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1. MIACHHOPT PABOYEM ITPOT'PAMMBI TIPO®ECCUOHAJIBHOI'O
MOAYJIA IIM.03 Beinosinenue pador nmo npogeccuu 21299
JenonpousBoaunTeib

1.1. ObsacTb npuMeHeHus1 pado4eil MPporpaMMsbl

PabGouass mporpamma mpodeccrmoHansHOTO MOmyNIs (mamee — pabodas
mporpamMma)  SBJSIETCS.  4YacThlO  0Opa30BaTEIbHOW  NPOTPAMMBI  CPEIHETO
npodeccHoHanbHOTO 00pa30BaHUsl — MPOrpaMMbl TMOJATOTOBKH CIHEIUATUCTOB
cpennero 3BeHa (manee IIIICC3) m cocrtaBieHa B COOTBETCTBUM C MPUMEPHOM
nporpamMmmoii npodeccuonanbHoro moayis (IIM.03 "BeimonHenue paboT 10
npodeccun 21299  JlenompousBoautens'') 1o  crnenuanbHoctH - 46.02.01
JIOKyMEHTaIIMOHHOE 00ECTICUCHHE YIIPABICHUS U apXUBOBEICHUE B YACTU OCBOCHHUS
ocHOBHOro Buja jaestenbHoctd (BJ): Beimonnenue pa®oT 1o OAHOW WU
HECKOJIbKUM TpodeccusiM paboumx, AOHKHOCTSAM CIyXKalux (MPUIIOKEHUE K
HacrosimeMy @I'OC  CIIO).; Opraauzanusi apXWBHOM UM CIIPaBOYHO-
uH(OPMAIITMOHHOW  paboThl MO JIOKYMEHTaM opranuzanuu.; OpraHuzanus
JOKYMEHTAI[MOHHOTO ~ OOecrleueHuss  yhpaBieHUss W (QPYHKIIMOHUPOBAHUS
OpraHu3allMU. U COOTBETCTBYIOIMMX MpodeccuonanbHbix komnereHuil (11K):

1.2. lean u 3apa4mn npogeccHOHAIBHOI0 MOAYJIA — TPE0OBAaHUA K pe3yibTaTaM
O0CBOCHHS NPO(eCCHOHATBHOIO0 MOLYJIs

O6yuenne mo aucumiuimHe mnpodeccuonampHoro moxayias MJIK.B.03.01
"Beinonnenue padbot no npodeccun 21299 "JlenonpousBoauTens" Mpeanoaaraer,
YTO M0 €ro pe3yJibTaTaM o0yJaromuicsa Oyner:

3HaTk:

* HOpPMAaTUBHBIE MPABOBbIC AaKThl, [OJOXXEHUS, HWHCTPYKUUHU, Jpyrue
PYKOBOJSIIME MaTepuagbl M JOKYMEHTbl IO BEACHUIO JEJIONPOM3BOACTBA Ha
OPEANPUSATUL;

. OCHOBHBIE  TMOJIOKEHUA  EQMHONM  TOCyZapCTBEHHOM  CHCTEMBI
NEJONPOU3BOCTBA;

* CTPYKTYpY HPEANPUATUS U €r0 MOAPa3AeICHUN;

* CTaHAAPThl YHU(PULIUPOBAHHON CUCTEMBI OPraHU3aLIMOHHOPACTIOPSAUTEIbHON
JOKYMEHTAI1H;

* TOPSAAOK KOHTPOJIA 32 TMPOXOXKIECHUEM CIYXKEOHbIX JIOKYMEHTOB H
MaTepuaos;

* OCHOBBI OPTaHU3alUHU TPYAa;

* PaBHJIA HKCILTYaTALMK BBIYMCIUTEIIBHON U OPITEXHUKHY;

* OCHOBBI 3aKOHOJATEIBCTBA O TPYAE;

* IPaBWJIa BHYTPEHHETO PACIIOPAAKA;

* IPaBWJIa U HOPMBI OXPAHbI TPYIA.



YMers:

* MPUHUMAThb M PErUCTPUPOBATh KOPPECIOHACHIMIO, HANpaBisATh €€ B
CTPYKTYpPHBIE [TOAPA3/IEICHUS;

* B COOTBETCTBUHU C PE3OJIOLUEH PYKOBOAMTENEH NpEeanpUATUs ME€peraBaTh
JOKYMEHTbl Ha HCIIOJIHEHUE, O(OPMIIATE PETUCTPALMOHHBIE KAPTOUKU WIIH
CO3/1aBaTh

0aHK JaHHBIX;

* BECTH KAPTOTEKYy Yy4Ye€Ta NPOXOXKJIEHUA JOKYMEHTAJIBHBIX MaTE€pHalOB.
Ocy1ecTBIATh KOHTPOJIb 32 UX UCIIOJTHEHUEM, BbIIaBaTh HEOOXOIUMBIE CIIPABKH IO
3apEruCTPUPOBAHHBIM JTOKYMEHTAM;

* OTIIPaBJIATH UCIIOJIHEHHYIO JOKYMEHTAIMIO 10 a/IpecaTaM;

* BECTM Y4YeT IIOJIYy4YaeMOHM M  OTHPABISIEMOM  KOPPECHOHIEHLNUH,
CUCTEMATU3UPOBATh U XPAHUTh JOKYMEHTBI TEKYILIEIO apXUBa;

* BECTH paboTy IO CO3JIaHUIO CIPABOYHOIO ammapara IO JIOKyMEHTaM,
o0ecreunBaTh yAOOHBIN U OBICTPBIN UX MOUCK;

* MOJArOTaBIMBATh M ClaBaTh B apXWUB MNPEINPUATHS JOKYMEHTAJIbHbBIE
MaTepualbl, 3aKOHYEHHbIE JIEJIONPOU3BOJICTBOM, PETUCTPALIMOHHYIO KAPTOTEKY WIIH
KOMITbIOTEPHBIE OAHKH JIaHHBIX, COCTABJISITH OITUCH JIET], IEPEAABAEMBIX HA XPAHEHHE
B apXUB;

* 00ecreynBaTh COXPaHHOCTb MPOXOIAIIEH CITy>KeOHON JOKYMEHTAIIH.

1.3. Kosin4ecTBO 4acoB Ha 0CBOeHMeE pado4eil MPorpaMMsbl NpogeccuoHAIBLHOIO0
MOIYJIAl 10 y4eOHOMY IJIAHY:

Bcero - 108 yac.

B Tom uncae:

MaxkcumanbHas yaeObHas Harpy3ka ooyuatomerocs - 108 gac.

Bxurouas:

00s3aTENbHYIO ayJUTOPHYIO yUueOHYI0 HAarpy3Kky obyuaromerocs - 90 yac.;
CaMOCTOSITEIIbHYIO paboTy oOyuaromierocs - 18 yac.

[IpomesxyTouHas arrectauus B popme auddepeHurpoBaHHOrO 3a4eTa

1.4. Ucnoan3oBanue yacoB BapuatuBHoi yactu OII ITIICC3

B muctmmmmae MJIK.B.03.01 "Bremonnenue pa6or mo mpodeccun 21299
" lenonpou3BOaUTENL" MPEIYCMOTPEHO HCIHOJIB30BAHUE BAapUATUBHOM YacTH
Harpy3ku B o0béMe 108 vacos.



2. PE3YJIBTATBI OCBOEHMUS INTPO®ECCUOHAJIBHOT'O MOAYJIA

PesynbraToM ocBOeHHsI NMPOGECCHOHAIBHOTO MOAYJS SIBISIETCS OBJIAJICHHE
oOyuarorumucst BuaoM nedrenbHoctd (B/): Beimonnenue paboT mo ogHoOW win
HECKOJbKUM TpodeccusiMm pabouymux, IOJDKHOCTSAM CHyKalux (IPUIOKEHHE K
Hactosimemy @OI'OC  CIIO).; Opranuzanusi apxXuBHOM U CIPaBOYHO-
nH)OpPMAIMOHHOW paboThl 1O JOKyMEHTaMm opranusanuu.; OpraHu3amnus
JOKYMEHTAIIAOHHOTO  OOeCTedeHHuss  yOpaBieHUS W (QPYHKIIMOHUPOBAHUS
opranm3amuu., B ToMm uucie mnpodeccuoHanbHbiMi (IIK) m o6mumu  (OK)

KOMITETEHIIUSMH:
Kon HaumenoBanue pe3yjbrara 00y4yeHus
AIK 3.1 OdopMIIATh U PETUCTPUPOBATH OPraHU3ALUOHHO-
pacropsauTeNbHbIE JOKYMEHTBI, KOHTPOJIMPOBATh CPOKU UX
VCIIOJIHEHNS,
JIIK 3.2 OO6pabaThIBaTh BXOIAIIUE U UCXOMSIINE TOKYMEHTHI,

CHUCTEMATU3UPOBATh UX, COCTABIIAThH HOMEHKJIATYPY 1€ U
dbopMUpOBATh TOKYMEHTHI B JIEJIa;

AIIK 3.3 CamMocTosTenbHO paboTaTh ¢ JOKYMEHTAMHU, COACPIKAITUIMU
KOH(UIeHIIUANbHYI0 HH(OPMAIKIO, B TOM YHCIIE C JOKYMEHTAMHU
10 JINYHOMY COCTaBY;

AIIK 3.4 CocTaBiATh ONMCH JI€J1, OCYIIECTBIATh MOATOTOBKY J€] K Iepeaye
Ha apXWBHOE XpaHEHHE;

JIIK 3.5 Bectu paboTy B cuctemax 3JIGKTPOHHOTO JOKYMEHTO000pOTA;

HAIIK 3.6 ObecnieunBaTh YYET U COXPAHHOCTh JOKYMEHTOB B apXUBE;

ALK 3.7 Ocy1ecTBisATh MHPOPMAITMOHHYIO padOTy MO TOKYMEHTaM, B TOM

YUCJIIE C UCTIOJIb30BAHUEM OPITEXHUKH, TPOTPAMMHBIX CPEJICTB
y4eTa, XpaHCHUS U IOUCKA,

JIIK 3.8 [IpruHUMATE MEPHI 110 YIOPSAOYEHHUIO COCTABA JOKYMEHTOB U
UH(OPMAITMOHHBIX TTOTOKOB, COKPAIICHUIO UX KOJINYECTBA U
ONTUMM3ALMHU JOKYMEHTOIIOTOKOB;

JIIK 3.9 [ToaroraBnuBath JaHHbIC, HEOOXOIUMBIEC JIJIsl COCTABIICHUS CITPaBOK
Ha OCHOBE CBEJCHUN, UMEIOIIMXCS B JOKYMEHTAX apXuBa.




3. CTPYKTYPA U COAEP KAHUE ITPO®ECCUOHAJBHOI'O MOAYJIA

3.1. TemaTudyecknii mjiaH npoghecCHOHAILHOT0 MOLYJIsA

O0bem BpeMeHH, OTBeICHHbI HA 0CBOEHHE

[MpakTuka, 4

Bcero MekIuCHUIUINHAPHOTO0 Kypca (KypcoB), 4
Koanl JacoB CamocrosTeabHas
HaumenoBanust Oobs13aTesibHASE AYyTUTOPHAS yYeOHast
npodgeccuo- (makcu- padora
pasiesos HArpy3ka o0y4aromerocst
HAJIBHBIX MaJIbHast o0yuyawuerocs
npodeccuoHaIbLHOr0 IIpousBoacTBeHHast
KOMIIe- yueOHast B T.4.
. MOIYJISA B T.4. yueOHas | (mo mpoguJiro
TeHI U HArpy3Ka B T.4. KypcoBast
KypcoBasi CIEeUAJIBHOCTH)
U Npak- BCEro | MpaKTH4yeckKkue pabora BCero 6014
THKH) 3aHATHUSA (mpoekr) P
(mpoekT)
1 2 3 4 S 6 7 8 9 10
Bcero:




3.2. Conep:xxanue 00yuyeHUs MO NPO(PeCcCHOHATBHOMY MOIYJII0

Koasbl
HaumeHnoBaHue pa3jeioB KOMIeTeHIU,
npogeccunoHaIbHOr O ¢opmupoBanuro
Moyt (TTM), Copep:xanue yuedOHOI0 MaTepHaJia, JIJaopaTopHble paGoThl U NPAKTHYECKHe 3aHATHS, OoBem Yposensn KOTOpbIX
caMoCTOsITeJIbHAsI padoTa 00y4aroIIUXCs 4acos OCBOCHHS
MEKIHCIUTITMHAPHBIX CrocoocTByeT
kypcoB (MJK) u Tem 3JIEeMeHT
MPOrpPaMMBbI
1 2 3 4 5
Tema Tema 1.1. [TorsiTHE O Copneprxanue yueOHOTO MaTepHaa; 32
JIEIIOTIPOU3BOICTBE 1) OcHOBHBIE CBEIICHUS U3 MICTOPUH Pa3BUTHA ACIOMPOU3BOICTBA. JTanbl pa3Butus. [Ipukassoe,
KOJIIEIKCKOE, UCIIONHUTEIBHOE IEIOIPON3BOACTBO. [IOHATHE O NEIONPOU3BOACTBE U
JIOKYMEHTHPOBaHHU.
2) OCHOBHBIC IPUHIUTIH OPTAaHU3AINHN ACIONPON3BOACTBA. JJOKyMEHT KaK HOCHTENb MH(POPMAIIHHL.
Buner oKkyMeHTOB.
HopMmaTtuBHO-MeToqMdecKas 0a3a IeI0IpOn3BOCTBA.
[IpakTryeckoe 3aHATHE 4
TI3Ne 1. JIokyMeHT, €ro CBOMCTBA U BUABIL.
Tema Tema 1.2. ConepxaHue yueOHOTo MaTepuaa; 4
Opranuzanus Tpya 1. OGiue TpeboBaHusI K OPraHu3alMy U YCIOBHSM TpYy/a paOOTHHKOB CIIYXKO JOKYMEHTAIHH.
pabOTHUKOB CITyk0 .Kareropuu yupexaenuii mo oobemMy 10KyMeHT0000poTa JJ0JKHOCTHOM M YUCIICHHBIN COCTaB
JOKYMEHTAIUH nepcoHana ciyx6 noxymentanun. .HopMupoBaHue JOKYMEHTAIIMOHHBIX PadoT.
[TpakTHYECKOE 3aHATHE 50
I13Ne 2. Opranuzanus pabodero Mecta U XapakTepUCTUKa YCIOBUH Tpya.
CamocrosiTenpHas paboTa ConepxaHue yaeOHOTO MaTepHuaa; 18
CamocrosTenbHas paboTta 1.M3yueHne HOPMATUBHBIX TOKYMEHTOB.
pu uzydenuu [IM03 2. IlogroroBka cooO1ieHwnii ¢ ucroiab3oBanueMm UT
3. CucreMaTtrueckasi mpopabOTKa KOHCIIEKTOB 3aHSATHH, y4eOHOW U CIICIHAIbHON TEXHUICCKOMH
nuTeparypsl (IOBOMpocaM K naparpadam, riiaBaM yueOHbIX TOCOOHMA, COCTaBICHHBIM
MpernoaBaTeeM).
4.0dopmiieHHE OTYETOB MO MPAKTUUCCKUAM 3aHITUAM.
5.CocTaBieHue II0Cccapusl.
6.CocraBneHne aHAJTUTHIECKOTO GOPMYIIsipa pacoOPSAUTEILHBIX JOKYMEHTOB, OCHOBHBIX
CIPaBOYHO-UH(POPMAITMOHHBIX JOKYMEHTOB.
7.1IpoBenenue aHaIM3a IPABUIBHOCTH 0(OPMIIEHHS PEKBU3UTOB JOKYMEHTOB.
8.Co3ianue npe3eHTaIuu.
Bcero: 54




3.3. ConpoBoxieHHe peaju3alui 00pa3oBaTeJbHON MPOrPaAMMBbI C
NpUMeHEeHUEeM JIEKTPOHHOT0 00y4eHHs M JUCTAHUMOHHBIX 00pa30BaTeIbHBIX
TEeXHOJIOTH I

OcBoeHue MmporpaMMbl MOXKET MPOBOJUTHCA C MPUMEHEHHEM 3JIEKTPOHHOIO
oOy4eHHsI ¥ JIMCTaHIMOHHBIX oOpa3zoBarenbHbIX TexHoJorui (manee — JOT) mpu
HaJIUYAH  OOBCKTUBHBIX  YBAXKHUTEIBHBIX NPUUYMH  W/WIM  OOCTOSITEIIBCTB
HETMPEOTOMMMON  CHIIBI  ((pOpC-MaKOPHBIX OOCTOSITENIBCTB), MPEMATCTBYIOIIHAX
0OyJaronuMcsl W/ WM TIPEToaBaTesiM JIMYHO MPHUCYTCTBOBATH MPH IMPOBEIACHHUH
3aHSATHSL.

B sTom cnyuae poryckaercs MpOBOJUThH 3aHATHE yIAJIEHHO B COOTBETCTBUU C
paclucaHueM, YTBEPKICHHBIM PYKOBOJMTEIIEM CTPYKTYPHOTO MOApPA3[EiICHUs Ha
iatgopma teams, Zoom Mo COTJIACOBAHUIO C PYKOBOJICTBOM.



4. YCJOBUSA PEAJINBALIU ITPOPECCUOHAJIBHOT'O MOAYJIA

4.1. TpeOoBaHMSA K MUHMMAJIbHOMY MAaTePHAIbLHO-TEXHUYECKOMY
o0ecnmeYeHNIo

Jlabopatopuss «MHpOpMAIIMOHHBIX W KOMMYHHUKAI[MOHHBIX TEXHOJOTUIY,
OCHallleHHass B COOTBeTCTBMM ¢ 1. 6.2.1.3 oOpa3oBaTenpHON MPOrpaMMbI IO
cnenuanpHocTd.  Jns  peanmuzanuMyd  TporpaMMbel  OMOMMOTEeuHBId  (HOHA
o0pa3oBaTeNbHON OpraHU3alMKA JODKEH HWMETh IeYaTHBIC W/WIIA DIESKTPOHHBIC
oOpa3oBarenbHble W HWHGOPMALMOHHBIE PECYpChl, JJIS HUCIOJIb30BaHUS B
obpazoBarenpHOM mponecce. Ilpu  dopmupoBanun OubauoreyHoro ¢oHaa
oOpa3oBaTeNnbHON OpraHu3aleil BBHIOMpAETCS HE MEHEe OJHOr0 U3JIaHud U3
NEPEUNCICHHBIX HIDKE TMEYaTHBIX M3JaHUN W (WJIM) SJICKTPOHHBIX H3IaHUM B
KauyeCTBE OCHOBHOTO, IIPH 3TOM CITUCOK, MOKET OBITh TOTIOJTHEH HOBBIMU M3/ITAaHUSIMHU.

4.2. UudopmanuoHHoe odecreueHne 00ydeHust

OcHOBHbBIE HCTOYHUKH:

Ne i/m bubnuorpaduueckoe onucanue

HNuTepHer-pecypcesnl

HNudopmarnmonHo-mpaBoBoe odecrieuenue «I'apant»

Ilepnoanyeckue neyaTHble U3AAHUS
«CekpeTapckoe Jer10»

«CrpaBOYHUK ceKpeTaps U 0(pruC-MEHEKEPA»
«/lenonpon3BoaCTBO U TOKYMEHTOOO0POT
«YTpaBiieHue NEPCOHATIOM»

4.3. O01mme TpeOOBaHUSA K OPraHU3alMU 00Pa30BaTeJbLHOIO Mpolecca

4.4. KaapoBoe o0ecnieueHne 00pa3oBaTebHOIO nmpouecca

Peanuzanms ~ mporpammbl  MPOGECCHOHAIBHOTO  MOAYJIS  JIOJDKHA
o0OecrieunBaThCs MEAArOTHISCKUMHU KaJpaMu, WUMEIOIIMMHU BBICIIee 00Opa3oBaHUE,
COOTBETCTBYyMOLIEe Mpoduiro mnpenogaBaeMoro Moayis. OMNbIT AesTeTbHOCTH B
OpraHM3alysIX  COOTBETCTBYIOIIEH  MpodeccHOHANbHON  cepbl  sBISETCS
o0s13aTeNIbHBIM JUIsl MpernojaBaresiei, OTBEYaloIUX 3a OCBOEHHE OO0Yy4aroLIUMCS



po(hecCHOHANBHOTO LIKKIIA, 3TU MPEoIaBaTeIH TOJKHBI IPOXOAUTH CTAXKHPOBKY B
npo(UIBHBIX OPraHU3alKAX HEe PeXe OJHOTO pasa B 3 roja.



5. KOHTPOJIb U OLIEHKA PE3YJIbTATOB OCBOEHMS }
MPO®ECCUOHAJILHOTO MOAY.JIS (BUJA MPO®PECCUOHAJIBLHOMI
JNESTEJBLHOCTH)

KoHTpons ¥ olEeHKa pe3yiabTaTOB OCBOCHUSI MPOGECCHOHAIBHOTO MOMYJIsS
[IM.03 "Bemmonanenue pabor mno mnpodeccun 21299 JlemonmpousBoautenn"
OCYUIIECTBJISICTCS.  MEJIaroruuyeckuM pabOTHUKOM B  MPOILIECCE  MPOBEACHMUS
ayJIUTOPHBIX 3aHATUNA, YTO IMO3BOJSIET MPOBEPUTH y OOYYAIOIMIUXCS HE TOJIBKO
c(hOpMHUPOBAHHOCTh TPO(PECCHOHATBHBIX KOMIIETCHIIMM, HO M Pa3BUTHE OOIIUX
KOMITETCHIINA U 00€CTICUNBAIOIITNX UX YMECHHM.

®opMbl W METOALI KOHTPOJS U  OIEHKH Pe3yJbTaToB  OOydYeHUSs
periiaMeHTUPOBaHbl COOTBETCTBYIOIIMM DoHnoM oueHouHblx cpeactB (POC) mo
npodeccuonambHoMy Moayio I1M.03 "Beimonanenue padot nmo npodeccun 21299
JenonpousBoauTesnp.



