEHHOTO JOCTyIa OOydaroluxcs B y4eOHbIE MOMEIEHUs, a TaKKe



npeObIBaHUs B HUX (HAJMYUE MAHAyCOB, MOPYYHEH, paCIIMPEHHBIX JBEPHBIX MIPOEMOB, JTU(PTOB;
HaJIM4Ke CTIEIUAIBHBIX KPECeN U IPYTHX MPUCTIOCOOICHUH).

Ha ayauTopHbBIX 3aHATHSX, a TaKKe NPU NMPOBEACHUU TMPOLELYpP TEKYILIEro KOHTPOJIS
yCIEBAaEMOCTH W IMPOMEXYTOUYHON aTTeCTallud JHUIaM C OTPAaHUYEHHBIMU BO3MOXHOCTSAMU
3I0pOBbs, HUMEIOUIMM  HApyLIEHUS  ONOPHO-IBUraTeJIbHOTO  amnmapaTta MOryT — OBbITh
IPEIOCTaBIEHbl HEOOXOANMbIE TEXHHUECKHE CpelcTBa (MepCOHANBHBIM KOMIBIOTEP, HOYTOYK
WIM APYTOil TajKeT); NOMyCKaeTcsl MPUCYTCTBUE acCCHCTEHTa (ACCHUCTEHTOB), OKa3bIBAIOIIETO
o0OydJarmuMcss HeOOXOAUMYIO TEXHUYECKYIO MOMOIIb (3aHATh pabodee MECTO, MepeaBUraThCs
10 Ay JUTOPUH, IPOYUTATH 33/1aHUE, OPOPMUTH OTBET, OOIIATHCS C MPETOAABATEIIEM).



