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Pasnen 1. O6mue noJioxkeHHus

1.1. Hacrosimas OIl mo cneumanmbHocTH 46.02.01 JlokymMeHTanHOHHOE oOOecredyeHre
yOpPaBICHUS U apXHUBOBeNEHHE pa3paboTaHa Ha OCHOBE (heAepasbHOTO TOCYIAPCTBEHHOTO
00pa3oBaTeNIbHOTO CTaHAApPTa CPeaHEro MpodeccHoHaNbHOrO O00pa3OBaHUS MO CHEHHATBHOCTU
46.02.01 JokymeHTalmoHHOe OOeCTeYeHUe YIPABJICHUS M apXUBOBENEHHUE, YTBEPXKIACHHOTO
ITpuxazom Munnpocsemmenus: Poccun ot 26 aBrycra 2022 roma Ne 778 (nanee — ®I'OC CII0O).

OIl  ompenmenser  pPeKOMEHAOBAaHHBIE  00BEM W COAEpIKAHHUE  CPEOHETrO
npodeccuonampHoro  obpasoBanHusi 1o cneruanbHocTH  46.02.01  JIoKyMEHTalHMOHHOE
oOecriedeHne  YNpaBJICHUS W apXMBOBEICHUE, IUIAHUPYEMble  pe3yJIbTaTbl  OCBOCHUS
00pa3oBaTeNbHON MPOTrPaMMBI, yCIIOBUS 00pPa30BaTEIbHON EATETbHOCTH.

OIl paspabortana mns peanuzanuiyi 0Opa30BATENBLHOW MporpamMmbl Ha 0aze CpemHero
ofmiero oOpasoBaHwsI.

OObpasoBarenpHasi mporpaMma, peanusyemMasi Ha 06a3se OCHOBHOro o0imero odpasoBaHus,
pa3paborana Ha OCHOBe TpeOOBaHMII (peaepanibHOrO TOCYIapCTBEHHOTO O00pa30BATENIBHOIO
cranmapra cpenHero oOmero obpasoBanus u DPI'OC CIIO c¢yderom moixy4aemoi
cnenuanbHocTy U Hactosuei ITOIT CIIO.

1.2. Hopmatusable ocHOBaHus Auist pazpadorku OIT:

— @enepanbHblii 3akoH OoT 29 pmekadbps 2012 r. Ne 273-®3 «O6 obpa3oBanuu B
Poccniickoit @enepanuny,

— Ilpuxa3 Munnpocsemenust Poccun ot 26 asrycra 2022 roga Ne 778 «O0yTBep:xaeHnn
(benepanbHOro rocy1apCTBEHHOIO 00pa30BATENBbHOIO CTAHAAPTA CPETHETO MPOPECCHOHATBHOTO
oOpazoBanust mo crenuanbHocTH 46.02.01 JlokyMeHTaunOHHOEe OOecneueHne YIpaBiICHUS]
U apXHUBOBENICHUEY,

— IIpuxkas MunucrepcTsa MIPOCBELLECHUS Poccuiickon Denepaunn
or 24.08.2022 Ne 762 «O06 ytBepxknenun Ilopsaka oOpraHM3alMd W OCYLIECTBJIICHUS
oOpazoBaTeNbHONH  JEATENbHOCTH 1O 00pa3oBaTeNbHBIM  TPOrpaMMaM  CPEIHEro
npodecCHOHATBPHOTO 00Pa30BaAHUSY,

— Ilpumepnass ocHOBHasi oOpas3oBaTeNbHAs MPOTrpaMMa IOATOTOBKH CIIELHAINCTOB
cpeanero 3BeHa Mo crieruanbHocTd 46.02.01 JlokyMeHTalmoHHOe oOecrieueHne yrpaBiIeHus U
apXMBOBEACHNE, YTBEPXKACHHOW  mpoTtokosnoM  PexepanbHOro  y4eOHO-METOINYECKOTO
oobenuHenuss mo YITIC 46.00.00 or 06.10.2022 r. Ne 4 (3aperucTtpupoBaHO B
rOCYAapCTBEHHOM peecTpe MPHMEPHBIX OCHOBHBIX 00pa3oBaTeNbHBIX mporpamMm llpukazom
OI'bOY AITO UPIIO Ne 70 IT-16201 07.04.2023)

— Ilpuxa3 Musnmnpocsemmenust Poccuu ot 08 nHostOpst 2021 r. Ne 800 «O6 yTBepkaeHUn
IMopsinka TpoBeAeHUs TOCYNAapCTBEHHOW WTOTOBOH arTecTalii 1O  O0pa30BaTENbHBIM
IpOrpaMMaM CpenHero npodecCHoHaNIbHOTO 00pa30BaHUY;

— Ilpuxa3z MunobpHayku Poccun Ne885, Munnpoceeuienus: Poccun Ne 390 ot S aBrycra
2020 r. «O mpaktuyeckoii mnoxroropke oOyuaromumxcs» (BMecte ¢ «llomoxxenneM o
MPAKTUYECKOH MOATOTOBKE 00y YAIOLTUXCSY;

— IlonoxkeHne O TOCYNAapCTBEHHOM HMTOroBOM arTecTanuu BhiMyCKHUKOB ['BIIOY PJJ
«Konnenx mamnHoctpoenust u cepsuca uM. C.OpaKOHUKUAZEY

— Ilonoxenne o mpakTudeckod mnonroroBke obydaromuxcs ['BIIOY P/l «Komnemxk
MaliuHocTpoeHus U cepsuca UM. C.OpaKOHUKUAZEY

— Pexomenpanmm no peajuzanuy CpemaHero odiero o0pa3oBaHUs B IpeAesax OCBOCHUS
oOpaszoBaTeNbHOH  MpOrpaMMbl  cpeaHero  mnpodeccruoHanpHOro obpasoBanus  (MUCHMO
Munncrepcrsa npocsetnenns PO ot 1.03.2023 r. Ne 05-592).



— IIpuka3 MuHucTepcTBa TpyAa U COLMaNbHON 3amuThl Poccuiickoint @enepanuu ot 15
urosig 2020 r. Ne 333H (3apeructpupoBan MuUHHCTEPCTBOM rocTHLMU Poccuiickoit @enepaunu
15 mona 2020 r., perucrpanmonHslii Ne 58957) «OO0 yTepkneHun mpohecCHOHATBHOTO
crangapta «CnenmajaucT IO OPraHM3alMOHHOMY U JOKYMEHTALMOHHOMY O0€CIeueHHIO
yIpaBJeHUsl OpraHu3aluein,

—IIpuka3  MuHucrepcTBa  Tpyga M COLMANbHOM  3amurel  Poccuiickon
Deneparunor 18 mapTa2022r. Ne 140H (3apermcTpupoBaH MUHHCTEPCTBOM  FOCTHIIMU
Poccwiickoit @eneparym 21 anpensi2022 r., peructpaunoHHbiii Ne 63193) «O0 yrBep:kaeHNH
npodeccnonaabHOro craiaapra « CnennaaucT apxusay.

1.3. Ilepeyennb coxpaimeHuii, ucnoab3yembix B Tekcte INOII:

OI'OC CIIO — ®enepanbHblil rOCYIAPCTBEHHBIN 00pa30BaTENbHBIN CTAHAAPT CPEIHErO
npoeCCHOHATLHOTO 00pPa30BaAHUS,

ITOIT — npumMepHast OCHOBHAs1 00pa3oBaTeNbHAS IPOrPaMMa;

OK - o011e KOMIETEeHIIHH,

IIK — npoeccrnoHanbHbIE KOMITETEHLUH;

JIP — nM4HOCTHBIE pe3yIbTaThl

CI' — counanbHO-I'yMaHUTaPHbIN LUK,

OIT — obmenpodecCHOHATBHBIN ITUKJT,

IT — mpodeccrnoHanbHBIN UK,

MJIK — MexxaQuCHMIIIMHAPHBIN KypC,

IIM — npodeccronambHbII MOMY JIb;

OII - obmenpodeccronaabHast AUCLUIUINHA,

I'MA - rocynapcTBeHHast UTOrOBasi aTTeCTalus.

Pasngen 2. O6mas xapakTepucTHKA 00pa30BaTeIbHON NMPOrpaMMbl

KBanudukamus, npucBanBaeMasi BBIIYCKHHUKaM  OOpa30OBaTeNbHONH  MPOrpaMMbl:
Cneyuanucm no OOKyMeHmMayuOHHOMY 00eCneyeHUIo YRPAGIe sl U APXUGHOMY Oel).

@opmbl 00yHEeHUST: OUHASL.

Ob6veM mporpaMMbel 1O OCBOEHHIO TIPOTPAMMBbI  CpenHEro mpodeccroHaIbHOro
oOpazoBaHust Ha 0Oa3e OCHOBHOrO oOmiero oOpa3oBaHUS C OJHOBPEMEHHBIM TMOJYYEHHUEM
cpennero obmero oOpasoBaHus: 4428 akaneMHYECKHX YacoB, CO CpPOKOM OOydeHus
2 ropa 10 mecsues.

Pazaen 3. Xapaktepuctuka npoeccCHOHAJIBLHON AeATEIbHOCTH BbIIMTYCKHUKA
3.1. O6macTh mPodecCHOHANTBHOI NesATeNLHOCTH BBITYCKHUKOB': 07 AJIMHHMCTPaTHBHO-

yIpaBieH4YecKast U OpUCHAs JeSITeTbHOCTb.
3.2. CooTBeTCTBHE BUAOB EATEIBHOCTH NPO(EeCCHOHATBHBIM MOIY JISIM:

Tpuka3 MuHHCTEpPCTBA TPyJa B COMHATBHOM 3amuThl Poccmiickoit ®enepammu ot 29 centsadps 2014 r. Ne 667w
«O peectpe NPO()ECCHOHATIBHBIX CTAHAAPTOB (IEPEYHE BHIOB JCATCIBHOCTH)»  (3apETHCTPHPOBAH
MunwncrepcrsoM roctunnu Poccuiickort dexeparym 19 Hos0ps 2014 1., peructpanmonnsiit Ne 34779).



HaumenoBaHue BUIOB AESITEIBHOCTH HaumenoBanue npodeccrHoHaTbHBIX MOAYJICH

1

2

Bunrnl nestenpHOCTU

Ocy1iecTBiieHHe OPraHU3aLMOHHOIO U

AOKYMEHTAITUOHHOI'O obecneyeHust
ACATCIIbHOCTU OpTraHHU3allun

IIM.01 Ocy1iecTBieHre OpraHU3aLHOHHOIO
U TOKYMECHTAIUOHHOTO obecrieueHus
NEeSITeJIbHOCTH OPraHU3aLuN

Opranuzauus apxuBHOH padoTHI 11O

IIM.02 Opranuszanust apxuBHOH pabOTHI 11O

IOKyMEHTaM OpraHu3alHi Pa3sIuIHbIX GopM JOKYMEHTaM OpraHU3alMi pa3anyuHbIX Gopm

CcOOCTBEHHOCTH

COOCTBEHHOCTH

OcBoenne BUIOB paboOT MO OAHOHN HIIH

HECKOJIBKUM NMPodeccrsiM padoyux,
TOJDKHOCTSIM CITY YKAIUX

IIM.03. Beimonaenue padoT 1o AOKHOCTH
cayxkauero 21299 Jlenonpoussoaurenb

Pa3zpen 4. Ilnanupyembie pe3yJibTaThl 0CBOEHHUSI 00Pa30BATEIbHON NMPOrPpaMMbI

4.1. O0ue KOMIETEHLUU

Kon
DopmyHpPOBKa
KOMIIeTe
KOMIIETEHIIHH
HUHH

3HaHus, yMeHus1

OK 01 Bribupats criocoOsr
peLIeHust 3a1a4
npoeCCHOHATTLHOM
AeSTeIbHOCTH
NPUMEHUTEIBHO K
Pa3IUUHBIM KOHTEKCTaM

YMeHus: pacrio3HaBaTh 3a1a4y W/UIH MPodiemMy B
poheCCHOHAIBLHOM HM/HJTH COLIUATbHOM KOHTEKCTE,
aHAJM3UPOBATh 33a7a9y W/WUJH pobsieMy U BBIIEISTh
€€ COCTaBHbIE YaCTH; ONPEAEISITh STalbl PELICHHUS
3a/1a4M; BbIBJIATD U 3((PEKTUBHO UCKATh
WH(POPMALIHIO, HEOOXOANMYO IJIsI PEIICHUS 3aa4H
u/vi poOJIeMbl; COCTABIISITh TUIAH NeHCTBUS,
OIpenessiTh HeOOXOAUMbIE PECYPChI;, BIAIETh
aKTyaJbHBIMH METOAaMK PabOThI B
npoecCHOHANTBbHOM U CMEKHBIX Cepax;
peanu30BbIBATh COCTABJICHHBIN MJIaH; OLECHUBATh
PEe3yJIbTAT U MOCIEACTBUSA CBOUX JCUCTBUI
(caMOCTOSITENIbHO UJIH C TOMOLIBIO HACTABHHUKA)

3HaHuA: aKTyaNbHbIA NTPOQECCHOHATBHBIN U
COLIMANIbHBIA KOHTEKCT, B KOTOPOM MPUXOAUTCS
padoTaTh U KUTh, OCHOBHBIE HCTOUHUKHU
UH(POPMALIUU B PECYPCHI IS PEIIeHUs 3a1a4 U
npobieM B mpodheCCHOHATEHOM H/UJTH COLUATBHOM
KOHTEKCTE, aJITOPUTMBI BHIOJIHEHUS paboT B
npo¢eCCHOHATBHON B CMEXKHBIX O0JIACTSAX; METOMIBI
paboThel B MpoheCcCHOHATBHOMN U CMEXHBIX chepax;
CTPYKTYPY IUIaHA JUISA PELISHUS 3a1a4; TOPSIOK
OLIGHKH PEe3yJIbTATOB PELICHHUs 3a1a4
poheCCHOHANIBHOM eI TEIbHOCTH

OK 02 Hcnonpzosars
COBPEMEHHBIE CPEACTBA
MOKCKA, aHAJIN3a U

YMeHusi: onpenensaTh 3a0a4u A1 HOUCKA
WH(POPMALIUU; OTIPEAEIIATh HEOOXOAUMbIE UCTOYHUKHU
WH(POpPMALIUHY; TUIAHUPOBATH MPOLIECC TTOUCKA,




UHTEPIPETalnN
uHpopMauuy,
UH(POPMALIMOHHBIE
TEXHOJIOTUH JJISI
BBIMOJIHEHUS 337124
npoeCCHOHATTLHOM
IESITeTbHOCTH

CTPYKTYpPHPOBATH MOJIYyIaEMYI0 HHPOPMALIHIO,
BBIIENATh HaOOJIee 3HAYMMOE B MIEPEUHE
UH(pOpPMALINY; OLEHUBATh MPAKTUIECKYIO 3HAUUMOCTh
PE3yIbTAaTOB MOUCKA;, OPOPMIIATE PE3YIbTATHI
MIOUCKA, IPUMEHSTh CPEACTBA MH(POPMALITMOHHBIX
TEXHOJIOTUH s peIueHust PO eCCHOHANBHBIX 3a/1a4;
HCIIOJIb30BaTh COBPEMEHHOE ITPOrpaMMHOE
o0ecrieueHne; UCTIONb30BaTh Pa3IMYHbIEC IH(POBBIE
CpeACTBa AJIs pelIeHns TPO(eCcCHOHANBHBIX 3a1a4.

3HaHuA: HOMEHKJIATYpa HH(POPMAIIOHHBIX
UCTOYHUKOB, MPUMEHSEMBIX B PO ECCHOHATBHON
AESITeIbHOCTH, IPUEMBbI CTPYKTY PHPOBAHUS
uHpopmauuu; popmar oGOpMIICHHUS Pe3yTbTATOB
NoUcKa HHPOPMAaLIMH, COBPEMEHHBIE CPENCTBA U
yCcTpoiicTBa HHYOPMATH3ALMH; TOPSIOK UX
NPUMEHEHHs U POrpaMMHOe 0OecieueHue B
npoecCHOHAIBHON AEATEIBHOCTH B TOM HUCIIE C
UCTIOJIB30BaHUEM LIU(POBBIX CPENCTB.

OK 03 IInanuposats u YMeHus1: onpenensaTh akTyalbHOCTb HOPMAaTUBHO-
peann30BbIBATh NPaBOBON JOKYMEHTALMH B POPEeCCHOHATBHON
coOCTBEHHOE IESITeIbHOCTH, IPUMEHSATh COBPEMEHHYIO HAYYHYIO
npoheCCHOHATIBHOE U poheCCHOHANTBHY IO TEPMUHOJIOTHIO; ONPEAENISTh U
JMYHOCTHOE Pa3BHUTHE, BBICTPaNUBATh TPACKTOPUH MPOPECCHOHATBHOTO
NPEANPUHIMATENBCKYIO | PA3BUTHS B CAMOOOPa30BaHUsI;, BBIIBISIT
IESITeIbHOCTD B IJOCTOMHCTBA U HEOCTATKH KOMMEPUYECKON UIeH;
npodeccHOHaTbHON NPE3EHTOBATh UJIEH OTKPBITHS COOCTBEHHOTO JIeNa B
cepe, UCTIOTB30BATH poheCCHOHANTBHOM AesITENIbHOCTH, OQOPMIISThH
3HaHUSA N0 (UHAHCOBON | OM3HEC-TUIAH, PACCUMTBIBATH PAa3MePhI BBITUIAT 110
I'PaMOTHOCTH B NPOLIEHTHBIM CTaBKaM KPEAUTOBAHMS, OTIPENENATD
Pa3UYHBIX )KU3HEHHbIX | HHBECTULIMOHHYIO MPHUBJIEKATENIbHOCTD
CUTYaLUSIX. KOMMEPUYECKHX UIEH B paMKax MpodecCHOHAIbHON

IeSITeIbHOCTH, IIPE3EHTOBATh OM3HEC-UACIO;
OIpenessiTh UCTOYHUKU (PUHAHCHPOBAHHMS
3HaHuA: copepikaHue aKTyaJIbHOH HOPMATHBHO-
NPaBOBOW JOKYMEHTALIH, COBPEMEHHAsI HayYHas U
npodeccHoHaTbHAS TEPMUHOJIOTHST, BO3MOXKHBIE
TPaeKTOPHUU NPO(PECCHOHANBHOTO Pa3BUTHS U
camMo00pa30OBaHUsl, OCHOBBI MPEANPUHAMATEIBCKON
IesITeIbHOCTH, OCHOBBI (PMHAHCOBOW TPAMOTHOCTH;
npaBmia pa3padoTku OU3HEC-TUTAHOB, TOPSIIOK
BBICTPAaNBaHUS MPE3EHTALNH;, KPEIUTHbIE OAHKOBCKHE
NPOAYKTBI

OK 04 A¢pdexruro YMeHusi: OpraHu30BbIBaTh pabOTy KOJUIEKTHUBA U

B3aMMOJIEUCTBOBATDL U
paboTaTh B KOJUIEKTUBE U
KOMaH/Ie

KOMaH/IbI;, B3aUMO/IEHCTBOBATH C KOJIJIETaMH,
PYKOBOACTBOM, KJIIMCHTAMU B XOH€
poheCCHOHANIBHOM eI TEIbHOCTH




3HaHMA: ICUXOJOTHYECKHE OCHOBBI JACATCIIbBHOCTH
KOJUICKTHUBA, INICUXOJIOTHYCCKUEC 0COOEHHOCTHU
JIMYHOCTHU, OCHOBBI HpOGKTHOfI JACATCIIBHOCTH

OK 05 Ocy1ecTBIATh YCTHYIO U | YMEHHsI: TPAMOTHO U3JIaraTh CBOW MBICTH U
MUCbMEHHYIO o(pOpMIISITE TOKYMEHTBI 110 TPO(HEeCCHOHANTBHOM
KOMMYHHUKALMIO Ha TeMaTHKe Ha TOCYJapCTBEHHOM SI3bIKE, MPOSIBIISTD
rOCYZJapCTBEHHOM SI3bIKE | TOJIEPAHTHOCTH B paboveM KOJUIEKTHBE
Poccuniickon ®@enepannn

. | 3HaHusA: 0OCOOEHHOCTH COLMAIILHOTO U KYJIBTYPHOTO
C y4eToM 0COOEHHOCTeH
KOHTEKCTA, NpaBuiia 0popMIIeHNsI TOKYMEHTOB U
COLIMAJILHOTO U
MIOCTPOEHHS YCTHBIX COOOIIEHHI
KYJIbTYPHOTO KOHTEKCTA

OK 06 IIposiBNATH rpaskJaHCKO- | YMEHHs: ONUCHIBATH 3HAYMMOCTb CBOEH
NaTPUOTUUYECKY IO CHEeLNaIbHOCTU; IPUMEHSITh CTAHAPThI
MO3ULHIO, AHTUKOPPYILIUOHHOTO MOBEIEHUS
J€MOHCTPHUPOBATh 3HaHMS: CYIIHOCTD IPaKJaHCKO-NIATPUOTUYECKON
OCO3HAHHOE MOBENEHUE | TO3ULINH, OOIIEUEIOBEUECKUX IEHHOCTEH;

Ha OCHOBE 3HAYUMOCTh MPO(HECCHOHANBHON AESITETBHOCTH IO
TPaAULIMOHHBIX npodeccuu (CreuanbHOCTH); CTAHAAPTHI
00IIe4eI0BEYECKIX AHTUKOPPYILIMOHHOTO MOBEIEHUS U TIOCIIEICTBUS €r0
LEHHOCTEMN, B TOM YUCJIE | HapylIeHUs

C Y4ETOM rapMOHM3ALUH

MeXHALIMOHAIbHBIX U

MeXXPETUTHO3HBIX

OTHOLUEHUMN, TPUMEHSATH

CTaH/apThl

AHTUKOPPYILIMOHHOTO

MOBENIEHUs

OK 07 CopeiicTBoBaTh Ymenusi: codI0AaTh HOPMBI SKOJIOTHIECKOH
COXPaHEHHUIO 0€30MacHOCTH; ONPEAETISITh HATIPABJICHUS
OKPY>KaroIlley Cpeasl, pecypcocOepekeHus: B paMKax MpodecCHOHATbHON
pecypcocOepekeHHIo, NesATENbHOCTH IO CEeLMabHOCTHOCY LIIECTBIISATh
NPUMEHSTh 3HAHUS 00 padoty ¢ coOmoIeHeM PUHIIUIIOB OEPEKITMBOTO
M3MEHEHUH KJIMMaTa, NPOM3BOJICTBA, OPTAHU30BBIBATH MPOPECCHOHATBHY IO
MPUHLHIBI OEPEIITUBOTO | IEATENbHOCTD C yUE€TOM 3HAHHUH 00 M3MEHEHUHU
MIPOU3BOJICTBA, KJINMaTHYECKHUX YCJIOBUM peruoHa.

s dexTuBHO 3HaHMSA: TPaBUJIA SKOJOTHYECKOH 0€30MaCHOCTH PH

IEUCTBOBATL B BeJCHUH MPOQPECCHOHATBHON NeATeIbHOCTH,

Yype3BbIYaiHBbIX OCHOBHbBIE PECYPCHI, 3a/IeHiICTBOBaHHbIE B

CUTyaLUsAX npo¢eCCHOHATBHOHN EATEbHOCTH, Iy TH
o0ecrieueHust pecypcocOepekeHsT; TPUHIUITBI
OepeKIIMBOrO MPOU3BOJCTBA; OCHOBHBIE HAITPABIICHHSI
M3MEHEHHUs KJIIMMaTUYeCKUX YCJIOBUN peruoHa.

OK 08 Hcnonp3oBarh cpencTsa | YMeEHHs: UCIIONb30BATh (PU3KYJIBTYPHO-

bu3n4IeCcKOl KyabTypbl
IJIsL COXPAHEHUS U
yKperuieHHs 310POBbsI B

03JI0POBUTEJIBHY IO AEATEIbHOCTD U1 YKPEIUICHUS
370pOBbS, JOCTUKEHHUS )KU3HEHHBIX U
poheCCHOHANTBHBIX 1IeNIeH; TPUMEHSTh




npouecce
npoeCCHOHATTLHOM
IeSTeIbHOCTH U
NOAAeP KAHUSI
HEOOXOIUMOTO YPOBHS

paLMOHATIBHBIE IPHUEMBI IBUTATENbHBIX (PYHKLINH B
npodeCCHOHATBHOHN EATETbHOCTH, MOJIb30BATHCS
cpeacTBaMu NPOQHIAKTHKY MMEePEHAIPSKEHHS,
XapaKTEePHBIMU U JAHHOHN CHELUATIbHOCTH

3HaHus: posb PU3UUECKOH KyJIBTYPHI B

dusngeckoi O0IIEeKyIBTYPHOM, IPOPECCHOHATBHOM U

MOJTOTOBJIEHHOCTH COLIMAJTLHOM Pa3BHUTUU Y€JIOBEKA, OCHOBBI 3I0POBOTO
obpasa ku3HH, yCIoBHs MPodeccrnoHaIbHON
JEeSITENIbHOCTH W 30HBI PUCKA (PU3UIECKOTO 3A0POBbSI
IUTSI CTIEUATBHOCTH, CPEACTBA MPO(IIIAKTUKH
NepeHATPSIKSHS

OK 09 ITonb3oBarbcs YMeHust: MOHUMATh OOIIUN CMBICT Y€TKO
npoeCCHOHATTLHOM MPOU3HECEHHBIX BbICKA3bIBAHUI HAa U3BECTHBIE TEMbI

NOKyMEHTaLuen Ha
roCy1apCTBEHHOM U
WHOCTPAHHOM SI3bIKaX

(npodeccroHa bHbIC U OBITOBBIE), TOHUMATh TEKCTHI
Ha 0a30Bble MPOPECCHOHATBHBIC TEMBI, Y4aCTBOBAThH B
IUaNIorax Ha 3HAKOMBbIe 00Imue u MpodeCCHOHATbHBIE
TEMBbI, CTPOUTB MPOCThIE BICKA3bIBAHU O cede 1 O
cBOeil npodeccHoHaNBbHON NeATeTbHOCTH, KPaTKO
00OCHOBBIBaTh M OOBSICHATH CBOU ACUCTBUS (TEKYLIHE
U IJIAHUPYEMbIE); MTUCATh POCThIE CBSI3HbIE
COOOIIeHHs HA 3HAKOMbIE HJTH UHTEPECYIOLIHe
npo¢h)eCCHOHANTbHBIE TEMBI

3Hanus: npasujia MOCTPOCHUS MPOCTHIX U CIOXKHBIX
NpeIoKEHH I Ha TIPO(eCCHOHANbHBIE TEMBI,
OCHOBHBIE 001eyIOTpeOUTENbHBIE T1arobl (ObITOBas
U npodeCCHOHANbHAS JIEKCUKA); JIeKCHUECK Uit
MUHUMYM, OTHOC;IH.[PIfIC;I K OMUCAaHUIO IPEAMETOB,
CPEICTB U MPOLECCOB MPOPEeCCHOHATBHOIM
TeSITeTbHOCTH, OCOOEHHOCTH MPOU3HOIIIEHHS,
npaBujia YTEHUS] TEKCTOB MPOQeCCHOHATbHOM
HaIlpaBJICHHOCTH

4.2. TIpodeccroHa bHbIE KOMIETSHIIUN

Buabl Kon u HanmeHoBaHue
IlokazaTenn 0CBOEHHSI KOMIIETEHIIHH
AesITeIbHOCTH KOMIIeTeHI[HH
Ocy1ecTBieHne K 1.1. Hasbiku
opranuzapionHoro | OcymecTsiaTs npuéM- | Ilomydenns Heobxonumoi nHGpOpMaLnl U
u nepenavy nepenavn CAaHKLMOHUPOBAaHHON HH(pOpMaLuu ¢
JOKYMEHTALMOHHO | yIPaBICHYECKOH UCTIOJIB30BAHUEM CPEICTB HHYOPMAITUOHHBIX U
ro obecreueHus uHpopmauu KOMMY HUKALIHOHHBIX TEXHOJIOTHI

eI TeTbHOCTH
OpraHu3aluH

C TIOMOIIBIO CPENICTB
UH(POPMATTOHHBIX

U KOMMYHUKaIIHOHHBIX
TEXHOJIOTHI1

Ymenus:

HCTIOJIB30BATh CPEACTBA HHYOPMALIMOHHBIX U
KOMMYHUKALIHOHHBIX TEXHOJIOTUH JJIsI
NOJIyYEeHHUsI U TIepenadn HHPOpMaLuuy,

BECTH U UCIIONIb30BaTh B padoTe 623y KOHTAKTOB
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OpraHU3aLuH;

BECTHU YUETHBIE PErHCTPALIIOHHBIE POPMBI,
UCTIOJIB30BATh UX JJIs1 UHHOPMAIIMOHHON paboThI
U paboThI IO KOHTPOJIFO MCIIOJHEHHS MTOPYYEeHHI;
yCTaHABJIMBATD U MOAAEPKUBATH KOMMY HUKALIUH
B IIPOLIECCE JIEJIOBOrO OOIIEHHUS C TOMOIIBIO
cpencTB MHPOPMALTMOHHBIX U
KOMMYHUKAL[IOHHBIX T€XHOJIOTUH;

CTJIAXKMBATH KOH(JIMKTHBIE U CIOKHBIE CUTY ALK
MESKJIMYHOCTHOTO B3aMMOICHCTBHSI,

COOIOAaTh CIy>KEOHBIN STUKET;

obecreunBaTh HHOOPMALMOHHYIO 0€30MaCHOCTD
IS TeIbHOCTH OPTaHH3aLHH.

3HaHus:

HOPMAaTHUBHBIE IPABOBbIE aKThl POCCUIiCKON
®Denepanun B chepe nHPOPMAITMOHHBIX U
KOMMYHHUKAI[UOHHBIX TEXHOJIOTHIA,
CTPYKTypa OpraHu3aLmy, e€ 3a1a4i U PyHKLINY,
NpaBUJIa MIPOBEACHUS 1E€JIOBBIX TIEPErOBOPOB;
JTHKA JIEJIOBOrO OOIIEHHSI,

NpaBUJIa PEUEBOrO 3TUKETA,

MPaBUIIA TIOACPKAHUS U PA3BUTHS
MEKJTMIHOCTHBIX OTHOIIEHUH;

TpeOOBaHUs OXPaHbI TPY/IA.

IIK 1.2.
Koopaunuposars
paboTy npueMHO
PYKOBOAUTES, 30H
npueMa pa3JIndHbIX
KaTeropui
MOCETUTENEN
OpraHu3aLuu

HasBbikn

KOOpAUHAINH PabOThI MPUEMHOHN PYKOBOIUTEIS
Y 30H MpuEMa Pa3INiHbIX KaTEropuii
MOCETUTENIEN OpraHu3alun

YmMmenus:

BCTPEYATh TIOCETUTENEH, MTOTyYaTh IIEPBUYHYIO
UH(POPMALIUIO O MOCETUTENISIX, YCTAHABINBATD
MIOPSIIOK NPUEMa ISl PA3IIUYHBIX KATETOPHI
MMOCETHUTEIIEH;

BECTH YUETHBIE PETUCTPALIMOHHBIE (POPMBI TIO
npuéMy moceTuTeneit u opopMIATh MPOMYCKa,;
BECTH MPHUEM, TIepenady 1 OTIIPABKY
TOKYMEHTOB,

OPTaHH30BBIBATH M OPOHUPOBATH MEPETOBOPHBIE
KOMHATBI,

CepBUPOBATH YaiiHble (KOEHHbIE) CTONBI B
obuce;

NPUMEHSTH B padoTe CpencTra
WH(POPMALIMOHHBIX U KOMMY HUKAITHOHHBIX
TEXHOJIOTHIA;

NPUHUAMATD MEPBI 10 COXPAHEHHIO
KOH(UACHIINATBLHOW NH(OPMALIUY B XOZE
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MpuéMa MOCETUTENEH.

3HaHus:

HOPMAaTHUBHBIE IPABOBbIE aKThl POCCUIiCKON
®Deneparuu o 3amure nHpopManuu u padbore ¢
oOpalIeHUsMU TPaKIAH;

CTPYKTypa OPraHU3aLMHU U PACIIPEIeICHIE
(YHKUHMI MEXIY CTPYKTYPHBIMH
NOJPa3IEICHUSIMU U CIIELIUATTCTAM;

NpaBUJIa OPraHU3aALNH MPUEMA TIOCETHTENEH;
STUKET U OCHOBBI MEKTy HAPOHOTO MPOTOKOIIA,
JTHKA JIEJIOBOrO OOIIEHHSI,

NpaBUJIa PEUEBOTO ITHKETA.

NpaBUJIa CEPBUPOBKH YaHOTO (KO(EHHOr0)
cTOMNa,;

TpeOOBaHUs OXPaHbI TPY/IA.

1IK 1.3. Bnagets
HaBbIKAMH
TUIAHUPOBAHHMS
pabouero BpeMeHU
PYKOBOAUTENS U
cexperapsi

Hasbixu
IUTAHUPOBAHUs Pabovero BpeMeHH PyKOBOIUTENS
u pabouero 1Hs cekperapsi

Ymenus:

BBIOMPATh (POPMBI TIIAHUPOBAHUS 1 OPOPMIIATH
TUTAHUPOBIIUK (OpraHaii3ep) pyKOBOIUTENS U
cCeKpeTaps;

yCTaHABJIMBATD LEJH, ONPEACTISTh
PUOPUTETHOCTb U OUEPETHOCTD BBIMTOJHEHUS
pabot u 3¢ heKTUBHO pacnpenensaTs padouee
BpEMS,

COTJIACOBBIBATH BCTPEUYH M MEPOTIPHUSITHS U
BHOCHUTb MH(OPMALHIO B IJIAHUPOBLINK
(opraHaiizep),

UH(POPMHUPOBATH PYKOBOAUTEINS O MPHUOIIKEHUN
BPEMEHU U PerjlaMeHTe 3aIlJIaHUPOBAHHBIX
BCTpPEY U MEPONPUAITHUH;

BBIOMPATh ONTUMAaJIbHBIE CITOCOOBI BHELITHETO U
BHYTPEHHETO HH()OPMUPOBAHUS O TUIAHUPY EMbIX
MEPOTIPHUATHSIX;

obecreunBaTh HHOOPMALMOHHYIO 0€30MaCHOCTD
IeSITeIbHOCTH OPTaHU3allnY,

NPUMEHSTH B padoTe CpencTra
UH(POPMALIMOHHBIX 1 KOMMYHHUKALMOHHBIX
TEXHOJIOTUH.

3HaHus:

HOPMAaTHUBHBIE IPABOBbIE aKThl POCCUIiCKON
Denepaun B chepe HHPOPMALUOHHON
0€30MacHOCTH;

CTPYKTypa U crieln(pruKa OCHOBHOM
NEeATEeIbHOCTH OPraHUu3aLuu,
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OCHOBBI YTIPABJICHUS] BPEMEHEM;

NpaBUJIa MIPOBEACHUS 1E€JIOBBIX TIEPErOBOPOB;
STHKA JAEJIOBOr0 OOIIEHMUS,

TpeOOBaHUS OXPaHbI TPy AA.

IIK 1.4.
Ocy1mecTBiATh
NMOATOTOBKY HCJIOBBIX
MOE37I0K
PYKOBOOUTENSA

U IPyTUX
COTPYOHUKOB
OpTraHHU3aIH

HaBbiku
OpraHu3alMH AEJIOBBIX MOE3A0K PYKOBOAUTENS
U IPYTUX COTPYIHUKOB OpraHU3aluu

Ymenus:

COCTABJIATH U OPOPMIISATH TOKYMEHTBI JUJISI
JEJIOBBIX MOE3I0K;

OCYIIECTBJISATh TPEBEI-TIOAAEPKKY NEIOBBIX
MOE3/10K;

COTIJIACOBBIBAThH C MPUHUMAKOLIEH CTOPOHON
MIPOTOKOJI TJTAHUPYEMBIX MEPONPUITHN U
(dbopMHUpOBATH MPOrpamMMy JEJIOBON MOE3KY;
HCTIOJIB30BATh CPEACTBA HHYOPMALIMOHHBIX U
KOMMYHUKAL[UOHHBIX TEXHOJIOTUH 1151
o0ecrieueHnst B3aMMOICHCTBHS C PYKOBOAHUTEIEM
BO BPEMsl €ro 1eJIOBON MOE3KH,

o(popMIIATE OTUETHBIE TOKYMEHTHI O I€JIOBOM
MOE3JKE.

3HaHus:

HOPMAaTHUBHBIE IPABOBbIE aKThl POCCUIiCKON
Oenepanyu B chepe opraHu3aum AEIOBOM
MOE3/IKH,

MOPSIIOK MOATOTOBKHU U IOKYMEHTHPOBAHUS
JIEIOBO# TTOE3/KH,

WHTEPHET-PECYPChI Il OCYIIECTBICHUS TPEBEII-
MOAIEPKKH JIEJIOBBIX MOE30K;

STHKET U OCHOBBI MEXIy HAPOHOTO MPOTOKOJIA,
JTHKA JIEJIOBOrO OOIIEHHSI,

TpeOOBaHUs OXPaHbI TPY/IA.

IIK 1.5. Bnanets
criocobamu
OpTraHHU3aIH
pabouero
NPOCTPAHCTBA
NpUEMHOH 1 KaOMHeTa
PYKOBOOUTES

HasBbikn
OpraHU3alliK U TOoAAepKaHust (yHKIHOHATBHOTO
pabodero nmpocTpaHCcTBa

YmMmenus:

OpPraHU30BBIBATH pabovuee MECTO B COOTBETCTBUU
¢ TpeOOBaHHUSIMU 3PTOHOMUKHU U KYJIBTYPbI

TPy A3,

obecrneunBath pabodee MeCTO U
byHKIMOHAEHOE pabotee MPOCTPAHCTBO
HEOOXOMUMBIMHU CPENCTBAMH OPraHU3aIMOHHOM
TEXHUKH, MEOENTbIO U KAHIIENSTPCKUMU
MPUHA/IJIEKHOCTSIMHU,

MO IEP’KUBAThH CPEICTBA OPraHU3AIIMOHHON
TEXHUKU
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B pabo4eM COCTOSTHUU.

3HaHus:

TpeOOBaHUsI OXPaHbI TPY1a, TPOU3BOACTBEHHON
CaHHUTAPHH, TPOTUBOIMOKAPHOHN 3aIIUTH,
OCHOBBI TIPABHJIBHOM OpraHn3aluy TPyaa U
METOABI MOBBILIEHHS ero 3 (HEKTUBHOCTHY;
BUBI OPTaHU3ALMOHHON TEXHUKH U TIOPSIIOK
paboThI ¢ HE.

K 1.6.
OcyecTBiATh paboTy
IO TIOJTOTOBKE

U TIPOBEICHUIO
KOH(EpPEHTHBIX
MEPOIPUATHH,
obecrieunBaTh
UH(pOpPMaLMOHHOE
B3aUMOJIENCTBUE
PYKOBOIUTENS

C MoApa3aeIeHUsIMU
U TOJKHOCTHBIMH
JULAMU OpraHU3aluu

Hasbixu

OpraHU3aLuH MOATOTOBKH U
NPOBECHUSKOHPEPEHTHBIX MEPOIIPUSTHIA,
obecnieueHnst ”HPOPMALTMOHHOTO
B3aUMOJIEHCTBUS PYKOBOIHUTEINS C
NOApa3AeIeHUSIMH U JOKHOCTHBIMH JIULIAMH
OpraHU3aLuH

Ymenus:

OpraHU30BbIBATH MPOLIECC MOATOTOBKH U
NpOBeJeHHE KOHPEPEHTHOIO MEPOTPHSITHS
UHIUBHUIYAJTbHO

U B COCTaBe pabove rpymisl,
JOKYMEHTHPOBAaTh Pa3HbIE STAIbI TPOLIEIY PbI
MOATOTOBKH U MPOBeeHHs KOH()EPEHTHOTO
MEpOTPUSTHSI;

cOOJTFOIATh STHUKET M OCHOBBI MEKY HAPOIHOTO
IIPOTOKOJA,;

OCYIIECTBIIATE cOOp, 00padboTKy nHpOopMauuy,
CHCTEMAaTH3ALIMIO TIOJTy4aeMbIX U TepeaaBaeMbIX
JaHHBIX;

OCYLIECTBJISITh MPOBEPKY JOCTOBEPHOCTH,
MOJTHOTBI

U HEMPOTHUBOPEYMBOCTHU JAHHBIX, UCKIIOUSHHE
nyOnvpoBaHus HHPOPMALIHH,

NPUMEHSATh UHPOPMALIIOHHO-
KOMMYHUKAL[IOHHbIE TEXHOJIOTHH.

3HaHus:

HOPMAaTHUBHBIE IPABOBbIE aKThl POCCUIiCKON
Oeneparuu B chepe nnpopmanmmy,
KOMILJIEKC OPraHU3alMOHHO-TEXHIYECKUX
MEPONPHUSTHH MO MOATOTOBKE U MPOBEACHHIO
KOH(EPEHTHBIX MEPOIIPHATHH,

npasmia opopmMIIeHUsT JOKYMEHTOB,
CO371aBaEMBbIX

B IIPOLIECCE TMTOATOTOBKH U MPOBENECHUS
KOH(EPEHTHOTO MEPONPHUSATHS,

STUKET U OCHOBBI MEKTy HAPOHOTO MPOTOKOIIA,
JTHKA JIEJIOBOrO OOIIEHHSI,
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COCTaB BHYTPEHHHUX M BHELTHUX
WH(OPMALIMOHHBIX TOTOKOB;

CTPYKTypa OPraHU3aLIH U MOPSIOK
B3aUMOJICUCTBUS NOAPA3AECICHUN;

MeTOJIbI 00paOOTKH U 3aLTUTHI HHPOPMAIIUH C
MPUMEHEHHEM CPEICTB MHPOPMAIMOHHBIX U
KOMMYHHUKAI[UOHHBIX TEXHOJIOTHIA,
TpeOOBaHUs OXPaHbI TPY/IA.

IIK 1.7. OdopmmATh
OpraHU3aLHOHHO-
pacnopsigUTeNbHbIE
IOKYMEHTBI U
OpraHHU30BbIBATh
paboTy ¢ HUMH, B TOM
YHCIIe C
UCIOJIb30BAHHEM
ABTOMATH3HUPOBAHHBIX
CHCTEM

HasBbikn

oopmiteHHs OpraHNU3aMOHHO-
pacropsaUTETbHBIX

JIOKYMEHTOB U OpraHu3aiusi paboThl C HUMH, B
TOM YHCJIE C UCTIOIb30BaHHEM
ABTOMATH3HUPOBAHHBIX CHCTEM

Ymenus:

COCTaBJISITb POEKThI OPraHU3aLUOHHbIX,
pacnopsauTebHBIX U HHPOPMALMOHHO-
CMPAaBOYHBIX JOKYMEHTOB, B TOM YHCJIE
JOKYMEHTOB, COAePIKAIIUX KOHDUICHIHATBHYIO
uH(pOpMaLINIO;

oopMIIATH OpraHNU3alMOHHO-
pacnopsiauTesbHbIE JOKYMEHTBI (OpUTHHAJIBI U
KOIHUH);

CKaHMPOBATb, KOMTUPOBATh U KOHBEPTHPOBATH
JOKYMEHTBI B Pa3JinuHble hOpMAaThI;
OCYLIECTBJISATh MPOBEPKY MMPOSKTOB JOKYMEHTOB
Ha COOTBETCTBHUE MPABUJIAM [EJIONPOU3BOCTBA,
NPUHUAMATD U MPOBOANUTH MEPBUUHYIO 00paboTKy
BXOJSIIIMX JOKYMEHTOB,

MPOBOAUTH MPEABAPUTEILHOE PACCMOTPEHHE
BXOJSILIMX U BHYTPEHHUX JTOKYMEHTOB;
PerucTpUpOBaTh BXOMSLINE, UCXOISIIUE U
BHYTPEHHHE TOKYMEHTHI,

KOHTPOJIUPOBATH MAPLIPY THU3ALIMIO
JIOKYMEHTOIIOTOKOB B OpTaHH3aLUH
(cornacoBaHue, MOAMUCAHUE, YTBEPIKICHUE,
perucTparLsi, O3HaAKOMJICHHE U UCIIOJHEHHE
TOKyMEHTOB) ;

OCYLIECTBJISATh CPOKOBBII KOHTPOJIb UCITOJHEHHSI
JOKYMEHTOB,

OCYLIECTBJISITh MOATOTOBKY U OTIPABKY
UCXOMSIIIHIX TOKYMEHTOB;

COCTaBJISITb OTYETHI M AHAJIMTHUECKHE CIIPABKH
00 MCTIOJIHEHUH JJOKY MEHTOB;

BeCTH MH(POPMALIMOHHO-CITPABOYHYIO padoTy
0 IOKYMEHTaM;
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OCYIIECTBIISATh PabOTy ¢ OpraHU3alMOHHO-
PacropsAIUTENIbHBIMU JOKY MEHTaMHU
B ABTOMATU3UPOBAHHBIX CUCTEMAX.

3HaHus:

HOPMAaTHUBHBIE IPABOBbIE aKThl POCCUIiCKON
Deneparun B chepe AeTONPON3BOACTBA,
JIOKAJIbHbIE HOPMATHUBHBIE AKTHI,
periIaMeHTHPYIOIUE NeSITEIbHOCTD CITYKOBI
JENOTPOU3BOACTBA U €€ PAOOTHUKOB,
OPTaHU3aLUI0 BEIEHUS IEIONPOU3BOCTBA;
COBpPEMEHHbIE HHPOPMALIMOHHBIE U
KOMMYHUKALIHOHHbIE TEXHOJIOTUH, TPUMEHSEMbIE
B padoTe ¢ JOKYMEHTaMH,

CTPYKTYpa OpTaHU3aLUH, PyKOBOACTBO
CTPYKTYPHBIX NOApA3eNIeHNH, 00pa3ubl
MOAMHCEH JIUL, UMEFOIIINX MPABO MOAHCAHUS 1
YTBEPKIEHUS TOKYMEHTOB,

U OTPaHUYEHHsI 30H UX OTBETCTBEHHOCTH,
NpaBUJIa PyCCKOTO SI3BIKA,

TpeOOBaHUs OXPaHbI TPY/IA.

IIK 1.8. OpopmmAaTh
JOKYMEHTBI 10
JMYHOMY COCTaBy U
OpraHHU30BbIBATh
padoTy ¢ HUMH,

B TOM HHCJIE C
UCTIOJIb30BAHUEM
ABTOMATH3HUPOBAHHBIX
cHCTEM

HaBbixnu

oopMITeHHs TOKYMEHTOB TIO JIMYHOMY COCTABY
U OpraHu3aiuu padboThl C HUMH, B TOM YUCIIE C
HCTMOJIb30BAHUEM aBTOMATU3UPOBAHHBIX CUCTEM

Ymenus:

o0ecreunBaTh COXPaHHOCTD MEPCOHANBHBIX
TaHHBIX PAaOOTHHUKOB;

OPTaHHU30BBIBATH TOKYMEHTOOOOPOT O
NPEACTABICHUIO JOKYMEHTOB I10 IEPCOHAIY B
rOCyJapCTBEHHBIE OPTaHbI;

OPTaHU30BBIBATH TOKYMEHTOOOOPOT MO YUETY
U IBIXKEHUIO Pa0OTHHKOB;

BECTH BOMHCKHH Y4€T pabOTHHKOB,

BECTH yuéT padouero BpeMeHH pabOTHUKOB,
oopMIIATH OpraHNU3aMOHHO-
pacropsANTEIbHBIE JOKYMEHTBI 10 IHIHOMY
COCTaBy;

BECTH PETUCTPALIHIO, YUET, OTIEPATUBHOE
XpaHEHHE JOKYMEHTOB I10 INYHOMY COCTaBY,
BECTH JOKYMEHTALIUIO, TOATBEPKAAIOLIY IO
CBENICHUS

O TPYAOBOH AESTEIHHOCTU U TPYIAOBOM CTaXKe
pabOTHUKOB,

(dbopMHUPOBATH TUYHBIE N1ej1a PAOOTHUKOB,
oopMIIATE eNa 1O JINYHOMY COCTaBY ISt
nepenavu
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B aPXUB OpraHU3aLHH;
padoTaTk CO CreHHaTN3UPOBAHHBIMHU
UH(POPMALMOHHBIMH CUCTEMaMH U 6a3amu
TAHHBIX MO BEACHUIO YUETA U IBUKEHUIO
pabOTHUKOB.

3HaHus:

HOPMAaTHUBHBIE IPABOBbIE aKThl POCCUIiCKON
Deneparun B chepe TPYIOBBIX OTHOLICHUH,
JIOKAJIbHbIE HOPMATHUBHBIE AKTBI,
periIaMeHTHPYIOIUE TPYAOBbIE OTHOIICHHS,
COBpPEMEHHbIe HHPOPMALIMOHHO-
KOMMYHUKALIHOHHbIE TEXHOJIOTUH, TPUMEHSEMbIE
B paboTe ¢ JOKyMEHTaMHU T10 JINYHOMY COCTABY;
CTPYKTYpa OpTaHU3aLUH, PyKOBOACTBO
CTPYKTYPHBIX NOJPA3EIIECHHI;

NpaBUiIa AEJONPOU3BOACTBA,

NpaBUJIa PyCCKOTO SI3BIKA,

JTHKA JIEJIOBOrO OOIIEHHSI,

TpeOOBaHUs OXPaHbI TPY/IA.

K 1.9.
Oprann3oBbIBaTh
TEKyIIlee XpaHEHHE
TOKYMEHTOB,
00paboTKy nen st
OTEPaTUBHOTO

U aPXUBHOTO
XpaHEHHsI, B TOM
YHCIIe C
UCTIOJIb30BaHHEM
aBTOMAaTU3HPOBAHHBIX
CHCTEM

Hasbixu

OpraHU3aLUH TEKYLIero XpaHeHUs TOKYMEHTOB,
00paboTKH A€ ISl ONIEPAaTUBHOTO U ApXUBHOTO
XPaHEHHs], B TOM YHCJIE C UCIOJIb30BaHHEM
ABTOMATHU3UPOBAHHBIX CHCTEM

Ymenus:

pa3pabaTbIBaTh HOMEHKJIATYPY A
OpraHU3aluy,

MPOBEPSITH MPABHILHOCTb OQOPMITCHHS
JOKYMEHTOB U OTMETKU 00 X UCIIOJIHEHUHU
nepen ux (GOPMHUPOBAHUEM B JEJIO JJIs
MOCJIEAYIONIEro XpaHeH s ,(hOPMHUPOBATH Jea,
KOHTPOJIUPOBATH MPABUIIBHOE U CBOCBPEMEHHOE
pacrnpenesieHue U MOAIMNBKY TOKYMEHTOB B JIejia
B COOTBETCTBUU C HOMEHKJIATYPOH eI,
MPOBEPSITH CPOKHU XPAHEHUS JOKYMEHTOB,
COCTaBJISITh IPOTOKOJT pabOThI SKCIIEPTHON
KOMUCCHH TIO TIOATOTOBKE TOKYMEHTOB K
nepenayie B apXxus,

COCTaBJISITh aKT O BBIICJICHUN K YHUYTOXKECHUIO
JOKyMEHTOB, HE TOIJIEKAIUX XPAHEHUIO,
COCTaBJISITh KT 00 YHUYTOKEHUH JJOKYMEHTOB,;
OCYLIECTBJISITh MOJHOE UITH YaCTUYHOE
oopmiieHHe AN BPeMEHHOTO, TIOCTOSIHHOTO,
JOJITOBPEMEHHOTO CPOKOB XPaHEHHUS,
COCTAaBJISITh OMHCH €I CTPYKTYPHBIX
MOAPA3ACIICHUM TOCTOSIHHOTO, IOJTOBPEMEHHOTO
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CPOKOB XpaHEHHUs JUIsl Iepefadu el B apXUB
OpraHHU3aLuH,

NPUMEHSTh HHPOPMALTHOHHO-
KOMMYHUKAIIHOHHBIE TEXHOJIOTUHU IPH padboTe ¢
JOKy MEHTaMHU.

3HaHus:

HOPMAaTHUBHBIE IPABOBbIE aKThl POCCuiickon
Deneparun B chepe AETONPOU3BOACTBA U
apXUBHOTO JIETIa;

JIOKAJIbHbIE HOPMATHUBHBIE AKTBI,
periIaMeHTHPYIOIUE BeAeHUE AETIOMPOU3BOACTBA
U Tiepenady J1eNl B apXUB OpraHu3alny,;

BUIBI HOMEHKJIATYP 1€, obmue TpedoBaHms K
HOMEHKJIAType eI, MOPSA0K pabOTHI ¢ HEl;
nopsiiok GopMUPOBaHUS U OPOPMIICHUS JIe,
cnierudpuka GOPMUPOBAHUS OTIEITBHBIX
KaTeropui ned,

NpaBUJIa XPAaHEHUS A€JI, B TOM YHCIE C
IOKyMEHTAMH OTPAaHMYEHHOTO IOCTYTIa;
NpaBUJIa BBIIAYH U HCIIOIB30BAHMS JOKYMEHTOB
u3 c(hOPMHUPOBAHHBIX JIEIT;

MOPSIIOK MCIIOJIb30BAHUS TUITOBBIX WIIH
BEJIOMCTBEHHBIX MepPeYHeil TOKYMEHTOB,
OTIpPeNeJICHNs] CPOKOB XPaHEHHUs B IIPOIIecce
SKCIIEPTU3BI IEHHOCTH JJOKYMEHTOB,;

BUBI OMTUCEH IS OpraHu3aluy U MOPSIOK
paboThI ¢ HUMY,

TpeOOBaHUs OXPaHbI TPY/IA.

Opranmnzanus
apXxuBHOH padoThI
10 TOKyMEHTaM
OpraHU3aLuil
pa3NIUYHBIX HOpM
COOCTBEHHOCTH

IIK 2.1.
Ocy1mecTBiATh
KOMILIEKTOBaHHE
ApXUBHBIMH JeJIaMH
(moxyMeHTaMn)
apXxuBa OpraHU3aLHN

Hasbixu

yYaCTHs B KOMIUIEKTOBAHUY apPXUBHBIMH JEJIaMH
(mOKyMeHTaMM) apXHuBa OPTaHU3ALIH

Ymenus:

paboTaTk ¢ nmoxpasneaeHUsIMI/ OpraHU3asIMUA
UCTOYHHUKAMH KOMITJIEKTOBAHUSI APXHUBA,
MPUHUMATh APXUBHBIE JieNa (JOKYMEHThI) Ha
MOCTOSTHHOE WJIH JIOJTOBPEMEHHOE XPaHEHHE,
y4aCTBOBATDH B MPOBENEHUH HKCIIEPTU3BI
LIEHHOCTH PA3JINYHBIX TUIIOB U BUIOB
JOKYMEHTOB B COOTBETCTBHUH C BHYTPEHHUMH
periaMeHTaMy OpTraHU3aLHH;

NPUMEHSTh B padOTe pEKOMEHIANH YKCIIEPTHO-
MPOBEPOYHON KOMHUCCUHU WUJIA SKCIIEPTHOMN
KOMHCCHH OpTraHH3alnY,;

NPUMEHSTh NIEPEYHU C YKA3aHUEM CPOKOB
XpaHEeHHs e (IOKYMEHTOB),

co001aTh HOPMATHBHBIE CPOKU XPAHEHUS e
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(1OKyMEeHTOB),

BECTH Y4€T HCTOYHUKOB KOMILIEKTOBAHUS
apxuBa,

HCTIOJIb30BATh NEPEIOBOI OTEUECTBEHHbIN U
3apy O KHBIH OMBIT 10 KOMIUIEKTOBAHUIO apXHBa
aenamu (TOKyMEHTaMH) MOCTOSTHHOTO U
JOJNITOBPEMEHHOTO XPAHEHHS],

HCIIOJIb30BAaTh COBPEMEHHBIE
aBTOMATH3UPOBAaHHbIE, HHPOPMALIMOHHBIC U
TEJIEKOMMY HUKAL{OHHBIE TEXHOJIOTHH
IOKYMEHTUPOBAHHBIX chep AeSITeTbHOCTH
OpraHU3aLUu.

3HaHus:

HOPMAaTHUBHBIE IPABOBbIE aKThl POCCUIiCKON
Deneparun B chepe AETONPOU3BOACTBA U
apXUBHOTO JIETIa;

HAYYHO-METOINYECKUE KPUTEPHH SKCIIEPTH3BI
LIEHHOCTH Pa3JINYHbIX TUIIOB M BUIOB JEJ
(1OKyMEeHTOB),

TEOPETHUYECKUE U METOINYECKHE ACTIEKThI
KOMILIEKTOBAHUS M HKCIIEPTU3bI LIEGHHOCTH BCEX
BUJIOB JIOKYMEHTOB;

BUBI, PA3HOBUIHOCTH U (pOPMATHI BCEX BHIOB
TOKYMEHTOB,

YHUPHUIUPOBAHHYIO CUCTEMY OpPTaHNU3aLMOHHO-
PacIopsANTENBHON JOKYMEHTALINHY,

CTaHOapThl OPOPMIIEHHST OPTaHN3ALUOHHO-
PacIopsANTENBHON JOKYMEHTALINHY,

CHIOCOOBI M TEXHOJIOTHH TOKY MEHTHPOBAHUS
Pa3IUYHBIX BUAOB MPOQeCcCHOHATBHON
TesITeTbHOCTH;

OpPTaHN3aLMOHHBIEC TIPUHIUITBI KOMIUIEKTOBAHHS
nen (IOKYMEHTOB) OrPaHMYEHHOTO TOCTYTIA,
TpeOOBaHUs OXPaHbI TPY/IA.

IIK 2.2. Bectu yuér
ApXUBHBIX A€
(IOKyMEHTOB), B TOM
qHCIe

C UCTIOJIb30BAHUEM
ABTOMATH3HUPOBAHHBIX
CHCTEM

Hasbikn

BEACHUAYUYETA APXUBHBIX I (IOKYMEHTOB), B
TOM YHCJI€ C UCTIONb30BAHUEM
AaBTOMATH3UPOBAHHBIX CHCTEM

Ymenus:

MOJIb30BATHCSA YUETHBIMUA JJOKYMEHTAMHU B PaMKax
3JIEKTPOHHBIX UHPOPMAITMOHHBIX CUCTEM
JOKYMEHTHPOBAHHBIX Cep AeATEITbHOCTH
OpraHU3aluy,

MOJIb30BATHCS CEPTUPULIMPOBAHHBIMU
ABTOMATHU3UPOBAHHBIMU CHUCTEMaMHU
JOKYMEHTHPOBAHHBIX Cep AeATEITbHOCTH
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OpPTaHU3aLUH I10 YUETY, PETHCTPALIUHU, KOHTPOITIO
aen (IOKyMEeHTOB),

MOJIb30BATHCS UH(POPMALIMOHHO-CITPABOYHBIMU
CHCTEMaMH JOKYMEHTUPOBAHHBIX Cep
IeSITeIbHOCTH OPTaHU3allnY,

BECTH CIIPABOYHO-TIOUCKOBBIEC CPEACTBA K
apXHUBHBIM JI€J1aM (JJOKY MEHTaM),

BECTH YUET CTPaxOBOro (POHIA apXUBHBIX AEIT
(1OKyMEeHTOB),

NPUMEHSTh HOPMATHBHBIE MTPABOBBIC AKTHI,
JIOKAJIbHBIE HOPMATHBHBIE AKThl OPTraHU3ALIUU
METOAMYECKHE JOKYMEHTHI B 00J1aCTH y4éTa
apXHUBHBIX JeJ (JOKYMEHTOB),

BHOCHTb TPEAJIOKEHHUS MO COBEPIIEHCTBOBAHHIO
METOAMYECKOrO O0ECTIeUEeHNs YUETa Pa3HbIX
BUIOB IOKyMEHTOB B JOKYMEHTHPOBAHHBIX
cepax nesTeTbHOCTH OPraHU3aINN.

3HaHus:

HOPMAaTHUBHBIE IPABOBbIE aKThl POCCUIiCKON
Deneparun B chepe AETONPOU3BOACTBA U
apXUBHOTO JIETIa;

METOANYECKHE JOKYMEHThI U HALIHOHAJIbHBIE
CTaHZAPTHI B O0JIACTH yUETa TOKYMEHTOB H
IOKYMEHTUPOBAHHBIX chep AeSITeTbHOCTH
OpraHu3aLuy,

OTEYECTBEHHBIE U 3apPyOe KHbIC
CepTU(PUIMPOBAHHBIE CHCTEMBI
AaBTOMATH3UPOBAHHOTO yUETA APXUBHBIX JEJT
(1OKyMEeHTOB),

TpeOoBaHUs K YU€Ty 0c000 LIEHHBIX U
YHHUKAJIBbHBIX aPXUBHBIX J1e] (JIOKYMEHTOB);
CPOKH BBIMIOJHEHHS PA0OT 1O YUETY apXUBHBIX
nen (I0KyMEHTOB),

00IIMe MPUHIHIBI y4ETa U KOMILIEKTOBAHUS 1€
(MOKyMEHTOB) OTPaHHMUYEHHOTO JIOCTYTIA,
TpeOOBaHUS OXPaHbI TPy AA.

IIK 2.3.
Ocy1mecTBiATh
XpaHEHHE apXHUBHBIX
nen (IOKyMEHTOB)

C MOCTOSTHHBIM CPOKOM
XpaHEHHsI U TI0
JIMYHOMY COCTaBY

B apXHMBE OPraHU3aIluN

HaBbixnu

OCYILECTBJIEHHUS XPAaHEHUSI APXUBHBIX 1€
(MOKyMEHTOB) C MOCTOSIHHBIM CPOKOM XPaHECHHSI
Y MO JUYHOMY COCTaBYy B apXUBE OpraHU3aLUU

Ymenus:

CHCTEMAaTH3UPOBATh Aela (IOKyMEHTBI);
pa3Mernarb apxuBHBIE 1eJ1a (TOKYMEHTBI) Ha
MeCTaxX XpaHEHHsI B COOTBETCTBUU C
HOPMATHUBHBIMU TPEOOBAHUSIMH B 00JIaCTH
apXUBHOTO JIeJla U YIIPABJICHUsI JOKYMEHTaMU,
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co0I01aTh HOPMATHBHBIE PEKUMBI XPAHEHUS
apXUBHBIX AeJ (IOKYMEHTOB) Ha JIFOOBIX
HOCHUTEIISIX;

MPOBOIUTH MTPOBEPKY MOJTHOTHI COCTAaBA
ApXUBHBIX JOKYMEHTOB B €AMHHULIAX XPAHEHHS,
MPOBOJIUTH ONMCAHNE APXUBHBIX I
(1OKyMEeHTOB),

COCTABJIATh CIPABOYHO-TIOMCKOBBIE CPENICTBA K
apXHUBHBIM JI€J1aM (JJOKY MEHTaM),

BECTH YUET M KOHTPOJIb BBIIAYH APXUBHBIX JIEJT
(IOKYMEHTOB) M3 apXHUBOXPAHMJIMIIA U UX
BO3BpATA,

BECTU YUET U KOHTPOJIb IIEpeHau aeil
(OKYyMEHTOB)

B TOCYAapPCTBEHHBIN/ My HULIUTIAIbHBIA apXHUB UITH

Ha MHOC BHEIIHEC XPAHCHUE U HpI/IéMa pI(SAI
BHECIIHETO XPAHCHUA,

MPOBOIUTH MOJIUCTHYIO MPOBEPKY (HHU3MHUECKOTO

COCTOSIHUSA €T (TOKYMEHTOB);

Pa3bICKUBATh HEOOHAPY KEHHBIE J1eJ1a
(OKYMEHTHI),

3aIuInaTh MTHQOPMALIHOHHBIE PECYPChI APXUBA
OT HECAHKIIMOHUPOBAHHOIO IOCTYTIA.

3HaHus:

HOPMAaTHUBHBIE IPABOBbIE aKThl POCCUIiCKON
Denepaunu B chepe NeTONPOU3BOACTBA U
apXUBHOTO JIETIa;

HOPMAaTHUBHBIE IPABOBbIE aKThl POCCUIiCKON
Deneparun B 001actu HHGOpMAIUH,
UH(POPMALMOHHBIX TEXHOJIOTHH, 3aIUThI
UH(pOPMALIUY 1 TTEPCOHAIBHBIX JAHHBIX,
g posoii TpaHcopmanuy,

HOPMAaTHUBHBIE IPABOBbIE aKThl POCCUIiCKON
Deneparun B 061acT KOHGUASHINATBHOCTH
uHpOopMauuy,;

NpaBUJIa XpaHEHUs 1ed (IOKyMEHTOB) B
COOTBETCTBUH C UX THITAMU,

nopsiiok (OPMHUPOBAHUS TOKYMEHTOB B
KOMILIEKTBI, TPYIIIbL, TUIIBL,

TpeOoBaHUs K OPOPMIICHHUIO JOTOBOPOB Ha
pea3aIyio yCIyT BHEITHETO XPaHEHHS eI
(1OKyMEeHTOB),

CPOKH BBINOJHEHUS padoT;

TpeOOBaHUS K YCTAHOBJICHHBIM HOpMaMm
BbIPaOOTKY,

TpeOOBaHUs OXPaHbI TPY/IA.
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IIK 2.4.
Ocy1mecTBiATh
XpaHeHue,
KOMIUIEKTOBaHHUE, YUET
W UCIIOJIb30BAHUE 1€
(TOKyMEHTOB)
BPEMEHHOTO XpaHEHUs

Hasbikn

o0ecrieueHHst XpaHEHUs, KOMITJIEKTOBAHUS, yu&Ta
u

UCTIOJIB30BAHUS [1e] (JIOKYMEHTOB) BPEMEHHOTO
XPaHEHHSI

Ymenus:

OPTaHH30BBIBATH 1 00ECTIEUNBATH XPAHEHHE €I
(MOKyMEHTOB) BPEMEHHOT'O XPaHEHUSI
OpPTaHU3aLUH B TPAJUIIOHHOM H B 3JIEKTPOHHOM
BUJIE;

KOHTPOJIMPOBATh Pa3paboOTKy CTPYKTYPHBIMH
MO Pa3NIeICHUSIMHU OUCEH 1 aKTOB O BBIACICHUN
HA YHUUYTOKEHHE J1e] (JOKyMEHTOB) BPEMEHHOTO
XPaHEHUsI B TPAJUIIIOHHOM U B 3JIEKTPOHHOM
BUJIE;

(bOopMHUPOBATH EAMHHULIBI XPAHEHUS TOKYMEHTOB
IUTS UX TTOCTIENYOIIEro pa3MeIleHus B apXUBe
OpraHu3aLuy,

COCTABJIATh CIPABOYHO-TIOMCKOBBIE CPENICTBA K
apXHUBHBIM JI€J1aM (JJOKY MEHTaM),

OCYIIECTBIISATh TIOUCK €T (TOKYMEHTOB)
BPEMEHHOI'O XPAHEHHUS B IPOLIECCE UX XPAHEHHS
B CTPYKTYPHBIX NOAPA3EIEHISIX H apXHBE
OpraHu3aLuy,

OCYIIECTBIISITE METOINIECKOE PYKOBOJICTBO
OpraHu3aLuel XpaHeHHs el (JOKYMEHTOB)

B CTPYKTYPHBIX NOAPA3AEIEHUSIX OPTaHU3ALHH;
OKAa3bIBaTh CTPYKTYPHBIM MOAPA3IEICHUSIM
MPAaKTUYECKYIO TTOMOIIb B OPTaHU3aHU
XpaHEeHHs e (IOKYMEHTOB),

pa3pabaTbIBaTh CIPaBOYHO-UH(POPMAITMOHHBIE
JOKYMEHTBHI 110 OPTraHU3aLlNN HUCIIOIb30BAHMS e
(IOKYMEHTOB) BPEMEHHOT'O XPAHEHHUS B
CTPYKTYPHBIX MOJPA3EIEHISIX H aPXUBE
OpraHu3aLuy,

MPOBOIUTH HKCIEPTU3Y LIEHHOCTH JEJ
(OKYMEHTOB) BPEMEHHOT'O XPaHEHHS,
NIEPETaHHbIX B APXUB,;

OTIPeNeNSITh CPOKU XPAHEHUS J1eJ (IOKYMEHTOB)
BPEMEHHOI'O XPaHEHNS,

o0ecrieunBaTh 3aIUTy e (TOKYMEHTOB)
BPEMEHHOI'O XPAHEHHUS B OPTaHU3ALMU OT
HECaHKIIMOHUPOBAHHOTO AOCTYTIA FITH
YHUUTOKEHHS,

NPOBOIUTH (PU3NUECKOE YHUUTOKEHHE JeIT
(IOKYMEHTOB) BPEMEHHOT'O XPaHEHUSI C
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UCTEKIIUMH CPOKAMH XPAHEHUS 1OCIIe
COTJIACOBAHUS CO CTPYKTYPHBIMU
NOJpa3IeIEHUsIMU OpTaHU3aLINY,

ohopMIISITE yUETHBIE TOKYMEHTBI 00
YHUUTOXXEHHUH J1eT (IOKyMEHTOB) BPEMEHHOTO
XPaHEHHsI C UCTEKIITUMH CPOKAMH XPAHEHUS
COBMECTHO CO CTPYKTYPHBIMH NOAPA3EICHUSIMH
OpraHU3aLuH.

3HaHus:

HOPMAaTHUBHBIE IPABOBbIE aKThl POCCUIiCKON
Denepaunu B chepe aen0NpOU3BOACTBA U
apXUBHOTO JIETIa;

HOPMAaTHUBHBIE IPABOBbIE aKThl POCCUIiCKON
Deneparun B 00JaCTH 3aIIUTHI EPCOHATBHBIX
TaHHBIX;

HOPMAaTHUBHBIE IPABOBbIE aKThl POCCUIiCKON
Deneparun B 061acT KOHGUASHINATBHOCTH
uHpOopMauuy,;

METOANYECKHE JOKYMEHThI U HALIHOHAJIbHBIE
CTaHIAPTHI B OOJIACTH JENIONPOU3BOACTBA U
apXUBHOTO JIETIa;

METOAMKA Pa3pabOTKU GOPM yUETHBIX
JOKYMEHTOB B TPAIUILIMOHHOM U B 3JIEKTPOHHOM
BUJIE;

NpaBUJIa CUCTEMATH3ALNH U KJIaCCHU(UKAIIN
TOKYMEHTOB,

0COOEHHOCTH OpraHU3aLWU XPAHEHUS e
(IOKYMEHTOB) Ha Pa3JINYHBIX HOCUTEISX;
KPUTEPHUH ONPENEITICHUs LICHHOCTH JIeT
(OKYMEHTOB) ISl AJIbHEHIIEro XpaHeH s UITH
YHUUTOKEHHS,

TpeOOBaHUS K MPOLeCccaM yHIUUTOKEHHS
UH(pOPMALNY B TPATULIHOHHOM H 3JIEKTPOHHOM
BUJIE;

TpeOOBaHUs OXPaHbI TPY/IA.

IIK 2.5.
Ocy1mecTBiATh
UCIOJIb30BAHHE
ApXUBHBIX JIET
(IOKyMEHTOB), B TOM
YHCIe C
UCTIOJIb30BaHHEM
aBTOMAaTU3HPOBAHHBIX
CHCTEM

Hasbixu

OCYIIECTBJICHUS] UCTIOJIb30BAHUS APXUBHBIX J1€JT
(IOKyMEHTOB), B TOM YHCJIE C HCIIOJIb30BAHUEM
ABTOMATU3UPOBAHHBIX CHCTEM

YmMmenus:

CUCTEeMaTH3UPOBATh U 0000INATh CBEIACHMUS O
COCTaBe U COEePIKaHUU apXUBHBIX A€
(1OKyMEeHTOB),

UCTIOJIb30BaTh HHHOPMAIHOHHBIE TEXHOJIOTHH B
00acTH CO31aHuUs CIIPABOYHO-TIOMCKOBBIX
CPE/CTB apXuBa U JOKYMEHTUPOBAHHBIX Chep
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NEeATEeIbHOCTH OPraHUu3aLuu,
(bopMHUpPOBATE OCHOBHBIE M BCIOMOTATENIbHBIC
BH/JIbI APXUBHBIX CIIPABOYHUKOB B 3JIEKTPOHHOU
popme;

MOJTOTABJINBATh HH(POPMALIMOHHBIE TOKYMEHTHI
IO 3aMpOCaM MOJIb30BaTeNeH Pa3INIHBIX
KaTeropui.

3HaHus:

HOPMAaTHUBHBIE IPABOBbIE aKThl POCCUIiCKON
Denepaunu B chepe NeIONPOU3BOACTBA,
HOPMAaTHUBHBIE IPABOBbIE aKThl POCCUIiCKON
Deneparun B 00JaCTH 3aIIUTHI EPCOHATBHBIX
TaHHBIX;

METOANYECKHE TOKYMEHThI B 00JaCTH
UCTIOJIB30BAHUS M My OJIMKALINN apXUBHBIX €T
(1OKyMEeHTOB),

cepTUUIMPOBAHHBIE HHPOPMALIMOHHO-
MIOUCKOBBIEC CHCTEMBI B 00JIACTH pPa3paboTKU
HAy4YHO-CIIPABOYHOTO arnapara
IOKYMEHTUPOBAHHBIX chep AeSITeTbHOCTH
OpraHu3aLuy,

CPOKH BBIMIOJHEHHST PadOT MO OPTaHU3aLHH
UCTIOJIB30BAHUS APXUBHBIX J1€]1 (TOKYMEHTOB);
OpTaHN3aLNOHHBIE TIPUHIIHITBI HCTIOIB30BAHUS
TOKYMEHTOB OIPAaHHYEHHOT'O TOCTYTIa;
TpeOOBaHMUS K MOATOTOBKE APXHBHBIX CIPABOK H
BBIIMUCOK M3 aPXUBHBIX IOKYMEHTOB,;

TpeOOBaHUs OXPaHbI TPY/IA.

Pa3zgen 5. CrpykTypa o0pa3zoBaTeibHOM MPOrpaMmbl

5.1. YueOHblii maH

YueOHbI# TUTaH MO MporpaMMe MOATOTOBKH crienuainctoB cpennero 3seHa (IITICC3) no
cnennanbHocTd 46.02.01 JloKkyMeHTalIMOHHOE oO0OecrieueHue YIpaBlIeHUs U apXHUBOBEICHUE
COIEPIKHT CIEAYIOIIYI0 HH(POpMALIUIO:

CBonHbIe JaHHBIE MO OFOKETY BPEMEHH I10 CIIEIHMATBbHOCTH (B Hacax),

Pacnipenenenne yuebHOM Harpy3Ku oOy4arOIUXCs IO KypcaM U CeMeCTpam;

[Tepedenb kabuHeTOB, MadOpPaTOPUi, MACTEPCKUX M JP. TMOMEIISHUH IJisi MOATOTOBKH
crneruansHoctu CIIO;

IlossicHUTENBbHYIO 3aITUCKY .

Y4eOHbIH MIaH MPEACTABICH B MPUIIOKEHNUH 1.

5.2. KanenpapHsiii yueOHbIH rpadux
Kanennapuslit yueOHbli rpaduk mpeacTaBieH B IPUIOKEHNH 2.

5.3. Pabouas mporpaMma BOCIUTAHUS
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5.3.1. Llenu u 3ama4yn BOCTUTAHUS OOYYAOIIMXCS TIPU OCBOEHUU UMK 00pa30BaTeIbHOMN
MIPOrPaMMBI:

Lenp paboueil mporpaMMbl BOCIIUTAHUSI — CO3AaHHE OPTaHU3ALMOHHO-TIENArOrHUECKUX
yCIOBHHA 1JIs1 (POPMHPOBAHHUS JIMUHOCTHBIX PE3yJIbTATOB OOYYAIOLINXCS, MPOSIBIIFOLINXCS B
Pa3BUTHHM WX TO3UTHUBHBIX YyBCTB W OTHOUIEHMH K POCCHUHCKHUM TpakmaHCKUM (0a30BbIM,
oOIIeHAIMOHAIbHBIM) HOpPMaM M LEHHOCTSM, 3akperiéHHbiM B KoHctutynuu Poccuiickoit
Deneparun, ¢ yu4eToM Tpamuuuil U KyJdbTypbl cyObekra Poccuiickoit Denepanuy, AEIOBbIX
Ka4eCTB CIIELUAINCTOB CPEAHEro 3BEHA, OIpPEIENIeHHBIX OTPacieBbIMH TPeOOBaHUAMU
(KOpIOpaTUBHOMN KYJIBTYPOH).

3anauu:

— (opMHUpOBaHHE €OMHOTO BOCIUTATEIBHOIO IPOCTPAHCTBA, CO3MAKOLIETO pPaBHBIC
YCJIOBUSL IJIs1 Pa3BUTHS 00yUaromuxcs npodeccnoHanbHOl 00pa3oBaTeIbHON OpraHU3aIIHH;

— OpraHusansi BCEX BHUIOB JESITEIbHOCTH, BOBJIEKawIeld o0ydJaromuxcs B
00IeCTBEHHO-IIEHHOCTHBIE COLTMATU3UPYIOIINE OTHOLICHNUS,

— (opmupoBaHue y oOy4aromuxcs npodeccruoHanbHONH 00pa3oBaTENbHON OpraHU3aIUH
O0IIMX LIEHHOCTEH, MOPAJIbHBIX U HPABCTBEHHBIX OPUEHTHPOB, HEOOXOAMMBIX Il YCTOWYHBOTO
Pa3BUTHUSA TOCYIAPCTBA;

— YCHUJICHHE BOCIHMTATEIbHOTO BO3NEHCTBHs Onarofapsi HENpPepbIBHOCTH IpoLiecca
BOCIIMTAHUSI.

5.3.2. Pabouas nmporpamMMa BOCITUTAHHS MTPECTABICHA B IPUIIOKEHUH 5.

5.4. KaneHaapHbIi MJIaH BOCIIUTATENBHOW PadOThI
Kanennapusiii IJ1aH BOCIIUTATEIbHON padoThI NIPENCTABIIEH
B MIPUJIOKEHUU S,

Pasnen 6. YcioBus peannzauuu o0pa3oBaTeibHONH NPOrpaMMsl

6.1. TpeboBaHUsT K MaTepUAIBHO-TEXHUYECKOMY OOECIIeYeHHI0 00pa3oBaTebHON
IIPOrpaMMBl

6.1.1. CneumanbHble TNOMELICHHUS TMPENCTABISIIOT COOOH ydeOHBIE ayAUTOPUU IS
NPOBENEHUs] 3aHATHIH BCEX BUIOB, MPEAYyCMOTPEHHBIX O0pa30OBaTENbHONH MPOTrPaMMOi, B TOM
4yclie TPYNIOBbIX U MHAMBUAYAJIbHBIX KOHCYJbTALUM, TEKYIIEro KOHTPOJS U NMPOMEKYTOYHOMN
aTTeCTallMk, a TakXXe IMOMEINEeHUS Ui CaMOCTOSITEIbHOH W BOCHHUTATENBbHOW paboThl,
MacTepckue U JadopaTopuH, OCHAIIEHHBbIE OOOPYOOBAaHHEM, TEXHUYECKHMMH CPEICTBAMU
00y4eHHs U MaTepHajlaMy, YIUTHIBAIOIIUMH TPEOOBAHUS MEKAY HAPOIHBIX CTAHIAPTOB.

Ilepeuyenb cnennaJbLHBIX NMOMeEIIEHUH

KaGunertsr:

COLUAbHO-DKOHOMHYECKUX U YIIPABICHUECKUX AUCIIUTLINH,
WHOCTPAHHOTO S3bIKa B MPO(ECCHOHAIbHOM e TETbHOCTH,
PYCCKOTO si3bIKa B MPO(HeCCHOHANBHOM AesITeTbHOCTH,
MPaBOBOro odecrnedeHus MpodecCUOHANBHON esATETbHOCTH,
JIOKYMEHTAIIMOHHOTO O0ECTIeUeHH sl yIIPaBIeHus,
apXUBOBEIECHUS,

poheCCUOHAITLHOM STUKH U OCHOB JI€JIOBOTO OOIICHMS,

25



OpTraHM3aINH CeKPEeTAPCKOro 0OCTY KUBAHUS,
0€30MacCHOCTH KU3HEHAESTEIbHOCTH,
METOAUYECKUH.

JlaGopaTopumn:

KOMITBIOTEPHOH 00pabOTKH TOKYMEHTOB,;
UH(POPMALMOHHBIX 1 KOMMYHHKALMOHHBIX TEXHOJIOTUH,
apXHUBHOTO J1eT1a;

opraHu3anuu padoTsl ¢ JOKyMEHTaMU,

CHCTEM 3JIEKTPOHHOT'O TOKY MEHTO000pOTa,;

yaeOHast KaHLENSPHSL.

CnopTuBHBIH KOMILTEKC?,

3anmr:
— OubmuoTeKa, YATAITBHBIHN 3aJ1 C BBIXOIOM B HHTEPHET;
— aKTOBBII 34l

U 1p.

6.1.2. MaTepuaJbHO-TEXHUYECKOE OCHAIEHHE KaOWHETOB, J]abOpaTopuii, MaCTEPCKUX U
6a3 mpakThku no crenuanbHocTH 46.02.01 JlokyMeHTauoHHOe oOecneyeHne yIpaBiIeHUs U
ApPXHUBOBENICHHUE.

Jna  peanuzauuu nporpaMmbel 1o cneuranbHOCTH  46.02.01  JIoKyMeHTallMOHHOE
oOecriedeHre yIpaBIeHUs] U apXUBOBEICHNE, KOJUISIK PaCIoiaraeT MaTepHaIbHO-TEXHUYECKON
0a3ol, obecreunBarolIei MPOBEACHNE BCEX BUIOB IUCLHUILUIMHAPHONW M MEXIUCLUIUTHHAPHON
MOATOTOBKY, J1IaADOPAaTOPHOH, MNPakTHYECKOH paboTel 00y4aroIuXcs, MPEeAyCMOTPEHHBIX
y4eOHBIM IUJJAHOM U COOTBETCTBYIOIIEH NEHCTBYIOIIMM CAHUTAPHBIM U TPOTHUBOMOKAPHBIM
npaBUIaM U HOPMaM B pas3pe3e BbIOPAHHBIX TPACKTOPHA. MHMHHUMAJIbHO HEOOXOIUMBINA ISt
peammzarmu OOl nepedeHb MaTePHATBHO-TEXHUUECKOTO 00eCIeueH s, BKIIFOYAET B COsI:

6.1.2.1. OcHameHue kKaOMHETOB

Kabuner « CounanbHO-3KOHOMHYECKUX U YIIPABICHYECKUX AUCLUTUIAHY.

Ne HaumenoBanne o0opynoBaHus Texnudeckoe onucanue

I CnenuanusuposanHas Mme0esib H CHCTEMbI XpAHEHHS

OcHoBHoOe 000opyaoBaHHe

1 | paboune CTON U CTYJI IO KOJIMYECTBY OOYUArOIIUXCSI

2 | pabovee MecTO mperonaBaTess

II Texuuuyeckue cpeacTsa

OcHoBHoOe 000opyaoBaHHe

1 | mepcoHaNbHBIN KOMIIBIOTED

MIPUHTED

2
3 | mpoekTop
4

HHTCPAKTUBHAA JOCKa

2 Jlna peammsaumm  y4eOHOH JUCHMILIMHBL "OH3MYECKAd KyJbTypa" KOINIEMK DPACTIONATAET CIOPTHBHOM

HHPPACTPYKTYpOH, OOECHECUMBAIOIICH INPOBEACHHE BCEX BHAOB IPAKTHUYCCKUX 3aHATHH, NPEIyCMOTPECHHBIX
V4ICOHBIM IIJIAHOM.
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III IemoHcTpauoHHbIe YUeOHO-HATIISIAHBIE 0CO0US

OcHoBHOe 000py10BaHHE

Kabuner «MHOCTpaHHOTO s3bIKa B PO ECCUOHATBHOMN e TEIbHOCTI»
Ne HaumenoBanue obopynoBaHus Texnudeckoe onucanue

I CnenuanusuposanHas Mme0esib H CHCTEMbI XpAHEHHS

OcHoBHoOe 000opyaoBaHHe
1 | pabouune cTON U CTYJI 1O KOJUYECTBY O0YHarOIINXCS

2 | pabodee MecTo mpenoaaBaTes

II Texuuuyeckue cpeacTsa

OcHoBHOe 000py10BaHHE
1 | mepcoHaNbHBIN KOMIIBIOTED

2 | npuHTEp
3 | mpoekTop
4 | uHTEepaKTUBHASA AOCKA
III IemoHcTpauoHHbIe YUeOHO-HATIISIAHBIE 0CO0US

OcHoBHoOe 000opyaoBaHHe

Kabuner «Pycckoro si3bika B mpo)eCCHOHABHOM AesITENbHOCTI
Ne HaumenoBanue obopynoBaHus Texnudeckoe onucanue

I CnenuanusuposanHas Mme0esib H CHCTEMbI XpAHEHHS

OcHoBHoOe 000opyaoBaHHe
1 | pabouune cTON U CTYJI 1O KOJUYECTBY O0YHarOIINXCS

2 | pabodee MecTo mpenoaaBaTes

II Texuuuyeckue cpeacTsa
OcHoBHOe 000py10BaHHE
1 | mepcoHaNbHBIN KOMIIBIOTED

2 | npuHTEp
3 | mpoekTop
4 | uHTEepaKTUBHASA AOCKA
III IemoHcTpauoHHbIe YUeOHO-HATIISIAHBIE 0CO0US

OcHoBHoOe 000opyaoBaHHe

JonoHuTEILHOE 000py10BAHHE

Kabuner «IlpaBoBoro obecnedeHust npodecCHOHANBHOMN AeITETbHOCTI.
HaumenoBanue obopynoBaHus Texnudeckoe onucanue

|N9
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I CnenuanusuposanHas Mme0esib H CHCTEMbI XpAHEHHS

OcHoBHOe 000py10BaHHE

1 | pabouune cTON U CTYJI 1O KOJUYECTBY O0YHarOIINXCS

2 | pabodee MecTo mpernoaaBaTes

II Texuuuyeckue cpeacTsa

OcHoBHOe 000py10BaHHE

1 | mepcoHaNbHBIN KOMIIBIOTED

2 | npuHTEp

3 | mpoekTop

4 | uHTEepaKTUBHASA AOCKA

III IemoHcTpauoHHbIe YUeOHO-HATIISIAHBIE 0CO0US

OcHoBHOe 000py10BaHHE

Kabuner «J{okyMeHTaIMOHHOTO 00eCneueH sl yIPaBICHUS)

Ne HaumenoBanue obopynoBaHus Texnudeckoe onucanue

I CnenuanusuposanHas Mme0esib H CHCTEMbI XpAHEHHS

OcHoBHoOe 000opyaoBaHHe

1 | paboune CTON U CTYJI IO KOJIMYECTBY OOYUArOIIUXCSI

2 | pabovee MecTO mperoaaBaTess

3 | cuctembl XpaHeHHs AeN B y4eOHON KaHLEIAPHU

II Texuuuyeckue cpeacTsa

OcHoBHoOe 000opyaoBaHHe

1 | mepcoHaNbHBIN KOMIIBIOTED

2 | Moy

3 | mpoekTop

4 | uHTEepaKTUBHASA AOCKA

III IemoHcTpauoHHbIe YUeOHO-HATIISIAHBIE 0CO0US

OcHoBHoOe 000opyaoBaHHe

Kabuner « ApXxuBOBEIEHUS.

Ne HaumenoBanue obopynoBaHus Texnudeckoe onucanue

I CnenuanusuposanHas Mme0esib H CHCTEMbI XpAHEHHS

OcHoBHoOe 000opyaoBaHHe

1 | paboune CTON U CTYJI IO KOJIMYECTBY OOYUArOIIUXCSI

2 | pabovee MecTO mperoaaBaTess

3 | apxuBHBIE IWKa(BI

4 | oducHble cTEMIAKU

II Texuuuyeckue cpeacTsa

OcHoBHoOe 000opyaoBaHHe
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MEePCOHANILHBIN KOMITBIOTEP

Moy

IPOEKTOP

DN DN =

HHTCPAKTUBHAA JOCKa

III IemoHcTpauoHHbIe YUeOHO-HATIISIAHBIE 0CO0US

OcHoBHOe 000py10BaHHE

Kabuner «IIpodeccroHanbHON 3THKH U OCHOB JIEJIOBOTO OOIIEHUS.

Ne HaumenoBanue obopynoBaHus

TexHuueckoe onucaHue

I CnenuanusuposanHas Mme0esib H CHCTEMbI XpAHEHHS

OcHoBHoOe 000opyaoBaHHe

1 | paboune CTON U CTYJI IO KOJIMYECTBY OOYUArOIIUXCSI

2 | pabovee MecTO mperonaBaTess

II Texuuuyeckue cpeacTsa

OcHoBHOe 000py10BaHHE

1 | mepcoHaNbHBIN KOMIIBIOTED

MIPUHTED

2
3 | mpoekTop
4

HHTCPAKTUBHAA JOCKa

III IemoHcTpauoHHbIe YUeOHO-HATIISIAHBIE 0CO0US

OcHoBHoOe 000opyaoBaHHe

Kabuner « Oprannzanum ceKpeTapcKoro o0CITy KUBaHUSD.

Ne HaumenoBanue obopynoBaHus

TexHuueckoe onucaHue

I CnenuanusuposanHas Mme0esib H CHCTEMbI XpAHEHHS

OcHoBHoOe 000opyaoBaHHe

1 | paboune CTON U CTYJI IO KOJIMYECTBY OOYUArOIIUXCSI

2 | pabovee MecTO mperoaaBaTess

3 | cuctembl XpaHeHHs AeN B y4eOHON KaHLEIAPHU

II Texuuuyeckue cpeacTsa

OcHoBHoOe 000opyaoBaHHe

1 | mepcoHaNbHBIN KOMIIBIOTED

Moy

2
3 | mpoekTop
4 | uHTEepaKTUBHASA AOCKA

III IemoHcTpauoHHbIe YUeOHO-HATIISIAHBIE 0CO0US
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OcHoBHoOe 000opyaoBaHHe

Kabuner «besonacHoctu JKUBHECACATCIbHOCTH.

No

Haumenoanmne o0opynoBanus

TexHuueckoe onucaHue

I CnenuanusuposanHas Mme0esib H CHCTEMbI XpAHEHHS

OcHoBHOe 000py10BaHHE

pabo4ne CTOJN U CTYJI 110 KOJIUYIECTBY O0yHaroIuXCs

pabodee MecTO MmpenogaBaTeis

npotusoras ['TI-7

pecniuparop P-2

3aUTHBINA KOcTiIoM JI-1

00LLEBONCKOBOM 3a1UTHBIA KOCTIOM

0011eBOMCKOBOH MPUOOP XUMUYIECKOUN Pa3BeIKH

KOMIAC-a3UMYT

HHAWUKATOP paduOaKTUBHOCTH

WHIAMBUAY AJIbHBIN nepeBa3ounbiil naket UIIII-1

JKI'yT KPOBOOCTAHABJINBAOLIUN

anTeuka nHAUBUAYyaibHas 1. AU-2

KOMIUICKT HpOTHBOO)KOFOBbeI

WHIAMBUAYAJIbHBIN poTuBoxuMuyeckui naker UIII-11

— [ = [ = [ = = —
meNHOQOO\]O\U‘ILWN'—*

CyMKa CaHWUTapHas i1 OKa3aHUs MePBOM MOMOLIH
nonpasaenenusiM ¢t I'O (mpukas Ne 611 ot 08.02.2013)

16 | HoCuNKM MTalneBbIe

17 | Tpenax€p-MaHEKeH B3POCIOro MOCTPAJABIIErO
«Anekcannp-2-0.1» (ronosa, TOpc) (MK €ro aHajor) st
OTpaOOTKH MPUEMOB CEPAEHHO-IErOYHON peaHuMaLnu (Co
CBETO3BYKOBBIM HHIUKATOPOM)

18 | crenn-yronok mapkepusiii « Texauka 0€30mMacHOCTH.
Ycrpoiicto, cOopka u pazdopka aromara AK-74.
HopmaTtusbn

19 | crenn «IIpubope! paarallnOHHON U XUMHUYECKOH pa3BENKI»

20 | maker aBromara Kanamuukosa (cOopHO-pa3z0opHBIii)

21 | yueOHO-TPEHUPOBOUHBINH KOMITJIEKC OTHEBOH MMOITOTOBKH
Crpeneu-1/AK (maccorabapurasiii maker AK) nim ero
aHaJjor

22 | crenn «OpraHuzalvoHHas CTpykTypa Boopy x€HHbIX cun
Poccuniickon @enepauuny

23 | crenn «CpencTsa UHAWBUAYAJIbHOM U MPYNIIOBOM 3aIIUTHD

24 | crenn «CpencTsa 3alllUThI OPraHOB JIbIXaHUS
(MHOUBUAYATbHBIE CPENCTBA 3ALTUTHI )»

25 | creHn «YcTaBbl. 3aKOH BOSHHOM Ci1yk0bl. BoeHHast

MPUCSITaY
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26 | MarHUTHO-MapKepHas 1ocka « MakeTsl yOeKHUII U
NPOCTEHIINX YKPBITHIT» ¢ KOMILIEKTOM (OSUil 1
TEMaTHYE€CKUX MarHUTOB

II Texuuuyeckue cpeacTsa

OcHoBHoOe 000opyaoBaHHe

1 | mepcoHaNbHBIN KOMIBIOTED

MIPUHTED

2
3 | mpoekTop
4

HHTCPAKTUBHAA JOCKa

III IemoHcTpauoHHbIe YUeOHO-HATIISIAHBIE 0CO0US

OcHoBHOe 000py10BaHHE

Kabuuer « Meronuueckuiiy.

Ne HaumenoBanue obopynoBaHus Texnudeckoe onucanue

I CnenuanusuposanHas Mme0esib H CHCTEMbI XpAHEHHS

OcHoBHoOe 000opyaoBaHHe

1 | pabGodee MeCTO MO KOIUIECTBY METOAVCTOB

2 | cucteMsl XpaHeHHs y4eOHO-METOAMYECKON TOKYMEHTALUN

JonoHuTEILHOE 000py10BAHHE

1 CreHnnl

2 | Cronbl 1 CTyJIBS

II Texuuuyeckue cpeacTsa

OcHoBHoOe 000opyaoBaHHe

1 | MOY

III IemoHcTpauoHHbIe YUeOHO-HATIISIAHBIE 0CO0US

OcHoBHoOe 000opyaoBaHHe

6.1.2.2. OcHaleHue  MOMEINEHUN,  3aJeHCTBOBaHHBIX  MpPU  OpraHU3aLMU
CaMOCTOSITENTbHON M BOCITUTATENBbHOMN PadOoTBhL.
Kabuner «bubnmorexa, YMTaNbHBIA 3aJ1 C BBIXOJJOM B HHTEPHET)

Ne HaumenoBanue obopynoBaHus Texnudeckoe onucanue

I OcHoBHOe 000pyaOBaHue

pabouee mecto OubnoTeKapst

1
2 | cresnasku OUOIMOTEUHBIE I XPaHEHHsI
3 | crennaxku OUOIUOTEUHbIE AEMOHCTPALIMOHHBIE

4 | paboune CTOINBI U CTYJIbs AJIS1 OOy HarOIUXCsl

II Texuuuyeckue cpeacTsa

OcHoBHoOe 000opyaoBaHHe
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MePCOHANIbHBIN KoMIbIOTEp (padodee MecTo OubIMoTeKaps)

NEPCOHATBHBIE KOMIIBHOTEPBI IJIA o6yqa}0uu/1xcs1

MIPUHTEPHI

CKaHep

KOMHUPOBAJIbHBIN anmapar

IPOEKTOP

9KpaH

R[N |n| K| W|IN]|—

JOCTYT K 3JIEKTPOHHBIM OUOJIMOTEYHBIM CHCTEMAM

I JononnurensHoe 000pyaoBaHHe

OcHoBHoOe 000opyaoBaHHe

6.1.2.3. OcHamenue Jadoparopuii
Jlaboparopust «KommproTepHOH 00pabOTKH JOKYMEHTOBY.

Ne HaumenoBanue obopynoBaHus Texnudeckoe onucanue

I CnenuanusuposanHas Mme0esib H CHCTEMbI XpAHEHHS

OcHoBHOe 000py10BaHHE

1 | paboune CTON U CTYJI IO KOJIMYECTBY OOYUArOIIUXCSI

2 | pabovee MecTO mperoaaBaTess

3 | MapkepHas gOcKa

II Texuuuyeckue cpeacTsa

OcHoBHoOe 000opyaoBaHHe

HHTCPAKTUBHAA JOCKa

1 | mepcoHaNbHBIN KOMIIBIOTED
2 | Moy

3 | MY

4 | MY

5 | mpoekTop

6

7

YHUYTOXKUTECIIb 6YMaFI/I

I CnennanuznpoBanHoe 060pyaoBaHue, Mmedeslb H CHCTeMbI XpAHEHHS

OcHoBHoOe 000opyaoBaHHe

IV lemoHCcTpalHOHHBIE Y4e0HO-HATJISIAHbIE MOCO0US

OcHoBHoOe 000opyaoBaHHe

Jlaboparopust «MTHPOPMAITMOHHBIX U KOMMY HUKAITHOHHBIX TEXHOJIOTUI.

Ne HaumenoBanue obopynoBaHus | TexHUueCcKoe onucaHue

I CnenuanusupoBaHHast Me0eIb H CHCTEMbI XPAHEHUS (MPU HEOOXO00UMOCmU)

OcHoBHoOe 000opyaoBaHHe

32




pabodne CTOJ U CTYJI 110 KOJIUYIECTBY O0yJaromuXcs
OCHAII[EHHbIE€ KOMIIBIOTEPHBIMHU CTOJIAMU U NIOJIbEMHO-
MOBOPOTHBIMH KpeciaMu

2

pabodee MeCTO MpernogaBaTes

II Texuuuyeckue cpeacTsa

OcHoBHoOe 000opyaoBaHHe

1

NepCOHAIbHBIN KOMITBIOTEP Ha KaXX0e pabouee MeCTo:

C YCTaHOBJICHHBIM IPOTPAMMHBIM O0€CTIEYEHUEM
OTIEePALIMOHHAS CHCTEMA, aHTHBHPYCHAs IPOrpaMma,
TeKCTOBBIH, Tabnmuunslil pegakrop, CYB/I, mporpamma amnst
cosnmaHus npeseHtauuii, IlepconanbHbIil HHPOPMATOHHBIH
MeHeKep ¢ QYHKIHMAMU OYTOBOrO KiimeHta u Groupware,
apXUBATOPBI, MPOTPAMMBI CKAHUPOBAHMUS,
KOHBEPTUPOBaHUs (Paiiios,

C IOCTYIIOM B INIOOAJIbHYIO C€Th UHTEPHET, B JIOKAJIBHYIO
ceTb yueOHOTro 3aBeIeHHs], B CIIPAaBOYHO-TIPABOBY O
CHCTEMY U 3JIEKTPOHHO-OUOIMOTEYHYIO CUCTEMY

npunTep/MOY

ckaHep/MOY

KONMPOBAIBHBIHN anmapat/MPVY

IPOEKTOP

N =W

HHTCPAKTUBHAA MPHUCTABKa K JOCKE UJIM MHTCPAKTUBHAA
JOCKa

I CnennanuznpoBanHoe 060pyaoBaHue, Mmedeslb H CHCTeMbI XpAHEHHS

OcHoBHoOe 000opyaoBaHHe

IV lemoHcTpannoHHblIe y4eOHO-HATJISIAHbIE TOCOOHS

OcHoBHoOe 000opyaoBaHHe

Jlaboparopust K APXUBHOTO Je1ay.

No

HaumenoBanue obopynoBaHus

TexHuueckoe onucaHue

I CnenuanusuposanHas Mme0esib H CHCTEMbI XpAHEHHS

OcHoBHoOe 000opyaoBaHHe

pabo4ne CTOJN U CTYJI 110 KOJIUYIECTBY O0yHaroIuXCs

pabodee MecTO MmpenogaBaTeis

apXWBHBIE ITKA(BI

oucHBIE CTeNTaKU

MapKepHasi J0CKa

YHUYTOXKHUTEJb TOKYMEHTOB (IIpenaep),

NN B W N~

UHCTPYMEHTBI H MaTePHAJIBI AJIS1 IPOIIUBKU TOKYMEHTOB
(MEXaHMYECKHE U PyUHBIE):
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8 | mMpOIMBHOE YCTPONCTBO

9 | IBIPOKOJIBI HA 1BA U YETHIPE MPOKOJIA

10 | mwuio mo KOJIMYecTBY 00yYarO MK sl

11 | urna mo KOJU4EeCTBY OOYYArOIITHXCS

12 | kapToH «apxuBHbIH cTaHAapT» 230 x 320 MM ¢ OUTOBKOH
(o muHUM cruda) Mo KOJMYECTBY O0YUArOIIUXCSI

13 | HUTH I NOAIINBKY JOKYMEHTOB JIABCAHO-IITAIIEIIbHBIE
JIII-210 mo konu4yecTBy 00yYaIOLIIXCS

14 | meyaTs U WITAMIIBI 11 3aBEPEHUS] APXUBHBIX CIIPABOK,
KOMHH U BBIMTUCOK (OTMETKA O 3aBEPEHUH KOIHH

IOKYMEHTOB, mraMn «Konws»);

II Texuuuyeckue cpeacTsa

OcHoBHoOe 000opyaoBaHHe

1 | mepcoHaTBHBIN KOMITBIOTEP HA KaXKI0e padodee MeCTo ¢
yCTAHOBJIEHHBIM MPOTPAMMHBIM 00€CTIEUEHUEM:
ONepalMOHHasA CUCTEMa, AaHTUBUPYCHAs IPOrpaMma,
TEKCTOBBIH, CHCTEMA 3JIEKTPOHHOTO JOKYMEHTOO00POTA,
MPOTPAMMHBINA MPOAYKT, PeaTH3yOMui (yHKIINH apXxuBa
OpraHu3alyy,

C IOCTYIIOM B IIOOAJIbHYIO CETh HHTEPHET, B JIOKAJIBHYIO

U 3JIEKTPOHHO-OUOIMOTEUHYIO CUCTEMY

ceTh yueOHOTro 3aBEeJICHHsI, B CIIPABOYHO-IIPABOBYIO CUCTEMY

npuaTep/MPY

ckaHep/MP@Y

KOMHMPOBAJBbHBIN armapat/M®VY

IPOEKTOP

N =W

HHTCPAKTHUBHAA ITPUCTABKA K JOCKE UJIM UHTEPAKTUBHAA
J0OCKa

I CneunanusupoBanHoe 000pya0BaHHne, Me0e/Ib H CHCTEMBI X

paHeHust

OcHoBHoOe 000opyaoBaHHe

IV lemoHcTpannoHHblIe y4eOHO-HATJISIAHbIE TOCOOHS

OcHoBHoOe 000opyaoBaHHe

Jlaboparopust «Opranuzanuu paboThl ¢ JOKYMEHTAMI.

Ne HaumenoBanne o0opynoBaHus

TexHuueckoe onucaHue

I CnenuanusuposanHas Mme0esib H CHCTEMbI XpAHEHHS

OcHoBHoOe 000opyaoBaHHe

1 | paboune mecta 00yHJarOIITIXCS

2 | pabovee MecTO mperoaaBaTess

3 | oducHble cTemTaKu
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MOABEMHO-TIOBOPOTHOE KPECIIO MO KOJHYECTBY
o0yHaromuxcst

6YMaFOYHI/ILITO)KI/ITeJ'Ib

OymaropesaTesbHOe YCTPOMCTBO

JIAMHHATOP

OportopaTop

O | 0| | V| D

KOHBEPTOBCKPBIBATECIIb

—_
o

KaHIENAPCKKE MevaTH (OTTHUCK TeYaTh) U [ITAMIIbI IS
00paboTKN TOKyMEHTOB (OTMETKA O TIOCTYTUIEHUH, OTMETKA
O KOHTPOJIE)

11

MaJiasi KaHIEJSIPUS 10 KOJMMYECTBY OOYUarOIIUXCsI B
COOTBETCTBUH C HHPPACTPYKTYPHBIM JICTOM

II Texnuueckue cpeacTsa (1pu HeoOXOOUMOCHI)

OcHoBHOe 000py10BaHHE

1

MIEPCOHANIbHBIN KOMITBIOTEP Ha Kakaoe padbodee MecTo:

C TOCTYTIOM K JIOKAJIbHOU CeTH y4eOHOrO 3aBEICHUS,
r100aTbHOM CETH MHTEPHET, CIIPABOYHO-TIPABOBOH CHCTEME,
3JIEKTPOHHBIM OUOJTMOTEYHBIM CHCTEMAM;

nmporpaMMHOe oOecriedeHre: TeKCTOBBIHN, TaOIUIHBIN
penakTop, mporpamma co3ganus npesenraunii, CYB/],
MePCOHANIbHBIN HHPOPMALIMOHHBIN MEHEKEP ¢ QYHKLIUIMU
MOYTOBOTO KJIneHTa u Groupware, CUCTEMa 3JIEKTPOHHOTO
JOKYMEHTOO00POTa, apXUBATOP, MPOTPAMMbI CKAHUPOBAHHUSI
¥ KOHBEPTUPOBAHUS JOKYMEHTOB, POTPAMMBI JJIst
MOATOTOBKU JOKYMEHTOB K TIE€penaye B apXUB.

2 | npuaTep/MOY

3 | ckanep/MO®Y

4 | xonupoBaNbHBIH anmapat/MOY

5 | MHOTOdYHKIIMOHANBHOE ycTpoiicTBO MDYV (mpuHTED,
CKaHep, KOIHUP, CPENICTBA CBSI3H)

6 | mpoekTop

7 | UHTepaKTUBHAS MIPUCTABKA K JOCKE MJIH HHTEPAKTUBHAS

J0OCKa

I CneunanusupoBanHoe 000pya0BaHHne, Me0e/Ib H CHCTEMBI X

paHeHust

OcHoBHoOe 000opyaoBaHHe

IV lemoHCcTpalHOHHBIE Y4e0HO-HATJISIAHbIE MOCO0US

OcHoBHoOe 000opyaoBaHHe
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Jlaboparopus «CucTeM 3JeKTPOHHOTO TOKYMEHTO000pOTAY.

No

HaumenoBanue obopynoBaHus

| TexHuueckoe onucaHue

I CnenuanusupoBaHHast Me0eIb H CHCTEMbI XPAHEHUS (MPU HEOOXO00UMOCmU)

OcHoBHOe 000py10BaHHE

1

paboune mecTa 00yHarOIIIXCS

2

pabodee MecTO MmpenogaBaTeis

3

MOABEMHO-TIOBOPOTHOE KPECIIO MO KOJHYECTBY
o0yHaromuxcst

6YMaFOYHI/ILITO)KI/ITeJ'Ib

OymaropesaTesbHOe YCTPOMCTBO

JIAMHHATOP

OportopaTop

KOHBEPTOBCKPBIBATECIIb

O | XA ||~

KaHIENAPCKKE MevaTH (OTTHUCK TeYaTh) U [ITAMIIbI IS
00paboTKN TOKyMEHTOB (OTMETKA O TIOCTYTUIEHUH, OTMETKA
O KOHTPOJIE)

10

MaJiasi KaHIEJSIPUS IO KOJIMYECTBY O0yUarOIIHNXCs B
COOTBETCTBUH C HHPPACTPYKTYPHBIM JICTOM

II Texuuuyeckue cpeacTsa

OcHoBHoOe 000opyaoBaHHe

1

MIEPCOHANIbHBIN KOMITBIOTEP Ha Kakaoe padbodee MecTo:

C TOCTYTIOM K JIOKAJIbHOU CeTH y4eOHOrO 3aBEICHUS,
r100aTbHOM CETH MHTEPHET, CIIPaBOYHO-TIPABOBOH CHCTEME,
3JIEKTPOHHBIM OUOJTMOTEYHBIM CHCTEMAM;

nmporpaMMHOe oOecriedeHre: TeKCTOBBIHN, TaOIUIHBIN
penakTop, mporpamma co3ganus npesenraunii, CYB/],
MePCOHANIbHBIN HHPOPMALIMOHHBIN MEHEKEP ¢ QYHKLIUIMU
MOYTOBOTO KJIneHTa u Groupware, CUCTEMa 3JIEKTPOHHOTO
JOKYMEHTOO00POTa, apXUBATOP, MPOTPAMMbI CKAHUPOBAHHUSI
¥ KOHBEPTUPOBAHUS JOKYMEHTOB, POTPAMMBI JJIst
MOATOTOBKY JOKYMEHTOB K TIepeniaie B apXuB

2 | npuaTep/MOY

3 | ckanep/MO®Y

4 | xonupoBaNbHBIH anmapat/MOY

5 | MHOTOdYHKIIMOHANBHOE ycTpoiicTBO MDYV (mpuHTED,
CKaHep, KOIHUP, CPENICTBA CBSI3H)

6 | mpoekTop

7 | UHTepaKTUBHAS MIPUCTABKA K JOCKE MJIH HHTEPAKTUBHAS

J0OCKa

I CnennanuznpoBanHoe 060pyaoBaHue, Mmedeslb H CHCTeMbI XpAHEHHS

OcHoBHoOe 000opyaoBaHHe

IV lemoHcTpannoHHblIe y4eOHO-HATJISIAHbIE TOCOOHS
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OcHoBHoOe 000opyaoBaHHe

Jlaboparopust «YdeOHasi KaHIEIAPUSY.

No

HaumenoBanue obopynoBaHus

TexHuueckoe onucaHue

I CnenuanusuposanHas Mme0esib H CHCTEMbI XpAHEHHS

OcHoBHoOe 000opyaoBaHHe

1

paboune mecTa 00yHarOIIIXCS

2

pabodee MecTO MmpenogaBaTeis

3

MOABEMHO-TIOBOPOTHOE KPECIIO MO KOJHYECTBY
o0yHaromuxcst

6YMaFOYHI/ILITO)KI/ITeJ'Ib

OymaropesaTesbHOe YCTPOMCTBO

JIAMHHATOP

OportopaTop

KOHBEPTOBCKPBIBATECIIb

O | R ||| n| B~

KAHIENMAPCKHE MevaTH (OTTUCK TI€YaTH) U [IITAMITBI IS
00paboTKN TOKyMEHTOB (OTMETKA O TIOCTYTUIEHUH, OTMETKA
O KOHTPOJIE)

10

MaJiasi KaHIEJSIPUS TI0 KOJMYECTBY OOy4aroIINuXCs B
COOTBETCTBUH C HHPPACTPYKTYPHBIM JICTOM

II Texuuuyeckue cpeacTsa

OcHoBHoOe 000opyaoBaHHe

1

MIEPCOHANIbHBIN KOMITBIOTEP Ha Kakaoe padbodee MecTo:

C TOCTYTIOM K JIOKAJIbHOU CeTH y4eOHOrO 3aBEICHUS,
r100aTbHOM CETH MHTEPHET, CIIPABOYHO-TIPABOBOH CHCTEME,
3JIEKTPOHHBIM OUOJTMOTEYHBIM CHCTEMAM;

nmporpaMMHOe oOecriedeHre: TeKCTOBBIHN, TaOIUIHBIN
penakTop, mporpamma co3ganus npesenrammii, CYB/],
MePCOHANIbHBIN HHPOPMALIMOHHBIN MEHEKEP ¢ QYHKLIUIMU
MOYTOBOrO KJIMeHTa U Groupware, CUCTeMa 3JIEKTPOHHOTO
JOKYMEHTOO00POTa, apXUBATOP, MPOTPAMMbI CKAHUPOBAHHUSI
¥ KOHBEPTUPOBAHUS JOKYMEHTOB, POTPAMMBI JJIst
MOATOTOBKU AOKYMEHTOB K TI€penaye B apXuB

npuaTep/MPY

ckaHep/MP@Y

KOMHMPOBAJBbHBIN armapat/M®VY

DN AWM

MHOTO(YHKIHOHAIIbHOE yCTpoiicTBO MDY (puHTED,
CKaHep, KOIHUP, CPENICTBA CBSI3H)

(baKCUMIIIBHBIN anmapat

muuu-ATC

IPOEKTOP

Noll No N IEN | Ne

HHTCPAKTHUBHAA ITPUCTABKA K JOCKEC UJIM UHTCPAKTUBHAA
J0OCKa
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I CnennanuznpoBanHoe 060pyaoBaHue, Mmedeslb H CHCTeMbI XpAHEHHS

OcHoBHOe 000py10BaHHE

IV lemoHcTpannoHHblIe y4eOHO-HATJISIAHbIE TOCOOHS

OcHoBHOe 000py10BaHHE

6.1.2.4. OcHamenue 6a3 MPaKkTUK

Peanmuzanus oOpasoBaTebHON MPOrpaMMbI MpEAroaraeT o0s3aTeNIbHYI0 YUeOHYI0 |
MPOU3BOJICTBEHHYIO MPAKTHKY .

VueOHasi mpakTHKa peaju3yercss B MAacTepCKHX KOoJulemka © TpeOyer Haiudus
000pyIOBaHUs, HHCTPYMEHTOB, PACXOAHBIX MAaTEPUANIOB, 00ECIEYMBAIOIINX BBIOJIHEHHE BCEX
BUIOB pabOT, ONpeneseHHbIX COAEP)KAHHEM TMpOorpaMM MPOPECCUOHANbHBIX MOAYJIEH,
OTBEUAIOIIETO MOTPEOHOCTAM OTPACIH U TPeOOBAHUSIM pabOTOAATEICH.

[IponsBoACTBEHHAST MpPaKTHKA peaju3yeTcsi B OpPraHu3alMsax Jo00ro mpoduis,
o0ecreynBaOIUX  AESITEIbHOCTh  OOydarommxcss B npodeccHoHanbHOH — obiactu
aIMAHUCTPATUBHO-YIIPABJICHYECKON 1 OQHCHON NesITeTbHOCTH.

OOopynoBaHie TPENNpUSTHA M  TEXHOJOTHYECKOE OCHalleHHe pabouux  MecT
MPOU3BOICTBEHHON MPAKTHKHU COOTBETCTBYET COMEPKAHUIO MPO(ECCHOHATBHOM ASTEIbHOCTH
IaeT BO3MOXKHOCTh OOy4YaroIiemycsi OBjaaeTh NpodeCCHOHANIbHBIMUH KOMITETEHLHSIMU IO BCEM
BUAM JAEATEJIbHOCTH, MPEAYyCMOTPEHHBIMH MPOTrPAaMMOM, C HCIIOJb30BAHHEM COBPEMEHHBIX
TEXHOJIOTUH, MaTepHaioB U 000PYIOBaAHUSL.

6.1.3. Jlonmyckaercs 3ameHa 000pyAOBaHUS €rO BUPTYAJbHBIMU AHAJIOTAMHU.

6.2. TpeboBaHus K y4eOHO-METOIUIECKOMY O0ECTIeUeHHIO 00Pa30BaTENBbHON TPOrPaMMBbl

6.2.1. bubnuoreunslii GoHA KOJUTEAka YKOMILIEKTOBAH MEYaTHBIMU U3AaHUAMH U (HIIN)
SNEKTPOHHBIMH HW3IAHUSMHU TIO KaXIOH aucrmiuinee (MOayiro) u3 pacdera He Mmenee 0,25
SK3EMITISIPA KKAOTO U3 U3JAHHH, yKa3aHHBIX B padOUMX MpOrpaMMax TUCLHILINH (MOIyJieil) B
Ka4eCTBE OCHOBHOM JINTEPATyphl, HA OAHOTO OOyYaIOIIerocs M3 4WCia JIML, OIHOBPEMEHHO
OCBAMBAIOIINX COOTBETCTBYIOIIYIO TUCHUILINHY (MOIYJIb).

B cnyuae Hanmuums  3JIEKTPOHHOW  WH(OPMAIMOHHO-00Pa30BATENILHON  Cpembl
JOMyCKAaeTCsl 3aMeHa Ie4YaTHOro OuOnmoredHoro (oOHAA  TNPENOCTAaBICHHEM  IpaBa
OJHOBPEMEHHOTO AOCTyIa HE MEHee 25 MPOLEeHTOB 00ydaromuxcsi K HU(PPOBOH (3JEKTPOHHOI)
Oubnmorexe.

ObyuaromnmMcst obecriedeH noctyn (yHaleHHbIH OOCTYI), B TOM 4HCIE B Clydae
NPUMEHEHUsT S3JIEKTPOHHOTO OOyuYeHUs, AMCTAHIMOHHBIX OOpa30BaTENbHBIX TEXHOJIOTHH, K
COBPEMEHHBIM MNpPO(EeCCHOHANBbHBIM 0a3aM JaHHBIX M HH(POPMALMOHHBIM CIIPABOYHBIM
cHCTEMaM, COCTaB KOTOPBIX ompeaesnsiercs B pabodmx mporpaMmax AUCHMIDIMH (MOAyJeH) u
MOJIJIESKUT OOHOBJIEHUIO (TIPU HEOOXOIUMOCTH).

OO6pazoBarenbHas mporpaMMa o0ecIIiednBaeTCsl y4eOHO-METONNYECKOH TOKYMEHTAIen
MO BCeM YUeOHBIM TUCLUILTUHAM (MO JISIM).

6.2.2. Obyuarommecss MHBAJIHMIbI M JINLA C OTPAHUYEHHBIMH BO3MOXKHOCTSIMHU 3/I0POBBSI
oOecrie4eHbl TeYaTHBIMU U (MJIH) 3JIEKTPOHHBIMU yUEOHBIMH H3aHUSMH, aJanTHPOBAHHBIMU
py HeOOXOIUMOCTH 1Tt OOYUeHHS YKa3aHHBIX 00YYaroIIUXCS.
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6.23. IlepeueHp HEOOXOAMMOrO KOMIUIEKTa  JIMIEH3MOHHOIO M  CBOOOMHO
pacrpoCTpaHsIeMOro  IMPOrpaMMHOrO  odecreueHus, B TOM  4YHCIE  OTE€YECTBEHHOIO
TIPOM3BOACTBA.>

Ne | HammeHoBaHue Koa u HanmeHoBaHue Konaunuectso
n/m | JULEH3HOHHOT0 H CBOOOIHO y4eOHOM JHCUHILTHHBI (MOIYJIs1)

PACHIPOCTPAHSIEMOT0

NPOrpaMMHOro0 o0ecrevYeHusl,

B TOM 4HCJIe 0T€4eCTBEHHOTO

NPOU3BOACTBA

1 Moii Oduc Obpazosanne wimn | [IM.01 OcymecTBieHue
€ro aHaJor OPTaHU3aLHOHHOTO
U IOKYMEHTAIIHOHHOTO 00eCreueHust
AESITeIbHOCTH OPTaHU3aLIH
OI1.05 MudpopmaunoHHbIE U
KOMMY HUKALIHOHHbBIE TEXHOJIOTUH
2 Moii Oduc Iloura nnm ero IIM.01 OcyecTtBienue
aHajor OPTaHU3aLHOHHOTO
U IOKYMEHTAIIHOHHOTO 00eCreueHust
AESITeIbHOCTH OPTaHU3aLHH ,
OI1.05 MudpopmaunoHHbIE U
KOMMY HUKALIHOHHbBIE TEXHOJIOTUH
3 Buneopenakrop Movavi uin IIM.01 OcyecTtBienue
€ro aHaJor OPTaHU3aLHOHHOTO
U IOKYMEHTAIIHOHHOTO 00eCreueHust
AeSITeIbHOCTH OPTaHN3aIiH,
OI1.05 MudpopmaunoHHbIE U
KOMMY HUKALIHOHHbBIE TEXHOJIOTUH
4 ABBYY FineReader 14 I[IM.01 OcywmectBnenne
Business nnneroananor OPTaHU3aLHOHHOTO
U IOKYMEHTAIIHOHHOTO 00eCreueHust
AeSITeIbHOCTH OPTaHN3aIiH,
IIM.02 Opranusanust apxuBHOH pabOTHI
10 JOKYMEHTaM OpraHU3alui
pa3IM4YHbIX (OPM COOCTBEHHOCTH,
OI1.07 KomneroTepHas odpaboTka
TOKYMEHTOB,
OI1.05 MudpopmaunoHHbIE U
KOMMY HUKALIHOHHbBIE TEXHOJIOTUH
5 1C: Ilpennpusitue 8. IIM.01 OcyecTtBienue

Konduryparms OpPraHU3aLOHHOTO

«loxymentoodopot ITPOD» U IOKYMEHTAIIHOHHOTO 00eCreueHust

WM €T0 aHAJIOT AeSITeIbHOCTH OPTaHN3aIiH,

IIM.02 Opranusanust apxuBHOH pabOTHI

3 VKA3BIBAETCA TPU HAJMYUE M HEOOXOIMMOCTH NMPHMEHEHHSA IPOTPAMMHOTO OOECTIEYECHHS B COOTBETCTBHH C
keanu(pukanue soiryckauka CI10
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10 JOKYMEHTaM OpraHU3alui
pa3IM4YHbIX (OPM COOCTBEHHOCTH,
OI1.05 MudpopmaunoHHbIE U
KOMMY HUKALIHOHHbBIE TEXHOJIOTUH

Effectorsaver unu ero asaior

IIM.01 OcyecTtBienue
OPTraHU3aLUOHHOIO

U JOKYMECHTAlUOHHOTO obecrieueHust
NesATeNbHOCTH OpraHu3aLuy,

IIM.02 Opranusanust apxuBHOH pabOTHI

10 JOKYMEHTaM OpraHU3alui
pa3IM4YHbIX (OPM COOCTBEHHOCTH,
OI1.07 KomneroTepnas odpaboTka
TOKYMEHTOB,
OI1.05SUHpopMaOHHBIE U
KOMMY HUKALIHOHHBIE TEXHOJIOTUH

Microsoft Office
Professional Plus 2013
WIINETOAHAJIOT

IIM.01 OcyecTtBienue
OPTaHU3aLHOHHOTO

U TOKYMEHTALMOHHOTO 00eCeYeH s
NeSTeNbHOCTH OPTaHU3aLIH,

OI1.07 KomneroTepnas odpaboTka
IOKYMEHTOB,

OI1.05 MudpopmaunoHHbIE U
KOMMYHUKAL[IOHHbIE TEXHOJIOTHH

Microsoft Office Standard
2013 unu ero a”Hajaor

IIM.01 OcyecTtBienue
OPTaHU3aLHOHHOTO

U TOKYMEHTALMOHHOTO 00eCeYeH s
NeSTeNbHOCTH OPTaHU3aLIH,

OI1.07 KomneroTepnas odpaboTka
IOKYMEHTOB,

OI1.05 MudpopmaunoHHbIE U
KOMMYHUKAL[IOHHbIE TEXHOJIOTHH

Windows 7 Professional,

8 Professional, 8.1,

8.1 Professional, 10 Pro uau
€ro aHajor

IIM.01 OcyecTtBienue
OPTaHU3aLHOHHOTO

U TOKYMEHTALMOHHOTO 00eCeYeH s
NeSTeNbHOCTH OPTaHU3aLIH,

OI1.07 KomneroTepnas odpaboTka
IOKYMEHTOB,

OI1.05 MudpopmaunoHHbIE U
KOMMYHUKAL[IOHHbIE TEXHOJIOTHH

10

KasperskyEndpoint
Security mist Ou3zHeca
PacmmpeHHbIl nnn ero anauor

IIM.01 OcyecTtBienue
OPTaHU3aLHOHHOTO

U TOKYMEHTALMOHHOTO 00eCeYeH s
NeSTeNbHOCTH OPTaHU3aLIH,

OI1.07 KomneroTepnas odpaboTka
IOKYMEHTOB,

OI1.05 MudpopmaunoHHbIE U
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KOMMYHHUKAIIMOHHBIC TEXHOJIOTNHU

11 | 20C C3 Aeno unu ero I[IM.01 OcywmectBnenne

aHajor OPTaHU3aLHOHHOTO

U IOKYMEHTAIIHOHHOTO 00eCreueHust
AeSITeIbHOCTH OPTaHN3aIiH,

OI1.05 MudpopmaunoHHbIE U

KOMMY HUKALIHOHHbBIE TEXHOJIOTUH

12 | CIIC Koncyasrant Imoc unu | [IM.O1 OcyiectBienue

€€ aHaJIoT OPTaHU3aLHOHHOTO

U IOKYMEHTAIIHOHHOTO 00eCreueHust
AeSITeIbHOCTH OPTaHN3aIiH,

IIM.02 Opranusanust apxuBHOH pabOTHI
10 JOKYMEHTaM OpraHU3alui
pa3IM4YHbIX (OPM COOCTBEHHOCTH,
OI1.07 KomneroTepnas odpaboTka
TOKYMEHTOB,

OI1.04 IIpaBOBBIE OCHOBBI
podeCCUOHANTBHOM e TEIbHOCTH,
OI1.05 MudpopmaunoHHbIE U

KOMMYHHUKAIIMOHHBIC TEXHOJIOTNHU

6.3. TpeboBaHMs K MPAKTHYECKONH MOATOTOBKE O0YHArOIINUXCS

6.3.1 IlpakTnyeckass MNOATOTOBKA HANpPaBJI€Ha HA COBEPUICHCTBOBAHHE  MOJEIHU
NPAaKTUKO-OPUEHTHPOBAHHOIO OOYYeHHUs, yCHIICHHE ponu padoronmaTeneil MpH IMOATOTOBKE
CHELHUAINCTOB CPEAHEro 3BeHA IMyTeM PACLIMPEHHsI KOMIIOHEHTOB (4acTeil) oOpa30BaTeNbHBIX
pOrpaMM, MPENyCMaTPHBAIOIINX MOJIEIUPOBAHUE YCIOBHH, HETIOCPEICTBEHHO CBSI3aHHBIX C
Oynymei mpodecCHOHATIbHON NesITETbHOCTBIO, 8 TaKXKe 00eCeueH st yCIOBHMA AJIsl TIOJYYeHUs
O0y4arOIUMHUCS TPAKTHYECKHNX HABBIKOB M KOMIIETEHLUH, COOTBETCTBYIOIINUX TPEOOBAHUSM,
NpeabsABIAEMbIM PaOOTOAATEISIMU K KBATU(PHUKALMSAM CIIEIUATHCTOB.

6.3.2. Komiemk caMOCTOATEIbHO MPOEKTUPYET pean3aluio  00pa3oBaTeIbHON
NporpaMMbl U €€ OTHENBbHBIX YacTed (AUCLUIUIMHBL, MEXIUCLIUIUIMHAPHBIE KYPCHI,
npodeccuoHaIbHblE MOIYJH, NPAaKTUKA M JPYrHe KOMIIOHEHThI) B (opMe NpPaKTHUIECKOH
noarotoBku ¢ yaeroM Tpedosanuit @1'OC CIIO u crienuduku nosyyaeMoi CrenuatbHOCTH.

6.3.3. ObpazoBarenbHast ASSITEIBHOCTD B (POPME MPAKTHUECKOHN MOATOTOBKH:

— BCEX BUIOB MPAKTHKH;

6.3.4. OOpasoBarenbHasi IEATENbHOCTh B (OPME MPAKTHYECKONW TOATOTOBKH
OpraHu3oBaHa Ha 2-3 Kypce OOyd4eHHs, OXBaTbiBas NMPO(EeCCHOHANbHBIE MOIYJH, BCE BUABI
NPaKTHUKY, IPENyCMOTPEHHBIE yUeOHBIM IJIAHOM 00pa30BaTEIbHON MPOTrPAMMBIL.

6.3.5 IlpakTueckas MIOATOTOBKA  OPTraHU3yeTcs B yueOHBIX, y4eOHO-
NPOM3BOJACTBEHHBIX JJA0OPATOPUAX, MACTePCKUX, Yy4eOHBIX 0a3aX TMPakTHKH ¢ HMHBIX
CTPYKTYPHBIX TMOIPAa3ACICHUSAX KOJUJIEIKa, a TaKkKe B CHENHaJbHO O0OpPYIOBaHHBIX
NOMEINeHUsIX (padounx MecTax) NPOQUIBHBIX OpraHu3alMii Ha OCHOBAaHWM JOTOBOpPa O
NPAKTUYECKOH MOATOTOBKE OOYYAIOIIMXCS, 3aKII0UAaEMOr0 MEXKAY KOJUIeDKEM M MPOQHIbHON
OpraHu3alyiel, OCYLIECTBISIOMEH  AEATENbHOCTh MO  MPOPIII0  COOTBETCTBYIOLIEH
oOpaszoBatenpHON  mporpammel (07 ~ AOMHHHCTPAaTUBHO-yIIpaBlieHUeCKass ©  OQuCHas
NeSITEIbHOCTD).
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6.3.6. Pe3ynbTarel ocBOEHUSI 00pa3oBaTeIbHON MPOrpaMMbl (€€ OTHENbHBIX 4YacTei)
OLEHMBAIOTCSI B paMKax MPOMEXYTOYHOH UM TOCYJapCTBEHHOH WTOrOBOH AaTTECTaLMH,
OpPTaHU30BAHHBIX B (OPME TEMOHCTPALIMOHHOTO SK3aMEHa.

6.4. TpeboBaHMs K OpraHU3alUN BOCITUTAHUS 00y HarOIUXCsl

6.4.1. Bocnuranne oOydaroIMXcsi MPU OCBOCHWH HMMH OCHOBHOH 00pa3oBaTeNbHOM
NPOTrPaMMbl OCYIIECTBJIIETCSI HAa OCHOBE BKJIIOYAEMBbIX B HACTOSIIYI OOpa3oBaTEIbHYIO
nporpamMMmy padodeil mporpaMMbl BOCIIUTAHHS U KAJICHJAPHOTO TUIAHA BOCITUTATENbHOW pabOThI
(mpunoxenwue 5).

6.4.2. Pabouyro nmporpamMmy BOCIHTAHUS U KaJeHIAPHBIN MJIAH BOCMIUTATEILHON padoThI
KOJUIEIIK pa3pabarbiBaeT 51 yTBEPXKAAET CaMOCTOSTENIBHO c Y4EeTOM
NpUMEPHBIX pabodeli mporpaMMbl BOCIIUTAHUS U KAJIEHAAPHOTO TUIaHA BOCTIUTATENIbHOH PaOOoTBhL.

6.43. B pa3paborke paboueil mnporpaMmbl BOCIHTAHHS W KaJEHOAPHOTO IUIAHA
BOCITUTATEIbHOH pPadOThl MPHUHUMAIOT Y4YaCTHE COBETHl OOYYAIOLIMXCS, COBETHI POAHTENEH,
npeacraBuTesu paboronarenei.

6.5. TpeboBaHMs K KaIPOBBIM YCIOBUSM pean3alii 00pa3oBaTeIbHON MPOrpaMMbl

6.5.1. Peanmuzaumst oOpa3oBaTeNbHON TpOrpaMMbl O0ECTEYHBACTCS MEAArOrHYeCKUMU
pabOTHUKAMU KOJUIEMKA, a TAKXKE JIMIAMH, MPHUBIEKAEMBIMU K peali3aliy 00pa3oBaTebHON
NpOrpaMMbl Ha YCJIOBUSIX TIPAKIAHCKO-TIPABOBOIO JIOTOBOPa, B TOM 4HCIE U3 YHCIA
pykoBomuTeneii W pabOTHUKOB OpraHW3alMi, HANpPaBICHHE JESTEIbHOCTH  KOTOPBIX
COOTBETCTBYeT  obOmacTu  mpodecCHOHANbHOM  nesitenbHOCTH 07 AIMUHUCTPATHBHO-
yOpaBleHYeCKass © O(QHCHAs OesITeNbHOCTh, HHMEIOLUIUMH CTaX pabOTBl B JaHHOM
npoheCCHOHANTLHON 00JIaCTH HE MEHEe TPeX JIET.

Kpanudukams neparornieckux pabOTHUKOB KOJUIEKa OTBEYAET KBaJH(PUKAIMOHHBIM
TpeOOBaHUSAM, YKa3aHHBIM B KBAIM(UKALMOHHBIX CIHPABOYHHUKAX U MPOEeCCHOHATBHBIX
CTaHIapTax.

ITenarornueckne pabOTHHKH, MpPHUBIEKAEMble K peanu3alun  00pa3oBaTeJIbHON
IPOTPAMMBI, IOJIyHarOT JIOMOJHUTENBbHOE MPOodecCHOHAIbHOE O0pa3oBaHUE IO MPOrpaMMam
MOBBIIIEHHS KBaJTH(PHUKALUY, B TOM YUCie B (OpPME CTAXKUPOBKU B OPTaHU3ALUIX, HATIPABICHNUE
IEATEIbHOCTH KOTOPBIX COOTBETCTBYeT oOOmacTu mnpodeccuoHambHON aearensHocTH 07
AJMHMHUCTPATHBHO-yIPaBIeHYECKast U OPHCHAS NEATENbHOCTD, HE pEke OJHOrO Pasa B TPU roaa
C YUETOM PACUIMPEHHS CIEKTPa MPO(eCCHOHATBHBIX KOMITETEHIIUH.

Jonst menarorudeckux pabOTHUKOB (B NMPHUBENEHHBIX K LEIOYHUCIEHHBIM 3HAUYCHUSIM
CTaBOK), 00€CIIEUNBAIOIIINX OCBOCHNE O0YHaOIUMHUCS MPOGECCHOHATBHBIX MOAYJIEH, MMEIOIIHX
OTIBIT IEATEILHOCTH HE MEHEE TPEX JIET B OPraHM3alMsX, HAIPaBJICHUE AEATEIbHOCTH KOTOPBIX
COOTBETCTBYeT  obOmacTu  mpodecCHOHANbHOM  nesitenbHOCTH 07 AIMUHUCTPATHBHO-
yrmpaBlieHYeckass U O(HCHAs NEATebHOCTh, B OOIIEM YHCJIe TeNaroru4eckux pabOTHUKOB,
peaNn3yoMNX MporpaMMbl MPOo(EeCCHOHANBHBIX MOAyJeld 00pa30oBaTeNbHON NpOrpamMMbl, HE
MeHee 25 MPOLEHTOB.

6.6. TpeboBaHus K (HHAHCOBBIM YCIOBHSIM peaH3ali 00pa30BaTeIbHON MPOTrPaMMBI

6.6.1. IIpumepHBI€ pacueTbl HOPMATUBHBIX 3aTPaT OKa3aHUsl TOCYIapCTBEHHBIX YCIyT MO

peanu3aliy 06pa3oBaTeNbHOM NporpaMmb*

4 OBpasoBaTeIbHAS OPTAHU3AIHS PHBOIHT PACUETHYIO BEIHYHHY CTOMMOCTH YCIIYTH B COOTBETCTBHH C
PEKOMEHIAMIAME (JSACPATBHBIX H PETHOHATBHBIX HOPMATHBHBIX JOKYMEHTOB.
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PacueTel HOpMAaTUBHBIX 3aTpaT OKa3aHUsl TOCYJAPCTBEHHBIX YCIYr IO peanu3aluu
00pa3zoBaTeNIbHON MPOTrpaMMbl OCYIIECTBISIFOTCS B COOTBETCTBUH C METOIMKOW ONpeneiIeHus
HOPMATHBHBIX 3aTpaT HAa OKa3aHUE IOCYJApCTBEHHBIX YCIYT MO peaju3aiuu 00pa30BaTeIbHBIX
nporpaMM cpeaHero npodeccruoHaapbHOro odpa3oBaHus MO MpodeccusM (CelUaabHOCTIM) |
YKPYIMHEHHbIM TpymmnaMm mpodeccuii (CrenuanbHOCTel), yTBepkaaeMble MUHIPOCBELICHHS
Poccun exxeronHo.

dunaHcOBOE ofecreueHrne peanu3auuu 00pa30BaTENbHOW MPOTPaMMBI, ONpPEAESICHHOE
B COOTBETCTBUH C OFODKETHBIM 3aKOHOAATeNnbCcTBOM Poccmiickoit Denepannn n PenepanbHbIM
3aKOHOM OT 29 nekabps 2012 Ne 273-®3 «O6 obpaszoBanmu B Poccuiickoii Denepanymy,
BKJIFOYAET B ceOs 3aTpaThl HA OIJIATy TPyZa MpernoiaBaTeield U MacTepOB MPOH3BOACTBEHHOTO
oOyueHHss ¢ yd4eTroM oOecreueHus ypoBHS CpenHel 3apa0OTHON IUIaThl MEeNarorm4ecKux
pPaOOTHUKOB 32 BBIMOJHAEMYIO UMH Y4eOHYIO (ITPeronaBaTesbCKyt0) padoTy U IPyryio padoTy B
cootBercTBuu ¢ Ykasom Ilpesunenta Poccuiickoit @enepauuu ot 7 masg 2012 r. Ne 597 «O
MEPONPUATUSX MO PeaTu3aLii TOCY 1apCTBEHHON COLUAIbHON MOJUTUKIY .

Paszpen 7. @opMupoBaHHE OLICHOYHBIX MATEPHAJIOB [Js  INPOBEACHHS
rocy1apCcTBeHHOM UTOrOBOI ATTEeCTALIMHU

7.1. T'ocynapctBenHass uroropasi arrecranus (nanee — I'MA) sBisiercst 00si3aTeIbHON 1
MIPOBOJUTCS o 3aBEPIICHUN BCErO Kypca o0yueHwHs
no HanpasieHuto mnoaroroku. B xome I'MA  oueHuBaeTcssi CTeNeHb COOTBETCTBUS
cpOpMHPOBAHHBIX KOMITETEHIIUH BbINYy CKHUKOB TpedoBanusimM @I'OC CIIO.

7.2. BBINTyCKHHUKH, OCBOUBIINE NMPOrPaMMBbI MOATOTOBKH CHELUATIUCTOB CPEIHErO 3BEHA,
cnator TMA B (dopme HEMOHCTPALIMOHHOTO OJK3aMeHa W 3allUThl JUIJIOMHOH pabOTHI.
TpeboBanust k comepKaHUIO, 00OBEMY U CTPYKTYpe OUILUIOMHOM palOThI KOJUIEIK ONpenessieT
camocTostenpHo cyderom [TOIL

l'ocynmapcTBeHHass MTOroBasi aTTECTAllUsl 3aBEPIIAETCS NPHUCBOCHHUEM KBAJTHU(UKALIIH
CHeLHaNINCTa cpenHero 3seHa: CrenuanicT no JOKyMEHTALHOHHOMY OOECTICUeHHIO YIIPABICHUS
U apXHUBHOMY JEIy.

7.3. JAns rocynapCTBEHHOW HTOTOBOWM aTTeCTallMd B KOJUIEIKE pa3padarbIBaeTcs
Iporpamma rocy1apCTBEHHOM HTOrOBOH aTTECTALUU U OLICHOYHBIE MATEPHUAIIBL.

7.4. IlpuMmepHble OLIEHOUHblE MaTepuaibl s nposeneHus ['MA BKIHOYAOT TUIIOBBIE
3aMaHus Ui IEMOHCTPALMOHHOTO 3K3aMeHa, NMPUMEPhl TeM JUIUIOMHBIX pPabOT, OmHCaHUe
MPOLEAYP U YCIOBUI NMPOBEACHUS IOCY IAPCTBEHHON UTOTOBOM aTTECTALMH, KPUTEPUHN OLIEHKH.

IIpumepHble oLieHOUHblE MaTepuanbl A nposeneHus I MA npuBeneHb! B NMPUIIOKEHUU

Pasnen 8. PazpaboTunku o0pa3oBaTeibHON NPOrpaMmsl

I'pynna paspaéoTrunkoB

DO Opraauzauus, 1OKHOCTD

I'acanoBa Myciaumat MyxTapoBHa I'BITOY P/l «Komenk MalTnHOCTPOEHHUS U CEPBUCA
uM. C.OpaKOHUKUA3EY», 3AMECTUTEIb AUPEKTOpa 1o YP

Mup3soesa I'ynbcenem I'BIIOY PJ1 «Konnenx MalmMHOCTPOEHUSI U CEpBHUCA

AOnayakanpoBHa uM. C.OpaKOHUKUA3EY, 3aMeCTUTENb TupekTopa o BP
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[Iupundexosa Xanucat
3aruauHOBHA

I'BITOY P/l «Komenk MalTnHOCTPOEHHUS U CEPBUCA
uM. C.OpaKOHUKH3€», METOAUCT

Ocmanosa XKasrapat MaromenosHa

I'BITOY Pl «Komnenk MalTnHOCTPOCHUS U CEPBUCA
uM. C.OpaKOHUKUA3EY, PETIoAaBaTeNb, MPEACeaaTe b
K 3KOHOMHUYECKUX AUCHUILINH

I'ynosa 3ympyn Y MaxaHoBHa

I'BITOY P/l «Komenk MalTnHOCTPOEHHUS U CEPBUCA
uM. C.OpaKOHUKUA3EY, PETIOAaBaTENb, MPEACEAATENb
K obmeobpa3zoBaTenbHBIX TUCIUTUINH

Puxmarynnaesa manuna
MaromenosHa

I'BITOY P/l «Komenk MalTnHOCTPOEHHUS U CEPBUCA
uM. C.OpaKOHUKUA3EY, PETIOAaBaTENb, MPEACEAATENb
LK ofmeryMaHuTapHBbIX JUCITUIUTHH

Kamuesa Xammkar
Kypbanmaromenosna

I'BITOY P/l «Komenk MalTnHOCTPOEHHUS U CEPBUCA
uM. C.OpaKOHUKHI3€», TPENoaBaTeb

Hcmaunnosa 3aiinad FOpreBHa

I'BITOY P/l «Komenk MalTnHOCTPOEHHUS U CEPBUCA
uM. C.OpaKOHUKHI3€», TPENoaBaTeb

I'acanosa Onecst MaromenpacyioBHa

I'BITOY P/l «Komenk MalTnHOCTPOEHHUS U CEPBUCA
uM. C.OpaKOHUKHI3€», TPENoaBaTeb

Abaxkaposa FOnust Bragumuposana

I'BITOY P/l «Komenk MalTnHOCTPOEHHUS U CEPBUCA
uM. C.OpaKOHUKHI3€», TPENoaBaTeb

AbauapaeBa Amxennka MycaeBHa

I'BITOY P/l «Komenk MalTnHOCTPOEHHUS U CEPBUCA
uM. C.OpaKOHUKUA3EY, MPETOAaBaTeNb, K.3.H.

PrimelieB Hukonait HukonaeBud

I'BITOY Pl «Komnenk MalTnHOCTPOCHUS U CEPBUCA
uM. C.OpaKOHUKHI3€», TPENoaBaTeb

Omapnubuposa Adunar
MaromenoBHa

I'BITOY P/l «Komenk MalTnHOCTPOEHHUS U CEPBUCA
uM. C.OpaKOHUKHI3€», TPENoaBaTeb

Pamazanosa [Tatumar AbayiaeBHa

I'BITOY P/l «Komenk MalTnHOCTPOEHHUS U CEPBUCA
uM. C.OpaKOHUKHI3€», TPENoaBaTeb

Maromenosa Pasust UcimamoBHa

I'BITOY P/l «Komenk MalTnHOCTPOEHHUS U CEPBUCA
uM. C.OpaKOHUKUA3EY, MPEToAaBaTeb, K. H.

Mup3abekoBa DibMupa AJITMKOBHA

I'BITOY P/l «Komenk MalTnHOCTPOEHHUS U CEPBUCA
uM. C.OpaKOHUKHI3€», TPENoaBaTeb

44




IIpunosxenne 1
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Jlokymenmayuonnoe obecnedene ynpasienus u apxusosedeHue

YUEBHBIN IIJIAH

MPOTPaMMBbI IMOJATOTOBKHU CIIEIIUATIMCTOB CPEAHETO 3BCHA
I'BITOY P/1 «Komnemk MammmHOCTPOSHUS U cepBruca uM. C. OpIKOHUKHUI3E»

M0 CHENUATBHOCTU CPEAHETO MPO(ECCHOHANTBHOTO 00pa3oBaHus
46.02.01 lokyMEeHTANNOHHOE 00eCTIeYeHHE YIIPABJIECHUS H APXHBOBEICHHE
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0.00 Ob111e06paz0BaTeNbHbIIH HHKI 3] 0]11| 1476 | 118 [1358]1286]1107] 179 0 0 26 | 22 | 24 | 34 0 8 0 [570| 84 | 26 | 14 | 24 [716] O 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0
OV]1.01  |Pyccrit s3pm 2 76 0 76 74 74 2 34 2 40
OVJ1.02 | Jlireparypa 2| 108 | o [ 108 106 [ 106 2 34 2 72
OV /.03 |Matemarnia 2 325 51 | 274 | 266 | 266 2 6 17 90 | 34 2 6 | 176
OV]I.04 |MHOCTpaHHBI T3BIK 21 108 0 | 108 | 106 1 105 2 34 2 7.
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OI1.00 Oob1uenpodeccHOHATLHBIH UK 2124 493 47 | 446 | 418 | 164 | 254 | 0 0 4 12 | 12 0 0 0 0 0 0 0 0 0 0 25 2 4 6 [160| 2 2 0 6 0 78 0 0 4 0 0 72 | 20 0 4 0 0 |108
OI1.01 OKOHOMHKA OPTaHH3aIH 3 43 9 34 32 22 10 0 2 0 9 2 32
0I1.02 MeHeKMeHT 6 48 4 44 42 24 18 0 2 0 4 2 42
Omos  |HPobecooHuIbHA STILG 1t 0cHOBLL 5 40 | o |40 |38] 28|10 olz2]o 2 38
JEIIOBOr0 00IIeHN
o104 |MIPABOREIE OCHOREL 6| 84 [ 16| e8| 66| 46|20 olz2]o 16 2 66
TpothecCHOHABHO AeATENbHOCTI
onos  |{ubopmatosic i 3| 76 | 8 68|66 | 1056 olz2]o 8 2 66
KOMMYHHKAITVIOHHBIE TeXHOIIOTHI
Omlgs | Yoot muK s npodeconomamiolt | 5 78 | 8706 ]| afss 2]0fs 8 | 2 6 |62
JeATENbHOCTH
on g7 |Kevmeierepuaz opaboria 4 88 | 2 [ 85| 78| 10| as 210 fs 2| 2 6 78
JIOKVMEHTOB
OI1.08 KOMMYHURAIMUBHBLE BPARIMURYM. 5 36 0 36 | 34 20 14 0 2 0 2 34
11.00 IIpodeccHoHANbLHEIN IHKJ 6|1 [10] 1526 | 184 |1342) 82€¢ | 350 | 456 | 20 | 432 | 18 | 12 | 54 0 0 0 0 0 0 0 0 0 0 26 0 2 0 [166| 82 | 14 4 18 1108 )302) 60 2 4 18 | 144270 16 2 2 18 | 180 | 88
OcylinecTBaeHne
TM.0p | OPFaHHIanKOnHoro 2| 05| 722 [108] 614|468 154294 (20 108 | 14| 6 |1a] o] o]|o]o]|o]|o|o|o|of|of2e[of2]|o 668 [1afa[15[r08[302] 0fo[o|[o|o|o|]o|]o|o|]o]|o]o
AOKYMEHTALIHOHHOTO 00ecnedenns
AeATEqbHOCTH OpPraHA3aLNN




MITK 01,01 [[lOISMERTAIIORHOS oGecrienerme 4 203 | 50 | 234|214 | 56 | 138 ] 20 “lols 17 68 | 42 | 14 6 146
VIIpABTIEHs
MITK 01,02 | OPraFmmatmss pabors o 3] 109 | o |100]| 98 | 38 | 60 o210 9 2 08
5ITEKT POHHBIMHU JOKYMEHTaMH
MJIK.01.03 Sepcrm“mm“‘ CORpeTApeKoTo 4| 100 | 20| 80| 78|32 46 o210 20 2 78
1T
MITK 01,04 [[IISMERTAITIORHOS ofccrienerme 4| 100 | 20| 80| 78| 28 | 50 o210 20 2 78
Kaj[POBOH CITyKOBI
YII.OI ‘YueGHas IIpaKTHKa 4 36 0 36 0 0 36 0 0 0 36
T111.01 T1pOM3E ONCTE €HHASA NPAKTHKA 4 7. 0 72 0 0 72 0 0 0 72
3M DK3aMeH 110 MOYIIEO 4 12 0 12 0 0 0 0 12 12
Oprasusanus apxHeHoii paGoThbl
TIM.02 o JOKYMeHTaM OpraHH3aIlHi 2 4| 546 52 | 494 | 288 | 166 | 122 | O | 180 | 2 6 18 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 |36 0 4 0 0 |200( 16 2 18 | 180 | 8%
DazIHYHBIX GODPM COGCTBEHHOCTH
MIIK.02.01 | OPPHIBaLL H HOPUATHEHO- s| 90 | 127876 | 350] 26 o210 12 2 76
TIPABOBBIE OCHOBBI APXUBHOTO €A
MIK.02.0 || CCYAGPCTSHIbIS, MYHHIMNAIL e s| 90 | 127876 | 50 26 o210 12 2 76
QAPXHBEL M apXMBBL OpraHM3alui
MIIK.02.03 | METORMIG 1 NpaicTiica 6 130 | 20 [110] 102 | 42 | 60 2lofs 12 48| s 6
APXVB OB EeHN
MITK 02,04 | OO€CTISHEHIE coxpamocTit 44 | 8 36|34 ] 24| 10 o210 F 2 1
JOKYMEHTOR
VII.02 YueGHas IIpaKTHKa 6 72 0 72 0 0 72 0 0 0 72
11.02 TIPOM3E OFCTR EHHAS TPAKT VKA 6] 108 0 108 0 0 108 0 0 0 108
Om DK3aMeH 110 MOZYIIEO 6 12 0 12 0 0 0 0 12 12
Beimoanenne paGor no paGoyeii
TIM.03 npodeccHn caysKalero 2 1] 258 24 | 234 | 70 30 40 0 | 144 2 0 18 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0|24 2 0 18 1144 | 70 0 0 0 0 0
JlesonponsBouTenh
JIOKyMEHTHPOBAHE H
MJIK.03.01 |oprarrsanmonnas o6paboTka 5 102 24| 78 | 70 30 | 40 2 0 6 241 2 6 70
JOKYMEHTOR
VILO3 ‘YueGHas IIpaKTHKa 51 144 0 144 0 0 144 0 0 0 144
OM DizaneH 10 MOIYIEO 5 12 0 12 0 0 0 0 12 12
Bcero Ges mpaxTuk 3636 | 466 | 317012962 |1729|1213| 20 0 50 | 62 | 96 | 34 0 8 570 | 84 | 26 | 14 | 24 | 716 ] 102 12 490 | 126 | 18 8 30 0 [574] 72 2 10 | 18 0 | 366 48 10 | 18 0 |246
TIaI1 TIpenaunaoMHas MpaKTHKA 144 144
FHA.00 TocypapcTBeHHas HTOroBas 216 216
aTTecrauns
TMoarotoeka k THA 144 144
THA.01 |3 oun. tp 36 36
THA.02 |4 7, i 36 36
Bcero ¢ npaxtuxamu, TIAT, THA 12 28| 4428 | 466 | 36022962 117291213 | 20 | 432 | 50 | 62 | 96 | 34 0 8 570 | 84 | 26 | 14 | 24 | 716 ] 102 12 490 | 126 | 18 8 30 [108|574) 72 2 10 | 18 | 144 | 366 | 48 10 | 18 | 180 | 606
VYue6. sarsTia no gucrpnumHam 1 MK 570 716 490 574 366 246
TocypapcTBeHHAas HTOrOBas aTTecTalus
VuebHag npaKTuka 36 144 72
1.1. BemyckHas kBanndukannoHHas pabora B Gopme T pOVEEONCTECHA2S TIpakTHEA (N0 TIpOd CTIeTHATEHOCTH) 72 0 108
JHIIOMHOTO NIPOEKTA
Bsmronserye aurmmoMHoro rmpoekra ¢ 20.05 1o 16.06 ° TIpeTHITTOMHAST TIPAaKTHKA 144
(4 men) g BCETO uacor 612 864 612 864 012 864
A BCET'O nenenms 17 24 17 24 17 24
3arura AUITIOMHOrO TpoekTa ¢ 17.06-23.06 (1 Hex.)
Koaunuecrro:
o = " 2K3aMEHOB [4) 3 1 4 2 2
.2. TocynapcrBeHHblii 9k3aMeH B Gpopmare "
3  KYTIb 4 3 4
JIeMOHCTPALIHOHHOTO 3Kk3aMeHa ¢ 17.06-23.06 (1 Hex.) . satero (¢ yuerow 13 1o dus 1ype) i
334eTOB (C yUETOM 3a4eTOB 110 (PH3HUeCKOil KyIbTYpe) 0 0 1 3 2
36,00 36,00 36,00 36,00 36,00 36,00




3. llepeyeHr kaOHHETOB, JA0OpPATOPHH, MACTEPCKHX U JApP. NOMEIIEHUIl AJsl MOATOTOBKH
cnennaabHoctu CIIO

HaumeHnoBanue

Kaouuernr:

1. COLMATBHO-3KOHOMMYECKHUX U YIIPABICHUECKUX TUCLUILINH,
HUHOCTPAHHOTO S3bIKA B MPO(PECCHOHATBHON AESTETbHOCTH,

2 HMHOCTPAHHOTO S3bIKA B MPO(eCCHOHANBHON AeATeTbHOCTH,
3 PYCCKOTO S3bIKA B TPO()ECCHOHATBHOM IeATeTbHOCTH,
4 npaBoOBOro odecTiedeHus Mpo()eCCHOHATBHOM IeATeTbHOCTH,
5 JIOKYMEHTAIIHOHHOTO 00eCTIeYeHUs VIIPaBIICHIIS,
6 ApXUBOBEICHNAA,
7 npo(eCCHOHATBHOM STHKH H OCHOB JIETIOBOTO OOIIEHHS,;
8 OpTaHM3aLIHN CEKPETAPCKOTO 0OCTY KUBAHISA;
9 0e30MacHOCTH JKH3HEAeITETbHOCTH,
10 METOANYECKHUI.
JlaGopaTopuu:

KOMITBIOTEPHOM 00pabOTKH JTOKYMEHTOB;

I/IH(i)OpMaLII/IOHHHX 1 KOMMYHHUKAIIUOHHBIX TCXHOHOFI/II\/'I;

APXUBHOTO [IeNa;

OpraHusaniy paboTh ¢ JOKYMEHTAMHU,

CHCTEM 3NIEKTPOHHOTO JOKYMEHTO000pOTA;

yueOHas KaHLETAPHL.

CnopTusHbIii KOMILIEKC

CriopTuBHBIi1 3a1.

3abI:

BI/I6HI/IOTeKa, YUTATLHBIN 3371 ¢ BBIXOJOM B UHTCPHET

AXTOBBII 341




4. lToscHUTEIBHAA 3AIIHCKA

4.1 HopmaTuBHas 6a3a peasusauuun OOII OY
Hacrosimumii yueOHBIN TUIaH OCHOBHOM oOpaszoBatenpHON mporpammbl I'BIIOY PJI «Komnemxk

MammHOCTpoeHus: u  cepsuca wuMm. C.  OpmkoHukumze» 1o  crneunanbHocTd  46.02.01

JlokyMeHTallOHHOe o0ecnieueHre YIpaBIeHUs 1 apXHBOBEACHNE Pa3padoTaH HAa OCHOBE CIECAYIOIIHX

HOPMATUBHBIX MMPABOBBIX JOKYMCHTOB!

DenepanbHblii 3ak0H OT 29 nmexabps 2012 r. Ne 273-@3 «O6 obpazoBanun B Poccuiickoii
Denepanuny;,

IIpuka3z Munnpocseuienuss Poccum ot 26 asrycra 2022 roma Ne 778 «OOytBep:kaeHHH
denepanbHOrO roCy1apCTBEHHOIO 00pa3oBaTeNbHOrO cTaHzapTra CpenHero
npodeccuoHambHOrO  oOpasoBanmsi 1o  crneuuaibHocTH  46.02.01  JIoOKyMEHTaIllMOHHOE
olecrieueHre yIpaBieHHs U apXUBOBEICHUEY,

IIpuka3z MunucrepcTBa npocseuierns Poccmiickoii @eneparm ot 24.08.2022 Ne 762 «0O6
yTBep:kaeHnn llopsinka opraHu3alu M OCYLIECTBIEHHUS] 0OPa30BaTENbHONW ESTENbHOCTH 10
00pazoBaTesIbHBIM POTrpaMMaM CpPeHEro npodeccnoHaIbHOro 00pa30oBaHUSY,

IIpuka3z Munnpocseruenus: Poccun ot 08 mHosOps 2021 r. Ne 800 «O6 yreepxnenun Iopsinka
NPOBENEHNs] TOCYAaPCTBEHHOW HMTOTOBOW aTTECTAllMM IO OOpa30oBAaTEIbHBIM IPOTrpPaMMam
cpeanero npodeccHoHaIbHOTO 00pa30BAHMSY,

ITpuxa3z MunobpHayku Poccuu Ne885, Munnpocsemerns Poccun Ne 390 ot S aBrycra 2020 r.
«O mpakTudeckoil moxroropke oOydarommxcs» (BMmecte ¢ «llojoXXKeHHEM O MPaKTHYECKOH
MOATOTOBKE O0YHarOIUXCS,

IIpuxaz MuHucrepcTBa Tpyaa M COLUAIbHON 3amuTel Pocculickoin @enepauun ot 15 nrond
2020 r. Ne 333H (3apeructpupoBaH MuHUCTEpCTBOM rocTHUIMU Poccuiickoit @enepanuu 15
utont 2020 1., peructpaunoHHbiii Ne 58957) «OO6 yrBepxkaeHun MnpodhecCHOHATBHOTO
crangapta «CHnenuanucT MO OpraHU3alMOHHOMY M JIOKYMEHTAIIMOHHOMY OO€CIeYeHHI0
YIIPABJIEHUs] OpraHU3aLnuey,

IIpuxaz MunucrepcTsa Tpyna U couuaibHON 3amuthl Poccuiickoil @eaepaunu ot 18 mapra
2022 1. Ne 140H (3apeructpupoBaH MuHHCTEpCTBOM rocTHIMU Poccuiickoii @eneparmn 21
anpenss 2022 r., peructpauuoHHbsli Ne 63193) «OO0 yTBepxneHUH MpodecCHOHATBHOTO
crannapra «Crequanuct apxuBay.

IMonokeHne 0 rocynapCcTBEHHONM UTOroBoi arrectauuu BeimyCKHUKOB [ BIIOY P «Komnemx
MaliuHocTpoeHus u cepsuca UM. C. OpKOHUKUAZE»

[Monoxenne o mpakTHueckod monroroBke obydaromuxcst [BIIOY P/l «Komnemxk
MaliuHocTpoeHus u cepsuca UM. C. OpKOHUKUAZE»

HopwmartusHo-MeToanueckyro 06a3y pa3paboTku yueOHOro MIaHa COCTABIISIOT!
— Meroanyeckue peKOMEHAALMH MO pean3aluy CpeaHero oduero oOpa3oBaHus B Mpeaesax

OCBOEHHUSI O0OpPa30BaTEIbHONW MPOTPaMMbI CpPeaHEro MpodeCCHOHATBLHOTO O0pa3oBaHUS HA
6aze ocHoBHOrO oOmmero obpasosanus (yTB. MuUHHCTEPCTBOM mpoceeuierns PP 14 anpens
2021r.)

— PaswpsacHenns mno ¢opmupoBanmo yuebHoro twaHa OOII HIIO wu CIIO (tmcemo

nenapraMeHTa npodeccuoHanbHOro obpasosanus MunoOpuayku Poccun ot 20.10.2010 Ne
12-696)



4.2. Opranusanus yue0HOro npouecca 1 pekum 3aHsiTUl

CTtyneHTsl BceX KypcoB Ha4MHAIOT oOydeHue ¢ 1 cenTsiops. KommuecTBo 4acoB MakCHMAJIbHOM
HArpy3Kd CTYEHTOB HE NpEBbIIAeT 36 4YacOB B HENENI0, C YYETOM CaMOCTOSITENIbHOW padoThI
crynenToB. llpomomxurensHOCTh yueOHOH Henmenu — 6 aHEH. 3aHATHA TPYNIMUPYIOTCS Mapamy,
MIPOJOJIKUTENILHOCTD 3aHATHN 45 MUHYT.

Ouenka kadectBa ocBoeHust OOII BkIIOUaeT TEKyLIMH KOHTPOJIb 3HAHMM, MPOMEXYTOUHYIO U
rOCyIapCTBEHHYIO UTOTOBYIO aTTECTALIMIO O0YJAIOLINXCS.

IIpaktuka  sBiusercst  obssarenpHbIM  pazgenom  OOIL  Ilpm  peammsammu  OOIT
NPEAyCMaTPHUBAIOTCS CIEAYIOLINE BUABI MPAKTHK: yueOHast U MPOU3BOACTBEHHAs. Bce BUIBI MPakTHK
peann3yroTcss B opMe MPaKTUUECKOH MOATOTOBKH. IIpOM3BOACTBEHHAS MPAKTHKA COCTOHMT U3 JIBYX
STAINOB: MPAKTUKU MO NPO(UITFO CIEUMANbHOCTH U MPEIAUIIIOMHON PAKTHKH.

VYuebHast W TNPOU3BOACTBEHHast (MO NPOPIIIO CNEHUANbHOCTH) MpPAKTUKAa TPH OCBOCHUHU
CTyI€HTaMH NMPO(ECCHOHANBHBIX KOMIIETCHLIIMH B paMKax MpopeCCHOHAIBHBIX MOIYJIEH MPOBOAUTCS
U peau3yroTCsl KOHLEHTPUPOBAHHO B HECKOJIBKO MEPHOIOB.

K mpoxoxaeHuro npenaurioMHON MPAaKTUKU JOMYCKAIOTCA CTYAEHTBI, YCIIELIHO CHaBLINE BCE
NPeAyCMOTPEHHbIE Y4eOHbIM MIaHOM (GopMbl KOHTPOJs. IlpenauniaoMHasi mpakTHKa MPOBOAMTCS B
OpPTaHU3aLWsIX, HAMpPAaBJIEHUE [EATEJbHOCTH KOTOPBIX COOTBETCTBYET NPO(PHII0 MOATOTOBKU

o0yHaromuxcs.

KOHCYJ'IbTaLII/II/I JJIA O6yLIaI'OH_[I/IXC$I npeayCMaTpuBarOTCA IJA MOATOTOBKH K 5K3aMC€HaAM W IJIA
BBITTOJIHEHUST KypcoBod paboTel (mpoekrta). DopMBl NMPOBEACHHS KOHCYJIBTALMA — TPYIMIOBBIE,
HHAUBUAYAJIbHBIC.

OO01asi MpOAOKUTEIHPHOCTh KAaHUKYJ B y4eOHOM rony coctamisier 11 Henmenb, B TOM yucie 2
HEeJIeNY B 3UMHHI NIEPUO.
IIpakTHKOOpHEHTHPOBAHHOCTH cocTaBiseT 61%.

4.3. O0meo0pa3oBaTeTbHBIH HHKJI

[Iporpamma cpennero obmero oOpasoBaHusi peanusyercs Ha 1 kypce. B coorBercTBHH C
tpedosanusimMu @I'OC CIIO nHopmartusHblii cpok ocBoerns OOII yBennden Ha 52 Henemnw.

O0ObeM 00si3aTeNIbHON ayIUTOPHOM HArpy3KH Ha CTYIEHTOB, 0OyJarommxcs Ha 06a3e OCHOBHOTO
oOmero oOpa3zoBanust, cocTaiseT 1476 yac. 3a OCHOBY MPUHSAT COLMAIbHO-3KOHOMHYECKHH PO HIIb.
OO6utne yueOHbIe QUCUUIUIMHBI IPEICTABIEHB! OTHOCTHIO. IIpodhribHbIe AUCIUTITHHEL

- Maremaruka,

- O01mecTBO3HAHUE.

B kauectBe y4eOHBIX AMCLMIUIMH NO BBIOOPY OOyYarOIUXCs MPENCTaBlieHa albTepHATUBHAS
OUCIUTUTHHA. POHOM SI3BIK (PYyCCKHIA).

3a cuer oObeMa wYacoB, OTBENEHHOro Ha Yy4eOHyr muciuIuinHy «OOIecTBO3HAHUEY,
oOyuaromuecs pa3padaTbIBalOT HHANBUIYAJIbHBIE MPOEKTHI 110 JUCLUTLIIHHE.

KadecTBo ocBoeHUsT yueOHBIX TUCHUILIMH 00mmeoOpasosarenpHoro mukia mo OOIT oneHuBaercs
B MPOLIECCE TEKYINEro KOHTPOJII M TNPOMEXKYTOYHOH arrectammu. IIpomekyTodHas arTecTarus
npoBoauTcs B popme nudpepeHIMPOBAHHBIX 3aU€TOB U SK3aMEHOB.

Dk3aMeHbl 1o yueOHOH aucuurumHe «MaTeMaTHKay MPOBOIATCS B MHUCbMEHHOH ¢opme, 1Mo
nucturuinHam «MHpopmatukay u «O0ImecTBO3HAHNUEY» — B YCTHOM.

4.4. ®opmuposanue BapuatusHoi yactu OOIIL

Obs3arenpras yacte nukiaos OOII cocrout u3 MHBapHaHTHOH 4acTu — oOdbemoM 1850 vacos,
I'MA — 216 yacoB u BapuaTUBHOMN yacTH — 886 4acos.

Yacel, BbIACIECHHBIE HA BAPUATUBHYIO YaCTh, UCIONIb30BAHBI!



- Ha BBEJEHUE AUCLUILINH - BCero 36 4acos, B T.4.:

- obmenpodeccrnoHaNbHbIe AUCHUIUINHBI - K KOMMYHHUKAaTHBHBINA MPAKTUKYM» - 36 HaCOB;

- Ha YBEJWYEHHUE KOJIMYECTBA 4aCcoB Bcero 850 4acos, B T.4.:

- o0wwmii ryMaHUTAPHBIN U COLUANTBHO-3KOHOMUYECKUH muki — 133 vac;
- obmenpodeccroHaNbHBIN HUKI — 67 4acoB;
- npodeccHOHaTBHBINA TUKI — 650 9acoB (B T.4. Ha YBEJTUUEHUE MPAKTHKH — 144 4ac.).

OcHOBaHHEM Il yBEJNWYEHHs OO0beMa BPEMEHH, OTBEACHHOIO Ha OCBOCHHE NUCLHILIMH H
moxayiel oOs3arenbHoi wactu OIl sBisiercs HemOCTAaTOYHBI ypOBEHb 0a30BOH IOATOTOBKH
o0yHaromuxcs.

Lenp ¢dopmupoBaHus BapHATUBHOM YacCTH OPUEHTHPOBAHA HA PACIIMPEHHE OCHOBHBIX BHIOB
IeSATEeIbHOCTH, OCBOEHHE KOTOPBIX MPUBOIUT K MOJNYYEHHIO KBadu(pHUKaHy, yriayOaeHust TOATOTOBKU
00y4aroImerocst B paMKax Mojiy4aeMoi KBaJIu(UKALIH.

YueOHble TUCIUTUIMHBL, U MEKIUCIUTUIMHAPHBIE KYPChI, BBEIEHHBIE 38 CYET YaCOB BAPUATUBHOM
YaCTH, IPOIOJDKUIIN NlepeueHb U nHaekcanuio coctasisromux Ol 3apukcuposannsix 8 PI'OC CITIO
IO CMEeLUaNTbHOCTH.

BapuatusHasi yactb yueGubIx nukiaos IIIICC3 - 886 uacos

HanmenoBaHne y4e0HBIX IHKJI0B KommyecTBo 4acoB no y4eGHbIM LHKJIAM B OTki10HeHHE
COOTBETCTBHH C B 4ac.
®rocC C1o no o0pa3oBaTe/IbHOI
CIIEUAJIBbHOCTH, IporpamMmoit
noon (yueGHbIi1 ni1aH)
OO6umit I'yMaHI/iTapHHI/I I/Iv COLIMANIBHO- 134 567 133
SKOHOMUYECKHIA Y4eOHBII KT
Ob1menpodhecCHOHATBHBINA LIUKJT 378 481 103
[IpodeccroHanbHBIN UK 534 1040 506
IIpakTuka 432 576 144
IIpomexxyTouHas arrecTauus 72 72 -
I'nA 216 216 -
Hroro: 2066 2952 886

4.5. ®opmbl npoBeaeHUs y4eOHOH H NPOU3BOACTBEHHOM NPAKTHKH

Jlisi ocBOEHUsT MporpaMM MpoheCCHOHANBHBIX MOAYJIEH MpeaycMOTpeHa ydyeOHasi MpakTUKa |
NPOM3BOACTBEHHAs (M0  MpOQUII0  CHENHAJbHOCTH)  NPAKTHUKA,  KOTOPBIE  MPOBOMASATCS
KOHLIEHTPHUPOBAHHO B HECKOJIBKO MEPUOIOB B (POPME MPAKTUIECKOHN MOATOTOBKH.

ITo nmpodeccuonanbHOMy MOAYIHO «OCYLIECTBICHHE OPTraHU3ALMOHHOTO U JJOKYMEHTAILMOHHOTO
obecriedeHns1 AeSITEIbHOCTH OPTaHU3aLUNy MPEayCMOTPEeHbI yueOHast (36 4acoB) U MPOU3BOJACTBEHHAS
npaktuka (72 yaca) B 4 cemectpe.

ITo mnpodeccuonansromMy Monymro «OpraHusanust apxXuBHOH pabOThl IO JTOKYMEHTaM
OpraHu3aLMi pa3anyHbIX GopM cOOCTBEHHOCTH» yueOHas mpaktuka (72 4aca) ¥ MPOU3BOACTBEHHAS
npaktuku (108 yacoB) peanusyrorcs B 6 cemecTpe.

ITo mpodeccuonanbHoMy Moayiito «BeimonHeHne paboT MO AOMKHOCTH Ciyxkamero 21299
«JenompousBonuTenby npeaycMoTpeHa yueOHas npaktuka (144 daca) B 5 cemectpe. B pesysbrare
OCBOEHHMSI JAHHOTO MOJYJISl CTYI€HTHI MOJYYat0T KBATU(PHUKALIIO «/]eTonpon3BOIUTENb.

IIpennunnoMHas NpakTHKA MIPOBOAUTCS TaK)Ke B 6 CEMECTpe MOCIie MPOU3BOACTBEHHON MPAKTUKU
u cocrasiisieT 144 yaca.



4.6. [Topsinok aTTecTanuy 00y4arOmMMuXcs

Jdnsa  monmydeHus —anekBaTHOW uHpopManmmu 00 y4eOHBIX JTOCTHIXKEHUSX CTYIEHTOB,
CTUMYJIUPOBAHHS Y HUX aKTUBHOCTU B OOYYEHUH HCIIONB3YIOTCS PA3IMYHBIE BHIBI KOHTPOJIS.

OneHka KauecTBa MOATOTOBKU OOYUAIOIIIMXCSI U BBIITY CKHIKOB OCYIIECTBISIETCS B IBYX OCHOBHBIX
HATPaBJICHUSX |

- OLICHKA YPOBHSI OCBOEHUSI TUCIIUILIHH;

- OIICHKA KOMIETEHIINIH 00yYaroIuXCs.

ITo y4ebHBIM nucuuruinHaM (popMaMu MPOMEXYTOYHOW aTrrecTanuu sBISIIOTCS 3 (3auer), 3
(muddepeHIpOBaHHBIN 3a4eT) 1K D (IK3aMeH).

IIpn ocBoeHMu mporpamMm NpodecCHOHATBHBIX MOXYyJIEH B IOCIENHEM CEMeCTpe H3yUeHHs
(dhopMOI MPOMEKYTOUHOH aTTECTallMM IO MOAYJIO SIBJIIETCS SK3aMEH [0 MOV, KOTOPBIN
MpeacTaBisieT co0oit GopMy HE3aBUCHUMOM OLICHKH Pe3yJIbTaTOB O0yUeHUs C y4acTheM paboTonaTese.
ITo ero uToraM BO3MOXKHO NPHUCBOEHHE BBIMYCKHHUKY ONPEACNEHHONH KBATU(pUKALMH. DK3aMeH 10
MOZYJIIO MPOBEPSIET TOTOBHOCTb OOYHAIOIIErocs K BRIITOJHEHHUIO YKa3aHHOTO BUA PO eCcCHOHATBHON
IeATeIbHOCTH B C(POPMUPOBAHHOCTD Y HETO KOMIIETEHLIUH, onpeneneHHbIx B pasaene « TpedoBanus k
pe3yibrataMm ocBoeHus obpazosarenpHON mporpamMbny PI'OC CIIO. MtoromMm mpoBEepKH SIBISETCS
OJHO3HAYHOE peLIeHHE. «BUA MPO(PEeCcCHOHATBHON AESITEIBHOCTH OCBOEH / HE OCBOEH». B 3auerHON
KHIKKe 3amuch Oynet nmetsb BUA: «BIIJ] 0CBOEH ¢ OLIEHKOM. .. ».

[IpomekyTouHasi arrecTauusi MO COCTABHBIM 3JIEMEHTaM IPOrpaMmbl NMPOdeCCHOHATBHOTO
moxyJist (mo MK — 13 wu O, o y4eOHO# 1 MpOoru3BOACTBEHHOM mpakTuke — J13).

KonnuecTBo 3K3aMEHOB B MPOLIECCE MPOMEKYTOUHOH aTTeCTallni O0YYarOIIUXCsl HE MPEBbIIIAeT
8 sK3aMEeHOB B y4eOHOM TOAy, a KOJIM4YecTBO 3a4eToB 10. B yka3aHHOE KOJIMYECTBO HE BXOJST 3a4EThl
1o (U3NIECKOH KyIbType.

Jlns mpoBeneHusl 3K3aMeHa ONpeAeNseTcs NeHb, OCBOOOXKAEGHHBIH OT Ipyrux (GopMm ydeOHOH
HArpy3KH.

[IpoMekyTounasi arrecTanuss He CKOHLIEHTPUPOBAHA B paMKaxX KaJCHIAPHON Hememu
(otcyTcTBYIOT ceccru). POpPMBI MPOMEXKYTOYHOH aTTECTALlMM W HUX KOJWYECTBO YCTAHOBJIEHBI C
COONMIOICHNEeM OTPaHWYEHUH, MNPenyCMOTPeHHbIX lIOpsSAKOM OpraHu3alul U OCYIIECTBIICHUS
00pazoBaTeNbHON AEATENbHOCTH 1O 00pa3zoBaTenbHbIM nporpammam CIIO.

4.7 ®opmbl NpoBeCHUSI FOCYAAPCTBEHHOH UTOT0BOH ATTECTALIUH

K rocymapcTBeHHON UTOrOBOH aTTeCTAllMH JOIMYyCKAeTcss OOYYaIOIUNCS, HE HWMEFOIIHA
aKaJIeMUYeCKON 3aM0UKEHHOCTH M B TIOJHOM OOBEME BBINOJHHUBINUN yuUeOHBIA IJIaH WIH
UHIMBUAYAIbHBIA Y4eOHBIH TUIaH.

I'ocynapcTBeHHas UTOTOBasI ATTECTALS BKIIOYAET OATOTOBKY M 3aIUTy AMIJIOMHON PaOOoTHI U
IeMOHCTPALIMOHHBIN 3k3aMeH. OOs3arenbHOe TpeOOBaHHE - COOTBETCTBUE TEMATHKH AMINIOMHON
paboThI CONMEPKAHHUIO OTHOTO MJIH HECKOJBKUX MPO(ECCHOHAIBHBIX MOAYIIEH.

OO0beM uacoB, OTBOAMMBIX HAa TOCYNAPCTBEHHYIO WUTOTOBYIO AaTTECTAlIMIO B Y4eOHOM IUTaHE
coctaBnsier 216 vacoB. [lanHbII 00BEM YacOB BKIJIIOHYAET MPOLEAYPHI MOATOTOBKH K IpOLERypam
3aIUTHI U MPOBEICHHUS 3aLIUThI TUITUIOMHOM padoThl, MOATOTOBKY K MPOLEAypaM IEMOHCTPALIMOHHOTO
5K3aMEHA U NPOBEAEHUE NEeMOHCTPALMOHHOIO 3K3aMeHa.

4.8. ®opMbI NMpoBeeHHUS] KOHCYIbTALMI — MPYIIOBbIE, HHAUBHUyalIbHbIEC, TUCbMEHHBIE, YCTHBIE
OMpeAeSIIOTCS mpenoaasaresieM, U corjacyrores ¢ TIK.
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0.00 06weobpasoBatesnb obs3ar. yu.(34(34(34|34|34|34|34|34|34(34(34(34(34({34|34|34|34| 0| 0(34(34(34(34|34|34|34|34|34|34(34(34(34(34|34|30|34|34|34|34(34(34(24(12| 0| 1358
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ovaot  |Pycermit sisbik obsizar.yu.| 2| 22| 2|2|2|2|2|2|2|2|2]|]2]2]2]|2 00 2|2 2(212(212(2]122]2]2 21212121212 0 76
' y cam p. ¢ ofo 0 0
ovao2 |nureparypa obsizar.yu.| 2| 22| 2|2|2|2|2|2|2(2|2]|2]|2]|2|2|2|0|0(2|2|2]|2]|2]|2|4|4|4|4|4|4|4|4]|4]|2|4|4|4|4([4]|2]2 0| 108
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' cam . c. ofo0 0 0
ovao7  [xumms obsizar.yu.| 2| 22| 2|2|12|2|2|2|2(2|2]|]2]4]4|2]2]0]|0 0 38
' LETVR ofo of o
ovaos |Buonorms obsizar.yu.| 2| 2|2 2|2|2|2|2|2|2(2|2]|]2]|2]2|4]4]0]|0 0 38
' cam p.c 0 0
ovaoe |Veropus obsizar.yu.( 6 (6| 6| 6|6|6|6|6|6(6(6(6|6|6|8|8]8]0|0 0| 108
' P LETVRN ofo of o
e TR ol e e—— obsizar.yu.| 4| 4| 4| 4| 4|4|4|4|4|4(4|4|4]|4]|2|2|2|0|0|4|4|4|4]|4]|4|4|4|4|4(4(4[4]|4|4|6]|4|6|6|6|6[6[6]6]0]| 174
. H €aM p.c 1T11(111(111(1)11(11111]111]1111111jo0jo0f(111{1)11{1]11{1]11{1)11{111{1]11{1]5(111[1]11[1]1 12| 0 55
OYA11 |Feorpacoms obs3ar. yu. 0(0|4|4|14(4|14|4|14|4|4|4)14(4)4(4]|4(4]14(2]|2|2]2]2 0 78
' P LETVR of o
IR [Buontectisighenpa obsizar.yu.[| 2| 22| 2| 2|2|2|2|2|2|2|2|2]2]|2]|2|2|0|0|2|2|2(2]2]|2]2|2|2|2|2|2|2|2|2]|2]2]|2]|2|2]|2]2 0 78
' IEYPe v b c ofo ol o
IHGRE B obs3ar. yu. olofa|lalalal|ala|a|a|alala]|a|la]|4]|4 2|2(2]2[2]4]4 o| 78
OoY[.13 |BesonacHoCTU U
3alUNTLI POAVHEI LA Pt 0j0 0] o
V1101 PoaHol si3blk obsizar.yu.| 2| 2[2|2|2|2|2|2|2|2(2|2]|]2]|2]2|4]4]0]|0 ol 38
i (pyccruii) €am p. c. 0|0 0 0
Becera vac r Heglenw afig3atenkrall YWefinaw
HaTpyaKY 34(34|134(34|34(34|34(34|34(34|34(34|34(34|34(34|34| 0| 0(34|34|34|34|34(34|34(34|34(34|34(34|34(34|34(30|34(34|34(34|34(34|24(12| 0 [ 1358
5:;::;:;;:::“"’ camocTosTensHon 2|2|2|2|2|2]|2|2]|2|2|2|2|2]|2|2|2]|2|0|o|2|2|2|2|2|2|2|2|2|2|2|2|2|2|2|6|2|2]|2|2|2]|2]|12|24]0]| 118
Bcero 4acoB B Heaento 36(36|36(36|36(36|36(36|36(36/36(36|36(36|36(36/36| 0| 0|36|36|36|36|36|36|36(36|36(36|36(36/36(36|36(36|36(36|36(36/36(36/36(36| 0 1476
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M [MopsaxoBeie HOMepa HeAenb YIeOHOrO roJa
=il KT Il B NGl R o ECH BN R il Bl iy puny ) Do) R e e S S R R R B A R B R R R R E A R R R A R A
. o6si3ar.y4. | 10 (10| 10| 10| 10| 10| 10|10|10|10|10|(10|10|10|(10|10|10| O | O |10|10|10]|10(10|10]|10|(10|10|10|10|10]|10|(10|10]|10|(10|10|10|10| 6] O| O | O] 376
CT.00 ConuajbHO-TYMAHUTAPHBIN LHKJI
cam. p. C. 3131331313333 |33133|3|3[3|3j0]jo0|2]2|2|2]222|2|22|2|2|2]2|2|2]2|2(2|2]|2|0]J0]jO]| 93
obsar.yu. | 2 | 2 2021212122122 2]2|22]12|2]0]0 34
Cr.ol1 Hcropns Poccun
cam. p. C. 1 1 1 1 1 1 1 1 010 8
CT.02 MHOCTpaHHBIH 36K B Ipodecconanbroi [o0s3ar. yu. | 4 |4 |4 [ 4| 4144444444444 4]0(0a]d]|4]d]|4d44]44]4]|4]4])4|4]4]4]44]4]|4]4 154
' ACATSTIBHOCTH cam. p. C. | | | | | | | | 00 39
o0s13aT. y4. OO 4444144444444 414]142]12]2]2]2 70
Cr.o3 Bbe3omacHOCTD KHU3HE ACATCIIBHOCTH
cam. p. C. 010 0
obsar.ya. | 2 [ 2222212222222 |2(212|2|0lO0)2|22|2(2|2|2(2|2|2|2|2|2|2|2]|4(4|4]4]|4 84
Cr.o4 duzuueckas KyIbTypa
cam. p. C. | | | | | | | | Ljofo 37
CT.06 OcHoBbI GHHAHCOBOH I'PAMOTHOCTH H oosar.ya. | 2 [ 222|222 2|2|2|2|2|2]2]2]2]2]01]0 34
’ HpC,Z[CHpI/IHI/IMaTCHLCKOI\/'I ACATCIBHOCTH cam. p. c. 1 1 1 1 1 1 1 1 1 0 0 9
obsizar.y4. | 10 (10| 10| 10|{10|10|10|10|10|10]|10|(10|10]|10|(10|10|12| O | O 258
OIL.00 |OdwenpodeccHoHAIbHbIE JHCLHILTHHBI
cam. p. C. 1 1 1 1 1 1 1 1 110]0 27
obs3ar. yu. | 2 2 2 2 212121212 2 21010 34
OI1.01 JKOHOMHKA OPraHU3ALHH
cam. p. C. | | | | | | | | Ljofo 9
OI1 05 HHpopMaLMOHHBIE M KOMMYHHKAIMOHHbIE |[00si3aT. yu. | 4 | 4 [ 4 |4 | 4| 4|4 44444444 4]4]10]0 68
TCXHOJIOTHH cam. p. C. | | | | | | | | 00 8
o1 06 Pycckuii 351k B ipodeccruoHamsHON oossar.yu. | 4 | 4|41 4| 4444441444414 [4]6]0]0 70
' ACATCIPHOCTH cam. p. C. | | | | | | | | 00 8
o0s13aT. y4. 0OjlO0 4444144444444 44]14(4]14]4]4]04 86
OIT .07 |KomneroTepHas o0paboTKa JOKYMEHTOB
cam. p. C. 010 2
obsizar.yu. | 10 [ 1010 10[ 10|10 10|10f10] 10| 1010 10]10f10|10| 8| O O |l6|l6|16]16|(16|16]|16[16|16]| 16| 16|16 16| 16| 1616|1616 16| 16| 18]|36|36|36]| 614
I1.00 IIpodeccnonanbHBIH MUK
cam. p. C. 2 1 2f121tj2f1p2j1(21tf2f112|1121010(4]4|4(4|4|4|4]4]|4|4|4|4|4|4|4|4]|4]|4|4|4]12]0|0]0] 108
Oprauusauus J0KyMEHTaUHOHHOTO obsizar.y4. | 10 (10 10|10 10|10|10|10|10|10|10|10|10|10|(10|10| 8| O | O |16|16|16]|16|(16|16]|16|16|16]|16|16|16]|16|16|16]|16[16|16]|16|16|18]|36]|36|36| 614
IIM. 01 |o0ecneueHus: ynpaBJjeHUs U
bYHKIMOHHPOBAHHS OPrAHH3AHH cam. p. C. 2 1121211212121 f{2f(1]2|1|2]0|0|4]|4|4(4|4|4|4]|4|4|4|4]|4|4|4|4|4]|4]|4|4|4]2]|]0|0]O0] 108
MJIK.01.01 JIOKyMEHTAIIMOHHOS 00CCTICUCHIE oosizaT. yu. | 4 4 1414141444141 44]1414|1414]14]14101]0 6 234
~ |ympaBneHms cam. p. C. Ljpryprp1ryprjrfryprjprprypryprfprfryprfryrjofotr2y2f{21212(2212f(21212{21212{21212(21212{2 59
MJIK.01.02 Opranusanust paGoTsI ¢ 3ICKTPOHHBIMU oosar.ya. | 6 [6 | 66| 6| 6|6|6|6]6|6|6]6]6[6]6|4]0]0 100
o |OKyMeHTaMH cam. p. c. 1 1 1 1 1 1 1 1 1|lofo 9
MJIK.01.03 Opranusanus cexpeTapeKoro o0s3aT. y4. 0OjlO0 4444144444444 44]14(4]14]4]4]04 80
T [oBemyxuBarm cam. p. c. olol 111 frfrfrfrfrfoefoforjojajrjr]1]i 20
MJIK.01.04 JloKyMEHTaUMOHHOE 00ECTICUCHHE o0s;3aT. y4. 0OjlO0 4444144444444 44]14(4]14]4]4]04 80
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VI1.01  [YucOnas npakruka o0s13aT. yu. 0o 12| 24 36
IIM1.01  |IIpom3BoacTBEeHHAs MPAKTHKA cam. p. c. 0160 12136124 72
M. 01  |3k3 mo [IM o0s3aT. yu. 0160 121 12
Bcero uac. B HegeJr0 00s13aTe/IbHOI y4eOHOH HATPY3KH 30 [30(30(30|30|30|30|30(30|30|30(30|30|30(30({30|30| 0| 0]30(30(30|30({30[30|30|[30(30|30|30(30]|30[30(30|30|30(30|30]|30(30]|36]|36|36] 1248
Bcero uac. B HexeJ1r0 CAMOCTOSITE/ILHOMH PA0OTHI CTYAEHTOB 6 |6|]6|6|6]6|6|6|]6]6|6]6]6|6|]6]6|]6J]0]J]0|6|6]6|6|6]6|6[6]6]6[6]6]6|]6]|]6]6|6[6]6]|6|6]0]|0(O0] 228
Bcero yacos B Hegenr0 36 [36(36136|36|36|36]|36|36]36]|36(36|36|36[36[36|36| 0| 0]36[(36(36|36[36|/36|36|36(36]36|36(36]|36[36(36|36|36(36|36|36|36]36]|36|36| 1476
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CT.00 ConnanbHO-TYMAHUTAPHBIH LHKJI
cam. p. c. i1|j1|j1j1j1f1rj1rj1frjrjrfrjojofojojofofojnrf2frj2f1f2j1f2fojofofojofofojofofojofofojoOofOfO]| 24
o0s13aT. y4. 212 21212121221 2|2]|2]2]2 o1ofjz21212(212(2]212]2 44
Cr.o4 dusmiacckas KyapTypa
cam. p. C. rjprfprjryp1rfryp1rjp1ryprp1f1ryg1 ojofryprjprjryi1frypi1j]1 20
. y4. 0104144414 4]4]4]24 36
Cr.os OCHOBBI OCPEKITUBOTO MPOU3BOACTBA obsat. yu
cam. p. C. 0o 1 1 1 1 4
o0s3aT. yu. 6|]6|]6|]6|]6|]6|]6|]6|]6|]6|]6|]6|]4|]0]0]0]O0]|O0]O0]|12]|14]|12]|14|12]|14]|12|14|/ 8| 0]J0]JO0]|JO0O]|JO0O]jJO]JO]JO]JO]JO]JO]JO]O]O]| O] 188
OI1.00 OowenpodeccHoHANbHBIE AHCUHIIJIHHBI
cam. p. C. ojojojojojojojoOojoOojOojOjOjJ]OjO]jJOjJO]J]O]jJO]O]|3]2]|3]|]2]|]3]2]|]3]2]J]0]0]J]OJO]JO]J]O]jJO]JO]jJO]jJO]JO]jJO]jJO]JO]O]O]| 20
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' OO meHMs cam. p. c. 0]0 0
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cam. p. C. ojojl21212212122]2 16
. y4. 214214124124 )1214|2]4 010
OI1.08 KoMMyHHKaTHBHEIHM PAKTHKYM obsat. yu 36
cam. p. C. 0]0 0
obs3aT. yu. |22 (222222222222 22|222222|22|30|36|36|36|36|( 0| 0]12|10|12|10|12|10|12[10|22|36(36|36|36|36|36|36|36|36|36|36|36|36(36|36| 1088
IIM. 00 (IIpodeccHonanbHBIE MOAYIH
cam. p. C. S5|5|5|5]|5|5|5]|5|5]|]5]5]5]0ojojojojojojoj2]2]2]|]2]|]2]2]2]2]0]0]J]Oo]JoOojJoOo]jJoOo]joOo]jJOojOo]jOo]jJOjO]jO]jJO]jJO]O] 76
Oprauusauus apxXuBHO§ 1 CNPABOUHO- obos3ar.yu. | 16|16|16|16|16|16|16|16|16|16|16|16|12| 0| 0| O[O | O | O|12|10|12|10|12|10[12|10|22|36|36|36|36|36| 0| 0| 0| O0O|O|O|O]|O]|O0O| O] 494
IIM. 02 HH}pOpMALHOHHOI PaGoThI MO0 AOKYMEHTAM
OpraHH3aLHH cam. p. c. 31313131313 |3|3|3|3|]3|]3|]0j]o0ojojoOojoOojoOo]joO]|2]2]2]|2]2]2]|2]2]0|]0]0]J]O]J]O]O]jJO]J]O]jJ]O]jJ]O]JO]jJ]O]jJO]JO]|]O]O]| 52
MIIK.02.01 Opranuzanys 1 HOpMaTHBHO-TIPABOBBIC OCHOBEI |00513aT. Y. 6|l6]6|6|[6]|]6]6]6]6|6]6]6 010 78
"~ |apxuBHOrO ACNA cam. p. C. Ljrfr]p1fr]p1rfrprjpurfr]uirfi 010 12
MIIK.02.02 lNocyaapcTBeHHBIC, MYHUITUNIATBEHEIC APXUBEL U |00534T. y4. 6|6]6|]6|6]6]6]6]6|6]|6]6]6 010 78
~ |apxuBbI OpraHuzaumii cam. p. C. L1111 frjfrjprfrfrjrj]i1 0]0 12
. y4. 414414144144 ]14]14|4]4 0]0|]8]6]8|]6|8]6]|8]6
MJK.02.03 |Metoauka 1 mpaKkTHKa apXHUBOBEICHUI obms3at. yu 6 110
cam. p. C. rjprfjprjrypirfryp1rjpryprypirfr]i ojofryprjprjryi1frypi1j]i1 20
. y4. 0104141444444 4
MJIK.02.04 |OGecneueHne COXpaHHOCTH JOKYMEHTOB obms3at. yu 36
cam. p. C. ojoj1ryr1jrfry1y1yp1ryfrt 8
YI1.02 VYyeOHas npaKTHKA o0s3aT. yu. 010 12136 24 72
I11.02 IIpomsBoacTBEeHHAS IPAKTHKA o0s3aT. yu. 010 12136] 36| 24 108
1IM.02 k3 mo [TM o0s3aT. yu. 010 12 12
IM. 03 BoinosHenue pa6oT no paGoueii npodeccun |06s3aT. yu. 6|6|6|6|]6|]6|]6|]6|6|6|6]|]6]|18|36|36]36|36/0|0(O0]JO0]JO0]J]O0O]JO0O]|O|O|O]O]j]O])J]O]JO]O|O|O]JO]O]O]J]O]JO]J]O]J]O]|O] O] 234
ST TP I cam. p. c. 2222|222 |2|2|2|2|2|0|l0o|o|o|o|o|o|o|o|o|o|o|o|o|/o|o|o|/o|o|o|o|o|o|o|o|o|o|o|o|o]|oO]| 24
MIIK.03.01 JOKyMEHTHPOBaHNE M OPraHU3AMOHHAT o0s3aT. yu. 6|l]6|l6|]6|]6]6|]6|]6]6]6|]6|O6]6O6 010 78
~ |obpaboTka AOKYMCHTOB cam. p. c. 22 ]2|2)22]2]2f2]2]2]2 00 24
VILO3 VYueOHast IpKTHKA o0s13aT. y4. 1213613636124 0] 0 144
IIM.03 Ok3 no [IM o0s13aT. y4. 12101 0 12
IIAIL00  |[IpcaaummoMHas MpakTUKA o0s13aT. y4. 0o 36| 36|36]36 144
I'MA.00 |IToaroroBka k 'HA o0s3aT. yu. 010 36 36136136 144
I'nA.01 3ainuTa JUIVIOMHOIO MPOEKTA o0s13aT. y4. 010 36| 36
I'MA.02 |/lemoHCTpanHOHHBIH YK3aMeH o0s3aT. yu. 010 36 36
Bcero uac. B Hegenro 00s13aTesbHOI yueOHOH HATPY3KH 30(30(30|30|30(30|30|30|30[30|30|30|36|36[36|36|36| 0| 0|30[30[30[30[(30[30|30(30|[36|36|[36[36|36(36[36|36(36[36|36|36[36|36|36(36| 1356
Bcero yac. B Heae/I0 CAMOCTOATEILHOI pA0OTHI CTYIEHTOB 6|]6|]6|6]6|]6|]6|]6|]6|]6]6]6J]0J]O0]JOJO0]JO]JO|JO0O]6]6|]6|]6]6|]6]6]6|J]0J]0J]O0OJO0]J]O0]O0O]O0O]O0O]j]O0O]JO0O]O0O]O]O0O]JO0O]O]O] 12
Bcero uacoB B Heaenro 36136[36]36|36[36]36|36|36[36|36[36|36|36[36|36|36| 0| 0|36[36[36[36(36[36|36(36[36|36(36[36|36(36[36|36(36[36|36(36[36|36|36(|36| 1476




IIpunoxenune 3.1
Kk OOII no crnenuanpHOCTH
46.02.01 /lokymenmayuonnoe obecneyeHue ynpas/ieHus U apxXueoseoenue

MHWHUCTEPCTBO OBPA30BAHUA U HAYKU PECITYBJIMKU JTIATECTAH
lNocymapctBenHOE Or0KeTHOS TTPOdECCHOHAIBHOS 00pa3oBaTeapHOS yupexkacuue PecnyOnuku Jlarecran
«Komnemx mammuHocTpocHus u cepeuca uM. C.OpmKkoHUKHI3E

PABOYAA ITPOI'PAMMA [NTPO®PECCHOHAJBHOI'O MOAYJIA

«[IM.01 OCYINECTBJIEHUE OPTAHU3AIIMOHHOT'O U JOKYMEHTAIIMOHHOI'O
OBECHHEYEHUA JEATEJBHOCTHU OPTAHU3ATIIUN»

Kon n HanMeHOBaHNE CCHUATBHOCTH.
46.02.01 HoxkyMEHTAIMOHHOS OOCCIICUCHHS VITPABICHUS U ApXUBOBCACHHUC
Bxosmei B coctas YI'C 46.00.00 Uctopust u apxeosiorus

Kpanudukanus BeIimycKHHKA:
CroeuanucT mo 10KyMeHTALIHOHHOMY 00eCIeYeHHI0 YNIPaBJIeHHs H ApXHBHOMY A€y

Kacmmiick, 2023 r.



OIOBPEHO YTBEPXIOAIO
HUKI10BOH KOMHCCHEH 3KOHOMHYECKHUX
JIUCLHATLINH

Ipotokon Ne /Dot «30» L& 2023 .

3aM. JUpeKTopa 1o yueGHo-
METOIUYCeCKOH pabote
4

Y
,? SCa s I'acanosa M.M
Hpe,ucenar;qn b LIK MOIHCE
V/ Ocmanosa XX.M.
®UO 2 ~
FOAMHAES « €y Ob 2023r.

[IporpamMma npodeccuonampsroro Moy IIM. 01 «OcymecTBienue opraHu3alldOHHOTO H
JOKYMEHTAIlHOHHOTO 00ecreveH sl JeATebHOCTH OpraHu3alliiy» pa3paboTaHa Ha OCHOBE:

— @egepalbHOro roCYIapCTBEHHOr0 00pa3oBaTeNBHOrO CTaHJAapTa IO CHELHANbHOCTH
cpemHero mpogecCHOHAIBHOTO 00pa3oBaHMs, yTBepKAeHHBIM IlpukazoM MunHucTepcTBa

obpazoBanus W Hayku Poccuiickoit ®emepanuu Ne 778 ot 26 asrycra 2022 r.
crenuansHOCTH  46.02.01  «/lokymeHTanHMOHHOe o0eclie4eHHE  yIpPaBJ/ICHHSA
apXHBOBeJeHHEY;

— IlpumepHo#t OCHOBHOH 00pa3zoBaTenbHOH NPOTrPaMMBl NOATOTOBKM  CHELHAIHCTOB
cpemHero 3BeHa mo cmenuanbHocTH 46.02.01  JloxymeHTanuMoHHOe ofecnedeHHe
YIOpaBleHHs M apXUBOBEJCHWE, YTBepKAeHOH mpoTokoioMm PeaepanbHOro ydeGHO-
Meromuueckoro oOwpenmHeHus mno YITIC 46.00.00 or 06.10.2022 r. Ne
(BaperucTpupoBaHO B TOCYHapCTBEHHOM  pPEeCTpe  IPHUMEPHBIX  OCHOBHBIX
obpazoBarenbHbix nporpamm [Ipukazom ®I'BOY JITO MUPITO Ne 70 I1-1620t 07.04.2023);

B COOTBETCTBHH C pabo4uM yueOHbIM I1aHoM Kosutemka Ha 2023/2024 yue6HbIH rox

Opranmzauus-paspaboruux: [BIIOY PI «Komnemx wMammHOcTpoeHMs H cepsuca uM. C.

OPpIKOHUKUI3E»

Pazpaborunku:

- Kagmepa X.K. - npenomasatens I'BIIOY P/l «Komnemx MalmmHOCTPOEHHS H CEpBHCA
uM. C.OpmxOHHKHI3EY;

- Hcmannosa 3.10. - npenogasarens ['BIIOY PJI «Kostemx MalIMHOCTPOEHHS M CEPBHCa
uM. C.OpmrxoHEKHA3EY.

© Kaguesa Xammwkar KypOanmaromenossa 2023
© Hcmannosa 3aitnab IOpreBHa 2023

e [BITOY P/I «Komnemx MamuHOCTpoeHus U ceprca uM. C.Oprxoruknaze» 2023



COJEPKAHUE

. OBIIAS XAPAKTEPUCTHKA NPUMEPHO PABOUYEN
MNPOT'PAMMBI IPO®ECCUOHAJIBHOI'O MOAY.ISI

. CTPYKTYPA U COAEP/KAHUE NTPO®ECCHOHAJBHOI'O MOAYJIA

. YCJOBUA PEAINSZAIINU TPOPECCUOHAJIBHOI'O MOAYJIA

. KOHTPOJb 1 OIIEHKA PE3YJBTATOB OCBOEHUA

MMPOPECCHOHAJBHOI'O MOAYJIA



1. OBIIAA XAPAKTEPUCTHKA PABOYEN ITPOI'PAMMABI
MNPOPECCUOHAJIBHOTI'OMOAYJA

«[IM.01 OCYIIECTBJIEHUE OPTAHU3ALIMOHHOI'O

N JOKYMEHTAIIMOHHOI'O OBECIIEYEHUA JEATEJIBHOCTH OPTAHU3ALINUN>

1.1. Heab v niaHupyeMble pe3yJbTAThI 0CBOCHHS NPO¢ecCHOHATIBLHOT0 MOAYJIS

B pesynbraTe u3yueHus nmpodecCHOHAIBHOrO MOAYJS OOYHarOIIHMICS TOJDKEH OCBOWTH

OCHOBHOI BI/II[ JA€ATCIIbBHOCTHU ((OCYH.[GCTBJ'IGHI/IG OPTaHHU3allUOHHOI'0 W JOKYMEHTAIIUOHHOTO

o0ecrieyeHrs1 AeATENbHOCTH OPTaHNU3aLUI» U COOTBETCTBYIOLINE eMy 0o0lIre U npodeccuoHaIbHbIe

KOMIICTCHLINH:

1.1.1. Ilepeyenp oOIMMUX KOMIETEHIUN

Kon

HaunmveHoBaHHE 00IUX KOMIIETEHIIHHI

OK 01

Bribupars criocoObl permenust 3a1a4 mpopecCHOHATIBHOMN e TeIbHOCTH
NPUMEHHUTEBHO K PA3JIMYHBIM KOHTEKCTAM.

OK 02

Hcnonp30oBaTh COBPEMEHHBIE CPECTBA MIOUCKA, aHAJIM3a U HHTEPIPETALIUN
uHpOopMauny, U THPOPMALIMOHHBIE TEXHOJIOTHH JIs1 BBIMTOJHEHHS 337124
poeCCUOHATTLHOM eI TEIbHOCTH.

OK 04

D¢ dexTuBHO B3aMOAEHCTBOBATE U padOTATh B KOJUIEKTUBE I KOMAHIE.

OK 05

OCYH_IGCTB.]'IﬂTb YCTHYIO U IUCBMCHHYIO KOMMYHHKAIIUKO Ha rOCYy AapCTBCHHOM S3bIKE
Poccuiickoit @enepannu ¢ yaeToM 0COOEHHOCTEH CONMATIBHOTO U KYJIBTYPHOTO
KOHTEKCTA.

OK 09

[Tonp3oBarbest MpodecCHOHATBHON TOKYMEHTAIMEH HA TOCYJaPCTBEHHOM U
HHOCTPAHHOM s3bIKaXx.

JIP 13

JleMOHCTpHPYOIUI TOTOBHOCTD M CIIOCOOHOCTD BECTH THUAJIOT C IPYTHMH JIFOJIbMH,
TOCTUTaTh B HEM B3aUMOIIOHUMAHMSI, HAXOIUTh OOLINE eI U COTPYIHUYATD ISl UX
TOCTHKEHUS B MPO(ECCHOHANBHON 1eATENbHOCTH

JIP 14

[IpostBistFoIMiA CO3HATENLHOE OTHOIIEHUE K HETPEPBIBHOMY OOPa30BaHUIO KaK
YCJIOBHIO YCHEITHOH MpodecCHOHANBbHON 1 00IECTBEHHOM AesITEIbHOCTH

JIP 15

[IposiBasroIINi TPa’kAaHCKOE OTHOLICHHE K MPO(ECCHOHANBHON AEATEIBHOCTH KakK K
BO3MOYKHOCTH JINUHOTO YHYaCTHS B PELICHUHU OOIECTBEHHBIX, FOCY JAPCTBEHHBIX,
oOIIeHaMOHAIBHBIX TPOOJIEM

JIP 16

I'oTOBBII COOTBETCTBOBATH OXKUAAHUAM paboTonareneil: 3¢pHeKTHBHO
B3aUMOEMCTBYIOLIUH C YWiIeHAMHU KOMaH/bl U COTPYAHUYAIOLIUI C APYTUMHU JIOAbMHU,
OCO3HAHHO BBINOJHSIOMUHN podeccHoHanbHbIe TPeOOBAHMS, OTBETCTBEHHBII,
WHULUATUBHBIN, TUCIUTUTMHUPOBAHHBIH, TPYIOIMOONBBIN, KPUTHIECKH MBICIISIIIHH,
HALEJICHHBIN Ha TOCTHUXXKEHUE MIOCTABJICHHBIX LENEH; TEMOHCTPUPYOIIHN
npo(eCCHOHATBHYIO KU3HECTONKOCTb

JP 17

Cobmonaromuii B cBoel mpoheCCHOHATBHOM AeSITEIbHOCTH STUYECKUE MPUHITHIIBI:
YECTHOCTH, HE3aBUCHUMOCTH, MPOQPECCHOHATBHON YUCTOTHI, OOBbEKTUBHOCTH,
OecnpUCTPacTHOCTH M MpaBUJIa JEJIOBOTO MOBEACHHUS

JIP 18

[IposBnsrommii 6epe’kHOe OTHOLIEHHE K COXPAHHOCTH U UCIIOJIb30BAHHIO MUPOBOTO
JOKYMEHTAJIbHOT O HaCJIeIUs

JP 19

IIposiBrArOIINIT LIECHHOCTHOE OTHOLIEHUE K KYJIBTYP€ H UCKYCCTBY, K KYJIBTyP€E pe4u U

KYyJbTYpP€ NOBCACHUA, K KPACOTC U TaPMOHUU




JIP 20 CrocoOHBIH K CaMOCTOSITEIbHOMY PEIICHHIO BOTIPOCOB
JKU3HEYCTPONCTBA

JIP 21 CriocoOHBIH K MPUMEHEHHIO HHCTPYMEHTOB U METOZIOB OEpeKITMBOTO NMPOU3BOACTBA

JIP 22 Ymeromuii ObICTPO NPUHIMATE PELICHHUS, pacTIpenessiTh COOCTBEHHbIE
PECypChI U YIIPABJISATH CBOUM BPEMEHEM

JIP 23 CriocoOHBIH K MPUMEHEHHIO JIOTHCTUKH HABBIKOB B PEIIEHUH JJMYHBIX U
npodeCcCHOHATBHBIX 3a1a4

JIP 24 YMeHue peann3oBaTh JUAESPCKUE KaUeCTBA HAa MPOU3BOJCTBE

JIP 25 CtpeccoycToiunBOCTb, KOMMYHIKA0EIBHOCTD

JIP 26 MortuBanus K caMoOOPa30BAHMIO U PA3BUTHIO

JIP 27 OTBETCTBEHHOCTD 32 Pe3yJbTaT YUeOHOU NeATETPHOCTH 1 MOATOTOBKH K

poheCCHOHATTLHOM eI TEIbHOCTH

1.1.2. TlepeueHp npodeCCHOHATBHBIX KOMITETEHIINH

Kon HanmeHoBaHHE BHAOB A€SITEJIbHOCTH H NPO(PEeCCHOHATBHBIX KOMIIETEHIHI

BA1 OcymecTBjIeHHEe OPraHU3ALHMOHHOI0 U JOKYMEHTALMOHHOTO 00ecne4yeHus
AeSITeIbHOCTH OPraHH3ALHH

K 1.1. | OcywmecTBiaTh NpuéM-nepenauy ynpaBieH4ecKoi HHHOPMALIMU C TIOMOIIBIO CPEICTB
UH(POPMALIMOHHBIX H KOMMYHUKALIHOHHBIX TEXHOJIOTHA.

IIK 1.2. | KoopauHupoBarb padoTy MPUEMHON PyKOBOIUTENS, 30H IPHEMa PA3TUIHbIX
KaTeropuil MOCeTUTENe OPraHu3alni.

IIK 1.3. | Bragetb HaBbIKAMU TUTAHUPOBAaHUS PabOYero BpEMEH! PyKOBOIUTENSI U CEKPEeTapsi.

K 1.4. | OcymecTBiIATh NOATOTOBKY JEJOBBIX MOE3A0K PYKOBOAUTENS U APYTUX COTPYAHUKOB
OpraHU3aLyH.

IIK 1.5. | Bragets ciocobamu opraHu3aniy padoduero mpoCTpaHCTBA MPUEMHON U KaOuHeTa
PYKOBOAMTEIIS.

K 1.6. | OcyuiecTBasaTh padoOTy MO MOATOTOBKE M MPOBENEHUIO KOHQEPEHTHBIX MEPOIIPUATHIA,
obecrieunBaTh HHPOPMALIMOHHOE B3aMMOICHCTBHE PYKOBOJUTEIS C OAPA3IEICHUSIMHU
U JIOJPKHOCTHBIMH JIMLIAMH OpPraHu3aLuu.

K 1.7. | OdopmMiATh OpraHU3aOHHO-PACTIOPSIIUTENbHBIE TOKYMEHTBI M OPTaHU30BbIBATD
paboTy ¢ HUMH, B TOM YHUCJIE C UCTIOJIb30BAHNEM aBTOMATU3HPOBAHHBIX CHCTEM.

K 1.8. | OdopmMiATb JOKYMEHTHI IO JIMYHOMY COCTaBY U OPTaHU30BBIBATH pabOTy C HUMH, B
TOM YHCJIE C UCMOJNIb30BAHUEM aBTOMATU3UPOBAHHBIX CUCTEM.

K 1.9. | OpraHu3oBbIBaTh TEKyIIee XpaHEHUE JOKYMEHTOB, 00pabOTKy e ISl OTepPaTUBHOTO

" apXUBHOI'O XpPaHCHUS, B TOM YUCJIC C UCIIOJIB30BAHUEM aBTOMATU3UPOBAHHBIX
CHCTEM.




1.1.3. B pesynbraTe ocBOeHUs MPOQPECCHOHATBPHOTO MOYJIsi 00y YaIOIIUNACS AOIKEH:

Bnagers
HaBBIKAMHU

[Mony4enus HeoOxonumMoit nHGOPMALINK U TIepeIaYr CAHKIIMOHUPOBAHHOM
UH(pOpPMALINHU ¢ UCTIOJB30BAHUEM CPECTB HHPOPMAIIOHHBIX U
KOMMYHUKALMOHHBIX TEXHOJIOTUH.

Koopaunnarun paboTsl MPUEMHON PYyKOBOIUTEIS M 30H MPUEMA PA3TUIHBIX
KaTeropuil MOCeTUTENe OPraHu3alni.

[TnaaupoBanus pabodero BpeMeHH pyKOBOAUTENS U pabouero IHs ceKpeTapsi.
Opranuzanuu AeJ0BBIX MOE3J0K PyKOBOAUTENS U APYTUX COTPYIHUKOB
OpraHU3aLyH.

Opranuzauuu 1 noaaep:kaHust pyHKUHOHAIBHOTO padoyuero npocTpaHCTBa.
Opranu3zanuu NOArOTOBKY U MPOBEACHUS KOH(DEPEHTHBIX MEPOIIPHUSITHH,
obecriedeHns THPOPMALIMOHHOTO B3aMMOCHCTBHS PYKOBOIUTEIS C
MOAPAa3AEAEHUSMU U JOJLKHOCTHBIMU JINLIAMH OPTaHU3aLUH.

OdopmiieHnst OpraHU3aLMOHHO-PACTIOPAIUTEIbHBIX JOKYMEHTOB U OPTaHU3aLIH
paboThI ¢ HUMHU, B TOM YHCIIE C UCTIOIB30BAHUEM aBTOMATH3UPOBAHHBIX CHCTEM.
OdopmiieHns1 TOKYMEHTOB TI0 JITYHOMY COCTaBY U OpPraHU3aluy paboOThI C HUMH,
B TOM YHCJIE C UCTIOJIb30BAHUEM aBTOMATU3UPOBAHHBIX CUCTEM.

OpraHu3zanuu TeKyIero XpaHeHus TOKyMEHTOB, 00paboTKu e st
ONEPAaTUBHOIO U APXUBHOI'O XPAHEHMUs], B TOM YHUCJIE C UCIOIb30BAHUEM
ABTOMATU3UPOBAHHBIX CUCTEM.

VYmern

OpraHM30BBIBATh pabovee MECTO B COOTBETCTBUH C TPEOOBAHUSIMH 3PTOHOMHKH H
KyJIETYPBI TPY A,

obecrieunBaTh pabouyee MecTO U (PyHKIIMOHAIBHOE pabovee MPOCTPAHCTBO
HeO6XOI[I/IMbIMI/I cpeacrBaMmun OpFaHHSaI_II/IOHHOfI TEXHUKH, MeOebo 1
KaHUICJIAPCKUMU MMPUHAIJICKHOCTAMU,

noAgaCpPKUBaTh CPECACTBA OpFaHHSaHHOHHOﬁ TCXHUKH B pa6oqu COCTOsIHHUU,

MPUMEHATDH B paboTe cpencTa MHGHOPMALIMOHHBIX M KOMMY HUKAITHOHHBIX
TEXHOJIOTHUH;

UCTIOJIb30BaTh CPENCTBA HHYOPMALIMOHHBIX U KOMMYHHKAIIMOHHBIX TEXHOJIOTHH
11 TIONy YeHUs U Iiepenavu nH}popmanuy,

YCTaHABJIMUBATL U NOAACP]KUBATE KOMMYHHUKAIIUH B IMPOLECCE ACTIOBOTO O6H.I€HI/I$I
C MOMOILIBIO CPEACTB I/IH(I)OpMaL[I/IOHHbIX U KOMMYHHKALHUOHHBIX TGXHOHOFHﬁ;

OCyHIeCTBIISITh cO0p, 00padoTKy MHPOpPMAIINY, CHCTEMATH3AIUIO TIOJYYaeMbIX
nepeaaBaCMbIX JaHHBIX,

OCYLIECTBJISITh MPOBEPKY JOCTOBEPHOCTHU, ITOJHOTHI U HEMPOTUBOPEUNUBOCTHU
IAaHHBIX, HCKIIFOYEeHNE Ty OarpoBanus HHPOpMaLIy,

CTIIAKUBATh KOH(DJIUKTHBIE U CIIOXKHBIE CUTYAI[UH MEKITUIHOCTHOTO
B3anMOIEHCTBUS,

COOJIFOIaTh STHKET M OCHOBBI MEKAY HAPOAHOTO MPOTOKOJIA,;
obecrnieunBaTh NHHOPMALMOHHYIO O€30MaCHOCTD NEATEIbHOCTU OPTaHU3AIIHH;
BECTH U HCIIOJIb30BaTh B paboTe 0a3y KOHTAKTOB OPraHU3aLNY,

BECTHU yLIéTHbIe PErUCTPpaiOHHBIC (I)OprI, HUCIIOJIBb30BATb UX IJIA




UH(POPMAITMOHHOHN palbOoThI 1 PabOTHI O KOHTPOJIEO UCTIOTHEHHUSI TOPY YSHHIA,

BCTpPEYATh MOCETUTEINEH, MOJTydaTh MEPBUYHYIO HHPOPMALHIO O MOCETUTEISX,
YCTaHABJIMBATh MOPSAOK NPUEMA ISl PA3IUYHBIX KATErOpU
MOCETUTENCHITPUHUMATD MEPHI 110 COXPAHEHUIO KOHQUASHINAIBHOMI
UH(POPMAIIUHU B XO/I€ TPUEMA ITOCETUTEEH,

BECTH YUETHBIE PETUCTPALIMOHHBIE (POPMBI IO MPUEMY MOceTUTENeH 1 0O)OPMIISTH
POy CKa,;

OCYIIECTBIISITh MPUEM, TIEpeiady 1 OTIPABKY JOKYMEHTOB,;

OpPTaHU30BBIBATH M OPOHHUPOBATH MMEPETOBOPHBIE KOMHATHL,

cepBUpPOBaTh HaiiHbIe (KodeiiHbIie) cTobl B odrce;

BBIOMpaTH (POPMBI IITAHUPOBAHUS B OPOPMIISTH IJIAHUPOBIIHK (OpraHaiizep)
PYKOBOIUTENSI I CEKPETapS;

YCTaHABJIUBATL HCIINU, ONPCACTATE IPUOPUTETHOCTh U O"IepéI[HOCTb BBITIOJIHCHUA
pabot u 3¢ (HeKTHBHO pacrpenensiTh pabouee BpeMs,

COTJIaCOBBIBATH BCTPEYH U MEPOTIPHUSITUSL U BHOCUTH HH(POPMALIHIO B
TJIAHUPOBINUK (OpraHaiizep),

UH(POPMHUPOBATH PYKOBOIUTEINS O MPUOIIKEHUH BPEMEHH U PETrJIaMeHTe
3aIUIAHUPOBAHHBIX BCTPEY U MEPONPUATHIA,

BbI6I/IpaTb OIITUMAJIbHBIE CITIOCOOBI BHEIHETO U BHYTPCHHETO I/IH(I)OpMI/IpOBaHI/Iﬂ (6]
MJIAHUPYEMbBIX MEPOIIPUATHAX,

COCTABJISATh 1 OPOPMIIATD TOKYMEHTBI JIs1 IEJIOBBIX MTOE3/10K;

OCYLIECTBIISITh TPEBEI-NOAAEPIKKY IENOBBIX NOE30K;

COIJIaCOBBIBATH C MPUHUMAKOLIEH CTOPOHOU MPOTOKOJ MJIAHUPY €MBIX
MepONPHUATHIA U POPMUPOBATE MPOTPaMMy AEIOBOH MOE3MKHY,

UCTIOJIb30BaTh CPENCTBA HHYOPMALIMOHHBIX U KOMMYHHKAIIMOHHBIX TEXHOJIOTHH

st obecrieyeHrs B3aUMOJICHCTBUS C PYKOBOJUTENIEM BO BPEMs €ro IeJIOBOM
MOE3KH;

o(hopMIIATE OTUETHBIE JTOKYMEHTHI O JI€JIOBOH MOE3IKE.

OPTaHU30BBIBATH MPOLIECC ITOATOTOBKH U NPOBEIEHNE KOHPEPEHTHOTO
MEpOTPHUITH HHANBUAYAIBHO H B COCTaBe padoueil rpymisr,
IOKYMEHTHPOBATh Pa3HbIe 3TaIbl MPOLEAYPhI MOATOTOBKU U MIPOBEIACHUS
KOH(EPEHTHOTrO MEPONPHUATHS,

COCTABJISITh MMPOEKTHI OPTraHU3AMOHHBIX, PACTIOPSIIUTEIbHBIX U
UH(POPMALIMOHHO-CITPABOYHBIX TOKYMEHTOB, B TOM YHCIIE TOKYMEHTOB,
cozieprKax KOHPUACHIHATBHYIO HH)OPMALIHIO,

0o(hopMIISITE OpraHN3aLMOHHO-PACTIOPSANTEIbHBIE JOKYMEHTHI (OPUTHHABI U
KOIIHN),

CKaHHPOBATh, KOITUPOBATh U KOHBEPTHPOBAThH JTOKYMEHTHI B PA3JIUUHbIC
dbopmartsr;

OCYIIECTBIISITH MMPOBEPKY MPOEKTOB JOKYMEHTOB Ha COOTBETCTBHUE MPABHIIAM
JEJOTIPON3BOACTBA,

NPUHUMATD U MIPOBOIUTH MEPBUYHYIO 00pabOTKy BXOASIINX JOKYMEHTOB,




MIPOBOJUTH MPENABAPUTEIBHOE PACCMOTPEHNE BXOISIINUX U BHY TPEHHHUX
JNOKYMEHTOB,

PETUCTPUPOBATH BXOAALNUE, UCXOAAIINE U BHYTPCHHUC TOKYMCHTBI,

KOHTPOJMPOBATh MapPLIPYTHU3ALUIO TOKYMEHTOIIOTOKOB B OPraHU3aLUU
(cornmacoBaHMe, MOATIMCAHUE, YTBEPIKACHNUE, PETUCTPALIHS], O3HAKOMJICHHE U
UCTIOJIHEHUE JJOKYMEHTOB);

OCYIIECTBIISITH CPOKOBBIA KOHTPOJIb HCIIOJIHEHHST JOKY MEHTOB;
OCYIIECTBIISITE 0OpabOTKY M OTHPABKY HCXOISIINX JOKYMEHTOB,

COCTaBJIATH OTYETHI U AHAJUTUYECKHE CIIPABKH 00 HCIOJHEHHH TOKYMEHTOB;
BECTH MH(POPMALIMOHHO-CITPABOYHYIO pabOTy MO JOKYMEHTaM,

OCYHIECTBIISITh padOTy C OPraHU3aLUOHHO-PACTIOPSIUTEIbHBIMU TOKYMEHTAMH B
ABTOMATU3UPOBAHHBIX CUCTEMAX,

o0ecreynBaTh COXPAaHHOCTb MEPCOHATBHBIX JAHHBIX PAOOTHHUKOB;

OpPTaHHU30BBIBATH JOKYMEHTOOOOPOT MO MPENCTABICHHUIO TOKYMEHTOB IO
MEPCOHAJY B TOCY1apCTBEHHBIC OPTaHbI,

OpPTaHU30BBIBATH JOKYMEHTOOOOPOT MO YUYETY U ABIKEHUIO PaOOTHUKOB;
BECTH BOMHCKHUH YUET paOOTHUKOB,
BECTH YUET padouero BpeMeHH pabOTHUKOB,

O(bOpMJ'IﬂTb OpPTaHHU3alUOHHO-PACTIOPAANUTCIIBHBIC JOKYMEHTHI 10 JIMYHOMY
COCTaBy;

BECTU PETUCTPALULO, yLIéT, ONneEpaTuBHOC XPaHCHUEC JOKYMCHTOB IO JIMYHOMY
COCTaBy;

BECTU JOKYMEHTALUIO, TOATBEPKAAIOIYI0 CBENCHUS O TPYAOBOH AESITENbHOCTU
U TPYZAOBOM CTake PaOOTHUKOB,

(bopMUPOBATH JIMUHBIE JieNia PaOOTHHUKOB,
oopMIIATh feNa o JTUYHOMY COCTaBY JJISI IEPeadyd B apXUB OpraHU3aINH,

paboTaTh CO CreaTu3nPOBAHHBIMA HH(POPMALTMOHHBIMH CUCTEMaMH U Oa3amu
TAaHHBIX 110 BEIEHUIO YIETa U JBHKEHUIO PAaOOTHHKOB;

pa3pabaThiBaTh HOMEHKJIATYPY AeNl OpTaHU3aLHH;

MPOBEPSITh MPABUIIBHOCTb OPOPMIIEHUST JOKYMEHTOB M OTMETKH 00 UX
UCTIOJTHEHUH Mepen uX (GopMHUpPOBAaHUEM B JIEJIO JJISI MOCIEAYIOIIErO XPaHSHMS,

(dbopMUPOBATH AeNa, KOHTPOJIUPOBATH MPABHUIIBHOE i CBOEBPEMEHHOE
pacnpeaciCcHue U NMOAMMNBKY JOKYMCHTOB B €Jla B COOTBETCTBUU C
HOMEHKJIaTypoOu Jed,

MPOBEPSITh CPOKU XPAHEHHUSI JOKYMEHTOB, COCTABJISITh MPOTOKOJ PadOThI
SKCMEPTHON KOMHUCCHUH MO MOATOTOBKE TOKYMEHTOB K M€penayde B apXus,

COCTaBJISITh aKT O BbIIEJNEHUH K YHUUYTOXKEHUIO TOKYMEHTOB, HE MOJIEXKAIINX
XPaHEHUIO;

COCTaBJIATh aKT 00 YHUYTOXCHUU JOKYMCHTOB,

OCYHECTBIIATD MOJIHOC UJITU YaCTUYIHOC O(I)OpMJ'IeHI/Ie A€ BPEMECHHOIO,
MOCTOAHHOTI'O, JOJTOBPEMCHHOI'O CPOKOB XPAHCHMU,

COCTaBJIATD OMMUCHU ACJT CTPYKTYPHBIX HOI[paSI[eJ'IeHI/Iﬁ IMOCTOAHHOI'O,




AOJITOBPEMEHHOI'O CPOKOB XPAaHEHUA AJIA NEPCAAYN ACT B APXUB OPraHu3aluu.

3Harte

HOpPMaTHUBHBIE TIPAaBOBbIE akThl Poccuiickoit @eneparmu B chepe
PIH(l)OpMaL[I/IOHHbIX U KOMMYHUKAIIHOHHBIX TeXHOJ’IOFHfI, I10 3aIIuTe
uH(popMaruu, HHOOPMALMOHHOM OE30MacHOCTH, MO paboTe ¢ OOpaleHUSIMU
IPaXKJaH, O OpPraHU3aLMK AEJOBOH MOE3/KH, B Chepe NeOMPOH3BOACTBA U
apXUBHOTO 1iej1a, B chepe peryTupOBaHusI TPYAOBbIX OTHOIIEHHUH,

JIOKaJIbHBIE HOPMATHBHBIE AKThI, PETJIAMEHTHPYIOLIHE AEATEIbHOCTD CITy>KOBI
IEJIONPOU3BOACTBA U €€ paOOTHUKOB, OPTaHU3ALNIO BEIEHHS IEJIONPOU3BOICTBA,
nepenaydy e B apXUB OpTaHU3alliY, a TAK)Ke PerjaMeHTHPYIOINUE TPYAOBbIe
OTHOLIEHUS,

CTPYKTYPY OpraHu3aluy, eé 3ana4yu u (GyHKIHUU, pacnpenenenne GyHKIui
MEXKIy CTPYKTYPHBIMU MOPA3ACIIEHUSIMHU U CIICLIHATUCTAMU,

TpeOOBaHUsT OXPaHBI TPY/1A, TPOU3BOACTBEHHON CAHUTAPHUH, MPOTUBOIOKAPHON
3aL0UTBI,

OCHOBBI MPABUIIbHOM OPTaHU3ALMH TPYAa U METO/IbI MMOBBIIIEHHUS €T0
s¢pexTuBHOCTH;

OCHOBBI YIIPABJIEHUsI BPEMEHEM,
BUbI OPTAHM3AIMOHHON TEXHUKHU U MpaBujia paboThI ¢ HEll,

MeTonbl 00pabOTKH U 3aIUTHI UH(POPMALIMU C TPUMEHEHHEM CPEICTB
WH(POPMALIMOHHBIX H KOMMYHHUKAL[HOHHBIX TEXHOJIOTHUH,

COBPCMECHHDBIC PIH(l)OpMaLII/IOHHbIe U KOMMYHUKAIITUOHHBIC TEXHOJIOTHUH,
NMPUMCHSCMBIC B pa60Te C JOKYMCHTaMU, B TOM YHCJIC 10 JIMYHOMY COCTABY,

STHKET U OCHOBBI MEKAYHAPOAHOTO MPOTOKOJIA,;
STUKY JEJIOBOrO OOIIEHUS,

NpaBHJia PyCCKOTO SI3bIKA,

NpaBHia PEYeBOro STHKETA,

npaBuia MOAAEPIKAHUS U PA3BUTHSI MEKITHYHOCTHBIX OTHOIIEHHIA;

npaBHJia MPOBEICHHUS AEJIOBBIX MEPErOBOPOB;

npaBKia OPraHU3aLUU IPUEMA MOCETUTENEH;

NpaBUiIa CEPBUPOBKH YaliHOTO (Ko(eiHoro) cromna,;

MOPSIIOK MOATOTOBKH M JOKY MEHTHPOBAHUS A€JOBOM MOE3/KH;
UHTEPHET-PECYPChI AJIsl OCY LECTBIICHHUS TPEBEI-MOAIEPHKKH EJIOBbIX MOE310K;
KOMIUIEKC OPraHU3aHOHHO-TEXHUUECKHX MEPOMPHUATHII MO OATOTOBKE U
NPOBENECHUIO KOH(DEPEHTHBIX MEPOIPUSTHIA;

npasiia opopMIIeHHs JOKYMEHTOB, CO31aBA€MbIX B MPOLIECCE MOATOTOBKH U
NPOBEAEHUsS] KOHPEPEHTHOrO MEPOTPHSITHS,

COCTaB BHYTPEHHUX ¥ BHENIHUX MH(POPMAIIMOHHBIX TOTOKOB;

PYKOBOJCTBO CTPYKTYPHBIX MOApPa3AeieHui, 00pa3Lbl MOAMUCEH JIUL], UMEIOLIHUX
NPaBO MOAMUCAHUS U YTBEPKIAECHHS TOKYMEHTOB, M OTPAHUYEHUS 30H UX
OTBETCTBEHHOCTH;

BUbI HOMEHKJIATYP AeJi, o0Imue TpeOOBaHMs K HOMEHKIIATYPe eI, TOPSIIOK
paboThI ¢ HE;




nopsiiok GopMHUpOBaHus B OPOpPMIICHHS Jel, CrIeHUpUKY HOPMUPOBAHUS
OTAENbHBIX KATETrOpUH e,

NpaBUiIa XPAHEHUs A€, B TOM YHCIE C TOKYMEHTAMH OTPaHUYEHHOIO OCTYIIA,
NpaBUJIa BbIJAYX M HCIIOJBb30BAHMS JOKYMEHTOB U3 C(HOPMUPOBAHHBIX AT,

MOPAAOK UCIIOJB30BAHWA TUIIOBBIX UKW BEAOMCTBCHHDBIX nepequI‘/'I AOKYMCHTOB,
ONpEeaACIICHNSA CPOKOB XPaHCHHUS B MPOLECCE SKCMEPTU3BI HEHHOCTU NJOKYMEHTOB,

BUbI OITHCen ACT OpraHu3alu U nmopsaaokK pa60TbI C HUMH.

1.2. KotuyecTBo 4acoB, 0TBOAHMOE HA OCBOeHHE MPO(ecCHOHATBLHOI0 MOAYJIsl

Bcero yacos — 722 yaca
B TOM 4HCJIe B POpMeE MPaKTUIECKOH MOAroToBKH — 108 yacos
W3 nux Ha ocBoenne MJIK — 468 gacos
B TOM YHCJI€ CaMOCTOsITeNIbHAs padoTa — 108 yacos
NPaKTHUKY, B TOM 4YHciie yueOHas — 36 4acoB
MIPOU3BOACTBEHHAs —/2 yaca
IIpomexyTounas atrecrauus — 24 yaca



2. CTPYKTYPA U COAEP KAHUE TPOPECCUNOHAJBHOI'O MOAYJIA

2.1. CtpykTypa npo(eccCHOHATILHOT0 MOAYJIAA

006beM mPoheCCHOHANTBHOTO MOAYJIS BO B3AUMOACHCTBHUH ¢ MPEIOIABATESIICM, YaCOB

>§ O6yuenne no M/IK Mpaxixs o
2 B ToM uncye 8
Koam £ S u: 8 8
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npoQeCcCHOHATD HaumMeHoBaHUE pas3aenos Bcero, E S & S o 2 = E = §
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z & S 218 g z
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IIK 1.1, 1.5, Paznen 1. JlokyMmeHTUpOBaHUE U
16,1.7,19 opraHmu3anys paboThI ¢
0OK01,02,03,04 | opunmaibHBIMI JOKYMEHTAMHU
05,09, MJIK 01.01. JIoKyMeHTaLHOHHOE 293 34 >6 138 20 16 s
JIP 13-27 obecriedeHne yIpaBIeHHsI 14
K 1.1, 1,6, Paznen 2. Opranusanus paboThl ¢ 9
1.7,18,19 IOKYMEHTaMU B aBTOMaTU3UPOBAHHBIX 13 60
OK 01,02,04, cUCTEMAxX 109 100 2
05,09, MJIK 01.02. Opraauzaimsi paboThI ¢
JIP 13-27 SJIEKTPOHHBIMU JOKYMEHTaMU
MK 1.1, 1.2, Paznen 3 OpranuzaunoHHOe 20
13,14, 15, obecrneueHre NeATENbHOCTH 1 46
1.60K01,02,03 | opranuzauuu 100 80 2
,04,05,09, MJIK 01.03. Opranuzanus
JIP 13-27 CEKPeTapCcKOro 00CIy KUBAHUS
IIK'1.1,1.2, Paznen 4. JlIokyMeHTHpOBaHUE U 28 50 20
14,1.7, 18, opranu3anws paboThI ¢ KaAPOBbIMU 100 80 2
1.9,0K 01,02, JIOKyMEHTaMH




03, 04, 05, 09,

M/IK 01.04. JlokyMeHTallMOHHOE

JIP 13-27 obecrniedyeHne KaapoBOi CITyKOBI
K 1.1, 1.2, YueOHast mpakTHKa
1.3,14,15,
1.60K01,02,03 36 36
,04,05,09,
JIP 13-27
IIK 1.1, 1.2, [IpousBoncTBeHHAs PaKTHKA (10
13,1415, POQUITIO CIELMATTEHOCTH )
1.60K01,02,03 72 72
,04,05,09,
JIP 13-27
IIpomexxyTOuHas arrecTauus 12
Bcero: 722 108




36 36

72 72

12

614 154 294 20 12 14 36 72 12 108




2.2. TemaTnuyeckuil NJIaH U coaep:RkaHue npogdeccunonaibuoro moay.as (IIM)

HaumeHoBaHue pa3aesiosB u
TeM NpPo(PecCHOHAIBLHOI0
moayasa (ILM),
MeXANUCUHIINHAPHBIX KyPCOB
(MIK)

Conepxanne yue0HOro MaTepHaJia, 1a60paTopHbie padoThI H NPAKTHYECKHE 3AHATHS,
caMocTosiTe/IbHAs yueOHast pafoTa o0yualomuxcs, Kypcopasi padora

Oo0bem,
aKaj. 4acos, B
TOM 4YHCJIE B
dopme
NPaAKTHYeCKOi
HOATrOTOBKH,
aKaj. 4acoB

Pazgen 1. [lokymeHTHpOBAHUE U OpraHu3anusi paéoTsl ¢ 0PHUHANBHBIMH JOKYMEHTAMH

56/138
MJK 01.01 {okyMeHTALlHOHHOE o0ecrevyeHHue yNnpaBJaeHHUs
Tema 1.1. Conep:xkanne
OcHoBHEbIe MOHSTHS, [HonsTue o aucuumude. McTopuueckoe pa3BUTHE U COBPEMEHHOE COCTOSTHUE IENONPOU3BOACTBA.
TEPMHUHO10THA H Bsanmocss3b nHpopmMauuu u qokyMeHTa. QyHKIMH ASTONPOU3BOANUTEINS B allllapare yIpaBIeHIsL.
onpejaeieHHs1
ITonsTue o nokymente. @yHk1MHU H0KyMeHTa. [IpodeccuoHanbHble TEPMUHBI U ONPEeNeHuUs.
4
Yuupukauus u crangaptuzauus. Cucremsl nokymentanuu. Cucrema OPJl. ['ocynapcTBeHHbIE CTaHIAPTHI
Ha cuctemy OP/I.
Knaccupuxaumsa nokymentos. bymara nokymenTa, e€ ¢popmartsl.
Dopmyssp-obpazer OPJ]. @opmyJsip TOKyMeHTa.
HpakTuyeckne 3ansaTus
Dopmyssap-obpazernr Cxembl pacoNOKEeHNs PEKBA3UTOB TOKYMEHTOB U IPaHHULIBI 30H Ha popmate A4, 2
MPOZIOJIBHOTO U YTJIOBOTO OJIAHKOB.
Tema 1.2. Conep:xkanne
Hpasuna opopmaenus bnank, Bunbl OnaHkoB. PekBr3uThl 001iero 6aHka v npasuia ero opopMieHns. Y rIoBOH U NPOAOJIbHbIN
pexsusutoB OP/I. BApHAHTEI
8

Nudopmanunonno-
CMPaBO4YHbIE JOKYMEHThI

PexBusutsl Onanka KOHKpeTHOro BUaa AokyMmeHTa. [Ipasuna ero opopmueHwms.
PexBusut «Anpecar» PexkBU3UT «3aroyioBOK K TEKCTY». 3aIIMCKU: BUIbI U PA3HOBUIHOCTH.

Bremnne noknanseie 3anucku. [Ipasuna opopmnenus pexsusuta « Tekct nokymenta». Odopmnenne




ab3arneB TekcTa, Hymepauus ab3anes. SA3bIk U CTHIIb JOKYMEHTOB.

BuyTtpennue noxmanubie 3amucku. [Ipasuna opopminenus peksusnra « OTMETKA O MPUTIOKEHUIY,
«ITonmucoby.

Cny>xebnbie 3anmucku. [Ipasuna opopmienns «OTMeTku 00 CMoONHUTEIE NOKYMeHTay . [IpaBuia
oopmITeHHsT PYKOMMUCHBIX PEKBU3UTOB HA IOKYMEHTE.

Pyxomnucnoe oopmiieHne TOKyMEHTOB: OOBSICHUTENbHASL, CIIy>KeOHast 3aII1CKa, 3asiBIICHHE.

Crnpaska. Obsi3aTenbHble peKBU3HTHL, TipaBuiia opopmienus. Pexksusut «lleuatsy.

Hosepennocts. Pacriucka. TpadaperHeie nokymenTsl. Obs3aTenbHble pekBU3nTHL. [IpaBuna odopmiieHus.

Teneponorpamma. Tenerpamma. @akcorpamma. Obs3arenpHble pekBU3NTHL [IpaBuna odopmieHus.

IIpakTuyeckue 3aHATUS

Cosnanue obmero 01aHka opraHnu3anuy, OJaHKa KOHKPETHOTO BHIA TOKYMEHTA, CTPYKTYPHOTO
NOApa3AeseHus], JOJKHOCTHOIO JIMLA, C YIJIOBBIM U MPOAOJIbHBIM PACIOIOKEHHEM PEKBU3UTOB.

OdopmieHne peKBIU3UTOB «AnipecaTt» U «3aroJioBOK K TEKCTY».

Odopmnenne pekBmnTa « TeKCT TOKyMEHTaY.

18
Odopmnenne « OTMETKH O TPUITOKEHUN .
Odopmnenne pexsusuta «llogmucey.
Odopmnenne 3anmmcok, CnpaBoK, JOBEPEHHOCTEH, pAaCIIHCOK, Telne(OHOrpaMM.
Odopmienne pyKOMUCHBIX PEKBU3UTOB HAa JOKYMEHTE.
Odopmnenue TpadapeTHbIX JOKYMEHTOB.
Tema 1.3. Conep:xkanue
Hudopmaunonuo- Bune! 1 pazHoBUIHOCTH CiyKeOHBIX uceM. biank mucbMma.
CHpaBoOtHbIe Pabora ¢ roroBeimu Gnankamu nuceM. OpopmiieHne nmuceMm Ha dopmare AS.
AoxkymeHThI. Ci1y:KeOHbIe 4

MHUCbMA, HX PA3HOBUAHOCTH

Bune! n paznoBunHOCTH iy )eOHBIX muceM. [TncemMo-npockda, MUChMO-3anpoc, MTUChMO-OTBET.

Bune! 1 pasHoBunHOCTH Ciy)KeOHBIX muceM. COnpoBOIUTENbHOE MUChMO. [ 'apaHTHITHOE MUCHMO.

Bune! 1 pazHoBunHOCTH iy )KeOHBIX muceM. [IncemMo-TpeboBaHue, MUCHMO-OTKA3.




Bune! 1 paznoBunHOCTH iy )eOHBIX muceM. [Incemo-npurnamenue. [Tucemo-no3apasienue. [Tucemo-
ONarogapHOCTb.

Bune! u pazHoBunHOCTH iy )keOHBIX muceM. [Incemo-u3semenue. [TnceMo-noaTBepKIeHUE.
HNHpopMaiioHHOE THCHMO.

IIpakTuyeckue 3aHATUS

Cosznanue 6nankoB nmceM. Padora ¢ roroBeIMH OJJaHKaMU OPTaHU3ALHHL. 20
Odopmnenne nHGOPMAIIMOHHO-CITPABOYHBIX TOKYMEHTOB.
Tema 1.4. Conep:xkanue
PacnopsinurenbHbIe ITpuka3s. [Tonsitue o nokymenre. O0s13aTeNbHBIE PEKBU3HUTHI, IPABUJIA COCTABJICHUS 1 OQOPMIICHHS.
AOKYMEHTBI, H3AaBaeMble
Busbl cornacoBanust MpoeKkTa JOKYMEHTa.
HA NPUHLIMIIAX eANHOHAYATHUS
NPHHSITHS pem enuii OTMmeTKa O HATMYUHU IPUIIOKEHHUS B PACIIOPSAAUTENbHBIX JOKYMEHTAX.
Bu3el 03HaKOMIIEHHSI C TOKY MEHTOM. 6
Brinucka u3 npukasa. Konust nokymenta. OTMeTKa 0 3aBepEHUN KOMUH JOKYMEHTa.
CosmecTHbrii npukas. [IpaBuina cocraBineHus: 1 0opOPMICHHS JOKYMEHTA.
Pacnopsixenue. [lonarue o nokymenTe. OOsi3aTebHbIE pEKBU3UTHL, IIPABUIIA COCTABIEHUS U O(POPMIICHHUSI.
VYkazanue. [lorstue o nokymenTe. O0si3aTebHbIE PEKBU3UTHL, TIPABUIIA COCTABJICHUS U O(OPMIICHUS.
IIpakTuyeckue 3aHATUS
Odopmienne pacriopsANTEIbHBIX JOKYMEHTOB.
22
OdopmieHne BHIMUCKH U3 PACTIOPSIAUTENBHOTO JOKYMEHTA U KOITUHU JOKYMEHTA.
CkperieHue (MpOIIMBKA) KOHU JOKYMEHTa
Tema 1.5. Conep:xkanue
JOKYMEHTBI KOMHCCHIH ITocranosnenue. Pemenue. Ilonsatue o nokymenTax. O0si3aTebHbIE PEKBU3HUTHL, IPABUIIA COCTABJICHUS U
U KOJIJIETHAJIBHBIX OPTraHOB obopMIeHHSL. 8

IIporokon. ITorsATHE 0 OKyMeHTe. O0s3aTeNbHbIE PEKBU3UTHL, IPABUIIA COCTABICHHS U O)OPMIICHHUSI.

Brinucka u3 nporokona. Konus nporokona.




Axr. Tlonsitue o nokymente. Bunbl aktoB. O0si3aTenbHbIe pEKBU3UTHI, IPABUIIA COCTABJIEHUS U
opopmnenns. [lognmuck noxkymenTa. I'pud yTBepkaeHust 1oKyMeHTa. BHU3bl 03HAKOMIIEHHSI.

IIpakTuyeckue 3aHATUS

OdopmieHne MPOTOKOIIA, TOCTAHOBJICHUS, PELISHHS, aKTa 22
OdopmiieHne BBIMUCKH U3 IPOTOKOJIA.
Tema 1.7. Conep:xkanue
3apaun u pyHKuHH Ponb u MecTo ciryx0b1 genonpon3BoacTBa B paboTe anmapara ynpasieHus. 3ana4u U PyHKLUUN CITy KOBbI
CTyKOBI 1e;T0NPOH3BOACTERA. nenonpou3BoacTsa. HopMaTHBHO-METONMYECKHE aKThI, PETJIAMEHTUPYIOIINE pabOTy € TOKYMEHTAMH.
OpranuzanmuoHHble
p Hopwmbi Bpemenu Ha padotsl mo IOY. Pacuer uncneHHOCTH CiTy>kOBI AETIOMPOU3BOACTBA
AOKYMEHTBI
YupenutenbHble JOKyMEHTHL. JIokanbHble HOpMaTUBHBIE akThl. [ToHsTHE 0 HOKyMeHTax. OOs3aTebHbIe
PEKBU3UTHI,
ocHOBHbIE pa3nensl. [IpaBuna cornacosanus u yreepxkaeaus JIHA. Tlpasuna odhopmienus 12
MHOTOCTPAaHUYHBIX JOKYMEHTOB.
WncTpyxums no nenonpons3BoAcTBy. [lonsTre o nokymente. O0s13aTeNbHBIE PEKBU3HTHI, OCHOBHBIE
paszensl, MpaBmiia COCTABICHHS, OQOPMIICHHS U BBEIEHUS B JEHCTBHE H3IaHUEM ITPHKA3a.
Horosop. O0s13aTeNnbHbBIC PEKBU3UTHI, OCHOBHBIE Pa3/ielibl, PaBuiIa O(pOpMICHHS.
OcobenHoctu opopmierus pekuzuta «lloamucey .
Jlo/KHOCTHAsT MHCTPYKLMS feonpousBoautess. OcHoBHBIE pas3nensl. [lpaBuna cocrasieHus,
oopmieHns U BBEIEHUS B NEHCTBHUE PYKOBOAUTEIEM.
IIpakTuyeckue 3aHATHS
Odopmienne opraHU3alNOHHBIX TOKYMEHTOB.
Odopmienne pacropsANTEIbHBIX JOKYMEHTOB, BBOIALINX B IEHCTBHE, H3MEHSIOIINX WM OTMEHSFOIINX 16
OpraHU3alMOHHbIE JOKYMEHTHI.
CkperuteHue (pOIIMBKa) OPUTHHATA JOKYMEHTa
Tema 1.8. Conep:xkanue
Opranuzanus padoTsl 14

¢ JI0OKyMEeHTAMHU

CoBpeMeHHbIe TEXHOJOTHH OpraHU3alvy JeI0NPOU3BOCTBA.
®Dopwmsl padoTsl ¢ fokyMeHTaMu. [ToHATHE « TOKYMEHTOOOOPOT» U €0 OPraHU3aALISL.




Tlousitne KAOKYMCHTOIIOTOKIW . OHepOFpaMMbI AOKYMEHTOIIOTOKOB: BXOOAIUE, UCXOOAIINE U BHYTPEHHUEC
AOKYMECHTHL.

MapupyTH3anus JOKy MEHTOIIOTOKOB:
BXOZSIIIUE, UCXOMALINE, OOpaIleHNs TPaKIaH, BHYTPEHHNE (3aMUCKH, TPUKA3bI).

Perucrpanus 1OKyMEHTOB — 3HAUEHHUE U 3a0a4H.
@Dopmsbl perucTpalii JOKyMeHTOB. JKypHasibHas1, KapTO4YHAsI U aBTOMATU3UPOBAHHAS (DOPMBI.

PerucTpanus BXOIsIIEro TOKyMEHTOIIOTOKA: epBUYHAst 00paboTKa, mpeIBapUTeIbHOE PACCMOTPEHHE,
NPUKPETUIEHNE CKaH-KOMUH, OTIPaBKa HA PACCMOTPEHHE afipecaTy, (PUKCALHS PE3OIFOLIH.

PeFI/ICTpaLII/ISI HUCXOAAICTO JOKYMEHTOIIOTOKA. CIIPABKHU, MUCbMA, 3alIMCKHU, BBIMTUCKH, I[Y6J'II/IKaTbI.

Perucrpanusi BHyTpeHHEr0 JOKYMEHTOIIOTOKA: 3AIMUCKH, 3asIBJICHUS pAOOTHHKOB, IPUKA3bI, AKTH,
MIPOTOKOJIBL.

Kontposne ucnonuenust 1okyMeHTOB. Bunbl koHTpOsi. CpOKU KOHTPOJIS.

Howmenknarypa nen. Buabl HomMeHknaTyphl. IIoHATHE O HOKYMEHTE, €ro 3HaUYEHHUE.

ITpaBuna cocrasienust u ohpopMIICHUS HOMEHKIIATYPBI 1eJl CTPYKTYPHOTO noapasaenenus. CocrasieHne
1 0(OpMIICHHE CBOAHOI HOMEHKJIATY PBI JIeJI OPTraHHU3aLNH U BBIMMUCOK JUISI CTPYKTYPHBIX NOJPA3EICHHU.
3akpeiTHE HOMEHKJIATyphl Aesl. itorosas 3anuch kK HOMEHKJIAType Jel.

Onpenesnenue CpOKOB XpaHeHHUsl JOKYMeHTOB U Aei 1o Ilepeunto. @opmupoBanue aen. XpaHeHue Jel.

DxcnepTrsa HeHHocTu JokyMeHToB. Odopmienue nein. Onucu nen. [ToaroToBka MTOKyMEHTOB K Mepenade B
apXI/IB. HOI[FOTOBKa pi(SA) BpeMeHHOFO, TIIOCTOAHHOTO U I[OJ'IFOBpeMeHHOFO chKa XpaHeHI/Iﬂ K nepenaqe B
apxuBs.

CocraBneHue OIUCcH Aed.

IIpakTuyeckue 3aHATUS

Peructpanus BXOOAINX JOKYMEHTOB B 3JIEKTPOHHOM JKypHajie B TaONIUIHOM penakTope.

PeFI/ICTpaL[I/Iﬂ " KOHTPOJIb UCITOJIHCHHUSA UCXOOAIINX NJOKYMEHTOB B SJICKTPOHHOM XKYpPHAJIC B Ta6.]'II/ILIHOM
penaxrope.

PeFI/ICTpaL[I/Iﬂ " KOHTPOJIb UCITOJIHEHHA BHYTPEHHUX JOKYMCHTOB B 3JICKTPOHHOM KypHAJIC B Ta6J'II/ILIHOM
penaxrope.
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CocraBieHune 3arojloBKOB ACJ OpraHu3sanuun

OdopmieHne HOMEHKIIATY PBI e

OdopmiieHre UTOTOBOM 3aMICH K HOMEHKJIATY pe Jell.

Odopmnenne odnoxku nena nocie HJ (st onepaTuBHOTO neproaa XpaHeHus)

Odopmiienne 1 NpOIIUBKA €T U IEpeaavl Ha apXUBHOE XPAaHEHHE

Odopmienune onuceii TOKyMEHTOB U €.

Dx3ameH

IIpumepHasi TeMaTHKA CAMOCTOATEIbHOMH yueOHOi padoThl Npu H3y4yeHun pazaena Ne 1

Cucremarudeckas paboTa ¢ KOHCIIEKTaMH, y4eOHOH 1 criennajIbHON TUTepaTypoii (1o Bompocam K maparpadam, riaBaM yaeOHbIX
nocoOuii, yKa3aHHBIM MPETIOAABATEIEM ).

[TonroroBka K MPakTHYECKUM 3aHITHSAM C UCTIOJIb30BAHUEM METOIUYECKUX PEKOMEHAALINH

IpenoaaBaTess, BBIIOIHEHHE paboTel HaJ omMOKaMu 1 0popMIIeHHE TIPAKTHIECKHUX padoT.

CamocTosTenpHOE U3yYeHHE HOPMATHBHO-TIPAaBOBOH 0a3bl o padote ¢ mokyMeHTaMHu. [Ionck cucTemMaTusaius TOTOIHUTETbHON
UH(pOPMALIUHU IO IPU3HAKAM JTOKYMEHTOB.

CocTaBiieHUE MPE3CHTALINI C HCITONB30BAHUEM HH(DOPMAITMOHHBIX TSXHOJOTHH /ISl COBSPLICHCTBOBAHHS MPOLICCCOB
,Z[OKyMCHTI/IpOBaHI/IH.BLIHOJ'IHCHI/IC Sa,Z[aHI/II\/'I 0 HOPMATHUBHO-IIPABOBBIM JOKYMCHTAM.

Pemrenue cutryanmoHHeIx 3a1a4 npodeccHoHATBHOTO

xapakrepa.PaboTa co croBapsiMH, COCTABICHUE MOHATUITHOTO

croBapsL.

IMoaroToBka K HATHCAHUIO KYPCOBOM PabOTHI.

59

Kypcosas padota ods13aTenbHas mo MJIK 01.01

TemaTuka KypcoBbIX padboT

3HavYeHHe CHCTEMbl OPraHU3aLMOHHO-PACTIOPSAUTEIbHON TOKYMEHTALIMH I JOKY MEHTHPOBAHHS Y IPABJICHUECKOHN IeSITETbHOCTH.
PekBU3NTHI 3aroJI0BOYHON YaCTH JOKYMEHTa, TpaBiiia OpopMiIeH s B COOTBETCTBHH C PEKOMEHIALMAMH CTaHIapTa.

Ocobennoctr ohopMIIeHHST OCHOBHOH YaCTH JOKYMEHTA B Pa3JIMYHBIX BUIAX IHCEM.

OcobeHHocTr 0pOpPMIICHHST OCHOBHOH YacTH JOKYMEHTa B PaCOPSAUTENbHBIX TOKYMEHTaX.

HUH}popMaLOHHO-CIIPAaBOYHbIE TOKYMEHTBI B CHCTEME OPraHU3aLIOHHO-PACTIOPSIIUTEbHBIX JOKYMEHTOB, UX HA3HAYEHHE U OCHOBHbBIE BHIbI.

JloknanHas u ciry>keOHast 3aIUCKy, OCOOCHHOCTH UCTIOIB30BAHUS [IJIs1 BHYTPEHHUX KOMMYHHUKALIAH.

20




CocraBnenne opopMISIIOIIEH YaCTH JOKyMEHTa, OCOOEHHOCTH MPAKTUYECKOTO MPUMEHEHUS PEKBU3UTOB OPOPMIIIOLIECH YaCTH TOKYMEHTA B
Pa3JIMYHBIX BUAAX OPraHU3ALMIOHHO-PACTIOPSAUTENbHON JOKY MEHTALIUH.

CocraBnenue n opopmiieHue rpuoB yTBEPIKIACHUS M COTJIACOBAHUS, HA3HAYEHNE 1 OCOOEHHOCTH OQOPMIICHHUST PEKBU3UTOB.
OTMerkHu Ha TOKyMEHTE B COOTBETCTBUU C PEKOMEHIalIUsIMU FOCY 1apCTBEHHOIO CTaHAapTa.

Pa3zButne NOHATHS «TOKYMEHT»: OmpeneieHne u QyHKIHH.

Yuaunduxarmms u crangaptuzauus. Craagaptel B JIOY Ha COBpEMEHHOM 3Tarie.

OdunmanbHeIil TOKYMEHT U €r0 MECTO B CUCTEME YTIPABJICHUS.

Cucrema TOKyMEHTOB, YHU(DULINPOBAHHAS CUCTEMA JOKYMEHTOB U YHU(PHUIIMPOBAHHAS CHCTEMa OPTaHHU3aLHOHHO-PACTIOPSANTEIbHON
JOKYMEHTaL1H.

Knaccuukauus opraHu3aliiOHHO-PaCIOPSAUTENBHON JOKYMEHTALH U €€ MTPAKTHYECKOe IPUMEHEHHE.
TpeboBaHust kK KOHCTPYHPOBaHUIO OJaHKOB. Buybl OnaHKOB.

[IpaBuna u ocobeHHOCTH 0(hOPMITEHHUS TIPOTOKOJIOB.

Ponb pacnopsauTeNnbHbIX JOKYMEHTOB B YIIPaBJIEHNH OpraHu3alyell Ha COBPEMEHHOM 3Tarle.

[IpaBuna opopmiteHUs pacTIOPAIUTENBHBIX JOKYMEHTOB, U3/1aBAEMbIX HA IPUHIMIIAX KOJUIETHAIBHOCTH.
[Ipasuna opopmIiIeHUs paCIOPSAIUTENBHBIX JOKYMEHTOB, H3/1aBA€MbIX HAa MPUHIIUIAX SAMHOHAYAHS.

IIpaBuna cocraBnerus U 0QOPMIICHHUS IPHUKA3a IO OCHOBHOH €S TEIbHOCTH.

IIpaBuna cocraBneHust 1 0QOPMIICHUST PACTIOPSIKEHUS U yKA3aHMSL.

JIOKyMEHT — KaK 3JIEMEHT JIeJIOBOTO OOIIEHUSI.

IIpasuna opopmiieHus OJaHKa U PEKBU3UTOB IHUCHMA.

HNHupopmanroHHbIii 0OOMEH ¢ MOMOIIBIO EePEeNnUcKu. Bunbl mucem.

PykonmcHbIe peKBU3UTHI HA OQULHMANBHBIX TOKYMEHTAX.

IIpaBuna cocraBnerns 1 0QOPMIICHHUS TOKIAHBIX, OOBSICHUTEIBHBIX U CITy KEOHBIX 3aITHCOK.

[Ipasuna cocraBnerus U opopMIeHUsT OQUITHANBHBIX U OMOTpadMUECKIX CIIPABOK.

IIpasuna cocraBnerns 1 0QOPMIICHHUS TOKYMEHTOB, O0ECIIEYHBAIOIINX OMEPATUBHOCTD Nepeaayr HHPOPMALHH.
[IpaBuna cocrapieHus U opopMIIEHUS JOBEPEHHOCTEH U PACTHUCOK.

Konun nokymeHToB. Bunbl konuii 1 uX UCTopudeckoe pa3sutue. 11opsanok yaocToBepeHus KOMU.

IToanuch u nevartsb, Kak BayKHbIE PEKBU3UTHI JOKYMEHTA: 3TaIlbl COBEPIIEHCTBOBAHUS.

DneKTPOHHAS MOANHCH. 00JIaCTh MPUMEHEHHSI.




S3bIK ¥ CTHIIb CITyKeOHBIX TOKYMEHTOB B HH(POPMALIMOHHOM OOIIECTBE.

[IpaBuna cocraBiaeHus: U 0OQOPMIICHHUS aKTOB.

KoHnduneHmanbHple TOKYMEHTbI: K1accCupUKams 1o rpudy orpaHuYeHns J0CTya.

Pa3nen 2. Opranu3anus padoTbl ¢ 10KYyMEHTAMH B ABTOMATH3HPOBAHHBIX CHCTEMAX

38/60
MJK 01.02. Opranuszanus padoTsbl ¢ 3J1eKTPOHHbIMH JOKYMEHTAMH
Tema 2.1. Conep:xkanne
Mpasuia paborer 3akoHOJaTeNbHbIE HOPMATHBHBIE aKThI B Cepe paboThI € 3JIEKTPOHHBIMH JOKYMEHTAMHU
€ I0KYMEHTAMH ”
Pabora B nouroBbIx cepBucax. [IpaBuna 3,1eKTpOHHON EPETUCKH.
HA JIEeKTPOHHBIX HOCHUTEJISX 12
JnexTpoHHas noanuck. Buasl, IMopsnok nonyuenus. [lpaBuna 3ammrsl.
TpeboBanus k pexBu3nTy «OT™METKA 00 3JIEKTPOHHON NMOAMUCH» MPU BU3YATU3ALNH 3JIEKTPOHHOTO
JOKYMEHTA, NIOANMCAHHOI0 3JIEKTPOHHOI MOANHUCHIO
IIpasuna opopmieHust «OTMETKH O MPHIIOKEHUWY HA SJICKTPOHHBII HOCUTEND.
IIpakTnueckue 3aHaTUA
OTtnpaBka U MoJyueHHEe 3JIEKTPOHHOTO COOOIIEHHS, 3JIEKTPOHHOTO JOKYMEHTA. 20
Odopmnenne nOKyMeHTa, NOAMUCAHHOTO 3JIEKTPOHHOH MOIMUCHIO
Tema 2.2. Conep:xkanue
Opranusauus paGorsr IMonsrue o cucremax D10 u ECM-cucremax.
€ JOKYMEHTAMH
y [IpaBuna MapuipyTHU3aLuu 10Ky MEHTONOTOKOB B cucremax D10 u ECM-cucremax.
B ABTOMATH3HPOBAHHBIX
CHETEMAX 3J1IeKTPOHHOTO [IpaBuna opraHu3any JOKyMEHTOO0OPOTA BXOAIIETo JOKyMeHTonoToka B CO/L.
AOKYMEHTO0000opoTa [IpaBuna opranu3anyu 10Ky MeHTO0OO0pOTa Ucxoasamero fokyMenTonotoka B C3J1. OtnpaBka JOKYMEHTOB 26

[IpaBuna opraHu3aluy JOKyMEHTOOOOPOTa BHYTPEHHETO TOKYMeHTONnoToKa B COJ]

Pacnopsinurenpabie nokymeHTsl B COJ1. [IpaBuna opranuzanmu JOKYMEHTOO00POTa C PUKA3aMU.

Pabora ¢ oOpamenusmu rpaxnan 8 CO/1. [Ipapunia opranu3anuu 10Ky MEHTO000pOTa 0OpaieH i
rpakiaaH.

HpaBI/ma NOATOTOBKHU SJIEKTPOHHBIX TOKYMEHTOB K CAaY4Y€ B apXUB.




HndopmanmoHHo-cripaBoyHast padorta no fokymentam B COJ]

IIpakTnueckue 3aHsiTUA

PerucTpanuns v KOHTPOJIb UCTIONHEHUS BXOAS UK HJOKyMeHTOB B CO /1. Opranusanms JOKYMEHTOo00poTa
BXOZSALIErO TOKYMEHTOIMOTOKA.,

Peructpanus u KOHTPOJIb UCTIONHEHUS HCXOmAuX qokyMmeHToB B COJ]. Opranmsamus 1okyMeHTo000poTa
HCXOASIIIErO TOKY MEHTOMOTOKA.

Perucrpanus u KOHTPOJIb UCTIONHEHHs BHYTPEHHHUX 10KyMeHTOB B CD/I. Opranuszanusi JOKyMeHTO000pOoTa
BHYTPEHHETO JOKYMEHTONOTOKA.

PerucTpanus u KOHTPOJIb UCTIONHEHUs oOpamenuil rpaxkaad B C3J1. Opranuszanusi TOKyMEHTO000poTa
oOpaleHuii rpaskaaH.

HOI[FOTOBKa AOKYMEHTOB K I€peaayvc B apxuB.

Coznanue 3JeKTPOHHOIO apXuBa JOKY MEHTOB

40

ITpomesxyTouHast aTTecTanus (3a4er)

IIpumepHasi TeMATHKA CAMOCTOATEIbHOI y4e0HOH padoThl Npu H3yueHHH pasaena Ne 2

CucteMarnueckas paboTa ¢ KOHCTICKTaMH, VIeOHOH M CIICLIHATBHON TUTCPaTypon

(mo Bompocam k maparpadam, rimaBam yueOHBIX MOCOOUH, YKa3aHHBIM MPEIOJABATEICM).

HO,Z[I‘OTOBKa K IPAKTUUCCKUM 3aAHATUAM € UCTIOJIb30BAHUCM MCTOIUICCKUX pCKOMeH,Z[aLII/Iﬁ

MPEOAABATE,IS, BRITIOIHCHHE Pa0OThI Ha omHOKaMu U 0(hOPMIICHHES MPAKTUUICCKUX PadoT.

CaMOoCTOATETEHOE U3VUCHHE HOPMATHBHO-NIPABOBOM 0a3bl MO paboTe ¢ JOKYMECHTAMH B AaBTOMATH3UPOBAHHON CHCTEME.

Pa3gen 3. OpranusanuonHoe odecrneveHue 1esiTe1bHOCTH OPraHU3aluH

MJK 01.03 Opranusauusi CeKpeTapcKoro 00cJay;KHBaHHs

32/46

Tema 3.1.

Poab npodeccun cexperapsa
B CTPYKTYpe CJIyKO0bl
AeJ0NnpoOU3BOACTBA

Conep:kanne

Cexperapb B COBpEMEHHOMN CTPYKTYype yNpaBJieHMUs.

Hopwmartupao-MeTogudeckas 0asza kpamuUKaMOHHBIX TpeOoBaHMil k nmpodeccun.

IpakTuueckue 3aHaATUSA




OYHKIUH U JOKHOCTHBIE O0SI3aHHOCTH CEKPETapsi B 3aBUCHMOCTH OT KaTerOpHH CEKPETapCKOro
00CTy KUBAHUSI,

JIOJDKHOCTHAST MHHCTPYKLIHSI CEKpeTapst, 0COOEHHOCTH pa3padOTKH.

Tema 3.2.

Opranuzanus u ycJioBusi
TPYyAA ceKkpeTapst

Conep:xkanue

DproHoMuueckue TpeOOBAHMS K YCIOBHAM TPY1a CEKpeTapsi.

OcHamenne orica OpraHu3alMOHHO-TEXHHYECKUMH CPEIACTBAMH.

IIpakTuyeckue 3aHATUS

Opranuszanus padbodero Mecta B COOTBETCTBHH ¢ TPEOOBAHUSIMU SPTOHOMUKH M KYJIBTYPBI TPyaa

XapaKTepI/ICTI/IKa u KJ'IaCCI/I(I)I/IKaLII/Iﬂ TEXHUYCCKUX CPEACTB, UCIOJIb3YCEMBIX B NEATCIbHOCTU CCKPETAPH.

CpencTsa MOArOTOBKH, U3TOTOBIIEHHS U 00PabOTKU TOKYMEHTOB.

Cpencrsa KOMMPOBAHUS U PA3MHOKEHUS.

CpencrBa XpaHEHHs U TPAHCTIOPTUPOBKU HH(POPMALIUHL.

12

Tema 3.3.

AAMHMHHMCTPATHBHDIE
(pynkuun cexperaps

Conep:xkanue

Opranmsauust padoThl MPUEMHON

OcobenHocTH ity keOHOTO Tene()OHHOTO Pa3roBopa.

CpencTsa aAMUHUCTPATUBHO-YIIPABJIEHYECKON CBA3H.

Opranuzanus nprema rnoceturesieil. Bumasl npuéma, yuer nocetuteneii, cosnanue 06a3 NaHHbIX.

IIpakTuyeckue 3aHATUS

[IpaBuna BeneHust TexeGOHHOTO pa3roBopa.

Oducnas ATC. OcHoBHbIE QYHKIMH U TIPABUIIN HCIIOJIb30BAHMS.

Cpencrsa hakcMMUIIBHOI nepenaun coodmmeHnii. @akCUMHUIIBHBIN aInapar, MpaBuiia €ro MPUMEHEHHUSI.

OcoOenHocTu paboThI CeKpeTaps C Pa3IUYHBIMU KATETOPHUSIMH ITOCETUTEICH.

Pabora cekperapsi ¢ oOpaleHusIMHA TpakaaH.

CepsucHble QYHKIIMU CEKpeTapsi.

10

Tema 3.4.

Conep:xkanue




Opranu3zaunoHHbIe
U HHPOPMALIHOHHbIE
(pynkuun cexperaps

Opraauszanus U MoAroTOBKa AEJIOBON MOE3IKU

[Tonroroska u 00Cy>KUBaHUE KOH(PEPEHTHBIX MEPOIPHUATHI.

Cogemmanue Kak BUJI yIIPABICHUESCKON IEATETbHOCTH.

IIpakTuyeckue 3aHATUS

CocraBnenue n opopMIIEHHE TPOrPaMMbl KOMAaHIHPOBKH.

Tpesen-nogaep:kka Ae10BOM NOE3AKU PYKOBOIUTENS.

12
Opranmnzauys 1 NPOBEASHUE MPOTOKOJIBHBIX MEPONPUSATHI B OdHCce.
ITonroroBka pa3IUYHBIX TUIIOB COBEIIAHNUN M UX OOCITy KUBaHUE.
Pabora cexkperapst mo HHPOPMALTMOHHOMY OOCITY>KHBAHHIO PYKOBOIUTEIS.
Tema 3.5. Conep:xkanue
DyHKUHMH ceKpeTaps OO01mue BOIpOCH! TUTAHUPOBAHUS U OpraHU3aluu pabovyero BpeMeH . 4
Nno IJIAHUPOBAHUIO padouero
[TnarupoBanue u opranu3arus pabodero IHs PyKOBOIUTEIS H CEKpeTapst
BpeMeHH
IIpakTHYeckoe 3aHATHE
CoBpeMeHHbIE METO/IbI TUTAHUPOBAHHS PadoUuero BpeMeH!
[TnarupoBanue pabouero mHs cexperapsi. 6
ITnanupoBanue padouero nHs pykosoauresst. CornacoBanue pexxuma padotsl. Ilnanuposanne
MEPONPHUATHI, YTOUHEHHUE TOPYYEHU.
IIpomexyTouHast arrecTanys (3a4er) 2
IlpumepHas TeMaTHKA CAMOCTOSAITEIbHOM y4e0HO! padoTel npu u3ydyeHuu pasgena Ne 3
CucteMarmdeckas paboTa ¢ KOHCIICKTaMH, YIeOHOH U crieMaIbHOM THTepaTypoi (1o BompocaM K naparpadam, riasaM y4eOHBIX TOCOOHH,
VKa3aHHBIMIPEIIOAABATEIEM),
20

HO,Z[I‘OTOBKa K IPAKTUICCKUM 3aHATUAM € UCTIOJIb30BAHUCM MCTOANUCCKUX pCKOMeH,Z[aLII/Iﬁ

npenoaasare;is,l louck u cucTeMaTH3aIMs JOMOHUTEIBHOW HHOPMAIIHH.

Perrenue cutyannoHHBIX 33124 NPodeCCHOHATBHOTO XapaKkTepa.




Pasngen 4. JlokyMeHTHPOBAHHE H OPraHHU3alHs Pa00ThI ¢ KAAPOBBIMH A0KYMEHTAMH

28/50
M/IK 01.04. lokymeHTALIHOHHOE 00ecredeHne KAAPOBOH CIIyKObI
Tema 4.1. Conep:xkanue
HopmartusHo-npasosoe Hopwmatusasle npaBoBblie akThl Poccutickoit @enepariun B chepe TPYIOBBIX OTHOIIECHUIA
peryJupoBaHue
. JlokanbpHBIE HOPMATHBHBIE AKTHI IO MEPCOHAIY: 00s13aTeNbHbIE U HEOOsA3aTeNnbHbIe ((PaKyIbTaTUBHBIE)
TPYAOBBIX OTHOIIEHMIT
ITopsinok npencraBaeHnst JOKYMEHTOB 110 TIEPCOHANY B FOCYJAPCTBEHHBIE OPTaHbl 10
ITopsinok cbopa, oOpabOTKH, UI3MEHEHUS] U YHUYTOKEHUS TePCOHABHBIX JAaHHBIX PA0OOTHHKOB.
ITopsinok BeneHUss BOMHCKOT'O y4eTa B OPraHU3aliH.
ITopsinok BeneHust yuera paboyero BpeMeH! pabOTHHUKOB.
IIpakTuyeckune 3ansaTus
OdopmiieHne OTHETOB B TOCY AaPCTBEHHBIE OPTaHBI.
Odopmnenue cornacusi Ha 00pabOTKy TEPCOHANBHBIX JaHHBIX. 10
Odopmienne nakera TOKyMEHTOB IO BOMHCKOMY YUETY.
Odopmnenue Tabens ydera pabouero BpeMeHH .
Tema 4.2. Conep:xxanue
Kommiexc 1oxymenTon [Mopsinox nokymeHTHpoBaHUs npuema Ha padory.Cocrasnenue orueroB C3B.
10 YCTAHOBJIEHHIO 6
. VYueTHbIE TOKYMEHTHI IO IEPCOHAIY .
TPYAOBBIX NPABOOTHOII eHHIT
H3MeHeHHe epCOHATBHBIX JaHHBIX PAOOTHHKOB
HpakTuyeckne 3ansaTus
Odopmnenne Tpy1OBOrO JOrOBOPA.
3anonHenne yHUPUUNPOBAHHBIX (POPM MEPBUUHON YUETHOHN TOKYMEHTALIUH.
12

Odopmienne TpyAOBOI KHIKKH, TMYHOW KAPTOUKH, JIMIHOTO JIeNa.

Cocrasnenune oruera C3B-T]I.

Cocrasnenue u oopmiieHHE IprKa3a 00 N3MEHEHHUH MEPCOHANTBHBIX JAaHHBIX PAOOTHUKA.




Tema 4.3.

Komnuekc noxkymeHTOB
M0 ABHKEHHIO KA/APOB

Conep:xkanue

[Mopsinok nOKyMeHTHPOBaHUs NiepeBoaa pabOTHUKA Ha IPYTYIO0 padboTy.

ITopsinok TOKyMEHTHPOBAHUSI KOMAaHAHPOBAHUS paOOTHHUKOB.

ITopsinok JOKYMEHTHUPOBAHUS MPEIOCTABIIEHUS OTITYCKA PAOOTHUKY.

ITopsinok NOKYyMEHTHPOBAHUS MOOIIPEHUsT PAOOTHUKOB

HOpﬂI[OK AOKYMEHTHPOBAHUSA BEIHCCCHUA JUCHUIIMHAPHBIX B3BLICKAHUH

IIpakTuyeckue 3aHATUS

3anonHenne yHUGUUMPOBAaHHBIX (POPM MEPBUYHON YUETHOHN TOKYMEHTALIUH.

Odopmnenue nepeBona padOTHHUKA Ha APYTyIO padoTy.

Odopmienne KOMaHIUPOBAHHS PAOOTHUKOB.

OdopmiieHne mpenocTaBIeHUs OTITyCKa paOOTHUKY.

Odopmnenne nmoompenns pabOTHUKOB.

OdopmieHne BbIHECEHHS TUCIUTITMHAPHBIX B3BICKAHUH.

12

Tema 4.4.

Komnuekc noxkymeHTOB

M0 PACTOP:KEHUIO

TPYAOBBIX NPABOOTHOII eHHIT

Conep:xkanue

[Topsinok JOKyMEHTHPOBAHUS YBOJbHEHHUS PAOOTHUKOB.

HOprI[OK MOATOTOBKH A IO JIMYHOMY COCTABY K IIEpEAayv€ B apXUB OpraHu3aliun

IIpakTuyeckue 3aHATUS

3anonHenne yHUGUUMPOBAaHHBIX (POPM MEPBUYHON YUETHOHN TOKYMEHTALIUH.

Odopmnenue yBobHEHHST PAOOTHUKOB.

3anonHeHue pa3aeNioB TPy I0BOM KHIKKH paboTHuKa. Cocrasienue otyetoB C3B.

ITonroroeka nuuHOTrO Aena pabOTHHUKA K Iepeaayde B apXuB.

10

Tema 4.5.

Opranuzanus padoTsl
¢ KAAPOBbLIMH JOKYMCHTAMH

Conep:xkanue

Howmenknatypa nen kaapooii ciayxObl. ITopsmok NoAroTOBKH, COCTaBICHHS U OQOPMIICHHUSI.

Oprasn3alOHHO-PACTIOPSAUTEIbHBIE TOKYMEHTHI B KaJIPOBOH CITyKOe:

IMMPUKa3kI MO OCHOBHOI ACATECJIIbHOCTU, CIIPABKHU, JOKJIAAHBIC 3aIlIUCKH. q)OpMI/IpOBaHI/Ie " XPaHCHUEC OCII.




IIpakTuyeckue 3aHATUS

Cocrasnenne u opopMiIeHIe HOMEHKJIATYPBI A€ KaAPOBOH CITy>KOBI.

Odopmienne opraHU3alMOHHO-PACTIOPSIUTEIBHBIX JOKYMEHTOB.

IIpomexyTouHast arrecTanys (3a4er)

IIpumepHasi TeMaTHKA CAaMOCTOSATEIbHOI y4eOHOH padoThl Npu H3yueHHH pasaena Ne 4

Cucremarudeckas paboTa ¢ KOHCIIEKTaMH, y4eOHOH 1 criennajIbHON TUTepaTypoii (1o Bompocam K maparpadam, riaBaM yaeOHbIX
nocoOuii, yKa3aHHbBIM MPEnoaaBaTeeM),

ITonroroBka K MpakTUYECKUM 3aHITHSM C UCTIOJIB30BAHUEM METOAMUECKUX PEKOMEHIAINH MPeroaBaTels,
BeimonHenne paboTs! Hag ommOkaMu 1 opopMIIeHHe TPAKTUIECKUX padoT.

ITouck u cucTeMaTH3aIMs TOMOJHUTENLHON HH)OPMALIUH.

Pemenne cutyalnoHHBIX 3a1a4 MPOQPECCHOHATBHOTO XapakTepa.

20

YueOHas npaktuxka. Buasi padort:

1. Co3pmanme OnaHka nOKyMeHTa U O(QOPMIEHHE OpraHU3aLHOHHO-PACTIOPSIIUTENIbHON HOKyMEHTAluH, o0paboTka BXOMSIIIUX U
UCXOISAIIUX TOKYMEHTOB;
Cucremaru3saiusi TOKYMEHTOB U COCTABJICHHE HOMEHKJIATYPBI A€ OpraHu3auuy; OpMHUPOBAHNE TOKYMEHTOB B €A,

3. Permamenranusi cocraBa, BUAOB U Pa3HOBHIHOCTEH JOKYMEHTOB KOMILIEKCA HOPMATHBHO-TIPABOBBIX AKTOB MO (PYHKLHUSAM H 3a1a4aM
yIpaBJeHUS,

4. OmnucaHue KOMIUIEKCA HOPMATHUBHBIX MPABOBBIX aKTOB B YIIPABJICHUYECKOW AEATENBHOCTH M pa3paboTKa MPOEKTOB yIPABICHYECKHX
pelIeHui], IPUHUMAEMBbIX HA UX OCHOBE;

5. Iloxroroska u MpOBENEHHUE COBELIAHUMN, AENOBBIX BCTPEY, IPUEMOB U MPE3CHTALU.

IIpoussoacTBeHHas npakTHKa (Mo npoguiro cnenuaasHocTH). Buabl padoT:

1. U3y4eHune CTpyKTypbl OpPraHHu3alui — MECTa TIPOXOKACHUS MTPAKTHKH (Iayiee — OpraHU3alyy) C LENbI0 COCTABICHUSI CXEMbI CTPYKTY PbI
opranuzaiui. O3HaKOMJIEHHE C MPABOBBIMH (YUPEOUTEIbHBIMH), JIOKAJBHBIMH HOPMATHBHBIMH AaKTaMH W PaCIOPSAUTEIbHBIMU
nokyMeHTaMu opranuszauuu. CocTaBjieHHue CIUCKa UICTOYHUKOB koMiiekToBanust OP/] opranusanuu.

2. Uzyyenne UHCTPYKLMH TO JENONPOU3BOACTBY OpPraHU3aLMU. 3HAKOMCTBO C MpPAaBHJIAMHU COCTABJICHHS MPOEKTOB U OPOPMIICHUS
JOKYMEHTOB, MOPSIIKOM COTJIACOBAHUS M ITOITUCAHNS/Y TBEPIKIECHHS JOKYMEHTOB B OPTaHU3ALHHL.
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11.

. O3HaKOMIIEHHEe C TIPOTPAMMHBIMU CPEACTBAMU Y4ETa, XpaHEHUs, 0OpaOOTKHU U MOUCKA JOKYMEHTOB, UCIOJb3YEMbIMH B OPTaHU3ALINH.

Uzyuenne ocHOB W crenmduku padoTel ¢ JOKYMEHTALMed B CHUCTEME 3JIEKTPOHHOro nokymeHToodopora (CO/l) opranmsammu.
Ucnonp3oBarne B paboTe ro0aibHbIX U JOKAJIbHBIX CETEH sl MONyUeHUs 1 XpaHeHus1 nHpopmarui, oOMeHa nHpopmManuei.

. 3HAKOMCTBO C HOKyMeHTooOOpoToM opranuzauuu. Hcmomb3oBanme CIJ] B pabore ¢ mokymentamu. OOpaboTka BHYTPEHHHX

JIOKYMEHTOB, 00padOTKa U OTIpPaBKa UCXOMSAIIMX JTOKYMEHTOB, MPUEM U TMepBUYHAs 00padoTka BXONAMIMX HOKYMEHTOB. Permcrpauus
JOKYMEHTOB W MapUIPyTH3aLUsl JOKYMEHTONMOTOKOB. KOHTpOib HCMOMHEHHs JOKYMEHTOB. MH(pOpPMAanMOHHO-CIIpaBOYHAs U
NOUCKOBasi padoTac UCTIONIb30BAHUEM CHUCTEM YUETa JOKYMEHTOB B OPraHU3aLNH.

. OdopmieHne OpraHU3alOHHBIX, BHYTPEHHUX (TIPUKA3bl, PACTIOPSDKEHUS], TOBEPEHHOCTH, 3AMMUCKH, CIIPABKH, aKThI, MPOTOKOJBI U JP.) U

HUCXOAAIUNX JOKYMCHTOB OpraHU3allii ¢ UCITOJIb30BAHUEM COBPEMECHHBIX MPOTrPpaMMHO-TEXHUICCKUX CPCACTB. KOHTpOHb MpaBUJIBHOCTHU
cocTaBieHUs, OPOPMJICHHSI JOKYMEHTOB (PEKBU3HUTHI, OCOOEHHOCTH HAMMMCAHUS TEKCTOB, MHOTOCTPAHHUYHBIE HOKYMEHTHI), MOpSIKa
U3IaHUS TOKYMEHTOB (C YU€TOM CIelU(HUKH CUCTEMbI AENONPOU3BOACTBA opraHu3anmu). KoHcTpynpoBaHue OIaHKOB OpraHU3aLNH,
CO3M1aHH€ 1Ia0JI0HOB JOKYMEHTOB.

. Opranuzamnusi TeKymero XpaHeHusi MOKyMeHTOB. MopmupoBaHHe ae1 B COOTBETCTBHM C HOMEHKJIATYPOH €71 OpTraHU3aLuu.

VYyacTue B NpPOBENEHUM HKCIEPTU3bl LEHHOCTH JAOKyMeHTOB CucreMarusauys AOKYMEHTOB IO CTPYKTYPHO-XPOHOJOTHYECKOMY
npuniuny. OgopmieHne y4ETHBIX TOKYMEHTOB MOCTYTUICHHS U BBIOBITHS [

. O3HaKoOMJIEHHE C YCTAaHOBJICHHBIMHA B OpTaHHU3allMU IIPpaBHUJIaMHU ITOATOTOBKHU JOKYMCHTOB K IIEPEAAYEC B ApXUB. HOHFOTOBKa AOKYMEHTOB

knepenade B apxus. Opopmienue nen. CocraBiaeHne onuceil TOKyMeHTOB U e, COCTaBIeHNE aKTOB BbIIAUH, IePeNadn, Y HUUTOXKECHUS
JOKYMEHTOB.

. 3HAKOMCTBO C KaT€rOpHsMH U BHIAMH TOKYMEHTOB, 00Opa3yIOIIUXCS B OPraHU3allH, COAePKAUNX KOHQUASCHINAIbHYI0 HHPOPMALIHIO.

Opranuzanus padboTel Mo 00pabOTKEe TOKYMEHTOB OrpaHMYEHHOro noctymna. O3HakOMJIGHHE C MPUMEHSEMBIMH B OpPTaHHU3ALUH
cpeacTBaMu Kpunrorpauu Ay 3aIlIUThI 3JIEKTPOHHBIX TOKYMEHTOB C HCIOJIB30BAHHUEM CIEHHATBLHOTO MPOrPaMMHOTO OOECTIeUeHUsI.
Brimonaenue pabot 1o 00ecrneyeHo 3alUThl 3JIEKTPOHHBIX JOKYMEHTOB OT HECAHKIIMOHUPOBAHHOTO OCTYIIA.

. Opranuszanust padoThI MPUEMHOM (30H MpUEMa MOCETUTENeH): PeryJNpoBaHUe MMOTOKA MOCETUTENEH, MPUEM U PErHCTPALIUS IIOCETUTENEH

ITnanuposanue padouero mHs pyKoBOAMTENs U cekperaps. 1loaroroBka nenOBBIX BCTped U IEPEroBOpPOB pykosoxutens. Pabora mo
00CITy’KMBaHHUIO PA3JIMYHBIX TUIIOB COBELIAHUN 1 COOJIOIEHHE MPABIJI UX TIOATOTOBKU U MPOBEICHUS.
Benenne TtenedonHbIXx meperosopoB. OuibTpauus MU nepeanpecanus 3BOHKOB. lIpmém m mepenmaua Tenedonorpamm, (akcorpamm,
coo0mennii mo 31eKkTpoHHON moute. MHpopmanuoHHOe olecrieueHne AeATeNbHOCTH pykoBopurens. O3HAKOMIJIEHHE C IPaBUJIAMH
paboThl ¢ KoOHpUIEHIHATBHON HH(pOpMaHel B OpraHU3aIHH.

12. Pabota mO O3HAKOMJIGHHIO C COCTaBOM M OCOOEHHOCTSIMH IOKYMEHTOB OpPraHU3alHM{, PEryJUPYIOIIUX TPYIOBbIE OTHOIIEHUS

(OpraHM3aMOHHO-PACTIOPSAUTENbHBIE JAOKYMEHTBI, JOKYMEHTBI MO JHYHOMY COCTaBy, TPYIOBOH [OTOBOpP, IOTOBOP O MAaTe€pHAIbHON

OTBETCTBEHHOCTU U T.1.). OdopmieHne N1OKyMEHTOB MO JMYHOMY COCTaBY M UX KOMUH (MpH HEOOXOAUMOCTH). 3HAKOMCTBO C CHCTEMOM

YHUPHUIUPOBAHHBIX (POPM MEPBUYHON YUETHON JOKYMEHTALMN OpraHU3aluy. 3anonHeHne GopM NepBUYHON YUETHOM qOoKyMeHTaun. PaboTta

C 3asBJICHMAMH IO JIMYHOMY COCTaBy, BelneHue U odopmieHne TpyaoBbx KHIDKeK. Mcmomb3oBanme COJ mpu pabote ¢ KaapOBBIMHU

AOKYMEHTAaMH.




KoncyabTauuu mo Kypcosoi padore 12

KoHcyabTanus no noAroToBKe K 3K3aMeHy 2

JK3aMeH M0 MOIYJII0 12

Bcero 722




3. YCJIOBUAPEAINZAIINUITIPOPECCHOHAJIIBHOT'OMOAYJIA

3.1. lns peanu3anu nporpaMmsl npogecCHOHAJBHOIO MOAYJS NPeayCMOTPEeHBbI
cjeaywoumue cnentaabHble MOMeleHHs

Kabunersr JNOKyMEHTALMOHHOrO  OoDecredeHus  yIpaBieHus, OpraHMu3anuu
CEKpeTapCcKOro OOCHy)KMBAaHUs, OCHAIEeHHble OOOpyaoBaHueM. pabodue CTON U CTyJd IO
KOJIMYECTBY OOy4YaroLInXcs, pabodee MECTO MPEnoaaBaTesisi, CHCTEMbl XpaHEHHs A€ B y4eOHOMH
KaHIEJSIPUN, TEXHHYECKUMH CPEICTBAMHU OOYUYEHHs: MEPCOHANBHBIA KOMIIBIOTEP, MPHUHTEP,
CKaHep, KONUPOBaIbHbINA annapaT wii MY, npoekTop, HHTepaKTUBHAS IPUCTABKA K TOCKE MU
UHTEepaKTHUBHAsl JOCKa,

Jlaboparopun: opraHuMzanuu pabOTBI € JOKYMEHTAMH, CHUCTEM 3JIEKTPOHHOTO
IOKYMEHTOO0O0pOoTa;, yueOHas KaHLUENsApHs, OCHAIeHHble O0OpyIOBaHMEM: NEPCOHATIBHBIN
KOMITBIOTEP, MOABEMHO-TIOBOPOTHOE KPECJO MO KOJMYECTBY OOYHAIOLIMXCS, TPUHTEP, CKaHep,
KOMMUPOBANBHBIA ammapat, (akcumimibHbld anmapat, MuHH ATC, MHOrodgyHKIMOHaIBHOE
ycTpoiicteo MOV (mpunHTep, CKaHep, KOMHp, CPEACTBA CBs3U), OyMaroyHHYTOKUTEb
u OymaropesaTrenpbHOE YCTPOICTBO, JIAMHHATOp, OpOIIIOPATOp, KOHBEPTOBCKPHIBATEND,
KaHLENAPCKUe TmedyaTd (OTTUCK IMeYaTH) M INTaMmbl Uit OOpabOTKM HOKYMEHTOB (OTMETKa
O TIOCTYIUIGHHH, OTMETKa O KOHTpPOJE), Mayjas KaHLEIAPUS MO KOJMYECTBY OOyYarOIIHXCs
B COOTBETCTBHH C MH(PACTPYKTYPHBIM JIUCTOM.

IlepconanpHblE KOMIBIOTEPHL:

C IOCTYIIOM K JIOKaJIbHOH CeTH y4eOHOro 3aBeneHHs, INOOANbHOH CETH WHTEPHET,
CIPaBOYHO-TIPABOBOI CHCTEME, 3JIEKTPOHHBIM OUOJINOTEYHBIM CUCTEMAM,

NPOrpaMMHOE OOeCIiedeHre: TEeKCTOBBIH, TaONWYHBIA PENAKTOpP, MPOrpamMma CO3TaHHS
npesentaunii, CYB]I, nepcoHanpabIil HHPOPMALMOHHBIN MEHEKep ¢ (QYyHKIUSIMH MOYTOBOTO
kianeHTa u Groupware, cucTeMa 3JIEKTPOHHOIO JOKYMEHTOOOOpPOTa, apXHMBATOp, MPOrpamMMbl
CKAHHUPOBAaHHS U KOHBEPTUPOBAHHUS TOKYMEHTOB, MPOrpaMMbl [JIsl MNOATOTOBKH JAOKYMEHTOB
K [epenaye B apXuB.

3.2. UnpopmanoHHoe obecrneyeHHe peaju3alHi NporpaMmbl

Jns  peamuzanmyd  mporpaMMbl  OMONMOTEeUHBbI (HOHA HMMEeT TIeUaTHbIe W/WJH
AJIEKTPOHHBIE OOpa3oBaTeibHble W HH()OPMAIHOHHBIE PECYPChl, Ui HCIONb30BaHUS B
obpazoBarensHoM mpornecce. [Ipu dopmuposannn OubroTednoro ¢oHma oOpazoBaTEIbHON
OpraHu3aly BBIOMPAETCS HE MEHEe OMHOTO HM3MaHUS W3 MEPEYHCICHHBIX HUXKE MeYaTHbIX
u3gaHui U (MJIK) SJIEKTPOHHBIX M3IaHUH B KAYECTBE OCHOBHOTO, MPH 3TOM CITHCOK MOXeT ObITh
JIOTIOJTHEH HOBBIMH M3JJAHHSIMH.

3.2.1. OcHOBHbIEe NEeYATHBIE U IEKTPOHHbIE H3AAHHS

L= Abynamze JI. I'. JlokyMeHTaMOHHOE OOECTeueHHe YIPaBJICHUS MEePCOHAIOM:
y4eOHMK M MPAKTHKYM IJIsl CpeaHero nmpodeccruoHansHoro odbpasosanus / J1. I'. Abymanze, U. b.
Brmpsikkuna, B. M. Macnosa. — 2-e u3g., nepepad. u mon. — Mocksa: M3matenbctso FOpaiir,
2022. — 370 c¢. — (IIpodeccuonansbuoe obpazosarne). — ISBN 978-5-534-15076-6. — Tekcr:
snexktponusiil // DBC KOpaiit [caiit]. — URL: https://urait.ru/bcode/487121.

2. Antyxosa, H®. Cucrembl 3J1eKTPOHHOTO JOKYMEHTOO0OO0pOTa: yuebHOe nocodue
/ AntyxoBa H ®@., J[3ro6enko A.JIL., Jlocera B.B., Ueunkos FO0.b. — Mocksa: KnoPyc, 2022, —
201 ¢. — ISBN 978-5-406-02705-9. — URL: https://book.ru/book/936560. — Tekcr:

3JIEKTPOHHBIN.


https://urait.ru/bcode/487121
https://book.ru/book/936560

3. Koprees, 1. K. JlokymeHTanmoHHOE oOOecredYeHne ympaBieHus: y4ueOHUK U
NPaKTUKYM Ut cpenHero npodeccrnoHanbHoro odpasosanusi / M. K. Kopnees, A. B. ITmenko,
B. A. Mamypues. — 2-e u3a., nepepad. u non. — Mocksa: U3narensctBo FOpaiit, 2022, — 384
c. — (ITpodeccuonanbuoe obpazopanue). — ISBN 978-5-534-05022-6. — TekcT: 37€KTPOHHBIN
// OBC KOpaiit [caiit]. — URL: https://urait.ru/bcode/472550.

4. Kacbsinoa, I'. }O. [lenonpon3BoacTBO M Apyrue acmekTsl paboTel cexperaps /
I'1O. KacesinoBa — 7-¢ u3n., mepepad. u non. — Mocksa: M3narenscteo Abak, 2020. — 304 c.

3.2.2. /lonoiHUTE/IbHbIE HCTOYHHKH

1. Annpeea B.M. Jlenonmpow3BOACTBO: OpraHu3alus U BeAeHUE. y4eOHO-
npaktudeckoe nmocobue / Auapeesa B.M1. — Mocksa: KuoPyc, 2020. — 294 ¢. — ISBN 978-5-
406-00580-4. — URL: https://book.ru/book/934225. — TekcT : 3MeKTPOHHBIH.

2. Anzopoa C.II. Opranuszauus TpyAa TOCYJAapCTBEHHBIX M MyHULHUMAJIbHBIX
ciyxamux : yuyedbnoe mocobue / C.I1. Anzoposa, C.I'. @enopuykosa. — Mocksa : THOPA-M,
2022. — 160 c¢. — (Boicimee obpasoBanne: bakanaspuart). - ISBN 978-5-16-016369-7. - Tekcr :
snekTponHbid. - URL: https://znanium.com/catalog/product/1151473. — Pexxum nmoctyma: mo
MOATHUCKE.

3. Bynar P.E. JlokymeHTallMOHHOE 0OECTIeYeHNEe YITPaBICHHUS MePCOHATIOM: y4yeOHOe
nocobue / P. E. bymar. — Mocksa: UH®PA-M, 2019. — 234 ¢. + Jlon. wMaTepuabl
[[DnexTponnbIil pecypc]]. — (Bricmee obpasoBanme: bakanaspuar). - ISBN 978-5-16-010318-
1. - Tekcr: saextponnbii. - URL: https://znanium.com/catalog/product/1007087. — Pexum
JOCTYTIA: TIO TIOATIHCKE.

4. I'yryea T.A. KondpuaenunansHoe Oen0nponu3BoACTBO: yueOHoe mocodue / T.A.
I'yryeBa. — 2-e m3n., mepepad. u gon. — Mocksa: MH®PA-M, 2022, — 199 c. — (Cpennee
npodeccuonanbHoe odpasosanue). - ISBN 978-5-16-016585-1. - Tekcr: anekrponssiid. - URL:
https://znanium.com/catalog/product/1191331. — Pesxxum mocTyna: mo moAmnmcke.

5. I'ycapoa M.H. OpraHuzaioHHO-UH(OPMALIMOHHOE U JOKYMEHTALlMOHHOE
obecrniedeHre NeATeIbHOCTU pyKOBOOUTENS: yueOHO-MeToanueckoe mocodue / M. H. I'ycaposa,
C. B. T'opkym. — Mocksa: PTY MUPDA, 2022. — 106 ¢. — Tekcrt : anextponHsiii // JlaHb :
3JeKTpoHHO-0nbmoreyHast cucrema. — URL: https://e.lanbook.com/book/176556. — Pexum
IOCTyMa: IJisl aBTOPU3. MOJIb30BATENEH.

6. Henonpoussoacteo: yueOHuk / T.A. beikosa, JIM. Bsmosa, FO.M. Kyxkapuna,
JIB. Cankuna; mon odm. pea. non. T.A. brikoBoi. — 4-e u3z., nmepepad. u qon. — MocCkBa :
HUH®PA-M, 2022. — 393 ¢. + Jlon. marepuanbl [[DnekTpoHHbI pecypc]]. — (Briciiee
obpazosanue: bakangaspuar). — DOI 10.12737/1014190. - ISBN 978-5-16-014992-9. - TekcrT:
snekTponHbid. - URL: https://znanium.com/catalog/product/1014190. — Pexxum nmoctyma: mo
TIOOITHNCKE.

7. Hoponnna JLA. JlokyMeHTanMOHHOe oOecreueHue YMpaBJIeHUs: y4eOHMK U
NPaKTUKYM sl cpenHero mnpodeccuoHampHoro obpasosanus / JILA. oponuna, B. C.
HputnkoBa. — Mocksa: Hsmarenscto FOpaiit, 2022. — 233 ¢. — (IIpodeccuonanbHoe

obpazoBanue). — ISBN 978-5-534-05783-6. — Tekcr: snextponHsiii // IbC FOpaiir [caiit]. —
URL: https://urait.ru/bcode/473802.

8. KoHndunenmanbHoe  IEJIOMPOU3BOACTBO U 3AIIMINEHHBIA  3JIEKTPOHHBIN
nokymentoobopotr: yueOHuk / HH. Kynses, A.C. [émymkun, T.B. Kouppamosa, AT.
®abpuunos; nmox obwm. pen. HH. Kynsiesa. - 2-e u3a., nepepad. u nom. - Mocksa : Jloroc, 2020.
- 500 c. - (Homas yHuBepcuterckasi Oubnmoteka). - ISBN 978-5-98704-711-8. - Tekcr :
snekTponHbid. - URL: https://znanium.com/catalog/product/1212394. — Pexxum nmoctyma: To
TIO/ITIHCKE.
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4. KOHTPOJIBMOLIEHKAPE3YJIbTATOBOCBOEHUA

MPOPECCHOHAJIBHOI'OMOIYJA

Kon n HaumenoBanme
npogdeccuoHAIBLHBIX U
O0IIUX KOMIIETEHIIUIA,
(popmupyembIX B pamMKax
MOAYJIst

Kpurtepuu ouenkn

MeToabI OLIEHKH

IIK 1.1. OcywmecTBisaTh
npuém-nepeady
YIIPaBJICHUYECKON
UH(POPMALIUHU C TOMOIIBIO
CpencTB
WH(POPMAILTMOHHBIX U
KOMMY HUKQITHOHHBIX
TEXHOJIOTUH.

[Mony4yenne HeoOXOIUMOIA
uHpOpMaLIUH 1 TIepeaaya
CaHKLIMOHUPOBAHHOMN
uH(pOpMALIUY C
UCTIOJNIb30BAHUEM CPEICTB
UH(POPMALIMOHHBIX
KOMMY HUKALIHOHHBIX
TEXHOJIOTUI

Kontpons BeInoaHEHUS
MPAKTHYECKUX 3aJaHUM.

Y CTHBII UM TECTOBBINA KOHTPOJIb
TEOPETUYECKUX 3HAHUM.
AHaJIU3 ¥ OLICHKA PeLIeHUN
npOOJIEMHBIX CUTYalHi.
IIpoBepounsie padoTHI 1O
KK 0N TeMe.

ATTecTanus no
MIPOU3BOACTBEHHON
MPaKTHKE.

IIK 1.2. KoopauHuposaTb
paboTy mpueMHOMH
PYKOBOAUTES, 30H
npueMa pa3IndHbIX
KaTeropuil NoceTuTesnein
OpraHU3aLMH.

Koopnunanus paboTbl
MPUEMHON PyKOBOOUTENA U
30H NpHUEMaA Pa3IUIHbIX
KaTeropuil noceTuTesnen
OpraHu3aLuu

Kontpons BeInoaHEHUS
MPAKTHYECKUX 3aJaHUM.

Y CTHBII UM TECTOBBINA KOHTPOJIb
TEOPETUUECKUX 3HAHUM.
AHaJIU3 ¥ OLICHKA PeLIeHUN
npOOJIEMHBIX CUTYalHi.
IIpoBepounsie padoTHI 1O
KK 0N TeMe.

ATTecTanus no
MIPOU3BOACTBEHHON
MPaKTHKE.

IIK 1.3. Bnagets
HaBBIKAMU TUTAHUPOBAHUS
pabodero BpeMeHU
PYKOBOIUTENS U
ceKperapsi.

ITnanupoBanue padbouero
BPEMEHU PYKOBOIUTEIIS U
pabouero mHsS cekpeTapsi

Kontpons BeInoaHEHUS
MPAKTHYECKUX 3aJaHUM.

Y CTHBII UM TECTOBBINA KOHTPOJIb
TEOPETUUECKUX 3HAHUM.
AHaJIU3 ¥ OLICHKA PeLIeHUN
npOOJIEMHBIX CUTYalHi.
IIpoBepounsie padoTHI 1O
KK 0N TeMe.

ATTecTanus no
MIPOU3BOACTBEHHON
MPaKTHKE.

IIK 1.4. OcywmecTBisTh
MOATOTOBKY JEJIOBBIX

Opraauzauus qeI0BbIX
MOE37IOK PYKOBOIHTEIS

Kontpons BeInoaHEHUS
MPAKTHYECKUX 3aJaHUM.




MOE3/10K PYKOBOAUTENS U
AOPYTUX COTPYIHUKOB
OpraHU3aLMH.

U APYTUX COTPYAHUKOB
OpraHu3aLuu

Y CTHBII UM TECTOBBINA KOHTPOJIb
TEOPETUUECKUX 3HAHUM.

AHaJIU3 ¥ OLICHKA PeLIeHUN
npOOJIEMHBIX CUTYalHi.
IIpoBepounsie padoTHI 1O

KK 0N TeMe.

ATTecTauus mo
MIPOU3BOACTBEHHON

MPaKTHKE.

IIK 1.5. Bnagets
criocobaMu OpraHU3aIuu
pabodero mpocTpaHCTBa
NpUEMHOH 1 KaOMHeTa
PYKOBOUTEJISL.

Opraauzauus U MoAAepKaHue

($YHKIIMOHABHOTO pabovero
NPOCTPAHCTBA

Kontpons BeInoaHEHUS
MPaKTUYECKUX 3aJaHHUM.

Y CTHBII UM TECTOBBINA KOHTPOJIb
TEOPETUUECKUX 3HAHUM.
AHaJIU3 ¥ OLICHKA PeLIeHUN
npOOJIEMHBIX CUTYalHi.
IIpoBepounsie padoTHI 1O
KK 0N TeMe.

ATTecTanus no
MIPOU3BOACTBEHHON
MPaKTHKE.

IIK 1.6.

OcyecTBisTh paboTy
MIOTIOITOTOBKE U

Opraaunzauus MOArOTOBKH U
MPOBEJICHUE BHYTPSHHUX U
BHEITHUX KOH(EPEHTHBIX
MEpPOTPUSITHIA, OOeCTIeYeHHe

Kontpons BeInoaHEHUS
MPAKTHYECKUX 3aJaHUM.

Y CTHBII UM TECTOBBINA KOHTPOJIb

MIPOBEAEHUIO

KOH(EPEHTHBIX UH(POPMALIMOHHOTO TEOPEeTUYECKUX 3HAHUM.
MEPOIPUATHH, B3aMMOJIENCTBUSI AHanu3 U OLIeHKa peleHui
obecrieunBaTh PYKOBOOUTEIS C MPOOIEMHBIX CUTY AU,
nH(popmMaLnOHHOE HOAPAasACICHUAMU U ITposepounsie paboOTHI IO
B3alMO/IeHiCTBHE AOJEKHOCTHBIMU JINLIAMU KaKA0M TEMeE.

PYKOBOIHTE]IA C OpraHU3aIIIH. ATTecTanus no
[IONpasACICHUAMHI 1 IIPOU3BOJCTBEHHON
JOJKHOCTHBIMH JINLAMH MPAKTHKE.

OpraHU3aLMH.

IIK 1.7. Odopmnenue Kontpons BBITTOJTHEHUS
OdopmATh OpraHU3aLMOHHO- MPAKTUYECKUX 3aJaHUM.
OpraHu3aLOHHO- PaclopsaIUTCIIbHBIX Y CTHBIN WM TECTOBBINA KOHTPOJIb
pacropsiAuTebHbIE AOKYMEHTOB U Opranusanis TEOPETUUECKUX 3HAHUM.

AOKYMCHTHBI U
OpPTaHHU30BBIBATH PAOOTY C
HUMH, B TOM YHUCJIC C
UCTIOJIb30BaHHEM
ABTOMATU3UPOBAHHBIX
CHCTEM.

pa6OTbI ¢ HUMH, B TOM 4HUCJIC C

HUCIIOJBb30BaAHHUEM

ABTOMAaTHU3UPOBAHHBIX CUCTEM

AHanu3 U OLEHKa pelleHui
npOOJIEMHBIX CUTYalHi.
IIpoBepounsble padoThI o
KOKAOU TEME.

ATTectanuus o

MPOU3BOACTBEHHOMN




MIPAKTHKE.

IIK 1.8.

OdopMIISTE TOKYMEHTBI
0 JIMYHOMY COCTaBY U
OpPTaHHU30BBIBATH PAOOTY C

OdopmieHre TOKYMEHTOB TIO
JINYHOMY COCTaBy U
opranuzanysi paboTsl C HUMH,
B TOM YHCJIE C

KOHTpOJ’Ib BBITTOJIHEHUA

MPAKTHYECKUX 3aJaHUM.
Y CTHBIN WM TECTOBBINA KOHTPOJIb
TEOPETUUECKUX 3HAHUM.

HHUMH, B TOM YHCIIE C HCIONBb30BaHUEM AHanu3 W OLIEHKAa peIleHHi
HUCIIOJIBb30BAHUEM ABTOMAaTHU3UPOBAHHBIX CUCTEM HpO6JIeMHbIX CI/ITyaL[I/IfI.
aBTOMaTH3MPOBAHHBIX ITpoBepoutble paboTel o
CUCTEM. KK 0N TeMe.
ATTectanuus o
MPOU3BOACTBEHHOMN
MPaKTHKE.
IIK 1.9. OpraHuzanys TEKyIIero KonTposap BeINONHEHUS

OpFaHI/ISOBbIBaTb TEKYLICC
XPaHEHUE NOKYMEHTOB,
00paboTKy men ast
OIEPaTUBHOTO U
APXUBHOI'O XpaHEHUA, B
TOM HYHCJIE C

XPaHCHUSA JOKYMCHTOB,
obpaboTka men ms
ONnEpPaTuBHOTO U APXUBHOTO
XPaHECHUs, B TOM YUCJIC C
HCTIOIb30BaHHEM
ABTOMAaTHU3UPOBAHHBIX CUCTEM

MPAKTHYECKUX 3aJaHUM.

Y CTHBII UM TECTOBBINA KOHTPOJIb
TEOPETUUECKUX 3HAHUM.

AHanu3 U OLIeHKa peleHui
npOOJIEMHBIX CUTYalHi.

IIpoBepounsie padoTHI 1O

UCTIOJIb30BaHUEM KayKIOM TeMe.
aBTOMAaTU3HUPOBAHHBIX
ATTecTauus mo
CUCTEM. .
NIPON3BO/ICTBEHHOMN
NPAKTHKE.
Bribop cniocoba pernenus KoHTpob BBITIOTHEHHS
3ana4 npodecCuoOHaTbHON NPAKTUYECKHX 3a1aHUH.
OK 01. ACATEJIPHOCTH IPUMECHUTEJIBHO | 'V CTHBIN UM TECTOBBINA KOHTPOJIb

Beibupats criocoOsr
pelIeHus 3a1a4
npodheCCUOHATTbHON
AeATeNIbHOCTH
MPUMEHHUTECIIBHO K
Pa3JIMIHbIM KOHTCKCTAaM,

2

K Pa3JIMYHBIM KOHTCKCTaM

TEOPETUUECKUX 3HAHUM.
AHanu3 U OLIeHKa peleHui
npOOJIEMHBIX CUTYalHi.
IIpoBepounsie padoTHI 1O
KK 0N TeMe.

ATTecTanus no
MPOU3BOACTBEHHOMN
NPAKTHKE.

OK 02.

Hcnonbv3zosare
COBPEMEHHBIE CPEICTBA
MIOWCKA, aHAJIN3a U
UHTEPIPETALNN
uHpopMaLuy, u
UH(pOPMALMOHHBIE

Hcnonb3oBaHue COBPEMEHHBIX
CpeACTBa NMOUCKA, aHAIN3a U
UHTEpPIIpeTaluy HHPOPMALIHIH,
U MCIOJIb30BaHUE
UH(POPMALTMOHHBIX
TEXHOJIOTHH 11 BBITOJHEHHSI
3ama4 npodeCCUOHATBHON

Kontpons BeInoaHEHUS
MPAKTHYECKUX 3aJaHUM.

Y CTHBII UM TECTOBBINA KOHTPOJIb
TEOPETUUECKUX 3HAHUM.

AHanu3 U OLIeHKa peleHui
npOOJIEMHBIX CUTYalHi.

IIpoBepounsie padoTHI 1O




TEXHOJIOTUH IJIsA
BBITIOJIHCHUA 3aaa4

JACATCIIbHOCTH.

KayKIOU TEME.

ATTectranus 1o

npodecCHOHATBHOM NPOM3BOACTBEHHOM
IeATeNbHOCTH, NPAKTHKE.

OK 04. Bsaumopeiicteue u padora B Kontpons BeInoaHEHUS
OddexruBHO KOJUIEKTUBE U KOMaHJIe MPAKTHYECKUX 3aJaHUM.

B3aUMOJIEMCTBOBATH U
paboTaTh B KOJUIEKTHBE U
KOMAaHJIE,

Y CTHBII UM TECTOBBINA KOHTPOJIb
TEOPETUUECKUX 3HAHUM.

AHaJIU3 ¥ OLICHKA PeLIeHUN
npOOJIEMHBIX CUTYalHi.
IIpoBepounsie padoTHI 1O

KK 0N TeMe.

ATTecTauus mo
MIPOU3BOACTBEHHON

MPaKTHKE.

OK 05.

Ocy1uecTBIATh YCTHYIO U
MUCBbMEHHYIO
KOMMYHHUKAIIHMIO Ha
rOCyJapCTBEHHOM SI3bIKE
Poccutickoit @eaepanuu ¢

Ocy1ecTBieHNe YCTHOH U
HUCbMEHHOH KOMMYHUKALIUA
HA rOCYIapCTBEHHOM SI3bIKE
Poccutickoi ®@enepanuu ¢
y4eTOM OCOOEHHOCTEH
COLIMAJIBHOTO U KYJIBTYPHOTO

Kontpons BeInoaHEHUS
MPAKTHYECKUX 3aJaHUM.

Y CTHBII UM TECTOBBINA KOHTPOJIb
TEOPETUYECKUX 3HAHUM.

AHanu3 U OLIeHKa peleHui
npOOJIEMHBIX CUTYalHi.

yHeTom ocobenrocTelt KoHTeKCTA IIpoBepouHble pabOTHI 11O
COLIMAJIBHOTO U KaXKIOM TeMe
KYJIbTYPHOT'O KOHTEKCTa
YARTYP ATTecTanus no
MIPOU3BOACTBEHHON
MPaKTHKE.
OK 09. Hcnonb3osanue KonTposap BeINONHEHUS
TTonp3zoBaThCS HpO(I)eCCHOHaHbHOﬁ MPAKTUICCKUX 3aJaHMH.
npodheCCUOHATTbHON JOKYMCHTAIIMH Ha Y CTHBII UM TECTOBBINA KOHTPOJIb

NOKyMEHTaLuel Ha
rOCyJapCTBEHHOM U
WHOCTPAHHOM SI3bIKaX

roCy1apCTBEHHOM U
WHOCTPAHHOM SI3bIKax

TEOPETUUECKUX 3HAHUM.
AHanu3 U OLIeHKa peleHui
npOOJIEMHBIX CUTYalHi.
IIpoBepounsie padoTHI 1O
KK 0N TeMe.

ATTecTanus no
MPOU3BOACTBEHHOMN
NPAKTHKE.




IIpunoxxenne 3.2

K OOII o criennaibHOCTH

46.02.01 /lokymenmayuonnoe obecneyeHue ynpas/ieHus U apxXueoseoenue

MHWHUCTEPCTBO OBPA30BAHUA U HAYKU PECITYBJIMKU JTIATECTAH
lNocymapcrBenHOE O1OKETHOS TPOGECCHOHATEHOS 00pa30BaTeABHOE YupekacHue PecnyOmnku
Jarectan
«Komnemx mammuHocTpocHus u ceperica uM. C.OpmKkoHUKHI3E

PABOYAS ITIPOI'PAMMA ITPOPECCUOHAJIBHOTO MO YJIA

«IIM. 02 Opranusanusi ApXxuBHOH padoThl 0 JOKYMEHTAM OPraHH3aAUHH
Pa3JIM4YHbIX (OPM COOCTBEHHOCTH

Kox n HanveHOBaHNE CTIEITHATBHOCTH:
46.02.01 HoxkyMEHTAIMOHHOS OOCCIICUCHHE VITPABICHUS U ApXUBOBCACHUC
Bxomseii B cocra YI'C 46.00.00 UcTopus u apxeosiorust

Kpanudukanus BeIimycKHHKA:
CrnenaiucT no A0KyMeHTALHOHHOMY o0eclie4eHHUI0 YIIPABJIeHUs] U ADXUBHOMY

Aey

Kacmouiick 2023r.



OJOBPEHO YTBEPXIAIO
IuxnoBoli koMHCCHEH SKOHOMHYECKHX
JUCLMIUINH

TMpotoxon Ne #0 or« J0» € & 2023 .

3aM. JUpeKTopa 1o y4eOHo-
MeToaHYecKoH paborte

Hpencenareas LIK
£ /"'( o OcmanoBa JK.M.
MoANHUCH

MOATTHCH ) o

Wl » L4 2023 r.

PaGouas nporpamma npodeccroHansHOro Momyns «IIM.02 Opranusauus apXHBHON paGoTel 110
JNOKYMEHTaM OpPraHu3aLui pasinuHbIx GopM coGcTBeHHOCTHY pa3paboTaHa Ha OCHOBE:

- MenepanbHOroO rocy1apcTBEHHOro 00pa3oBaTEIbHOIO CTAHAAPTA CPeAHEro MpodecCHOHAIBHOTO
obpaszoBanus no creuHanbHoctH 46.02.01 «JloxymeHTauuoHHOe ofecreyeHHue YNpaBieHHs H
apXHBOBEACHHE», BXOIALIEH B COCTaB YKPYMHEHHOM rpynmsl cnenuansHocTeit 46.00.00 Hcto-
PHst U apXeOJIOTHSA, YTBEPXKACHHOTO MpUKa3oM MunobpHayku Poccun Ne 778 ot 26 asrycra 2022
r. (3aperucrpupoBaHo B MuHiocte Poccnu 30 centsabps 2022r. Ne 70318);

¢ ydyerom:

- ITpumepHO# 0CHOBHOI 06pa3oBaTebHOM NMPOrpaMMBbl MOATOTOBKH CIIELIATTUCTOB CPeaHe-
ro 3seHa no cneuxanbHocTn 46.02.01 JoxymeHTanuoHHoe ofecrieyeHue YIOpaBACHHS H
apXUBOBEIEHHE, YTBEPXKIACHOH npoTokonoM PenepanbHOro yueGHO-METOAUUECKOrO 00beIHHE-
nus o YITIC 46.00.00 ot 06.10.2022 r. Ne 4 (3apeructprpoBaHO B rOCYJapCTBEHHOM PEECTpe
NPHUMEPHBIX OCHOBHBIX OOpazoBaTenbHbIx nporpamM [Ipukazom OI'BOY IAITO HUPIIO Ne 70
[1-1620t1 07.04.2023)

B COOTBETCTBUH C pabounM yueOHbIM I1aHOM Kosuiemka Ha 2023/2024 yueGHsiit rox.

Pa3spabotunku:
- Kagnesa X.K. - npenogasarens I'BIIOY PJ] «Komnemk MalIHMHOCTPOEHHS H CEpBHCA HM.
C.OpmxoHUKHI3EN;

- Hcmaunosa 3.10. - npenoaaratens I'BIIOY PJI «Komnenk MallMHOCTPOSHHS M CEpPBHCA HM.
C.OpmKOoHUKHA3EN.

© Kaguesa Xammxar Kyp6anmaromenosHa 2023
© Hcmaunosa 3aitHab IOpeeBHa 2023

. I'BITOY PJI «Konnemxk MammHOCTpoeHHs ¥ cepBuca uM. C.Opmxonuknmze» 2023
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COJEPKAHUE

. OBIIASI XAPAKTEPUCTHKA PABOUYEN TPOT PAMMBI
MPODPECCHOHAJBHOI'O MOAVJIA

. CTPYKTYPA H COAEPKAHUE TPOPECCHNOHAJBHOI'O MOAYJIA

. YCJIOBUA PEAJIMBAINU TPOPECCUOHAJIBHOI'O MOAYJIA

. KOHTPOJIb 1 OIIEHKA PE3VJIBTATOB OCBOEHUA

MPODPECCHOHAJBHOI'O MOAVJIA



1. OBILIASL XAPAKTEPUCTHKA PABOYEN ITIPOTPAMMBI
HPOPECCHUOHAJIBHOI'O MOAYJIA
«IIM 02 Opranuzanusi apxuBHOii paGoThbI O AOKYMEHTAM OpraHU3aluii
PA3JIHYHBIX (POPM COGCTBEHHOCTHY

1.1. Heap 1 miaHupyeMble Pe3yJbTATHI 0CBOSHHS NMPO(ecCHOHATBEHOT0 MOAYJISA

B pesymerare wmsyueHus npoeCCHOHATBHOTO MOAVIS OOVUAIOIIMXCS JODKCH OCBOUTH OCHOBHOU BHA
pesarenbHocTu Opeanusayus apxueHoti padomuvl N0 OOKYMEHMAM OPSaHUSAYUT PA3TUYHBIX YOPM COOCEEHHO-
CHMU ¥ COOTBETCTBYIOLIHEEMY OOIIUE KOMIICTCHINH, U NPO(eCCHOHATBHBIC KOMIICTCHIINH:

IepeucHp O0MMUX KOMITCTCHIIHIA

Kon HaumeHoBaHMe 001UHX KOMIETEHIHH
BriOupate criocoObl pereHus 3ana4 mpo)eCCHOHATBHON ACATEIBHOCTH MPUMEHHUTENBHO K Pa3Iny-
OKO0! |HBIM KOHTEKCTaM
Hcnonp3oBaTh COBpEMEHHBIC CPEACTBA MOKCKA, aHATH3a U UHTEpIpeTapu uapopMarmu, U HHPOp-
OK02 |MalMOHHBIC TSXHOJIOTHH /ISl BBIMOHCHUS 33124 MPOo(EeCCHOHATBHOM ACITCIPHOCTH
OK04 | 9ddexTrBHO B3aNMOICHCTBOBATE U PA0OTATh B KOJUICKTHBE U KOMAHE
OcCyIIecTBIATh VCTHYIO H MHCBMCHHYI0 KOMMYHHKAITHEO HA TOCYAAPCTBEHHOM s3bIke Poccniickoii-
OK05 | deaepaunu cydéToOM 0COOCHHOCTEH COLMATBHOTO M KYIBTYPHOTO KOHTEKCTA
OK09 |Ilone3oBarbes npodeccHOHATBHON JOKYMEHTAUHEH HA rOCY JaPCTBCHHOM U HHOCTPAHHOM SI3BIKAX
Kon HaumeHoBaHMe JIHYHOCTHBIX Pe3yJIbTATOB
JeMoHCTpHpPYIOMNI FOTOBHOCTE M CIIOCOOHOCTh BECTH AWANOT € APYIHMH JIIOJAbMH, JOCTUTATh B
JIP 13 | HeM B3aMMOTIOHUMAHMSI, HAXOAUTh OOIIME LENH U COTPYAHUYATh /IS UX AOCTIGKEHUS B mpodec-
CUOHAJIbHOHU JICATCIHHOCTH
[IposBasromuii cO3HATENPHOE OTHOLICHUE K HEMPEPHIBHOMY OOPa30BaHMIO KaK YCIOBHIO YCIICII-
JIP 14 | Hoit npodeccrHoHabHOM U OCIMECTBCHHOM ACATCIBHOCTH
[TposBasromuil rpakJaHCKOC OTHOIICHHUE K MPOESCCHOHATBHON ACATEIPHOCTH KaK K BO3MOMKHO-
JIP 15 | ctu nuunHOrO yuactus B PEUICHHHM OOINECTBEHHBIX, TOCYAAPCTBCHHBIX, OOIICHAIMOHATBHBIX
mpodIeM
l'oToBEINT COOTBETCTBOBATE OXUAAHHAM paborozarencit: 3Q(ekTHBHO B3aAMMOACHCTBYIOIUI C
YICHAMH KOMAaHIBl U COTPYAHHYAOLINA C IPYTHMH TIOIbMH, OCO3HAHHO BBHIMTOIHSIOIUE npodec-
JIP 16 | cuonanpubie  TpeOoBaHmMs, OTBCTCTBCHHBIH, VHUIMATUBHBIA,  JUCLUILTHHUPOBAHHBIH,
TPYAOTOOUBBIN, KPUTHUCCKH MBIC/ISIINAN, HALCICHHBIM HAa JOCTIKCHHUE MOCTABJICHHBIX LICICH;,
JEMOHCTPUPYIOIINH NPOoheCCHOHATBHY K KU3HECTOUKOCTh
Cobmogaroruii B CBOSH Mpo)eCCHOHATBHOHN ACATCIbHOCTH STHUCCKUC IPUHIUIIbBI, YSCTHOCTH, HE-
JIP 17 | 3aBucumocTH, npodecCHOHATBPHOH YHCTOTHI, OOBECKTUBHOCTH, OCCIPUCTPACTHOCTH U TPaBHIA
JEJIOBOTO MOBEACHHS
P 18 [TposBasromuii OepeKHOE OTHOIICHUE K COXPAHHOCTH M HCIOIB30BAHUIO MHUPOBOTO JOKYMCH-
TaJTBHOTO HACTICIUS
19 [IposBasromuii HEHHOCTHOE OTHOLICHHUE K KYJBTYPE H HCKYCCTBY, K KVJIBTYPE PEUH H KYIbTYPE
It MOBEICHHUS, K KPACOTE U TApMOHHHU
JIP 20 | CocoGHBIi K CaMOCTOSTSIPHOMY PELICHHUIO BOITPOCOB KU3HCYCTPOHCTBA
JIP 21 | CiocoGHBIH K IPUMEHEHHIO HHCTPYMEHTOB U METOAOB OCPEKITHBOTONPOH3BOACTBA
JIP 22 | Ymeromuii GbICTPO MPUHUMATH PELICHUS, PACTIPEACIATh COOCTBCHHEIE
PECYPCHL M VIIPABIISATh CBOUM BPEMEHEM
JIP 23 | CocoOHBIH K NPUMEHEHHIO TOTUCTUKH HABBIKOB B PCLICHUM THYHBIX H MPOPECCHOHATBHBIX 33124
JIP 24 | YMmeHMe peamn3oBaTh THACPCKIC KAUeCTBA HA MMPOU3BOACTBE
JIP 25 | CtpeccoycToiiuuBOCTE, KOMMYHHUKAOCTBHOCTD




JIP 26

MoTtuBaims k caM0o0OpPa30BaHHUIO U PA3BUTHIO

JIP 27

OTBETCTBCHHOCTH 32 PE3YIbTAT YYCOHOU ACATCIBHOCTH M IOATOTOBKH K MPOECCHOHANBHON e~
TEJIBHOCTHU

IepeucHs mpodhecCHOHATBHBIX KOMITCTSHITHIHA

Kon HanmeHoBaHHe BHI0B JesITeJIbHOCTH H NPO(eCCHOHANBHBIX KOMITeTeHIHI
Opranuzanus apxuBHOH pabOTHI MO AOKYMEHTaM OPraHu3alii pa3mudHeX GopM coOCTBEHHOCTH
B/12
OcyIecTBIATh KOMIUICKTOBAHKE APXUBHBIMU JCTaMH (JOKYMEHTAMH) apXUBAOPTaHU3AIHH
IIK2.1.
Bectu yuéT apxuBHBIX €1 (ZIOKYMEHTOB), B TOM YHCJIC € HCIIOIb30BAHUEM aBTOMATH3UPOBAHHEI
IIK2.2. |cuctem
OcyIIecTBIAITh XPAHCHHE APXUBHBIX JCT (ZI0KYMEHTOB) € TIOCTOSIHHBIM CPOKOM XPAHCHUSH IO JTHY-
I1K2.3. |HOMY COCTaBY B apXHBC OPraHU3ALNH
OcyIIecTBIAITh XPAHCHHE, KOMIUICKTOBAHKE, VIET M UCIIONB30BaHKE ¢ (IOKYMCHTOB) BPEMEHHO-
I1K2.4. |ro xpaneHus
[IK2.5. | OcymecTBaAsATh HCMIOMB30BAHNE APXUBHBIXAC (JOKYMECHTOB), B TOM YHCJIC C UCHONb30BAHHEM aB-

TOMATHU3HUPOBAHHBIX CHCTCM

B pesynbrare ocBoeHMs POPECCHOHATBHOTO MOAY IS O0YHAIOLITHIACS JOJDKEH:

OcymecTBaATE KOMILIEKTOBAHHE APXUBHBIMH AeJ1aMH (A0KYMEHTAMH) ApXHBa
OpraHu3anyu

HUmetnb

MPAKTUYECKHUI OMBIT

KommnekToBanue apXHBHBIMH JeNaMU (A0KYMEHTAMH) apXUBA OPTaHU3ALNN

yMETh

- paboTath C MOAPA3ACICHUAMHI/OPraHU3auMsIMH HCTOYHUKAMH KOMILICKTOBA-
HUS apXxuBa;

— NIPUHHUMATh APXUBHBIC Jcha (TOKYMCHTHI) HA MMOCTOSHHOE WITH JOITOBPEMEH-
HOE XPaHCHUE,

— YYacTBOBATh B IIPOBEACHHUH 3KCIICPTHU3BI IEHHOCTH PA3IMYHBIX THIIOB U BHI0B
JOKYMEHTOB B COOTBETCTBHH C BHYTPEHHUMH PETIIAMEHTaAMH OPTaHU3aLIHH,

— OPUMCHATH B Pa0OTE PCKOMEHIALINH KCTICPTHO-IPOBEPOYHOH KOMHUCCHH HJIH-
SKCHEPTHOM KOMUCCHU OPTaHU3aLUU;

— TIPUMCHATH NCPEUHH C VKA3AHUEM CPOKOB XPAaHCHHS A¢T (ZOKYMCHTOB);

- cobmoaaTe HOPMATHBHBIC CPOKH XPAaHCHUS AEN (IOKYMECHTOB);

— BECTH YUET UCTOYHHKOB KOMIUIEKTOBAHHS apXUBA;

— HCIIONIB30BATh MEPEIOBOH OTCUCCTBCHHBIN M 3apyOCKHBIA OIMBIT MOKOMILICK-
TOBAHHIO apXHBa JcNaMH (IOKYMEHTAMH) HOCTOSHHOTO W JOITOBPEMCHHOTO
XpaHEHHUI;

— HCIOJB30BaTh COBPCMCHHBIC AaBTOMATH3UPOBAHHBIC, NHGOPMALMOHHEIE H TC-
JICKOMMYHHUKAIIMOHHBIC TEXHOIOTHH JOKYMEHTUPOBAHHBIX cep ACATCIBHOCTH
OpraHH3aLUH.

3HATb

- HOpPMAaTHBHBIC TPaBOBhIC akThl Poccutickoii dexeparuu B chepe acmonpous-
BOJCTBA U APXHUBHOTO ACTA;

— HAYYHO-MCTOAMUYCCKUC KPUTCPUHN SKCIICPTU3BI HCHHOCTU PA3JINMIHBIX TUIIOB U
BHIOB ¢ (IOKYMCHTOB),

— TCOPCTHUUCCKUC U MCTOAUUCCKUC aACIICKThl KOMIUICKTOBAHUA U SKCIICPTU3BL
LEHHOCTH BCEX BUIOB JOKYMEHTOB,

— BHJBL, PA3HOBHIHOCTH U opMaThl BCEX BUAOB TOKYMEHTOB;

- VHUHULUHPOBAHHYIO CUCTEMY OPTaHU3ALHOHHO-PACTIOPSIUTCIBHON JOKYMEH-
TaLuu,

- cTa”AapThl 0OPMIICHUS OPraHU3ALMOHHO-PACTIOPSAUTE TIBHOH JOKYMCHTA-
5120

= ¢croco0bl M TEXHOJIOTHH TOKYMCHTHPOBAHUS PA3IUYHBIX BUAOB MPOBECCHO-




HAJIbHOU ACATCILHOCTH,

- OPraHHU3aLMOHHPBIC TPUHITUITBI KOMILICKTOBAHUS AC] (JOKYMEHTOB) OTPaHHU-
YCHHOTO JOCTYIA,

— TtpeOoBaHMs OXPaHBI TPYIA.

Bectun y4ér apxuBHBIX JeJ1 (JOKYMEHTOB), B TOM 4HCJ/Ie ¢ HCIOJIb30BAHHEM AaBTOMATH3HPO-

BAHHBIX CHCTEM

HmeTp npakTU4YeCcKuii
OMBIT

Benenue yuéta apxXuBHBIX ACT (TOKYMECHTOB),
B Tom uucnie ¢ UCIoIb30BaHHUEM ABTOMATH3UPOBAHHBIX CHCTEM

yMETh

- MOJb30BaThHCS YUETHBIMH JOKYMCHTAMHU B PAMKAaX 3JCKTPOHHBIX HH(pOpMA-
LUOHHBIX CUCTEM JOKYMCHTHPOBAHHEIX c(hep ACATCTBHOCTH OPraHU3aIUH;

- MOJb30BaThCH CCPTUPHULHUPOBAHHEIMU ABTOMATU3UPOBAHHBIMH CHCTCMAaMH-
JOKYMECHTHPOBAHHEIX c(pep ACATEIBHOCTH OPTaHU3ALMHU 0 VIETY, PETUCTPALMH,
KOHTPOJTIO ACJT (IOKYMCHTOB);

- MOJb30BaThHCH HHPOPMALTUOHHO-CIIPABOYHEIMU CHCTEMAMH JOKYMCHTHPO-
BaHHBIX c(ep ACATCIBHOCTH OPraHN3aIiH;

- BCECTH CHPaBOYHO-TIOMCKOBHIC CPEACTBA K APXUBHBIM AcTaM (IOKYMCHTaM);

- BECTHYUYETCTPaxOBOro(poHIAapXUBHEIXACH ( IOKYMCHTOB);

- TMPUMCHATh HOPMATHBHBIC INPABOBEIC AKTHI, JOKAJIbHBIC HOPMATHUBHEIC aK-
TBIOPTaHN3AUN U METOJUYCCKUEC JOKYMCHTH B O0NACTH Y4ETa apXHBHBIX OCIT
(A0KYMEHTOB);

—  BHOCHUTb MPEIJIOKEHUS IO COBCPLICHCTBOBAHHIO METOAMICCKOro odecneuye-
HUAYYETA PA3HBIX BUAOB JOKYMEHTOB B JOKYMCHTHPOBAaHHBIX chepax
JCATEIBHOCTH OPraHU3alyy.

3HATb

- HOpPMaTHBHBIC NPaBOBHIC aKThl Poccutickoii deaeparuu B chepe acmonpous-
BOJCTBA U apXHUBHOTO ACTA;

- METOJUYCCKHE JOKYMCHTHI M HAIIMOHATBHBIC CTAHAAPTH B 00NACTH yuéTa A0-
KYMCHTOB U JOKYMEHTHPOBAHHBIX cpep ACATCIbHOCTH OPraHN3aLHH;

— OTCUYCCTBECHHHBIC H 3apyOCKHBIC CEPTHPHLMPOBAHHBIC CHCTEMbI ABTOMATH3H-
POBAHHOTO yu&Ta APXUBHBIX IS/ (IOKYMCHTOB);

- T1peboBaHM K VIETY 0CO00 LCHHBIX M YHUKAJIBHBIX APXUBHBIX ACT (A0OKYMECH-
TOB);

— CPOKH BBINOJHCHUS paboT MO YUETY apXUBHBIX ACT (ZOKYMEHTOB);

- OOUIME MPUHLIMITEL YIETA U KOMILUICKTOBAHUS 1S/ (JOKYMECHTOB) OrPaHHYICH-
HOTO AOCTYIIA;

- TpeOoBaHMs OXPAHBI TPYAA.

OcymecTBaAITh XpaHeHHE APXHBHBIX AeJI (1I0KYMEHTOB) € NOCTOSTHHBIM CPOKOM XPAHEHHSIH 110
JUYHOMY COCTABY B APXHBE OPraHU3ALHHU

HmeTp npakTU4YeCcKuii
OMBIT

OCyIIEeCTBICHHE XPAHCHUS APXUBHBIX JC/T (IOKYMEHTOB) C OCTOSIHHBIM CPO-
KOMXPAHEHUA U MO JIMYHOMY COCTABY B apXHBE OpPraHU3aLMU




yMETh

— CHCTCMATU3HPOBATH AeNa (JOKYMCHTEI);

- pasMelnaTh apXHBHBIC Acha (IOKYMCHTBI) HA MECTaX XPAHCHHUS B COOTBETCTBHH
€ HOPMAaTHBHBIMH TPEOOBAHUIMH B OONACTH apXUBHOTO JCNa U YIIPABICHMS 10-
KYMCHTaMH;

- cobIroaaTh HOPMATHUBHEIC PEKHMBI XPAHCHHS APXHUBHBIX AT (ZOKYMCHTOB) Ha
THO0OBIX HOCHTEIIAX;

— MPOBOAUTH MPOBEPKY MOTHOTH COCTABA APXHUBHBEIX JOKYMCHTOB B €IUHH-
LHAXXPAHCHUS;

— NPOBOJIUTH OIHMCAHKEC APXHUBHBIX JEJ (IOKYMCHTOB);

— COCTaBJIATh CIPABOYHO-TIONCKOBBIE CPCACTBA K APXHUBHBIM ACIaM
(moxymeHTaM);

— BECTHU VYET M KOHTPOJb BBIJAYH APXUBHBIX JCI (IOKYMEHTOB) U3 apXHBOXpa-
HWIHILA U UX BO3BPATA;

— BECTHU VYET M KOHTPONb Mepeaads Aei (ZI0KYMCHTOB) B TOCYIAPCTBCH-
HBIH/MYHULMNATEHEINA ApXUB WK HA HHOC BHEINHEE XPAHCHUE U IPUEMA IET C
BHEIIHETO XPAHCHHUS,

— MIPOBOAHTH MOTUCTHYIO MPOBEPKY (PH3MICCKOTO COCTOSHUS ACIT (IOKYMCHTOB);
— PpasbICKHBATH HE OOHAPYKECHHBIC AeNa (JOKYMEHTHI),

- 3aIUINATE HHOPMALIMOHHBIC PECYPCH aPXHBA OT HE CAHKIIMOHHPOBAHHOTO
JOCTyTIA.

3HATb

- HOpPMAaTHBHBIC TPaBOBhIC akThl Poccutickoii dexeparuu B chepe acmonpous-
BOJCTBA U apXHUBHOTO ACTA;

- HOpPMAaTHBHBIC TPaBOBHIC aKThl Poccuiickoii deaeparun B obmactu uapopma-
UM, HHOOPMAHOHHBIX TEXHOJIOTHH, 3aIIUTH HH()OpMAINN 1 MEPCOHANTBHBIX
JaHHBIX, OUQPOBOH TparchOopMaLINK;

- HOpPMAaTHBHBIC NPaBOBBIC aKThl Poccuiickoii deaeparuu B 001aCTH KOHPUACH-
IUATBHOCTH HHPOPMALHH;

— TpaBUIa XPaHCHHS AeT (IOKYMEHTOB) B COOTBETCTBHH C MX THITAMHU;

- HopaaoK GOPMHUPOBAHUA JOKYMECHTOB B KOMILICKTBI, TPYIIIbI, THIIBL;

- TpeboBaHms K 0OPMICHHIO JOTOBOPOB HA PCATH3ALUIO VCIIYT BHECITHETO Xpa-
HCHUS e (IOKYMCHTOB);

— CPOKH BBHINOIHCHUS paboT;

- TpecOOBaHMS K YCTAHOBICHHBIM HOPMaM BHIPAOOTKU;

- TpeOOBaHMs OXPAHBI TPYA.

OcymecTBasITh XpaHeHHE, KOMILJIEKTOHHE, YU4ET U HCIO0JIb30BaHHe e/l (10KYMEeHTOB) BpeMeH-

HOT'0 XpaHeHUs

HmeTp npakTU4YeCcKuii
OMBIT

Ocy1uecTBIeHUE XPAHCHHUS, KOMILICKTOBAHMUS, VIETA U HCTIONB30BAHUS ET
(ZOKYMEHTOB) BPEMCHHOTO XPAHCHHS

yMETh

— OpPraHW30BBEIBATEH M 00ECIICUHBATh XPAHCHHE e (JOKYMECHTOB) BPpEMEHHOTO-
XPaHCHHS OPTaHU3aLUHU B TPAIULHOHHOMH B 3JICKTPOHHOM BHJC;,

— KOHTPOJHUPOBATH Pa3pabOTKy CTPYKTYPHBIMU HOAPA3ACICHUAMHU ONKCEH Hak-
TOB O BBIACICHUHN HA VHHUTOKCHHUE JCT (ZOKYMECHTOB) BPEMEHHOT'O XPAHCHHS B
TPaIULIMOHHOMH B SICKTPOHHOM BH/C;,

- $opMHPOBATH CAUHULIBI XPAHCHUS TOKYMCHTOB I UX HOCICAYIOIIETO pas-
MEIICHHS B aPXHBE OPTaHH3ALINH;

— COCTaBIATH CHPABOYHO-TIOUCKOBEIC CPEACTBA K APXUBHBIM ACTaM (IOKYMEH-
Tam);

— OCYLIECTBIATh HOUCK JEJ] (JOKYMECHTOB) BPEMEHHOTO XPAHCHUS B TIPOLIECCE UX
XPaHCHHS B CTPYKTYPHBIX MOAPA3ACICHUIXN apXHUBE OPraHN3alliH;

— OCYIIECTBIISITh METOIUUECKOE PYKOBOACTBO OPraHNU3aIMe XpaHeHH ael (10-
KYMCHTOB) B CTPYKTYPHBIX HOAPA3ACTICHUIX OPraHU3aLIH,

— OKa3blBaTh CTPYKTYPHBIM MOAPA3ACICHHAM MPAKTHUCCKYIO MOMOIIb B




OpraHU3aLHH XPAHCHUS ACT (JOKYMEHTOB);

- pas3pabaThiBaTh COPABOYHO-UHGPOPMAIIHOHHBIC JOKYMEHTHI [0 OPraHu3aIl1-
WUCTIOIB30BAHUS AT (IOKYMECHTOB) BPEMCHHOTO XPAHCHUS B
CTPYKTYPHBIXIIOIPA3ACACHUSIXH APXUBC OPraHU3ALNH;

— TPOBOAUTH IKCICPTHIY LICHHOCTH A (IOKYMCHTOB) BPEMEHHOTO XPAHCHHS,
MCPEIAHHBIX B APXUB;

- ONPEACIATH CPOKH XPAHCHHUS 1S (JOKYMCHTOB) BPEMCHHOTO XPAHCHHUS,

- 0o0eCmeunBaTh 3aMMTY IS (IOKYMCHTOB) BPEMCHHOI'O XPAHCHHS B OPraHn3a-
LMK OT HE CAHKIIMOHHUPOBAHHOTO MOCTYTIA WIH YHUUTOKCHUS,

- TPOBOAUTH (PU3UICCKOS YHUUTOKCHUE IS (IOKYMCHTOB) BPEMEHHOTO XPaHe-
HUS ¢ HCTEKITUMH CPOKAMHU XPAHCHHS TTOC/IC COTJIACOBAHUS CO CTPYKTYPHBIMHU
MOAPA3ACICHUSIMH OPraHU3aI[HH,

- ohopMIIATE VIETHBIC JOKYMEHTHI 00 YHHUITOXKCHUU ST (JOKYMCHTOB) BpE-
MEHHOTO XPAHCHHUS ¢ UCTCKIIIUMU CPOKAMU XPAHCHHUS COBMECTHO CO
CTPYKTYPHBIMH TIOAPA3ACACHUIMH OPTaHU3ALINU.

3HATb

- HOPMATHBHBIC MPABOBBIC akThl Poccuiickoii Oeaepanvu B chepe aeaompouns-
BOJCTBA U apXHUBHOTO ACTA;

- HOPMATHUBHBIC MPABOBHIC akThl Poccuiickoii deaepannu B 001aCTH 3AIUTHI-
NCPCOHATBHBIX TaHHDBIX]

- HOpMaTtuBHbIC MpaBoBrie akThl Poccuiickolt deaepannu B 001acTi KOHH-
JCHIHATBHOCTUA HH(POPMALIAH;

-  METOAMYCCKHE JOKYMCHTHI H HAIIMOHAIBHBIC CTAHAAPTHL B 001aCTH ACIOMPO-
W3BOJCTBAH aPXHUBHOTO ACTA;

- MeToAWKa pa3paboTku GOpPM YUETHBIX JOKYMEHTOB B TPAAULMOHHOM H B
3JACKTPOHHOMBU/E,

- TpaBWIA CHCTCMATU3ALMNHN KIACCU(HUKAITNN JOKYMCHTOB;

-  0COOCHHOCTH OPraHU3AIHK XPAHCHUS 1S (TIOKYMCHTOB) HA PA3IHIHBIX HO-
CUTEJISIX;

- KPUTCPHHU ONPEACICHUS ICHHOCTH 1S (JOKYMECHTOB) sl JABHEHIICTO Xpa-
HCHUA WU YHUITOXKCHU,

- TpeboBaHMA K MPOLECCaM YHHUTOKCHIS HH(POpMAIMY B TPAJULIMOHHOM U
3JCKTPOHHOM BHAC,

- TpcOOBaHUsI OXpPaHbI TPYIA.

Ocy]lleCTB.]'lﬂTb HCMOJIb30BAHHE APXUBHBIX A€J1 ()_IOKyMeHTOB), B TOM YHCJI€ ¢ HCNTOJIB30BAHUEM
ABTOMATHU3HPOBAHHBIX CHCTEM

HNwmetn OCyYIIECTBICHUE UCTIOIb30BAHUS APXUBHBIX AC/ (JOKYMEHTOB), B TOM YHC/IC C
HpaKTH"IeCKPIfIOHbIT HUCMOJIb30BaHUCM aBTOMATU3NPOBAHHBIX CUCTCM
YMETD - CHCTEeMAaTHU3UPOBATh H 0000IIATH CBEACHHUS O COCTABE M COIACPKAHUH aAPXHB-

HBIX A€/ (JOKYMCHTOB);

- HCIOIB30BaTh HH(POPMAIIMOHHBIC TEXHOIOTHH B 00IaCTH CO3AAHH CIPaBOY-
HO-TIOUCKOBBIX CPEACTB apXUBa U AOKYMCHTHPOBAHHBIX cep ACATCIPHOCTH
OpraHU3aLHH;

- (opMHPOBATh OCHOBHBIC U BCIIOMOTATEIbHBIC BHIBI APXUBHBIX CIPABOYHHKOB
B BICKTPOHHOH (hopme;

— MOArOTABIHBATh HHPOPMALIMOHHBIC JOKYMEHTHI IO 3aIpOCaM MOJIb30BaTCICH-
Pa3IHIHBIX KATETOPUH.




3HATb

- HOPMAaTHBHBIC MPaBOBbIC akThl Poccutickoit deaepaiwu B chepe ACTOTPOU3BOI-
CTBA;

— HOpPMAaTHBHBIC NIPaBoBbIic akThl Poccuiickoit @enepanuu B 00NacTH 3aIUTH Tep-
COHANBHBIX JAHHBIX;

— METOJUYCCKUE JOKYMCHTH B 00ONACTH HCIOIb30BAHUS U IYOIHUKALIMH APXHB-
HBIXACI (JOKYMCHTOB);

- cepTuduuHpoBaHHbe HHPOPMALMOHHO-TIOUCKOBBIC CHCTEMBI B OONACTH paspa-
OOTKH HAYYHO-CIPABOYHOTO ammapaTta JOKYMCHTHPOBAHHEIX cep ACATCIBHOCTU
OpraHU3aLHH;

— CPOKH BBIIOTHECHMS paboT MO OPraHU3aLMU HUCIIOIb30BAHHS APXUBHBIX ACT (10-
KYMCHTOB);

— OpraHU3alUOHHBIC IPHHLMIIBI HCIIOIb30BAHHU JOKYMEHTOB OTPaHHYCHHOTO J0-
CTyIa,;

— TpeOOBaHMUS K MOATOTOBKE aPXHUBHBIX CIIPABOK M BBINMHUCOK U3 APXHUBHEIX JOKY-
MEHTOB;

- TpeOOBaHUS OXPaHbl TPYAA.

1.2. Ko1nuecTBO 4acoB, 0TBOJHMOE HA OCBOeHHE MPO(PecCHOHATBLHOI0 MOAYJIsl

Bcero uacos — 546 yacos:

B TOM 4HCJIE B pOpPME MPAKTHUECKOH MOATOTOBKH — 122 4acos.

W3 sux Ha ocBoenne MJIK — 288 4acos,

B TOM YHCJI€ CaMOCTOsiTeNbHAsE padota — 52 yaca

NPaKTUKY, B TOM 4ucye yueOHas — 72 Jaca

npousBoAcTBeHHass — 108 vacos,

MIPOMEKYTOUYHas aTTecTauus — 24 yaca.




2. CTPYKTYPA U COAEPKAHUE TPOPECCUOHAJIBHOTO MOJAYJIA

Crtpykrypa npodecCHOHAJIBLHOT OMOIYJIsI

= 00beM npodeCCHOHATTBHOTO MOAY IS BO B3AUMOICHCTBHH C HPEIIOABATCIICM,
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JIP13-JIP27 NesITeIbHOCTH 73 50 26 5 12
MJIK 02.01 Opranusanus u 90 )
HOPMaTHBHO-TIPABOBBIE OCHO-
BbI ADXUBHOTO Aej1a
IIK 2.1 Paznen 2. Opranuzanus aes-
OK 01, 02, 04, TEJIBbHOCTH aPXHUBOB
05,09 MJIK 02.02 I'ocynapcTeen- 90 73 50 26 ) 5 12
JIP13-JIP27 HbIC, MYHULIUITIAJIBHBIC
ApPXUBbBI U APXUBBI OpraHU3a-
ITHH.

' Camocmoamensnas paboma 6 pamkax 06pazoeamensHoil npozpammsl HAaHupyemcs obpazoeamenvHoii opzanuzayueii ¢ coomeememeuu ¢ mpebosanuamu OIOC CIIO ¢ 20npedenax
06veMa npoPeccuOHANLHO20 MOOYIA 8 KOTUYECHIGE HACO8, HEOOXOOUMOM O/ GbINOJIHEHUS 3A0AHUL CAMOCHOAMENbHOT pabombl 06YYAIOWUXCA, NPeOYCMONMPEHHbIX MEeMAmuiecKiM nia-
HOM U COOePICaHUEM MENCOUCYUNTUHAPHO20 KVPCA.



IIK 2.1-2.5 Pasznen 3. Opranuzauus
OK 01, 02, 04, ApXHUBHOTO J1eJ1a
05.09 MJIK 02.03 Metonuka u 130 110 42 60 6 20
JI1;13- P27 MIPaKTHKA apXUBOBEIEHUS.
[IK2.1-2.5 Paznen 4. Opranmuzanus xpa-
OK 01, 02, 04, HEHUS TOKYMEHTOB B apXUBE
05.09 MJIK 02.04 Obecnieuenue co- 44 36 24 10 2 8
JI1;13- P27 XPaHHOCTH JJOKYMEHTOB
K 2.1-25 YueOHast mpakTHKa
OK 01, 02, 04
T 72 72 72 72
05,09
JIP13-JIP27
IIK 2.1-2.5 IIponsBoncTBeHHAs MPAKTHUKA
OOSKO%L 02,04, 108 108 108 108
JIP13-JIP27
IIpomexxyTO4Has aTTecTalus 12 12 12
Bcero
546 180 494 122 - 12 108 72 12 52




TemaTuueckuii nJiaH u cogepxanue npodeccuoHaabHoro moay.as (IIM)

HaumenoBanue pasaesioB u TeM npodeccuo-

Coaep:xanne yue0HOT0 MATEPHAJIA, JIA00PATOPHLIE PAGOTHI H HIPAKTHYECKUE 3AHATHSL
HATBHOTOMOAY.Is1 (ITM), Me:kmcIuAnImHap- Aep y P i patop P P i

CamocrosiTenbHast yae6Hast padoTa 00y1aIomuxcs, KypcoBasipadora (IPoeKT) (eciu npedycmompeHsi)

00néMm, akaa.u./
B TOM 4ucJjie B popme
NPAKTHYECKOI OATO-

HeIXKypcoB (MJAK) TOBKH, AKa/L.Y.
Pazpen 1. OPTAHU3AIIUA U OBECIHEYEHUE OCHOB APXHBHOM AEATEJABHOCTH 90
MK 02.01. OPTAHM3ALISI THOPMATUBHO-IIPABOBBIE OCHOBBI APXHUBHOI O JIEJIA 920
26
Tema 1.1. C 14
HcTopust BO3HHKHOBEHHSI APXHBHOM 1e- e
siTeIbHOCTH B Poccun BBeICHUE B IPEMET.
1 | Cessb ¢ apyruvu obmenpodecCHOHATbHBIME M CTICIUATbHBIME JUCIHITHHAMH
2 | OcHOBHBIC TEPMUHBI U ONIPEACICHHUSL.
3 |Hcropus Bo3HMKHOBEHUSA apxuBOB B JlpeBHel Pycn
4 | HUctopus apxusHoro acna B Poccriickoi nMIicpuu
5 |HcTopus apxuBHOTO fe71a B COBETCKHH MTEPHOX
6 | Paseurmc apxueHOTO nena B Poccuiickont deacparmm
HpakTHyeckne 3aHaTHS 8
1 | TTonsarue, npu3HaKy, CyOBEKTH K 0OBEKTH NPABOOTHOLICHUH B cepe apXUBHOTO Aea.
2 |IIpoexTsl peopraHu3aiiii apXUBHOTO JEJA.
CamocTosTensHasi pa6ora npu uzy4denun Temni 1.1.
CucremaTiueckas mpopaboTka KOHCIICKTOB 3aHATHH, VIeOHOH 1 CrieLHaTbHOH apXHUBOBEAYCCKON TUTEPaTypHI (0 BOmpocaM K naparpadam, riasam 4

y4eOHBIX TIOCOOUH, COCTABICHHBIM MPEIIOIABATCIICM).
IMoaroToBKAKIPAKTHYICCK UM3AHSITHIMCHUCTIOT30BAHHEMME TO IMICCKUXPCKOMCHAALMUITPETIOAABATE IS, OOPMIICHHE MPAKTUICCKUX PabOT U MOATOTOBKA
kux samure. CocTaBaCHHUE TIoccapust, 0030 CTaTeH M CHCHMAIBHOMN JINTSPATYPHI MO apXuBHOMY Aeay. Hamucanue cooOuieHus.

TemaTHKaBHeAy AHTOPHOIICAMOCTOSATEILHOIPAGOTHI:

1.CocTaBnenue rioccapyst OCHOBHBIX TEPMHHOB 10 BOIIPOCAM apPXHUBHOTO JE7a.

2.Coobumenne mo TemMe «APXHBBHL B APCBHEPYCCKOM TOCYAAPCTBE B IEPHOA PAa3apoOICHHOCTH» HITH «ApxuBHOE aeio B Pycckom rocynapctse
B XV-XVII» (o BeiGopy).

3.CocrasneHre 0630pa cTaTel M CICUUATBHON TUTEPATYPHI N0 aPXHBHOMY OCIY.
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Tema 1.2.
HopmaTuBHo-npaBoBasi 6a3a apxuBHOii- Coanepaxanue 14
aesitesibHOCTH B Poccnu
1 | ApXHBHOCIPABOHAPXUBHOEC3AKOHO JATCIBCTBO
2 | OTHueckuil KOAEKC apXUBUCTOB
3 |IlpaBoBBEIC OCHOBBI PEryTHPOBAHUS APXUBHOHN JCATCIBHOCTH
4 | ®enepansnbiii 3akod ot 22.10.2004 Ne125-d3 «O6 apxusraoMm fene B Poccuiickoii Deaeparwim)
5 | Cucrema yopasieHHS apXUBHBIM AenoM B Poccnn. @enepaipHOE apXHBHOE areHTCTBO.
ITpakTH4yeckue 3aHATHS 8
1 [IIpaBoBbIC OCHOBBI XPAHCHUS, KOMILICKTOBAHMS U yUIETA APXUBHBIX JOKYMCHTOB B OPraHU3ALUIX H
APXHMBHBIX VIPSIKICHHSIX.
2 | CoBpeMeHHOE apXHBHOE 3aKOHOJATEIBCTBO POCCHUH IOPUANICCKAs OTBETCTBCHHOCTD 32 €r0 Hapy-
LICHHUE.
CamocTosTensHasi pa6ota npu uzy4denun Tembr 1.2.
CucremMaTHUCCKas MPOPAdOTKA KOHCIICKTOB 3aHATHH, YICOHOH U CIICLUATBHON apXHUBOBEAUCCKOM TUTEPATYPHI (10 BOMpOcaM K maparpadam, riaBam A

y4eOHBIX TIOCOOUH, COCTABICHHBIM MPEIIOIABATCIICM).
IMoaroToBka K MPAKTHUSCKUM 3aHATHIM C UCIIOIB30BAHUEM METOIUUCCKAX PEKOMECHIALIMH MPeHoAaBaTe/Is, OOPMICHUE MPAKTUICCKUX PabOT U MOATO-
ToBKa Kux 3amure. Hanucanue aokmana, pacCy:KACHUS, COCTABACHHUE MPAKTHICCKUX MTPUMEPOB.

TemaTHKa BHEAYAUTOPHO# CAMOCTOSITEILHOH Pa0oOThI:

1. Hammcanne noknana Ha teMy «COBPEMEHHOE apXHBHOC 3aKOHOAATENHCTBO PD: mepcneKTHBE pasBUTH» WM «APXHUBHOE 3aKOHOJATCIBCTBO
¥ TaliHA TUYHOM KU3HWY (TI0 BRIOOPY)

2. Hanwmcanue paccyxacHus HA TEMY « ITHUSCKHUUKOACKC ApXHBHCTA

3.CocTaBuTh OpUMEPHI MPABOOTHOUICHUH B chepe apXUBHOTO AE7a C VKa3aHHEM CVOBEKTOB H OOBCKTOB.
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Tema 1.3.
Opranmsauuss ApxusHoro gponaa Conep:xanne 22
Poccuiickoii ®Peaepanun
Opranunzauu 1okymMeHToB ApxusHoro donaa Poccuiickoli deaepammn
Cospemennsiii coctaB ApxusHoro (pouaa Poccutickoii deaeparuu. Knaccudukarwst J0KyMEHTOB
ApxusHoro ¢onna Poccuiickoit ®eneparpiu
Kommnexrosanue Apxusnoro ¢onga Poccutickoii deaeparyun. CUCKH HCTOYHUKOB KOMILIEKTOBA-
HUS
[Tpobaemsl knaccupUKATIK, KOMITIEKTOBAHUS, SKCIICPTH3bI ICHHOCTH JOKYMCHTOB B paMKax
COBPEMCHHOT'O apXHMBHOTO 3aKOHOJATEIBCTBA U 3aKOHOJATEIbCTBA CMEIKHBIX OTPacICH.
®opMbl COGCTBEHHOCTH Ha APXUBHBIC JOKYMCHTHI
@DopMBI XpaHECHUS JOKYMECHTOB B COOTBETCTBHHU C COBPEMEHHBIM apXUBHBIM 3aKOHOJATCIbCTBOM.
3apyOexkHas apXUBHAS POCCHKA
IIpakTH4yeckue 3aHATHSA 10
CoOCTBCHHOCTE HA APXHUBHEIC JOKYMEHTHI
®DopMBI XpaHECHUS JOKYMCHTOB
JKCIePTU3a [CHHOCTH apXUBHBEIX JOKYMCHTOB
CamocTosTensHasi pa6ota npu uzy4denun Temn 1.3. 4
CucremMaTHueCKas MpopaboTKa KOHCIICKTOB 3aHATHH, yIeOHO! U CIICHUAIBHOUN apXHUBOBEIICCKON TUTECPATYPHI (IO BOIIpOcaMK maparpadam, riasam
y4eOHBIX TIOCOOUH, COCTABICHHBIM MPEIIOIABATCIICM).
[ToaroToBka K MPaKTHUECKUM 3aHATHAM C HCIIOIb30BAHUEM METOIUUCCKUX PEKOMEHAALNE Mpenogasareis, 0QopMICHIE MPAKTHICCKUX paboT U MOATr0-
toBKa K mx 3amute. CocraBieHue kpoccBopaa. COCTABICHHE 3aJaHUSL.
TemaTHKa BHEAYAUTOPHO# CAMOCTOSITEILHOH Pa0oOThI:
1.CocraBnenue kpoccBopaa o teme 1.3.
2.CocraBuTh 33gaHus 1is1 onpeacneHus popm cOOCTBEHHOCTH HA APXUBHBIC JOKYMCHTBI.
JuddepenunpoBannbiii 3auer 2




Pazgen 2. OPTAHU3ALUA JEATEJIBHOCTHU APXUBOB 90
MJIK 02.02. TOCYJAPCTBEHHBIE, MYHULIUIIAJILHBIE APXUBbI 1 APXUBBI OPTAHU3ALIMI 90
48
Tema 2.1.
Buasi apxusos B Poccum. Coaepxanue
34
1 | Bugsl u pa3HOBHIHOCTH apXHBOB. [ 0CYJapCTBCHHBIC apXUBEL: BUABI, 331a49H, ()YHKLIHH.
[Tpumepreie nonoxkeHus 00 apxusax. CTPyKTypa apXuBa.
2 HamnpagneHus aeqTeIbHOCTH TOCYJAapCTBEHHBIX apXuBoB. CeTh (eaepanbHEIX TroCyAapCTBEHHBIX
apXHUBOB
3 | Opraamzanus paboThl apXHBa: YIPABICHUE APXUBOM; TNIAHUPOBAHUE U OTUCTHOCTD apXHBA;
Opranuszaius Tpyaa padoTHukoB apxusa. [IpodeccronanbHas 3THKa ApXUBUCTA.
4 | JlokyMcHTaNbHBIC ApXUBHBIE KOMIUICKCHI TI0 HCTOPHH CTAHOBJICHHS U PA3BUTHS POCCHHCKON
lNocymapcTBeHHOCTH U IpaskJaHCKOro ob0ImecTBa B rocyaapcereeHHbix apxuBax (PTAJIA, PITHA,
I'AP®)
5 | Oprasuzanus npuMEHEHNS HHOOPMAIIMOHHBIX TEXHOJIOTHHA BAPXHBE; PABOBAs OXpaHa
UHGPOPMAITHOHHBIX TPOIYKTOB.
6 | MyHuUMDanbHBIC apXWBBL BUABL, 3agaud, (yHkimu. CoOBpeMCHHAs OPraHH3alys, CTPYKTYpa,
HAMPaBICHUS ACATCIBHOCTH MYHHULMNATBHBIX APXUBOB.
7 | IlnanupoBaHue W opraHu3auys padOTH MYHHLUNAILHOTO apxuBa. OTYCTHOCT MYHHUIMIIATEHOTO
apXxHBa.
8 BenoMcTBeHHBIC apXuBBL BUIB, 3aaa4u, GyHkuuu. JlenozurapHoe XpaHCHKE.
9 | ApxuBbl OpraHu3auuil: BUApl, 3a1a49u,yHKimn. THIOBEIE 3ar0NOBKH Ael. DNCKTPOHHBIN JOKY-
MEHTOO0OPOT
10| OcHoBHbIc mpaeuia padoTel apxuBoe opranuzauui. [lopsaok npuéma-nepeaaun JOKYMEHTOBIPH
CMCHE PYKOBOJAUTEIS apXUBA M PCOPTAHU3AMN OPraHU3alil
11| Cranzaptsl u yciaoBus odecneucHms GHU3HKO-XUMHUSCKONU COXPAHHOCTH JOKYMEHTOB. AKT
[TpoBepku HATHUYNS JOKYMCHTOB
12| PeryampoBaHue JoCTVIA K AOKYMEHTAM apxvBa opranuzaunu. Llemn u popmbl HCONB30BaHuS,
HCTIOJTHCHHE 3aIPOCOB, MPaBUIa paboThl YUTATBHOTO 3a71a.
KonTtposap nucnonHeHus COMHATBHO-NPABOBEIX 3aIPOCOB
IIpakTHYeCcKHe 3aHATHSA 6




1 | Pabota B cetu MHTEpHET, B TOM 4HCae Ha mopTaie ApxuBsl PoccHi: MOHCK pa3aHYHBIX MO PaHTY
(VpoBHIO) H TPOGIII0 apXUBHBIX YUPEKACHUH; OGOPMIICHHUE PE3YJIBTATOB MOUCKA B TaOIHLE
«IIpumepsr apXHUBOBY.

2 | Ilnanuposanme v opraHuzaums paboTH MYHHIUNIATEHOTO aPXUBA.

CamocTositensHasi pa6oTa npu uzy4enun Temnr 2.1. 8
CucremMaTiuecKas mMpopaboTKa KOHCIICKTOB 3aHATHH, YICOHOH U CIICLUANTBHON apXUBOBEAUCCKOM TUTEPATYPHI (10 BOmpocaM Kmaparpadam, riasa-
My 4eOHBIX TOCOOH, COCTABICHHBIM MPETIOAABATEICM).
IMoaroToBka K MPaKTHUSCKUM 3aHATHIM C UCTIOIB30BAHUEM METOUUCCKUX PEKOMEHIALIMH MPeHoAaBare/s, OOPMICHUE MPAKTUICCKUX PaboT U
MOATOTOBKA K ux 3amute. Hanucanve coobuieHust. [1oAroToBK akoHCIICKTA.
[ToxGopkananann3o0pa3HOBHHCTPY KM, ITOJI0KEHHHOICIONPOU3BOACTBeHapXUBeoprannsayy. Hamicanue 1oknana, KOHCHEKTA.
CocTaB/icHUE HEPSUHS JOKYMECHTOB, O0PA3VIONINXCS B ACATSIbHOCTH HErOCY, JAPCTBEHHBIX OPraHU3aIHH.
TemaTuk aBHeayAUTOPHOI CAMOCTOSAITE/IbHOI PAdOTHI:
1 IMoarorosurk coolIeHne no TeMe «Jl0KyMEHTaIbHBIC APXUBHBIC COOPAHUS 110 UCTOPUH OTCUCCTBCHHOHN JTUTEPATYPHI, HCKYCCTBA U OOIICCTBCHHON
mbicu B rocyaapcreeHnbix apxusax (PIAJIA, PTAK® /1, PTA®)» unn «loxkymentanapabie apxusHbie KOMILICKCH 10 uctopuu KIICC, obme-
CTBCHHBIX OpraHusaiuil u noautuucckux napruii Poccun (PUACIIN, PTAHW)» (o BeIGOpY)
2 Iloarorosuts koHCneKT «I IpaBuia oOpaleHUs ¢ 3anpOCaMy B MYHULIUTIAIBHBIC APXUBBD)
3 ITomoOpatk 0Gpasibl HHCTPYKIHH O ACIOMPOU3BOACTEE, MONOKEHUS 00 apXHUBE, JOKHOCTHBIX HHCTPYKI[HHA COTPYJHHKOB apXxuBa (110 BEIOOpPY).
IIposecTu aHamu3 coCTaBa ATHX AOKYMECHTOB, OTMETUTh THITOBBIC (hpa3bl (KIIHIIE).
4 IlogroroBute nOKIa Ha TEMY «BBINOIHEHHE MIATHBIXPAOOTHYCITYT B ApXUBE
5 INoxarorosuts nokjan Ha Temy «KOHTPOIR 32 COCTOSHHEM XPAHCHUS TOKYMCHTOB M MX OPTaHU3AIMCH B ACIOMPOU3BOACTBE CTPYKTYPHBIX HOAPA3-
JEICHUID)
6 IToaroroButs KOHCIICKT HA TeMY «JlOroBOp 0 mepenade JOKYMCHTOB HA XPAHCHHUES HO JACTIO3UTE ¢ TOCYIAPCTBCHHOM apXUBHOU C/1y K00
7. CoctaButs KOHCIICKT nmoTeMe «Kommepueckas TaitHa, TaliHa TUYHOHN KU3HU, aBTOPCKOCIIPABO, TOCYAAPCTBCHHAS TaliHA ¥ HOPMATHBHBIC JOKYMCH-
THI, 3AIMUIIAIOIINE TANHY
Tema 2.2. 40
IKCnepTH3Aa HEHHOCTH AOKYMEHTOB
Coaepxanue 16

1 Opranuzaiys JOKYMECHTOB B apXUBE

2 | Ilonarue «3KcmepTH3a LMEHHOCTH AOKYMEHTOBY». KpHTepnn 3KCHEpPTH3BI IIEHHOCTH JOKYMEHTOB.
[TonsaTH «OCOOOLICHHBIC» H «VHUKAIBHBIC» JOKYMCHTHI. BHISBICHHE 0COOOLCHHBIX JOKYMCHTOB.

3 COBpeMCHHaH CUCTCMA HOPMAaTUBHO-MCTOAUICCKUX mocoOuii 1o SKCIICPTU3C LHCHHOCTHU JOKYMCH-
TOB.

Buap! sxcnieptHbIx komuccui. OGopMIICHHE Pe3yabTaTOB IKCICPTU3bl LIEHHOCTH JOKYMCHTOB

5 | Bwuasl Ilepeuneii 1OKyMEHTOB ¢ YKa3aHUEM CPOKOB XPaHEHH




6 | Hzyuenme Tunosoro Ilepeuns ¢ ykazaHueM CpOKOB XpaHEHHA

IIpakTH4yeckue 3aHATHSA

1 | Wayuenue [lonoxenus o6 s3xcneptHO Komuccuu (IK)

2 | Mzyuenne Tunosoro [lepeuns ¢ ykazaHHEM CPOKOB XPaHEHH

3 | VYcraHOBICHHC CPOKOB XPAHCHUS 3ar0J0BKOB JCT JOKYMCHTOB IO THIIOBOMY TICPCTHIO

4 | OdopmicHre TOKYMEHTOB,CBA3aHHBIX ¢ DL

5 | DxcmepTH3a HEHHOCTH JOKYMEHTOB IO NIEPEYHIM

20

CamocTosiTensHasi pa6oTa npu u3y4eHun Tembr 2.2.

IMoaroToBka K MPAKTHUUSCKUM 3AHITHIM C UCHOIH30BAHUEM METOAUUSCKUX PCKOMCHIALMH MTPETIOAABATE/IS, BHITIOTHCHNS MPAKTUYMCCKUX PadoT U pa-
OOTHI HA/ OIIUOKAMH.

Hanmcanune cooOmennii. [TogroroBka KOHCOEKTA.

TemaTHKa BHEAYAUTOPHO# CAMOCTOSITEILHOH Pa0oOThI:

1. Hanncanue noxnana «OpraHuzanus JOKYMEHTOB B apXHBAX: MOHITHCHIIPH3HAKID

2. I1oAroTOBUTh MPE3CHTALMIO « DKCIIEPTH3A LCHHOCTH JOKYMCHTOB. TIOHATHE, HA3HAYCHHE, 32091 U KPUTCPHID)
3. Iloaroroeuts npeseHTal0 «OCOOOLCHHBICIOKYMEHTBL: MOHATHE, KPUTEPHUH HX BBISIBICHHS H OTOOPaY.

JAndepeHnppoBaHHbIHi 3aUeT




Pazgen 3.0PTAHU3AIIUA APXUBHOI'O AEJIA 130
MK 02.03 METOAUKA U IIPAKTUKA APXUBOBEJEHUA 130
Coaepxanue 6
Tema 3.1.
JlokanbHbIe HOPMATHBHBIE JOKYMEHTBI 1 | Vcrasel apxuBHBIX yupexkacHuil. [lonoxenus 06 apxusax.
apxuBa Wuctpykimu no pabdote ¢ gokymentamu. [lonoxxeHne 06 SKCepTHOH KOMHCCHH
2 |IInane-rpaduku npuéMa Ae7 OT CTPYKTYPHBIX MOAPA3ACICHHN U IEPeaayvH Ae.T
Ha rocymapcTBeHHOE XpaHEHHE U NPEACTABICHU CBOXHBIX Pa3feiiOB OIHMCEH B apXUB
Coaepxanue 4
1 |Homenknartypa Aed OpraHu3alyiy. Ha3HauYCHHE, (PyHKIHH.
Buas! v THnel HomeHKkAaTypH aen. KnaccudukannoHHas cxeMa HOMCHKIATYPBI IS
2 |Ilopsmox paboThl ¢ HOMEHKIATYPOH AT OPraHn3aliy — HCTOYHUKA KOMIUICKTOBAHUS apXHUBHOTO-
VUPEKICHUL
IIpakTH4yeckue 3aHATHSA 10
BayTpeHHEe 1 BHEIIHEE COTIIACOBAHUE, TIOPAIOK VTBEPIKICHIS HOMEHKIIATYPHI €T OPTaHU3aIHH—
1 |rcTovHMKA KOMIUIEKTOBAHMA APXHUBHOTO VIPEIKICHI
CocraBnenue 1 0hOpMICHHE HOMCHKJIATYPBI JCI OPTraHNU3aliH — HCTOYHHKA KOMIUICKTOBAHUS ap-
2 | XHBHOTO VUPEIKICHUIL
3aKphITHE, COCTABICHUE U OOPMIICHHE HTOTOBOH 3aITUCH K HOMEHKJIATYPE ACT OPTaHU3aLH —
3 | ACTOYHHKA KOMIUIEKTOBAHMA aPXHUBHOTO VIPEIKICHI
22
Tema 3.3. Coaep:ranue
OdopmiteHne apxUBHOIO Aesia 6
1 |IloaroTroBka ACT K apXUBHOMY XPAHCHUIO
2 | CoctaB YYETHO-CIIPABOYHBIX JOKYMEHTOB apXUBHOTO JEIa
IIpakTHyeckue 3aHATHS
16
Hywmeparms 1rcToB apxUBHOTOAESTA.
1 |CocraBneHue u oopMICHIE BHYTPCHHEH OMMUCH U JTUCTA-3aBCPUTENS APXHUBHOTO JCa




2 | CocraBacHue 1 0POPMIICHUE KAPTHI-3AMECTHTE/IS, JTUCTA UCTIOIb30BAHMS APXHUBHOTO LA
3 | CocraBacuue u 0OPMIICHHUEC PEKBU3UTOB O0I0KKH apXHUBHOT'O J¢1a
4  |TIpommBKa apXHBHOTO JE7Ia
22
Tema 3.4.
Ilepenaya AOKYMEHTOB HA APXHBHOE Coaep:ranue
XpaHeHHE 8
IMopsimok mepeaayun TOKYMSHTOB HA APXHUBHOES XPAHCHHE.
1 ApXuBHas ONKUCh. HA3HAYCHUEC, (PYHKIINU, BUIBI.
IMopsimox odopmacHust u paboThl ¢ ApXUBHOM Oonuchi0. ONuCH S CTPYKTYPHBIX MOIPA3ACICHHM
Onwucu Ae/T OpraHu3alui. TOCTOSTHHOTO XPAHCHUS, 110 JIMYHOMY COCTaBY, BPEMCHHOTO CPOKa Xpa-
2 |secHmsa cepie ] 0 met
Onucu 3MEKTPOHHBIX AC/ (JOKYMEHTOB) OPraHU3aIIHH.
3 | BeraeneHne JOKYMEHTOB K YHHUTOYKEHHIO
IIpakTHyeckue 3aHATHS
14
1 | Cocrasiacuue u 0pOPMIICHHE OMUCH IS CTPYKTYPHOTO MOAPA3ACICHHUS
2 | CocraBacHue 1 0POPMIICHHUE OTIKCH AC] OPTAHU3ALIUH
3 | Cocrasiacuue u 0(pOPMIICHHE aKTa O BBIACICHUN K YHUUTOKCHUIO APXUBHBIX TOKYMCHTOB, HETIOT-
JCKAIUX XPAHCHUID
12
Tema 3.5. Coaep:ranue
YuéT 10KyMEHTOB B apXHBe 6
1 | YuéT JOKYMEHTOB BapXHBE: MIPUHLIUIIBI, CAUHULBI YIETA, YIETHRIC (OPMBI
2 | Buabl OCHOBHBIX APXHUBHBIX CIPABOYHUKOB. APXHBHAS 3BPUCTHKA.
Cucrema HCA: HasHaueHUC, BUABI IOMCKOBBIX CHCTEM
IMpakTuyecknesansaTus
Hayuenue cocraBa u 3anoIHCHUS OCHOBHBIX YUETHBIX (OPM apxuBa (KHUTA yu&éTa MOCTYIUICHUS U 6

BBIOBITHS JelT (JOKYMCHTOB), TUCT GOHAA, pEECTp OMHCEH, crucok GoHI0B)

26




Tema 3.6.
HUcnonn3oBanne AOKYMEHTOB apXHBA

Coaep:ranue

1 | OpraHumzanus HCHOAB30BAHUS JOKYMCHTOB apXHBA. HOPMATHBBI, LETUHPOPMEI

2 | HocTym K apXHBHBIM JOKYMEHTaM. Brljaua 1OKYMEHTOB BO BPEMEHHOE TI0Ib30BAHNE

12
3 | Buxel 3apocoB ¥ CPOKH MIX BBITTOTHEHHS.
4  |IIpemocraBieHre OTBETOB HA 3AMPOCH. APXUBHBIC CIIPAaBKa, KOIIH, BEIIIICKA
5 | Yuét n aHaTM3 NCTIOIB30BAHMA APXUBHBIX JOKYMEHTOB
IIpakTHyeckue 3aHATHS
14

1 | CocraBnenue u oopmiIcHHUE apXUBHON CIIPABKU HA COLMATBHO-IIPABOBOM 3aIipoc

2 | CocraBneHue u 0(h)OpMICHHE OTPUIIATEIBHOTO OTBETA HA APXHUBHBIN 3a1poc

3 | CocraBneHue u opOpMIICHHUE aKTa O BBIAAYUC AET (JOKYMEHTOB) BO BPEMEHHOE MOTb30BAHNE




CamocTosiTensHasi paGoTa Npu H3Y4YeHHH pa3aena 3.

CuctemaTiueckas npopaboTKa KOHCIICKTOB 3aHATHH, VIcOHOW M CHELMAIBPHON JTUTEpaTyprl (IO BompocaM K maparpadam, riaBaM yueOHBIX MOCOOHH, 20
COCTABJICHHBIM MPCIIOJABATEIICM).
[ToaroToBka K mpakTHYCCKUM 3aHATHAM C UCTIONB30BAHUEM METOIHUCCKUX PEKOMCHIAUNH npenoaasaresisi, 0oQopMICHHE MPAKTHICCKUX padoT U MOATO-
TOBKa KUX 3aIIUTE.
BrimonxeHne npaktudeckux padbot u paboTel HAA OUTHOKAMH.
Cocrasnenue nepeuns ¢opm JokyMmentos. Hanmcanue goknana, coobwmennsa. Onncanue curyarmu. COCTaBICHHE TECTA, KPOCCBOPAA M MPE3CHTALHU.
Cocrasnenue cxeMbl. CocTaBJICHHE TTIOCCAPUSL.
TemaTHKa BHEAYAUTOPHO# CAMOCTOSITEILHOH Pa0oOThI:
1.CocraBieHue nepeyHs YHUQUIMPOBAHHBIX YICTHEIX U HHBIX ()OPM apXHBHBIX JOKYMECHTOB Ha ocHOBaHMH [ Iprkasza MuHucTepCTBa KYIBTYPHI M Mac-
coBbix kommyHUKaUi PO ot 10 centadps 2007 roxa Nel1273
2. Hanmcanue poknana «Opranuzanps JOKYMEHTOB B APXUBAX: HOHATHE U MPU3HAKI
3. IloaroToBuTh Npe3cHTAHIO «DKCIECPTH3A ICHHOCTH JOKYMCHTOB: IOHATHE, HA3HAYCHHUE, 3a0a49H U KPUTCPUI»
4. IloarotoButh A0KAa] «APXHBHOE XPAHCHHE THYHBIX (KaIPOBBIX) JOKYMEHTOBY
5. CocraBricHHE TeCcTa MO VUCTHBIM JOKYMECHTaM apxuea (pabota B ManbIX IPyIINax)
6. Cocrasnenue kpoccsopaa mo remam MJIK 02.03 (paGota B Masbix Tpymmax)
KoucynbTamus 2
Ix3amen mo MJIK 02.03 6
Pazgen 4. OPTAHU3AIIUA XPAHEHHUA JOKYMEHTOB B APXHUBE 44
MJK 02.04. OBECIIEMEHUE COXPAHHOCTHU JOKYMEHTOB 44
Coaep:ranue
10
Tema 4.1. 1 |Ilpobaema cOXpaHHOCTH JOKYMEHTOB B apxuBax. OCHOBHBIC MOHITHS U TCPMHUHbI

YcnoBust XpaHeHHs1 JOKYMEHTOB

2 | TpeGosanus k 3aHusIM 1 moMeeHUsIM apxuea. O00pyI0BaHHE aAPXHUBOB

[NonsaTHE «pEKUM XpaHEHHS JOKYMEHTOBY». CYLIECTBYIOIUE PEIKUMbI XPAHCHUS TOKYMCHTOB

4 | PazMmemenne TOKYMEHTOB B apxuee. Tonorpaduueckue ykazarenu

[MpoGnema XHINEHUS JOKYMEHTOB, MEPbI OS€30MaCHOCTH U 3AIUTHL. BIUsSHHE EPEMEIIICHUSTOKY -
5 |MEHTOB Ha UX COXPAHHOCTb
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Tema 4.2. Coaepxanue 6
IIpoBepka HaNHYHS U COCTOSTHHA
AOKYMEHTOB B ApXHBAX 1 |IIpoBepka HAMUYNSA U COCTOSHUS JOKYMCHTOB B apPXHBE
2 | PeaynbTaTsl NPOBEPKH HATUYNSA U COCTOSHHUS JOKYMCHTOB
3 |Ilopsaok paboOTH MO BBISBICHHIO MOBPEKIEHHEIX JOKYMCHTOB
IIpakTHyeckue 3aHATHS
1 | CocraBnenue u 0OPMICHUE aKTa MPOBEPKH HATUYNSA M COCTOSHUS JOKYMCHTOB 10
2 | CocrasncHHE ¥ 0QOPMIICHHE akTa 00 YTPaTe apXHUBHEIX JOKYMCHTOB
3 | CoctaBnenue 1 0OPMIICHHE AKTA O HEUCTIPABUMBIX TOBPEKICHUIX JOKYMCHTOB
Coaep:ranue
Tema 4.3. 4
Konceppauus u pectaBpanus [IpoBepka TEXHHYECKOTO U (PUBHKO-XUMHUUECKOTO COCTOSHHUS apXUBHBIX JOKYMEHTOB. [Ipobnema-
DKYMEHTOB 1 |crapeHus JOKYMCHTOB, «yTracaHUE TEKCTa»
Konceppauus u pectaBparys apXuBHEIX JOKYMEHTOB. CrocoORBOCTIPON3BEACHUSHMBOCCTAHOBIIC-
2 | HEAZOKYMEHTOB
Coaep:ranue
Tema 4.4. 4
CoxpaHHOCTh AOKYMEHTOB HA CHELHAb- 1 |IIpoGrema COXpaHHOCTH 3NCKTPOHHBIX JOKYMCHTOB
HbIX HOCHTEJISAX
2 | XpaneHue u 06paboTKa JOKYMEHTOB Ha CIICLUATBHBIX HOCHTEIAX
CamocrosiTenibHast padoTa npu U3yueHHu pasaena 4.
CuctemaTiueckas nmpopaboTka KOHCIICKTOB 3aHATHH, YICOHOH U CIICLMATBHON TUTEpaTypHl (Mo BompocaM K maparpadam, riaBam yIeOHBIX TOCOOHH, 8

COCTaBJICHHBIM IIPCTIOAABATC J'IGM) .

[ToaroToBka K MPaKTHUECKUM 3aHATHAM C HCIIOIb30BAHUEM METOIUUCCKUX PEKOMEHAALNE Mpenogasareis, 0QopMICHIE MPAKTHICCKUX paboT U MOATr0-
TOBKa KUX 3aIIUTE.

BrimonxeHne npaktudeckux padbot u paboTel HAA OUTHOKAMH.

Hamucanue coobmenns. [loarotoska npe3eHTAIHH.




TemaTHKaBHeAyAHTOPHOHCAMOCTOSATEILHOMPAGOTHI:

1.Coobmenue «O0eCIeUeHHUE COXPAHHOCTH TOKYMEHTOB ApxuBHOTo oraa PD: sHaucHue, nenu u 3agaum» win «O0eCneueHUe COXPAHHOCTH AP XUBHBIX
JOKYMCHTOB IIPU BBIJAYC MX BO BPEMCHHOC IMOJIb30BAHUE, BHIBO3C 32 PYOCIKY.

2. Coobmenune «CTpaxoBaHUE JOKYMCHTOBY.

3. Coobuienne «[IpuauHbl 0TKa3a B BBIIAYC ACT, CBSI3AHHBIC C UX (PU3UKO-XUMHUYCCKUM COCTOSTHUEMH 00CCICUCHHEM COXPAHHOCTHY.

4. Coobmenue «TpaHCIOPTHPOBKA U YIIAKOBKA ACT»

5. Coodmenne «OcobOLCHHBIE JOKYMEHTBL: YUET U MEPOIPUATHS IO OOCCIICUCHHIO UX COXPAHHOCTH.

6. lloarorosurs npesenranmn «O0ecneueHUE COXPAHHOCTH JOKYMEHTOB B apxuBax» (paboTa B rpynme)

[Ipou3BoacTBeHHAS NPAKTHKA (110 MPOQHITIO CIIEHHATBHOCTH)

Bugb1 paor:

M3yueHHe mpaBOBbIX (VUPESIUTEIBHBIX) U PACHIOPIIUTEIBHEIX JOKYMCHTOB OPTaHU3AHNN — MECTa MPOX0XKICHUS PAKTHKH

(manee — opranu3zanym) ¢ Henbio coopa HHGOPMALINH [T UCTOPUICCKON CIPABKH K ApXUBHOH OMMCH, ONPEACICHUS IPAaHUL apXHBHOTO (JOHIA OpraHu3a-
[THH.

VuacTie B KOMITIEKTOBaHUH apXUBa OPTaHU3ANH ACTIaMHU (JOKYMEHTaMH) MOCTOSIHHOTO U JOITOBPEMEHHOTO XPAHCHHSL.

M3yueHHe apXUBHBIX JOKYMCHTOB OPTaHU3AINH C LIEIbI0 UCKITIOUCHHS 1yOIeTHOCTH HHPOPMAITUH, IPOBEPKH (PH3MICSCKOTO COCTOSHUS AE (TIOTUCTHBIHA
rpocMoTp ae). Cucremaruzanus JOKYMEHTOB B COOTBETCTBUU C BRIOPAHHOM OPraHU3aIlueH CXEMOH.

[TprMeHEeHNE CXEMBI PA3MEILICHUS CPEACTE XPAHCHUS ApXUBHBIX JOKYMEHTOB OPTaHU3aLNH PH MpuéMe el (I0KYMECHTOB) Ha XPaHCHHC.

OdopmiacHue Tonorpadyeckux ykazaTeneh B apXupoxpanmwinine oprasuzanud. OGopMIeHue SpIbIKOB HA IEPBUYHBIC CPEICTBA XPAHCHHS.
PasMerieHHE MOMOMTHEHNS apXUBHOTO (OHAA.

JuddepenunpoBannbiii 3auer 2
'YueOHast npaKkTHKA 72
Bugb1 paor:
PaccMOTpeHHE CTPYKTYPBI YUPSIKACHUS/OPraHU3auH/ TIPS ANPUAITHS (JaICe — OPraHU3allNH ), COCTABICHUS CXEMbI OPraHU3AI[HOHHOM CTPYKTYPHI, OMPEIc-
VPICHUC UCTOYHUKOB KOMILUICKTOBAHUA apXUBa OPraHu3aluu. HSyquI/Ie ,Z[OJ'I)KHOCTHOI\/'I HUHCTPYKLHUU apXUBUCTA.
CocraBneHUE CITUCKA HCTOYHUKOB KOMILICKTOBAHUS apXHBA OPTaHH3ALMH, ONPEACICHHC IPaHULl ApXUBHOTO (OHAA.
CocTaBIcHHE CXEMBI PA3MCIICHHUS CPEACTB XpaHeHus. PaccMoTpeHue TonorpadHuecKruX yKazaTeaeH B apXUBOXpaHunie opranu3auun. O3HaKOMIICHHE C
mpaBUIaMU BCACHUA XKYPHAJIOB Ha6J'IIO,Z[CHI/IH 3a TCMIICPATYPHO-BJIAXKHOCTHBIM PCKUMOM B aPXUBOXPAHUITUIIC.
HO,Z[I‘OTOBKa ACJ K APXUBHOMY XPAHCHUIO, B TOM YUCJIIC. U3YUCHHUC JOKYMCHTOB B LIC/IAX OMMPCACIICHUA CPOKOB UX XPaHCHUA, HyMCpalu: JTUCTOB apXHUBHO-
ro Aena, COCTABICHHE U 0(OPMIICHHE BHYTPCHHEH OITUCH M JIUCTA-3aBCPUTEISE APXUBHOTO AC/1a, COCTABICHUC U OOPMIICHHC KAPTHI-3aMECTUTEISL, JINCTA
MCTIOIB30BAHMSI APXHUBHOTO ACNA, COCTABICHUE H 0DOPMICHHE PEKBU3HUTOB OOIOKKH APXUBHOTO JAC/a, MPOIIUBKA aPXUBHOTO AC/IA.
CocraBneHue apXUBHOH ONMCH AT NOCTOSHHOTO XpaHeHus. OdopmieHue onucH aen no muaHoMy coctaBy. OdopMIICHHE ONTUCH AT BPEMEHHOTO (CBBI-
e 10 jeT) cpoka XpaHCHUS.
O(I)OpMHCHI/IC JAOKYMCHTOB ITIO PC3yJIbTaTaM MPOBCPKU HAJIUINUA U COCTOAHUA JOKYMCHTOB B APXUBC, O BBLACICHUN K YHUYITOXKCHUIO aPXUBHBIX JOKYMCH-
[TOB, HC MOAJIC)KAIIIUX XPAHCHUIO.
OSHaKOMHCHI/IC € UCTOYHUKAMU U MIOPAAKOM KOMITICKTOBAHU A (I)OH,Z[a TIOJIB30BATCIIA. OSHaKOMHCHI/Ie C MOPAAKOM BBILAAYH aPXUBHBIX TOKYMCHTOB,
oopMieHHE IAGIOHOB 3aPOCOB HA BBIAYY apXHUBHBIX JOKYMCHTOB. [10Ar0OTOBKA OTBETOB HA 3aMpPOCH. APXHUBHBIC CIIPABKA, KOTIHS, BBIMTUCKA
Pa6orta ¢ nHbpOpMaIHOHHO-TIONCKOBBIMH CHCTCMAMH U SICKTPOHHBIMH KATAIOTaMU APXHBOB.
108




OdopmicHre VIETHRIX JOKYMEHTOB NOCTYIUICHHS U BBIOBITHS JCI.

OdopmneHne JokyMeHTaLMH 10 YIETY (HOHAA MOIb30BaTeIIsL, HOTO-, ay JTHOBH3YATBHBIX JOKYMCHTOB, SJICKTPOHHBIX JOKYMCHTOB.

OdopmicHre yIETHEIX (HOPM apXUBa OPraHU3ALHH.

VuacTie B IPOBEACHHUH SKCIICPTH3BI LICHHOCTH JOKYMCHTOB OPraHH3ALKH HA OCHOBAHUH HAYYHBIX KPUTCPHEB MX LICHHOCTH U HOPMATHBHBIX JOKYMCHTOB!
nepeuHel 1 HoMeHKaTyp. OnpeneicHue CPOKOB XPaHCHHUsI JOKYMEHTOB H Aei1. OdopmiIcHre KapToUeK-3aMECTHTEICH Aea.

[MpoBepka HATHYHS M COCTOSIHUS APXUBHBIX JOKYMCHTOB OPraHU3aLUH. BRIBICHHE TOKYMEHTOB C MOBPEKACHUSIMH MATCPHUATBHBIX HOCUTEIICH.
Oprasuzaius po3sicka HeoOHapYkeHHBIX aej1. ODOopMIICHHE JOKYMCHTALIUH TI0 PE3yIbTATaM HPOBECPKH.

PaGoTa mo co3qaHUI0 CIPaBOYHO-TIOUCKOBBIX CPEACTB APXHBA OPraHU3ALNH, B TOM YHCJIC C MPUMEHCHUEM HH(DOPMALIHOHHBIX TCXHOJIOTUH. Y4acTHE B
(bopMHUpPOBAHHH OCHOBHBIX U BCIIOMOTATCIBHBIX APXUBHBIX CIPABOYHHKOB, B TOM YHCIC C HCIOJIB30BAHHEM aBTOMATH3HPOBAHHBIX CHCTEM.
CocTaBicHHC apXHUBHOH OMUCH AC]T OCTOSIHHOTO XpaHeHus. OPOpMIICHHE OMUCH ACT IO IMYHOMY COCTABY.

OdopmacHue onucu Aea BpemMeHHOro (cBbimne 10 1eT) cpoka XpaHeHUsI.

[Mouck nHpOPMALKH 1O 3AMPOCY MOJb30BATEIS, B TOM YHCIIC C HCIIOIb30BAHHEM aBTOMATH3HPOBAHHBIX CHCTEM.

McrotHeHIE 3aPOCOB MO MOUCKY APXUBHBIX JC7 (IOKYMEHTOB) OPraHU3aLMH, B TOM YUC/IC C HCTIOIB30BAHUEM HHPOPMALIMOHHBIX TCXHOTOTHH.

IK3aMEH M0 MOAYJIHO
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Bcero:

546




3. YCJI0OBUA PEAIMBAIIUU MPOPECCUOHAJIBHOT'O MOAYJIA

3.1. s peaJu3auiu mporpaMmbl npo¢eCCHOHAIBLHOI0 MOAYJISI NPEAYCMOTPEHBI CJIeAYIOIIHe CIie-
HHAJbHbIE OMELIEeHH:

KabuneT apxuBoBeAcHNS, OCHAIEHHBIH:

—00OpYAOBAaHHUEM: CTOIBI W CTYJbs, IOKa(bl, CTCIIAXKH, NOCKA, WHTCPAKTUBHAS MPHCTaBKa K JOC-
KC/MHTCPAKTUBHAS JOCKA, POCKTOP, KOHTULIMOHED;

—TCXHUYICCKHMHU CPEACTBAMH: IECPCOHATBHBIA KOMIBIOTEP (MporpaMMHOe 0OECIECUCHHE: TCKCTOBBIH pe-
JAKTOp, mpaBoBas 0a3a MJaHHBIX, CHCTEMA 3JCKTPOHHOTO JOKYMEHTOOOOPOTAa, MPOTPaMMHBIH HPOIYKT,
peanu3yiomuil GpyHKIHUH apXuBa OPraHU3ALUH, JOKAIbHAS CETh, BBIXOJ B MIOOAIBHYIO CETh), MHOTO(YHKIIHO-
HAJIBHOE YCTPOUCTBO (MPUHTEP, CKAHEP, KOITUP).

JlaGoparopus apxXHBHOTO Aena, OCHAINEHHAS:

—00OpYAOBAaHHUEM: CTOIBI W CTYJbs, IOKa(bl, CTCIIAXKH, NOCKA, WHTCPAKTUBHAS MPHCTaBKa K JOC-
KC/MHTCPAKTUBHAS JOCKA, MPOCKTOP, KOHIAULHOHEP;

—TCXHUYICCKHMHU CPEACTBAMH: IECPCOHATBHBIA KOMIBIOTEP (MporpaMMHOe 0OECIECUCHHE: TCKCTOBBIH pe-
JAKTOp, mpaBoBas 0a3a MJaHHBIX, CHCTEMA 3JCKTPOHHOTO JOKYMEHTOOOOPOTAa, MPOTPaMMHBIH HPOIYKT,
peanu3yromuil GyHKIUH apXuBa OPraHU3ANH, TOKATbHAS CETh, BBIXOA B IJIODAIBHYI) CETh), MHOTO(YHKIIHO-
HAJIBHOE VCTPOWCTBO (IPUHTEP, CKAHEP, KOMHP), VHHYTOKUTEIb JOKYMCHTOB (LIpEAcp), HHCTPYMEHTHI H
MaTepHAaIbl 71 MPOLINBKH JOKYMCHTOB (MECXaHHUECKHUE U PYUHBIC): IPOLIMBHOE YCTPOHCTBO, JBIPOKOIBI HA ABA U
YCTHIPE MPOKOJIA, LIKIO, UIJIA, KAPTOH «apxuBHbIN cTangapt» 230x320 MM ¢ OUroBKoH (10 JTUHHH cruda), HUTh
JUIsL IOAINHBKH TOKYMCHTOB JaBcaHo-mnTaneabHbie JIII-210, meuars u muraMiisl AT 3aBEPSHUS APXUBHBIX CIIpa-
BOK, KOTIHI U BBIMACOK (OTMETKA O 3aBSPSHUH KOMUU TOKYMCHTOB, mtami «Kormms).

3.2. UndopmaiuoHHOe 00eCneYeHHEe PeATH3ALHH HIPOrPAMMBI

Hna peanuzanpy mporpaMmbl OUOIHOTEUHBIH (POHI UMEET MEUYATHEIC W/HIH 3JICKTPOHHBIC 00pa30BaTeib-
Hble¢ B MHGOPMALMOHHEIE PECYpPChl, AN HCIONB30BaHUSA B oOpasosarenpHOM mpouecce. [lpu dopmuposannu
OubmnoTeyHoro (PoHAA BHIOMPACTCS HE MCHEE OMHOTO H3AAHUS M3 MCPCUMCACHHBIX HIDKE MCUYATHBIX H3JAHUN U
(MH) SNEKTPOHHBIX M3JAHUH B KAYECTBE OCHOBHOTO, MPH 3TOM CITHCOK, MOXKET OBITh JOHONHCH HOBBIMU H3JaHU-
SIMH.

3.2.1. OcHOBHbDIE ITEYATHDbIE H3JAHHA

Opranuzanys apXuBHOHM U CIPAaBOYHO-HH(POPMAIIMOHHON paboThl MO JOKYMeHTaM opranuzaumu | Texcr|:
YUCOHMK [T MCTIOb30BAHMS B YICOHOM TIPOIICCCE 0OPa30BATECIBHBIX VUPCIKACHHH, PCATM3YIONIMX TPOTPAMMEI
cpeauero npodeccroHaIpHOrO 00pa30BaHMs M0 CHCHHUAIBHOCTH " JIOKYMEHTAIMOHHOS OOCCIICUCHUE YITPABICHHUS
u apxuBoBeacHue»: [B 2 41| / [byposa E. M., Xopxopauna T. WU.]; mox pea. E. M. byposoii —3-¢ u3a. crep. —
Mocksa: Akagemust, 2019, (Ilpodeccuonansroe obOpazosanue. Ilpodeccuonansueiit Mmogyas). Y. 1. — 2019. -336
¢ ISBN wuznanus: 978-5-4468-5976-4. ISBN toma: 978-5-4468-5974-0.

Opranuzanys apXUBHOH U CIIPABOYHO-UH(POPMAITIOHHOM padOTH O AOKYMEHTaM opraHu3anu | Teker] :
YUCOHMK TS UCTIOIB30BAHHUS B YUCOHOM TIPOTICCCE 00Pa30BATEIBHBIX YUPCSKIACHHH, PCATU3YIONNAX TIPOTPAMMBI
cpeauero npodeccroHaIFHOrO 00pa30BaHus MO CIEHUATLHOCTH " JIOKYMEHTAIIMOHHOES OOCCIICUCHHE VIPABICHHUS
u apxuBoBeacHue»: [B 2 u.|/ [byposa E. M., Xopxopauna T. N.]; nox pea. E. M. Byposoii. —3-¢ u3a. crep. —
Mocksa: Axagemus, 2019. — (Ilpodeccuonanproe obpaszosanue. [Ipodeccuonanpuniii Moayns). U. 2/ [E. M. by-
posa, A. Il. Abanaceena, E. B. Anekceera, A. E. Poguonosal. — 2019. —400¢.ISBN: 978-5-4468-5975-7

Packun, JI. 1. MeToanka ¥ MpakTHKA apXHBOBSACHHUS: YUCOHUK M1 CPESIHETO HpoheCCHOHAIBHOIO 00pa-
soanust / JI. M. Packun, A.P.CokomoB. — Mocksa: Wzmarenscrtso HOpaiir, 2022, — 339c¢c. —
(ITpodeccuonansroe oOpasosanue). — Tekcer: Henocpeacreennbi. —ISBN 978-5-534-02419-7.

3.2.2. OcHOBHbIE YJIEKTPOHHbIE H3AAHHS

1. Packun, /1. 1. MeTonuka v mpakTHKa apXUBOBSACHUS, YICOHUK /TS CPEAHET0 MPOdheCCHOHATBEHOTO 00-
pazosanust / JI. WM. Packun, A.P.CoxomoB. — Mocksa: Wamaremscto HOpaiir, 2022. — 339¢c. —
(ITpodeccronansroe obpazosanue). — ISBN 978-5-534-02419-7. — Tekct: anextponnsiii / OOpaszoBaTeapHas
wiardopma KOpaiit [caiit]. — URL: https://urait.ru/bcode/492546

3.2.3. JlonoiHUTEIbHBIE HCTOUHUKH (1P He0OX00UMOCHIL)

1. bacakos, M.U., JlokymMeHTAIMOHHOS OOCCICUCHHE YMPaBCHUs (C OCHOBAMH APXUBOBEIACHUS):
vuebnoe mocodue ana CI10/ M.U. bacakos. — Mocksa: ManatensctBo KaoPyc, 2022, — 216 ¢. — Teker : Heno-
cpeacteennbiit. — ISBN: 978-5-406-09983-4.


https://urait.ru/bcode/492546

2. Bvposa. EM., Mypassesa, H.A. CipaBouHHK 1O apXHBHOMY AETY A8 PAOOTHHKOB OPTaHUBALHH.
- (Cepusa «Ymnpasnenueckas O¢3onacHoctsy / mog oowm. pea. A. b, besdopoaosa). — M: Tepmuka, 2018. - 396 ¢. —
TexceT : HemocpeacTeeHHBIN. — ISBN: 978-5-6040204-4-9.

3. Beperexuna, C.B., HerocyaapcTBeHHbIE CTPYKTYPBI U AyTCOPCHHT B apXHUBHOM JEJIC . MOHOTpa-
¢us / C.B. Beperexuna.— Mocksa: M3aarensctBo Pycatine, 2022, — 128 ¢. — Teker | HemocpeacTeeHHbIi. — ISBN:
978-5-4365-8006-7.

4. Eropos, BIIL, CnunbkoB, A.B. ObecrieucHie COXpaHHOCTH, PECTABPALMS H KOHCEPBALKS JO0KY-
MeHTOB: yueonoe nocodue. — C.-I16.: Jlans, 2022. — 220 ¢. — ISBN: 978-5-507-45047-3.

5. Eropos B I1. CoBpemeHHas opranuzaiys rocyJapcTBEHHBIX VUpe:KacHui Poccun: yuebHoe moco-
ouc ana CIIO / B. Il Eropos, A. B. CrnunbkoB. — Cankrt-llerepOypr: Jlans, 2020. — 204 c. — Teker :
HenocpeacTseHubii, — [ISBN: 978-5-8114-6382-4.

6. Koznos, B. [1. ApxusoseacHue: yueOHuk u npaktukym 1 By3oe / B, I1. Koznos. — Mocksa:
HznareasctBo Kpaiit, 2022. — 329 ¢. — (Briciee oGpasosanue). — ISBN 978-5-534-14066-8. — Teker: anek-
tponnsii // O0pasosarensuas miatdopma FOpaiir [caiit]. — URL: https://urait.ru/bcode/496661

7. IMaBnosa, P.C. lenonpou3BoacTBo mo oOpateHusM rpaskiad: yucoroe nocodue mist CI10 / P. C.
IMasnosa. — Cankr-IlerepOypr: Jlans, 2022. — 324 ¢.: un. — Tekcr: HenocpeacTseHubii. — ISBN: 978-5-8114-9925-
0.

8. Ilomos, A. B.Apxusoseacuue. 3apyoesknas Poccuka: yueOHHMK 11 cpeaHero npodeCCHOHATBHOTO
obpazosanust / A B. [TonoB. — Mocksa: Uzgatenscto H0paiit, 2022. — 168 ¢. — (Ilpodeccuonanproe oOpazo-
Banue). — [SBN 978-5-534-10240-6. — Teker: anexrpounsiii / O0pazosarepras miardopma FOpaiir [caiit]. —
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4. KOHTPOJIb 1 OIIEHKA PE3YJIBbTATOB OCBOEHUA
MNPOPECCHOHAJBHOI'O MOAVJIA

Koa u HaumeHoBaHHe
npodecCHOHANBHBIX
M 00IIUX KOMIIETEH M,
(popmupyemMbIxX
B pAMKAax MOAYJIsi

Kpurepuu ouenxn

MeToabl OLIEHKH

MK 2.1.

OcCyIIeCTBIATE
KOMILJICKTOBAHKC apXUBHBIMH
JaeaaMu (TOKYMEHTaMU)
apX¥Ba OPraHU3AIN

Co3manue nOKadbHBIX HOPMATUBHBIX JOKY-
MEHTOB U MPOTOKOJIOB 3aCCAAHUN 3KCIEPTHOU
komuccuu opranmzanuu. Ilposenenme okc-
NCPTU3BL OCHHOCTH JAOKYMCHTOB
OpraHU3alHH.

AHanun3 u OLIEHKA
pCIICHUH HPOOTEMHBIX CH-
TYaliid, OpPH BBIIOTHCHUU
mpakTiaeckux pabor. Te-
CTHPOBAHUE.

3auétel mo MJIK u mpaxTu-
Ke

JK3aMEH IO MOAYTIO

K 2.2.

Bectu yuér apxuBHBIX gen (ao-
KYMCHTOB),

B TOM YHCIIE

C HCHOJIb30BAHUEM
ABTOMATH3UPOBAHHBIX CHCTEM

Vuét apxuBHBIX A€ (IOKYMCHTOB) MOCTOSH-
HOTO W BPEMCHHOTO XpaHcHus. Yuér (HoHmoB
U OMTUCCH apXUBHBIX AC (IOKYMCHTOB). YUET
BBLIAYH APXUBHBIX 1 (IOKYMCHTOB) U3 ap-
XUBOXPAHWIMINA WM WX BO3Bpara. YU€T u
KOHTPOJIb TMEPEJAaYr aApPXHMBHBIX 1T (JOKY-
MCHTOB) B
rOCYIAPCTBCHHBIN/ MYHULIUNAIBHBIA  apXUB
WA HA UHOC BHCINHEC XPAHCHHUE. YUET U PO-
3bICK HCOOHAPYKECHHBIX JCN (JOKYMCHTOB).
Benenue nen ponmos

Tectuposanue.

Orenka o UTOTaM
BBITIOJTHCHHS TIPAKTHICCKUX
padot. 3auéter mo MJIK u
MPAKTHKES

IK 2.3.

OcCyIIeCTBIATE
XPaHCHHUC aPXHUBHBIX JCIT
(TOKYMEHTOB)

C TIOCTOSTHHBIM CPOKOM
XPaHCHUS

U TIO TAYHOMY COCTaBY

B apXMBEC OPTaHU3AIAN

Cospanue omucel aen (JOKYMEHTOB) OpraHH-
3alHUHd TOCTOSIHHOTO CPOKAa XPAHCHHUS U 110
JAUYHOMY COCTaBy. Pa3MemeHue apXuUBHBIX
aea (IOKYMCHTOB) B apXHBHBIX XPAHUTHINAX
B COOTBCTCTBUM C BBIOPAHHOM CXEMOH Kiac-
cupUKaMd W CUCTCMATH3AlMH ST
(moxymentoB). Co3nanue u 00CCICUCHUE PE-
JKUMOB XPAHCHUS APXHUBHBIX Jaen
(moxymenros). IlpoBepka HaTUUMA U COCTOS-
HUS APXHUBHBIX e (AOKYMEHTOB).
Brisieienue 51 yuéT
ApPXUBHBIX € (AOKYMCHTOB), TPEOYIOMINX
PECTaBPALMOHHOM, KOHCCPBALIMOHHO-
MPOPUIAKTHUCCKON U TEXHUISCKOH 00paboT-
k. Ilogroroska yciaoBuil qas obOecreucHMsI
COXPAHHOCTH apXHMBHBIX ACA (IOKYMCHTOB) B
0cOOBIH MICPUOA u 4PE3BBIYAHHBIX
curyarmsix. OCYIIECTBICHUEC KOHTPOJS JBH-
JKCHUS apXHUBHBIX [ (JOKYMCHTOB) U HX
¢dusmueckoro coctosiHust. lloaroroBka u me-
peaaga  apxXMBHBIX  ACd  (JOKYMCHTOB)
B FOCYJApCTBCHHBIN/ MYHHULIUMAIBHBIN apXUB
WJTH HA HHOC BHCITHEE XPAHCHHUC

AHanun3 u OIICHKA
pelIeHUH TpOOIEMHBIX
CUTYalMi, NpPH BHIMOIHE-
HUH NMPAKTHICCKUX PaboT.
Tectuposanue.

3auéter o MK u
MPaKTUKE

DK3aMEH IO MOITYJTIO




K 2.4.

OcCyIIeCTBIATE

XPaHCHHE, KOMILICKTOBAHIIC,
VUET H UCTIOIb30BAHUE IEIT
(ZIOKYMCHTOB)

BPEMCHHOTO XPaHCHUS

YuéT ommced aea BPECMCHHOTO XPaHCHHS
CTPYKTYPHBIX MOAPA3ACICHUN OPraHU3aIlud B
TPATUIIHOHHOM W B 3ICKTPOHHOM BHzae. Cu-
cTeMaTH3aus Jen (IOKYMEHTOB)
BPCMCHHOTO XPAHCHHS, OPUHATHIX OT CTPYK-
TYPHBIX MOAPA3ACICHUN OPTaHU3aIldd, I
Pa3MCINCHAS B XPAHWIUINC apXHUBAa OPTaHHU3a-
mnn. KoHTpomp BBIZAYM B ONCPATHBHOC
MOJb30BAHKE ACA (IOKYMCHTOB) BPEMCHHOTO
XpaHeHHS H wuX Bo3Bpara. lIposexenmue
SKCTICPTU3Bl LICHHOCTH JACT (JOKYMCHTOB)
BPECMCHHOTO XPAaHCHHS B ApPXHUBC OpPraHU3a-
ITUH. IlogroroBka  gcn (AOKYMECHTOB)
BPCMCHHOTO XPAHCHHUS, MPHUHATHIX OT CTPVK-
TYPHBIX TOAPA3NCICHAN, HAa YHHUTOXKCHHC.
CozmaHne akTOB O BBIACICHHH HA YHHUTOIKC-
HHE Jen (ZOKYMCHTORB) BPEMEHHOTO
XPAHCHUIC HCTCKIIFMH CPOKAMH, MPHHATHIX
OT CTPYKTYPHBIX TTOAPA3ACICHUH

AHanuz " OLIEHKA
peLICHUH HPOOIEMHBIX CH-
Tyaluid, OpPH BBIIOJTHCHUU
mpakTHIeckux pabdot. Te-
CTHPOBAHUE.

3auéter mo MJIK u mpaktu-
Ke

JK3aMEH M0 MOAY IO

IIK 2.5.

OcyiiecTBIsATh
HCTOIb30BAHHE

APXHUBHBIX IS/

(TIOKYMCHTOB),

B TOM UHCIIC

¢ HCHOIB30BAHACM
ABTOMATH3UPOBAHHBIX CHCTEM

IMomaepsxka B akTyaJapbHOM COCTOSIHHH 3/ICK-
TPOHHBIX MH(OPMALMOHHO-TTOUCKOBBIX
CHCTCM apXHMBa B JOKYMCHTHPOBAHHBIX Ce-
pax JICATCILHOCTH OpraHU3aIHH.
CocTaBlicHHE CITPABOYHO-MIOUCKOBBIX CPEACTB
K apXHBHBIM Jc/IaM (JOKYMCHTaM), VITEHHBIM
B apXHMBE M B JOKYMCHTHPOBAHHBIX Cepax
JesTenbHOCTH opranu3saiun. [loaroroska oT-
BETOB  HA  3ampoChl  QPXUBHBIX  JACT
(moxymenron). Iloaroroeka paboTHI MOIB30-
BaTeICH B YUTATBHOM 3aJI€ apXUBa

AHAJIM3 U OLCHKA PELICHUI
MPOOICMHBIX CUTYaLMH,
NpPU  BBITIOJTHCHUH TPAaKTH-
YCCKUX paboT.
Tectuposanue.

3auéter mo MJIK u mpaktu-
Ke

DK3aMEH MO0 MOIYIIIO

OK 01.

BriGupate ciocoOrl pemeHus
3a1a4 mpoheCCHOHANBHOM ACH-
TENBHOCTH MPUMEHHUTEIBHO K
Pa3IMYHBIM KOHTEKCTaM

Bribop cmocoba peruenus 3azay npodeccuo-
HAJIBHOI ACATCIBPHOCTH OPHUMCHHUTCIIBHO
K PA3IUIHBIM KOHTCKCTaM

Kontpoms BBITIOJTHEHHUS
MPaAKTUYECCKUX 3aJaHUH.
VeTHBIA MM TECTOBBIH KOH-
TPOJb TCOPCTHUCCKUX
3HAHHH.

AHamu3 W OLCHKA PELICHUH

MPOOICMHBIX CHTYALTHH.
[TpoBepounrie  paboTel 1O
KXKIOM TeMe.

ATTecranmss O MPOU3BOJ-

CTBEHHOU MPAKTHUKE.

OK 02.

Hcnonb30BaTs COBpeMEHHBIE
CpeacTBa MOUCKA, AaHATH3A U
HHTCPIIPETALIMH HHPOPMAIIUH U
MH(OPMALUOHHBIC TSXHOJOTHH
AJId BBIIIOJTHCHUA 3a1a4 npo-
(hbeCCHOHANBHOH ICATCIBHOCTH

Hcnonp3oBaHue COBPEMEHHBIX CPEACTBA IO-
HCKa, aHam3a 5 HHTEPIPETALIUH
nHGpOPMALTHH, U UCTIONb30BaHKHE HH(popMAaIH-
OHHBIX TCXHOJOTHH A BHITIONHCHHS 33134
poh)eCCHOHATIBHOMN MEATCIBHOCTH.

Kontpoms BBITIOJTHEHHUS
MPaAKTUYECCKUX 3aJaHUH.
VeTHBIA MM TECTOBBIH KOH-
TPOJb TCOPCTHUCCKUX
3HAHHH.

AHanmuM3 W OLICHKA pPELICHUI

MPOOICMHBIX CHTYALTHH.
[IpoBepounsle paboOTHl  TIO
KK JI0H TeMe.

ATTecrans 1O MPOU3BO-

CTBEHHOU IPAKTHUKE.

OK 04.
D¢ dexrrBHO B3aUMOACHCTBO-
BaTh U pabOTaTh B KOUICKTHUBE

Bzaumoaeiicteue u padora B KO/UICKTHBE W
KOMAaHIE

Kontpoms BBITIOJTHEHHUS
MPAKTUYECKUX 3aJaHUH.

YCTHBIH MM TECTOBBIH KOH-




U KOMAaHIE

TPOJAb TEOPECTHUCCKUX 3Ha-
HUI.

AHaIu3 U OLCHKA PCIICHUI
MPOOICMHBIX CHTYALH.
[IpoBepouHsle PaboOTHl  TIO
K&K JI0H TeMe.

ATTecTanms 1O MPOU3BO-
CTBCHHOH MPAKTHKE.

OK 05.

OcyIecTBIATh YCTHYIO U
MNHUCBMCHHYI0 KOMMY HHKAITUIO
HA TOCYJaPCTBCHHOM SI3BIKC
Poccutiickoit ®eneparmu ¢ yué-
TOM OCOOCHHOCTCH
COHABHOTO M KYJIETYPHOTO
KOHTCKCTA

OCyIICCTBICHHE YCTHOM U NHUCBMCHHOM KOM-
MYHHMKAIlMF Ha TOCYAAPCTBEHHOM  S3BIKE
Poccuiickoii @eneparnuu ¢ yuétoM 0coOeHHO-
CTEeH COIMATBHOTO U KYIbTYPHOI'O KOHTEKCTA

KonTpons BBIIIO/THEHUS
HNPaKTHYCCKHX 33JaHUI.
YCTHBIH WIH TCCTOBBIA KOH-
TPOIb TEOPETHIECKUX
3HAHUU.

AHajU3 ¥ OLCHKA PCHICHUI
MPOOICMHBIX CHTYALHIA.
[IpoBepounsle paboOTHl  TIO
K&K JI0H TeMe.

ATTecTans O POU3BO-
CTBCHHOH MPAKTHUKE.

OK 09.

INons3oBaTecs npodeccuo-
HAJIbHOW JOKYMEHTALUEH Ha
rOCYAAPCTBCHHOM M MHOCTPAH-
HOM SI3BIKaX

UcnonpzoBanne npodecCHOHATBHONH — JOKY-
MCHTAIIHH Ha roCyaAapCTBCHHOM u
HHOCTPAHHOM A3BIKaAX

Kontpoms BBITIOTHEHU A
MPaKTUYECCKUX 3aJaHUH.
YCTHBIH WM TECTOBBIM KOH-
TPOb TCOPCTHUCCKHAX
3HAHUM.

AHajIU3 ¥ OLCHKA PCLICHHI
MPOOICMHBIX CHTYALHH.
[IpoBepounsle PaboOTHl  TIO
KOKI0U TeMeE.

ATTecTanms 1O MPOH3BOJ-
CTBCHHOH MPAKTHKE.
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OJOBPEHO YTBEPXIAIO
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PaGouas mporpamMma npodeccroHanbHOro Moxysis [IM. 03 «Beimonnenne paGor no paGouyeit npodheccrn
cayxailero Jlenonpoussoauresisy pazpaboTaHa Ha OCHOBE:

- @epepanbHOro roCyJapcTBEHHOrO 0Opa3oBaTENBHOrO CTaHAApTa CPeaHero npodecCHOHABHOro
obpazoBanus mo cneuuanbHocTH 46.02.01 «JlokymeHTamuoHHOe OOecTieueHHe YNpaBlIeHHS W
apXHBOBEJICHHUE», BXOMALIEH B COCTaB YKPYITHEHHOH rpynmsl crneuuansHocreit 46.00.00 HWcropus u
apxeoJIoTusl, YTBEPXKAEHHOTO MpHKa3oM MuHoOpHayku Poccum  Ne 778 ot 26 asrycra 2022 r.
(3apeructprpoBado B MuHrocte Poccuu 30 cenrsaops 2022r. Ne 70318); °

C yuyeTom:

- IlpumepHoii ocHOBHOH 0Opa3oBaTesbHOM MPOrpaMMel MOATOTOBKH CIELMAMCTOB CPEMIHErO 3BEHA 10
cnenuanpHOCTH 46.02.01 JlokyMeHTalMOHHOe 00ecTieUeHHe YIIPaBIeHUs U apXUBOBEACHHE, Y TBEPIKAESHOM
npotoxonom PenepanbHoro yuebHo-meroguueckoro oobeaunenus no YITIC 46.00.00 ot 06.10.2022 r.

Ne 4 (3aperucTpupoBaHO B TOCYHapCTBEHHOM pEECTpe NPUMEPHBIX OCHOBHBIX 0Gpa3soBaTENbHBIX
nporpamm [lpukazom @I'BOY ATTO MPIIO Ne 70 I1-16201 07.04.2023);
B COOTBETCTBHH C pabouuM yueOHBIM IU1aHOM Kosuteka Ha 2023/2024 yuebGHsiit rox

PazpaboTunku:

- I'acanoBa O.M. - npenogasatens [ BITIOY PJ] «Konnemk MaIMHOCTPOSHHUS U CEPBUCA HM.
C.OpmxoHUKHAZE»;

© TacanoBa Onecs MaromenpacynoBaa 2023

© T'BITOY PL1 «Konnemk MalmmHOCTpoeHUs | cepBrca uM. C.Opmxonukuaze» 2023
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COJIEPKAHUE

OBIIASI XAPAKTEPUCTHKA PABOUYEM ITPOI'PAMMBI
CTPYKTYPA U COAEPKAHUE NPOPECCHOHAJIBHOI'O MOAYJIA

YCJIOBUSA PEAJIN3ALINHA PABOYEI ITPOTPAMMBI
KOHTPOJIb Yl OEHKA PE3YJILTATOB OCBOEHUSA ITPO®ECCUOHAJIBHOTO
MOJIYJISI



1. OBIIAS XAPAKTEPUCTHKA PABOYEN ITPOT' PAMMBI
MNPOP®PECCHUOHAJIBHOI'O MOAYJIA

IIM. 03 «Bemonxenune padot no padouei npodeccuu cirykamero Jeaonpon3BoIuTENbY

Hean 1 niiaHupyemMble pe3yJabTaThl 0CBOeHHS MPO¢ecCHOHATBHOT0 MOXYJIA

B pesynbrare msydenus npodecCHOHAIBHOTO MOAYJA OOYHaroUIUiCs MOJKEH OCBOUTH OCHOBHOM
Bun aesreasHoctu [IM. 03 «Bremonnenue pador mo padoueil nmpodeccun ciykamero Jlenonpon3BoguTenny
U COOTBETCTBYIOIIHE €My 00Iue U MpodheCcCHOHATbHBIEKOMITETEHLINH

IepeucHs O0MMUX KOMIICTCHINH

Kon

HaunveHoBaHHE 00IIHX KOMIIETEHIHH

OK 1.

Beibupats criocobsl perenus 3ana4 npodecCHOHANIBHON eI TeNbHOCTH PUMEHHTEIBHO K
Pa3INYHBIM KOHTEKCTaM

OK 2.

Hcnonp30oBaTh COBpEMEHHBIE CPEACTBA MOUCKA, aHAJIHM3a U MHTEPIPETalui HHYOPMALHH,
UHPOPMALIMOHHBIE  TEXHOJOTHMH U1 BBIOJNHEHHWS  3a7ad  NpodecCHOHATBHOM
NesITeNIbHOCTH

OK 3.

IInanupoBaTh ™ peasM30BbBIBATH COOCTBEHHOE NPOQPECCHOHATIBHOE M JIMYHOCTHOE
pa3BUTHE, MPEONPUHUMATENBCKYIO JESITeIbHOCTh B NpodecCHOHANbHOU  cdepe,
HUCIIOJB30BATh 3HAHUA IIO (1)I/IHaHCOBOI>'I rpaMOTHOCTH B PA3JIMYHBIX JKU3HCHHBIX|
CUTyalUsIX.

OK 4.

OddexTrBHO B3aUMOIEHCTBOBATh U pabOTaTh B KOJJICKTUBE M KOMaHIE

OK 5.

OCYH_IGCTB.]'IﬂTb YCTHYHO U HNHUCBMCHHYIHO KOMMYHHUKAIIUKO Ha TOCYHAAPCTBCHHOM SA3bIKE
Poccuiickoit @enepannu ¢ yaeToM 0COOEHHOCTEH COLMAIBHOTO U KYJIBTYPHOT'O KOHTEKCTA

OK 6.

[IposiBisITE TIpa’kAaHCKO-NATPUOTHYECKYIO TO3MLMIO, NEMOHCTPUPOBATb OCO3HAHHOE
NOBEJICHNE HAa OCHOBE TPAAMIMOHHBIX OOINEUeOBEYECKUX LEHHOCTEH, B TOM YHCIE C
y4eTOM IapMOHM3aLUH MEXHALIMOHAIBHBIX U MEXKPEJUTHO3HBIX OTHOIIEHUHN, MPUMEHSThH
CTaH[aPThl aHTUKOPPYIILIMOHHOTIO NOBEIEHUS

OK 7.

ConeiicTBOBaTb COXPAaHEHHMIO OKPYJKAIOLIEH Cpembl, pecypcocOepexeHnto, IPHMEHSTh
3HaHUS 00 M3MEHEHWU KIIMMAaTa, NMPUHIHIBI OEPEeXIMBOrO MPOU3BOACTBA, 3()PEeKTHBHO
JENCTBOBATh B UPE3BBIYANHBIX CUTYALIUSAX

OK 8.

Ucnonp3oBarhb cpencrsa GU3NIECKON KyJbTYPBI IJIsI COXPAHEHUS] M YKPETICHHUS 30POBbS]
B Mporecce NpodecCHOHANBHONW NEATENIbHOCTH M MOANEPKaHUsT HEOOXOIUMOTO YPOBHS
(u3NIECKOI MOArOTOBIEHHOCTH

OK 9.

ITonb3oBaTbest MpodecCHOHATPHON OKYMEHTALEeH Ha TOCYIapCTBEHHOM M MHOCTPAHHOM
sI3BIKAX

JIP 13

JIeMOHCTPHUPYIOUIT TOTOBHOCTh U CIIOCOOHOCTH BECTH THAJIOT C APYTUMH JIFOJbMH,
IOCTUTaTh B HEM B3aMMOIIOHMMAHHS, HAXOAWTh OOLIME LeNU M COTPYAHHUYATH IS UX
TOCTHKEHUs! B PO ECCHOHAIBHON AEATEIbHOCTH

JIP 14

[posiBisiFoImii CO3HATEIBHOE OTHOIICHNUE K HEMPEPBIBHOMY 00OPa30BaHUIO KAaK YCIIOBHIO
yCcremHoi npodeccroHa bHON U O0IMEeCTBEHHOM e TEIbHOCTH

JIP 15

[IposiBasiFOIMi rpa’kIaHCKOE OTHOLIEHHE K MPOQPEeCCHOHATBHON NESITeTbHOCTH KakK K
BO3MOXKHOCTH JINYHOTO YyYacTHUs B PELIEHHH OOIIECTBEHHBIX, T'OCYAapPCTBEHHBIX,
00IeHAMOHAIBHBIX IPOOIIEM

JIP 16

I'oToBsIit COOTBETCTBOBATh OKUTAHUSIM paboronateneii: 3¢ deKkTuBHO
B3aUMOJEMCTBYIOLUI C 4YJ€HaMHU KOMaHAbl U COTPYAHHUYAIOLIUN C APYTUMH JIHOIbMH,
OCO3HAaHHO  BBIMOJNHSIOIMNA  TpodeccHoHanbHble  TPeOOBAaHUS,  OTBETCTBEHHBIH,
WHULUATUBHBIH, IUCHUIIMHUPOBAHHBIA, TPYOOJIOOMBBINA, KPUTHYECKH MBICISIIIUH,
HALEJICHHBII  Ha  JOCTHXKEHHME  IOCTABJEHHBIX  LeJel,  IeMOHCTPUPYIOLIHM
poeCCHOHATBHYIO KU3HECTOHKOCTb




Cobmoparomuii B cBoell nmpodecCHOHANBHON AEATeTbHOCTU STUYECKUE MPUHIIUIIL

JIP 17 YECTHOCTH,  HE3aBHCHMOCTH,  MNpO(EeCCHOHANBLHOW  YHCTOTHI,  OOBEKTUBHOCTH,
OecrpuCTPaCTHOCTH U NPABHJIA IEJIOBOTO MOBEIEHUS

P 18 [IposBnsirommii OepekHOE OTHOIIEHHWE K COXPAHHOCTH M HCIIOJIb30BAHHIO MHPOBOTO
JOKYMEHTaJIbHOTO HaCJIEIHsI

JIP 19 IIposiBrsirommii [IEHHOCTHOE OTHOLIEHHE K KYJIbType M UCKYCCTBY, K KyJbType pedH U
KYJIbType MOBEeHUs1, K KpacoTe U FrapMOHUU

JIP 20 | CriocoOHBIH K CAaMOCTOSITETEHOMY PELISHHIO BOITPOCOB
JKU3HEYCTPONCTBA

JIP 21 CriocoOHBIH K PUMEHEHUIO HHCTPYMEHTOB 1 METOAOB O€PEKIMBOrOMPON3BONICTBA

JIP 22 Ymermuii ObICTPO MPUHUMATD PEIIEHUs], PacIIpeaeNsiTh COOCTBEHHbBIE
pecypchl U YIPaBIsATH CBOUM BpEMEHEM

JIP 23 CriocoOHBIH K MPUMEHEHUIO JIOTUCTUKH HaBBIKOB B PELICHUU JIMYHBIX U
poheCCHOHAIBHBIX 3314

JIP 24 YMeHue peann3oBaTh JUAEPCKUE KaUeCTBa Ha MPOU3BOACTBE

JIP 25 CTtpeccoycToHYnBOCTh, KOMMYHUKAOETBHOCTD

JIP 26 MortuBanus kK caMooOpPa30BaHUIO U PA3BUTHIO

JIP 27 OTBETCTBEHHOCTD 32 PE3yJIbTAaT YUeOHOU NS TEIbHOCTH U TTOJITOTOBKH K
poheCCHOHATTLHOM eI TEIbHOCTH

IepeueHs mpodheCCHOHANTBHBIX KOMITCTSHITHIA

Kon HaumeHoBaHHe BHAOB AeITEILHOCTH H NPO(PeCCHOHATBHBIX KOMIIETEHIHIT

B3 Brinoauenue padot mo paboucti npodeccuu ciyskariero Jlemonpoussogureis

IIK 3.1. OdopMaaTh U PETUCTPUPOBATh OPTAHU3ALNOHHO-PACTIOPIJUTCIBHBIC JOKYMCHTBI,
KOHTPOJUPOBATh CPOKH UX UCTIOTHCHHS

IIK 3.2. OoOpabateiBaTh BXOJSIUC W HUCXOISIIAE JOKYMCHTHI, CHCTCMATH3HPOBATHUX, COCTABIATh
HOMCHKJIATYPY ACT H (HOpMHUPOBATH TOKYMCHTHI B JC/I4.

IK 3.3. OCyIIeCTBIIATh MOATOTOBKY JC/I K MEPSIAYUC HA APXUBHOC XPAHCHHE.

B peayneTare ocBoeHUS MPOodeCCHOHANTBEHOTO MOAY I 00YUAIOIIUNCS JOTKEH:

Nmets OpraHuzaiyu J0KYMEHTALMOHHOTO OOCCIICUCHHUS VIPAaBICHUS W (DYHKIIHOHHUPOBAHHUS
npaKkTu4ec- OopraHnu3anuu.

KHH ONBIT

YmeTh — TOArOTaBJMBATH MNPOEKTHI YIPABICHUECCKUX PECIICHHM;
- O6pa6aTbIBaTb BXOAAIMINUC U UCXOMAIUC TOKYMCHTBI, CUCTCMATU3HPOBATh UX,
— COCTaBIATb HOMCHKJIATYPY ACTT
—  (dopMHpPOBATh JOKYMCHTEHI BACTA.

3HaTh - CHCTEMY XPaHEHHUS U 00pabOTKH TOKYMEHTOB. B TOM YHCJIE C NCIIOJIb30BAHUEM

ABTOMATH3UPOBAHHBIX CHCTEM H MPOQPECCHOHATBHBIX MTPOrpamMm

KonuyecTBo 4yacoB, 0TBOAUMOE HA 0CBOeHHE NMPO(eCcCHOHAIBHOI0 MOYJIsI

Bcero yacos — 258 gacos

B TOM 4HCJIE B pOpMe MPAKTHIECKOH MOATrOTOBKU — 1444aca;

B TOM YHCJI€ CAMOCTOSITeNIbHAsI paboTa — 24 4aca,

NPaKTHKa, B TOM 4Hcie yueOHas — 144 yaca;

MIPOMEKYTOUHAs aTtrecTauus — 18 4acos.




2.CTPYKTYPA U COAEPKAHUE NTPO®PECCHOHAJIBHOI'O MOAYJIA

Crpykrypa npodecCHOHAIBLHOr0 MOAYJIsI

= O0bem npodeccHoHATIBLHOTO MOYJISI, AK. YAC.
N
§ PaGoTta o0yuaromuxcsi BO B3aMOAeiiCTBHH ¢ NpenoaaBaTeieM -
E OGyuenne o MJIK Mpaxrik ° E
S o B Tom yncne 5 <
Koani 5 = - s :-
npogeccuoHAJIbH HaumeHoBaHus pa3aesios Bcero, 2 e ° . = s = s
bIX H 00IIHX npo(ecCHOHAIBLHOI0 MOAYJIA qgac. _g g( 5 = .% z _ 2 2
KOMIIETEH UK m o | Beero z § = s o g S = S
2 & = 3 = 5 | X S = 3
=% o o = Q)
m
1 2 3 4 5 6 7 8 9 10
[IK3.1.-3.3. MJIK 03.01. lokyMeHTHpO-
OK 1-OK 9, BaHUE W OpraHu3allMOHHAas 102 78 30 40 2 6 24
JIP 13-27 00paboTKa JTOKYMEHTOB
K 3.1.-3.3. YueOHasi mpakTHKa
OK 1-OK 9, 144 144 144 144
JIP13-27
DK3aMeH 0 MOJYJIO 12 12 12
Bcero: 258 144 234 30 40 2 6 - 144 12 24

' Camocmoamensnas paboma 6 pamxax obpazosamenvroil npozpammsl niaHupyemci obpasosamensioii opzanusayueii ¢ coomeemcmeuu ¢ mpebogarnuamu OIOC CIIO ¢ 20npedenax obvema
NPOGheCCUOHANBHOZO MOOVIA 6 KOJUYeCmEe 4acos, HeoOXOOUMOM ONd GbINOJHEHUA 300GHUI CAMOCMOAMENBHON pabombvl 0OVYAIOWUXCS, NPeOVCMOMPEHHBIX MEeMamuieckum NIAHOM U
COOEPIACAHUEM MENCOUCYUNTUHAPHOZO KYpCa.



TemaTHuecknii nyiaH U coaep:kaHue npodgeccuoHaabHOro moayJs (IIM)

HaumeHnoBanmue pazgenos Copaep:xanne yueGHOro MaTepuasa, 1a60paTopHbIe 3aHITHS H IPAKTHYECKHE 3aAHATHS, KosuuectBo
npodeccHOHATLHOI0 MOAYJIsI CaMOCTOSITENIbHASI pa0oTa 00y4ar0IIHXCH, KypcoBas padoT (mpoeKT) 4acoB
(ITM), MeskaANCUUITHHAPHBIX
kypcos (MIAK) u tem
1 2 3
BI1/I 3. BoinosiHeHue padoT 1o oAHOI WJIM HeCKOJbKHM npodeccusiM padounx, 10/LKHOCTAM CJIYKAIHX 258
Pa3znen 1. CocTraBieHnue u o(popmMJIeHHE OPraHU3ALHOHHO- PACHOPSIAUTEILHBIX JOKYMEH TOB
M/IK 03.01. /loxkyMeHTHpPOBAHHE H OPraHH3ALHOHHAN 00Pa00TKA JOKYMEHTOB 20
Tema 1.1. BesonacHocTh TpyAa Coaepxanue
Ha paGoyem mecte 3HAKOMCTBO ¢ KBATH(DUKALHMOHHOW XapaKTCPUCTUKON MPODECCHH «ACTOMPOU3BOANUTEIbY, 3HAUUMOCTh
AeJIONPOU3BOAUTEJISL. npodeccun. 2
Texnuka 6e30mMacHOCTH HA PAOOUEM MECTE ACTOMPOU3BOTUTEIS.
Tema 1.2. CocraBieHue u Coaepxanue
ohopmIeHHE JOKYMEHTOB Tpebosanus k gokymenram. ['OCT P 7.0.97-2016. PexBuzutsl 1okyMeHTOB. brianku JOKyMEHTOB.
OpraunuszanuonHo-pacnopsiautenbusie AokymeHtsl (OP[]). Henenue OP/.
OcHoBHbIe TpeOOBaHUs K OQOPMIICHUIO CIIPABOYHO-UHPOPMALTUOHHBIX JOKYMEHTOB (CIYKEOHBIX IHCEM, 6
JOKJITHBIX 3aIMHCOK,CIPABOK, AKTOB, MPOTOKOJIOB, JOTOBOPOB H IIp.), PACHIOPSAUTEIBHBIX JOKYMCHTOB ([IPHUKA30B,
PCLICHUH, PacTIOPSKCHUH, IOCTAHOBICHHUN, YKA3aHHH) H OPTaHU3ALHOHHBIX JOKYMECHTOB (VCTAaBOB, MOJOKCHUH,
WHCTPYKLMH, PABWII, INTATHRIX PACIIUCAHUI)
[Ipakruyeckoe 3ansiTHE
1. PazpaboTka OmaHKka mrCbMa U 001IEero OnaHka
2.0dopMicHHE TUCHMA-TTPUTIAIICHHUS
3.0dopmiicHHE THCHMA-HATIOMUHAHUS
4.0dopmreHE OTBETHOTO IIHCHhMa 12

5.0dopmiicHHE THCHMA-U3BEIICHHUS

6.0dopmicHIe THCHMA-TIPOCHOBI




7.0dopmiicHIE COMPOBOAUTEIPHOTO MUCHMA

8. OdopmiicHHE rapaHTUITHOTO MUCHMA, U TUCHMA, MO ITBEPKACHHS

9.0dopmiicHIE BHEITHEH TOKIAIHON 3AMUCKH

10.0dopmiacHre BHYTPSHHEH JOKIATHON 3ATHCKH

11.0dopmacHue 00BICHUTSIBHOM 3aMUCKH

12.0¢opmieHue ciyxeOHOM cipaBKH

13.0dopmicHre TUIHOH CITPABKH

14.OdopmicHue akta

15.0dopmacHue TEACTPAMMBI

16.0¢opmieHue TenedoHOrpaMMBbL

17.0¢opmrenne nmpoTokona KpaTkoi Gopmbl

18.0¢dopmieHnE BEIMUCKH U3 IPOTOKOIA

19.0¢opmienue gorosopa

20.0dopmiIcHHE TPUKA3A IO OPTAHU3AMUOHHOHN ACITCIPHOCTH

21.0dopmicHHE BEINMACKU U3 MPUKA3a MO OPraHU3ALUOHHON JCATCIBHOCTH

22.0dopMiIcHHUES PACTIOPSKCHUS U BBIITUCKH U3 PACTIOPSDKCHUS

23. OdopmreHHE PELICHUS U BHITUCKH U3 PELICHUS

24. OdopmiIeHNE YKAa3aHHS U BRIITUCKH U3 YKA3AHHUS

25.0dopmiacHue npaBuiI

26.0dopmicHue ycTasa

27.0dopMICHHE TOIOKSHHS

28.0¢dopMICHHE IITATHOTO PACITHCAHUS

29.0dopmicHHE HHCTPYKIHH

CamocTosiTenibHasi padoTa npu u3yueHuu pasaena Nel




CucteMarmdeckas mpopaboTka KOHCIICKTOB 3aHATHIH, YIeOHOH U CIICLUATBHON TEXHHYECKOH THTEpaTyphl (IO BompocaM K naparpadam, ria-BaM yaeOHBIX
MOCOOHH, COCTABICHHBIM MMPETIOAABATEIICM).
OdopmicHHE OTISTOB MO MPAKTUICCKUM 3aHATHIM U MOATOTOBKA K X 3awnure.CocTaBlIeHUE

riaoccapus. 14
CocraBneHue aHATUTHIECKOTO (HOpMYIIpa PaCIOPAAUTEIBHBIX JOKYMEHTOB, OCHOBHBIX CIIPABOYHO-HHGOPMALHUOHHBIX JOKYMEHTOB.
[IpoBeaeHue anamuza NpaBUIBHOCTH OQOPMIICHHS PEKBU3HTOB JOKYMEHTOB.
Co3aaHue NPe3CHTAIINH.
Hanucanne goxmaga, COOOICHMS.

TemaTuka caMmocTOATEILHOMH yueOHOi pa6oThl NpH H3y4YeHHH pa3aenaa Ne 1
1 MuCTpyKIMS 110 OXpaHe TPyAa U TCXHUKE O€30MacHOCTH HA pabodyux MecTax (IOArOTOBUTH COOOICHHE) 1
2 Ucropus co3maHus MAITMHOMMUCHON TEXHHUKH (110 TOATEMaM) (ITOATOTOBUTh COOOIICHUE) 1
3. IloaroToButs coobmicHue Mo TeMe «JlecATHNATBLIEBRIN «CICNOW» METO MHChMa. TeXHHUKA H PUTM yaapay. 1
4. CocTaBUTh KOHCIEKT MO NpasuiaM oQOPMIICHNI TEKCTOB. 1
5. TpeOoBanus K JOKYMCHTHPOBAHHUIO YIIPAaBICHYCCKOH HH(pOpMAaIM B COBPEMCHHBIX yCiIoBHAX. COBPEMEHHBIC TEXHOJIOTHH JOKYMCHTHPOBAHUS 1
nHpOPMALIUH.
6.Ctaann TOKYMCHTHPOBAHUS YIPABICHICCKOH HHPOPMALHHL.
7.CTUneBric 1 KOMIO3ULIOHHBIC 0COOCHHOCTH COCTABICHHS OTACTBHBIX BUIOB YIIPABICHYCCKUX JOKYMEHTOB (IIOATOTOBHTH COODIICHUE MO BHIOOPY)
8. Onpeaenute, NPaBUIBHO JIK HAMMUCAHBI CICAYIOUIHC PCKBU3UTHL U B TEKCTE (AHATUTHYCCKA CAMOCTOSITCIbHAS PadoTa) 1
9. CocTaBuTh riaoccapuii BUOOB CITYKEOHBIX IMUCEM, B (POPMYTHPOBKE YKa3aB HX Pa3IHIHs 2
10. UcTropus BOBHUKHOBCHHS TUCEMEHHOCTH. MICTOPHS BOSHUKHOBEHUS JOKYMEHTOB (IIOATOTOBUTH COOOIICHHE TIO BHIOOPY) 1
11. CoctaBuTh aHATUTHYCCKUH GOPMYIISP OCHOBHBIX CIPABOYHO-UHPOPMALHOHHBIX JOKYMCHTOB (CIYKEOHOTO MUChMA, CITPABOK, JOKIAIHBIXH 1
OOBICHUTCIIbHBIX 3AITHCOK ).
12. Cozaate npeseHTanuio nmo teMe «CrpaBouHO-HHGOPMALIMOHHEIEC JOKYMCHTHIY, «PacnopsaautenbHele TOKYMEHTED, «OpraHu3alioH-Hble 2
JOKYMCHTBD» (Ha BEIOOD).
13. CocraBuTth rmoccapuii GopMynHpoBoK (moHATHI) JokyMeHTOB OP/] 1
14. IloaroToBUTE COOOIICHHE HA TEMY YHUDHUKALIMH JOKYMEHTOB. 1




Pasnen 2. Opranusanusi padéoTbl ¢ AOKYMEHTAMH B ABTOMATH3HPOBAHHBIX CHCTEMAaX

M/IK 03.01. lokymeHTHpPOBAHHE H OPTAHU3ALHOHHAS 00Pa00TKA JOKYMEHTOB

50

Tema 2.1 Opranusanus
AOKYMEHTO000O0poTa

Coaepiranue

[Tonarue JOKYMEHTO000POTA, €T0 KOTHUCCTBCHHBIC H KAUCCTBCHHBIC XaPaKTCPUCTHKU. TeXHOIOrHH 00paboTKH
MOCTYMAIOIINX JOKYMEHTOB. BHyTpeHHnii nokymenroodopor. Kyiaptypa Tpyaa ¢ JOKyMeHTaMHuHA pabounx
Mectax. O6padoTka OTHpaBIICMON KOPPECTIOH ACHLINH.

IIpakTH4ecKkHe 3aHATHS:

1 Ilposenenue ananuza nokymeHTo000pOTa mpeanpusatus. OpraHu3anms 3MCKTPOHHOTO JOKYMEHTO000pOTa.

2.3anonHeHUE HHGOPMALIMOHHOTO JTHCTA

3.3anoaHeHue rpaduka JOCTAaBKH JOKYMCHTOB.

Tema 2.2 Ctpykrypa 6a3aaHHbIX
AOKYMEHTAJIbHOro)oHIa
OpraHH3alHH

Coaepiranue

Perucrparms noxymenTos. Mecta peructparwn JokymeHTOB. MHAekcamma nokymMeHToB. POpMEI pern- cTparmu
JoxymeHToB. KapToTekn, MeToanku ux co3ganvs U npuMeHeHHI. KoMIIbIOTEpHEIE TEXHOIOTHHPETUCTPALTIT
JOKYMEHTOB.

IIpakTH4ecKkHe 3aHATHS:

1 .3anonHeHKE )KypHATA OCTYHAOLICH KOPPSCIIOHACHIINH.

2 .3anoHeHHUE JKyPHAIA UCXOAMIICH KOPPECIOHACHIINH.

3.3anomHcHME KypHala BXOAAIMUX pacCiopAaAUTC/IbHBIX JOKYMCHTOB OT PYKOBOAUTCIIA.

Tema 2.3 Kontpoas 3a
HCIOJHEHHEM J0KYMEHTOB H
NMPHHATBIX PEILICHUH.

Coaepxanne

Lear xouTpoas. YpoBeHs KOHTpOJs 3a AokymeHtauued. OCHOBHBIC 3a4adu CIIy:KObl KOHTpOJiss. BriGop
JOKYMEHTOB ISl TOCTAHOBKH HAa KOHTPOJb. CpOKHM HCHOJHCHUS AOKyMEHTOB. [locTaHOBKA Ha KOHTPOJIb.
Iposepku xoaa ucnonueHus. CHATHE JOKYMEHTOB ¢ KOHTPOJISL. AHAN3 UCTIOTHUTEIbCKON JUCIUTLTH- HBI.

IIpakTH4ecKkHe 3aHATHS:

1 .3amoTHeHHE PETUCTPALIMOHHO-KOHTPOIBHON KapToukH (1o rpadam).

2 .3arnoHeHre HAIIOMUHAHUI 00 UCIIOIHEHUH.

Tema 2.4 OnepaTuBHoe xpaHe-
HHUE TOKYMCHTOB.

Coaepiranue

OGecneueHre COXPAHHOCTH JOKYMCHTOB B MPOLIECCE ONEPAaTHBHOrO XpaHeHus. O00pyJ0BaHUE AT ONC-PATHBHOTO
XpaHCHHS JOKYMEHTOB B ouce ¢ yuetom Tpebosanuii A nun ¢ OB3.

IIpakTH4ecKkHe 3aHATHS:

1 Iloadop obopynoBaHUs JIs ONEPATHBHOTO XPAHCHUS JOKYMCHTOB B ohuce.

2 Iloabop obopyaoBaHuUs AJisl OLICPATHBHOTO XPAHCHHS TOKYMECHTOB B 0HCE ¢ yUSTOM TPSOOBAHUH ISUTHLL C
OB3.




Tema 2.5 HomeHnkiatypa gen
OpTaHH3AIHH

Coaepiranue

HOMCHKJ’IaTypa ACT UHAUBUAYAJIbHAA, CBOAHAA, TUIIOBAA, IIPUMCPHAA. HOpMaTI/IBHbIG JAOKYMCHTHI U MC-
TOANUCCKUC MAaTCPUAJIBI AJId COCTABJICHU. HpaBHna BCACHHA OCTT.

IIpakTH4ecKkHe 3aHATHS:

1. PaccmoTpeHue 1 anaau3 00pa3oB HOMCHKIATYD AS.

2.Pa3paboTka U COCTABJICHHEC HOMCHKIATYPBI JCII.

Tema 2.6 ®opmupoBaHue aen

Coaepxanne

Haznauenue popmuposanus gen. Hopmartusaeie noxymentsl. ['pynmuposka aen, cnerudrka GopMupo- BaHUs
OTIEIbHBIX KaTeropHui Aen. Buabl JokymMeHTOB, hopMupyeMbixX B aeno. CucteMaTH3auus JOKY- MEHTOB.
OdopmiacHue aem.

IIpakTH4ecKkHe 3aHATHS:

1.0160p A0KYMEHTOB [ist (DOPMHUPOBAHUS /1A

2. @opmuposaHue fema

Tema 2.7 XpaHeHHne 10KyMeH-
TOB

Coaepxanue

[IpaBuna xpaHeHHS ACT B CTPYKTYPHBIX MOAPA3ACICHUAX MpeAnpHATHA. ApXuB nmpeanpusatis. OnTi- MaabHBIA
CPOK aenonponspoactee.  Cpoku gen.  Joky-
JOAroBpeMeHHOro xpaHeHus. llopsmox yHudrokeHus nokyMmMeHtoB aen. OdopmieHue aen I apXUBHOTO

HUCMOJb30BaHUd  AJOKYMCHTOB B XPaHCHUA MCHTBI

XPaHCHUS. TIPUCM, TICpeAada ACT.

IIpakTH4ecKkHe 3aHATHS:

1. M3yueHne HOpMATUBHEIX JOKYMCHTOB 00 OPTaHM3allHH XPAHCHHS ACT.

2. OdopmicHHE Je A1 APXUBHOTO XPAHCHHUSL.

Tema 2.8 Ouenka 3HAYHUMOCTH
AOKYMEHTOB H CPOKOB HX Xpa-

Coaepiranue

3HAYCHHUE M LCHHOCTh JOKYMCHTOB. OKCICPTHBIC KOMHCCHH opranusaiud. Kpurepum oucHku wuHpOp-

HEHHsI. MaIlMOHHOTO COJACPIKaHMA NOKYMEHTOB. THITOBBIE W BEAOMCTBEHHBIE IlepedHM NMOKYMEHTOB M WX 3HadUe- HHE.
IlepeueHp THIIOBBIX TOKYMEHTOB M €TI0 CTPYKTYpa.
IIpakTH4ecKkHe 3aHATHS:
1. PazpaboTka npoekTa MHCTPYKIHH M0 Pad0Te SKCHCPTHONH KOMUCCHH

Tema 2.9 Odopmiienne noky- IIpakTH4eckne 3aHATHSA

MEHTOB H AeJ1 K YHHYTOKEHHI0 H
HA AJIHTEJIbHOE H MOCTOSTHHOE
XpaHeHHe

1.0dopmrenue onucu ae.

2.0¢dopmneHre akTa 0 BRIACICHUN K YHHUTOKCHUIO JOKYMEHTOB, HE TIOANCKAIMUX (IanpHEHIIEMY) Xpa-
HEHHIO.

3.3anoaHeHue BHYTpeHHEH omucH Aist apxuBHoro CD- wiu DVD-aucka.

4. OdopmiicHre 00I0KKH IS MOCTOSHHOTO XPAHCHHS.




HuddepenuupoBanHbIii 3a4eT

CamocTosiTenibHasl paboTa NpH H3y4eHHH pasaena Ne2

10

CucteMarmdeckas mpopaboTka KOHCIICKTOB 3aHATHI, VICOHOH M CHICHUATBHON TEXHUYECKOH TUTEpaTyphl (10 BompocaM K naparpadam, riaBaM yaeOHbBIX
MOCOOHH, COCTABICHHBIM MMPETIOAABATEIICM).
OdopMICHHE OTUCTOB MO MPAKTHISCKUM 3AHSITHSIM.

Hamucanue cooOrmenus.
Co31aHKEC NPE3CHTAIINH.

TemaTuka camocToATEILHOM YueGHOiH paGoThl NpH H3YUeHHH pazesia Ne 2

1 IlporpamMmmMHOe 0OCCIICUCHUE SNCKTPOHHOTO JOKYMEHTO000POTA (COOOIICHHS MO MOATSMAaM)

2 IMocTpocHue 6a3pl JAHHBIX B MPOLECCE ACTONPOU3BOICTBCHHOIO roa. (CO3AaHHUE TECTA)

3.Oprasuzanus apxXuea OpempHATHS A1 XPAHCHHUS JOKYMEHTOB (CO3JaHNE KPOCCBOPAA)

4 .B3anMoCBA3b HOMEHKJIATYPHI ACT ¢ APYTHMH ONECPALMSIMHE ACTONPOU3BOACTBA. (CO3AaHNE MPE3CHTALINH)

5.Oprauuzaius 3p(HEKTHBHOTO TOKYMEHTOO00POTA. (CO3AaHHUE MPE3CHTALUH)

[NSN NSNS ] I O] I\

YueOHast npaKkTHKA
Bugsi pador:
1. Cocrasnchue 1 0hOPMIICHHE OPraHU3ALHOHHO-PACTIOPSAUTEIBHBIX JOKYMCHTOB,
2. Perucrpaims 1OKYMCHTOIIOTOKOB.
3. KoHTponb 32 HCTIOTHCHHEM TOKYMCHTOB.
4. OmnepaTHBHOE XPAaHCHUE JOKYMCHTOB.

144

Koucynbrauus

IK3amMeH

IK3aMeH M0 MO0

12

Bcero:

258




3. YCJIOBUA PEAJIM3ALIMU ITPOI'PAMMBbI
MNPO®PECCUOHAJBHOI'O MOAYJIA

Jasi  peaau3anuu  mporpaMmsl  NPO(eCCHOHAJIBHOTO MOAYJSA NPEAyCMOTPEeHbI
cjeaywouye cnenuaabHble MOMelleHHsl

KaOGuneTnl: JOKYMEHTAllMOHHOTO OOECIEYEeHHs YIPABJICHUS, OpPraHM3alUUd  CEKPETapCKOro
oOciTyK1BaHMsI, OCHAIIEHHbIE 000opynoBaHueM: padodne CTON U CTYJ MO KOJHUYECTBY OOYHArOIIHXCS,
pabouee MeCTO MpernoAaBaTeisi, CUCTEMbl XPaHEHHs AeN B y4eOHOH KaHLENSPUH, TEXHUYECKUMHU
cpeacTBaMu 00yUEHUS: IEPCOHANBHBIN KOMIBIOTEp, IPUHTEP, CKaHep, KOMMPOBAJIBHBIN anmapar UiH
M®YV, npoekTop HHTEpPAKTUBHAsL NOCKA,

JlaGopaTopum: opraHu3anuu padoThl ¢ JOKYMEHTAMH, CUCTEM 3JIEKTPOHHOTO TOKYMEHTO- 000pOoTa,
yueOHasi KaHLEJSIPUS, OCHAIEHHbIE OOOPYMOBAHUEM: IEPCOHAIBHBIA KOMITBIOTEP, IMOOb- €MHO-
MOBOPOTHOE KPECJIO MO KOJMYECTBY OOYYAIOIINXCS, MPUHTEP, CKaHep, KOMUPOBAIBHBINA ar- mapar,
bakcumunbHbIA anmapat, Mmuan ATC, mHOroQyHKIMOHANIBHOE yeTpoiicTBO MOV (mipuHTEp, CKaHEP,
KOIHP, CPEACTBA CBsA3HM), OYMaroyHHYTOXXUTENb M Oymaropes3aTreibHOe YCTPOHCTBO, JJaMU- HATOP,
OpouropaTop, KOHBEPTOBCKPBIBATENb, KAHLEIAPCKHE MedaTH (OTTHCK MeYaTH) M IOTaMITbl IS
00paboTKH MOKYMEHTOB (OTMETKAa O IMOCTYIUICHHH, OTMETKAa O KOHTPOJE), Majas KaHLENISpHs IO
KOJINYECTBY OOYUArOIUXCSI B COOTBETCTBUHU C HHPPACTPYKTYPHBIM JIHCTOM.

IlepconanpHble KOMIBIOTEPHI:

— C JIOCTYIIOM K JIOKQJIbHOW CeTH y4eOHOro 3aBefeHus], TI00abHON CeTH MHTEPHET, Crpa-
BOYHO-IIPABOBON CHCTEME, HJIEKTPOHHBIM ONOIMOTEYHBIM CUCTEMAM,

— MpOorpaMMHOe OOecCreYeHHe. TEKCTOBBIN, TAOJWYHBIA PemaKTop, Mporpamma CO3IaHUs
npesenTtarmii, CYB/, nepcoHanbHbI HHPOPMALMOHHBIA MEHEKep ¢ QYHKIMAMHU ITOUYTOBOTO KJIH-
eHta u Groupware, CUCTeMa 3JIEKTPOHHOTO JOKYMEHTOO0OpOTa, apXUBaTOpP, MPOTrPaMMBbl CKAaHHPO-
BaHUS U KOHBEPTUPOBAHHUS AOKYMEHTOB, IIPOrpPaMMbl AJI MOATOTOBKU AOKYMEHTOB K Iepenayde B
apxuB.

HudopmannonHoe odecredeHne peaTu3aliu NPorpaMmmbl

Jns  peanuzanmuu  mporpaMMbl  OMOTHOTEYHBIH (OHI UMEET TI€YaTHbIE W/IIKM DJIEKTPOHHbBIC
oOpasoBaTenbHble U WHPOPMALMOHHBIE PECYPCHL, ISl HCIIOJIb30BaHMS B 00Pa30BaTEIbHOM MPOLIECCE.
IIpn ¢opmupoBanuu Oubnuoreynoro ¢oHAa BBHIOMpAETCs HE MEHee OIHOrO H3JaHus U3
NEPEYNCICHHBIX HUKE TMEeYaTHBIX M3MaHUN W (MJIM) 3JIEKTPOHHBIX M3JaHUH B Ka4eCTBE OCHOBHOTO,
IIPU 3TOM CITUCOK MOJKET OBITh JOMOJHEH HOBBIMU U3IAHUSMU.
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4. KOHTPOJIb 1 OLUEHKA PE3YJIbTATOB OCBOEHHUSA
MMPOPECCHUOHAJIBHOI'O MOAYJISA

Koo u naumenosanue npogheccuonanviuvix u oouiux
KomnemeHyuil, hopmupyemvix 8 pamkax mMooyis

Kpumepuu
OUeHKU

Memoost ouenku

K 3.1.
PacTOPSIUTENBHBIE JTOKYMEHTHI,

OdopMniaTh W PETUCTPUPOBATH OPTaHU3ALM- OHHO-
KOHTPOJIUPO- BaThb CPOKH HX
HUCIIOJTHCHUA.

OK 1. Beibupats criocoObl permeHus 3a1a4 npodeccHOHaIbHON
IESATeNBbHOCTH MPUMEHUTEIBHO K PA3JIMYHBIM KOHTEKCTaM

OK 2. Mcnonp30BaTh COBPEMEHHBIE CPECTBA MTOUCKA, aHATIU3a
u uH(pOpPMaLIMOHHBIE

HUHTEPIPETaLHN uHpopMauuy,

TEXHOJIOTUU [UIsI BBINIOJHEHHUS 3a7ad  Mpo¢eCCHOHANIbHON

IEeATEILHOCTU
OK 3. [IlnanupoBaTb U peajH30BBIBATH COOCTBEHHOE
npodeccuonaibHOE " JIMYHOCTHOE pasBuTHE,

NPEANPUHIMATENBCKYIO AEATENbHOCTh B MPOPECCHOHATBHON
cepe, UCIIONB30BaTh 3HAHUS MO (PUHAHCOBOM IPaMOTHOCTH B
Pa3INYHBIX KU3HEHHBIX CUTYaLUsX.

OK 4. DddextuBHO B3aUMOAEHCTBOBATH U paboTaTh B
KOJUIEKTUBE U KOMaHJe

OK 5. Ocy1ecTBiIsATh YCTHYIO U MUCBMEHHYI0 KOMMYHHUKALIHIO
Ha roCyAapCTBEHHOM si3blke Poccuiickont denepanun ¢ y4eToM
0COOEHHOCTEH CONMAIBHOTO U KYJIBTYPHOT'O KOHTEKCTA

OK 6. IlposBiATE Ipa’kIaHCKO-NMATPUOTHYECKYIO MO3ULIUIO,
JEMOHCTPUPOBAaTb  OCO3HAHHOE IIOBEJEHHE HA  OCHOBE
TPaTULMOHHBIX O0IIEUETIOBEYECKUX [ICHHOCTEH, B TOM YHCIIE C
MEXKXHALMOHAIBbHBIX 51

YUETOM rapMOHuU3allu

MEKPCITUTHO3HBIX OTHOLHGHPIfI, NPUMEHSATDH CTaHOapThl

AHTUKOPPYNLUOHHOI'O MOBEICHUS
OK 7. CopnelicTBOBaTb COXPAaHEHHUIO OKpY’XKarolleil cpenwl,
pecypcocOepekeHHI0, TPUMEHSITh 3HaHWA 00 W3MEHEHHU

KJIMMarTa, MPUHIHIIBI 6epe)K.]'II/IBOFO MPOU3BOACTEA,

3¢ (}eKTUBHO NeHCTBOBATH B YPE3BbIMANHBIX CUTYALHAX

OK 8. Hcnonp3oBath cpenctBa (PU3MUECKONW KyJIBTYpPbI IS
COXpaHEHHUs M  yKpeIUIeHUus  300pOBbs B  IpoLecce
npodeccuoHaNbHON NEesTEJIbHOCTH 51 NOAJEpKAHUSA

HEOOXOUMOT0 YPOBHS (PU3HUECKON MOATOTOBIEHHOCTH

OK 9. TTonp3oBatbest MPoecCUOHANBHON TOKyMEHTAIMeH Ha
FOCYAapCTBEHHOM U MHOCTPAHHOM sI3BIKaX

JIP 1. Ocoznaromuii ce0s1 rpakJaHUHOM W 3AIMUTHH- KOM BCJIUKOU
CTpaHBbI.

JIP 4. TlposBrsiomuii 1 AEMOHCTPHUPVIOIINH YBAXKE- HHE K JIIOIIM
TPYAa, OCO3HAIOLINHA LICHHOCTh CO0- CTBEHHOTO TpyAa. CTpeMsmuics
cpeae
Mpo)eCCHOHANBHOTO KOHCTPYKTHBHOTO «LU(PPOBOTO CIECAA.

K (GopMUPOBAHHID B  CCTCBOM JUYHOCTHO U

- TIPOBOJMT aHANN3
COCTaBa PCKBU3HUTOB
JOKYMCHTOB C TICIBIO
COOTBCTCTBHS
bopmy- npy-
obopasuy ['OCTa P
7.0.97-2016 ;

- MPaBUIBHO
odopmsieT op-
raHU3ALUOHHO-
pacnopsan- TEIbHBIE
JAOKYMCHTBI C
YUIETOM
OCOOCHHOCTEH U
npaBuI ncva-Tu
TCKCTa JOKYMCHTA U
TpeOO-BaHUI €TO
dbopmyspa;
-COCTaBJISIET TCKCTHI
CIayXKeO-HBIX
JIOKYMEHTOB;
- TPaMOTHO
BoIOUpacT  (opmer
perucTpanuu
JIOKYMEHTOB;

- colOmoaaer
TpeOOBaHUS K
perucTpanuu
JAOKYMCHTOB KaK K
CO3JaHHUIO
JOKYMEHTAIbHOU
0assl;

- NPaBUIBHO
3aIoTHSCT TOJISt
PETUCTPALIMOHHBIX
opwm;

- ONPEICTICT
CPOKHU HUCIIOTHCHUS
JIOKYMEHTOB;

- OCYILCCTBIISCT
MPOIECC KOH- TPOJISA
3a cpoxamu
HUCIIOTHCHUS
JOKYMEHTOB

[Texymuit KOHTPOIb
B hopme:

-orpoca;

-3 TEI
ITPaKTHIECKAX
BAHITHH,

- TCCTUPOBAHUS.

Huddepenuuposann
bII 3a4eT
MEXAUCIUTLTHHAD-
HOMY Kypcy 03.01

OreHka
ITeSATCIBHOCTH
CTYICHTA B IPOLICCCE
VICOHOH HPaKTHKH.

Bamura oT4eTa 1Mo
yIeOHON MPaKTHKE.

(DK3aMEH IO MOIYJTIO

JIP 6. TlposBasomuii YBOKCHUC K JIFOASM CTAPIICTO MOKOJICHUS U
TOTOBHOCTB K VYACTHIO B COLMAIBHON MOIACPKKEC M BOJOHTCPCKHUX
JBIKCHHSX.




JIP 7. Oco3Harommii NPHOPUTCTHYIO LIEHHOCTh JHY- HOCTH
YENOBCKA, YBKAIOUINHA COOCTBCHHYIO U 4y- VIO YHHKATBHOCTH B
Pa3NMHYHBIX CUTYAIIUIX, BO BCeX (POpMax v BUAAX ACITCITBHOCTH.

JIP 16.

COOTBETCTBYIOIIEH COBPEMEHHOMY YpPOB-

IlppHuMaromuii  OCHOBBI  OKOIOTHYUECKOW KYJIBTYPBL,
HKO 3KOJOTHUYECKOrO
MBIIIJICHHS, TPUMEHSIIOIIUIN ONBIT 3KOJOTHUECKA OPUEHTUPOBAHHOU
pedIeKCHB- HO-OILICHOYHOH U MPAKTHYCCKOH JCATCIBHOCTH B

JKU3HCHHBIX CUTYALUAX U MPOQECCHOHATBHOHN e~ TCTbHOCTH.

IIK 3.2. OOpabGarbiBaTh BXOIIHEC U HCXOMIIIUC T0- KYMCHTHI,

CUCTCMATU3HUPOBATE UX, COCTAB/IKITh HO- MCHKIATYPY ACIT U
(hopMHPOBaTh JOKYMCHTHI B JCIA.

OK 1. BriOupartb criocoObl pereHus 3aa4 npopeCcCHOHATBHON
IESATeNBbHOCTH MPUMEHUTEIBHO K PA3JIMYHBIM KOHTEKCTaM

OK 2. Mcnonp30BaTh COBPEMEHHBIE CPECTBA MTOUCKA, aHATIU3a
uHpopMauuy, uH(pOpPMaLIMOHHBIE

TEXHOJIOTUU [UIsI BBINIOJHEHHUS 3a7ad  Mpo¢eCCHOHANIbHON

51 HUHTEPIPETaLHN

IEeATEILHOCTU
OK 3. [IlnanupoBaTb U peajH30BBIBATH COOCTBEHHOE
npodeccuonaibHOE " JIMYHOCTHOE pasBuTHE,

NPEANPUHIMATENBCKYIO AEATENbHOCTh B MPOPECCHOHATBHON
cepe, UCIIONB30BaTh 3HAHUS MO (PUHAHCOBOM IPaMOTHOCTH B
Pa3INYHBIX KU3HEHHBIX CUTYaLUsX.

OK 4. DddextuBHO B3aUMOAEHCTBOBATH U paboTaTh B
KOJUIEKTUBE U KOMaHJe

OK 5. Ocy1ecTBiIsATh YCTHYIO U MUCBMEHHYI0 KOMMYHHUKALIHIO
Ha roCyAapCTBEHHOM si3blke Poccuiickont denepanun ¢ y4eToM
0COOEHHOCTEH CONMAIBHOTO U KYJIBTYPHOT'O KOHTEKCTA

OK 6. IlposBiATE Ipa’kIaHCKO-NMATPUOTHYECKYIO MO3ULIUIO,
JEMOHCTPUPOBAaTb  OCO3HAHHOE IIOBEJEHHE HA  OCHOBE
TPaTULMOHHBIX O0IIEUETIOBEYECKUX [ICHHOCTEH, B TOM YHCIIE C
MEXKXHALMOHAIBbHBIX 51

YUETOM rapMOHuU3allu

MEKPCITUTHO3HBIX OTHOLHGHPIfI, NPUMEHSATDH CTaHOapThl

AHTUKOPPYNLUOHHOI'O MOBEICHUS
OK 7. CopnelicTBOBaTb COXPAaHEHHUIO OKpY’XKarolleil cpenwl,
pecypcocOepekeHHI0, TPUMEHSITh 3HaHWA 00 W3MEHEHHU

KJIMMarTa, MPUHIHIIBI 6epe)K.]'II/IBOFO MPOU3BOACTEA,

3¢ (}eKTUBHO NeHCTBOBATH B YPE3BbIMANHBIX CUTYALHAX
OK 8. Hcnonp3oBath cpenctBa (PU3MUECKONW KyJIBTYpPbI IS
COXpaHEHHUs M  yKpeIeHus

310pOBbsl B IIpoLEcCe

npoeCCUOHATTLHOM IeATEJIbHOCTH u oA EePKaHUA
HEOOXOUMOT0 YPOBHS (PU3HUECKON MOATOTOBIEHHOCTH
OK 9. TTonp3oBatbest MPoecCUOHANBHON TOKyMEHTAIMeH Ha

rocyaapCTBEHHOM U MHOCTPAHHOM sA3bIKax

- MPOBOOUT  AHAIH3
BXOASAIIHX
JOKYMCHTOB C IICTBIO
nocne- AVIOIIEH
00paboTKH;

- MPOBOJUT
CHCTCMATH3ALIIO
JOKYMEHTOB;

- CaMOCTOATENNBHO
odopmiseT
HOMEHKJIATYPy ACIT;

- ¢dopmupyet
JAOKYMCHTBI B ACJia B
COOTBCTCTBHH c
TEXHO- Jorueit

ACJIONPONU3BOACTBA

[Texymuit KOHTPOIb
B hopme:

-orpoca;

-3 TEI
ITPaKTHIECKAX
BAHITHH,

- TCCTUPOBAHUS.

MudbepenumposaH-
HBIM 3a4eT
MEXAUCIUTLTHHAD-
HOMY Kypcy 03.01

OreHka
ITeSATCIBHOCTH
CTYICHTA B IPOLICCCE
VICOHOH HPaKTHKH.

Bamura oT4eTa 1Mo
yIeOHON MPaKTHKE.

(DK3aMEH IO MOIYJTIO

JIP 2. Tlposensgromuii aKTHBHYI TPAKIAHCKVIO IIO- 3HIHIO,

JEMOHCTPUPYIOIINN HOPUBEPKEHHOCTh IMPHUH- LUIAM YECTHOCTH,
MOPAI0YHOCTH, HOMHUYECKH AaKTUBHBIA U

OTKPBITOCTH, 3KO-

VYACTBYKOIIMM B  CTYACHYE- CKOM H  TCPPUTOPHAIBHOM
CaMOYTIPABICHUH, B TOM YHCJIEC HA YCIOBHAX JOOPOBOIBUCCTBA,
HNPOAYKTUBHO B3aUMOJACHCTBYIOIUN H YUACTBYIOIIUM B ACATEIbHO-

CTH OOIIECTBCHHBIX OPraHU3ALINI.




JIP 3. CoOaromaromuii HOPMBI MOPABOMOPSIAKA, ClAC- IYFOIIHI
uacasaM TPaKIAHCKOro OOIIeCTBa, 00SC- MEUCHUS OC30MacHOCTH,
mpaB u cBOOOA rpakgaH Poccuu, rOTOBBIH OKa3aTh MOAACPIKKY
HY)KIAIOIMMM- c4. JIOATBHBIH K YCTaHOBKAM W TPOSIBICHUAM IIPEI-
CYORYIBTYD, rpynom ¢
ACCTPYKTUBHBIM U ACBUAHTHBIM ITOBCACHUCM. I[e- MOHCTpI/IpyIOH.[I/Iﬁ

CTaBUTEICH OTMHYAKIUNA HUX  OT
HETNIPUATHE W TIPEAYIPEKIAIONINI CONMATBHO OIACHOE IOBEICHHES
OKPY KAFOIIHX.

JIP 5. JleMOHCTpHPVIOIIMH MPUBEPKEHHOCTh K POA- HOM KYJIBTYPE,
HUCTOPUYCCKOM MaMATH Ha oOcHoBe moOBu k Pomune, poaHomy
HapoAy, MajOH pOAUHE, NPUHIATUIO TPAJULHUOHHBIX LEHHOCTEH
MHOTOHAIINO- HATLHOTO Hapoaa Poccun.

JIP 8. Tlposgeasrommii M JEMOHCTPHUPYIOIOMH VBaXke- HHE K
MPCACTABUTCIAM PA3MHYHBIX 3THOKYIBTYP- HBIX, COLHATBHBIX,
KOH(ECCHOHANBHBIX U UHBIX rpymm. COmpHYacTHBIH K COXPAHCHHIO,
MPEYMHOKE- HHUIO M TPAHC/ILUH KYJIbTYPHBIX TPAIHLHIA U LECHHO-
CTEH MHOTOHAIIMOHAIBHOTO POCCHICKOTO TOCYAap- CTBA.

JIP 9. Cobmroaroruii ¥ mponaraHAuPYOIIHI Mpa- BUIA 3M0POBOTO
u Oe3omacHOro o0pasza KH3HH, CHOPTA; MPEAYNPSKIAIINN 00
MPCONONCBAIOMINH  3aBHCUMOCTH  OT  aIKOroias,  Ttabaka,
MCUXOAKTUBHBIX BEINCCTB, a3apTHRIX Urp H T.4. CoXpaHSIouui
CH-

XOJIOTHYECKYI0 YCTOHYMBOCT B CHTYAaTHBHO CJIOK- HBIX HIH
CTPEMHUTENBHO MEHSIOIINXCS CUTYalHAX.

JIP 11. Tlpossnsromuii yBaXCHHE K 3CTETHUIECCKUM IIEHHOCTAM,
o0nafaromuii OCHOBAMH 3CTETHUCCKOHKYITBTYPBL.

JIP 14. Tlpossastomuii COZHATCIBHOC OTHOWICHUEC K HEIPCPBIBHOMY
00pa30BaHUI0 KaK YCIOBHIO YCIEII- HOW MPOQECCHOHANBHOH W

OOIECTBEHHOMN AEATENL- HOCTH.

HK 3.3. OcymecTBuiaTh 3KCHEPTU3Y LEHHOCTH JOKY- MCHTOB B
COOTBCTCTBUHU C ,Z[CI\/'ICTBYIOH.II/IMI/I 3aKOHO- AAaTCIbHBIMHU AKTaMH H
HOpMaTHUBaMHU.

OK 1. Beibupats criocoObl permeHus 3a1a4 npodeccHOHaIbHON
IESATeNbHOCTH MPUMEHUTEIBHO K PA3JIMUYHBIM KOHTEKCTaM

OK 2. Mcnonp30BaTh COBPEMEHHBIE CPECTBA MTOUCKA, aHATIU3a
u uHpopMauuy,
TEXHOJIOTUU [UIsI BBINIOJHEHHUS 3a7ad  Mpo¢eCCHOHANIbHON

HUHTEPIPETaLHN uH(pOpPMaLIMOHHBIE

IEeATEILHOCTU
OK 3. [IlnanupoBaTb U peajH30BBIBATH COOCTBEHHOE
npodeccuonaibHOE " JIMYHOCTHOE pasBuTHE,

NPEANPUHIMATENBCKYIO ACATENbHOCTh B NPOQEeCCHOHATBHON
cepe, UCIIONB30BaTh 3HAHUS MO (PUHAHCOBOM IPaMOTHOCTH B
Pa3INYHBIX KU3HEHHBIX CUTYaLUsX.

OK 4. DddextuBHO B3aUMOAEHCTBOBATH U paboTaTh B
KOJUIEKTUBE U KOMaHJe

OK 5. Ocy1ecTBiIsATh YCTHYIO U MUCBMEHHYI0 KOMMYHHUKALIHIO
Ha roCyAapCcTBEHHOM si3bike Poccuiickoil @enepanuu ¢ yueToM
0COOEHHOCTEH CONMAIBHOTO U KYJIBTYPHOT'O KOHTEKCTA

OK 6. IlposBiATE Ipa’kIaHCKO-NMATPUOTHYECKYIO MO3ULIUIO,
OCO3HAaHHOE TNOBEACHHE Ha

JIE€MOHCTPHUPOBATh OCHOBE

TPAAULHUOHHBIX O6H_Ie‘{eJIOBe‘{eCKHX I_IeHHOCTefI, B TOM 4UCJIE C

- CaMOCTOSITCIBHO
OCYIICCTB- JeT
SKCTICPTHU3Y
LICHHOCTH
JOKYMCHTOB B
COOTBCTCTBHH c
JEUCTBYIOIIUMHU
3aKOHOJA- TCIbHBIMU

aKTaM W HOpMaTH-
BaMHu

[Texymuit KOHTPOIb
B hopme:

-orpoca;

-3 TEI
ITPaKTHIECKAX
BAHITHH,

- TCCTUPOBAHUS.

MudbepenumposaH-
HBIM 3a4eT
MEXAUCIUTLTHHAD-
HOMY Kypcy 03.01

OreHka
ITeSATCIBHOCTH
CTYICHTA B IPOLICCCE
VICOHOH HPaKTHKH.

Bamura oT4eTa 1Mo
yIeOHON MPaKTHKE.

(DK3aMEH IO MOIYJTIO




YUETOM rapMOHH3allu MEXKHallMOHAJBbHBIX u

MEKPCITUTHO3HBIX OTHOLHGHI/IP'I, NPUMEHSATDH CTaHOapThl
AHTUKOPPYILIMOHHOTO MMOBENEHUS

OK 7. CopnelicTBOBaTb COXPAaHEHHUIO OKpY’XKarolleil cpenwl,
pecypcocOepexeHHI0, TPUMEHSITh 3HaHWA 00 W3MEHEHUH

KJINMATa, MIPUHLIATBI OepesKIMBOro IPOU3BOICTHA,
3¢ (}eKTUBHO AEHCTBOBATH B UPE3BbIYAHHBIX CHTYALHAX

OK 8. Hcnonp3oBath cpenctBa (PU3MUECKONW KyJIBTYpPbI IS
COXpaHEHHUs M  yKpeIeHus

310pOBbsl B IIpoLEcCe

npoeCCUOHATTLHOM IeATENbHOCTH u MO EPKAHUSA
HEOOXOIMMOr0 YPOBHS (PU3HUECKOH MOATOTOBIEHHOCTH

OK 9. TTonp3oBatbest MpoecCUOHANBHON TOKYMEHTalUel Ha
rOCyapCTBEHHOM MW HHOCTPAHHOM SI3BIKAX

JIP 13. JIeMOHCTPUPYIOLIMHA TOTOBHOCTE H CIIOCOD- HOCTh BECTH
JUAJIOT ¢ APYTUMHU JIOABMU, NOCTUTATh B HEM B3aUMOIIOHUMAHUS,
HAXOJWTh OOIIME LCIU U COTPYAHHYATh I UX MOCTIKCHHUS B
mpodeccHo- HATBHOM ACITCIbHOCTH.

JIP 15. rpaXKAaHCKOe

mpo(eCCHOHAIPHON ACATCIPHOCTH KaK K BO3MOXKHO- CTH JTHIHOTO

Iposaenstonmuit OTHOILICHUE K

VIacTHSd B PCLUICHHH  OOINECTBEHHBIX, T[OCYJAPCTBCHHBIX,
OOIICHAIIMOHATBHBIX MPOOIEM.

JIP 17. Tlposgsasiomuii LICHHOCTHOC OTHOIICHHC K KYJIBTYPE H
HCKYCCTBY, K KYIBTYPE PEUH U KYJbTYpPE MOBCIACHHS, K KPacoTe H
TapMOHHH.

JIP 18. CrocoOHbIHi K CAMOCTOSITCIBHOMY PCIICHHI) BOMPOCOB
SKA3HEYCTPOUCTBA.

JIP 20. Vmeromuii ObICTPO NPHHAMATH PEIICHHUS, PACTPEACIATH
COOCTBEHHBIE PECYPCHI U YIIPABIATECBOUM BPEMECHEM.

JIP 23. CtpeccoycToHYnBOCTh, KOMMYHHKAOEb- HOCTb.

JIP 24. MotuBaius Kk caMo00pa30BaAHUIO U PA3BH- THIO.
JIP 25. OTBETCTBECHHOCTD 32 pe3ynbTaT VUeOHOH Acs- TEIBHOCTH U
MOJATOTOBKU K NMPO(ECCHOHATBHOM Jes- TCIbHOCTH.

IIK 3.4. OcyiuecTBasaTh NOATOTOBKY AT K MEPEAAde HA apXHUBHOC
XpaHCHUE.

OK 1. Beibupats criocoOsl pemeHus 3aaa4 npodecCHOHaIbHON
JesITeNIbHOCTH MPUMEHUTENBHO K Pa3IMUHbIM KOHTEKCTaM

OK 2. Mcnonp30BaTh COBPEMEHHBIE CPECTBA MTOUCKA, aHATIU3a
uHpopMauuy, uH(pOpPMaLIMOHHBIE
TEXHOJIOTUU [UIsI BBINIOJHEHHUS 3a7ad  Mpo¢eCCHOHANIbHON

51 HUHTEPIPETaLHN

IEeATEILHOCTU
OK 3. IlmaHupoBaTb U peajM30BBIBATH COOCTBEHHOE
npodeccuonaibHOE " JIMYHOCTHOE pasBuTHE,

NPEANPUHIMATENBCKYIO ACATENbHOCTh B NPOQEeCCHOHATBHON
cepe, UCIIONB30BaTh 3HAHUS MO (PUHAHCOBOM IPaMOTHOCTH B
Pa3JIMUHBIX KU3HEHHbBIX CUTYalLUAX.

OK 4. DddextuBHO B3aUMOAEHCTBOBATH U paboTaTh B
KOJUIEKTUBE U KOMaH[e

OK 5. Ocy1ecTBiIsATh YCTHYIO U MUCBMEHHYI0 KOMMYHHUKALIHIO
Ha roCyAapCcTBEHHOM si3bike Poccuiickoil @enepanuu ¢ yueToM
0COOEHHOCTEH CONMAIBHOTO U KYJIBTYPHOT'O KOHTEKCTA

- CaMOCTOATCIIBHO

BBITIOHSICT
(dhopMupoBaHHEe
odopmiie-HHE L.

u
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- TCCTUPOBAHUS.
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MEXAUCIUTLTHHAD-
HOMY Kypcy 03.01

OreHka
ITeSATCIBHOCTH
CTYICHTA B IPOLICCCE
VICOHOH HPaKTHKH.

Bamura oT4eTa 1Mo
yIeOHON MPaKTHKE.

(DK3aMEH O MOTYJTIO




OK 6. IlposBiATE Ipa’kIaHCKO-NMATPUOTHYECKYIO MO3ULIUIO,
IEMOHCTPUPOBATL  OCO3HAHHOE IOBEAECHHE HAa  OCHOBE
TPATULIMOHHBIX OOIIEUEIOBEYECKUX [ICHHOCTEH, B TOM YHUCIIE C
YUETOM rapMOHM3ALNHA MEKHALIMOHAJIBHBIX u
MEKPEJUTHO3HbIX ~ OTHOUIEHWN, MNPUMEHATh  CTaHAAPThI
AHTHKOPPYILIMOHHOTO MOBEACHUS

OK 7. CopnelicTBOBaTb COXPAaHEHHUIO OKpY’XKarolleil cpenwl,
pecypcocOepekeHnI0, NPUMEHATh 3HaHUs 00 W3MEHEHHU
KJIMMATa, MPUHLIUIIBI OepeTUBOrO MIPOU3BOACTBA,
3¢ PexTUBHO NeHCTBOBATH B YPE3BBIYANHBIX CHTYAITHSIX

OK 8. Hcnonp3oBath cpenctBa (PU3MUECKONW KyJIBTYpPbI IS
COXpaHEHUsT M  YKPEIUIEHUs 300pPOBbs B IIpoLecce
npodeccHoHaIbHON IeATENbHOCTH u MO EPKAHUSA
HEOOXOUMOTO YPOBHS (PU3HUECKOH MOATOTOBIEHHOCTH

OK 9. TTonp3oBatbest MpoecCUOHANBHON TOKYMEHTalUel Ha
rOCyapCTBEHHOM MW HHOCTPAHHOM SI3BIKAX

JIP 12, TlpuauMaromuii CEMCHHBIC NCHHOCTH, TOTO- BBIH K
CO3JAHUID CEMBU M BOCIUTAHUIO JETCH. J€- MOHCTPUPYIOLIUU
HEOPUATHE HAcWIWg B CEMbE, VXO- Ja OT PORUTCIBCKOU
OTBCTCTBCHHOCTH, OTKa3a OT OTHOIICHUH CO CBOMMU ACTbBMH U HUX
(hPMHAHCOBOTO CONCPIKAHMIL.

JIP 19. CrnocoOHbIHi K NPHUMCHCHHIO HHCTPYMEHTOB H METOJOB
OCPEITUBOTO MPOU3BOICTRA.

JIP 21. CiocoGHBIH K MPUMEHEHHUIO JTOTMCTHKH HABBIKOB B PCLICHUN
JWYHBIX U MPOECCHOHATBHBIX 3a1a4.

JIP 22. VMeHue peann3oBaTh THACPCKHUC KAUCCTBA HATPOU3BOACTBC.




IIpunoxenne 4.1
k OOII no cnenuanbHOCTH
46.02.01/]okymenmanuonnoe obecneuenue ynpasieHus U apxusoseoeHue

MUHUCTEPCTBO OBPA30BAHMA U HAYKHU PECITYBJIMKU JJATECTAH
TlocynapcTBenHOE Or0KeTHOE MpodeccroHaNbHOE 00pazoBaTebHOE yupekaeHue PecryOnvku
Harecran
«Konnemx mammHocTpoeHus u cepsuca uM. C.OpaKOHUKUAZE)

PABOYAS TIPOT'PAMMA YYEFHOMN JTUCIATLINHBI
CT'.01 Uctopus Poccun

Koa 1 HauMeHOBaHME CrIeUAILHOCTH:
46.02.01 JJokyMeHTaIIMOHHOE OOeCTieueHNe YIIPABIICHHUS] H apXHBOBECHHE

Bxozsuieil B cocraB YI'C 46.00.00 McTopusi u apxeosorust

KBanudukarust BeITyCKHUKA!

CrneuuajucT no 10KyMeHTAIHOHHOMY 00ecrie4eHHI0 YNPABJIeHHS U APXHBHOMY eIy

Kacmuiick, 2023r.



OJIOBPEHO YTBEPXIAIO

[{uknoBo#l KOMHUCCHEH 3aM. TUPEKTOpa 10 yueOHO-METOIMYECKON
06HlerMaHI/ITa’pHI>IX I[I/IJSIII/IHJII/IH pabote
ITpotokon Ne /0 ot «30» 06 2043 r.
ITpencenarens LIK , W/ f cretior TS
LR 2o Q,u LiQniy s eqéta B oz[rmcs 5(0)
./ nofmuce U0 ‘
« 3Oy 6 2023 r.

Pabouas nporpamma yueOHOM aucimuuHbl «Mcropus Poccuu» paspaboTana Ha OCHOBE:

- @eaepanbHOrO TroOCYAAPCTBEHHOrO 00pa30BaTeNIbHOTO CTaHOAPTa CpedHero MNpodecCHOHATBHOTO
obpazoBanus no creruanbHocTH 46.02.01 «/lokyMeHTalMOHHOe o0ecieueHre YIpaBieHHT H apXHBOBEICHHEY,
BXOASINEH B COCTaB YKPYNHEHHOH  rpynmnel crnenuanbHOCcTel  46.00.00  Hcropus m  apxeosorus,
yTBEP)KAEHHOro npukazoM MuHoOpHaykn Poccunr Ne 778 ot 26 aBrycra 2022 r.  (3aperdcTpupoOBaHO B
Mumnrocte Poccun 30 centsadps 2022r. Ne 70318);

¢ yueTom:

[IpumepHoli ocHOBHON 00pa3oBaTeIBHON MPOrpaMMbl NOATOTOBKH CIELUMATMCTOB CPEOHEro 3BEHA I10
cnequansoctH 46.02.01 JloxymeHTallMOHHOe obecrieueHHe YIIpaBieHHs W apXUBOBEACHHE, YTBEPXKICHOM
npotokonoM Penepanbroro yueOHo-Meroaudeckoro obvequnenus no YITIC 46.00.00 ot 06.10.2022 . Ne 4
(3aperucTpupoBaHO B TrOCYJapCTBEHHOM pEECTpe MNPHUMEPHBIX OCHOBHBIX 00pa3oBaTelbHBIX MPOrpamMmm
ITpukazom OI'BOY AITO UPITO Ne 70 I1-16201 07.04.2023)

B COOTBETCTBHH C pabouuM y4eOHbIM TIIaHOM Koynemka Ha 2023/2024 yqe6H5m rof

PazpaboTunk:
- Puxmarynnaea M.M. - npenoaasarens I'BIIOY P/ «Komnnemx MalmmHOCTPOCHHUS B CEpBUCA UM.
C.OpmKxoHUKU3EN;

© Puxmarynnaesa Magnna Maromenosna 2023

© TI'BITOY PJI «Kosnemx MamuHocTpoeHU U cepBuca MM. C.OpmkoHukr3ey 2023



CONEPKAHUE

1.OBIIASI XAPAKTEPUCTHKA PABOYEI ITIPOrPAMMEBI YUEBHOI
AUCHOUILIVHDL...

2.CTPYKTYPA U COJIEP)KAHUE YYEBHOI JNCOUIIAHBI

3.YCJIOBUS PEAJIN3ALIMU YYEBHOMN JUCHUIIAHBI

4. KOHTPO.Ib 1 OLIEHKA PE3YJIbTATOB OCBOEHMSI YYEBHOM AU CHUILINHBI



1. OBIIASL XAPAKTEPUCTHKA PABOYEN IMPOI'PAMMBI YYUEBHOUM U CIHUILIAHBI
CT'.01 Uctopus Poccun

1.1 MecTo AUCUMILIMHBI B CTPYKTYpPe OCHOBHOI1 00pa3oBaTe/ibHOI NPOrpaMMBbl:
VYuebnass mucummmHa CI.01 «Vctopuss Poccum» sBisieTcss 00s3aTeNbHON  YacThIO

COLIMAJILHO-TYMAaHUTAPHOTO IMKJIa oOpazoBareNbHOU mporpamMmbl B cootrBercteuu ¢ PI'OC mo
cnennanbHocTh 46.02.01 JlokyMeHTaUMOHHOE obecreueHne yIpaBiIeHUs U apXUBOBEICHUE.

Ocoboe 3HaueHNEe TUCIUITINHA UMeeT rpu popmuposannu u pazsutun OK 01, OK 02, OK04,
OKOS5, OK 06, OK 09.

1.2.1leab ¥ NIAHMpYeMble Pe3yJbTATbI 0CBOCHHSI AUCUHUIJIMHBI:
B pamMkax nmporpamMmbl y4eOHOM TUCITUTUIMHBI 00yYaIOIUMUCS OCBAMBAKOTCS YMEHUS U 3HAHUS

Kon Ymenus 3HaHuA
IIK,OK
OK 01, - OPUEHTUPOBATBCSI B COBPEMEHHOMN - OCHOBHbI€ HaIlpaBJI€HUs
SKOHOMUYECKOH, MOJUTHIECKON U pazsurtus Poccun (CCCP) Bo
OK 02, KyJbTYpHOH cuTyauuu B Poccun u BTOpOI nonosuHeX X U NePBOi
OK 04 MUDE, yerBepTu XXIBB.;
> - BBIABJIATE B3AUMOCBSA3b OTEUECTBEH- | _ cyIHOCTb U IPUUMHBI JIOKAJIbHbIX,
OK 05 HBIX, PETHOHANLHBIX, MUPOBBIX COLH- | heryoHaNbHbIX
2
2 -
aJIbHO BKOHOMI/ILIngI/IX, MONUTHHECKUX | ooy rocyapCTBEHHBIX KOH(BIHKTOB
U KYJBTYPHBIX I M; o o
OK 06, YABTYPHBIX TIPOOJICM, BO BTOpPOH MOJOBUHE XX —NEPBOH
- IPOTUBOJEICTBOBATD MTOMBITKAM
yerBepTu XXI B., OLlEHUBATH POJIb
OK 09 banbcupuKau HCTOPHUECKUX CTDAHDL B X .
p paspenieHuy,
¢axToB.
- OCHOBHBIE MIPOLIECCHI
JTP1-17 pont

MOJIUTHYECKOTO W 3KOHOMHUYECKOTO
Pa3BUTHS CTPAHBI U €€ PETMOHOB,

- OCHOBHbIE HaMpaBJIEHUs
OTEUECTBEHHOW BHEIIIHEH

MOJIUTUKHU CBEYLIUMHU MUPOBBIMHU
nepxkasamu, OOH, HATO, EC u
OPYTUMHU MEKIYyHAPOIHBIMHU
OpraHu3aLUsIMU,

- O pOJIM HAyKH, KyJbTYpPbl U
PEJIUTUU B COXPAaHEHUH U
VKPEIUJIEHUH OT€UECTBEHHBIX
HaLlMOHAJBHBIX U IOCYAaPCTBEHHBIX
TpaguLn;

- COAep>KaHUE U Ha3HAUYCHUE
BAKHEHLINX MPABOBLIX U
3aKOHOJIATEIbHBIX aKTOB.




2. CTPYKTYPA U COJAEP)KAHUE YYEBHOU JUCIUILTAHBI

2.1 O0bem yueOHOH AMCUHMIIMHBI U BUABI Y4e0HOH padoTbl

Bun yueOHoil paGoTbl

O0BeM B yacax

O0bem o0pa3oBaTenbHOI NpPOrpaMmbl y4eOHOH AUCHMIIIMHBI 42
BT.4.B (pOpMe NPAKTHYECKOH MOATOTOBKH

BT. 4.

TeopeTndeckoe o0yUeHre 26
IpPaKTUYECKUE 3aHATUS 6
CamocmosimenvHas paboma 8
Ipome:xyTouHasi arrecTanus - TudepeHINPOBAHHBIN 3a4eT 2




2.2, TemaTH4YECKHIi IJIAH H COAEPRAHHE JHCIHILTHHBI

HaumenoBanune Coaepsranue yueOHOr0 MaTepHuasa U (pOPMbI OPraHU3ALHUH AEATEIbHOCTH O6bem, akan. Koapb1 komnereHiuii u
pa3agenoB U TeEM 00y4arOLIHXCH “1acoB JMYHOCTHBIX
pe3yJbTaToB,
(¢popmupoBanuio
KOTOPbLIX CIIOCOGCTBYET
3JIEMEHT NPOrpaMMbl
1 2 3 4
Paspenl.Beankas OreuecTBenHas BoHa1941— 1945rr. 6
Tema 1.1, Coaepxxanue yueGHOro MaTepHasia
Hauano Beankoii (| Mexnynaponuas o6cTaHoBKa B KoHIE 30-X rofos. BHyTpeHHSs 1 BHEIIHSS 2 OK 01, OK 02,0K04,
OteuecTBeHHOH [nonuTHKa eBponeiickux crpad. «Ilakt Monorosa — Putoentpona» Hauano Bropoii OKO05, OK06, OKO09.
BoiHbBL [lepBbIii [MUPOBOH BOWHBL Cogercko-puHckas BoitHa. Bxoxkaenue pecnyOsuk [Ipubantuku,
3TN BOMHLL CesepHoii Bykosunbl u beccapabuu B cocras CCCP. JIP1, JIP 2, JIP3, JIP 8
2.OxoHomuueckoe pazsutue CCCP HakaHyHe BOWHBI: pa3BUTHE
[POMBILIJIEHHOCTH, TPAHCIIOPTA, SHEPTeTUKH U CETIbCKOT0 X03MCTBa.
IBoopyskeHHbIe CUIIbl CTpaHbl B KOHLE 30-x Hauasie 40-X romos.
3.Hananenue I'epmanuu Ha Coserckuii Coro3. YnpasieHue CTpaHoi B NEPUOA
BOIHBI. [lepecTpolika 5kKOHOMUKY Ha BOeHHBIH Jax. COBETCKUMN ThLI U
NapTU3aHCKOE JBUKEHHUE B OJIbl BOMHBL
4 butsa 3a Mocksy, Oyokana Jlenunrpana, veynaun 1942 rona. Co3nanue u
YKpEIUIeHHEe aHTUTUTIIEPOBCKOM KOATULIUH.
Tema 1.2, Coaepxxanue yueGHOro MaTepHasia 2
Kopennoii 1. Cranunrpaackas OuTBa — Ha4aIO KOPEHHOTO nepenoma B BotiHe. Kypckast OK 01, OK 02,0K04,
nepeJom outea, Gopcuposanue [[Henpa, ocBOOOKAEHIE TeppUTOPUU cTpaHbl. CoBeTCKast OK05, OK06, OK09.
5 BesuKoii SKOHOMHKA U HayKa B rofsl BOWHbL Maeonorus narpuorusma. Pycckas
OTedecTBeHHOI [MpaBociaBHas LIEPKOBB B rOAbl BOMHBI. TerepaHnckas koHpepeHums 1 943r. JIP1, JIP 2, JIP3, JIP 8
BOIIHE H 2.0cBoboxnenne crpad EBporel 0T HeMeuKo-(pamnucTCKIX 3aXBaTYHKOB
0CBOOOKIEHHE (Pymbrausi, bBonrapusi, FOrocnasusi, Benrpusi, Asctpust, Uexocnosakusi) butsa 3a

cTpad Esponel.

bepnun. Kanurynsus ['epmannn. [ToGena B Benukoit OtedecTBeHHOH BOIHE.




CamocrosiTesibHast pa6oTa 00y4alomuXcsi: KOHCIIEKTHPOBaHNUE Y4eOHOTO
Mmatepuaia teMe «M3menenue orHouenuit mexxay CCCP u CIITA. Havano
XOJIOAHOU BOVHBDY).

Paszgen 2.CCCP B xounue 40-x— nauaje 80-xrr.XX Beka.
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Tema 2.1.
BuyTpennss
HBHELIHSS
NMOJIUTHKA
CCCP1945-
1953rr.

Coaepxxanue yueGHOro MmatepHasia

1. CoBerckas monuTudeckas cucTema mocje BoiHbL Pempeccun koHua 40-x —
Hauana 50-x rr. «Jlenunrpaackoe nenoy», «/leno Eppeiickoro aHTH(AmMUCTCKOrO
koMmuTeTay U «Jleno Bpadeiny. JIMCKycCusl 0 NaTPUOTU3ME U KOCMONIOJIUTH3ME.

2 BoccTaHOBICHUENPA3BUTUEHAPOAHOTOX 035ICTBATIOCICBOMHBL. OTMEHAKAPTOYHO
ricucrembl. Pazeuruesnepretuku. Coperckasi OOOpPOHHAsl TMPOMBIILIEHHOCTb —
cosnanue simeproro opyxusi (M.B. Kypuatos u A.J[. Caxapos).Boccranosnenue
ropozos u cen. JlenexxHas pegopmal947 r.

3 Buemnsis monuruka CCCP nocne BoitHbl. [lokTpuHa TpymsHa. «XonoaHas
BOWHA» M BO3HUKHOBEeHHE OumnossipHoro mupa. Co3manme Omoka HATO.
bepnunckuii kpusuc 1948 r. Ilpososrnawenne @PI" u I'/IP. Bo3HukHOBEHUE
COB. Packonr B  coBercko-torociaBckux — otHomenusx (M. Bpos
Turo).Otraomenus ¢ KHP, Busut Mao [3aayna 8 CCCP.

IpakTuueckoe 3ansatue Paccmorpenue Oworpaduu JLU. Bpexnera, aHamms
COJZIEPKaHUs €ro MPOrpaMMHBIX AOKYMEHTOB U B3rJAAoB. Co3naHue aBTOPCKOIrO
TeKcTa K AdraHckas BOHHaY.

CamocrosiTeibHAA padoTa O00YYAKIIHXCHA: TOATOTOBKA COOOINEHHN IIO|
uzyudaemMoii Teme «Ilonutuueckue npoueccel B CCCP».

OK 01, OK 02,0K04,
OK05, OK06, OK09.

JIP4, JIP13, JIP14

Tema 2.2.
BHyTpeHHsisi u
BHELIHSIS
noautuxka CCCP
1953-1964rr.

Coaep:kaHue yue0HOro MaTepuaJa

1. Cmepte UB. Cranuna. bopsba 3a Bmacte B pykoBoactee. Ycrpanenue JIIL
bepun. «Hosbiit kype» I'M. Manenkosa. IIpuxon x Bnactu H.C. Xpymesa. XX
cee3n KIICC, pasBeHuaHue «kKysibTa JUYHOCTH» CTainHA, HA4YaJO0 TOJUTUKH
peabmnutaunu. «AHTHNApTuiiHasg rpymnmay Mognoros, Manenkos, Karanosud.
Ycunenue nuunoit Bnactu H.C. Xpyiuesa.

OK3,0K2,JIP4, JIP7,
JIP12




2 Ilpeobpa3oBaHUsACBCOOIIECTBEHHO-TIOIUTHIECKOM chepe. Cosnanng
coBHapx030B. HoBass mporpamma mapTHH, TE€3UC O MOCTPOCHHUH KOMMYHH3Ma K|
1980-my r. HanmoHampHO-roCyZapCTBEHHOE pPa3BUTHE CTpPaHbl, peaduiauranusy
penpeccupOoBaHHBIX HAPOIOB. AHTHPEIUTHO3HAS KaMIIaHMUS.

3. Pa3BuTHE COBETCKOTO HAPOMHOTO XO3SICTRA: arpapHasi MOJUTHKA (KYKypy3Hast
KaMIaHus ), ieHexHast peopmal 961r., MaccoBOE JKUJTUIHOE CTPOUTEIBCTBO.

4. KynbrypHast xxu3Hb ctpanbl. «Otrenesnb». [loBblmeHne ponu 0oOMECTBEHHBIX
TBOpUECKMX oOpranusauuii. HoBble TeHAEHIUM B JUTepaType, HCKYCCTBE U
apxurektype. [loctmkeHus coserckoll Hayku: kocMmoHaBTuka (C.I1.Kopones),
aBuacTpoenue, cynoctpoenne. Coserckue naypeatsl Hobenesckoit nmpemun.

5. BHemHss monuTHKAa: MHUpHBIE WHHUIMATHBBI COBETCKOIO pPYKOBOJACTBAa HA
mexayHaponnoin apeHe. Bmsur H.C. Xpymesa B CIIA. Opranmuzauus
Bapmmasckoro norosopa (1955 r.). [lonasnenue Boccranus B Benrpun (1956 1.).
bepnunckuii kpu3ucl961r. u crpoutensctBo bepnmuckoii crenbl. Kapubckuiy
Kkpu3uc1962r.,oTHOLIEHUS] c Ky6oii(® Kactpo).BzaumooTHOImIEHUS v
COLIMAJIMCTUYECKUMHU U Pa3BUBAIOLIMMUCS CTPaHAMH.

Tema 2.3.
BuyTpennss
HBHEIIHASA
noautukaCCCP
B KoHIe 60-x
Hauaue 80-xrr.

Coaepxxanue yueGHOro MaTepHasia

1.0tcraBka H.C. XpyieBa u usmeHeHus: B coBeTckoM pykoBoacTse. Ilpuxon ¥
Bjactu JLU. bpexHena.

2. AHKoceirun u pedopMupOBaHHE HAPOAHOTO XO03siicTBAa. TpyaHOCTH H
Pa3BUTHH COBETCKOW 3KOHOMHUKH U MOMBITKH UX NPEOJOJICHUS.

3.CouManbHO-TIOIUTHYECKOE  pa3BUTHE CTpaHbl.  «Pa3Buroil  commanuzmy.
Koncruryuuss CCCP 1977r.CouuanpHas TOJUTHKA COBETCKOTO TOCYIapCTBa.
Juccunentckoe nemkenue (A .Caxapos, A. COMKEHHUIIbIH U JIP.)

4 KynpTypHOE pa3BUTHE CTpaHbl Pa3BUTHE COBETCKON HayKH. Ycmexu B obiacTy
KOCMOHABTHKH. PazButue JUTEPATYPHI, KuHemarorpada, Oanera.
AnpTepHaTHBHAs KyJbTypa. Pa3Butne cuctembl oOpasoBaHus. MOCKOBCKas
Onumnuanal 980 r.

OK5, OK7
JIP17, JIP
9,JIP10, JIP15




5. BHemHsAs NOMWUTHKA: «paspsAAKa MEXIyHApPOOHON HANPSLKEHHOCTH.
OtHoweHust co crpaHamu 3amnajga. JloroBop O HEpaclHpoOCTPaHEHUU sIIEPHOrO
opyxusi. BoenHo-crparernueckuit nmapurer. Jorosoper OCB — 1 u OCB —
2. XenbCUHKCKOE coBemanue mno OeszomacHoctu B EBpome. OtHOmeHHs c
COLIMAIMCTHYECKUMHU CcTpaHamMu — «JlokTpuna bpexnesay. VYxynueHue
orHowmeHuii ¢ KHP. «llpaxckas BecHa» W BBOJ COBETCKHX BOWCK B
UexocnoBakuio. OTHOLIEHUs] C Pa3BUBAIOLIMMUCS CTPaHAMM, BBOJ COBETCKUX
BOWCK B A(TraHNCTaH U OKOHYAHUE TOJIUTHKHU «PA3PSIAKI .

6.Cmepts JLU.Bpexuena. H0.B.Aunponos u K.Y. UepHeHko Bo rinase
Cogerckoro Coroza.

Pazgen 3. CCCP B 1985 —-1991rT.

Tema3.1. CCCP
B1985-1991rr.

Coaep:kaHue y4eOHOro MaTepuaja.

1. Uz6panmne M. C I'opbauena ['enepanbubiM cekperapem LK. Anpenbckmii
wienyM LIK KIICC. «Yckopenue», «I'nacHoctb» u «Ilepectpoiika». Kanposeie
U3MEHEHUs B PyKOBO/ICTBE CTPaHBbI.

2. HoBble uepThl B 5KOHOMHYECKOH MmonuTHKe. 3akoH « 00 WHANBHUYATBHOM
TPYAOBOMH A€STebHOCTHY. AHTHAIKOTOJIbHAsl KAMITaHUS: TIJIFOCHI U MUHYCBI.
Asapus Ha UepHoObUIBCKOH ADC.

3. «HoBoe MbIlIIEHWE» BO BHEIIHEN HOJIUTHKE. BBIBOO COBETCKHUX BOMCK U3
Adranucrana. CopeTcko-amepukaHckue otHomeHus. Jlorosop o PCM /I

IlpakTnyeckoe 3aHATHe: AHAIN3 OCHOBHBIX MEXKHALMOHAJBHBIX MpoOiIeM H
KOH(JIUKTOB ¢ OBIBIIMMHU COIO3HBIMH M aBTOHOMHBIMH pecrybnukamu PCOCP B
1990-1992 rr.

CamocrosTesibHasi padoTa 00y4arImIUXCs: TOATOTOBKA JOKJIAIOB MO TEMeE
«JImxkBupauwms(pacnan) CCCP u obpazosanne CHI ».

OK 01, OK 02,0K04,
OK05, OK06, OK09.

JIP4, JIP7 JIP12

Tema 3.2. CCCP
B1985-1991rr.

Coaep:kaHue yueOHOro MarepuaJa

1. Havano mepectpoiiku oOmecrBennbix otHomennii B CCCP. Tlomutnueckue
pedopmbr.  TlepBwiii  Ccbe3q HAPOAHBIX JEMYTAaTOB. MeKpernoHaIbHas
nenyTaTckas rpynna. Yupexnaenue nocra [pesunenta CCCP.

OK35, OK7,
JIPS, JIP3,
JIP16




2. Hauwmonaneubie mnpobaemsr B CCCP. Hawano MekHalMOHAJIBHBIX
koH(pmkToB. B.H. Enbiiun u 6opbba 3a poccuiickuii cyBepenuter. M30panue
b.H. Enbuuna Ipesunenrom PCOCP.

3. Bonpoc o coxpanenuu Coroza. Pedepennym 17 mapra 1991 r. u ero uroru.
«HoBo-Orapesckuii» mnpouecc, MoA- NOTOBKA HOBOIO COK3HOIO JOTOBOPA.
«ABrycToBCKMI MyTu» - noauTudeckuil kpusuc 19 — 22 asrycra 1991 r.
YnpasgHeHHe COH3HOM TroCyJapCTBEHHOCTH. beNOBEXKCKHE COINIAlleHUs |
co3manue CHI'. OrcraBka M.C. I'opbauesa 25 nekadbpsi 1991 r.

Pa3n

eJ1 4. BHyTpeHHss BHemHsis1 noauTuka Poccuiickoin Peaepauun
B KoHIe XX —nepBoii yeTBepTu XXI Bexka
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Tema 4.1.

Coaepxxanue yueGHOro MaTepHasia

Poccuiickas
Ddenepanua B
KoHLIe XX B.

1. CtaHOBNEHUSI HOBOTO KOHCTHTYIIMOHHOTO cTposi B Poccun. DkoHOMUUECKHe
pedopmer E. Talfinapa. AHTUKpU3HUCHBIE MEPBI U PHIHOUHBIC MPEOOPA3OBAHMSL.
IMpuBaTuzanus rocynapcrBeHHoi cobcrBenHoctn (A.b.Uybaiic).IlpaButenbcTBoO
B.C. Yepuombipnuna. bopeba ¢ uHpmsmmeii1992-1998 rr. Kpumunanuzanmst
SKOHOMHUYECKOU JKU3HHU.

2. Koncturyuuonneli kpusuc 1993r. llpunstue nHosoi Konctutyuum, ee
uctopudeckoe 3HaueHue (1993 r.). Pa3BuTHe NOJMTUYECKOW CHCTEMBI.
Poccuiickne mnomutuueckue mnaptud. OOIIECTBEHHO-TIONIUTHYECKOE Pa3BUTHE
Poccuns1994-1996 rr. Bropoe npesuaentctso b.H. Enpiuna. DxoHOMUUECKHi
kpu3uc1998r. Ilpasutenscrso E.M. IIpumakosa.

3 MexHaunoHanbHble OTHOLIEHHs B Poccun. denepatuBHbiii A0roBop. BoeHHbIe
neiicTBust  Ha  Teppuropun  YedeHckoil  pecnyOnukH.  XacaBIOPTOBCKHE
COTJIALICHUS].

OK 01, OK 02,0K04,
OK05, OK06, OK09.

JIP3,JIP12,JIP16 JIP17

Tema 4.2.
Poccuiickas
®enepauusa B
nepsoi
yerBepTH XXI

1.OrcraBka b.H. Enpiuna. B .B. Ilytun —Ilpesunent Poccuiickoit ®@enepanun.

nonutuka. HanuonaneHele npoektsl. Poct poccuiickoro BBII. Ilpesunent I A.
Mensenes u mnponoinkeHue pedopm. Brecenme momnpaBoxk B KoHCTHUTYIHIO
(2008r.)

VYkpemnenne rocymapcrBeHHOCTH. ObecriedeHne TpakJaHCKOro corjiacus B
obmectee. KoHTpTeppopuctuueckass omnepauus B YedHe. DKOHOMUYECKas]|

B.

2 Ilpesunentckue Boidopnl 2012 u 2018 rr. Boccoenunenmne Kpreima ¢ Poccueid.
ITencnonnas pedopma 2019 r. Peanusarnust HAMOHAIBHBIX MPOEKTOB 710 2024 .
[Tonpasku B Koncrurywro (2020 r.). CoBpeMeHHbIE POCCHICKUE MOJUTHYECKHE

OK 01, OK 02,0K04
OK05, OK06, OK09.

2

JTP6,JTPY,JTP11, JIP13




NapTUH.

3.CoBpemeHHas poccuiickast KyJIbTypa: HayKa, JIUTePaTypa, UCKYCCTBO.
Omumvnuana 2014 B Coun. Yemnmonat mupa o pyrdony B 2018 1.

CamocrosiTeibHas padoTa od0yuaromuxcsi: [lonroroska pedeparon Mo Teme:

«CBoOona coBeCT» M PETUTHO3HAS KUZHBY. 1
Tema Coaepxxanue yueGHOro MaTepHasia OK 8, OK1, OK2,
4.3.Buemnss 1. Poccuiicko-aMepUKaHCKHE OTHOLIEHUs!. JJOroBOpBI O COKPAIEHUH BOOPYKEHUN OK4,0K3,JIP12.JP10, TP1
“OHHTfma ) (CHB 1, I, III). OtHowmenus ¢ 6nokom HATO, npuxenne HATO na Bocrok. 6.JIP17
Poccutickoit Yuactue Poccun B MexxnyHaponubix opraamzanusix (OBCE, Coser EBporbr).
Penepannu B Otnomwenus ¢ Esponeiickum Coro3om.
xonue XX — 2. Poccust Ha TOCTCOBETCKOM NpocTpaHcTse. OTHomeHus co crpanamu CHI .
nepBoi Coznanne OJIKb. Coro3noe rocynapctso Poccuu u benopyccun. Espasutickoe
uerBepTn XXI SKOHOMHUYECKOE COOOIIECTBO.
BEKa 3.OtHomenus co crpanamu Asuu (Kuraii, Uanus, Beernam u np.) llanxaiickas

opranuzanus corpynanuectsa. BPUKC. Boennas oneparust B Cupuiickoit

Apabckotii pecriybmmke.

IpakTuyeckoe 3ansTue Cemunap Ha temy: «llepcnextussl pazsurtus Poccun» 2

CamocTosTe/ibHasi padoTa 00y4aIOMIUXCSI: TOBTOPEHUE MPOHACHHOTO

MaTepuaia U MOAroTOBKA K MPOMEKYTOYHON aTTeCTallu. 2
IIpomexxyrounas | lud¢epeHunpoBaHHbIi 3a4€T 2

arrecTauus
Bcero: 42




3. YCJIOBUS PEAJTU3AIIMU TPOI'PAMMBI YUEBHOUM JTUCHUILTAHBI

Jlns peanuzanuy nporpaMmel yueOHOH AUCUUTUIMHBL JOJDKHBI OBITH MPENYCMOTPEHBI CIEIYIOINe
CIELHAJIbHBIE TOMEIECHHUS
Kabuner « Coyuanvno-skonomuyeckux u ynpasieHyeckux Oucyuniuny, OCHaIeHHbIN:

- obopynoBaHueM: pabodue CTOJ U CTYJI MO KOJMYECTBY O0y4aroIuxcs, pabouee MecTo
NperoAaBaTelIs;

-  TEXHHUYECKUMHU cpenctBamMu  OOydYeHHs: MEPCOHAJbHBIA KOMIIBIOTEP, TMPUHTED,
MPOEKTOP, HHTEPAKTUBHAS TPUCTABKA K TOCKE MJIH MHTEPAKTUBHAS TOCKA.

HudopmannonHoe odecnedeHne peajsn3aluy NporpaMmmbl

Jlns peanu3anuu nmporpaMmbl Onbmuoreunbiii o odpa3zoBaTeIbHON OpraHU3alUHN JOKEH UMETh
nevaTHble  W/WIKM  JJIEKTPOHHbIE  OOpasoBarejibHble W HWH(POPMALMOHHBIE  PECYPChL,IJIsI
UCTIONIb30BaHusT B oOpasoBatenbHOM Tmiponecce. [lpu ¢opmupoBannn OubmuoreuHoro QoHaa
00pa3oBaTeNbHON OpraHu3anueil BHIOUPAeTCsl He MeHEee OHOTO M3IaHUS U3 MEPEYMCICHHbBIX HIKE
MEYaTHBbIX M3MaHUN U (WJIM) 3JIEKTPOHHBIX H3JaHUN B KAa4eCTBE OCHOBHOTO, MPH 3TOM CITHUCOK,
MOYKET OBITh TOTOJIHEH HOBBIMHU M3IaHUSIMH.

O0s13aTeIbHBIC TEYATHLIC H3TAHUSA

1. Apremos B .B.,JIy6uenkos FO.H. Uctopust: yueOHuK(uts Bcex cnenmanbHocTel CI1O).
-M.: U3naTenbckuil neHTp« AkaneMus»,2020

2. KacesiHoB, B. B.Hcrtopusi Poccum: ydeOHOe mocobue st cpeaHero mnpodecCHOHATBHOTO
obpazosanust / B. B. KacessHoB. — 2-e¢ wu3n., mepepad. u nmom. — MockBa : H3narenb-
crBolOpaiit,2021. — 255 ¢. —(Ilpodeccnonansroe obpasosanune). —ISBN 978-5-534-09549-4.

3. Hcropust Poccun: yueOHUK M MPAaKTUKYM AJIsl cpenHero npodeccuoHansHoro obpasosa-aus / K.
A. ConosweB [u np.] ; nox penakaueit K. A. ConoseeBa. — Mocksa: Uznatens-cTeolOpaiir,2021.
— 252 ¢. —(IlpodeccnonanpHoe obpazoBanue). —ISBN 978-5-534-01272-9.

4. Kupumnos, B. B. Ucropust Poccuu: yueOHUK 17151 cpenHero npod)ecCHoHaIbHOrO 00pa-30BaHus /
B. B. Kwupwmos, M. A. bpasuna. — 4-e wusn, mnepepadb. u gom. — Mocksa
‘N3marenpcrBolOpaiit,2021. —565 ¢. —(Ilpodeccuonansuoe obpazopanue). —ISBN978-5-534-
08560-0.

5. @upcos, C. JL.Ucropus Poccuu: yuebHuk ans cpennero npodeccruoHaapbHoro oopaso-sanus / C.
JI. ®upcoB. — 2-e u3n., uchp. u gon. — Mocksa : Hsgarensctso IOpaiit,2021.—380c.—
(ITpodeccunonanproe odpasosanne) —ISBN978-5-534-08721-5.

6. Kupuos, B. B.HMcropus Poccum B 2 u. Yacte 1. Jlo XX Beka: y4eOHUK AJis
cpenHeronpodeccuonanbHoro obpasosanus / B. B. Kupumios. — 8-e w3a., nepepad. u mom. —
Mocksa :M3natenbcTBolOpaiit,2021. —352 ¢. —(IIpodeccronanbaoe obpasosa-uue).—ISBN 978-
5-534-08565-5.

7. Kupunnos, B. B.Mcropust Poccun B 2 u. Hacts 2. XX Bek — Hauano XXI Beka: yueO-HUK 1is
cpenHero mpodeccuonanbHoro odpasosanus / B. B. Kupumnos. — 8-e m3n., me-pepad. u gom. —
Mocksa : UznmarenscrBo IOpaiit, 2021. — 257 c¢. — (Ilpodeccuonans-Hoe oOpa3oBaHHE).—
ISBN978-5-534-08561-7.

8. Crenanoma, JI. I''Hcropuss Poccum. Ilpaktukym: ydeOHOe mocoOuwe myisi CpPeaHero mpo-
¢deccuonanpHoro obpasosanusi /JI. I'. CrenmanoBa. —MockBa:M3matensctBo FOpaiir, 2021 —
231c.— (IlpodeccuonanvHoe oOpazoBanue).—ISBN978-5-534-10705-0.



DJIeKTPOHHBIE U3OAHUS

1. KacesinoB, B B Hctopusi Poccun: yuebHoe mnocobue mjsi cpemHero npodeccHOHANIbHO-TO
obpazoBanust / B. B. KacesnoB. — 2-e u3n., mepepad. m mon. — Mocksa : H3garens-
ctBolOpaiit,2021. — 255 ¢. —(Ilpodeccuonansuoe odpasosanue). —ISBN 978-5-534-09549-4 —
Texct: snexrponnsblit//Obpasosarenbhas miardopma KOpaiit|caiir].

— URL:https://urait.ru/bcode/474888.

2. Ucropus Poccnn: yueOHUK M MPAKTUKYM I cpenHerc npodeccruoHanbHoro oopasosa-ans / K.
A. ConosseeB [u 1p.] ; mox penaknueit K. A. ConosbeBa. — Mocksa: Uznatens-cTeolOpaiit,2021.
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— URL:https://urait.ru/bcode/470180.
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4. KOHTPOJIb 1 OIIEHKA PE3YJIbTATOB OCBOEHUA

YYEBHOM JUCOUAILINHBI

Pesynvmamut 0byuenun

Kpumepuu oyenku

Memoost ouenku

Ilepeuensv 3nanuil,
0C6aUBACMBIX 6 PAMKAX
OUCYUNTUHBI

OCHOBHbI€ HaIlpaBJIEHUs
pazsutusi Poccun (CCCP) Bo
BTOPO# nonoBuHe XX U
nepsoil ueTsepTuXXIBB.;

- CYLIHOCTb U IPUYHUHbI
JIOKAJIbHBIX, PETHOHAIbHBIX,
MEXKIOCY AapCTBEHHBIX
KOH(JIUKTOB BO BTOPOH
nonosuHe XX — nepBou
yerBepTH XXI B.,011€eHUBATH

POJIb CTpaHbl B UXPa3pelleHNH;

- OCHOBHBI€ MTPOLIECCHI
MOJUTHIECKOTO U
SKOHOMHUYECKOTO
pasBUTHS CTPAHBI U €€
PETHOHOB;

- OCHOBHBI€ HaNpPaBJICHUs
OTEUECTBEHHOW BHEIIIHEH
MOJIMTUKH C BEAY LTUMHU
MupoBbeIMH fepxkaBamu, OOH,
HATO, EC u npyrumu
MEKy HAPOIHBIMU
OpraHU3aLUsIMU,

- O pOJIM HAayKH, KyJIbTYpPbl
U PEJIMTUU B COXPAHEHUH
U YKPETUIEHUH
OTEUECTBEHHBIX
HaI[MOHAJIbHBIX U
roCy1apCTBEHHBIX
TpaaUuLn,

- COACpIKAHUE U
Ha3HAuY€HHUE BaAXKHEHUIINX
MPABOBBIX U
3aKOHOJIATEJIbHBIX aKTOB.

«OTANYHOY - TEOPETHIECKOE
COZIepKaHNE Kypca OCBOCHO
MOJTHOCTBIO, O3 MpoOeoB,
yMeHHst ChOPMHUPOBAHBL, BCE
npeayCMOTPEHHbBIE MPOrPaMMOii
yueOHbIe 3aJaHHsI BBITOJHEHBI,
Ka4eCTBO MX BbI-TIOJHEHHSI
OLIEHEHO BBICOKO.

«Xopomoy» - TEOPETUIECKOe
coziep;kaHue Kypca OCBOCHO
MOJTHOCTBIO, O3 MpoOeoB,
HEKOTOPBIC YMEHHS
chOpMUPOBAaHBI HENOCTATOYHO,
BCE TPeyCMOTPEHHBIE
MporpaMMoil yueOHbIe 3a1aHus
BBITIOJTHEHbBI, HEKOTOPBIE BUJIbI
3aJIaHUM BBITIOJHEHBI C
OIIUOKaMU.

«Y DOBJIETBOPUTEIBHOY -
TEOPETUUECKOEe CONlEePKAHNE
Kypca OCBOCHO YaCTUYHO, HO
npoOesbl He HOCAT CyIIie-
CTBEHHOT'O XapakTepa,
HEoOXOIUMBIE YMEHHsI paboThI ¢
OCBOEHHBIM MaTEPHAJIOM B
OCHOBHOM C(POPMHPOBAHHI,
OOJBIIMHCTBO MPENYCMOT-
PEHHBIX IPOTPAMMON 00yUEHHSI
y4eOHBIX 3aJaHU BBIITOIHEHO,
HEKOTOPBIE U3 BBI-TTOJTHEHHBIX
3aIaHUI COMEPIKAOIIHOKH.

«HeynosneTsopuTenbHO» -
TEOPETUUECKOEe CONlEePKAHNE
Kypca He OCBOEHO, HEOOXOANMBIE
yMeHHs He chOPMHUPOBAHBI,
BBINOJIHEHHbBIE YYeOHbIE 3a1aHUs
comepkar

rpyOble OmmoOKH.

®opMbI KOHTPOJIA
o0yueHus:

- IOMAIlIHHE

3aaHus

pOOJIEMHOTO
XapakTepa,

- IPaKTHYECKHUE
3amaHus 1o pabore ¢
uHpopMauuei,
JIOKYMEHTaMH,
JIUTEPATY PO,

- ®opMBI OLIEHKH
Pe3yIbTATHBHOCTH
o0yueHus:

- TPagULMOHHAsI CUCTEMA
OTMETOK B Oayuiax 3a
KTy BBIIOJHEHHYIO
paboTy,Ha OCHOBE
KOTOPBIX BBICTABIIIECTCS
UTOTOBasi OTMETKA.
MeToabl OLIeHKH
pPe3yJabTATOB 00YUEeHHUS:
- MOHUTOPHUHT POCTa
TBOPYECKON
CaMOCTOSITENTbHOCTH U
HABBIKOB IOy YE€HUS
HOBOT'O 3HAHMS KaXKIIbIM
ofyJarormumcs,
dbopmupoBanue
pesyJsbTara

MIPOMEKY TOUHON
aTTeCTallNU IO
IVCLUTUIMHE Ha OCHOBE
CYMMBI PE3yJIbTaTOB
TEKYyIIero KOHTPOJISL.




Ilepeuensv ymenuii,
0C6aUBAEMBIX 8 PAMKAX
OUCYUNTUHBI
OPUEHTUPOBATHCS B COBPEMEH-
HOW 3KOHOMHWYECKOH, TOJIUTH-

«OTnuuHOY -
TEOPETHIECKOECOIEPKAHUEKY PCa
OCBOEHO

®opMbI KOHTPOJIA
o0yueHus:

- IOMalllHue

3a/1aHus

npoOJIEMHOTO

XapakTepa,

- IpaKTUYEeCKUE 3aaHus 110

YECKOH U KyJIbTYpHOH CUTya-
uuu B Poccuu u mupe;
BBISIBJISITH B3AMOCBSI3b
OTE4YECTBEHHBIX,
PETHOHAIBHBIX, MUPOBBIX
COLIMAJIbHO-)KOHOMHYECKHX,
MOJIMTUYECKUX M KYJIbTYPHBIX
npolJieM; MPOTUBOAEHCTBOBATh
MOTIBITKAM (panbCUPUKALTIH
UCTOPUYECKHX (PaKTOB.

MOJTHOCTBIO, O3 MpoOeoB,
yMeHHst ChOPMHUPOBAHBL, BCE
npeayCMOTPEHHbBIE MPOrPaMMOii
yueOHbIe 3aJaHHsI BBITIOJIHEHBI,
Ka4eCTBO MX BBIMOJHEHUS
OLIEHEHO BBICOKO.

«Xopomoy» - TEOPETUIECKOe
coziep;kaHue Kypca OCBOCHO
MOJTHOCTBIO, O3 MpoOeoB,
HEKOTOPBIC YMEHHS
chOpMUPOBAHBI HENOCTATOYHO,
BCE TPeyCMOTPEHHBIE
MporpaMMoil yueOHbIe 3a1aHus
BBITIOJTHEHbBI, HEKOTOPBIE BUJIbI
3aJIaHUM BBITIOJHEHBI C
OIIUOKaMU.

«Y DOBJIETBOPUTEIBHOY -
TEOPETUUECKOEe CONlEePKAHNE
Kypca OCBOEHO YaCTUYHO, HO
npoOesbl He HOCAT CyIIie-
CTBEHHOT'O XapakTepa,
HEoOXOIUMBIE YMEHHsI paboThI ¢
OCBOEHHBIM MaTEPHAJIOM B
OCHOBHOM C(POPMHPOBAHHI,
OOJBIIMHCTBO MPENYCMOT-
PEHHBIX IPOTPAMMON 00yUEHHSI
y4eOHBIX 3aJaHU BBI-IIOJHEHO,
HEKOTOPBIE U3 BBIMOJHEHHBIX
3a/IaHUI CONEPIKAT OLTHOKU.

«HeynosneTsopuTenbHO» -
TEOPETUUECKOEe CONlEePKAHNE
Kypca He OCBOEHO, HEOOXOANMBIE
yMeHHs He chOPMHUPOBAHBI,
BBINOJIHEHHbBIE

yaeOHbIe 3a1aHUsI COlEpKaT
rpyObie oKy,

pabote ¢
uH(pOpMaLUeH, TOKy MeH
TaMH, JJUTEPATY PO,
@DopMbI OLIEHKH
pe3yJbTa-THBHOCTH
o0yueHus:

- TPagULMOHHAsI CUCTEMA
OTMETOK B Oayuiax 3a
KXy BBIIOJHEHHYIO
paboTy,Ha OCHOBE
KOTOPBIX BBICTABIIIECTCS
UTOTOBasi OTMETKA.
MeToabl OLIeHKH
pPe3yJabTATOB 00YUEeHHUS:
- MOHUTOPHUHT POCTa
TBOPYECKON
CaMOCTOSITENTbHOCTH U
HABBIKOB IOy YE€HUS
HOBOT'O 3HAHMS KaXKIIbIM
ofyJarormumcs,
¢dbopmupoBanue
pesyibrara

MIPOMEKY TOUHON
aTTeCTallNU IO
IVCLUTUIMHE Ha OCHOBE
CYMMBI PE3yJIbTaTOB
TEKYyIIero KOHTPOJISL.




IIpunoxenne 4.2
K OOII o crienuanbHOCTH

46.02.01 /lokymenmayuonnoe obecneyeHue ynpas/ieHus U apxXueoseoenue

MUHUCTEPCTBO OBPA30BAHMA U HAYKHU PECITYBJIMKU JJATECTAH
TlocynapcTBenHOE Or0KeTHOE MpodeccroHaNbHOE 00pazoBaTebHOE yupekaeHue PecryOnvku
Harecran
«Konnemx mammHocTpoeHus u cepsuca uM. C.OpaKOHUKUAZE)

PABOYAS ITIPOI'PAMMA YYEBHOM U CIHUILIAHBI

CT'.02 UHocTpaHHbIH SI3bIK B IPO(ecCHOHANBHOI AesITeIbHOCTH

Kon 1 HanMeHOBaHHNE CIELIMAIBHOCTH:
46.02.01 JlokyMeHTaIMOHHOE OOeCIeueHUe YITPaBICHUS 1 APXUBOBEACHUE
Bxozsuieil B cocraB YI'C 46.00.00 McTopus u apxeosorus

KBanudukarust BeITyCKHUKA!
CrnenuaiucT no A0KyMeHTALHOHHOMY o0eclie4eHHI0 YIIPABJIEHHs 1 APXUBHOMY AeJIy

Kacmmiick, 2023r.



OJZIOBPEHO YTBEPXJIAIO

Luks0Bok KOMHCCHEH 3aM. THPEKTOPA II0 yIeOHO-METOAMIECKOH
061IEryMAHHTAPHBIX IUCIUILIHH pabote

Mpotokon Ne 40 _or« 30» 06 2043 T.

[Ipencenarens LIK < W dZ@&W b wM

b Les, QMMY%/JM&? N/ MIOAMNCH : 0)5(0)
L /Ioanuch 7 ®U0
«30» b 2023 1.

Pabouas mnporpamma yueOHOH nmucnumiuHbl «VHOCTpaHHBIA S3BIK B TPO(ECCHOHAIBHON
JesITeIbHOCTH» pa3paboTaHa Ha OCHOBE:

- ®denepanpHOro roCyJapCTBEHHOTO 00pa3oBaTeNILHOrO cTaHZapTa CpenHero
npodeccuoHabHOr0  obpazoBaHus 1o crenuanbHOCTH — 460.02.01  «JIoKyMeHTaIlMOHHOE
obecrieycHHE YNpPaBICHUS U apXUBOBEACHHWEY», BXOIAIIECH B COCTAB YKPYIHEHHOM  TPYIIIBI
cenuanbHocTell  46.00.00 Mceropus u apxeosnorus, yTBEpKIEHHOTO MpHKa3oM MHHOOpHAYKH
Poccun Ne 778 ot 26 aBrycra 2022 r. (3apeructpupoBano B Munrocte Poccun 30 ceHTsOps
2022r. Ne 70318),

C y4eToM:

- IMpumepHo#i oOCHOBHOW 00pa3oBaTenbHON MpPOrpaMMbl TOATOTOBKH  CHEIMATHCTOB
cpenHero 3peHa no cnenuanbHocTH 46.02.01 JlokymeHTanuoHHOE OOECIeUeHHe YIpaBIeHHS H
ApXYUBOBENEHHUE, YTBEPKIACHHOMH npotokosioM  denepanbHOro  y4eOHO-METOIUYECKOTO
o6venunenus mo YITIC 46.00.00 ot 06.10.2022 r. Ne 4 (3aperucTpupoBaHO B IOCY IapCTBEHHOM
peecTpe IPUMEPHBIX OCHOBHBIX 0Opa3oBarenbHEIX nporpamum [Ipukaszom ®I'BOY ATIO UPIIO Ne
70 I1-1620t1 07.04.2023)

B COOTBETCTBHH ¢ pab04YiM y4eOHBIM ITaHOM KoJutemka Ha 2023/2024 yyeOHBIH roa

PazpaboTuuk:
- Maromenosa P. U. — npenogasarens, k.1.H. IBIIOY PJI «Konnemx MammuHOCTpOCHUS |
ceppuca uM. C.OpKOHUKUIZEN»;

© Maromenosa Pasuar Mcnamosha 2023

© TI'BIIOY P[] «Konnemi MammHOCTpoeHus H cepBrca WM. C.Opoxonukuaze» 2023



COJAEPKAHUE

1.OBIIASI XAPAKTEPHUCTHKA PABOYEI TPOTPAMMEI YUEBHOI
JUCHUILINHBI

2.CTPYKTYPA U COJIEP)KAHUE YYEBHOI JNCOUIIAHBI

3.YCJIOBUS PEAJIN3ALIMU YYEBHOMN JUCHUIIAHBI

4. KOHTPO.Ib 1 OLIEHKA PE3YJBTATOB OCBOEHUSI YYEBHOM JUCHUILINHBI



1.0BIIIASI XAPAKTEPUCTHKA PABOYEN TIPOT'PAMMBI YYEBHOM JTUCHUILINHBI

CT'.02 MHocTpaHHBIH SI3bIK B NPO(eCcCHOHAIBHOH AesITeIbHOCTH

1.1 MecTo AMCHUIJIMHBI B CTPYKTYP€e OCHOBHOH 00pa30BaTe/IbHOI MPOrpaMMbl:
VYuebHast mucumrumiHa «CI.02 HMHocTpaHHBIA SI3bIK B NPO(ECCHOHAIBHONW AEATEIbHOCTH»

SIBJIIETCSL 00s13aTEIHHON YaCThIO COIMAIBHO-TYMAHUTAPHOTO IIUKJIAa 00pa30BaTENbHON MPOTrpPaMMBbl
B cootBeTcTBUH ¢ PI'OC CIIO mno cnenuansHocTU 46.02.01 /loKkymMeHTALIHOHHOE O0ecnedeHue

YIPABJIEHHS H APXHBOBEACHHE.

Ocoboe 3HaueHne gucUUIUIMHA HMeeT npH popmuposanun u passurun OK1, OK2, OK4,
OKS5, OK9, TIK1.1, TIK1.2.

1.2 Heab 1 nyiaHupyeMblie pe3yJabTAThl 0CBOCHUSA AMCHUININHBI:
B pamkax mporpamMmbl yueOHOW TUCIUIUIMHBI OOYYAIOIIMMHUCS OCBAUBAIOTCS YMEHUS U

3HAHUS
Kon YMenus 3HaHuA
IIK, OK
OKl1, OK2, |-noHumarb OOLIMI CMBICT YETKO | - IpaBUJa IOCTPOEHUS]  MPOCTBIX U
OK4, OKS, | mpou3HECeHHBIX BBICKA3bIBAHUHA HA | CIOXKHBIX MPEMJIOKECHUN Ha
OK9, IIK1.1, | mpodeccroHanbHbIE ObITOBBIE | TpO(eCCHOHATIBHBIE TEMBI,
IIK1.2, TEMBI, - OCHOBHBIC o0eynoTpeOuTebHbIe
[IK1 .4, -MIOHUMAaTh TEKCThI Ha 0a30Bble W | ryiarojibl (ObITOBast U MPOGECCHOHATbHAS
IIK1.7 npodeCcCHOHATIBHBIE TEMBI, JIEKCHKA);
- CTPOUTH NPOCTHIE -JIEKCUYE€CKUH MUHUMYM, OTHOCSIIIUICS K
JP 1 - BBICKa3bIBaHUs Ocede U O cBOeH OMMUCAHUK)  TIPEIMETOB, CPEOCTB H
JIP 17 npodheCCUOHATTbHON MPOLIECCOB npodheCCUOHATTbHON
NesITeTbHOCTH, TesITeTbHOCTH;
-y4aCTBOBaTb B JAMANOrax Ha | - OCOOEHHOCTH MPOM3HOIIEHUS CJIOB;
odmmue w© npodeccHoHaIbHBIE | -TIPaBUIIA YTEHUS TEKCTOB
TEMBI, npodeCCUOHATBbHON HAITPABIEHHOCTH,
-KpaTKo 00OCHOBBIBATH u - ppasbl-kiuIne s BeneHus: Oecenbl U
OOBSACHITHCBOU AEHUCTBHS, NEPENUCKH Ha HHOCTPAHHOM SI3BIKE;
-IIHACATh IPOCThIE CBsI3HBbIE | - OCOOEHHOCTH TepeBOna AOKYMEHTOB C
COOOIIEHUsT Ha 3HAKOMble WM | MHOCTPAHHOTO SI3bIKa,
UHTEPECYyoIre - IpaBUIIa OpTaHu3aLIH npuemMa
poeCCHOHAITbHBIC TEMBI, MOCETUTEJICH;
- BECTU Beceny (Bkrouas | - MOPSANOK MOATOTOBKU JEJOBOH
TeneOHHBIE  MEperoBopel)  Ha | MOE3AKH.
UHOCTPAHHOM S3BIKE Ha
MIOBCETHEBHBIE u

poeCCHOHAITbHBIC TEMBI,

- BCTpEYaTh NOCETUTENEN;

- OCYILLIECTBJISITD TpeBe-
MOIAEPIKKY TEJIOBBIX TOE3/OK;
- BECTU MEPEMUCKY
HHOCTPAHHOM S3bIKE.

Ha




2.CTPYKTYPA M COAEPKAHUE YYEFHOM JUCHOUILINHBI

2.1 O0bem yueOHOM JHMCUMIIIMHBI M BHABI y4eOHOH padoThl

Bupn yueOHoii padoThl

O0BeM B yacax

Oo0bem oOpa3oBaTesIbHOM NporpaMmMbl Y4eOHOMH JHCHHUIIHHBI 193
B T.4. B (p)OpMe NPAKTHYECKOH MOATOTOBKH -
BT. 4.

TeopeTuyecKoe o0yUeHne 6
MPAKTUYECKUE 3aHATUS 140
Koncynemayus 2
Camocmosimensnas paboma 39
IIpomeskyTouHas aTTecTALUSA- IK3AMEH 6




2.2 TemaTnueckuii NJIaH U coAep:KaHue Y4eOHOH AUCHHIIIHHbBI

Oobem, Koabl kommne
aKan. TeHIHH,
HaunmenoBan Coaep:kaHue y4eOHOr0 MaTepuajia u (POPMbI OPraHU3ALHH AeATEIbHOCTH 4ACOB (¢popmupoBanu
Hepasaesos o0yyaromuxcst 10 KOTOPBIX
H TeM Croco0CcTByeT
3JIEMEHT MPo-
rpaMmabl
1 2 3 4
Pasznen 1. OcHoBHOII Kypc 91
Tema 1. Coaepxanue yueOHOro Mmarepuaa OK1, OK2,
AHIIHACKHHA 3HaueHNe aHTJINICKOTO SI3bIKAa B COBPeMEeHHOM o0mecTBe. COIMabHbIN aHTTUACKHUA. AHTTTUACKUH SI3bIK NS 5 OK4, OKY,
SI3BIK B COBpe- | ACJIOBOTO oOmeHus. 3HAKOMCTBO C TApTHEPAaMU 1O Ou3HeCy. BHEUTHUI BU U IMYHBIEC KA4eCTBA CEKPETapsi. 1IK1.1,IIK1.2
MEHHOM I'pammaTudeckuii matepuain: [ narossl to be, to have (got), there is/are. MecTonmeHus. ApTUKIIHA. JIP5,JIP 8
o0mecTBe. B TOM uMc/Ie NPAKTHYECKUX 3aHATHI 8
Ilpaknmuueckoe 3ansmue Nel 3HaueHVe aHTIIMIICKOTO S13bIKAa B COBpeMeHHOM ob1necTBe. ColnaabHbIN
AHTJIMACKUH.
Ilpakmuueckoe 3anusamue Ne2 AHTIUACKHN S3BIK IS AEJIOBOTO OOMEHHs. 3HAKOMCTBO C MaPTHEPAMHU IO
OusHeCy.
Ilpaxmuueckoe 3anamue No3 BHewHmnil BUg cekperaps.
Ilpakmuueckoe 3ansamue Ne4 JIndnbie KauecTBa CEKpeTapPs.
CamocrosiTesibHAas padoTa o0yuaromuxcs Boeryuuts OykBel ajdasuTta. BelyduTh 3HaKH TPAHCKPHITIIHU. 4
CocraBuTthb pacckas «mMost Ouorpadusi. [loaroToBUTH MUHU-COOOIICHHE IO TEME.
Tema 2. Coaep:xkanue yueOHOro MarepuaJa OK1, OK2,
Crpanbl 1 AHTTIOSA3BIYHBIE CTPAHBI M UX cToNHLBL [lomutiueckuii ctpoit BennkoOpuranun. JlocronpumeyarenbHOCTH 2 OK4, OKY9,
0osibmmue ropoaa. | JJongona. Ilomutnaecknii ctpont Poccun. Jlocronpumevarensnoctu Mocksbl. Mol pogHO# ropos. ITK1.2, I[IK1.4
I'pammaTtuyeckuii Mmatepuan: IIpursokatenbHbIi Nafex CyEeCTBUTENbHBIX. MHOXXECTBEHHOE YNCIIO JP1,JIP7
CYLIECTBUTENIbHBIX. APTUKIIN C reorpaduueckumu Ha3BaHusIMH. [IpocToe HacTosIIee, MpoIIenmee u
Oynayinee BpeMsi.
B ToM 4ncJie NPAKTHYECKHX 3aHSATHH 18

Ilpaxmuueckoe 3anamue Ne5,6 CTpaHbl MUpa. AHIJIOSI3BIYHBIE CTPAHBI U KX CTOJIULIBL




Ilpakmuueckoe 3anamue No7,8 Ilonutnyeckuii crpoii Benukobpurtanuu.

Ilpaxmuueckoe 3anamue No9 JlocronpumeuarenbHOCTH JIOHAOHA.

Ilpaxmuueckoe 3anamue Nel0,11 Tlomutnaecknii crpoii Poccum.

Ilpaxmuueckoe 3anamue Nol2 JlocronpumedaTelbHOCTH MOCKBBL

Ilpaxmuueckoe 3anamue Nel3 Moii porHO# ropon.

CamocrosiTesibHast padoTa odyuarommuxcsi [IpeseHTanus 1o reMe « JKCKypcus [0 POJHOMY TOPOAY».
Occe «Moii paiion», «JIrodbumoe mectoy. ITpoekT: « MapmpyT SKCKypCHH A1t 3apy O€KHBIX TocTei» (¢
UCTIOJNIB30BAHUEM KapThl)

Tema 3.
Mos Oyaymas
npodeccusi.

Coaep:xkanue yueOHOro MarepuaJa

[Ipodeccun u kapvepHbIit pocT. JlOKHOCTHBIE 00sI3aHHOCTU CEKpeTapsi. Y CTPOMCTBO Ha padoTy.
Hanucanue pe3roMe 1 COnMpoBOANTENBHOTO MUchMa. [10AroToBKa 1 MPOXOXKAEHHE COOECeIOBaAHUS.

I'pammaTuyeckuii Mmatepuan: Mectoumenus some, any, no, much, little, many, few. IIpoctoe npomenmee
BpeMsi.

B TOM uMc/Ie NPAKTHYECKUX 3aHATHI

Ilpaxmuueckoe 3anamue Nel4 IIpodeccnn u KapbepHBINA POCT.

Ilpaxknmuueckoe 3auamue Nel5 JlomxHOCTHBIE 00S3aHHOCTH CEKpeTaps-aIMUHUCTPATOPA.

Ipaxkmuueckoe 3auamue Nel6 JIomxHOCTHBIE O0S3aHHOCTH CEKPETaPsI-IEIONPOU3BOIUTETS.

Ilpaxknmuueckoe 3auamue Nel7 JIomKHOCTHBIE 00S3aHHOCTH CEKpETapsi PYKOBOIUTES.

Ilpaxmuueckoe 3anamue Nel8 Oprannzanns pabodero Mecta cekperapsi.

Ilpaxmuueckoe 3anamue Nol19 Oducnoe odopynosanue. OpucHbIE MPUHAIEKHOCTH.

Ilpakmuueckoe 3anamue No20 Y cTpoiicTBO Ha padoTy.

Ilpaxmuueckoe 3anamue No21 Hanmcanue pe3toMe U CONPOBOJUTEIHHOTO IMUChMA.

Ilpaxmuueckoe 3anamue No22 IToaroroBka U NpoxoxaeHNue COOECeOBAHMUS.

18

CamocrosiTesibHas padoTa odyuarommuxcsi CocraBieHne BUSUTHON kapTouku. CocTaBiieHue auajora 1o
TeMe(CUTyalisl 3HAKOMCTBA C HOBBIM COTPYIHUKOM (QUPMBI).

OK1, OK2,
OK4, OKS,
OK9, IIK1.1,
IIK1.7
JIP3,JIP 8

Tema 4.
B oteute.

Coaep:xkanue yueOHOro MarepuaJa

Tunel oTes1ei U yCiIyru, KOTOpble OHU nmpeayararoT. Tunel HoMepoB. bpoHupoBaHue HOMeEpa B OTeIE.

B pecropane. Tpaguumonnas ena B CIIIA, Bexukobpurtannu u Poccun.

I'pammaTtuyeckuii matepuan: Ilpunarounsie ycnosus 1 BpeMeHu. [IpunaratensHbie 1 Hapeuus. CTeneHu
CPaBHEHUs NPUJIATATEIbHBIX U HAPEUHH.

OK1, OK2,
OK4, OKS,
OK9, IIK1.1,
IIK1.2

JIP 2, JIP3,
JP35,JIP9

B ToM 4ncJie NPAKTHYECKHX 3aHSATHH

14




Ilpaxmuueckoe 3anamue Ne23,24 Turbl otTesneil U yCIyry, KOTOPbIE OHU MPEJIararoT.

Ilpaxmuueckoe 3anamue No25 Tunsl HOMepoB. bpoHupoBaHne HOMepa B OTee.

Ilpaxmuueckoe 3anamue No26 bpoHupoBaHe HOMEpa B OTeEJIE.

Ilpaknmuueckoe 3anusmue Ne27 B pecropane.

Ilpaxmuueckoe 3anamue Noe28 Tpanuunonnas ena B CIIIA u BenukoObpurtanuu.

Ilpaxmuueckoe 3anamue No29 TpapuunonHas ena B Poccun.

CamocrositesibHas padoTa o0yuaromuxcss CoCTaBUTh AHAJIOT 4
(3aka3 Ounera mo tenedony). CocTaBUTH AUAJIOT O MPOKUBAHUU BOTEJE. 3aTIOJHUTH TAMOKEHHY O
JeKJIapaLuio
Tema S. Coaep:kanue y4e0HOr0 MaTepUAIA 18 OK1, OK2,
MyremecTBus. B TOM uMc/Ie NPAKTHYECKUX 3aHATHI OK4, OK3,
Ilpakmuueckoe 3ansamue Ne30 Ilyremectsusi. Bunbl Tpancnopra. OK9, IIK1.1,
Ilpakmuueckoe 3anamue No31 IlytemecTBue Ha moesze. IIK1.4, IIK1.7
Ilpakmuueckoe 3anamue Ne32 IlytemnecTue Ha cCaMoOJeTe. JIP 3, JIP 5,
Ilpakmuueckoe 3anamue X33 B asporiopry. JPY,JIP11,
Ilpaknmuueckoe 3ansmue Ne34,35 bponupoBanue OUIETOB HAa CAMOJIET. JP12,JIP17
Ilpaxmuueckoe 3anamue Noe36 Moe nyTelecTre.
Ilpaxmuueckoe 3anamue Ne37,38 Opranuzanys 1e10BOH MOE3IKH.
CamocrosiTesibHas padoTa odyuarommuxcst Jcce «JIyummit otabx». IIpoexkt «CTpaHbl 1 KOHTUHEHTBD . 4
[IpesenTanus
Tema 6. Conaep:xaHue y4eoGHOro MaTepuaja 14 OK1, OK2,
Komnanuu v ux | B ToM ync/ie npakTHYeCKUX 3aHATHI OK4, OK9,
CTPYKTypA. Ilpaknmuueckoe 3ansamue NXe39 Kommepueckue opraHU3aiuy. IIK1.2 JIP 5,
Ilpaxmuueckoe 3anamue No40,41 Victopusi KOMIaHHUH. JP7
Ilpaxmuueckoe 3anamue No42,43 CTpyKTypa KOMIIaHUU.
Ilpaxmuueckoe 3anamue No44,45 IpeseHTrannss KOMIIAaHHUH.
CamocTrosiTesibHAsI padoTa 00y4yaromuxcsi 4
IToAroTOBUTH MPE3EHTALNI0 KOHKPETHOM KOMIIAHUU — MCTOPUs], TPOAYKIIMSL, CTPYKTYpa.
Pasznen 2. AHrJIMHCKHMH AJ1 A€JI0BOr0 00IeHH . 49
Tema 7. Coaep:xkanue yueO0HOro MarepuaJa OK1,0K2,
Aenosast OK4,0KS3,
nepemnucka. OK9,IIK1.1,




B TOM uMc/Ie NPAKTHYECKUX 3aHATHI

Ilpaxkmuueckoe 3auamue Ne46 Ionstue «JlenoBasi mepenuckay .

Ilpaknmuueckoe 3ansamue Ne47 CTUIN U BUIBI TTUCEM.

Ilpakmuueckoe 3anamue No48 @pazbl-KiuIIe TSI JETOBBIX ITHCEM.

Ilpaxmuueckoe 3anamue Noe49 3arpoc.

Ilpaxmuueckoe 3anamue Ne50 OTBeT Ha 3ampoc.

Ilpakmuueckoe 3anamue No51 Tlpennoxenue.

Ilpaxmuueckoe 3anamue No32 ITucbMo-pexIaMarus.

Ilpakmuueckoe 3anamue No33 ITucema st OpraHU3aIMy 1E€IOBOH MOE3IKH.

Ilpakxmuueckoe 3anamue No54 INeKTPOHHBIE TUCHMA.

18

CamocrosiTesibHas padoTa odyuarommuxcsi CocTaBUTh MUCbMA - 3aI1POC, OTBET Ha 3aIpocC, MUChMO-
PEKJIAMALHIO T10 33JaHUIO.

Tema 8.
lenoBas
BCTpeua.

Conaep:xaHue y4eoGHOro MaTepuaja

B TOM uMc/Ie NPAKTHYECKUX 3aHATHI

Ilpaknmuueckoe 3ausamue Ne55 Lenb nenosoii Berpeun. Opasbi-KiIuie.

Ilpakmuueckoe 3anamue Xe56,57 BoiCTaBKU U APMapKH.

Ilpakmuueckoe 3anamue No58,59 Yuactue KOMIIaHUH B BBICTABKE.

18

OK1, OK2,
OK4, OK?9,
MK1.1,
MK1.2JIP 16

Ilpaxkmuueckoe 3ansmue Ne60,61 Jlenosbie meperoBophL.

Ilpaxmuueckoe 3anamue No62 IlpaBuna npuemMa moceTuTeNe.

Ilpaxmuueckoe 3anamue No63 Ilpuem noceruteneil.

CamocTosTesibHasi padoTa o0yuaromuxcsa CocTtaBuTh pacnucaHue padodero aus. UreHue u nepeson
tekcTa CocTaButh pestome Hamncats cOonpoBoAUTENbHOE MUCHMO. 3AIIOJIHITD aHKETY IO MpeiaraeéMomMy
obpasiy. [TonroToBUTLCS K KOHTPOJIBHOMH pabote

Tema 9.
Benenue
TeJ1e()OHHBIX
neperoBopoBs.

Coaep:kaHue y4eOHOro MaTepuaa.

B ToM 4ncJie NPAKTHYECKHX 3aHSATHH

Ilpaxknmuueckoe 3ansamue Ne64 Ipasuna BeneHus TeneOHHBIX MTEPETOBOPOB.

Ilpakmuueckoe 3anamue Ne65 Opazpl-kiuiie.

Ilpakmuueckoe 3anamue Ne66,67 IIprem 3BOHKOB B OTCyTCTBUU PYKOBOAHTEJIS.

Ilpaknmuueckoe 3ausmue Xe68,69,70 HazHaueHue U IepeHOC BCTPEH.

14

OK1, OK2,0KH4,
OK9,IIK1.1

JIP

13

CamocrosiTesibHast padota o0yuarommuxcsi CocTaBUTh U MHCLIEHUPOBATh Auaior. IIonroroBuThes k 3a4ety

Koncyabranus

ITpome:xkyTOoUHASK

ATTECTAIHUA - IK3AMEH

NN | W

Bcero:

193




3. YCJIOBUS PEAJIN3AIIAU ITPOT'PAMMBI YYEBHOM JUCOUTLINHBI

Jlns peanusanuu mporpamMmbl yaeOHOM TUCIUITIMHBI OJKHBI ObITh MPEIyCMOTPEHbBI
ClIeNyOLIHe CIeUHaTbHbIE TOMEICHHUS:

Kabuner « Unocmpanno2o s3vika 8 npogheccuonaibHOl OessmerbHOCH», OCHAIECHHDI

- obopynoeanuem: pabodee MecTo mpenoaasarensi, ocHamenHoe [1IK 6o HoyTOyKOM ¢
muneH3noHHbIM [10, paboune Mecta Mo KOJIUYeCTBY 00yUarOIIUXCS,

- TEXHUYECKUMH CPeACTBAMH OOYUEHHS: TENeBU30p, MO0 MyJIbTHMEIUUHBIN IPOEKTOp C
SKpaHOM, JHOO MHTEPaKTHUBHAs IOCKA, KOMILIEKT MPE3eHTALHOHHBIX MAaTepHUasiOB MO TEMATHKE
TUCIHTLTHHBL.

HudopmannonHoe o0ecneyeHne peaju3aluy NporpaMmmbl

Jns peanmzaumu mporpaMmbl OubnmuoTedHblid (GoHI 00pa3oBaTENbHOW OpraHU3aALUN
IOJDKeH UMETh MeYaTHbIe W/MJIH 3JIEKTPOHHBIE 00pa3oBaTe/ibHble U HH(POPMALIMOHHBIE PECYPCHI,
IUTS. UCTIONB30BaHus B obpasoBaTenbHoM mpouecce. [Ipu dopmupoBanuu 6udanoreynoro GoxHaa
00pa3oBaTeNIbHON OpraHu3alell BbIOHpPAeTCs He MEHee OIHOTO M3IaHUs U3 MepevUCICHHBIX
HIDKE TIEYaTHBIX M3MaHUK W (MJIM) 3JIEKTPOHHBIX H3JaHWI B Ka4eCTBE OCHOBHOTO, MPH STOM
CITHCOK, MOXET ObITh JOTOJIHEH HOBBIMH U3IaHHUSIMH.

Oo0s13aTe/IbHBIE NEYATHBIE H3AAHUSA

1. KonecnnkoBa H.H., aunnosa I' B., Jlearkuna JIL.H. AHrnuiickuii s3Ik 1151 MEHe-
mxepoB = English for Managers: yueOHOe mocoOue sl CTyIEHTOB YUPEKIESHUH CPemHero mpo-
¢eccronanpHOrOo OOpasoBaHusi. — 12-e u3n., crep. — M.: M3narenbckuil HeHTp «AKageMus,
2019. — 304 c. ISBN 978-54468-8079-9

2. Xapuenko M.I'"., Manaxosa E b. AHrnumiickuii si3pik. YueOHOe nocobue 1o GhopMupo-
BAaHUIO MPAKTUYECKUX HABBIKOB BENEHHUs NEIOBOH mepenucku. yuebHoe mocobme. — M.: KHO-
PYC, 2021. — 142 c. — (bakanaspuat). ISBN 978-5-406-07919-5

DNeKTPOHHbIE H3AAHUS

www.macmillanenglish com - WHTepHer-pecypc C NPAKTHYECKUMH MaTepUaTaMHu st

(hopMHPOBAHUS M COBEPIICHCTBOBAHUS BCEX BHIO-PEUEBBIX YMEHHI U HABBIKOB.
www.bbc.co.uk/worldservice/learningenglish
www britishcouncil .org

www.handoutsonline.com

www.enlish-to-go.com (for teachers and students)
www.bbc.co.uk/videonation (authentic video clips on a variety of topics)
www lingvo-online.ru

www.macmillandictionary.com/dictionary/british/enjoy = (Macmillan  Dictionary ¢
BO3MOJKHOCTBIO MPOCIYIIATh MPOH3HOIIEHHE CJIOB).

www britannica.com (SHUUKJICTIEANS «bputanHukay).

www ldoceonline com (Longman Dictionary of Contemporary English).

JIonOTHHTEIbHBIE HCTOYHUKH

1. Aunpuenko A.C. Business English : yueOHoe mocobue. — Pocros-Ha-/lony: Taranpor:
Wsnarenscro KOxHOTO henepanbaoro yuusepcurera, 2016, — 146 ¢. ISBN 978-5-9275-3131-8

2. ManbkoBckasg 3.B. AHIITHICKUIA A3BIK B CUTYALMSIX MOBCETHEBHOTO JIEJIOBOTO 00IIIe-
Husl: yueOHoe mocodue. — M.: THOPA-M, 2021. — 223 ¢. — (Cpennee npodeccroHanbHOe o0pa-
3oBanue). ISBN 978-5-16-014149-7 (print) ISBN 978-5-16-107175-5 (online)

3. JlenoBoe apmuHucTpupoBanue: Business Administration (BUpPTyaJbHBIA MPAKTUKYM).
Yposenb obpazosanus: [Ipodeccuu cpennero mpodecCHOHATBLHOrO 00pa3oBaHus. APTHUKYT W3-
nanusi: 601619101, Bun uznanusi: DneKTpoHHOE yueOHOE U3aHue


http://www.bbc.co.uk/worldservice/learningenglish
http://www.britishcouncil.org
http://www.handoutsonline.com
http://www.enlish-to-go.com
http://www.bbc.co.uk/videonati_on
http://www.lingvo-online.ru
http://www.britannica.com

4. Kazaposa E .. Test Your Business English Secretarial (TectoBble 3amanusi st mpo-
BEPKH 3HAHUS JIEKCHKH TIO CIIELHAIbHOCTH MeHekep odrca) [DNeKTpOHHBIH pecypc]: MeToau-
4yeckoe rnocodue. — 3-e uzn., crep. — M.: @®JIMHTA, 2019. — 40 ¢. ISBN 978-5-9765-2003-5

5. Raymond Murphy English Grammar in Use. — Fifth edition. - Cambridge, 2019. ISBN
9781108457682

6. Planet of English: yueOnuk anrnmiickoro si3pika st CI10/ beskoposaiinas I'. T., Koii-
panckas E. A, Cokonosa H. U, Jlagpuk I'. B. — M.: 111 Axagemus, 2017. — 256 c.

7. AHTIUHCKHUH s3BIK Ui Kosemkeid: yaebnoe nmocobue mmsa CIIO / T.A. KaprnoBa. —
Mocksa: KHOPVYC, 2016. — 281 c.

8. AHrnuiickuii s3bIK JJII SKOHOMHUYECKHX creuuanbHocTeil: yueOHuk / ATl Tonybes,
Nb. Cvupraosa, H A. Kadraiinosa, E.B. Monaxosa. — M.: KHOPYC, 2016. — 396¢c. —
(CI1O)

9. Planet of English. Social&Financial Services Practice Book. Anrnmiickuii si3pik. I[Tpax-
TUKYM JUJ1s1 poheccuii v CrienuanbHOCTeH connaabHO-3koHOMUYeckoro npodus CITIO/ JlaBpuk
I'B. — M. ULl Akagemusi, 2016. — 96 c.

10. OBanc B, Jlynu JIx, Grammarway 2. MU3natensctBo Express Publishing, 2016. — 532



4. KOHTPOJIb 1 OIIEHKA PE3YJIbTATOB OCBOEHUA

YYEBHOM JUCHUILTAHBI
Pe3zyrivmamot 06yvenus Kpumepuu oyenxu Memoowt

OUeHKU

HepeueHb BHAHUT, OC6AUEACMBIX 6 DAMKAX Xapakmepucmuku OeMOH- Kaxumu

oucyunIuns CMpupyemvix 3Hauuil, | npoyedypamu

- IIpaBUJIa IIOCTPOCHUS MPOCTHIX U CIIOXKHBIX | KOMOpble  MOCYym Ob1me npou3eooumcsi

MpeUIOKEeHU Ha MPO(eCCHOHANTbHBIE TEMBI, | FPOseperbl oyenka

- OCHOBHBI® obmeynoTpeOuTeNbHbIE | - YPOBCHb OCBOCHHUA | OueHKa pe3yJIbTaTOB

rnarossl (ObiToBass u mpodec- cuoHanbHas | y4eOHOrO MaTepHaa; BBITIOJIHCHHUSI

JICKCHUKA),
-JICKCUYECKUI MHUHHUMYM, OTHOCSIIMHCA K

OMUCAHWIO  TPEIAMETOB,  CPEACTB |
MPOLIECCOB npodeccuo- HAJTbHOM
NeSITeJIbHOCTH;

- 0COOEHHOCTH MPOU3HOIIEHUSICIIOB;
-IIpaBuIa YTCHUA TEKCTOB

npoheCCUOHATTLHON HATPABIIEHHOCTH,

- ppaspl-kauIIe s BeAeHUs Oecenpl u
MEPENUCKH HA HHOCTPAHHOM SI3bIKE;

- OCOOEHHOCTH NepEeBO/Ia TOKY MEHTOB C
WHOCTPAHHOTO SI3bIKA,;

- IpaBWJia OPTaHU3ALNH TTPHEMa
MMOCETUTEJICH,

- IOPSITOK MOATOTOBKH JIEJOBOMITOE3KH.

- YMEHHE  HCIOJIb30BaTh
TE€O PETHYECKHUE 3HAHUS U
MPAKTUYICCKUE YMCHHUA TIPpU
BBITIOJITHCHUU

npoeCCHOHANTBHBIX 3a7ad,

- YPOBEHb
c(hOPMUPOBAHHOCTH
o0mux u npodeccuo-
HAJIbHBIX KOMHGTGHL{I/IP'I.

NPaKTUYECKUX padoT.
OueHka pe3yJIbTaTOB
YCTHOTO U
MUCBMEHHOTO OMPOca.
OueHka pe3yJIbTaTOB
TECTUPOBAHUSI.
OueHka pe3yJIbTaTOB
CaMOCTOSI-TEJIbHOMN
paboThL.

OueHka pe3yJIbTaTOB
BBITIOJTHEHUST
NOMAIIHUX 3aaHUI.

Ilepeuens ymenuil, 0OCBAUBAEMBIX BDAMKAX
OUCYUNTUHBI

- IOHUMATh OOIIUI CMBICIT YETKO
MPOU3HECEHHBIX BbICKa3bIBAHUI Ha
npodecCHOHabHbIE OBITOBBIE TEMBI,
-MIOHUMATh TEKCThI Ha 0A30BbIE U
poeCCHOHAITbHBIC TEMBI,

- CTPOUTH MPOCThIE BBICKA3bIBAHHS O cele U
0 cBOeH MpodeCCHOHANTBHON AeSITEIbHOCTH,
-y4acTBOBATh B IMAJIOrax HA OOIIHE U
npoheCCUOHATTbHBIC TEMBI,

-KpaTko 0OOCHOBBIBATH U OOBSCHSITH CBOU
JIEUCTBUS,

-MHUCaTh MPOCTHIE CBSI3HBIE COOOINEHHUS Ha
3HAKOMBIE WJIK MHTEPECYIOLINE
poeCCUOHATILHBIC Te- MBI,

- BecTH Oeceny (BKJIFOYast TeNe(pOHHBIE
MePErOBOPbI) HAMHOCTPAHHOM SI3bIKE

Ha MMOBCEHEBHBIE U

poeCCHOHATTBHBIC TEMBI,

- BCTpEUYaTh NOCETUTENEN;

OCYLLIECTBJISITh TPEBEI- MOAACPKKY TEJIOBBIX
MOE3/10K;

- - BECTHU IICPENINCKY Ha MHOCTPAHHOM SA3BIKE.

JleMOHCTpanysi yMEeHUs NO-
MOJIHATH CJAOBAPHBIN 3amnac
U CaMOCTOSITEIbHO
COBEpPLICHCTBOBATh YCTHYIO
U NMUCbMEHHYIO peub;
JleMOHCTpaLyst yMEHHs
OTpeAesATh CBOKO MO3ULIUIO
UH3JaraThb CBOU
MBICIM ~ HaMHOCTPaHHOM
s3bIke; JleMOHCTpauus
yMEHHUs1 00IIaThCs YCTHO U
MUCbMEHHOHA
MHOCTPaHHOM SI3bIKE Ha
poeCCHOHATTbHBIE TEMBI,
JleMOHCTpanysi yMEeHUs
OMMCHIBATH 3HAYMMOCTb
cBoel mpodeccuu Ha
NHOCTPaHHOM SI3BIKE.

OueHka pe3yJIbTaTOB
BBITIOJTHEHUST
NPaKTUYECKUX padoT.
OueHka pe3yJIbTaTOB
YCTHOTO U
MUCBMEHHOTO OMPOca.
OueHka pe3yJIbTaTOB
TECTUPOBAHUSI.
OueHka pe3yJIbTaTOB
CaMOCTOSI-TEJIbHOMN
paboThL.

OueHka pe3yJIbTaTOB
BBITIOJTHEHUST
NOMAIIHUX 3aaHUI.
OueHka pe3yJIbTaToB
MPOBEIAECHHOTO
9K3aMEHa.




Ipunoxenne 4.3
K OOII o crienuaibHOCTH

46.02.01 /lokymenmayuontoe obecnevenue ynpas/ieHus U apxXxueoeeoeHue

MHWHUCTEPCTBO ObPA3OBAHHA U HAYKU PECITYBJIMKHU JATECTAH
TlocynapcTBeHHOE Or03KETHOE MTPodhecCHOHANTBHOE 00pa3oBaTeIbHOE yupekaeHue PecyOnuku
Harecran
«Konnemxk mamuHocTpoenus u cepsuca uM. C.OpIKOHUKUA3E

PABOYAS ITIPOI'PAMMA YUYEBHOM JUCIUILTAHBI

CI'.03 Be3onacHOCTD JKH3HEACATEIHLHOCTH

Koa 1 HauMeHOBaHME CrIeUAILHOCTH:
46.02.01 JlokyMeHTaIMOHHOE OOeCIieueHue YITPaBIIEHHUS 1 APXUBOBEICHUE
Bxozsei B coctaB YI'C 46.00.00 UcTtopusi u apxeosiorust

KBanudukarust BeITyCKHUKA!
CrnenuaiucT no A0KyMeHTALHOHHOMY o0eclie4eHHI0 YIIPABJIEHHs 1 APXUBHOMY AeJIy

Kacmuiick, 2023r.



OJOBPEHO YTBEPXIJAIO
HuknoBoii koMuccueit 3aM. IUPEKTOpa Mo yueOHO-MeTOMNIeCKOM
o0IIeryMaHUTapHBIX I(I/ICI_II/IIIJ'II/IHé pabote
IIpotokon Ne 40 or«30 » ©6b6 2043 r. i d - g
Hpez[ceﬂaTenLjﬁ ‘ » C»"///f:&./ a \¢5 S & fe I \/""( i
Kb by Y kaaing 11084 A M TOJITHCE )5(0)
\_monmkce ol0

« SOy 6 2023 r.

Pabouas mnporpamma yuyeOHON AMCUMIIHHBEI «bBe30mMacHOCTE  KHM3HEHEATEIHLHOCTH
pa3paboTaHa Ha OCHOBE:

~ ®enepanbHOTO roCyJapCTBEHHOTO 00pa3oBaTeNLHOTO CTaHZapTa CpenHero
npodecCHOHANBHOr0 00pa3zoBaHus 1o crenuantbHOCTH 46.02.01 « JlokyMeHTalMOHHOE 00ecIedeHre
YIPaBJICHAS U apXHUBOBEICHUE», BXOMSINEH B COCTaB YKPYNHEHHOM TPYIITBI CHEHMAIBHOCTEMH
46.00.00 Hcropust m apxeosorss, yTBep)XIeHHOro mpukazom Muno6puayku Poccun Ne 778 o1 26
asrycra 2022 r. (3apeructpuposaHo B Munrocte Poccuu 30 centsibpst 2022r. Ne 70318);

€ yueTom:

- ITprmepHO¥ 0cHOBHOI 06pa3oBaTENIBHON NPOrPaMMBI NOATOTOBKH CIIEIIHAIICTOB CPEIHETO
3BeHa 10 crenuanbHocTH  46.02.01 JlokymeHTannoHHOe O0O€CHEeYeHHe YNpaBieHHS H
apXUBOBEACHUE, YTBEPXKICHHOU npoTtokosnioM  PenepanbHOr0  y4eOHO-METOIUYECKOTO
obwvemunenns mo YITIC 46.00.00 ot 06.10.2022 r. Ne 4 (3aperucTpupoBaHo B TOCYAapCTBEHHOM
peecTpe IpUMEPHBIX OCHOBHBIX 00pa3zoBaTenbHbIX nporpaMm [pukazom ®I'BOY IO UPIIO Ne
70 [1-1620t1 07.04.2023)

B COOTBETCTBMH C pabounM y4eOHBIM I1aHOM Koyutemka Ha 2023/2024 yuebHblit o1

Pa3paboTuuk:
- XakumoB H.A. - npenogasarens ['BIIOY PJI «Kosiemk MalmnHOCTPOCHHUS M CEPBUCA UM.
C.OpmKOHUKHI3E»;

© Xaxumos HpnanutanH A6nyiMananosuy 2023
© T'BITIOY PJ «Konemk MalHoCTpoeH:s U ceparca uM. C.OpmxoHukrazey 2023
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1.OBHIAA XAPAKTEPUCTUKA PABOYEHN ITPOI'PAMMBI YYEBHOM
JAUCHUILIUHBI
«CT'.03 be30nacHOCTD KU3HEACATEIHLHOCTHY

1.1 MecTo AMCHUILINHBI B CTPYKTYPe OCHOBHOI 00pa30oBaTebHOI nporpaMmsel: YueOHas

mucuuruinia « CI'.03 be3onacHOCTh JKU3HENESTENLHOCTUY SIBJISETCS 003aTEILHON YaCThIO

COLIMAJIbHO-TYMAHHUTAPHOTO LIUKJIa OCHOBHOM 00pa30BaTeNIbHON MPOrpaMMbI B COOTBETCTBHHU C
OI'OC CIIO no cneunanbHocTy 46.02.01 /lokyMeHTALIHOHHOE o0ecreyeHHe YIPABJIEHUs U

apXuBOBeleHHE.
Ocoboe 3HaueHne AuCcUUIUINHA UMeeT nipu popmuposannu u pazsuruu OK1, OK4, OK6, OK7

1.2 LHeab 1 ny1aHupyeMblie pe3yJabTaTbl 0CBOCHUS AMCHUIIHHBI:

B pamkax mporpamMmbl y4eOHOW TUCHUIIMHBI OOYHYAIOMUMUCS OCBAMBAIOTCS YMEHUS U 3HAHHS

npodUIAKTUIECKHE MEepPhl IS
CHIDKEHHUS YPOBHSI OIaCHOCTEH
Pa3NUYHOrO BHUIA U HX MOCIEH-
cTBHH B mpohecCHOHANBHOM
NeSITeIbHOCTH U OBITY;

- HCIIOJIL30BAaTh cpencraa
WHIMBUAY AJTbHOMN 151
KOJIJIGKTHBHOM 3aIUThI oT
OPYKHSI MAaCCOBOTO TIOPAKEHUS,

- IPUMEHSITh TIEPBUYHbBIC CPEACTBA
MOYKapOTYLICHHUS,

- ODUCHTHUPOBATbCA B  IEPEYHE
BOEHHO- YUETHBIX CIIELIMAIbHOCTEN
U CaMOCTOSITEIbHO  OMPENENsITh
cpenu HHX POICTBEHHBIC
MOy Y€HHOM CTIeIMAIbHOCTH,

- IPUMEHATh PO ECCUOHATTbHBIE

3HaHUS B XOJE€ MHCIOJHEHUS
00513aHHOCTEIBOCHHOM CITy KOBI HA
BOMHCKHX TOJKHOCTSIX B
COOTBETCTBUU C  MOJyYEHHOU
CHEeUUATBbHOCTBIO;

- BJIAJETh criocobamu
O0eckOH(JIUKTHOTO  OOWEHUsT U

CaAMOpPEryJISIMMU B TOBCEIHEBHOMN
JESTEeJIbHOCTH U HKCTPEMAJIbHBIX
YCJIOBHSIX BOGHHOM CITy KOBI,

- OKa3blBaTh MEPBYI0  MOMOIIb

Kon Ymenun 3uanusn
IIK, OK
OK1, OK4, | -opraHu3oBblBaTb U TPOBOAWUTH | - IPUHIMIIOB OOECHIEUEHHsS YCTOWYMBOCTH
OK6, OK7 | meponpusiTus o 3amuTe | OOBEKTOB SKOHOMHKH, NPOTHO3MPOBAHUS
JIP 1-17 paboTaromMX W HACENEHUST OT | Pa3BUTHs COOBITUH M OLIEHKH MOCIEICTBUN
HEraTUBHBIX BO3CUCTBUN | mpHU TEXHOT€HHBIX YPE3BbIUANHBIX
YPE3BbIUYANHBIX CUTYaLIUH, CUTyaLUMsIX U CTUXUUHBIX SIBJECHUSX, B TOM
- IPEANPUHUMATD YUCJI€ B YCJIOBHSIX MPOTHUBO- AEHCTBUSA

TEPPOPU3MY  KaK  CEpPbE3HOH  yrpose
HaLMOHaJIbHOM Oe3omacHocTH Poccuu;
- OCHOBHBIX BUOOB IIOTCHIUAJIBHBIX

OMaCHOCTeM W HX TMOCIEACTBUS B
npodeCCUOHATBHON AEATEIBHOCTH U OBITY,
NPUHLUIBl CHUKEHUS BEPOSTHOCTH HX
peann3anmmg;

- OCHOB BOEGHHOH CIyObl U OOOPOHBI
roCyIapcTBa;

-3ala4 ¥ OCHOBHBIX MEPONPUATHI
rpakaaHCKOH OOOPOHBIL;

- CIOCOOOB 3aIUTHI HACEJIEHUS OT OPY JKHUS
MacCOBOTO MOPAYKEHUS,

- Mep TmoXkapHOH Oe30MacHOCTH W MpaBHIa
0e301acHOro TOBEACHNUS MPH MOXKAPaX;

- OpraHU3aLMH | TIOPSIIKA MPHU3bIBA TPAXKIAH
Ha BOEHHYIO CITy’kOy U NOCTYIIJICHUSI Ha Heé
B 10OPOBOJILHOM TOPSIAKE;

- OCHOBHBIX BHJIOB BOOPY’KEHHsI, BOCHHOMU
TEXHUKH W CHENUAJIbHOTO CHAPSIKEHUS,
COCTOSILIIMX HAa BOOPYXKEHUHU (OCHAIIEHUH)
BOMHCKHMX IIOJIPA3/ENeHNUH, B KOTOPBIX
UMEIOTCSI BOGHHO-YUETHBIE CIIEITHAIbHOCTH,
poncreeHHbie criennanbHocTsIM CII1O;
00J1aCTh MPUMEHEHUS TTOJTyYaeMbIX
po¢h)eCCUOHANTbHBIX 3HAHUH TpU
UCTIOJTHEHUH 00s13aHHOCTEH BOCHHON
CITyKOBL,




MOCTpadaBIIUM. - MOPAAOK U IpaBUJia OKa3aHUA HepBOﬁ
- IOMOIIH MNOCTpadaBIIHUM.

2. CTPYKTYPA U COJAEPKAHUE YUEFHOU JUCIUILINHBI

2.1 O0bem yueOHOM JHMCUMIIIMHBI M BHABI y4eOHOH padoThl

Bun yueoHoii padoThI

O0BeM B yacax

Oo0bem oOpa3oBaTesIbHOM NPOrpaMMbl y4eOHOH JHCHHUIJIMHBI 70
B T.4. B (pOpMe NPAKTHYECKOI MOATOTOBKH -

BT 4.

TeopeTudeckoe oOydeHue 32
NPAKTUYECKHE 3AHITHS (€CIU NPeOyCMOmpeHo) 36
Camocmosmensnas paboma -

Ipome:xyTouHasi arrecTanusi — 1udQepeHIPOBAHHBIN 3a4eT 2




2.2 TemaTuueckuii JIaH U cofepKaHue Y4eOHOH AUCHHIIINHDBI

HaumeHoBaHue Coaep:xkanue y4eO0HOro MaTepuaJia, JJadopaTopHbie H MPAKTHYECKHE Oo6mbem, Koabl komnereHuni u
pa3aesoB H 3AHSITHSI, CEMHUHAPBI, CAMOCTOSITeIbHASI pa0oTa 00y4aromuxcsi, KypcoBast akaj. JUYHOCTHBIX
TeM padoTa, HHAUBHAYAJIBHBIH NPOEKT 4acoB pe3yJbTaToB
(¢popmuposanuro

KOTOPBIX CNOCOOCTBYET
3JIEMEHT MPOrPaMMbI

1 2 3 4

Paszgen 1. O0ecneuenue 0€30MACHOCTH KH3HEACATENBLHOCTH

Tema 1. Coaep:kaHue yue0HOT0 MaTepuaJia 4 OK-03 OK-040K-6
OcHoBHbIe 1 [UpesBbluaiiHble CUTyallMH MPUPOAHOIO, TEXHOTEHHOTO UM BOGHHOro Xapaktepa.(QOrmas OK-8 JIP-2 JIP-3
TOHSTHS 6€30MaCHOCTH XapaKTePUCTUKA 4YPEe3BbIYAMHBIX CUTyalUl MPUPOJHOrO U TEXHOTEHHOIO XapakTepa, JIP-6 JIP-8 JIP-10
JKU3HEIESTENbHOCTH MCTOUHMKA WX BO3HHKHOBeHMs. Kiaccupukanuss upe3BbIYaWHBIX CH TyallMd IO JIP-15 JIP-16 JIP-
MaclITadaM HX PaclIpoCTPaHEHHMs U TsDKeCTH mnocneacTBuil. [IporHosupoBaHue 17 TIK- 1.2

UPE3BbIYANHBIX CUTyaluil. TeopeTnueckre OCHOBBI MPOTHO3UPOBAHMS YPE3BBIYANHBIX
cutyarmid. [IporHo3mpoBaHHWEe TPUPONHBIX M TEXHOTEHHBIX KaracTpod. Opyxwue
MacCOBOI'O OPAKEHHS: SIIEPHOE, XMMUYECKOEe M OMOIOTHYECKOe.

[paxTuueckoe 3ansitue Ne 1 2

1 |Onpenenenune nepBUYHBIX U BTOPHYHBIX Mopakaromux (paxropoB UC  mpupomgHOro u
TEXHOTCHHOIO XapakTepa.

Pazaen 2. be3onacHOCTD KU3HEAECATENbHOCTH B YPe3BbIYAHHBIX CUTYALIUAX 24

Tema 2.1 Coaep:kaHue yue0HOT0 MaTepuaJia 4

besoracHocTh 1 | UpesBbuaiiHble CHUTyalliu MHPHOTO BpeMeHH. lloHsTme m oOmas kimaccuukanus OK-2 OK- 4 OK-05 OK-6
FKUSHEACATCILHOCTH B YPE3BbIYANHBIX CUTyaluil. UpesBblyailHble CUTyallMd MOPUPOAHOIO IMPOUCXOXKICHMUS. OK-8 OK-09 JIP-2 JIP-4
4pEe3BbIMAHHBIX UpesBrlvaiiHble CHUTYallMM TEOJIOTMYECKOrO XapakTepa: OMOJ3HHU, CENH, CHEXHBIE JIP-6JIP-10 JIP-13 JIP-14
CUTyalsAX JaBuHbL, 0OBajbl.  Upe3BbluaiiHble CHUTyallUd THUAPOJOTHYECKOTO  XapakTepa: JIP-16 IIK-1.4

HABOIHEHUS, MONIOBOABSL, IyHamMu. ITpupoaueie UC OMOIOrHUecKOro mpoOrUCXOXKACHUS.
UpesBbIuaiiHble CUTYaLUH TEXHOT'€HHOTOTIPOMCXOXKIEHUs: o0IIas XapakTepUCTHKA U
kiIaccudukanus. UpesBbldaifHble CUTyallMd TEXHOT€HHOTO POMCXOXKACHHUS . aBapHH Haj
pPamualMOHHO ONACHBIX W XMMHUYECKH OMAacHbIX OObeKTax. Upe3BbIYaliHbIE CHTYaLUY]

TEXHOICH HOI'O MPOUCXOXACHHA. aBapuMu Ha o0BbeKTax KOMMYHAJIBHOT'O XO3sHCTBA.




UpesBbluaiiHble CHTYalUH TEXHOI'€HHOTO IPOUCXOXKAEHHS aBapuu Ha TPAHCIIOPTE.
UpesBbluaiiHble ~ CHUTyallMd  TEXHOIEHHOrO  MPOMCXOXKICHHWS:  aBapuu  Ha
T'UAPOTEXHUYECKUX  COOPYXKEeHHUsiX.  Upe3BblUailHble  CUTyallM TEXHOTEHHOIO
NPOMCXOXKICHUS: aBapuu Ha TOXapo- U B3pbBoomacHbx obOwvektax (IIBOO).
UpessbluaiiHple  CUTyallMM  COLMAIBHOIO  MPOMUCXOXKIACHMS.  MEKOYHApOAHBIN
TEPPOPU3M.

U TMKBUIALUH Ype3BbraaiiHbix cutyanuii (PCUC).

Mp

AKTHYECKHE 3aHaATHA Ne 2-7

CpencTBa MHAMBUYANbHON U KOJUIEKTUBHOMN 3aIUTHI OT OPY KUl MACCOBOTO
MOPaKEHMUSI.

Otpabotka Monesel NOBEAEHUS B YCIOBUSAX YPE3BBIYAHHBIX CUTYALIHIHA
TEXHOTEHHOTO XapaKTepa.

3ammTa HaceJIeHUs! U TEPPUTOPUH MPH CTUXUIHBIX OEICTBHSX.

3aluTa HaceJeHUs] U TEPPUTOPUI PHU aBapusAX Ha TPAHCIIOPTE.

Otpabotka neiicTBuii MpU BOSHUKHOBEHUH PAJHALlMOHHON aBapyu.

N ] W

OtpaboTka neHCTBUI NMPU BOSHUKHOBEHHH aBAPHU C BHIOPOCOM CHIIBHONEHCTBY-
FOLIMX SIIOBUTBIX BELIECTB.

12

Tema 2.2
UpesBbIuaiiHble
CHUTyal BOEHHOIO
BPEMEHU

Coaep:kaHue yue0HOT0 MaTepuaJia

1

Coaep:kaHue y4eOHOro MmarepuaJa

XapakTepucTuka sIAEepHOro opyxus. JIeHCTBHII HaceleHWss B oOdare sAepHOro
nopakeHust. OCOOEHHOCTH XHMHYECKOro Opyxus. JleficTBUS HaceleHHUs B ouare
XUMHYECKOro mnopaxkeHus. buonornudeckoe opyxue. JlelCTBUA HaceJaeHUs B Odvare
ouosornueckoro mnopaxkenus. OO0mme BOMPOCH 0€30MACHOCTH KU3HEIESTEIbHOCTH.
3amuTa HaceJeHUs MpU PaAUOaKTHUBHOM M XMMHUYECKOM 3apak€HHUU MECTHOCTH!
3allKTa NPU PaIMOAKTUBHOM U XUMHUYECKOM 3arps3HEHUH

Ip

aKkTH4YecKoe 3ausaTue No 8

Otpabotka nopsiaka v MpaBuiI AeHCTBUN NP BOSHUKHOBEHHH TI0XKapa,

MOJIb30OBAHUHU CPECACTBAMU MOXKAPOTYHICHUS.

OK-01 OK-3 OK-50K-08
OK-9 JIP-2 JIP-4 JIP-13
JIP-15I1K-1.4

Pasnen 3. OcHOBBI BOGHHOM CJIyXKOBbI

40

OK-2 OK-04 OK-6JIP-1




Tema 3.1.
Boopyxénneie
Cunbt Poccun Ha
CoBpeMeHHOM >Tane

Coaep:kaHue yue0HOT0 MaTepuaJia

1

HarmonanbHas 6e30macHOCTh M HAMOHABHBIE HHTepechl Poccrn. OCHOBBIOOOPOHBI
rocyAapcTBa.

IpaxkTuueckoe 3ansaTue Ne 9

1

Bunbr Boopyxénnbix Cun u poaa Boiick. OnpeneneHue 3BaHNUsIBOEHHOCTY KalllUX.
Boopy:xénnsie Cunel Poccun Ha CoBpeMeHHOM JTarne.

JIP-4 JIP-17 IIK-1.7

Tema 3.2.

Ycrasel
Boopyxénnpix Cun
Poccun

Coaep:kaHue yue0HOT0 MaTepuaJia

1

Boennas npucsra. boesoe 3HaMsi BOMHCKOM 4acTH. BOeHHOCHyXkamue W B3aUMO-
OTHOILICHHWsT MEXIy HUMH. BHyTpeHHMI MNOPSAOK, pasMelleHne u OBbIT BOEHHO-
ciyxawmux. BouHckas aucuurivHa. Buabl OTBETCTBEHHOCTH, YCTaHOBJIEHHOW ISt
BOCHHOCHYKAIUX (IUCUMIUIMHAPHAS, aJMHHHCTPATHUBHAS, TPAKIAHCKO-TIPABOBAs,
MaTepHalibHast, yrojoBHas). JucrumimHapHble B3bICKaHUs, HaJlaraeMble

Ha COJJAT U MAaTpPOCOB, MPOXOISAIINX BOCHHYIO CIykOy mo mpusbiBy. Kapaynbhas

ciyx0a. O0s3aHHOCTH U TEHCTBHUST YaCOBOTO.

[paxkTuueckoe 3ansaTue Ne 10

1

Ycrassl Boopyxénnapix Cun Poccun.

OK-2 OK-5 OK-8 JIP-1
JIP-2  JIP-5JIP-9
JIP-13 JIP-14

Tema 3.3. Coaep:kaHue yue0HOT0 MaTepuaJia
Boenno- 1 | I'ocynapcrBenHble cuMBOJbL. OpJieHa - MoueTHbIe Harpajbl 38 BOMHCKHUE OTJINYMS U OK-01 OK-2 OK-50K-7
NaTPUOTUUECKOE 3aciyry B 00K U BOGHHOM ciry>kOe. ITaTpnoTnsM 1 BEpHOCTb BOMHCKOMY JOJTY - JIP-1 JIP-2 JIP-3 JIP-5
BOCIIUTAHUE OCHOBHBI€ KauecTBa 3amuTHuka Otevectsa. [1aTpuoTH3M U BEPHOCTH BOMHCKOMY JIP-8JIP-12 JIP-17
TOJTY - OCHOBHBIE KadecTBa 3amuTHUKa OTtedectsa. Jpyx0a, BOMICKOBOE TOBapH-
IIIECTBO - OCHOBBI OOEBOI FOTOBHOCTH YaCTeH U MOAPa3ACICHHH.
[paxkTuueckoe 3ansiTue Ne 11
1 | AHanu3 u npuMeHeHue Ha npakTuke 3HaHu Koncrutyuuu P®, @enepanbHbix
3akoHOB «00 obopone», «O craTyce BoeHHOCTYKamKx», «O BOUHCKON
00513aHHOCTH U BOCHHOM CITy3KOe».
Tema 3.4. Coaep:kaHue yue0HOT0 MaTepuaJia OK-3 OK-6 OK-7JIP-1
Ctpoesas [pakTuueckoe 3ansaTue Ne 12,13,14 JIP-3
MOATOTOBKA 1 | CtpoeBas cTolika U MOBOPOTHI HA MecTe. [IBIKEHHE CTPOEBBIM M TIOXOIHBIM IIa-TOM, JIP-9 JIP-14

Oerom, MmaroM Ha MeCTE.




BbIXOI[ H3 CTPOsA U NIOCTAHOBKA B CTpOfI, noaxXxoa K HAYaJIbHUKY U OTXOH OT HETO.
Brimonsenne BOMHCKOTO MPUBETCTBUA B CTPOKO HA MECTEC U B IBUXKEHUU.

HOBOpOTbI B ABMJKCHUH. BrimonHeHnne BOMHCKOTO MPUBCTCTBUA 0e3 OpPY KU HAMECTE U
B ABMIKCHUH.

Tema 3.5. Coaep:kaHue yue0HOT0 MaTepuaJia 6 OK-01
Menauko-canuTapHas 1 Buapl MemuUMHCKON TOMOIIM W OCHOBHBIC TMPHUHLMUIBI €€ OKa3aHUsA. ACENTHKA U OK-2 OK-3 OK- 40K-5
MOATOTOBKA antucentuka. OOmast xapakrepuctuka TpaBM. LIIoK, ero mNposBIEHHs, KOMILIEKC OK-6 OK-7 JIP-2 JIP-7
MPOTUBOILIOKOBBIX MeponpusaTuil. YepemHo-mo3rosast TpaBma. PaHeHHs TOJOBBL JIP-9JIP-14 TIK-1.4
Cungpom ytpatbl co3HaHus. Kposoreuenus. Bunbl kposoredenuil. Ilepsas
noBpaueOHash MEOMLIMHCKAs IMOMOINb NPU HApPYKHOM KpOBOTE4YeHHH. lIpuemsl re-
MOCTa3a MpPU KPOBOTEYEHHWH U3 HOCa, ywmed u mojoctu pra. Ilepeas mospaueOHast
MEIUIMHCKas] TIOMOINb NMPH BHYTPEHHEM KpoBoTeueHUH. Panbl. Bumel pan. MuHpHA
muposanue paH. Cencuc. CronOusik. lasoBas ranrpena. Ilepsas nospaueOnas
MeIMLMHCKAs MOMOILb Npu paHeHusx. Oxxoru. OtmopoxkeHus. TepMuueckue OKOTH.
Xummgeckue oxoru. Ormopoxkenus. O01nee oxnaxaeHne (3aMep3aHue).
[ToBpexneHnst MATKUX TKaHEH, CyCTaBOB, KOCTEH. YIIUOBI, PaCTSIKEHUSI U Pa3phl-BHI,
BBIBUXHU U crasneHus. [lepenomsl kocTeit.
IIpakTuueckoe 3anaTue Ne 15,16,17,18 8
1 | OrpaboTka HABBIKOB OKa3aHMs NEPBOI MEAMLIMHCKOW MOMOIIHU MPU
KPOBOTEUYEHUH.
2 | HanoxxeHue NoBsi30K Ha rOJIOBY, TYJIOBULIE, BEPXHUE U HUXKHUE
KOHEYHOCTH.
3 | OrpaboTka HaBBIKOB OKa3aHUs IEPBOH MEIULIMHCKON MOMOIIH ITPH TPaBMax OMOPHO-
JBUTATEJIbHOTO aImnapara.
4 | OrpaboTka HABBIKOB OKa3aHMS NMEPBON MEAMLIMHCKOHN MOMOIIH PU
otpasnennn AXOB.
IIpomexkyTouHast arrecTanus - 1H(pepeHIHPOBAHHDBIN 324€T 2
Bcero:| 70




3.YCJIOBUS PEAJIM3AIIMA TPOT' PAMMBI YUEBHOUM JUCIUILTAHBI

Jlnsi peanu3auuy MpoOrpaMMbl Y4eOHOH MTUCLUIUIMHBI TOJIKHBI OBITh MPEayCMOTPEHbBICIEAYIOIINE
CreLHUaIbHbIC TOMEICHHUS:
Kabuner «besonacnocmu xcusneoeamensHOCMU», OCHAIIECHHDIH:

- obopynoBanuem: pabouee Mecto mpernonasarensi, ocHamenHoe [IK nmubo HoyTOyKOM C
muueHsnoHHbIM [10, paboune MecTa Mo KOJIUYeCTBY 00yUarOIUXCS,

- TeXHUYECKHMHU CPEACTBAMU OOYYEHHS: TeJIEBHU30P, JTUOO MYyJIbTHMEAUNHHBIN MPOSKTOP C
HKpaHOM, JIMOO HHTEPAKTHBHAS IOCKA, KOMIUIEKT MPE3CHTALMOHHBIX MATepHAJOB MO TEMATHKE
IAMCLUTTHHBL

HudopmannonHoe odecriedeHne peaaTu3aliu NPorpaMmmbl
Jnsa peanm3auuu mporpaMmbl  OubnuoTtedHblii (GoHI 00pa3oBaTENbHOW OpraHU3aLUuU
IOJDKEH MMEThb MeYaTHbIe M/MJIH 3JIEKTPOHHBIE 00pa3oBaTe/ibHble U HH(POPMALIMOHHBIE PECYPCHI,
1T UCTIONB30BaHus B oOpasosarenbHOM npouecce. [Ipu ¢popmupoBannu 6ubnmorednoro ¢pounga
00pa3oBaTeNIbHON OpraHu3aliell BbIOMpaeTcss He MeHee OJHOrO HM3JaHHs U3 MEePEeqUCICHHBIX
HIDKE MEYaTHBIX W3IaHUM U (MJIM) 3JIEKTPOHHBIX M3JaHUH B KayeCTBE OCHOBHOIO, MPH 3TOM
CIHMCOK, MOKET OBITh JOMOJHEH HOBBIMH U3AaHHUSIMH.

Oo0a3aTenpHbIC TEYATHLIC H3AAHUSA

IleuatHbie u3ganus

1. be3omacHOCTh KU3HENEATENBHOCTH. YIYEOHUK M MPAKTHKYM ISl CpeaHero mpodeccro-
HanmbHOTO oOOpasosanusi/ C.B. AbGpamoBa [u np.];, mom obmeii pemakuueiB.
I1. Conomuua. — Mocksa: MznatensctBo FOpaiit, 2021. — 399 ¢. — (IIpodeccuo-
HaspHOEe oOpasoBanue). — ISBN 978-5-534-02041-0.

2. be3omacHOCTh JKU3HENEATENBHOCTH: YYeOHUK 1T cTyneHToB yupexaenuii CITO / [3.A.
Apycramos, H.B. Koconanosa, H.A. Ilpoxonenko, I'B. I'ycbkoB]. 18-e u3n., ucnp. u
mor. — M.: Akagemus, 2020. 208 c.

3. Pesuukos, E. A. be3onacHOCTh JKM3HENEATENBHOCTH. YYEOHUK ISl CPEeIHETO Tpodeccu-
oHaspHOTO OOpasoBanusi / E. A. Pe3unkos, A. B. Ps3anuesa. — 2-e usz., nepepad. u aorL.
— Mocksa: UznarensctBo HOpaiit, 2021. — 639 ¢. — (IIpodeccuonanvHoe obpa-
3oBanue). — ISBN 978-5-534-13550-3.

4. Kapakesin, B. 11. be3onacHOCTb JKU3HEAEATEIBHOCTH: YUEOHUK U TIPAKTUKYM JJIST Cpell-
Hero npodeccrnoHanpHOro oopasosanus / B. M. Kapakesn, 1. M. Hukynuna. — 3-e m3n,,
nepepad. u non. — Mocksa: UsnarensctBo FOpaiit, 2021. — 313 ¢. — (Ilpodeccuo-
HaspHOe oOpasoBanue). — ISBN 978-5-534-04629-8.

5. Benskos, I'. 1. OcHOBBI obecrieueHus JKU3HEACATENbHOCTH M BbDKUBAHHIE B UPE3BbIYAi-
HBIX CHUTyaUusiX: Vy4eOHMK JJs1 CpemHero npodecCHOHAJbHOrO oOpa3oBaHUs /
I'. . bensikoB. — 3-e u3n., mepepad. u mon. — Mocksa: U3parenscrso FOpaiit, 2021. —
354 ¢. — (IIpodeccuonanbroe obpasosanue). — ISBN 978-5-534-03180-5.

DJEKTPOHHBIE U3TAHUS

1. BesomacHOCTb KH3HEAEATENbHOCTH: YYEOHHK M MPAKTUKYM AJsl CPEIHEro mpodeccro-
HanmbHOTO oOOpasoeanusi/ C.B. AGpamoBa [u np.]; mnonm obOmel pengakuueiB.
I1. Conomuua. — Mocksa: MznatensctBo FOpaiit, 2021. — 399 ¢. — (IIpodeccuo-
HasnpHOe oOpasoBanue). — ISBN 978-5-534-02041-0. — Texcr: anekrponHbIi // OOpa-
3oBarenpHas atgopma FOpaiit [calit]. — URL: https://urait.ru/bcode/469524.


https://urait.ru/bcode/469524

2. Pesuukos, E. A. be3onacHOCTb KU3HENEATEIPHOCTH. YUeOHUK IJIsl cpenHero mpodeccu-
oHaspHOTO OOpasoBanusi / E. A. Pe3unkos, A. B. Ps3anuesa. — 2-e usz., nepepad. u aorL.
— Mocksa : UsparensctBo FOpaiit, 2021. — 639 ¢. — (IIpodeccuonanbuoe obpa-
3oBaHue). — ISBN 978-5-534-13550-3. — Tekcr: snektponHsbiii // Obpa3oBarenbHas
miatgopma FOpaiit [calit]. — URL: https://urait.ru/bcode/476255.

3. Kapaxkesi, B. . be3onacHOCTb *KU3HEAESITENILHOCTH, YYEOHUK M MPAKTHKYM JUISI CPe-
Hero npodeccrnoHanpHOro oopasosanus / B. M. Kapakesn, 1. M. Hukynuna. — 3-e m3n,,
nepepad. u gon. — Mocksa : M3gatensctBo FOpaiit, 2021. — 313 ¢. — (Ilpodeccuo-
HasnpHOe oOpasoBanue). — ISBN 978-5-534-04629-8. — Tekcr: anekrpoHHbIi / O0pa-
3oBarenpHas atgopma FOpaiit [calit]. — URL: https://urait.ru/bcode/469496.

4. bensxos, I'. 1. OcHOBBI oOecriedeHns1 JKU3HEAESITETbHOCTH U BBDKMBAHUE B YPE3BbIUAli-
HBIX CHUTyauusiX: Vy4eOHHK JJs1 CpemHero mnpodeccuoHaabHOro obdpa3oBaHus /
I'. . bensikoB. — 3-e u3n., mepepad. u non. — Mocksa: U3parenscrso FOpaiit, 2021, —
354 ¢. — (IlpodeccuonanvHoe obpazopanue). — ISBN 978-5-534-03180-5. — Tekcr:
snekTpoHHbd  // OOpasoBarenpHast tiatrpopma FOpaitir  [caiit] — URL:
https://urait.ru/bcode/470907.

I[OHOJ'IHI/ITGJ'IBHBIG UCTOYHUKU:
1. Obpazosarenbhas miatdopma FOpaiiT https://urait.ru

2. OBXK. OcHoBsl 6e3onacHocTH sku3HenesTespHoCTH. JKypHan MUC Poccuu. Hapkoma-
Husi. [loxkapras Ge3omacHocTs. Ilcuxonorndeckas 6e3onacHOCTh. [IpuponHbple aHOMANIUU U Ka-
Takau3Mel. TexHoreHHble katacTpodsl. Teppopusm. @eHoMeHb! BbDKMBaHUS. 1lepBas MequH-
ckast nomorns. URL: http://www.school-obz.org/

3. Iopran MUC Poccuu. Hooctu. Ilpornossl. Csongka UC. Ilonesnas mHpopmanms.
Cratuctuka. Marepuanst CMU.URL: http://www.mchs.gov.ru.

4. Topran. Jlnunas 6e3onacHoctb. CtuxuitHbie OencTeus. Karactpodsl [ukas npupona.
Kusornele. Ha Bome. Hamamenms. Kpaxu. Bam nom. bonesnu. Ilepsas momoms. URL:
http://www.obzh.info/

5. DnextponHas Bepcus razersl «Cracarens MUC». URL: http://www.mchs.gov.ru
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4. KOHTPOJIb U OLIEHKA PE3Y.JIbTATOB OCBOEHUS
YUYEBHO JUCIHUATLINUHBI

Peszyivmamot 06yuenus

Kpumepuu oyenxu

Memooust ouenku

Ilepeuensv 3uanuii, oceauéaemvix 6
PAMKAX OUCYUNTUHBI

- IPUHLUTIOB obecrnieueHust
YCTOMYHBOCTH 00BEKTOB
SKOHOMUKH, MPOTHO3UPOBAHUS

pa3BUTHSL COOBITHH W OIICHKHU
MOCNEACTBUM TIPH  TEXHOTCHHBIX
YPE3BBIYAMHBIX  CHUTYaILHsIX U
CTUXHUHHBIX SIBJIEHUSX,B TOM YHCJIE
B YCJOBHUAX TMPOTUBO- JEHCTBUS
TEPPOPU3MY KaK CEPBE3- HON YIpo3e

HAMOHAJILHOM  0€3-  OMacHOCTHU
Poccuy;
- OCHOBHBIX BUOOB

MOTCHLHUAIBHBIX OMACHOCTEH U HX
MIOCJIEAACTBHSI B NMPOGECCHOHANBHON
Oes--TeIbHOCTH U OBITY, MPHHLUIIBI

CHIMIKCHUA BEPOATHOCTHU nux
peanuzainuy,
- OCHOB  BOGHHOM CIyXOBl W

00OpOHBI TOCYIAPCTBA,

- 3a]]a4 U OCHOBHBIX MEPONPUATHI
IPaKIaHCKOH OOOPOHHET,

- CrIOCOOOB 3aLUTHI HACENEHHs OT
OPY KUl MaCCOBOTO MOPAKEHHS;

- Mep MOKapHOU Oe30MacHOCTH M
npaemyia 0O€30MacHOTO TMOBEACHUS
NpH MOKapax;

- OpraHu3alMy U TOpPsAIKA TPU3bIBA
rpakKIaH Ha BOEHHYIO Cclyx0y u
NOCTYIJICHUsT Ha Heé€ B 100Opo-
BOJIbHOM TOPSIZIKE;

- OCHOBHBIX BHJOB BOOPYKEHUSI,
BOEHHOH TEXHUKU U CIELUATbHOIO

CHapsKEHUs, COCTOSIIIIMX Ha
BOOPY>KEHUU (ocHaeHnn)
BOMHCKMX  MOApa3IeNICHUN, B

KOTOPBIX UMEIOTCSI BOEHHO-YUETHBIC
CMELUATIbHOCTH, POICTBEHHBIC
crrenmanbHOCTIM CIIO,;

- obnactb NPUMEHEHUS
NOJIy4aeMbIX  MPO(ECCHOHATBHBIX
3HAHUU npu WCIIOJIHEHUU

00s13aHHOCTEH BOSHHOH CITyKOBI;
- IOPSA0K M TpaBUJia OKa3aHMUs
MepPBOM MOMOLIY MOCTPAAABLINM

«OTANYIHOY - TEOPETHUECKOE
CoJiepKaHHe Kypca OCBOEHO
MOJIHOCTBIO, O3 MpoOeos,
yMeHus1 chOPMHUPOBAHBI, BCE
peny CMOTPEHHBIE TPOrPaMMON
y4eOHbIE 3aJaHUsI BBITIOJTHEHB,
Ka4eCTBO UX BbIMIOJIHEHUS
OLIEHEHO BBICOKO.

«Xopomoy - TEOPETUIECKOe
CoJIepIKaHue Kypca OCBOEHO
MOJIHOCTBIO, O3 MpoOeos,
HEKOTOPBIC YMEHHUS
c(hOpMHUPOBAHBI HETOCTATOYHO,
BCE TMPEy CMOTPEHHBIE MPOTpam
MO y4eOHbIe 3aaHuUs
BBITIOJTHEHbBI, HEKOTOPBIE BUITbI
3aJaHUI BBITIOJIHEHBI C
OIIMOKaMHu.

«Y IOBIIETBOPUTENIBHOY -
TEOpeTHYECKOEe CONlepIKaHNe
Kypca OCBOEHO YaCTHUYHO, HO
poOeIibl He HOCSIT
CYLLECTBEHHOTO XapakTepa,
HEOOXOUMBIE YMEHHSI PadOTHI C
OCBOEHHBIM MaTepUaioM B
OCHOBHOM C(hOPMHPOBAHBEI,
OONBIIUHCTBO
MPENYCMOTPEHHBIX TPOrpaMMOi
o0y4eHHs yueOHbIX 3a1laHUH BbI-
MOJIHEHO, HEKOTOPbIE U3
BBITTOJIHEHHBIX 3a1aHUH
COJZIEPIKAT OLTHOKU.

«HeynosneTsopuTenbHO» -
TEOPETUUECKOE CONIEPKAHUE
Kypca He OCBOEHO,
HEOOXOUMBIE YMEHHSI He
copMHUpPOBAHBI, BHITIOTHEHHbIE
y4eOHbIE 3aJaHUs COlePIKaT
rpyOble OMIHMOKH.

Karxumu npoyedypamu
HpOU3BOOUMCSL OYEHKA
Ouenka B pamKax
TEKYILEero KOHTPOJIS
pe3yJIbTaTOB
BBITTOJTHEHHSI

WH/IMBUAY ATbHBIX
KOHTPOJIbHBIX  3aJaHHUI,
pe3yJIbTaTOB
BBITTOJTHEHHSI
MPAKTUYECKHX
YCTHBIN
WHIMBUAY AJIbHBINA OMPOC.
IIucbmenHBIN OnpoC B
(dbopMe TeCTHPOBAHUS

pabor,




llepeuens ymenuil, oceaueaemvix 6
PAMKAX OUCYUNTUHBI

- OpTaHN30BBIBATH U MTPOBOIUTH
MEpOTIPHSTHS O 3aIIHUTE
paboTaromKX U HACETECHUS OT
HEeTaTHBHBIX BO3ACHCTBUI
YPE3BbIYANHBIX CUTY ALIUH;

- IpeNPUHUMATD
npopHIAKTHIECKHUE MEPBI IS
CHIKEHUs] YPOBHSI OMACHOCTEN
Pa3IMYHOTO BHUIA U UX
NIOCJIEICTBUN B PO EeCCUOHATBHOMN
IEATeNbHOCTH U OBITY;

- IICTIONIb30BATh cpeacTsa
WHJUBUAYAJIbHON U KOJUJIEKTUBHOMU
3aI0UTBl  OT OPYXKUSI MAacCOBOTO
Nopaske-HHUS,

- IPUMEHATb NEPBUYHBIE CPENCTBA
MOKapPOTY IEHHS,

- OPHEHTHPOBATbCS B  TEPEYHE
BOCHHO-YUETHBIX CIEIIHATbHOCTEH
U CaMOCTOSITEIbHO  ONPEAEIsITh
cpenu HHUX pPONCTBEHHBIE
NIOJTy YeHHOM CIIELINAIbHOCTH,

- IPUMEHATD NPOJeCcCHOHANBHBIE
3HAHUS B XOJ1€ HCIIOJTHEHHSI
00s13aHHOCTEH BOSHHOH CITy KOBI

HA BOMHCKHX JIOJDKHOCTSIX B
COOTBETCTBUU C MOJYUYEHHON
CHEeLHANTBHO-CThIO;

- BJIQAETh criocobamu
0eckOH(MJIUKTHOTO OOIIEHUS U
CaMOPEryJIILUU B MOBCEIHEBHOMN
IESATEIbHOCTH U SKCTPEMAaJIbHBIX
yCIIOBHSIX BOGHHOH CJTyKOBI;

- OKa3bIBaTh MEPBYIO MOMOIIb 10~
CTPaaBIIHM.

«OTANYIHOY - TEOPETHUECKOE
coJiep;KaHue Kypca OCBOEHO

MOJIHOCTBIO, O3 MpoOeos,
yMeHus1 chOPMHUPOBAHBI, BCE
MpenyCMOTPEHHBIE TPOrPaMMOi
y4eOHbIE 3aJaHUsI BBITIOJTHEHB,
Ka4eCTBO X BBITIOJHEHUS
OLIEHEHO BBICOKO.

«Xopomoy - TEOPETUIECKOe
CoJIepIKaHue Kypca OCBOEHO
MOJIHOCTBIO, O3 MpoOeos,
HEKOTOPBIC YMEHHUS
c(hOpMHUPOBAHBI HETOCTATOYHO,
BCE TPey CMOTPEHHBIE
MpOrpaMMoOn yueOHbIe 3aaHus
BBITIOJTHEHbBI, HEKOTOPBIE BUITbI
3aJaHUI BBITIOJIHEHBI C
OIIMOKaMHU.

«Y IOBIIETBOPUTENIBHOY -
TEOpeTHYECKOEe CONlepIKaHNe
Kypca OCBOEHO YaCTHUYHO, HO
npoOenbl He HOCAT CyIe-
CTBEHHOT'O XapakTepa,
HEOOXOUMBIE YMEHHSI PadOTHI C
OCBOEHHBIM MaTepUaioM B
OCHOBHOM C(hOPMHPOBAHBEI,
OONBIIUHCTBO
MPENYCMOTPEHHBIX TPOrpaMMOi
00y4eHus1 yueOHbIX 3aJaHHH BbI-
MIOJIHEHO, HEKOTOPbBIE U3 BbI
MOJIHEHHBIX 3aJJaHUI COepKaT
OIIUOKH.

«HeynosneTsopuTenbHO» -
TEOPETUUECKOE CONIEPKAHUE
Kypca He OCBOEHO,
HEOOXOUMBIE YMEHHSI He
copMHUpPOBAHBI, BHITIOTHEHHbIE
y4eOHbIE 3aJaHUs COlePIKaT
rpyObie ommOKH.

DKCIEePTHOE
HaOroieHne
OLIEHHBAHHE
BBITIOJHEHHSI
NPaKTUYeCKUX padoT.
Texkymuii  KOHTPOJIb
dopme 3a-

IIUTBI MPAKTHYECKIX
pabot




IIpunoxenue 4.4
k OOII no cneunanbHOCTU
46.02.01 /Jokymenmayuonnoe obecneueHueynpasieHus U apxueoseoenue

MHWHUCTEPCTBO OBPA30BAHUA U HAYKU PECITYBJIMKU JTIATECTAH
lNocymapctBenHOE Or0KeTHOS TTPOdECCHOHAIBHOS 00pa3oBaTeapHOS yupexkacuue PecnyOnuku Jlarecran
«Komnemx mammuHocTpocHus u ceperica uM. C.OpmKkoHUKHI3E

PABOYASI IPOT'PAMMA YYEBHOI JUCIHUILINHBI

CI'.04 ®PUBNYECKASA KYJbTYPA

KOI[ U HAMMEHOBAHHUEC CIICTUAJIBbHOCTH!

46.02.01 JlokymMeHTaMOHHOE oOecneueHne yIpaBIeHus U

apXUBOBENCHUE
Bxozsuieil B cocras YI'C 46.00.00 McTopus u apxeosorus

KBanudukarust BeITyCKHUKA!
CrnenuaiucT no A0KyMeHTALHOHHOMY o0eclie4eHHI0 YIIPABJIEHHs 1 APXUBHOMY AeJIy

Kacmuiick, 2023r.



OIOBPEHO YTBEPX/IAIO
LuxnoBoit KoMHCCHE#H 3aM. AUPEKTOpA 0 y4eOHO-METOAUIECKOMN
oOIIeryMaHHTapHBIX JIUCIUILTHH paboTte
Ipotokon Ne 74 or« ey 06 2043,
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MIOATIACE ADUO
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Pabouas nporpamma y4eGHOM aucummnuHbl «OHU3HUecKas KyIsTypa» pa3spaboTaHa Ha OCHOBE:

- @epepanbHOrO rocyJapcTBEHHOrO 00pa3oBaTeNbHOrO CTaHAApPTa CPEAHEro MpodeCCHOHATBHOIO
obpazoanus no crieunanbHocTH 46.02.01 «JJokyMeHTauHOHHOE 0OeCTIeUeH e YIIPaBIEHHs U apXHBOBEIECHUEY,
BXOIALICH B COCTAB YKPYNHEHHOH rpymel cneuuanbHocted 46.00.00 Mcropus u apxeonorus, yTBepsKAeHHOro
npuka3oM Muno6bprayku Poccun Ne 778 ot 26 asrycra 2022 r.  (3apernctpuposaso B Muniocre Poccun 30
cenTs6ps 2022r. Ne 70318);

C y4eTom:

[IpumepHO#H OCHOBHOH 06pa3oBaTeIbHON NPOrpamMMBbl MOATOTOBKH CMIELHAMCTOB CPEIHErO 3BEHa IO
crieuranbHocTH 46.02.01 JIokymMeHTanMoHHOe OOecreueHHe YIpaBleHHs M apXHUBOBEJEHHE, YTBEPKIEHOM
nporoxonom Denepanbroro yuebHo-MeToauueckoro oobenunerus no YI'TIC 46.00.00 ot 06.10.2022 r. Ne 4
(3aperucTpupoBaHO B TOCYAAapCTBEHHOM pPEECTpe MNPUMEPHBIX OCHOBHBIX 00pa3’OBaTeNbHBIX MPOrpaMm
IMpuxazom GI'BOY AITO UPIIO Ne 70 T1-16201 07.04.2023)

B COOTBETCTBHMH ¢ pabounM yueOHBIM TUTaHOM Kosutemka Ha 2023/2024 yueGHblii rog

PazpaboTunk:
- Kyp6anos A.C. - npenogasarens ' BIIOY PJ] «Komtemx MalIuHOCTPOEHUS H CEPBHCA KM.
C.OpmxoHUKH3ER;

© Kyp6anos Anekcanap Cypxaesuy 2023
© TBIIOY PJ1 «Konnemx MamuHOCTpoeHHs U ceparca WM. C.OpmxoHnkunsey 2023



CONEPKAHUE

1.0BIIASI XAPAKTEPHCTHKA PABOYEI ITIPOrPAMMEBI YUEBHOIA
JUCUUILINHBI

2.CTPYKTYPA U COJEP)KAHUE YYEBHO JNCHUILIAHBI

3.YCJOBHUS PEAJIN3ALINH YYEBHOM JUCIUILIUHBI

4. KOHTPO.Ib 1 OLIEHKA PE3YJIbTATOB OCBOEHUS YYEBHOM JNCUUIIAHBI



1. OBIIASI XAPAKTEPUCTUKA PABOYEIT TIPOTPAMMBI YUYEBHOI
ANCUUILIAHBI

CI'.04 ®usn4eckasi KyJabTypa

MecTo AMCUMIVIMHBI B CTPYKTYpPe OCHOBHOI 00pa3oBaTebHOI POrpaMMbl:
Yuebnas nuctumnHa CI'.04 @usndeckas KyJIbTypa OTHOCHTCS K COLIHAIbHO-TYMAHUTAPHOMY LIUKITY
(CT".00). Pabouas nporpamma yuednoit qucturuinabl CI'.04 @uznueckas KyJbTypa sBJISIETCS YaCThIO
IIpOrpaMMbl IOJTOTOBKHU CIIELIUAIMCTOB cpeaHero 3seHa B coorsercTBuu ¢ @I'OC no cneunanbHOCTH
46.02.01 JlokyMeHTalIMOHHOE OOECTIEYeHNE YIIPABJICHUS U aPXHBOBEACHHE.

Ocoboe 3HaueHne auCUUIUIMHA nMeeT rpu popmuposannu U pazsutun OK 08, OK 04.

Henars u niiaHupyemMble pe3yJbTAThl 0CBOCHHS AUCLHHMILIHHDI:
B pamkax mporpamMmbl yueOHONW TUCIUILUIMHBI OOYYAOIMMUCS OCBAUBAIOTCS YMEHUSI U 3HAHUS

Kon YMenus 3HaHuA
IIK, OK
OK 04 OPraHN30BbIBATE PAOOTY KOJICKTHBA U IICUXOJIOTMUECKHE OCHOBHI IEATENBHOCTH
KOMAaHbl; B3aMOJICHCTBOBATD C KOJUJICKTHBA, [ICUXOJIOTHIECKHE 0COOCHHOCTH
KOJLICTaMH, PYKOBOACTBOM, KITHCHTAMH B JUYHOCTH;, OCHOBBI
x07¢ podheCCHOHATTBHOU ACSATEIBHOCTH MPOCKTHOH ACATEIbHOCTH
OK 08 HCTIONB30BaTh (QU3KYIBTYPHO- poab PU3NICCKOH KYIBTYPHI B
03J0POBHUTECIBHYIO ACATCIBHOCTE IS OOIICKYIBTYPHOM, TIPO(ESCCHOHATBEHOM U
JIP1-JIP17 YKPETUICHUS 300POBbsI, TOCTHXKCHUS COIMAJIbHOM Pa3BUTHHU YECJIOBEKA, OCHOBBI
JKH3HCHHBIX U MPOPESCCHOHATBHBIX 300POBOTO 00pa3a >KH3HU; YCIOBHS
LEJICH; MPUMEHSTh PAHOHATBHBIC po¢eCCHOHANPHON ACATCITBHOCTH U 30HBI
MPUECMBI ABUTATCIBHBIX (DYHKIHN B pHcKa PpHU3MIeCKOro 300POBhS IS
poheCCHOHANBHON ACATCIIBHOCTH, mpodeccuu (CeuaIbHOCTH), CPEACTRA
MOJTB30BATHCS CPEACTBAMU NpO(HUIAKTHKY IIEPEHAPSDKEHHSI
PO HUIAKTHKY TIEPEHAPSDKCHHSL,
XapakTepHBIMH 1T JaHHOU npodeccnn
(cueuMaIpPHOCTH)

2. CTPYKTYPA U COAEPKAHUE YUEFHOU JUCIUILIAHBI

2.1 O0bem yueOHOM JHMCUMIIIMHBI M BHABI y4eOHOH padoThl

Bug yueGHoii padoTb1 O0bem B yacax
O0bem o0pa3oBaTeIbHOM NPOrpaMMbI Y4eOHOH AUCHUITHHBI 185
BT. 4.

TCOpPETHICCKOE 00yUCHHE 2
MPAKTHYCCKUE 3aHATHS (€CITH MPEAYCMOTPEHO) 118
camocTosTeIbHAs paboTa 57
IIpomexyTouHnasi arTecTauusi B popme

3aueTa 6
auddepeHHPOBAHHOIO 3aUeTa 2




2.2 TemaTnueckuii niiad u coaepkanue yueoHoi aucuunannbl CI'.04 «®Pusnyeckas KyJbTypa»

Oobem, Koapl
HaumenoBanue Coaepxanue yueOHOro Mmatepuasa u (opMbl OPraHU3ALMY JesITeIbHOCTH  [AKaJ. YACOB| KOMIeETeHIHUI,
pa3aesioB H TEM o0yyaromuxcst (popmuposanuro
KOTOPBIX
crnoco0cTByeT
3JIEMEHT
NPOrpamMmsbl
1 2 3 4
Yacts 1. Ocnosbl 3nanuii no pusuueckoil Kyjiomype
Pazgen 1. TeopeTuueckuil 2
Tema 1.1. Dusnueckas KyJbTypa B OOLIEKYJIbTY PHOH 1 MPodheCCHOHANBHOM MOATOTOBKE 2 OK 04 OK 08
cryaenToB. ColpanbHO-0MOIOrnYeckne OCHOBBI (PU3NIECKOH KyIbTypbl. OOmmast JIP1-JIP17
(busnveckas u crieruaibHast MOArOTOBKA B CUCTEME (PU3NIECKOTO BOCITUTAHUS.
OcHOBBI 3710poBOTO 00pa3a sku3HU. Pu3nUecKas KyJbTypa B 00€CIIEUeHNUH 310POBBsI
Yacts 2. Ilpaxmuxa gpusuueckoil Kyibmypul
Pasznea 2. Jlerkasi atyieTuka 16
Tema 2.1. Crpunrepckuii 6er. CTapThl U3 Pa3TUYHBIX HCXOAHBIX MOJ0XKeHUH. CTapTOBBIN 4 OK 04 OK 08
pasron. ber 60 u 100 meTpoB. Pa3BuBaTh CKO-pPOCTHO-CUIIOBBIE KAYECTBA. JIP1-JIP17
Yuem 6eca 100 mempos na pezynrsmam.
Tema 2.2. [TppiKOK B mMHY ¢ MecTa. MHOrockoku. UenmHouHbii Oer. CrienanbHble OETOBbIC U 4 OK 04 OK 08
[IPBIKKOBBIC YIIPAKHEHNs. Pa3BUTHE CKOPOCTHO-CHIIOBBIX Ka4€CTB. JIP1-JIP17
Yuem npwioicka 6 onuny ¢ mecma na pesyiomam.
Tema 2.3. KpoccoBast moarotoska — Oer B paABHOMEPHOM U TEPEMEHHOM TeMIIe. Y CKOPEHHE. OK 04 OK 08
DuHumuposanue. Passurre BEIHOCIUBOCTH. 4 JIP1-JIP17
Yuem: 6ee 1000 mempoe ¢ yuemom epement,
be2 2000 mempos 6e3 yuema epemenil.
Tema 2.4. Dcradernslii 6er. CriennanbHble OEroBbIe H MPBIKKOBBIC YITPAKHEHHS. Pa3BuBarh 4 OK 04 OK 08
KOHIULIHOHHBIE CIIOCOOHOCTUH BHIHOCJIUBOCTD. JIP1-JIP17

Koumponvrnoe mecmuposanie 0ist OyeHKu huzuieckoii ROO20MmMoGJIeHHOCII.




Paznen 3. O6mas pusnyeckasi NOAroToOBKa 27
Tema 3.1. CunoBast moaroroska. O0mepa3BUBAOINNE YIPAKHEHUS C TSDKEIBIMA MSTYaMU. 4 OK 04 OK 08
KpyroBasi Tp€HUPOBKA JJIsl PA3BUTHSI CHJTBI HOOIIEH BBIHOCIUBOCTH. JIP1-JIP17
Tema 3.2. CKOpPOCTHO-CHJIOBAsI MOATOTOBKA. BapuaHTs! ueHouHoro Oera. Kommeke 4 OK 04 OK 08
YIIPA>KHEHUH U1l Pa3BUTHUS CUJIBI JIP1-JIP17
1 ObICTPOTHI. [IPBIKKH CO CKAKAJIKOM.
Tema 3.3. Kpyrosas TpeHuposka. OPY. berosbie u MpblKKOBbIE yIIPaKHEHUs. JcTadeThL. 4 OK 04 OK 08
[Konmponsrnoe mecmupogsanie 015 OyeHKU Pu3nuueckoil NO020moe1IeHHOCHU JIP1-JIP17
(xoHTpONBHAs paboTa)
Camocmoamenvnasn paboma obyuarouuxca: 15
3yueHue GopM U conepskaHUsl CAMOCTOATENbHBIX 3aHITHIHA.
Oprasmusanys CaMOCTOSITENIbHBIX 3aHATHH (PU3NIECKUMHU YIIPAXKHEHUSMH Pa3InIHON
HarpasiaeHHOCTH. M3yueHue XapakTep COAEpKaHMs 3aHATUH B 3aBUCHUMOCTH OT
BO3pacTa. [ paHUIBI HHTEHCHBHOCTH HATPY30K B YCIOBHUSIX CAMOCTOSITEIIbHBIX 3aHITHH
y JIMLI Pa3HOTO BO3pacTa. B3anMoCBsI3b MeXXly MHTEHCUBHOCTBIO HATPY30K U YPOBHEM
(bM3MUECKOl MOArOTOBIEHHOCTH.
Pasznea 4. I'uMHacTHKA C OCHOBAMM AKPOOaTHKH 30
Tema 4.1. Ctpoesble yripaskHeHus. OO1epasBUBarOLINE VITPAXKHEHUS HA MECTE U B IBHIKEHUU 4 OK 04 OK 08
Oe3 mpeaMeToB. YIpakHeHUsI B apax. Pa3BuBaTh CUIOBBIE CLIOCOOHOCTH U JIP1-JIP17
KOOPIMHALHIO.
Tema 4.2. O01mepa3BUBAOIINE YIIPAKHEHHS C TIPEIMETaMI, KOMOMHAIINH YIIPAXKHEHHH ¢ 4 OK 04 OK 08
o0pyYaMu, CKakaJkon, MauaMu. Pa3BUBaTh CKOPOCTHO-CUIIOBbIE CLIOCOOHOCTH. JIP1-JIP17
Tema 4.3. OO01mepa3BUBaIOIINE YIIPAKHEHHS C TIOBBILIEHHON aMIUTUTY AOH ISl PA3TMYHBIX 4 OK 04 OK 08
cycTaBoB. YIpakHeHHs ¢ mapTHepoM. Pa3BuBaTe THOKOCTE. JIP1-JIP17
Tema 4.4.  |YnpaxxHeHHs B paBHOBECHUHU U yIIOpaxX HAa THMHACTHUECKON ckaMeiike. Y mpakHeHUs] 4 OK 04 OK 08
Ha CONPOTHUBJICHUE. JIP1-JIP17
Tema 4.5. AkpobaTudeckue 3JieMeHThl. Xopeorpadudeckas pasmunka. CoenruHeHne 4 OK 04 OK 08
PA3JINYHBIX 3JIEMEHTOB B CBSI3KU. Pa3BUBaTh KOOPAWHALIMIO M THOKOCTb. JIP1-JIP17
Yuem mexnuxu evitnoanenus axpodamuyeckoil C653KU U YNPAXiCHEeHUsL 8 PAGHOGECU.
CamocTosiTe/ibHAS padoTa 00yYAIOIIUXCH: 10

— TIpopaboTka v COBEPIIEHCTBOBAHIE TEXHUKH U3yYaEMbIX JIBUTATEIbHBIX
e CTBUIA.

— 3aHATUS B CIIOPTUBHBIX CEKIUSX MO JIETKOU aTJIETHKE.

— Yu4actue B COPEBHOBAHUAX U JPYTUX CIOPTUBHBIX MEPONPUITHUSX.

3aerHJ'IeHI/Ie 1 COBCPLICHCTBOBAHUEC KOMILJICKCA peHaKcaL[HOHHOP'I I'MMHACTHKH.




Pasznea S. HacTtobHBIH TEHHHC 12
Tema S.1. Texnuueckue npuemel. Mrposast cToiika 1 nepeaBUKEHUs y CTOJIA, [T0/laya, HaKaT, 4 OK 04 OK 08
«noape3Kkay. Pa3BuBaTh ObICTPOTY. JIP1-JIP17
Tema 5.2. TakTuueckue neiictsus. Urpa B HananeHuu, urpa B 3amure. [lpasuna urpel B 4 OK 04 OK 08
HACTOJIbHBINA TeHHUC. YueOHast urpa. Pa3BuBaTbObICTPOTY U PEAKIHIO. JIP1-JIP17
Tema 5.3. CoderaHue NpueMoB, TEXHUKO-TaKTH4YeCKUX AeiicTeuil. [IpueM-nepenaua, OK 04 OK 08
Hanaamui yaap. Y4eOHO-TpeHHPOBOYHAS UTPa. 4 JIP1-JIP17
Pa3BrBaTh KOOPAUHALIMOHHBIE CIIOCOOHOCTH.
Yuem mexnuxu nooau, npuem-nepeoaua, nanaoarwuii yoap, sauuma.
Pasnea 6. HleiinuHar 44
Tema 6.1. Purmudeckas ruMHacTika. CtunuzoBaHHble koMiiekcbl OPY u TaHueBaibHbIE 4 OK 04 OK 08
ITBUZKEHHSI. JIP1-JIP17
Tema 6.2. Komrmuiekce o01mepa3BIBaOIIEro XapakTepa o aHATOMUYECKOMY TIPUHIIUITY . 4 OK 04 OK 08
YTipaskHeHUsT AJ1s1 MBIIII] TYJIOBUIIA, CITUHBL, MO-3BOHOYHHKA, OPIOIIHOTO TIpecca, JIP1-JIP17
MBI HOT.
Tema 6.3. Kommnexc OPY ¢ nokajabHBIM BO3J€ICTBHEM HA OCHOBHBIE MBILLIEYHbIE IPY IIIbL 2 OK 04 OK 08
JIP1-JIP17
Tema 6.4. KoMIekc yrnpaxHeHUH C OTSAroIleHUeM. Y IPaKHEeHUs C TaHTENIAMU. Y IPaKHEHUsI C 4 OK 04 OK 08
MAPTHEPOM. JIP1-JIP17
Tema 6.5. Koppurupyroiias rumHacTuka. KoMIiekc yrpaxHeHuH ednuHra no 4 OK 04 OK 08
KoppekTuposke Gurypsl. KoMriekcer oOiepasBuBaro- JIP1-JIP17
L1110 BO3AEHCTBHUS.
Tema 6.6. [TpodunakTrka MPaBUIBHONH OCAHKU U M3SIITHON MOX0oaku. KoMIuteke ynpakHeHH 6 OK 04 OK 08
IMJIs1 MBILIL] CIIMHBI U HOT. JIP1-JIP17
Tecmoguvie ynpadicneniist Ho oyenke 2UOKOCmU i ROOGUICHOCHIU 6 CYCIIABAX.
CamocTosiTe/ibHAS padoTa 00yYAIOIIUXCH: 20
Pazpurne Qpr3nuecKknx Ka4ecTB B MPOLECCE HHANBHY AJIbHBIX 3aHSATHIHA
(bU3NYECKUMHU YIIPAKHEHUSMH.
Paznen 7. Aspoduka 54
Tema 7.1. Beenenue B a3poOuky. ba3zoBbie maru Kjaccu4eckoi adpoOuKy, COSTMHEHUE UX B 2 OK 04 OK 08
[POCThIC KOMOWHALINU. JIP1-JIP17
3aHATHs ¢ HU3KON yapHOIN Harpy3Kom.
Tema 7.2. Knaccuueckast aspobuka. TaHIEBaIbHBIE SIEMEHTBI H O0JIee CIIoXKHAas Xopeorpadust. 4 OK 04 OK 08
Pa3zHooOpa3ue cTUaM3aLMi. 3aHATUsICPEHEH HHTEHCHBHOCTH. JIP1-JIP17




Tema 7.3. O01mepa3BUBAKOINNE YIIPAKHEHUS B TIOJIOKEHUU CTOS, CUJIS, JiexKa. Y IPaXKHEHUS JJIs 4 OK 04 OK 08
PYK U IJIEYEBOrO Nosica. Y MPaKHEHU A TYJOBUILA U LIEH. Y NP KHEHU JJIs1 HOT. JIP1-JIP17
Tecmossie YnpascHenus Ha cnuny, 2UOKOCHIb.
Tema 7.4. Ddutdon. Cuosas a3pobuka Ha BCE OCHOBHBIC MBIIIEYHBIE TPYIIITHI C 2 OK 04 OK 08
HCTIOJIB30BAHUEM Pa3IMYHOTO 000pynoBanusi. KOHTposb-Has padoTa. JIP1-JIP17
Tema 7.5. Aspobuka ¢ ncnonb3oBaHneM cren-mardopmel. bazoseie marn cren aspoOuk. 4 OK 04 OK 08
CoearHEeHNE UX B MPOCThIC KOMOWHALIHH. JIP1-JIP17
Tema 7.6. Crem-aspobuka Ha OCHOBE XOpeorpadpuu CpeaHel CIOKHOCTH, COCTABICHUE 2 OK 04 OK 08
A3JIUYHBIX KOMOMHAIUN TTO a3pOOUKeE. JIP1-JIP17
Tema 7.7. KamnaneTnk (KOMIUIEKC yIIPaXKHEHUH TSl BCeX YacTel Tena). Y mpakHeHUs U3 4 OK 04 OK 08
Pa3IMYHBIX BUAOB BOCTOYHBIX THMHACTHK UCITEUAIBHBIX IBIXATEIbHBIX JIP1-JIP17
MIPAKHEHUI.
Tema 7.8. [Munarec. YnpaxkHeHUs] HA KOPPEKLIUIO OCAHKH, YKPeIIeHHEe BHY TPUMBILIEYHOTO 4 OK 04 OK 08
KOopceTa, MpopadoTKa MOBEPXHOCTHBIX U IITy- JIP1-JIP17
OUHHBIX MBIIIILI,
Tema 7.9. CtperdynHr. YHpakHEHUs HA pa3BUTHE TMOKOCTH, YBEJINYECHUE CTETICHN 4 OK 04 OK 08
[MOJBUKHOCTH CYCTaBOB. JIP1-JIP17
Tecmossie ynpasicHenust no oyenke 2u6KOCmu U HOOBUNCHOCIU 8 CYCIAGAX.
Tema 7.10. Mukc-aspobuka. DIeMEHTBI U3 Pa3HBIX CTUJICH a3pOOUKH. 2 OK 04 OK 08
Tecmuposanue cuio6oii NOO20MOoGKIL. JIP1-JIP17
Tema 7.11. DutHec B oduce. YnpaxkHeHUs 17151 pabOTAOIINX B TIOJIOKEHUN CHUIS. 2 OK 04 OK 08
b depeHITNPOBAHHBIN 3a4eT. JIP1-JIP17
CamocTosiTe/ibHAS padoTa 00y4AKOIIHXCH: 12 OK 04 OK 08
B bINOTHEHNE KOMIUIEKCOB YITPAXXHEHUH, MOBBIIAIOLINX pabOTOCIIOCOOHOCTD B JIP1-JIP17
M30paHHON MPO(eCcCHOHANBHON AeSITETPHOCTH B TEUSHHE THS, B XOJIe
nenarorndeckoi MpakTHKY, B CBOOOTHOE BpeMsI
[TpomMe:xyTOUYHAs aTTecTalus - 3a4eT 6
[MpomesxyTounas arrectanus — JuddepeHnpoBanHblii 3a4eT 2
Bcero: 185




3. YCJIOBUS PEAJIM3ALIMHA ITPOT'PAMMBI YUEBHOM JACHUATLINHBI

Jlns peanuzanivi MPOTrpaMMbl YYeOHOW MUCHUIUIHHBI JOJDKHBI OBITh TPEAYyCMOTPEHBI
CIEYIOIINE CIIeIINAIbHbIE TOMEIeHUS:

Kabuner « CnopmueHviii KOMNIEKC», OCHAIICHHBIN

- 000OpyNOBaHUEM. CUMHACMUYECKUE KOBPUKHU, MAYU, CKAKAIKU, (pummuec-pe3unKu, 600udapsi,
anmenit, mANCeble MAYU, MYl O/ist DOTLULO2O MEeHHIUCA,

-  TEXHUYECKUMU CpeIACTBAMU OOYUEHUS: MY3bIKANbHYIH YeHmp, CeKyHOoMmep,
ugpposassuoeoxamepa, yudposoii pomoannapam, Komnsiomep.

HudopmannonHoe o0ecrieueHne peaaTu3alii NPpoOrpaMmmbl

[Tepeuenp pekoMeHayeMbIX yueOHbIX n3naHuil, IHTepHET-pecypcoB, JOMOIHUTENbHON
JUTEPATYPHI:

Oobs3aTesbHBIE EYATHBIE H3AAHUS:

1. dusnueckas KynbTypa: ydeOHOe mocodue sl cpeaHero mnpodeccroHaIbHOTro
obpaszosanus / E.B. Koneesa [u ap.] ; mox penakuueti E. B. Koneesoii. — 2-e usn., nepepad. u
non. — Mocksa: M3narensctBo FOpaiit, 2021. — 599 ¢. — (IlpodeccuonanbHoe oOpa3oBaHue).
— ISBN 978-5-534- 13554-1.

2. AnmnsnoB, FO. H. ®@usuueckas KyjbTypa: y4eOHUK Jii  CPEIHEro
npodeccuonansHoro obpasosanus / 0. H. AnnsHos, Y. A. ITucbmeHckmii. — 3-e u3z., UCTHp.
— Mocksa: U3natensctso FOpaiit, 2021. — 493 ¢. — (IIpodeccronanpaoe odpa3zoBaHue). —
ISBN 978-5-534-02309-1.

3. Mymnep, A. b. ®usnueckas KyabTypa: YUeOHUK U MPAKTUKYM ISl CPEIHETO
npodeccuonanapHoro obpasosanus / A. b. Mymnep, H. C. {snnukuna, FO. A. Boramenko. —
Mocksa: HUznatensctBo KOpaiit, 2021. — 424 ¢. — (IIpodeccuonanapHoe 0OpasoBaHue). —
ISBN 978-5-534- 02612-2.

4. Bypyxun, C. ®. Meroauka oOyueHHs (PU3HUECKOW KyJbType. THMHACTHKA!
yaeOHoe mocodue st cpenHero npodeccuonanbroro oodpasosanusi / C. @. bypyxun. — 3-¢
u3n., ucnp. u gon. — Mocksa: Usnarensctso FOpaiit, 2021. — 173 ¢. — (IIpodeccuonanbuoe
obpazosanue). — ISBN 978-5- 534-07538-0.

JlonoTHUTEIbHbIE HCTOYHHKH!

1. dusnueckas KynbTypa: yueOHOe mocodue sl CpeaHero npodecCHOHATBHOTO
obpaszosanusi / E. B. Koneesa [u ap.]; nox penakuueii E. B. Koneeroii. — 2-e usn., nepepad. u
non. — Mocksa: Uznatenbctso FOpaiir, 2021. — 599 ¢. — (IlpodeccuonansHoe oOpa3oBaHue).
— ISBN 978-5- 534-13554-1. — Texkcr: anextponHHsIi // OOpazoBarenbHas miaardopma KOpaiit
[caiiT]. — URL: https://urait.ru/bcode/475342.

2. AmnsHoB, 0. H. ®@usmueckas Kyabrypa: YyueOHUK [UII  CPEOHETro
npodeccuonansHoro obpasosanus / 0. H. Annsnos, . A. ITucbmeHckwii. — 3-e u3z., UCTp.
— Mocksa: U3natensctso FOpaiit, 2021. — 493 ¢. — (IIpodeccuonanbroe odpasoBaHue). —
ISBN 978-5-534-02309-1. — Tekct: snextponssii // OOpazoBatenpHas ruatdopma FOpaiir
[caiiT]. — URL: https://urait.ru/bcode/471143.

3. Mynnep, A. b. ®usnueckas KyabTypa: YueOHUK U NPAKTUKYM ISl CPEIHETO
npodeccuonanbHoro obpasosanusi / A. b. Mysnep, H. C. Jsanuukuna, FO. A. boramenko. —
Mocksa: UsnatensctBo FOpaiit, 2021. — 424 ¢. — (IlpodeccuonansHoe odpazoBaHue). —
ISBN 978-5-534-

y


https://urait.ru/bcode/475342
https://urait.ru/bcode/471143

02612-2. — Tekcr: osnektpoHHbld // OOpasoBarenpHas tiarpopma IOpaiir [caiit] — URL:
https://urait.ru/bcode/469681.

4. bypyxun, C. ®. Meroguka oOyueHust (puU3MUecKkor KyiabType. I'mMHacTuka: ydeOHOE
nocodue anst cpepHero npogeccruoHanbHoro obpasosanusi / C. @. Bypyxusn. — 3-e u3n,, HCIp. U JOI. —
Mocksa: U3narensctso FOpaiit, 2021. — 173 ¢. — (IIpodeccnonansHoe odpasosanue). — ISBN 978-5-
534-07538-0. — Tekct: snextponnblii // ObpasosarenpHas tuiardgopma FOpaiit [caiit]. — URL:
https://urait.ru/bcode/471782.

DNeKTPOHHbIE U3IAHUS
1. IHHUT CT'AY ®opma nocryma B MuTepHete: http://cnit.ssau.ru
2. OoOpa3osarenbHas matdopma FOpaiit https://urait ru



https://urait.ru/bcode/469681
https://urait.ru/bcode/471782
http://cnit.ssau.ru
https://urait.ru

4. KOHTPOJIb M OIEHKA PE3Y.JIbTATOB OCBOEHUS
YYEBHOM JUCIHUATLTHHBI

Pezynomamept odyuenus

Kpumepuu oyenxu

Memoost ouenku

3uanusa:

dusznueckas KynpTypa B 00-
HICKYBTYPHON U MpodecCHoHaIb-
HOM MOATOTOBKE CTYJACHTOB.

3HATh OCHOBHI (PHU3HUECKON
KYJIBTYPBI, €€ CYIIHOCTh U
uecaaocTH. IMETh MpeacTas-
JCHHUE O CTPYKTYPE mpodec-
CHOHAJIBHO-THYHOCTHOTO
pasButus B nporecce husn-
YECKOTO BOCITUTAHUS.

KonTpombHBIC 3a0aHUS, TCCTHI,
CaMOCTOATENbHAS paboTa

CoumaspHO-OHOJIOTHUECKUE OCHO-
BBl (PH3UYECKOM KYIBTYPEL.

3HaTh cpeacTa PU3NICCKOH
KYJBTYPHI U CIIOPTa B COBEP-
M EHCTBOBAHHUN (I)YHKLII/IO-
HaJIbHBIX BO3MOXKHOCTEH Op-
ranuzma. IMeTh ipeacTasic-
HHUE 0 CIOCO0aX MOBBILICHUS
YCTOHYHBOCTU OpraHUu3Ma
YCJIOBCKA K PA3INIHBIM
YCJIOBUAM BHCITHCH CpCAbl.

KonTpombHBIC 3a0aHUS, TCCTHI,
camocTosTebHAs padoTa, HAOIO-
JCHUC.

OcHOBBI 310pOBOTO 0Opa3a KU3HH.

dusnueckas KynbpTypa B obecre-
YUCHUU 300POBBA.

3HATH OCHOBHBIC COCTABIISI-
rorue 302K u TpeGoBanust k
cro opranm3armu. [ToHnvmaTs
3HAYCHUC CAMOBOCITHTAHUSA U
CaMOCOBCpH.IeHCTBOBaHI/IH B

30X.

KonTpombHBIC 3a0aHUS, TCCTHI,
camocTosTebHAs padoTa, HAOIO-
JICHUC

Icuxoaoruueckue OCHOBBI yueO-

HOT'O TPyJa U UHTEJUIEKTYaIbHOM

aesrenpHocTH. CpeacTsa dusmte-
CKOH KyJIbTYpPBI B PErYIUPOBAHUN
PaboTOCOCOOHOCTH.

3HaTh OCHOBHBIC PHYHHEI
HU3MECHEHUS TICHXodu3nIe-
CKOTO COCTOSIHHS B ICPUOJ
CCCCHH, & TAKXKE KPUTCPHU
HECPBHO-IMOLIHOHABHOTO
YTOMJICHHSL.

KonTpombHBIC 3a0aHUS, TCCTHI,
camocTosTebHAs padoTa, HAOIO-
JCHUC.

Oomas pusndeckas u Creuab-
Has MOATOTOBKA B CUCTEMC (I)I/ISI/I'
YECKOTO BOCITHUTAHHS.

3HaTh LEIH U 334241 00LeH
U CIICLMATBHON (BU3NICCKON
MOJATOTOBKY, (pr3uieckre
CIMOCOOHOCTH YETIOBEKA U UX
coseprucHcTBOBaHME. MIMETh
MPEACTABICHHUE 0 hopMax u
MeToAax (pu3HIecKoro Boc-
ITUTAHUA.

KonTpombHBIC 3a0aHUS, TCCTHI,
camocTosTebHAs padoTa, HAOIO-
JCHUC.

[IpodeccrnonansHo-MprKIaIHAS
(duznUCccKas MoArOTOBKA.

3HaTh CPEACTBA U METO/IBI
HAIPABJICHHOTO (POPMUPOBA-
HUSL: PoECCHOHATBHO 3HA-
YUMBIX IBUTATCIIBPHBIX HABbI-
KOB, MPO(ECCHOHATEHO BaXK-
HBIX (I)I/ISI/I‘ICCKI/IX U IICUXUIC-
CKHX Ka4eCTB, & TAKKE METO-
JIbl YCTOMYUBOCTH K mpodec-
CHUOHAJIBHBIM 3a00/ICBAHUSIM.

KonTpombHBIC 3a0aHUS, TCCTHI,
camocTosTebHAs padoTa, HAOIO-
JCHUC.




IpaBuna 6a30BbIX BUAOB CLIOPTA

3HaTh TCXHUKY U IIpaBUJIa
HU3y4aCMBbIX BUIOB CriopTa.

KonTtpombHbIE 3a0aHUS, TCCTHI,
CaMOCTOATENbHAS paboTa

YMmeHnus:

UcnonpzoBanue $puznueckon
KYJIBTYPH B OPTaHH3ALHA 300P0-
BOr0 00pasa KU3HU U AKTUBHOTO
OTIBIXA.

VYMeHHC HCOTB30BATE Pas-
HOooOpa3Hbic (POPMBI U BHIBI
(UBKYIBTYPHOU ACATEIBHO-
CTH AJIsl OPraHU3aLMH 310PO-
BOro 00pasa sKU3HHU, AKTHB-
HOTO OTIbIXa U JOCYTA;

OHGHKa TCXHHUKH, CAa4a KOH-
TPOJIbHOI'O HOpMAaTuBa, MPaKTUIC-
CKHC 3aHSTHUS, BHCAY JUTOPHAS Ca-
MOCTOSTENbHAA padoTa, 3a4ET

[Nopaep:kanue paboTOCIOCOOHO-
cTH 1 npo(duIakTika npodieM co
3A0POBBEM.

BragcHne CoBpeMCHHBIMU
TEXHOJOTHAMH YKPCILICHUS 1
COXPaHEHHUS 300POBbSL, MO~
JeprKaHus paboTOCIOCOOHO-
CTH, IPOPIIAKTUKH TIPSy~
MPEKACHUS 3a00ICBAHUH,
CBSI3AHHBIX C YUCOHOH 1 mpo-
W3BOJICTBCHHOU ACATCIBHO-
CThBIO;

OHGHKa TCXHHUKH, CAa4a KOH-
TPOJIbHOI'O HOpMAaTuBa, MPaKTUIC-
CKHC 3aHSTHUS, BHCAY JUTOPHAS Ca-
MOCTOSTENbHAA padoTa, 3a4ET

OcyIecTBICHHE CAMOKOHTPOIS
MIPH 3aHATHSX CIOPTOM U (r3ude-
CKUMH YIPAKHCHUAMHA

Brnagenue OCHOBHBIMH CIIO-
cobaMu CaMOKOHTPOJTSI HHIU-
BUyanbHBIX IIOKA3aTEICH
300POBbS, YMCTBEHHOU U (H-
3UYECKOH PaboTOCIIOCOOHO-
cTH, GPU3HICCKOTO PA3BUTHA U
(PU3UUICCKUX KAUCCTE,

OHGHKa TCXHHUKH, CAa4a KOH-
TPOJIbHOI'O HOpMAaTuBa, MPaKTUIC-
CKHC 3aHSTHUS, BHCAY JUTOPHAS Ca-
MOCTOSTENbHAA padoTa, 3a4ET

Braacunue puzruecKkumu yopax-
HCHUSIMH Pa3HOH (PYHKIHOHAIIb-
HOW HaNpaBJICHHOCTH

Bragenue dpusznucckumu
YIPOKHEHUSIMH PAa3HOU
(hYHKLHOHATBHOH Hampas-
JICHHOCTH, UCTIONIb30BAHHE UX
B PEKHUME YICOHOH U TIPOH3-
BOJACTBCHHOU ACATCIBHOCTH C
LENBIO NPOQHUIAKTHKH Tiepe-
VTOMIICHHS U COXPAHCHHUS
BBICOKOU pab0TOCMOCOOHO-
CTH;

OHGHKa TCXHHUKH, CAa4a KOH-
TPOJIbHOI'O HOpMAaTuBa, MPaKTUIC-
CKHC 3aHSTHUS, BHCAY JUTOPHAS Ca-
MOCTOSTENbHAA padoTa, 3a4ET

BJ'Ia,,Z[eHI/IC TCXHUYCCKUMMU MPUC-
MaMH U ABHUT'aTCIbHBIMH ,Z[GI\/'ICTBI/I-
aMHU 0a30BbIX BUAOB CIIOPTA.

BrnageHnue TeXxHUUECKUMU
MPUEMaMH U JBUTATCIbHBIMU
JeHCTBUAME GAa30BBIX BHIOB
CIOPTA, AKTUBHOE MPUMCHE-
HHE UX B COPEBHOBATEIbHOU
JESATEIBHOCTH, TOTOBHOCTHU K
BBITIOJTHEHHUIO HOPMATHBOB

I'TO

OHGHKa TCXHHUKH, CAa4a KOH-
TPOJIbHOI'O HOpMAaTuBa, MPaKTUIC-
CKHC 3aHSTHUS, BHCAY JUTOPHAS Ca-
MOCTOSTENbHAA padoTa, 3a4ET




ITpunoxenue 4.5
K OOII o crienuanbHOCTH

46.02.01 /lokymenmayuontoe obecnevenue ynpasieHus u apxueoeeoeHue

MUWHHUCTEPCTBO OBPA30BAHMA 1 HAYKU PECITYBJIMKHU JATECTAH
TlocynapcTBenHOE Or0KeTHOE MpodeccroHaNbHOE 00pazoBaTebHOE yupekaeHue PecryOnvku

Harecran «Komnemxk MmamunocTpoenus u cepuca uMm. C.OpkoHUKHUI3E

PABOYAS TIPOTPAMMA YYEFHOM JTUCIATLINHBI

CT'.05 OcHoBbI OepexJNBOro NPOU3BOACTBA
Kon n HanMeHOBaHUe€ CIELIUAbHOCTH:

46.02.01 JJokymeHTarmoHHOE oOecrieueHne YIpaBieHUs H apXUBOBEICHUE

Bxozsuieil B cocraB YI'C 46.00.00 McTopus u apxeosorus

Ksanudukaryst BTy CKHUKA!

CrneuuajucT no 10KyMeHTAIIHOHHOMY 00ecrie4eHHI0 YIIPABJIEHHS U APXUBHOMY eIy

Kacmouiick 2023r.



OJOBPEHO YTBEPXIAIO

LlvknoBoi KOMHCCHEH 9KOHOMUYECKHX 3am. aupekropa no y4eGHo-
JUCUMIUTHH METQAHUYECKOi pabote
g =\ - y s ‘_ ,f__
Mpotokon Ne 7% or «20n L& 2023, 7/ I'acanoBa M.M.

HpﬂencenaTenb K _
A _ .
/{ ~"OcmanoBa XX.M. «2C 4 2023,

PaGouas nporpamma  yueGHol pmucummunbel  «CI.05 OcHOBBI GepexJIMBOro MPOU3BOACTBA»
pa3zpaboTaHa Ha OCHOBE:

- QenepanbHOro rocyaapCTBEHHOro oOpa3oBaTeNbHOrO CTaHAAapTa CpeaHero NpodeCcCHOHATBHOTO
ofpaszoBanna mo cneuuanbHoctH 46.02.01 «JlokymeHTaLMOHHOe oOOecrieueHHe ympaBieHHd H
apXHBOBE/ICHHE», BXOAALIEH B COCTAaB YKPYNHEHHOH rpynnsl cneunanbHocTeil 46.00.00 Hcropus u
apXeosiorus, yTBEPXKAEHHOro npukazoM MuHoOpHaykun Poccum Ne 778 ot 26 asrycra 2022 r.
(3apeructpuposaHo B Mustocte Poccun 30 centsabps 2022r. Ne 70318);

¢ yueTom:

[TpumepHOi OCHOBHOI 00pa3oBaTeNbHOM MpOrpaMMbl MOATOTOBKM CHELHAMCTOB CPEAHEro 3BEHA MO
cneunansHoctn  46.02.01  JlokymeHTauMoHHOe ofecriedeHHe YNpaBNeHHS H  apXHBOBEAEHHE,
yTBepXKIACHHOH MnpoTokonoM DeaepanbHoro yuebHo-MeToanueckoro obveannenus no YITIC 46.00.00
or 06.10.2022 r. Ne 4 (3apernctpHpoBaHO B roCyIapCTBEHHOM DEECTPE MNPHUMEPHBIX OCHOBHBIX
obpazoparenpHbIX nporpamM [Ipukaszom OI'BOY IO UPITO Ne 70 I1-1620t 07.04.2023),

B COOTBETCTBHH C pabounM yueGHbIM IU1aHOM Komemka Ha 2023/2024 yue6Heblit rog

PaspaboTunkn:
- PamazanoBa I1.A. - npenoaasatens I'BIIOY PJ] «Konnemx MalIMHOCTPOEHHUS U CEPBHCA UM,

C.OpmxoHUKHAZEN;

© Pamazanoga [latumar A6xyiaesHa 2023

= I'BITOY P11 «Konnemx MammHocTpoeHus u cepuca uM. C.Opmronukuaze» 2023



COJAEPXAHUE

. OBIIASI XAPAKTEPUCTHKA PABOYEHN ITPOT'PAMMBI
YUYEBHOM JUCHOUILINHBI

. CTPYKTYPA U COJAEPKAHHUE YUEBHOI TUCIUATLINUHBI
. YCJIOBHUSA PEAJIN3ALIIMY YYEBHOMN JUCHUIIHHBI

. KOHTPOJIb M OLIEHKA PE3YJIbTATOB OCBOEHUS YYEBHOI1
JUCHUILINHBI



1. OBIIASI XAPAKTEPHCTHKA PABOYE ITPOTPAMMEI
YUEBHOI AUCIHUAILIUHBI
CI'.05 OCHOBBI BEPEKJIMBOIO MPON3BO/ICTBA

1.1. MecTo AMCUMIIVIMHBI B CTPYKTYPe OCHOBHOM 00pa3oBaTe/ibHOI NPOrpamMmbi:

YuebHast nucruruinHa « OCHOBBI O€peKIMBOTO MPOU3BOICTBA» SIBISIETCS O0s13aTEIbHON
4aCTbIO COLIMAJIbHO-TY MaHUTAPHOTO LUKJIa oOpa3oBaTenbHON MPOrpaMMBl
B cootBercTBUH ¢ PI'OC CIIO mo cnenmansaocTH 46.02.01 JIoKyMEHTAIMOHHOE OOeCIeYeHue
yIIpaBlIeHUs U apXUBOBEJEHUE.

Ocoboe 3HayeHne auUCHMITIMHA UMeeT npu dopmupoBanun u passutan OKO1, OK 02,
OK 03, OK 04, OK 05, OK 06, OK 09.

1.2. Heab v nu1aHMpyeMble pe3yJbTATbI 0CBOCHHSI AUCUMILIUHDI:
B pamMkax mporpamMmbl yueOHOM AUCHUILTMHBI 00y YatOIIUMUCS OCBAWBAKOTCS Y MEHUS

Y 3HaHUSA

Kon

K. OK Ymvenust 3Hanus
b

OK 01 TUIAHUPOBATD, OPTaHU30BATh U conepskanue u Gopmbl OGepeKITUBOTO
OK 02 MPOBOJUTH MEPOTIPUSITHSI 11O MPOU3BOACTBA,;
OK 03 peanu3aLuy IPUHLUIOB OEPEKITUBOTO | IPUHLMIIBL, METOAB! H HHCTPYMEHTBI
OK 04 NPOU3BOIACTBA, OepeKJIMBOro MPOU3BOJICTBA
OK 05 HOJIE30BATECA HHCTPYMCHTAMU AJTOPUTM BHEIPEHUsI HHCTPYMEHTOB
OK 06 OepexIMBOro MPOU3BO/ICTBA B OepeKJIMBOrO MPOU3BOCTBA B
OK 09 poheCCUOHATTLHON AeSITEIbHOCTH NeATEeNbHOCTD odrica
JIP 6,10

2. CTPYKTYPA U COJIEP)KAHUE YUEBHOU JUCIUILTAHBI

2.1. O6bem yueOHOI JMCUMIINIMHBI ¥ BUABI YU4e0HOIl padoThI

Bupn yueOHoii padoThl Oo0bem B yacax

O6wem 0bpazoBaTenbHO MPOrpaMMbl YIeOHON AUCHUTUINHBI 40

B T.4. B JOpMe MPAKTHUECKOHN MOATOTOBKHU

BT. 4.

TeopeTudeckoe o0ydeHue 22
MPAKTUYECKUE 3aHATHSA 12
Camocmosimensnas paboma 4
IIpomexxyTOouHas arrectauus (3a4er) 2




2.2. TemaTnyeckuii NJIaH U coAep’KaHue Y4eOHOH AUCHHIIINHbBI

Konwi
Oobem, ak. 4. / .
KOMIeTeHI Ui,
B TOM 4HCJIe
(¢popmuposanuro
HaumeHnoBanmue Coaepxanue yueOHoro marepuaa u ¢popmMbl OpraHu3aLMH JesITeIbHOCTH B popme
. KOTOPbIX
pa3fesioB U TeM o0yyaromuxcst NPAKTHYECKO P
crnoco0cTByeT
NMOATr0TOBKH,
3JIeMeHT
aK. 4.
NPOrpamMmsl
Beeanenue TpaguimonHoe 1 OepeKITHBOE TPOU3BOACTBO . [IOHATHS TIPON3BOACTBOY, «pa3AeICHIE OK 01-OK 06
B OepexnBoe TPYIa», KTPAAUIIMOHHOE U OepekINBOe MPON3BOACTBOY. Punocodus «bepexnuporo OK 09
NMPOH3BOACTBO npousBoacTBay. Mctopus GepeskmuBoro npoussonactsa. [Ipoussoacreennast cucrema ToHOThI 40 JIP 6,10
(TPS). Cucrema JIAO Toiiota: 14 npuHIMIIOB MeHEI)KMeHTa KoManuu. neun pasneneHust
Tpyzaa (. Teitnop) u xousetiepHoit coopku (I'. @opx). ITonaruiinelii anmapat u 6a3osas
TEPMHHOJIOTHS OEPEITUBOTO NMPOU3BOACTBA
IIpakTuueckoe 3anstue 1. Ilpoussoncreennas cucrema Toyota: n3yueHne npUHLUUIOB U 5
uHctpymeHToB TPS (ToyotaProductionSystem)
CamocrosiTenpHas pabora 0OyJaromuxcs 1
Pa3zpen 1. ®ujiocodus GepeRJIMBOro NPpoOU3BOACTBA 6/2
Tema 1.1. [MpuHner OepexIMBOro Mpou3BoAcTBa. BzaumooTHomenune 3akazuuk - [locraBuimk OK 01-OK 06
IIpuHIUDBI (TIOJTHOE OCO3HAHKE TOTO, UTO HYJKHO 3aKa3UMKy, MTHOBEHHAsI PEAKLIUsl Ha U3MEHEHHE OK 09
0epexRJINBOro TpeboBaHuii 3aka3uuka). JIroau - camblii IIEHHBINA aKTUB KoMnaHuu. KapTuposaHue moToka JIP 6,10
NMPOU3BOACTBA co3manus neHHoctu. VSM (ValueStreamMapping); mocTpoeHre MpOU3BOACTBEHHOTO MOTOKA 2
Ha pabouem ydactke. OCHOBHBIE XapaKTEPUCTUKN OEPEKIINBOTO MPOU3BOACTBEHHOTO
notoka. ITpuHiumne! 6epeskianBoro npousBoacTsa. KapTupoBBHUE MOTOKA CO3MaHUS
neHHocrel. Berrsrusaromiee (pull), Beirankusaroiee (push) npousBoacTso
Tema 1.2. Buapi u | Bugsl moreps, IX UCTOUYHUKH U CITOCOOBI X ycTpaHeHus. [lorepu: nepenponsBoACTBO, OK 01-OK 06
KkJaaccupuKanus JMIIHUE ABVKEHUS, HEHYKHAsl TPAHCTIOPTHPOBKA, M3JIUIIHNAE 3a1achl, H30BITOYHAS an JIP 6,10
norepb obpabotka, oxxunanue, nepenenka/ Opak. Cucrema 3M: Myna, Mypu, Mypa. Ynpasienue

pabo4rM MPOCTPaHCTBOM




IIpakTuueckoe 3ansTre 2. YCTpaHEHHUE U NPENOTBPALIEHUE TOTEPh

CamocrosiTenpHas pabora 0OyJaromuxcs 1
Pasnen 2. HHcTpyMeHThI Oepex/JUBOro Npou3BOACTBA 18/8
Tema 2.1. Cucrema | 5S — cucrema parmonanuzauuu padboudero mecra.llonstue "Cucrema 5S". Coptupyii — OK 01-OK 06
5SS Cobmonaii nopsinok — Conep:xku B uncrore —Cranmaptusupyii — CoBepIneHCTBY . JIP 6,10
[IpakTyeckue crmocoObl UX pear3aluu; METOA SIPJIBIKOB, MeTox TeHel. Cuctema 5S kak 6/4
OCHOBA 151 Kaii3eH 1 crocod nosbImeHust 3¢ ekTuBHOCTH. OTCYTCTBHE MOPSAKA KaK
HUCTOYHUK NOTEPD.
[Ipaktuyeckoe 3anstue 3. Opranuzanums pabodyero Mecra o cucreme 5SS 2
[IpaxTrueckoe 3ausTHe 4. Cucrema « Touno-soBpems -JIT» (Just-in-time); BaskHocTh 5
cucreMbl « TOUHO BOBpeMsD»
Tema 2.2. Bpema OCHOBHBIE XapPaKTEPUCTUKH OEPEIKITMBOTO MPOU3BOICTBEHHOTO MOTOKA M €r0 NapaMeTphl: OK 01-OK 06
TakTa. lluty BpeMsI TakTa (BpeMsi LIMKJIA, BpeMsl BBIITOJHEHHS 3aKka3a). CTaHmapThl Ka4ecTBa U CTAaHAAPTHI OK 09
npouecca. CtangaprusupoBaHHas pabora. Bpemst Takta. CTaOMIBHOCTH 1 HECTAOMIIBHOCTD 4/2 JIP 6,10
nukta. 3HaunMas pabota. Lluknmnyeckast padora oneparopa. CtaHgapTHBIN He3aBEPIIEHHBIN
3anmen. Bpems uukna. XpoHoMmerpak. biaanku cranmapTu3upoBaHHOM padboTh
IIpaxTrueckoe 3ausTHe 5. CTaHmapTH3auus ASHCTBUI pabOTHHKA 2
Tema 2.3. [onsitue Oy pepHBIX U CTPaXOBBIX pecypcoB. Bunbl OydepHBIX U CTPaxOBBIX PECYPCOB U HX OK 01-OK 06
bydepnsbie u rcnoyb3oBanue. [IpenMyecTsa npuMeHEeHHs] JAHHOTO BHUAA PECYPCOB 5 OK 09
CTpaxoBble JIP 6,10
pecypchl
Tema 2.4. KoHTponbHbIe TOKa3aTeN! U UX YPOBHU. 81IAroB 1o padboTe ¢ KOHTPOJIbHBIMH MOKA3ATEISIMH. OK 01-OK 06
KonTtpoabHbie OmnpeneneHne KOHTPOJBHBIX NIOKa3aTeNel. 3HaUeHHe MJIaHEPOK B paboTe oduca. 5 OK 09
NMOKAa3aTeJIH. PexoMeHpanuu no npoBEAEHUIO MIAHEPOK JIP 6,10
ILnanepxkn
Tema 2.5. Kaiinzen- | Kaiinzen — noaxoa K MOCTOSAHHBIM yiy4lleHUsAM. [IoHATHE MOCTOSHHBIX yIyULIeHUH, OK 01-OK 06
MEpPONPHATHS ornnuue Kaiinszen u Kalipno. BosneueHne nepcoHana B MOCTOSTHHBIE YTy 4YLIEHUS. 40 OK 09
Opranuzanys CUCTEMbI IOJAUYU U PeaTU3aLiy IPEAIOKEeHUN MO YTy YIIEeHHUIO. JIP 6,10

MarepuanpbHoe U HeMaTepuaibHOE MOOLIPEHHE.




[IpakTrueckoe 3ausTHE 6. PazpadoTka 3TanoB Kalin3eH-MepOnpUsSTHHA 2
CamocrosiTenpHas pabora 0OyJaromuxcs 1
Pa3zpen 3. Peanu3anusi npuHOUNOB 0epe:kauBoro oguca 6
Tema 3.1. [Mpununer BU3yaiu3anuu padodero mecta. OTIUYus TPAAUIIMOHHOTO OHca OT OK 01-OK 06
[pakTuka OepexunBoro oduca. Ilpapuia UMEHOBaHHS MATIOK C TOKYMEHTaMU. Ay IuT pabo4yero Mecra. 4 OK 09
BU3YAJIBHOTO Kanban s 3aka3a KaHUEAPCKUX MpuHaIieskHocTeil. Co3nanne BU3yaipbHOro oduca JIP 6,10
yHpaBJieHUst
Tema 3.2. Kanban-cucrema 1oKkyMeHTOOO0pOTA, BEIpaBHUBaHHUE pabovell Harpys3KH, OK 01-OK 06
Co3gaHue cucTeMbl | CTaHIAPTU3UPOBaHHAs padoTa, BU3yabHBIN MUTY. MTHCTPYMEHTHI MPH CO3TaHUU 2 OK 09
AOKYMeHT0000opoTa | OepekTuBOI CHCTEMBI TOKYMEHTO000pOTa JIP 6,10
CamocrosiTenpHas pabora 0OyJaromuxcs 1
IMpomexxkyTouHas aTTecTauus 2

Bcero:

40




3. YCJIOBUSI PEAJIU3AIIMU YUEBHOUM U CIUILIAHBI

3.1. JIst peanuzaruul mporpaMMbl y4eOHOH TUCUUTIIMHBI TPEAY CMOTPEHBI CIISTYFOIITHE
CTMELUAbHbIE TTOMEIICHUS

Kabuner « ColMambHO-3KOHOMHYECKUX W YIPABICHUSCKUX UCIUILINHY, OCHAIIICHHBIH:

obopynoBaHueM: padodrie CTOJN U CTYJ MO KOJHYECTBY OOydaromuxcs, pabodee MecTo
Ipernoaasarte’s;

TEXHUYECKUMH CPEICTBAMHU OOYUYEHUs: MePCOHABHBIA KOMITBIOTED, MMPUHTEP, TPOCSKTOP,
WHTEPaKTHUBHAS MPUCTABKA K IOCKE WJIM UHTEPAKTUBHAS TOCKA.

3.2. UudopmanuonHoe ofecnevyeHne peaau3aliu NPporpaMmbl

Jns  peamuszanmu  HOporpaMMbl  OMONMOTEeUHBbIM (OHA HMMEET TICYaTHBIC W/UJH
JJIEKTPOHHBIE OOpa3oBaTeNbHble W HWH(POPMALMOHHBIE PECYPChl, Ui HCIONb30BAaHUS B
obpazosarensHoM nporiecce. [Ipu hopmupoanmu 6udroTedHOroO (QOHIA BEIOUPAETCS HE MEHEee
OJTHOTO M3JIaHMSI U3 TIEPEUNCIIEHHBIX HIKE MEYaTHBIX W3MaHui U (MITH) DJIEKTPOHHBIX H3IaHUH B
Ka4eCTBE OCHOBHOTO, ITPU 3TOM CITUCOK, MOKET OBITh TOMOJHEH HOBBIMU HU3IaHUSMHU.

3.2.1. OcHoBHbBIE eYaTHbIE H3AAHUSA

Bywmek, /. bepexnnBoe mnpoM3BOACTBO. Kak HM30aBUTBCS OT NOTEPb W AOOUTHCA
npornseraHus Bamed kommanuu / JLkefimc Bymek, [Iaauen [xxoHc, nep. ¢ anrn. - 12-e u3sg. -
Mocksa: AnpruHa [Tabmumep, 2020. - 472 c.

JlaiikepJDx. Hao Toyota: 14 npuHUMIIOB MEHE)KMEHTA BeAylueid Kommanuu mupa / JIx.
Jlatikep. — M.: U3patenbckas rpynna « Toukay, 2021. — 400 c.

Tennunr, /1., Hanan, 3., 2020. bepexxnupbiii oduc: ycTpaHeHUE IOTEPh BPEMEHH U JICHET,
niep. ¢ anrL. [A. 3anecosoii, T. ['yrmaH]. - S5-e u3n. - M.: Anprnimnal labnumep, 2020. - 322 c.

DKOHOMUKA TpyAa: y4eOHUK myisi cpeaHero mpodeccroHanbHOro odpasosanus / M. B.
CumonoBa [u ap.]; mox oOmeli pemakimeir M. B. Cumonosoii. — Mocksa: M3narenbcTBo
IOpaiit, 2022. — 259 c.

3.2.2. OcHoBHbBIE 3JIEKTPOHHbIE U3IAHHS

Bywmek, /. bepexnnBoe mnpoM3BOACTBO. Kak HM30aBUTBCS OT NOTEPb W AOOUTHCA
npousetanus Bameil komnanuu / JDxetimc Bymek, J[puuen Jlxxonc; mep. ¢ anrn. - 12-e m3a. -
Mocksa: AnbrnuHa Ilabmumep, 2020. - 472 c. - ISBN 978-5-9614-6829-8. - TekcrT:
3JIEKTPOHHBIM.

DKOHOMUKA TpyAa: y4eOHUK myisi cpeaHero mpodeccroHanbHOro odpasosanus / M. B.

CumonoBa [u np.]; mox obmel pemakuuedi M. B. CumonoBoit. — Mocksa: HM3natenbcTBO
Opaiit, 2022. — 259 ¢. — (IIpodeccuonanbroe obpasosanne). — ISBN 978-5-534-13411-7.
— Tekct: osnexktponnbiii // OOpasoparenbHas tiatgpopma FOpaiir [caiit] — URL:

https://urait.ru/bcode/497484
VrpasneHue 3amacamu: MHOTO(pAaKTOPHAs ONTUMH3ALMs MPOLECca MOCTABOK. yueOHUK
s cpenHero  mpodeccuoHagpbHoro  obpasomanusi/ I JL bpomeuxuii, B. J{. T'epamu,
A. B. Komuk, W.TI. Ilunnosckuit. — Mocksa: HzpatensctBo IOpaiit, 2021. — 322 c. —
(ITpodeccuonanproe obpazosanue). — ISBN 978-5-534-10776-0. — TekcT: 3JeKTpOHHBIH //
ObpazoBarenpras miatdopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/475248
DKOHOMHKA OpraHu3alMy. Y4eOHHK M MPAKTUKYM Uil CPEIHEro mpogecCHOHANIbHOIO

obpazoanmsi/ A.B.Kompmmkun [m gap.]; mox  pemaknueit A, B. Konbimkwuna,
C. A. CmupnoBa. — Mocksa: M3narensctBo IOpaiit, 2021. — 498 ¢. — (IIpodeccronanbHOe
obpazoBanue). — ISBN 978-5-534-06278-6. — Tekcr: asnextponHsiii // OOpa3oBarenbHas

miatgpopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/474223.


https://urait.ru/bcode/497484
https://urait.ru/bcode/475248
https://urait.ru/bcode/474223

3.2.3. /lonoiHUTEIbHbIE HCTOYHHKH:

Bpayn, Mapk I'pam. 3a pamkamu cOanaHCHPOBAHHON cucTeMbl nokasatenei [ Tekcr]: kak
aHAJMTUYECKHE TTOKA3aTe N NMOBBIIAT 3((EeKTUBHOCTD yIpaBieHus: komnanueit / Mapk ['pam
bpays; [nep. ¢ anrn. M. Unbunoii]. - Mocksa: Onumn-busnec, 2020. - XXIV, 220 c.

HNman, M. Kaiinzen: ximou k ycnexy sinmoHckux kommnanuii / Uman M. ; Ilep. I'ytman T. -
9-e u3n. - Mocksa: Anbm. busnec byke, 2019. - 274 c.

Cunro, Cureo. beicTpass nepeHananka: PeBOMIOLMOHHAS TEXHOJIOTHS ONTHMHU3ALNHU
npousBoacTea: nep. ¢ anrs. / C. Cunro. - M.: Anbninna busnec Byke, 2019. - 344 c.



4. KOHTPOJIb 1 OHEHKA PE3YJIbTATOB OCBOEHMUA

YYEBHOM JUCIHUATLTHHBI

PesyabTaThl 00yyeHus

Kputepun ouenkn

MeToabI OLIEHKH

Hepeqeﬂb 3H3HI/Iﬁ, 0CBAHMBACMbIX B paMKax AUCHUILJIHHbI

comep:kanue u GOpMbl
OepeKIIMBOTO MPOU3BO/ICTBA,
MPUHLUIIBI, METOIbI U
UHCTPYMEHTBI OEPEITNBOTO
NPOM3BO/ICTBA;

ANTOPUTM BHEJIPEHUS
UHCTPYMEHTOB OEpeKIMBOTO
NPOM3BOJCTBA B JAEATEIBHOCTD
ouca

IHepeuenv ymenuii,
0CeausaemMpIx
6 PAMKAX OUCUURIUHDL

MJIAaHUPOBATb, OPraHU30BaATh U
MPOBOAUTHL MEPOIIPUATUSA T10
peair3aliii NPpUHIUIIOB
OepesKIMBOrO MPOU3BOACTBA,
MOJIb3OBATHCA UHCTPYMEHTAMUA
OepesKIMBOro MPOU3BOACTBA B
npodheCCUOHATTbHON
AeATeNIbHOCTH

O1ieHKa YCTHBIX OTBETOB, YUAIIUXCS!
¥
Otmerka "5" cTaBUTCS, €CIIU CTYACHT:

MOJIHO M3JIaraeT U3y4eHHbIN
MaTepua;

OoOHapy KUBAET MOHUMAHUE
Marepuaia, MOKeT 0OOCHOBATh CBOU
CY>KAE€HUsI, IPUMEHUTb 3HaHUs Ha
NPaKTUKE, TPUBECTH HEOOXOIMMBIE
NPUMEPBI HE TOJIBKO N0 Y4eOHUKY, HO
U CaMOCTOSITEJIbHO COCTABJIEHHBIE,
u3JjaraeT MaTepual nocyueaoBaTelbHO
U MPABUJIBHO C TOUKU 3pEHUSI HOPM
JIUTEPATYPHOTO SI3bIKA.

Otmerka "4" cTaBUTCS, €CIIU CTYAEHT
Ia€T OTBET, YIOBJIETBOPSIOLIUI TEM XKe
TpeOOBaHUSM, YTO U IJI1 OTMETKH "5",
HO pomyckaeT 1-2 omundku, KOTopble
CaM K€ UCHIpaBJSET, U 1-2 HenouéTa B
MOCJIEI0BATEIBHOCTH U SI3bIKOBOM
oopmIIeHHH U3IaraeMoro.

OtmeTtka "3" cTaBUTCS, €CIIU CTYAEHT
oOHapy»KUBAeT 3HAHUE U TOHNMAaHUE
OCHOBHBIX TIOJIOKEHUIN JAHHOUW TEMBI,
HO:M3JIaraeT MaTepual HermojaHo
UOIYCKAeT HETOUHOCTH B
ONpPEACICHUN MOHATHI WU
(bopMyIHPOBKE MPaBUI,

HE yMeeT JOCTaTOYHO IIyOOKO U
J0Ka3aTeIbHO 0OOCHOBATH CBOU
CY>KI€HUSI U IPUBECTU CBOU MTPUMEPHI,

u3J1araeT MaTepHual
HEeTIOCJIEJOBATEIIbHO U IOy CKAeT
OLHNOKH B SI3bIKOBOM O(OPMIIEHUH
U3J1araeMoro.

Otmerka "2" cTaBUTCS, €CIIU CTyACHT
oOHapy KUBaeT HE3HAHKE OOJbIIEH
4aCTH COOTBETCTBYIOILEH TEMBbI
M3y4aeMOoro Marepuana, 10MyCcKaeT
omnOku B (HOPMYITHPOBKE
OTIpeNeNIeHU I 1 PaBUJI, HCKAKAIOLIHE

WUHnuBuayanbHbl 1
b poHTaNBHBIE
OTIPOCHL
IIposepka
BBITIOJHEHHSI
00yJaroIUMUCs
JOMAIITHUX
3aIaHHIT,
IIposenenue
TEKYILEro,
pyOexxHOrO U
MPOMEIKY TOUHOTO
KOHTPOJIS.

Ouenka
NesITENIbHOCTD
00y4aroImuxcst BO
BpeMsl TIPOBEICHHUS
3aHSITHS

IIposepka
BBITIOJTHEHUST
00yJaroIUMUCs
JOMALIHUX 3aJaHUI
TecToBBIE OIIPOCHI

Hud. 3auer




UX CMBICIT, OeCIIOPSIOUHO U
HEYBEPEHHO M3JIaraeT MaTepHal.

Otmertxka ("5", "4", "3") moxer
CTaBUTBCS HE TOJIBKO 32
€IMHOBPEMEHHBIN OTBET (KOrna Ha
NPOBEPKY MOATOTOBKU YUCHHKA
OTBOJIUTCS ONPEAEIEHHOE BPEMsi), HO U
3a paccpenOTOUeHHBIH BO BPEMEHH, T.€.
3a CYMMY OTBETOB, JAaHHBIX YUEHHKOM
Ha MPOTSKEHUH YPOKa (BBIBOIUTCS

MOy POUHBIN 0aJL), PH YCIOBUH, €CITH
B IIPOLIECCE YPOKA HE TOJBKO
3aCIyLIMBAJUCh OTBETHI yUaIIEerocs, HO
U OCYIIECTBIISIACh IIPOBEPKA €T0
YMEHUs] IPUMEHSITh 3HAHUS Ha
NPAKTHKE.




Hepeqeﬂb yMeHHﬁ, 0CBAHMBAECMbIX B paMKax JUCHUIIJIHHbI

BJIaZIETh MTPABUJIAMHU PYyCCKOM
opdorpaduu, MyHKTYyaI|H,
CTUJTUCTUKHY,

MPOAYLIHPOBATh MUCbMEHHBIN
TEKCT ¢ COOMOoIeHeM TpeOOBaHMI
o(puLHaNTBEHO-EIOBOTO CTHIIS,

HCIIOJIb30BAaTh OCOOEHHOCTH SI3bIKA
JTOKYMEHTOB. CTUJIMCTHUECKH
MapKHUPOBAHHYIO JIEKCHKY U
TEPMUHOJIOTHIO, PEUEBbIE KJIHIIIE U
ITAMIIbI, yCTOHYUBBIE 00OPOTHI,
[JIaroJibHOE YIIpaBJieHHE, TPaBUa
ynotpeOieHus] IPONUCHBIX U
CTPOYHBIX OYKB U T.1.

poheCCUOHAIIBHO COCTABIJIAATD,
0(hOpMIISITH U peIaKTUPOBATH
IeNoBble OyMart ¢ y4eTomM
COBPEMEHHOM MPAKTHKH MTHChMA;

MOJIb30BATBLCS CIIPABOYHOMN
JIUTEPATY POU;

BJIAAE€Th KYJBTYPOU peUU MpH
MIpUEME MOCETUTEIIEH.

«OTANYHOY - TEOPETHIECKOE
COZIepKaHNE Kypca OCBOCHO
MOJTHOCTBIO, O3 MpobesioB,
yMeHHst ChOPMHUPOBAHBL, BCE
npenyCMOTPEHHbBIE
nporpamMmoii yueOHbIe 3a1aHus
BBIMOJIHEHBI, KAYECTBO X
BBIMOJHEHUSI OLIEHEHO BBICOKO.

«Xopomoy» - TEOPETUIECKOe
coziep;kaHue Kypca OCBOCHO
MOJTHOCTBIO, O3 MpoOeoB,
HEKOTOPBIC YMEHHS
chOpMUPOBAaHBI HENOCTATOYHO,
BCE TPeyCMOTPEHHBIE
MporpaMMoil yueOHbIe 3a1aHus
BBITIOJTHEHbBI, HEKOTOPBIE BUJIbI
3aJIaHUM BBITIOJHEHBI C
OIIUOKaMU.

«Y DOBJIETBOPUTEIBHOY -
TEOPETHUYECKOE COepIKaHNe
Kypca OCBOEHO YaCTUYHO, HO
npo0Oebl He HOCSIT
CYLIECTBEHHOI'O XapaKkTepa,
HEOOXOUMBIE YMEHHs paboThI
C OCBOCHHBIM MaTE€PHAJIOM B
OCHOBHOM C(POPMHPOBAHHI,
OOJBIIUHCTBO
NPEYCMOTPEHHBIX
mporpaMMoil 00y4deHust
y4eOHBIX 3aJaHU BBIITOJIHEHO,
HEKOTOPBIE U3 BBIMOJHEHHBIX
3a/IaHUI CONEPIKAT OLTHOKU.

«HeynosneTsopuTeapHO»
TEOPETHUYECKOE COepIKaHNe
Kypca He OCBOEHO,
HEOOXOIUMBIE YMEHHSI HE
cpopMHUpOBaHBL,
BBINOJIHEHHBIE YYeOHbIE
3aIaHus ConmepIkatT rpyobie
OIIUOKH.

OLICHKA PE3yJIbTaTOB
BBITNTOJIHEHUA
NPaKTHYECKHUX padoT;

OLICHKA PE3yJIbTaTOB
MPOBEPOUHBIX padoT;

OLIEHKA PE3yJbTaTOB
BBITTOJTHECHUSI TCCTOBBIX
3aIaHHIT,

JOK3aMCH.




IIpunoxenue 4.6.
K OOII o crienuaibHOCTH

46.02.01 /lokymenmayuonnoe obecneyeHue ynpas/ieHus U apxXueoseoenue

MHWHUCTEPCTBO OBPA30BAHUA U HAYKU PECITYBJIMKU JTIATECTAH
lNocymapctBenHoe Or0KeTHOS TTPOdECCHOHATBHOS 00pa3oBaTeaIpHOe yupexacuue PecnyOnuku Jlarectan
«Komnemx mammuHocTpocHus u ceperica uM. C.OpmKkoHUKHI3E

PABOYAS ITIPOI'PAMMA YUYEBHOM JUCIUILTAHBI

CI'.06 OcHOBBI PMHAHCOBOH IPAMOTHOCTH U MPEANPHHUMATEIBCKON AEATEIbHOCTH

Kon n HanMeHOBaHNE CCHUATBHOCTH.
46.02.01 HoxkyMEHTAIMOHHOS OOCCIICUCHHS VITPABICHUS U ApXUBOBCACHHUC
xozsmei B coctas YI'C 46.00.00 UcTopust u apxeonorus

Kpanudukanus BeIimycKHHKA:
CrneuuajucT no 10KyMeHTAIIHOHHOMY 00ecrie4eHHI0 YIIPABJIEHHS U APXUBHOMY eIy

2023..



OAOBPEHO YTBEPXIAIO
LInknoBoi KOMHCCHEH IKOHOMHYECKHX

N 3aM. JUPEKTOpa 1o yueGHO-MeTOANYECKOH
ba) | HH

@ pabote
TMporokon Ne 70 or« IP» &6 2023 . -
IMpencenareds LIK - 7 _ AT ~ T'acanopa M.M.
f b Pad A g2yl (,(,06(? ,’& j{/ MOINUCH
o oo «l K 2023 .

PaGovas nporpamma yueGHoit mucummnnbl «CI.06 OcHOBBI ()MHAHCOBOM TIpPaMOTHOCTH H
[IpEANPHHUMATENBCKON AEATEILHOCTHY pa3paboTaHa Ha OCHOBE:

- (elepalibHOrO  rOCyJapCTBEHHOr0  0Opa3oBaTENBHOIO CTaHAapTa CpeAHero MpodecCHOHATEHOTO
obpasoBanus mo  cmeuuaneHocTH  46.02.01  «JIokyMeHTauMoHHOe ofecreueHHe yNpaBieHHa U
apXMBOBEACHHEY, BXOAsLICH B COCTAB YKPYNHEHHOW rpynmsl crneudanbHocTedt 46.00.00 Hceropus u
apXeoJIorus, YTBEPXKIACHHOro mnpukazom MuHoOpHayku Poccun Ne 778  or 26 asrycra 2022 r.
(3aperucTpupoBano B MuHtocte Poccuu 30 centsiGps 2022r. Ne 70318);

€ yueTom:

ITpumepHoO#i ocHOBHOH 06pa3oBaTeNbHON NpPOrpaMMbl MOATOTOBKHM CIELHAIMCTOB CPEAHEr0 3BEHAa IO
cretuansHoctd 46.02.01 loxymeHTanmonHoe ofecneyeHue ynpaBieHUs W apXHBOBEASHHE, YTBEpPKICHOM
nporokonom PeaepanibHoro yue6GHo-MeToauueckoro oGbequuenus no YITIC 46.00.00 ot 06.10.2022 r. Ne
4 (3aperucTpHpOBaHO B rOCYJAapCTBEHHOM peecTpe NMPHMEPHBIX OCHOBHBEIX OOpPa3’oBATENBHEIX MpPOrpaMM
ITpuxazom OTBOY ATIO UPIIO Ne 70 I1-1620t 07.04.2023)

B COOTBETCTBHH C pabounM y4eOHBIM IaHOM Komtemka Ha 2023/2024 yueGHbli rox

Paspaborunkn:
- Abaxaposa IO.B. - npemomasatens TI'BIIOYV PJ[ «Komnemx MAUIHHOCTPOEHHS M CEPBHCA HM.
C.OpmxoHuKUA3ZE»;

© Abakaposa Onus Brnagumuposna 2023

© I'BIIOY P[] «Konnemx MammHocTpoeHus U cepsrca uM. C.Opmkonukuase» 2023



CONEPKAHUE

. OBIIASI XAPAKTEPUCTHUKA PABOYEIl IMMPOTPAMMEI YUEBHOII
JUCUUILINHBI

. CTPYKTYPA U COJEP)KAHUE YUEBHOM AU CHUILINHBI
. YCJOBHSA PEAJIN3ALIMY YYEBHOMN JUCHUIIAHBI

. KOHTPOJIb W OILIEHKA PE3VJIbTATOB OCBOEHHSI YUYEBHOIl
JUCUUILINHBI



1.OBIIASI XAPAKTEPUCTHKA PABOYENA NPOIPAMMBI YUEBHOM
JAUCIUITIIINHBI
CT'.06 «OcHoBBI (PHAHCOBOI PAMOTHOCTH H NPEANPHHUMATEILCKOH AeATeILHOCTH»

MecTo aucUMIJIMHBI B CTPYKTYpe OCHOBHO 00pa3oBaTeibHOMN NPOrpaMMBbl:

Yuebnast aucuuruimHa «OCHOBBI (PMHAHCOBOM TPAMOTHOCTH M MPEANPUHUMATEIbCKON
OESITeIbHOCTH»  sIBJISIETCST  00s3aTeIbHON YacThi0 OOIIEro TyMaHWTAPHOTO W COLHMAaJIbHO-
SKOHOMHYECKOT'0 IUKJIa OCHOBHOI 00pa3oBaresbHOI nporpammel B coorsercTsun ¢ @I'OC CITIO
no cneunanbHocTh 46.02.01 JIokyMeHTalMOHHOE 00ecTieueHNe yIPaBIeHNs U ApXUBOBEICHUE.

Ocoboe 3HaueHWe AUCUUIUIMHA HMeeT Mpu (OPMHUPOBAHMM M PA3BUTHH OOIINX
kommerennuii: OK 1, OK 2, OK 3, OK 4, OK 5, OK 6, OK 9.

Heab 1 n1aHUpyeMble Pe3yJabTAThI 0CBOCHHUS AUCHMILIUHDI:
B pamkax mporpaMmbl yueOHOW MUCIUIUIMHBI OOYYarOIIUMICS OCBAUBAIOTCS YMEHUS U
3HAHMS

Kon Ymenns 3HaHus
[IK, OK
OK 1 - MPUHUMATH PALUOHATBHBI -OCHOBHBIE TIPUHIMUIIBI 3KOHOMHHYECKOH
OK?2 YKH3HH OOIIECTBA: POJIb ACHET B CEMBE H
OK 3 I 1, 0OILICCTBE, MPUYIUHBI U TOC/ICACTBUS
OK 4 = )31 'b M3MCHCHHUC TOXOJO0B U PACXOIOB CCMbBH,
OK 5 10T0 POJIb TOCYAAPCTBA B 9KOHOMHKE CEMBH,
OK 6 KCTA, -0 ; u
OK 9 = 1
JIP 46,712 S
i 1 )
=11 1 b
; o
.
- 7l i

2. CTPYKTYPA U COAEPKAHUE YYEFHON INCIOUATLINHBI

Oo0Bem yueOHOM ANCUHIVIMHBI H BHABI y4e0HOH padoThl

Bua yueGHoii pa6oThl O0bem B yacax

O0bem o0pa3oBaTebHOMH NPOrpaMmMbl Y4eGHO AU CUHIIHHBI 43

B T.4. B (popMe NpaKTHUECKOIi MOAT0TOBKH

BT. 4.
TCOPETUICCKOE OOVICHHE 20
MPaKTUUCCKUC 3aHATHS (eCau npedycMoOmpeno) 12
Camocmoamenvras paboma 9

IIpomeskyTouHas aTTecranus - 3a4eT 2




TemaTuueckuii NJaH U coaepRAHNE YIEOHOMH JUCHHNTHHBI

Koan1 komme-
Tenmuii, popmu-

Hanvenosanue Conmepxanne y4e0HOro Marepuana u GopMoI OPraHu3anu AeATe/TLHOCTH 00YIAIOIIXCSH OdbeM, POBAHHIO KOTO-
pa3aeioB U TeM aKaj. YacoB | PBHIX COCOOCTBY-
€T DJIEMEHT NPo-
TPAMMBI
1 2 3 4

Tema 1. OcHoebl | 3HakomcTBO ¢ kKypcom. KpaTkas xapaktepucruka uzyuyaemoro kypca. Ilpunstue pewenuii o nuunom ¢u- OKI1-0K6
JuuHoro ¢u- HaHncupoBanuu. QnpeaesieHue nesieid, noadop anbrepHaTuB. AKTUBBI U naccusbl. Joxoansl u pacxoant. Co- OK 9
HAHCOBOIO IJIA- | CTABJIEHHE TEKYLIEro H MEPCNEeKTHBHOrO JUYHOro (punancosoro 0rmkera. OCHOBHbIE HCTOYHHKH A0X0AA. 6 JP 4,6,7,12
HHPOBAHHS TunuyHbIE YPOBHH A0XO0A0B H PACX0A0B B TeUeHHE KU3HH 4ejioBexka. CocraBjieHHe TEKyLIEro JIHYHOro (pu-

HAHCOBOr0 IJIAHA.

1. OCHOGHble NPpUHYUTIbL IKOHOMUUECKOU HCUHU 061/(480}’)180.' poJib oeriez 6 cembe U 06W€CM8€, npuduHsl U nocneocmaus usme-

Herue 00x0008 U pacxodoe ceMbll, poJlb eocydapcmea 8 JKOHOMUKE ceMbld

2 .cemetinblii Dr00NHCEm

3. auunbili 61002cem

B ToMm unc/ie NpaAKTHYECKHX H JIA00PATOPHBIX 3AHATHIA: P

Ilpakruueckoe 3auaTue 1. CocTaBiICHNE U aHATN3 CEMEHHOTO OIOKETA

CamocTosiTensHas padoTa 00y4aArLIHXCS
Tema 2. baukn, | Poab 0ankoB B mpouecce npuBaevyeHuss H pazmermienusi GuHaHCOBBIX pecypcoB. Kpeaut: ycnoBust nmosyue- OK 1-OK 6
0aHKOBCKHE HUS 4 Bo3BpaTa KpeauTta. Buasi kpeauta. CToumMocTs KpeauTa. Y MeHbIIEHHEe CTOUMOCTH KpeauTa. UnoTexa 8 JIP 4,6,7,12
onepauuu. Kpe- I - -
JHT H €ro BHIbI . OCHO8bL 83AUMOOCTICINGUS C I\peéumeLMu opeanus3ayuiAMu

2. pacHemHio-Kaccogsle onepayu

B ToMm unc/ie NpAKTHYECKHX H JIA00PATOPHBIX 3aHSTHIA:

IIpakTHyeckoe 3ansaTHe 2. PacueT 0CHOBHBIX (PHHAHCOBEIX HAUHCICHHH 4

IlpakTuyeckoe 3anatue 3. Buael 6aHKOBCKHX KapT

CamocTosTensHas padora 00y4yarLuxcs 1
Tema Prinok uenubix Oymar. Ilennas 6ymara. Akuus, o0aurauus, TMBUAEH], 00bIKHOBEHHbIE AKIHH, NP HBHJIE- 4 OK 1-OK6
3.DouaoBbBII THPOBAHHBIE AKIHH, KOHTPOJbLHbIN MAKET AKIHIA, JP 4,6,7,12
pbIHOK. Buabl 1. Poinox yennvix 6ymaz, ¢honooswiii puinox
OEHHbIX 6yMar 2. Ilennan 6ymaea. Housmue yenmoix 6ymae.

CamocTosiTensHas padoTa 00y4yaroLuxcs 2
Temad. Hagoru. | Ilousitue Hamora u coopa. diiementsl Hajora. HanorooOsoxkenue dusunyeckux u wpuandeckux jgung. O0s- OK 1-OK6
Hanoroo6aoxe- | 3aHHOCTH Hajoromiatreabmuka. OTBETCTBEHHOCTh 32 HECBOEBPEMEHHOE HCIOJHEHHE 00S13aHHOCTEH HAJIO0- 6 JP 4,6,7,12

HHE (PHU3HYECKHX
JIAL

romjaaTeJiblInuKa

1. CYUHOCHb U OCHOBHbBLIE DJIEMEHNbL HAlO2A




Koan1 komme-
TeHmuii, popmu-

Hanmenoranue Copep:ranne y4e0HOro Marepuaia u (popMbI OPraHm3 Ay AesITeTHLHOCTH 00yIAIONIHXCSI Oo0nem, POBAHHIO KOTO-
pazjaesioB u TeM ARAT. 9aCOB | PBLIX CLIOCOOCTBY-
€T 2JIeMEHT Mpo-
TPAMMBI

2 .CYUHOCDb 1 OCHOGHDIE dJeMEHMblL COopa

3. OCHOBYI YNPABIEHUS HATIO20BBIMIL NIGMENCAMU C YEbl0 CHUNCEHUA HAT0208bIX PACX0008 8 YCI0GUAX CODII0eH

HAN020801 OUCYUNIUHDBL

B Tom 4uHc/Ie npakTHYECKHX U J1a00pATOPHBIX 3aHATHIA: 2

IlpakTnyeckoe 3ansTue 4. OnpeacneHUE 3ICMCHTOB HATIOTA

CamocrostenbHas padora odyuarmmnxcs. M3yueHue auuHoro kabuHeta Ha catite DexepanbHOi HAIOrOBOM )

CITYIKOBI
Tema 5. Puckn JKOHOMHYECKHE MOCTEICTBHS HenmpeaBHAEHHLIX COObLITHII: Gone3Hell, aBapuii, NPUPOAHBIX KATAKJIH3MOB. 4 OKI1-0K6
norepu AedHer u | CtpaxoBaHue, BHIbI cTpaxoBaHus. OCHOBHbIE NOHATHS CTPAXOBOr0 PHIHKA. OK 9
HMYILIECTBA. 1.0CHOBHbIC CIMPAX0BbIE MEPMUHDL I NOHATNUA JP 4,6,7,12
CrpaxoBaHue 2. npeunyuecmed cmpaxoedaniis

B ToM yHncIe npakTHYeCKHX H JIA00PATOPHBIX 3aHATHIA:

IpaxTuueckoe 3austue 5. MccaenoBaHue: 4To U KaK MOXKHO CTPaxoBaTh (PUHUCCKOMY JTHLLY 2

CamocTositensHas padoTa 00y4yaroummxcs 2
Tema 6. Ilencu- | IleHcHOHHBII BO3PACT H FOCYAAPCTBEHHOE NEHCHOHHOE o0ecnieueHue. BO3MOKHOCTH MEHCHOHHOIO HAKOILIE- OK1-0Ké6
OHHOE CTPaxo- Hus. Buabl nencuii B P@: cTpaxoBasi neHcHs M0 CTAPOCTH, CTPAXoBasl MEHCHS 10 HHBAJHIHOCTH, CTPaxoBasi 6 OK Y
pauue B PO MEHCHS M0 CJYyYar MOTEPH KOPMHJIbIA, HAKONMUTEIbLHASI EHCHS. JIP 4,6,7,12

1 .nencuonnoe obecneuenue

2.6u0b1 nexncui

B Tom yncie npakTHYeCKHX H 1a00pPaATOPHBIX 3aHATHIA:

IpaxTnyeckoe 3ansTue. Pacuet Oy ayIMuX ICHCHOHHBIX BBITUIAT, UCTIONB3YS ICHCUOHHBIN KATBKYIATOP 2

CamocTosiTensHas padoTa 00y4arOIIUXCs 1
IIpome:xyTounas attectanus — qudd. 3auer 2
Bceero: 43




3. YCJOBHA PEAJIN3AIIMA TPOI'PAMMBI YYEEHOU TUCITATLINHBI

Jlns peanu3aiuu mporpaMMbl yu4eOHON MUCIUIUIMHBL JOJKHBI OBbITH MPENy CMOTPEHbI
ClIeNyIOLIUe CIIeLHaTbHbIE TOMEIEHHUS:
Kabuner « CoLpaabHO-3KOHOMHUYECKUX H YITPABICHYECKUX TUCLIMIUINH», OCHALCHHBIN!
- obopynosanueM: pabodme CTON U CTYJI MO KOJUYECTBY OOyJaromuxcs, paboyee MecTo
NperoaaBaTersi;
- TEXHUYECKUMH CPEACTBAMU OOYyYEHHUsS. TMEePCOHANbHBIA KOMITBIOTEP, MPHUHTED,
MPOEKTOP, MHTEPAKTUBHAS JOCKA.
HudopmannonHoe odecriedeHne peaaTu3aliu NPorpaMmmbl
Jnsa peanm3auuu mporpaMmbl  OubnuoTtedHblii (GoHI 00pa3oBaTENbHOW OpraHU3aLUuU
IOJDKEH MMEThb MeYaTHbIe H/UJIH 3JIeKTPOHHbIE 00pa3oBaTeibHble U HHPOPMALIMOHHBIE PECYPChI,
1T UCTIONIB30BaHus B oOpasoBatenbHoM mpouecce. [Ipu dopmupoBanuu 6udaunoreunoro Goxnna
00pa3oBaTeNIbHON OpraHu3aliell BbIOUpAeTCsi He MEHee OJHOTO HM3JaHHs U3 MEePEUHCIICHHBIX
HIKE TMEYaTHBIX HM3MaHUN U (M) 3JIEKTPOHHBIX M3MAHHM B KauyeCTBE OCHOBHOTO, MPU 3TOM
CIIHCOK, MOKET ObITh JOTTOJIHEH HOBBIMH U3aHHUSIMH.
Oo0s13aTe/IbHBIE IEYATHBIE H3AAHUSA

IleuaTHbie u3ganus

1. bormamesckuii, A. OcHoBbl puHAHCOBOH rpamoTHOCTH: Kpatkuii kypc / bormamesckmii
A. - M.: AnbrinnallaGmumep, 2018. - 304 c.

2. Kynukos, JI. M. OCHOBBI 5KOHOMHYECKOH TEOPUU: YUEOHUK Ui CPEAHEro Mpodeccro-
HasnpHOTrO obpasosanus / JI. M. Kymukos. — 3-e u3a., nepepad. u non. — Mocksa: 13-
narenbcTBO IOpaitr, 2021. — 371 ¢. — (IlpodeccuonampbHoe oOpa3oBaHHE). —
ISBN 978-5-534-03163-8.

3. @pumiep, A.B. OcHOBbI (UHAHCOBOH TI'paMOTHOCTH: yueOHOE mocoOue ajsi CpeaHero
npodeccuonanaproro odpazosanust/ A.B. @puitep, E.A Tapxanoa. — Mocksa: Uzna-
tenbpcTBo HOpaiit, 2021 — 154 c.

4. ®unancoas rpamotHOCTh: yueOnuk / 0. P. Tymansan, O. A. Mmenko-Ilanyxosa, A. H.
Koznos [u ap] ; FOxHsIil GpenepanbHblil yHUBEpCHTET. - PocToB-Ha-JloHy; Taranpor: 13-
narenbcTBo KOkHOTO (henepanbHoro yHIBEepcureta, 2020. - 212 c.

DJNEeKTPOHHBIE U3OaHUS

1. ®purmep, A. B. OcHOBBI (pUHAHCOBOH IPaMOTHOCTHU: y4eOHOE MOCOOHe Il CPEIHEero
npodeccuonansHoro obpasosanusi / A. B. @pumiep, E. A. Tapxanosa. — Mocksa: U3-
narenbcTBO IOpaiir, 2021. — 154 ¢. — (IlpodeccuonampHoe oOpa3oBaHHE). —
ISBN 978-5-534-13794-1. — Tekcrt: snektpoHHbii // OOpasoBarenbHasi 1atdopma
FOpaiit [caiit]. — URL: https://urait.ru/bcode/466897

2. ®unancoBoe mnpaso. [IpakTukyMm: ydeOHOe mocoOue s CpeaHero mpodecCHOHATHHOTO
obpazoanmsi / E. M. Ammvapuna [u np.]; moa pemakumeii E. M. AmmMapuHOi,

E. B. TepexoBoii. — 2-e u3z., nepepad. u gon. — Mocksa: HM3garenscto HOpaiiT,
2021. — 300 ¢. — (IIpodeccuonanbroe odbpasosanue). — ISBN 978-5-534-08817-5. —
Texct: snextponnbiii // OOpasosarenpHas muatgopma HOpalit [caiit] — URL:

https://urait.ru/bcode/470974

3. Tlanckos, B. I'. Hanoru u HanorooOoxenue. [IpakTukym: yuebHoe mocodue st cpea-
Hero npodeccuonansHoro oopasosanust / B. I'. Tlanckos, T. A. JleBouknHa. — MockBa:
WzparenscrBo KOpaiit, 2021. — 319 ¢. — (IIpodeccronanpHoe oOpa3opaHue). —


https://urait.ru/bcode/466897
https://urait.ru/bcode/470974

ISBN 978-5-534-01097-8. — Texkct: siektponHbiii // OOpaszoBarenpHas miatdhopma
FOpaiit [caiit]. — URL: https://urait.ru/bcode/469486

4. Kynukos, JI. M. OCHOBBI 5KOHOMHUYECKOH TEOPUU: YUEOHUK sl CPEAHEro mpodeccro-
HaspHOTO obpazosanus / JI. M. Kynukos. — 3-e u3z., nepepad. u gorn. — Mocksa : U3-
narenbcTBO IOpaitr, 2021. — 371 ¢. — (IlpodeccuonampbHoe oOpa3oBaHHE). —
ISBN 978-5-534-03163-8. — Texkct: snekTpoHHbiii // OOpasoBarenbHasi 1atdopma
FOpaiit [caiit]. — URL: https://urait.ru/bcode/468411

I[OHOJ'IHI/ITGJ'IBHBIG HUCTOYHHUKU:

1. bormamesckuii, A. OcHOBbI (puHaHCOBOM rpamoTHOcTH: KpaTkuii kypc / bornamesckuii
A. - M.:Anbrimna [Tabnummep, 2020. - 304 ¢.:

2. ®dunaHcoBoe mpaso. [IpakTukym: yueOHOe mocobue uisi CpeaHero npodeccuoHamIbHOTO
obpazo- Banusi / E. M. Ammapuna [u np.]; non pemakuueit E. M. Ammapunoii, E. B.
TepexoBoii. — 2-e m3a., nepepad. u non. — Mocksa: M3gatensctso HOpaiir, 2020, —
300 c.

3.T'ananos, B. A. ®unaHcEl, neHexxHOE oOpaieHne u KkpenuT: yueOHnk / B.A. I'ananos. - 2-
e u3a. - Mocksa: ®opym: THOPA-M, 2021. - 416 c.


https://urait.ru/bcode/469486
https://urait.ru/bcode/468411

4. KOHTPOJIb 1 OHEHKA PE3YJIBbTATOB OCBOEHMUA

YYEBHOM JUCIHUATLTHHBI

Pezynomamept odyuenus

Kpumepuu oyenxu

Memoost ouenku

Tepeuens s3uanuii, oceaueaemvix 6
PAMKAX OUCYUNIUHDL

-OCHOBHBIC MMPUHIIUIIBI
3KOHOMHYCCKOM KU3HH O0IICCTRA:
POJIb ICHET B CEMBE U ODIICCTBE,
OPUYIUHBI U TOCTICACTBUA
HU3MCHCHHE TOXOJI0B M PACXOI0B
CCMBH, POJTb TOCYIAPCTBA B
OKOHOMHKE CCMbH;

- OCHOBEI B3aHUMOJCHCTBHA C
KPEAUTHBIMHU OPTaHU3ALUAMU;

- IPUHLAIE! (YHKIHOHUPOBAHUS
(hUHAHCOBOH CHCTEMBI
COBPEMECHHOTO FOCYAapCTBa;

- OCHOBHI VIIPaBIICHUS
HAJOTOBBIMH MIATCKAMH C IICITBIO
CHIDKEHHUA HAJIOTOBBIX PACXOJ0B B
YCIIOBUSIX COOTFOACHMUS HAJIOTOBOM
JUCLTUTTHHBI

Iepeuensv ymenuil, oceaueaemvix @
PAMKAX OUCYUNIUHDL

- IPUHUMATDH PAUOHAJIbHBIC
¢uHaHCOBBIC perieHus B chepe
YOPABICHUS TAYHBIMHA
¢duHaHCAMU;

- MIAHUPOBATE U MPOTHO3UPOBATH
OVIyIIUE JOXOIBI U PACXOIBI
JHUYHOTO OO KETa,

- CTaBUTH CTPATCIUUCCKUC 3aAaTn
A4 AOCTHKCHUA JTHIHBIX
(bMHAHCOBBIX HICJICH;

-IOHUMATh JIUYHYIO
OTBETCTBEHHOCTD 32 PEIICHMUS,
MPUHUMACMBIE B MPOLIECCE
B3aUMOACHUCTBIS C (PHHAHCOBBIMHU
HHCTUTYTaMHU;

Oyenxa ycmupix omeemos,
yaauwuxcs:

Ommemra "5" cmaeumes,
eciu CMyoeHm:

1) noano uznaeaem usyuen-
HbIll Mamepuai, 0aém npa-
6UTBHOE ONpedeseHHOE S3bl-
KOBBIX NOHAMUIL;

2) obHapyscueaem nOHUMA-
HUe Mamepuand, Mojcem
000CHOBAMb CEOU CYHCOCHI,
MPUMEHUMb SHAHUS HA NPAK-
miuke, npUGeCmU HeobXoou-
Mble NpuMepsl He MONbKO NO
VHEeOHUKY, HO U CAMOCTOSI-
MeNbHO COCMABNeHHbIE,

3) uznaeaem mamepuan no-
Ce008AMENBHO U NPAGUTLHO
C MOYKIL 3PEHUs. HOPM JUme-
PAmypHOo2O A3bIKd.
Ommemra "4" cmaeumcs,
eciu cmyoexHm O0aém omeem,
YOOBIeMEOPSIOWIT meM dice
mpeboBaHUAM, YO U O
ommemxu 3", Ho donycraem
1-2 owmubru, xomopwie cam
arce ucnpasisem, u 1-2 nedo-
Yéma 6 noced06amebHOCHU
U A36IKOBOM OQPOpMAEHUL
U3NA2AEMORO.

Ommemra "3" cmasumcs,
eciu cmyoeHm 0BHAPYHCUBA-
em 3Hanue U NOHUMAaHue oc-
HOBHBIX NOJIOAHCEHUT OAHHOT]
membl, HO:

1) uznaeaem mamepuan ne-
HOTHO U OONYCKAem HemoH-
HOCHIU @ OnpedeneHUY NOHSI-
muti uny Popmynupoere npa-
eun;

2) He ymeem 00CMAMOYHO
211y00KO 1t OOKA3AMEILHO
000CHOBAMb CEOU CYHCOCHIU
U npUGeCmL C8OU NPUMEPDI,
3) uznaeaem mamepuan Heno-
Ce008AMENbHO U OONYCKACH

CocraBneHne 00yIarOIUMUCS
OIIOPHBIX KOHCIICKTOB I1IO TCMAaM |

WNnauBnayaneHel U GpoOHTATIBHEIC
ONPOCHI;

ITpoBepka BEIMOTHEHMS
00y YAOIUMHUCS JOMAITHUX
3aJaHU,

IIpoBenenue Texymero,
PYOEIKHOTO U MIPOMEIKYTOUHOTO
KOHTPOJISL.

- OueHka nesATenpHOCTH 00y4a-
HOMUXCA BO BPpCM: IPOBCACHU A
3a-HATHA

- IIpoBepka BEIMOTHCHHUS
00y YAr-IITUMHCS JOMAIITHUX
3adaHIH

- TectoBsIe OTIPOCH!

- 3auerHas paboTa




OULUOKI 8 A3BIKOBOM OOPM-
- HAXOIUTh UCTOYHUKU
JIeHUU UBNASACMO2O.

uH(popMaALIUK TSI IPUHSTHSL Ommemxa "2" cmasumes,
S(I)q)eKTI/\I'BHbIX (hUHAHCOBBIX eci cmydenm oBHAPYHCUEa-
pCIICHAN em nesnanue 6onvULeT YACHL
coomeememeyroues memoi
u3yHaemo2o mamepuand, 0o-
nyckaem ouwubxu 6 opuy-




Jupoere onpeoeneHuli u npa-
BUTL, UCKANCATOWILE UX CMBICIT,
0ecnopa004HO U HeY8ePEeHHO
usnazaem Mamepua.
OmMemKa (11511’ 11411’ 11319
MOJICem CIMAGUMbCS He
MONBLKO 30 €OUHOBPEMEHH LT
omeem (K020a HA NPOGEPKY
HO020MOBKY YHEeHUKA OMEO-
oumces onpeoesieHHoe 8pems),
HO U 30 paccpeoomoyeHHblil
60 6peMeHuU, m.e. 3d CYMMY
0MEemos, OAHHBIX YHEHUKOM
HA NPOMSAINCEHUU YPOKA (6b1-
800umCs NOYPOUHDIl OaLl),
MpiL YCA08UL, eCl 8 Npoyecce
VPOKA He MOAbKO 30CTYULUEA-
JIUCH OMGEMbL YHAUe20Csl, HO
U OCYIUeCMBIANACH NPOGEPKA
€20 yMeHus NPUMEHSIMb 3HA-
HUS A NPAKIMUKE.
Kpumepuu oyenrxu mecmos:
bonee 84%- oyenxa 5

om 71-83 %- oyenra 4

om 61-70% - oyenra 3
meree 60% - oyenxa 2




ITpunoxenue 4.7
K OOII no cnenuajJbHOCTH

46.02.01 [lokyMeHTaIlHOHHOE O0ecreueHHe YIPABJIeHHs U APXUBOBeAeHHE

MUWUHUCTEPCTBO OBPA30BAHHMA U HAYKU PECITYBJIMKU JATECTAH
lNocymapcrBenHOE O10KETHOS TPOGECCHOHATEHOS 00pa30BaTeABHOE VUpexkacHue PecnyOmmku
Jarectan

«Komnepx MammmaocTpoeHust u cepsuca uM. C.OpIKoHUKHI3E

PABOYAS ITPOTPAMMA YUYEBHOM JUCHUILIMHBI
OI1.01 G KOHOMUKA OPI'TAHU3ALIUU

Kon n HanveHOBaHUC CICHUATBHOCTH:
46.02.01 HoxyMEHTAIHOHHOES OOCCIICUCHUE YITPABICHHS U APXUBOBCACHHUC

Bxoasauei B coctas YI'C 46.00.00 McTropus u apxeonorus

Kpanuduxauus BEITYCKHUKA:

CrneuHajucT no JOKYMEHTALHOHHOMY 00€CIIeYeHHIO YIPABJICHHS H APXHBHOMY J€JTy

Kacnowuiick 2023r.



OJOBPEHO YTBEPXKIAIO
Luk10BoOkH KOMHCCHEH SKOHOMHYECKHX 3am. aupekTopa no y4ueGHo-
JUCLMITIVH MeToaydeckoii paGore
ITporokon Ne £ OT « @» __r."ﬁi 2023 . LA ezt FaéaHOBa MM.

[Tpencenarens IIK
s - ’
7+ L_~"OcmanoBa X.M. €ty ‘s 2023 r.

Pa6ouas nporpamma y4eGHOI NUCLIMIITHHEI « DKOHOMHKA OPraHU3aLHHy» pa3paboTaHa Ha OCHOBE:

- @epfepabHOrO roCYJApCTBEHHOTO O00pa3oBaTeNBHOIO CTaHAAPTa CPedHero MpodeCCHOHATEHOTO
ofpaszoBanus no cneuuansHOocTH 46.02.01  «JlokyMeHTaUMOHHOe OOECTIEYeHHE YMpPABICHUS U
apXMBOBEJICHHE», BXOASLUCH B COCTaB YKPYNMHEHHOH rpymmbl creruanbHocTed 46.00.00 Hcropusa u
apxeonorus, yTBEPXIEHHOro npukazom MunobpHaykn Poccum Ne 778 or 26 asrycra 2022 .
(3apeructpuposano B MuHiocre Poccuu 30 centsafbps 2022r. Ne 70318);

C y4eTOM:

— IlpumepHoit OCHOBHOH 00pa3oBaTeNbHON NMPOrpaMMBbl IIOATOTOBKH CIIELMATHCTOB CPEJHErO 3BEHA IO
cneuransHoctH  46.02.01  JlokyMeHTauMOHHOe ofecriedeHHe YMNpaBieHHs W apXHBOBEJEHYE,
YTBEPXKACHHOH npoTokojiom denepanbHoro yueOHo-MeToauueckoro obvenunenus mo YITIC 46.00.00
ot 06.10.2022 r. Ne 4 (3aperucTpHpOBaHO B TOCYJAPCTBEHHOM pEECTPE MPHMEPHBIX OCHOBHBIX
o6pasosarenpHbix nmporpamm [pukazom OI'EOY A0 UPTIO Ne 70 I1-16201 07.04.2023),

B COOTBETCTBHH ¢ pabouiM yueGHBIM IUTaHOM KoJutemka Ha 2023/2024 yueGHblii rox

Paspa6orunk: Omapnubupoa A.M. - mpenopasarens ['BIIOY PJI «Komiemx MAaIIMHOCTPOEHHA U
cepsuca uM. C.OpmKOHUKHIZE»;

© Omapaubuposa Abunar Maromezosna 2023

©rBIOY Pl «Komnemx mamnHocTpoeHus u ceprica UM, C.OpmxoHukHnze» 2023



COJAEPXAHUE

1. OBILASI XAPAKTEPUCTHKA PABOYEN TPOTPAMMBI YUEBHOIA
JUCHUILINHBI

2. CTPYKTYPA U COJAEP)KAHUE YUEBHOU JUCIUILTAHBI

3. YCJIOBUS PEATTU3AIIMN YUEBHOM JTACIUILINHBI

4. KOHTPOJIb M OIEHKA PE3Y.JIbTATOB OCBOEHUS YYEBHOI1
JUCHUILINHBI



1. OBIIASI XAPAKTEPHCTHKA PABOYE ITPOTPAMMEI
YYEBHOM JUCIHUATLTHHBI
OI1.01 OKOHOMMKA OPTAHM3AIIAN»

1.1. MecTo AMCUMIIIMHBI B CTPYKTYPe OCHOBHOI 00pa3oBaTe/ibHOI NPOrpaMmabi:
YuebHast AUCUMIUIMHA «DKOHOMHMKA OpPTaHM3aALUN» SIBISETCA O00S3aTENbHOW YacThIO
obmenpodeccHoHaTbHOTO  LMKJIA  00pa3oBaTeNIbHOM  TNpOrpaMMbl B COOTBETCTBHH
¢ ®I'OC CIIO mo crenuanpHOcTH 46.02.01 JloKyMEHTAIMOHHOE OOECHeUeHHe YIPaBJICHUS
U apXUBOBENICHUE.

Ocoboe 3HaueHHe ANCUMIUIMHA UMEeT NpH (HOPMHUPOBAHMU M PA3BUTHH KOMIIETEHLIHI

OK 01, OK 02, OK 03, OK 04, OK 05.

1.2. Heab v nu1aHHMpyeMble pe3yJbTATHI OCBOCHMS JUCLHHMIJIMHDI:

B pamkax mporpammbl yueOHON AUCHHUIUTHHBI 00yYaIOIUMUCS OCBAUBAIOTCS] YMEHUS U 3HAHUS

ﬁ(l)(n, OK Ymenust 3HaHus

OK 01 MPOU3BOAUTH PACYETHI [0 OCHOBHBIM U 0a30Bble MOHATHUS AUCLUILINHBI,

OK 02 OOOPOTHBIM CpPENICTBAM MPENTIPHATHS, O0IIy 0 XapaKTEPUCTUKY TPYAOBBIX

OK 03 COCTaBJISATh MPOCTEHIINI ON3HeC-TIIaH pecypcos;

OK 04 3a71aBAEMOT0 MIPENIIPUATHS, MIOHATHE, CYIIHOCTb U POJIb

OK 05 OCYLIECTBJISITh MPOCTENIINE PACUEThI IO | HAYYHO-TEXHUYECKOrO porpecca B

IIK 1.3 Kaapam u 3apabOTHOM IuIaTe; pPa3BUTUU OpraHU3ALNY,

IIK 1.8 PACcCUUTBLIBATL U3IEPKKU IIPOU3BOACTBA | OCHOBHBIE SKOHOMUYECKUE

JIP 6,10 U cebecTOMMOCTH NPORyKIUH (YCIyT) N0 | IMOKA3aTeJId OpraHu3aluy,;
3aJaHHBIM [TapaMeTpam, OCHOBHBIE OPTaHU3ALUOHHO-
pPaccCUMTHIBATD LIEHY HA MPOLY KLU0, NPaBOBBIE (POPMBI IPENTIPHUSITHL;
OLIeHUBATh 3(H(HEKTUBHOCTD OCHOBHBIC HAIPABJICHUS
JEeSITEJIbHOCTH OPraHU3aLUN MHHOBALMOHHOH MOJUTHUKH




2. CTPYKTYPA U COJAEP)KAHUE YYEBHOU JUCIUILITAHBI

2.1. O6bem yueOHOI JMCUMIINIMHBI ¥ BUABI YU4e0HOIl padoThI

Bupn yueOHoii padoThl Oo0bem B yacax

O6wem 0bpazoBaTenbHO MPOrpaMMbl YIeOHON AUCHUTUINHBI 43

B TOM YHCJIC:

TeopeTudeckoe o0ydeHue 22
MPAKTUYECKUE 3aHATHSA 10
Camoctositenbaas paboTa 9
IIpomesxyTounas arrectanms — quQepeHINPOBAHHBIN 3a4eT 2




2.2. TemaTnyeckuii NJIaH U coAep’KaHue Y4eOHOH AUCHHIIINHbBI

Koawbi
Oobem, ak. 4. / .
KOMIeTeHI Ui,
B TOM 4HcJe
(¢popmuposanuro
HaumeHnoBanmue Coaepxanue yueOHOro marepuana u GopmMbl OPraHH3ALMH 1eATeIbHOCTH B popme
. KOTOPbIX
Pa3aesIoB H TeM o0yyaromuxcst NPAKTHYECKOH
crnoco0cTByeT
NMOATO0TOBKH,
3JIEMEHT
aK. 4.
NPOrpamMmsl
Paznen 1. Xo3siiicTByOImuii Cy0beKT B YCJI0BHSIX PIHOYHOM IKOHOMUKH 3
Tema 1.1. Opranuzauus IlonaTHe «Opranu3anusy, BHYTPEHHS U BHEIIHsS Cpeaa OPraHu3aLui. 2 OK 01-OK 06
KaK X0351liCTBYIOLIHH DakTOphI, OKA3bIBAIOLINE BIMSIHUE HA AE€ATEIBHOCTb OPTraHU3aLUH. IIK 1.3
CyObeKT B YCJIOBHSX IIpaBoBbie GOpMBI XO3AUCTBYIOINX CYOBbEKTOB. KOMMepueckne n HeKoOMMepUYeCKHe JIP 6,10
PBIHOYHOH IKOHOMHKH. opraHuzalyn. JJOKyMEHTBL, peryJIUpYIOLIIe OPraHu3aHOHHO-TTPABOBbIE (POPMBI
MPEANPUATHH.
CamocrosiTesibHast padoTa 1
ITpopaboTka KOHCTIEKTOB 3aHATHI U y4eOHOH IUTepaTypsl, padota ¢ HHGOPMALTHOHHBIMH ITOPTAIAMH.
Pasnen 2. DxoHOMHYecKHe pecypchbl NpeANPHATHSA 12/4
Tema 2.1. OcHoBHBIE Ionsitue, knaccudukanys, y4eT U OLEHKa OCHOBHBIX CPEICTB. AMOPTH3AIMA U 2 OK 01-OK 06
cpeacTea HW3HOC OCHOBHBIX CPEICTB. IIK 1.3
IIpakTuyeckoe 3ansatue 1. Pacuem amopmuszayuonnvix OMyuCieHUil U OCMAMOYHON 2 JIP 6,10
CMOUMOCHU OCHOBHBIX CPEOCE
Tema 2.2. O6opoTHbIe CocraB u knaccudukanms 0OOPOTHBIX CPENCTB, UCTOYHUKH (POPMHUPOBAHMSI. 2 OK 01-OK 06
cpeacTea ITokasarenu obopoTHbIX cpencts. Onpenenenne GakKTHUECKON CeO0ECTOMMOCTH. IIK 1.3, IIK 1.5.
JIP 6,10
Tema 2.3. Tpynossie Cocras u cTpykTypa Kajapos npeanpustus. [lokasarenu ABMKeHUs TPY JOBbIX 2 OK 01-OK 06
pecypchl pecypcos. IIK 1.3, IIK 1.8
[Ipaxrrueckoe 3ausTHE 2. Pacuem cymmut 3apadomnoii nianmsl pabomuukam 2 JIP 6,10




opearusayuu

CamocrosiTesibHast padoTa 2
ITpopaboTka KOHCTIEKTOB 3aHATHI U y4eOHOH IUTepaTypsl, padota ¢ HHGOPMALTHOHHBIMH ITOPTAIAMH.
IToaroroBka Kk NpakTUUECKUM 3aHATHUAM.
Pemenue 3ana4 o obpasiy.
Pasznen 3. MapkeTHHroBasi 1eSITeJIbHOCTh OPraHH3ALHH 5
Tema 3.1. Mapkerunr: ero | MapkeTuHr, ero ocHOBbIL. 1IoHATHE U KOHLIETIIMA MapKETHHIa 2 OK 01-OK 05
e U GpyHKuuu IIK 1.3
JIP 6,10
Tema 3.2. UnHoBanuonnasa | CymHocTs U kinaccudukanus nHHOBauuiA. WHHOBaLIMOHHAS CTPATErHsl U 2 OK 01-OK 05
U WHBECTHULNOHHAS WHBECTULIMOHHAS IOJINTUKA MPEATIPUATHSL. IIK 1.3
MOJUTHKA OPraHU3ALUU JIP 6,10
CamocrosiTesibHast padoTa 1
ITpopaboTka KOHCTIEKTOB 3aHATHI U y4eOHOH TUTepaTypsl, padota ¢ HHGOPMALTHOHHBIMHU TTOPTATAMH.
Pa3znen 4. OcHOBHBIE MOKA3aTeH AeSITEIbHOCTH OPTaHU3ALNHA 18/6
Tema 4.1. U3nepxku Hsnep:xxu npon3BOACTBA, BUABI u3fepxkek. [IonsaTre «kanbkyasauus u 2 OK 01-OK 05
NPEeANPHATHS HA KaJIbKyJIUPOBaHUe». MeToab! KalbKyJIUPOBAHUS IPOAYKLIUU IIK 1.3,1IK 1.8
NPOU3BOACTBO H IIpaxrrueckoe 3ausiTHe 3. Onpeoenenue cebecmoumocmu npooykyuu (pabom) 2 JIP 6,10
o0pamenue
Tema 4.2. CymHoCTh 1 QyHKIUU [IEHBI KaK SKOHOMHYECKOH kaTeropun. Cucrema meH U ux 2 OK 01-OK 05
LenooOpa3oBaHue HA knaccudukanus. GakTopsl, BIUSIONINE HA YPOBEHD LICH. IIK 1.3
NpeANnPUATHH JIP 6,10
Tema 4.3. ®uHaHCBI HcTouHnkn GUHAHCOBBIX PECYPCOB OpraHu3alii. BHyTpeHHNE 1 BHEIIHNE 2 OK 01-OK 05
OpPraHHM3aLHUH. UCTOUHUKH (uHaHCHpOoBaHMs. COOTHOIIEHNE COOCTBEHHBIX U 3a€MHBIX CPEICTB. IIK 1.3
Kpeaut u kpenutHas cucrema. JIP 6,10
[Ipaxtrueckoe 3ausTHE 4. Pacuem cmoumocmu UCHOIb306AHUsL 30eMHbIX CPEOCE 2
Tema 4.4. Ilpuodb1ab u [TpuObute Opraau3anmy (MPEaNPHUATHS) - OCHOBHOM ITOKA3aTeb Pe3yJIbTaTOB 2 OK 01-OK 05
peHTa0e/IbHOCTh XO3SIICTBEHHOH IeATeNbHOCTH. BBIpydka, 1OX0oAb! 1 MpUOBLIL OPraHU3ALIH IIK 1.3




(mpenmpusaTus). Pacnpenenerne npuObu B OpraHu3anyy. PeHTabenbHOCTD — JIP 6,10
nokasaresb 3¢ ekTuBHOCTH padoTsl opranu3aunu. [Tokaszarennu peHTadbeabHOCTH.
IlyTr noBBIIEHHUs] pEHTA0EbHOCTH.
[Ipaxrrueckoe 3ausTe S. Onpedenenue npubsiau opeanusayuu. Pacuem ypoens 2
peHmabensHOCMU OpeaAHU3AYUL (NPeOnPUsmUs) U NPOOYKYUU.
CamocrosiTesibHast padoTa 4
ITpopaboTka KOHCTIEKTOB 3aHATHI U y4eOHOH TUTepaTyphl, padota ¢ HHGOPMALTHOHHBIMH MTOPTAIAMH.
IToaroroBka K MPakTHUECKUM 3aHATUSIM.
Pemenue 3ana4d o obpasiry.
Paszpea S. IlnanupoBaHue AeATEJLHOCTH OPraHH3ALHH 3
Tema S.1. buznec- busHec-muiaH Kak OfHa U3 OCHOBHBIX (YOPM BHYTPUPUPMEHHOTO TUTAHUPOBAHHSL. 2 OK 01-OK 05
MJIAHUPOBAHHUE Ctpykrypa Ou3Hec-IJIaHa, XapaKTepPUCTHKA MPOAYKIHU U YCIYT, OLIEHKa COBbITa, K 1.3, TIK 1.8
AQHAJIU3 KOHKYPEHLUU HA PBIHKE, CTPATErusl MAPKETUHIA, I1JIaH IPOU3BOACTBA, JIP 6,10
IOPUINYECKHH TUIaH, OLIEHKA PHCKA U CTPaxOoBaHME, (PMHAHCOBBIN IIaH (O0KeT);
CBOZIKA KOHTPOJIbHBIX MMOKA3aTEeNeH.
CamocrosiTesibHast padoTa 1
[TpopaboTka KOHCTIEKTOB 3aHATHIA U Y4eOHON JIUTEPATy PhI.
IToaroroBka k 3a4eTy.
IIpomexkyTouHasi aTTecTanus: AU(3ader 2
Bcero: 43




3. YCJIOBUSI PEAJIU3AIIMU YUEBHOUM U CIUILIAHBI

3.1. Inst peanu3aluy NporpaMMbl Y4eOHOW AUCHHILIMHBI TPEIYCMOTPEHBI CIEAYIONINE
CIEeLIMATbHBIE TOMELLIEHHUS:

Ka6I/IHeT ((COL[I/IaJ'IbHO-BKOHOMI/ILIGCKI/IX " YIPABJICHUYCCKHUX NUCLUIIINHY, OCHaLL[eHHbeI:

obopynoBanueM: pabodue CTOJ M CTyJ MO KOJUYECTBY OOyYarOmMXCsi, padodee MeCTo
NperoAaBaTelIs;

TEXHUYECKHMH CPEICTBAMHU OOYYEHUS: MEPCOHAJBbHBIA KOMITBIOTEP, MPUHTEP, MPOEKTOP,
HWHTCPAKTHUBHAA IMTPUCTABKA K JOCKE UJIM UHTCPAKTUBHAA JOCKA.

3.2. UndopmaunoHHoe obecneyeHHe peaju3alui NporpaMmsl

JLns peaju3aiiu MPorpaMMbl OUOTMOTEUHBIN (POHIT UMEET MeYaTHbIE U/WUJIH 3JIEeKTPOHHbBIE
oOpa3oBatenbHble U WH()OPMALMOHHBIC PECYypChl, IJIsi UCIOJb30BAaHUS B 00pa30BATEIbHOM
npouecce. [Ipu hopmupoBanuu Oubnmuoreunoro GoHAa BEIOMpASTCS HE MEHEe OTHOTO WU3aHUs
U3 MEPEYUCICHHBIX HIKE TMEeYaTHbIX M3MaHWi U (MJIH) 3JIEKTPOHHBIX H3JaHHWN B Ka4eCTBE
OCHOBHOTO, MPH 3TOM CITHCOK, MOKET ObITh TOMOJTHEH HOBBIMH U3IaHUSIMU.

3.2.1. OcHOBHBIE MEYATHDIE H3AAHUS

1. Mokuii, M. C. DKOHOMHKAa OpraHM3alUU. Y4YeOHHK W TPAKTUKYM Ui CPEAHErO
npodeccuonanpHoro obpaszosanusi/ M. C. Mokuii, O. B. AsoeBa, B. C. MBaHOBCkuii, mon
penakmmeii M. C. Mokust. — 4-e usn., mepepad. m gom. — MockBa: M3natensctso Opaiir,
2022. — 297 ¢. — (IIpodeccuonanbuoe odpazopanne). — ISBN 978-5-534-13970-9.

2. OCHOBBI 3KOHOMHKH OpraHu3alud. Yy4eOHHK ¢ TPAKTUKYM s CPEOHEro
npodeccuonanbHoro obpaszosanus / JI. A. Yannaesa [u ap.]; mon pemakumeit JI. A. Yangaesoi,
A. B. lllapkoBoii. — 3-e m3a., mepepad. u mon. — Mocksa: M3marensctBo FOpaiir, 2022, —
344 ¢. — (IIpodeccuonanproe oopasosanne). — ISBN 978-5-534-14874-9.

3. OcHOBBI SKOHOMHKH oOpraHusaiuu. [IpakTukym: ydeOHOe mocoOue st CpemHero
npodeccuonanbHoro obpaszosanus / JI. A. Yannaesa [u ap.]; mon pemakumeit JI. A. Yangaesoi,
A. B. Illapkosoii. — Mocksa: UsnatensctBo FOpaiit, 2022, — 299 ¢. — (IlpodeccuonaapHoe
obpazosanue). — ISBN 978-5-9916-9279-3.

4. DKOHOMHKA OpraHHU3aluH. YIeOHUK U CpenHero mpodeCcCHOHAIbHOro 00pa3oBaHus /
E. H. Knoukosa, B. U. Ky3nenos, T.E.Ilnatonosa, E.C. Jlapra, mnoa  penakiuei
E. H. KnoukoBoii. — 2-e usn., nepepad. u gom. — Mocksa: Usnarenscreo HOpaiit, 2022, —
382 ¢. — (IIpodeccuonanproe obpasosanne). — ISBN 978-5-534-13799-6.

5. DKOHOMHKA OpraHU3alWU. YYeOHUK U MPAKTHKYM AJIsi CPEAHEro Mpo¢heCCHOHATBHOTO
obpazosanust / A. B. Konbiikun [u np.|; mon penakuueidi A. B. Kombimkuna, C. A. CmupHOBa.
— Mocksa: UznatensctBo FOpaiit, 2022, — 498 ¢. — (IIpodeccuonanbHoe 00pasoBaHue). —
ISBN 978-5-534-06278-6.

3.2.2. OcHoBHBIE 3JIEKTPOHHbIE H3IAHUSA

1. Mokuii, M. C. DKOHOMHKAa OpraHM3alUU. Y4YeOHHK W TPAKTUKYM Ui CPEAHErO
npodeccuonanpHoro obpaszosanusi/ M. C. Mokuii, O. B. AsoeBa, B. C. MBaHOBCkuii, mon

penakmmeii M. C. Mokust. — 4-e usn., mepepad. m gom. — MockBa: M3natensctso Opaiir,
2022. — 297 c. — (IlpodeccuonanpHoe odpazosanue). — ISBN 978-5-534-13970-9. — Tekcr:
sjekTpoHHbd  //  OOpasosarenpHass — tatgpopma  FOpaiit  [caiitr] —  URL:

https://urait.ru/bcode/469434.

2. OCHOBBI 3KOHOMHKH OpraHu3alud: Yy4eOHHK © TPAKTUKYM U1 CPEOHEro
npodeccuonanbHoro obpaszosanus / JI. A. Yannaesa [u ap.]; mon pemakumeit JI. A. Yangaesoi,
A. B. lllapkoBoii. — 3-e m3a., mepepad. u mon. — Mocksa: M3marensctBo FOpaiir, 2022, —


https://urait.ru/bcode/469434

344 c. — (IIpodeccuonanbHoe obpasosanue). — ISBN 978-5-534-14874-9. — Tekcr:
sjekTpoHHbd  //  OOpasosarenpHass — tatgpopma  FOpaiit  [caiitr] —  URL:
https://urait.ru/bcode/484242.

3. OcHOBBI SKOHOMHKH oOpraHusaiuu. [IpakTukym: ydeOHOe mocoOue st CpemHero
npodeccuonansHoro obpasosanus / JI. A. Yannaesa [u ap.]; mon pemakuueit JI. A. Yangaesoi,
A. B. Illapkosoii. — Mocksa: UsnatensctBo FOpaiit, 2022, — 299 ¢. — (IlpodeccuonaapHoe
obpazoBanue). — ISBN 978-5-9916-9279-3. — Tekcr: asnextponHsbiii // OOpa3oBarenbHas
miatgopma KOpaiit [caiit]. — URL: https://urait.ru/bcode/471048.

4. DKOHOMHKA OpraHHU3aluH. YIeOHUK U CpenHero mpodeCcCHOHAIbHOro 00pa3oBaHus /
E. H. Knoukosa, B. U. Ky3nenos, T.E.Ilnatonosa, E.C. Jlapra, mnoa  penakiuei
E. H. KnoukoBoii. — 2-e usn., nepepad. u gom. — Mocksa: Usnarenscreo HOpaiit, 2022, —
382¢c. — (IlpodeccuonanpHoe obpasosanue) — ISBN 978-5-534-13799-6. — Tekcr:
sjekTpoHHbd  //  OOpasosarenpHass — tatgpopma  FOpaiit  [caiitr] —  URL:
https://urait.ru/bcode/469692.

5. DKOHOMHKA OpraHU3alWU. YYeOHUK U MPAKTHKYM AJIsi CPEAHEro Mpo¢heCCHOHATBHOTO
obpazosanust / A. B. Konbiikun [u np.|; mon penakuueidi A. B. Kombimkuna, C. A. CmupHOBa.
— Mocksa: UznatensctBo FOpaiit, 2022, — 498 ¢. — (IIpodeccuonanbHoe 00pasoBaHue). —
ISBN 978-5-534-06278-6. — Texct: anextponHslii // OOpasoBarenbHas riatdopma FOpaiit
[cafiT]. — URL: https://urait.ru/bcode/474223.

3.2.3. /lonotHUTENbLHbIE HCTOYHHKH

1. Kongparbesa M.B. xoHomuKka npeanpusitus. YdueOHoe mocobue — Jlanb, 2022, — 232¢.

2. Macnesuy, T. II. DxoHomMmKa oOpraHuzanuu. yueOHWK s OakanmaBpo /
T.I1. Macnesuy, noa pen. E. H. Kocapesoii. - Mocksa: Jlamkos u K, 2019. - 330 c.

3. ®puaman, A. M. DxoHomuka opranmzauuu: yuebnuk / A. M. ®@puaman. — Mocksa:
PUOP: UH®PA-M, 2022. — 239 ¢. — (Cpennee npodeccroHaibHoe 00pa3oBaHue).


https://urait.ru/bcode/484242
https://urait.ru/bcode/471048
https://urait.ru/bcode/469692
https://urait.ru/bcode/474223

4. KOHTPOJIb 1 OHEHKA PE3YJIbTATOB OCBOEHMUA

YYEBHOM JUCIHUATLTHHBI

Pe3yabTatnl
o0yueHust

Kpurtepuu ouenkn

MeToab! OLIEHKH

Ilepeyennb 3HaHUI, OC

BAUBACMbIX B pAMKAaX JHCHHUILJIUHbI.

0a30BbIE MOHITHUS
JUCLIUILIHHBI,
o0mryro
XapaKTePUCTUKY
TPYIOBBIX PECYPCOB,
MOHSITHE, CYITHOCTD U
POJIb HAYYHO-
TEXHHUYECKOIO
nporpecca B
pa3BUTUU
OpTaHH3AIIHH;
OCHOBHBIE
SKOHOMUYECKUE
[MOKa3aTeNn
OpTaHH3AIIHH;
OCHOBHBIE
OpTraHHU3AIOHHO-
npaBOBBIE POPMBI
MPEeANPUATHH;
OCHOBHBIE
HaTPABJICHUS
WHHOBAITHOHHOH
MTOJIUTUKH

Ilepeyenb ymeHnu,
0CBAMBAEMBIX B
paMKax
AVCUHILIUHBI:
NIPOU3BOIUTH
pacyeTsl 1o
OCHOBHBIM U
00OpOTHBIM
cpeacTBam
NPEANPUSITHS,
COCTaBIISITh
npocreimmii OuzHec-
IUIAH 33/1aBa€MOT0
NPEANPUSITHS,

OCYLLIECTBJISITh

Oyenka ycmmnvix omeemos, Yuaujuxcs.
Otmertka "5" cTaBUTCS, €CIIU CTYAEHT:
MIOJIHO U3JIaraeT U3y4eHHbIH MaTepua;

OOHapy KHUBaeT MOHNMAaHUE MaTepraa, MOXKET
00OCHOBATb CBOH CY KACHUS, IPUMEHUTD
3HAaHUS Ha MPAKTHKE, MPUBECTH HEOOXOANMBIE
IIPUMEpPHI HE TOJBKO M0 JIEKLUH, HO U
CaMOCTOSITENIbHO COCTaBJICHHBIE,

u3JjlaraeT MaTepual MocieoBaTelbHO U
MPAaBUJILHO C TOUKH 3PEHUS HOPM
JIUTEPATYPHOTO SI3bIKA.

OtmeTtka "4" cTaBUTCS, €CIIU CTYAEHT JAET
OTBET, YJIOBJIETBOPSIIOLINI TEM XKe
TpeOOBaHUSAM, YTO U JIJIsl OTMETKH "5", HO
noryckaer 1-2 omubKy, KOTOPBIE CaM ke
UCIpasJjsieT, u 1-2 Henouéra B
MOCJIEI0BATENBHOCTH U SI3bIKOBOM
oopMITeHHH U3JTaraeMoro.

Otmertka "3" cTaBUTCS, €CIIU CTYAEHT
OOHapy>KUBAEeT 3HAHUE U TOHNMAaHUE
OCHOBHBIX IOJIOXKEHUH TeMBbI, HO:

U3JIaraeT MaTepuall HeTOJIHO U IOy CKaeT
HETOYHOCTHU B OTIPENEICHUH MMOHITUH HITH
(bopMyITHPOBKE;

HE yMeeT JOCTaTOYHO IIyOOKO U
I0Ka3aTeIbHO OOOCHOBATH CBOM CY)KICHHS U
NIPUBECTH CBOU NMPHMEPHI,

u3JIaraeT MaTeprall HeroCIe0BATEIbHO U
TOITyCKaeT OLIMOKH B SI3bIKOBOM O(pOPMIIEHUH
U3JIaraeMoro.

Otmertka "2" cTaBUTCS, €CIIU CTYAEHT
OOHapy KUBaeT He3HaHHE OOJbIIEH YacTh
COOTBETCTBYIOIIEH TEMbI H3y4aeMOro
MaTepuaa, JOMmyCKaeT OIUOKU B

(b opMy THPOBKE OTPEAeSICHUH U MPaBUII,
HCKQKAIOLIME UX CMBICH, OECTIOPSAOYHO U
HEYBEPEHHO M3JIaraeT MaTepual.

Otmerka ("5", "4", "3") MOXET CTaBUTBCA HE

IIpoBeneHue yCTHBIX U
MUCbMEHHBIX OIPOCOB;
IIposepka
BBITIOJTHEHUS
00yJaroIUMUCs
JIOMAIITHUX 3aJ1aHui;

IIposenenue
TEKyLIero, pyOeKHOTO
U IPOMEXKYTOYHOTO
KOHTPOJIS.

OueHka pe3yJIbTaToB
BBITTOJTHEHHSI
NPaKTUYECKHX paboT
OueHka MpaBUIBHOCTH
u
apryMEHTHPOBAHHOCTH
MIPUMEHEHHUsI LICHOBOM
MIOJIUTHKH

Hud. 3auér




npocTenime
pacyeTsl 1Mo Kazxpam u
3apaboTHOI maTe;

PacCUYHUTHIBATD
U3IEPIKKH
MPOM3BOIICTBA U
cebecronmocTu
nponyKuuu (yciyr)
10 33JaHHBIM
napameTpam;
PacCUYHUTHIBATH IIEHY
Ha MPOAY KLU,
OLICHUBATh
s¢pexTuBHOCTD
IEATENbHOCTH
OpTaHU3aLUH

TOJIbKO 32 €MHOBPEMEHHBIN OTBET (KOra Ha
MPOBEPKY MOATOTOBKH YYEHHUKA OTBOIUTCSI
OTIpEeNIEHHOE BPEMsi), HO U 3a
paccpenoTOUeHHBIH BO BPEMEHH, T.€. 32 CYMMY
OTBETOB, JAHHBIX YUYEHUKOM Ha MPOTSIKEHUN
ypOKa, MPH yCIIOBHUH, €CITH B MPOLIECCE YPOKa
HE TOJIbKO 3aCJy LTUBAJIUCH OTBETHI yUAIIerocs,
HO U OCYLIECTBIISUIACH IPOBEPKA €r0 YMEHUS
NPUMEHSITh 3HAHHS Ha MPAKTHKE.

Oyenka nNUCLMeHHbIX OMBEMOB, YUAUUXCA
Otmertka "5" cTaBUTCS, €CIIU CTYAEHT:
COOJIOZIAeT YCTAHOBJIEHHBIN alrOPUTM
peLIeHus 3a1aHul,

OOHapy KHUBaeT MOHMMaHUE MaTepuaa, MOXKET
NPUMEHUTh 3HAHHS HA NIPAKTHKE;

BCE PacyeThl BLIMOTHEHBI apU(PMETUIECKU
BEPHO.

OtMmetka "4" cTaBUTCS, €CJIU CTYACHT NaET
OTBET, YIOBJIETBOPSIOLINI TEM Ke
TpeOOBaHUSM, YTO U JIJIsl OTMETKH "5", HO
nomnyckaet 1-2 Hemouéra B
MOCJICIOBATEIbHOCTH PELICHUS 3a1aHHH.
Otmertka "3" cTaBUTCS, €CIIU CTYAEHT
OOHapy>KUBAEeT 3HAHUE U TOHNMAaHUE
OCHOBHBIX TOJIOKEHUHN TEMBI, HO:

pemeHue He nojHoe (Menee 60%);

B pEIIEHNH 3a1aHUH JOMYIEHO OO0JIbIIoe
KOJINYECTBO apH(PMETHIECKNX OIHOOK;

pelIeHne 3aaHns HEMOCIeN0BATENbHO U
JOTTy CKAaeT OLIMOKH B SI3bIKOBOM O(pOPMIIEHUH
U3J1araeMoro.

Otmertka "2" cTaBUTCS, €CIIU CTYAEHT
OOHapy KUBaeT He3HaHHE OOJbIIEH YacTh
COOTBETCTBYIOILETO paszesia U3y4aeMoro
MarepHaa, I0IMyCKaeT apupMeTniecKue
ouOKH




IIpunoxenue 4.8

k OOII no crnenuaabHOCTH
46.02.01 /lokymenmayuonnoe obecneyeHue ynpas/ieHus U apxXueoseoenue

MHWHUCTEPCTBO OBPA30BAHUA U HAYKU PECITYBJIMKU JTIATECTAH
lNocymapctBenHoOe Or0KeTHOS TTPOECCHOHABHOS 00pa3oBaTeapHOS yupexkacuue PecryOnuku Jlarecran
«Komnemx mammuHocTpocHus u ceperica uM. C.OpmKkoHUKHI3E

PABOUYAS ITIPOT'PAMMA YUEBHOI TUCIUIIJIMHBI
OI1.02 MeneaskmMeHT

Kon n HanMeHOBaHNE CCHUATBHOCTH.
46.02.01 HoxkyMEHTAIMOHHOS OOCCIICUCHHS VITPABICHUS U ApXUBOBCACHHUC
xozsmei B coctas YI'C 46.00.00 UcTtopus u apxeoJjiorus

Kpanudukanus BeIimycKHHKA:
CrneuuajucT no 10KyMeHTAIIHOHHOMY 00ecrie4eHHI0 YIIPABJIEHHS U APXUBHOMY eIy

Kacmuiick 2023r.



OJOBPEHO YTBEPXKJIAIO

ImwioBo#i KOMHCCHEH 3KOHOMHYECKHX 3aM. gupeKTopa no y4ebHo-
IHCLHUIIHH METOOHMYECKOH paboTe
Mporokon Ne 70 or «20» L€ 2023 (e oo F'acanosa M.M.

HaencenaTenb oK
A e L
A OcmaHoBa XK. M. « 2 » 6 2023 r.

Pabouas nporpamma yueGHOMN mucummmuHel «OI1.02 MeHemkmeHT» pa3paboTaHa Ha OCHOBE:

- ®enepanbHOro rocyaapcTBEHHOTO 0Opa3oOBAaTENBHOrO CTaHAApPTa CPEAHEro  NpoeCCHOHAILHOrO
obpazopanus no crneuuanbHocTH  46.02.01  «JloKyMeHTAaUHOHHOe  OGecHeYeHHe  YMpaBIeHUS H
apXMBOBEIEHHE», BXOAALIEH B COCTaB yKPYNHEHHOH rpynmel cneuuansHocted 46.00.00 Hcropus u
apXeosIoTHs, YTBEPXKIEHHOro mpukazoM MunHobpHayku Poccum Ne 778 ot 26 asrycra 2022 .
(3apeructpuposaso B MuHiocte Poccun 30 cenTsbps 2022r. Ne 70318);

C y4eTOM:

[IpumepHO# OCHOBHOH 0Opa3oBaTebHOH MNPOrpaMMbl MOATOTOBKH -CMELHANUCTOB CPEAHEro 3BeHa [0
criennanbHOCTH 46.02.01 oxkymeHTauMOHHOe obecriedeHHe ynpaBlieHHS W apXHBOBedEeHHe, YTBepKICHOM
nporokonoM PegepanbHoro y4eGHO-MeTonHUeCkoro obbrenunenus no YITIC 46.00.00 ot 06.10.2022 r. Ne
4 (3aperHcTpHpoBaHO B TFOCYNAPCTBEHHOM PEECTpe MPHMEPHBIX OCHOBHBIX OOPa3sOBaTeNbHBIX MPOrpaMM
[Mpukazom ®I'BOY AITO UPIIO Ne 70 [1-16201 07.04.2023)

B COOTBETCTBHH C paboduM yuyeGHbBIM M1aHOM Konemxka Ha 2023/2024 yueGHblIii rox

PaspaboTunk:
- Ab6auapaesa A.M.. - npenogasatens [ BITOY P/ «Konnemk MalIMHOCTPOSHHS M CEPBUCA HM.
C.OpmxoHHUKHI3EN

© AobauapaeBa AHxennka Mycaesna 2023

. ['BIIOY P «Konnemx MawnHocTpoeHus U cepuca M. C.OpmkoHukuaze» 2023



CONEPKAHUE

. OBIIASI XAPAKTEPUCTHKA PABOYEIl IIPOTPAMMBI YUEBHOII
JUCUUILINHBI

. CTPYKTYPA U COJIEP)KAHUE YYEBHOM JUCHUILINHBI
. YCJOBHSA PEAJIN3ALIMY YYEBHOMN JUCHUIIAHBI

. KOHTPOJIb W OILIEHKA PE3VJIbTATOB OCBOEHHSI YUYEBHOIl
JUCUUILINHBI



1. OBLIAS XAPAKTEPUCTHKA PABOYEM ITPOI'PAMMBI
YYEBHOU JTUCIOUIIJIMHBI «<MEHE/UKMEHT»

1.1 MecTo AuCUMILIMHBI B CTPYKTYPe OCHOBHOMH 00pa3oBaTeibHOM NMPOrpamMMBbl:

VYuebnass aucuuruinHa  OI102  MeHemKMEHT  sABISETCS  OOS3aTENbHOW — YacThiO
obmenpodeccHoHaIBPHOrO UKJIA OCHOBHOM 00pa3oBaTeIbHOM MporpaMMbl B cooTBeTcTBUN ¢ DI'OC
CIIO no cienmanbHOCcTH 46.02.01 JIokyMeHTaLMOHHOE 0OecrieueHe YIIPaBICHUs H apXHUBOBEICHHE.

Ocoboe 3HaueHne TUCIUILTNHA UMeeT PpU (OPMUPOBAHUH U PA3BUTUN OOIIUX KOMITETEHLIUH!
OK 1,0K2,0K3,0K 4, OK 5, OK 6, OK 9.

1.2 LHeab 1 ny1aHupyeMble pe3yJabTaTbl 0CBOCHUS AMCHUIIUHBI:
B pamkax mporpamMMbl yueOHON TUCIUIUIMHBI OOYYAOIIMMICS OCBAUBAIOTCS YMEHUS U

3HAHUA
Kon YMenus 3Hanun
K, OK
OK1 - CIeAOBaTh NPUHLHIAM|  -XapaKTEePHBIE YEPTHI COBPEMEHHOTO
OK 2 VITPABJICHUS, MCHEIKMCHTA,
OK 3 - VIOpaBIATh KOHPIUKTAMU U - (pyHKIMK MEHEKMEHTA,
OK 4 cTpeccaMu B IPOLIECCE - CYIIHOCTbh U OCHOBHBIE 3JIEMEHTHI
OK 5 mpodhecCHOHATBHON ASATCIBHOCTH; IJTAHUPOBAHMUS
OK 6 - YCTaHaBIHBAaThb JKU3HCHHEBIC| -  CITOCOOBI MOTHBALIUH K TPYAY,
OK 9 IJIAHBI, - OpPraHU3alUOHHBIE CTPYKTYPEHL
-000CHOBaHHOCTh BBIOOpA VIPaBICHHUS,
K 1.1 HeoOxoanMoH napopMary 1 - OCHOBHBIC TTPUHLIUIIBI M TIOIXO/IbI
K12 BBIIIOJHEHUS PO CCHOHATBHBIX KyTIPaBJICHUIO,
IIK 1.3 3a4a4, Mpo)eCCHOHATBHOTO u - MPOLECC NPUHATHS U
JUYHOCTHOTO Pa3BUTHSL, peamu3auny npaBIeHICCKHX
JP 6,7,9 - pabotaTh B KOJICKTHBE H peIICHMIA
koMauzae, 3dexTuBHO 0OIIAThCI C
KOJIJICTAMH,
PYKOBOJCTBOM;
- Oparp Ha ce0si OTBETCTBCHHOCTD
3a  paboTy  WICHOB  KOMAaHIBI
(TIOAYMHEHHBIX), PE3YABTAT
BBITIOJTHCHHUS 32 JAHUS
2. CTPYKTYPA U COJAEP)KAHUE YUEBHOM JUCIHUILINHBI
O0beM yueOHOM JMCUHILIHHBI H BHABI Y4e0H0I1 padoThI
Buj yue6Hoii padoThI O0nbem B yacax
O0bem o0pa3oBaTeIbHOM NPOrpaMMbI Y4eOHOH AUCHUITHHBI 48

B T.4. B (popMe NpaKTHIECKOH MOAT0TOBKH

BT. ..
TCOpPETHICCKOE 00yUCHHE 24
MPAKTUICCKUE 3AHATUSL 18
CamocTosiTtensHaa pabora 4

IIpomexyTounas arrectauus - TU(PepeHINPOBAHHBIN 3a4€T 2




2.2 TemaTu4yecKHii IUIAH U COAEPKAHUE YIEOHOMH JHCHHITHHBI

Koab1
KOMIETCHIIHIA,
H O6bem, axkaa. 4 / B TOM (¢hopmMupoBaHHIO
alMeHOBAHHE Copep:xxanue y4de0HOro marepuaia u (opMbl OPraHU3ALUHH JEeSATENHLHOCTH
pa3aesioB U TEM 00y4arOLIHXCH Hucne B (hopme | woTOpHIX
NPAKTHYECKO# cnoco0cTByeT
NOArOTOBKH, aKaJ 4 3JIEMEHT
MPOrpaMMBbI
1 2 3 4
Pazgen 1. CymiHocTh H XapaKTepHbIe YepThl COBPEMEHHOr0 MEHEAKMEHTA 10/4
Tema 1.1 CymHocTh U coxepxkanue moHatus «Menemxment». Llenu u 3agadm MEHEIKMCHTA. OK2
Mertoaonoruyeck OCHOBHBIC KATCTOPHUH MCHCMIKMCHTA, CHCTEMA YIPABACHHS, OOBCKT H CYOBEKT OK3
He OCHOBbI | VIIPABJICHUS;, BHYTPCHHAS W BHCIIHAA Cpeaa CHCTEMbl  yipaeicHusA. OCHOBHBIC 4 OK9
MEHEKMEHTA 3aKOHOMEPHOCTH M TPHUHLHUINB MCHEKMEHTA. COBPEMCHHBIC TCHACHIMH Pa3BUTHS JIP 6,79
MEHEPKMECHTA.
1. Xapaxmeprvie uepmol cospemeHH020 MeHeOHCMEHMA
2.Cucmema ynpagnenus
3. Hpunyunsi ynpaenenus
CamocrosTesbHas padora o0yyarmxcs -
Tema 1.2 IBOIIOLUS MCHCIKMEHTA, YCIOBHS U TPCANOCBUIKA BO3HHKHOBCHHS MCHCIKMCHTA. OK1-OK 6
IBONIOUHSA Hayunbie mkomer MeHemxkmeHra: Hayunas mxoma  ympasnenus (. Teitmop), JIP 6,7,9
ynpaBJieH4YeCKOH Bropokparmieckas mkona ynpasicaus (M.Bebep), AIMUHHACTpaTHBHAS IKOJIA YIIPABICHU
MBICJTH (A ®aiionn), Illkona uenmoBeueckux otHomeHu (3.Mbaiio), Illkoga MOBSACHUCCKUX HAYK 2
(A .Macnoy, @ .I'epudepr). CoBpeMeHHBIC TOAXOAB K VIPABICHHIO: CHUCTCMHBIN MOIXON,
MPOLICCCHBIM MOAXOM, CUTYALMOHHBIH MOIXOA. XapaKTCPHCTHKA HALMOHATIBHBIX MOJACICH
MECHEPKMEHTA.
1. Illxonwt u n00x00bl 6 ynpaeienuil
B Tom yncsie npakTHYECKHX H J1A00pATOPHBIX 3aHATHIA:
IIpakTHYeckoe 3ansTHE 1.
CpaBHHTEIbHASI XaPAKTCPUCTHKA OCHOBHBIX HAYYHBIXIIIKOJI MCHEKMCHTA 4
IIpakTHYeckoe 3ansTHE 2.
BrisiBcHHE O0IUX YEPT U Pa3Nnu4Hi OCHOBHBIX MMOAX0J0B B MCHEPKMEHTE
CamocrosiTesbHasi padora o0y4aromuxcs -
Pasgen 2. OcHoBHbIe PyHKIIHH MEHEAKMEHTA 17/6




Tema 2.1
CyuiHoctn Hu
OCHOBHbBIE
3J1€MEHThI

IJTAHHP OBAHHS

[MonsTrst IyIaHUPOBAHKS U TMPOTHO3UPOBAHUS B OpraHu3anuu. [IpUHIMITEI TIAHAPOBAHUS:
MPUHLIUAIBL ¢AWHCTBA, YYaCTHs, HCMPCPBIBHOCTH, THOKOCTH, TOYHOCTH. MHCCHS U LCIH
opranmzaumu. Hepapxus ueneii. Bugsl miaHHpOBaHUS. CTPATETHYCCKOE, TAKTHYCCKOC,
omnepaTuBHOS (TeKyiuee). Tumossie OpMBI MIAHOB.

1.Houamue u cyuynocmo NAAHUPOBAHU

2. OcHo6Hble 271eMeHmbl 1 3INANbI NIAHUPOBAHUA

CamocrosiTesbHasi padora o0y4aromuxcs

OK 1-OK6
MK 1.1
JIP 6,7,9

Tema 2.2
OprasuzauuoHHbIE

CTPYKTYPhbI
ynpasJjeHHs

OpraHuzanyioHHbIC TOTHOMOYH. PasaivaHble THITBI OpraHNU3alOHHBIX CTPYKTYDP. [IpHuHaTHe
pewenus o BHIOOpE CTPYKTYpHl oprann3anuu. eneruposanue
MTOJTHOMOYHMH M OTBETCTBEHHOCTh. KiTtoueBsle mpasmiia feJIerHpoBaHusl MOJTHOMOYHH.

1.Opeanusayuonnvie cmpyxmypol ynpaeieHus

2 punyunuv denecuposanis NOJHOMOYUT

3. Baaumoceszo noinomouii 1 omeemcmeeHHoCmu

CamocrosTenbHasi padora o0y4aromxcs

OK 1-OK6
K 1.3
JIP 6,7,9

Tema 2.3 Tpynosas
MOTHBALHS
NepCoHaJIa

CyurHocTh mOHATHS MOTHBaIms. MotuBarus u motuBHpoBaHue. CTHMYJIBI M MOTHBHI,
CrumymupoBanue.  CmocoObl  MoTuBaimu — nepcoHana.  OCHOBHBIC — 3JICMCHTHI
MOTHBAITMOHHOTO TIPOIECCA. BOSHUKHOBEHHE TOTPCOHOCTCH, BHABI MOTPCOHOCTEH, TIOMCK
OyTeH VCTPAaHCHUS MOTPEOHOCTEH, OmNpeAcHCHHE MeachH (HampaBjiCHHs) JCHUCTBUL,
OCYIICCTBICHHUE NCHCTBHUS, TIONYUCHHC BOZHATPAKIACHUS 3a OCYIICCTBICHHC ICHCTBUA,
VCTPAHCHHUE TOTPSOHOCTH.

1. Cywynocmo u ocHoGHbIE 21€MEHMbI MOMUBAYUU

2.Cnocobw Momueayuu Kk mpyoy

B Tom yncsie npakTHYECKHX H J1A00pATOPHBIX 3aHATHIA:
IIpakTHYeckoe 3anHsTHE 3.

MoTuBaups nepcoHana K TpYJ0BOH ACATCIbHOCTH
IIpakTH4Yeckoe 3ansTHE 4.

MoTuBaups nepcoHana K TPYA0BOH ACATEIbHOCTH

CamocrosTesbHas pa0oTa 00y4yaromuxcs

OK 1-OK 5, 0K 9
MK 1.1, K 3
JP 6,7,9

Tema 24
Kontponn B
cucreme
MEeHEeAKMeHTA

[lonaTHe W CYIMHOCTH KOHTPONSA Kak (YHKUUH MEHEeIkMeHTa. TpeGoBaHUs - KpUTCPUH
KOHTpomd. BHemHMM w BHYTpeHHHH KOHTpPonb. OpMBI KOHTPONA: TIPEIBAPHUTEIHHBIMH,
Tekyuui, uroroseiii. Herarusueie dopmel kontpons. IloBeaeHueckrne acmeKThl KOHTPOII,
Oramsl kKoHTPOJs. CaMOKOHTPOJIb.

1.Cywynocmo u nasnayenue KOHMPOLA 8 OPeAHUZAYUUL

2 .Buowi KOHmpoJisl 6 Opeanusayuy

B Tom unc/ie NpaKTHYECKHX H JIA00PATOPHBIX 3AHATHIA:
IIpakTHYeckoe 3ansTHE S.
OCyIICCTBICHUE KOHTPOJISE 32 PA0OTOH KOICKTHBA UCTIOTHUTCIICH

CamocrositenbHasa padoTa 00y4aArOLIUXCS

OK1-OK5
MK 1.1
JIP 6,7,9

Pazgen 3. OcHoBHBIe poLEcCHI B YIPABJIEHYECKOIi AesITeIbHOCTH
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Tema 3.1 [Tonsatue yopasncHueckue pewmeHus. Ponps pemenuil B mpouecce vopasicHus. CYIIHOCTb OK 1-OKé6
IIpouecc pemenus u ero BUael. Knaccupukamms ynpaBneHuyeckwx pemieHuil. TpeGosanus, K 1.1, IIK 1.3.
NPHHATHS NMPEaBABISCMBIC K KAueCTBY VIIPABICHUYCCKOTO PCLICHMS. OTambl MpoLecca MPHHATHS JIP 6,7,9
yIpaBJIeHYeCKHX peLICHUIH. AHAIH3 PE3yIbTATOB MO MPHUHATHIM PEIICHUAM U
pelueHuii BBCACHHC M3MCHCHUU B CHCTEMY VIIPABICHUS HA OCHOBE 3THX PE3VJIbTATOB.

1. Tunvl pewrenuti; mpeboeanus Kk peuieHusM

2. Ilpoyecc npunamus u peanu3ayuu ynpagieH4ecKux peute Hull

B Tom ymHc/Ie NpaKTHYECKHX U JIA00PATOPHBIX 3AHSTHIA:

IIpakTHYeckoe 3ansTHE 6.

OTtpaboTka mporecca MPUHATHS YITPABICHICCKUX PEIIICHUN

IIpakTH4Yeckoe 3ansTHE 7.

OTpaboTKa mpouecca NPUHATHS YIIPABACHICCKUX PEIICHHI

CamocrositesibHast padoTa 00y4arIHXCs
Tema 3.2 [TonsaTus ympasiaeHueckoi nHGOPMALMK U YIIPABICHYCCKHX KOMMYHHUKami. TpeGosanus OK 1-OKé6
IIpouecc yrpasiacHuecKkol nnbpopmarmu. KoMMyHHKaIMKE MEKAy OPraHU3AIUCH U BHCIIHCH CPEIOM. NK1.1-1IK 1.3
KOMMYHHKaumii B | KOMMYHUKAIMOHHBIA TIpoLECC BHYTPH OpraHu3auyd. Buasl M ponu opraHn3aliioHHBIX JIP 6,7,9
OpraHu3auuH KOMMYHHUKauui. KOMMyHHKAIMOHHBIC  KaHAmbel, HWX eMKOCTh. DopmaneHeie U

He(opMaTbHEIC KOMMYHHKALMK B OpraHu3aumsaX. Pore WHQOPMALMOHHBIX TEXHOIOTHH B

VIPABICHUYCCKHX KOMMYHHKALMSX.

1.¥Vnpaenenueckas ungpopmayus

2 Dnemenmol 1 5Mansvi NPOYECCd KOMMYHUKAYUT

CamocrositesibHast padoTa 00y4arIHXCs
Tema 3.3. Ilpouecc | [NonsTre pykoBOACTBa M BIACTH. Y IPABICHUE YCIOBCKOM U vipasiacHue rpynmnoi. Crunm OK 1-OK 6
PYKOBOACTBA PYKOBOJACTBA, HMX XAPAKTCPHUCTHKH H 0OCOOCHHOCTH. (DakTophl, BIMMIOIMUE HA CTHIIb K 1.1
opraHu3anuei vopasicHus. Bmacte wm  mmaepcrBo. Jlupep u komanga. Ilpomecc dopmuposanus JIP 6,7,9

KOMaH/Ibl.

1.Cywynocmo u knaccugpurayuro cmuneti ynpasieHus

2.0mauuue audepa Om OCHANLHBIX YIEHO8 2PYNNbl

3. Doprmuposanue KoMAHObL UCROTHUmEET]

CamocrositesibHast padoTa 00y4arIHXCs
Tema 3.4 Cymuocts M knaccuduraius KOHGIUKTOB. [IpHduHB BO3HHKHOBCHHSI KOH(IHKTOB. OK 1-OK 5
ITpouecc Koudaukr kak mpouecc u ero drambl. CTpaTerud MPeOJOICHHUS KOHQPIUKTOB. MeETOMBI MK 1.1
ynpaBJieHHS vopasicHus koHpnuktavu. DyHKIMOHATBHBIE W AWCHYHKUHOHATBHBEIC TOCICICTBHS K 1.2
konpuukramu  u | koHdaukroB. [loHsTue u npusHaku crpecca. CriocoObl YIPaBICHUS CTPECCAMHU. JIP 6,79
cTpeccamMu 1. Buow kouauxmoe

2. Memoov! ynpaenenus KOHQIUKMAMU

3. Hlocreocmeus kougpaurxmoe

B Tom yncsie npakTHYECKHX H J1A00pATOPHBIX 3aHATHIA:
IIpakTH4Yeckoe 3aHsTHE 8.

PasperneHre KOHPIUKTHBIX CUTYALIMH B OPraHU3AI[HH




IIpakTH4Yeckoe 3aHsATHE 9.
Paspemenne KOHGIUKTHBIX CUTYalUi B OPraHU3ayf

CamocrosTesbHas padora o0yyarmmxcs

ITpome:kyTounas arrectanust — fudp.3auer

Bcero:

48




1. YCJIOBHUSA PEAJIU3ALIAN ITPOTPAMMBI YUEBHOHN TUCHUILIVHBI

3.1 [lnsa peanuzauuy mporpaMMbl y4eOHONW AMCHUTUIMHBI TPEIY CMOTPEHBI
CJIEAYIOLINE CIIeHAbHbIE TOMEIIEHHUS:
Kabuner « ColnanpHO-35KOHOMHYECKUX U YIIPABICHYECKUX JTUCIUTUINHY, OCHAIEHHBI:
- obopynosanueM: pabodme CTON U CTYJI MO KOJUYECTBY OOyJaromuxcs, paboyee MecTo
NPenoaBaTeds;
- TEXHUYECKUMHU CPEACTBAMH OOYYEHHUS. TEPCOHAIbHBIA KOMIIBIOTEpP, MPHHTED,
NPOEKTOP, UHTEPAKTHBHAS JOCKA.
3.2 NudopmanuonHoe obecnevyeHHne peau3alui NporpamMmbl
Jns  peamuzanmu  MpPOrpaMMbl  OMONMHMOTEUHBIH (QOHA WMeeT TMeYaTHblE W/WIH
3JIEKTPOHHBbIE O0Opa3oBaTeNbHbIE M WH(POPMALMOHHBIE PECYpPChl, I HCIIOJNb30BAHHUS B
obpaszoBarenbHOM nporiecce. [Ipu popmuposanuu 6ubarorednoro GoHma BEIOUpaeTCss HE MEHee
OJTHOTO U3JIaHUS U3 MEePEUUCICHHBIX HUKE TICUATHBIX U3JaHUH U (WJTH) 3JIEKTPOHHBIX M3aHUN B
Ka4eCTBE OCHOBHOTO, ITPH 3TOM CITHUCOK, MOJKET OBITh JTONOJHEH HOBBIMH U3aHUSIMH.

3.2.1 OcHOBHBIC MEYATHLIE H3AAHUS
Heanosa, 1. A. MeHe)KMEHT: YUeOHHUK UM MPAKTUKYM JJIsl CPEAHEro MpodeCCHOHAIBHO- IO
obpazosanust / 1. A. MiBanoBa, A. M. CepreeB. — Mocksa: Usnarenscteo FOpaiit,2021. —
305 ¢. — (ITIpodeccuonanbroe obpasosanne). — ISBN 978-5-9916-7906-0.

Menemxment. Ilpaktukym: yueOHOe mocobue ansi cpemHero mnpodeccuoHanbHOro obdpa-
soanmst / FO. B. Kysuenos [u np.] ; mon penakumeii FO. B. Ky3nenosa. — Mocksa: Hs-
narenbcTBO HOpaiit, 2021. — 246 ¢. — (IIpodeccuonanbHoe obOpasoBanme). — ISBN
978-5-534-02464-7.

MenemxkmeHT: y4eOHUK JyIsi  cpemHero  mpodeccuoHanpHOrO — oOpasosanwmsi / HO. B.
Kysneuos [u np.] ; mon pemakuueii FO. B. Ky3nenosa. — Mocksa: UsgarensctBo HOpaiir,
2021. — 448 ¢. — (Ilpodeccuonanproe obpazosanne). — ISBN 978-5-534- 02995-6.

Kopotkos, 3. M. MernemkMenT: yueOHUK aJisi cpenHero npodeccuoHanbHOro odpa3zosa- Hus /
3. M. KopotkoB. — 3-e m3a., mepepad. u gorn. — Mocksa: U3natensctso FOpaiit, 2021, —
566 c. — (IlpodeccnonanbHoe oOpazoBanue). — ISBN 978-5-534-08046-9.

3.2.2 DIeKTPOHHbIE U3AAHUS

Heanosa, 1. A. MeHe)KMEHT: YUeOHHUK UM MPAKTUKYM JJIsl CPEAHEro MpodeCCHOHAIBHO- IO
obpazosanust / 1. A. MiBanoBa, A. M. CepreeB. — Mocksa: Uznarenscreo FOpaiit,2021. —
305 ¢. — (Ilpodeccuonanbuoe obpasosanne). — ISBN 978-5-9916-7906-0. — Tekcr:
snekTpoHHbi  //  OOpasoBarenbhas  minarpopma  FOpaiit  [caiit] —  URL:
https://urait.ru/bcode/471003.

Menemxment. Ilpaktukym: yueOHOe mocobue ansi cpemHero mnpodeccroHanbHOrO obpa-
soanmst / FO. B. Kysuenos [u np.] ; moxn penakumeii FO. B. Ky3nenosa. — Mocksa: U3-
narenbcTBO HOpaiit, 2021. — 246 ¢. — (IIpodeccuonanbHoe obOpasoBanme). — ISBN
978-5-534-02464-7. — Texkcr: anektponnbiii // OOpasoparenbHas miatgopma FOpaiit [caiit].
— URL: https://urait.ru/bcode/471002.


https://urait.ru/bcode/471003
https://urait.ru/bcode/471002

7.

10.

11.

MenemxkmeHT: y4eOHUK JyIsi  cpemHero  mpodeccuoHanbHOro — oOpasosanwmsi / HO. B.
Kysneuos [u np.] ; mon pemakuueii FO. B. Ky3nenosa. — Mocksa: UsgarensctBo HOpaiir,
2021. — 448 ¢. — (IIpodeccuonanpHoe obpazoBanue). — ISBN 978-5-534- 02995-6. —
Texkct: osnextponnblii // OOpasoBarenbHast miatdopma FOpaitr [caiit]. — URL:
https://urait.ru/bcode/472002.

Kopotkos, 3. M. MernemxkMenT: yueOHUK aJisi cpenHero npodeccuoHanbHOro odpasosa- Hus /
3. M. KopotkoB. — 3-e m3a., nepepad. u gorn. — Mocksa: U3natensctso FOpaiir, 2021, —
566 ¢. — (Ilpodeccuonanproe oOpasomanue). — ISBN 978-5-534-08046-9. — Tekcrt:
snekTpoHHbi  //  OOpasoBarenbhas  minardgopma  FOpaiit  [caiit] —  URL:
https://urait.ru/bcode/469833.

3.2.3 lonoJiHUTENbHbIE HCTOYHHKH:

Bbacosckuii, JI. E. Menemxkment: yueOHoe mocobue / JI. E. bacosckuii. - 2-e u3n., nepe- pad.
u on. - Mocksa: UHOPA-M, 2019. - 256 c. - (Beiciiee obpaszosanue: bakanaspu-ar).
Kopones, B. 1. OcHOBBI MeHeKMEHTA: yueOHOe TocoOune / mox pex. A-pa SKOH. Hayk,
npod. B. 1. Koponesa. — Mocksa:Maructp: MTHOPA-M, 2021. — 624 c.

Menemxment: yuebnuk niist By30s/ FO.B Ky3nenos [u ap.]; mox pepaxiueit

10 B Kysnenosa. — Mocksa: U3gatensctso FOpaiit, 2020. — 448c.


https://urait.ru/bcode/472002
https://urait.ru/bcode/469833

4. KOHTPOJIb U OLIEHKA PE3VJIBTATOB OCBOEHHUS
YYEBHOM JUCIHUATLTHHBI

PesynbTaThl 00y4yeHHsi

Kpurepun oueHku

MeToabl OLICHKH

Ilepeuenv 3HARUT,
oceausaemMvlx 8 pAMKAX
OUCUUNIUHDBL:
-XapPaKTCPHBIC
COBPEMEHHOTO
MCHEKMEHTA,
- pyHKIMH MEHETKMEHTA,
- CYIIHOCTh ©  OCHOBHBIC
3JCMCHTHITUIAHUPOBAHHUS,
- CIIOCOOBI  MOTHBALIUH
TPYAY.
- OpraHU3aI[HOHHBIC
CTPYKTYPBIYITPABJICHUS,
- OCHOBHBIC  MPHUHIIMITBI
MOAXO/BIK YITPABICHUIO
- MPOLIECC ~ MPHHATHS — H
peanu3aiuy yIpaBICHUICCKUX
peLeHu.

YEPTHI

u

K

Ilepeuenv YMeHUil,
oceaueaemMvix 6  pamMKax
OUCUUNIUHDBL:

- CIIeI0BATH MPHUHLHNAM
VIPaBICHUS,

- VOPaBIATh KOHQINKTAMHU
U CTpeccaMH B MPOLIECCe
podeccHoHaTBPHON
JIEATCTBHOCTH,

- YCTAHABINBATH
JKU3HCHHBIC ITJIAHBI,
-000CHOBAaHHOCTh BBIOOpPA

HEOOX0IUMOT
nHpOpPMALTTH JUIS
BBINTOJTHCHUA
npod)eCCHOHATBHEIX 3aaa4,
po(heCCHOHATBHOTO u

JMYHOCTHOTO PA3BUTH;
- paboTarh B KOJUICKTHUBE
u komasge, 3¢dexkTusHO
0o0IATBhCA € KOJUICTAMHU,
PYKOBOICTBOM;

- Opats Ha celst
OTBETCTBCHHOCTB 32 PaboTy
YJICHOB KOMaH/TbI
(IOXYHHEHHBIX), PE3yIbTaT
BBITIOJTHCHHUS 33 JaHHUS

Ouyenka ycmupix 0meemos,y4amuxcs:

OrmeTka "3" cTaBUTCA,ECITH CTYICHT:

1) moHO W3naraet U3y4CHHBIH MaTepHal;

2) OOHApyKMBACT MOHHUMAHHUE MATCPUATIA, MOMKET
00OCHOBATh CBOM CYKICHUS, MPUMCHHUTh 3HAHUA HA
MPAKTUKE, MPUBCCTH HEOOXOAWMEIC NPHUMEPHI HE
TOMBKO TIO VYCOHHKY, HO HW CaMOCTOSTCIBHO
COCTaBJICHHBIC,

3) u3maracT MaTepuan [o- CICAOBATCIBHO H
MPABUIBHO C TOYKH 3PCHHUS HOPM JHTCPATYPHOTO
A3BIKA.

OrmeTka "4" craBuTcs,

€CNIU CTYJOCHT JAET OTBET, VAOBJICTBOPSIOIIUN TeM
JKe TpeOOBaHUAM, YTO W I OoTMeTkH 3", HO
gomyckaeT 1-2  ommOKH, KOTOpBIE CaM  Ke
HUCTIPABJICT, U 1-2 HegouéTa B MOCICAOBATCIBHOCTH
U SI3BIKOBOM O(OPMIICHHH HU31aracMoro.

OrmeTka "3" craBurcs,

€CNIN CTYACHT OOHAPYKHUBACT 3HAHNC M MOHHMAaHHUC
OCHOBHBIX NOJIOXKEHUM JAHHOU TEMBI, HO:

1) m3naraer Marepuan; He- MOMHO M JOMYCKAcT
HCTOYHOCTH B  ONPCACICHUH  MOHATHH WU
(hOPMYIHPOBKE MPaBHI;

2) He yMEeT JOCTAaTOYHO TNTyOOKO H A0KA3aTCIHbHO
00OCHOBAaTh CBOU CYXKICHHS U HPUBECTH CBOU
MIPUMEPHI;

3) u3maraeT  MaTepHal  HENOCIEAOBATCIBHO U
JOMYCKAaeT OIIHOKH B S3BIKOBOM O(QOPMICHHUH
H371aracMoro.

Ormerka "2" craBuTcs,

€CU CTYACHT OOHAPYKMBACT HE3HAHHE OOJbLICH
YacTH  COOTBETCTBYIOLICH  TEMBI  H3y4acMOro
Marepuaia, AOMyCcKaeT OMHUOKH B (hOPMYIHPOBKS
OMPEACICHUH U MPABHI, HCKAKAIOIIUE UX CMBICIT.
OCCIOPAAOYHO H HCYBEPECHHOU3IAracT MaTepHall.
Ormetka ("5", "4", "3") MOKET CTABUTHCS HE TOIBKO
3a CIUHOBPEMCHHBIH OTBET (KOTJa Ha MPOBEPKY
MOATOTOBKH YYCHHKA OTBOXUTCA OMIPEACICHHOE
BPEMsI),HO U 33 PacCPEIOTOUYCHHBIN BO BPEMCHH, T.C.
32 CYMMY OTBETOB, [JAHHBIX VYCHHKOM Ha
MPOTSHKCHUN YPOKa (BBIBOOUTCS MOYPOUHBIH Oai),
MpU YCIOBHH, €CIH B IPOLECCE YPOKA HE TOJBKO
3aCAVIIMBAIACH  OTBETHl  yYAINETOCS, HO U
OCYILCCTBIAIACE MPOBEPKA €r0 VMEHHSA NPUMCHAThH
3HAHMS HA MPAKTHKE.

Kpumepuu ouenxu mecmos:
Bonee 84%- onenka 5

ot 71-83 %- ouenka 4

ot 61-70% - oneHka 3

Menee 60% - oneHka 2

Cocrasacuuc
00y YAFOIIUMHUCS
OITOPHBIX
KOHCIICKTOB
TEMaM,

10

HNuaausuayansHb
u (pOHTATBHEIC
OTIPOCHL

IIposepka
BBITIOJTHCHUA
00y 4YarOLIUMHUC
S JOMAIITHUX
3aJaHUM,

ITposeacuue
TEKYIICTO,
pyOCKHOTO u
MMPOMEKYTOUHOTO
KOHTPOIISL.

Orenka
JCATCIIBHOCTH
00y4arIIEerocst
BO BpPEMSI
MPOBEACHUS
yueOHBIX
3AHITHN

IIposepka
BBITIOJTHCHUA
00y YAFOIIUMHUCS
JAOMAIITHHUX
3a1aHuN

TecToBBIE OTIPOCH

Hud. zauet




IHpunoosicenue 4.9
k OOII cnennanbHOCTH

46.02.01 lokymMeHTALIHOHHOE O00ecTeueHHe YIPAaBJIeHUs U APXHUBOBeAeHHe

MUWUHUCTEPCTBO OBPA30BAHHMA U HAYKU PECITYBJIMKU JATECTAH
lNocymapereenHOe Or0IKETHOS TPOdheCCHOHATBHOS 00pa3oBaTeIbHOS yupexacuue PecnyOmuku Jlarecran

«Komnepx MammmaocTpoeHust u cepsuca uM. C.OpIKoHUKHI3E

PABOYAS ITPOTPAMMA YUYEBHOM JUCHUILIMHBI

OI1.03 ITPO®PECCHUOHAJIBHASA 3TUKA U OCHOBBI AEJIOBOI'O OBIIEHUA

Kon n HamMmeHOBaHNC COCIMATBHOCTH:
46.02.01 lokyMEHTAIHOHHOES O0CCIICUCHHE YITPABICHHS U APXUBOBCACHHUC

Bxosuiei B coctas YI'C 46.00.00 UcTtopust u apxeonorust

Kpanuduxauus BEITYCKHUKA:

CrneuHaJucT Mo JOKYMEHTALHOHHOMY 00€CIIeYeHHI0 YIPABJICHUS U APXHBHOMY €Ty

2023 r.



OJJOBPEHO YTBEPXIAIO

[ukoBoH KOMHCCHEH IKOHOMUUECKHX 3am. aupekropa o y4eOHo-
JVCLUHIUIHH MeToau4ecKoi paborte
Tpotoxon Ne 70_or« . » 04 2023 r. L el TacanoBa M.M.

Ipencenarens LK

7 )
o i _—0Ocmanosa JK.M. «3P» Ca 2023 .

PaGouas nporpamma yueOHol aucummiuaet «IIpodeccHoHanbHas 3TMKa X OCHOBBI IEJIOBOTO OBLICHUA»
paspaboTaHa Ha OCHOBE:

- QenepajgbHOrO TroCyJapCTBEHHOr0 00pa3OBAaTeNIBHOTO CTaHAApTa CPEAHEro MpodeCcCHOHAIBHOro
ofpazoanus mo cneuuansHocTH 46.02.01  «JloKyMeHTaUHOHHOe OGeCneyeHHe YIpaBAEHHS H
apXWBOBE/ICHHE», BXOMAILEH B COCTaB YKPYNHEHHOH rpymnnbl crnenuansHocted 46.00.00 Hcropus u
apXeoJiorus, YTBEPXKAEHHOro npukasoM MuHoOpHayku Poccun Ne 778 or 26 asrycra 2022 r.
(3apeructpuposano B MuHiocte Poccuu 30 ceHTsiGps 2022r. Ne 70318);

C YUeTOM:

— IlpumepHoli ocHoBHOH 06pa3oBaTebHON NPOrpaMmbl HOATOTOBKH CIELHATHCTOB CPEAHErO 3BEHA 10
ceunanbHocTd  46.02.01  JloxkymenTanuoHHoe ofecrieueHHe yNpaBieHHA W apXHBOBEAEHHE,
yTBEpXKIAEHHON npoTokonoM PenepanbHoro yuebHo-meroauueckoro oobeausenus no YITIC 46.00.00
or 06.10.2022 r. Ne 4 (3apervcTpupoBaHO B TOCYJapCTBEHHOM peecTpe HPHUMEPHBIX OCHOBHBIX
obpasoBarenbHbIX nporpamm Ipukazom GIBOY IO HUPITO Ne 70 T1-1620t 07.04.2023)

B COOTBETCTBHH € paboynM yueOGHbIM Iu1aHOM KoJutemka Ha 2023/2024 yueGHbIi rox

Pa3paboTyuk:

Owmapanbuposa A .M. - npenoaasarens I'BIIOY PJI «Kosuemk MaInHOCTPOEHHS U CEPBHCA HUM.
C.OpmKxOoHHKHI3E»;

€ Qmappubupora A6unat Maromencrra 2023

“TENOY PJT «Koynemx MalUHOcTpaenns u cepruica uM C.Opmxonukume» 2023



COJAEPXAHUE

1. OBILASI XAPAKTEPUCTHKA PABOYEN TPOTPAMMBI YUEBHOIA
JUCHUILINHBI

2. CTPYKTYPA U COJAEP)KAHUE YUEBHOU JUCIUILITAHBI
3. YCJIOBUS PEATTU3AIIMN YUEBHOM JTACIUILINHBI

4. KOHTPOJIb M OIEHKA PE3Y.JIbTATOB OCBOEHUS YYEBHOI1
JUCHUILINHBI



1. OBIIASI XAPAKTEPHCTHKA PABOYE ITPOTPAMMEI
YYEBHOM JUCIHUATLTHHBI
OI1.03 «<ITPO®ECCUOHAJIBHASI D TUKA U OCHOBBI JIEJIOBOT'O OBLIIEHHST»

1.1. MecTo AMCUMIIIMHBI B CTPYKTYPe OCHOBHOI 00pa3oBaTe/ibHOI NPOrpaMmabi:

YueOnass mucuuruimHa <«lIpodeccuoHanbHass STHKA W OCHOBBI JIEJIOBOTO  OOIICHUS

SIBJIIETCS.  O0S3aTENIbHOM  YaCThIO obpa3oBaTeNbHOMN

CI1o

obmenpodeccHoHaATBHOTO
orocC CIIO mno
46.02.01. JlokyMeHTaLMOHHOE OOECTIeUeHUE YIIPABJICHIS U APXUBOBEICHIE.

UKJIA

nporpaMmal B COOTBETCTBHUHU C CIICIHUaJIbHOCTHU

Ocoboe 3HaueHne AMCLUIUIMHA UMeeT NpU (POPMHPOBAHUU M PA3BUTUH KOMITETEHLIUH

OK 01, OK 02, OK 03, OK 04, OK 05, OK 06, OK 09.

1.2. Heab v nu1aHHMpyeMble pe3yJbTATHI OCBOCHMS JUCLHHMIJIMHDI:

B pamkax mnporpamMmbl y4eOHOH TUCIUIUIMHBI OOYYAIOIIUMUCS OCBAMBAKOTCS yMEHUS

Y 3HAHUS
HII(c,Of)K Ymenust 3HaHus

IIK 1.1, 11K 1.2, yCTaHABIUBATL U MOAAECPKUBATD IIpaBUJIa IPOBENECHUS NEJIOBbIX

IIK 1.3, 11K 1.4, KOMMYHUKALUU B [IPOLIECCE NEJIOBOr0 | MEPETOBOPOB;

IIK 1.6. OOIIeHUsT ¢ TTOMOIIBIO CPEACTB STHUKA JEJIOBOTO OOIIEHUS;

OK 01, OK 02 WH(POPMALIMOHHBIX MIpaBUjia PEYEBOrO 3THKETA,

OK 03, OK 04, KOMMY HUKALIUOHHBIX TE€XHOJIOTUH; NIpaBUJIa MOAAEPKAHUS U

OK 05, OK 06, CTJIAKUBATh KOH(IMKTHBIC U CJIOXKHBIE | PA3BHTHUS MEKIMYHOCTHBIX

OK 09. CATYaLHA MEXKINYHOCTHOTO OTHOLICHUM;

JIP 6,7.8,12 B3aHMMOICHCTBH, 5TUKET U OCHOBBI

coOroaaTh Ci1yKeOHBIN STHUKET;
BCTpEYATh MOCETUTENEH, IOTyyaTh
NEPBUYHYI0 MH()OPMALIUIO O
MOCETUTEJISAX, CEPBUPOBATD YaliHbIE
(xo(etinbie) cTombl B oduce;
COTJIaCOBBIBATH BCTPEUH U
MEpOTPHUITHS U BHOCUTH HH(POPMALTHIO
B TUITAHUPOBINUK (OpraHaiizep);
BBIOMPATH ONTHMAJIbHBIE CITOCOOBI
BHEIIHETO U BHYTPEHHETO
UH(POPMHUPOBAHUS O TIAHUPY EMbIX
MEpOTIPHSTHSAX,

COIJIaCOBBIBATE C MPUHUMAIOLIEH
CTOPOHOM MPOTOKOJI MJIAHUPY EMBIX
MepONpUsITHA U POopMHUPOBATH
MPOrpaMmy JeJIOBOW MOE3AKH,
OPTaHU30BBIBATH MPOLIECC MOATOTOBKH
U TIPOBEIeHNE KOH(PEPEHTHOTO

MEXKTy HApOJTHOTO IIPOTOKOJIA,
MpaBuja CePBUPOBKHU YaHOIO
(xo¢etinoro) crona,
AKTyaJIbHBIN
npoheCCUOHATBHBIN U
COLMANIbHBIN KOHTEKCT, B
KOTOPOM MPHUXOIUTCS padoTaTh
U JKUTB;

OCHOBHbIE HCTOUHUKH
UH(POPMALIUU U PECYPCHI AJIs
peleHus 3a1a4d ¥ npodieM B
poeCCHOHATEHOM H/UJTH
COLIMAJIbHOM KOHTEKCTE;
conepKaHue aKTyaJbHON
HOPMAaTHBHO-NIPABOBOM
JOKYMEHTALUH;
MICUXOJIOTMYECKHE OCHOBbI
NS TeNIbHOCTH KOJUIEKTUBA,




MEPOTPHUSITHS HHAUBUAYAIbHO U B
cocTtaBe padoueil rpymisl,

COOJTFOAaTh STUKET U OCHOBBI

MEK/Iy HAPOTHOT'O TIPOTOKOJIA,

BJIQIETh AKTYaJbHBIMH METOIAMH
paboThI B IpoheCCHOHATTLHOM U
CMEXHBIX cepax;

OrpenessiTb HeOOXOAUMbIE HCTOUHUKH
uHpopmanuy,

OIpeessiTh aKTyaJIbHOCTD
HOPMAaTHUBHO-TPABOBOM JOKY MEHTAIIHH
B PO ECCHOHANBHON eSITebHOCTH,
OMPENENATh U BHICTPAUBATD
TpaeKTOpHUU NMPOPECCHOHANBHOTO
pa3BUTHS U CaMOOOPa30BAHMS;
OPraHU30BBIBATh PA0OTY KOJUIEKTHBA
KOMaHIIbI,

B3aUMO/IEHCTBOBATD C KOJIIEraMHU,
PYKOBOJCTBOM, KJIEHTaMH B XOZI€
poeCCUOHATTLHON AeSITeIbHOCTH,
IPaMOTHO U3J1araTh CBOHM MbICIIH,
NPOSIBJISITh TOJIEPAHTHOCTD B pabodyeM
KOJUIEKTHBE;

OIUCBHIBATH 3HAYMMOCTb CBOECH
npodeccuu (CenuanbHOCTH);
NPUMEHSITh CTAHIAPThI
AHTUKOPPYILHOHHOTO MOBEICHUSI.

MICHXOJIOTHYECKHE
OCOOEHHOCTH JIMYHOCTH;
OCOOEHHOCTH COLIMAJIbHOIO U
KYJIbTYPHOTO KOHTEKCTa,
CYIIIHOCTh IPakKIaHCKO-
NMaTPUOTUYECKOHN MO3ULINH,
o0lLeyennoBeuecKux
LIEHHOCTEI;

3HAYUMOCTD
npoeCCUOHATTLHOM
IESATEIbHOCTH IO Mpodeccun
(crienanbHOCTH);

CTaHIaPThI

AHTUKOPPY MIIHOHHOTO
MOBEEHUS U TIOCIIENCTBUS €I
HapY IEHUSI




2. CTPYKTYPA U COJAEP)KAHUE YYEBHOU JUCIUILTAHBI

2.1. O6bem yueOHOI JMCUMIINIMHBI ¥ BUABI YU4e0HOIl padoThI

Bupn yueOHoii padoThl Oo0bem B yacax

Oo0bem o0pa3oBaTebHOI NporpaMmmbl y4eOHOMH JUCUHIJIMHBI 40

B T.4. B (hopMe NpaKTHYeCKOii MOAr0TOBKHU -

B TOM YHCJIC:

TeopeTudeckoe o0ydeHue 28

MPAKTUYECKUE 3aHATHSA 10

Camocmosimensnas paboma -

IIpomesxkyTounas arrectanms - nudepeHInPOBAHHBIN 3a4eT 2




2.2. TemaTnyeckuii NJIaH U coAep’KaHue Y4eOHOH AUCHHIIINHbBI

Koambl
Oobem, akan. .
KOMIMEeTEeHIU,
4./ B TOM
(¢popmuposanuro
HaumenoBanue Conep:kanue yue0HOro MaTepHasia U (popMbl OPraHU3ALUHU AeATEIbHOCTH qucje B popme
. KOTOPBIX
pa3aesioB U TeM o0y4aromuxcs NPAKTHYECKOMH p
crnoco0cTByeT
MOArOTOBKH,
IJIEMEHT
aKan. 4.
NPOrpamMmbl
Paszgen 1. IlpodeccnonanbHasi ITUKA U 1€JI0BOH ITHKET 20/4
Tema 1.1 Coaep:xkanue yueOHOro MarepuaJa 8/2 OK 01, OK 02,
Ipodeccuonanbuas | OyHKUUH, POJIb U MECTO STHKH B CUCTEME HAyK, B KYJIbTYPE YEIOBEUECTBA. 5 OK 03, OK 04,
ITHKA: CYIIHOCTh, | ['YyMaHHCTHYECKOE COMEPKaHNe MOPAIH U HPABCTBEHHOCTH. OK 05, OK 06,
OCHOBHbIE IpodeccuonanbpHast STUKA KaK BBIPAKEHHE HPABCTBEHHOTO MPOTPECCa YeIOBEUECTBa, KaKk OK 09
KATEropHuH, reHe3uc | OCO3HAHHUE KyJIBTYPHO-TYMAaHUCTHYECKOTO Ha3HaueHus mpodeccun. Y cnosust 2 JIP 6,7.8,12
u Kiaccupukauus BO3HHKHOBEHUS, HCTOPHUUYECKOE Pa3BUTHE U crier(uka npoecCHOHAIBHONW MOpaiu
BHI0B Kareropuu npodeccrnonaabHON MOPai U 3TUKH. 5
JTHKA rOCYAapCTBEHHOT'O CITY KAIIEro.
IpakTnueckoe 3ansitue 1. [IpaBoBas 1 3TUUECKAs peryIAMEHTALHS CITyKEOHOTO MOBEASHHS 5
rOCYIapPCTBEHHBIX CITYIKaIUX.
Tema 1.2 Coaep:xanue yueGHOro MaTepuaJia 82 OK 01, OK 04,
ITHKET H UMMIK B [ [TousThe 0 KyJIbType MoBeneHust U 3Tukere. [IpuHIuUIbL, (YHKIIUH, BUIbI 3TUKETA. 2 OK 05, OK 06,
NpopecCHOHANBLHON 'K ieperibie hopMbI NPOABIEHHS STHKETA: STUKET IPHBETCTBUS, NIPEACTABIEHUS, ) OK 09
KyJAbTYpe IMMHOCTH | Gnamenns; ToBeAeHNe B OQUIHATBHBIX YUPEKIECHUIX U OOLIECTBEHHLIX MECTAX. HK 1.1, IK 1.2,
DcTerrka BHeLIHEro o0nrka. UMUK CrieluanncTa, ero 3J1eMeHThI, COCTABIAIOLINE KAKIO0TO 5 IIK 1.4
snementa. OCHOBHbIE BU/IbI PECC-KOTA. P 6,7.8,12
IpakTHueckoe 3ansiTue 2. Busutnas kaprouka. [lpasuna opopmierns u NCIONb30BaHMS. 2
Tema 1.3 Coaep:xkanue yueOHOro MarepuaJa 4 OK 01, OK 02,
Ae10B0H NPOTOKOMN [ OckoBLI MeskayHAPOAHOrO IPOTOKOJA U STHKETA. [ 0Cy 1apCTBEHHOE, CITyKeGHOE 1 ) OK 04, OK 05,
OK 06, OK 09

MPOTOKOJIBHOE CTAPIINHCTBO.




HpaBI/ma OopraHr3alvi U NMPOBCACHUA ACTIOBBIX NEPErOBOPOB U APYTUX NPOTOKOJIbHBIX

MK 1.2, TIK 1.3,

o ) . . 2 [IK 1.4, TIK 1.6
meponpusituidt. Odurmanbabie mpuéMbl. Buasl nprémoB. CTONOBBIN 3THKET. ’
JIP 6,7,8,12
Pazpen 2. OcHoBBI 1€/10BOr0 00LIEHHSA 18/6
Tema 2.1 Coaep:xkanue yueOHOro MarepuaJa 12/4 OK 01, OK 02,
ITHYeCKHE HOPMbI OO01meHune B cCTeMe MEXIJIMIYHOCTHBIX U OOIIECTBEHHBIX OTHOIIEeHUH. ConmranbHas pob. 5 OK 04, OK 05,
AeJIOBOH Knaccupukaums odmenus. Bunpl, pynkuun obmenust. CTpykTypa u cpeacrsa oOIeHus. OK 06, OK 09,
KOMMYHHKAUHH OGuieHne KaKk BOCTIPUATHE JIIOAbMU APYT apyra (nepuentusHas cropona). [loustue IK 1.1, IIK 1.2,
COLMAJIbHOM nepueniii. PakTOpbl, OKa3bIBAIOLIIE BIMUSHIE HA BOCIIPUSITHE. 2 K 1.3,1IK 1.4
IIcuxonornyeckne MeXaHU3Mbl BOCTIPUSITHL. JIP 6,7,8,12
OObwmenne kak B3auMoieficTBe (HHTEPAKTUBHAS CTOPOHA). THIIBI B3AUMOAEHCTBUS:
Koomnepauus 1 KoHkypeHius. Ilo3unmn B3auMoielicTBYS B pyciie TPAHCAKTHOTO aHalu3a. 2
B3anmonelicTBue Kak OpraHu3aLusi COBMECTHOM NEATEIBHOCTH.
Obwmenne kak 0OMeH nHpopmarmen (KOMMyHUKaTHBHAs CTOPOHA). OCHOBHBIE HJIEMEHTHI
KoMMyHHKalmu. BepGanbHas kommyHukanus. KommyHukatusHble Oapbepsl. HeBepOanbHas 5
KOMMYHHUKaLUs. Bunpl, npasuia u TeXHUKH caylaHus. TonepaHTHOCTb Kak CPeiCTBO
noBbIeHs 3¢ HekTHBHOro o01eHus. [ pynnoBoe NpUHATHE PeLICHUH.
IIpakTnyeckoe 3ansiTHe 3. AHAIN3 NPAKTUYECKUX CUTYaLIUN YIIPaBIEHUECKON STHKH. 2
IpakTHuyeckoe 3ansitue 4. PopMbl 1€0BOr0 OOLIEHHS U X XapaKTePUCTUKU. [lenoBast
Oecena. IlpaBuna Benenus 6ecenpl. PopMbl TOCTAHOBKH BONPOCOB. Ilcuxonorudeckne 2
0COOEHHOCTH BEEHHSI AEJIOBBIX AUCKYCCHI U MyOJUYHBIX BBICTYIUICHUH
Tema 2.2 Coaep:xkanue yueOHOro MarepuaJa 6/2 OK 01, OK 04,
Konduukrel n KoH}paukT, ero cyImHocTs 1 OCHOBHBIE XapaKTEPUCTHKU 2 OK 05, OK 06,
Cnoco0bI ux OcobeHHOCTH 3MOLIMOHAIBHOTO pearnpoBanus B KoHpIMkTax. [IpaBuna moseneHus B OK 09.
npeaynpexxaeHuss U | koHQIUKTax. BinsHIE TOJEPAaHTHOCTH Ha pa3pelieHne KOH(PIUKTHON CUTYyalnu. 2 IIK 1.1, 1IK 1.2,
paspeimneHus IIpakTHuyeckoe 3ansiTHE 5. AHAIN3 MPOU3BOACTBEHHBIX KOH(JIUKTOB U COCTABJICHUE 11K 1.4
NTOPUTMA BBIXOZAA U3 KOH(JIUKTHOW CUTYaIMH. 2 P 6,7.8,12
IIpomexkyTouHast aTrecTanus — AuQgepeHHPOBAHHDBIN 3a4eT 2
Bcero: 40




3. YCJIOBUSIP EAJTU3AIIMU YYEBHOUM U CIUILIAHBI

3.1. Jas peanusauMyd TMNpPOrpaMMmbl Y4eOHOH JAHCHUIUIMHBI MPeAyCMOTPEeHbI
cJleayoue crnenuaaIbHble MOMeeHH:

Kabuner «IIpodeccronanpHasi 5TUKA U OCHOBBI EJIOBOTO OOIIEHMs1», OCHAIICHHBIN

obopynoBaHueM: pabo4Yue CTOJ M CTYJ MO KOJUYeCTBY oOydaromuxcs, padodee mMecTo
NpenoaaBaTes,

TEXHUYECKHMHU CPEICTBAMH OOYUYEHHsI: IEPCOHAIBbHBIN KOMITBIOTED, MPUHTEP, POEKTOP,

HWHTCPAKTHUBHAA IMTPUCTABKA K JOCKE UJIM UHTCPAKTUBHAA JOCKA.

3.2. UudopmanuonHoe o0ecnevyeHne peajn3aluy NporpaMmmbl

Jns  peamuzaumyd  mporpaMMbl  OMONMOTEeUHBI (HOHA HMMEeT TIeYaTHBbIC /UK
JJIEKTPOHHBIE OOpa3oBaTeNbHble W HWH(POPMALMOHHBIE PECYPChl, Ui HCIONb30BAaHUS B
obpazosarensHoM nporiecce. [Ipu hopmupoBarmu OubIMOTEUHOTO (POHA BEIOUPAETCS HE MEHEe
OJTHOTO M3JIAHUS U3 TMEPEUNCIIEHHBIX HIDKE MEYaTHBIX W3MaHui U (MITH) DJIEKTPOHHBIX H3IaHUN B

Ka4uECTBC OCHOBHOTIO, IMPHU 3TOM CIIMCOK, MOXKET OBITh JOIMOJIHEH HOBBIMH U3 JaHUAMU.

3.2.1. OcHOBHbBIE NIEYATHbIE U3AAHUSA

1. CobonpankoB B. B. OTuka u ncuxonorus nenoBoro odmmeHus: yaebHoe nmocobue st
cpenHero mnpodeccuonaapbHoro obpasosanusi/ B. B. CobonpaukoB, H. A. Kocrenko; mon
penakiueii B. B. CobonbHukoBa — 2-e u3n., mepepad. u jgom — MockBa: H3natenbcTBo
Opaiit, 2022. — 202 ¢c. — (IIpodeccuonansroe obpazosanue). — ISBN 978-5-534-06957-0.

2. Cxubnukas W HO. JlenoBoe oOmeHue: y4eOHMK W TNPAKTHKYM [UISL CPEAHETO
npodeccuonanpHoro  obpaszosanusi/ U FO. Ckubunkas, 3.I. Ckubuukmit. — Mocksa:
WzparenscrBo FOpaiit, 2022, — 247 ¢. — (IIpodeccuonanpHoe odpasosanue). — ISBN 978-5-
534-09063-5.

3. XKepnakosa M.Bb. J[lenooe oOmeHue: y4eOHMK W TPAKTHKYM ISl CPETHETO
npodeccuonanpHoro  obpasoanusi/ M. b. Kepunakosa, HW. A. PymsaiieBa. —  Mocksa:
WzparenscrBo FOpaiit, 2022, — 370 ¢. — (IIpodeccuonanpHoe odpasosanue). — ISBN 978-5-
534-07978-4.

4. PogeirmHa H. FO. DTHka nenoBeIX OTHOIIEHUH: yUeOHUK M MPAKTUKYM ISl CPETHETO
npodeccuonansHoro obpasosanusi/ H. FO. Pompirmaa. — Mocksa: HsnatensctBo FOpaiir,
2022. — 431 ¢. — (IIpodeccuonanbuoe obpazopanne). — ISBN 978-5-534-11048-7.

3.2.2. OcHoBHBIE 3JIEKTPOHHbIE H3IAHUSA
1. CobonpankoB B. B. OTuka u ncuxonorus nejaoBoro odmmeHus: yaebHoe nmocobue st
cpenHero mnpodeccuonaapbHoro obpasosanusi/ B. B. CobonpaukoB, H. A. Kocrenko; mon

penakiueii B. B. CoOonmpHukoBa. — 2-¢ m3a., mepepad. m mon. — Mocksa: HM3mareiabcTBo
Opaiit, 2022. — 202 c. — (IIpodeccuonanbroe obpasosanue). — ISBN 978-5-534-06957-0.
— Tekct: osnexktponnbiii // OOpasoparenbHas tiatgpopma FOpaiir [caiit] — URL:

https://urait.ru/bcode/474165.

2. Cxkubunkas HW. K. Jlenooe oOmieHne: y4eOHHUK W TPAKTUKYM [JiIsi CPEOHErO
npodeccuonanpHoro  obpaszosanusi/ U FO. Ckubunkas, 3.I. Ckubuukmit. — Mocksa:
WzparenscrBo FOpaiit, 2022, — 247 ¢. — (IIpodeccuonanpHoe odpasosanue). — ISBN 978-5-


https://urait.ru/bcode/474165

534-09063-5. — Texkcr: snextponnsii / ObpasoBatenbHas miatdgopma FOpaiit [caiit]. — URL:
https://urait.ru/bcode/474137.

3. XKepnakosa, M. b. JlenoBoe oOmeHne: y4eOHUK U MPAKTUKYM [JIsi CPETHErO
npodeccuonanpHoro  odpasosanusi/ M. b. XKepnakosa, H. A. Pymsianesa. —  Mockaa:
Uznatenscto FOpaiit, 2022. — 370 ¢. — (Ilpodeccnonansroe obpazosanne). — ISBN 978-5-
534-07978-4. — Texkcr: snextponnsii / ObpasoatenbHas miatdgopma KOpaiit [caiit]. — URL:
https://urait.ru/bcode/474773.

4. Poppiruna, H. FO. DTuka nenoBbIX OTHOLICHUH: YUeOHUK W MPAKTUKYM JUTSI CPEIHETO

npodeccuonansHoro obpasosanusi/ H. FO. Pompirmaa. — Mocksa: HsnatensctBo FOpaiir,
2022. — 431 c. — (IlpodeccuonanpHoe odpazosanne). — ISBN 978-5-534-11048-7. — Texkcr:
sjekTpoHHbd  //  OOpasosarenpHass — tatgpopma  FOpaiit  [caiitr] —  URL:

https://urait.ru/bcode/477850.

3.2.3. /lonoTHUTEIbHbIE HCTOYHHKH:

1. Pymenko, AM. IlpodeccnonanpHass 3THKAa W TICHXOJIOTHS [€JOBOTO OOLIEHUS:
yueOHuk / Pynenko A.M., noxn pexn., Cambirun C.11. — Mocksa: KuoPyc, 2022, — 232 ¢.

2. CobonpaukoB, B. B. DTHka u ncuxonorus aenoBoro odmmeHus: yuebHoe mocodue st
cpennero mpodeccuonanbHoro obpaszosanusi / B. B. Cobonpamkos, H. A. Kocrtenko, mon
penakiumeii B. B. CobonpHukoBa. — 2-¢ m3a., mepepad. u mon. — Mocksa: M3nareabcTBo
HOpaiit, 2022. — 202 c.

3. Komesas, WM. II. IlpodeccrnoHanpHasi 3THKa W TCHXOJIOTHS JEJIOBOTO OOIICHHUS:
yueOHoe nocodue / NI Komesas, A A. Kaake. — Mocksa: @OPYM: MHOPA-M, 2022, —
304 c.

4. Tlcuxonorusi oOwmweHHus: y4eOHHUK M MPAKTHKYM Ui CPEOHEro NMpodeCCHOHATBHOTO
obpazosanust boposnuna I'B., Kopmaosa H.A.; mox obmeli penakiueit boposaunoii I'B. M.:
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DVYMK (35eKTpOHHBIH y4eOHO-MeTONNYeCKHi KOMIUIeKC) /Y poBeHb obpasosanus: [Ipodeccun
cpenHero npodeccruonaibHoro odpasosanus/, Mocksa: UsnareapctBo Akagemusi, 2022

6. Uepnbrimosa JI. U. Tlcuxonorust oOmeHUs:: 3TUKA, KYJbTypa U 3THKET AEJIOBOTO
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4. KOHTPOJIb M OIEHKA PE3Y.JIbTATOB OCBOEHUS
YYEBHOM JUCIHUATLTHHBI

PesyabTaThl 00yueHust

Kputepun ouenkn

MeToab! OLIEHKH

Hepeqeﬂb 3H3HI/Iﬁ, 0CBAHMBACMbIX B paMKax JUCIHHUILIHHbI

OCHOBBI JICJIOBOW 3THKH,
STHKETA U KYJbTYPbI E€JIOBOTO
OOILIeHHST,

0COOEHHOCTH
poheCCUOHATTBHOM STUKU
CIy>KaIUX rOCYIapPCTBEHHBIX U
HHBIX
OpPraHU3aIMOHHO-TPABOBBIX
bopM yupeskaeHul u
OpraHu3aLui;,

B3aMMOCBSI3b OOIIEHUS

U IEATENIbHOCTH,

e, QyHKIUK, BUABI B YPOBHU
OOILIeHHST,

TEXHUKH U MPHEMbI OOIIEHHS,
NpaBujia CIyIIaHUs, BEIEHUs
Oecenpl, yOeKIeHUS,
STHYECKUE MPUHIIUTIBI
OOILIeHHST,

WUCTOYHUKH, MPUYUHBI, BUIbI U
CHIOCOOBI pa3pereHust
KOH(ITUKTOB;

MPUEMbI CAMOPETY JIALIUH B
nporuecce oOIeHusl.

«OTANYIHOY - TEOPETHUECKOE
cofiep KaHne Kypca OCBOEHO
MOJIHOCTBIO, O3 MpoOeos,
yMeHus1 chOPMHUPOBAHBI, BCE
MPENYCMOTPEHHBIE TPOrPaMMOil
y4eOHbIE 3aJaHUsI BBITIOJTHEHB,
Ka4eCTBO X BBITIOJHEHUS
OLIEHEHO BBICOKO.

«XopoIoy» - TeopeTUIecKoe
cofieprKaHue Kypca OCBOEHO
MOJIHOCTBIO, O3 MpoOeos,
HEKOTOPBIE YMEHUS
c(OpMHUPOBAHBI HETOCTATOYHO,
BCE MPENyCMOTPEHHbBIE
MpOrpaMMoOn yueOHbIe 3aaHus
BBINOJIHEHBI, HEKOTOPBIE BUIBI
3aJJaHUH BBITIOJIHEHBI C OIIUOKAMH.
«Y IOBIIETBOPUTENIBHOY -
TEOPETHUYECKOE COAEPIKaHUE Kypca
OCBOEHO YaCTHYHO, HO MPOOEITBI
HE HOCAT CYLIECTBEHHOTO
XapakTepa, HeOOXOMUMBIE YMEHUS
paboThI ¢ OCBOSHHBIM MaTEPHAIIOM
B OCHOBHOM C(hOpPMHPOBAHBEI,
OOJIBLITUHCTBO MPENYCMOTPEHHBIX
pOrpaMmMoi 00yueHus1 y4eOHbIX
3aJlaHUH BBITIOJIHEHO, HEKOTOPBIE
U3 BBIITOJIHEHHBIX 331aHUH
COJZIEPIKAT OLTHOKU.
«HeynosneTsopuTenbHO» -
TEOPETHUYECKOE COAEPIKaHUE Kypca
HE OCBOEHO, HEOOXOIMMBIE
yMeHHUs1 He ¢(hOPMHUPOBAHBEI,
BBITTOJIHEHHBIE YUEOHBIE 3aJaHHSI
conepskaT rpyObie OmuOKH.

YCTHBIN WJIM TECTOBBII
KOHTPOJIb TEOPETH-
YEeCKUX 3HAHUIM,
OLIEHKA pe3yJIbTaTOB
BBITMIOJTHEHUSI TPAKTHU-
4eCcKol paboTH,
aHaJIN3 U OLIEHKA
peteHuii mpoOIeMHBIX
CUTyaLuH;

3almTa
CaMOCTOSITENIbHON
padoTsr;

ZI€JIOBbIE UIPBIL.

Hepeqeﬂb yMeHHﬁ, 0CBAHMBAECMbIX B paMKax JUCHUIIJIHHbI

coOmonars TpeboBaHUs
poeCCUOHATTBHOM STUKU U
COBPEMEHHOTO 3THKETA,
COOJTFOAATh MPOTOKOJT AEJIOBBIX
BCTPECY U STHUKET C YHETOM

«OTANYIHOY - TEOPETHUECKOE
CoJiepKaHHe Kypca OCBOEHO
MOJIHOCTBIO, O3 MpoOeos,
yMeHus1 chOPMHUPOBAHBI, BCE
MpenyCMOTPEHHBIE TPOrPaMMOi

OLIEHKA PE3yJIbTaTOB
BBITTOJTHEHHSI
NPaKTUYECKOH paboTHI;
TEJIOBBIE UTPBI;




HAIMOHAJIbHBIX U
KOPIOPATUBHBIX OCOOCHHOCTEHH,
OpPraHU30BBIBATH JIEIOBbIE
Oecenpl, COBEIIAHUS U
MIEPETOBOPHI,

peaTM30BbIBATH MPUHIIUTIBI

3¢ pexTUBHOrO AEIOBOTO
OOILIeHHST,

NPUMEHSITh TEXHUKY U TIPUEMbI
s¢pexTuBHOrO OOIEHUS B
npodheCCUOHATTbHON
NeSITeJIbHOCTH;

UCTIOJIB30BATh MPUEMBI
CaMOperyJIsiiiuy TIOBEAEHUS B
MPOIIECCE MEXKITUIHOCTHOTO
oOmieHusl.

y4eOHbIE 3aJaHHST BBITIOJTHEHBI,
Ka4eCTBO MUX BBITIOJTHEHUS
OLIEHEHO BBICOKO.

«XopoIIoy» - TEoOpeTUIecKoe
cofieprKaHue Kypca OCBOEHO
MOJIHOCTBIO, O3 MpoOeos,
HEKOTOpbIE YMEHUSI
c(hOpMHUPOBAHBI HETOCTATOYHO
BCE MPEIyCMOTPEHHBIE
MpOrpaMMoOn yueOHbIe 3aaHus

2

BBINOJIHEHBI, HEKOTOPBIE BUIBI
3aJJaHUH BBITIOJIHEHBI C OIIUOKAMH.
«Y IOBIIETBOPUTENIBHOY -
TEOPETHUYECKOE COAEPIKaHUE Kypca
OCBOEHO YaCTHYHO, HO MPOOEITBI
HE HOCAT CYLIECTBEHHOTO
XapakTepa, HeOOXOMUMBIE YMEHUS
paboThI ¢ OCBOSHHBIM MaTEPHAIIOM
B OCHOBHOM C(hOpPMHPOBAHBEI,
OOJIBLITUHCTBO MPENYCMOTPEHHBIX
pOrpaMmMoi 00yueHus1 y4eOHbIX
3aJlaHUH BBITIOJIHEHO, HEKOTOPBIE
U3 BBIITOJIHEHHBIX 331aHUH
COJZIEPIKAT OLTHOKU.
«HeynosneTsopuTenbHO» -
TEOPETHUYECKOE COAEPIKaHNE Kypca
HE OCBOEHO, HEOOXOIMMBIE
yMeHHUs1 He CPOPMHUPOBAHBI,
BBITTOJIHEHHBIE YUEOHBIE 3aJaHHSI
conepskaT rpyObie OmuOKH.

nuddepeHIPOBAHHBIN
3a4er.




Hpunoxenue 4.10
K OOII no crnemnuaibHOCTH

46.02.01 /lokymenmayuonnoe obecneyeHue ynpas/ieHus U apxXueoseoenue

MUHUCTEPCTBO OBPA30BAHUA U HAVKU PECITYBJIMKU JATECTAH
IocymapcTBeHHOE Or0IKeTHOE MTpodeccHoHaNbHOE 00pa3oBaTeIbHOE yupekaeHue PecyOnnku
Harecran
«Konnemx mammHoctpoenus u cepsuca uM. C.OpaxoHUKUA3E»

PABOYAS ITIPOI'PAMMA YUYEBHOM JUCIUILTAHBI

OIl. 04 IIpaBoBbIe 0CHOBBI NPO(eCCHOHATBLHOU AeITeJIbHOCTH

Koa 1 HauMeHOBaHME CrIeUAILHOCTH:
46.02.01 JJokyMeHTaIMOHHOE OOeCTieueHue YIIPABIIEHUS i APXUBOBEICHUE
Bxozsei B coctaB YI'C 46.00.00 UcTtopusi u apxeosiorust

KBanudukarust BeITyCKHUKA!
CrnenuaiucT no A0KyMeHTALHOHHOMY o0eclie4eHHI0 YIIPABJIEHHs 1 APXUBHOMY AeJIy

Kacmuiick, 2023r.



OJOBPEHO YTBEPXIAIO

I{uxnoBo# KOMHECCHEH 3aM. TUPEKTOpa MO YUeOHO-METOAHYCCKOM
00ILIeryMaHUTapHBIX THCIIMILIHH paborte
IIpotoxon Ne 40 ot «J@ » €& 2045 1, — , :
Ipencenatens LK N : Y/ — U/r-;/@;f,'/c”ff‘.h/ka Ll
AL ey Gupicapiy 4.[&54? S MOAITHCE OUO
( / MOIITHCE /dUO
« 0y O¢ 2043 r,

Pa6ouas mporpamMa y4eOHON TUCIUITTHHEI «IIpaBOBEIE OCHOBBI TPO(ECCHOHATBHOM 1EITEILHOCTHY
pa3paboTaHa Ha OCHOBE:

= QenepanbHOTO rocy AapCTBEHHOTO 00pa3oBaTeNBEHOrO CTaHzapTa CpenHero
npodeccroHaIbHOTO 00pasoBanus 10 crenuanbHocTH 46.02.01 «J[oKyMeHTalMoHHOe obecIedeHue
YOpaBICHHS M apXHWBOBEICHHE», BXOASIEH B COCTaB YKPYIIHEHHOM TPYMNIBl CHENHATBHOCTEH
46.00.00 Hcropus u apxeoyorus, yTBEp:KACHHOT0 npukasoM Munobpraayku Poccuu Ne 778 ot 26
aBrycra 2022 r. (3apeructpuposano B Muntocte Poccun 30 ceutsops 2022r. Ne 70318);

€ y4eToMm:

- ITpumepHO# OCHOBHOM 06pa3oBaTeNbHOM MPOrpaMMBl TIOATOTOBKM CIIEIHATIMCTOB CPEIHETO
3BeHa 110 cnenranbHOCTH 46.02.01 lokymeHTarMoHHOe 00ecIieYeHHE YIIPaBICHUS U apXUBOBEICHHE,
YTBEPXKIEHOH npoTokosoM PenepanbHOro yuedbHo-Metoamdeckoro ooveaunenus mo YITIC 46.00.00
or 06.10.2022 r. Ne 4 (3aperncTpupoBaHO B roOCYIapCTBEHHOM DEECTpe IPHUMEPHBIX OCHOBHBIX
obpazoBarenbHBIX Hporpamm Ipukazom GI'BOY 1O UPIIO Ne 70 I1-16201 07.04.2023);

B COOTBETCTBHH ¢ pabo4uM yueOHBM IutaHoM Kouiemxa Ha 2023/2024 yueOHBIH ro1

Paspaboruuk: Kuunesa H.I', npenogasatens I'BITOY PJI «Kotemk MaImuHOCTPOEHHS U CEPBHCA UM.
C. OpmxoHUKHI3EN

© Kuunesa Hauna 'abudosna 2023

© TBIIOY P «Konnemwk mammuHocTpoerus U ceparca M. C.OpwKonnkiaze» 2023



COJAEPXAHUE

1.OBIIASI XAPAKTEPHCTHKA PABOYEI TPOTPAMMEI YUEBHOI
JUCHUILINHBI

2.CTPYKTYPA U COJIEP)KAHUE YYEBHOM JNCUUIIAHBI

3.YCJIOBUS PEAJIN3ALIIMU YYEBHO!N JUCHUIIAHBI

4. KOHTPO.Ib 1 OLIEHKA PE3YJIBTATOB OCBOEHUS YYEBHOM JNCHUILIAHBI



1. OBIIASL XAPAKTEPUCTHKA PABOYEN TPOT'PAMMBI YYEBHOM
ANCHUIIJINHBI
«IIpaBoBoe o0ecnieuenne NpogecCHOHAIBHOU AeATETbHOCTI

1.1 MecTo aucuMnJMHbI B CTPYKTYpe OCHOBHOI 00pa3oBaTe/ibHOI NPOrpaMMBblI:

YuebHast nucummunaa «llpaBoBoe obecneueHne npodecCHOHANBHON NEATENbHOCTHY SIBJISETCS
00s13aTeNbHON 4acThI0 00IenpoeCCHOHATPHOTO LIMKJIa MPUMEPHON OCHOBHOW 00pa30BaTENbHOM
nporpammel B coorBeTcTBuu ¢ @I'OC CIIO no cnenumansHocTy 46.02.01 JloKyMeHTalIMOHHOE
o0ecrieyeHre yIIpaBIeHHs U apXHUBOBEACHNUE.

Ocoboe 3HaueHne AUCUUIUIMHA HMeeT PU GOpMHUPOBaHUH U pa3BUTUN o0mux komnerenuuit OK 01,
OK 02, OK 03, OK 06.

1.2 LHeab 1 ny1aHupyeMblie pe3yJabTaTbl 0CBOCHUS AMCHUIIHHBI:
B pamkax mporpaMmbl yu4eOHOW MUCHIUTUTHHBI OOYYArOIIUMUCS OCBAUBAIOTCS YMEHUS U 3HAHUS

Kon Ymenus 3HaHuA
IIK, OK
OK 01 - OTIPENENATD - COZlepIKaHKE aKTyaJbHON HOPMATUBHO-IIPABOBOM
8§ 8% AKTyaJIbHOCTb IOKYMEHTALNH,
OK 06 HOPMATHBHO-IPABOBON | _ craynapThl aHTUKOPPY MIMOHHOTO TTOBENEHUS U
JOKYMEHTaL 1B .
IK 1.1. . MOCJIEAACTBHSI €0 HApYLLIEHMUS,
npodheCCUOHATTbHON e .
IIK 1.2. . — HOPMaTHUBHBIE MTPaBOBLIE akThl Poccuiickon
K 13 NeSITeNIbHOCTH,
K 1.4, - HCIHOJIB30BATE Deneparun B chepe HHPOPMALNOHHBIX U
K 1.6 IIPaBOBYIO KOMMYHUKAL[HOHHBIX TEXHOJIOTHIA;
IIK 1.7. UH(POPMAIUIO B — HOPMAaTHUBHbBIEC NPABOBbIE aKThl POCCUICKOI
IIK 1.8. npodeccHoHaIbHOI ®enepauuy 10 3aUTE UHPOPMALIUK U paboTe ¢
IIK 1.9. ;
ACATEILHOCTH, 0OpalIEeHHSIMH TPAXKIAH;
IIK 2.1. - 32IUIIATD CBOU .
K 2.2 — HOpMaTHBHbIE NPaBOBbIe akThl Poccuiickoi
L npasa B .
K 2.3. COOTBETCTBIM C Deneparun B chepe HHPOPMALUOHHON
nk2s | |
TP 1 _JIp 17 | 33KOHONATENbCTBOM, - TpeOOBaHUs OXPaHbI TPYAQ;
- IPUMEHSATD — HOPMAaTHUBHBIE PAaBOBBIEC aKThl Poccuiickon
CTaHAapThbI Oenepanyu B chepe opraHu3aIvy JeI0BOH MOS3IKH,
aHTHKOPPYITHHOHH — HOPMaTHUBHBIE MTPaBOBLIE akThl Poccuiickon
Oro TOBEACHH, Deneparun B chepe nHPOpMaLNY;
- IPUHUMATh MEPbI Aiepatt P PMAHHL, ..
o COXPAHEHHTO — HOpMaTHBHbIE NPaBOBbIe akThl Poccuiickoi
KOH(UICHIHATBHO Deneparun B chepe AeTONMPOU3BOICTBA,;
i uHpopManmmu B — HOPMaTHUBHBIE ITPABOBbIE aKTBIPOCCUICKON
xofe npuéma Deneparun B chepe TPYIOBBIX OTHOIICHUH,
MoCceTuTeNeH; - JIOKaJIbHbIE HOpMaTHUBHbIE aKThI,
- obecnieunBaTh | perjJaMeHTUPYIOIINUE TPYAOBBIEOTHOLIEHMUS,
COXPaHHOCTb — HOPMAaTUBHBIE NPaBOBbIE aKThl Poccuiickon
NEePCOHANBHBIX Deneparun B chepeapXxuBHOTO Jea,;
TaHHBIX paOOTHHUKOB. — HOpPMAaTHUBHBIE MPaBOBbIE AaKThl Poccuiickoi
Qeneparun = B obmacth  KOH(UIAEHIHMATBHOM
UH(POPMALINY U 3aLIUTHI IEPCOHATBHBIX JAHHBIX.




2. CTPYKTYPA U COAEPKAHHUE YUEFHOU IUCIAILINHBI

2.1 O0bem yueOHOM AUCUHIVIMHBI M BUABI Y4eOHOMH padoThl

Bug yueGHoii padoTb1 O0nbem B yacax

O0bem o0pa3oBaTeIbHOM NPOrpaMMbI Y4eOHOH AUCHUITHHBI 84

B T.4. B (popMe NpaKTHIECKOH MOAT0TOBKH

BT. 4

TCOPETUUCCKOS OOYICHHE 46
71a00paTOPHBIC PAGOTHI

HNPaKTHYCCKUAEC 3aHITHS 20
KYPCOBas paboTa (IIPOCKT)

Camocmosmenvnas paboma 16

IIpomesxyTounast arrectanus - Ju(pepeHUHPOBAHHBIH 3a4eT 2




2.2 TemaTnueckuii NJIaH U coAep:KaHue Y4eOHOH AUCHHIIIHHbBI

Koabl
KOMIETEHIHH "
HaumenoBanue Copep:xaHue yueGHOro Mmatepuaia H GopMbI OPraHHU3ALUH AeSITEIbHOCTH O6neM, akaT. 9acoB JIHIHOCTHRIX
pa3AesioB H TEM 00y4arIIHXCH pesyabTaTos,
¢popmupoBaHHIO
KOTOPbIX
cnoco0cTBYeT
3JIEMEHT
NpOrpaMmbI
1 2 3 4
Pasaen 1. 3nayenue npasa B npo(eCCHOHAIBHOM AEATEILHOCTH, 14
Tema 1.1. Cucrema Coaeprranue y4e0HOro MaTepHasa OK 01-OK 03
poccuiickoro npaea. | [lonarue u cymHocTs npaea. 3HAUCHUC MPABA B PETYIHPOBAHUN OOIICCTBCHHBIX OT- 2 UIP 1
HOLICHUH W npodeccHoHaTbHON aesaTeabHOCTU. [IpaBoBbie HOPMBI, HHCTUTYTHL. TP 2
Otpacnu poccHICKOro Tpasa.
Tema 1.2. O6mas xa- | Coaep:ranue yue0HOro marepuajia OK 01-OK 03
PaKTEepHCTHKA Mpa- [TonsaTre n npu3HaKH MPaBoOTHOIICHHH. OCHOBHBIC 3JIEMEHTHI PABOOTHOLICHHH. 2 JP 5
BOOTHOILLUEHHIi B Buapr npasooTHOImEHNH B PpodeCCHOHANTBHON AEATEIPHOCTH JOKYMETOBEAA U apXu- JIP 6
npodeccuoHaIbLHOH BucTa. [IpaBocyOBEKTHOCTD YUACTHUKOB PABOOTHOLICHUH B PO¢eCCHOHATBHON
cepe. cepe. [IpaBoBoii ctaryc PUIHUCCKUX JTULI, MPABOBOH CTATYC IOPHUINICCKUX JIUL] H
OPraHoOB rOCYAAPCTBCHHOMU BIACTH.
Tema 1.3. [Ipaeoebie | Cogep:ranue yueGHOro MaTepuana OK 01-OK 03
aKThbl B ipodeccHo- Cucrema mpaBoBeIx aktoB B Poccuiickoit deaepaunu. Knaccndukauus HopMaTHs- JIP 3
HAJIbHOH J€SITEeJIbHO- | HBIX IPABOBBIX AKTOB. IOPHIAWYECKAd CHIIA, MPEAMET NIPABOBOTO PETYIMPOBAHUA, 4 JIP 4

CTH.

chepa pacmpoctpancHust. [IpaBoBrie akThl (eacpasbHBIX OPraHOB BIACTH, OPTraHOB
rOCYIAapCTBEHHOU BIacTH cyObekTOB PD, MyHUIIUTIATIBHEIC MIPABOBBIC AKTHL.

ITonaTHe «IIpaBOTBOPUECTBO» W €r0 OCHOBHBIE 3Tarmbl. [IopsaoK MOATOTOBKH M MPH-
HaTHA QenepanbHbIX 3akoHOB. [lopsaaok npunsaTHA npaBoBeX akToB [IpesuncHra PO.
[ToaroToBka HOPMATHBHBIX MPABOBHIX AKTOB (DEACPATBHBIX OPTaHOB HCIOTHUTCIIb-
HOU BiacTu. ['ocymapcTBeHHAs perucTparus akToB (eacpaabHbIX OPTaHOB HCIIOIHH-
TenpHOM Bnacty. [IpaBoBoe perynnpoBaHue MOATOTOBKH HOPMATHBHBIX AKTOB CyOb-
ckToB P® ¥ MYHHIMIIATEHBIX HOPMATHBHBIX NMPABOBBIX aKTOB. JlelicTBHE HOPMATHB-
HBIX aKTOB BO BPEMEHH, B IIPOCTPAHCTBE, 110 KPYTY JTHLL.

JlelicTBHE HOPMATHBHBIX AKTOB BO BPEMCHH, B MPOCTPAHCTBE, MO KPYTY JIHII.




B Tom umncie npakTHYECKHX 3aHATHI 2
IpakTuyeckoe 3ansatue 1. OnpeaeneHue akTyanbHOCTH HOPMATHBHO-TIPABOBON
JOKYMCHTALMH B MPOECCHOHANBHOU ACATCIBHOCTH
CamocrosiTeibHasi padoTa 00y4ar0IHXCA 4
PaGora co cnpasouno-mpasoBeivu cucremamu CIIC «Koucymsrantl Ltrocy, CIIC
«"apanT»
Pasagen 2. OcHoBbl KOHCTUTYHHOHHOrO npaBa Poccuiickoii Pexepauum. 10
Tema 2.1. Kouctury- | Cogep:ranue yueGHOro Matepuana OK 01-OK 03
uuonHoe ycrpoiicreo | Ilomstue Koncrurynun PO u ee mecTo B cucteme 3akoHoaarenbcTsa. OCHOBEI KOH- 2 JP 5
opranos Baactu P®. | crurymuonHoro crpos Poccuu. Cuctema opranos rocyaapcTseHHoi siaactu. [pesu- JIP 6
aeHT P®. 3akoHogaTenpHas, UCMIOJHUTEIBHAS U CyacOHas BaacTe B PO, Ipasooxpa-
HHUTeIbHBIC opransl. Oprasl Bractu cyObekToB PO 1 MECTHOTO caMOVIpaBICHHSL.
Tema 2.2. IIpaBa u Coaeprranue y4e0HOro MaTepHasa 5 OK 01-OK 03,
00S13AHHOCTH YeJ10- Ilpasogoii craryc auunocty B Poccuiickoit deneparn. I'pakmarcteo PO. Jlnansie, OK 06
BeKAa M FPAXAAHHHA, | MOTUTHICCKUE, SKOHOMHUICCKHE, COLMAIbHBIC H KyIbTYPHBIC IIPaBa U CBOOObI 4€IO- JIP 5
Beka u rpakaannaa B PO. Koncruryumnonnsie o6s3anHocTu. IlpaBoBas kyapTypa. P 6
IpakTuueckoe 3auaTue 2,3. MexaHusM peaan3aliiuy pas U CBOOOT YSI0BEKA U 4
rpaxaaHuHa
CamocrosiTeibHasi padoTa 00y4ar0IHXCA 5
PaGora co cnpasouno-mpasoBeivu cucremamu CIIC «Koucymsrantl Ltrocy, CIIC
«I"apanT»
Pa3pnen 3. IlpaBoBoe peryjiHpoBaHHe TPYJOBBIX NPABOOTHOLIEHHH. 16
Tema 3.1. Xapaxkre- Copep:ranue yueGHOro MatepHuasa 4 OK 01-OK 03

PHCTHKA TPYAOBBIX

IMonarue Tpyaosoro nmpasa. Mctounmkn Tpyaosoro npasa. TpyoBbe IPaBOOTHOIIE-
Husl. CyOBEKTHI TPYIOBBIX NPaBOOTHOIWICHHUH. TPyA0BOH JOTOBOP KaK OCHOBA TPVAO-




NPaBOOTHOLIEHHI. BBIX mpasooTHomeHud. OO0mue TpeOOBaHUSA K COACPKAHHMIO TPYAOBOTO JOTOBOPA. K 1.8
INopsiaox 3axmrodeHns u oopMiIeHHs TPyAOBOro porosopa. Mamenenne u mpexpa-
HICHUE TPYA0BOro qorosopa. CoXpaHHOCTh MEPCOHANBHEIX JAHHBIX PAOOTHHKOB. P 6
B Tom yncie npaKTHYECKHX 3aHATHH JIP 7
IpakTuyeckoe 3ansTue 4.5. ObecneucHHE COXPAHHOCTH NEPCOHATBHBIX JAHHBIX
PabOTHHUKOB
Tema 3.2. [Ipaooe | Cogep:ranue yueGHOro MaTepuaaa OK 01-OK 03
peryaupoBaHue pa- INonsarue u Buxs pabouero spemenu. Pexxnver pabouero Bpemenn. Bpems oraprxa. K 1.4
0o4yero BpeMeHH, [Tonsatue u Buxel ornyckoB. JlokyMeHTammonHoe odopmieHue ornycka. Hopmupo- JIP 3
BpPEMEHH OTAbIXa H Banne Tpyaa. IlpaBoBoe perymupoBanue ciaykeOHbIX KoMaHAUPOBOK. [lonsaThe TP 4
OMJIATHI TPYAA. U BUAB OmIATH Tpyda. ['0CyaapCTBCHHBIC TapaHTHH IO OILIATC TPyAA.
KOMHeHcaLII/IOHHbIC BBITIJIATHI pa6OTHI/IKaM.
Tema 3.3. IIpaBosoe Copep:ranue yueGHOro MatepHuasa OK 01-OK 03,
perynupoBanue auc- | [loHaTne AucHUNIUHBI TPyJa W BHYTPEHHEro TpyAoBoro pacnopsaka. [loompenus OK 06
UHMILUIHHBI TPYAA U paboTtankoB. [ToHATH M BUABI JUCHUITHHAPHOH OTBETCTBEHHOCTH PAOOTHHKOB. Bu- MK 1.8
MaTepna.anOﬁ oT- Abl AUCHUTITHHAPHBIX B3BICKAHHH. HOpH,Z[OK OPUMCHCHUA U CHATHUA AUCLHUILINHAPHO- JIP 13
BETCTBEHHOCTH. T'O B3BICKAHHSL. P 14
MarepranbHas OTBETCTBEHHOCTh CTOPOH TPYJOBOTO JOroBopa. Buasl MaTeprnanbsHOM
OTBCTCTBCHHOCTH. JIP 15
Tema 3.4. Oxpana Coaeprranue y4e0HOro MaTepHasa OK 01-OK 03
Tpyaa. 3ammra Tpy- | [loHATHE M coaep:kaHHe MPaBOBOrO MHCTHTYTa OXpaHbl Tpyaa. Ilpasa u obsa3anHO- NK13JP1

AOBBIX NPAB IPask-
AaH.

cTel padotHUKOB M paborozatencii B cdepe oxpansl Tpyaa. OpraHuzamnus OXpaHsl
tpyza. [lopsaok paccienoBaHus H y4eTa HECYACTHBIX CTy4acB Ha POU3BOCTBC.

locymapcTBeHHBIN KOHTPOIE W HAA30P 32 COOMIOACHHEM TPYAOBOTO 3aKOHOAATCIIb-
cTBA. 3aIuTa TPYIOBBIX MpaB rpaxkaad mpodcorozamu. CaMo3aIuTa TPYI0BBIX MPaB.




I/IH,Z[I/IBI/I,Z[yaJ'IbeIG U KOJUICKTUBHBIC TPYAOBBIC CIIOPHI.

CamocrosiTeibHasi padoTa 00y4ar0IHXCA 2
PaGora co cnpasouno-mpasoBeivu cucremamu CIIC «Koucymsrantl Ltrocy, CIIC
«l"apanT»
Pazgen 4. OcHoBHbIe 3aK0HOJATeIbHbIE AKTHI 0 IPABOBOM 00ecnedYeHHH NpodecCHOHAIBbHOI AesaTelb- 6
HOCTH CJIy2KaLIHX.
Tema 4.1. I'ocynap- Coaeprranue y4e0HOro MaTepHasa OK 01-OK 03,
cTBeHHass u Mmynuuu- | Ilomsarue «rocyaapersenHas ciayxba». Cuctema rocyapcTBeHHOU ciy»k0bI B Poc- 2 OK 06
najibHas cays;k0a kak | cuiickoit @eaeparnn. HopmaTuBHO-TIPaBoBOE peTyIHPOBAHNE TOCYAAPCTBEHHON 1
BHA NPodecCHOHANIb- | MYHHIUIATIBHOU ciIy>k0bl. OTnnaue Ciry>ke0HOTr0 KOHTPAKTa OT TPYJOBOTO JOTOBOPA.
HOH JesiTeTJbHOCTH. ATTeCcTanus TOCYJAPCTBEHHBIX CIYKAIIHX.
Tema 4.2. IIpasa u Coaeprranue y4e0HOro MaTepHasa OK 01-OK 03,
00s13aHHOCTH roCy- IIpaBa u 00sA3aHHOCTH TOCYIAPCTBECHHBIX (MYHHIUIIANBHBIX) cayxamux. OrpaHudc- 2 OK 06
AAPCTBEHHBIX (MyHH- | HHA M 3alPEThl TOCYAapCTBEHHOM ciysxObl. [IpaBoBoe peryaMpoBaHue MPOTHBOACH-
UHNAJbHBIX) CJIy2Ka- | CTBHS KOPPYILHU HA FOCYAAPCTBCHHOM M JIOKAJIbHOM yPOBHE. Mephl npodumakTHKu
LIMX. KOPPYHLIMOHHOTO MOBEACHUS FOCYAAPCTBEHHBIX CIYKAIUX.
B Tom yncie npaKTHYECKHX 3aHATHH
CamocrosiTeibHasi padoTa 00y4ar0IHXCA 2
PaGora co cnpasouno-mpasoBeivu cucremamu CIIC «Koucymsrantl Ltrocy, CIIC
«l"apanT»
Pazgeun 5. [IpaBoBoe perynuposaHue npogeccHOHAILHOM AeSITeJIbHOCTH B 00JIACTH PakKIAHCKHUX MpAa- 18
BOOTHOLUECHHII.
Tema 5.1. I'paxnan- Coaeprranue y4e0HOro MaTepHasa OK 01-OK 03
cxoe npaso. Kom- I'paxknaHckue mMpaBOOTHOIICHUS. CYOBEKTH, OOBCKTHI, coacpskaHue. MCTouHnkm
MepUYeCKHe H HEKOM- | TpakIaHckoro mpasa. IIpuveHeHHne HOPM IpaskJaHCKOTO NpaBa B MPOGECCHOHATb- 4

MepUYecKHe OpTraHH-
3aLHH.

HOM NEeATCILHOCTH.

OpraHu3anoHHO-NPABOBEIE GOPMBI FOPUANICCKHX JHL. OpraHel YIpaBlICHHS FOPH-
JUYCCKOTO JMLA. YUPEIUTCIbHBIE JOKYMEHTHL. JIMIECH3HpOBaHHE JAEATCIBHOCTH.
HecocrostensHoCTh (0AHKPOTCTBO).

Kommepueckue ropuamdeckue auna. XapaKTCPUCTHKA OCHOBHBIX (opM: Xo3sH-




CTBCHHBIC TOBAPHILNCCTBA M ODOINECTBA, MOCYAAPCTBCHHBIC M MYHHIIUNAIBHBIC YHH-
TapHbie npeanpustus. Ounnanel, OPEACTABUTEIBCTBA, OOBCAUHCHUS IOPHIUICCKUX
aui, OpraHu3alOHHO-TPABOBEIC (POPMBI HEKOMMEPUCCKUX FOPUIUUCCKUX JTUL. Xa-
paktepuctuka (GOHIOB, YYPCHKICHUH, OOMICCTBCHHBIX opraHuzanui. [lyOmumaHo-
MPAaBOBbIC 00OPA30BAHUSI B CHCTEME TPAKIAHCKUX [MPABOOTHOIICHUH.

B Tom yncie npaKTHYECKHX 3aHATHH

IIpakTH4Yeckoe 3aHsaTHE 6.7. MICIIONB30BaHNE TPAYKJAHCKOTO 3aKOHOJATEIBCTBA
JUTS peIICHUs MPOQ)eCCHOHATBHBIX 331291

Tema 5.2. IIpaso co0-
CTBEHHOCTH HA J10-
KYMEHTbI H HH{(OP-
MAalHOHHBIE pecyp-
ChL

Coaeprranue y4e0HOro MaTepHasa

[IpaBo coOCTBEHHOCTH: OCHOBHOH HMHCTHUTYT rpaxzaaHckoro mpaea. CoaeprxaHue
mpaBa coocTBeHHOCTH. [IprobpereHue u npekpaiueHue npasa codcreeHHOCTH. WH-
TeANCKTYyanbHas COOCTBCHHOCTh. [IpaBo coOGcTBeHHOCTH HA MH(POPMALIMOHHBIC PE-
CYPCHL ¥ AOKYMECHTHPOBaHHYHO uHpopMmarnio. [IpaBo coOCTBEHHOCTH HA TOKYMCHTBI
ApxusHoro (onma P®. IlpaBoBoe peryaHpoBaHHE HUCIONB30BAHUS HA JOKYMCHTAX
rocy1apCTBCHHBIX U O(I)I/ILII/Ia,.]'IbeIX CHMBOJIOB, (I)I/IpMeHHOI‘O HaAaNMCHOBAHUA OpraHu-
3aLUH.

OK 01-OK 03
K 2.1

UIP 3
JIP 4

Tema 5.3. I'pamnan-
CKO-NIPAaBOBOIi A0T0-
BOP B nmpodeccHo-
HAJIbHOH JAesITeJIbHO-
CTH.

Coaeprranue y4e0HOro MaTepHasa

Caenxu: monarue, BuabL, Gopmel. [ToHATHE «TpakIaHCKO-TIPaBOBON JOroBOP». Brasl
noroeopos. TpeGosanus k odopmicHuto gorosopos. [lopsaok 3akmoueHus OroBoO-
poB. JloroBop Aemo3UTapHOTro XpaHeHHs TOKyMcHTOB ApxmueHoro ¢onma PD. [lpo-
TOKOJBI B CHCTEME TI'PaKIAHCKO-TIPABOBHIX JOTOBOPHBIX OTHOIICHUH. Pemenns co-
Opanuii. HopmarrBHEIE TpeOOBaHUS K CpOKAM XPAHCHHS TPAsKIAHCKO-TIPABOBBIX J0-
roBopoB. | 0Ccy1apCTBCHHEIC KOHTPAKTHI.

I'paxknancko-npaBoBbic 00s3areabeTBa. [lpeacTaBUTENBECTBO H JOBEPEHHOCTS. | pak-
JAHCKO-TIPABOBas OTBETCTBCHHOCTb.

3amura IMYINECTBEHHBIX M THYHBIX HCUMYIICCTBCHHBIX MPAB.

OK 01-OK 03

K 1.9
JIP 3

JIP 4

B Tom umncie npakTHYECKHX 3aHATHI

IIpakTH4Yeckoe 3aHsaTHE 8.9. MCcrIOMB30BaHNE TPAYKJAHCKOTO 3aKOHOJATEIECTBA
AT 3aIMUThI UMYINCCTBCHHBIX U JIMYHBIX HCUMYIICCTBCHHBIX IIPAaB

CamocrosTenbHasi padora o0y4aromxcs
PaGora co cnpasouno-mpasoBeivu cucremamu CIIC «Koucymsrantl Ltrocy, CIIC
«I"apanT»




Pazgen 6. OcHOBHbBIe HATIPABJIEHHSI AAMHHHCTPATHBHO-NIPABOBOE PEryJIMPOBAHHS NPABOOTHOLIEHHI 10
Tema 6.1. O6mas xa- | Coaep:ranue yueOHOro marepuaja OK 01-OK 03
PAKTEPHCTHKA aAMH- | AJIMUHUCTPATHBHEIC (YHPaBICHUECCKUE) MPaBooTHOIEHUA. CyOBEKTH U HCTOUHHUKH
HHUCTPATHBHBIX Mpa- | MPABOBOTO PETyIMPOBAHMS. 3aJaud, NPHHIMIBL, M METOJBl AJMHUHHCTPATHBHOTO 5
BOOTHOIIEHHIA. nmpaBa. MIcTOYHUKH M CYOBEKTHl aIMHHHUCTPATUBHOTO Mpasa. AIMUHHCTPATHBHBIC
(OpMBI K METOIBI PEATU3ALMU FOCYJAPCTBCHHOTO YIPABICHUS. AIMUHUCTPATHBHOC
MPABOHAPYIICHHE, €r0 IOPHIHYCCKUH COCTaB M BHIAB. AJIMHHUCTPATHUBHAS OTBET-
ctBeHHOCTh. CHcTeMa aAMUHHUCTPATHBHBIX HAaKa3zaHWH. AJIMHHUCTPATHBHAS OTBET-
CTBCHHOCTB B c(epe IeNONpPON3BOACTBA U APXUBOBCICHML.
Tema 6.2. AaMuHu- Coaeprranue y4e0HOro MaTepHasa OK 01-OK 03
CTPATHBHBIE perJia- HasznaucHue ¥ CyIMHOCTE AIMUHUCTPATUBHEIX PETJIAMCHTOB, UX 3HAUCHUC B PEria- K 1.2
MEHTBI OCYILECTBJIe- | MCHTALUU A¢I0Npou3BOAcTBA. OCHOBHBIC TPeOOBaHMA K Pa3paboTKE U COACPKAHHUIO 2 ITP6
HHSI FOCYAAP CTBEH- aIMUHUCTPATUBHBIX PErIaMEHTOB OCYINCCTBICHUS TOCYAAPCTBEHHBIX (PVHKIMN U P 7
HBIX (l)y]-ncunif[ H npcaAOCTABJICHUA I'OCY AAPCTBCHHBIX YCIIVYT.
npeaoctasjenus roc- | IIpasosoe peryauposanue paboTel ¢ OOpalleHHAMHU TpakiaH. Buael oOparneHmii.
yAapcTeeHHbIx ycayr. | [opsanok u cpoku paccMOTpeHus 0OpaleHUi rpaskKiaH.
1. 'ocyaapcTBeHHbIE (MYHHIHNIAJILHBIE) YCIYTH
2. AIMHHHCTPATHBHbBIE PerjaMeHTbl
3. HopmatuBHble npaBoeble akTbl P® no paGote ¢ o0pameHHsiMH rpaaaH
B Tom umncie npakTHYECKHX 3aHATHI 2
Hpakruyeckoe 3ansaTue 10 Hopmarusneie nmpasoesie akTel PO no pabdote ¢
oOpalIcHUMHY TPKIAH
CamocrosiTeibHasi padoTa 00y4ar0IHXCA
PaboTa co cnpasouno-npasosbiMu cucteMamu CIIC «Koncynprantl Inrocy, CI1C 4
«I"apanT»
Paszpen 7. IlpaBsoe peryauposanue B cpepe napopMannu, AeJJ0NPOH3BOACTBA H APXHBOBEICHHUS. 10
Tema 7.1. Ilpasoeoe | Cogep:ranue yueGHOro MaTepuaaa OK 01-OK 03
peryaupoBanue a0- | Ilomarue u Buapl noxymeHTHpoBanHOH nHpopMarmu. Ilpasosoe perymuposanue mo- MK 1.2, TIK 1.6,
CTyna K A0KYMEHTH- | PAAKa MPEJOCTABICHUS M HCIOIb30BaHHMA MHOOPMALMH O JAEITETbHOCTH OPraHOB MK 2.3, TIK 2.4
poBaHHOI HHQOpMa- | FOCYJAaPCTBCHHOM BIACTH M MECTHOrO camoynpasichus. [lonarue u BuABI KOH(H- 4
1195078 neHupaneHoW uH(popmarmu. [IpaBoBoii pexxuM HHGOPMALUH, OTHECCHHOU K rocy- 1P6
JapcTBeHHOM TaiiHe. [IpaBoBoii peskuM HHMOPMALINH, OTHECCHHONU K KOMMEPYCCKOH P

taitne. [IpaBoBoiil pexxuM nHPOPMALIMK, OTHECCHHOW K CiykeOHOM Taiine. [Ipodec-
cHOHaIbHAas TaiiHa. [IpaBoBO peskUM MEPCOHATBHBIX JAHHBIX. 3amuTa HHQOPMALH




Tema 7.2. IlpaBoBoe

Coaeprranue y4e0HOro MaTepHasa

OK 01-OK 03

peryJiMpoBaHHe [IpaBoBBIC OCHOBBI CTAHAAPTU3ALUH H €€ MECTO B CUCTEME TEXHHUYCCKOTO PEIryIHPO- 2 K 1.7
CTAHAAPTH3ALHH H Banug. HopmaruBHEIe TpeGoBaHHS K paspaboTKe CTAHAAPTOB U OOIIEPOCCHHCKHX TIP3
yHHQHKALIHY B Aejio- | K1accubukaropos. HanmonanbHele cTanaapThl B 001aCTH JOKYMEHTOBEACHUS U ap- P 7
NpPOH3BOACTBE H ap- XHUBOBEACHUSA. YHU(DHIIUPOBAHHBIC CHCTEMBI JOKYMCHTALIHH.
XHBHOM JieJie.
Tema 7.3. IIpaBosoe | Cogep:ranue yueGHOro MaTepuaaa OK 01-OK 03
peryJIMpoBaHHE HC- [TonsATHE «3MEKTPOHHBIA JOKYMEHT) U €r0 3aKPCIICHHEC B HOPMATHBHBIX akTax Poc- MK 1.1, TIK 2.2.
N0JIb30BAHHS HH- cuiickoli @exepanuu. DNCKTPOHHAS NOANMUCH KAK VCIOBHE MPUAAHUS OPHIAUECKON 7IP6
¢dopmanmoHHO- CHJIBI 3NICKTPOHHOMY JAOKYMEHTY. DenepanbHEIC LEICBbIC IPOrPaMMbl KaKk MpaBoBast > P 7
KOMMYHHKAIIHOHHBLIX | OCHOBA BHEAPCHHs HH(OPMALMOHHO-KOMMYHHKAIIMOHHBIX TEXHOJIOTHH B CHCTEMY
TEeXHOJIOTHii B Ae1o- TOCYIAPCTBEHHOTO W MYHHLHMNANbHOTO vipasicHus. [IpaBoBoe peryiaupoBaHue
NPOU3BOACTBE H ap- MPEIOCTABICHNS TOCYAAPCTBEHHBIX YCIAYI M OCVIIECTBICHHS T'OCYIApPCTBEHHBIX
XHBHOM JeJle. ¢yHKUUH B 3neKTpoHHOU dopme. OpraHuzanus yueTa apXHBHBIX JCJ C TPUMCHEHH-

eM MH(GOPMALMOHHBIX TEXHOJIOTHH.
IIpomexyrounas arrecrauusi: IuddepenuupoBannniii 3auer 2
Bcero: 84




3. YCJOBUS PEAJIN3AILIMHA ITPOT'PAMMBI YUEBHOU JTUCIIATLINHBI

JInis peanu3auny nporpaMMbl yueOHOM AUCLUIIMHBI AOJIKHBI OBbITh MPEIy CMOTPEHBI
ClIeNyIOLIUe CIIeLHaTbHbIE TOMEIEHHUS:
Kabuner « CoyuanbHo-9KOHOMUYECKUX U YIPAGTIEHYECKUX OUCYUNIUH », OCHAIIEHHBI!
- obopynosanueM: pabodme CTON U CTYJI MO KOJUYECTBY OOyJaromuxcs, paboyee MecTo
NperoaaBaTersi;
-  TEXHMYECKUMH CPEICTBAMH OOYYEHUs! TepPCOHAJbHbIH KOMIIBIOTEP, MPHUHTED,
MPOEKTOP, MHTEPAKTUBHAS PUCTABKA K JOCKE HJIM MHTEPAKTHBHASI JOCKA.
HudopmannonHoe odecriedeHne peaaTu3aliu NPorpaMmmbl
Jnsa peanm3auuu mporpaMmbl  OubnuoTtedHblii (GoHI 00pa3oBaTENbHOW OpraHU3aLUuU
IOJDKEH MMEThb MeYaTHbIe H/UJIH 3JIeKTPOHHbIE 00pa3oBaTebHble U HHPOPMALIMOHHBIE PECYPChI,
1T UCTIONIB30BaHus B oOpasoBatenbHoM mpouecce. [Ipu dopmupoBanuu 6udaunoreunoro Goxnna
00pa3oBaTeNIbHON OpraHu3aliell BbIOUpAeTCsi He MEHee OJHOTO HM3JaHHs U3 MEePEUHCIICHHBIX
HIDKE MEYATHBIX W3IaHUil M (MJIM) 3JIEKTPOHHBIX M3JaHUN B Ka4eCTBE OCHOBHOTO, MPH 3TOM
CIHMCOK, MOKET OBITh JOMOJHEH HOBBIMH U3AaHHUSIMH.

Oo0s3aTe/IbHbIC TEYATHBIE H3AAHUS
IleuarHsic u3gaHUg

1. Bonko, A. M. IlpaBoBble OCHOBBI NPOPECCHOHATBHON NESTENPHOCTH: YYEOHUK IS
cpenHero npodeccuoHabHOro oopazosanus / A. M. BonkoB. — Mocksa: U3nareabcTBo
Opaiit, 2021. — 274 ¢. — (IlpodeccuonanpHoe obOpa3osanue). — ISBN 978-5-534-
10131-7.

2. Kanycrun, A. A. IlpaBoBoe obecnieueHre npoeCCHOHANBHON eATEIbHOCTH: YUeOHUK U
NPaKTUKYM Ui cpegHero mpodeccuoHampHoro oobpasosanusi/ A, S. Kamycrun, K.
M. Benukosa; nmon penakuueit A. 1. Kanyctuna. — 2-e w3z, nepepad. u mon. — Mocksa:
Wznparensctro Fpaiir, 2021. — 382 ¢. — (IIpodeccronanproe obpasosa- Hue). — ISBN
978-5-534-02770-9.

3. IlpaBoBoe obecrnieueHue MPodHeCCHOHAIBHON ASATENPHOCTU, YYEOHHK M MPAKTUKYM JJIsI
cpenHero npodeccuonambHoro oopasosanust / A. I1. Anb6oB [u np.] ; mox obmieii penax-
mueii A. I1. Ans6oBa, C. B. Hukomokuna. — 2-e uzn. — Mocksa: W3narenscTso HOpair,
2021. — 458 ¢. — (IIpodeccuonanpuoe odpasosanue). — ISBN 978-5-534- 13592-3.

4. TlpaBoBoe obecneueHne NPO(YECCHOHANBHON NESITENbHOCTH: YYEOHUK IJISi CPETHEro
npodeccuonansHoro obpazosanusi/ B. WM. Apmmiickuii [u np.]; mom pemakuueiB.
U. Asauiickoro. — 4-e u3n., nepepad. u non. — Mocksa: M3narensctso FOpaiir,2021. —
333 ¢. — (IIpodeccnonanbaoe odpasosanue). — ISBN 978-5-534-04995-4.

DICKTPOHHBIC U3TAHUS

1. BonkoB, A. M. IlpaBoBbie OCHOBBI MPO(PECCHOHATBHON NEATENPHOCTH: YUEOHHK IS
cpenHero npodeccuoHanbHOro oopasosanus / A. M. BonkoB. — Mocksa: U3nareabcTBo
Opaiit, 2021. — 274 ¢. — (IIpodeccuonanpHoe obOpazosanue). — ISBN 978-5-534-
10131-7. — Texkct: snextponnsbiii / ObpasosarenbHas mnardopma FOpaiit [caiit]. —
URL: https://urait.ru/bcode/474897.

2. Kanycrun, A. A. IIpaBoBoe obecrnieueHne npodecCUOHANBHON AeSITEIbHOCTH, YIYEOHHUK U
NPakTUKYM Ui cpegHero mnpodeccuoHampbHoro obpasosanus/ A. . Kanycrun K.
M. benukosa ; mox penakiueit A. J. Kanyctuna. — 2-e w3z, nepepad. u mon. —


https://urait.ru/bcode/474897

Mocksa: M3natensctBo FOpaiit, 2021. — 382 ¢. — (IIpodeccuonansHoe oOpa3oBa- HHE).
— ISBN 978-5-534-02770-9. — Tekcrt: anektponnsiii // OOpa3oBarenbHas miat- Gpopma
FOpaiit [caiit]. — URL: https://urait.ru/bcode/469525.

3. IlpaBoBoe obecrnieueHne MpodecCHOHAIbHON AeATENbHOCTH, YUeOHUK U MPAKTUKYM ISt
cpenHero npodeccuonanbHoro odpasosanus / A. I1. AnsboB [u ap.] ; mox obmelt penak-
mueii A. I1. Ansbosa, C. B. Hukomokunaa. — 2-e u3n. — Mocksa: M3parensctso FOpaiir,
2021. — 458 ¢. — (ITlpodeccuonanbruoe obpazosanue). — ISBN 978-5-534- 13592-3. —
Tekct: snextponnbiii // OOpasoBarenpHas miargopma FOpaiit [caiit] — URL:
https://urait.ru/bcode/470051.

4. TlpaBoBoe obecneueHne NPO(YECCHOHANBHON NESITENbHOCTH: YYEOHUK IJISi CPETHEro
npodeccuonansHoro obpazosanusi/ B. WM. Apmmiickuii [u np.]; mom pemakuueiB.
U. Asauiickoro. — 4-e u3n., nepepad. u non. — Mocksa: M3narensctso FOpaiir,2021. —
333 ¢. — (Ilpodeccuonansroe obpazoBanue). — ISBN 978-5-534-04995-4. — TekcrT:
snekTpoHHbd  // OOpasoBarenpHast tiarpopma FOpaitir  [caiit] —  URL:
https://urait.ru/bcode/469700.

I[OHOHHI/ITGHLHLIG HUCTOYHHKH:

1. Anucumos, A. I1. TIpaBoBoe obecneuenune mpodheCCUOHATLHON AEATETbHOCTH: YIEOHUK
U TIPAKTUKYM JUIs cpenHero npogeccuonansHoro obpasosanus / A. I1. Auucumos, A. 5.
Pooxenkos, A. FO. Uuknnbauna, non penakiueii A. . Peokerkosa. — 4-e u3a., nepe- pad.
u non. — Mocksa: M3narensctso FOpaiit, 2020.

2. Muxaiinenko, E. M. I'paxxnanckoe mpaso. OOmas 4acTh: y4eOHHK M NPAKTUKYM IUIs
cpenHero npodeccuonanbHoro odpasosanus / E. M. Muxaiinenko. — 2-e u3f., nepepad.
u non. — Mocksa: M3natensctso FOpaiit, 2021.


https://urait.ru/bcode/469525
https://urait.ru/bcode/470051
https://urait.ru/bcode/469700

4. KOHTPOJIb 1 OIEHKA PE3Y.JIbTATOB OCBOEHUS
YUYEBHO JUCIHUATLINUHBI

Pezyivmamot 00yueHus

Kpumepuu oyenxu

Memoost ouenku

3HaHUS:
- COIepKaHne aKTyaJIbHOfI HOp- «OTIUYHOY - TCOPETUICCKOE HHHI/IBI/IH}’aHbHH
MaTHUBHO-TIPABOBOM TOKYMEHTALIHH; cofieprKaHue Kypca OCBOEHO cu
- CTaHAAPThI AHTUKOPPY IMLIHOHHOTO TOJTHOCTBIO, 6e3 MPoGeos, (ponTanbhbie
OTPOCHI;
MOBEIEHHS U MOCIEICTBUS €ro yMeHnst chOPMHUPOBaHDI, BCe pOCHL,
HapY IEHMUSI; "
apyHICHH, IPELy CMOTPEHHBIE TIPOTPAMMON TecTtoBble
— HOPMAaTHBHbIE MTPABOBBIE AKThI .
N yueOHbIE 3a/JaHUS BHITIOJTHEHBI, 3a/laHus,
Poccutickoit @eneparuu B cepe
Ka4eCTBO UX Bbl- TIOJIHEHHS
UH(POPMALIMOHHBIX IIpoBeneHne
KOMMY HUKAI[HOHHBIX TEXHOJIOTHIA, OLEHEHO BLICOKO. IPOMEKYTOUH
— HOPMAaTHBHbIE MTPABOBBIE AKThI oro
Poccuiickoii @enepanuu o 3amu-te | «XOpPOILIOY - TEOPETHIECKOE KOHTPOJIAL.
uHpopmanuu u padore ¢ 00- cofieprKaHue Kypca OCBOEHO
pallleHHAMH IpaxKiaH, MOJIHOCTBIO, O3 MpoOeos,
— HOPMATHBHbIE PABOBbIC AKTLI HEKOTOpbIe YMeHHS
Poccutickoit @enepanuu B chepe
. copMHPOBaHBI HETOCTATOUHO,
WH(POPMAITMOHHOH 0€30MacHOCTH, .
BCE MpPEeAy CMOTPEHHbBIE MPOrpamoi
- TpeOOBaHUs OXpaHbl TPYQ; peny p porp
— HOPMATHBHbIE IPABOBbIE AKTHI yueOHbIe 3aJaHHsl BBIIIOJIHEHBI,
Poccutickoit @eneparuu B cepe HEKOTOPLIC BU/bI 3alaH11
OopraHu3aluu /:[eJ'IOBof/'I TMOE30KH, BBITIOJTHCHBEI C OLHI/I6KaMI/I.
— HOPMAaTHBHbIE MTPABOBBIE AKThI
Poccutickoit @eneparuu B cepe «Y IOBJAETBOPUTEJIBHOY -
HH}OpMALHH; TEOPETUYECKOE COAEPIKaHUE Kypca
HOPMATHBHBIC IPAaBOBBIC aKTEI OCBOEHO YaCTHYHO, HOIPOOETBI He
Poccutickoit @eneparuu B cepe
HOCSIT CyIlle- CTBEHHOTO
JEJOTIPON3BOACTBA, 5
XapaKT
— HOPMAaTHBHbIE MTPABOBBIE AKThI apaKTepa, HEOOXOMUMEIC yMCHHA
Poccuiickoii @enepatiiu B chepe paboThI ¢ OCBOSHHBIM MaTEPHAIIOM
TPYAOBBIX OTHOIIIEHUH, B OCHOBHOM C(l)OpMI/IpOBaHbI,
— JIOKaJIbHbIE HOPMATHBHBIE aKThI, OOJIBIIMHCTBO MPEAYCMOT-
PErIaMEeHTUPYIOIINE TPY JOBBIE PEHHBIX MPOrpamMMoil 00yueHHs
OTHOILNCHM, y4eOHbIX 3aaHUi BbI- MIOJIHEHO,
- HOpPMATHBHBIC — MPABOBBIC  AKTEL | yoyoropple U3 BHIMONHEHHBIX
Poccutickoit @enepatnii B chepe o
3alaHUN CONMEPIKAT OLTUOKU.
ApXUBHOTO JIEJa,;
— HOPMAaTHBHbIE MTPABOBBIE AKThI -
Poccutickoit @eneparuu B o0nactu «HCy 1OBJICTBOPUTEIIEHOY -
KOHbUIEHIHATbHOI HEbOPMAITHH TEOPETUYECKOe c6oz[ep>1<aHI/1eKypca
3aLIUThI IEPCOHATbHBIX JAHHBIX. HE OCBOCHO, HEOOXOMNMEIC
yMeHHUs1 He CPOPMHUPOBAHBEI,
BBIMIOJHEHHbIE yueOHbIe 3aJaHHs
conepKaTrpyObie OITUOKH.
VYmenus: Onenka
«OTIUYHOY - TEOPETUIECKOE pe3yJIbTaTOB
- OTIPENeNATh aKTYaJIbHOCTD
N COZlepKaHue Kypca OCBOEHO BBIITOJIHC-HUA
HOPMaTHBHO-TIPABOBOI PaKTHIECKORH
FIOKYMEHTAIIHH B MOJIHOCTBIO, O3 MpoOeos, .
padoTsr;

poheCCHOHATTLHOMN Nesi-TEIbHOCTH,

yMeHus1 chOPMHUPOBAHBI, BCE




- UCTIOJIb30BATh MPABOBYIO HH-
dopmarnmio B mpodhecCHOHATTEHOM
NeSITeJIbHOCTH;

- 3aIIMIIATh CBOU IIPaBa B
COOTBETCTBUU C TPYAOBBIM
3aKOHOIATENILCTBOM,

- IPUMEHATh CTAaHAAPTHI AaHTH-
KOPPYHLHUOHHOIO MOBEACHUS,

- IPUHUMATDH MEPHI MO COXPAHEHHIO
KOH(pHIeHIMaTbHOH HHPOP- MALUU
B XO/€ MpUEMA MOCETUTENIEN,;

— o0ecrneunBaTb COXPaHHOCTD
NEPCOHAJIBHBIX JaHHBIX pa6OTHI/I-
KOB.

MPENYCMOTPEHHBIE TPOrPaMMOil
y4eOHbIE 3a]JaHUS BLIMOJTHEHBI,
KaueCTBO UX Bbl- OJIHEHUSA
OLIEHEHO BBICOKO.

«XopoIIoy» - TEoOpeTUIecKoe
CoJIepIKaHue Kypca OCBOEHO
MOJIHOCTBIO, O3 MpoOeos,
HEKOTOpbIE YMEHUSI
c(OpMHUPOBAHBI HETOCTATOYHO,
BCE TPey CMOTPEHHBIE
MpOrpaMMoOn yueOHbIe 3aaHus
BBIMOJIHEHBI, HEKOTOPbIE BHIbI
3aJIaHU BBITIOJTHEHBI C OLIMOKAMHU.

«Y IOBIIETBOPUTENIBHOY -
TEOPETUUECKOE CONIEPKAHUE
Kypca OCBOEHO YaCTUYHO, HO
npoOenbl He HOCAT CyIe-
CTBEHHOTO XapakTepa,
HEOOXOUMBIE YMEHHSI PadOTHI C
OCBOCHHBIM MaTE€pPHAJIOM B
OCHOBHOM C(hOPMHPOBAHBEI,
OOJIBLITUHCTBO MPENYCMOTPEHHBIX
pOrpaMmMoi 00yueHus1 y4eOHbIX
3aJlaHUuM BbI- TIOJIHEHO,
HEKOTOPBIE U3 BBIMOJHEHHBIX
3aJlaHUH COoNepIKaT OIHOKH

Habmonenne
3a X0J0M
BBITIOJTHE-HUSI
MPAKTUYECKON
padoTsr;

IIposepka
pe3yJIbTaTOB
BBINOJI-HEHHSI
CaMOCTOSITENIbH
oii (BHEA-
yAUTOPHON)
paboThI
00y4aroImux-cs,

IIposenenue
MIPOMEXKYTOUH
OTOKOHTPOJISL.




Hpunoxenne 4.11
k OOII no cneunaJbLHOCTH
46.02.01 loxkymMeHTALIHOHHOE O00ecTeyeHHe YIPABJIEHHS U APXHBOBeAeHHe

MUWUHUCTEPCTBO OBPA30BAHHMA U HAYKU PECITYBJIMKU JATECTAH
lNocymapcrBenHOE O10KETHOS TPOGECCHOHATEHOS 00pa30BaTeABHOE VUpexkacHue PecnyOmmku
Jarectan
«Komme x mammmaocTpoeHust u cepsuca uM. C. OpKOHUKHA3S

PABOYAS ITPOTPAMMA YUEBHOM JUCIHUILIVNHBI
OI1.05 Un¢popmaninoHHbIe | KOMMYHHKAIIMOHHBbIE TEXHOJIOTHU
KO,Z[ 1 HAMMCHOBAHHUC CIICITHAJIBHOCTH:

46.02.01 HoxkyMEHTAIMOHHOS OOCCIICUCHHE VITPABICHUS U ApXUBOBCACHHUC
Bxosmei B coctas YI'C 46.00.00 McTropus u apxeonorus

Kpanuduxauus BEITYCKHUKA:
CrneuHajucT no 10KyMeHTAIHOHHOMY 00ecrie4eHHI0 YNPABJIEHHS U APXHBHOMY eIy

Kacnomiick 2023r.



OJIOBPEHO VYTBEPXKIAIO

L{uK10BO#H KOMHCCHEH 3KOHOMHUYECKHX 3aM. JUpeKTopa no y4yeGHo-
JUCUMIUIMH MeToauueckoi pabore
Mporoxon Ne 40 or« U » 06 2023, /
IIpencenarems LIK / //C A I'acanosa M.M.
él_/" Ocmanosa JK.M. TOATHCH
Hb[[HHCb
«dl» O 2023 r.

PaGouas nporpamma yueGHoi aucummiudel «OI1.05 WMHpopMannoHHBle U KOMMYHHKAalHOHHBIE
TEXHOJIOTUH» pa3paboTaHa Ha OCHOBE:

- OefepalbHOrO roCyJapCTBEHHOrO O0pa3oBaTENbHOrO CTaHAApTa CPEAHEro NPO(EeCCHOHATBHOTO
oOpazoBanus mo cneunansHocT 46.02.01  «JlokyMeHTalMOHHOe oOOecreyeHHe YNpaBieHHs H
apXMBOBEJEHHE», BXOAfILEH B COCTaB YKPYNHEHHOH rpymnsl creuuanbHocTeil 46.00.00 Hcropua u
apxeosorust, yTBEpXKIEHHOro npukazoM MunoOpHayku Poccun Ne 778 or 26 asrycra 2022 r.
(3apeructpupoBaHo B Munrocte Poccun 30 centsa6ps 2022r. Ne 70318);

C y4eToM:

[MpumepHo#t ocHOBHOW 06pa3oBaTesbHON MpOrpaMMbl MOATOTOBKH CHELHAIHNCTOB CPEJHEro 3BEHa IO
crieqpanbHocT  46.02.01  JIokymMeHTauHoHHOe ofecrieueHHe YNpaBJICHHS M apXHBOBEICHHE,
VTeepkaenodt nporokosiom DenepanbHoro ydyebHo-meroguueckoro obveaunenus no YITIC 46.00.00
or 06.10.2022 r. Ne 4 (3aperucTpupoBaHO B TOCYJApCTBEHHOM peecTpe MPHUMEpHBIX OCHOBHBIX
ob6pazoBarensHbIx nporpamm [pukazom ®I'BOY AITO UPIIO Ne 70 I1-1620T1 07.04.2023)

B COOTBETCTBHH C paGoUYMM y4eOHBIM M1aHOM Kouteka Ha 2023/2024 yuebHbli roa

Pa3spaGortuunkn:
- Poutbier H.H. - npenoagasatens I'BIIOY PII «Konnemx MalllMHOCTPOSHHS H CEPBHCA MM.
C. OpmxoHuKHA3ER;

© Prinbnes Hukonait Hukonaesuyu 2023

© ['BITOY PJI «Konnemx MalmMHOCTpoeHHs U cepBrca uM. C. Opmxonukuasze» 2023



COJAEPXAHUE

. OBIIAS XAPAKTEPUCTHKA NPUMEPHO PABOUYEN
NPOTPAMMBI YYEBHOH JUCHUILINHDI

. CTPYKTYPA U COJAEP)KAHUE YYEBHO! JNCLHUILIAHBI
. YCJIOBHUSA PEAJIN3ALIIMY YYEBHOMN JUCHUIIHHBI

. KOHTPOJIb M OLIEHKA PE3YJIbTATOB OCBOEHUS YYEBHOI1
JUCHUILINHBI



1. OBIIASI XAPAKTEPHCTHKA PABOYE ITPOTPAMMEI
YYEBHOM JUCIHUATLTHHBI
«OT1.05 THOPOPMAUOHHBIE 1 KOMMYHUKATMOHHBIE TEXHOJIOTHH»

1.1. MecTo AMCUMIIIMHBI B CTPYKTYPe OCHOBHOM 00pa30BaTe/IbHOH NPOrpaMmbl

YuebHast nucuumnHa «MHQOpMAaLMOHHBIE M KOMMYHUKALMOHHBIE TEXHOJOTHID
SBIIIETCS.  00s3aTENbHOM  4acThi0  OOMmEenpodeCcCHOHATBHOIO  LHKJIA  00pa3oBaTENbHOM
nporpammel B coorBercTBuu ¢ ®PI'OC CIIO no cnenuansHocTH 46.02.01 /oKy MeHTaLMOHHOE
o0ecrieueHre yIpaBIeHHUs U apXUBOBEICHHUE.

Ocoboe 3HaueHNe MUCHMILIMHA UMeeT Npu (OPMHUPOBAHUN U PA3BUTHH KOMIIETEHIIUI
OK 01, OK 02.

1.2. Heab ¥ n1aHNpyeMbIe pe3yJbTAThI OCBOCHHS JUCLHHIJIMHBI
B pamkax mporpammbl yueOHOW NHCLHMIIMHBI OOYYAOIIMMUCS OCBAWUBAIOTCS YMEHHS

U 3HaHUA

Hll(c,ogK Ymenus 3uanus
OK 01, pacrio3HaBaTh 3aa4y W/uim npodjeMy | akTyaJbHbIH NMPOGeCCHOHANBHBIN U
OK 02, B IpOoeCCHOHATBHOM H/UJIH COLIMANIbHBIN KOHTEKCT, B KOTOPOM
[IK 1.1., | COUMaNbHOM KOHTEKCTE; NPUXOANTCS paboTaTh U JKUTH;,
MK 1.3, AHAM3UPOBATH 33144y U/UITH OCHOBHbBIE UCTOUYHUKH MH(POPMALIUU
[IK 1.4, | 0pobneMy H BBINENSTH €€ COCTAaBHBbIE U pECypPChI IS PELISHHS 3a1a4 U
MK 16, |4acTy; npobneM B NpoheCCHOHATBHOM
MK 1.7., ONpeAe/IsATh 3Talbl PpeLICHUs 3a1a4H; W/UJH COLIMANbHOM KOHTEKCTE;
JIP 6, BBISBJIATD U 3P PEKTUBHO UCKATD AJITOPUTMBI BHITIOJIHEHUS padoT B
TIPS UH(POPMAIHIO, HEOOXOIUMYIO TSI poheCCUOHATTBHON U CMEKHBIX

peLeHns 3a1a49u |/ TN POOJIeMBL,
COCTaBJISITh TIJIAH JICUCTBUS,
OTIpeneNATh HEOOXOIUMBIE PECYPCBI;
BJIAJIETh AKTYaJbHBIMH METOJAMHU
paboThI B IpoheCCHOHATTLHOM U
CMEXHBIX cepax;

pea30BBIBATh COCTABJICHHBIN IUIAH,;
OLICHUBATh PE3YJIbTAT U MTOCIEICTBUS
CBOUX JIEMCTBUH (CAMOCTOATENBHO HIIH
C MOMOIIBIO HACTABHUKA).

00nacTsX;

MeTonbI paboTHI B
poheCCUOHATTBHON U CMEKHBIX
chepax;

CTPYKTYPY IUIAHA IJI PeLIeHHsI
3amay,

MOPSIIOK OLIEHKH PE3YJIbTaTOB
pelreHust 33124 NPopeCcCUOHATBHON
IeSTENIbHOCTH.

OTIpPeNeNATh 3a4a4H JJIsI TONCKa
uHpopmanuy,

OTIpeneNATh HeOOXOIUMBIE HCTOUHUKH
uHpopmanuy,

IUTAHUPOBATH MPOLIECC TIONCKA,;
CTPYKTYPHPOBATH IOTyYaAEMYIO
uH(popmaLuio;

BBIJIEJIATh HAN0OJIEe 3HAUNMOE B
nepedHe nHGopMaruy;

OLCHUBATDh MPAKTHYCCKYHO 3HAYUMOCTb

HOMEHKJIaTypa HH(POPMALIMOHHBIX
HCTOYHHKOB, TPUMEHSIEMbIX B
poheCCUOHATTBHOM AeSITeIbHOCTH,
NPUEMBbI CTPYKTY PUPOBAHUSI
uHpopMauuy,

dopmat ohopmIIeHHUs PEe3yIbTATOBR
noucka nHopMaruu, COBpeMEHHbIE
CpPEeACTBA U yCTPONCTBA
UH(pOpPMAaTH3ALNY,

MOPAAOK UX MPUMECHCHUSA U




pe3yJIbTaTOB MOUCKA, OPOPMIISITH
PE3YIbTAThI IOUCKA, MPUMEHATDH
cpeacTsa MHPOPMALTMOHHBIX
TEXHOJOTUH AJid pCHICHUA
npoeCCHOHANTBHBIX 3a7a4,
HCIIOJIB30BATH COBPEMEHHOE
MpOrpaMMHOE O0ecTieueHHe;
UCTIOJIb30BaTh pa3MyHble HU(POBLIE
CpencTBa AJisl PeLIeHHUs
poeCCHOHANTBHBIX 3a71a4.

nporpaMMHOe obecriedeHue B
poheCCUOHATIBHOM AeSITEIbHOCTH B
TOM YHUCJIE C UCTIOB30BAHHUEM

U POBBIX CPENCTB.

HCIOJIb30BATh CPEACTBA
WH(POPMALIMOHHBIX

KOMMY HUKAIIHMOHHBIX TEXHOJOTUH [Jist
NOJTyueHHs U nepeaaqu uHdopmarmy,
BECTH U UCIIOJIb30BaTh B padore a3y
KOHTAKTOB OpraHU3aLHH;
yCTaHABJIMBATh U MOAICPKUBATD
KOMMYHHKALMU B IPOLIECCE AEJIOBOrO
OOIEHUs C TOMOILBIO CPEICTB
WH(POPMALIMOHHBIX

KOMMY HUKAIIMOHHBIX T€XHOJIOTHH,
obecrieunBaTh HHPOPMALUOHHYIO
0e30MacHOCTb AESITeIbHOCTH
OpraHMU3aLHH.

HOPMAaTHBHbBIE NIPABOBBIE AKTHI
Poccutickoit @enepanuu B chepe
UH(POPMALIMOHHBIX

KOMMY HUKALIHOHHBIX TEXHOJIOTHIA;

TpeOOBaHUS OXPaHbBI TPY/A.

BBIOMpATH (POPMBI IITAHUPOBAHUS U
ohopMITATH MJTAHUPOBIIUK
(opraHaiizep) pyKOBOAUTENS U
ceKkpeTaps,

obecrieunBaTh HHPOPMALUOHHYIO
0e30MacHOCTb AESITeIbHOCTH
OpTaHU3aLHH;

NPUMEHSTH B paboTe CpencTra
WH(POPMALIMOHHBIX

KOMMY HUKAILIHOHHBIX TEXHOJIOT Ul

HOPMAaTHBHbBIE MIPABOBBIE AKThI
Poccutickoit @enepanuu B cepe
WH(POPMALIMOHHOH 0e30MacHOCTH,
TpeOOBaHUS OXPaHbBI TPY/A.

OCYIIECTBISITH TPEBEI-TIOAIEPIKKY
JIEJIOBBIX MOE3/0K;

UCTIOJIb30BATh CPEACTBA
UH(POPMALMOHHBIX U

KOMMY HUKAITHOHHBIX TEXHOJIOTHI 1JIst
obecrneueHust B3aUMOIENHCTBUS C
PYKOBOIHUTENIEM BO BPEMSI €T0 JEJI0BOI
MOE3/IKU.

UHTEPHET-PECYPChI IS
OCYILECTBIICHHSI TPEBEI-TIOAIEPKKHU
IEJIOBBIX MOE3/I0K;

TpeOOBaHUsI OXPAHBI TPYIA.

OCYIIECTBISITE cOOp, 00padoTKy
uH(pOpMaLINH, CHCTEMATH3ALHIO
NOJTy4aeMbIX U TepeaBaeMbIX JaHHBIX;

MeTObI 00PabOTKH U 3aITUThI
UH(POPMALIUU C MPUMEHEHHEM
cpencTB MHPOPMAIMOHHBIX U




NPUMEHSTh HHPOPMALIMOHHO-
KOMMY HUKAL[UOHHbBIE TEXHOJOTUH.

KOMMYHHKAITMOHHBIX TEXHOJIOTHI;
2

TpeOOBaHUS OXPaHbBI TPY/A.

NPUMEHSTh HHPOPMALIMOHHO-
KOMMY HUKAIIHOHHBIE TEXHOJIOT U
CKaHHPOBATh, KOITUPOBATh U
KOHBEPTHPOBATDH TOKYMEHTHI B
paznuaHble GOpMAaTHI.

COBpPEMEHHbIE HHPOPMALIMOHHBIE U
KOMMYHUKAIIUOHHBIC TCXHOJIOT'UH,
NpUMeHsieMble B padoTe ¢
IOKYMEHTaMU,

TpeOOBaHUS OXPaHbBI TPY/A.

2. CTPYKTYPAH COJAEPKAHHUE YUYEFHOUANCIUATLINHBI

2.1. O6bem yueOHOI JMCUMIINIMHBI ¥ BUABI YU4e0HOIl padoThI

Bupn yueOHoii padoThl Oo0bem B yacax
Oo0bem o0pa3oBaTebHOI NporpaMmmbl y4eOHOMH JUCUHIJIMHBI 76

B T.4. B (0opMe NIPAKTHYECKOH NOAT0TOBKH

B TOM YHUCJIE!

TeopeTudeckoe o0ydeHue 10
MPAKTUYECKUE 3aHATHSA 56
Camocmosmenvras paboma 8
[IpomesxkyTounas arrectanus — qUQPepeHINPOBAHHBIN 3a4€T 2




2.2. TemaTnyeckuii NJIaH U coAep’KaHue Y4eOHOH AUCHHIIINHbBI

Koambl
Oobem, akan. 1. .
KOMIeTeHI Ui,
/ B TOM 4HcJIe
(¢popmupoBanu
HaumeHoBaHue Coaep:kaHue yueO0HOro Matepuaa u ()OpMbl OPraHU3ALNHU AeATEJIbHOCTH B popme
10 KOTOPbIX
pa3fesioB U TeM o0yyaromuxcst NPAKTHYECKOH P
crnoco0cTByeT
NMOATO0TOBKH,
3JIeMeHT
akaj. 4.
NPOrpamMmsl
Pasgen 1. ABTOMATU3SALIUA THOOPMAIIMOHHBIX ITPOLHECCOB. KOMIIBIOTEP 4/2/1 OK 01,
Tema 1.1. Coaep:xkanue yueOHOro MarepuaJa 0K 02,
YcTpoicTBo 1 KommeroTep kak cpeacTBO aBTOMAaTH3aLNH HHYOPMAIIOHHBIX ITPOLIECCOB 1 JJIIP; Z’

NPHHLIHUINBI pa00ThI

DyHKLIHUOHAIBHBIE YCTPOUCTBA KOMIIBIOTEPA

KOMIIbIOTepa
IIpakTuyeckue 3aHATUS
[Tpuémsl padotsl B cTannapTHbIX nporpammax OC: rpaduuecKkoM U TEKCTOBOM PEIaKTOPax 1
CamocrosiTesibHAs padoTa 00yuyaromuxcs
Coobmenne: Henocratku ucnosnp3oBanus cpencts MUKT. Iepcnextuser passurus MKT. 1
Tema 1.2. Coaep:xkanue yueOHOro MarepuaJa
IIporpammuoe OCHOBHBIE TIOHATHSI IPOrPAMMHOT0 00€CTIeUeHUsT KOMITBIOTEPa
olecneueHue

KoMnbroTepa. PaisioBas
CHCTEeMA XpPAHEeHHS
uHopmanuu

OmnepanmonHble cuctemsl. U Buabl 1 rpaduyeckuii nunrepdeiic

daiinosas cucrema. Onepanuu Haz dadinamu

Cucremaruszanust HHGOPMALIH C TIOMOLIBIO MAIoOK U (Haiios.

IIpakTuyeckue 3aHATUS

Pabora ¢ daiinamu u katajgoramu

Pabora B crannaptHbix nporpammax OC: TeKcTOBBIE, rpaduiecKue.

CamocrosiTesibHAs padoTa 00yuyaromuxcs




PA3JAEJL 2. [IPUKJATHOE U CUCTEMHOE ITPOIT'PAMMHOE OBECIHHEYUEHHUE

30/26/2

Tema 2.1.

CpeacTBa ¥ TEXHOJIOTHH
co3aHus U 00padoTKHU
TeKCTOBOH HH(poOpMannu

Coaep:xkanue yueOHOro MarepuaJa

Texkcrosblii iporieccop Word: Habop, penaktuposanue, GopMaTUPOBAHUE TOKYMEHTA.

Tabnuua B nokymenTe, Pabota ¢ rpaduxoii, Opopmierre MHOrOCTpaHHYHBIX JOKYMEHTOB.

IIpakTuyeckue 3aHATUS

Hactpoiika unrtepdeiica TekctoBoro penakropa. Hacrpoiika napaMeTpoB CTpaHHULIBL

ITpuémsl penaxktupoBanust Tekcta. IIposepka opporpadum TeKkCcTa B TEKCTOBOM PEIAKTOPE.

dopMaTUpoBaHUe TOKYMEHTOB B TEKCTOBOM penakTtope. Mi3MeHeHue CBONCTB
CHMBOJIOB, TapaMeTpoB ab3aueB u crpaHuLbl JleuaTs moKyMeHTa.

dopmaTupoBaHHUe JOKYMEHTOB B TEKCTOBOM penakrope. 3sMeHeHune napaMeTpoB
ab3aneB. YcraHoBka mo3unuii Tadysuu. PaboTa co cnimckamu.

BcraBka rpadgudeckoro n3o0pakeHus: B TEKCT, UI3MEHEHHE er0 MOJIOKEHUS Ha CTPaHHLIE.
TexHoNOrHst BCTABKU B TOKYMEHT 0ObekTa SmartArt.

BcraBka CHOCOK B TEKCT AOKYMEHTA B TCKCTOBOM PCAAKTOPEC.

OcHoBHbIe TpuéMBI padboTeI ¢ Tabnuamu. KorrekctHele Bknaaku Korcrpykrop u Maker
11t paboThI ¢ TAOUIIAME B TEKCTOBOM PEIAKTOPE

Paznuunble mpuéMel paboThl ¢ TAOIMLIAMH B TEKCTOBOM penakrope. COpTUPOBKA JaHHBIX B
tabnuue. Beraucnenus B Tabmumax

Paz0buenne TekcTa Ha KOJIOHKU B TEKCTOBOM PEIAKTOPE.

DopMaTHPOBAHNE MHOTOCTPAHUYHOIO JOKYMEHTA B TEKCTOBOM PENAKTOPE

Pabora co crumsimu. Co3naHue aBTOMAaTUYECKOTO OTJIABJICHUSI B MHOTOCTPAHHYHOM
TOKyMEHTE B TEKCTOBOM PENAKTOPE

HacTpoiika pe:xuMOB redaTy TEKCTOBOrO JOKyMeHTa. PaboTa ¢ mpuHTEpOM.

CamocrosiTesibHAs padoTa 00yuyaromuxcs

11

Tema 2.2.
CpeactBa

Coaep:xkanue yueOHOro MarepuaJa

OnextponHas Tabnnua Excel: ¢opmaTuposanue siueek, Gopmysl, GyHKIHH, THATPAMMBI

OK 01, OK 02,
MK 1.1,TIK 1.7

JP 6
JIP 8




U TeXHOJIOTHH PadoThI
€ 2JIeKTPOHHBIMH
TadauuamMu

IIpakTuyeckue 3aHATUS

Co3znanue Tabnui B TAOMUYHOM penakTope u ux GopMarupoanue. TUIIBI JaHHBIX,
UCTIOJIB3YEMBIX B TAOJHMYHOM peIakTope

BrmonHenne pacuéToB B 3J1eKTPOHHBIX Tabnunax. @opmyibl. AOCONMIOTHAS U
OTHOCHUTEJIbHAS aIpECcaLust

@DyHKUUH, UCTIOIB3yEMble B TAOIMYHOM penakTope. Padbora co cmckamu.

Cosznanue u popmatrpoBaHue 3JIeKTPOHHBIX TaOuLl. THUIBI TaHHBIX, UCTIOIB3YEMbIX B
Ta0JIMYHOM PENaKTopE.

BrmonHenne pacuéToB B 3J1eKTPOHHBIX Tabnunax. @opmyibl. AOCONMIOTHAS U
OTHOCHUTEJIbHAS aIpECcaLust

@DyHKUUH, UCTIOTIB3YEMBIE B TAOIMIHOM PEIAKTOPE

ITocTpoenue u penakTUpoOBaHUE JUArPaMM

HacTpoiika TUCTOB KHUTU HA M€YaTh.

11

CamocrosiTesibHAs padoTa 00yuyaromuxcs

Coobmenne: JIoCTOMHCTBA 3JIEKTPOHHBIX TaOmuy. HenocTaTku 37eKTPOHHBIX TaOMuUI

Tema 2.3.

Texuoaorust OLE.
Co3nanue OLE-
00LEeKTOB

Coaep:xkanue yueOHOro MmarepuaJa

CrienimanpHast BCTaBKa (pparMeHTa JTOKYMEHTA B APYTOi JOKYMEHT

BcTaBka cBA3aHHBIX OOBEKTOB B AOKYMECHT

BcraBka ¢parmenra daiina TaOIUIHOrO peAakTopa B TOKYMEHT TEKCTOBOTO PEAAKTOPA C
YCTaHOBKOM CBSI3U

IIpakTuyeckue 3aHATUS

CoznaHue TeKCTOBOTO TIOKYMEHTA B MPUIIOKEHUHU-KJINEHT U BcTaBka OLE-00bexToB 13
MPUIIOKEHUS CEpPBEPA

Cosznanue cipaBoK U HHPOPMAITMOHHO-AHATUTHYECKIX 0030POB B MPHJIOKEHUU-KITUSHT U
BcTtaBka OLE-00BEeKTOB U3 MPUIIOKEHHUS CepBeEpa

Cosznanue cipaBoK U HHPOPMAITMOHHO-AHATUTHYECKIX 0030POB B MPHJIOKEHUU-KITUSHT U




BCTaBKa CMApKJIAHOB U3 MPUJIOKEHUS CepBEpa

CamocrosiTesibHAs padoTa 00yuyaromuxcs

Coobmenne: O6MeH nHpOopMaLUEH MEXKAY MPUIOKEHUSIMH.
TexHonornu BHeapeHus U cpsi3biBanusi 00bekToB DDE 1 OLE.

Tema 2.4.

Pazpaborka u
CONMPOBOKAEHHE
HH(pOpMALIIOHHBIX 0a3
AAHHBIX

Coaep:xkanue yueOHOro MarepuaJa

IMonsitue B/l u CYB/L. 3arpyska, unrepdeiic CYBJl. Tabmuunas crpykrypa bJ1. Tlons,
3anucH. Tunbl faHHBIX. IIOHATHE KIIIOUEBOIO IIOJIS

Dopwmsl, 3ampoce! 1 oTuéTEl B CYB/], nx HasHaueHue u criocoOs! cozpanms. Co3nanue
CBSI3U MEXY TaOJIUIIaMU C TIOMOIIBIO MacTepa MOJCTAHOBOK

IIpakTuyeckue 3aHATUS

Cosznanne Tabmmn B CYB/I. YcraHoBKa CBOWMCTB MoJIei U cBsizeil Mexny Tabmunamu. Beon
U TIPOCMOTP JaHHBIX B pexxnmMe « Tabmumay»

3

@opwmsl, 3ampoce! 1 oTaéTel B CYB/], X Ha3HaueHue U criocoOb!

cozmanmst. Co3gaHue CBSI3U MEXKAY TadIMLAMH C TIOMOIIBIO MacTepa MOACTaHOBOK

Cosznanue B/l ¢ ucnonszoBanuem ¢opwm, 3anpocos u otuétos B CYB/I,

CamocrosiTesibHAs padoTa 00yuyaromuxcs

Hoxmnan: 3ammra 0a3 TaHHBIX 1
PA3JAEJ 3. CPEACTBA IIEPEJAYH DJIEKTPOHHBIX JOKYMEHTOB U OBECIIEYUEHUE UX COXPAHHOCTH 4/3 OK 01, OK 02,
Tema 3.1. Conep:xanue yueGHOro MaTepuaJa IIK .1, TIK
IIporpammel CxaHupoBaHue TOKYMEHTOB C [IOMOIIBIO CTaHAapTHOro npuioxenus OC 1.6, K 1.7,
CKAHHPOBAHUSA 1 JIP 6,

IIporpaMMel-apxuBaTopbl. Y MaKOBKa U PaCIIaKOBKa apXUBOB
AOKYMEHTOB H JIP 8
KOHBepTHPOBAHHSI CxaHupoBaHue U pacro3HaBaHKUE TEKCTA C MOMOIIBIO CIIELUATU3UPOBAHHOIO
daiiios nporpammuoro odecneuenus. Koppexruposka tekcra. Konsepruposanue daiinos

IIpakTuyeckue 3aHATUS

Pacno3HaBanne nHGOPMALIMH ¢ TOMOIIBIO TPOTrPAMM CKAHUPOBAHUSI. 3

Kouseptuposanue ¢aiinos

IIporpaMMel-apxuBaTopbl. Y MaKOBKa U PaCIIaKOBKa apXUBOB




PA3JIEJI 4. CO3JIAHUE 1 PEJAKTUPOBAHHME I'PA®HNUYECKNX U MYJIbTUMEJINHHBIX OFBEKTOB 4/3/1 OK 01, OK 02,
Tema 4.1. Coaeprkanue yue0HOro MaTepuaa HK 1.1, IIK
- 1.4, TIK 1.6
Ipeacrasiexne CosnaHue Npe3eHTAlNH B CIIeLHATH3IPOBAHHOM 110 IS TOATOTOBKM MPEe3eHTALHIA. ’
uHpopmauuu OcHoBHbIe TUIBI PaiinoB. Pexumbl mpocMoTpa. Boibop mabnoHa u TeMbl Claiinos
HOMOIBIO CPEACTB K Mpe3eHTanuu. M3MeHeHne MakeTa Claiios P 6
uHdorpapuxku = 1 ’
Hcnonp3oBaHne THNEPCCHUIOK B Mpe3eHTauuu. HacTpolika annMarum Tekcra JP 8
u 00bekTOB. JloOaBneHe MepexonoB MEXIy claliaamu
Paznuunble cpencrea co3manust HHGoOrpaguxu.
Bmsyanmzanus u npencraBieHue qOKIana
IIpakTuyeckue 3aHATUS
Bri0op 1mradioHa v TeMbl CIAHA0B K MPE3eHTAIUU B crienuain3uposanHoM [1O st
noarotoBku npesentanmii. Co3nanue codcreHHoro madnoHa. M3sMeHeHne Makera CiaiaoB
Pabora co cnaiinamu. BcraBka 00ObeKTOB Ha Cllaii, U3MEHEHHE MX MOJIOKEHHS. 3
YnpasneHue ClossMHU cianaa
Hcnonp3oBaHne THNEPCCHUIOK B Mpe3eHTauuu. HacTpolika annMarum Tekcra
u 00bpekToB. JloOaBieHMe mepexonoB MeKy ciaiinamu. BcTaBka 3Byka v BUIIEO.
HacTpoiika npe3eHTanum Ha MOKa3, yrpasisieMast JOKJIAIYUKOM U B aBTOMAaTUIECKOM
pekume
CamocrosiTesibHAs padoTa 00yuyaromuxcs
1
Coobmenne: Madorpaduka kak CpeacTBO BU3YATU3ALNN JAHHBIX
Pazgen 5. TEXHOJIOTUSA CO3JAHUA U TIPEOBPA3OBAHHUSI MHO®OPMAIIMOHHBIX OB BbEKTOB 10/8/1 OK 01, OK 02,
Tema 5.1. Coaep:xanue yueGHOro MaTepuaJia IIK .1, TIK
1.6, 11K 1.7
IepconnpUUMPOBARHBIE | 1100y s0panme MacTEpa CAMAHNS AN PACCHUIKH AOKYMEHTOB ’
PACCBLJIKH € MOMOIIBIO C | JIP 6,
03[1aHUE PACCHUTKU C MTOMOIIBIO (DYHKIIMH CITUSHUS
pynxuun causiHus . P b0 pyHKIL JIP 8

Cosnanne Oefifxa ¢ IIOMOIIBIO MAaCTePa CIUSHUS

Ucnonp3oBanne mabIOHOB U CIIEIHATBHON BCTABKH MPU CO3AHUH PACCHUIKH TOKYMEHTOB




C IMOMOIIBIO (I)YHKL[I/II/I CJIMAHUA

IIpakTuyeckue 3aHATUS

Coznanue nuceM-npuriaieHu, no3apasneHuii. Ucrnonb3zoBaHue MacTepa CIMsIHUS s
nepcOHN(UIIMPOBAHHON PACCHUTKU TOKYMEHTOB.

Ucnonp3oBanne MacTepa CIUSHUS I TEPCOHU(PUUUPOBAHHON PACCBUIKH JOKYMEHTOB. 3
Co3nanue KOHBEPTOB, OeliKel, KyBEPTHBIX KaPTOUEK.

Ucnonp3oBanne MacTepa CIUSHUS I TEPCOHU(PUUUPOBAHHON PACCBUIKH JOKYMEHTOB.
Coznanue nuceM No3ApaBiIeHU, HAMOMUHAHUN, BU3UTHOMN KapTOUKH, KyBEPTHOMN
KapTOYKH.

Tema 5.2. Texnoaorus Coaep:xkanue yueOHOro MarepuaJa

ABTOMATH3ALIMH Co3anue mabloHOB CIIPABOYHO-HHPOPMALHMOHHBIX JOKYMEHTOB. DIIeMEHThI yIPaBJIeHHUs

CO3JaHHUA U COOCPKUMBIM.

HCIIOJIb30BAHUS 1
Co3znanue mabIOHOB PaCcCTIOPSAUTENBHBIX JOKYMEHTOB, pa3padoTka ¢popm

noxymeHToB. lllad/ionbI

OKYMEHTOB Pabora ¢ madnonamu. Pa3zpaboTka 3aluInéHHON 3JeKTPOHHOUN (HOPMBI JOKYMEHTA

CoBmecTtHas paboTa Ha/l MPOEKTOM JOKYMEHTA B PEKUME PELICH3UPOBAHUS

IIpakTuyeckue 3aHATUS

Cosnanne mabI0HOB 3aIHUCOK, IPOTOKOJA, CIIPABKY, IPUKA3a C YCTAHOBKON 3aIUTHI

CIly>keOHOro MUChbMa, JOKJIAJHON 3aIMUCKH, PACIOPSIKEHNUS, aKTa .

CoBmecTtHas paboTa Ha/x MPOEKTOM Ia0JIOHA MPUKA3a, CIIPABKH.

CamocrosiTesibHAs padoTa 00yuyaromuxcs

Coolmenne: ABTOMaTH3aIUS CO3AAHUS AETOBOI JOKYMEHTALUU 1
PA3JAEJ 6. KOMIIBIOTEP KAK CPEACTBO KOMMYHUKALIMA U JOCTYII 14/10/3 OK 01, OK 02,
K UH®OPMALMOHHBIM PECYPCAM.JIOKAJIBHBIE U I'/IOBAJIBHBIE CETHU MK 1.1, TIK
Tema 6.1. Coaepxanue yueOHOro MmarepuaJa 1.3,1IK 1.4,
Ceru u MHTEpHET. ITpumMeHeHNe JTOKANBHBIX U IIIO0ANBHBIX KOMITBIOTEPHBIX ceTel 1yt oOMeHa nHpopmanueil. IIK 1.6, TIK
HndopmaunonHo- ITonckosbie cucremer MHTepHeTa. 3ammuTa HHGOpMALTIH ! L7

MNOHUCKOBbIE€ CUCTEMBbI.

Paborta ¢ pa3nu4HBIME CITPaBOYHO-TIPABOBBIMUA CHCTEMaMHU




IHouck napopmaunu B
PA3JIHYHBIX CIPABOYHO-
NMPaBOBbIX CHCTEMAX

IIpakTuyeckue 3aHATUS

BosmokaOCTH TIOMCKa HHPOPMALIUU B UHTEPHETE

[Tonck napopmMarmu B 0QULHANTBHBIX HHTEPHET-UCTOYHHUKAX.

ITonck nHpOpMALMH B PA3TUYHBIX CIIPABOYHO-TIPABOBBIX CUCTEMAX

CamocrosiTesibHAs padoTa 00yuyaromuxcs

Hoxnan: MHGOPMAITMOHHO-TIOUCKOBBIE U CITPABOYHBIE CUCTEMBbI

Tema 6.2.11ouToBEIC H
o0J1auHbIe CePBUCHI B
padoTe ¢ JOKyMEHTAMH

Coaep:xkanue yueOHOro MarepuaJa

Hcnoab3oBaHne NOYTOBBIX CCPBUCOB. BUABL, IIpaBUJjia PETUCTPALINHN, TIPAaBHUJIA 3alINUThI

CepBI/ICbI 00JIaYHbIX TeXHO.]'IOl"I/II\/'Ij MO3BOJIAOIINE OPTraHU30BATh JOKYMEHTHOEC U
0e310KyMEeHTHOE O0CITyKUBAHHE

[IpumeHeHre 0ONAYHBIX XPAHUITUII JAHHBIX JIJIsT ONTHMHU3ALUN PaOOThI
C JOKYMEHTaMH

IIpakTuyeckue 3aHATUS

CoBMecTHasi paboTa 1o OpraHu3alnuy JOKYMEHTHOTO U 0€310KyMEHTHOTO OOCTYKUBAHUS C
NPUMEHEHHEM OOJIAYHBIX TEXHOJIOTHH

CamocrosiTesibHAs padoTa o0yuaromuxcs

Coobmenne: O6navynble XpaHWINIIA JAHHBIX U padoTa ¢ JOKyMEHTaMHU

Tema 6.3. CoBpemeHHbIe
NPOrpaMmbi-
MJIAHHPOBIIUKH

Coaep:xkanue yueOHOro MarepuaJa

CoBpemeHHbIe IPOrpaMMbI-IIJIAHUPOBIIUKHT

IIpakTuyeckue 3aHATUS

[TnarupoBanue pabouero HSA PyKOBOAUTENS U CEKPETaps C MOMOIIBIO COBPEMEHHBIX
MPOrpaMM-IUIaHUPOBILHKOB

CamocrosiTesibHAs padoTa 00yuyaromuxcs

Coobmenne: Poccuiickue mpuitoykeHust ISl MIIAHUPOBAHUS

Tema 6.4. Cpeacta UT

Coaep:xkanue yueOHOro MarepuaJa

JP 6
JIP 8




TeXHOJOTUH NPH
OpraHu3auuH AeJ0BbIX
M0e310K PYKOBOAHTEIS.
OcymecTBiaeHne TpIBeJi-

Cucrembl OpoHHpPOBaHMS OUIIETOB U OTEJEH.

Pabora ¢ reogasapIMu

IIpakTuyeckue 3aHATUS

NMOAAEPKKH [TonOopxa pefica u oTeNs O 3aJaHHBIM NTapaMeTPam. 3
OrnpeneneHne reoTaHHBIX

IMpomexxkyTouHas aTTecTauus 2

Bcero 76




3. YCJIOBUS PEAJTH3AIIMT YYEBHOM U CIUILITAHBI

3.1. JInst peammsauuu mporpaMMbl y4eOHOW TUCIMIUIMHBI MPEAYyCMOTPEHBI CIEIYIOINe
CHeLHaJIbHbIE TOMELIEHUs

Jlaboparopust «MHPOPMAITMOHHBIX U KOMMYHHKAITHOHHBIX TEXHOJIOTHIT», OCHAIICHHAS
HEOOXOIUMBIM JIJIsl peaTU3aLiH TPOrpaMMbl yueOHON AUCIIUTLTUHBI

obopynoBanuem: 15 paboumx mect m pabodyee MeCTO MPENnomaBaTessi, OCHAIIEHHBIX
KOMITBIOTEPHBIM CTOJIOM U MOABEMHO-IIOBOPOTHBIM KPECIIOM,

TEXHUYECKHMMH CPEICTBaAMU OOYUEHHs: TEePCOHAIbHBIA KOMIBIOTEpP Ha Kaxnoe pabdouee
MECTO:

— C YCTAHOBJIEHHBIM NPOTPaMMHBIM OOECHeueHHEeM: ONepaliOHHasi CUCTeMa, aHTHUBUPYCHas
nporpaMma, TeKCTOBBIH, Tabmuunelii penakrop, CVYBJl, mnporpamma panst co3nmaHus
npeseHTaunii, [lepcoHanpHBI HHOOPMALMOHHBIH MEHEmKep C (QYHKIUSIMH TOYTOBOTO
kiareHTa u Groupware apXuBaToOphl, MPOrPaMMbl CKAHUPOBAHHSI, KOHBEPTHPOBaHUS (hailyios,

— € JOCTyIOM B TJIOOAJbHYIO CETh MHTEPHET, B JIOKAJbHYIO CETh y4eOHOro 3aBEIEHHs, B
CIPaBOYHO-TIPABOBYIO CHCTEMY U 3JIEKTPOHHO-OMOINOTEUHYIO CHCTEMY
MyJIbTUMEINIHOE 000pyIOBaHNE: IPOSKTOP, HHTEPAKTUBHAS TOCKA,

MIPUHTED, CKaHEP, KOMUPOBAJIbHBIN annapat unu MOY

3.2. UudopmanuonHoe ofecnevyeHne peaau3aliu NPporpaMmbl

Jlns peanu3zanuu mporpaMmMbl OMOTHOTEYHBINH (POHI MMEET MedaTHbIE W/WIH 3JIEKTPOHHBIC
oOpa3oBaTenbHble W WH(GOPMALMOHHBIE PECYpPChI, I HCIOJNb30BaHUS B 00pa3oBaTeIbHOM
npouecce. [lpu popmuposannn 6ubIMOoTeYHOr0 POHIA BHIOUPAETCS HE MEHee OTHOTO U3JaHUs W3
MEPEYNCIIEHHBIX HUXKE TIEUaTHBIX M3JaHUI U (MJIH) 3JIEKTPOHHBIX M3IaHHI B KAUE€CTBE OCHOBHOTO,
MIPU 3TOM CITUCOK, MOET ObITh IOTIOIHEH HOBBIMHU M3IaHUSIMH.

3.2.1. OcHOBHbIE EYATHBIE U3TAHHS

1. TaBpunos M. B., Knmumos B. A. HMHdpopmatuka 1 WHPOPMALMOHHBIC TEXHOJOTHH.
YueOHuk st cpeaHero npodeccuoHanbHoro oopasosanus / M. B. I'aspuiios, B. A. Kiiumos. — 4-
e wm3n., mnepepad. u gom. — Mocksa: MsmarensctBo IOpaiit, 2022, — 383 ¢ —
(ITpodeccunonanproe obpazosanue). — ISBN 978-5-534-03051-8. — Tekcr: snextponssiit // IbC
FOpaiir [caiit]. — URL: https://urait.ru/bcode/469424

2. Kynpusinos /I, B. UHpopmanmonHoe obecrieueHne npodecCHOHAIBHONW AeATENbHOCTH!
y4eOHUK U MPAKTHKYM JJIi CPEAHEro MPOoheCCHOHATBbHOrO o0pa3oBaHus/ YUeOHUK U MPAKTHKYM
s cpeaHero npodeccuonanbHoro odpasosanus / 1. B. KympusinoB. — Mocksa: M3aarenbcTBo
Opaiit, 2022. — 255 ¢. — (Ilpodeccuonanbuoe obpasosanne). — ISBN 978-5-534-00973-6. —
Texcrt: anextponnsiii / IBC Kpaiit [caiit]. — URL: https://urait.ru/bcode/470353

3. [InotHukosa, H. I'. MudpopmaTuka 1 HHGOPMALTMOHHO-KOMMY HUKALIMOHHBIE TEXHOJIOTHH
(UKT) : yuebnoe nocobue / H. I'. ITnorHnkosa. — Mocksa: PUOP: UH®PA-M, 2022. — 124 ¢c. —
(Cpennee npodeccuonansaoe odpasosanue). - ISBN 978-5-369-01308-3. - TekcT: 3eKTpOHHBIN//
OBC Znanium [caiir]. — URL: https://znanium.com/catalog/product/1229451 (nara oOpaimeHus:
04.08.2022). — PexxuiM 1OCTyMA: TIO TIOATIUCKE.

4. Tpopumo B. B. Hudopmarmka B 2 T Tom 1. VYuebHuk n1ia cpenHero
npodeccuonanpHoro odpazosanusi / B. B. Tpopumo. — 3-e usn., nepepad. u mon. — MockBa:
WznatensctBo Opaiit, 2022. — 553 ¢. — (IlpodeccnonansHoe odpasosanue). — ISBN 978-5-
534-02518-7. —  Tekcr: oanmekrponnsii // ObC  Wpaiir [caiitr] —  URL:
https://urait.ru/bcode/471120


https://urait.ru/bcode/469424
https://urait.ru/bcode/470353
https://znanium.com/catalog/product/1229451
https://urait.ru/bcode/471120

5. ®enorosa, E. JI. UHpopMannoHHBIE TEXHOIOTHH B MPOPECCUOHATBHON NeSITeIbHOCTH:
yuebnoe mocobue / E.JI. ®demotroBa. — Mocksa: ®POPYM: MH®PA-M, 2022. — 367 ¢. —
(Cpennee npodeccronanpHoe odpasosanue). - ISBN 978-5-8199-0752-8. - TekcT: 3/eKTpOHHBIH //
OBC Znanium [caiir]. —URL: https://znanium.com/catalog/product/1786345 (mata oOpaimeHus:
04.08.2022). — PexxuiM 1OCTyMA: TIO TIOATIUCKE.

3.2.2. OcHoBHbBIE 3JIEKTPOHHbIE U3IAHHS

1. KynpusiHos J{. B. UHpopmanmonnoe obecneueHne mpodecCHOHAIbHON NesTeTbHOCTH:
y4eOHUK U MPAKTHKYM JJIi CPEAHEro MPOoheCCHOHATBbHOrO o0pa3oBaHus/ YUeOHUK U MPAKTHKYM
s cpeaHero npodeccuonanbHoro odpasosanus / 1. B. KympusinoB. — Mocksa: M3aarenbcTBo
Opaiit, 2022. — 255 ¢. — (IIpodeccuonanbuoe odpasosanue). — ISBN 978-5-534-00973-6. —
Texcrt: anextponnsiii / IBC Kpaiit [caiit]. — URL: https://urait.ru/bcode/470353

2. Ilnoruukosa, H. I'. Unpopmarnka u nHPOPMALIMOHHO-KOMMY HUKAIIHOHHBIE TEXHOJIOTHU
(UKT) : yuebHOe mocobue / H. I'. ITnotaukosa. — Mocksa: PUOP: UTHOPA-M, 2022, — 124 ¢. —
(Cpennee npodeccronanipHoe oOpasosanne). - ISBN 978-5-369-01308-3. - TekcT: 31eKTpOHHBI//
OBC Znanium [caiir]. — URL: https://znanium.com/catalog/product/1229451 (nara oOpaimeHus:
04.08.2022). — PexxuiM 1OCTyMA: TIO TIOATIUCKE.

3. Tpopumos B. B. Hradopmaruka B 2 T Tom 1: VYyeOHMK s cpegHero

npodeccuonanpHoro odpazosanusi / B. B. Tpopumo. — 3-e usn., nepepad. u mon. — MockBa:
WznatensctBo Opaiit, 2022. — 553 ¢. — (IlpodeccnonansHoe odpasosanue). — ISBN 978-5-
534-02518-7. —  Tekcr: oamektponnbiti // 3ObC  Wpaiir [caiitr] —  URL:

https://urait.ru/bcode/471120

4. ®enorosa, E. JI. MadopManiioHHbIe TEXHONOTHH B NMPO(ECCHOHAIBHOW NEATENbHOCTH:
yuebnoe mocobue / E.JI. ®demotroBa. — Mocksa: ®POPYM: MH®PA-M, 2022. — 367 ¢. —
(Cpennee npodeccronanpHoe oOpasosanue). - ISBN 978-5-8199-0752-8. - TekcT: 35eKTpOHHBIH //
OBC Znanium [caiir]. —URL: https://znanium.com/catalog/product/1786345 (mata oOpaimeHus:
04.08.2022). — PexxuiM 1OCTyMA: TIO TIOATIUCKE.

3.2.3. /lonoiHUTEIbHbIE HCTOYHHKH

1. Axnexcees A Il. Coopruk nadopaTopHbIx paboT no aucuuruinHe «Mudopmatukay,
qacTh 2: YuebHoe nocobue. Yuebnoe nocodue no nucuuminae « MapopMaTikay, st CTyICHTOB
nepBoro kypca cneruanbaocTeit 10.03.01 u 10.05.02 Yuebnoe nocodre mo JUCIUTLINHE
«HMupopmaTrka», JIst CTYIEHTOB NepBOro Kypca cneunanbHocteii 10.03.01 u 10.05.02 / Anekcees
AL — Mocksa: COJIOH-IIp., 2017. — 256 c.: ISBN 978-5-91359-220-0. - TekcT: 3neKTPOHHBIH//
OBC Znanium [caiit]. — URL: https://znanium.com/catalog/product/881455. — Pexxum nocrymna: mo
TIOJTIHCKE.

2. benseBa. T.M.Martemaruka u uapopmaruka: yaeOHuk u npakrukym nist CITIO / T.
M. bensiena [u np.]; nox penakuueii B. /I DnpkuHa. YueOHHUK U IPAKTUKYM I CPEAHETO
npodeccruonanaproro obpazosanns / T. M. bensiea [u ap.]; mon penakuueii B. JI. Dnpkunaa. — 2-¢
usn., nepepad. u non. — Mocksa: U3parenscteo FOpaiit, 2022, — 402 ¢. — (IIpodeccronanpHoe
obpazosanue). — ISBN 978-5-534-10683-1. — Tekcr: anexkrponssiii // ObC KOpaiir [caiit]. —
URL: https://urait.ru/bcode/469943

3. Kenposa I'.E. [u np.] MUadopmaTuka nst ryMaHUTapueB: YI€OHUK W MPAKTUKYM IS
cpenHero npodeccuonanpHoro odpasosanus. [lox penakiueii I'. E. Keaposoit. — Mocksa:
Wznparenscro KOpaiit, 2022. — 439 ¢. — (IIpodeccuonanpHoe oOpasosanue). — ISBN 978-5-
534-10244-4. — Texkcr: snexrponnsiii // IBC FOpaiit [calit]. — URL:
https://urait.ru/bcode/475550


https://znanium.com/catalog/product/1786345
https://urait.ru/bcode/470353
https://znanium.com/catalog/product/1229451
https://urait.ru/bcode/471120
https://znanium.com/catalog/product/1786345
https://znanium.com/catalog/product/881455
https://urait.ru/bcode/469943
https://urait.ru/bcode/475550

4. Hosoxwunos O.I1. Undpopmaruka B 2 4. Hacts 1: yuebruk nist CI10 / O. I1.
Hososkunos. Yuebuuk mist cpennero npodeccuoHanbuoro oopasosanus / O. I1. HoBoxkuios. — 3-
e u3n., nepepad. u non. — Mocksa: Uznarenscrso FOpaiit, 2022. — 320 ¢. —
(ITpodeccuonanvroe odpazosanue). — ISBN 978-5-534-06372-1. — Tekcr: anexktponHsiii // IbC
FOpaiit [caiit]. — URL: https://urait.ru/bcode/474161

5. ITonnoB A .M. UndopmaTrka u MaremMaTuka: yaeOHUK 1 ipaktuxkym st CI1I0 / A. M.
ITornos, B. H. Cotaukos, E. . Haraesa, M. A. 3aiinies; nog pea. A. M. [Tonosa YueOHuk u
NPaKTUKYM JUIs CpenaHero npodeccuonampHoro oopazosanus / A. M. Ilonos, B. H. Cornukos, E.
W. Haraesa, M. A. 3aiiues; nox penakiueii A. M. [Tonosa. — 4-e u3n., mepepald. u nom. — Mocksa
: UsmatenbcrBo FOpaiit, 2022, — 484 ¢. — (IIpodeccuonanbroe obpazoranue). — ISBN 978-5-
534-08207-4. — Texcr: snexrponnsiii // DbC FOpaiit [caiit]. — URL:
https://urait.ru/bcode/469437

6. CoseroB b. . MapopmainoHHbIe TEXHOJIOTHU: YUeOHUK 111 CPEAHETO
npodeccuonanproro oobpasosanusi / b. 5. Cosetos, B. B. LlexaHosckuii. — 7-€ u3z., nepepad. u
nomn. — Mocksa: U3narenscto FOpaiit, 2022, — 327 ¢. — (IIpodeccronanpHoe odpa3oBaHue). —
ISBN 978-5-534-06399-8. — Tekct: anektponnsiii // IbC KOpaiit [caiiT]. — URL:
https://urait.ru/bcode/469425

7. Tpodumor B.B. UnpopmamioHHbIE TEXHOIOTUH B SKOHOMUKE U YIIPABJICHUH B 2 U.
Yactsb 1: yuebnuk qyist CITIO / B. B. Tpodumos [u ap.]; mon pen. B. B. Tpodumosa. YuebHuk ans
cpenHero npodeccuoHatpbHoro odbpasosanus / B. B. Tpodumos [u np.] ; nox penakuueti B. B.
Tpodumosa. — 3-e uzn., nepepad. u non. — Mocksa: Uznatenscto FOpaiit, 2022. — 269 ¢. —
(ITpodeccuonanvHoe odpazosanue). — ISBN 978-5-534-09137-3. — Tekcr: anexktponHslii // IbC
FOpaiit [caiit]. — URL: https://urait.ru/bcode/475059

8. Crpasouno-mipasoBast cuctema «Koncynprant Ilmocy. Odpunmansaeiii caidt CI1IC
«Koncyaprant mirocy [DaekTponnsiii pecype] . URL: http://www.consultant.ru/

9. CnpasouHo-nipaBoBas cucrema «I'apant» [Dnekrponnsiil pecypc] . URL:garant.ru

10. Cnpasouno-npaBoBas cucrema «Koncopuuym Koaekcey» [InexkTponHnslii pecypc] .
URL: Konekc - [Ipodeccuonanpabie cipaBounble crcteMbl - Koaekc (kodeks.ru)

11.  Od¢unumaneHbIN caiiT mporpaMMel aiis pacno3HaBanus Tekcta ABBY'Y FineReader.

Odunmanbublii caiit kopropaunn Adobe. [OnexTponnsiii pecypcJURL: https://www.abbyy.com/ru-
ru/Finereader/

12.  Odwunmansusiii caiit Microsoft Office. Cripaska. Odunuanbablii caiit Microsoft
[Dnextponnsiii pecypc] . URL: https://support.oftice.com/
13.  Od¢unuaneHeiii caiit komnanuu Google. CripaBka Google. [DnekTpoHHBII

pecypc]URL: https://support.google.com
14. Odunmanerslii caiit Aunexc-nuck [DnextponHslil pecypc|URL: Anpexc. [Auck
(vandex.ru).

15. Odunmanbusiii caitt O6nako meiin. [Dnekrponnsiii pecypc|]URL: Obnako Mail.ru

16.  Cucrema oHnaiiH-OpoHHpoBaHus otenell « ByKnuH. OdunmaneHbIil caliT
Booking.com [OnexTponnsrii pecypc] URL: https://www.booking.com/index.ru.

17. Cepsuc cpaBHeHus LieH Ha otenu « Tpusaro» Odunmaneasrii caliT Trivago.
[Dnextponnsiii pecypc] URL: https://www trivago.ru/

18. Cepsuc 6ponuposanus oteneii «Xorenc» OdunuanbHbIil caiT
Hotels[DnexTponnsriii pecypc] URL: https://ru.hotels.com/

19. Cucrema cpaBHeHus LieH Ha oTenu « Pymrypy» Odunmanensiii caiTRoomguru

[Dnextponnsiii pecypc] URL: https://www.roomguru.ru/Hotels/Search
20.  CepBuc cpaBHEHUS LI€H Ha OTeNU « XOTEJITYK» Odunmanensrii catitHotellook
[Dnextponnsiii pecypc] URL: https://hotellook.ru/


https://urait.ru/bcode/474161
https://urait.ru/bcode/469437
https://urait.ru/bcode/469425
https://urait.ru/bcode/475059
http://www.consultant.ru/
URL:garant.ru
kodeks.ru
https://www.abbyy.com/ru-ru/Finereader/
https://support.office.com/
https://support.google.com
yandex.ru
Mail.ru
Booking.com
https://www.booking.com/index.ru
https://www.trivago.ru/
https://ru.hotels.com/
https://www.roomguru.ru/Hotels/Search
https://hotellook.ru/

21. OAO «PXy». ObunmanpHbiii caiit [Dnextponnsiii pecypc] URL: Taccaxupam

(rzd.ru)

22, Cucrema noncka aBuabuneroB oHjiaiH «bunersl mmoc»  OdunmanbHbIi caliT
Biletyplus [Dnextponnsiii pecypc] URL: http://biletyplus.ru/

23.  Cucrema 3aka3a JKeJe3HONOPOKHBIX Ouseros onnaitH Oduumanbhbiii caitt Tutu

[Dnextponnsiii pecypc] URL: https://www.tutu.ru

24. I'azera «MupopMmaTnka» n3narenbckoro noma «Ilepsoe ceHTAOPs» [DIEKTPOHHBIHI
pecypc]. URL: https://inf 1september.ru

25.  Kypnan «Mupopmaruka u odpazoBanue» [dnextponnsiii pecypc]. URL:
http://infojournal.ru


rzd.ru
http://biletyplus.ru/
https://www.tutu.ru
https://inf.lseptember.ru
http://infojournal.ru

4. KOHTPOJIb 1 OIIEHKAPE3YJIbTATOB OCBOEHUA

YYEBHOM JUCHOUTIIINHBI

PesyabTaThl 00yueHust Kpurtepuu ouenkn Meroner
OLICHKH

IlepeuyeHb 3HAHUI, 0CBAUBAEMBbIX B PAMKAX AUCHHILINHbBI

AKTyaJIbHBIHN PO ecCHOHANBHBIN 1 «OTananHo» - Teopernueckoe | Kakumu

COLIMAJIbHBIA KOHTEKCT, B KOTOPOM IPUXOAUTCS | COAep KaHHE Kypca OCBOGHO | IpoLeaypamu

padoTaTh U KHTB; MIOJTHOCTBEO, Oe3 poderios, TIPON3BOIUTCS

OCHOBHBIE HCTOYHHKH HH)OPMALIMH U PeCypchl | YMEHHUs CHOPMUPOBaHDIL, BCE | OLEHKA!

IUISL PEeLIeHus 3a1a4 U podJieM B

NPEayCMOTPEHHBIE
porpaMMoii yueOHsle

YcTHBI 0npoc

poeCCUOHATEHOM H/UJTH COLUATBHOM TecToBbIi
KOHTEKCTE, 3aaHHs BBIITOJHECHEI, KOHTPOJIb
aJrOPUTMBI BBITIOJIHEHUsI PabOT B Ka1eCcTBO MX BBITIOTHCHHA
POQECCHOHABLHOM 1 CMEKHBIX 00JIaCTSIX; OLECHEHO BBICOKO.
METOZbI PabOThI B TPOYECCHOHATBLHON U «XOpoLIO» - TEOPETHHIECKOE
CMEXHBIX chepax; coziep;kaHue Kypca OCBOCHO
CTPYKTYPY IJIaHa JJIs1 pEIICHUs 3a1a4, MONHOCTEIO, Ge3 Hp06eHOB’
HEKOTOPbIE YMEHUsI
MOPSANOK OLEHKH PE3yIHTATOB peméﬂnﬂ 3ama4y COPMEPOBAHDI
poeCCUOHATTLHON AeSITeIbHOCTH, HEOCTATOUHO, BCE
HomeHnknatypa nHPOPMAIMOHHBIX HCTOYHHKOB, MPeyCMOTPEHHbIE
NPUMEHSIEMBIX B MPO(ECCHOHATBHOM NPOrpaMMOoii yueGHbIe
ACATCJBHOCTH, 3a[JaHUSI BIIOJHEHBI,
IpUeMbI CTPYKTY PUPOBAHHSI HH(pOPMALIKL, HEKOTOPbIE BUBI 3aJaHUI
dbopmat opopmIIeHUsT PEe3yJIBTATOB IMOUCKA BBITIOJTHEHBI C OLTHOKAMH.
uH(POPMAIH, COBPEMEHHbBIE CPEACTBA U «Y NOBJIETBOPUTEIILHOY -
yCTpoiicTBa HHOpMATU3ALNY, TEOPETUUECKOE COEPKAHUE
MOPSIIOK UX TPUMEHEHUS M TPOrPAaMMHOE Kypca OCBOCHO YaCTHYHO, HO
obecrieyeHre B MpoheCCHOHANTBHOM npoOesbl He HOCAT
JESITEeIbHOCTH B TOM YHCJIE C UCTIOJB30BAaHUEM | CYLIECTBEHHOIO XapakTepa,
H(PPOBBIX CPEICTB, HEOOXOMUMBIE Y MEHHSI
HOpPMAaTHBHbBIE NPaBOBbIE akThl Poccuiickoin paboThbI ¢ OCBOEHHBIM
®Deneparyu B chepe MHPOPMAITHOHHBIX U MaTepuajaoM B OCHOBHOM
KOMMYHUKALMOHHBIX TEXHOJIOT UM, cpopMupoOBaHEL,
HOPMaTHBHBIE ITPABOBbIE aKThl POCCHICKOM 6OBIIHHCTBO
®enepanmu B chepe MHPOPMALIMOHHON TPEy CMOTPEHHBIX
6e30MaCHOCTH, IporpaMMoi O6y:IeHI/I$I
TpeOOBaHUs OXpaHbI TPYAQ, y€OHBIX sazaHHil
BBITIOJTHEHO, HEKOTOPBIE U3
UHTEPHET-PECYPChI TSI OcyH_IeCTBJ'IeH.I/Iﬂ BBINOHEHHBIX 38 AHHI
TPEBEN-MONACPIKKH AEIOBBIX TTOE3/I0K; COMEpIAT OIIAGKE.
MeTonbl 00pabOTKH U 3aIUTHI HHPOPMALTHHU C «Hey IOBIIETROPHTENHHOY -
NpUMEHEHUEM CPENICTB HH(l)OpMaEHOHHbIX u TEOPETHHUECKOE CONIEPIKAHKE
KOMMY HUKAITHOHHBIX TEXHOJIOTHIA; KyPCa HE OCBOGHO,
COBpeMeHHbIe HHPOPMAaILIMOHHbIE U HeOGXOTMMbIE YMEHNS He
KOMMY HUKAIIHOHHbBIE TEXHOJIOTHH, cOpMHpOBaHDI,
npUMeHsieMble B paboTe C TOKYMEHTaMHU. BBITTONHEHHbIE YueGHbIE
3aIaHus ConmepIkatT rpyobie
OIIMOKH.
Ilepeuennb ymeHuii, 0CBANBAEMbBIX B PAMKAX JHCUHILTHHbI
pacro3HaBaTh 3aa4y W/WjH MpodieMy B «OtnuyHOY - TeopeTndeckoe | OueHka
poeCCUOHATEHOM H/UJTH COLUATBHOM coziepskaHue Kypca OCBOGHO | pe3yJIbTaToB
KOHTEKCTE; MOJTHOCTBIO, O3 MpobesioB, BBITTOJIHEHHST




aHAJM3UPOBATh 337a4y W/UJIH podieMy u
BBIJIEJISATh €€ COCTABHBIE YaCTH,

OTIPENeJNIATh ST PELICHUS 3aa4H,

BBIABJISITE M 3P (PEKTUBHO UCKATh WH(POPMALIHIO,
HEOOXOMUMYIO ISl PELISHUs 3a0a4 W/ UK
npobIeMBl,

COCTaBJISITh TIJIAH JICUCTBUS,

OTIpeneNATh HEOOXOIUMBIE PECYPCBI;

BJIAZIETh AKTYaJbHBIMH METOJAMH PaOOThI B
npodeCcCHOHATBHON M CMEXKHBIX chepax;
peann30BbIBATH COCTABJICHHBIN I1JIaH,;
OLICHUBATh PE3YJIBTAT U MOCIEICTBHUS CBOMX
OeUCTBHH (CAMOCTOSITENIbHO HITH C IIOMOIIBIO
HACTaBHUKA);

OTIPeNeNATh 3a1a4H U1 OUCKa HHpopmanuy,
OTIpeneNATh HeOOXOIUMBIE HCTOUHUKH
uHpOopMaLuy,

IUTAHUPOBATH MPOLIECC TIONCKA,;
CTPYKTYPHUPOBATH MOJTy4aeMyt0 HHPOPMALIHIO;
BBIJIENIATH HAN0OJIee 3HAUNMOE B MIEPEUHE
uHpOopMaLuy,

OLICHUBATh MPAKTUYECKYIO 3HAYMMOCTD
Pe3yJIbTATOB MONCKA,

o(hopMIISITE pe3yIbTaThI TOUCKA, TPUMEHATD
cpeacTBa MHPOPMALTMOHHBIX TEXHOJIOTUH TSI
pewenus mpogecCHOHATBHBIX 3a1ad,;
UCTIONIb30BaTh COBPEMEHHOE MPOrpaMMHOE
obecneueHue;

UCTIONb30BaTh pa3jMyHble HTU(POBBIE CPEIACTBA
IUIs1 pelIeHns npodecCHOoHaIbHBIX 3a1a4,
UCTIOJIb30BaTh CPENCTBA HHYOPMALMOHHBIX U
KOMMY HUKAITHOHHBIX TEXHOJIOTHH 1151
NOJIyYEeHHS U Mepenavn HHpopMaLuuy,

BECTH U HCIIOJIb30BaTh B padoTe 0a3y KOHTaKTOB
OpTaHU3aLHH;

yCTaHABJIMBATD U MOAEPKIBATD
KOMMYHHKAITIH B MMPOLIECCE TEJIOBOr0 OOIIEHUs
C MOMOIIBIO CPENCTB UH(POPMALIIOHHBIX U
KOMMY HUKAITHOHHBIX TEXHOJIOTHIA;
obecrnieunBaTh HHOOPMALMOHHYIO 0€30MacHOCTh
IeSTEeIbHOCTH OPTaHU3aALUH;

NPUMEHSTH B paboTe cpencTra
UH(POPMALMOHHBIX H KOMMY HUKAIIHOHHBIX
TEXHOJIOTUH;

BBIOMpATh (POPMBI IITAHUPOBAHUS M OPOPMIIATH
TUTAHUPOBINUK (OpraHais3ep) pyKOBOIUTENS U
ceKkpeTaps,

OCYIIECTBIISATh TPEBEI-TIOAIEPIKKY 1ETOBBIX
MOE3/I0K;

UCTIOJIb30BaTh CPENCTBA HHYOPMALMOHHBIX U
KOMMY HUKAITHOHHBIX TEXHOJIOTHH 1151
obecrieyeHus1 B3aUMOJICHCTBHUS C

yMeHHst ChOPMHUPOBAHBL, BCE
NPEayCMOTPEHHBIE
porpaMMoii yueOHsle
3a/1aHUsl BBITIOJHEHBI,
Ka4eCTBO MX BBINOJIHEHUS
OLIEHEHO BBICOKO.

«XO0poLIoy - TEOPETHUECKOE
COlepIKaHKe Kypca OCBOECHO
MOJTHOCTBIO, O3 MpobesioB,
HEKOTOpPbIE YMEHHSI
cpopmMHupOBaHbI
HEJOCTaTOYHO, BCE
npenyCMOTPEHHbBIE
porpaMMoii yueOHsle
3aJaHUs BBIIIOJHEHBI,
HEKOTOpPbIE BUBI 3aJaHUI
BBIMOJHEHbI C OIIHOKaAMHU.

«Y DOBJIETBOPUTEIBHOY -
TEOPETHUYECKOE COepIKaHNe
Kypca OCBOEHO YaCTUYHO, HO
npo0Oebl He HOCSIT
CYLIECTBEHHOI'O XapaKkTepa,
HEOOXOIUMBIE YMEHHSI
paboThI C OCBOEHHBIM
MaTepHaioM B OCHOBHOM
cpopMHUpOBaHBL,
OOJBIIMHCTBO
NPEYCMOTPEHHBIX
mporpaMMoil 00y4deHust
y4eOHBIX 3aTaHui
BBINTOJIHEHO, HEKOTOPBIE M3
BBIMTOJIHEHHBIX 3aJJaHUN
COZepIKaT OMTUOKU.

«HeynosneTsopuTenbHO» -
TEOPETHUYECKOE COepIKaHNe
Kypca He OCBOEHO,
HEOOXOIUMBIE YMEHHSI HE
cpopMHUpOBaHBL,
BBINOJIHEHHBIE YYeOHbIE
3aIaHus ConmepIkatT rpyobie
OIIUOKH.

MPAKTUYECKON
paboThI
DKCIEepTHOE
HabJroIeH e 3a
XOIOM
BBITIOJTHEHUST
MPAKTUYECKON
paboThI
IIpomexyTouHas
aTTecTanus




PYKOBOJMTENIEM BO BPEMS €TI0 NEeJIOBOH
MOE3KH;

OCyIIEeCTBIIATE cOop, 00padoTky nHpopMauuy,
CHCTeMAaTH3aLHUIO0 MOJy4aeMbIX U MepeaaBaeMbIX
JTAaHHBIX

CKaHHUPOBATD, KOMUPOBATHL U KOHBEPTUPOBATDH
JIOKYMEHTBI B Pa3JInYHbIe (POPMaTHI.




ITpunoxenue 4.12
K OOII o crienuanbHOCTH

46.02.01 /lokymenmayuontoe obecnevenue ynpasieHus u apxueoeeoeHue

MHWHUCTEPCTBO ObPA3OBAHHA U HAYKU PECITYBJIMKHU JATECTAH
TlocynapcTBeHHOE Or03KeTHOE MTPodecCHOHANTBHOE 00pa3oBaTeIbHOE yupekaeHne PecyOnuku
Harecran

«Komnemx mammaocTpoerus u cepsuca um. C.OpmaKOHUKUA3E

PABOYAS TIPOTPAMMA YYEBHOM JUCHUATIINHBI

OIl. 06. Pycckuii s3bIK B IPo()eCCHOHATBHOM 1eSITeJIbHOCTH
Koa 1 HauMeHOBaHME CrIEUAIBHOCTH:

46.02.01 JJoxymeHTaImoHHOE OOecrieueHue YIIPaBJIEHUsS]  ApPXUBOBEICHUE

Bxozsuieil B cocraB YI'C 46.00.00 McTopus u apxeosorus

KBanudukarust BeITyCKHUKA!

CrneuuajucT no 10KyMeHTAIIHOHHOMY 00ecrie4eHHI0 YIIPABJIEHHS U APXUBHOMY eIy

Kacmouiick 2023r.



OJIOBPEHO VTBEPXJAIO

IuxnoBoii komuccueit 061e06pa3oBaTeIbHBIX 3aM. aupexropa no yuebHo-
JAUCLIMIUTHH METOAMYECKOH paboTe
Mporokon Ne £{ ot « 5C» €6 2023 1. L4V 4 Tacanosa MM.

Ilpencenarens LIK

o P
7 2)—"ﬂy’l"ynmsa 3.V. «S» s 2023 .

Paboyas mporpamma yueOHolt aumcmmmmesl  OIL 06, Pycckuil a3bIK B NpodeccHOHATBHOM
JeATeNbHOCTH pa3paboTaHa Ha OCHOBE:

- QenepanbHOTO rOCYIapCTBEHHOTO 00pa30BaTENBHOIO CTaHIApTa CPEAHEro MPOQecCHOHATBHOTO
obpasoBanus 1o creunanbHoctH 46.02.01 «JlokyMeHTanHOHHOEe OGeCleYeHHe YIpaBleHHs U
apXHMBOBEJICHNE, BXOJSIIECH B COCTAB YKPYIHEHHON TpyNIsl crienuansHocteit 46.00.00 Hcropus u
apXxeoJIoTHs, yTBEP)KICHHOrO MpHKazoM MunoGpHayku Poccum Ne 778 ot 26 asrycra 2022 r.
(3apeructpupopano B Munrocte Poccun 30 centsatpsa 2022r. Ne 70318);

C yueTroM:

[IpuMepHO# 0CHOBHOMH 06pa3oBaTeIbHON MPOrPaMMBI IOATOTOBKH CIIEMHUATUCTOB CPEIHETO 3BEHA M0
cneuanbHocTH  46.02.01  JlokymeHTallMOHHOe oOOecHeueHHe YIpaBlieHHS W apXUBOBEJCHHE,
YTBEPXKINCHHOH  mpotokosiom DenepanpHoro ydeOHO-MeTOOHYECKOro oObemuHenus mo YITIC
46.00.00 ot 06.10.2022 r. Ne 4 (3aperucTpupoBaHO B TOCYHApPCTBEHHOM pPEECTpPE IPUMEPHBIX
OCHOBHBIX 0Opa3oBaTeNbHBIX mporpamMm Ilpmkasom ®I'BOY JIIO HUPIIO Ne 70 II-162ot
07.04.2023),

B COOTBETCTBHH ¢ pabounmM yueGHBIM IIIaHOM Koyutemka Ha 2023/2024 y4yeGHEIM rox

PaspaboTunxu:
© TBIIOY PJI «Kommemx MammHOCTpoeHHs 1 cepsuca uM. C.OpmxoHAKuaze» 2023

Pazpaboruuk: [lamaes I11.I'., npenonaBaress.



COJIEPKAHUE

1. OBILASI XAPAKTEPUCTHKA PABOYEN TPOTPAMMBI YUEBHOIA
JUCHUILINHBI

2. CTPYKTYPA U COJAEP)KAHUE YUEBHOU JUCIUILTAHBI

3. YCJIOBUS PEATTU3AIIMN YUEBHOM JTACIUILINHBI

4. KOHTPOJIb M OIEHKA PE3Y.JIbTATOB OCBOEHUS YYEBHOI1
JUCHUILINHBI



1.OBIIASI XAPAKTEPUCTHKA IIPUMEPHOI1 PABOYEIT ITIPOT PAMMBI
YYEBHOM JIUCIUATLIMHBI

OIL. 06. Pycckuii si3bIK B NPOQeCCHOHAIBLHOM IeATEeIbHOCTH

MecTO TMCUMILIMHBI B CTPYKTYPE OCHOBHOM 00pa30BaTe/JIbHOI NPOrPaMMBbl.

VYueOnas mucumnimaa Ol 06. «Pycckmii s3bIK B MPO(PECCHOHATBHON NEATENBHOCTH

SABIIIETCS  00S3aTENBHOW 4YacThi0  OOMIETPOPECCUOHATBHOTO

OUKJIa OCHOBHOM

oOpazoBarenbHOil mporpaMMbl B cooTBETCTBUM ¢ PI'OC CIIO mo cnenuanbHOCTH
46.02.01 JIokyMEHTAMOHHOE OOECNIEYCHUE YITPABICHHS U APXUBOBEICHUE

Oco0o¢ 3HaueHUE AMCLMITIMHA UMeeT pHu popmupoBanuu U pazsutin OK 01, OK 02,
OK 04, OK 05, OK 09.

1.2. Ilesib 1 IIAHMPYEMbIE PEe3YJIbTATHI OCBOCHUS] TUCHUIIMHbI:
B pamkax nporpammbl y4eOHOM TUCHUTIIMHBI 00y YatOIUMHUCS OCBaUBAKOTCS YMEHUS U

3HAHUS

Kon YMeHus 3HaHud
IIK, OK

OK 01 YMeHus: 3HaHus:
OK 02 -BIAJCTh MPAaBUJIAMU PYCCKO - OCHOBHBIE KaHPbl OQUIUAITBHO-
OK 04 optdorpaduu, myHKTyaruH, JIEJIOBOTO CTHUJISA, COAEPIKAHUE
OK 05 CTUJIUCTUKH, CTPYKTYPY (PYHKIIMOHAJIBHO-
OK 09 -IPOYLMPOBATh MUCBMEHHBII CTUJIMCTAYECKOTO IPOCTPAHCTBA
IIK 1.2.| TekcT ¢ coOmoaeHuemM JICIIOBOT'O SI3bIKA, KOMIIO3UIMIO
[IK 1.7.| TpeboBanmii opuraTIbHO- JOKYMEHTHOT'O TEKCTA,
[IK 1.8. | menoBoro cTuis, - TPAAMLIMKU TTMCBMEHHOTO PEYEBOTO
JIP 11 - UCTIOJIB30BaTh OCOOCHHOCTH

SI3bIKA IOKYMEHTOB:
CTUJIUCTUUYECKH MapKH-
POBaHHYO JICKCUKY U
TEPMUHOJIOTHIO, PEUEBbIC KITUIIIE
¥ LITAMIIbI, YCTOM Y- BbIE
000POTHI, MIAroJibHOE
yTpaBJeHUE, MpaBuia
yHnoTpeOsIeHNs TPONUCHBIX U
CTPOYHBIX OYKB M T 1.

- TPO(PECCUOHATIEHO COCTABIISITH,
0(OPMIIATH U PEIAKTUPOBATH
JEJIOBbIE OyMaru ¢ y4eTom
COBPEMEHHOM MPAKTUKH MMUCHMA,

NOBEACHHUS B JIEJIOBOM
KOMMYHHUKaTUBHOM IPOCTPAHCTBE;
-CBO/JI IPaBHJI PyCcCKoii opdorpadun u
NYHKTYAlWHU, OTBEYAOIINX COBPEMEH-
HOMY COCTOSHUIO PYCCKOTO SI3bIKA,;
-COBPEMEHHBIE HOPMBI YCTHOH U
[MUCEMEHHOMN pevn,
-MpaBUjia, OTPAXKAIOLINE
CTHJIMCTUYECKOE MHOTO00pa3ue u
JUHAMHYHOCTH COBPEMEHHOM peun u
JEJIOBOTO MACHMA;
- IPaBUJIa PEUYEBOI0 ITHKETA,

- ceupUKy peaakTOPCKOi paboThI C

TEKCTaMH JCJI0BOM AOKYMCHTAIUH.




- ITOJIB30BATECA CIIPABOYHOM
JIATEPATPO;

- BIIAJIETD KYJIBTYPOU peun MpH
[IPAEME TTOCETUTENIEH.

2.CTPYKTYPA 1 COJAEP)KAHUE YYEBHOM TUCIUIIINHBI

O0bemM yueOHOI JMCUMIUVINHBI M BUABI Y4e0HOii paboThI

Bup y4eOHoii paGoThbI O0bem B Hacax

O0Bem 00pa3oBaTe/IbHOI MPOrpaMMbl Y4eOHOT 78
MU CIUNIMHBI

B T.4. B (pOpMe NPaAKTHIECKOIi MOATOTOBKH

BT. 4..

TEOPETUYECKOE 0O0yUYECHUE 4
MPAKTUYECKUE 3aHATUS 58
CaMOCTOsITEe/IbHAs padoTa 8
Koncynsrarms 2

IIpome:xxyTouHast arrecrauus (IK3aMeH) 6




2.2. TemaTnuyeckHii NJIaH U coAepKAHUE Y4eOHOH JUCHUIIHHBI

Koawbi
Oobem, akan. u/B .
KOMIeTeHI Ui,
TOM 4YHCJIe B
(¢popmuposanuro
HaumeHnoBanmue Coaepxanue yueOHOro marepuana u GopmMbl OPraHH3ALMH 1eATeIbHOCTH dopme
. KOTOPbIX
pa3fesioB U TeM o0yyaromuxcst NPAKTHYECKOH P
crnoco0cTByeT
NMOATOTOBKH, AKaJ.
3JIEeMEeHT
q
NPOrpamMmsl
Pasnen 1. Ctuam peun 2
Tema 1.1. Coaep:kaHue yue0HOro MaTepuaJa OK 01
Ctuau peun. CoBpeMeHHBII pyCCKUI TUTEPaTy PHBIH s3bIK U ero cTuin. O01mas XapakTeprucTuka OK 02
OduunanbHo- o(pULHANTBEHO-IENIOBOrO CTUJISI PeUH, €ro MOACTUIIeH U skaHpoB. McTopust hopMupoBaHus OK 04
AeJ0BOI CTHIIb pedd. | OpUIIHATBHO-AEI0BOr0 CTIIA. CTHIIMCTHYECKHE OCOOCHHOCTH sI3bIKa JIEJIOBBIX OyMar. OK 05
2 OK 09
IIK 1.2.
IIK 1.7.
IIK 1.8.
JIP 11
Pazagen 2. HopMbl 1UTepPaTypPHOro AA3bIKA B 1€J10BOH JOKYMEHTALIMHU 38/22
Tema 2.1. Coaep:kaHue yue0HOro MaTepuaJa OK 01
Jlekcuueckue Hopmbl | Beibop ciosa. Jlekcudeckasi coueraeMocth. PeueBast u30brouHocTs. [Ineonasm. Tasronmorusi. OK 02
B J1€JIOBOH Peuesast HenocTatouHOCTD. [IapOHUMBI B COCTaBe AENOBOM JIEKCUKH. Y TIOTpeOIeH e 4 OK 04
AOKYMEHTALIUH. 3aMMCTBOBaHUH B [1e10BOH peun.Mcnonp3oBanne Gppa3eosorniuecKkux CpeacTB B TEKCTAX OK 05
JOKYMEHTOB. OK 09
IIpakTuyeckoe 3ansaTue Ne 1. PenakTipoBaHue JOKYMEHTOB: BbISIBJICHHE JIEKCUYECKUX K 12
I1OOK.
omundo 4 K 1.7.

IpakTuueckoe 3anaTue Ne 2, [Iposepounast paboTta o NpoWAeHHOMY MaTepHary

IIK 1.8.




JIP 11

Tema 2.2. Coaep:kaHue yue0HOro MaTepuaJa OK 01
Mopdoaornueckue OcobenHocTr ynotpeOIeHUss UMEH CYIIECTBUTENIbHBIX B TOKyMeHTaX. TpyIHOCTH B OK 02
HOPMBI B 1€J10BOH ynoTpeOIIeHNH UMEH CYIECTBUTENbHBIX, CBSI3aHHbIE C KaTeropuen pozaa, uncia. CKIoHeHHe OK 04
AOKYMEHTALIUH. UMEH CYLIECTBUTENBHBIX COOCTBEHHBIX. OCOOCHHOCTH yIOTPeOIeHHSI MECTOUMEHUH B OK 05
nokymeHTax. OcobeHHOCTH yNOTpeOIeHHUs YUCITUTENbHBIX U COYeTaHUN UMEH OK 09
YUCJIUTENbHBIX C UMEHAMHU CYI€CTBUTEIbHBIMU.
K 1.2.
HpakTnyeckoe 3ansaTue Ne 3. PenakTupoBanue TOKYMEHTOB: BbIABJIEHHE OIIHOOK, MK 1.7,
CBSI3aHHBIX C YIIOTPEOJCHUEMIMEH CYIIECTBUTENbHBIX. K 1.8
IpakTnyeckoe 3ansaTie Ne 4. PenakTupoBanue 10KYMEHTOB: BbIABJICHHE OIIHOOK, P 1. 1.
CBSI3aHHBIX C YIOTPEOJEHUEM HMEH YNCITUTENbHBIX 1 MECTOMMEHUH.
Tema 2.3. Coaep:kaHue yue0HOro MaTepuaJa OK 01
CunTakcuyeckue [Ipennoxuaoe u GecripemyioskHoe yrpasieHue. Boibop npeanora u nafexxHoi GpopmsL. OK 02
HOPMBI B 1€J10BOH IIpoussonusie npeasoru. [lanex nonoaHEHUs Opy rjaaroaax ¢ orpuuanueM. Hanuseisanue OK 04
AOKYMEHTALIUH. naaexxed. YnpasieHue pu OAHOPOAHBIX ujieHax npeioxenus. CoriacoBaHue cka3yeMoro OK 05
C MOAJIeKAIUM, B TOM YHCIIe U C OAHOPOAHBIMU nojieskatumu. CornacoBaHue OK 09
OTIpeneNIeHUH ¢ CYLIeCTBUTENbHBIMU. Y TOTPeOIeHne MPUYACTHBIX U 1eEeNPUIACTHBIX
000poTOB B fOKyMeHTaX. TpyaHbie ciiydau 000COOIeHHSI ONpeneIeHI U OOCTOSITEITLCTB. HK 1.2,
[TapannenbHble cUHTaKCHYecKHe KOHCTpYKLuuU. CornacoBanue npuioxeHuil. TpyaHbie K 1.7.
ciydan 000COOeHUST MPUIIOKESHHN. HK 1.8.
JP 11

IIpakTuueckoe 3ansaTue Ne S, I'taronpHOe U UMEHHOE YIIPaBI€HUE B TEKCTaX IOKYMEHTOB.
IIpakTnyeckoe 3ansaTue Ne 6. Cornacosanue ckasyeMoro ¢ MOAJMEKalUM: CTHIUCTUYECKHUE
OHNOKH B TEKCTAX JOKYMEHTOB.

IpakTnyeckoe 3ansaTue Ne 7. YnorpeOieHne napauiebHbIX CHHTAKCHUECKNX
KOHCTPYKLUH B TEKCTax JOKYMEHTOB.

IIpakTuueckoe 3ansaTue Ne 8. CornacosaHue NpuIOKEHUHN U ONpeaeeHui:
CTHJIICTUYECKHE OLTUOKH B TEKCTAX JOKYMEHTOB.




Tema 2.4. HpakTnyeckoe 3ansaTue Ne 9. Tunuunsie opdorpadudeckne OMOKH B TEKCTAX OK 01
Hopmbi CITy KeOHBIX JOKYMEHTOB. OK 02
NMPABONHCAHUA B HpakTnyeckoe 3ansaTre Ne 10. TunuuHbIe MyHKTYalUOHHbIE OITHOKH B TEKCTAX OK 05
A€eJIOBO CITy KeOHBIX JOKYMEHTOB. 6 OK 09
AOKYMEHTALIHH. IpakTuueckoe 3ansitue Ne 11. [Iposepounas padora o nNpoiaeHHOMY MaTepHaly. K 1.7
IIK 1.8.
JIP 11
Pazgen 3. IlpaBuia opopMiaeHus1 HAMMEHOBAHUM B TEKCTAX J10KYMEHTOB 10/6
Tema 3.1. Coaep:kaHue yue0HOro MaTepuaJa OK 01
IIpaBuaa [Ipasuna opopmIiteHHs] HOMEHKJIATY pHBIX HauMeHoBaHui. I1pasuia opopmneHus OK 02
o(popmJieHUA anpecara.llpaBuna opopmMiieHHsT HAMMEHOBAHU BHA TOKYMEHTa U 3aronoska.llpasuna OK 05
HAHMEHOBAHUH B oopmnenns 1aT, KaJIeHIAPHBIX CPOKOB, BpeMeHu.[IpaBuna odopmieHus aucen. 4 OK 09
TeKCTAX A0OKYMEHTOB. K 1.7
IIK 1.8.
JIP 11
IpakTnyeckoe 3ansTue Ne 12. YnorpebieHrne nponucHOH OYKBBI B 1E€JTOBOH
JOKYMEHTALUH.
6

IpakTnyeckoe 3ansaTue Ne 13. PenaktupoBanue CirykeOHBIX TOKYMEHTOB.

IpakTuueckoe 3anaTue Ne 14, [IposepouHast padoTa 1Mo NPOWIEHHOMY MaTepUaIy.
Pa3znen 4. Co3nanue TeKCTa JOKYMEHTA 20/12
Tema 4.1. Coaep:kaHue yue0HOro MaTepuaJa OK 01
Komno3uumnonHble Komno3nuust foKyMeHTOB: Jioruueckasi, GopMabHasi, peKBU3HTHAs!, HHPOPMALIMOHHAS. 4 OK 02
0CO0EHHOCTH CoOTHECEHHOCTb KOMITO3UIUH ¢ TUTIOM JOKyMeHTa. CriocoOBI M3JIOKEHUST MaTepraa B OK 05
AOKYMEHTOB. nokymente. CopasMepHOCTDb YacTel JokyMeHTa. PyOpukarusi. OK 09

IpakTuueckoe 3anaTue Ne 15, Penaktuposanue cirykeOHBIX JOKYMEHTOB. 1K 1.7.

4
IpakTuueckoe 3anaTue Ne 16. [Iposepounast padoTa 1Mo NPoOMIEHHOMY MaTepUaIy. IIK 1.8.




Tema 4.2. Coaep:kaHue yue0HOro MaTepuaJa OK 01
CocraBJienue Cny>xeOHbIe TOKYMEHTBI. TUIIOJIOTHS, 00pasibl, si3bikoBoe oopmienue. OcobeHHOCTH OK 02
TEKCTOB IOKYMEHTOB. | COCTaBJICHHUS TEKCTOB PACTIOPSIIUTENbHBIX, OPraHU3aLMOHHO-TTPABOBBIX, HH(OPMAIIIOHHO- OK 05
JlenoBasi mepenucKa. | CIPaBOYHBIX JOKYMEHTOB. OCOOEHHOCTHCOCTABJICHUS TEKCTOB JINYHBIX AEJOBBIX OyMar. 4 OK 09
Jlenosble MUCbMa: Pa3HOBUIHOCTH, MTPaBUJIa COCTABIICHHUs], yCTOMYNBBIC I3bIKOBBIC K 1.7
KOHCTPYKLIHH.
Py IIK 1.8.
JIP 11
IIpakTuueckoe 3ansaTue Ne 17. CocraBieHue U CTUIINCTUYECKAs] TPABKa JOKYMEHTOB.
IpakTuueckoe 3ansaTue Ne 18. CocraBneHue U CTUINCTHYECKAs! IPABKa JIE€JOBbIX MTHCEM. 8
IpakTuueckoe 3anaTue Ne 19, I[IposepouHast padoTa 1Mo NPOMIEHHOMY MaTepUaIy.
KoncyabTauus 2
IIpomekyTOYHASI ATTECTALIUA IK3AMEH 6

Bcero:

78




3. YCJIOBUSPEATIM3AIIANYYEBHOMTUCIIUILTAHBI

3.1. JIna peanusanuu MmporpamMmbl yueOHOW IUCIMILIMHBI JOJIKHBI OBITH NPENyCMOTPEHBI
CJIeyIOIIHe CelIMaIbHbIe TOMEIEeHUS:

Kabuner «Pycckoro s3bika B mpoecCHOHANBHON AesITeIbHOCTH », OCHAIEHHBIIH:

obopynoBanueM: pabodme CTON W CTyJ MO KOJUYECTBY OOydYarommxcsi, padodee MecTo
Ipernoaasarte’s;

TEXHUYECKHMMH CpenCcTBaMU OOyUYEHUs: IMEPCOHAJbHBIA KOMIIBIOTEp, IPUHTEP, IMPOEKTOP,
MHTEepPaKTHBHAsl IPUCTABKA K JOCKE UM MHTEPAKTUBHAsS 10CKA.

3.2. UudopmanuonHoe o0ecnevyeHne peajn3aluy NporpaMmmbl

Jlns peanu3anyy MporpaMmbl OUOIUOTEUHBIH (hOHI 00pa30BATENbHOW OPTaHU3AINH JTOIKEH
UMEeTh TMe4YaTHbIE W/WJIM BJIEKTPOHHbIe OOpas3oBaTeNbHbie U HMH(POPMALMOHHBIE PECypChl, ISt
UCTIONB30BaHUsI B oOpasoBarenbHOM mnpouecce. [lpu  ¢dopmupoBanun OubamoreuHoro ¢oHzaa
o0pa3oBaTesIbHON OpraHu3auueil BBIOMPAaeTCsi He MEHee OJHOIO M3[aHUsl U3 MEePEeYHCICHHBIX HIKE
MeYaTHbIX M3JaHUH U (M) SIEKTPOHHBIX M3/IaHHI B KAUe€CTBE OCHOBHOTO, MIPH 3TOM CIUCOK, MOXKET
OBbITb IOMOJIHEH HOBBIMU M3IAHUSMH.

3.2.1. OcHOBHDBIE IEYATHLIC H3AAHUS

1. lomyGesa, A. B.Pycckuii a3pik ¥ KymbTypa peud: yUeOHHK H MPAKTHKYM A7 CPEIHETO
mpodeccuonanpioro obpazosanusi/ A. B.lonybeBa; mox pemakuumeii A. B. I'omyOeBoii. — Mocksa:
Hznarenscrio FOpaiit, 2020. — 386 ¢. — (IIpodeccuonansroe odpasosanuc). — ISBN 978-5-9916-7623-6.

2. Ueanoga, A. H0.Pycckuii A3bIK B ACTOBOM JOKYMEHTALNH: VIeOHNUK U NPAKTHKYM TSI CPEAHETO
mpodeccuonanproro oopazosanus / A. 0. Msanosa. — 2-¢ u3a., nepepad. u mon. — Mocksa: M3aarenscrBo
Opaiit, 2022. — 187 ¢. — (IIpodeccuonanpHoe oOpaszosanuc). — ISBN 978-5-534-13860-3.

3. Mapresa, M.B. Pycckuii s3pik B memoBod mokymeHrtamuu: yued. / M.B. Mapeesa. — M.:
HH®PA-M, 2022. — 323 ¢. — (Cpeanee mpodecCHOHAIBHOE 00Pa30BAHKE).

4. Paxvanun, JI.B. Crunauctuka nenmoBOH PEeYH U PEIAKTHPOBAHME CIYKEOHBIX JOKYMEHTOB:
yuel. nocodue / JIL.B. Paxmanun. — 3-¢ u3a., ctep. — M.: ®JIMHTA: Hayka, 2019. — 256 ¢. — (Cruauctudeckoe
HaCJICaHe).

5. Tpodumora, O.B. Ocuosrl aenosoro nuceMa: yvues. mocodue / O.B. Tpodpumosa, E.B. Kymuuk.
—5-¢ m3x., crep. — M.: ®JIMHTA, 2019. - 304 c.

3.2.2. OcHoBHbBIE 3JIEKTPOHHbIE U3IAHHS

1. lomyGesa, A. B.Pycckuii a3pik ¥ KymbTypa peud: yUeOHHK H MPAKTHKYM A7 CPEIHETO
mpodeccuonanpioro odpasosanms/ A. B.Tomybesa, mnox pemakuumeit A. B. l'oayGesoit. — Mocksa:
Hzparenscreo FOpaiit, 2020. — 386 ¢c. — (Ilpodeccuonansruoe obpazosanuc). — ISBN 978-5-9916-7623-6.
—  Tekct:  oamextponnsiti  //  OOpasoBarenmpHas  miardopma  FOpaiit  [caiit] —  URL:
https://urait.ru/bcode/449718.

2. Heanosa, A. H0 . Pycckuii A3bIK B ACNOBOM JOKYMEHTALNH: VIeOHNUK U NPAKTHKYM JUTSI CPEAHETO
mpodeccuonanproro oopazosanus / A. 0. Msanosa. — 2-¢ u3a., nepepad. u mon. — Mocksa: M3aarenscrBo
HOpaiit, 2022. — 187 ¢c.— (Ilpodeccuonanproe obpazoBanuc). — ISBN 978-5-534-13860-3. — TexkcT:
saekTponHsii / O6pazosarenbras wiardopma Kpaiir [catit]. — URL: https://urait.ru/bcode/475543.

3. Pycckuii s3pik 1 kynerypa peun. [Ipaktukym. Crnosapb: y4eOHO-IPaKTHUECKOE MOCOOUE AT
cpeauero npodeccuonanapHoro oopaszosanus / B. J1. Yepnsk [u ap.] ; mox obweii peaakuueii B. J]. Yepusak. —
2-¢ wmaa., mepepadb. u gom. — Mocksa: Mszgarenscreo FOpaiir, 2022, — 525 ¢. — (Ilpodeccuonanproe

oOpazoBanue). — [SBN 978-5-534-03886-6. — Texkct: anextponnsiii // ObpazosarensHad muardopma KOpaiit
[catiT]. — URL: https://urait.ru/bcode/469605.


://urait.ru/bcode/449718
https://urait.ru/bcode/475543
https://urait.ru/bcode/469605

4. Pycckuii a3pIk B KyabpTypa peud. YYEOHHK M MPAKTHKYM AT CPEIHEro MpoheCCHOHATBHOTO
obpazosanust / B. [I. Yepnsik, A.W. lyues, B. A. Edpemos, E.B. Cepreesa, mnox oOuicii pegakuuei
B. JI. Yepnsik. — 4-¢ wu3x., nepepad. u gom. — Mocksa: WsmareasctBo HOpaiir, 2020. — 389¢. —
(Ilpodeccuonansroe  obpaszoBanue). —  ISBN 978-5-534-00832-6. —  Tekcr:  3ackTpoHHBIH  //
Oo6pasosarensHas miatdopma KOpaiir [cafit]. — URL: https://urait.ru/bcode/452346.

3.2.3. /lononHUTENbHBbIE HCTOYHHKH:

1. Kynprypa ycTHOI 1 MMCbMEHHON peyH AEOBOTO YEJIOBEKA: CTIPABOYHHK- MPAKTHKYM /
H.C. Boauna [u np.] — 23-e u3g. - M.: ®JIMHTA: Hayxka, 2020. — 320 c.
2 Pycckmit s3pik u kynbrypa peun. Ilpaktukym. CroBapp: yueOHO-IPaAKTHYECKOE

nocobue mns cpegHero mpodeccuoHanbHOro odpasosanmst / B. JI. Uepnsik [u ap.] ; mom oOrmieit
penakimeii B. 1. Uepusik. — 2-e usn., mepepad. u njon — Mocksa: M3narenscrso FOpaiit, 2022, —
525 ¢. — (IlpodeccuonanpHoe obpazoBanue). — ISBN 978-5-534-03886-6.

sh Pycckmit  s3bIk W KyJbTypa pedud: YueOHMK ¢ TPAKTUKYM Uil CPETHEro
npodeccruonanproro obpasosanusi / B. JI. Uepnsik, A. U. [lynes, B. A. E¢pemos, E. B. Cepreesa; non
obmeit pegaknueri B. JI. Uepnsik. — 4-e m3a., nepepad. u mon. — Mocksa: Usnarenscreo FOpaiir,
2020. — 389 ¢. — (Ilpoeccuonanbuoe obpasosanue). — ISBN 978-5-534-00832-6

4. KynbTypa yCTHOI U TUCBMEHHON peyH J1€J0BOTO YeJIOBeKa: CripaBOYHUK- npaktukyMm / H.C.
Bonuna [u ap.] — 23-¢ u3n. — M.. DJIMHTA: Hayxka, 2020. — 320 c.

Pozentane, [1.D. CopaBoYHMK MO PyCCKOMY S3bIKyX IIpaBONHCAHHUE, MPOU3HOLIEHUE,
auteparypHoe pemaxktuposanue// 2. Poszenrtans, E.B. [[xanmxakosa, H.II. KaGanosa. 11-e m3n,,
ucrpas. u gon. — M.- AUPHUC-npecc, 2020 — 496 c.


https://urait.ru/bcode/452346

4. KOHTPOJIBMOLIEHKAPE3YJIbTATOBOCBOEHUA

YYEBHOWINCIUILIAHBI

PesyabTaThl 00yueHust

Kpurtepuu ouenkn

MeToabI OLIEHKH

Hepeqeﬂb 3H3HI/Iﬁ, 0CBAHMBACMbIX B paMKax JUCIHHUILIHHbI

OCHOBHBIE YKaHPBI
O(pUIHATBbHO-IEI0BOTO CTUJIA,
CoZlep KaHue U CTPYKTYPY
(yHKIMOHAIIBHO-
CTHJIICTUYECKOTO
IIPOCTPAHCTBA JIEJIOBOTO
SI3BIKA, KOMITO3ULIHIO
TOKYMEHTHOTO TEKCTa;

Tpaaulnuu MUCbMECHHOTO
PEYCBOro NOBCACHUA B
ACJIOBOM KOMMYHUKATUBHOM
NPOCTPAHCTBE,

CBOJ| ITPaBUJI PyCCKOM

opdorpaduu u MyHKTyalHH,
OTBEUAIOIIUX COBPEMEHHOMY
COCTOSIHHIO PYCCKOTO 5I13bIKa;

COBPEMEHHBIE HOPMBI YCTHON
Y IUCbMEHHOU PEUH;

NpaBKia, OTPAKAKOLINE
CTUITUCTUYIECKOE
MHOT000paszue u
AJAUHAMHUYHOCTD COBpeMeHHOfI
pe4un U ACJTIOBOro nNuchbMa,

IIPaBUJIa PEYEBOT0 STUKETA,

cnierup UKy penaKToOpCKOM
paboThI C TEKCTaMHU AEIOBOH
JOKYMEHTAIHH.

«OTIUYHOY» - TEOPETHYECKOE COEPIKaHHe
Kypca OCBOEHO IMOJIHOCTHIO, Oe3 mpobenos,
yMeHHst ChOPMHUPOBAHBL, BCE
npeayCMOTPEeHHbIE MPOrpaMMoii y4ueOHbIe
3aJaHHs BBIOJHEHBI, KAYECTBO HX
BBIMOJHEHUSI OLIEHEHO BBICOKO.

«XOpoIIOoY - TEOPETHUECKOE COAEPIKAHUE
Kypca OCBOEHO IOJIHOCTHIO, 03 mpoberos,
HEKOTOpbIe YMEHUs C(POPMUPOBAHBI
HEZOCTATOYHO, BCE MPENYyCMOTPEHHbIE
porpaMMoil yueOHble 3a1aHusI
BBITTIOJTHEHDbI, HCKOTOPBIC BUABI SaI[aHI/Iﬁ
BBITIOJIHEHE! C OIIMOKAMHU.

«Y IOBJIETBOPUTENILHOY - TEOPETHUECKOE
CoiepIKaHKue Kypca OCBOGHO YaCTUYHO, HO
npoOesbl He HOCST CYLIECTBEHHOTO
Xapakrepa, HeOOXOAUMBIE YMEHHS PaOOThI
C OCBOGHHBIM MaTepHaiOM B OCHOBHOM
chOpMUPOBAHBI, OOJBITHHCTBO
NpeyCMOTPEHHBIX POrpaMMOil 00ydYeHus
yueOHBIX 33JaHUH BBIMIOJIHEHO, HEKOTOPbIE
U3 BBIMOJHEHHBIX 3aJaHUI COmepKaT
OIIUOKH.

«HeynoBineTBOpUTENEHOY - TEOPETUUECKOE
CoZieprKaHNe Kypca He OCBOCHO,
HEOOXOIMMBIE YMEHHsI He CPOPMHUPOBAHHEI,
BBINOJIHEHHbBIE YUeOHbIE 3a1aHUs
conepskat rpyOble OmmOKwy.

OLIEHKa pe3yJIbTaTOB
YCTHOTO U
MUCbMEHHOTO OIPOCa,

OLICHKA PE3yJIbTaTOB
BBITNTOJIHEHUA
NPaKTUYECKUX paboT;

OLIEHKA PEe3yJIbTaTOB
NPOBEPOYHBIX PadoT;

OLIEHKA Pe3yJbTaTOB
BBITTOJIHCHUATCCTOBBIX
3aIaHMIL,

JIK3aMEH

Hepeqeﬂb yMeHHﬁ, 0CBAHMBAECMbIX B paMKax JUCHUIIJIHHbI

BJIaZIETh MTPABUJIAMHU PYyCCKOM
opdorpaduu, MyHKTYyaI|H,
CTUJTUCTUKHY,

MPOAYIUPOBATh MUCbMEHHBIN
TEKCT C COOJIIOIeHHEM

«OTIUYHOY» - TEOPETHYECKOE COEPIKaHHe
Kypca OCBOEHO IMOJIHOCTHIO, Oe3 mpobenos,
yMeHHst ChOPMHUPOBAHBL, BCE
npeayCMOTPEeHHbIE MPOrpaMMoii y4ueOHbIe
3aJaHHs BBIOJHEHBI, KAYECTBO HX

OLICHKA PE3yJIbTaTOB
BBITNTOJIHEHUA
NPaKTUYECKUX paboT;

OLIEHKa pe3yJIbTaTOB




TpeboBaHuil ouIHATIBHO-
IeJIOBOTO CTHJIS,

UCTIOJIb30BaTh OCOOCHHOCTH
SI3bIKA JIOKYMEHTOB:
CTUJTUCTUYECKH
MapKHUPOBAHHYIO JIEKCHKY U
TEPMUHOJIOTHIO, PEUEBbIe
KJIMIIE U IIITAMIIbI,
yCTOHYNBBIE OOOPOTHI,
TJIaroJIbHOE YIIPaBJICHHE,
MPaBHIIA YIIOTPEOICHHUS
MPOMUCHBIX M CTPOYHBIX OYKB
U T

npoheCCHOHATIBHO
COCTaBJISATh, OPOPMIISATE
PEeIaKTHPOBATD AEJOBbIE
Oymaru ¢ yueroMm
COBPEMEHHOU NPAKTUKU
MUCHMA,;

MOJIb30BATBLCS CIIPABOYHOMN
JIUTEPATY POU;

BJIAAE€Th KYJBTYPOU peUU MpH
MIpUEME MOCETUTEIIEH.

BBITTOJIHCHHA OLICHCHO BBICOKO.

«XOpoIIOoY - TEOPETHUECKOE COAEPIKAHUE
Kypca OCBOEHO IMOJIHOCTHIO, Oe3 mpobenos,
HEKOTOpbIe YMEHUs C(POPMUPOBAHBI
HEZOCTATOYHO, BCE MPENYyCMOTPEHHbIE
porpaMMoil yueOHble 3a1aHusI
BBITTIOJTHEHDbI, HCKOTOPBIC BUABI SaI[aHI/Iﬁ
BBITIOJIHEHE! C OIIMOKAMHU.

«Y IOBJIETBOPUTENILHOY - TEOPETHUECKOE
CoiepIKaHKue Kypca OCBOGHO YaCTUYHO, HO
npoOesibl He HOCST CYLIECTBEHHOTO
Xapakrepa, HeOOXOAUMBIE YMEHHS PaOOThI
C OCBOGHHBIM MaTepHaIOM B OCHOBHOM
chOpMUPOBAHBI, OOJBITHHCTBO
NpeyCMOTPEHHBIX POrpaMMOil 00ydYeHus
yueOHBIX 33JaHUH BBIMIOJIHEHO, HEKOTOPbIE
U3 BBIMOJHEHHBIX 3aJaHUI COmepKaT
OIIUOKH.

«HeynoBneTBOPUTENBEHO)» TEOPETHYECKOE
CoZieprKaHNe Kypca He OCBOCHO,
HEOOXOIMMBIE YMEHHsI He CPOPMHUPOBAHHEI,
BBINOJIHEHHbBIE YYeOHbIE 3a1aHUs
conepskat rpyOble OmmOKwy.

NPOBEPOYHBIX PadoT;

OLIEHKA Pe3yJbTaTOB
BBITTOJTHECHUSI TCCTOBBIX
3aIaHMIL,

JOK3aMEH.




Hpuno:xenne 4.13
K OOII no cnenuajJbHOCTH

46.02.01 [lokyMeHTaIlHOHHOE O0ecreueHHe YIPABJIeHHs U APXUBOBeAeHHE

MUWUHUCTEPCTBO OBPA30BAHHMA U HAYKU PECITYBJIMKU JATECTAH
lNocymapcrBenHOE O10KETHOS TPOGECCHOHATEHOS 00pa30BaTeABHOE VUpexkacHue PecnyOmmku
Jarectan

«Komnepx MammmaocTpoeHust u cepsuca uM. C.OpIKoHUKHI3E

PABOYAS ITPOTPAMMA YUYEBHOM JUCHUILIMHBI

OI1.07 KomnbroTepHasi 00pa0oTka JOKYMEHTOB
Kon n HanveHOBaHME CICIMATBHOCTH:

46.02.01 HoxyMEHTAIHOHHOES OOCCIICUCHUE YITPABICHHS U APXUBOBCACHHUC

Bxoasauei B coctas YI'C 46.00.00 McTropus u apxeonorus

Kpanuduxauus BEITYCKHUKA:

CrneuHajucT no 10KyMeHTAIHOHHOMY 00ecrie4eHHI0 YNPABJIEHHS U APXHBHOMY eIy

Kacnowuiick 2023r.



OJIOBPEHO VTBEPXIAIO

[Muxs10BOH KOMHCCHEH SKOHOMHYECKHX 3aM. aupekTopa o y4eGHo-
JUCHMILIVH METOJMeCKO paboTe
/€ or« 30» 06 2043 et
[Tporokon Ne /L ot « 0» 2043 T, ez e I'acanora M.M.
}%pencenaTenb K
/8 -7 Ocmanosa X.M. «SCn 08 2075 .

Pabouas nporpamma yue6bHol nucummiaHel «KoMmnbiotepHas oGpaboTka JOKYMEHTOBY» pa3paboTaHa Ha
OCHOBE:

- DemepabHOrO TrOCYJApPCTBEHHOTO O00pa30BaTeIbHOTO CTAHAAPTa CPEdHEro MpohecCHOHATBHOTO
obpasoBanus mno cmeuuansHOCTH 46.02.01  «JlokymeHTauMoOHHOe OGecreueHHe YNpaBieHHs H
ApXMBOBEJCHHE», BXOASIICH B COCTaB YKPYIHEHHOH rpymmsl crnenuanbHoctelt 46.00.00 Hcropus u
apxeoJiorus, YTBEp:KAEHHOro mnpukasoM Munobpuayku Poccun Ne 778 or 26 asrycra 2022 r.
(3aperucTpuposaHo B Musrocte Poccun 30 centabps 2022r. Ne 70318);

C y4eToM:

— IlpumepHoit ocHOBHOH 06pa3oBaTeIbHON NMPOrpaMMbl IOATOTOBKH CIELMAIMCTOB CPEAHErO 3BEHA MO
cneuuanbHOCTH  46.02.01  JlokyMeHTalHOHHOe oOfecrieyeHHe yOpaBieHHS H  apXHBOBEACHHE,
YTBEPIKACHHOMN MpoTokojoM DeaepajibHOro yuebHo-Meroandeckoro oobeaunenus no YITIC 46.00.00 or
06.10.2022 r. Ne 4 (3aperMcTpHpOBaHO B TOCYIapCTBEHHOM peecTpe IPHMEPHBIX OCHOBHBIX
obpaszosatenbHblx nporpamm [pukasom ®IBOY IO UPTIO Ne 70 [1-16201 07.04.2023),

B COOTBETCTBHH ¢ pabounM y4eOHbIM IITaHOM KoJutemka Ha 2023/2024 yueGHblii rox

Paspa6orunk: Mcmannosa 3.10. - npenonasaresns I'BIIOY PJT «Konstepk MallnHOCTPOEHHS M CEPBHCA HM.
C.OpmKoHHKHAZE»;

© Hcmaunnosa 3aiinat FOpbesna 2023

€ IBIIOY PJ1 «Konnemx malunHocTpoeHus U cepsuca uM. C.Opmxonukuaze» 2023



1. OBILASI XAPAKTEPHCTHKA PABOYE TPOTPAMMBI YUEBHOIA
AUCUUILINHBI

2. CTPYKTYPA U COJAEP)KAHUE YYEBHOU U CIUILTAHBI

3. YCJIOBUS PEAJTU3AIIMN YUYEBHOUM U CIUILITAHBI

4. KOHTPOJIb U OLIEHKA PE3YJIbTATOB OCBOEHUS YYEBHOI1
AUCUUILINHBI



1. OBIIASI XAPAKTEPHCTHKA PABOYE ITPOTPAMMEI
YYEBHOM JUCIHUATLTHHBI
OI1.07 «<KOMITBIOTEPHASI OBPABOTKA JOKYMEHTOB»

1.1. MecTo AMCUMIIIMHBI B CTPYKTYPe OCHOBHOI 00pa3oBaTe/ibHOI NPOrpaMmabi:
YuebHas nucuumuinHa « KommeroTepHast 00paboTka JOKYMEHTOBY SIBJISIETCS] 00s13aTeNbHOM
4acThi0 00IenpodecCHOHABHOTO LHMKJIA O0Opa30BaTENbHOW MPOrpaMMbl B COOTBETCTBUU
¢ ®I'OC CIIO mo crenuanpHOcTH 46.02.01 JloKyMEHTAIMOHHOE OOECHeUeHHe YIPaBJICHUS
U apXUBOBENICHUE.
Ocoboe 3HavueHne aucUMIUIMHA UMeeT npu Gopmuposannu u pazsutun OK 01, OK 02,

OK 04.

1.2. Heab ¥ n1aHNpYyeMble pPe3yJbTATHI OCBOCHHS JUCLHHMIJIMHDI:

B pamMkax mporpamMmbl yueOHOM AUCHUILTMHBI 00y YatOIIUMUCS OCBAWBAKOTCS Y MEHUS

Y 3HAHUS
ﬁ(l)(n, OK YMmeHust 3HaHus
OK 01, BBINOJIHATE TPeOOBaHMSA MO OXPaHe TPyJa U | MPABHJI [0 OXpaHe TPyAa U
OK 02, TEXHUKE 0€30MaCHOCTH, TEXHUKE 0€30MaCHOCTH,
OK 04, OpPTraHH30BBIBATH padoUuee MECTO ISt MPaBIII OpraHu3auu padbodero
IIK 1.5 MaKCHUMaJbHO 3(ppexTHBHON padoTsr, MecTa cekpeTaps U

npodeCcCHOHATBHO OCYIIECTBISTH HAOOD,
(dbopMaTHpOBaHUE, BBIBOJ HA M€YATh,
COXpaHEeHHEe TEeKCTOBOW U H(POBOI
uH(pOpPMALIUU HAa EPCOHATBHOM
KOMITBIOTEPE;

YUTaTh, MIOHUMATh U UCHIPABJIATE NPOCKTHI
AOKYMEHTOB, C UCITOJIb30BAHUEM
CIIPAaBOYHO-TIPABOBBIX CUCTEM,
IUTAHUPOBaTh padouee BpeMs, UCIIOb3Y I
NPEACTABICHHBIC 3a1aHUA, ITPOTrPaMMHOC
o0ecrieueHre 1 UCXOAHYIO TOKYMEHTALHIO;
BBIOMPATH TEXHOJIOTHIO CO3AaHHUS
TOKyMEHTA.

PYKOBOIUTEIS,
PYCCKOM U JJATUHCKOM
KJIABUATYPBI IEPCOHATBHOTO
KOMITBIOTEPA;

npaBT OPOPMITEHUST TEKCTOBBIX
JOKYMEHTOB Ha MEePCOHATbHOM
KOMITBIOTEpE.




2. CTPYKTYPA U COJIEP)KAHUE YUEBHOU JUCIUILTAHBI

2.1. O6bem yueOHOI AMCUMIIIMHBI M BUABI Y4e0HOIl padoThI

Bupn yueOHoii padoThl Oo0bem B yacax

O6wem 0bpazoBaTenbHO MPOrpaMMbl YIeOHON AUCHUTUINHBI 88

B TOM YHCJIC:

TeopeTudeckoe o0ydeHue 10
MPAKTUYECKUE 3aHATHSA 68
Camoctositenbaas paboTa 2
Koncynpraums 2
IIpomexyTouHas aTTecTauus - 3K3aMeH 6




2.2, TemaTu4ecKuH MJIAH H coAep’KaHUe Y4eOHOH QM CUHILITHHBI

Koawbi
Oo0beMm, ak. 4./ .
KOMIIeTeHII U,
B TOM 4HCJe
Coaepxanue yuedHoro marepuana u GopmMbl OpraHu3aLHH 1esITeTbHOCTH (¢popmupoBanuro
HaumeHnoBanmue B popme
o0yyaromuxcs . KOTOPBIX
pa3aesioB H TeM NPAKTHYECKOH
CnocooCTByeT
NMOAr0OTOBKH,
3JIEMEHT
aK. 4.
IpPOrpamMmel

Pasznen 1 Opranuzanus KOMNbIOTEPHOH 00pad0oTKH 10KYMEHTOB
Tema 1.1 Coaep:kaHue yue0HOro MaTepHaJa: 5 OK 01,
CoBpemeHHbIe CoBpeMeHHbIE TEXHUUECKHE CPENICTBA CO3AaHUsI TEKCTOBBIX JOKYMEHTOB OK 02,
TeXHHYECKHe Henu u 3anaun yueOHON AUCUUIUTMHBL PO TUCIHMITIMHBI B TPOGECCHOHATBHON OK 04,
CpeacTBa co3aaHus | moAroToske cnenuanucra. CoBpeMeHHblE aBTOMAaTH3UPOBaHHbIE CPEACTBA CO3aHUs IIK 1.5
TEKCTOBBIX TEKCTOBBIX AOKYMEHTOB.
AOKYMEHTOB [IpaBuna TexHUKH O€30MACHOCTH U TUTHEHUYECKHE PEKOMEHAALNHY TIPH HCIIOJIB30BAaHUU

cpencts UKT B npodeccroHanbHOM NeATeTbHOCTH.

IpakTnyeckoe 3ansaTue 1. Opranusamnus padouero MecTa u Tpya oneparopa 2
Pasznen 2 OcBoenue, npuMeHeHHe H COBEPLICHCTBOBAHNE HABBIKOB

«CJIeTIOro» AecATHNAJIBIEBOro MeToAa Hadopa
Tema 2.1 Ocoenne | IlpakTnueckoe 3anaTue 2. Habop TexcToBOM HHPOPMALIMKU IO OCHOBHOMY U BEPXHEMY ’ OK 01,
KJIABHATYPbl psAnaM KJIaBUATYPBbL. OK 04,
MEePCOHAJIBLHOI0 IIpakTHyeckoe 3ausTHE 3.BBINOIHEHNE YIPAa’)KHEHNH HA OCBOCHUE TEXHUKU U CKOPOCTH 4 IIK 1.5
KOMINbIOTepa KOMITBIOTEPHOTO Ha0Opa TeKCTOBOH MH(OPMALIHH.
(pycckuit mpudr) IpakTuueckoe 3ausitue 4. BbIOJHEHNE YIPA)KHEHUH HA OCBOEHHUE TEXHUKHU U CKOPOCTH

KOMITBIOTEPHOTO Ha0Opa TEKCTOBOIH MH(POPMAIINH IO OCHOBHOMY, BEPXHEMY M HH)KHEMY 2

psAdaM KJaBUATYpPbL.




IpakTnyeckoe 3ansiTHe 5. BoinomHeHne yrpaXHEHNH Ha OCBOCHNE TEXHUKH Habopa
TEKCTOBOH M LIU(PPOBOH HHPOPMALIUHU C UCTIOIB30BAHNEM 3HAKOB NPEMUHAHUS 1 LU(D
4eTBEPTOTO Psia KIaBHATYPHI.

Tema 2.2 IIpakTnyeckoe 3ansaTHe 6. YnorpeOieHue yncen apabCKUX U PUMCKHUX B TEKCTOBBIX OK 01,
Odopmaenue padorax. [Tapamerprl HyMepOBaHHBIX, MAPKUPOBAHHBIX CITUCKOB. OK 02,
uu¢gposoro OK 04,
maTepHaJia
Paznen 3 OcHoBHbIe npaBua GopMaTHPOBAHUSA TEKCTA
Tema 3.1 IIpakTuueckoe 3anaTue 7. YnorpedieHre o0meynoTpeONTeIbHBIX COKPAIICHHH B OK 01,
TpeGoBanus K TEKCTOBOM JIOKYMEHTE. OK 02,
opopMmeHUI0 OK 04
CTPAHHMLbI
Tema 3.2 IpakTuueckoe 3anaTue 8.0popmiieHE 3ar0JIOBKOB U MO3ar0JIOBKOB K TEKCTY. OK 01,
Odopmuenue OK 02,
3aroJI0OBKOB H OK 04
M0/13ar0JIOBKOB K
TeKCTY
Tema 3.3 llpuémbr | Cogep:kanue yueOHOro MaTepuaJjia: OK 01,
BbIJIEJIEHUS [Tpuémbl BbimENEHHS OTACIBHBIX (PPArMeHTOB TEKCTA OK 02,
OTAEJIbHbIX OcHOBHBIE BUIBI IIPUPTOB. OK 04
¢parmenTon Pabora ¢ manensto [lpughm: noquépkuBanme, pa3psaaka, yINIOTHEHHE, SKUPHBIA PUPT,
TCKRCTA NPONHCHBIE OyKBBI, MaJIble TPOMUCHBIE OYKBBI

IpakTnyeckoe 3ansTue 9. [IprMeHeHe MPUEMOB BbIIEIEHUS OTAEIbHBIX ()PArMeHTOB

TEKCTOBOT'O IOKyMEHTA.
Pasznen 4 Odopmaenue pa3IMYHBIX BHI0B TEKCTOBBIX padoT
Tema 4.1 IlpaBuna | Ipaktuueckoe 3ansitue 10.0popminenue cHOCOK / Oubnuorpapuieckux CChbUIOK Ha OK 01,
¢opmaTupoBanus UCTOYHUK B TekcTe. OdopmiteHre Criucka UCTIOIb30BAaHHBIX HCTOYHUKOB. OK 02,
OTACJBHBIX IMpakTuueckoe sanarue 11. Opopmuenne TutyabHOro gucra. Odopmnenue OK 04

PEKBH3HUTOB TEKCTA

OTJIABJICHUS/CONIEPIKAHMS.




IIpakTHyeckoe 3ansaTHe 12. BpINONHEHNE MHOTOCTPAHUYHOI'O TEKCTOBOIO JOKYMEHTA C
HyMepanuei CTpaHuL.

IpakTnyeckoe 3ansaTue 13. Padora ¢ pykonucero. OopmMieHne TEKCTOBOTO TOKYMEHTA
MOCJIE KOPPEKTYPHOM MPaBKU.

Paznen S H3yyeHue JJaTHHCKOH KJIABHATYPBI
Tema 5.10cBoenue | Coagep:kanue yue0OHOro MaTepuaJja: OK 01,
KJIABHATYPbI OcBoeHHe KJIaBHaTyPbl IEPCOHATBHOTO KOMITbIOTEPA (JIATHHCKUH IIPUPT) OK 04
MEePCOHAJILHOIO Cxema JaTHHCKOH KJIaBHATyphl. ByKBBI 1 3HAKH MpEeNMUHAHKS, 0COOBIe 3HAKH JIATHHCKOH
KOMIBbIOTEpa KJIaBUATYPbI.
(J1aTHHCKHI IIpakTHyeckoe 3ansaTHe 14. BpinonHeHne yIpaXHEHUI HA OCBOCHHE TEXHUKU U
mpudT) CKOPOCTH KOMITBIOTEPHOTO Habopa TEKCTOBOH HH(POPMALIMU IO OCHOBHOMY PSIY
KJIaBUATyphl. BhINonHeHNe ynpaskHEHUI Ha OCBO€HHE TEXHUKU U CKOPOCTH
KOMITBIOTEPHOTO HabOopa TEKCTOBOH MH(POPMAITHH IO OCHOBHOMY U BEPXHEMY PsiTy
KJIaBUATYPbI.
IIpakTHyeckoe 3ansiTHe 15.BpInonHeHNE yIIPaXXHEHUI HA OCBOCHHUE TEXHUKU U
CKOPOCTH KOMITBIOTEPHOTO Habopa TEKCTOBOH HH(POPMALIMU IO OCHOBHOMY, BEPXHEMY U
HIDKHEMY PSAOY KJIaBHATyphl. BhIMonHEHNe ynpakHEHHH Ha OCBOGHUE TEXHUKH Habopa
TEKCTOBOH M LIU(PPOBOH HHPOPMALIUHU C UCTIONB30BAHHEM LIU(P U OCOOBIX 3HAKOB
4eTBEPTOTrO psifia KJIABUATYPBhI.
Pa3znen 6 Koncrpyuposanue Tadaun
Tema 6.1®opmarupos| Cogep:kanue yueOHOro MaTepuaJjia: OK 01,
aHHe PEKBH3HTOB dopmMaTHpOBaHHE PEKBU3UTOB TAOIULIBI OK 02,
Ta0IULBI PexkBU3UTHI M CTPYKTYPHOE MOCTPOSHHUE TAOIHIIBI. OK 04
IpakTnyeckoe 3ansaTue 16. KoHCTpyupOBaHHE TOJIOBKU K TaOIHLIAM: IPOCTAs,
CJIOJKHAS, YCIIOKHEHHAS.
HpakTnyeckoe 3ansaTue 17.KoHcTpynpoBaHre OOKOBHKA K TaOIHIIAM: TEKCTOBOH
(mpocTOH, YCIOXKHEHHBIN), TUPPOBOH, CMEIIAHHBIH.
Hudposbie rpads! B TaOnumax.
Paznen 7 KomnbrorepHasi 00padoTKa 0CHOBHBIX BH0B J0KYMEHTOB




Tema 7.1Komnbiotrep| Cogep:kanue yue0HOro MmatepuaJjia: 5 OK 01,
HbIe TEXHOJIOTHH KoMnbroTepHBbIE TEXHOIOTUH NOATOTOBKH JOKYMEHTOB OK 02,
MOATOTOBKH PexBU3UTEI M CTPYKTYPHOE MOCTPOEHHE TOKYMEHTA. OK 04
AOKYMEHTOB AxTyanuzanms HHPOPMALUU TIOCPEICTBOM CIIPABOYHO-TIPABOBON CHCTEMBI.

IpakTnyeckoe 3ansaTue 18. Komnbrorepnas o0paboTKka OCHOBHBIX PEKBH3UTOB 4

JOKYMEHTA.

IpakTnyeckoe 3ansaTue 19.KomnerotepHast 00padoTka OpraHU3aluOHHON 4

JOKYMEHTALUU.

HpakTnyeckoe 3ansaTue 20.KomnproTepHas 00padoTKa pacropsaANTEIbHON 5

JNOKYMEHTALUN

IpakTnyeckoe 3ansaTue 21. Komnbsrorepras o6paboTka nHPOPMALHOHHO-CIIPABOYHON 4

JOKYMEHTALUU.

IpakTnyeckoe 3ansTHe 22 IToaroToBka TEKCTOBOTO JOKyMeHTa. PaboTa ¢ MakeTom 4

MHOT'OCTPAHUYHOI'O JOKYMEHTA C UCIIOJIb30BAHUEM CIIPABOYHO-IIPABOBON CUCTEMBI.
CamocrosiTeibHast padoTa 2
IIpopaboTka KOHCTIEKTOB 3aHATUH U y4eOHOH JIuTepaTypbl, padota ¢ NHPOPMAITMOHHBIMH MTOPTAIAMH.
KoncyabTanus 2
IIpomexkyTouHasi arTecTanusi B opme 3K3aMeHA 6

BCEI'O

88




3. YCJIOBUS PEATTU3AIIMN YUEBHOM JTACIUILINHBI

3.1 insa peanu3aniuyl mporpamMMbl yueOHOH AUCIUTUIMHBI JOJKHBI OBITh TIPEAY CMOTPEHBI
ClenyOIUe CEeHNUAIbHbIE TOMEIECHHUS

Jlaboparopun «KomrmbroTepHOit 00padOTKH JOKYMEHTOB», OCHAIIEHHbIE HEOOXOIUMBIM
IUTSL peasU3alfy MPOorpaMMbl y4eOHOH NHCHUILTHHBI 000pYIOBaHNEM, TPUBEAEHHBIM B I1. 6.1.2.2
npuMepHOi  paboueli mporpammel 1o cnenmaibHOCTH  46.02.01 «JloKyMeHTaMOHHOE
o0ecriedeHne yIpaBIeHNs U apXHBOBEACHUE) !

3.2 UndopmanuoHHoe o0ecrnedeHne peajn3aluy NporpaMmmel

Jns peanuzanuu mporpaMmbl  OMOIHOTEYHBIH (GOHI 00pa3OBaTENBHON OpraHH3AIUH
JOJKEH UMETh TIeUaTHBIC HW/WIIH 3JIEKTPOHHBIE 00pa3oBaTelbHbIe U MHOOPMAIIMOHHBIE PECYPCHI,
1T KICTIOJTb30BaHus B 0Opa3oBarenbHOM mporecce. [Ipu ¢popmuposannu Oubnmnoreunoro GpoHma
00pa3oBaTeNIbHON OpTraHU3alKeld BHIOMPAETCS HE MEHEee OJHOTO W3JaHUS U3 MePEeYHCIICHHBIX
HUKE TEUaTHBIX W3JaHWU U (WJIH) 3JIEKTPOHHBIX W3JaHUH B Ka4eCTBE OCHOBHOIO, TPH 3TOM
CITUCOK, MO3KET OBITh JIOMOJIHEH HOBBIMH H3TaHUSIMU.

3.2.1 OcHOBHBIE NMEYATHDIE H3AAHUS

1. JlokyMeHTOBeneHre: YYeOHUK U MPAKTUKYM JJIsl CPenHero npogeCCHOHATBHOTO
obpazosanusi / JI. A. Jloponuna [u ap.] ; mox penakuueii JI. A. JloponuHoi. — 2-e u3z., nepepad.
u gon. — Mocksa: MznmarensctBo IOpaiir, 2022. — 309c. — (IlpodeccuonanapHoe

obpazoBanue). — ISBN 978-5-534-04330-3.

2. Koprees, U. K. JlokymeHTanmoHHOE oOOeCTIiedeHne YyIpPaBIeHUSA: Y4YEOHUK U
NPaKTUKYM g cpenHero mpodeccuoHanpHoro obpasosanus / U. K. Koprees, A. B. ITmenxo,
B. A. Mamypues. — 2-e u3g., mepepad. u mon. — Mocksa: Mznatensctso FOpaiit, 2022, —
384 c. — (IIpodeccuonanbuoe odpasosanue). — ISBN 978-5-534-05022-6.

3. Ky3nenos, H. H.JlokyMeHTalmoHHOe obecrnievyeHue YIIPaBJICHUS.
JIOKyMeHTOOOOpOT ¥ JAEJONPOM3BOACTBO.  Y4eOHMK M MPAaKTUKYM [JIsl  CPEIHEro
npodeccuonanaproro oopasosanus / M. H. Ky3neuos. — 3-e u3a., nepepad. u non. — MockBsa:
WzparenscrBo FOpaiit, 2022, — 462 ¢. — (IIpodeccuonanpHoe odpasosanue). — ISBN 978-5-
534-04604-5.

4. Ueptrosa, E. A .Cratucruka. ABromaruzanusi o0paboTku nHpopManuu: yayedHoe
nocobue uist cpenHero npodeccuoHanbHoro oopasopanusi / E. A. UepTkoBa. — 2-€ U3, HCIIP. U
norm. — MockBa: HsparensctBo  FOpaiit, 2022. — 195c¢.—  (IlpodeccuonanapHoe

obpazoBanue). — ISBN 978-5-9916-9342-4.

3.2.2. OcHoBHbBIE 3JIEKTPOHHbIE U3IAHHS

1. JlokyMeHTOBeneHre: YYeOHUK U MPAKTUKYM JJIsl CPenHero npogeCCHOHATBHOTO
obpazosanwusi / JI. A. Jloponuna [u ap.] ; mox penakuueii JI. A. JloponuHoi. — 2-e u3z., nepepad.
u gon. — Mocksa: MznmarensctBo IOpaiir, 2022. — 309c. — (IlpodeccuonanapHoe
obpazoBanue). — ISBN 978-5-534-04330-3. — Tekcr: asnextponHsiii // OOpa3oBarenbHas
miatgpopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/469701.

2. Koprees, U. K. JlokymeHTanmoHHoe oOecrieueHne yIpaBieHHs: YYeOHUK U
NPaKTUKYM g cpenHero mpodeccuoHanpHoro obpasosanus / U. K. Koprees, A. B. ITmenxo,
B. A. Mamypues. — 2-e usn., nepepad. u gom. — Mocksa . U3parensctBo FOpaiit, 2022, —
384 c. — (IIpodeccuonanbHoe obpasosanue). — ISBN 978-5-534-05022-6. — Tekcr:


https://urait.ru/bcode/469701

sjekTpoHHbd  //  OOpasosarenpHass — tatgpopma  FOpaiit  [caiitr] —  URL:
https://urait.ru/bcode/472550.

3. Ky3nenos, H. H.JlokyMeHTalmoHHOe obecrnievyeHue YIIPaBJICHUS.
JIOKyMEHTOOOOPOT ¥ JENOMPOU3BOACTBO. y4YeOHHWK W TPAKTHKYM Ui CPEIHEro
npodeccuonansHoro obpaszosanusi / M. H. Kysnenos. — 3-e u3n., nmepepad. u qom. — MockBa:
WzparenscrBo FOpaiit, 2022, — 462 ¢. — (IIpodeccuonanpHoe odpasosanue). — ISBN 978-5-
534-04604-5. — Texkcr: snextponnsii / ObpasoatenbHas miatdgopma FOpaiit [caiit]. — URL:
https://urait.ru/bcode/470020.

4. Ueprtkosa, E. A Cratuctuka. Apromaruzauusi oopaboTku nHpopmanuu: yaeOHoe
nocobue uist cpenHero npodeccuoHanbHoro oopasopanusi / E. A. UepTkoBa. — 2-€ U3, HCIIP. U
norm. — MockBa: HsparensctBo  FOpaiit, 2022. — 195c¢.—  (IlpodeccuonanapHoe
obpazoBanue). — ISBN 978-5-9916-9342-4. — Tekcr: asnextponHsiii // OOpa3oBarenbHas
miatgopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/471306.

3.2.3. /lonoiHUTEIbHbIE HCTOYHHKH:

1.TOCT P 2.106-2019. HauuonaneHeiii crangapt Poccuiickoit ®epepanuu. Epunas
cucreMa koHCTpykTopckoil nokymenrtauun (ECKJI). TekcTroBble JOKyMeHTHI (YTB. U BBEAEH B
neiicteue Ilpukazom @enepanbHOro areHTCTBA MO TEXHIUECKOMY PETYJIMPOBAHUIO H METPOJIOTHU
(PoccranmapT) ot 29.04.2019 Nel76-cT).

2. TOCT P 7.0.97-2016. HauuonaneHselii cranaapt Poccuiickoit ®@enepauuu. Cucrema
CTaHmapToB 1o wuHbpopManuu, OudbmuoredHomy u wm3parenbckomy gaeny (CHUBU]).
OpraHu3avOHHO-PaCTIOPAANTEIbHA TOKYMeHTauusA. 1T peboBaHus K 0pOPMIIEHHIO TOKYMEHTOB
(ytB. Ilpukasom PenepaapbHOro areHTCTBa MO TEXHUYECKOMY PEryJIMPOBAHUIO U METPOJIOTHU
(Poccranmapt) ot 08.12.2016 Ne2004-ct).

3. TOCT 7.32-2017. MexrocynapcTBeHHblii cTannapT. Cucrema CTaHAapTOB IO
uHpopmaruu, Oubnmoreunomy wu wm3parenbckomy neny (CHUBUJ]). Otuér o HaywHO-
uccnenosarenbckoil padore (Otuér o HUP). Crpykrypa u mpaBuna opopmiieHus: (BBeOEH B
neiicteue Ilpukazom @enepanbHOro areHTCTBA MO TEXHIUECKOMY PETYJIMPOBAHUIO H METPOJIOTHU
(Poccranmapt) ot 24.10.2017 Ne1494-cr) (¢ Ilonpaskamu).


https://urait.ru/bcode/472550
https://urait.ru/bcode/470020
https://urait.ru/bcode/471306

4. KOHTPOJIb 1 OIIEHKA PE3YJIBTATOB OCBOEHUA

YYEBHOWINCIUILIAHBI

PesyabTaThl 00yyeHus

Kputepun ouenkn

MeToabI OLIEHKH

Hepeqeﬂb 3H3HI/Iﬁ, 0CBAHMBACMbIX B paMKax JUCHHUIIJIHHbI

MPaBUJI [0 OXPaHe TPy a
U TEXHUKE
0e30MacHOCTH;

IIpaBUJI OpraHu3anuu
pabodero mecta
cekperapsi u
PYKOBOIUTEIS,

PYCCKOM U JIATHHCKOM
KJIaBUATy PBI
MEPCOHAIBHOTO
KOMITBIOTEPA,

npaBuI OpopMITCHHS
TEKCTOBBIX JOKYMEHTOB
Ha MePCOHATEHOM
KOMITBIOTEpE.

«OTIUYHOY» - TEOPETUYECKOE COAEPIKAHIE
Kypca OCBOEHO IOJIHOCTBIO, Oe3 mpoberos,
yMeHus1 chOPMHUPOBAHBI, BCE
NpeyCMOTPEHHbIE MPOrpaMMoi yueOHbIe
3aaHUs BBIIIOJHEHbI, KAYECTBO MX
BBIMOJHEHUsSI OLIEHEHO BBICOKO.

«XOpOoIIO» - TEOPETHYECKOE COAEPIKAHIE
Kypca OCBOEHO IOJIHOCTBIO, Oe3 mpoberos,
HEKOTOpbIe YMeHHs CPOPMHUPOBAHBI
HEZOCTaTOYHO, BCE IPENYCMOTPEHHbIE
POTrpaMMOi yueOHbIe 3aJaHHsI
BBIMIOJHEHbI, HEKOTOPbIE BUABI 3aJaHUI
BBIMIOJHEHBI C OLTHOKAMH.

«Y IOBJIETBOPUTENILHOY - TEOPETHUECKOE
cofiepKaHHe Kypca OCBOEHO YaCTUYHO, HO
npoOesTbl He HOCSIT CYLIECTBEHHOTO
XapakTepa, HeOOXOONMbIE YMEHUST PadOThI
C OCBOSHHBIM MaTepHaJIOM B OCHOBHOM
chopMHUPOBaHBI, OOJBITHHCTBO
NpeyCMOTPEHHBIX MPOrpaMmoil 00ydeHus
yueOHBIX 337aHUH BBIMOJHEHO, HEKOTOpPbIE
U3 BBITIOJIHEHHBIX 33JJaHUI COZepIKaT
OIIUOKH.

«HeynoBneTBOPUTENBHOY - TEOPETHUECKOE
cofiep KaHue Kypca He OCBOEHO,
HEOOXOIMMBbIE YMEHUs He C(POPMHUPOBAHHI,
BBITTOJIHEHHBIE YUEOHBIE 3aJaHHSI
conepskaT rpyObie OmuOKH.

AHanus pe3yabTaToB
TECTOBBIX 3aJIaHHH.

DKCIEePTHOE
HaOIHOIEHHE U
OIIEHKA 3a
IeHCTBUSIMHU
ofyHaromuxcst Ha
MPaKTUIECKHX
3QHSTHSX.

Texymui KOHTPOJIb
MIPUMEHEHUsI 3HAHUI
B XO/I€ BBIITOJIHEHUS
MPAKTUYECKUX
3a1aHUN.

DK3aMeH.

Hepeqeﬂb yMeHHﬁ, 0CBAHMBACMbIX B paMKax JUCIHHUILJIHHBbI

BBITTOJIHATH Tpe6OBaHI/I$I
0 OXpaHe Tpyaa u
TeXHHKe 0e30MacHOCTH,

OpPTaHU30BBIBATH
pabodee MecTo ISt

«OTIUYHOY» - TEOPETUYECKOE COAEPIKAHIE
Kypca OCBOEHO IOJIHOCTBIO, Oe3 mpoberos,
yMeHus1 chOPMHUPOBAHBI, BCE
NpeyCMOTPEHHbIE MPOrpaMMoi yueOHbIe
3aaHUs BBIIIOJHEHbI, KAYECTBO MX
BBIMOJHEHUsSI OLIEHEHO BBICOKO.

DKCIEePTHOE
HaOJIFO IEHHE 33
IeHCTBUSIMHU
oOyudarormerocs B
XOJI€ BBITTOJTHEHUS




MaKCUMAJTbHO
s dexTuBHOM paboTH,

npodeccuoHaIbHO
OCYIIECTBIISATH HAOOD,
¢dopmaTupoBaHue, BHIBOA
Ha 1eYaTh, COXPaHEHNE
TEKCTOBOH 1 LU POBOH
uHpOpMaLIIU Ha
NEPCOHATBHOM
KOMITBIOTEPE;

YUTaTh, IOHUMATh U
HCIIPABJISITh TTPOEKTHI
TIOKyMEHTOB, C
HCTIOTb30BAHUEM
CITPaBOYHO-TTPABOBBIX
CHUCTEM,

IUTAHUPOBaTh padouee
BpEeMsi, UCTIOJb3Y sl
Npe/ICTABIICHHbIE
3aaHus, IPOrPaMMHOE
obecrieueHne u
UCXOIHYIO
AOKYMECHTALHIO,

BBIOHPATH TEXHOJIOTHIO
CO3JJaHUS TOKYMEHTA.

«XOpOoIIO» - TEOPETHYECKOE COAEPIKAHIE
Kypca OCBOEHO IOJIHOCTBIO, Oe3 mpoberos,
HEKOTOpbIe YMeHHs CPOPMHUPOBAHBI
HEZOCTaTOYHO, BCE IPENYCMOTPEHHbIE
POTrpaMMOi yueOHbIe 3aJaHHsI
BBIMIOJHEHbI, HEKOTOPbIE BUABI 3aJaHUI
BBIMIOJHEHBI C OLTHOKAMH.

«Y IOBJIETBOPUTENILHOY - TEOPETHUECKOE
coiepKaHHue Kypca OCBOGHO YaCTUYHO, HO
npoOesTbl He HOCSIT CYLIECTBEHHOTO
XapakTepa, HeOOXOONMbIE YMEHUST PadOThI
C OCBOSHHBIM MaTepHaJIOM B OCHOBHOM
chopMUPOBaHBI, OOJNLITUHCTBO
NpeyCMOTPEHHBIX MPOrpaMmoil 00ydeHus
yueOHBIX 337aHUH BBIMOJHEHO, HEKOTOpPbIE
U3 BBIMIOJIHEHHBIX 33JaHUH CoepKaT
OIIUOKH.

«HeynoBneTBOPUTENBHOY - TEOPETHUECKOE
cofiep KaHue Kypca He OCBOEHO,
HEOOXOIMMBbIE YMEHUs He C(POPMHUPOBAHHI,
BBITTOJIHEHHBIE YUEOHBIE 3aJaHHSI
conepskaT rpyObie OmuOKH.

MPAKTUYECKON
paboThL.

AHanus pe3yabpTaToB
HaOIrOIeHUs 32
IEATETbHOCTBIO
oOyudarormerocs B
XOJI€ BBITIOJTHEHUS
MPAKTUYECKON
paboThL.

OueHka pe3yJIbTaTOB
BBITIOJTHEHUST
MPAKTUYECKON
paboThL.

DK3aMeH.




Ipunoxenne 4.14
K OOII no cieruajabHOCTH

46.02.01 /lokymenmayuonnoe obecneuenue ynpasieHus U apxXueoseoenue

MUHUCTEPCTBO OBPA30BAHUA U HAVKU PECITYBJIMKU JATECTAH
TlocynapcTeeHHOE OrOMKeTHOE MPOdecCHOHANTBHOE 00Pa30BaTEIbHOE YUPEIKIESHUE
PecniyOnuku [larectan
«Konnemx mammHoctpoenus u cepsuca uM. C.OpaxoHUKUA3E»

PABOYAS TIPOTPAMMA YYEBHOM JUCHUATIINHBI

OI1.08 KoMMyHHKATUBHbBIH NPAKTHKYM

Koa 1 HauMeHOBaHME CrIeUAILHOCTH:
46.02.01 JJokyMeHTaIIMOHHOE OOeCTieueHNe YIIPABIICHHUS] H apXHBOBECHHE

Bxomsmei B coctaB YI'C 46.00.00 UcTopus u apxeosiorus

KBanudukanuys BbITyCKHHUKA:
CnenHaaucT no J0KYMEHTAIHOHHOMY 00eCneYeHHI0 YIPABJICHHS H ADXHBHOMY J€eJTy

Kacnuiick, 2023r.



OJOBPEHO VTBEPXJIAIO

[{uxoBo¥ KOMUCCHEHR 3aM. IUPEKTOpa Mo y4eOHO-METOANYECKOH
O0IIeryMaHUTAPHBIX TUCIIUITIINH pabote
[Ipotoxon Ne 40 or« 39 » & 2043 r.
ITpencenarens LIK _ W % azmrg,
SN een f,?m_ r{aif_;f__;ax,ﬁ? L M TIO/IHCH )5(e]
\/mommuce Y®UO
« 3O » =) 20 24 T,

PaGouas nmporpamma y4eOHOM TUCIUIUIHHEL « KOMMYyHHUKAaTHBHBIN IPaKTHKyM» pa3paboTaHa
Ha OCHOBE:

denepanbHOTO  TOCYNApCTBEHHOTO  00pa3oBaTelIbHOIO  CTaHIApTa  CPEIHErO
npodeccHoHATEHOr0 o0pasoBaHus Mo crnenuanpHocTd  46.02.01  «JIoKyMeHTalHOHHOE
ofecrieueHre yIpaBICHHS U apXUBOBEIEHUE», BXONAIIEH B COCTaB YKPYIHEHHOH TIpYyINIIbI
crienuaJsHOCTEH 46.00.00 Hcropuss u apxeolorus, YTBEPKIECHHOIO IIPHKAa30M
Muno6puayku Pocce Ne 778 ot 26 aprycra 2022 r.  (3aperucTpuposaHo B MuHiocte
Poccun 30 certabps 2022r. Ne 70318);

C y4eToMm:

[IpumepHO# OCHOBHOM 00pa30BAaTENBbHON NpPOrpaMMBbl: MOJATOTOBKH CIICHHATHCTOB
cpeaHero 3BeHa 1o cnenuanpHocTH 46.02.01 JlokyMeHTallMOHHOE 00€eCIeYeHHEe yIIpaBIeHUs
U apXUBOBEJEHUE, YTBEPXKIEHONH  mpoTokogoM DenepanpHOro y4eGHO-METOMAMYECKOrO
oopemunenns mo YITIC 46.00.00 ot 06.10.2022 1. Ne 4 (3aperucTpupoBaHO B
rOCYIapCTBEHHOM peecTpe MPHMEPHBIX OCHOBHBIX 00pa3oBaTeNbHBIX mporpamm llpukasom
OI'bOY AITO UPIIO Ne 70 I1-162071 07.04.2023)

B COOTBETCTBHH ¢ pabounM y4eOGHBIM ITaHOM Kosuiemka Ha 2023/2024 yue6Gubiit rox

PazpaboTuuk:
- Puxmarymraesa M.M. - npenonasarens I'BITOY P/ «Konnemk ManiMHOCTPOESHHUS U
cepBuca uM. C.OpIKOHHKHI3E»;

© Pukmarynnaesa Maauua MaromenoBHa 2023

© TBITOY PJI «Konnemk MalMHOCTpOeHuUs i ceprca uM. C.Opoxonukumse» 2023



COJAEPXAHUE

1.0BIIASI XAPAKTEPUCTUKA PABOUEM ITPOT'PAMMBI YYEEHOM

JUCHUILINHBI
2.CTPYKTYPA U COJIEP)KAHUE YYEBHOM JNCUUIIAHBI

3.VCJOBUS PEAJIN3ALIIMU YYEBHO!N JUCHUIIAHBI

4KOHTPOJIb M OLEHKA PE3YJIbTATOB OCBOEHHSI YUYEBHOW

JUCHUILINHBI



1. OBIIASL XAPAKTEPUCTHKA PABOYEN MPOIT'PAMMBI YUEBHOUI

JUCHUILINHBI

OI1.08 KoMMyHUKATHBHbBIN NPAKTHKYM

1.1 MecTo AMCHUIJIMHBI B CTPYKTYPEOCHOBHOI 00pa30BaTe/IbHOI NMPOrpaMMbl:

K BaPUATHUBHOH YacTH 00IenpodecCHOHAIBHOTO [IUKIIA.

02,0K04, OK05, OK06, OK09.

AnanTarmonHast yyeOHast nucuuriinHa « KoMMyHUKAaTUBHBIN MPAKTUKYM» OTHOCHUTCS

Ocoboe 3HayeHne qucHMILINHA UMeeT pu popmuposanuu u passutau OK 01, OK

1.2 Heab v n1aHupyeMble pe3yJbTAThI 0CBOCHHS JUCLHMILJIHHbI

B pamkax mnporpamMmbl y4eOHOW AHCLIUILTUHBI

CJIeyIOII1e YMEHUs U 3HAHUS.

00yHarOImUMUCST  OCBAMBAIOTCS

Kon YMmenust 3HaHus
K,
OK
- TOJIEPAaHTHO  BOCHOPUHMMATb W  IPABUIBHO | - TEOPETUYECKUE OCHOBBI,
OK.01 | oueHuBarh JrOnEH, BKJIOYAs WX WHAUBUAYAJIbHBIE | CTPYKTYPY u coAep KaHue
OK.02 | xapaxTeponorudeckue 0COOEHHOCTH, Leiy, | mpouecca JeJ0BOU
OK.03 | MOTUBBI, HAMEPEHUS, COCTOSHUS, KOMMYHUKALINY,
OK.04 | - BbiOupaTh Takwe CTWIb, CPENCTBA, TPHEMBI | - METOMBI 51 Croco0b!
OK.06 | obmeHusi, KoOTOphle OBl C MHHUMAJIbHBIMH | 3 deKTUBHOTO oOmieHws,
3aTpataMd TPUBOJMJIM K HAMEUYEHHOH LeNH | MPOSBISIIOIINECS B BBIOOPE CPENCTB
JIP 1-14 | oOmenws; yOeXKIOCHUs] W OKAa3aHWU BIIUSHUS
- HAXOAUTh TYTH TIPEOJOJICHHs] KOH(QIMKTHBIX | HA MAPTHEPOB MO OOIIEHHIO,
CUTyalMl, BCTPEUAIOLIUXCA Kak B Mpefenax | - IPUeMsl MICUXOJIOTHYECKON
y4eOHOM JKU3HU, TaK U B HE €€, 3aL0UTHl JUYHOCTH OT HEraTUBHBIX,
- OPHEHTUPOBATBCS B HOBBIX aCIEKTaX y4eObl U | TPAaBMUPYIOLINX MePEeKUBAHUH,
JKU3HENEATEIbHOCTU B YCIIOBHSIX | CIIOCOOBI a1 TallHHg;
npodeCCHOHAIBHON  OPraHM3aLUH,  IPABHIBHO | - CIOCOOBI Npeny npexXaAeHUs
OLICHUBATh CIOXKHUBINYIOCS CUTYALUIO, IEHCTBOBATh | KOHQJUKTOB W BBIXOZAa U3
C €€ y4eTOM, KOH(JIMKTHBIX CUTYaIHIA;
- 3¢p(eKTUBHO B3aUMOJIEIICTBOBATh B KOMAHJE, - IpaBuiIa AKTHUBHOTO CTHUJIS
- B3aUMOJEHCTBOBATH co CTPYKTYPHBIMH | OOIIECHHS 151 YCIEIIHON
noapasaeeHusIMI 00pa30BaTEIbHON OPraHU3alMY, | CAMONIPE3CHTAllMM B JIEJIOBOM
C KOTOPBIMHU OOy4YaroIuecst BXOAST B KOHTAKT; KOMMYHUKAaLWH.

- CTaBUTL 3aaa4u HpO(beCCI/IOHaJ'IbHOFO u
JIMYHOCTHOT'O PAa3BUTHUA




2. CTPYKTYPA U COJAEP)KAHUE YYEBHOU JUCIUILIAHBI

Oo0bem yueOHOH AMCUHMIIVIMHBI U BUABI Y4e0HO0Il padoThI

Bun yue0OHoii padoThl

O0BeM B yacax

Oo0bem o0pa3oBaTebHOI POrpaMmbl Y4eOHO JHCHHMIIMHBI 36
BT.4.B (p)OpMe NPAKTHYECKOH MOATOTOBKH

BT u:

Teoperuueckoe oOy4eHue 20
IIpakTuueckue 3aHATUSA 14
CamocmosimensHas paboma -
IIpome:xyTouHnasi atrecTanusi B hopme 3auera 2




2.2. TemaTnueckuii naaH u coaepkanue yyeonou gucuuniaunsl OI1.08 KoMmMyHHUKaTHBHBIH NPAKTHKYM

HaumeHoBaHue Coaep:xkanue yueOHOro Matepuaja u (pOpMbl OPraHU3ALNHU AESITETbHOCTH 00YYAOIIHXCHA Oo6mbem, Konwi
pa3fesioB U TeM axkan. KOMIIeTeHIIUH,
4yacoB | (OpMHPOBAHUIO
KOTOPBIX
Cnoco0CTBYeT
3JIEeMEeHT
NPOrpamMmslI
1 2 3 4
Pa3znen 1 OCHOBBI KOMMYHHKALIMH 6 OK.010K.02
Tema 1.1 CoaepxaHue yyeGHOro MmarepuaJia 2 OK.030K.04
CywmHocTb CymHOCTP KOMMYyHHKallMM B pPa3HBIX COLMaibHBIX cepax. IloHATHE KOMMYHHKALIUH. OK.06
KOMMyHUKalMu B | KOMMyHHKaTHBHOE TIOBEACHUE KaK JESTEIbHOCTh. PONb KOMMYHHKALMHU B JKM3HH YEJIOBEKA M €ro JIP 7
Pa3HBIX COLMANBHBIX | B3aMMOCBS3b C AeATeNbHOCThIO. Knaccugpukanus komMmyHukauud. OCHOBHbIE (DYHKLHH M BHJBI JIP 13, JIP 14
cepax KOMMY HUKAIIHH,
Conaep:xaHue y4eO0HOT0 MATEPHAJIA 2 OK.010K.02
Tema 1.2 ITonsitue  BepOanbHON W HeBepOanbHOW KOMMyHUKauuu. BepOanpHble U HeBepOalbHBIE OK.030K.04
Crernuduxa komMMmyHHUKanmu. Crienuduka sepOanpHOH U HeBepOadpbHOH KOMMYHHMKauuu BsammopelicTeue OK.06
BepOasbHOI 1 BepOaNbHBIX W HEBepOANbHBIX CPEICTB KOMMYyHHUKAalMH. becena kak onuH M3 BHIOB BepOAIbHOTO JP 7
HeBepOANbHOM obmmenus. J[Manoruueckoe 1 MOHOJIOTHYECKOE OOLIEHHE. JIP 13, JIP 14
KOMMY HUKalIM1 IpakTuueckue 3anaTusa Otpaborka BepOambHBIX 1 HeBepOATbHBIX HABBIKOB OOIIEHUS 2
CamocTtosiTeibHAs1 padoTa 00y4yamuXxcsi -
Paspen 2 Buabl conMaabHbIX B3AUMOAEHCTBHI 30
Tema 2.1 Conaep:xaHue y4eO0HOT0 MATEPHAJIA 2 OK.010K.02
ITonsiTue nenosoii | JlenoBass M MEKIUYHOCTHAsT KOMMyHHKanusi. CymHOCTh AenoBoro 3Tukera. (OCHOBHBIC BHIIbI OK.030K.04
STUKU sTHKeTa. JTHKa moBeneHus. IlpodeccrmoHanpHas 3>THKAa OTHUKA TOBENEHUS PYKOBOAUTEIS. OK.06
OTHU4ecKkre HOPMBbI MOBEEHHUS OJYMHEHHOT0. DTHYECKHE HOPMbI B3aUMOOTHOLLIEHHH C KOJIJIeramu, JIP 8
napTHePaMHu, KIMEHTaMHU
OTHUKa rOpU3OHTANIBbHON U BEPTUKAJIbHOHN AenoBol KoMMyHHKanuu. llcuxomoruueckuil kiumar B
kosutektuse. Jlenosast Oecena. Llenu u 3anaun nenosoii Oecensl. Borpock B nenoBoii 6ecene. Bumbr
nenoBbIx Oecen. [Ipasuna sddexTuBHON 0OpATHOM CBS3H.
IpakTuueckoe 3ausitue PosieBas urpa Ha 0TpabOTKy CTpaTeruu M TAKTUKH BEIEHHS 1EJI0BOH Oecenbl. 2

CamocTosiTesibHasi padoTa 00yyamuxcst




OK 02,

OK 03,
OK 04
Tema 2.2 Conaep:xaHue y4eO0HOT0 MATEPHAJIA JIP 8
Henosoe obumienne | HpaBcTBeHHBbIe OCHOBBI OOmieHMsi. [IOHSTHSI 3THKA W MOpPajb. JTHYECKUE MPUHLHUIIBI JEJIOBOTO
obmenwust. JlenoBoli sTukeT B mpodecCHOHANBHON aesTenbHOCTH. CpencTBa JeNoBOTrO OOIIEHUs.
JenoBoe oOOIIeHHE KaK MPOLECC Pa3BUTHS AEJIOBBIX KOHTAKTOB MEXAY JHOABMH. MMHIK Kak
CPEICTBO AEJIOBOTO OOIIEHUSI.
Henosasi 6becena. Jlenosbie neperoBopbl. @opMel enoBoro odmenus. Pasbl MPOTEKAHUS TEJIOBON
Oecenbl. Ananmu3 nenoBoil Oecempr. OOmast Mogens. TpeOoBaHusl NeNOBOH 3THKH K TIPOBEICHHIO
JIeJIOBBIX NeperoBopoB. MHaNBuAyanbHble U IPYINOBbIE IPAKTHUECKHE 3a0aHHs.
CamocTtosiTeibHAs1 padoTa 00y4yaromuxcsi
Tema 2.3 Coaep:kaHue y4e0HOro MaTepuaJa OK.010K.02
OddexTuBHOEC Oddexrunoe oduieHne. OcoOeHHOCTH OOIEHUsT B YCIOBHUSIX MAacCOBOH koMmmyHUKaiuu. [loHsTre OK.030K.04
oOmeHne 3¢ ¢exkTUBHOCTH KOMMyHHUKauuu. Pakrtopbl NOBbILEHUS 3PPEKTHBHOCTH MEKIMIHOCTHON OK.06
KOMMY HUKALIWH. Ilenb  KOMMYHMKATHBHOTO  B3aUMOJAEHCTBUS. Pedb B COLMAJIbBHOM JIP 7
B3aUMOAeNCcTBUU. Peub Kak CpeCTBO yTBEP)KAEHUS COLIMAIBHOIO CTaTyca. 3aKOHOMEPHOCTH PEeUH B JIP 13
YCIIOBHSIX MAacCOBOH KOMMYHHUKALMH. Y CJIOBHs 3()(EKTUBHOW KOMMYHHUKALIMH B PA3JIMYHBIX BUOAX
JESITEJIbHOCTH.
IpakTnyeckoe 3aHsaTHe l3yueHue CTHUIS, CpencTB, NpueMoB oOmeHus it 3¢pdexruBHOrO
oOIIeHusI.
Tema 2.4 Coaep:kaHue y4e0HOro MaTepuaJa OK.010K.02
OcHOBHBIE KommyHnukatusHble Oapwepbl. [lyTu mpeomosneHus GapbepoB B oOineHuu.bapwepbl myOaudHOrO OK.030K.04
KOMMYHUKATHUBHBIE | BBICTYIUIEHHUs. bapeepel B3auMoaeincTsus. BnusHue TUNOB JUYHOCTH HA OTHOLICHUS! MAPTHEPOB. OK.06
Oappepbl U yTH UX | Bappepbt  Bocmpusitusi  u  moHuMaHwus [IOHATHE — TICHXOJIOTHYECKOW  3aIliuThl.  lIpHembl JIP 7
[IPEOAOJICHUS B NICUXOJIOTHUECKON 3aIIUThl JIMYHOCTH OT HETaTHBHBIX, TPABMHPYIOIIUX MEPEKUBAHUH, CIOCOOBI JIP 13,
MEKJIMYHOCTHOM | alanTaluu
oOImeHnH. CamocTtosiTeibHAs1 padoTa 00y4yaromuxcsi
Tema 2.5 Coaep:kaHue y4eOHOro MarepuaJa OK.010K.02
Konaukre u nytu | [ousitne xoHdumkra, ero Buabl. Craguu mporekaHus KOHGUKTA. [IPUYMHBI BOSHUKHOBEHHSI. OK.030K.04
UX PELIEHUs KoHCTpyKTHBHBIE M IECTPYKTHUBHBIE CHOCOOBI ympaBieHus: koH(muktamu. Ileperosoper. Crmmm OK.06

noseneHusl B koH(uukTe. Ctpaternu noseneHust B koHpukre. [lyTi npeomoneHust KOHQINKTHBIX
cutyarmid. MeToasl npeaynpexIeHus: 1 MPeoIoJIeHHsI KOH(IMKTHBIX CHTYalUH.




IIpakTuueckoe 3ansitne Paspabotka pexomeHmaiuii 10 3((HEKTHBHOMY  pa3pelICHHIO

KOH(JIMKTHBIX CHTYaIHid

CamocTtosiTeibHAs1 padoTa 00y4yaromuxcsi

Tema 2.6 Conaep:raHue y4eOHOT0 MaTepHaJa 2 OK.010K.02
Bunet u popmsl BsanmopelcTBus CO CTPYKTYPHBIMU TOAPA3AEIEHIUSIMA 00pa30BaTeIbHON OPTaHU3ALUH, C OK.030K.04
B3aUMOZEHCTBUSL | KOTOPBHIMHU OOYYAIOUIMECS BCTYIAIOT B KOHTAKT OK.06 JIP 13, JIP

CTYZI€HTOB B CamocTosiTeIbHAsE Pa6oTa 00y AIOIHXCS - 14

YCIOBUAX IpakTuueckoe 3anaTHe Pemenne cuTyalmoHHbIX 3a1a4. D ekTHBHOE B3aUMOIEHCTBYE B 2

o0pa3oBaTenbHON | xomaHe.
OpraHU3aNH

Tema 2.7 Coaep:kaHue y4e0HOro MaTepuaJa - OK.010K.02
Mopenuposanue XapakTepUCTHKA OCHOBHBIX MPOOJIEM CTYI€HTOB- HHBAJIUIOB B 00Pa30BATEIbHOM YUPEKICHHH. 2 OK.030K.04

CUTYyaLIH, B3aumMopaencTBue ¢ OCTaJIbHBIMU CTYEHTAMU. OK.06

CBSI3aHHBIX C IIpakTuyeckoe 3aHATHE 4 JIP 7
pa3IUYHBIMU 1 MonenupoBaHUe CUTYAIM, CBA3aHHBIX C PA3JIMYHBIMH ACTIEKTAMH yUeObl U JKU3HENES TENbHOCTH JIP 13, JIP 14
acreKkTaMu y4eObl U | CTyIE€HTOB-MHBAIUAOB B yCJIOBUSX MPO(ECCHOHATBHON OPTaHU3ALIH.
JKU3HEICATENIBHOCTH | 2 ITocTaHOBKA 3a/1a4 MPOQECCHOHATBPHOTO U JIMYHOTO Pa3BHUTHSI.
CTYI€HTOB-
WHBAJIHIOB
[IpoMekyTOUHas arTecTauus- 3a4eT 2
Bceero: 36




3. YCJIOBUS PEAJIN3AIIMU YUEBHOM JUCOUILINHEI

3.1. TpeGoBaHusi K MUHHMAJILHOMY MAaTepPHAJIbLHO-TEXHHYECKOMY 00ecrnedeHHIo

Peanuszarust mporpamMMbl AUCHUILUTUHBI TpeOyeT Hajawuus ydeOHoro kaOuHera «ConuaibHO-
HSKOHOMHYECKUX W YIPABICHUCCKHUX TUCLIUTLITHHY

Oo6opynoBaHue yueOHOro KabuHeTa:

- MOCAJ0YHBIE MECTA MO KOJMYECTBY O0YHArOIIUXCS,

- pabouee MecTO IpenoaaBareds;

- KOMIJIEKT Y4eOHO-HATJSITHBIX MOCOOUH MO MPEeIMETY,

- MTUAAKTUYECKUI MaTepHall Mo MpenaMeTy;

- HeOOXOMUMBIH Ha0Op YueOHO — METOIUYECKO JTUTEPATyPhl MO NMPEAMETY,

TexHUYecKHE CpeACTBA 00yUeHUsI:

- HHTEPAKTUBHBINA KOMILIEKC.

3.2.UndopmanuonHoe odecnieueHne 00y deHust

Ilepeuenn pexomeHayembIX Y4eOHbIX H3AaHuil, HTepHeT-pecypcoB, AOMOJHHUTEILHOMN
JIUTEPATYPbI

Yu4eOHble nocoous:

1 KospsikoB, P.B. Tlcuxonorwss COLMANbHBIX KOMMYHHKAIUH. Y4eOHO-METOMUYECKUE
marepuaisl [Dnexktponnsbiil pecypc] / Kosbskos P. B.. - Mocksa : [lupexkt-Menua, 2018. ITonabri
TEKCT HAX OIUTCS B 9BC "VHUBepCcUTETCKAS oubmoreka OHJIaiH".
2 Kapasanosa, JI. XK. Tlcuxomnorusi. Yuebnoe nocodue [DnexktponHsiii pecypc] / KapaBanosa
J. K. - Mockea : J[lamkoB u Ko, 2017 - (YueOuble wusganusi s OakalaBpOB)
[Monueiii Texct Haxonutest B DBC "YHuBepcurerckas dudnuoreka onnaiitn"..Cronspenxo JI .

3 Ilcuxomoruss  obmenuss :  yuebnuk/ JLJ[. Cromspenko, CH. Cambirun. —
Pocros H//1; ®enukc, 2018.

4T M. lllenamosa, Jlenosasi KynbTypa © mncuxonorus obmenus, M., Axagemnus,2014
S51IserkoB, B. JI. Ilcuxonmoruss koHpmukra. OT Teopuu K mnpakThke. YdeOHOe mocodue
[Dnextponnsiii pecypc] / Liserkos B. JI.. - M: FOnutu-/lana, 2018.

JlonoJiHuTEeIbHbIE HCTOYHHKH:

1. Kopsirun A M. CamormpeseHTanmsi npu ycTpoicTBe Ha pabory: yded. mocobue. — M.:
«Axamemust», 2019

2. Kopsirun A.M. CamoolieHKa 1 yBepeHHOe noseaeHue: yued. nocodue. — M. «Akamnemusi», 2019
3 Komesas NI, Kanke A A. IlpodeccuonanbHasi 3TUKa U NCHXOJOIHs JEJIOBOrO OOIIEHHS:
yueOHOe mocobue. - M.: HUJ[ «®dOPYM»: MHOPA-M, 2010. un. - (IlpodeccuonanbHoe
obOpazoBaHue).

4 EpmakoB, B. A. T'ymanumcrudeckas TICHXOJIOTHsSI JHYHOCTH. YdueOHoe mocobue
[Dnextponnsiii pecypc] / Epmakos B. A.. - Mocksa : EBpasutickuii oTkpbIThiii HHCTUTYT, 2011,
5.J1. 1. Cronspenkollcuxonorus neaoBoro odmeHus u ynpasieHus Y ueOHuk M3nanve ueTsepHoe,
IOMOJHeHHOe, U nepepaboranHoe/lonymeno MunncrepctBoM obpasosanuss PP BkauecTse
yuebHMKa  ans  CTyZeHToB  oOpasosarenbHeix  yupesxknenudn  CIIO  Pocros-Ha-
Jony K ®@ennkc>>2005.

6 Ilcuxomnorust o0meHus1. DHIUKIONEIUISCKUH CIoBaph [InekTpoHHbIi pecypc] / A. boganes.—
Mocksa Korurto-Lentp, 2011. S.Ilcuxonorust oOmeHus. DHUMKIONEAHYECKHH CIIOBaph
[DnexTponnblii pecypc] / A. boganes. -Mocksa Korurto-Llentp, 2011.

HuTepHer — pecypcbl:

digital. 1september.ru

http://humanitar.ru/page/ch

http://www.ocoznanie.ru/otnosheniya/konkyrentnieludi.html.



lseptember.ru

4. KOHTPOJIb 1 OIIEHKA PE3VYJIBTATOB OCBOEHUA JUCTIMIIJINHbI

KonTtponeu oueHka pesynbTaTOB OCBOEHHUs AUCLUILIMHBI OCYIIECTBIISIETCS MPENOAABaTeIeM B
nporecce MPOBEACHUS MPAKTHYECKUX 3aHITUH M JaOOPaTOPHBIX padoOT, a TAKXKe BBITOJIHEHUS

O6yLIaI-OH_[I/IMI/IC$I WHAWBUAY AJIBHBIX SaHaHHﬁ.

Pezyivmamot 0dyuenus

Kpumepuu oyenxu

Ilepeuens ymenuii, 0OC6AUBACMBIX 8 PAMKAX
OUCYUNIUHBI

- TOJNIEPAHTHO BOCIPHUHMMATH M TPABHIBHO
OLICHUBATH JIFOICH, BKJIFOUAs X WHAWBUIYAJIbHbIE
XapaKTEpOJIOTHIECKUE  OCOOEHHOCTH,  LIEJH,
MOTHUBbBI, HAMEPEHHSI, COCTOSTHUS,

Ycrabiii onpoc. Habmronenue.

- BbIOMpaTh TakWe CTHJIb, CPEACTBA, MPUEMBI
oOmmeHusi, KOTOpble OBl ¢ MHHUMAJIbHBIMU
3arpaTtaMu IMPUBOAUIN K HaMe4eHHOU e
OOIIEeHHST,

DpOHTANBHBIN ONPOC

- HaXOAWTh MYyTHU NpeonoiieHus KOHPIUKTHBIX | TecTupoBaHue. OueHka  pe3yJbTAaTOB

CPITyaLIPIfI, BCTPCHAOIUXCA KakK B IIpeaciax | ACATCIbHOCTU CTYACHTOB npu

yqe6H01‘/'1 JKHM3HU, TAK U BHE €€, BBINNOJIHCHUHN CUTYAlIMOHHBIX 3a1a4

- OPUCHTHUPOBATHCA B HOBBIX aCIICKTax yLIe6bI u OL[eHKa PE3YIbTAaTOB ACATCIIBHOCTH

JKU3HEACATCIIbHOCTH B YCJIOBUAX | CTYACHTOB npu BBITNTOJIHEHHUHN

npo)eCCUOHANILHOM ~ OPTaHU3AINY, TMPABHIBHO | MPAKTUYECKUX 3aIaHUN

OLICHUBATD CJIOKUBIIYHOCA CUTyaluto,

JEHCTBOBATH C €€ YUETOM,

- 3¢(eKTUBHO B3aUMOJIEIICTBOBATh B KOMAH/IE, Ouenka PE3yJIbTATOB OESITEIIbHOCTH
CTYACHTOB npu BBITNTOJIHEHHUHN

CUTYAIIMOHHLIX 3aaa4

- B3aUMOAEHCTBOBAaTH  CO  CTPYKTYPHBIMHU
MOApa3IeICHUSIMHA oOpa3oBaTeNbHON
OpPTaHU3aLMH, C KOTOPBIMU O0YYarOIUECs] BXOAST
B KOHTAKT,

®poHTanbHbI onpoc. TectuposaHue

- CTaBUThb 3a7aud  MpOoQECCHOHAIBHOTO U

JIMYHOCTHOTO PA3BUTHUA,

OueHka  pe3ysibTaToB
CTYIEHTOB pH
CUTYallMOHHBIX 3a4a4

JACATCIIBHOCTH
BBITNTOJIHEHHUHN

Ilepeuens 3HaHUI, OCBAUBACMBIX 8 PAMKAX
OUCYUNIUHBI

- TEOPETHYECKHE  OCHOBBI, CTPYKTYypy H
COZlepaKaHue IpoLecca AeJI0BOH KOMMY HUKALUY,

OrueHka pe3yJbTaToOB CTYEHTOB NPU
TECTUPOBAHUHU WJIM AHKETHPOBAHUU

- MeToabl U crmocoObl d(dexkTuBHOrO OOIIEHUS,
NPOSIBJISIFOLITNECS B BBIOOPE CPENCTB YOSIKISHHS U
OKa3aHMU BJIMSHUS HAa MAPTHEPOB MO OOIIEHHIO;

OrueHka pe3yJbTaToOB CTYEHTOB NPU
TECTUPOBAHUHU WJIM AHKETHPOBAHUU

MMPUEMbI ICUXOJIOTUYUECKON 3alUThI JJUYHOCTHU OT
HEraTUBHBIX, TPAaBMHUPYKIOIUX IEPEKUBAHUM,
CIOCOOBI aanTalllu,

HHAWBUAYAJIBHOC 3a1aHUC

CHIOCOOBI IPeAy IPEXKAECHUST KOHQINKTOB U
BBIXOJ1a M3 KOH(JIMKTHBIX CUTYaLUH,

HHAWBUAYAJIBHOC 3a1aHUC

npaBujia akKTHUBHOI'O CTHUJIA O6H_I6HI/I$I u YCHGLHHOﬁ
CAMOIIPE3CHTALIMH B I[GJ'IOBOfI KOMMYHUKALUH.

MOATOTOBKA COOOIIEHNH 1 MPE3eHTALII
I10 TEMaM




IIpunoxenue 5.1
k OOII no crnenuaabHOCTH
46.02.01 /lokymenmayuonnoe obecneyeHue ynpas/ieHus U apxXueoseoenue

MUWHHUCTEPCTBO OBPA30BAHMA 1 HAYKU PECITYBJIMKHU JATECTAH
TlocynapcTBeHHOE Or03KeTHOE MTPOodecCHOHANBHOE 00pa30BaATEIbHOE YUPEIKICHIE
PecniyOnuku [larectan
«Komnemk mamuHocTpoenus u cepBuca um. C. OpmKOHUKHUI3E

PABOYAS ITIPOTPAMMA YYEBHOM MPAKTUKHA

«IIM. 01 «cOCYINECTBJEHUE OPTAHN3AIIMOHHOI'O "
JOKYMEHTAIMOHHOI'O OBECIIEYEHUA AEATEJIBHOCTHU OPTAHU3ALIIUN»

Koa u HauMeHOBaHNE CIEUUATBbHOCTH:
46.02.01 JJokyMeHTaIMOHHOE OOeCIieueHNe YIPABICHUS U apXUBOBEIEHUE
Bxoasei B coctaB YI'C 46.00.00 UcTropusi u apxeosiorust

KBanudukarust BeITyCKHUKA!
CrnenuaiucT no A0KyMeHTALHOHHOMY o0ecliedeHUI0 YIIPABJIEHHSI U APXHBHOMY /eIy

Kacnouiick 2023r.



OJIOBPEHO YTBEPXIAIO

LMKI0BOM KOMHCCHEH SKOHOMHYECKHX 3aM. IUPEKTOPA 1O YUeGHO-
JUCLMILTHH POM3BOACTREAHON paGoTe
Mpotokon Ne 70 or« 3 » 6 2023r. el
'yﬁf’ﬁ' 24 Xacapos A.A.
Tpencenaress LK npaniich s
i[lk P OcmanoBa JXK.M. « ('t 2023 1.

IIOAIINCH

Pa6ouas nporpamma y4yeGHoii npaktuka 01 paspaGoTaHa Ha OCHOBE:

- ®enepanbHOro  roCylapcTBEHHOrO  00pa3oBaTeNbHOrO  CTaHAApPTa CpEHHEro
npodeccroHanbHOrO 06pazoBanus mo crennanbHocTH 46.02.01 «J[0OKyMEHTAaMOHHOE
obecreucHHE yNpaBleHHS M apXHBOBEICHHE», BXONALIEH B COCTaB YKPYIHEHHOM
rpynnsl cneuuansHocTed 46.00.00 Hcropust u apxeonorus, yTBepxKISHHOTO MPUKA30M
Muno6prayku Poccun Ne 778 ot 26 aBrycra 2022 r.  (3apeructpuposano B MuHocTe
Poccun 30 centabps 2022r. Ne 70318);

- PabGouert mporpammbr  «IIM.01  «OcymecTBieHHe  OpraHM3allMOHHOIO U
JOKYMEHTAIlHOHHOr0 00eCnedeH sl NeATeIbHOCTH OPraHu3aIiumy;

B COOTBETCTBHHU ¢ pabo4nM yueOHBIM IUTaHOM KoJulemka Ha 2023/2024 yueGHEli rof.

PaspaboTtunku:

- Hemamnosa 3.10. - npenogmasarens ['BIIOY PJ[ «Komremxk MalIMHOCTPOESHHS H
cepauca uM. C.OpIKOHUKHIIZEY;

- Kanuesa X K. - npenonasarens I'BIIOY PJI «Komnemk MalnHOCTPOSHHS U CEPBHUCA
uM. C.OpIKOHUKUIBEY.

© Hcmannosa 3aitna6 HOpeesna 2023
© Kanuesa Xammxar Kyp6anmaromenossa 2023

© TBIOY PA «Konnemk MaliMHOCTpoeHus K ceprica M. C.OpmxoHrkuaze» 2023
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2. CTPYKTYPA U COJIEP)KAHUE YYEBHOM MPAKTUKHA
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1.0BIIASI XAPAKTEPUCTUKA PABOYEI ITPOTPAMMBI YUYEBHOM ITPAKTHUKHA

1.1. Hears u niiaHupyemMble pe3yJibTAThI OCBOEGHHS Y4eOHOH NPAKTHKH
B pesynbrare mpoxoxaeHUs yu4eOHOW MPAKTHKU OOYYAOIIHMICS JOJKEH OCBOWTH OCHOBHOM
BUA AestenbHOCTH OCyIecTBIeHHEe OPraHU3aMOHHOIO U TIOKYMEHTAIIOHHOTO 00eCIeUeHHsI
NESITeIPHOCTH  OPraHM3allMd W COOTBETCTBYIOIIHME €My O0IlMe KOMIETEeHIHH, U
npodeCCHOHATbHBIE KOMITETEHITUH

1.1.1. IlepeueHp 00X KOMITETEHINH:

Kon HanmeHoBaHHe 00IIUX KOMMETEHIUI

OK 01 Beibupats criocoOsl pemenns 3aga4d npoQecCHOHATBHON NesITeTbHOCTH
MPUMEHUTETBHO K PAa3IMYHbIM KOHTEKCTAM
Hcnonp30BaTh COBPEMEHHBIE CPEACTBA NIONCKA, aHAJM3a U HHTEPIIPETALUN

OK 02 uH(pOpMAIH, U UHPOPMALMOHHBIE TEXHOJOTUHU JJIsI BBITIOJTHEHUS 3a/1a4
poheCCUOHATTLHON AeSITEIbHOCTH

OK 04 OddexTuBHO B3aUMOIEHCTBOBATH 1 PadOTaTh B KOJUIGKTHBE U KOMAaH/IE
OcCy1ecTBIATh YCTHYIO U MIUCbMEHHYI0 KOMMYHHKAIIHIO HA TOCY1apCTBEHHOM

OK 05 si3pike Poccutickoit denepanuu ¢ y4€ToM 0COOEHHOCTEH COITMAIBHOTO
U KYJIETYPHOTO KOHTEKCTa

OK 09 ITonp3oBathest mpodeccrHoHaNbHON TOKYMEHTAIMEH Ha TOCY JapCTBEHHOM
U MTHOCTPAHHOM SI3bIKaX

1.1.2. TlepeueHp npodecCHOHATBHBIX KOMITETEHIIUH

Kon HanmeHoBaHHE BHAOB A€SITEJIbHOCTH H NPO(PEeCCHOHATBHBIX KOMIIETEHIHI

BA1 OcymecTBjIeHHEe OPraHU3ALHMOHHOI0 U JOKYMEHTALMOHHOTO 00ecne4yeHus
AesiTeJIbHOCTH OPraHu3aAlHH

K 1.1. | OcyuiecTBisITh NpHEM-TIEpENady YIIPaBISHUECKON HHPOPMALIMU C TIOMOIIBIO
CPENCTB
UH(POPMALIMOHHBIX H KOMMYHUKALIHOHHBIX TEXHOJIOTHA.

IIK 1.2. | Koopaunuposars padoTy NPUEMHOHN PyKOBOIUTES, 30H PHEMa PA3TUIHBIX
KaTeropuil MOCeTUTENe OPraHu3alni.

IIK 1.3. | Bnagets HaBbIKaMU TUTAHUPOBaHUS PabOYEro BpEMEHU PyKOBOIHUTENSI U CEKPETapsi.

K 1.4. | OcymecTBisATh NOATOTOBKY JEJOBBIX MOE30K PYKOBOIUTEIS U APYTHX
COTPYIHUKOB
OpraHU3aINH.

K 1.5. | Bnagets ciocobamu opranusanuu pabodero mpoCTpaHCTBA MPUEMHON 1 kabuHeTa
PYKOBOIUTEIIS.

IIK 1.6. | OcyuecTBisiTh padoOTy IO MOATOTOBKE M MPOBEACHUIO KOH()EPEHTHBIX
MepOMnpHsITHi, obecreunBaTh HHPOPMALIMOHHOE B3aUMOJECHCTBIE PYKOBOAUTEINS C
NOJPA3ENIEHUSIMH U TOJDKHOCTHBIMH JIMIIAMH OPTaHU3aLHH.

JIP 13. | JIeMOHCTpUPYIOIINI TOTOBHOCTh M CITOCOOHOCTH BECTH JUAJIOT ¢ APYTHMH JIFOIbMHU,




IOCTUraTh B HEM B3aUMOIIOHUMAHMSI, HAXOIUTh OOIIHe LEIH U COTPYIHUYATD JUISI
UX JOCTHIKEHHSI B PO ECCHOHATBHON AEATENbHOCTH.

JIP 14. | [IposiBisito1mii CO3HATEIbHOE OTHOIIEHUE K HETIPEPHIBHOMY OOPa30BaHUIO KaK
YCJIOBHIO YCHEITHOH MpodecCHOHANbHON 1 O0IEeCTBEHHOU NEATETbHOCTH.

JIP 15. | [IposBnsirorumii rpaskJaHCKOE OTHOLIEHHE K TPO(EeCCHOHANBHON NeSITETbHOCTH KaK
K BO3MOKHOCTH JITYHOT'O YYACTHS B PELICHUH OOINECTBEHHBIX, TOCY1apCTBEHHBIX,
OO0IIEHAIIMOHAIBHBIX POOIIEM.

JIP 16. | IIppHuMaroniuii OCHOBBI SKOJIOTHYECKON KYJIbTYPbl, COOTBETCTBYIOLIEH
COBPEMEHHOMY YPOBHIO 3KOJIOTUYECKOTO MBILLICHUS, IPUMEHSIOIINI ONbIT
SKOJIOTHYECKH OPUEHTUPOBAHHON pe(hJIEKCUBHO-OLIEHOYHOM U MPAKTHYECKOH
NEeSITEIbHOCTH B JKU3HEHHBIX CUTYALUSIX U MPO(eCcCHOHANBHON NeATeTbHOCTH.

JIP 17. | IlposBnstomuil HEHHOCTHOE OTHOLIEHHE K KYJIbTYPE U UCKYCCTBY, K KYJIBTyp€e peyu
Y KyJIbTyp€ MOBEICHUS, K KPacOTe U TAPMOHUU.

JIP 18. | CniocoOHBIH K CAMOCTOSITEIBHOMY PEIISHUIO BOIIPOCOB YKU3HEY CTPOMCTBA.

JIP 19. | CiocoGHbIH K MPUMEHEHUIO HHCTPYMEHTOB 1 METOAOB OEPEKIIMBOIO IPOU3BOCTBA.

JIP 20. | YMmerommii OBICTPO MPUHUMATD PELICHUS, PACTIPEAEISTh COOCTBEHHBIE PECYPChI U
yIIPaBIsATh CBOMM BpEMEHEM

JIP 21. | CiocoGHBIH K MPUMEHEHHIO JIOTUCTUKH HABBIKOB B PELICHUU JINYHBIX U
npodecCHOHATBHBIX 3a71a4

JIP 22. | YMmeHue peanu3oBaTh JUACPCKUE KaueCTBa Ha MPOU3BOJCTBE.

JIP 23. | CtpeccoycTOHYHBOCTh, KOMMYHHUKA0EITBHOCTD.

JIP 24. | MotuBaius K caMo0Opa30BaHMIO U PA3BHUTHIO.

JIP 25. | OTBEeTCTBEHHOCTD 3a Pe3yJIbTaT YueOHOH AeATeIbHOCTU U MOATOTOBKH K
poeCCUOHATTLHOM eI TEIbHOCTH.

JIP 26. | MotuBaius k caMooOpa30BaHUIO U PA3BUTHIO

JIP 27. OTBETCTBEHHOCTD 32 PE3yJIbTaT yUeOHOM NESITEIbHOCTH U TTOJTOTOBKH K
npoheCCUOHATIBHON AeSITeTbHOCTU

1.1.3. B pesynbraTe ocBOeHUs MPOQPECCHOHATBPHOTO MOYJIsi 00y YaIOIIUNACS AOIKEH:

Bnaners [onyuenust HeodOxoanMMOi HHGOPMALNH U TTepeNadl CAaHKIIMOHUPOBAHHOM
HaBbIKAMH UH(pOPMALIUY C UCTIOIB30BAHHUEM CPENCTB MH(POPMAIIIOHHBIX U
KOMMYHHUKALMOHHBIX TEXHOJIOTUH.

Koopannanuu paboTsl NPpUEMHOI PyKOBOIUTENS M 30H MPUEMA PA3ITUIHBIX
KaTeropuil MOCETUTENEN OPraHNu3aluH.

[TnarupoBanus pabodero BpeMeHH PyKOBOIUTENS U pabodero IHs
CEeKpeTapsl.

Opranuzanuy AeN0BBIX MOE310K PyKOBOIUTENS U APYTUX COTPYIHUKOB
OpraHu3alLuu.

Opranm3anmy 1 noaaep:kanus GyHKIHOHAIBHOTO pabodero mpocTPaHCTBa.
Oprann3anmy NOATOTOBKHU M MTPOBEACHUS KOHYEPEHTHBIX MEPOIIPUATHH,
obecnieueHnst ”HPOPMALTMOHHOTO B3aUMOACHCTBUS PYKOBOAUTEIS C
MOAPA3AEICHUAMH U JOJKHOCTHBIMH JIMLIAMHU OPTaHU3aLIUN.

OdopmiieHns: OpraHu3alMOHHO-PACTIOPSIUTEIbHBIX JOKYMEHTOB H




OpraHu3auuy paboThl C HUIMH, B TOM YHUCJIE C HCIOIb30BAHHEM
ABTOMATU3UPOBAHHBIX CHCTEM.

OdopmiieHust TOKYMEHTOB 10 JINUHOMY COCTaBY U OpPraHU3aLuH PabOThI C
HUMH, B TOM YHCJIE C UCIOJIb30BAHHEM aBTOMATH3HPOBAHHBIX CHCTEM.
Oprasn3anmy TeKyLero XpaHeHus: JOKYMEHTOB, 00pabOTKU A€ ISt
OIEPaTHBHOIO U apXUBHOTO XPAHEHHSI, B TOM YHCJIE C UCTIOIb30BAHHUEM
ABTOMATU3UPOBAHHBIX CHCTEM.

VYmern

OpPTraHU30BBIBATH pabodee MECTO B COOTBETCTBUU C TPEOOBAHUSIMHU
SPrOHOMHKH U KYJIBTYPBI TPYAA,;

obecrnieunBaTh padouee MecTo 1 (pyHKIIMOHAIBHOE padoyee MPOCTPAHCTBO
HEOOXOIMMBIMHU CPEICTBAMH OPTaHU3ALMOHHON TEXHUKH, MEOENbIO U
KaHIESIPCKUMHU TIPUHAJICIKHOCTSIMH,

NOJAEePKUBATh CPEICTBA OPraHU3AIIMOHHON TEXHUKH B pabodeM
COCTOSIHUY,

NPUMEHSTh B paboTe cpeacTBa MHPOPMALIMOHHBIX U KOMMY HUKALIMOHHBIX
TEXHOJIOTHIA;

HCIOJIb30BATh CPEACTBA HMH(OPMALIMOHHBIX U KOMMY HUKALIMOHHBIX
TEXHOJIOTHI I Oy YeHHs U nepeaayn HHPpOopMaLny,;

yCTaHABJIMBATh U MOANEPKUBATH KOMMY HUKAIIHH B TIPOLIECCE IEJIOBOTO
OOIIEHUS C MOMOIIBIO CPEACTB NH(POPMAIIMOHHBIX 1 KOMMYHUKAIIHOHHBIX
TEXHOJIOTHIA;

ocymiecTBIsATh cOop, 00paboTky HHPOPMAINH, CUCTEMATH3AIUIO
MOJIy4a€MbIX H IEPeIaBaeMbIX JaHHBIX,

OCYIECTBIISATh TIPOBEPKY JOCTOBEPHOCTH, MOJHOTHI U
HETPOTUBOPEYMBOCTH JAHHBIX, UCKIIFOUEHUE Ty OJIMPOBaHUs HH(OPMALIHH,
CTJIAKMBATh KOH(MJIMKTHBIE U CJIOXKHBIE CUTYalUN MEXIIMIHOCTHOTO
B3aUMOJICUCTBUS,

COOIOIATh STUKET U OCHOBBI MEXKTy HAPOJHOTO MIPOTOKOIA,
obecrneunBaTh HHQOPMALIMOHHYIO 0€30MacHOCTD AEATEIbHOCTU
OpraHu3aLuy,

BECTH U UCIIOJIb30BaTh B padoTe 6a3y KOHTAKTOB OPTaHU3ALINY,

BECTH YUETHBIE PETUCTPALIIOHHBIE (POPMBI, NCTIONIB30BATh UX IS
WH(POPMALMOHHON pabOoThI 1 PabOTHI IO KOHTPOJIFO UCTIOTHEHHUS
MOPY4eHUH;

BCTPEYATh MOCETUTENEH, MTOTyYaTh EPBUUHYIO HHPOPMALIHIO O
MOCETHUTEIISIX, YCTAHABINBATD MOPSIIOK MPUEMA IUISl PA3TUYHBIX KATETOPHi
MOCETUTEIICUITPIUHUMATD MEPHI 110 COXPAHEHUIO KOHQHUICHIINATBHOM
uH(pOpPMALIUHU B XO/€ MPUEMA TIOCETHTENEH;

BECTH YUETHBIE PETUCTPALIMOHHBIE (POPMBI 110 IPUEMY TTOCETUTENEH U
oopmIsITE IpomyCKa;

OCYIIECTBIIATh PUEM, TIEpeaady U OTIPABKY TOKYMEHTOB;
OPTaHH30BBIBATH U OPOHUPOBATH MEPETOBOPHBIE KOMHATHI,

cepBUpPOBaTh YaitHble (KodeitHbie) CTONbI B 0drce;

BBIOMPATh (POPMBI TNIAHUPOBAHUS 1 OPOPMIISTE TUIAHHPOBIIUK




(opraHaiizep) pyKOBOIUTEIS U CEKpeTaps,

yCTaHABJIMBATD LIEJIH, ONPEACTSITh IPHOPUTETHOCTD U OYEPENHOCTD
BBINOJIHEHUs paboT u 3¢pdexTnBHO pacpenensTs paboyuee BpeMms;
COTJIACOBBIBATh BCTPEYH M MEPOTIPHUSITHS U BHOCUTH HH(POPMAIIHIO B
TJIAHUPOBINUK (OpraHaiizep);

UH(POPMHUPOBATH PYKOBOAUTENS O NMPUOIMKEHHH BPEMEHH H PETJIaMEHTe
3aIUTAHUPOBAHHBIX BCTPEY M MEPONPHUSATHIA;

BBIOMPATH ONTHUMAJIbHBIE CITOCOOBI BHELITHETO U BHY TPEHHETO
UH(POPMHUPOBAHUS O TUITAHUPYEMBIX MEPOTIPHSTHSAX,

COCTABJIATH U OOPMIIATH TOKYMEHTBI JIS 1€JIOBBIX MOE3/0K;
OCYILECTBIISITh TPEBEN-TIOAAEPIKKY IEIOBBIX MOE30K;

COrJIACOBBIBAThH C MPUHUMAIOLIEH CTOPOHON MPOTOKOJ IUIAHUPY €MBIX
MEpPONPUSATHIA U POPMHUPOBATE MPOrPAMMY AEJIOBOH IMOE3AKHY,
UCTIOJIB30BATh CPEACTBA HHYOPMALIMOHHBIX U KOMMY HUKALTHOHHBIX
TEXHOJIOTUH 7151 0OecreueH s B3aMOACHCTBUS C PyKOBOJUTENIEM BO
BpEMsl €0 eJIOBOM MOE3AKH,

o(hopMIISITE OTUETHBIE TOKYMEHTHI O I€JIOBOH MOE3IKE.

OPTaHU30BBIBATH MPOLIECC MOATOTOBKH U NMPOBEIEHUE KOHPEPEHTHOTO
MEPONPUSITHSI UHAUBUAYAIBHO U B COCTaBe padoUeil rpy s,
IOKYMEHTHPOBATh Pa3HbIE STAIbI MPOLEAYPbl IOATOTOBKU U MPOBEICHUS
KOH(EPEHTHOTO MEPONPHUSATHS,

COCTABJIATH MPOEKTHI OPTaHU3ALMOHHBIX, PACTIOPSAUTENbHBIX U
UH(POPMALIMOHHO-CITPABOYHBIX TOKYMEHTOB, B TOM YHCJIE IOKYMEHTOB,
conepskanx KOHQUASHINATBHYIO HHPOPMAITHIO,

o(hopMIISITE OpPraHU3aLMOHHO-PACTIOPSAANTEIbHBIE JOKYMEHTHI (OpPUTHUHAIIBI
U KOIIHN);

CKaHUPOBATb, KOMMUPOBATh U KOHBEPTHPOBATb JOKYMEHTHI B PAa3JINYHbIE
dbopmarsr,

OCYIIECTBIISATh IPOBEPKY NMPOEKTOB JOKYMEHTOB Ha COOTBETCTBHE
NpaBUJIaM AEJIONPOU3BOICTBA,

NPUHUMATD U POBOANTH MEPBUUHYIO 00pabOTKY BXOASIINX JOKYMEHTOB,
MPOBOIUTH MPEIBAPUTEILHOE PACCMOTPEHNE BXOMALINX U BHY TPEHHHUX
TOKYMEHTOB,

PEerucTpUpPOBATh BXOASIINE, UCXOAALINE U BHYTPEHHUE JOKYMEHTHI,
KOHTPOJIMPOBATh MApPLIPYTHU3ALIUIO TOKYMEHTOIIOTOKOB B OpPraHU3aLuU
(cornmacoBaHue, NOANMCAHUE, YTBEPIKACHHIE, PErUCTPALINS, O3HAKOMIICHHE
U MICTIOJIHEHHE JTOKYMEHTOB);

OCYILECTBIISATH CPOKOBBIH KOHTPOJIb UCIIOJIHEHHSI JOKYMEHTOB,
OCYIIECTBIIATE OOPabOTKY M OTIPABKY UCXOSIINX JOKYMEHTOB,;
COCTABJIATH OTYETHI U AHATUTUYECKHIE CIIPABKU 00 MCIIOJIHEHUH
TOKYMEHTOB,

BECTH WH(POPMALIMOHHO-CIIPABOYHYIO pabOTy MO JOKyMEHTaM,
OCYIIECTBIISATh PabOTy C OPraHU3aLUOHHO-PACTIOPSIUTETbHBIMU
IOKyMEHTAMH B aBTOMAaTH3UPOBAHHBIX CUCTEMAX;




o0ecreunBaTh COXPAHHOCTD MEPCOHANBHBIX TaHHBIX PAOOTHUKOB,
OPTaHHU30BBIBATE TOKYMEHTOOOOPOT MO MPEACTABICHUIO JOKYMEHTOB 110
NEPCOHANY B rOCY1apCTBEHHBIE OPTaHHbl;

OPTaHHU30BBIBATH TOKYMEHTOOOOPOT MO YUETY U ABMKEHUIO paOOTHHUKOB;
BECTH BOMHCKHH Y4€T pabOTHHKOB,

BECTH Yu€T pabouero BpeMeHH padOTHHKOB,

o(hOopMIISITE OpPraHU3aLMOHHO-PACTIOPSANTEIBHBIE JOKYMEHTHI 110 JINIHOMY
COCTaBy;

BECTH PETUCTPALIHIO, YUET, OTIEPATUBHOE XPAHEHHE TOKYMEHTOB 10
JMYHOMY COCTaBY,

BECTH JOKYMEHTALIUIO, TOATBEPKAAIOIIYI0 CBEACHUS O TPYAOBOU
AESITEIbHOCTH U TPYOBOM CTaXke PaOOTHUKOB,

(dbopMHUPOBATH TUYHBIE N1ej1a PAOOTHUKOB,

oopMIISITE eNa IO JIMYHOMY COCTaBY ISl MEPENavl B apXHB
OpraHu3aLuy,

padoTaTh co criennaTu3uPOBAaHHBIMU HH(OPMAITIOHHBIMH CUCTEMaMH H
0a3aMM JaHHBIX 110 BEIEHHUIO YUYETA U IBUKEHUIO PAOOTHHUKOB;
pa3pabaTbIBaTh HOMEHKJIATYPY J€J OPTaHU3aLUH;

NPOBEPATH MPABHUILHOCTE OQOPMIICHHUST TOKYMEHTOB U OTMETKH 00 nX
UCTIOJIHEHUH Tiepe uX GOpMUPOBAHUEM B AEJIO AJISI OCIEAYIOLIETO
XPaHEHHS,

¢dbopMupoBaTh Aena, KOHTPOIUPOBATH MTPABHIBHOE U CBOCBPEMEHHOE
pacripenienieHre U MOAIINBKY TOKYMEHTOB B JieJla B COOTBETCTBUU C
HOMEHKJIATy PO e,

NPOBEPSATH CPOKHU XPAHEHHsI JOKYMEHTOB, COCTABJIATH MPOTOKOJ PaOOTHI
SKCIIEPTHOM KOMHCCHH TI0 TIOATOTOBKE TOKYMEHTOB K Mepeaaye B apXuB,
COCTABJIATD AKT O BBIACJIEHUH K YHUYTOXXEHUIO TOKYMEHTOB, HE
MOJUIeXKALTUX XPAHEHUIO;

COCTABJIATD aKT 00 YHHUYTOXKEHUHN IOKYMEHTOB;

OCYILECTBIISATh TIOJHOE UM YaCTUYHOE OPOpMIICHHE AET BPEMEHHOTO,
MIOCTOSIHHOT'O, IOJITOBPEMEHHOT'O CPOKOB XPAHEHUS,

COCTABJIATD OIUCH JeJ1 CTPYKTYPHBIX OAPA3AEIEHHUH TOCTOSIHHOTO,
JOJTOBPEMEHHOT'O CPOKOB XPAHEHUS ISl Tepeadu 1ej B apXuB
OpTaHU3aLNH.

3Harte

HOpPMATHUBHbBIE MTPaBOBbIE aKThI Poccutickoit deneparuu B cdhepe
PIH(l)OpMaL[I/IOHHbIX U KOMMYHUKAIHOHHBIX TeXHO.]'IOl"I/II\/'Ij I10 3a1uTe
uHpopmauuu, nHPOpMALMOHHOH Oe30macHoCTH, 1Mo padoTe ¢
oOpalleHHssMHU rpakaaH, M0 OPraHU3aLly IEJIOBOM MOE3IKH, B chepe
IeJOMPOM3BOACTBA U APXUBHOTO [Ie1a, B chepe peryiupoBaHus TPYAOBBIX
OTHOIIIEHUI,

JIOKAJIbHBIC HOPMATUBHBIC AKThI, PCTJIAMCHTHPYOIUE ACATCIbHOCTD

city kOBl TEJIONPOU3BOMICTBA U €€ PaOOTHUKOB, OPraHU3aLUI0 BEICHUS
IeJIONMPOM3BOACTRA, Niepenayy e B apXUB OPraHH3aLUH, a TAKXKe
perylaMeHTHPYIOLIKE TPYAOBbIE OTHOLICHHS,




CTPYKTYpPYy OpraHu3aiuy, e€ 3a1auu 1 QyHKLHH, pacnpeaeneHne GyHKInn
MEXKIY CTPYKTYPHBIMH MOAPA3IEICHUSIMHI U CIIEUATUCTAMH,
TpeOOBaHUsI OXPaHBI TPy, MPOU3BOACTBEHHON CAHUTAPUH,
MPOTHUBONOXKAPHON 3aLUNTHI,

OCHOBBI IPABHJIBHOM OpraHN3aluy TPyda U METO/IbI MTOBBILICHHUS €T0

s dexTuBHOCTH,

OCHOBBI YIIPABJICHHSI BPEMEHEM,

BUBI OPraHU3ALMOHHON TEXHUKH U TpaBuiia paboOThI C Hel,

MeToabl 00paboTKH | 3aIHUThI HHPOPMALMH C TPUMEHEHHEM CPEICTB
UH(POPMALMOHHBIX 1 KOMMYHHUKALMOHHBIX TEXHOJIOTUH,

COBpPEMEHHbIe HHPOPMALIMOHHBIE 1 KOMMYHHUKALIMOHHBIE TEXHOJIOTHH,
NpUMEHsIeMbIe B padOTe C JOKYMEHTAMH, B TOM YHCJIE 110 JIUIHOMY
COCTaBy;

STUKET U OCHOBBI MEKTy HAPOHOTO MPOTOKOIIA,

STUKY AEJIOBOTO OOIIEHMUS,

NpaBUJIa PyCCKOTO SI3BIKA,

NpaBUJIa PEUEBOrO 3TUKETA,

NpaBUiIa MOAACPIKAHUS U Pa3BUTHSI MEXKJIMYHOCTHBIX OTHOLICHUH,
NpaBUJIa MIPOBEACHUS 1E€JIOBBIX TIEPErOBOPOB;

NpaBUJIa OPraHU3aALNH MPUEMA TIOCETHTENEH;

NpaBUiIa CEPBUPOBKH YaiHOTO (KOQeHHOro) cTona,;

MOPSIIOK MOATOTOBKU U TOKYMEHTHPOBAHUS 1€JIOBOH MOE3NIKH;
HUHTEPHET-PECYPCHI AJIs1 OCYLIECTBICHUS TPEBEI-MIOIAEPIKKH JEIOBBIX
N0E370K;

KOMILIEKC OPTraHU3aMOHHO-TEXHIUECKUX MEPOIPUSTHIA MO OATOTOBKE U
NPOBENCHUIO KOH)EPEHTHBIX MEPONPUSTH,

npaBuiia OQpOpMIICHHS TOKYyMEHTOB, CO31aBAEMBIX B IPOLIECCE MOATOTOBKH
U TIPOBEIEHHSI KOHPEPEHTHOTO MEPONPHUSATHS,

COCTaB BHYTPEHHUX U BHEITHUX HH()OPMAIIHOHHBIX ITOTOKOB,
PYKOBOJCTBO CTPYKTYPHBIX NOAPA3AENIEHIH, 00pa3Lbl MOAMUCEH JIHLI,
UMEOIIUX MPABO MOATUCAHNS U YTBEPIKACHUS TOKYMEHTOB, U
OrpPaHUYEHUS 30H UX OTBETCTBEHHOCTH,

BUBI HOMEHKJIATYp 1€, o0mue TpedoBaHus K HOMEHKJIAType e,
NOPSIIOK PadOTHI C HEl,

nopsiiok GopMUPOBaHUS U OPOPMIIEHUS [, CIeUupUKy (OPMUPOBAHHUS
OTAEJIbHBIX KATErOpUil Ae,

NpaBUjIa XPaHEHHs J€JI, B TOM YHCJIE C TOKYMEHTAMH OTPaHUYEHHOTO
JOCTYTIa,

NpaBUJIa BBIIAYH U MCIIONB30BAHMS JOKYMEHTOB U3 CHOPMUPOBAHHBIX HEI,
TIOPSIIOK UCIIOJIb30BAHMSI TUTIOBBIX MJIM BEIOMCTBEHHBIX MEPEUHEN
TOKYMEHTOB, ONPEAEIICHHsI CPOKOB XPAHEHHSI B IIPOLIECCE SKCIIEPTU3BI
LIEHHOCTH JOKYMEHTOB,

BUBI OMUCEH JeJ1 OPraHN3aluy U MOPSAIOK PadOThl C HUMH.




1.2. KoinuecTBO 4acOB, OTBOAUMOE HA OCBOEHHE Y4eOHOH npakTHKH -36 yacoB (1 Henmens).

2. CTPYKTYPA U COJAEP)KAHUE YUEBHOU MPAKTHKH

2.1. CTpykrypa yueOHOH NPAaKTHKH

O6wem BpemeHH

Konper hopmupyembix OTBOOUMBII Ha
(bopmupy . HaumenoBanue npodeccroHaIbHOrO MOy Jist
KOMIIETEHLIUNA MPAKTUKY

(dac., Hen.)

2

OK 01, OK 02, OK 04, | «IIM. 01 «OcymecTB/jeHHe OPraHU3AMHOHHOTO H 36/ 1

OK 05. OK 09 AOKYMEHTAILIHOHHOI0 o0ecreueHus! AesiTeJIbHOCTH
’ ' OpraHu3aLUN»

K 1.1, IIK 1.2, TIK

13, TIK 14, IIK 1.5,

IIK 1.6, IIK 1.7, TIK

1.8, IIK 1.9.

2




2.2. Copep:kaHue y4yeOHOH NPAKTHKH

Haumenosanue pasaenos Konnue
Bune! nesrenpHOCTH | (TEM), 0O€CTIEUNBAIOLITIX Bunei pador CTBO
BBIMOJIHEHHE BUIOB padoT 4ac.
«IIM. 01 «IIM. 01 «OcymecTBaeHHe OPraHU3ALHOHHOI0 H JOKYMEHTALIHOHHOTI0 o0ecneyeH s JesiTeIbHOCTH OPraHUu3auum» 36
«OcyumecTBieHue
OPraHH3ALHOHHOIO H
AOKYMEHTALHOHHOTO 1. Cosnanue GnaHka JOKyMeHTa U O(pOPMJIEHHE OPraHM3ALMOHHO-PACTIOPSAAUTENLHON NOKyMEHTaluK;, 00paboTka 12
obecreeHust BXOJALINX U UCXOMSIIUX JOKYMEHTOB;
ACHTETLHOCTH 2. CucreMaru3anus JOKyMEHTOB U COCTABJICHHE HOMEHKJIATYPhI €N OpraHu3auuy;, GOpMHPOBAHHE TOKYMEHTOB B 6
OpraHH3ALHN» nena;
3. PernmameHrtauusi cocTtaBa, BUAOB U PA3HOBUAHOCTEN JOKYMEHTOB KOMILIEKCAa HOPMATHUBHO-TIPABOBBIX aKTOB IO 6
(bYHKIMAM U 3a71a4aM YIIPaBICHHS,
4. OnucaHue KOMIUIEKCA HOPMATHBHBIX MPABOBBIX aKTOB B YIIPABJICHYECKOH AEATENLHOCTH U pa3paboTKa MPOEKTOB 6
yIIPaBJIEHYECKUX PELIEeHUHN, IPUHUMAEMbIX Ha UX OCHOBE;
5. ITloaroroBka v NpOBEAEHUE COBEIAHUH, AEJIOBBIX BCTPEY, MPUEMOB U MPE3EHTALIUIM. 6
Bcero: 36




3. YCJIOBUS PEAJIU3AIINN YYEBHOM MPAKTHKHA

3.1. [lna peanu3auuy nNporpamMmbl y4eGHO#H NpPaKTHKH HPeIYyCMOTPEHbI CjeaAylolHe
crenHaJbHbIe MOMelleH s

Kabunersr: NOKyMEHTALMOHHOTO  ODecredeHusi  yIpaBiIeHus, OpraHMu3anuu
CEKpeTapCcKoro OOCHy)KMBaHUs, OCHAIEeHHble oOOpyaoBaHWeM. pabodue CTON U CTyJd IO
KOJIMYECTBY O0ydJaroUInxcs, pabodee MECTO MPENOAaBaTessl, CHCTEMBbl XpaHEHHs 1€ B yueOHOH
KaHIEJSIPUN, TEXHHYECKUMH CPEICTBAMHU OOYUYEHHs: MEPCOHAJIBHBIA KOMIIBIOTEP, MPHUHTED,
CKaHep, KONUpOoBabHbINA annapaT wiu MAO®Y, npoekTop, MHTepaKTHBHAS MPUCTABKA K TOCKE WU
UHTEepaKTHUBHAsl JOCKa,

Jlaboparopun: opraHuzanuu padOTBI € JOKYMEHTaMH, CHCTEM DJIEKTPOHHOTO
JIOKYMEHTOO00pOoTa;, yueOHas KaHLENsApHs, OCHAIeHHble O0OpyNOBAaHMEM: NEPCOHATIBHBIN
KOMIIBIOTEP, MOABEMHO-TIOBOPOTHOE KPECJIO MO KOJHUYECTBY OOYYarOLIUXCS, IPUHTEP, CKaHED,
KOMMUPOBANBHBIA ammapat, (akcummibHbeld anmapar, MuHH ATC, MHOrodpyHKIMOHaIBHOE
ycTpoiictBo MOV (mpunHTep, CKaHep, KOMHp, CPEACTBA CBs3U), OyMaroyHHYTOKUTEb
u OymaropesaTtenpbHOE YCTPOICTBO, JIAMHHATOP, OpOIIIOPATOp, KOHBEPTOBCKPHIBATEND,
KaHLENAPCKUe medyaTd (OTTHUCK IMeYaTH) M INTaMmbl Uit OOpabOTKHM HOKYMEHTOB (OTMETKa
O TIOCTYIUIGHHH, OTMETKa O KOHTpPOJE), Majiasi KaHLEIAPUS MO KOJHYECTBY OOyYaOIIHXCS
B COOTBETCTBHH C MH(PACTPYKTYPHBIM JIUCTOM.

IlepconanpHblE KOMIBIOTEPHL:

C JOCTYIIOM K JIOKAJBHOH ceTH ydeOHOro saBeneHus, roOajbHOH CETH WHTEpHeT,
CIPaBOYHO-TIPABOBOI CHCTEME, 3JIEKTPOHHBIM OHOJIMOTEYHBIM CUCTEMAM,

NPOrpaMMHOE OO€CIiedeHre: TEeKCTOBBIH, TaONWYHBIA PEAAKTOpP, MPOrpamMma CO3TaHHS
npesentaunii, CYB]I, nepcoHanbHblii HHPOPMALMOHHBIM MEHEKEp ¢ (QYHKIHSIMH MOYTOBOTO
kianeHTa u Groupware, cucTeMa 3JIEKTPOHHOIO JOKYMEHTOOOOpPOTa, apXHMBATOp, MPOrpamMMbl
CKAHHUPOBAaHHS U KOHBEPTUPOBAHHUsS TOKYyMEHTOB, MPOrpaMMbl [JIsl HNOATOTOBKH JOKYMEHTOB
K [epenaye B apXuB.

3.2. UnpopmanoHHoe obecrneyeHHe peaju3alHi NporpaMmbl

Jns  peamuszanmyd  mporpaMMbl  OMONMOTEeUHBIM (HOHA HMMeEeT TIeYaTHbIe W/WJH
AIEKTPOHHBIE O0Opa3oBaTeNbHble W WH(POPMALMOHHBIE PECYPChl, MJII HUCIOJB30BAHUS B
obpazosarenbHoM mporiecce. [Ipu hopmuposanmu 6udmoredHoro GoHna BEIOUpAETCst He MEHee
OJTHOTO U3JaHUs U3 MEePEUNCIICHHBIX HIIKE NMEYaTHBIX M3IaHUN U (WUJIH) SJIEK TPOHHBIX U3JaHUI B
Ka4eCTBE OCHOBHOT'O, MPU 3TOM CITUCOK MOYKET OBITh JOMOJIHEH HOBBIMU H3NAHHSIMU.

3.2.1. OcHOBHbIE MEYATHBIE U IEKTPOHHbIE H3AAHHUS

1. Abynanze /1. I'. JlokyMeHTalIMOHHOE 0OCCIICUCHHE YIIPABICHUS NEPCOHAIOM: VICOHHK U
NPaKTHKYM A7 cpeaHero npodeccronamsHoro obpazosanus / I, I'. Adynanse, M. b. Bempsokkuna, B,
M. MacnoBa. — 2-¢ u3a., nepepab. u mon. — Mocksa: Mzmarenscto FHpaiit, 2022, — 370 ¢. —
(ITpodeccnonanpuoe odpazosanue). — ISBN 978-5-534-15076-6. — Texct: snextponnsii // IBC
IOpaiir [caiir]. — TIRL: https://urait. ru/bcode/487121.

2 AnryxoBa, H.®. Cucrembl 3ICKTPOHHOTO AOKYMEHTOOOOpOTA: yueOHOS mocobue /
AnryxoBa H.®., JIzrobenko A JL, Jlocesa B B, Yeunkos HO.b. — Mocksa: KuoPyc, 2022, — 201 ¢. —
ISBN 978-5-406-02705-9. — URL: https://book.ru/book/936560. — TekcT: 31CKTPOHHEBIH.

g Kopnees, U. K. JlokymeHTaimionHoe obecrieucHUE YIPABICHUS: VICOHUK H MPAKTHKYM
st cpeanero mpodeccuonansaoro oopasosanus / Y. K. Kopuees, A. B. [Timenko, B. A. Mamypues, —
2-¢ u3a., mepepad. u gon. — Mocksa: UznarensctBo WOpaiit, 2022, — 384 ¢. — (Ilpodeccronansroe


https://urait.ni/bcode/487121
https://book.ni/book/936560

obpazosanue). — ISBN 978-5-534-05022-6. — Tekcr: anekrponnsiii / IBC Hpaiir [caiir]. — URL:
https://urait.ru/bcode/472550.

4, Kaceanosa, I'. HO. Jlenonpouseoactso u apyrue acnekrsl pabotel cexperaps / 1O.
KaceanoBa — 7-¢ m3a., mepepab. u gon. — Mocksa: M3matensctBo Abak, 2020. — 304 c.

3.2.2. /lonoiHUTE/IbHbIE HCTOYHHKH

1. Anapeesa B.U. [emonpou3BoACcTBO: OpraHu3aiius U BEACHHC. YUCOHO-ITPAKTHUYCCKOS
nocobue / Auapeesa B.M. — Mocksa: KuoPyc, 2020. — 294 ¢. — ISBN 978-5-406-00580-4. — URL:
https://book.ru/book/934225. — TekcT : 3MCKTPOHHBIN.

2. Amnzoposa C.I1. Oprannzamus TpyAa roCyAapCTBCHHBIX H MYHHLUIAIBHBIX CITYKAINUX
yuebnoe nocodue / C.II. Anzoposa, C.I. ®enopuykosa. — Mocksa : MH®PA-M, 2022. — 160 c. —
(Beicuiee ob6pazosanue: bakamaspuar). - ISBN 978-5-16-016369-7. - Tekcr : saekrponnsiin. - URL:
https://znanium.com/catalog/product/1151473. — Pexxum noctyna; mo moAmucke.

3. bynar P.E. JlokyMeHTalMOHHOE OOCCICUCHUE VIPABACHHUS MEPCOHANIOM. YICOHOS
nocobue / P. E. bynar. — Mocksa: MHOPA-M, 2019. — 234 ¢. + [on. marepuansl [[IaCKTPOHHBIN
pecype]]. — (Beicinee obpazosanue: bakanaspuar). - ISBN 978-5-16-010318-1. - TeKkCT: 3MCKTPOHHBIH.
- URL: https://znanium.com/catalog/product/1007087. — Pexum goctyna; mo moAmmucke.

4. I'vryea T.A. KonduaenumansHoe aemonpousBoiacTBo: yueOHoe mocodue / T.A.
I'yryeBa. — 2-¢ m3a., mepepad. u gom. — Mocksa: UH®PA-M, 2022, — 199 ¢. — (Cpeanee
mpodeccuonanpioe oOpazoBanue). - ISBN 978-5-16-016585-1. - Tekcr: saekrtponnsiii. - URL:
https://znanium.com/catalog/product/1191331. — Pexxum poctyna; mo moAmucke.

5. I'vcaposa M.H. OpranuzanmoHH0-HHQOPMAMOHHOE U JOKYMEHTAMOHHOE 00CCIICUCHIC
JCATCIBHOCTA PYKOBOAUTENS. y4ueOHO-MeToanueckoe nmocodue / M. H. I'ycaposa, C. B. Tl'opkym. —
Mocxksa: PTY MUPOA, 2022. — 106 ¢. — Teker : anextponHsiii // JlaHp : 3neKTpOHHO-OHOIHOTEHASL

cucrema. — URL: https://e lanbook.com/book/176556. — Pexum jgoctyna: Amsi  aBTOpPHU3.
MOJIB30BaTEICH.
6. Henonpoussoacreo: yueOuuk / T.A. beikoa, JIM. Bsnosa, H0.M. Kykapuna, JI.B.

CaukuHa; mox odomr. pea. mou. T.A. beikosoii. — 4-¢ u3x., mepepad. u aon. — Mocksa | UIHOPA-M,
2022. — 393 ¢. + Hon. marepuaisl [[Inekrponnsiii pecypc|]. — (Boiciee obpasosanue: bakanaspuar).
— DOI 10.12737/1014190. - ISBN 978-5-16-014992-9. - Texcr: osnmextponnsiii. - URL:

https://znanium.com/catalog/product/1014190. — Pexxum moctyna; mo moAmucke.

7. Hoponrna JL.A. JIoKyMEHTALMOHHOE OOCCIICUCHUE VIPABICHUS: VICOHUK M MPAKTHKYM
mst cpeauero mnpodeccuonansHoro obpazosanus / JILA. Hoponuna, B. C. UputukoBa. — Mockaa:
Wzparenscro FOpaiit, 2022, — 233 ¢. — (Ilpodeccuonansroe obOpasosanue). — ISBN 978-5-534-
05783-6. — Texct: saekrponnstii // IBC Hpaiir [caiir]. — URL: https://urait.ru/bcode/473802.

8. Kounduaecnumanpaoe JCTAOTIPOU3BOACTBO Hu 3ALUAINEC HHBIH SJICKTPOHHBIN
npokymenroodopot: yueOuuk / H.H. Kynsie, A.C. Jémymkun, T.B. Kongpammosa, A I'. ®abpuunos; mox
obur. pex. HH. Kynsiesa. - 2-¢ u3xa., mepepad. u gom. - Mocksa : Jloroc, 2020. - 500 ¢. - (Hosas
yHUBepcUTeTCKas Oubauoreka). - ISBN 978-5-98704-711-8. - Tekcer : saexrponnsiéi. - URL:
https://znanium.com/catalog/product/1212394. — Pexxum noctyna; mo moAmucke.

9. Kopuees M K. Texuuueckue cpeacrsa ynpasiacHus: yueOuuk / MK. Kopaees, I''H.
Kcangonyno. — Mocksa : MHOPA-M, 2019. — 200 ¢. — (Bsicuice obOpasosanue: bakanaspuar). -
ISBN 978-5-16-003620-5. - Tekct : aaekrponnsiii. - URL: https://znanium.com/catalog/product/991843.
— PesxxuM mocTyma: 1o moAmmcKe.

10. Kysuenos MH. [lokymeHranmonHoe oOecneucHue ympasiacHus. JlokyMeHTOOOOpOT u
JICTOMPOU3BOACTBO. YUCOHUK M MPAKTUKYM I cpeaHero mpodeccuonanproro obpazosanus / M. H.
KysuenoB. — 3-¢ u3a., mepepad. u mon. — Mocksa: MzgareasctBo IOpaiir, 2022, — 462 ¢. —

(ITpogeccnonanproe obpazoanue). — ISBN 978-5-534-04604-5. — Teker : anextponssiii // IBC
HOpaiir [caiit]. — URL: https://urait.ru/bcode/470020.

1. Kyszneuos U.H. [JokymeHnTanmonHoe o0ecicYeHUE YIPABICHUS IEPCOHATIOM: VUeOHUK U
MPaKTUKYM A1 cpeaHero mnpogeccuonansuoro obOpazosanns / WM. H. KysmemoB. — Mocksa:


://urait.ru/bcode/4725
https://book.ru/book/934225
https://znanium.com/catalog/product/1151473
https://znanium.com/catalog/product/1007087
https://znanium.com/catalog/product/1191331
https://e.lanbook.com/book/176556
https://znanium.com/catalog/product/1014190
https://urait.ru/bcode/473802
https://znanium.com/catalog/product/1212394
https://znanium.com/catalog/product/991843
https://urait.ru/bcode/470020

WzparenscrBo FOpaiit, 2019. — 521 ¢. — (Ilpodeccuonansroe obpazosanue). — ISBN 978-5-534-
04451-5. — Tekcrt : anextponnstii // IBC Fpaiir [catit]. — URL: https://urait.ru/bcode/444432.

12. Opranuszamus cexperapckoro odcayxusanuu: IYMK / B. B. I'anaxos, O. b. Hazapenko,
[QnexTponHoe yueOHnoe uznanue|. — (Cpeanee npodeccruoHaapHoe 00pa3oBaHue - TeKCT: 3ICKTPOHHBIH.
- URL: https://www.academia-moscow.ru/catalogue/5411/347093/ Aprukyn uzzanus: 601817641

13. IMaBnoeckas O.10. IlpaBoBoe obecrmeucHHE KaApOBOTO ACIOMPOM3BOACTBA. YUCOHOS
nocodue ansa By30oB / OYO. IlaBnoeckas. — Mocksa : UzmarensctBo IOpaiit, 2022. — 213 ¢. —
(Bsicuiee obpazosanue). — ISBN 978-5-534-11565-9. — TekcT: aaextponsnsiii / IbC KOpaiit [caiiT]. —
URL: https://urait.ru/bcode/476289.

14. CocHoBas A. AccucreHr pykopoautens. Jlafidxakn mpodeccnn: KHHUra-TpeHUHT / A.
CocHoBast. - Cauxr-llerepOypr: Ilutep, 2022. - 208 ¢. - ISBN 978-5-4461-1489-4. - TekcT:
saekTpounsiii. - URL: https://znanium.com/catalog/product/1817493. — Pexxum moctyma; mo mOAIHCKE.

15. HIumor O.B. CoBpeMeHHBIC TEXHOIOTMU W TCXHHUYCCKHE CPCACTBA HH(OPMATH3ALINU:
yueOuuk / O.B. lummos. — Mocksa : MHOPA-M, 2022, — 462 ¢. + Jlon. marepuasl [[IaeKTPOHHBIH
pecype]]l. — (Cpeanee mpodeccuonanpHoe obOpazoBanue). - ISBN 978-5-16-017112-8. - Teker
saekrpouHsiii. - URL: https://znanium.com/catalog/product/1764799. — Pexxum moctymna; mo HOAIHCKE.

16. lysanosa HH. OcHoBbl Aenmonpou3BoACTBA. YUYCOHHUK M MOPAKTHKYM IS CPSIHETO
mpodeccuonanproro obpaszosanus / HH. Illysanosa, AIO. HMeanosa, mox oOmei penaxumedi H.H.
lysanoBoii. — 2-¢ m3x., nepepad. u gon. — Mocksa: UznarensctBo Opaiit, 2022, — 428 ¢. —

(ITpogeccnonansroe obpazosanue). — ISBN 978-5-534-11014-2. — Teket: anextponnwii // IBC
HOpaiit [caiir]. — URL: https://urait.ru/bcode/469548.
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4. KOHTPOJIb 1 OIIEHKA PE3YJIBTATOB OCBOEHUA

YUYEBHOW MMPAKTUKHA

Kon n HaumenoBanme
npogdeccuoHAIBLHBIX U
O0IIUX KOMIIETEHIIUIA,
(popmupyembIX B pamMKax
MOAYJIst

Kpurtepuu ouenkn

MeToabI OLIEHKH

IIK 1.1. OcywmecTBisaTh
npuém-nepeady
YIIPaBJICHUYECKON
UH(POPMALIUHU C TOMOIIBIO
CpencTB
WH(POPMAILTMOHHBIX U
KOMMY HUKQITHOHHBIX
TEXHOJIOTUH.

[Mony4yenne HeoOXOIUMOIA
uHpOpMaLIUH 1 TIepeaaya
CaHKLIMOHUPOBAHHOMN
uH(pOpMALIUY C
UCTIOJNIb30BAHUEM CPEICTB
UH(POPMALIMOHHBIX
KOMMY HUKALIHOHHBIX
TEXHOJIOTUI

Kontpons BeInoaHEHUS
MPAKTHYECKUX 3aJaHUM.

Y CTHBII UM TECTOBBINA KOHTPOJIb
TEOPETUUECKUX 3HAHUM.
AHaJIU3 ¥ OLICHKA PeLIeHUN
npOOJIEMHBIX CUTYalHi.
IIpoBepounsie padoTHI 1O
KK 0N TeMe.

ATTecTanus no
MIPOU3BOACTBEHHON
MPaKTHKE.

IIK 1.2. KoopauHuposaTb
paboTy mpueMHOMH
PYKOBOAUTES, 30H
npueMa pa3IndHbIX
KaTeropuil NoceTuTesnein
OpraHU3aLMH.

Koopnunanus paboTbl
MPUEMHON PyKOBOOUTENA U
30H NpHUEMaA Pa3IUIHbIX
KaTeropuil noceTuTesnen
OpraHu3aLuu

Kontpons BeInoaHEHUS
MPAKTHYECKUX 3aJaHUM.

Y CTHBII UM TECTOBBINA KOHTPOJIb
TEOPETUUECKUX 3HAHUM.
AHaJIU3 ¥ OLICHKA PeLIeHUN
npOOJIEMHBIX CUTYalHi.
IIpoBepounsie padoTHI 1O
KK 0N TeMe.

ATTecTanus no
MIPOU3BOACTBEHHON
MPaKTHKE.

IIK 1.3. Bnagets
HaBBIKAMU TUTAHUPOBAHUS
pabodero BpeMeHU
PYKOBOIUTENS U
ceKperapsi.

ITnanupoBanue padbouero
BPEMEHU PYKOBOIUTEIIS U
pabouero mHsS cekpeTapsi

Kontpons BeInoaHEHUS
MPAKTHYECKUX 3aJaHUM.

Y CTHBII UM TECTOBBINA KOHTPOJIb
TEOPETUUECKUX 3HAHUM.
AHaJIU3 ¥ OLICHKA PeLIeHUN
npOOJIEMHBIX CUTYalHi.
IIpoBepounsie padoTHI 1O
KK 0N TeMe.

ATTecTanus no
MIPOU3BOACTBEHHON
MPaKTHKE.

IIK 1.4. OcywmecTBisTh
MOATOTOBKY JEJIOBBIX

Opraauzauus qeI0BbIX
MOE37IOK PYKOBOIHTEIS

Kontpons BeInoaHEHUS
MPAKTHYECKUX 3aJaHUM.




MOE3/10K PYKOBOAUTENS U
AOPYTUX COTPYIHUKOB
OpraHU3aLMH.

U APYTUX COTPYAHUKOB
OpraHu3aLuu

Y CTHBII UM TECTOBBINA KOHTPOJIb
TEOPETUUECKUX 3HAHUM.

AHaJIU3 ¥ OLICHKA PeLIeHUN
npOOJIEMHBIX CUTYalHi.
IIpoBepounsie padoTHI 1O

KK 0N TeMe.

ATTecTauus mo
MIPOU3BOACTBEHHON

MPaKTHKE.

IIK 1.5. Bnagets
criocobaMu OpraHU3aIuu
pabodero mpocTpaHCTBa
NpUEMHOH 1 KaOMHeTa
PYKOBOUTEJISL.

Opraauzauus U MoAAepKaHue

($YHKIIMOHABHOTO pabovero
NPOCTPAHCTBA

Kontpons BeInoaHEHUS
MPAKTHYECKUX 3aJaHUM.

Y CTHBII UM TECTOBBINA KOHTPOJIb
TEOPETUUECKUX 3HAHUM.
AHaJIU3 ¥ OLICHKA PeLIeHUN
npOOJIEMHBIX CUTYalHi.
IIpoBepounsie padoTHI 1O
KK 0N TeMe.

ATTecTanus no
MIPOU3BOACTBEHHON
MPaKTHKE.

IIK 1.6.

OcymectBisath padoty o
IIOATOTOBKE U

Opraaunzauus MOArOTOBKH U
MPOBEJICHUE BHYTPSHHUX U
BHEITHUX KOH(EPEHTHBIX
MEpPOTPUSITHIA, OOeCTIeYeHHe

Kontpons BeInoaHEHUS
MPAKTHYECKUX 3aJaHUM.

Y CTHBII UM TECTOBBINA KOHTPOJIb

MPOBEICHUIO

KOH(EPEHTHBIX UH(POPMALIMOHHOTO TEOPETUUECKUX 3HAHUM.
MEPOIPUATHH, B3aMMOJIENCTBUSI AHanu3 U OLIeHKa peleHui
obecrnieuynBaTh PYKOBOIMTEIA C MPOOIEMHBIX CUTY AU,
nH(popmMaLnOHHOE HOAPAasACICHUAMU U ITposepounsie paboOTHI IO
B3aUMOJICHCTBUE AOJEKHOCTHBIMU JINLIAMU KaKIOH TeMe.

PYKOBOAUTECIIA C OpraHu3arnuy. ATtTtecTanus mo
NoApa3ACICHUAMHA H MPOU3BOACTBEHHOMN
JOJKHOCTHBIMH JINLAMH MPAKTHKE.

OpraHU3aINH.

IIK 1.7. Odopmnenue Kontpons BBITTOJTHEHUS
OdopmATh OpraHU3aLMOHHO- MPAKTUYECKUX 3aJaHUM.
OpraHu3aLOHHO- PaclopsaIUTCIIbHBIX Y CTHBIN WM TECTOBBINA KOHTPOJb
pacropsiAuTebHbIE AOKYMEHTOB U Opranusanis TEOPETUUECKUX 3HAHUM.

AOKYMCHTHBI U
OpPTaHHU30BBIBATH PAOOTY C
HUMH, B TOM YHCJIC C
UCTIOJIb30BaHHEM
ABTOMATU3UPOBAHHBIX
CHCTEM.

pa6OTbI C HUMH, B TOM 4HUCJIC C

HUCIIOJBb30BaAHHUEM

ABTOMAaTHU3UPOBAHHBIX CUCTEM

AHanu3 U OLEHKa pelleHui
npOOJIEMHBIX CUTYalHi.
IIpoBepounsble padoThI o
KOKAOU TEME.

ATTectanuus o

MPOU3BOACTBEHHOMN




MIPAKTHKE.

IIK 1.8.

OdopMIISTE TOKYMEHTBI
0 JIMYHOMY COCTaBY U
OpPTaHHU30BBIBATH PAOOTY C
HUMH, B TOM YHUCJIE C

OdopmieHre TOKYMEHTOB TIO
JINYHOMY COCTaBy U
opranuzanysi paboTsl C HUMH,
B TOM YHCJIE C
UCTIOJIb30BAaHUEM

KonTpons BBITIOJIHEHUS
MPAKTUYECKUX 3aJaHUI.

Y CTHBIN WM TECTOBBINA KOHTPOJIb
TEOPETUYECKUX 3HAHUM.

AHanu3 U OLEHKa pelleHui

HUCTIOTb30BAHUEM ABTOMATH3MPOBAHHBIX CHCTEM | 11106 e MHBIX CHTYaLMi.
aBTOMaTH3MPOBAHHBIX ITpoBepoutble paboTel o
CUCTEM. KOKAOU TEME.
ATTectanuus o
MPOU3BOACTBEHHOMN
MIPAKTHKE.
IIK 1.9. OpraHuzanys TEKyIIero KonTposap BeINONHEHUS

OpFaHI/ISOBbIBaTb TEKYLICC
XPaHEHUE NOKYMEHTOB,
00paboTKy men ast
OIEPaTUBHOTO U
APXUBHOI'O XpaHEHUA, B
TOM HYHCJIE C

XPaHCHUSA JOKYMCHTOB,
obpaboTka men ms
ONnEpPaTuBHOTO U APXUBHOTO
XPaHECHUs, B TOM YUCJIC C
HCTIOIb30BaHHEM
ABTOMAaTHU3UPOBAHHBIX CUCTEM

MPAKTHYECKUX 3aJaHUM.

Y CTHBII UM TECTOBBINA KOHTPOJIb
TEOPETUUECKUX 3HAHUM.

AHanu3 U OLIeHKa peleHui
npOOJIEMHBIX CUTYalHi.

IIpoBepounsie padoTHI 1O

UCTIOJIb30BaHUEM KayKIOM TeMe.
aBTOMAaTU3HUPOBAHHBIX
ATTecTauus mo
CUCTEM. .
NIPON3BO/ICTBEHHOMN
NPAKTHKE.
Bribop cniocoba pernenus KoHTpob BBITIOTHEHHS
3ana4 npodecCuoOHaTbHON NPAKTUYECKHUX 3aIaHHH.
OK 01. ACATEJIPHOCTH IPUMECHUTEJIBHO | 'V CTHBIN UM TECTOBBINA KOHTPOJIb

Beibupats criocoOsr
pelIeHus 3a1a4
npodheCCUOHATTbHON
AeATeNIbHOCTH
MPUMEHHUTECIIBHO K
Pa3JIMIHbIM KOHTCKCTaM,

K Pa3JIMYHBIM KOHTCKCTaM

TEOPETUUECKUX 3HAHUM.
AHanu3 U OLIeHKa peleHui
npOOJIEMHBIX CUTYalHi.
IIpoBepounsie padoTHI 1O
KK 0N TeMe.

ATTecTanus no
MPOU3BOACTBEHHOMN
NPAKTHKE.

OK 02.

Hcnonbv3zosare
COBPEMEHHBIE CPEICTBA
MIOWCKA, aHAJIN3a U
UHTEPIPETALNN
uHpopMaLuy, u
UH(pOPMALMOHHBIE

Hcnonb3oBaHue COBPEMEHHBIX
CpeACTBa NMOUCKA, aHAIN3a U
UHTEpPIIpeTaluy HHPOPMALIHIH,
U MCIOJIb30BaHUE
UH(POPMALTMOHHBIX
TEXHOJIOTHH 11 BBITOJHEHHSI
3ama4 npodeCCUOHATBHON

Kontpons BeInoaHEHUS
MPAKTHYECKUX 3aJaHUM.

Y CTHBII UM TECTOBBINA KOHTPOJIb
TEOPETUYECKUX 3HAHUM.

AHanu3 U OLIeHKa peleHui
npOOJIEMHBIX CUTYalHi.

IIpoBepounsie padoTHI 1O




TEXHOJIOTUH IJIsA
BBITIOJIHCHUA 3aaa4

JACATCIIbHOCTH.

KayKIOU TEME.

ATTectranus 1o

npodecCHOHATBHOM NPOM3BOACTBEHHOM
IeATeNbHOCTH, NPAKTHKE.

OK 04. Bsaumopeiicteue u padora B Kontpons BeInoaHEHUS
OddexruBHO KOJUIEKTUBE U KOMaHJIe MPAKTHYECKUX 3aJaHUM.

B3aUMOJIEMCTBOBATH U
paboTaTh B KOJUIEKTHBE U
KOMAaHJIE,

Y CTHBII UM TECTOBBINA KOHTPOJIb
TEOPETUUECKUX 3HAHUM.

AHaJIU3 ¥ OLICHKA PeLIeHUN
npOOJIEMHBIX CUTYalHi.
IIpoBepounsie padoTHI 1O

KK 0N TeMe.

ATTecTauus mo
MIPOU3BOACTBEHHON

MPaKTHKE.

OK 05.

Ocy1uecTBIATh YCTHYIO U
MUCBbMEHHYIO
KOMMYHHUKAIIHMIO Ha
rOCyJapCTBEHHOM SI3bIKE
Poccutickoit @eaepanuu ¢

Ocy1ecTBieHNe YCTHOH U
HUCbMEHHOH KOMMYHUKALIUA
HA rOCYIapCTBEHHOM SI3bIKE
Poccutickoi ®@enepanuu ¢
y4eTOM OCOOEHHOCTEH
COLIMAJIBHOTO U KYJIBTYPHOTO

Kontpons BeInoaHEHUS
MPAKTHYECKUX 3aJaHUM.

Y CTHBII UM TECTOBBINA KOHTPOJIb
TEOPETUUECKUX 3HAHUM.

AHanu3 U OLIeHKa peleHui
npOOJIEMHBIX CUTYalHi.

yHeTom ocobenrocTelt KoHTeKCTA IIpoBepouHble pabOTHI 11O
COLIMAJIBHOTO U KaXKIOM TeMe
KYJIbTYPHOT'O KOHTEKCTa
YARTYP ATTecTanus no
MIPOU3BOACTBEHHON
MPaKTHKE.
OK 09. Hcnonb3osanue KonTposap BeINONHEHUS
TTonp3zoBaThCS HpO(I)eCCHOHaHbHOﬁ MPAKTUICCKUX 3aJaHMH.
npodheCCUOHATTbHON JOKYMCHTAIIMH Ha Y CTHBII UM TECTOBBINA KOHTPOJIb

NOKyMEHTaLuel Ha
rOCyJapCTBEHHOM U
WHOCTPAHHOM SI3bIKaX

roCy1apCTBEHHOM U
WHOCTPAHHOM SI3bIKax

TEOPETUYECKUX 3HAHUM.
AHanu3 U OLIeHKa peleHui
npOOJIEMHBIX CUTYalHi.
IIpoBepounsie padoTHI 1O
KK 0N TeMe.

ATTecTanus no
MPOU3BOACTBEHHOMN
NPAKTHKE.




ITpunoxenue 5.2
k OOII no crnenuanbHOCTH
46.02.01 /lokymenmayuonnoe obecneyeHue ynpas/ieHus U apxXueoseoenue

MHWHUCTEPCTBO ObPA3OBAHHA U HAYKU PECITYBJIMKHU JATECTAH
TlocynapcTBeHHOE Or03KeTHOE MTPOodecCHOHANBHOE 00pa30BaATEIbHOE YUPEIKICHIE
PecniyOnuku [larectan
«Komnemk mamuHocTpoenus u cepBuca um. C. OpmKOHUKHUI3E

PABOYAS ITIPOT'PAMMA YYEBHOM MMPAKTUKHA
«IIM. 02 Opranu3auusi apxuBHOii pa0oTbl M0 JOKYMEHTAM OPraHu3auHi
pa3au4HbIX GOopM COOCTBEHHOCTH

Koa u HauMeHOBaHNE CIEUUATBbHOCTH:
46.02.01 JJokyMeHTaIIMOHHOE O0eCTieueHNe YIPABICHUS U apXUBOBEIEHUE
Bxopsmeii B coctaB YI'C 46.00.00 Ucropus u apxeoJiorust

KBanudukarust BeITyCKHUKA!
CrnenajucT no A0KyMeHTALHOHHOMY o0ecliedeHUI0 YIIPABJIEHHSI U APXHBHOMY /eIy

Kacnouiick 2023r.



OJIOBPEHO YTBEPXJAIO

[{MKJIOBO¥ KOMHCCHEN 3KOHOMHUYECKHX 3aM. ZMPEXTOopa 10 y1eGHo-
JHCLHUILINH IPOM3BOfICTBEHHOM paboTe
Tipotoxon Ne /0 or« 30» _0& 2023r. //’ e

Hpence,uare.?b K (‘ﬂ {{// Xacapos A.A

457~ Ocmanosa JKX.M.

« ’2‘7» ftf‘“ 2023 r.

PaGouas nporpamma yueGHOM IpakTHKH pa3paboTaHa Ha OCHOBE:

- QenepanpHOrO  rOCYAapCTBEHHOrO  00pa3oBaTeNbHOTO  CTaHAapTa CpPEeIHEro
npodeccHoHambHOro obpa3oBaHus no coenuadbHOCTH 46.02.01 «JloKyMeHTauoHHOE
obecnieyeHre ynpaBIeHUS U apXHBOBEACHUE», BXOAAIIEH B COCTaB YKPYIIHEHHON TIPYIIBI
CIIeLUaNbHOCTEH 46.00.00 Hcropus um apxeonorus, YTBEpXKIECHHOIO IIPHKa3oM
MunoGOprayku Poccun Ne 778 ot 26 aBrycra 2022 r.  (3aperucTpupoBaHo B MHHIOCTE
Poccun 30 cents6ps 2022r. Ne 70318);

- PaGoueii mporpammsl 1IM.02 «Opranusanusi apxuBHOH pabGOTHI MMOJOKYMEHTaM
OpraHu3aluii pa3nHuHbEIX GOpM COOCTBEHHOCTHY);

B COOTBETCTBHH ¢ pabo4uM y4eOHBIM InaHOM Kosutemka Ha 2023/2024 y4yeGHBIHM rog.

PazpaGorunku:
- Kamnesa X.K. - npenonasarens ['BIIOY PJI «Kosnemx MalmMHOCTPOEHHS H CEPBHCA HM.
C.OpmxoHUKHI3EY;

- Hcmannosa 3.10. - npenoxnasarens ['BIIOY PJl «Konnemx MaliMHOCTPOSHHS B CEPBHCA
uM. C.OpIKOHUKHA3ZEY.

© Kanuesa Xaamxar KypGanmaromenosHa 2023
© Hcmaunosa 3aitHa6 IOpbsesHa 2023

© TBIIOY PJ «Konnemk MamuHocTpoeHus U cepsrca uM. C.Opmwkonukuise» 2023
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1.0BIIASI XAPAKTEPUCTHKA PABOYEM ITPOT'PAMMBI YYEBHOM TTPAKTHUKHA

1.1. Hears u niiaHupyemMble pe3yJibTATbl OCBOCHHS Y4eOHOH NMPAKTHKH
B pesyaprate mpoxoxacHHS YUeOHOH NPAKTHKH OOYYAIOIIMUNCS JOKEH OCBOUTH OCHOBHOW BHJ
pesarensHocTH  Opeanusayus  apxuenoil pabomuvl NO  OOKYMEHMAM OP2AHUZAYUL  PA3IUNHBIX  (DOopM
cobcmeenHocmu M COOTBETCTBYIOIIMCEMY OOIIHIE KOMITICTCHIIUH, U MPO(ECCHOHATBHEIC KOMITCTCHITUH:

IepeucHp OOIMMX KOMITCTCHIIHIA

Koxa HaumenoBaHue 00LIHX KOMII€TEH U

BeiOupate cnocoObl pemieHus 3amad npoeCCHOHATBHOH ACATCIPHOCTH NPHUMEHHUTEIBHO K
OKO0! |pa3nu4yHbIM KOHTEKCTaM

Hcrmonb30BaTh COBPEMEHHBIC CPEACTBA MOMCKA, AHAIH3a M HHTCPHOpETAlMu HHpOpMALMU, U
OK0?2 | uH(OpPMAITMOHHBIC TSXHOIOTHHU AJTsl BBIMIOJIHCHUS 33,424 TPO(ECCUOHATBHOM ACITCIPHOCTH

OK04 | DddexTrBHO B3aMMOICHCTBOBATE U PA0OTATh B KOJUICKTHBE U KOMAHJIE

OCyYIICCTBIATE YCTHYKD ©  MUCBMCHHYK) KOMMYHHKAIIMI) HA TOCYJAPCTBCHHOM  SI3BIKC
OKO05 | Poccuiickoi®eaepannu cyuéToM 0COOSHHOCTEH COLMAIBHOTO U KYIBTYPHOTO KOHTCKCTA

OK09 |llonp3zoBarbesi mpo)eCCHOHANBHOW JOKYMCHTALMEH Ha TOCYAAPCTBCHHOM H HWHOCTPAHHOM
A3BIKAX

Kog HanmeHoBaHHe THYHOCTHBIX Pe3yJIbTATOB

JIeMOHCTPUPYIOLITHI TOTOBHOCTD U CIIOCOOHOCTD BECTH MUAJIOT C APYTUMH JHOABMHU, TOCTHIATh
JIP 13 | B HEM B3avMOTIOHUMAHMSI, HAXOAWTh OOIMME LEAH W COTPYAHUYATh IS HUX MOCTIKCHHUS B
poheCCHOHATBHOH ACATCIbHOCTH

TposBasromuii  CO3HATEIPHOS OTHOIICHHE K HEMPEPHIBHOMY OOPA3OBAHUIO KaK VCIOBHIO
JIP 14 | ycneurHot npodheCCHOHATBHOM U O0IISCTBCHHOM ACITCIPHOCTH

[IposBasromuii rpakAaHCKOE OTHOIICHHE K NpodeccCHOHATBHON JCATENPHOCTH Kak K
JIP 15 | BOBMOXHOCTH  JMYHOTO V4YacTHUs B PCHICHUH  OOINECTBEHHBIX, T'OCYAapPCTBCHHBIX,
OOIICHAITMOHAIBHBIX MPOOIEM

I'oToBbIli COOTBETCTBOBATE OkpAaHusM padboTogareicii: 3GGEKTHBHO B3AUMOICHCTBYIOIIHHA C
YJICHAMU KOMAHIBl W COTPYAHHYAIOIIMNA C APYTHMH JIHOABMH, OCO3HAHHO BBIMOTHSFOIINN
JIP 16 | mpodeccuonanbubie TPeOOBAaHUS, OTBSTCTBCHHBIN, HHHUIMATUBHBINA, JUCLUILTHHHUPOBAHHBIH,
TPYAOTOOUBBIN, KPUTHICCKH MBIC/ISINNN, HAUCICHHBIN HA JOCTIKCHHUE TMOCTABICHHBIX LIC/CH;
JCMOHCTPUPYIOIINY NPOoheCCHOHATBHY K KU3HECTOUKOCTh

Cobmogaromuii B CBOSH MPodheCCHOHATBHOM ASITCTPHOCTH 3TUYCCKUE MPHUHIUIIBI, YCCTHOCTH,
JIP 17 | HezaBucHMOCTH, TPOGECCUHOHANBHOH YHCTOTH, 0OBEKTHBHOCTH, OCCIPUCTPACTHOCTH U MPABUIIA
JCJIOBOTO TIOBEACHHUS

[IposBasromuii  OepeKHOE OTHOLICHHE K COXPAaHHOCTH W HCHOJB30BAHHIO MHPOBOTO
JOKYMEHTANBHOTO HACJICAHS

JIP 18

IposBrsromuii IECHHOCTHOC OTHOINCHUE K KYIABTYPC U UCKYCCTBY, K KYIBTYPE PCUH U KYJIBTYPE
MOBEACHU, K KPacoTe U rapMOHHUU

JIP 19

JIP 20 | CiocoOHBIH K caMOCTOSATEIFHOMY PELICHHIO BOIPOCOB KH3HEYCTPOHCTBA

JIP 21 | CriocoOHbIl K MPUMEHESHHIO HHCTPYMEHTOB U METO0B OCPEKIHBOTONMPOU3BOCTBA

JIP 22 | YMerowmuii ObICTPO NPHHAMATH PELICHUS, PACTIPEACTATE COOCTBCHHBIC
PECYPCHI U YIIPABIIATH CBOMM BPEMCHEM

JIP 23 | CriocoOHBIH K MPUMEHEHHIO JIOTUCTHKH HABBIKOB B PEIICHHH THYHBIX U TPO(ECCHOHATBHBIX
3a1a4

JIP 24 | YMmeHue peaan3oBaTh THACPCKAC KAYCCTBA HA IPOU3BOICTRE

JIP 25 | CtpeccoycToinBOCTh, KOMMYHHKAOCIBHOCTE




JIP 26

MoTtuBaims k caM0o0OpPa30BaHHUIO U PA3BUTHIO

JIP 27

OTBETCTBCHHOCTE 32 PE3yIbTAT YUCOHOU ACATCIFHOCTH H MOATOTOBKHU K NMPOdeCCHOHATBHOU
JEATEIbHOCTH

IepeucHs npodeccHOHATBHBIX KOMITCTCHIIHHA

Kog HanmeHoBaHHe BHI0B JesITeJIbHOCTH H NPO(eCCHOHANBHBIX KOMITeTeHIHI
Opranunzanys apxXUBHOHM pabOTH IO AOKYMEHTAaM OPraHu3alui pas3muaHbex Gopm
BJI2 | cobc¢rBeHHOCTH
OcyIecTBIATh KOMIUICKTOBAHHUE aPXUBHBIMU JCNIAMH (IOKYMCHTAMH) apXHBAOPTAHU3ALIH
I1K2.1.
Bectu yuéT apXuBHBIX fe1 (JOKYMEHTOB), B TOM YHCIC C HCIOIb30BAHHEM
I1K2.2. |aBTOMaTH3WpPOBAHHBEI CHCTEM
OcCyIIeCTBIATh XPAHCHUE aPXUBHBIX ACT (Z0KYMEHTOB) C MOCTOSHHBIM CPOKOM XPAHCHUSH T10
I1K2.3. | nugHOMY COCTaBY B apXHBE OPTaHH3ALHN
OcCyIIeCTBIAITh XPAHCHUE, KOMILICKTOBAHKE, VIET M UCTIONIB30BAHNC AT (IOKYMCHTOB)
I1K2.4. | BpeMEHHOTO XpaHCHHS
[IK2.5. | OcymiecTBasTh UCIIOMB30BAHUE APXUBHBIXICI (JOKYMEHTOB), B TOM YHCJIEC C HCMOIb30BAHUEM

ABTOMATUSHUPOBAHHBIX CUCTCM

B pesynprare ocBoeHHS MPodeCCHOHATBHOTO MOAY IS 0OYYAFOIIHHCS JOIDKEH:

OcymecTBaAITHL KOMIJIEKTOBAHHE APXUBHBIMH AeJIaMHU (JOKYMEHTAMH) apXHBa
OpraHu3auMH

HUmernb

MPAKTUYECKHUI ONBIT

KommnnexToBaHue apXHBHEIMU JeNaMH (TOKYMECHTAMH) apXHBa OPraHUu3an

YMETh

- paboTark ¢ MOAPA3ACICHIAMI/OPraHH3aLUAMH HCTOUHHKAMHU
KOMILTEKTOBAHHUS apXHBa;

— NOPHHUMATh APXHUBHBIC Acna (ZOKYMCHTHI) Ha MMOCTOSHHOE WITH
JOJITOBPEMEHHOE XPAHCHHUE,

— Y4JacTBOBAaTh B NPOBEACHHUHN 3KCIICPTU3BI IEHHOCTH PA3IMYHBIX THIIOB U
BHUJOB JOKYMEHTOB B COOTBETCTBHH C BHYTPECHHUMH PETIaMEHTaAMHI
OpraHM3aIvH;

— NOPHUMCHATH B Pa0OTE PCKOMEHJALMH 3KCIICPTHO-IIPOBEPOYHOH KOMHUCCHH
WIMIKCIIEPTHOH KOMHUCCHH OPraHM3alIliH;

— TOPHUMCHSATH NEPEIHU C YKA3AHHEM CPOKOB XPAHCHHUS A€ (JOKYMEHTOB);

- Co0/IF0AaTh HOPMATHBHBIC CPOKH XPAHCHHS 1S (I0KYMCHTOB);

— BECTH YUET HCTOYHHKOB KOMIUIEKTOBAHMS apXUBA;

- HCIONB30BAaTh TMEPEIOBOH  OTCUSCTBCHHBIH HW  3apVOCKHBIH  OMBIT
MOKOMIUICKTOBAHHIO apXyBa JAcjAaMH (JOKYMCHTaMH) MOCTOSHHOTO U
JONTOBPEMEHHOTO XPaHCHHS,

— HCHOJNB30BaTh COBPEMCHHBIC aBTOMATH3HPOBAHHBIC, NHGOPMALTUOHHBIE U
TEICKOMMYHHKALUOHHBIE TEXHOJIOTHH JOKYMEHTHPOBAHHBIX Cep
JEATETbHOCTA OPTaHNU3ALINH.




3HaThb

- HOpPMAaTHBHBIC MPaBOBbIC akThl Poccuiickoit deaepaiwu B chepe
JICTOMPOU3BOACTBA H APXUBHOTO AE1a,

- HAYYHO-MCTOAMUYCCKUC KPUTCPHUH SKCIICPTU3bI LICHHOCTH PA3IMIHBIX THIIOB
U BUJOB A€ (JOKYMEHTOB);

— TCOPECTHUYCCKUEC M METOIUYCCKHE aCTICKThl KOMILICKTOBAHUS U SKCICPTH3BI
LCHHOCTH BCEX BUAOB JOKYMCHTOB;

— BHUJbI, PA3HOBUIAHOCTH U (GOPMATHI BCEX BUAOB JOKYMCHTOB;

- VHU(HUIHUPOBAHHYK CUCTEMY OPraHU3ALMOHHO-PACTIOPSIUTE TBHON
JOKYMCHTALHH,

- cTa”gapThl OhOPMIICHUS OPTAHU3ALUOHHO-PACTIOPSIUTSIBHON
JOKYMCHTALHH,

- CHoCOOBI M TEXHOJOTHH JOKYMCHTUPOBAHUS PA3THYHBIX BUAOB
poheCCHOHAIBHOH ACATCIIBHOCTH,

- OPraHHU3aLMOHHBIC MPUHIIMITEI KOMILICKTOBAHUS S/ (JOKYMCHTOB)
OTPAHUYCHHOrO AOCTYIIA,

— TpeOOBaHUS OXPaHBI TPVAA.

Bectu y4éTr apxuBHBIX JeJ (10KYMEHTOB), B TOM YHCJ€ € HCIOJIb30BAHHEM
ABTOMATHU3HPOBAHHBIX CHCTEM

Hwmertp npakTudeckuii
OIBIT

Beacenue yuéra apXxuBHbBIX A€ (IOKYMEHTOB),
B ToMm uncnie ¢ uCroib30BaHHEM ABTOMATH3HPOBAHHBIX CUCTEM

YMETh

-  MOJb30BaThCH YUETHBIMH JOKYMEHTAMH B PAMKAX 3JCKTPOHHBIX
MHPOPMALMOHHBIX CHCTEM JOKYMCHTHPOBAHHBIX cep ACATCIBHOCTH
OpraHU3aLHH;

- TOJb30BaThCH CCPTUPHULHUPOBAHHEIMU ABTOMATH3UPOBAHHBIMH
CHCTEMaMHIOKYMCHTUPOBAHHBIX Cep ACATCIBHOCTH OPTaHH3ALUH [0 VIETY,
peTUCTpaLNH, KOHTPOIO Ae (JOKYMEHTOB);

- MOJb30BaThCI HHPOPMALUOHHO-CIIPABOYHEIMU CHCTEMAaMHU
JOKYMECHTHPOBAHHBIX C(ep ACATCIbHOCTH OPraHU3alNH;

-  BECTH CHPaBOYHO-TIONCKOBBIE CPEACTBA K APXHBHBIM J¢IaM
(moxymeHTaM);

- BECTHYUYETCTPaxOBOro(poHIAapXUBHEIXACH ( IOKYMCHTOB);

- TPUMCHATh HOPMATUBHBIC MPABOBBIC AKTHI, JIOKANTbHBIC HOPMATHBHBIC
AKTBIOPTaHU3AMHA ¥ METOIMUYESCKHE TOKYMEHTHI B 00JAaCTH YIETA apXUBHBIX
e (I0KyMECHTOB);

—  BHOCHUTb MPEIJIOKECHHS IO COBCPIICHCTBOBAHHIO METOAMICCKOTO
o0ecnieueHNUAYUETA PA3HEIX BUJOB JOKYMCHTOB B JOKYMCHTHPOBAHHBIX
c(epax aeaTeNbHOCTH OPTaHH3aLHH.

3HaThb

- HOpMaTUBHbBIC NpaBoBeie akThl Poccuiickoi deaeparun B chepe
JEJOTPON3BOACTBA U aPXHUBHOTO ACTA;

- METOIUYCCKUE JOKYMCHTHl M HALIMOHATIBHBIC CTAHAAPTHI B 001aCTH yUéTa
JOKYMEHTOB H JOKYMCHTHPOBAHHBIX Cep ACATCIbHOCTH OPraHU3aLiH;
—  OTCUCCTBECHHHBIC H 3apyOCKHBIC CEPTHPHLIMPOBAHHEIC CHCTCMBI
ABTOMATH3UPOBAHHOTO VUETA APXUBHBIX A€T (JOKYMCHTOB);

- TpeboBaHMs K VIETY 0CO00 LCHHBIX M YHUKATIBHBIX aPXUBHBIX ACT
(A0KYMEHTOB);

— CPOKH BBINOJHCHUS paboT MO YUETY apXUBHBIX ACT (ZOKYMEHTOB);
- OOUIME MPUHLIMITEL YIETA U KOMIUICKTOBAHUS A1 (10KYMCHTOB)
OTPaHUYCHHOTO TOCTYIA;

- TpeOoBaHMs OXPAHBI TPYAA.

OcymecTBaAsITH XpAHEHHE APXMBHBIX AeJ (I0KYMEHTOB) € OCTOSIHHBIM CPOKOM XPAHEHHSIH
M0 JTHYHOMY COCTABY B APXHB€ OPraHH3ALHH




Hwmertp npakTudeckuii
OIBIT

OCyIICCTBICHUE XPAHCHUS APXUBHBIX 1T (IOKYMEHTOB) € TIOCTOSIHHBIM
CPOKOMXPaHEHUS U IO IMYHOMY COCTaBY B apXUBE OPTraHU3aLUU

YMETh

— CHCTCMATU3HPOBATH AeNa (JOKYMCHTEI);

- pa3MeaTh APXUBHBIC ACNA (JOKYMEHTHI) HA MECTaX XPaHCHUS B
COOTBETCTBHH C HOPMATHBHBIMHU TPEOOBaHUSIMH B 00IACTH apXHUBHOTO A€Na U
VIPaBICHUS JOKYMCHTAMH,

- cobIr0aaTh HOPMATHUBHEIC PEXKUMBI XPAHCHHUS APXUBHBIX ¢ (JOKYMEHTOB)
Ha THOOBIX HOCHTEIIAX,

— NPOBOIUTH MPOBEPKY MOTHOTHI COCTABA APXHUBHEIX JOKYMCHTOB B
CAMHULAXXPAHCHHS,

— NPOBOJIUTH OIHMCAHKEC APXHUBHBIX JEJ (IOKYMCHTOB);

— COCTaBJIATh CIPABOYHO-TIONCKOBBIE CPCACTBA K APXHUBHBIM ACIaM
(moxymeHTaM);

— BECTHU VYET M KOHTPOJb BBIJAYH APXUBHBIX ACT (IOKYMEHTOB) U3
apPXUBOXPAHWININA U UX BO3BPATA;

— BECTHU VYET M KOHTPOb Mepeaads Aei (ZI0KYMCHTOB) B
rOCYJapCTBCHHBIN/MYHHULMITATBHEINA apXUB HITH HA HHOC BHEINHEE XPAHCHUE U
npuéMa Iel1 ¢ BHEIIHETO XPaHEHHUS,

— TIPOBOAHTH MOTUCTHYIO MPOBEPKY (PH3NUESCKOTO COCTOSHUS OCIT
(A0KYMEHTOB);

— PpasbICKHBATH HE OOHAPYKECHHBIC AeNa (JOKYMEHTHI),

- 3aIUINATE HHOPMALIMOHHBIC PECYPCH aPXHBA OT HE CAHKIIMOHHPOBAHHOTO
JOCTYTIA.

3HaThb

- HOpPMAaTHBHBIC NPaBOBBIC aKThl Poccuiickoii Meaeparun B chepe
JEJOTPON3BOACTBA U aPXHUBHOTO ACTA;

- HOpMAaTHBHBIC NPaBOBBIC aKThl Poccuiickoii deaepariuu B 001aCTH
nHpOpMaLUH, HHPOPMATHOHHBIX TEXHOJOTHH, 3aIUTH HHOOPMALIHU |
MEPCOHATBHBIX JAHHBIX, HU(PPOBOH TpaHChHOpMALIIY;

- HOpPMAaTHBHBIC NPaBOBBIC aKThl Poccuiickoii deaeparuu B 001aCTH
KOH(PUICHIMATHHOCTH HH(POPMALIUH,

— TpaBUIa XPaHCHHS AeT (IOKYMEHTOB) B COOTBETCTBHH C MX THITAMHU;
- HopaaoK GOPMHUPOBAHUA JOKYMECHTOB B KOMILICKTBI, TPYIIIbI, THIIBL;
- tpeboBaHms K 0QOPMICHHIO JOTOBOPOB HA PEANTH3ALHIO YCIYT BHEIITHETO
XpaHeHHA AeT (T0KYMCHTOB);

— CPOKH BBHINOIHCHUS paboT;

- TpecOOBaHMS K YCTAHOBICHHBIM HOPMaM BHIPAOOTKU;

- TpeOOBaHMs OXPAHBI TPYA.

OcymecTBasITH XpaHeHHE, KOMILJIEKTOHHE, YUET U HCNOJIb30BaHHe eI (10KYMEHTOB)

BPEMEHHOTO XpAHCHUSA

Hwmertp npakTudeckuii
OIBIT

Ocy1uecTBIeHUE XPAHCHHUS, KOMILICKTOBAHMUS, VIETA U HCTIONB30BAHUS ET
(ZOKYMEHTOB) BPEMCHHOTO XPAHCHHS




YMETh

— OPraHu30BBIBATH M OOCCIICUNBATE XPAHCHHUE AC/ (JOKYMCHTOB)
BPEMCHHOTOXPAHCHUSI OPTraHU3ALMY B TPAJUIIMOHHOMU B 3JICKTPOHHOM BH/C,
— KOHTPOJHPOBATEH PazpabOTKy CTPYKTYPHBIMH MOAPA3ACICHUIMH OMUCEH
HMAKTOB O BBIACICHUN HA YHHUTOKCHHUE A (AOKYMEHTOB) BPEMCHHOTO
XPaHCHUS B TPAJULIMOHHOMH B 3JICKTPOHHOM BHJC,

- (opMHUPOBATEH CAUHULBI XPAHCHUS JOKYMEHTOB /TSl UX MOC/ICIYFOIICTO
PasMEIICHHS B APXUBEC OPTAHU3ALNH,

= COCTaBJIATh CIIPABOYHO-TIOUCKOBBIC CPEACTBA K APXHUBHBIM JCIaM
(moxymeHTaM);

- OCYUICCTB/IATh MOUCK AS] (IOKYMEHTOB) BPEMEHHOTO XPAHCHHSI B MTPOLICCCE
WX XPAHCHUS B CTPYKTYPHBIX MOAPA3ACICHUIXU APXUBE OPraHU3aI[HH,

— OCYLIECTBIATh METOJUICCKOC PYKOBOACTBO OPTaHU3ALMCH XPAHCHHS ACT
(AOKYMEHTOB) B CTPYKTYPHBIX MOAPA3ACICHUSIX OPTraHU3aI[HH,

— OKAa3bIBaTh CTPYKTYPHBIM MOIPA3ACICHHUIM MPAKTHUCCKYHO TOMOIIb B

OpraHU3aIHK XPAHCHUS AT (TOKYMCHTOB),

- paspabarbiBaTh CHPABOYHO-UHGPOPMAITHOHHBIC JOKYMCHTHI TIO
OPraHU3ALHHNCTIONb30BAHMS ¢ (I0KYMCHTOB) BPEMEHHOTO XPAHCHHS B
CTPYKTYPHBEIXIOAPA3ACTICHUAXU apXUBE OPraHHU3aLiH;

— MPOBOAMTH SKCIEPTHIY LCHHOCTH ACJ (JOKYMEHTOB) BPEMECHHOTO
XPaHCHHS, ICPCIAHHBIX B APXHB;

— ONpEACTATh CPOKH XPAHCHUS A€ (ZOKYMEHTOB) BPEMCHHOTO XPAHCHHUS,
- obecneunBaTh 3aMUTy e (I0KYMEHTOB) BPEMEHHOT'O XPAHCHHS B
OPraHU3alHH OT HE CAaHKLIMOHUPOBAHHOTO JOCTYIIA MW YHUUTOKCHHS,

— TOPOBOANTH PUIHUCCKOE YHHITOKECHHUE ACT (JOKYMEHTOB) BPEMECHHOT'O
XPaHCHHS C HCTCKITUMHE CPOKaMH XPAHCHHS MOCTIC COTTIACOBAHHS CO
CTPYKTYPHBIMH MOAPA3ACICHUSIMH OPTraHU3aLHH;

- ohopMIATE VIETHBIC JOKYMEHTHI 00 YHHUITOXKCHHU ST (JOKYMCHTOB)
BPEMEHHOT'O XPAHEHHS C UCTCKIIUMH CPOKaMH XPAHCHHUS COBMECTHO CO
CTPYKTYPHBIMH MOAPA3ACTCHUSIMH OPTaHH3ALHH.

3HaThb

- HOPMATHUBHBIC MPABOBHIC akThl Poccuiickoit denepannu B chepe
JCTONPON3BOACTBA U APXUBHOTO ACTA,

- HOPMATHUBHBIC MPABOBHIC akThl Poccuiickoit denepannu B o0nactu
3AIIUTHITIC PCOHATBHBIX TAHHBIX;

- HOPMATHUBHBIC MPABOBHIC akThl Poccuiickoit denepannu B o0nactu
KOH(PUICHIMATHHOCTH HH(POPMALIUH,

-  METOAMYCCKHE JOKYMCHTHI H HAIIMOHAIBHBIC CTAHAAPTHI B 001aCTH
JCTONPON3BOACTBAN APXUBHOTO ACTA,

- METOAMKA Pa3paboTku HopM YUETHBIX JOKYMEHTOB B TPAJULHOHHOM U B
SICKTPOHHOMBHIC,

- MpaBWIA CUCTCMATHU3ALMHH KIACCH(HKAIIUHN JOKYMEHTOB;

- 0COOCHHOCTH OPraHU3aIHK XPAHCHHUS 1S (IOKYMCHTOB) HA PA3TUMIHBIX
HOCHTCTIAX,

- KPHUTCPHHU ONPEACICHUS ICHHOCTH A (I0KYMECHTOB) TSl JAIbHEHIIICTO
XPAHCHUS WA YHUITOKCHUS,

- TpeOOBaHUS K MPOLICCCAM YHHUTOKCHUS HH(POPMALIMK B TPAJULIMOHHOM H
SJICKTPOHHOM BHIC,

- TpcOOBaHUsI OXpPaHbI TPYIA.

OcymecTBaTh HMCMOJb30BAHHE APXUBHBIX Jed (JOKYMEHTOB), B TOM 4HCJIe C
HCNOJIb30BAHHEM ABTOMATH3HPOBAHHBIX CHCTEM

Hwmertp npakTudeckuii
OIBIT

OCyYIIECTBICHUE UCTIOIb30BAHUS APXUBHBIX AC/ (JOKYMEHTOB), B TOM YHC/IC C
HCHOJIb30BAHUEM aBTOMATU3UPOBAHHBIX CUCTEM




YMETh

— CHCTEeMAaTH3UPOBATh H 0000INATH CBEACHUS O COCTABE H CONCPIKAHNI
ApPXUBHBIX A€ (IOKYMECHTOB);

- UCMHOJIh30BaTh MH(OPMAIIMOHHBIC TCXHOJOTHH B O0IACTH CO3AaHUS
CIPABOYHO-TIOUCKOBEIX CPEACTB apXHBa U JOKYMCHTHPOBAHHEIX cep
JCATCIPHOCTH OPraHu3aLig,

- $opMHPOBATH OCHOBHBIC U BCIIOMOTATCIbHBIE BHIBI APXUBHBIX
CIPAaBOYHHKOB

B BICKTPOHHOH (hopme;

— MOATOTABIHNBATh HHPOPMALIMOHHBIC JOKYMEHTHI IO 3aIpocaM
MOJIb30BATEAC HPA3IUYHBIX KATETOPHI.

3HaThb

- HOpMAaTHUBHBIC NPaBOBBIC aKThl Poccuiickoii deaeparun B chepe
JEONPON3BOACTBA;

- HOPMAaTHBHBIC MpaBoBric akThl Poccuiickoit dexepanuu B 001aCTH 3alUTEL
MCPCOHANBHBIX JAHHBIX;

— METOIUYECKUE JOKYMCHTH B 00JaCTH HCIONb30BAHUS U IMyOIHKALIMN
ApPXUBHBIXACT (ZOKYMEHTOB);

- cepruUuIUpOBaHHbIC HWHPOPMAITHOHHO-TIOUCKOBBIC CHCTEMBI B 00IacTH
paspaboTKH HAyYHO-CIPABOYHOIO amnmapara JOKYMEHTHPOBAHHBIX cdep
JCATCIPHOCTH OPraHu3aLig,

— CPOKH BHITIOJHCHHS PabOT MO OPTaHU3aLMH HCIIOIb30BAHUS APXUBHBIX ACT
(A0KYMEHTOB);

— OpraHU3aLHOHHBIC TPHHLNIBI HCIIOIb30BAHUS JOKYMEHTOB OTPAHUUCHHOTO
JOCTYIIA;

- TpeOoBaHMs K MOATOTOBKE APXHUBHBIX CITPABOK U BBIMHUCOK U3 APXHUBHBIX
JOKYMCHTOB;

- TpeOOBaHHs OXPAHBI TPYA.

1.2. KoinuecTBO 4aCOB, 0TBOAUMOE HA OCBOEHHE YUeOHOH NpaKkTHKH -72 Yaca (2 Henemnn).

2. CTPYKTYPA U COJEP)KAHUE YUEBHOU MPAKTHKH

2.1. CTpykrypa yueOHOH NPAaKTHKH

Kons! popmupyemsix
KOMITETCHLIUN

O6bem BpemeHH,
OTBOIMUMBIN Ha
MPAKTUKY
(dac., Hen.)

HanmeHnoBaHue npo¢eccCHOHaIbHOTO MOAY JIst

OK 01, OK 02, OK 04,
OK 05, OK 09.

MK 2.1, TIK 22, [IK
23, IIK 2.4, TIK 2.5. ,
JIP 13-27

IIM. 02 «Opranusanust apxuBHOH  paboThI 72/ 2
NOJOKYMEHTaM OpPTaHM3alUi  pPasIuYHBIX  (HOpM
COOCTBEHHOCTH »




2.2. Copep:kaHue y4yeOHOH NPAKTHKH

HaumeHnosaHnue pasnesnos Konnue
Bunnl
(Tem), obecneunBarOIINX Bunei pador CTBO
IeATEIbHOCTH
BBITIOJJTHEHHE BUJIOB pabOT 4ac.
M. 02 MK 02.01. OPTAHM3ALIUA HHOPMATHBHO-ITPABOBBIE OCHOBbBI APXUBHOI'O JIEJIA 14
«Opranuzanus
APXUBHOM Tema 1.1. PaccmoTtpenne cTpyKTypsl OpraHH3aINN. 4
padoTeI I/ICTOpHSl“BOSHHKHOBeHHSl
nogoKymentam | 2PXHBHOI fesiTenbHOCTH B
., Poccun
OpraHm3anuy
PA3IHYHBIX Tema 1.2. Paccmotpenne TonmorpadHueCKUX yKa3aTeneH B apXUBOXPAHWIHING OPTaHU3AINH. 4
HopmaTueHo-npaBoBas 6a3a
popm APXHBHOI1 AeATEILHOCTH B
COOCTBEHHOCTHY | Poccun
Tema 1.3. CocraBneHue CIHCKA HCTOYHHUKOB KOMIUICKTOBAHHS apXWBA OPraHHU3aLH, ONPCICICHUE I'PAaHMLI 6
Opranuzanust ApXHBHOI0 APXMBHOTO (BoH1A.
¢ponna Poccuiickoii
Denepauuu
MJIK 02.02. TOCYIAPCTBEHHBIE, MYHULIUTIAJILHBIE APXHUBBI 1 APXUBBLI OPTAHU3ALIMI 8
Tema 2.1. CocraBneHue CXEMBI OPTaHH3ALMOHHONU CTPYKTYPHI, ONPEACICHHE HCTOYHHKOB KOMILTCKTOBAHUS 4
Buasbi apxusos B Poccun apXHBA OPTaHM3ALIHM.
Tema 2.2. CocTaB/icHHE apPXUBHOM OMUCH SN MOCTOSHHOTO XpaHeHus. OhOPMICHHE ONKUCH IS BPEMCHHOTO 4
JKCnepTH3A UEHHOCTH (cbimie 10 et) cpoka xpanenus. OQOPMIEHHUE OMKCH A MO THYHOMY COCTABY.
AOKYMEHTOB
MAK 02.03. METOAUKA U IPAKTHKA APXUBOBEJIEHUSA 36
Tema 3.1. JlokanbHubre Hsyuenne n0DKHOCTHON HHCTPYKITHN apXUBHCTA. 4
HOPMATHBHbIE 10KYMEHTBI
apxuBa
Tema 3.2. Homenknartypa aen O3HaKOMIICHHE C HCTOYHUKAMU U MOPIIKOM KOMIUICKTOBaHMS (POHIA TOIb30BATEN. 4




Tema 3.3. Odopmaenue
aApXHBHOIO AeJIa

OdopmiicHHE TOKYMEHTOB TI0 PE3YJIbTaTaM MPOBESPKH HATHYHS U COCTOSIHUSL JOKYMCHTOB B APXUBE,
0 BBLACJICHUHU K YHUUTOXKECHHUIO APXUBHBIX JOKYMEHTOB, HE MOIJICKAITUX XPAHEHHUIO.

Tema 3.4. Ilepenaua IloaroroBka men K apXMBHOMY XpaHEHHMIO, B TOM WUHCIE. H3YyUYEHHE JOKYMEHTOB B IIENAX 14
AOKYMEHTOB Ha apXHBHOE ONpPEeNcHUS CPOKOB HMX XPAHEGHHS, HyMEpalHs IHCTOB APXHUBHOTO €T3, COCTABICHHE U
XpaHeHue oopMICHHE BHYTPCHHECH OIMUCH U JIHCTA-3aBECPUTEI APXHBHOIO [Ela, COCTABICHHE W
oOpPMIICHHE KApPTHI-3AMECTHTENS, JHCTA HWCHONb30BAHMS APXHBHOTO [JEJA, COCTABICHHEC H
oOpMIICHHE PEKBU3UTOB OOIOXKKH apXUBHOTO JEJIa, MPOLINBKA APXUBHOTO ACTA.
Tema 3.5. Yuér noKymeHTOB B CocraBneHue CXEMBI Pa3sMEINCHHS CPEACTB XPAHCHHSL. 4
apxuBe
Tema 3.6. Ucnonb3oBanne O3HAaKOMICHHE C HOPSIKOM BBLAAYH aPXUBHBIX JOKYMCHTOB, O()OPMIICHHE AOIOHOB 3allPOCOB HA 10
AOKYMEHTOB apXuBa BBIJAYY ApPXHUBHBEIX NOKYMEHTOB. [loAroTOBKAa OTBETOB HA 3ampOCH APXWUBHBIC CIPABKA, KOIIHS,
BBITTHCKA
MAK 02.04. OBECIIEYEHUE COXPAHHOCTHU JOKYMEHTOB 14
Tema 4.1. O3HakoOMICHHE C MpaBHIAMH BEACHMS KYPHATOB HAOMIOACHMS 3a TEMIICPATYPHO-BIAKHOCTHBIM 6
Ycnosust xpanenust PEKMMOM B ApXMBOXPAHHITHIIE .
AOKYMEHTOB
Tema 4.2. Pa6oTa ¢ nH(pOpMALNOHHO-IOUCKOBBIMH CHCTEMAMU H BICKTPOHHBIMH KaTAJIOTaMHU apXUBOB. 8

CoxpaHHOCTb AOKYMEHTOB HA
CIIENMHAJIBbHBIX HOCHTECJIAX

Bcero:

72




3. YCJIOBUS PEAJIN3AIINN YYEBHOU MPAKTHKH

3.1. /Insa peanuzanuu nporpamMmbl yueOHOI NPAKTHKH NPeAyCMOTPEHbI CJIeAyoliue
cnenuAIbHbIE IOMeeHHA:

Kabuner apxnuBOBeIeHHs, OCHAIEHHBII:

—00OpyIOBaHMEM: CTONBI M CTYJbs, IOKa(bl, CTEJUIAXH, [OCKa, HWHTEPAKTHBHAS
MPUCTABKA K TOCKE/MHTEPAKTUBHAS TOCKA, IPOEKTOP, KOHIUIIHOHED;

—TEXHUYECKUMH CPEACTBAMU: MEPCOHATIBHBIN KOMIBIOTEP (MIPOrpaMMHOE OOecrieueHue:
TEKCTOBBII pPEHaKTOp, mpaBoBas 0a3a MaHHBIX, CHCTEMa 3JIEKTPOHHOTO IOKYyMEHTOOOOpOTa,
NPOTPAMMHBIN MPOAYKT, PEATU3yOINN (YHKIIMH apXUBa OPraHU3aLHH, JOKAIbHAS CETh, BBIXO
B TJI00AJIbHYIO CETh), MHOTO(YHKLIMOHAJIBHOE YCTPONUCTBO (TIPUHTED, CKAHEP, KOTHP).

Jlaboparopust apXUBHOT'O J1eJ1a, OCHAIEHHAS:

—00OpyIOBaHMEM: CTONBI M CTYJbs, IOKa(bl, CTEJUIAXH, [OCKa, HWHTEPAKTHBHAS
MPUCTABKA K TOCKE/MHTEPAKTUBHAS TOCKA, IPOEKTOP, KOHIUIIHOHED;

—TEXHUYECKUMH CPEACTBAMU: MEPCOHATIBHBIN KOMIBIOTEP (MIPOrpaMMHOE OOecrieueHue:
TEKCTOBBII pPEHaKTOp, mpaBoBas 0a3a MaHHBIX, CHCTEMa 3JIEKTPOHHOTO IOKYyMEHTOOOOpOTa,
NPOTPAMMHBIN MPOAYKT, PEATU3yOINN (YHKIIMH apXUBa OPraHU3aLHH, JOKAIbHAS CETh, BBIXO
B OOANIbHYIO C€Th), MHOTO(YHKIHMOHAJILHOE VCTPOHUCTBO (NPUHTEP, CKaHEp, KOIUp),
YHUUTOXHUTENb TOKYMEHTOB (IIpenep), HHCTPYMEHThI U MaTepHAIIbl ISl TPOLITUBKU JOKYMEHTOB
(MexaHWYeCKHe U PYYHBIE). MPOILIMBHOE yCTPOWCTBO, ABIPOKOJBI HA JIBA M YETHIPE IMPOKOJIA,
IINUJIO, WTJIa, KAPTOH «apXUBHBIA craHmapt» 230x320 MM ¢ Ouroskoii (mo nuHuM crubda), HUTh
IJIsl IOAIIMBKY JOKYMEHTOB JiaBcaHO-1utaneapubie JIII-210, neyate U wtamMnel 1Jis 3aBEPEHUS
ApXUBHBIX CIPABOK, KOMHH M BBIMHUCOK (OTMETKA O 3aBEPEHHM KONMHHM JOKYMEHTOB, MITAMII
«Kormmsy).

3.2. HnpopmannoHHoe obecnedeHHe peaju3alui NporpaMmbl

Jns  peamuzaumyd  mporpaMMbl  OMONMOTEeUHBI (HOHA HMMEeT TIeYaTHBbIC /UK
3JIEKTPOHHBIE O0pa3oBaTeNbHblE M WHPOPMALMOHHBIE PECYpPChl, IJIsI HCIOJNBb30BAHUS B
obpazosarensHoM nporiecce. [Ipu hopmupoanmu 6udroTedHOroO (QOHIA BEIOUPAETCS HE MEHEee
OJTHOT'O M3JJAHMS M3 TEPEUUCIIEHHBIX HIKE MEYaTHBIX W3MaHUN U (MJIN) 3JIEKTPOHHBIX U3aHUH B
Ka4eCTBE OCHOBHOTO, IIPU 3TOM CITUCOK, MOKET OBITh TOTIOJIHEH HOBBIMH U3aHUSIMH.

3.2.1. OcHOBHBIE MEYATHDIE H3AAHUS

Opranmszauusi apXWBHOW M CIPaBOYHO-MH(OOPMAIIMOHHONH paldoOThl MO JOKyMEHTaM
opranuzaiyu [Tekct]|: yueOHMK IUIs MCIIONIb30BaHMS B Y4eOHOM Iporiecce 0Opa3oBaTENbHBIX
YUPEKACHUH, PEAN3yIOINUX MPOrpaMMbl CPEIHEr0 MNPOQPEeCCHOHATBHOrO OOpa3oBaHUs 10
crienuanbHOCTH "JIOKyMeHTaIllMOHHOe OOecreyeHne YIpaBIeH!us U apXuBoBeneHue»: [B 2 4.] /
[byposa E. M., Xopxopnuna T. U.]; mon pen. E. M. byposoit —3-¢ usn. crep. — Mocksa:
Axanemusi, 2019. (IlpodeccuonanpHoe obOpasosanme. IIpodeccuonanpubii Momaynb). Y. 1. —
2019. -336 c.ISBN uzganwust: 978-5-4468-5976-4. ISBN Toma: 978-5-4468-5974-0.

Opranmzauys apxUBHOH M CIIPAaBOYHO-UH(POPMALIMOHHOHN padoThI 1O TOKYMEHTaM
opranuzayn [ Tekcr] | yueOHMK U NCIOIB30BAHUS B Y4eOHOM mporecce 00pa3oBaTeIbHbBIX
YUPEKACHUH, PEATU3YIOIUX MTPOrPaMMBI CPETHETO MPO(eCCHOHANIBHOTO 00Pa30BaHUs IO
cnienuanbHOCTH " JIOKyMEHTaLIMOHHOE O0eCTieYeHre YIPaBJICHHs U apXUBOBEACHHEY: [B 2 1.] /
[byposa E. M., Xopxopnuna T. W.]; nox pen. E. M. Byposoii. —3-e u3a. crep. — Mocksa:
Axanemust, 2019. — (Ilpodeccnonanproe obpazosanue. [Ipodeccuonanbueiii Moayis). Y. 2/ [E.
M. Byposa, A. Il. Adanacwesa, E. B. AnekceeBa, A. E. Pogronosa]. — 2019. —400¢. ISBN: 978-
5-4468-5975-7

Packun, J[. 1. Meroanka W TIpaKTUKa apXUBOBEACHUS: Y4YeOHUK Ui CPETHEro
npodeccuonanproro obpasosanus / JI. M. Packun, A. P. CokonoB. — Mocksa: U3natenbcTBo
Opaiit, 2022. — 339 ¢. — (IIpodeccuonanbroe obpaszoBanue). — TeKCT: HEMOCPEICTBEHHBI.
—ISBN 978-5-534-02419-7.



3.2.2. OcHOBHbBIE 3JIeKTPOHHbIE H3AAHUSA

1. Packun, . 1. Meroguka W TpaKkTUKa apXUBOBEACHMS. YUYEOHMK IJIsI CPEIHEro
npodeccuonanbroro odpaszobanus / J{. 1. Packun, A. P. CokonoB. — Mocksa: M3natenbcTBO
Opaiit, 2022. — 339 ¢. — (IIpodeccuonanpHoe obpaszosanue). — ISBN 978-5-534-02419-7.
—  Texkcranekrponnsii  //  OOpasoBarenbhas  miarpopma  FOpadt  [caiit]. —
URL: https://urait.ru/bcode/492546

3.2.3. /lonoJiHUTEeIbHBIE HCTOYHUKH (HPU HEOOXOOUMOCIL)

1. bacakoB, M.H., JlokyMeHTallMOHHOE OOeCreUeHne yIrpaBjeHUus: (C OCHOBaMHU
apxuBoBeneHus1): yueOHoe mocodbue mms CIIO/ M.M. bacakoB. — Mocksa: HznmarenbcTBo
KnoPyc, 2022. — 216 c. — Tekct : HenocpenactseHHbIN. — [SBN: 978-5-406-09983-4.

2. byposa, EM., MypasreBa, H.A. CnpaBoyHuK 1O apXMBHOMY JAeNly IJs
paboraukoB opranmanuii. — (Cepusi «YnpasieHueckass Oe3onacHocThy / mon odbmr. pen. A. b.
besbopomora). — M: Tepmuka, 2018. — 396 ¢. — Tekct : HenmocpeacTBerHbid. — [ISBN: 978-5-
6040204-4-9.

3. Beperexuna, C.B., HerocynapcTBeHHble CTPYKTYypbl U ayTCOPCUHI B apXHBHOM
nene . moHorpadusi / CB. Beperexuna— Mocksa: MznarensctBo Pycaiinc, 2022, — 128 ¢. —
Texcr : HenocpeacTseHHblN. — [SBN: 978-5-4365-8006-7.

4. Eropos, BII, CnunabkoB, A.B. OOecrneyeHnne COXpaHHOCTH, pecTaBpauus HU
KOHCepBalus JOKYMEHTOB. yueOHoe mocodue. — C.-I116.: Jlanb, 2022, — 220 c¢. — ISBN: 978-5-
507-45047-3.

5. Eropos B.II. CoBpeMeHHas oOpraHusalus TOCYJapCTBEHHBIX YUPEKIEHUN
Poccun: yueOnoe nocobue ans CIIO / B. I1. Eropos, A. B. CiunpkoB. — Cankr-llerepOypr:
Jlanb, 2020. — 204 ¢. — Tekcrt : HenocpencTsenubiid. — [ISBN: 978-5-8114-6382-4.

6. Koznos, B. I1. ApxuBosenenue: yueOHUK U ipakTukyMm st By30B / B. I1. Koznos.
— Mocksa: U3parenscto FOpaiit, 2022. — 329 ¢. — (Briciiee obpazosanue). — ISBN 978-5-
534-14066-8. — Tekct: anekrponubiii // ObpasoBatenbhHas miatdopma HOpailt [caliT]. —
URL: https://urait.ru/bcode/496661

7. [TaBnoa, P.C. Jlenonpoun3BoncTso mo odpalieHusM rpakaaH: yueOHoe mocodue
s CIIO / P. C. IlaBnoBa. — Cankrt-IlerepOypr: Jlanp, 2022. — 324 c.: mn. — Tekcr:
HernocpencTeeHHbid. — ISBN: 978-5-8114-9925-0.

8. Ilomos, A.B.ApxuBoBeneHue. 3apyOexkHas Poccuka: ydeOHHMK Jii CpeIHEro
npodeccuonanpHoro odpazosanus / A. B. TlomoB. — Mocksa: M3natensctso FOpaiit, 2022, —
168 ¢. — (IIpodeccuonanbroe obOpaszoBanue). — ISBN 978-5-534-10240-6. — Tekcr:
3JIEKTPOHHBIN // ObpazoBaTenbHast miatopma Opaiit [caiiT]. —
URL: https://urait.ru/bcode/495214

9. Packun, JI. U. ApxuBoBenenue: yueOHMK 111 By3oB / JI. U. Packus,
A. P. CokonoB.— 2-e usn., ucrnp. u aon.— Mocksa: M3zgarensctBo FOpaiit, 2022.— 468¢c.—
(Briciuee obpasosanme). — ISBN 978-5-534-15245-6. —  TekcT: 3Je€KTpOHHBIA //
ObpazoBarenbras miatdopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/497656

10. Camapuyk, H.C., MapkeTuHrosass [eATEIbHOCTb TI'OCYyIAapCTBEHHBIX aPXUBOB!

monorpadus / H.C. Camapuyk. — MockBa: M3natensctBo Pycaiinc, 2023. — 312 ¢. — Tekcr:
HernocpencTeeHHbid. — ISBN: 978-5-466-01550-8.

11.  TempuapoB A.Jl. ApxuBoBeneHue: y4yeOHOe mocobme mis OakamaspoB / A. /I
Tenbuapos. 5-e usn. — Mocksa: HUTK «Jlamkos u K», 2022, — 184 c¢. — Teker:
HernocpencTeeHHbid. — ISBN: 978-5-394-04946-0.

12.  Xopxopauna, T. 1. ApxusHas spuctuka: yuebnuk / T. 1. Xopxopauna, A. B.
ITonos; nox pexn. E. K. Ilusosapa. — 4-e¢ usa. - Mocksa: Poc. roc. rymanur, yH-T, 2019. - 296 ¢. —
ISBN 978-5-7281-2497-9. — TekcT: 3NeKTPOHHBIN. —

URL: https://znanium.com/catalog/product/1087575

13.  llemenxoBa, C. 1. Apxusosenenue. Mcropus apxusoB Poccuu ¢ apeBHeHmmnx
BpEMeEH 10 Hadaja XX Beka: yueOHoe rmocodue a1 cpeaHero npoheccHoHalIbHOro 00pa3oBaHus
/ C. W. Llemenkoa, nmox Hay4yHol penakuumeii JI. H. Masyp. — Mocksa: Usnarenscto FOpaiir,


https://urait.ru/bcode/492546
https://urait.ru/bcode/496661
https://urait.ru/bcode/495214
https://urait.ru/bcode/497656

2022. — 153 ¢. — (ITpodeccuonanbroe obpazosanue). — ISBN 978-5-534-10241-3. — Tekcr:
SJIEKTPOHHBIN // ObpasoBaTenbHast mwiatghopma Opaiit [caliT] —
URL " https://urait.ru/bcode/495215

14.  IDaxomanosa, O.FO. OpraHuzamnus rocyaapCTBEHHBIX yupexneHuil Poccuu:
yueOHOe nmocobue s cpenHero npodeccuoHaabHoro odpasopanus / O. 10, Illaxoganosa. — 2-
e ma., mnepepad. mw gon. — MockBa: HMsmarensctBo HOpaiit, 2022, — 16lc. —
(ITpodeccronansuoe obdpazoanue). — ISBN 978-5-534-12448-4. TekcT: 3neKTpOHHBIN //
ObpazoBarenbhas nnardopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/496292.
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4. KOHTPOJIBMOLIEHKAPE3YJIbTATOBOCBOEHUA

YUYEBHOW MMPAKTUKHA

Koa n HauMeHOBaHHE
npogeccuoHAIBLHBIX
M O0IIHX KOMIIeTEHIHH,
(popmupyembix
B PAMKAX MOIYJIsI

Kpurtepuu ouenkn

MeToabI OLIEHKH

K 2.1.
Ocy1ecTBisITh
KOMILJIEKTOBaHHE
ApXUBHBIMH JIeJIaMH
(moxyMeHTaMn)
apXuBa OpraHU3aLlH

COSI[aHI/Ie JIOKAJIbHBIX HOPMATHUBHBIX
JOKYMEHTOB U MPOTOKOJIOB 3aCeNaHui
BKCHepTHOfI KOMHCCHUU OpTraHU3alUuH.
HpOBeHeHI/Ie SKCMEPTU3bI HEHHOCTU
AOKYMECHTOB OpraHu3alnnun.

K 2.2.

Bectu yuér apxuBHBIX A€
(OKyMEeHTOB),

B TOM YHCJIE

C UCIOJIb30BAHUEM

VYuéT apXUBHBIX 21€]1 (TOKYMEHTOB)
MOCTOSIHHOTO U BPEMEHHOTO XPaHEHHSI.
Yuér GOHAOB M ONUCEH apXUBHBIX A€
(mOoKyMeHTOB). YUET BbIJA4UU apXHBHBIX
nen (DOKyMEHTOB) U3 apXHUBOXPAHUIIHIIA

aBTOMATH3UPOBAHHBIX U UX BO3BpaTa. YUET U KOHTPOJb

CUCTEM nepenayn apXUBHBIX J1e (JIOKYMEHTOB) B
rOCyIapCTBEHHBIH/MY HULUITATbHbIN
apX¥B WM HA UHOE BHEIITHEE XPAHEHUE.
Y4éT 1 po3bICK HEOOHAPYKEHHBIX [
(moxymenToB). Benenue nen ¢poHnos

IK 2.3. Cosznanue omuceit nen (IOKyMEHTOB)

OcymecTBiATh OpTaHU3aLH TOCTOSTHHOTO CPOKa

XpaHEeHHE apPXHUBHBIX JEJT
(OKyMEHTOB)

C MOCTOSIHHBIM CPOKOM
XpaHEeHUs

U 10 JJTUYHOMY COCTaBY

B apXHUBE OpraHU3aLUN

XPaHEHHsI U TI0 ITYHOMY COCTaBY .
Pasmernenne apXxuBHBIX €T
(IOKYMEHTOB) B apXUBHBIX XPaHWINIIAX
B COOTBETCTBHUH C BBIOPAHHON CXEMOM
KJIacCU(pUKALIUN U CHCTEMAaTU3aLHNHU e
(moxymentoB). Co3nanue 1 odecrieueHue
PEKUMOB XpaHEHUsT APXUBHBIX JEJT
(moxymenToB). [IpoBepka HamMuus U
COCTOSIHUSI apXHUBHBIX A€J (IOKyMEHTOB).
BrrsiBnenue u yuér

apXHBHBIX €] (IOKYMEHTOB),
TpeOYIOLINX pecTaBpalliOHHOMN,
KOHCEPBALIMOHHO-TIPOPUIAKTHUECKOH U
TexHn4eckoi oopaboTku. [Tonroroska
YCIJIOBHH 1151 0O€CTIEYeHNsI COXPAHHOCTH
ApXUBHBIX €I (IOKYMEHTOB) B OCOOBIi

Texymui KOHTPOJIb
B (hopme:

-ompoca;

-3aLUTHI
MPAKTUYECKUX
3AHATUN.

Ouenka
IEATENbHOCTH
CTyZICHTA B MpOLIECCe
y4eOHOH MPaKTHKH.

3amuTa oT4YeTa MO
y4eOHOH MpakTHKe

DK3aMeH MO MOAYJIO




NEePUOJ U YPE3BbIYANHBIX

cutyauusax. OcyinecTBieHre KOHTPOIS
IBW)KEHUS] APXUBHBIX J1eT (JIOKYMEHTOB)
U UX (PU3HUECKOrO COCTOSIHHUS.
IToaroroska u nepenavya apXuBHbIX J1€1
(TOKyMEHTOB)

B TOCYIapPCTBEHHbBIN/ MyHULIUITATbHBIN
apxuB WM HA HHOE BHELIHEE XpaHEeHUe

K 2.4.

Ocy1ecTBisITh
XpaHeHue,
KOMITJIEKTOBAaHHE, YUET U
UCTIOJNIB30BAHUE NI
(OKyMEHTOB)
BPEMEHHOTO XpaHEHHs

VY4ér onucen 1ea BPEMEHHOIO XPaHEHHUs
CTPYKTYPHBIX NOAPA3EIICHHIHI
OpTaHU3aLUH B TPAAUIIMOHHOM H B
3NEeKTPOHHOM Buze. CucreMaTu3ams
nen (IOKyMEHTOB)

BPEMEHHOT'O XPAHEHUS, MPUHSATHIX OT
CTPYKTYPHBIX NOAPA3EIICHHIHI
OpTaHU3aLUH, AJIS1 pAa3MEIICHUS B
XPaHUINLIE apXUBA OPTaHU3ALINH.
KoHTpounb BeIgaun B onepaTuBHOE
NIOJIb30BAaHUE J1e]1 (JIOKYMEHTOB)
BPEMEHHOI'O XPaHEHHUsS U UX BO3BpaTa.
IIposenenue

SKCIIEPTU3BI LEHHOCTH el (JOKYMEHTOB)
BPEMEHHOI'O XPAHEHUS B apXUBE
opranuszaiun. Ilonroroska nen
(TOKyMEHTOB)

BPEMEHHOT'O XPAHEHUS, MPUHSATHIX OT
CTPYKTYPHBIX NOAPA3ENECHIH, Ha
yHuutoxxeHue. Co3gaHue akToB O
BBIJICIEHIUH HA YHUUTOXKEHHE eI
(TOKYyMEHTOB) BPEMEHHOTO
XPaHEHHSIC UCTEKITUMH CPOKaAMH,
NPUHATBIX OT CTPYKTYPHBIX
MOAPA3ACIECHUI

K 2.5.
Ocy1ecTBisITh
UCTIONIb30BaHUE
ApXUBHBIX JeJT
(OKyMEeHTOB),

B TOM YHCJIe

C HCIIOJIb30BAaHHEM
ABTOMATU3UPOBAHHBIX
CHCTEM

Ionnep:kka B akTyaJlbHOM COCTOSIHUU
3JNIEKTPOHHBIX HHYOPMALIIOHHO-
MOMCKOBBIX

CUCTEM apXuBa B JJOKYMEHTHPOBAHHBIX
cepax AeATEeNbHOCTH OPraHU3ALIH.
CocraBiieHH€e CIIPaBOYHO-TTIOMCKOBBIX
CPEICTB

K apXHUBHBIM JIeJ1aM (JOKYMEHTaM),
YUTEHHBIM B apXUBE U B
IOKYMEHTUPOBAHHBIX cepax
nesitenbHOCTH opranuzauuu. [logroroska
OTBETOB Ha 3aIPOChl APXHUBHBIX el




(moxymentoB). [loaroroeka paboThl
MOJIb30BaTEJIEl B YMTAJILHOM 3aJie
apxuBa

OK 01.

Beibupats criocoOs!
pelIeHus 3a1a4
npodeCCUOHATTLHOM
IeSTeIbHOCTH
NMPUMEHHUTEIIBHO K
Pa3TUYHBIM KOHTEKCTaM

Bribop cniocoba pemnenus 3aaa4
npoheCCHOHATTLHON AeSITEIbHOCTH
MNPUMECHUTECIIBHO

K Pa3JIMYHBIM KOHTCKCTaM

OK 02.
Hcnonb3osare
COBPEMEHHBIE CPEACTBA
MOWCKA, aHAJIN3a U
UHTEPIPETALNN
uHpOpMaLUHU |
UH(POPMALIMOHHBIE
TEXHOJIOTUH JJIs]
BBITTOJTHEHHS 337124
npodeCCHOHATTLHOM
IesITeTbHOCTH

Hcnonb3oBaHne COBPEMEHHbBIX CPEICTBA
MOMCKA, aHAJIN3a U UHTEPIpeTaiu
uH(pOpPMAaLINH, U UCTIOb30BAHHE
UH(POPMALMOHHBIX TEXHOJIOTUH /IS
BBITIOJTHEHUS 337184 MPodecCrHoHaIbHON
IeATENIbHOCTH.

OK 04.

3¢ dexTuBHO
B3aUMOJICHCTBOBATh U
paboTaTh B KOJUIEKTUBE U
KOMaH/e

BsauMoneticTere u paboTa B KOJJICKTHUBE
Y KOMaHze

OK 05.

Ocy11ecTBIATh YCTHYIO U
MHCbMEHHY IO
KOMMYHHKALHIO Ha
rOCyIapCTBEHHOM SI3bIKE
Poccuiickoit @enepanuu ¢
y4E€TOM 0COOEHHOCTEH
COLIMAJIBHOTO U
KYJIbTYPHOT'O KOHTEKCTa

Ocy1ecTBiIeHUE YCTHON U TUCbMEHHOMN
KOMMYHHKAIH HA IOCYIaPCTBEHHOM
s3bike Poccuiickon @enepauuu ¢ y4€Tom
OCOOEHHOCTEH COLMANTBHOTO U

KYJIBTY PHOTO KOHTEKCTa

OK 09.
ITonb3oBarbcs
npodeCCHOHATBHON
NOKyMEHTaLuel Ha
rocyJapCTBEHHOM H
WHOCTPAHHOM SI3bIKAX

Hcnonb3oBanue npodecCHOHANBHON
JOKYMEHTaLMU Ha FOCyAapCTBEHHOM U
HHOCTPaHHOM $I3bIKax

Kontpone
BBITIOJIHCHHUST
MPAKTUYECKHUX
3a1aHUM.

YcTHbIl unn
TECTOBBIN KOHTPOJIb
TEOPETHUECKUX
3HaHUM.

AHaIIA3 1 OLIEHKA
peLIeHui
POOIEMHBIX
CUTYyaLIH.
IIposepounsble
paboThI MO KaXKAOH
TEME.

ATTecTauus no
y4eOHOH NpakTHKE.




IIpunoxenne 5.3
k OOII no crnenuanbHOCTH
46.02.01 /lokymenmayuonnoe obecneyeHue ynpas/ieHus U apxXueoseoenue

MHWHUCTEPCTBO ObPA3OBAHHA U HAYKU PECITYBJIMKHU JATECTAH
TlocynapcTeeHHOE OrOMKeTHOE MPOdecCHOHANTBHOE 00Pa30BaTEIbHOE YUPEIKIESHUE
PecniyOnuku [larectan
«Konnemxk mamuHocTpoenus u cepsuca uM. C.OpIKOHUKUA3E

PABOYAS ITIPOT'PAMMA YYEBHOM MPAKTUKH
M. 03 «Bbinosiaenue padort no padoydeii npogeccun
ciayxkamero Jleionpou3sBoauTe/ by

Koa u HauMeHOBaHNE CIEUUATBbHOCTH:
46.02.01 JJokyMeHTaIMOHHOE OOeCIieueHNe YIPABICHUS U apXUBOBEIEHUE
Bxoasei B coctaB YI'C 46.00.00 UcTropusi u apxeosiorust

Ksanudukaryst BTy CKHUKA!
CrnenuaiucT no A0KyMeHTALHOHHOMY o0ecliedeHUI0 YIIPABJIEHHSI U APXHBHOMY /eIy

2023 r.



OJOBPEHO YTBEPXIAIO

Luki0BOH KOMHCCHEH 3KOHOMHYECKHX 3aM. AWpeKTopa.no yueGHo-
JUCLHIUTHH NPOU3BOACTBEHHON paboTe
Ipotokon Ne /0 or« 0» DE 2023r. "Z/; 4
Tpencenarens [IK /i Xacapos A.A.
0 i Ol Ocmanosa JX.M. NOAMNKCH
TOANHCH gzn -
} Al
« Ay [, 2023 r.

PaGouas nporpamma yueGHol mpaktuku 03. no IIM. 03 «Beimosnsenune pa6ot no paboueit npodeccun
cayxaiuero JlesonporsBoauTens» paspaboTaHa Ha OCHOBE:

- QelepabHOrO roCyJapcTBEHHOTO 00pa3oBaTENbHOrO CTaHAApPTa CPEAHEro MNpodhecCHOHATBHOrO
obpazoBanus no creuuanbHOCTH 46.02.01  «JloKyMeHTalMOHHOe OOeCTeYeHHe YNpaBleHHA M
apXHBOBEACHHEY», BXOsLLEH B COCTAaB YKPYIHEHHOW rpynmbl crieuxansHocteil 46.00.00 Hctopus u
apXeoJorus, YTBEPXKAEHHOro npvxkazoM Munob6pHayku Poccum Ne 778 ot 26 asrycra 2022 r.
(3apeructpupoBaHo B Muntocte Poccru 30 centabps 2022r. Ne 70318);

- Paboueil mporpammel npodeccHonansHoro Momyns [IM. 03 «Bemosinenue pa6oT no paGoueit
npodeccuy ciysxatuero Jenonporu3BoanTeib» paspaboTaHa Ha OCHOBE:

B COOTBETCTBHH ¢ pabounM yueOHbIM NIaHOM KoJuiemka Ha 2023/2024 yueGHblii rox

PazpaboTunku:

- l'acanosa O.M. - npenogasarens I'BIIOY PJT «Kosiemx MaInHOCTPOEHHS U CEPBUCA HM.
C.OpmxoHuKHA3E»;

© Tacanoa Onecs Maromezapacynosra 2023

© TBIOY PJ1 «Konnemk MamuHocTpoeHus u cepsuca uM. C.Opmxonukuase» 2023
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1.0BIIASI XAPAKTEPUCTUKA PABOYEN ITPOTPAMMBI YUEBHO ITIPAKTUKH

1.1. lesp ¥ IVIAHUpPYEMBbIe Pe3YJIbTAThI OCBOCHUSI YUeOHOH NPAKTHKH

B pesynbrare mpoxoxneHust y4eOHOM MPAaKTHKU OOYYArOLIUICS TOJKEH OCBOUTH OCHOBHOW B
nesitenibHOCTH BohinmonmHeHue padot mo padodeit mpodeccuu cnyskamiero Jlenonponu3BoaUTe b

COOTBETCTBYHOIIUE EMY O6H.II/Ie KOMIIETCHLIMU, U HpO(I)eCCI/IOHaJ'IbeIe KOMIICTCHLIMH

1.1.1. IlepeueHp 00X KOMITETEHINH:

Kon HaumeHnoBaHue 001IUX KOMIIeTeHUHH

OK 1. [TorumaTe CYIIHOCTP W COLUMANBHYIO 3HAYUMOCTh CBocH Oyayiedl mnpodeccuy,
HNPOSIBIATH K HEH YCTOMUUBBIN HHTEPEC.

OK 2. OpraHn3oBbIBaTh COOCTBEHHYIO JCATCIBHOCTD, BBHIOMPATh THIIOBBIC METOABI M CHOCOOBI
BBIMOJTHEHHS TPO(eCCHOHATBHBIX 33434, OUCHUBAThH HX 3 QCKTHBHOCTE H KAYECTBO.

OK 3. [IpuHKMaTh peleHus B CTAHAAPTHBIX M HECTAHAAPTHBIX CUTYALMAX M HECTH 32 HHUX OT-
BETCTBEHHOCTb.

OK 4. OcyIecTBIATh MOUCK U UCTIONB30BAHUE HH(POpMaLHU, He0OX0ANMON A7 3¢ PeKkTHBHOTO
BBIMOJTHEHHS PO(ECCHOHANTBHBIX 3324, MPOHECCHOHANTBHOTO U IMYHOCTHOTO Pa3BUTHS

OK5. UcnonpzoBate HHPOPMAIMOHHO-KOMMYHHKALMOHHEIE TEXHOJOTHH B NpodeccHOHATbHOMN
JCATCIBHOCTH.

OK 6. PaGotate B xomnektuse u koMaHze, 3GQPEKTHBHO OOMATHCA C KOJUICTaMH, PYKOBOJACTBOM,
MOTPCOUTEISMH.

OK 7. Bpatp Ha cebs OTBETCTBEHHOCTE 32 PabOTy WICHOB KOMaHABI (MOAYMHCHHEIX), PE3YJIBTAT
BBIITOJTHCHHUS 3aJaHUH.

OK 8. CaMOCTOATEIIBHO OMPEASIATh 3342491 MPOGECCHOHATBHOTO U TMIHOCTHOTO PA3BUTHS, 3a-
HUMAThCS CaMOO0Pa30BaHUEM, OCO3HAHHO INIAHUPOBATh MOBBIIICHUAC KBATH(UKALIHH.

OK 9. OpHUEHTUPOBATHCS B YCIOBHSAX YACTOM CMCHBI TCXHONOTHH B MPO(EeCCHOHAIBHON ACs-

TCIBHOCTH.

1.1.2. TlepeueHp npodecCHOHATBHBIX KOMITETEHIIUH

Kon HaunmeHoBaHHE BHAOB A€SITEJIbHOCTH H NPO(EeCCHOHATBHBIX KOMIIETEHIHI

B3 Brinoauenue padot mo paboucti npodeccuu ciyskariero Jlemonpoussogureis

IIK 3.1. OdopMaaTh U PETHCTPUPOBAT OPTAHU3ALNOHHO-PACTIOPIJUTEIBHBIC JOKYMCHTBI,
KOHTPOJIHNPOBATh CPOKH UX UCTIOTHEHUSA

IIK 3.2. OoOpabateiBaTh BXOJSIUC W HUCXOISIIAE JOKYMCHTHI, CHCTCMATH3HPOBATHUX, COCTABIATh
HOMEHKIATYPY AT U (popMUpOBaTh TOKYMEHTHI B ACIA.

IK 3.3. OCyIICCTBIIATE MOATOTOBKY A/ K MEPSIAUC HA APXUBHOC XPAHCHHE.

JIP 13. JIeMOHCTPUPYIOLIHI TOTOBHOCTh M CIIOCOOHOCTh BECTH AUAJIOT ¢ APYTUMH JIFOIBMHU, J0-
CTHUTaTh B HEM B3aUMOIIOHUMAaHUS, HAXOAUTh OOIIKE LN U COTPYIHHYATD AT UX J0-
CTHKEHHS B IPO(ecCHOHATBHOH AeITEIbHOCTH.

JIP 14. [Mposirsroiuii CO3HATEIFHOS OTHOIICHUE K HEMPECPHIBHOMY 00Pa30BAHUIO KaK YCIOBUID
VCIEMHON Mpod)eCCHOHATEHON B OOIIECTBCHHON ACATCIBHOCTH.

JIP 15. [TposBrsromuii rpaskIaHCKOE OTHOLICHHE K MPOECCHOHATBHON ACATSIBHOCTH KaK K
BO3MOXKHOCTH JIMYHOT'O YYACTHUS B PELICHHU OOLICCTBCHHBIX, FOCY JAPCTBCHHEIX, 00IIe-
HAIHOHAJIBHBIX MTPOOIEM.

JIP 16. IprHIMAOIMNT OCHOBBI YKOIOTHICCKOU KYIBTYPHI, COOTBCTCTBYIOIICH COBPECMCHHOMY

YPOBHIO 3KONOTHYECKOTO MBIIIJICHUSI, PUMEHSFOITUI OMBIT 3KOJ0THIECKHA OPUEHTUPO-
BaHHOH pedICKCUBHO-OLICHOYHON U MPAKTUICCKOH ACATCIPHOCTH B JKU3HCHHBIX CUTYa-




LHSX U MPOECCHOHANBHON ACATCIBHOCTH.

JIP 17. IposBastomuii ICHHOCTHOS OTHOMICHHUC K KYJIBTYPE B UCKYCCTBY, K KYJIBTYPC PCUIH U
KyJbTYPE MOBEICHH, K KPACOTE M TAPMOHHH.

JIP 18. CriocoOHBIH K CAaMOCTOSTEIPHOMY PEIICHUIO BOITPOCOB KU3HEYCTPOUCTBA.

JIP 19. CrniocoOHBIH K MPUMEHEHHIO HHCTPYMEHTOB U METOAOB OEPEKIIUBOTO MPOU3BOACTBA.

JIP 20. VYMeromuii OpICTPO MPUHHUMATD PELICHHS, PACIPEASIITh COOCTBEHHBIC PECYPCHI U YITPAB-
JSITh CBOMM BPEMEHEM

JIP 21. CrniocoOHBIH K MPUMEHEHHIO JIOTUCTUKU HABBIKOB B PEIICHUH JTHIHBIX H TPOodeccho-
HAJTBHBIX 33024

JIP 22. VYMeHHe peanu3oBaThk THACPCKUC KAUCCTBA HA MPOU3BOACTBC.

JIP 23. CTpeccoycTOMIHBOCTD, KOMMYHUKAOCTBHOCTB.

JIP 24. MoTuBaums Kk caMo0OpPa30BaAHHIO H PA3BHTHIO.

JIP 25. OTBETCTBEHHOCTH 32 PE3ybTaT yUeOHOU ACATEIEHOCTH H MOATOTOBKHU K npogeccHo-

HAJIbHOU JCITCIbHOCTH.

1.1.3. B pesynbraTe ocBOeHUs MPOQPECCHOHATBPHOTO MOYJIsi 00y YaIOIIUNACS AOIKEH:

Bnanern Opranm3anuy TOKYMEHTAIIMOHHOTO OOECIeueHus] yIpaBIeHUs U

HaBbIKAMH (YHKIIMOHHPOBAHUS OPTaHU3ALMH.

Ymerre —IOATrOTaBINUBATH MPOEKTHI YIIPABJICHYECKUX PELICHHUI,
—obpabaTbIBaTh BXOZSIINE 51 UCXOIALINE JNOKYMEHTBI,

CHUCTEMATU3UPOBATh HX;
—COCTaBJISITh HOMEHKJIATYPY J€1
(bopMHpPOBATH JOKYMEHTHI BIEINA.

3HaTh - cUCTeMY XpaHeHHs 1 00pabOTKH JOKYyMEHTOB. B TOM YHUCIIE C
UCTIOJIB30BAHHUEM aBTOMATHU3UPOBAHHBIX CUCTEM U NMPO(ECCHOHAIBHBIX
porpamm

1.2. KoinuecTBO 4acOB, 0TBOAUMOE HA OCBOEHHE YUeOHOH nNpakTHKH -144 yaca (4 Henenn).

2. CTPYKTYPA U COJAEP)KAHUE YUEBHOU NPAKTHKH

2.1. CTpykrypa yueOHOH NPAaKTHKH

Konasr hopmupyembrx Haumenosanue npodeccronaipHoro | O0beM BpeMeHH, OTBOIUMBIMA
KOMTIETeHIIHIA MOTY JIst Ha MPAKTHKY (Yac., Hell.)

OK 01, OK 02, OK 04, | IM. 03 «BbinmosiHeHne padéoT mo 144/ 4
OK 05, OKO06, OKO7, | padoueii mnpodeccuu CIy:KRamero
OK 08, OK 09. JeJIonponu3BOANTEb»

K 3.1, IIK 3.2, [IK 3.3.




2.2. Copep:kaHue y4yeOHOH NPAKTHKH

Bt HaumeHnosaHnue pasnesnos Konnue
(Tem), obecneunBarOIINX Bunei pador CTBO
IeATEeIbHOCTH
BBIMIOJIHEHHE BUIOB padoT Jac.
M/K 03.01. lokyMeHTHPOBAHHE H OPraHHU3ALHOHHASI 00Pa00TKA AOKYMEHTOB 144
M. 03
«Boimosinenne | Tema 1. Ynpasaenue UzyueHne TOKHOCTHON HHCTPYKLHH AEJIONPOU3BOIUTENsI. PacCMOTpEeHHE CTPYKTY bl 6
pa6or mo E[OKyMe“TaM“ B OpraHM3aliMi. | opragy3anmu. M3ydeHue BUIOB JOKYMEHTOB U UX KIAaCCU()UKAIMS,
. €JIONPOH3BOACTBO .
paboueii P CroiicTBa 1 (pyHKUUHU JOKYMEHTA. 6
npodeccun [ToHATHE BIEKTPOHHOTO JOKYMEHTO0O0POTA B OPraHU3aINH.
CJIYKAINEro 6
Crangaptuzauusi 1 yHu(UKaLKs TOKyMeHTOB. HopMaTHBHbBIE aKThl U WHCTPYKTHBHBIE
HenonpousBoau 6
Tellby Marepualibl B 00J1aCTH yIpaBIeHHs JOKY MEHTaMH
Tema 2. OcHoBHble TpeGoBanus | CocTaBieHHE COCTABJICHHIO JOKYMEHTOB. TpeOoBaHust K ONaHkaM JOKYMEHTOB. 16
K COCTABJICHHIO A0KYyMEHTOB. FOpunuyeckast cuna qOKyMeHTa. 2
HOpuanueckan cuna C 10
HOKYMeHTOB, ST3bIK OCTaBJIeHUE 1 OPOPMIIEHUE TOKYMEHTOB. .
COBPEMEHHBIX JOKYMEHTOB Cocrasiienue ACJIOBOU NEPCTIUCKU. 6
SI3bIK yIpaBAeHYECKUX JOKYMEHTOB. 6
Oco0eHHOCTH OPUITHATBHO JI€JIOBOTO CTHIIS
Tema 3. ABToOMaTH3aL A ABTOMaTH3aLUsA CO3AHUS JOKYMEHTA. 6
TpoueaAypel COSAAHHS 1 Bujibl G1aHKOB JIOKYMEHTOB U UX PEKBU3HUTBI. 6
HCIIOJIHCHHS JOKYMECHTOB o 6
DIeKTPOHHBII JOKYMEHT.
[IpuMeHeHHe KOMITBIOTEPHBIX CPEICTB MACCOBOI PacChUIKM MH(POpMALIHH.
6
Tema 4. IlpuHuunb Uzyuenne nokyMeHTOO00pOTa, KaK TEXHOJOTHYECKOro IMpolecca. Y MpaBjieHHue MOTOKOM 6
OpraHusanHu TIOKYMEHTOB.
JAOKYMEHT0000poTa 6
Henosass mpouenypa. ConepkaHne OCHOBHBIX Tpounenyp paboTel € JOKYMEHTaMH.
[pouenypbr 00pabOTKH BXOASILIHMX, UCXOASIINX U BHYTPEHHHUX JOKYMEHTOB 6
4
MapiupyT ABHKeHHsI JOKYMeHTOB. CXeMa J0KyMEeHTO000poTa. 5
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3. YCJIOBUS PEAJIN3AIIMN YUYEBHOU MPAKTHKH

3.1. Jlas peanu3anuu nporpaMMbl y4eOHOH NPAKTHKH NPeIyCMOTPEHbI CJeAyIoliue
crenHaJbHble IOMelleHHsI:

KabuHer 1OKyMEHTAlIHOHHOTO O0eCTIEYeHNs YIIPABIEHHSI, OCHAIIEHHBIH:

—00OpyIOBaHUEM: CTOJNBI U CTYJIbs, IIKAa(bl, CTEJUIAXKH, JOCKA, MHTEPAKTHUBHAs NMPUCTaBKa K
IOCKe/MHTEpaKTUBHAS JOCKA, MPOEKTOP, KOHIUIUOHED;

—TeXHUYECKUMH CPEICTBAMH. IE€PCOHAIBHBIA KOMIIBIOTEp (mporpaMMHoe oOecneueHue:
TEKCTOBBI pPENAaKkTOp, TMpaBoBas 0a3a [aHHBIX, CHCTEMa »BJEKTPOHHOTO JOKYMEHTO00O0pOTa,
NPOTPAMMHBIA MPOAYKT, PEANN3YIOIUN (PyHKIUM apXyuBa OpPraHU3alNH, JIOKAJIbHAS CETh, BBIXOA B
r100aIbHYIO CETh), MHOTO(YHKIIMOHAIBHOE YCTPONCTBO (IIPUHTED, CKaHEP, KOIHUD).

Jlaboparopust opraHuzauuu padoOThI ¢ JOKYMEHTaMH, CUCTEM 3JIEKTPOHHOTO JOKYMEHTO000pOTa,
OCHAIEHHas: OOOPYyAOBAaHUEM: TMEPCOHAIBHBI KOMITBIOTEp, MOABEMHO-TIOBOPOTHOE KPECJIO IO
KOJIMYECTBY OOYYarOIUXCS, NMPUHTEP, CKaHEep, KOMHPOBAJIBHBIA amnmapar, (pakCHMWIBHBIA ammapar,
muHu ATC, MHOroyHKIMOHANIbHOE yCTpoiicTBO M@V (mipuHTEp, CKaHep, KOMHUp, CPEACTBA CBS3H),
OyMaroy HU4TOKHTEITh " OymaropesaTeibHOE  YCTPOWCTBO, JIAMUHATOD, OpormropaTop,
KOHBEPTOBCKPBIBATEIb, KAHLENPCKHUE ITeYaTH (OTTHCK IeYaTH) U IITaMITbI 1JIs1 00paboTKH TOKYMEHTOB
(oTMeTKa O TMOCTYIUIEHUH, OTMETKa O KOHTPOJIE), Mayasi KaHLIEJSIPUS MO KOJNYECTBY OOYUarOIINXCS B
COOTBETCTBUH C MHPPACTPYKTYPHBIM JIICTOM.

IlepconanpHble KOMIBIOTEPHI:

— C IOCTYTIOM K JIOKQJIbHOW CeTH y4eOHOro 3aBeAeHUs, TI00abHON CEeTH MHTEPHET, Crpa-
BOYHO-IIPABOBON CHCTEME, HJIEKTPOHHBIM ONOIMOTEYHBIM CUCTEMAM,

— TporpaMMHOe OOecredeHHe. TEKCTOBBIN, TAaOJWYHBIA PemakTop, Mporpamma CO3IaHUs
npesenTarmii, CYBJ, nepcoHanbHbI HHPOPMALMOHHBIA MEHEKep ¢ QYHKIHMAMHU ITOUYTOBOTO KJIH-
eHta u Groupware, CUCTeMa 3JIEKTPOHHOTO JOKYMEHTOO0OpOTa, apXUBaTOpP, MPOTrPaMMBbl CKAaHHPO-
BaHUS U KOHBEPTUPOBAHMS AOKYMEHTOB, NMPOTrpaMMbl AJI NMOATOTOBKHM JTOKYMEHTOB K Iepefaue B
apXuB.

3.2. UndopmannoHHoe obecnedeHHe peaju3alui NporpaMmbl

Jns  peanuzanmuu  mporpaMMbl  OMOTHOTEYHBIH (OHI UMEET TI€YaTHbIE W/IIKM DJIEKTPOHHbBIC
oOpaszoBaTenbHble 1 WHPOPMALMOHHBIE PECYPCHL, ISl HCIIOJIb30BAHMS B 00Pa30BaTEIbHOM MPOLIECCE.
IIpn ¢opmuposanuu Oubnuoreynoro ¢oHAa BBHIOMpAETCS HE MEHee OIHOrO H3JaHus U3
NEPEYNCICHHBIX HUKE TMEeYaTHBIX M3MaHUN W (MJIM) 3JIEKTPOHHBIX M3AaHUH B Ka4eCTBE OCHOBHOTO,
IIPU 3TOM CITUCOK MOJKET OBITh JOMOJHEH HOBBIMU U3IAHUSMU.
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4. KOHTPOJIBMOLIEHKAPE3YJIbTATOBOCBOEHUA

YUYEBHOW MMPAKTUKHA

Koa v HaumeHnoBanue
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OLICHKH
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B paMKax MOIYJsl
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CPOKH UX UCTIOJIHCHU. pacnopsaan- TCIbHBIC AOKYMCHTBI € YUCTOM
OCOOCHHOCTCH W MpaBHJI TeYa- TH TEKCTA Texymuit
JOKYMCHTa U TpeOo-BaHHi ero Gopmyspa; KOHTPOJIb
-COCTaBIIAET TEKCTHI cayxeo- upix | B popme:
JOKYMEHTOB;
- TpaMOTHO BbIOHpacT (OPMBI PErUCTPALN -ompoca,
JOKYMEHTOB; _3aLUATDI
- coOmogaer TpeOOBaHUS K PETUCTPALMU
MPAKTUYECKUX
JAOKYMCHTOB KaK K CO3AaHHUIO o
. : 3aHATUH.
JMOKYMCHTATbHOM 0ashl;
- TMPaBHIBHO 3aMOTHSCT ot
PETUCTPALIMOHHBIX (HopM; Orenka
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CTyJE€HTA B
- OCYWICCTBISCT IPOLIECC KOHTPOI 32
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JAOKYMCHTHI, - HOPOBOAUT CUCTCMATU3ALNIOAOKYMCHTOB, 3
alyTa oT4eTa
CHCTEMATHU3UPOBATh HX, - CaMOCTOATEIBHO 0(QOPMISICT HOMCHKIATYPY - .
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OK 4. OcyiecTBasTh MNOUCK H
WCIONB30BaHUE HH- (hopMauuy,
HE0OX0auMOM 1st 3¢ HEKTUBHOTO

O¢ddexTuBHO B3aUMOJICHCTBOBATH u
paboTaTh B KOJUIGKTHBE U KOMaH/IE

BbI- TIOJTHCHU A

MpoeCCHOHANBHBIX 3amad,

mpodeccuo- HATBHOTO u

JTUMYHOCTHOT'O PA3BUTHL.

OK S Vicnonb3oBate | QcymecTBaATh yCTHYKO M TTHCHMEHHYHO
HHPOPMALIMOHHO- KOMMYHHKAIUI®  Ha  TrOCyJapCTBEHHOM
KOMMYHHUKAIIHOHHBIC TEXHOJOTHH | si3bIke Poccuiickoit Pepepanuu ¢ y4eToM
B npodeccro- HaIBHOH | 0COOEHHOCTEH COIMAIBPHOTO U KYJIBTYPHOTO
ACATCIbHOCTH. KOHTEKCTa

TECTOBBIH
KOHTPOJIb
TEOPETUUECKUX
3HAHUH.

AHanmu3 u
OILIEHKA
peLIeHui
POOIEMHBIX
CUTYyaLIUi.
[Iposepounsble
paboThI Mo
KaXI0i TeMe.
ATrecTauus no
yueOHOH
MPaKTHUKE.

OK 6. Paborarh B KONIEKTUBE U

s¢ek-

o0ATLCA c

KOMAaH/E, THBHO
KOJUICTAMH,

PYKOBOJICTBOM, IO~ TPCOUTCIISIMH.

IIposiBnATE  rpaknaHCKO-MATPUOTHYECKYHO
MO3ULIHUI0, AEMOHCTPHUPOBATL OCO3HAHHOE
MOBEACHHE Ha OCHOBE TPaAULMOHHBIX
00IeYeNIOBeYeCKUX I[EHHOCTEeH, B TOM
4quCie c Y4EeTOM rapMOHU3ALUH
MEXHALUOHATIBHBIX W  MEXKPEIUTHO3HBIX
OTHOLLIEHHH, MIPUMEHSTH CTaHAapThI
AHTUKOPPYNLIHOHHOIO NOBEAEHUS

OK 7. bpare Ha  cebg
OTBETCTBCHHOCTh 34  paboTy
YICHOB KOMAaHAbI

(MIOTYNHCHHBIX), PE3YJIBTAT BHI-
HOJTHCHUS 33 JaHHUH.

ConeicTBOBaTb COXPAHEHUIO OKPY KaroLIeh
cpenbl, pecypcocOepeKeHnto, MPUMEHATh
3HaHUS 00 M3MEHEHUH KJIMMATa, PHUHLHITBI
OepesKIMBOrO NMPOU3BOACTBA, 3PPEKTUBHO
JNEHCTBOBATH B UPE3BbIYANHBIX CUTYaLUSAX

OK 8. CamocTosTembHO | Ycrionb3oBaTh — CpefcTBA  (pU3HYECKOI
ONmpCACHATE  3a1a4u  mpodec- KyJIbTYPBI OJI COXPAHEHUS U YKPEIICHUS
CHOHANIBHOTO W JIMYHOCTHOTO | 37I0pOBBSl B IpoIiecce NpodecCHOHATBHON
Pas3BUTHSL, 3aHUMATBCH | MEATEIbHOCTH 51 MOAJEpKaHUS
camMo00pa3OBaHUEM, OCO3HAHHO | HEOOXOTMMOTO YPOBHH ¢dusngeckoit
JIAHUPOBATD no- BoimcHHE | TOATOTOBJICHHOCTH

kBaTM(UKaLUY.

OK 09. ITonb3oBatbes ITons30BatbCs npodeccnonaIbHOMI

npodeCCHOHATHHON
NOKyMEHTaLuen Ha
rocyJapCTBEHHOM H
WHOCTPAHHOM SI3bIKaxX

NOKYMEHTalHel Ha TIOCYyJapCTBEHHOM H
WHOCTPaHHOM SI3BIKaxX




[Ipunoxenue 5.4
k OOII no cnenuaabHOCTH
46.02.01 [Jokymenmayuonnoe obecneuenue ynpasneHun U apxXueoseoenue

MHUHHUCTEPCTBO OBPA30OBAHUS 1 HAYKU PECITYBJIMKU JATECTAH
I'ocynapcTBeHHOE GI0/DKETHOE NTpodeccuoHarbHOe 00pa3oBaTeNbHOE YIpEKAeHHE
Pecny6nuku Jlarectan
«Konnemx MammuOcTpoenus u cepuca uM. C.OpmKOHUKHI3E»

PABOYAS ITIPOTPAMMA ITIPOU3BOJACTBEHHOM IPAKTUKH

«[IM.01 OCYHIECTBJEHUE OPTAHU3AIITMOHHOI'O U JOKYMEHTAIIMOHHOI'O
OBECHIEYEHMUSA JEATEJIBHOCTH OPI'AHN3AIINN»

Kon 1 HauMeHOBaHKE CHEIUATBEHOCTH:
46.02.01 HoxymeHTaIHOHHOE OOECIiCUEHHE YIIPABICHUS H apXHBOBEICHHE
Bxonamen B coctaB YI'C 46.00.00 Ucropust u apxeosaorus

Kpanmudukaiins BhITyCKHUKA!
Croenuaimer no 10KyMeHTAHOHHOMY 00€ecIe4eHHI0 YIPABJIECHHS H ADXHUBHOMY A€JIy

Kacouiick 2023r.



COI'JTACOBAHO VTBEPX/IAIO

3aM. TAPEKTOpa Mo y4eGHO-
IPOHU3BOACTREHHOM paboTe

AT :_‘f Xacapos A.A.

f»’ 7 A
« Ly e 2023 r.

OJZIOBPEHO
{ux10BOM KOMECCHEN S3KOHOMHUECKUX
TUCLIMILIAH
Ipotokon Ne 7 & ot « (' » [ 2023T.
Hpencenarens LK
Ocmanosa XX. M.

Pabouast mporpaMma npou3BoacTBeHHOH npakTuku 01 paszpaboTaHa Ha OCHOBE:

- denepanbHOTO  TOCYAapCTBEHHOTO  00pa30BAaTENFHOTO  CTAHZApTa  CPEIHETO
npodecCHOHATBHOrO o0pa3oBanus 1o crenuanbHocTH 46.02.01 «JJOKyMEHTAIHOHHOE
obecnieyeHne yIpaBIeHHs U apXHUBOBEICHHEY, BXOSIIEH B COCTAB YKPYITHEHHON TPYIIIBI
cnenuansHocTe  46.00.00  Hcropuss W apxeonoTHs, YTBEPKIECHHOrO IIPHKAa30M
Munobpnayxku Poccun Ne 778 or 26 aBrycra 2022 r.  (3apeructpupoBaHo B MuHIOCTE
Poccuu 30 centsops 2022r. Ne 70318);

N Pabouelt mporpammer  «IIM.01 «OcymmecTBieHHE OpraHU3allMOHHOTO H
JNOKYMEHTALMOHHOTO 00eclieYeHus NeATENbHOCTH OPraHUu3aIlHiy;

B COOTBETCTBHH ¢ pabouuM yueOHBIM IIaHOM Kouiemka Ha 2023/2024 yueGHbIHi ro.

Pazpabotuuku:

- Hcmanmnosa 3.10. - npenonaearens [ BITOY PJT « Kosute Ik MallMHOCTPOEHHS B CEPBHCA
uM. C.OpmKOHUKHI3EY;

- Kamuesa X.K. - npenogasarens I'BIIOY P/ «Komiemk MAITHHOCTPOEHHS B CEPBHCA
uM. C.OpmKOHUKHI3EY.

© Hcmaunopa 3aiinab IOprebHa 2023
© Kannesa Xamwxar Kyp6aumaromenosra 2023

© TBIIOY P «Konnemk MamMHOCTpOeHHA B cepBuca uM. C.Opmxonukume» 2023



COJEP)KAHUE

1. OBIIASI XAPAKTEPUCTUKA PABOUYEN ITPOT'PAMMBI
MPOU3BOJCTBEHHOM MPAKTHKH

1.1 Llene 1 maHupyeMble pe3yabTaTbl OCBOEHUS TPOU3BOACTBEHHON MPAKTUKHU

1.2 Konn4ecTBo 4acoB, OTBOJAUMOE HAa OCBOCHHE MPOU3BOACTBEHHON MPAKTHKHU

2. CTPYKTYPA U COJIEP)KAHUE ITIPOU3BOJCTBEHHOM IMPAKTUKHA
2.1. CtpykTypa OpOu3BOACTBEHHON MPAKTUKHU

2.2. ConeprkaHue NpOU3BOACTBEHHON MPaKTUKU

3. YCJIOBUSI PEAJIU3AIINHN TPON3BOCTBEHHOM MPAKTHKH

4. KOHTPOJb 1 OIIEHKA PE3YJIBTATOB OCBOEHUA
MPOU3BOJICTBEHHOM MPAKTUKHA



1.1.

B pesynbprare u3ydeHHs mNpopeCCHOHAIBHOIO MOAYJIS OOyHaroIIMXCsl IOJDKEH OCBOHTH
OCHOBHOM BHUA AesaTenbHOCTH (OCyILIECTBIEHWE OpPraHU3alMOHHOTO M JOKYMEHTAIIHOHHOTO
obecriedyeHUs NESITEbHOCTH OPTaHM3alMK, W COOTBETCTBYIOIIHE €My OOIque KOMIETeHIIUU

1. OBLIASI XAPAKTEPUCTUKA PABOYEN ITPOT'PAMMBI
MMPOU3BOJICTBEHHOI IMPAKTUKU

Lean 1 niIaHNpyeMble pe3yJbTAThl 0CBOCHHUSI MPOU3BOJACTBEHHON MPAKTHKH

U Mpo(heCCUOHANBbHBIE KOMIIETEHIINH:

1.1.3. TlepeueHp OOIMMX KOMIETEHLIHMA:

Kon

HanmveHoBaHHE 001X KOMIIETEHIIHH

OK 01

Bribupatb criocoOrl pertenns 3agayd npoQecCHOHATBHON AesITeTbHOCTH
NPUMEHHUTENBHO K PA3JIMYHBIM KOHTEKCTAM

OK 02

Hcnonb3oBaTh COBPEMEHHBIE CPEACTBA MIOUCKA, aHAJIM3a U HHTEPIPETAInN
uH(popmanuu, 1 HTHOOPMALIMOHHBIE TEXHOJIOTHH /ISl BBITOJHEHHS 3a7a4
poheCCUOHATTLHON AeSITEIbHOCTH

OK 04

O dexTrBHO B3aUMONEHCTBOBATH U PaOOTaTh B KOJUIGKTHUBE M KOMaHIE

OK 05

OCYH_IGCTBJ'IﬂTb YCTHYIO U TIMCbMEHHYH0 KOMMYHHKAIIUIO HA rOCYy 1apCTBEHHOM
s3pIke Poccutickoi @eneparuy ¢ y4€ToM 0COOEHHOCTEH COLUAIbHOTO
U KyJbTYPHOI'O KOHTEKCTa

OK 09

ITonb3oBaTbest MpodhecCHOHANBHON JOKYMEHTAIMeH Ha rOCYJapCTBEHHOM
U UHOCTPAHHOM s3bIKax

JIP 13

JIeMOHCTPHPYIOIINN TOTOBHOCTD U CIOCOOHOCTD BECTU AUAJIOT C IPYTUMHU
JEFOABMH, TOCTUTATh B HEM B3aMMOIIOHMMAHUS, HAXOAUTh OOIIUE HeJTU 1
COTPYOHHUYATH IJISI UX JOCTKEHUS B PO ECCHOHATBHON ASITEIbHOCTH

JIP 14

[IposiBrsitoIMii CO3HATENLHOE OTHOIIEHHE K HETPEPBIBHOMY OOPa30BaHUIO KaK
YCIIOBHIO YCIEUTHOW MPodeCcCUOHANBHOMN 1 O0IECTBEHHON AeSITeTbHOCTU

JIP 15

[IposiBastFoINi rpaskAIaHCKOE OTHOIIEHUE K MPO(ECCHOHANBHON AEATENbHOCTH KaK
K BO3MOXKHOCTH JIMYHOTO YYaCTHs B PEIIEHUH OOLECTBEHHBIX, FOCYaPCTBEHHBIX,
00IeHAOHABHBIX IPOOIeM

JIP 16

I'oTOBBII COOTBETCTBOBATH OXKUAAHUSAM paboTonarenei: 3¢pPeKTHBHO
B3aUMOJICUCTBYIOIIMH C YJI€HAMU KOMAaH/bl U COTPYAHUYAKO LUK C APYTUMHU
JFOJIbMH, OCO3HAHHO BBITIOJIHSO LN MpodecCHOHAbHBIE TPeOOBaHM,
OTBETCTBEHHBIN, MHUIIUATUBHBIN, TUCUUILTHHUPOBAHHBIN, TPYIOTIOOUBBIH,
KPUTHUYECKU MBICIIALINI, HALlEJIeHHbIN Ha JOCTHXKEHHE MTOCTaBIEeHHbIX LeNeH;
IEMOHCTPHPYIOLINH MPO(ECCHOHANBHYIO KIU3HECTONKOCTh

JIP 17

Cobmomaromuii B cBoel po¢heCCHOHATBHON NeSITEIbHOCTH STUYECKHIE TPUHITHIIBI:
YECTHOCTH, HE3aBUCHUMOCTH, MPO(eCcCHOHATBHON YUCTOTHI, 0ObEKTHBHOCTH,
OecrnpUCTPaCTHOCTH U MpaBHIa JEJI0BOTO MOBEIEHHSI

JIP 18

[posBasiromunii Oepe’xHOe OTHOLIEHNE K COXPAHHOCTU U MCIIOJIb30BAHHIO
MHPOBOI0O NTOKYMEHTAJIbHOIO HACJIEeNUs




JIP 19 IIposiBasrOIIMI IEHHOCTHOE OTHOLIEHUE K KYJIbTYPE U UCKYCCTBY, K KYJBType
peuu U KyJbType MOBeeHHUs, K KpacoTe U rapMOHUU
CriocoOHBIH K CAMOCTOSITENIbBHOMY PEIIEHHIO BOITPOCOB

JIP 20 B
JKU3HEYCTPONCTBA

P 21 CriocoOHBIH K MPUMEHEHUIO HHCTPYMEHTOB M METOZIOB OEPEKIIMBOTO
MIPOU3BOCTBA

P 22 Ymeromuii ObICTPO MPUHUMATD PEIICHUS, PaCTIpeneaTh COOCTBEHHBIE
pecypchl U yIpaBIsATh CBOUM BPEMEHEM

1P 23 CriocoOHBIH K MPUMEHEHUIO JJOTHCTUKH HABBIKOB B PEIICHUH JIMYHBIX U
poeCCHOHANTBHBIX 3a7a4

JIP 24 YMeHue peann3oBaTh JUAEPCKUE Ka4eCTBa HA MPOU3BOACTBE

JIP 25 CTtpeccoycToNYMBOCTh, KOMMYHUKA0EIBHOCTD

JIP 26 MortuBarus K caMoOOpPa30BaHMIO U PA3BUTHIO

1P 27 OTBETCTBEHHOCTb 32 Pe3yJIbTaT yUeOHOM NesITEIbHOCTH U TTOJITOTOBKH K

poheCCUOHATTLHON AeSITEIbHOCTH

1.1.4. Tlepedennb npodeccHOHANBHBIX KOMITETEHIIHIA

Kon HanmeHoBaHHE BHAOB A€SITEJILHOCTH H NPO(EeCCHOHATBHBIX KOMIIETEHIHI

BA1 OcymecTBIeHHEe OPrAHU3ALHMOHHOI0 H JOKYMEHTAIIHOHHOT0 00ecredeHust
AeSITeIbHOCTH OPraHH3ALHH

IIK 1.1. | OcyuiecTBisaTh mpuéM-niepenady yrnpaBieHueCKOH HHPOPMAIUU ¢ IIOMOIIBIO
CPencTs
UH(POPMALIMOHHBIX H KOMMYHHKAIIHOHHBIX TEXHOJIOTH.

IIK 1.2. | Koopnunuposarb paboTy MPUEMHON PYKOBOIUTEIS, 30H NIPUEMa Pa3THYHBIX
KaTeropuil MOCeTUTENe OPraHu3alni.

MK 1.3. | Bragerb HaBBIKAMU TUITAHUPOBAHMS PAOOUYETr0 BPEMEHH PYKOBOAHUTEISI U CEKpeTapsl.

IIK 1.4. | OcyuiecTBasATh NOATOTOBKY J1€JOBbIX [TO€30K PYKOBOJAUTENS U APYTUX
COTPYIHHUKOB
OpraHU3aLyH.

MK 1.5. | Bragers cnocobamu opraau3anuy pabovero NpoCTpaHCTBA MPUEMHON 1 kKabnHeTa
PYKOBOJHTEJIS.

MK 1.6. | OcymecTBnATh pabOTy MO MOATOTOBKE U MPOBEASHHIO KOH(PEPEHTHBIX
MepOnpHsTHi, obecreunBaTh HHPOPMALIMOHHOE B3aUMOJECHCTBHE PYKOBOAUTEIS C
MOAPA3AEIEHUAMU U JOJDKHOCTHBIMH JINLIAMY OPTaHU3ALUH.

K 1.7. | OpopMisiTe OpraHU3aLUOHHO-PACTIOPSIUTEIBHBIE TOKYMEHTBI 1 OPTaHU30BLIBATh
paboTy ¢ HUMH, B TOM YHUCIIE C UCTIOIB30BAHUEM aBTOMATU3HPOBAHHBIX CUCTEM

MK 1.8. | OpopMIsATE TOKYMEHTHI 110 JITUYHOMY COCTaBY M OPTaHU30BbIBATh PA0OTYy C HUIMH, B
TOM YHCJIE C UCIOJNIB30BAHUEM aBTOMATU3UPOBAHHBIX CUCTEM

IIK 1.9. | Opranu3oBbiBaTh TEKYIEE XPaHEHUE TOKYMEHTOB, 00paOOTKy A€ st

ONEPATUBHOIO U APXUBHOT'O XPAHCHUA, B TOM YHUCJIC C UCITOJIb30BAHHUEM
ABTOMATU3HUPOBAHHBIX CUCTEM




1.1.5. B pesyabrare ocBOeHUs MPOHEeCCHOHATBHOTO MOAYJISI O0YYArOLTHICS TOJIKEH:

Bnagers
HaBBIKAMHU

[Mony4ennst HeoOxonuMoN HHGOPMALIMH U TIEPeaYH CAHKIIMOHUPOBAHHOM
WH(POPMALIUHU C HCIIOB30BAHUEM CPENCTB MH(POPMALIMOHHBIX U
KOMMY HUKALIMOHHBIX TEXHOJIOTHH.

KoopauHauuu paboThl IpUEMHON PYKOBOAMTENS 1 30H MPUEMA PA3THIHBIX
KaTEeroOpuil MOCETUTENEN OPraHNu3alnH.

[TnanupoBaHusi pabovero BpeMeH! PyKOBOAUTENS U padOYero AHs CeKpeTaps.
OpraHuzanum JeOBbIX MOe310K PYKOBOAUTENS M APYTHX COTPYAHUKOB
OpraHH3aLUH.

Opranuzauuu 1 noaaepkaHusi PyHKLUHOHAIBHOTO pado4yero NpoCTPaHCTBa.
OpraHuzauuu NoaAroTOBKU M MPOBEACHHUST KOHPEPEHTHBIX MEPOIPUSATHI,
obecrieueHns: HHPOPMALIMOHHOTO B3aMMOIEHCTBHUS PYKOBOIHUTES C
NOApa3AeIeHUsIMU U JOKHOCTHBIMH JIMLIAMH OpPTaHH3aLHH.

OdopmiieHus: OpraHu3alMOHHO-PACTIOPAIUTENbHBIX JOKYMEHTOB H OPraHU3aLUuH
paboThl C HUMH, B TOM YHCJIE C HCIIOIb30BAHHEM aBTOMATH3HPOBAHHBIX CUCTEM.
OdopmiieHust JOKYMEHTOB MO JIHYHOMY COCTaBY M OpraHu3aliu paboThl C HUMH,
B TOM YHCJI€ C UCTIOJIb30BAHUEM aBTOMATH3UPOBAHHBIX CHCTEM.

OpraHu3anuu TEKyIIero XxpaHeHus: TOKyMEHTOB, 00paboTku aen mis
OIEPaTHBHOTO U aPXUBHOTO XPAHEHHSI, B TOM YHCJIE C UCTIOIb30BAHHUEM
ABTOMATU3UPOBAHHBIX CHCTEM.

VYmern

OpraHH30BbIBATH pabovyee MeCTO B COOTBETCTBHU C TPEOOBAHUSME SPTrOHOMHUKH U
KYJILTYPbI TPY 1,

obecrnieunBath pabouee MecTo 1 (pyHKIIMOHAIBHOE paboyee MPOCTPAHCTBO
HeO6XOI[I/IMbIMI/I cpeacreamMu OpFaHPISaLIPIOHHOfI TCXHUKH, MeOeNbo 1
KaHUCJIAPCKUMU MMPUHAATICKHOCTAMU,

noagacCpPKUBaTh CPpEACTBA OpFaHHSaHHOHHOﬁ TCXHUKH B pa6oqu COCTOsIHHUU,

MPUMEHATH B paboTe cpeacTBa MHGOOPMALIMOHHBIX i KOMMY HUKAITMOHHBIX
TEXHOJIOTHH;

UCTIOJIB30BATh CPENCTBA HHYOPMALMOHHBIX U KOMMY HUKAIIHOHHBIX TEXHOJIOTHIi
1T IOy YeHHUs U Iiepenadn nH}popmanuy,

YCTaHaBJIMBATh U MNOAACPKUBATE KOMMYHHUKAIIUU B IMPOLECCE ACTIOBOIO O6H.I€HI/I$I
C MOMOLIBbIO CPEACTB PIH(l)OpMaI_II/IOHHbIX U KOMMYHHUKAITHOHHbIX TGXHOJ’IOFHfI;

ocymiecTBIATh cOop, 00paboTKy HHPOPMAIIHU, CHCTEMATH3ALNIO TTOJTyYaeMbIX U
nepeaaBacMbIX JaHHBIX,

OCYLIECTBJISATH MPOBEPKY NOCTOBEPHOCTH, MOJTHOTHI U HEMPOTUBOPEUUBOCTH
TAHHBIX, HCKIIFOYeHne Ty OnupoBaHus HHPOpPMaLINY,

CTJIAXKUBAaTh KOHMJIMKTHBIE U CIOKHBIE CUTYaIlUH MEKIIMYHOCTHOTO
B3aUMOJICUCTBHUS,

COOJIFOIaTh STHKET M OCHOBBI MEKAYHAPOIHOTO MPOTOKOJIA;
obecrneunBaTh MHHOPMALMOHHYIO 0€30MaCHOCTD NEATEIbHOCTU OPTaHU3AIIHH;
BECTH U HCIIOJIb30BaTh B padoTe 6a3y KOHTAKTOB OPTaHU3ALINY,

BECTH yLIéTHbIe PETUCTPATUOHHBIC (I)OprI, HUCIIOJIBb30BATh UX OJIA




UH(POPMALIMOHHON padOThI 1 PabOTHI O KOHTPOJIFO UCTIOTHEHHUSI IOPYYSHHIA,

BCTpPEYaTh MOCETUTENEH, TOTyYaTh MEPBUYHYIO HHPOPMALIHIO O MOCETUTENSX,
YCTaHABJMBATD MOPAAOK NPUEMA I PA3IMUYHBIX KATErOPU MOCETUTENEH
NPUHUMATD MEPBI [0 COXPAHEHUIO KOH(QUACHINAIBHON HHPOPMALIUK B XO/Ie
npuéma noCeTUTENEeH;

BECTH YUETHBIE PETUCTPALIMOHHBIE (POPMBI IO IPUEMY MoceTuTeNel 1 OPOPMIIITH
NPOIYCKa,

OCYILECTBJIATh MPUEM, TIEpeaady U OTIPABKY TOKYMEHTOB;

OpPTaHU30BBIBATH U OPOHUPOBATH MEPETOBOPHBIE KOMHATBI,

CepBUPOBATh HaiHble (KOdeiHbIe) CTONbI B Odrce;

BbIOMpPATH POPMBI INITAHUPOBAHUS U OPOPMIISATH INIAHUPOBIIUK (OpraHansep)
PYKOBOIUTEIIS] M CEKPETapS;

YCTaHaBJIUBATH LECIHU, ONPEACTATD IPUOPUTECTHOCTE U O"IepéI[HOCTb BBITIOJIHCHUA
pabot u 3¢ heKTUBHO pacpenensaTh padouee BpeMms,

COTJIACOBBIBATh BCTPEUYH U MEPONIPHUSITHS U BHOCUTH HH(POPMALIHIO B
TJTAHUPOBINHUK (OpraHaiisep);

UH(POPMHUPOBATH PYKOBOAUTEINS O MPUOIMKEHUH BPEMEHH U PETJIAMEHTE
3aIJIAHUPOBAHHBIX BCTPEY U MEPONPHUSTHI,

BbI6I/IpaTb OIITUMAJIbHBIE CIIOCOOBI BHEIIHETO U BHYTPECHHETO I/IH(I)OpMI/IpOBaHI/Iﬂ (6]
TJIAHUPY EMbIX MCPOIIPUATHAX,

COCTABJIATH U OPOPMIIATH TOKYMEHTBI JIS 1€JIOBBIX MTOE3/0K;

OCYLIECTBJISITh TPEBEI-TIOAACPIKKY ENOBBIX MOE30K,

COTJIACOBBIBAThL C MPUHUMAKOLIEH CTOPOHON MPOTOKOJ MJIAHUPY €MBIX
MEpPONPUITHIA U POPMHPOBATH MPOrPAMMY AEIOBON MOE3IKHY,

UCTIOJIB30BATh CPENCTBA HHYOPMALMOHHBIX U KOMMY HUKAIIHOHHBIX TEXHOJIOTHIi

s obecreyeHrs B3aUMOIEUCTBUS C PyKOBOIHUTEIEM BO BPEMsl €ro IeJIOBOH
MTOe3/IKH;

o(hopMIIAITE OTUETHBIE JOKYMEHTHI O JI€JIOBOH MOE3IIKE.

OPTaHU30BBIBATH MPOLIECC MOATOTOBKH U MPOBENEHIE KOHPEPEHTHOTO
MEPONPUSITHA HHANBUAYAIBHO U B COCTaBe padoUeil rpymisl,
IOKYMEHTHPOBATh Pa3HbIE STAIbI MPOLEAYPbl OATOTOBKU U MPOBEICHHUS
KOH(epEeHTHOTO MEPONPHUSATHS,

COCTABJIATH MPOEKTHI OPTraHU3AIMOHHBIX, PACTIOPSAUTENbHBIX U
UH(POPMALIMOHHO-CITPABOYHBIX TOKYMEHTOB, B TOM YHCJIE IOKYMEHTOB,
coziepsKalnX KOHPUACHINATBHYIO HHPOPMAIHIO,

o(hopMIISITE OpraHU3aLMOHHO-PACTIOPSAANTEIbHBIE TOKYMEHTHI (OPUTUHAIBI U
KOIHH);

CKaHHPOBAThb, KOMMUPOBATh U KOHBEPTHUPOBATH JOKYMEHTHI B PA3JIMUHBIC
bopmarsr,

OCYILECTBIISATh MMPOBEPKY MPOEKTOB JOKYMEHTOB Ha COOTBETCTBHUE MPABHIIAM
JeIOTPOU3BOACTBA,

NPUHUMATD U MPOBOANTH MEPBUUHYIO 00pabOTKY BXOASIINX JOKYMEHTOB,




MPOBOJUTH MPEABAPUTENBHOE PACCMOTPEHNE BXOASIINX U BHYTPEHHUX
JOKYMEHTOB;

PErUCTPUPOBATE BXOAALIUE, UCXOOAIIUEC U BHYTPCHHUE NOKYMEHTHI,

KOHTPOJIMPOBATh MAapIIPYTU3ALIUIO TOKYMEHTOIIOTOKOB B OpPraHNU3aLuu
(cormacosaHme, MOAMUCAHUE, YTBEPXKICHNE, PETHCTPALNS, O3HAKOMJIEHUE U
UCTIOJIHEHUE JOKYMEHTOB);

OCYLIECTBJISATh CPOKOBBII KOHTPOJIb UCIIOJHEHHSI JOKYMEHTOB,
OCYIIECTBIIATE 0OpabOTKY M OTIPABKY UCXOSIINX JOKYMEHTOB,;

COCTaBJISITb OTYETHI M AHAJTUTHYECKHE CIIPABKH 00 UCIIOJHEHHH JOKYMEHTOB;
BECTH WH(POPMALIMOHHO-CIIPABOYHYIO paboTy MO JOKYMEHTaM,

OCYHIECTBIISATh Pa0OTy C OPraHU3aALUOHHO-PACTIOPSIIUTEIbHBIMU TOKYMEHTAMH B
ABTOMATHU3UPOBAHHBIX CUCTEMAX;

o0ecrneunBaTh COXPAaHHOCTh MEPCOHANBHBIX TAaHHBIX PAOOTHHUKOB;

OpPraHU30BBIBATH JOKYMEHTOOOOPOT MO MPENCTABICHUIO TOKYMEHTOB 10
MEPCOHANTy B TOCY/apCTBEHHBIC OPTaHBI,

OPTaHHU30BBIBATH TOKYMEHTOOOOPOT MO YUETY U JBHIKEHUIO PAaOOTHHKOB;
BECTH BOMHCKHH YU€T paOOTHHKOB,
BECTH yU€T pabouero BpeMeHH padOTHUKOB,

O(bOpMJ'IﬂTb OpTraHU3allMOHHO-PACTIOPAANUTCIIBHBIC TOKYMEHTHI MO JIMYHOMY
COCTaBY;

BECTU PETUCTPALULO, yLIéT, ONnepaTuBHOC XPaHCHUE JOKYMCHTOB IO JIMYHOMY
COCTaBY;

BECTH JIOKYMEHTALINIO, TOATBEPKAAIOLIYIO CBEIEHUs O TPYIOBON e TeIbHOCTH
U TPYZOBOM CTaxke pPaOOTHUKOB,

(dbopMUPOBATh TUYHBIE N1e1a PAOOTHUKOB,
oopMITATh fea o JTUYHOMY COCTaBY JUIS MEPeaddl B apXUB OPTaHU3ALINY,

paboTaTh CO CrelUaTN3UPOBAHHBIMU HH(OPMALIHOHHBIMU CHUCTEMaMH 1 Oa3amu
JAHHBIX N0 BEICHUIO Y4YETa U JBHKEHUIO PAaOOTHHUKOB;

pa3pabaThIBaTh HOMEHKJIATYPY A€J OPTaHU3ALUH;

MPOBEPSITh MPABHILHOCTb OPOPMIIEHHST JOKYMEHTOB 1 OTMETKHU 00 MX
UCTIOJTHEHUH TTepen uX (GopMUpOBAHUEM B IEJIO IJISI MOCIEAYIOIMEro XPaHEHUS,

(dbopMUPOBATh JeNia, KOHTPOJIUPOBATH MPABUIIBHOE I CBOEBPEMEHHOE
pacnpeaciCHue U NOAMMNBKY JOKYMEHTOB B A€JIa B COOTBETCTBUU C
HOMEHKJIATy PO JielT;

MPOBEPSITH CPOKU XPAHEHHSI TOKYMEHTOB, COCTaBJISITh MPOTOKON PadbOThI
SKCMEPTHON KOMUCCHH MO MOATOTOBKE JOKYMEHTOB K ITepeaye B apXuB,

COCTABJIATh aKT O BbIIEJNEHUHN K YHUUYTOXKEHUIO TOKYMEHTOB, HE MOJIEXKAIINX
XPaHEHUIO;

COCTaBJISITh aKT 00 YHUYTOXKECHUU NOKYMCHTOB,

OCYyHECTBJIATDL MOJHOC UJIU YaCTUYHOE O(I)OpMJ'IeHI/Ie ACT BPEMEHHOTO,
MOCTOAHHOIO, JOJITOBPEMCHHOTO CPOKOB XPAaHCHUA,

COCTaBJIATh OMUCH A€ CTPYKTYPHBIX MOAPA3AEICHUI NOCTOSTHHOTO,




AOJITOBPEMEHHOI'O CPOKOB XPAHEHUA OJIA IEpCAavn ACI B apXUB OpraHru3alnu.

3Harte

HOpPMATHBHbBIE MTPaBOBbIE aKThl Poccutickoit deneparuu B cepe
PIH(l)OpMaL[I/IOHHbIX U KOMMY HHUKAITUOHHbIX TeXHOJ’IOFHfI, I10 3aIUTE
uHpopmauuu, nHPOPMAIIMOHHOH Oe30macHOCTH, 1Mo padore ¢ oOpaleHNsIMH
rpaskiaH, Mo OPraHU3aLuK AEJOBOH MOe3AKH, B chepe AeIOMPOH3BOACTBA U
apXUBHOTIO [1eN1a, B cepe peryIupOBaHUs TPYAOBbIX OTHOLICHUH,

JIOKAJIbHBIE HOPMATHBHBIE AKThI, PETJIAMEHTHPYIOLIHE IEeSITEIbHOCTD CITY KOBI
IENONPOU3BOACTBA U €€ paOOTHUKOB, OPTaHU3ALNIO BEEHHSI JEIONPON3BOICTBA,
nepenayvy el B apXUB OpraHu3alii, a TaKXKe perjJaMeHTUPYIOIINe TPy AOBbIe
OTHOLIEHUS,

CTPYKTYPYy OpTaHU3aluy, €€ 3a1a4i u QyHKIUU, pactipeaeieHne (yHKIuH
MEXKIY CTPYKTYPHBIMH MOAPA3AEICHUSIMU U CIICIUATHICTAMT,

TpeOOBaHUs OXPaHBI TPY1a, TPOU3BOACTBEHHON CAHUTAPUH, MPOTUBOIMOKAPHON
3aLUTHI,

OCHOBBI TIPABUJILHOM OPraHU3alUU TPYda U METO/IbI MTOBBIIIIEHHUS €T0
s dexTuBHOCTH,

OCHOBBI YIIPABJIEHHS] BPEMEHEM,
BUJIbI OPTaHU3AI[MOHHON TEXHUKH U MpaBujia paboThl ¢ HEll,

MeTonbl 00paboTKH | 3aHUThI HHPOPMALIMH C TPUMEHEHHEM CPEICTB
UH(POPMALMOHHBIX 1 KOMMYHHKALMOHHBIX TEXHOJIOTUH,

COBPEMECHHDBIC PIH(l)OpMaLII/IOHHbIe U KOMMYHHKAIITUOHHBIC TEXHOJIOT NN,
NMPUMEHSCMBIC B pa60Te C JOKYMCHTaMH, B TOM YUCJIE 110 JINYHOMY COCTABY,

STHKET ¥ OCHOBBI MEXKIYHAPOIHOI'O MPOTOKOJIA;
STUKY JEJIOBOrO OOIIEHUS,

NpaBUiia PyCCKOrO sSI3bIKA,

NpaBUJia PEYSBOrO STHKETA,

npaBujia MOJAEPIKAHUS U PA3BUTHSI MEKITHYHOCTHBIX OTHOIIIEHHIA;

npaBuiia MPOBEIEHHS IEJOBbIX IEPErOBOPOB;

NpaBUia OpraHU3aLMY MPUEMA MOCETUTENEH;

NpaBUiIa CEPBUPOBKH YaifHOTO (KodeitHoro) cromna,;

MOPSIAOK MOATOTOBKH M IOKY MEHTHPOBAHUSI IE€JIOBOW TOE3/KH;
UHTEPHET-PECYPChI ISl OCYLIECTBICHUS TPEBEJ-MOAECPIKKHU IEOBbIX MOE3/10K;
KOMILJIEKC OpPTraHU3alHOHHO-TEXHUUECKUX MEPONPHSITUI MO MOArOTOBKE U
NPOBENEHUIO KOH(DEPEHTHBIX MEPOIPHSITHIA,

npaBuiia 0QOPMIICHHUS JOKYMEHTOB, CO3/1aBAEMbIX B ITPOLIECCE MOATOTOBKH U
NPOBEJCHHUST KOHPEPEHTHOrO MEPOIPHSITHS,

COCTaB BHYTPEHHUX W BHEUTHUX MH(OOPMAI[HOHHBIX TOTOKOB,

PYKOBOJACTBO CTPYKTYPHBIX MOAPA3Ae/ICHHI, 00pa3Lbl MOAMHUCEH UL, UMEIOLIIX
NPaBO MOANUCAHKS U YTBEPKAEHHUS TOKYMEHTOB, U OIPaHHUYEHUSI 30H MX
OTBETCTBEHHOCTH,

BUJIbI HOMEHKJIATyp Ael, o0mue TpeOoBaHUS K HOMEHKIIATYPe eI, MOPSIIOK
paboTHI ¢ Helf;




nopsiioK popMUpOBaHUs 1 OPOPMIIEHUS [, CielupuKy GOpMUPOBAHHUS
OTAEJIbHBIX KATETOpUil AT,

npaBujia XpaHEHUA A€JI, B TOM YUCJIC C JOKYMCHTAMH OTPAHUYCHHOI'O AOCTYIIA,
npasujia BbIAa4u U UCIIOJIb30OBAHUA JOKYMCHTOB U3 C(I)OpMI/IpOBaHHbIX (2] 8

NMOPAAOK UCTIOJB30BAHUA TUITOBBIX UJIHW BEAOMCTBEHHBIX nepequI‘/'I AOKYMECHTOB,
ONpeacICHUSA CPOKOB XPaHCHHUS B IPOLUECCE SKCNEPTU3BI HEHHOCTU NOKYMEHTOB,

BHUbI ormceit ACT OpraHu3al U nopsaaoK pa6OTbI C HUMMU.

1.2. KosinuecTBo 4acoB, 0TBOAHMOE HA OCBOEHHE MPOU3BOACTBEHHOH MPAKTHKH -
72 yaca (2 Henenn).

2. CTPYKTYPA U COAEPKAHUE MMPON3BOJACTBEHHONU NMMPAKTUKHA

2.1. CTpykTypa npou3BOACTBEeHHOI NMPAKTHKH

O6bem BpemeHH,

Konper hopmupyembix OTBOOUMBII Ha
(bopmupy . HaumenoBanue npodeccrnoHambHOrO MO Jist
KOMIIETEHLIUNA MPAKTUKY

(dac., Hen.)

OK 01, OK 02, OK 04, | «IIM. 01 «OcymecTBjIeHe OPraHU3ALHOHHOTO0 H 72/2

OK 05, OK 09. AOKYMEHTAIHOHHOTO o0ecriedeHHsl 1eATeJIbHOCTH
OPraHu3aALMHN»

IIK 1.1, TIK 1.2, TIK
13, IIK 1.4, 1IK 1.5,

MK 16, IK 1.7, TIK
1.8, TIK 1.9.

2




2.2. Coaep:kaHue NPOU3BOJACTBEHHONH NPAKTHKH

Bt HaumenoBaHue pa3nenos Konunue
(Tem), obecneunBarOIINX Bunei pador CTBO
NesITeIbHOCTH
BBINOJIHEHHE BUAOB padoT Jac.
«IIM. 01 «IIM. 01 «OcymecTB/IeHHE OPraHU3ALHOHHOTO 1 JOKYMEHTALIMOHHOT0 00ecreyeHus AesiTeJIbHOCTH OPraHu3alum» 72/2
«OcyumecTBieHue
OpraHu3alMOHHO 1. M3ydeHue CTPYKTYpbl OpTaHU3ALMNHA — MECTA MPOXOKICHUS MPAKTUKY (Jlajiee — OPTraHW3aIH) ¢ LEJbI0 COCTABJICHUS 6
rou
OKYMEHTALHOHH CXEMBl CTPYKTYpbl opranusauu. O3HaKOMIIEHHE C TPAaBOBBIMU (YUPEOUTEIbHBIMH), JIOKAJIbHBIMH HOPMATHBHBIMH
oro obecreeHust aKTaMHU U paclopsiAUTEIbHBIMU JOKYMEHTaMu opranusauuu. CocTaBlieHue CIUCKA UCTOYHUKOB KoMIuiekToBaHus OP /]
AeATeJIbHOCTH
OPraHU3AIME OpraHu3any.
2. U3yuenne MHCTpyKUMU O AENONPOM3BOACTBY OpraHM3allMid. 3HAKOMCTBO C IMpPaBHJIAMU COCTaBJICHUs MPOEKTOB U
6
oopmIeHNsT JOKYMEHTOB, MOPSAKOM COTJIACOBAHUS M MOAIMICAHUS/YTBEPIKIACHNS JOKYMEHTOB B OPTaHU3aLHH.
3. O3HaKOMIIEHHE C IPOTPAMMHBIMHU CPEICTBAMH Y4ETa, XPaHEHHsI, 00pabOTKU U MOUCKA JOKYMEHTOB, HCIIOJIb3y EMBIMH B 6
opranuzauyn. M3ydyeHue ocHOB U crieniuUukH paboThl C TOKYMEHTalMeH B CUCTEME 3JIEKTPOHHOT'O JOKYMEHTO00O0pOTa
(CO1) opranmszanuu. Mcnonmb3oBanue B padoTe TNOOANBHBIX WM JIOKAJBHBIX CETEH Ui TMOJNYYEeHUs W XPaHEHUs
uHpopmarmuu, odMeHa nHpopManuei.
4. 3HaKOMCTBO ¢ MOKyMeHTooOopoTroMm opranuzaimu. Hcnomp3zoBanue CIJ] B pabore ¢ mokymentamu. Ob6pabdorka
BHYTPEHHHUX JJOKYMEHTOB, 00paboTKa 1 OTIpaBKa UCXOIAIIHNX JTOKYMEHTOB, IPUEM H MepBUYIHAs 00paboTKa BXOASIINX 6

OOKYMEHTOB. Perucrpanuss AOKYMEHTOB W MapLIPyTU3alusl JOKYMEHTONOTOKOB. KonTponb WCTIOJTHEHUS
nokyMmeHToB. HMH(pOpMAIIMOHHO-CTIpaBOYHAST W TOHMCKOBasi padoTac UCMONb30BAHUEM CUCTEM y4ETa JOKYMEHTOB B

OpraHU3aLMH.




10.

11.

. OdopmiieHre OpraHU3aIMOHHBIX, BHYTPEHHUX (MIPUKA3bl, PACTIOPSKEHUS], JTOBEPEHHOCTH, 3aIMHCKH, CIPABKU, AKThI,

NPOTOKOJIBI U [IIp.) M HUCXOIALIMX JOKYMEHTOB OpraHU3ali C HCIIOJb30BAHUEM COBPEMEHHBIX IPOrpaMMHO-
TEXHUYECKHX cpencTB. KOHTPOJIb MPaBUIIBHOCTH COCTaBJICHUS, OQOPMIIEHUSI JOKYMEHTOB (PEKBU3HTBI, OCOOCHHOCTH
HAIHUCAHMS TEKCTOB, MHOTOCTPAHUYHBIE JOKYMEHTBHI), MTOPSAKA U3AaHHU JOKYMEHTOB (C YUETOM CIIELU(UKH CHCTEMBI

JeJONPON3BOACTBa opranu3ann). Konctpynposanue OJaHKOB OpraHU3aLiy, CO3/1aHne MaOJIOHOB JOKYMEHTOB.

. Opranmsanusi TeKylLlero XpaHeHHUs AOKyMeHTOB. DOopMuUpOBaHUE €1 B COOTBETCTBUHM C HOMEHKJIATypoH [aen

OpraHH3alu. Vyactue B NPOBCACHUHN OJOKCHCPTU3bI LHEHHOCTH HJOKYMEHTOB CI/ICTeMaTI/ISaL[I/ISI AOKYMECHTOB TIIO

CTPYKTYPHO-XpOHOJOrndeckoMy npuHuumy. OgopmiieHne yUéTHbIX JOKYMEHTOB ITIOCTYTUICHUS U BBIOBITHS €.

. O3HaKOMIIEHUE C YCTAHOBJICHHBIMU B OpraHu3alii IpaBUJIaMU TIOATOTOBKU AOKYMEHTOB K IEpEAavc B aApPXUB.

IlogroroBka noxkymeHToB Kk mnepenade B apxuB. Odopminenue nen. CocraBieHue oOmmucell NOKyMEHTOB U JelL

CocrapjieHue aKTOB BblAAa4H, nepeaadn, YHUUTOXKCHUA JOKYMCHTOB.

. 3HaKOMCTBO C KaTCropusiMu u BUAAMU  NOKYMCHTOB, o6pa3yr0uuz1xcs1 B OpraHH3alu, COACPpIKAIUX

koH(puaeHmnanpHy0 uHpopManmo. Opraamzauus paboTel mo 00padoTke MAOKYMEHTOB OTPaHUYEHHOTO AOCTYIIA.
O3HaKOMIIEHHE C NPUMECHACMBIMU B OpraHu3aliiid CpEACTBAMU KpI/IHTOl"pa(I)I/II/I AJid 3alIUTBhl  SJICKTPOHHBIX
TOKYMEHTOB C HCIIOJIb30BAHUEM CIIEMAIBHOrO MPOrpaMMHOro odecriedeHus. Brmonnenne pador mo obecneueHmo

3alIUThI SJICKTPOHHBIX TOKYMECHTOB OT HCCAHKIITMOHHUPOBAHHOTO JOCTYIIA.

. Opranmzanust paboTel NpUEMHON (30H MpHEMa MOCETUTENEH). pPeryJupOBaHUE IOTOKA IIOCETUTENeH, Mpuém u

perucTpanus noceTuTesen

[InanupoBanue pabouero nHS pykKoBOmUTeNss M cekperaps. [lOATOTOBKa [EJOBBIX BCTPeY M IEPErOBOPOB
pykoBomutens. Pabora mo oOciyXKMBaHUIO PA3MYHBIX THUIIOB COBEIIAHUN M COONIIOJEHHE MPABWI UX MOATOTOBKU H
MIPOBEACHMUSI.

Benenne tenedonHbIX neperoBopos. PunbTpanus u nepeanpecanus 3BOHKOB. 1lpuém u nepenada tenedoHorpamm,




¢akcorpamm, cooluieHnii MO 3JeKTpoHHOH moute. MHpopManmonHoe obecnieueHne AEATENbHOCTH PYKOBOAHUTEISL.

O3HakoMIIeHHE C TTPaBHIIaMH PadOTHI ¢ KOHPHUIEHINAIBHON HH(pOpMALel B OpraHU3aLH.

12. Pabota MmO O3HAKOMJIEHHIO C COCTaBOM M OCOOEHHOCTSIMH JIOKYMEHTOB OpTraHW3aLlUH, PEryJUPYIOIIHUX TPYAOBbIC
OTHOILIEHHs (OPraHU3aLMOHHO-PACTIOPSIUTENbHBIE JOKYMEHTBI, AOKYMEHTHI MO JIMYHOMY COCTaBYy, TPYJOBOWH JOTOBOD,
ZOTOBOP O MaTepHUAbHON OTBETCTBEHHOCTH U T.71.). OdopmiieHHe TOKYMEHTOB IO JUYHOMY COCTaBy M WX KOMUi (mpH
HEOOXOIUMOCTH). 3HAKOMCTBO C CHUCTEMOH YHH(PHUUMPOBaHHBIX (HOPM NMEPBUYHON yUETHOW NOKYMEHTAL[MH OPTaHU3aLUH.
3amonHeHne (GopM MEePBUYHON YYETHONW MOKyMeHTauuu. PaboTa C 3asdBICHHUSIMH MO JIMYHOMY COCTaBY, BEICHHE H

oopmiienne TpynoBbIX KHIDKEK. Mcnonb3oBanue COJI mpu padoTe ¢ KaapOBBIMH TOKY MEHTAMH.

Bcero:

72




3.  YCJIOBUS PEAJIA3AIIAYN MPON3BOICTBEHHOM MPAKTHKH

[Ipou3BoncTBEHHAss MpPAaKTUKa pealu3yercs B  OpraHu3anusx Jrodoro  mpodus,
o0ecreynBaOIUX  AESITEIBHOCTh  OOydarommxcss B npodeccHoHanbHOH — obiactu
aIMHUHUCTPATUBHO-yIPABJICHYECKOH 1 OPHCHOH AesATeTbHOCTH.

OGopynoBanne TMPEONPUATHH H  TEXHOJOTHYECKOE OCHameHne padoumx  MecT
MPOM3BOJACTBEHHONW MPAKTHKH [OJDKHO COOTBETCTBOBATH COAEPIKAHUIO MPOPECCHOHATBEHON
OEATENPHOCTH M JaeT BO3MOXHOCTb OOydaromeMmycs OBJAAeTb NPOdeCCHOHANBHBIMU
KOMIETEHIMSIMA TO BCEM BHIAM [EATEJIbHOCTH, MPENyCMOTPEHHBIMH MPOTrPaMMOM, C
HCTIOJIb30BAaHMEM COBPEMEHHBIX TEXHOJIOTHH, MaTepPHaJIOB U 000PYTOBAHMSL.

3.1. UudopmannoHHoe o0ecneyeHHe peaju3alu NporpaMmmsl

3.1.1. OcHOBHbIE NEeYATHBIE U IEKTPOHHbIE H3AAHHUS

1. Abynanze /1. I'. JlokyMeHTAIIMOHHOE OOECIICUCHHE YIPABICHHUS NEPCOHAIOM: YVICOHHK H
MPaKTUKYM A1 cpegHero mpodeccuonansHoro oopaszosanus / [, I'. Abymanse, . b. Brnpsokkuna, B.
M. Macnosa. — 2-¢ mza., nepepadb. u gon. — Mocksa: Mzparenscrso FOpaiit, 2022, — 370 ¢. —
(ITpodeccnonanbuoe odpazosanue). — ISBN 978-5-534-15076-6. — Texcr: snextponnsiii // IBC
HOpaiit [caiir]. — URL: hitps://urait ru/bcode/487121.

A AnryxoBa, H.®. Cucrembl 3ICKTPOHHOTO MOKYMCHTOOOOpOTA: yueOHOE mocodue /
AnryxoBa H.®., JIzrobenko A.JL., Jlocera B.B., Yeunkos HO.b. — Mocksa: KuoPyc, 2022. — 201 ¢. —
ISBN 978-5-406-02705-9. — URL: https://book.ru/book/936560. — TekcT: 3ICKTPOHHBIH.

8 Kopneer, U. K. JlokymeHTaimionHoe 0OecIicueHUE YIPABICHUS: VICOHUK H MPAKTHKYM
st cpeaHero mpodeccuonanibHoro oopazosanus / M K Kopaees, A. B. [Tenko, B. A. Mamypiies. —
2-¢ u3a., mepepad. u gon. — Mocksa: UsnarensctBo WOpaiit, 2022. — 384 ¢. — (IlpodeccronansHoe
obpazosanne). — ISBN 978-5-534-05022-6. — Tekcr: aackrponnsiii / IBC Hpaiir [caiir] — URL:
https://urait.ru/bcode/472550.

4, Kacesinosa, I'. 10. JlenompoussoactBo u apyrue acuektel padoter cexpetaps / 11O.
Kacranosa — 7-¢ u3a., mepepab. u gon. — Mocksa: M3patensctBo Abak, 2020. — 304 c.

3.1.2. /lonoiHUTEIbLHbIE HCTOYHHUKH

1. Angpeesa B.U. [emonpou3BoAcTBO: OpraHU3aliusS U BEACHHC. YUCOHO-IIPAKTHUCCKOS
nocobue / Auapeesa B.M. — Mocksa: KuoPyc, 2020. — 294 ¢. — ISBN 978-5-406-00580-4. — URL.:
https://book.ru/book/934225. — TekcT : 3MEKTPOHHBIH.

2 Amnzoposa C.I1. Opranuzams TpyAa roCyAapCTBEHHBIX U MYHHULIUIATIBHBIX CITYKAINUX
yuebnoe nocodue / C.II Anzoposa, C.I'. denopuykosa. — Mocksa : MHOPA-M, 2022. — 160 ¢. —
(Briciiee obpasosanue: baxanmaspuar). - ISBN 978-5-16-016369-7. - Texcr : snektponnsiii. - URL:
https://znanium.com/catalog/product/1151473. — Pexxum noctyna; mo moAmucke.

3. Bymar P.E. JlokyMcHTaroHHOS OOCCICUCHHC YIPABACHHUSA MEPCOHATIOM: yucOHOES
nocobue / P. E. bynar. — Mocksa: MHOPA-M, 2019. — 234 ¢. + [on. marepuansl || QICKTPOHHBIN
pecype]]. — (Beicinee obpazosanue: bakanaspuar). - ISBN 978-5-16-010318-1. - TekcT: 3neKTpOHHBIH
- URL: https://znanium.com/catalog/product/1007087. — Pexum qoctyna: mo moAmmcKe.

4, I'yryea T.A. KonduacHimaapHOS ACIOMPOM3BOACTBO. yueOHoe mocobue / T.A.
I'yryeBa. — 2-¢ u3x., mepepad. u gon. — Mocksa: UH®PA-M, 2022, — 199 ¢. — (Cpeanee
mpodeccuonatbHoe oOpaszoBanue). - ISBN 978-5-16-016585-1. - Tekcr: saektponnsiii. - URL:
https://znanium.com/catalog/product/1191331 . — Pexxum moctymna; mo moAmmucke.

5. I'vcapoea M.H. OpranuzanioHHO-HHQOPMALMOHHOE U JOKYMCHTAMOHHOE 00CCIICUCHIC
JCATCIBHOCTH PYKOBOAWUTENS. yueOHO-MeToanueckoe nmocodue / M. H. I'ycaposa, C. B. l'opkym. —
Mocxksa: PTY MUPDA, 2022. — 106 ¢, — Teker : anextponnsiii // JlaHp : 3neKTpoHHO-OHOIHOTCUHASL
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cucrema. — URL: https://e lanbook.com/book/176556. — Pexum jgoctyna: Amsi  aBTOpPHU3.
HOJIb30BATEIEH.

6. Henonpoussoacreo: yueOuuk / T.A. beikoa, JIM. Bsnosa, KO.M. Kykapuna, JI.B.
CaukuHa; mox odomr. pea. mou. T.A. beikosoii. — 4-¢ u3x., mepepad. u aon. — Mocksa | UIHOPA-M,
2022. — 393 ¢. + Hon. matepuaisl [[Inekrponnsiii pecypc|]. — (Boicee obpazosanue: bakaraspuar).
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— PesxxuM mocTyma: 1o moAmmcKe.
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3.2.Tpe6oBaHus1 K pyKOBOAUTESIM NPAKTHKH
TpeboBanust Kk KBaATM(PUKALUN NEJATOTHYECKUX KaIpPOB, OCYLIECTBISIFOIIUX PYKOBOACTBO
MPAKTUKOM.
HnxeHepHO-NeAarornyeckuil COCTaB:
CHELHUAINCTBI C BBICITUM NMPO(ECCHOHATBHBIM 00pa30BaHUEM;
OTIBIT AEATENBHOCTH B C(pepe TOKYMEHTALMOHHOTO 00eCieueH sl yIPaBICHNs 1 A0XUBOBEICHUS,
o0s13aTeNbHOE  TOJYYEHHE  JIOMOJIHUTENLHOrO  mpodeccHoHanbHOro  o0pa3oBaHUSl 11O

pOrpaMMaM MOBBIIEHUsS] KBATU(PHUKALMK, B TOM YUCIE B (OPME CTAKMPOBKH B MPOPUIBHBIX
opraHusanmsx He pexe 1 pasa B 3 roga.

PykoBoanTenb NPAKTHKH OT KOJLJICAKA:
COIJIaCOBBIBACT TMpPOrpamMmy IMPaKTHUKHU, I[UJIAHUPYEMBIC PE3YJIbTATbl MPAKTUKH, 3aJdHUC Ha
MPAKTUKY C PYKOBOAUTECIAMU MPAKTUKU OT OpTaHU3aLINH,
NPUHHUMACT Yy1aCTHUE B PACIPEACTICHUN CTY ACHTOB I10 pa60LII/IM MECTaM UJIU NEPEMCIICHUSA UX T10
BU/IaM padoT;
MPOBOAUT MHCTPYKTUBHO-METOAUYECCKOC 3aHATUE MO MPOXOKIACHUIO MPAKTHUKH,
OCYLIECTBJISIET KOHTPOJIb 38 COOJIIOICHUEM CPOKOB MPAKTHKH U €€ COEPKaHUEM;
OKa3bIBACT MCTOAWYCCKYIO IMOMOLIb CTYACHTAM IIPU BBINOJHCHUHW HWMHU HWHAWBUAYAJIbHbIX
3anaHui, cOope MaTepHuasoB K OTYeTy, B ODOPMIICHUH OTYETa MO MPAKTHKE,
OLICHUBACT PE3YJIbTAThI BBIMIOJIHCHUA MMPAKTUKAHTAMU IIPOrpaMMbl ITPAKTUKH,
KOHTPOJMPYET Caavdy CTyACHTAMH OTYUETOB IO NMPAKTUKE U YHACTBYCT B MPOBCACHUUN aTTCCTAllUN
O UTOTaM IPAKTHUKH,
CIaeT OTYET O MPOAETaHHOH padoTe CO CTYAEHTAMH B MEPUO MPOXOIKACHUS MTPAKTHKH.

PyKOBO}.‘lHTeJ’lb MPAKTHKH OT OpPraHusanuu COBMCCTHO C PYKOBOIAUTECIIEM ITPAKTUKH OT
KOJUIE/I’Ka BBIMOJHSET CASAYIOLINE O0A3aHHOCTH:
COIJIaCOBBIBACT IMpPOrpamMmy IPAaKTHUKHU, IUIAHUPYEMBIC PE3YJIbTATBI MPAKTUKH, 3addaHUC Ha
MPAKTUKY C PYKOBOAUTEJIAMU IIPAKTUKHA OTKOJUIEIKA,
KOHTPOJIMPYECT OPraHn3alui0 MPakKTUKU CTYy ACHTOB B COOTBETCTBUU C HpOFpaMMOfI MNpaKTUKU U
yTBEP KIEHHBIM rpaKOM MPOXOXKIACHHUS PAKTHKHY,
obecrieunBaeT MPOBEACHNE UHCTPYKTaKka CTYACHTOB IO OXpaHe TPyJa U TEXHHKe 0e30MacHOCTH
B OpraHU3alu,
KOHTPOJIMPYET COOIOACHUE CTYASHTaMH TPYAOBOH AMCLMIUIMHBI B OpPraHU3allMd M cooOliaer
PYKOBOOUTECIO TIPAKTUKU OT KOJJICAKa O ClydasdX HapyleHus CTyACHTaMH IIpaBHIT
BHYTPEHHETO TPYAOBOI'O PACIIOPSIAKA U NPOXOXKACHUS IIPAKTUKY,
3HAKOMHT CTYJIEHTOB ¢ OpraHu3anueil paboT Ha KOHKPETHOM pabodyeM MecTe;
OpraHM3yeT NepeMelleHIe CTyIEHTOB M0 padoYrM MeCTaM,;
OCYLIECTBJISIET Y4YeT pabOThl CTYICHTOB-MIPAKTHKAHTOB;
OCYIIECTBJISIET KOHTPOJb 3a paboTOi MPAaKTHUKAHTOB, OKA3bIBAET MOMOIIb B BBIOJHEHUU
MIPOrPaMMBbl IPAKTUKHU, KOHCYJILTUPYET 10 BONPOCAM MPAKTUKHU,
KOHTPOJMPYECT NOATOTOBKY OTYUETOB CTYACHTOB O MPOXOXKICHUUN IMPAKTUKH, OACT MUCbMCHHYHO
XapaKTEPUCTHKY O padOTe CTyIEHTOB B EPUOJ] IPAKTUKH.

3.3.TpeGoBaHus K CTyJAeHTAM NPH NPOX0KACHUH NPAKTHKH

CTy,[[eHTbI KOJUIEKAINPU TPOXOXKACHUHN MTPAKTUKH B OpTaHU3alUAX 00s13aHBL;
CBOEBPEMEHHO MPHUOBITh HA MECTO MPOXOXKIACHUS PAKTHKHY,
MPOXOAUTH MPAKTHUKY €KECAHCBHO B COOTBCTCTBUU C PEKUMOM pa60TbI opraHu3ali U ¢ y4€TOM
MPOIOJKUTEIBHOCTH pabovero MHs CTyACHTOB IMPU MPOXOKACHUU MPAKTUKHU (A1 CTyIEHTOB B
BO3pacte oT 16 no 18 ner — He Gosee 36 yacoB B HeAENIO, B Bo3pacte OT 18 jer u crapie — He
Oosee 40 4acoOB B HEZEIIO);



MOJTHOCTBIO BBITIOJIHSITH 3aaHusI, IPENyCMOTPEHHbBIE TIPOTPAMMOIi MTPOU3BOICTBEHHOMN MPAKTHKH
U MHIUBHIY AJIbHBIM 3aIaHHEM;
n00pPOCOBECTHO OTHOCHTBCS K BBIMOJHEHHUIO MOPYYEHHid, OO0YCIOBICHHBIX MPOU3BOACTBEHHOI
MPAKTUKOM;
coOJIF0IaTh ASHCTBYOLINE B OPTaHM3ALUIX MPaBUia BHYTPEHHETO TPYAOBOTO PACIIOPSAKA;
CTporo coOMoaaTh HOPMbI OXPaHbI TPY1a U MPaBHIIA MOKApHOH 0€30MacHOCTH,
MOJTOTOBUTHCS K 3K3aMeHY (KBaIU(UKALIMOHHOMY ) 10 IPOECCHOHATEHOMY MOAYJIEO.

B cnyyae BpeMeHHOrO OTCYTCTBHSI CTyI€HTa Ha pado4YeM MecTe B OPraHU3aLMU MOTYT ObITh
PUMEHEHBI MEPBI TUCITUIITHHAPHOTO B3bICKAHMUS.

3.4. TpedoBanus K co01I0JeHHI0 TEXHUKH 0€30MIACHOCTH U MOKAPHOH 0€30MaCHOCTH
CTyeHT-NPaKTUKAHT OJDKEH JOMyCKaThCs K padoTe TONBKO TOCHEe MPOXOXKICHHUS
HMHCTPYKTaXa MO TeXHUKE 0€30MaCHOCTH U MOKAPHOH 0€301MacHOCTH.
CTyneHT-pakTUKaHT O0sI3aH:

— coOmonath TpeOOBaHUS MOXKAPHOH OE30MacHOCTH, a TakKe COONIIONATh U MOANEPIKUBATH
NPOTUBOIMOKAPHBII  pPEKHUM,  3HAThb  MECTOPACIONIOKEHHE  IEPBUYHBIX  CPENCTB
MOXKAPOTYIIEHHs, [JIABHBIX U 3aaCHbIX BBIXOJOB, IUIAHBI (CXEeMbl) 3BaKyalMu JHOAEH B
cilyyae rnoxkapa;

—  BBIMOJIHSTH MEPbI MPEIOCTOPOKHOCTH MPH MOJIb30BAHUH [A30BBIMHU MPUOOPAMHU, MPEeAMETaMH
ObITOBOH XUMHH, MpPOBEACHUHM padOT ¢ JITKOBOCILUIAMEHSIIOIIUMHUCS U TOPIOYHMH
JKUIKOCTSIMU, JPYTUMH OMACHBIMH B TOJKAPHOM OTHOIIEHHH BELIECTBAMMU, MaTepHalaMH U
obopynoBaHuEM;

— B clydae OOHapy>KeHHsl IMokapa COOOLINTh O HEM B IMOIpAa3JeJeHHUE MOXKAPHOH OXpaHbl U
NPUHATH BO3MOKHBIE MEPBI K CIIACEHUIO JIFOeH, UMY LIECTBA U JIMKBUAALIMH MIOXKAPA;

— 3HaThb MECTOPACIOJOKEHHE CPEACTB OKa3aHHs MEIULMHCKOW MOMOLIM, YMETh OKa3bIBaTh
MEePBYI0 MEIMLIMHCKYIO TIOMOILIb MOCTPaAaBIIeMy MPH HECYACTHOM Cilyyae;

— co0OnroaTh MpaBuIIa JIUIHON THTHEHB,

— MPUHUMATh MHUILY TOJBKO B CHIELUATBHO OTBEASHHBIX IS 3TOTO MECTaXx;

— 1npu OOHAPYKEHHU HEUCIPaBHOCTEH 00OpynOBaHMA, MPUCMOCOOJICHUH M MHCTPYMEHTOB, a
TaKXXe APYTUX HENOCTATKOB WJIHM OMNAacHOCTel Ha padoueM MecTe HEMENJIEHHO COOOIIUTH
HEMOCPEACTBEHHOMY PYKOBOAMTENO M MPUOCTAHOBUTH BbIMOJNIHEHNE padoThl. [IpucTynuth k
padoTe MOXXHO C pa3pelIeHHss PYKOBOAMTENS IOCHE YCTPAHEHHs BCEX HENOCTATKOB U
ONacCHOCTEM.



4. KOHTPOJIb 1 OIIEHKA PE3YJIBTATOB IPOU3BOICTBEHHOM
IMPAKTHUKHU

4.1.TpeGoBaHus K 0TYETy O NPaAKTHKE

Ilo pesynpTaTaM mNpaKkTUKU CTYAEHT JOJDKEH COCTaBUTb OTYET B COOTBETCTBHUU C
TpeOOBaHUSMH MPOTPaMMBbI IPOU3BOJCTBEHHON MTPAKTHKE.

OTueT MOMKEeH COCTOSITh M3 MHCbMEHHOTO OTYETa O BBIMOJHEHHH PadOT U MPHIIOKEHUN K
OTYETY, CBUAETENBbCTBYIOIINX O 3aKPEIUICHUU 3HAHWUH, YMEHUH, MPHOOPETeHNsT MPaKTUIECKOTO

omnbiTa, (OpMHPOBaHUKM  OOMMX W  NPOPECCHOHANBHBIX  KOMIIETEHIUH,  OCBOCHUU
npodeCcCHOHATBHOTO MOY JISL.
CocraBnenne oOT4eTa OCYIIECTBJISIETCS B MEPHOA  TMPOXOXKAEHUS NPAKTUKH, a

peIaKTHPOBAHHUE U OKOHYATEIbHOE OOPMIICHHE — B IIOCJIEAHUE THU NPAKTUKH.

ITo kaxpmomy mnpodecCHOHANBPHOMY MOAYJII0 B OAMH U3 TOCJIEAHHX IHEH MPaKTHKU
CTYI€HTBHI 3aLIUINAIOT OTYETHI 10 MPAKTUKE U CIAIOT 3K3aMeH 10 MPOoPeCCHOHATBHOMY MOIYJIIO.
K cmade sx3ameHa 1o MOAYJIIO AOMYCKAKTCS CTYIE€HTHI, YCIEIIHO 3alUTUBIINE OTYETHI.

CTyneHTbl, He BBINONHUBIINE O€3 YBWKUTENbHONW NPUYMHBI TPeOOBaHHWIA MPOTPAMMBI
NPAaKTUKY, OTUUCIIIOTCS M3 y4eOHOro 3aBeleHUs] KaKk MMEIOIHe  aKaJIeMHUYECKYIO
3aJ0JDKEHHOCTh. B cilydae yBaKUTENBbHOH NPUYHUHBI CTYAEHTHI HAMPABJISIFOTCS HA IPAKTUKY

BTOPUYHO B CBOOOAHOE OT yueObl BpeMsl.

4.2.0cHOBHBIE MOKA3ATEJH OLIEHKH Pe3yJIbTATOB MPOU3BOACTBEHHON MPAKTHKH

Kon n HaumenoBanme
npo¢ecCHOHATBbHBIX U 00IIHUX
KOMIIeTeHIUil, (POpMHPYyeMbIX

B paMKax MoayJis

Kputepun ouenkn

MeToabI OLIEHKH

IIK 1.1. OcyiiecTBiATb Npuém-
nepenavy yrnpabieHUECKON
UH(POPMALIUHU C TOMOIIBIO
cpeacTB HHPOPMAITHOHHBIX U
KOMMY HUKaIITHOHHBIX
TEXHOJIOTUH.

[Mony4yenne HeOOXOTUMOIA
uHpOpPMaLUH 1 TIepenaya
CaHKIIMOHHPOBAHHOW MH(POPMALIUU C
UCTIOJIB30BAHUEM CPEICTB
UH(POPMALIMOHHBIX

KOMMY HUKALIHOHHBIX TEXHOJIOTHI

IIK 1.2. KoopauHuposaTb
padoTy mpUeMHO
PYKOBOAUTEIS, 30H NpHeMa
Pa3INYHBIX KaTeropui
MOCETUTENIEH OpPraHU3aLUu.

Koopaunanus paboTsl npuéMHOIMA
PYKOBOIMTENS U 30H IpUéMa
Pa3INYHBIX KaTerOpUi MOCETUTENEN
OpraHu3aluu

TIK 1.3. Bmagets HaBBIKAMH
TUTAHUPOBAHHS paboUero
BPEMEHHU PYKOBOIUTENIS U
cekperapsi.

ITnaaupoBanue pabouero BpeMeHu
PYKOBOIUTENS M padoUero IHs
cekperaps

IIK 1.4. OcywmecTBisTh
MOJITOTOBKY JIE€JIOBBIX MOE3A0K
PYKOBOAMTENS U IPYTHX
COTPYOHUKOB OPTaHU3ALIHH.

Opranuszanys AeJ0BBIX 0€3/10K
PYKOBOIUTENSA
U APYTUX COTPYIAHUKOB OPraHU3aLUuN

Hnrepnperanus
pe3yJIbTaTOB
HaOIrOIeHUH 3a
ofydaromumcs B
nepuoa
MPOU3BOACTBEHHOMN
MPaKTUKH

3amuTa oT4yera no
MIPOU3BOACTBEHHON
MIPAKTHKE;

DKCIepTHAas OLIEHKa
(3K3aMeH 1o
MOIYJIFO ).




IIK 1.5. Bnagers ciocobamu
opraHuzanu padbouero
MPOCTPAHCTBA NPUEMHOHN U
KabOMHeTa PyKOBOAUTEIIS.

Opranuzanus U noanaepKaHue
($yHKIMOHAIBEHOTO pabovero
POCTPAHCTBA

IIK 1.6.

OcymectBisath paboty
MOTIOATOTOBKE U MPOBEICHUIO
KOH(EPEHTHBIX MEPOIPHUSITUH,
obecrieunBaTh
UH(POPMALIMOHHOE
B3aMMOJICHCTBHE PYKOBOIUTEIS
C MOZIPa3ACNeHUSIMU U
JOJKHOCTHBIMU JIMIIAMHU
OpTaHU3aLHH.

Opranuzanus MoAroTOBKU U
NPOBEACHNE BHYTPEHHHUX U BHELTHHX
KOH(EPEHTHBIX MEPOMPHSTHH,
obecrieyeHrne NHYOPMALMOHHOTO
B3aUMOJEHCTBUS PYKOBOIHUTEINS C
NOApa3AeIeHUsIMU 1 TOJKHOCTHBIMH
JIMLAMH OpPTaHH3aLIKH.

IIK 1.7.

OdopmiaATs OpraHu3aMOHHO-
pacnopsigUTeNbHbIE TOKYMEHTBI
U OPTaHHU30BBIBATH PabOTy C
HHMH, B TOM YHCJIE C
UCIOJIb30BAHUEM
ABTOMATH3UPOBAHHBIX CHCTEM.

OdopmieHne opraHu3aluOHHO-
PacnopAauTEIIbHBIX JOKYMCHTOB U
opraHu3aysi paboThl ¢ HUIMH, B TOM
YHCJIe C UCTIOJIb30BAHUEM
ABTOMAaTHU3UPOBAHHBIX CUCTCM

IIK 1.8.

OdopMIISITE TOKYMEHTHI TIO
JMYHOMY COCTaBY U
OpPTaHHU30BBIBATH PAOOTY C
HUMH, B TOM YHUCJIC C
UCTIOJIb30BaHHEM
ABTOMAaTU3UPOBAHHBIX CUCTCM.

OdopmieHre TOKYMEHTOB TI0
JMYHOMY COCTaBY U OpPTaHU3aIHsI
pa60TbI ¢ HUMH, B TOM HUCJIC C
UCIOJIB30BAHUEM
ABTOMAaTHU3UPOBAHHBIX CUCTCM

IIK 1.9.

OpFaHI/ISOBbIBaTb TEKYLICC
XPaHEHUE NOKYMEHTOB,
00paboTKy men ast
ONEPAaTUBHOIO U APpXUBHOTO
XpaHEHUs, B TOM YHUCIIE C
UCTIOJIb30BaHHEM
ABTOMAaTU3UPOBAHHBIX CUCTCM.

Opranuzanys TeKyIero XxpaHeHus
JOKYMEHTOB, 00paboTKa e st
ONEPaTUBHOIO U APXUBHOTO
XPaHECHUs, B TOM YUCJIE C
UCIOJIB30BAHUEM
ABTOMAaTHU3UPOBAHHBIX CUCTEM

OK 01.

Beibupats criocoOsI peienus
3a1a4 npodecCHOHATBHON
NeATeIbHOCTH TIPUMEHHUTENIbHO
K Pa3JU4YHbIM KOHTEKCTaM;

Be16op crocoda pernenus 3anaq
poheCCUOHATTLHON AeSITEIbHOCTH
MNPUMEHUTECIIBHO K pa3IMIHbIM
KOHTCKCTaM

OK 02.

Hcnonp30BaTe COBpEMEHHBIE

Hcnonb3oBanue COBPEMEHHBIX
CpeACTBa MOUCKA, aHAIN3a U




CPEACTBA MOUCKA, AHAIN3A U
UHTepHpeTanuy nHGopMauy, u
UH(POPMALMOHHBIE TEXHOJIOTHH
IUTs1 BBITIOJIHEHUS 3a1a4

UHTepHIpeTanuy nHGopMaum, u
UCTIOJIB30BaHNE HH(POPMALTHOHHBIX
TEXHOJIOTUH JJI1 BBIITIOJIHCHUS 3a4a4
poeCCUOHATTLHON AeSITEIbHOCTH.

npodheCCUOHATTbHON

NesITeTbHOCTH,

OK 04. Bsaumoneticteue u pabora B
OddexruBHO KOJIJIEKTUBE U KOMaHe

B3aUMOJIEHICTBOBATh U PabOTaTh
B KOJUIEKTHUBE U KOMAaHJE,

OK 05.

Ocy1uecTBIATh YCTHYIO U
MHCbMEHHYIO KOMMYHHUKALIUIO
Ha rOCYAapPCTBEHHOM SI3bIKE
Poccutickoit @eaepanuu ¢
y4eTOM 0COOEHHOCTEMH
COLIMAJIBHOTO U KYJIBTYPHOTO

Ocy1ecTBieHne yCTHOH U
MACHMEHHOM KOMMYHUKALlUA Ha
rOCYyAapCTBEHHOM SI3BIKE
Poccuniickon @enepauuu ¢ yueToM
0COOEHHOCTEH COLMANIBHOTO U
KyJIbTYPHOI'O KOHTEKCTA

KOHTEKCTa
OK 09. Hcnonb3oBanne mpodhecCHOHATBHOM
IMonb30BaThCs JOKYMEHTALMU Ha TOCYIapCTBEHHOM
npodecCHOHATBHOM Y UHOCTPAHHOM SI3bIKax

NOKyMEHTaLuel Ha
rOCyJapCTBEHHOM U
WHOCTPAHHOM SI3bIKaX




IIpunoxenue 5.5
Kk QOII no crenuanbHOCTH
46.02.01 [Jokymenmayuonnoe obecneuerue ynpasieHuA u apxueogedeHue

MHWHHUCTEPCTBO OBPA3OBAHIS U HAYKHU PECITYBJIMKY TATECTAH
['ocy napcTBeHHOE Or0KETHOE TpOdeccHOHAThHOE 00pa30BaTeIBHOE YIPEIKICHHE
PecnyGnuku Jlarectan
«Kosnemx mammHocTpoenus u cepuca uM. C.OpIKOHUKHI3E

PABOYAS TIPOTPAMMA ITPOU3BOACTBEHHOMI NPAKTUKH

«[IM. 02 Oprann3zanus apxuBHo# padoThl 0 AOKYMEHTAM OpraHH3anuii
pasJIH4HBIX GopM coGCTBEHHOCTI

Koz u HauMeHOBaHHUE CIIEMATBHOCTH:
46.02.01 JloxymeHTaionHOe obecriedeHre YIpaBIeHUs U apXUBOBEICHHE
Bxozsmel B coctaB YI'C 46.00.00 Hcropusi u apxeoJiorus

KBanuduxanuus BbITycKHUKA!
CroenuaancT o JOKyMEHTAHHOHHOMY 06ecIeueHHI0 YIPABJICHHS H APXUBHOMY JeJIy

Kacmuiick 2023r.



COT'JIACOBAHO VTBEPXIIAO
P LULE RS
/&\ T BRI ¢ Jena Kajpos 3aM. JHPEKTOpa 0 y4eOHO-
& «AXO «3aBO @\grnnsenb» NPOHM3BOCTBEHHOM paboTe

/7 //}f;u Y. i (
A4 ,I/Ig?sd.ae]aa V.P. ) Xacapos A.A.

¢ Y 203 «Hn_ IE 203r

OOBPEHO
[{ukT0BOM KOMHCCHEH SKOHOMHYECKHAX
JUCIATLTAH
Ipotoxon Ne /( or« “L» (4 2023r.
HpeIICCJlaTeJIB K
7 OcmanoBa XX. M.

Pa6ouas mporpamma I111.02 ITpousBoacTeHHOM MpakTHKK pa3paboTaHa Ha OCHOBE:

- DenepalbHOI0  IOCYJapCTBEHHOIO  00pa3oOBaTENBHOTO  CTaHAapTa  CpEIHEro
npodeccHoHanbHOr0 oOpazoBanus Mo creruanbHocTH 46.02.01  «JlokyMeHTanuoHHOe
obecrieyeHe YIIpaBICHUS U apXUBOBEIEHHE», BXOIAIMIEH B COCTAB YKPYIHEHHOH TpYIIIIBI
CIEIHaIbHOCTEHN 46.00.00 Hcrtopuss ®W apxeosorus, YTBEPKACHHOIO IIPUKa30M
Muno6bprayku Poccuu Ne 778 ot 26 aprycra 2022 r.  (3aperucTpupoBaHO B MUHIOCTe
Poccun 30 centsibps 2022r. Ne 70318);

= Pa6oueit mporpammer [TM.02 «Opramusaius apxuBHOM pabOTHI TOJIOKyMEHTaM
OpraHu3aIui pa3nuyHeIx GopM COOCTBEHHOCTHY;

B COOTBETCTBHH ¢ pabouumM yueOHBIM I1aHOM Koyutemka Ha 2023/2024 ydeOHBIi ToI.

PazpaboTunkmu:
- Kammera X.K. - npenonasarens I'BITIOY PJ] «Kosuremk MAIIHHOCTPOCHHS B CEPBHCA MM.
C.OpmxoHHKHI3E)

- Hcmaumnosa 3.1O. - npenogaBarens I'BIIOY PJI «Koitemk MalmaHOCTPOSHHS U CEpPBHCA
M. C.OpmKOHHKHI3EY.

© Kapuesa Xagwxar Kyp6aumaromenosna 2023
© Hcmaunopa 3afinab FOpsepna 2023

© TI'BIIOY PA «Konnemk MakHOCTpOeHHUs 1 ceprca uM. C.OpmxkoHukuaze» 2023
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1.0BIIASI XAPAKTEPUCTHKA PABOYEM ITPOT'PAMMBI ITPON3BOICTBEHHOI
HPAKTHUKHN

1.1. Ileab u nIaHHpyeMblIe pe3yabTATEI 0CBOCHHS NPOU3BOACTBEHHON NPAKTHKH
B pesynbrate npoxo:KACHHS MPOU3BOACTBSHHOM MPAKTUKH 00YUAIOIIHICS JOKESH OCBOUTh OCHOBHOU BHI
pesarensHocTH  Opeanusayus  apxuenoil pabomuvl NO  OOKYMEHMAM OP2AHUZAYUL  PA3IUNHBIX  (DOopM
cobcmeeHHOCMI U COOTBETCTBYOIINCEMY OOLIHE KOMIICTCHIIHH, X PO(ESCCHOHATBHBIC KOMITCTCHIIUH:

IepeucHp OOIMMX KOMITCTCHIIHIA

Koxa HaumenoBaHue 00LIHX KOMII€TEH U

BeiOupate cnocoObl pemieHus 3amad npoeCCHOHATBHOH ACATCIPHOCTH NPHUMEHHUTEIBHO K
OKO0! |pa3nu4yHbIM KOHTEKCTaM

Hcrmonb30BaTh COBPEMEHHBIC CPEACTBA MOMCKA, AHAIH3a M HHTCPHOpETAlMu HHpOpMALMU, U
OK0?2 | uH(OpPMAITMOHHBIC TSXHOIOTHHU AJTsl BBIMIOJIHCHUS 33,424 TPO(ECCUOHATBHOM ACITCIPHOCTH

OK04 | DddexTrBHO B3aMMOICHCTBOBATE U PA0OTATh B KOJUICKTHBE U KOMAHJIE

OCyYIICCTBIATE YCTHYKD ©  MUCBMCHHYK) KOMMYHHKAIIMI) HA TOCYJAPCTBCHHOM  SI3BIKC
OKO05 | Poccuiickoi®eaepannu cyuéToM 0COOSHHOCTEH COLMAIBHOTO U KYIBTYPHOTO KOHTCKCTA

OK09 |llonp3zoBarbesi mpo)eCCHOHANBHOW JOKYMCHTALMEH Ha TOCYAAPCTBCHHOM H HWHOCTPAHHOM
A3BIKAX

Kog HanmeHoBaHHe THYHOCTHBIX Pe3yJIbTATOB

JleMOHCTPHUPYIOIUE TOTOBHOCTD M CIIOCOOHOCTE BECTH JUANOT C APYTHMHM JTFOABMH, TOCTUTATh
JIP 13 | B HEM B3avMOTIOHUMAHMSI, HAXOAWTh OOIMME LEAH W COTPYAHUYATh IS HUX JOCTIKCHHUS B
PO eCCHOHATBHON ACATCIBHOCTH

[MposiBnstronMii  CO3HATENPHOC OTHOLICHUEC K HEIPCPHIBHOMY OOPA30BaHHIO KaK YCIOBHIO
JIP 14 | yenewmHoit mpodeccnoHanbHOM 1 0OIIECTBCHHON ACSTCIBHOCTH

[MposiBnsirouMii  rpakAaHCKOC OTHOIICHHE K NPO(PECCHOHATBHONH ACATCIBHOCTH Kak K
JIP 15 | BOBMOXKHOCTH ~ JMYHOTO VYacTHs B PCHICHUH OOINECTBEHHBIX, TOCYJAPCTBCHHBIX,
0OIICHAITMOHATIBHBIX TPOOIEM

I'oToBbIli COOTBETCTBOBATE OKuAaHusIM padoTogareacii: 3PPEKTUBHO B3AUMOICHCTBY FOIIHHA C
YJICHAMU KOMAHIBl W COTPYAHHYAIOIIMNA C APYTHMH JIHOABMH, OCO3HAHHO BBIMOTHSFOIINN
JIP 16 | mpodeccuonanbubie TPeOOBAaHUS, OTBETCTBCHHBIN, WHHIMATHBHBINA, JUCIHILTHHHUPOBAHHBIH,
TPYAOTOOUBBIN, KPUTHICCKH MBIC/ISINNN, HAUCICHHBIN HA JOCTIKCHHUE TMOCTABICHHBIX LIC/CH;
JEMOHCTPUPYIOIINH NPOoheCCHOHATBHY K KU3HECTOUKOCTh

Cobmogaromnuii B CBOSH MPodheCCHOHATBHOM ASATSIBHOCTUA STUMCCKUE MPUHIUIIBL, YCCTHOCTH,
JIP 17 | HezaBHCHMOCTH, TPOGECCUHOHANBHOH YHCTOTH, 0OBEKTHBHOCTH, OCCIPUCTPACTHOCTH U MPABUIIA
JCJIOBOTO TIOBEACHHUS

[IposBasromuii  OepeKHOE OTHOIICHHE K COXPAaHHOCTH W HCHOJB30BAHHUIO MHPOBOTO
JOKYMEHTANBHOTO HACJICAHS

JIP 18

IposBrsromuii IECHHOCTHOE OTHOMICHUE K KYIBTYPE U UCKYCCTBY, K KYJIBTYPC PEUH U KYIBTYPE
MOBEACHU, K KPacoTe U rapMOHHUU

JIP 19

JIP 20 | CiocoOHBIH K caMOCTOSATEIFHOMY PELICHHIO BOIPOCOB KH3HEYCTPOHCTBA

JIP 21 | CriocoGHBIl K MPUMEHESHHIO HHCTPYMEHTOB U METO0B OCPEIKIHBOTONMPOU3BOCTBA

JIP 22 | YMerowmuii ObICTPO NPHHAMATH PELICHUS, PACTIPEACTATE COOCTBCHHBIC
PECYPCHI U YIIPABIIATH CBOMM BPEMCHEM

JIP 23 | CriocoOHBIH K MPUMEHEHHIO JIOTUCTHKH HABBIKOB B PEIICHHH THYHBIX U TPO(ECCHOHATBHBIX
3a1a4




JIP 24

Vmenue PCAIN30BATH JUACPCKUC KaAUCCTBA Ha MPOU3BOACTBC

JIP 25 | CtpeccoycToinBOCTh, KOMMYHHKAOCIBHOCTE
JIP 26 | MoTuBaims K caM0O0OpPa30BaHUIO U PA3BUTHIO
JIP 27 | OTBETCTBEHHOCTD 3a PE3Y/IbTAT YUCOHOH ACATCIBHOCTH U MOATOTOBKH K MPOGECCUOHATBHOM

ACATCIIbHOCTH

IepeucHs npodeccHOHATBHBIX KOMITCTCHIIHHA

Kog HanmeHoBaHHe BHI0B JesITeJIbHOCTH H NPO(eCCHOHANBHBIX KOMITeTeHIHI
Opranunzanys apxXUBHOHM pabOTH IO AOKYMEHTAaM OPraHu3alui pas3muaHbex Gopm
BJI2 | cobc¢rBeHHOCTH
OcyIecTBIATh KOMIUICKTOBAHHUE aPXUBHBIMU JCNIAMH (IOKYMCHTAMH) apXHBAOPTAHU3ALIH
I1K2.1.
Bectu yuéT apXuBHBIX fe1 (JOKYMEHTOB), B TOM YHCIC C HCIOIb30BAHHEM
I1K2.2. |aBTOMaTH3WpPOBAHHBEI CHCTEM
OcCyIIeCTBIATh XPAHCHUE aPXUBHBIX ACT (Z0KYMEHTOB) C MOCTOSHHBIM CPOKOM XPAHCHUSH T10
I1K2.3. | nugHOMY COCTaBY B apXHBE OPTaHH3ALHN
OcCyIIeCTBIAITh XPAHCHUE, KOMILICKTOBAHKE, VIET M UCTIONIB30BAHNC AT (IOKYMCHTOB)
I1K2.4. | BpeMEHHOTO XpaHCHHS
[IK2.5. | OcymiecTBasTh UCIIOMB30BAHUE APXUBHBIXICI (JOKYMEHTOB), B TOM YHCJIEC C HCMOIb30BAHUEM

ABTOMATUSHUPOBAHHBIX CUCTCM

B pesynprare ocBoeHHS MPodheCCHOHATBHOTO MOAYIISL OOy YAFOIIIICS JOKEH:

OcymecTBaAITHL KOMIJIEKTOBAHHE APXUBHBIMH AeJIaMHU (JOKYMEHTAMH) apXHBa
OpraHu3auMH

HUmernb

MPAKTUYECKHUI ONBIT

KommnnexToBaHue apXHBHEIMU JeNaMH (TOKYMECHTAMH) apXHBa OPraHUu3an

YMETh

- paboTark ¢ MOAPA3ACICHIAMI/OPraHH3aLUAMH HCTOUHHKAMHU
KOMILTEKTOBAHHUS apXHBa;

— NOPHHUMATh APXHUBHBIC Acna (ZOKYMCHTHI) Ha MMOCTOSHHOE WITH
JOJITOBPEMEHHOE XPAHCHHUE,

— Y4JacTBOBAaTh B NPOBEACHHUHN 3KCIICPTU3BI IEHHOCTH PA3IMYHBIX THIIOB U
BHUJOB JOKYMEHTOB B COOTBETCTBHH C BHYTPECHHUMH PETIaMEHTaAMHI
OpraHM3aIvH;

— NOPHUMCHATH B Pa0OTE PCKOMEHJALMH 3KCIICPTHO-IIPOBEPOYHOH KOMHUCCHH
WIMIKCIIEPTHOH KOMHUCCHH OPraHM3alIliH;

— TOPHUMCHSATH NEPEIHU C YKA3AHHEM CPOKOB XPAHCHHUS A€ (JOKYMEHTOB);

- Co0/IF0AaTh HOPMATHBHBIC CPOKH XPAHCHHS 1S (I0KYMCHTOB);

— BECTH YUET HCTOYHHKOB KOMIUIEKTOBAHMS apXUBA;

- HCIONB30BAaTh TMEPEIOBOH  OTCUSCTBCHHBIH HW  3apVOCKHBIH  OMBIT
MOKOMIUICKTOBAHHIO AapXuBa JAciAaMH  (JOKYMCHTaMH) HOCTOSHHOTO H
JONTOBPEMEHHOTO XPaHCHHS,

— HCHOJNB30BaTh COBPEMCHHBIC aBTOMATH3HPOBAHHBIC, NHGOPMALTUOHHBIE U
TEICKOMMYHHKALUOHHBIE TEXHOJIOTHH JOKYMEHTHPOBAHHBIX Cep
JEATETbHOCTA OPTaHNU3ALINH.




3HaThb

- HOpPMAaTHBHBIC MPaBOBbIC akThl Poccuiickoit deaepaiwu B chepe
JICTOMPOU3BOACTBA H APXUBHOTO AE1a,

- HAYYHO-MCTOAMUYCCKUC KPUTCPHUH SKCIICPTU3bI LICHHOCTH PA3IMIHBIX THIIOB
U BUJOB A€ (JOKYMEHTOB);

— TCOPECTHUYCCKUEC M METOIUYCCKHE aCTICKThl KOMILICKTOBAHUS U SKCICPTH3BI
LCHHOCTH BCEX BUAOB JOKYMCHTOB;

— BHUJbI, PA3HOBUIAHOCTH U (GOPMATHI BCEX BUAOB JOKYMCHTOB;

- VHU(HUIHUPOBAHHYK CUCTEMY OPraHU3ALMOHHO-PACTIOPSIUTE TBHON
JOKYMCHTALHH,

- cTa”gapThl OhOPMIICHUS OPTAHU3ALUOHHO-PACTIOPSIUTSIBHON
JOKYMCHTALHH,

- CHoCOOBI M TEXHOJOTHH JOKYMCHTUPOBAHUS PA3THYHBIX BUAOB
poheCCHOHAIBHOH ACATCIIBHOCTH,

- OPraHHU3aLMOHHBIC MPUHIIMITEI KOMILICKTOBAHUS S/ (JOKYMCHTOB)
OTPAHUYCHHOrO AOCTYIIA,

— TpeOOBaHUS OXPaHBI TPVAA.

Bectu y4éTr apxuBHBIX JeJ (10KYMEHTOB), B TOM YHCJ€ € HCIOJIb30BAHHEM
ABTOMATHU3HPOBAHHBIX CHCTEM

Hwmertp npakTudeckuii
OIBIT

Beacenue yuéra apXxuBHbBIX A€ (IOKYMEHTOB),
B ToMm uncnie ¢ uCroib30BaHHEM ABTOMATH3HPOBAHHBIX CUCTEM

YMETh

-  TOJb30BaThCS YIETHBIMH JOKYMEHTAMH B PAMKAaX 3JICKTPOHHBIX
MHPOPMALMOHHBIX CHCTEM JOKYMCHTHPOBAHHBIX cep ACATCIBHOCTH
OpraHU3aLHH;

- TOJb30BaThCH CCPTUPHULHUPOBAHHEIMU ABTOMATH3UPOBAHHBIMH
CHCTEMaMHIOKYMCHTUPOBAHHBIX Cep ACATCIBHOCTH OPTaHH3ALUH [0 VIETY,
peTUCTpaLNH, KOHTPOIO Ae (JOKYMEHTOB);

- MOJb30BaThCI HHPOPMALUOHHO-CIIPABOYHEIMU CHCTEMAaMHU
JOKYMECHTHPOBAHHBIX C(ep ACATCIbHOCTH OPraHU3alNH;

-  BECTH CHPaBOYHO-TIONCKOBBIE CPEACTBA K APXHBHBIM J¢IaM
(moxymeHTaM);

- BECTHYUYETCTPaxOBOro(poHIAapXUBHEIXACH ( IOKYMCHTOB);

- TMPUMCHATh HOPMATHUBHBIC NPABOBBIC AKTHl, JTOKANBHBIC HOPMATHBHBIC
AKTBIOPTaHU3AMHA ¥ METOIMUYESCKHE TOKYMEHTHI B 00JAaCTH YIETA apXUBHBIX
e (I0KyMECHTOB);

—  BHOCHUTb MPEIJIOKECHHS IO COBCPIICHCTBOBAHHIO METOAMICCKOTO
o0ecnieueHNUAYUETA PA3HEIX BUJOB JOKYMCHTOB B JOKYMCHTHPOBAHHBIX
c(epax aeaTeNbHOCTH OPTaHH3aLHH.

3HATb

- HOpMaTUBHbBIC NpaBoBeie akThl Poccuiickoi deaeparun B chepe
JEJOTPON3BOACTBA U aPXHUBHOTO ACTA;

- METOIUYCCKUE JOKYMCHTHl M HALIMOHATIBHBIC CTAHAAPTHI B 001aCTH yUéTa
JOKYMEHTOB H JOKYMCHTHPOBAHHBIX Cep ACATCIbHOCTH OPraHU3aLiH;
—  OTCUCCTBECHHHBIC H 3apyOCKHBIC CEPTHPHLIMPOBAHHEIC CHCTCMBI
ABTOMATH3UPOBAHHOTO VUETA APXUBHBIX A€T (JOKYMCHTOB);

- TpeboBaHMs K VIETY 0CO00 LCHHBIX M YHUKATIBHBIX aPXUBHBIX ACT
(A0KYMEHTOB);

— CPOKH BBINOJHCHUS paboT MO YUETY apXUBHBIX ACT (ZOKYMEHTOB);
- OOUIME MPUHLIMITEL YIETA U KOMIUICKTOBAHUS A1 (10KYMCHTOB)
OTPaHUYCHHOTO TOCTYIA;

- TpeOoBaHMs OXPAHBI TPYAA.

OcymecTBaATH XpAHEHHE APXUBHBIX AeJ1 (10KYMEHTOB) € MOCTOSTHHBIM CPOKOM XpaHEHHUSIH
M0 JTHYHOMY COCTABY B APXHB€ OPraHH3ALHH




Hwmertp npakTudeckuii
OIBIT

OCyIICCTBICHUE XPAHCHUS APXUBHBIX 1T (IOKYMEHTOB) € TIOCTOSIHHBIM
CPOKOMXPaHEHUS U IO IMYHOMY COCTaBY B apXUBE OPTraHU3aLUU

YMETh

— CHCTCMATU3HPOBATH AeNa (JOKYMCHTEI);

- pa3MeaTh APXUBHBIC ACNA (JOKYMEHTHI) HA MECTaX XPaHCHUS B
COOTBETCTBHH C HOPMATHBHBIMHU TPEOOBaHUSIMH B 00IACTH apXHUBHOTO A€Na U
VIPaBICHUS JOKYMCHTAMH,

- cobIr0aaTh HOPMATHUBHEIC PEXKUMBI XPAHCHHUS APXUBHBIX ¢ (JOKYMEHTOB)
Ha THOOBIX HOCHTEIIAX,

— NPOBOIUTH MPOBEPKY MOTHOTHI COCTABA APXHUBHEIX JOKYMCHTOB B
CAMHULAXXPAHCHHS,

— NPOBOJIUTH OIHMCAHKEC APXHUBHBIX JEJ (IOKYMCHTOB);

— COCTaBJIATh CIPABOYHO-TIONCKOBBIE CPCACTBA K APXHUBHBIM ACIaM
(moxymeHTaM);

— BECTHU VYET M KOHTPOJb BBIJAYH APXUBHBIX ACT (Z0KYMEHTOB) M3
apPXUBOXPAHWININA U UX BO3BPATA;

— BECTHU VYET M KOHTPOb Mepeaads Aei (ZI0KYMCHTOB) B
rOCYJapCTBCHHBIN/MYHHULMITATBHEINA apXUB HITH HA HHOC BHEINHEE XPAaHCHUE U
npuéMa Iel1 ¢ BHEIIHETO XPaHEHHUS,

— TIPOBOAHTH MOTUCTHYIO MPOBEPKY (PH3NUESCKOTO COCTOSHUS OCIT
(A0KYMEHTOB);

— PpasbICKHBATH HE OOHAPYKECHHBIC AeNa (JOKYMEHTHI),

- 3aIUINATE HHOPMALIMOHHBIC PECYPCH aPXHBA OT HE CAHKIIMOHHPOBAHHOTO
JOCTYTIA.

3HaThb

- HOpPMAaTHBHBIC NPaBOBBIC aKThl Poccuiickoii Meaeparun B chepe
JEJOTPON3BOACTBA U aPXHUBHOTO ACTA;

- HOpPMAaTHBHBIC NPaBOBBIC aKThl Poccuiickoii deaeparuu B 001aCTH
nHpOpMaLUH, HHPOPMATHOHHBIX TEXHOJOTHH, 3aIUTH HHOOPMALIHU |
MEPCOHATBHBIX JAHHBIX, HU(PPOBOH TpaHChHOpMALIIY;

- HOpPMAaTHBHBIC NPaBOBBIC aKThl Poccuiickoii deaeparuu B 001aCTH
KOH(PUICHIMATHHOCTH HH(POPMALIUH,

— TpaBUIa XPaHCHHS AeT (IOKYMEHTOB) B COOTBETCTBHH C MX THITAMHU;
- HopaaoK GOPMHUPOBAHUA JOKYMECHTOB B KOMILICKTBI, TPYIIIbI, THIIBL;
- tpeboBaHms K 0QOPMICHHIO JOTOBOPOB HA PEATH3ALHIO YCIYT BHEIITHETO
XpaHeHHA AeT (T0KYMCHTOB);

— CPOKH BBHINOIHCHUS paboT;

- TpecOOBaHMS K YCTAHOBICHHBIM HOPMaM BHIPAOOTKU;

- TpeOOBaHMs OXPAHBI TPYA.

OcymecTBasITH XpaHeHHE, KOMILJIEKTOHHE, YUET U HCNOJIb30BaHHe eI (10KYMEHTOB)

BPEMEHHOTO XpAHCHUSA

Hwmertp npakTudeckuii
OIBIT

Ocy1uecTBIeHUE XPAHCHHUS, KOMILICKTOBAHMUS, VIETA U HCTIONB30BAHUS ET
(ZOKYMEHTOB) BPEMCHHOTO XPAHCHHS




YMETh

— OPraHu30BBIBATH M OOCCIICUNBATE XPAHCHHUE AC/ (JOKYMCHTOB)
BPEMCHHOTOXPAHCHUSI OPTraHU3ALMY B TPAJUIIMOHHOMU B 3JICKTPOHHOM BH/C,
— KOHTPOJHPOBATEH PazpabOTKy CTPYKTYPHBIMH MOAPA3ACICHUIMH OMUCEH
HMAKTOB O BBIACICHUN HA YHHUTOKCHHUE A (AOKYMEHTOB) BPEMCHHOTO
XPaHCHUS B TPAJULIMOHHOMH B 3JICKTPOHHOM BHJC,

- (opMHUPOBATEH CAUHULBI XPAHCHUS JOKYMEHTOB /TSl UX MOC/ICIYFOIICTO
PasMEIICHHS B APXUBEC OPTAHU3ALNH,

= COCTaBJIATh CIIPABOYHO-TIOUCKOBBIC CPEACTBA K APXHUBHBIM JCIaM
(moxymeHTaM);

- OCYUICCTB/IATh MOUCK AS] (IOKYMEHTOB) BPEMEHHOTO XPAHCHHSI B MTPOLICCCE
WX XPAHCHUS B CTPYKTYPHBIX MOAPA3ACICHUIXU APXUBE OPraHU3aI[HH,

— OCYLIECTBIATh METOJUICCKOC PYKOBOACTBO OPTaHU3ALUCH XPaHCHHS AT
(AOKYMEHTOB) B CTPYKTYPHBIX MOAPA3ACICHUSIX OPTraHU3aI[HH,

— OKAa3bIBaTh CTPYKTYPHBIM MOIPA3ACICHHUIM MPAKTHUCCKYHO TOMOIIb B

OpraHU3aIHK XPAHCHUS AT (TOKYMCHTOB),

- paspabarbiBaTh CHPABOYHO-UHGPOPMAITHOHHBIC JOKYMCHTHI TIO
OPraHU3ALHHNCTIONb30BAHMS ¢ (IOKYMCHTOB) BPEMECHHOTO XPAHCHHS B
CTPYKTYPHBEIXIOAPA3ACTICHUAXU apXUBE OPraHHU3aLiH;

— MPOBOAMTH SKCIEPTHIY LCHHOCTH ACJ (JOKYMEHTOB) BPEMECHHOTO
XPaHCHHS, ICPCIAHHBIX B APXHB;

— ONpEACTATh CPOKH XPAHCHUS A€ (ZOKYMEHTOB) BPEMCHHOTO XPAHCHHUS,
- obecneunBaTh 3aMUTy e (I0KYMEHTOB) BPEMEHHOT'O XPAHCHHS B
OPraHU3alHH OT HE CAaHKLIMOHUPOBAHHOTO JOCTYIIA MW YHUUTOKCHHS,

— TOPOBOANTH PUIHUCCKOE YHHITOKECHHUE ACT (JOKYMEHTOB) BPEMECHHOT'O
XPaHCHHS C HCTCKITUMHE CPOKaMH XPAHCHHS MOCTIC COTTIACOBAHHS CO
CTPYKTYPHBIMH MOAPA3ACICHUSIMH OPTraHU3aLHH;

- ohopMIATE VIETHBIC JOKYMEHTHI 00 YHHUITOXKCHHU ST (JOKYMCHTOB)
BPEMEHHOT'O XPAHEHHS C UCTCKIIUMH CPOKaMH XPAHCHHUS COBMECTHO CO
CTPYKTYPHBIMH MOAPA3ACTCHUSIMH OPTaHH3ALHH.

3HaThb

- HOPMATHUBHBIC MPABOBHIC akThl Poccuiickoit denepannu B chepe
JCTONPON3BOACTBA U APXUBHOTO ACTA,

- HOPMATHUBHBIC MPABOBHIC akThl Poccuiickoit denepannu B o0nactu
3AIIUTHITIC PCOHATBHBIX TAHHBIX;

- HOPMATHUBHBIC MPABOBHIC akThl Poccuiickoit denepannu B o0nactu
KOH(PUICHIMATHHOCTH HH(POPMALIUH,

-  METOAMYCCKHE JOKYMCHTHI H HAIIMOHAIBHBIC CTAHAAPTH B 00IaCTH
JCTONPON3BOACTBAN APXUBHOTO ACTA,

- METOAMKA Pa3paboTku HopM YUETHBIX JOKYMEHTOB B TPAJULHOHHOM U B
SICKTPOHHOMBHIC,

- MpaBWIA CUCTCMATHU3ALMHH KIACCH(HKAIIUHN JOKYMEHTOB;

- 0COOCHHOCTH OPraHU3aIHK XPAHCHHUS 1S (IOKYMCHTOB) HA PA3TUMIHBIX
HOCHTCTIAX,

- KPHUTCPHHU ONPEACICHUS ICHHOCTH A (I0KYMECHTOB) TSl JAIbHEHIIICTO
XPAHCHUS WA YHUITOKCHUS,

- TpeOOBaHUS K MPOLICCCAM YHHUTOKCHUS HH(POPMALIMK B TPAJULIMOHHOM H
SJICKTPOHHOM BHIC,

- TpcOOBaHUsI OXpPaHbI TPYIA.

OcymecTBaTh HMCMOJb30BAHHE APXUBHBIX Jed (JOKYMEHTOB), B TOM 4HCJIe C
HCNOJIb30BAHHEM ABTOMATH3HPOBAHHBIX CHCTEM

Hwmertp npakTudeckuii
OIBIT

OCyYIIECTBICHUE UCTIOIb30BAHUS APXUBHBIX AC/ (JOKYMEHTOB), B TOM YHC/IC C
HCHOJIb30BAHUEM aBTOMATU3UPOBAHHBIX CUCTEM




YMETh

— CHCTEeMAaTH3UPOBATh H 0000INATH CBEACHUS O COCTABE H CONCPIKAHNI
ApPXUBHBIX A€ (IOKYMECHTOB);

- UCMHOJIh30BaTh MH(OPMAIIMOHHBIC TCXHOJOTHH B O0IACTH CO3AaHUS
CIPABOYHO-TIOUCKOBEIX CPEACTB apXHBa U JOKYMCHTHPOBAHHEIX cep
JCATCIPHOCTH OPraHu3aLig,

- $opMHPOBATH OCHOBHBIC U BCIIOMOTATCIbHBIE BHIBI APXUBHBIX
CIPAaBOYHHKOB

B BICKTPOHHOH (hopme;

— MOATOTABIHNBATh HHPOPMALIMOHHBIC JOKYMEHTHI IO 3aIpocaM
NO0b30BATENEUPA3TUIHBIX KATCTOPUH.

3HaThb

- HOpMAaTHUBHBIC NPaBOBBIC aKThl Poccuiickoii deaeparun B chepe
JEONPON3BOACTBA;

— HOPMAaTHBHBIC MMpaBoBric akThl Poccuiickoit dexepanuu B 001aCTH 3alIUTEL
MCPCOHANBHBIX JAHHBIX;

— METOIUYECKUE JOKYMCHTH B 00JaCTH HCIONb30BAHUS U IMyOIHKALIMN
ApPXUBHBIXACT (ZOKYMEHTOB);

- cepruUuIUpOBaHHbIC HWHPOPMAITHOHHO-TIOUCKOBBIC CHCTEMBI B 00IacTH
paspaboTKH HAyYHO-CIPABOYHOIO amnmapara JOKYMEHTHPOBAHHBIX cdep
JCATCIPHOCTH OPraHu3aLig,

— CPOKH BHITIOJHCHHS PabOT MO OPTaHU3aLMH HCIIOIb30BAHUS APXUBHBIX ACT
(A0KYMEHTOB);

— OpraHU3aLHOHHBIC TPHHLNIBI HCIIOIb30BAHUS JOKYMEHTOB OTPAHUUCHHOTO
JOCTYIIA;

- TpeOoBaHMs K MOATOTOBKE APXHUBHBIX CITPABOK U BBIMHUCOK U3 APXHUBHBIX
JOKYMCHTOB;

- TpeOOBaHHs OXPAHBI TPYA.

1.2. KoinuecTBO 4aCc0B, 0TBOJHMOE HA OCBOEHHE MPOU3BOACTBEHHOH NMPAKTHKH -

108 vaca (3 Henemm).

2. CTPYKTYPA U COAEPKAHUE MMPON3BOJACTBEHHONU NMMPAKTUKHA

2.1. CTpykTypa npou3BOACTBEeHHOI NMPAKTHKH

Konp! popmupyemsix
KOMITETCHLIUN

O6bem BpemeHH,
OTBOIMUMBIN Ha
MPAKTUKY
(dac., Hen.)

HanmeHnoBaHue npoeccrnoHaIbHOrO MOAY JIst

OK 01, OK 02, OK 04,
OK 05, OK 09.

TK 2.1, TIK 2.2, TIK 2.3,
K 2.4, TIK 2.5.

IIM. 02 «Opranusanms apxXuBHOH paboOTHI 108/ 3
MOJJOKYMEHTaM OpPTaHU3aLUil pa3IndHbIX GopMm
COOCTBEHHOCTH»




2.2. Coaep:kaHue NPOU3BOJACTBEHHONH NPAKTHKH

Bt HaumeHnosaHnue pasnesnos Konnue
(Tem), obecneunBarOIINX Bunei pador CTBO
NEeATENbHOCTH
BBITIOJJTHEHHE BUJIOB pabOT 4ac.
1IM. 02 M,)IK 02.01. OPTAHM3AITNSI MTHOPMATHUBHO-IIPABOBBIE OCHOBBI APXUBHOT O JIEJIA 12
«Opranuzanus
APXUBHOM Tema 1.1. Hcropust BO3HUKHOBCHHSI OpraHuzalii (MeCcTa MPOXOXKACHUS MPAKTHKH) ¢ LEApI0 cOopa 4
padoThI HCTOPHH“BOT‘H“KHOBCH“” uH(pOPMAIHH 71 HKCTOPUIECKON CIIPABKH.
HO}.IOKyMeHTaM ;l)le/IBHOl/I ACATECJIbHOCTH B
opraHu3amMii occun
PA3JIHYHBIX Tema 1.2. Hsyuenne npaBoBBIX M PACIOPAIUTEIBHBIX TOKYMEHTOB OpPTAaHH3AIMH — MECTa IPOXOKIACHUA 4
dopm HopmaTueHo-npaBoBas 6a3a NPAKTHKH.
apXHBHOﬁ ACATECJIbHOCTH B
COOCTBEHHOCTHY | p
occHu
Tema 1.3. Vyactie B KOMIUICKTOBAHHH dpxXuBa OpraHu3anuu ACHaMUu HOCTOAHHOTO U AOJTOBPCMCHHOIO 4
Oprax—msauns‘l‘ Ap)imsﬂoro XpAHEHHS.
¢ponna Poccuiickoii
Penepannu
MJIK 02.02. TOCYJIAPCTBEHHBIE, MYHUIIUIIAJIBHBIE APXUBBI 1 APXVBBI OPT AHU3 AN 6
Tema 2.1. -
Buasbi apxusos B Poccun
Tema 2.2. Vyactue B IPOBEACHUM 3KCIEPTH3BI LICHHOCTH JOKYMEHTOB OPTraHM3aIliN HA OCHOBAHWH HAyYHBIX 6
JKCnepTHIa UeHHOCTH KPHTEPUEB UX IIEHHOCTH U HOPMATHBHBIX JOKYMEHTOB. IEPEYHEH M HOMEHKIATYP.
J0KYMEHTOB
MJIK 02.03. METOJIUKA U ITIPAKTUKA APXUBOBEJEHUS 74
Tema 3.1. NzyueHue apXyUBHBIX JOKYMECHTOB OPraHU3alUH C LEIbI0 UCKIIOUCHHS 1yOIeTHOCTH HHPOPMALINH, 8
JloxaneHbre HOPMATHBHBIE | 11h6pepky (pU3HUIECKOTO COCTOSHES A€ (IIOTUCTHBIH MPOCMOTP AET).
AOKYMEHTbI ApXHBA
Tema 3.2. 6

HomenkmaTtypa nen

Cucremaruszanus JOKYMCHTOB B COOTBETCTBHH C BRIOPAHHOM OPraHU3AIMCH CXEMOM.

OmnpeneneHue CPoOKOB XPaHECHHUS JOKYMECHTOB U JICII.




Tema 3.3. Odopmiaenue kaprouck-3amectureiacii acaa. OdopmieHne yUIETHRIX JOKYMEHTOB MOCTYILICHHUS U 18
Oopmnenne apXHBHOIO 112 | ppisriryg nen. Odopmnenne yuéTHpx popm apxusa opranuszarmu. OdopMieHue Tonorpauaeckux
ykaszaTenel B apXMBOXpaHWmHIne opranuzanud. OQopMIEHHE OMHMCH AT 1O JHYHOMY COCTABY.
Odopmnenne onvicu nen BpeMeHHOro (carime 10 1et) cpoka XpaHeHHS.
Tema 3.4. Pasmenicnne monogHeHust apxuBHoro ¢ouaa. OdopmiacHue AoKkyMeHTanmMu Mo yuéty ¢oHIa 10
Iepenaa AokymMeHTOB Ha nonp3oBarens,  (OTO-,  AyJMOBH3YalbHBIX  JTOKYMEHTOB,  ONEKTPOHHBIX  JOKYMEHTOB.
apXUBHOE XpaHeHHUe
Tema 3.5. PaoTa Mo cO3JaHMIO CHPAaBOYHO-TIOMCKOBBIX CPEACTB ApXHMBA OPraHM3alliH, B TOM YMCIE C 16
Y4ET 10KyMEHTOB B apxuBe NpUMEHEHHEM HMH(OPMALMOHHBIX TEXHOJOTHH. YuacTe B (OPMUPOBAHMM OCHOBHBIX U
BCTIOMOTATEAbHBIX ~ APXMBHBIX ~ CHOPAaBOYHHKOB, B  TOM  HYHCIE C  HCTONb30BAHHEM
ABTOMATH3UPOBAHHBIX CHCTEM.
Tema 3.6. IMouck wuHpOpPMAIMKM TIO 3ampocy MONb30BaTelds, B TOM HYUCIE C MCHOIb30BAHHEM 16
Ucnonb3obanue 10KyMEHTOB aBTOMATHU3HPOBAHHBIX CUCTEM. VICTIOIHEHHE 3ampOCOB MO MOUCKY APXHMBHBIX AET OPraHU3AIMH,
apxuBa 8
P B TOM YHCIIE € UCTIONb30BaHUEM HH(OPMALIMOHHBIX TEXHOIOTHIA. .
MJIK 02.04. OBECIIEYEHUE COXPAHHOCTH JOKYMEHTOB 16
Tema 4.1. [MpuMeHEHHE CXEMBI PA3MEIIEHUS CPEACTE XPAHEHHMs APXMBHBIX JOKYMEHTOB OpPraHU3alldd MpU 4
Ycnosust xpanenust npuéme aen (I0KyMEHTOB) HA XPaHEHHE.
JIOKYMEHTOB
Tema 4.2. TMpoBepka HATUYHUS U COCTOSHUS APXUBHBIX JOKYMEHTOB OPTaHH3aIuH. 4
IIpoBepka HaHuHs H .
BhISBICHHE JOKYMEHTOB C MOBPEKACHUAMH MATEPHATBHBIX HOCHTENEH.
COCTOSIHHUS
JIOKYMEHTOB B apXHBAaX
Tema 4.3. Opranuszanus posbicka HeoOHapykeHHbIX Aen. OdQopMueHHe DOKYMEHTALMU MO PE3y/bTaTam 4
Konceppanus u pecrappanus NPOBEPKH.
JDKYMEHTOB
Tema 4.4. 4

CoxpaHHOCTb AOKYMEHTOB HA
CHENMHAJIBbHBIX HOCHTECJIAX

Cocrasacuuc apXHBHOﬁ OIMUCH ACI NOCTOAHHOTO XPAHCHU.

OdopmncHue SPIBIKOB HA MCPBUYHEIC CPEACTBA XPAHCHUS.

Bcero:

108




3.  YCJIOBUS PEAJIU3AIIAHN MPON3BOACTBEHHOM MPAKTUKH

[IponsBoncTBEHHAasT TMpaKkTHKAa pealu3yeTcss B  OpraHu3alusx Jrodoro  mpodus,
o0ecreynBaOIUX  AESITEIbHOCTh  OOydarommxcss B npodeccHoHanbHOH — obiactu
aIMAHUCTPATUBHO-YIIPABJICHYECKON 1 OQHCHON NesITETbHOCTH.

OGopynoBanue TpPEONPUATHA H  TEXHOJOTHYECKOE OCHameHHe padouymx  MecT
NPOM3BOJCTBEHHON MPAKTHKU JOJDKHO COOTBETCTBOBATH COMEPKAHHMIO TNPO(HEeCCHOHAIBHON
OEATeNbPHOCTH M JAaeT BO3MOXHOCTb OOydYaromeMycsl OBJAAeTb NPOpECCHOHANBHBIMU
KOMIIETEHIIMSIMA IO BCEM BHIAM JESTENbHOCTH, TPENyCMOTPEHHBIMH TMIPOTPAMMOMN, C
HCTIOJIb30BAHMEM COBPEMEHHBIX TEXHOJIOTHIA, MaTEPUAIOB 1 000PYyIOBAHMS.

3.1. UadopmanuonHoe ofecnevyeHne peaasu3aliu NPporpaMmmbl

Jns  peamuzaumyd  mporpaMMbl  OMONMOTEeUHBI (HOHA HMMEeT TIeYaTHBbIC /UK
3JICKTPOHHBIE OOpa3oBaTeNbHble M WH(OPMALMOHHBIE PECypChl, ISl HCIOJNb30BAHHS B
obpazosarensHoM nporiecce. [Ipu hopmupoanmu 6udroTedHOroO (QOHIA BEIOUPAETCS HE MEHEee
OJTHOTO M3JIaHMSI U3 TIEPEUNCIIEHHBIX HIKE MEYaTHBIX W3MaHui U (MITH) DJIEKTPOHHBIX H3IaHUH B
Ka4eCTBe OCHOBHOTO, IIPU 3TOM CITUCOK, MOXKET OBITh JOMIOJIHEH HOBBIMHU H3IaHUSIMH.

3.2.1. OcHOBHBIE MEYATHDIE H3AAHUS

OpraHusanus apxXuBHOW M CHPAaBOYHO-UH(POPMAIIMOHHONH paboThl MO TOKYMEHTaM
opranm3aimu [Tekct]: ydeOHUK sl UCTOJIB30BaHUS B y4eOHOM Tporecce 0Opa3oBaTeIbHBIX
VUpPEKICHUN, pPeaTu3ynX IpOrpaMMbl CpeaHero mnpodeccHOHANbHOrO 0O0pa3oBaHUsS IO
crenuanbHOCTH "J{OKyMEHTaLMOHHOE OOecieueHue YIIpaBJIeH!s] U apXUBOBeeHUe»: [B 2 4.] /
[byposa E. M., Xopxopnuna T. U.]; mon pen. E. M. byposoit —3-¢ usn. crep. — Mocksa:
Axanemusi, 2019. (IlpodeccuonanpHoe obpazosanue. IIpodeccuonanpHblii Mmonynp). Y. 1. —
2019. =336 c.ISBN uznanus: 978-5-4468-5976-4. ISBN Toma: 978-5-4468-5974-0.

OpraHuzanus apxXuBHOHN U CITPaBOYHO-UH(DOPMAITMOHHON padOThl IO JOKYMEHTaM
opranm3anmu [ TekcT] : yueOHUK Ui UCMOJb30BaHUS B YUeOHOM Mpolecce 00pa3oBaTeIbHBIX
YUpERICHUN, peaTH3YIOIUX MPOTPaMMBI CPeIHErO MPOGEeCCHOHATLHOTO 00Pa30BaAHUS TIO
cnienuanbHOCTH " JIOKyMEeHTaLIMOHHOE O0eCTIeYeHre YITPABJICHHsS U apXUBOBEACHHEY: [B 2 1.] /
[byposa E. M., Xopxopnuna T. W.]; nox pen. E. M. Byposoit. —3-e u3a. crep. — Mocksa:
Axanemus, 2019. — (IlpodeccuonanbHoe obpazosanue. [Ipodeccruonanbubiii Moays). U. 2 / [E.
M. byposa, A. I1. AdanaceeBa, E. B. Anekceepa, A. E. Pognonosa]. —2019. —400¢. ISBN: 978-
5-4468-5975-7

Packun, J[. 1. Meroanka W TIpaKTUKa apXUBOBEACHUS: Y4YeOHUK Ui CPETHEro
npodeccuonanbroro odpaszobanus / J{. 1. Packun, A. P. CokonoB. — Mocksa: M3natenbcTBO
Opaiit, 2022. — 339 ¢. — (IIpodeccuonanbroe obpaszoBanue). — TeKCT: HEMOCPEICTBEHHBI.
—ISBN 978-5-534-02419-7.

3.2.2. OcHOBHbBIE 3JIeKTPOHHbIE H3AAHUSA

1. Packun, . 1. Meroguka W TpaKkTUKa apXUBOBEACHMS. YUYEOHMK IJIsI CPEIHEro
npodeccuonanbroro odpaszobanus / J{. 1. Packun, A. P. CokonoB. — Mocksa: M3natenbcTBO
Opaiit, 2022. — 339 ¢. — (IIpodeccuonanpHoe obpaszosanue). — ISBN 978-5-534-02419-7.
—  Texkcranekrponnsii  //  OOpasoBarenbhas  miarpopma  FOpadt  [caiit]. —
URL: https://urait.ru/bcode/492546

3.2.3. /lonoJiHUTEeIbHBIE HCTOYHUKH (HPU HEOOXOOUMOCIL)

1. bacakoB, M.H., JlokyMeHTallMOHHOE OOeCreUeHne yIrpaBjeHUus: (C OCHOBaMHU
apxuBoBeneHus1): yueOHoe mocodbue mms CIIO/ M.M. bacakoB. — Mocksa: HznmarenbcTBo
KnoPyc, 2022. — 216 c. — Tekct : HenocpenactseHHbIN. — [SBN: 978-5-406-09983-4.

2. byposa, EM., MypasbeBa, H.A. CnpaBouHMK @O apXUBHOMY Jely [Jist
paboraukos opranmanuii. — (Cepusi «Ynpasienueckass 0e3onacHocThy / mon obm. pen. A. b.
besbopomora). — M: Tepmuka, 2018. — 396 ¢. — Tekct : HenmocpeacTBerHbid. — [ISBN: 978-5-
6040204-4-9.


https://urait.ru/bcode/492546

~

Bl Beperexuna, C.B , HerocynapcTBeHHbIE CTPYKTYpPbl H ayTCOPCHHT B apXHBHOM
nene . moHorpadusi / C.B. Beperexuna— Mocksa: MznarensctBo Pycaiinc, 2022, — 128 ¢. —
Tekct : HenocpencreerHsbiil. — [ISBN: 978-5-4365-8006-7.

4. Eropos, BII, CnunabkoB, A B. OOecrnedeHne COXpaHHOCTH, pecTaBpamus MU
KOHCepBalisl JOKYMEHTOB. yuebHoe mocobue. — C.-I16.: Jlanp, 2022. — 220 c¢. — ISBN: 978-5-
507-45047-3.

5. Eropos B.II. CoBpeMeHHas opraHusalus TOCYJAapCTBEHHBIX YUpeKAeHUN
Poccun: yuebnoe mocobue nmst CIIO / B. I1. Eropos, A. B. Cnunbkos. — Cankr-IlerepOypr:
Jlanb, 2020. — 204 ¢. — Tekct : HenocpencTeennbii. — [SBN: 978-5-8114-6382-4.

6. Koznos, B. I1. ApxuBoBeneHue: yuedHUK u pakTukyM 11st By30B / B. 1 Kosnos
— Mocksa: Usnarensctio FOpaiit, 2022. — 329 ¢. — (Bricinee obpaszosanue). — ISBN 978-5-
534-14066-8. — Tekcr: snekrponubiii // ObpasoBatenbHas muatgopma IOpaiit [caliT]. —
URL: https://urait.ru/bcode/496661

7. [TaBnoa, P.C. Jlenonpon3BoacTBO Mo OOpalleHusIM rpaskaaH: yueOHoe mocodue
s CITO / P. C. IMaBnosa. - Cankr-llerepOypr: Jlawb, 2022, — 324 c.. wn — Tekcr:
HenocpencTeeHHbid, — [SBN: 978-5-8114-9925-0.

8. ITonos, A. B.ApxuBoBenenue. 3apyOexHas Poccuka: ydeOHHK i CpegHEro
npodeccuonansHoro odpazosanusi / A. B. [Tomos. — Mocksa: M3natenscteo FOpaiit, 2022, —
168 ¢. — (IIpodeccuonanbhoe obOpaszoBanue). — ISBN 978-5-534-10240-6. Tekct:
AIEKTPOHHBIN / ObpazoBarenbHast miardopma Opaiirt [caiiT]. -
URL: https://urait.ru/bcode/495214

9. Packun, JI. U. ApxuBoBenenme: yueOHuk st By3oB / JI. M. Packus,
A. P. CokonoB — 2-e uzn., ucnp. u gon.— Mocksa: M3agarensctBo FOpaibit, 2022.— 468c.
(Beicmee ofpasoBanue). — ISBN 978-5-534-15245-6. — Tekct: »hekTpoHHBIA //
ObpazoBarenpras muardopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/497656

10. Camapuyk, H.C., MapkeTuHrosasi NeATeIbHOCTb TI'OCYJapCTBEHHBIX apXHUBOB!

monorpadus / HC. Camapuyk. — Mocksa: U3narensctBo Pycaiinc, 2023. — 312 c¢. — Tekcrt:
HernocpencTeeHHbln. — ISBN: 978-5-406-01550-8.

11.  TempuapoB A.JI. ApxupoBenenue: yueOHOe mocobue mist OGakanaspos / A. J1
Tenpuapos. 5-e wusn. — Mockea: HUTK «/[lamxkos u K», 2022. — 184 c¢. — Teker:
HenocpencTeHHbIH. — [SBN: 978-5-394-04946-0

12.  Xopxopnuna, T. U. ApxusHas 3ppuctuka: yuebuuk / T. 1. XopxopauHa, A. B.
ITonos, nox pexn. E. K. IIusosapa. — 4-e uza. - Mocksa: Poc. roc. rymanur, yH-T, 2019. - 296 c. -
ISBN 078-5-7281-2497-9. — TekcT: 3N€KTPOHHBIH. —

URL: https://znanium.com/catalog/product/1087575

13.  llemenxoBa, C. . Apxuosenenue. Ucropus apxusoB Poccuu ¢ apeBHeHInx
BpeMeH 10 Hayana XX Beka' yueOHOe nmocobue miisi cpeaHero npodecCHOHaIbHOro 00pa3oBaHMs
/ C. W. Llemenkoa, nmox Hay4yHo# penakuumeit JI. H Masyp. — Mocksa: Usnarenscto FOpaiiT,
2022. — 153 ¢. — (Ilpodeccuonanbuoe odpasosanue). — ISBN 978-5-534-10241-3. — Tekcr:
SJIEKTPOHHBIN // ObpazoBarenbHast miatghopma KOpaiit [caliT].—
URL: https://urait.ru/bcode/495215

14. IMMaxoganosa, O.F0. Opranmzanus rocydapCTBEHHBIX yupexnenuii Poccum:
y4yeOHOe mocodue mis cpentero npodeccronanbuoro oopazosanus / O. HO. [Ilaxonanosa, — 2-
e wu3n., mnepepad. m gom. — Mocksa: HM3marensctBo IOpaiir, 2022, — 16lc. —
(ITpodeccuonanbroe obdpazosanue). — ISBN 978-5-534-12448-4. Tekcr: 3neKTpOHHBIA //
O6pazosarensHas miatgopma FOpaiit [caiit]. — URL: https://urait ru/bcode/496292



https://urait.ru/bcode/496661
https://urait.ru/bcode/495214
https://urait.ru/bcode/497656
https://urait.ru/bcode/495215
https://urait.ru/bcode/496292

3.2.Tpe6oBaHus1 K pyKOBOAUTESIM NPAKTHKH
TpeboBanust Kk KBaATM(PUKALUN NEJATOTHYECKUX KaIpPOB, OCYLIECTBISIFOIIUX PYKOBOACTBO
MPAKTUKOM.
HnxeHepHO-NeAarornyeckuil COCTaB:
CHELHUAINCTBI C BBICITUM NMPO(ECCHOHATBHBIM 00pa30BaHUEM;
OTIBIT AEATENBHOCTH B C(pepe TOKYMEHTALMOHHOTO 00eCieueH sl yIPaBICHNs 1 A0XUBOBEICHUS,
o0s13aTeNbHOE  TOJYYEHHE  JIOMOJIHUTENLHOrO  mpodeccHoHanbHOro  o0pa3oBaHUSl 11O

pOrpaMMaM MOBBIIEHUsS] KBATU(PHUKALMK, B TOM YUCIE B (OPME CTAKMPOBKH B MPOPUIBHBIX
opraHusanmsx He pexe 1 pasa B 3 roga.

PykoBoanTenb NPAKTHKH OT KOJLJICAKA:
COIJIaCOBBIBACT IMpPOrpamMmy IPAaKTHUKHU, IUIAHUPYEMBIC PE3YJIbTATBI MPAKTUKH, 3addaHUC Ha
MPAKTUKY C PYKOBOAUTECIAMU MPAKTUKU OT OpTaHU3aLINH,
NPUHHUMACT Yy1aCTHUE B PACIPEACTICHUN CTY ACHTOB I10 pa60LII/IM MECTaM UJIU NEPEMCIICHUSA UX T10
BU/IaM padoT;
MPOBOAUT MHCTPYKTUBHO-METOAUYECCKOC 3aHATUE TTIO MPOXOKACHUIO MMPAKTHUKH,
OCYLIECTBJISIET KOHTPOJIb 38 COOJIIOICHUEM CPOKOB MPAKTHKH U €€ COEPKaHUEM;
OKa3bIBACT MCTOAWYCCKYIO IMOMOLIb CTYACHTAM IIPU BBINOJHCHUHW HWMHU HWHAWBUAYAJIbHbIX
3anaHui, cOope MaTepHuasoB K OTYeTy, B ODOPMIICHUH OTYETa MO MPAKTHKE,
OLICHUBACT PE3YJIbTATHI BBIMIOJIHCHUA MMPAKTUKAHTAMUA IPOTrpaMMBbI ITPAKTUKH,
KOHTPOJMPYET Caavdy CTyACHTAMH OTYUETOB IO NMPAKTUKE U YHACTBYCT B MPOBCACHUUN aTTCCTAllUN
O UTOTaM IPAKTHUKH,
CIaeT OTYET O MPOAETaHHOH padoTe CO CTYAEHTAMH B MEPUO MPOXOIKACHUS MTPAKTHKH.

PyKOBO)_]I/ITe.]'lb MPAKTHKHU OT OpPraHu3auun COBMCCTHO C PYKOBOAUTEJIEM ITPAKTUKU OT
KOJUIE/I’Ka BBIMOJHSET CASAYIOLINE O0A3aHHOCTH:
COIJIaCOBBIBACT IMpPOrpamMmy IPAaKTHUKHU, IUIAHUPYEMBIC PE3YJIbTATBI MPAKTUKH, 3addaHUC Ha
MPAKTUKY C PYKOBOAUTEJIAMU IIPAKTUKHA OTKOJUIEIKA,
KOHTPOJIMPYECT OPraHn3aluio MpPakKTUKU CTYACHTOB B COOTBETCTBUU C HpOI‘paMMOfI MPAKTUKU U
yTBEP KIEHHBIM rpaKOM MPOXOXKIACHHUS PAKTHKHY,
obecrieunBaeT MPOBEACHNE UHCTPYKTaKka CTYACHTOB IO OXpaHe TPyJa U TEXHHKe 0e30MacHOCTH
B OpraHU3alu,
KOHTPOJIMPYET COOIOACHUE CTYASHTaMH TPYAOBOH AMCLUIUIMHBI B OpPraHU3alMyd M cooOlraer
PYKOBOOUTECIO TIPAKTUKU OT KOJJICAKa O ClydasdX HapyleHus CTyACHTaMH IIpaBHIT
BHYTPEHHETO TPYAOBOI'O PACIIOPSIAKA U NPOXOXKACHUS IIPAKTUKY,
3HAKOMHT CTYJIEHTOB ¢ OpraHu3anueil paboT Ha KOHKPETHOM pabodyeM MecTe;
OpraHM3yeT NepeMelleHe CTyIEHTOB MO PadOYrM MeCTaM,;
OCYLIECTBJISIET Y4YeT pabOThl CTYICHTOB-MIPAKTHKAHTOB;
OCYIIECTBJISIET KOHTPOJb 3a paboTOi MPAaKTHUKAHTOB, OKA3bIBAET MOMOIIb B BBIOJHEHUU
MIPOrPaMMBbl IPAKTUKHU, KOHCYJILTUPYET 10 BONPOCAM MPAKTUKHU,
KOHTPOJMPYECT NOATOTOBKY OTYUETOB CTYACHTOB O MPOXOXACHUU MPAKTUKHU, JACT MUCBbMCHHYHO
XapaKTEPUCTHKY O padOTe CTyIEHTOB B EPUOJ] IPAKTUKH.

3.3. TpeboBaHuA K CTyAeHTAM IPH NPOXOKIEHUH NPAKTHKH

CTy,[[eHTbI KOJUIEKAINPU TPOXOXKACHUHN MTPAKTUKH B OpTaHU3alUAX 00s13aHBL;
CBOEBPEMEHHO MPHUOBITh HA MECTO MPOXOXKIACHUS PAKTHKHY,
MPOXOAUTH MPAKTHUKY €KECAHCBHO B COOTBCTCTBUU C PEKUMOM pa60TbI opraHu3ali U ¢ y4€TOM
MPOIOJKUTEIBHOCTH pabovero MHs CTyACHTOB IMPU MPOXOKACHUU MPAKTUKHU (A1 CTyIEHTOB B
BO3pacte oT 16 no 18 ner — He Gosee 36 yacoB B HeAENIO, B Bo3pacte OT 18 jer u crapie — He
Oosee 40 4acoOB B HEZEIIO);



MOJTHOCTBIO BBITIOJIHSITH 3aaHusI, IPENyCMOTPEHHbBIE TIPOTPAMMOIi MTPOU3BOICTBEHHOMN MPAKTHKH
U MHIUBHIY AJIbHBIM 3aIaHHEM;
n00pPOCOBECTHO OTHOCHTBCS K BBIMOJHEHHUIO MOPYYEHHid, OO0YCIOBICHHBIX MPOU3BOACTBEHHOI
MPAKTUKOM;
coOJIF0IaTh ASHCTBYOLINE B OPTaHM3ALUIX MPaBUia BHYTPEHHETO TPYAOBOTO PACIIOPSAKA;
CTporo coOMoaaTh HOPMbI OXPaHbI TPY1a U MPaBHIIA MOKApHOH 0€30MacHOCTH,
MOJTOTOBUTHCS K 3K3aMeHY (KBaIU(UKALIMOHHOMY ) 10 IPOECCHOHATEHOMY MOAYJIEO.

B cnyyae BpeMeHHOrO OTCYTCTBHSI CTyI€HTa Ha pado4YeM MecTe B OPraHU3aLMU MOTYT ObITh
PUMEHEHBI MEPBI TUCITUIITHHAPHOTO B3bICKAHMUS.

3.4. TpedoBanus K co01I0JeHHI0 TEXHUKH 0€30MIACHOCTH U MOKAPHOH 0€30MaCHOCTH
CTyeHT-NPaKTUKAHT OJDKEH JOMyCKaThCs K padoTe TONBKO TOCHEe MPOXOXKICHHUS
HMHCTPYKTaXa MO TeXHUKE 0€30MaCHOCTH U MOKAPHOH 0€301MacHOCTH.
CTyneHT-pakTUKaHT O0sI3aH:

— coOmonath TpeOOBaHUS MOXKAPHOH OE30MacHOCTH, a TakKe COONIIONATh U MOANEPIKUBATH
NPOTUBOIMOKAPHBII  pPEKHUM,  3HAThb  MECTOPACIONIOKEHHE  IEPBUYHBIX  CPENCTB
MOXKAPOTYIIEHHs, [JIABHBIX U 3aaCHbIX BBIXOJOB, IUIAHBI (CXEeMbl) 3BaKyalMu JHOAEH B
cilyyae rnoxkapa;

—  BBIMOJIHSTH MEPbI MPEIOCTOPOKHOCTH MPH MOJIb30BAHUH [A30BBIMHU MPUOOPAMHU, MPEeAMETaMH
ObITOBOH XUMHH, MpPOBEACHUHM padOT ¢ JITKOBOCILUIAMEHSIIOIIUMHUCS U TOPIOYHMH
JKUIKOCTSIMU, JPYTUMH OMACHBIMH B TOJKAPHOM OTHOIIEHHH BELIECTBAMMU, MaTepHalaMH U
obopynoBaHuEM;

— B clydae OOHapy>KeHHsl IMokapa COOOLINTh O HEM B IMOIpAa3JeJeHHUE MOXKAPHOH OXpaHbl U
NPUHATH BO3MOKHBIE MEPBI K CIIACEHUIO JIFOeH, UMY LIECTBA U JIMKBUAALIMH MIOXKAPA;

— 3HaThb MECTOPACIOJOKEHHE CPEACTB OKa3aHHs MEIULMHCKOW MOMOLIM, YMETh OKa3bIBaTh
MEePBYI0 MEIMLIMHCKYIO TIOMOILIb MOCTPaAaBIIeMy MPH HECYACTHOM Cilyyae;

— co0OnroaTh MpaBuIIa JIUIHON THTHEHB,

— MPUHUMATh MHUILY TOJBKO B CHIELUATBHO OTBEASHHBIX IS 3TOTO MECTaXx;

— 1npu OOHAPYKEHHU HEUCIPaBHOCTEH 00OpynOBaHMA, MPUCMOCOOJICHUH M MHCTPYMEHTOB, a
TaKXXe APYTUX HENOCTATKOB WJIHM OMNAacHOCTel Ha padoueM MecTe HEMENJIEHHO COOOIIUTH
HEMOCPEACTBEHHOMY PYKOBOAMTENO M MPUOCTAHOBUTH BbIMOJNIHEHNE padoThl. [IpucTynuth k
padoTe MOXXHO C pa3pelIeHHss PYKOBOAMTENS IOCHE YCTPAHEHHs BCEX HENOCTATKOB U
ONacCHOCTEM.



4. KOHTPOJIb 1 OIIEHKA PE3YJIbTATOB IPOU3BOJICTBEHHOM
IMPAKTUKHN

4.1.TpeGoBaHus K 0TYETy O NPaAKTHKE

Ilo pesynpTaTaM mNpaKkTUKU CTYAEHT JOJDKEH COCTaBUTb OTYET B COOTBETCTBHUU C
TpeOOBaHUSMH MPOTPaMMBbI IPOU3BOJCTBEHHON MTPAKTHKE.

OTueT MOMKEeH COCTOSITh M3 MHCbMEHHOTO OTYETa O BBIMOJHEHHH PadOT U MPHIIOKEHUN K
OTYETY, CBUAETENBbCTBYIOIINX O 3aKPEIUICHUU 3HAHWUH, YMEHUH, MPHOOPETeHNsT MPaKTUIECKOTO

omnbiTa, (OpMHPOBaHUKM  OOMMX W  NPOPECCHOHANBHBIX  KOMIIETEHIUH,  OCBOCHUU
npodeCcCHOHATBHOTO MOY JISL.
CocraBnenne oOT4eTa OCYIIECTBJISIETCS B MEPHOA  TMPOXOXKAEHUS NPAKTUKH, a

peIaKTHPOBAHHUE U OKOHYATEIbHOE OOPMIICHHE — B IIOCJIEAHUE THU NPAKTUKH.

ITo kaxpmomy mnpodecCHOHANBPHOMY MOAYJII0 B OAMH U3 TOCJIEAHHX IHEH MPaKTHKU
CTYI€HTBHI 3aLIUINAIOT OTYETHI 10 MPAKTUKE U CIAIOT 3K3aMeH 10 MPOoPeCCHOHATBHOMY MOIYJIIO.
K cmade sx3ameHa 1o MOAYJIIO AOMYCKAKTCS CTYIE€HTHI, YCIEIIHO 3alUTUBIINE OTYETHI.

CTyneHTbl, He BBINONHUBIINE O€3 YBWKUTENbHONW NPUYMHBI TPeOOBaHHWIA MPOTPAMMBI
NPAaKTUKY, OTUUCIIIOTCS M3 y4eOHOro 3aBeleHUs] KaKk MMEIOIHe  aKaJIeMHUYECKYIO
3aJ0JDKEHHOCTh. B cilydae yBaKUTENBbHOH NPUYHUHBI CTYAEHTHI HAMPABJISIFOTCS HA IPAKTUKY

BTOPUYHO B CBOOOAHOE OT yueObl BpeMsl.

4.2.0cHOBHbIE OKA3ATEJH OLIEHKH Pe3yJIbTATOB IPOU3BOACTBEHHOI NMPAKTHKH

Kon u HaumeHoBaHue
npogecCHOHAIBHBIX
pod . MeToanbl
U 00IIUX KOMIIeTeHUHH, Kputepun ouenkn
OLICHKH
(¢popmupyembix
B PaMKax MOAYJis
IIK 2.1. Coznanue JIOKAJIbHBIX HOPMAaTHUBHBIX
_ | UuTepnperany
OcyecTBiATh IOKYMEHTOB M IPOTOKOJIOB 3aceNaHHi s
KOMILJIEKTOBAHUE aPXHUBHBIMU OKCMEPTHOM  KOMMCCHM  OPTaHM3AlWH. | pe3yJIbTaToB
nenamMu (IOKyMeHTaMHU) [Iposenenue SKCIEPTHU3bI LEHHOCTH | HaOIIoeHUH
apxuBa OpraHu3anuu NOKYMEHTOB OpraHu3aluu. 3a
ofyJaromumc
s B IEPUOJ
TIK 2.2. Yuér  apxuBHBIX el (IOKyMEHTOB) POU3BOMICTBE
Bectu yuér apxuBHBIX A€ NOCTOSIHHOTO W BPEMEHHOT'O XPaHEHUsL. HHOM
(mOKyMEHTOB), Yuér (HOHOOB U OmuUCedl apXUBHBIX A€ NPaKTHKH
B TOM UHCJIE (moxyMeHTOB). YU&T BbIIa4M apXUBHBIX JEJ 3
aIuTa
C MCTIOJIb30BAHUEM (TIOKYMEHTOB) W3 apXWBOXPAHWJIMINA U HUX o Zua o
TYETA 11
aBTOMAaTU3HUPOBAHHBIX CHCTEM BO3BpaTa. YYET M KOHTPOJb Iepenadu MPOU3BONICTBE
apXUBHBIX nen (OKyMEHTOB) B HHOR
rOCYAapCTBEHHBIN/My HUILIUTIAIBbHBIA ~ apXUB MPaKTHUKE
WIA Ha WHOE BHEINHee XpaHeHHe. YUET U
PO3BICK HEOOHAPY KEHHBIX nen
(moxymenToB). Benenue nen ¢poHnos OKcrepTHas
> OLIEHKa
K 2.3. Cosmanue omucet nen  (IOKYMEHTOB)
(3K3amMeH 1o
OcyecTBiATh OpPTaHU3aLH TOCTOSIHHOTO CPOKa XPaHEeHUs




XpaHEeHHE apXHUBHBIX eIl
(TOKyMEHTOB)

C MOCTOSIHHBIM CPOKOM
XpaHeHUsI

U 10 JITYHOMY COCTaBY

B apXHUBE OpraHU3aLUN

U 1O JHYHOMY coOcTaBy. Pasmemenue
apXWBHBIX A€l (IOKYMEHTOB) B apXHBHBIX
XPaHWIHLIAX B COOTBETCTBHH C BHIOPAHHOM
cXeMOH KiacCU(pUKALUU U CUCTEMATH3alNU
nen (mOKyMEHTOB). Cosznanue u
obecrieueHne peKUMOB XPaHEHHsI APXHBHBIX
nen (mokymentoB). IIpoBepka Hajguuus u
COCTOSIHUSI apXMBHBIX 1€l (ZOKYMEHTOB).

BrrsiBnenune 51 YUET
apXWBHBIX Je7 (IOKYMEHTOB), TpeOyromux
pecTaBpaLiOHHOM, KOHCEPBaLlMOHHO-
PO HIAKTHIECKOH 51 TEXHUYECKON

obpaborku. IlomroroBka ycioBuil s
o0ecriedeHns1 COXPAHHOCTH apXHUBHBIX €I
(moxymMeHTOB) B  oOcoObIli Tepuox U
Ype3BbIUANHBIX

curyaimsix.  OcyImecTBiieHHEe — KOHTPOJIS
IBW)KEHUS] apXUBHBIX A€l (IOKYMEHTOB) W
ux (pusmyeckoro cocrosiHus. Iloaroroska u
nepenaya apxuBHBIX A€l (TOKYMEHTOB)
B TOCYHApPCTBEHHBIH/  MYHHMLMMAJIbHBIA
apX¥B MM HA MHOE BHEIITHEE XPAHEHNE

K 2 4.

Ocy1mecTBisITh

XpaHeHHe, KOMITJIEKTOBAHUE,
YYET U UCHOJIB30BAHUE A€
(TOKyMEHTOB)

BPEMCHHOI'O XpaHEHUA

Yuér onmucell Aen BPEMEHHOIO XPaHEHUs
CTPYKTYPHBIX MOApa3JeNeHnil opraHu3aluu
B TPaJULHMOHHOM WM B B3JEKTPOHHOM BHJE.

CucremaTtuzauus nen (OKYyMEHTOB)
BPEMEHHOIO  XPaHEHUs, NPUHSATBIX OT
CTPYKTYPHBIX MOApPA3AETIEHUM
OpraHu3aluy, Ui pa3MeIleHuss B
XPaHWINLIE apxuBa OpraHu3aLuu.
KoHTpons  Bblmaum B ONEpaTHBHOE
MOJIb30BaHUE nen (OKyMEeHTOB)
BPEMEHHOTO XPaHEHUST M WX BO3BpATa.
IIposenenue

SKCIIEPTU3Bl IIEHHOCTU JeNl (JOKYMEHTOB)
BPEMEHHOTO XPaHEHHSI B apxuBe
OpraHu3aluu. ITonroroska nen
(TOKyMEHTOB)

BPEMEHHOIO  XPaHEHUs, NPUHSATBIX OT
CTPYKTYPHBIX NOJpa3IeNIeHU, Ha
YHUYTOKEHHE. Cosganne  akToB 0

BBIICJICHMM  HA  YHUYTOXKEHUE  JIeJl
(OKyMEHTOB) BPEMEHHOTO
XPAHEHUSC UCTEKITUMH CPOKAMU, TTPUHSITHIX
OT CTPYKTYPHBIX MOAPA3AEIeHUN

MOTYJTFO )




IK 2.5.

Ocy1mecTBisITh
UCTIOJIb30BaHHE

APXUBHBIX JeJ

(IOKyMEHTOB),

B TOM YHCJIE

C UCTIOJIb30BAHUEM
ABTOMATHU3HUPOBAHHBIX CHCTEM

Ilonnepkka B  aKTyaJlbHOM COCTOSIHHUM

SJICKTPOHHBIX PIH(i)OpMaLII/IOHHO-HOI/ICKOBbIX

CUCTEM apXuBa B HJOKYMCHTHPOBAHHBIX
chepax OESATEIbHOCTH  OpraHHU3aliH.
CocraBnenue CIPaBOYHO-TIOUCKOBBIX

CPEICTB K apXHBHBIM JieJlaM (JIOKyMEHTaMm),

YUTEHHBIM B apxuse 51 B

AOKYMECHTHPOBAHHBIX C(bean JCATCIIbHOCTH

OpraHH3alvu. HOI[FOTOBKa OTBCTOB Ha

3amMpochl ApPXHMBHBIX €1 (IOKYMEHTOB).

[TonroroBka paboTel mOJB3OBaTENEH B

YHUTAJIbHOM 3aJI€ apXHUBa

OK 01. Bri6op crniocoba peLeHus 3amaq
Beibupats criocoOsI perienus npodeccHoHaTBHOMN NesITeNbHOCTH
3aAa4 npoQecCuoHaNbHON MPUMEHUTEIIBHO

IEATEIbHOCTH MPUMEHHUTENBHO K | K PA3JINYHBIM KOHTEKCTaM

Pa3NMUYHBIM KOHTEKCTaM

OK 02. Hcnonb30oBaHue COBPEMEHHBIX CPEACTBA
Hcnonb30BaTh COBPEMEHHBIE NOWCKA, aHalIW3a MW  HHTEepPHpeTanuu
CpeACTBa MOMCKA, aHAJIN3a U uHpopManuy, 5§ UCTIOJIb30BaHHUE
uHTepnpeTanuy nHpopMau 1 | HHPOPMALMOHHBIX TEXHOJIOTUH ISt
MH(POPMALIMOHHBIC TEXHOJOTHH | BBIMOJHEHUsT 3a1a4  NpodecCHOHaTbHON
IS BBITTOJTHEHHS 33724 TeATEIbHOCTH.

npoheCCHOHATTBHON

IeATENbHOCTH

OK 04. Bzaumoneiicteue 1 paboTa B KOJUIGKTHBE U
AddexTuBHO KOMaH[Ie

B3aMMOJIEHICTBOBATh U PabOTATh
B KOJUIEKTUBE U KOMaHJIe

OK 05.

Ocy1uecTBIATh YCTHYIO U
MTUCBMEHHYIO0 KOMMY HUKALHEO
Ha rocy 1apCTBEHHOM sI3bIKE PO
C y4€TOM OCOOEHHOCTEH

OcymecTBieHre YCTHOH M MHCbMEHHOMN
KOMMYHUKAIIUH Ha TOCYAAPCTBECHHOM S3bIKE
Poccuiickoit ~ @Penepauuu ¢ yu€TOM
0COOEHHOCTEH COLMAIBHOTO U KyJIBTYPHOTO

KOHTCKCTa

COLIMAIBHOTO U KYJIETY PHOTO
KOHTCKCTa

OK 09. Hcnonv3zoBanue poeCCHOHATTBHOM
Tlonw3oBaThes AOKYMECHTAIlUM Ha TOCYJAapCTBCHHOM H
npodecCHOHATBHOM HHOCTPAHHOM SI3bIKaxX

NOKyMEHTaLuel Ha
roCyapCTBEHHOM U
MHOCTPAHHOM SI3bIKax

Ouenka
IeTEIbHOCTH
CTyJICHTa B
npoiecce
MPOU3BOJCTBE
HHOT
TIPAKTHKY.

ATTecTanus
o
MPOU3BOCTBE
HHOU
MPAKTHKE
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k OOII no criennansHOCTH
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IIPOM3BOJICTBEHHOM (IIPEJJUILIOMHOI) IIPAKTUKH

Koz u HarMeHOBaHUe CIELUATBHOCTH: 46.02.01 [Joxkymenmayuonnoe obecneuenue
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COI''TACOBAHO YTBEPXJAIO
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/%~ Ocmanosa .M.

Pa6ouas mporpaMMa pou3BOACTBEHHOM (IIpeAIHILIOMHOMN IPAKTHKK) paspaboTaHa Ha OCHOBE:
®denepabHOrO rocyJapCTBEHHOTO 006pa3oBaTENLHOTO CTaHJapra CPEIHETO
npoecCHOHANBHOTO  00pa3oBanus 10 cremmansHocTd  46.02.01  «lokyMeHTanuoHHOEe
obecrieyeHHe yNpaBiICHUs U apXWBOBEIEHHEY, BXOMIIEH B COCTAB YKPYIHEHHOM TPYIIIBI
cnenransHocTedt 46.00.00 Victopus u apxeosorus, yTBEpKICHHOTO IpHKazoM MUHOOpHAYKH
Poccun Ne 778 ot 26 aBrycra 2022 r. (3apeructpupoBano B Muniocte Poccuu 30 centsa6ps
2022r. Ne 70318);

B COOTBETCTBHH ¢ pabouuM yueOHBIM IU1aHoM kosutemxa xa 2023/2024 yue6HbIit ron

Pazpaborunk:

- Ocmanoba XX.M.- npenogasarens I'BITIOY PJT «Koiutek MAIIMHOCTPOEHHS ¥ CEPBUCA HM.
C.OpmxoHuKuI3E»

© Ocmanosa Xasrapatr Maromenosua 2023
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COJEP)KAHUE

. MACHOPT MPOI'PAMMBI TPONU3BOJCTBEHHON
(MPEJJIANJIOMHOI) MPAKTUKHA

VHANBHUIYAJIBHOE 3AJAHUE CTYJEHTA

OPI'AHU3AIIMS U PYKOBOJICTBO

HNPOU3BOJACTBEHHOM (ITPEJIMIIJIOMHON) NPAKTUKON

. COJEPXAHME IMPOU3BOJCTBEHHOM (INPEJJINIJIOMHOM)
MPAKTHKH

KOHTPOJIb U OIEHKA PE3YJIBTATOB
MPOU3BOJCTBEHHOM (IPEJAUIIIOMHON) MPAKTHKH



1. DACIIOPT IPOTPAMMBI IPOU3BO/ICTBEHHOI
(IPEJTUILIOMHON) IPAKTUKHT

1.1. MecTo npou3BOACTBEHHON (NMPeJAUNJIOMHOI) NPAKTUKH B CTPYKType NpOrpaMmbl
MOAr0OTOBKH CNELHAJHCTOB CPEJIHero 3peHa.

[IporpamMma nmpou3BOACTBEHHOM (TTPETUILIOMHON ) MPAKTUKH SIBJISIETCST 4YaCThIO
IIPOrpaMMbl TOATOTOBKU CIIELUATNCTOB CpefaHero 38eHa no cnenuanbHocti CI10 46.02.01
JIOKyMEHTalIMOHHOE OOECTIeYeHNE YIIPABICHHUS U ApXUBOBEICHHE.

[IponsBoacTBeHHast (IPeNIUILUIOMHAs) TPAKTUKA HAMpaBlieHA Ha yIiyOJieHue MepBOHAYAIBHOTO

npo¢eCCHOHATIBHOTO OMbITA, Pa3BUTHE OOMMX M MPO(ECCHOHANBHBIX KOMIIETEHIIHMHA, MPOBEPKY
€ro TOTOBHOCTH K CaMOCTOSTEIBHON TpPYMOBOH NESTENbHOCTH, a TAaKXKe Ha TOATOTOBKY K
rOCyIapCTBEHHOH (MTOrOBOI) aTTECTAIINH.

1.2. Ilesb u 3aaa4u NPOU3BOACTBEHHOH (NMPeAIHIIIOMHOI) NPAKTHKH.

Henabl0 NpeaTUIUIOMHON TPAKTUKH SIBJISETCS MOATOTOBKA K pa3paboTKe MUIUIOMHON paloThI
([IP) B cooTBeTCTBUU C N30paHHON TEMOI U TJIAHOM, COTJIACOBAHHBIM C pyKoBoxuTenem JIP.
3agauyu NpaKTHKHU:

1) cbop, oboduieHne u aHaM3 MaTepuaios o teme JP;

2) yrayOneHue TEOpeTHYEeCKUX 3HAHWH, TmonydeHue Oomee rryOoKnxX mpodecCHOHANbHBIX
HaBBIKOB, HEOOXOANMBIX TPH PEIIEHUH KOHKPETHBIX MPO(eCCHOHANBHBIX 3a/1a4.

B nepuon npeanunioMHON NPakTHKK HE TOCTATOYHO TOJBKO cOOpaTh MPaKTHUECKUH MaTepHal,
HeoOxomumblid st paspadotrku JIP. CTyneHT HODKeH AeTajibHO M3Y4YHTh MH()OPMALMOHHBIC
UCTOYHUKM 1O Teme JIP, 9TO TO3BOJIUT HE TOJBKO BCECTOPOHHE OCBETHUTH OCHOBHBIE
TEOPETUUYECKHE BOIPOCHI TEMBL, HO M COOPATh OOIINPHBIN MPAKTUYECKHI MaTepHall.

BaxHO BO BpeMst MPOXOXKIASHHSI MPAKTHUKHU BBIIBUTH OCOOEHHOCTH OpraHU3alUy MPONU3BOICTBA
yOPABJICHUSI HCCIENyeMOro OOBEeKTa, TaK KaK OHH B 3HAYMUTENBHOW CTENEHHU BIIHSIIOT Ha
METOZIOJIOTHIO M OPTraHU3alMI0 OyXrajTepcKoro yuera, 3KoHoMmu4eckoro aHamuza. Ocoboe
BHUMAaHUE CJIeAyeT OOpaTUTh Ha CIEU(UKY IesSITeIbHOCTH OPTaHU3ALMH, BbISIBICHHE IPHYNH
U (paKTOPOB, BIUSIOIINX HA PE3yJIbTAThI €€ PabOTHL

1.3. O6bem BpemMeHH MO NPOU3BOACTBEHHOH (MPeJANNJIOMHOMN) NPaKTHKe

Bcero npexycMOTpeHO MPOXOXKIEHHUE MPEIAUITIOMHON MPAKTUKH B KOJHMYECTBE

4 nenens /144 1qacos.



2. THANBUAYAJBHOE 3AJIAHUE CTYJIEHTA

Jlo Havana MpeATUIUIOMHON MPAKTUKU KKl CTyeHT BbiOupaeT Temy [P u momyvaer
UHIMBUAYAJIbHOE 33JaHHe Ha MPEATUTUIOMHYIO MPAKTHKY B COOTBETCTBUH C BBIOPAHHON TeMOMH
WUHpuBuayanpHOE 3a7aHUE COMEPXKUT KOHKPETHBIE BOIPOCHI, KOTOPBIE  pa3padaThIBarOTCA
CTyI€HTOM J€TajJbHO M UMEIT Hay4dHO-UCCIeNoBaTeabCKkull xapakrep. OHO Bblmaercs
pykosoauteneM JIP 1 COrnacoBpIBaeTCs C pyKOBOAUTEEM PAKTUKH OT OPraHU3aLUH.

3. OPTAHM3AIIMSI M PYKOBOJCTBO MIPOU3BOJICTBEHHOM
(IPEJIMIIIOMHON) IPAKTUKOM

K npoxoxaeHur0 NpeaaunaoOMHON MPAKTUKU AOMYCKAOTCS CTYIAEHTHI, MPOCIYIIaBIINE
TEOPETUYECKHI Kypc, TNpoleanrne y4eOHy W NPOHM3BOACTBEHHYIO MNPAKTHKY W YCIHEIIHO
CHABIIME BCE MPEAYCMOTPEHHBbIE YYeOHBIM IJIAHOM (OPMBI KOHTPOJS (3K3aMEHBI, 3a4eThl U
KypcoBble padoThI).

IIpenaumnioMHass mpakTUKa MPOBOAUTCA B OPraHM3ALMUAX Pa3IMYHBIX OPraHU3aLMOHHO-
NPaBOBBIX (POPM, HANPABJICHHE AESITEIbHOCTH KOTOPBIX COOTBETCTBYET MPOQIIIIO MOATOTOBKU
CTYJIE€HTOB, HA OCHOBE IOrOBOPOB, 3aKJIFOYa€MbIX MEXIYy TEXHUKYMOM U 3TUMHU OPraHU3aLUsMU.

PyxoBOACTBO MPeAIUINIIOMHON NPAKTUKON OT KOJJIEAXKA OCYIECTBIISFOT
NpernoAaBaTeN AUCLUUIUIMH NPO(ECCHOHATIBHOIO IHKJIA, SIBJISIFOLIIUECS  OJHOBPEMEHHO
PYKOBOIUTEISIMH BBIY CKHOHM KBaTM(PHKAIIMOHHOHN padOoTHI CTyIEHTA.

Bo BpeMs mnpeaaMIUIOMHOM MNPAaKTUKKA CTYAEHTBl MOTYT 3a4UCIATBCA HA BAKaHTHBIE
IOJDKHOCTU € COOTBETCTBYIOINEH OIUIaTON Tpyna, ecim paboTa COOTBETCTBYET TPeOOBAHUSIM
MIPOrpamMMBbl NPEAAUILIOMHON MPAKTUKH.

J1o Hauasa NPaKTUKK CTYAEHT JOJDKEH:
— mnopobpatb Marepuaiel o Teme [P B pa3nuvHBIX HCTOYHUKAX WH(POPMALIHY;
— HMETb NepBbIi BapuaHT 1-0# rnassl /P,
— ob0mymaTrh, KakOH MpakTHYeCKUH Marepual eMy HEOOXOOMMO H3Y4YHTh H B3ATh B
OpraHHU3aLMH.

Cmyoenmut Kon1e0dHca npu NPOXOACOeHUY RPAKMUKYU 6 OPLAHUAYUAX 00A3AHbL:

— TIOJIHOCTBIO BBIMOJIHATD 3aJaHUsI, TPEIYCMOTPEHHBIE IPOTPAMMOI TPAKTHKH,

— co0parTb U CHCTEMAaTU3UPOBATh MPAKTHUECKUH MaTepuai s BbinosHeHus [P

— TOJIyYUTh OT3BIB OT PYKOBOJUTENS IPAKTHKU CO CTOPOHBI OPraHU3aLNY,

— TPEenCTaBUTb PYKOBOAMTENIO MPAKTUKU OT KOJUIEI)KAa MUCbMEHHBIN OTYET MO MPAKTHKE
(mepsrrit Bapuant JIP).

— TNPOXOIUTb MPAKTUKY €KEIHEBHO;

— Iocemnarb OMOIHOTEKHY;

— cobOmromaTh OEMCTBYIOIIME B OPTraHU3aLMsIX MpaBHJia BHYTPEHHErO TPYIOBOTO
pacropsiaka;

— cTporo cobmroaaTh HOPMBI OXpPaHbl TPYa U MPaBHIIA MTOXKAPHOH O€30MacHOCTH.



B ciyuae BpeMEHHOro OTCYTCTBHs CTyJIEHTa Ha pabodyeM MecTe Ha MeCTe INMPaKTHKH
MOTYT OBbITh IPUMEHEHBI MEPBbI TUCIIUILINHAPHOTO B3bICKAHMUSI.

Pyrosooumens npaxmuxu om xonneouca:

10 Hauvaja NPAaKTUKH OKa3blBae€T IPAKTHUYECKYIO TmoMollb B BbIOOpe Tembl BKP,
paspaboTke ee NPUMEpPHOro IUIaHA, COCTaBJIeHMH rpaduxa padoThl CO CTYIEHTOM
(ITpunoxxenune 2);

BBIIACT HHAUBUAYAJIBHOE 3a1aHUE HA TIPAKTHUKY,

NPUHUMAET ydYacTHe B paclpenelieHMd CTYJeHTOB 1o pabodunM MecTaM WU
nepeMeleHNst UX Mo BUAaM pador;

MPOBOJUT UHCTPYKTUBHO-METOUYECKOE 3aHIATHE MO MPOXOKIACHHUIO TPAKTUKY,
OKa3bIBa€T METOAMYECKYIO MOMOIIb MO MOAOOPY JIUTEPATYPBl U COOPY MPAKTHYECKOTO
Marepuaia g Hanucauus JIP, mo BEIOOPY METOAMKH HCCIEAOBAHUS MPHU BBITOJHEHUU
WHIUBUAYAIBHOTO 3aJaHNsA, B OQOPMIIEHHH OTYETA IO MPAKTHKE;

OCYLLIECTBJISIET KOHTPOJIb 32 MPOXOXKACHUEM ITPAKTUKU CTYJEHTOM,

OLIEHUBAET PE3YJIbTATHI BBIOJIHEHHS IPAKTUKAHTOM MPOrPaMMBbl IPAKTHUKHU,
KOHTPOJIMPYET CAady CTyAE€HTAaMH OTYHETOB MO NPAKTUKE U Y4YacTBYET B NPOBENCHUU
aTTeCTALMH IO UTOraM MPAKTHKH,

Pykosooumens npaxmuku om opeanusayuu/Koncyiemanm:

OpraHu3yeT MPaKTUKY CTYIEHTOB B COOTBETCTBHU C MPOrPaMMON ITPAKTUKY,
obecrieynBaeT NMPOBEAEHHE WHCTPYKTAXXeW CTYAEHTOB IO OXpaHe TPyda U TEXHUKE
0€30MacHOCTH B OpPTaHU3ALNH;

OKa3blBaeT  CTyAEHTAM COAEUCTBHE B yTOUYHeHMH TeMmbl [P, mnpeacrasisromen
MPaKTUYECKUI HHTEPEC M1 OPTaHU3aLuH,;

OKa3bIBaeT TIOMOIIb CTyACHTaM B cOOpe, CHCTeMAaTH3allMU U aHajiu3e MHPOpPMAaLUHU I0
opraHu3anyu ajs BeinonHenus /P,

OCYILIECTBJISIET KOHCYJBTUPOBAHUE CTYNEHTOB IO BONPOCAM, BXOASALIUM B 3aJaHUE IO
MPEeAIUIIIIOMHON NPAKTUKE, C MPUBJIEYEHUEM CIIELIMAINCTOB OPraHU3aluy,
KOHTPOJHMPYET COONIIOACHHE CTYACHTAaMH TPYAOBOW AMCLUUIUIMHBI B OPTaHU3aLUH U
coolImaer TEXHUKYMy O CJIy4asx HapyLIEHUs CTYyJACHTAaMH I[PaBHJ BHYTPEHHETO
TPYZOBOIO pacnopsiika U MPOXOXKACHUS IPAKTUKY,

KOHTPOJIMPYET MOArOTOBKY OTUETOB CTYJEHTOB O MPOXOKAEHUH MPAKTUKU, COCTABIISET
OT3BIBbI IO UTOTaM MPAKTUKH.



4. COJEPXKAHUE IPOU3BOJACTBEHHOI (IIPEJIUILTIOMHOI)
MPAKTUKH

CopepxaHue NpPeAAUINIOMHON TPAKTUKU  OIpenessieTcs

COOTBETCTBOBATH 33JaHUIO HA NPEIAUILIOMHYIO NTPAKTHKY.

temot JIP u pmomxkHO

[IpumepHOE pacnpeneneHne BPEMEHN MPEIIUIUIOMHON NPAKTUKU U (POPMBI TEKYLIETO KOHTPOJIS

NpPpEACTABJICHBI B Ta6m/1ue:

O6mbem BpemeHH

C

PYKOBOIUTENEM TMPAKTHKH OT OPraHU3ALHU:
UzyueHue ycraBa mpeanpusiTys,

O3HaKOMIIEHHE CO CTPYKTYPOI MPEennpusTus;
UzyueHue cTpyKTyphl OyXrantepuu, JOJDKHOCTHBIX
00si3aHHOCTEH OyXraiTepoB OTIENOB;

Uzyuenue opraan3anuu OyXraaTepckoro ydera Ha
NPEANPUSTHA

Uzyuenue TexHuky U GopMbl OyXTanTepcKoro yuera
NPEATNPUSITUS

UzyveHne HOpMaTHUBHBIX JOKYMEHTOB 110 TEME
IUTUIOMHOM paboThI (penepanbHble, perHOHATBHBIC)
Hsydenne y4eTHON NOIUTUKU NPEATPUITUS
Hsydenne JOKaIbHBIX aKTOB M0 TEME AUIIJIOMHON
paboThl

IlepsuuHas nOKyMeHTaLMs 1O TeME AUIIIIOMHON
paboThl

JlokyMeHTOOOOPOT yUETHON JOKYMEHTALMH IO TEME
IOUTUIOMHON PaboOThI

YdeTHbIE pErHCTPhI, CBOIHAS TOKYMEHTALNA,
TJIaBHAsI KHUTA.

HaumenoBanue pador IO IIPAKTUKE ®dopma TeKyLIero
KOHTPOJISI
qac. | B%K
UTOTY
HHcTpykTaxk mo oOxpaHe Tpylda U TEXHUKE 6 4 OTuer no NpakTHKe
0e30MacHOCTH.
OO1mee 3HAKOMCTBO ¢ OpraHu3aIueit
Ob6cysxaeHne opraHM3alMOHHBIX BOIPOCOB
C PYKOBOJAUTENEM MPAKTUKH OT OpraHu3aLuu
Pabora ¢ pykosogurenem BKP 16 11 [T'padux paborsr
pykxosonutens BKP co
CTYZIEHTOM B NePHOJ
MIPOXOXKACHUS
MPaKTUKH
COop npaktrueckoro marepuana o reme BKP, pabora 50 35 [OTuer mo mpakTHUke




— H3y4eHune oT4ETHOCTH 1O TeMe TUTUIOMHOHN paboThI

— Haxkomnenue, o6o0mmenue u o0padoTka
uH(pOpPMaLINH 110 TeMe TUTUIOMHOI paboThl

— AHaJu3 OCHOBHBIX TEXHUKO — YKOHOMHYECKUX
NoKa3aresel AeATeNbHOCTH PEATPHUSITUS

CamocTositenbHast paboTa cTyaeHTa (ToceeHme 50 35 |OTd4er o mpakTUKe
oubnmoreku, padbora ¢ opHULMATBHBIME CaiTaMHu,
obpaboTka u aHamu3 coOpaHHOTO MaTepUaa)

dopmuposaHue nepsoro sapuanta BKP 22 15 |3amwura oTyera

Hroro 144 100

HezaBucumo ot n3bpaHHOH CTyaeHTOM TeMbl [IP npenaurioMHas npakTHKa HAUWHAETCS C
o0IIero O3HAKOMJICHHSI C OpraHu3aluell, ee NPOM3BOJACTBEHHOH M OpraHU3alOHHON
CTPYKTYpOM.

[Inan nanmpHelnel paboThl CTyACHTA-TIPAKTHKAHTA OMPENessIeTCs] B 3aBHCHUMOCTH OT H30paHHON
UM Tembl [IP.

[IpenaumuomMHas npakTuka OyneT Oosee pe3yIbTaTUBHON, €CJIN CTYACHT 3a01aroBpeMEHHO
MOATOTOBUT CHHMCOK KOHKPETHBIX BOIPOCOB, Ha KOTOpPble HEOOXOAMMO MOJNYYUTH OTBETHI BO
BpeMsl NPAKTUKU. 3HAUUTENbHO oOnerdut cOop (pakTHueckoro marepuana MpeaBapUTeNIbHAs
pa3paboTKa aHATUTUYECKUX TaOJHIL, OTPAKAIOIIUX PE3yJIbTAThl IEATEJIbHOCTH OpPTaHU3alMU 32
psi IEpUOIIOB.

B TeueHme Bcero mepuoma NPOXOXKIACHHMS NPAKTUKHA CTYIEHTBI MO rpaduky H
JIOTOBOPEHHOCTH OTYHUTBIBAIOTCS TMepen pykosoxutenssMu JIP o xonme mpakTuku, cbope
MAaTepUaJIOB K BBINYCKHOW KBATHU(UKALMOHHONW paboTe U TMONy4aloT HEeOOXOIUMBbIe
KOHCYJIbTalmH. OTUEeT PEeryJIsIpHO MPOBEPSIETCS] PYKOBOAUTENEM IPAKTUKH OT KOJUTSIKA



5. KOHTPO.JIb M OIIEHKA PE3YJILTATOB
MPOU3BOJACTBEHHOM (ITPEJJIUILIOMHON) MPAKTHKH

Ilo pe3yapTaTtamM HpGI[I[PIHJ'IOMHOfI MPAKTUKKU CTYACHT COCTAaBJIACT MMHACHMEHHBIN OTHYCT,

KOTOPBIH MpeacTasisieT coO0H nepBblil BAPHAHT AUIUIOMHON padoThl. OTUET O MPaKTHKE TOJIKEH

COOTBETCTBOBATH Tpe6OBaHI/I$IMj NPpEABABIACMbIM K O(bOpMJ'IeHI/II'O MUCBMECHHBIX CTYACHUYCCKHUX
pabor.
IIpu odopmieHur OTYeTa MO MPAKTHKE €ro MaTephalibl PacrojiaratloTcsi B ClEAyroLueit

MOCJICA0BATCIIBHOCTH

TuTyIbHBINA TUCT

NOATrOTOBJIEHHBIC CTY ACHTOM C UCITIOJIB30BAHUEM

COOpaHHBIX HA MIPAKTHUKE MATEPUAIIOB)

2. |lIpuka3 opraHuzauuy O NPUHITUM CTYJI€HTA Ha MIPAKTHUKY,
Ha3HA4YeHUH PYKOBOJUTENS IPAKTUKH OT OpraHU3aliu
3. |MunuBuayanbHOE 3ajaHuE HA MPEAAUINIOMHYIO pakTuky |(IIpunoxenue 1
I'padpux paborer pykoomutenss JIP co crynentom B ([Ipunoxkenue 2
NEePUOA MPOXOXKAEHUS PEATUIITIOMHON MPAKTUKU
5. [OT3BIB pyKOBOAMTENS MPAKTUKH OT OPTaHU3aLuH O padoTte
CTyZleHTa
6. |OrnaBneHue JIOJKHO TIPEACTaBIATh COOOH
MEePBbI BAPUAHT JUILNIOMHOU
pabotsl o Teme JIP
7. |BBenenue
8. [OcHoBHas yacTb (rnaBbl [IP)
9. |3axkmoueHue
10. |CrnMcok UCIONB30BaHHOM JINTEPaTY bl
11. (TIpunokenus: (MakeTbl JOKYMEHTOB, PacyeThl U TaOIHLIbI,

OTueT 1 OT3BIB NOJIKHBI OBITh 3aBEPEHBI repOOBOIl MEYaTHIO OPTaHU3ALHIH.

[IpennunaoMHasi MpakTHKA 3aBepIIaeTCs 3alIUTON oTyeTa (epsoro BapuanTa JIP).

CTyneHTsl, He BBINIOJHUBIINE 0€3 yBAKUTENbHOW NMPUYUHBI TPEOOBAHMI HHIUBUY AJIBHOTO

3aJaHus, OTYUCTIAOTCA U3 yqe6Horo 3aBCACHUS KaK UMCIOIIUE aKaJEMUYCCKYHO 3aJ0JKEHHOCTD.

B cnyuae yBakMTeNbHOW NMPUYMHBI CTYIECHTHI HANPABJSAIOTCS HAa NMPAKTHKY BTOPUYHO, a

rocylapCTBeHHAas! (ITOroBas) aTTECTAlUs IEPEHOCUTCA Ha CIEAYIOIUI IO,




Ipuno:xenue 1

MuHucTepcTBO 00pa3oBanus U Hayku PJl
[BIIOY PJ1 «Koutek MammHOCTpoeHUs U cepBrca UM.C. OpIKOHUKUI3EY

«

Y1Bepxkiaw
3am. qupekropa no YP
M.M. I'acanoBa

» 20 T

3AJTAHUE

HA JUIVIOMHYI0 padoTy

CryaeHry

CrnenunanbsHocTh 46.02.01 JIoKyMEHTaMOHHOE 00ECIIEUEHUE YIPABIICHUS U

apXUBOBEICHUE

I'pynima

Tema qunioMHOI padoThI

YTBepKAcHA MpUKazoM No OT 20

roaa.

PykoBoauTens TUMIOMHOM pabOThI

(yuenas crenenp, 3ganue, M1.0.0.)

J/lara BbIIAYM 3a0aHUS 20 1.

Cpok c1auu CTYA€HTOM 3aKOHUEHHOii padoThI

20 T

[Ipeacenarens UUKIIOBOW KOMUCCUA
SKOHOMUWYECKHUX [T CIUILIAH




Ncxonnbie JaHHBIE 11 PA0OTHI.

Pexomenayemoe coaep:kaHue TUILIOMHON paGoThI

Beenenne

OcCHOBHAas 4acCTh:

1. TeopeTrueckre OCHOBBI TEMBI IAMIJIOMHOM pabOTHI,
2. [IpakTyeckre OCHOBBI TEMBI AUILNTOMHON PAOOTHI.
3aKJIr04YeHne

CHucoK HCIMOJIb3yEeMOH JINTEPATY P

[Ipunoxenus



Hpunoxenne 2

Kanenpapuvblii rpaduk BINOJTHEHHUS TUIVIOMHOM padoThl

Otan paboThl Cpokwu BbInojiHEHUS | [Tpumedanus
o (haKTHYECKH
JIaHY

1.Pa3paboTka mjaHa

2 ITonGop nurepaTypsl 1 HCTOYHHUKOB,
WH(OPMALMOHHOIO MaTepraa

3.COop maTepuana i HamuCaHus
padboOThI

4. Ananuz u 06padoTKa COOPaHHOTO
MaTepuaa

5.Hamnmcanue BBeacHUA

6.Pa3zpaboTka 1-0i1 rnaBbl

7.PazpaboTka 2-0ii rjnaBbl

8.Pabora Haja 3akiiroueHueM

9.0dopMmIeHHE COUCKA JTUTEPATYPbI

10.ITevars aunnoMHO#R paboTHI,
o0paboTtka matepuajon Ha [1K

11.ITpenocrapneHne TUIIIOMHOM paboThI
PYKOBOJIMTEIIO

12. YcTpaHeHne HETOCTaTKOB 1O
3aMEUYAHUSIM PYKOBOJUTEIISI

13.OdopmiieHre TUTIIIOMHON pabOThI U
caava paboThl B OKOHYATETLHOM
BapMaHTE HA OT3HIB

14. TIpenocTaBneHue TATLIOMHON
pabOTHl HA PEICH3UPOBAHUE

15.Pa3paboTka AOKIIa1a K 3allUTe
JUIIJIOMHOM padOThI

16.Pa3zpaboTka HarisAHOrO MaTepuana
JUISI 3ALIUTHI

17 3ammra qTunioMHON paOOoThL




IIpunoxenne 6

k OOII cnennanbHOCTH

46.02.01 lokymMeHTALIHOHHOE o0ecreyeHue
yHpABJIeHUS U APXUBOBEICHHE

MUHUCTEPCTBO OBPA30BAHMA U HAYKHU PECITYBJIMKU JJATECTAH
TlocynapcTBenHOe Or0aKeTHOE MpodeccroHanbHOe 00pasoBareapbHOe yupekaeHue PJJ
«Komnnemxk mammaocTpoeHus u cepsuca uM. C. OpaKOHUKHAZE)

PABOYAA TPOI'PAMMA BOCIIUTAHUA

Kon u HammeHoBanue crenumanbHocTH:  46.02.01 JlokyMeHTaunoHHOEe OOeCTeUeHHe YIIPaBJIEHUS U
apXUBOBENCHUE
Bxozsueil B cocraB YI'C 46.00.00 McTopusi u apxeosorus

KBanudukanus sbimyckHuKa: CrnenMaJHucT Mo JOKYMEHTAIMOHHOMY 00eCreYeHHI0 YIIPABJIEHHS H
APXMBHOMY JAeJIy

2023 r.



CONEPKAHUE

PA3JIEJI 1. MACIIOPT PABOYEN TPOT'PAMMBI BOCITUTAHUSI
PA3JIEJI 2.0IIEHKA OCBOEHHUS OBYYAIOIIUMHUCA OCHOBHOM
OBPA30BATEJIbHOIN MPOI'PAMMBI B YACTH JOCTUKEHUSI
JJMHHOCTHBIX PE3YJIBTATOB

PA3JAEJ 3. TPEBOBAHUA K PECYPCHOMY OBECIIEYHEHHIO
BOCHHUTATEJBHON PABOTHI

PA3JIEJI 4. KAJTEHIAPHBIN ITIAH BOCIHUTATEJIBHOM PABOTHI



PA3JIEJI 1.MMACIIOPT PABOYEN IPOT' PAMMBI BOCITUTAHUSI

HaszBanmue Conep:xxanue

HaumenoBaHnue Pabouast mporpaMmMa BOCHHUTAHUS 1O crienuaibHOCTH 46.02.01
MPOTPaMMBI JIoOKyMeHTaIMOHHOE O0ecTieueHUe YIIPABICHUS U apXUBOBEICHUE
OcHoBaHus 1151 Hacrosiimast mporpamMma pa3padoTaHa Ha OCHOBE CJIEAYIOIINX
pa3paboTku HOPMAaTHBHBIX MPABOBBIX JOKYMEHTOB:

MPOrPaMMBbI Koncruryuus Poccuiickoit @enepauny,

Va3 [Ipesunenta Poccuiickoit ®@enepaunu ot 02.07.2021 Ne 400 «O
Crparernn HaunonanabpHOH Oe3omacHocTH Poccuiickoii®eneparmy;

VYka3 IIpesunenta Poccutickoit @enepanuu ot 21.07.2020 Ne 474

«O HauMOHANBHBIX LENSIX pa3BUTHs Poccuiickoi Peaepaunn Ha Mepruoa
1o 2030 rogpar;

DenepanbHbIif 3ak0H 0T 29.12.2012 Ne273-D3 «O6 obpazoBaruu B
Poccuiickoit @enepanuny,

®enepanbblii 3akoH OT 25.07.2002 Ne 114-D3 «O npoTHUBOACHCTBUN
SKCTPEMUCTCKOHN AEATEIBHOCTHY,

®DenepanbHblil 3aK0H OT 24.06.1999 Ne 120-®3 «O6 0ocHOBaX CHCTEMBI
npodrIakTUKH O€3HAA30PHOCTH U NIPABOHAPYLIEHUH
HECOBEPILIECHHOJIETHUXY,

pacnopsbkenue IpasurensctBa Poccutickoit @eaepanuu ot 12.11.2020 Ne
2945-p 06 yrBepxnenun [lnana meponpusituii o peanuszauuu B 2021—
2025 rogax Ctpareruu pa3Buths Bocnutanus B Poccutickoit @enepaunn
Ha nepuona Ao 2025 roxa,

DenepanbHbIi roCy JapCTBEHHBIN 00pa30BaTENbHBIN CTAHIAPT CPEAHETO
poeCCHOHATTLHOTO 00pa30BaHUs MO CrenuaibHOCTH 46.02.01
JIoOKyMeHTaMOHHOE O0eCIIeYeHNne YIIPABISHHS 1 apXUBOBEICHUE,
yTBepxkacHHbIN [Ipukazom Munnpocsemenus: Poccun ot 26.08.2022 Ne
778,
IIpumepnass ocHOBHast oOOpa3oBaTelbHast MpOrpaMma MOATOTOBKH
CIIELIMAJIMCTOB  CpPeAHEero 3BeHa 1Mo  coeuuanbHocTH — 46.02.01
JIOKyMeHTalMIOHHOE ~ O0ecrieYeHrne VYIpPaBJICHUsS U apXHUBOBENCHUE,
YTBepxkneHoH — mpoTokonoM DenepanbHOro y4eOHO-METOAMYECKOTO
obvemunenuss mno YITIC 46.00.00 or 06102022 r. Ne 4
(3aperucTpupoBaHO B rOCYJAPCTBEHHOM PEECTPE MPUMEPHBIX OCHOBHBIX
obpazoBarenbHbix mporpamm Ilpukazom ®I'BOY AINIO UPIIO Ne 70
[1-1620t1 07.04.2023);,

[Ipodeccuonanbublii crangapt « CeMUaNUCT MO OPraHU3AIIHOHHOMY U

JIOKYMEHTALMOHHOMY O0€CIIeUeHHIO YIIPABICHUSI OPTaHU3aLUueiD,
YTBEPXKACH NpUKa3oM MUHUCTEPCTBA TPYAa U COLMANBHON 3aLUThI
Poccutickoit @enepaunu ot 15 nrosst 2020 r. Ne333 1 (3aperucTpupoBaH
MunucrepcrsoM roctuuu Poccuiickoit @epepaunu 15 urons 2020 r.,
peructpauuoHHbI Ne58957)

IIpodeccronanpHeli cTanaapT « CIIEUATUCT apXUBay, yTBEPKIEH
IIpuxazom MuHucTEepCTBa TPyAa U COLMANBHON 3amuThl PO ot 18 mapra
2022 r. Ne140H (3apeructTpupoBaH MUHHUCTEPCTBOM FOCTHLINN Poccuiickoit
Deneparun 21 anpens 2022 r., peructpaoHHb Ne63193)




Hens mporpammbl | Co3maHue OpraHn3alMOHHO-TIEAArOTHYECKUX YCIOBUN 1St popMUpOBaHUS
JMYHOCTHBIX PE3YJIBTATOB 00YUArOIIUXCSI, MPOSBIAIOIUXCS B PA3BUTHH HX
MO3UTHUBHBIX YYBCTB U OTHOIIEHUH K POCCUHCKUM IPakIaHCKUM
(0a30BBIM, OOIIEHALIMOHATIBHBIM) HOPMaM U IIEHHOCTSIM, 3aKPETUIEHHBIM B
Koncrutyunn Poccuniickoit @enepauuu, ¢ y4eTOM TPAOULIUNA U KYJIBTYPbI
PeccnyOnuku JlarecraH, neoBbIX Ka4eCTB CIIELHAINCTOB CPEJHETO 3BEHa,
OTIPENeIEHHBIXOTPACIEBBIMU TPEOOBAHUSIMH (KOPIIOPATUBHOMN KYJIBTYPOIi)

Cpoku peanmszaruu | Ha 0a3e OCHOBHOTO o01iero obpaszosanus — 2 rona 10 mecsiies.
POTrPaMMBbI

Hcnonuurenu HHupexmop — Llabanosa JI.FO., 3am. oupexmopa no YMP — 'acanoea
IIPOrpaMMBl MM., 3am. oupexmopa no YIIP — Xacapos A.A., 3am. oupexmopa no BP —
Mupsaeea I A., Cosemnux no eocnumanuio — Abaxapoea FO.B.,
3a6.yueonoil yacmeto — Kuuueea H.1'., 3a. omoenenuem — [llesyosa T H.
,apenooasamenu — Ocmanosa XK.M., Puxmamynaesa M.M., ['yoosa 3.V.,
HUemannosa 3.10., Kaouesa X. K., I'acanosa O.M., Pavazanosa I1.4.,
Abaxapoea FO.B.,Omapoubuposa A.M., kypamopusi, unens: Cnyoenyeckoeo
cosema, npeocmaegumeinu Pooumeinsckoeo komumema, npeocmasumen

opeanu3ayuii — pabomooamerieti (Opeanu3amopsl 6a3 NPAKMUK).

Peanusanusa PIIB HanpasneHa, B TOM 4HCl€, HA COXPAHEHHE U Pa3BUTHE TPAAULMOHHBIX
IyXOBHO-HPABCTBEHHBIX LIEHHOCTEH Poccuu: JKI3Hb, TOCTOMHCTBO, MpaBa U CBOOObI YEJIOBEKA,
NaTPUOTH3M, T'PAKIAHCTBEHHOCTh, CiykeHHe OTed4ecTBY M OTBETCTBEHHOCTH 3a €ro Cynboy,
BBICOKHE HPABCTBEHHBIE HIIEAJbI, KPETIKask CEMbsI, CO3MAATEIbHBINA TPy, PUOPUTET AyXOBHOTO
HAJl MaTe€PHUAIbHBIM, TYMaHHU3M, MHJIOCEPAHE, CIIPABEIMBOCTD, KOJUIGKTUBU3M, B3aUMOIIOMOIIb
U B3aUMOYBa)XCHUE, UCTOPHYECKast AMATh M MPEEMCTBEHHOCTD IMOKOJICHHH, €MHCTBO HAPOIOB
Poccun.

Hannast pabowass mporpamma Bocnutanms (mamee — PIIB)  paspaborana
C y4eTOM IIPEeMCTBEHHOCTH Lenedl u 3anad lIpuMepHON mnporpaMmbl BOCIHMTAHUS [JIs
o0meoOpa3oBaTeNbHBIX ~ OpraHu3anuii, onoOpeHHON pemenuneM PenepanbHOro y4eOHO-
MeToau4eckoro odbeauHeHust Mo odmeMy oOpa3oBaHHIO (YTB. MPOTOKOJIOM 3acenanuss YMO
no obmmemy obpasoBannto Munmnpocsemenust Poccun Ne 2/20 ot 02.06.2020 1.).

IIpu paspabomre opmynupo6oK TUYHOCMHBIX Pe3yIsmamos yuem mpebosanuti 3aKoHa
006 obpasosanuu 6 uacmiu QOPMUPOBAHUA Yy OOYUAIOWUXCA UYECMEA NAMPUOHMU3MA,
ZPadsCOAHCMBEHHOCHI, YBAXCEHUA K RAMAMMU 3auumnukoe Omevecmea u noosuzam I'epoes
Omeuecmaa, 3aKOHy U RPAGONOPAOKY, Uel06eKy MpPyod U CHIAPULEMY ROKONEHUIO, 63AUMHO20
YBadIceHUA, OepercHoz0 OMHOWIEHUA K  KVIbHYPHOMY HAC/IeOul0 U MpAouyuam
MHOozOHauUoHaNbHO20 Hapooa Poccuiickoii  @edepayuu, npupode u  OKpydsHcarouiei
cpeoe,bepercnoz0 OMHOWEHUS K 300P06bi0, ICHICHUYECKUX HUY6CHIB U YBANCEHUA K
UEHHOCHAM CeMbU, SGISICS 00SA3AMENTbHBIM.

Koa THYHOCTHBIX

JInYHOCTHBIE Pe3yJIbTATHI pe3yJbTATOB
peanu3auuu NporpaMMbl BOCIIUTAHHUS peanu3auuu
(Oeckpunmopui) NPOrpamMmsl
BOCIIMTAHUS

Ocosnarommii ce0s1 rpaskganuHoM Poccuu u 3amurHukoM (OTedecTsa,
BBIPAKAIOIINKM CBOIO POCCHUNCKYIO HACHTHYHOCTb B IOJHKYJBTYPHOM JP 1
U MHOTOKOH()ECCHOHAILHOM POCCUICKOM OOINECTBE M COBPEMEHHOM




mMupoBoM coobmmectse. Co3HaImuil CBOE €MUHCTBO ¢ HapogoMm Poccum,
¢ PoccuiickuM rocynapcTsoM, AEMOHCTPHUPYHOIIUNA OTBETCTBEHHOCTD
3a pa3BuTUE CTpaHbl. lIposABiAAOIMI TOTOBHOCTh K 3amute PoauHbl,
CHIOCOOHBIH apryMEHTHPOBAHHO OTCTaMBATh CYBEPEHHTET M JOCTOMHCTBO
Hapoga Poccum, coxpaHsATe W 3alUINATh HCTOPUYECKYIO MpPaBay
0 PoccuiickoM rocynapctse

[posiBsiFOIMil AKTUBHYIO IPAXKIAHCKYIO TMO3UIIHIO Ha OCHOBE YBaXKEHHUSI
3aKOHA M TMPABOMOPsAKA, MNpaB M CBOOOA COTPaKdaH, YBaKEHUsI
K HCTOPHYECKOMY U KyJbTypHOMY Hacienuto Poccuu. OCO3HAHHO
U [IeTeNIbHO BBIPAKAIOIIMIA HENPUSITHE IMCKPUMHHALIMKH B OOIIECTBE
MO0  COLHMANbHBIM,  HAIMOHAJBHBIM,  PEJIUTHO3HBIM  MPH3HAKAM;
JKCTPEMH3Ma,  TEPPOpU3Ma,  KOPPYIIHMH,  aHTUTOCYIAapCTBEHHOM
nestenpHocTH.  OOnafarouii  ONBITOM — IPAXKIAHCKOW  COLMATIBHO
3HAYUMON  JesTelbHOCTH (B CTYIAEHYECKOM  CaMOYTIpaBJIEHUH,
NOOpOBOJIbUECTBE,  DKOJIOTMYECKHMX,  MPUPOMOOXPAHHBIX,  BOEHHO-
NaTPUOTHYECKUX W 1p. OOBEOUHEHMSX, aKIMsIX, [porpammax).
[Mpunumaromuii  ponb u30upatesns ¥ y4aCTHHUKA  OOLIECTBEHHBIX
OTHOILNEHWI,  CBSI3aHHBIX C  B3aMMOMAEHCTBHEM C  HAPOAHBIMU
n30paHHUKAMHU

JP 2

JIeMOHCTpUPYIOLIUN  MPUBEPKEHHOCTb  TPAAULMUOHHBIM  OYXOBHO-
HPAaBCTBEHHBIM LIEHHOCTSIM, KyJbType Haponos Poccun, npuHmmunam
YECTHOCTH, MOPSAAOYHOCTH, OTKPBITOCTH. JeHCTBYOIUN U OLIEHUBAKO LTI
CBOE NMOBEACHUE U IMOCTYIKH, MOBEICHHE M MOCTYNKU APYTUX JIIOAEH C
MO3ULMNA  TPAJAULMOHHBIX  POCCHMCKMX  IyXOBHO-HPAaBCTBEHHBIX,
COLIMOKYJIBTY PHBIX LICHHOCTEH U HOPM C Y4€TOM OCO3HAaHMs MOCIENCTBUN
MOCTYNKOB. ['OTOBBIN K JE€OBOMY B3aMMOJACWUCTBHIO U He(OpMaTbHOMY
OOIIEHUIO C TMPENCTaBUTEISIMH PAa3HbIX HAPOAOB, HALMOHAJIBHOCTEMH,
BEPOMCIOBENAHUM, OTJIMYAKOIUNA MX OT YYaCTHHUKOB TIpymnm C
NECTPYKTUBHBIM M JAEBUAHTHBIM MOBEACHUEM. JleMOHCTPHUPYHOLIUN
HENPUSTHE  COLMAIbHO  ONACHOIO  MOBENEHUs  OKPYXaroIUX U
peay npeXx a0 €ero. IIposiBrsAromui YBaKCHUE
K JIIOASIM CTaplIero MOKOJEHUs, TOTOBHOCTb K YYAaCTUI) B COLMAJIbHOU
MOAJIEPIKKE HY KIAOIIMUXCSI B HEH

JP3

IIposBasirtolMii U OEMOHCTPUPYIOIMUNA YBaXXEHUE K TPYyAy 4YEJIOBEKa,
OCO3HAIOIIUH IIEHHOCTh COOCTBEHHOTO TPyAa MU TPyla APYTHX JOAEH.
DKOHOMUYECKH aKTHUBHBIH, OPUEHTHPOBAHHBI Ha OCO3HAHHBIH BBIOOP
cepbl TpodeCCHOHATBHON AESITETLHOCTH C YYETOM JIMYHBIX JKU3HEHHBIX
IUIAHOB, TOTPEeOHOCTEeH CBOEH CEeMbH, POCCHICKOrO  OOIIecTBa.
Bripaxkaromuii OCO3HAHHYIO FOTOBHOCTb K [IOJIY YEHUIO
npodecCHoHaIbHOrO 00pa3oBaHMs, K HEMpPEepbIBHOMY OOpa30BaHUIO
B TEYCHHE KM3HH JIEeMOHCTpUPYIOIIMHA TO3UTHBHOE OTHOILICHHE
K  PEryJUpOBAaHMIO  TPYAOBBIX  OTHOMIEHHH.  OpHEHTHPOBAHHBIN
Ha caMoo0pa3oBaHue M MPO(PECCHOHANBHYO MEPENOATOTOBKY B YCIOBHUSIX
CMEHbl TEXHOJOTHYECKOr0 VYKJala H COMYTCTBYIOLIUX COLMAJBHBIX
nepemeH. Crpemsiuiics K GOPMUPOBAHUIO B CETEBOH Cpelie IMIHOCTHO
1 IpOoheCCHOHATHHOTO KOHCTPYKTUBHOT'O «LIU(DPOBOTO CIIeIay

JP 4

JleMOHCTpUpYHOLIUI MIPUBEPKEHHOCTD K ponHOMU KYJIbTYPE,
UCTOPUYECKOH TaMsITH Ha OCHOBe Jt0OBM K PonmuHe, Hapomy, Maoi
pOAUHE, 3HAHUSA €ro MCTOPUU M KYJBTYpbl, NPUHATHE TPaIULMOHHBIX
LICHHOCTEH MHOTOHALMOHAJIBHOrO Hapoaa Poccumu. Bripaxaromuii CBOKO
STHOKYJIbTYPHYIO HAEHTHYHOCTb, CO3HAIOIIMN ce0sl MaTpuoTOM Hapoaa
Poccun, JeSITEIbHO BBIPAKarO LI 4yBCTBO PUYACTHOCTHU

JP S




K MHOroHauuoHaipHOMy Hapony Poccun, k Poccuiickomy OTteuecTsy.
[Ipossastommii LIEHHOCTHOE OTHOLLICHHE K HCTOPUYECKOMY
U KyJIbTYPHOMY Hacjenuto HaponoB Poccun, K HallMOHAJIbHBIM CUMBOJIAM,
Ipa3fAHMKAM, MaMATHUKaM, TPAAMLMSIM HapoJOB, IPOKUBAIOLIUX B
Poccun, k cooTeuecTBEHHHWKaM 3a pPyOEKOM, MONAEPKUBAIOLINN HX
3aMHTEPECOBAHHOCTh B COXPAaHEHMH OOIIEPOCCHICKON KyJIbTYpPHOH
UACHTUYHOCTH, YBAKAKO LN UX NIpaBa

OpueHTHpPOBaHHBII Ha MNpPOQecCHOHANbHbIE NOCTHXKEHUS, OESTEeIbHO
BBIPAXKAIOLIMNA  [MO3HABaTeJbHbIE  HHTEPECHI €  Y4YETOM  CBOMX
criocoOHocTeH, 00pa30BaTENbHOrO M MNPO(PECCHOHANTBHOTO MapIIPyTa,
BBIOpPAaHHOM KBaJdH(puKamu

JIP 6

Oco3HaImMU U ACITENBHO BBIPAKAIOUIUN MPUOPUTETHYIO LIEHHOCTH
KOKIOW YeJOBEUYECKOW JKWU3HH, YBAXKAIOIWIHMI JOCTOMHCTBO JIMYHOCTH
KQXXJIOTO 4YeJOBeKa, COOCTBEHHYIO WM HYXKYI0 YHUKAJIBbHOCTb, CBOOOIY
MHUPOBO33PEHYECKOTO BBIOOPA, CAMOOIIPEIEIICHHSI.

[IposBnsiromuii  OepeXmMBOe W YYyTKOE OTHOLIEHHE K PETUTHO3HON
MPUHAJIEKHOCTH KaKIoro JeJIOBEKa, MpeaynpeauTeIbHbIN
B OTHONIIEHWH BBIPAKEHUSI TTPAB M 3aKOHHBIX MHTEPECOB JIPYTUX JHOIEH

JP 7

IIposBasirolnii U1 AEMOHCTPUPYIOUIUN YBaXXEHHUE 3aKOHHBIX HHTEPECOB
U MpaB MNPEACTABUTENICH Ppa3IMYHBIX OTHOKYJBTYPHBIX, COLIMAJIBHBIX,
KOH(ECCUOHAJBHBIX TPYII B POCCHICKOM OOIIECTBE, HAIMOHAJIHHOTO
IOCTOWHCTBA, PEJIUTHO3HBIX YOeXKIeHHWH C y4€TOM  COONIOIEHHS
HEOOXOMUMOCTH O0OecreueHus KOHCTUTYLMOHHBIX TMpaB H  CBOOOX
rpaxxaad. [loHumaromuili M JOEATENBHO  BBIPAKAIOIIMA  LIEHHOCTb
MEXPEJIIUTHO3HOTO U MEXHALMOHAIBHOIO COIJacusl JIFOAEH, Tpa)kaaH,
HapoaoB B Poccun. BeIpakaromuil CONPUYACTHOCTD K MPEYMHOXEHUIO U
TPAHCISALUN KYJIbTYPHBIX TPAIULMU U LEHHOCTE MHOIOHALMOHAJIBHOIO
POCCHICKOTO rocy1apcTBa, BKJIFOUECHHBII
B OOINECTBEHHbIC HHUIIMATUBEI, HAIIPABJIEHHbIE HA X COXPAHEHHE

JP 8

CosHaromuii  LEHHOCTb  JKM3HHM,  370pOBbs U O€30MaCHOCTH.
Cobmopmatomii ¥ TIpONAraHAVpYOIUi  310poBBIH  00pa3  JKU3HU
(3mopoBoe muTaHWe, COONIONIEHUE THTHUEHBI, PEKUM 3aHITHA W OTHBIXA,
busnaeckas AKTUBHOCTB), JIE€MOHCTPUPYFOLIHH CTpeMJIeHHe
K (HU3NYECKOMY COBEpPLICHCTBOBAHMIO. [IpOSIBIAIOIINIT CO3HATENBbHOE
U OOOCHOBAaHHOE HEMPUATHE BPEOHBIX MPHUBBMEK M ONACHBIX
HAKJIOHHOCTEH (KypeHHe, ymnoTpeOJeHHe ajKorojisi, HapKOTHKOB,
NICXOAKTUBHBIX BEIIECTB, a3apTHBIX UIp, JIOOBIX (HOPM 3aBHCUMOCTEN),
JEeCTPYKTUBHOTO NOBEICHUs B OOIIECTBE, B TOM HHCJIE B IIM(POBOH cpexne

JP 9

bepexanBO OTHOCAIIMICA K MPUPOAHOMY HACIEOUIO CTPaHbl U MHPA,
MPOSIBISTIOITNH CPOPMHUPOBAHHOCTD HKOJOTHUYECKON KYJBTYPhl HA OCHOBE
MMOHUMAaHUS BJIMSTHUSA COLUAJIbHBIX, SKOHOMUYECKUX
U MpodeCCHOHANBHO-TTPON3BOICTBEHHBIX MPOLIECCOB HAa OKPYIKAOLIYIO
cpeay. Brlpaxkaromuil neATeNbHOE HENPUATHE ACUCTBHI, MPUHOCSIIMX
Bped TPUPONE, PACHO3HAIOLIMA  OMACHOCTH  cpenbl  OOWMTaHMS,
NPEeayNPEeKAAIUN  PUCKOBAHHOE  MOBEACHUE JPYTMX  TPaKIaH,
MOMYJISIPU3UPYIOIIUNA  CIIOCOOBI  COXPAHEHHsI TAMSITHUKOB  MPUPOIbBI
CTpaHBbl, pEeruoHa, TEPPUTOPUH, MOCEJIEHU, BKJIFOUEHHBIN
B OOIIECTBEHHbBIC HHUIIMATHBDI, HAITPABJICHHbIE HA 3a00Ty O HUX

JIP 10

[posiBrsitommii yBaXKeHHE K OSCTETUYECKHM IIEHHOCTSIM, OOJamaromuit
OCHOBAMH  OCTETHMYECKOM  KyJbTypel. KpuTudecknm OLEHUBAOUIUN
U JeATEJIbHO MPOSBIBIIOIINN NOHUMAaHUE SMOLMOHAIBHOIO BO3HEHCTBUSA
VCKYCCTBa, €ro BJIMSHMS Ha OYIIEBHOE COCTOSHHUE M MOBEACHHUE JIHONEH.

JP 11




bepexxnuBO OTHOCSIIMICSA K KYJNbType Kak CPEACTBY KOMMYHHKALUU
U CAaMOBBIpaXKEHUSI B OOINECTBE, BBIPAXKAIOIINN COMPUYACTHOCTH
K HPaBCTBEHHBIM HOpPMaM, TPAAULUSM B UCKycCTBE. OpUEHTUPOBAHHBIN
Ha COOCTBEHHOE CaMOBBIpAXKEHHE B pPa3HbIX BHIAX HCKYCCTBA,
XYIOKECTBEHHOM TBOPYECTBE C YYETOM POCCHUHUCKUX TPAIULMOHHBIX
IyXOBHO-HPABCTBEHHBIX  LIEHHOCTEHW, OCTETHUECKOM  OOyCTpOWCTBE
coOctBeHHOro  Omita. Paspmensromqmii  LEHHOCTH  OTE€YECTBEHHOI'O
U MHPOBOTO XYyAOKECTBEHHOTO HACIEAUS, POJU HAPOOHBIX TPaIULIIHA
U HApPOAHOIO TBOpPYECTBA B MCKYCCTBE. BbIpakaromuili LEHHOCTHOE
OTHOIIEHUE K TEXHUYECKON U MPOMBIILICHHON 3CTETUKE

IlpuruMaromuii  pOCCUICKHE TPaAULMOHHBIE CEMEHHBbIE LIEHHOCTH.
OpueHTUPOBaHHBIM HAa CO3JaHHE YCTOWYHMBOW MHOTONETHOW CEMBbH,
noHnMaHue Opaka Kak COK3a MYXXYHMHbl W JKEHIIWHBI JJIST CO3IAaHUS
CEMbHU, POXXACHUS M BOCIHMTAHUS NETEH, HENMPUATHS HACWIUS B CEMBE,
yX0[a OT POJAUTENBbCKOW OTBETCTBEHHOCTH, OTKa3a OT OTHOLUEHHI
CO CBOUMH JI€THhMH U MX (UHAHCOBOTO COAEPIKAHUS

JIP 12

JINYHOCTHBIE PE3yJabTaThI P€ATU3ALHHA NIPOrPpAMMbI BOCIIUTAHHUSA,

ONnpeacJeHHbIC 0TPAC/IEBBIMHU TpCﬁOBaHI/IHMI/I K A1€¢JIOBBIM Ka4YeCTBaM JIHMYHOCTH

JIeMOHCTPHPYIOIIHIA TOTOBHOCTh M CIIOCOOHOCTD BECTH JHAJNIOT C Py THMHU
JEOABMH, TOCTHTaTh B HEM B3aUMOIIOHUMAHWSI, HAXOIUTh O0IIue e U
COTPYAHUYATD JJISI UX JOCTHKEHUS B PO ECCUOHATBHON ASITEIbHOCTH

JIP 13

IlposBasirolnii = CO3HATENbHOE ~ OTHOLIEHHE K HENPEPBIBHOMY
00pa3oBaHMIO Kak yCJIOBHIO YCHEIMHOW MNpo(eCCHOHAIBHOW U
OOIIeCTBEHHON eI TeTbHOCTH

JIP 14

[IposBnsifoIMii  rpakgaHCKOE  OTHOWIEHHE K IpodecCHOHATBHOM
NESTeIbHOCTH KaK K BO3MOXKHOCTH JIMYHOTO Yy4YacTUS B pELICHUH
OOIIECTBEHHBIX, TOCYIAPCTBEHHBIX, OOLIEHAITMOHATBHBIX MPOOIeM

JIP 15

['oTOBBII COOTBETCTBOBAThL OXHUAAHUSAM padoronarteneit: 3¢QeKTUBHO
B3aMMOJCHUCTBYIOIIUN C 4YJI€HAMM KOMaHAbl W COTPYAHUYAIOIIHUA C
OPYTUMH  JIOABMH, OCO3HAHHO BBIMOJNHSIOMUNA TNPOQecCHOHATbHBIE
TpeOOBaHUs, OTBETCTBEHHBIH, WHULMATUBHBIN, TUCHHUILIMHUPOBAHHBIH,
TPYAOMIOOUBBIA, KPUTHYECKH MBICIALINN, HALEICHHBIH HA IOCTIIKEHUE
NOCTABJIEHHBIX ~ LeNel,  JAEMOHCTPHUPYIOUIMHA  NpOoQeCcCHOHATBHYIO
JKU3HECTOUKOCTD

JIP 16

Cobmonaromuii B cBoeil mpodecCHOHANBHON NEATEeIbHOCTH STHYECKUE
NPUHLOUIIBL. YC€CTHOCTHU, HE3aBUCHUMOCTH, HpO(beCCHOHaJ'IbHOfI YUCTOTEI,
O6”I:>€KTI/IBHOCTI/Ij 6eCHpI/ICTpaCTHOCTI/I " npaBuJia ACJIOBOTO MOBEACHUA

JIP 17

[IposBasiromunii 6epe’kHOe OTHOLIEHHE K COXPAHHOCTH W MCIIOJIb30BAHHIO
MHPOBOI0 NOKYMEHTAJIBHOIO HACJIEeIUs

JIP 18

IIposiBasiroIIMiI LIEHHOCTHOE OTHOILIEHHME K KyJIbType U HCKYCCTBY, K

KYJIbTYPE PEUH U KYJbTYPE NOBEAEHHUs], K KPACOT€ U FTAPMOHHH

JIP 19

JInuHoOCTHBIE PE3yabTaThl p€AJHU3ALNNA IIPOrpaMMbl BOCIIUTAHHUSA,
cy6nexTom Poceniickoii @eaepanun’(mpu Hanu4mu)

onpenesieHHbIE

CriocoOHBIH K CAMOCTOSITENIbBHOMY PEIIEHHIO BOITPOCOB
JKH3HEY CTPOMCTBA

JIP 20

CriocoOHBIHN K NPUMEHEHHUIO HHCTPYMEHTOB 1 METOIOB

JIP 21

! Briok pa3pabaThiBACTCS OPTAHAMH HCTIOJMHHUTEIBHOM BIACTH CyOBekTa Poccuiickoi Meaepanus, NEPEHOCHTCS 3
ITporpammsl Bocimranus cyobekTa Poccuiickoi ®exepanun. 3anomHsIeTcs! Mpr pa3paboTke padboyeii mporpaMMbl

BOCITUTaHMA TPo(eccnoHaIbHOH 00pa30BaTEeIbHOM OPTaHU3AINH.




OepesKIMBOrOMPOU3BONICTBA

Ymermuii ObICTPO MPUHUMATD PEIIEHUs], PaCIIpeaesaTh COOCTBEHHbBIE JIP 22

PECYPCHI M YIPABJISITb CBOUM BPEMEHEM

CriocoOHBII K NMPUMCHCHUIO JIOTUCTUKH HABBIKOB B PCIICHUH JIMYHBIX U JIP 23

poheCCHOHATIBHBIX 33184

JINYHOCTHBIE PE3yabTaAThIPpCAJTHU3AINHA MIPOrPaAaMMbI BOCIIUTAHUSA, ONIPEACJTICHHBIC

KJH4Y¢BbIMH paﬁoTonaTeJmMn

VYmenune PE€AIN30BATh JUACPCKHUEC KAUCCTBA HA IIPOM3BOACTBEC

JIP 24

CTpeccoyCTOHYUBOCTD, KOMMYHUKA0€JIbHOCTh

JIP 25

JIn4HOCTHBIE Pe3y/IbTAThI

peajn3anuu nporpaMmmabl BOCIIUHTAHUS, ONIPEAECJICHHBIC Cyﬁ'beKTaMl/l

o0pa3oBaTeIbHOIO mpouecca

MotuBaius K caMoo0pa30BaHUI) U PA3BUTHIO

JIP 26

OTBETCTBEHHOCTb 32 PE3yJIbTAT YIEOHOH AEATENbHOCTH 1 MOATOTOBKH K JIP 27

podheCCHOHATTLHOM AesITEIbHOCTH

CooTHoIeHHE NepedHs MPO(PecCHOHATBHBIX MOAYJIeH, Y4eOHbIX JUCHUIIIHH

U INIAHHUPYEMBIX JIMYHOCTHBIX PE€3YJAbTATOB B X04€ peajqu3anuun

o0pa3oBaTe/IbHON NMPOrpaMMblI

HaumeHoBaHue npogecCHOHAIBLHOTO MOAY.JIS,
Y4eOHOH QM CUHILTHHBI

Koa aM4HOCTHBIX
Pe3yJbTATOB peaTu3aluu
NPOrpaMMbl BOCIUTAHHUSA

Hctopus Poccun JP 1,2,3,5,8,12
HHocTpaHHBIH S3bIK B MPO(ECCHOHANBHON eI TeIbHOCTH JIP 11,
be3onacHOCTD KU3HEAEATEIbTHOCTH JP 9
dusnueckas KyabTypa JP 9
OcHOBBI OepeKITMBOTrO POU3BOACTBA JIP 6,10
OcCHOBBI (PMHAHCOBOW I'PAMOTHOCTH U MPEANPHUHIMATEIbCKOM JIP 4,6,7,12
NEesTEJIbHOCTH

DKOHOMHKA OpraHu3alul JP 6, 10,
MeHemxkMeHT JP 6,7,9
[IpodeccronanbHas 3TUKA U OCHOBBI ASJIOBOTO OOIIEHUS JP 6,7,8,12
[IpaBoBBIE OCHOBBI PO eCCHOHATBHON AESITETHOCTH JIP 10,
HNudopmarmoHHbIe 1 KOMMYHUKAITUOHHBIE TEXHOJIOTHH JIP 6,8
Pycckwuii s13b1k B ipopecCHOHaIBHON eI TETbHOCTH JIP 11,
KomneroTepHast 06padoTka JOKYMEHTOB JIP 6
Kommynuxamuenwiii npakmuxym JIP 6,7,8,12

I[IM.01.Ocy1uiecTBiieHre OPraHU3allHOHHOTO U
JOKYMEHTAILMOHHOTO O0eCTIeUeHus AeSITeIbHOCTH OpraHu3aIuu

JIP13,14,15,16,17,
18,19,20,21,22,23,24,25,26,27

IIM.02. Opraau3zauust apxuBHOH padOTHI IO JOKYMEHTaM
OpTaHU3aLMH Pa3IMIHBIX (OPM COOCTBEHHOCTH

JIP13,14,15,16,17,
18,19,20,21,22,23,24,25,26,27

IIM.03 Beinonaenune paboT 1o JOKHOCTH ciykamiero 21299
Jlenonpou3BoaAUTEINb

JIP13,14,15,16,17,
18,19,20,21,22,23,24,25,26,27




PA3JIEJI 2.0IIEHKA OCBOEHHUS OBYYAIOIIUMUCA OCHOBHOM
OBPA30OBATEJIbHOI MPOI'PAMMBI B YACTH JOCTHXXEHHUS JUUYHOCTHBIX
PE3YJIbTATOB

Onenka AOCTHXKEHHUs] OOYHAIOIIMMUCS JIMYHOCTHBIX PE3YyJIbTATOB MPOBOAMTCS B XOI€
peanmzaimu padounx MporpaMm Mo npodecCHOHAIBHBIM MOIYJISIM U YUeOHBIM JUCLIUILTHHAM,
npenycMmoTtpeHHbiM Hactosiuei 1TOIT CIIO.

Kputepuu OLieHKH JJMYHOCTHBIX PE3YJIbTATOB OOy YarOLTHUXCS:

- IeMOHCTpaLUsl HHTEpeca K Oyayueil nmpodeccuy;

- OLIEHKa COOCTBEHHOT'O MPOBHKEHHUS, INYHOCTHOTO Pa3BUTHS,

- NOJIOXKHUTENIbHASL IMHAMHUKA B OPTaHU3aluN COOCTBEHHOH y4eOHOH NesTeTbHOCTH
IO pe3yJIbTaTaM CaMOOLIEHKH, CAMOAHAIN3a U KOPPEKLIUHU €€ Pe3yJIbTaTOB;

- OTBETCTBEHHOCTb 32 pe3yJbTaT y4eOHOW [eATeNbHOCTH ¢ IOATOTOBKH
K NpodeCCHOHATBHON eI TeTbHOCTH,

- NPOSIBJIEHUE BBICOKONPO(EeCCHOHATBHON TPYAOBOI aKTHBHOCTH,

- y4acTHe B UCCIIEAOBATEIBLCKON U MPOESKTHOMN padoTe;

- ydacTHe B KOHKypcaXx MNpo(eCCHOHAIBHOTO  MAacTepPCTBa,  OJNIMMIIHAIAxX
1o npodeccuu, BUKTOPUHAX, B MMPEIMETHBIX HEETISIX;

- COONIOICHHE STUYECKIX HOPM OOINEHUS MPU B3aUMONEHUCTBUN ¢ 00yHarOIIUMHUCH,
IpernoAaBaTessiMi, MacTepaMH U PyKOBOAUTENSAMU MTPAKTUKHY,

- KOHCTPYKTUBHOE B3aUMOJEHCTBHE B Y4€OHOM KOJIJIEKTHBE;

- JEMOHCTPALMsl HABBIKOB MEKJIMYHOCTHOIO MEJIOBOrO OOIIEHUs, COLHMaJIbHOTrO
UMHUITKA;

- TOTOBHOCTD K OOIIEHHIO M B3aUMOJEHCTBHUIO C JIFOJbMH CaMOTO Pa3HOIro CTaTyca,
STHUYECKON, PETUTHO3HON MPUHAIE)KHOCTH i B MHOTOOOPa3HBIX 0OCTOSATENbCTBAX;

- c(OPMHPOBAHHOCTh TPAKIAAHCKOH TO3HMLUH, VyYacTHE B  BOJOHTEPCKOM
IBYKEHUH,

- MPOsIBJIEHNE MHPOBO33PEHUECKUX YCTAaHOBOK HA TI'OTOBHOCTb MOJIOABIX JIOAEH
K pabote Ha b6maro OrevecTna,

- NpOsIBJIEHHE MPaBOBOMH AaKTUBHOCTH M HAaBLIKOB IPaBOMEPHOIO IOBEAEHUH,
yBaXX€HUsI K 3aKOHY;

- OTCYTCTBUE (PAKTOB MPOSIBICHUS] UACOIOTUH TEPPOPH3MA M SKCTPEMU3IMA CPEIH
00yHaromuxcs,

- OTCYTCTBHE COLMAJBbHBIX KOH(JIUKTOB Cpenu OOy4aroIuXxcs, OCHOBAaHHBIX
Ha MEKHALMOHAJIBbHON, MEKPEJUTMO3HOM MOYBE,

- ydacTue€ B  peaJu3allid  IPOCBETUTENbCKUX  IPOrpaMM,  IOUCKOBBIX,
apXeoJIOTUYECKUX, BOEHHO-UCTOPUYECKUX, KPaeBEIUECKHUX OTpAAaX M MOJIOJEKHBIX
00BbeqUHEHUSX;

- IOOpOBOJIBPUECKHUE HMHULMATHBBI 10 TOAACPKKH WHBAIUIAOB U TPECTAPEINbIX
rpak/iaH;

- NPOSIBJIIEHUE 3KOJIOTHUECKOH KYJIBTYPbI, O€pPEeKHOrO OTHOIICHHUS K POIHON 3eMIIe,
npupoaHbIM OorarcTam Poccun u mupa,

- JEMOHCTpallUsl yMEHHII M  HaBbIKOB Pa3yMHOIO  MPUPOJONOJIb30BAHMS,
HETEPIHMOT0 OTHOIIEHUS K IEHCTBHAM, IPUHOCSAIIUM BPe. SKOJOTHY;



- JIEMOHCTpPALMsI HABBIKOB 3J0POBOT0 00pasa *KM3HU U BICOKUH YPOBEHb KYJIBTYPbI
310pOBbsi 00y HAFOIIUXCS,

- NPOSIBJIGHUE KyJbTYphl TNOTpeONeHus WHPOpPMAaLWK, YMEHHH U HaBBIKOB
NOJIb30BAHUSI KOMITBIOTEPHOH TEXHHMKOH, HAaBBIKOB OTOOpa W KPHUTHYECKOrO aHajH3a
uH(pOpPMaLINY, YMEHHSI OPHEHTUPOBATHCS B UHPOPMALIMOHHOM MTPOCTPAHCTBE;

- yd4acTHe B KOHKypcax MNpo(eCCHOHAIBHOIO MacTepcTBA M B KOMAHIHBIX
MPOEKTaX;

- NPOSIBJICHUE SKOHOMHYECKOH W (UHAHCOBOW KYJBTYpPbL, 3SKOHOMHYECKOM
IPAMOTHOCTH, a TaKe COOCTBEHHOW aJeKBAaTHOW IMO3WULMHM MO OTHOLIEHHIO K COLMAJIbHO-
5KOHOMHYECKON NEHCTBUTEIBHOCTH.

PA3BJAEJd 3. TPEBOBAHUA K PECYPCHOMY OBECIHEYEHHIO
BOCHUTATEJBHOMN PABOTHI

PecypcHoe oOecreueHne BOCIUTAaTeNbHONW pabOThI HAMPABIEHO HA  CO3JAaHUE
OpFaHI/ISaLII/IOHHO-HeHaFOFI/ILIeCKI/IXYCJ'IOBI/Iﬁ AJIsE OCYHIECTBJICHUA BOCIIUTAHUA O6}"’IElI-OH_II/IXC$[j
B TOM uucie nHBaNoB 1 Jun ¢ OB3, B KOHTEKCTe peanu3anun 00pa3oBaTeIbHOW MPOTrPaMMBI.

3.1. HopmaTuBHO-1IpaBoBOe o0ecrneyeHne BOCMHTATE/IbHOI padoThl

Pabouas nporpaMma BOCITUTAHHS paspaborana B COOTBETCTBUU
C HOPMAaTHUBHO-IIPABOBBIMH JIOKYMEHTaMH (helepaibHbIX OpPTraHOB MCIIOJHHUTEIBHON BJIACTH
B cdepe obOpasosanusi, TpeboBanusmu DPI'OC CIIO, ¢ yd4eToM CJIOKHUBIIErOCs OIbITa
BOCITUTATEIIBbHOHN NEATEIbHOCTH U UMEIOIIUMHUCS PECYPCaMH B KOJUIEITKE.

3.2.Kaaposoe obecneueHne BOCIIUTATE/ILHOH PadoThI

Jns  peanmusanmu  paboyeidl MporpaMMbl  BOCIUTAHUS KOJJIEIK YKOMILJIEKTOBAH
KBaTM(PHULIMPOBAHHBIMHU CIIeLUATUCTaMU. VYnpasneHue BOCIIUTATEIbHON padoroii
obecrieunBaeTCss  KaJAPOBBIM  COCTaBOM,  BKJIFOYANOIIUM  JTUPEKTOPA, KOTOPBIA  HECET
OTBETCTBCHHOCTD 3a OpraHH3aluro BOCIIUTATEJILHOU pa60TbI
B KOJUIEIKE, 3aMECTUTEIEH TUPEKTOpa, MPeroaaBaTeNei, 1 KypaTopos.

3.3. MaTtepua/jibHO-TeXHHYecKoe ofecrnedeHHe BOCIUTATEILHOH padoThl

CrienianbHble TOMELIEHNUsT MPEACTABISIIOT COOO0M y4YeOHBIE ay TUTOPHH ISl TPOBEACHUS
3aHATUH BCEX BHUAOB, MNPENYCMOTPEHHBIX OOpPa30BaTENbHONW MPOrpaMMON, B TOM HYHUCIHE
TPYNNOBBIX W HWHAWUBHAYAIbHBIX KOHCYJbTALUM, TEKYILIEro KOHTPOJS M IPOMEKYTOYHON
aTTeCTallMk, a TakXKe MOMEINEeHUS [UIi CaMOCTOSTENIbHOH M BOCHHTATENBbHOH padoThl,
MacTepcKue U JadopaTopHM, OCHAIIEHHbIE OOOPYAOBAaHUEM, TEXHUYECKHUMHU CpPEACTBAMHU
00y4eHHs U MaTepHajlaMy, YIUTHIBAIOIIUMH TPEOOBAHUS MEKAY HAPOIHBIX CTAHIAPTOB.

IMepeuens cnennaJIbHBIX MOMENIEHHI

KaGunertsr:

COLUAbHO-DKOHOMHYECKUX U YIIPABICHUECKUX AUCIIUTLINH,
WHOCTPAHHOTO S3bIKa B MPO(ECCHOHAIbHOM IS TENbHOCTH,
PYCCKOTO si3bIKa B MPO(HeCCHOHANBHOM AesITeTbHOCTH,
MPaBOBOro odecrnedeHus MpodecCUOHANBHON esATETbHOCTH,
JIOKYMEHTAIIMOHHOTO O0ECTIeUeHH sl yIIPaBIeHus,
apXUBOBEIECHUS,



poheCCUOHAITLHOM 3TUKU U OCHOB JI€JIOBOTO OOIIEHUS;
OpraHU3aLUH CEKPETAPCKOro 00CTy KUBAHHUS,
0€30IMMacHOCTH KU3HENESTEIbHOCTH,

METOINYECKUI.

JlaGopaTopumn:

KOMITBIOTEPHOH 00pabOTKH TOKYMEHTOB,;
UH()OPMALIMOHHBIX U KOMMY HUKALIMOHHBIX TEXHOJIOTHIA;
apXHUBHOTO J1eT1a;

OpraHu3aLuy paboThl C JOKYMEHTaMH;

CHCTEM 3JIEKTPOHHOTO JOKYMEHTOO00POTA,

yaeOHast KaHLENSPHSL.

CropTHBHBIH KOMILTIEKC?,

3anmr:

— OubmuoTeKa, YATAITBHBIHN 3aJ1 C BBIXOIOM B HHTEPHET;
— aKTOBBII 34l

u 1p.

Komane;x pacronaraet MaTepHaIbHO-TEXHHYICCKOM 0a30H, 00CCICUHBAIOIICH TPOBSACHHIS
VKa3aHHbBIX B padouci mporpaMMe BocnuTanug Meponpuatuil. [Ipu moarotoeke k ueMnuoHaTam
«[TIpodeccnonansr» UCONB3YIOTCS COOCTBCHHBIC PECYPCHI.

OCHOBHBIMH YCIOBHAMH PEaIH3alry padoUuc mporpaMMbl BOCITUTAHUS SIBISIOTCS COOMIOACHUE
0e30MaCHOCTH, BHIIOJHEHHUE MPOTUBOIIOKAPHBIX MPABUII, CAHUTAPHBIX HOPM U TPSOOBAHHI.

2 Jins peamuzanid  YIeOHOW MUCHMILIHHBL "OU3MMECKAs KyIbTypa" KOUIEMK  PACHONATAET CHOPTUBHOM
HHPPACTPYKTYpOH, OOECHECUMBAIOIICH INPOBEACHHE BCEX BHAOB IPAKTHUYCCKUX 3aHATHH, NPEIyCMOTPECHHBIX
V4ICOHBIM IIJIAHOM.



Jns mpoBeACHUS BOCIIMTATEIBHOM Pa0OTH KOMLICIK PACIONATacT CACAYIOIINMHU PECYPCAMH:

HaumenoBanus

Kon-Bo
€JIMHMUIL

OcHoBHBIE TpeOOBaHUS

JlaGoparopun

6

OcHalleHue B COOTBETCTBHU ¢ HHPPACTPYKTYPHBIMH JTHCTAMU
uemnuoHaToB «IIpodeccronansr» Mj1st MOATOTOBKU K MPOBSACHUIO
geMmoHaToB. [IpoBeacHNE BCEX BUIOB AUCITUTUTMHAPHOHA U
MEKTUCLIUTUTMHAPHOHN MOATOTOBKY, JTAOOPATOPHBIX, MPAKTHICCKUX
padoT OOYYArOIIMXCS H COOTBETCTBUE JCHCTBYIOIUM CAaHUTAPHBIM U
MPOTUBOIIOXKAPHBIM NPABUIAM U HOPMAaM.

KaGunersr,
HCTIOIb3YEMBIC TS
yuaeOHOM ACSITCIBHOCTH

10

IIposeacHUE BCEX BUIOB AUCIUILTMHAPHON M MK TUCIUILTHHAPHOH
MOATOTOBKH, MPAKTHICCKUX PAOOT 00y YArOIINXCS U COOTBETCTBHE
JCHCTBYIOLIUM CAHUTAPHBIM U MPOTHUBOIOKAPHBIM MPABUIAM U
HOpMaM.

Butanoreka,
YUTATBHBIN 34T C
BBIX0J0M B MHTCpHET

Ob6ecneueHre y4eGHOTO B BOCIHTATEIEHOTO MPOLIECCa BCEMU
dbopmamu 1 MeTOgAMH OHOITHOTCYHOTO U
nHPOPMALTUOHHOOUOTHOTPAPHUCCKOTO 0OCTYKUBAHUSL:
HAYIHOMCCIICJOBATEIbCKAs PaboTa.

OobecneucHue gocTyna kK HHGOpMaHOHHEIM pecypcaM UHTepHeTa,
yueOHOM U XyJ0KECTBCHHOM JTUTEPATYPE, KOJICKIIUAM
MEIHAPECYPCOB HA ICKTPOHHBIX HOCUTEIAX, K MHOYKHUTCIBHOU
TEXHHUKE ISl THPAKUPOBAHUS VICOHBIX U METOJUUECKHX TEKCTOBO-
rpadpHUCCKUX U ayJHO- U BUICOMATCPHATIOB, PE3YIbTATOB
TBOPYECKOH, HAYYHO-UCCIEA0BATEIBCKON U NPOEKTHOU
JCATEIBHOCTH OOYUAIOIIUXCS

AKTOBBIH 3451

[IpoBeaeHnE KYIBTYPHOTO CTYACHYESCKOTO JOCYTA U 3aHITHH
XYJ0KECTBCHHBIM TBOPUSCTBOM, TEXHHUYCCKOEC OCHAILICHHE KOTOPOTO
o0ecreurBacT KaueCTBCHHOE BOCIPOM3BEACHHE (DOHOTpaMM, 3BYKA,
BUACOH300PKECHUM, a TAKXKE CBETOBOC O(QOPMIICHHE MCPOTIPHSTHS,
MMPOBEACHUC MACCOBBIX MEPOTPUSITHH, COOPAHHIA, MPEACTABICHUH,
J0CYyTa U O0IICHHUS 00YYaIOIUXCs, TPYNIIOBOTO MPOCMOTPa KHHO- U
BHACOMATCPHAIOB, OPTAaHH3ALNHN CLCHHYCCKOH paboTL,
TEaTPATU30BAHHBIX MPEIACTABICHUM; A pabOThl OPraHoB
CTYACHYECCKOTO CaMOYNPaBICHHS.

CHopTHBHEIHN 32T

CucreMaTH4YeCKOE MPOBEACHUE 3aHATHH (QU3HUCCKON KYIbTYPOH U
CHOPTOM, IPOBEIACHNC CEKLUOHHBIX CIIOPTHBHBIX 3aHATHH, YIaCTHE B
(PUBKYIBTYPHO-CIOPTHBHBIX U 03J0POBUTCIBHBIX MEPOIPHSTHIX
BBHIMOJTHCHHE HOpMaTHBOB KoMIuiekcea ' TO; nanuune a3 dexrusHon
CHUCTCMBI BEHTHIALNH;, 00CCIICUCHHE TTIOJKAPHOM GE30MacHOCTH;
HOPMalbHas OCBCIICHHOCTD, COOTBETCTBHE IIOMIATH U BHICOTHI
MOMEIICHHUS JCHCTBYIOIINM HHXCHEPHBIM HOPMAaTUBAaM; COOMIOACHNE
TEMIICPATYPHOTO PEKUMA, YPOBHS BIAXKHOCTU H IIIYMOBOTO
3arps3HCHMS; HATMYNE HHBCHTAPS U OMCLICHUH 71 €T0 XPaHCHUS.

CropTuBHAS TUTOIIAIKA

Hanviue cioptusHOTro 000py10BaHU B HHBCHTAPSI.

Kabuner nie qarora-
IICUXONIOTra

Jiist paboThl MICHUXOJIOTO-TICAATOTHUCCKIX M COIHOOTHUCCKIX
cyx0.




Ocnamienue 6a3 nMpakTHK

Peanmuzanus oOpazoBaTepbHON MPOrpaMMbI TPEAToNiaraeT O0s3aTeNIbHYI0 YYeOHYI |
MPOU3BOJICTBEHHYIO MPAKTHKY .

VueOHasi TpakTHKa pealu3yercss B MACTepPCKUX KOJUleIka M TpeOyer Haaudus
000pyIOBaHUS, HHCTPYMEHTOB, PACXOAHBIX MATEPUANIOB, O0ECHEeYHBAIOLINX BbITOJHEHHE BCEX
BUIOB pPabOT, OMNpeieeHHbIX COAEp)KAHMEM NporpamMMm MNpodeCCHOHATBHBIX MOy JIEH,
OTBEUAIOIIETO MOTPEOHOCTSM OTPACIH 1 TpeOOBaHUSIM paboTOAaTENEH.

[IponsBoaCcTBEeHHAsT MpPaKTHKA peaju3yeTcsi B OpraHu3alusax Jioboro mnpoduis,
o0ecreynBaOIUX  ACSITeIbHOCTh  OOydarommxcst B NpodecCHOHANbHOW  o0jacTu
aIMAHUCTPATUBHO-YIIPABJICHYECKON 1 OQHCHON NesITEeTbHOCTH.

OOopynoBaHue TPENNpUSTHA M  TEXHOJOTHYECKOE OCHalleHue pabouux MecT
MPOM3BOICTBEHHON MPAKTUKU COOTBETCTBYET COACPIKAHUIO MPOPECCHOHANBHON IesITeIbHOCTH
U 1aeT BO3MOKHOCThH O0yHarOIIeMycCsi OBJaeTh MPOo(ecCHOHATbHBIMUA KOMITETEHLHSIMU 10 BCEM
BUAM JAEATEJIbHOCTH, MPEAYyCMOTPEHHBIMH MPOTrPAaMMOM, C HCIIOJb30BAHHEM COBPEMEHHBIX
TEXHOJIOTUH, MaTepHaioB U 000PYIOBaAHUSL.

JlonyckaeTcsi 3amMeHa 000pyAOBaHMs €r0 BUPTYaIbHBIMHU aHAJIOTAMH.

3.4. UudopmanuonHoe o0ecneyeHne BOCMUTATEIbHOH PadoThl

HUndopmanmonHoe obecredueHue mnpolecca BOCIUTAHUS O0ECIeUMBAETCS HATUYHUEM
B KOJUIE/I’KE KOMIBIOTEPHON U MYJIbTUMEIUHHON TEXHUKH, CPEACTB CBSI3H, AOCTYTa K HHTEPHET-
pecypcam U CrenyaIn3upOBaHHOTO 000y IOBAHMS.

HndpopmanmonHoe obecreueHne BOCIUTAHUS CIIOCOOCTBYET OPraHN3aLInH:

—  uH(QOPMHUPOBAHUS O BO3MOXKHOCTSIX Y4ACTHsl OOYHArOIIUXCSl B COLMATBHO 3HAYUMOMN
NesITeTbHOCTH,

—  nHQOPMAIIMIOHHOH U METOIUYECKOH MOIAEPIKKH peain3anud padodell mporpamMmmbl
BOCITHUTAHHUSI,

— B3aUMOAEHCTBHUS B VYAAJEHHOM [OCTyI€ BCEX YYaCTHUKOB BOCIHMTATEJIBHOTO
npouecca (oOydaromuxcs, TeNaroru4eckux paOOTHUKOB, paboromareneii, poauTeneH,
OOIIECTBEHHOCTH | JIp. ).

Peanmzaums paboueit mporpaMMbl BOCITUTAHUS OTPAKAETCS Ha CaiiTe KOJIeIXKa.

B xome mnaHuMpoOBaHMS BOCIUTATENbHON ESITEIbHOCTH YYUTHIBAIUCH BOCIUTATEIbHBIH
MOTEHLMA YYaCTHsl CTYACHTOB B MEPONPHATHSIX, MPOEKTaX, KOHKypCaX, aKLHsX, MPOBOAUMBIX
Ha yPOBHE:

Poccuiickoii Pexepauum, B TOM YUCJIE:

«Poccust — crpana Bo3MOkHOCTEN» https://rsv.ru/;

«bonpmas nepemena»https://bolshayaperemena.online/;

«JImpeper Poccum» https://munepeipoccnn.pdy/;
«Mps1 Bmecte» (BonoHTepcTBO) https://onfi.ru;
OTpacyieBble KOHKYPChI TPOdECCHOHATBHOTO MaCTePCTBA,

JBIOKEHUST K AOUITUMITUKCY |
cyobexkToB Poccuiickoii ®Penepanuu a Takke oTpacjeBble NpodecCHOHATBHO
3HAYHMMbIE COObLITHA H MpasaHUuKH.


https://bolshayaperemena.online/
https://onf.ru

PA3JEN 4. KajieH1apHbIi TJIaH BOCIUTATENBHON PAa0OTHI

«YTBEPXKIAAIO»

3am. nupexTopa no BP

I'BIIOY P «Kosnea:k MAIIMHOCTPOEHUS U CEPBHCA
um. C. Opa:koHuKHA3E)

I'K. Mup3oeBa

« » 2023r.

IMJIAH BOCIIUTATEJIbHOW PABOTbI

I'PYHIIbI A-133/1



Hara Coaep:xanue u popMblI OTtBercrBennblii | Koabi JIP HaumeHoBaHnue moayJst 3amerku o
AesITeJIbHOCTH HCNOJIHUTEb pe3yJabTaTax u
MeToae
NpoBeIeHHsl
1 kype
Cenrsiopnb
01.09.23 | /IeHb 3HAHHH 3am. gupextopa | JIP 2 «Knrouesrie gena 1100y,
no BP,  zas. [JIP1 «KyparopcTBo 1 nogaep:xkay,
OTEeJIEHUSIMH, JIP 3 «YuebHOe 3aHATHEY;
KJIACCHbIE JP 5 «IIpodeccroHanbHbINA BEIOOPY,
PYKOBOIUTEIN JIP 12 «B3aumMonencTsue ¢ pOAUTEIAMN»
JIP 15
Kaacchslii yac Knac. pyx. JP 1 «YueOHoe 3aHATHEY,
«YpPOK HUCKyCCTBA U  KYJBTYPHOIO «IIpodeccroHanbHBINA BEIOOPY,
HACJeIUsl», MOCBIIIEHHBIN PeaTn3aluu «ugposas cpenar»
B Poccuiickoit  ®enepaunun  lonma
HapOAHOTO HCKYCCTBa u
HeMaTepHaJbHOrO KYJIETY PHOTO
Hacnenus Haponos Poccun.
04.09.23 | Pa3roBopbl 0 BA’KHOM Knac. pyk.
JleHb 3HAHUH
06.09.23 | KnaccHblii yac Knac. pyk., aktus | JIP 3 «Y4eOHoe 3aHATHEY,
«lleHr  comumapHocTH B Oopede ¢ | TPYIIIBI JIP 9 «IIpaBOBO€E CO3HAHUE»
TCPPOPH3MOMY .
11.09.23 | Pa3roBopbl 0 BA’KHOM Knac. pyk.
Tam, rme Poccus
13.09.23 | KnaccHblii gac Knac. pyk., aktus | JIP 2, «Knrouesnie nena [TOO», «Kyparopctso
Kaaccupiii yac: 100- netuo co AHS | rpymnbl JP 3 U NOAAEPKKA»
po:xxaenus Pacyaa I'am3aroBa JP9
18.09.23 | Pa3roBopsl 0 BA’)KHOM Knac. pyk. JIP S
30s1. K 100-t0 co ngHs poxaeHus 30U
KomconeMbsHCKOH




15.09.23 | KnaccHblii uac Knac. pyk., JIP 3 «Kmrouesrie nena I10OO»
Henb cexperapst B Poccuu — 15 cersips. | 3aB. otnenennem | JIP 4 «IIpaBoBO€ CO3HAHME»
Beenenue B cieuaibHOCTD JIP 10 «IIpodeccrnonanbHbIi BEIOOP»
JIP13-27
25.09.23 | Pa3rosopbl 0 Ba3KHOM Knac. pyk.
WzbuparenvHas cucrema Poccun (30
net [TUK)
27.09.23 | Knaccubiti yac Tema: becexa o | Knac. pyk., axrus | JIP 1 «MonogexHble OOIEeCTBCHHBIC
MOBeAeHUH B O0IIeCTBEHHBIX MeCTAaX, | TPy bl JIP 3 00BEeTMHEHUSDY,
npu nogHstuun Poccuiickoro daara, JIP § «Y4ueOHOe 3aHITHEY
rumHa Poccun
B KonTtponp nocemaeMoCcT! CTyI€HTOB Knac. Pyk. JIP 3 «B3aumoneicTeue C  POAWTEIAMNY,
TeYyeHue JIP 9 «IIpaBoBoe cozHanue»
Mecsna JP 7
B WunusuayanpHas padota ¢ pogutensmu | Kiac. Pyk JIP 3 «IIpaBoBOE CO3HaHUEY,
TeYeHue JP 9 «BsaumoneiictBue ¢ pOOUTEISAMNY,
roaa JIP 7 «Kmrouesrie nena I10O»
JP 1
JIP 10
JIP 12
B Tpynoeoe BOCIIMTAHHE: yoopxka | Ki. pyk., JIP 1-12 «Karouesble nena ITOO0»
TeyeHHe | ayautopuii, pabora Ha TeppUTOpUH | 3aB. OTIEICHUEM,
roga KOJIJIENIKA, OmaroycTpoiicTBo | 3aBX03 KOJJIEIKa,
3aKPEIJIEHHBIX YYaCTKOB 3am.  gup. 1o
YIIP
Onun [IpoBeneHue poAUTEIBCKUX COOpaHUI Knac. Pyk. JP 1 «Knrouesbie nena IIOOy,
pas B JIP 3 «Bsaumonelnicteue ¢ POOUTEISIMIY,
ceMecTp JIP 7 «IIpaBoBoe co3zHaHUE»
JIP 9
JIP 10
JIP 12

OkTs10pb




02.10.23

PasroBopsbl 0 BazkHOM

Knac. pyk.

Henp  yuurens  (COBETHHKM IO

BOCIIUTAHUIO).

04.10.23 | KnaccHblii yac Knac. pyk., aktus | JIP 6 «Krouesbie nena [100»,

«/lerb moXKmIbIX JironeH -1 okTsOps» rpynnel, 3am 1o | JIP 7 «MoumnopexHble 00IeCTBEHHBIE
BP 00beTMHEHHST,

«CTyieHYeckoe caMOyIIpaBJIeHHE»
09.10.23 | Pa3roBopbl 0 BAXKHOM Knac. pyk.

O B3aUMOOTHOLUEHUSIX B KOJIJIEKTHUBE

(BcemupHbIli  J€Hb  NCHUXHUYECKOTO

310POBBS)

11.10.23 | KnaccHblii yac. Knac. pyk., 3as. | JIP 4 «Kmrouessie nena I100»,

Henb kanposuka B Poccuu — 12 okTsibpst | ornenenuem, JIP 6 «IIpaBOBO€E CO3HAHME»
CrneunanucTsl JIP 13- 27 | «IlpodeccronanbHblil BBIOOP)
oThaena  KaapoB
KOJIJIEZIKA,

AKTUB IPYIIIbI
16.10.23 | Pa3roBopbl 0 BAXKHOM Knac. pyk.
ITo Ty cropoHny 3kpana.
115 ner xuno B Poccuu
18.10.23 | KnaccHblii uac Knac. pyk., aktus | JIP 9 «Kmrouesnie nena [100»,
Hensb orua B Poccun rpyIIbI JIP 11 «CTyneHueckoe CaMOYIPAaBJICHUE,
«IIpaBoBOE CO3HAHUE»
23.10.23 | Pa3rosopsbl 0 Ba)KHOM
JleHb crieiiHasa
25.10.23 | KnaccHblii yac Knac. pyk., aktus | JIP 4 Hudposas cpenay,
JHenb UuTepHeTa B Poccun IpyIIIBl JIP10 «IIpaBoBO€e co3HaHUEY,
«Y4eOHoe 3aHATHEY
30.10.23 | Pa3rosopsl 0 Ba’KHOM
JleHp HapOIHOTO €MHHCTBA
B KonTtposnp nocemaeMoCT! CTyI€HTOB Knac. Pyk. JIP 3 «B3aumoneicrteue C  POOUTEIAMWY,
TedeHue JIP 9 «IIpaBoBO€ CO3ZHAHHEN




Mecsia JIP 7
B Wnnueunyanpras padora ¢ ponurtensmu | Kiac. Pyk. JP 3 «IIpaBoBO€ co3HaHUEY,
TeYeHHUe JP 9 «B3aumoneiicteue ¢ POOUTEIAMNY,
roga JIP 7 «Kmouesbie nena ITOO»
JP 1
JIP 10
JIP 12
Hosiops
01.11.23 | KnaccHslii yac Knac. pyk., akrus | JIP 1 «Krouesbie nena [100»,
«Hcropus npasnHuka «JleHp HApOXHOTO | TPyMIIbI JP 5 «ugposas  cpemna», «CryneHdeckoe
€IUHCTBA - 4 HOSOPsI» JIP 8 CaMOYIIPaBJICHUE»
08.11.23 | KnaccHblii yac Knac. pyk., akrus | JIP 1-12 «Knrouesrie gena 1100y,
Kak npuoOpectu apyseit Ipy MBI «MononexHble o01I1eCTBEHHbIE
00beTMHEHHSD,
«CTyieH4eckoe caMOyIIpaBJIeHHE»
13.11.23 | Pa3roBopbl 0 BAXKHOM Knac. pyk.
Poccust: B3IJISIA B Oynymee.
TexHonmornueckui ceBepeHUTeT/
udposast SKOHOMHKA/HOBBIE
npodeccun
15.11.23 | KnaccHblii yac Knac. pyk., axkrus | JIP 8
«/leHb poxkpeHus kojulemka» - 18 | rpynmel JIP 13 «IIpaBoBO€E cO3HAHUEY,
HOs10ps1. McTopust M Tpaauuy KOoJuiexKa «Krouesrie nena II0OO»
20.11.23 | Pa3rosopsbl 0 Ba’)KHOM Knac. pyk.
O B3auMooTHOILIEHUSAX B ceMmbe (JleHb
MaTepH)
22.11.23 | KnaccHblii yac Knac. pyk., aktus | JIP 6 «B3aumMonencTsue ¢ poAUTEIAMI»
«MexxayHapOAHBIH IEHDb | I'PYMIIbI JIP 12 «KyparopcTBo 1 noaaep:xka»
TOJIEPAHTHOCTHY - 16 HOsOps




27.11.23 | Pa3roBopsbl 0 Ba)KHOM Knac. pyk.
Uro takoe Poauna?
29.11.23 | KnaccHblii yac Knac. pyk., aktus | JIP 9 «Kmrouessie nena [100»,
«BcemupHbIit neHs 6OpBHOBI CO rpy bl «IIpaBoBO€E CO3HAHUEY,
CTIAJTom (World AIDS Day)» «Y4eOHOe 3aHsTHEY,
«MorozaesxHble OOIeCTBEHHBIE
o0beIMHEHU”,
B KonTtponp nocemaeMoCcTu CTyI€HTOB Knac. Pyk. JIP 3 «Bsanmoneiicteue C  POOUTEISIMHY,
TeYeHue JIP 9 «IIpaBoBO€e cozHaHmE»
MecsIAa JIP 7
B WUnnuBunyaneras padora ¢ ponurtensmu | Kiac. Pyk. JIP 3 «IIpaBoBO€E cO3HAHUEY,
TeYeHHUe JP O «B3aumoneiictBue ¢ pPOOUTEISAMNY,
roaa JIP 7 «Knrouesrie nena I10O»
JP 1
JIP 10
JIP 12
JlekaOpb
04.12.23 | Pa3roBopbl 0 BA’KHOM Knac. pyk.
Mze1 BMecCTE
06.12.23 | KnaccHbii uac Knac. pyk., akrus | JIP 1 «Kmrouesrie nena [100»,
«/lenp koHCTUTY MU PD» - 12 nexabpsi | rpymnmsl JIP 3 «IIpaBoBO€ co3HAHUEY,
«YuebHOe 3aHSITHEY,
«MozozaexHble OOIeCTBEHHBIE
00bETUHEHHSD)
11.12.23 Pa3rosopsbl 0 BaskHOM Knac. pyk.
I naBHBIN 3aKOH CTPaHbI
13.12.23 | KnaccHslii yac Knac. pyk., akrus | JIP 8 «Kmouessie nena [100»
«/JleHb vas» TPy Bl JIP 11 «IIpaBoBoe cozHanme»
MeponpusTie, NOCBALEHHOE YaHHbIM
TPaAMLMSIM Pa3HbIX CTpaH




18.12.23 | Pa3roBopsl 0 Ba)KHOM Knac. pyk.
I'epou Hamero BpeMeHn
20.12.23 | Henn I'epoes Oteuectna — 9 aexabps Knac. pyk., akrus | JIP 1 «Krouessie nena [100»,
TPy bl JIP 3 «IIpaBoBoOe cozHaHUEY,
JIP 8 «Y4eOHOe 3aHATHE)
25.12.23 | Pa3roBopbl 0 BA’)KHOM Knac. pyk.
HoBorognue  cemelinble  TpaguLuu
pasHBIX HapomoB Poccu.
27.12.23 | KnaccHblii yac Knac Pyk. JIP 17 «Kmrouessie gena [100».
«Mos Gynymas npodeccusn» JIP 22 «IIpodeccrnonanbHbIi BEIOOP»
Berpeua crymeHTtoB ¢ paboTHHUKaMu
OTeNa KaJpoB, apXHBa.
B KoHTposs nocemaemMocT CTyI€HTOB Knac. Pyk. JIP 3 «B3aumoneiictBue ¢ POOUTEISIMNY,
TeYeHHue JIP 9 «IIpaBoBoe cozHaHUE»
MecsLa JIP 7
B HWnnusunyanbHas pabora ¢ | Knac. Pyk JP 3 «IIpaBoBoO€e co3HaHUEY,
TeYEeHHe | PONUTEIIAMU JIP 9 «BsaumopneiictBue ¢ POOUTEISIMNY,
roaa JIP 7 «Kmrouesrie nena I10O»
JP 1
JIP 10
JIP 12
AuBapb
10.01.24 | KnaccHblii yac Knac. pyk., akrus | JIP 5 «Kmrouesnie nena [100»,
«MexxayHapOAHbId I€Hb MAMATH KEPTB | TPYHIIBI JP 8 «YueOHoe 3aHATHEY,
XosokocTa 27 stHBaps» «MonoaexxHbie o0IIeCTBeHHBIE
oObeTMHEHUSD,
«ITudposas cpenay
15.01.24 | Pa3roBopbl 0 BA’KHOM Knac. pyk.

Ot A o A
450 ner «Az0yke» MBana ®enoposa




17.01.24 | KnaccHblii uac Knac. pyk., akrus | JIP 1 «Knrouesble aena ITOO»,
JleHb IeIONpPOU3BONCTBEHHON CIyKOBI | TPYTIIBI JP 5 «IIpodeccroHanpHbIN BEIOOPY,
B Poccun — 20 siHBapsi.
22.01.24 | Pa3rosopbl 0 BA3KHOM Knac. pyk.
Hanorosas rpaMOTHOCTB
24.01.24 | KnaccHbIi yac 3aMecTUTe b JIP 1 «Knarouesrle gena II0O»,
«TarpsaHMH neHb-UCTOpHS Mpa3aHUKa» | aupexTtopa no BP, | JIP 2 «KyparopcTBo 1 nogaepxxa»
Kyparophl, JIP 9
nenaror-
OpraHu3arop,
PYKOBOAMTEIN
MMIQ
29.01.24 | Pa3roBopbl 0 BAXKHOM Knac. pyk.
Henoxkopenneie.80 yeT co OHA MOIHOTO
0CBOOOXKICHUS Jlenunrpana oT
(bammcTckoi OI0KaIbL.
31.01.24 | KnaccHblii yac Knac. pyk., akrus | JIP 1, «Kmrouesnie nena [100»,
«/lenb ~ BOMHCKOW  ciaBbl  Poccuu | rpynnel JP 3, «YueOHOe 3aHATHEY,
(Cramunarpanckass O6ursa 1943 1) — 2 5,JIP 8 «KyparopcTso 51 MOAJEPAKKAY,
bespas» «ugposas cpenay,
«MozozaexxHble OOIeCTBEHHBIE
00Bbe TMHEHHSD)
B KonTtponp nocemaeMoCcTu CTyI€HTOB Knac. Pyk. JIP 3 «B3auMoneicTBHE € POOUTEIAMUY,
TeYeHue JP 9 «IIpaBoBoe cozHaHue»
Mecsna JIP 7
B WunusunyanapHas padbora ¢ pogutensimu | Knac. Pyk. JIP 3 «IIpaBoBO€E CO3HAHHEY,
TeYeHue JIP 9 «B3aumopencTeue ¢ POOUTEISAMNY,
roaa JP 7 «Kmouesrie nena [I0OO»

JP 1




JIP 10

JIP 12
®eBpab
05.02.24 | Pa3roBopbl 0 BAXKHOM Knac. pyk.
Coroznuku Poccuu
07.02.24 | KnaccHslii yac Knac. pyk., aktus | JIP 4 «Krouesnie nena [100»,
«Jlens pycckoii Haykm» - 8 heBpais» TPYIIIIBI JIP 7 «IIpodheccroHanbHbINA BEIOOP»
12.02.24 | Pa3roBopbl 0 BA’KHOM Knac. pyk.
190 ner co gHa poxaedus [
Menpneneena. JleHb pOCCUICKON HAyKH.
14.02.24 | KnaccHbli uac Knac. pyk., akrus | JIP 2, «Knrouesrie gena 1100y,
«Jlenb naMsATH BOMHOB- | IPYIIIIBI 3, JIP «Y4eOHOe 3aHATHEY,
HHTEepHALMOHAIUCTOB (/leHp mamsTu o JIP 8 «KyparopcTso 51 MOAAEPKKAY,
pOCCHUSIHAX, HCIIONHSBLINX CITy>KeOHBIH «ugposas cpenar»
nonr 3a npenemamu OteuectBa) — 15
dheBpasi»
19.02.24 | Pa3roBopbl 0 BA’KHOM Knac. pyk.
JleHb epBOOTKPHIBATES
21.02.24 | KnaccHbli yac Knac. pyk., | JIP 2 «Knrouesrie gena [100»,
«[lenp 3ammrTHuka OteuectBa- 23 | gesyuuku rpynmnsl | JIP 3 «YueOHoe 3aHATHEY,
dbespas» JP 5 «KyparopcTso 51 NOAAEPKKAY,
JIP 8 «ugposas  cpema», «CryneHdeckoe
caMOyIIpaBleHUe»,
«MounonexHble
o0mecTBeHHbIE OOBETMHEHUS .
26.02.24 | Pa3rosopsbl 0 BaKHOM Knac. pyk.
Henb 3amurHuka Otedectna. 280 jeT co
nHsA poxaeHus Penopa Yimakosa
28.02.24 | KunaccHbiii yac Knac. pyk. JIP1-13 «IIpaBOBO€E CO3HAHME»

JHenb naMsiTd O  POCCHUsIHAX
UCTIOJIHSIBIINX ~ CITyKeOHBbI T 3a
npenenamu OtedectBa, 35 JeT co AHA




BBIBOZIA COBETCKHUX BOMCK U3
pecrybnuku Adranucran (1989r)
B KonTtponp nocemaemMoCcTu CTyI€HTOB Knac. Pyk. JIP 3 «Bszaumoneiicteue C  POOHUTEIAMWY,
TeYeHHUe JIP 9 «IIpaBoBoOe cozHanme»
Mecsna JIP 7
B WunusunyanpHas pabora ¢ pogutensmu | Knac. Pyk. JIP 3 «IIpaBOBO€E CO3HAHUEY,
TeYeHue JIP 9 «B3aumoneiictBue ¢ POAUTENSIMUY,
roaa JIP 7 «Kmrouessie nena [100»
JIP 1
JIP 10
JIP 12
Maprt
04.03.24 | Pa3rosopbl 0 BAKHOM Knac. pyk.
Kak nafiTu cBOE MeCTO B 00IIECTBe
06.03.24 | KuaaccHblii yac Knac. Pyk JP 5 «IIpaBoBoe cozHanue»
Henb apxusoB B Poccun — 10 mapta JP 7 «IIpodeccrnonanbHbIA BEIOOPY
JIP13-25
11.03.24 | Pa3roBopsl 0 BA’KHOM Knac. pyk.
BcemupHnsiii pecTrBaib MOTONEKH
13.03.24 | KnaccHblii yac Knac. Pyx. wu|JIP6 «Kmouesnie mena I10O»,
«MexayHapoaHbIl  KEHCKUH  €Hb-8 | MaJIBYMKH JIP 12 «Opranmnzanus NPEIMETHO-
MapTa, UCTOPUS MPa3IHUKA) rpy bl MPOCTPAHCTBEHHOM CpeabDy,
«KyparopcTBo 51 MOAACPIKKAY,
«CTtyaeHueckoe caMOyTIpaBICHUEY,
«MonoaexxHbie
o01ecTBeHHbIE OOBETUHEHUS
18.03.24 | Pa3roBopsbl 0 BAXKHOM Knac. pyk.
«llepBbiIM  nmenoM  caMoneTB, O
IPAKIaHCKON aBUALIUU.




20.03.24 | KnaccHblii yac Knac. pyk., akrus | JIP1-13 «KyparopcTtBo 1 nogaepkka»,
«$l cHacTIMBBIM  YENOBEK, MOTOMY | TPy MHIBI «MonopnesxHble
4T70...» (MexXnyHapoaHblil IeHb CHaCTbs o01IecTBeHHbIE OOBETMHEHUS .
20.03)
25.03.24 | Pa3roBopbl 0 BA’KHOM Knac. pyk.
Kppim. IlyTe nomoii.
27.03.24 | Beepoccuiickas akuust «Houb mysees» | Kipyk. JP 5, «Opranuszanus PEOMETHO-
JIP 8 NPOCTPAHCTBEHHOMN CPEnbDy,
«Karouesrle gena [I00y,
«CTyieHYeckoe caMOyIIpaBJIeHHE»
Onun [IpoBeneHue ponuTENbCKUX COOpaHuit Knac. Pyk. JIP 1 «Knrouesbie nena [TOO»,
pas B JIP 3 «B3aumonenictBue ¢ pPOOUTEISIMNY,
ceMecTp JP 7 «IIpaBoBoe cozHanue»
JIP 9
JIP 10
JIP 12
B KoHTposnb nocemaemMocT! CTyAEHTOB Knac. Pyk. JIP 3 «B3aumoneiictBue ¢ POOUTEISIMUY,
TeYeHHe JP 9 «IIpaBoBO€ cozHaHuE»
Mecsaa JIP 7
B HNunusunyanpHas pabora ¢ pogutensmu | Knac. Pyk. JIP 3 «IIpaBoBO€E CO3HaHUEY,
TeYeHue JIP 9 «B3aumoneiictBue ¢ POOUTEISIMIY,
roaa JP 7 «Kmrouesrie nena I10OO»
JP 1
JIP 10
JIP 12
AnpeJb
01.04.24 | Pa3roBopbl 0 BAXKHOM Knac. pyk.
Poccus - 3mopoBas nep:kaea
03.04.24 | KaaccHblii uac Kn.pyk. JIP 9 «Knrouesnie nena [100»,
«3nopoBeIii 00pa3 JKU3HM» KO OHIO | DUz pyk. «CTyneH4eckoe caMOyIpaBlIeHue»,

30POBbs -7 amnpes

«YueOHoe 3aHsaTHe», «OpraHu3aLus
NpeaMETHO-NIPOCTPAHCTBEHHOMN Cpeably,
«MoJoaekHble 00IIeCTBEHHbIE




00beTMHEHHS,
08.04.24 | Pa3roBopbl 0 BA’)KHOM Knac. pyk.
Hupk!!! (K MexayHaponHOMy OHIO
1IAPKA)
10.04.24 | KnaccHbli uac Kn.pyx axtus | JIP 1, «Knrouesrie gena 1100y,
«JleHb KOCMOHABTHKWY - 12 anperns IPyIIIBL JP 5, «CTyeHueckoe caMOyIIpaBJIEHUe»,
JIP 8 «Y4eOHoe 3aHsATHEY
15.04.24 | Pa3roBopbl 0 BAXKHOM Knac. pyk.
«S1 Broke 3emyto! ITO TaKk KpacHBOY
17.04.24 | «Becennuii MapadoH JOOPBIX me» Kn.pyk., rpynna | JIP 6, «Kimrouesere nena IT0O»,
JP 7, «CTyneH4eckoe caMOyIIpaBlIeHUe»,
JIP 10 «MomnonesxHble OOIIeCTBEHHBIE
00BETMHEHHSD)
22.04.24 | Pa3rosopsbl 0 Ba)KHOM Knac. pyk.
215 ner co aus poxkaenus H.B. Torons
24.04.24 | Ilogsenenue utoroB mapadoHa Kn.pyk. JIP 6, «Knrouessie nena [100»,
rpymnmna JP 7, «CTyneHueckoe caMOyIIpaBlIeHue»,
JIP 10 «MoJozaexHble OOIIeCTBEHHBIE
O0BETMHEHHSD) .
29.04.24 | Pa3rosopbl 0 BAJKHOM Knac. pyx
DKONOrHYHOE NMOTPeOIeHHE
B KonTtpone nocemaemMoCcTu CTyI€HTOB Knac Pyk. JIP 3 «BszaumoneicrTeue C  POOUTEIAMNY,
TeYeHue JIP 9 «IIpaBoBoOe cozHaHuE»
mMecsna JP 7
B WUnnuBunyanpras padora ¢ ponurtensmu | Kiac. Pyk. JIP 3 «IIpaBoBO€ co3HAHUEY,
TeYeHHue JIP 9 «B3aumoneiictBue ¢ POOUTEISIMNY,
roaa JIP 7 «Knrouesrie nena II0OO»
JP 1
JIP 10
JIP 12
Maii
06.05.24 | Pa3roBopbl 0 BAXKHOM
Tpyn kpyT!




08.05.24 | MepomnpusiTus rpaxxgaHcko- | Kn.pyk. JP 1, «Kmrouessie nena [100»,
NaTpUOTUYECKON HaNpaBJI€HHOCTH, | AKTUB IPYMIbL. JP 2, «CTyeH4ueckoe caMOyIIpaBJIeHUED,
nocesiieHHble  J{Hro mobempr 9 masi JIP 5, «YuebHoe 3aHsaTHe», «OpraHusanus
19451 JP 6, NPEeIMETHO-IPOCTPAHCTBEHHOU CPEeAbD),

JIP 8 «KyparopcTso 51 NOAAEPIKKAY,
«ugposas cpenar, «IIpaBoBoe
co3HaHue», «MooaexKHbIe
O0IIIECTBEHHBIE 00BbETHHEHHUS
«BzanMoaencTBHe ¢ POIUTEISIMID)
13.05.24 | Pa3roBopbl 0 BA’KHOM Knac. pyk.
Vpok namsiti
15.05.24 | KnaccHblii yac Kn. pyx JP 1, «Kmrouesrie nena [100»,
«/lenp mobenb AKTHUB [PYIIILL JP 2, «CTyneH4yeckoe caMOyIIpaBJIeHUEY,
JIP 35, «Yuebroe 3anatue», «OpraHuzanus
JP 6, NPEeIMETHO-NIPOCTPAHCTBEHHOU CPEABDY,
JIP 8 «KyparopcTso 51 MOAAEPIKKAY,
«u¢posas cpenar, «IIpaBoBoe
co3Hanne», « MoonexxHbie
00IIIECTBEHHBIE 00BbETMHEHHUSI
«B3aumMonencTsue ¢ pOAUTEIAMU»
20.05.24 | Pa3rosopsl 0 Ba’)KHOM Knac. pyk.
Byne roroB! Ko nmHIO  merckux
00IIECTBEHHBIX OPraHU3aIHIA.
22.05.24 | KnaccHblii yac Kn.pyx. JIP 12 «KyparopcTso 51 MOAAEPIKKAY,
«Cembs ISt MEHSI. .. » «B3aumonencTeue ¢ poAUTEIAMI»
(Me>xnyHapOIHbIH JEHb CEMBH -14 Mast)
27.05.24 | Pa3roBopbl 0 BAXKHOM Knac. pyk.
Pycckuil si3plk. Benukmii U MOry4ui.
225 nmer co ngHa poxneHuss A.C.
Ilymkuna.

29.05.24 | KnaccHblii yac Kn.pyk. JP 1, «IIpodeccuonanbHbIil BEIOOPY

«IIpennpuHUMAaTEIbCTBO-OCHOBA AKTUB IPYIIILL JIP 4

(denb

DKOHOMMKID) POCCHIUCKOTO




MpeANpPUHNAMATENbCTBA -26 Mast)
B KonTtponb nocemaemMocTu CTyI€HTOB Knac. Pyk. JIP 3 «BszaumonencrTeue C  POAUTENAMNY,
Te4yeHue JIP 9 «IIpaBoBoe coznanue»
mMecsna JP 7
B WNunusunyanpHas padota ¢ pogutensmu | Knac Pyk. JIP 3 «IIpaBOBO€E CO3HaHUEY,
TeYeHue JP 9 «B3aumoneiictBue ¢ poOOUTENSIMNY,
roaa JIP 7 «Kmrouesrie nena I[10O»
JIP 1
JIP 10
JIP 12
Nrwoub
05.06.24 | KnaccHblii uac Kn.pyx JIP 10 «Kmrouesnbie nena ITOO», «CtyneHueckoe
«/leHb 3K0onora-5 UoHI AKTUB IPYIIILL. CaMOYIIPaBJICHUEY,
«MounopexHble
o0nrecTBeHHbIE OOBEIMHEHUS
19.06.24 | KnaccHblii uac Kn.pyx JP 1, «Kmrouesrie nena [100»,
«/lenb Poccuu- -12 nronsay JIP 2, «Yuebroe 3amsatuey, «Opranuzanus
JP S, NPEeIMETHO-IPOCTPAHCTBEHHON CPEAbDY,
JIP 8, «KyparopcTso 51 NOAAEPKKAY,
JIP 11 «ugposas cpenay, «IIpasoBoe
co3HaHue», «Moaoae:KHbIe
o0mrecTBeHHbIE OOBEAMHEHUS
26.06.24 | KnaccHblii uac Kn pyk. JP 2, «Kmrouesnie nena [100»,
«JleHb MooneKU-27UIOHSD» AKTUB IPYIIIILL. JP 7, CrtyneHnueckoe CaMOYIIPaBJICHUEY,
JIP 9 «MoumnonesxHble
o0miecTBeHHbIE OOBEAMHEHUS
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1.

1.1.

IHACHHOPT OHEHOYHBIX MATEPHAJIOB JJIAA THA

OcobennocTu 00pa3zoBaTe/ibHONH NPOrPaMMbI

OueHouHble MaTepualbl paspaboTansl s ciiennaibHoCcTH 46.02.01 JlokyMEHTAIIHOHHOE

obecrniedeHre yrpaBJIeHNs U aPXUBOBEACHIE.

B pamkax crnienmansroctu CITIO mpenycMorpero ocBoeHue kBanupukanun: CrennanucT
0 TOKYMEHTAIIHIOHHOMY OO€CIIEUEHHIO YIIPABJICHUS 1 ApXUBHOMY JIEITy.

BrinmyckHuK,

OCBOMBIIMH 00pa30BaTENIbHYI MPOTPaMMYy,

NOJDKEH OBITH TOTOB K

BBITIOJIHCHUIO BUIOB ACATCIBHOCTHU, IEPCUUCIICHHBIX B Ta6m/1ue Nel.

Taomauma Nel.

Buabl 1eqaTejIbHOCTH

Kon u HaumeHoBaHue
BuAa AesTeabHocTH (B/I)

Koa u HauMeHOBaHHE
npogeccuonanbHoro moayJsi (IIM),
B paMKax KoToporo ocsausaercs BJ|

2

B cooTBeTCcTBH

uc ProcC

B/1 01. OcyiecTBineHne opraHu3aliiOHHOTO
obecreyeHnst U JOKYMEHTAIITHOHHOTO
obecrneyeHnst NesITeIbHOCTH OpraHu3aluu

IIM 01. OcyiectBrnenue
OPraHU3aLUOHHOTO 00eCTIeYeH s U
AOKYMEHTAITUOHHOI'O obecrieueHust
JesITeJIbHOCTH OpraHu3aluu

BJ1 02. Opranusanmst apxuBHON pabOTHI IO
JOKyMEHTaM OpTraHU3aLMi Pa3InIHbIX (POpM
coOCTBEHHOCTH

IIM 02. Opraauzauust apxuBHOH paboThI 1O
JOKYMEHTaM OpraHM3aLUil pa3anuHbIX
(bopM COOCTBEHHOCTH

BJ1 03. OcBoenre BuoB pabOT MO OHOM HITH
HECKOJIbKUM npodeccusiM pabodnx, TOKHOCTIM
CITy JKAIUX

IIM 03. Beimonaenue padoT 1o AOKHOCTH
cay>xaero 21299 Jlenonpous3BoauTeb

1.2.
NPOrpaMMBel

TpeGoBanuss K npoBepke

pe3yJbTATOB

OCBOEGHHSI 00pa30BATEJbLHOM

PesynbTaThl OCBOEHUSI OCHOBHOW MPO(ECCHOHABLHON 00pa30BaTeNIbHON MPOrpPaMMBl,
neMoHcTpupyemble pu nposeaeHnn [ A npeacrasniensl B Tabnuie No2.
JLns mpoBeneHus IEMOHCTPALIMOHHOTO dk3aMeHa (nanee — J1D) mpuMeHseTCs KOMIUIEKT

OLICHOYHOH JOKyMeHTauuu (naiee -

KOJ), pa3pabarbiBaeMblii OnepaTopoM COTJIACHO

n. 21 Ilopsinka mpoBeneHHsi T'OCYIapCTBEHHOW MTOTOBOM aTTecTalMu IO 00pa3oBaTesIbHbIM
nmporpaMMam cpenHero npogecCHOHaIbHOro oOpa3oBanus (yTB. MUHHCTEPCTBOM MPOCBEIIEHUS
Poccwmiickoii ®@enepaunu 8 nHosOpst 2021 r. Ne 800) ¢ yka3zaHHeM YpPOBHS TNPOBEICHHS
(0a30BBIN/MIPOPUITBHBIN).



Tao6auuma Ne 2

Ilepeuenn nposepsieMbIX TPeOOBAHHH K pe3yJIbTATAM OCBOEHHUSI OCHOBHOM
npodeccHoHAJLHOH 00PaA30BATEIbHO MPOTrPAMMbI

@I'OC 46.02.01 JlokyMeHTaIMOHHOE 00eCTIeUeHNE YIIPaBICHUS
U apXUBOBEIEHUE.
[Tepedenb npoBepsieMbIX TPeOOBAHMIA K PE3yIbTaTAM OCBOSHHS
OCHOBHOI MpodeccHOHaNbHOH 00pa30BaTeNbHOM MPOrpaMMEbI
Tpynosas nesitenbHocTh| Koa nmposepsiemoro HaumeHnoBaHue nposepsieMoro
(ocHOBHOM B TpedoBaHus TpeOoBaHUsI K pe3yabTaTam
AesITeJIbHOCTH)
1 2 3
B/ 01 Buan nesarenbHoctn 1 OcymecTBiieHHe OPraHu3alHOHHOIO
o0ecrevyeHusl U AOKYMEHTALHOHHOI0 o0ecrnedyeHus1 AesITeJIbHOCTH
OpraHN3ALMH
IIK 1.1 OcCyLIecTBIATh NpUEM-Tiepeaady
yTIpaBiIeHYeCKOH HHOOPMALIUH C TTIOMOLIBIO
CpeacTB MHPOPMATUOHHBIX
1 KOMMYHUKAILIMOHHBIX TEXHOJIOTUH
IIK 1.2 Koopannanposats paboTy npueMHOM
PYKOBOAUTENS, 30H MPHEMA Pa3INUHbIX
KaTerOpyil MOCETUTENEN OpraHUu3aluN
IIK 1.3. BrageTs HaBBIKAMU MJIAHUPOBAHUS padodero
BpeMEHU PYKOBOJUTENS U CEKpeTapsi
IIK 1.4. OCy1LIeCTBISITh MOATOTOBKY JE€I0BBIX
[O€3/10K PYKOBOAUTENS U IPyTUX
COTPYIHHUKOB OpraHU3aLMH
K 1.5. Braners ciocobamu opraHuzaniy padoyero
MPOCTPAHCTBA MPUEMHON 1 KabMHeTa
PYKOBOAUTENS
I[IK 1.6. OcymecTBisTh paboTy MO MOATOTOBKE
U TIPOBEIIEHHIO KOH(PEPEHTHBIX MEPOIPHUSITHIA,
oOecrieunBaTh HHPOPMALIMOHHOE
B3aUMOJIEIICTBYE PYKOBOAUTENS
C TIOJpa3ieNIeHUsIMU U TOJKHOCTHBIMU
ITMIIaMH1 OpraHu3aLuu
K 1.7. O opMIISTE OPraHU3AITHOHHO-
pacropsiAuTeNbHbIE JOKYMEHThI
11 OPraHU30BbIBATH PA0OTy C HUMH, B TOM
YHCIIe C UCTIONb30BaHUEM
ABTOMAaTU3MPOBAHHBIX CUCTEM
IIK 1.8. OdopMIATE TOKYMEHTBI TIO JINYHOMY COCTaBY
11 OPraHU30BbIBATH PA0OTy C HUMH, B TOM
HHCIIe C UCTIONb30BaHUEM
ABTOMAaTU3UPOBAHHBIX CUCTEM
IIK 1.9 OpraHu30BbIBATH TEKyIIEee XPaHECHUE]
TOKYMEHTOB, obpaboTky nen ISt
OIEepaTUBHOIO U apPXMBHOIO XPaHEHUs, B TOM

1mpu 3amoTHCHIH TAOHIE 2 HCOOXOAUMO YUCCTh, UTO B HCC BHOCATCS TOJIBKO MPOBEPACMBIC TPCOOBAHHS.



MHUCIIC C HUCITOJB30BAHUEM|
ABTOMATU3HPOBAHHBIX CUCTCM

B/ 02 Bun pestenbHocTn 2 OpraHusaunus apxXuBHOW palboThl IO
TOKYMEHTaM OpPTaHHM3alMi Pa3IndHbIX ()OPM COOCTBEHHOCTHU
IIK 2.1 OCy1LIeCTBIATh KOMIJIEKTOBAHUE apXUBHBIMU
nesnamMu (TOKYMEHTaMH) apX1Ba OpPraHU3aLUU
I[IK 2.2 Bectu y4éT apXUBHBIX 1€J (IOKYMEHTOB),

B TOM YHCJIE C UCTIOJIb30BAHUEM
ABTOMATHU3MUPOBAHHBIX CUCTEM

IIK 2.3 OCyIecTBISIT, XpaHEHUE apXUBHBIX J1EJT
(TOKyMEHTOB) C MOCTOSTHHBIM CPOKOM
XPAHEHHS U IO INYHOMY COCTaBY B apXHBE
OpraHu3aN

IIK 2.4, OCyIecTBISITL XpaHEeHHe, KOMITJIEKTOBAHUE,
YUET M UCTIOIB30BAHUE Nl (IOKYMEHTOB)
BPEMEHHOI'O XPaHECHHUsI

I[IK 2.5 OCyIIecTBIATh UCIIOJIb30BAHUE APXHUBHBIX
et (TOKyMEHTOB), B TOM YHCJIE C
MCTIOTb30BAHUEM aBTOMATU3UPOBAHHBIX
CHUCTEM

JUns BBINYCKHUKOB W3 YHCJIA JHI C OrPAaHUYEHHBIMH BO3MOKHOCTSIMH 3I0POBBS
U BBIIyCKHUKOB W3 YHWCJA JeTeH-WHBAIMAOB W UWHBaNIMUAOB mnposoaurcs [MA ¢ yuerom
0coOeHHOCTeH NCHXO()U3MUYECKOrO PA3BUTHUS, WHAMBHUAYAJbHBIX BO3MOXKHOCTEH M COCTOSIHUS
3I0pOBBSI TAKUX BBIIYCKHUKOB (Hasiee - MHAUBUAY AJIbHbIE OCOOEHHOCTH).

Ob0wmme u pononHHUTENbHBIE TpeboBaHMs, obecrednBaeMmble mNpu nposeneHuun I HUA
IUI BBITYCKHUKOB M3 YHCIA JIUI C OrPAaHMYEHHBIMH BO3MOJKHOCTSIMH 3I0pPOBbSI, JETeli-
WHBAJIUIOB
U UHBAJINAOB TNPHUBOIATCA B KOMIUIEKTE OLIGHOYHBIX MATEPHAIOB C Y4YeTOM OCOOEHHOCTEH
pa3pabOTaHHOTO 3a/1aHUs U UCTIOJIb3YEMBIX PECYPCOB.

JIMuTenbHOCTh TPOBEAEHUS] TOCYJAPCTBEHHOW HWTOTOBOM AaTTECTAllMd MO OCHOBHOH
npodeCCHOHANIBHONM ~ O0pa3oBaTeNbHOW  mporpamMme  mo  crnenuaidpHocTd  46.02.01
JlokyMeHTaloHHOe ofecnieueHne ynpasieHus U apxuBoseneHueonpenensercs ®IOC CIIO.
UYacer yuebHoro miana (kajeHgapHoro yuebHoro rpaduka), orsonumble Ha A, onpenenstoTest
MPUMEHUTENTBHO K Harpy3ke obydaromerocs. B crpykrype Bpemenu, orsoaumoro ®I'OC CIIO
MO OCHOBHOU NpodecCHOHANBbHON 00pa3oBaTeNbHON mporpamme no crnenuaibHocTH 46.02.01
JIokyMeHTaIlOHHOe ~ o0ecrieueHne YIpaBJIEeHUs] W apXUBOBEICHHEHA T'OCYNapCTBEHHYIO
UTOTOBYIO aTTeCTallMio, 00pa3oBaTeNbHAS OPTaHM3aLUs CAMOCTOSTENLHO OIpenensier rpadpuk
NPOBENEHUs IEMOHCTPALMOHHOTO YK3aMeHa.



2. CTPYKTYPA NPOLNEAYP IEMOHCTPAIIMOHHOI' O DK3AMEHA
N NMOPAAOK NPOBEAEHUA

2.1. Onucanue cTpyKTYpsI 3aaanust Ajs npoueaypsl I'HA B dpopme /1D

Hnst BeimyckankoB, ocsanBatomux [IIICC3 rocynapcTBeHHass UTOroBasi aTTeCTalldsl B
cootBercTBuu ¢ @PI'OC CIIO mpoBonutcst B popMe AEMOHCTPALIMOHHOTO 3K3aMeHa M 3alUThI
TUTLIOMHOTO MPoeKTa (paboThl).

3amaHus, BBIHOCUMBIE Ha IEMOHCTPALIMOHHBIN 3K3aMeH, pa3palaThIBAIOTCS Ha OCHOBE
TpeOOBaHMH K  pe3yibTaTaM  OCBOEHHs  O0pa3oBaTENbHBIX  NPOTPAMM  CPEIHEro
npodeccuonanbHOro oOpazosanus, ycraHoBleHHbIXx DPI'OC CIIO, ¢ yd4eroM TOJOKEHUN
CTAaHIApPTOB, a TakXe KBATU(PUKALMOHHBIX TpPeOOBAaHUH, 3asBICHHBIX OPTAHU3ALMSIMH,
paboronmartensiMy,  3aMHTEPECOBAHHBIMH B  IOATOTOBKE  KAaJpPOB  COOTBETCTBYIOLIEH
KBaJM(PHUKALIUH.

Jns  BBINIYCKHUKOB,  OCBOHMBIIMX  OOpa3oBaTeNbHbIE  NPOTPAMMBI  CPEIAHETrO
npodeccnoHaabHOro  00pa3oBaHUs,  MPOBOIUTCS  AEMOHCTPALIMOHHBIA  3K3aMeH ¢
UCTIOJIb30BAHMEM OLICHOYHBIX MATePHAJIOB, BKJIIOYAIOLINX B CeOs KOHKPETHBIE KOMILIEKTHI
OLIEHOYHOI IOKYyMEHTALHH, BAPHUAHTEI 3a0aHUI
U KPUTEPUH OLICHUBAHUS, Pa3padaThIBAEMbIX OIEPATOPOM.

KoMrutekT oneHOYHOH TOKYMEHTAIMY BKIIFOYAeT KOMITIEKC TpeOOBaHUH JIsl MPOBEICHHMS
IEMOHCTPALIMOHHOTO 5K3aMeHa, IMepedYeHb OOOpYIOBAaHMS U  OCHAIUEHHs, PaCXOIHBIX
MaTepHajoB, CPeACTB  OOy4eHHMs M  BOCHHTAHUS, IUIAH  3aCTPOHMKM  IUIOIIAJKH
JEMOHCTPALIMOHHOTO HK3aMeHa, TPEeOOBaHUS K COCTaBY 3KCHEPTHBIX TPYIII, MHCTPYKIHH IO
TeXHUKE 0€30MacHOCTH, a TaK:ke 0Opa3Ibl 3aJaHUH.

3anaHue JEeMOHCTPAaLlMOHHOTO »JK3aMEHa BKIJIIOYAaeT KOMIUIEKCHYIO MPAaKTHYECKYIO
3amady, MOJENUPYIOUIYI0 TPOPECCHOHATBHYIO EATENIbHOCTb U BBINOJIHSIEMYIO B PEKUME
peanpHOro BpemeHn. OOpas3ibl 3a7aHUil B COCTaBE KOMIUIEKTa OLIGHOYHOW JTOKYMEHTAINU
pa3MelaroTcs Ha caiite omeparopa A0 | OKTAOpsl roma, MPeOIIECTBYIOLIETO MPOBEACHUIO
JIEeMOHCTPALIMOHHOTO 3k3aMmeHa (manee — /J1J). KoskpeTHblli BapuaHT 3amaHus AOCTYIEH
IJIABHOMY 3KCIEPTY 3a AeHb 10 AaTel 3.

2.2. Ilopsinox nposeaenus npouenypol I'HA B popme /1D

Ilopsnoxk mnpoBemeHust MNpoLEnypbl TOCYJAPCTBEHHON WTOrOBOM aTTeCTallMU IO
o0pa3oBaTeNbHON  MporpaMMe yCTaHABIMBAET MpPaBWia OPraHH3aUUMH H  MPOBEACHHUS
OpraHM3aLMsIMU, OCYIIECTBISIOIMMU 00pPa30BaTeIbHYI0 NEATENbHOCTh MO 00pa3oBaTeIbHBIM
nporpaMMam  cpemHero mnpodeccuoHanbHOro oOpasoBaHus (majee - oOpasoBaTeIbHBIC
OpraHHU3aLum), 3aBEpLIANOLICH OCBOGHHE HMEIOLIMX TOCYJAPCTBEHHYIO aKKPEIUTALHIO
OCHOBHBIX MPO(ECCHOHANBHBIX 00pa30BaTEeNbHBIX MPOrPaMM CPEAHEro MpodeccHOHaIbHOrO
oOpa3oBanusi (ITPOrpaMM MOATOTOBKU KBaTH(DULMPOBAHHBIX PabOuMX, CIYKALIUX U MPOrpamMm
MOJTOTOBKU CIIELUAMCTOB CPEHEro 3BEHA) (majee - oOpasoBaTeIbHbIC MPOTPAMMBI CPEIHETO
npodeccuoHanbHOro oOpaszoBanwmsi), Bkmouas Gopmer [MMA, TpeOoBaHMs K HCHOJIB30BAHHIO
cpenctBs oOyueHHMs W BOCIHMTAaHMs, CPEOCTB CBsisu mpu mnposeneHun [HA, TpeGosanus,
npenbsiBisieMble K JIMLAaM, MpPUBJeKaeMbIM K mpoBegeHuto [ HMA, mopsgok mnomadd U
paccMOTpeHusT amesuIsiLuid, u3MeHeHus U (WiK) aHHyJIupoBaHusi pesynsratoB [MA, a Takke
ocobenHocTH mpoBeneHuss [ WA 1yis BBIMYCKHUKOB W3 YHCIA JIMI C OrPAHUYEHHBIMH
BO3MOKHOCTSIMHU 310POBbs1, I€TeH-MHBAINAOB 1 HHBAIUIOB,

OOpasoBaresbHasi OpraHu3aLusi 00ecrneurnBaeT HeOOXOJUMbIE TEXHUUECKUE YCIOBUS IS
obecrnieueHnsl 3aJaHUSIMH BO BPeMs IEMOHCTPALIMOHHOTO SK3aMeHa BbIY CKHUKOB, 1wieHoB [ DK,
YJICHOB HKCIEPTHOM rpymibl. JIeMOHCTPALIMOHHBIN SK3aMeH MPOBOIAMTCS B LIEHTPE MPOBEACHUSI
JEeMOHCTpAaIIMOHHOTO 3k3ameHa (mamee — III[D), mnpencrapmsomeM coOOW MIOMAAKY,
000pyIOBaHHYIO U OCHalIEeHHYIO B cooTBeTcTBUH ¢ KO/l denepanbHblii onepaTop UMeeT mpaBo



obcnenosare LIIT/ID Ha mpenMeT COOTBETCTBHSI YCIOBUSIM, ycTaHOBIeHHBIM KO/, B TOM umcine
B 4aCTU HAJIUYUS PACXOAHBIX MaTepHAJIOB.

HITAD moker pacrmoiaratbCs Ha TEPPUTOPHH OOpA30BATENBHON OpPraHU3alNH, a IMPH
cereBOil (popme peanmuzanuu OOpPa30OBATENBHBIX IMPOTPAMM - TAKXKE Ha TEPPUTOPHH HHOM
opranmzanmu, odyanaroield HeoOXOAUMBIMU pecypcamu st oprarm3aruu LITT/3.

BrimyckHukn MPOXOIAT JE€MOHCTPALIMOHHBIN 5K3aMEH B HIo

B COCTaBe 3K3aMEHAIMOHHBIX Tpymm. OOpaszoBarenbHas OpPraHU3alUsl 3HAKOMHUT C TUIAHOM
MIPOBEAEHHUS] JI€MOHCTPALMOHHOTO 3K3aMeHa BbIMYCKHUKOB, CHAIOIIUX JIE€MOHCTPALMOHHbIN
SK3aMeH,
U JuIl, 00eCneunBarOIINX MMPOBEICHUE AEMOHCTPALMOHHOIO YK3aMeHa, B CPOK HE IO3/IHEE UeM
3a 5 pabounx mHeH A0 matel MpoBeAeHUs sk3aMeHa. KomndecTso, obmiast Iomanb U COCTOSTHUE
MOMELIEHUI, NPEeJOCTaBIAEMBIX [UIsl NPOBENEHUS IEMOHCTPALIMOHHOTO 3K3aMEHa, IOJIKHbI
o0ecrieynBaTh MPOBENEHUE JEMOHCTPAIIIOHHOTO 3k3aMeHa B cootsercTBur ¢ KO/,

He mo3gnee uem 3a oguH pabouuii AeHb A0 ATkl MPOBENCHHS AEMOHCTPALMOHHOTO
5K3aMEHa TJIaBHBIM 3KCIIEPTOM NpOBOAUTCS mnposepka roroBHoctu LII/ID B mpucyrcteum
YJICHOB SKCIEPTHOW TPYIIIbI, BBIIYCKHUKOB, a4 TAK)KE€ TEXHUYECKOTO 3KCIEPTa, HA3HAYAEMOTO
OpraHM3alMel, Ha TEPPUTOPUHN KOTOpoi pacmonoxed LIIT/[D, oTBeTCTBEHHOTO 3a COOJIOACHUE
YCTaHOBJICHHBIX HOPM H MPABIII OXPAaHbI TPYAa U TEXHUKH OE30MacHOCTH.

I'maBHBIM 3KCcmiepTOM ocymecTBisieTcs: ocmotp LIIJID, pacmpenenenue obszaHHOCTEH
MEXAY YJeHAMHU 3KCIIEPTHON TPYIIIbl MO OLICHKE BBITIOJHEHUS 3aJaHUN JEMOHCTPALIMOHHOTO
9K3aMEHa, a TAKXKe pacrlpeneiieHne padodynx MECT MEXIy BBIMYCKHUKAMH C HCIOJb30BAHHEM
criocoba ciydaiiHOW BbIOOpKU. Pe3ynbraThl pacmpeneneHus OOS3aHHOCTEH MeEXIy YICHAMHU
SKCIEePTHON TPYIIBI U pachpeneNieHns padouyux MECT MEXIy BBIMTYCKHUKAMHU (PUKCUPYIOTCS
IJIAaBHBIM DKCIIEPTOM B COOTBETCTBYIOIIUX MPOTOKOJIAX.

Honyck BeimyckaukoB B LTI ocymecTBiseTcss TaBHbIM 3KCIEPTOM HAa OCHOBAHUH
JOKYMEHTOB, y10CTOBEPSIOIINX JINYHOCTD.

OO6pazoBarenbHas opraHu3anys o0si3aHa He TIO3HEee YeM 3a OJUH pabo4uii 1eHb A0 THS
NPOBENEHUs] JEMOHCTPALIIOHHOTO 3K3aMEHa YBEIOMUTb TJIABHOTO JKClepra o0 ydacTHH B
MPOBEACHUH IEMOHCTPAIIHOHHOTO SK3aMeHa ThIOTOpa (ACCUCTEHTA).

TpeboBaHne K MPOAOIDKUTEIPHOCTH JEMOHCTPALIMOHHOTO SK3aMEHa!

IIpoaomKUTENPHOCTh  I€MOHCTPALMOHHOIO 4:00:00
sk3aMeHa (He 0oJiee)




3. HOPSIIOK OPTAHU3AIIAY U TPOBEJEHUA 3AIIATHI JUILJIOMHOM
PABOTHBI

[Iporpamma opraHu3alMM TPOBEOEHHUs 3aIIUTHI TUIUIOMHOTO MpoekTa (padoTel) Kak
gacTh mporpammbel [ MA nomkHa BKIIOYATS!

3.1 O6mue nonoxxeHus

JurioMHasi pa0oTa HampaBjieHAa Ha CHCTEMATH3aLMI0 M 3aKperuieHHe 3HaHHH
BBIMTYCKHUKA MO CHELUAJbHOCTH, a TAaK)K€ OMNpeNejeHHe YPOBHS TOTOBHOCTH BBIIYCKHHKA
K CaMOCTOATENBbHON mNpodecCHOHANBHON nesTtenpHOCTH. Jlurmumomuas paborta mpexmojiaraer
CaMOCTOSITENIbHYIO TOATOTOBKY (HANMHCAHUE) BBIMTYCKHUKOM paloThl, IEMOHCTPHUPYIOLIEro
ypOBEHb 3HAHUI BBIMYCKHUKA B paMKax BbIOPAHHOW TeMbl, a Takke CPOPMHUPOBAHHOCTH €ro
npodeccHOHaIbHBIX YMEHHUI U HABBIKOB.

TemaTuka IUIVIOMHBIX MPOEKTOB (palOT) ompeaessieTcsi KOJIeIKeM. BbIMyCKHUKY
MPEIOCTABISETCS MPABO BbIOOpA TeMbI JUILIOMHOIN padoThl, B TOM YHC/E MPEIJIOKEHUsT CBOEH
TEMBI C HEOOXOIUMBIM OOOCHOBAaHHEM LIEJIECOOOpPa3HOCTH €€ pa3padoTKHU Uil MPAKTHUECKOTO
npuMeHeHus. Tema AUMIOMHOIM paboThl JOJKHA COOTBETCTBOBATH COAEPIKAHHIO OTHOTO HJIH
HECKOJIbKUX MPO(QECCHOHANBHBIX MOAYJIeH, BXOMIIIUMX B OOpa30OBATENbHYIO MPOrpamMmy
cpeaHero npodecCHoHATBHOTO 00pa3oBaHUsI.

JIjisi MOATOTOBKU JUIIOMHON pa0OThl BBIMYCKHUKY HA3HAYAETCS PYKOBOOUTEIb U TMPH
HEOOXOAMMOCTH KOHCYJIbTaHTbI, OKa3bIBAIOIIHE BbITYCKHUKY METOJUYECKYIO TOAIEPIKKY.

3akperieHHe 3a BbITyCKHUKAMH TeM JAMIUIOMHBIX pa0oOT, Ha3HAuYeHHE PYKOBOJAHUTENEH U
KOHCYJIbTAHTOB OCY IL[ECTBJISIETCS] PACTIOPSITUTEIbHBIM aKTOM KOJIJIEKA.

3.2 IIpumepHast TeMaTHKa AUIJIOMHBIX pabOTHI 11O CIIELHATIBHOCTH.

1. Ontummszaumst paboTel € JOKYMEHTAMH MOCPENCTBOM pPa3padOTKU M BHEOPEHUS
HOMEHKJIATY bl A€,

2. OnTumH3anus mpouecca MOATOTOBKH M PeaH3allid HAayYHO-TEXHHYECKOH 00pabdoTku

APXUBHBIX JOKYMEHTOB

OntuMu3anus 1OKyMEHTAIMOHHOTO 00eCeueHns] aHTUKOPPY ITLHOHHON AEATENbHOCTH,

4. OnTumH3anMs KaapoBOTO JOKYMEHTOOOOpOTa MOCPENCTBOM pa3pabOTKH M BHEIPEHUS
JIOKAJIbHOM TOKYMEHTALIUH,

5. Ontumuszanus mporecca CrpaBOYHO-MH(YOPMAILTHOHHOTO UCIOJIB30BAHUS JOKYMEHTOB B
apXHUBE OPraHMU3ALIUH,

6. HucTpykuus 1O BEOEGHHIO  AOKYMEHTALMM  KaK  yCJIOBHE  ONTHMM3ALUU

IOKYMEHTO000pOTa;

OnTumusanus npouecca HCIoJIb30BaHUsl APXHUBHBIX JOKYMEHTOB,

Ontumuzanus paboTel apXUBa B OPraHU3aLNY,

OntuMu3anus 10Ky MEHTalIMOHHOTO 00€CIeueH s OTITY CKOB,

0. TexHomorust MNPOEKTUPOBAHUS NOKYMEHTAlUMU IO CO3JaHHI0 U perIaMEeHTaLUH

NEeATEIbHOCTH apXUBa,

11. OnTuMu3anus paboThl ¢ TOKYMEHTaMH, COAEPIKALIIMH NIEPCOHAIBHBIE TAHHBIE,

12. OnTuMusanus nporecca NOArOTOBKU U MPOBEAEHUsI KaIpOBOrO ay IUTa,;

13. OnTuMu3aumss paboOTBI € KaAPOBBIMH JOKYMEHTAMH TIOCPEACTBOM pa3padOTKH U
BHEJIPEHUS JIOKAJIbHONW TOKYMEHTALUH,

14. IIpoekTupOBaHUE 3JIEMEHTOB KOPMOPATUBHON KyJbTypbl Ha mpumepe HMHcTpykuuu o
BEJIEHUHU [€JI0BON MEPEUCKY,

15. IIpoeKT 3JEeKTPOHHOrO apxXuBa OPraHU3ALMU HA MPUMEPE JIMYHBIX AeJl OTYUCIEHHBIX
CTYZI€HTOB;

16. TexHomorusi CoO3AaHMsI MOKYMEHTALIMU MO MATEPUATBHO-TEXHUYECKOMY OOeCIeUeHHIO
(YHKIIMOHMPOBAHUS APXHBA;
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17. OnTuMuzamysi KaapoBOro AENONPOU3BOACTBA MOCPEACTBOM Pa3padOTKU U BHEIPEHHS
JIOKQJIbHOM TOKYMEHTALMU B AEATEIbHOCTH OPTraHU3aLUH,

18. CrniocoObl U cpeacTBa ONTUMHU3ALNN MTPOBEACHHS SKCIIEPTU3bI [ICHHOCTH TOKYMEHTOB B
apXuBe;

19. TexHonOrUsT MNOPOEKTUPOBAHUS MJOKYMEHTALUU IO CO3JAaHUI0 M PerjlaMeHTalHuu
NEATEIbHOCTH apXUuBa,

20. KagpoBoe AeNOmpOM3BOACTBO TOCPEACTBOM paspabOTKH W BHEAPEHHUS JIOKATBHOMN
JOKYMEHTALUH B AEATEIbHOCTH OpraHU3aLuH,

3.3 CtpyKkTypa U conepkaHue AUIIIOMHON paboThL

CtpykTypa IUIIOMHOI padoThl:

- TUTYJIbHBIH JIUCT, MOANNUCAHHBIN CTYIEHTOM U PYKOBOAUTENIEM,

- 3aJJaHKAE Ha JTUIUIOMHYIO paboTy

- COAepKaHHUe,

- BBE/ICHUE;

- OCHOBHasl 4YaCTb. TEOPETUYECKAs YaCTh, IPAKTHUECKAs YacCTh;

- 3aKJIFOYEHHE, PEKOMEH AU M0 UCTIOJIb30BAHUIO MOy YeHHBIX PE3YJIbTATOB,

- CITUCOK UCIOJIb3YEMBIX UICTOYHHKOB;

- TIPUJIOXKEHMUSI.

TpeOoBanust k comepskaHUo, 00BEMy U CTPYKType NHUILUIOMHON paboThl OompeneneHbl B
MeToanuecKkux peKOMEHIAUUAX MO MOATOTOBKE, O(POPMIICHHIO U 3alIUTe TUIUIOMHON PaloThI
no cnennanbHocTh 46.02.01 JlokyMeHTaIMOHHOE obecrieueHne YIpaBiIeHNUsI U apXUBOBEICHUE.

3.4. Tlopsimok OIIEHKU Pe3yIbTaTOB AUILIOMHON paOOTHI.

TpeboBaHus K TUILIOMHBIM paboTaM:

JumnoMHele  paboOThl JOJKHBI HMEThb AaKTyaJlbHOCTb, HOBU3HY M NPAKTUYECKYIO
3HAYUMOCTb. BhINONHEHHAsT TUITJIOMHAst padoTa B LEJIOM AO0JKHA COOTBETCTBOBATH BHITAHHOMY
PYKOBOOUTENEM 3a[aHUI0; BKJIOUATh AHAJIW3 HMCTOYHHKOB MO TeMe ¢ O00OOIeHusAMH U
BBIBO/IAMH, COIIOCTaBJICHUSMU W OLCHKOH pPAa3JIMYHBIX TOUEK 3PEHUs, MPOAEMOHCTPHPOBATH
TpeOyeMblii ypOBEHb MOATOTOBKH BBINYCKHHKA, €r0 CIOCOOHOCTh M YMEHHE IPHMEHSTh Ha
NPaKTUKE OCBOCHHbIE 3HAHUS, YMEHHUs, oOumme U mnpodecCHOHAIbHBIE KOMIIETEHIIMH B
cootBercteuu ¢ PI'OC CIIO.

3.5 TopsimoK OIEHKH 3alIUThl AUTLIOMHOTO TIpoeKkTa (paboThr).

Kpurepuem oreHMBaHUS 3alIUTBl JUILUIOMHBIX pabOT SBIAETCS YPOBEHb 3HAHHH
BBIITyCKHUKA B PaMKaX BBIOPAHHOH TeMbI, CPOPMHUPOBAHHOCTD €0 MPOPECCHOHATBHBIX YMEHHH
U HaBBIKOB. Pe3ynbTaThl 3alIUThl JUINIOMHBIX pabOT OLIGHUBAIOTCS C MPOCTABJICHUEM OIHOW U3
oTMeTOK: "oTnmyHO", "xopowo", "yIOBJeTBOpPUTENBHO", "HEyJOBIETBOPUTEIbHO" U
OOBSIBJIIFOTCS B TOT K€ JIEHb Mociie o(pOpMIIEHUS MPOTOKOJIOB 3acenanuii [ DK.

[Ipu onpeneneHnN OLIEHKH 1O 3aIMUTE JUTUIOMHBIX pabOT yUUTHIBAIOTCS:

- Ka4eCTBO yCTHOTO JIOKJIaa BBITYy CKHUKA,

- cBOOONTHOE BIIa/IEHNE MaTEPHAIOM AUILIOMHOH paboTh,

- ryOrHA M TOYHOCTh OTBETOB Ha Bompockl I DK,

- OT3BIB PYKOBOIUTEIS M PELICH3USI.

Kpurepun onieHMBaHUS 3aIUThI TUIIJIOMHBIX PadoT:

«OTINYHOY» BBICTABISETCS 32 CIECAYIOLIYIO TUILUIOMHYIO padoTy:

- paboTa HOCHUT HCCIIEIOBATEIbCKUI XapakTep, CONEPKUT TIPAMOTHO H3JIOKEHHYIO
TEOpeTUUEeCKy0 0a3y, riyOOKuil aHanm3 mnpoOsieMbl, KPUTHYECKHH pa3bop IesTeTbHOCTH
OpPTaHU3aLlH, XapPaKTePU3yeTCs JIOTMYHBIM, IIOCJIENOBATEIbHBIM H3JIOXKEHHEM MarepHuaja ¢
COOTBETCTBYIOLIUMH BBIBOJAMH U OOOCHOBAHHBIMHU MPEAJIOKEHHUSIMH,



- IMEET MOJIOKUTEIIbHBIE OT3bIBBI PYKOBOAUTEINS U PELICH3CHTA,

- TIpH 3aIuTe pabOTHI CTYASHT MOKA3bIBAET TIyOOKHE 3HAHUS BOMPOCOB TEMBI, CBOOOIHO
ONEPHPYET MAHHBIMU HCCIICAOBAHUS, BHOCHUT OOOCHOBAaHHBIC MPEUIOKEHHUS MO YJYULICHHUIO
NOJIOKEHHsI OpraHm3auuy, 3GQEeKTHBHOMY MHCIOJNB30BAHUIO PECYpPCOB, a BO BpeMs HOKJIaia
UCTIONB3YeT HarJsAHble 1MocoOust (Tabmuiel, cxembl, rpadukd U T. 1) WM Pa3AaTOYHBINA
MaTepHuall, JIETKO OTBEYAET Ha MTOCTABJICHHBIE BOIIPOCHL.

«XOpOLIO» BBICTABIISIETCS 3a CIEAYIOIIYIO IUIIJIOMHYIO PadoTy:

- paboTa HOCHT HCCIIENOBATENbCKUII XapakTep, COAEPXKUT TIPAaMOTHO H3JIOXKEHHYIO
TEOPETUYECKYIO0 0a3y, MOCTATOYHO MOAPOOHBIM aHANM3 MPOOJNEMBI U KPUTHUECKUH pa3dop
IEATeNIbHOCTH OPTaHM3alNM, XapaKTepU3yeTCsl MOCIEAOBATENbHBIM H3JIOKEHUEM MaTepuaia C
COOTBETCTBYIOLIUMH BBIBOJAMH, OJJHAKO C HE BIIOJHE 0OOCHOBAHHBIMH MPEJIOKEHUSIMUY,

- IMEET TMOJIOKUTEIbHBIN OT3bIB PYKOBOIUTENS H PELIEH3EHTA,

- NpH 3alIUTe CTYAEHT IIOKA3bIBAET 3HAHUS BOIIPOCOB TEMBI, ONEPUPYET NAHHBIMHU
UCCIICIOBAHUS, BHOCUT TMPEUIOKEHUS IO YJIYUYLUIEHUIO JAEATENbHOCTH OpTaHU3alHH,
3¢ $eKTUBHOMY HCIIOJIB30BAHHUIO PECYPCOB, BO BPeMsl JOKJIaa UCIIONB3YeT HArJIAAHbIE ITOCOOUS
(Tabmupl, cxembl, rpaduKH U T. 1) WIK pa3naTo4YHbI Matepuan, 0e3 ocoObIX 3aTpyAHEHUH
OTBEYAET HA MOCTABJICHHBIE BOITPOCHL.

«Y IOBJIETBOPUTENILHOY BBICTABIISIETCS 3a CIEAYIOINYIO TUIJIOMHYIO padoTy:

- HOCHUT HCCIIeJOBATENIbCKUH XapaKTep, CONEPKUT TEOPETUUECKYIO IaBy, Oa3upyercs Ha
NPAaKTUYECKOM MaTepuaie, HO OTJIMYAeTCs MOBEPXHOCTHBIM AaHAIM30M U HEJOCTATOYHO
KPUTHYECKMM  pa30dopoM  AESTEeNbHOCTH  OpraHM3alid, B  HEH  MPOCMaTpHBAETCS
HEeTIOCJIeOBATEIbHOCTD H3JIOJKEHUSI MaTepHralia, IPEeCTaBIeHbl HEOOOCHOBAHHBIE MTPEAJIOKEHNUS,

- B OT3bIBaX PYKOBOJAUTEJNS M PELIEH3EHTa UMEIOTCS 3aMEUaHHS 10 COAEPIKAHUIO padboThI
U METOZIUKE aHAJIN3A,

- TIpH 3aIIHUTE CTYACHT MPOSIBIIIET HEYBEPEHHOCTD, MIOKA3bIBAET cl1adoe 3HaHNE BOMPOCOB
TEMBI, HE €T MOJHOTO, apTYMEHTHPOBAHHOT'O OTBETA HA 3aJJaHHbIE BOIPOCHL.

«HeynoBieTBOPUTEIbHOY BBICTABIISAETCA 32 CIAEAYIOLIYIO TUIUIOMHYIO paboTy:

- He HOCHT HCCIIEIOBATENILCKOTO XapaKTepa, HE COAEPXKUT aHAIN3a U MPAKTHUECKOTrO
pa3bopa neATeNnbHOCTH OPTaHU3aLMH, He OTBeUaeT TPeOOBAHMAM, U3JIOKEHHBIM B METOJUUECKUX
yYKa3aHUSX;

- HE UMEET BBIBOJIOB JINOO OHU HOCST JEKJIAPaTUBHBIA XapakTep,

- B OT3bIBAX PYKOBOAMTENS W PELEH3EHTA HMEIOTCA CYLIECTBEHHBIE KPUTHYECKHE
3aMEYaHus;

- MIPH 3aLIUTE CTYACHT 3aTPYIHSIETCS OTBEYATh HA MOCTABJICHHBIE BOIPOCHI MO TEME, He
3HaeT TEOPUHM BOMNPOCA, NPU OTBETE J[OMYCKAeT CYIIEeCTBEHHbIE OIIMOKM, K 3aIlIUTE He
MIOJTOTOBJICHBI HATJISIIHBIE TOCOOUS MITH Pa3aTOYHbIA MaTepHall.



