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1. OBIIASI XAPAKTEPUCTUKA AJJAIITUPOBAHHOM PABOYEN
IMPOTI'PAMMBI TIPO®ECCHOHAJBHOT'O MOJYJISI/ YYEBHOM
JUCHHUITIMHBI «OII 05 OcHOBbBI 1€/10IPOU3BOACTBAY

1.1. Ob6aacTh NpUMeHEeHHUSs AIANTHPOBAHHON MPOTrPaMMbI

AnanTupoBaHHas TporpamMma y4eOHOW MHUCIMIUIMHBI —SBISIETCS YacThIO
aJanTUPOBAaHHOMN 00pa30BaTEIbHOM MPOrpaMMbl IPO(PECCUOHATIBHOTO 00yUCHHS.

Pa3paboTaHa B COOTBETCTBUU C OCOOBIMH 00pa30BaTEIbHBIMU MOTPEOHOCTAMHU
WHBAJIWJOB U JIUI[ C OTPAHUYEHHBIMU BO3MOXKHOCTSIMU 310poBba (nanee — OB3) ¢
y4E€TOM OCOOCHHOCTEH UX TMCUXO(PU3UYECKOTO PAa3BUTUS W WHAUBUIYATbHBIX
BO3MOKHOCTEH.

Pabouas mporpamma y4eOHON NUCIMIUIMHBI HAMpaBJieHA HA UHIUBUYAbHYIO
KOPPEKIMI0O y4eOHbIX W KOMMYHHMKATHUBHBIX yMEHUHW M  CIOCOOCTBYIOIIAS
cCOIMagbHOM H TpPOodEeCCHOHATIBHOW ajanTalud OOYy4aloluXcsi WHBAIUAOB U
oOy4Jarommxcsi C OrPaHUYEHHBIMH  BO3MOXKHOCTSMH  37I0pOBbS  (HapylIeHUs
WHTEJUICKTA).

OOyuwaromuecss ®W3 YHCIa HWHBAIWIAOB HW JIMIl C  OTPaHUYCHHBIMU
BO3MOXKHOCTSIMH ~ 3[IOPOBbsI - OTO OOydwaromuecs, HWMEIOIIee HapyIICHUS
TICUXOJIOTUYECKHUX, CEHCOPHBIX, S3BIKOBBIX M PEUYEBBIX (YHKIIUHA, TTOATBEPIKICHHBIC
MICUXOJIOTO-MEANKO-TIEIArOTUYECKOW KOMHUCCHUEH W TPEMSITCTBYIOIIME IMOTYYEHUIO
oOpa3oBanust 0€3 CO3MaHMs CIEIUaIbHBIX YCIOBUN. Bee 00ydaromuecst HCTBITHIBAIOT
B TOW WJIM WHOW CTENCHW BBIPAKCHHBIC 3aTPYAHCHUS B YCBOCHHHM Y4YEOHBIX
MporpamMMm B CBS3H:

obyuarowuecs ¢ HapyuleHuem UHmeleKma

1. mcuxo0J10rnYecKUMM 0COOEHHOCTSIMH:

- HEIOPa3BUTHEC TTO3HABATEIILHBIX HHTEPECOB W CHWIKEHUE IMO3HABATEIHHOU
aKTHUBHOCTH,

- HEJIOPa3BUTOE CIIOBECHO-JIOTHYECKOE U a0CTPAKTHOE MBIITUICHHE,

- CHDKCHHAs aKTUBHOCTD MBICIIMTEIILHOU ACATCIBHOCTH,
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- 3aMeJIJIEHHAasi CKOPOCTh preMa nH(popmaliuu,

- KpaTKOBpPEMEHHAs TIaMSTh,

- HEYCTOMYHMBOE BHUMAHHUE,

- HEIOPAa3BUTHEC PEYCBOM NESITEIBHOCTH, BCICACTBHE JTOTO 3aTPYIHEHUS B
BOCITPOM3BEJICHUH CIIOBECHOTO MaTepHaa.

2. JIUYHOCTHBIMH 0COOEHHOCTSIMM

- Hepa3BUTas YMOIMOHATILHO-BOJIEBas cepa,

- 3aHIDKEHHAs CaMOOIICHKa,

- HEIOCTaTOYHBIN CAMOKOHTPOJIb,

- cJ1a00CTh COOCTBEHHBIX HAMEPEHMI, OOJIbIIIAsl BHYIIAEMOCTD,

- OTCYTCTBHE MHUIIUATUBBI M CAMOCTOSITEIILHOCTH,

- BCIBJILYMBOCTH M arPECCUBHOCTD,

- CONIPOTHUBIICHUE HOBOMY U HEU3BECTHOMY,

- yacTasi CM€Ha HaCTpOEHHS.

3. noBeIeHYeCKMMH 0COOCHHOCTSIMH.

- BBICOKasi KOH(JIUKTHOCTb,

- HeaJIeKBaTHBIC MTOBEICHYCCKUEC PEAKIIUH,

- cnabas  MOTHMBHPOBAHHOCTH K  MEXIMYHOCTHBIM  KOHTaKTaM
00ycIaBIMBAETCS HE3PEIOCTHIO COIMAIBLHBIX MOTHBOB M HEPAa3BUTOCTHIO HABHIKOB

oO11eHHs1 00yYaroIMXCs.

1.2. TpedoBaHus K pe3yjbTATaAM OCBOEHUSI IUCUHUNIHHDI

B pe3ynbrate ocCBOCHHSA YYCOHOW MHMCIUIUIMHBI OOYYAIOIIUMCS JA0JIKeH
yMeThb:

Y1 ObopmiaTh peKBU3UTHI IETOBBIX JOKYMEHTOB

V2 IpaBuibHO COCTaBAATh U OPOPMISATH JOKYMEHTBI CUCTEMBI
OpraHU3alMOHHO- PACTIOPSIAUTENHLHON U MHPOPMALIMOHHO-CIPABOYHOM

JOKYMCHTAlINH B COOTBECTCTBHUH C HOPMAMHU U IIPABHIIAMU.
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B pesynbTaTe ocBOoeHUS y4eOHON AUCITUTUTHHBI 00YJIAIONTUNACS H0JIKEH 3HATD.

31 ocHOBHBIE MOJ0KEHUST EAMHON TOCyAapCTBEHHONW CUCTEMBI
JEJIONPOU3BOACTBA

32 cranaapThl yHUDUIIMPOBAHHON CUCTEMbI OPraHU3alIMOHHO-

paCHOPH,HHTCHLHOﬁ JOKYMCHTAIIUH.

1.3. ®opMbI KOHTPOJISI
DK3aMeH.
1.4. PekoMeHayemMoe KOJHYECTBO YACOB HA OCBOCHHE AJANTHPOBAHHOM
NpOrpaMMbl TUCIHUIJIMHBI
MaKCUMaJbHOW yueOHOU Harpy3ku oOydaromerocs 105 wacos, B Tom uuce:
00s13aTeIPHON ayIUTOPHON YUeOHON HArpy3ku oOydaromierocss 70 _dacos;

CaMOCTOATENbHOM paboThl 0OyJaromerocs 35 4acos.

2. CTPYKTYPA U COJEPKAHUE AJANITUPOBAHHON YUEBHOM
JTUCHUATIIMHBI

2.1. O0bem yueOHOM TUCHUIIMHBI ¥ BUAbI y4eOHOH padoThI

Buj yueOHoit padoThI Oobvem uacos
MakcumasbHas yueOHasi Harpy3ka (Bcero) 105
Oo0s13aTesibHAs Ay IMTOPHAS YUueOHasi HAarpy3Ka (Bcero) 70
B TOM YHCJIE:
nabopaTopHble pabOThI He
npeoycCmMompeHo
MPAKTUYECKUE 3aHATHS 42
KOHTPOJIbHBIE paOOThI He
npeodycmMompero
CamocTosiTesibHas padoTa o0yuaruierocsi (Bcero) 35
Umoeosas ammecmayus 6 ghopme sx3amena
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2.2. TemaTH4eCKHUil TUIAH U coJep:KaHMe aTanTHPOBaAHHOH yueOHoH qucuumanHbl OI1 05 OcHOBBI 1€10MPOU3BOACTBA

HanmenoBanue Coneprkanue yaeOHOTO MaTepHaa, OBLeM 1aCOB YpoBeHb
pa3zenoB U TeM 71abopaTopHbIE U MPAKTUUECKHUE PabOThI (eciu npedycmompeHul) OCBOCHHUS
1 2 3 4
Tema 1.1. Copnep:xanue yueOHOro Marepuana 24
TpeboBanus k 1 | CmocoOn! H3roTOBICHUS OJIAHKOB M MX BHABL. OOIUii OaHK. 6 1
OJlaHKam birank nucema. bilaHk KOHKPETHOTO BH1a JOKyYMEHTA. bianku
JTIOKyMEHTOB JUTsl pabOThl C THOCTPAHHBIMHU KOMIIaHUSIMU. [ epOOBBIif OIaHK.
yIpaBJICHUS PexBusuThl 6;1anka. [IpogonbHOE pacnonokeHue peKBU3UTOB
OyaHka. YrioBoe, (bJlaroBoe U IIEHTPOBAHHOE PACIIOJIOKECHHE
PEKBU3UTOB OJIAHKA.
JlabopaTopHbie pabOThI He npedycmompeno
[TpakTryeckue 3aHATUSA 8
OdopmieHue yriioBoro 0JiaHKa OpraHu3alui.
OdopmiieHre npooJIbHOTO OJIaHKa OpraHU3alluH.
KonTpoabHbie paboThI He npedycmompeno
CamocrosiTenbpHas paboTa 10
[ToarotoBka goknana «biaaHK COBPEMEHHOTO TOKYMEHTA U €ro
HA3HAYCHUE)»
Odopmienue anpOoMa 00pa3IoB OJIaHKOB IOKYMEHTOB
Tema 1.2. Conep:xanue yueOHOro Marepuasa 50
Odopmnenue 1 | PekBU3UTHI JOKYMEHTA, UX KJIacCU(PUKALMS HAa TOCTOSIHHBIE U 12 1
PEKBU3UTOB NepEMEHHBIC, TPOCTHIC U CJIIOXKHBIE; TTpaBUia 0(hOpMIICHUS B
JIOKYMEHTA. cootBercTBHH ¢ 'OCTom P 7.0.97-2016.

JlabopaTopHbie pabOThI

He npedycmompeno

[IpakTrueckue 3aHATUA
Odopmienne cornacao 'OCT P 7.0.97-2016 pexsuzuron 01-03

26
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HaumenoBaunue
pa3aenoB U TEM

Coneprxanue yueOHOTO MaTepuarna,
7ab0opaTOpHBIC U MMPAKTHUECKHUE PAdOTHI (eciu npedycmMompeHul)

O0BeM YacoB

YpoBeHb
OCBOCHUS

1

2

3

4

Odopmitenne cormacao ['OCT P 7.0.97-2016 pexsusurtos 04-07
Odopmitenne cormacao ['OCT P 7.0.97-2016 pexBuzuton 08
Odopmitenne cormacao ['OCT P 7.0.97-2016 pexuzuton 09
Odopmitenne cormacao ['OCT P 7.0.97-2016 pexBusuton 10-14
Odopmitenne cormacao 'OCT P 7.0.97-2016 pexBuzutoB 15
Odopmiterne cormacao ['OCT P 7.0.97-2016 pexuzutoB 16
Odopmaenue cornmacao 'OCT P 7.0.97-2016 pexBu3zurtos 17,19
Odopmnenue cormacHo 'OCT P 7.0.97-2016 pexBu3zurtos 18
Odopmrnenue cornmacHo I'OCT P 7.0.97-2016 pexBuzurtos 20-22
Odopmrnenue cormacao 'OCT P 7.0.97-2016 pexBusurtoB 23-24
Odopmrnenue corimacao I'OCT P 7.0.97-2016 pexBuzurtoB 25-27
Odopmrnenue cormacHo 'OCT P 7.0.97-2016 pexBuszuton 28-30

KoHTpoJibHbIE pabOThI

He npedycmompeno

CamocTosiTenbHast padboTta

[Tonroroska goknanos: I'OCT 7.0.97-2016 kakx HOpMaTUBHBIN
JTIOKYMEHT.

Odopmienue anbO0oMa 00pa3loB JOKYMEHTOB: TUCHMO, MPUKA3,
CHpaBKa, OTYET, ClIy>keOHas 3alucKa, paclopsKeHue, MPoTOKOI, akT,
JIOTOBOD.

12

Tema 1.3. Tekct
JTOKyMEHTa

Conepxkanue yueOHOro marepuaia

31

1 | TpeGoBaHMs K TEKCTaM JIEIOBBIX JOKYMEHTOB. OduimansHo-
JICIIOBOM CTHIIh IOKyMEHTaIuu. TexHudeckne TpeOoBaHUS K
0OPMIICHUIO TOKYMEHTAITUH.

10

JlaGopatopHbie pabOThI

He npedycmompeno

ITpakTnueckue 3aHATUA
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HanmenoBanme Coneprxanue yueOHOTO MaTepuarna, O6LeM HaC0B YpoBeHb
pa3liesioB U TeM 7ab0opaTOpHBIC U MMPAKTHUECKHUE PAdOTHI (eciu npedycmMompeHul) OCBOCHUS
1 2 3 4

CocraBnenue u opopmienue ¢ momornipio MKT TekcTa mpukasa.
CocraBnenue u opopmienue ¢ momornipio UKT Tekcra muchma.
CocraBnenue u opopmienue ¢ momornisio UKT Tekcra 3asBinenus.
Cocrasnenue u opopmienue ¢ momonipio UKT tekcta oObsBieHus.

KoHTposbHbIE paboThI

He npedycmompeno

CamocrosiTenbHas paboTa 13
O3HakomIIeHHE ¢ 00pa3iiaMu TEKCTOB JCIOBOM JOKYMEHTAIIUH.
OdopmiieHne anpO0Ma 00pa3IOB TEKCTOB JACJIIOBBIX TOKYMEHTOB.
[ToaroToBka nokianoB o TemMe «OPUIraibHO-IeI0BON CTUIIh PEYU U
€ro 0COOEHHOCTH.
Bcero: 105
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3. YCJI0OBUs PEAJIM3AIIUA :AIIAHTPIPOBAHHOFI ITPOT'PAMMBbI
YYEBHOU JUCIIUIIJIMHbI

3.1. TpeGoBaHusi K MHHMUMAJLHOMY MATEPHAIbHO-TEXHUYECKOMY
odecreyeHnI0

Peanuzanus amantanMoOHHON AMCHMIUIMHBI TpeOyeT HaJW4yusl CIEHUaIbHO
000pynoBaH(bIX)OTO C  y4€TOM MOTPEOHOCTEH JIMI] €  OTPAaHUYCHHBIMU
BO3MOXHOCTSIMU 3/IOPOBbS

yueOHOoro kabOuHeta JIOKyMEHTAallMOHHOTO OOECHEeYeHUs  yNpaBJCHHUS,

nabopatopun JIoOKyMEHTOBEICHHUSI.

OobOopynoBanne y4eOHOro KaOuHera:
J MOCaI0YHbIC MECTa MO KOJIUYECTBY O0yUarOIINXCS;

o pabouee MecTo MmpernoaBaTes;

OobOopynoBanue y4eOHOM KaHLEJAPUH:

L pa6oqee MCCTO ACIOIIPOU3BOIUTCILIA.

Texnnueckue cpeacTBa 00y4eHHs :

o KOMIIBIOTEPHI C MPOTPAMMHBIM 00ECIICUEHUEM,
o MYJIbTUMEIAAIIPOEKTOP,

o HOYTOYK,

o MIPUHTED,

o KaHILIEJIIPCKHUE NTPUHAICKHOCTH.

3.2. UudopmannonHoe odecnevyeHne o0yueHust

[lepeuerr  peKOMEHIyeMBIX Yy4eOHBIX UW3MaHuW, HHTEepHET-pecypcos,

JOIIOJTHUTEIIBHOMN JIMTEPATYPHI:
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OcHOBHBIC HCTOYHUKH

1. TOCT YuuduuupoBaHHBIE CHCTEMbI TOKYMEHTALWU. YHUA(DUIUPOBAHHAS
CUCTEMa OpPraHU3alMOHHO-PACTIOPSIUTELHON  JOKyMeHTanuu. TpeboBaHus K
o(OpMIICHUIO TOKYMEHTOB.- JlocTynm W3 crhpaB.-mpaBoBoW cucTteMbl «KOHCYJIBTaHT
[Tmrocy;

2. ®enepanbHblii 3ak0H «O kommepueckoi TaiiHe» oT 29.07.2004 Ne 98 —D3;

3. ®enepanpubiii 3akoH oT 27 utons 2006 r. N 149-d3"0O6 undopmarmu,
MH()OPMAIIMOHHBIX TEXHOJIOTUAX U O 3anuTe nHpopmaruu" (¢ u3M.);

4. Tlonoxenne 06 ApxuBHoM (onne Poccutickoit deaeparuu. C3 PO, 1998,
Ne 49. Cr. 6007.(c uzm.);

5. [Nonoxenue o denepanbHoii apxuBHOM ciyxk0e Poccuu. C3 PO, 2003, Ne30.

Cr1.3075. (c uzm.).

Jlureparypa:

1.beikoBa, T.A. denonpousBoactBo: YueOnuk / T.A. beikoBa, JI.B. Cankuna,
JI.M. Bsnosa. - M.: Undpa-M, 2018. - 83 c.14;

2. AbpamoBa, H. IOpunnueckoe nenonpou3BoACTBO: YueOHOoe mocoOue st
OakanaBpoB / H. AGpamoga. - M.: [Ipocnekr, 2019. - 224 c.;

3.Kyrymesa, T.B. [Jdemonpou3BoactBo: yueOHoe mocooue / T.B. Kyrymesa. -
Pu/I1: ®enukc, 2018. - 96 c.;

4. Kyrymena, T.B. Jlemonpou3BojactBo: yueoHOe mocodue / T.B. Kyrymresa.
PuJl: ®ennkc, 2017. - 296 C.;

5.Ky3nenos, .H. /fokymeHTalimoHHOE 0OECIeUeHHE YIIPaBICHHUS;

6. JIOKyMEHTOOOOpOT M JEJIONPOM3BOACTBO: YUeOHMK W mpakTukym / WM.H.
Kysnemnos. - JIto6epupr: FOpaiit, 2017. - 477 c.;

7.TarapuukoB, M. Jlenonpou3BoJICTBO B MEAUIIMHCKUX OpraHuzanusx / M.

Tartapuauxos. - M.: ['soTap-Menua, 2019. - 240 c.
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Ilepeuenr UHTEpHET-pecypcoB

1. Poccuiickas roCy/1apCTBEHHAs o6ubnnoTeka [DJIeKTpOHHBII
pecypc]/Llentp undopm. Texuonoruit PI'b; pen.Bmacenko T.B.; Web-Macrep
Kosznosa H.B. — Onekrtpon.nman. — M.: Poc.roc. 6-ka, 1997 — Pexum nocryna:
http//www/rsl.ru, ceoGomHbIi. — 3ariI. ¢ 3kpaHa. — SI3.pyc., aHr,

2. Koncynbrant [Tmoc: nH(OPMAIMOHHO-TIPaBOBAs cucTema
[DnmexkTponHbIi pecype].— Pexxum moctyma: http://www.consultant.ru/;

3. OdunmanbHbIi UHTEPHET-TIOPTAI IPaBOBOM uHdopmanuu
WWW.pravo.gov.ru;

4. Bcepoccuiickuit Hay4YHO-UCCIIEN0BATEIBCKUI UHCTUTYT
JIOKyMeHTOBeieHus u apxuBHoro aena (BHUWUIAAJ]) www.vniidad.ru;

5 www.gdm.ru;

6. WWW.ica.org;

7. ApxuBsl Poccun Www.rusarchives.ru;

8. Konekc-/IokymenToo6opot"' - cucrema ANEKTPOHHOTO
JOKYMEHTO00OpOTa U  JCJONPOU3BOJACTBA, OPUEHTHUPOBAHHAS Ha  TPAJULIUU
poccuiickoro aenornpoun3BoacTBa WWw.kodeks.net;

Q. Kypnan " Jleonpon3BOACTBO " (Poccus) www.top-

personal.ru/page.html?60.
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4. KOHTPOJIb Y OLIEHKA PE3YJIbTATOB OCBOEHUSI
AJJAITUPOBAHHOHN YYEBHOU JUCIIUILJIAHBI

KonTposib ¥ omeHka pe3ylbTaTOB OCBOCHUS Y4YEOHOW JAUCIUILIIUHBI
OCYIIECTBISIOTCA TpernojaBaTesieM B MPOIECCe MPOBEACHUs Tab0paToOpHBIX padoT,
NPAKTUYECKUX 3aHATUN U KOHTPOJIbHBIX padoT.

Pe3yabTaTbl 00yueHus ®opMbI 1 METOAbI KOHTPOJISI U
(0oCBOEHHbIE YMEHMSI, YCBOCHHbIE 3HAHMS) OLIEHKH Pe3yJbTAaTOB 00y4eHusl
Y1 OhopMIsiTh pEKBU3UTHI JIETOBBIX [IpakTuueckas pabora
JOKYMEHTOB
V2 IIpaBUIIbHO COCTABIATH U OPOPMIATH [IpakTuueckas pabdora

JOKYMEHTBI CHCTEMBI OPTaHU3ALMOHHO-
pacnopsaIuTeIbHON U HHPOPMAMOHHO-
CIIPAaBOYHOM JOKYMEHTAILIUU B

COOTBETCTBUM C HOPMAMH U IIPaBUIIAMH.

31 ocHOBHBIE MTONOKEHMS EnrHOM [IpakTuueckas paboTa, yCTHBIM
rOCy1apCTBEHHOM CUCTEMBI o1poc
JEIONPOU3BOACTBA

32 cranaapthl yHUDUIIMIPOBaHHOM cucTteMbl | [IpakTuueckas paboTa, yCTHBIN
OpPraHU3aLUOHHO-PACTIOPSIAUTENBHON ompoc
JTOKYMEHTALUU.
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