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PABOYAS [TPOTPAMMA YUEBHOU JIMCLIUTIIMHbI
OI1.01 ITPABOBBIE OCHOBbI JAEJIOITPON3BO/ICTBA B OPTTAHU3 AL

1.1. O6aacTs npuMeHeHHs padoueii MporpaMMbl

PaGouas mnporpamma y4yeOHOW [AHUCHUMIUIMHBI SBISETCS YACThIO MPOrPaMMBI IO
cnenuanbHocTH «CekpeTapb-aAMUHUCTPATOP.

1.2. MecTo y4eOHOI HMCUMIJIMHBI B CTPYKTYpe MPOrpaMMbl MOATOTOBKHU: Y4cOHas
JTUCITUIIMHA BXOAMT B 00IIETIPOdECCHOHATBHBIN ITUKIL.

13. Heaum u 3agayd JUCHUIUIMHBI — TPeOOBaHHS K Ppe3yabTaTaM OCBOEHUs
AUCUHMITUHBI

B pe3ynbraTe 0cBOECHUS AUCHUIUIMHBI 00 yJaIOUIUIICS T0KEH YMETh!

—aHaJU3UpPOBaTh, TOJKOBAaTh M TPABUILHO MPUMEHSITH MPABOBBIE HOPMBI, MPUHUMATH

pELIEHNs U COBEPIIATH IOPUINUECKUE JEHCTBHS B TOUHOM COOTBETCTBHHU C 3aKOHOM;

—0(hOopMIIATh JOKYMEHTHI B COOTBETCTBUU C TPEOOBaHUSMHU TPAKIAHCKOTO, TPYAOBOTO

3akoHoAarenscTBa Poccuiickoir ®Denepalii ¥ JIOKaIbHBIMA HOPMATUBHBIMH aKTaMH

OpraHu3aIiiy;

B pe3ynbpTaTe 0cBOCHMS TUCHUILUIMHBI O0YYAOIINIICS JOKEH 3HATD:

—OCHOBHbIE IIPUHLUIIBI OPraHU3alUU JEJIONPOU3BOJICTBA U IOKYMEHTOO00POTA;

—OCHOBHbIE TIOHATHSA JOKYMEHTAIIMOHHOTO O0ECIIeueHus YIIpaBICHHUS;

—TIpaBujIa OpraHu3aluy paboyero MecTa JeJI0IpOU3BOIUTENS.

1.4. KonuuecTBO 4acoB, OTBEICHHOE Ha OCBOEHUE TPOrPaMMbl Y4EOHOMN AUCIUTLITUHBI
MakcuMaibHas ydyeOHas Harpys3ka cryieHta -30 4acoB, B TOM 4uCIle: oOs3aTenbHas ayJuTopHas
yueOHas Harpy3ka - 30 yacoB.

2. CTPYKTYPA U COJEPKAHUE YUEBHO! JUCIUATLJIMHBI
2.1. O6beM yueOHOM TUCIUIUTMHBI U BU/IbI y4eOHOM paOoTHI.

Bun yue6Hoii pabotsl O6beM yacoB

MakcumainbHas yueOHast Harpyska (BCero) 30

OOs3aTenbHas yueOHast Harpyska (Bcero) 30




2.2 TemaTuyeckuii IJIaH U coJiepKaHue YUeOHOH JUCHUTLUINHBI

HanmeHnoBanme Conep:kanue yueOHOr0 MaTepuaJia, JadopaTopHble U NPAKTHYECKUE PadoThl, O0be |[Ypose Konpbl
pa3/ies0B U TeM CaMOCTOSITe/IbHAsA padoTa 00y4YaKIIUXCS. M Hb KOMIIeTeHIHiA,
4acoB (OCBOeH | (popmMupoBaHH
ust 10 KOTOPbIX
CIocoocTBYeT
3JIEMEHT
NMPOrpaMmbIl
1 2 3 4 )
Tema 1 HopmatusHble [Coaep:kanue yueOHOI0 MaTepuajia
[IPaBOBBIE AKTHI,
oTIpeIensionIe JIOKYMEHT ¥ €ro MeCTO B CUCTEME yIpaBJicHHs. [JOKyMEHTOBEIEHUE KAK JUCIIUIIIINHA OK 2-OK 6
HOPATOK U €€ CBSI3b C JPYrUMHU JUCHMIUIMHAMHU. 3aKOHOJAATEIbHBbIE IPABOBBIE aKTBHI,
TOKYMEHTAIHOHHOTO pernmaMeHTHpylomMue co3gaHue U opOopMJIEHHE  JOKYMEHTOB. JIOKYMEHTHI
T —— 10 JIeJIONPOU3BOJCTBY, KaJpaM U apXWBHOMY XpaHeHHI0. OCHOBHbIE (enepanbHbIe 8 2
3aKOHBI, PETYNHUPYIOLIKE JET0NPOU3BOJICTBO. ApXHMBHOE JEIONPOU3BOACTBO.
®denepanbHOE apXUBHOE areHTCTBO.
Conep:xanue y4eOHOro MarepuaJia
Tema 2. HopmarusHo-
METOIMYECKHIE HopmaTUBHO-METOIMYECKUE  aKThl, ONPEACNSIONME TOPAJOK  CO3JaHHUS U OK 2-OK 6
ITOKYMEHTHI, opopmienus  nokymeHToB.  Crammaptel.  WucTpykuumu.  WHCTpykmus 1o
ONpeAeIAoIne NIEJIONIPOU3BO/ICTBY. TpeOOBaHUS K  JOKYMEHTHPOBAaHHUIO  YIPABICHYECKOM
MOPSIIOK NEATEIIBHOCTH Y OpTaHu3aIuy paOboOTHI c JTOKYMEHTaMHU 8 2
TOKYMEHTAI[MOHHOTO B IEJIONIPOM3BOJCTBE IOCYAAPCTBEHHBIX OpraHU3aIuil
o0ecrieueHus
yIIpaBICHUS

Tema 3

Conep:xanue y4eOHOro MaTepuaJia




CtpykTypa Cnyx0a [e10npoM3BOJACTBA B  OpPraHM3alMU. OJIEMEHTbl  OpraHHU3alMOHHOM OK 2-OK 6

OpraHu3aluy, CTPYKTYpPBI YIIPaBJICHUS.

PYKOBOJICTBO Opranu3arOHHO-TIPABOBbIE (POPMBI IPEITPUATHI

CTPYKTYPHBIX 8

MoIpa3ieICHHH,

BEJIOMCTBEHHbIE

TOKYMEHTBI

Tema 4 Cucrema Conep:kanue y4eOHOro MaTepuaJia 4

TOKyMEHTau1
Cucrema JIOKYMEHTALUH. YuubunupoBanHas cucreMa JIOKYMEHTAIUU.
YHuduuupoBaHHbI T0OKyMeHT. YHuuiupoBanHas ¢opma. Equnas rocygapcTBeHHas
cuctema  nenompousBoiactBa (EI'C/]). Emunas  rocymapcTBeHHass — cuCTEMa
mokyMmeHTarmonHoro ooecriedenust yrnpasienus (EI'CHOY): npuuuHbl ee cO3AaHUS.
OcoOeHHOCTH NPUMEHEHHUs TOJOKeHUH EnuHOM rocylapCTBEHHOM  CHCTEMBI
NIEJIONIPOM3BOJICTBA B OTpAaciAX S5 HApPOJHOIO XO3SMCTBA: Ha MNPEANPUATHIX, B
OpraHu3ausaX ¥ yupexaeHusx. MHCTpyKus no TOKYMEHTHPOBAHUIO YIIPABICHYECKON
nesitenibHOCTH. CTaHaapTU3alys B CUCTEMax JeIONpPON3BOCTBA.
Hroro 30

- s XxapakTepUCTUKH YPOBHS OCBOCHHUS Y4€OHOT'0 MaTepuaia UCIOIb3YIOTCS CAeAYoIe 0003HaueHus: | — 03HaKOMUTENbHBIN (Y3HaBaHUE paHee
M3YYEHHBIX 00BEKTOB, CBOMCTR);

- 2 — penpOoAYKTUBHBIH (BBITOIHEHUE IEATETLHOCTH MO 00pa3ily, MHCTPYKIIUU HITU TIO/I PYKOBOJICTBOM);



3. YCJIOBUSA PEAJIM3AIIMA PABOYEN ITPOT'PAMMBbI YYEBHOM JJUCIUILIUHBI
3.1. TpeGoBanusi K MUHUMAJIbHOMY MaTepUATbHO-TEXHUYECKOMY 00ecreyeHHI0

O6opynoBanue kabuHera:

—pabouee MecTO npernoaaBaress — 11T,

—KOMIUJIEKThI CHEIHMaNu3UpoBaHHON MeOenu ywammxcsi- 20 yueOHbIx cronoB, 40 cTynbeB, J0cKa
KjaccHasg- 1T, mpoekTop - 1T, skpan-1mrT,

—KOMITBIOTEPHI C YCTAHOBJICHHBIM JIMIICH3MOHHBIM ITporpaMMubiM obecrieuernem: OC Windows, MS
Office, 7-Zip , Adobe Acrobat Reader, Comodo Internet Security, Koncynbrant mitoc, 1C:IIpeanpusitue,
C BBIXOJIOM B ceTh «/HTEpHET» U TOCTYIOM B JIEKTPOHHYIO HHPOPMALMOHHO-00pa30BaTEIbHYIO CPELY.

3.1. UudopmannoHHoe odecriedeHue 00ydeHust

Ilepeuyenn yueOHbIX n31aHuil, UHTEepHET-pecypcoB, A0NMOJHUTEIbHOM JTUTEPATYPbI

1. @enepanbubiii 3akon Ne 125-®3 ot 22.10.2004 «OO6 apxuBHOM nene B Poccuiickoii
denepanuny;

2. ®enepanbubiii 3akoH Ne 53-03 ot 01.06.2005 «O rocymapcTBeHHOM si3bike Poccuiickoit
®enepanuny;

3. ®enepanbubiii 3akoH Ne 63-D3 ot 06.04.2011 «O6 snekrponHoit moanucu» (I[loarorornena
peaaKkuus J0KyMEHTa ¢ U3BMEHEHUSIMHU, HE BCTYIUBIIMMHU B CUITY);

4. ®epepanphbnii 3akoH Ne 149-@3 ot 27.07.2006 «O6 wunHpOpManuu, HHPOPMALUOHHBIX
TeXHONOTUSIX M O 3amure wHpopmamum» (IlogroroBnena pemakuus JOKYMEHTa C HM3MEHEHUSIMH, HE
BCTYNUBILKMU B CUILY);

5. ®enepanbubiii 3akoH Ne 184-®3 or 24.12.2002 «O TEXHUYECKOM pEryJIUPOBAHUU»
(ITogroToBneHa pegaxius JOKyMEHTa ¢ U3MEHEHUSMHU, HE BCTYIUBLINMH B CUITY);

6. IlocranoBnenue IlpaButenncTtBa Poccuiickoit ®eneparuu Ne 477 ot 15.06.2009 «O6
yrBepxaenun I[IpaBun nenonpousBoacTBa B (pelepanbHBIX OpraHax HUCHOJHUTENBHON BIAcTHY;
[Tocranoenenne IlpaBurennscrBa Poccmiickoit @eneparun Ne 1268 ot 27.12.1995 «O6 ymopsnodeHun
W3TOTOBJICHUSI, WCIIOJIb30BAHUSA, XPAaHEHUS U YHUYTOXKEHHUS meuyaTeil ¥ OJaHKOB C BOCIPOU3BEIECHUEM
lNocynapcrsennoro rep6a Poccutickoit denepanuny;

7. Ilpuka3 Pocapxusa Ne76 ot 23.12.2009 «O0 yTBepxkaeHUN MeToaNYeCKuX PeKOMEH AUl 1o
pa3paboTKe MHCTPYKLUH 110 IeJIONPOU3BOJICTBY B (pe/iepaibHbIX OpraHaxX UCIIOJHUTEIBHON BIACTH;

8. TOCT P 50922-2006. 3amuta nunpopmanuu. OCHOBHbIE TEPMUHBI U OIIPEICTICHHS.

4. KOHTPOJIb 1 OLIEHKA PE3YJIbTATOB OCBOEHMS YUEBHOM JUCIUILIWHBI

PesynbTaThl 00y4eHus1 (0OCBOCHHBIC YMEHHS, PesynbTaThl 00y4eHusi (0CBOCHHBIC YMEHHS,
yCBOCHHBIE 3HaHU) POPMBI M METOABI yCBOCHHbIC 3HAHHUA) DOPMBI M METOAbI KOHTPOJISA
KOHTPOJISA M OLICHKH Pe3y/1bTATOB 00y4eHus! 1 OLICHKH Pe3yJIbTaTOB 00y4eHHs

COJIEp/KaHUs U HA3HAYEHUS BAKHEHIINX COJIEp’KaHUs U HA3HAYECHUS BAKHEHIINX MPABOBBIX U

IMMPaBOBBLIX U 3aKOHOAATCIIbHBIX dKTOB MUPOBOI'O 3aKOHOAATCJIIbHBIX aKTOB MUPOBOI'O U
N pErUOHAJIBHOI'0 3HAYCHHA, MECTA U POJIM IIpaBa | PEruMOHAJIbHOTO 3HAUCHU A, MECTA U POJIA IIpaBa B

B rocynapctse; [loaroroBka cooOmieHuH, rocyaapctse; [lonroroBka cooOIieHu, T0KIAI0B,
JTIOKJIaJI0B, KOMITBIOTEPHBIX MTPE3CHTAIINN. KOMITHIOTEPHBIX TIpe3eHTaIuid. Beimonnenne
Brimmosraenne moMantHux 3agaHuM, JIOMAITHUX 3a/IaHUH, MPAKTHYECKUX PadoT.

NPaKTUYECKUX padoT.

COHAJIBHBIX U DOKOHOMHWYCCKHX HAYK, CONHAJIBHBIX U S9KOHOMHNYECKHX HaYK,
HCIIOJIB3YCMbIX ITPU PCIHICHUHN COLUAJIBHBIX U HCIOJIb3YCMBIX ITPU PCHICHUN COLIUAJIBHBIX U
HpO(I)eCCI/IOHaJIBHBIX 3aga4, IloaroroBka HpO(beCCI/IOHaHLHLIX 3aaay, IloaroroBka
COO6H.ICHHI>1, AOKJIaA0B, KOMIIBFOTCPHBIX COO6LI_[CHPII>'I, JOKJIaA0B, KOMIIbFOTCPHBIX

Ipe3eHTalni. BeinonHenne 1oMalHuX 3ajaHuid, | NMPe3eHTalui. BeIlloTHeHne TOMalllHUX 3a0aHNM,




MPaKTUYECKUX PaboT.

MPaKTUYECKUX PadoT.

OCHOBHBIX TTos10’)keHui Konctutymuu P®;
IToaroroBka cooOIEHHH, TOKIIAI0B.
BrinonHeHue qomaiHero 3agaHus,
NPaKTUYECKUX padoT.

OCHOBHBIX TTos10)keHu Konctutymuu PO;
IToaroroBka cooOILIeHNH, TOKIaa0B. BeImoaHeHne
JIOMAIITHETO 3aJIaHus, TPAKTUYECKUX padoT.

OCHOBHBIX METOJIOB U CPEJICTB HAKOIUICHHUS
I0pUIn4ecKkoil nHpopmanuy; Beimonnenue
JIOMAIITHUX 3aJJaHHi, TPAaKTHIECKUX padoT.
IToaroroBka cooOIEHNI, JOKIAL0B. METOIUKHI
HPUHATHS PEIICHUH ¢ y4eTOM TpeOOBaHU
3akoHoJaTenbCcTBa; [loaroToBka cooOLieHNH,
JOKJIa[I0B, KOMIIBIOTEPHBIX IPE3CHTALU.
BeinosniHeHne npakTuyeckux padorT.

OCHOBHBIX METOJIOB U CPENICTB HAKOIUICHHUS
I0puIn4ecKkoil nnpopmanyu; Beimonnenue
JIOMAIITHUX 3aJJaHHi, TPAaKTHIECKUX padoT.
IToaroroBka cOOOIIEHNH, JOKIAI0B. METOINKH
NPUHATHS PEIICHUH ¢ y4eTOM TpeOOBaHUI
3aKoHOJaTenbCTBa; [ToaroToBKa COOOLICHUI,
JIOKJIa[I0B, KOMIIBIOTEPHBIX IPE3CHTALU.
Beinonnenue npakTuyeckux pador.

BBIABJISITh B3aUMOCBSA3b PErMOHATIBLHBIX, MUPOBBIX
COLIMATLHO-3KOHOMHYECKHX, ITOJIJUTUUECKUX U
KyJIbTYpHBIX 1po0iem; [loaroroBka cooOuieHui,
JIOKJIaJI0B, KOMITBIOTEPHBIX MPE3CHTAIUH.
Brmmosmmenne moManiaero 3agaHus,
IPAKTUYECKUX padoT.

BBISIBIISITH B3aUMOCBSI3b PETHOHAIBHBIX, MUPOBBIX
COLIMAIBHO-9KOHOMHUYECKUX, TOJTUTUICCKUX U
KYJIBTYpHBIX ITpo0iieM; [ToaroroBka cooOrieHui,
JIOKJIAJIOB, KOMITBIOTEPHBIX MPE3CHTAIUH.
Brimonnenne JAOMAIIHET 0 3alaHus, IIPAKTUYCCKUX
pabor.

OIpEAEIIATh OPraHU3alMIOHHO-TIPABOBBIE (DOPMBI
opranusanuil. HaxoguTs 1 UCnoss30BaTh
HEOOXO0IUMYIO IOPHINYECKYI0 HHPOPMALIUIO;
IToaroroBka cooOIeHNI, JOKIIANOB,
KOMIIBIOTEPHBIX NIpe3eHTali. BolnonHeHne
JIOMAIIIHET0 33/1aHus, IPAKTHYECKUX PadoT.

OTIPEICIIATh OPTaHU3AI[HOHHO-TIPABOBBIC (DOPMBI
opranuzanui. HaxoauTe u ncnoab30BaTh
HEOOXOIUMYIO FOPUIUIECKYI0 HH(DOpMAIIHIO;
IToaroroBka cooOIIEeH I, TOKIAI0B,
KOMITBIOTEPHBIX IIpe3eHTauuil. BoinonHnenue
JIOMAIITHETO 3aJaHMsl, IPAKTUIECKUX PadoT.

3alllMILIATh CBOU MpaBa B COOTBETCTBUU C
TPaKJIAHCKUM, TPaXXIaHCKO-TIPOLIECCYAIbHBIM U
TPYJIOBBIM 3aKOHOJATENbCTBOM; [loaroroBka
COOOIIIEHUH, TOKIIaI0B, KOMITBIOTEPHBIX
npe3eHTanuil. BeimonHeHrne n1oMairsero
3a/IaHMs, MPAKTUIECKUX padoT.

3allMIIATh CBOU MTpaBa B COOTBETCTBUU C
IPaKJaHCKUM, TPakIaHCKO-TIPOLECCYAIbHBIM U
TPYZIOBBIM 3aKOHOJATENbCTBOM; [loaroroBka
COOOIIIEHUH, TOKIIa10B, KOMITBIOTEPHBIX
Mpe3eHTannil. BemonHeHne 1oMalrHero 3a1aHuus,
MPAKTUYECKUX padoT.

3¢ (HeKTUBHO UCIIOIB30BaTh MH(POPMAILIMOHHbIE
pecypcsrl; [ToaroroBka cooOieHni, JOKIAI0B.
Brmmonxenue qoMantHero 3agaHus,
MPAKTUYECKUX padoT.

3¢ (HEeKTUBHO UCTIOTIB30BaTh HHPOPMAIIMOHHBIE
pecypcsr; [ToaroroBka cooOmeHn, JOKIAI0B.
BrimonHeHune fomaiiiHero 3ajaHusi, NpakTHYeCKUX
pabor.

NpUHUMATH 3((HEKTUBHBIE PEHICHUS] C YUETOM UX
IOpUINYECKUX nocieacTBruid; [loaroroBka
COOOIIIEeHHUH, JOKIAT0B

NPUHUMATH 3((HEKTUBHBIE PEHICHUS C YUETOM UX
IOpUANYECKHUX nocneactsuit; [loaroroBka
COOOIIIEHHUI, JOKIIAT0B

YBEPEHHO OPUEHTUPOBATHCS B YCIOBUAX
MOCTOSTHHO M3MEHSIOIICHCS MPaBOBOM Oa3bl.
[ToaroroBka KOMIBIOTEPHBIX MPE3EHTALIHI.
BrinonHeHnue foMaiHero 3aiaHusl.

YBEPEHHO OPUEHTHUPOBATHCS B YCIOBUSIX MTOCTOSIHHO
M3MEHsIoMelics mpaBoBoi 0a3bl. [loaroroBka
KOMITbIOTEPHBIX NIpe3eHTalui. Boinonnenue
JIOMAIITHET O 3aJIaHHus.




Pe3yabTaTnl
OCBOEHMA
nporpammbiPesyn
bTAThI (OCBOCHHbIE
oouue
KOMIIETEHIIMH)

OcHOBHBIE MOKA3aTeJH OLlEHKH
pe3yJbTara

®opMbI 1 METOABI
KOHTPOJIA U
OIlEHKH

IToHuMaTh CyIHOCTD U
COLMAIIBHYIO 3HAYMMOCTh CBOEH
Oynyuieit npodeccuu, IposBIATH
K HEH yCTOMYMBBIN UHTEpEC.

- IEMOHCTpAIHs HHTEepeca K Oymyien
npodeccuu B IpoIriecce OCBOCHUS
00pa3oBaTebHON IPOTPAMMBI, Y4aCTHUs
B HOVY, omummmangax
poQeCcCHOHATIBHOTO MAaCTEPCTBA,
(dhecTuBasIAX, KOH(EPCHIIHSIX.

Opranu3oBbIBaTh COOCTBEHHYIO
JIEATEIBbHOCTD, UCXO/IS U3 LIEJIN H
CII0CO0O0B €€ TOCTHIKEHMS,
OTIPE/ICIICHHBIX PYKOBOIUTEIICM.

- 000CHOBaHHWE BBIOOpA ¥ IPUMEHEHUS
METOIOB ¥ CITIOCOOOB PEIICHUS
npodeccCHOHABHBIX 33/1a4, HCXO/IS U3
LICJIH U CIOCOOOB €€ JIOCTHKCHHUS,
OTIPE/ICIICHHBIX PYKOBOJAHUTEIICM;

- IeMoHcTparus 3pPeKTUBHOCTH U
Ka4eCTBa BBIITOJHCHUS
npodeccHoHATBHBIX 33/1ad.

AHanmM3upoBath pabouyio
CUTYalHIO, OCYIIECTBIISATH
TEKYIIUH U UTOTOBBI KOHTPOJIb,
OLEHKY M KOPPEKIIHIO
COOCTBEHHOMH JEeSATEILHOCTH,
HECTH OTBETCTBEHHOCTH 3a
pe3yNbTaThl CBOEH pabOTHI.

-JIEMOHCTpAIUs CIIOCOOHOCTH
aHAJIM3UPOBATH PA0OUYIO CUTYALINIO,
OCYLIECTBIIATh TEKYIIUNA U UTOTOBBIN
KOHTPOJIb, OLIEHKY U KOPPEKIIHIO
COOCTBEHHOM JEATENbHOCTH, HECTH
OTBETCTBEHHOCTb 32 PE3YJIbTAThI

CBOEH pabOTHI

OcCymIecTBISTh TOUCK
uH(pOopMaIu, HEOOXOJUMOM TSI
3¢ (HEeKTUBHOTO BHITIOTHEHHUS
npodecCHOHANBHBIX 3a]1au.

- HaXOXKJICHHE U MCIIOJIb30BaHHE
uHpopmanuu ais 3hHeKTHBHOTO
BBINTOJTHEHUS TPO(ECCHOHANIBHBIX 33714

Hcnonb30BaTh HHPOPMAITMOHHO-
KOMMYHUKAI[HOHHbIE TEXHOJIOTUH
B IpoecCHOHATBLHOM
JIeATEIbHOCTH.

[ ieMOHCTpaIisl HaBBIKOB
WCIOJIb30BaHUS WH(OPMAIIMOHHO-
KOMMYHHKAITUOHHBIX TEXHOJIOTUH B
npodeccroHabHOM IeATEeNbHOCTH

PaGorarts B kOMaH €,
a¢dhekTUBHO 00IIAaThCS C
KOJIJIETaMH, PYKOBOJICTBOM,
KITUCHTaMH.

- B3aUMOJCWCTBHE C CTYICHTAMH,
mpernojaBaTeNiiMd M MacTepaMH B
x0J/1e 00ydeHus

HaGmonenue u
OIICHKA
JIOCTHKECHUH,
CTYyJEHTa Ha
MPaKTUYECKUX
3aHATHUAX, yUSOHOU
u
MIPOU3BOJACTBEHHON
MIPAKTHUKE




W cTIONHATH BOMHCKYIO - IEMOHCTpAIUs TOTOBHOCTH K
00513aHHOCTH, B TOM YHCJIE C WCTIOJTHEHUIO BOMHCKOW 00s3aHHOCTH
MPUMCHCHUCM IMOJIYYCHHBIX
npodecCHOHATLHBIX 3HAHUM (IS
FOHOIIICH).

PABOYAS ITPOTPAMMA VUEBHOI JIUCLIUITJIMHBI
OI1.02 KOHOUAEHIINAJIBHOE AEJOITPOU3BOACTBO. 3AILIMTA
INEPCOHAJIBHBIX TAHHbBIX

1.106s1acTh NpuMeHeHusi pado4eii MPporpaMmabl

Pabouas mporpamMma yueOHOH IUCHMIUIMHBI SBJISETCS YAaCTHIO MPOrPAaMMBI 10 CHEIMAIbHOCTH

«CekpeTapb-aIMUHUCTPATOPY.

1.2 Mecto y4eOHO#i AMCUMIUVIMHBI B CTPYKTYpe HNPOrpaMMbl MOArOTOBKHM: YueOHas

JUCLUIUIMHA BXOAUT B 001IeNnpodecCHOHaNIbHbIN UK.

Ilesm ocBoeHMss JMCHUIVIMHBI — (QopMupoBaHMEe Yy Ciyliaresled  KOMIETEHIMH,

obecreynBalOIUX MNPO(PECCHOHANBHYIO JAEATENbHOCTh B cdepe OpraHu3alliOHHOTO U

JOKYMEHTAI[MOHHOTO 00ecCrHeyeHHsl JesTeIbHOCTH OpraHu3aluid JrObIX OpraHU3alMOHHO-

IIPaBOBBIX (OPM, O3HAKOMJIEHHE CIylIaTeNell C OCHOBHBIMU TEOPETUUECKUMHU aCIIEKTaMHU.

B pesynbrare oCBOCHUS AUCIUIUTMHBI 00YUIaIOUIUNCS JOJKEH 3HATH
—HOPMAaTHBHbIE IPABOBBIE AKTHI B 00JIACTU OPraHU3aLKU YIIPABIEHYECKOMN NeSATEIbHOCTH;
—OCHOBHBIE MTPaBHUJIAa XPAHEHHSI U 3aIIUTHI CIy)eOHOW HH(DOpMALIUH.
B pe3ynbrare 0CBOGHUS TUCHUITIIMHBI 00YYaIOLUIUiCs JOIKEH YMeTh:

-—IIPUMEHATh HOPMATUBHBIE [IPABOBbIE AKTHI B YIIPABJIEHYECKOU JEATEIBHOCTH.

OK [I:IloHMMare CyIIHOCTb M COLMAJIbHYIO 3HAYMMOCTb CBOeW Oynymied mpodeccun,
MIPOSIBJIATH K HEW YCTOWYMBBIN

OK 2:Opranu3oBbIiBaTh COOCTBEHHYIO J1€ATEIbHOCTh, BHIOMPATh TUIIOBBIE METOABI U CIIOCOOBI
BBITTOJIHEHUS

npodeccuoHaNbHBIX 33/1a4, OLIEHUBATh UX 3()(PEKTUBHOCTH U KaYECTBO.

OK 3:IlpuHuMaTh pelieHus B CTaHAAPTHBIX M HECTAHAAPTHBIX CUTYalUSX U HECTH 3a HUX
OTBETCTBEHHOCTb.

OK 4:OcymiecTBinsiTh MOUCK M  HCHOJBb30BaHWE HMH(POpPMALMM, HEOOXOAUMOM  uIs
3¢ (HEKTUBHOTO BBITOIHEHHS

npodecCHOHATBHBIX 33/1a4, TPO(ECCHOHANBHOTO U IMYHOCTHOTO Pa3BUTHUS.

OK S:Mcnonb3oBaTh MH(OPMaLlMOHHO-KOMMYHHKAIIUOHHBIE TEXHOJIOTH B
npodeccnoHanbHOM A TEeNbHOCTH.

OK 9:OpueHTupoBaThbcs B YCIOBUSX YaCTOM CMEHBI TEXHOJIOTWUH B MNpodeccroHaIbHON
JESITENBHOCTH.

[IK 1.7:CamocrosiTenbHO paboTaTh C JOKYMEHTaMH, COJACPXAIIUMH KOH(HICHIIHAILHYIO
nH(pOPMaIHIO, B TOM YHCIIE C JOKYMEHTaMU 110 IUYHOMY COCTaBYy.

PexoMeHnyemoe KOJIMYECTBO YACOB HA OCBOEHHE MPOTPaAaMMBbI MEKIMCIUIIHHAPHOTO Kypca:
MaxkcumanbHOH y9eOHO!H Harpy3Ku oOydatonierocst 32 4acoB, B TOM YHUCIIE:
00s13aTeNIbHON ayIMTOPHON yueOHOM Harpy3ku obydaromierocs 32 yaca.



2.2 TemaTu4ecKMii IJIAH U co/iepPKaHMe YUeOHOM TUCIUTITHHBI

HaunmenoBanue
pa3iesioB U TeM

Conep:kanue yueOHOro MaTepuaJia, JadopaTopHble U NPAKTHYECKUE PadoThl,
caMoCTosiTeJIbHAsI padoTa 00y4aroIMXxcs.

O0Le

4qacoB

'YpoBe
Hb
OCBOEH
ust

Konnl
KOMITETeHIINH,
(popmupoBanu

10 KOTOPBIX
cnocodcTByeT
3J1eMeHT
NPOrpamMMblI

1

5

Paznen 1. IlonsaTue
KOH (U IeHIIHAJIbHOI
uHpopMaAUN 1
TOKYMEHTOB

Conep:xxanue ydueOHOro MaTepuaJia

Tewma 1.1.I1onsTre U BUaBI KOHGUACHIUATEHONW HHGOPMAIIUH, TIOJISKAIINE 3aIUTE B
COOTBETCTBHUHM C JEHCTBYIOIINUM 3aKOHOAATEIHCTBOM.

Nzyuenune pexomenoBanHOM utepaTypbl. CocTaBieHue ciioBaps moHATUi. M3ydyenue
®enepanpHoro 3akoHa «O0 nHpopmaluu, HHOPMAITMOHHBIX TEXHOJIOTHSAX U 3aIUTE
nHpopmanum» ot 27.07.2006 Ne 149-d3. CocraBnenue Tadbauisl «Buas
KoHGueHMaabHON nHpopMmarn». 3ydyenue [locranosnenus IIpasurensctsa PO ot
03.11.1994 No 1233 «O6 yrBepxkaenuu [lonoxxenus o mopsiike oOparieHus co ciyxeOHoi
nH(popMalnuei OrpaHMuYEHHOT0 PacpOCTPaHEHUs B (peiepabHbIX OpraHax
UCTIOJHUTENBbHOU BacThy». Onpenienenue nopsaaka A10cTyna K nHpopMaluu, COCTaBIsIomen
pa3auyuHbIe BUIbI MPOPEecCHOHANBHOM TalHbI. OnpeieneHe BUI0B JOKYMEHTOB U
nH(pOpMaIIUU, KOTOpast He MOKET ObITh OTHECEHa OpraHu3anuel K KoHQUACHINaIbHON
nH(popManun

OK 2-OK 6

Tewma 1.2. Onpenenenne cocraBa KOH(GUACHINATBHBIX JOKYMEHTOB

OcobeHHOCTH KOH(DHUACHIINATIBHOTO JIEONPOon3BoAcTBA. COCTaB KOH(DHACHIINATBHBIX
NOKyMeHTOB. CTerneHb KOH(UACHITMAIEHOCTH. JIoOKyMeHTHpOBaHE KOHPHUICHIIHATLHON
uHpopmanuu. besonacHocTs neHHO#H nHGopMaru. Cpoku KOHPUIEHIIMATBHON
uHpopmanuu. Kommepdeckas 1IeHHOCTb HH(POpMAIUN

M3ydyeHne  pekoMeHIoBaHHOW  jureparypbl. CocraBieHue  ciaoBaps  TEPMHHOB.

OHpGI[eJICHI/Ie MepeuHsa H3JaBACMbIX opraHmauHeﬁ KOH(I)I/II[GHI_[I/Ia.HBHBIX JAOKYMCHTOB.




CocraBneHue cxembl « llepedeHb cBeieHUMN, COAEPKAMMX KOMMEPYECKYIO TalHY».
Onpenenenne NOHATHS KOMMepUecKasl LIeHHOCTh HH(pOpMaun

Tema 1.3. OdopmiieHne u ydet HocuTenel KOH(PUASHINATEHOW HH(POPMAITUH 1 IIPOSKTOB
KOH(UICHIINATBHBIX JTOKYMEHTOB

CocTaBieHHe MaKeTa HHCTPYKIMH 110 OpraHU3alMK U BEACHUIO JAEIONPOU3BOICTBA
c rpudom "Kommepueckas taiina". PazpaboTka MakeTa xypHasia yuera OyMakKHbBIX
HOcuTeNel KOH(pUACHIHATEHOU HHPOPMALIUT

Pasznen 2. Conep:xanue y4eOHOro MmarepuaJia

Opranusanus

KOH (U ICHIHATLHOTO Tema 2.1. Opranu3anus 1 1eATeIbHOCTh CIYX0 1Mo 3a1mTe KOHQUISHIIATbHON OK 2-OK 6
J€JI0TPOU3BOICTBA uHpopmaLn

N3yuenne pexkoMEHIOBaHHOM JTepaTypbl . KirodeBble BONpPOCHI TEMBI: YPOBHU
JOCTYITHOCTH JIOKyMeHTOB. OOLIe10cTylnHble TOKYMEHTHI. JIOKYMEHTBI C OrpaHUYEHHBIM
noctynoM.  Bunel  Taiin.  KonduaenuumansHoe — nenonpou3BoAcTBO.  CylIHOCTh
KOH(HJICHIIMATBHOTO JIEJIONPOU3BO/ICTBA. Opranuszanus KOH(HIEHIINATIBHOTO
nenonpousBoacTBa.  CraTyc M CTpyKTypa  HOJpasfiesieHuss  KOH(UICHIHATbHOTO
Jenonpou3BoAcTBa. @DYHKIMM UCHOJHUTENEH W MOoJIb30BaTele KOH(HUAECHIUATbHBIX
nokyMeHTOB. llonoxkeHue o 3amure KoH(pUIAEHIHaTIbHOM HHPopMmanuu. TpeOoBaHUS K
CIIy’)KeOHOMY NOMEIIEHUIO U OpraHU3aluK TPyAoBOro mpouecca. OnpeneneHue MOHATHS U
IPU3HAKOB KOH(UAEHIMAIBHOIO JEIONponu3BoAcTBa. PazpaboTka M 3amosHeHHe TaOIuLbI
«OcHOBHblE  TpeOOBaHHMS K  BEIEHHIO  KOH(HUAECHIHAIBHOIO  JIEJIONPOU3BOJCTBAY.
CocraBneHne cxembl «/[eSTEIbHOCTh MOCTOSIHHO ACUCTBYIOLIEH 3KCHEPTHONM KOMHCCHUN».
CocraBieHue anropuTMa oopadoTKu KOH(DUIEHIIMAIBHBIX IOKYyMEHTOB B OpraHU3aIMH.

Tema 2.2. IloHsATHE ¥ TPUHIIMITBI OPraHU3ALIMH 3aLUIEHHOTO JOKYMEHTO000poTa
N3yueHnne pekoMeH10BaHHOU IUTepaTypsl . KimroueBbie BOIpockl

[TpuHIMITBI OpraHU3aIi KOHPUICHIIMATHFHOTO JOKyMeHTooO0opoTa. KaHans! yTpaThl
uH(popMaluu. 3alUIIEeHHbIH JOKYMEeHT0000poT. [IpuHIMI n30upaTeaIbHOCTH B TIOCTaBKE U
ucrnonb3oBanuu nHpopmaruu. Craguu 06padboTKK KOHPHUIACHIIMAIBHBIX TOKYMEHTOB.
ABTOMaTH3UPOBAHHBIE TEXHOJIOTHUH KOH(PUIEHIIHAILHOTO JEJI0NPOU3BOICTBA.
Ornpenenenne kaHanoB yTpaTsl nHGopMmanuu. OrnpeaeneHue 1neaeii aBToMaTU3UPOBAHHOMN




TEXHOJIOTHH KOH(DHICHIIMAILHOTO JIEIONPON3BOICTBA. 3arnoaHeHue Tadbauibl «I[puHImmsI
OpraHu3aIy KOH(QUIESHIINATLHOTO JOKYMEHTO000pOTaY.

Paznen 3. Yuer n Conep:xanue y4eOHOT0 MaTepuaa
XpaHeHHe
KOHMHICHIHANBHBIX Tema 3.1. Yuer koHGUIEHITUATBHBIX JTOKYMEHTOB

AOKYMEHTOB [Topamok yuera KOH(DUICHIUAILHBIX JOKYMEHTOB. OCHOBHOM CII0CO0 3a1IUThl HH(YOPMALHH.

Ciry>x0b1 KOH(DHICHIIMAILHOTO JeI0Npon3BocTBa. O0paboTKa KOH(PUACHIIMATBHBIX

TOKYMEHTOB. ABTOMAaTU3HPOBAHHBIN Y4eT KOH(PUACHIUATIBHBIX TOKYMEHTOB. 3a1aun 2
CIIPaBOYHO- HH(POPMAIMOHHOI0 OaHKa JaHHBIX. KOHTPOJIb Mpoliecca perucTpanuy 1
COXPaHHOCTH

HTorosas arrecranus 3a4er 2
UToro 32

JIi1st XapakTepUCTUKUA YPOBHS OCBOSHHUS Y4€OHOTO MaTepHraia UCIIONIb3YIOTCA Cieaytomue 0003HaueHus: 1| — 03HaKOMUTEBHBIN (Y3HaBaHUE PaHEe U3yUYECHHBIX
00BEKTOB, CBOWCTB);

2 — penpoAYKTUBHBIHN (BBIMOJIHEHUE IEATEIBHOCTH MO 00pa3ily, MHCTPYKIHUHU HIIH 110/ PYKOBOJICTBOM).



3.YCJIOBUS PEAJIM3AIIMA PABOYEN ITPOI'PAMMBI YYEBHOMN
JUCHHUIIJIMHBbI

TpeOoBaHNsI K MUHMMAJIbHOMY MATEPHAJILHO-TEXHUYECKOMY 00ecreYeHU10

O06opynoBaHue KabuHeTa:

—pabouee MecTo npernogaBaTeis — 1T,

—KOMIUJIEKTHI CIICUATU3UPOBAaHHON Mebenu ydamuxcsa- 20 yueOHbIX cT00B, 40 CTYNbEB,

Jl0cKa KiaccHas-1mT, nmpoekrop - 1T, skpaH-1mrT,

—KOMIBIOTEPhl C YCTAaHOBJCHHBIM JIMIIEH3MOHHBIM MporpaMMHbIM oOecrieueHnem: OC

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

Koncynerant mmoc, 1C:Ilpenmpusitue, ¢ BbiIxogoM B ceThb «MHTEpHET» M JOCTYNOM B

ANEKTPOHHYIO HH()OPMALIMOHHO-00pa30BaTENIbHYIO CPENY.

NudpopmannonHoe odecrieyeHue 00ydeHust
Ilepeyennb yueOHbIX u3aannil, UHTepHeT-pecypcoB, 10NOJTHUTEILHOM JIUTEPATYPbI
OcHoBHas nuTeparypa:

1. Ky3uneuos, U. H. JlokymenTarmonnoe odecneuenue yrnpapieHus. JJokyMeHTO000pOT 1

JEIONPOU3BOACTBO: yueOHUK u mpaktukym st CIIO / U. H. KysmemoB. — 3-¢ w3i.,
nepepad. u gom. — M. : HUszpmarensctBo HOpaiit, 2019. — 462 c. — (Cepus
[Tpodeccuonansuoe obpaszoBanue). — ISBN 978-5-534-04604-5. — Pexum nmocryna

‘www.biblio-online.ru/book/dokumentacionnoe-obespechenie-upravleniya-
dokumentooborot-i-deloproizvodstvo-433861

2. Kopnees, 1. K. JlokymeHnTtaunonHoe oOecrieueHue ympasieHuss + Tectel B ObC :
yueOHUK U MPAKTUKYM JIJIs cpefHero npodeccruonanbHoro oopazoBanus / U. K. Kopuees, A.

B. Ilmenko, B. A. MamypueB. — 2-e u3f., nepepad. u aon. — Mocksa : M3naTenbcTBo
FOpaiit, 2019. — 384 c. — (IIpodeccronansuoe obpazosanue). — ISBN 978-5-534-05022-
6. — Tekcr : anekrponnsnii / DBC IOpaiir [caiit]. — URL: https://www.biblio-

online.ru/bcode/438491

[TepeyeHbr HOPMATUBHO-TIPABOBBIX aKTOB

1. YronoBuslii konekc Poccuiickoit @eneparuu ot 13.06.1996 Ne 63-D3 (c uzm. u mom)//
Cobpanue 3aKOHOJATENIbCTBA PO.- 17.06.1996, Ne 25, CT.
2954(URLhttp://www.consultant.ru/document/cons_doc_LAW_10699/ (pexum moctyna:
CBOOOIHBIN)

2. Kopekc Poccuiickoit ®enepanuu 00 aJIMUHUCTPATUBHBIX NPAaBOHAPYIIEHUSX OT
30.12.2001 Ne 195-®3 (¢ musm. u gom)//Poccmiickas razera.- Ne 256, 31.12.2001 (URL:
http://www.consultant.ru/document/cons_doc LAW _34661/(pexum noctyrma: cBOOOTHBIN)

3. Tpynogoii koaekc Poccuiickoit @enepanun ot 30.12.2001 Ne 197-®3 (¢ uzm. u gom)//
Poccuiickas rasera.- No 256, 31.12.2001 (URL:
http://www.consultant.ru/cons/cgi/online.cgi?
req=doc&base=LAW&n=308815&dst=0&rnd=36807C828 AD131E9422A0988D969A922#
06527898726

39042)

4., 3akon P® ot 21.07.1993 Ne 5485-1 "O rocymapcTtBeHHOU TaiHe" (pea. oOT
29.07.2018)// Poccwutickas rasera.- No 182,
21.09.1993/(URL:http://www.consultant.ru/document/cons_doc_LAW 2481/ (pesxum

JI0CTyMa: CBOOOTHBIH)
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5. @enepanbblii 3ak0H OT 29.12.1994 Ne 77-@3 "OO6 o00s3aTeNbHOM 3K3EMIUIIpE
nokymeHtoB" (¢ u3M. u gom) //Poccumiickas raszera.- Ne 11-12, 17.01.1995(URL:
http://www.consultant.ru/document/cons_doc_LAW 5437/ (pexxum goctyma: cBOOOIHBIN)

6. Ilpukaz MunkyneTypsl Poccum ot 31.03.2015 Ne 526 "OO6 yTBepXIACHUU TPABUI
OpraHu3aly XpaHEHWs, KOMIUICKTOBAHMS, Yy4Y€Ta U UCIOJb30BAHUS JOKYMEHTOB
ApxusHoro ¢onga Poccuiickoii denepanyu u Apyrux apXUBHBIX JOKYMEHTOB B OpraHax
rOCYyJapCTBEHHOM BJIACTH, OpraHax MECTHOTO CaMOYIpaBJICHUS U OpraHu3anusix'//
OdununanpHblii UHTEpPHET- MOpTall MpaBoBoM wuHpopmamuu http://www.pravo.gov.ru,
10.09.2015/ URL:

http://www.consultant.ru/document/cons_doc_LAW_185738/57eb8180cf50793c90e86f7
d19b030e748206 646/ (pexum mocTyrma: CBOOOIHBINH)

4. KOHTPOJIb M OLIEHKA PE3YJIbTATOB OCBOEHUS YYEFHOM
AU CHUITINHBI

Iliianupyemsbie
pe3yJIbTaThl
o0y4eHus
Ymern -IIPUMEHATh HOPMaTUBHBIE IIPABOBBIE aKThI B YIIPABICHYECKOU
JIeSITEIIBHOCTH
3Harb -HOPMATUBHbBIC IIPABOBBIC aKThl B O00JACTH OpraHU3alMU

YHpaBﬂqueCKOﬁ JCATCIIbHOCTH,
-OCHOBHBIC ITpaBUJIda XpAaHCHUA U 3alIUTBI CJ'Iy>KC6HOI>i I/IH(1)OpMaI_[I/II/I.

Hmers OpraHu3aIi JOKYMEHTAIIMOHHOTO 00ecTieueHUs YIIPaBIECHUS U
[IpakTrueckuii
(YHKIIMOHUPOBAHUS OpraHU3aIluU
OIIBIT
[Tnanupyembie OK1,0K2,0K 3,0K4,0K5, OK 9,
pe3ynbTaThl
OCBOCHHS

obpazoBarensHoit | [IK 1.7
pOrpaMMBbl
(xoJTBI
(bopMupyeMbIxX
KOMIIETEHIIHT)
Oranbl
(bopmHupoBaHUS

KOMIICTCHITMH B B cooTBeTcTBUU C y4eOHBIM TUTAHOM U TUTAHUPYEMBIMH
Tporiecce pe3yJbTaTaMi OCBOCHHS

OCBOEHHUS [I1CC3

00pa3oBaTeNbHOM
pOrpaMMBbI

KoHTpoJIb 1 OLIeHKa pe3yiabTaTOB OCBOCHHS MEKIMCHUINIMHAPHOTO Kypca OCYLIECTBISAETCS
IIPENo/iaBaTesieM B IMPOLECCE TMPOBEICHUA MPAKTHUYECKUX 3aHATUH, TECTHUPOBAHUS,
BBIMIOJTHEHUS]  OOyYaloIIMMHCA  3aJaHUl  CaMOCTOSITENbHOM  paboThl, TeKylled U
[IPOMEKYTOUYHOM aTTECTALUU.
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Pe3ysabTarsl 00yueHus (0CBOEHHbIE
yMeHusl,
YCBOEHHbIE 3HAHMS)

@®opMbI U METOAbI KOHTPOJIS M OLIEHKH
pe3yJbTaToB 00yUeHus!

Ymenua

- IPUMCHATH HOPMATHUBHEIC ITPABOBLIC AKThI B
ynpaBnqueCKoﬁ JACATCIIBHOCTH,

Texywuui KOHMPOL:

—OILIEHKa KauecTBa BBITIOJTHEHUS
[IPAKTUYECKUX 3a1aHUI
—OILICHKa KadecTBa BBIITOJIHCHMS

BHEAYJIUTOPHON CaMOCTOSITEILHOU padOThI
(cocTaBieHus TaOJIML, CXEM U AITOPUTMOB,
CpaBHUTEIBHBIX XapaKTEPUCTUK u
XapaKTEePUCTUK-ONIMCAHUI

M3Yy4YCHUS OCHOBHOH WM HOHOHHHTGHBHOﬁ

Ha OCHOBC

ITUTEpaTypHhl)

—OILICHKA JICSITeIIbHOCTH

(cocTaBieHHE MaKETOB

JIOKYMEHTOB,  PELICHUE KEHCOB,
BBITIOJTHEHUE NMPAKTHKOOPHUEHTUPOBAHHBIX
3aJJaHu)

—TEeCTUPOBAHUE

umoeosast

ammecmayusi: TAhHepeHITUPOBAHHBIHA
3a4eT

3nanusa

HOpMaTHUBHbIE TIPAaBOBBIE AaKThl B
o0J1acTu OpraHu3aly yIpaBlIeHYECKOM

ACATCIIBHOCTH,

- OCHOBHBIE TTPaBHJIa XPAHEHUS U 3aIUTHI
ciyxeOHOoM nHpopMaum.

Texywuu Koumponw:

YCTHBIM OIPOC

OLICHKA BHEAYIUTOPHOMN
CaMOCTOSTENIbHOM pabOThI
TECTUPOBAHUE

Hmocosas ammecmayus:

T depeHIIMPOBaHHbIN 3a4eT

Hmemv npakmuueckuti onvim

- OpraHmzaiyvi AJOKYMCHTAIIMOHHOI'O
oOecrieueHus ynpaBieHus 1
(GYHKIIMOHUPOBAHUS OpTraHU3AIII

Texywuu KOHmMpob:
- OIIEHKa JAeSITeTbHOCTU
(cocTaBiieHHE MAaKETOB JOKYMEHTOB,
pelIeHne KelCcoB, BBINIOJIHEHHE
MPAKTUKOOPUEHTUPOBAHHBIX
3aJJaHui)

Hmoecosasn ammecmayust.

- nuddhepeHITMpOBaHHBIHN 3aUeT




PABOYAS [TPOTPAMMA YUEBHOU JIUCLIUTIIMHbI
OI1.03 ITPUHIIUIIBI 1 METObI XPAHEHNWA JOKYMEHTOB

1.1. Ob6aacTh npuMeHeHHs padoueii MporpaMMbl

Pabouas mnporpamma y4yeOHOM JOUCHMIUIMHBI = SBISETCA 4YacThlO IMPOTrPAMMBl IO
cnenuanbHoOCcTU «CeKpeTapb-aIMUHUCTPATOP.
1.2. MecTo y4yeOHOIl IMCHMILUIMHBI B CTPYKType HpOrpaMMbl IOATOTOBKH: YueOHas
mucuuiuiiHa  [IpuHIMIBI W METOABl  OpraHM3allMU  XPaHEHHWsS JOKYMEHTOB BXOIHUT B
o0mIenmpopeCCHOHATBHBIN UK.
1.3. Heau 1 321244 IUCHUILVIMHBI — TPeOOBAHHUS K Pe3yJbTaTaM OCBOCHHUS JMCIMILIUHBI

B pe3ynbrate ocBoeHMs yueOHOM TUCHUIUIMHBI 00y4YaroIUics 10JKEH YMeTh:
—Oo(OopMIIAITE M TPOBEPATh NPABMIBHOCTE O(GOPMIICHHS JTOKYMEHTAlMd B COOTBETCTBUH C
YCTaHOBJICHHBIMH TPEOOBAHUSMH, B TOM YHCJIE€ UCTIOIb3Yysl HHPOPMALMOHHBIE TEXHOJIOTHH;
—IIPOBOJUTH aBTOMaTU3UPOBAHHYIO 00pabOTKY TOKYMEHTOB;
—OCYIIECTBIIATh XPAaHEHUE U TIOUCK JIOKYMEHTOB;
—MHCIOJb30BATh TEJIEKOMMYHUKAIIMOHHBIE TEXHOJIOTUH B 3JIEKTPOHHOM JJOKYMEHTOOO0POTE;

B pe3ynbrare u3ydyenus yueOHONU AUCHUIUIMHBI 00YYarOUUIiCs JOKEH 3HATD.
—OCHOBHbIE ITOHATHS: 1I€JIH, 33a4H U IPUHLUIIBI paOOTHI C JOKYMEHTAMU;
—KJIaCCU(PUKALIMIO IOKYMEHTOB;
—TpeOOBaHUs K COCTABICHUIO U O()OPMIICHUIO JOKYMEHTOB;
—OpraHu3aluoo JOKYMEHT000O0poTa: mpueM, 00paboTKy, PEerucTpalnio, KOHTPOJIb, XpaHEHHE
JIOKYMEHTOB, HOMEHKJIATypy JeJ.

TpebdoBaHusi K pe3yJIbTaTaM 0CBOEHHS THCHUILTHHBI

Pesynbrarom ocBoenust mporpamMmbl yaeOHo# aucnuriinabl OI1.03. [TpuHIHITEI 1 METOBI
OpraHu3allMi  XpPaHEHUS JOKYMEHTOB SIBJIIETCS  OBJIQJCHHE OOYYalOUIMMHCA  BHJIOM
npodeccuoHanbHOM AestenbHOCTH, B ToM uncie npodeccuonanbubiMu (I1K) u o6mumu (OK)
KOMIIETEHIMSIMHU:
OK 1. [ToHuMaTh CYIIHOCTb M COLMATIBbHYIO 3HAUMMOCTh CBOEH Oy/y1ieit npodeccuu, MposiBIsATh K
HEW yCTOWYMBBIN MHTEPEC.
OK 2. Opranu3oBbIBaTh COOCTBEHHYIO JESITEIHHOCTh, BHIOMPATh THIIOBBIE METOABI U CITOCOOBI
BBITTOJTHEHUS IPOPECCHOHATBHBIX 3a/1a4, OIEHUBATH X Y(P(PEKTUBHOCTH U KAYECTBO.
OK 3. IlpuHuMate pemieHus B CTaHAAPTHBIX M HECTAHIAPTHBIX CUTYAIMsIX W HECTH 3a HHUX
OTBETCTBEHHOCTb.
OK 4. OcymecTBisTh NOUCK U UCIIOIB30BaHUE HH(POPMALIUU, HEOOX0IUMOH i 3¢ (HEKTUBHOTO
BBINOJIHEHUS TPO(PECCHOHATBHBIX 33]1a4, TPO(PECCHOHATBHOTO U IMYHOCTHOTO PA3BUTHS.
OK 6. PaboTath B KOJUIEKTUBE M KOMaHA€, 3PPEKTUBHO OOIIATHCS C KOJUIEraMH, pyKOBOICTBOM,
MOTPEOUTENSIMHU.
OK 7. CoOmomaTe [EWCTBYIOIIEE 3aKOHOJATEIHCTBO W  OOs3aTeNbHBIC TpPeOOBaHUS
HOPMATHUBHBIX JIOKYMEHTOB, a TAKXKe TPEOOBAHMUS CTAHAAPTOB, TEXHHUECKUX YCIOBU.



I[IK 2.2. Odopmisatb, NpoBepATh MNPaBUIBLHOCTh COCTABICHHs, OOeCHeyuBaTh XpaHEHHE
OpPraHU3alIOHHO-PACHIOPSAUTENIBHBIX, TOBAapOCONPOBOJUTENBHBIX M HHBIX HEOOXOIUMBIX
JOKYMEHTOB C MCII0JIb30BAaHHMEM aBTOMATH3UPOBAHHbBIX CHCTEM.



1.4. Konu4ecTBO 4acoB Ha OCBOCHHME IIPOrPAMMBI AU CHHUIINHBI:
MaKCUMaJIbHOUW Y4eOHOM Harpy3ku odydaromerocst 56 4acos,
00s13aTeIbHON ayTUTOPHOM yUeOHOH Harpy3ku oOydJaromierocs 56 4acos,
dopma MpoOMeKyTOUHOH arTecTaruu: 1uddepeHIpoBaHHBIN 3a4eT.

CTPYKTYPA U COAEP)KAHUE YYEBHOM JACIATLINHBI

2.1 O6beM yuyeOHOM TMCHUILUIMHBI M BUABI y4eOHOii padoThl (0uHast popMa 00yueHus )

Bun yuebnoit paboTsl O0bem yacoB
MaxcumanbHast yueOHast HarpysKa (BCero) 56
O0si3aTenbHas ayAuTOpHas yueOHas Harpy3Ka (BCero) 56
TEOPETUYECKUE 3aHATHSA 38
[PaAKTUYECKHUE 3aHATH 18

I Ipomesicymounas ammecmayus 8 popme o 3auéma




2.3 TemaTHuyecKuii NJIAH U cOAepP KaAHNEe YUeOHOH AU CIIUTNIMHBI

HanmeHoBaHue Copaeprxanue y4eOHOro MaTepHaJia, JJadopaTopHble U PAKTHYeCKHe padoThl, Oo0nbe Ypose  Koambi
pa3aesioB u caMocCTosiTe/IbHAsi padoTa 00y4a- IIMXCcs, M Hb KOMIICTCHIIH
TeM KypcoBasi padoT (IpoeKT) 4acoB ocgoen [
(opmuposan
ust
U0 KOTOPBIX
CI0COOCTBYET
BJ1eMeHT
NPOrpamMmblI
1 2 3 4
BBenenne Conep:xxanue y4eOHOro MaTepuasa 1
CojepkaHue TUCHUIUTMHBI U ee 3a1a4ui. CBs3b C IPYTrUMU JUCIHHUIUIMHAMH. 3HAYCHUE 1 2 OK2-OK7
TVCIUATUTMHBL JJIs1 TIOATOTOBKH CIICIIHAIACTOB.
Tema 1. Copaeprxanue yueOHOro MaTepuajia 1
ITonsTue o [ToHATHS: «IOKYMEHTHPOBAHHUEY, «TOKYMEHT», «PEKBU3UTY», «OJaHK», «(POPMYISpH». 1 2 OK2-OK7
aenonpousBoacTee |Mcropusi pa3BUTHS HAay4YHBIX MPEJICTABICHUA O JOKYMEHTAIIHOHHOM O0eCTieueHUH
yrpasieHusi. HopmaTtuBHO-TipaBoBasi 6a3a opraHu3anuy JOKYMEHTAIIHOHHOTO
oOecrieueHus yrpaBieHHs] KAk OCHOBA TEXHOJIOTUH MPOLIECCOB YIPABJICHUS.
[MpakTuyeckoe 3ansitue Nel 2 3
Pa6ora ¢ 'OCT P 7.0.97-2016 Cuctema cranaapToB 1o nHpOpMaIu, ONOITHOTEIHOMY H
M3/1aTEIbCKOMY NIy
3
[ToaroroBka nokaa0B 10 TeMaM: «Bo3HUKHOBEHHE JeI0NPOU3BOCTBa B Poccumy. 3
«Mcropus 1e101pON3BOICTBAY
Tema 2. Conep:xxanue y4eOHOro MaTepuasia 2
Opranmsanuonno-  |Cucrema opraHM3allMOHHO-TIPAaBOBON JAoKyMeHTaluu. HazHauenue u cocras 2 2 OK2-OK7

NnpaBoBbIe

OpraHU3aIMOHHO-TIPAaBOBOM JJOKyMEHTa-




AOKYMEHTbI 111 (YCTaB OpraHU3aliHy, I10JI0KEHHS], INTATHOE PACIMCAHUE, JOIKHOCTHBIE
WHCTPYKIIWN).
[IpakTH4eckoe 3ansitue Ne2 2 OK2-OK 7
CocraBienue u 0hopMIIEHHE TPOEKTOB yCTaBa, MHCTPYKIUN
[TpaBumna opopmiIeHHS U COCTaBIEHUSI OCHOBHBIX BUOB IOKYMEHTAIIHH. 2
1. CocTaBuUTH CII0OBapb TEPMUHOB 110 TeMe: «OpraHu3alOHHO-PACIOPSAUTENbHbIE
JOKYMEHTBD»
Tema 3. Conep:xanue y4eOHOro MaTepuasia 2
PacnopsigurenbHble |(Cuctema pacnopsauTensHOM qokyMeHTanuu. EE HasHaueHue M coctaB (IpHKa3, 2 OK2-OK7
JAOKY- MEHTBI pacnopsbkeHue, moctaHoBieHue). HopMaTuBHBIN XxapakTep pacrnopsIuTeIbHbBIX
TOKYMEHTOB.
IpaxkTuueckoe 3ansaTne Ne3 2
CocraBieHnue 1 0o(hopMIIEHUE TPOSKTOB MPUKA30B, PACHIOPSHKEHUH, yKa3aHHH.
Tema 4. Copeprxanue yueOHOro MaTepuajia 4
CnpaBouHo- Hasnauenue u coctaB HH()OPMALIMOHHON JOKYMEHTAMH (IIPOTOKOJ, aKT, CIyKeOHast 2 OK2-OK76
uHGOpMANMOHHBIE  [3aIKCKa, JOKJIaHasl 3aIHCKa).
JAOKY- MEHTBI
CrnyxeOHasi epenucKa: BUAbI, XapaKTEePUCTUKU. XapaKTePUCTUKA JIOKYMEHTOB — 2 OK2-OK'7
(akcorpamma, TenedoHOrpaMMa, TelerpaMma.
[MpakTuyeckoe 3ansitue Ned 2 OK2-OK 7
OdopmieHune noBepeHHOCTEH 0PUITNATBEHON U JIMIHOH.
[IpakTuyeckoe 3ansitue Nes 2 OK2-OK 7

CocraBicHue COIIPOBOAUTCIILHOI'O IMHMCbMaA, HI/ICBMa-HpOCb6BI, HI/ICBMa-COO6H_[CHI/IH.




IIpakTnyeckoe 3ansaTue Ne6 OK2-OK 7
Cocrasienue u opopMieHre 3asBIICHHs 0 Ipueme Ha padoty. [Ipukassl mo amyHOMY
COCTaBYy.
IIpakTHyeckoe 3ansaTue Ne7 2 OK2-OK 7
CocTaBlIeHHE aKTOB, IIPOTOKOJIOB, CIIPaBOK.
CocTtaBuTh C10Bapb TEPMUHOB 110 TeMe: «CIIpaBOYHO-UH(OPMAIIMOHHBIE JOKYMEHTBD) 4
Tema 5. Conep:xanue y4eOHOro MaTepuasia 4
HHousiTne [ToHsITHE «TOKYMEHTOOOOPOT»: COCTaB M y4eT 00beMa IOKYMEHTO000pOTa PeAPUATHIA 2 OK2-OK7
JAOKYMEHT0000- 1 OpraHu3alni.
poTa, perucTpanms
J10KY- MEHTOB Opranuzanus padboThl ¢ MOCTyNAOIEH, UCXOAAIIEeH U BHYTPEHHEH JOKyMEHTaLUeH. 2 OK2-OK'7
IIpakTuyeckue 3ansaTHe Ne§ 4 OK2-OK'7
CocTaBiieHHEe CXEMbI IOKYMEHTO000poTa B opranu3zauuu. Pabora c xypHaizamu
[pErUCTpaIMK BXOASIIUX U UCXOASIINX JOKYMEHTOB.
IMoaroroska pedepara o Teme: «/{o0KyMeHTOOOOPOT U €ro Tanbl» 2 OK2-OK 7
Tema 6. Copaeprxanue yueOHOro MaTepuajia 2
Opranunsanus CucremaTu3anus JOKyMEHTOB U uX XxpaHeHrne. HomeHnknarypa aen. ManuBuayansHele, 2 OK2-OK'7
onepaTuB- HOTO CBOJIHbIE, IPUMEPHBIE U TUIIOBbIE HOMEHKIATYPHI Jien. TpeboBanus K opopMIIEHUIO JIe.
XpaHeHHs J0KYMeH- [XpaHEHHE JOKYMEHTOB B CTPYKTYPHBIX HOJpa3e/iCHUIX.
TOB
W3ydeHnue cTpyKTypbl HOMEHKIIATYpPHI A€ 4 OK2-OK7
Tema 7. Conep:xxaHue yueOHOro MaTepuasia 5
IloaroroBka JKCIepTU3a IIEHHOCTH JOKYMEHTOB. [loAroToBKka Aei k cjaue B BEIOMCTBEHHBIN apXUB. 2 OK2-OK7




JAOKYMEHTOB K
apXMBHOMY XPaHEHMIO

3aKOHOMATENbHBIE aKThl 1 HOPMAaTUBHO-METOIUUECKHE TOKyMeHThl DenepanbHoit
ApXUBHOU CITYy>KObI Poccuu o apXWBHOMY XpaHEHHIO JJOKYMEHTOB.

OK2-OK'7

IIpoBeneHue sKCIEPTU3BI HEHHOCTH OIPEAEIEHHOM IPYIIIBI JOKYMEHTOB

HToromsasi arrecTalus 3a4yeT

Bcero:

56




3. YCJIOBUSI PEATTU3ALIMU PABOYEI TPOIPAMMBbI YUEBHOI
JUCHUIINHBI
32 TpeﬁoBaHnﬂ K MUHUMAJIbHOMY MaT€PUAJTBbHO-TEXHUYIECCKOMY 06ecneqenmo

O06opynoBaHue KabuHeTa:

—Pabouee mecTo npenoxasarens — 1,

—KOMIUIEKTHI CHEIMATN3UpOBaHHON MeOenu ydanmxcs- 20 yueOHbIX cTonioB, 40 CTynbes,
Jl0cKa KiaccHas-1mT, nmpoekrop - 1T, skpaH-1umrT,

—KomnbroTepsi-2 11T ¢ ycTaHOBICHHBIM JHIIEH3UOHHBIM ITPOrPAaMMHBIM 00€CTIeYeHHEM:

OC Windows, MS Office, 7-Zip , Adobe Acrobat Reader, Comodo Internet Security,
Koncynerant mmoc, 1C:Ilpeanpusitue, ¢ BbIXOogoM B ceTb «/HTepHET» M JOCTYyNOM B
ANEKTPOHHYIO HH(DOPMALIMOHHO-00pa30BaTENIbHYIO CPENY.

3.3. NUudopmanuonnoe odecneyeHue o0yueHust

Ilepeyenb y4eOHbIX U31aHui, UHTEepHET-pecypcoB, J0NOJHUTEIbHON JUTEPATYPbI
OcHoBHasi 1uTEpaTYpa

- 1. Kopuees, 1. K. JlokymeHTaniioHHOEe OO€CieUYeHUE YIpaBlIeHUs : Y4eOHUK U
MPAKTUKYM Juis cpenHero mpodeccuonanbHoro odpasosanus / M. K. Kopuees, A. B.
[Tmenxko, B. A. MamryprieB.— 2-e u3f., nepepad. u qor. — Mocksa : M3parenscTBo FOpaiiT,
2022. — 384 c. — (IIpodeccuonanproe obpazoBanue). — ISBN 978-5-534-05022-6. —
Texct : onexrponHbii // OOpazoBarenpHas Mnatdopma HOpait [caiit]. — URL:
https://urait.ru/bcode/492541

- 2. loponuna, JI. A. JlokyMeHTallMOHHOE OOecleYeHHEe YIPaBICHUS : YUYEOHUK U
IPAaKTUKYM JUIs cpeaHero mnpodeccruoHanbHoro odpasoBanus / JI. A. Jloponuna, B. C.
WputukoBa. — Mocksa : M3narensctBo IOpaiit, 2022. — 233 ¢. — (IIpodeccronansHoe
obpazoBanue). — ISBN 978-5-534-05783-6. — Tekcrt : anexTpoHHsbIi // OOpa3oBaTeibHas
wiatgopma IOpaiir [caiit]. — URL: https://urait.ru/bcode/492618

- 3.JlokymeHTanMOHHOE oO0OecreueHue ympasieHus. CoctaBieHne u odopmiieHUe
JIENOBBIX TOKyMeHTOB : yueOHoe nocobue misa CIIO / cocraButenu E. W. bammakoBa. —
CaparoB, Mockaa : [IpodobpazoBanue, Ait [Tu Ap Menua, 2021. — 144 c. — ISBN 978-5-
4488-1080-0, 978-5-4497-0964-6. — TekcT : 31eKTPOHHBIN // DIIEKTPOHHO-OMOINOTEUHAs
cuctema IPR BOOKS : [caiit]. — URL: https://www.iprbookshop.ru/103343.html (mara
obpamienus: 17.06.2021). — Pexxum noctymna: At aBTOPU3MP. MOJIb30BaTENeH

- 4. XwmenbHunkas, O. E. Cekperapsp - TUI[0 KOMIIAaHUM (UMUK CEKpeTapsi, Je0BOM
stukeT u mpoTokoi) / O. E. Xmenpuunkas. — HoBocubupck : CuOupckoe yHUBEPCUTETCKOE
n3narenbetBo, 2017. — 127 ¢. — ISBN 978-5-379-02028-6. — Tekcr : 3IeKTpOHHBIH //
OnekTpoHHO-OnOmoreunass  cucrema [IPR BOOKS @ [caiit]. —  URL:
https://www.iprbookshop.ru/65153.html  (mata oO6pamenus: 17.06.2021). — Pexum
JOCTyMa: JUIsl aBTOPU3UP. TOJIb30BaTeNen

- 5. Ilemkosa, I'. JI. Cekperapckoe aemno : cObopuuk tectoB. Ilocobmue / I'. [I.
[TemxkoBa. — MuHck : Beimiimmas mikomaa, 2009. — 159 ¢. — ISBN 978-985-06-1736-1. —
Tekcr : anexTpoHHBIN // DnekTpoHHO-OMOMMOTeuHast cucrema IPR BOOKS : [caiiT]. —
URL: https://www.iprbookshop.ru/20263.html (nara oOpamenus: 17.06.2021). — Pexum
JOCTYTA: JUTsl aBTOPU3UP. TIOTh30BaTEIeH


https://urait.ru/bcode/492618

14.2. JlononHuTtensHas yaeOHas quTeparypa

- 1. AnekceeBa, T. B. JlokymeHTanronHoe obecrnieueHue ynpasieHus : yaueOHuk / T.
B. Anekceea, O. A. CtpaxoB. — Mocksa : YauBepcuteT «Cuneprusi», 2020. — 132 ¢. —
ISBN 978-5-4257-0402-3. — Tekcrt : 31eKTPOHHBIH // DIEeKTPOHHO-ONOIMOTEeYHAsI CUCTeMa
IPR BOOKS : [caiiT]. — URL: https://www.iprbookshop.ru/101344.html (nara obpamienus:
17.06.2021). — Pexxum gocTyma: Ajisi aBTOPU3HP. MOJIb30BATEICH

- 2. Kamnkan, M. B. JlenoBoii atuket : yueObnoe nocodue mis CIIO / M. B. Kamnkan,
JI. C. JIuxaueBa. — 2-¢ u3a. — Capatos : [Ipodo6pazoBanue, 2021. — 167 c. — ISBN 978-
5-4488-1123-4. — Tekct : 2JIEKTPOHHBIN // DineKTpoHHO-OMOMMoTeuHass cuctema IPR
BOOKS : [caiit]. — URL: https://www.iprbookshop.ru/104899.html (mara oOGpamenus:
17.06.2021). — Pexxum mocTyma: st aBTOPU3HP. MOJIb30BaTEICH

- 3. Iemkosa, I'. JI. Cekperapckoe aeno : yuedbnoe mocodue / I'. JI. ITemkoBa. —

Munck : Beimiimas mkoma, 2014. — 368 ¢. — ISBN 978-985-06-2337-9. — Texker :
ANEKTPOHHBIA // DnexkTpoHHO-OnOimoTeunas cucrema IPR BOOKS : [caiit]. — URL:
https://www.iprbookshop.ru/35543.html (mata oOpamenus: 17.06.2021). — Pexum

AOCTYIIA: IJIs1 aBTOPU3UP. noybL30BaTeliei

PecprBI CCTHU UHTCPHCT

3BC 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 U OLIEHKA PE3YJbTATOB OCBOEHHMS YUEBHOM

JUCHUIIJIUHBI
®opmupyembie Pe3yabTaTnl 00ydyenus (ocBoeHHbIe | DOpPMBI M METOABI
KOMIIeTeH M YMeHHs1, yCBOCHHbIe KOHTPOJIS ¥
3HAHMSA) OLIEHKH
pe3yJabTaToB
0o0y4eHUs
MK 2.2. OdopmusArts, — COOTBETCTBHE opopmienus | Texkyuuid
MPOBEPATH PABIIBHOCTD OpraHu3aIMOHHO- KOHTPOJb NPH
COCTaBJICHUS, pacropsanTeIbHBIX U | NpOBEAeHUN:
oOecrieunBaTh XpaHEHNE TOBApPOCOTPOBOANTEITHHBIX
RUCLMEHHO20/yCIMHO20,
OpraHU3aI[OHHO- JIOKYMEHTOB YCTAHOBJICHHBIM
) onpoca;
[pacropsAUTEIbHbIX, TpeOOBaHUAM (CTaHIAPTaM);
FOPIpOROIIPOPOMTIETLHBI PaBUIBHOCTb cocrapnenns | | CCUPOSARIA,
Y UHBIX HEOOXOJTUMBIX p
TaHU3aI[MOHHO-
JTOKYMEHTOB C op 3alHOHHO ~OYEHKU
ACTIOPSIUTENbHBIX u
MCTIOJIb30BaHUEM Pacropsante pe3yibmamos
TOBA MIPOBOUTENBHBIX .
ABTOMATH3MPOBAHHBIX 0BAPOCOTIPOBONTE CamMocmosmenbHou
CHCTEM. AOKYMEHTOB, pabomul
(Ooxnaoos,
— OpraHuzanus XpaHEHUs
pechepamos,



https://obrex.ru/biblioteka/internet-resursy/weblink/25/25/6

OpTraHU3aIMOHHO-
pacopsAUTEeIBHBIX u
TOBAPOCOMPOBOIUTEILHBIX
JIOKyMEHTOB B COOTBETCTBHH C
YCTaHOBJICHHBIMU  TPeOOBaHUSIMU
(cranmapramun);

- TPaMOTHOCTh " CKOPOCTh
cocraBiieHUss ¥ O(hOpMIICHHUS

OpraHru3aIMOHHO-
pacnopAaAUTCIbHBIX n
TOBApPOCOIIPOBOANUTCIIbHBIX
JOKYMCHTOB IIpu pa60Te C

ABTOMATHU3WPOBAHHBIMU
CUCTEMaMU

meopemuyeckou
yacmu npoexkmoa,
VueOHbIX
uccne0osanuil u

m.o.)

IIpome:xxyTouHast
arrecranus

8 ¢hopme 3auema 6
suoe:

-RUCbMEHHBIX/
VCIMHBIX OMEEmos,

~-mecmupoeaHus

CDOpMI)I N MCTOJbl KOHTPOJIA U OLUCHKU PE3YyJIbTATOB O6y‘~I€HI/I$I JOJIXKHBI ITO3BOJIATH

IpoOBEpATh y OOydYalOMMXCS HE TOJIBKO C(HOPMHUPOBAHHOCTE MPOPECCHOHATBHBIX
KOMIIETEHIM, HO ¥ pa3BUTHE OOLIMX KOMIIETEHLUI U 00eCIeuynBarOIUX UX YMEHUH.
®opmupyemble PesyabraThl 00yuenus (ocBoeHHble| DOpMBI M METOABI
KOMIIETeHIIHH YMEHHs, YCBOCHHbIE KOHTPOJIA U
3HAHUA) OLICHKH
pe3yJbTaToB
o0y4eHHs
OK 1. [JoHnMarh CylmHOCTb | - IPOSIBICHHE UHAUBUAYaIbHOTO (Texymmii
M COLMAJIBHYI0 3HAaYMMOCTb | CTHJIA MIO3HABATEJIbHON [KOHTPOJIb MPH
cBoelt Oyaymiel mpodeccuu, | AEATEIbHOCTH B MPOLECCE OCBOCHHS [IPOBEICHUH:
[IPOSIBIIATH K Hel | mpodeccuu;
. . -NUCLMEHHO20/YCIHO20
[yCTOMYMBBINA HHTEPEC.
- IEMOHCTpPALIHS UHTEpeca K lonpoca;
MIOJIyYEHUIO 3HAHMM B pe3yJbTare
. -MecmupoBanusl;
MPaKTUYECKON JIeSITeNIbHOCTH,
TEOPETUIECKOMY OCMBICTIEHHIO €€ Pe- | oy oricy pesynbmamos
3YJBTaToB, camocmosamenbHou
- yJactue B TEMATHYECKUX [ abomsi (doxnados,
egpepamos,
npo¢eCCuOHABHO- pedep 5
meopemu4eckou

OPHUCHTHPOBAHHBIX MCPOITPHUATHUAX.

uacmu npoeKkmoe,




OK 2.
COOCTBEHHYIO

Opranu3oBbIBaTh
NesTeNbHOCTh,  BBIOMPATH

THUIIOBBIC METOABI u

CII0COOBI BBIIIOJIHEHUSA
npodeCCHOHAIBHBIX  3a1a4,
OLICHUBATH

A PEKTUBHOCTD U KA4e€CTBO

ux

- IOHUMAET CYTh MPO(ECCHOHAIBHBIX
3a1ad4;

- BBIOMPAET U TIPUMEHSCT METO/IBI U
CTIOCOOBI PELICHHUS
npodeccHoHABHBIX 3a1a4;

- ymeeT (GOopMYJIHPOBATH I U
3a7a4M Ipea- CTOSAIIECH
npodeccrnoHabHOM e TEIbHOCTH;

- YMEET NPEACTaBUTh KOHCYHBIN
pe3yanaT ACATCIIBHOCTHU B IIOJTHOM
00BeEME;

- BBIOOD U MIPUMEHEHUE METOIOB U
CIIoCcO00B perIeHUs
npodecCHOHATBHBIX 3a/1a4, OIICHKA

uX 3 PEKTUBHOCTH 1 Ka4eCTBa

VueOHbIX uccied08aHull
um.o.)

IIpome:xxyTOYHasA
aTTecTanus

6 hopme 3auema 6
suoe:

'I’lquMeHHbl)C/yCWlelx
omeemoe,

~mecmupoeaHus

OK 3. [Ipunumars
pEIICHHsI B CTAHJAPTHBIX U
HECTaHIAPTHBIX

CUTyallusdX W HECTU 3a HHUX
OTBECTCTBCHHOCTD

- AaHaJIu3 HpO(I)eCCI/IOHaHBHLIX

CUTYalul;

- peuieHue CTaHJAPTHBIX u
HECTaHJapPTHBIX MpOodecCHOHATBHBIX
KOl

3a7a4 oOiactu

JACATCIIBHOCTH

B TYpHUCT-

OK 4. OcymiecTBisith

- 3((heKTUBHBII MOMCK HEOOXOUMOMN

[OUCK W nH(pOpMaLINK;
VCIIOJIb30BAHUE
uHpopmanu
H9
HEeo0X0 MO JUISL |- MCTIOJBb30BAaHUE Pa3IMUHBIX
A (heKTUBHO- ro MCTOYHUKOB MH(POPMAIUH, BKIIOYAs
BBITTOJTHEHUS AIIEKTPOHHbBIE
npodeccuoHalbHbIX 3a/a4,
po¢eccCuOHATEHOTO
W IMYHOCTHOTO PA3BUTHUS.
OK 6. PabGorarts B - B3aUMOJEHCTBHE. C

IKOJITICKTUBE U

KoMmaHJie, oOecrieunBaTh e

CILJIOYECHUE, s pexTuBHO

00y4JarmuMucs MpH IPOBEACHUH
JIEITOBBIX UTP, BHITIOJTHEHUT
KOJIJIEKTHBHBIX 33J]aHUl (POEKTOB);




YCIIOBUH.

o0marbcsi € KOJUJIETaMH, | - C MPernojaBaTeNiIMU, MacTepaMu B
[PYKOBOJICTBOM, X0J1e O0yJICHUS;
MOTPeOUTENAMHU.
- C MOTPEOUTEIISIMU M KOJJIETaMH B
XO0JI¢ MPOU3BOICTBEHHOMN MPAKTHKU
OK 12. CobOmronaTs|- coOJII0ICHHE HOPM JISHCTBYIOIIETO
NCCTBYIOIIIEE 3aKOHOJIATEIIHCTBA;
3aKOHOJATEIBCTBO u 5
oGs3aTenbHble  Tpebopamms| oot B MpOheCCHORATEHOH
HOPMATHBHEIX ﬂOKyMeHTOB,I[eﬂTeJ'IBHO(iTI/I 00513aTEIIbHBIX
a TAKIKE Tpe60BaHHHTp€6OBaHI/II/I HOPMATHUBHBIX
CTAHIAPTOB,  TeXHHUeCKUx[ = ) MCHTOB, CTaHapToB,

TEXHUYECKHUX YCIOBHU




PABOYAS TIPOTPAMMA YUEBHOM JAUCHUITJIMHBI
OI1.04 Texnuuyeckoe OCHAIICHUE U OpraHu3aius pabovyero Mecra

1.5. ObsacTs npMeHeHus padoyeil NPOrpaMMbl

Pabouas mporpamma y4yeOHOM JOUCHMIUIMHBI SBISETCA YacThIO MPOTPaMMBI 110
cnenuanbHOCTU «CeKpeTaph-aIMUHHCTPATOP.
1.6. MecTo y4eOHOH AUCHUIJIMHBI B CTPYKType NpPOrpaMMbl MOATrOTOBKH: Y4cOHas
mucuuiinHa  TexHudeckoe OCHAaleHHWe | OpraHu3anus paboyero Mecrta BXOJIUT B
oOmenpodeCcCHOHAIBHBIN ITHUKII.
1.7. Henu 1 32124 TUCHUILTHHBI — TPeOOBAHUS K Pe3yJIbTATAM OCBOECHHS TUCHHUILIMHBI

B pesynbTaTe ocBOCHHS yueOHOW AUCIHUILTUHBI 00yJaIONUICS TOJDKEH YMETh!
—IIPOBOJIUTH aBTOMAaTU3UPOBAHHYIO 00pabOTKY TOKYMEHTOB;
—OCYIIECTBIIATh XPaHEHUE U MTOUCK JTOKYMEHTOB;
—HCII0JIb30BAaTh TEJIEKOMMYHHKAI[HOHHBIE TEXHOJIOTHH B 3JIEKTPOHHOM JJOKYMEHTO000POTE;

—OCYIIECTBIIATh npodecCHOHATILHYIO JeATEIbHOCTh C  HCHOJb30BAHHUEM

OpraHU3aIMOHHON TEXHUKH.
B pesynbrare u3ydeHus: yaeOHOU AUCIUTUIMHBI 00YYarOIIUICS JODKEH 3HATH!

—OCHOBHBIC ITOHSTHS: 1I€JIH, 331a49K U IPUHIIUIIBI pA0OTHI C TOKYMEHTAMU;

—KJ1acCU(UKAIUIO TOKYMEHTOB;

—TpeboBaHUs K COCTABICHUIO U 0()OPMIICHHUIO JOKYMEHTOB;

—OpraHM3aluio JOKYMEHTOO0OpOTa: MpHeM, 00paboTKy, PEerHCTpalfio, KOHTPOJb, XPaHCHUE

JOKYMEHTOB, HOMEHKJIATYPY JIEJT;

—COBPEMCHHBIC  BHJBI OPraHU3alMOHHOW  TEXHHKH u KOMIIBIOTEPHOTO
obecneueHuUs;
—Ha3Ha4YEHUE, npaBuiIa HCIIOIb30BaHHS u TEXHUYECKOTO 00CTYKHBaHUS

OpPraHU3aIMOHHON TEXHUKH.
Ha peanu3arnuro pabodeiil mporpaMMbl OTBOANUTCS 12 4acoB.

CTPYKTYPA U COAEPKAHUE YUYEBHOM JUCHUIJINHBI

2.1 O6beM y4yeOHO# TUCHUTUIMHBI M BUABI y4eOHOii padoThl (0uHasi popMa 00yueHus )

Bun yueGHo# paboThl O06nem yacoB
MaxkcruMaibHas yaueOHasi Harpyska (BCero) 12
O0s3aTenbHas ayAuTOpHas yueOHas Harpy3Ka (BCEro) 12

TEOPETHUYECKUE 3aHATHUS 12




2.2 TemaTnyeckuii IJIaH U cOJepP:KaHHe YUEOHOI TUCIUNIUHBI

HanmenoBanme Conep:kanue y4eOHOT0 MaTepHuaJia, JJadopaTopHbie U MPAKTUHYECKUE PadoThl, O0be | YpoBeHb Konbr
pa3aesioB u caMocTosiTe]IbHAs padoTa 00yua- IUXCH, KypcoBasi M OCBOEHHM |[KOMIIETEHIUN
TeM padoTt (mpoeKT) 4acoB | ,
dhopmupoBaH
U0 KOTOPBIX
CIIOCOOCTBYIO
T 3JIEMEHTBI
MpOrpaMMbI
1 2 3
Tema 1. Texuuueckas |Comep:kaHue y4eOHOT0 MaTepHuasia 1
0aza J1enonpou3BOCTBA
PabGouee MecTo AemOMpPOU3BOAUTENS. DPrOHOMUKA W OpraHU3anus Tpy/a. 1 2
KomnbsrotepuzupoBaHHoe pabouee mecTo nenonpousBoauTess. CaHuTapHO-
TUTUEHUYECKHE HOPMATUBHI ISl PaOOTHHUKOB oduca.
OK2-OK6
Knaccudukanus CPEJICTB OPTaHU3AIIMOHHON TEXHUKH.
Tema 2. Copaepsxanue yueOHOro MaTepuajia 2
Komnbroreproe
oGeceueH e Ucropus pazButusi kommnbsiotepHoil Texuuku. Knaccudukanus [19BM. AnmapathHoe u 2 2 0OK2-0K6
nporpaMMHoe obecrieueHue IBM. OcHoBHble ycTpoiicTBa OBM u npuHIUIBI UX paboThI.
OO6cny)kuBaHNE KOMIIbIOTEPA: MPOBEPKA JUCKOB, JAedparMeHTanus
TIMCKOB, 3alllUTa OT BUPYCOB, CPEACTBA aHAIN3a pabOThl KOMITbIOTEpA
Tewma 3. Conep:xanue yueOHOro Mmarepuajia 2
Cpencrtpa
AJIMUHHCTAT Knaccudukanus cpencts cBszu. Tenedonnas csasb. Tenedhonnslie anmaparsl. MuHU- 2 2 OK2-0OK6
FBHO- ATC. Pagnorenedonnas cBs3b. Buaeorenedonnas cBs3b. [lelmKuHTOBast CBSA3b.

YIPaBJICHUYECKOH CBS3H

Tenerpadnas cBsa3p. Teneraiinnas cBsi3b. JlelredoHHas CBA3b. Tenekc.

dakcuMMILHAS CBI3b.




Tema 4.
KomneroTepusie
KOMMYHHKAIIUU

Conep:xanue yueOHOro MmaTepuajia

Tenekommynukaruu. KommnbrotepHasicetb. JlokanbHas cerb. Haznauenme JIBC, ux
OCHOBHbIE THIIbI, cocTtaB. Cepeep. Knuent. Tononorus cern. Monynsus,
JNEMOAYSMs, KaHAI CBI3U. MozieM, ero Ha3HauyeHUe U OCHOBHBIE

XapakTepucTuku. I nodanpHble KOMIbIOTEpHBIE ceTu. McTopus Internet. Kanansi
cBs3u. [IpoTtokon. Ha3zHaueHwe ¥ BO3MOXHOCTH pa3JIMUHBIX cepBUCOB Internet.
DnekTpoHHas moura. JlocTonHCTBa 3EKTPOHHOU MOYTHL. CTPYKTYpa 3JIEKTPOHHOTO
nuceMa. Asipecaniiss B CUCTEME 3JIEKTPOHHOM

noutel. WWW. l'ineprexct. @opMar CCbUIKH.

OK2-OK6

Tema 5. CpenctBa

THPAXXUPOBAHUSA
JAOKYMCHTOB

Conep:xanue ydeOHOro MaTepuajia

Knaccudukanuss ~ cpeacTB TUpa)KUPOBAHUSL. [TpunTepsl. MaTtpuuHbie
npuHTepsl. CTpyiiHble IpuHTEpHL. JIazepHble npuHTephl. CpeacTBa KOMUPOBAHUS
NoKyMeHTOB. CpeJcTBa pa3MHOKEHMsSI IOKYMEHTOB. [ ekrorpaduyeckas nevars.
Tpadapernas neuars. Odcernas neuats. Puzorpadsl. JononnuTensHbie cpeacTsa
MOJITOTOBKM JIOKyMEHTOB. JI[ukTopoHHas TexHUKa. CKaHUPYIOIIME YyCTPOCTBa.

[~

OK2-OK6

Bcero:

12
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3. MATEPUAJIBHO-TEXHUYECKOE U TH®OPMALIMUOHHOE
OBECHEYEHHUE, HEOBXOJINUMOE JJ151 OCBOEHUS PABOYEN

IMPOI'PAMMBbI

MarepuanbHO-TEXHHUECKOE 00ecrieueHue

[Tporpamma npeamnosaraeT Haauuue y4eOHOro kabuHera. 000pyLOBaHHOIO:
MOCaZ0YHBIMH MECTaMH TI0 KOJIMYECTBY 00yUaroIInXCs;

pabouuM MECTOM IpernoiaBaTels;

KOMIIbIOTEpPAMU;

OpPI'TEXHUKOM;

I/IHTepaKTHBHOﬁ I[OCKOﬁ N MYHBTHMG,Z[HI;'IHBIM KOMIIJICKCOM C
JIMOCH3UWOHHBIM ITPOrpaMMHBIM OGGCHG‘IGHI/ICM;

KOMILIEKCOM y4eOHO-METOIUYECKON JOKYMEHTAIIMHU. TEeXHUYEeCKHEe CPEICTBA O0YICHUS:
AJIEKTPOHHBIC BUICOMATEPUAIIBI;

HOYTOYK;

MIPOEKTOP.

3.4. HudopmannoHHoe odecriedeHue 00yIeHusl

Ilepeyennb yueOHbIX U31aHuii, UHTEepHET-peCypcoB, 10NMOJHUTEIbHON JUTEPATYPbI
OcHoBHas JuTEpaTypa:

1. Koznos H. B. KommnberoTepHoe 1enonpou3BoACcTBO U paboTta ¢ 0hUCHOI TEXHUKOH.
Hayka u texnuka - M., 2016. - 304 c.

I[OHOJIHI/ITGJIBHI:IG HNCTOYHUKU.

1. Ky3uenona, T.B.; Cankuna, JI.B.; beixoBa, T.A. u ap. denonpon3BoacTso.
Opranu3zaiys u TEXHOJIOTUU JOKYMEHTAIIMOHHOTO obecnieueHus ynpasnenus. FOuutu-/lana -
M., 2016. - 359 c.



PABOYAS ITPOTPAMMA VUEBHO! JIUCLIUITJIMHBI
OI1.05 SGKOHOMUMWYECKHUE U ITPABOBBIE OCHOBbI
MMPOPECCHUOHAJIBHOM JEATEJILHOCTH

1. ObnacTs npuMeHeHust padoyeil NPOrpaMmMbl
Pabouas nmporpamma yueoHoM qucturauabl OI1.05 «9xoHOMUYECKHE U TTPABOBBIE OCHOBBI
npodeccnoHaNbHOM IEeATEIBHOCTIY SBJSETCS YAaCThIO MIPOrPAMMBI 110 CHEMATBbHOCTH

«CekpeTapb-aJMUHUCTPATOP.

2. MecTo y4yeOHOIl IMCUUILIMHBI B CTPYKType MNPOrpamMMbl HMOATOTOBKHU: YueOHas
IUCLUUIUIMHA « DKOHOMHYECKHE M TPABOBbIE OCHOBBI MPO(ECCHOHATBHON AEATEIbHOCTI
BXOJIUT B 00IIENPOGECCUOHATBHBIN IUKII.

3. Heau u 321241 AMCUUILVIMHBI — TPeOOBAHUSA K Pe3y/IbTaTaM OCBOCHMS AMCHUIIIMHBI

B paMKax MIIporpaMmbl yqe6H0171 JUCHHUITIIINHBI O6y‘IaIOH_[I/IMI/ICH OCBAUMBAKOTCA YMCHUA U 3HAHUSA

Kon VYmMmenns 3Hauus
1K, OK, JIP
OK 01, OK Haxonuth u ucnons3oBath Mexanu3mbl  11IeHOOOpa30BaHUS Ha
04,0K.06 IKOHOMHYECKYI0 HMH(GOpPMAIMI0 B | IPOAYKIHIO, (OPMBI OILIATHI TPyIa
nensix o0ecrnevyeHus B COBPEMEHHBIX YCJIOBHUSX;
JIP 4, JIP 9, .
COOCTBEHHOM Lenu u 3aga4n CTPYKTYpPHOTO
JIP 13, JIP 14, | wonk 6
YPEHTOCIIOCOOHOCTH Ha MOJIpa3/ieNeHusl, CTPYKTYpY
JIP 27 pBIHKE TpyJa OpraHu3aium, OCHOBBI
HSKOHOMHYECKUX 3HAHUH,
HEOOXOJIMMBIX B OTpacily;

2. CTPYKTYPA U COJAEP)KAHUE YYEBHOM TUCHUTIJINHBI

2.1. O6BbeM yueOHOMH TUCITUTUIMHEI U BUJIBI YI€OHOM paOOThI

Buj yueOHoli padoThI O0bem B yacax

O0bem oOpa3oBaTe/IbHON MPOrpaMMbl y4eOHOM M CHUIIINHBI 30

B T.4. B (popMe NpaKTHYeCKOH NOAT0TOBKH

BT. 4.

TeopeTuuecKkoe 00ydeHue

J1ab0paTopHbIe PabOTHI (eciu npedycmMompeHo)




2.2. TemaTH4YeCKHUIi NJIaH U coep:KaHNe Y4eOHOH JUCIUTITHHBI

HanmeHoBaHMe pa3/iesioB u Conepxxanue y4eOHOro MaTepuaJia M (popmMbl OPraHu3alum JAesATeJTbHOCTH Oo0bem Konpbi
TeM o0yuarommxcs KOMIeTeHI Ui
B Yacax
U JIMYHOCTHBIX
pe3yJIbTaTOB,
(popmupoBanun
10 KOTOPBIX
Croco0cTBYeT
3J1eMeHT
NporpamMm
bl
1 2 3
PA3EJI 1. JxoHOMHUKA M IKOHOMUYECKAsi HayKa
Tema 1.1. [loTrpedHoCTH. [TonsiTHE S5KOHOMUKH. DKOHOMUYECKHE MOTpeOHOCTH 0011ecTBa. CBOOOIHBIE U 2 OK 01, OK
CBoOoaHble u SKOHOMMYECKHE Oiara odiecTBa. BaxkHelne 5KOHOMIUYECKHE PECYPChI: TPY, 3eMJIS, A
K.
IKOHOMHYeCKHe OJiara. KaIuTal, MpeanpuHIMaTeIbcTBO. OrpaHHUEHHOCTh SKOHOMHUYECKUX PECYPCOB — 04,0K.06
OcCHOBHBIE YKOHOMHYECKHE | IJIaBHAs MpoOiieMa 3KOHOMUKH. ['paHuIIbl IPOM3BOICTBEHHBIX BO3MOXHOCTEH.
npoojemMsbl.
Tema 2.1. ®akTopBbI dakTopbl Ipon3BOACTBA. 3apaboTHas riara. @opmsel omatsl Tpyaa. [loomputensHbie 2 OK 01, OK
NPON3BOJCTBA U cuctembl oriarel Tpyaa. [pubsuis. CtpykTypa npudsiin. [InanupoBanue npuObUIH.
04,0K.06

(paxkTOpHBIE 10X0AbI

PenrtabenbHOCTE.

Penra. 3emennHas PCHTA. Hay‘{HBIC noaAXOodbl K KATCTOPUH IMPOLCHT. OcHOBHBIC TCOpHUU
MPOUCXOKACHUA MTPOLICHTA.
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Tema 2.2. COOCTBEHHOCTb.

[Toustue coocrBenHOCTH. COOCTBEHHOCTH KaK OCHOBA CONUAJIbHO-39KOHOMHUYCCKUX

OK 01, OK

Konkypenuus. otHomeHUH. COOCTBEHHOCTh KaK YKOHOMHYECKAs KAaTETOPHsI B COBPEMEHHOM
noHuMaHuH. @OpMbI COOCTBEHHOCTH: TOCYAAPCTBEHHAs, MyHHIIUIIAIbHAS, YACTHASI. 04,0K.06
Konkypenuus. CoBepiieHHasi KOHKYpeHIUs. Y CJIOBHS COBEPIIEHHON KOHKYPEHIIMH.
Mouononus. MoHononaucTuyeckas KOHKypeHuusa. Onurononusi. AHTUMOHOIIOJbHAS
MOJINTUKA TOCYapCTBA.
PA3J/IEJI 3. PoiHOYHASI S5KOHOMHKA
Tema 3.1. PoiHOYHBIIH KpyroBopot npousBoacTBa 1 0OMeHa MPOIYKIIMH B IKOHOMUYECKOM CUCTeME. 3aKOH OK 01, OK
MexaHu3M. PoiHOUYHOE crpoca. DakTOPHI, OMPEAEISAIONINE CIIPOC. ATperupoBaHHas (yHKIHS CIpoca. 3aKOH
paBHoOBecHue. PhIHOYHBIE npeaoxkenus. Konuennuus paBHOBECUS PbIHKA. Y CTOMYHUBOCTD PABHOBECHSL. 04,0K.06
CTPYKTYPBbI. DnacTUYHOCTH CHpoca o IieHe. DJIACTUYHOCTh cripoca 1o foxoay. [lepexpectnas
AJIACTUYHOCTD CHpOca. DIACTUUYHOCTD MPEAJIOKEHUS. PRIHOUHBIE CTPYKTYPBHI.
Tema 1.2. [Ipon3BoacTBo, Nudpactpykrypa npennpustus. TUIIBI MPOU3BOICTBEHHON CTPYKTYPHI OK 01, OK
NPOU3BOAMTEIbHOCTD XO3SICTBYIOIIUX CYOBEKTOB.
Tpyaa. ®akTopsbl, 5 } ) 04,0K.06
S —— [Ipon3BoICTBEHHBIN U TeXHOJOTHYeCKHi mpouecc. [Ipon3BoaACcTBEHHBIN UKL,
[P OH3EOTHTETLHOCTD OcHoBHBIE (POPMBI OpTaHU3ALIUN HpOI/ISBOI[CTlEa. OcHoBHo# kamurain. Knaccuduxarus
TpyAa. 3JIEMEHTOB OCHOBHOTO KanuTtana. O60poTHbIN KanuTal. Posb 000poTHOrO Kanurasia B
nporecce npou3BoacTBa. [lokazarenu ypoBHs NpOU3BOAUTENBHOCTH TPYAA.
Tema 1.3. M3nep:xxu CwmerTsl 3aTpat Ha MPOU3BOACTBO. PaKTOPHI, BIUSIONTHE Ha cedecTouMocTh. I IpenenbHbie 04,0K.06

Beipyuka. [Ipennpusrus

u3JIepKKu npousBocTBa. LleHooOpa3oBanue. Jloxo npennpusrusi.

PA3EJI 2. Tpya u 3apadoTHas miara.
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Tema 2.1. Tpya n [ToHsATHE U CYIIHOCTH 3apaOOTHOM ILTATHI 2 OK 01, OK
3apa0oTHas miara.
04,0K.06
PA3J/IEJI 3. [leHbru 1 0AaHKH.
Tema 3.2. [TonsaiTue aener u | JleHbru: cymHocTh U GyHKIMH. JIeHBIH KaK CpeACTBO oOpaieHus. JIeHpru Kak Mepa 6 OK 01, OK
HX POJIb B JKOHOMHKE. CTOUMOCTH. JIeHbI'M KaK CPEJICTBO HAKOILICHHUs. J|eHbIM KaK CPEJCTBO IIaTexka.
04,0K.06
ITpobnema TMKBUAHOCTH.
3aKoH JIEHEeKHOTO oOpatieHus. YpaBHeHue oomeHa. Jlenexxuniii 3anac. Poib ener B
SKOHOMHUKE.
PA3/IEJI 4. I'ocynapcTBO M 3KOHOMMKA.
Tema 4.1. Hajoru. Cucrema | Cucrema Hanoroo0oxxeHus. [IpuHITUIBI 1 METOBI TOCTPOCHUS HAJIOTOBOM CHCTEMBI. 6 OK 01, OK
U (PYHKIMH HAJOTOBBIX [TonsiTue Hanoros. Buibl HamOroB. DJIeMEHTHI HAJIOTa U CIIOCOOBI €r0 B3UMAHHUS. 04
K.06
OPraHoB. Cucrema v pyHKIIMU HAJOTOBBIX OPTaHOB. 0
PA3JIEJI 5. MexkayHapoaHasi 3KOHOMHKA.
Tema 5.1 Mexaynapoanas CpaBHUTENbHBINA aHATU3 BHYTpEeHHETo phIHKa. «I[Ipobiaemsl BeTyruienus Poccun B 2
IKOHOMHUKA. BTO».
Bcero 30
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3.YCJOBHUS PEAJU3AIIAN ITPOTPAMMBI YUEBHOM JIMCIUIIIAHBI

3.1. Peanuzauus nporpamMmbl JUCHUIUIMHBI TpeOyeT Hanuuus yueOHoro kabuHeTa
HKOHOMHKA
O6opynoBaHue y4eOHOTO KaOMHETA:
— pabouee MecTo IpernoaaBaTes;
— pabouue MecTa CTY/IEHTOB;
— yueOHas JOCKa,
—  YMK no pucuuninnHe(MeToIM4eCKUE yKa3aHus 110 BBIIIOJHEHHUIO
MPAaKTUYECKHX 3a/IaHUI, BHEAYAUTOPHBIX CAMOCTOSTEIBHBIX PadoT);
—  pa3lIaTouHbIC M JUJAKTUYECKUE MaTepHaIbl;
— IPE3EHTALUH 10 OTJEIbHBIM TEMaM;
—  HamIsJHble IOCOOUS.
Texnudeckue cpeacTBa 00yuyeHHs: HHTEPAKTUBHBIM KOMILIEKC.
Jlnis peanu3any IporpaMMbl yd4eOHON TUCIUITIIMHBI UMEETCS B HATMYUN Y4eOHbIN KaOuHeT
TEXHUYECKOH rpauKy.
Texauyeckue cpeacTBa 0OyueHHUS:
—KOMITBIOTED C JIMLEH3NOHHBIM MIPOTPaMMHBIM 00€CTICYeHHEM;
—MYJIBTUMETHAIIPOCKTOD;
—IIPUHTED;
—9KpaH.
HNudopmanronHoe odbecrieueHue peaan3aiy IporpaMmbl
OCHOBHbBIE UICTOUHUKHU:

Bopucos E.®. OcuoBsl sxoHOMEKH.- M.: [Ipocda, 2020.

bopucos E.®. OcHoBbl 3x0HOMUKH. [IpakTikym,- M.: Beicmias mikona,2019.
Psa6unkoBa A.K. A30yka sxoHOMHKH. YdeOHOe mocobue - M., 2018.
Cnarona B.I'. OcnoBsl 3xoHOMUKH. M.: @opym - Undpa, 2017.

BBoansIii kypc sxkoHomudeckoit Teopun/Ilon pe. Axan. XKypasnésoit - M.4 20109.

o bk wn -

DKoHOMHUYECKasi Teopus. XpecroMmarus. 2-¢ uzaanue. - M.: Boicmas mxona, 2020.

JlonoJIHUTENbHbIE HCTOYHUKU
1. CnoBapb SKOHOMHUYECKHUX TEPMUHOB

4. KOHTPOJIb U OLIEHKA PE3YJIbTATOB OCBOEHHMSA YYEBHOM JUCIUIIJINHBI

Pezynomamot 00yuenusn Kpumepuu oyenxu Memoowt ouenku
Ymers:
Haxonuts u ncrons3oBath XapakTepUCTUKH Belnmonuenue 3ananui,
HKOHOMHUECKYIO HH(OPMAIIHIO B JEMOHCTPUPYEMBIX 3HAHUH, | AU PepeHINPOBaHHBIN 3a4eT

nensix odecnevyeHrs coOCTBEHHOM KOTOpBIE MOT'YT OBITh
KOHKYPEHTOCIIOCOOHOCTH Ha POBEPEHBI
pBIHKE TpyZa

3HATD:




OO01e MPUHIKMITBI OpTaHU3AITUH XapaKTepUCTUKH Onpoc, TecTupoBaHue
MPOU3BOJICTBEHHOTO U JEMOHCTPUPYEMbBIX YMEHUMN
TEXHOJOTMYECKOro Impolecca;

MexaHn3Mebl 1IeHOOOPa30BaHU
Ha NMPOJYKLHUIO, (POPMBI OILIATHI
TPYy/Jla B COBPEMEHHBIX YCIIOBUSX;

Ilenu u 3ana4u CTPYKTYpPHOIO
IIOAPA3/ICIICHUs], CTPYKTYPY
OpraHu3alH, OCHOBbI
SKOHOMMYECKUX 3HAHWM,
HEOOXO/IMMBIX B OTpaciy;

PABOYAS ITPOTPAMMA YUEBHOU JIMCLIUITJIMHBI
OI1.06 OXPAHA TPYJIA

1.1 ObaacThr npuMeHeHHns pado4eil MPOrpaMMbl
PaGouass mporpamMma y4eOHOW IUCHUIUIMHBI SBJISETCA YacThl0 MPOrPaMMBl MO CHEIHATIbHOCTH
«CekpeTapb-aIMUHUACTPATOPY.
1.1. MecTto y4eOHOI IMCHUIIMHBI B CTPYKType NpPOrpaMMbl MOATOTOBKH: YueOHas
mucuuruinHa OxXpaHa TpyZa BXOJUT B 001IenpodecCHOHaNbHBIN UKL
1.3. Henu u 3apaum y4eOHOM IMCUHMILIMHBI — TPe0OBAHMA K pe3yJIbTaTaM OCBOCHMS y4eOHOM
AUCHUILTUHBI
Lenp mporpammsl — popMupoBaHue y oOydarouuxcsi oOieydeOHbIX YMEHHH, HaBbIKOB, CIIOCOO0OB
JeSITeTbHOCTH.
B pe3ynbrare 0CBOGHUS IUCIUIIUHBI 00Y4atOIUIICs JOKEH YMETh:

—BBITNOJHATh TPEOOBaHUSI OXPaHbI TPYAA;

—BBISBJIATH OTNACHBIE W BPEIHBIC NMPOU3BOACTBEHHBIE (DAaKTOPHI M COOTBETCTBYIOIINE UM PHCKH,
CBSI3aHHBIE C TIPONUIBIMH, HACTOSIIIMMH WIH ITUIAHUPYEMBIMH BUAAMH TPO(ECcCHOHATBHOM
NeSITeTbHOCTH;

— HCIIONIb30BaTh CPENCTBA KOJUIGKTHBHOH W WHIWBUAYAJBHOW 3allUTHl B COOTBETCTBUU C
XapaKTepOM BBINOIHAEMON TPOpECCHOHATBHOM 1S TeNbHOCTH;

—BbIpabaThIBaTh M KOHTPOJIUPOBATh HABBIKM, HEOOXOJUMBIE Ui JOCTHKEHUS TPeOyeMoro ypoBHS
0€30IacHOCTH Tpy/a.

B pesynbrare ocBoeHus yueOHON AUCIUTUIMHBI 00YJarOIIUIiCs TOJKEH 3HATh:

- TIpaBWJIa OPTaHU3AIUH TPy/Aa U pabodero Mecra;

- TIpaBWJIa TEXHUKU 0€30ITaCHOCTH M OXPAHBI TPYAa IPU padOTe C AIIEKTPOOOOPYIOBAHUEM,

- 3aKOHBI U WHBIC HOPMATHUBHBIC MPABOBBIE aKTHI, COJEPKAIINE TOCYAAPCTBEHHbIE HOPMAaTHBHBIE
TpeOOBaHMUS OXPAHBI TPY/IA, PACTIPOCTPAHSIONINECS Ha NeSITETHHOCTh OpPTraHU3allny;

- (hakTHYECKHE WM MOTEHIIUANIbHBIE OCTEICTBH COOCTBEHHOM JesTeNbHOCTH (WK Oe3/1eiicTBHSA)
U MX BIMSHUE HAa ypOBEHb 0€30IaCHOCTHU TPY/a;

- BUJIBI ¥ IEPUOANYHOCTh HHCTPYKTAXa M0 OXpaHe Tpy/a.



Briienepeunciennble TpeOOBaHUS K pe3ylbTaTaM OCBOEHHUS Yy4eOHOW JUCLUIUIMHBI

HanpaBJIeHbl HA OPMHUPOBAHUE CIACTYIOIIUX OOIIMX KOMIIEeTEeHIUIA:

OK
1

[ToHMMaTh CYHITHOCTH U COLMATIBHYIO 3HAYUMOCTh Oyayieil mpodeccuu, IposiBIATh K HEH
[YCTOMYMBBIA UHTEPEC

OK
2

OpFaHI/I3OBBIBaTB CO6CTB€HHyIO ACATCIIBHOCTD, UCXOAA U3 LCIU U crmoco0oB ee
MOCTHIXKCHUSA, OIIPEACIICHHBIX PYKOBOAUTECICEM

OK
3

AHanM3upoBaTh PadOUYIO CUTYAIUIO, OCYILIECTBISATh TEKYIIHI U UTOTOBBIA KOHTPOJIb, OLICHKY U
KOPPEKIUIO COOCTBEHHOM NESTEILHOCTH, HECTH OTBETCTBEHHOCTD 3a PE3YJIbTAaThl CBOEH paboTHI.

OK
4

OcCymiecTBIATh MOUCK HH(OPMAIIH, HEOOXOTUMOH ISt 3P (HEKTUBHOTO BHIIOTHEHHS
npodecCHOHaIbHBIX 33124

OK
5

Hcmons30BaTh I/IH(l)OpMaHI/IOHHO-KOMMYHI/IKaI_II/IOHHBIe TEXHOJIOTHH B HpO(bCCCHOHﬁJ'IBHOfI
JICATCIIBHOCTH.

OK
6

PaboTats B KoMaHze, 3pPEeKTUBHO 00IIAThCS C KOJJIETaMH, PYKOBOJICTBOM, KITHEHTAMU

KonndecTBo 9acoB Ha OCBOCHHE nporpamMmbl JUCHUITIIMHBI:

BCET0 Y4eOHOH HAarpy3Ku 00yJaromerocst — 8 4acos.

2. CTPYKTYPA U COJAEPKAHUE YYEBHOU JUCIHUILIAHBI

2.1 O0bém yueOHOI TUCHUIINHBI U BUbI Y4eOHOI padoThl

Bupa yueOHo# padoThI Oovem uacoe

O4yHan

YueOHas Harpy3ka (Bcero) 8




2.2 TeMaTH4eCKUH ILJIAH

U co/iepsKaHue Y4eOHO M JUCIUIIMHBI

HaumeHnoBaHnue Conep:kaHue y4eOHOr0 MaTepuaJia, J1adopaTopHble U MPpaKTHYECKHe PA0OThI, Oo0be [Ypose Konwbi
pa3aesioB U TeM caMoCTOsITeJIbHAsI padoTa 00y4ar0IMXCs. M HD KOMITETeHIINH,
4acoB (0CBOEH | ()OPMHUPOBAHU
ust 10 KOTOPBIX
cnocodcTBYeT
3J1eMeHT
NPOrpaMmbI
1 2 3 4 5
Conep:xanue yueOHOro MmaTrepuasa 2
Beenenue. Bonpockl oxpansl Tpyaa B Koncturyuun P®. ['ocynapcrBenHas 3anura npas OK 2-OK 6
1 cBoOoa rpaxxaanuna PO. Konekce 3akoHoB o Tpyae. ObecnieueHne 6€30macHbIX
Beenenune o o
ycnoBuil Tpyna CoBpeMeHHOE COCTOsIHIE 0€30MacCHOCTH U yclloBul Tpyaa. [Ipuuunsl 1 2
HU3KOTO YpOBHS 0€3011aCHOCTH U HEOIaronpusATHBIX YCIOBUM TpyZda. 3alaull OXpaHbl
TpyAa.
Conep:xanue yueOHOro MaTepuasa
Tema 1. TpynoBo€ 3aKOHOAATENBCTBO U UHBIE HOPMATUBHBIE IIPABOBBIE AKTHI, COACPKALINE OK 2-OK 6
HOpMBI TpyoBoro mnpasa. 1 2 2 [Tonstue pabouyero BpemMeHu. OcoOeHHOCTH
(OCHOBHBIE MOHSATHS U 1 2

[MpaBOBasA OCHOBA OXpPAaHbI
rpyaa

[peryaupoBaHus TpyJa OTAEIbHBIX KaTeropuii paboTHuKoB. 1 1 2 3 Tpynossie
oTHOWEHUA. TpynoBoit 1oroBop. KoymekTuBHEBINM 10TOBOD.

Conep:xanue yueOHOro MmarepuaJia




Tema 2. Kiraccudukanms ormacHbIX ¥ BPEIHBIX POU3BOJICTBEHHBIX ()aKTOPOB. OK 2-OK 6
[ Ipon3BOICTBEHHBIN [Ipor3BOICTBEHHBIN TPaBMAaTU3M U MpodeccroHalbHbIe 3a00I€BaHUS.
TpaBMaTH3M U PaccrienoBanue HeCUaCTHBIX CITy4aeB Ha MPOU3BOJICTBE. 1
mpodeccuoHaNbHbIC
3a0oJIeBaHus
OCHOBHBIE HAMPABIICHUS TOCYIAPCTBEHHOU IMOJMTUKH B 00JIACTH OXPAHBI a. OK 2-OK 6
Tema 3 Opranuzanus p yrap 3 p TPy
OXpAHHI TPy [TnanupoBaHue U GUHAHCHPOBAHUE YCIOBUH Tpyda. 2 2. OOydeHue u 1
rpodeccroHabHAs TTOATOTOBKA B 001aCTH OXpaHbl TpyAa. 2 3. ATrecrarus pabouux
MECT IO YCIIOBHSAM TPy
Conep:xanue yueOHOro MaTepuasa 2
Tema 4. OcHOBEI Mukpoximmar nomereHni. Kimmmar 310posse yenoseka. | urnennaeckoe OK 2-OK 6
[POU3BOJICTBEHHOU HOPMHPOBAHKE TTApaMETPOB MUKPOKIMMAaTa. MeToabl o0ecrieueHust KOM(POPTHBIX 1
CaHUTApUU KIIMMATUICCKUX YCIOBHIA B TIOMEIICHUSX.
OcBeleHre. XapakTepuCTHKa OCBEIIEHUS U CBETOBOU Cpe/ibl. BUIIBI OCBEIICHHS U €TO OK 2-OK 6
HopMupoBaHue. Opranusanus pabodyero Mecta Juist Co3AaHusi KOM(OPTHBIX 3pPUTEIbHBIX 1
YCJIIOBHIA.
Tema 5. bezonacHocts  |(Copep:kanue yueOHOro MaTepuaia 2
Tpy/Ja NP BHIMOTHEHUH
paGor ma TTK ¢ WucTpykinu o oxpaHe Tpyaa. 4 2 2. O6mue TpeboBaHus 6e30macHOCTH pu padoTe. OK 2-OK 6
MCIIOIB3OBAHNEM [Tonxmouenue 11K, nepudepuitHoro u MyabTUMEIUHHOTO 000PYIOBaHUS K 5
nepuepuiiHoro u 5IIEKTPOCETH, 3aITyCK 000PYIOBAHMS, 3aBEPIICHNE PAOOTHI
MYJIbTUMEAUNHOTO
000pyIOBaHUS
Hroro 8

J51g XapaKTepUCTUKH YPOBHS OCBOEHUS y4eOHOTO MaTepualia UCIOIb3YIOTCS cleayrolue 0003HaueHus: 1| — 03HaKOMUTENbHBIN (Y3HaBaHUE paHee

M3y4YEHHBIX 0OBEKTOB, CBOMCTB);
2 — peTPOYKTUBHBIH (BBITIOJTHEHHUE JISATSIIEHOCTH IO 00pa3ily, MHCTPYKIIHMH WITH 0T PYKOBOJICTBOM);




3. YCJIOBUSA PEAJIM3ALIMA ITPOT'PAMMBI YUEBHOM JUCIUILIVHBI
3.1 MarepuajbHO-TEXHHYECKOe ofecriedeHne 06pa3oBaTeibHOIO0 Mpoiecca

VYyeOHas TUCHMIUIMHA Peau3yeTcs B yueOHOM KaOHuHeTe
O6opynoBanue yaeOHOT0 KabUHeTA!
—Jlocka yueOHnas;
—Pabouee mecTo npenogaBarens;
—CTOEBI;
—Crynbs,;
—IIIxadb! 11 XpaHeHus yueOHBIX MaTEpPHAJIOB 110 AUCLUILIIHHE.
TexHuueckue cpeacTBa 00y4eHHUS:
—KommbroTep ¢ TUIEH3UNOHHBIM IPOTrPAMMHBIM 00ECTIeUeHUEM;
—Pa3znaTouHbIl TUTAKTUYECKUN MaTEpHal,
—Harnsaaaeie mocoOust: (BUACOPHIBMBI 1O TeMaM; MNPE3CHTAlMd 10 TeMaM YPOKOB; IUIAKATHI,
Ta0JINIIB).

HNudopmannonnoe obecrieuenne 00pazoBaTeI-HOTO Ipolecca
Metoanyeckoe obecrieueHne TUCIUTUTNHBL:
Harnsgasie nocoOust:
—KOMILIEKT y4eOHO-HArISAHBIX TocoOuit «OxpaHa Tpyaa;
—KOMIUIEKTHI MHAWNBUIYAIBHBIX CPEIICTB 3aIIUTHL;
—poOOT-TpeHAKEP TSI OTPAOOTKU HABBIKOB IIEPBOM JIOBPauCOHON TTOMOIIIH;
—KOHTPOJILHO-U3MEPUTENBHBIE PHOOPHI U TPHOOPHI O30ITACHOCTH;
—MEAMIIUHCKAS arTeyuKa.
—TEeXHUYECKUMHU CPEJICTBAMU O0YUYEHHUS: - KOMIIBIOTEP;- IPOEKTOP;- IKPaH;- KOMILJIEKT
BUJICOPHUIEMOB U BHICO-MHCTPYKTAXK MO OXpaHe Tpy/a.
DNEeKTPOHHBIA HATYPHBIN (POHI.

3.2 UnpopmanmoHHOe oOecnedeHne 00pa3oBaTeJLHOI0 NMpouecca
OCHOBHBIE HCTOYHHKHU:
1. Bomsxun C.H, Ilerpoa M.C, IletpoB C.B. Oxpana Tpyaa Ha TpOU3BOACTBE U B yueOHOM
nporiecce. - U3narensctBo: Anbda-IIpecc, 2020.
I[OHOJ'IHI/ITGJ'IBHI)IG HUCTOYHUKU:
1.Koncturynus Poccniickoit denepanumn.

2.TpynoBoii koaekc Poccuiickoit denepannu.

3.®enepanbhelii 3akoH Poccuiickoit @enepanuu ot 17 utons 1999 roga Ne 181-03 «O6 ocHOBax
oxpansl Tpyza B Poccuniickoit denepanum».

4.Canllun 2.2.2.\2.4.1340-03 'uruenndeckue TpeOOBaHUS K BUIACOMUCIICHHBIM TEPMUHATIAM,
MIEPCOHAIBHBIM 3JIE€KTPOHHO-BBIUNCIUTEIBHBIM MalllMHAM U OPTaHU3ALMH PAOOTHI

5.be3onacHocTh 1 oxpana Tpyaa, M3narenscrBo: Omera-JI 2010.

6./I3MeHeHus 1 JOMOTHEHUS B 3aKOHOIaTeNNbCcTBE 00 oxpaHe Tpyna M3garenscTBo: Anbgallpecc,
2007.



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

8.0xpana tpyna. OGecrneuenue npaB padboTHUKOB. Cepusi: 3akoH u o6mecTBo M3mnarenscTBo: Omera-
JI. 2005.
9. Paznopoxubiit A.A. OxpaHa Tpya u IpOU3BOACTBEHHAs Oe30macHOCTh. IHTepHEeT-pecypCh:

10. Kuuurun H.B., [Tonomapes M.B., [TypsieBaA. lO. ITocrarelinbiii komMmeHTapuii k denepaibHOMY
3akoHy «O MPOMBIIIICHHONW O€30MMaCHOCTH OMACHBIX MMPOU3BOJICTBEHHBIX 00beKTOBY. — M.: FOcTHII-
uHdopm, 2012.

DNEeKTPOHHBIEC TOCOOUS:

1. DuexTpoHHbIH KypHaT «OXxpaHa Tpyaa B BOIIpocax U oTBeTax», http://e.otruda.ru/.

2. DICKTPOHHBIC  KypHAIbBI o OXpaHeTpy/aa,
http://magazinot.ru/zhurnaly_po_ohrane_truda_i_tehnike_bezopasnosti/?uid%3A000716 16.

3. DnexTpoHHBI KypHaI "OxpaHa TpyJaa U TEXHUKA O€30MMaCHOCTH Ha TIPOMBIIIUICHHBIX
npeanpustusx", http://ohrprom.panor.ru/.

4. DHuukIonenus 0e30MacHOCTH KU3HEAEATENIbHOCTH [ DNeKTpoHHbIH pecypc]. — URL:
http://bzhde.ru.

5. Odunmanpreiii cait MUC P® [Dnekrponnsiit pecype]. — URL: http://www.mchs.gov.ru.

6. BezomacHocTh B TexHochepe [DnekTponnsiit pecypc]. — URL: http://www.magbvt.ru.

7. baza nanabIX HHPOPMAIIMOHHOW cuCTeMBI «ETMHOE OKHO JTOCTyIa K 00pa30BaTeIbHBIM
pecypcam» http://window.edu.ru/

8. denmepanpHas  rocyaapcTBEHHas — WHQPOpPMAIMOHHAs  CUCTEMa «HannonanpHas
AJIEKTPOHHAs OUOINOTEKA

9. YuuBepcuterckas unpopmarronnas cuctema «POCCHUS» http://uisrussia.msu.ru/

10. HudopmanmoHHBII OpTai Mo oxpaHe TpyAa [ DIeKTPOHHBIH pecypc]. — Pexum nocryna:
http://www.trudohrana.ru/

11. Tpynogoii koaekc Poccuiickoii @eneparu (mocneaHss peaakius) [ DIeKTpoHHbIN pecypc].
Pesxxum nmoctyna: http://www.trudkodeks.ru/

12. O npoMmbITIUIEHHOW 0€30MaCHOCTH OIMACHBIX TIPOU3BOCTBCHHBIX 00BEKTOB: (heqep. 3aKOH OT
21.06.1997 1. Ne 116-®3 [DnexkTpoHHBI pecypc]. — Pexum qocryna:
h7ttp://base.garant.ru/11900785

4. KOHTPOJIb 1 OIIEHKA PE3YJIBTATOB OCBOEHMUS ITIPOI'PAMMBI YYEBHOM
JUCHUAILJINHBI

KoHTposib M OueHKa pe3yibTaTOB OCBOCHUS IUCIMIUIMHBI OCYIIECTBISIETCS MPENoJaBaTeIeM B
MPOIIeCcCe MPOBECHUS CAMOCTOSTENBHBIX, TPAKTUISCKUX U TBOPUECKUX PA0OT, a TAK)KE BBHITTOTHEHUS
00yJaroIMMHUCs, MHIUBUTYATbHBIX 3aJJaHUH.

Pe3yabTaTnl 00yyeHus (0CBOCHHbIE YMEHMS,

U METOAbI KOHTPOJISA 1 OCHKHA
YCBOCHHbIE 3HAHUA)

pe3yJibTaToB 00y4eHHus

3HaHMsA: OLeHKa pelIeHN CUTYallMOHHBIX 33124
TectupoBanue; Y CTHBIN ONIPOC;

HGI/ICTBI/IG TOKCHYHBIX BCIIIECTB Ha OpraHusm HpaKTI/I‘-ICCKI/Ie 3ausTHs: PolleBbie UrPBI
) .

YEITOBEKA;



http://e.otruda.ru/
http://magazinot.ru/zhurnaly_po_ohrane_truda_i_tehnike_bezopasnosti/?uid%3A000716
http://magazinot.ru/zhurnaly_po_ohrane_truda_i_tehnike_bezopasnosti/?uid%3A00071616
http://ohrprom.panor.ru/
http://bzhde.ru./
http://www.mchs.gov.ru/
http://www.magbvt.ru/
http://window.edu.ru/
http://uisrussia.msu.ru/
http://www.trudohrana.ru/
http://www.trudkodeks.ru/
http://base.garant.ru/11900785

Mepel  mpeaynpexIeHus — I0XapoB U B3pbIBOB;
KareropupoBanue IIPOU3BOJICTB IO B3pBIBO-
U 110>KapOOIACHOCTHY;

OCHOBHBIE ~ TIPUYUHBI BO3HHKHOBEHUS

IMOXXapoOB U B3PbIBOB,

BAaCT BHICOKHI YPOBEHb 3HAHUSI OCHOBHBIX
MOHSATUNA, TPUHIIUIIOB U 3aKOHOB B
00J1aCTH 3aIUTHI TPOU3BOJCTBEHHOTO
[epcoHalia ¥ HaCeJIEHUsI OT BO3MOKHBIX
MOCJIC/ICTBHI aBapHii, KaTacTpod,
CTHUXHUHHBIX O€ICTBHIA;

OcobeHHOCTH OOecneyeHUs OE30IacHbIX — YCIOBUU
Tpyzna B cepe npodeccuOHaTbHOW — JAEATENIbHOCTH,
MPaBOBbIC, HOPMAaTHUBHBIC M OPraHU3aLMOHHBIE OCHOBBI
OXpaHbl Tpy/la B OpraHU3aIlNH;

JIMYHOU H

[IpaBuna W HOPMBI  OXpPaHbI

Tpyna,
[IPOU3BOJCTBEHHON CAaHUTAPHUU U NTOKAPHOU 3aILUTHI;
[IpaBuna Oe30MmacHOM H3KCIUTyaTallud MEXaHHUYECKOro
obopynoBanus; [Ipodunakruueckue MEpONpUATUS TIO
OXpaHe OKPYXalollei cpeibl, TeXHUKE O€30MacHOCTH U
MIPOU3BOJCTBEHHON CaHUTAPUH;

[IpenensHO  MOMYyCTHMBbIE KOHIIGHTpALWU (Hajee
-IIIK) BpeaHbIX BeIIECTBU MHANBHUAYAIbHBIE
cpencTBa 3auThl; [[puHIMIBI TPOTHO3UPOBAHUS
pa3BUTHS COOBITUI U OLIEHKH MOCIEICTBUMN IpU
TEXHOICHHBIX YPE3BbIUANHBIX CUTYALUSIX U
CTUXUUHBIX SIBJICHUSX;

Cuctemy Mep 1o 0€30MMacCHON IKCIUTyaTalli OMACHBIX
MPOU3BOJICTBEHHBIX OOBEKTOB U CHIXKEHUIO BPEIHOTO
BO3JCHCTBUS HA OKPYKAIOILYIO CPENY;

CpezncTBa 1 METO/IbI MOBBILIEHUS

0€30MTaCHOCTH TEXHUYECKUX CPEICTB U
TEXHOJOTHYECKHUX MPOLIECCOB.

JIeMOHCTPHPYET CHCTEMHBIC 3HAHUS
TpeOOBaHUI IO OXpaHe TPy/a,
0€30I1aCHOCTH

PKU3HECSTEIbHOCTH U 3aIIUThI

OKpY KaroIllel cpeJibl IPU BBINOJTHEHUN
MOHTa)KHBIX Pa0OT, TEXHUYECKOM
00CITyKUBAaHUU U PEMOHTE
MPOMBIIIUICHHOTO 000pYAOBaHMUS.

MOJIHOTA U IMPABUJIBHOCTH OTBCTA, CTCIICHD
OCO3HAHHOCTH, ITIOHUMAHUA U3YYCHHOI'O, A3bIKOBOC
odopMIIeHHE OTBETA.

coOecenoBaHue, BBHITOTHEHUE 33/1aHUH,
YCTHBII OIpoc, pakTH4yeckasi padboTa

OpraHu3oBaTh CBOe paboyee MecTo

BU3yaJbHBINA 0030p; Oecena

CITy4aloIInecs P BHITIOJTHEHUN PaOOTHI.

BIIA/ICTh OCHOBAMU  KOMIIO3UI[MOHHOT'O Oecena, mpakTHueckas padora,
MBILLITICHUS. BBIITOJIHEHUE YIIPAKHEHUN
YMETb  HUCIPABJIATh TUIMYHBIE OIIMOKH, Oecena,

BBIITOJIHEHUE YITPAKHEHUN

M3BJICUeHHE HEOOXOIMMOIN MH(OPMALTUH

Oecena, mpakTHueckas padora,
BBITNOJIHEHUE YIPAKHEHUN

3Hanug:




[ IpuMeHATH CpeicTBa UHAVBUYAIbHON U JIeMOHCTpUpYET yMEHUE UCIIOIb30BATh
KOJUICKTUBHOU 3aILUTHI. CpeICcTBa UHAUBUAYAIBHOM 3aIUTHI U
OLICHUBATh IIPaBUIILHOCTb UX
[IPUMEHEHHS.

BnaﬂeeT HaBbIKaMU I10 OpraHu3aluu
OXpaHbl Tpya, 6€30MacCHOCTH
PKU3HEACATCIIBHOCTU U 3allIUThHI
OKPYXaIOIIel Cpe/ibl IPU BBIMTOJIHECHUN
HECKOJIbKUX BHJIOB TEXHOJIOTHIECKUX
[POLIECCOB.

OpranuzoBbIBaTh U MPOBOAUTH MEPOTIPUSATHUS 110 JleMoHCTpUpYET yMeHUE
3aluTe padOTAIOIINX U HACEJIEHUSI OT HEraTUBHBIX

. . . . MOJIb30BAThCS NPUHIUIIAMU pa3pabOTKH
BO3JICHCTBUI Ype3BbIYaHBIX cUTyauui; Mcrnons3oBath

TEXHUYECKUX PELICHUM U TEXHOJIOTUi B
HKOOMO3ALIUTHYIO U IPOTUBOIOKAPHYIO TEXHUKY.
00J1aCTH 3alUTHI IPOU3BOJICTBEHHOTO
[IEPCOHAJIA U HACEJICHUS OT BO3MOXKHBIX
MOCIIEACTBHI aBapHii, KaTacTpod,

CTUXUHHBIX O€ICTBUM;

Crnioco0eH pa3pabaThIBaTh CHCTEMY
TTOKYMEHTOB I10 OXpaHe TPy/a,
0€e30I1aCHOCTH

PKU3HEESTeIbHOCTU U 3aIUThI
OKpY>KaloIIel Cpelibl B MOHTAXXHOW WU
CEpBHCHOM OpraHu3allu B LEJIOM.

[TpoBOAMTH aHANIN3 OMACHBIX U BPEAHBIX ()akTOpoB B |CIIOCOOEH OCYIIECTBISATh

chepe mpodeccroHaTbHON NeSTEbHOCTH; MIEHTU(DUKAIIAIO OTTACHBIX U BPEIHBIX
[IpoBOIUTH KOJOTUUECKHIT MOHHTOPHUHT OOBEKTOB  [(DAKTOPOB, CO3/1aBaEMBIX CPEIO
MPOU3BOACTBA U OKPYKAIOUIEH CPENBL; 0OUTaHMS U IPOU3BOJICTBEHHON
CoOmronaTe TpeOoBaHMs MO O€30MaCHOMY BEJICHHUIO  |[IeATEIhHOCTHIO YEIOBEKA.
TEXHOJIOTMYECKOT0 IpoLecca.

BusyanbHO onpenesnsiTh JleMoHCTpHUpYET CaMOCTOSATENBHOCTH BO
HpI/IFOHHOCTI) CI/I3 K UCITIOJIB30BAHUIO. BJIAICHUU HABBIKOB OIICHKU TCXHUYCCKOT' O
COCTOSTHUSI 1 OCTAaTOYHOTO pecypca
HpOMI)IH_U'IeHHOFO

000py/IOBaHUS B 1IEJIOM, OTACIBHBIX
niremenToB U CU3.

[TpoekTHas paboTa
HabmroieHue B mporiecce MpakTUYECKUX 3aHITHI
O1ieHKa pEIIEHU CUTYallMOHHBIX 3314

Texkymmuii KOHTpOJIb pe3yabTaTOB OOYUYeHMsI OCYLIECTBISETCA MperojaBaTeleM B Ipolecce
MIPOBE/ICHUS] CAMOCTOSITENIbHBIX U MIPAKTUYECKUX pabOT, a TAK)Ke MPH BHIMOJTHEHUN UHIUBUIYaIbHBIX



pabot. Tekymuii KOHTPOJIb MO3BOJISIET CBOEBPEMEHHO BBISIBUTH 3aTPYAHEHUS] M OTCTaBaHUE U BHECTU
KOPPEKTHBHI B YUEOHYIO ACATEIbHOCTb.

PyOexHbIil KOHTPOIb ABISETCA KOHTPOJIBHON TOYKOW MO 3aBEPUICHUIO M3YyYCHHS JAUCIUILINHBIL,
paszfena, ero TeM C IeNIbI0 OLIEHWBAHUS YPOBHSI OCBOCHHUS MPOTrpaMMHOro Marepuana. @opMbl U cpoku
MIPOBEJCHUSI PYOEKHOrO KOHTPOJS ONPENENSAIOTCS IpernojaBaTesieM C Y4eTOM HWHIUBUAYAIbHBIX
ncuxo(u3nueckux ocoOeHHocTel (YCTHO, MMCbMEHHO Ha Oymare, MUCbMEHHO Ha KOMIIBIOTEPE U T.IL.).
[Tpu HEeoO6x0oAUMOCTH PyOEKHBINH KOHTPOJIb MOXKET IPOBOJAUTHCS B HECKOJIBKO TAIOB.

[TpoMexxyTouHasi arTecTalusl ocymecTBisieTcss B (opme auddepeHIMpPOBaHHOTO 3adeTa.
[Tponienypa mpoBeneHUsT MPOMEKYTOUYHOM AaTrTecTaldu Uil OOYYalolIerocs C HHTEIUICKTYalbHBIMH
HApYIICHUSIMA YCTAHABJIMBACTCS C YY€TOM WHAMBUIYAIbHBIX MCHUXO(PHU3MUECKUX OCOOEHHOCTEH (YCTHO,
MUCbMEHHO Ha Oymare).

[Ipy HEOOXOAMMOCTH TpPEIyCMAaTPUBACTCS  yBEIIMYEHHE BPEMEHM Ha TMOATOTOBKY K
nuddepeHIIMPOBAaHHOMY 3a4eTy, a TakKe MPEeAOCTaBIsIeTCs JOMOJHUTEIBHOE BpeMs JUIsl MOJITOTOBKU
3aJaHUH.

[TpoMexyTouHas aTTecTalus MOKET IPOBOJAUTHCS B HECKOJIBKO ATAIlOB.

OneHouHble CpeACTBa JOBOJATCS 0 cBeaeHus, odydatouierocs ¢ OB3 B poctymHoil st Hero
dbopme.
®opMBbI U METOIbI KOHTPOJISI U OLIEHKH Pe3yJbTATOB 00y4eHHs 10 KOMIIeTeHIHSIM

Pe3ysbTaThl (0OCBOCHHBIE CHOBHbIE N10KA3aTeJIM OLleHKH ®opMBbI M METO/ABI
KOMIIeTeHIIUH) pe3yJbTara KOHTPOJISl M OLEHKH
pe3yJabTaToB 00y4YeHus!

OK 1. [lonumars CylmHOCTb U YMmeHnue 060cHOBaTh ¢ noMolIkko (CobeceioBaHle, TBOpUECKast
COLMAJIbHYIO 3HAYMMOCTb Oyayiiel  [peueBbIX (OpMyJd CYIIHOCTh M [paboTa, IPOEKT.

npodeccuu, NposIBIATh K HEH COLIMAJIbHYIO 3HaYMMOCTb

YCTOWYUBBIN UHTEPEC. Oynymiei

npodeccuy,  BHICHHUE  CBOETO
MecTa B Oynyien mpodeccuu.

OK 2. OpranusoBbsIBaTh YMeHHe CcaMOCTOsTEeNbHO W/HiH [IBopueckue paboThl
COOCTBEHHYIO JI€SITE€IbHOCTD, UCXOIS c MIOMOILBIO

13 [1€7H1 ¥ CIOCOOO0B €€ TIOCTUKEHHUs, [IpernojaBaTes BBITIOJIHATH

OIIPEJICIIEHHBIX PYKOBOAUTEIIEM. TBOpUYECKHE PabOTHI

OK 03 Ananu3upoBaTh pabouyro CBOEBpPEMEHHO BBITOJHATH [JKCIIEPTHAs OLIEHKA
CUTYaIUIO, OCYIIECTBIATh TEKYIUN U [IPaKTUYECKUE U [BBIIOJHEHUS NPAKTUYECKHUX,
MTOTOBBIA KOHTPOJIb, OLIEHKY U CaMOCTOSITENIbHBIE PaOOTHI. CaMOCTOSITENIbHBIX PalboT.

KOPPEKIIUIO COOCTBEHHOU
JICATCIbHOCTH, HECTH
OTBETCTBEHHOCTH 32 PE3YJIbTaThl
cBOeH paboOTHI




OK 04 Ocy1iecTBasiTh MOUCK

uH(OpMaIUY, HEOOXOTUMOMN TS

A (HEKTHBHOTO BHITIOTHEHUS
mpodeccHoHaNBHBIX 3a7a4

BBIOOD u

COOTBCTCTBYIOIIUX UHCTPYMCHTOB,

MaTepUalloB,

000pynOBaHUS, CpEeJICTB

BalllUThI

IHOAroTOBKa

CaMOKOHTPOJIb B IIpoLECcCe
BBITTOJIHEHUS pabOTHI;

-OLICHKA Ka4yecTBa
BBITTOJTHICMBIX U
BBITTOJIHEHHBIX paboT;

-UCIIPABJICHUA YCTPAHUMBIX

meeKToB
OK 5. Mcnonp3oBarh YMenue npumenars WKT B Cetb «uTepuer»,  ee
MH(POPMAIIOHHO- TBOPUYECKOH 1€ATEIbHOCTU MCII0JIb30BaHUE
KOMMYHUKAI[IOHHBIE
TEXHOJIOTUH B
podeCCHOHATEHON
NesITeTbHOCTH.
OK 6. PaGorats B kKOMaH 1€, [ToHrMaHue MpaBuUI U HOPM JlenoBas urpa,
A heKTUBHO 00IIATHCS ¢ KOJIEraMH, |IeJI0BOTO STHKETA. co0ecenoBaHue.

IPYKOBOACTBOM, KIIMCHTAMMU.

PABOYAS [TPOTPAMMA VUEBHO! JIUCLIUITJIMHEI
OI1.07 BEBOITACHOCTbD ) KU3HEJEATEJBHOCTH

1.1 O6anacTh npuMeHeHus1 padoyeil NporpaMMblI

PaGouass mnporpamma y4eOHOW JUCHUIUIMHBI SIBISETCA YacThIO MPOTPaMMBI IO
crienuanbHOCTH «CeKpeTapb-aIMUHUCTPATOPY.

1.2. MecTo y4yeOHON AUCHMIUIMHBI B CTPYKTYpe OCHOBHOI mnpodeccHOHAIbHOI
o0pa3oBaTe/IbHOH NPOrpamMMbl: JUCHHUIUIMHA OTHOCUTCA K oOmIenpodeccHoHaTbHBIM
TUCITUTLIIAHAM.

1.3. Heau wm 3agaum y4eOHOIl JUCUMIUIMHBI — TpeOOBaHHS K pe3yiabTaTam
OCBOEHHUS Y4eOHOI ITMCHUILIMHBI: (OPMUPOBAHUE Yy OOYUYAIOIIMXCA HABBIKOB K YCIICIIHBIM
JNEUCTBUSIM TI0 OOECIeYeHHI0 0€30MacHOCTH JIMYHOCTH, OOINECTBa, TOCYAapCTBa, BOCIUTAHUE
TPaKIaHCKOW MO3UIINH, HABBIKOB CAMOCTOSTEILHOM pabOTHI.

3agaum JMCUUIJIMHBI:

—pa3BuTHe OJUTENBHOCTH, OCMOTPHUTENBLHOCTH, pa3yMHOH OCTOPOXXHOCTH Ha
BBISIBJICHHE U MPUHATHE BO BHUMaHUE PAa3IMYHBIX HETAaTUBHBIX (DaKTOPOB IMPH OLEHKE YIrpo3 H
OMacCHOCTH, U MIPEOJIOJICHUH TPYAHOCTEH;

—(opMuUpoBaHHUE TPUBHIUEK, HABBIKOB, YMEHHUH, 00€CMEeUYMBAIONINX YCIEIIHbIE
JNENCTBUS MpU pPELIEHUH BOIMPOCOB JIMYHOM U OOIIECTBEHHOM O€30MacHOCTH, YyMEHHE
CHCTEMAaTHU3UPOBATh 3HAHMS IO BOMPOCaM O€30MacCHOCTH >KH3HENAEATEIHLHOCTH U 3()(PEKTHBHO
MIPUMEHSTH UX B TTIOBCEAHEBHOM KU3HU;

—GOopMHUpPOBaHHE YCTAaHOBOK HAa COBMECTHBIC, COTJIACOBAHHBIE JCHCTBUS TIpU
MOTNaJaHUM B OMACHBIE CUTYAIlMH B COCTaBE T'PYIIBI, @ TAKKE HABBIKOB U YMEHHI COBMECTHBIX
JIEMCTBUM, OKa3aHUsl CaMO- U B3aWMOITOMOIIIH.




B pe3synbrate ocBoeHus y4eOHONM NUCHUIUIMHBI OOYUYaIOIIMHCSA C MHTEIIEKTYaIbHBIMU
HapyILIECHUAMHU JOJKEH YMETh:

—IpPUMEHATh IIOJy4EHHBIE TEOPETUYECKUE 3HAHUA HA MPAKTUKE - IIPUHUMATH
00OCHOBaHHbIE PELICHHUs, BHIPA0ATHIBATH TUIAH JCHCTBUN B KOHKPETHOW OMACHON CUTYaIlMH C
y4€TOM pealIbHOM 00CTAaHOBKM M MHIMBHIYyaJIbHBIX BO3MOXKHOCTEHH;

—aHAJIM3UPOBATh SBJICHUS U COOBITHS NMPUPOIHOI0, KPUMUHOTEHHOTO M COLIMAIBHOIO
XapakTepa, BbIABIATH IPUYUHBI BOSHUKHOBEHUS;

—IIPOEKTUPOBATh MOJEIH JIUYHOI'0 0€30aCHOTO MOBEICHHUS.

B pesynbrare ocBoeHUs y4eOHOW MUCIUILUIMHBI O0YYAIONIMICS ¢ WHTEIUICKTYIbHBIMHU
HApYIICHUSAMHU JOJHKEH 3HATh:

—OCHOBHBIE COCTABJIAIOIINE 3J0POBOr0 00pa3a )KU3HU U UX BIUSHUE HA O€30MaCHOCTh
KU3ZHEJEATEIIbHOCTH JIMYHOCTH;

—TIOTEHI[MAIbHbIE ~ OMACHOCTH  MPHUPOAHOrO, TEXHOTEHHOIO UM  COIMAIIbHOTO
MIPOUCXOKICHHUSI, XapaKTEPHBIE JJIsl pEeTUOHA TPOKUBAHMUS;

—OCHOBHBIE 33/1a41 TOCY/IAPCTBEHHBIX CITYXO IO 3allUTE HACCIICHUSI U TEPPUTOPUHN OT
YpE3BBIYANHBIX CUTYAIIMH IPUPOAHOTO M TEXHOTEHHOT'O XapaKTepa;

—TMpenHa3HadeHue, CTpykTypy u 3agauu PCUC;

—TIpeAHa3HauYeHUe, CTPYKTYPY U 3a7]a4i TPak1aHCKOH 0OOPOHBL.

Brimenepeurciennsle  TpeOOBaHUS K pe3ylibTaTaM OCBOEHHUS Y4e€OHOM IHCHUIUIMHBI

HampaBlieHbl Ha (POPMUPOBAHKE CIEIYIOMUX O0IMX U MPOo¢ecCHOHATBHBIX KOMIIeTeH Ui

Kon HaumeHoBaHue KOMIETEHIIUH

OK 1 [loHuMaTh CyIIHOCTH U COIMAIBHYIO 3HAYUMOCTh OyayIeil npodeccuu, mposiBIATh K HEil
YCTOWYMBBIA UHTEPEC

OK 2 |Opranu3oBbIBaTh COOCTBEHHYIO J€STEIBHOCTD, UCXO/Is U3 LIEJIH U CIIOCOO0B ee
NTOCTH)KEHUS, OTIPE/IETIEHHBIX PYKOBOAUTENIEM

OK 3 |Ananu3upoBaTh pabouyro CUTYaIUI0, OCYIIECTBISTh TEKYIIHH U UTOTOBBII KOHTPOJIb,
OLIEHKY ¥ KOPPEKIUIO COOCTBEHHOM JIeITEIbHOCTH, HECTH OTBETCTBEHHOCTh 3a PE3YJIbTaThl
CBOEH pabOTHI.

OK 4 |OcymiecTBasTh NOUMCK MHPOPMAIIUH, HEOOX0UMOM /17151 3()(HEKTUBHOTO BHIOTHEHHS
npodeccuoHaNbHBIX 3a/1a4

OK 5 [Mcnonbs3oBaTh HHPOPMALIMOHHO-KOMMYHHKAIIMOHHBIE TEXHOJIOTHH B ITPpOodeCCHOHATbHON
e TeTbHOCTH.

OK 6 [PaGorarph B KOMaHze, 3pPEKTUBHO 0OLIATHCA C KOJJIETaMH, PYKOBOJCTBOM, KIIMEHTAaMH

KoauyecTBO 4acoB Ha 0OCBOEHHE MPOTrPAMMBbI THCHUTIJINHBI:
BCETO yUeOHOI Harpy3ku odydaromierocs - 26 4acos.



2. CTPYKTYPA U COJAEP)KAHUE YYESHOU JUCIHUATILIAHBI

2.1. O0beM y4eOHOIi TMCUUIIMHBI H BUIbI Y4e0HOii padoThI

. Oobvem uacoe
Bujx yueOHoi#l padoThI

OYHan

YueOHast Harpy3Ka (Bcero) 26

[TpomesxyTounas arrectanus B popme nudhepeHIpoBaHHOTO 3a4eTa




2.2 TemaTuyeckuii JiaH u coaep:xkanue yueoHou qrucuuniannuel OI1.07 Be3onacHocTh KHU3HeAeSATEIbHOCTH

Konnl
KOMIIEeTeH LI,
(popmupoBanuio
HanmeHoBanue Ne  |IConmepsxanue yueOHOro MaTepuasa, NPaKTHYECKHe PadoThl DéBem YpoBenn KOTOpPbIX
Pa3aesioB U TeM 4acoB YCBOCHHUS cnocodcTByeT
3J1eMeHT
NPOrpamMMblI
1 2 3 4 5
Coneprkanre yaeOHOT0o MaTepuana 2
BBoaHoe 3aHsTHE. 1 OK 1.
Pazneun 1 [TpodunakTuka noxapHoil 6€30MacHOCTH OK 2.
IMoxkapuast
6e30MacHOCT OcHoBHbIE (pakTOpsl NOkapa. Hanbonee yacTele MpUUYMHBI HOXKapa. 1.2 OK 3.
OrnoBeleHne U dBaKyanus npu noxape. Cpencraa nokapoTyIIeHus!. 1 OK 6.
JleiicTBUE ITpH MOXKape B 0OLIECTBEHHOM MECTe. 1
Paznen 2 Copneprxanue yueOHOT0O MaTepHaia 4
3ammra
BpenHbie paxTopbl MPOU3BOACTBEHHON bl U X BIIMSTHUE HA OPTaHU3M
HACEICHMUSI OT penHble (aKTOpbl IPOU3BOJACTBEHHON Cpel 1 € Ha OpraHu3 OK 2.
HeraTHBHBIX yenoBeka [Ipon3BoICTBEHHBIE CpeICTBa O€30MaCHOCTH
. . OK 3.
BO3ACHCTBHU NHauBKIyaTbHbIE M KOJUIEKTUBHBIE CPEICTBA GE30MAaCHOCTH 1
Yype3BbIYaiiHbI OK 6
X
CUTYyaluil
Copep:xanne yueOHOTO MaTepuana 4 OK2. OK 3.

Pa3zpgen 3




Be3onacHocth 1 Upe3BbluaiiHble CUTYalluH IPUPOTHOTO XapaKTepa 1 OK 6.
3aIMTA Kak Bectu cebs B cimyyae BosHUKHOBeHUs YC MPpUpPOAHOTO XapakTepa. 1,2
yeJioBeKa B
Ype3BBIYANHBIX [IpaBuia noBeeHus U AelcTBUE HaceneHus npu aBapusax Ha XOO. 1,2
CHTYyaUUsX ABapuu ¢ BHIOPOCOM paHOAaKTUBHBIX BEeUIECTB. BO3MOKHbIE TOCIEACTBUS 2
Coneprxanue yueOHOro MaTepHana
Urto Takoe Teppopusm? 2
Pa3znen 4
Bubl TeppopusmMa 2 OK 3.
Teppopusm
Kak BbIsiBUTH TeppopucTa. Kak Bectu ceds mpu TepakTax. 2
besonacHocTh B Tpancnopre. Eciu B3opBanacs 6omba. Ecnu Bac 3aBanuio. 2
Copep:xanue yueOHOro MaTepuana
Paszpnen 5 5
. Buns! npect HUW OPOTUB JINYHOCTH
Ype3BbluaiiHbie AbI TPECTYILIC POTHB JIMIHOC OK 2.
cHTyaIuH YT0J0BHAsI OTBETCTBEHHOCTD HECOBEPILLIEHHOIETHUX 2 OK 3.
KPUMHHOTCHHOTO TBOs1 0€3011aCHOCTB B TBOMX PyKax. 2 OK 6
Xapakrepa
NupopmanronHas 6€30MacHOCTb. 2
Coneprxanue yueOHOro MaTepuania
Paznen 6 P yi P
Enunas Enunas l'ocynapcrBeHHass cucrema TPEAYNPEXACHUS W JUKBUIALMHU OK 3.
1
Focynapcreenna uype3BblyaiiHbIx cutyauuid (PCUC). OK 6
sl cucTeMa
IpeaynpesKIeH st [{enu u 3agaun MYC. Ero ctpykrypa. 2




U JIMKBUIALMHA Poixs MYC u ero cTpyktyp B 3amure HaceneHus ot UC. 2
4pe3BbIYaiiHbIX
cHTyanumii OrnoBellieHne HaceJIeHUsI O CTUXUMHBIX O€/ICTBUSX, IPOMBIIIICHHBIX aBapusix U 2
KaTtacTpodax
(PCUC) pod
Copep:xanue yueOHOro MaTepuasa 4
310pOBBE U 3IOPOBBI 00pa3 ku3HU. OOIINE MOHITHS O 3I0POBLE. 30POBBIN 2
Paznen 7 00pa3 )KU3HU — OCHOBA YKPETUICHUS U COXPAHEHUS JIMIHOTO 3/I0OPOBBSI.
3n0poBbe u OK 3.
DaKTOPBI, CHOCOOCTBYIOIINE YKPETJICHUIO 3/I0POBBS 2
310poBbIii 00pa3
SKH3HH [Ipodunaktuka  TpeAynpexaeHUs BpEAHbIX MPHUBBIYEK (YIOTpeOiieHue 2
QIIKOTO0JIs, KypeHHue, ynoTpeOaeHne HapKOTHKOB).

Pazgen 8 ConeprkaHue yueOHOro MaTepuania 2
OcHoBBI

[IpaBuia HaTOKEHUS TIOBSI30K 2 OK 3.
J0BpaveOHOH

[TepBast IOMOIIb PH TIEPETOMAX 2 OK 6

NOMOIIIH
nocTpagaBuieMy
JlnddepeHpoBaHHbIN 3aUeT 2
YuedHasi Harpy3Ka (Bcero) 26

J1sl XapaKTepUCTUKU YPOBHS OCBOEHUS Y4€OHOI0 MaTepraa UCIOJIb3YIOTCS CIEeyIOIue
o0o03HaueHUs: | — 03HAKOMUTENbHBIN (y3HaBaHHE paHee U3YyYEHHBIX 00BEKTOB, CBOMCTB);
2 — penpOAYKTUBHBIHN (BBIMOJIHEHUE JEATEILHOCTH MO 00pa3ily, MHCTPYKIIUHU HITH T1OJI PYKOBOJICTBOM);



3. VCJIOBUS PEAJTU3ALIMY YUEBHOM JUCLIMITIMHbI
3.1 MarepuajbHO-TEXHHYECKOe ofecriedeHne 06pa3oBaTeIbHOrO0 Mpoiecca

VYdeOHas AUCHUIUTMHA PEATH3yeTCs B y4eOHOM KaOHHeTe

O6opynoBanue yaeOHOTo KabUHeTA!

—Jlocka yueOHnas;

—Pabouee MecTo npernogaBaTens;

—CrTomnmr;

—Crynbs;

—IIkads! 1151 XpaHeHUs YI€OHBIX MaTEPUAJIOB 11O JUCITUTIIIMHE.

TexHuyeckue cpeacTBa 0OyICHHUS:

—KoMIbroTep ¢ TUIIeH3NOHHBIM MPOTPAMMHBIM 00ECTICUCHUEM;

—Pa3naTouHbIi TUIaKTUYECKUI MaTepual;

—Harmsinaeie mocoOust: (BUACO(UIBMBI MO TEMaM; MPE3CHTAIMH [0 TEMaM YPOKOB; IJIAKATHI,
TaOJIUIBI).

3.2 UudopmanuonHoe odecnevyenne 00pa3oBaTejJbHOI0 NMpoiecca

OCHOBHBIE HCTOYHHKM:

1. H.B.Koconamnosa, H.A.Ilpokonenko be3onacHocTs xu3zHenesteabHocTy — M.: M3natenbekuii
HeHTp «Akagemus», 2019r. — 378 c.

4. KOHTPOJIb M OLEHKA PE3YJbTATOB OCBOEHUSI IPOTPAMMBI YUEBHOII
JUCLMIIIUHBI

KOHTpO.Hb H OIECHKaA PE3YJIbTAaTOB OCBOCHUA JUCHUIINIMHBI OCYHICCTBIIACTCA IIPCIIOAaBaTrCiIicM B
mponecce NpoBCACHUA J'Ia60paTOpHLIX U IMMPAKTHUYICCKUX pa60T, TCCTUPOBAHUS, a TAKIKEC BbIIIOJIHCHHUA
O6yLIaI-OH_[I/IMI/ICSI, HHANBUAYAJIBbHBIX 3a,[[aHHI>i, IMPOCKTOB.

(I)OprI N ME€TOAbI KOHTPOJIA U

PesyabTaTnl 00yyeHus (0CBOCHHBIE
OLICHKH Pe3yJIbTATOB 00y4eHHA

YMeHHUs, yCBOEHHbIE 3HAHUS)

YMenusn

- IPUMEHATH [10Jy4YEHHBIE TEOPETUYECKUE 3HAHUS Ha - YCTHBIN OIIPOC
[PaKTUKE - IPUHUMATh 0OOCHOBAHHbIE PEILICHMUS,
BbIpa0aTHIBATH MJIaH AEHCTBHUI B KOHKPETHOW OMACHOM
CUTYalllU C YIETOM peaabHOU 00CTaHOBKU U
VHIVBHTyAJIbHBIX BO3MOXHOCTEMN;

- aHAJIM3UPOBATH SBJICHUS U COOBITHS IPUPOTHOTO, YCTHBIN OIIPOC
KPUMHHOTEHHOTO U COLIMAJIBHOTO XapaKTepa, BBIABIIATh IpakThyeckas padbora
[IPUYMHBI BOSHUKHOBEHNS; TECTUPOBAHNE

i depeHIpPOBaHHBIN 3aueT

- MPOEKTUPOBATH MOJIENIN TUYHOTO 0€30MaCHOTO TIOBE/ICHUSI. YCTHBIH OMpoC
HaOJIrOIeHUE




3HaHuA:

-OCHOBHBIC COCTABJISIFOIIKE 3JI0POBOTO 00pa3za M3HU M UX | -YCTHBIN OMPOC
BIUSHUE HA 0€30MaCHOCTH KU3HEIEATEIIBHOCTH JIMIHOCTH -npaKkTH4yeckas pabora
-nmuddepeHITUPOBaHHBIA 3a4eT

-IIOTCHUOHUAJIbHBIC OIIACHOCTU IIPUPOAHOI'O0, TCXHOI'CHHOI'O H 'yCTHBIﬁ OIIpoC
COOHUAJIBHOI'O IMPOHUCXOXKACHUA, XAPAaKTCPHBIC s PETrhUOHA - IPAKTUYECKAs] pa60Ta

[IPOKUBaHUs -MHAUBUAYAJIbHBIC 3aJaHUA

- i epeHINPOBAHHbIA 3a4ueT

- OCHOBHBLIC 3aJadul T'OCydapCTBCHHBIX CJ'Iy>K6 10 3alluTe —YCTHbIﬁ OoIIpocC

HAaceJIeHUsT U TEPPUTOPUM OT 4Ype3BbIYANHBIX —IpakTHyeckas padora
CUTYallMil IPUPOJHOTO U TEXHOT€HHOI'O —nuddepeHpoBaHHbI 3aueT

xapakrepa

— peaHa3HauYeHue, CTpyKTypy U 3anaun PCUC - IpaKkTu4eckas padora

- muhepeHIMpPOBaHHBI 3a4eT

Texymuii KOHTPOJIb Pe3yabTaTOB O0YUYEHMs OCYIIECTBIIAETCS MPENoAaBaTeiIeM B Ipolecce
IIPOBE/ICHUS JIAOOPATOPHBIX U MPAKTUYECKUX PabOT, a TaKKe NPU BBINOJHEHUH WHAWBUIYAIbHBIX
paboT wWiIM B peXUME TPEHUPOBOUHOIO TECTUPOBaHMA. TEKyIIMH KOHTPOJb IO3BOJISET
CBOEBPEMEHHO BBIIBUTh 3aTPyIHEHHs M OTCTaBaHWE W BHECTH KOPPEKTUBBI B Yy4eOHYIO
NESATEIBHOCTD.

PyOexxHbBIiI KOHTPOJNb SIBISICTCS KOHTPOJBHOM TOYKOW MO 3aBEpIICHUIO H3YYEHUS
JTUCLUIUIMHBL, pa3zielia, €ro TEM C LIEJIbI0 OLIEHUBAHUS YPOBHS OCBOEHHUS IIPOrPaMMHOI0 MaTepHuaa.
@opMBI B CPOKH TPOBEACHUS PYyOSKHOTO KOHTPOJIS ONMPEACISIOTCS IPENoJaBaTeNieM C Y4eTOM
MHIUBUAYAIBHBIX ICUXO0(PU3UUYECKHX 0COOEHHOCTEHN (YCTHO, MMCbMEHHO Ha Oymare, MUCbMEHHO Ha
KoMIIbIOTEpe, B (hopMe TecTUpOBaHMS M T.I.). [Ipy HEOOXOIUMOCTH PyOeKHBIM KOHTPOIb MOXKET
IIPOBOJUTHCS B HECKOJIBKO JTAIOB.

[TpomexyTouHast arTecTalus OCyllecTBIseTcs B ¢opme AudQepeHInpOBaHHOIO 3adera.
[Iponienypa  mpoBeAeHUs ~ NPOMEXKYTOYHOM  aTrTecTalmud  Juid  oOydamomerocs ¢
UHTEJJIEKTYaJIbHBIMM ~ HapyUIeHMSIMM ~ YCTaHABJIMBAE€TCA  C  Y4eTOM  HMHAMBHUIYaJIbHBIX
ncuxopu3nUeckux 0coOeHHOCTeN (MMChMEHHO Ha Oymare B (hOpMe TECTUPOBAHMS).

[Ipy HEOOXOOMMOCTH MpEeayCMaTpUBAETCS YBEIMYEHHWE BpPEMEHUM Ha TMOATOTOBKY K
mupdepeHIIMPOBAaHHOMY 3a4eTy, a TaKKe MPEJOCTaBIsAeTCsl JONOJHUTENbHOE BpeMs s
IIOATOTOBKH OTBETA.

OneHouHble cpelcTBa (BKJIIOYas 3a7aHus JUId CaMOCTOSATENBbHOM paboThl, BOMPOCHI K
Qg QepeHIIMPOBaHHOMY 3a4€Ty) JOBOAATCS 10 cBeleHus oOyyaromerocs ¢ OB3 B noctynHoit ams
Hero ¢opme.
®opMbI U METOIbI KOHTPOJISI U OLIEeHKHU Pe3yJbTATOB 00y4eHHUs 110 KOMIIeTeHHSIM

Pe3y.]1bTaTl)I CHOBHBIC ITIOKA3aTeEJIN OLICHKHU (I)Ole)I U METOAbI
(ocBOCHHBIC pe3yJbTarta KOHTPOJIS M OLICHKH
KOMIICTeHIIHH) pe3yJbTaToB 00y4eHHus




OK 1. [loHumaTh CyIHOCTb U
COLIMATIbHYIO 3HAUUMOCTb
Oynyiei npodeccuu, IposBIATH
K HEH yCTOMYMBBIN MHTEpEC.

VYMeHue 000CHOBATH ¢ HOMOLIBIO

pedyeBbIX (GOPMYNT CYIIHOCTh U

COLUAIIbHYIO 3HAYNMOCTH
Oymymieit

HpO(bCCCI/II/I, BHUJCHUC CBO€Iro

MecTa B Oyymie mpogeccum.

CoOeceoBanue,

TBOpYECKas pabora,

OK 2. Oprann3oBbIiBaTh
COOCTBEHHYIO JIeATEIbHOCTD,
MCXOJIS U3 1IeJIM U CIIOCOOO0B ee
TOCTHKEHUS, ONIPEICTICHHBIX

PYKOBOOUTCIICM.

YMeHue CcaMOCTOSITENIbHO W/WIH
c MIOMOILIBIO

MpernoaBaTens

TBOpUYECKHE PaOOThHI

BBIIIOJIHATDH

TBOpueckue paboThbI

OK 03 AnanusupoBaTh pabouyro
CUTYAIIHIO, OCYILECTBIISATh
TEKYIIUI U UTOTOBBII KOHTPOJIb,
OLICHKY U KOPPEKIIHIO
COOCTBECHHOI JICITCILHOCTH,
HECTH OTBETCTBEHHOCTb 32
[PE3YJIBTAThI CBOCH pabOThHI

CBOEBpPEMEHHO
MPAKTUYECKHE u
CaMOCTOSITENIbHBIE PAOOTHI.

BBINIOJIHATDH

:‘)KCHCpTHaﬂ OLICHKa
BBITIOJTHCHUA
IMPAKTUYCCKHUX,
CaMOCTOATCIIbHBIX pa60T.

OK 04 OcymiecTBisiTh MOUCK
H(pOpMaIU, HEOOXOUMOM JTsI
A (PEKTUBHOTO BBHITTOTHEHUS
npodeccCuoHaNbHBIX 3a7a4

BBIOOD u IIOArOTOBKA
COOTBETCTBYIOLIHX
WHCTPYMEHTOB,  MaTepHaoB,
000pyI0BaHUS, CpeZICTB
3aIlUTHI

CaMOKOHTPOJIb B IIpoIiEcce
BBINIOJTHEHMSI paOOThI;

-OIIEHKA KauecTBa
BBITTOJTHSAEMBIX U
BBINIOJTHEHHBIX PadoT;

-UCIIPABICHUA YCTPAHUMBIX
neeKToB

OK 5. Ucnonb3oBath
MH(pOpPMAaIMOHHO-
KOMMYHUKAI[HOHHBIE
TEXHOJIOTUH B

podeccnoHATEHOM
eI TEHOCTH.

YMenne mnpumenats UKT B
TBOPYECKOU JAEATETbHOCTH

Cetb «HTEpHETY,

CC UCIIOJIB30BAHUEC

OK 6. PaGoraTs B KOMaH/IE,
P PeKTUBHO 00IIATHCS C

KOJLJIEraMu,
[PYKOBOJICTBOM,
KJIMEHTaMH.

[loHnMaHMe MpaBWII U HOPM
NIEJIOBOTO DTUKETA.

JlenoBas urpa,

co0eceoBaHuE.




PABOYAS I[TPOTPAMMA YUYEBHOM JUCIATIIMHEBI
OI1.08 OcHOBBI J€J10BOM KYJIBTYpHI U 3TUKU. KopriopaTuBHas KyJIbTypa.

ObaacTh NpuMeHeHus padoyeil MPOrpaMmbl
PabGouass mnporpamma y4eOHOH  OUCHUIUIMHBI ~ SBISETCS YACThIO IPOrpaMMBbl IO
cnenuanbHocTH «CekpeTapb-aAMUHUCTPATOP.

MecTo yuyeOHOH IMCHMINIMHBI B CTPYKType HPOrpaMMbl MOATOTOBKH: YueOHas

JTUCHUIUIMHA BXOAUT B 00IIEPOGECCHOHATBHBIN UK.

Leaun ocBoeHuss AUCHUILIMHBI — (GOPMUPOBAHHME Yy CIyIHIaTeldedl KOMIETEHIIHH,
obOecrieunBarOMUX  MPO(ECCUOHATBHYIO  JICATETbHOCTh B cdepe  OpraHu3alMOHHOTO U
JIOKYMEHTAI[MOHHOTO  00ECIeUCHHs] JACSITENbHOCTH OpraHu3aluid  JIOOBIX  OpraHW3aIMOHHO-
MPaBOBBIX (OpPM, O3HAKOMJICHHWE CIyIIaTelied C OCHOBHBIMH TCOPCTHUYCCKHMH ACIICKTAMU,
HOPMaMH M [ICHHOCTSIMH JIETIOBOM 3TUKH U JIEIOBOTO ITHKETA.

OCHOBHBIMH 32Ja4aMU JUCIUIUINHBI SBIISIOTCA:

—cdopmupoBaTh y chymaTeneid 0a30BbIX MpPENCTaBICHUN 00 H3THUKE IEIOBOTO
OOLIEHUS U IETIOBOM 3TUKETE;

—O00y4HTh chymiaTeNell OCHOBaM JIETIOBOTO OOIIEHUS U JIETIOBOTO 3TUKETA;

—Ppa3BHUTh YMCHHS KOHCTPYKTUBHO B3aHMOJICHCTBOBATH B JICIOBOM OOIICHUH;

—cdopmupoBaTs y  ciymarenei  yMEHHsS — aIanTHPOBATBCS U YCIEIIHO
COILIMATIN3UPOBATHCS B TPOU3BOJICTBEHHON, OPHCHOM cpejie.

1.4. KomnuecTBO 4acoB, OTBEICHHOE HA OCBOCHHE MTPOTrpaMMbl yueOHOM TUCIUTIITMHBI
MakcUMaibHas ydyeOHas Harpyska CTyJeHTa -52 4acoB, B TOM 4Hcie: oOs3aTenbHas ayauTOpHas
yueOHas Harpyska - 52 4acos.

2. CTPYKTYPA U COJEPKAHUE YUESHOU JUCIATLIAHBI
2.106beM yueOHOM TMCIUIUIMHBI U BUABI yUeOHON padoThI.

Bun yueOHoii pabotsr OO0beM yacos

MakcumainbHas yueOHast Harpyska (BCero) 52

OOs3aTenbHas yueOHast Harpy3ka (Bcero) 52

Urorosas arrectarus B hpopme nudhepeHIIMpOoBaHHOTO 3aUeTa




2.2 TemaTu4yeckuii miiad u copep:xanue yueonoi mucuunanabl OI1.08 OcHOBBI A€10BOM KyIbTYpbl U 3TUKU. KopriopaTuBHas KyJabTypa.

HanmeHnoBanme Conep:kaHue y4eOHOr0 MaTepuaJia, J1adopaTopHble U MPpaKTHYECKHe Pad0Thl, O0be |Ypose Konwi
pa3iesioB U TeM caMoCTOsITeJIbHAsI padoTa 00y4aroIMXCs. M Hb KOMIIeTeHIH,
4acoB [0CBOeH | ()OPMHUPOBAHU
ust 10 KOTOPbIX
CIocoocTBYeT
3JIeMeHT
NMporpaMmbIl
1 2 3 4 5
Pazngen 1 DTuka Conep:xanue yueOHOro Mmarepuasa
NeJIOBOI0 O0LEHUS U
eJ10BOi HTHKET KaK JTHKa KaK HayKa: MPEeaMET, UCTOpPUS Pa3BUTHS, OCHOBHBIE KaTErOpHUHU. OK 2-OK 6
> TeMEHTRI JlenoBoe oOIeHre: BUIBI, TPUHLIUIB U QYHKIIMH. DTUUECKUE TPUHIIUITHI 2 2
NPO(ECCHOHATHHOTO 1 HOPMBI B JIEJIOBBIX OTHOIIIEHUSIX
B3aMMOACHCTBUSA
DTUKET KaK COIMAJIbHOE SIBJICHHE: TOHATHE, UCTOPUS Pa3BUTHS, BHUJBL
JlenoBOI STUKET: IOHATHE, CTPYKTYpa, MIPUHIUIBI U PYHKIIUU 6
[IpodeccuonansHass ¥ KopmopaTHUBHAs KyJNbTypa: MOHSATHSA, CTPYKTYpa,
(GyHKIIMH MeXaHu3Mbl TPUBHUTHS STHYECKUX MPUHIIUIIOB, BHEAPEHUS 4
MPaBUI U HOPM JIETIOBOTO ITHUKETA.
DTUKET CIY>KEOHBIX B3aMMOOTHOIICHWNW PYKOBOJWUTENS M TMOTYMHEHHBIX,
COTPYJHUKOB, MYXYHHBI M >KCHIIWHBL. VMUK J1€JI0OBOTO YeloBeKa Kak 4

(dakxTop 3¢ pexkTnBHOCTH OM3HEC B3aUMOACHCTBUS




KoH(bauKTh B 1e0BBIX OTHOMIEHUAX. CTpaTerus u mpaBuiia MOBEJICHUS B
KOH(IIMKTHOW cuTyanuu. Pa3perienne KoHQIMKTHON CUTyalluy B TPyIIIIE. 4
CyOopauHaius KaKk CUCTeMa CITY>KEOHBIX OTHOIICHUH. DTUKO-ITHKETHBIC
ACTIEKThI B3aMMOJICHCTBHS COTPYAHUKOB METUIIMHCKUX YUPEKICHUN 4
DTHUKET J1€JIOBBIX KOMMYHHUKAUN DTUKET 1€TOBBIX MEPOIIPHUITHIA 10
Paznen 2. Conep:xanue yueOHOro MaTepuasa
IMpakTn4yeckue
Cvo 6 7iC) . OK 2-OK 6
ocHOBBI ycnemHoro |(CyOOpIMHALNS KaK CHCTEMa CIIy)KCOHBIX OTHOLICHUN. JTHKO-3TUKETHBIC 5 5
ACTIEKTHI B3aUMOJICUCTBUS COTPYIHUKOB
B3aMMO/EHCTBHA B
pouecce 1eJI0BOT0  Jyger ne0BBIX KOMMYHUKAIMNA DTHKET JEIOBBIX MEPOIIPUSTHIA. 2
001IeHns
JleToBbIE MPUEMBI. 4
CobecenoBanue npu npuemMe Ha paldoTy. 4
BepOanpHoe u HeBepOambpHOE 00IIeHNE 4
HNrorosas arrecrauus 1M depeHUpoBaHHBbIN 3a4eT 2
HToro 52

Jl7ist XapaKTepuCTUKH YPOBHS OCBOEHHUS y4eOHOT0 MaTepraa UCTIONIb3YIOTCS cleAytonue 0003HaueHus: | — 03HaKOMHUTEIbHBIN (Y3HaBaHHE paHee
M3YYEHHBIX 0OBEKTOB, CBOMCTR);,
2 — PEeNPOTYKTUBHBIN (BBITIOJTHEHHE JEATSIIEHOCTH IO 00pa3ily, MHCTPYKIIMH WITH TTOJT PYKOBOJICTBOM);



3.YCJIOBUS PEAJIM3AIIMA PABOYEN ITPOIT'PAMMBI YYEBHOM JIUCHUTIJINHBI

TpedoBanus K MUHMMAJIBLHOMY MATEPHAJIBLHO-TEXHHYECKOMY 00ecredYeHn o
O6opynoBanne kabuHeTa:
—paboyee MecTO npernoaanaress — 11T,
—KOMIUIEKTHI CIIeMUaIn3UpoBaHHON Mebenu yuamuxcsa- 20 yuyebHbIx cTosoB, 40 cTynbeB, A0CKa
KJaccHadg- 1T, mpoekTop - 1T, s3kpan-1mrT,
—KOMITBIOTEPHI C YCTAHOBJICHHBIM JIMIICH3UOHHBIM TporpaMMHbIM obecniedenreMm: OC Windows,
MS Office, 7-Zip , Adobe Acrobat Reader, Comodo Internet Security, KoncymapTant mitoc,
1C:IIpennpusitue, ¢ BBIXOJAOM B ceTh «MHTEpHET» M JOCTYNOM B 3JIEKTPOHHYIO MH(POPMALMOHHO-
00pa3oBaTEeNbHYIO CPENy.

HNudopmanuonHoe odecrieyeHne 00y4eHHs

Ilepeuens yueOHbIX u31anuii, UHTepHeT-pecypcoB, A0MOJHUTEIbHOH JIUTEPATYPHI

1. Anexcuna, T. A. JlenoBas stuka. Yueonuk / T.A. Anekcuna. - M.: FOpaiit, 2016. - 386 C.
2. buxkmyp3uH, [1aBen UcaasikoBuy Jlenosoe O0uienue / bukmypsun [1aBen 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. IIcuxoiorus aeiaoBoro oomienus. Yueonoe nmocooue / M.E. Burosckas, A.B.

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

5. J3stmommnckwid, M. M. [lenoBele KOMMyHUKanuu. Teopust u mpaktuka. Y4ueOHuk / .M.
J3snomunckuit, M.A. [Tuneryn. - M.: FOpaiit, 2015. - 448 c.
6. Eropmun, A. I1. Dtuka aenoseix otHomeHuit / A.I1. Eropmun, B.I1. Paconos, H.B. [llamkoBa.

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

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

[Tpocmekr, 2016. - 680 c.

8. 3apenkas, 1. U. Ycruas peus B nenoBom obmienuu / MI.W. 3apenkas, A.M. bpyccep, M.IL.

Occogckas. - M.: lpoda, 2015. - 224 c.

9. Kadran, B. B. [lenoBas stuka. YueOuuk u npaktukym / B.B. Kadran, JI.. Uepnsimora. - M.:

FOpaiir, 2016. - 302 c.

4. KOHTPOJIb 1 OIIEHKA PE3YJIbTATOB OCBOEHMS YUEBHOM JUCIHUIIINHBI

PesynbTaThl 00y4eHusi (0CBOCHHbIC YMEHHUS,
yCBOCHHbIe 3HaHU) POPMBI M METOABI
KOHTPOJIS M OLICHKH Pe3y/1bTATOB 00y4eHus!

PesynbTaTsl 00y4eHusi (0CBOCHHBIC YMEHMS,
yYCBOCHHbBIC 3HAHHUA) POPMBI M METOABI
KOHTPOJISAA ¥ OLICHKH Pe3yJIbTATOB 00y4eHus!

COJIEpKaHUs U Ha3HAUYECHUSI BaXKHEHIINX
MPaBOBBIX U 3aKOHO/IATEIbHBIX aKTOB
MHPOBOTO M PETMOHAIIBHOTO 3HAYEHMSI, MECTA U
poiu ripaBa B rocyaapctse; [loaroroska
COOOIIEHUH, TOKIJIaI0B, KOMITBIOTEPHBIX
npe3eHTanuil. BeimonHenne roMamHnx
3aJJaHuH, MPaAKTUYECKUX PadoT.

COJIEpKaHUS U Ha3HAYCHMS BaXKHEHIINX
MPaBOBBIX U 3aKOHO/IATEIbHBIX AKTOB
MHPOBOTO U PETUOHAIBHOTO 3HAYEHUSI, MECTa
U poJiM TipaBa B rocyaapctse; [loaroroska
COOOIIEHUH, JOKJIaI0B, KOMITBIOTEPHBIX
Npe3eHTannil. BeimonHenne roMamHnx
3aJJaHuH, MPaAKTUYECKUX PadoT.

COHAJIBHBIX U DOKOHOMHWYCCKHX HAYK,
HCIIOJIB3YCMBIX ITPU PCHICHUN COLIMATIBHBIX U
HpO(I)CCCI/IOHaJ'H:HBIX 3agay, HO,Z[FOTOBK&
COO6H.ICHPII>1, JOKJIaA0B, KOMIIbIOTCPHBIX

COIHAJIBHBIX 1 9KOHOMHNYECKHX HaYK,
HCIOJIB3YCMBIX ITPU PCIHICHUH COLUATIBHBIX U
HpO(I)CCCI/IOHaJ'ILHLIX 3aaay, HO,Z[FOTOBK&
C006IJ.[CHI/II\/'I, JOKJIaA0B, KOMIIbIOTCPHBIX




npe3eHTauuil. BeimonHenne qroMamHmnx
3aJIaHUM, TTPAKTUYECKUX PaboT.

npe3eHTannii. BeimonHeHne 1oMaiHnx
3aJIaHAM, TPAKTUYECKUX PaboT.

OCHOBHBIX TTos103)keHui Konctutyiuu P®;
ITonroroBka cooOIEHHH, JOKIIAI0B.
Brimomaenne joMantiero 3agaHus,
NPaKTUYECKUX padoT.

OCHOBHBIX TTos10)keHu Koncturyiuu PO;
IToaroroBka cooOIIEHNH, TOKJIAI0B.
BrimosHeHNE JOMaNIHETo 3aJJaHusl,
MPAaKTUYECKUX padoT.

OCHOBHBIX METOJIOB U CPE/ICTB HAKOILICHHUS
I0pUInYecKoil nHpopmanyy; Beimonnenue
JIOMAIIIHUX 3aJJaHHi, TPAaKTHIECKUX paloT.
IToaroroska cooOLIEHNH, JOKIAI0B. METOIUKH
HPUHATHS PeILIEHUH ¢ y4eTOM TpeOOBaHUI
3aKoHoJaTenbCcTBa; [loaroToBKa COOOLICHUH,
JOKJIa[I0B, KOMIIBIOTEPHBIX PE3EHTALUM.
BeinonHenune npakTuyeckux pador.

OCHOBHBIX METOJIOB U CPE/ICTB HAKOILICHHUS
I0pUIn4ecKoil nHpopmanyy; Beimonnenue
JIOMAIITHUX 3aJJaHH, TPAKTHYECKUX padoT.
INoaroroska cooOmennii, TOKIam0B. 17
METOJIMKH IIPUHATHS PEILICHUN C YI4ETOM
TpeOoBaHul 3aKOHOAATeNIbCTBA; [loaroroBka
COOOLIEHNH, TOKJIaJJ0B, KOMITBIOTEPHBIX
Ipe3eHTalui. BenoaHeHne npakTu4ecKkux
pabor.

BBISBJISITH B3aUMOCBSI3b PETUOHAIIBHBIX,
MHUPOBBIX COLIMAIEHO-KOHOMHYECKHUX,
MNOJUTUYECKHUX U KYJIbTYPHBIX POOIIEM;
IMonroroska cooOILIEHNH, TOKIIAIO0B,
KOMITBIOTEPHBIX IIpe3eHTalui. BeinonHenue
JIOMAIITHETO 33/1aHUs, IPAKTHYECKUX PadoT.

BBISBJISITh B3aUMOCBSI3b PETMOHAIIBHBIX,
MHUPOBBIX COLIMAIEHO-KOHOMHYECKHUX,
MOJINTUYECKUX U KYJIbTYPHBIX IPOOIIEM;
IToaroroBka cooOIIEeH I, TOKIAI0B,
KOMITBIOTEPHBIX IIPEe3eHTalni. BelonHeHne
JIOMAILTHET0 3aJaHMusl, IPaKTUYECKUX PadoT.

OTIPEICIIATh OPTaHU3AIOHHO-TIPABOBBIC
dbopmbl opranuzaruii. Haxoauts u
HCIIOJIb30BaTh HEOOXOIMMYIO IOPUINUECKYIO
uHpopmaruio; [ToaroroBka cooOIIeHu,
JOKJIaJI0B, KOMITBIOTEPHBIX MPE3CHTAIUH.
BrInmonHeHne qOMAaIIHEro 3aJaHus,
MPAKTUYECKUX padoT.

OINpEAEIATh OpPraHU3allMIOHHO-TIPAaBOBBIE
dbopmbl opranuzanuii. Haxonuts u
UCIOJIb30BaTh HEOOXOJUMYIO FOPUIUUECKYIO
uHpopmanuio; [ToaroroBka cooOuieHuni,
JIOKJIaJI0B, KOMIIBIOTEPHBIX MPE3CHTALUI.
BrinonHeHne 1oMalHero 3ajaHus,
MPAKTUYECKUX padoT.

3alllMILIATh CBOU MPaBa B COOTBETCTBUU C
TPaKIaHCKUM, TPAXKIAHCKO-TIPOIIECCYATbHBIM
Y TPYJOBBIM 3aKOHOAATENbCTBOM; [loroToBKa
COOOIIEHUH, JOKJIaI0B, KOMITBIOTEPHBIX
npe3eHTannil. BeimonHeHne 1oMairHero
3a/laHusl, IPaKTUYECKUX pabdoT.

3allIMIIATh CBOU MTpaBa B COOTBETCTBUU C
TPaKIAHCKHUM, TPAKIaHCKO-TIPOIECCYaTbHBIM
U TPYJOBBIM 3aKOHOAATENbCTBOM; [loroToBKa
COOOIIIEHUH, JOKJIAI0B, KOMITBIOTEPHBIX
npe3eHTanuii. BeimonHenne qomanHero
3a/laHusl, MPAKTUYECKUX PaboT.

3¢ (HEeKTUBHO UCTIOTB30BaTh HHPOPMAIIIOHHBIE
pecypcsl; [ToaroroBka cooOeHHiA, TOKIa0B.
BrinonHenue nomaiiHero 3ajgaHus,
NPaKTUYECKUX paboT.

3¢ (HEeKTUBHO UCTIOTB30BaTh HHPOPMAIIHOHHBIE
pecypcsr; [TonroroBka coo0meHmi, JOKIaI0B.
BrinonHeHne 1oMallHero 3agaHus,
MPAaKTUYECKUX padoT.

OPUHUMATD P PEKTUBHBIC PEILICHUS C YYETOM
UX IOpUINYECKUX nocaenctsuii; [lonroroska

NpUHUMATD 3P (EKTUBHBIE PEILICHUS C YUYETOM
UX IOpUIMYecKux nocneactsuii; [loaroroka




COOOIIIEeHHH, TOKJIag0B

COOOIIEHHH, TOKJIag0B

YBEPEHHO OPHUEHTUPOBATHCS B YCIOBUAX

IMOCTOSTHHO M3MEHSIOIICHCS HpaBOBOfI 0as3kl.

[ToaroroBka KOMIIbIOTEPHBIX TPE3CHTAIIUMN.
BrinonHenue 1oMallrHero 3agjaHusl.

YBEPEHHO OPUEHTUPOBATHCA B YCIOBUSIX
MTOCTOSTHHO M3MEHSIOIICHCS MMPaBOBOM Oa3bl.
[ToaroToBka KOMIIBIOTEPHBIX TPE3CHTALIMN.
BrinmosHeHNE JOMAIITHETO 3aIaHus.




Pe3yabTaTsl
(ocBoernbIie OK)

OcCHOBHBbIE MOKA3aTe/H OLleHKH
pe3yJbTara

DopMbI U
METOABI
KOHTPOJIA U
OLICHKH

IToHuMaTh CyIIHOCTD U
COLMAIIBHYIO 3HAYMMOCTh CBOEH
Oynyuieit mpodeccuu, IpOsBIATh K
HEW YCTOMYMBBIA HHTEPEC.

- IEMOHCTpAIHs HHTEepeca K Oymyiien
npodeccuu B IpoIecce OCBOCHHUS
00pa3oBaTeNIbHOI MPOrpamMMmBl,
yuactusg B HOY, onumnuanax
npodecCUOHATBHOTO MacTepCTBa,
dbecTuBaIAX, KOHGEPECHIIHSIX.

OpranuzoBbIBaTh COOCTBEHHYIO
JEeSTEIbHOCTD, UCXO/SI U3 LIETN U
CIoco0O0B ee TOCTHKEHUS,
OIIPEECIIEHHBIX PYKOBOIUTEIIEM.

- o0ocHOBaHUE BBIOOpA 1
NPUMEHEHHS METOIOB U CITIOCOO0B
peteHus podheCCHOHATBHBIX
3aj1a4, UCXO/Is U3 LEJU U CIIOCOO0B
ee JOCTIDKEHHUSI, OTIPEICTIeHHBIX
PYKOBOJUTEIIEM;

- IeMoHcTparus 3pPeKTUBHOCTH U
Ka4eCTBa BBITOJIHCHHUS
npoeCCHOHATIBHBIX 33]1au.

AHanu3upoBath pabouyro
CUTYalHIO, OCYIIECTBISATh TEKYIIUN
Y UTOTOBBIN KOHTPOJIb, OLIEHKY U
KOPPEKIIHIO COOCTBEHHOM
JACATCIIbHOCTH, HECTU
OTBCTCTBCHHOCTD 3a PC3YJIbTAaThbL
CBOEH paboTHI.

-IEMOHCTpALHsI CHOCOOHOCTH
AHAJTM3UPOBATH PAOOUYIO CUTYAIIHIO,
OCYIIECTBIIATh TEKYIUNA U UTOTOBBII
KOHTPOJIb, OIICHKY M KOPPEKIHIO
COOCTBEHHOI JIeITCILHOCTH, HECTU
OTBETCTBEHHOCTH 32 PE3YJIbTAThI
cBoel paboThI

Ocy1ecTBIsITh MOUCK UHPOPMALUHY,
HEo0XouMoM 1 3P PEKTUBHOTO
BBINOJIHEHUS TPO(HECCHOHAIBHBIX
3ajad.

- HAXOXKJICHHE U HCIIOJIb30BAHNE
uHpopmanuu 17 3 (HEeKTUBHOTO
BBIIIOJTHEHUS TPOPECCHOHATTBHBIX
3a1a4

Hcnonb30BaTe HHPOPMAITMOHHO-
KOMMYHHUKAI[IOHHbIE TEXHOJIOTUH B
npodecCHOHAIBHOMN e TENbHOCTH.

[l meMoHCTparysi HABBIKOB
MCIIONIb30BaHUsl HH(POPMAIIMOHHO-
KOMMYHHKAITUOHHBIX TEXHOJIOTHIl B
PO eCCHOHATBHON JeATENHHOCTH

PaGorats B kOMaH 1€,

3 pexTUBHO 00MATHCS C
KOJIJIETaMH, PYKOBOJICTBOM,
KIIMCHTAaMU.

- B3aUMOJICHICTBHUE C CTYACHTaMHU,
HpeHOJIaBaTeHSIMI/I nu MaCTepaMI/I B
X0J1€ 00yUYeHUs

HaOmonenue u
OIICHKA
JIOCTHKECHUH,
CTyJICHTa Ha
MIPAKTHYCCKUX
3aHATHIX,
y4eOHOU U
MIPOU3BOJICTBEHH
Ol MPAaKTUKE




PABOYAS I[TPOT'PAMMA YUYEBHOM JUCIHATIIMHEBI
[IM.01 NHOOPMAILIMOHHBIE TEXHOJIOI'MN. KOMIIBYOTOPU3ALIMA
JEJIOITPOU3BOJACTBA
1.1. Oo6nacrs npumenenus: mnporpamMmbl. PaGouas nporpamMma y4eOHOM JUCIUILIMHBI
«udopmanrionnblie TexHoornu. Komrbroreprzatuis AeI0NpOr3BOICTBAY SBIISETCS YaCThIO MPOTrPAMMBI
o NMpoQecCUOHANBHOMY OOYYEHHIO MO IMporpaMMe IpodeccuoHanbHON NoAroToBKu «Cekperapb-
AJIMUHHUCTPATOP.
1.2. Mecro y4yeOHOH  JHCUMIUIHHBI B  CTPYKType  NPOrpamMMbl  MOATOTOBKH
KBAJIU(UIHPOBAHHBLIX Ppadoumx, cCiay:kammx. YdeOHas aucnumumHa «HDOpManmoHHbIE
TeXHOJNIOTUH.  KoMIbloTepu3amst  JIeNONpOM3BOJICTBa» ~ OTHOCUTCA K OO0sI3aTENIbHOM — 4acTu
o0menpodeCCHOHATBHOTO ITUKJIA.
13. lemn u 3amaun yd4eOHOM OUCHMIUIMHBI — TpeOOBaHHS K pe3yJbTaTaM JHMCIMILIAHBI
«MudopmarrionHblie TexHoI0ruu. KoMnbroTepr3aiyst IeIonpor3BOICTBAY
— U3Y4YEHHE PacIONIO’KeHUs! OyKBEHHBIX KJIABHII KIIaBUATYPHI,
— OBJIJICHHE TEXHUKON JAECATUNAIBIEBOrO crioco0a nevyary,
— yMEHHe€ IIe4aTaTh [0 AUKTOBKY U MleuaTaTh TEKCT C JIUCTA,;
— KpacuBO U IPaMOTHO pacrojiarath HUQpoBOii U TEKCTOBBIN MaTepual,
— 3HATH Pa3JIMYHBIC BUJIBI MAIIMHOIMCHBIX padoT;
— 3HATh M YMETh NPUMEHATh Ha MPAKTHKE MPaBUIIA, MPEIbSBIsEMbIE K 0()OPMICHHUIO TEKCTOBOTO
Marepuaa.
1.4, KonuuecTBO 4acoB, OTBEICHHOE Ha OCBOCHHE IPOrPAMMBbI yI€OHON TUCIMILUTHHBI
MaKCHUMajbHas y4eOHas Harpy3ka cTyleHTa -82 JacoB, B TOM 4YMcie: 00s3aTelbHas ayAuTOpHAas
yueOHas Harpy3ka - 82 4acos.
2. CTPYKTYPA U COJIEP)KAHUE YUYEFHOM JUCIUILTAHBI
2.2. O0ObeM yueOHON TUCIUILTUHBI U BHIbI y4eOHOM paOOThL.

Bun yue6Ho# paboTel O0BEM yacoB

MakcumainpHast yaeOHast Harpy3ka (Bcero) 82

OO6s3aTenbHast yueOHasi Harpyska (BCero) 82

B TOM YHUCJIC:

JIEKIIMOHHBIE 3aHATUS 72
NPaKTUYECKUE 3aHATUSA 10
CamocrosTenbHas padoTa cTyAeHTa (BCero) 0

HtoroBas arrectanus B popme TudGepeHIIMpOBAHHOTO 3a4eTa




2.1. TemaTH4yecKHuii JIaH U cofiep:kaHue yueOHoM Aucunninnbl «MHpopmanmonnbie TexHo0run. KoMnboTepu3anus 1eJ10MPOU3BOACTBAY.

Ne 1. T[loakmroueHue 060pyJ0BaHMsI K CACTEMHOMY OJIOKY U U3y4€HHE KOMIIOHEHTOB
CHCTEMHOro 0JI0Ka

HaumenoBanme pa3jiesioB Oo0Lem YpoBenb Konnl
npo¢eccCHOHAILHOIO 4acoB OCBOEHMSI | KOMIIETeH
moy.st (IIM), Conep:kanue yueOHOro MaTepuasia, JJadopaTtopHbie padoThl U 1w,
MESKTHCIHILTHHAP HBIX NPaKTHYeCKHe 3aHATHS, CAMOCTOSITe/IbHAS PadoTa CTy/1IeHTa, KypcoBasi bopmupo
kypcos (MK) u Tem pador (poexT) BaHUIO
KOTOPBIX
crocodcT
BYyeT
3JIEMEHT
nporpam
MBI
1 2 3
Coaep:xkanmne 2 2 OK2-0K-6
Tema 1.1 Knaccudukanms WNudopmanus u popMmsl ee npeacrapieHus. CBsi3b MOHATUS «UH(DOPMAIHSD) C
TUIIOB HH(pOPMAIUU HOHATHAMH «CUTHAI», «COOOLIEHUEY, «TaHHbIe». COOTBETCTBHE MEXKIY
pacmmpeHueM ¢aiisia ¥ THTIOM JTaHHBIX, coJiepKamuxcs B HeM. DopMaTsl
NPEICTaBJICHUS TaHHBIX TSI 0OMEHA MEXTY PA3INYHBIMH TTAKETaMU TPUKIIATHBIX
IPOTPaMM.
Conep:xanue 2 2 OK2-0K-6
TexHu4yeckne cpecTBa peann3anuy HHHOPMAITMOHHBIX CHCTEM. Y CTAaHOBKA,
Tema 1.2 TexHHUECKHE CPEAICTBA | 1o hurypHpOBAHHE H MOJCPHH3AINS ANTAPATHOTo obecriederns [IK 1
aBTOMATH3UPOBAHHOTO pabouero Mecra CrenuaiInucTa.
IIpakTHyeckue 3aHATHS 1 2 OK2-0K-6




Tema 1.3 bazoBoe nporpaMMHOe
o0ecrnieueHue

Conepxanue

CoBpeMEHHbIE ONIEPALIMOHHBIE CUCTEMBI: OCHOBHBIE BOZMOKHOCTH U
orinuus. Bnusaue coiicts [1K 1 mpeameTHoit 001acTi mpruMeHeHHsI
aBTOMaTU3MPOBAHHOIO paboyero MecTa CIelragiucTa Ha BEIOOp
OIIEPALlMOHHOM CHCTEMBI.

OK2-0K-6

Tema 1.4 IIporpammuoe
o0ecrnieueHne MPUKIAIHOTO
Xapaxrepa

Conepxanue

[TakeTs! IPUKIAIHBIX IPOTPAMM JUIS PEIICHHS TPOPECCHOHATBHBIX 3a/1ad.
YcTaHoBKa, KOHPHUTYPHPOBAHKE U MOJICPHU3ALIUS TPUKIIATHOTO
[IPOrpaMMHOTO O00ecreYeHusl.

OK2-0K-6

[Tpaktuueckue 3ansTust Ne 2. YcranoBka Ha [1K makera nmpukiaHbIx IporpaMm mo
MPOGUITIO CHIEIUATLHOCTH

OK2-0K-6

Tema 1.5 Pabora ¢ daiinamu

Conepxanue

CepsucHble IporpamMmmsbl 11 paboTshI ¢ ¢aitnamu. [Iporpammuble cpencTsa st
00pbOBI C KOMITBIOTEPHBIMH BUPYCAMH.

OK2-0K-6

[TpakTrueckue 3aHATHS

Ne 3. Pa6ora ¢ aitnmamu. Co3ganue, KONMUpOBaHUE, YAaJIEHUE, BOCCTAHOBIICHUE,
apXVBHPOBAHUE U Pa3apXUBHPOBaHUE (DAIIOB.

OK2-0K-6

Tema 1.6 Padora ¢
HAKONUTEJSIMH HH(OPMALIUHT

Conepxxanue

HaxonuTenu Ha »KeCTKMX U THOKUX MarHHTHBIX JHUCKax. yCTpOI\/'ICTBa OIITHYCCKOI'O
XpaHCHUS TaHHBIX. O6CJ'IY)KI/IBE[HI/IG JHUCKOBBIX HaKOIMUTEIEH I/IH(bOpMaI_II/II/I.

OK2-0K-6

[Tpaktuyeckue 3austust Ne 4. 3anuch HHPOpPMAIIUK HA ONITUYECKUE M MATHUTHBIC
IUCKHA

OK2-0K-6




Tema 1.7 BBoa nundopmannu Coneprxanue 2 OK2-0K-6
¢ OyMa:KHBIX HOCUTeJIEH ¢
Ckanepbl. CKaHMpPOBaHUE TEKCTOBBIX U Tpaduueckux Matepuaio.PacnosnaBanue
NMOMOIIbI0 CKaHepa
CKaHHPOBAHHBIX TEKCTOB (MPOTrPaMMbl PACIIO3HABAHUS U TPOCMOTpPA
CKaHMPOBAHHOTO TEKCTA).
[IpakTHueckue 3aHsITUs 1 OK2-0K-6
Ne 5. BBoa nH(popmaIuu ¢ moMoIispio ckanepa. Pacro3naBanue TekcTa, OCBOCHHE
cootBercTByroniero I10.
Conepxanue 6 OK2-0K-6
O6men nHpoOpMaIuel ¢ BHEIIHUMI KOMIBIOTEPHBIMUA HOCUTENSIMU. THITBI BHEITHIX
KOMIIBIOTEPHBIX HOCUTENIEeH HHPOPMALIUH.
Tema 1.8 BBoa nungopmanun
¢ BHEIIHUX KOMIBIOTEPHBIX | Texnomnorus BBoaa nnbopmanuu B [1K ¢ BHemHux HocuTeneit nHpopMaluu.
HOCHTeJel
Conepxxanue 12 OK2-0K-6
Tema 1.9 Boa undopmanun | Beoa nnpopmanuu ¢ ycrpoiicT, uMeronux uaTepdeiic s noakmoyenus k [1K.
¢ IPYrux yCTPOMCTB YcTpoiicTBa MpOMBIIIUIEHHOTO BBO/1a/BhIBOAa.O00pyA0BaHUE JJIs1 BCTPAHBAEMBIX
cucreM. [IporpammHoe obecriedeHre 1j1sl aBTOMATHU3alUU TEXHOIOTUYECKUX
IIPOLIECCOB.
Copepxanue 2 OK2-0K-6
Tema 1.10 IToakarouenue K JlokanbHbIe ceTu. AmmapaTHoe o0ecredeHne ceTH. Y cTaHoBKa ceTh. JlocTym Kk
JIOKAJIbHOM CeTH pecypcam.
[Ipaktuyeckue 3ansatus Ne 6 M3yuenue cnocodoB oomeHa nHdopmarueii B 1 OK2-0K-6

JIOKAJIbHOM CETH.




Tema 1.11 IHoakarouenue K
riiooajarHou cetu Internet

Conepxxanue

I'moGanbHas cets Internet. TexHomorus noaxitoueHus k cetu. Cocras anmnapaTrHoro u
MIPOrPaAaMMHOTO 0OeCIIeUeHus IJIsl MOAKITIOYCHUS K ceTu Internet

OK2-0K-6

Tema 1.12 Ucnoab30Banue
Internet u ero cury:x0

Conepxanue

Pecypcel Internet. Conyx0sb1 Internet. OcHoBbI 6e30macHO paboThI B ceTr Internet.
INouck nnpopmanun B Internet. Web-karanoru Yahoo!, Magellan. [ u6punnsie
cucTeMsbl rorcka. OHIaHOBBIE CIIPABOYHHKH.

OK2-0K-6

[TpakTrueckue 3aHATHS

Ne 7 OtmipaBka u ipueM cOOOIIEHUH ¢ TOMOIIIBIO TOYTOBO c1yxObI Internet

OK2-0K-6

Tema 1.13 3amura aiisioB n
ylpaBJ/ieHHe J0CTYIIOM K HUM

Conepxanue

KomnerorepHsle pectymieHus. OObeKThl, LieJIU U 337a41 3aIIUThl HH()OPMALIUH.
Buzpr Mep obecrieueHrss ”HPOPMAIIMOHHOM 0€30MaCHOCTH: 3aKOHOIATENbHBIE,
MOpPaJIbHO- 3TUYECKUE, OPTAHU3ALMOHHBIEC, TEXHUYECKUE, TPOrPAMMHO-
MaTematuueckue. Pasrpannyenue nocryna Kk nHGOpMaluu.

OK2-0K-6

[Tpaktuyeckue 3austust Ne 8 PaGota mo 3amure ¢aiinos u odecrieyeHne J0CTymna K
pecypcam T1K

OK2-0K-6

Tema 1.14 Ilonck
uHpopmanuu

Copepxanue

[Touck nadopmaruu. [Iporpammer morcka ¢aitnos. [Iporpammer 1y1st moucka
TEKCTOBBIX JOKYMEHTOB BHYTpH 0a3 JaHHBIX. TE€XHOJIOTHS ¥ TPOrPaMMHEBIE CPEJICTBA
MOMCKa HEOOXOAMMOI HH(POPMAILIUY B HAKOMTUTEISAX WH(POPMAIINHU, B TOKATLHOH,
KOPIIOPAaTUBHOM U TTIO0ATBHON KOMIBIOTEPHBIX CETSIX

OK2-0K-6




Tema 1.16 Conepxxanue OK2-0K-6
IIpodeccnonanbHoe
[Taket oducHbix mporpamm. Haznauenue, Bo3moxHocTH. OOIaCTH IPUMEHEHUS
HCNOJIb30BAHNE NMaKeTa N
Oco0eHHOCTH HCIIOIb30BaHMS B MPO(ECCUOHANTBHON IS TETbHOCTH.
0(pUCHBIX IPOrpamMm
Conepxanue OK2-0K-6
[ToHsATHS MYIBTUMEIUHHON TEXHOJOTUH, HA3HAUYCHUE M 00JIACTH MPUMEHEHUS,
MIPOrpaMMHO-aMMapaTHbIC CPEJCTBA IS peaTu3anui. MynbTHMEIUHHbIC
Tema 1.17 MyabTumenniinbie o
TEXHOJIOTUHU B 00yueHu! U cepe npodeccuoHanbHOM eI TeTbHOCTH.
TeXHOJOTUH
[Ipaktrueckue 3anarusi. Co3gaHue Npe3eHTalMU CIIEHUATIBHOCTH C UCTI0JIb30BaHUEM OK2-0K-6
MYJIbTUMEIUIHON TEXHOIOTUN
Tema 1.18 Ileuatnb Conepxanue OK2-0K-6
JOKYMEHTOB .
VYcrpoiicTBa BeIBOZa MHPOpPMAIIMK HA TiedaThb. [[puHTEphl: HA3HAYCHHE, THIIBI,
OCHOBHBIE XapaKTEPUCTUKU U TTapaMeTPhl, TOCTOMHCTBA M HEJIOCTATKH Pa3IMUHbIX
MIPUHTEPOB.
[TeyaTh TOKYMEHTOB C ITOMOIIIBIO IPUHTEPOB.
[TnoTTepHl: HA3HAUEHHE, THITBI, OCHOBHBIE XapaKTEPUCTUKU U MMapaMeTphI.
Nsrotoenenune rpaguaeckux MaTepUaIoB ¢ TOMOIIBIO TIIOTTEPOB.
Copepxanue OK2-0K-6

Tema 1.19 Oto0Opaskenue
HHpopMaLUH ¢ NIOMOLIBLIO
ay/Juo- ¥ BUIEOCPEACTB
BBIYHCJINTEIbHON TeXHUKH

Aynmo- 1 BUeooToOpakeHne HHPpOpMaIuy B MpophecCHOHATBHOM eI TeNbHOCTH.
Turel ycTpOHCTB 11 ayino- U BUIE00TOOpaxKeHus (IpeICTaBIeH ) HHPOPMALIH.
dopMatbl JaHHBIX IS AyAM0- U BUIe00TOOpaxeHus: nuapopmarun. [Iporpammuo-
annapaTHoe o0ecredyeHue AJs ayJuo- U BUE00TOOpaKeHUsI HH(POPMALIHH.




Conepxxanue 8 OK2-0K-6
OcHoBbl I poBoit 06padoTku 3Byka. OcHOBHI 3ByKo3anucu. O6paboTka u
penaKTUPOBaHKE 3BYKOBBIX (DaifiyioB. BeIMmoHEHE MOHTaXa 3BYKOBBIX (DaiiJIoB.
Brimonnenue MoHTaxa Buaeoposnka. Cozanue 3JIeKTPOHHOTO y4eOHUKa.
I'padmueckuii penakrop Adobe Photoshop. @mibtp Colored Pencil — [{BeTHoiA
KapaHJAIIHbIN PUCYHOK.
Hrorosas arrecranus JuddhepeHpoBaHHbIH 3a4eT 2
UTOro 82




3. YCJOBMUS PEAJIM3AIIUU PABOYEHN TPOTPAMMBI YYEBHOM TN CIUTLIMHBI
TpeboBaHKMsi K MUHUMAJIbHOMY MATEPHAJILHO-TEXHUYECKOMY 00ecredeHnI0
O6opynoBanue kabuHera:

—paboyee MecTO npernoaanaress — 11T,

—KOMIUIEKTHI ClleMUaIn3upoBaHHON Mebenu yuamuxcsa- 20 yuebHbIx cTosoB, 40 cTynbeB, A0CKa
KJ1accHas- 1T, mpoekTop - 1T, 3xkpan-1mT,

—KOMITBIOTEPHI C YCTAHOBJICHHBIM JIMIICH3UOHHBIM TporpaMMHbIM obecniedenreMm: OC Windows,
MS Office, 7-Zip , Adobe Acrobat Reader, Comodo Internet Security, KoncymbTanT IIrOC,
1C:Ilpeanpusitue, ¢ BbIXOAOM B ceTh «VHTEpHET» M NOCTYNOM B 3JEKTPOHHYIO MH(OPMALHOHHO-
00pa3oBaTeNbHYIO Cpeay.

3.2. UndopmanmnonHoe odecrieueHue 00ydeHust
IMepeyenn yueOHbIX U31aHuil, UHTepHET-pecypcoB, T10NMOJHUTETbHOI JTUTEPATYPHI
1. KomveikoBa E.A., Kymckosa N.A. Madopmatrka: yaeOHOM mocoOue uist CTy. cpe. mpod.
oOpa3oBanHus. — 2-¢ u3., cTep. — M.: M3narensckuii neHTp «Akagemusi», 2019. — 416 c.
2. be3pyuxo B.T.Mudopmaruka (kypc aexmuii): yaeoHoe nmocodue. — M.: U1 «Dopym»:
NHOPA-M, 2019. -432 c.
3. Undopmaruka: bazossrit kype/ Cumonosuu C.B.u ap. — CI16: ITutep, 2019. - 350 c.
OcHoOBHbBIE 3JIEKTPOHHbIE U3IaAHUS
www.profile-edu.ru
http://school.edu.ru
http://it-ebooks.ru/
JloTIOTHATETBHBIE CTOYHUKH
1. ITepmmkoB B.U., Capurkos B.M. ToikoBsIii ciioBaph 1Mo nHdopmaruke. — 2-¢ us. Jom. —
M.: ®unance ¥ cratuctuka, 2011;
2. Cumonouu C. B., EceeBI'. A., AnekceeB A. I'. Windows: maboparopusi Mmactepa.
[TpakTrdeckoe pykoBOJACTBO M0 3 (HEeKTUBHBIM Mpuémam paboTsl ¢ koMibioTepoM. — M., ACT-

[TPECC:Un¢opmllpecc, 2011.
3. @urypaos B.3. IBM PC s nmonb3oBareneit. — M.: 2011.

4. KOHTPOJIb 1 OLIEHKA PE3YJIbTATOB OCBOEHMS YUEBHOM JUCIUILIWHBI

Kon u HanMeHoBaHMe
Ipo(eCCHOHAIBHBIX U OOIIUX Kputepuu onenku Metonp! OLIeHKH

KOMITETEHIIUH, POPMUPYEMBIX B
paMKax MOZyJIst

[ToxroraBnuBath K pabote u CamocTosiTenbHast HacCTpolKa TectupoBanue
HacTpauBaTh amnmnapaTHoe MIEPCOHAIIBHOTO KOMIIBIOTEPA U IIpakTryeckuii
obecrnieueHue, nepudepuituole nepupepuiHOro u 9K3aMEH.
YCTPOMCTBA, ONEPALIIOHHYIO MYJIbTUMEIUHHOTO 000OPYAOBAaHUS K | DKCIEpTHAs OLIEHKa
CUCTEMY IEePCOHAILHOTO paboTe ¢ UCIoJIb30BaHUEM Ha MPaKTUYECKOM
KOMIIbIOTEPA U MYJIbTUMEANIHOE MIPOrpaMMHO-AIIAPaTHBIX CPEICTB | 3aHATHUM.

o0opynoBaHue DKcrepTHas OIIeHKa



http://www.profile-edu.ru/
http://school.edu.ru/
http://it-ebooks.ru/

BrimonHsaTs BBOJ TG POBOI U
aHaJIoroBoil nHMopMaIK B
MEPCOHAIIbHBIN KOMITBIOTEP C
Pa3IMYHBIX HOCUTEJICH

TouHOE BBINIOJIHEHUE ANITOPUTMA:

1.0Onpenenenue natepdeiica
MOJIKJIFOUEHUS] yCTPOUCTBA;

2 IMonkaroueHue KadOeIbHON
CUCTEMBI 110 KIIF0YaMm;

3.YcraHoBKa JipaiiBepoB
MOAKJIIOYAEMBIX YCTPOMCTB;

4.Hactpoiika napameTpoB
(YHKIIMOHUPOBAHUS YCTPOICTB.

KonseprupoBats ¢aiis ¢
nudposoit nHboOpMaIuei B
paznuyHble popMaThI

TOYHOCTH BBINOJHEHUS OIIEPALIHi
110 KOHBEPTUPOBAHUIO (DAIIIOB B
pasznuuHbie GopMaThl

OO6pabatbeIBaTh ayano 1
BH3YaJIbHBI KOHTEHT CPEJICTBAMU
3BYKOBBIX, TPAQ)MIECKHUX U BHJICO-
pEIaKTopoB

CamocTosTeNnbHOE OlIpeieIeHUe
HE00XO0IMMOM MPOrpaMMbl
00paboTku

To4HOE BBIIIOJIHEHNE ONlepaLui
00paboTku Meauadaiinos

Co3naBath U BOCIIPOU3BOAUTH
BUICOPOJIUKH, IPE3CHTAIUH,
claia-1moy, Mmeauadaiisl u
JPYTYIO UTOTOBYIO TPOJIYKIIMIO U3
HUCXOJHBIX ayJIN0, BU3yaJIbHbIX U
MYJIbTUMEAUNHBIX KOMIIOHEHTOB
CpPEACTBAMH NIEPCOHAIBLHOIO
KOMIIBIOTEPA U MYJIbTUMETUMHOTO

Co3aHHbIe CAaMOCTOSITENIEHO
Mearadaib

Camoorienka 3peKTUBHOCTU U
Ka4eCTBa BBITOJIHCHHUSI

Omnpenenenre HEOOXOTUMOM
MIPOrPaMMBI BOCITPOU3BEICHUS

Hacrpoiika nmapameTpoB
(YHKIIMOHUPOBAHUS YCTPOICTB

BBITTOJTHEHUS
IIPAKTUYECKOT O
3a7laHus

00opyI0BaHUs
PesyabTarsl

OcHOBHbBIE MOKA3aTeJIH OIleHKH DopMbI U METOAbI
(ocBoeHHBIE 00IIIUE

pe3yJabrara KOHTPOJIA U OLIEeHKHU
KOMIIeTEeHIIHH)

[lonnmars CylmHOCTb U
COLIMAJIbHYIO 3HAYUMOCTbh CBOEH
Oynymeii mpodeccun, MposBISATH K
HEW yCTOWYMBBINA MHTEPEC.

- IEMOHCTpalus HHTepeca K
Oyny1eit npodeccuu B rmporecce
OCBOCHHS 00pa30BaTEIbHON
nporpaMmsl, yaactusi B HOVY,
OJIMMIHAaX NPOoPECCHOHATBHOTIO
MacTepcTBa, (heCTUBAISX,
KOH(EpEeHIHSIX.

Opranu3oBbIBaTh COOCTBEHHYIO
JEATEIbHOCTD, UCXO/IS U3 LIETH U
CIIOCOOOB €€ JOCTHIKCHUS,
OTIPEICIICHHBIX PYKOBOIUTEIICM.

- obocHOBaHUE BHIOOpA U
MIPUMEHEHHS METOJIOB U CITIOCOO0B
peteHust mpohecCHOHaIbHBIX
3aJa4, UCXO/s U3 LIEJU U CITI0COO0B
ee JJOCTH)KEHUS, OTpeIeTICHHBIX
PYKOBOJHTEIIEM;

- IeMOoHCTpanus 3pPpeKTUBHOCTH U

Hab6monenue u
OLIEHKA JTOCTH>KECHHH,
CTyJICHTa Ha
MPAKTHYIECKUX
3aHSTHSIX, y4€OHOH 1
MIPOU3BOJCTBEHHON
MIPAKTHKE




KadeCcTBa BBIIIOJTHCHUA
npodeccHoHABHBIX 33/ad.

Ananu3upoBaTh pabouyro
CUTYaLUIO, OCYILECTBIATh
TEKYLIUN U UTOTOBBIM KOHTPOJIb,
OLIEHKY ¥ KOPPEKIHUIO
COOCTBEHHOM NEATEIbHOCTH,
HECTH OTBETCTBEHHOCTbH 32
pe3yabTaThl CBOEH pabOTHI.

-JIEMOHCTpALHs CIOCOOHOCTH
aHAJIM3UPOBATh PAOOUYIO CUTYALIHIO,
OCYLIECTBJIATh TEKYLIUN U
HUTOTOBBII KOHTPOJIb, OLICHKY U
KOPPEKLHIO COOCTBEHHON
ACATCIBbHOCTH, HECTU
OTBETCTBEHHOCTD 32 PE3YJIbTaThl

cBOEH paboThI

OcyIiecTBISITh TOUCK
nHbOpMany, HeOOXOTUMOH ISt
3¢ (GEKTUBHOTO BBITOJITHEHHS
npodecCHOHaIbHBIX 3a/1au.

- HaXO0XKJICHHE U MCIIOJIb30BaHHE
uHpopmanuu a7 3hHEeKTHBHOTO
BBINTOJTHEHUS MTPOPECCHOHATBHBIX
3amaq

Hcnonp3oBaTh HHPOPMALTMOHHO-
KOMMYHUKAIIMOHHBIE TEXHOJIOTUH B
npo¢eCCHOHATILHOM e TETbHOCTH.

[ ieMOHCTpaIsl HaBbIKOB
MCIOJIb30BaHUS UH(OPMAIMOHHO-
KOMMYHHKAIIMOHHBIX TEXHOJIOTUH B
npodeccnoHaNbHOM 1eATENbHOCTH

Paborath B KomMaH/1e,

3¢ dEeKTUBHO 00IIATHCS C
KOJIJIETaMH, pyKOBOJICTBOM,
KIIMEHTAMHU.

- B3aMMOJICHICTBHE C CTYICHTaMH,
NpenoaaBaTeNsIMH 1 MacTepaMy B
xo7ie 00yueHHs

HcnonHaTh BOMHCKYIO
00513aHHOCTb, B TOM YHCJIE C
MPUMCHCHUCM ITOJTYUYCHHBIX
npo¢eCcCuOHANBHBIX 3HAHUH (115
FOHOITIEH).

- IEMOHCTpalUs TOTOBHOCTH K
HUCIIOJIHEHUIO BOMHCKOM
00s13aHHOCTH




ITACIIOPT PABOYEM ITPOI' PAMMBI ITIPO®ECCHUOHAJILHOI'O MOV JIS
IIM.02 JOKYMEHTBI 1 AEJIOITPOU3BOACTBO

1. MACIIOPT PABOYEM IMPOT'PAMMBbI YYEFHOM JJUCIATIJIMHBI

[IM.02 JOKYMEHTHI 1 AEJIOITPOU3BOACTBO

1.1  O6aacth npuMeHeHHs NPorpaMmebl. PaGoyast mporpaMMa y4eOHOH JUCIUTUTMHBI SBIISIETCS
YacThIO0 IMPOrPaMMbl MO MPOPECCHOHATBLHOMY OOYYEHHIO TI0 IMporpamme MHpodecCHOHaTbHON
noAroToBKH «CeKpeTapb- aIMUHUCTPATOPY.

1.2 Mecto y4yeOHOH JUCHMILVIMHBI B  CTPYKType MNpPOrpamMmbl  MOJATOTOBKH
KBAIM(PUUHPOBAHHBIX PadounX, COyxKammMX. YueOHas AUCUUIUIMHA OTHOCHTCSA K Iporpamma
po(heCCHOHATBHOTO UK.

PaGouass mporpamma mnpodECCHOHATBLHOTO MOIYNS SBISETCS YacThlO  OCHOBHOM
npodeCCHOHATBLHON 00pa30BaTEILHON MTPOrPaMMbI TTOJITOTOBKH KBATU(DUITMPOBAHHBIX Pab0ounX U
cryxkammx npodeccun  «CekpeTapb-aJMHHHUCTPATOP» B YaCTH OCBOCHHUS COOTBETCTBYIOILIMX
npodecCHOHANBHBIX KoMmneTeHIuH (nanee - [1K):

B/l 2 JlokyMeHTHUPOBaHHUE U OPraHU3alMOHHAs 00paboTKa JOKYMEHTOB
K 2.1 dopMHUpOBaTH JieNa
IIK 2.2 ObecnieunBaTh OBICTPBINA NOUCK JOKYMEHTOB IO HAYy4YHO-CIIPABOYHOMY

anmnapary (KapTOTeKH) OpraHu3aiuu

IK 2.3 CucremMaTu3upoBaTh M XPAHUTH JTOKYMEHTHI TEKYIIErO apXruBa

K 2.4 ObecnieunBaTh COXPAHHOCTH MTPOXO/ISIIEH CITYKEOHOM TOKyMEHTAIIU!
K 2.5 ['oToBUTH M epenaBaTh JOKYMEHTHI HA APXUBHOE XPaHEHHE

IIK 2.6 ObecneynTh COXPAaHHOCTh APXUBHBIX JJOKYMEHTOB B OpraHU3aIIH

Henmn u 3amaun mpodeCCHOHATBHOTO MOAYNSA — TPeOOBaHHS K pe3yiIbTaTaM OCBOCHHUS
npohecCHOHATEHOTO MOIYJIS

Lenp — dopmupoBanue 3HaHui, yMeHud U HaBbikoB, [IK B ob0macTu opraHuzanuu u
HOPMAaTHUBHO-TIPABOBBIX OCHOB apXHMBHOTO J€la.

C 1menbi0 OBIANEHHUS] YKa3aHHBIM BHUJIOM MPOPECCHOHAIBHOW JEATETBHOCTH U
COOTBETCTBYIOIIMMHU TPO()ECCHOHATFHBIMU KOMIIETEHIIUSIMU O0YyYaIOIUICS B XOJE€ OCBOEHUS
po(hecCHOHATBEHOTO MOAYIISI TOJIKEH:

MMETh MPAKTHYECKUH OTIBIT:

—JIOKYMEHTUPOBAHMUsI W JOKYMEHTAI[MOHHON 00paboOTKH [TOKYMEHTOB KaHIICISPHH
(apxuBa);

YMers:

—TIPOBEPATH MPABIIBHOCTH O()OPMIICHHS IOKYMEHTOB;

—CHUCTEMaTU3UPOBATh U XPAHUTH IOKYMEHTHI TEKYIIIETO apXUBa;

—bhopMHUpOBaTh CIPABOYHBINA ammapar, obecrieunBaronuii  OBICTPBIN TTOMCK
JIOKYMEHTOB;

—OCYIIECTBIIATh IKCIEPTU3Y JAOKYMEHTOB, TOTOBUTH " nepeaaBaTh



JIOKYMEHTAJIbHbIE MaTepUasIbl HA XPAHCHUE B apXUB;
—0(OpMIIATh pe3yabTaThl SKCIEPTU3bI IEHHOCTH JJOKYMEHTOB;
—COOTHECTH IOHATHUS «APXUBHOE IIPABO» U «APXUBHOE 3aKOHOAATEILCTBOY.
—BpIaenuTs NpUHIKIIEI ApXUBHOTO IIPABA;
—COCTaBUTb NOPAJOK pabOThI 110 BBISBICHUIO YHUKAIBHBIX U 0CO00 IIEHHBIX JOKYMEHTOB
3HATh
—OCHOBHBIE T10JI0’KeHU ENMHOM roCy1apCTBEHHOM CUCTEMBI JEIIONPOU3BOACTBA;
—BHUJbI, PYHKIIUU TOKYMEHTOB, MIPAaBUJIAa KX COCTABICHUS U O(POPMIICHHUS;
—IIOPAA0K JOKYMEHTUPOBAHHS HH(OPMAIIMOHHO—CIIPABOYHBIX MaTEpPHAJIOB;
-—apXHUBHOE IIPABO;
-—HH(OPMAIIIOHHO-KOMMYHHUKAIIMOHHBIE TEXHOJIOTHH B apXUBaXx;
—CTapecHue JOKYMEHTOB. DakTopsl CTapeHus U IIPUYUHBI paspyuIcHHUs
JIOKYMEHTOB.

1.3.KonuuecTBo 4acoB Ha OCBOCHHE IPOTrPaMMBbI IPOPECCHOHATHBHOTO MOLYJISL:
Bcero 140 yac.
B TOM YHUCIJIC

MaKCHUMaJIbHOW y4eOHOM Harpy3ku 00ydaronerocs 140 gac
BKJTFOYAst
00s13aTeNbHON ayIUTOPHON Y4eOHOM HArpy3KU 00Yy4aroerocs 140 gac

2 PE3YJBTATBI OCBOEHUSA NPO®ECCUOHAJBHOI'O MOAYJIA

PesynbraroMm oOcBOeHHS TpOrpaMMbl TPO(ECCHOHATBFHOTO MOIYJS SBISETCS OBIIAJCHHE
oOyuaromumucs npodeccuonanbabiMu (I1K) u 06mumu (OK) koMmmereHIusIME:

Kon HaumeHnoBanue pe3ynabTaTa 00yueHus
K 2. I'oTOBUTH U TIepeaBaTh TOKYMEHTHI Ha apXHUBHOE XpaHEHUE
IIK 2.1 dopmupoBaTh zena
[1IK 2.2 ObecnieunBaTh OBICTPBIN MOUCK JTOKYMEHTOB IO HAYYHO-

CIPaBOYHOMY armapary (KapTOTEKH) OpraHnu3aluu

IK 2.3 CucremMaTu3npoBaTh U XPaHUTh JOKYMEHTHI TEKYILETO apXHBa
[IK 2.4 O6ecnieunBaTh COXPaAaHHOCTH MPOXOIAIIEH CITy>KeOHOM
JOKyMEHTallu!

1K 2.6 ObecneunTh COXPAaHHOCTh APXMBHBIX JJOKYMEHTOB B OpraHU3aIlH




OK1 [ToHrMaTh CYITHOCTH U COLMATIBHYIO 3HAUUMOCTh CBOCH Oyayteit
npodeccuu, MPoSBIATh K HEH yCTOMYMBBINA HHTEPEC

OK 2 OpraHu30BbIBaTh COOCTBEHHYIO AEATENbHOCTbD, HCXOJIS U3 LIENIU U
CIOCOOOB €€ JJOCTHKEHUS, ONPEIETICHHBIX PYKOBOJUTEIEM

OK 3 AHamM3UpoBaTh pabOYYI0 CUTYAIUIO, OCYIIECTBIIATh TEKYIIIUHA U
UTOrOBBIM KOHTPOJIb, OLIEHKY U KOPPEKIHIO COOCTBEHHOMN
NesITeIbHOCTH, HECTH OTBETCTBEHHOCTD 3@ Pe3yJIbTaThl CBOEH pabOThI

OK 4 OcymecTBiaTh MOUCK HH(pOpMAHH, HEOOXOIMMOMN IS
3¢ (GEKTUBHOTO BHIIOTHEHUS MPO(ECCHOHAIBHBIX 33124

OK 5 Hcnonb30BaTh HHPOPMAITMOHHO-KOMMYHHUKAIMOHHbIE TEXHOJIOTUH B
poheCCUOHATILHOM JIESITEeIbHOCTH

OK 6 PaboraTh B koMaHe, 3P heKTHBHO 0OIIATHCS C KOJIETaMH,

PYKOBOACTBOM, KIIMCHTAMH

Hcnonaars BOMHCKYIO 065[33.HHOCTB, B TOM 4YUCJIC C IPUMCHCHUCM

MOJTyYSHHBIX MPO(PECCHOHANBHBIX 3HAHUHN (I FOHOIIICH )

JIngHOCTHBIE PE3yIbTATHI

pcaimsanun nporpaMmMbl BOCIIMTAHHUA

OCO3HaIOH_[I/II71 ce0s Tpa)XxIaHUHOM U 3allTUTHUKOM BEJIUKOM CTpaHbIL

[IposiBasrOIINN aKTUBHYIO TPAXKIAHCKYIO ITO3UIIMIO,
JEMOHCTPUPYIOLIUI IPUBEPKEHHOCTD IPUHILIAIIAM YECTHOCTH,
MOPSIA0YHOCTH, OTKPBITOCTH, SKOHOMUYECKN aKTHUBHBIN U
Y4aCTBYIOLIUM B CTYI€HYECKOM U TEPPUTOPUATBHOM
CaMOYIIPaBJICHUH, B TOM YHUCJIE HA YCIIOBHX 100pOBOJIBYECTBA,
MIPOLYKTHBHO B3aUMOJCHCTBYIOIIUI U YYaCTBYIOIINN B

JeSATEeTLHOCTH OOIIECTBEHHBIX OpTraHU3aIUi.

Cobmrogaronuii HOpMbI TPABOTIOPSIKA, CIASAYIONINKA HeaaamM
TPaKIaHCKOTO 00IIecTBa, o0ecnedeHus: 0€30MacHOCTH, MPaB U
cBoOo rpakaad Poccuu. JIOSIBHBIN K YCTAHOBKAM U TTPOSIBIICHHUSM
MpesicTaBuTeNel CyOKyIbTYp, OTINYAIOIINNA UX OT TPYII C
JECTPYKTUBHBIM U JICBUAHTHBIM MOBEICHUEM. [[eMOoHCTpUpyronuit
HETIPUATHE U MPEAYIPEXAAIONINI COLIMATIBHO OMACHOE MOBEIEHUE

OKPY’KaIOLIHX.




[IposiBnstOImINi U JEMOHCTPUPYIOIIHUN YBaKEHUE K JIIOIAM TPYAa,

OCO3HAIOIINI IIEHHOCTh COOCTBEHHOTO Tpya. CTpemsimuiicst Kk
(OpMUPOBAHHUIO B CETEBOM CPeie INYHOCTHO U MPOPECCHOHATIBHOTO

KOHCTPYKTUBHOTO «IIU()POBOTO CIIECAAN.

JleMoHCTpUpYyOUIMI TPUBEPKEHHOCTh K POAHOU KYJIbTYpE,
HMCTOPUYECKOM MaMITH Ha OCHOBE JIt0OBU K Ponuue, pogHomy
HapOAy, MaJIOM pOJMHE, IPUHATHUIO TPAAULMOHHBIX LIECHHOCTEN

MHOTOHallMOHAJIBHOTO Hapo1a Poccun.

HpOHBJ’IHI—OH_[I/Iﬁ YBAXCHUE K JIIOAM CTApIICTO ITOKOJICHUA U
TOTOBHOCTbB K Y4AaCTHUIO B COHHaHBHOfI IMOAACPIKKE U BOJTIOHTCPCKUX

JABUKCHUAX.

OCOSHaIOH_[I/II‘;I MNPUOPUTCTHYIO HECHHOCTDb JIMYHOCTHU YCJIOBCKA,
YBa)KaIOH_[I/Iﬁ CO6CTBCHHYIO 1 9YXYI0 YHUKAJIIBHOCTH B PA3JIMYHBIX

CUTyalusX, BO BCCX (I)opMax Hn Buaax ACATCIBbHOCTH.

[IposiBnsrOImINiA M IEMOHCTPUPYIOINI YBa)KEHHUE K ITPEICTaBUTEIAM
Pa3IUYHBIX THOKYJIbTYPHBIX, COLMATIBHBIX, KOH(PECCHOHAIBHBIX U
nHBIX Tpyni. ConpuyacTHBIN K COXPAHEHUIO, TPEYMHOKEHUIO U

TPAHCIILUU KYJIBTYPHBIX TPAAULMI U LICHHOCTEN
MHOTI'OHALIMOHAJILHOT'O POCCUHCKOTI0 rOCYAapCTBa.

Cobnroaronuii ¥ mpornaraHAupyOIUN TpaBuia 3J0pOBOTO U
0e30MmacHOro 00pasa )KU3HM, CIOPTA; MPEAYIPEKAAOIUN JTHO0
MPEOI0NEBAIOINI 3aBUCUMOCTH OT aJIKOTroJisA, Tabaka,
TICUXOAKTUBHBIX BEIECTB, a3apTHBIX UTP U T.1. COXpaHSIOMUN
TICUXOJOTHYECKYIO YCTOMYMBOCTh B CUTYaTHBHO CIOHBIX HIIN

CTPEMUTCIIBHO MCHAIOIINXCS CUTYallUAX.

3a00TAMHUNCS O 3aIUTE OKPYKAIOIIEeH cpeibl, COOCTBEHHOH U Uy>KOH

0€30I1aCHOCTH, B TOM 4HCII€ HUPPOBOIL.

[TposBistomnil yBa)keHUE K 3CTETHYECKUM LIEHHOCTSIM,

obJaaronuii OCHOBaMH dCTETUYECKON KYJIBTYPHI.

[IpuHUMaronMi ceMeHble LEHHOCTH, TOTOBBIN K CO3/IaHUIO0 CEMbH U
BOCIIUTAHHUIO JAETEN; TEMOHCTPUPYIOLINI HENTPUATUE HACUIIUS B
CeMbe, yX0Ja OT POAUTEIbCKON OTBETCTBEHHOCTH, OTKa3a OT

OTHOIIICHUM CO CBOMMM JECThbMH U UX (I)I/IHaHCOBOl"O COACPIKaHUsA.




CTPYKTYPA U COAEPKAHUE ITPOPECCHOHAJIBHOI'O MOAYJIA

[IM.02 JIoKyMEeHTBI U IeIOIPOU3BOICTBO

Konpr
npodeccnon
A JIBHEIX O0beM BpeMeHH, OTBEJICHHBIN Ha OCBOCHHE MEKIUCIIUILIMHAPHOTO [TpakTuka
Kypca (KypcoB)
KOMIIETEHI!
1 Bcero
4acoB
OO6s3aTenbHast ayuTopHas yueOHas CamocrosTenbHas
[Ipownsso
(maxc. Harpyska 5 1
HaumenoBanus yueban pabota
CTBCHHAsI
pas/ieNos oOyuarorierocs oOyJarorerocs
1o
npodeccuoHaIbHOTO HazpysKa (
B T.4. TaOOPATOPHEI € npod o
MOJTYJIS u BT.4., |VyeOHas
paboThl U IPAKTUYECKU crienuab
NpaKmuKu - KypcoBad yacos
) ) paGota H OCTH),
4acoB
Bcero, gacos qACOB Beero | (mpoexr),
' 4acoB
9acoB
1 2 3 4 5 6 7 8 9
1K 2.1-IIK [Pa3zmen 1 Opra"uzanusa u
AeL S VP 70 50 20
26 HOPMATHBHO-TTPABOBBIC OCHOBBI - - - -
’ ApXUBHOTI'O JejIa
[1K 2.1-TIK |[Pa3men 2 ObecnieueHHe COXPaHHOCTH
70 50 20
TOKYMEHTOB - - - -
26 ™
Bcero 140 100 40




Conepxxanne npodeccrnonaabHoro moayist [IM.02 JIokyMeHTHI B 1eTI0POU3BOICTBO

HEroCyJapCTBEHHBIMU

Haumenosanue paznenoB | Cozxeprxanue yueOHOro Marepuana, 1aboparopHble U MPaKTUYeCcKue paboThl, O6wem |Yposenb | Kogbl
PpoeCCHOHAIIBHOTO MOIYJISI | CAaMOCTOsITeNIbHAsI paboTa 00yJaroImuXxcsi, KypcoBas paboT (MPOeKT) KOMITETEH
(IM), (ecau npedycmompennt) HacoB |OCBOCHHA) 5
MEKIUCLUTLTHHAPHBIX
kypcoB (MJIK) u Tem
1 2 3 4
Paznen 1. MZIK. 02.01 Opranuzanusi ¥ HOpMaTHBHO-IIPABOBBIE OCHOBBI aQPXUBHOTO JIeNIa
Tema 1.1 Copnepxanue yueOHOro MaTepuaia 12 1 OKO02-OK06
OO61erocyrapcTBEHHBIC
MEXAHU3MBI PETy/THPOBAHHS 1. |U3 ucropun pa3pabOTKi HOPMAaTUBHBIX ITPABOBBIX AKTOB 110 ApXUBHOMY JICTTy.
U YIIPaBJICHUS apXUBHBIM
1enom B Pocen 2. |IloaroroBka HOPMAaTHUBHBIX ITPABOBHIX aKTOB Ha (eiepaIbHOM
ypoBHe. [1oroToBka HOpMAaTUBHBIX MPABOBBIX aKTOB HA YPOBHE
cyonekta PO.
3. | PykoBOACTBO rOCYAapCTBEHHBIMH aPXUBHBIMU YUPEKICHUSIMHU.
VYnpaBieHne apXuBHBIM JIeTIOM Ha (peiepaibHOM YpOBHE.
VYnpaiieHue apX1UBHBIM JI€JIOM Ha YpoBHE CyOBbeKTOB PO.
4. | PykoBOACTBO apXMBHBIMHU YUPEKICHUSIMU HA MyHUIIUIIAILHOM YPOBHE
5. | B3zaumopeiicTBHE OpraHoOB yIpaBlI€HUs apXUBHBIM JEJIOM C
OpraHamMH 3aKOHOJIaTeNIbHON, UCIIOTHUTEIBHOM BIIAcTH, cy/ia U
MIPOKYpaTyphbl.
B3aumMoneiicTBre OpraHoB yIpaBJIeHUsI apXUBHBIM JIEJIOM C OpraHaMH
3aKOHOJATEIbHOM, UCTIOJIHUTENILHON BIIACTH, Cy/1a M IPOKYpaTyphl Ha
(henepalbHOM ypOBHE.
B3anMoneiicTBre opraHoB yIpaBJIeHUs] apXUBHBIM JIEJIOM C OpraHaMu
3aKOHOJIATEeITLHOM, UCTIOTHUTEIIEHOW BIIACTH, CY/Ia ¥ TPOKYpPATYpHI HAa YPOBHE
cyonekToB PO.
6. |B3aumoneiicTBHe rocy1apCTBEHHBIX apXUBHBIX YUPEKACHUH C




opraHu3aluvsiMy 110 BOIIPOCaM apXHUBHOI'O A€JIaA.

IpakTnyeckne 3aHATHS

1 Omnpenenenre NpaBoBOro CTaTyca apXMBHBIX OPraHoOB U yupexaeHuii PO 1
2 |Pabora c @3 «O6 apxuBHOM jeie B POy 1
Tema 1.2. Apxusnoe npaso | Conep:kaHue y4edOHOro MaTepuaia 12 OK2-0K-6
1. |IlonsATue 06 apXMBHOM IPAaBE U APXUBHOM 3aKOHO/IATENLCTBE.
2. | CtpykTypa apXHBHOTI'O 3aKOHO/IATEIbCTBA
3. | 3axonsl Ilog3akoHHBIE aKTHI.
4. | CoBpeMeHHbIE 3aKOHO/IaTEIbHBIC aKThI [0 apXUBHOMY sienny Poccuiickoit
Oenepanuu.
5. | MexoTpacneBoii xapakTep apXMBHOTO ITpaBa
6. |AIMUHHCTpaTHBHas W YTOJIOBHAas OTBETCTBEHHOCTh 3a HapyIICHHE
apXMBHOTO 3aKOHOIATENbCTBA
IIpakTHyeckue 3aHATUS
3 |Hcrounuku npaBa. CucTeMa HOPMAaTHBHBIX TIPABOBBIX aKTOB. 1
4 | B3auMOCBSI3b apXMBHOTO 3aKOHOJATEIhCTBA C HOPMATHBHBIMH IPABOBBIMH 1
AKTaMH CMEXHBIX OTpaciiei
5 | Coomnecenue nonamuii «apxuerHoe npaso» u «apxXueHoe 3aKOHO0aAmenbCmaoy. 2
Tema 1.3. 'ocynapctBennsie | Comepikanue y4eGHOr0 MaTepuasia 6 OK2-0K-6




apXUBbI. APXUBBI
OopraHu3anui

CoBpemeHHas opraHu3allyisi ¥ HarpaBJieHUs JesITeIbHOCTH TOCYIapCTBEHHBIX
apxuBoB. Hanpasnenue u ¢pyHkuu padotsl rocapxuos. HopmarusHo-
METOJINYECKUE JOKYMEHTHI IeATeIbHOCTH rocapXuBoB. Hopmbl moBeneHus

apXUBHUCTOB.

2. | HopmaruBHo-npaBoBas paboTa apxuBa. HIuBuAyalbHAs HHCTPYKIMS MO
JIETIONIPOU3BO/ICTBY

3. |Homoxxenwust 00 apxuse. JI0TKHOCTHBIE HHCTPYKIIUH COTPYIHHKOB

4. |IlnanupoBaHue pabOThI U OTUETHOCTh apxuBa. KoHTposb 3a cocTosiHuEM
XpaHEHUs JOKYMEHTOB U UX OpraHU3aliel B Je0NPOU3BOACTBE CTPYKTYPHBIX
MOAPA3ACIICHUI

5. |llpuem-nepenava JOKYMEHTOB [P CMEHE PYKOBOJIUTEISI apXUBa.

HpaKaneCRue 3aAHATHA

6 | CocraBieHue ClUCKa JOKAIbHBIX HOPMaTHBHBIX JJOKYMEHTOB apXHBa.
Cucremaruzanus U XpaHeHUE JOKYMEHTOB TeKyllero apxusa Pabora c
coJiepKaHuEM TOJIOKeHUs 00 apxuBe Ha ocHOBaHMM MHCTPYKIIUHN 0(OpMIICHHE
(b opMbI acropTa apxuBa.

7 Odopmnenne nucra dponna. OdopmiieHrne J0TKHOCTHBIX TPeOOBaHUHN K

apxuBapuycy CocTaBlieHHE TEXHOJIOTHH y4eTa JJOKYMEHTOB B apXHBE.
Odopmrnenue akta npueM-niepeaya JOKYMEHTOB NP CMEHE PYKOBOJUTENS

apXI/IBaCOCTaBJ'IeHI/Ie CXCEMbI IMOCTPOCHUA HOMCHKIIATYPbI [C€JI OpraHu3alnu.

Odopmienue rpadp HOMEHKIATypblaed. IIpoBepka NpaBHIBHOCTH
oopmienus noxkymeHTOB. CocTaBieHUE CIIPABOYHOTO arlnapara K
HOMEHKJIAType A€l OpraHu3alu

1.4 CnpaBouHo-

Conep:xanue yueOHOro MmarepuaJia

OK2-0K-6




NMOHUCKOBBIE€ CUCTEMbI

CucreMa crnpaBOYHO-TIOUCKOBBIX CpeacTB K JokyMeHTaM A® P®. [lousTtue o
CUCTEME CHPABOYHO-TIOUCKOBBIX CPEJICTB K apXUBHBIM JOKyMeHTaM. OCHOBHbIE
npuHiunel  noctpoeHusi cuctemMbl  CIIC.  Crpykrypa cuctembr CIIC.
[lepcnextuBsl paszButusi cuctembl CIIC. TpeGoBanus, npeabsBIsieMble K
cucreme CIIC. IloHATus «mepBUYHAs JTOKYMEHTHAs uHpOpMaLUs» u
«BTOpPHUYHAs JOKYMEHTHas uHpopmanus». AuddepenunpoBanubiit
noaxon k cosnanuto CIIC.

Obs3arenpubie  apxuBHble crnpaBoyHukd B cucteme CIIC. Ilonstue 00
OIMCaHUU JOKYMEHTOB U ell. IHopMaImoHHbIe XapaKTePUCTUKN JOKYMEHTOB
u 1en. OCOOEHHOCTH ONMMCAaHUS JOKYMEHTOB JIMYHOTO MTPOUCX OKICHUS.

ApxuBHBIE ONUCHM W uUX Ha3HaueHue. DyHKIMM M COCTaB APXUBHOMU
onucu. CocraBieHue coocTBeHHO onucH. CocTaBlieHUE CIIPAaBOYHOTO armapara K
OIINCH.

Cucrema katasioroB B apxuse. [lonarue o karanoruzanuu. OnpeaeneHue Buaa
karayora. CxeMsl Kjaccu(uKaluy JOKYMEHTHOM nH(pOopMalMy B KaTaaorax.
BersBrienue u oT00p 1TOKyMEHTHOM HH(pOpMaIMK IS KaTaIOTU3aluH.
Onucanue TOKyMEHTHOH HH(pOpMAIUY Ha KaTaJOXKHbBIX KAPTOUKaX.
WHupekcupoBaHue KaTaloXHbIX KapTouek. CucreMaTu3anus KapTouek u
BEJICHUE KaTaJora.

[IyreBonurenu, ux HazHaueHue. IloHATHE O mMyTeBOAMTENSAX. BuUab
nmyreBoauTenel. XapakTepucTuku GOHAO0B B myTeBoauTeNe. CipaBOYHBIHA
anmapar K IyT€BOJUTEIO.

JlononHuTenbHbIE apXuBHBIE cripaBouyHUKU B cucteMe CIIC. O030pbl apXUBHBIX
JOKYMEHTOB M HX Ha3HaueHue. XapaKTepUCTHKa JOKYMEHTOB B 0030pe.
CrpaBouHBIi anmapar K 0030py.

7.

VYkazarenu B cucteme CIIC. Temarnueckue nepeyHy JOKyMEHTOB U 0a3 JaHHBIX

IpakTnyeckne 3aHATHS




CucremaTu3anus 1 XxpaHeHUE TOKYMEHTOB TeKy1ero apxusa. @opMupoBanue

CIPAaBOYHOTO ammapara, 00eCcIeYnBaIoIero ObICTPBINA TOUCK TOKYMEHTOB
CocraBneHnue CTpyKTYphI U TpeOoBaHMi, mpeabsBisieMbix k cucteme CIIC.
Cocraienne HHPOPMAIIMOHHON XapaKTePUCTUKH JOKYMEHTOB U JeJ
CocraBiieHre CrpaBOYHOTO arnmapara K Onucu

6

HpOBC,I[eHI/IH aHajIi3a CIIpaBO4YHOI'0 arrapara K IIyT€BOJUTCIIIO

Tema 1.5 Ucnonp3oBanue
apXUBHBIX JOKYMECHTOB

Conep:xanue yueOHOro marepuaJia

1.

[TonsiTe 00 MCHONB30BaHUM apXUBHBIX JOKYMEHTOB. HampaBienue, uenu u
(opMBI HCTIOJIB30BAaHUS APXUBHBIX JTOKYMEHTOB. OCOOEHHOCTH OpraHu3aluu
UCII0JIb30BAHUS ADXUBHBIX JIOKYMEHTOB B T'OCYAAapCTBEHHBIX,
MYHULMNAIBHBIX apXWBaX M apxuBax opranuzauuu.  MHbopmanmoHHbIE
YCIIYT' apXUBOB B paMKax KOHILIETIINU «DJIEKTPOHHOE
MIPAaBUTENIBCTBO». PermamMenTsl MH()OPMAIMOHHOTO OO0CTYKUBAHHS
nosb3oBareneil. @opMbl HCIIOIB30BAHNS APXUBHBIX JIOKYMEHTOB.

JlocTynn K apXUBHBIM JOKyMeHTaM. CBOOOJHBIM AOCTYN K apXHUBHBIM
nokyMeHTaMm. OrpaHMueHue JOoCTylna K apXWBHBIM JOKyMeHTaM. Ilopsmox
3aCEKpEUYMBAHUs M PACCEKPEUYNBAHUS APXUBHBIX JIOKYMEHTOB.

Meronka mOMCKAa apXMBHBIX JIOKYMEHTOB. [IOMCK apXMBHBIX
JIOKYMEHTOB B JICJIONIPOU3BOJCTBE, apXWBE OPraHU3alHH, TOCYAapCTBEHHOM
U MYHUIUIAIBHOM apXMBaX. JTaIlbl TEMATHYECKOTO ITOUCKA.

VY4er u aHaJIu3 UCIIOJIb30BAHUS APXUBHBIX JOKYMEHTOB. DTalbl yyeTa
HCIIOJIb30BAaHUS APXUBHBIX TOKYMEHTOB U Y4€THOU (opMbl. AHAIN3
3¢ (HEKTUBHOCTH U MHTEHCUBHOCTH MCTIOJIb30BaHUSI apXUBHBIX JOKYMEHTOB.

OK2-0K-6

IpakTnyeckne 3aHATHS

7

Onpenenenue HaMpaBiIeHUS U LENIH UCIIOIb30BaHUS ApXUBHBIX JTOKYMEHTOB.
DopMbI




WCIIOIh30BaHUS apXUBHBIX JOKyMeHTOB Pabora ¢ Tabnunelr «CooTHOIIIEHNE
1esnei 1 GopM UCIIOJIB30BAHUS aPXHUBHBIX

nokymeHToB» Odopmienue BuoB 3anpocoB. CocTaBieHue 3ampoca

Odopmnenne apxuBHOii cipaBku Odopmienne apxuBHoii ko OdopmiieHne
apXWBHOM BBINUCKH

CocraBJ/ieHHe 3aKa3a HA BbI1a4y JOKYMEHTOB COTPYIHUKAM OPraHU3aluu
Odopmnenue Tabmuisl «Kateropun nHGOpMaIUN OTPAaHUYEHHOTO TOCTYTIA
Odopmnenne Tabnuisl «Buabl JOKYMEHTOB U IOKYMEHTHON HH()OpMaITUN
OTPaHUYEHHOTO JJOCTYIIa

10

Cocrasnenue peectpa omnuceil. CocTaBieHHe TO0BOTO pas/iena CBOJIHON OMucH
nen CocTaBieHHE HTANOB yueTa UCIIOJIb30BAHMSI apPXUBHBIX JOKYMEHTOB U
y4eTHO# hopmbl. DOPMBI yUueTa UCIOJIb30BAHUS APXUBHBIX TJOKYMEHTOB
Cocrasiienue u 0opMIICHHE KapThI-3aMeCTUTENb jaena OdopMieHHE akTa O
BBIJIaYe BO BPEMEHHOE TI0JIh30BaHUE

11

OdopmieHne akTa o0 BbIIEIEHUN K YHUUTOKEHHIO HAYYHO-TEXHUUECKOU
JOKYMEHTallu!

12

O(I)OpMJ'IeHI/Ie JINCTa UCIIOJIb30BAHUSA ACIa

13

O(I)OpMJ'IeHI/IC 3dKa3a Ha KOITUPOBAHUE

14

3amnoHCHHE JKypHaJia perucCTpaliun BbIJaHHBIX KOHHﬁ, BBIIIMCOK, CITPABOK,
TEMAaTUYCCKUX MAaTCPUAJTIOB

Tema 1.6 Hugpopmayuonto-
KOMMYHUKAYUOHHbLE
MEXHOL02UU 8 APXUBAX

Coaep:xanue yueOHOro MmaTrepuasa

1.

[TousiTue 00 I/IH(I)OpMaTI/BaI_II/II/I APXUBHOT'O ACJIA. OTaIesl I/IH(I)OpMaTI/BaI_II/II/I.

2.

Opranu3anus MH(GOpPMATH3alMM apXMBOB Ha COBPEMEHHOM JTame. 3ajadd U
NpUHIUIB HHPopMaTn3anuu B KoHmenun nHGpopMaTH3aiui apXuBHOTO JIea.
OrtpacneBsie nporpammsl nHpopmatuzauuu. HopmatuBHo-MeToanyeckas 0aza

OK2-0K-6




nH(bOopMaTU3aLKUU ApXUBHOTO JIEeNa.

NudopmanonHble TEXHOJOTUU B apXMBHOM [eJie Ha COBPEMEHHOM JTarle.
Knaccudukanms coppemeHHbix AAT. T mo 0oCHOBHBIM HaIlpaBieHUSIM pabOThI
apxXuBOB.  ABTOMATH3MpOBaHHas  CHCTeMa  LIEHTPAJIM30BAaHHOTO  y4yeTa
nokyMeHTOB AD P®. MuTerpupoBanHbie HHPOPMAITMOHHBIE CUCTEMBI.

ApXHUBHOE XpaHEHHE AJIEKTPOHHBIX JOKYMEHTOB. OCOOEHHOCTH 3IEKTPOHHBIX
JOKYMEHTOB KaK OOBEKTOB apXUBHOTO XpaHeHus. HopmaTuBHO-TIpaBoBas M
MeTtonudeckas 6aza padotel ¢ D1, Kimaccudpukanus 31, DkcniepTusa MeHHOCTH
OM. Ocobennoctn ommcanus . Obecmeuenue coxpanHoctu /1.
VY nocroBepenue ropuaudeckoi cuiibl /1 B mporecce apXUBHOIO XpaHEHHUS.

HpaKaneCRue 3aAHATHA

14

Omnpenenenue 3a1a4 U NpUHIMIOB HHGopMaTH3anuu B KoHuenmmu.
Knaccudukanus coppemeHHbix AAT

15

O(I)OpMJ'IeHI/Ie MMpOTrpaMMHBIX KOMIIJICKCOB

16

PaboTa ¢ HOpMaTUBHO-IIPaBOBOM 6a30i 1 MeToMuecKoi 6a3oi paboTsl ¢ D/1.

Knaccudukanus 3]

17

Cocranenue u opopMIeHHE KPUTEPHI OTIpeesIeHHsI IEHHOCTH D /1.
Ocob6ennoctu onucanus D/[. CocTaBUTh dTanbl 0COOCHHOCTH onucaHus D]

18

CocraBnenune alropurMa JeMCTBUN yA0CTOBEPEHUS IOPUINIECKON CHITBI D]

Paszpnen 2 O0ecnieyeHne COXpPAHHOCTH IOKYMEHTOB




HanmeHnoBanue pasnenon Conep:kanue y4yeOHOro MaTepuasa, 1adopaTopHbie padoThbl U Oo0ne Ypo Koasl
Ipo(ECCHOHATIBHOIO MOJYJIsl | MPaKTH4YeCKHe 3aHSATHS, CAMOCTOSITeJIbHAS PadoTa 00yJyammxcs, KypcoBast M BEeHb KOMIIeT
(IIM), pabora 4aco 0CBO eHI M
B eHust
MEXKTUCIUITITMHAPHBIX
KYPCOB U TeM
1 2 3 4
Tema 2.1 Uctopus Coaep:xkaHue y4eOHOro MaTepuasa 2 1 OK2-0K-6
nokymeHnTa. CBoicTBa
HOCHTEIICH TEKCTA. 1. |Lemu wm 3agauu AWCUUIUTAHBI. BO3HHMKHOBEHHE IMPOOJIEMBI «BEYHOTO»
XpaHeHust JOKyMeHTOB. O030p MCTOYHHMKOB U JIMTEPATYphl MO AUCLUILIMHE.
JIOKyMEHT Kak MaTepuaibHbIi 00beKT. bymaskubie fokymeHTsl 19-20 BB.
Tema 2.2 Cmapenue Copnepixanue y4eOHOro MaTepuasia 2 OK2-0K-6
O0oxkymenmos. Paxmopol
cmapenus u npuunb. 1. | Cmapenue ooxkymenmos. Ilpuuunwvi cmapenusi 0okymenmos. OcHosHbvle
Daspywiens JokyMeHmos, gaxmopyl paspyuteruss 00OKYMeHMO8.
2. | Ceem, memnepamypa, enaxcnocms. buonocuueckue epeoumenu.
Mexanuueckue nospescoenuss 00KymeHma. IKonoeus cpeobi.
3. | Ecmecmeennoe cmapenue 0OKyMeHmos U 6lusHue Ha HUX 6HeUHUX pakmopos
IIpakTH4eckne 3aHATUSA
1. | Cocmasnenue mabauysei: Ilpuuunvl paspyuienus 00OKyMeHmos 2
Tema 2.3 TpeOGoBanus CopaepixaHue y4eOHOT0o MaTepuaJa 6 OK2-0K-6

obecreyeHns: COXpaHHOCTH
nokymenTtoB (OCJI) npu
APYTHX BHIAX palorT.

1. | Marepuansho Texuuueckas 6a3za. Tpeboanust OCJ] npu BbIOJIHEHUN
apXuBHBIX paboT. O0ecneueHrne COXpaHHOCTH JJOKYMEHTOB IIPH MOCTYIIJICHUH Ha
XpaHEHHE.

2. | ObecrnieueHne COXpaHHOCTU JOKYMEHTOB IPH NTOCTYMJICHUH Ha XpaHEHHE.




OO0ecneyeHre COXPAaHHOCTH JOKYMEHTOB MPU WX MCIIOIB30BAaHUH K 00padOTKeE.

4. |ObecrieueHue  COXPAaHHOCTHM  JOKYMEHTOB  IpU  HUX  IEepeMElIeHUH
Y TPAHCTIOPTUPOBAHUH.
5. | ObecrieueHre COXpaHHOCTH JTIOKYMEHTOB IIPU YPE3BbIYAMHBIX CUTYAIHSIX.

HpaKaneCRne 3aAHATHA

2 Omnpenenenne GyHKIUN XPaHSHUS U HCIIOJIB30BAHMS MaTEPHATLHO-TEXHUIECKON
0as3bl.

3 CocraBiieHre cXeMbl pa3MeIIeHHsI CPEJICTB XPaHEHUS B IOMEIICHUN
(XpaHuuIIe).

4 CocraBnenne u OQOpPMIIEHHE OpPUEHTUPOBOUHBIX TPYII  PEKUMOB

CYILIKH JOKYMEHTOB.

Tema 2. 4 Apxuenas Copepxanue y4eOHOro maTepuaa OK2-0K-6
KAUMAMOoN0o2us 1. | Dyukyuu apxueHvix KOHMPOTLHO-KIUMAMULECKUX CLYHCO.
2. | Knumamuueckue konmponvHo-usmepumensbHule npubopwvl. Oyenka KOHmMpOIbHbIX
OGHHBIX.
3. IIposempusanue. Muxpoxaumam nomewjeHuil U OOKYMeHMOos.

IMpakTnyeckne 3aHATHS

5 OnpeoeneHne 0CHOBHbIX 3A0aY APXUSHBIX KOHMPONbHO-KIUMAMUYECKUX CILYHCO.
OghopmneHne 0CHOBHBIX KIUMAMUYECKUX NAPAMeMPO8 6030YXd.
6 Cocmaenenne mabauysi nazoemkocmu 6030yxa. CocmasieHue pacuemos

Kaumamu4decKux napamenpoe.




Tema 2.5. Xpanenue Coneprxanue y4eOHOro MaTepuaia 10 OK2-0K-6
JOKYMEHTOB
1. | Mepomnpusarus o o0ecredeHrI0 COXPaHHOCTH JIeJT (JIOKYMEHTOB) B IPOIIECCE
BPEMEHHOI'0 XPaHEHHUs
2. | OXpaHHBII peXUM B apXUBOXPAHWINIIAX U apXHUBaX.
3. | XpaHeHue apxXuBHBIX JOKYMEHTOB HE Ha OyMa)KHOM HOCHUTEIe
4. Pa3smernienne 1okyMeHTOB B XxpaHwininax bepexxnuselil oduc
5. |Ilopsaok BbLaauu €1 U3 XpaHUIIHL]
IIpakTHyeckue 3aHATUS
7 AHaiu3 OCHOBHBIX pa3zienoB [IpaBuil yuera u XpaHeHHsI JOKYMEHTOB 1
8 [TpoBenenue skcnepTU3bl JOKYMEHTOB, IOJIrOTOBKA U Iepe/laya MarepuanoB Ha |1
XpaHEHHE B apXUB
9 Pabora c [lepeuneM THUMOBBIX yIpaBICHUYECKUX JOKYMEHTOB, oOpa3yromuxcs B |1
JeSITeIbHOCTH OPTaHU3aIMH, C YKa3aHUEM CpOKa XpaHEeHUs
10 | Odopmienne BeIAAYM O] U3 XPAHWIAI. 3aMIOJTHUTHh KHUTY BbIIa4M JOKYMEHTOB | 1
11 | Odopmuenue nopsika CHATHUS C yueTa JOKyYMEHTOB, HE HaliIEHHBIX B XOI€
npoBepky BrIsiBIeHNE TOKYMEHTOB C MOBPEXKIACHUSIMHI HOCUTENEH U TeKCTa
12 | Cocrasnenue [Tonoxenus 00 KCIIEPTHON KOMHUCCHU. U XpaHeHus1 Pabora ¢ 1
PernamenToM yuera J0KyMEHTOB
Tema 2.6 Coznanue Copaepxxanue yueOHOro MaTepuasia 8 OK2-0K-6

cTpaxoBoro (onma ocobo
IIEHHBIX ¥ YHUKATbHBIX
JOKYMEHTOB # (poHIa

1.

Llens co3ganus ctpaxoBoro ¢GoHaa ¥ POH/IA TTOTHE30BAHUS.

2.

HopmaruBHo-MeTouueckast 6a3a paboThI IO CO3JaHHUIO CTPAaXxoBOro (GoHIa U




IIOJIB30BAaHUA

($hoH/1a TOJTE30BaAHUS

Opranuzanus padoT Mo MUKPOPHIEMHUPOBAHUIO UIH OLIU(POBAHUIO JOKYMEHTOB

Brisienenue YHUKAJIBHBIX U 0co00 HCHHBIX TOKYMCHTOB. Yuer n XpaHCHUC
CTPaxXOBbIX KOITHH 1 (1)0H,Ha II0JIB30BaHMA

HpaKaneCRne 3aHATHA

19 | Cocmasnenue nopaoka pabomsi no 6viA61€HUIO YHUKATbHBIX U 0COO0 YEHHbIX
O0OKYMEeHMOo8
20 | Cocmasnenue onucu 0codo yeHHbIX OOKYMEHMO8

Tewma 2.7. TlpoBepka
HaJIN4YUsA U COCTOAHUA
APXUBHBIX TOKYMCHTOB

Conep:xxanue yueOHOro MmaTepuaJia

1. I{enn 1 MEpUOAUYHOCTD TPOBEPKHU HATUYUSA U COCTOSTHUS apXUBHBIX
JIOKYMEHTOB.

2. ITopsimok mpoBeIeHNUs TPOBEPKHU HAIMYMS U COCTOSIHUS apPXUBHBIX JJOKYMEHTOB

3. Odopmnenue pe3yabpTaToB MPOBEPKHU HATHYHUS H COCTOSHUS apXUBHBIX
JIOKYMEHTOB

4. [Touck HepocTaOMIKUX TOKYMEHTOB U Aes. OpraHusaius po3bicKa

HeO6Hap}I)KeHHLIX APXUBHBIX JOKYMCHTOB U ICJI

OK2-0K-6

IIpakTH4eckne 3aHATUSA

21 | Odopmienue akTa MPOBEPKU HATUYUS U COCTOSTHUS Jien [IpoBeneHue mpoBepku
TEXHUUYECKOTO COCTOSIHUSI TOKYMEHTOB. OPOopMIICeHHE aKTa O TEXHUIECKHIX
OLIMOKax

22 | Odopminenue kauru yueta u onucanust CoctaBieHe akta 0 HeOOHAPYKEHUH

ACJI, TYTU PO3bICKA KOTOPBIX UCUCPITIAHEI. CocraBiienue CIIpaBKH O IMMPOBCACHHUU
pO3bICKa




Tema 2.8. ObGecrieueHue
(U3UKO-XUMHYAHHOCTH
JOKYMECHTOB

Conep:kanue y4eOHOro MaTepuaJia

1. | Bugsl moBpexxaenuit nokymeHToB. [IpoBepka u orienka pu3n4eckoro COCTOSHUS
JIOKYMEHTOB.

2. | OueHka (pU3MYECKOTO COCTOSHUS JOKYMEHTOB B apXUBax

3. | O6mas npodunakTuKa NOBpeXIAeHUN JOKyMeHTOB [Ipu3Haku nedeKkToB u ux
OTHECEHHE K THIIOBBIM TPYIIIIaM.

4. | Tlopsnok CHATHA C y4eTa HEUCIPABHO OBPEKICHHBIX JTJOKYMEHTOB

IIpakTH4yecKkue 3aHATHS

27

Odopmnenne nuaekca noBpexaeHuit. Pabota ¢ TMIIOBOIT HOMEHKIIATYPOI
noBpexxaeHuii BrisiBnenue 1egekToB OyMakHbIX JOKYMeHTOB. COCTaBUTh
XapakTepUCTHKY AeekToB TekcTta. [IpoBenenue oneHkn GU3HIecKoro
COCTOSIHHS TOKyMeHTOB OopMiieHHE TEePBUYHON pecTaBpallii U KOHCEPBAIUU
ApPXMUBHBIX JOKYMEHTOB.

31

Odopmienue pe3ynbTaToB pecTaBpanuu 1e(heKToB JOKyMEHTOB. bykBeHHO-
uugpoBast HHAEKcaus J0KyMeHToB PopMa 3aKa3a Ha IpoBeeHHE padoT
O¢opMHUTB aKT O TOBPEXKIECHUSAX TOKYMEHTOB

Tema 2.9. Brinaua nen
(TOKYMEHTOB) BO BpEMEHHOE
MOJIb30BaHUE, COCTOSIIINX HA
XpaHEHUU B apXHUBE
MPEIPUSTHS

Conep:xxanue yueOHOro MmaTepuaJia

1. |Bbizaua nen Bo BpeMEHHOE MOJIb30BaHUE.

2. | 3agauu MPOBEPKHU JTOKYMEHTOB U JeJ

3. | OdopmiieHre JOKYMEHTOB, HE MOIJIEKAIUX BOCCTAHOBICHUIO
4.  |Ilopsok NPUHATHS JIEKTPOHHBIX TOKYMEHTOB B apXUB.

Tema 2.10. OcHOBEI

Conep:xanue yueOHOro MmarepuaJia

OK2-0K-6

OK2-0K-6




KOHCEpPBAIlMH U pecTaBpaliu
JOKYMEHTOB.

KoncepBauus 10KyMeHTOB

Crabunuzanus u pectaBpalus J0KyMEeHTOB

Mertoauka pecTaBpaliu U COCTABJICHUA PECTAaBPAllMOHHOI'O ITACIIOpTa HA
JOKYMCHT




3. YCJIOBUA PEAJIM3ALUU ITPOOECCUOHAJIBHOTI'O MOAYJIA
3.1. TpeGoBaHus MaTepraIbHO-TEXHUUYECKOMY 00€CIICUEHHUIO

Peanu3zanus mporpaMmbl TUCIMILTHHBI OCYIIECTBIIICTCS B y4eOHOM KaOHHETE.
O06opynoBaHue yueOHOro KabnHeTa!

—paboyee MeCcTO 00YJarOIIEToCs M0 KOJNYECTBY 00Y4atOIIUXCs;

—pabouee MECTO IMpernoiaBarels;

—3aJaHusd JJIA MPOBCACHU A ITPAKTHICCKUX 3aH$ITI/II7I;

—KOMIIJICKT TCCTOBBIX SaIIaHI/Iﬁ;

—KOMIUIEKT y4eOHO-HATIISITHBIX TTOCOOUH (TIpe3eHTaIii, BUICO()HIBEMOB).

TexHuueckue cpeicTBa 00y4eHus:

—KOMIIBIOTED;
—Mo®YV Brother DCP-1510R,;
—rupoektop Xutaun CP-X260;

—MHTEPAKTUBHAS JICKIIMOHHAS JOCKa XUTauH;

—xonorku SVEN MS-90 cabrydepom;

—IIpOorpaMMHOE O0ecIieueHue 00IIero U MpoGeCCHOHATBHOTO Ha3HAYCHHUS.
Nudopmanmonnoe odecrieueHue 00ydeHus

OCHOBHBIE UCTOYHUKH:

1. byposa B.M. Opranuzanuss apXuBHOM U CHPaBOYHO-UHGOPMAIMOHHOW pabOTHl MO
JTOKyMeHTaM opraHuzauuu: y4eOHuk ans cryaeHtoB CIIO. MockBa: M3garensckuii Llentp
«Axanemusy», 2016.

2. ®enepanbubiii 3akoH 0T 22 okTA0ps 2004 roga N 125-D3 «O6 apxuBHOM Jene B Poccuiickoi
denepaunn»

3. TOCT 2.501-2013 Enmuas cucrema KoHCTpykTOopckoi mokymeHtammu (ECKI). IlpaBmia
yueTra U XpaHeHHsI

4. TlepedyeHb THUIOBBIX YIPABICHUYECKUX APXUBHBIX JOKYMEHTOB, 0Opa3yloluxcs B Ipolecce
JEATEIbHOCTH TOCYAApPCTBEHHBIX OPraHoB, OpPraHoB MECTHOIO CAaMOYIpaBJi€HUS U
OpraHu3aluii, C yKka3aHueM CPOKOB XPaHEHHUS.

JLlonOTHUTENbHBIE HCTOYHUKU:

5. Anekceea E.B., JL.II. AdanacbeBa, E.M. BypoBa ApxuBoBeaeHue. DIeKTPOHHbBIN yueOHHUK
st HITO// mox pen. Koznosa B.I1.-M: HU3natensctBo [IpodpO6pU3nat, 2007.

6. ApxuBsl opranmzanmid. [lpaBmia paGoTel. IlepeueHb THUIOBBIX JOKYMEHTOB M CPOKH HX
xpanenus. Uznarensckuii JJom «Axyp». ExarepunOypr, 2013 1.

7. I'ocynapcTBeHHass cUCTeMa JOKYMEHTAI[MOHHOro ooOecriedeHust ympasieHusi: OCHOBHBbIE
nonoxeHus: OOmme TpeOboBaHWS K JIOKYMEHTaM M CIOyk0aM JOKYMEHTAIlHOHHOTO
o0ecrieyeHusl.

8. 06 apxuBHOM neine B Poccuiickoii @eneparuu [ Texer]:@enep. 3axkoH oT 22 okts6ps 2004 r.

Neo 125-@3 (pen. ot 13.05.2008) // Cob6p. 3akononarensctBa Poc. denepanuu. - 2004. - Ne 43, -
Cr. 4169.

98.

5. [lenonpoun3BoacTBO U apxuBHOE jAeno. Tepmunbl u onpeaenenus [Tekct] : TOCT P 51141-

WnTteprer-caiitel: WWW.Statearchive.ru/399

http://bookfi.org/book/670592

http://antimuh.ru/files/details/1071194 www.consultant.ru
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4. KOHTPOJIb ¥ OLIEHKA PE3YJIbTATOB OCBOEHMUSI
MPO®ECCUOHAJIBHOI'O MOAY.JISI BUJA JESITEJLHOCTH)

Pe3yabTaThi(0CBOEHHBIE
npogeccuoHaIbLHbIE
KOMIIETEeHIINH)

OcHOBHbBIE TOKA3ATEJIH OLICHKH pe3yJibTaTa

(I)OPMLI H ME€TObI
KOHTPOJIA H OHCHKH

[1K 2.1. ®opmupoBarthb
nena.

- ohopmIteHHE 00JI0KKH JIeia B COOTBETCTBHH C
'OCT 17.914-72.

- OCYIIECTBIICHUE PACKIIAJIKH JIE]T B
coorBercTBUM ¢ TpeboBanusimu ['OCT P6.30-
2003;

- BEJICHUE JINYHOTO JIeJIa COTPY/IHUKA B
COOTBETCTBUHU ¢ MeToIMYEeCKUMU
pexomenpauusimu BHUMJIA L ®AC PD2002
r., ¢ yueToM npasui, npeanucaiibiM TK PO u
D3 Ne 152 ot 27.07.2006 «O nepcoHanbHBIX
TaHHBIX);

- IPOM3BEICHUE ITPaBO U JIeBOU opM
OpPOIIIOPOBKU IOKYMEHTOB;

- pPacroJIoKeHUE JOKYMEHTOB B JIEJI€ COTIIAaCHO
Metonuueckum pekomeHaansym BHUM AT
OAC PO 2002 r., ¢ yueToM mpaBu,
npeanucadiibiM TK PO u @3 Ne 15201
27.07.2006 «O nepCOHANBbHBIX TaHHBIX»;

Tekyiuii KOHTPOJIb B
bopme:

TecTbl

CutyalnnoHHbIE 3a/1a41
-[IPaKTHYECKHE
[paboThI;

-OTYETBHI [0 MPAKTUKAM.
3aueThl 0 y4eOHOM 1
[TPOU3BOICTBEHHOMN
[IPAKTUKE U 110 KAXKJIOMY
13 pa3/ieioB
poQeCcCHOHATBHOTO
MOJTYJIS

JK3aMeH
KBaJTU(PUKAITMOHHBIN

[1K 2.2. ObecnieunBaTh
OBICTpPBII MOUCK
JOKYMEHTOB I10 Hay4YHO-
CIIPaBOYHOMY ammapary
(kapToTEKaMm)
OpraHu3aIuu.

(hOpMHUPOBAHKE U KCIIOIH30BAHUE KAPTOTECK
QPXUBOB CTPYKTYPHBIX MOIpa3IeICHAN
opranuzanuu B coorBerctBun ¢ 'OCT 51141-
98 «Jlenonpou3BOJACTBO U ApXUBHOE JAETIO.
Tepmunsl u onpeaenenusi», [OCT 17.914-72;
- hopMUPOBaHKE 1 UCTIOJIH30BAHUE KATAIOTOB
QpXUBHBIX ()OHJIOB OPTaHU3AIINU B
coorBerctBuu ¢ 'OCT 51141 -98
«/1emonpon3BOICTBO U ApXUBHOE JIETIO.
Tepmunsl u onpenencaus», [OCT 17.914-72,
- COCTaBJIEHUE U MCIIOJIb30BaHHE
[TyTEBOUTEIICH 110 apXUBY OpraHU3aIluN
(3MEKTPOHHBIN BapHAHT)

[1IK 2.3.
CucremaTuznpoBartb U
XpaHUTh JJOKYMEHTHI
TEKYIIEro apXuBa.

- CICTeMaTH3allus IOKYMEHTOB B
3aBUCHMOCTH OT MX HAMUMEHOBAHUS B
cootBeTcTBUM ¢ TpeOoBaHusmu ['OCT P 6.30-
2003;

CHUCTEMAaTH3AIIHSI PACTIOPSIUTEIBHBIX
TOKYMEHTOB B COOTBETCTBHH C TPEOOBAHHUSIMU
["OCT P 6.30- 2003;

- CHCTeMaTHU3allUs TOPYYCHHH BBIIIECTOSIIIUX
OpPTraHOB B COOTBETCTBHH C TPEOOBAHUSIMHU




['OCT P 6.30- 2003;

- CUCTEMaTH3aLus IJIAHOBBIX U OTYETHBIX
TTOKYMEHTOB B COOTBETCTBUU C TPEOOBAHUSAMU
['OCT P 6.30- 2003;

- CUCTEMAaTU3allNs JOKYMEHTOB JINYHBIX JIEJI B

COOTBETCTBUU ¢ MeToInueCKuMuU
pexomennanusmu BHUNJIA T ®AC PO 2002
r., C ydeToM npaBui, npeanucadiibiM TK PO u
@3 Ne 152 ot 7.07.2006 «O nepcoHaIbHBIX
TAaHHBIX»;

- CUCTeMaTH3alMsl 3asBJICHUH U 5Kano00
rpa)<1aH, IePErnUuCcKU B COOTBETCTBHHU C
tpedoBanusmu ['OCT P 6.30- 2003;

- CUCTEMAaTHU3allNsl JINLIEBbIX CUETOB
[PaOOTHUKOB B COOTBETCTBHH ¢ THUIOBOM
MHCTPYKLKEH 1O IeTONPOU3BOICTBY B
(henepanbHBIX OpraHax UCHOTHUTEIBHOM
BJIACTH, YTBEPKIACHHOM Npuka3zoM Pocapxusa
Ne 68 ot 27 HOs10pst 2000 1. 1 OCHOBHBIMU
[paBUJIaMU paOOTHI ApXUBOB OpraHU3ALINH,
0100pEeHHBIMU pellieHHeM KoJuleruu PocapxuBa
ot 6 despans 2002 r.;

- BEZICHHE KapTOTEKU TEKYIIEro apX1Ba B
cootBetcTBuM ¢ [[OCT 51141 -98
«/lenmonpon3BoACTBO U apXUBHOE JETIO.
TepMuHBI U onpenenenus», TUnoBon
MHCTPYKLMEH 110 I€JI0NPOU3BOJICTBY B
(henepanbHBIX OpraHax UCIOTHUTEIbHOM
BJIACTH, YTBEPKIAEHHOU npuka3zom Pocapxupa
Ne 68 ot 27 Hos0pst 2000 r. 1 OCHOBHBIMH
[paBHJIaMU pabOTHI ApXUBOB OpraHU3ALINH,

0/100pEHHBIMU pelieHueM Kosieruu Pocapxusa
ot 6 ¢espains 2002 r.;

[1K 2.4. ObecrieunBaTh
COXPAHHOCTb MPOXOASIIEN
cIry>keOHON
JOKyMEHTAIUH.

- o0ecrieueHne COXpaHHOCTH JOKYMEHTOB
TEKYIIETO apXUBa B COOTBETCTBUH C
['OCTS51141 -98 «/lenonpou3BoACTBO U
apXHUBHOE J1e710. TepMUHBI U ONPEIEICHUS»,
Tunoson

WHCTPYKIIUEH 10 IETOTPON3BOICTBY B
(enepanbHBIX OpraHax UCTIOJIHUTEIbHON
BJIACTH, YTBEPXKJCHHOI npuka3zoM PocapxuBa
Ne 68 ot 27 Hos6pst 2000 r. 1 OCHOBHBIMHU
MpaBUJIaAMH paOOTHI APXHBOB OPTraHU3AIHIH,

OZ[06peHHLIMI/I PCHICHUECM KOJIJICTUH POC&pXI/IBa




ot 6 deBpans 2002 r. ocymiecTBiIeHNE
KOHTPOJISI 32 IPOXOXKICHHEM JJOKYMEHTOB ) B
cooTBeTcTBUM ¢ TpeboBanusmu 'OCT P51141-
98;

- OCYILIECTBIICHUE KOHTPOJIS 33 HCIIOJHEHUEM
ITOKYMEHTOB ) B COOTBETCTBUH C TPEOOBAHHSAMH
['OCT P 51141-98.

[1K 2.5. 'oToBUTH U - IPOBEICHUE DKCIIEPTU3BI IEHHOCTU

nepe1aBaTh JOKYMEHTHI Ha|JIOKYMEHTa B COOTBETCTBUE C HOPMATUBHBIMU
apXHMBHOE XPAHEHUE. uTEepaTypHBIMHU TOKYMEHTAMH,
YTBEPKJICHHBIMU TTPE3UICHTOM,
[IpaBuTenscTBOM 1 ['OCy1apCcTBEHHOM
apXHUBHOM ci1yk00i Poccuu;

- OIpe/ieTICHNE CPOKa XPaHEHUS JOKYMEHTa B
COOTBETCTBUH ¢ THUIIOBBIMH MTEPEUHIMH
TTOKYMEHTOB, COCTaBJIIEMbIMU H
YTBEPKJIACMBIMH apXUBHOH CITY>KOO0H;

- opopmiienue nena B coorsercTBum ¢ 'OCT
51141 -98 «/lenonpou3BoICTBO U apXUBHOE
neno. Tepmunsbl u onpeaenenus», [OCT
17.914-72;

-COCTaBJICHHE OIMCH JIeJIa B COOTBETCTBHH C
['OCT 51141 -98 «/lenonpou3BoacTBO U
apXHUBHOE J1eJ10. TepMUHBI B OTIPEICTICHUS»,
['OCT 17.914-72,

- ICTIOJIHEHHE MTPOLIEAYPhI TIepeiauH JieNa B
apxuB B cootBeTcTBUU ¢ 'OCT 51141 -98
«J1lemonpon3BOACTBO U ApXUBHOE JEJIO.
Tepmunb! u onpenenenusi», [OCT 17.914-72

[1K 2.6. OGecnieunBaTh - BBIIIOJIHEHHUE PEXUMa XPaHEHUS IOKyMEHTOB
COXPAHHOCTb APXUBHBIX  |[B COOTBETCTBHUHU C THUIIOBBIMU NEPEUHIMHU
TOKYMEHTOB B TOKYMEHTOB, COCTABIIIEMbIMH U

OpraHu3aruy. YTBEPKIAEMbIMU apXUBHOU CITY>KOOM;

- perucTpanus Bbljauu apXUBHBIX JOKYMEHTOB
B JKypHaisie apxuBa opraHu3anuy B
coorBercTBum ¢ [OCT 51141-98
«/lemonpon3BoACTBO M apXUBHOE JETIO.
TepMUHBI 1 ONpeneNeHus»;

- perucTpanus NpuemMa apXruBHbIX TOKyMEHTOB
B KHure nocryrmiennii B coorBerctBuu ¢ [OCT
51141 -98«/lenonpon3BOACTBO U apXUBHOE

JCJI10. TepMI/IHLI " OIIPCACIICHUA.

@opMBI U METOJIbI KOHTPOJISI U OLIEHKH Pe3yJIbTaTOB OOYYEHHS JOJDKHBI MO3BOJSATH MPOBEPSTH Y
00yYaroImuxcst He TOJBKO CPOPMUPOBAHHOCTH MPO(ECCHOHATBHBIX KOMIIETEHIIMH, HO U pa3BUTHE OOIIUX



KOMITETCHIIMI 1 00ECTICUMBAIONTNX UX YMEHUH.

PesynbTaThl (OCBOGHHBIC

0011I1e KOMITETSHITHH )

OCHOBHBIC TTOKa3aTeIIN OLICHKU

pe3yibTara

DOpMBI U METOJIBI

KOHTPOJIAI U OLCHKHU

OK 1. [ToHuMarsh CymHOCTh U
COLIMATIbHYIO 3HAYUMOCTb
cBoel Oymymei mpodeccun,
MPOSIBIIATH K HEM YCTOMYMBBIN
UHTEpEC

00BSICHEHUS CYIITHOCTH M COIIMATHHOM
3HAYMMOCTH OynyIien npodeccuu;
— aKTUBHOCTb, HHUIIMATHBHOCTD B
[poriecce OCBOCHUS
podeccnoHabHOM AeSITETFHOCTH;
-yJacTue B IpoGOprUeHTAIIHOHHON
NeSITeTbHOCTH;
— ydacTHe B KOHKypcax
poeCCHOHATLHOTO MAaCTEPCTBA,
TEMAaTUYECKUX MEPOIPUSATHUSIX;
3¢ (PEKTUBHOCTD M KAYECTBO
BBIITOJIHCHUS IOMAITHUX

Nurepnperarus
pe3yJIbTaToB
HaOJIFOJEHNIT 3a
JESITEIbHOCTHIO
oOyuJaromerocs B
MIPOIIECC OCBOCHUS
00pa3oBaTeNbHOM
IPOTPaMMBbI

CaAMOCTOATCIIbHBIX pa60T;

-M3y4eHUe MPOPECCUOHANBHBIX
[epUOINYECKUX U3JaHHH,
podeccroHaNbHO TUTEepaTypHhI.

OK 2. Opranu3oBbIBaTh COOCTBEHHYIO
e TeNIbHOCTD, UCXOAS U3 LIEIH 1
CIIOCOOOB B €€ JJOCTHKCHUH,
OIIPEJIETICHHBIX PYKOBOAUTEIEM

OIIPCACIICHUC 3aaa4 NCATCIIbHOCTH, C
Y4CTOM IMOCTaBJICHHOM
IPYKOBOJUTCIICM LICJIN;

- popmyHpoBaHUE KOHKPETHBIX
[ieJIel U Ha UX OCHOBE IJIAHUPOBAHHE
CBOCH JEATEIbHOCTH;

- 000CHOBaHME BbIOOpa U
YCHEITHOCTh MPUMEHEHUSI METOJIOB U
CIIOCOOOB pelIeHus
po¢eCCHOHAIBHBIX 3a/1a4;

- BBITIOJIHEHHUE JIEHCTBUH (BO BpeMs
ma0opaTOPHBIX 3aHATHH, yueOHOM 1
[TPOU3BOJICTBEHHOM MPAKTHKN);

- TUYHOCTHAS OlIeHKA 3P PEKTUBHOCTH
1 KauecTBa COOCTBEHHOM
IEATEIIbHOCTU B ONPEJEIICHHON
paboyeil cuTyauuu;

- CAMOOIICHKA Ka4y€CTBa BBITIOJTHCHHU A
ITOCTABJICHHBIX 3a1a4,

- COOJIIOJIEHUE TEXHUKU




0€30IIaCHOCTH.

OK 3. AnanusupoBats pabouyro
CHTYAIIHIO, OCYIIECTBIISITh TEKYIIUH U
UTOTOBBI KOHTPOJIb, OLICHKY U
KOPPEKIIHIO COOCTBEHHOM
NesITeIIbHOCTH, HECTH
OTBETCTBCHHOCTD 33 PE3YJIbTAThI
cBOEH PabOThI

caMOaHaJIA3 U KOPPEKITUS
COOCTBEHHOM €SI TENHLHOCTH B
onpeeIeHHOM paboyeil cuTyanuu;

- IIPaBUJILHOCTL U aICKBATHOCTb
OLIEHKU pabodeil CUTyalnu B
COOTBCTCTBUHU C ITIOCTaBJICHHbBIMU
LIEJISTMH U 32/Ia9aMH;

- IPaBUJIBHOCTH OCYIICCTBJIICHHUA
CaAMOCTOATCIIBHOI'O TCKYIICTO
KOHTPOJIA CO CTOPOHBI UCTIOJTHUTCIIA.

OK 4. OcymiecTBisITh MOUCK U
MCIOJIb30BaHUE UH(OPMAIIHH,
HE00X01uMoM 1 3¢ (HEeKTUBHOTO
BBINOJIHEHUS TPO(ECCHOHATBHBIX
3a1a4

OTIEPAaTUBHBIN MOUCK HEOOXOAUMOM
MH(pOpMAaIIHY;

- oTO0p, 00paboTKa 1
[PE3yIBTATUBHOE HCITOJIE30BAHNE
Heo0x0 MO HHGOpMAITUH JUIS
P (HEKTHBHOTO BHITIOTHEHUS
podeccnoHaNbHBIX 3a1a4;

- OIICPATHUBHOCTL U
CaAMOCTOATCIIBHOCTD ITOMCKA

H(pOpMAaIUY B HECTaHJapTHON
CUTYallHH.




OK 5. Mcnonbs3oBaTh
nH)OPMAITMOHHO-

KOMMYHUKAIIWMOHHBIC TEXHOJIOT'MH B

Mpo(hecCHOHATTLHOM e TEIIEHOCTH

- paboTa ¢ pa3InIHBIMH BHIAMH
nHDOopManmu;

- BJIQJICHUE PA3JIMYHBIMU CLIOCOOAMHU
CaMOCTOSITEIIbHOTO TTOUCKA
nHOopManmy;

- PE3YJIBTAaTUBHOC HCIIOJIB30BAHUEC

KT u ux npumMeHeHue B
COOTBETCTBUH C KOHKPETHBIM
XapaKkTepoM Npo¢ecCHOHATbHON
NesITeIbHOCTH;

- - HCTIOJIb30BaHNUE HOBBIX
MH(GOPMAIIMOHHBIX TPOTYKTOB
1151 COBEPIIICHCTBOBAHHMS
podeccnoHaTbHOM
NeSITeTIbHOCTH.

OK 6. PaGorars B KOJUIEKTHUBE U

KoMaHae, dPPEKTUBHO OOMIATHCS

KOJIJICTaMH,
KJIMCHTAMU

PYKOBOJICTBOM|

yJacTHe B KOJUIGKTUBHOM IMPUHSATHH
[peleHunii o MoBoay BeiOopa Harbosie
PGGEKTUBHBIX MTyTEH BBHITIOTHEHUS
[paboTBhI;

-apryMEHTUPOBAHHOE MPEICTABIICHUE
1 OTCTauBaHUE

CBOEr0 MHEHUS C COOJIOJEHUEM
DTHUYCCKHUX HOpM,

8 creneHs BlIaICHUS HABBIKAMU
0eCKOH(MIUKTHOTO OOIICHHUS;

O coOroieHue MPUHLIUIIOB
Mpo¢eCCUOHAIBHON ITUKH;

10 YCHEIIHOCTh B3aUMOJECHCTBUS
c 00y4aroUIMMICS, IPETo1aBaTeIsIMU
1 MacTepaMu B XO7ie 00y4YeHHUsl, ¢
[PYKOBOJUTEIISIMU TIPOU3BOICTBEHHOM
MTPAKTUKN U HACTABHUKAMH C
[TPOU3BOJICTBA.




OK 7. UciosTHATh BOMHCKYIO CaMOaHAJIU3 U KOPPEKILUS PE3YTbTATO
00s13aHHOCTh, B TOM YHUCJIE C CcOOCTBEHHOM pabOTHI

MPUMEHEHHUEM MOJTy4YEeHHBIX
-IpuMeHeHNe PO ecCUOHATbHBIX

npodeccHoHAbHBIX 3HAHUN N
BHAHHI B XOJI€ IPOXOXKICHHUS

(n71st FoHOILIEH ).
BOCHHBIX COOpPOB;

- Y4aCTHUEC B MCPOIIPUATHUAX BOCHHO-
HanHOTquCKOﬁ BOGHHO'CHOpTHBHOfI
HAIIPaBJICHHOCTHU,

PABOYAS ITIPOTPAMMA YYEBHOM JUCITATLIAHBI
IIM.03 CEKPETAPCKOE AEJIO

1.1. OGnactp npuMeHeHus paboyeil MmporpamMmbl

PaGouass mporpamma mnpodecCHOHaTBbHOTO MOAYNIS — SBJISETCS YacThlO MPOTPaMMBI
npodeccuonansHOoro o0yueHus: «Cekperapb-aJMUHUCTPATOP» B YaCTH OCBOEHHUS OCHOBHOTO BHJA
npodeccuonansuoit  gesrensHoct  (BIIJ[): u  cooTBeTcTByOmHUX  MpodeCcCHOHATBHBIX
komrereHmui (11K):

IIK 2.1. KoopaunupoBats  paboryoduca (mpueMHOM  pyKOBOJIUTENS),
OpPraHU30BBIBATH MIPUEM ITOCETUTEIEH.

I[NIK 2.2. OcymectBuare tenedpoHHoe oOCTy)KMBaHWE, TPHUHUMATh U TepeaaBaTh
(akcUMHITBHBIE COOOIIEHUS

[IK 2.3. OcymiecTBisATh  paboOTyIo IIOATOTOBKE WU MIPOBE/ICHUIO COBEIAHUM,
3aceaHui, IeNIOBBIX BCTPEY, IPUEMOB U IIPE3EHTALUH.

I1IK 2.4. OcymiecTBasTh  MOATOTOBKY  J€NOBBIX MOE30K (KOMaH/IMPOBOK)
PYKOBOJUTENS U JPYTUX COTPYAHUKOB OPraHU3aIUH.

I1K 2.5. OpranusoBbiBaTh pabouee MECTO CeKpeTaps H PYKOBOJUTEIIS.

1.2. lenun u 3apauu poheCCUOHATLHOTO MOJYJsl — TpeOOBaHUS K pe3ysibTaTaM OCBOCHUS
po(hecCuOHATBHOTO MOAYJIS

C uenpl0 OBNAJEHMS yKa3aHHbIM BUJOM NPOQECCHOHAIbHOW JIEATENbHOCTH U
COOTBETCTBYIOIIMMHU NPOGECCHOHATbHBIMA KOMIIETEHLIUAMUA OOYyYaloUIuiicss B XOJ€ OCBOCHHUS
po¢eCcCHOHATBHOIO MOAYJIS JOJKEH:

UMETb MPAKTUYECKHUH OIIBIT:

—MWCHOJb30BAHNE OPraHU3AlMOHHON TEXHMKH Juid olecneueHuss MpodecCHOHAIbHON
JESATEIILHOCTH;

—Yy4JacTus B MOATOTOBKE U MIPOBEJICHUH  JI€JIOBBIX MEPOIPUAITHH,
IIpueMa OCETUTEIIEH;

—BeieHue TeneoHHOro 00CcIyKUBaHus, MprueMa U rnepeaadu nHpopMauu mno gakcy.

YMETb:

—OpraHu30BbIBaThH pabouee MECTO CEeKpeTraps H PYKOBOIUTEISIC

y4eTOM TpeOOBaHMIA;

—BBITOJHATD TEXHUYECKHE (PYHKIUU CeKpeTraps 1O o0ecreYeHuno u

00CITy’)KUBaHUIO pabOTHI PyKOBOAUTEIS OPraHU3aIluH, IOIPa3/IeIeHuUS;



—OpraHM30BbIBATH TPHUEM TIOCETHTEICH, WCIONb30BaTh BU3UTHBIE KAPTOYKH IIPH
OpraHu3aIuy MPHEeMa TIOCETHTENCH;

—OCYIIECTBIIATH TOJTOTOBKY JIEJIOBBIX MOE3/I0K (KOMaHIUPOBOK) PYKOBOJIUTENS H APYTHX
COTPY/ZIHUKOB OpTraHU3allHH;

—panroHaIBLHO OPraHU30BaTh pabouee MecTo;

—co0mo1aTh TpeOoBaHMs OE30MACHOCTH TPYa CEKpeTaps;

—IIPOBO/IUTH MOJTOTOBKY H o0cIiTy>)KxnBaHue COBEIIAHUN U

3aCelaHUM PyKOBOIUTEIIS;
—BecTH  TejeoHHOE OOCITy)KUBaHHE, NpUHUMATh U OTIPABIIATh
COOOIIIeHUS, TIepe1aBacMbIe 10 (akcy;

—MCIOJIb30BaTh KOMITBIOTEPHBIC TEXHOJIOTHH B CEKPETAPCKOM OOCTYKHBAHHH;

—MCIOJIb30BATh CETEBbIC HH(POPMAIIMOHHBIC PECYPCHI;

—o0ecrneunBaTh KA4€CTBO BBIMOTHICMBIX PadoT.

3HATB!

—HOpPMaTHBHBIE JIOKYMEHTBI, PETIAMEHTHPYIOIINH JeATEIbHOCTh CEKpeTapst
(1OJIKHOCTHYIO MHCTPYKIIUIO);

—IPUHLIUIBl OPraHU3alUU U BHIBI padOT MO OE30KyMEHTHOMY OOCTYXHBAaHHUIO PaOOTHI
PYKOBOTUTEIIS;

—OCHOBBI IUIAHUPOBaHHS PabOTHI CEKpeTaps;

—IIpaBuJIa BEJCHHS TeJICOHHOTO Pa3roBopa;

—paBuiia Tene(OHHOro 00CIyKHBaHUS, TIpUEMa U Tiepeaadn nHpopMalmu 1o Gakcy;

—0053aHHOCTH CEKpeTaps M0 MOATOTOBKE IpHeMa MOCETUTENEH;

—IIpaBHJjIa MOATOTOBKH U OOCITY>KUBAHHSI COBEIIAHHI, 3aCeIaHHi;

—o0053aHHOCTH  CEKpeTapsi 10 TIOATOTOBKE JENOBBIX TOE3I0K  (KOMaHIUPOBOK)
PYKOBOJIUTEIS M IPYTUX COTPYTHUKOB OpTaHU3ALNY;

—TpeOoBaHus K 00ecTIeYeHNI0 Oe30MaCHOCTH TPYyAa CeKpeTaps;

—OCHOBBI HH(POPMALIMOHHBIX TEXHOJIOTUH B IPOPECCHOHANTBHOMN 1EATETbHOCTH.

1.3. PexoMeHayeMoe KOTMYECTBO YAaCOB Ha OCBOEHHE paboueil mporpaMMmsl
po(hecCuOHATLHOTO MOAYJIS:
BCETO — 114 YacoB, B TOM YHCIIE:

MaKCHMaJIbHOW yueOHOU Harpy3Kku oOydarouerocs — 114 yaca, BKJIIOYas:
00s13aTeIbHON ayAUTOPHON yueOHOU Harpy3ku oOyuatomierocs — 114 gacos;




PE3YJIbTATBI OCBOEHUSA ITPOPECCHOHAJIBHOI'O MOJAYJIA

PesynpTarom ocBoeHMs MPodecCHOHATBEHOTO MOIYJIS SBIISICTCS OBIAJCHUE O0YUJAIONTUMUCS BUIOM
npo(hecCHOHANLHOM  ACSITENTbHOCTH: paboTa ¢ KOMIBIOTEPHOH TEXHHUKOW, IJIaHUPOBAHUE,
opranm3anus padoudero mecrta, B ToM umcie mnpodeccruonanbHbiMu (IIK) u obmumu (OK)

KOMITCTECHIIHSIMU:
Kon HaumeHnoBaHue pe3y/ibTaTa 00y4eHust
IIK 2.1. KoopauaupoBaTh pabory oduca (mpueMHoO# PYKOBOJIUTEIIA),

OpraHU30BBIBATH IIPUEM ITOCETUTEIEH.

IIK 2.2. OcymiecTBisITh TeneoHHOE 00CTy)KUBaHUE, IPUHUMATh U TTepeaaBaTh
(haKkCHUMUITBHBIC COOOIIIECHUSI.

IIK 2.3. OcymniecTBiIATh pabOTy MO MOJATOTOBKE M MPOBEACHUIO COBEIIAHWH, 3aCeIaHuH,
JICJIOBBIX BCTPEU, IIPUEMOB M MPE3CHTAIHH.

[IK 2.4. Ocy1iecTBIATH MIOATOTOBKY JIENTOBBIX MIOE310K (KOMaHIUPOBOK)
PYKOBOJUTENS M IPYTUX COTPYAHUKOB OPTaHU3AIIH.

[IK 2.5. OpraHu30BbIBaTh pabovee MECTO CEKpeTapsi U PyKOBOIUTEIIS.

OK L [ToHUMaTh CYIIHOCTh W COIMAJIBHYIO 3HAYMMOCTh CBOECH Oynymiei mpodeccuw,
NPOSIBJIATH K HEH YCTOWYMBBIA HHTEPEC.

OK 2. OpraHu3oBbIBaTh COOCTBEHHYIO JEATENIBHOCTh, UCXOMS U3 LIETH U CIIOCOOOB ee
TOCTHIKEHUS, OMIPEICTICHHBIX PYKOBOAUTEIEM.

OK 3. AHanu3upoBaTth pabouyyl CHUTYallUI0, OCYIIECTBISATh TEKYIIMA W HMTOTOBBIMA
KOHTPOJb, OLEHKY U KOPPEKIUI0 COOCTBEHHOW JI€ATENbHOCTH, HECTH
OTBETCTBEHHOCTb 32 PE3YJIbTaThl CBOEH paOOTHI.

OK 4. Ocy1ecTBIATH TIOUCK uHbOpMaIHH, HEOOXOIUMOMH biti 4
3¢ (HeKTUBHOTO BHIMOTHEHHSI MPOPECCHOHANBHBIX 33/1a4.

OK 5. Hcnons3oBaTh MHGOPMAITMOHHO-KOMMYHUKAIIMOHHBIE TEXHOJIOTUU B
npodhecCuOHANBHOM NeSTeNbHOCTH.

OK 6. Pabotars B  KOMaHJge, 3P PEeKTUBHO o01maTbes C  KoJjIeramu,
PYKOBOJACTBOM, KJIMEHTAMHU.

OK 7. HcnomHAT, BOMHCKYIO O0S3aHHOCTh, B TOM YHUCIE C MPUMEHEHUEM
MOJTyYEHHBIX TPO(HECCUOHATBLHBIX 3HAHUH (U1 FOHOIIIEH ).

OK 8. Cobmo1aTh JENOBOM ITHUKET, KYIbTYPY U TCHXOJIOTUYECKHE OCHOBBHI OOIICHHS,

HOPMBI U TIpaBWJIa TIOBEJIEHUS; HCIOIB30BaTh METOIBl W CPEICTBA JEIOBOTO
oO01IeHus..




OK 9.

CaMocCTOSTeNbHO ONpEeACTATh 3aJaud MPO(PECCHOHATBHOTO W JIMYHOCTHOTO
pa3BUTHSI, 3aHUMATHCSI CAMOOOPa30BaHHEM, OCO3HAHHO IIJIAHUPOBATH MOBBIIIICHUE
KBATH(UKALIAH.

OK 10.

Cobmtonath TpeGoBaHuUs 0e30macHOCTH TpyZa, MOXKapHOM
0e30MacHOCTH, CAHUTAPUU U TUTHEHBI, OXPaHbI TPY/a.




2. CTPYKTYPA U COAEP KAHUE NPO®PECCUOHAJIBHOI'O MOAYJISA IIM.3
2.1 TemaTuyeckuii niaH npogeccuoHAJIBLHOT0 MOIYJIA

Koabl HaumenoBanus Bcero O0beM BpeMeHH, OTBe/IEeHHBII Ha Ilpakmu
pa3aeJioB 4acoB O0CBOEHHE MEeKTUCHUIIMHAPHOTO Ka
npodgeccuoHa b
pod npogdeccuoHaIbLHOr0 (maxc. Kypca (KypcoB)
HBIX *
. MOIYJIst yuebHas
KOMIIeTeH Mt
OMIIeTEHI] Hazpy3xa u Oobsi3aTesbHast Camocrositesib | YueOona | Ilpouszeoocmeenn
ayauTopHasi yueOHast Hasi padoTa o1, as,
NPAKMuK HArpy3ka
u) o0yuaromierocs, 4acoB uacoe
o0yuaromerocst
4acoB (ecu
Bcero, B T.4. npedycmompena
J1a00paToOpH paccpedomoyeHta
4acoB
ble padoThI 5 npakmuxa)
u
NMPaKTHYECK
ue 3aHATHS,
4aco
B
1 2 3 4 5 6 7 8
K 2.1. Pa3nen 1 Opranuzanus 64 54 10
pabouero mecra,
IIK 2.5.
ocyuiecTBJIeHHe IpueMa
MoceTUuTeJIe.
MK 2.2. Pazgen 2. OcymecTBienune 14 12 2
TeJae()OHHOT0 00CTyKUBAHMS,
npueMa u nepeaavu




pakcMMUIBHBIX

COOOIIIeHU .

IIK 2.3.

NOATOTOBUTEIbHBIX
MeponpHUSTHI 10 IPOBEICHUI0
JeJI0OBBIX BCTPeY.

Pa3nen 3. OcymecTBjienune 18

16

IIK 2.4.

Pa3nen 4. OcyuiecTBiieHue 18
MOATOTOBKH €JI0BBIX IOE3I0K.

16

Bcezo:

114

98

16

2.2 Coaep:xanue o0y4ueHnus mno npogeccuonaabHomy moay.aio [M.3

HaumenoBanue pasnesio Coaep:xanue yueOHOro MarepuaJa, jadoparopHbie padoThl U O0bem YpoBeHnsb Koabt
NPAKTUYeCKHE 3aHATHS, CAMOCTOSITE/IbHAsA padoTa 00yyaromuxcs, 4acoB OCBOCHHS KOMIIeTeHIIHIA,

NPO(eCccHOHATLHOrO KypcoBasi pabora ¢popmupoBanu 10

Moy (ITM), KOTOPBIX

MEKAMCUUILIMHAPH (mpoekKT) CrHOCOBCTRYET

pIX KypcoB (MJIK) n N ——

Tem NMporpaMmbIl

1 2 3

Pa3znen 1. KoopaunupoBanue pa6orbl o¢uca, ocylecTBieHHe MPpUeMa MOCeTUTeIei.

Tema 1.1. Opranmsanus | Conep:kanue

padouero mecta

ceKperTapsi. Heo0xomuMocTh 1 3HaUE€HUE CEKPETAPCKOM eI TETHHOCTH. OK1-OK10

[Tomerienue oduca, TpeOOBaHMS K HEMY C YU€TOM BUA 2 2

JCATCIIBHOCTH.




Opranmsanus padbovero Mmecta cekperapsi. Opranuzanus
pabouero mecta pykoBoauTens. CocTaBiaeHue IIaHa JHS.

OKI-OK10

IIpakTnyeckue 3aHATHS

CocraBiieHne TpUMEPHOU CXEMbI pa3MelIeHUs] MeOenu U
OpPITEXHUKU B IPUEMHOM.

OKI1-OK10

CocrapiieHune njaaHa JIHA.

OKI1-OK10

Tema 1.2. OcHamenue
padoyero Mmecta
ceKkperaps.

Conepxanue

Ocnamenue pabouero mecra. Kormup. Cxanep. Puzorpad.

OKI1-OK10

IIpunTep. Jlamunarop. [lepennernas mammuna. [penep.
Obecneuenne 6€30MacHOCTH Tpyia cekperaps. CemuHap.

OKI1-OK10

HpaRanecmle 3aHATHUSA

YcTpoiicTBO U mpuHIUN paboTa KOMUPOBAIBLHOTO annapara Ha
MIpUMEPE MOJIEINH. ..

YcTpoiicTBO M IpUHIMI pabOTHI CKaHepa Ha MPUMEpPE MOAETU

YcTpoicTBO M IpUHIUN pabOTHI MPUHTEPA HA IPUMEPE MOJENIN

YcrpoiicTBo U pUHLMT padoTa (pakCUMUIBHOTO anmnapaTta Ha
IIpUMEPE MOJEIH.

Y CTpOWCTBO M IPHUHITUIT PA0OTHI JIAMUHATOPA, MIEPEIICTYNKA U
mipezepa.

Tema 1.3. MS Office
Excel.

Conepxanue

Onekrponnas tadbmauia MS Office Excel. Boa u
penaktupoBaHue gaHHbIX [locTtpoenue Tadbmui B MS Office
Excel. ®opmatb! naHHBIX..

OK1-OK10

[Moctpoenue nuarpamm u rpadukos B MS Office Excel
Ipocretimme ¢pyuxkuuun MS Office Excel.

OKI1-OK10

IIpakTnyeckune 3aHATHS




3unakoMcTBO ¢ uHTEepdeiic Excel. Manumynsiuu ¢ Tabaumamu. 1 OK1-OK10
Anpec siaeiiku. 3HakoMcTBO ¢ uHTEpdeiic Excel. BBoa u
penaxkTupoBaHue JaHHbIX. DyHKIUSA «ABTO3aII0JIHEHUEY.
Brigenenue anemMeHToB Tabmuipl. Onepanuu ¢ 3eMeHTaMe
TaOnuiel. BeipaBHUBaHUE U pa3MelleHHE TaHHbIX.
®opmatupoBanue TaOnMLbL. YKCIOBBIE ONIEpALIUK.
Hcnons3oBanue ¢pynkiuii. Pabora ¢ 6a3oii nanasix. Pabora ¢
nuarpamMmami. [legats 351eKTPOHHBIX TaOJHII.

Tema 1.4. MS Office Conep:xanune

Outlook. Dnexrponnsiii exxenneBauk MS Office Outlook. Haznauenwue. 4 2 OK1-OK10
Bosmoxnoctu. Hactpoiika nporpammsl. Co3gaHue U OTIpaBKa
COOOLICHUH.
[Tpucoenunrenue daitnos k coodmeHusM. Co3anne AeT0BbIX 4 2 OK1-OK10
rpadukoB. HacTpoiika BHEITHETO BUIa COOOIICHHIA.
Konraktsl B MS Office Outlook. ITnanupoBanue u 4 2 OK1-OK10
KOppeKTHpOBKa BcTped. [ImannpoBanue n KOppeKTUPOBKa
COOBITHIA.
[TnanupoBanue, KOPPEKTUPOBKA U OTMEHA cOOpaHuid. OTBETHI 4 2 OK1-OK10
Ha MpUIriIaleHus. 3aJaHus pabodeil Helenu.
OtnpaBka uH(pOpMAIMK U3 KaJeHaps 110 JIEKTPOHHOU mouTe. 4 2 OKI1-OK10
Pabota ¢ HeckonpkuMu KaneHaapsiMu. Co3/laHue U HacTpoiika
0a3bl TaHHBIX
Coznanwne u HacTpoiika popM. [Torck nadopmariim. 4 2 OK1-OK10
Coxpanenue Tounoctu nHpopmarun. KommekcHas padora rno
Excel n Outlook.

Tema 1.5. Tlpuem Coaep:xkanune

MOCeTHTEJICH. 3anuch nocerutenei Ha nmpuem. JKypHail yueTta MoCeTUTENEH. 4 2 OKI1-OK10
IIpuem corpynuuxos. [Ipuem nocetureneit U3 Ipyrux
OpraHu3aLui.
[ToBenenne B KOHPIMKTHOM CUTYaIIUN. 4 2 OK1-0OK10

Paznen IIM 2. OcyuiecTBjieHue Tejae(OHHOTO

00C/Iy;)KNBaHMS, IPHEMAa U nepenaun GakCMMUIBHBIX COOOIIEHMIA.




Paznen 2. Tesaedonnoe Conep:xanue 10
o0ciIy;KMBaHHe. Tenedonnas cBsizb. ATC. ABTooTBeTunK. OnipeenuTeNb 4 OKI1-OK10
HoMepa. CeneKTopHas CBA3b.
dakcuMuiibHas CBSA3b. DJIEKTPOHHAsS NouTa. PaanocBsss. 4 OKI1-OK10
CotoBast cBsA3b. CIIyTHUKOBAs CBA3b.
Kypnan yuera renedonHbIx 380HKOB. KyinbTypa TenedonHoro 2 OK1-OK10
00ILLIEHN.
IIpakTnyeckue 3aHsTHSA 2
YcerpoiictBo u npuHiun padbotsl MUHU-ATC. YcTpoiicTBo 1
MIPUHIINI pa0OTHI (PAKCUMHIILHOTO arlnapara.
[Ipuem u oTnpaBka (paKCUMUIIBHBIX COOOIIEHUH. 1
JlomoHUTEIbHBIE BO3MOKHOCTH (DAKCUMHIIBHOTO ammapara.
YcTpoiicTBO U npuHIMI paboTHI cenekTopa. Yempoticmeo u
NpUHYUN pabomol 371eKMpPOHHOU NOUMbL.
Pa3nes 3. IloaroroBka u npoBeaeHne COBELIAHUIA.
Tema 3.1 Conep:xanue 10
IToaroroBka u _
npoBesenme Bunsl nenoBeix meponpuaruil. [IpaBuiia mpoBeneHus. 2 OK1-OK10
COBEINAHMM. Buemnwuii Bua cexperapsi. 2 OK1-OK10
[ToaroToBka JOKYMEHTOB K COBEIIIAHHUIO. 2 OK1-OK10
PaboTa cexperapst BO Bpemsi COBEIIaHUS. 2 OK1-OK10
[ToaroroBka u mpoBeEHUE IEPETOBOPOB. 2 OK1-OK10
Tema 3.2. [loaroroBka u | Conep:xkaHue 12
NMPOBeACHHUE NMPe3eHTAUN [ToaroroBka v MpoOBEACHHUS IPE3ECHTALINH. 2 OK1-OK10




JleMOoHCTpaliMoHHas TEXHUKA IMPY TPOBEAECHUU COBEIIAHUM, 2 5 OK1-OK10
MIpEe3EHTAIH.
[Iporpammel 171 TOATOTOBKY KOMIBIOTEPHOM MPE3EHTALINH. 2 5 OK1-OK10
Coznanue npe3eHTaluu.
Hacroiika npe3eHTanuu. 2 2 OK1-OK10
DTUKET 3a CTOJIOM. 2 2 OK1-OK10
KoHnTpoasHas padoTa. 2 2 OK1-OK10
IIpakTHyeckue 3aHsATHSA 2

VY CTpoiCTBO M IPUHLMIT paOOTHI MYJIbTUMEIUITHOTO IPOEKTOPA. 1
Coznanue 1 HacTpoWKa MPEe3eHTaLIH.
HacTtpoiika cMeHsbl caiiioB ¥ 3ByKOBOTO 0(hOpMIICHUSI. 1

Pa3nesn 4 IloaroroBka u opranu3anusi KOMaHIMPOBOK.

Tema 4.1. Coaep:xanue 2

IMoaroroBka u 0

opraHu3anusi JlenoBast moe3ka. 2 2 OK1-OK10

KOMaH/JIHPOBOK. Komanauposka. 2 2 OK1-OK10
CornacoBaHue 1€I0BBIX TOE3J0K U KOMaHAUPOBOK. 2 2 OKI1-OK10
IToaroroBka JOKYMEHTOB JUIsl KOMaHIUPOBKH. 2 2 OKI1-OK10
3aka3 OuIeToB, OpOHUPOBAHUE TOCTUHHUII. 2 2 OK1-OK10
[Tporpamma KOMaHIUPOBKH. 2 2 OK1-OK10
CnyxxebHOe 3a/1aHHe. 2 2 OK1-OK10
IIpuka3 o HanpaBJICHUU B KOMAaHIUPOBKY. 2 2 OKI1-OK10
CyBeHHpHI 17151 KOMaHIUPOBKHU. 2 2 OK1-OK10
Cemunap. 2 2 OK1-OK10

IIpakTHyeckue 3aHATHS 2

CocrasiieHne nporpammsl J1e10Bo# noe3aku. ITpukas o 1

HaIlpaBJICHUU B KOMAaHAUPOBKY.




3anoiaHeHue 1 BhIMICKAa KOMaHANPOBOUHBIX YIOCTOBEPEHUH. 1
3anoixHeHue cyKeOHOro 3a/1aHusl.

Hrorosas arrecranus 1M pepeHMPOBAHHBIN 3a4eT

Bcero 114




3.YCJOBUSI PEAJIN3AIIMUA PABOYEM ITPOT'PAMMBI YYEBHOM JUCIHUATITAHBI
TpeOoBaHNsI K MUHMMAJIbHOMY MATEPHAJILHO-TEXHUYECKOMY 00ecreYeHUI0

O6opynoBanue kabuHera:

—pabouee MecTo npernogaBaTes — 1T,

—KOMIUIEKTHI CIeNuaNnu3upoBanHod mebenmu yvamuxcsa- 20 yueOHbIX cTOn0B, 40 CTynbeB, J0OCKa
KJ1accHas- 1T, mpoekTop - 1T, 3xkpan-1mT,

—KOMITBIOTEPHI C YCTAHOBIICHHBIM JIMIICH3UOHHBIM MporpaMmHbIiM obecrieuenuem: OC Windows, MS
Office, 7-Zip , Adobe Acrobat Reader, Comodo Internet Security, Koucyaprant 1umtoc,
1C:Ilpeanpusitue, ¢ BbIXOAOM B ceTb «MHTEpHET» W JOCTYNOM B BJIEKTPOHHYIO HH(POPMAIMOHHO-
00pa3oBaTeNbHYIO CpELy.

NudpopmannonHoe odecrieyeHue 00ydeHust
Ilepeyennb yueOHbIX u3nanmnii, UHTepHeT-pecypcoB, 10NOJHUTEILHOM JIUTEPATYPbI
OCHOBHbIE UCTOYHUKHU:

1. JlenkeBuu JI.A., [lepcoHanbHbIi KOMIOBIOTEDP B pabore cekperaps — MOCKBa, M31aTENIbCKUA
neHTp Academia, 2007.

2. ITmenkoA.B.  Cekperapb-pedepeHT  BBICOKOW  KBanmudukamuu.  JIOKyMEHTaIMOHHOE
o0ecrieyeHre yIpaBIeHYECKON NEeATENbHOCTH: yueOHOe MocoOue A y4alluXcsi HayalbHOTO
npodecCHOHAIBHOTO 00pa3oBaHus — MOCKBa, n3aTenbckuii meHTp Academia, 2007

3. Kucenes C.B. Oducusie npunoxenus MS Office (1-e uznanue): yuebnoe nocobue — Mockaa,
u3aarenbckuil neHTp Academia, 2008.

4. Kucenes C.B. CpenctBa mynbrumenuna (l-e wu3manue): yueOHoe mnocobue — Mocksa,
u3zaTeNbekuii eHTp Academia, 2009

JlonoTHUTENbHBIE HCTOYHUKH:

1. XKypnuan «Cekperapb-pedepeHr,

2. www.edou.ru  (uHGOpPMAIMOHHBIA  TOpTAN AN CeKperapeit),  Www.Secretary.net
(uH(popMaIOHHBIN nopTal s cekpetapeil), XKypnan «Cekperapckoe ae10»

3. www.secretarskoe-delo.ru (caiit sxyprana «Cekperapckoe Aeo»)

KOHTPOJIb 1 OHEHKA PE3YJIBTATOB OCBOEHUSA NTPO®ECCHUOHAJBHOI'O

MOAYJIA
PesyabTarsl D®opMbI U METOAbI
(ocBOCHHBIC OcHOBHBIE MOKA3aTeJIH OLICHKH KOHTPOJIA U
npogeccHOHATbHbIE pe3yJibTara OLICHKH
KOMIIeTEeHIIHH)
KoopauaupoBanue paboThl - OcBoenue croco0oB Texymuii
oduca (mpueMHOI OpraHu3aly npuemMa KOHTPOJIb B hopMe:
PYKOBOJUTENS), OpraHU3allisl | MOCETUTETCH. - 3aIIUTHI
nprema noceTutenei, pabotel | - OcBoeHue cnocoboB MPAKTUYECKHUX
10 TTOJITOTOBKE M MPOBEJICHUIO | TOATOTOBKU U IPOBE/ICHUS 3aHSTHIA;
COBEIIaHUH, JIETIOBBIX BCTPEU. - KOHTPOJIBHBIX paboT
3aceJaHui, IeJIOBBIX BCTPEY, - KommnbrorepHas o remam MJIK.
MIPUEMOB U TIPE3CHTAIIUN. rPaMOTHOCTb.
- OcBoeHue MOArOTOBKU U 3aueTsl o y4eOHOM
JIEMOHCTpAIINH MTPE3ESHTAIUH. MPaKTUKE U 1O KAKIOMY
- OcBoeHue cnoco0oB aHaIN3a U3 pa3JesioB
paboThl TPHUEMHON PYKOBOIHUTEISL. npodeccHOHaIBHO IO



http://www.edou.ru/
http://www.secretary.net/
http://www.secretary.net/
http://www.secretarskoe-delo.ru/

OcymecTBienue TeneoHHOro
00CITy>KUBaHHUSL, TIPUEM U
nepenavya (pakCUMITbHBIX
COOOIICHUH.

- YMeHue  BecTu TenedoHHbIE
NIEPErOBOPBHI.

- YMenue 00pabaThIBaTh
(haKCUMUIIBHBIC COOOIIIECHUS.

- YMmeHue OTIIPaBJIATH
cooOrieHue 1o gakcy.

MOJYJISL.

KoMmIuiekcHBIN dK3aMeH
10 MOJYJIIO.

OcBoeHue METOJI0B
OpraHU3aluH TeIECKOHEPEHIINH.

Ocy1iecTBiIeHHE MTOATOTOBKH
JIETIOBBIX MOE3/I0K
(KOMaHIUPOBOK) PYKOBOIUTEIIS
U IPYTUX

COTPY/ZIHUKOB OpraHU3aIlHH.

YMeHI/Ie IIOATOTOBHUTH I[OKYMGHTBI
JUTS COTPYTHUKOB, OTHPABJISIOIIMXCS
B KOMaHIUPOBKY.

YMeHHe 3amoHATh
KOMAaHTUPOBOYHBIC YIOCTOBEPCHHSI.
OcBocHue CIIOCO00B
paboTsl ¢ IHTEepHETOM.

Opranuzanus pabodero mecta
CeKpeTapsi 1 pyKOBOIUTEIIS.

'YMeHre oprann3oBaTh pabodee MecTo
C ydeToM TpeOoBaHU Oe30MacHOU U
KaueCTBEHHOU paOOoTBHI.

YMeHue pacnpenensith UHPOPMaILUIO
[0 CETMEHTaM.

OcBoeHHEe CIOCOOOB  TEXHUYECKO-
OBITOBOTO 00CTyKMBaHUs pabouero

MCCTa PYKOBOJAUTCIIA.

CDOpMBI U METOJbI KOHTPOJIST U OLUCHKH PE3YJIbTATOB O6y‘IeHI/I${ AOJIKHBI ITO3BOJIATH IMIPOBEPATH Y
o6yqa}0mnxc;1 HC TOJIBKO C(l)OpMI/IpOBaHHOCTB HpO(l)eCCI/IOHaJ'ILHLIX KOMHGTCHHHﬁ, HO " pa3BUTHUC O6IJ_II/IX

KOMITETEHIMH 1 00ecreunBarouX UX YMEHUH.

Pe3yabraTsl
(ocBOEHHBIE
o0mme
KOMIIETEHIIHH)

OcHOBHbIE TOKA3AaTeJIH OEHKH
pe3yibTara

(I)OprI H METOAbI
KOHTPOJISI H OCHKHU

[loHuMatp CymHoOCTb U
COLMAJIbHYIO 3HAYMMOCTh CBOEH
Oynayuieit mpodeccuu,
MIPOSIBIISITH K

HEW yCTOWYMBBIN UHTEPEC

4 ACMOHCTpalusa HHTEPECa K

Oymyuieit mpodeccuu
- TOYHO W B CpPOK BBIIIOJJHACT

3aaHUs UL CaMOCTOSITENIbHOM
paboTHI, JIOMAIITHAE 3aJaHus,
3ajaHus TIPH  ayJUTOPHOUM (opme
00y4YeHHUS;

v’ IeMOHCTPHPYET MOHUMAaHHE
3HAYUMOCTH TIPOPECCHH TS
3JI0pPOBbS KIIMEHTOB 4Yepe3
cobroienne TpeOboBaHMIt IO
0€30MMacHOCTH B IpoIlecce
BBIMOJIHEHUS TPAKTHYECKUX padoT,
BBITOJIHEHUS 3aJTaHUI 10 TIPAKTHKE.

OpFaHI/ISOBLIBaTB CO6CTBCHHYIO

JIeSITEILHOCTD, UCXO/IS U3 IIeITH

v' BBIOOp M IPUMEHEHHE METOA0B 1
CIOCO0OB PELICHUs

KonTponbeHeie
paboTsl,
TECTUPOBAHUE,

CaMOCTOSITEIIbHbIE
paboThI.
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cImoco0OoB e¢ JOCTHIKEHHS,

OTIpe/IeNIEHHBIX PYKOBOJUTEIIEM

npodeccroHaNBHBIX 3371a4;
v"onenka >G(HeKTUBHOCTH U

KauecTBa BBIIIOJIHEHNUS;

- IEMOHCTPUPYET IIPABUIIbHYIO
IIOCJIEI0BATEILHOCTD BBIITOIHEHUS
JEHCTBUN BO BpeMs BBIITOJIHECHUS
MPAKTUYECKUX paboT, 3aJaHUii BO
BpeMs yu4eOHOM MPaKTUKH;

- COCTaBJIISET ILIAH PAKTUYECKOU
paboThI, BBITIOJTHEHUS ISHCTBUHN HA
MIPaKTUKE

AHanmM3upoBaTh pabouyro
CUTYAIINIO0, OCYIIECTBIIATh
TEKYLIUNA U UTOTOBBIN
KOHTPOJIb, OIIEHKY 1
KOPPEKILHUIO COOCTBEHHOM
JIeITEIILHOCTH, HECTH

OTBCTCTBCHHOCTD 3a PC3YyJIbTAaThbL

cBOEH pabOThI

-BBIOOD ¥ IPUMEHEHHUE METOJIOB U
CIOCO0O0B PEIICHHS
poeCCHOHATILHBIX 3a]1a4;

- o1IeHKa 3 PEKTUBHOCTH U
Ka4yecTBa BHITIOJHEHUS PadoT;

OCYH_IGCTBJ'IHTB IIOHUCK U

HUCIIOJIB30BaHHUC I/IH(I)OpMaI_II/II/I,

HE0OXO0TUMOM JIJIst
3¢ (HEKTHBHOTO BBITIOTHEHUS
npodeccnoHaBHBIX 331a4

- 3G (}EeKTUBHBIN TTOUCK
HEe0oO0X0ouMOM nHOopMaIuu;
— WCTOJB30BAHUE PAITHUHBIX
HCTOYHHMKOB, BKJIIOYAs
JJIEKTPOHHBIC

Hcnons3oBats
UH(pOPMaIMOHHO-
KOMMYHHUKAI[IOHHBIE
TEXHOJIOTUH B
npodeccnoHanbHOM
JeSTeTbHOCTH

Pa3pabatbiBaeT u peacTaBiseT
KOMIIBIOTEPHBIE NTPE3EHTALUH,
OcymecTiser 00y4eHue ¢
ucnoib3oBanueM [1K,
Ocymiectisier c60p MHPOpMAIUH C
oMol MHTepHeT.

PaboTathb B KOJIJIEKTHBE U B
KoMaH/ie, 3 peKTUBHO
o0maTecs ¢

KOJIJIETaMH,
PYKOBOJICTBOM,
MOTPEOUTENIMU

B3aNMOJICHICTBHUE C
00y4aroIuMuUcs, TPernoaaBaTeIsIMu
nu MaCTepaMI/I B X0JI¢€ 06y‘-I€HI/I$[

HcnonHaTh BOMHCKYIO
00513aHHOCTh, B TOM UYHUCJIE C
MIPUMEHEHUEM TOTy4eHHBIX
npo¢eCCUOHATBHBIX 3HAHUI
(s

FOHOIIIEH )

IpUMEHEHHE MPO(eCCHOHATBHBIX
3HaHUI U HAaBBIKOB




PABOYAS [TPOTPAMMA
1.1.YYEBHOM ITPAKTUKHA
2.1. OOGnactb MPUMEHEHHS ITPOTPAMMBI
PaGouas mnporpamma y4yeOHONW MpaKTHKH SBJISETCS 4YacCThbl0 OCHOBHOW IpOo(hecCHOHAIBbHON
o0pa3oBaTeNbHOW NPOrpaMMbl O IporpaMMme NpopecCHOHaIbHOM NOAroToBKH «Cekperapsb-
aamuauctpatop» B cooTBercTBUM PI'OC CIIO 1no B yacTM OCBOEHHS OCHOBHOIO BHUAA
npodeccuonanbHol nestensHocT (BIT):
HNudopManHnoHHO-TOKYMEHTAIHOHHOE 00C/IYyKHBAaHN e 1 COOTBETCTBYIOIIHE

npodeccuonanbabie kommnerenunu (I1K):

K 1.1. CocTaBnaTh, penakTHpoBaTh W OGOPMIISATH OPTaHU3AMMOHHO- PACTIOPSAUTEILHYIO
JOKYMEHTAIMIO,  CO3J]aBaeMyl0 B  OpraHu3alllid, COTJIaCHO  TpeOOBaHUAM
['ocynapcTBeHHBIX CTaHIAPTOB ('OCT) o
oQOpMIIEHHIO  JOKYMEHTOB  C  HCIOJb30BaHHEM  COBPEMEHHBIX  BHUJOB
OpraHu3alMOHHON TEXHUKH.

IK 1.2. Opranu3oBbIBaTh JOKYMEHTOOOOPOT B OPraHU3alUU C UCIIOJIb30BAHUEM COBPEMEHHBIX

BHJIOB OPTraHU3aIMOHHON TEXHUKH.

IK 1.3. CoctaByare U opOpMIIATE HOMEHKJIATYPY e OpTraHu3anuu, GOpMHUpPOBAThH Jela B
COOTBETCTBUM C YTBEP)KJICHHON HOMEHKIATypol, oOecreynBaTh UX COXPAHHOCTH B
TEKyIIeM  JEJIONPOU3BOACTBE C  KCIOJb30BAHUEM  COBPEMEHHBIX  BHUJOB
OpraHU3alMOHHON TEXHUKHU.

[IK 1.4. OcyiecTBiATh MOArOTOBKY J€lI K Iepefgadye Ha apxuBHoe xpanenue. [IK 1.5.
BbInoMHATE MalIMHONIKMCHBIE pA0OTHI Pa3IMYHON CTENIEHH CII0KHOCTH.

Opranu3annoHHas 1esiTeJIbHOCTh U COOTBETCTBYIOIIHUE MTpodeccuoHababie KoMrneTreHuu (11K):
1K 2.1. KoopnuaupoBats padboTy odrca, OpraHM30BBIBATH IIPUEM ITOCETUTEIICH.
I1K 2.2. OcymecTBnsaTh TenehoHHOE 00CTy)KUBaHUE, TPUHUMATh U NepeaBaTh (hakCUMUIbHBIE
COOOILIEHMS.
1K 2.3. OcymecTBisaTh paboTy 10 HOATOTOBKE M IPOBEIECHUIO COBEILIAHHH, 3acelaHuil, 1eTOBBIX
BCTpEY, IPUEMOB U MpPe3eHTALNH.
I1K 2.4. Ocy1miecTBiATh MOJArOTOBKY JAEIOBBIX MOE3/10K
(KOMaHIUPOBOK)pYKOBOAUTENS U APYTUX COTPYAHUKOB opranusanuu 11K 2.5.
Opranu3oBbIBaTh pabodyee MECTO CeKpeTaphb - aIMUHUCTPATOp U
PYKOBOAUTEIS

Pabouas mnporpamma y4eOHOW MNpakTHKH MOXET OBITh HCIOJb30BaHA NpPENnojaBaTeIsIMH U

oOyuyaromumucs 1o npogeccun «CekpeTapb-aIMUHUCTPATOP.
2.2. llenu v 33714 IPAKTUKH.

®opMupoBaHUE y 00YJaIOIUXCs TEPBOHAYATBHBIX MPAKTHUECKUX NPOPEeCcCHOHATBHBIX YMEHUH.
NupopMalinoHHO-A0KYMEHTAIlMOHHAs JesTeIbHOCTh. OpraHu3alMoHHAas JESTEIbHOCTh 110 OCHOBHBIM
BUJaM Mpo(deccnoHaNbHOM AEsITeNbHOCTH Ui OCBOEHHUs Mpodeccuu, o0ydeHHe TPYIOBBIM MpHEMaM,
orepanusiM U croco0aM, BBIMOJHEHHE TPYIOBBIX MPOIECCOB, XapaKTEPHBIX JIsi COOTBETCTBYIOIEH
npodeccun ¥ HEOOXOIUMBIX JJIsi TOCJIENYIOIIEr0 OCBOCHHMS HMHU OOMMX M TNpodeccHOHATbHBIX
KOMIETSHIINA 10 u30paHHOU Tpodeccuu.

TpeOoBanus Kk pe3yjbTaTaM 0CBOCHHUSI Y1eOHOM NPAKTHKH:
B pe3ynbrate npoxoxaeHus yaeOHo NpakTHKH 110 BUaM MPodhecCHOHATbHON
JeSITeILHOCTH 00YUaIOMIUNCS T0JKEH YMETh!



BIIL TpeGoBanus kK yMeHUusIM
I/IH(I)OpMaHI/IOHHO' MOJIb30BATbCA HOPMATUBHBIMHM MCTOAWUYCCKUMHU  JTOKYMCHTaMH 110
JAOKYMCHTAIIUOHHOT'O AOKYMCHTAIITUOHHOMY 00eCIIeYEeHHTO YHpaBJICHUA, OPTraHHU30BLIBATH
obecrieueHus paboty ciykObl JOKYMEHTAI[HOHHOTO OO0ECICYeHUsI YIpPaBICHUS;
ynpaBJ’IeH‘IeCKOfI OIPCACIIATL HOPMBI BPpCMCHU Ha ACJIOIMPOM3BOACTBCHHBLIC OIICpallvM,

NESTEIIbHOCTH B CTPYKTYpe
OpraHu3aiun

Hcnonb3oBanus
UH()OPMALIMOHHBIX
TEXHOJIOTMI U CPELICTB
OpPITEXHUKHU B
JIOKYMEHTaIlUOHHOM
o0ecIieueHNH yIpaBIeHUs

KOHCTPYUPOBATh pa3jiMYHbIC BUJBI OJaHKOB CIIY)KEOHBIX TOKYMECHTOB;
COCTaBIISATh,  PENAKTUPOBaTh W  OGOPMIIATH  OpPraHU3aIMOHHO-
pacropsiIuTeIbHbIE JOKYMEHTHI OpraHW3allih; BeCTH pabdoTy ¢
JTOKYMEHTaMH (IKCIECAUIIMOHHYI0 00padOTKY, pEeruCcTpannio, KOHTPOIh
WCTIOJHEHUS, CIPABOYHO-WH(POPMAIIMOHHYIO padoTy); COCTaBISTh U
oopMIIITH HOMEHKJIATYPY N OpraHu3anuu; (popMUpoOBaTH JIeia B
COOTBETCTBHHM C HOMEHKJIATYpPOU eI, MPOBOANTH TEKYIIee XpaHCHUE
JOKYMEHTOB; TMOATOTABJIMBATH Jella K Tepefadye Ha apXUBHOE
XpaHECHHE; UCTIOJIb30BATh OpraHU3aIOHHYIO TEXHUKY B
npoeCCHOHATILHON  JICATEIILHOCTH; IOJIb30BaThCS TEPMHHOJIOTHCH
JICIOBOM  peud; IOJB30BAThCS COBPEMEHHBIMH  CIIOBapsSIMU U
CIPAaBOYHBIMU HU3JAHUSAMHU 1O PYCCKOMY SI3BIKY M TPAKTHYECKOM
CTHJIUCTHUKE;,  OTCIEKHBATh  JIOTMYECKYIO  IOCIEI0BATEILHOCTh
MTOCTPOCHHUS OpUIHATTEHO-IETIOBBIX TEKCTOB JIOKYMEHTOB,
MPOU3BOJIUTE MPOBEPKY (PAKTUYECKOrOo MaTepuana, MpPaBHIBHO
yIOTPeOISATh KOPPEKTYpPHBIE 3HAKM B XOJe MpaBKH O(UIIHATBHO-
JICIOBBIX ~ TEKCTOB,  pPEJAKTUPOBATh  CIY)KEOHBIE  JOKYMCHTHI,
MOJITOTABJIMBATh  JIOKYMEHTBl ~ Pa3lIMYHOM  CTCIICHU  CIIOKHOCTH;
UCII0JIh30BaTh HH(POPMAITMOHHBIC

TEXHOJIOTUH IIPU JJOKYMEHTHPOBAHUU U OPraHU3alMU PadOThI




C JOKYMCHTaMHU, o0ecneynBaTh Ka4eCTBO BEITTOJHAESMBIX pa60T

Hcnonr3oBanue
OpPraHu3aIMOHHON TEXHUKH
JIJ1s1 00€CTICUeHHS
npodeCCHOHATEHON
JIEATEILHOCTH

VYuacTue B HOATOTOBKE U
MIPOBEICHUH JICTTOBBIX
MEPOTIPUATHIA, TpUEMa
IOCeTUTEIIeH

Benenue tenedonnoro
00CITy)KUBaHUS, IpUEMa 1
nepenadu HHHOPMALUH 1O
dbakcy

OpraHu30BBIBaTh paboyee MECTO CEKpeTapb - aJAMUHUCTPATOp H
PYKOBOJIUTENS C Y4YeTOM TpeOOBAaHMI; BBINOJIHATh TEXHUUYECKHE
GyHKIMK CeKpeTapp - QAJAMHUHUCTPATOp MO OOECHeYeHHI0 U
00CITy>)KUBAaHHIO paObOTHl PYKOBOAMTENS OpraHU3aLUH, [TOIPa3AeICHNUS;
MOJIb30BaTbCsl HOPMATUBHBIMU JOKYMEHTaMH, PETJIAMEHTUPYIOUIMMHU
paboTy  cekperaps;  OpraHM30BBIBATH  INPHEM  IOCETUTEIIEH,
UCIOJb30BAaTh BHU3UTHbIE KapTOUYKM IIPU OpraHu3aluu Ipuema
MIOCETUTENCH;  OCYIIECTBJIATh  IOATOTOBKY  JEJOBBIX  IOE3/0K
(KOMaHAMPOBOK) PYKOBOJAUTEINISA U JAPYIUX COTPYIHUKOB OpraHU3alUH;
pallMOHAIBHO  OpraHU30BbIBaTH  paboyee  MecTo;  coOMI0AaTh
TpeOoBaHUs OE30IIaCHOCTH TPYAA CEKpeTapsi; IPOBOJUTH IMOATOTOBKY U
OOCITy’)KMBaHHE COBEUIAHWH H 3acelaHuil PYKOBOIUTENS; BECTH
TeneoHHOEe OOCITy)KHBaHHE, NMPUHUMATh W OTIPABIATH COOOIICHHS,
nepezaBaeMbie 1Mo GaKcy; UCIOIb30BATh KOMIIBIOTEPHBIE TEXHOJIOTHHU B
CEKpeTapCKOM 00CITy’)KNUBaHWH; UCTIOJIb30BaTh CEeTEeBbIC
MH(POPMALIMOHHBIE PEeCypChbl; 00ecleunBaTh KayecTBO BBINOJIHSAEMbIX
paboT; 3HaTh: HOPMATHBHBIE JIOKYMEHTBI, pETJIaMEHTHPYIOLIe
NeSITeNbHOCTh  CEKpeTapb -  aJMUHHUCTPATop  (JODKHOCTHYIO
UHCTPYKILIMIO); HPUHLMUIBI OpraHu3alMd M BUABl  paboT 10
0€310KyMEHTHOMY OOCTY)XMBAHUIO PaOOTBHl PYKOBOIUTENS; OCHOBBI
IUTAHUPOBAHMUSL PabOTBI CEKpeTaps; IMpaBHia BEACHUS JIEIOBOTO
pasroBopa; mpaBuiIa TeIe(HOHHOTO OOCITYKHUBAHHS, TPHEMa U TIepeIadn
nHpopManuy 1o ¢akcy; 00sS3aHHOCTH CEKPETaph - AAMHHUCTPATOP IO
MOJIrOTOBKE  IpUeMa  IOCETUTENeH; MpaBuWiIa MOATOTOBKU U
oOCITy’)KMBaHMs COBELIAHWM, 3acelaHuil; O0S3aHHOCTH CEKpeTaph -
aJIMUHUCTPATOp IO MOJrOTOBKE JEIOBBIX IMOE310K (KOMaHIUPOBOK)
PYKOBOJIUTENS M JIPYTUX COTPYJHHKOB OpraHM3aLUHU; TpeOOBaHMS K
o0ecrne4eHuno 0e3omacHOCTH Tpyaa cekpeTaps; OCHOBBI
MH(OPMALIMOHHBIX TEXHOJIOTHI B MPOPECCHOHATBHON AESITETbHOCTH.

2.3. KonmuecTBO 4acoB Ha OCBOCHHUE IIPOTPAMMBI YI€OHOU MTPAKTUKH

MakcumanbHas yaeOHast Harpyska crynenTa -108 gacos, B Tom uucie: o0s3aTenbHas

ayTUuTOpHAs MpaKkTHdeckas Harpy3ka - 108gacos;




1.2. PE3YJIbTATBI OCBOEHUS IMPOI'PAMMBbI ITPAKTHUKHU

PesynbraTtom ocBoeHus paboueil mporpaMMbl y4yeOHOH NPAaKTUKU SBISETCS CPOPMHPOBAHHOCTH Y
00y4aromuXxcsi MEePBOHAYAIBHBIX MPAKTUYCCKUX MPOPECCHOHAIBHBIX YMEHHH 10 OCHOBHBIM BHUJIaM
npodeccuonanbHort  aesrenbHocT  (BIIJ]):  mHpOpMannoHHO-IOKYMEHTAIIMOHHOTO  OOecreYeHUs
YIIPABJIICHYECKON JICATEIILHOCTH B CTPYKTYpE OpraHHW3alliH; WCIIOJIb30BaHUs WH(POPMAIMOHHBIX
TEXHOJIOTUI M CPEJICTB OPTTEXHUKU B IOKYMEHTAIIMOHHOM OOECIICYCHUH YIIPABJICHHUS; OpPraHU3allMOHHOM
JeSITeIbHOCTH CEKpeTaps-aAMUHUCTPATOPA.

Kon Han HaunMeHoBaHMe pe3ysibTaTa 0CBOEHUS MPAKTHKH
I[K 1.1. CocTaBiaTh, peoaKTUPOBATh U O(OPMIISATH OPTaHU3AMMOHHO- PACIIOPSIUTEIHHYIO
JOKYMEHTAI1I0,CO3/1aBaEMYI0 B OpraHu3anuu, COIJIaCHO TpeOOBaHUAM

lNocynapcreennsix crangaptoB (I'OCT) o

opopmieHHI0O  TOKYMEHTOB C  HCIOJb30BAaHUEM COBPEMEHHBIX  BHUJOB
OpPraHu3alMOHHON TEXHUKH.

[K 1.2. Opranu3oBbIBaTh IOKYMEHTOOOOPOT B OPTaHU3AIINH C HCIIOIb30BaHHEM

COBPCMCHHLIX BUIOB OpFaHHSaHHOHHOﬁ TCXHUKH.

[IK 1.3. CoctaBnare U ohOpMISTH HOMEHKJIATYpPY €Nl OpraHu3aiuu, GopMUpOBaThH Jeia B
COOTBETCTBUM C YTBEP)KJIEHHOW HOMEHKJIATypoH, oOecreunBaTh UX COXPAHHOCTH B
TEKYIIEM JIeJI0IIPOU3BO/ICTBE C

HCIIOJIB30BAHUCM COBPEMCHHBIX BU/I0OB Opl"aHI/I3aI_II/IOHHOI71 TCXHUKH.

[IK 1.4. Ocy1ecTBIATh NOATOTOBKY JIEN K IIEPEIayYe HAa apXUBHOE XpPaHEHHUE.
[IK 1.5. BBINOMHATE MAIMHONUCHBIE PA0OTHI Pa3IMYHON CTENEHU CIOKHOCTH.
OK 1. IToHMMAaTh CYIIHOCTH U COLMANIbHYIO 3HAYMMOCTb Oy1y1ei npogeccun,

MIPOSIBIIATH K HEW YCTONYMBBIN NHTEPEC.

OK 2. Opranu3oBbIBaTh COOCTBEHHYIO JAESATEIILHOCTD, UCXO/IS U3 1IENIA U

CITIOCOOOB ce AOCTHUIKCHUS, OTIPCACIICHHBIX PYKOBOJUTCIICM.

OK 3. AHanmM3upoBaTh pabOYyI0 CUTYAIHIO, OCYLIECTBIATh TEKYIIHNA U

HUTOTOBBIM KOHTpPOJIb, OLCHKY W KOPPCKIHIO COOCTBEHHOM ACATCIIBHOCTH, HCECTU
OTBCTCTBCHHOCTD 3a PC3YJIbTAThI CBOeH pa6OTBI.

OK 4. OcymecTBIsATh MOMCK HHPOPMAIMK, HEOOXOIUMOH 1151 3 (HEKTUBHOTO

BBIMIOJIHEHUS. TPO(PECCHOHANBHBIX 3a]ad.

OK 5. Hcmnonb30BaTh MHPOPMALMOHHO-KOMMYHHKALMOHHBIE TEXHOJIOTHH B

npohecCHOHATIbHON e TETbHOCTH.

OK 6. Paborats B koMaHe, 3¢ (HheKTUBHO 00IIATHCA C KOJJIETaMH,




PYKOBOJCTBOM, KIIMEHTAMH.

OK 7. HcnonHsaTs BOMHCKYIO 00513aHHOCTD, B TOM YHCJIC C IPUMEHEHUEM

MOJTYYEHHBIX NPO(ECCHOHATbHBIX 3HAHHM.

OK 8. Co0bmro1aTh A€I0BON, ITUKET, KYJIbTYPY U ICUXOJIOTUYECKUE OCHOBbI

OOIIIEHUs1, HOPMBI U ITPaBUJIa TIOBECHHUS; UCIIOJIB30BaTh METO/IbI i CPEICTBA JICIOBOTO
001LIeHNs.

OK 9. CaMOCTOATENBEHO ONpeNeNnsaTh 3aJaud Mpo(ecCHOHATBHOTO U

JIMYHOCTHOI'O Pa3BHUTHA, 3aHUMATHCA CaM006pa30BaHI/IeM, OCO3HAHHO IMJIAaHUPOBATb
ITOBBIIICHUC KBaJII/I(l)I/IKaLII/II/I.

OK 10. Cobmronats TpeboBaHMs 0€30MaCHOCTH TPYAA, OXKAPHON OE30MaCHOCTH,

CaHUTapUu U TUTUCHDBI, OXPAHbI TPYAA.

2. CTPYKTYPA U COAEP) KAHUE IMPOI'PAMMBI
2.1 O0beM y4eOHO# TUCIUNIHHBI M BU/IbI y4eOHOMH padoThl.

Buo yuebnoii pabomei Obvem uacos
Maxcumanvnas yuebnas naepyska (6cezo) 108
Obs3amenvhas yueonas Hacpyska (6ceo) 108
8 MoM ucie:
JIEKYUOHHbBIE 3AHAMNUSL 0
npakmuyeckue 3aHsimust 108
Camocmosmenvuas paboma cmyoenma (6cezo) 0
Hmozcosas ammecmayus 6 hopme KOHMPOILHOU pAbOmbL.




2.2 TemaTnyeckmii IVIaH U coep:KaHHe MPOU3BOICTBEHHOI0 00y4eHU

opopMmIiIeHHE
pacnopsAIUTENBHBIX
JIOKYMEHTOB.

OCHOBHOI1 I€ITENIbHOCTH ), PACHIOPSIKEHHUSI, TPOTOKOJIBI, aKThI, JOTOBOPA, CIIPABKH,
cityxeOHble MICbMa, TeJerpammbl, TesneoHorpammsl. OdopMiieHHe BHITUCOK U3
IIPUKA30B, IPOTOKOJIOB.

HaumeHnoBanue pasnesnoB Conepxanue y4eOHOro MaTepuasia, JJabopaTopHble U MPaKTHYECKHE Oo0bem | YpoBenb Koabl
KOMIIeTeH
U TeM padoThbl, caMOCTOsITeIbHASE Pa00oTa 00yYAKO M XCH. 4acoB | OCBOCHMH | .,
1 2 3 4
Tema 1.1. Coaep:xkanue yueOHOTo MaTepuaJa: 3
Pexxum pabotsl v oTabIxa Ipu | TpeOoBaHus 6€301aCHOCTH TPY/Ia B KOMIIbIOTEPHOM Kitacce. OCHOBHBIE TIpaBHIIa U 3 2 OK2-OK10
pabote c [1K. WHCTPYKIIMHU IO O€30MaCHOCTH TPYJa, UX COOJIIOIEHNE U BBIIIOIHEHHE.
Tema 1.2. Copep:xanue y4yeOHOro MaTepuaJa: 12
3HAKOMCTBO CO CTPYKTYpOi 3HAKOMCTBO CO CTPYKTYPOH MPEANPUATHS U JODKHOCTHBIMU 00S3aHHOCTSIMU 1 OK2-OK10
IPENPUATHS U JOJDKHOCTHBIMH | arapara yIupaBJiCHHUS. 5
00s13aHHOCTSIMU ammapaTa 1
3HAaKOMCTBO CO CTPYKTYPOM MPEATIPUATHS, Y CTABOM TPEATIPHUSTHSA,
yIIpaBIICHHS. JOJKHOCTHBIMU OOSI3aHHOCTSIMH amapaTa yrpaBJeHusl.
Tema 1.3. Copep:xanue yueOHOro MaTepuaJa: 15
CocraBnenue u opopmieHne CocraBnenue u opopmiieHHE TOKYMEHTOB: IIPUKa3bl (110 JUYHOMY COCTaBY, IO 15 2 OK2-OK10
JIOKYMEHTOB CI1y>KEOHOTO U OCHOBHOMH JIESATETLHOCTH), PACTIOPSIKEHHUS, TIPOTOKOJIBI, aKTHI, I0OTOBOPA, CIIPABKH,
JIMYHOT'O XapaKTepa. CITy’)KeOHBIE HChMa, TeJIeTpaMMBl, TesehoHorpaMmmbl. OdhopMiteHHE BHITUCOK U3
MPUKA30B, IPOTOKOJIOB.
Tema 1.4. Conep:xanue yuef0HOTo MaTepHuaJa: 30
CocraBieHue u CocraBieHnne u opopMIIeHHE JOKYMEHTOB: TIPUKA3bl (110 IUYHOMY cocTaBy, mo| 30 3 OK2-OK10




Tema 1.5. Conep:xanne y4eOHOT0 MaTepHAaJa: 24
Pabora c Cocrasienue u 0popMIICHHE TOKYMEHTOB: YKa3aHHUH, pacIIOpsSKCHUH, 24 OK2-OK10
KOPPECTIOHIEHIIUEH. pemenuii, npukazoB. OpopmieHrne peKBU3UTOB PACTIOPIIUTEIbHBIX TOKYMEHTOB.
[Tonydyenue KkoppeCnoHACHIIMU Ha ouTe. Perucrpanus BXoas1en, UCXOoasIen U
BHYTpEHHEH koppecnonaeHuuu. /Juanor ¢ nocerurenem. M3dexanne KOHPIUKTHBIX
cutyarui. Benenue kauru
Tema 1.6. Copep:xanne yueOHOro MaTepuaJa: 18
Pabora c opranu3zannoHHo- OdopmneHne TOKyMEHTOB: TPUKa3bl (IO JMYHOMY COCTaBY, 10 OCHOBHOM 18 OK2-OK10
TEXHUUYECKUM 00€CIIeUeHUEM | AEATEIbHOCTH), PACIIOPSHKEHHUS, TIPOTOKOJIBL, AKThI, JOTOBOPA, CIIPABKH, CIyKEOHBIE
o¢uca. MUCHhMa, TeJerpaMMBl, TeseoHorpaMmMbl. O opmIIeHHE BBIITUCOK U3 TIPUKA30B,
IIPOTOKOJIOB. Pa3MHOKeHUE U CKaHUPOBAHUE JOKYMEHTOB.
Hrorosas arrecranusi. JTNODOEPEHIITMPOBAHHBIN 3AYET 6




3. YCJOBHUS PEAJIUZAIIMA PABOYEH IMPOTPAMMBI IPAKTUKH.

TpeboBaHMs K MUHUMAIbHOMY MaTepHaIbHO-TEXHUUYECKOMY 00€CIICUCHHUIO.

Peanu3zamnus pabodeil mporpamMmbl y4eOHON MPAKTUKU MPEANOaraeT HaIWdue KaOWHeTa IS
npakTHueckux 3aHiaTui. OcHamleHue KkaOuHeTa 1O mporpaMme MNpodecCHOHATBHOW IMOATOTOBKH
«Cekperapp-aIMUHUCTPATOPY.

O6opynoBaHue: aBTOMAaTH3UPOBaHHOE pabodee MECTO MpernojaBaTelisi, KOMIUIEKT OJIaHKOB
YIPaBICHYECKUX JOKYMEHTOB, KOMILIEKThI Y4e0HO- METOJAMYECKON TOKYMEHTAllUU, HarsAHble TT0COOus,
CpEACTBA MAJIOW MEXAHU3ALIUH.

CpenctBa oOyuenus: [1K, HHCTpYKIMOHHBIE KapThl MO BBIMOJIHEHUIO MPAKTUYECKUX 3aHATHH,
MeToAnYecKHe ykazaHus 1o BeimonHeHus [13. OcHamenne yueOHOro Kiacca:

OO6opynoBaHue: aBTOMaTU3MPOBaHHOE pabodee MecTo npernoaanaTessi, 10 aBToMaTU3UPOBAHHBIX
MECT JUIsl 00y4aromuxcs, IpUuHTEp, CKaHep, MyJIbTUMETUHOE 000pyAOBaHHUE.

WHCTpyMEHTBI U TPUCIIOCOOICHUS: UHCTPYMEHTHI JIMYHOTO MoJib3oBaHusA: Oymara juis [IK u
drenr-kapThl.

CpenctBa 00y4eHus: 00pasibl JOKYMEHTOB, TPE3CHTAIIMH, UHCTPYKLIUOHHBIC KapThI.
KOHTPOJIb U OIIEHKA PE3YJIbTATOB OCBOEHUSA ITPOI'PAMMBI IIPAKTUKH

KoHTpo:b 1 o11eHKa pe3yabTaTOB OCBOEHUS IPAKTUKHU OCYILECTBIISIETCS PYKOBOJUTENIEM IPAKTUKU
B IIPOIIECCE MPOBEJACHUS YUYCOHBIX 3aHITHUH, CAMOCTOSTEILHOTO BBITIOJIHEHUS! 00yJarOIIUMUCS 3a1aHuH,
BBIIIOJTHEHUE IPAKTUUYECKUX IPOBEPOUYHBIX pPaboT. B pesynbrare ocBoeHUs Yy4e€OHOW IpPaKTUKH,
oOyuaroluecs: MpoXOASAT MPOMEKYTOUHYIO aTTECTALUIO B JOPME KOHTPOIBHOM paboThI.

Pe3y.]'leaTbI Oﬁy‘lel{l/lﬂ q)OpMBI N METOAbI KOHTPOJISA U OUCHKH PE3YyJbTAaTOB

o0y4eHUs
(ocBoeHHbIe yMeHus B pamkax BIIJI)

K 1.1. 3amuTa npakTU4eckux padoT, 3a4eThl M0 y4eOHO
MPaKTUKHU MPO(ecCHOHATBHOTO MOTYIS, KOMIUIEKCHBIN
CocTapiTh, peAakTHPOBATH 1 OQOPMIATE K3aMeH 1Mo poheCcCHOHATFHOMY MOYJIIO; HAOM0IeHIE
OpPTaHHU3aIMOHHO- PACTIOPSAUTEIbHYIO
JIOKYMEHTAIUIO, CO3/1aBaeMYIO B

OopraHu3alnu, COrjiiaCHO Tpe6OBaHI/I5{M

BO BpEMsI BBIIIOJIHEHUS 3aJaHUH y4eOHO! MPaKTUKY;
CpaBHUTEJIbHAS OLIEHKA PE3YyJIbTAaTOB C peOOBaHUSIMU

HOpMaTuBHBIX JokyMeHToB U [OCToB
lNocynapcrBennsix crangaptoB (I'OCT) no

0hOPMIIEHUIO TOKYMEHTOB C
WCIIOJIb30BAaHUEM COBPEMEHHBIX BUIOB
OPraHU3ALMOHHON TEXHUKHU.

K 1.2. 3ammTa MpakTHYeCKuX padoT, 3a4eThl Mo y4eOHOH

MPaKTUKHU PO(ecCHOHATBHOTO MOTYJIsl, KOMILIEKCHBIN
OpranuzoBbIBaTh JOKYMEHTOOOOPOT B .
9K3aMeH 110 NMpo(ecCHOHATBHOMY MOAYII0; HAOII0IeHHE

opraHu3alru C UCII0JIb30BaHUEM o o .
BO BpCM: BBITIOJIHCHUA 3alaHUU y‘-IC6HOI/I IPaKTUKH,

COBpPEMECHHBIX BUJI0B OpFaHHSaHHOHHOfI
CpaBHHUTCJIbHAA OLICHKA PE3YJILTATOB C pe6OBaHI/IHMI/I

TEXHHUKH.
HOpMaTUBHBIX J0KyMeHTOB U 'OCToB




IK 1.3. 3ammTa NpakTHYecKux padoT, 3a4eThl 0 y4yeOHOM

MPAKTUKH MTPO(HECCHOHAIBHOTO MOYJIS, KOMILICKCHBIN

CocTaBisATh U 0OOPMIIITH HOMEHKIIATYPY JeIT )
9K3aMeH 110 Mpo(ecCHOHATBHOMY MOAYIIO; HAOII0IeHUE

opranu3zaiuu, (GopMUpPOBATh Jeja B

¥ BO BpeMsI BBITIOJIHEHUS 3aJaHUI y4eOHOM MPaKTUKY;
COOTBETCTBUU C YTBEPKICHHON

8 CpaBHUTEJIbHAS OLIEHKA PE3YJIbTATOB C peOOBaHUSIMU
HOMEHKJIATYpOi, 00ecriednBaTh HX
HOpMaTUBHBIX 10KyMeHTOB U ['OCToB
COXPaHHOCTh B TEKYIIEM JI€JIONPOU3BOJICTBE C
UCIIOJIb30BaHUEM COBPEMEHHBIX BUJIOB

OpFaHI/ISaHHOHHOﬁ TCXHHUKU.

IIK 1.4. 3amura NpakTHYeCKuX padboT, 3a4eThl MO y4eOHOH

IIpaKTUKH HpO(beCCI/IOHaJ'IBHOFO MOIYJIA, KOMIIJICKCHBIN

Ocy1ecTBIATh IOATOTOBKY /1€ K IIepeiade
ym A yA pea 9K3aMeH 10 NpodeCCHOHATBHOMY MOAYJIIO; HAOII0IeHUE

Ha apXWBHOC XpaHCHUC. o o .
BO BpPEMsI BBIITIOJIHCHHUA 3aJlaHUU y‘le6HOI/I IMPAKTHUKH;
CpaBHHUTCJIbHAA OLICHKA PE3YJILTATOB C peGOBaHI/ISIMI/I

HOpMaTuBHBIX JoKkyMeHToB U 'OCToB

K 1.5. 3amura npakTH4ecKuX padboT, 3a4eThl Mo y4eOHOH

MPAKTUKH PO EeCCHOHATEHOTO MOTYJIs, KOMIUTCKCHBIN

BBbIMoTHSI TS MAITUHOMMCHBIC PAOOTHI _
K3aMeH 110 IPo(eCCUOHATFHOMY MOYJIIO; HAOII0ICHUE

a3JIUYHOM CTEIICHH CJI0XKHOCTH. o o
p BO BpCM: BBIIIOJIHCHUSA 3aJlaHUN y‘Ie6HOI/I IMPAKTUKH,
CpaBHHUTCJIbHAA OLICHKA PE3YyJIbTATOB C Tpe6OBaHI/I${MI/I

HOpMaTUBHBIX JoOKyMeHTOB U ['OCToB

@DOopMBbI U METOJIBI KOHTPOJISI U OIICHKHU Pe3YJIbTaTOB O0yUYEHUS JOKHBI O3BOJISATH MPOBEPATDH Y
00y4aronuxcsi He TOJILKO C(OPMUPOBAHHOCTH NMPO(ecCHOHANBHBIX KOMIETEHIIUN, HO U Pa3BUTHE OOIINX
KOMIETCHIINI 1 00eCTIeYnBAIOIIUX UX YMEHUH.

PesynbTaTsl 00yyeHust ®opMBI M METOBI KOHTPOJISA U
(ocBoeHHbIe yMeHus B pamkax BIIJI) OLICHKH pPe3y/IbTaTOB 00y4eHust
OK 1. DKcrnepTHOE HAOJI0ICHNE U OIICHKA Ha

yueOHO! MPaKTHKE IPU BBIIIOJHEHUH paboT
[loHnMaTh CyIHOCTh U COLMAIBHYIO 3HAUUMOCTh

Oynymeii mpodeccuu, MPOSBISITh K HEH YCTONYHUBBINA
MHTEpEC.

OK 2. DKcrnepTHOE HAOJI0ICHNE U OIICHKA Ha

yueOHO! MPaKTUKE IPU BHIIIOJHEHUH paboT
OpraHu30BbIBaTh COOCTBEHHYIO AEATEIbHOCTb,

ncxonada u3 ncin u CIIOCOOOB ce JOCTHIKCHUA,

OIPCACIICHHBIX PYKOBOOHUTCIICM.

OK 3. DKcrepTHOE HaOJI0ICHHE U OIIEHKA Ha

y4eOHOI MpaKkTHKe MPH BHIMOJIHEHUH paboT
AHanu3upoBath pabouylo CUTYalHIO, OCYILIECTBISATh

TEKYLIUN U UTOTOBBII KOHTPOJIb, OLIEHKY U
KOPPEKIHIO COOCTBEHHOU IeATeIHbHOCTH, HECTH
OTBETCTBEHHOCTH 32 PE3YJIbTAThI CBOEH pabOTHI.




OK 4.

OcymiecTBIATh MOUCK HHPOPMAITUH, HEOOXOIUMOM
1151 3¢ (HEKTUBHOTO BHITOIHEHUS PO EeCCHOHATBHBIX
3ajay.

DKCTepTHOE HAOMIOICHNE U OIICHKA Ha
y4eOHOI MpaKTHKe MPH BHIMOJIHEHUH paboT

OK5.

Hcrnonp30BaTh HHPOPMALIOHHO-
KOMMYHHKAI[HOHHBIC TEXHOJIOTHH B
npoeCCUOHATBEHON JIeITEIbHOCTH.

DKcrepTHOE HaOII0ICHHE U OIIEHKA Ha
y4eOHOI MpaKTHKeE MPH BHIMIOJIHEHUH paboT

OK 6.

PaboTaTh B kOMaH e, 3 PEKTUBHO OOIIATHCS C
KOJUIETaMH, PYKOBOJCTBOM, KJIUCHTAMH.

DKkcnepTHOE HAOJIIOICHHE U OLICHKA Ha
y4eOHOI MpaKTHKE MPH

BBITIOJIHECHHUH pa60T

OK 7.

VcnonHATh BOUHCKYIO 00513aHHOCTh, B TOM YHCIIC C
MPUMEHEHHEM TIOJY4YEHHBIX MPO(EeCCHOHATBHBIX
3HAHUH (7151 FOHOIIICH ).

DKcrepTHOE HAOMIOICHHE U OIICHKA Ha
y4eOHOM MPaKTHKE MPU BHITOIHEHUH PaboT

OK 8.

Cobmro1aTh 1€TI0BOM, 3TUKET, KYJIBTYpPY U
MICUXOJIOTUYECKUE OCHOBBI OOIICHHSI, HOPMBI 1
IpaBUJIa IOBECHHUS; UCIIOIb30BAaTh METO/BI U
CpEICTBa JAEJIOBOTO OOLICHHSI.

DKcrepTHOE HAOMIOICHNE U OIICHKA Ha
yueOHOM MPaKTHKE MPU BHIMOJIHEHUH PaboT

OK 9.

CaMOCTOSTEIEHO OIpPECACIIATh 3aJa4u
HpO(l)CCCI/IOHaHBHOFO W JIMYHOCTHOI'O pa3BUTHA,
3aHUMATbCA CaMOO6pa3OBaHI/IeM, OCO3HAaHHO
IIaHUPOBATD ITOBBIIIICHUC KBaJ'II/I(l)I/IKaI_II/II/I.

DKcrepTHOE HAOMIOICHNE U OIIEHKA Ha
yueOHOM MPaKTUKE MPU BBHIIOTHEHUH padboT

OK 10.

CobmroiaTe TpeboBaHUs OE30MACHOCTH TPY/a,
MoKapHOM 6€301acCHOCTH, CAHUTAPUU U TUTUEHBI,

OXpaHbl TPyAA.

DKcrepTHOE HAOMIOICHNE U OIIEHKA Ha
y4eOHOM MPaKTHKE MPU BHITOIHEHUH PaboT




1. PABOYASI ITIPOTPAMMA ITPOU3BOJICTBEHHOM MPAKTUKH
1.1. O6aacTh NpUMeHEHHs MPOrPAMMBI

[IporpamMMa TpOU3BOJACTBEHHON MPAKTHKH MPO(PECCHOHATBLHOTO MOIYJS— SIBISETCS YaCThIO
MpPOrpaMMbl  TOJATOTOBKM  KBaTU(UIMPOBAHHBIX  pabodyMx W CIOy)KalluX,  [POTrPaMMBbI
npodeccronansHoro Moayis B coorBeTcTBur ¢ ®I'OC no mpodeccuu 46.01.03 IesionpousBoauresinb
B YaCTH OCBOCHHS OCHOBHOTO BHUJA JEATEIBHOCTH: JOKYMEHTHPOBAHUE U OpPraHHU3AIMOHHASA
00paboTKa JOKYMEHTOB U COOTBETCTBYIOIIUX MpodeccnoHanbHbIX KoMrereHnuid (I11K):

I1K 2.1. ®opmupoBaTth nena.

[IK 2.2. ObecrnieunBaTh OBICTPBIA MOMCK JTOKYMEHTOB [0 HAYYHO-CIIPABOYHOMY aIllapary
(kapTOoTE€KaM) OpraHU3aIuH.
[1K 2.3. CucreMaTHU3UpOBaTh U XPAHUTh JOKYMEHTBI TEKYIIETO apXHBa.

1K 2.4. OGecrieunBaTh COXpAaHHOCTH IPOXOAsALIeH ciy)eOHoi fokymenTamn. [1K 2.5.
['oToBUTH U NIEepeaBaTh JOKYMEHTHI HA ApXUBHOE XpPaHEHUE.
1K 2.6. O6ecrieunBaTh COXpAaHHOCTh APXUBHBIX JOKYMEHTOB B OpPTraHU3aIIH.

Pabouas nmporpamMMa mpakTUKU NPO(ecCHOHAIBHOTO MOJYJS MOXKET OBITh UCIIOJIb30BaHa IpH
OCBOGHHUHU Ipoeccur IeNoNpOUu3BOAUTENb, B JOMOJHUTEILHOM HPOGECCHOHAIBHOM O0pa30BaHUM,
Kypcax MepenoroToBKH IO HAIPaBJICHUIO AEJIONPOU3BOAUTEID .

1.2. Hesm u 3a5a4d TNPOM3BOJACTBEHHOH NPAKTHKH TMPOPeCcCHOHAILHOIO MOAYJIA —
TpeOOBaHus K pe3yJibTaTaM NPOU3BOJACTBEHHOI NPAKTHKH NPO(eCcCHOHAIBLHOI0 MOLYJIS.

C uenpl0  OBIAJEHMS ~ yKa3aHHbIM  BUJOM  NPOPECCHOHAIBHOW  JIEATENbHOCTH U
COOTBETCTBYIOIIMMH TMPO(PECCHOHATHHBIMI KOMIIETCHIIMSIMUA OOYYAIOMIMUACA B XOJE MPOXOXKICHHS
MIPOU3BOICTBEHHOM MPAKTHKH MPO(ECCHOHATTBHOTO MOAYJIS CTYJCHT JOJDKEH:

UMeTh IPAKTHYECKHU i ONbIT:

- JIOKyMEHTHPOBAHHUS U JOKYMEHTAIIMOHHON 00paOOTKH JOKYMEHTOB KaHUENIApUU (apXuBa);
yMeThb:

- NPOBEPATH NPABUIBHOCTh O)OPMIIEHUS TOKYMEHTOB;

= CHCTCMATU3UPOBATH U XPAHUTH NOKYMCHTBI TCKYIICT'O apXWBa,

- ¢dopmupoBaTh CIPaBOYHBIN anmapar,  o0ecrneuyrBarOIIUii OBbICTpBIi TIOUCK
JIOKYMEHTOB;
- OCYULIECTBJIATH IKCIEPTU3Y JIOKYMEHTOB, TOTOBUTh U nepeaaBaThb

AOKYMCHTAJIbHBIC MAaTCPHUAJIBI B APXUB,
3HATb:

- OCHOBHBIE MOJIOXEHHS ETMHOI roCy1apCTBEHHON CUCTEMBI I€TTONPOU3BOJICTBA;
- BUIBL, QYHKIHUHA JOKYMEHTOB, MPABUJIA UX COCTABICHUS U O()OPMIICHHUS;

- TMOPSIOK JOKYMEHTHUPOBAHUS HHPOPMAIIMOHHO-CIIPABOYHBIX MaTEPUAIIOB;
1.3. Pe3ynbTaToM OCBOEHHS NMPOrpaMMbl MPO(ECCHOHAIBHOTO MOIYJS SBIISETCS OBIAJICHHUE
00y4aroIUMHUCS BUJIOM poQecCHOHATIBLHOM JEATEIIbHOCTH



JIoKyMeHTHpOBaHUE ¥ OpraHu3alloHHAs 00paboTKa  JTOKYMEHTOB, B TOM 4YHCIC
npodeccuorHanbHbIME (I1K) 1 06mmmmu (OK) xommneTeHIIusAMH:

Kon HaumeHoBaHue pe3y/jibTaTa 00y4eHUs
IIK 2.1. dopMHUpOBATH JeTa.
I1K 2.2. ObecneunBaTh OBICTPBIM MOMCK JOKYMEHTOB I10 HAay4HO-CIIPAaBOYHOMY ammapary
(kapTOTE€KaM) OpraHU3alluH.
I1K 2.3. CucremMaTu3npoBaTh U XPaHUTh JOKYMEHTHI TEKYILEr0 apXuBa.
[IK 2.4. O0GecneynBaTh COXPAHHOCTh MPOXOIAIICH CITYKEOHOM IOKYMEHTAIIUH.
IIK 2.5. I'oroBUTE 1 IIepenaBaTh JOKYMEHTHI HA apXUBHOE XpPaHEHUE.
1K 2.6. ObecneunBaTh COXPaHHOCTb APXUBHBIX JOKYMEHTOB B OpraHU3aLIMU.

OK1 [ToHMMaTh CYHOTHOCTh W COIMAIBHYIO 3HAYMMOCTH CBOEH Oymymiei mpodeccun,
IIPOSIBIIATH K HEH YCTOMYUBBIN MHTEPEC

OK 2 OpranuzoBbIBaTh COOCTBEHHYIO AEATEIbHOCTb, UCXO/S U3 LEIU U CHOCO0OB €€
JOCTUXKEHUSI, ONIPEJICTICHHBIX PYKOBOAUTEIIEM.

OK 3 AHanmu3upoBath pabO4Yyl0 CUTYallMI0, OCYHIECTBISATH TEKYIIMH U HUTOTOBBIN
KOHTPOJIb, OLEHKY UM  KOPpPEKIMIO COOCTBEHHOM  JEATEIbHOCTH, HECTH
OTBETCTBEHHOCTD 32 PE3YJbTaThl CBOEH paboTHI.

OK 4 Ocy1ecTBisITh MOUCK UHPOPMALIUHU, HEOOXO0AUMOH 17151 3P PEKTUBHOTO BBITOJIHEHUS
npodecCHOHANBHBIX 3aj1au.

OK 5 Hcnonbe3oBars 1H(pOpPMaIIMOHHO-KOMMYHHUKAIIMOHHbIE TEXHOJIOTHH B
npohecCuOHATBHON NeSTENbHOCTH.

OK 6 PabGorate B koMaHzae, 3(pPexTUBHO O0OIIATHCS C KOJIJIETaMHU, PYKOBOJCTBOM,
KJIMEHTaMU

OK 7 HcnonHATh BOMHCKYIO 00SI3aHHOCTh, B TOM YHCJIE C MPUMEHEHUEM IMOIy4YEHHBIX
npoecCuOHANBHBIX 3HAaHUH (JIJ1s1 FOHOLLEH ).

OK 08 Hcnonp3oBaTh  3HaHMA 1O  (MHAHCOBOM  TPaMOTHOCTH,  IUIAaHUPOBATh

IpeINPUHIMATENbCKYIO IEATEIbHOCTh B POQeccuoHanbHO chepe

1.4. PexomenayemMoe KOJIMYECTBO YACOB

PekoMeH1yeMoe KOJTMYeCcTBO YacOB Ha OCBOCHHUE IMPOU3BOJICTBEHHOM MpakTUKU: 684

HacoB.




1.5.YcaoBus peajmzanuu Npon3BOACTBEHHON NPAKTHKH

Peanu3anuss ~ MpPOM3BOACTBEHHOW  NPAaKTUKM  TPEANONaraeT  OCBOGHHE  OOy4aromuMUCS
npoeCCHOHATBHBIX W OOIIMX KOMIIETEHIM B YCJIOBUSAX YUPESKACHUH, OCYIIECTBISIOMINX
JOKYMEHTAIIHOHHOE 00eCTIeYeHHE.

bazaMu npakTUKU MOTYT OBITH OPTaHU3AIMH U YUPEKICHHS, COJCPKAHNE JTOKYMEHTAIIMOHHOTO
oOecriedeHns: KOTOPBIX, NPEACTaBIsIET HWHTEpeC M O00ECIeYyrMBacT BO3MOXKHOCTH IPOXOXKICHHS
MIPOU3BOJICTBEHHOM MPAKTHKH YYAIIUMCS KOJUICIKA.

O06opynoBanue paboyero Mecra:

— KOMIIBIOTCP C BBIXOAOM B I/IHTepHeT H JIOKAJIbHYIO CCTh;

— MOY;
— tenedon/daxc
Buanl 3aganmii:
Ne Bun 3apanus KonuyecTBo
4acoB
1-2 | IloaroToBKa  HOPMATHBHBIX JAOKYMEHTOB /Uil  OpraHU3aluu 50
nesonpoussoacrsa JIP 14 JIP 15 JIP 19:
— U3yueHHe JIOKAJbHBIX ~aKTOB OpraHu3allid [0 OpraHu3aluu
JIeTIONIPOU3BO/ICTBA;
— W3y4YCHHE JIOKAJBHBIX AaKTOB OpraHM3allid 10  O00ECHEeUeHHIO
COXPAHHOCTH JOKYMEHTOB B OpraHU3alUU
3-8 ®opmupoBanue gea JIP 14 JIP 15 JIP 19: 180
- N3y4E€HHE NHCTPYKLUU TI0 JEJIONPOU3BOACTBY;
- U3y4YECHHE U aHAJIN3 HOMEHKIIATYPHI JIEIT;
- W3y4YeHHE U aHaIu3 Nopsaka (QOpMHUPOBAHUS €1 TEKYILIEro M
JUIATEIBHOTO XpaHEHUS;
- aHaJIW3 MOAIIMBKYM WJIM IEpervieTa Jiena, HyMepaluu JMCTOB B JEle,
COCTaBJICHUS JIUCTa-3aBEPUTEIIS;
- U3yuY€HHUE MOPAJKA BHECEHMsS] HEOOXOAMMBIX YTOUHEHUH B PEKBHU3UTHI
0010%KH fAena (YyTOYHEHHE Ha3BaHUS OpPraHMU3allMM, PErHCTPAIMOHHOTO
MHJIEKCa Jieia, KpallHuX JaT Jieja, 3arojioBKa Jena);
9-16 | [lomck  AOKYMEHTOB no HAY4YHO-CIPABOYHOMY anmapary 50
(kaprorekam) opranusauuu JIP 14 JIP 15 JIP 19:
- U3YyYEHHE U aHalu3 HAyYHO-CIIPABOYHOIO ammapara K JOKyMEHTam
OpraHu3aIny;
- U3yuyeHue TMopsaKka oTOopa JOKYMEHTHOM HHpOpMauuu s




KaTaJIOTH3allnHy;
- MOMCK MH(OPMAIINH TI0 KaTaJ0KHBIM KapTOUKaM;
- paboTa B cUCTEME AIIEKTPOHHOTO JOKYMEHTO000pOTa;

- y4acTH€ B CO3JaHUU IIPEIMETHOW U INPEIMETHO-TEMATHYECKON
KapTOTEKY;

- IIOMCK JOKYMEHTOB II0 INPEIMETHONM W IPEAMETHO-TEMATHYECKOU
KapTOTEKE;

ydacTtue B 0()OpMIIEHUH apXUBHOTO KaTaJora;

- IIOUCK JOKYMCHTOB I10 apXHUBHOMY KaTaJIOT'y;

IMOUCK JOKYMCHTOB I10 YKa3aTclIto,

MOUCK JOKYMEHTOB 0 0030pY;

17-22

CucremaTusanusi 1 XpaHeHue JOKYMEHTOB Tekyluero apxusa JIP 11,
JIP 13, JIP 14, JIP 18:

— aHaJIn3 CPCACTB XPaHCHUA JOKYMCHTOB,
— CUCTEMAaTU3alusl JOKYMCHTOB JISI TCKYIICTI'O XPAHCHUS

— HU3Y4YCHHUC CUCTEMAaTU3alluu JCJI 10 TEMATUYCCKOMY IIPU3HAKY, IO
XPOHOJIOI'HYCCKOMY IIPU3HAKY;,

50

23-32

OOecneyeHne COXPaHHOCTH NPOXOASIIEH CIyKeOHOH NOKYMEHTALMHU
JIP 2, JIP 14, JIP 16, JIP 17:

- U3YUCHUC UHCTPYKIHUHU IO ACIOMPOU3BOJACTBY;,

- u3yuyeHue TpeOOBaHUN K OOECIEUEHUI0 COXPAaHHOCTH CIIyKEOHOM
JOKyMEHTaI1H;

- HN3Y4YCHUC nopgaaka XpaHCHUA JOKYMCHTOB, HaxogAImuxcAa B
ACTIOIIPONU3BOACTBE;

- U3YUCHHUC ITPABUJI CUCTEMATHU3AllUHN JACJI TCKYLICTO apXKnBa,

- u3yueHue TpeOOBaHUU K OOECIEUEHUIO COXPAaHHOCTHU JIIEKTPOHHBIX
JIOKYMEHTOB;

- OIPCACIICHUC MCECTAa XPaHCHUA CJ'IY)KC6HBIX JAOKYMCHTOB KaHIICIISIPUH,

140




oTJeNna KaJpoB, IPUEMHON PYKOBOIUTEIS, CITY>KOBI ITONPOU3BOACTBRA;
- Yy4eT JOKYMEHTOB TEKYIIIETro apX1Ba;

- olpe/ieIicHHe Kpyra 00s13aHHOCTEH JIeITOTIPOM3BOIUTEIIS,
00eCIIeYNBAOIIETO TEKYIIee XPAaHCHUE IOKYMEHTOB;

- U3YYCHHE UHCTPYKIMH O TIOpSAKE OOpamieHus C JOKyMEHTaMU
OTPaHUYEHHOTO JIOCTYIIA;

- wu3ydeHHe OOS3aHHOCTEH JMI, pPA0OTAIOMMX CO  CIYXEOHBIMU
AOKYMCHTaMH1, UMCIOIIIUMU KOH(I)I/I[[GHLII/IEUILHBIC CBCACHUA

33-38

IHoaroroBka u nepegaya J0KyMeHTOB HA apxuBHOe XxpaHeHue JIP 14,
JIP 15, JIP

19:
- I/ISyLIeHI/Ie nopsAaaKa IpoBCACHUS SKCIICPTU3bI HCHHOCTH I[OKYMCHTOB;

- U3YyUYCHUC U aHAJIN3 O(bOpMJ'IeHI/IH PE3YyJIbTATOB 3KCIICPTU3bI HCHHOCTHU
HOKYMCHTOB;

- W3y4eHHe MopsaKka opopMIICHUS 1T,
- aHaJIM3 OITHCEH /e,

- U3YYCHHE aKTOB O BBIJICTICHUU K YHUYTOKECHUIO JIOKYMEHTOB U J€]1, HE
MPECTABISIOMINX HAYYHO- TPAKTHYECKOM U UCTOPUUYECKOM LIEHHOCTH;

- HU3YYCHHEC MU aHAJIM3 IOopdaKa Mnepeaadd AOKYMCHTOB apxXHBa Ha
IMOCTOAHHOC XPaHCHUC,

122

39-47

Oo0ecneyeHne COXpAaHHOCTH APXMBHBIX JOKYMEHTOB B OPraHU3aLUH
JIP 13, JIP 14, JIP 17:

— aHaJIu3 pasMCIICHUS ACII B ApXUBC OpraHU3alnu;
— U3Y4YCHHUC U aHAJIN3 OINTHUMAJIbHBIX YCHOBI/IP’I XpaHCHUS NOKYMCHTOB;
- U3YUCHHUC TIOpsAAKa pasMCHICHUA NOKYMCHTOB B MCCTAaX XPAaHCHUS

- H3y4YeHHEe MopsjiKka oOecredeHUsl (PU3MKO-XUMUUYECKONH COXPAHHOCTH
JIOKYMEHTOB;

- U3y4YeHHUE U aHaIu3 o(pOPMIIEHUS U 3aMOJTHEHUS JKypHaja perucTpaiiun
TEMIIEPATYPHOI'O U BIIAYKHOCTHOTO PEXKUMA;

- UI3YUCHHUC ITPABUJI BbIJAYH JICIT;
- aHaJIM3 KypHaJia BblJa4Y JOKYMCHTOB BO BPEMCHHOC IMOJIb30BAHUC,

- dHaJIM3 KHUTH YUCTa IMOCTYIJICHUA U BBIOBITHS JOKYMCHTOB

90




JuddepeHunpoBaHHbIN 3a4eT 2

Bcero 684
OcBoenue npodeccuonanbubix komnerenuuii (IIK), coorBercTByomux Buay
npogeccuoHAJIbLHOM 1eATeJIbHOCTH, U 00X komnereHuuii (OK)
IIpodeccnonanbHbIe Ioka3aTeu OLEHKH pe3yJibTaTa Ne 3aianus
U o01Iue
KOMIIETEeHIIH U

[IK 2.1. ®opmupoBaTh
Jena.

- IpeaACTaBJICHA HOMCHKJIaTypa AL,

- CHEJaH aHaJIu3 MopsAaka GOPMUPOBAHUS €I
TEKYILEro U JJINTEIbHOIO XpPaHEHUS;

- IPOBCACH aHaJIn3 MOAIIMBKHU WJIM IICPCIUICTA
Aciia, HyMmEepalru JIMCTOB B ACJIC, COCTABJICHUA
JINCTA-3aBCPUTCIIA;

- ClIeNaH  aHaJIM3  MOpPSIKAa  BHECEHUS
HEOOXOJMMBIX  YTOYHEHHH B  PEKBU3UTHI
o0j0kKku  nena  (YTOUYHEHHME  Ha3BaHMUS
OpraHu3all, pPETHUCTPAIMOHHOTO  HHJEKCA

Jiena, KpaHUX JaT Jielia, 3arojioBKa Jiesa);

3aganue NeNel-8

T1IK 2.2. O0GecrnieunBarh

OBICTpBIN
TIOHUC
K

- cAciIaH aHaJIn3 HAay4YHO-CIIPABOYHOI'O

arrapara K JOKyMCHTaM OpraHu3aliu,

3amanne Ne Ne6-16

JOKYMEHTOB TI0O HAy4HO-
CIIPaBOYHOMY  aIllapary
(kapTOoTeKam)

OopraHu3anuvu.

- ONHCaH NOpsAAOK  0TOOpa JTOKYMEHTHOM

nH(pOpMaIUU JUTsl KaTalOTU3allHH;

- OMKCAH MOMCK UHPOPMAINH 110 KaTAI0KHBIM
KapTo4Kawm;

- omucaHa paboTa B CHCTEME AJIEKTPOHHOTO
JIOKYyMEHTO000pOTA;

- OIIKMCAaH MPUHIHUIT CO3JaHUS KAPTOTCKHU,

- OIMKUCAaH IMMOUCK NOKYMCHTOB I10 HpC,I[MeTHOﬁ n
HpCHMeTHO-TeMaTquCKOﬁ KapTOTCKCE,

- IPOBCACH aHAJIN3 omucei AT,

- OITMCaH IMOUCK TOKYMCHTOB I10 apXHBHOMY
KaTaJIOTy, YKa3aTCJo, ITIOUCK JOKYMCHTOB I10




0030py;

[1K 2.3.
CI/ICTeMaTI/IBI/IpOBaTB n
XPaHUTDb JOKYMCHTBI

TEKYIIECTO apXuBa.

- caenaHaHanu3 (HOpM XpaHEHUS TOKYMEHTOB;

- CACJIaHAHAJIM3 IIpUeMa - IIepeaavun ¢ U

JAOKYMCHTOB Ha XpaHCHUEC,
- cAcJIaHaHaJIn3 apXHBHOﬁ OIIUCH A€,
- CACJIaHaHaJIM3 CUCTEMAaTHU3aluu ACII,

- caenanananu3 COJ]

3ananue NeNel7-22

I1IK 2.4. ObGecnieunBaTh
COXPaHHOCTh

ITPOXOISIIIT
el ciyxebHoi
JOKYMEHTAITUH.

-CACIIaH aHallu3 IIpaBUJI CUCTEMATU3AllUU OCII
TCKYLICTO apXUBa;

- clenaHaHaM3 TpeOoBaHUU K 00€CIeueHUIo
COXPaHHOCTH AJICKTPOHHBIX JIOKYyMEHTOB;

- CeNaHaHAJIM3 MECTa XPAHEHHUS CIYKEOHbBIX
JOKYMEHTOB  KaHLEJSIPUH,
MPUEMHOMN

oTlena KaJpos,
PYKOBOAUTEII, CITYKOBI

ACJIOIIPOU3BOACTBA,
- OIIMCaH Y4YCT NOKYMCHTOB TCKYLICTO apXHBa;

- cheJIaHaHaIN3 o0s13aHHOCTENR

Kpyra
JeTI0NPOU3BOANUTEI, o0ecreunBaroIEero

TCKYHICC XpaHCHUEC NOKYMCHTOB;,

3aganue NoeNe23-32

[IK 2.5. [oTOBUTH

- CACJIaHaHaJInu3 MMPOBCACHUA ISKCIICPTUIBI

HEHHOCTHU JOKYMCHTOB;

- cpaenaHaHanu3  O(OPMIIEHUS PE3yIbTATOB

3KCHepTI/I3BI IIEHHOCTH JIOKyMeHTOB;
- cllelaHaHAIM3 TopsAJIKa 0hOPMIICHHS /e,
-c/ieJlaH aHaJIN3 ONHCEH Je;

- CAcjlaHaHaJIu3 aKTOB O BbBIICICHHHN K
YHUYTOXKCHHUIO JAOKYMCHTOB )51 A€, HC
OpEACTABIAIOININX HAYYHO- HpaKTI/ILIeCKOfI n

HUCTOPUYECKON IIEHHOCTH;

- CAC/IaHaHaIn3 IICpeaavyn JOKYMCHTOB apXuUBa
Ha MOCTOAHHOC XPAaHCHUC,

3amanne NeNe33-38




IIK 2.6. O0ecnieunBaTh
COXPaHHOCTh

apXUBH
BbIX [[OKYMCHTOB B
OpraHu3aIu

- CcleNlaHaHAU3  ONTUMAIbHBIX YCIOBUI
XpaHEHUs JOKYMEHTOB;

- CAcIaHaHalIu3 pa3MCIICHUA JOKYMCHTOB B
MECTax XpaHCHUA,

- clIeIIaHaHAIN3 obecrieuenust  (pu3uKo-
XUMHYECKOH COXPAHHOCTH JOKYMEHTORB;

- caenaHaHaiu3 OQOPMIICHUS W 3alOJTHEHHS
KypHaJla PErucTpaluy TEeMIIEpaTypHOro U
BJIQ)KHOCTHOTO PEKHMA;

- aHaJIu3 IIpaBUJI BblAA4YM ACII;

3amanue NoNo39-47




- aHaJIM3 >KypHaJIA BbIJAYU JTOKYMEHTOB
BO BPEMEHHOE I10JIb30BAHUE;

- aHaNM3 OKypHaJla IpueMa JOKYMEHTOB

B apXUB;
- aKTa npueMa-repenadu Jeir;

- clIelaHaHaIn3
TOTNOTpapUUECKOro CIIPaBOYHUKA;

OK 1ITornmats
CYIIHOCTh M COIUAJIBHYIO
3HAYNMOCTD cBoOei
Oynymiei npodeccun,
TIPOSIBIISITH K

Hel

YCTOWUYMBBIN UHTEPEC

- COOTBETCTBUE  NPOPECCHOHATHLHON
NS TEILHOCTH

TpeOOBaHUSAM  KBaTM(UKAITMOHHON
XapaKTePUCTHKH;
- nopTPOIMO  CTYINCHTAa  COACPIKUT
CBUJICTEIICTBA O JIOCTIDKEHHSX B OOJIACTH
Oymymieit npodeccnoHaTBEHOM
JESTCIIBHOCTH: y4acTHe B  KOHKypcax,

OJIUMITHAAX, KOHPEPEHIIUAX U JIP.

3aganus NeNel-47

OK

20pranu3oBbiBa
Tb COOCTBEHHYIO
NEeSITENIbHOCTD, UCXOJIS U3
L[EJIU U CIIOCOOO0B ee

JOCTHKEHUS,
ONPEEIIEHHBIX
PYKOBOJUTEIIEM.

- CBOEBPEMEHHOCTh
BBIMOJIHEHUSI  NIPO(EeCCUOHATILHON

3a/1a4u;

-pallMOHATILHOCTh PACTPEIEICHUS] BPEMEHU
JUISL  JTIOCTHKEHHUS IIeJIe  OmpeeNeHHbIX
PYKOBOJUTEIIEM;

- COOTBETCTBHE MCIOJIb30BAaHHBIX L€ U
CHO0CO0O0B ONPEAEICHHBIX PYKOBOAUTENIEM ;

- apryMEHTHpPOBaHHOCTh BBIOOpa LIETH U
CIoco00B BBIMOJIHEHHS MPO(PECCHOHATBHBIX
3ajad;

- aJIeKBaTHOCTb OLEHKU 3((HEKTUBHOCTU U
KauecTBa BBIOpAHHBIX II€JIEM M CIOCOOOB
BBITTOJTHEHHSI

npodeccuoHalbHBIX  3a7au

OMMPCACIICHHBIX PYKOBOAUTCIIEM

3amanus NeNel-47

OK

3 AHanu3upoBa
Th pabouyIo

CUTYallHIO,
OCYILIECTBIISATh TEKYIIUN U
HUTOTOBBIH

KOHTPOJIb,

OLEHKY U  KOPPEKIIHUIO

- aHaJIM3 BBINOJIHEHHOHN pabOTHI B
COOTBETCTBUU B IIPEABSBISIEMBIMI HOPMaMH

-pa3paboTKa MaMsTKH Ha OCHOBE aHaJIM3a
MOJIOKHUTETBHBIX U OTPULIATEIbHBIX CTOPOH
BBITTOJIHEHHOHN paboThI

Samganus NeNel-47




COOCTBEHHOM
JACATCIIbHOCTH, HECCTHU

OTBCTCTBCHHOCTL 3a

pe3yJIbTaThl CBOCH PabOTHI.

OK 40OcymiecTBasiTh MOUCK

uHpopManuy,
HEo0X0IUMOM I

3¢ exTUBHOTO
BBITTOJTHCHUS
npodeCCHOHATBHBIX 3aj1au.

-COOTBETCTBUE COZAECPKAHUS Pa3pabOTaHHBIX
HOPMATHUBHBIX u

OpraHU3alMOHHO-
MaTepuaoB (mnaHoB,
nporpamMM, JAHAarHOCTUK, AakTOB M Jp.)
npoeccuoHaNbHBIM

METOJHUYCCKUX

IIOCTaBJICHHBIM
3agadam,

- 000CHOBaHHOCTb
pedeparos, MIPOEKTOB
aHanM3a U OIICHKU MH(POpPMaInY;

COACPIKaHU A
pe3yibTaTaMu

- HaIn4uec B CIIMCKax  JIUTEPATYypPbl
pa3pa6OTaHHHX MaTCpruaJIOB COBPECMCHHBIX

HCTOYHHMKOB H ,HeﬁCTBYIOHlHX HHTCPHCT-

3amanus NeNel-47

CCBUIOK

OK - ONEPaTHBHOCTh  B3auMozcicTBUa ¢ | 3amanus NeNel-47
SHUcnonb30Ba | pyKOBOAUTEIEM OpraHu3alnH,
Tb UH(OPMAITMOHHO- paboTtomareiem MOCPEJICTBOM

KOMMYHHKAITUOHHBIC BJ'ICKTI)OHHOI\/JI ImO4YThI, APYrux
TEXHOJIOTUU KOMMYHHKAIIMOHHBIX
BO3MOKHOCT
B e
npodeccnoHaTbHOM Wnrepnera;
JeSITeITbHOCTH.

- HCHOJb30BaHHE PAa3HOOOPA3HBIX CPEICTB
POTPAMMHOTO O0ECIIEYEeHUsI KOMITbIOTEpa
UIsL  pa3paboTKH, 00paboTKH,

IIPE3EHTALNH

poeCCHOHATBHBIX MaTEPHAIIOB




OK 6PaboraTth B KOMaHJe, | -  COOTBETCTBHE TNoBelAeHHs Oyaymero | 3amanus NeNel-47

¢ (heKTUBHO O00IMATHCSA C | CIEUAIUCTA

KOJIJIETaMH, (dbopmam B3aMMOICHCTBHS;

PYKOBOJICTBOM, KJIMEHTAMHU

craTycy;

PYKOBOJCTBOM:

- COOTBETCTBUE TIIOBEeIEHHsS OynyIiero
CIIeLUaICcTa CBOEMY IMPO(ECCHOHAIBHOMY

- 3¢hdexTuBHOCTH OOIIEHUS C KOJUIETaMH,

-CBOEBPEMEHHOCTb

HUSI TPO(ECCUOHATIBHBIX 0053aHHOCTEH;

- OTCYTCTBUE peKJaMallii €O CTOPOHBI
KOJUIET, KJIIMEHTOB, PYKOBOJICTBA

KOMaHJIHbIM

BBIIIOJIHE

IIpuobGperenue B x0/1e 0cBOeHUsI NPOGhecCHOHATBHOI0 MOAYJISI PAKTHYECKOI0 ONbITA

HNmeTh NpakTHYeCKHUl ONBIT

Buabl padoT Ha NPOU3BOACTBEHHOI
NPaKTHKe U TPeOOBaHUs K UX

BBINOJIHEHH 10
JIOKYMEHTHUPOBAHUS u 3ananue NeNel-47
JIOKyMEHTallMOHHON
00paboOTKU JOKYMEHTOB KaHIIEJIAPUI
(apxuBa);
OcBoeHHBIC yMEHUS
[TpoBepsTh NPaBIILHOCTD 3ananne NeNel-8

o(OopMIICHHSI TOKYMEHTOB

CI/ICTeMaTI/ISI/IpOBaTI) H  XPaHUTH

3amanne NeNel7-22, 22-32, 39-47

JIOKYMEHTBI
TEKYILET0 apXuBa
dopmMupoBaTh CTIPaBOYHBIN 3ananne NeNe9-16
arapar,

o0ecrieunBaroImuii ObICTPBIN MTOUCK
JIOKYMEHTOB

OCYU.[CCTBJ'I}ITB OKCIICPTHU3Y HOKYMCHTOB,
TOTOBUTH M TIIEPCAaBaTb JOKYMCHTAJIbHLIC
MaTCpHaJibl B apXUB

3aganus NeNe 33-38




KoHTpoJib 1 011eHKa pe3yJIbTATOB 0CBOEHHS MPOU3BO/ICTBEHHON MPAKTHKHU

OueHka MO MNPOM3BOACTBEHHON NPAKTHKE BBICTaBIsAEeTCS MO 4-X OanbHOW cuCTEME B
COOTBETCTBUU CO CJIECTYIOIIUMU TPeOOBAaHUSIMHU.

OLeHKa «OTJIMYHO» BBICTABIISIETCS, €CJIM BCE 3aJaHUs BBIIIOJIHEHBI BEPHO B COOTBETCTBHHU C
TpeOOBaHUSMHU TPOTPaMMBbl THPAKTUKA MO MPOPECCHOHATLHOMY MOJIYJII0; COBPEMEHHO
IIPEJCTaBICHa  OTYETHas JOKYMEHTaLUs; BO  BpeMs  BBIIOJHEHUS  3aJaHUM
IPOJIEMOHCTPUPOBAHO  BJAJCHHE MNPOTPaMMHBIM  oOecrieuyeHHeM, HH(POPMAIMOHHO-
KOMMYHUKAIIUOHHBIMM TEXHOJOTMSIMHM; BBIPDA)KEHHO CTPEMJIEHME K IPUOOPETEHUIO U
COBEPILECHCTBOBAHUIO TPO(PECCHOHATBHBIX KOMIIETEHIIHIA; MPOAEMOHCTPHUPOBAHO YMEHHE
IUTAHUPOBATh U (PPEKTUBHO OCYIIECTBIIATH YCTAHOBJICHHBIE TPOrPaMMOIl MPAKTUKU BUIBI U
(bOpMBI 1A TEINBHOCTH.

OneHka «XOpOUIO» BBICTABIIAETCS B Cllydae, KOI/Ia CTYACHT BBIIOJHWI BCe TPeOOBaHUS
POrpaMMbI MMPAKTUKHU O MPOPECCHOHATBHOMY MOAYIIIO, COBPEMEHHO IPEICTaBII OTUETHYIO
JOKYMEHTAIMIO, HO NPU 3TOM HEYBEPEHHO OPUEHTHPYETCS B HOPMATUBHO-IpaBOW Oase, HE
IPOSIBUJI CTPEMJIEHHS K COBEPILIEHCTBOBAHUIO 3HAHMI; HE OTJIMYAJICS BbICOKON aKTHBHOCTBIO,
TBOPYECKUM IOJIXOJIOM U CAMOCTOSITEIbHOCTBIO B BBINIOJIHEHUU 33JIaHUI.

OrneHka «yZ0BIETBOPUTEIBHO» BBICTABIISIETCS, €CIM:  CTYJEHT HE IIOJHOCTHIO BBIMOJIHUI
Bce TpeOOBaHUS MPOrpaMMbl MPAKTUKH MO MPOPECCHOHANBHOMY MOJIYJIO, OTUYeTHas

JIOKyMEHTaIus
[IpencraBiena He MOJHOM O0bEME, HEYBEPEHHO OPUEHTUPYETCS B
HOPMaTHUBHO-TIpaBOM 0asze, He TIPOSIBIISIT CTPEeMJICHHS K

dbopMUPOBaHUIO TTPO(HECCHOHATBLHBIX KOMIICTCHIINMA, HE OTIIMYAJICS BBICOKOM
AKTUBHOCTBIO, TBOPUYECKHMM MOJIXOAOM M CaMOCTOSTEJIbHOCTHIO B BBIIIOJIHEHUH 3aJaHUIA.
OueHka  «HEYAOBJIECTBOPUTEIBHO»  CTABUTCS, €CIU CTYJICHT HE OCBOMII
TEOPETHYECKOE COACP/KAHUE MOYJIs, OTYETHAS JIOKYMEHTalllsl HE MpEeJCTaBIICHA,
npodeccuoHanbHbIe KOMIIETEHIIUN C(OPMUPOBAHBI HA HU3KOM YPOBHE, HE 3HAET COJIep:KaHue
HOPMAaTUBHO-TIPABOBOW a3kl JIOKYMEHTAIMOHHOTO O0OECTIeUeHusl  yIpaBleHUs,  IpHU
BBITIOJTHEHHUH 33JJaHUS IOMTYCKAeT rpyObie OIITHOKH.

ITepedyenn pekomeHnayemMbIx y4eOHbIX H31anuii, UHTepHeT-pecypcos,
JAOIOJHUTEIBHON JIUTEePaTyPHhI

OcCHOBHbBIE HCTOYHMKH:

beikoBa T. A. JlokyMeHTallMOHHOE OO€CIeYeHHE YNpPaBICHUS] HEroCyAapCTBEHHBIX
opranm3anuii: YaeoHoe mocooue/ T. A. brikosa, JI. B. Cankuna, 2-¢ u3j., nepepad. u JIom. -
M. : HUIT UH®PA-M, 2020. - 302 c. Pexxum noctyna: https://znanium.com

Z[OHOJIHI/ITCJILHI)IE HCTOYHUKMH:
— O BHecenun wusMeHeHuid B DenepanbHblii 3akoH «OO0 apxuBHOM Jiene B
Poccuiickoit ®eneparun» OeaepanbHblil 3aK0H 0T 26.02.2016 No 43-03.
— OO0 apxuBHoM pnene B Poccuiickoit ®enepanun: DenepanbHblii 3aKOH OT
22.10.2004 r. Ne

125-¢3 // Cobpanue 3akonogarenscrea PO, 25.10.2004. Ne 43. Cr. 4169.


https://znanium.com/

— TocynapcTBeHHass cuctemMa JOKYMEHTAI[MOHHOTO OO€CIeYeHHs] YIpaBICHUS.
Oo6ume nonoxenus. O6mue TpeOOBaHUS K JOKYMEHTaM M CIIy>KO0aM JOKYMEHTAIlHOHHOTO
obecneuenus. M.: BHUNUJIA/L, 1991;

- I'OCT P 7.0. 97-2016. CHUBUJ. OpranuzanmoHHO-paCIOPSAUTEIbHAS

JOKYMEHTaIusl.
TpebGoBanus kK 0POPMICHUIO JTOKYMEHTOB.
— TOCT P 6.30-2003. VYaudumupoBaHHble CHCTeMbl JOKyMeHTamuu. Cucrem
— TOCT 7.65-92. CHUBMUJA. KuHOZOKyMEHTBHI, (OTOZOKYMEHTHI H
JIOKYMEHTBI Ha MuKpodmibMax. OOmme TpeOoBaHUS K apXUBHOMY
xpaneHnuto. ([ara seenenust —01.01.1993 r.);

— I'OCT 7.68-95.CMBUJ]. ®ono- u BHIACONOKYMEHTHL. OOIIne TeXHUYECKHE
TpeboBaHUs K apXHMBHOMY XpaHeHuto (BBenen B netictue ¢ 1 utons 1996 r.);

— TOCT 7.69-95.CUBUJI. AynuoBusyayibHble JOKYMEHTBHl. (OCHOBHBIC

TEPMHUHBI u onpeneneHus (Cpok BBenenus 1 urons 1996 r.);

— T'OCT P 13.1.107-2005 "Pemporpadus. Muxkporpadus. MuxpodhopMbl
apXUBHBIX JOKyMeHTOB. O0mue Texnudeckue ycioBus" (BBeaeHo B aeiicteue ¢ 01.12.2006
r.);

— OcHOBHBIE IpaBWIIa PadOTHI ApXUBOB opranuzanuii. M., 2002,

— IlpaBuna opraHuszaly XpaHEHHs,, KOMIUIEKTOBAaHHUS, y4deTa U HCIIOJIb30BAHUS
nokyMeHToB ApxuBHoro (ouaa Poccuiickoit dexepanuu 1 Ipyrux apXUBHBIX JOKYMEHTOB
B TOCYAApCTBEHHBIX U MYHHULUIAIBHBIX apXuBaxX, My3esiX M OUONMOTEKaxX, OpraHu3alusix
Poccuiickoii akanemuun Hayk (YTBepxkaeHsl [Ipukazom MunucTpa KyabTypbl U MacCOBBIX
koMMyHHKauil Poccuiickoit @enepaunu ot 18 ssHBapsa 2007 rona Ne 19. 3apeructpupoBanbl
B MunucrepctBe roctuiuu Poccuiickoit @enepannu 06.03.2007 r., peructpannoHHbI Ne
9059);

— IlpaBuna opraHus3ali XpaHEHHs,, KOMIUIEKTOBAaHHUS, ydeTa U HCIIOJIb30BAHUS
JOKYMEHTOB apXMBHOTO (poHIa poccuiickoit (penepanyiv 1 ApYyrux apXuBHBIX JOKYMEHTOB B
OpraHax rocy/apCTBEHHON BJIACTH, OpPraHaX MECTHOTO CaMOYIPABIJIEHUS U OPTaHU3ALUAX OT
31 mapra 2015 r. [DnekrponHbIit pecypc]. Pexxum nocryma: — http://thebestsecretary.ru/wp-
content/uploads/Pravila- 2015.pdf.

- IlepeyeHb THUNOBBIX YHpPaBICHUECKUX JOKYMEHTOB, 0Opa3yroluxcsi B
JIEATEeIIbHOCTH OpTraHMu3alMil, ¢ yKazaHueM CpokoB xpaHeHus. M., Pocapxus, BHUNJIA/I,
2010T.

- Kabamos C.}O. [lenonpou3BoACTBO M apXWBHOE [0 B TEPMHHAX H
onpeaenenusx. Cnosapb-cpaBounuk/ C.1O Kabamos, N.I'. Acannusiposa. — Yda: BAI'CY,
2007. —220 c.

- IlepeyeHb THUMOBBIX YNPaABIEHYECKUX APXUBHBIX JOKYMEHTOB, OOpa3yIOIIUXCS B
IIPOLIECCE NEATENBHOCTH ITOCYIapCTBEHHBIX OPraHOB, OPraHOB MECTHOT'O CaMOYIIPAaBJICHUS U
OpraHu3alyi, C yKa3aHUEM CPOKOB UX XpaHEHMs, yTBEpKAEHHBIN [Ipukazom PenepanbHOro
apxuBHOTO0 areHtcTBa oT 20 aexadps 2019 r. Ne 236.

-  Hucrpykuus no npuMeHeHUio IlepeyHs TUMOBBIX YIPaBICHYECKUX APXHBHBIX
JOKYMEHTOB, OOpa3yIolIUuXcsi B TPOLECCEe JEATENbHOCTH TOCYJapCTBEHHBIX OPraHoB,
OpraHOB MECTHOTO CaMOYTIpaBJICHMsS] M OpraHu3allii, ¢ yKa3aHHEM CPOKOB WX XpaHEHHS,
yTBepsKJeHHas puka3oM Pocapxusa ot 20 nexkabps 2019 r. Ne 237.

[TpaBuiia opraHu3aluy XpaHEHUs, KOMIUIEKTOBAHUS, Y4€Ta U HCIIOJIb30BAHUS TOKYMEHTOB
ApxuBHoro ¢onga Poccuiickoit @Penepanud W JAPYrMX AapXHMBHBIX JIOKYyMEHTOB B


http://thebestsecretary.ru/wp-content/uploads/Pravila-
http://thebestsecretary.ru/wp-content/uploads/Pravila-

rOCYyJapCTBEHHbIX M MYyHHMLIMIAIbHBIX apXuUBax, My3eix U OMONIMOTEKax, Hay4HBIX
OpraHM3alusX,yTBepkKAcHHbIE Tpuka3oM Pocapxusa ot 2 mapta 2020 r. Ne 24.
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