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1. MACIIOPT TPOT'PAMMBI YUEBHOM JIUCHUATLIMHBI
OI1.02 OCHOBbBI JIEJIOITPOU3IBOJACTBA

1.1. O0sacTh NpUMEHEHUsI NPOTrPAMMbI

[IporpaMmma y4eOHOW  AWCHMILIMHBI ~ SBISETCS  YaCThIO  MPOTPAMMBEI
MOJATOTOBKY KBIM(PUIIMPOBAHHBIX PaOb0UYUX, CIy*)alux B coorBeTcTBUU ¢ PI'OC
CIIO no mpodeccun 080110.02 Kontponep H6anka.

1.2. MecTo y4eOHO# TUCHUIJIMHBI B CTPYKTYpe MPOrpaMMbl OATOTOBKH
KBAIU(UUMPOBAHHBIX PadO4YMX, CJHYKalIMX: JUCHUIUIMHA BXOJUT B
o0mienpodeccuoHaNbHbIN Y4eOHBII UK U OTHOCUTCS K 0230BbIM JIHCIUTUTMHAM.

1.3. Hean 1 3agaum yueOHOI IMCHUIIMHBI — TPEOOBAHUSA K pe3yJibTaTaM
O0CBOCHHS YUeOHOM TUCHUIINHDI:
B pesynbTaTe ocBoeHUs yUeOHON AUCIUTUIMHBI 00YYarOITUICS JOJKEH:
3HATH:
— OCHOBHBIE 3aKOHOJATENIbHbIE aKThI B 00JIACTH JIEJIOMPOU3BO/ICTBA;
— BHJbI IOKYMEHTOB;
— TIpaBuJia COCTaBJICHUS U OPOPMIICHHS Pa3IUUHBIX BUJOB JOKYMEHTOB;
— TpeOoBaHUS K TEKCTY CIY>KEOHBIX JOKYMEHTOB;
— o0mue npaBuiia OpraHu3alKi padoThI C IOKYMEHTAMH;
— TPUHIUIIBI paOOTHI OPUCHON OpraHU3alMOHHON TEXHUKHU
yMeTh:
— COCTaBJISATHh U O(DOPMIISITH PA3IMUHBIC BUIbI JOKYMEHTOB;
— odopMIIITH HOMEHKJIATYpYy Jel U (OpMUPOBATH Jiefla B COOTBETCTBUU C
HOMEHKJIATYpPOU JIEIT;
— OCYILIECTBJISITh JOKYMEHTUPOBAHKUE U OPraHU3aIUI0 pabOThI C TIOKYMEHTaMU,
— HCIIOJIH30BaTh OPUCHYIO OPraHU3aIMOHHYIO TEXHUKY;

IIepeyens popMUpyeMbIX KOMIIETECHIUN:
B pesynbprate ocBOeHUsA AUCIUIUIMHBI OOYYAIOIIMICS OJKEH OBJIAJICTh
CJIEIYIONTUMHU OOIIMMU U TPO(PECCHOHATTEHBIMU KOMIIETEHITUSIMU

OK 1 [ToHumMaTh CYIIHOCTh W COIMAJIBHYIO 3HAYUMOCTh CBOEH OymayIiei
npodeccun, MposBIATH K HEW YCTOMUMBBIA HHTEPEC.

OK 2 OpraHu3oBbIBaTh COOCTBEHHYIO JEATEIBHOCTh, HMCXOJS W3 MLEIU HU
CIOCO0OOB €€ TIOCTUXKEHMUS, OTIPEJICTICHHBIX PYKOBOIUTEIIEM.

OK 3 AHanu3upoBaTh pabOYyl0 CHUTYallMI0, OCYIIECTBISITh TEKYIIMH H

UTOTOBBI  KOHTPOJb, OLEHKY M  KOPPEeKUUI0  COOCTBEHHOU
JEeSATEIbHOCTH, HECTU OTBETCTBEHHOCTh 3a PE3YJIbTAThl CBOEH padOTHI.

OK 4 OcyiiecTBIATh MOMCK UHPOpPMALIUK, HEOOX0AUMON I 3()PEKTUBHOTO
BBITIOJIHEHHUS TPOPECCUOHANIBHBIX 3a/au.

OK 5 Hcnonp3oBath MH(POPMAITMOHHO-KOMMYHHUKAITMOHHBIE TEXHOJIOTUH B
PO eCCUOHAIEHOMN S TEIHHOCTH.

OK 6 PaGotats B komanzae, d(hPexTuBHO OOMmATBCA C  KOJIJIETaMH,
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PYKOBOJCTBOM, KJIMEHTAMH.

OK 7 PaboTaTh ¢ kIMeHTaMu, HCTIOJB3Ysl 0a30BbIE 3HAHMS IETIOBOTO PYCCKOTO
Y VUHOCTPAHHOTO SA3BIKOB M YYMTBIBAs MEXITHUYECKUE U ITHUYECKHE
pas3nu4us.

OK 8 D¢ PexTHBHO HCTIONB30BATh OPTTEXHUKY U COOTBETCTBYIOILIUE CPEICTBA
3allUTHl OT OMACHBIX W BPEAHBIX (AKTOPOB, COONIOAATH MpPaBHIIA
TEXHUKUA 0€30MaCHOCTH.

[IK 1.1 Bemonuare ¥ 0QOpMISATh MNPUXOJHBIE W PACXOJHBIE KAaCCOBBIE
onepauu.

I[IK 1.2 BpmonHAT onepanuy C HaJWYHBIMU JEHbIaMU IPU HCIOJIb30BaHUU
IPOrpaMMHO-TEXHUYECKUX CPEJICTB.

[IK 1.3 Bemonusate #  oQOpMIsATH  ONEpalii €  COMHHUTEIbHBIMH,
HEIJIATEKECIOCOOHBIMM M HMMEIOIMIMMHM  NPU3HAKH  TOJJIEIIKH
JNEHE)KHBIMU 3Hakamu banka Poccuu M ”HOCTpaHHBIX TOCYIAPCTB.

[IK 1.4 BemonHare U 0oQOpMIISATH ONEpaluyd € NaMATHBIMU MOHETaMU U
IparoueHHBIMU METAJIAMM.

[IK 1.5 OcymecTBIsITh KOHTPOJIb KACCOBBIX ONEPALIHil.

[IK 1.6 BpmonHate W oQOpMISTH OINEpaldd C HAJTUYHOW WHOCTPAHHOMN
BAJIFOTOM U YEKaMH.

I[IK 2.1 KoHCynbTUPOBAaTh KIIMEHTOB IO JETIO3UTHBIM OIEPALUSM.

[IK 2.2 BbmonHsate U 0QOpMIIATH JEMO3UTHBIE ONEpalud C (HU3HUECKUMU
nunamu B BaimoTe Poccuiickon denepanuy 1 HHOCTPAHHOW BaJIOTE.

[IK 2.3 BbmonaHsaTe U oQOpMIIATH JIENO3UTHBIE ONEpalui C IOPUIANYECKUMU
JIMLIAMU.

[IK 2.4 BemonHarh 1 oQOpMISITH OINEpalldyd 10 TPUBJICUECHUIO BO BKJIAIbI

JParoleHHbIX METAJIIOB.

1.4. Koin4ecTBO 4acOB HA 0CBOEHHE MPOrPaMMbl Y4eOHOM TUCHMILIUHBI:

MaKCUMaJbHOW y4eOHON Harpy3ku o0ydaroierocsi 52 yaca, B TOM 4YHCJIE:

00s3aTeNIbHON ayAUTOPHOM yueOHOM Harpy3ku oOydaromierocst 38 4acos;

caMOCTOSITeIbHOM paboThl oOyyatomierocs 14 yacos.



2. CTPYKTYPA U COAEPXKAHUE YYEFHOU JUCITATLIAHBI

2.1. O6beM yueOHOI TUCIUNITUHBI H BH/IBI Y4eOHOI padoThl

Bun yueOHo# padoThI

Oo6vem uacoe

MaxkcumanbHasi yueOHasi Harpy3ka (Bcero) 52
O0s13aTesIbHAsI Ay IUTOPHAs1 YueOHasi Harpy3Ka (Bcero) 38
B TOM YHCJIE:
nabopaTtopHbie pabOTHI _
MPAKTUYCCKHUE 3aHATUS 12
KOHTPOJIbHBIE pabOTHI _
KypcoBas pabota (mpoekr) (ke npedycmompena) —
CamocrosiTeibHas padora o0yuarouerocs (Bcero) 14
B TOM YHCJIE:
camMocTosITellbHAasE paboTa HaJX KypcoBOW paboroil  (ImpoekTtoMm) (He —
npeoycMompena)
PaboTa ¢ HOpMaTHBHBIMU JOKYMEHTAMH 3
KoncnektupoBanue 4
[TonroroBka pedeparon 2
BrinmonHenne nHIUBUIYalbHBIX 3a1aHUN 5
Hmoeosas ammecmayus 6 ghopme
KOJLIOK8UyMa




2.2. TemaTu4ecKuii IJIaH u coaep:xkanue yueoHoi aucunmaniasl OI1.02 OCHOBBI JEJIOITPOU3BO/ICTBA

HaumeHoBaHue Conep:xkanue y4yeOHOro MaTepuaJa, J1adopaTopHbie padoThl M NPAKTHYECKHE PAdOThI, Oo0be | YposeH
pa3esioB U TeM caMocTosiTe/IbHAsA padoTa M b
4acoB | OCBOCHH
|
1 2 3 4
Tema 1. Coaeprxanue yueOHOIro MaTepuaJia 2
HesonpousBoacreo | 1. Beenenue. KpaTtkas ucrtopus cTaHOBICHUS W pa3BUTH JAenonpou3BojactBa B Poccun. OcHOBHBIE 2
KaK OJHa U3 3aKOHOJATEIbHbIE aKThl B 00JIACTH JI€JI0IPOU3BOJICTBA
pyHKumi 2. OpraHu3allMOHHO-TIpaBOBbIe JOKYMeHTHI. IToHATHE 0 KaccupuKay JOKYMEHTOB.
ynpaBJieHUsl IIpakTnyeckue 3aHATHSA 1
CocraBiieHHE IITaTHOIO PaCIIMCAHMS
CamocrositesibHas padora 2
Osnaxomnenne ['OCT 7.0.97-2016
N3ydyenne TUNoBON MHCTPYKIUU 1O AEIONPOU3BOICTBY.
Brmonnenue pedepara mo teme: «Llenu u 3agaun ['ocynapcTBeHHON CHCTEMBI JOKYMEHTAIIHOHHOTO
o0ecreyeHus yrpaBJIeHUs.. .
Tema 2. Coaepixanue yueOHOro MaTepuaJa 3
Opranunsanus 1. OOmue TpeOoBaHMs K OpraHU3alMK M YCIOBUSAM Tpyda paboTHUKOB ciyxO0bl JJOY. Opranuzanus 2
TpyAa padOTHUKOB | 1 000pyZOBaHUE paboUero Mecra JIeIOIPON3BOTUTENS.
CJIyKOBI 2. @opMBbI OpraHu3aluu AeJI0Npou3BoACTBA. Kareropuu yupexnaeHui.
AoxkymeHTauuonHno | 3. Crpykrypa u pynkuuu cinyx0s1 JJOVY. IlpaBa u orBeTcTBeHHOCTH cyx0b1 JIOY.
ro odecrnieuenusi | [pakTHYecKHe 3aHITHS 1
YiupaBJjieHust CocraBiieHne TOJHKHOCTHOMI UHCTPYKUUHN ACIOIIPOU3BOIUTECIIA.
CamocrosiTesbHast padora 2
Brimonnenue pedepara o teme: «PannoHanbHas opraHu3anus pabouux MECTH TpyAa pabOTHUKOB
JIEJIOTPOU3BOICTBAY.
N3yuenne koHCIEKTOB 3aHATHH. O3HaKoMieHue ¢ TpynoseiM Konekcom P® B uactu obecrnieueHus
YCIIOBUH, OTBEYAIONIMX TPeOOBaHMSIM OXpaHbl TPYyJa U TUTUEHBI TPYJA..
Tema 3. Coaepxanue yueOHOro MaTepuaia 3
Odopmitenue 1. ®opmynsip — oOpasel] OpraHu3alMOHHO-PacTIOPSIAUTENbHBIX TOKyMeHTOB (OP/]). 2

PEKBHU3HUTOB

2. Buasl 1 Ha3HauyeHne OJIaHKOB.




JOKYMEHTOB

3. TpeboBaHus K HOKyMEHTaM MpH UX H3TOTOBJICHMM Ha IeyaTalmux ycrpoiicrBax. [IpaBuia
oopMieHHsT OCHOBHBIX  PEKBHU3MTOB JOKYMEHTOB. IIpaBuia o¢opMIIEHUS OTIOJHUTEIBHBIX
PEKBU3HUTOB JOKYMEHTOB.

HpaRTn'{ecmle 3AHATHUSA

1. Odbopmiienue 0JIaHKOB C YTIIOBBIM U MPOAOIBHBIM PACIIOIOKEHUE IITAMIIA.
2. OdopmiteHHE OCHOBHBIX PEKBU3UTOB JOKYMEHTOB. OopMiieHre TOTOTHUTENbHBIX PEKBU3UTOB
JIOKYMEHTOB.

CamocrosiTesbHasi padoTa

N3ydyeHne KOHCIEKTOB 3aHATUI

Tema 4.
CocraBJieHue 1
opopmiieHue
CIyKeOHBIX
JOKYMEHTOB

Coaep:xaHue yueOHOro MaTepuaJia

1. IlpaBuina coctaBicHus 1 OGOPMIICHHSI PA3TUYHBIX BUIOB TOKYMEHTOB CIIpaBOYHO-
uHpopmanroHHas nokymenrtanusa. Cioyxebnble mucbMa. Busl cinyxebnbix nucem. [IpaBuna
COCTAaBJICHHS TEKCTA JEJIOBOTO MUchMa. TpeOoBaHUs K TEKCTY CIY>KEOHBIX TOKYMEHTOB

2. Tenerpammel, Tenedonorpammel, hakcel. Jloknaaabie 1 00BICHUTENbHBIE 3aMUCKU. [IpoToKon n
BBITIMCKA U3 TPOTOKOJa. CripaBOYHO-aHATUTHYECKas JoKkyMeHTarus. CinykeOHas cripaBka.
Cnyxebnble akThl. J[pyrue Buabl ClpaBOYHO-aHAIUTUYECKOM TOKYMEHTAIH (CBOJKA,
3aKJII0YEHUE, OT3BIB, IEPEUEHb, CITUCOK).

3. PacnopsutenbHas gokymeHTanus. HasHaueHue u coctaB pacopsSAUTENbHON TOKYMEHTAIUH.
[Tpuka3 mo OCHOBHOM AEATEILHOCTH U BBIMMCKA U3 MpHKa3a. [[naHoBas 1oKyMeHTalusl.
Haznauenue u cocras niaaHoBoi gokymeHTanuu. [IpaBuiia cocraBneHus 1 0(popMIIEHHS MJIaH OBBIX
IoKyMeHTOB. PacueTHo-feHexxHas JokyMmeHTanus. CocTaBieHue U 0pOPMIICHHE PaCUeTHO-
JICHE)KHOM TOKYMEHTAIIUH.

HpaKanecmle 3AaHATHUSA

1. CocraBnenue u O(i)OpMJ'IeHI/Ie Pa3JIMIHbIX BUAOB JOKYMCHTOB. OCYH.[GCTBJ'ICHI/IG
AOKYMCHTHUPOBAHUA WU OpraHu3anunsd pa60TI>I C JIOKYMCHTaMH
2. CocraBieHHE U O(I)OpMJ'IeHI/Ie KOMMCPUCCKHX JOTOBOPOB.

CamocrosiTesibHas padora

W3yuenne BUJOB U Ha3HAYCHHE CITY>KEOHBIX JOKYMEHTOB.
Brinonnenue pedepara Ha TEMBI:

«PacnopsiiuTenbHas TOKyMEHTALUs»,
«CnpaBo4HO-MHGOPMAITMOHHAS TOKYMEHTAIUS»

Tema S.
Odopmienue

Coaep:xaHue yueOHOro MaTepuaJia

1. Bunpl u Ha3HAUEHUE KaAPOBOM nokyMeHTanuu. [IpaBuna cocraBiieHust u 0QOPMIICHHS TPYAOBOTO




KaJApOoBOii noroopa. Bunel 3asBienuii no nuyHoMy coctaBy. CoctaBienue u opopmiieHue 3asBiIeHU 110

AOKYMEHTAIlUH JUYHOMY COCTaBY.
(moxymenTanuu mo | 2. Jluunas kaprouka ¢popmsl T-2.JIMUHBIN TUCTOK 10 yueTy KaapoB. [IpaBuna 3anonnenus. [IpaBuia
JIMYHOMY COCTAaBY) Hanucanus aproounorpaduu. [IpaBuia cocTaBneHus pe3rome.

3. Jlmunoe neno padborHuka. CocTaB JOKYMEHTOB JIMYHOTO jeina. [IpaBuna BeeHUS U 3aI10THEHUS
TPYIOBBIX KHUKEK. BHECEHNE U3MEHEHUI B TPYIOBbIC KHUKKHU.

4. TlpaBwia BeIeHHs )KypHaJIa y4eTa JIBH)KCHHS TPYAOBBIX KHIDKEK. Tpy/noBo# CTax, HEPEPhIBHBIM
U O0ILINH

5. Buapl mpuka3oB 1o JUYHOMY COCTaB (MPUKa3 Ha YBOJILHEHHE, ITpueM, iepeBo). Coctas
pexBu3nToB. [IpaBuna cocraBnenus u opopmiieHus. I'paduka oTmyckoB pabOTHHUKOB,
cocTaBJeHHe U 0OpMIICHHE MTPUKAa3a Ha OTIYCK.

HpaRanecmle 3aHATHUSA

1. Cocrasnenue u ohopmieHue TpyaoBoro goropopa. OgopmiieHre 3asBieHus o0 MprueMe,
YBOJIbHEHHUH, TIEPEBOIC, IPEAOCTABICHUH OTITYCKA. 3aMlOJTHEHUE JIMYHON KapTOuku (hopmbl T-2.
3arnoyHeHue JIMCTKA 10 y4eTy kaapoB. CocTaBieHue pe3toMe 1 aBToonorpaduu.

2. 3anoJHeHHe TPYJOBOI KHIDKKY, BHECEHUE U3MEHEHHH B TPYIOBYIO KHUKKY. 3alIOJTHEHNE
KypHaJla yueTa IBIKEHUS TPYAOBBbIX KHIDKEK. OdopMiIeHHEe TPUKA30B MO JUYHOMY COCTaBY.
CocraBieHue rpaduka OTIycKoB paOOTHUKOB.

CamocrosiTesbHast padora

Brimonnenue pedepara o teme «Kaapoas ToKkyMeHTaIUs COBPEMEHHOTO YUPEKACHUSI» U
MOJArOTOBKA €T0 3aILMTHI.
M3ydyeHne KOHCIIEKTOB 3aHSITUI.

Tema 6. Xpanenne | Cogepkanue y4eOHOro MaTepuaa

Ka/poBoii 1. Xpanenue nepcoHaabHON KaJpOBOH TOKYMEHTALINH.
AOKYMEHTALlUH 2. TpeGoBaHus, MperbsIBIIEMbIE K JOCTYIY KaApOBOH JTOKYMEHTALUU
3. [IpaBuiia XxpaHeHUs TPYIOBBIX KHUKEK.

4. 3anyTa NepcOHANbHBIX JaHHBIX paOOTHUKOB.
5. Cornacue Ha 00pabOTKY NEPCOHATBHBIX JIAHHBIX.

IIpakTuyeckue 3aHsATHSA

1. CocraBienue 1 opopMIICHHE COTJIaCHs Ha 00pabOTKY MEPCOHATIBHBIX JAaHHBIX PA0OTHHKA.
2. XpaHeHHe TOKYMEHTAlNH.

CamocrosiTesbHasi padoTa

Brimonnenue pedepara mo teme «OCOOEHHOCTH XpaHEHUS PA3HOTO BUIA KaJAPOBON JOKYMEHTAIIHI
Y TIOJITOTOBKA €T0 3aIIHTHI.




Tema 7.
Opranuzanust
JIOKYMEHT0000poTa
B OPraHHU3alHNHU

Copep:kaHue y4eOHOIro MaTepuaa

1. Ob6mue mpaBuIa OpraHu3aluy JOKYMEeHT0o000poTa B opranu3anuu. [Ipuem u o6paboTka
MOCTYHAIOIINX JOKYMEHTOB.

2. Peructpanus u uHaEKCAIUs JOKYMEHTOB. DOPMBI perucTpanuu JOKyMEHTOB.

3. [lopsaok mpoxokIeHUs CO3/1aBa€MbIX TOKYMEHTOB. KOHTPOIIb NCIOIHEHUS TOKYMEHTOB.
4. Homenxknarypa aen. TpeOoBaHHs K COCTaBICHUIO U OOPMIICHHIO HOMEHKJIATYPHI JIeTI.
TpeboBanus K HOPMUPOBAHUIO JIECII.

5 [Mpuanuns! paboThl 0(UCHON OpraHU3alMOHHON TEXHUKH.

IIpakTnyeckue 3aHsATHS

1. Odopmienune >xypHAIOB PErHCTPALIUU BXOISAIIMX U UCXOISAIINX JTOKYMEHTOB.
2. OdopmieHre HOMEHKIATYpBl Jiesl 1 (OPMHUPOBAHUE JIeJIa B COOTBETCTBUU C HOMEHKJIATYPOH Jel.
Vcnonp3oBanne 0(MCHON OpraHu3alMOHHON TEXHUKH

CamocrosiTesibHas padora

Brmonnenue pedepara mo remam «lIprem n 06paboTKa MOCTYNAOIMUX JOKYMEHTOBY, «I[lopsmaok
ITPOXOKJCHMSI CO3JaBAEMBIX JOKYMEHTOBY.

Bcero:

52

Jn1st XapaKTepUCTHKN YPOBHS OCBOCHHS YI€OHOTO MaTepualia NCTIOJIb3YIOTCS CIIEAyIoIe 0003HauCHHUS:

1. — 03HaKOMHUTEINBHBIH (Y3HaBaHUE paHee U3YUYEHHbBIX 00BEKTOB, CBOICTB);

2. — penpoAyKTHBHBIH (BBINOJIHEHHE JIESITEILHOCTH 110 00pa3ily, MHCTPYKIMH HIIH MO PYKOBOJICTBOM)

3. — IPOJYKTHBHBIH (INIAHUPOBAHUE U CAMOCTOSITENILHOE BBITIOJIHEHHUE JESTeIbHOCTH, PELIeHHE IIPOOJIEMHBIX 3a/1a4)
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3. YCJOBUS PEAJIM3AIIAA YYEFHOU JUCHUILIAHBI

3.1. TpeGoBaHus K MaTepUATbHO-TEXHUYECKOMY 00ecnedeHHI0
Peanuzanus mnporpaMMbl JUCHMIUIMHBL TpeOyeT Hainuuus y4dyeOHOro KaOWHETa OCHOB
J€JI0NIPOU3BOICTBA.

KabuHeT 0CHOB /1€10IpON3BOICTBA:
CTOJIBI U CTYJbsl Ha 12 4YenoBeK; KOMILJIEKThl TEMaTHYECKUX IIAKaTOB, yUeOHO-METOINYECKHE
CTEH[bI, (TaOIHIIBI, KAPTHI, TUTEPATYPA)

3.2. UudopmanuonHoe odecriedeHne 00y4eHus
Ilepedyennb yueOHbIX M3aaHuii, UHTEepHET-pecypcoB, 10NMOJHUTENbHOM JUTEPATYPbI

OcHOBHBIC HCTOYHHKH:

1. Bounobyes O.B.,Anapees W.JI. JIsmenko JILM. u nap. Hcropus Poccum. 11 kiacc.
VYriyOnennblid ypoBeHb. YueOHuK. B 2 yactsax. Yacts 1. M.: IIpocBemenue,2022

2. Bonobyer O.B.,Anmpee W.JI. JIsmenko JL.M. um nap. Hcropuss Poccum. 11 xmacc.
YriyoneHusiid ypoBeHb. YueOnuk. B 2 actsax. Yacts 2. M.: [IpocBemenue,2022

3. Pynuuk C.H., XKypasnesa O.H.Ky3un J.B.;mox o6m. pen. Tumkoa B.A. Hcropus
Poccun. 11 knacc. ba3oBblit u yrimyOonénnsiii ypoBau. YueOHuk. B 2 wactsax. Yacts 2. M.:
[Ipocsemenue,2022

JlonoTHUTeILHAS JIUTEpaTypa:

4.  Ucropus: Yu.noc. / [1.C.Cambirun, C.U.Cambirun, B.H.IlleBenes u np. - 528 ¢.(CI10). M.:
HULL MH®PA-M,2015

5. byrpos, K. JI. Uctopus Poccuu : yue6bHoe nmocodbue mins CIIO / K. JI. byrpos, C. B.
CoxkonoB. — 2-¢ u3a. — Capatos : [IpodobOpaszoBanue, 2021. — 125 ¢. — ISBN 978-5-
4488-1105-0. — Tekct : OIEKTPOHHBIM // DIEKTpoHHBI pecypc 1HUPPOBOI
obpaszoBarenbHori  cpeast CIIO  PROFoGpazoBanme :  [cait]. —  URL:
https://profspo.ru/books/104903

6. Ansgruna, A. I'. Ucropus : npaktukym s CIIO / A. I'. Anaruna, H. A. [lertsipeBa. —
Caparos : Ilpodob6pazoBanue, 2020. — 236 ¢. — ISBN 978-5-4488-0614-8. — Texkcr :
ANIEKTPOHHBIA // DIEKTpOHHBIM pecypc umudpoBoi obpazoBarenbHoil cpeapl CIIO
PROFob6pasosanwe : [caiit]. — URL.: https://profspo.ru/books/91875

7. bakupona, A. M. Hctopus : yuedbnoe nocodue g CI1O / A. M. bakuposa, E. ®. Tomuna.
— Caparos : IIpodobpazoBanue, 2020. — 366 c. — ISBN 978-5-4488-0536-3. — Tekcer :
ANIEKTPOHHBIA // DIEKTPOHHBIM pecypc uudpoBoi obpazoBarensHoit cpeapl CIIO
PROFob6pasosanwe : [caiit]. — URL.: https://profspo.ru/books/91876

HNuTepHeT-pecypcsl

1. Odunmansubiii caiit ['ocymapcTBeHHoro apxuBHoro ¢onga Poccuiickoit ®Penepanuun

(http://www.statearchive.ru)

Pycckue apxussbl (http://www.abamedia.com/rao/)

Apxussl B Poccun (http://www.iisg.nl/-abb/)

Bceepoccuiickuii Hay4HO-MCCIIEAOBATENBCKUNA HMHCTUTYT IOKYMEHTOBEACHHS M apXUBHOTO

nena (BHUMIA ) (http://www.dataforce.net/-vniidad/)

5. HCA apxuBoB Poccum Ha caiite «HaumoHandbHBII WEHTP XPOHOJOTUH CEMEHCTBY»

(http://www.aha.ru/-stashell/A2t.html)
6. Apxussl PO. Andasurnsiii crimcok (http://www.temples.rio.ru/archives.html)

o
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https://profspo.ru/books/91876
http://www.statearchive.ru)/

4. KOHTPOJIb U OIIEHKA PE3YJbLTATOB OCBOEHHMS YYEFHOI

TACIATITAHBI

KOHTpOJIB N OLCHKa pE3yJIbTAaTOB OCBOCHUA y‘-IGGHOfI JAUCHUIINIMHBL OCYHICCTBIIACTCA
nmpenoaaBaTrcjicM B IPOLECCC IMPOBECACHHUA IMPAKTUYCCKHUX SaHHTHﬁ, a TaKXXC BBIIIOJIHCHHUA
O6yanOH_[I/IMI/IC$I HUHAUWBHUIYAJIbHBIX SaﬂaHI/If/’I.

Pe3ysabTaTrnl 00yyeHus
(0CBOEHHBbIE YMEHHSI, YCBOCHHbIE 3HAHWS)

@®opMbI H METO/IbI KOHTPOJISA U
OIIEHKH Pe3YJbTATOB 00y4eHH sl

3nanus:

OCHOBHBIC 3aKOHOJATEJbHBIE aKThl B 00JacTH
JeJIONPOU3BOJICTBA;

BUJIbI IOKYyMEHTOB;

IpaBUjIa COCTaBJIECHUS U OQOPMIICHHS Pa3JIMYHBIX
BUJIOB JIOKYMEHTOB;

TpeOOBaHUS K TEKCTY CITY)KEOHBIX TOKYMEHTOB;
o0mue  mpaBwia  OpraHu3auuu  paboThl €
JIOKYMEHTaMU;

OPUHIUIBL  PabOThl OGUCHON OpraHU3AIMOHHOK
TEXHUKHU

YCTHBIN OIIPOC, IpaKTHYECKasi
pabora

Ymuenus:

COCTaBIATh H  O(GOPMIIATH pa3IMYHBIE  BUIBI
JIOKYMEHTOB;

oQopMIISITH HOMEHKJIATypy aAel U (GopMUPOBATH
JieJ1a B COOTBETCTBUU C HOMEHKJIATYpOH Jed;
OCYLIECTBIISATh IOKYMEHTUPOBAHUE U OPTaHU3ALUIO
paboThI C TOKYMEHTAMH;

UCII0JIb30BaTh oducHyro OpraHU3alMOHHYIO
TEXHUKY;

YCTHBIN OIPOC, MPaKTHUECKast
paboTa, OIlcHKa PEIICHUS
CUTYaIIMOHHBIX 33]1a4
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