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1. MacnopT nmporpaMmmsI Npo¢ecCHOHATHHOT0 MOTYJIs
IIM.01 loxkymeHTALMOHHOE O0ecneueHue eI TeJIbHOCTH OPraHu3auni
1.1. Ob6sacTh NPpUMEHEHHUS POTPAMMBI

Pabouas nporpamma npodeccuonansuoro moayis IIM.01 JlokymeHTanMOHHOe o0ecnieyeHue
AesiITeIbHOCTH OPTaHM3alUii SBISIETCS YacThl0O OCHOBHOHM NpodecCHOHANbHON 00pa3oBaTebHON
MPOrpaMMbI TOJrOTOBKH KBATH(UIIMPOBAHHBIX PadOumMX, ciyxkammx B cooTBerctBuu ¢ ®I'OC mo

46.01.03 [leronpou3BoAUTE b, YTBEPXKICHHBIM MTPpUKa30oM MuHHCTEpCTBAa 00pa3zoBanus U Hayku PO
ot 02 aBrycra 2013 r. Ne639.

1.2. MecTto mpodeccuoHAJIBLHOr0 MOAYJS B CTPYKTYype OCHOBHOI NpogeccHoHAILHOI
o0pa3oBaTe/ibHOI NPOrpaMMbl MOATOTOBKHU CIEMATUCTOB:
[IpodeccrnoHanbHBIN MOTYIb BXOJUT B MPO(HECCUOHATBHBIN UK.

1.3. Henu u 3ana4uu npogeccuoHATBHOr0 MOIYJI — TPeOOBAHUS K pPe3y/IbTaTaM O0CBOCHHS
npogeccnoHaIbHOT0 MOAYJIS:

C nenpl0 OBIAJEHMS  yKa3aHHBIM  BHUJIOM  NIPO(ECCHOHATBHOW  JEATENbHOCTH U
COOTBETCTBYIOIIUMHU NPO(ECCHOHATBHBIMA KOMMETEHIHUAMHA OOy4yaloUuIuiicss B XOJE€ OCBOEHHS
po(ecCHOHATIBHOTO MOTYJISI IOJIKEH:

HMeTh NPAKTHYECKUH ONbIT:

- IOKyMEHTallMOHHOTO 00ecrevyeHus AesITeIbHOCTH OpraHu3alluu;

yMeTh:

- MPUHUMATh, PETUCTPUPOBATH, YIUTHIBATH MOCTYIAIOIINE TOKYMEHTHI;

- MPOBEPATH NPABHILHOCTH OPOPMIICHUS TOKYMEHTOB;

- BECTHU KapTOTEKy y4eTa MPOXOKICHHS T0OKyMEHTaIbHbIX MaTepHAJIOB;

3HATh:

- OCHOBHBIE TI0JI0KeHUsI EMMHON TOCy1apCTBEHHOM CUCTEMBI IEJIONPOU3BOCTBA;

- BUJbI, PYHKIIMU JOKYMEHTOB, [IpaBUjia UX COCTAaBJICHUS U O(POPMIICHUS;

- IOPSI0K JOKYMEHTHUPOBaHUS HHPOPMAIIMOHHO-CIIPABOYHBIX MaTEPHUAJIOB;

- MpaBuUJIa JIEJIOBOTO 3TUKETA U JEIOBOr0 OOIECHUS.

B pesynbrare ocBoeHMs] y4eOHOUM AMCUUIUIMHBI OOYYalOUIMIiCs JOJKEH BIAACTh OOIIMMH
KOMIeTEeHIUSIMU:

OK 1. IToHumath CyIIHOCTh W COLMAIBHYIO 3HAYUMOCTh Oyayiied mpodeccuu, MposBIsATh K
HEW yCTOMYMBBIN UHTEPEC.

OK 2. OpraHuzoBbiBaTh COOCTBEHHYIO JESTENbHOCTb, UCXOAS U3 LIETH U CIOCOO0B ee
JOCTHKEHHUSI, OIIPEICIICHHBIX PYKOBOIUTENIEM.

OK 3. Ananu3upoBarh pabo4yl0 CUTYallM0, OCYIIECTBIATh TEKYLIUH U UTOTOBBIN KOHTPOJIb,
OIICHKY U KOPPEKIUI0 COOCTBEHHOW AEATEIbHOCTH, HECTH OTBETCTBEHHOCTh 3a PEe3YNbTaThl CBOEH
paboTHI.

OK 4. OcymecTBnsaTh MOUCK HWHMOpMAMU, HEOOXOAUMON sl 3(PPEKTUBHOTO BBIMOTHEHUS
npodeccroHabHBIX 3a/ay.

OK 5. Hcnonb3oBarh WH(OPMAIMOHHO -KOMMYHUKAIIMOHHBIE TEXHOJIOTUH B
npoheccHOHaTBbHON AEATEIbHOCTH.

OK 6. Pabotats B koMaH e, 3(HEeKTUBHO 00IMIATHCS C KOJIJIETaMU, PYKOBOICTBOM, KIIMEHTaMHU.

OK 7. McrionHITh BOUHCKYIO 00513aHHOCTbD, B TOM YHCIIE C IPUMEHEHUEM MOTYUE€HHBIX

npodeccuoHANbHBIX 3HAHUH (1715 FOHOIIIEH ).

B pesymbrate ocBoeHHMs y4yeOHOM JAMCHUIUIMHBI OOYdYalOIIMiiCS JIOJDKEH  BIIAJIETh
npo¢ecCHOHATbHBIMH KOMIIETEHUMSIMU

IIK 1.1. [IppuHUMaTh U pEerucTPUPOBATH MOCTYMAIOLIYI0 KOPPECIOHACHIMIO, HAMPABIIATh €€ B
CTPYKTYpPHBIE 110JIpa3IeIeHUs] OpraHU3aAIINH.

[IK 1.2. PaccmaTpuBaTh TOKYMEHTHI U NEpeaBaTh UX HA UCHOJHEHHE C YYETOM PE30JIOLUU
PYKOBOJIUTENEN OpraHu3aliy.



IIK 1.3. OdopMaaTh perucTpaliOHHbIE KAPTOUKH U CO3/1aBaTh OaHK JTaHHBIX.

IIK 1.4. Bectu xapToTeKy yuera IpOX0OKIEHHS JOKYMEHTAIbHBIX MaTEpHAIIOB.

[IK 1.5. OcymiecTBiaTh KOHTPOJIb 32 IPOXOKIEHUEM TIOKYMEHTOB.

IIK 1.6. OTnipaBisTh UCHOJIHEHHYIO JOKYMEHTALUIO aJpecaTaM C IPUMEHEHUEM COBPEMEHHBIX
BUJIOB OPraHU3allMOHHON TEXHUKH.

IIK 1.7. CoctaBnsath U 0GOpMIIATH CITy)KeOHBIE JOKYMEHTBI, MaT€pPHajbl C MCIOIH30BAHUEM
(bopMyIISIpOB TOKYMEHTOB KOHKPETHBIX BHJIOB.

1.4. PexomeHayeMoe KOJIMYECTBO YaCOB HA OCBOEHHE NPOrpaMMbl Po(decCHOHATBHOT0 MOTYJISA:
MaKCHUMAaJIbHOW y4eOHOW Harpy3ku oOydaromerocs 524 gaca, B TOM YUCIIE:

00s13aTeNILHOM ayTMTOPHOH yueOHOM Harpy3ku - 349 gacos.

2. CTpyKTYpa U cojiep:kaHue padoyeii mporpaMMsbl NpodeccHoHATBLHOT0 MOAYJIsSt
2.1. O6beM npodeccHoOHATBLHOT0 MOAYJIS U BUABI YU4eOHOI padoThI

Buj yueOHoii padoThI Konuuecmeo
yacoe

MaxkcumaJibHasi yueOHasi Harpy3Ka (Bcero) 524
O06si3aTeIbHAS AyIUTOPHAS YueOHAas HArpy3Kka (Bcero) 349
B ToM uncie MJIK.01.01 «/lokymeHTannOHHOE 00ecneueHne AeATEIbLHOCTH 349
OpraHu3auuiny:

MPAKTUYECKHUE 3aHATHS 177

JISKINH, YPOKH 172
CamocrosiTeJibHasi padora 175
Y4yeOHas npakTukKa 144
IIpousBoaCTBeHHAsI MPAKTHKA 360
Ilpomesccymounan ammecmauus 6 hopme: opy2ux popm Konmpois, ougpgpeperyuposarntoo
3auema, K8AIUPUKAYUOHHOO. IK3AMEHA




2.2. Coaep:xxanue npogeccuonanbHoro moayJsi (IIM.01)

Konapbl HaunmeHoBaHus pa3neioB Bcero yacos O0bem BpeMeHH, OTBe/ICHHBII Ha OCBOEHHE IIpakTHKa
npogeccuo npoecCHOHATBLHOT0 MOLYJIsA (maxc. MEKTHCHUIITHHAPHOTO Kypca (KypcoB)
HATBHBIX yueonas OosizatenbHas ayautopuas  |Camocrosi| Komeyn | Yueomas, |[IpousBoacrBenH
KoMIeTeri Hacpyska u y4eOHasi Harpy3Ka TeIbHAS | pragum, | 4acoB asi, 4acoB
Hii NPaKmuKiL) o6yuaromerocs pabora, wacoe (ecnu
Hacos npeodycmMompena
Bcero, B T.4. paccpe0omoyenH
qacoB NpaKTHYeCKHue as npakmuKa)
3aHSATHS, YACOB
1 2 3 4 5 6 7 8 9
MK 1.1-1.7| MJK 01.01 «/lokyMeHTalluOHHOE
obecrneveHne qesaTeIbHOCTH 175 144
668 349 177
OpraHu3anum)
IIpon3BoacTBeHHAs] MPAKTHKA, YaCOB
(ecnu npedycmompena umozosas 360 - - - 360
(KOHYEHMPUPOBAHHASL) NPAKMUKA)
175 144 360
Bcero: 1028 349 177




2.3 TeMmaTH4ecKuii MJ1aH U coAep:kaHue npodeccuonanbHoro moayJisi [IM.01 lokymMeHTanMOHHOE 00ecniedeHue e TeJbHOCTH
OpraHM3anui.

3 Conepxxanue yueOHOro MaTepuaJa, JJjadoparopHbie padoThl U MPAKTHYECKHE O0bem YpoBenb
3aHATHSA, CAMOCTOAITE/ILHAS PadoTa 00yyawmmXxcsi, KypcoBasi padoT (MpoeKT) (eciu 4acoB OCBOEHMA
npeoycmMompeHul)
1 2 3 4
MJIK 01.01 ToxkymenTanuonnoe odecnevyenne aeaTeIbHOCTH OPraHu3aIuii
Pa3nea 1. Uctopus pa3Butus. CoBpeMeHHOe 1eJI0NPOU3BOCTBO.
Tema 1.1.AcTopus Conepxanue 8 1
pasBuTHs cucreMbl | 1. | Jlegonpou3BoAcTBO B [[peBHeil Pycu.
TroCy1apCTBECHHOT'0 2. ITpukasHoe aenonpon3BoacTBO. Kosaekckoe 1eI0npor3BOICTBO.
zll)enonpomnoncma B 3. | HcnonruTensHOE AETOMPOU3BOJICTBO.
occuu. 4 Henonpouzpoactso B CCCP B XX Beke.
CamocrosiTeJibHasi padoTa 3 3
1. CamocrositeabHast padora Ne 1. [ToarotoBuTh cooOIIeHNE 110 OHOMY U3
ATANOB PAa3BUTHS JEJIOINPOU3BOICTBA B Poccum.
Tema 1.2.Cucrema Coaep:xkanune 4 1
AeJIONPOU3BOACTBA. | ], Jlesonpon3BoACTBO: LENH, 3aa41 U OCHOBHBIE TTPUHIIUIIBI.
2. OO6m1as XxapakTepUCTUKA JIEHCTBYIOIIETO HAIIMOHAIBLHOTO CTaHIapTa.
IlpakTHyeckune 3aHATHS 6 2
1. ‘ IpakTnuyeckas padora Ne 1. Mzyyenue 'OCT P UCO 15489-1-2019
CamocrositesibHAas padoTa 3 3
1. CamocrositesibHas padora Ne 2. [[ucCbMEeHHO OTBETUTH Ha BOIIPOCHI
CaMOKOHTPOJIS 110 paszeny 1.
2. CamocrositeanHnast padora Ne 3. CocTaBuTh Ii1occapuil o TeMe paszena. 3
Pa3nes 2  OcCHOBBI JOKYMEHTAIIMOHHOIO 00ecneYeHusi YIPaBJICHUS
Tema 2.1. Conepxanue 4 1
OcnoBubie mouaTug | 1. | Jlokyment u uHdopmanusa. XapaKTePUCTHKH TOKyMEHTa. BH/IBI TOKYMEHTOB.
AOKYMCHTHUPOBaAHUSA qDYHKI.II/II/I JTOKYMCHTOB.
ynpaBJIeHYeCKoi 2. | Vipasnenue nokymentamMu. Cucrema yrnpasJieHHs JOKYMEHTaMH.
ACATELHOCTH IpakTHyecKoe 3aHsATHE: 2 2




1. ‘ IIpakTnueckas padora Ne 2. AHanu3 XxapakTEpUCTUK JTOKYMEHTA.
CamocrosiTesbHasi padora 4
1. | CamocrosiTenbHas padora Ne 4. CocTaBuUTh IPE3CHTAIMIO HA TEMY:
«Knaccudukarusi JOKyMEHTOBY.
Tema2.2. Conepxanue. 4
HopmartusHo- 1. | Obuas xapakTepucTUKa HOPMAaTUBHO- IPABOBOM 0a3bl TOKYMEHTHPOBAHMUSI
npasoBasi 6aza ylpaBJjeHuecKol AestenbHocTU. [IpaBoBast 0a3a JOKyMEHTHUpPOBaHUS
AOKYMEHTHPOBAHUH YIPABJICHYECKON EATEIBHOCTH.
YHpaBJICHICCKOU 2. | CrarmapTel B JOKYMEHTUPOBAHHUH YIIPABICHUECKOW JEITETHHOCTH.
ACHTEALHOCTH. Knaccudukarops! 1 yaupuuupoBaHHble CUCTEMBI JoKyMeHTauu. HopMaTuBHbIe
MIpaBOBBIE aKThl MEKBEJJOMCTBEHHOTO M BEIOMCTBEHHOI'O XapaKkTepa.
IIpakTnueckoe 3aHsTHE: 6
1. | IpakTuyeckas padora Ne 3. Opopmiienue TabaMIl HOPMAaTUBHO-TIPABOBOM 0a3bl
JOKYMEHTUPOBAHHUS YIIPABICHUYECKON AESITETbHOCTH.
2. | IpakTnueckas padora Ne 4. [IpakTuueckasi puTopHKa 10 MPOIACHHON TeMe. 2
CamocrosiTesibHasi padoTa 3
1. | CamocrosiTeabHast padora Ne 5. [oarotroBuTh COOOIIIEHHE 110 33JaHHOMN TEMeE.
Tema 2.3. Coneprxanue 4
Cucremel 1. | Obmepoccuiickue CUCTeMbI JOKYMEHTAIIUH.
AOKYMEHTAlLUH. 2. | YHuGUIIUPOBAHHBIE CUCTEMBI YIIPABJICHUYECKOU TOKYMEHTAIUH.
Yuubunuposansusie pOpMbI OTPACIIEBON TOKYMEHTAIIUU.
IIpakTHYecKoe 3aHsATHE: 2
1. \ IIpakTnueckas padora Ne 5. Pabora c OKVY/I.
CamocrosiTesibHAas padoTa 3
1. | CamocrositesqbHast padora Ne 6. CocTaBUTh IJloccapuil o TeMe pasjiena.
2. | CamocrositeibHasi padota Ne 7. Pedepar no 3ajaHHoOi Teme. 10
Pa3nes 3. OcHOBHBIC BH/IbI YIPABJICHYECKON JOKYMEHTALIMY U NPAaBHJIA UX 0)OPMIICHHUSA
Tema 3.1. Conepxanue 6
Baanku u cocras 1. | OGmue TpeboBaHMs K FOPUANYECKON CHIie U OPOPMIICHHIO JOKYMEHTOB.
PEKBH3UTOB 2. | TpeboBanus K 0(OPMIICHHIO YITPABIEHYECKUX TOKYMEHTOB.
YOpPaBJICHYECKUX 3. | boank JOKYMEHTAa M €ro pa3HOBHUAHOCTH. OcobenHoctu od)opMneHI/IH




AOKYMEHTOB U

‘ MHOTOCTPaHUYHBIX JOKYMCHTOB.

NpaBuJIa UX IIpakTHYecKoe 3aHsATHE: 4
o(opmJIeHUA 1. | IpakTHyeckas padora Ne 6. PenaktupoBanue o0pa3oB TOKYMEHTOB.
2. | IlpakTnyeckas padora Ne 7. CocraBienue o0mux O0JaHKOB I MTUChMa 4
OpraHu3aui
3. | lIpakTnyeckas padora Ne 8. OdopmiieHHE OTIEIBHBIX PEKBU3UTOB JJOKYMEHTOB. 4
CamocrosiTesbHasi pabora 10
1. \ CamocrositesbHas padora Ne 8. Pazpabotats 00pa3iisl 0(hopMIICHHS] pEKBU3UTOB.
Tema 3.2. Conepxanue 4
OcodenHocTu 1. | IlpoTokosbl. AKThI. JloKIagHbIe U OOBSICHUTEIBHBIE 3aMMCKH, 3asBJICHUS, CTIPABKHU.
odopmreHust 2. | PacropsimutenbHbIe TOKyMEHTHI. OpraHU3aliHOHHO-IIPABOBBIC JOKYMEHTHI.
nauboJiee IIpakTHYECKOE 3aHATHE: 2
PacnpoCTPaHEHHbIX | 1 | TIpakTuueckas padora Ne 9. CocTaBnenue NpOTOKOJIa 3aCEIaHsT MHBEHTAPHOM
BU/10B KOMHCCHH.
OpraHu3alHOHHO- 2. | MpakTuyeckas padora Ne 10. CocTapieHue IOJIHOTO MPOTOKOA 0OIIEro 2
PacHopsiinTEILHBIX coOpaHHs COOCTBEHHUKOB JKUJIbSL.
JOKYMEHTOR. 3. | lIpakTuueckasi padéora Ne 11. CocraBieHue TOKIaJHON U 00BICHUTENBHOMN 4
3aIUCOK.
CamocrosiTeJibHasi padoTa 4
1. | CamocrosiTesqibHast padota Ne 9. CocraBiieHUE 3asBJICHUS, CIPABKH O CTaXKe
paboTHI.
2. | CamocrosiTesabHasi padora Ne 10. Pazpabotka Buia pacrnopsiiuTeIbHOTO 2
JIOKYMEHTA.
3. | CamocrosnTenabHas padora Ne 11. PazpaboTka o0Opasiia opranuzaiioHHO- 4
IPaBOBOTO JOKYMEHTA.
Tema 3.3. 1. | OGwmas xapakTepucTUKa JOKYMEHTOB 110 (PMHAHCOBO-PACUETHBIM OIEPALUSIM. 8
Ocobennoctu Knaccugukaiys ydeTHbIX JOKYMEHTOB.
opopMiIeHHA 2. | CnocoObl ucnpaBiaeHHs OIIHMOOK B (PMHAHCOBO-PACUETHON TOKyMEHTALIUH.
¢uHaHCcoBOI 3. | OdopmiieHne OTKPHITHS CUETOB NPENPUATHH.
AOKYMEHTAlUHU 4. | OcHOBHbIE BUJIBI JOKYMEHTOB 110 (PMHAHCOBO-PACUETHBIM ONEPAIHSIM.
opraHusanmu. IIpakTHueckoe 3aHsATHE: 2
1. | IIpakTHyeckas padora Ne 12. Mcnpasnenue omm60k B GMHAHCOBO-PACUETHON
JOKYMEHTAIIMH pa3IMyHBIMU CII0OCOOaMU.




IIpakTnueckas padora Ne 13. [loaroroBka TOKyMEHTalMU 7151 OTKPBITHS CUETA
HIPEAIPUSITHSL.

CamocrosiTesibHasi pabora
1. | CamocrositenbHast padora Ne 12. CocraBienue Tabmuis «Buasl JOKyMEHTOB 110
(bMHAHCOBO-PACUETHBIM OTICPAITUSIM)
Tema 3.4. Conepxanue
Ocobennoctu 1. | lorosopsL.
oopmIIcHES 2. | Joepennocru. Hakmanuaeie. Hapsinel. KomMepueckue akThl.
AIOKYMEHTOB 110 3. | llperen3nonnsie mucbMa. VICKOBBIC 3asIBICHUS.
CHAOMKEHU IO U
IIpakTHYecKue 3aHATHSA:
cOBbITY. -
1. | IpakTuyeckas padora Ne 14. CocTaBiieHuEe JOBEPEHHOCTEIN.
2. | IlpakTnyeckas padora Ne 15. CocTaBineHne MpeTeH3NOHHOTO MHCHMA.
CamocrosiTesibHas padoTa
1. | CamocrosiTenbHasi padora Ne 13. CoctaBineHue nakera 00pa3oB HaAKJIa HBIX,
Haps/10B, KOMMEPUYECKUX aKTOB, TOTOBOPOB, HCKOBOTO 3asIBJICHUSI.
2. | CamocrositeabHnas padora Ne 14. CoctaBuTh riaoccapuii 1o Teme paszena.
Pasznen 4. CnyxeOHasi M 1ej10Basi KOPPECNOHAEHIIUS
Tema 4.1. Conep:xanue
IIncbMenHast 1. JocraBka HHUCHbMEHHOU KOPPECIOHICHIINH. Hocurenn MMACHEMEHHOM
KOppecrnoH/IeHIIUsl. KoppecnoHieHIH. PopMatel OymMaru Jyisi IMCbMEHHON KOPPECTIOHACHIINH.
IIpakTnyeckoe 3ansiTue:
1. | IlpakTuyeckas padora Ne 16. OdopmieHrue KOHBEpTa MOYTOBOTO MUChMA. DTarbl
OTIPABJICHUSI IOYTOBOI KOPPECIIOHICHIUH.
CamocrosiTesibHAas padoTa
1. CamocrositesibHass padora Ne 15. Co3panue npe3eHTauuum Ha Temy: «Buubl
MOYTOBBIX  OTIPAaBJIEHUN JJI1 TEPEChUIKM MHCbMEHHOM KOPPECTIOHACHIINU
OpraHu3aIusIMu»
Tema 4.2. Conepxanue
Koppecnongennmus, 1. | Tenerpammsl. TenepoHOTrpaMMBlL.
nepeaasaemast 1o 2. | ®akcorpamMMsbl. CooOIIeH s HIEKTPOHHOM MOYTHI.

KaHaJ/JIaM CBA3HU

IIpakTHYecKoe 3aHATHE:

1.

IIpakTuueckas padora Ne 17. Ilpuem Teneponorpammel. Pabora ¢ (akcoBbIM

10



anmnaparom.

CamocrosiTesbHast padora 2
1 | CamocrosiTeibHass padora Ne 16. OtmpaBka COOOIIEHWH € TIOMOIIBIO
AJIEKTPOHHOM MOYTHI.
Tema 4.3. Buabl u Conepxanue 10
Pa3HOBHIHOCTH 1. | [IuceMma, cBsi3aHHBIE C pacpoCTpaHEHHUEM HH(OPMALIUH.
CJTyKeOHbIX H 2. | IlucbMa, cBsI3aHHBIE ¢ OOPAIIICHUSMH IO TOBOLY T€X MM MHBIX JICHCTBHIA.
JeJIOBbIX MHUCEM.
3. | [Iucema-oTBeTHI. [TMicbMa MPETEH3MOHHOTO XapakTepa.
4. | [lucema, cBsI3aHHBIE C BEIPAXKCHUEM BHUMAHUS U y4aCTHUS.
5. | PexomenmarensHoe muchMo. COPOBOIUTENHHOE THCHMO.
IIpakTHyeckoe 3aHsATHE: 6
1. | IpakTnueckass padora Ne 18. CocraBineHue Cay)KeOHBIX M JIEIOBBIX IHCEM
(u3BemieHre, MHGOPMALMOHHOE IHCHMO, MHUCHMO-IIPUIJAIlIEHNEe, TapaHTHIHHOE
MUCHMO, MMHUCbMO-3aIPOC, MMCbMO-0TKa3, pEKOMEHIaTeIbHOE TTMChMO)
2. | IpakTnueckass padora Ne 19. CocraBreHue mnHcbMa-3asiBKU, IHUCbMa- 2
HarOMHUHaHMUSL.
3. | lIpakTuueckass padora Ne 20. CocraBieHue MNHUChMa-MPENTIOKEHUS, MUChMa- 2
IPOCHOBI.
4. | Ilpaktuyeckass padora Ne 21. CocraBieHue NHUCbMa- YyBEJOMIICHUS U 2
COMPOBOJIUTEIBHOTO MUCHMA.
CamocrosiTesibHas padoTa 10
1. | CamocrosiTesibHasi padora Ne 17. CocraBieHue maketa oOpa3loB CIYy>KEOHBIX U
JICTIOBBIX MTUCEM.
Tema 4.4. Conepxanue 12
OpraHn3aumj 1. | [IpaBuna nemoBoro 3Tukera. PeueBoil aTuker. CtonoBelil 3THKeT. KopnopaTtuBHbie
MEpPONPHATHH H meponpusaTus. Ilogapku 1 GykeTsl.
fepenncka s Opranu3zanus U NpoBeACHHUE JIETOBBIX BCTPEY U BU3UTOB. DTAIbl IEPETOBOPOB.
AeJIOBbIX _
KOMMYHHKALHAX Opranu3zanus U NpoBeACHNE COBEIIaHUMN.
4 | [Ipuem COTpyTHUKOB; MPUEM TpakJaH MO JHYHBIM Bompocam. [Ipuem nmoceruteneit

W3 IpYTUX OpraHU3aIfil 1 KOMaHAUPOBAHHBIX; IPUEM JIeJeTallui.
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5. | Yuactue B BBICTaBKax M spMapkax. 3aKIIOUEHHUE U HCIIOJHEHHE JOTOBOPOB.
IIpencTaBineHne HHTEPECOB M MOCPEAHUYECTBO.
6. | Kordnukrasie curyanuu. [lonydenne nHOPMAIIMOHHBIX MaTEPUAIOB U 00pa3IoB

U3JIETIUN.

IIpakTHYecKoe 3aHATHE:

1. | IpakTuyeckas padora Ne 22.0ueHKa JUYHOCTHBIX KAayeCTB IPETEH/IEHTOB Ha
JOJIKHOCTB CEKpeTapsi-I1eI0TpPOU3BOIUTENS.

2. | IlpakTnyeckas padora Ne 23. [Ipaktukym-TpeHUHT — «CriocoObI
MIpEeNYNPEXICHUS U YCTPAaHEHUSI KOHPIIUKTa»

3. | IpakTnyeckas padora Ne 24. [IpakTukyM-TpeHUHT — «CTOJOBBIH 3THKET: TIOAaéM
yaif, kode; cepBUpyeM UYaWHBIN CTOJI; CEpPBHpPYEM CTOJI JJs 3aBTpaka; IMojaya
(bpyKTOB.

4. | Ilpaktuyeckass padora Ne 25. IlpaktukyMm-tpeHuHr — «OpraHuzanus npuéma
MIOCETUTEIIEH

CamocrosiTesqibHast padboTa

1. | CamocrositeibHasi padora Ne 18. CocTaBuTh MHCTPYKIHIO IO OpPraHHU3aIllud U
MPOBEICHUIO COBEIIAHUM.

2. | CamocrosiTesibHasi padora Ne 19. CocTaBuUTh MHCTPYKIHMIO 1O OpPraHU3alldd U
IIPOBEACHUIO ITPUEMA.

3. | CamocrositesbHass padora Ne 20. CocTaBUTh WHCTPYKIIMIO IO OpPraHU3allud U
IIPOBEACHUIO ITPE3CHTALINH.

4. | CamocrosiTeqbHas padora Ne 21. CocTaBuTh riaoccapuii o reMe pasziena.

Pazgea S. MexayHapoaHasi nepenucka

Conep:xanue
Tema 5.1. 1. | ®opmatel Oymaru. IlpoexTupoBaHue OnaHKOB. PEKBH3UTBI MEXIyHApOIHOTO
MexxkayHapoanbie nuchMa.
CTaHAAPTEI 110 TpakTHYecKoe 3aHsATHE:
;‘225;‘2:::: 1. HpaKaneCRaﬂv padora Ne 26.0¢opmieHue OnaHka JeIOBOTO MHUChMA JUIS
MEXJIyHapOIHOM MEePENnCKH.
Tema 5.2. Conepxanue
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IMoaroroBka 1. | Berpeun. OOMEH BU3UTAMH.
J1e10BOM 2. | BeicraBouHnas aesrenbHOCTb. JloroBopbel. KoHdmukTHbIe cutyanuu. KoHGIHUKTHL.
KOPPECHOHACHIMHN | 3 | [Ty dopmanmonHoe oGectedeHe. PUHAHCOBBIE BOMPOCHL. TPAaHCIIOPT.
LSt 3apYOEkHbIX I[IpakTHYeckoe 3aHATHE:
NMapTHEPOB.
2. | IlpakTnyeckas padora Ne 27. CocTaBieHHe MICbMa-0TBETA (PUPMBI. 2
IpakTnueckass pa6ora Ne 28. CocraBieHue THChbMa aJIMUHUCTPALAN 2
3apyOe)KHOMY MapTHEPY.
4. | IpakTuueckas padora Ne 29. Cocraienue HHHOPMAIIMOHHOTO TTHCHMA. 2
5. | lIpakTuyeckas padora Ne 30. CocraBieHne NUChMa-MPOCHOBI. 2
CamocrosiTesibHast paboTa 2
1. | CamocrosiTenbHast padora Ne 22, J[aTh MMChbMEHHBIE OTBETHI HA BOTIPOCHI
2. | CamocrosiTeabHasi padora Ne 23. CocTaBUTB TJIOCCAPHI TI0 TEME pa3Jiena. 3
Pa3nen 6. Opranusanus Tekyueil padoThl ¢ JOKYMEHTAMHU.
Tema 6.1. Conepxxanue 18
Opranmnsanus 1. | ®opmbl OpraHM3aIuu ASJIONPOU3BOACTBA. BHIOOP ONTUMAaIbHON OpraHU3aIllMOHHON
JeJIONPOU3BOACTBA U dopwmel. llenTpanuzoBanHas Gopma.
AOKYyMeHTooOopoTra | 2. | JleuenTpaiau3oBaHHas popMa OpraHu3aliu Aeaomnpon3Boacta. Cmemannas popma
B OpPraHu3alMMu. OpraHu3aIuM JeJOTPOU3BO/ICTBA.
3. | Kareropuu yupexaeHui.
4. | Cnyx6a 1OY. Cymnocts JJIOY. 3agaun u pyakuuu ciyxosl JJOY. Ctpykrypa
ciyx6s1 JIOVY.
5. [IpaBa u oTBeTcTBEHHOCTH CIIY:KO0BI JIOY. JI0MKHOCTHOM U TEXHUYECKUI COCTaB
paboTHNKOB. DYHKIIMOHATBLHBIE 00SI3aHHOCTH.
6. | Opranuzanus pabodyero Mecra AEIONPOU3BOANUTENA. [lenoBbIe U IMYHOCTHBIE
KauyecTBa JIEJIONPOU3BOIUTEIIS.
7. | [onsTHe MTOKyMEHTOO0OPOTA. XapaKTEPUCTUKU JOKYMEHTOO00pOTA.
DkcnenuiuoHHas 00paboTKa MOCTyMNAaroIIe KOPPECIOHACHIIUH.
8. | PaccMoTpenue koppecnoHaeHIuu pykoBoauTenem. Ilepenaya 10KyMEeHTOB B
CTPYKTYypHBIE nofpazenenus. O0padoTka OTHpaBIsieMOil KOPPECTIOHACHIIUH.
9. | JoxymenTooOopoT ucnosHuTesl. Opranu3anus JBUKEHHUS HHAIIMATUBHBIX

JOKYMCHTOB U UX IMPOCKTOB. IloacueT 1 onTUMU3ALUS ,Z[OKYMCHTOOGOPOT&
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HpaKTH‘leCKOC 3aHATHE:

1. | IIpakTuyeckas padora Ne 31. PazpaboTka TeXHOIOTHUECKOM KapThI
JTOKYMEHTHPOBAHUS OTACIHHBIX BUIOB JOKYMEHTOB
2. | IpakTnueckas padora Ne 32. Pa3paboTka TOHKHOCTHOW WHCTPYKITUU
cotpynHuKa ciryx0sr JJOY
3. | IpakTuueckasi padora Ne 33. Opopmitenue xxypHaia Kypbepa. CocTaBlIeHHE aKTa
MOBPEXKICHHSI YITAKOBKH OTIIPABIICHHSL.
4. | Ipaktuueckas padora Ne 34, Pa3paboTka rpadyka JOCTaBKH TOKYMEHTOB B
CTPYKTYpHBIE moipa3aenenus. OdopmiieHre pa3HOCHON KHUTH.
5. | lIpakTuyeckas padora Ne 35. O6paboTKa OTIpPaBIIeMON JOKYMEHTAIIHNHI
6. IMpakTnuyeckas padora Ne 36. [Tojcuer u aHanu3 JOKYMEHTO000pOTA
OpraHu3aIii.
CamocrosiTesqibHast padoTa
1. | CamocrositesqibHast padora Ne 24. J[aTh MMCbMEHHBIC OTBETHI HA BOITPOCHI
2. | CamocrosiTeibHasi paGora Ne 25, l3ydeHwe TIOJNOXKCHHS O  CIykOe
JOKYMEHTAI[HOHHOTO obecreyeHust yIIpaBJICHHUS, WHCTPYKIUS 1o
JOKYMEHTAaIMOHHOMY 00€CIIEYeHHIO YITPABIICHUS.
3. | CamocrosiTeibHast padora Ne 26. CocraBicHHE KOHCIICKTa II0 TEMeE
«HopmupoBanue JTOKyMEHTAlMOHHBIX PabOT CIOyXkObl JOKYMEHTAIIMOHHOTO
obecrieueHus yrpaBICHU»
4. | CamocrositesnibHast padora Ne 27. CocTaBUTh IJI0CCApUi TI0 TEME pasjeia.
Tema 6.2. Conep:xanue
Perucrpanus u 1. | Perucrpanus nokymentoB. Muaekc nokymenta. @opmbl perucTpanuu JOKYMEHTOB
KOHTPOJIb 2. | Kommnbrotepusbie 6a3bl qanubix. Lean u ypoBHU KOHTpOIIs. OCHOBHBIE 33a4U
HCIIOJTHEHHS cI1y>kK0b1 KOHTPOJIsl. CPOKM HCHIOJHEHUS TOKYMEHTOB.
AOKYMEHTOB. 3. | Xypnansnas popma. Kaproreka.
4. | IlocraHOBKa TOKYMEHTa Ha KOHTPOJIb ¥ CHATHE C KOHTPOJISL.
IIpakTHYecKoe 3aHATHE:
1. | Hpakrtuueckas padora Ne 37. Onpenenenue u pa3paboTKa MHJIEKCOB JJOKYMEHTOB
2. | lIpakTuyeckas padora Ne 38. Peructpaiys JOKyMEHTOB C IPUMEHEHHEM
KYpPHaIbHON (POPMBI
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3. | lIpakTHyeckas padora Ne 39. Peructparwist TOKyMEHTOB C IPUMEHEHHE KAPTOTEK. 4
4. | HpakTnueckas padora Ne 40. KoHTposb ucrioHeHUs 2
CamocrosiTeJibHas paboTa 10
1. | CamocTosiTenbHas padora Ne 28. PazpaboTaTh naMATKU perucTpali U KOHTPOJIS
UCTIOJIHEHUS IOKYMEHTOB B 3aBUCHMOCTH OT ()OPMBI y4eTa.
2. | CamocrosiTeibHas padora Ne 29. CocTaBuTh riaoccapuii 1o TeMe paszena. 3
Pa3nes 7. Oco0eHHOCTH OPraHU3alMHU JIOKAJIbHBIX CHCTEM PadoThl ¢ JAOKYMEHTAMM.
Tema 7.1. Conepxanue 4
Opranun3anus 1. | IlpaBoBas 6a3a paboThI ¢ oOpamieHusIMH rpaxkan. TpedoBanus Mo 0hoPMICHUIO
padoTsI ¢ oOpaiennii rpaxaal. [lopsaok 06paboTky oOpalieHui rpax/iaH.
o0pameHus M 2. | Peructpamus obpamenuii rpaxaad. KoHTpons 3a paccMoTpeHreM oOparieHnit
rpakaaH. rpaXkJiaH.
IIpakTHYECKOE 3aHATHE: 2
1. | IpakTueckas padora Ne 41. Peructparms oOpaiieHnii rpakian, onpeecHue
CPOKOB HCHOJIHEHUSI.
CamocrosiTeJibHasi paboTa 4
1. | CamocrositenbHasi padora Ne 30. CocTaBUTh MPE3CHTALIUIO TIO TEME
«Opranuzarnus paboThl ¢ 00paNEHUSIMH TPAKIAH»
Tema 7.2. Coneprxanue 14
JoxkymentupoBanue | 1. | Kommuiekc kaipoBoi TOKyMEHTAIUH.
padoThI ¢ 2. | JlokymMeHTHpOBaHUE IpUeMa Ha paboTy
TIEPCOHATOM. 3. | JoxyMeHTupOBaHHE MIEPEBOA COTPYAHUKOB Ha JPYTyI0 padoTy.
JlokyMeHTHpOBaHNE TOOIIPEHHUS] pAOOTHUKOB U HAJIOXKEHUS TUCITUILTMHAPHBIX
B3bICKaHUU.
4. | JlokyMeHTUpOBaHHUE YBOJIbHEHUS PAOOTHHKA.
5. | @opMHpOBaHUE JIMYHOTO JieJla COTPYIHHKA.
6. | JoxymeHTHpOBaHME y4yeTa U OTUETHOCTH IO KaJpaMm.
7. | 3ammMra nepcoHaNbHBIX JaHHBIX B KaJpOBOH CITyx0e.
IIpakTHueckoe 3aHsATHE: 2
1. | IIpakTHyeckast padora Ne 42. OdopmiieHre JOKYMEHTOB O TIEpeBOJIe
COTPYIHUKOB Ha JPYyryro padoTy.
2. | IlpakTnyeckas padora Ne 43. OdopmiieHue T0OKyMEHTOB 00 yX0/i€ COTPY/IHUKA B 2
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0YEPEIHON OTITYCK.

3. | lIpakTnyeckas padora Ne 44. GopmMupoBaHUE JIMIHOTO JIENIa COTPYTHHKA. 2
4. | Ilpaktuyeckas padora Ne 45. CocraBineHue KaJpoBbIX OTYETOB. 2
CamocrosiTesibHast padora 4
1. | CamocrositenbHasi padota Ne 31. CooOmienue Ha TeMy «JlOTOTHUTEIBHBIC
JOKYMEHTBI, HE0OX0IMMBIE ITPH NpueMe Ha paboTy OTAENbHBIX Ipodeccuiin
Tema 7.3. Conepxanue 10
Opranmsanus 1. | be3onacHOCTh LIEHHBIX HTHPOPMALIMOHHBIX PECYPCOB.
paborsi ¢ 2. | Lennas uapopmanus 1 KOHPHUICHIIHATbHBIE TOKYMEHTHI.
KOH(UIeHIIHATbHBI 3 1 -
MH JOKYMEHTAMH . erjlaMeHTallHs coCTaBa KOHPHIEHIUAIbHBIX CBEICHUI U TIOKYyMEHTOB
4. | JlokyMeHTHpOBaHUE KOH(PUIEHIIUAIBHBIX CBEICHUH.
5. | [lopsimok paboThl UCTIOTHUTENEH ¢ KOH(DUIECHITNATIEHBIMU JOKYMEHTaMHU 1
CBE/ICHUSIMH.
IIpakTHYeckoe 3aHATHE 4
1. | lIpakTueckas padora Ne 46. PaGoTa ¢ KOHQUACHITMATHHBIMH TOKYMEHTAMHU 1
CBE/ICHUSIMU
CamocrosiTeJibHasi padoTa 10
1. | CamocrosiTesqibHasi padota Ne 32. [TucbMEHHO OTBETUTH Ha BOIIPOCHI.
2. | CamocrosiTesabHasi padora Ne 33. CocTtaBUTh TJI0OCCapHil IO TeMe pasfena. 3
Pazgen 8.CucremaTu3anusi 1 OpraHu3anus onepaTHBHOIO XPAHEHUs! IOKYMEHTOB.
Tema 8.1. Oomme Conep:xanue 6
NPHHIUIBI 1. | Pacnpenenenue HCIOJHEHHBIX TOKYMEHTOB 1O JETaM.
¢dopmupoBanusi 1ell, | 2 | Cocrasnenue 3aronoBkoB aeit. [loHsTHe HOMEHKJIATYPBI JIET.
CHCTEeMATH3AIUA H
3. | Odopmienue 1 BeieHUE HOMEHKJIATYphbI Jies1. TUIoBble U IpUMEpHbIE
y4eT JOKYMEHTOB
HOMEHKJIaTypHI Jedl.
OpraHM3anuu.
IpakTu4yeckoe 3aHATHE 6
1. | IIpakTHyeckast padora Ne 47. PazpaGoTka HOMEHKIATYpPHI A€.
2. | IlpakTnyeckas: padora Ne 48. Opranuzanus MecT OlepaTUBHOTO XpaHEHUs 4

JAOKYMCHTOB.
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CamocrosiTesbHast padora

1. | CamocrositenbHast padora Ne 34. [IucbMEHHO OTBETUTH Ha BOIIPOCHI.

Tema 8.2. Onenka
3HAYMMOCTH
JTOKYMEHTOB H
omnpeeieHue CPOKOB
XpaHeHusl.

Conepxanue

1. | Kpurepuu oneHKu HHOOPMAIIIOHHOTO COACPIKAaHUS TIOKYMEHTOB. DKCIIEpTH3a
LEHHOCTU JOKYMEHTOB U IKCIEPTHbIE KOMUCCHUU. TUIIOBBIE U BEJOMCTBEHHBIE
MIEPEYHU JTOKYMEHTOB.

HpaKTI/I‘IECKI/Ie 3aHATHUA:

1 | pakTuueckas padora Ne 49. OdopmieHne TOKYMEHTAIMU OKCTIEPTH3BI
LIEHHOCTH JJOKYMEHTOB.

CamocrosiTesibHas padoTa

4. | CamocrosiTeabHass padora Ne 35. CocTaBlieHHEe WHCTPYKIIMH 110 OPTraHU3AHUA U
MMPOBCACHUIO OKCIICPTU3BI HCHHOCTU JOKYMCHTOB.

Tema 8.3. Xpanenue
AOKYMEHTOB H Jel.

Conep:xanue
1. | OneparuBHOE XpaHEHUE JOKYMEHTOB Y HCTIOJIHUTEIICH.
2. | OdopmiieHne TOKyMEHTOB U AeJ K JJIUTEIBHOMY U MOCTOSSHHOMY XPaHEHHUIO.
3. | [lopsmok moAroTOBKY U Mepefaun oOpallleHui TpakaH Ha XpaHeHue.
4. | ®opmupoBanue, opopMICHHE U XpaHEHHE JIEJI, COJEPKAIINX KOH(PUICHIINATbHbIE

JOKYMCHTBI.

IIpakTnyeckoe 3ansAiTHE

1. | IIpakTuyeckasi padora Ne 50. Odopmiienue nena

CamocrosiTesibHAs padoTa

1. ‘ CamocrosiTesbHast padora Ne 36. CoctaBieHue riioccapus 1o TeMe pasjaena

Paznen 9. ABTOMaTI/I3I/Ip0BaHHbIe CHCTEMbI U TEXHOJOIMM JOKYMECHTANHOHHOI' O odecmeueHus yYupaBJjeHUA.

Tema 9.1.
KoMmnblorepHbie
CHCTEMBI M
TeXHOJIOTHH
CO3/1aHUA
AOKYMEHTOB.

Conepxanue

1. | IIpoGnemMa MHTErpany NpOrpaMMHBIX CPEJICTB 0OpaOOTKH TOKYMEHTOB U METOIbI
ee pemeHusi. O¢pucHble nporpaMmHble cucTeMbl. O6IauHble OPHCHI.

IIpakTHYecKHe 3aHATHS

1 | paxkTuyeckas padora Ne 51. 3HaKOMCTBO € IEKTPOHHBIMH O(PHCHBIMU
CHUCTEMAaMH.

2 | IpakTuyeckas padora Ne 52. Pabora B o6maunom oduce Google Docs
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CamocTosiTe1bHas1 paboTa 3
1 | CamocTrosiTenbHas padora Ne 37. [TucbMeHHO OTBETUTH Ha BOIIPOCHI
Tema 9.2. Cojaep:xkaHue 6
ABTOMATU3UPOBAHH 1. | Heo6xoaumocCTh ¥ 3a7a4i KOMIUIEKCHOM aBTOMATU3aIlu1 JOKYMEHTAIIMOHHOTO
ble CHCTEeMBbI obecnieuenus yrpasieHusi. OCHOBHBIE CIIOCOOBI CO3/1aHUSI aBTOMATU3HPOBAHHON
AOKYMEHTHPOBAHMA CHCTEMBI JOKYMEHTAI[HOHHOTO 00ECTICeYCHHUs YIIPABIICHHSI.
AeSAITeTbHOCTH 2. | OcHOBHBIE XapaKTEPUCTHKH aBTOMATU3NPOBAHHOHN CHCTEMBI IOKYMEHTAITHOHHOTO
OpraHu3anui. obecnieueHus ynpasieHus. [lopsiok co3aanus CUCTEMBI YIIPaBIECHUS
JIOKYMEHTaMH.
3. | OcHOBHBIE XapaKTEPUCTHUKH aBTOMATH3UPOBAHHOW CHCTEMBI JOKYMEHTAIIHOHHOTO
obecreyeHust yrnpaBIeHUsl.
CamocTosiTeibHasi paboTa 3
1. CamocrosnTeanHas padora Ne 38. [IlncbMEeHHO OTBETHTH Ha BOTIPOCHI
Tema 9.3. Coaep:kaHue 6
Odopmienue 1. | OcHoBHble MeTOnbl odopmieHus (dopmarupoBanus) Tekcta. OdopmieHue
TeKCTA. CHUMBOJIOB TEKCTA.
2. | Odbopmuenne ab3aneB. Pacronoxenue Tekcra. PyOpuku, BeIIeTICHUS TEKCTA.
3. | Obopmnenune  3arosoBkoB.  [Ipumedanms, cHocku. Bepctka — cTpanHwmIl
MHOTOCTPAaHUYHOTO TekcTa. [leyars.
IlpakTHyeckne 3aHATHS: 2
1. | IlpakTnuyeckasn padora Ne 53. Co3ganne u 0(hOpMIICHHE TEKCTOBBIX JOKYMEHTOB.
2. | IpakTnueckas padora Ne 54. OopmiieHue 3arosioBKOB, IpUMeUYaHUil, CHOCOK. 2
3. | lIpakTuuyeckasi pa6ora Ne 55. BepcTka cTpaHull, neyaTh JOKYMEHTOB. 2
Tema 9.4. Conep:xanue 4
IloaroroBka 1. | Ilonstue u crpykTypa Ttabnuubl. OcHOBHBIE TpeOOBaHUA K (OpME U MOCTPOCHHUIO
TabJaunu. TabIuUII.
2. | OpopmiieHre HyMEpaLMOHHOTO 3arojioBka Tadbmuibl. OdopmiieHHe 3arojJoBKOB U
rpag.
IIpakTHUyeckne 3aHATHSA: 3
1 | Mpaxruueckas paGora Ne 56. PaGota ¢ TabnuuamMu B JOKYMEHTAX.
CamocrositesbHast padora 3
1. | CamocrositesnHasi padora Ne 39. CocTaBuTh riaoccapwii o TeMe pasziena.
2. | CamocrositeibHasi padota Ne  40. PemieHue TecTOBBIX 33 JaHUM. 3
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524

®opmMa HTOTOBOI0 KOHTPOJIS - KBAJU(PHUKAIMOHHBIH IK3aMeH.
J1s XapaKTepUCTUKU YPOBHSI OCBOCHMsI y4eOHOr0 MaTepualla UCIOJIb3YIOTCA CIIEAYIONIe 0003HaYeHUs:

1.- o3HaKoMHUTEBHBIN (Y3HABaHUE PAHEE U3YUYEHHBIX 00BEKTOB, CBOWCTB);
2. - peTpOTyKTUBHBIH (BBITIOITHEHHE IEATEILHOCTH 110 00pa3ily, HHCTPYKIIUH HITH IT0JT PYKOBOJICTBOM)
3. - IPOAYKTHBHBIH (TUTAHUPOBAHKE U CAMOCTOSITEIILHOE BBITIOJHEHUE IEITEFHOCTH, PEICHHE MPOOIEMHBIX 3a/1a4)
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3.3. YcioBus peaju3sanuy NpophecCHOHAIBLHOT0 MOLYJIs

3.1. TpeGoBaHNsl K MUHHUMAJbLHOMY MATePUAJIbHO-TEXHUYECKOMY 00ecne4yeHUIo

Peanmuzanmss ~ yueOHOH ~ jmucnMIuiMHbl  TpeOyer — Hamuuuma ~— ydeOHOro  KabuHeTa
«/lokyMeHTallHOHHOT 0 o0ecTieYeHsl YIIPaBJIEeHUA ),

O6opynoBanue yueOHOTo KabuHeTa:

— Crou, koMIbloTep (pabouee MECTO MperoaaBaTesl)

— Crobl 1 KOMIIBIOTEPHI (AJ151 CTYAEHTOB)

— CereBoit noctyn B HTEepHET

— KoMIuiekT 6:1aHKOB YHU(DUITUPOBAHHBIX ()OPM TOKYMEHTOB

— KommiekT yueOHO-MEeTOIMYeCKOM TOKYMEHTAIIH

O6opynoBanus 1ab00paTopun u paboYUX MeCT JIabopaTopruu HH(POPMAIMOHHBIX TEXHOJIOTHIA B
podeccrnoHabHOM 1A TEIbHOCTH:

— KOMIBIOTEPHI, TPUHTEPHI;

— CKaHep;

—MO/IeM (CITyTHUKOBAsI CHCTEMA);

— IPOEKTOD;

— IUIOTTEPHI;

— cTaHjapTHOe nporpammuoe obecnieuenue: MS Windows 7, tekctoBblil penakrop MS Word,
penaxtop snekTpoHHbIX Tabmui MS Excel; CYBJl MS Access, Inrernet Explorer;

—uporpamMma 1C: 3aprutara u ynpasnenue, 1C: JJokyMeHTOOOOpOT U AETONPOU3BOCTBO;

— KaJIbKYJISATOD;

— WHTEpaKTUBHAs JOCKa;

— MYJIbTUMEHNA TIPOEKTOP.

3.2. UudopmannoHHoe odecriedyeHue 00yueHust

Ilepeuenb yueOHbIX n3nanuii, UHTEpHET-PeCcypcoB, 10NOJHUTEILHOM JUTEPATYPbI

HopmaTuBHO — IpaBOBbIE AKTHI:

— denepanbHBI KOHCTUTYITMOHHBIN 3aKOH «OO0 YMOJHOMOYEHHOM IO TIpaBaM dYeJIOBEKa B
Poccutickoit ®eaeparum» ot 26.02.1997 Ne 1-OK3;

— 3akoH Poccuiickoit @enepanun «OCHOBBI 3akOHOAaTeNnbcTBa Poccuiickoit denepanuu o
KynbType» oT 09.10.1992 Ne 3612-1,

— ®Denepanbublii 3ak0H «O06 apxuBHOM jaene B Poccuiickoit deneparum» ot 22.10.2004 Ne
125-03;

— paznen VII I'paxpganckoro koxaekca Poccuiickoin @enepauun «lIpaBa Ha pe3yiabTaThl
MHTEJUIEKTYaJIbHOM JIeATENIbHOCTH U CpelicTBa MHAMBHIyanu3auum» (yrB. denepanibHbIM 3aKOHOM OT
18.12.2006 Ne 230-D3);

— 3akoH Poccuiickoit denepanuu «O rocynapcreHHoi TaitHe» ot 21.07.1993 Ne 5485-1;

— Denepanbublii 3ak0H «O denepanbHOil penpaberepckoit cBsizm» oT 17.12.1994 No 67-D3;

— DenepanbHblid 3ak0H «O0 00513aTENBHOM IK3EMILIAPE TOKYMEHTOB» OT 29.12.1994 Neo 77-
®3;

— ®enepanbHbii 3akoH «O OubIMoTeuHOM Aene» oT 29.12.1994 Ne 78-D3;

— ®enepanbhblii 3ak0H «O cBs3u» oT 07.07.2003 Ne 126-D3;

— DenepanbHblii 3ak0H «O0 uHpOpMarmu, WHOOPMALMOHHBIX TEXHOJOTUSAX M O 3alIUTe
uHpopmanum» ot 27.06.2006 Ne 149-D3;

— DenepanbHblil 3aK0H «O TULEH3UPOBAHNYU OTIEIBHBIX BUJOB eaTenbHocT» oT 04.05.2011
Ne 99-3;

— ®enepanbHblil 3ak0H «O nouToBOM cBA3M» OT 17.07.1999 Ne 176-03;

— @enepanbHblil 3aK0H «O0 anekTpoHHoM noanucn» oT 06.04.2011 Ne 63-D3;

— DenepanbHblil 3aK0H «O TEXHUYECKOM perynupoBanum» ot 27.12.2002 Ne 184-P3."

— Tpynosoii konexkc PO

— "T'OCT P 7.0.97-2016. HaumonaneHbiii crangapT Poccuiickoii ®enepaunu. Cucrema
CTaHIApPTOB MO WHpOpMAIMK, OHOIMOTEYHOMY U U3JIaTelbckoMy Jneny. OpraHu3aluoHHO-
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pacriopsauTenbHas JoKyMeHTauus. TpebGoBanusi k odopmienuto nokymeHtoB" (yrB. Ilpmkazom
Poccrannapra ot 08.12.2016 N 2004-ct) (pen. ot 14.05.2018)

— T'OCT P 34.10—2012 «Mudopmanmonnas texHojorus. Kpunrorpadpuueckas 3zammra
uHpopmanuu. [Iporeccs GopMHUPOBAHUS U TPOBEPKH AIEKTPOHHON IIUPPOBOI MOAUCHY.

— I'OCT P 6.30—2003 «YHuounupoBaHHas CUCTEMa OPraHU3aIMOHHO-PACTIOPIANTEIEHON
JTOKyMeHTanuu. TpeboBaHus K 0(OPMIICHUIO TIOKYMEHTOBY.

— I'OCT 7.59—2003 «CHUBUJ. WunexcupoBanue nokymeHToB. OOmme TpeOOBaHUS K
CUCTEMATU3ALMH U IPEIMETH3ALUN.

— T'OCT P 33.505—2003 «Enunsiii Poccuiickuii ctpaxoBoi pona noxymenranuu. Ilopsaok
CO3aHUsI CTPAXOBOT0 (POHAA JOKYMEHTALMH, SIBJSIOIIEHCS HALIMOHAIBHBIM HAayYHBIM, KYJIbTYPHBIM U
HUCTOPUYECKUM HaCIEAUEM).

— I'OCT P 7.0.8—2013 «CUBH/. Jlenonpous3BOACTBO W apXUBHOE Jei0. TepMUHBI U
OTIPEICTICHUS.

— I'OCT 6.10.4—84 «YHuUQUIMpPOBaHHBIE CHUCTEMbl JOKyMeHTauuu. Ilpunanue
IOPUAMYECKON CHJIBl JIOKYMEHTaM Ha MAallMHHOM HOCUTENIE M MAaIIMHOTpaMMe, CO3aBacMbIM
CPEICTBAaMH BBIUMCIUTEIbHON TEXHUKH. OCHOBHBIE TIOJIOKEHUSY.

— T'OCT 6.20.1—90 (MCO 9735—88) «DnexTpoHHBIII OOMEH JAaHHBIMH B YIpaBJICHUH,
toprosie u Ha TpaHcnopte (DJAUDAKT). Cunrakcuyeckue npaBuiia.

— I'OCT 6.10.3—83 «3Banuce wuHQOpMAUK  YHUPUIHUPOBAHHBIX JOKYMEHTOB B
KOMMYHUKAaTUBHOM (popmarey.

— T'OCT 28388—89 «JlokyMEHTBI HA MATHUTHBIX HOCUTENSX JNaHHBIX. [IOpSI0K BBIIOJIHEHUS
1 oOpaleHus.

— I'OCT 6.10.5—87 «YHUQUIMPOBAHHBIE CHCTEMbl JOKyMEHTaUMHU. TpeOoBaHUS K
MOCTPOCHUIO (hopMyJIIsIpa-oopasiay.

— T'OCT 9327—60 «bymara. [Torpedburenbckue hopMaThb).

— I'OCT 7.65—92 «CUBUJl. KunomokymeHTbl, (HOTOJOKYMEHTHI W JOKYMEHTHI Ha
MuKpodmibMax. O0mre TpeOoBaHUs K apXUBHOMY XPaHCHHIO.

— I'OCT 7.68—95 «CUBU]I. ®oHou Buacom0KyMeHTHI. O0ImuMe TeXHUYECKHE TPeOOBaHUS K
apXUBHOMY XPaHEHUIO.

— I'OCT 7.69—95 «CUBUJl. AynuoBusyaibHble JTOKyMEHTbl. (OCHOBHBIE TEPMUHBI U
OIpE/ICIIEHUS.

— I'OCT 17914—72 «OO0n0XKH Jen JUIMTEIbHBIX CPOKOB XpaHEHMs. THIIbI, pa3sMepbl
TEXHUYECKUE TPEOOBAHUS.

— T'OCT 13699—91 «3anuck u BoctpounsBeeHrne nHGopmanuu. TepMUHBI U OTIPEICTICHUS.

— I'OCT 13.1.105—91 (CT C2B 5052—85) «Pemnporpadus. Mukporpadus. Mukpoduin.
Tuns.

— I'OCT 17586—80 «bymara. TepMuHBI U OIIPEICTICHUS.

— I'OCT 18510—87 «bymara nucuasi. TexHUUECKHE YCIOBUD.

— T'OCT 7.50—2002 «CUBU/. Konceparus tokymeHTOB. O0111e TpeOOBaHUY.

— T'OCT 15971—90 «Cuctembl 06padoTku nHGopmanuu. TepMUHBI U OTIPEACTICHUS.

— I'OCT 13.1.101—93 «MukpopmwibM JOKyMEHTa Ha MpaBax MoAduHHMKA. llopsiiok
U3TOTOBJICHUS, yU€Ta, XPAHEHUS ¥ IPUMEHEHUS.

— I'OCT 55.6—85 «J/loxymeHTsl Ha OymMakHbIX HocuTelsx. [IpaBuia rocygapcTBEHHOTO
xpaHeHus. TexHuueckre TpeOOBaHUS.

— T'OCT 7.48—2002 «KoHcepBanuus 10KyMeHTOB. OCHOBHBIE TEPMHUHBI U OIIPEIEICHUSD.

— I'OCT 28162—=89 «Cpenctpa i HAHECEHUS 3aLUIUTHBIX TOKPBHITUH HAa TOKYMEHThI. O0mue
TEXHUYECKUE TPEOOBAHMS.

— I'OCT 7.1—2003 «bubnunorpadpuueckas 3anuch. bubnuorpapuueckoe onucanue. Oo6mue
TpeOOBaHUS U MTPAaBUIIA COCTABICHUS.

— I'OCT P HCO 15489.1—2007 «CHUBUJ. VYmnpaBnenue pgokymeHtamu. OoOmue
TpeOOBaHUSD.
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— IlpaBuna aenonpousBoACTBa B (enepalbHBIX OpraHax HCHOJHUTEIbHON BiacTH (yTB.
nocraHoBiicHreM [IpaButenbectBa PO ot 15.06.2009 Ne 477)

OcCHOBHBIE HCTOYHHKH:

1. Kopuees, 1.K. [lokymeHTanimoHHOEe 0OecrieueHUE yIpaBIeHUsS: YUCOHUK U TPAKTUKYM IS
cpenHero npodeccuonaimpHoro oopasosanmsi/ UK. Kopraees, A.B. [Tmenko, B.A. Mamypues. — 2-¢
u3., nepepad. u gon. — Mocksa: MznmatensctBo Opaiit, 2020. — 384 c. — (IIpodeccnonanbaoe
oOpa3oBaHme).

2. KyzuenoB, U. H. JlokymeHTanmoHHOe oOecrieueHue yrpasicHus. JJOKyMEHTOOO0OpPOT H
JETIOTIPOU3BOACTBO: YUEOHHK M MPAKTHKYM U CpelHero npodeccuonaibHoro oopaszosanus / M. H.
KysnenoB. — 3-¢ usn., mepepab. u gon. — Mocksa: M3garensctBo FOpaiit, 2020. — 462 c. —
(ITpodeccuonanbaoe 006pa3oBaHue).

JlonoIHNuTEIbHbIE HCTOYHUKHU:

HNHTepHeT-pecypcebl:

— http://www.consultant.ru (TTpaBoBas cucrema «KoHCYIbTaHT

—www.garant.ru (IIpasoast cucrema «["apant»)

— https://www.profiz.ru xypuan «Cekperapb-pedepeHn»
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4. KoHTpPOJIb M OLIeHKA Pe3YJIbTATOB 0CBOCHHUS NPOGecCHOHATBHOI0 MOAYJIA
OCHOBHO# 1ENIbI0 OIICHKH OCBOCHHS YU4E€OHOW AMCIUIUIMHBI SBJISIETCS OLEHKAa OCBOCHHBIX
YMEHUH U YCBOCHHBIX 3HAHUM.
OneHka kauecTBa OCBOCHMsI Y4€OHON JUCLMILIMHBI BKIKOYAET TEKYIIMH KOHTPOJIb 3HAHMM,
MPOMEKYTOUYHYIO U UTOTOBYIO aTTECTAIMIO 00YJarOIIUXC .
KonTposib ¥ omeHka pe3ylbTaToB OCBOEHUS YUYE€OHOM JUCHMILIMHBI OCYLIECTBIISIETCS
IIpernojaBaTesieM B IPOLIECCE IPOBEIEHUS MPAKTUYECKHX 3aHATHH M CaMOCTOATEIbHBIX pPaloT,
TECTOBBIX 3a/1aHUH, MU PEpEeHIIMPOBAHHOTO 3a4eTa.
dopmaMu TPOMEKYTOYHOM aTTeCTAIEN M0 MPO(PEeCCHOHATEHOMY MOIYIIIO SBISIOTCS: APYyrue Gopmbl
KOHTPOJIsI, T depeHIIMPOBAHHBIC 3a4€Thl, KBATU(PHUKAIIMOHHBII SK3aMeH.

PesyabTaTsl OcHoBHbIE IOKa3aTeIu OLEHKHU pe3yJibTaTa ®opMBbI 1 METObI
(ocBOEHHBIE KOHTPOJISl M OLIEHKH

KOMIeTeHIHH) pe3yJbTaToB 00y4eHHs
I[IK 1.1. TlpuHumaTe # | - KAYECTBEHHO OPraHU30BaTh COOCTBEHHYIO Tekymnii KOHTpPOJIb B
pPETUCTPUPOBATH NeSITENIbHOCTD; dopme:
MOCTYHAIOIIYIO - TPaMOTHO HCIIOJIb30BaTh - MPAKTUICCKUX 3aHATHI;
KOPPECIIOHIEHIIUIO, nH(POPMAIIMOHHBIE TEXHOJIOTHH B - CaMOCTOSTETBHBIX
HAIPABJIATH ee B | mpodeccCHOHaTbHON AEATEIbHOCTH; pabot no Temam M/IK.
CTPYKTYpHBIC - YMEHHE COCTABJISATh U OPOPMIIATH DKcrepTHas OlLIEHKA.
MoApa3/IeIeHUs CIIy>)keOHBbIE TOKYMEHTHI B CpaBHEHHE C STAIIOHOM.
OpraHU3aIN. 1poheCcCHOHATBHOM NIEATETLHOCTH. [TpomexxyTounas
IIK 1.2. PaccmarpuBarth | - pacCMaTpuBaTh U TOTOBUTH JOKYMEHTHI HAa | aTTecTalus B popMme:
JIOKYMEHTBI Y | UCTIOJTHEHHE C YYETOM PE30JIIOIUHN ITo MIK.0101 pgpyrue
neperaBaTh ~ MX  Ha | pyKOBOJUTENEH OpraHu3aliy; (bOpMBI KOHTPOJIS.
UCIIOJIHEHUE C YYeTOM | - TOTOBUThH U MepeiaBaTh JOKYMEHTHI Ha HuddepenunpoBanHbie
PE30IFOINHI apXMUBHOE XpPaHCHUE; 3a4eThl o MJK,
PYKOBOAMTENEH - Iepeada T0KyMEHTOB MOCIIE€ PE30JIOIUN yueOHOM u
OpraHu3aIiu. PYKOBOJIUTEIICH OpraHU3aliy Ha UCTIOJTHEHUE | IIPOM3BOJICTBECHHOM

0 OT/EJIaM. MIPaKTHKE.

K 1.3. Odopmisirs | - IpUHUMATh U PETHCTPUPOBATH Kpann@ukaruonmpii
PErUCTpaIHOHHbIC HOCTYIAIOIIYIO KOPPECIIOHICHITHIO, JK3aMCH 110
KapTOYKH M CO3/1aBaTh | HAIPABIATH €€ B CTPYKTYPHBIC npoQeccHoHaNbHOMY
OaHK JaHHBIX. MOZYyJIIO.

MO/Ipa3/IeNICHus;

- popmupoBaTth aena,

- 00ecreynBaTh COXPAaHHOCTh aPXUBHBIX
JOKYMEHTOB B OPTaHU3AIINH;

- oOecrieynBaTh Ka4eCTBO XpaHEHUS
JOKYMEHTOB B apXHMBHOM XPaHEHUHU.

[IK 1.4. Bectu | - BecTu KapTOTEKY yueTa;

KapTOTEKY ydera | - opOpMIISTh PETUCTPALIMOHHBIE KAPTOUKHY;

IIPOXOKICHUS - OTHPABJIATh HCIIOJHEHHBIE JIOKYMEHTHI

JOKYMEHTaJIbHBIX azpecaram;

MaTepHaJIoB. - obecneunTh OBICTPBIN MOUCK JOKYMEHTOB
Hay4YHO-CIIPaBOYHOMY anmapary
(kapTOTEKaM) OpraHu3aluu.

IIK  1.5.0cCymiecTBasATh | - OCYILECTBIATh KOHTPOJIb 33 IPOX0XKAECHUEM

KOHTPOJIb 3a | JOKYMEHTOB;

IIPOXOKICHUEM - OTHpaBJIATH  IIOCJIE€  KOHTPOJS IO

JOKYMEHTOB. VHCTAHIVSIM.
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I[IK 1.6. OrtnpaBusitsb
HCIIOJIHEHHYIO
JOKYMEHTALUIO
agpecaraM c
IIPUMEHEHHUEM
COBPEMEHHBIX
OPraHu3alMOHHOMN
TEXHUKH.

BHUJIOB

- IMMPaBUJILHOCTDb IIOAKIIFOYCHUA
IIEPCOHAIILHOTO KOMIBbIOTEpPA Uil  PabOTHI
coctaBieHuss U O(OpMIIEHUS CIYKEOHBIX
JIOKYMCHTOB;
- Ka4eCTBEHHO OPraHU30BaTh COOCTBEHHYIO
JIeSITEIIbHOCTD,

I[IK 1.7. CocraBnsite u
0pOpPMIISITh  CITyKEOHBIS
JOKYMEHTBI, MaTepHasIbl
c HCIIOJIb30BAHUEM
bopmyInspoB
JTOKYMEHTOB
KOHKPETHBIX BHJIOB.

- COCTaBIIATh U 0(DOPMIISATH HA IMEPCOHATHHOM
KOMITBIOTEPE CITy’)KeOHBIC JIOKYMEHTBI
KOHKPETHBIX BHJIOB;

- OdopmisaTh city)keOHBIE JTOKYMEHTHI C
Pa3HBIMU PEKBU3UTAMH.

OK 1.ITonumars
CYIITHOCTh "
COITHATHHYIO

3HAYUMOCTh CBOEH
Oynymeir  mpodeccuu,
MIPOSBJIATH K Hel

YCTOMYMBBIN HHTEPEC.

- JIeMOHCTpalusi HUHTepeca K Oymymiei
npodeccuu;

- MPOSIBJICHWE WHUILIMATHUBBI B ayJAUTOPCKOU U
CaMOCTOSITENIbHOIT ~ paboTe, BO  BpeMs
IPOXOKIACHUS IIPAKTUKH.

DKcriepTHas OICHKA.
[TomoxuTenbHbIE
OT3BIBBl PYKOBOJHTEINEH
MPAKTUKA CO CTOPOHBI
MIPEATNPUSITHSL.

OK 2. Opranu3oBbIBaTh
COOCTBEHHYIO
NeSITEeNbHOCTb,  MCXOJS
W3 LETu U CHOCOOOB €e
JOCTUKEHHUS,
OTIpeIeNIEHHBIX
PYKOBOJIUTEIJIEM.

-BBIOOP W NPUMEHEHUE METOJIOB U CIOCOOOB

perieHuss  NPO(EeCCHOHANBHBIX  3a7ad B
obmactu JlokyMeHTalMOHHOTO oOOecreYeHus
EeITEIbHOCTH OpraHu3aIuu "

nH(popMaIrmoHHOM 0€30MMaCHOCTH.

[IpakTnueckue 3aganusl.
[TonoxutenpHbIC
OT3bIBbI PYKOBOJUTEIEH
MPaKTUKH CO CTOPOHBI
MIPEATNPHUSITHSL.

OK 3. AwnanusupoBatb
pabouyro CUTYaIHIO,
OCYILIECTBIISITh TEKYLIUI
Y UTOTOBBIN KOHTPOJIb,

OLICHKY M KOPPEKIIHIO

cOOCTBEHHOM
JIEATEILHOCTH, HECTH
OTBETCTBEHHOCTH 3a
pe3yibTaThI CBOEM
paboTHI.

- MOJCIIMPOBAHUE HECTaHAAPTHOW CHUTYaIluu
B IpyIIIax.

-TpaMOTHas OIICHKa PECYpPCOB. HEOOXOAMMBIX
JIUI BBITIOJTHEHUS 3aJaHUH.

- TpU3HAHHWEC  HAJTUYHS
aJICKBaTHAs peaKIus Ha Hee.
- BBICTpaMBaHUE BAPUAHTOB aJbTECPHATUBHBIX
JIencTBHUi B ciIydae BO3HHKHOBCHHS
HECTaHJIAPTHBIX CUTYalLIUH.

-pacyeT BO3MOXHBIX PHUCKOB W OIpE/CICHUE
METOJIOB M CIOCOOOB WX CHHXXEHUS TMIpH
BBITIOJTHEHHS TPO(ECCHOHATBHBIX 3a/1a4.

npoOjaemMbl U

[TpakTrueckue 3agaHus.
HenoBas urpa.
ITonoxutenpHbIC
OT3bIBBI PYKOBOJHUTEIEH
MPaKTUKH CO CTOPOHBI
MPEANPUITHSL.

OK 4. OcymecTBiasaTh

- TOUCK MH(pOpMaIMK B HH(POPMAMOHHO —

HpaKTI/I‘{eCKI/Ie 3aJaHHuA.

MIOUCK uHpOpMalnY, | TPAaBOBBIX M MH(POPMALMOHHO - CHPaBOUYHBIX | PopMaTn30BaHHOE
HE00X0IMMOMH JUISL | CUCTEMAaX U €€ aHaJIM3. HaOJIro/1eHue.

3P PEeKTUBHOTO - HaX0XKJCHUE, HCIIOJIb30BAHUE

BBITIOJTHEHUS pa3Ho00pa3HBIX HCTOYHUKOB HH(POPMALIUH.

npodeccrnoHaIbHBIX

3a/1ay.

OK 5. MHcnonw3oBath | - pabota B rio0anbHOM KoMIbioTepHOW cetu | Tekymuit KOHTpoJb B
H(pOpPMaAIIMOHHO- HHurepHer. dopme:
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KOMMYHUKAIIMOHHBIC

- IPAKTUYECKUX 3aHATUN

TEXHOJIOTUH B

npodeccuoHaIbHO N

JEATEIbHOCTH.

OK 6. Pabotarp B | - mpoOBeJCHNUE TPEHUHIOB, TECTUPOBAHMUS, Wutepnperanus

KoMaHzie, A(GGEKTHBHO | MO3TOBBIX IITYPMOB B MAJIbIX TPYIINIAX. pe3yIbTaToOB

o0mIaTeCcsi ¢ KOJUIETaMH, | - IEMOHCTPAIUsS HABBIKOB A((EKTHBHOTO HaOIr0IeHUI 3a

PYKOBOJICTBOM, oOmIeHusI. JEeSITeTbHOCTHIO

KIIMEHTaMH. oOyuaroierocs B
nporecce OCBOCHUS
00pa3zoBaTebHON
IPOTPaMMBI

OK 7. Hcnonusate WNHuTtepnperanus

BOMHCKYIO OOSI3aHHOCTb, pe3yIbTaToOB

B TOM  4YHclIe ¢ HaOJI0ICHU M 3a

IpUMEHEHHEM JeSITeTbHOCTHIO

MOJTy4YE€HHBIX obyuarolerocs B

po(heccCHOHATBHBIX nporiecce OCBOCHUS

3HAHUH (7151 FOHOIIIEH ). 00pazoBaTeNbHON
IPOTPaMMBI

[IpenonaBatens crnenmanbubix quctumumH [BIIOY PC ()

«JIeHCKHI TEXHOJOTHUECKUI TEXHUKYM» /AunpeeBa N.B./
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