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[Mporpamma cocTaB/ieHa B COOTBETCTBMU C TpeboBaHnaMm @I OC BO no
HanpaeneHnto noarotosku 39.03.02 «CoumanbHas paboTtax (yTBepXxaeH 12 sHeaps
2016 . N2 8) 1 y4yebHOro nsjaHa no HarpaeneHnto NoArotosku 39.03.02
«CoumanbHas paboTta» (npotuib CoumanbHas 3alumTan coumanbHoe
06CNy>KMBaHMe CeMeli U AeTeR), YTBEPXKAEHHOIO YueHbIM coBeToM FAIY (oT
03.02.2016 1., npoTtokosn Ne 4)

Pabouas nporpaMma yTBepeHa Ha 3acefjaHuy Kageapbl NCUX0M0MMN 1 COLNaIIbHOA
paboTbl 18.03.2016 roga, npotokon Ne7

"opHo-AnTaiick 2016



1. Llenib v 3ajayn gUCUUNINHGI.

Llenb Kypca: oBnafieHMe CTydeHTaMuW METOZO/I0OrMYecKoi 6a30/i  COBPEMEHHbIX
TEXHOMOIMI  yNpaB/eHNs [LOKYMEHTMPOBAHHON MHQOpMaumeid, NpakTUY4eCKUMN HaBblKaMu
[JOKYMEHTaUMOHHOr0  O6ecrneyveHnst  couuasbHON  paboTbl, CreUMdUKOA  opraHm3aumm
[eN10Npon3BOACTBA U paboThl C YrpaBieHYeCKNUMM, PacnopsanTeNbHbIMU U UH(OPMALMOHHO-
CMNpPaBOYHLIMU JOKYMEHTaMU.

2. MecTo ancumnnuHel B cTpykType OII1

Ouncumnnnda B1.6.30 «[JoKyMeHTaUMOHHOEe 06ecrneyeHne couuanibHOM pPaboThbi»
OTHOCUTCA K 6a30BOM 4acTU UMKna gucumnivH. Kypc «[oKymeHTaumoHHOe obecrneveHue
couvmabHO paboTbl» OPUEHTUPOBaH Ha (POPMUPOBaHUE CMIOCOOHOCTM K CaMOOpraHm3aLmm 1
caMo00pa3oBaHMIO W YMeHWe MpefcTaBnATb pe3ynbTaTbl HayYHOW W NPaKTUYECKOM
[eAaTeNbHOCTY B (hopMax 0THETOB, pedhepaToB, Ny6AMKaLUmii 1 My6INYHBIX 06CYXKAEHWIA.

[ns  ocBoeHWs  aucUMNAMHLL - «[lOKYMeHTaUMoOHHOe 0b6ecrneyeHne  COLMabHOM
paboTbl» 00y4atoLMecs UCNOMb3YHOT 3HaHWS, YMEHWS, HaBblKM CMOCOObI AeATeNIbHOCTU U
YCTaHOBKM, CPOPMMPOBaHHbIE B XOLe M3yyeHWsi MpeaMeToB «BBefeHue B MPOdeccuio»,
«[lcnxonorns».

OcCBOeHVE AMCLUMM/MHBLI  «[JOKYMEHTALMOHHOE 06ecrneyeHe CcounanbHOM paboTbi»
AB/SETCA HEOOXOAMMON OCHOBOW [ANA MOCNeAYHOLLEro M3ydeHns aumcumnavH «lMpaBoBoe
obecneyeHne couUmanbHOM PaboTbl», «OKOHOMUYECKME OCHOBbI COLMANbHOM paboThbl», a
Takke «Mofenn coumanbHOro 06¢nyXxneaHus B Poccun n 3a pyoexxom/Mogenu coumanbHoM
paboTbl B COBPEMEHHOM 006LLecTBe»; «OCHOBbI MPOhopUEHTONOrN/COBPEMEHHBIA PbIHOK
TPYZa N 3aHATOCTb HACeNeHNS».

Ne HavmeHoBaHve HaumeHoBaHvMe  pa3genoB  (Tembl)  AaHHOIA
n/n | obecrneymBaemMbix AVCUMMIVHBI, HeobXoauMbIX  And N3yYeHns
(nocnepyroLmx) obecneuynBaeMbiX (MOCMEAYIOLLMX) ANCLMNINH

ANCLMNNH

1 2 3 4 |5 (6 |7 |8 9
MMpaBoBOe ob6ecrneveHve | + + + + |+ |+ |+ |+ +
coLmansbHOM paboTbl
«9KOHOMUYeCKMe + + + |+ |+ |+ +
OCHOBBbI couuanbHOM
paboTbI»
«Mogenu  coumaibHoro | + + + + |+ |+ +

06CcnyxmBaHus B Poccum
n 3a pyéexom/Mogenu

«OCHOBBbI + + + + |+ |+ + +
npotopueHTonormn/Cos
PEMEHHbIN PbIHOK Tpyaa
W 3aHATOCTb HAaCe/IeHNA.

3. TpeboBaHMsA K pesysibTaTam 0CBOEHUSA ANUCLUTM/IUHDI:
B COBOKYNMHOCTM C ApYyrumy AUCUMNIMHaMKN Kype «[JOKyMeHTaLMOHHOe obecrieveHme
coumanbHol paboTbl» 06ecreynsaeT (HOPMUPOBaHME CNEAYIOLLIMX KOMMNETEHLWIA:
CnocobHOCTbIO K camoopraHu3auum 1 camoobpasosaHuto (OK-7);



CrnocoBOHOCTbIO  MPeAcTaBNATb  Pe3ynbTaTbl  Hay4yHOW n NpPaKTUYEeCKOM
[eATeNbHOCTN B (hopMax OT4YeTOB, pedepatoB, NYyOAMKAUMIA U MYBANYHBIX 06CYXAEHUI
(OMK-9).

B pesynbTare usydeHuss AUCLUNINHBI CTYAEHT LOJ/IXKeH:
3HaTb:
- OCHOBbI 3aKOHOJATE/bHOW N HOPMATUBHO-METOAMYECKOW 6a3bl [OKYMEHTaLMOHHOIo
obecneyeHmns coLmanbHoO paboThbl;
- OCHOBHble Mpaswia 1 NOPSLOK LOKYMEHTUPOBAHMWSA B COLMaIbHOM paboTe;
- COCTaB COBPEMEHHbIX YMpPaB/eHYeCKUX [OKYMEHTOB, MOPALOK WX O(OpMIEHNS,
CTaHAapTU3aLMIO M YHUPUKALMIO UX coCTaBa 1 opm
- 0C06eHHOCTM 1 Npasua paboTbl C YCTHLIMU U NUCbMEHHBLIMU 06paLLeHNAMM FpaxKaaH
YMeTb:
NpeAcTaBNATb Pe3yNbTaTbl HAYYHOIN M NPaKTUYECKOW AesTeNbHOCTU B (DOpMax OTYETOB,
pedepaTos, Ny6MKaLmii n Ny6/IMYHbIX 06CYXKAEHWIA;
-yMeTb UCMOJIb30BaTb B CBOEM AeATENIbHOCTN HOPMATVBHbIE MPaBOBbIE JOKYMEHTbI;
- OpraHu3oBaTb paboTy C JOKYMeHTamu, BKNOYas ABVXKEHWE JOKYMEHTOB C MOMEHTA UX
nosiyyeHns (UIv co3faHns) L0 3aBepLUeHs UCMOHEHUS (U1 OTNPaBKW),
Bnagetsb:
- HaBblKaMu camoopraHu3aLmmn 1 camoobpasoBaHus;
- HaBblKaMW UCCMefoBaHUA B (opMax OT4YeTOB, pedepatoB, My6AMKAUMIA 1
NY6NYHbIX 06CY)KAEHNIA;
- OCHOBHbIMW TEXHO/IOTUAMW W CPELCTBAMU WCMOJIHEHUS, XPaHeHWs, nepepaboTKu
[OKYMEHTMPOBAHHOW MH(OPMALIMK B OpraHmn3aLusx;
- HaBblKaMW COCTaB/IeHUA U OPOPM/IEHNS OPraHM3aLMOHHbIX, PacropsaanTeNibHbIX U
MH(OPMaLMOHHO — CMPaBOYHbIX OKYMEHTOB B COLMa/IbHOM PaboTe;
4. O6bemM ANCUMNANHBI U BUAbI y4e6HOI paboThbl
O6LLas TPYA0EMKOCTb ANCLUMMIMHBI COCTABNSET 3 3a4eTHbIE eANHULbI

Bug yyebHol paboTbl Bcero vacos / Cemectp
3a4eTHbIX 4
eIMHNL,
AyINTOpPHbIe 3aHATUSA (BCErO) 36/1 36/1
B ToM uncne: - -
Nekunn 18 18

JabopaTopHble paboTsl (J1P)

CemuHapsl (C) 18 18

CamocToATeNbHas pabota (BCero) 7212 7212

B ToM uncne: - -

Pedepar 10 10

KypcoBas paboTa

[pyrve Buapl camocToATeNbHON paboThbl 62 62

Bug npomMexyToyHOM  aTtTectaummn - (3adyerT, 3auer 3aver
9K3aMeH)

O6L1ast TPYA0EMKOCTb:  Yacbl/ 3a4yeTHble 108/3 108/3
eNHNLbI 3 3

MaTpuua COOTBETCTBUSI KOMMETEHLMIA U pa3fesioB (Tem) ANCLMMNIIHBI

HanmeHoBaHwe pa3sgena (TemMbl) Bcero KomneTteHuusa Cymma
ANCUUNINHBI 4acos OK-7 | OMK-9 | KoMMeTeHuui




CoBpeMeHHOe 3akoHoAaaTeNbHoe 12 + + 2
N  HOPMaTMBHO —  METOAWYECKOE
perynmpoBaHie 4eNonponsBoACTBa

O6buwwe TpeboBaHUs K 12 + + 2
COCTaB/IEHUIO " 0hOPM/IEHNIO
AOKYMeHTOB. OCOGEHHOCTU Si3blka W
CTUNS CNYXKEOHbIX AOKYMEHTOB

Mpasuna NoAroTOBKN n 12 + + 2
O(hOpM/IEHVS  OTAeNbHbIX  BWAOB
LOKYMEHTOB

Obume TpeboBaHws, 12 + + 2
OpraHu3auuoHHble (opMbl paboTbl C
[OKYMeHTaMu.

CyLHocTb NOHATUSA 12 + + 2
«[1OKYyMEHTOOO0POT», ero pPasBuThe U
HOpPMaTV1BHO - MeTOAMYecKas
pernameHTaums

dopMMpOoBaHNe U XpaHeHWe fer. 12 + + 2
lMogrotoBKa fgen K apxXvMBHOMY
XpaHeHno

[1OKyMeHT0060pOoT B 12 + + 2
coumnanbHoim cepe

PaboTa C nMcbMammu u 12 + + 2
obpalLleHNsAMN rpaxkaaH

CamomMapKeTMHr  creumanucra 12 + + 2
Mno couuanbHon pabore.

3avuert 108 + + 2

5 Cogep>xaHue AUCUUNIINHDI

Tema 1. CoBpemMeHHOe 3aKOHOLATe/lbHOE W HOPMATMBHO — METOAMYECKOe
perysivpoBaHue 4e/Ionpon3BOACTBaA.

PernameHtauus [OKYMEHTMPOBaHUA W [eNOonpou3BOACTBA HA COBPEMEHHOM 3Tare.
OCHOBHble  00LLErocyjapCTBeHHble  HOPMAaTUBHO —  MeTOAMYeCKMe  AOKYMEHTbl MO
OpraHu3auum 4enonpon3BoACcTBa.

Tema 2. O6wwme TpeboBaHMS K COCTaBMEHUIO W OGOPMJIEHUIO [JOKYMEHTOB.
Oc06eHHOCTU A3bIKa U CTUNMA CIYXeOHbIX JOKYMEHTOB.

CofepxaHve NOHATUA «O(OpPM/IEHVE LOKYMEHTOB». YHU(UKAUWUA W CTaHZapTu3auus
yrpaBneHYecKnX [OKYMeHTOB. lNpaBuna JOKYMEHTMPOBaHNA 1 06s3aTeNbHble TPeboBaHUA K
oopMneHNI0  [OKymeHTOB. CoOCTaB pPeKBM3UTOB. Buibl [OKYMEHTOB MO CTeneHu
MoL/IMHHOCTN. PopMaTbl 6ymarn v nond. bnaHku JOKYMeHTOB. TpeboBaHNSA K U3rOTOB/IEHUIO
JOKYMeHTOB. [paBuna MOArOTOBKA W O(HOPM/IEHWSA OTAENbHbIX BULOB  [JOKYMEHTOB:
OpraHu3auuoHHble  JOKYMEHTbl, PacrnopsguTeNibHble  LOKYMEHTbl, WH(OPMALMOHHO —
CMpaBOYHbIe OKYMEHTBI.

Hopmbl ouunanbHO — [enoBOro CTWAS: JIEKCWMKA, WCMONb30BaHNE TEPMUMHOB W
MHOCTPaHHbIX CNOB, M/1e0Ha3M, TaBTO/IOMWA, Pa3/IMyeHne NapoHWMOB, opdorpagus,
rpaMMaTuka, CMHTaKCcUC, KOMMO3UUMS [OKYMeHTa. PefakTtopckas npaBkKa CnyXXebHbIX
[OKYMEHTOB: 3Tanbl pefakTUpoBaHWs, MPUHLMMbI peLaKTOPCKON NPaBKy, BUAbI NPaBKW.

Tema 3. MpaBrna NoAroTOBKM 1 0(hopMIIEHNS OTAE/bHBLIX BUAOB OKYMEHTOB.

Buabl  OpraHM3aLMOHHbIX,  PacropsauTeNbHbIX UM UHAOPMALVOHHO-CMPaBOYHbIX
[OKYMEHTOB; OCOGEHHOCTW ¥ TpPeGOBaHMS K COCTABMEHMIO M O(OPMMIEHMIO MPOTOKO/IOB,
aKTOB, [OKNMafHbIX U O6GBLACHUTENbHbBIX 3anMCOK, CMPaBOK, Tenerpamm, TenedoHorpamm,




CNY>XeGHbIX 1 APYTVX MUCEM.

Tema 4. O6Lme TpeboBaHWSA, OpraHM3aunoHHbIe POpPMbl PaboTbl C LOKYMEHTaMMU.

O6uwume TpeboBaHMst U NpPo6eMbl  [OKYMEHTALMOHHOINO 06ecneyvyeHns  CnyXobl
AenonponssofcTea. OpraHu3aumoHHble POpMbl PaboTbl C JOKYMeHTaMW, 3afaduv U QyHKLUN
[,eNnonpov3BOACTBa.

Tema 5. CyLLHOCTb NMOHATUSA «AOKYMEHTO0O0POT», ero pasBUTUE U HOPMATUBHO —
MeTOoAMYeCKas periameHTaums.

CyLHOCTb MOHATMS «A0KYMEHTO060pOT». puyMHbI M Npo6nemMbl pocTa 06bEMOB
[IOKYMEHTOB. OpraHun3sauus [IOKymMmeHTO06OpOTa Kak BaXXHENLLINIA npowecc
[OKYMeHTaLMOHHOro obecneyeHns. OCHOBHbIe MpaBuia OpraHn3aumMmn AoKyMeHToo60poTa B
yupexaeHun. TpeboBaHMsi K MpUeMY, TMEPBMYHON 06paboTKe W pacnpeaeneHunto
NnocTynatoWwmnX AOKYMEHTOB, MOPALOK HarpaBneHuUs UX Ha WCMOJHeHWe. JTarnbl paboTbl
NCMONHUTENSA C LOKyMeHTaMu. MpaBuia 06paboTKy NCXOAALLMX LOKYMEHTOB.

Tema 6.PopmumpoBaHMe W XpaHeHue pen. [logrotoBka pfen K apxXvBHOMY
XPaHeHUIo.

Ponb, BUAbl, (OYHKUUN HOMEHKNATYypbl Aen; MOPSALOK COCTaB/IEHUS HOMEHKNatyp,
OCHOBHble TpeboBaHWA K 3arosioBkam fes, K Nx popmMmpoBaHuto. MNopsaaoK XpaHeH!s, Bbigayun
[LOKYMEHTOB W ieN BO BPeMEHHOe M0J1b30BaHue.

OCHOBHble MpaBu/ia 3KCMepTU3bl LEHHOCTM [OKymeHTa. Komnnekc pabot no
O(hOPMJIEHVIO [le/l BPEMEHHOrO, [J0/ITOBPEMEHHOTO W MOCTOAHHOIO  CPOKOB  XPaHEeHWs,
YHUUTOXEHWA LJOKYMEHTOB. [opsALoK nepeaayn aen B apxXus.

Tema 7. loKyMeHT0060pOT B coLuasnibHO cdepe.

Oco6eHHOCTN COCTaBMeHUs, O(OPM/IEHUA U XPaHEHUS MEPBUYHBIX [LOKYMEHTOB B
coumaibHbIX cnyKbax. HomeHKnaTypa aen B coumasibHbIX Cy>Koax.

Tema 8. PaboTa ¢ nucbMamMu 1 06paLLeHUAMM FpadKaaH.

CylHOCTb 0006LLEHHOr0 MOHATUS  «OOpalleHNs TpaKaaH», a TakXKe MOHATUIA
«Kanoba», «3asBMEeHUE», «MNPeIOKEHNe» rpaXaaH. TpeboBaHMS K opraHu3aumMv npuema
rpaxgaH B couMaibHbIX  cnyxbax. OCO6eHHOCTM BefeHMs  [eflonpov3BOACTBA MO
obpalleHuaM rpaxgaH, B TOM 4uMCle B oOpraHax Mo couunanbHoW pabote. [lopsgok
perncTpauum, CpPoKM pPacCMOTPeHWs 06palleHWin rpaxgaH UM KOHTPO/b 3a MWCMOSHEHUEM.
MopagoK rpynnMpoBKY 0OpaLLEHIIA rpaXkaaH B ieNia Y CPOKM UX XPaHeHUs.

Tema 9. CaMOMapKeTUHT crnelmanncTa rno coumasibHom pabore.

CyLHOCTb MOHATMA caMOMapKeTUHT. [porpamma camopeanusaumm IMYHOCTU MyTeM
NPOBeAEHNs CaMOOLLEHKWN, TOYHOIO (HOPMY/IMPOBaHMA Liefield, M3yYeHUs peasbHOr0 pblHKa
n3y4yeHns paboumx MecT. [N1aHMpoBaHNe CBOEro paboyero BpeMeHu.

5.2 TemMbl AUCUNNNNHBI U BUAbI 3aHATWIA
(TexHoNOrnyeckas KapTta)

Ne TeMmbl Bcero AyanTopHbIe 3aHATUA Camoct.
n/n 4acoB | nieKum CEMVH. Mpax. naéop. pabota
7 3aHATUA 3aHATUA paboThbl
CEMECTP -4
1. | CoBpemeHHOE 12 2 2 8
3aKoHogaresb
Hoe 7
HOPMaTVBHO —
METOANYECKOoe
perynmpoBaHu




e
[Eenonpon3Bos,
cTBa

ObLwme
TpeboBaHNA K
COCTaB/IEHNIO
"
O0POpPM/IEHMIO
[OKYMEHTOB.
OcobeHHoCTH
A3blKa U CTUNA
CNY)KeOHbIX
[OKYMEHTOB

12

Mpasuna
MOATOTOBKA 1
oopmieHuns
OTAEeNbHbIX
BU0B
[OKYMEHTOB

12

Ob6uwpme
TpeboBaHws,
OpraHu13aLmoH
Hble  hopmbl
paboThl c
LOKYMeHTaMu.

12

CyLHocTb
MOHATUA
«[LOKYMEHT000
OpoT», ero
pasBuTne 7
HOPMaT1BHO —
MeToAMYecKan
pernameHTaum
f

12

dopmMUpoBaHU
e U XpaHeHue
Jen.
lNMoaroToBKa
fen K
apXMBHOMY
XpaHeHNo

12

[ OKyMeHT006
opoT B
CcoLManbHoA

cthepe

12

Pa6oTta C
nucbMamMn 1
obpalLeHnamm
rpaxxaaH

12

CamomapkeTu
HI
crneypanmcTa

12




no
couyasnbHoiA
paborTe.
WToro: 108 18 18 72
dopma NTOroBoro | 3ayer
KOHTpONS
5.3. NepeyeHb BONPOCOB N0 NPaKTUYECKUM 3aHATUAM
CofiepXKaHne NPaKTUYeCKUX 3aHATUI
Tema gucUnnIvHLI CopeprkaHue Tem Tpypoemk | Komne
OCTb B TeHUM
yacax 7
1. CoBpemeHHOe 1. 3akoHogaTeflbHoe 2 OK-7,
3aKOHOAaTe/NlbHoe U | PerynnposaHue OnkK-9
HOpPMaTUBHO — | AenonponsBoACTBa Ha COBPEMEHHOM 3Tarle.
MeTOANYEeCKOe 2. HopmatumBHble LOKYMEHTbI no
perynmposaHue COCTaB/IEHVIO, O(OPM/IEHNIO U MPUMEHEHUIO
[leNnonpon3BoAcTBa | OPraHn3aUMoHHO - pacnopsauTeNLHOM
[LOKYMeHTaL K.
3.HopmMbl 1 npaBuWna  COBPEMEHHOro
[lenonpon3BoACTBa.
2.  O6uwpe 1. OcHOBHble npaBWna ¥  TpeboBaHWA K 2 OK-7,
TpeboBaHMA K | COCTaB/eHMIO 1 OhOPMIEHNIO JOKYMEHTOB. OlK-9
COCTaB/IEHUIO 7 2. TpeboBaHUA K TEKCTY JOKYMEHTa.
othopmMIeHnIO 3. ®opmatbl 6ymarn u nons. OCHOBHble
[IOKYMEHTOB. BU/bl 671aHKOB, MPUMEHSEMBIX B YUPEXAEHUAX.
OcobeHHOCTN fi3blKa 4. YHupukaums n CTaHAapTU3aums
N CTUNSA CNY>KEBHbIX | ynpaBneHYECKNX JOKYMEHTOB
[IOKYMEeHTOB 5. PEKBU3UTLI JOKYMEHTOB.
6. MoarotoBka [IOKYMEHTOB Ha
KOMIMbOTEpE.
7. Hopmbl opyLmManbHO-4e/10BOro CTUNS.
8. JTanbl  pefakTMpOBaHUA  CNYXKEOHbIX
[IOKYMEHTOB.
9. MpUHLMMbI PeaakToOPCKOW NpaBKu; BUAbI
npasoK.
3. lpasuna 1. OcobeHHOCTK NOAroTOBKM 2 OK-7,
NOAroTOBKM nin OlK-9
oopmieHuns oopmMSIEHNst OTAENbHbIX BWMAOB [AOKYMEHTOB:
OTAENbHbIX  BWOB | OPraHM3aLluoHHble  fOKyMeHTbl  (lonoxeHue,
[LOKYMEHTOB ycTaB, LUTATHOE pacnucaHue,  MHCTPYKLUNW,
[lOroBop).
2. OcobeHHOCTM NOArOTOBKM 7
O(hOpPM/IEHNS  PaCMOPSAAUTENbHBIX — [JOKYMEHTOB
(Mpukas, yKasaHWe, pacrnopsXXeHue, peLleHue,
NpPOTOKON).
3. OcobeHHOCTK NoAroTOBKU n
oopmneHuns NH(OPMaLMOHHO-CMPaBOYHbIX
JOKYyMeHTOB  (AKT,  [OK/IafHas  3anwucka,

06bACHUTENbHAA 3amnmncKa, MUCbMO, TenerpamMmma,




4.  O6wme 1. O6wme TpeboBaHWA, 3afa4m U PYHKLNN OK-7,
TpeboBaHu4, CNY>K6bI 1e10MPON3BOACTBA. OrK-9
OpraHu3aLuoHHbIe 2. HopmaTvBHas pernameHTaums Cryxobl
(hopmbl  paboTbl  C | A4ENONPON3BOACTBA.
[OKYMEeHTaMW. 3. OpraHmnzaumoHHble  (popMbl  paboTbl C
LOKYMEHTaMW, 3afiaun 7 (hyHKLMN
[1e/10Mpon3BO/CTBA.
4. TpeboBaHUs K NHCTPYKLUNN no
[1eN10NPON3BOACTBY U CTPYKTYpa ee TeKCTa.
5. CywHocTb 1. Mpobnema COBEpLUEHCTBOBaHUA OK-7,
NOHATUA [OKYMeHTO060poTa. OrK-9
«[J0KYMEHT0060pOT» 2. ToHATUA  «OKYMEHTOO60pOT», «00beM
, €ro passuTue W | JOKyMeHTOObopOTa», «opraHusauus
HOPMaTMBHO — | AOKYMEHTO060pOTa», PasBUTME U HOPMATMBHO-
MeTOANYEeCKas MeToAMYecKas pernameHTaLms.
pernameHTaums 3. OCHOBHble npasunna opraHusauumu
[AOKYMEHTO060pO0Ta B YUPEXAEHNN.
4. Mpuem, nepBUYHas obpaboTka
MOCTyNarLWnX JOKYMEHTOB.
5. [lopAfoK HanpaeneHUs OOKYMEHTOB Ha
NCMOMTHEHNE.
6. MMpaBuna 06paboOTKM  UCXOAALLMX
[IOKYMEHTOB.
6. ®PopmMnpoBaHK 1. NoHATNEe «HOMEHKNaTypa [en», ee posib OK-7,
e W XpaHeHue fen. | BUAbI, PYHKLNN. OlK-9
[MogrotoBka fgen K 2. O6wme TpeboBaHNsA K HOMEHK/aType.
apXMBHOMY 3. PazpaboTka HOMeHKNaTYpbl Aen.
XpaHeHno 4. dopmupoBaHue aen.
5. MMopsAAoK XpaHeHus, Bblgaun JOKYMEHTOB
W [en BO BPeMEeHHOe Mosib30BaHue.
6. 9KcneptM3a  LUEHHOCTM  [OKYMEHTOB,
othopMmsIEHME fieN1a K apXMBHOMY XPaHEeHWIO.
7. CocTaB/ieHve oOnucei gen.
8. MMopsAgoK nepefayn B apxve U apxXmBHOE
XpaHeHwe fen.
9. XpaHeHve [OKYMEHTOB B
3/1eKTPOHHOM (hopMe.
7. [OOKYyMeHT0060 1. OcobeHHOCTH opraHusaummu OK-7,
poOT B COUMaIbLHON | AeNOnpon3BOACTBA B COLMANbHBIX CNYXKOaX. OrlK-9
cthepe 2. HomeHKknatypa fgen B COUM&IbHbIX
cnyxo6ax.
3. CocTaBneHune, OOPMIIEHNE N XpaHeHue
MepBUYHbIX  AOKYMEHTOB B coumanbHbIX
cnyxo6ax.
4. OCOGEHHOCTU KOHTPONA U UCMOJHEHWS
[OKYMEHTOB B COLMAsIbHBIX CNY>KO6aX.
8. Pab6ora c 1. CywHOCTb  MOHATWIA «YCTHble OK-7,
nucbMamu nin OlK-9
06paLLEHNAMY MUCbMEHHble ob6paLLeHns rpaxaaH»
rpaxaaH «MNPEeLNOKEHWS, 3aB/IEHNS, «KaI06a».

2. TexHonorus pa6oTbl C  06paLLEHNSMY

rpaxaaH.




rpaxaaH B COLManbHbIX CNy>K6ax.

4. OcobeHHOCTH BefeHNs
[eNonpon3BOACTBa MO 0OpaLleHnaM rpaxiaH B
coymasibHOM cepe.

5. lNopagok perucrpauuu, CPOKMU
PaccMOTPEHNS 0bpaLLeHNiA rpakaaH U KOHTPO/b
3@ UX UCMOJSTHEHUEM.

6. [opsgoK  rpynnyMpoBKM — O6paLLeHuI
rpaxgaH B iena v CPOKN NX XPaHeHWs.

9. CamoMapKeTuH 1. lMoHATWE camOMapKeTUHra. OK-7,
I cneumanucra no 2. MoAroToBKa KpaTKoW CrpaBKu 0 cebe u OrnK-9
coumnanbHoM paboTe. | CBOMX BO3MOXKHOCTSIX.
3. lNporpamma camopeannsawmm MM4YHOCTW.
4. MoaroToBka beceqpl C  muom,
MPUHUMAIOLLMM PeLLEHNE O Haillve Ha paboTy.
5. MnaHnpoBaHue CBOEro pabouero
BPEMEHMU.
6. Mpasuno n npuemsl [leNnoBbIX
B3aVIMOOTHOLLEHWIA.
5.4 CamocTosATeNlbHasA paboTa
HavmeHoBaHVe TeMbI Copep>xaHue paboTbl Konunuec dopma Cpok
TBO OTYETHOCTK KOHTpONA
4acos
1. CoBpemeHHoe BbinonHeHune 8 ObeyxaeHune CeMuHapck
3aKoHofzaTe/lbHoe N | NHOAMBUAYANTLHOTO NPO61EMHbIX 0e 3aHATMe
HOPMaTMBHO — | JOMaLLIHEro 3afaHuns, BOMpPOCOB. Ne 1
MeTOoANYECKOoe NMOAroToBKa JOKNaA0B. Joknaabl.
perynmposaHue * [Ona  CTygeHToB C
[lenonpoun3BoACcTBa OrpaHnYeHHbIMK
BO3MO>KHOCTAMMU MO CNyXy
3aflaHve npegnonaraeT
NoAroTOBKY Aoknaga 6e3
ero 3awmnThbl.
2. O6uyme M3yyeHne  HOPMAaTMBHbLIX 8 O6ecyxaeHne CeMuHapck
TpeboBaHMA K | JOKYMEHTOB: NPO6IEMHBIX 0e 3aHATUe
COCTaB/IEHUIO n|1l deaepanbHbIi  3aKOH BOMPOCOB. Ne 2
O(hOPM/IEHNIO o1 27 nonga 2006 r. N 149- KoHcnekThbl
[IOKYMEHTOB. ®3 "O6 wuHDopmauuK,
OC00OeHHOCTU fi3blKa M | MHPOPMALMOHHBIX
cTnnA CNY>Ke6HbIX | TEXHONOTUAX U O 3aluTe
[LOKYMEHTOB NHopmalmn®,
2. ®efepanbHblii  3aKOH
oT 2 mada 2006 r. N 59-®3
«O nopsaKe paccMOTpeHNs
obpalLeHunin rpaxmiaH
Poccuiickoin deaepaim»




3. Mpasuna BbinonHeHne O6ecyxaeHne CemunHapck
MOArOTOBKM PEKOHCTPYKTUBHOM NpPo6/1eMHbIX 0e 3aHATME
CaMOCTOATE/IbHON paboThbl BOMPOCOB Ne 3
4, Obuwwe BbinonHeHne O6ceyxaeHne CemunHapck
TpeboBaHws, PEKOHCTPYKTMBHOM Npo61eMHbIX 0e 3aHATMe
OpraHu13auMoHHble CaMOCTOATE/IbHON paboThl, BOMPOCOB. Ne 4
(opmbl  paboThl COCTaB/ieHue Tabnumupbl
TemaTnyeckmx Tabnuuy
5. CyLLHOCTb BbinonHeHune ObcyxaeHune CemunHapck
MOHATUA PEKOHCTPYKTUBHOM NpPo6/1eMHbIX 0e 3aHATME
«[0OKYMEHTO000POT», | CAMOCTOSATENbHOW paboThl, BOMPOCOB. No5
ero pasBuTne COCTaB/IEHUNE CXEM CxeMmbl
6. BbinonHeHne O6cyxaeHne CeMunHapcK
dopmrpoBaHme PEKOHCTPYKTUBHOM Npo61eMHbIX 0e 3aHATME
W XpaHeHWe [en. | caMoCcTosATeNbHOW paboThbl, BOMPOCOB. No 6
MMogrotoBka [Jen K | mogroToBKa A0K/1aAoB. Joknagpl

apX1BHOMY
XPaHEeHMHO

* [Ona  CTYyOeHTOB ¢C
OrpaHnyYeHHbIMK
BO3MOXKHOCTSAMM MO CNyxy
3aflaHvne  npegnonaraeT
NOArOTOBKY AoKnaja 6e3
ero 3awmThbl.




7. loKymeHTO060p
OT B COLMaNbHOM

cthepe

3yyeHne  HOpPMAaTUBHBIX
[OKYMEHTOB:
rOCT P 53060-2008
«[JOKyMeHTaLus yupexxaeHunii
CoLMabHOro 06CNY)XNBaHUA;
roCcT 51141-98.
[Jenonpon3soacTeo n
apXxvBHOE feno. TepMuHbI U
ornpeaeneHus;
roCT P 6.30-2003.
YHU(ULMPOBaHHbIE CUCTEMBI
LOKYMeHTaL M.
YHU(pULMpoBaHHasa cuctema
OpraH13aLMoHHO-
pacnopsiauTeNbHON
[OKYMeHTaumn. TpeboBaHWs
K
0(hOPMJIEHMIO [OKYMEHTOB;
rOCT P 53060-2008.
CouuansHoe 06cnyKuaHme
HaceneHus. [lokyMmeHTaums
YUPEXAEHWIA COLMaNbHOIO
06CNY)XUBaHWUS;
depepanbHblii 3aKOH OT 2
maa 2006 r. Ne 59-®3 «O
nopsgKe  paccMOTpeHus
ob6paLleHnii rpaxaaH
Poccuitckoin deaepaumm;
depaepasbHbIin 3aKOH OT 27
nona 2006 r. Ne 149-3
«006 NH opmaLmn,
NH(OPMALMOHHBIX
TEXHOMOTUAX U O 3almTe
NHhopMaL M. BbINoNHEHWe
TBOPYECKOIA
rpynnoBo CaMOCTOSATE/TbHOM
paboThbl

O6ceyxaeHune
NPO6/1EMHbIX
BOMNPOCOB.
KOHCMEKTHI.
[Mpe3eHTauua
YUpeXaeHus.

CemunHapck
oe 3aHATME
Ne 7

8. Pa6oTa
nMcbMamm
obpalLeHnamm
rpaxxaaH

BbinonHeHne
PEKOHCTPYKTUBHOWA
CaMOCTOATENbHON PaboThI.
N3yyeHne denepanbHOro
3aKOHa «O nopsake
paccMOTPEHNS 0bpaLLeHNI
rpaxgaH» ot 02.05.2006 n
€ro KOHCMeKTUpOoBaHue no
BOMpOCam.

O6ceyxaeHue
NpPo61eMHbIX
BOMPOCOB,
KOHCMEKTbI.

CeMuHapck
0e 3aHATMe
Ne 8




0. CamoMapKeTuHT | BbinonHeHne 8 [MoaroToBKa CemnHapck
crnevmanmcra no | HAMBNAYAILHOIO BUSUTOK, 0e 3aHATMEe
couunanbHoi pabore. AOMaLLIHEr 0 3a[jaHus. camonpeseHTal, | Ne 9

*  [nacTyneHToBC na.
OrpaHNyYeHHbIMK
BO3MO>KHOCTAMU MO
Cnyxy 3afaHue
npegnonaraeT
MOArOTOBKY BU3NTOK

NTOIO: 72/2

PeKkoMeHAaL M1 Mo BbINO/THEHWUIO NJlaHa CaMOCTOSATE/TbHOM paboThbl

MpoBepka BbIMOMHEHUS MNJlaHa CaMOCTOATE/IbHON paboTbl MO Kypcy «CounanbHas
pabota C Npo6nemMoil KMeHTa» MPOBOAMUTCA Ha CEMMHAPCKMX 3aHATUAX, aTTecTauuu, Ha
NHAMBUAYIbHbIX 3aHATUAX.

CamocTosTeNbHas paboTa CTYAEHTOB MO KypCy Mpu3BaHa He TONbKO 3aKpennsTb W
yrny6nsTb 3HaHWs, NONYYeHHbIE Ha ayAUTOPHbIX 3aHATMAX, HO 1 CNOCO6CTBOBATL Pa3BUTUIO
Y CTYIEHTOB TBOPYECKNX HaBbIKOB, UHNLMATVBbI, YMEHNIO OPraHW30BaTb CBOE BPEMSI.

Mpy BbINONHEHUM NNaHa CamMOCTOATeNIbHOM paboTbl CTYAEHTY HEOOXOAMMO MPOYNTaTh
TEOPETUYECKNIA MaTepuan He TONMbKO B Y4YeOHMKax M Y4ebHbIX MOCOOMSX, YyKa3aHHbIX B
onbnmorpauyUeckmnx Crnmckax, HO U MO3HAKOMUTLCA C NyO6AMKauMAMU B MEPUOLNYECKMX
n34aHnsaX 1 ceTn VIHTepHeT.

CTyeHTy Heob6XOAMMO TBOPYECKM MepepaboTaTb W3YYEHHbIA CaMO CTOSATENIbHO
maTepuan 1 NpeacTaBnTb ero A1 oTyeTa B popme pedepara.

Mpy NNaHMpPOBaHUM BCEX BUA0B CAMOCTOSATE/IbHON paboTbl U 3aTpaT BPEMEHN B Yacax Ha
NX BbIMNOMIHEHWE CNedyeT UCXOAWUTb M3 TOro, YTO CTYAEHT A0CTaTOYHO aKTUBHO paboTan B
ayaMTopUn, Ha NEKUMOHHBIX U NPAKTUYECKUX 3aHATUAX, a MO0 BCEM HEeJOCTATOYHO MOHATbIM
[ANS HEro BONpoCam OH CBOEBPEMEHHO MONYYMT UH(DOPMALMIO Ha KOHCYNbTaLmMsX.

B cnyydae nponycka fekuuiA M CEMUHapCKUX 3aHATUA  CTYAeHTY noTpebyeTcs
CBEPXHOPMATUBHOE BPEMS HA OCBOEHWE NPOMYLLEHHOro MaTepuana.

[ns NOAroTOBKM K CEMUHAPCKUM 3aHATMSIM HY)KHO pacCMOTPeTb  KOHTPOJ/IbHbIE
BOMPOCbI, NPV HEOBXOAUMOCTM 06PaTUTLCA K PEKOMEHAYEMON y4e6HOW nuTepatype, npu
BO3HMKHOBEHWNM CNOXHOCTU B YCBOEHWW MaTtepuana ChopMynMpoBaTb BOMPOCbI A1 MX
YTOUYHEHNSA Ha NPEACTOALLEM 3aHATUN NN UHAMBUAYaIbHON KOHCY/bTaLUN.

6.MpnmepHas TemaTnKa pedepaTtos (40K1a40B)

1. [enonponsBoAcTBO LOPEBONIOLMOHHON Poccun,

2. Jenonpon3BoACTBO B COBETCKYHO 3M0XY.

3. HopwmbI 1 nNpasuna coBpeMeHHOro Ae10npon3BOACTBA.

4, HopmaTnBHbIE JOKYMEHTbLI OpraHm3auun.

5. OpraHu3aynoHHble (hopMbl paboTbl C LJOKYMEHTaMW.

6. [JOKyMeHTUpOBaHVe MHopMaLMK: BUAbI, POPMbI Y PYHKLMM LOKYMEHTOB.

7. Cuctema opraHv3aLMOHHO — PacnopsAnTeNIbHOM AOKYMeHTaUmmn: TpeboBaHNs K
0thopMm/IEHMIO 6/1AHKOB U PEKBU3UTOB.

8. PekBU3NTbI yNpaB/ieHYeCKNX JOKYMEHTOB.

9. CocrasneHue 1 opopmMeHne pacnopaanuTe/IbHbIX JOKYMEHTOB.

10. CoctasneHue 1 othopMIeHNE CNPaBOYHO-MH(OPMALNOHHBIX JOKYMEHTOB.
11. CocTaBneHune 1 othopmeHNe JOKYMEHTOB MO NepcoHany.



12. O6paboTKa BXoaALLel KOpPEeCNOHAEHLMN.

13. O6paboTKanCXoAALLEN [OKYMEHTALMN.

14. OpraHun3aumsa NCNOMHEHNA N KOHTPO/IS 38 JOKYMEHTaMM.

15. Cuctematmsaums AOKyMeHTOB. HoOMeHKNaTypa Aen CoumanbHOM Cnyxobl.
16. OpraHun3auus onepaTMBHOro0 U apXMBHOMO XpPaHeHUs JOKYMEHTOB.

17. OpraHusauus NMYHo paboTbl chnelpanmcTa no couuanbHoi pabore.

18. CamocoBepLUeHCTBOBaHWe CreLmanncTa.

19. [MNaHMPOBaHME KauecTBa CBOEM XXM3HN.

MeToanyecKme yKasaHUs K NOAroTOBKE M HanMcaHuio pegepata

PedpepaT — KpaTKoe W3NOXEHWE COAePXKaHUS KHUMKX, CTaTbu W T.M., NPeLCTaB/IeHHOE B
BUe TekcTa. Tema pefpepaTa BbIOMPAETCS CTYAEHTOM CaMOCTOATE/IbHO M3 3ajaHHOr0 MepeYHs
TeM pedepaToB UM NpefnaraeTca CTyAeHTOM MO COrnacoBaHuUIO C npenogasatenem. Pedepar
[O/DKEH BK/KOYATb TUTY/bHBIV IMCT, OrNaBneHve, BBEAEHVE, OCHOBHYIO YacTb, 3aK/IHOUeHNe,
CMUCOK MCMOMb30BaHHOW NUTepaTypbl U NPUIOXKEHNA (ecnv UMeoTcs). TUTYNbHBIA NCT
BK/IIOYAET B Cebsi HEOOXOAMMYH MH(OopMauMo 06 aBTope: Ha3BaHMe Y4ebHOro 3aBefieHus,
(pakynbTeTa, Temy petepata; PUVO aBTOpa, HOMEp Trpynnbl, [aHHble O Hay4YHOM
PYKOBOAMWTENE, FTOPOA M r0f, BbIMO/IHEHUS paboThl.

O6paseL, 0hopMIEHNS TUTY/LHOTO INCTa

denepanbHOE FocyAapCTBEHHOE OHOKETHOE 06Pa30BaTe/IbHOE YUpEeXAeHNe
BbICLLEr0 NPOJECCHOHAILHOT0 06pa30BaHms
«["OpHO-ANTaCKUIA rOCYAapCTBEHHbIA YHUBEPCUTET
Mcmxonoro-negarornyeckunii hakynbTet
Kacbegpa ncmxonorum n coumanbHoi paboTbl

PE®EPAT MO

(Ha3BaHue Tembl)

BbInonHun: cTyaeHt rp.
®No

HayuHblii pykoBOAWTE b:

PUO, Hay4yHas CTeneHb, 3BaHNe

ropHO-AnTaiick —201

Bo BBefleHNM HEO6X0AMMO 0603HaUMTb 0OOCHOBaHWE BblbOpa TEMbI, ee aKTyaslbHOCTb,
006bEKT 1 NpeaMeT, Lenb 1 3a4ayn nccnefoBaHns. B 0CHOBHOM YaCTu mM3naraeTcs CYLHOCTb
npo6neMbl 1 OOBLEKTMBHbIE Hay4Hble CBEAEHWA MO TeMe pedepara, AAeTCA KPUTUYECKUIA
0630p WCTOYHMKOB, COOCTBEHHbIE BEpCUMM, CBeAeHWs, OLUeHKW. T1o Mepe M3ydeHus
NATepaTypbl Ha OTAENbHbIX JIMCTaX [AenalTcad KpaTKue BbIMUCKM Hanbonee BaXKHbIX
MONMOXEHWIA, 3aTeM OHW pacnpedenstoTcs BomnpocaMm MnaHa. OueHb BaKHO, 4TOGbI 6bINO
PacKpbITO OCHOBHOE COfepXaHue Kaxgoro sonpoca. [llocne Toro, Kak pegepar roTos,
Heo0X0AMMO BHMMATENIbHO ero npoynTaTb, cfeniaB Heo6XoAMMble [OMOSHEHUS U MOMpaBKy,
YCTPaHUTL MOBTOPEHWE MbIC/EN, BbINPaBUTb TEKCT. TeKCT pedepara [O/MKEH COAepXaTb
aflpeCcHble CCbINKM Ha Hay4Hble paboTbl. B 3TOM cnyyae NpMBOAUTCS CCbINKA HAa LUTMPYEMbIV
NCTOYHUK, COCTOALAas U3 hammnumn asTopa U rogda wsgaHusa, Hanpuvep (Metpos, 2008). B




3aK/H0YEHNN MPUBOAATCA BbIBOAbI!, PacKpbIBatoLLMe NOCTaB/IeEHHbIE BO BBeAeHUN 3agauu. MNpu
paboTe Hafg peepaToM Heo6XOAMMO WCMOMb30BaTb He MeHee Tpex ny6nmkauuii. Cnucok
NUTepaTypbl  LO/MKEH 0(hopMAIATLCS B COOTBETCTBUN € 06LLENPUHATBIMM
onbnuorpagnyeckummn TpeboBaHUAMMU U BKIKOYATb TOMbKO WCMOMb30BaHHbIE CTYAEHTOM
nyonukaumm. OO6bem pepepata [AO/MKEH ObITb He MeHee 12 u 6onee 30 CTpaHuy,
MaLLMHOMMUCHOrO TeKcTa Yepe3 1,5 MHTepBasia Ha OAHOW CTOPOHE CTaH4apTHOro nncta A4 c
COONIOLEHMEM CiefyIOLLEro pa3mepa Moseit: BepxXHee 1 HuKHee -2, npasoe — 1,5, nesoe — 3
cMm. Wpndt — 14. CTpaHuubl HYMEPYHOTCS B HVDKHEM MpaBOM yrny 6e3 Touek. [lepsoit
CTpaHuLel CYMTAeTCA TUTYNbHbLIA JINCT, HyMepauus Ha Hel He CTaBUTCH, BTOPOW —
OrnaB/neHue.

7. PekoMeHayemMasi niuTepaTtypa (0CHOBHasl):

1. ApacnaHosa, B. A. [JOKyMeHTaUMOHHOe 0b6ecrneyeHne YnpaBneHns [SNEeKTPOHHbIN
pecypc]: yyebHo-npakTnyeckoe nocobue / B.A. ApacnaHosa. — OupekT-Meaua, 2013. — 240c.
URL: http://biblioclub.ru/index.php?page=book_view&book id=137706 (Jata o6paleHus
02.09.2013r.).

2. bnaroBckas, E.B. [okyMeHTaUMOHHOe o06GecrneyeHne coumanbHoin paboTbl [TekcT] :
y4yebHOe nocobue ans 6akanaBpos Mo HanpasneHnto noarotoskn 39.03.02 CounansHas pabora /
E. B. bnarosckas, E. B. MuuieHko, E. B. XabapoBa ; . - 3MeKTPOH. TeKCTOBble AaH. - OpHO-
AnTalick : PO FAIY, 2015. - 128 c. ; 20 cMm. - 2-JInueH3noHHBbI gorosop Ne2015/18/2015-01-
12/2090-0112; Ne2015/61/2015-03-10/2090-03-10; Ne201/19/2015-01- 12/2090-01-12. - 20 3K3..

- (Bnep.) : 164.74 p.

4. [oKyMeHTaLMOHHOe 06ecrneyeHne ynpasneHns [OneKTpoHHbIn pecypc]: /T puHbepr A. C.

, Fopbaués H. H. ,MyxametwmHa O. A. — M.. KOuutn-AaHa, 2015. — 391c. URL:
http://biblioclub.ru/

PekomeHayemas nuTepatypa (4onofHUTebHas):

1. [enonponssoacTtso. Obpasupl, JOKYMEHTbI OpraHu3auma U TexHonorus pabotsl. bosee
120 pokymeHTOB [TekcT] : gorosopbl. - Mocksa : TK Benbu ; Mocksa : pocnekT,
2003. - 448 c.

2. JenonpoussogctBo. O6pasupbl, [LOKYMeHTbl. OpraHusaums U TexHoMornsa paéoTsl
[Tekct] :  ydebHO-mpakTMyeckoe wm3gaHue / B.B.l'anaxos, W.K.KopHees,
I".H.Kcangonyno [u gp.]. - 3-e u3g., gon. 1 nepepab. - Mocksa : NpocnekT, 2008. - 480
C.

3. [OemuH, HO. M. lenonpon3soAcTBo. [oarotoska Cny>KebHbIX JOKYMEHTOB [TeKcT] :

Hay4Hoe n3gaHue / FO. M. eMmuH. - 2-e u3f., nepepab. u gon. - CaHkT-MNeTepbypr : MNuTep,

2007. - 224 c.

4. KwupcaHoBa, M.B. CoBpemMeHHOe Aenonpomn3BoacTBo [TekcT] : yuebHoe nocobue / M. B.
KupcaHoBa. - 4-e n3f. - Mocksa ; HoBocnoumpck : MIH®PA-M: Cnbupckoe cornatleHue,
2005. - 312 c.

5. Henoroga, A.B. [lenonpon3BoACcTBO OpraHm3aumn: noarotoska, opopmieHne 1 BefeHne
[LOKYMeHTauun: 75 06pa3L0oB OCHOBHbIX JOKYMEHTOB [TeKkcT] : yuebHoe nocobue / A. B.
Henoroga, . A. CeMmyeHKo. - 2-e 13f., ctepeotun. - Mocksa : OMEI A-/1, 2008. - 480
C.

6. ®dunmHoBa, N,M. [JOKyMEHTUPOBaHME YNpPaBNEeHYECKON AeATeNbHOCTU [DNEeKTPOHHBLIN
pecypc] : npaktukym / . M. ®unnHoBa. - DNeKTPOH. TeKCTOBble AaH. - MOCKBaA :
AcnekT Mpecc, 2013. - 128 C. URL:
http://biblioclub.ru/index.php?page=book&id=104072/ (JaTa o6patyeHns 20.01.16r.)

7. Xonoctosa, E.T. Fnoccapwuii coumnanbHoi paboTsl [TekcT] / E. . XonocTtosa. - 2-e 13g,
- Mockaa : Jawkos u K, 2007. - 220 c.

[Nepuognyeckme n3faHunA:
1.  OTeyecTBEHHbI XXypHan coupanbHoi paboTtel 2007-2014r.
2.  CouymanbHas pabota 2007-2014r.


http://biblioclub.ru/index.php?page=book_view&amp;book_id=137706
http://biblioclub.ru/

3. CoumanbHas 3awmta 2007-2014r.
4.  PaboTHMK coumanbHom cnyxobl 2012-2014r.
5. CouymanbHoe o6cnyxmeaHune 2012-2014r.
9. O6pasoBaTe/ibHble TEXHO1I0MNK
Vcnonb3oBaHye MH(OPMaLMOHHBIX TeEXHONOrniA MporpaMmHoe obecreyeHme n
VHTepHeT-pecypcbl
1. http://mon.gov.ru/ MnHucTepcTBO 06pa3oBaHUsA 1 Haykun P®.
2. http://www.rgsu.net/common/about/ Y4eb6HO-MeTOANYECKOE 0OBEAVHEHNE BY30B
Poccuu o 06pa3oBaHmMio B 06/1aCTH coLManbHOM paboTbl.

Ba3sbl fJaHHbIX, NH(OPMaLVNOHHO-CNPaBOYHbIE U MOVCKOBbIE CUCTEMBI

1. www.consultant.ru CnpasoyHas npasoBas cucteMa «KoHCynbTaHTI1HoC»

2. http://diss.rsl.ru  3nekTpoHHasd  bubnunoteka  AuccepTaunii - POCCUIACKONA
rocyfapCTBeHHoi 6ubnmotekn 3b[, PI'B. BkouyaeT MNOMHOTEKCTOBble 6asbl [JaHHbIX
anccepTauuii.

3. www.iglib.ru 9nekTpoHHas 61bnMoTeka 06pa3oBaTe/lbHbIX M Hay4HbIX U34aHWI

Iglib.

4. http://www.cir.ru YHuBepcuTeTcKas UHMopmMaumoHHaa cuctema Poccnsd. YWC
POCCKA.

5. www.public.ru iHTepHeT-61611M0Teka CMI Public.ru.

6. www.cyberleninka.ru Hay4uHas anekTpoHHas 6ubnmnoteka «KnbepneHnHKa.

7. http://biblioclub.ru. YHusepcuteTckas 6ubnmoteka ONLINE.

8. Tlonckosble cuctembl: www.yahoo.com, www.yahoo.ru, www.ru, www.list.ru,
www.rambler.ru, www.altavista.com, www.yandex.ru, www.google.com, www.aport.ru,
www.search.com, www.metabot.ru

8.2 MprMeHeHNe aKTUBHbIX METO0B 00yYeHUs
B faHHOM Kypce MCnonb3yTes:

0 TpaguuuoHHas akafeMuMuyeckas MeTOAuKa, B XO[e KOTOPOM CTYAeHTbl YydyaTcs
BeleHNI0 KOHCMEKTOB, COCTaB/IEHWIO TeMaTuyecKnx Tabnuy, npasuiam rpauyeckoro
oopmIEHNS N3YHEeHHOro MaTeprana.

[0 coBpeMeHHble 06pa3oBaTe/ibHble TEXHOMOMMW, Haue/eHHble Ha  (hOpMUpPOBaHMe
YMEHUIA YyCTaHaBNMBaTb MPUUYUHHO-CNEACTBEHHbIE CBSA3W, aHaM3MpPOBaTb M MCMO/b30BaTh
marepuabl NepBOMCTOHHNKOB.

Nekumsa-Busyanmsaums, Kotopas NpeacTaBnsieT Cco6oM  YCTHYHO  MH(opMaLmio,
npeobpa3oBaHHYI0 B BU3YyaslbHYIO (POPMY, C NPUMEHEHWEM Pa3/INYHbIX BUAOB HarfsAHOCTU:
KapT, Cnaingos, cxem, Tabnuu, BMAeO3anucen, KMHOPUIBMOB M T.4. UTeHWe JaHHOW Nekuun
CBOAMTCH K CBOAHOMY, Pa3BepHYTOMY KOMMEHTMPOBaHUIKO MOATOTOB/IEHHbIX BU3YalbHbIX
MaTepuanoB, KOTOpblE AOMKHbI 06ECMeUYnNTb CNeayoLMe KOMMETEHUMUN: CMNOCOOHOCTLIO K
0600LEeHNI0, aHann3y, BOCMPUATMIO MH(OPMaLuM, CUCTEMATM3AUMN WUMEOLLMXCA 3HAHWMA,
[IEMOHCTPMPYA pasHble CNOco6bl BU3Yyann3auui.

Anckycensa. CTygeHTy NpefocTaBisieTcsl BO3MOXHOCTb MOMYUYUTb  PasHO06pasHyto
NH(opMaLmo 0T cobeceHMKOB, NPOAEMOHCTPMPOBATb M MOBLICUTbL CBOK) KOMMETEHTHOCTb,
NPOBEPUTb N YTOYHUTb CBOW MPEACTaBNEHUS W B3rNsfAbl Ha 06CY)XAaeMyro Mpobremy,
NPUMEHNTb UMEKOLMECH 3HaHMS B MPOLLECCE COBMECTHOMO pPELLEHNs Y4yebHbIX 3adad.
Anckyccnst popMUpyeT CMOCOOHOCTb K aHanm3y WMHMopMauuM u apryMeHTMPOBaHHOMY,
NOTNYECKN BbICTPOEHHOMY [0Ka3aTeNbCTBY CBOMX WAei U B3rnsaos. oasoasTca MTOru
3aHATUA, aHA/IM3NPYIOTCA  BbIBOAbI, K KOTOPbIM MPULIAM  YYaCTHUKW  OUCKYCCUW,
NMOAYEPKMBAKOTCA OCHOBHbIE MOMEHTbI MPaBW/IbLHOrO MOHMMAaHWUA MPO6/EMBI, MOKa3blBAETCS
NOTMYHOCTb, OLLUMOGOYHOCTb BbICKA3bIBAHWIA, HECOCTOATE/NILHOCTb OTAEMbHbIX 3aMevaHuii no
KOHKPETHbIM BOMpOCaM TeMbl AucKyccumn. OO6pallaeTcs BHMMaHME Ha COAEpXKaHue peden,
rNyébuHy W HayyHOCTb apryMeHTOB, TOYHOCTb BbIP@KEHMSI MbICNEA, MPaBUIbHOCTb
ynoTpe6neHns NoHATUIA. OLEHMBAETCA YMEHME OTBEYaTb Ha BOMPOCHI, MCMOMb30BaTb NPUEMBI
[loKa3aTe/IbCTBa M OMPOBEPXKEHUSA, MPUMEHATL Pa3/InyHbIe CPeACTBa NOEMUKNA.

[Jenosas nrpa — 3T0 KOHTPONMPYeMas CUCTEMA, TaK Kak npoLeaypa Urpbl FOTOBUTLCS, U
KOppeKTupyeTca npenogasarenieM. Ecnnm  urpa npoxoauTt B MNJaHUPYEMOM  PeXume,


http://mon.gov.ru/
http://www.rgsu.net/common/about/
http://www.consultant.ru/
http://diss.rsl.ru/
http://www.iqlib.ru/
http://www.cir.ru/
http://www.public.ru/
http://www/
http://biblioclub.ru/
http://www.yahoo.com/
http://www.yahoo.ru/
http://www.list.ru/
http://www.rambler.ru/
http://www.altavista.com/
http://www.yandex.ru/
http://www.google.com/
http://www.aport.ru/
http://www.search.com/
http://www.metabot.ru/

npenogaeaTe/lb MOXET He BMELUMBATLCS B WIPOBblE OTHOLLEHMS, a TOMbKO Habnwoaath W
OLeHMBaTb UFPOBYHD [eATeNbHOCTb CTyAeHTOB. HO ecnu AeiicTBMS BbIXOAAT 3a  Npeaenbl
NNaHa, CPbIBaKOT LENM 3aHATWS, NpenojaBaTe/lb MOXET OTKOPPEKTMPOBaTb HampaB/EHHOCTb
UrPbl U e 3MOLIMOHA/IbHBIV HACTPOIA.

Meparornyeckas CyTb [E€OBOM Mrpbl — aKTUBM3MPOBATb MbILMEHNE CTYAEHTOB,
MOBbICUTb CAMOCTOSATENbHOCTb OYAYLLEro CrneuuanncTa, BHECTU AyX TBOPYECTBa B 00y4eHMN,
npuonn3aMTb  ero K  MpoopueHTaUMOHHOMY, MOArOTOBUTL K MPOECCUOHANBHON
NPaKTUYecKoin AedaTenbHOCTW. NaBHbIM BOMPOCOM B NPO6GMEMHOM OOY4YeHWM BbICTYMaeT
«MOYEMY», a B [1e/I0BO UFPe — «4TO ObIN0 Obl, €CNIN Obl...»

[aHHbIli MeTof pacKpbiBaeT JIMYHOCTHbIA MOTEHUMAN CTyAeHTa: KaX[bld Y4aCTHMK
MOXXET NPOAMAarHOCTMPOBaTb CBOM BO3MOXHOCTM B OAMHOYKY, a TakXKe W B COBMECTHOW
AEesTeNbHOCTY C APYTMMU YYaCTHUKaMMU.

B npouecce nNoAaroToBKM W MPOBefeHWs] AeN0BOWA MIpbl, KaXKAbIA YY4aCTHUK A0MKEH
MMETb BO3MOXHOCTb ANS CaMOYTBEPXKAEHUS W camopas3BuTus. [penogaBaTenb [AO/KEH
MOMOYb CTYZEHTY CTaTb B UIPe TeM, KEM OH XOYET ObITb, NOKa3aTb EMy CAMOMY €ro yuLlne
KauyecTBa, KOTOPbIe MOF/IN Obl PACKPbITHCA B X0/e 0OLLEHUS.

Tema 3aHATNA dopmanposeseHna | Konnyectso 4yacos KomneTteHumn
1. O6wwe TpeboBaHUA K Nekuwns- 2 OK-5, MK-19
COCTaB/IEHNIO 1 BU3yann3ayms
ohopmeHMIO
[NOKYMEHTOB.
OC0B6EHHOCT A3bIKa 1
CTUNS CNYXKeBHbIX
[OKYMEHTOB
2. [JOKymeHTO060opOoT B [enosas urpa 2 OK-7, OlNK-9
couuanbHol cepe «Co3pai1 cBoe
npeanpusaTne»
3. Paborac nucbMamu v Jnckyccus 2 OK-7, OlNK-9
obpaLLeHMAMI rpaxkaaH
4. CamMOMapKeTUHr Lenosasa unrpa 2 OK-7, OlNK-9
cneymanmcTano «OTKpbITE (PUPMBI:
coumanbHol pabore. Habop LTaTa»

9. MartepuasibHO-TEXHMNYECKOe 06ecreyeHne y4e6HOro npotiecca

[na  npoBefieHNs 3aHATWIA  MUCMOMb3YETCA  ayauTOpUs, OCHALLEHHas CrefyroLwmm

060pya0BaHMEM: My/TbTUMEANIAHBIA MPOEKTOP, IKPaH.
10. KOHTpPONb 3HAaHWI CTYAEHTOB
10.1. AAnA opraHmsaumm TeKYLLLEro KOHTPO/IA M CAMOKOHTPO/IA UCMO/1b3YHOTCA:

* AHa/IM3 HaBbIKOB CTYAEHTOB MO COCTaB/IEHWIO KOHCMEKTOB JIeKUWA 1 TeTpajeli
N0 NpPakKTUYeCKUM 3aHATUAM /19 BbISBNIEHWUS CTENEHW YCBOEHUS JIEKLMOHHOIO
martepuana 1 yMeHNs KOHCNeKTMPOBaTb UCCNe0BaTE/IbCKYHO NITepaTypy.

o TecTvpoBaHWe , KOTOPOE NO3BOJISET OLEHUTb 3HaHME (aKTUYeCKOro  marepuana,
YMEHWE JIOTVUYECKM MbIC/IUTb, CMOCOBHOCTb K peiekcMn M TBOPYECKM MNOAXOAUTb K
PeLLEeHMIO NOCTaB/IEHHOM 3a4auu.

MposoauTca 2 pas3a B ceMecTp (MPOMEXYTOUHbIA U MTOroBbIi). Mpy NpoBepKe 3HaHWI,
YMEHWiA, KauecTBa OBNaAeHNs KOMMNETEHLMAMUN UCMONb3YIOTCA ABE FPYNMbl TECTOB:

a) TecTbl ChneynaibHbIX CMNOCOGHOCTE U [LOCTVMKEHWUM (33faHMsi C  HECKOSIbKUMM
BapuaHTaMu BbI60Pa).

B) TecTbl CO CBOOOAHbIMW OTBeTaMu (MpeAnonaraldT 3/eMeHTbl TBOpPYeCTBa M
JMYHOCTHOTO  CaMOBbLIPXKEHWSA, MPOABNAIOT CBEPX HOPMATWBHbIE 3HAHUA U YMEHUs
yyawmxcs).

e HanwucaHu e pediepata: (Ha Bbi6op)




» [IpeseHTaUNs — NpPeACTaB/EHUE MOAFOTOBNEHHOTO CO/JEPXKATeNbHOrO COOBLLEHUS.
OTINYNTENBHON OCOBEHHOCTLIO MPE3eHTALUMN SBMISIETC €€ WMHTEPaKTUBHOCTb: COO6LLEHNE
[ENaeTcs B PEXMME AManora ¢ ydacTHMKamm. Lienn npeseHTaummn: Kaxaoe AenoBoe o6LeHve

npeAnonaraeT TOYHoe GoPMyNNPOBaHME LIENE, KOTOpbIE OMKHbI BbITb [AOCTUTHYTHI.

KpuTepnn oUeHKWN Mpe3eHTaUMmn CTyaeHTa: MHPOPMATUBHOCTb, AW3aiiH, NPUMEHeHe

JTOTUKKN NccnepoBaHnA, akTyasibHOCTb, I'I'Iy6I/IHa.

10.2 Bonpochkl K 3a4eTy

[NepeyeHb BOMPOCOB K 3a4eTy

dopmmpyemble
KOMNeTeHunn

OK-7

Or1K-9

PekBM3UTbI: «OTMeTKa 00 MCMONMHEHUM [IOKYMEHTa W
HarmpaBfeHnn ero B fAeno», «OTMeTKa O MOCTYMNIeHNUK
[IOKYMEHTa B OpraHu13aL1o»: COCTaB, MPUMEHEHME.

+

+

MpaBwvna hopMm1poBaHUs fen.

MpOTOKON: Pa3sHOBUAHOCTW, MNpaBWia COCTaBEHUS U
othopMm/IeHMS.

YcTaB: CTPYKTYpa, YTBEPXKAEHME.

PasHOBMAHOCTN CNY)KEBHbIX MUCEM. XapakTepucTuka.
[MprMeHeHue.

OC06eHHOCTU XpaHeHUs NePBUYHbBIX JOKYMEHTOB.

Tenerpamma, TeneoHorpamma, pakcorpamma. Npasuna
COCTaB/1eHMs U OHOPMEHNS.

[LOMKHOCTHasA HCTPYKLMSA: COCTaB, PEKBU3MUTI.

PekBusuT: «lognuce». CogepxaHue. MNprmeHeHme.

PacnopsauTenbHble [OKYMEHTbI:  XapaKTepuCTyKa,
MPUMeHeHNe.

PekBU3NT: «OTMETKA O KOHTPO/E», NMPUMEHEHME.

[LOKyMEeHTbI M0 NepcoHary: COCTaB, XapaKTepPUCTUKA.

PekBU3NUTbI:  «3arofioBOK K TekcTy», «OTmeTKa O
KOHTPO/E», CYTb, MPUMEHEHNE.

CnpaBOYHO-MH(OPMALIMOHHbIE NOKYMEHTbI:
XapaKTepUCTyKa.

PekBM3UTbl:  «OTMETKA O  Ha/MYMM  MPUIOXKEHNIA,
«OTMeTKa 06 UCMONHWUTENe», COCTaB, MPUMEHEHNE.

OcobeHHOCTH NOCTPOEHUA NEPBUYHBIX AOKYMEHTOB.

CyTb 1 Ha3HaueHVie YHU(UKALMN TEKCTOB JOKYMEHTOB.

MoaroToBKa JOKYMEHTOB K apXMBHOMY XPaHEHUIO.

OnepaTnBHOE XPaHEHWE 0KYMEHTOB.

Cpava fien B BeOMCTBEHHbII apXyB.

HomeHKnaTypa fien, Biabl HOMEHKNaTyp Aen.

+| +| | | ]+

+| +| | | ]+




O6paboTKa NCXoAALLMX LOKYMEHTOB. + +

PekBu3nThbl «Kof opraHusaummn», «HavMeHoBaHME BUAa + +
LOKYMEHTa»: CyTb, MPUMEHEHME.

O6paboTKa BXOAALLMX JOKYMEHTOB. + +

PekBM3NTbI «["OCYAapCTBEHHbIN repb», «HanmeHoBaHWe + +
OpraHu3almmns»; CyTb, MPUMEHEHNE.

PekBu3NUT «AgpecaT»: HasHayeHve, NPUMEHEHNE. + +

PekBU3NUTbI: «PerncTpayMoHHbIA HOMep LOKYMeHTa» U + +
«CcbliKa  Ha  PErucTpauMoOHHbIA  HOMep  [LOKYMeHTa:
NMPUMeHeHMe.

\cnonHeHve BHYTPEHHNX AOKYMEHTOB.

KOHTPO/b BHYTPEHHMX JOKYMEHTOB.

CocTaBuTeNb: K.OMMOC.H., AOLEHT Kadeapbl NCUX0N0rMn 1 coumanbHOM paboThbl
E.B. bBnaroBckas

OG6HOoBNEHKNE paboyei NporpaMmbl YTBEPXKAEHBI Ha 3aceaHnn Kadeapsb! Megarornku,
MCMXO0NOrnK 1 coymnanbHon paboTel oT 14.09.2017r npoTtokon Ne 1 (c 1.09.2017 kadeapa
coumanbHOM nefarornkm u Kagegpa Ncuxonornm n counanbHor paboTbl 06beaeHbI B Kadeapy
Meparormku, NCUXON0rMn U coumaibHoM paboThl).

Mo 3aBegytowero kadpenpoit —
Meparormkmn, ncmMxonornm mn e R A.A. KoCTiOHMHa
coumanbHoM paboTbl
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