ABTOHOMHASI HEKOMMEPYECKASI OPTAHM3ALIUS
MPO®ECCHOHAJBHOIO OBPA30OBAHUS
«KOJLJIEJK THHOBALIUI «ITPO®ECCHUOHAJI»
(AHO MO «KOJIJIEJ’K UHHOBA LI «[TPO®ECCHUOHAJI»)

YTBEPXIEHO:

PABOYAS TIPOTPAMMA
y4eOHOM JUCIUTIUIUHBI 001eTTPOo(hEeCCHOHAIBHOTO YUeOHOTO UK
OI1.03 OCHOBBI JEJOITPOU3BOACTBA

1o npogeccuu cpeaHero npodeccuoHaaIbLHOT0 00pa3zoBaHus

46.01.03 /Tes1onpou3BOANTED

(KO}I, HAaMMCHOBaHUEC CHeIII/IaJILHOCTM)

Mocksa, 2026



Pabouas mnporpamMma y4eOHOW JUCHUIUIMHBI 001IENpodhecCuOHAIbHOTO
yueOHoro nukia OIL.03 OcHOBBI JenONpou3BOACTBA pa3zpaboTaHa Ha OCHOBE
denepaabHOTO rOCYIapCTBEHHOTO 00pa3oBaTenbHOro cranaapra (namnee — GI'OC)
no mnpodeccuu cpeaHero mnpodeccuoHadbHOro obpazoanus (mamee — CIIO)
46.01.03  [lemonpou3BOOUTENb, YTBEPKAECHHOTO MPHUKA30oM MHUHUCTEpPCTBA
oOpa3zoBanusd u Hayku Poccum Ne857 ot 14.11.2023, 3apeructpupoBaHHOrO B
Muntocte Poccum 15.12.2023  No 76432

Opranuzanusi-pa3padoTUHK:

ABTOHOMHAsI HEKOMMEpUYeCcKas Opranu3aius npodeccruoHaIbHOTO 00pa3oBaHMs
«Komnemx nanoBamuit «IIpodeccuonan" (AHO I10 «Komnemx nHHOBaIIMi
«IIpodeccronany)



COIEPKAHUE

1. OBIIASI XAPAKTEPUCTUKA TNIPUMEPHOH PABOYEN
IMPOT'PAMMBI YYEBHOM JUCHUILJIVNHBI

2. CTPYKTYPA " COJIEP’)KAHHUE YUEBHOU
JTUCIUTIINHBI

3. YCJIOBUSI PEAJIN3AIINU YYEBHOM JUCIUITIJINHBI

4. KOHTPOJIb U OILIEHKA PE3YJBTATOB OCBOEHUS
YUEBHOM JUCHUITIJINHBI

5. OCOBEHHOCTH PEAJM3AIINUA JUCIHMILINHBI IS
HUHBAJINIOB 11| JINIL C OI'PAHUYEHHBIMHA
BO3MOKHOCTSIMHU 3JOPOBbBSI



1. OBIIAS XAPAKTEPUCTUKA IPUMEPHOM PABOYEN
MPOT'PAMMBI YYEBHOM JUCHUTIIMHBI
«OI1.03 OcHOBBI 1€/I0NIPOU3BOACTBA)

1.1. MecTo OMCHUIUIMHBI B CTPYKType OCHOBHOH 00pa3oBaTe/IbHOM
NMPOrpaMMBbl:

VyeOHas MUCHUILINHA «OCHOBBEI JEIIONPOU3BOACTBAY» SIBIIICTCSA
o0s3aTeIbHOW  4YacThlo  OOmEenpo(ecCHOHAaNbHOTO  LUKJIA  MPUMEPHOMN
obOpazoBatenbHOM TporpaMmMbl B cooTBeTcTBUU ¢ PI'OC CIIO no npodeccun.

Ocoboe 3HaueHne AUCIUIUIMHA UMEET Mpu popMupoBaHuu U pa3Butun OK
01, OK 02, OK 05, OK 09.

1.2. Heab 1 niiaHupyemMblie pe3yabTaThbl 0CBOCHHUS IMCUMIINHBI:
B pamkax nporpaMMbl y4eOHOM TUCHUIIIIMHBI 00yYalOIUMHCS OCBAUBAIOTCS

YMEHHUS
Y 3HaHUS
Kon YMmenust 3Hanus
IIK, OK

OK 01 - CcoCTaBisATh U OQGOPMIIITH |-  HOPMATUBHO-TIPABOBOE M

OK 02 CIy>KeOHbIE  JOKYMEHTBl  Ha | HOPMAaTUBHO-METOIUYECKOE

OK 05 OCHOBE TpeOOBaHUM | 0OeCIIeUeHHE

OK 09 COBPEMEHHBIX  HOPMAaTUBHBIX | AEJIONPOU3BOJICTBA;

I[IK 1.6 IIPABOBBIX aKTOB; - TOCYJIapCTBEHHbBIE CTaHIAPTHI

- MOJIb30BATHCS | HA JJOKYMEHTAIIUIO;
yHUGDUIIUPOBAHHBIMHU  (HOpPMaAMU | - MOHSTHUS, CBONCTBA,
JIOKYMEHTOB; KJIACCU(DHUKAITUIO TOKYMEHTOB;
- OCYIIECTBISITh  NIPOBEPKY | - MpaBuUjia COCTaBICHUS U
MPOEKTOB  JIOKYMEHTOB  Ha | 0OpMJICHUS OTHEJIbHBIX BHUOB
COOTBETCTBHE MpaBWiaM | IOKYMEHTOB B COOTBETCTBUHU C
JETONPOU3BOCTBA. TpeOOBaAHUSIMU

SaKOHOI[aTGHBHOfI 63351;
- 0COOCHHOCTH COCTaBa 41

odopmiteHus PCKBHU3HMTOB
JIOKYMCHTOB;
- 001Me TpeOOBaHMS K CO3aHUIO
JIOKYMCHTOB.




2. CTPYKTYPA M COJAEP)KAHUE YUYEBHOM JUCIUIIJINHBI

2.1. O0bem yueOHOI TUCHUILINHBI U BUAbI y4eOHOH PadoThI

Bua yuyeOHoi padoThI O0bem B yacax
O0beM 00pa3oBaTeIbHOM POrPpaMMBbl Y4eOHOM 59
AUCIHUNJIMHBI

B T.4. B (pOpMe NPAKTHYECKOM MOATOTOBKHU 18

BT. U.:

TEOpPETUYECKOE 00yUeHHE 16
MIPAKTUYECKUE 3aHATHUS 18

Camocmosamenvhas paboma

[TpomexyTouHas arrecranus *




2.2. TemaTuyeckuii IVIAH U CO/Iep:KaHNe Y4eOHOH AU CIMIINHBI

Koabi
Oo0bem, ak. 4. / .
KOMIIeTeHIIHI,
B TOM 4HCJIe
¢dopmupoBanmnio
HaumeHnoBanme Conep:xxanue yueOHOro MatepuaJa u (pOpMbl OPraHU3aLMU AeATeTbHOCTH B (popme KOTODBIX
pa3aesioB U TeM 00yYyarImmuxcs NPaKTHYECKOI P
crmoco0cTByeT
NMOATr0TOBKH,
3JIeMEeHT
aK. 4.
NPOrpaMMblI
1 2 3 4
Paznea 1. /les1onpon3BoaCTBO KaK cMCTeMAa Pad0ThI € IOKYMEHTAMU
Tema 1.1. Coaep:xkanue 1 OK 02,
Teoperuko- 1./lenonpou3BOACTBO: II€NM, 3a/ladydl U OCHOBHbIE MPUHIUMBI. OCHOBHBIC MOHSATHUS OK 05,
NpaBoBbIE U JIEJIOTIPON3BOJICTRA. OK 09
HOpMATHBHBIE 2. [onstus «uHGOpMAIHS U «TOKYMEHT», UX CBsI3b. OYHKIMH NoKyMeHTa. CBOKCTBA 1
OCHOBBI U IIpU3HAKH ToKyMeHTa. Knaccugukanus J0KyMEHTOB.
AeJI0NPOU3BOACTBA
Conep:xanue 1
Tema 1.2. [Tonsitue cuctembl  gokyMmeHTalmu. (OCHOBHBIE  (YHKIIMOHATIbHBIE  CUCTEMBI OK 02,
CucreMbnl nokymeHTanmu B Poccmiickoit  ®enepanuu.  YHUPUIUPOBAHHBIE  CHUCTEMBI 1 OK 05,
AOKYMEHTAIlUH nokymeHTtanuu. OOmiepoccuiickue KiaccuPUKaTOpbl TEXHUKO-DKOHOMUYECKOH U OK 09
COLMATILHOM MH(OPMAIIHH.
Paznen 2. IlpaBuiia noaroToBKu M 0(popMJieHHs1 OTAEJIbHBIX BUI0B TIOKYMEHTOB
Conep:xanue 6/4
['ocynapcTBeHHbIE CTaHIAPTHI HA JOKYMEHTAIUIO. 3aKOHOAaTeIbHbIE 1 HOPMATUBHbBIE OK 01
aKThl, yCTaHABIIMBAIOIIUE MpaBuiIa 0QpopMIICHHS TOKyMeHTOB. OOmue TpeOboBaHUs K OK 02’
CO3aHMIO JOKYMeHTOB. HopMaTuBHBIE TpeOOBaHUS K COCTaBY PEKBU3UTOB JOKYMEHTOB ) OK 0 5’
Tema 2.1. u ux ohopmiieHue. Bunbl n HazHaueHHE OJ1aHKOB. TpeboBaHus K OJaHKaM JJOKYMEHTOB. OK 09’
Cranpaprusanus CxeMBbl pacroioXeHUs] PEeKBHU3UTOB TOKYMEHTOB U TpaHHIbl 30H Ha (opmare A4, K 1 6’
npoiecca MIPOJIOJIBHOTO M YTJIOBOTO OJIAHKOB. )
AOKYMEHTHPOBaHMA | B TOM 4mciie npakTHYEeCKHUX 3aHATHH M J1a00OPATOPHBIX padoT 4
IIpakTuueckoe 3ansitue Nel. OdopmieHne cxeM pacToOXKEHHUS PEKBU3UTOB
JOKYMEHTOB W TpaHHIBl 30H Ha Qopmare A4, MPOJOIBLHOTO W YIJIOBOTO OJAHKOB. )

Odopmienne peKBU3UTOB TOKYMEHTOB. PeKkBU3UTHI TokyMeHTa. CXeMbI pacoI0KEHUS
PEKBU3UTOB. MeXCTPOUYHbIE HHTEPBAJIBL, HCIIOIb3yEeMble IIPU 0POPMIICHHH PEKBU3HUTOB.
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[IpudThl, HCTIOTB3yEMBIE AJIs1 0POPMIICHHS PEKBU3UTOB

IIpakTuyeckoe 3ansaTue Ne 2. OpopmieHre OJJAHKOB JOKYMEHTOB 2

Conepxanue 4/2

W3ydyeHne  makera  OpraHU3allMOHHBIX  JIOKyMEHTOB  OpraHu3anuu.  Bumisl OK 01
Tema 2.2. OpPTaHU3AIlMOHHBIX JIOKYMEHTOB (YCTaBbl, TIOJIO)KCHHS, TpPaBHJIa, HWHCTPYKIUH). 5 OK 02:
Opranusanuonnas XapakTepucTUKa OCHOBHBIX BUI0B OPTaHU3AIIMOHHBIX TOKyMEHTOB. CTPYKTypa TeKCTa. OK 05,
HOKYMEHTAILHS [TpaBusa odopmiienust. OcOOEHHOCTH 9¢>opMneHHﬂ. OK 09,

B ToM ymc/ie NIpaKTHYeCKUX 3aHATHI M J1a00PATOPHBIX PadoT 2 K 1.6

IIpakTHyeckoe 3ansitue Ne 3. OdopmiieHne OpraHM3alMOHHBIX JTOKYMEHTOB (I10 ) ’

BEIOODY).

Conep:xxanue 6/4

PacnopsinutenbHble JOKYMEHTBI, W3/1aBaE€Mbl€ B YCIOBHUSX €IUHOJMYHOIO MPUHATHS

pemieHui (mpUKas3bl, pPacHOpsKEHMs, yKa3aHus). PacnopsauTenbHble TOKYMEHTHI,

U3/IaBaeMbIe B YCJIOBUSAX KOJUICTHAILHOCTH (TIOCTAaHOBIEHUS, pemieHus). HazHauenue 1

nokymMeHToB. CTpykTypa Tekcra. CoctaB pexkBu3uToB. [IpaBmiia odopmiienus. [Topsiaok
Tema 2.3. COrIacoBAHMA MPOEKTA JOKYMEHTA H €10 NOAMHACAHHA. 85 8 ;

[TpoTokon kak OCOOBI BHJ JOKyMEHTa, OTHOCSIIMKCA K pa3HbIM CHCTEMaM WU ’
PacnopsinuresbHas 1 OK 05,
JOKYMEHTAIINS EOILCI/ICTCMaM nokyMmeHTanuu. [lomHble U KpaTKue TPOTOKObL. Bhinucka U3 mpoToKoIa. OK 09,

OMHsI MPOTOKOJIA. K 1.6

B Tom unc/ie npaKTHYECKUX 3aHATHH M J1a00pPaATOPHBIX padoT 4

IIpakTuyeckoe 3ansitue Ne 7. Cocrapnenue, opopmMIeHHE U PeIaKTUPOBaHKE MTPUKa3a )

110 OCHOBHOM JI€STEIbHOCTHU, PACIIOPSYKEHUS], YKa3aHHUsl, PEIICHUSI.

IIpakTuyeckoe 3ansatue Ne 9. [Topsinok ohopmiieHus, COCTaBIECHUS U pEIAKTUPOBAHUS )

MIPOTOKOJIOB M BBIMKMCOK M3 HUX.

Conep:xxanue 10/8

1. Bumel  crnpaBo4HO-WUH(DOPMAITMOHHOW  JOKYMEHTAIlMH,  XapaKTEePUCTHKA,
Tema 2.4. ocobennoctu. Ctpykrypa Ttekcra. CoctaB pekBu3utoB. llpaBmia odopmienus u OK 01,
CnpaBo4yHoO- nonanucanus. [lopsaok odopMieHHs U peAaKTUPOBAHUS CIPABOYHO - AHATTUTHUECKON 1 OK 02,
nHpopMannoHHasi U | JoKyMeHTauuu. Ilopsgok odopmieHHs M peJakTHPOBAHUS CBOJOK, 3aKIIOYEHUH, OK 05,
CIIPaBOYHO- OT3BIBOB, IICPEYHEN U CITUCKOB. OK 09,
aHAJINTHYeCcKast 2. [lenoBas nepenucka. Buapl miucem: ciry>)ke0HOE MUCEMO, TIEPEMUCKa ¢ 3apyO0eKHBIMU
AOKYMEHTalus napTHEpamu. OCHOBHBIE BHUIBI CHykeOHbIX mceM. Ctpykrypa Tekcra. CoctaB 1 [IK 1.6

pekBu3uTOB. [IpaBuiia oopMIICHHS U TIOTUCAHHSL.

B ToM ymc/ie NpaKTHYeCKUX 3aHATHI M JJa00PATOPHBIX PadoT 8
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IIpakTnueckoe 3ansaTue Ne 10. Ohopmienue cimyxeOHas 3alMCKH, JOKIaIHON
3aIIUCKU U OOBSICHUTEJIBHOM 3aIIUCKHU.

IIpakTnueckoe 3ansiTue Ne 11. OpopmieHue akToB, CIPaBOK, 3asBICHUM.

IIpakTnueckoe 3ansaTue Ne 13. CoctaBnenue u opopMieHne pa3HbIX BUIOB JICTOBBIX
nuceM (1o BeIOOpY)

Tema 2.4.
JlokymMeHTHpOBaHUe
Ka/poBoii padoThI

Conep:xxanue

8/6

KanpoBast nokymeHTanusi Kak 4YacTb yIpaBlIe€HYECKOW JokyMeHTanuu. OOmue
TpeOOBaHMS K  COCTaBJICHUIO  KaJpPOBBIX  JIOKYMEHTOB.  [cmonbp3oBaHue
yHH(DUIIIPOBAaHHBIX (OPM TEPBUYHOM YYETHOW JOKYMEHTAIlMHM 110 Y4YeTy TpyZa.
TpeboBanust kK OQOPMIICHHIO KaJpOBbIX HOKyMEeHTOB. OcobeHHOCTH odopMieHus
JJOKYMEHTOB 110 INYHOMY COCTaBYy.

B ToM ymc/ie NpaKTHYeCKUX 3aHSATHI M J1a00PATOPHBIX PadoT

IIpakTuueckoe 3auaTue Ne 15. O6mwme npaBmiia 0hOpMIICHHS TPYIOBOTO JOTOBOPA

IIpakTnueckoe 3ansaTHe Ne 16. OdopmieHrne NMPUKA30B MO JUYHOMY COCTaBy (O
npuemMe Ha paboTy, epeBojie, OTIYCKE, YBOJIbHEHUH, TUCIUIUIMHAPHOM B3bICKAaHUH)

IIpakTnyeckoe 3ansaTue Ne 18. OdhopmieHue 1 BeJleHHE JIMYHOTO Jiena padOTHHUKA.

N NN

OK 01,
OK 02,
OK 05,
OK 09,
I[IK 1.6

HpOMe)KyTO‘-IHaH arrecranmus

Bcero:

52




3. YCJIOBUSA PEAJIM3ALIUU ITPOT'PAMMBI IMCIIUITJINHBI

3.1. TpeGoBanuss K MHUHMMAJIBHOMY  MaTepHAJbHO-
TeXHUYeCKOMYO00ecredeHH 0

JlaGopaTopus ocHoB aesonpousBoacrea (mo bTH 15):
- pabouee MecTo npenoAaBaTes - 11t

- CTOJIbI yUYE€HHUYECKHUE - 14 mrT.;

- CTYJIbSl YYEHUUYECKHUE -28 MIT.;

- MapkepHas focka - 1 mr.;

- KOMIbIOTEp - 1 T.;

- mpoeKTop - | mwrt.;

- IOCKa JIJIs POeKTopa - | mir.;

- HarJIIAHBIE TOCOOUS - 28 1IT.;

- KOMIUIEKTBI Y4€OHO-METOIMYECKON TOKYMEHTAUHU M0 JUCUUIUIMHAM - 28 MIT.;
- WKad A1 XpaHeHHs y4eOHbIX MaTEepHaioB - 1 mIT.

3.2. NudopmanuonHoe odecriedyeHue 00ydeHus

HopMmaTuBHO-IpaBOBbI€ AKThI:

1. ®eaepanpabiii 3akoH oT 22.10.2004 Nel25-®3 «OO6 apXwBHOM jelic B
Poccuiickoit @enepannun» (B pea. PenepanibHbix 3akoHOB oT 04.12.2006 Ne 202-
®3, ot 01.12.2007 Ne 318-d3, ot 13.05.2008 Ne 68-®3, ot 08.05.2010 Ne 83-
®3, or 27.07.2010 Ne 227-®3, ot 11.02.2013 Ne 10-D3, ot 04.10.2014 Ne 289-
®3, ot 28.11.2015 Ne 357-®3, ot 02.03.2016 Ne 43-®3, ot 23.05.2016 Ne 149-
®3, or 18.06.2017 Ne 127-®3). [lotHast  Bepcusi 3TOr0 TEKCTa HAXOIUTCS

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

2. O BHecenuun usMmeHeHuii B denepanbupiii 3aKk0H «O0 apXUBHOM JIeNe B
Poccuiickoit @enepanumn» ot 11 pepans 2013 roga. [lonHas  Bepcus 3TOTO
TEKCTa HaXOJWTCSI Ha CTpaHuile https://archives.gov.ru/documents/fz/zakon-10fz-

2013.shtml
3. O BHecenun u3MeHeHuil B DenepanbHblil 3aKOH «O0 apXUBHOM Jeie

B Poccuiickoii @enepanun» ot 2 mapta 2016 roga. [Tonnas BEpCUs ATOTO
TeKCTa HAXOJAWUTCS  Ha CcTpaHule  https://archives.gov.ru/documents/{z43-
2016.shtml

4. TlpaBuima HmEIONPOU3BOJICTBA B TOCYJAPCTBEHHBIX OpraHax, OpraHax

MECTHOT'O caMoyIipaBieHus (yTBepkaeHbl npukazoM Pocapxusa ot 22.05.2019
No 71) [lonnas BEPCUs ATOr0 TEKCTa HAXOJUTCS HA  CTPaAHULE
https://archives.gov.ru/documents/rules.shtml

5. llpumepHass  HMHCTPYKIUA MO JEIONPOU3BOJCTBY B T'OCY/IapCTBEHHBIX
opranuzanuax (yreepxaeHa npukazom Pocapxua ot 11.04.2018 Ne 44 Tlonnas
BEpPCHUSI 3TOTO TEKCTa HaXOJIUTCS Ha CTpaHulIe
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https://archives.gov.ru/documents/fz/zakon-10fz-2013.shtml
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https://archives.gov.ru/documents/rules.shtml

https://archives.gov.ru/documents/rules.shtml
6. IlpaBuiia aenonpousBOACTBa B (peliepanbHbIX OpPraHax HCHOJHUTEIbHOU
BiacTH (yTBepxAeHbI noctaHoBieHueM lIpaButenscTBa Poccuiickoit @eaepannu ot

15.06.2009 Ne 477, B pen. Iloctanosnenuii IIpaButenscrBa Poccuiickoit

®enepanuun ot 07.09.2011 Ne 751, ot 26.04.2016 Ne 356) IlonHas Bepcusi 3TOTO

TEKCTa HaxOJUTCs Ha cTpaHulle https://archives.gov.ru/documents/rules.shtml
OcHoBHas uTEpaTypa:

1.A6ynamze, J.T.JlokyMeHTanlMOHHOE  OOECTEYeHHE  yMNPaBICHUS
MEPCOHATIOM : YYeOHMK W TPAKTUKYM IS CPEIHEr0 Mpo¢eCcCHOHATBHOTO
obpazoBanusi / [I. I'. Abynanze, U. b. Bempsixkuna, B. M. MacnoBa. — 3-e u3f.,

nepepad. u gon.— MockBa: W3garensctBo IOpaiit, 2024. — 374 c. —
(ITpodeccuonanvuoe obOpazoBanue). — ISBN 978-5-534-16657-6. — Tekct
anekTpoHHbINH // O6pa3oBarenbHas tuiatdopma FOpaiit [caiit]. ¢. 1 — URL:

https://urait.ru/bcode/538144/p.1 (mata obpamenus: 01.10.2024).
2.I'po3oBa, O. C. [lemonpon3BoJCTBO : y4eOHOE IOCOOWE [JIsi CPEIHETO

npodeccuonansHoro odpazoBanusi/ O. C.['pozoBa. — 2-e¢ u3n. — Mocksa :
W3narensctBo FOpaiit, 2024. — 131 c. — (IIpodeccnonanpHoe 00pa3oBaHuEe). —
ISBN 978-5-534-15986-8. — Tekct : oanekrpoHHslidi // OOpa3oBarenbHas

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

3.JlokymMeHTOBEICHHE :  YYEOHHMK W  TPAKTUKYyM  JJIS  CPEIHETO
npodeccuonansHoro obpazoBanusi / JI. A. [loponnna [u np.]; mox penakuuei
JI. A. loponunoii. — 4-e u3., mepepad. u gom. — Mocksa : M3gatensctBo FOpaiiT,
2024. —336 c. — (IIpodeccuonanpHoe oopazoBanue). — ISBN 978-5-534-19113-
4. — TekcT : anekTpoHHBIN // OO6pa3zoBatenbHas matgopma FOpait [caiit]. c. 1 —
URL: https://urait.ru/bcode/555974/p.1 (nata obOpamienus: 01.10.2024)

4. Kopuees, U. K. JlokymMeHTanimoHHOE 0OecrieueHue YIpaBieHus : YYCOHUK

U TIPAKTUKYM JUIsi cpenHero mpodeccuoHanbHoro odpazoBanus / U. K. Kopuees,
A. B. [Tmenko, B. A. Mamypues. — 3-e wu3a., mepepab. u pgom. — Mocksa :
N3narensctBo FOpaiit, 2024. — 438 c. — (IIpodeccnonanpHoe 00pa3oBaHuE). —
ISBN 978-5-534-16002-4. — Tekcr : osnexktpoHHbid // OOpa3oBaTenbHas
miargopma IOpaiit [caiit]. ¢. 1 — URL: https://urait.ru/bcode/539262/p.1 (nara
obpamenus: 01.10.2024).

5. Kysuenos, W.H. lokymeHTalMOHHOE OO€CIieUYeHNE  YyIpaBICHUS.

JIoKkyMEeHTOOOOPOT U JETOMPOU3BOACTBO : YUEOHUK M MPAKTUKYM ISl CPEIHETO

npodeccuonanbHoro obpazoanusi/ U. H. Ky3nernos. — 4-e wuzn., mepepab. u
nor. — Mocksa : MznarensctBo FOpaiit, 2024. — 545 ¢. — (ITpodeccruonansHoe
obOpazoBanue). — ISBN 978-5-534-16004-8. — Tekct : D2IeKTpOHHBIA //
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OOpazoBarenpHass  miatdpopma  FOpait  [cant]. ¢ 1 —  URL:
https://urait.ru/bcode/537146/p.1 (nara obpamienus: 01.10.2024).
JdonmosHuTEeIbHAA JUTEPaATYypAa:

1.KazakeBuy, T. A. [JoxkymeHTanmoHHOE oOecreueHne yrnpapieHus | yueOHuK
U MPAKTUKYM ISl cpefHero npodeccuonansHoro oopasosanus / T. A. Kazakesuu,

A. W. Tkanuu. — 2-e u3n., ucnp. U gomn. — Mocksa : M3gatensctBo HOpaiirt,
2024. — 177 c. — (IlpodeccuonanpHoe oopazoBanue). — I[ISBN 978-5-534-06291-
5. — Texkcr : anekTpoHHbit // OOpazoBatenbHas mwiatgopma FOpaiiT [caiit]. —

URL: https://urait.ru/bcode/538470 (mata obpamenus: 01.10.2024).
2. lyBanosa, H. H. OcHOBBI J1€710MPOU3BOJCTBA | YYEOHUK U MPAKTUKYM IS
cpeanero npodeccuonanprHoro oopazosanus / H. H. lllysanosa, A. FO. MBanoBa ;

noa obmed pemakuuert H. H. IllyBamoBoit. — 3-e wu3a., mepepald. u JOI. —
MockBa : MzmarensctBo IOpaiit, 2024. — 384 c.— (IIpodeccuonanpHoe
obpazoBanne). — ISBN 978-5-534-15488-7. — Tekct : »dNEKTPOHHBIH //
OOpazoBatenbHast  1arpopma  FOpaiit  [caiit]. ¢ 1 —  URL:

https://urait.ru/bcode/536716/p.1 (narta oOpamenus: 01.10.2024).

HNHTepHET - HCTOYHUKU:
1. www.garant.ru - Pexxum noctyna — cBo0o1HbIN. CalT CONEPHKUT TEKCTHI

2. HOpPMaTUBHO-TIIPABOBBIX JIOKYMEHTOB, NyOJMKyeT BCE€ HM3MEHEHHS B
3aKOHOJAaTeNbCTBE. TaKkKe MpecTaBiIeHbl OJaHKU JOKYMEHTOB U T.II.
3. www.consp.ru - Pexxum poctyna — cBoOoHbIN. CaliT COOEPIKUT TEKCTHI

3aKOHOJATEIBHBIX aKTOB, HOBBIE TPEOOBaHWS KOHTPOJHPYIOIIUX OpPTaHOB, HAET
PEKOMEH/IAllMH TI0 3aII0JIHEHUIO OJIAHKOB OYXTalnTepCKON OTYETHOCTH.
4. www.sekretariat.ru - Pexum pgoctynma — cBoOoaHblii. Ha caiite

MIPEICTaBIICHbl aHOHCHI MPOQPECCHOHANIBHBIX KYpPHAIOB cekperapsi «CrpaBOYHUK
cekperaps u opuc-meHemrepa», «Cekperapuar B BOIPOCaxX U OTBETAX); BOMPOCHI
OpraHU3aIHMH IETOTPOU3BOJICTBA; TPaBIiIa 0O()OPMIICHHS M XPaHECHUS TOKYMEHTOB.
3/1ech opranru3oBaHo o0lIeHne Ha popyMe cekpeTapei.

5. denepanbHOE apXUBHOE areHTCTBO https://archives.gov.ru/
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4. KOHTPOJIb 1 OHEHKA PE3YJIbTATOB OCBOEHUA

T CHUTLIAHBI

KoHTposib U olleHKa pe3yabTaTOB OCBOCHUSI YUueOHOU MUCHUIUTMHBI OCHOBBI
JEIONPON3BOACTBA OCYIIECTBISAETCA MPENOJABATEIIEM B IPOLECCE MPOBEICHUS
MPAKTUYECKUX 3aHATUH, TECTUPOBAHMS, a TAKXKE BBINOJIHEHHUS OO0YyYarolUMUCA

CaMOCTOATCIIBHBIX pa60T.

Pe3yabTathl 00y4YeHHs ‘

Kpurepuu ouieHKH

MeToabl OIEHKH

HepequL 3H3HHI>1, OCBAMBACMBIX B paMKaxX JHCHHITIJIMHBI

- HOPMAaTHUBHO-IIPABOBOE
u HOPMaTUBHO-
METOJIMYECKOE
obecricucHue
JIeTIONIPOU3BOICTBA;

- roCyJIapCTBEHHbBIE
CTaHJaPThI Ha
JOKYMEHTAIIHIO;

- TIOHATHS, CBOMCTBA,
KJ1acCU(UKAIUIO
JIOKYMEHTOB;

- IpaBuUJIa COCTaBJICHUS U
oopMIICHUST OTIEIbHBIX

BHUJIOB JOKYMCHTOB B
COOTBETCTBHHU C
TpeOOBaHUSIMU

3aKOHOJATENLHOM 0a3hl;
- 0COOCHHOCTH COCTaBa H
o opMIICHUST PEKBU3UTOB
JOKYMEHTOB;

- obmue TpeOOBaHHSA K
CO3aHHIO JJOKYMEHTOB.

JlemoHCTpUpYET 3HAHUS
HOPMAaTHUBHO-IIPABOBOTO u
HOPMAaTUBHO-METOANYECKOTO
oOecrieyeHust
JEJIONPOU3BOACTBA U 3HAHUE
rOCYJIapCTBEHHBIX CTaHJIApPTOB
Ha JJOKYMEHTAIIUIO.

[laet onpenenenus

TIOHSATHS, CBOIJICTB,
KJaccudukanuu

JIOKYMEHTOB.

JlemoHCTpUpYyET 3HAHUS

MPaABUJI COCTaBJICHUS 51

O(l)OpMJIeHI/ISI OTACJIBbHBIX BHUJIOB
JOKYMCHTOB B COOTBCTCTBUU C

TpeOOBaHUSIMHU
3aKOHOJATEIIHFHOM 6a3bl.
JlemoHCcTpUpyeT 3HAHUA
0COOEHHOCTEH cocTaBa W
opopmiieHUs PEKBU3UTOB

JIOKyMEHTOB, a TaK¥Ke
001muX TpeOOBAHUM K CO3JJaHUIO
JIOKYMEHTOB.

OueHka pe3yJIbTaToOB
BBITTOJTHEHUS
ITPAKTUYECKOU
paboTHI.

DKCIepTHOE
HaAOJIIO/ICHHE 3a XOJI0M
BBITIOJTHEHUS
IIPAaKTUYECKON
paboThI.

YCTHBIN 51
MMHUCbMEHHBIM  OMPOC.
TectupoBaHue.

Hepequb YMCHHﬁ, OCBAMBACMBIX B paMKaX OUCIHUIIIINHBI

- COCTaBJIATh U
opOpMIIITE  CITy’)KCOHBIC
JIOKYMEHTBI Ha OCHOBE
TpeOOBaHUM
COBPEMEHHBIX
HOPMATHBHBIX TIPABOBBIX
aKTOB;

-TI0JI30BaThCS
YHUDUIIUPOBAHHBIMHU
dhopMamMu TOKYMEHTOB;

JIeMOHCTpUPYEMBIX YMEHHE
COCTaBJISITh 1 ODOPMIISITH
CITy>KeOHbIE TOKyMEHTHI Ha
OCHOBE TpeOOBaHUI
COBPEMEHHBIX HOPMATUBHBIX
IIPABOBBIX aKTOB.
JleMOHCTpHUpYEMBIX YMEHHE
MIOJIb30BAThHCS
yHU(ULIHUPOBAHHBIMHU (POPMaAMHU
JTIOKYMEHTOB.

OneHka pe3yJbTaTOB
BBITIOJIHCHUS
MPAKTUIECKON pabOThI
DKcnepTHOE
HAOJIIO/ICHHE 32 XOJI0M
BBITIOJTHCHUS
NPaKTHYECKON pabOThI
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- OCYIIECTBIATH | JIEMOHCTPUPYEMBIX YMEHHE
IIPOBEPKY IIPOEKTOB | OCYIIECTBIATH POBEPKY
JOKYMEHTOB Ha | IPOEKTOB JOKYMEHTOB Ha
COOTBETCTBHME IIPABUJIAM | COOTBETCTBHE IIpaBUIIaM
JIEJIONPOU3BOCTBA. JEJONPOU3BOCTBA.

5. OCOBEHHOCTH PEAJIU3ALIMM JUCHUATIIAHBI I
WHBAJIMIOB U JIML C OTPAHUYEHHBIMHA
BO3MOXHOCTSIMM 3/10POBbSI

B cnydae o0yueHus B KOJIEI)KEe MHBAIUIOB U (MJIM) JIML C OTPAaHUYEHHBIMU
BO3MOKHOCTSIMM  3[IOPOBbSl  YUMTBIBAIOTCS OCOOEHHOCTH ICUXO(PU3UYECKOTO
pa3BUTHUS, HWHAMBHUIyaJIbHbIE BO3MOXHOCTH U COCTOSIHHUE 3J0pPOBbsl TaKHX
oOyyJarommxcs.

OObpazoBaHue 00y4aromuxcsi ¢ OrpaHUYCHHBIMU BO3MOXHOCTSAMU 310POBbSI
MOJKET OBITh OPraHM30BAHO KaK COBMECTHO C IPYTHMH OOYy4YalOUIUMHUCS, TaK U B
OTJEIbHBIX IPyIIax.

OOyuaroiuecs U3 YUCa JIML ¢ OTPAHUYEHHBIMU BO3MOKHOCTSIMU 3710POBBS
o0ecrieueHbl IeYaTHBIMU U (UJIM) AJIEKTPOHHBIMU 00pa30BaTEIbHBIMU PECYPCaMU B
¢dopMax, afanTUPOBAHHBIX K OTPAHUYEHUSM UX 3/10POBBSL.

OOyyeHre MHBAIUJIOB OCYLIECTBIISIETCS TAaKXE B COOTBETCTBHM C
VHAMBUIYAJILHON MpOrpaMMoi peadInTaluy HHBaJINA (IIpU HAJIUYUN).

JUtst i1 ¢ OrpaHUYEHHBIMHA BO3MOKHOCTSIMHU 3/10POBBS IO CIIYXY BO3MOKHO
penocTaBieHue yueOHOM HH(POpMalUK B BU3yaIbHOU (popMe (KPaTKUH KOHCHIEKT
JEeKIUi; TeKCThl 3afaHuil). Ha ayauTOpHBIX 3aHATHAX IOIyCKaeTcs MPUCYTCTBUE
ACCHCTEHTA, a TAaKXKe CypIONEePEBOAUNKOB U (M) TU(DIOCYpAOTIEPEBOTUUKOB.

Texymuii KOHTPOJIb YCIEBAEMOCTH OCYILIECTBIIAETCS B MUCbMEHHOU (opMme:
oOyyJaronuiicss NUCbMEHHO OTBEYAET Ha BOIMPOCHl, MUCHBMEHHO BBIMOJIHSAET
npaktudyeckue 3ananus. [loxnaa (pedepar) Takke MOXKET ObITh MPEJCTABIEH B
NUCbMEHHOU (opMe, MPU 3TOM TPeOOBAHUS K COACPKAHUIO OCTAIOTCS TEMH XK€, a
TpeOOBaHUS K KayecTBY M3JIOKEHHs MaTepuajna (TOHATHOCTb, KAa4€CTBO pEYH,
B3aUMOJICCTBHE C ayJUTOpPHUEH W T. J.) 3aMEHSIOTCS Ha COOTBETCTBYIOLIUE
TpeOOBaHUs, MPEAbSABIsEMbIE K MUCbMEHHBIM paboTaM (KadecTBO O(OpMIICHUs
TEKCTa W CHUCKAa JHUTEpPaTypbl, TPaMOTHOCTb, HAJIWYME WILTIOCTPALMOHHBIX
MaTepuasoB U T.1.).

[TpomexyTouHas aTTecTanus JUIsl JIMI ¢ HAPYIICHUSMHU CIyXa MPOBOJUTCS B
NUCBbMEHHOH (hopMe, IPU 3TOM UCIIONIB3YIOTCS 001IMe KpUTepuu olleHuBaHus. [1pu
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HEOOXOMMOCTH BPEMsI IOATOTOBKH K OTBETY MOKET ObITh YBEIUUEHO.

JUis M ¢ OrpaHUMYEHHBIMH  BO3MOKHOCTSIMU 370POBBbSI 10 3PEHHUIO
o0ecreurBaeTCs BBITYCK U UCIIOJIb30BaHNE HA yUEOHBIX 3aHATHSIX AIbTEPHATUBHBIX
(GopMaToOB MeYaTHBIX MATEPUAJIOB (KPYMHbIA WPUPT WK ayauodaiinibl), a TaKxKe
oOecrieurBaeT  OOydYarOIMUXCS ~ HAJJIEKAINUMU  3BYKOBBIMU  CPEACTBAMHU
BOCIPOM3BEAEHUS HH(popManuu (IUKTOPOHOB U T.1.). Jlonmyckaercs nIpucyTCTBHUE

aCCUCTEHTa, OKa3bIBAIOIIET0 OO0yYaroleMycss HEOOXOJUMYI TEXHUYECKYIO
MOMOIIb. TEeKyIUii KOHTPOJIb YCIIEBAEMOCTH OCYIIECTBIISICTCS B YCTHOH (opme.
IIpu npoBeneHNH MPOMEKYTOYHOW aTTECTALMM JJIS JIUL C HAPYIICHUEM 3pEHUS
TECTUPOBAHUE MOXKET OBITh 3aMEHEHO Ha YCTHOE coOeceJ0BaHHE MO BOIIPOCAM.

JUis U1l ¢ OrpaHUYEHHBIMH BO3MOXKHOCTSIMH  3JIOPOBBS, HMEIOLINX
HapyLIEHUs OITOPHO-IBUIaTEIBHOTO allllapaTa MaTeprualibHO-TEXHUUECKUE YCIOBUS
KOJUie/ka  00ecreynBaloT  BO3MOXKHOCTh — OECHpPEMSITCTBEHHOTO  JOCTyTa
oOyuaronuxcs B y4eOHbIE MOMEIICHHs, a TakXke MpeObIBaHUS B HHUX (HaJIHYME
NaHAYyCOB, MOPYYHEH, pacCHIMPEHHBIX JIBEPHBIX MPOEMOB, JIU(PTOB; HAIUYUE
CHEeHUANbHBIX KPECEN U APYTUX MPUCTOCOOTIEHUH).

Ha aynuTopHBIX 3aHATHSX, @ TAaKXKE IPU MPOBEACHUU MPOLEAYp TEKYILEro
KOHTPOJISL yCIIEBAEMOCTH M POMEXYTOYHOM aTTECTAlMU JIULAM C OTPaHUYECHHBIMU
BO3MOYKHOCTSIMU  37I0POBbS, HMMEIOLIUM HAapyILIEHUs ONOPHO-ABUIATEIBHOIO
ammapaTa MOTYT OBITh NIPEIOCTaBIECHbl HEOOXOAUMBIE TEXHHUYECKHE CpPEICTBa
(mepcoHaNbHBI KOMIBIOTEpP, HOYTOYK WM JPYroll TrajpKeT); OOMyCKaeTcs
MPUCYTCTBUE  ACCUCTEHTa (ACCHCTEHTOB), OKAa3bIBAIOILIErO0  O0yYarommmcs
HEOOXOIMMYIO0 TEXHMUYECKYIO TIOMOIIb (3aHATh pabouee MECTO, EPEIBUraThCs 110
ayJIUTOpPUH, IPOYUTATh 33]]laHuE, 0QOPMUTh OTBET, OOIIATHCSA C PENOIABATEIIEM).
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