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MACIHOPT PABOYEM MPOI'PAMMBI TIPO®ECCHUOHAJIBHOI'O MOAY.JIsI

IIM.06 OcBoenne npodeccun padouero — 21299 - /lesionpon3BoauTesib

1.1. O6sn1acTb npuMeHeHus1 padoveil MPOrpaMmbl

Pabouass mporpamma npodeCcCHOHAIBLHOrO MOAYNs (manee - mporpamma I1M)
SBIIICTCS YaCThIO IPOTPAMMBI ITOJATOTOBKH CIICIIUAIMCTOB CPEAHETO0 3BEHA 110

cnenuansHoctu  43.02.08 CepBHuC JOMalIHEr0 M KOMMYHAJbHOTO XO3SIICTBA,
pazpaboTaHHOU B [IBIIOY «CMK» B 4YacTu OCBOGHHM OCHOBHOI'O BHJA
npodeccronansHoil nearenbHocTH: OcBoenue mnpodeccun pabdbouero — 21299 —

HGJ’IOHpOI/I?)BO,Z[HTCJII: B COOTBCTCTBUU C IICPCUHCM HpO(I)GCCHfI pa60qu, I[OJDKHOCTGﬁ
ClIyXKaluX, pCKOMCHAYCMBIX K OCBOCHHIO B paMKax 06p330BaTeHLHOﬁ IIporpaMMmesl I10
CIICOMAJIBHOCTH.

1.2. Hean u 321244 npo(hecCHOHATILHOT0 MOYJIsl

C CJIBIO OBJAJICHUA YKAa3aHHBIM BHUJIOM HpO(l)GCCHOHaHBHOfI ACATCIBHOCTH H
COOTBETCTBYIOIIMMHU MPO(PECCHOHATBHBIMU KOMIIETCHIIMSIMU OOyYalolmuiicss B XOJI€
OCBOCHU HpOCI)CCCI/IOHaJ'IBHOFO MOAYJIA JOJIDKCH
HMETh MPAKTHYECKUH ONbIT:

— Ilpuem u nepBuyHas 06pabOTKa BXOISAIINX TIOKYMEHTOB,

— IloaroroBka BXOJAIIMX JOKYMEHTOB JUIsl PACCMOTPEHUS PyKOBOJUTENIEM,
— Perucrpanus BXoAsAMUX JOKYMEHTOB

— Bezenue 6a3bl JaHHBIX JOKYMEHTOB OpraHU3aluu

— Benenue nnpopmanoHHO-CIIpaBOYHOM pabOThHI

— O0paboTKa 1 OTIpaBKa UCXOSAIMINX JOKYMEHTOB

— Opranuzanus paOoThl [0 PErUCTpalli, YU4eTy, XpaHEHHUIO M Iepefaye B COOTBETCTBYIOLIHE
CTPYKTYpHBIE [TO/Ipa3JIeJIeHNs JOKYMEHTOB TEKYIIETO J1EJI0NPOU3BOICTBA

— KoOHTpoJIb NCIIOTHEHUS TOKYMEHTOB B OpraHU3aluu

— PazpaboTka HOMEHKJIATyphl [ie]1 OpraHu3alnud (OXBaThIBAIOIIEH BCIO JOKYMEHTAIUIO
CTPYKTYPHBIX TOAPA3/EICHUM OpraHu3allid U OTBEYAIOLIEH BCEM MPEbSIBICHHBIM K HEW
TpeOOBaHUSIM)

— TIpoBepka npaBuiIbHOCTH O(OPMIIEHUS TOKYMEHTOB U OTMETKH 00 MX MCHOJIHEHUH Mepel UX
(dbopMHpOBaHUEM B JIEIIO,

— @opmupoBaHue jaen (TpynnmupoBKa JOKYMEHTOB B JI€I0 W CHUCTeMaTHU3alus JOKYMEHTOB
BHYTpH JIeTIa),

— Odopmienue e MoCTOSHHOT0, 10JAroBpeMeHHoro (cBbie 10 j1eT) cpoKoB XpaHEeHHs,

— CocrasnieHue onucu Aei NOCTOSIHHOTO, JOATOBPEMEHHOTO (cBbilie 10 JeT) CpoKOB XpaHEHHUS

— Ilepenaya nen B apXyB OpraHU3aLNH,

yMeETh:

— Brnazgets Bceil COBOKYMHOCTBIO HH(OPMAIIMOHHO-I0KYMEHTAIIMOHHBIX PECYPCOB OpraHU3alUH,

— PaGorath ¢ BxozsImeit 1 ucxoasuiel KOppecoHIeHIIMeH, BHYTPEHHUMHU JTOKyMEHTaMH,

— MHcnonp3oBaTh coBpeMeHHbIE HH(OPMAIIMOHHBIE TEXHOJIOTUH JUTs pabOThI ¢ JIOKYMEHTaMH, B
TOM YHCJIE JJIS €€ ONTUMU3AIINH U TIOBBIIIECHHS 3 (HEKTUBHOCTH,



OpraHu30BbIBaTh PabOTy MO yYETY, XPAHEHUIO U NIepeiaye B COOTBETCTBYIOIEE CTPYKTYPHOE
NOJIpa3/ieIeHue TOKYMEHTOB TEKYIIEro AEI0IPOU3BO/ICTBA,

PazpabaTpiBaTh HOMEHKIIATYPY /1€ CTPYKTYPHOTO TOAPA3ACICHHS C yIETOM JICHCTBYIOIINX
HOPMAaTUBHO-METOANYECKUX IOKYMEHTOB,

OpraHu3oBbIBaTh PaboTy 10 (HOPMUPOBAHHIO JIE]I B COOTBETCTBHM C YTBEPKACHHOM
HOMEHKJIATypOH Jies1 OpraHu3alui,

CucreMaTu3upoBaTh JOKYMEHTBI BHYTpH /€A,

OObecneunTh COXPaHHOCTD U 3aAILUTY JTOKYMEHTOB OpraHHU3aluHy,

ITpoBOIUTH 3KCIIEPTU3Y LIEHHOCTH JOKYMEHTOB C HCIOJIb30BAHUEM Pa3IMUYHbIX NIEpeUHEN
JOKYMEHTOB U C YYETOM aHaJIn3a (PaKTUUECKOT0 COEPKaHUsI UMEIOIUXCS B Aese
JIOKYMEHTOB,

OdopMIIATh aKT O BBIAEICHUN K YHUYTOKEHUIO IOKYMEHTOB, HE MOJIEKAIINUX XPaHEHHUIO,
Ocy1ecTBIATh TEXHUYECKYIO 00pabOTKy U MOJIHOE 0OPOPMIICHHUE A€ TIOCTOSTHHOTO U
BpeMeHHoro (cBbie 10 J1eT) CpOKOB XpaHEeHHUs,

CocTaBiaTh ONKUCH /1€ IOCTOSHHOTO U BpeMeHHOro (cBbiie 10 jieT) CpOKOB XpaHEHHUsI B
COOTBETCTBHUHM C JCHCTBYIOIIMMU HOPMAaTUBHO-METOIUYECKUMU JTOKYMEHTAMH,

CnaBartp fena B apXuB OpraHU3aIiu

Brnanmers ocHOBaMU IICUXOJIOTHH,

3HATb.

JlelicTByromue npaBoBbIE aKThl, HOPMATUBHO-METOAUYECKUE JOKYMEHTBI, TOCY/1apCTBEHHBIE
CTaHJAPTHI, ONPEICIISIIONINE TTOPAIOK JOKYMEHTAIIMOHHOTO 00ECIIeYeHUs yIIPaBIICHUS
CrpykTypa opranu3zanuu. PykoBoasIuii cOCTaB OpraHu3aliiu 1 moipa3ieieHui,
CoBpemeHHbBIE HHPOPMAIIMOHHBIC TEXHOJIOTHH PA0OTHI C JOKYMEHTAMH

[Topsmox paboThI ¢ TOKyMEHTaMH,

Cxembl nokymeHTooOOpoTa. [IpaBuna paboThl ¢ BXOIALUIMMH, UCXOASIIMMUA U BHYTPEHHUMH
JOKYMEHTaMH,

[IpaBuiia nprema u nepBUYHON 00paOOTKH BXOIAUINX JOKYMEHTOB,
IIpaBuna pacnpeneneHus NOCTYMUBIIUX JOKYMEHTOB,

HpaBI/ma pEerucTpaiu BXOAAIINX U UCXOOAIIUX TOKYMCHTOB, B TOM YHCJIC C UCIIOJIB30BAHUEM
aBTOMaTH3HpOBaHHOﬁ CHUCTCMBI pETUCTpAllUN JOKYMCHTOB,

[TpaBuna opranuzanuu 1 GopM KOHTPOJISI UCTIOTHEHUS JOKYMEHTOB B OpraHU3AIINH,
THUII0BBIE CPOKU UCIIOJIHEHUS IOKYMEHTOB,

[IpaBuna JOKyMEHTAIIMOHHOTO OOECTICUEHHSI IESITETbHOCTH OpraHU3aIINH,

Buapl 10KyMEHTOB, UX Ha3HAYEHHUE,

Tpe6OBaHI/I$[, MNpEABABIACMBIC K JOKYMCHTAM B COOTBC€TCTBUM C HOPMATUBHBIMHU aKTaMU H
roCcyadapCTBCHHBIMU CTAHAAPTAMU,

[IpaBuna cocraBiaeHuss ©  odopmiieHUS JTOKYMEHTOB HMH(OPMAIMOHHO-CIIPABOYHBIX,
OpraHMU3aIMOHHBIX, YIIPABIEHYECKUX TOKYMEHTOB,

CucTeMsbl 3J1EKTPOHHOTO JJOKYMEHTO000pOTa,
[IpaBuiia u CpoKu OTIIPaBKU UCXOSIINX TOKYMEHTOB,

CooTBeTCTBYIOIIME CTaHAAPThl OE30MaCHOCTH TPyJa, SKOJIOIMYECKOIO 3aKOHOJATENbCTBA,
HOPM, NPAaBWJI U UHCTPYKIMH IO OXpaHe TPY/a,

Bunsl HOMeHKIATyp, oOmme TpeOOBaHUS K HOMEHKJIAType, METOIWKAa €€ COCTaBICHUS H
odopmIteHus,

[Topsimox QopmupoBanust U odopmieHHS Jel C yKa3aHueM crneuuduku (GopMupoBaHUS
OT/ETBHBIX KaTEerOpui Ae,

IIpaBuna xpaHeHus 1€il, B TOM YUCIE C JOKYMEHTaMU OIPaHUYEHHOIO JOCTYIa,



HOprI[OK HCITIOJBb30BaHUA THUIIOBBIX WJIHN BEAJOMCTBCHHBIX nepequﬁ JOKYMCHTOB C YKa3aHUEM
CPOKOB XpaHCHU B MPOLECCE SKCIICPTU3LI IECHHOCTH NOKYMCHTOB,

IIpaBuna cocraBieHUs U YTBEPXKIEHHUS aKTa O BbBIIEJICHUU JOKYMEHTOB, HE IOJUIEXkKAIUX
XPaHEHUIO,

[TpaBuia TexHU4ecKoi 00OpaObOTKH M MOJHOTO O(GOPMIIEHHS Je]l OCTOSHHOTO M BPEMEHHOTO
(cBbiie 10 1€T) CPOKOB XpaHeHUs,

[IpaBuna cocrtaBiaeHHs OMHCH JeNl MOCTOSHHOIO U BpeMeHHOro (cBbimie 10 jeT) cpokoB
XpaHEHHs! B COOTBETCTBUU C JIEUCTBYIOIIMMH HOPMATUBHO-METOAMYECKUMU JJOKYMEHTaMH,

HpaBI/IJ'Ia nepcaavuu acj B apxXuB OpraHru3alvu .



2. PE3YJIBTATBI OCBOEHMUS ITPOPECCUOHAJBHOT'O MOAYJIA

Pesynprarom oOCBOeHHs MPO(PECCHOHATBHOTO MOMYJS SIBISIETCS OBJIAJCHHE
oOydJaronmMucs BUAOM MpodecCHoHaNbHON nedarenbHocTH OcBoeHue mnpodeccuun
pabouero — 21299 — Jlenonpou3BoAUTEh B COOTBETCTBUM C IepeyHeM Ipodeccuii

paboumnx,

IIOH)I(HOCTeﬁ ClIyXalux, PCKOMCHAYCMBIX K OCBOCHHIO B paMKax

00pa3oBaTenbHON MPOTrPaMMBI TI0 CIEIUATBFHOCTH, B TOM YHCIe TPO(EeCCHOHATEHBIMU
komneteHuusmu (I1K):

Kon HaumeHoBaHue pe3yJbTaTa 00yuyeHus
IIK 6.1 Opranuzanus padoThI C TOKYMEHTaMHU
11K 6.2 OpraHu3zanys TEKYIEro XpaHeHUs JOKYMEHTOB
11K 6.3 Opranu3zans 00pabOTKH A€ A7 HOCIeAYIOIIeTr0 XpaHSHUS

B mporniecce ocBoenust [IM  cTyieHTBI TOJKHBI OBJIAIETh OOIIMMU KOMITETEHIUSIMUA

(OK):
Kon HanmeHnoBaHue pe3yJibTaTa 00y4eHHs!

OK 01 BriOupare  crmocoObl  pemieHMs  3a7ad  MPOPECCHOHAIBHOW  JIEATEIHOCTH
MPUMEHUTEIHHO K Pa3IIUYHBIM KOHTEKCTaM

OK 02 OcymecTBIATh NOUCK, aHAIM3 U MHTEpIpEeTaluio MHGopManuu, HeoOXOJUMOM IS
BBINTOJIHEHUS 3a/1a4 TPO(ECCHOHATBHON IEATEIIbHOCTH

OK 03 [InanupoBaTh M peaan30BbIBATh COOCTBEHHOE MPO(ECCHOHANBHOE U JIMYHOCTHOE
pa3BUTHE

OK 04 PaboTath B KOJUIEKTUBE U KOMaH/€, 3 (HEeKTUBHO B3aUMOACHCTBOBATH C KOJUIETAMH,
PYKOBOJICTBOM, KJIIMEHTaMHU

OK 05 OcCy1ecTBIATh YCTHYIO U MUCBbMEHHYIO KOMMYHHUKALIMIO Ha TOCYIapCTBEHHOM SI3bIKE
Poccuiickoit @enepany ¢ y4eToM OCOOEHHOCTEH COIMAIBHOTO U KYJIbTYpHOTO
KOHTEKCTa

OK 06 [TposBIATH TPaXKAAHCKO-TIATPUOTHYECKYIO TTO3UINIO, JEMOHCTPHPOBATH OCO3HAHHOE
MOBEJICHHE HAa OCHOBE TPaIMIIMOHHBIX OOIIEUEIOBEUYECKUX IEHHOCTEH

OK 07 CopeiicTBOBaTh  COXpPaHEHHIO  OKPYXKAmoIIed  cpedbl, pecypcocOepexeHHIo,
3¢ hEKTUBHO AEHCTBOBAThH B UPE3BBIYAWHBIX CUTYALUSIX

OK 09 Vcnonp30BaTh HHPOPMAIIMOHHBIE TEXHOJIOTHH B IPO(PECCHOHATBHOMN e TeTbHOCTH

OK 10 [Tonb3oBatbes mpodeccrnoHalbHOM TOKyMEHTaluel Ha ToCyAapCTBEHHOM U

HHOCTPAHHOM S3bIKAX;




3. CTPYKTYPA U COAEP KAHUE ITPOPECCHUOHAJIBHOI'O MOAYJIAA

IIM.06 OcBoenne npodeccun padouero — 21299 - /lesionpou3BoauTesib

3.1 TemaTuueckuii IJIaH NPoPecCHOHATIBHOT0 MOLYJIA

O0beM BpeMeHH, OTBe/ICHHBII Ha OCBOeHHeE

IpakTnka
MEKIMCUMILINHAPHOT0 Kypca (KypcoB)
Bcero CamocrosiTesibHAsH
Oos13aTesIbHAs ayIMTOPHAA YueOHasi IIpounsBoncTBeHHAst
Koasl 4acoB pabora
HaumenoBanusi pa3aesnon Harpy3ka o0y4arouierocsi (o npodutio
[npodeccuonann (makc. o0y4Jaronerocst
npodgeccUoOHAIBLHOIO0 CIEeNHAIBHOCTH),
HBIX Moy yuebHas BT.U. B T.4., B T.4., Yuebnas, HACOB
KOMIIeTeH Ml Hazpyska u Beero J1abopaTopHbIe KypcoBasi Beero KypcoBast 4acoB ecnu npedyevompena
NpAaKmuKu,) ’ paboThI U padora ’ paGora
4acoB 4acoB PaccpedomoueHHAs
NPAKTHYECKUE (mpoekT), (mpoekr),
NpaKmuxa)
3aHSITHS, YACOB 4acoB 4acoB
1 2 3 4 5 6 7 8 9 10
IIK 6.1 -6.3 M/K.06.010cBoenue * *
npodeccun padouero — i i
21299 - 180 146 80 34
HesonpousBoaurenb
IIK 6.1 -6.3 YI1.06 Yueonasn 79 79
NPaKTHKA
IIK 6.1 - 6.3 IIpousBoacTBeHHast
npakTuka (mo npoduiio 72 72
CHEeNHATBHOCTH
IIK 6.1 - 6.3 KBannpukaumoHublii 6
3K3aMeH
Bcero: 330 146 80 * 34 * * 144




3.2 Conep:xaHue 00y4eHHs 0 NPOdecCHOHATBLHOMY MOIYJII0
IIM.06 OcBoenne npodeccun padouero — 21299 - /lesjonpon3BoauTesib

Mecto O0beM yacoB
HaumenoBanue pasaesnoB
OpraHu3anuu
npodgecCHOHAIBLHOTO Coaepsxanue yueOHOr0 MaTepualia, JIabopaTopHbie padoThl U
o0y4eHust W/ mian Yposenns
moayias (ITM), NPaKTHYeCKHe 3aHATHUS, CAMOCTOSATEIbHAs padoTa 00y4alommnXxcs, HA3BAHME OCBOCHIS
MEKIUCUMILIHHAPHBIX KypcoBasi padoTta (IPOeKT) (eciu npedycmompeHul)
kypeos (MJIK) u Tem a1adoparopuu,
yp KabuHeTa
1 2 3 4
MJK 1 OcBoenue
npodeccuun pabodero —
21299 -
JlenonpounsBoaurens
Pa3nes 1 BBenenne
Coaep:xanue 6
T 11 1. | Uctopus nenonpousBojictsa B Poccun 2 bl
ema 1.
2 | Jlenonpon3BoICTBO, TEPMHUHBI M ONPEAEICHUS 2 *x
Jenonpou3BoacTso.
IlpakTHyeckne 3aHATHSA
OCHOBHBIC TIOHSATHS U
TepMUHEL Nzyuenne [Mpodeccnonansuoro cranmapra 07.002 2
1 | «Cnenuanuct mo opraHu3alMoOHHOMY, TOKYMEHTAIIHOHHOMY H
MH(OPMAIIMOHHOMY 00ECTIeUEeHUIO YIPaBICHHs OpraHu3aluein»
Conep:xanue 18
Opranmzanus JTOKYMEHTAllHOHHOTO OOECTIeUeHHsI YINpaBlieHUs Ha
1 | npennpusitun.  OpraHu3zanoHHble  (OPMBI  JIETIOTPOU3BOJICTBA. 2
Cny»x06a TOKyMEHTallMOHHOTO 00eCneYeHNs yIpaBIeHUsI.
HopmaTtuBHo-MeTo1nueckas OCHOBa JIEJIONPOU3BO/ICTBA.
Tema 1. 2 2 | XapakTepucTHKa JEHCTBYIOIINX TOCYJapCTBEHHBIX HOPMATHBHO- 2
[Mopsaox METOANYECKUX JJOKYMEHTOB.
JOKYMEHTAIHOHHOTO 3 XapakTepucTrka OCHOBHBIX HOPMAaTHUBHBIX JIOKYMEHTOB, 2
obecrievueHus yrpaBIeHUsS pEriaMeHTUPYIOLUX JAETONPOU3BOACTBO YUPEKICHUS.
B PO IIpakTHYeckHe 3aHATHA
1 Nzyuenue 'OCT P 7.0.8-2013 CUBU/I. lenonpou3BoACTBO U 2
" | apxuBHOE neno. TepMHUHBI U OTIpeIeTICHUS
Nzyuenue 'OCT P 7.0.97-2016 CUBU 1. Opranu3aimoHHO- 2
2 | pacnopsauTeNbHas 1oKyMeHTanus. TpeboBaHus K 0pOpMIICHUIO

JOKYMCHTOB




HaumenoBanue pasaenoB

Mecto

O0BLeM yacoB

npo¢ecCHOHAIBLHOI0 Coaeprxanue y4eOHOro MaTepuaJia, JJabopaTopHbie padoThl U oprafsaii
moayas (IIM), NpaKTHYecKHe 3aHATHS, CAMOCTOATEIbLHAs pPadoTa 00y4arouuxcs, 00y4eHus H/uH Yposens,
MEKIUCIUITHHAPHBIX KypcoBas padoTta (IpoeKT) (eciu npedycmompeHul) Ha3BAHME oCBOCHMS
kypcoB (MJAK) u Tem n1aboparopum,
Ka0uHeTa
Nzyuenue [IpumepHOil MHCTPYKIIMH 110 IE€TONPOU3BOJICTBY B 2
3 | rocynapcrBennbix opranusanusx (IIpukas Pocapxusa ot 11.04.2018
N 44)
Coaep:xanue 8
1 Crpykrypa OpraHH3aLui. PykoBopsimuii coctaB opranu3anuu u 2 x
o/ipa3ieJIeHui
T 2 | OCHOBBI JIETTIOBOTO OOIIEHUS 2
ema 1.3 Oco0eHHOCTH B3aMMOOTHOIICHUH PYKOBOAUTENICH U MOAYNHEHHBIX B 2
[TcuxoMorn4ecKue OCHOBBI | 3
OpraHu3aIyy, MCUXOJIOTHS] PYKOBOJICTBA U MTOYUHECHHS
OOLIeHMs B OpraHu3aluu
4 | OcHOBBI KOH()IIUKTOJIOTHH 2
IlpakTHyeckne 3aHATHSA
1 | JlenoBas KyJabTypa B OpraHu3aIiu 2
2 | DTHKa JIeJOBBIX OTHOIICHHM 2
CamocrosiTesibHass paboTa npu u3y4eHuM pasgesaa 1.
TemaTuka BHeayIMTOPHOH CaMOCTOSITEILHONH PadoThI
1. HpascTtBeHHBIE TpeOOBaHMS K MTPOPECCHOHATHHOMY ITOBEACHUIO; 8
2. OcHOBHBIE MTPaBUJIa MTOBEJACHYECKOTO MOBEICHUS: IPUBETCTBUS, HOPMbI OTHOIICHHI B
KOJUJIEKTHBE;
3. Hopwmsl peueBoro 3TukeTa B JACIOBOM OOIIECHUU
Paznen 2
JlokyMeHTalluOHHOe
ob0ecrieyeHue
AeSITeIbHOCTH
OpraHu3aumu
Coaep:xxanue 10
1 | Cxewmsl 1oKyMeHTOOOOpOTA 2
Tema 2. 1 2 | Bxoasmiye TOKyMEHTBI 2
JlokymMeHTo000pOT 3 | Ucxonsmme TOKyMEHTHI 2
B OpraHu3aIuu 4 Ocobennoctu npuemMa u 00padOTKH JTOKYMEHTOB, ITOCTYIAIOIINX 10 2
KaHaJIaM 3JIEKTPOHHOH MOUTHI U (PaKCUMUIBHOHN CBSA3H
5 | BHyTpeHHHE TOKYMEHTHI 2




HaumenoBanue pasaenoB

Mecto

O0BLeM yacoB

npo¢ecCHOHAIBLHOI0 Coaeprxanue y4eOHOro MaTepuaJia, JJabopaTopHbie padoThl U oprafsaii
moayas (IIM), NpaKTHYecKHe 3aHATHS, CAMOCTOATEIbLHAs pPadoTa 00y4arouuxcs, 00yHenust u/uin Yposenn
MEKIUCIUITHHAPHBIX KypcoBas padoTta (IpoeKT) (eciu npedycmompeHul) Ha3BAHME oCBOCHMS
kypcoB (MJAK) u Tem n1aboparopum,
Ka0uHeTa
Conep:kanue
1 [TpaBuna paboThI ¢ BXOASIIMMHI 2
JIOKYMEHTaMU
IlpakTHyeckne 3aHATHA 12
1 | IlpaBuiia mpuema u NEPBUYHON 0OPaOOTKM BXOMASIINUX JOKYMEHTOB 2
2 | IlpaBuna peructpanuu BXOIAIMX JOKYMEHTOB 2
3 | Ilpuem u nepBuyHast 00pabOTKa BXOJAIMINX JOKYMEHTOB 2
4 [IpeaBapuTenbHOE paCCMOTPEHUE U COPTUPOBKA JOKYMEHTOB 2
Tema 2. 2 Ha PETUCTPUPYEMBIC U HE PETUCTPUPYEMBIC
[Topsimok paboTsl ¢ 5 [ToaroroBka BXOAAUIMX JOKYMEHTOB JJI1 pACCMOTPEHUS 2
BXOJISIIIIMMH IOKYMEHTaMH PYKOBOJHTEIIEM
B OpraHu3aluu 6 Perucrparnus Bxoasmux J0KyMeHTOB. OpraHu3aiusi 10CTaBKU 2
JIOKYMEHTOB UCHIOJIHUTEISIM
Tema 2. 3 Conepxxanue 6
[Topsimox paboThI ¢ 1 | [IpaBuna paboTHI C UCXOIAUIMMH TOKYMEHTaMHU 2
HCXOISIIIUMHU IlpakTHYeckne 3aHATHS
JIOKYMEHTaMH B 1 | [IpaBuna perucTpanuu UCXOASIIUX TOKYMEHTOB 2
OpraHu3aIuu 2 | IIpaBmia v CpOKH OTIPABKH UCXOJSAIINX JOKYMEHTOB 2
3 | O6paboTKa 1 OTIpPaBKa HCXOIANTNX JOKYMEHTOB 2
Tema 2. 4 Conep:xxanue
[Topsimok paGoTsl ¢ IIpakTnyeckue 3aHsATHS 4
BHYTPEHHUMU Opranu3zanus paboThl IO PETUCTPALINH, YIETY, XPAHCHHIO U MIepeiade 2
JIOKYMEHTaMH B 1 | B COOTBETCTBYIOMINE CTPYKTYPHBIE TIOIpa3/ICTICHUS TOKYMEHTOB
OpraHu3aIu TEKYILEro JAEJONPOU3BOJACTBA
2 | KoHTpOJIh NCIIOHEHNUS IOKYMEHTOB B OPTaHU3aIIH 2
Tema 2.5 Conep:xanue 12
JlokyMeHTUpOBaHUE
VIPaBICHUCCKO 1 | Buasl TOKyMEHTOB B OpraHU3alllK, UX Ha3HAUYCHUE 2
eATENBHOCTH 2 TpeboBanus, mpenbsABIsieMbIe K JOKYMEHTaM B COOTBETCTBUU 2
C HOPMATHBHBIMM AKTaMU U TOCYIAPCTBEHHBIMU CTaHIApTaMHU




HaumenoBanue pasaenoB

Mecto

O0BLeM yacoB

npo¢ecCHOHAIBLHOI0 Coaeprxanue y4eOHOro MaTepuaJia, JJabopaTopHbie padoThl U oprafsaii
moayas (IIM), NpaKTHYecKHe 3aHATHS, CAMOCTOATEIbLHAs pPadoTa 00y4arouuxcs, 00yHenust u/uin Yposenn
MEKIUCIUITHHAPHBIX KypcoBas padoTta (IpoeKT) (eciu npedycmompeHul) Ha3BAHME oCBOCHMS
kypcoB (MJAK) u Tem n1aboparopum,
Ka0uHeTa
3 [IpaBuna cocraBneHus: 1 0hopMIICHUS JOKYMEHTOB HH(OPMAIIMOHHO- 2
CIPAaBOYHBIX, OPraHU3AMOHHBIX, YIIPABIEHYECKUX TOKYMEHTOB
4 | Cucrembl 2JIEKTPOHHOTO JOKYMEHTO0O00pOTa 2
IIpakTH4yeckue 3aHATHS
1 | PekBU3UTHI JOKYMEHTOB 2
2 biianku 1OKyMEHTOB 2
Conep:xanue 8
Tema 2.6 IIpakTnyeckue 3aHATHS
CocraBiienue u 1 | CocraBnenue u opopmiieHHE JIOKATbHBIX HOPMATHBHBIX AKTOB 2
oopmienue 2 | CocraBieHue 1 opopmiieHHe Y cTaBa OpraHu3aluu 2
OpraHU3aIMOHHO- 3 Cocrasnenue u opopmiienue [1omgoxxeHust 0 CTpyKTYpHOM 2
NPaBOBBIX NOKYMCHTOB NoJpa3Ae/ICHNH, KOJJICTHAJIbHBIX U COBEIIATCIbHBIX OpraHax
4 | CocraBneHue JOKHOCTHOM MHCTPYKITUU JEITONPOU3BOTUTEIS 2
Tema 2.7 Conepxanue
CocraBnenue u
odopmiieHne IIpakTHYecKue 3aHATHS
pacnopsIUTEIbHBIX . 2
NIOKYMEHTOB 1 | CocraBnenue u opopmiIeHHE TPUKA30B U pacIOpsHKEHUN
Conep:xanue
Tema 2.8 IIpakTnyeckue 3aHATHSA
CocraBienue u 1 | CocraBnenue u opopmiieHue aKra 2
odopmiierne cpaBodHo- | 2 | CocraBieHue U 0pOPMIICHHE TPOTOKOJIA 2
UH(POPMALIMOHHBIX 3 | CocraBnenue 1 oopMIIeHHE JOKJIAJTHON U CIyKeOHOW 3amHCKH 2
JOKYMEHTOB 4 | CocraBnenue u opopMieHHe 00bICHUTENBHON 3aTUCKU 2
5 | CocraBienue u opopmIIEHHE CIPABKH 2
Tema 2.9 Conepxanue
CocraBienue u
oopmienue nokymeHToB | [IpakTHuecKkHe 3aHATHS
10 INYHOMY COCTaBY 1 \ Cocrasiienue 1 ohopmIIeHHE PUKA30B 10 JUYHOMY COCTABY 2




HaumenoBanue pasaenoB

Mecto

O0BLeM yacoB

YpoBennb
O0CBOEHUS

XpaHEeHUs

npo¢ecCHOHAIBLHOI0 Coaeprxanue y4eOHOro MaTepuaJia, JJabopaTopHbie padoThl U opratmuatuu
moayas (IIM), NpaKTHYecKHe 3aHATHS, CAMOCTOATEIbLHAs pPadoTa 00y4arouuxcs, 00yHenust u/uin
MEKIUCIUITHHAPHBIX KypcoBas padoTta (IpoeKT) (eciu npedycmompeHul) Ha3BAHME
kypcoB (MK) u Tem aaboparopuu,
Ka0uHeTa
2 | CocraBienue u opopMiIeHUE PE3IOME 2
3 | CocraBienue u opopMiICHUE 3aBICHUS 2
CamocrosiTe/ibHAasi pa6oTa NP U3YYeHUN pas3jiena 2.
TemaTnka BHeayAUTOPHOH CAMOCTOATEJIbHON PadOThI
1. JIoKyMeHT U JOKyMEHTOOOOpOT KaK OCHOBAHHUE YIIPABJICHYECKOU €A TEIbHOCTH;
2. OcobeHHOCTH mpueMa 1 00pabOTKHU JOKYMEHTOB, MOCTYMAOIIUX 10 KaHAJIaM 3JIEKTPOHHON
NOYTHI ¥ (DaKCUMUIIBHOW CBSI3H; 10
3. Buasl opranuzanoHHO-pacoOPSAUTEILHON JOKYMEHTAIIUN
4. TocynapcTBEeHHas MOJMTUKA B cepe AIEKTPOHHBIX JIOKYMEHTOB U 3JIEKTPOHHOTO
JIOKyMEHTO000poTa
Pa3gen 3
Opranun3anus TeKyumero
XpaHEeHHUs1 JOKYMEHTOB
Conep:xanue
Homenknarypa aen opranuszaiuu. Buabl HOMeHKIATyp, 001ue 2
1 | TpeGoBaHuUsI K HOMEHKJIATYPE, METOJMKA €€
Tema 3.1 cOCTaBJICHUS B 0(OPMIICHUS
Homenkinarypa nen
opraHm3aIH 2 [IpaBuna COIIACOBAHNs HOMEHKIIATYPBI JIEN € BEOMCTBEHHBIMU 2
apXMUBaMU U SKCMEPTHOU KOMHCCHEHN
IIpakTnyeckune 3aHsATHSA
1 \ Pa3paboTka HOMEHKJIATYPHI JIEJT OpraHu3aIlun 2
Coaep:xxanue
1 [opsanox dopMupoBanus u oQpOpPMIIEHHUS JEJT C YKa3aHUEM 2
cneruky HGOpPMUPOBAHUS OTACTHHBIX KaTETOpUi Jel
Tema 3.2 2 | CucreMaruzanus JOKyMEHTOB BHYTPH JIeJia 2
dopmMUpOBaHUE JICIT
IIpakTHYeckHe 3aHATHA
1 ®opMHpoOBaHHE JOKYMEHTOB B JI€JIa C yYETOM UX 2
cieuupuKu
2 DopMyIHPOBAHUE 3aT0JOBKOB JEJ U ONPEIEIIEHNE CPOKOB HX 2




HaumenoBanue pasaenoB

Mecto

O0BLeM yacoB

npo¢ecCHOHAIBLHOI0 Coaeprxanue y4eOHOro MaTepuaJia, JJabopaTopHbie padoThl U opratmuatuu
moayas (IIM), NpaKTHYecKHe 3aHATHS, CAMOCTOATEIbLHAs pPadoTa 00y4arouuxcs, 00yHenust u/uin Yposenn
MEKIUCIUITHHAPHBIX KypcoBas padoTta (IpoeKT) (eciu npedycmompeHul) Ha3BAHME OCBOCHH
kypcoB (MK) u Tem aaboparopuu,
Ka0uHeTa
3 \ Pacnpenenenue u noammBKa JTOKYMEHTOB B Jiesa 2
Tema 3. 3 Conep:kanue
Tekymiee xpaneHnue 1 [IpaBuna xpaneHus Jie1, B TOM YUCIIE C JOKYMEHTaMU 2
JIOKYMEHTOB B OrPaHUYEHHOr0 JI0CTYIA
OpraHu3aIu 5 [IpaBuna BbI1aUM U UCTIOIB30BAHUS IOKYMEHTOB U3 2
c(hOpMUPOBAHHBIX JIell
CamocrosiTejibHAsi pa6oTa NpU U3yYeHUN pa3aena 3. 8
TemaTnka BHeayAUTOPHOH CAMOCTOATEIbHON PadoThI
1. ®opmupoBaHue A€ B COOTBETCTBUH C YTBEPKACHHON HOMEHKIIATYpPOH JIeJl OpraHu3aluu
[Topsimox ¢popmupoBanus u opopmileHuUs Aell C yKa3aHHeM ClienuUKH
1. ®opmupoBaHue OTJENbHBIX KATETOPUH €]
Pa3znen 4
Opranusanus o0padoTkn
JeJ1 IJIS1 MOCJIeyI0Iero
XpaHeHus
Conep:xanue
1 Kpurepuu paznenenus JOKyMEHTOB Ha IPYIIIbl B COOTBETCTBHHU C 2
IIEHHOCTHI0 MH(POPMAIINH, COACPIKAIICICSI B HUX
2 [IpaBuna coctaBieHus U YTBEPKIACHUS aKTa O BBIICIICHUH 2
JIOKYMEHTOB, HE MOJJIKAINUX XPAHEHUIO
3 | [IpaBwra mepenayn J1e1 B apXUB OPraHU3alun 2
Tema 4.1 IIpakTHYecKHe 3aHATHS
[IpaBuna nepegaum aen B 1 CocraBnenre BHYTPEHHEH OMMKCH NI U1 0C000 IIEHHBIX 2
apXUB OpraHU3alUU JTOKYMEHTOB
5 Odopmierne 1en NOCTOSHHOTO, TOJIToBpeMeHHOro (cBbimie 10 jer) 2
CPOKOB XpaHEHUs
3 Odopmierre 00I0KKH 1€ TOCTOSIHHOTO, JJOJITOBPEMEHHOTO (CBBITIIE 2
10 51eT) CpOKOB XpaHEHUS
4 CocraBneHre OnUcH eI TOCTOSTHHOTO, TOJITOBpeMeHHOTO (cBhbIme 10 2

JIET) CPOKOB XpaHEHUs




HaumenoBanue pasaenoB
npo¢ecCHOHAIBLHOI0

MEKTUCHUIIMHAPHBIX
kypcoB (MJAK) u Tem

Coaeprxanue y4eOHOro MaTepuaJia, JJabopaTopHbie padoThl U
NpaKTHYecKHe 3aHATHS, CAMOCTOATEIbLHAs pPadoTa 00y4arouuxcs,
KypcoBas padoTta (IpoeKT) (eciu npedycmompeHul)

moayas (IIM),

Mecto
OpraHu3anuu
o0yJeHUs: W/ MU
Ha3BaHUeE
Jadoparopuu,
Ka0uHeTa

O0BLeM yacoB

YpoBennb
O0CBOEHUS

CamocrosiTe/ibHas pa0oTa Npu U3yYeHUH pa3jaena 4
TemaTnka BHeayIUTOPHOH CaMOCTOATEIbHON padoThl

1 HOprI[OK HCITIOJIB30BaHUs TUIIOBBIX HJIM BEAOMCTBCHHBIX nepequﬁ

JIOKYMEHTOB C YKa3aHHEM CPOKOB XPaHEHUS B MIPOIECCE IKCIIEPTU3BI IICHHOCTH 8
JIOKYMEHTOB
2 Tlopsmok co3manus, OpraHU3aNH U JOKYMEHTHUPOBAHUS PA0OTHl KOMHCCHH IO IKCIIEPTH3E IICHHOCTH
JIOKYMEHTOB
Y4yeOHas npakTuka
Buab1 pador 72
1. H3yueHue cTaHIApTOB OE30MACHOCTH TPY/Ia, SKOJIOTHYECKOT0 3aKOHOAATEIbCTBA, HOPM, IPaBHUII

NG~ WN

10.

11.
. DopMHUpOBaHKE JOKYMEHTOB B J€JIa

12

Y UHCTPYKIMU 110 OXpaHE Tpyaa

N3ydenne qOMKHOCTHOM HHCTPYKIIUH IETOTPON3BOTUTEIS

N3yueHne A3bIKOBBIX YepT O(UIHATIBHO - IETIOBOTO CTUJIS CIYKEOHBIX TOKYMEHTOB
Omnpenenenue sA3bIKOBbIX 0COOEHHOCTEHN 0(UIIMaIbHO- AETOBOIO CTUIIS

N3yueHue cpeCTB OPITEXHUKH, UCTIONb3YEMBIX B JIESITEIBHOCTH JEIONPOU3BOAUTEINS
Nzydenne ocHamenns paboyero MecTa JeIoNpPOU3BOAUTEIS

[TproOpereHue HaBBIKOB pabOThI ¢ KOMHUPOBATbHO-MHOKUTEIBHONW TEXHUKOM.

N3ydenne 0CHOBHBIX BHJIOB KOMTUPOBAIEHO-MHOXKXHUTEIHHON TEXHUKH, IPUHIIAITA JCHCTBUS H
npaBuiIa MIPUMEHEHUS

Hcnonp3oBanne nHOOPMAIIMOHHO-KOMMYHHUKAIIMOHHBIX TEXHOJIOTHIA TIPY CO3JIAaHUH CITY>KEOHBIX
JTIOKYMEHTOB

— pabora ¢ komnbrotepoM, OC, kaTanoramu (mankamu) U ¢aiaamu, ckanepom,

— pabota B rnobanbHOM cetn HTEpHeT,

— HMCIIOJIb30BaHMe O(PHCHOTO MaKeTa: TEKCTOBBIN pelakTop,

— MCIIOJIb30BaHKe O(PUCHOTO MaKeTa: TabIUIIb,

— MCIIOJIb30BaHUe 0O(PHCHOTO MaKeTa: 0a3bl JaAHHBIX,

— HCIIOJIb30BaHNE O(PHCHOTO MAKeTa: JIEKTPOHHAS 110YTa.

CocraBneHue 0JaHKOB JOKYMEHTOB, PEKBU3UTOB, OhOpMIIEHNE OpraHU3allMOHHO-
pacnopsaIuTeIbHBIX BUJOB JOKYMEHTOB

Perucrpanust 1OKyMEeHTOB




HaumenoBanue pasaenoB
npo¢ecCHOHAIBLHOI0 Coaeprxanue y4eOHOro MaTepuaJia, JJabopaTopHbie padoThl U
moayas (IIM), NpaKTHYecKHe 3aHATHS, CAMOCTOATEIbLHAs pPadoTa 00y4arouuxcs,
MEKIUCIUITHHAPHBIX KypcoBas padoTta (IpoeKT) (eciu npedycmompeHul)
kypcoB (MJAK) u Tem

Mecto
OpraHu3anuu
o0yJeHUs: W/ MU
Ha3BaHUeE
Jadoparopuu,
Ka0uHeTa

O0BLeM yacoB

YpoBennb
O0CBOEHUS

13. IloaroToBka JOKYMEHTOB K ITOCJIEAYIOIIEMY UCIIOIb30BAHUIO U XPAHEHUIO.
14. Opranu3anust TEKyIIEro XpaHeHUs1 JOKYMEHTOB, B TOM YUCIIE B apXUBE

15. CocraBieHue HOMEHKIIATYPHI JIE]1.

16. MadopmannonHo-cripaBovHas padboTa.

NoabkowhE

10.
11.
12.

13.
14.
15.

16.
17.

IIpousBoacTrBeHHas npakTHKa (M0 NPOoQUJII0 CIeNHAJIbLHOCTH)

Buab1 pador
[IpoxoxieHre HHCTPYKTaxa Mo TeXHUKE 0€30IacHOCTH.
N3yyenue o Mecty NpakTUKH OPraHU3allMOHHON CTPYKTYphl 0230BOT0 MPEANPUSTHS.
N3ydeHne CTpyKTypbl IOAPA3IEICHNs], B KOTOPOM MPOXOAST PAKTHKY.
N3yuenne opranuzanuu paboyero MecTa JeJI0npoOnu3BOIUTENS.
N3yuenne ocobeHHocTel U cenu(UKH Mmporecca Ipor3BOJICTBA.
VYcTaHOoBIIEHNE BHEIIHUX U BHYTPEHHUX B3aUMOCBSI3€, OpPraHnu3aluK JOKyMEHTO000pOTa.
N3yueHune HCMONb3yeMbIX HH(POPMALMOHHBIX TEXHOJOTUH W BBIYUCIMTEIBHON TEXHUKU B
OpraHu3alyy Ipouecca J0KyMEHT0000poTa.
O3HakoOMIIEHHE C TOJKHOCTHBIMH 00s13aHHOCTSAMU paOOTHHKA CEKpeTapuara, KaHLEIsIpUH,
apxuBa.
N3ydeHne 10KHOCTHOW HHCTPYKLUU JETIONPOU3BOIUTENS B OpraHU3aLMH.
N3ydeHnue opopmiieHHs JOKYMEHTOB B OpraHU3aIliH.
N3ydenune MeTo10B U pHOOPETEHHE HABBIKOB PAOOTHI C YIPABICHUECKON JOKYMEHTAIHEH.
N3yyenne TeXHOJIOTUH U MOps/IKa 00pabOTKU BXOIAUINX JOKYMEHTOB. CocTaBJeHHE aJropuTMa
00paboTKu.
N3ydeHne TeXHOJIOTUH U MOPSAIKA COCTABIEHUS M pabOThI C BHYTPEHHEH TOKyMEHTaleH.
Cozianue OCHOBHBIX BH/I0B OPraHU3aIllMOHHO- PacOPSAUTEIbHBIX TOKYMEHTOB.
N3yueHue ABMKEHUS TOKYMEHTALMOHHBIX IIOTOKOB BHYTpHU 0a30Boro npeanpusrus. Paspaborka
CXEM JJOKYMEHTOIIOTOKOB.
OdopmiteHne 00I0XKKH Jiea B COOTBETCTBUM ¢ HOMEHKJIATypOH Jiell.
[lonmuBka TOKYMEHTOB B JIETIO.

72




HaumenoBanue pasaenoB
npo¢ecCHOHAIBLHOI0 Coaeprxanue y4eOHOro MaTepuaJia, JJabopaTopHbie padoThl U
moayas (IIM), NpaKTHYecKHe 3aHATHS, CAMOCTOATEIbLHAs pPadoTa 00y4arouuxcs,
MEKIUCIUITHHAPHBIX KypcoBas padoTta (IpoeKT) (eciu npedycmompeHul)
kypcoB (MJAK) u Tem

Mecto
OpraHu3anuu
o0yJeHUs: W/ MU
Ha3BaHUeE
Jadoparopuu,
Ka0uHeTa

O0BLeM yacoB

YpoBennb
O0CBOEHUS

18. AHanu3 opraHu3aiyu XpaHeHUsT JOKYMEHTOB U 1€ Ha IPEIPUSATHH.

19. M3yueHre HOMEHKJIATYPHI JIe]T OpPraHUu3aIii. AHAJIN3 COOTBETCTBHS UMEIOIIUXCS T
HOMEHKJIaType.

20. CocraBneHre HOMEHKIIATYPHI JIETI.

21. CocTaBiieHHE OIUCH JIEN CTPYKTYPHOTO MOIPA3ICICHUS YUPEKICHUS.

22. CocraBieHHe akTa 0TOOpA Je)T HAa ApXUBHOE XpaHEHUE.

23. CocraBiieHHEe aKTa 0TOOpa JJOKYMEHTOB U JIe] K YHHUTOXKCHHIO.

24. O0m1ast oreHKa OpraHu3aIiy JSJIONPON3BO/ICTBA HA IPSANIPUATHH U PEKOMEHIAINH 110 €€
YIY4IICHUIO.

KBaindukauuoHHbIi 3K3aMeH

Bcero

330




4. YCJIOBHUSI PEAJTU3ALIAU MTPOTPAMMBI MPO®ECCUOHAJLHOTO
MOJYJISA

4.1 TpebGoBanusi K MUHMMAJbHOMY MATEPUAJTBLHO-TEXHUYECKOMY 00eCIeYeHUI0

Peanuzamus y4eOHOM auCHUIUIMHBI TpeOyeT Hamuyusi ydeOHOro KabuHeTra
«/1emonpon3BoACTBOY.
ObopynoBanue yuebHOro kabuHeTa 1 pabouynx MecT kabuHera:
— IIOCAJI0YHBIE MECTA II0 KOJIMYECTBY 00ydaronxcs,
— pabodee MecTO MpenoaBaTes,
— KOMIUIEKT HOpMaTUBHO- IPaBOBOI MH(OpMALMK U CIIpaBOYHAsI IUTEPATypa,
— KOMIUIEKT Y4eOHO-HAIJISIIHBIX OCOOMI 1O AUCIUIUIMHAM,
— KOMIUIEKT Y4€OHO-METOANYECKOUN TOKYMEHTALIUU.
TexHuyeckue cpeacTBa 00yUYeHUS:
— KOMIIBIOTED,
— TEJNEeBU30p,
— BHUJCOMArHUTO(OH,
— MYJIbTUMETUAIPOEKTOP,
— JIEMOHCTpPALlMOHHBIN 3KpaH.
Peanuzaumst  paboueidr  mporpammbel  I[IM  mpenmonaraer  00s3aTeNbHYIO
MIPOU3BOICTBEHHYIO IIPAKTHUKY.

4.2 UupopmanuoHHoe odecneyeHue

NudopmanmonHoe obecnieueHrne oOy4eHHs COJIEPKUT MEPEUEHb PEKOMEHTyEMBbIX
yueOHbIX U3AaHui, IHTepHEeT-pecypcoB, TONOJIHUTEIBLHOMN JIUTEPATYPHI.

OcHOBHBIE HCTOYHHUKH

1. Abynanze, I. I'. JlokyMeHTalMOHHOE OOECIeYeHHE YIpaBJIEHHUS IEPCOHAIIOM :
yuebHuk u npaktukym g CIIO / [I. I'. Abynanze, U. b. Beimmpsixkuna, B. M.
MacnoBa. — M. : U3parensctBo FOpaiit, 2018. — 299 c.
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Opaiir, 2018. — 309 c.

4. JloponuHna, JI. A. JIoOKyMEHTallMOHHOE OOECIICUCHHE YIPABJICHUS . YUCOHUK U
npaktukyM st CI1O / JI. A. Jopoununa, B. C. UputukoBa. — M. : M3naTenbcTBO
Opaiit, 2018. — 233 c.

5. KazakeBuu, T. A. JlokymeHTalioHHOEe OOecCIieYeHHE YyMpaBieHUs : Yy4eOHUK U
npaktukym ais CIIO / T. A. KazakeBuu, A. U. Tkanuu. — 2-e u3a., UCIp. U AOI.
— M. : UznarensctBo FOpaiit, 2018. — 177 c.

6. Kombimkuna, T. b. JlemoBas kynbTypa : yue6. mocobue mms CIIO / T. b.
Konpimkuna, M. B. llyctuna. — 2-e u3a., ucnp. u gon. — M. : U3natensctBo
Opaiir, 2018. — 163 c.
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JlonoTHUTEIbHBbIE HCTOYHUKH
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. [llyBanoBa, H. H. JlokyMeHTalnmoHHOE OOecreyeHue YIpaBieHUs : YYCOHUK U
npaktukyMm ais CITIO / H. H. lllyBanoa. — M. : M3gatensctBo FOpaiit, 2018. —
221 c.

Ilepeuens UHTEpHET-pEcypcoB

. "TOCT P UCO 15489-1-2019. HannoHanbHbIi CTaHJapT Poccuiickoi
@®enepaunn. Cucrema craHgaproB 1o HHPopManuu, OHOIMOTEYHOMY U
u3aaTenbckoMy aeny. Madopmanusa u foKkyMeHTalus. YpaBieHUuEe JOKYMEHTaMHU.
Yacts 1. [lonarua n npunuunsl” (yTB. [Ipukazom Poccrangapra ot 26.03.2019 N
101-cT) [DJ1eKTPOHHBIM HCTOYHHUK | / http://www.consultant.ru/
document/cons_doc LAW 329486/;

. TOCT P 54989-2012/ISO/TR 18492:2005. HarmonansHbIi cTangapT Poccuiickoit
Oenepanuu  «OOecriedeHUE  JOJITOBPEMEHHOM  COXPAHHOCTH  AJIEKTPOHHBIX
nokymentoBy. / http://www.consultant.ru/ document/cons_doc LAW/ ;

. TOCT P 7.0.8-2013 CUBUJ] HALIUOHAJILHBI CTAHJAPT POCCHUICKOM
OEJIEPAIIMN Cucrema cranmaptoB o wuHdopManuu, OUOIMOTEUHOMY U
uznarensckomy gneny JEJIOIIPOM3BOJACTBO W APXMBHOE JEJIO.
Tepmunsl u onpeneneausSystem of standards on information, librarianship and
publishing. Records management and organization of archives. Terms and
difinitions. / http://www.consultant.ru/ document/cons_doc_ LAW 163800/;

. "T'OCT P 7.0.97-2016. HaunonanbHslii cranaapt Poccuiickoit @enepanuu
Cucrema cranapToB no uHpopmanuu, OUOIMOTEUHOMY U U3AATEILCKOMY JEIy.
Oprann3aimoOHHO-PacoOPAIUTENbHAS JOKYMEHTAIHSI.

TpebGoBanus K 0HOPMIIEHHUIO JOKYMEHTOB.

System of standards on information, librarianship and publishing.

Organizational and administrative documentation. Requirements for presentation
of documents (B pexn. M3smenenus N 1, ytB. [Ipukaszom Poccranmapra ot
14.05.2018 N 244-ct) / http://www.consultant.ru/ document/ cons _doc LAW _
216461/,

. [Ipodcrangapt 07.002. Cnenuanuct 1o OpraHU3alMOHHOMY u
JIOKYMEHTAIIMOHHOMY OOECIIEUEHUIO YIPaBICHUsI OopraHu3anuend (yTB. MPUKA30M
MunucrepcTBa Tpyaa u couuaibHoi 3amutel PO ot 6 mas 2015 r. N 276mH).
https://classinform.ru/profstandarty/07.002-spetcialist-po-organizatcionnomu-i-
dokumentatcionnomu-obespecheniiu-upravleniia-organizatciei.html.
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4.3 O0mme TpeOOBaAHUA K OPTraHU3ALUMN 00PA30BaTEJIBLHOIO NPoLecca

OcBoenue [IM.06 OcBoenue npodeccuu padouero — 21299 JlenonpousBoauTtesb
MIPOM3BOJUTCS B COOTBETCTBUU C Y4eOHOM Tu1aHoM 1o crienmanbHocTa 43.02.08 Cepsuc
JIOMaITHET0 ¥ KOMMYHAJIBHOTO X0341CTBA U KaJeHIapHBIM yu4eOHBIM IpaduKOM.

OOpa3oBaTeNbHBIA MPOIECC OpPraHM3yeTcs MO pacnucanuio 3aHsaTuil. ['padux
ocsoenusi [IM mpeanomnaraer mnocnenoBarenbHoe ocBoenne MJIK.06.01 Ocpoennue
npodeccun padouero — 21299 - Jlenonpon3BOAUTEITb.

OcBoenuro [IM mpexamecTByer 00s3aTE€NbHOE H3YyYEHUE YUEOHBIX JUCLUIUIMH
OVII.01 Pycckuit si3p1x, OYII. 11 Ob1ecTBO3HAHUE .

IIpu npoBenenun npaxktuueckux 3aHatui (I13) mpoBomuTcs neneHHe TpyYIIIbI
CTYJEHTOB Ha NOJTIPYMIIbI.

C menpl0  METOAMYECKOrO0  OOEeCleyYeHUs:  MPOXOXKACHUS  yuyeOHOM U
IPOU3BOJCTBEHHON MPAKTUKU pPa3padaThIBAIOTCSI METOJUYECKHE PEKOMEHIALMH Jis
CTYJCHTOB.

4.4. KaagpoBoe o0ecnieueHre 00pa3oBaTeibHOI0 mpoiecca

TpeboBanusa Kk KBaMpUKAIMKA TMEJArOTHYECKUX KaJpoB, 00ECIEeUnBaIOIIUX
o0yuenue no MJIK:
HaJlMyue BbICHIEro MPOdEeCCUOHATBLHOIO 00pa30BaHUs, HAJIMYHME KYpPCOB TMOBBIIICHUS
KBaTU(UKAKMKU TI0 COJECPNKAHUIO AUCIHUILIIMH MOJIYJIS WIM CTaXka paOOThl MO JTAHHOMY
HaIPaBJICHUIO ACSTEIHHOCTH.
TpeboBanus Kk KBamMUKAIMA TIEAArOTHYECKUX KaJpoB, O0ECICUUBAIOIINX
nposenenue [13, yueOHOM NMpaKTUKU:
JTUTUIOMUPOBAHHBIE CHICIIUAIMCTHI — MPENOIaBATEN MEKIUCITUTIITIMHAPHBIX KYPCOB.
TpeOoBanuss K KBaIM(PHUKAIMKA TEJATOTHYECKUX KaJPOB, OCYIIECTBISIOMIMNX
PYKOBOJCTBO IPOU3BOJICTBEHHON ITPAKTUKOM:
JTUTIIOMUPOBAHHBIE CIICIIMAIMCTHI — MIPENOAaBaTeId MK IUCIIUIUTMHAPHBIX KYPCOB.

5. KOHTPOJIb U ONEHKA PE3YJIbTATOB OCBOEHUSA
MNPO®ECCUOHAJIBHOI'O MOJAY.JISI (BUJIA TPODECCUOHAJIBHOM

AEATEJBHOCTHN)
Pe3yabTaTsl
OcHoOBHBIE OKA3aTEJIN OLICHKH ®opMBI M METOABI
(ocBOoeHHBIE TPO(ecCHOHAIBbHBIE
pe3yJabTara KOHTPOJISA M OLlEeHKH
KOMIICTEHIIUH)

IIK 6.1 Opranuzanus pabotsl ¢ | OcymiecTBiseT NpueM U nepBudHas | Texkymmii
JOKYMEHTaMU 00paboTKa BXOAAMMUX JOKYMEHTOB. | KOHTPOJIb B

Ocy1ecTBIIsIET IPEABAPUTENBHOE dopme:

pPacCMOTPEHHE U COPTUPOBKA - 3aIUTBI

JIOKyMEHTOB Ha PETUCTPUPYEMBIE U | IPAKTUUECKUX

HE PErUCTPUPYEMBIE. 3aHATHU;

ITonroraBnuBaeT BXOAALIUE - KOHTPOJIbHBIX

JOKYMEHTOB JIJIsl PACCMOTPEHUS paloT 1o Temam




PYKOBOIUTEIEM.

Perucrpupyer Bxoasimue
JIOKYMEHTHI.

OpranusyeT 10CTaBKY JOKyMEHTOB
UCIIOJTHUTEIISAM.

Bener 0a3y naHHBIX JOKYMEHTOB
OpraHH3aIiH.

3aHMMaeTCsl BECHUEM
MH(OPMaLIMOHHO-CIIPABOYHON
paboTHI.

OOGpabarbIBaeT U OTHPABIISIET
UCXOJALINE JOKYMEHTHI.
KonTpomnupyer UCIIOJIHEHUE
JOKYMEHTOB B OpraHH3aIiN

I[IK 6.2 Opra#uszanus TeKyLIEro
XpaHEeHHUsl JOKYMEHTOB

Pa3pabarbiBaeT HOMEHKIIATYpyY A€l
OpraHu3aluy (0OXBaThIBAIOIIEH BCIO
JOKYMEHTAITUIO CTPYKTYPHBIX
HOJpa3/ielIeHuil OpraHu3alnuu 1
OTBEYAIOIIEH BCEM NPEAbIBICHHBIM
K HE TpeOOBaHUSM).

IIpoBepsieT paBUIIBHOCTH
o(opMIIeHHS JOKYMEHTOB U
OTMETKH 00 WX UCIIOJIHEHUU TIepel
ux (POpMUPOBAHHUEM B JIEIO.
dopMynaHpyeT 3aroJIoBKU el U
OTIpeNieNsIeT CPOKU UX XpaHEHUS
®opmupyer aena (Tpynmnupyer
JIOKYMEHTHI B JIEJI0 U
CHCTEMaTH3UPYET JOKYMEHTBI
BHYTpPH JIeNIa).

KonTtponmpyer npaBUIBHOCTD U
CBOEBPEMEHHOCTb paclpeeIeHUs U
MIOJIIIMBKY JIOKYMEHTOB B JI€TIA.

IIK 6.3 Opranuzauus o0paboOTKu
JeT JUIs TIOCIIeTYIOIIET0 XPaHeHHs

CocraBisieT BHyTPEHHIOIO OIUCh
JIen 1711 0cO00 IEHHBIX JOKYMEHTOB
Odopmitser 1ena MmoCTOSHHOTO,
nonroBpeMeHHoro (cBeie 10 ner)
CPOKOB XpaHEHHUS.

OdopmsieT 0010KKH 1€
MOCTOSIHHOT0, JIOJITOBPEMEHHOTO
(cBbimie 10 1€T) CPOKOB XpaHEHUS.
CocraBJisieT onucu Jien
MOCTOSIHHOTO, TOJITOBPEMEHHOTO
(cBbiie 10 1€T) CPOKOB XpaHEHUS.
Ilepenaer nen B apXvB OpraHU3aluKN

MJIK.
IIpomexxyrounas
aTTecTalus B BUIE
sk3amena o MJIK.
Tekyiuii KOHTPOJIb B
(hopMe BBITTOTHCHUS
MPAKTUYECKUX 3aJaHHH
y4eOHOI 1
MIPOU3BOJICTBEHHOU
npakTuk 1o [IM.

IIpomexxyrounas
aTTecTanus B BUJE
KBaJIN(DUKALIMOHHOTO
9K3aMEHa 10 MOAYJII0




Pe3yabTarsl
(ocBoeHHBIE 001N E

OcCHOBHBIE TOKA3ATEJIH OLEHKU

DopMbI U METOABI

KoMmIeTeHIH) pe3yJabTara KOHTPOJISl M OLlEHKH
OK 01 Bwibupare cnocoOsl | [IpenocraBisars CTyJ€HTaM
pereHus 3a1a4 npo(ecCHOHAIBHON | BO3MOKHOCTh CaMOCTOSITENILHO
NESTeIbHOCTH TMPUMEHHUTEIFHO K | OPraHU30BBIBATH COOCTBEHHYIO
Pa3IUYHBIM KOHTEKCTaM NeSITeIbHOCTh,  BBIOMpAaTh  CHOCOOBI
pemieHus 3adad  npodeccruoHalbHOMN
NESTeIbHOCTH,  NPUMEHHUTENBHO K
pa3IMYHbIM KOHTEKCTaM.
OK 02 OcymectBuate 1OUCK, | [IpenocraBisats CTyJEHTaM
aHaJn3 u MHTEPIIPETALNIO | BO3MOKHOCTb CaMOCTOSITENILHO
uHpopManKuy, HEOOXOAUMOW ISl | OCYIIECTBIATH MOUCK, aHATH3 M OLCHKY
BBITIOJTHEHUS 3a1a4 | HHpopMaIun npu BBITIOJTHEHUH
po(heCcCHOHALHOM JISATEIILHOCTH | CAMOCTOSITEIILHON pabOTHI.
OK 03 [1nanupoBaTh u | [IpenocraBnsrsb CTyJE€HTaM
pealin30BbIBaTh COOCTBEHHOE | BO3SMOXKHOCTh  JUIsl  JIMYHOCTHOTO U

npodeccHoHaIbHOE W JTMYHOCTHOE
pa3BuTHE

po(eCCHOHANIBHOTO Pa3BUTHUSA, YUMTh
CTYACHTOB CTaBMUTh LIEJIH U JOOUBAThCA
UX peaIn3alNH.

OK 04 Pabotath B KOJ/IEKTHBE U
KOMaHJIe, 3¢ heKTHBHO
B3aHMMOJICHCTBOBATh C KOJUIETaMHU,
PYKOBOJCTBOM, KJIHEHTaMHU

Vcnonb3oBaTh Ha Y4eOHBIX 3aHATHAX
KOJUIEKTUBHBIE bopmbl paboThl,
aKLICHTUPOBAThH CTyJ€HTaM
HEO0OXOUMOCTh BOWTH B TpPYyNIy WIH
KOJUIEKTUB U BHECTHU CBOW BKJIAJ.

OK 05 OcymecTBisTh yCTHYHO H
MMCbMEHHYI0 KOMMYHHUKAIMIO Ha
rocy1apCTBEHHOM SI3BIKE
Poccuiickoit @enepanuu ¢ ydeTom

IIpu BBINOJIHEHUH 3aJaHuM no
peaMeETy oOpariath BHUMAaHHUE
00y4JaromIUXCsl Ha YCIHENIHOE BIIaJICHHE
SI3bIKOBBIMU CPEJICTBAMU - YMEHHUE SICHO,

0COOEHHOCTEH  COLMAJIBHOTO U | JIOTMYHO U TOYHO M3J1araTh CBOIO TOUKY

KYJIbTYPHOT'O KOHTEKCTa 3peHusi, HUCIOJb30BaTh  aJ€KBATHBIE
A3BIKOBBIE CPEACTBA

OK 06 IIposBaste rpaxnaHcko- | [IpenocraBisath CTyJIEHTaM

MaTPUOTHYECKYIO MO3ULHIO, | BO3MOKHOCTb CaMOCTOSITEIILHO

JIEMOHCTPUPOBATH OCO3HaHHOE | paboTaTh ¢ (PUIOCOPCKUMU TEKCTaMHU,

MIOBE/ICHNE Ha OCHOBE | IPOBOJUTH  CPABHUTEIBHBIM  aHAJIN3

Tpa,HI/IHI/IOHHI)IX O6HIG'—IGJ'[OB€‘I€CKI/IX
[EHHOCTEN

MNpEaACTaBJICHHOIO Marcpuaiga, YMCETb
APryYMCHTUPOBATH COOCTBEHHOE MHEHHE

OK 07 CopelicTBOBaTH
COXPAHEHUIO OKPYXAIOUIEH Cpebl,
pecypcocOepexenuto, 3hhHeKTUBHO

HOOIJ.IpSITL 9KOHOMHO€ HCIIOJIb30BAaHUC
CTyACHTaMU MaTCpHralIbHBIX n
OHEPTCTUYICCKUX PECYPCOB OPraHu3aluu

JNENCTBOBATh B YPE3BBIYANHBIX
CUTYaLUAX
OK 09 Hcnons3oBate | [loompsaTe MCnosnb3oBaHuE CTYJIEHTAMH

HH(bOpMaHHOHHBIC TCXHOJIOTHHU B

HOBBIX I/IH(I)OpMaI_II/IOHHBIX TEXHOJIOT Uit

npodeccuoHaNbHOM EATEIbHOCTH | IIPH oopmiIeHnn pe3yabTaTOB
CaMOCTOSITEJIbHOW PaOOTHI.

OK 10 ITons3oBartses | I[IpenocraBiars CTyJEHTaM

npodecCuOHATBHON BO3MOXKHOCTh HCIIOJIb30BaTh B paboTe

JTOKyMEHTaIen Ha | HOPMaTHUBHYIO JOKYMEHTAIUIO B

rOCYJapCTBEHHOM M HMHOCTPAaHHOM | 001acTH JIeJIONPOU3BOICTBA Ha

A3bIKAX roCyJapCTBEHHOM ¥ MHOCTPaHHBIX

SA3BbIKax

WNutepnperanus
pe3ynbTaToOB
HaOJo1eHui 3a
JESTENbHOCTHIO
oOy4arorierocs B
nporecce
OCBOEHUS
o0pa3oBaTenbHOI
MIPOrPaMMBI




NMPUJIOKEHUE 1

K paboueit mporpamMmme npoheccuoHaIbLHOTO MOTY IS

IIJIAHUPOBAHUE YYEBHBIX 3AHSTHUIA C UCHOJIb30BAHUEM AKTUBHBIX U HHTEPAKTUBHBIX ®OPM U
METOJ10OB OBYYEHUSA CTYAEHTOB

Ne n/m AKTHBHbBIE H
Koa ¢popmupyembix
Tema yuyeOHOr0 3aHATHS HHTEPAKTUBHBIE (POPMBI H .
KOMIIeTeHIIH i
MeTobl 00y4eHus!
1. [IpakTrueckoe 3aHsTHE Pabota B MmanbIx rpynmnax OK 01, OK 02, OK 03, OK 04,

[Tpodeccuonanpusiii crangapt 07.002
«CrenmanucT 1o OpTraHU3aIMOHHOMY, JIOKyMEHTAIMOHHOMY "
WHGOPMAIIMOHHOMY 00CCIICYCHHIO YIIPABIICHUS OpraHU3aIuei»

OK 05, OK 06, OK 07, OK 09,
OK 10

2 Nzyuenne 'OCT P 7.0.97-2016 CMBU /1. Opranu3aiimoHHO-pacopsIUTEIbHAS Pabora B manwix rpymmax OK 01, OK 02, OK 03, OK 04,
OK 05, OK 06, OK 07, OK 09,
nokymeHTanus. TpeboBanust K 0pOPMIICHUIO IOKYMEHTOB OK 10
3. . ['pynmnoBeie 06CyxkaeHUS OK 01, OK 02, OK 03, OK 04,
N3yuenne [IpuMepHO HHCTPYKIIMM 1O JEIONPOU3BOJCTBY B
OK 05, OK 06, OK 07, OK 09,
rocynapctBeHHbIX opranu3anusx ([Ipuka3s Pocapxusa ot 11.04.2018 N 44) OK 10
4, Oco0eHHOCTH B3aUMOOTHOIIIEHUH PYKOBOJIUTENCH U MOJYMHEHHBIX B [IpumeneHnne MeTon10B OK 01, OK 02, OK 03, OK 04,
OpraHu3alH, IICUXO0JIOTUSl PYKOBOJCTBA U NTOAYUHEHHUS npoOJIEMHOTO O0y4YeHHS OK 05, OK 06, OK 07, OK 09,
OK 10
5. [IpaBuina mpuemMa 1 nepBUYHON 00PaOOTKU BXOSAIIMX IOKYMEHTOB I'pynmnoBblie oOcykaeHUs OK 01, OK 02, OK 03, OK 04,
OK 05, OK 06, OK 07, OK 09,
OK 10
6. Kpurepun paznenenus JOKyMEHTOB Ha IPYIIIBI B COOTBETCTBUH C LIEHHOCTHIO Pa300pbl KOHKPETHBIX OK 01, OK 02, OK 03, OK 04,

nH(pOpMaIIUHY, COAEpIKAIICHCs B HUX

CUTyaluin

OK 05, OK 06, OK 07, OK 09,
OK 10




JUCT AKTYAJIM3AIIUU PABOYEHN ITPOT'PAMMBI

Jlara
aKTyaJu3aluu

PGSYJILTaTBI AKTyaJIn3alnuunu

dammnna N.0. u noanuch
JINIIa, OTBETCTBEHHOTO 3a
AKTyJIN3ALUIO0




