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1. TACHOPT PABOYEN ITPOI'PAMMbBI YUEBHOM JUCIIUTIJINHBI
OcHOBBI 1€JI0NPOU3BOACTBA

1.1. ObaacTh npumMeHeHus: padoyeii NpPorpaMmbl

Pabouas mporpaMma yueOHOW TUCIUTUIMHBI  SBJSETCA YaCThIO OCHOBHOM
npodecCHOHAIbHOM 00pa3oBaTellbHOM TIporpaMmbel B cootBercTBuH ¢ PI'OC 1o
npodeccur  cpeaHero mnpodeccuonanpHOoro oo6pazosanms: 39.01.01 ComumanbHbrit
PabOTHHK.

PaGouas mnporpamMmma ydeOHON JMCIUIIMHBI MOXET OBITh HCHOJB30BAaHA B
JOTIOTHUTEIIBHOM  TipodecCHOHaNbHOM 00pa3oBaHWK (B TPOrpaMMax TOBBIMICHUAS

KBATM(PUKAIIAA U TIEPETIOATOTOBKH ).

1.2. MecTo y4eOHOH MUCHUIUVIMHBI B CTPYKType OCHOBHOH mNpogecCuoHATbHOI

o0pa3oBaTeJbHOM NPOrPaMMBbl: JUCHHILIHHA BXOJNUT B 00MIETPO(heCCHOHATLHBIN ITHKI.

1.3. e w 3agaum y4eOHON JMCHMUILIMHBI — Tpe0OBaHHS K pe3yJbTaTam
O0CBOEHHUS TUCIHHUTIHHDI:

B pesyabTate ocBOCHMS yueOHON MUCIUILIMHBI 00yYarOMMica T0KEH YMETh:

- COCTaBJIATh CHOYXEOHBIE MOKYMEHTHI, B T.4. IIHCbMa, TMPOEKThl MPHUKA30B H
PaCTIOPSIKEHUN;

- 3alOJHATHh TMEPBUYHBIC YYETHBIE JOKYMEHTHI IO Mpoduiao mnpodeccroHanbHOM
JEATENbHOCTH,

- TIOJIb30BATHCS CPEACTBAMHU KOTTMPOBAHHUSA M THPAXKHUPOBAHUSA,

- TOJIP30BATHCS PA3IMUHBIMHA CPEJICTBAMH CBS3M, B TOM 4YHcIe (PaKCHMIIIBHOM H
3JICKTPOHHOM.

B pesyabrate ocBOCHUSA yUeOHON TUCITUILIMHBI 00yYaromuiics 0JKEeH 3HATh:

- IPUHIIAIBI OPTraHU3aIMH PA0OThI C JOKYMEHTAMH,

- paBWJIa COCTABJICHUS W O(hOPMITCHUS TOKYyMEHTOB;

- yaudummpoBaHHble (OPMBI NEPBHYHBIX YUYETHBIX JAOKYMEHTOB TI0 HPOdHITIO
poheCCHOHAIIEHOM JICITSIIbHOCTH,

- IpaBUJIa TEKYIIETO XPaHEHUS JOKYMEHTOB;

- HIOATOTOBKY JOKYMCHTAIMH 1A JJIMTCIIBHOI'O XPaHCHUA,



- CPEJICTBA KOMMMPOBAHUA M ONEPATHBHOIO PA3MHOXKEHHS TOKYMEHTOB;
- CPEJICTBA TUPAKUPOBAHUA TOKYMEHTOB,

- CPE/ICTBA CBS3H.

Pe3yabTaThl 0CBOEHHS YUeOHOI THCIUNJINHBI

B pamkax yueOHOH mucrurumabl GopMupyioTcs obmme U npodecCHOHATbHBIE

KOMMETEHIIUHN
OO01me KoMIeTeHIUN
Kon HaunmeHoBaHue pe3yjibTaTa 00yudeHUs
OK 1 IIpuHUMATH CYIITHOCTH M COIMAIBbHYIO 3HAUMMOCTh CBOSH Oy ayIe

npodeccuu, mMposBIIATh K HEW YCTOWUYNBEIN HHTEPEC.

OK 2 OpranuzoBaTh COOCTBEHHYIO ACATEIBHOCTD, UCXOA U3 LEIH U

Coco00B €€ TOCTUKEHUS, ONIPEAEIIEHHBIX PYKOBOJIUTEIIEM.

OK 4 OcyimecTBATh MOUCK WH(pOpMaIuu, HeOOXOIUMOH 1T

3 PEeKTHBHOTO BHIMIOMHCHUS TPOGECCHOHATBHBIX 3a/ad.

OK 5 Hcnonp3oBath nHPOPMAITHOHHO — KOMMYHUKATHBHBIC TEXHOJIOTHN B

poeCCHOHATFHOMN A TEILHOCTH.

IIpodeccnonanbHble KOMIIETEHIIUA

Kon HaunmeHoBaHue pe3yjibTaTa 00y4eHus:

I[IK 1.2 | ComeiicTBOBATH JUIIAM MOKUJIOTO BO3PAcTa U MHBAJIW/IAM B MOJIYYEHUHU
COLMAIbHO- MEAUIUMHCKUX YCIYT, OKa3bIBATh MEPBYIO METUIIUHCKYIO

IIOMOIIb.

I[IK 1.3 | ConmeiicTBOBATH JUIIAM MOKUJIOTO BO3PAcTa U MHBAJIW/IAM B MOJIYYEHUHU
COIMAIbHO- TCUXOJOTHYECKUX YCIIYT, OKa3bIBaTh MEPBUUHYIO

MCUXOJIOTHYECKYIO TTOJICPKKY.

I[IK 1.4 | ConmeiicTBOBATH JUIIAM MOKHUJIOTO BO3PAcTa U MHBAJIW/IAM B MOJIyYEHUHU




COLMAIbHO- 3KOHOMUYECKHAX YCIIYT.

1.4. PexomeHayemMoe KOJHMYECTBO YACOB HA OCBOeHHEe padoyeil mnporpamMmmbl
YueOHOIl JUCHUTLIUHBI:

MaKCHMaJIbHOM yueOHOM Harpy3ku oOyudatorerocsa 51 gac, B TOM 4HCIie:

00s13aTeIbHON ayIUTOPHOM YueOHOM Harpy3ku oOyudatorerocs 34 yaca;

CaMOCTOATENbHON paboThl oOyyatomerocs 17 yacos.




2. CTPYKTYPA U COAEP)KAHUE YUEBHOM JUCHHUTIJINHBI

2.1. O0bem y4eOHoIl JUCHUIUIMHBI U BUAbI Y4e0HOi padoThl

Buj yueOHoii padoThI Kon-60
yacoe
MakcumasibHas yyeOHas Harpys3ka (Bcero) 51
Oo0s13aTeIbHA" ayAUTOPHAS Y4eOHasi HArpy3Ka (Bcero) 34
B TOM YHCJIE:
MPAKTHYECCKUE 3AHATHS 18
KOHTpPOJIbHAs padboTa 2
CamocTosiTesibHasi paboTa ody4aroierocsi (Bcero) 17

Hmozosaa ammecmayusa é popme oughghepenyuposannoco 3auvema




2.2. TemaTuuecKuii nnaH u cogep)kaHune y4ye6Hol AncumMnanHbl: OCHOBbI €/10NPON3BOACTBA

HavnmeHoBaHWe pa3fenos n Tem

1
Tema 1. lOKYMEHT, €ro hyHKLNMK,
NPU3HaKu,CTPYKTypa

Tema 2. CuUcTeMbl JOKYMeHTaLum

Tema 3. Mpasuna opopmaeHna n
COCTaBNEHUA LOKYMEHTOB

CofepxaHue y4yebHOro matepuana, nabopatopHble paboTbl U MpakTUYecKne 3aHATUSA, O6bem
camocToATeNbHas paboTa obyyaroLLmxcs yacos
2 3
CopfepxaHue yyebHOro matepuana 2
1.MNMoHATVE O [OKYMeHTax, crnocobax [AOKYMEHTMPOBAHWSA, HOCUTENAX WHQopMaumMn. JTanbl 2

CTaHOBNEHUs AeN0NpPoM3BOACTBA B Poccum. MpusHaku, QYHKLMM U CTPYKTYpPa OKYMEHTa

CamocToaTenbHas paboTa Nel 2
Pa3BuTre 4enonpon3BoACcTBa B MUpe

CogepxaHue yyebHOro matepuana 8
1.0OcHOBHbIEe Lenn YHU(pUKaLUM SOKYMEHTOB. [oHATHUE «CUCTeMa AOKYMEHTaLUMW.

YHUDULMPOBaHHbIE CUCTEMbI OKYMEHTaLUUN. Buabl CTaHAApTOB, NPUMEHSEMble B Halleli CTpaHe. 2

[enoBble AOKYMEHTbI, 06pallaroLLMecs Ha NPeANpPUSTUAX U B opraHusauusx. NpumeHeHne
(hopmynsipa-o6pasLia

MpakTnyeckoe 3aHATMe Nel 6
1 OthopmneHune peKBM3NTOB JOKYMEHTOB.
CamocToaTenbHas paboTa Ne2 4

CoBpeMeHHas pernaMmeHTaums u opraHusaums cny>obl 4enonponssoacTBa.

CamocToaTenbHas paboTa Ne3

3aKkoHoaaTeslbHble Y HOPMaTUBHO-METOAUYECKNE JOKYMEHTbI

CopgepxaHue yyebHOro matepuana 8

1.06wwme Hopmbl ¥ npaBuna OOPMAEHUS AOKYMEHTOB: ¢opmar 6ymaru, pasmepbl Monei,
Hymepauus CTpaHuy, crnocobbl othopMieHUs AaT, AONYCTUMble COKpalleHWs CnoB, O(opMmeHue
Tabnny, KOpPeKTypHble 3HaKW, WCMOMb3yeMble MpW MpaBKe [en0BbIX LOKYMEHTOB; O(OpPMIEHMne
peksusutos OPA. 1 4
2.MpaBuna oopMneHns 0OCHOBHbIX BUA0B OP/l: npaBmia ohopMIeHUS NPUKa30B, BbIMUCOK U3
NPpUKa30B; 0hopMaeHne CyXebHOro nNucbMa, TenerpaMmmel, TefeoHoOrpamMmmbl; TpeboBaHus,
npesbsaBaseMble K 0pOPMIEHUNIO aKTa, NPOTOKOa, A0roBopa.

3.MpaBunna ohopMeHUs W BblA4YN KOMWUIA JOKYMEHTOB: MOAAMHHUK O(ULMANLHOFO [LOKYMEHTa,
MOHATME «KOMWSA», 3aBepeHVe KOMWWM HOTapuyCcoM; CTaHAapTHble npaBuna ANS OpraHusauuii,
M3roTaBNUBAOLMX KONUU OPUUMANbHBLIX [LOKYMEHTOB; (akCUMUMbHbIE M CBOGOAHbIE KOMWU;
0COOEHHOCTb O(hOpPMAEHWUS BLINUCKW; MpaBuna Bblgaunm Ay6nAMkata;, BWAbl AOKYMEHTOB He
paspeLleHHble KoNnupoBaTh 1 3aBepsiThb

MpakTnyeckoe 3aHATUE No2 2
1.0chopmneHme nNprkasa No MYHOMY COCTaBY, pestome

YpoBeHb
0CBOEHUA

4



Tema 4. OpraHusaumnsa paboTsl ¢
[LOKYMeHTamm

Tema 5. Cuctematu3sauma n xpaHeHune
[LOKYMEHTOB

MpakTnyeckoe 3aHaTne Ne3

2.0chopmneHmne v Bblgaya KOMuii JOKYMEHTOB

CamocToaTenbHas paboTa Ned

OdopmneHne opraHn3aLMoHHbIX N MHPOPMALIMOHHO-CMPABOYHbIX JOKYMEHTOB.

CamocToaTenbHas paboTa Neb
HasHaueHne JOMKHOCTHBIX MHCTPYKUWIA COLManbHOMO paboTHYKA.

CogaepxxaHve yyeGHOro Matepmana

1 Cnyx6a OKYMEHTALMOHHOro obecneyeHuns ynpasneHus. TpeboBaHMs K opraHu3auum
[LOKYMeHT0060poTa: TMMOBas CTPYKTYpa ynpaBieHus 4enaMu; NpaBoBble aKTbl,
pernaMeHTupytowme padboty cnyx6bl JOY; dyHKuun cnyosl AOY; noHATMe
«[JOKyMEHT0060p0Ta»; OCHOBHbIE 3Tanbl JOKYMEHTO060POTa; OCHOBHbIE MPUHLMMbI OPraHM3aLmm
[LOKYMeHT0060p0Ta; OpraHu3aLMoHHbIe (opMbl AeN0npom3BoACTBa

2.0praHu3auus npueMa, pacCMOTPEHUS 1 perucTpauum JOKYMEHTOB: NpUMeM NOCTYNatoLmX
[OKYMEHTOB, OpraHu3aLms 4oCTaBKk1 JOKYMEHTOB; OpraHu3aLms pacCMOTPEHUS JOKYMEHTOB;
perncrpayms 4OKyMeHTOB

3. VHhopmaLmoHHO-CNpaBoYHast paboTa: Lieflb Co3AaHNs MHOPMaLIMOHHO-NOMCKOBOI cucTembl (UMNC) B
opraHu3auyn; npusHakm noctpoeHus UMC; py6bpuky cnpaBoYHbIX KApTOUeK; TEXHONOT s paboThl C
KapToTeKamu

4.0praHu3auys 0TpaBKyN UCXOASLLMX JOKYMEHTOB: COPTMPOBKA JOKYMEHTOB NPy OTMNPaBKe; Crnocoobbl
OCYLLIECTBNEHMA aipeCOBaHUS JOKYMEHTOB; CPeACTBa OTMPaBKMW; CUCTEMbI 3/IEKTPOHHOMN MOYTbI.

MpakTnueckoe 3aHaTne Nod

®dopmMmpoBaHme Jen.

MpakTnueckoe 3aHaTne No5

PervcTtpauus 1 oTnpaska JOKYMEHTOB

KoHTponbHasa pa6oTta Nel no Teme: OpraHusaums paboThbl C JOKYMeHTaMm»

CamocTonATenbHas paboTta Ne6

OpraHusaums cnyx6bl fenonporssoacTsa. OpraHu3aums 40KyMeHT0060p0Ta B yUpeXaeH!M
CamocTonATensbHas paborta Ne7

OueHKa pe3y/bTaToB BHEAPEHUS TEXHOOT MM HTEPHET-MOVCKOB B COLMabHO paboTe.
Mpo6nemMbl pa3BUTHS HPOPMALIMOHHBIX U LJOKYMEHTALMOHHbIX TEXHONOI MiA B COBPEMEHHO
couuanbHo pabore.

CopepxaHue y4ye6HOro matepuana

1.Tpe6oBaHWs K OpraHn3aLmny XpaHeHNs UCMNOSTHEHHbIX JOKYMEHTOB B [1e/10NMPON3BOACTBE.
HomeHknaTypa gen. TpeboBaHus K 0hOpMIEHNIO Aef B Aenonpon3BoacTBe. OCHOBHbIE MOHATUS 06
apXUBHOM XpaHeHUM

MpakTnyeckoe 3aHATUE N6

1.MoAroToBKa fen K apXnBHOMY XpaHeHWto

1



CamocToaTtenbHas paboTa Ne8
dopMupoBaHMe U XpaHeHWe JOKYMEHTOB. JKCnepTu3a LLeHHOCTN JOKYMEHTOB.

OnhdepeHunpoBaHHbIii 3aueT

Bcero:

51



3. YCJIOBUSI PEAJIN3AIINN YYEBHON JUCITATIINHBI

3.1. TpeboBaHUS K MUHUMAJIbHOMY MATEPHAIbHO-TEXHUYECKOMY
o0ecrnieYeHH o

Peanuzanus yueOHON qUCHUIIMHBI TPEOYET HATMUKA Y4eOHOTO KaOuHETa
«OCHOBBI JEIONTPONU3BOICTBAY

O0opynoBanue yueOHOro KaOMHETA:

- IOCAJIOYHBIC MECTA MO KOJMYECTBY 00YUaIONTUXCS;

- pabouee MecTo mpenoaaBaTeni,

- yueOHas JuTeparypa;

- yueOHO-METOANYECKasd TOKYMEHTAITHS.

3.2. UndopmamuonHoe odecrieueHue 00yueHus!

Ilepedennb pexkoMeHayeMbIX YueOHBIX u3aaHuii, IHTEpHET-pecypcoB,
JAONOJIHUTEJIbHOH JIMTEPATYPbI

OCHOBHBIE HCTOUHHUKH:

1. IenonponspoactBo: yueOHuk JI.A. Jlenkesuu, 2015 r.

2 Kaaposoe aenonponspoactso. JI.M. Bsiosa, 2014 r.

3. Jenonpousoacto: yueOnuk / T.A brikosa, JI.M.Bsmosa, I'.}KO.Makcumosuy,
JI.B.Cankuna; mog oom. pea. mpod. T.B.Ky3nemnopoii. — Mocksa: MILI®OP, 2012.
4. Jlenonmpou3BOJACTBO: 0Opa3libl, AOKYMEHTBHI, OpraHM3alus W TEXHOJOTHA
padotsl. Ilox pea. M.K. Kopueera —M.: TK Ben6u, uznarensctso IIpocmekt, 2012.
5. Jlenompou3BoACTBO. 00pa3mbl JOKYMEHTOB ¢ KoMMmeHTapusamu/ E.A.

JlonatHukoBa.- 2-¢ u3A., nonp. K gon. — M.: U3a-Bo Omera, 2012 — 319 c.

JIOTIOTHATETbHBIE UCTOUHUKH

1. Carsan C. Jlenonmpou3BoAcTBO Ha kKommbioTepe. [lomynspHbiii caMOydUTENb. -
CII6: ITutep, 2012

2. Ceposa ['.A. Yuumcs paborats ¢ odpucHbIME mporpamMmamu. —M.: puHAHCH 1
craructuka, 2010.- 320 c.

3.CrentokoB M.B. Jlenonpou3BOJACTBO. KOHCHEKT Jekiui. — Mocksa: Ilpuop-

m3aar, 2012,



4. Cankuna JI.B. CnpaBoYHHK MO KaJpOBOMY JACIOMPOU3BOJACTBY. — 2-€ M3,
nepepad. u gon. — Mocksa: MILI®OP, 2012.
5. Kypnan «/lenonpouszBoacTBo»

6. XKypHan «cekpeTapckoe aeyio»

HuTtepHeT pecypcesl
1. Poccutickas rocymapcTBeHHas OMOIHOTEKa [IIeKTpOHHBIH pecypce] /
Hentp uadopm. Texnomorwmii PI'b; pen. Bnacenko T.B.; Web — mactep Kosnosa
H.B. - Onexrpon. [lan. — M.: Poc. I'oc. b-ka, 1997 — . — Pexxum goctyma: http: //

www.rsl.ru, ceoOoaHbIN. — 3ari. ¢ skpaHa — f13. pycc., aHTiL.


http://www.rsl.ru

4. KOHTPOJIb U OLIEHKA PE3VJIbTATOB OCBOEHMSI YUEBHO¥
JUCLIMILIMHBI

Kontpoib ® omeHka pe3yibTaTOB  OCBOCHHA  y4eOHOW  IUCITUIIIIMHBI

OCYIICCTBILACTCA NPCIIOoAaBaTCJicM B IIPOHCCCC IIPOBCACHHA IIPAKTHYCCKHUX

da TaKXKC BBITIOJIHCHUA

3aHATUA W Ja00OpaTOpHBIX PpadoT,

TECTUPOBAHMS,

O6yanOLHHMHCH HHAWBUAYAJIbHBIX SaHaHHﬁ, IMIPOCKTOB, HCCHGHOB&HHﬁ.

PesyabTaTnl 00yueHus
(0cBOEHHbIE YMEeHHSs1, YCBOCHHbIE 3HAHUS)

(I)OprI H METOAbI KOHTPOJIA H OLICHKHA
pe3yJabTaToB 00y4eHus

1

2

Ymenus:

COCTaBJISITh CITY>KEOHbIE JOKYMEHTBL, B T.U.
MHACHbMA, MPOEKTHI MPUKA30B U PACTIOPSKEHUN

[TpaxkTuueckue 3agaHus

3arOJHATD TIEPBUYHbIE YYETHBIE TOKYMEHTBI 10
nipoduITro
npodecCHOHANBbHON NesATETbHOCTH

[IpakTuyeckue 3ananus, KOHTPOJIbHAS paboTa

MOJIb30BATHCS CPEACTBAMHU KOIMUPOBAHUS U
THPAKUPOBAHUSA

[IpakTuueckue 3agaHus

MOJIb30BATHCS PA3IUYHBIMU CPEACTBAMH CBsi3H, B | [IpakTuueckue  3amaHuis,  CaMOCTOSATENbHAs

TOM 4HCIe PAKCUMHIIBHOM U 3JIeKTPOHHOIM pabota

3Hanus:

NPUHIUIIBI OpraHu3anuy paboTel ¢ okymentamu | CamocrositenibHass — pabora, KOHTPOJIbHAS
pabota

npaBuiia COCTaBJICHHUSI u odopmienus | [Tpakrudeckue 3anaHust

TOKYMEHTOB

yaudumpoBanubie GOPMbI MEPBUYHBIX yUeTHBIX | [IpakTudeckue 3ananus

JOKYMEHTOB MO Npodmmo mnpodeCCHOHATEHON

IeSATENIbHOCTH

npaBujia TEKYIIEro XpaHEHHUs TOKYMEHTOB KonTtposbhas padora

MOATrOTOBKY JOKYMeHTalmu st anurenbHoro | CamocrositenbHass — pabora, KOHTPOJIbHAsSI

XPaHEHHS pabora

Cpe€ACTBA KOMMUPOBAHUA U ONICPATUBHOT'O
Pa3MHOXKEHUA TOKYMCHTOB, CPCACTBA CBA3U

[IpakTuueckue 3aganus




