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1. MACIHIOPT ATAITUPOBAHHOM ITPOT'PAMMBI YYEBHOM
JANCHUITJINHBI
OIl. 02 OcHOBBI 1€JI0ONIPOU3BOACTBA

1.1. Ob6aacTh NpuMeHeHHUs1 padoueii MPorpaMMbl y4eOHOH IMCUUIIIMHBI

AgnantupoBaHHas MporpamMma y4eOHOM AMCHUIUIMHBI SIBJISETCS YacThlo —
IporpamMMbl MOATOTOBKM KBaJU(UIMPOBAHHBIX paboumMx, ciayKaumx (naigee —
[IIIKPC mo mpodeccun cpennero mnpodeccruoHaipbHOoro ob6pazoBanus: 38.01.01
Omnepatop AuCTeTYEPCKON (MPOU3BOJCTBEHHO - IUCIIETYEPCKOI) CITY>KOBI.

Pa3pabotana B COOTBETCTBMM C  OCOOBIMH  0OOpa3oBaTEIbHBIMU
NOTPEOHOCTSIMU WHBAJIWJOB U JIML C OTPAHUYEHHBIMUA BO3MOYKHOCTSMH 30POBbSA
(manmee — OB3) c ydyeroM OCOOEHHOCTEH HMX NCUXO(PHU3UYECKOTO pPA3BUTUA U
WHIMBUAYaJIbHBIX BO3MOKHOCTEH.

Pabouas mporpamMma yueOHON JUCIUTIIMHBI MOXKET OBITh UCIIOJIb30BaHA
B IporpamMmax npodeccuoHaaIbHON MOATOTOBKH.

1.2. Mecto yyeOHoM nucuuniinnbl B cTpykrype IIIIKPC:
obmmenpodecCHOHAIBHBIN YUeOHBIN ITUKIT

1.3. leau u 32724 y4eOHOM AUCUMILIMHBI — TPeO0OBaHUSA K pe3yabTaraM
OCBOCHUSA YU4eOHOU TMCHUTIIHHDI:

B pesynbTaTe ocBoeHUS yUeOHON AUCITUTUTMHBI 00YJArOITUICS JOKEH YMETh:

Kop HaunmeHnoBaHue pe3dysbrara 00y4eHus
V.1 COCTaBJIATh U OQOPMIISTH Pa3INYHbIE BUbI JOKYMEHTOB
V.2 oopMIATE HOMEHKIATYypy Jenl U (opMupoBaTh Jela B COOTBETCTBHH C
HOMEHKJIATYPOH J1e
V.3 OCYHIECTBIIATh JOKYMEHTHPOBAHHUE M OPraHU3aLUI0 pa0OThl C JOKYMEHTAMU
V.4 UCIIOJIb30BATh O(HCHYIO OPraHU3ALUOHHYIO TEXHUKY

B pe3ynbrarte ocBoeHUsT y4€OHOM MUCIUIIIMHBI O0YyJarOIUNCS TOKEH 3HATh:

Kop HaunmeHnoBaHue pe3yjibTaTa 00y4eHust

OCHOBHBIC 3aKOHOAATCIIBHBIC aKTEI B o0actu ACIJIOMPOU3BOJACTBA

BUJIbI JOKYMCHTOB

ImpaBuJia COCTABJICHUSA U O(i)OpMJ'IeHI/ISI Pa3JIMYHBIX BUIOB JOKYMCHTOB

TpC6OBaHI/I$I K TCKCTY C.TIy)KC6HLIX JAOKYMCHTOB

O6H_II/IC IpaBujia OpraHnu3annuu pa6OTLI C JOKYMCHTaMU

w|w|wlw|wlw
AN DN B[N | —

MIPUHLIMIIBI pabOThl 0(HUCHON OpraHU3allMOHHON TEXHUKH

JIucryIinHa HanpasieHa Ha (JOPMHUPOBaHUE MPOPECCHOHATBHBIX U OOIINX
xomnetennuii (ITK, OK):
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Kon HaumeHnoBaHue pe3yabTaTa 00y4eHHst

[IK 1.1. | Bectu qucneTuepckuil >xypHai, perucTpUpoBaTh ONIEPATUBHBIE PAIIOPTHI U APYTYIO
TEXHUYECKYIO JOKYMEHTALMIO.

[IK 1.2. | Ob6pabareiBaTh NaHHBIC O CJIa4€ BBHITIOJHEHHBIX padoT, O Mepeiaye rOTOBOM
MIPOJIYKIIMH 110 MEKIIEXOBON KOOTIEpAIK UM HA CKIIaJ.

I1K 1.3. | IIpoBOAMTH MOHUTOPHHT BBIIOJHEHHBIX paboT.

IIK 2.1. | ConocTaBisiTh MOJYYCHHBIE JAHHBIC CO CMEHHO-CYTOYHBIMHU IJTaHAMHU-TPpapUKaMu
(3agaHKUSIMM ), IPOU3BOACTBEHHBIMU NPOTpaMMaMH.

IIK 2.2. | YuuThIBaTh U PETUCTPUPOBATH IPUUMHBI HAPYLUIEHUH X0/1a IPOU3BOJCTBEHHOIO
Ipolecca, UCIoJb3ysl B paboTe TEXHUUECKUE CPEJICTBA.

I1K 2.3. | Opraamn3oBsiBaTh pabodee MeCTO, COOIOIATH MTpaBMia OE30IMACHOCTH TPY/A.

IIK 3.1. | OcymecTBaaTh KOHTPOJIb X0J1a MPOU3BOACTBEHHOIO MPOIIECCa.

IIK 3.2. | IIpoBOUTh AMATHOCTUKY U MOHUTOPUHI IPABUJIBHOCTU X0Ja POU3BOICTBEHHOTO
mpolecca.

[1K 3.3. | Pa3pabarbiBaTh MEpONPUATHSI OTIEPEKAIONIETO KOHTPOJIS, HAIPABICHHBIC HA

oIpeJiesieHue 00eCIICUEHHOCTH BBITTYCKa U3CIHI, COCTOSHUS 3a/IeI0B B
MIPOU3BOJICTBE M COCTOSIHAE CAaMOT0 MTPOU3BOJICTBA (BBITIOJHEHUE HOPMBI
BBIPA0OTKH, MPOCTOM, Opak) Ha HanboJiee y3KUX ero y4acTkax.

IIK 3.4. | Coo0mmark nojsyyeHHbIE JaHHBIE B MPOU3BOACTBEHHO-IUCIIETYEPCKUN OT N

OpraHH3alMH.
Kon HaumeHnoBaHue pe3yJibTaTa 00yueHHs
OK 1. [ToHMMAaTh CYLTHOCTH U COLMAIBHYIO 3HAYMMOCTb CBOEH OyayIiel npodeccuu,
IIPOSIBJIATh K HEW YCTOWYMBBINA HHTEPEC.
OK 2. OpraHu30BbIBaTh COOCTBEHHYIO J€SITEIBHOCTD, HCXO/IS U3 LIETH U CLIOCOOO0B ee
JOCTHKEHMSI, ONIPEACIICHHBIX PYKOBOAUTEIIEM.
OK 3. AHanu3upoBaTh pabouyro CUTYalUIO, OCYIIECTBIATh TEKYLUI U UTOTOBBIN

KOHTPOJIb, OLIEHKY U KOPPEKLINIO COOCTBEHHOMH 1€ATENbHOCTH, HECTU
OTBETCTBEHHOCTD 32 PE3YJIbTaThl CBOEH paboThI.

OK 4. Ocy1iecTBIATh HOUCK HHPOPMALIUU, HEOOXOAUMOM U1 3P (HEKTUBHOTO BHITOIHEHUS
npoeccHOHaAIbHBIX 3a]au.

OK 5. Hcnonb30BaTh MHPOPMAITMOHHO-KOMMYHHUKAIIMOHHBIE TEXHOJIOTHUHU B
PO ECCUOHAIIBHON e TEIHHOCTH.

OK 6. Paborats B komMaH[€e, 3pHEKTUBHO 00IIATHCS ¢ KOJJIETaMU, PyKOBOACTBOM,
KIIMCHTaMMU.

OK 7. VcnonHATh BOMHCKYIO 00s13aHHOCTb, B TOM YHCJIE C TPUMEHEHUEM MOJTyYEHHbIX

npodeccHoHaNbHBIX 3HaHUH (JIJ1s1 FOHOLIEH).

1.4. PexoMeHayeMoe KOJMYECTBO YacOB HA OCBOCHHE AJaNTHPOBAHHOM

NporpamMMbl y4eOHOH TUCHUIJIMHBI:

MaKCUMaJlbHOW y4eOHOM Harpy3ku oOydaromierocst 72 yaca, B TOM YHUCJIE:
00s13aTesIbHON ayJUTOPHOM yueOHOM Harpy3ku oOydaromierocss 50 4acos;
CaMOCTOSITeNIbHOM paboThl oOyuaronierocs 22 vaca.
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2. COAEP)KAHUE AJAIITUPOBAHHOM YUEBHOM JUCIHUILJINHBI U
TEMATHYECKOE INTAHUPOBAHUE

2.1. O0bem aanTHPOBAHHOM Y4eOHOM JMCHUILIMHBI M BUAbI Y4eOHOH
padoThI

Bun yueo6Hoii padoThl Oovem uacos
MakcuMmabHasi yueOHasi Harpy3ka (Bcero) 72
Oo0s3aTesIbHAsA ayAUTOPHAs y4eOHAasi HATPY3Ka (BCero) 50
B TOM YHCJIC:
1ab0paTopHbIe PabOTHI He npeoycMOmpeHo
MPAKTUYECKHUE 3aHATHS 32
KOHTPOJIbHBIE paOOThI He npedycMOmpeHo
KypcoBasi pabota (IpoekT) (eciu npedycmompeno) He npedycmMompeno
CamocrosiTesibHasi padoTa 00y4arierocst (Bcero) 22
B TOM YHCJIE:
CaMOCTOsATENIbHAs paboTa HaJ KypCOBOW paboTOl (MMPOEKTOM) | He npedycmompero
(eciu npedycmompeHo)
MOATOTOBKA K ayAUTOPHBIM 3aHATUAM (I/I3y‘IeHI/Ie JIUTEPATYpPhI 110 3aJlaHHBIM 22
TeMaM, HamucaHue pedepaTos, 3¢ce U M. MUCBMEHHBIX padoT)

Hmoeosas ammecmayusl 6 qbopjwe IK3AMEHA
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2.2. TeMaTH4YeCKHUIl IVIAH M COAEPKAHNE ANANTHPOBAHHON Y4eOHOM IMCLUIIIMHBI

HaumeHoBaHue Conep:kanue y4ye0OHOro MaTepuaa, J1adopaTopHblie padoThl M MPAKTHYECKUE Oo0bem Kon YpoBeHb
pa3iesioB U TeM 3aHAITHS, CAMOCTOSITeIbHAsA paboTa 00y4yaomuxcs, Kypcoasi pabora (IIpoeKT) 4acos 00pa30BaTeIbHOIO | OCBOCHUS
pe3yJbTara
1 2 3 4
BBenenue Henu, 3a1auu ¥ MPUHIIMIIBI 1€JI0MPOU3BOJICTBA. VIcTOpHs ne10npon3BOCTBA KaK 1 31,5
Hayku. [Ipeamer u 3agaun kypca. Kpatkuii 0030p nmuTepaTypbl 1 HCTOUHUKOB 110 33,4,5
naHHoMy Kypcy. [loHsTue o nenonpousBoCcTBe.
Paznea 1. IIpenmer — 1eJIONPOU3BOACTBO. 6
Tema 1.1. Coaep:xkanue yueOHOIro MaTepuasa 6 31,4
OCHOBHBIE TIOHATHS
AeIonpou3BoACTBa | OCHOBHBIE MOJIOXKEHHUS M0 TOKYMEHTUPOBAHUIO YIIPABIEHYECKON eI TEIbHOCTH. 1
KittoueBble MOHATHS: TOKYyMEHTOOOOPOT, JEI0NPOU3BOJICTBO, YHUDUKALIMS,
CTaHJIapTHU3aIlMsl, ApXUBHOE JIeJI0, OPITEXHUKA.
JlaGopaTopHble padoThI He
MIPENYCMOTPEHO
IMpakTuyeckue 3aHATHA 2 V1,23
No 1 Cemunap «CoBpeMEHHOE 1€T0ONPOU3BOICTBOY»
KonTpouabHbie padoTsl He
MIPESYCMOTPEHO
CamocrosiTesibHas paboTa 00y4aromMXCs 3
IlonroroBka nOKIan0B:
[TonsiTne nenonpous3BoOICTBA.
JIOKyMEHTO0O0POT — 3TO. ..
ApxusHoe neno B Poccun.
Bunel oducHOM TEXHUKH.
Pasznea 2. TpeboBanus K cocTaBjeHNI0 U 0POPMJICHUIO TOKYMEHTOB. 14
Tema 2.1. Copep:xaHue yueOHOI0 MaTepuaa 14 31,3,4
Odopmienue OcCHOBHBIE PEKBU3UTHI JOKYMEHTA, UX KJacCHU(pUKaIus, MpaBuia ohopmieHUS B 2
PEKBU3UTOB coorBercTBUH ¢ 'OCTom. @opmMynsip 1 O6JaHK TOKYMEHTA.
JIOKYMECHTA. JlaGopaTopHbie paGoThI He
[IPEe1yCMOTPEHO
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HaumenoBanue Coaeprxanue yueOHOro MaTepuaJa, JjaboparopHbie padoThl M IPAKTHYECKHE O6bem Kon YpoBens
pa3aesioB U TeM 3aHATHS, CAMOCTOSITe/IbHAS padoTa 00y4aommxcs, KypcoBasi pabora (IIpoeKT) 4acoB 00pa30BaTEJILHOIO | OCBOCHHUS
pe3yJbTarta
IpakTHyecKoe 3aHATHE 8 Vi,2
Ne 2 OdopmiteHre TPOCTHIX PEKBU3UTOB JIOKYMEHTA.
Ne 3 Odopmienne CloKHBIX pEKBU3UTOB TJOKYMEHTA.
No 4 Odopmiienre yriaoBoro 0JiaHKa OpraHU3aIHH.
No 5 Odopmiienre mpo10IbHOT0 OJIaHKa OpraHu3aIuu.
KoHTpobHBIE padoThI He
MIPEIYyCMOTPEHO
CamocrosiTesibHas padoTa 00yyaromuxcst 4
O3HaKOMJIEHHE ¢ HOPMAaTUBHBIMU JJOKYMEHTaMH JI€JI0NPOU3BO/ICTBA.
Nzyuenne 'OCT P 6.30 — 2003
Paznean 3. Buabl 1oKkymMeHTAUMU 27
Tema 3.1. Conep:xanue yueOHOro MaTepuaJa 8 31,3,4
OpranuzanuoHHas
JOKYMEHTAUS. YCOP/] — yaudpuupoBaHHasi CUCTEMa OpraHU3allHOHHO—PACIOPATUTETbHOM 1
nokyMmenTaruu: coctaB Y COP/, obnactu ee npumenenus. Mcnons3oBanue
YHUPUIUPOBAaHHBIX (popM. OpraHu3aliMOHHbIE JOKYMEHTHI, UX Ha3HauUEHUE,
bopmymsipel-o0pasusl. [Iporenypa coctaBieHust 1 opopMIIeHNs OpraHU3aMOHHBIX
JNoKyMeHTOB. O01acTh NPUMEHEHUS OpraHNU3aIlMOHHBIX JJOKYMEHTOB.
JlaGopaTopHblie padoThl He
MIPEAYyCMOTPEHO
IMpakTuyecKue 3aHsITUS 2 Vi,2
Ne 6 [Tpouenypa coctaBieHus U OPOPMIICHUS OPraHU3AIMOHHBIX JOKYMEHTOB C
MCIOJIb30BAHNEM YHU(PUIIMPOBAHHBIX (hOpM.
KoHTpoJbHbIe padoThI He
IPELYCMOTPEHO
CamocrosiTesibHas padoTa o0yuyaroumuxcst 4
O3HakoMJIeHHEe ¢ 00pa3laMM OPraHNW3alMOHHON JOKYMEHTAIHH.
Tema 3.2. Conep:kanue y4eOHOTro MaTepuaJa 8 31,2,3
Pacnopsaaurensnas | PacopsiiuTtensHble TOKyMeHTHI. VX Ha3HaueHue, popmysipbi-o0pasibl. ObnacTb 2
JIOKYMEHTAIHSI. MIPUMEHEHHUS PaCTIOPSIAUTENbHBIX TOKYMEHTOB.
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HaumenoBanue Copep:xaHue yueOHOI0 MaTepuaJa, 1adopaTopHble padoThl U NPAKTHYECKHE OoBbem Kon YpoBeHb
pa3aesioB U TeM 3aHATHS, CAMOCTOSITe/IbHAS padoTa 00y4aommxcs, KypcoBasi pabora (IIpoeKT) 4acoB 00pa30BaTEJILHOIO | OCBOCHHUS
pe3yJabTara
JlabopaTopHbie padoThl He
MIPEIYCMOTPEHO
IIpakTHYeckue 3aHATHA 2 Vi,2
Ne 7 OdopmiieHre OCHOBHBIX BUIOB PACHOPSAUTENIBHBIX TJOKYMEHTOB.
KonTpoJsbHbie padoTsl He
MIPESYCMOTPEHO
CamocrosiTesibHas paboTa 00y4arOmMXCs 4
O3HakomJIeHHE ¢ 00pa3laMM paclopsAAUTENbHON TOKYMEHTALMH.
Tema 3.3. Coaep:xaHue yueOHOro MaTepuaJa 11 31,23
HNudopmannonHo- | MHbopMalmoOHHO-CIIPaBOYHbIC JOKYMEHTHI. X Ha3HaueHue, GopMyIsipbl-00pasibl. 2
crpaBoYHas JlaGopaTopHbIe padoThI He
JOKYMEHTaLHA. HPEAYCMOTPEHO
IIpakTHYeckue 3aHATHSA 6 Vi,2
Ne 8 Ocdbopmrnenue akTa.
No 9 Odopmiienune ciykeOHOM 3aMUCKH.
Ne 10 Odopmiienue nucema.
KonTpoabHbie padoThl He
MIPENYCMOTPEHO
CamocrosiTesibHas paboTa 00y4aroUIXCH 3
O3nakomiieHHe ¢ 0O6pa3iamMu HH(POPMAIIMOHHO-CIIPABOYHOM JIOKYMEHTALIUH.
[ToaroroBka anpboMa MakeToOB U MIA0JJOHOB OCHOBHBIX BHJIOB JIOKYMEHTOB.
Pasnean 4. JdoxkymeHTO00OpOT 24
Tema 4.1. Copep:xaHue yueOHOr0 MaTepHuaja 16 33,5
TexHonorus u Opranu3zanus J0KyMeHT0000poTa: mpueM, 00padoTKa 1 perucTpanus J10KyMeHTOB. 1
HPUHIUITBI Bxopasmas, ucxoasimas, BHRyTpEHHsISI JOKYMEHTALUSI.
OpraHu3aluu KoHTpons 3a ncnoHeHneM Jielt U TOKyMeHToB. @opMupoBaHue Jell.
IOKyMeHTooOopoTa. | Cuctemaru3anus JOKyMeHTOB BHYTpH aena. Odopmienue aen. [IpaBuna xpaneHus
nen B opranm3anuu. Cpoku xpaHeHus nen. HomeHkmarypa nen.
JlaGopaTopHblie padoThl He
MIPEYyCMOTPEHO
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HaumenoBanue Coaeprxanue yueOHOro MaTepuaJa, JjaboparopHbie padoThl M IPAKTHYECKHE O6bem Kon YpoBens
pa3aesioB U TeM 3aHATHS, CAMOCTOSITe/IbHAS padoTa 00y4aommxcs, KypcoBasi pabora (IIpoeKT) 4acoB 00pa30BaTEJILHOIO | OCBOCHHUS
pe3yJbTarta
IIpakTuyeckue 3aHATHSA 6 V2.3
No 11 Perucrtpanust 1 ”HAEKCUPOBAHUE IOKYMEHTOB.
Ne 12 OdopmiieHre HOMEHKIATYPBI JIEII.
No 13 OdopmieHue 00I0KKH Aea.
KonTtpouabHbie padoTsl He
NIPESYCMOTPEHO
CamocrosiTesibHas paboTa 00y4arOmMXCcs 4
1.IToaroroBka AOKIa/10B:
DKcnepTHasi KOMHCCHS B OpraHU3aliy.
Homenknarypa nen opranuszanuu.
Cpoku XpaHeHHUs J1eJ1 B OpraHu3aluu.
KoHTposs ucnonHenus aea U JOKYMEHTOB. Buipl KOHTpOJIS.
Bunel perucrpanuu JOKyMEHTOB.
Bxopdmas noxymeHTanus.
Hcxonsmast ToKkyMeHTalusl.
BHyTpeHHAA JOKyMeHTalusl.
2.IloaroToBka cxeM JABM)KEHHS OCHOBHBIX JOKYMEHTOB OpPraHU3alllu.
Tema 4.2. Coaeprxanue yueOHOIro MaTepuaJa 8 36
Oducnas OcHoBHbIE BUIbI OPUCHON OPITEXHUKU: IPUHTED, JTAMUHATOP, IEPETJICTHAS. MallIHAa, 2
OpPITEXHUKA CKaHep, KOnup.
JlaGopaTopHbie padoThI He
IIPELYCMOTPEHO
IIpakTuyeckue 3aHATHA 6 V4
Ne 14 JlamuHupoBaHNE U KCEPOKONIMPOBAHUE TOKYMEHTOB.
Ne 15 CxannpoBaHue U neperieT JOKyMEHTOB.
Ne 16 KommnniekcHast mpakTHyeckas pabora.
KonTtpoabsHbie padoThl He
IIPELYCMOTPEHO
CamocrosiTesibHas paboTa 00y4arOIIMXCs He
MIPEe1yCMOTPEHO
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HanmenoBanme Conep:xanue yueOHOro MaTepuasa, JJaboparopHubie padoThl U NPAKTHYECKHUE Oo6bem Kon Yposenn
pa3aesioB U TeM 3aHATHS, CAMOCTOSITe/IbHAS padoTa 00y4aommxcs, KypcoBasi pabora (IIpoeKT) 4acoB 00pa30BaTEJILHOIO | OCBOCHHUS
pe3yJabTara
Bcero: 72
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3. YCJIOBHUS PEAJIM3AIINN ATAIITUPOBAHHOM YYEFHOM
JAUCHUIIJIINHBI
3.1. TpeGoBaHUsA K MUHUMAJIbHOMY MaTE€PHAJIbHO-TEXHUYECKOMY 00ecredeHHIo
Peanuzanms amanTaniiOHHOW JUCIUIUIMHBI TpeOyeT Haaudus CIECIHAIBHO
o0opy/iIoBaHHOTO y4yeOHOro KaOWHETa C Yy4eToM IOTpeOHOCTeM JuIl ¢
OTrpaHUYEHHBIMU BO3MOKHOCTSIMH 3/I0POBBSI.

OobopynoBanue yueOHOro kaduHera:

*  TOCaJ0YHBIC MECTA MO KOJIMYECTBY OOYUAIOIINXCS

* paboyee MECTO MpeEnoIaBaTes

*  CTEH[bI, mKaQbl ISl XPAaHEHUS, AUTAKTUYECKUX TTOCOOUI
* y4eOHUKH U yueOHbIE TOCOOUs

Texnnuyeckue cpeacTBa 00y4eHHs :

* IlepcoHasbHBIE KOMIIBIOTEPHI

*  MynapTUMEIUINHBIN TIPOEKTOP

* HHTepakTuBHAsA JOCKa

* Cnenuanu3upoBaHHBIA MPOrPAMMHO-TEXHUYECKUN KOMIUIEKC ISl 00y4YaromuXcs
¢ OB3 (c yueroM mOTpeOHOCTEH IMII ¢ OTrPAHHUYCHHBIMH BO3MOXKHOCTSIMH
3JI0POBbSI)
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3.2. MudopmanuoHHoe odecnevyenmne
HNudpopmanmonHoe obecrieyeHHe OOyUEHHUSI COACPKHUT MEPEYCHb PEKOMEHIYEMBIX
y4eOHbIX U31aHui, IHTepHET-peECYpCOB, TOMOJIHUTEIBLHOMN JINTEPATYPHI.

OcHOBHBIE HCTOYHHUKH
1. "O6 undopmanuu, THGOPMAIIMOHHBIX TEXHOJOTHUSX U O 3amuTe uHbopmarmun'.
®denepanbhbiil 3aKk0H PO ot 27.07.2006 Ne 149-D3.
2. "OO0 snexTponHo# nudposoit noanucu". Geaepanbuplii 3akon ot 10.01.2002 No 1-
3.
3. TOCT P 51141-98. Jlenonpou3BOACTBO M apXMBHOE [€710. TEepMUHBI H
onpenenenus (yrB. [loctanosinenuem ['occrannapra PO ot 27.02.98 Ne 28).
4. TOCT P 6.30-2003. VYuuduuupoBaHHblE CHCTEMBbl JOKYMEHTAIUH.
VYHuduuupoBaHHas cUCTEMa OPraHU3aLMOHHO-PACHOPAIUTEILHON JOKYMEHTALMH.
TpeGoBanuss K OQOPMIIEHUIO JTOKYMEHTOB. YTBEPXKIEHbI IOCTAHOBJIEHUEM
['occranpapra PO ot 03.03.2003 Ne65-ct.- M.: U3a-BO cTranaapros, 2003.
5. bacakoB M.MU. [lenompousBoacTtBo (/lokyMeHTanmoHHOE oOOecreueHue
yrnpasienus): Yue0.- 15-e uza.- PoctoB-na-lony: U3a. «Denukey, 2015
6. Kysnenosa T.B. JlenonpousBojactBo (/lokyMeHTalmoHHOE oOO€ecreueHue
yhopaBieHus) S5-e uzganue, ucrp. u gomnoidH. — M.:0OOO «Kypnan «YmnpasieHue
nepcoHaizom», 2007.
7. CrentoxkoB M.B. JlenonpousBojctBo (koHcm. Jlekuwmit). — M.: TIPUOP-u3gar,
2005.

JlonoTHUTE IbHBbIE HCTOYHUKH
1. «/lemonpousBoactBo».  EjxekBapTalibHbI ~ MPO(PECCHOHANBHBIA  KypHAI.
N3parenbcTBO «Jlenonpon3BOACTBOY.
2.  «Cekperapckoe neno». ExxemecsuHblii  NpodeCCHOHAIBHBIA  KypHAaI.
N3narenbcTBO «CeKpeTapcKoe Aeiom.

Ilepeyens UHTEpHET-pecypcoB
www.consultant.ru
www.garant.ru
www.sekretary.net
www.officemart.ru
www.kadrovik-praktik.ru
www.todol.kdelo.ru
www.bt-centre.ru
www.autoaf.ru/arhivnoe-delo
www.larchive-online.com

oCoNOOR~LODE

3.3. O0pa3oBartesibHa"A cpeaa

[Ipu opranmsammm ydeOHoro mpouecca g jun ¢ OB3, TpaguunoHHbIC
oOpa3oBaTeNbHbIE TEXHOJIOTUH KOTOPbIE OPHEHTHUPYIOTCA Ha OpraHU3aLuio
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00pa30BaTEeNBHOrO MPOIleCcca, KaK MPsIMYIO0 TPAHCISIMIO 3HAHUN OT MpEenoiaBaTeis K
CTYJEHTY (IpEHMMYIIECTBEHHO Ha OCHOBE OOBSCHUTEIbHO-WILIIOCTPATUBHBIX
METOJI0OB OOyuYeHHs1) HE MOTYT OBITh OCHOBHBIMH Tipu paboTe mpemnonasarens. [Ipu
peanu3aluy JaHHOM NpPOrpaMMbl MPENOAaBaTENb HCIONb3YET IIUPOKUN CIIEKTP
(dopM u MeTOA0B pabOTHI C TaHHOU KaTeropuei 00y4yarouxcs.

CryneHTy NpeAcTaBiseTCs MaKCUMalbHbI HaOOp BapHaHTOB PalOTHI, KaK B
ayJUTOPHUH, TaK U 32 €€ IpeeIIaMHU.

[TpuMmeHst0TCs clieyroIe TEXHOJIOTMU B padoTe mpenogaBaTes:

1)  TexHoyiorHM NPOOJIEMHOr0 OOYy4YeHHsI — OpraHu3aius 00pa3oBaTECIHLHOTO
npolecca, KOTopas MPEeanoyiaraeT NOCTAHOBKY IMPOOJEMHBIX BOIIPOCOB, CO3/IaHUE
y4€OHBIX MPOOJEMHBIX CUTYyallUd JJisl CTUMYJIHMPOBAHUE AKTUBHOW MO3HABATEIbHOMN
NEATEIIBHOCTH CTYJECHTOB.

[Ipumepbr  popM y4eOHBIX 3aHATHH C HCIOJB30BAHUEM TEXHOJIOTHI
pOOJIEMHOr0 OOYyUEHHUS:

JIUCKYCCHOHHBIX BOITPOCOB, OCBEIIEHUE PA3JIMYHBIX HAYYHBIX MTOAX0/I0B, aBTOPCKHUE
KOMMEHTApPHUH, CBSI3aHHBIE C PA3JIWYHBIMU MOJCJSIMA HHTEPIPETALMU N3Yy4aeMOTO
Marepuara.

[IpakTuueckoe 3aHsATHE B (OpMEe MpakTUKymMa — OpraHu3aius y4eOHOMH
paboThl, HalpaBJieHHAsl Ha PEIeHHEe KOMIUIEKCHOW yueOHO-TI03HABATEIbHOM 3a/1auH,
TpeOyroleld OT CTyJIeHTa NMPUMEHEHUS KaK HAyYHO-TEOPETHUYECKUX 3HAHUU, TaK U
MPAKTUYECKHUX HABBIKOB.

[IpakTuueckoe 3aHsATHE HAa OCHOBE KeHcC-MeTona («MeToja KEWCoB», «Kewc-
cTaan») — OOydYeHHE B KOHTEKCTE€ MOJEIUPYEMON CHUTyalllud, BOCHPOU3BOMASILEH
peanbHbIe YCJIOBHUSI HAay4dHOU, MPOU3BOJCTBEHHOM, OOIIECTBEHHON AESTEIHLHOCTH.
OOyuaromuecs JOJDKHBI TPOAaHAJUM3UPOBATh CUTYAlMIO, pa3o0paTbcsi B CYTH
npo0JieM, TPEAJIOKUTh BO3MOXKHBIC PEIICHUS U BbIOpaTh Jydinee u3 HuX. Keicw
0a3upyloTCsl Ha peajlbHOM (PAKTUUECKOM MaTepuaie WIA XK€ MNPUOIUKEHBI K
peaJbHOM CUTYyalUN.

2) MHrpoBble TeXHOJOTMM — OpraHu3aius o00pa30BaTEJIBHOIO IpoIecca,
OCHOBaHHAasi Ha PEKOHCTPYKLHMH MOJENIEH MOBEAEHUA B paMKaxX MNPEIsI0KEHHBIX
CLIEHAPHBIX YCIOBHM.

[Tpumepst hopm yueOHBIX 3aHATHIA C UCTIOTH30BAHUEM UTPOBBIX TEXHOJIOTHIL:

JlenoBass urpa — MOJECIMPOBAHUE PATUYHBIX CUTYyal[ud, CBSI3aHHBIX C
BBIPAOOTKONW W TPUHSATHEM COBMECTHBIX peIIeHUH, OOCYKICHHEM BOIPOCOB B
pexume «MO3rOBOTO ITypMay, PEKOHCTPYKIUEH (GyHKIIMOHATBHOTO
B3aUMOJICHCTBUA B KOJIJIEKTUBE U T.II.

Ponesas urpa — uMuTanus Win peKOHCTPYKUHSI MOAEJIEN POJIEBOTO MTOBEICHUS
B MPEIJIOKEHHBIX CIEHAPHBIX YCIOBUSIX.

3) TexHoJOrMM TPOEKTHOr0 OOYyYeHUsI — OpraHu3alus oO0pa30BaTEIBLHOIO
npoliecca B COOTBETCTBUU C aITOPUTMOM MO3TAIHOTO pelIeHUsl MpoOJIeMHOM 3a7aun
WIM BBINOJIHEHUS yyeOHoro 3amanus. [IpoekT mpenmnonaraer COBMECTHYIO y4eOHO-
MO3HABATENILHYIO JCSATEIBHOCTDh TPYNIBI CTYJICHTOB, HANIPABICHHYIO Ha BBIPAOOTKY
KOHIICTIIIUY, YCTAaHOBJICHWE Tiee u  3amad, (GOPMYIHPOBKY  OXKHIAEMBIX
pEe3yJIbTATOB, ONMPEAECICHUE MPUHIUIIOB U METOJMK PEUICHUS MMOCTABICHHBIX 3a/ady,
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IUTAHUPOBaHUE XoJa paboThl, MOMUCK JOCTYNMHBIX M ONTHUMAJIbHBIX PECYPCOB,
MO3TANHYI0 peanu3alyio MiaHa paboThl, MPE3EHTAIMIO PEe3yIbTaTOB pabOThI, HX
OCMBICTIEHUE U pe]IIeKCHIO.

OCHOBHBIE THITBI IPOEKTOB:

- HccnenoBaTenbCKUil MPOEKT — CTPYKTypa MpHOIMKEHa K (opMary HaydHOTO
UCCIIEIOBaHMs  (JI0Ka3aTeIbCTBO AKTYaJIbHOCTH TEMBI, OIpENEICHUE HayyHOU
npoOsieMbl, mOpeaMera M oOBeKTa  HMCCIEAOBaHWA, LEJIeH U 3axad, METOOB,
UCTOYHUKOB, BBIABM)KCHHE THUIIOTE3bl, OOOOILIECHHE pPE3YyJbTaTOB, BBIBOJIBI,
0003HaYeHUE HOBBIX MPOOIIEM).

- TBopueckuil NPOEKT, Kak MPaBWIO, HE MMEET JETAIbHO MpopaboTaHHOU
CTPYKTYpPBI; y4eOHO-TI0O3HABATEIbHAS JIEATEIBHOCTh CTYACHTOB OCYIIECTBISICTCS B
paMKax paMOYHOTO 33JIaHUSA,IOAUYHUHSISICH JIOTUKE U MHTEPECaM YYaCTHUKOB MTPOEKTA,
YKaHPY KOHEYHOT0 pe3yJibTaTa (ra3era, puibM, Mpa3IHUK U T.IL.).

- HMHpopMalMOHHBII TPOEKT — y4eOHO-TIO3HABATENbHAs JEATEIBbHOCTh C SIPKO
BBIPQKEHHOW ABPUCTHUYECKON HAINpPaBIEHHOCTBIO (MOHUCK, OTOOpP M CHCTEMAaTH3alus
uH(pOpMAIUU O KaKOM-TO OOBEKTE, O3HAKOMIIEHHE YYAaCTHUKOB IPOEKTa C 3TOU
uH(popmanuen, ee aHaiu3 M 0000UIEeHWE JId Mpe3eHTaluuu 0o0Jiee MUPOKOU
ayJIMTOPUH ).

4) HNHTepakTHBHBIE TEXHOJIOIMH — OpraHU3alMs 00pa30BaTEILHOrO IMpoliecca,
KOTOpas MpeAnoiaraeT akTUBHOE U HEJIMHEWHOE B3aUMOJICHCTBUE BCEX YUACTHUKOB,
JOCTUKEHHE Ha 3TOM OCHOBE JMYHOCTHO 3HAUMMOIO JJIsi HMX O00pa30BaTEIbHOTO
pesynpTaTa. Hapsny co cnenuain3upoBaHHBIMU TEXHOJOTHSMU TaKOro poja
OPUHLIKAI MHTEPAKTUBHOCTH TMPOCIEKHUBAETCS B OOJBIIMHCTBE COBPEMEHHBIX
00pa3oBaTEIbHbBIX TEXHOJIOTHM.

NHTepakTUBHOCTh MOJPA3yMEBAET CYOBEKT-CYOBEKTHBIE OTHOILIECHHUS B XOJ€
00pa3oBaTeIbHOTO nporecca ", KaK CJIe/ICTBUE, dbopmupoBaHue
caMopa3BuBaronieics UHGHOPMAIMOHHO-PECYPCHON CPEIbI.

[Tpumepsl GpopMm yueOHBIX 3aHSATHI C HCIONIH30BAaHUEM CIICIUATH3UPOBAHHBIX
WHTEPAKTUBHBIX TEXHOIOTHIA:

Jlexuust «0OpaTHOM CBS3M» — JIEKIUSA—TIPOBOKALIMS (M3JI0KEHUE MaTepHalla ¢ 3apaHee
3aIIaHUPOBAHHBIMH OIITMOKAMU), JIEKIUS-Oecena, JTeKIUs-TUCKYCCHS.
CeMuHap-IUCKyCCHsI — KOJJIEKTUBHOE 00CYXKIeHHE KaKoro-1100 CIIOPHOTo BOMpoca,
po0JieMbl, BBISIBICHE MHEHUH B TPYIIIIE.

5) HudopManHOHHO-KOMMYHHKALHOHHbIE 00pa30BaTeIbHbIe TEXHOJIOTHH —
opranuzanus  oOpa3oBaTeNbHOTO  MpOIecca, OCHOBaHHAas Ha  IPUMEHEHUU
CHELMATU3UPOBAHHBIX MPOTPAMMHBIX Cpel M TEXHHYECKUX CpEACTB paboThl C
uHpopmanuen.

[Ipumepsl ¢GopM y4deOHBIX 3aHATUA C HCIOIb30BaHUEM WH(GOPMAIIMOHHO-
KOMMYHHKAITIOHHBIX TEXHOJIOTHUH:

Jlexuusi-Bu3yanu3anus — U3J0KEHUE COIEPKAHUsI COMPOBOXKAACTCS MPE3CHTALNEH
(nemoHcTpalel yueOHbIX MaTepuasoB, MPEACTABICHHBIX B Pa3MYHBIX 3HAKOBBIX
CUCTEMAX, B T.4. WJUIIOCTPATUBHBIX, IPAQUUECKUX, AyAHO- U BUIEOMATEPUATIOB).
[TpakTiueckoe 3aHsATHE B (OpME MPE3CHTAUU — MPEJICTaBICHHE pPE3yIbTaTOB
IPOEKTHOM  WJIM  MCCIIEIOBAaTEIbCKOM  JEATEIBHOCTH C  HCIOJIb30BAaHUEM
CHELMATU3UPOBAHHBIX TPOTPAMMHBIX CPE/l.
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BI/IILGO - KOHCI)epeHHI/Iﬂ — H3JIOKCHUC JICKOMOHHOTO IJIs1 CTYACHTOB, KOTOPBLIC HC

MOTYT HaXOJUThCS B YUeOHOM ayaAuTOpun

JIucTaHIIMOHHBIE KYyPChl — IUJIOMIAJIKU TO3BOJISIONIME MTPENOAaBATEII0 YACTUUHO WJIU
MOJIHOCTBIO Pa3MECTUTh MaTEpUalbl Kypca B AJEKTPOHHOU 000JI0UKE IS CTYJCHTOB

HC UMCIOIMHNX BO3MOXHOCTHh HAXOAHUTCI B 3 JaHHUH yqe6Horo 3aBCACHU.

Taxxxe npernogaBaTenb B cBoeil pabore nud@epeHIrpoBaHHO MOAXOAUT K
KQKJIOM KaTeropuu CTYJACHTOB M COOTBETCTBEHHO MOJTrOTaBIIMBACT MaTepUaIbl K

y4EOHBIM 3aHATUSM:

OJ1sL Y C HAPYUWEHUAMU 3DEHUSL:

- B IIe4aTHOHN (hopMe YBETMUECHHBIM HIPUPTOM;
- B popMe€ 3IEKTPOHHOIO JOKYMEHTA;

- B popMme aynuodaiina;

- B meyatHoi opme Ha si3bIke bpaitns.

OJ1A Y C HAPYWEHUAMU CTYXA:

-B IieyaTHOU (opme;

-B (pOpMeE BIEKTPOHHOI'O JTOKYMEHTA.

ons JUY ¢ HapyueHuAmMuU onopHO-deueamerbﬂoeo annapama.

-B Mie4aTHoOH (opwme;

- B popMe BIEKTPOHHOTO JOKYMEHTA;

- B popMe ayanodaiina.

OJ1sl Y C HEPEHO-NCUXUYECKUMU HAPYULeHUIMU.
- TEKCT C WILTIOCTPAIUSIMU;

- MyJIbTUMEIUHHBIC MaTePHUAITBI.
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4. KOHTPOJIb U OLIEHKA PE3YJbTATOB OCBOEHUSI
AJIATITUPOBAHHOM YYEBHOM JUCLHUATIJIMHBI
KoHTpoJIb U OLleHKA Pe3yJIbTaTOB OCBOEHUS YIEOHOMN TUCIUTIITMHBI
OCYHICCTBJEACTCA IMMPCIIOJaBaTCIICM B ITPOLECCC IMPOBCACHUA ITPAKTHICCKUX SaHﬂTHﬁ,
d TAK>KC BBIIIOJTHCHUA O6Y"I3.IOIHHMI/IC$I HHIAWBUYAJIBbHBIX SaﬂaHHﬁ, YCTHOTI'O OIIpocCa.

Pe3ysabTathl 00yueHust DopMbI U METOJbI KOHTPOJISI M
(ocBOCHHBIE YMEHHS, YCBOCHHbIEC OLIEHKM Pe3yJbTATOB
3HAHNSA) o0yueHust
Ymemos:
VY. 1 | cocTaBusiTh U 0pOpMIISTH pa3iIudHbIe | TpakTudyeckoe 3aHsThe NoNoe 2-
BU/JIbI JOKYMEHTOB 10, vHIUBUAYaIBHOE 3aaHUE
nudpepeHIMpoBaHHbIN 3a4ET
Y.2 | obopMisiTh HOMEHKJIATYypy [ieNl U | mpakTudeckoe 3anstue Ne 12,
(opMHpOBaTh /1€J1a B COOTBETCTBUU C | UHAMBUIyAJIbHOE 3a/IaHHE
HOMEHKJIATYpOH JeN T PepeHIIMpOBaHHbIN 3a4ET
V.3 | OCyLIECTBIATh JOKYMEHTUPOBAHUE M | TpakTUdeckoe 3aHstue Ne 11,
OpraHu3ALMIO paboThI C | ”HAMBUAYAJbHOE 3aJ]aHUE
JNOKYMEHTAMH T PepeHInpOBaHHbIN 3a4ET
VY. 4 | ucnionp3oBaTh odpucuyto | NeNe  14-16, mnpakTH4eckKoe
OpraHU3alUOHHYIO TEXHUKY 3aHATHE, WHIMBUIYaJIbHOE
3a/1aHuE
nudepeHIMpoBaHHbIN 3a4ET
3namv. | Y CTHBIN ompoc,
3.1 | OCHOBHBIE 3aKOHO/IATEJILHBIC AKTHI B | HHIAUBULYAJIbHBIC 3a/1aHus,
00J1acTH J1eTIONPOU3BOJICTBA nuddepeHIupOBaHHbBIN 3a4ET
3.2 | BUJBI JOKYMEHTOB
3.3 | mpaBuia cocTaBieHUS U 0opMIICHUS
pa3JIMYHBIX BUJIOB JOKYMEHTOB
3.4 | TpeOoBaHHS K TEKCTy CIIYKEOHBIX
JOKYMEHTOB
3.5 | oOmue npaBuiia OpraHu3aluu
paboThl C TOKyMEHTaMu
3.6 | IpUHUMIIBI paboThI oducHoit
OPraHU3alMOHHON TEXHUKHU

17



I'BIIOY «TK um. H./I. Ky3uenosa»

ITPUJIOKEHHUE 1

K aJIaliTHpOBaHHOM pabouelt mporpaMme yueOHOM TUCIUTIITUHBI

IIJIAHUPOBAHUE YYEBHBIX 3AHSTHUIN C UCHOJIb30BAHUEM

AKTUBHbBIX U UTHTEPAKTUBHbBIX ®OPM U METOA0OB OBYYEHUSA CTYJAEHTOB

Ne AKTHBHBIE H
Koua-Bo Koa ¢popmupyembix
n/n Tema y4eOHOr0 3aHATHUSA HHTEePAKTHBHBIE GOPMBI .
YacoB KOMIIeTeHI N
U MeTOAbl 00y4eHH s
1. Tema 1.1. OcHOBHBIC TOHATHSI IETOMPOU3BOJICTBA Cemunap OK 1-4,6
IIK 3.1-3.4

2. Tema 2.1. OdopMmieHre peKBU3SUTOB JOKYMEHTA. [TpakTHueckue 3aHsITUS C OK 1-4
npumenenuem [1K, K 1.1-1.3
WHTEPHET

3. Tewma 3.1. OpranuzanuoHHasi JOKyMEHTALIUS. [IpakTnueckure 3aHATHS C OK 1-4
npumenenueM I1K, K 1.1-1.3
WHTEPHET

4. Tewma 3.2. PacniopsiautenbHas TOKYMEHTALUS. [IpakTrueckue 3aHATHS C OK 1-4
npumenenueM I1K, K 1.1-1.3
WHTEPHET

5. Tema 3.3. UTHpopManimoHHO-CIIpaBOYHAs TOKYMEHTALUS. [TpakTHueckue 3aHATUS C OK 1-4
npumeHenueM I1K, K 1.1-1.3
WHTEPHET

6. Tema 4.1. TexHoIOTHS ¥ IPUHIIUIIBI OPTaHU3ALUU JOKYMEHTO000POTA. [IpakTUueckue 3aHATHS C OK 1-4
npumenenueM [1K, IK 2.1-2.3
WHTEPHET

7. Tema 4.2. OducHas oprrexHuka [IpakTHueckue 3aHATHS C OK 1,5
npumeHenueM I1K, K 1.1-1.3

WHTEPHET
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JIUCT NBSMEHEHU U JOINIOJIHEHU,
BHECEHHBIX B PABOUYYIO [TIPOTPAMMY

Ne HN3MCEHCHHA, HaTa BHECCCHUS U3MCHCHMUS, Ne CTpaHUIbI C ©3MCHCHHEM,

BbLJIO CTAJIO

OcHoBaHue:

HO,I[HI/ICB JIMIIa BHECIICIO U3MCHCHUA
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AanTupoBaHHasi padoyas mporpamMMa y4e0HOH TUCIUTLIHHBI
OIL. 02 OcHOBBI AeJIONIPOU3BOACTBA
obmenpodecCHOHAIBPHOTO YUeOHOTO MUK
IIPOrPaMMbI IMOATOTOBKH KBATU(PHUIIUPOBAHHBIX padOYHMX, CITYKAIIUX 11O MPOPECCHH:
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