POCCUMCKAS ®EJEPALIAI
IIPABUTEJILCTBO KAJIMHUHI PA JJCKOM OBJIACTH
MUHUCTEPCTBO OBPA30OBAHUSA
I'OCYJIAPCTBEHHOE BIOJ)KETHOE VUPEXJIEHUE KAJIMHUHIPAJICKOI OBJIACTU
OBUIEOBPA30OBATEJIBHASI OPTAHU3ALIW A 1J1 OBYUAIOIINUXCS, BOCITMTAHHUKOB C
OI'PAHMYEHHBIMU BO3MOXHOCTAMU 3JOPOBbA «KAJIMHUHI'PAZICKAS CPEJAHAA
OBUIEOBPA30OBATEJIbHA S IKOJIA-UHTEPHAT»
(I'bBY KO «IlIkomna — uHTEpHATY)

4 )
AOKYMEHT MoarmncAH
OQNIEKTPOHHOW NOAMNCbIO
«YTBEPXJIAKO»
Ceptucbukar: 6683FA0000319B6FF014372396F22730 Hupexrop I'bY KO
Bnapeneu: Yykanb TatbsiHa BayecnaBoBHa I

[levicTBuTeneH: ¢ 27.03.2023 [0 19.06.2024 «LLIKOJIa — MHTCPHAT»
L ) T.B. Uykanb
« _» 2023 r

OCHOBHAA ITPOTPAMMA
poecCHOHATEHOTO 00yUYeHUS
o npoeccun «CekpeTapb-aIMUHHCTPATOP

[Tpodeccus — «Cexperapb-aAMUHUCTPATOP)»
Tpynoemkocts — 1380 yacoB

Kanununrpan

2023 1.



PABOYA S ITPOTPAMMA VUEBHOU JIUCLIUITJIMHEI
OI1.01 ITPABOBBIE OCHOBBI AEJIOITPOU3BO/ICTBA B OPTTAHU3 AL

1.1. OobaacTb npuMeHeHusi padoueii MPoOrpaMmmbl

PabGouass mporpamMmma ydeOHOW AWCIUIUIMHBI SBISETCA YacThlO MPOTPaMMBI  I10
crienuaibHOCTH «CeKpeTapb-aIMUHUCTPATOPY.

1.2. MecTo y4yeOHOI AUCHUIIMHBI B CTPYKTYpe NMPOrpaMMbl MOArOTOBKH: YUcOHAs
JTUCITUIIMHA BXOAMT B 00IIENPOGECCHOHATBHBIN ITUKIL.

1.3. Heaum wm 3amayM JAUCUMILIMHBI — Tpe0OBaHMS K pe3yjabTaTaM OCBOEHHS
JHUCIUTLTHHBI

B pe3ynbpTaTe 0CBOCHHS AUCITUIUIMHBI 00YYArOITUICS JOJIKEH YMETh:

—aHaJIM3UPOBaTh, TOJIKOBATh M MPABUILHO MPUMEHSTH MPaBOBbIC HOPMBI, MPUHUMATh

pElIeHUs U COBEPILIATH IOPUIUYECKHUE IEUCTBHS B TOUHOM COOTBETCTBHH C 3aKOHOM;

—o(hOopMIIATE TOKYMEHTHI B COOTBETCTBHU C TPEOOBAHHUSMH TPaKIAHCKOTO, TPYAOBOTO

3akoHojarenbeTBa Poccuiickoit ®enepauvi U JIOKAIbHBIMA HOPMAaTUBHBIMU aKTaMH

OpraHU3aIlNH;

B pe3ynbraTe 0CBOSHUS NUCHIUTUTHHBI 00yJaIONTUIICS TOJDKEH 3HATH:

—OCHOBHBIC TTPHUHIIUIIBI OPTaHU3AINHU JEIOTPON3BOICTBA U JOKYMEHTOO0O0POTA;

—OCHOBHBIC TTOHSTHSI JOKyMEHTAITMOHHOTO 00ECIICUeHUs yIIPABICHIS;

—TMpaBuiia OpraHu3anuu pabodero MecTa JeJI0NPOU3BOIUTEINSL.

1.4. KomndyecTBO 9acoB, OTBEICHHOE HA OCBOCHHE ITPOTPAMMBbI y4€OHOU TUCITUTITHHBI
MakcuMasbHasi yuyeOHasi Harpyska cryaeHTa -30 JacoB, B TOM 4uCle: 00s3aTelibHasi ayJIuTOpHAs
ydeOHast Harpy3ka - 30 gacos.

2. CTPYKTYPA U COJAEP)KAHUE YUYEBHOM JUCHUIIJINHBI
2.1. OO0BbeM yueOHOM TUCITUTIITUHBI M BUIBI YI€OHOU paOOTHI.

Bun yue6Hoii pabotsr O6bem yacos

MaxkcuManpHas yaeOHast Harpyska (BCero) 30

OO6s3aTenbHas yueOHast Harpy3ka (BCero) 30




2.2 TemaTu4yeckuil IVIaH U colepPKaHue YUeOHOM TN CHUIIIMHBI

HanmeHnoBanue Conep:kaHue y4eOHOr0 MaTepuaJia, 1ad0paTopHble U MPaKTHYECKUE PadoThl, Oo0be |[Ypose Konwbi
pa3aesioB U TeM CaMOCTOsITeJIbHAsA padoTa 00y4aroUuxcs. M Hb KOMIIeTeH Ui,
4acoB (0CBOeH | ()OpMHPOBAHU
ust 10 KOTOPBIX
CIoCco0CTBYET
3J1eMeHT
NPOrpaMMbI
1 2 3 4 5
Tema 1 HopmaTtusHubie (CoaepskaHue y4eOHOI0 MaTepuaJia
MPABOBBIE AKTHI,
oTIpe eSO JIOKYyMEHT U €ro MeCTO B CUCTEME yIIpaBJIeHUs. JJOKYMEHTOBEIEHUE KaK IUCLUILINHA OK 2-OK 6
HOPATIOK U €€ CBA3b C JPYrMMHM JAMCHMITIMHAMH. 3aKOHOJATEIbHBIE IPaBOBBIE aKTHI,
oKyMeHTarmoRHoro  [PCTTAMEHTHPYIOIME  CO3/IaHue M oopmieHne  JOKYMEHTOB. JIOKyMEHTHI
T S—— 0 JIIOTIPOU3BOACTBY, KaJIpaM W apXUBHOMY XpaHeHHI0. OCHOBHbIE (enepaabHble 8 2
3aKOHBI, perynupymoiye AeJ0nporu3BOACTBO. ApXUBHOE JIETIOTPOU3BOJICTBO.
®denepalibHOE ApXUBHOE ar€HTCTBO.
Conep:kaHue y4eOHOr0o MaTepuaJia
Tema 2. HopmatusHo-
METOIUICCKIE HopmaTuBHO-METOIMYECKHE aKThl, ONIPECIISIFOIITNE MOPSAA0K CO3MaHus U opopMIIeCHUS OK 2-OK 6
ITOKYMEHTBHI, TTOKYMEHTOB. CranpapTsl. NHcTpykunu. HucTpykuus o
OTIpeeIoNne NEeNIONPOU3BOACTBY.  TpeOOoBaHMS K  JOKYMEHTHPOBAHMIO  YIpPaBICHUYECKOMN
MOPSIOK NESTEIIBHOCTH U OpraHu3aluu paboThl c JIOKyMEHTaMU 8 2
TOKYMEHTAIlMOHHOTO B J€JIONPOU3BOACTBE I'OCYAAPCTBEHHBIX OPTaHNU3ALMN
oOecrieueHus
YIIpaBICHUS

Conep:kaHue y4eOHOr0o MaTepuaJia




Tema 3 Cayx0a Ienonporu3BOCTBA B OPraHU3aLUU. DIEMEHThI OPraHU3aMOHHON CTPYKTYPHI OK 2-OK 6
YIIpaBIECHUS.

Ctpykrypa OpraHu3aliOHHO-TIPABOBbIE (POPMBI IPEATIPUATHI

OpraHu3alui,

PYKOBOJCTBO 8

CTPYKTYPHBIX

Mopa3/ieICHHH,

BEZIOMCTBEHHbBIE

NTOKYMEHTBI

Tema 4 Cuctema Conep:kaHue y4eOHOr0o MaTepuaJia 4

NTOKYMEHTaLuU
Cucrtema JOKYMEHTAaLUU. YHuduuupoBaHHast cucremMa JIOKYMEHTaLUH.
YHupUIMpoBaHHBIA JOKyMeHT. Y HuuimpoBanHas dopma. Equnas rocygapcTBeHHasd
cuctema  genomnpousBonctea (EI'CJ]). Eawnas  rocymapcTBeHHas  CHUCTEMA
nokyMeHTarmonHoro obecrnieuenus ynpasienus (ET'CHOY): npuumHbl ee co3maHusl.
OCOOCHHOCTH TNPUMEHEHHUS TOJOXeHHH EMMHONH rocynapCTBEHHOM — CHUCTEMBI
NEJIONPOU3BOJCTBA B OTPacisiX 5 HApOJHOTO XO3SICTBA: HAa MPENNPUITHSX, B
OpraHM3alMsIX U YUpexAeHUAX. THCTpyKIUS 10 JOKYMEHTUPOBAHUIO YIPABJIEHYECKON
nesrenbHOCTH. CTaHIapTU3aLMs B CUCTEMaX JEJIONPOU3BOICTBA.
Hroro 30

- Jlns XapaKTepUCTUKU YPOBHS OCBOCHUS YI€OHOTO MaTepHata UCIOJIb3YIOTCS Cieaytone 0003HaueHus: | — 03HaKOMUTEIbHBIH (y3HaBaHUE paHee
M3YYEHHBIX 00BEKTOB, CBOMCTB);

- 2 — penpoyKTUBHBIN (BBIIOJIHEHUE AEATEILHOCTH 110 00pa3Ily, MHCTPYKIIUHU UJTH MO PYKOBOJICTBOM);



3. YCJIOBUS PEAJIM3AIIMUA PABOYEN ITPOI'PAMMBI YYEBHOM JIUCITUTIIUHBI
3.1. TpeboBaHus K MUHUMAJIBLHOMY MAaTEPUAJIbHO-TEXHUYECKOMY 00ecIeYeHH 0

O6opynoBaHue kabuHeTa:

—pabouee MecTo Ipenoaasarens — 1T,

—KOMIUICKTHI CIIEIUATM3UPOBaHHON Mebenn ydammxcs- 20 yueOHbIX cTonoB, 40 CTynbeB, TOCKa
KJIaccHag- 1T, mpoekTop - 1T, 3kpan-1mrT,

—KOMITBIOTEPHI C YCTAHOBJICHHBIM JIMIIEH3WOHHBIM TIporpaMMHbIM obecrieueHrnemM: OC Windows, MS
Office, 7-Zip , Adobe Acrobat Reader, Comodo Internet Security, Korcynbrant mmtoc, 1C:IIpennpustue, ¢
BBIXOJIOM B c€Th «MIHTEPHET» U JJOCTYIIOM B 3JIEKTPOHHYIO HHPOPMAIIMOHHO-00pa30BaTEIbHYIO CPEy.

3.1. UudopmannoHHoe odecriedeHne 00yUeHUsI

Ilepeuyenn yueOHbIX M31aHnil, UHTepHET-pecypcoB, 10NOJIHUTENbHOMN JTUTEPATYPHI

1. ®enepanbbiii 3ak0H Ne 125-D3 ot 22.10.2004 «O6 apxuBHOM nene B Poccuiickoii denepanuny;

2. ®enepanbubiii 3akoH Ne 53-@3 ot 01.06.2005 «O rocymapcTBeHHOM si3bike Poccuiickoit
denepanuny;

3. ®epnepanbubiii 3akoH Ne 63-D3 ot 06.04.2011 «O6 snmekrponnoit nmoanucu» (IlogrorosieHa
peaaxius JOKyMEHTa ¢ U3BMEHEHUSIMHU, HE BCTYIUBLINMH B CUITY);

4. ®enepanpubiii 3akoH Ne 149-®3 ot 27.07.2006 «O06 wunHdopmanuu, HUHPOPMALUOHHBIX
TEXHOJOTHSX M 0 3amuTe uHpopmanun» (IlogroroBrneHa pemakiusi NTOKyMEHTa C WU3MEHEHHUSMHU, HE
BCTYNUBILKMH B CUITY);

5. ®enepanbublii 3akoH Ne 184-d3 ot 24.12.2002 «O TEXHUYECKOM PETYIUPOBAHUN»
(ITogroToBneHna pegaxkius JOKyMEHTa ¢ U3MEHEHUSMHU, HE BCTYIUBIIUMH B CUITY);

6. IlocranoBnenue IlpaButennctBa Poccuiickoit ®eneparuu Ne 477 ot 15.06.2009 «O6
yrBepxaeHun [lpaBunm penomnpousBoacTBa B (penepalbHBIX OpraHax HCHOJHUTENBHON  BIACTHY;
[ToctanoBnenne [IpaBurensctBa Poccuiickoit @enepammu Ne 1268 ot 27.12.1995 «O6 ymopsimoueHun
W3TOTOBJICHHSI, WCIIOJIb30BAHUS, XPAaHEHUS W YHUYTOXKCHHS TedaTel W OJaHKOB C BOCIPOW3BEICHUEM
TlNocynapctBennoro rep6a Poccuiickoit @enepamnmmy;

7. Ilpuka3z PocapxuBa Ne76 ot 23.12.2009 «O06 yTBepkaeHUN MeTOIMUeCKUX peKOMEHIAIMN 110
pa3zpaboTKe HHCTPYKIUH IO JEIOMPOU3BOACTBY B (hefiepalbHBIX OpraHaxX UCIIOJHUTEIBHON BIACTHY;

8. TTOCT P 50922-2006. 3amura nadpopmaruu. OCHOBHBIC TEPMUHBI M OTIPECIICHHUS.

4. KOHTPOJIb 1 OIIEHKA PE3YJBTATOB OCBOEHHW A YUEBHOM JAUCIUILIAHBI

Pe3yabTarsl 00yyeHus (0CBOCHHbIE YMEHUSA, Pe3yabTarsl 00yyeHus (0CBOCHHbIE YMEHUSA,
ycBOeHHbIE 3HaHUS1) DOpPMBbI U METObI yCBOeHHbIE 3HAaHUS1) DOPMBI U METOIbI KOHTPOJIS
KOHTPOJISI M OLIEHKH Pe3yJIbTATOB 00y4eHus! U OLIeHKH pPe3yJibTaTOB 00y4eHHs

COJIep>KaHUsl U HA3HAUCHUS BaKHEHIIINX CoJiep>KaHusl M HA3HAUEHUS BaKHEHIIINUX MPABOBBIX U

IMPAaBOBLBIX U 3aKOHOJATCIIbHBIX aKTOB MUPOBOI'O 3aKOHOAATCJIbHBIX aKTOB MHUPOBOI'0 1
" pEruOHaJIbHOI'0 3HAYCHHA, MECTA U POJIM IIpaBa | PETHOHAJIBHOT'O 3HAYCHUA, MECTA U POJIM IIpaBa B

B rocyaapcte; [loaroroka coobuieHui, rocynapctse; [loaroroBka cooOIeHui, T0KIa/10B,
JOKJIa10B, KOMIIBIOTEPHBIX ITPE3EHTALIUMN. KOMIIbIOTEPHBIX IIPE3eHTalnN. BoinonHnenue
BrinosiHeHne qoOMalIHUX 3a1aHUH, JOMAITHUX 33JJaHUH, MPAKTUIECKUX PaboT.

MPAaKTUYECKUX padoT.

COLIMAIbHBIX M 5KOHOMHUYECKHX HAYK, COLIMAJIBHBIX M 5KOHOMHUYECKHX HAYK,
WCIIOIb3YEMBIX MPU PELICHUU COLUATBHBIX U UCIOJIb3YEMBIX TIPU PEIICHUU COLUATBHBIX U
npodeccuoHaNbHBIX 3a7a4; [loaroroBka npodeccuoHaNbHBIX 3a1a4; [loaroroBka
COOOIICHUH, TOKJIaIOB, KOMITBIOTEPHBIX COOOIIECHUH, TOKJIaIOB, KOMITBIOTEPHBIX

Mpe3eHTaluii. BellloTHEHHe TOMAIIHUX 33JJaHui, | Mpe3eHTali. BbInogHeHe TOMalIHUX 3a/IaHHi,
MPaKTHYECKUX padoT. MPaKTHYECKUX padoT.




OCHOBHBIX TTos10)keHuil Konctutymuu P®;
IToaroroBka cooOIIECHNH, TOKIIAI0B.
Brinonnenue goMaiiiHero 3aiaHus,
MPAaKTUYECKUX padoT.

OCHOBHBIX TTos10)keHuil Koncturymuu P®;
IToaroroBka cooOIIeHNH, NOKIan0B. BrImonHeHne
JIOMAITHETO 3aaHUs, TPAKTHIECKUX PadoT.

OCHOBHBIX METOJ/IOB U CPEACTB HAKOIUICHUS
opuanieckoil napopmanuu; Beimonnenue
JOMAITHUX 33JJaHUH, MPAKTUIECKUX PaboT.
[ToaroroBka cOOOIICHUH, TOKIAA0B. METOIUKH
MIPUHATHS PEIICHUH C y4eTOM TpeOOoBaHUM
3aKoHOJaTeNbCTBa; IloAroToBKa COOOIIEHNH,
JOKJIaJ10B, KOMIIIOTEPHBIX MTPE3EHTALINMN.
Brinonnenue npakTuyeckux pador.

OCHOBHBIX METOJ/IOB U CPEACTB HAKOIUICHUS
opuIn4eckoil napopmarnuy; Beimonnenue
JOMAITHUX 33JJaHUH, MPAKTUIECKUX PaboT.
[ToaroroBka cOOOIICHUH, TOKIAA0B. METOIUKH
MIPUHATHS PEIICHUH C y4eTOM TpeOOBaHUM
3aKoHOJaTeNbCTBA; IlonroToBKa COOOIIEHNH,
JOKJIaJ10B, KOMIIIOTEPHBIX MTPE3ECHTALINMN.
Brinonnenue npakTuyeckux pador.

BBISIBISITH B3aHMOCBSI3b PETHOHATBHBIX, MUPOBBIX
COIMAIBHO-YKOHOMHYECKHUX,, MOJTUTHICCKUX U
KyJIbTYpHBIX ITpo0iemM; [ToaroToBka cooOIeHnH,
JOKJIaJI0B, KOMITBIOTEPHBIX MPE3CHTAIHH.
BeimonHeHue qomMarnrHero 3a1aHus,
MPAaKTUYECKUX padoT.

BBISIBISITH B3aHMOCBSI3b PETHOHAIBHBIX, MUPOBBIX
COIMAIBHO-YKOHOMHYECKHUX,, MOJTUTHICCKHX U
KyJIbTYPHBIX ITpo0iemM; [ToaroToBka cooOIeHnH,
JOKJIaJJ0B, KOMITBIOTEPHBIX MPE3CHTAIHIH.
BeimonHeHue qoMairHero 3a1aHust, TPaKTHYSCKUX
pa0or.

OTIPEIEIISATH OPTaHU3AIIMOHHO-TIPABOBBIC (hOPMBI
opranu3anuii. HaxonuTe u ucnoap30Bath
HE0OXOIUMYIO FOPUIUIECKYI0 HH(OpMAIIHIO;
IToaroroBka cOOOIICHMH, JOKIAIOB,
KOMIIBIOTEPHBIX Mpe3eHTali. BoinosHenne
JIOMAITHETOo 33aHUs, TPAKTUUYECKUX padoT.

OTIPEEIISATH OPTaHU3AIIMOHHO-TIPABOBBIC (hOPMBI
opranu3anuii. HaxonuTe u ucnoap30Bath
HEO0OXOIUMYIO FOPUIUIECKYI0 HH(OpMAIIHIO;
IToaroroBka cOOOIICHMH, JOKIAI0B,
KOMIIBIOTEPHBIX Mpe3eHTali. BoinosHeHne
JIOMAITHETOo 33aHUs, TPAKTHUYECKUX padoT.

3alUIIaTh CBOM MpaBa B COOTBETCTBHUH C
IpaXIaHCKUM, IPaKAAHCKO-TIPOLIECCYaTTbHBIM U
TPYIOBBIM 3aKOHOAaTeIbCTBOM; [loaroroBka
COOOIIEHNH, TOKJIAZI0B, KOMITBIOTEPHBIX
Mpe3eHTalni. BeITOIHEHNE TOMAIIIHETO
3a/laHusl, IPAaKTUYECKUX PadoT.

3alUIIaTh CBOM MpaBa B COOTBETCTBUH C
rpakIaHCKUM, TPAKIaHCKO-TIPOLECCYaTbHBIM U
TPYAOBBIM 3aKOHOAATEILCTBOM; [loaroroBka
COOOIICHUH, TOKJIaZI0B, KOMITBIOTEPHBIX
Mpe3eHTalni. BbITOMHEHE TOMAIIIHETO 3a1aHU,
MPAKTUYECKUX padoT.

3¢ HEKTUBHO UCTIONB30BaTh HH()OPMAITMOHHBIE
pecypcesr; [TonroroBka cooOmeHui, JOKIaI0B.
Brinonnenue qoManiHero 3aaanus,
MPaKTHYECKUX padoT.

3¢ HEKTUBHO UCTIONB30BaTh HH(OPMAITMOHHBIE
pecypcesr; [ToaroroBka cooOmeHui, JOKIaI0B.
BrinonHenue 1oMamHero 3aanus, IPakTHYeCKUX
pabor.

NpUHUMATh 3(P(EKTUBHBIC PEIICHUS C YUETOM HX
opuaAnYecKuX nocneactsuit; [logroroska
COOOIIEHMI, TOKJIaA0B

NpUHUMATh 3(P(HEKTUBHBIC PEIICHUS C YUETOM HX
IOpUANYEeCKHX nocneactsuil; [logroroska
COOOIIEHMI, TOKJIa0B

YBEPEHHO OPUEHTHUPOBATHCS B YCIOBHSIX
MTOCTOSTHHO M3MEHSIONICHCS TIPaBOBOM 0a3bl.
[ToaroToBka KOMIIBIOTEPHBIX TPE3CHTAIIUMN.
BrinmonHenune nomaiiHero 3agaHusl.

YBEPEHHO OPUEHTUPOBATHCS B YCIOBHUIX MOCTOSHHO
M3MEHSIOIIEeHCs mpaBoBo 0a3bl. [loaroroska
KOMIBIOTEPHBIX Mpe3eHTalui. BoinosHeHne
JIOMAIIHETO 3aaHHUs.




Pe3yabTaTsl
O0CBOCHUA
nporpammbiPesyn
bTATHI (OCBOCHHbIE
o0mme
KOMIIETEHIIMH)

OcHOBHBIE MOKA3aTeJH OLleHKH
pe3yJbTara

®opMbI U METOABI
KOHTPOJIA U
OIlEHKH

[ToHuMaTh CymHOCTb U
COLMAJIBHYIO 3HAYMMOCTb CBOEH
Oynymieit mpodeccun, mposBIATH
K HEH yCTOMYMBBIN MHTEPEC.

- IEMOHCTpAIIHs HHTEepeca K Oyaymiei
npodeccuu B IpOIECce OCBOCHHUS
o0pa3oBaTenbHOI MPOrpaMMbl, Y4acTHs
B HOVY, ommmmmanax
npodeccCHOHATLHOTO MacTepCTBa,
dbecTuBaNIAX, KOH(EPCHIIHSIX.

OpraHu30BBIBaTH COOCTBEHHYIO
JESTEILHOCTD, HCXO/ISI U3 LIEH U
CIIOCOOOB €€ JOCTHKCHUS,

OIPEACIICHHBIX PYKOBOIUTEIIEM.

- 000CHOBaHUE BBIOOpA ¥ IPUMEHEHUS
METO/IOB M CIIOCOOOB pelIeHUs
npodecCHOHANBHBIX 3a7a4, HCXOIS U3
LIEJIA ¥ CIIOCOOOB €€ JOCTIIKCHUS,
OIMPCACIICHHBIX PYKOBOAUTCIICM,

- IeMoHcTpanus 3pPpeKTUBHOCTU U
Ka4eCTBa BBIITOJTHECHUSI
npoecCHOHANBHBIX 3a]1a4.

AHanu3upoBath pabouyro
CUTYaIIUIO, OCYIIECTBISATh
TEKYIUN U UTOTOBBIM KOHTPOJIb,
OLIEHKY U KOPPEKIIUIO
COOCTBEHHOH JIE€ITEILHOCTH,
HECTH OTBETCTBEHHOCTH 32
pe3yabTaThl CBOCH PaOOTHI.

-JIEMOHCTpAIUS CTIOCOOHOCTH
aHAJM3UPOBATH pabOUYIO CUTYAIIHIO,
OCYLIECTBIIATh TEKYIUNA U UTOTOBBII
KOHTPOJIb, OLIEHKY U KOPPEKLIUIO
COOCTBEHHOM JEATENbHOCTH, HECTU
OTBETCTBEHHOCTb 3a PE3YJIbTATHI

CBOEH paboThI

OcyiecTBISITh MOUCK
nH(}OopMau, HeOOXOTUMOM IS
3 PEKTUBHOTO BBHIMIOJHEHUS
poeCCHOHAIIBHBIX 3a]1a4.

- HaXOKJICHHUE U UCTIOb30BAaHUE
nHpopMmanuu 11t 3PHEKTHBHOTO
BBITTOJTHEHUS MTPOPECCHOHATBHBIX 33129

Hcnonb3oBath HHPOPMAITHOHHO-
KOMMYHHUKAIIHOHHBIC TEXHOJIOTHUH
B NMPOECCUOHATHHOU
JeATELHOCTH.

| IeMOHCTpaIHs HABBIKOB
MCIOJIb30BaHUS HH(OPMALIMOHHO-
KOMMYHHMKAIIUOHHBIX TEXHOJIOTUH B
npodeccnoHalbHOM 1eATeNbHOCTH

PaGoTaTe B KOMaHe,

3¢ pexTUBHO 00MIATHCS C
KOJUIETaMH, PyKOBOJICTBOM,
KIIMEHTaMU.

- B3aUMOJICUCTBHE C CTY/JCHTaMH,
NperoaBaTeIsIMUA K MACTEPaAMHU B XOJ1€
oOyueHus

HaGmonenue u
OIICHKA
JIOCTHKCHUH,
CTyJEHTa Ha
MPaKTUYECKUX
3aHATHUAX, y4EOHOM
u
IIPOU3BOJACTBEHHOM
MPAKTHKE




VIcriofTHATh BOMHCKYIO - IEMOHCTpAITUs TOTOBHOCTH K
00513aHHOCTB, B TOM YHCJIC C HCIIOJTHEHUIO BOMHCKOM 00SI3aHHOCTH
MMPUMCHCHUCM IMMOJTYYCHHBIX
npodhecCHOHALHBIX 3HAHUN (1S
IOHOIIIEH).

PABOYA S ITIPOTPAMMA VUEBHOU JIUCLIUITIJIMHEI
OI1.02 KOHOUJEHIINAJIBHOE JEJIOITPONU3BOACTBO. 3AILLIMTA
INEPCOHAJIBHBIX TAHHBIX

1.10071acTh npuMeHeHUus padoyeil MPOrpaMmbl
PaGouast mporpamma yueOHOW AMCHUTUIMHBI SIBISIETCS YaCThIO MPOTPAMMBI TIO CHEIHATEHOCTH
«Cekperapp-aIMUHUCTPATOPY.
1.2 MecTo y4eOHOIi IMCUMIUIMHBI B CTPYKTYpe MNpPOrpamMMbl MNOATOTOBKHU: YueOHas
JUCIUILIMHA BXOAUT B 0011enpodheCCHOHATbHBINA ITUKII.
Iean ocBoeHHsT JMCUMILUIMHBI — (QopMuUpoBaHME y CiymaTeled  KOMIETEHIIUH,
o0ecreunBaOMX MPOPECCHOHAIBHYIO NIEATEILHOCT, B cdepe OpraHu3aluoOHHOTO |
JOKYMEHTAIlMOHHOTO 00ecredyeHusl JAeATeIbHOCTH OpraHu3aluil JIOOBIX OpraHU3alOHHO-
MPaBOBBIX (POPM, O3HAKOMIICHHUE CITyIIaTeIel C OCHOBHBIMU TEOPETUUYECKUMH ACTIEKTaMH.
B pe3ynbrare 0CBOCHUS AUCHUILTUHBI 00y4alOIIUICs JOHKEH 3HATH
—HOpPMAaTHBHBIE MMPABOBBIC AKThI B 00JIACTH OPTaHU3AINH YIIPABICHYECKOH eI TeTbHOCTH,
—OCHOBHBIC TIPABHJIA XPAHECHHUS U 3AIIUTHI CIYKeOHOU HHDOpMAIH.
B pe3ynbraTe 0cBOCHUS AUCHUIUIMHBI 00YyYaIOUIUIICS T0JKEH YMeTh:
-—IIPUMEHITh HOPMATHUBHBIE MTPABOBBIE AKTHI B YIIPABIEHYECKON JESITEIbHOCTH.
OK 1:IToHuMaTh CyIIHOCTH ¥ COIUATIbHYIO 3HAYMMOCTh CBOCH OyayIiei mpo¢eccuu, mposBIISTH
K HEWl yCTOMYUBBIN
OK 2:0Opranu3oBbIBaTh COOCTBEHHYIO JESTEIbHOCTh, BEIOMPATh TUIIOBBIE METOJIBI M CIIOCOOBI
BBITTOJTHEHUS
npogeccHoHaIbHBIX 33/1a4, OLIEHUBATh UX 3()(PEKTUBHOCTH U Ka4eCTBO.
OK 3:IlpuHuMaTh pemieHusl B CTAaHAAPTHBIX M HECTAHAAPTHBIX CUTYAIMSX U HECTH 32 HUX
OTBETCTBEHHOCTb.
OK 4:OcymecTBIaTh HOUCK U UCTIOIB30BaHKHE HHGOPMAITIH, HEOOXOAMMOM 17151 3 PEKTUBHOTO
BBITTOJIHEHUS
npodecCHOHATBHBIX 33/1a4, TPO(PECCHOHANTBHOTO U IMYHOCTHOTO Pa3BUTHSI.
OK 5:Mcnonb3oBath UH(OPMAIMOHHO-KOMMYHUKAIIMOHHBIE TEXHOJOTHH B
npoeCCHOHATBLHOMN IeSITEeIbHOCTH.
OK 9:OpueHTHpOBaTbCcd B YCIOBUSAX YacTOM CMEHBI TEXHOJOTHH B MpoecCHOHATBbHON
NeSITeTbHOCTH.
[IK 1.7:CamocTosiTennbHO paboOTaTh C JOKYMEHTAMH, COJEPKAIUMU KOH(DHUACHIHATBHYIO
nH(pOpMaIIKIO, B TOM YHUCTIE C JOKYMEHTAMH IO JUYHOMY COCTaBY.

PexoMeH1yeMoe KOJIMYECTBO YACOB HA OCBOEHHE MPOTrPAMMBbI MeKIMCIUIINHAPHOTO Kypca:
MaxkcumanbHON yaeOHOM Harpy3Ku ooydaromnierocst 32 4acoB, B TOM YHUCIIE:
00s13aTeNIbHON ayTUTOPHOM yueOHOM Harpy3ku odyuaromierocs 32 vaca.



2.2 TemaTu4eckuii IJIaH U coiepPKaHue YUeOHOM U CIUNIMHbI

HaumenoBanue
pa3aesioB U TeM

Conep:xxaHue y4eOHOI0 MaTepuaJia, JadopaTopHble U MPAKTHYeCKHe Pad0ThI,
caMoCTOsITeJIbHAsI padoTa 00y4arommxcs.

O0Le

4acoB

Ypose
Hb
OCBOCH
ust

Koani
KOMIIEeTeHIIMI,
(popmupoBanu
10 KOTOPBIX
cnocodcTByeT
3J1eMeHT
MPOrpamMMblI

5

Paznen 1. IlousiTue
KOH(UIeHIUATbHOI
uHGopMaAUM U
ITOKYMEHTOB

Conepxanue yueOHOTro MaTepuasa

Tewma 1.1.ITonsTHE ¥ BUIBI KOHGUACHIMATHLHOW HHPOPMAIIUHN, TTOISKAIINE 3aIUTE B
COOTBETCTBHUHM C JEHCTBYIOIINM 3aKOHOAATEIHCTBOM.

N3ydeHne pexkoMeH10BaHHOU auTepaTypsl. CocTaBiieHuE ciioBaps MOHATUH. M3yuenue
®enepanbHOro 3akoHa «O06 nHpopMaIy, HHPOPMAITUOHHBIX TEXHOJIOTUAX U 3aIINUTE
unpopmanun» ot 27.07.2006 Ne 149-D3. CocraBnenue Tadbmuisr «Bums
koH(puaeHManpHOU nHpopMmanuny. M3ydenne [locranosnenus [IpaBurensctBa PO ot
03.11.1994 Ne 1233 «O6 yrBepxkaeHuu [lomosxkeHus 0 TOPsIAKE 0OpAIIEHUS CO CITYKEOHOM
nH(popManreld OrpaHUYEHHOTO PaCpPOCTPAaHEHHS B (peiepalIbHbIX OpTraHax
MCIOJIHUTENIbHOM BiacTuy». Onpeenenne nopsaka J0cTyna K nH(opManuu, CoCTaBIsIoNIeH
pa3nu4HbIe BUJIBI TpodecCHOHaIbHOM TaliHbl. OnpeneneHne BUI0B TOKYMEHTOB U
uHpOpMaIUU, KOTOpasi HE MOXKET OBITh OTHECEHA OpraHu3almell K KoH(pUIeHIIHATbHOMI
uHpOopMaIu

OK 2-OK 6

Tema 1.2. Onpenenenue coctaBa KOHPHUICHINATBHBIX JOKYMEHTOB

Oco6eHHOCTH KOH(UACHITMAIEHOTO IEJIONPOon3BoACTBa. COCTaB KOH(PHUACHIIMAIBEHBIX
NOKyMeHTOB. CTerneHb KOH(pUACHINAIBHOCTH. JIoOKyMeHTHpOBaHHe KOH(PHUICHIINATEHON
nHdopmanuu. besonmacHocTh nenHon nHpopMmaruu. Cpoknu KOHPHUICHITHATHHOMI
nHdopmarnmu. KoMmMmepdeckas 11eHHOCTh HHGOpMAITUH

N3ydeHune pekoMeH10BaHHOM TuTepaTypbl. CocTaBiaeHue ciioBaps TepMUHOB. OripeneneHue

MepeyHsl M3JaBacMbIX OpraHu3aluell KOoH(HIEHIUATbHBIX JOKyMeHTOB. CocTaBieHHE




cxeMbl « [lepedyenb cBeieHmit, coaepKanmx KOMMEPUYECKYIO TailHy». OnpeeneHrne NoOHATHs
KOMMepuecKas IEHHOCTb HH(pOopMaIiu

Tema 1.3. Odopmiienne u ydet HocuTenel KoHpHUISHINAIbHONW HH(POPMAITH 1 TPOESKTOB
KOH(UICHIINATBHBIX TOKYMEHTOB

CocTaBieHre MaKeTa MHCTPYKIIMH IO OPraHU3aIMK U BEACHUIO JEJI0NPOU3BOICTBA
c rpudom "Kommepueckas TaitHa". PazpaboTka MakeTa sxypHasia yueta OyMaskHBIX
HOcuTeNel KOH(pUACHINAIEHOW HHPOPMaLUU

Paznean 2.

Opranusanus
KOH(PUIEHIIHATBHOTO
JeJIONPOU3BOACTBA

Conep:xxaHue y4eOHOT0 MaTepuasia

Tema 2.1. Opranuzanus u JesITeIbHOCTh CITYXO 10 3aIuTe KOHPUICHITHATEHON
nHbopMau

N3yuyeHnne pekoMeH10BaHHOM TuTepaTypsl . KitroueBble BOpOCh! TEMBI: Y pOBHU JOCTYITHOCTH
JNOKyMeHTOB. OO0I1e0CTyIIHbIE JOKYMEHTHI. JIOKYMEHTBI ¢ OTpaHUYEHHBIM J10CTYNIOM. Buibl
taiiH.  KonduaenmumanpHoe  menonpousBojacTtBo.  CymHOCTh  KOH(PHUIACHIIMATHLHOTO
nenonpounsBoacTBa. OpraHuzanuss KOHQHUIEHIHMAIBLHOrO jAenonpousBojacTBa. Cratyc Hu
CTPYKTypa  TOApa3feNeHus  KOH(QHUIEHIMaIbHOro  JesonpousBoicTBa.  DyHKuuu
UCTIOJIHUTEJICH U TOJIb30BaTeNeil KOH(UICHIMANBHBIX TOKyMEHTOB. [lomokeHue o 3amure
KOH(pUIeHIIMaTbHON nH(popMaru. TpeboBaHMs K CITy’)keOHOMY MOMEIICHUIO U OpraHU3aluN
TpynoBoro mporecca. OrmnpeneneHue TMOHATUS M NPU3HAKOB  KOH(UICHLIMAIBHOTO
Jenonpou3BoacTBa. Pazpabotka u 3amonHeHue Tadmuibl « OCHOBHBIE TPEOOBaHUS K BEICHUIO
KOH(UIEHIIMAIBHOTO J1eJI0NPOoU3BoACTBa». CocTaBieHne cXxeMbl «JleaTenbHOCTh OCTOSHHO
JNEHCTByIOImEeH  dKcmepTHOM — komuccum».  CocrtaBieHue — anroputMa  00pabOTKH
KOH(HIEHIIMATIbHBIX JJOKYMEHTOB B OpraHU3alllu.

OK 2-OK 6

Tema 2.2. IloHsATHE ¥ TPUHIIMITBI OPTaHU3ALIMH 3ALIUIIEHHOTO TOKYMEHTO000poTa
N3ydeHne pekoMeH0BaHHOM IuTepaTypsl . KitoueBbie BOIIPOCHI

[TpuHIMTB OpraHU3anuy KOH(PUIESHINATEHOTO ToOKyMeHToo0opoTa. KaHams! yTpatsr
uHpopManuu. 3alUIIeHHbIH JOKYMEeHTo000poT. [TpuHInn n36upaTeIbHOCTH B TOCTaBKE U
ucnonb3oBanuy nHpopmarmu. Ctaanu 06paboTKH KOH(DUICHINATBHBIX T0KYMEHTOB.
ABTOMAaTU3MPOBAHHBIE TEXHOJIOTUU KOH(UICHINAIBHOTO JEJIONPOU3BOCTBA.

Omnpenenenue kaHaJIOB yTpaThl HHPpOpManuu. OmnpeeneHue 1eneil aBToOMaTU3uPOBAHHON




TEXHOJIOTUU KOH(PHUICHIINATHHOTO JICIIONPOU3BOICTBA. 3aoTHeHHE Ta0HIbl «[IpHHITAITBI
OpraHu3aIyy KOH(QUIESHIIMATEHOTO JOKYMEHTO000POTAa.

Pazgen 3. Yuer n Conep:kanue y4eOHOro MaTepuaJia
XpaHeHue
KOH(UICHIHATHHBIX Tema 3.1. Yder koHGUICHIIMAILHBIX IOKYMEHTOB

AOKYMEHTOB [Mopsimok yueTa KOH(DHUICHITUATBHBIX TOKYMEHTOB. OCHOBHO# c1OCO0 3aluThl HHGOPMAITUH.

Ciry>kOb1 KOH(DHICHIIMAILHOTO JIEJI0NPOn3BoAcTBa. O0padoTKa KOHPUACHITHATBHBIX

ITOKYMEHTOB. ABTOMaTU3UPOBAHHBIN y4eT KOHPHUACHITUATBHBIX JOKYMEHTOB. 3a1a4n 2
CIIPaBOYHO- HH(POPMAIIMOHHOTO OaHKa JaHHBIX. KOHTpOJb mpoliecca peructpaunu u
COXPaHHOCTH

HUTorosas arrecraums 3a4et 2
HUroro 32

JUist XapaKTepUCTUKU YPOBHS OCBOEHUS Y4€OHOTO MaTepraa UCIIOIb3YIOTCS ClIeaytoniine 0003HaueHHs: 1 — 03HAaKOMUTENbHBIN (y3HaBaHUE paHee U3yUEHHBIX
00BEKTOB, CBOWCTB);

2 — penpoAYKTUBHBIHN (BBIIOJHEHUE IEATEIBHOCTH 110 00pa3ily, MUHCTPYKIIMH WUJIH MO/ PYKOBOJCTBOM).



3.YCJOBUS PEAJIN3AIIMUA PABOYEM ITIPOT'PAMMBI YYEBHOM
JAUCHHUITJINHBbI

TpeboBaHus K MUHUMAJbHOMY MAaTEPHATbHO-TEXHUYECKOMY 00ecreyeHHI0

OG6opynoBaHue KabuHeTa:

—pabouee MecTO mpernoaaBaresns — 11T,

—KOMIUJIEKTHI CIICIHATU3UPOBAaHHON Mebenu ydanmxcs- 20 yuyeOHbIX cTosoB, 40 CTYNbeB,

Jl0cKa KiaccHas-lmT, mpoekrop - 1mT, skpan-1mr,

—KOMIIBIOTEPHl € YCTAaHOBJCHHBIM JIMLIEH3MOHHBIM MporpaMMHbBIM oOecrieuenuem: OC

Windows, MS Office, 7-Zip , Adobe Acrobat Reader, Comodo Internet Security, KoncynapTanT

mwitoc, 1C:IIpennpusarue, ¢ BbIXOAOM B ceTh «VHTEpHET» W JOCTYNOM B 3JIEKTPOHHYIO

nH()OPMaIMOHHO-00Pa30BATENBHYIO CPEY.

NudpopmanuonHoe odecriedyeHue 00ydeHust
Ilepedyennb yueOHbIX U3nannil, UHTepHeT-pecypcoB, 10NOJTHUTEILHON JIUTEPATYPbI
OcHOBHas uTeparypa:

1. Ky3uenos, 1. H. JlokymeHTanmonHoe obdecrieueHue ynpasiaeHus. JJokyMeHTo000poT 1
Jenonpon3BoACcTBO: yueOHuk U nmpaktukym st CI1O / U. H. Ky3neno. — 3-e u3 ., nepepad.
u non. — M. : UsnarensctBo FOpaiit, 2019. — 462 c. — (Cepus : [Ipodeccnonanbsuoe
obOpazoBanme). — ISBN 978-5-534-04604-5. — Pexum pgoctryma :www.biblio-
online.ru/book/dokumentacionnoe-obespechenie-upravleniya-dokumentooborot-i-
deloproizvodstvo-433861

2. Kopuee, U. K. [lokymenTtanmonHoe obOecrnieueHue ympapieHus + tectsl B OBC :
y4eOHHK W TIPAKTUKYM JJIsl cpeaHero mpodeccuonanproro oopaszosanus / M. K. Kopnees, A.

B. ITmenko, B. A. MamypueB. — 2-e¢ u3a., nepepad. u gomn. — Mocksa : M3naTenscTBo
Opaiit, 2019. — 384 c. — (IlpodeccuonansHoe oopazoBanue). — ISBN 978-5-534-05022-
6. — Texkcr : snexktponnblii // DBC HOpaiir [caiitr]. — URL: https://www.biblio-
online.ru/bcode/438491

IlepeueHb HOPMATUBHO-IIPABOBBIX AKTOB
1. Yronosusii koaeke Poccuiickoit @enepamuu ot 13.06.1996 Ne 63-D3 (¢ uzMm. u gom)//

CobOpanue 3aKOHOJATEIbLCTBA POD.- 17.06.1996, No 25, CT.
2954(URLhttp://www.consultant.ru/document/cons_doc LAW 10699/ (pexum mocrtyma:
CBOOO/THBIHN)

2. Kopekc Poccuiickoit deneparuu 00 aAMHUHHCTPATHBHBIX MPABOHAPYIIECHUSAX OT
30.12.2001 Ne 195-®3 (¢ usm. m gom)//Poccmiickas rasera.- Ne 256, 31.12.2001 (URL:
http://www.consultant.ru/document/cons_doc LAW_34661/(pexum noctymna: CBOOOIHBII)

3. Tpynogoii xonekc Poccuiickoit @enepanuu ot 30.12.2001 Ne 197-D3 (¢ uzm. u gom)//
Poccwuiickas razera.- Ne 256, 31.12.2001 (URL: http://www.consultant.ru/cons/cgi/online.cgi?
req=doc&base=LAW &n=308815&dst=0&rnd=36807C828AD131E9422 A0988D969A922#
06527898726

39042 )

4. 3akoH P® ot 21.07.1993 Ne 5485-1 "O rocynapctBennou taiine" (pea. ot 29.07.2018)/
Poccuiickas rasera.- Ne 182,
21.09.1993/(URL:http://www.consultant.ru/document/cons_doc LAW 2481/ (pexum

JOCTYyTa: CBOOOTHBII)

5. @enepanbHblii 3ak0H OT 29.12.1994 Ne 77-®@3 "OO6 o00s3aTeNbHOM 3K3EMIUIIpE
nokymeHtoB" (¢ m3M. m gom) //Poccumiickas raszera.- Ne 11-12, 17.01.1995(URL:
http://www.consultant.ru/document/cons_doc LAW 5437/ (pexxum mocTyma: cCBOOO HBIN)



6. Ilpukaz MunkyneTypsl Poccun ot 31.03.2015 Ne 526 "OO yTBep>KACHHUU MpaBUI
OpraHM3alH XpaHEHUs, KOMIIJIEKTOBaHUS, yueTa U UCTIOJIb30BaHUS IOKYMEHTOB APXUBHOTO
donna Poccmiickoit denmepanuu U IpPYrUX aApXUBHBIX JIOKYMEHTOB B OpraHax
TOCYJapCTBEHHON BIIACTH, OpTraHax MECTHOTO CaMOYIpaBlIeHUS U opraHu3anusx'//
OdunmanpHplii MHTEpHET- TOpTal TMpaBoBOoM uHMopMmanuu http:// www.pravo.gov.ru,
10.09.2015/ URL:

http://www.consultant.ru/document/cons_doc LAW_185738/57eb8180ct50793¢c90e8617
d19b030e748206 646/ (pexum mocTymna: CBOOOIHBIHN)

4. KOHTPOJIb 1 OLIEHKA PE3YJIbTATOB OCBOEHHWS YUYEBHOMI
JUCHHUIIJINHbI

ILnanupyemsle
pe3yJIbTaThl
00yueHus
Ymernb -IIPUMEHATh HOPMAaTHBHBIE TPABOBBIC AKTHI B YIIPABJICHYECKOU
JESITEIBbHOCTH
3Hatb -HOpPMaTUBHBIC TIPABOBBIC AKThI B O0JACTH OpraHU3alUU

YIIPABIEHYECKOU JEATEILHOCTH;
-OCHOBHBI€ PAaBUJIa XPAHEHUS U 3aIUTHI CIIyeOHOW HH(OpMaLIUH.

Vet . OpTraHU3aIH JOKYMEHTAIMOHHOTO 00eCTIeueHHs YIIPaBICHUS U
[IpakTrueckuit
(GyHKIITMOHUPOBAHMSI OpraHU3alun
OIIBIT
[Tnanupyembie OK1,0K2,0K 3, 0K 4, OK 5, OK 9,
pe3yabTaTh
OCBOECHUSA

obpazoBarensHoii | [IK 1.7
IPOTPaMMBbI
(KOJTBI
bopMUpyEeMBIX
KOMTIECTCHITHIA )
Orarsl
dbopmMupoBaHUS

KOMIICTEHI VI B B cooTrBeTcTBUM € y4eOHBIM IUIAHOM U TUIAHUPYEMBIMH
TpoLiecce pe3yiipTaTaMu OCBOCHUSA

OCBOCHHUS MIICC3

o0pazoBaTeTbHON
POTPaMMBbI

KOHTpOIb 1 OLleHKa pe3ynbTaTOB OCBOEHUS MEKIUCLIUIUIMHAPHOIO Kypca OCYILECTBIISAETCS
npernojasareyieM B IIPOLecCe MNPOBEACHHS MPAKTUYECKUX 3aHATUH, TECTHUPOBAHUS,
BBIMOJIHEHUST  OOy4aroIIMMUCS ~ 3aJaHWi  CaMOCTOSITEIbHOH — paboThl, TeKyIled w
IIPOMEKYTOUHOH aTTECTAL[UU.

Pe3yabTaTnl 00yuyeHusi (0CBOEHHbIE @®opMbI M1 METOAbI KOHTPOJISI U OLIEHKH

yMeHHus, pe3yabTaToB 00y4eHust
YCBOEHHbIE 3HAHUS)

Ymenusa




- IPUMEHSTh HOPMATUBHBIE IPABOBbIE AKThI B
yIpaBICHUYECKON JeSTENbHOCTH;

Texywuu KoHmponw:

—OILICHKA KadecTBa BBITIOJIHEHUS
MPaKTUYECKUX 3aJaHUI
—OILICHKA KaudecTBa BBIMTOJTHEHUS

BHEAYJUTOPHONH CaMOCTOSITEILHON PaOOTHI
(cocTaBieHus TaOIUI], CXEM M aITOPUTMOB,
n

CPaBHUTCIIbHBIX XapaKTCPHUCTHUK

XapaKTepUCTHK-ONIMCAaHUI  HAa  OCHOBE

M3y4EHUST OCHOBHOM U JIONOJHUTEIBHOU

ITUTEepaTyphl)

—OIICHKa J1eATeIbHOCTH

(cocTaBlICHHE MAaKETOB

JIOKYMEHTOB,  PEIICHHE KEHCOB,
BBITTOJIHEHUE MTPAKTUKOOPUCHTHPOBAHHBIX
3aJaHUI )

——TECTHUPOBAHUE

umozo6as

ammecmayusi: TuhHepEeHITUPOBAHHBINA
3a4eT

3nanus

HOPMAaTHBHBIE TIPABOBBIC aKTHl B
o0J1acTu OpraHu3aIy yIpaBIeHYeCKOM

ACATCIIBHOCTH,

- OCHOBHBIC TIPAaBUJIa XPAHEHUS U 3aIIUTHI
CIIy’KeOHOH MH(pOPMAITUHL.

Texywuii KOHmponb:

YCTHBIH OIIPOC

OLICHKA BHEAYIUTOPHOU
CaMOCTOSITENTbHOU paboThI
TECTUPOBAHUE

Hmozosas ammecmayus:
muddepeHIMPOBAaHHBINA 3a4eT

Hmems npaxmuueckuti onvim

- OpraHM3aluy JOKyMEHTallMOHHOI'O
o0ecrieueHus yrpaBJIeHUs U
(YHKIMOHUPOBAHUS OPraHU3AIUN

Texywuu KOoHmponw:
- OLIEHKA JesTeIbHOCTH
(cocraBiieHHE MAaKETOB JOKYMEHTOB,
pELIEHHE KEWCOB, BBIIOJIHEHUE
MIPAaKTUKOOPUEHTUPOBAHHBIX
3aJIaHNM )

Hmoeosas ammecmayust.

- nudhepeHITUPOBAHHBIHN 3aUeT




PABOYA S IIPOTPAMMA VUEBHOU JIUCLIUITIJIMHBI
OI1.03 ITPUHIIUIIBI 1 METOIbI XPAHEHNW A JOKYMEHTOB

1.1. ObsacTh NpMeHeHHUs padoyeil MPorpaMMbl

PaGouass mporpamMma yueOHOW JUCIUIUIMHBI SIBJISIETCS YacThl0 MPOTPAMMBI  T10
cnenuanbHOCTH «CekpeTapb-aAMUHUCTPATOP.
1.2. MecTto y4eOHOH AUCHUIUIMHBI B CTPYKType NPOrpaMMbl MNOATOTOBKM: YucOHas
qucuuiimHa  IIpuHOMOBI M MeTOABl  OpraHM3allMM XPAaHEHUs JOKYMEHTOB BXOJIWUT B
oOmenpodecCuOHATBHBINA UK.
1.3. Henun n 3axa4n JMCHUILIHHBI — TPeOOBAHUS K pe3yJIbTaTaM OCBOCHHUS TUCHMILIUMHBI

B pesynbraTte ocBoeHHs yueOHOM TUCIUIUIMHBI 00y4YaromUACs T0HKEH YMeTh:
—o0¢OopMIIATE U TPOBEPATH MPABUIBHOCTH O(GOPMICHUS JOKYMEHTAllMM B COOTBETCTBHH C
YCTaHOBJICHHBIMU TPEOOBAHUSIMH, B TOM YHCJIE UCIOJIBb3Ysl HH(GOPMALMOHHbIE TEXHOJIOTUH;
—TPOBOJUTH aBTOMATHU3UPOBAHHYIO 00pa0OTKY TOKYMEHTOB;
—OCYUIECTBIIATh XPAHEHHUE U TOUCK JOKYMEHTOB;
—HCIOJIb30BaTh TEIEKOMMYHHKAIMOHHBIE TEXHOJIOTHH B 3JIEKTPOHHOM JIOKYMEHTOO0OpOTE;

B pesynbrare u3ydyenus: yaeOHOW AUCHUIUIMHBI 00YYarOIIUIACS TOHKECH 3HATH!
—OCHOBHBIE TIOHATHSL: 1IeJTH, 33]]a4i U IIPUHIIMUITBI PA0OTHI C TIOKYMEHTaMU;
—KIaccu(hUKAIUIO TOKyMEHTOB;
—TpeOoBaHUs K COCTaBICHUIO U OPOPMIICHUIO TOKYMEHTOB;
—OpraHu3aluio JOKyMEHTO000pOoTa: mpueM, o0paboTKy, perucTpaIuio, KOHTPOJIb, XpaHEHHE
JNOKYMEHTOB, HOMEHKJIATYypy Je.

TpeOoBanust K pe3yJibTaTaM 0CBOEHUS U CHUILIUHBI

Pesynbrarom ocBoeHust nmporpammbl yaeOHo# aucrumianabl OI1.03. TTpuHIUIEI 1 METOBI
OpraHM3ali  XPaHEHUs JOKYMEHTOB SIBJISIETCS  OBNaJeHHE OOydYalolMMUCS  BUAOM
npodeccnoHanbHOM AesTensHOoCcTH, B ToM dncie npodeccruoHanbHbiMu (I1K) u o6mmmu (OK)
KOMITIETEHIUSMHU:
OK 1. [ToHMMAaTh CYIIHOCTB U COLMATBHYIO 3HAUMMOCTh CBOEH Oymy1eit mpodeccuu, NposiBIATh K
HEW YCTOWYMBBINA UHTEpEC.
OK 2. Opranu3oBbIBaTh COOCTBEHHYIO ACSTEIHHOCTh, BEIOMPATh TUIIOBBIE METOMBI M CITOCOOBI
BBITIOJTHEHUS TPO(EeCCHOHANBHBIX 3a/1a4, OLIEHUBATh UX 3(PPEKTUBHOCTH U KAYECTBO.
OK 3. IlpyHuMaTh pelieHHs B CTAHAAPTHBIX W HECTAHAAPTHBIX CHUTYAIMSIX MU HECTH 3a HUX
OTBETCTBEHHOCTb.
OK 4. OcymiecTBisATh MOUCK M UCIIONB30BaHUE UH(OPMAIMH, HEOOXOAUMOM Tt 3P PEeKTUBHOTO
BBINOJIHEHUS PO(ECCHOHANBHBIX 331a4, TPOPECCUOHATBLHOTO U IMYHOCTHOTO PAa3BUTHSI.
OK 6. PaboTaTh B KOJJIEKTUBE M KOMaH€, 3PPEKTUBHO OOIIATHCS C KOJUIETaMH, PYKOBOICTBOM,
MOTPEOUTEISIMH.
OK 7. Cobnronath eHCTBYIONIEE 3aKOHOIATEILCTBO M 00s3aTeIbHBIC TPEOOBaHMSI HOPMATHUBHBIX
JOKYMEHTOB, a TaKXKe TPeOOBAaHUS CTAaHAAPTOB, TEXHUUECKUX YCIOBUM.
I[IK 2.2. Odopmisatb, NpoBepsATh NPABWIBHOCTh COCTABJICHHS, OOCCIIeUMBaTh XpaHCHHUE
OpraHU3aIlIOHHO-PACIOPSAUTENbHBIX, TOBAPOCOMPOBOAUTENBHBIX W HHBIX HEOOXOJUMBIX
JOKYMEHTOB C MCIIOJIb30BaHUEM aBTOMAaTU3UPOBAHHBIX CUCTEM.



1.4. Kosim4ecTBO 4aCOB HA OCBOEHHME MPOTrPAMMBbI JUCUMIIJIMHBI:
MaKCUMaJIbHOHM y4eOHOM Harpy3Kku oOydatromerocs 56 4acos,
00s13aTeILHON ayTUTOPHON yueOHOM HArpy3ku oOydJaromierocs 56 4acos,
dopmMa IpOMEKYTOUHOH aTTecTauu: Aud HepeHIIMpOBAHHBIHN 3aUeT.

CTPYKTYPA U COJAEP)KAHUE YYEBHOM U CIUTLIAHBI

2.1 O0beM yueOHOM JMCHHMIIJIMHBI M BBl y4eOHOMH padoTsl (ouHasi popma o0ydeHust)

Bun yaebnoit paboTsl O0bem yacoB
MaxkcumanbHas yueOHast HarpysKa (BCero) 56
O0s3arenbHas ayAuTopHas yueOHas Harpy3ka (Bcero) 56
TEOPETUYECKUE 3aHATHS 38
[MPaKTUYECKUE 3aHATHS 18

[ Ipomesicymounas ammecmayus 6 popme o 3auéma




2.3 TemaTn4yecknii IVIaH U coep:KaHNe Y4eOHOH JMCIHIIIMHbI

HanmeHoBaHue Coaepixkanue y4yeOHOro MaTepuaJia, JadopaTopHbie U MPaKTHYeCKue padoThl, Oo0be Ypose  |Koasl
pa3nesioB u caMocTosiTeJIbHAsI padoTa 00y4a- I0IUXCcs, M Hb KOMIICTCHIIH
TeM KypcoBasi padoT (IIpPoeKT) 4acoB oceoen [

st GopMupoBan
HI0 KOTOPBIX
CIOCOOCTBYET
DJIeMEHT
MPOrpaMMbl
1 2 3 4
Beenenne Copnepxxanue yueOHOro MaTepuasa 1
CopnepxaHue TUCLUILIMHBL U ee 3a1aud. CBs3b ¢ APYTMMU IUCLUIUIMHAMU. 3HaUCHHE 1 2 OK2-OK7
NMUCLUIUIMHBI JUIsl HOATOTOBKH CIELIUAINCTOB.
Tema 1. CoaepikaHue y4eOHOIo MaTepuaJia 1
ITousiTue 0 [ToHATHSA: «TOKYMEHTUPOBAHHEY, «TOKYMEHT», «PEKBH3UT», «OJaHK», «(HOPMYISp». 1 2 OK2-OK7
aenonpoussoacTse  [Micropusi pa3BUTHS HAayYHBIX NPEJICTABICHUH O JOKYMEHTAIIMOHHOM 00eCreueHUH
yrpasieHusi. HopmatuBHoO-nipaBoBasi 6a3a opraHu3anuu JOKyMEHTAIlMOHHOTO
oOecrieyeHns yIpaBieHHs Kak OCHOBA TEXHOJIOTUH MTPOLIECCOB YIIPABICHHUSI.
IIpakTnueckoe 3ansitue Nel 2 3
Pa6ora ¢ 'OCT P 7.0.97-2016 Cuctema cranaapToB 1o nHpopMaimu, OubIM0TeHHOMY H
M31aTEIbCKOMY JIETY
3
IToaroroBka noxianoB 1o TeMaM: «BO3HUKHOBEHUE IE€I0NPOU3BOACTBA B Poccum». 3
«HMcropus 1ea0npon3BoICTBAY
Tema 2. Copaeprxanue y4eOHOro MaTepuajia 2
CucTtemMa OpraHu3allMOHHO-TIPABOBOM JAOKyMeHTaluu. Haznauenue u coctas 2 2 OK2-OK7

OpraHU3alMOHHO-IIPABOBOM JOKYMEHTa-




Opranu3anuoHHo-  |uu (yCTaB OpraHU3aIUH, TIOJ0KEHUS, IITATHOE PaclUCaHue, TOJKHOCTHBIE
NpaBoBbIe WHCTPYKIINN).
AOKYMEHTbI
IIpakT4eckoe 3ansitue Ne2 2 OK2-OK7
CocraBnenue 1 0hopMIICHUE TPOEKTOB YCTaBa, HMHCTPYKIHNA
[TpaBuna opopMIIeHHS U COCTaBICHHUS] OCHOBHBIX BUIOB IOKYMEHTAIINH. 2
1. CocTaBUTH CIIOBapb TEPMUHOB 10 TeMe: «OpraHu3alioOHHO-PacoOPSAUTEIbHbIE
JOKYMEHTBD)
Tema 3. Conep:xxaHue yueOHOro MaTepuajia 2
PacnopsigurenbHble  (CHucTeMa pacnopsaUTENbHON JokyMeHTaruu. E€ Ha3zHaueHue M cocTaB (IIPHKa3, 2 OK2-OK'7
AOKY- MEHTBbI pacrnopsbkeHue, noctaHoBiieHue). HopMaTuBHBIN XapakTep pacrnopsiAuTeIbHbIX
TOKYMEHTOB.
IIpakTuyeckoe 3ansitue Ne3 2
CocraBneHue 1 0hOpMIICHHE TTPOCKTOB MPUKA30B, PACIIOPSHKEHUN, yKa3aHHU.
Tema 4. Conep:xaHue yueOHOro MaTepuajia 4
CnpaBouHo- Haznauenue u coctaB HH(OPMAIIHOHHON TOKYMEHTALUH (IIPOTOKOJI, aKT, CIIy>KeOHast 2 OK2-OK76
HH(OPMALMOHHbBIE  BANTMCKA, IOKJIATHAS 3aITHCKa).
AOKY- MEHTBbI
CrnyxeOHasi IepenucKka: BHUbI, XapaKTePUCTUKUA. XapaKTePUCTUKA JOKYMEHTOB — 2 OK2-OK7
(dakcorpamma, tenedoHorpamMma, TeIerpamMma.
IIpakT4eckoe 3ansitue Ne4 2 OK2-OK7
Odopmnenune qoBepeHHOCTEH ODUITUATHHON U TIMIHOM.
IIpakTHyeckoe 3ansaTue NeS 2 OK2-OK 7

CocraBieHne COIIPOBOAUTEIILHOI'O IMHMCbMa, HI/ICBMa-HpOCB6H, HI/ICBMa-COO6HIeHI/I$I.




IIpakTuyeckoe 3ansaTue Ne6 2 OK2-OK 7
Cocranenue u ohopMIIeHUE 3asBICHHS 0 IpueMe Ha padoty. [Ipukasbl mo smyHOMY
COCTaBY.
IIpakTu4yeckoe 3ansaTue Ne7 2 OK2-OK 7
CocTaBiieHHE aKTOB, IPOTOKOJIOB, CIIPaBOK.
CocTaBuUTh CI0Baph TEPMHUHOB 1O TeMe: «CrpaBOYHO-MHGOPMAIIMOHHBIE JOKYMEHThD) 4
Tema 5. Conep:xxaHue yueOHOro MaTepuajia 4
Ionsitue [ToHsiTve «TOKyMEHTOOOOPOT»: COCTaB U y4eT 00beMa TIOKYMEHTO000pOTa MPETPHUITHIA 2 OK2-OK7
JIOKYMEHT0000- Y OpraHu3allnid.
poTa, peructTpanus
0KY- MEHTOB Opraau3anys paboThl ¢ MOCTYNAIONMIEH, UCXOAAIICH U BHYTPEHHEH JOKYMEHTAITHCH. 2 OK2-OK'7
IIpakTuyeckue 3ansaTre Ne§ 4 OK2-OK7
CocrtaBieHne cXeMbl JOKYMEHTO000pOTa B opranusanuu. Padora ¢ xypHazamu
pErucTpaIy BXOSIIUX U UCXOASIIHNX TOKYMEHTOB.
IoaroroBka pedepata o Teme: «J{oKyMeHTOOOOPOT U €ro 3Tarbh» 2 OK2-OK'7
Tema 6. CoaepikaHue y4eOHOIo MaTepuaJia 2
Opranusanus CucremaTuzanus JOKyMEHTOB U ux xpaHeHue. Homenknarypa nen. HauBuyansHele, 2 OK2-OK7
onepaTuB- HOTO CBOJHBIC, IPUMEPHBIC U THIIOBBIE HOMEHKJIATYPHI Jel. TpeGoBaHus K 0pOPMIICHUIO JETI.
XpaHeHHs T0KyMeH- |XpaHEeHUE JOKYMEHTOB B CTPYKTYPHBIX IOIPA3CICHUSX.
TOB
N3ydeHnne cTpyKTypbl HOMEHKJIATYphI 1€ 4 OK2-OK7
Tema 7. Copaeprxanue yueOHOro MaTepuaJia J
DKCIepTH3a HEHHOCTH JTOKYMEHTOB. [loiIroToBKa J1eJ1 K cjaue B BEAOMCTBEHHBIN apXUB. 2 OK2-OK 7




IToaroroBka 3aKOHOJIaTEJIbHBIE aKThl 1 HOPMAaTUBHO-METOIMYECKHE TOKYMEHThl DenepaibHOit 3 OK2-OK 7
JIOKYMEHTOB K APXUBHOM CITy>KObI Poccuu Mo apXMBHOMY XpaHEHHIO IOKYMEHTOB.
APXHBHOMY XPaHEHHIO
IIpoBeneHme SKCIEPTU3BI IEHHOCTH OIPEAEICHHOM IPYIIILI JOKYMEHTOB 4
M Torosast arrecranus 3a4er
Bcero: 56




3. YCJIOBUSI PEAJIM3AIIMU PABOYEM ITPOI' PAMMbBI YYEBHOM
JANCHOUITINHBI
3.2. TpebGoBaHUsA K MUHUMAJIbHOMY MATEPHAJIbHO-TEXHNYECKOMY O0ecre4eHn 0

O6opynoBaHue KabuHeTa:

—Pabouee mecTo mpenoaBarens — 1T,

—KOMIUIEKTHl CHEeNHMaIM3UPOBAHHON Mebenu ydammxcsi- 20 yueOHbIX cTojioB, 40 CTYNbEB,
Jl0cKa KiaccHas-lmT, mpoekrop - 1mT, skpan-1mr,

—KommbroTepbl-2 1 T ¢ yCTaHOBICHHBIM JIUIIEH3UOHHBIM IPOTPAMMHBIM 00ECTICUCHUEM:

OC Windows, MS Office, 7-Zip , Adobe Acrobat Reader, Comodo Internet Security,
Koncynprant mmoc, 1C:IIpeanpusitue, ¢ BbIXOJOM B ceTb «MHTepHET» M JOCTYNOM B
3JIEKTPOHHYIO HH(POPMAIIMOHHO-00Pa30BaTEIbHYIO CPEY.

3.3. UudopmanmonHoe odecreyenne 00y4eHus

Ilepedyennb yueOHbIX u3nannil, UHTepHeT-pecypcoB, 10NOJTHUTEILHOM JIUTEPATYPbI
OcHoBHas1 IMTEpaTypa

- 1. Kopuees, 1. K. JlokymMeHTaIMOHHOE OOEcCIieueHUE YIpaBiCHUs : y4eOHUK W
MPaKTHKYM JJI cpenHero mpodeccuonanbroro oopazosanus / M. K. Kopuees, A. B. ITmenxo,
B. A. MamypueB.— 2-e u3a., nepepad. u gon. — Mocksa : M3natensctBo KOpaiir, 2022, —
384 c. — (Ilpodeccuonanvuoe oOpazoanue). — ISBN 978-5-534-05022-6. — Tekcer :
NeKTpoHHBI  //  OOpazoBarenbHas  1iarpopma  FOpaiit  [caiit]. —  URL:
https://urait.ru/bcode/492541

- 2. Jloponuna, JI. A. JlokymeHTaIimoHHOE OOECTICUCHUE YMPABICHUS : yUYeOHUK U
MPaKTUKYM MJisi cpeaHero mnpodeccuoHanbHoro obpazoBanus / JI. A. loponuna, B. C.
HputnkoBa. — Mocksa : U3matensctBo FOpaiit, 2022. — 233 ¢. — (IIpodeccronanpHoe
obOpazoBanmne). — ISBN 978-5-534-05783-6. — Tekct : anexTpoHHsIid / OOpa3zoBarenbHas
miatgopma FOpaiit [caiir]. — URL: https://urait.ru/bcode/492618

- 3.JlokymeHTanmonHoe obecrnieduenue ympasieHus. CocraBieHue U odopmieHue
JIENIOBBIX TOKYMEHTOB : ydeOHoe mocobue mist CIIO / cocraBurenu E. U. bammakoBa. —
CaparoB, Mockaa : IIpodoOpa3zoBanue, Aii [Iu Ap Meaua, 2021. — 144 ¢. — ISBN 978-5-
4488-1080-0, 978-5-4497-0964-6. — TekcT : 3AEKTPOHHBIA // DIEKTPOHHO-OMOINOTEUHAS
cuctema [PR BOOKS : [caiiT]. — URL: https://www.iprbookshop.ru/103343.html (mara
obpamenus: 17.06.2021). — Pexxum goctyna: it aBTOPU3HP. TOJIb30BATENICH

- 4 Xmenwuunkas, O. E. Cekperaph - U110 KOMITAaHUHA (UMUK CEKpeTaps, ACIIOBOM
stukeT U npotokon) / O. E. XmenvHuiikas. — HoBocubupck : CHOMPCKOEe YHHBEPCUTETCKOE
uznarenbetBo, 2017. — 127 c¢. — ISBN 978-5-379-02028-6. — TekcT : 3MeKTpOHHBIN //
OnekTpoHHO-OMOMMoreunass  cuctema I[PR BOOKS  :  [caiit] —  URL:
https://www.iprbookshop.ru/65153.html (nata o6pamenus: 17.06.2021). — Pexxum nocrymna:
IUIS. aBTOPU3HP. TIOJIb30BaTeNeH

- 5. ITemkosa, I'. JI. Cexperapckoe neno : coopauk tectoB. [Tocobue / I'. JI. Iemkona.
— Munck : Bemmmitmas mkona, 2009. — 159 ¢. — ISBN 978-985-06-1736-1. — Texkcr :
ANEKTPOHHBIA // DnexkTpoHHO-OMOmoTeyHass cuctema I[IPR BOOKS : [caiit]. — URL:
https://www.iprbookshop.ru/20263.html (nata obpamenus: 17.06.2021). — Pexxum moctyma:
JUTSL aBTOPU3HP. TIOJb30BaTENeH



14.2. lonomHuTensHas yaeOHas JuTepaTypa

- 1. AnekceeBa, T. B. JlokymeHTaIiionHoe obecnieueHune ynpapieHus : ydyeOnuk / T.
B. Anekceesa, O. A. CrpaxoB. — Mocksa : YHuBepcutet «Cuneprus», 2020. — 132 c. —
ISBN 978-5-4257-0402-3. — Tekcrt : 37eKTpOHHBIH // DNeKTpOHHO-OMOInOTeYHasl CUCTeMa
IPR BOOKS : [caiiT]. — URL: https://www.iprbookshop.ru/101344.html (gara oOpamienus:
17.06.2021). — Pexxum moctyna: ajis aBTOPU3HP. TOJIb30BATENICH

- 2. Kamnkan, M. B. [lenoBoii atuker : yue6Hoe nmocooue aist CI1O / M. B. Kankan, JI.
C. JluxaueBa. — 2-¢ uzn. — Capatos : [IpodobpazoBanue, 2021. — 167 c. — ISBN 978-5-
4488-1123-4. — Texcr : 2neKTpOoHHBIN // DnekTpoHHO-O0nbmoreunas cucrema IPR BOOKS
: [caiiT]. — URL: https://www.iprbookshop.ru/104899.html (nara o6pamenus: 17.06.2021).
— PexuM gocryna: st aBTOpU3HUp. MOJIb30BaTEIEH

- 3. Iemkosa, I'. JI. Cexperapckoe aeno : yue6Hoe mocobue / I'. JI. IlemkoBa. —
Munck : Bremmsiimas mxkona, 2014, — 368 c¢. — ISBN 978-985-06-2337-9. — Tekcr
AJIEKTPOHHBIN // DnekrpoHHO-Onbmuoreynas cucrtema [IPR BOOKS : [caiit]. — URL:
https://www.iprbookshop.ru/35543 . html (nata o6pamenus: 17.06.2021). — Pexxum moctyma:
IUTSL aBTOPH3HP. TTOJIb30BaTeINeH

Pecypchl ceTn UHTEpHET
OBC Iprbooks.ru
https://obrex.ru/biblioteka/internet-resursy/weblink/25/25/1
https://obrex.ru/biblioteka/internet-resursy/weblink/25/25/2
https://obrex.ru/biblioteka/internet-resursy/weblink/25/25/4
https://obrex.ru/biblioteka/internet-resursy/weblink/25/25/6

4. KOHTPOJIb M OIIEHKA PE3YJIbTATOB OCBOEHUS YUYEBHOM
T CHATIIAHBI

®opmupyemble Pe3yabTarbl 00yueHusi (0cBoeHHbIe | POpMbI U METOABI
KOMIIeTeH M yYMeHHsl, YCBOEHHbIEe KOHTPOJIS U
3HAHUA) OLEeHKH
pe3yJbTaToB
o0y4yeHust
MK 2.2. Odopmnars, — COOTBETCTBHE opopmrnenus | Tekyumii
[POBEPSTH PABUIBHOCTD OpTraHU3aIMOHHO- KOHTPOJIb MPH
COCTaBIICHMUSI, pactopsANTeNbHBIX U | IPOBeIeHUM:
o0OecreunBaTh XpaHEHUE TOBaPOCOMPOBOIUTEILHBIX
OpraHU3alMOHHO- JIOKYMEHTOB YCTaHOBJICHHBIM AUCHMERHO20/YCTHO20
PacCTIOPSANTEIbHBIX, TpeOOBaHUAM (CTaHAAPTaAM); onpoca,
TO;?E{Z:ET{EZZZT;T;E&HX MIPaBUJIbHOCTb cocraBieHus | | CCUPOSAHIL
TOKYMEHTOR ¢ OpraHU3aIMOHHO- ~oyenxu
CIIOE30BAHICM pacnopsAUTeNbHbIX U | hesyremanos
L BTOMATH3HPORAHHEIX TOBapOCOMPOBOIUTENbHBIX CAMOCTIOSMENbHOI
crcTeM. AOKYMCHTOB, pabome
(0oknaoos,
pedepamos,




— OpraHu3anus XpaHEHHUS
OpraHu3alMOHHO-
pacnopsAIUTENbHBIX u

TOBapPOCOIPOBOIUTENBHBIX
JOKYMEHTOB B COOTBETCTBUU C
YCTaHOBJIEHHBIMU TpPEOOBAHUAMHU

(crangapramu);

— TPaMOTHOCTh " CKOPOCTh
COCTaBleHUS W OhOPMIICHUS
OpraHHU3aIMOHHO-
pacropsIUTeITbHBIX "
TOBAaPOCOMPOBOAUTEITHHBIX
JOKYMEHTOB  Npu  paboTe ¢

ABTOMATHU3UPOBAHHBIMU
CUCTCEMaMH

meopemuyeckou
uacmu npoeKmos,
VueOHbIX
ucciedosanuil u
m.o.)

IIpomexyTouHast
arrecranus

8 hopme 3auema 6
suoe:

-NUCbMEHHBIX/
VCMHBIX 0OMEEmos,

-mecmupoeanus

q)OpMBI U MCTOJbI KOHTPOJIA U OLCHKU PCIYJIbTATOB 06yquH;1 JOJDKHBI ITO3BOJIATH

pOBEPATH y OOydalOIMXCS HE TOJIBKO C(HOPMHUPOBAHHOCTh MPOGECCHOHATBHBIX
KOMIIETEHIIM, HO ¥ pa3BUTHE OOLINX KOMIIETCHINN 1 00€CTIeUNBAIOIINX UX YMEHUH.
®opmupyemble Pe3yabTaTnl 00yueHusi (0cBOeHHbIe| DOPMBI U METOIbI
KOMIIETeHIUH YMEHUs1, YCBOCHHbIE KOHTPOJISA U
3HAHMA) OLeHKH
pe3yJibTaToB
o0y4yeHust
OK 1. [loHumMath CyuiHOCTb | - MPOSBJICHUE MHIUBUAYATbHOTO (Texymmii
1 COLMAJIBHYIO 3HAYMMOCTH | CTHJIS IO3HABATEIbHOMN ACSITEIBHOCTH [KOHTPOJIb NPH
cBOCi Oymymiei mpodeccuw, | B mpoiecce 0CBOSHUs Mpodeccui; MpOBeIeHUM:
[IPOSABIIATH K Hel
. . - IEMOHCTPALIMS MHTEpeca K [FIUCbMEHHO020/yCMHO20
[YCTOMYMBBIA HHTEPEC.
IIOJIyUEHUIO 3HAHUN B pe3ynbTare jpnpoca;
MPAKTUYECKOMN IESITEIbHOCTHU,
-mecmupoeanusi;
TEOPETUUECKOMY OCMBICIIEHHIO €€ pe-
3YyJIbTaToB, -OyenKu pe3yIbmamos
camocmosamenvHou
- ydJacTue B TEMAaTUYECKHUX
pabomol (00Kk1a008,
npogeccuoHaIbHO-

OPHUCHTHPOBAHHBIX MCPOIIPUATUAX.

peghepamos,

meopemuueckou




OK 2. Opranu3oBbiBaTh
COOCTBEHHYIO
NesTeNbHOCTh,  BBIOMPATH

TUITOBBIC MCTOAbI 1N CHOC06LI
IBBITIOJIHCHU A

Mpo¢eCCHOHANBHBIX  3a7ad,
OLICHUBATh
A PEKTUBHOCTD U KA4€CTBO

ux

- IOHUMAET CYTh MPO(ECCHOHATBHBIX
3a1a4;

- BBIOMPAET U TIPUMEHSCT METO/IBI U
CIOCOOBI PEIICHUs
npoecCHOHANBHBIX 33]1a4;

- ymeeT (GopMyIMpOBATh LEb U
3a/1a4u Ipea- CTOSIEeH
npodecCHOHATBLHOMN IEATEIbHOCTH;

- YMeeT MpeACTaBUTb KOHEUHBII
pe3yiabTaT AESTEIbHOCTH B MTOJHOM

uacmu npoeKmos,
VUEOHBIX UCCIe008aHUL
1 m.o.)

IIpome:xxyToyHast
aTTecTanus

6 hopme 3auema 6

00BeEME; suoe:
- BBIOOD U IIPUMEHEHUE METOMIOB U |y o oo / yemmpix
CHIOCO0O0B pelIeHUs omeemos,
npoeCCHOHANIBHBIX 3a/1a4, OI[CHKA
-mecmupo8aHsl
uX 3 (HEKTUBHOCTHU U Ka4eCTBa
OK 3. I[Ipunumars - aHAJIU3 po¢eCCHOHATBHBIX|
pEIICHHsI B CTAHJAPTHBIX W | CHUTYAIHIA;
HECTaHIapTHBIX
- peleHue CTaHJAPTHBIX U

CUTyallusaX W HCCTU 3a HHUX
OTBCTCTBCHHOCTD

HECTaHJapPTHBIX MpodeccHoHaTbHBIX

3ajady B O0JNACTM TYpUCT- KOHU

ACATCIIbHOCTH

OK 4. OcymiecTBisth

- 93)(EKTUBHBII MTOUCK HEOOXOIUMON

MONCK U uH(pOpMaIuy;
MCIIOJIb30BaHUE
uHpopManu
I/Iﬂ
HE00X0AMMON IUISL - WCIIOJIb30BAaHUE PA3TUYHBIX
A PEKTUBHO- IO [MCTOYHUKOB MH(OPMAIIH, BKIIOYAs
BBITTOJIHEHUS DIIEKTPOHHBIE
npodeccnoHabHBIX 3ajad,
poQecCHOHATIBHOTO
M TTYHOCTHOT'O Pa3BUTHSI.
OK 6. Paboratp B| - B3aUMOJEICTBHE: C

KOJIJICKTHUBE U

KoMaHJe, 00ecleunBaTh ee

CIUUIOYEHUE, 3¢ (heKTHBHO

00y4aromuMuCs TpH IPOBEICHUH
ACJIOBLIX UI'P, BBIITOJIHCHUUA
KOJUICKTUBHBIX 3aJlaHUH (TIPOEKTOB);




[YCIIOBHIA.

00IIAaTBCS C  KOJUICTaMH, | - C MPEMOAaBaTeNIIMU, MacTepaMH B
[PYKOBOJICTBOM, X0JIe O0y4YCHUS;
MOTPeOUTEIIMHU.
- C MOTPEOUTEISIMU M KOJJIETaMH B
X0/1€ TIPOU3BOJICTBEHHOM MPAKTUKU
OK 12. CobmronaTsl- coOII0IEHHE HOPM JIEHCTBYIOIIETO
nelcTByIOIIEe 3aKOHO/IaTeIIbCTBA,;
3aKOHO/IaTEeIILCTBO u 5
oGs3aTenbHble  Tpebopamms| oot B npogeccHonabHOM
HOPMATHBHEIX JOKYMCHTOB, a,[[eﬂTeJ'IBHO(iTI/I 00513aTEIIbHBIX
AOKe pe 6OBaHHHTpe6OBaHI/II/I HOPMATHUBHBIX
CTAHIAPTOB,  TEXHHYECKUX[ =~ ) MCoHTOB, CTaH1apToB,

TEXHUYECKUX YCIIOBUU




PABOYAS ITPOT'PAMMA YUEBHOM JIMCLIUITJIMHBI
OI1.04 Texnuueckoe OCHAIIIEHUE U OpraHu3aIus pabodyero mecra

1.5. Ob6sacTs NpMeHeHHus padoyeil MPorpaMMbl

Pabouas mnporpamma y4yeOHON IUCHMIUIMHBI SIBISICTCS YacTblO IPOTPaMMBI IO
crenuanbHOCTH «CekpeTapb-aAMUHUCTPATOP.
1.6. MecTo y4yeOHON IMCHUIUIMHBI B CTPYKType NPOrpamMMbl MNOATOTOBKH: YueOHas
aucuuIuiMHAa TeXHU4eckoe OCHALleHWe M OpraHu3anus pabodero Mecta BXOJUT B
oOmenpodecCuOHATBHBINA ITAKIT.
1.7. Heau u 3212494 JUCUUILIMHBI — TPEOOBAHUS K Pe3yJIbTATAM OCBOCHUS U CIUNIMHbI

B pesynbraTte ocBoeHHs yueOHOM TUCIUIUIMHBI 00y4YalOMmUACs T0KEH YMeTh:
—TPOBOJUTH aBTOMATHU3UPOBAHHYIO 00pa0OTKY TOKYMEHTOB;
—OCYIIECTBIISITh XPaHEHNUE U IOUCK JOKYMEHTOB;
—MUCI0JIb30BaTh TEJICKOMMYHUKALIMOHHBIE TEXHOJIOTMHU B JJIEKTPOHHOM JOKYMEHTOO0O0pOTE;

—OCYIIECTBIATh podecCHOHATIBHYIO JIeATEILHOCTD C  WCIOJIBb30BAaHHEM

OpraHU3alMOHHON TEXHUKH.
B pesynbprare nuzydenus: yueOHON AUCIUIUTMHBI 00yJaIONTUHCS TOJDKEH 3HATh:

—OCHOBHBIE TTIOHATHS: [IEIIH, 33/1a41 U IPUHIUITEI PAaOOTHI ¢ TOKYMEHTaMH;

—K1accu(hUKAIUIO TOKyMEHTOB;

—TpeOoBaHUs K COCTaBICHUIO U O(POPMIICHUIO TOKYMEHTOB;

—OpraHM3alro JOKYMEHTOO0O0pOTa: MpueM, o0paboTKy, pErucTpalfio, KOHTPOJb, XpaHEHHE

JOKYMEHTOB, HOMEHKJIATypy Jell;

—COBpPEMCHHBIC BBl OPraHU3alMOHHOW  TEXHUKH u KOMITBIOTEPHOTO
o0OecIeueHus;
—Ha3HaYeHHE, TpaBUIIa HCITOJIb30BaHHUS u TEXHUYECKOTO 00CTyKUBAHUS

OpPraHU3aIIOHHON TEXHUKHU.
Ha peanuzaruto paGoueii mporpaMmMbl OTBOAUTCS 12 4acoB.

CTPYKTYPA U COJAEP)KAHUE YYEBHOM U CIUTLIMHBI

2.1 O0beM yueOHOM JMCHHMIIJIMHBI M BUABI y4eOHOMH padoTsl (ouHasi popma o0ydeHust)

Bun yaebnoit paboTsl O06bem yacoB
MaxkcumainbHast yueOHast Harpyska (BCero) 12
O0s3arenbHas ayAuTopHas yueOHas Harpy3ka (Bcero) 12
TEOPETUYECKUE 3aAHITUS 12




2.2 TemaTH4yecKMi IJIAH M CO/lePKAHUE YYeOHOM U CIUNINHBI

HaumeHoBaHue Conep:kanue y4eOHOTr0 MaTepuaJia, JJadopaTopHbie M MPaKTHYeCKHE PadoThl, O0be | YpoBeHb Konbr
pa3aesioB u caMoCTOsITeJIbHAsI padoTa 00y4a- IIMXCs, KypcoBasi M OCBOEHHM [KOMIICTCHIUHN
TeM padot (mpoeKT) 4acoB | ,
dbopmupoBaH
M0 KOTOPBIX
CIIOCOOCTBYIO
T 3JI€MEHTHI
POrPaMMBbI
1 2 3
Tema 1. Texnuueckass |Coaep:kaHue y4eOHOr0 MaTepuasia 1
0a3a Jemonpon3BOACTBA
PaGouee MecTo aenmompou3BOAMTENS. DPrOHOMUKA W OpraHU3alds Tpya. 1 2
KomnsrotepusupoBaHHoe pabouee mMecTo nenornpousBoautens. CaHuTapHO-
TUTHEHUYECKUE HOPMATUBBI JJI1 PabOTHUKOB odwuca.
OK2-0OK6
Knaccudukanus CPEJICTB OPTraHU3AIIMOHHON TEXHUKH.
Tema 2. CoaepsxkaHue y4eOHOI0 MaTepuaJia 2
Kommnbsrorepnoe
oBeceyeHne Hctopust pazButus xommbioTepHOU TexHuku. Knaccudukamus [IDBM. AnmnapatHoe u 2 2 OK2-OK6
nporpammuoe odecrieuenue DBM. OcHoBHBIE ycTpoiictBa OBM u npuHIHUITEI X pabOTHI.
OOciyxuBaHuE KOMIIBIOTEpA: IPOBEPKA JTUCKOB, JedparMeHTanus
TTMCKOB, 3aIllUTa OT BUPYCOB, CPEACTBA aHAIH3a Pa0OThI KOMITBIOTEpPA
Tema 3. CoaepsxkaHue y4eOHOro MaTepuaJia 2
CpenctBa
A/IMHHHCTpAT Knaccudukamms cpencts cBszu. Tenedonnas cBsa3b. Tenedonnsie anmapatel. MuHU- 2 2 OK2-0K6
MBHO- ATC. Pamuorenedonnas cBs3b. Buaeorenegonnas cBs3b. llelKUHroBass CBA3b.

YIIPaBJICHYECKOM CBA3U

Tenerpadmnas csa3p. TenetaiinHas cBsi3b. JelTedonnas CBSI3b. Tenexc.

daxkcuMmibHas CBI3b.




Tema 4.
Komnerorepabie
KOMMYHHKaIIUN

Conep:kaHue yueOHOro MmaTepuajia

Tenekommynukanuu. KomnwrotepHascets. JlokanpHas cerb. Hasznauenue JIBC, wnx
OCHOBHbIE THMBI, coctaB. CepBep. Knnent. Tononorus cetn. Moaynsiuus,
NEMOIYISIIMS, KaHAI CBA3U. MosieM, ero Ha3HauYeHUE U OCHOBHBIE

XapakTepucTuku. [ mobanspHble KOMIbIOTepHBIE ceTu. Mcropus Internet. Kanaisr
cBsa3u. lIporokon. HasHaueHue ¥ BO3MOXHOCTH pa3jIMYHBIX cepBUCOB Internet.
OnexTpoHHas nouta. /J[ocTouHCTBa 37€KTPOHHOM OUThl. CTPYKTYypa 3JEKTPOHHOTO
nuceMa. Azipecaliiss B CUCTEME 3JIEKTPOHHOU

rmoursl. WWW. I'unieprekct. @opMar CChUIKH.

BN

OK2-OK6

Tema 5. Cpencra

TUPaXKUPOBAHUS
JOKYMEHTOB

Conep:xanue yaeOHOro MaTepuasia

Knaccuduxamms CPEICTB TUPAKUPOBAHUS. [TpunTepsl. MatpuuHbie
npuntepsl. CtpyiiHble npuHTepsl. JlazepHsie npuHTepsl. CpecTBa KOMMPOBAHUS
IoKyMeHTOB. Cpe/icTBa pa3MHOKEHHsI TOKYMEHTOB. | ekTorpaduieckas nevars.
Tpadapernas neuats. OdcerHast nedats. Pusorpadsl. JlononHuTEIbHBIE CpEICTBA
MOJTOTOBKH JTOKYMEHTOB. /lukTodonHas TexHHKa. CKaHUPYIOIUE YCTPOUCTBA.

BN

OK2-OK6

Bcero:

12




3. MATEPUAJIBHO-TEXHUYECKOE U THOOPMAIIMOHHOE
OBECHEYEHHME, HEOBXOJIUMOE JJ11 OCBOEHHUS PABOYEN

IMPOI'PAMMBbI

MatepuaabHO-TEXHUYECKOE 00ECTICUCHHE

[Iporpamma mpeanonaraeT HaIMIKME yaeOHOTO KaOuHeTa. 000pyI0BAHHOTO:
MOCAI0YHBIMU MECTaMU 10 KOJIMYECTBY 00yYaIoONInXcs;

paGOIII/IM MCCTOM MPCOaaBaTCIId,

KOMITBIOTEPaMH;

OPITEXHUKOM;

UHTEPAaKTUBHOU JOCKOHN WIM  MYJIbTUMEIUHHBIM  KOMIUIEKCOM C
JIMIIEH3MOHHBIM ITPOTPAaMMHBIM 00ecrieueHUeM;

KOMILIEKCOM y4€OHO-METOIMYECKOM TOKyMEeHTaluu. TeXHu4ecKue CpeicTBa O0yUEeHHUs:
AJIEKTPOHHBIE BUJIEOMATEPHAIIBL;

HOYTOYK;

IIPOEKTOP.

3.4. HupopmanuoHHoe odecriedeHue 00ydeHust
Ilepeuyenn yueOHbIX M31aHuil, UHTepHET-pecypcoB, 10NOJIHUTENbHOMN JTUTEPATYPHI
OcHoBHasi MTEpaTypa:

1. Koznos H. B. KomnbiotepHoe nenonpou3BoACTBO U paboTa ¢ 0pUCHOI TEXHUKOH.
Hayka u Texnuka - M., 2016. - 304 c.

ﬂOHOJ’IHI/ITeHLHBIe HCTOYHUKHU:

1. Ky3nenona, T.B.; Cankuna, JI.B.; beikoBa, T.A. u ap. Jleqmonpon3BoacTso.
Opranuzanys 1 TEXHOJIOTHH IOKYMEHTAIIMOHHOTO o0OecrieueHus ynpasieHus. FOuutu-/lana -
M., 2016. - 359 c.



1. Ob1acTs npuMeHeHust padoveil NPOrpaMmMbl

PABOYA S ITPOTPAMMA VUEBHOU JIUCLIUITJINHEI
OI1.05 SGKOHOMMNYECKHUE U ITPABOBBIE OCHOBbBI
MPOPECCHUOHAJIBHOM JEATEJILHOCTH

PaGouas mporpamma ydebnoi aucuuruinabl OI1.05 « 9koHOMIYECKHEe U TIPABOBHIE OCHOBBI

HpO(I)eCCHOHaHBHOfI ACATCIIbHOCTH» ABJIACTCA YaCThIO IPOTPAMMEI 11O CIICHHUAJIBHOCTH

«CekpeTrapb-aIMUHUCTPATOPY.
2. MecTo y4eOHO#W IMCHUIJIMHBI B CTPYKType NpPOrpaMmbl MOATOTOBKH: YueOHas
JUCHUIIIIMHA « DKOHOMUYECKUE U IMPaBOBBIC OCHOBLI HpO(I)eCCHOHaHBHOﬁ ACATCIIBHOCTN BXOAUT

B 0011enpOheCCHOHATBHBIN ITUKIT.
3. Lesn 1 3a1a4M AUCHHUIUIAHBI — TPEOOBAHUSA K Pe3yIbTaTaM O0CBOEHHS TUCIHUTLTHHBI

B pamkax nporpaMMsl yueOHOM TUCHUILTMHBI 00yYarOIIMMUCS OCBAaUBAIOTCSl YMEHUS U 3HAHUS

Kon Ymenus 3HaHus
I1K, OK, JIP
OK 01, OK Haxonuts 1 ucnons3oBaTh MexaHu3Mbl 1IeHOOOpa30BaHUS Ha
04,0K.06 HKOHOMHYECKYI0 HH(popManuio B | IPOAYKIHIO, (OPMBI OIJIAThl Tpyaa
Hessax obecrnevyeHus B COBPEMEHHBIX YCIIOBUSX;
JIP 4, JIP 9, COOCTBEHHOU Ilemu u 3a1aun CTPYKTYPHOTO
JIP 13, JIP 14, KOHKYPEHTOCIIOCOOHOCTH Ha HOJpa3/IeNeH s, CTPYKTYpPY
JIP 27 pHIHKE TpyJa OpraHu3alyy, OCHOBBI

SKOHOMHMYECKUX 3HAHHH,

HEOOXOMMBIX B OTpacIH;

2. CTPYKTYPA U COAEP)KAHUE YYEBHOW JUCHUILINHBI

2.1. O6bem yueOHOM TUCIUTIITMHBI U BUIBI YI€OHOH paOOThI

Buj ydyeOHoii padoThl

O0BeM B yacax

O6beM 00pa3oBaTe/IbHON MPOrPaMMbI y4eOHOI THCIHILIHHBI 30

B T.4. B (popMe NPAKTHYECKOH MOATOTOBKH

BT. 4.:

TCOPCTUICCKOC OG}"—IGHI/IG

nmabopaTtopHble pabOTHI (eciu nPeodycmompeHo)




2.2. TemaTu4ecKui IJIAH U COJePKAHUE YIeOHOM TUCIUIIMHBI

HaumeHoBaHMe pa3/iesioB U Conepxxanue y4eOHOro MaTepuasia u (popmMbl OPraHu3alUuM AeATeJIbHOCTH Oobem Konwi
TeM o0yvyarommxcst KOMIIeTeHI U
B Yacax
U JIMYHOCTHBIX
pe3yJ1bTaToB,
(popmupoBanu
10 KOTOPBIX
CIocoOCTBYeT
3J1eMeHT
nporpamMm
bl
1 2 3
PA3JIEJI 1. DkoHOMHKA M JKOHOMHYECKAsI HayKa
Tema 1.1. IloTrpedHOCTH. [ToHsATHE YKOHOMHKH. DKOHOMHUYECKHE TOTpeOHOCTH o01ecTBa. CBOOOIHBIE U 2 OK 01, OK
CBoOoanble sKOHOMHUEecKue Onara obuiecTBa. BaxkHeilme 3KOHOMUYECKHE PECypPCHI: TPY/I, 3eMJIs,
4,0K.
IKOHOMMYeCKHe OJ1ara. KaluTaj, NpeAnpuHUMaTensCTBO. OrpaHN4eHHOCTh IKOHOMUYECKUX PECYPCOB — 04,0K.06
OcHoBHbIE JKOHOMUYECKHE | TJIaBHAs poOiieMa SKOHOMUKH. [ paHUIbI TPOU3BOJICTBEHHBIX BO3MOKHOCTEH.
npoo0JieMbl.
Tema 2.1. @akTOpbI dakTopsl Mpon3BoACTBa. 3apaboTHas mata. @opmel oratel Tpyaa. [loompurensHbie 2 OK 01, OK
NPOU3BO/JCTBA U cuctembl oriatel Tpyaa. [Ipudsuis. Ctpykrypa npudsuid. [1nanupoanue npuObLIN. 04.0K.06
,OK.

(daxkTopHbIe 10X0AbI

PenrabenbHOCTE.

Penta. 3emenbHas penta. HayuHsle moaxoapl kK Kareropuu nporeHT. OCHOBHbBIE TEOPUU
MIPOUCXOXKACHHUS ITPOLICHTA.
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Tema 2.2. CoOOCTBEHHOCTD.

[Tonstue cooctBenHoCcTH. COOCTBEHHOCTH KaK OCHOBA COMaJIbHO-3KOHOMHUYCCKUX

OK 01, OK

Konkypenuusi. otHomeHUH. COOCTBEHHOCTh KaK YKOHOMHUECKAs KaTerOPHs B COBPEMEHHOM
noHuMaHuu. @OpMbI COOCTBEHHOCTH: TOCYJapCTBEHHAS, MYHHUIIUIIAIbHAS, YaCTHAS. 04,0K.06
Konkypenuus. CoBepiieHHass KOHKYpEHIUs. Y CJIOBHUS COBEPILIEHHON KOHKYPEHIIUH.
Mouononus. MoHononaucTuyeckass KOHKypeHuus. Onurononvsi. AHTUMOHOIIOJIbHAS
IIOJINTUKA TOCYapCTBa.
PA3JIEJI 3. PbiHOYHASI 3KOHOMUKA
Tema 3.1. PoiHOYHBIIH KpyroBopot npousBoacTBa u oOMeHa MPOAYKIIMH B 5)KOHOMUYECKON cucTeMe. 3aKOH OK 01, OK
MexaHu3M. PeiHouHOe cripoca. MakTOPHI, ONPEEIISAIONINE CIIPOoC. ArperupoBaHHast QyHKIHS crpoca. 3aKOH
paBHOBecHe. PEIHOYHBIE npennoxenus. KoHuenuus paBHOBECHs pbIHKA. Y CTOHYMBOCTh PABHOBECHS. 04,0K.06
CTPYKTYPBbI. DnacTUYHOCTH CIpoca IO IieHe. DJIaCTUYHOCTb crpoca 1o goxoay. [lepekpectras
AJIAaCTUYHOCTD CIpOca. DJIACTUYHOCTD NPEI0KEHNS. PEIHOYHBIE CTPYKTYpHI.
Tema 1.2. IIponsBoacTso, WudpactpykTypa npeanpustus. THIIB IPOU3BOJICTBEHHOMN CTPYKTYPHI OK 01, OK
NPOU3BOAUTEIbHOCTD XO3SMCTBYIOINX CYOBEKTOB.
Tpyaa. @akrTopsbl, . . . 04,0K.06
BJIMSTIOLIHeE HA IIpon3BoCTBEHHBIN U TEXHOJOTMYECKUM ponecc. IIpon3BoaCTBEHHBIN UK.
POH3BOTHTETHHOCT OcHoBHbIE (hopMBI OpraHu3anuu npousBoacTBa. OcHoBHOU KanuTai. Knaccudukanums
Tpyza. 3JIEMEHTOB OCHOBHOTO KanuTana. O60opoTHBIN KanuTai. Posb 000poTHOrO KanuTana B
npouecce npou3BoAcTsa. Ilokasarenu ypoBHsS INPOU3BOAUTENBHOCTH TPYAA.
Tema 1.3. U3nepxkxn CwMerTsl 3aTpat Ha Mpou3BoACcTBO. PakTopHl, BAMsIOMKE Ha cedecTroumocTh. [IpenenspHble 04,0K.06

Beipyuka. [Ipennpusarus

U3JIEP’KKU Tpon3BoicTBa. LlenooOpasoBanue. Jloxox mpeanpusTusi.

PA3/IEJI 2. Tpya u 3apaboTHasi njiara.
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Tema 2.1. Tpya u [ToHsATHE U CYIIHOCTD 3apaOOTHOM TIATHI 2 OK 01, OK
3apa0oTHas nJarTa.
04,0K.06
PA3JIEJI 3. lenbru u 0aHKM.
Tema 3.2. IlonsiTne neser m | JIeHbru: CyniHoOCTh M QyHKIMH. JIeHbTH Kak cpecTBO oOpaieHus. JleHbru kak Mmepa 6 OK 01, OK
HX POJIb B JKOHOMHKE. CTOMMOCTH. JICHBI'M KaK CPEICTBO HAKOIUIEHUS. JIeHbI'M KaK CPEICTBO ILIATEXKA.
04,0K.06
[TpobreMa TMKBUIHOCTH.
3aKoH JICHe)KHOTO oOpaiieHus. Y paBHeHHe oOMeHa. [{eHexHbIit 3amac. Ponb gexner B
HYKOHOMHKE.
PA3J/IEJI 4. I'ocynapcTBo M 3KOHOMHKA.
Tema 4.1. Hanoru. Cucrema | Crucrema Hasoroo6aoxxeHus. [IpUHINIIBI 1 METO/IbI TOCTPOCHHUS HAJTOTOBOM CUCTEMBI. 6 OK 01, OK
H (PYHKIMH HAJIOTOBBIX [TonsaTue HajgoroB. Buabl HanOTroB. DIIEMEHTHI HAJIOTa M CIIOCOOBI €r0 B3UMaHUS.
OpraHoB. Cuctema 1 pyHKIIUM HAJIOTOBBIX OPTaHOB. 04,0K.06
PA3JAEJI 5. Me:xnyHapoaHasi 5JKOHOMHMKA.
Tema 5.1 Mexaynapoanast CpaBHUTENBbHBIN aHATN3 BHYTPEeHHETO phiHKA. «[Ipobiaemsbl BcTyruienns Poccuu B 2
3KOHOMHKA. BTOy.
Bcero 30
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3.YCJIOBHUS PEAJA3AIIAA IMTPOTPAMMBI YUEBHOM JIMCIUIIIAHBI

3.1. Peanuzanus mporpamMmbl AMCUUILUIMHBI TpeOyeT HaNu4Ksl ydeOHOro kKabuHeTa
HKOHOMHKA
O6opynoBaHnue y4eOHOTO KaOHMHETA:
— pabouee MecTo TIpernoaaBaTers;
— paboume MecTa CTY/ICHTOB;
— yueOHas T0CKa;
— VMK no aucuuruinHe(MeTOAUYECKUE YKa3aHUS 110 BBITIOTHEHUIO
MPAKTUYECKHX 3aJJaHHI, BHEAYIUTOPHBIX CAMOCTOSTENBHBIX PadoT);
— pa3gaTouHbIC U MUAAKTHYECKHE MaTepUAIIBI;
— TPEe3EHTAIUH IO OTICIHHBIM TEMaM;
—  HarBIIHBIE ITOCOOMS.
Texandeckue cpeacTBa 0OyueHHs: HHTEPAKTHBHBI KOMIUICKC.
Jliist peanu3aniy IporpaMMbl Y9eOHOW TUCITUITITHHBI UMEETCSl B HATMYUU YIeOHBIN KaOWHET
TEXHUYECKOH TpaduKH.
TexHu4yeckue cpeacTBa 00yueHHs:
—KOMITBIOTEP C JIMILIEH3UOHHBIM ITPOrPAMMHBIM 00eCTIeYeHUEM;
—MYJIBTUMEIUATIPOEKTOP;
—IIpUHTED;
—D9KpaH.
NudopmanmonHoe odecriedeHne pean3anii mporpaMmbl
OCHOBHBIE HICTOYHUKHU:

BopucoB E.®. OcHoBbl skoHOMuKH.- M.: JIpoda, 2020.

bopucoB E.®. OcHoBbl 3k0HOMUKH. [IpakTukym,- M.: Beicmas mkosna,2019.
Ps6unkoBa A.K. A30yka sxoHOoMHKH. YueOHOe mocobue - M., 2018.
Cnaroma B.I'. OcHoBbl 3xoHOMUKH. M.: ®opym - Uuppa, 2017.

BBoanblif kypc skoHomuueckoit Teopun/Ilon pe. Axaa. Xypasnésoit - M.4 2019.

A e

DKOHOMMUECKasi Teopusi. XpectoMarus. 2-e uzaanue. - M.: Beicmas mikona, 2020.

JlonOJTHUTENbHBIE HCTOYHUKH
1. CnoBapb SKOHOMHUYECKUX TEPMUHOB

4. KOHTPOJIb M OIIEHKA PE3YJIbTATOB OCBOEHMS YUYEBHOM JUCIUIIINHBI

Pe3ynomamur 00yuenusn Kpumepuu oyenxu Memoowl oyenku
YMmers:
HaxonuTe 1 ucionb3oBaTh XapaKTepUCTUKHU Brmonnenue 3agaHui,
HKOHOMHUYECKYIO HH(OpMaInio B JIEMOHCTPUPYEMBIX 3HaHUH, | AU depeHIMpoBaHHbII 3a4eT

Hensix odbecnedeHus: coOCTBEHHOM KOTOPBIE MOT'YT OBITh
KOHKYPEHTOCTIOCOOHOCTH Ha IPOBEPEHBI
PBIHKE Tpyza

3HATDL:




OO01Ke MPUHIKAITBI OpTaHU3AITUH XapaKTepUCTUKH Onpoc, TecTupoBaHue
MPOU3BOJICTBEHHOTO U JEMOHCTPUPYEMBIX YMEHUMN
TEXHOJOTHYECKOro mpolecca;

MexaHu3mbI 11eH000pa30BaHMs
Ha MPOJIYKLHUIO, (POPMBI OILIATHI
TpyZJa B COBPEMEHHBIX YCIOBUSAX;

[lenu u 3aga4M CTPYKTYPHOTO
No/ipa3/iesieHust, CTPYKTYpy
OpraHu3aIi, OCHOBBI
3KOHOMHYECKUX 3HAHUM,
HEOOXOAMMBIX B OTPACIIH;

PABOYAS ITIPOTPAMMA YUYEBHOM JUCLIUITIMHBI
OI1.06 OXPAHA TPYJA

1.1 O6aacTh NpuMeHeHus padoyeil NPOrpaMmbl
PaGouass mporpamMma y4eOHOM IUCUUIUIMHBI SBJSIETCS YAcThIO IMPOTPaMMbI MO CIEHUATbHOCTH
«CekpeTapb-aIMUHUCTPATOPY.
1.1. MecTo y4eOHOH JMCUHUILIMHBI B CTPYKTYpe NPOrpaMMbl NOATOTOBKHM: YueOHas
mucuuiuinHa OxpaHa Tpy/Ja BXOJUT B 001IenpodhecCHOHANbHBIN IHKII.
1.3. Henu n 3apaum y4eOHOM IMCHMILIMHBI — TPe0OBaHUSI K pe3yJIbTaTaM OCBOCHHMS y4eOHOMH
AUCHUILIUHBI
ens mporpamMmsbl — GOpPMHUPOBAHKHE Yy O0YYAIOMIUXCS OOIMICY4eOHBIX YMEHHM, HAaBBIKOB, CIIOCOOOB
NeSITeIbHOCTH.
B pe3ynbraTe 0cBOSHUS AUCHUTUIMHBI 00YyYaIOUTUIICS T0KEH YMETh!

—BBINOJIHATH TPEOOBaHUS OXPAHbI TPY/A;

—BBISBJIATh OMNAaCHBIE U BPEAHBIC NMPOU3BOACTBEHHBIE (DAKTOPHI M COOTBETCTBYIOIIME UM PHCKH,
CBS3aHHBIC C TPOLUIBIMHM, HACTOSIIUMH WIM IUIAHUPYEMBIMM BHIaMHU TNPO(EeCcCHOHATBHOM
NesTeTbHOCTH;

— MHCIIOJIb30BaTh CPEACTBA KOJJICKTMBHOM W WHAWBUAYAIBHOM 3allUTBl B COOTBETCTBHM C
XapaKTepOM BBHITIOJIHAEMOM MPpodeccuOHaIbHOM 1eATeNbHOCTH;

—BbIpabaThIBaTh U KOHTPOJIUPOBATH HABBIKU, HEOOXOAUMBIE JUJISI IOCTHXKEHUSI TpeOyeMOoro ypoBHS
0€30macHOCTH Tpy/a.

B pesynbpraTe ocBoeHMs y4eOHOW MUCIMILIMHBI O0YJarOIIHICS JOHKEH 3HATH:

- TpaBWJIa OPraHU3ALMH TPYAA U pabovero Mecra;

- TpaBUJIa TEXHUKU OE€30IACHOCTU M OXpaHbl Tpy/a MpH padoTe ¢ 3JIEKTPOo0OOpyI0BaHUEM;

- 3aKOHBI U MHBIE HOPMAaTHBHBIC MPABOBBIE AKTHI, COAEPIKAIINE rOCYIapCTBEHHbIE HOPMATHBHbIC
TpeOOBaHUS OXPaHBI TPY/IA, PACIIPOCTPAHSIONINECS Ha JeSTEIbHOCTh OpPraHu3alluy;

- (hakTHUECKHE WM MTOTEHITUATBHBIC TOCIEACTBUS COOCTBEHHOM IEATEIbHOCTH (MIJIH 0€3/1eCTBHS)
Y UX BIUSHUE HAa YPOBEHb O€30MMaCHOCTH TPY/a;

- BUJIbI ¥ IEPUOUYHOCTh MHCTPYKTAKa M0 OXpaHe Tpy/a.



BriienepeuncieHsble TpeOOBaHUSA K pe3ylbTaTaM OCBOEHHUS y4eOHOM IUCHMILIMHBI

HanpaBJIeHbl HA (OPMHUPOBAHUE CIACAYIOIIUX OOIMX KOMIETEeHIUIi:

OK
1

[ToHUMAaTh CYHITHOCTH U COLMANIBHYIO 3HAUUMOCTh Oynyiieil mpodeccuu, MposBIsAThH K HEH
[YCTOMUYMBBIA UHTEPEC

OK
2

Oprann30BbIBaTH COOCTBEHHYIO JIEATEIBHOCTD, UICXO/IS U3 IIEJIH U CITOCOOO0B €€
NTOCTIDKEHHMS, ONTPEICIICHHBIX PYKOBOIUTEIIEM

OK
3

AHanU3upoBaTh pabOUyI0 CUTYAIUIO, OCYIIECTBIATh TEKYIIUI 1 UTOTOBBIM KOHTPOJIb, OLIEHKY 1
KOPPEKIHIO COOCTBEHHO JeSITeIbHOCTH, HECTH OTBETCTBEHHOCTD 33 PE3yJIbTaThl CBOEH paboTHI.

OK
4

OcyiecTBIATh TOUCK HH(pOpMaru, He0OX0aUMOM 1715t 3PPEKTUBHOTO BHIOTHEHUS
Mpo¢eCCHOHANIBHBIX 3a/1a4

OK
5

Vcnionb30BaTh HHGOPMAITMOHHO-KOMMYHUKAIIMOHHBIE TEXHOJIOTUHU B MPO(hecCHOHAIbHOM
NesITeTbHOCTH.

OK
6

PaboTath B KoMaHze, 3(pPeKTUBHO 00IIaThCA C KOJIJIETaMH, PYKOBOACTBOM, KITHEHTaMU

KonmuecTBo yacoB Ha OCBOCHHE nporpaMmsbl JUCHUITIIMHBIL

BCEro yueOHOM Harpy3Ku 00y4aromerocs: — 8 4acos.

2. CTPYKTYPA M COJAEP)KAHUE YUYEBHOU TUCIHUILIAHBI

2.1 O0bém yueOHOI TUCHMIVINHBI M BUABI Y4eOHOH patoThl

Bua yueOHo# padoThI Oovem uacoes

OuHan

YueOHast Harpy3ka (Bcero) 8




2.2 TemaTnueckuu mjian

U co/iepsKaHue YYeOHOM U CHUIIMHbI

HanmeHnoBanue Conep:kanue y4eOHOr0 MaTepuaJia, 1ad0paTopHble U MPaKTHYECKUE padoThl, O0be [Ypose Konpbl
pa3aesioB U TeM CaMOCTOSITeJIbHASI padoTa 00y4ar0IMXCs. M Hb KOMIIeTeHIM,
4acoB (0CBOEeH | GOpMHUPOBAHU
ust 10 KOTOPBIX
CIoco0CTBYET
3J1eMEHT
NMPorpaMmbI
1 2 3 4 5
Conep:kaHue y4eOHOr0o MaTepuaJia 2
Brenenne. Bonpocsl oxpansl Tpyaa B Konctutyuuu P®. ['ocynapcTBeHHas 3aniuTa npas OK 2-OK 6
B 1 cBoOO rpaknanuHa PD. Konekce 3akoHOB 0 Tpyne. ObecnieueHne 6€30macHbIX
BeJlcHHe . .
& ycinoBuil Tpyna CoBpeMEHHOE COCTOSIHUE 0€30T1aCHOCTH U yClIoBuH Tpyaa. [IpuanHbl 1 2
HU3KOTO YPOBHS 0€30MacCHOCTH U HEOIAronpUATHBIX YCIOBHM Tpya. 3a1auu OXpaHBbI
TpyZaa.
Conep:xanue yueOHOro MmarepuaJia
Tema 1. TpyoBO€ 3aKOHOIATEILCTBO M MHBIE HOPMATHUBHBIE MPABOBBIE AKThI, COJEPHKALIUE OK 2-OK 6
HOpMBI Tpy0BOro npasa. 1 2 2 Iloustue pabouero Bpemernn. OcobeHHOCTH
(OCHOBHBIE TIOHATHUS U 1 2

MpaBOBasi OCHOBA OXPaHBI
Tpyda

peryaupoBaHus TPy/Aa OTACIbHBIX Kateropuil padbotHukos. 1 1 2 3 TpynoBbie
oTHOIIEeHUA. TpynoBoil norosop. KoyaekTuBHBIN JOTOBOP.

Conep:kaHue y4eOHOro MaTepuaJia




Tema 2. Knaccudukanus onacHbIX U BPEAHBIX TPOU3BOJICTBEHHBIX (PaKTOPOB. OK 2-OK 6
[ [pon3BOICTBEHHBIT [Ipon3BOICTBEHHBIN TpaBMAaTU3M U MPOQPECCUOHAIbHBIE 3a00IeBaHMUSI.
TpaBMaTU3M U PaccrienoBanue HeCUaCTHBIX CITy4aeB Ha MPOU3BOICTBE. 1
npogeccuoHaIbHbIC
3a00JeBaHus
OCHOBHBIE HAMPABICHUSI TOCYIAPCTBEHHOM MOJIUTUKHU B 00JIACTH OXPAHbI a. OK 2-OK 6
Tema 3 Opranuzanus b yAap . p TPyA
OXpaHHL TpyIa [TnanupoBaHue U GUHAHCUPOBAHUE YCIOBUH Tpyaa. 2 2. O0ydyeHue u |
npodeccroHagbHast MOArOTOBKA B 007aCTH OXpaHbl Tpya. 2 3. ATTecTanus pabounx
MECT IO YCIIOBUSAM TPy
Conep:xanue yueOHOro MaTepuasa 2
Tema 4. OcHOBEI Muxkpoxnumar nomemenuil. Kinmmar 3n10poBse uenoseka. [ urnennueckoe OK 2-OK 6
MPOU3BOJICTBEHHON HOPMHPOBaHUE TTapaMeTPOB MUKPOKIMMaTa. MeTobl obecriedeHns KoM(popTHBIX 1
CaHUTapuu KJIMMaTUYECKUX YCIOBHI B TIOMELICHUSX.
OcgeleHre. XapakTepucTUKa OCBEILICHUS U CBETOBOM cpe/ibl. BU/IbI OCBEIIEHHS U €TO OK 2-OK 6
HOopMHpoBaHue. Opranu3zanus padbodyero Mecra Uit Co3JaHus KOM(POPTHBIX 3pUTEIBHBIX 1
YCJIOBUI.
Tema 5. bezonacHocts  (Comep:kaHue y4eOHOr0o MaTepHuaJia 2
TpyZa MpHU BHINOTHEHUN
NHcTpyKIuy 1o oxpaHe Tpyaa. 4 2 2. Oo6mue TpedboBanus 6€30MacHOCTH IMPHU padoTe. OK 2-OK 6
padot Ha [1K ¢
MCIIOJIb30BAHICM [Tonxmouenue I1K, nepudepuitnoro u MynbTuMeAUHHOTO 000PYIOBAHUS K )
nepudepuiinoro n PIIEKTPOCETH, 3aITyCK 000pyI0BaHMUs, 3aBEPLUICHHE PAOOTHI
MYJIbTUMEIUIHOTO
00opymoBaHUs
Hroro 8

JUist XapaKTepUCTUKU YPOBHS OCBOEHUS YU€OHOTO MaTepraa UCIOIb3YIOTCS Cleaylonie 0003HaueHus: | — 03HaKOMHTENbHBIN (y3HaBaHUE paHee

W3YYCHHBIX 00BEKTOB, CBOWCTB);
2 — penpoAYKTUBHBIH (BBITIOTHEHUE JIEATEITHHOCTH 110 00pa3ily, HHCTPYKIIMH WJIH MO/ PYKOBOJCTBOM);




3. YCJIOBUSA PEAJIM3ALIMA ITPOT'PAMMBI YUEBHOM JUCIUILINHBI
3.1 MarepuabHO-TEXHHYECKOe o0ecneueHue 00pa3oBaTe/IbHOIO0 mpouecca

VYueOHast TUCIMIUIMHA PEATU3YETCs B yIeOHOM KaOUHETe
O6opynoBanue yaeOHOTO KabuHeTa!
—Jlocka y4yeOHasi;
—Pabouee mecTo mpenogaBaTerns;
—CTOIIHI;
—CrTynb4;
—IIIkadsr 1151 XpaHeHHs yueOHBIX MaTepHAIOB MO AUCLUILIIHUHE.
TexHnuyeckue cpeacTsa 00ydeHHUs:
—KommnbioTep ¢ TUIEH3UOHHBIM POTPAaMMHBIM 00€CIeUeHUEM;
—Pa3naTouHbIil TMIAKTUYECKUN MaTepua;
—Harnsaaele nmocoOusi: (BuaeopMIbMBI MO TeMaM; NPE3eHTAllMd 10 TeMaM YPOKOB; IIAKAThI,
TaOJIUIBI).
HNudopmanronnoe odecrieueHre o0pazoBaTeIbHOrO Iporecca
MeTtoauueckoe o0ecrieueHue JUCUUTUINHBL:
Harnsinaeie mocoOust:
—KOMIUIEKT y4eOHO-HaTIAAHBIX Tocobuil «OxpaHa Tpyay;
—KOMIUIEKTHI HHAUBUYAIbHBIX CPEACTB 3aIllUThI;
—poOoT-TpeHaXEP A7 OTPAOOTKM HABBIKOB MEPBOM TOBpAaueOHOM TOMOIIIH;
—KOHTPOJIbHO-U3MEPUTENIbHBIE PUOOPHI U MPHUOOPHI OE30MACHOCTH;
—MEMIIMHCKAs arTeuKa.
—TEeXHUYECKUMHU CPEICTBAMU O0yUEHUS: - KOMITBIOTEP;- IPOEKTOP;- IKPaH;- KOMILIEKT
BUJCO(PHUIBEMOB U BUACO-UHCTPYKTAXK MO OXpaHE TPya.
DJNEeKTPOHHBINA HATYPHBIN (POHI.

3.2 UndopmannonHoe odecnevyeHrne 00pa3oBaTeIbHOIO Mpoiecca
OCHOBHBIE HICTOYHUKHU:
1. Bombxun C.H, IlerpoBa M.C, IletpoB C.B. Oxpana Tpyna Ha IpOU3BOJICTBE U B y4eOHOM
nporecce. - U3narensctBo: Anbda-Ilpecc, 2020.
JononHuTenbHbIe UCTOYHUKHU:
1. Konctutynus Poccuiickoit @eneparnui.

2.TpynoBoii koaekc Poccuiickoit @enepannn.

3.®enepanbubiii 3aKk0H Poccuiickoit @enepanuu ot 17 utonsa 1999 roga Ne 181-d3 «O6 ocHOBax
oxpanbl Tpyaa B Poccuiickoii denepaunmn.

4.Canllun 2.2.2.\2.4.1340-03 I'uruennueckne TpeOOBaHMS K BUICOIUCIICHHBIM TEPMHUHAIAM,
MePCOHAIBHBIM 3JICKTPOHHO-BBIYMCIUTEIBHBIM MaIlTMHAM U OpTraHU3aIMK paboThI

5.be3onacHocTh U oxpaHa Tpyna, U3garenscrBo: Omera-JI 2010.

6./I3MeHeHus 1 TOTIOJTHEHUS B 3aKOHOATeNIbCTBE 00 oxpaHe Tpyaa MznarenscTBo: Anbdallpecc,
2007.



7.0xpana Tpyaa. YHuBepcanbHbiii cripaBouHuK (+ CD-ROM) UznatensctBo: ABAK, 2009.

8.0xpana tpyna. Obecrneuenue mpaB paboTHukoB. Cepusi: 3akoH u obmecTBo M3garenbcTBo: Omera-
JI. 2005.
9. Paznopoxusbiii A.A. OxpaHa Tpyzaa ¥ IPOU3BOJCTBEHHas Oe3omacHocTh. IHTepHET-pecypChl:

10. Kuuurun H.B., I[Tonomapes M.B., I1ypseBaA.lO. [ToctaTelinblii komMmeHTapuii kK deaepaibHOMY
3akony «O MPOMBIIIICHHOW 06€30MMaCHOCTH OMACHBIX MTPOU3BOCTBEHHBIX 00BEKTOB». — M.: FOcTuir-
uHdopm, 2012.

DNEeKTPOHHBIE TOCOOUS:

1. DnexkTpoHHbIH xypHaAT «OXpaHa Tpyaa B BOMpocax M OTBeTax», http://e.otruda.ru/.

2. DNEKTPOHHBIE  KYPHAJIBI o OXpaHeTpyna,
http://magazinot.ru/zhurnaly po _ohrane truda i tehnike bezopasnosti/?uid%34000716 16.

3. DnexTpoHHBIHN )XypHan "OxpaHa TpyAa U TEXHUKA 0€301MacCHOCTH Ha MPOMBIIIIJICHHBIX
npeanpustuax", http://ohrprom.panor.ru/.

4. DHIUKIONEUsT 0€30MaCHOCTH KU3HEACATEILHOCTH [ DeKTpoHHbIH pecypc]. — URL:
http://bzhde.ru.

5. Odunmansasiii cant MUC P® [Dnekrponnsriii pecype]. — URL: http://www.mchs.gov.ru.

6. be3onacHocTh B TexHOC(hepe [DnexkTponHsiii pecype]. — URL: http://www.magbvt.ru.

7. ba3za naHHbIX HHPOPMALIMOHHOM cucTeMbl «EMMHOE OKHO JTocTyma K 00pa3oBaTeIbHbIM
pecypcam» http://window.edu.ru/

8. @enepanbHast ~ rocynapcTBeHHas — MHGOpPMAIMOHHAs  CHCTEMa «HanunonaneHas
ANEKTPOHHAS OMOIHOTEKA

9. YHuepcurerckas nadopmarmonHas cuctema «POCCHUSA» http://uisrussia.msu.ru/

10. HadbopmanroHHBIN MTOPTAJ IO OXpaHEe Tpya [ DNeKTpoHHBIH pecypc]. — Pexxum mocTyma:
http://www.trudohrana.ru/

11. Tpynosoii koaekc Poccuiickoit deneparuu (ocaeaHss peaakius) [ DIeKTpOHHBIN pecypc].
Pexxum noctyna: http://www.trudkodeks.ru/

12. O npomblIeHHOH 0€30MacHOCTH OMACHBIX POU3BOJICTBEHHBIX OOBEKTOB: (esiep. 3aKOH OT
21.06.1997 r. Ne 116-®3 [DnexTponHslii pecypc]. — Pexxum gocrtymna:
h7ttp://base.garant.ru/11900785

4. KOHTPOJIb M OIIEHKA PE3YJIbTATOB OCBOEHMSI IIPOT'PAMMBI YUEBHOI
TACHUTLINHBI

KOHTpO.TIb " OICHKa pe3YHLTaTOB OCBOCHUS AUCIHUIIIINHBI OC}’H.[GCTBJIHCTCSI HpenonaBaTeneM B
Hpouecce HpOBC,Z[eHI/ISI CaMOCTOATCIIbHBIX, HpaKTI/I[IeCKI/IX n TBOp‘IeCKI/IX pa60T, a TaKKC BBIIIOJTHCHUA
OGy‘IaIOH_[I/IMI/ICSI, I/IHIII/IBI/I,Z[yaHLHBIX SaﬂaHI/Iﬁ.

PesynbTaThl 00yueHHs (OCBOCHHBIE YMEHHUS,

U METO/IbI KOHTPOJISI H OLEHKH
YCBOEHHbIE 3HAHMS)

pe3yJbTaToB 00y4eHu s

3HaHuUN: OrneHKa peleHni CUTyalnOHHbIX 33124
TectupoBanue; Y CTHBIN OIIPOC;

JleiicTBue TOKCUYHBIX BEIIECTB HA Opra’Hu3M TpakTHYCCKHE 3aHATHS; POICBBIE UIPHI
; .

ICIIOBCKA;




Mepel  mpeaynpexaeHus — IO0XapoB U B3PBIBOB;
KareropupoBanue IIPOU3BOJICTB I10 B3pBIBO-
1 TI0’KapOOIIacCHOCTH;

OCHOBHBIE ~ TNIPUYUHBI BO3HUKHOBEHUS

IMMOXXapoOB U B3PbIBOB,

BaeT BBHICOKHI YPOBEHb 3HAHUS OCHOBHBIX
MOHSITHIA, TPUHIIUIIOB U 3aKOHOB B
00J1aCTH 3aIIUTHI TPOU3BOJICTBEHHOTO
MepcoHaNa U HACEIICHUSI OT BO3ZMOYKHBIX
MOCJICICTBHI aBapuii, KaTacTpod,
CTHXMIHBIX O€ICTBHIA;

OcobeHHocTH oOecnieyeHHsT O€30MacHBIX  YCIOBHUI
Tpyna B cepe npodeccuoHaNbHOW — JEATEIBHOCTH,
MpaBOBbIE, HOPMATUBHbBIE U OPraHU3AI[MOHHBIE OCHOBBI
OXpaHbl Tpy/la B OpraHU3allNH;

JIUYHOU H

[IpaBuma W HOPMBI OXpaHBI

Tpyaa,
[IPOU3BOJACTBEHHON CaHUTAPUU U I10KAPHOU 3aILUTHI;
[MpaBuna Oe3omacHOM HSKCIUTyaTallMd MEXaHHYECKOTO
obopynoBanus; [Ipodunakruueckue MEpONpUATHS IO
OXpaHe OKpYXKarollel cpeibl, TEXHUKE 0€30acHOCTH U
[IPOU3BOJCTBEHHON CaHUTAPHU;

[lpenenbHO  JIOMyCTHMbIE KOHIEHTpALMH (Janee
-IIJIK) BpemHbIX BEIICCTBH MHAMBUAYaTbHbIC
CpelcTBa 3aMThI; [ [pHHINIIBEI TPOTrHO3UPOBAHUS
Pa3BUTHSI COOBITUI M OLICHKH MOCIIEICTBUM MpH
TEXHOI'€HHBIX UYPE3BbIUANHBIX CUTYaLUsIX U
CTUXUUHBIX SIBJICHUSIX;

CucteMy Mep 1o O€30MMacHOM IKCIUTyaTaluy OMaCHBIX
MPOM3BOJICTBEHHBIX OOBEKTOB M CHU)KEHHUIO BPETHOTO
BO3JCHCTBUS HA OKPYKAIOILYIO CPELY;

CpenctBa 1 METO/bI MOBBIICHUS

0€30I1aCHOCTH TEXHUYECKUX CPEICTB U
TEXHOJOTMYECKHUX MPOLIECCOB.

JleMOHCTpHPYET CUCTEMHBIC 3HAHUS
TpeboBaHUI IO OXpaHEe TPy/a,
0€301aCHOCTH

PKU3HEIEATSIIbHOCTH U 3aIIUTHI
OKpY KaroIIel cpebl MPU BHITIOTHEHUN
MOHTQ)KHBIX Pa0OT, TEXHUYECKOM
00CITy’)KUBaHUHU U PEMOHTE
[IPOMBIIIIJICHHOTO 000PYAOBaHUS.

MOJIHOTA U IMMPABUJIBHOCTb OTBCTA, CTCIICHb
(OCO3HAHHOCTHU, TIOHUMAHUA U3YYCHHOI'O; A3bIKOBOC
o opMIICHHE OTBETA.

coOecel0BaHNe, BHITOJHCHUE 3aIaHHH,
YCTHBIN OTIPOC, IPaKTHYeCKast paboTa

Oprann3oBaTh CBOE pabodyee MeCTO

BU3YyaJIbHBINA 0030p; Oecena

BJIaACTh OCHOBaMH KOMITO3UIITMOHHOI'O

MBIIJICHW .

Oecena, mpakTuyeckas padoTa,
BBIITOJIHCHUE YIIPAKHEHUN

YMCTb HCIIPABJIATL TUIINYHBIC OH_II/I6KI/I,

CJIy4aloIIMecs MPH BHITIOJIHEHUHU pabOTHL.

Oecena,
BBIITOJIHCHUE YIIPAXKHEHUN

M3BJICUCHUE HE0OX0aMMON HHGOpMaITUn

Oecena, mpakTuyeckas padoTa,
BBITIOJIHEHUE YIIPAKHESHUN

3HaHuA:




[IpuMeHATH CpencTBa UHIUBUIYAIBHOU U JIeMOHCTpHUPYET yMEHHUE UCITONIB30BATh
KOJUICKTUBHOM 3aIlUTHI. CpPEICTBA MHIAMBUAYAJIbHOMN 3aIUTH] U
OLICHUBATh IIPaBUIILHOCTb UX
[IPUMEHEHHS.

Brnageet HaBBIKaMU TI0 OpraHU3aIUN
OXpaHbl Tpy1a, 6€30MacHOCTH
PKU3HEICATSIbHOCTH U 3aIUThI

OKpY KaroIiel cpebl MPU BHITIOTHEHUN
HECKOJIBKUX BHIOB TEXHOJIOTHYECKIX
MPOIIECCOB.

Opranu3oBbIBaTh U MPOBOJUTH MEPOTIPUSATHUS 110 JleMOHCTpUpYET yMeHue
RaluTe pabOTAIOIINX U HACETICHUS OT HETaTUBHBIX

o o o o [M0JI30BaTHCS IPUHIIAIIAMU Pa3pabOTKU
BO3JCHUCTBHUU YPC3BBIYAHBIX CUTYalluU, Hcmons3oBaTh PHHIL pasp

TEeXHUYECKUX PEIICHU U TEXHOJIOTHUM B
00J1aCTH 3aIUTHI POU3BOJICTBEHHOTO
MepcoHaia ¥ HACEJICHUS OT BO3MOKHBIX
MOCJICICTBHI aBapuid, KaracTpod,

HKOOMO3AIIUTHYIO U IPOTUBOIMIOKAPHYIO TEXHUKY.

CTUXHMIHBIX O€ICTBHIA;

CriocoOeH pa3pabaTbiBaTh CUCTEMY
TOKYMEHTOB I10 OXpaHe TPy/a,
0e30MacHOCTH

PKU3HEIESTEIIbBHOCTH U 3alUThI
OKpY>KaroLel cpe/ibl B MOHTAXXHOW WIIN
CEPBHUCHOU OPraHU3alMU B LIEJIOM.

[IpoBOIUTH aHAJIN3 OMACHBIX U BPEIHBIX (GakTOpoB B |CIIOCOOEH OCYIECTBIATh

cdepe mpodeccHoHaATbHOI NeATEIbHOCTH; MACHTU(DUKAIINIO ONACHBIX U BPEIHBIX
[TpoBOIUTH HKOJIOTUYECKUN MOHUTOPUHT OOBEKTOB  |(PAKTOPOB, CO3/IaBaEMbIX Cpeon
MIPOM3BOJICTBA U OKPY’KAIOLIEN CPENBI; OOUTaHUS U IPOU3BOACTBEHHOM
Cobnronate TpeOGoBaHMs MO 0€30MaCHOMY BEICHMIO  |[IeSITEIHHOCTHIO YEJIOBEKA.
TEXHOJIOTMYECKOro Impouecca.

BusyanbHO onpenesnsarb JleMOHCTpHUpYET CaMOCTOSTENBHOCTH BO
HpI/II‘O,[[HOCTI: CI/I3 K UCITIOJIB30BaHUIO. BJIAJACHUU HABBIKOB OIICHKU TCXHUYCCKOT' O
COCTOSIHUSI M1 OCTaTOYHOIO pecypca
HpOMBIH_UIGHHOFO

000pYIOBaHUS B IIEJIOM, OTJEITHHBIX
hiremenToB u CU3.

[IpoexTHas pabora
HaGmronenue B mporiecce MpakTHISCKUX 3aHATHI
OLieHKa penieHni CUTYallMOHHBIX 3a]1a4

Texymuii KOHTpPONb pE3yNbTaTOB OOYYEHMs] OCYIIECTBIISETCS IpernojaBareieM B Mpolecce
MIPOBEJICHUS] CAMOCTOSITENIbHBIX U MPAKTUUECKUX PadOT, a TAaKKe MPU BBHIIOJTHEHUN UHINBUTYaTbHBIX



pabot. Tekymuii KOHTPOJIb MO3BOJISIET CBOEBPEMEHHO BBISIBUTDH 3aTPYJHEHUSI M OTCTaBaHUE U BHECTU
KOPPEKTUBBI B yU4EOHYIO JESTEILHOCTD.

PyOexHbIlI KOHTPOJIb SIBJISETCS KOHTPOJHHOW TOYKOM IO 3aBEPIICHUIO M3YUYEHHUS TUCITUTIIIUHBI,
paszzena, ero TeM C IeNbl0 OLIEHUBAHMS YPOBHS OCBOEHHS IPOrpaMMHOro matepuana. GopMbl U CPOKU
MPOBEJCHUSI PYOEKHOTO KOHTPOJISI OIMPEAENSAIOTCS — IMperojaBareieM C Y4YeTOM WHIUBUAYaTbHBIX
NCUX0(U3NIECKUX 0COOEHHOCTEH (YCTHO, MUChbMEHHO Ha Oymare, MMCbMEHHO Ha KOMITbIOTEpE U T.11.). [1pu
HE0OXO0IMMOCTH PYOEIKHBII KOHTPOJIb MOKET MPOBOJIUTHCS B HECKOJIBKO ATAIOB.

[IpomexxyTounast atrecranus ocyuectsiasercss B ¢Gopme auddepeHnnpoBaHHOrO 3ayera.
[Ipouenypa mpoBeneHUsT MPOMEKYTOYHOW AaTTeCTaluu JUisi OOydYaromerocss ¢ HWHTEIICKTyalbHBIMH
HAPYIICHUSIMH YCTaHABJIMBACTCS C YYETOM WHAMBUAYAIBHBIX MCUXO(PHU3UIECKHX OCOOEHHOCTEH (YCTHO,
MMCEMEHHO Ha Oymare).

[Ipy HEOOXOAMMOCTH TPEeIyCMAaTPUBAECTCSl yBEIMYEHHE BpPEMEHH Ha TMOATOTOBKY K
nudhepeHIIMPOBAaHHOMY 3a4eTy, a TaKKe MPEJOCTaBIsSeTCs JOMOJHUTENbHOE BpeMs IJsi MOATOTOBKH
3aJaHuN.

[IpomexyTouHas aTTecTalrs MOKET MPOBOIUTHCS B HECKOJIBKO 3TAIlOB.

OneHoYHBIE CpEeACTBA JOBOIATCS N0 CBeAeHHs, oOydaromerocs ¢ OB3 B mocTymHOW st HETO
dbopme.

@opMBbI U METOIbI KOHTPOJISI U OIIEHKH Pe3yJbTATOB 00y4YeHHUsI M0 KOMIIeTEeHI[UIM

Pe3yabTaThl (0CBOEHHBIE CHOBHbIE NN0KA3aTe/H OLleHKHU DopMBbI U METOAbI
KOMIIETeHIIHH) pe3yJbTara KOHTPOJISl U OLleHKH
pe3yJbTaToB 00y4YeHusI

OK 1. Ilonumarth CylmiHOCTh U YMenne 060cHOBaTH ¢ omoIbio [CobeceoBaHe, TBOpUYECKast
COIMATBHYIO 3HAYMMOCTh Oyaymield  [pedeBbIX (OpPMYJT CYIIHOCTh U [paboTa, MPOEKT.

npodeccuu, MposBIATH K HEH COLIMATILHYIO 3HaYMMOCTb

YCTOMYHMBBIN HHTEPEC. Oymymiei

npodeccuu, BUIEHHE  CBOETO
MecTa B OyayIiei mpodeccum.

OK 2. Opranu3oBbIBaTh YMeHHE CcaMOCTOSTENbHO W/uiu [[Bopueckue paboThI
COOCTBEHHYIO JIEATEIBHOCTh, HCXO/S C MTOMOIIIBIO

13 IIeJIM ¥ CIOCOOOB €€ TOCTHXKEHUS, |IPEero1aBaTes BBITIOJTHSATh

OIPEIECICHHBIX PYKOBOIUTEIEM. TBOpUYECKHE pabOTHI

OK 03 Ananu3upoBath pabouyro CBOEBPEMEHHO BBINIOJIHATH [DKCIEPTHAS OIIEHKA
CUTYyalllIO, OCYIICCTBJIATH TeKyH_[I/Iﬁ H MMPAKTUYICCKUC )41 BBITIOJTHCHUS ITPAKTUYCCKUX,
UTOTrOBBIN KOHTPOJIb, OLICHKY U CaMOCTOSITeNIbHBIE PaOOTHI. CaMOCTOSITENIHBIX PadoT.

KOPPEKIHIO COOCTBEHHOMN
JCATCIIBbHOCTH, HCCTU
OTBETCTBCHHOCTD 32 PE3YJIbTaThI
CBOCH pabOTHI




OK 04 OcymiecTBisITh IOUCK BBIOOD u IIOATOTOBKA  [CAMOKOHTPOJIb B IIpoLiecce
MH(pOpMAaIUY, HEOOXOIUMOH ISt COOTBETCTBYIOIMX HHCTPYMEHTOB, BBHITOJHEHUS PaOOTHI;
5 HEKTUBHOTO BBHITTOTHEHUS MaTepHuaJIoB,
-OLICHKA Ka4yecTBa
npodecCHOHATIBHBIX 3a1a4 000pyOBaHus, CpeAcCTB
BBITIOJIHAEMBIX U
3aIlUTHI
BBITTOJIHEHHBIX padoT;
-MCIIPABIICHHS] YCTPAHUMBIX
meeKToB
OK 5. Mcnonp3oBath Ymenue npumensats UKT B Cetb «Hutepuer»,  ee
MH(POPMAIIOHHO- TBOPYECKOH JIeATENTbHOCTH MCIIOJIb30BaHUE
KOMMYHHUKAI[IOHHbIE
TEXHOJIOTUU B
podeCcCHOHATEHON
NeATeNIbHOCTH.
OK 6. PaGotats B KOMaH e, [loHnMaHKe NpaBWJI U HOPM Jlenosas urpa,
P PEeKTUBHO 0OMIATHCS C KOJIJIETaMH, [1€JIOBOTO ATHUKETA. cobecenoBaHueE.
[PYKOBOJICTBOM, KJIMEHTAMH.

PABOYA S ITPOTPAMMA VUEBHOU JIUCLIUITJIMHEI
OI1.07 BEBONACHOCTbD KU3HEJAEATEJIBHOCTHU

1.1 O6aacTe npuMeHeHHus1 pado4eil MporpaMMbl

Pabouass mporpamma y4eOHOW IUCIMIUTMHBI SIBISETCS YacThIO MPOTPAMMEBI IO
crienuanbHOCTH «CeKpeTapb-aAIMUHUCTPATOPY.

1.2. MecTto yuyeOHO#W IMCHUIUIMHBI B CTPYKTYpe OCHOBHOH MNpPodecCHOHAILHOM
o0pa3oBaTe/IbHOH MNPOrpaMMmbl: JUCHMIUIMHA OTHOCUTCA K oOuIenpodeccHoHaIbHbIM
JUCLHUTIIINHAM.

1.3. Hean 1 3a1a4u y4eOHOM TUCHUIJIMHBI — TPeOOBAHMS K pe3yJibTaTaM 0CBOEHMS
y4eOHOi THCHUIIHHBI: (OPMUPOBAHUE y 00YJAIOIINXCS HABBIKOB K YCTICIIHBIM JIEHCTBUSIM TIO
oOecrieueHni0 OE30MaCHOCTH JIMYHOCTH, OOIIECTBAa, TOCYJApCTBa, BOCIUTAHUE TPaxIaHCKON
MO3UINH, HABBIKOB CAMOCTOSITENIbHOM paOOTHI.

3apaum IMCHUIIMHBI:

—pa3BuTHe OJUTENBHOCTH, OCMOTPHUTEIBHOCTH, pa3yMHOHM OCTOPOXXHOCTH Ha
BBISIBJICHUE U MPHUHATHE BO BHUMAHUE Pa3jIMUYHbIX HEraTUBHBIX (PAKTOPOB MPHU OLIEHKE Yyrpo3 U
OMNAaCHOCTH, U MIPEOJIOJICHUH TPYAHOCTEH;

—(opmMupoBaHue TMPUBHIYEK, HABBIKOB, YMEHHUH, 00eCleyuBaIOUIMX YCIEUIHbIe
NeHCTBUSL TPU pEIIEHHH BOMPOCOB JIMYHOM UM OOIIECTBEHHOM O€30MacHOCTH, yMEHHE
CHUCTEeMATHU3UPOBATh 3HAHUS 1O BOMPOCaM OE30MACHOCTH KH3HEACATeTbHOCTH U A(H(HEKTHBHO
MPUMEHSATH UX B TOBCEAHEBHOM XKU3HU;

—QopMUpOBaHHE YCTAaHOBOK HAa COBMECTHBIC, COTJIACOBAHHBIC JEHCTBUS TIPH
NoNaJaHuM B OMACHBIE CUTYAIlMU B COCTABE IPYIIIbI, a TAKKE HABBIKOB U YMEHUN COBMECTHBIX
JIeHCTBHI, OKa3aHUs CaMO- U B3aHMMOIIOMOIIIH.



B pe3synbraTe ocBOeHUs y4eOHOM OUCHMIUIMHBI OOYyYarOUIMiCsA ¢ MHTEUIEKTyaIbHBIMU
HapyILIECHUSAMU JT0JKCH YMeTh:

—IpPUMEHATh IIOJy4CHHBIE TEOPETUYECKUE 3HAHMS Ha IPAKTUKE - IIPUHUMATH
00OCHOBaHHbIE PELICHHUs, BHIPA0ATHIBATh IUIAH JICHCTBUN B KOHKPETHOM OMAaCHOW CHTyalluu C
Y4€TOM peabHOM 00CTaHOBKM M MHIUBUAYaATbHBIX BO3MOKHOCTEH;

—aHaJIM3UPOBATh SIBJICHUSA U COOBITHS MPUPOIHOTO, KPUMUHOTEHHOI'O M COLMAIBHOIO
XapakKTepa, BBIABIATh IPUYMHBI BOSHUKHOBEHUS;

—IIPOEKTUPOBATh MOAEIH JIMYHOI'O 0€3011aCHOTO MOBEICHHUS.

B pesynbTare ocBoeHHs yueOHOH MUCIUILIUHBI O0YJaIOIIUIICSI ¢ MHTEIUIEKTYaJIbHBIMU
HapyILICHUSAMHU JOJIKEH 3HATh:

—OCHOBHBIE COCTABJISIONINE 30POBOr0 00pa3a KHU3HU U UX BIMSHUE Ha 0€30MaCHOCTD
KU3ZHEJEATEIIbHOCTH JIMYHOCTH;

—TIOTEeHI[MAJIbHbIE ~ OMACHOCTH  MPUPOAHOrO, TEXHOTEHHOTO U  COLHUAIbHOIO
MIPOUCXOKICHUS, XapaKTEPHBIE JIJIsl pETUOHA IPOKUBAHMUS;

—OCHOBHBIE 33]]a4i TOCYJIapCTBEHHBIX CIYXO0 MO 3allUTe HACEIECHUS U TEPPUTOPHUIl OT
Ype3BbIYAIHBIX CUTYAIIMI TPUPOAHOTO U TEXHOTEHHOT'O XapaKTepa;

—TIpeaHa3HavYeHue, CTpyKTypy u 3anaun PCUC;

—TIpeAHa3HauYeHUe, CTPYKTYPY U 3a7ja4i TPak1TaHCKOH 0OOPOHBIL.

Brimenepeuncienusle  TpeOOBaHUS K  pe3ylbTaTaM OCBOCHUSA Y4YeOHOM JAMCLMITIIUHBI

HaIpaBJIeHbI Ha POPMUPOBAHUE CICAYIONIUX OOIIUX U MPO(eCcCHOHATLHBIX KOMIIeTeHIHii

Kon HaumeHoBaHMe KOMMETEHIMU

OK 1 [[loHuMaTh CyIIHOCTH U COLMAIBHYIO 3HAUUMOCTh OyayIei mpodeccuu, IposiBISATh K HEH
YCTONYUBBIA UHTEPEC

OK 2 |Opranu3oBbIiBaTh COOCTBEHHYIO JACSITEIBHOCTD, UCXO/IS U3 LIEITH U CIIOCOOOB ee
TOCTHUKEHUS, OIIPEICIIEHHBIX PYKOBOAUTEIEM

OK 3 |AHanmu3upoBaTh pabodyIo CUTYaIUIO, OCYIIECTBIATh TEKYITUNA U UTOTOBBIN KOHTPOJIb,
OLICHKY U KOPPEKIIMIO COOCTBEHHOM IEATEIbHOCTH, HECTH OTBETCTBEHHOCTh 3 PE3YJIbTAThI
CBOEH pabOTHI.

OK 4 |OcymiecTBasTh HouCcK HHGOPMAIIHU, HEOOX0 MO 117151 3 (HEKTUBHOTO BBITIOJTHEHHS
npodecCHoHANBHBIX 33149

OK 5 [Mcnonb3oBaTh HHOOPMAIIIOHHO-KOMMYHHUKAIIMOHHBIE TEXHOJIOTHH B MPO(ECCHOHAIBEHON
NESITEbHOCTH.

OK 6 [PaboraTh B kOMaHe, 3PHEKTHBHO OOIIATHCS C KOJIJIETaMH, PYKOBOJICTBOM, KIIMEHTAMHU

KojuyecTBO 4acoB HA OCBOEHHE nporpaMmbl IMCHUIIMHBI:

BCECTO

yueOHOI1 Harpy3ku oOyuaroerocs - 26 4acos.



2. CTPYKTYPA U COJAEP)KAHUE YYESHOU JUCIUILIAHBI

2.1. O0bem y4eOHOI TMCHUIIMHBI M BUABI y4eOHOH padoThI

. Ob6vem uacoe
Buj yueOHoil padoThI

OYHaA

YueOHast Harpy3Kka (Bcero) 26

[TpomexxyTrounas arrectanus B popme nuddhepeHIupoBaHHOTO 3a4eTa




2.2 TemaTuuyeckuii JIaH u coaepxkanne yueOHou gucuuniaunbl OI1.07 be3onacHoCTh KU3HeAEATEILHOCTH

Konni
KOMIIEeTeHIINI,
(popmuposanurio
H No D6 v KOTOPbIX
anMeHOBaHMe ¢ |Conep:xxaHue y4eOHOT0 MaTepUaJia, NPAKTHYECKHEe PA0OThI bEM pOBCHb
pa3aeoB U TeM 4acoB yCBOEHMS cnocodcTByeT
3J1eMeHT
NPOrpaMMblI
1 2 3 4 5
Copepxanre yaeOHOTo MaTepuaa 2
BBojHOE 3aHATHE. 1 OK 1.
Paznen 1 [Ipo¢unakTrka moxapHoi 0e30MaCHOCTH OK 2.
Hoxapuast
6e30MACHOCTh OcHoBHBIE (pakTOpbI Nokapa. Hanbosnee yacTble MPpUUYUHBI MOXKapA. 1,2 OK 3.
OmnoBenieHre 1 3BaKyanus npu noxape. Cpencraa noxkapoTyILICHHUS. 1 OK 6.
JleticTBHE TIpH TIOKape B OOIIIECTBEHHOM MECTE. 1
Paznen 2 Coneprkanne y4eOHOT0 MaTepuasa 4
3amura
N ——— Bpennbie GpakTopbl MPOU3BOICTBEHHON CPEJIbI U X BIMSHUE HA OPraHU3M OK 2.
HeraTHBHBIX yenoBeka [Ipon3BocTBEHHBIE CpeicTBA OE30M1aCHOCTH
BO3/AeCTBUI OK 3.
NHnuBuyanbHBIC U KOJUIEKTUBHBIE CPEICTBA O€30MaCHOCTH |
Ype3BbIYaliiHbI OK 6
X
CUTYyal Ui
Coneprxkanre y4eOHOTO MaTepuasa 4 OK2. OK 3.




Paznen 3 Upe3BbluaiiHble CUTYAlIMU TPUPOIHOTO XapakTepa 1 OK 6.
Be3onacHocTh M
Kaxk Bectu cedst B cimydae Bo3HUKHOBeHHUST YC MpUPOIHOTO XapakTepa. 1,2
3alUTa
JelloBeKa B [IpaBuiia noBeneHus U 1eicTBUE HaceneHus pu aBapusix Ha XOO. 1,2
UPEIBRITANHPIX ABapuu ¢ BBIOPOCOM paJHOaKTUBHBIX BeUIeCTB. BO3MOKHbIE OCIIEACTBUS )
CUTyaUMsAX
CopepxaHue yueOHOro MaTepuasa
Uto Takoe Teppopusm? 2
Pa3znen 4
Buasl Teppopuszma 2 OK 3.
Teppopusm
Kak BbIsIBUTH TeppopucTa. Kak BecTu cedst mpH TepakTax. 2
besonacHocTs B Tpancnopre. Eciu B3opBanack 6omba. Eciu Bac 3aBanmio. 2
Coneprxanue yueOHOTo MaTepuaa
Pa3zpen 5
Upespbruaiinbie Buabl npecTyrieHui IpOTUB TUYHOCTH 2 OK 2.
CHTYauUH YT0710BHAs OTBETCTBEHHOCTh HECOBEPUIEHHOJIETHUX 2 OK 3.
KPUMHHOTCHHOTO TBOst 6€30MaCHOCTH B TBOMX pYyKax. 2 OK 6
XapakTepa
NudopmanmonHas 6€301MacHOCTb. 2
CopepxaHue yueOHOro MaTepuasa
Pa3nen 6 p i p
Enunas Enunas locynapcTBeHHast cucreMa MPEAYNPEeXKACHUS U JIUKBUIAIIMU OK 3.
1
Tocynapcreenna upesBbruaitHbIx cutyaruid (PCUC). OK 6
51 cucTeMa
Lenu u 3amaun MUC. Ero cTpykrypa. 2

npeaynpe:KaeHust




U JIUKBUAALIMHU Pons MUC u ero ctpyktyp B 3anute HaceneHus: oT UC. 2
4Ype3BbIYailHbIX
cHTyammii OrnoBelieHne HaceIeHUSI O CTUXUMHBIX O€ICTBUAX, MPOMBIIIIEHHBIX aBapUIX U 2
(PCUC) KatacTpodax
Coneprkanre y4eOHOTO MaTepuasa 4
310pOBbE U 3IOPOBBI 00pa3 ku3HU. OOIIME MOHITHS O 3I0POBLE. 3T0POBBIH 2
Paznen 7 00pa3 KHU3HU — OCHOBA YKPEIJICHUS M COXPAHEHUS! IMUHOTO 3/JOPOBbSL.
3nopoBbe n OK 3.
DaKTOPbI, CHOCOOCTBYIOIIHE YKPEIUICHUIO 3710POBbS 2
310poBbIii 00pa3
SKM3HH [Ipodunaktka  mpeaynpexaeHUsT BpEeIHBIX MpUBBIUEK (ymoTpedsieHue 2
AIIKOTOJIs, KYpEeHHE, YIIOTPEOICHHE HAPKOTHKOR).

Paznen 8 Coneprxkanre y4eOHOTO MaTepuasa 2
OcHoBBI
[IpaBuia HaMOKEHUS MTOBA30K 2 OK 3.
JA0BpPa4eOHOM
OK 6
HoMomu IIepBas momMo1ps npu neperomax 2
NocTpajgaBuIeMy
JludepeHpoBaHHBIN 3a4eT 2
'Y4eOHast Harpy3Kka (Bcero) 26

JI7st XapaKTEepUCTHKN YPOBHS OCBOCHUS yueOHOT'O MaTepHajia UCIIOIb3yIOTCS CIEAYIOIINe
o0o3HaueHus: | — 03HaKOMHTENIbHBIH (y3HaBaHUE paHee U3YUYCHHBIX 00BEKTOB, CBOMCTB);
2 — penpoayKTUBHBIH (BBIIOIHEHHE IEATEIBHOCTH MO 00pas3ily, MHCTPYKIMH HIIH 0] PYKOBOJICTBOM);



3. VCJIOBUS PEAJIN3ALIMA YUYEBHOM JUCIUATIIMHBI
3.1 MarepuabHO-TEXHH4YECKO€E 0O0ecneuyeHrne 00pa3oBaTe/ibHOIO0 nmpouecca

VYdeOHas AUCIUIINHA PeaTH3yeTcs B yueOHOM KaOuHeTe

O6opynoBanue yaeOHOTO KabUHeTA:

—Jlocka yueOHas;

—Pabouee mecTo npenogaBaTens;

—Cromamr;

—CrTynbs;

—Ixadb1 15 XpaHeHUs: Y4eOHBIX MaTEPHUATIOB TI0 TUCIUTIIINHE.

TexHudeckue cpeacTBa 0OyICHHUS:

—KommnbioTep ¢ TUIEH3MOHHBIM POTPaAaMMHBIM 00eCTICUeHUEM;

—Pa3natouHbil TMIAKTUYECKUIA MaTepra;

—Harnsaaeie mocobus: (BuaeopuiIbMbI MO TeMmaM; MPE3CHTAIMU 10 TeMaM YPOKOB; IUIAKATHI,
TaOJIHITHI).

3.2 UudopmanmonHoe odecnevyeHne 00pa3oBaTe/JIbHOIO Mpoiecca

OCHOBHbBIC HCTOYHHUKHU:

1. H.B.Koconanosa, H.A.Ilpokonenko be3onacHoCTb ku3HenesTenbHoCTH — M.: M3gaTenbckuit
LHEeHTp «Akagemus», 2019r. — 378 c.

4, KOHTPOJIb U OIIEHKA PE3VJIbTATOB OCBOEHHUS TITPOTPAMMBI YYEBHOM
JAUCHHUIIJIINHBI

KoHTpoJIb M OLeHKA pe3ylnbTaTOB OCBOSHUS AMCIMILIUHBI OCYIIECTBISIETCS MpENojaBaTeleM B
npolecce MpoBeIeHus 1abopaTOPHBIX U MPAKTUYECKUX PabOT, TECTUPOBAHMS, @ TAK)KE BBIOJIHEHUS
00y4aroIUMUCs, HHINBUYATbHBIX 3aJaHUH, IPOEKTOB.

®opMbI 1 METO/IbI KOHTPOJISI U

Pe3yabTarsl 00yyeHus (0CBOEHHbIE
OlIeHKH pe3y/bTATOB 00y4eHHs

YMEHHUS, yCBOCHHbIE 3HAHUS)

YmMenus

- IPUMEHSATH MOJyYeHHbIE TEOPETUYECKUE 3HAHUS Ha - YCTHBII onpoc
MPAaKTUKE - IPUHUMATh 0OOCHOBAHHbIE PEIICHMUS,
BBIPA0ATHIBATH TJIAH JEHCTBUM B KOHKPETHOM OMAacHOM
CUTYaIlUU C YIETOM peaabHOi 00CTaHOBKU U
MHIAWBUIYAJIbHBIX BOSMO)KHOCTCI\/’I;

- aHAJIM3UPOBATH SIBJICHUS U COOBITUS TIPUPOIHOTO, YCTHBIN OIIPOC
KPUMHMHOIEHHOTO U COLIMAJIBHOTO XapaKTepa, BIABIIATh npakTHyecKas paboTa
[IPUYMHBI BOSHUKHOBEHUS; TECTUPOBaHUE

g depeHIIPOBaHHBIN 3a4eT

- IPOEKTUPOBATH MOJICITH JINYHOTO 0€301aCHOTO TIOBEICHHS. YCTHBIH OIPOC
HaOJIIOIeHNE




3HaHuA:

-OCHOBHBIEC COCTAaBJISIONIUE 30POBOTO 00pa3a >KM3HHU U MX | -yCTHBIHU OMPOC
BJIMAHUC HaA 6€3OHaCHOCTB KU3HCACATCIBbHOCTHU JIMYHOCTU -[IpaKTU4ICCKas pa60Ta
- GepeHITUPOBaHHBIA 3a4eT

-[IOTEHIHAJIbHBIE ONACHOCTH MPUPOJHOTO, TEXHOTEHHOTO M | - yCTHBIH OMPOC

COOHAJIBHOI'0 IMPOMCXOXKACHHUA, XAPaKTCPHBIC IJId PEruoHa - IPAKTUYECKAs] pa60Ta

TMIPOXHUBAHUA -MHAUBUAYAJIbHBIC 3aJaHUA

- mubdepeHIUPOBAHHBIA 3a4eT

- OCHOBHBIE 3aJlayd TOCYJAapCTBEHHBIX CIYXO IO 3amMTe | —YyCTHBIH OMpoc

HAaceJIeHUsT U TEPPUTOPHH OT 4Ype3BbIYANHBIX —TIpaKTHyecKas padoTa
CUTYyallMil IPUPOJHOTO U TEXHOT€HHOTO —nuddepeHInpOBaHHbI 3aueT

xapakrepa

— [IpeHa3HauYeHue, CTpyKTypy u 3anaun PCUC - IpaKTU4ecKas padbora

- mupepeHInpPOBaHHBIA 3aueT

Texymuii KOHTPOJIb Pe3ylbTaTOB O0yUYEHHUS OCYIIECTBISIETCS MpEoiaBaTeeM B Mpolecce
MpOBeJIeHUS 1a0OPAaTOPHBIX U MPAKTUYECKUX padoT, a TaKKe MPHU BBINOJTHEHUN WHAUBUAYAIbHbBIX
paboT wuAM B pEXKHUME TPEHUPOBOYHOIO TECTUPOBAHMUA. TeKylmuil KOHTPOJb TIO3BOJSET
CBOCBPEMEHHO BBISIBUTH 3aTPyJHEHUS M OTCTAaBaHUE U BHECTH KOPPEKTUBbI B Y4eOHYIO
NeSITENIbHOCTbD.

PyOexHbIiI KOHTPOJb SBIAETCS KOHTPOJIBHOM TOYKOW 10 3aBEPLICHUIO H3YUYCHHUS
JTMCLUUIUIMHBL, pa3/iesia, €ro TeM C IIeIbI0 OLIEHUBAHHS YPOBHS OCBOSHHS IPOrPaMMHOI0 MaTepuaa.
@opMbI U CPOKH TPOBEJCHUS PYOEKHOTO KOHTPOJIS ONPENENSIIOTCS IPENoaBaTelieM C y4eToM
WH/IMBUYANbHBIX MCUXO(PHU3MUECKUX 0COOCHHOCTEH (YCTHO, MUCbMEHHO Ha Oymare, MMCbMEHHO Ha
KOMITbIOTEpE, B hopMe TeCTUpOBaHUS U T.1.). [Ipn HE0OX0AMMOCTH pYOSKHBIH KOHTPOJIb MOXKET
MIPOBOAUTHCS B HECKOJIBKO 3TAIOB.

[IpomexxyTouHasi aTTecTamusl ocymiecTBisieTcss B Gopme audpepeHInpoBaHHOTO 3adveTa.
[Ipouenypa  mpoBeaeHHs ~ MPOMEXKYTOUHOM  aTTecTalMud A oOydaromerocs ¢
WHTEJUICKTYalbHBIMA ~ HapylICHUSIMH ~ YCTaHABJIMBACTCA C  Y4eTOM  WHAWBHUIYAIbHBIX
NCUXO(PHU3HMUECKUX 0COOeHHOCTEH (MMCHbMEHHO Ha Oymare B (hopMe TeCTUPOBAHMUSA).

[Ipy HEOOXOOUMOCTH TpEAyCMAaTPUBAETCS YBEIMYEHHE BPEMEHH HA MOATOTOBKY K
i epeHIMPOBAaHHOMY 3aueTy, a TakXKe MPEAOCTABISACTCS JOMOJHUTENFHOE BpeMs JUis
MOJATOTOBKU OTBETA.

OneHounble cpelncTBa (BKJIIOYAs 3a7aHusl IS CaMOCTOATENBbHON paboOThl, BOMPOCHI K
mudGepeHIIMPOBaHHOMY 3a4€Ty) JOBOJATCS 70 CBeneHus obydaromierocs ¢ OB3 B moctymHoO#M 1yist

Hero ¢opme.

@®opMbI H METOIBI KOHTPOJISI M OIEHKH Pe3yJIbTATOB 00yYeHUsI 0 KOMIIETEHIIHAM
Pe3yabTarhl CHOBHBIE M0KA3aTeJIN OIleHKH D opMbI U METOBI
(ocBOEHHbIE pe3yJibTaTa KOHTPOJISI M OLleHKH

KOMIIETeHIMH) pe3yJbTaToOB 00y4eHM I




OK 1. [ToHumaTh CyImHOCTb U
COLIMAJIbHYIO 3HAYUMOCTb
Oynymieit mpodeccun, MposSBIATH
K HEH yCTOMYMBBIN MHTEPEC.

VYMeHne 000CHOBATH C TIOMOIIBIO

peueBBIX (QOPMYNT CYIIHOCTh H

COIMATEHYIO 3HAYUMOCTh
Oymymuei

npodeccuu, BHUACHHUE  CBOETO

MecTa B OyayIie mpogeccum.

CobOecenoBanue,
TBOpYECKAst
MPOEKT.

pabora,

OK 2. Oprann3oBbiBaTh
COOCTBEHHYIO JICSITEIIBHOCTD,
MCXOIS M3 1IEJIN U CIIOCOOO0B ee
ITOCTIOKCHHUS, OTIPEICTICHHBIX

YMeHHe CaMOCTOSITEIIBHO —W/HIIH
c TIOMOIIBIO

Mpero1aBaTens

TBOPYECKHE PAOOTHI

BBIIIOJIHATH

TBOpUeckue paboThI

PYKOBOJIUTEIEM.
OK 03 AnanuzupoBats pabouyo |CBOEBpEMEHHO BBITIOJIHATH [JKCIIEPTHAS OIIEHKA
CUTYalMIO, OCYIIECTBIISATh MPaKTUYECKHE U [BBINOJHEHUS
TEKYIIMIA U UTOTOBBIM KOHTPOJIb, |CAMOCTOSITENIbHBIE PaOOTHI. MPaKTUYECKHUX,
OLICHKY U KOPPEKLHIO CaMOCTOSITENIbHBIX paboT.
COOCTBEHHOM JESATEILHOCTH,
HECTH OTBETCTBEHHOCTH 32
pe3yIbTaThl CBOEH pabOThI
OK 04 OcyuiecTBisITh IOUCK BBIOOD 51 MIOArOTOBKA  [CAMOKOHTPOJIb B IIPOLECCE
WH(pOpMaIINK, HEOOXOUMOM [Tl |[COOTBETCTBYIOIIIX BBITIOJTHEHHSI paOOTHI;
A(PPEKTUBHOTO BBITOJTHEHUS MHCTPYMEHTOB,  MaTepHalloB,
MpodeCCHOHANIBHBIX 3a]1a9 000py/IOBaHUA, CpEICTB rOTICHKA KadccTRa

O — BBITIOTTHSIEMBIX U

BBITTOJIHEHHBIX padoT;

-UCIIPABJICHUS YCTPAHUMBIX
e eKToB

OK 5. Ucnonp30Bath
MH()OPMAIIMOHHO-
KOMMYHUKAIIHOHHBIE
TEXHOJIOTUH B

npodeccCuOHATEHON
JCATCIIbHOCTU.

Ymenue npumensats UKT B
TBOPUYECKOM AEATEIBHOCTH

CeTtb «HTEpHETY,

€C UCIIOJIB30BAHUEC

OK 6. PaboTaTh B KOMaHIIE,
pdheKTHBHO 00IIATHCS C

KOJUIETaMU,
PYKOBOJCTBOM,
KJIMEHTaMH.

[loHuMaHKe NpaBWJI U HOPM
NIEJI0BOTO DTUKETA.

[lenosas urpa,

cobeceoBaHueE.




PABOYA S IIPOTPAMMA VUEBHOU JJUCLIUITIIMHBI
OI1.08 OcHOBBI [1€710BOM KYJIbTYphI M 3TUKH. KopriopatuBHast KyabTypa.

OobaacTh NpuMeHeHus1 padoyeil MPoOrpaMmbl
PaGouas nmporpamMma y4eOHOM JUCIUILTUHBIL SIBISETCS YaCThIO MPOTPaMMBI 110 CIIEUATbHOCTH
«CekpeTapb-aAIMUHHUCTPATOP.

MecTo y4yeOHOH IMCHMILIMHBI B CTPYKTYype MNpPOrpaMMmbl MOATOTOBKH: YuecOHas

JTUCIUIUIMHA BXOAUT B 00UIENPOeCCHOHATBHBIN IIUKII.

Iean ocBoeHUusi AUCHUIVIMHBI — (QopMupoBaHWe Yy ciymareined KOMIETEHIINH,
o0ecrieynBaOIUX  MPO(ECCHOHANBHYI0  JESITEeIbHOCTh B cdepe  OpPraHM3alMOHHOTO U
JAOKYMCHTAITUOHHOT'O 06€CHC‘-ICHI/ISI ACATCIIBHOCTHU OpFaHI/I3aHI/II71 JIIOGBIX OpraHu3alOHHO-
IpaBOBBIX (POPM, O3HAKOMIIEHHUE CITyIIAaTeNel C OCHOBHBIMU TEOPETUUYECKUMU acTIeKTaMH, HOpMaMu
U HEHHOCTAMHU IIGJIOBOﬁ OTHUKHU U JCIOBOI'O OTUKECTA.

OCHOBHBIMH 321a4aMU JTUCLHUTUTUHBI SBIISIOTCS:

—cdopMupoBaTh y CIyIIaTtened 0a30BBIX MPEACTaBICHUN 00 ATHKE JEIOBOTO
OOLIEHUS U IEJIOBOM 3TUKETE;

—O00y4YuTh ClTylIaTesnei OCHOBAM JIEJIOBOTO OOIEHUS U AEIOBOTO STUKETA;

—pa3BUTh YMEHHS KOHCTPYKTUBHO B3aMMO/ICHCTBOBATH B JICJIOBOM OOIICHUY;

—chopMupoBaTh y ciymareneid  yMEHHUs ~ aJanTUPOBAaThCs M YCIEUIHO
COLIMAJIM3UPOBATHLCS B MPOU3BOICTBEHHOM, O(HUCHOII cpere.

1.4. KonndecTBo 4acoB, OTBEICHHOE HA OCBOSHHUE MTPOTPAMMBI yUeOHOU JUCITUTUIAHBI
MakcUMaibHas ydyeOHasi Harpy3ka CTyJeHTa -52 4acoB, B TOM 4YHcCI]e: oO0s3aTeibHas ayJuTOpHas
ydeOHast Harpy3ka - 52 4acos.

2. CTPYKTYPA U COJAEPKAHUE YUYESEHOU JUCIATLIMHBI
2.100beM yueOHOM AUCITUTITUHBI U BUIBI Y4€OHON paOOTHI.

Bun yue6Hoit paboTsl OO0BeM yacoB

MaxkcuManbHas yaeOHast Harpyska (BCero) 52

OO6s3aTenbHas yueOHast Harpy3ka (BCero) 52

Wrorosas attecranus B popme 1ud hepeHIpoBaHHOTO 3aUeTa




2.2 TemaTu4yeckuii miiaH u cogep:kanue yueonoi mucuunanabl OI1.08 OcHOBBI A€710BOM KyIbTYpbl U 3THKUA. KopriopatuBHas KyJIbTypa.

(dakTop 3¢ (HEKTUBHOCTH OM3HEC B3aUMOICHCTBUS

HanmeHnoBanue Conep:xxaHue y4eOHOr0 MaTepuaJia, JadopaTopHble H MPAKTHYeCKHe PAd0ThI, Oo0be |Ypose Konwbi
pa3aesioB U TeM caMoCTOsITeJIbHAsI padoTa 00y4arommxcs. M Hb KOMIIEeTeHLM i,
4acoB [0cBOeH | ¢opMUpOBaHU
ust 10 KOTOPBIX
cnocodcTByeT
3JIEeMEeHT
NMPOrpaMMbI
1 2 3 4 5
Pa3nea 1 dtuka Conepxanue yueOHOro MmaTepuasa
1eJ10BOr0 00IIeHHUs U
1eJ10BOI HTHKET KAK OTUKa KaK HayKa: MPEIMET, UCTOPUSI Pa3BUTHSI, OCHOBHBIE KATETOPHU. OK 2-OK 6
S TeMEHTBI JlenoBoe oO1ieHue: BUbI, MPUHUIUIBI U PYHKIUUA. DTHUYECKHE TPUHLIUIIBI 2 2
HpO(l)eCCI/IOHaJIbHOFO 1 HOPMBI B ICJIOBBIX OTHOIICHUAX
B3aUMO/ICHCTBUA
ITHUKET KakK COIIUAJIBHOC SBJICHUC: TMOHATUC, UCTOPUSA Pa3BUTUA, BUIBIL.
J1enoBO# 3TUKET: MOHATHE, CTPYKTYpa, IPUHLUIBI U PYHKIUU 6
[TpodeccuonanpHass U KoprmopaTHBHas KyJbTypa: MOHSTHS, CTPYKTYpa,
byHKIIMM MexaHU3Mbl MPUBUTHUS JTUYECKUX MPUHIUIIOB, BHEIPEHUS 4
MpaBUJI 1 HOPM ACJIOBOI'0 3TUKCETA.
ITUKET CJIy)I(GGHBIX B3aMMOOTHOIIICHUI PYKOBOOUTCIIA U MOAYUHCHHBIX,
COTPYAHUKOB, MYXXYUHBI U KCHIIIHWHBI. I/IMI/II[)K JCJIIOBOT'O YCJIOBCKA KakK 4




KoH(pmuKTHI B A€T0BBIX OTHOIIEHUAX. CTpaTerus U rnpaBuiia NOBEJCHUS B
KOH(JIMKTHOW cuTyanuu. Pa3perienne KoH(QIMKTHON CUTyalluu B TPYIIIIE. 4
CyOopauHanusi Kak CUCTEMa CIIY)KEOHBIX OTHOIIEHUH. DTUKO-3THKETHbIE
ACIIEKTHI B3aUMOJICVCTBUS COTPYAHUKOB MEIULIIMHCKUX YUPEKACHUN 4
OTUKET AEIOBBIX KOMMYHUKAIUNA DTUKET AEIOBBIX MEPOIIPUITUN 10
Paznen 2. Coaep:kaHue y4eOHOIro MmaTepuaia
IIpakTuyeckue
ocHOBBI yenemHoro [CyOOpAMHAIMS KaK CHCTEMA CITY)KEOHBIX OTHONIEHUA. ITUKO-OTHKETHBIE 5 5 OK 2-OK 6
ACIIEKTHI B3aUMOJEHCTBUS COTPYAHUKOB
B3aMMO/EHCTBHA B
pouecce 1eJI0BOT0  IJryger neg0BBIX KOMMYHUKALMN DTHKET JAEOBBIX MEPOIIPUSTHIA. 2
001IeHU S
JlenoBbie MpUEMBL. 4
CobecenoBanue npu MpuemMe Ha padboTy. 4
BepbansHoe u HeBepOanbHOE 00IIEeHHE 4
HNrorosas arrecrauus 1u¢depeHIHPOBAHHDBINA 3a4eT 2
HTroro 52

Jl1s xapakTepuCTUKH YPOBHS OCBOEHHUS y4eOHOTr0 MaTepuaa UCIOIb3YIOTCS cleAyrolue 0003HaueHus: | — 03HaKkOMUTEIbHBIN (Y3HaBaHHUE paHee
U3y4EHHBIX 00BEKTOB, CBOWCTB);
2 — penpoAYKTUBHBIN (BBIMOIHEHUE EATEILHOCTH MO 00pa3ily, MHCTPYKIIMU HITH 110/ PYKOBOJICTBOM);



3.YCJIOBUS PEAJIN3AIIMA PABOYEN ITPOT'PAMMBI YYEFHOM JTUCHUATIIMHBI
TpeOoBaHKMsi K MUHUMAJIbHOMY MATE€PHAJILHO-TEXHUYECKOMY 00ecredeHnI0
O6opynoBanne kabuHeTa:
—pabouee MecTo npenoaanarens — 11T,
—KOMIUIEKTHI CTICIHATM3UPOBAaHHON Mebenu ydamuxcs- 20 yueOHbIX CTOJIOB, 40 CTYJIBEB, JOCKa
KJaccHadg- 1T, mpoekTop - 1T, 3kpan-1mrT,
—KOMIBIOTEPHI C YCTAaHOBJICHHBIM JIMIIEH3MOHHBIM NporpaMMHbIiM obecnieueHrem: OC Windows,
MS Office, 7-Zip , Adobe Acrobat Reader, Comodo Internet Security, KoncynpTant rmiroc,
1C:IIpennpusitue, ¢ BBIXOAOM B ceTh «MHTEpHET» U AOCTYNOM B JIEKTPOHHYIO HH()OPMALMOHHO-
00pa30BaTEeNbHYIO CPENy.

NudopmanuonHoe odecnevyeHne 00yueHHs1

Ilepedennb yuyeOHbIX H31aHni, IHTepHeT-pecypcoB, 10NOJHUTEIbHOMI JINTEPATyPhI
1. Anekcuna, T. A. JlenoBas stuka. YueOnuk / T.A. Anekcuna. - M.: FOpaiit, 2016. - 386 c.
2. bukmypsun, [TaBen UcanpikoBuu JlenoBoe O6menne / bukmypsun [TaBen McanpikoBuy.

Mocksa: CIIO. [u np.] : [Tutep, 2014. - 873 c.

3. bopo3auna, I'. B. [Icuxonorus aenosoro odmenus / I'.B. bopo3auna. - M.: UH®PA-M, 2015. -

304 c.

4. Burosckas, M. E. [Icuxoinorus aeiaosoro oomienus. YueOnoe nmocooue / M.E. Burosckas, A.B.

Jlucesuu. - M.: Jlamkos u Ko, 2015. - 144 c.

5. J3smommmuckwmii, M. M. [lenoBble koMMyHuKauuu. Teopus 1 npakTuka. YuyeOnuk / .M.
Jzsnommnackuii, M.A. TTunerys. - M.: FOpaiir, 2015. - 448 c.
6. Eropmun, A. I1. Dtuka nenoseix otHomeHuit / A.I1. Eropmun, B.I1. Pacnonios, H.B. Illamkosa.

- M.: HUMB, 2015. - 402 c.

7. 3apenxas, E. H. /lenoBoe obmenne. Yueonuk. B 2 Tomax. Tom 2 / E.H. 3apenkas. - M.:

IIpocnexkr, 2016. - 680 c.

8. Bapeuxas, 1. U. YcrHas peus B nenoBoM obmmenuu / U.N. 3apenkas, A.M. bpyccep, M.II.

OccoBckas. - M.: [Ipocda, 2015. - 224 c.

9. Kagran, B. B. [lenoBas stuka. YueOnuk u npakrukym / B.B. Kadran, JI.WU. Yepnsiosa. - M.

IOpaiit, 2016. - 302 c.

4. KOHTPOJIb M OIIEHKA PE3YJbTATOB OCBOEHHUA YUYEFHOM JTUCIUILIAHBI

Pe3ysabTarsl 00yyeHus (0CBOCHHbIE YMEHUSA,
ycBOeHHbIE 3HaHUs1) DOPMBbI U METObI
KOHTPOJISI M OLIEHKH Pe3yJ1bTATOB 00y4eHus!

Pe3yabTarsl 00yyeHus (0CBOCHHbIE YMEHUSA,
ycBOeHHbIE 3HaHUS1) DOPMBbI U METObI
KOHTPOJISI M OLIEHKH Pe3yJ1bTATOB 00y4eHus!

COJIep>KaHUsl U HA3HAUCHUS BaKHEHIIINX
MIPABOBBIX U 3aKOHOJATEIbHBIX aKTOB
MHUPOBOT'O ¥ PErHOHAJIBHOIO 3HAYEHHS], MECTa U
ponu mipaBa B rocynapctse; [loaroroska
COOOIICHNH, TOKJIAZ0B, KOMITBIOTEPHBIX
Mpe3eHTalMi. BBITOTHEHHE TOMAIHUX
3aJlaHuH, MPAKTUIECKUX PaboT.

COJIep>KaHUsl U HA3HAUCHUS BaKHEHIIINX
MIPABOBBIX U 3aKOHOJATEIbHBIX aKTOB
MHPOBOT'O ¥ PErHOHAJIBHOIO 3HAYEHH S, MECTa
W poJu TipaBa B rocyaapctse; [loaroroska
COOOIICHNH, TOKJIaZ0B, KOMITBIOTEPHBIX
Mpe3eHTalni. BeITOIHEHHE TOMAIHUX
3aJlaHul, MPAKTUIECKUX PaboT.

COLIMAIBHBIX M 5KOHOMHUYECKHX HAYK,
WCIIOIb3YEMBIX NP PEIICHUN COLUATBHBIX U
npodeccuoHaNbHBIX 3a1a4; [loaroroBka
COOOIIECHUH, TOKJIaI0OB, KOMITBIOTEPHBIX

COLIMAIBHBIX M SKOHOMHUYECKHX HAYK,
WCIIOIb3YEMBIX NP PELICHUN COLUATBHBIX U
npodeccuoHaNbHBIX 3a1a4; [loaroroBka

COOOIIECHUH, TOKJIaI0B, KOMITBIOTEPHBIX




Mpe3eHTaluil. BeIoTHEHNE TOMAITHUX
3aJIaHAM, MPAKTUYECKUX PadoT.

Mpe3eHTalui. BbIoTHEHHE TOMAITHUX
3aJIaHAM, MPAKTUYECKUX PadoT.

OCHOBHBIX TTos10)keHui Konctutymuu P®;
IToaroroBka cooOIIECHNM, TOKIIAI0B.
BrinonHenue foMaiiiHero 3aiaHus,
MPAaKTUYECKHUX padoT.

OCHOBHBIX TTos10)keHuil Konctutymuu P®;
IToaroroBka cooOIECHNH, TOKJIAI0B.
BrlinonHenue goMaiiHero 3aiaHus,
MPAaKTUYECKUX padoT.

OCHOBHBIX METOJ/IOB U CPEACTB HAKOIUICHUS
opuInieckoil napopmarnuu; Beimonnenue
JOMAITHUX 33JJaHUH, MPAKTUIECKUX PaboT.
[ToaroroBka cOOOIICHUH, TOKIAA0B. METOIUKH
MIPUHATHS PEIICHUH C y4eTOM TpeOOBaHUM
3aKoHOJaTeNIbCTBA; IloAroToBKa COOOIIEHNH,
JOKJIaJ10B, KOMIIBIOTEPHBIX MTPE3EHTALINMN.
Brinonnenue npakTuyeckux pador.

OCHOBHBIX METOJ/IOB U CPEACTB HAKOIUICHUS
opuanieckoil napopmarnuu; Beimonnenue
JOMAITHUX 33JJaHUH, MPAKTUIECKUX PaboT.
INoaroroska cooOIIEeHNH, TOKIam0B. 17
METOANKHU MPUHATHS PELIEHUI C YYETOM
TpeboBaHUl 3aKOHOIaTeNLCTBA; [loaroToBKa
COO0O0I1IeHUH, T0KIa/10B, KOMITbBIOTEPHBIX
Npe3eHTalni. BeIToTHEHNE MPAKTUYECKUX
pa0or.

BBISIBJISITh B3aUMOCBSI3b PETHOHAJIBHBIX,
MHUPOBBIX COLIMAIIBHO-DKOHOMHYECKHX,
MOJUTUYECKHUX M KYJIbTYPHBIX MPOOIIEM;
[ToaroToBka coOOIEHUH, TOKIIAI0B,
KOMIIbIOTEPHBIX IIPE3eHTalnN. BoinonHenue
JIOMAIITHETO 33/1aHus, IPAKTHYECKUX PadoT.

BBISIBJISITh B3aUMOCBSI3b PETHOHAJIBHBIX,
MHUPOBBIX COLIMAIIBHO-DKOHOMHYECKHX,
MOJUTUYECKHUX M KYJIbTYPHBIX POOIIEM;
[TonroToBka coOOIEHUH, TOKIIAI0B,
KOMIIBIOTEPHBIX IIPE3eHTAalUN. BoinonHnenue
JIOMAIIIHETO 33/1aHus, IPAKTHYECKUX PadoT.

OMpeEsATh OPTraHU3aIIMOHHO-TIPAaBOBbIE
¢dopMmbl opranuzanuii. Haxoauts u
HCII0JIb30BaTh HEOOXOIUMYIO IOPUIUUYECKYIO
nHpopmanuto; [lonroroBka cooOmIeHHH,
JIOKJIaJIOB, KOMITBIOTEPHBIX MPE3CHTAIUH.
BrinmonHenue nomaiisero 3ajgaHus,
MPAaKTUYECKHUX padoT.

OMpeEsATh OPTraHU3aIIMOHHO-TIPABOBbIE
¢dopMmbl opranuzanuii. Haxoauts u
HCII0JIb30BaTh HEOOXOIUMYIO IOPUIUUYECKYIO
nHpopmanuto; [lonroroBka cooOmIeHUH,
JOKJIaJIOB, KOMITBIOTEPHBIX MPE3CHTAIUH.
BrinmonHenue nomaiisero 3ajgaHus,
MPAaKTUYECKUX padoT.

3alMIIATh CBOU [IPaBa B COOTBETCTBUU C
IPaXIaHCKUM, FPaKAAHCKO-ITPOLIECCYATTbHBIM
U TPYZAOBBIM 3aKOHOIaTeNbCcTBOM; [lonroroska
COOOIICHUH, TOKJIaZI0B, KOMITBIOTEPHBIX
Mpe3eHTalni. BeIToOIHEHE TOMAIIIHETO
3aJlaHusl, IPaKTUYECKUX padoT.

3allMIIATh CBOU IIPaBa B COOTBETCTBUU C
IPaXIaHCKUM, FPaKAAHCKO-ITPOLIECCYATIbHBIM
U TPYZOBBIM 3aKOHOAaTeNbCcTBOM; [lonroroska
COOOIIEHUH, TOKJIAZI0B, KOMITBIOTEPHBIX
Mpe3eHTalni. BeIToOIHEHNE TOMAIIIHETO
3aJlaHusl, IPaKTUYECKUX padoT.

3¢ HEKTUBHO UCTIONB30BaTh HH()OPMAITMOHHBIE
pecypcsr; [loaroroBka cooOmieHui, JOKII0B.
BrinmonHenue nomaiisero 3ajgaHus,
MPaKTHYECKUX padoT.

3¢ HEKTUBHO UCTIONB30BaTh HH()OPMAITHOHHBIE
pecypcsr; [loaroroBka cooOieHui, JOKIAI0B.
BrinmonHenue nomaiisero 3ajgaHus,
MPaKTHYECKUX padoT.




npuHUMATh () PEKTUBHBIC PEIICHUSI C YIECTOM
UX IOpUANYECKUX nocneactsuil; [loagroroBka
COOOIIIEHHIH, TOKJIaI0B

npuHUMATh () PEKTUBHBIC PEIICHUSI C YIECTOM
UX IOpUANYECKUX nocneactsuil; [loagroroBka
COOOIIIEHHI, TOKJIag0B

YBEPEHHO OPUEHTUPOBATHCS B YCIOBHAX
MMOCTOSIHHO M3MEHSIOMICICS TPaBOBO 0a3bl.
IToaroroBKa KOMIIBIOTEPHBIX NIPE3CHTALMM.
BelnonHeHne 1OMaIHero 3a1aHus.

YBEPEHHO OPUEHTUPOBATHCS B YCIOBHAX
MMOCTOSIHHO M3MEHSIOMICICS TPaBOBO 0a3bl.
IToaroToBKa KOMIIBIOTEPHBIX NIPE3CHTALM.
BelnonHeHne 1OMalHero 3a1aHus.




Pe3yabTaTsl
(ocBoeHnbie OK)

OcHOBHBIE NOKA3aTe/H OLlEHKH
pe3yJbTara

®opMmbl U
MeTO/bI
KOHTPOJIA U
OLICHKH

[ToHnMaTh CymHOCTb U
COLIMAJIBHYIO 3HAYUMOCTb CBOEH
Oynymieit npodeccuu, IposBIATH K
HEW YCTOMYHMBBIN UHTEPEC.

- IEMOHCTpaIlHs HHTepeca K Oyaymiei
npodeccuu B IPOIECCE OCBOCHUS
00pa3zoBaTeNbHON MTPOTPaAMMBI,
yuactug B HOY, onumnnanax
npodecCUOHATFHOTO MacTepCTBa,
dbecTuBaNAX, KOHPEPECHIIHSIX.

Opranu3oBbIBaTh COOCTBCHHYIO
JEATENHHOCTD, HCXO/IS U3 IEIU U
CIoco0O0B ee JOCTHIKCHHS,

OIIPEEIIEHHBIX PYKOBOIUTEIIEM.

- o0ocHOBaHUE BBIOOpa 1
NPUMEHEHHS METOOB U CITOCOO0B
penieHust MpoQeCCUOHATBHBIX
3a7a4, UCXO/s U3 I[EJIU B CIIOCO00B
€€ IOCTIDKEHUS, OTIPEICTICHHBIX
PYKOBOIMTEIIEM;

- IeMoHcTpanus 3pPpeKTUBHOCTU U
Ka4eCTBa BBITOTHCHHS
poeCCHOHAIIBHBIX 3a]1a4.

AHanmM3upoBaTh pabouyIo
CUTYALUIO, OCYILIECTBIATh TEKYIUN
Y UTOTOBBIN KOHTPOJIb, OLIEHKY U
KOPPEKIIHUIO COOCTBEHHOMN
ACATCIIbHOCTH, HCCTU
OTBCTCTBCHHOCTD 3a PC3YJIbTAThL
CBOEH pabOTHI.

-JIGMOHCTpAIIUs CTIOCOOHOCTH
aAHAIM3UPOBATH PA0OUYIO CUTYAIIUIO,
OCYILIECTBIIATh TEKYIUNA U UTOTOBBII
KOHTPOJIb, OIICHKY U KOPPEKIIUIO
COOCTBEHHOM [eATEIbHOCTH, HECTU
OTBETCTBEHHOCTb 32 Pe3yIbTaThl
cBOEH paboThI

Ocy1iecTBiIsATh NOUCK HHPOPMALINH,
HeoOxoauMoi 11t 3 (PEKTUBHOTO
BBITIOJTHCHUS PO ECCHOHATBHBIX
3a/ay.

- HaXOXACHUC U UCIIOJIb30BaHUC
nHdopmanuu 11st 3PPEeKTUBHOTO
BBITTOJTHEHUSI PO ECCHOHATBHBIX
3a1a4

Hcnonp3zoBath HHGOPMAITMOHHO-
KOMMYHUKAI[UOHHBIE TEXHOJIOTHH B
pohecCHOHANBHOM NesITEIbHOCTH.

[ IEeMOHCTpAIIHsI HABBIKOB
UCIIOJIb30BaHUSI HHPOPMAIIMOHHO-
KOMMYHHUKAI[MOHHBIX TEXHOJIOTHIA B
npohecCHOHALHON IEATEIEHOCTH

PaGoTaTe B KOMaHe,

3¢ deKTHBHO 00IIAThCS C
KOJUIETaMH, PyKOBOJICTBOM,
KJINCHTAMH.

- B3aUMOJICICTBHE C CTYACHTaMH,
npenoaaBarcjiiMu U MacTCpamMu B
xoJie 00yueHHs

HaOmonenue u
OIICHKA
JIOCTHKEHMI,
CTyZICHTA Ha
MPaAKTHYECKUX
3aHATHAX,
y4eOHOH U
MIPOU3BOJICTBEHH
O ITPaKTHKE




PABOYAS [TPOTPAMMA YUYEBHOM JUCIIUTIJIMHBI
[IM.01 NHOOPMAILIMOHHBIE TEXHOJIOI'MN. KOMIIBIOTOPU3ALIMA
JEJIOITPOU3BOJACTBA
1.1. O6Gmacth npuMeHeHMsI mporpaMmbl. Pabouas mnporpaMma yueOHOH AMCHUTUIAHBI
«HpopmanronHblie TeXHOIOTUH. KoMITbloTepr3alys AeI0MpOM3BOICTBA SIBISETCS YACThIO MPOrPaMMBbI
no npodeccHoHaTbHOMY OOYYEHHIO IO Tporpamme npodeccuoHanbHON MOATOTOBKH «CeKkperaph-
AAMUHHUCTPATOP.
1.2. Mecro  y4eOHOW  JAMCHUIJIMHBI B  CTPYKType  MNpPOrpaMMbl  MOATOTOBKH
KBAIM(UUUPOBAHHBIX Padoumnx, ciayxKammx. YueOHas mucuuiuinHa «MHpOpMannoHHbIe
TexHojoruu. KommbloTepuzaimsi  JIENONPOM3BOICTBA» ~ OTHOCUTCS K 00s3aTelNbHOM — YacTu
o0menpodecCHOHATBHOTO ITUKJIA.
1.3. Iemn u 3amaun y4eOHON AMCHMIUIMHBI — TPeOOBAaHUS K pe3yabTaTaM JAUCIMILIHHBI
«MHadopmanioHHbIe TEXHOIOTHH. KOMIThIOTepH3aIist Ae/IONMPOU3BOICTBAY
— U3YUYEHHE PACIIONIOKEeHUS! OyKBEHHBIX KJIABHIL KIIaBUATYPHI;
— OBJIJICHHE TEXHUKON JECATUIAIBIIEBOTO CIIOcO0a Mevary;
— yMEHHe Ile4araTh [0/ AUKTOBKY U MledaTaTh TEKCT C JIUCTA;
— KpacuBO U TPaMOTHO pacrioiarath uGpoBOM M TEKCTOBBIA MaTepHal;
— 3HATh Pa3INYHbIC BUJIBI MAIIIMHOMUCHBIX paboT;
— 3HATh M YMETh NPHUMEHATH Ha MPAKTUKE MPaBWIIA, MPEABSIBIsIEMbIE K O(QOPMIECHUIO TEKCTOBOTO
Marepuana.
1.4. KomuuecTBo 4acoB, OTBEICHHOE Ha OCBOCHHE IPOrPAMMBbI YI€OHOM MUCIMILIHHBI
MaKkcUMalbHas y4deOHas Harpyska CTyJeHTa -82 4acoB, B TOM 4YHCIe: oOs3aTenbHas ayauTOpHas
ydeOHast Harpy3ka - 82 4acos.
2. CTPYKTYPA U COJEPKAHUE YYEFHOUN TUCIHUTIJINHBI
2.2. OO0BbeM yueOHON TUCITUTIITMHBI M BUBI YI€OHOU paOOTHI.

Bun yueOHoii paboTsr O6beM yacos

MakcumanbHas yueOHast Harpy3ka (BCero) 82

OOs3aTenbHas yueOHas Harpy3ka (BCero) 82

B TOM YHCJIC:

JIEKIIUOHHLIE 3aHIATUA 72
MPAKTUYECKHE 3aHATHUS 10
CamocTosTenpHas paboTa cTyeHTa (BCEro) 0

Hrorosas arrectarus B hopme nuddhepeHIInpoBaHHOTO 3aUeTa




2.1. TemaTu4eckuil IJIAH U cofep:KaHue y4eOHOH TucuMIUIUHBI «AHpopManuoHHbIe TeXHOM0rMH. KoMIbroTepHU3anus 1e101poOUu3BOACTBAY.

Ne 1. TlonknroueHre 000OpPYIOBaHHS K CACTEMHOMY OJIOKY U H3y4eHHE KOMIIOHCHTOB
CUCTEMHOTO OJIOKA

HaumenoBanue pa3jaesioB Oo0bem YpoBeHb Konwbi
npo¢eccuHoHATBHOT0 4acoB OCBOEHHSI | KOMIIETEH
moy.st (TIM), Conep:xxaHue y4eOHOr0 MaTepuaJia, JJjadopaTtopHbie padoThl U i,
MESKTHCITHILTHHADHBIX NpaKTHYeCKHUe 3aHATHS, CAMOCTOsITeIbHAs padoTa CTyAeHTa, KypcoBasi dopmipo
kypcoB (MJIK) n Tem pabor (npoekT) BaHUIO
KOTOPbIX
crocoocT
ByeT
3J1eMeHT
nporpam
MbI
1 2 3
Conepxanue 2 2 OK2-0K-6
Tema 1.1 Knaccuduxanus Nudopmanus u hopmsl ee npenctaBieHus. CBI3b MOHATHS «AHPOPMALIUS C
TUINIOB UH(POPMALIUU MOHATUSIMHU «CUTHAJ», «COOOIIEHUEY, «TaHHbIe». COOTBETCTBUE MEXKITY
pacmmpenuem (aiiina U TUTIOM JTaHHBIX, COAepKAIUXCs B HeM. DopmaThl
MPEJICTABICHUS JAHHBIX I 0OMEHA MKy pa3InIHBIMU IMTAKETAMH TTPUKIIATHBIX
POrPaMM.
Coaep:xkanue 2 2 OK2-0K-6
TexHUYeCKre cpeicTBa peanu3aui HHOOPMAITMOHHBIX CUCTEM. Y CTAHOBKA,
Tema 1.2 Textuaeckue CpeicTsa | oydurypuposanue 1 MOepHHU3ALHSA AMNAPATHOTO obecrederus [TK 1
AaBTOMATU3UPOBAHHOTO paboYero Mecra CHerraincTa.
IIpakTnyeckue 3aHATUSA 1 2 OK2-0K-6




Tema 1.3 bazoBoe nporpamMmHoe
obecrieueHne

Conepxanue

CoBpeMeHHBIE ONIEPALIMOHHBIE CUCTEMBI: OCHOBHBIE BO3MOXHOCTH U
orinuus. Bnustaue coiicts I1K 1 mpeameTHo# 00macTi mpUMeHEHHS
aBTOMATU3MPOBAHHOTO pabOYero MecTa CrennaarucTa Ha BEIOOp
ONEPalMOHHON CHCTEMBI.

OK2-0K-6

Tema 1.4 [Iporpammuoe
o0ecrieyeHne NPUKIATHOTO
Xapakrepa

Conepxanue

[TakeTs! PUKIAJAHBIX IPOTPAMM JUISL pelieHHs! MPO(ECCHOHABHBIX 3a/1a4.
YcTaHoBKa, KOHPUTYpHPOBAHKE U MOJICPHU3ALIUS IPUKIIATHOTO
MIPOTPaMMHOTO OOecIevYeHusl.

OK2-0K-6

ITpaktrueckue 3ansatus Ne 2. VeranoBka Ha [1IK makera npukiiagHbIX IporpamMm Io
pOo(HITIO CIIEITUATBHOCTH

OK2-0K-6

Tema 1.5 Padora ¢ daiiinamu

Copepxanue

CepBucHble mporpamMmbl Ut paboThl ¢ daiinamu. [IporpaMmuble cpeacTa s
60pBObI ¢ KOMIIBIOTEPHBIMU BUPYCAMH.

OK2-0K-6

[IpakTrueckue 3aHATHU

Ne 3. Pabora ¢ ¢aitnamu. CoznaHue, KONMUPOBaHUE, yIalIeHUE, BOCCTAHOBJICHHE,
apXMBUPOBAHUE U pa3apXUBHUpOBaHUE (PaitiioB.

OK2-0K-6

Tema 1.6 Padora ¢
HAKOMUTEJSIMHU HH(POPMAIHHT

Copepxanue

Hakonurenu Ha ®ecTKMX ¥ THOKMX MarHUTHBIX TUCKaX. Y CTPONCTBA ONTHYECKOTO
XpaHeHus AaHHbIX. OOCTyKUBaHHE JUCKOBBIX HaKOMUTeNel nH(OpMAaIIH.

OK2-0K-6

[TpakTudeckue 3ansaTust Ne 4. 3amuch nH)OpMaIMKA HA ONITUYECKUE U MarHUTHBIC
TTCKHU

OK2-0K-6




Tema 1.7 Boa undopmanun | Conepxanue 2 OK2-0K-6
¢ OyMa:KHBIX HOCUTeJIeil ¢
Ckanepsl. CKaHHPOBaHUE TEKCTOBBIX U rpaduuecKux Marepuano.PacroznaBanue
NOMOIIBLI0 CKaHepa
CKaHMPOBAHHBIX TEKCTOB (IIPOrpaMMBbl paCliO3HAaBaHUs U IPOCMOTPA
CKaHUPOBAHHOTO TEKCTA).
[IpakTueckue 3aHATHUS 1 OK2-0K-6
Ne 5. BBoa nH(popmaIuu ¢ momMoIisio ckanepa. Pacro3naBanre TeKCTa, OCBOCHHE
cootBercTBytoniero I10.
Conepxxanue 6 OK2-0K-6
O0men nHpopMalueil ¢ BHEIIHUMHU KOMIIBIOTEPHBIMUA HOCUTENSIMU. THITBI BHEITHUX
KOMIIBIOTEPHBIX HOCUTENENH HHPOPMALIUH.
Tema 1.8 Beox nndopmanun
¢ BHEIIHUX KoMIbIOTepHbIX | Texnomorus BBoaa unpopmanuu B [IK ¢ BHemHux HocuTeneit nudopmaru.
HOCHTeJIel
Conepxxanue 12 OK2-0K-6
Tema 1.9 Boa ungopmanuu | Beox nuadopmanuu ¢ ycTpoicTB, UMEIOUMX UHTepdeiic 1t noakmodenus k [1K.
¢ IPYIruX YCTPOMCTB YcrpoiicTBa MPOMBIIIIEHHOTO BBO/1a/BhIBO1a.O00py10BaHKE JIJIsl BCTPAUBAEMBIX
cucreM. [IporpammHoe obecriedeHune sl aBTOMaTU3aluN TEXHOJIOTHYECKUX
IIPOLIECCOB.
Conepxxanue 2 OK2-0K-6
Tema 1.10 IToakaroyenue k | JlokaneHble ceTH. AnmapaTHoe o0ecrieueHre ceTu. Y cTaHoBKa ceTH. JlocTym k
JIOKAJILHOM CeTH pecypcam.
[paktrueckue 3ansatust Ne 6 Mzyuenue ciocoboB oOMeHa napopmanueii B 1 OK2-0K-6

JIOKAJIbHOM CETH.




Tema 1.11 IHoakaouyenue K
riodaanrHoi cetu Internet

Conepxxanue

I'mo6anbHas ceth Internet. TexHomorus noakmoyeHus Kk cetd. CocTaB anmnapaTHoro u
MIPOTPaMMHOTO 0OecTieueH s 7Sl MOIKITIOYeHUs K ceTu Internet

OK2-0K-6

Tema 1.12 Ucnosib30BaHue
Internet u ero ciy:x0

Copepxanue

Pecypcel Internet. Coryx0b1 Internet. OcHoBbI 6e30macHO paboThI B ceTr Internet.
ITouck unpopmanun B Internet. Web-karanoru Yahoo!, Magellan. ['uGpuansie
cucTeMbl rorcka. OHIaHOBBIE CIIPABOYHUKH.

OK2-0K-6

[IpakTueckue 3aHATHUS

Ne 7 OtnpaBka u mpreM COOOIIEHUH C MTOMOIIIBIO TOYTOBOM CTy>KOBI Internet

OK2-0K-6

Tema 1.13 3amura ¢aiisioB u
ylnpaBJjeHHe J0CTYNIOM K HUM

Conepxxanue

Kommbtorepnsie npectyruieHus. OObEKTHI, IENU U 331a491 3aIIUThl HH)OPMAIIUH.
Bunber mep obecnievenrs nHOOPMAIIMOHHOM O0€30TTaCHOCTH: 3aKOHOIaTEIIbHEIE,
MOPaJIbHO- 3TUYECKUE, OPTaHU3AIUOHHBIC, TEXHUIECKHUE, TIPOTPAMMHO-
MaTemarudeckue. Pasrpannyenue noctymna Kk nHGOpMAaIIHH.

OK2-0K-6

[TpakTudeckue 3ansaTust Ne 8 Pabora mo 3ammre ¢aiiinoB u odecrieueHre J0CTyma K
pecypcam [1K

OK2-0K-6

Tema 1.14 Ilouck
uHopmanumn

Conepxxanue

IMTouck unpopmarun. IIporpammel nmoucka daiinos. [Iporpammel 11 moucka
TEKCTOBBIX JOKYMEHTOB BHYTpH 0a3 JaHHBIX. TE€XHOJIOTUS U TPOrpaMMHBIE CPENICTBA
MOMCKAa HEOOXO0AMMON MH(GOPMAITNK B HAKOTIMTEISIX HMH(POPMAIINH, B TOKAJTLHOM,
KOPIIOPaTHBHOMN U TJI00ATBHON KOMIIBIOTEPHBIX CETAX

OK2-0K-6




Tema 1.16 Conepxxanue OK2-0K-6
IIpodeccnonanbHoe o6
[Taxer ouCHBIX IT amM. Hasznauenue, BosMoxxaHoct. O0acTv IpUMEHEHUS
HCIO0JIb30BaHHe MaKeTa o Z oduc porp a3HAHCHNE, BOSMO ?C c PUMCHE
COOEHHOCTH MCITOJIB30BaHMs B NPOPECCHOHAIBHON JIEATEIbHOCTH.
0(pUCHBIX IPOrpamMm pod a
Conepxxanue OK2-0K-6
[ToHsATHS MYTBTUMEIUHHON TEXHOJIOTUH, HA3HAUYECHUE M 00JIACTH MPUMEHEHUS,
. MIPOrPaMMHO-AIIapaTHBIC CPECTBA IS peaTn3aui. MynbTUMeTUHHBIC
Tema 1.17 MyabTuMeAMiHbIC .
TEXHOJIOTUH B 00y4YeHHH U chepe mpodecCHOHATBHON ACSITETLHOCTH.
TEeXHOJIOTHH
[Tpaktrueckue 3anatusi. Co3gaHue Npe3eHTAlU CIIEIUATBHOCTH C UCIOJIb30BaHUEM OK2-0K-6
MYJIbTUMEIUHHON TEXHOJIOTUN
Tema 1.18 IleuaTs Coneprxanue OK2-0K-6
JOKYMEHTOB
YcrpoiicTBa BpIBOIa HHPOPMAITUU HA TIedaTh. [[puHTEph: HA3HAUYCHUE, THIIHI,
OCHOBHBIE XapaKTEPUCTUKHU U TTAPAMETPBI, TOCTOMHCTBA M HEAOCTATKH PA3INIHBIX
MIPUHTEPOB.
[leyaTb TOKYMEHTOB C MIOMOIIIBIO IPUHTEPOB.
[TnoTTepsl: Ha3HAYCHHE, THUIIBI, OCHOBHBIC XapaKTEPUCTHKHU M ITapaMETPhI.
Nzrorosnenne rpaduaecKux MaTEPUAIOB C TOMOIIIBIO IIOTTEPOB.
Conepxxanue OK2-0K-6

Tema 1.19 OToOpaxkenue
uH(poOpMALIUM € IOMOUIbIO
ay/1o- U BUIE0CPeCTB
BbIYMCJIUTEJIbHON TeXHUKH

Aynno- u BusieooToOpaskeHne nHhopMaIuy B IpoheCCHOHATTLHOM e TEIIbHOCTH.
Tunel yCTpOUCTB I ayIHO- U BUACOOTOOpaKeHUs (MPEACTaBIICHHST) HH(POPMAITUH.
dopmatbl JaHHBIX UIS AyAMO- U BUIE00TOOpakeHus1 nHpopmarun. [IporpamMmmHo-
ammapatrHoe obecrieueHue Jis ayJauo- U BUACOOTOOpaKEHHs WH(OPMAIIHH.




Conepxxanue 8 OK2-0K-6
OcHoBbl M poBoit 00padoTKy 3Byka. OCHOBBI 3ByKo3anucu. O0paboTka u
peIaKTHUPOBaHKE 3BYKOBBIX (paityioB. BrimosHeHe MOHTaXa 3BYKOBBIX (haiijioB.
BeinonHenne MoHTaxka Buieoposuka. Co3naHue 3JIeKTPOHHOTO YUeOHHUKA.
I'padmueckuii penakrop Adobe Photoshop. @ubtp Colored Pencil — [{BeTHoiA
KapaHJAIIHBII PUCYHOK.
Hrorosas arrecranus JuddhepeHpoBaHHbIA 3a4eT 2
UTOro 82




3. YCJIOBUSA PEAJIM3AIINU PABOYEM ITPOTPAMMBI YYUEBHOM TUCIUTLIVHBI
TpeboBaHus K MUHUMAJbLHOMY MATEPHATbHO-TEXHHYECKOMY 00ecIeYeHnIo
O6opynoBaHue kabuHera:

—pabouee MeCTO MpernoaaBaTels — 11T,

—KOMIUIEKTHI CTICIHATM3UPOBAaHHON Mebenu ydamuxcs- 20 yueOHbIX CTOJIOB, 40 CTYJIBEB, JOCKa
KJIaccHasA- 1T, mpoekTop - 1T, 3xkpan- 1T,

—KOMIBIOTEPHI C YCTAaHOBJICHHBIM JIMIIEH3MOHHBIM NporpaMMHbIiM obecnieueHrem: OC Windows,
MS Office, 7-Zip , Adobe Acrobat Reader, Comodo Internet Security, KoncympTanT 1uroc,
1C:Ilpenmpusitiie, ¢ BBIXOJOM B ceTh «MHTEpHET» W JOCTYNOM B AJIEKTPOHHYIO HWH(POPMAIMOHHO-
00pa3zoBaTeNbHYIO CPEy.

3.2. UudopmanmonHoe odecreyeHne 00y4eHus
Ilepedennb yueOHbIX M31aHni, IHTepHET-pecypcoB, 10NOJHUTEIbHOM JINTEPATyPhI

1. KonmeikoBa E.A., KymckoBa . A. MHdopmaTuka: yueOHOU mocoOue ams cTy . cped. mpod.
oOpa3oBaHus. — 2-¢ u3., ctep. — M.: 3narensckuii neHTp «Axagemusi», 2019. — 416 c.

2. be3pyuxo B.T.Mudopmarnka (kypc nekuuii): yaeonoe nocooue. — M.: U/ «Dopym»:
NHOPA-M, 2019.-432 c.

3. Undopmaruka: bazoserit kypc/ CumonoBuu C.B.u np. — CI16: [Tutep, 2019. - 350 c.

OcHoOBHbBIE 3JIEKTPOHHbIE U31aHUSI

www.profile-edu.ru

http://school.edu.ru

http://it-ebooks.ru/

JlomOTHUTETbHBIE HCTOYHUKHU

1. IlepmukoB B.1., CaBunkos B.M. ToskoBblii ciioBapb no napopmatuke. — 2-e u3a. Jlom. —

M.: ®unaHcw U cratucTuka, 2011;

2. Cumonoruu C. B., EBceeBI'. A., AnekceeB A. I'. Windows: maGoparopust macrepa.
[IpakTrueckoe pykoBoACTBO 1O 3G (HEKTUBHBIM MpuéMam paboThl ¢ KommbroTepoM. — M., ACT-
[MTPECC:UndopmlIpecc, 2011.

3. @urypnos B.D. IBM PC s nonb3oareneit. — M.: 2011.

4. KOHTPOJIb 1 ONEHKA PE3YJIbTATOB OCBOEHUSI YUEBHOM JUCIHHAIIINHBI
Kox u HaumenoBanue

npoeCCHOHATBHBIX U 00IINX Kpurepun onenku Meronb! OLleHKH
KOMIIETEHIH, (POpMUpPYyEeMBIX B
paMKax MOZyJIs

[ToaroraBnuBath K paboTe u CamocTosiTennpHast HaCTpoOKa TectupoBanue
HACTpauBaTh armnapaTHoe MEPCOHAIBHOTO KOMIIBIOTEPA U [TpakTryeckuii
obecrieuenue, nepudepuitHbie nepudepuitHOTO U 9K3aMEH.
YCTPOMCTBA, ONEPALTMOHHYIO MYJIbTUMEAUIHHOTO 000PYI0BaHUSA K | DKCIIEPTHAs OIlEHKA
CUCTEMY IIEPCOHAIEHOTO paboTe C UCTIOIb30BAHHEM Ha MPaKTUYECKOM
KOMIIBIOTCPA U MYJIBTI/IMCI[I/II\/JIHOG MMporpaMMHO-alIapaTHbIX CPCACTB 3aHATHUH.

o0opyaoBaHue




BeimonHsaTs BBOJ 1T POBOI U
aHayoroBoit nHdopmaru B
MEPCOHAIIBHBIN KOMITBIOTEP C
Pa3IMYHBIX HOCUTEIICH

TouyHOE BBINIOJHEHUE ANTOPUTMA!

1.0Onpenenenue unTepdeiica
MOJKJIFOYEHUS YCTPONCTBA;

2 IMoxgkmroueHue KaOEIbHON
CHUCTEMBI 110 KIII0YaM;

3.YcraHoBKa JipaiiBepoB
MOAKJIIOYAEMBIX YCTPOMCTB;

4.Hacrtpoiika napameTpoB
(YHKIIMOHUPOBAHUS YCTPOICTB.

Konsepruposarts ¢aiissl ¢
nudposoit nHbOpMaIuei B
pasznuyHbie GopMaThI

TOYHOCTH BBINOJHEHUS OIEPALIAIA

110 KOHBEPTUPOBAHUIO (PailyioB B
pasznuuHbie GopMaThI

OO6pabateIBaTh ayauo u
BH3yaJII:HbII>'I KOHTCHT CpCACTBAMU
3BYKOBBIX, Ipa)UdeCcKUX 1 BUICO-
penaKkTopoB

CamocrosTenbsHOe OnpeieIeHUe
HE00XO0IMMOM TIPOTPaMMBI
00paboTku

To4HOE BBITTOJTHEHUE OTIEPALIUI
00paboTku Mennadaition

Co3znaBaTh ¥ BOCIIPOU3BOIUTH
BHJICOPOJIUKH, TTPE3CHTALIHH,
cnaia-moy, meauadanisl 1
JPYTYIO HTOTOBYIO MPOTYKITHIO M3
HNCXOIHBIX ay,ZlI/IO, BI/I3yaJ'H>HBIX nu
MyJIBTHMC,Z[I/IfIHBIX KOMIIOHCHTOB
CpCI[CTBaMI/I HCpCOHaHBHOFO
KOMIIbIOTEPA U MYJIbTUMEIUNHOTO

Co3aHHbIe CAMOCTOSITEILHO
Mearadaib

Camoorienka 3¢ (HheKTUBHOCTH U
KauyecTBa BBITTOJIHEHUS

Omnpenenenne HEOOXOIUMON
MIPOrPaMMBbI BOCITPOU3BEICHUS

Hacrpoiika napameTpos
(YHKIIMOHHUPOBAHUS YCTPOMCTB

DKcnepTHas OlleHKa
BBITTOJTHEHUS
MPaKTHYECKOTO
3aIaHus

o0opymoBaHus
Pe3yabTaTsl

OcHOBHBIE MOKA3aTeJH OLleHKH DopMBbI U METO/IbI
(ocBOEHHBIE 0011IME

pe3yabTara KOHTPOJISI U OLIEHKH
KOMIIEeTEHIIHH)

[ToHrMaTh CYyUIHOCTD U
COIMAJIbHYIO 3HAYMMOCTh CBOEH
Oymy1ieit mpodeccuu, MposIBISITh K
HEU yCTOWYMBBINA UHTEpEC.

- IEMOHCTpalHs HHTepeca K
Oynmymeii mpodeccuu B mporecce
OcBOeHUsI 00pa30BaTebHOM
nporpaMmsl, yagactus B HOVY,
OJIMMITHAIaX MPO(HECCHOHATBHOTO
MacTepcTBa, PecTUBAIX,
KOH(DEpEeHITHUIX.

OpraHu3oBbIBaTh COOCTBEHHYIO
JEATENBHOCTD, HCXOIS U3 IEIH U
CIocoOO0B €€ JOCTHKEHHS,
OTIPE/ICIICHHBIX PYKOBOIUTEIICM.

- 060cHOBaHME BbIOOpA U
HNPUMEHEHUSI METOJIOB U CIIOCOOO0B
pelieHus MpopecCHOHATEHBIX
3144, UCXOJS U3 LIEJTH U CIIOCOOO0B
ee JIOCTHKCHHS, OIPEIeIICHHBIX
PYKOBOJHTEIIEM;

HaOmronenue n
OIICHKA JIOCTHKCHHIA,
CTYyJICHTa Ha
MPaKTUYECKUX
3aHATUSAX, yUeOHOM 1
MIPOU3BOJACTBEHHOM
MIPaKTUKE




- IeMoHcTpanus 3G PpeKTUBHOCTU U
Ka4yecTBa BBITOJIHEHHUS
po¢eCCHOHANTBHBIX 3a]1a4.

AHanmmM3upoBaTh pabouyio
CUTYaIUIO, OCYIIECTBISAThH
TEKYILUNA U UTOTOBBII KOHTPOJIb,
OLIEHKY U KOPPEKIIHIO
COOCTBEHHOM IESATEIBLHOCTH,
HECTH OTBETCTBEHHOCTD 32
pe3yabTaThl CBOCH pabOTHI.

-JIEMOHCTpAIUs CIIOCOOHOCTH
aHAJIM3UPOBATH PA0OUYIO CUTYALIUIO,
OCYLIECTBJIATh TEKYLIUN U
UTOTOBBI KOHTPOJIb, OIICHKY U
KOPPEKIIHIO COOCTBEHHOMN
JeSTENIbHOCTH, HECTH
OTBETCTBEHHOCTb 32 PE3YIbTAThI

CBOCH pabOTHI

Ocyl1iecTBISITh MOUCK
uH(pOpMaIUU, HEOOXOTUMOM ISt
3¢ (HEeKTHBHOTO BHITIOTHEHHUS
npo¢eCCHOHANTBHBIX 3a]1a4.

- HAXO0XKJICHHE U MCIIOJIb30BaHHE
uHpopmanuu a7 3hHEeKTUBHOTO
BBITTOJTHEHUS MTPOPECCHOHATBHBIX
3amaq

Hcnonb30BaTh HHPOPMALMOHHO-
KOMMYHHUKAIlMOHHBIE TEXHOJIOTUH B
npodeccnoHaNbHOM e TETLHOCTH.

[]xeMOoHCTpaLys HaBBIKOB
WCIIOIh30BaHUS HHPOPMAITUOHHO-
KOMMYHUKAIIMOHHBIX TEXHOJIOTHUIA B
po¢eCCHOHATBHON IEATETLHOCTH

PaboTath B KOMaHze,

3¢ pexTUBHO 00MIATHCS C
KOJIJIETaMH, PYKOBOJICTBOM,
KIIMEHTaMU.

- B3aMMOJICHCTBHE C CTYyJICHTaMH,
MpernoaaBaTe/IIMA M MacTepaMu B
xo0z1e 00ydeHus

HcnonHsITh BOUHCKYIO
00513aHHOCTb, B TOM YHCJIIC C
MPUMCHCHUCM ITOJTYUCHHBIX
npodeccroHATbHBIX 3HAHHUM (TSI
FOHOIIICH).

- IGMOHCTpALHs TOTOBHOCTH K
HUCIIOJIHEHNIO BOMHCKOM
00s13aHHOCTH




ITACIIOPT PABOYEN ITPOT'PAMMBI ITPO®ECCHUOHAJIBHOI'O MOIY JIS
I[IM.02 JOKYMEHTbI 1 AEJIOITPON3BOACTBO

1. TACIHIOPT PABOYEM ITPOI'PAMMBI YYEFHOM JUCIHUTLIAHBI

I[IM.02 JOKYMEHTGI 1 JEJIOITPOU3BOACTBO

1.1  OobJaacTh NnpuMeHeHHs MporpamMmebl. Pabodast mporpamma ydeOHON TUCIIUTUIHHBI SBIISIETCS
YacThIO TPOTPaMMBI 1O MPO(EeCCHOHATLHOMY OOYYEHHUIO IO MporpamMme IpodeccHoHaTbHON
noaArotoBku «CeKperapb- aIMUHUCTPATOP.

1.2 Mecro y4yeOHOH  JMCHMILIMHBI B  CTPYKType TNPOrpaMMbl  HNOATOTOBKH
KBATU(QUIIUPOBAHHBIX PadouMX, COy:KAIUX. YueOHAs TUCIUILUIMHA OTHOCUTCS K Mporpamma
pohecCHOHALHOTO IHUKIIA.

PaGouass mporpamMma mpodeccnoHalIbHOTO MOJIYJs SBISETCS YacTbl0 OCHOBHOM
npodecCHOHAIBHON 00pa30BaTEIbHON MPOrpaMMBbl TTOJATOTOBKH KBaTU(UIIMPOBAHHBIX Pa00OYHX H
cayxamux npodeccun «Cekperapb-aIMUHUCTPATOP» B YaCTH OCBOCHHUS COOTBETCTBYIOIIMX
npodeccuoHabHBIX KomMneTeHIui (mpanee - [1K):

B/ 2 JloKkyMeHTHupOBaHHE 1 OpraHU3aOHHAast 00pabOTKa JOKYMEHTOB
[K 2.1 dopmupoBaTh ena
[IK 2.2 ObecneunBaTh OBICTPHIN MOUCK JOKYMEHTOB 0 HAyYHO-CIPABOYHOMY

amnmaparty (KapTOTeKH) OpraHu3aluu

IIK 2.3 CucreMaTu3upoBaTh M XpaHUTh JOKYMEHTHI TEKYIIETO apXuBa

IIK 2.4 ObecrieynBaTh COXPAHHOCTH MPOXOAAIIEH CITYKeOHOM TOKYMEHTAIIUU
IIK 2.5 ['oToBUTH M IepeaaBaTh JOKYMEHTHI Ha apXUBHOE XpAHEHHUE

[IK 2.6 O6ecneynTh COXPAaHHOCTh APXUBHBIX JOKYMEHTOB B OpraHU3aIlin

Hemu u 3amaun npodecCHOHAIBHOTO MOAYNIS — TpeOOoBaHMSI K pe3yabTaTaM OCBOCHHUS
poeCCHOHAIBHOTO MOYJIS

ems — dbopmupoBanue 3HaHWM, yMEeHHH W HaBbikoB, [IK B oOmactu opranmszanuu u
HOPMAaTHUBHO-TIPABOBBIX OCHOB apXUBHOTO JIEJA.

C nuenpio OBIAACHHWS YKa3aHHBIM BHUAOM MPO(ECCHOHANBLHON JEATENBHOCTH W
COOTBETCTBYIOIIUMHU TPO(HECCHOHATFHBIMA KOMIIETCHIMSIMI OOYYaIOIIUNCS B XOAE OCBOCHUS
po¢eCCHOHATBHOTO MOIYJIS JOJKEH:

UMETh PAKTHYECKUN OTIBIT:

—IOKYMEHTHPOBaHUSI W JIOKYMEHTAllMOHHOW OO0pabOTKM JOKYMEHTOB KaHLEISpUU
(apxuBa);

YMers:

—TPOBEPSTH MPABUIBHOCTH O)OPMIIEHUS TOKYMEHTOB;

—CHCTEMAaTU3UPOBATh M XPAHUTh JOKYMEHTHI TEKYIIIETO apXUBa;

—dopMupoOBaTh CIPABOYHBIN ammapar, oOecreunBarOMnii  OBICTPBIN MTOUCK
JIOKYMEHTOB;

—OCYIIECTBIATh IKCIEPTU3Y JTOKYMEHTOB, TOTOBHTH u nepenaBaTh



JOKYMEHTaIbHBIE MaTepHUaIbl Ha XpAaHEHHUE B apXUB;

—o(hopMIIATE PEe3yabTATHI IKCIIEPTU3BI IIEHHOCTH TIOKYMEHTOB;
—COOTHECTH MOHATUS «aPXUBHOE MPABO» U «aPXUBHOE 3aKOHOAATEILCTBOY.
—BpIaenUTh NPUHIUIBI APXUBHOTO TPABA;

—COCTaBUTH MOPSIOK paOOTHI IO BBISIBICHUIO YHUKAIBHBIX U 0CO00 IIEHHBIX TOKYMEHTOB
3HATh

—OCHOBHBI€ MOJIOKEHUS ENMHOM rocygapCTBEHHOM CUCTEMBI IETONPOU3BOJICTBA;

—BH/IbI, PYHKIIUHU JTOKYMEHTOB, IPABUJIa UX COCTaBJICHUS U OPOPMIICHHS;

—HOpSIIIOK I[OKYMCHTI/IPOBaHI/IH I/IH(bOpMaLII/IOHHO—CHpaBO‘-IHBIX MaTepI/IaHOB;

-—apXHUBHOE TMPABO;

-—uH(}OPMAIIMOHHO-KOMMYHHUKAIIMOHHbBIE TEXHOJIOTHH B apXUBaX;

—CcTapeHue TOKYMeHTOB. {DakTopsl CTapeHus u MPUYMHBI paspyueHus
JIOKYMEHTOB.

1.3.Konu4ecTBO 4acOB HAa OCBOCHHE MPOTPaMMBbI TPOGECCHOHATHFHOTO MOTYJIS:

Bcero 140 yac.
B TOM YUCJIC

MaKCUMaJIbHOW y4eOHON Harpy3Ku o0yJaromerocs 140 yac
BKJTIOYAst
00s13aTeNIbHON ayIUTOPHON yueOHOM Harpy3ku 00y4aroIierocs 140 yac

2 PE3YJIBTATBI OCBOEHUSA TIPOPECCHOHAJIBHOI'O MOAYJIA

Pe3ynmpTaTtoM OCBOGHHS TpOTpaMMbl MPO(ECCHOHATBHOTO MOMAYJS  SIBJISICTCS  OBJIAJICHUE
obyuatrontumucs npodeccrnonanbHbMH (1K) 1 06mmmu (OK) koMmieTeHIusIMu:

Kon HaumenoBanue pe3ynpraTa 00y4eHust
[IK 2. ['oToBUTH U NIepeaBaTh JOKYMEHTHI HA APXUBHOE XPAHCHUE
[K 2.1 dopmupoBaTh Jiena
K 2.2 O6ecneunBaTh OBICTPHIN TOUCK JOKYMEHTOB 110 HAYYHO-

CIPaBOYHOMY ammnapary (KapTOTEKH) OpraHu3aluu

IIK 2.3 CucreMaT3upoBaTh U XpaHUTh JOKYMEHTHI TEKYLIETO apXHUBa
[IK 2.4 ObecreynBaTh COXPAaHHOCTh MPOXOSAIIEH CITyKEOHOM
JTOKyMEHTaIH

[IK 2.6 O6ecnevnTh COXPaHHOCTh APXUBHBIX JOKYMEHTOB B OpraHU3alliy




OK 1

[ToHUMAaTH CYITHOCTH U COIMATIBHYIO 3HAUUMOCTh CBOCH OyayIei

npodeccuu, NPosSBIATh K He yCTOMYUBBINA HHTEPEC

OK 2 Oprann30BbIBaTH COOCTBEHHYIO IEATEILHOCTD, HCXOIS U3 IS U
CIOCO0OB €€ IOCTHKEHUS, OTIPEICTICHHBIX PYKOBOJIUTEIIEM

OK 3 AHanmM3UpoBaTh pabOYyI0 CUTYAIUIO, OCYIIECTBISATH TCKYIIUN U
WUTOTOBBIA KOHTPOJIb, OIICHKY M KOPPEKIIIO COOCTBEHHOM
JEeSTETLHOCTH, HECTH OTBETCTBEHHOCTH 3a PE3yJIbTaThl CBOCH PabOThI

OK 4 OcyiecTBiaTh TOUCK HH(POpMAIK, HEOOXOAMMOM TS
3¢ (HEKTUBHOTO BBHITIOIHEHHUS MPO(HECCHOHAIBHBIX 33/1a4

OK 5 Hcnonb3oBaTh HHPOPMAITIOHHO-KOMMYHHUKAITMOHHBIE TEXHOJIOTHH B
po¢eCCHOHATBHON ACSITETLHOCTH

OK 6 PabotaTh B koMaHe, 3P PeKTHBHO 00IIATHCS C KOJUIETaMH,

PYKOBOJACTBOM, KIIMCHTAMH

HUcnonaaTs BOUHCKYIO 06513aHHOCTI>, B TOM 4YHCJIC C IPUMCHCHHUECM

MOJTyYEHHBIX POGECCUOHATBHBIX 3HAHHM (J1s1 FOHOIIIEH )

JIn4HOCTHBIE PE3YIIBTATHI

pcaim3anuu nmporpaMmbl BOCIIUTAHUA

Oco3Haromwmii ce0s TpaKJaHUHOM M 3aIlIUTHUKOM BEJIMKOM CTpaHbI

[IposBstomNii aKTUBHYIO T'PAXIAHCKYIO MO3UIHUIO,
JEMOHCTPUPYIOIINN TPUBEPKEHHOCTD IPUHIIAIIAM YECTHOCTH,
MOPSAIOYHOCTH, OTKPBITOCTH, SKOHOMUYECKH aKTUBHBIN U
Y4acTBYIOUIMH B CTYI€HYECKOM U TEPPUTOPUATBHOM
CaMOYIIpaBJICHUH, B TOM YHCJIE HA YCIIOBHIX 100pPOBOJILYECTBA,
IIPOYKTUBHO B3aUMOJECHCTBYIOIIUHN U y4aCTBYIOILHUN B

ACATCIIBHOCTHU 06H.[€CTB€HHLIX opraHmauHﬁ.

CoO:roaronyii HOpMbI IPABOMIOPAIKA, CISAYIOIUHN HleaaM
rpakIaHCKOT0 00I1IecTBa, odecreueHust 0€301MacHOCTH, MPaB U
cBoOop rpaxaad Poccun. JIosbHBIN K yCTAHOBKAM M TIPOSIBIICHUSIM
npeJCTaBUTENEH CYOKYIbTYp, OTIIMYAIOIINN UX OT TPYII C
JNECTPYKTUBHBIM U JCBUAHTHBIM IIOBEIECHUEM. [[eMOHCTpUPYIOIINIA
HENPUATHE U IPEITYNPEXIAIOMUN COUAIbHO OIACHOE MIOBECHUE

OKPY’KaIOLIHX.




[IposiBnsrOIINi U JEMOHCTPUPYIOIINN YBAKEHUE K JIIOIAM TPY/a,

OCO3HAIOIIUI IIEHHOCTh COOCTBEHHOTO Tpyaa. CTpemsimuiics K
(bopMHPOBaHHUIO B CETEBOH cpelie TMYHOCTHO M MPOPECCUOHATBHOTO

KOHCTPYKTHUBHOTO «LIU()POBOTO CIICAA».

JIeMOHCTpUPYIOIIHI TPUBEPKEHHOCTH K POAHOM KYJIbTYpE,
HCTOPUYECKO MaMsTH Ha OCHOBE JTI00BU K Poiuue, pogHoMy
HapoJ1y, MaJioil poJIuHE, MPUHSITHIO TPATUIIMOHHBIX LICHHOCTEH

MHOTOHaLIMOHAJIBHOTO Hapoia Poccun.

[IposBistomnii yBa)KeHUE K JIIOJIAM CTapIIero MOKOJECHUS U
TOTOBHOCTb K YYaCTHIO B COIIMAJIbHOM MOAIEPIKKE U BOJJOHTEPCKUX

JABHKCHUAX.

Oco3Haromuil TPUOPUTETHYIO IEHHOCTh JTUYHOCTH YEJIOBEKA;
yBaXKarolnii COOCTBEHHYIO U Uy)KYIO0 YHUKAJIbHOCTD B PA3IUYHBIX

CUTYaIHIX, BO Bcex GopMax W BUIAX NCATEIHHOCTH.

[IposBnstOmnk U JEMOHCTPUPYIOLIUN YBaXKEHHUE K IIPEACTaBUTEIIAM
Pa3IUYHBIX ITHOKYJIBTYPHBIX, COUUAIBHBIX, KOHPECCUOHATIBHBIX U
UHBIX Tpyni. ConpuYacTHBINA K COXPAHEHUIO, TPEYMHOKEHUIO U

TPaHCISALUU KyJIbTYPHBIX TPaJAULUN U LIEHHOCTEN
MHOT'OHAIIMOHAIBHOI'O POCCUMCKOTO TOCYAApPCTBa.

CoO:roaronyii U mponaraHJupyOIuil paBuiia 370pOBOTo U
0e3omacHOTo 00pa3a )KU3HU, CIIOPTA; MPEIYNPEKAAIONTNN JTHO0
MIPEOI0IEBAIOINI 3aBUCUMOCTH OT aJIKOrouis, Tabaka,
MICUXOAKTHUBHBIX BELECTB, a3apTHBIX UTP U T.1. COXpaHAIOMUN
MICUXOJOTHYECKYIO0 YCTOMYMBOCTh B CUTYaTUBHO CJIOKHBIX WIIH

CTPEMUTCIBHO MCHAIOIINXCS CUTyallUuAX.

3a00TAIUKACS O 3aIIUTE OKPYXKAIOIICH Cpe/ibl, COOCTBEHHOM M UY>KOM

0€30MacHOCTH, B TOM YHCJIe HUPPOBOIL.

[IposBistromnii yBaxK€HUE K 3CTETUUECKUM LIEHHOCTSM,

o0Jaaromuii OCHOBaMH ICTETUYECKOM KYJIBTYpBI.

[TpurnMaronuii ceMeHbIe IEHHOCTH, TOTOBBIN K CO3/TaHUIO0 CEMbH U
BOCITUTAHUIO JICTEH; IEMOHCTPUPYIOIINUNA HETIPUATHE HACUITUS B
CEMbE, yX0Ja OT POAUTEIHCKON OTBETCTBEHHOCTH, OTKa3a OT

OTHOIIICHHH CO CBOMMH JC€TbMHU U UX (I)I/IHaHCOBOI‘O COACPKaHUs.




CTPYKTYPA U COAEPKAHUE ITPOPECCHOHAJIBHOI'O MOAYJIA

[IM.02 JToKyMeHTBI U AETONPOU3BOICTBO

Konpr
npodeccnon
A JIBHEIX O06beM BpeMeHHU, OTBEICHHBIN Ha OCBOEHNE MEKIUCIUILIIMHAPHOTO [MpakTuka
Kypca (KypcoB)
KOMIIETEHIN
u Bcero
4acoB
OO0s3aTenbHas ayaAuTOpHas yueOHas CamocTrosTenpHast
IIpousso
(maxc. Harpyska 6 I
HaumenoBanust Juebran pabota
CTBEHHAas
pa3/Ienon o0yyJarorerocs oOyuarorierocs
o
npodeccnoHalbHOTO HazpysKa (
B T.4. JaOOPaTOPHEHI € npobuo
MOYJIst u BTY., |YyeOHas
paboThI U MPAKTHYECKU CrIEIUANb
NpaKmuKu © SAHSTHS KypCoBasd yacos
) ) pabora H OCTH),
4acoB
Bcero, wacos 4ACOB Beero | (mpoexr),
) 4acoB
9acoB
1 2 3 4 5 6 7 8 9
T[IK 2.1-1IK |Pazgen 1 Opranusamnus u
P 70 50 20
) HOPMATHUBHO-TIPABOBBIC OCHOBBI - - - -
6 APXMBHOTO JcIa
[1K 2.1-IIK  |Pa3men 2 ObecrnieueHrne COXpaHHOCTH
70 50 20
ITOKYMEHTOB h - h -
2.6 o
Bcero 140 100 40




Conepxxanne npodeccrnonambHoro Moayiist [IM.02 JIokyMeHThI B 1eTI0POU3BOICTBO

VYnpasieHrue apXUBHBIM JIEJIOM Ha (eiepaIbHOM YPOBHE.
VYnpasieHrue apXuBHBIM JI€JIOM Ha ypOBHE CyOBeKTOB PO.

4. | PyKoBOJCTBO apXMBHBIMH YUPEKJICHUSIMU HA MyHUIIUIATILHOM YPOBHE

5. | B3auMopeincTBre OpraHOB YIIPaBICHUS APXUBHBIM JIEJIOM C

OpraHaMH 3aKOHOJaTEeJIbHON, UCIIOJIHUTEIbHOMN BIIACTH, CyJa U
IPOKYpaTyphl.

B3auMonelicTBue OpraHoB yrnpaBiIeHUs! apXUBHBIM JIEJIOM C OpraHaMH
3aKOHOJATEIbHOM, UCTIOJIHUTEIIHON BJIACTH, CYAa M IPOKYpaTyphlI Ha
dbenepanbHOM ypOBHE.

cyOBeKTOB POD.

B3anMozencTBre opraHoB yIpaBlICHHs] apXUBHBIM JIEJIOM ¢ OpraHaMu
3aKOHOJATEJILHOM, UCIIOJHUTEIBHOU BIIACTH, CY/la U IIPOKYpaTyphl HA YPOBHE

6. B3anmoneiicTBre rocy1apCTBEHHBIX apXUBHBIX YUPEXKICHUMN C
HEroCy/AapCTBEHHBIMU

HaunmenoBanue paznenoB | CoxaeprkaHue yueOHOTO MaTepHaiia, 1abopaTOpHbIE U MPAKTUYECKHE padOTHI, O6bem |[YpoBenb | Kombr
po¢eCCHOHAIBHOTO MOYJISI | CAaMOCTOsITeNTbHAsI paboTa 00ydaromuxcsi, KypcoBasi paboT (MPOEKT) KOMITETEH
M 5 YacoB |OCBOCHUS .
(IIM), (eciu npedycmompeHvt) 17071
MEKTUCIIUTITHAPHBIX
kypcoB (MJIK) u Tem
1 2 3 4
Pasznen 1. MZIK. 02.01 Opranusanyst ¥ HOpMaTUBHO-IIPABOBBIE OCHOBBI apXUBHOTO JI€NIa
Tema 1.1 Copneprxanue yueOHOTo MaTepHania 12 1 OKO02-OK06
OO1erocy1apcTBeHHbIC
MEXAHW3MBI PETy/THPOBAHHS 1. | U3 uctopun pa3paboTKi HOPMATHUBHBIX MPABOBBIX aKTOB MO aPXHUBHOMY JIEITY.
U yIIpaBJICHUS apXUBHBIM
2. |IloxroroBka HOPMATUBHBIX MTPABOBBIX AKTOB Ha (hefepaTbHOM
nesioM B Poccun
ypoBHe. [ToAroToBKa HOPMATHBHBIX MPABOBBIX aKTOB HA YPOBHE
cyonekTa PO.
3. | PykoBoACTBO rocyaapCTBEHHBIMH ApXUBHBIMU YUPEKICHUSIMU.




OpraHHu3anysMU IO BOIIPOCaAM apXHWBHOTI'O ACIa.

IpakTuyeckune 3aHATHUS

1 Omnpenenenne NpaBoBOro CTaryca apXUBHbBIX OpPraHOB U yupexacHuil PO 1
2 |Pabora c @3 «O06 apxuBHOM 1iesie B PDy 1
Tema 1.2. Apxusnoe npaso | Coaep:kaHue y4eOHOro MaTrepuasia 12 OK2-0K-6
1. |IlonsTHe 006 apXMBHOM IpaBe U APXMBHOM 3aKOHOJATEIILCTBE.
2. CTpyKTypa apXMBHOTO 3aKOHOIATEIHCTBA
3. 3akoHEl. [1oa3aKOHHbBIEC aKTEL
4. CoBpeMEHHbIE 3aKOHOJATEIbHBIE aKThI 10 apXUBHOMY Aeiy Poccuiickoii
denepanu.
5. MesxoTpacneBoi XxapakTep apXMBHOTO IIpaBa
6. | AZMUHUCTpaTHBHas M YrOJIOBHAas OTBETCTBEHHOCTb 3a HapyLICHHUE
apXMBHOI'O 3aKOHO/1aTENIbCTBA
IIpakTHYecKkHue 3aHATHS
3 Hcrounuku npasa. CucreMa HOPMAaTHBHBIX IPAaBOBBIX AKTOB. 1
4 B3aumocBsI3p apXMBHOI'O 3aKOHOJATENIBCTBA C HOPMATHUBHBIMH IIPABOBBIMHU 1
AKTaMH CMEXHBIX OTpacieu
5 Coommuecenue NOHAMUI «APXUBHOE NPABOY U «APXUBHOE 3AKOHOOAMENbCNBON. 2
Conepxanue yueOHOro MaTepuasa 6 OK2-0K-6




Tema 1.3. 'ocynapcTBeHHbIE
apXUBbI. ApXHUBBI
OpraHu3aIui

1. | CoBpemeHHas OpraHu3aLys ¥ HaPaBJICHUS 1E€ATEIbHOCTH IOCYJapCTBEHHBIX
apxuBoB. Hanpasnenue u ¢pyHkuuu padotsl rocapxuBoB. HopmatusHo-
METOAMYECKUE TOKYMEHTHI ACSITEIBHOCTH TOcapXuBoB. HopMbl moBenenus
aApXUBHCTOB.

2. HopmatuBHo-ipaBoBasi paboTta apxuBa. UHauBHIyanbHAst HHCTPYKIIHS 110
JIENOTIPOU3BOACTBY

3. | Honoxenus 006 apxuse. JJ0TKHOCTHBIE HHCTPYKIIUU COTPYIHUKOB

4. |IInanupoBaHue pabOTHl U OTUETHOCTH apxuBa. KOHTpPOJIb 3a COCTOSHHEM
XpaHEHMsI JOKYMEHTOB U UX OpraHU3alueil B EI0NPOU3BOJCTBE CTPYKTYPHBIX
MOAPAa3ACIICHUI

5. |IIpuem-nepenaya JOKYMEHTOB [P CMEHE PYKOBOJUTES apXUBa.

IIpakTH4eckne 3aHATHSA

6 | CocraBieHue CMCKa JOKaIbHBIX HOPMATUBHBIX IOKYMEHTOB apXHBa.
Cucremaruzanys U XpaHeHHe JOKYMEHTOB TeKyIero apxusa Pabora ¢
coJiepKaHueM T0JIoKeHUs 00 apxuBe Ha ocHOBaHMM MHCTPYKIUHU O0(OpMIICHHUE
¢dopMBI macopTa apxusa.

7 Odopmiienne nmucra ponga. OpopmiieHHE TOIKHOCTHBIX TPeOOBaHUH K

apxuBapuycy CocTaBieHIE TEXHOJIOTHH YU€Ta TIOKYMEHTOB B apXUBE.
Odopmiienne akta nmpueM-repeaya JOKyMEHTOB ITPH CMEHE PYKOBOAMTEIS

apxuBaCocTaBlieHUE CXEMbl IMOCTPOCHHS HOMEHKJIATYypbl J€]1 OpraHU3aIiu.

Odopmiienue rpad HOMeHknarypbiaen. [IpoBepka mnpaBUIBHOCTU
opopmiieHus AokyMeHTOB. CocTaBieHHE CIIPABOYHOTO ammapara K
HOMEHKJIAType ]l OpraHu3alu

Conep:xxaHue y4eOHOT0 MaTepuasa

OK2-0K-6




1.4 CnpaBo4HO-
MOMCKOBbIE CHCTEMbI

Cucrema CrpaBOYHO-TIOUCKOBBIX CpeAcCTB K JokyMeHTaM A® P®. I[lonstue o
CHUCTEME CIPABOYHO-IIOUCKOBBIX CPEICTB K apXUBHBIM JTOKyMEeHTaM. OCHOBHBIE
npuHiunel  noctpoenusi cucteMbl  CIIC.  Crpykrypa cuctembr CIIC.
[lepcnextuBel paszButusi cuctembl CIIC. TpeGoBaHus, NpeabsBIsEeMbIE K
cucreme CIIC. IlonsTus «nepBu4yHasi AOKYMEHTHas UHpOpMALIU» u
«BTOpUYHAs  JOKyMeHTHas wuHpopmanus». uddepeHuupoBaHHbIi M0IX0A
k cozaanuro CIIC.

Obs3arenbHble apxuBHbIe cripaBoyHUKH B cucteme CIIC. Ionstre 00 onucanuu
JOKYMEHTOB U Jenl. MHpopMannoHHbIE XapaKTEPUCTUKUA JTOKYMEHTOB U JIEI.
OcCoOEHHOCTH ONUCAHUS JOKYMEHTOB JIMYHOTO MTPOUCX0XKICHHUS.

ApxuBHplE onMcM M HUX HazHaueHue. DyHKIMM U cOCTaB apXUBHOMU
orucu. CocraBieHue coOCTBeHHO onrcu. CocTaBlieHHE CIIPABOYHOTO arnmapara K
OIIHCH.

Cuctema katanoroB B apxuse. [lonsTue o karanoruzauuu. OnpeaeneHue Buaa
karajora. CxeMsl kiaccuukauy JOKyMEHTHOM HH(OpMaIiK B KaTaaorax.
BrrisBienue u oT00p JOKYMEHTHOM HH(GOpMaLUu JIJIsl KaTaJoTU3alllu.
Ornucanune TOKyMEHTHOM HH(OpMAaLMY Ha KaTaJ0XKHBIX KAPTOUKAX.
HNuaexcupoBaHue KaTalokHbIX KapTouek. CucTeMaTu3anus KapTouek u
BEJICHUE KaTaJloTa.

[lyreBonutenu, ux HaszHaueHue. [lonsTHe o myreBoaUTENSIX. Buabl
nyTeBoauTeNnei. XapakTepucTuku (GOHI0B B myTeBoauTesne. CrpaBoOUHbIH
amnmnapar K yTeBOJAUTENIO.

JlononHuTtenbHbIe apxuBHbIEe cripaBouHUKU B cucteMe CIIC. O630pbl apXMBHBIX
JOKYMEHTOB M HUX Ha3HaueHHe. XapaKTepUCTHUKa JOKYMEHTOB B 0030pe.
CripaBouHbIif anmapaT K 0030py.

7.

VYxazarenu B cucteme CIIC. TemaTuueckue nepeyHu JOKYMEHTOB U 06a3 JaHHBIX

IIpakTH4eckue 3aHATHSA




CucremaTtu3zanus 1 XpaHeHue TOKYMEHTOB TeKyIero apxusa. @opMupoBanue

CIIPaBOYHOTIO ammapara, 00eCcIeuyuBaIONIeTro ObICTPBIA TOUCK TOKYMEHTOB
CocraBnieHre CTPYKTYPBI U TpeOOBaHMM, TpeabsBisieMbx k cucteme CIIC.
CocraBneHnre HHPOPMAIIMOHHOMN XapaKTEPUCTUKU JOKYMEHTOB U JIeTI
CocraBiieHre CpaBOYHOTO arnmapaTa K Ofnucu

6

[TpoBemeHus aHaNM3a CIIPABOYHOTO arapara K IMyTeBOTUTEITIO

Tema 1.5 Ucnmons30Banue
apXHUBHBIX JOKYMEHTOB

Conep:xxaHue y4eOHOT0 MaTepuasa

[Tonarue 06 MCHONB30BaHUM APXUBHBIX JOKYMEHTOB. HampaBnenue, nenu u
(GbOpMBbI UCITIOJIB30BAHUS APXUBHBIX JOKYMEHTOB. OCOOEHHOCTH OpraHU3aluH
WCIIOJIb30BAaHUs ApDXUBHBIX JOKYMEHTOB B T'OCYAAapCTBEHHBIX,
MYHHUIMIIAJIBHBIX ApXUBAaX U apXMBaxX OpPraHU3aLUU. Nndopmanronnsie
YCIIyI'H apXUBOB B pamkax KOHLENIUU «DJIEKTPOHHOE
NPaBUTEIILCTBO». PernaMeHTsl MH(OPMAIIMOHHOTO 00CTYKMBaHUS
1oJib30Bareseil. @opMbl UCIIOJIB30BAHNS APXUBHBIX JOKYMEHTOB.

JocTyn K apXuBHBIM J0KyMeHTaM. CBOOOJHBINA JOCTYN K apXHUBHBIM
nokyMeHTaM. OrpaHMueHue JOCTyla K apXWBHBIM JOKyMeHTaM. Ilopsmox
3aCEKpEUYMBaHUs U PACCEKPEUMBAHUSA aPXUBHBIX JIOKYMEHTOB.

Meronuka TIOMCKA apXMBHBIX JOKYMEHTOB. IIoMCK apXuBHBIX
JIOKYMEHTOB B JICJIOIIPOU3BOJCTBE, apPXMUBE OpPraHU3alliH, TIOCYJapCTBEHHOM
U MYHUIUNAILHOM apXuBax. JTallbl TEMAaTHYECKOIO TIOMCKA.

VY4eT 1 aHaJIU3 UCIIOJIb30BAHUS aPXUBHBIX JOKYMEHTOB. JTalbl yueTa
UCIIOJIb30BAHUS apXUBHBIX JOKYMEHTOB M YYETHOU (OpMbI. AHAIN3
3P PEKTUBHOCTH ¥ MHTEHCUBHOCTHU MCIIOJIB30BAaHMS ApXUBHBIX JOKYMEHTOB.

OK2-0K-6

IIpakTHYecKkHne 3aHATHS

7

Omnpenenenne HanpaBiIeHUS U LEIH UCIIOIb30BaHUS ADXUBHBIX IOKYMEHTOB.
Dopmbl




WCITOJIH30BAaHUS apXUBHBIX JOKyMeHTOB Pabora ¢ Tabnureit «CooTHOIIIEHNE
1eseit u popM UCTIOIb30BaHUS APXHUBHBIX

TOKyMeHTOB» OdopmiieHne BUI0B 3arpocoB. CocTaBlieHHE 3arpoca

Odopmiienne apxuBHO# ciipaBku Odopmienne apxuBHoit ko OdopmiieHne
ApPXUBHOU BBITTMCKHU

CocraBiieHHe 3aKa3a HA BbIIAYy JOKYMEHTOB COTPYIHUKAM OPraHu3aluu
Odopmnenue Tabnuis «Kareropun nabOpMaIuy OrpaHHUESHHOTO JOCTYIIa
Odopmnenue Tabnuisl «Buabl TOKYMEHTOB U IOKYMEHTHON MHGOpMaITUn
OTPaHUYECHHOTO JOCTYIIa

10

CocraBnenue peectpa onuceil. CocTaBlieHHE TOJOBOT0O pa3jiesia CBOJJHOM OMUCH
nen CocTaBiieHHE 3TAIOB y4eTa UCIIOIH30BaHUS apXUBHBIX JOKYMEHTOB U
yaeTHOU (hopmbl. DOPMBI yUeTa UCIIOIB30BAHMS APXUBHBIX IOKYMEHTOB
Cocrasnenue u oopMIICHHE KapThl-3aMecTUTENb Aena OdopMieHne akTa o
BbIJAQ4€ BO BpeMeHHOG IIOJIb30BAHUC

11

OdopmiieHne akTa 0 BBLACICHUN K YHUUTOKEHHIO HAYYHO-TEXHUYECKOM
JOKyMEHTaluu

12

Odopmienue aucTa UCIIOIb30BaHUS JIeNa

13

OdopmiteHne 3aka3a Ha KOMUPOBAHHE

14

3anonHeHue )KypHaja perucTpaiyy BbIIAHHBIX KOMHH, BEIHCOK, CIPaBOK,
TEMaTHYECKUX MaTepUaioB

Tema 1.6 Uugpopmayuornno-
KOMMYHUKAYUOHHblE
MexHON02UU 8 APXUBAX

Conep:xxanue y4eOHOT0 MaTepuasa

1.

[Tonsitne 00 mH(DOpMATH3AMK APXUBHOTO Jesia. DTarbl HHPOPMaTH3AIHH.

2.

Opranuzanus MHQOpPMATU3AIMKH APXHUBOB HA COBPEMEHHOM JTare. 3afaydl U
npuHLIUIE nHGopMaTuzauuu B KoHnenuuu nHpopmMaTuzanuy apxuBHOTO Jena.

OK2-0K-6




OtpacneBsie mporpamMMmbl nHpopmatuzauuu. HopmatuBHo-meToanueckas 0Oasza
uHbOpMaTH3aLUU APXUBHOTO Jiefa.

3. |VHdpopmManuoHHbIE TEXHOJOTHMM B apXUBHOM JeJie Ha COBPEMEHHOM OJTarle.
Knaccudukammst coppemeHHsix AAT. UT mo oCHOBHBIM HaIpaBieHUSM paOOThI
apXuMBOB.  ABTOMAaTH3MpOBaHHAas CHCTEMa  LIEHTPAJM30BaHHOTO  y4yeTa
nokyMeHTOB AD P®. MaTerpupoBanHbie HHPOPMAITMOHHBIE CUCTEMBI.

4. | ApXuBHOE XpaHEHHUE DJIEKTPOHHBIX JOKYMEHTOB. (OCOOCHHOCTH 3JIEKTPOHHBIX

JOKYMEHTOB KaK OOBEKTOB apXWBHOTO XpaHeHHWs. HopmaTtuBHO-TIpaBoBas u
MeToaudeckas 6aza padotel ¢ J/1. Knaccubukanus 3], DxcnepTrsa eHHOCTH
O1. Ocobennoctn ommcanmst DJ[.  Obecreyenue  coxpanHoctu /1.
Y nocroBepenue ropuandeckoi cuiibl /1 B mpolecce apXUBHOTO XpPaHEHHUS.

IIpakTH4eckue 3aHATHSA

14 | Onpenenenue 3a1a4 ¥ TPUHITMNOB HHpopMaTu3auy B Konnenmmm.
Knaccuduxanus coBpemeHHbIXx AAT

15 | OdopmieHne mporpaMMHBIX KOMIUIEKCOB

16 | PaboTa c HOpMaTUBHO-TIPABOBOM 0a30i U METOAMYECKOM 0a3oii padoThl ¢ D/I.
Knaccuduramms D/1

17 | CoctaBnenue u opopMIIeHHE KPUTEPH onpeaeeHus eHHocty D/,
Oco6ennoctu ormmcanus D/1. CocTaBUTh 3Tallbl 0COOCHHOCTH onmucanus D1

18 | CocraBiieHue anropuTMa AeUCTBUN y1O0CTOBEPEHUS FOPUANIECKON CHITBI D/]

Pa3nes 2 ObecnneyeHne COXpaHHOCTH JOKYMEHTOB




HanmenoBanue pa3neinos Coaeprxanue yueOHOro MaTepuaJa, JJabopaTopHbie padoThl 1 Oo0Be Ypo Koapbl
npodeccHoHaTbHOTO MOJIYJISl | NMPaKTHYeCKHe 3aHATHS, CAMOCTOsITe/IbHasi padoTa 00y4yalommxcs, KypcoBast M BeHb KOMIIeT
(IM), pabora 4yaco 0CBO eHIUI
B eHusl
MEXKTUCIUTTITMHAPHBIX
KYPCOB U TEM
1 2 3 4
Tema 2.1 Uctopus Conep:kanue y4eOHOro MaTepuaJia 2 1 OK2-0K-6
nokyMeHTa. CBolcTBa
HOCHTCeH TeKCT. 1. |lemu u 3amauu AMCUMILIUHBL. BO3HUKHOBEHHE MPOOJIEMBI «BEUHOTOY
XpaHeHUs JOKYMeHTOB. O030p MCTOYHMKOB WM JUTEpPATyphbl MO AUCIHILIUHE.
JIOKyMEHT Kak MaTepuaibHbIii 00beKT. Bymasknbie qokymMeHTHI 19-20 BB.
Tema 2.2 Cmapenue Conep:xxaHue y4eOHOT0 MaTepuasa 2 OK2-0K-6
doxkymenmos. Paxmopwi
cmapenus u npuduHbL 1. Cmapenue 0oxkymenmos. Ilpuuunsvt cmapenuss 0okymenmos. OCHO8Hble
Paspywenuis dokyMenmos. @axmopwl pazpyuienuss 00KyMeHmMOo8.
2. Cseem, memnepamypa, enrasxcHocmoe. buonoeuueckue epeoumenu.
Mexanuueckue nogpedxxcoenus 00Kymenma. IKoN02Us cpeobl.
3. | Ecmecmeennoe cmapenue 0OKYMeHmos U elusaHue Ha HUX 6HeuHUX ¢paxmopos
IpakTuyeckune 3aHATUS
l. Cocmasnenue mabauysl: Ipuyunol pa3pyutenus OOKyMeHmos 2
Tewma 2.3 TpebGoBanus Conepxanue yueOHOTro MaTepuaa 6 OK2-0K-6

oOecrieueHuns COXPaHHOCTH
nokymeHToB (OCJI) mpu
IPYTUX BUAaX padorT.

MarepuansHo TexHuueckas 6a3za. TpedoBanust OC/l npu BHIIOTHEHUN
apxuBHBIX paboT. ObecneueHre COXpaHHOCTH JJOKYMEHTOB ITPH NOCTYIUICHUU Ha
XpaHCHHE.

Obecnieuenne COXpaHHOCTH JOKYMEHTOB IIPH MOCTYIUICHUN Ha XpaHEHHE.




3. | OGecrnieueHne COXPaHHOCTH JOKYMEHTOB IPU UX MCIIOJIB30BAaHUH K 00pa0boTKe.

4. |ObecrieueHne  COXpPaHHOCTM  JOKYMEHTOB  IpU  UX  MEpeMelleHU
Y TPAHCTIOPTUPOBAHUH.

5. OOGecneyeHre COXPAaHHOCTH JJOKYMEHTOB MPU YPE3BbIYAMHBIX CUTYAIIHSIX.

IIpakTH4eckne 3aHATHSA

2 Omnpenenenne GyHKIUN XpaHEHUS U HCTIOJIH30BAHUS MaTEPHAITLHO-TEXHUIECKOM
0a3bl.

3 CocraBieHHEe CXeMbl pa3MEIICHUS CPEIICTB XPAHEHHS B IOMEIIICHUT
(XpaHuuIe).

4 CocraBneHne ¥ OQOPMIICHHE OPHEHTHPOBOYHBIX TPYII  PEKHUMOB

CYILLIKH JOKYMEHTOB.

Tema 2. 4 Apxusnas

KaumamoJnocus

Conep:xxaHue y4eOHOT0 MaTepuasa

(DyHKuuu APXUBHbIX KOHMPOJIbHO-KAUMAMUYECKUX CJZ_)/’.?!C6.

OK2-0K-6

2. Knumamuueckue koumponvho-usmepumenvhvie npudoopol. QOyeHKa KOHMpPOIbHbIX
OQHHDbIX.
3. IIposempusanue. Mukpoxniumam nomeweHutl u O0KyMeHmOos.

IIpakTH4eckne 3aHATHSA

5 OnpedeneHne 0CHOBHbIX 3A0aY aAPXUBHBIX KOHMPOTIbHO-KIUMATNUYECKUX CTYHCO.
OgopmneHne oCHOBHBIX KIUMAMUYECKUX Napamempos 6030yXa.
6 Cocmasnenne mabauywl enazoemkocmu 6030yxa. CocmagineHue pacuemos

KaumamudecKux napamenipoe.




Tema 2.5. XpaHenue Conep:xxaHue y4eOHOT0 MaTepuasa 10 OK2-0K-6
JOKyMEHTOB
1. | MeponpusTus Mo o0ecreueHnu0 COXpPaHHOCTH A€ (IOKYMEHTOB) B TIPOIIECCE
BPEMEHHOI'0 XPaHEHHUs
2. OXpaHHBIN PEXKUM B ApXUBOXPAHUIIUILAX U apXUBaX.
3. | XpaHeHHe apXUBHBIX JJOKYMEHTOB HE Ha OyMa)KHOM HOCHUTEIE
4. | Pa3memieHue JOKyMEHTOB B XpaHWIHIIAX bepexxmuBeiii opuc
5. |Ilopsaok BbLaauy e U3 XpaHUIIHL]
IIpakTHYecKkHne 3aHATHS
7 AHanu3 OCHOBHBIX pa3nienoB [IpaBuit yueTa u XpaHeHUs: TOKYMEHTOB 1
8 [IpoBenenue 3kcnepTH3bl JOKYMEHTOB, TOATOTOBKA U Mepe/laya MaTepualioB Ha | 1
XpaHEHHE B apXUB
9 Pabora c [lepeunemM THIIOBBIX YIPaBICHUYECKUX JOKYMEHTOB, 00pa3yromuxcs B |1
JeSITeIbHOCTH OPTaHU3aIMH, C YKa3aHUEM CPOKA XpaHEHUs
10 | OdopmieHre BbIIauM 1€ U3 XPAaHUIIHIL. 3allOJHUTh KHUTY BBIIaYM JOKYMEHTOB| 1
11 | OdopmieHre nopsiika CHATHS € yU4eTa JOKYMEHTOB, HE HalJJCHHBIX B XOIe
IpOBEPKU BhIsBIEHNE TOKYMEHTOB C OBPEXKACHUSIMU HOCUTENIEH U TEKCTa
12 | CocraBinenue [lonoxxeHust 06 SKCIEpTHON KOMUCCHU. U XpaHeHus1 PaboTa ¢ 1
PernamenTom ydera JOKyMEHTOB
Tema 2.6 Co3znanue Coaepikanue y4eOHOIro MmaTepuaia 8 OK2-0K-6

cTpaxoBoro (poHma 0cobo
HCHHBIX U YHUKAJIbHBIX

Lenb coznanus ctpaxoBoro (onna u GoHIa MOTH30BAHUSL.




JTIOKYMEHTOB ¥ (OHIA
MMOJIb30BaHUS

2. | HopmatuBHO-MeTOomMueckas 6a3a pabOThI 1O CO3/IaHUIO CTPaxoBOTO GOHIA U
(dhoH1a TOJTE30BaHUS

3. | Opranuszamus padoT o MUKPO(DHIEMHUPOBAHUIO UITH O POBAHHUIO JOKYMEHTOB

4. BrlsiBIeHHE YHUKAJIBHBIX U 0CO00 IIEHHBIX JOKYMEHTOB. YUeT M XpaHCHUE

CTPaxOBBIX KOMUN U (OHA MOJIb30BAHUS

IpakTnyeckune 3aHATUS

19 | Cocmasnenue nopsaoka pabomsi no blAGNIEHUIO YHUKAILHBIX U 0COO0 YEeHHbIX
OOKYMEeHMOo8
20 | Cocmasnenue onucu 0codbo yeHHviX O0OKYMEHMO8

Tema 2.7. IlpoBepka
HAJINYHSL U COCTOSIHUS
apXHUBHBIX JOKYMEHTOB

Conepxanue yueOHOTro MaTepuasa

HGJII/I U NNCPpUOANIHOCTD MPOBCPKU HAJIMYIUA U COCTOAHUA aPXUBHBIX

JOKYMEHTOB.
2. ITopsinok npoBeaeHus MPOBEPKU HAIMYHUS U COCTOSIHUSL apXUBHBIX JJOKYMEHTOB
3. Odopmienne pe3yabTaTOB MPOBEPKH HATUYHUS M COCTOSTHUS apXHUBHBIX
JIOKYMEHTOB
4. [Torck HemocTarOUMX TOKYMEHTOB M Jiesl. Opranu3aius po3bicKa

HGOGH&py)KGHHBIX APXUBHBIX JOKYMCHTOB U OCJI

OK2-0K-6

IpakTuyeckune 3aHATUS

21

OdopmiieHre akTa IPOBEPKU HATUYHSI U COCTOSIHHS Jiel1 [IpoBeieHrne MpoBepKU
TEXHHYECKOTO COCTOSTHHUS TOKYMEHTOB. OpopMIICeHHE aKTa O TEXHUYIECKHX
OLIMOKax




22

Odopmnenne kauru ydyeta u onucanus CocTaBleHHE aKTa 0 HEOOHAPYKEHUU
JIeJ1, TIyTH PO3bICKa KOTOPBIX Hcueprnanbl. CoCTaBlIeHHE CIPAaBKU O POBEICHUH
po3bIcKa

Tema 2.8. O6ecnieueHmne
(PMBUKO-XMMHUYaHHOCTH
JIOKyMEHTOB

Conep:xxanue y4eOHOT0 MaTepuasa

Bunbl noBpexxaenuii JokyMeHTOB. [IpoBepka u omieHKa (GU3HIECKOTO COCTOSTHHS

JOKYMEHTOB.
2. | OueHka (pU3MYECKOTO COCTOSHUS TOKYyMEHTOB B apXUBax
3. | O6mas npodunakTuka NoBpexxaeHu 1oKyMeHToB [Ipru3naku nedexToB u ux
OTHECEHHE K TUIIOBBIM I'PYIIIIaM.
4. | Ilopsaaok CHATHS C y4eTa HEUCIPABHO MOBPEXKICHHBIX JTOKYMEHTOB

IIpakTHYeckne 3aHATHSA

27

Odopmienune nHIeKca MOBpeXkAeHUN. PaboTa ¢ TUIIOBOM HOMEHKIATYpOi
noBpexeHnii BersBrnenue neekToB OyMaxHbIX JOKyMeHTOB. COCTaBUTh
XapakTepucTHKy aedexToB TekcTa. [IpoBenenue oreHkn HGU3MIECKOTO
COCTOsIHUS T0OKyMeHTOB OdopMileHHe MEPBUYHON pecTaBpallii U KOHCEPBALIUU
APXUBHBIX JOKYMCHTOB.

31

Odopmitenne pe3ynbTaToB pecTaBpalii JeeKTOB T0KyMeHTOB. bykBeHHO-
udpoBas HHACKcaus JoKyMeHToB Popma 3akasa Ha MpoBeeHne paboT
OdopMHTD aKT O MOBPEKIACHUIX JOKYMEHTOB

Tema 2.9. Brinaua nen
(TOKyMEHTOB) BO BpEMEHHOE
M0JIb30BaHKE, COCTOSALINX Ha
XPaHEHUU B apXUBE
HPEANPUATHS

Conepxanue yueOHOTro MaTepuasa

Bbll[a‘{a ACJI BO BDEMCHHOC IMOJIb30BAHUC.

3ajaun IpOBEPKH JTOKYMEHTOB U A€

OdopmieHne T0KyMEHTOB, HE MOISKAIAX BOCCTAHOBJICHUIO

OK2-0K-6




4. | Tlopsnok IpUHSATHS JIEKTPOHHBIX JOKYMEHTOB B apXHB.
Tema 2.10. OcHOBBI Conep:xxaHue y4eOHOT0 MaTepuasa 4 OK2-0K-6
KOHCEpBAIIMH U PECTABPAIIAN
JIOKyMEHTOB, 1. Konceppanus 10KyMeHTOB 1
2. | Crabunu3zanys U pectaBpanus J0KyMEHTOB 1
3. | Meroauka pecTaBpalyu U COCTaBICHHUs PECTaBPALlMOHHOTO MACIopTa Ha 2
JOKYMEHT




3. YCIIOBUSA PEAJTIM3ALINU ITPOD®ECCHUOHAJIBHOI'O MOIYJIA
3.1. TpeGoBanus MaTepuaIbHO-TEXHUIECKOMY 00ECIICUEHHUIO

Peanuzarus mporpaMMbl TUCIUTIUIMHBI OCYIIECTBIISETCS B yueOHOM KaOMHETE.

O6opynoBanue yudeOHOT0 KaOMHETA:
—pabodee MecTO 00yJarOIErocs Mo KOJIMYECTBY O0yUJaOIINXCS;

—pabouee MeCTO Mpero1aBaTes;

—3aaHus U1l IPOBEACHUS MPAKTUYECKUX 3aHATUM;

—KOMIUIEKT TECTOBBIX 33/IaHHIA;
—KOMIUIEKT Y4eOHO-HArJIAIHBIX TOCOOuH (Tpe3eHTanuii, BUAeo(puIbMOB).

TexHuueckue cpeicTBa 00ydeHus:

—KOMIIBIOTED;
—M®YV Brother DCP-1510R;

—rpoektop Xuraun CP-X260;

—WHTEPaKTUBHAS JIGKIIMOHHAS T0CKa XUTa4H;

—xosoukd SVEN MS-90 cabsydepom;

—IIporpaMMHOe obecrieueHue oomiero u npodeccHoHaNbHOTO Ha3HAYCHUS.

Hndopmannonnoe odbecrieuenue o0ydeHus

OCHOBHBIE UCTOUYHUKU:

1.

Byposa B.1. Opranuzaiust apXuBHOU 1 CITPaBOYHO-UH(OPMAITMOHHONU PabOTHI MO JOKYMEHTaM
opranuzaruu: yueOHuk mius cryaeHtoB CIIO. Mocksa: U3marenbckuit LleHTp «Axanemusy,
2016.

. ®enepanbubiid 3akoH OT 22 okTs0ps 2004 roga N 125-D3 «O06 apxuBHOM jene B Poccuiickoi

Denepaunn»

. 'OCT 2.501-2013 Enunas cucrema koHcTpykTopckoit tokymeHnranuu (ECK/I). [IpaBuna yuera

U XpaHEHHUs

. IlepedyeHp THUIOBBIX YIPaBICHYECKUX APXUBHBIX JOKYMEHTOB, 00pa3ymromuxcs B Ipoliecce

NESTENIbHOCTH  TOCYAApCTBEHHBIX OpPraHoOB, OPraHOB MECTHOIO CaMOYIpPAaBJICHUS U
OpraHM3alIyii, ¢ yka3aHUEM CPOKOB XpaHEHHUS.
JlonOJIHUTEIbHbIE HCTOYHUKH:

. AnekceeBa E.B., JL.II. AdanacweBa, E.M. bypoBa ApxuBoBenenue. DIeKTPOHHBIN YIeOHUK JIJIst

HITO// mon pen. Kozmnosa B.I1.-M: U3znatensctBO [IpopO6pU3aat, 2007.

. ApxuBbl opranmzamuii. IlpaBuma paGotel. IlepedeHp THIOBBIX TOKYMEHTOB M CpPOKH HX

xpanenus. M3narensckuii lom «Axyp». ExarepunOypr, 2013 r.

. F'ocymapcTBeHHast cuctemMa JOKYMEHTAllMOHHOro oOecreyeHus ynpasieHus: OCHOBHbBIE

nosnoxenus: O0mue TpeOOBaHUs K JOKYMEHTaM U CIIy>K0aM TOKyMEHTAIIMOHHOTO 00eCTIeueHHS.

. O06 apxuBHOM nene B Poccutickoit @eneparuu [ Tekct]:Denep. 3akon ot 22 okTsa6ps 2004 T.

No 125-@3 (pen. ot 13.05.2008) // Cobp. 3akoHomarenbcTBa Poc. @eneparuu. - 2004. - Ne 43, -

Cr. 4169.
5. Jlemonpoun3BoACcTBO U apxuBHOE Aeno. Tepmunsl u onpenenenus [Tekcr]| : TOCT P 51141-

98.

HurepHer-caiiTel: www.statearchive.ru/399

http://bookfi.org/book/670592

http://antimuh.ru/files/details/1071194 www.consultant.ru




4. KOHTPOJIb M OLIEHKA PE3YJIbTATOB OCBOEHMSI
MPO®ECCHOHAJIBHOIO MOAY.IS1 (BUJA JIESITEJILHOCTH)

Pe3yabTaThi(0CBOCHHBbIE
npogeccuoHaIbHbIE
KOMIIeTEeHIIMH)

OcHOBHbBIE MOKA3aTeJIH OLCHKH pe3yJbTaTa

DopMbI 1 METOABI
KOHTPOJIS1 1 OLEHKH

[1K 2.1. ®opmupoBath
nena.

- ohopmIteHHE OOJI0KKH JIeia B COOTBETCTBHH C
['OCT 17.914-72.

- OCYLIIECTBIICHUE PACKIIAJIKH JIE] B
coorBercTBUM ¢ TpeboBanusmu ['OCT P6.30-
2003;

- BEJICHUE JINYHOTO JIeJIa COTPYHUKA B
COOTBETCTBUH ¢ MeToanyecKumMu
pexkomengauussmu BHUMJIAJL ®AC PD2002
r., C ydeToM mpaBui, npeanucadibiM TK PO u
D3 Ne 152 ot 27.07.2006 «O nepcoHaTbHBIX
TAaHHBIX ),

- IPOM3BEICHUE IPABOIi U J1eBO (hopm
OpOIIIOPOBKU JOKYMEHTOB;

- pacrnoioKeHHe JOKYMEHTOB B JIEJI€ COTJIaCHO
Metonnueckum pekomeHaanuaym BHUMJIA T
DOAC PD 2002 1., ¢ y4€TOM IpaBuI,
npeanucaiibiM TK PO u @3 No 15201
27.07.2006 «O nepcoOHAIBHBIX TaHHBIX;

Tekyimii KOHTPOJIb B
bopme:

TecTnl

CuTyallMOHHBIE 3a/1a41
-IIPAKTHYECKUE
paboTHI;

-OTYETHI IO MTPAKTUKAM.
3adeThl Mo yueOHOU 1
[TPOU3BOJCTBEHHON
MPAKTUKE U 110 KAKIOMY
U3 pa3/ieiioB
npodeccHoHaIBHOTO
MOTY IS

DK3aMeH

KBTI (DUKAITMOHHBII

[1K 2.2. ObecnieunBaTh
OBICTPBII TTOHCK
JOKYMEHTOB 10 HAy4HO-
CTIPaBOYHOMY armapary
(kapTOTEeKaMm)
OpraHH3aIUH.

(hOpMUPOBAHHE U HCTIOTH30BAHUE KAPTOTEK
ApPXUBOB CTPYKTYPHBIX MOAPA3ICICHUIA
opranuzaiuu B coorBercTBun ¢ 'OCT 51141-
98 «Jlenonponu3BOICTBO U ApXUBHOE JIETO.
Tepmunbl u onpeaenenus», [OCT 17.914-72;
- bopMHUpOBaHKE U UCTIOIH30BAHUE KATAIIOTOB
ApXUBHBIX (POHJIOB OPraHU3ALINU B
coorBercTBUU ¢ [[OCT 51141 -98
«/lenonpon3BoACTBO U apXUBHOE JIETIO.
Tepmunsl u onpenenenus», [OCT 17.914-72;
- COCTaBJICHUE U UCIIOJIb30BAHUE
[MyTEBOAUTEIICH 110 apXUBY OpraHU3aluu
(2JIEKTPOHHBIN BapHUaHT)

[IK 2.3.
CucremMatu3npoBaTh U
XPaHUTH JOKYMEHTEI
TEKYILEro apXuBa.

- CUCTEMaTH3aIHs JOKYMEHTOB B
3aBUCHMOCTH OT MX HAaMEHOBAaHHS B
coorBercTBUH ¢ TpeboBanusimu 'OCT P 6.30-
2003;

cHCTEMaTHU3alus PaCTIOPSAUTEEHBIX
TTOKYMEHTOB B COOTBETCTBUH C TPEOOBAHUAMHU
["OCT P 6.30- 2003;

- CHCTEMaTU3aIHs TOPYICHUH BBIIICCTOSIINX
OpraHoOB B COOTBETCTBUH C TPEOOBAHUSIMU




['OCT P 6.30- 2003;

- CUCTEMAaTU3alHs IUIAHOBBIX U OTYCTHBIX
TTOKYMEHTOB B COOTBETCTBUU C TPEOOBAHUSIMHU
['OCT P 6.30- 2003;

- CUCTEMAaTU3alHs JOKYMEHTOB JINYHBIX JEJI B

COOTBETCTBUU ¢ MeToInueCKuMuU
pexomengauusiMu BHUMJIA L ®AC PO 2002
r., C yueToM npaBui, npeanucaiibiM TK PO u
D3 Ne 152 ot 7.07.2006 «O nepcoHambHbIX
TAaHHBIX»;

- cICTeMaTu3alus 3asBJICHUH U Kajio0
pa’kJaH, IEPENUCKU B COOTBETCTBHH C
rpedoBanusimu ['OCT P 6.30- 2003;

- CUCTEMATHU3aIlUs JTUIEBbIX CUETOB
[PaOOTHHKOB B COOTBETCTBHH C THUITOBOM
MHCTPYKLMEHN 10 JEIOIPOU3BOCTBY B
(benepaibHBIX OpraHax UCTIIOJTHUTEIBHOM
BJIACTH, YTBEPXKIACHHOM Ipuka3zom Pocapxusa
Ne 68 ot 27 Hos6pst 2000 1. 1 OCHOBHBIMH
[paBHJIaMU pabOThl ApXUBOB OpraHU3aIUH,
0/100peHHBIMU pelleHreM KoJuieruu Pocapxusa
ot 6 pespainst 2002 r.;

- BEZICHUE KapTOTEKU TEKYIIETO apX1Ba B
cootBercTBUM ¢ ['OCT 51141 -98
«/lenonpon3BoACTBO U apXUBHOE JIENO.
TepMmuHbI U onpenenenys», TUnoBon
MHCTPYKLEH 110 1€JI0NPOU3BOJICTBY B
(benepatbHBIX OpraHax UCIIOJTHUTEIBHOM
BJIACTH, YTBEPKJICHHOM npuka3zom PocapxuBa
Ne 68 ot 27 Hos6pst 2000 r. 1 OCHOBHBIMH
paBUIaMy pabOTHl apXMBOB OpraHU3aIHH,
0/100peHHBIMU pelleHreM Kosuteruu Pocapxusa
ot 6 deBpamns 2002 .;

I1K 2.4. OGecrieunBarh
COXPAHHOCTB ITPOXOISIIEH
CITykeOHOM
JIOKYMEHTAIUH.

- o0ecrieueHre COXpaHHOCTH JOKYMEHTOB
TEKYILEro apX1Ba B COOTBETCTBUHU C
['OCTS51141 -98 «Jlenonpou3BoJaCTBO U
apXuBHOE J1e710. TepMUHBI U ONpeIeTICHUS,
TumnoBoit

MHCTPYKLUEH T10 JEIOIPOU3BOICTBY B
(benepanibHBIX OpraHax UCIIOJTHUTEIBHOM
BJIACTH, YTBEPKJICHHOM npuka3zom PocapxuBa
Ne 68 ot 27 Hos6pst 2000 r. 1 OCHOBHBIMH

paBUIaMy pabOTHl ApXMBOB OpraHU3aAIHH,

0/100peHHBIMU pelieHreM Kosuterun Pocapxua




ot 6 deBpans 2002 r. oCyIIeCTBICHHE
KOHTPOJIS 32 IPOXO0XKJICHUEM IOKYMEHTOB ) B
coorBercTBUM ¢ TpeboBanusimu ['OCT P51141-
08;

- OCYIIIECTBIICHUE KOHTPOJIS 3@ UCIIOJTHEHUEM
ITOKYMEHTOB ) B COOTBETCTBUU C TPEOOBAHUSIMHU
['OCT P 51141-98.

IIK 2.5. 'otoBUTE M - IPOBEICHUE DKCIIEPTU3BI LICHHOCTU

repeaaBaTh JOKYMEHTHI Ha|IOKYMEHTa B COOTBETCTBUE C HOPMAaTUBHBIMU
apXHUBHOE XpaHEHUE. TUTEpaTypHBIMU JOKYMEHTAMH,
YTBEPKJIEHHBIMU TIPE3UICHTOM,
[IpaBuTenscTBOM 1 ['OCy1apcTBEHHOM
apXHUBHOM ci1y>k00i Poccuu;

- OMpeJIETICHUE CPOKA XPAHEHUSI JOKYMEHTA B
COOTBETCTBUH C THUIOBBIMU NEPEUHAMU
TOKYMEHTOB, COCTABIIIEMBIMU U
YTBEP)KJaeMBIMH apXUBHOM CITYKOO0H;

- oopmitenue aena B cootBerctBum ¢ ['OCT
51141 -98 «/lemonpon3BoaACTBO U ApXUBHOE
neno. Tepmunsl u onpenenenus», 'OCT
17.914-72;

-COCTaBJICHHE OIKCH JI€JIa B COOTBETCTBUU C
['OCT 51141 -98 «/lenonpous3BoacTBO U
ApXUBHOE J1€710. TepMUHBI U ONPEIETICHUS,
['OCT 17.914-72;

- ICIIOJIHEHHE IPOLIEIYpPHI ITepeauH 1eiia B
apxuB B cooTBeTcTBUU ¢ [[OCT 51141 -98
«/lenonpon3BoACTBO U apXUBHOE JIEO.
Tepmunel u onpeaenenus», 'OCT 17.914-72

[1K 2.6. OGecnieunBarth - BBIIIOJTHEHHE PEKUMA XPAHEHU S TOKYMEHTOB
COXPAHHOCTb APXMUBHBIX  |[B COOTBETCTBUU C THUIIOBBIMM NEPEUHIMHU
TTOKYMEHTOB B TOKYMEHTOB, COCTABIIIEMbIMU U

OpraHu3aluu. YTBEP)KIaeMbIMH apXUBHOH CITYKOOH;

- perucTpanys BbIAAYN apXUBHBIX JOKYMEHTOB
B JKypHaisie apxuBa OpraHu3anuy B
cootBeTcTBUM ¢ ['OCT 51141-98
«/lenonpon3BoCTBO U ApXUBHOE JIEO.
TepMuHBI U1 ONIpeieNeHus»;

- perucTpanus NpueMa apXuBHBIX JIOKyMEHTOB
B KHure nocrymienunii B coorBerctBuu ¢ 'OCT
51141 -98«/lenonpon3BoCcTBO U apXUBHOE

neno. TepMUHBI U OTIpeICTICHUS .

@opMbI U METOZBI KOHTPOJSI M OLIGHKHU PE3YyJIbTaTOB OOYyUEHHs JOJIKHBI IO3BOJIATH HPOBEPATH Y
00ydJaronuxcsi He TOJBKO CPOPMUPOBAHHOCTH MPO(ECCHOHATBHBIX KOMIIETCHIIMM, HO U Pa3BUTHE OOIIUX



KOMITETCHIIMI 1 00CCTIEYMBAIONINX UX YMEHUH.

Pe3ynbrathl (0cBOCHHBIE

00111e KOMIIETCHIIHH )

OCHOBHBIC TOKa3aTeIn OLICHKHU

pe3ynbrara

DOpMBI U METOJIBI

KOHTPOJIA U OLICHKHN

OK 1. Ilonumatsp CylmHOCTh U
COLIMAJIbHYIO 3HAUUMOCTD
cBoeit Oyaymei npodeccun,
MPOSIBIISITh K HEW YCTOMYUBBIN
UHTEpPEC

00BSICHEHUS CYIITHOCTH M COIIHATTLHON
3HAYUMOCTHU OyyIien npodeccuu;
— aKTHBHOCTh, MHHUIIUATHBHOCTb B
npoIecce OCBOCHUS
npohecCHOHAEHOM NeATeTbHOCTH;
-y4acTue B IpOopOPHEHTAIIIOHHON
eI TEIbHOCTH;
— ydacTHe B KOHKypcax
MpohecCHOHATLHOTO MAaCTEPCTBA,
TEMATUICCKUX MEPOIPHUSITHSX;
3¢ PEeKTUBHOCTD M Ka4ECTBO
BBITTOJIHEHUS JIOMAITHUX

Nurepnperarus
pe3yabTaToOB
HaOJIFOIEHNIT 3a
JeSITeTHHOCTHIO
oOyJarorerocs B
IPOIIECC OCBOCHHUS
00pa3oBaTeNbHOM
MIPOTPaMMBbI

CaMOCTOSITEIIbHBIX padoT;

-U3y4deHHe MpodeccuoHaIbHbIX
MePUOINYECKUX U3TaHUH,
MpodeCCHOHAIBHON TUTEPATYPHI.

OK 2. Oprau3oBbIBaTh COOCTBEHHYIO
NesITeNIbHOCTD, UCXO/S U3 LENU U
cImocoOOB B €€ NOCTIKEHUH,
OIMPCACIICHHBIX PYKOBOAUTCIICM

orpezesieHue 3a/1a4 A TeTbHOCTH, C
Y4ETOM MOCTABJICHHOMN
[PYKOBOJUTEIIEM IIEJIH;

- opMyIHpPOBaHNE KOHKPETHBIX
11eJIei 1 Ha X OCHOBE TUTAHUPOBAHUE
CBOCH IEATSIIBHOCTH,

- o00ocHOBaHUE BBIOOpA 1
YCIIEIITHOCTh PUMEHEHUS METO/IOB U
CIIOCOOOB PEIICHHS
MpodhecCHOHANBHBIX 3a]1a4;

- BBITMIOJTHEHUE JCUCTBUH (BO BpeMs
TabopaTOPHBIX 3aHATHN, y4eOHOH 1
[IPON3BOJICTBEHHON MTPAKTHKN);

- JINYHOCTHAs OIleHKa 3P HEKTHBHOCTH
1 KadecTBa COOCTBEHHOM

eI TEIILHOCTH B OIIPEICTICHHON
paboueii cutyanumy;

- CAMOOIICHKA Ka4C€CTBA BBITIOJITHCHU A
IIOCTAaBJICHHBIX 3aJ1a4,




- COOJIIO/IEHNE TEXHUKU
0€30I1aCHOCTH.

OK 3. AHanu3upoBath pabouyro
CUTYaLHIO, OCYLIECTBIISITh TEKYLUH U]
UTOTOBBI KOHTPOJIb, OIICHKY U
KOPPEKIHIO COOCTBEHHOMN
NesITeIbHOCTH, HECTH
OTBETCTBEHHOCTb 32 PE3YJIbTaThI
CBOEH pabOThI

caMOaHaJIN3 U KOPPEKITUS
COOCTBEHHOM JIESATEIHHOCTH B
ompeeieHHOM paboueil cuTyanuy;

- IPaBUJILHOCTL U aJICKBATHOCTDH
OLIEHKU paboyeil CuTyaruu B
COOTBCTCTBHHU C TIOCTAaBJICHHBIMHU
1eIISIMU U 3a]1a4aMH;

- IPaBUJIbHOCTb OCYIICCTBJICHUA
CAMOCTOSATCIIBHOT'O TCKYLICTO
KOHTPOJIA CO CTOPOHBI UCITOJTHUTEIIA.

OK 4. Ocy1iiecTBiATh NOUCK U
MCII0JIb30BaHNE HH(POPMAITUH,
HEe0O0X0oauMOM 1711 3PP EeKTUBHOTO
BBITIOJTHEHUS TTPO(HECCHOHATBHBIX
3a1a4

OTIepATUBHBIN MMOMCK HEOOXOTUMOI
nH(pOpMaInK;

- oTOOp, 00paboTKa 1
PC3YJIbTATUBHOC UCITOJIB30BAHUC
HEe0OXoaruMOM nH(OpMaIUu IS
PO PEKTUBHOTO BHITIOIHEHUS
MpodeCCHOHANIBHBIX 3a71a4;

- OIICPATUBHOCTH U
CaMOCTOSATCIIbPHOCTD ITOUCKa

nH(GOpPMalMU B HECTAaHAAPTHOM
CUTYaI1H.




OK 5. Mcnonb3oBaTh
nH()OPMaIIMOHHO-

KOMMYHHKAI[HOHHbBIC TEXHOJIOTHHU B
mpodecCHnOHABHOM IeATETPHOCTH

- paboTa ¢ pa3InIHBIMH BHIAMH
nH(pOpMaInu;

- BIIaJICHUE PA3JIMYHBIMHU CIIOCOOAMH
CaMOCTOSITEIIbHOTO TTOMCKA
nH(pOpMaInu;

- PE3YJIbTATUBHOC HCIIOJIB30BaHHUC

KT u ux npuMeHeHue B
COOTBETCTBUU C KOHKPETHBIM
XxapaKTepoM NpodecCHOHaATbHON
esITeIbHOCTH;

- - HCIIOJIb30BAaHKUE HOBBIX
UH()OPMAIIMOHHBIX MTPOTYKTOB
1151 COBEPIIICHCTBOBAHHMS
npohecCHOHATBHOM
ICATCIIBHOCTH.

OK 6. PaboraTh B KOJUJICKTHBE H
KoMaHze, dPGEKTUBHO OOIIATHCS

KOJIIEraMH,
KJIMEHTaMU

PYKOBOJCTBOM|

y4acTUe B KOJUICKTUBHOM MPUHSITHN
[peILeHuii o MoBOIy BEIOOpA HanboIIe
(P PEKTUBHBIX MyTEH BHITIOTHEHUS
[paloTHI;

-apryMEHTUPOBAHHOE IIPEICTABICHUE
1 OTCTauBaHUE

CBOET0 MHEHUS C COOIIOIEHUEM
ATUYECKUX HOPM;

8 cTenenn BJIaACHUA HABbIKAMHA
0eCKOH(DIIMKTHOTO OOIICHNUS,

9 coOroIeHNe TPUHITUTIOB
npodeccCuoHaNBLHOM ITUKH,

10 YCIEIIHOCTh B3aUMOJEHCTBUSA
Cc 00yJaronMMUCs, MPENo aBaTeISIMU
U MacTepaMH B X0/ 00y4eHus, ¢
[PYKOBOAMUTEJSIMHU MPOU3BOJCTBEHHOM
MPaKTUKU U HACTABHUKAMHU C
[POU3BO/ICTBA.




OK 7. UcnionHSTh BOUHCKYIO CaMOaHAJIN3 U KOPPEKIIMS PE3yJIbTaTo
00s13aHHOCTh, B TOM YHUCJIE C COOCTBEHHOM pabOTHI
MPUMEHEHUEM MOJTy4YEeHHBIX

. -prMeHEeHHE PO(ECCHOHATBHBIX
npodeccnoHabHBIX 3HAHUN

. 3HAHWI B X0 TPOXOXKICHHUS
(n71s1 roHOLLIEH).

BOEHHBIX COOPOB;

- ydacTue B MEPONPUITHUSIX BOCHHO-
MaTPUOTUYECKON BOCHHO-CIIOPTUBHOM
HaIpaBJIEHHOCTH;

PABOYAS ITPOTPAMMA YYEBHOM JJUCIIUTIINHBI
IIM.03 CEKPETAPCKOE JAEJIO

1.1. OGnacte npuMeHeHus paboyeil mporpaMmbl

PaGouass mporpamMa mpOPEecCHOHATBHOTO MOMAYJISI — SBISIETCS YacThiO IMPOTPAMMBI
npodeccnoHanbHOro 00yueHus «CeKpeTapb-aIMUHICTPATOP» B YACTH OCBOCHHSI OCHOBHOTO BHJA
npodeccuonanbHoO aesTenbHOCTH (BIIJ]): 1 cooTBETCTBYIOMMX MPOPECCHOHAIBHBIX KOMIIETEHITUN
(TTK):

[IK 2.1. KoopauaupoBate  paboryoduca (mpueMHOM  PYKOBOIUTEINS),
OpPraHU30BBIBATH MPUEM ITOCETUTEICH.

I[IK 2.2. OcymectBuare TtenedoHHOE OOCITy)KMBaHHE, MPUHUMATh M IepeaaBaTh
(dhakCUMUITBHBIE COOOIIICHUS

[IK 2.3. OcymectBiate  paboTymo HOATOTOBKE U MPOBEJICHUIO COBEIAHUM,
3acejaHui, IETOBBIX BCTPEY, MPUEMOB U MPE3CHTALNH.

[IK 2.4. OcyiiecTBiasiTh  HOATOTOBKY  JI€JIOBBIX IOE300K (KOMaHIUPOBOK)
PYKOBOAMTEINS U IPYTUX COTPYTHUKOB OpTraHU3AIIHH.

IIK 2.5. OpranuzoBsiBaTh pabouee MECTO CeKpeTaps u PYKOBOJMTEIS.

1.2. Llenun u 3amaun npo¢eCCUOHATBFHOTO MOJYJsSl — TPEOOBAaHUS K pe3yJbTaTaM OCBOCHHS
po(hecCHOHATEHOTO MOIYJIS

C wmenbi0 OBJANEHUS YKAa3aHHBIM BHUJIOM TNPO(PECCHOHANBHOM JEATENBHOCTH U
COOTBETCTBYIOITUMH TPOPECCUOHATBLHBIMU KOMIIETEHIIMSAMU OOYYaIOIIUIiCs B XOJI€ OCBOCHHS
npodeccHoHaTBHOTO MOIYIIS TOJIKEH:

UMETh MPAKTUYECKUI OIIBIT:

—MWCTIONIB30BAHNE OPTaHU3AIMOHHOW TEXHUKU JUIs olecriedyeHus npodecCHoHaIbHOMI
JeATEIIbHOCTH;

—y4JacTus B MOJITOTOBKE U NPOBEICHUHN  JIEJIOBBIX MEpOTIPUSTHH,
[IpyUeMa IOCETUTEIIEH;

—BeJIeHHe TeJIe()OHHOTO 00CTY)KUBaHUS, IPHEMa U Tepeiaun HHPopMaLuu 1o ¢axcy.

YMETh!

—OpraHu30BbIBATh pabouee MECTO CeKpeTaps | PYKOBOJIUTEIISIC

y4eTOM TpeOOBaHMIA;

—BBINOJHATH TEXHUYECKHE (QYHKIIMN cekperaps IO o0ecIieueHnIo u

00CITyKMBaHHUIO PaOOTHl PyKOBOJUTEINS OPTaHU3ALUH, OAPa3/ICICHIS;



—OpraHu30BbIBATh MPHEM TIOCETUTENIeH, HUCHOIb30BaTh BHU3UTHBIE KApTOUKH TpHU
OpraHHU3aIK IpUeMa MOCETUTENEH;

—OCYILECTBIATh MOATOTOBKY JEJIOBBIX MOE310K (KOMaHIUPOBOK) PYKOBOAMUTENS U IPYTHX
COTPYIHUKOB OpraHHU3aIHH;

—palMoHaAJILHO OPraHU30BaTh paboyee MeCTo;

—co0mo1aTh TpeboBaHMs 6€30MaCHOCTH TPYAa CeKpeTaps;

—TIPOBOJIUTH MOJATOTOBKY | o0OcyXKUBaHUE COBCIIAHUN WU

3aCeIaHUM PyKOBOIUTEIIS;
—BecTH  TeneoHHOE O00CIyKHUBaHUE, NpUHUMATh | OTIIPABIISATh
cOOOIIIeHUs, TIepeIaBaeMbIe 1Mo (hakcy;

—HCIOJIb30BaTh KOMIBIOTEPHBIE TEXHOJIOTHH B CEKPETapCKOM 00CTYKUBAaHUU;

—HCIOJIb30BaTh CETEBbIE HHPOPMAIIMOHHBIE PECYPCHI;

—o0ecrneunBaTh KaueCTBO BBITIONHSAEMBIX PadoT.

3HATH:

—HOpPMATHBHBIC JIOKYMEHTBHI, PETIAMEHTUPYIOIIUN NIEeATEIbHOCTh CEKpeTaps
(TOIKHOCTHYIO HHCTPYKITHIO);

—TIPUHLUIIBI OPraHU3alMd M BUABI PadoOT MO 0€3710KYyMEHTHOMY OOCIIY>KHBAaHUIO pabOThHI
PYKOBOJUTEIIS;

—OCHOBBI [UTAHUPOBAHUS pabOTHI CeKpeTaps;

—TpaBujia BeIeHUS TelIe(OHHOTO pa3roBopa;

—mpaBuia TeaeoHHOTo 00CTy)KHBaHUS, TpUeMa U Tiepenadn nHdopmaiuu 1o Qaxcy;

—O0053aHHOCTH CeKpeTaps 0 MOArOTOBKE IpHUEMa IOCETUTEIICH;

—TpaBuiia MOJrOTOBKU M 0OCITY>KUBaHUS COBEIIAHUN, 3aCeIaHHUIA;

—O00S3aHHOCTH ~ CEKpeTapss 1O TOATOTOBKE JEJOBBIX MOE3I0K (KOMaHAWPOBOK)
PYKOBOJUTEIIS U APYTUX COTPYAHUKOB OpPraHU3AIINY;

—TtpeboBaHus K o0ecreueHn0 0€30MacHOCTH TPY/la CEKpeTaps;

—OCHOBBI HH()OPMALIMOHHBIX TEXHOJIOTUHN B IPO(HECCHOHATBLHON NESTEIbHOCTH.

1.3. PekoMeHIyemMoe KOJIMYECTBO YacOB HA OCBOCHHE pabOdei MporpamMmbl
npo¢eCCHOHATBHOTO MOIYJIS:
BCEro — 114 4acoB, B TOM YHCJIE:

MaKCUMaJIbHOU y4eOHOW Harpy3ku 0OydaroIerocs — 114 qaca, BKJIIOYasi:

00s13aTeNIbHON ayAUTOPHON y4eOHO! Harpy3ku oOyuaromierocst — 114 4acos;



PE3YJIbTATBI OCBOEHUSA ITPOPECCHOHAJIBHOT'O MOAYJIA

PesynbraToM ocBOEHUS MPO(HECCHOHATILHOTO MOAYJIS SBJISETCS OBJIAJCHHE 00YJYarOIUMUCS BUIOM
npoeCcCHOHATBLHON  AEATENbHOCTH: paboTa ¢ KOMIBIOTEPHONM TEXHUKOH, IJIaHUPOBAHUE,
opranm3aiys pabouero mecrta, B ToM uucie npodeccuonanbabivu (I1IK) u obmumu (OK)
KOMIETEHIUSIMHU:

Kon HaumeHnoBaHue pe3ybTaTa 00y4eHust

IIK 2.1. Koopauauposath pabory oduca (mpuemMHOMA PYKOBOJUTEIA),
OpraHU30BbIBATH IIPUEM ITOCETUTEIICH.

[IK 2.2. OcymecTBiATh TeneoHHOE 00CTY)KUBAaHKE, IPUHUMATD U TIEpeIaBaTh
(akcuMHUIBHBIE COOOIICHUSI.

I1IK 2.3. OcymiecTBiATh pabOTy MO MOJATOTOBKE M MPOBEIACHUIO COBEIIAHUH, 3aCEaHUH,
JCJIIOBBIX BCTpC‘-I, HpI/ICMOB nu HpCBCHTaHHﬁ.

I1IK 2.4. Ocy1iecTBiIsITh MOATOTOBKY JIEJTOBBIX OE3I0K (KOMaHIUPOBOK)
PYKOBOJMTEIIS U IPYTUX COTPYTHUKOB OpTaHU3AIIHH.

[IK 2.5. Oprann3oBbIBaTH pabouee MECTO CeKpeTapsi U PyKOBOTUTEIIS.

OK 1. [Tonnmarth CyIIHOCTh W COLMATIbHYIO 3HAYUMOCTH CBOEH Oynyiiell mpodeccuu,
MPOSIBIISITH K HEW YCTOMYMBBIN UHTEPEC.

OK 2. Oprann3oBbIBaTh COOCTBEHHYIO JIEATEIBHOCTh, UCXOAS W3 IEJIH W CIIOCOOOB €€
JOCTHOKECHHS, OTIPEICIICHHBIX PYKOBOIUTEIIEM.

OK 3. AHanmu3upoBaTh pPabOUYyI0 CHUTYalMI0, OCYIIECTBIATh TEKYIIUA W HWTOTOBBII
KOHTPOJb, OLEHKY M KOPPEKLHI0O COOCTBEHHOW JEATEIbHOCTH, HECTH
OTBETCTBEHHOCTD 32 PE3YJIbTaThl CBOEH pabOTHI.

OK 4. Ocy1mecTBIATh TIOUCK nHpopmanuu, HE00XOIUMO IS
3¢ PEeKTUBHOTO BBHIMOTHEHUS TPOPECCUOHAIBHBIX 3a71a4.

OK 5. Hcnons3oBath HHPOPMAITMOHHO-KOMMYHHKAIIMOHHBIE TEXHOJIOTHU B
npodeccuoHaNbHOM e TEIbHOCTH.

OK 6. Paborars B KOMaHe, 3¢ HEeKTHBHO oOmarscs C  KOJUIEraMH,
PYKOBOJICTBOM, KJTUCHTAMH.

OK 7. HcnonHsATh BOMHCKYIO OOSI3aHHOCTb, B TOM YHCJIE C NMPUMEHEHHEM
MOJTYYEHHBIX MTPOPECCUOHATBHBIX 3HAHUN (111 FOHOIIICH).

OK 8. CobmronaTh JEI0BOM 3THUKET, KYJIbTYpY M TICHMXOJOTHYECKUE OCHOBBI OOIICHHS,
HOPMbI U TpaBWJIa TMOBEACHHUS; HCIIOJIb30BAaTh METOJbI U CPEJCTBa JEJIOBOTO
OOIICHHUS.




OK 9. CaMoCTOSTEILHO ONPENeNsITh 3aJadyd  MPO(PECCHOHATIBHOTO H  JIMYHOCTHOTO
pa3BUTHS, 3aHUMATHCS CaMO0Opa30BaHUEM, OCO3HAHHO IJIAHUPOBATH MOBBIIICHUE
KBaTM(pUKAIIHH.

OK 10. Cobmoath TpeOOBaHUs 0€301MacHOCTH Tpyna, MTO’KapHOU

0€30MacHOCTH, CAHUTAPUU U TUTHEHBI, OXPaHbl TPyJa.




2. CTPYKTYPA U COAEP KAHUE TPO®PECCUOHAJIBHOI'O MOAYJIA 1IM.3
2.1 TemaTnuyecknii nJ1aH NpogecCHOHATBLHOT0 MOAYJISI

Konsbl HaumeHnoBanus Bcero O0beM BpeMeHH, OTBe/ICHHBII Ha Ilpakmu
pa3aesioB 4acoB OCBOEHHUE MEeKIUCHUNINHAPHOTO Ka
n HOHAJTH
podeccuo npodeccuoHaIBLHOr0 (maxkc. Kypca (KypcoB)
HBIX .
. MOy st yueoHas
KOMIIeTeH Uit
OMITeTEeHI| HacpysKa u Oobsi3aTesbHast Camocrositesqib | YueOona | Ilpouszeoocmeenn
ayauTopHasi yueOHasi Hasi padoTa o1, as,
NpaKmux HArpy3ka
u) o0yuaromerocs, 4acoB uacoe
o0yuaromerocs
4acoB (ecnu
Bcero, B T.4. npeoycmompena
J1a0opaTopH paccpeoomoyenHa
qacoB
o ble paboThl A NPaKmMuKa)
u
NPAKTHYeCK
ue 3aHATHS,
qaco
B
1 2 3 4 5 6 7 8
IIK 2.1. Pazgea 1 Opranu3anus 64 54 10
padouero mecra,
IIK 2.5.
ocyllecTBJIeHHe MpUemMa
MOCeTUTeJIeH.
IIK 2.2. Pa3nen 2. OcymecrBiienune 14 12 2




TeJIe()OHHOT 0 00CTyKUBAHMS,

NnpueMa " nepeaadu

(pakcuMHIBHBIX

COOO0INEHH.
IIK 2.3. Paszgen 3. OcymecrBiieHue 18 16 2

NMOATr0OTOBUTEJIbHBIX

MEepPONPHUSTHIA M0 IPOBEIEHUI0

JAeJIOBBIX BCTpeY.
IIK 2.4. Pa3zgen 4. OcymecrBiieHue 18 16 2

MOAT0TOBKH /1€JI0BBIX MOE3/10K.

Bcezo: 114 98 16
2.2 Cogepxanme o0yueHnusi no npodeccuonaaibuomy moayJaro 11M.3
HaumeHnoBaHue pasiesioB Conep:xxaHue y4eOHOT0 MaTepuaJia, JadopaTopHbie padoThbl U Oo0bem YpoBeHb Konwi

NMpPaKTHYeCKHe 3aHATHSA, CAMOCTONATEIbHASI padoTa 00y4aronuxcs, 4acoB OCBOEHUA KOMIIETeHLM i,
npo(eccHoHaTLHOTO KypcoBasi pabora ¢opmupoBanm 10
MOy (ITM), KOTOPBIX
MEKIMCUMIIHHAPH NMPOEKT
AKITHCTL M IE (p ) CIoco0CTBYeT
bIX KypcoB (M/AK) u —
TeM
NPOrpamMMmsblI
1 2 3

Pa3znea 1. KoopaunupoBanue pa6orsl o¢uca, ocyumiecTBiIeHHe IpHeMa IOCeTUTe I .

Coaep:xkanue




Tema 1.1. Opranuszanus
padouero mecta
ceKpertaps.

Heo6xoauMocTh 1 3HaUeHNE CEKPETAPCKOM ACSITEITLHOCTH.
[Tomemenue oduca, TpeGOBaHMS K HEMY C YIETOM BHIa
ACATCIIBHOCTH.

OKI1-OK10

Opranmzanus pabodero Mmecta cekperapsi. Opranuzanus
pabouero mecta pykoBoauTens. CocTaBIeHHE TUIaHA JTHS.

OKI1-OK10

IIpakTnyeckune 3aHATHS

CocraBieHrne TPUMEPHOU CXEMbI pa3MelIeHus] MeOenn U
OPIrTEXHUKH B MPUEMHOM.

OKI1-OK10

CocTaBieHue niaHa gHsl.

OKI1-OK10

Tema 1.2. OcHalenue
padouero mecta
ceKkperaps.

Conepxanue

Ocnamenue padouero mecta. Kormmup. Ckanep. Puzorpad.

OKI-OK10

IIpuntep. Jlamunarop. Ileperernas mamuna. Hlpenep.
Ob6ecneuenne 0e3onacHOCTH TpyAa cekperaps. CeMuHap.

OKI1-OK10

IIpakTHyeckHe 3aHATHSA

YCTpoiCTBO M IPHUHIIUI pab0Ta KOMUPOBAIBHOTO ariapaTta Ha
pUMepe MOJEIH. ..

Y CTpONCTBO ¥ IPUHIUI PA0OTHI CKaHEpa Ha MpUMepe MOJIeNTN

Y CTpOHCTBO M IPUHIUI PAOOTHI IPUHTEPA Ha IPUMEPE MOJIETTU

YeTpoitcTBO M puHIMT padoTa GaKCUMIIIBHOTO armapara Ha
pUMeEpe MOJICITH.

Y CTpoNCTBO ¥ IPUHIUI PAOOTHI JIAMHHATOPA, EPEIUIETYNKA U
upezepa.

Tema 1.3. MS Office
Excel.

Coaep:xkanmne

OnekrponHas Tabmua MS Office Excel. Beon u
penaktupoBanue gaHHbIX [TocTtpoenue Tabmui B MS Office
Excel. ®opmatsl JaHHBIX..

OKI1-OK10




[TocTpoenue quarpamm u rpaduxoB B MS Office Excel
[Tpocreitmue pynkuun MS Office Excel.

OKI1-OK10

IIpakTHyeckue 3aHATHSA

3nakomcTBO ¢ nHTepdeiic Excel. Manumynsiuu ¢ Tabaumamu.
Anpec saeliku. 3HakoMcTBO ¢ uHTepdeiic Excel. BBox u
peIaKTHpOBaHKE JaHHBIX. OYHKIHS «ABTO3AIIOTHEHHE).
Brinenenne snemenToB Tabmuipl. Onepanuu ¢ dIeMeHTaMu
TaOmuibl. BelpaBHUBaHKE 1 pa3MeIIeHHE TaHHBIX.
®opmatupoBanue TaOIUIBI. YUCITIOBBIE ONIEpaITiy.
Hcnonb3oBanue ¢pynkuuii. Pabota ¢ 6a30ii qanubix. Pabora c
auarpaMMami. [ledaTs 371€KTPOHHBIX TaOJIHII.

OKI1-OK10

Tema 1.4. MS Office
Outlook.

Coaep:xkanmne

OnexktpoHHbIN exeaHeBHUK MS Office Outlook. Haznauenwue.
Bo3Mosknoctu. Hactpoiika nporpammel. Co3aaHue U OTIpaBKa
COOOIIEHUH.

OKI-OK10

[Mpucoenunenwue daitnos k coodmeHusM. Co3aHue qeI0BbIX
rpadukoB. HacTpoiika BHEIIHET0 BUA COOOIICHHIA.

OK1-OK10

KonTaktel B MS Office Outlook. [TnanupoBanue u
KOppeKTupoBKa BcTpeu. [ImanupoBaHue u KOPPEKTHPOBKA
COOBITHIA.

OK1-OK10

[TnanupoBaHue, KOPPEKTUPOBKA U OTMEHA cOOpaHuii. OTBETHI
Ha TpurIanieHus. 3aganus padbodeit Heaeny.

OKI1-OK10

OtnpaBka nH(pOpMaIMK U3 KaJeHIaps 110 AIEKTPOHHOMN MouTe.
Pabota ¢ HeckonpkuMu KaneHaapsiMu. Co3iaHue U HacTpoMKa
0a3bl TaHHBIX

OK1-OK10

Coznanwne u HacTpoiika opm. [Touck nadopmarmm.
Coxpanenue TouHocTy nHpopmaru. KommiekcHas padoTa mo
Excel u Outlook.

OKI1-OK10

Coaep:xkanue




Tema 1.5. Ilpuem 3anuch nocerutenel Ha npuem. KypHall ydeta moceTuTesnei. 4 2 OK1-OK10
MoCeTUTeJIei. [Ipuem cotpyanukoB. [Iprem nocetutenen u3 Apyrux
OpraHu3aLui.
[ToBeneHne B KOHPIUKTHON CUTYAIIHH. 4 2 OK1-OK10
Pazgen IIM 2. OcymecTBiieHue Tejie(pOHHOIO o0CIy;KUBaHUS, IpHeMa U nepenayu pakCHMHJIBHBIX COOOIICHUIA.
Paznen 2. Tesaedgonnoe Coaep:xkanmne 10
o0ciy:KuUBaHMe. Tenedonnas csazp. ATC. ABTooTBeTunK. OnIpeeuTeNb 4 2 OK1-OK10
HoMepa. CeneKTOpHast CBSI3b.
dakcuMUIIbHAS CBA3b. JJIEKTPOHHAS moyTa. Pagnocssse. 4 2 OK1-OK10
CoroBas cBa3b. CIyTHUKOBAs CBSI3b.
Kypnan yuera tenedoHHbIX 3BOHKOB. KynbTypa TenegoHHOro 2 2 OK1-OK10
OOILICHHSI.
IIpakTHyeckHe 3aHATHSA 2
YcrpotictBo u puniun padotsl MUHU-ATC. YcTpoiicTBo 1
NPUHIUN Pa0OTH (PaKCUMUIIBHOTO arnapara.
[Tpuem u oTipaBKa (paKCUMIIIBHBIX COOOIIEHUH. 1
JlomosHUTEIbHBIE BO3MOKHOCTH (DAKCUMIIIBHOTO ammapara.
Y CTpoHCTBO M IPUHITUI PaOOTHI CeleKTopa. Ycmpoticmso u
NPUHYUN pabomMyl I1eKMPOHHOU NOUMDbL.
Pa3nea 3. IloaroroBka u npoBeeHne COBELIAHUIA.
Tema 3.1 Conepxanue 10
IToaroroBka n _
npoBenenue Bunsr nenoBeix Mmeponipuaruil. [IpaBuiia npoBeneHus. 2 OK1-OK10
CoBEIIAHMY. Buemnuii Bua cekperapsi. 2 OK1-OK10
[ToaroToBka JOKYMEHTOB K COBEILIAHHUIO. 2 OK1-OK10
PaboTa cekperapst BO Bpemsi COBEIIaHUSI. 2 OK1-OK10




[ToaroToBka u mpoBeEHUE NTEPETOBOPOB. 2 2 OK1-OK10

Tema 3.2. lloaroroBka u | Conep:xanue 12

NMpoBeAeHUE NMPe3eHTAUMN [ToaroToBka u mpoBEACHUS TPE3CHTALINH. 2 2 OK1-OK10
JIeMOHCTpallMOHHAsI TEXHUKA IIPU IIPOBEICHUN COBEILAHUH, 2 ) OK1-OK10
MPE3CHTALINN.
[Iporpammel 1711 TOATOTOBKY KOMIIBFOTEPHOM MPE3EHTALINH. 2 ) OK1-OK10
Co3pgaHue npe3eHTanuu.
Hacroiika npe3enranuu. 2 2 OK1-OK10
DTHUKET 3a CTOJIOM. 2 2 OK1-OK10
KontponbHnas pabora. 2 2 OK1-OK10

IIpakTHyeckue 3aHATHSA 2

YcTpoiicTBO M MPUHIUTI PAOOTHI MYJIBTUMEIMIMHOTO TTPOSKTOPA. |
Co3nanue 1 HaCTpoOMKa Mpe3eHTaIIH.
Hactpolika cMeHBI CllaiiioB ¥ 3ByKOBOTO O(OPMIICHUSI. 1

Pa3nen 4 IloaroroBka u OpraHu3anus KOMaHJINPOBOK.

Tema 4.1. Conepxanue 2

IMoaroroBka n 0

OpraHu3anus JenoBas moe3aka. 2 2 OK1-OK10

KOMaHIMPOBOK. Komanauposka. 2 2 OK1-OK10
CornacoBaHue JeN0BbIX MO€3/10K U KOMaHIUPOBOK. 2 2 OK1-OK10
[ToaroroBka JOKYMEHTOB JIJ11 KOMaHIUPOBKH. 2 2 OK1-OK10
3aka3 OuineToB, OpOHUPOBAHUE TOCTUHHUII. 2 2 OK1-OK10
[Iporpamma KOMaHIUPOBKH. 2 2 OK1-OK10
CnyxebHoe 3aaHue. 2 2 OKI1-0OK10
IIpuka3 o HanpaBICHUU B KOMaHIUPOBKY. 2 2 OKI1-OK10




CyBeHUpHI 151 KOMaHIUPOBKH.

OKI-OK10

CemuHap.

OKI1-OK10

IIpakTHyeckHe 3aHATHSA

Cocrapnenue nporpaMmsl 1e510Boi noe3aku. [Ipukas o
HaIlpaBJICHUU B KOMAaHIUPOBKY.

— NN

3anojaHeHue U BBIMICKAa KOMaHANPOBOUHBIX YAOCTOBEPEHUH.
3anoixHeHue cIyKeOHOro 3a/1aHusl.

Hrorosas arrecranus 1M pepeHuHPOBAHHBIN 3a4eT

Bcero

114




3.YCJOBUS PEAJIN3AIIMA PABOYEN ITPOT'PAMMBI YYEFHOM JIUCHUTIJINHBI
TpeGoBaHusi K MUHUMAJIBLHOMY MATEPHAIBHO-TEXHHYECKOMY 00ecredYeHI 0

O6opynoBaHue kabuHeTa:

—pabouee MecTO mpernoaaBarTess — 11T,

—KOMIUIEKTHl CHeUUaIN3UpoBaHHOW Mebenu ywammxcsa- 20 ydeOHbIX cTosioB, 40 cTynbeB, JOCKa
KJIaccHas- 1T, mpoekTop - 1T, 3xkpan- 1T,

—KOMITBIOTEPHI C YCTAaHOBJICHHBIM JIMIIEH3UNOHHBIM TTporpaMMHbIM obecnieuenneM: OC Windows, MS
Office, 7-Zip , Adobe Acrobat Reader, Comodo Internet Security, KoncympTanT mmtoc,
1C:Ilpenmpusitiie, ¢ BBIXOJOM B ceTh «MHTEpHET» M AOCTYNMOM B 3JIEKTPOHHYIO HHGOPMAIIMOHHO-
00pa3oBaTeNbHYIO CPENY.

NudpopmannonHoe odecriedeHue 00ydeHust
Ilepedyennb yueOHbIX u3nannil, UHTepHeT-pecypcoB, 10NOJTHUTEILHON JIUTEPATYPbI
OCHOBHbIE UCTOYHHUKHU:

1. JlenkeBuu JL.A., IlepcoHanbHbIIl KOMIBIOTEp B paboTe cekperapst — MOCKBa, W3ATENbCKUI
neHTp Academia, 2007.

2. IlmenkoA.B.  Cekperapp-pedepeHT  BBICOKOH  KBaimpuKamuu. J(OKyMEHTalMOHHOE
obecrieueHre yMpaBIICHUYECKOW NEATEILHOCTH: YYeOHOe MocoOue /I ydaluxcsi Ha4aabHOTO
npodeccuoHaIbHOTO 00pa3oBaHusi — MOCKBa, u3aTeabckuii eHTp Academia, 2007

3. Kucenes C.B. Oducnsie npunoxennss MS Office (1-e uznanue): yue6HOe mocoone — Mockaa,
n3narenbckuii eHTp Academia, 2008.

4. Kucenes C.B. CpenctBa mymprumenua (l-e wusmanue): ydeOHoe mocobme — MOCKBa,
u3zaTeNnbekuil meHTp Academia, 2009

JlonomHUTeTbHBIC UCTOYHHKU:

1. XKypnan «Cekpetapb-pedepeHT»,

2. www.edouru (uHbOpMAIMOHHBIH  TOpTaN UL CeKpeTapeil), www.secretary.net
(nH(pOPMAIIMOHHBIN TTOpTaN [ cekperapei), XKypHan «CekpeTapckoe €10

3. www.secretarskoe-delo.ru (caiit xypHana «Cekperapckoe Jeo»)

KOHTPOJIb 1 OHEHKA PE3YJIBTATOB OCBOEHUSA ITPO®ECCHUOHAJIBHOI'O

MOAYJIA
Pe3yabTaTsl @®opMbI U METO/IbI
(ocBOCHHBIE OcHOBHBIE TOKA3aTe/H OLCHKH KOHTPOJISA U
npogeccuoHaIbHbIE pe3yjabTarta OlIeHKH
KOMIIeTEeHIIMH)
KoopauaupoBanue paboTs - OcBoenue crmoco6oB Texymmii
odwuca (mpuemMHOM OpraHu3aIyy IpremMa KOHTPOJIb B hopMe:
PYKOBOJUTEIS), OpraHU3alus | MOCETUTENEH. - 3aIUTHI
npueMa rmoceTuteneii, paborsl | - OcBoeHHE CIOCOOOB MIPAKTHIECKHUX
IO MMOATOTOBKE U MPOBEJICHUIO | MOJTOTOBKU U MMPOBEICHUS 3aHATHIA;
COBEILlaHUH, JIEJIOBBIX BCTpPEY. - KOHTPOJIbHBIX paboT
3aCeIaHtM, IEJIOBBIX BCTpPEY, - Komnrorepnas no remam M/JIK.
MIPUEMOB U TIPE3CHTAIINH. IpPaMOTHOCTb.
- OcBoeHuE NOATOTOBKH U 3ayeTsl 10 y4eOHOM
JIEMOHCTPAIMH TIPE3CHTAITHIH. MPAKTUKE U 110 KaXKIAOMY
- OcBoeHue croco6oB aHaan3a U3 pasiesioB
paboThl MPUEMHON PYKOBOIUTENSL.




OcymiecTBieHne TeaeGoHHOro
00CITy>)KUBaHUsL, IPUEM U
nepeaaya (pakCUMUIBHBIX

- YMeHue  BecTH TeneOHHbIE
HEPETOBOPHIL.
- Y™MeHue oOpabaTbIBaTh

npodeccHOHaIBHO IO
MOJYJIS.

COOOIIEeHUH. (hakCUMUITBEHBIE COOOIICHUS. KoMriekcHbI SK3aMeH
- YMeHue OTMPABIATH | 110 MOJYJIIO.
coobmieHue o daxcy.

OcBoeHue METOZIOB

OpraHM3aLUH TeNEKOHEPEHIINH.

Ocy1iecTBieHHE MOATOTOBKU
JIEITOBBIX TTOE37I0K
(KOMaHANPOBOK) PYKOBOIUTEIIS
U IPYTHX

COTPYAHUKOB OpPTraHHU3aIUH.

YMGHI/IG IIOATOTOBUTH IIOKYMGHTBI
JUISL COTPYJTHUKOB, OTIPABIISIOIIAXCS
B KOMaHTUPOBKY.

VMeHne 3amnoiHATh
KOMaHIUPOBOYHBIC YIOCTOBEPEHUSI.
OcBoenue CII0co00B

pabotsl ¢ IHTepHETOM.

Opranuzanus pabouero mecra
CeKpeTapsi U pyKOBOJUTEIIS.

'YMeHue oprann3oBarh padoyee MecTo
C yderoMm TpeOoBaHMIT Oe30MacHON U
KaueCTBEHHOU paOOTEHI.

'YMeHue pacnpenensatbh nHOOPMAIHIO
M0 CETMEHTAaM.

OcBoeHune
OBITOBOTO OOCITYXUBaHHUS pPabOUero

CIIOCOOOB  TEXHHYECKO-

MECTa PYKOBOJUTEIIS.

@opMBI U METO/IbI KOHTPOJIS U OLICHKU PE3YyJIbTaTOB OO0YUEHHMSI JOJKHBI ITO3BOJISATH MPOBEPSTH Y
o0ydJaronmxcst He TOJbKO COPMHUPOBAHHOCTH MPO(HECCHOHATBLHBIX KOMITETCHIIMM, HO U Pa3BUTHE OOIIMX
KOMIIETEHIMI 1 00€CTIeYNBAIONINX UX YMEHHH.

Pe3yabraTsl DopMBbI U METOABI
OcHOBHBIE TOKA3aTeJH OI[eHKH
(ocBOEHHBIE KOHTPOJISI U OLICHKH
pe3yabTara
odoue
KOMIIETEeHIINH)
[TornMarh CymHoOCTb U v/ IeMOHCTpaIlis HHTepeca K KonTponsHbie
COILIMAJIbHYIO 3HAYMMOCTh CBOEH | Oymymiei mpodeccun paboThI,
Oyayuieit npodeccuu, - TOYHO U B CPOK BBIMOJHAET | TECTUPOBAHUE,
MPOABJIATH K
HEW YCTOMYMBBI HHTEPEC 3aJaHus  JUIA1 CaMOCTOSTEIILHOM | CaMOCTOSATEIILHBIC
paboThI, JIOMAIIHUE 3a/iaHus, | paboTEHI.

3alaHusl TpH  ayJUTOpHOU (opme
o0OyueHus;

v’ IEMOHCTPHPYET IIOHUMAHHE
3HAYMMOCTHU Ipodeccuut st
3JI0POBBSI KITICHTOB 4epes3
colutoieHre TpeOOBaHMM 110
0e3011acHOCTH B ITpoLecce
BBITTOJTHEHUS IPAKTHYECKUX PadoT,
BBITTOJTHEHUS 3aJJaHUH 10 TIPAKTHKE.

Oprann3oBbIBaTH COOCTBEHHYIO | v BBIOOP M MPUMEHEHHUE METOO0B H



JEATENBHOCTD, HCXO/IS U3 IETU
u

cImoco0O0B ee JOCTHIKEHHS,
OTIPEICIICHHBIX PYKOBOJIUTEIIEM

CIIOCOOOB PEIICHUS

npodecCHoHANBHBIX 337134,
v onenka 3G PEKTUBHOCTH 1

KauecTBa BBITIOJIHEHUS;
- IEMOHCTPUPYET MPABUIBHYIO
MOCJIEI0BATELHOCTD BBITOTHEHUS
JEUCTBUN BO BpeMsl BBIITOJIHCHUS
MPAKTUYECKUX PaldoOT, 3aJaHUI BO
BpeMs y4eOHOU MTPaKTUKH;

- COCTaBJISIET ILJIaH MPAKTHYECKOU
paboTHI, BHITIOJHEHUS ICHCTBHI HA
MIPaKTUKE

AHanmM3upoBaTh pabouyio
CUTYaIUIO, OCYIIECTBIIATh
TEKYIIUNA U UTOTOBBIN
KOHTPOJIb, OIICHKY H
KOPPEKIHIO COOCTBEHHOMN
JesITeTbHOCTH, HECTH
OTBETCTBEHHOCTb 32 PE3YJIbTATHI
CBOEH pabOThI

-BBIOOD ¥ IPUMEHEHHUE METOJIOB H
CIOCO0O0B PEIICHUS
poecCHOHANBHBIX 33]1a4;

- O1IeHKA 3((HEKTUBHOCTH U
Ka4ecTBa BBINOJIHEHHUS PadoT;

OcymecTBISTh TOUCK U
UCIIOJIb30BaHUE HH(DOPMAITUH,
HEO0OXOTUMOM JJ1st

3¢ (HEKTHBHOTO BHITIOTHEHHUS
npodeccnoHaNbHBIX 33124

— 3¢ (}EeKTUBHBIN TTOUCK
Heo0XxoauMoi nHdopmarmu;
— HCIIOJIb30BaHME Pa3IMYHbBIX
MCTOYHUKOB, BKIIIOYAs
AIIEKTPOHHBIE

Hcnons3oBats
nH(pOpMaIMOHHO-
KOMMYHHKAI[MOHHBIE
TEXHOJIOTHH B
npodeccnoHabHOM
ACATCIIbHOCTHU

Pa3pabatbiBaeT u peacTaBiIseT
KOMITBIOTEPHBIE IPE3EHTALINH,
OcymiecTBisieT 0Oy4eHHE ¢
ucriojib3oBanueM 11K,
OcymectBisier cOop uHpopmarmu ¢
noMoupro MHTEpHET.

PaGoTath B KOJIJICKTHBE U B
KoMmaH[e, 3 pekTuBHO
00IIaThCs C

KOJIJICTaMH,
PYKOBOJICTBOM,
MOTPEOUTENAMU

B3aHUMOJICHCTBHUE C
OGy‘IaIOH_II/IMI/ICSI, HpeHO,Z[aBaTeJDIMI/I
nu MaCTepaMI/I B X0I€ 06yquH;1

HcnonHsITh BOUHCKYIO
00513aHHOCTb, B TOM YHCJIE C
MPUMEHEHHEM MOJTy4YEeHHBIX
npodeccnoHaIbHBIX 3HAHHMA
(st

FOHOIIIEH )

MpUMEHEHHE MPoheCCUOHATBHBIX
3HAaHUH U HaBELIKOB




PABOYAS [TPOTPAMMA
1.1.YYEFHOM ITPAKTUKH
2.1. O6nacTh MPUMEHEHHS POTPAMMBI

PaGouast mporpamMma y4eOHOW TMPAKTHUKK SBISETCA YacThl0O OCHOBHOM MpPOQeCCHOHATBHON

00pa3zoBaTeNbHONW MPOTrpaMMBI IO TporpamMme npodeccHoHaIbHOM MoAroToBKH  «Cekperapb-

angmuuuctpatop» B coorBerctBUM PI'OC CIIO mo B YacTd OCBOEHUS OCHOBHOTO BHJIA
npodeccuonanbHol nestensHocTH (BIT):

HNupopMannoHHO-T0KYMEHTAIHOHHOE 00CIYKHBaHNe 1 COOTBETCTBYIOIINE
npodeccuonanbubie kommneTenuuu (I11K):

K 1.1. CocrtaBisaTh, peJakTHPOBaTh U O(OPMIIATH OPraHMU3ALMOHHO- PACHOPSAUTEIBHYIO
JOKYMEHTAIMIO,  CO3[]aBaéMyld B  OpraHM3allM, COIJIaCHO  TpeOOBaHUIM
['ocynapcTBEeHHBIX CTaHIAPTOB (I'OCT) o
0 OpMIIEHHIO TJOKYMEHTOB C UCTOJIb30BAaHUEM COBPEMEHHBIX BUIOB OpraHU3allMOHHOM

TEXHUKH.

K 1.2. OpraHu3oBbIBaTh JOKYMEHTOOOOPOT B OPraHU3alliy C UCIIOJIb30BAaHHEM COBPEMEHHBIX
BHUJIOB OPraHU3allMOHHON TEXHUKH.

[IK 1.3. CocrtaBisath U 0hOpMIIATE HOMEHKJIATYpPY J1€1 OpraHus3aiuu, (GopMupoBaTh Aeia B
COOTBETCTBUM C YTBEP)KJICHHONM HOMEHKJIATypoH, 0o0ecreyuBaTh UX COXPAaHHOCTh B
TEKyIIEM  JEJIONpPOU3BOACTBE C  HCIOIB30BAHUEM  COBPEMEHHBIX  BHUJOB
OpPraHU3aLMOHHON TEXHUKH.

[IK 1.4. OcyuiecTBiISITh TOATOTOBKY J€d K Tnepenade Ha apxuBHoe xpanenue. [IK 1.5.
BhINONHATE MalIMHOMKCHBIE PA0OTHI Pa3IMYHON CTETIEHHU CI0KHOCTH.

Opranu3anuoHHas 1eATeJIbHOCTh U COOTBETCTBYIOIINE podeccuonanbubie koMmneTeHuuu (I1K):
1K 2.1. KoopnuaupoBatb paboTy orca, OpraHM30BBIBATH IIPUEM ITOCETUTEIEH.
[IK 2.2. OcymecTBisTh TenedoHHOE 00CTy)KHMBaHNE, IPUHUMATh U TIEpe1aBaTh (paKCUMIIIbHBIC
COO0O01IeHUSI.
I1K 2.3. OcymiecTBisIiTh paboTy 1O OATOTOBKE M MTPOBEACHHUIO COBEIIAHMM, 3aCeIaHNH, TETOBBIX
BCTpEY, IPUEMOB U MPE3CHTAIHI.
[1K 2.4. OcymiecTBIsITh NOJATOTOBKY JIETOBBIX MOE3/I0K
(KOMaHIMPOBOK)PYKOBOJIUTEIS U APYTUX COTPYAHUKOB opranu3anuu [1K 2.5.
OpraHu3oBbIBaTh pabodee MECTO CEKPETaph - aIMUHUCTPATOP U
PYKOBOIUTEIS

Pabouass mporpamma y4eOHON MpaKkTUKA MOXET OBITh HCIOJBb30BaHA MPENOJABATEISIMU U

obygarontumucs o npodeccun «Cekperapb-aIMUHACTPATOPY.
2.2. llenu u 3a7a4u MPAKTUKU.

®opmupoBaHue y 00yJarommxcs NepBOHAYaIbHBIX MPAKTHUECKUX NMPOPECCHOHAIBHBIX YMEHHUH.
NudopmanmoHHO-TOKYMEHTAIIMOHHAS AeSITeNbHOCTh. OpraHu3alioHHas JAEITeIbHOCTh IO OCHOBHBIM
BUJAaM MPO(PECCHOHANLHON JeSITeIbHOCTH U OCBOCHMS Mpodeccur, 00y4eHUE TPYIOBBIM IMpPHEMaM,
oncpanusaM " CHOCO6aM, BBIIIOJIHCHUC TPYAOBBIX MPOLCCCOB, XAPAKTCPHBIX IJIA COOTBGTCTBYIOIJ_ICP'I
npodeccud ¥ HEOOXOMUMBIX MJIs TOCIEAYIONIET0 OCBOCHHS HMMH OOHIMX U TPOQPECCHOHATHHBIX
KOMITETEHIINH 10 n30panHoi npodeccun.

TpeOoBaHus K pe3yJibTaTaM 0CBOEHHS Y4eOHOW NPAKTHKU:
B pesynbTaTe nmpoxoxaeHus yaeOHON MPaKTUKH 1O BUIaM MPOQECCHOHATBHOM
JEeSTEIIbHOCTH 00YJaroMiCs JOIKEH YMETh:



BILJ

TpeGoBanust K yMeHUsIM

WNudopmarnmonHo-
JTOKYMEHTAIIIOHHOTO
obecneueHus
YIPABIECHYECKOU
NESITeIbHOCTH B CTPYKTYypE
OpraHu3aluu

Hcnonws3oBanus
MH()OPMAITMOHHBIX
TEXHOJIOTHH U CPEJICTB
OpPITEXHUKU B
JOKYMEHTAI[MOHHOM
obecrieueHny yIpaBIeHHs

MOJIb30BAaThCS. HOPMATUBHBIMH METOIWYECKUMHU JIOKYMEHTAMH TIO
JOKYMEHTAIIMOHHOMY OOECIICUEHHUIO YIPABJICHHS; OPTaHU30BHIBATH
paboTy CiayxkObl JTOKYMEHTAIIMOHHOTO OOECIeYeHHs YIpPaBICHUS;
OTIpEeICNIATh HOPMBI BPEMEHHU Ha JIeJIONPOU3BOJICTBEHHBIC OIEPAIINH;
KOHCTPYHPOBATh pa3iIMYHbIC BUIBI OJAHKOB CIIY)KEOHBIX IOKYMEHTOB;
COCTaBIIATh, PENAKTUPOBaTh ©  O(QOPMISITH  OpPTraHU3aIMOHHO-
pacropsIUTeNnbHbIE TOKYMEHTBI OpraHM3allid; BECTH paboTy ¢
JTIOKyMEHTaMH (9KCIEAUITMOHHYIO 00pabOTKYy, PEerUCTpalnio, KOHTPOJIb
WCITOJTHEHHS, CIPAaBOYHO-MH(GOPMAIIMOHHYIO padoOTy); COCTABISATh M
oQOopMIISITH HOMEHKJIATYPY [NeJ opraHu3anuu; GopMUpOBaTh JAela B
COOTBETCTBUHM C HOMEHKJIATYPOH [1e; MPOBOJUTH TEKYIIEe XpaHCHUE
JTOKYMEHTOB; MIOATOTABJIMBATH JIeJia K IIepeiaye Ha apXUBHOE XPAHCHHUE;
UCIIOJIb30BaTh OPTaHU3AIMOHHYID TEXHHKY B MpodeccrnoHalIbHON
NESITETbHOCTH,  TOJIb30BAThCsS  TEPMHHOJIOTHEH  JICNIOBOM  peyH;
MI0JIb30BATHCSI COBPEMEHHBIMH CIIOBAPSIMH M CIIPABOYHBIMH M3IaHUSIMHU
0 PYCCKOMY S$3BIKy M TPAKTHYECKOW CTHUIIMCTHKE; OTCIC)KHUBAThH
JIOTHYECKYIO TTOCIIEAOBATEILHOCTh MOCTPOSHHS O(QHUITHATEHO-IETIOBBIX
TEKCTOB  JIOKyMEHTOB, MPOU3BOJIUTH MPOBEPKY  (HaKTHUECKOTO
MaTepuaina; MPaBWILHO YIOTPEOIATh KOPPEKTYpHBIE 3HAKH B XOJE
npaBKu O(UIIMATHHO-ACIOBBIX TEKCTOB, PEAAKTHPOBATH CIYKEOHBIE
JMOKYMEHTBI, TOATOTABIMBATH JOKYMEHTHI Pa3jMYHON  CTEIeHU
CJIO)KHOCTH; UCTIOJIb30BaTh HH(OPMAIIHOHHBIE

TEXHOJIOTUH MPU JOKYMEHTUPOBAHUHU U OPTaHU3AINH PaOOTHI




C IOKYMCHTaMHU, o0ecrneynBaTh KA4eCTBO BBIMOJHIEMBIX pa60T

Hcnonp3oBanue
OPraHU3aIMOHHON TEXHUKH
JUTSL 00€eCIIeYEHN ST
npoeCCHOHATTLHON
JEATETHLHOCTH

VYyacTHe B IOATOTOBKE U
MIPOBEACHUH JCIIOBBIX
MEpONPHUATHHI, TpUEMA
IOCETUTENCH

Benenune tenedonnoro
o0CTy>XUBaHUs, IpUEMa U
nepeaadr nHGopMauu mo
(hakcy

OpPraHW30BBIBaTH pabovyee MeCTO CeKpeTaph - aJMHHUCTPATOp W
PYKOBOIUTENST C Yy4eTOM TpeOOBaHHU;

byHKITUN
00CITy’)KUBaHUIO paObOTHl PYKOBOAMTENSI OpraHU3alllH, MOApa3AeICHUS;

BBITIOJIHATE TEXHHUYCCKHUEC

CeKpeTapb - aIMHMHUCTPATOp IO O0OECHeYeHUI0 MU
N0JIb30BaThCs. HOPMATHUBHBIMU JOKYMEHTaMH, PETJIaMEHTHPYIOLUIUMH
paboTy cexperaps; OpraHM30BBIBATH IPUEM TIOCETUTENEH, UCTIONb30BATh
BU3WUTHBIC KApTOYKA TIPU OpraHW3aluyd TpueMa IOCETHTENCH;
OCYIIECTBIISATh  MOJTOTOBKY  JICNIOBBIX  TOE370K  (KOMaHIUPOBOK)
PYKOBOIUTENST M JPYTUX COTPYAHHUKOB OPTaHU3AIMH; PAIMOHAIHHO
OpraHU30BBIBAThH pabodee MecTo; COOIII01aTh TpeOOBaHUS O€30MTaCHOCTH
Tpy/a ceKpeTaps; IPOBOJUTH MOJITOTOBKY M 00CITy)KHBaHUE COBEIIAHHH
U 3acelJaHuil pYKOBOIUTEINS; BeCcTH TeneoHHOE OOCIyKHBaHUE,
NpUHUMATh W OTHPABIATH COOOLICHMSA, NepeAaBaeMble IO (akcy;
UCTIOJb30BAaTh  KOMITBIOTEPHBIE ~ TEXHOJOTMH B  CEKPETapCKOM
00CITy’)KUBaHUH; HCIOJB30BATh CETEBble MH(POPMALMOHHBIE PECYPCHI;
o0ecrieynBaTh Ka4eCTBO BBITIOJIHICMBIX pa0OT; 3HATh: HOPMATHBHBIC
JOKYMEHTBI,  PETIAMEHTHPYIOIIUE  NEATSIBHOCTh  CEKpeTaph -
aJIMAHUCTPATOP (TOMKHOCTHYTO WHCTPYKIIHIO); TIPUHITUTTBI
OpraHu3aIMl W BUIBI PabOT MO OE3JOKyMEHTHOMY OOCTY>KUBaHHUIO
paboThl PYKOBOAWTEINSA; OCHOBBI IUIAHUPOBAHHS pabOTHI CeKpeTaps;
npaBUia BEJCHUSA JIETIOBOTO pas3roBOpa; TNpaBwia TeleOHHOTO
oOciy’)xuBaHus, TpueMa u mepenaud HHGopMamuu 10  akcy;
00513aHHOCTH CEKpeTaph - aIMHHUCTPATOP IO IOATOTOBKE NpHeMa
MOCETUTEJICH; TpaBWiIa TOATOTOBKH W OOCTY)XKMBAaHHWs COBEIIAHUH,
3ace/laHuil; 00sS3aHHOCTH CEKpeTaph - aAMUHUCTPATOP IO MOJTOTOBKE
JICNIOBBIX ~ TMOE30K  (KOMAHIUPOBOK) PYKOBOIUTENS M JIPYTrUX
COTPYAHUKOB OpraHU3aIK; TpeOOBaHUS K 00CCTICUCHUIO 0€30MaCHOCTH
Tpyaa
npodecCHOHATBLHON 1eATEIEHOCTH.

CeKpeTaps; OCHOBBI HMH(POPMALMOHHBIX TEXHOJOTHHA B

2.3. KonnuecTBO 4acoB Ha OCBOCHUE MPOTrpaMMbl Y4€OHOU MTPAKTUKH

MaxkcumanbHast yaeOHasi Harpy3ka cryzaenTa -108 gacos, B ToM uuciie: o0s3aTeNbHas

ayIUTOpHAas IpaKTUueckas Harpyska - 108uacos;




1.2. PE3YJIBTATBI OCBOEHUSA INPOI'PAMMBI ITPAKTUKH

PesynbraToM ocBoeHus paboueil mporpaMMbl y4eOHOM NPAKTUKU SBISETCS CPOPMHPOBAHHOCTH Y
00yJalomMXCsl MEPBOHAYAIBHBIX IPAKTUYECKUX NPO(PECCHOHATBHBIX YMEHHH IO OCHOBHBIM BHJAM
npodeccuonanibHor  nmearensHocTH  (BILJ]):  mHGOpMaMOHHO-IOKYMEHTAITMOHHOTO  OOecIeueHus
YIIPAaBICHYECKON JIESATEIBHOCTH B CTPYKTYypEe OpPraHM3alllM; WCIOJIB30BaHUS HH(DOPMAIIMOHHBIX
TEXHOJIOTUI M CPEJICTB OPTTEXHHUKH B IOKYMEHTAIIMOHHOM OOECIICUCHHUH YIIPABJICHUS; OPTraHN3aOHHOM
JeSITETIbHOCTH CeKpeTapsi-aMUHUCTPATOPA.

Kon Han HaunMeHoBaHMe pe3yJIbTaTa 0CBOCHUS NPAKTHKH
IIK 1.1. CocTaBisiTh, peAaKTUPOBATh M O(GOPMIATH OPraHMU3ALMOHHO- PACTIOPSIUTEIBHYIO
JOKYMEHTAI1I0,CO3/1aBAEMYIO B OpraHu3anui, COIJIACHO TpeOoBaHUAM

I'ocynapctBennbix crangaptos (I'OCT) o

O(bOpMJIeHI/IIO JAOKYMCHTOB C UCITIOJIb30BAHUCM COBPCMCHHBIX BUJIOB OpFaHHSaHI/IOHHOﬁ
TCXHUKHU.

IIK 1.2. Opranu3oBbIBaTh JOKYMEHTOOOOPOT B OPTaHU3ALINH C HCIIOJIb30BAaHHEM

COBPCMCHHBIX BUIOB OPT: aHI/I3aL[I/IOHHOI>'I TCXHUKH.

IIK 1.3. CocraBnate U opoOpMIISATE HOMEHKJIATYpPY €] OpraHu3anud, GOpMHpPOBAThH Jcia B
COOTBETCTBUH C YTBEPXKIACHHOM HOMEHKJIATypoOil, oOecreynBaTh MX COXPAHHOCTH B
TEKYILEM JEJI0IPOU3BOJICTBE C

HCIIOJIB30BAHUEM COBPEMECHHEBIX BUJI0B OpFaHHSaHHOHHOfI TCXHUKH.

[IK 1.4. OcymiecTBISITE MOATOTOBKY JIET K Iepe/iadye Ha apXUBHOE XpaHEHHE.
IIK 1.5. BrInonmHATE MaIMHONTUCHBIC PA0OTHI PA3IMYHON CTETICHH CII0KHOCTH.
OK 1. [ToHuMAaTh CYIIIHOCTD M COIMATBHYIO 3HAYUMOCTH Oy TyIIIeH mpodeccud,

IIPOSIBJIATH K HEM YCTOMYMBBIN UHTEPEC.

OK 2. Opranu3oBbIBaTh COOCTBEHHYIO JESITETHHOCTD, UCXO/S U3 T U

CIoCco00B €€ JJOCTHKECHHSI, OTIPEICTICHHBIX PYKOBOIUTEIIEM.

OK 3. AHanu3upoBaTh pabOUyIO CUTYAITUIO, OCYIIECTBIISATh TEKYIIUH 1

UTOTOBBI KOHTPOJIb, OLIEHKY U KOPPEKLIHIO COOCTBEHHOW MEATEIbHOCTH, HECTH
OTBETCTBEHHOCTD 32 PE3YJIbTaThl CBOEH pabOTHI.

OK 4. OcymecTBIsITh MOMCK HHGOPMAITUH, HEOOXO0AUMOH 117151 3P PEKTUBHOTO

BBIIIOJIHCHUA HpO(l)GCCHOHaHBHBIX 3ajad.

OK 5. Hcnonb3oBath MHGOOPMALMOHHO-KOMMYHHMKAIIMOHHBIE TEXHOJOTHU B

pO(eCcCUOHATBEHON JIESITETbHOCTH.

OK 6. PaboTaTh B komMaHe, 3 (HEKTUBHO 00IIATHCS C KOJUIETaMH,




PYKOBOJCTBOM, KIIMCHTAMH.

OK 7. HcnonHsaTs BOMHCKYIO 005I3aHHOCTD, B TOM YHCJIE C TPUMEHEHUEM

HOJMYYEHHBIX MPO(PEecCHOHATBHBIX 3HAHHM.

OK 8. Co0:ro1aTh AETI0BOM, STHKET, KYJIBTYPY U ICUXOJIOTHYECKHE OCHOBBI

OGH.[CHI/ISI, HOprI nu HpaBI/IHa IIOBECACHU, UCITIOJIB30BATh MCTOJAbI U CpeI[CTBa JCJIOBOI'O
o01IeHNs.

OKO. CaMoCTOATENBHO ONpeneNsaTh 3aJa4u Mpo(ecCHOHAIBHOTO U

JIMYHOCTHOI'O pa3BUTHA, 3aHUMATHCA CaMOO6paBOBaHI/I€M, OCO3HAaHHO IJIaHUPOBATH
IIOBBIIIICHUEC KBaJII/I(bI/IKaLII/II/I.

OK 10. Cobmoiats TpeOoBaHMs 0€30MaCHOCTH TPY/Ia, TIOYKAPHOH 0€3011aCHOCTH,

CaHUTApUU U TUTUEHBI, OXPaHbI TPY/A.

2. CTPYKTYPA U COAEPKAHUE INPOI'PAMMBI
2.1 O0beM y4eOHOI JTUCUMIIJIMHBI U BUJbI y4eOHOH padoThl.

Buo yuebnoii pabomoi Obvem yacos
Maxcumanvras yuebnas nacpyska (6cezo) 108
Obszamenvhas yuebHas HaspysKka (6cez2o) 108
8 MmoMm uucne:
JIEKYUOHHbIE 3AHAMNUSL 0
npakmudeckue 3aHAmus 108
Camocmosmenvras paboma cmyoenma (6cezo) 0
Hmoeosas ammecmayus 8 hopme KOHMPOILHOU pAOOMbI.




2.2 TeMmaTH4ecKHil IVIaH U cOAePKaHNeE NPOU3BOACTBEHHOI0 00y4eHH s

odopmieHue
pacopsAAUTENBHBIX
JOKYMEHTOB.

OCHOBHOMH JISATEITLHOCTH), PACIIOPSKEHUS, IIPOTOKOIIBI, aKThI, JIOTOBOPA, CIIPABKH,
CIIy’keOHbIe MHChbMa, TeJIerpaMMel, TesiehoHorpammbl. OdopmiieHne BHITHCOK U3
HPUKA30B, IPOTOKOJIOB.

HaumeHnoBanue pasnenoB Conepxxanne y4eOHOro MaTepuajia, 1a00paTopHbie U NPAKTHYECKHUE Oo0bem | Yposenb |[Koabi
KOMIIeTEeH
U TeM padoThl, caMoCTOsAITeIbHAsSI padoTa 00y4aK0 M XCH. YACOB | OCBOGHHH || .,
1 2 3 4
Tema 1.1. Conepxxanue y4eOHOro MaTepuasa: 3
PexxuM pabotel v oTibixa npu | TpeboBaHus 6€30MMaCHOCTH TPY/Aa B KOMIIBIOTEPHOM Kjiacce. OCHOBHBIE TIPaBUIa U 3 2 OK2-OK10
pabore ¢ I1K. WHCTPYKITUH 110 0€30MMacHOCTH TPY/Ia, UX COOIOCHUE U BBITOJTHCHHUE.
Tema 1.2. Conepxxanue y4eOHOro MaTepuasa: 12
3HAKOMCTBO CO CTPYKTYpOi 3HAaKOMCTBO CO CTPYKTYPOM MPEANPHUATHS U TOIHKHOCTHBIMU 0053aHHOCTSIMHU 1 OK2-OK10
NPEANpPUATHS U JOJDKHOCTHBIMH | ammapara yInpaBicHHS.
00s13aHHOCTSIMH arapara 12
3HAKOMCTBO CO CTPYKTYpPOI IPEeAIpUSITHS, Y CTABOM IIPEAIIPUATHS,
YIIPaBJICHUS. JOJPKHOCTHBIMU O0SI3aHHOCTSIMM amiapaTa yrpaBJIeHUs.
Tema 1.3. Copep:xanue y4eOHOro MaTepuaJa: 15
CocraBnenue u opopmiIeHHE CocraBienue 1 opopMIIeHHE JOKYMEHTOB: MIPUKa3bl (110 JTUYHOMY COCTaBY, IO 15 2 OK2-OK10
JIOKYMEHTOB CITy’K€OHOTO U OCHOBHOM J€ATEIILHOCTH ), PACIIOPSIKEHMS, TPOTOKOJIbI, aKThI, TOTOBOPA, CIIPABKH,
JUYHOI'O XapakTepa. CIIy’keOHbIe MHChMa, TeJerpaMMBl, TesiehoHorpammbl. OdhopmiieHne BHITHCOK U3
IIPUKA30B, IPOTOKOJIOB.
Tema 1.4. Copep:xanue yueOHOro MaTepuaJa: 30
CocraBnenue u CocraBienue 1 opopMIIeHHE JOKYMEHTOB: MPUKa3bl (110 TUYHOMY cOCTaBy, mo| 30 3 OK2-OK10




Tema 1.5. Conepxxanue y4eOHOro MaTepuasa: 24
Pabora ¢ Cocrasienue u opopmiIeHHE JOKYMEHTOB: YKa3aHUH, paclopsKEeHU, 24 OK2-OK10
KOPPECIIOHICHIIUEN. pemienuii, mpuka3oB. OgopmileHHne PeKBU3UTOB PACIOPSIUTEIBHBIX JOKYMEHTOB.
[Tonydyenune KOppeCnOHACHIIMU Ha TouTe. Perucrpanus BXoasien, ncXoasauien u
BHYTpEHHEH KoppecnoHaeHIuu. Jlnanor ¢ mocerurenem. M36exanue KOHPIUKTHBIX
cutyarui. Benenue kauru
Tema 1.6. Coaep:xkanue yueOHOro MaTepuasa: 18
PaGoTa c oprann3anmnoHHo- OdopmieHne TOKyMEHTOB: MPUKa3bl (110 JIMYHOMY COCTaBY, IO OCHOBHOM 18 OK2-OK10
TEXHUYECKHM 00ECIEUCHUEM | JIESTEIBHOCTH), PACTIOPSDKEHUS, IIPOTOKOJIBI, aKTHI, TOTOBOPA, CIIPaBKH, CIyKeOHBIC
o¢uca. MUChMa, TelerpamMmel, TeseoHorpammbl. OPopMIICHHE BBITUCOK U3 PUKA30B,
MPOTOKOJIOB. Pa3MHOXEHNE U CKaHUPOBaHUE JOKYMEHTOB.
HtoroBas arrecranusi. JUNOOEPEHIIMPOBAHHBIM 3AYET 6




3. YCJOBUSA PEAJU3AIIMM PABOYEN IMPOTPAMMBI IIPAKTUKMH.

TpeOGoBaHMsI K MUHUMATBHOMY MaT€PHAIIbHO-TEXHHUYECKOMY 00eCIIeUEeHUIO.

Peanuzanus paboueil mporpaMMbl y4eOHON MPAKTUKM TpearoiaraeT Hajduuue KaOuHeTa JUIs
npakThuueckux 3aHatuil. OcHamieHne KaOWHeTa 1o TporpamMme Mpo¢ecCHOHATBHOM TOATOTOBKHU
«CekpeTapb-aAIMUHHUCTPATOP.

OOGopynoBaHue: aBTOMATU3MPOBAHHOE pabodyee MECTO MPerojaBarelisi, KOMIUICKT OJaHKOB
YIPaBICHUYECKUX TOKYMEHTOB, KOMIUIEKThI Y4eOHO- METOJAMYECKOM TOKYMEHTAlUU, HATJIsIHbIe TOCoOus,
CpEACTBA MAJIOW MEXAHU3ALIUH.

CpenctBa o0yuenus: 11K, MHCTPYKIIMOHHBIE KapThl MO BBIMOJHEHUIO MPAKTHUYECKUX 3aHSITHIA,
METOUYECKHe YKa3anus 1o BeinonHeHus [13. OcHamenne yueGHOTO Kiacca:

O6opynoBaHue: aBTOMaTU3HPOBAaHHOE paboyee MecTo mpemnoaaBarens, 10 aBToMaTu3upOBaHHBIX
MECT ISl 00yJaromuxcs, IpuHTep, CKaHep, MyJIbTUMEIUHOEe 000pyA0BaHNUE.

WHCTpyMEHTBl M MPUCTIOCOOEHUS: NHCTPYMEHThI JIMYHOTO MoJyib3oBaHusA: Oymara mns I[1IK u
(brenr-kapThl.

CpenctBa 00y4eHusi: 00pasibl JOKYMEHTOB, TPE3ECHTAIIH, HHCTPYKIIMOHHBIE KapThI.
KOHTPOJIb 1 OHEHKA PE3YJIbTATOB OCBOEHUS ITPOI'PAMMBI IPAKTUKH

KoHTpo:b 1 o1ieHKa pe3yIbTaTOB OCBOCHUS MPAKTHUKU OCYIIECTBISETCS PYKOBOIUTEIEM MIPAKTUKA
B MpoIlecce MPOBEACHUS YUEOHBIX 3aHSATUH, CAMOCTOSTEIILHOTO BBITIONHEHHS OOYYaIOMIMMUCS 3a/IaHUH,
BHITIOTHEHUE TMPAKTUYECKUX MPOBEPOUHBIX paboT. B pesymbprare ocBoeHUs Yy4eOHOW MPAKTUKH,
oOyuJaroruecs: MpoXOAsAT MPOMEKYTOUHYIO aTTECTAIMIO B JOpME KOHTPOJILHOU paboTHI.

PesynbTaThl 00yyeHus ®opMBbI 1 METOABI KOHTPOJISI U OLICHKH Pe3yJbTATOB

o0y4yeHnust
(ocBoeHHbIe yMeHus1 B pamkax BII/I)

MK 1.1. 3ammura NpakTHIeCKuX padoT, 3a4eThl MO y4eOHOH
NPaKTUKH MTPO(HECCHOHATEHOTO MOJTYJIS, KOMITJICKCHBIH
CocTaByATh, peSaKTHPOBATH H O(OPMIIATE K3aMEH 110 IPo(eCcCHOHATLHOMY MOJTYJII0; HAOII0ICHIE
OpTaHU3aIOHHO- PACTIOPSTUTEIHHYIO
JOKYMEHTAITHIO, CO3/1aBaeMYIO B

OpTaHU3aIiH, COTIIACHO TPEOOBAHUSIM

BO BpEMsI BBITIOJIHEHUS 33/1aHUH y4eOHOH NPaKTHKHY;
CpaBHUTEINbHAs OI[CHKA Pe3yJIbTaTOB C PeOOBAHUSIMU

HOpMaTUBHBIX Ao0KymMeHTOB 1 'OCToB
I'ocynapctennbix crangaptoB (I'OCT) o

0 OpPMIICHHUIO TOKYMEHTOB C
WCII0Ib30BAaHUEM COBPEMEHHBIX BUIOB
OpPraHu3alMOHHON TEXHUKHU.

IIK 1.2. 3amyTa NpakTHYeCKUX paboT, 3a4eThl 10 yueOHOH

NPaKTUKU MPO(HECCHOHATEHOTO MOTYJIS, KOMITJICKCHBIH

Opranu3oBbIBaTh TOKYMEHTOOOOPOT B
P JIOKYM P 9K3aMEH 10 POo(HEeCCHOHATEHOMY MOJTYIIIO; HAOIIOICHHE

opraHm3anyu ¢ UCIIOJIb30BAHHNEM o o
p a BO BpEM BBINIOJIHEHUSA 3aJIaHU U y‘lC6HOI/I IIPAKTHUKHU,

COBPEMEHHBIX BUI0B OPraHU3aLMOHHOMN
P JlOB Op 1 CpaBHUTEJbHAS OLIEHKA PE3yJIbTaTOB ¢ peOOBaHUSIMU

TEXHUKU.
HOpMaTUBHBIX T0KyMeHTOB 1 ['OCToB




K 1.3. 3ammra NpakTHYeCKux paboT, 3a4eThl 10 y4eOHOMH
NPaKTUKU MTPO(HECCHOHATEHOTO MOTYJIS, KOMITJICKCHBIH

CocTaBisATh U 0OPMIISITH HOMEHKIIATYPY JeIT )
9K3aMeH M0 MPOo(HecCHOHAIILHOMY MOJYIIIO; HAOMI0ACHNE

opraHm3anyu, OPMUPOBATH ACJIAa B o o
p THH, (b pMUp a BO BpEM BBINIOJIHEHUSA 3aJIaHU U y‘IC6HOI/I IIPaKTUKH;

COOTBETCTBUHU C YTBEPKIECHHOU
YTBEPHKA CpaBHUTEJIbHAS OIICHKA PE3YIHTATOB C PpEOOBAHUSIMHU

HOMEHKJIATYpOH, 00ecIeunBaTh UX

YPOH, HOpMaTUBHBIX T0KyMeHTOB 1 ['OCToB
COXPAHHOCTh B TEKYIIIEM JICJIONPOU3BOICTBE
C MCII0JIb30BaHHEM COBPEMEHHBIX BUIIOB

OpFaHHSaHHOHHOﬁ TECXHHKMH.

K 1.4. 3ammura npakTHIeCKuX padoT, 3a4eThl MO y4eOHOH
NPaKTUKH MTPO(HECCHOHATLHOTO MOJTYJIS, KOMITJICKCHBIH

OcCyIecTBIATh MOATOTOBKY JIEN K Tiepeiade
ym 8 yA pel 9K3aMEH 10 TPOo(HEeCCHOHATEHOMY MOJTYIIIO; HAOIIOICHHE

Ha apXHUBHOC XpaHCHHUC. o o
P p BO BpEMs BBIIIOJIHEHUSA 3aJIJaHU U y‘IC6HOI/I IIPaKTUKH;

CpaBHUTEINbHAs OI[CHKA Pe3yJIbTaTOB ¢ PeOOBAHUSIMU
HOpMaTUBHBIX A0KyMeHTOB 1 'OCToB

IIK 1.5. 3ammra NpakTHYecKux paboT, 3a4eThl 10 y4eOHOMH
MPAKTUKH MTPO(HECCHOHAILHOTO MOYJIS, KOMITJICKCHBIN
BbInonHATE MalInHONKUCHBIE PA0OTHI )

K3aMEH 10 Ipo¢eCCHOHATBHOMY MOJYII0; HA0II0ICHHE
BO BpeMsl BBITIOJIHEHUS 3a1aHU Y4eOHON MPaKTUKY;

CpaBHUTEJIbHAS OLIEHKA PE3yJIbTAaTOB C TPEOOBAaHUSIMU

pastquﬁ CTCIICHU CJIOXKHOCTH.

HOpMaTUBHBIX T0KyMeHTOB U 'OCToB

@OopMBI U METOJIBI KOHTPOJISI U OIIEHKHU Pe3y/IbTaTOB O0yUEHUs JOKHBI IO3BOJISATH MPOBEPSTH Y
00ydJaronmxcst He TOIBKO CHOPMUPOBAHHOCTH MPOGECCUOHATBHBIX KOMIIETEHITUH, HO M Pa3BUTHE OOIITHX
KOMITETCHIINI 1 00€CTIeUNBAIOIINX UX YMCHUH.

Pe3yabTarnl 00yyenust @®opMbI M METOIbI KOHTPOJISI
(ocBoeHHbIe yMeHus B pamkax BILJI) OLICHKH Pe3yJIbTaTOB 00y4YeHus
OK 1. DKcrepTHOE HaOJI0ICHHE U OLIEHKA Ha

y4eOHOH MpaKTHKE MPH BHITIOJIHEHUH paboT
[ToHMMaTh CyNITHOCTH ¥ COLMAIBHYIO 3HAYMMOCTh

Oymyieit mpodeccuu, MPOsBIATE K HEH yCTONIUBBIN
UHTEpeC.

OK 2. DKcrepTHOE HaOII0ICHNE U OLIEHKA Ha

y4eOHOH NMpaKTHKE MPH BHITIOJIHEHUU paboT
OpraHu30BEIBaTH COOCTBEHHYIO JICSITEIBHOCTD,

HUCXOs U3 LIEJIU U CITIOCOO0B €€ TOCTHIKEHUS,

OMPENIENICHHBIX PYKOBOAUTEIIEM.

OK 3. DKcnepTHOE HAOJI0ICHNE U OIICHKA Ha

y4eOHOMU MPAKTUKE TIPH BBITOJTHEHUU PaboT
AHanu3upoBaTh paboUyI0 CUTYaIUIO, OCYILECTBIISATH

TEKYIIUH U UTOTOBBIN KOHTPOJIb, OLIEHKY U
KOPPEKIIHNIO COOCTBEHHOM 1€ATEIbHOCTH, HECTU
OTBETCTBEHHOCTD 32 PE3YJbTaThl CBOEH pabOTHI.




OK 4.

OcymiecTBIATh MOUCK MHPOPMAIH, HEOOXOTUMOMN
1151 3¢ (EeKTUBHOTO BBITOIHEHUS PO(ECCHOHATBHBIX
3ajad.

DKcrepTHOE HAOMIOICHUE U OTICHKA Ha
y4eOHOH MpaKTHKE MPH BHITIOJIHEHUU paboT

OK'5.

Hcnonb3oBats HHPOPMALTMOHHO-
KOMMYHHKAI[HOHHBIC TEXHOJIOTHHU B
Ipo(eCCUOHANTBHON JeITEIbHOCTH.

DKCcrepTHOE HAOMIOICHUE U OTICHKA Ha
y4eOHOH NMpaKTHKE MPH BHITIOJIHEHUH paboT

OK 6.

PaboTaTh B kOMaHe, 3 PEKTUBHO OOIIATHCS C
KOJUTETaMH, PYKOBOJICTBOM, KJITUCHTAMH.

DKcnepTHOE HAOJI0ICHHE U OLICHKA Ha
y4eOHOH NMpaKTHKE MPH

BBITIOJTHEHUH paboT

OK 7.

VcnonHATh BOWHCKYIO 00513aHHOCTh, B TOM YHCIIE C
MIPUMEHEHHEM TIOJTYYEHHBIX TPO(eCcCHOHATBHBIX
3HaHUH (7151 FOHOIIIEH ).

DKcIepTHOE HAaOIIOICHHE U OIICHKA Ha
y4eOHOMU MPaKTUKE TIPH BBITOJTHEHUU PaboT

OK &.

Co0ronate 1€7I0BOM, ATUKET, KYJIbTYPY U
NICHXOJIOTMYECKHE OCHOBBI OOICHUSI, HOPMBI U
HpaBHJIa TIOBEJCHUS; UCIIOJIB30BATh METO/BI 1
CpelICTBa JIEJIOBOTO OOIIEHUS.

DKcIepTHOE HAaOIIOICHHE U OTICHKA Ha
y4eOHOMU MPAKTUKE TIPH BBITOJTHEHUU PaboT

OK9.

CaMocCTOsTEILHO ONPEAEIITh 3aJa4l
npoeccuoHaNTbHOTO ¥ IMYHOCTHOTO Pa3BUTHS,
3aHUMAaTbhCS CaMOOOpPa30BaHUEM, OCO3HAHHO
IUTAHUPOBAThH MOBBIIIEHNE KBATU(UKAIIUH.

DKcIepTHOE HAaOIIOICHHE U OIICHKA Ha
y4eOHOMU MPAKTUKE TIPH BBITOJTHEHUU PaboT

OK 10.

CoOronats TpeboBaHMS O€30MIACHOCTH TPYAA,
MOXaPHOH 0€301MacHOCTH, CAHUTAPUU U THTHEHHI,

OXpaHbl TpyZa.

DKcIepTHOE HAaOIIOICHHE U OIICHKA Ha
y4eOHOM MPaKTUKE TIPH BBITOJTHEHUU PaboT




1. PABOYAS ITPOTPAMMA ITPOU3BOJICTBEHHOM ITPAKTUKH
1.1. OO0aacTh NpUMeHeHUsI IPOrPAMMBbI

[IporpamMMa TIPOU3BOJACTBEHHONW MPAKTHKU MPOPECCHOHAIBHOTO MOJIYJs— SIBISETCS YacThIO
IpOrpaMMbl  TOATOTOBKH  KBaTU(PUIMPOBAHHBIX  pabouMx W CIOyKalluX,  [POTPaMMBbI
npodeccnonanbHOTo MOaysl B cooTBeTcTBUU ¢ PI'OC 1o mpodeccuu 46.01.03 JlesionpousBoauTein
B YaCTH OCBOEHUSI OCHOBHOTO BH/JIa ICATEIHHOCTH: JOKYMEHTHPOBAHUE U OpTaHU3AIMOHHAs 00paboTKa
JIOKYMEHTOB M COOTBETCTBYIOMUX MpodeccuoHanbHbx kommnereHui (I1K):

IIK 2.1. ®opmuposars zena.

[IK 2.2. OGecrieunBaTh OBICTPBIM TMOUCK JOKYMEHTOB IO HAay4YHO-CIIPABOYHOMY ammapary
(kapTOoTEeKaM) OpraHU3aIHH.
[IK 2.3. CuctemaTtu3upoBaTh U XpaHUTh JOKYMEHTHI TEKYILETO apXHUBa.

[1K 2.4. OGecnieunBaTh COXpaHHOCTh MPOXOASAIIEH ciry>keOHOH nokymenTarun. [1K 2.5.
I'oToBUTH U epenaBaTh JOKYMEHTHI HA ApXUBHOE XpPaHEHHUE.
[IK 2.6. OGecnieunBaTh COXpaHHOCTb APXUBHBIX JOKYMEHTOB B OpPraHU3aIHH.

Pabouas nmporpamMma MpakTUKH NPO(PECCHOHATBHOTO MOAYJS MOXET ObITh HCIOJIb30BAaHA MPHU
OCBOEHHMHU MNpOoQecCun JAeIONPOU3BOAUTEND, B JOMOJHUTEIBHOM MPO(ECCHOHATILHOM 00pa30BaHUM,
Kypcax MepernoJroToBKH MO HAIPaBJICHUIO AEJIONPOU3BOAUTEID .

1.2. Heau wm 3axa4u NPOM3BOJACTBEHHOH TNPAKTHKH NPOPECCHOHAIBLHOI0 MOIYJA —
Tpe0OBaHusl K pe3yJibTaTaM NPOU3BOACTBEHHON NPAKTHKH NPO(eCCHOHAIBLHOI0 MOXYJIS.

C 1enpio OBNaICHUS YKa3aHHBIM BUIOM MPO(ECCHOHAIBHON A TEIbHOCTH U COOTBETCTBYIOIIUMU
npoeCCHOHATBHBIMU KOMIIETCHIUSAMUA OOYJYalOMIMUCA B XOJ€ NPOXOXKACHUS MPOU3BOACTBEHHOM
MPAaKTUKH TPOPECCUOHATBHOTO MOIYIS CTYJCHT JOJDKEH:

HMeTh NIPAKTHYECKH I ONbIT:

- JOKYMEHTHPOBAaHHMS M JTOKYMEHTAIIMOHHON 00pabOTKHU JOKYMEHTOB KaHIIEISPHUH (apXUBa);
yMeThb:

- MPOBEPATH NPABUIBLHOCTH O(POPMIICHUS TOKYMEHTOB;

CUCTEMAaTU3HPOBATh U XPAHUTD TOKYMEHTHI TEKYIIETO apX1Ba;

- ¢opmupoBath CIPaBOYHBIN amnmnapar, o0ecreunBaromui OBICTPBIN MTOUCK
JOKYMEHTOB;
- OCYUICCTBISTH AKCIEPTUIY JIOKYMEHTOB, TOTOBHUTH u nepeaaBarhb

AOKYMCHTAJIbHBIC MAaTCpHAJIbl B ApXUB,
3HaThb:

- OCHOBHBIE TOJIOKEHUST ENMHOI rocy1apCTBEHHOM CUCTEMBI ICJIONTPOU3BOCTBA;
- BUJBI, QYHKIMH TOKYMEHTOB, PABUJIa X COCTABJICHUS U 0(OPMIICHHUS;

- TMOPSAAOK TOKYMEHTHPOBAaHUS HHPOPMAIMOHHO-CIIPABOYHBIX MAaTEPUAJIOB;
1.3. Pe3ynbTaToM OCBOEHHS MPOrpaMMbI MPO(ECCHOHATBHOTO MOIYJIS SBISICTCS OBIIAJICHHE
00yJaroIuMHUCs BUJIOM npodeccrnoHaTbHOM JIESITEIIbHOCTH



JIoKyMEeHTHpOBaHUE U OpraHu3alOHHAs 00paboTka  JIOKYMEHTOB, B TOM YHCIC
npodeccuonanbHbIME (I1K) n 06mmmu (OK) komneTeHIusaMu:

Kon HaumeHoBaHue pe3y/jibTaTa 00y4eHUs
IIK 2.1. dopmMupoBaTh Jea.
IIK 2.2. ObecneunBaTh OBICTPBIA MOUCK JTIOKYMEHTOB IO HAyYHO-CIIPABOYHOMY armapary
(kapTOoTeKaM) OpraHU3aIHH.
IIK 2.3. CucreMaTu3upoBaTh U XPaHUTh TOKYMEHTHI TEKYIIETO apXHBa.
IIK 2.4. ObecneunBaTh COXPaAaHHOCTH MPOXOIAIIEH CITYKEOHOU JJOKYMEHTAITUH.
[IK 2.5. I'oroBUTH K IIepeaBaTh JOKYMEHTHI HA aDXUBHOE XpPaHEHUE.
[IK 2.6. ObecneunBaTh COXPAHHOCTh APXHUBHBIX JIOKYMEHTOB B OpPraHU3aIlHH.

OK'1 [TonuMaTh CyITHOCTh M COIMANBHYIO 3HAUMMOCTh CBOEH Oynymieil mpodeccuw,
IIPOSIBJIATH K HEW YCTOWYUBBIA HHTEPEC

OK 2 OpraHu3oBbIBaTh COOCTBEHHYIO AEATEIbHOCTb, UCXOIS M3 LENU M CHOCOOOB ee
JOCTUKEHMSI, ONIPEJIEIIEHHBIX PYKOBOAUTEIIEM.

OK3 AHanu3upoBath pabouyro CUTYalUIO, OCYIIECTBIATH TEKYILIUI K UTOTOBbIM KOHTPOJIb,
OLIEHKY M KOPPEKLHI0 COOCTBEHHOH JEATENbHOCTH, HECTH OTBETCTBEHHOCTH 3a
pe3yabTaThl CBOCH PabOTHI.

OK 4 Ocy1iecTBIATh NOUCK HHPOPMALIUU, HEOOXOAUMOH [Tt 3()(HEKTUBHOTO BBITOJIHEHHS
npodecCHOHANIBHBIX 3a]1a4.

OK5 Hcnonb3oBath MH(POPMAIIMOHHO-KOMMYHHKALIMOHHBIE TEXHOJIOTUU B
npodecCHOHATBLHON AEATEIIEHOCTH.

OK 6 PaGorare B komanae, 3(p¢EeKTUBHO OOIIATBCS € KOJIJIETaMH, PYKOBOJCTBOM,
KIIMEHTaMH1

OK 7 HcnonHATh BOMHCKYIO OOS3aHHOCTb, B TOM YHCJIE C MPUMEHEHHEM MOIy4EHHBIX
npodeCCHOHATBHBIX 3HaHUH (1151 IOHOLIEH).

OK 08 Hcnonb3oBath 3HaHMsSIT 1O  (UHAHCOBOM ITPaMOTHOCTH, IUIAHUPOBATh

MpeaNPUHUMATEILCKYIO AEITEIbHOCTD B MpodeccnoHanbHoM chepe

1.4.PexoMeHyeMoe KOJIUYECTBO YaCOB

PexomenayeMoe KoJIMueCTBO 4acOB HAa OCBOEHUE MPOU3BOICTBEHHOU MpaKTUKuU: 684

HacoB.




1.5.¥YcnoBus peanu3anny Npou3BOACTBEHHON MPAKTUKH

Peanusanus IIPOU3BOACTBEHHOMN [IPaKTUKHU [pEeAIoIaracT OCBOCHHUE 00y4aromuMucs
npodeCCHOHANBHBIX W OOIIMX KOMIETEHIMH B YCIOBHUSAX YUPEKICHUH, OCYHIECTBIISIOMINX
JOKYMEHTAI[MOHHOE O0eCcTieueHue.

bazaMu mpakTUKK MOTYT OBITh OPTaHU3AIMH U YIPEKICHHS, COJIEPKAHUE JOKYMEHTAIHOHHOTO
oOecriedeHns: KOTOPBIX, NPEICTABISCT HWHTEpEC M O00ECHEeuMBaET BO3MOXKHOCTH IMPOXOXKICHHS
MPOM3BOICTBEHHOM MPAKTHKH YYaIIUMCS KOJUICKA.

O6opynoBanue paboyero Mecra:

— KOMITBIOTEP C BBIXOJOM B IHTEpHET U JTOKAIBHYIO CETh;
— MOdY;
— tenedon/daxc

Buanbl 3aganmii:

Ne Buj 3aganusa KoanuecTBo
JaCc0B

1-2 | lloaroToBKa  HOPMATHBHBIX  JOKYMEHTOB /I  OPraHU3aluH 50
aesaonpoussoacrsa JIP 14 JIP 15 JIP 19:

— H3Y4YCHHUC JIOKAJIbHBIX aKTOB  OpraHu3alki 10 OpraHu3aluun
ACTIONPON3BOACTBA,

— HU3YUCHHUC JIOKAJIbHBIX AaKTOB  OpraHu3aluu o 00eCICUCHHIO
COXPAaHHOCTU NJOKYMCHTOB B OpraHu3aluun

3-8 ®opmuposanue nea JIP 14 JIP 15 JIP 19: 180
- U3y4€HUE UHCTPYKIIMH IO AETIONPOU3BOICTBY;
- U3yY€HHUE U aHAJIN3 HOMEHKJIATypBl A€,

- UW3y4YeHHe M aHaNu3 Mopsaaka (HOpMUPOBAHMS A€ TEKYLIEro M
JUIMTEJIBHOTO XPAHECHUS;

- AHAJIM3 TIOAIIMBKU WM NCPCIIJICTa ACJda, HyMCpalunu JIMCTOB B ACJIC,
COCTaBJICHUS JIUCTA-3aBCPUTCIIA,

- M3y4YCHHE MOpsAKa BHECEHUS HEOOXOIUMBIX YTOYHEHHUH B PEKBU3UTHI
00oXkH fena (YTOYHEHHE Ha3BaHMSA OPTaHU3aIMM, PErHCTPALUOHHOTO
MHJEKCA Jiea, KpallHuX JaT Jieja, 3aroJIoBKa Jela);

9-16 | Iouck AOKYMEHTOB 1no HAYYHO-CIIPABOYHOMY annapary 50
(kaprorexam) opranusanuu JIP 14 JIP 15 JIP 19:

- H3Y4YECHHME U aHAJIU3 HAy4YHO-CIIPABOYHOIO ammnapara K AOKyMEHTam
OpraHM3aluH;




- U3ydyeHHe TMopsAaKka oTOopa JOKYMEHTHOM HH(pOpManuu s
KaTaJoru3aluy;

- MMOKMCK WH(MOPMAIMX TIO KAaTaJIOXKHBIM KapTOUKaM;
- paboTa B CHCTEME JIEKTPOHHOTO JJOKYMEHTO000POTA;

- y4acTHe B CO3JaHUU IIPEIAMETHOW U INPEIMETHO-TEMaTHYECKOU
KapTOTEKY;

- IIOMCK JOKYMEHTOB II0 NPEIMETHON M IpEAMETHO-TEMATHYECKOU
KapTOTEKE;

ydacTe B 0()OpMIICHUHN apXUBHOTO KaTaJora;

MOKCK JIOKYMEHTOB T10 apXUBHOMY KaTaJIory;

IMOUCK NTOKYMCHTOB I10 YKa3aTcCro,

MOKCK JIOKYMEHTOB IO  0030pY;

17-22

CucremaTu3anusi 1 XpaHeHHe IOKYMEHTOB Tekyluero apxusa JIP 11,
JIP 13, JIP 14, JIP 18:

— AQHAJIA3 CPEICTB XPAHECHHUS TOKYMEHTOB;
— CUCTEMATHU3alMs JOKYMEHTOB Ul TEKYILETO XPaHECHHUS,

— M3y4YeHHE CHUCTEeMaTHU3alUU JIeJ 10 TEMAaTHYECKOMY MIPU3HAKY, 10
XPOHOJIOTUYECKOMY MPU3HAKY;

50

23-32

OolecneyeHne COXPAHHOCTH MPOXOAAINEH CIYyKeOHOW TOKYMEHTAUH
JIP 2, JIP 14, JIP 16, JIP 17:

- U3y4eHUE UHCTPYKIIUH IO JIEIONPOU3BOJICTBY;

- u3y4YeHUe TpeOOBaHMUNM K OOCCTIICUCHHIO COXPAHHOCTH CIY>KeOHOM
TOKYMEHTAITHH;

- H3yquHe HOpSII[Ka XpaHeHI/IH I[OKyMeHTOB, HaXOoAIINUXCsL B
JICTIOTIPON3BOJICTBE;

- U3YUYCHHUC MMPABUJI CUCTECMATU3 AN JICJI TCKYILCTO apXHBa,

- M3y4YeHHE TpeOOBaHUH K OOECIEUEHMIO COXPAHHOCTH HIIEKTPOHHBIX
JOKyMEHTOB;

- OINpe/eleHne MeCTa XPaHEHHs CIIYy)KEOHBIX JTIOKYMEHTOB KaHLEISPUH,

140




OTJeNna KaJpoB, IPUEMHOM PYKOBOAUTEIS, CITY>KOBI J€JONPOU3BO/ICTBA;
- Y4eT JOKYMEHTOB TEKYIIEr0 apXUBa;

- OIIpesieNIeHne Kpyra 00s13aHHOCTEH JEJIONPOU3BOAUTETIS,
00ecneunBaroIIero TeKyIlee XxpaHeHue T0KyMEHTOB;

- UW3y4YCHHWE MHCTPYKIMU O TOpsiike OOpamieHust ¢ JOKyMEHTaMH
OTPaHUYEHHOTO JO0CTYIIA;

- U3ydyeHHE OO0s3aHHOCTEH WL, paboTaIOMUX CO  CIY)KEOHBIMHU
JOKYMEHTaMH, UMEIOIINMU KOH(DUICHIINATbHbIE CBEACHUS

33-38

IToaroroBka u nepegaya JOKyMeHTOB Ha apxuBHoe xpaHenue JIP 14,
JIP 15, JIP

19:
- I/ISY‘IGHI/IC nopﬂzu(a HpOBeI[eHI/ISI 3Kcnepm3m IICHHOCTHU ,Z[OKYMCHTOB;

- U3y4eHHue W aHaiau3 oQOpMIICHHUS PE3yNbTaTOB 3KCHEPTU3bI LIEHHOCTH
JOKYMEHTOB;

- HW3y4YeHHE MopsaKa opopMIICHUS JCT;
- aHaJIN3 ONHUCEH Jem;

- U3Y4CHHE aKTOB O BBIJICJICHUU K YHUUTOKCHUIO JOKYMEHTOB U JIE], HE
MIPEACTABIIAIOIUX HAYYHO- IPAKTUYECKOW U UCTOPUYECKOM LICHHOCTH;

- W3YyYCHHE U aHAIM3 IOpsAAKa Iepefadyd JOKYMEHTOB apXuBa Ha
IIOCTOSIHHOE XPaHEHUE;

122

39-47

O0ecneyeHne COXpPAHHOCTH APXUBHBIX JOKYMEHTOB B OpPraHU3aluu
JIP 13, JIP 14, JIP 17:

— aHaJIM3 pa3MelleHHs 1eJl B apXUBe OpraHu3alliy;
— U3yY€HHUE U aHAIM3 ONTUMAJbHBIX YCIOBUN XpaHEHHS TOKyMEHTOB;
- U3y4eHHUe TMOpsAJKa pa3MEIleHUsl JOKYMEHTOB B MECTaX XpaHEHMUs,

- u3ydeHHe mopsaka obecreueHHs! (PU3NKO-XUMHUECKOW COXPAaHHOCTH
JOKYMEHTOB;

- U3YY€HHUE U aHAJIN3 O(POPMIICHHS U 3aIIOJTHEHUS JKypHaJla peruCTpaluu
TEMIIEPATyPHOI'O U BJIAXXHOCTHOT'O PEKUMA;

- U3YUYCHUC NTPAaBUJI BbIIa4U LI,
- aHaJIM3 XXypHaJjla BbIJa4u JOKYMCHTOB BO BPpECMEHHOC ITO0JIb30BAHHE,

- dHaJIM3 KHUTI'M Yy4€Ta MOCTYIICHUA U BBLIOBITHSA JOKYMCHTOB

90




JAnddepeHnupoBaHHbIH 3a4eT 2

Bcero 684
OcBoenne npogeccuoHanbubiX komnerennuii (IIK), coorBeTcTByroImx Buay
npogdeccuoHAIbLHOM 1eATeTbHOCTH, U 00mMXx komnerenuii (OK)
IIpogeccnonaibubie Iloka3aTeu OLlEHKH pe3yabTara Ne 3apanus
H o0mme
KOMIIeTeHIH U

[IK 2.1. ®opmupoBaTh
Jena.

- IpeICTaBlIeHa HOMEHKJIATypa Jel;

- CcleNIaH aHaW3 nopsiaka (GOpMUPOBAHUS A€
TEKYILEro U JUIMTEJIIBHOTO XPaHEHUS;

- IMPOBCACH aHaJIn3 NMOAUIMBKU WJIM TCPCIIICTA
AcIa, HyMEpalru JIUCTOB B JCJIC, COCTABJICHUA
JIMCTA-3aBCPUTCIIA,

- CHCNaH  aHalIM3  IOpsAAKA  BHECEHUs
HEOOXOIUMBIX  YTOYHEHHH B  PEKBU3UTHI
o0MoXKM  nena  (YTOYHEHHME  Ha3BaHUS
OpraHu3anuy, pPEruCTPAllMOHHOTO MHJIEKCa

Jiena, KpallHUX JaT Jelia, 3aroJIoBKa Jiesa);

3amanne NeNel-&

TIK 2.2. OGecneunBars

OBICTpBIi
TIOHC
K

- caciiadn aHaJIn3 HAay4YHO-CIIPABOYHOT'O

anmnapara K JOKyMEHTaM OpraHu3all|y;

3amaune Ne Ne6-16

JOKYMCHTOB TIIO HAY4YHO-
CIIpaBOYHOMY  ammapary
(kapTOoTEeKaMm)

OpraHu3aIuy.

- ONHCaH MOPSIOK  0TOOpa JAOKYMEHTHOMU

uHGOpPMALIUU AJIs KaTaloTH3aluy;

- OTMCaH MOMCK UH(OPMAIMH MO KaTAI0KHBIM
KapTOUYKaM;

- ommcaHa paboTa B CHUCTEME DJICKTPOHHOTO
JOKyMEHTOO00POTa;

- OIIKMCAaH IMPUHIMUII CO3aHUs KapPTOTCKHU,

- ONUCaH MOUCK JJOKYMEHTOB IO IPEIMETHOU U
PeMETHO-TEMAaTHIECKON KapTOTEKE;

- IPOBEJICH aHAJIU3 OIMCEH JeIT;




- OMKCAaH TIOUCK JOKYMEHTOB IO apXHBHOMY
KaTaJory, yKa3areto, TOUCK JOKYMEHTOB 110
0030py;

K 2.3.
CucreMaTu3npoBaTh u
XPaHUTh JTIOKYMEHTBI

TEKYIIEro apXuBa.

- caenaHaHaiau3 (HopM XpaHEHUs TOKYMEHTOB;

- CACJIaHAHAJIN3 IIpUCMa - IICpCAavIn ACT U

JIOKYMEHTOB Ha XpaHEHHUE;
- CIeJIaHAHAJIM3  APXMBHOW OIKCH JIET;
- CHIeJIaHAHAIM3  CUCTEMaTU3alluy Jell;

- caenanananu3 COJ

3aganue NeNel7-22

IIK 2.4. ObecrieunBaTh
COXPaHHOCTh

TIPOX OJISIIIY
el ciy)xeOHon
JOKYMEHTAllUH.

-clleJlaH aHaJlu3 TpaBHJI CUCTEMAaTHU3alUK e
TEKYIIETo apX1Ba;

- cIenaHaHAMM3 TpPeOOBaHUA K 0OECIICYCHHUIO
COXPaHHOCTH 3JIEKTPOHHBIX JOKYMEHTOB;

- CHIeJlaHaHAJIU3 MeCcTa XPaHEHUs CIIyKeOHBIX
JOKYMEHTOB KaHUEJSpUU, OTAeNla KaJpoB,
MIPUEMHOI PYKOBOIMTES,
JIeNIOTIPOU3BOCTBRA;

CITYKOBI

- OMUCaH Yy4eT JOKYMEHTOB TEKYIIETO apXuBa;

- cOeJIaHaHAIN3 00s13aHHOCTEN

Kpyra
JENIOTIPOU3BOAUTES, 00€eCreYrBaroIETO

TEKyIllee XpaHEeHUE T0KYMEHTOB;

3amanue NoNe23-32

[IK
I'oToBUTE

2.5.

U TiepeaaBaTh JTOKYMEHTHI
Ha apXHWBHOE XpaHCHHUE.

- CcAaciaHaHaJlIu3 MMPOBCACHHUA SKCIICPTU3LL

[IEHHOCTH JIOKYMEHTOB;

- caenaHaHanu3  O(OPMIICHUS PE3yIbTaTOB

AKCHEPTU3BI LIEHHOCTU JOKYMEHTOB;
- CIeNaHaHAIHU3 TOPSIKa OPOPMIICHHUS JET;
-clIeNaH aHalM3 OMHUCEH Je;

- cIellaHaHaJIN3
YHHUYTOKCHHUIO

aKTOB O BBIICICHHH K
JOKYMEHTOB M [JieNl, He
IPEACTABISIIONUX HAy4YHO- IPAKTUYECKON U

HUCTOPUYECKOMN LIEHHOCTH;

- CACJIaHaHaInu3 Iepcaadu JOKYMCHTOB apXHBa
Ha NOCTOSAHHOC XPAaHCHUC,

3aganue NeNe33-38




IIK 2.6. ObOecnieunBaTh
COXPaHHOCTh

apXHUBH
bIX I[OKyMeHTOB B
OpraHu3aun

- CHeNaHaHAlu3  ONTUMAJbHBIX YCIOBUI
XpaHEHUsl JOKYMEHTOB;

- cieTlaHAHAIU3 Pa3MEIICHUS JOKYMEHTOB B
MecTax XpaHEHHS,

- clieJIaHaHAIN3 obecrieueHust  (pu3uKO-
XUMHYECKOH COXPAHHOCTH JJOKYMEHTOB;

- caenmaHaHaiu3 O(OPMIICHUS U 3aNOJHEHUS
JKypHaJla pPETUCTpaluu TeMIepaTypHOro U
BJIQ)KHOCTHOTO PEKHUMA;

- aHaJIu3 IIpaBUJ BblAA4YH OCII;

3amanue NoeNe39-47




- AHAJIM3 XYypHAJla Bbla4YW JOKYMCHTOB
BO BPCMCHHOC ITOJIb30BAHUC,

- aHaNM3 OKypHaJla mpHeMa JOKYMEHTOB

B ApPXUB;

aKTa nmpueMa-repeaadu ae;

ClIeJIaHaHAIN3
TONOTPAHUECKOTO CIIPABOYHHKA;

OK 1Tlonumatp CyniHOCTh

n COITMATIFHYIO
3HAYUMOCTD CBOCH
Oynmymei npodeccun,
HpOHBHHTB K

Heit

YCTOWYUBBIN UHTEPEC

- COOTBETCTBHE  MPO(ecCHOHATBHOM
JEATETbHOCTH

TpeOOBaHUSAM  KBATM(PUKAITMOHHON
XapaKTEPUCTHKH,
- nopTPOINO  CTYIACHTA  COJACPKUT
CBHUJICTEIILCTBA O JIOCTHIKCHUSAX B 00JIACTH
Oymymieit npodecCuoHaNBHOM
NEeATeNIbHOCTH: y4acTHe B  KOHKYpcCax,

oNUMIIUAaAax, KOHPEPEHIUAX H Jp.

3amanus NeNel-47

OK

20praHu3oBbiBa
Th COOCTBEHHYIO
NEeSITeNIbHOCTD, UCXO/S U3
LIEJIN U CIIOCO0O0B €€

JOCTHKEHUS,
OTIpeIeNIEHHBIX
PYKOBOJIUTEIIEM.

- CBOEBPEMEHHOCTb
BBIIIOJIHEHUST ~ NIPO(ECCHOHATEHON

3aJauM;

-pPaLMOHAIILHOCTD PACIpPENEIICHNs] BPEMEHU
JUISL  OCTHKCHMS LIeJIed  OINPEEeICHHBIX
PYKOBOJUTEIIEM;

- COOTBETCTBHE MCIIOJIb30BAHHBIX LIENEH U
CIIOCOOOB ONPEIETICHHBIX PYKOBOAUTEIIEM ;

- apryMEHTHpPOBAHHOCTh BbIOOpa WEIU U
CIOCOOOB BBIMOJHEHHS IPOPECCHOHATBHBIX
3a1a4;

- aJIeKBAaTHOCTH OIEHKU dP(HEKTUBHOCTH U
KauecTBa BBIOPAHHBIX IIeNied M CHOCOO0B
npodecCHOHATBHBIX

BBIITOJIHCHU A 3aga4d

OIMPCACIICHHBIX PYKOBOAUTCIICM

Saganust NeNel-47

OK

3 AHanu3upona
Th PabouyIO

CHUTYalIHIO,
OCYILECTBIIATh TEKYUIUU U
WUTOTOBBIN

KOHTPOITb,

OIIECHKY W  KOpPPEKIHIO

- aHAJIU3 BBINOJIHEHHOH paboTHI B
COOTBETCTBUHU B IIPEABABIISIEMBIMU
HOpMAaMH ;

-pa3paboTKa MaMsATKH Ha OCHOBE aHalln3a
MOJIOYKUTEIIFHBIX U OTPHUIIATEIBHBIX CTOPOH
BBITIOJTHCHHOU PabOThI

Saganust NeNel-47




COOCTBEHHOM
JACATCIIbHOCTH, HECTHU

OTBCTCTBCHHOCTL 3a

pe3yNbTaThl CBOEH paboTHI.

OK 40OcymiecTBasiTh MOUCK

uH(popManuy,
HEOOXOIUMOM IS

s dexTuBHOTO
BBITTOJTHEHUS
poeCCHOHAIBHBIX 3a]1a4.

-COOTBETCTBHE COJIEPXKaHMsI pa3pabOTaHHBIX
HOPMATHUBHBIX "

OpraHu3alMOHHO-
METOJIMYECKUX  MaTepuanoB  (IJIaHOB,
MporpaMM, JHAarHOCTHK, AakTOB H Jp.)
MIOCTABJIEHHBIM pohecCHOHATBHBIM

3ajauam;

- 000CHOBaHHOCTH CoJIepKaHUs
pedeparos, MIPOCKTOB pe3yJibTaTaMu
aHaJIM3a U OIICHKU WH()OpMAITUH;

- HamuM4Me B CIHCKaX JIUTEpaTypbl
pa3paboTaHHBIX MaTepUaANOB COBPEMEHHBIX

UCTOYHUKOB U ,Z[GﬁCTBymHIHX HUHTCPHET-

Saganust NeNel-47

CCBLJIOK

OK - ONepaTHMBHOCTh  B3aumoneucTBus ¢ | 3amanust NeNel-47
SHcnonb30Ba | pyKOBOJMUTEIEM OpraHu3aluH,
Th UH(OPMAITUOHHO- paboTonarenem IIOCPEACTBOM

KOMMYHHUKAI[HOHHBIC AJIEKTPOHHOW TIOYTHI, APYTHX
TEXHOJIOTUHU KOMMYHUKAI[HOHHBIX
BO3MOYKHOCT
B el
npodeccCHOHATEHON WNutepuera;
JeSTEILHOCTH.

- HUCIOJIb30BAHUE Pa3HOOOPA3HBIX CPEJICTB
MPOrPaAaMMHOTO 00ECIICUCHUSI KOMITBIOTEPA
pa3paboTku, 00paboTKH,

MPE3CHTALIMHU

IS

npoecCHOHALHBIX MAaTEPHUAIOB




OK 6PaboTath B KOMaHIe,
3¢ (deKTHBHO 00IAThCSA C
KOJIJICTAMH,

PYKOBOJICTBOM, KIIUEHTAMH

- COOTBETCTBHME IMOBEIEHHUS OyAyIIero
CTELUAINCTA KOMaHIHbIM
(hopmMam B3aMOACHCTBUS;

- COOTBETCTBUE IOBEICHUSA OYyAYILETo
CIIELUAIICTa CBOEMY NPO(ECCHOHATBHOMY
cTaTycy;

- ahdexTuBHOCTH OOIIEHUS C KOJIJIETaMH,
PYKOBOJICTBOM:

-CBOEBPEMEHHOCTb
BBINIOJTHE
HUS TPO(ECCHOHATBHBIX 0053aHHOCTEH;

- OTCYTCTBUE peKJIaMalMii CcO CTOPOHBI
KOJUIET, KJIINEHTOB, PYKOBOJICTBA

Saganust NeNel-47

IIpuodperenue B xo/1e 0cBOEHUS MPO(ecCHOHATHHOT0 MOIY ISl MPAKTHYECKOT0 ONbITA

HNMeThb NpaKTHYECKUI ONbIT

Buabl padoT Ha NPOU3BOACTBEHHOI
NPaKTHKe U TPeOOBaHUs K HX

odopmIIeHHS JOKYMEHTOB

BBINOJHEHH IO
JIOKyMEHTUPOBAHHUS 51 3ananue NeNel-47
JIOKYMEHTAalMOHHOMN
00pabOTKH JOKYMEHTOB KaHIIEISPUU
(apxuBa);
OcBoeHHBIC yMeHUSI
[IpoBepsrts IPaBUIbHOCTD 3ananue NeNel-8

JOKYMCHTOB

obecreunBaronIuii OBICTPBINA MMOUCK

CucrematuzupoBaTb U XpaHUTh 3ananue NeNel7-22,22-32, 39-47
JIOKYMEHTBI
TEKYILETo apXuBa
®opmHpoBaTh CIPaBOYHBIN 3ananue NeNe9-16
armapar,

OcCymecTBISITh  3KCHEPTU3Y JOKYMEHTOB,
FOTOBUTh U TepefaBaTh JOKYMEHTAJIbHbIE
MaTepuaibl B apXuB

Samanusg NeNe 33-38




KoHTpo.Jib 1 011eHKa pe3y/IbTATOB 0CBOEHHS MPOU3BO/ICTBEHHON MPAKTHKHU

OneHka 1O TPOM3ZBOACTBEHHOW MPAKTUKE BBHICTaBIsETCS MO 4-X OanbHOW cHcTeMe B
COOTBETCTBHUU CO CIEAYIOITUMHU TPEOOBAHHIMHU.

O1ieHKa «OTJIMYHO» BBICTABIISIETCS, €CJIM BCE 3aJ]aHUsI BBHIITOJIHEHBI BEPHO B COOTBETCTBUU C
TpeOOBAaHUSMHU MPOTPAMMBI TPAKTHKH MO MPOPECCHOHATBHOMY MOJIYJI0; COBPEMEHHO
HpeI[CTaBJICHa OTUYCTHAA ,Z[OKYMGHTaI_II/ISI; BO BpeMH BBITIOJIHCHU A SaIIaHI/Iﬁ
IPOJIEMOHCTPUPOBAHO  BJAJCHHE MPOrPaMMHBIM  obOecrieueHHeM, HH(POPMALUOHHO-
KOMMYHI/IKaL[I/IOHHBIMI/I TCXHOJIOTHUAMU, Bblpa)KeHHO CTpeMHeHI/IG K HpI/IO6p€T€HI/IIO 158
COBEPILICHCTBOBAHUIO TPO(PECCHOHATBHBIX KOMIIETEHIIHI; MPOAEMOHCTPHPOBAHO YMEHHE
MIaHUPOBaTh U A(P(PEKTUBHO OCYIIECTBIIATh YCTAHOBIICHHBIC MPOTPAMMON MTPAKTUKH BUIBI U
(bOpMBI AEATEITHHOCTH.

OleHKa «XOpOIIO» BBICTABJISAETCS B Clydae, KOrja CTYACHT BBITOJHHUI BCE TPeOOBaHMS
MIPOTrPaMMBbI MPAKTHKHU 110 TPO(HECCHOHATEHOMY MOJTYJII0, COBPEMEHHO TPEICTaBIII OTYCTHYIO
JOKYMEHTAIUIO, HO TP 3TOM HEYBEPEHHO OPUEHTHUPYETCS B HOPMATHBHO-TIpaBoi 0ase, HE
HpOﬁBHH CTpeMJIeHI/IH K COBepH_IeHCTBOBaHI/IIO 3HaHHf/'I; HEC OTJINYAJICS BLICOKOﬁ AKTUBHOCTHIO,
TBOp‘ICCKI/IM IIoAXO0A0M U CaMOCTOATCIIBHOCTHIO B BBHITIOJIHCHU N SaI[aHI/Iﬁ.

OLIGHKa ((y,[[OBHGTBOpI/ITCHI:HO» BBICTAaBJIACTCA, €CIIN. CTy,Z[eHT HC ITOJTHOCTBHIO BBITIOJIHUII BCC
TpeOOBaHUS MPOTPAaMMBl TMPAKTHUKA 1O TPO(HECCHOHATLHOMY  MOAYJIO,  OTYETHas

JOKyMEHTalus
[IpencraBiena He MOJHOM 00bEeME, HEYBEPEHHO OPUEHTUPYETCS B
HOPMaTUBHO-TIpaBoil Oaze, He TIPOSIBIISI CTpEeMJICHHUS K

dbopMupoBaHUI0 MPO(HECCHOHATBLHBIX KOMIETCHIIUN;, HE OTIMYAJICS BBICOKOM
AKTUBHOCTBIO, TBOPUYECKHUM IIOJXOJOM M CaMOCTOSTEIbHOCTHIO B BBIMOJHEHUU 3aJIaHUU.
OueHka  «HEYAOBIIETBOPUTEIBHO»  CTABUTCS, €CIU CTYIEHT HE OCBOMJI
TEOPETHUECKOE COACPKaHUE MOYJIsl, OTUETHAs JOKYMEHTAallMsl HE IPE/CTaBIICHA,
npodeccuoHanbHble KOMIIETEHIIUN C(OPMUPOBAHBI HA HU3KOM YPOBHE, HE 3HAET COJIep’KaHue
HOpPMAaTUBHO-TIPAaBOBON 0a3bl JOKYMEHTAIlMOHHOTO OOeCrieueHusl  ynpaBleHUs, IpH
BBITIOJTHEHUH 33JJaHUS JIOIYCKaeT rpyObie OITHOKH.

Ilepedyenb pekoMeHayeMbIX y4eOHBIX H31aHnil, UHTepHeT-pecypcos,
JAOIOJHUTEJIBHON JIUTEepaTypPhI
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nokymeHToB ApxuBHoro ¢onma Poccuiickoit denepanuu u Apyrux apXuBHBIX JOKYMEHTOB B
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koMMyHHKauil Poccuiickoit @enepanyu ot 18 ssHBapst 2007 rona Ne 19. 3apeructprupoBanbl
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onpeneneHusnx. Cnoapb-cripaBounuk/ C.HO Ka6amos, N.I'. Achannusposa. — Yda: BAT'CY,
2007.-220c.

- IlepeueHb TUIIOBBIX YNPABIEHUECKHX apXUBHBIX JOKYMEHTOB, 0Opa3yroluxcs B
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