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1. MIACHHOPT PABOYEM ITPOT'PAMMBI TIPO®ECCUOHAJIBHOI'O
MOAYJIA IIM.01 KagpoBoe 1ejionpou3BOACTBO U APXUBBI IOKYMEHTOB 110
JIMYHOMY COCTaBY

1.1. ObsacTb npuMeHeHus1 pado4eil MPporpaMMsbl

PabGouass mporpamma mpodeccrmoHansHOTO MOmyNIs (mamee — pabodas
mporpamMma)  SBJSIETCS.  4YacThlO  OOpa30BaTEIbHOW  MPOTPAMMBI  CPEIHETO
npodeccHoHanbHOTO 00pa30BaHUsl — MPOrpaMMbl TMOJATOTOBKH CIHEIUATUCTOB
cpennero 3BeHa (manee IIIICC3) m cocrtaBieHa B COOTBETCTBUM C MPUMEPHOM
nporpaMmmoit mpodeccuonanbHoro Mmoayis (ITM.01 "KaapoBoe nenonpon3BoicTBO U
apXvBbl JOKYMEHTOB IO JUYHOMY COCTaBy') 1o crnenuanbHoctd 46.02.01
JIoKkyMeHTaIMOHHOE 00ecTIeueHre YIPABJICHHS M ApXUBOBEJCHUE B YACTH OCBOCHUS
ocHOBHOro Buja jaestenbHoctd (BJ): Beimonnenue pa®oT 1o OAHOW WU
HECKOJIbKUM TpodeccusiM paboumx, AOHKHOCTSAM CIyXKalux (MPUIIOKEHUE K
Hactosimemy @OI'OC  CIIO).; Opranuzanus apxXuBHOW U CIPABOYHO-
uH(OPMAIITMOHHOW  paboThl MO JIOKYMEHTaM opranuzanuu.; OpraHuzanus
JOKYMEHTAI[MOHHOTO ~ OOecrleueHuss  yhpaBieHUss W (QPYHKIIMOHUPOBAHUS
OpraHu3allMU. U COOTBETCTBYIOIMMX MpodeccuonanbHbix komnereHuil (11K):

I[IK 1.7 CamocrtoarenbHo  paboTtaTh € JOKYMEHTAMH,  COJEpKalluMHU
KOH(PUIECHIUAIBHYIO MH(POPMAIMIO, B TOM YHCIE C JOKYMEHTaMHu MO
JUYHOMY COCTaBY.

I[IK 1.8 OcymectBisate TenaehoHHOE OOCITyXKHUBaHHUE, NMPUHUMATh U TIEpPENaBaTh
(akchl.

I[IK 1.9 OcymecTBasTh NOATOTOBKY JI€JI K IIEpEAaUe Ha apXUBHOE XPAHEHHE.

1.2. lean u 3apaumn npogeccHOHAIBHOI0 MOAYJIA — TPE0OBAaHUA K pe3yibTaTaM
O0CBOCHMS NPO(eCCHOHATIBHOIO0 MOLYJIs

C 1enpio OBJIAJICHUS YKA3aHHBIM BHJIOM JCSATCIEHOCTH U COOTBETCTBYIOIIMHU
Npo(heCCUOHATLHBIMA ~ KOMICTCHIIMSIMHA ~ OOyYaIOIUHCS B XOJe  OCBOCHHSI
po(ecCHOHaTBFHOTO MOTYJISI TOJKEH:

3HaTh:

- TpeOOBaHHMS K OpraHW3alMd  KaJpoBOTO  JCIONPOM3BOACTBA U
JOKYMEHTHPOBAHUIO TPYAOBBIX OTHOIICHUH, XPAHCHHUIO JOKYMEHTOB IO JIMYHOMY
COCTaBY;

- TIpaBWJIa CUCTEMATH3AIMH U XpPaHEHUS JIOKYMEHTOB I10 JINYHOMY COCTaBY;

- IOPSJIOK JIOCTYTIA K JOKYMEHTaM 110 JITYHOMY COCTaBY B apXUBE OpraHU3aIiH,
B TOCYJIaPCTBEHHOM, MYHHUITUTIAJIBHOM apXUBE

Ymers:

- pa3pabarbiBaTh JIOKAJIbHBIC HOPMATHUBHBIC aKThI IO BEICHHUIO KaJpPOBOIO
JICIIOTIPOM3BO/ICTBA;



- OpPraHU30BbIBATb TCKYIICC XPAHCHUC NOKYMCHTOB 110 JINYHOMY COCTABY U HUX
IMOATOTOBKY JJIA ICPCAavu Ha apXUBHOC XpPaHCHHC.

1.3. Kosin4ecTBO 4acOB Ha OCBOeHHE Padoyeil mporpamMmMbl NpogeccunoHaIbLHOI0
MO/LYJISl 10 y4eOHOMY ILIaHY:

Bcero - 72 gac.
B TtoMm uucie:

MaxkcumanbHas yueOHasi Harpy3Kka oOyuatoierocst - 72 gac.
Bxarouast:

00s13aTENPHYIO ayJUTOPHYIO yUeOHYIO HArpy3Ky oOydaromierocs - 54 4ac.;
CaMOCTOATEIIbHYI0 paboTy oOyuaromerocs - 18 gac.
[IpomexxyTouHas artecTanus B GopMe SK3aMeHa

1.4. Ucnosib3oBanne yacos BapuatuBHoii yactu OII IIIICC3

B mucuummmue MJIK.B.01.04 "KanpoBoe nenonpou3BOACTBO U apXUBBI IO
JMYHOMY COCTaBy' INPEITyCMOTPEHO MCIOJIb30BAHNE BAPUATUBHOW YaCTH HATPY3KHU B
00bEMeE 72 yacos.



2. PE3YJIBTATBI OCBOEHMUS INTPO®ECCUOHAJIBHOT'O MOAYJIA

Pe3ynbraToM ocCBO€HHSI NMPOPECCHOHAIBHOIO MOAYJS SIBISIETCS OBJAJICHHE
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
K 1.7 CaMoCTOsATENBHO pabOTaTh C JOKYMEHTAMH, COJICPKALTIMH

KOH(HICHIIHATIbHYIO HH(OPMAIMIO, B TOM YHCIIE C JOKYMEHTAMHU
110 JUYHOMY COCTaBY.;

I[IK 1.8 OcymecTBiATh TenehOHHOE 00CITYKUBaHNUE, TPUHUMATh U
nepenaBaTh (PaKchl.;

IIK 1.9 OcCy1ecTBISATh MOATOTOBKY JIEJ K IIepeaadye Ha apXUBHOE XpaHEHUE.




3. CTPYKTYPA U COAEP KAHUE TPOPECCUOHAJIBHOI'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- (makcn- padora
pasiesos HArpy3ka o0y4aruierocs
HAJbHBIX MaJibHasi o0yuarouerocst
npodeccuoHaIbLHOr0 IIpousBoacTBeHHast
KOMIIe- yueOHast B T.4.
. MOIYJISA B T.4. yueOHas | (mo mpoguJiro
TeHUMi HArpy3ka B T.4. KypcoBasi
KypcoBasi CIEeUAJIBHOCTH)
U MpaK- BCEro | MpaKTH4yeckKkue paGora BCEro paGora
THKH) 3aHATHSA (mpoekr) (upoexT)
1 2 3 4 5 6 7 8 9 10

[IK 1.7; TIK Pasznen 1 12 9 6 3
1.8; [IK 1.9
[IK 1.7; TIK Pasnen 2 12 9 6 3
1.8; [IK 1.9
[IK 1.7; TIK Pasznen 3 12 9 6 3
1.8; [IK 1.9
IIK 1.7; TIK Pasnen 4 12 9 6 3
1.8; [IK 1.9
IIK 1.7; TIK Paznen 5 12 9 6 3
1.8; [IK 1.9
K 1.7; IIK | Pa3gen 6 12 9 6 3
1.8; TIK 1.9

Bcero: 72 54 36 18




3.2. Coaep:xanue 00yueHusi 1o NpodheccHOHAILHOMY MOIYJII0



3.3. ConpoBoxieHHe peaju3alui 00pa3oBaTeJbHON MPOrPaAMMBbI C
NpUMeHEeHUEeM JIEKTPOHHOT0 00y4eHHsI M JUCTAHIMOHHBIX 00pa30BaTeIbHbIX
TEeXHOJIOTH I

OcBoeHue MmporpaMMbl MOXKET MPOBOJIUTHCA C MPUMEHEHUEM 3JIEKTPOHHOIO
oOy4eHHsI ¥ JIMCTaHIMOHHBIX oOpa3zoBarenbHbIX TexHoJorui (manee — JOT) mpu
HaJIUYAH  OOBCKTUBHBIX  YBAXKHUTEIBHBIX NPUUYMH  W/WIM  OOCTOSITEIIBCTB
HETMPEOIOMMMON  CHITBI  (POpC-MaXKOPHBIX  OOCTOSITENIBCTB), MPEMATCTBYIOIIAX
0OyJaronuMcsl W/ WJIM TIPEToaBaTesiM JIMYHO TMPHUCYTCTBOBATh MPH IMPOBEIACHHUH
3aHSATHSL.

B sTom cnyuae poryckaercs MpOBOJUThH 3aHATHE yIAJIEHHO B COOTBETCTBUU C
pacnucaHueM, YTBEP)KICHHBIM PYKOBOAMTENIEM CTPYKTYPHOIO MOJpa3JeieHus] Ha
wiargopMmax: teams, zoom



4. YCJOBUSA PEAJINBALIU ITPOPECCUOHAJIBHOT'O MOAYJIA

4.1. TpedboBaHUSA K MUHMMAJIBbHOMY MaTEePHAJIbHO-TEXHUYECKOMY
o0ecrne4eHn 1o

[Tpodeccronanphbiii Moaysas [IM.01 "KagpoBoe AeIONPOU3BOACTBO U aPXUBBI
JOKYMEHTOB IO JIMYHOMY COCTaBy" peanu3yercsi B ayJIUTOPHUAX, HMEIOIIUX
KOMIIBIOTEP, MAPKEPHYIO JOCKY U TPOCKTOP

4.2. UudopmanuonHoe odecnevyenne 00yueHust

OCHOBHBIE HCTOYHUKH

Ne /i bubnmorpaduueckoe onucanue

1 O. 1O. [TaBnoBckas IIpaBoBoe obecnieueHre KaapoBOro eaonpousBoictea FOpaitt
2023

2 Abynanze /1. I'., Bemmpsokkuna U. b., Macnosa B. M. JlokyMeHTalimoHHOE
obecriedeHne ynpasieHus nepconanoM FOpait 2023

HNuTepHeT-pecypcesl

DJIEKTPOHHBIN apXUB KaJPOBBIX JOKyMEHTOB https://www.directum.ru/blog-
post/arkhiv_kadrovykh_dokumentov

DIEKTPOHHBIN apXHUB KaJIpOBbIX TOKyMeHTOB (CO/I)
https://docsvision.com/products/archive/

4.3. O0mme TpeOOBaHUSA K OPraHU3aNMU 00Pa30BaTeJbLHOIO Mpolecca

4.4. KaagpoBoe o0ecnieueHne 00pa3oBaTebHOIO nmpouecca

Peanuzanus IPOrpamMMBbl 1po(heCCUOHATIBHOTO MOIyJI1  JIOJKHA
o0OecnieunBaThbCsl MEAArOTMYECKUMHU KaJpaMu, MMEIOIIKMMHU BhICIIEE 0Opa3oBaHuE,
COOTBETCTBYIOIIEE NPOQUII0 MpernoaaBaeMoro Moayis. OnbIT AEsTeNTbHOCTH B
OpraHM3alusIX  COOTBETCTBYIOIIEH  MpodeccHoHalbHON  cepbl  sBIsETCS
o0s13aTeNpHBIM 711 IIpenojaBaTesiel, OTBEUYAIOLIUX 3a OCBOCHHE OO0YyYaroIIMMCS
npo(ecCUOHaTBHOTO IUKJIIA, 3T MPENOo1aBaTeNu JOHKHBI IPOXOIUTh CTAKUPOBKY B
npOo(HUIBHBIX OpraHU3alUsAX HE Pexe OJTHOTO pa3a B 3 roja.



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

KoHTponmb u oIleHKa pe3yibTaTOB OCBOCHHS MPO(HECCHOHATBHOTO MOYJIS
IIM.01 "KagpoBoe nesonpou3BOICTBO U APXUBBI JIOKYMEHTOB MO JUYHOMY COCTaBY"
OCYUIIECTBJISICTCS.  MEJIaroruuyeckuM pabOTHUKOM B  MPOILIECCE  MPOBEACHMUS
ayJIUTOPHBIX 3aHATUN, YTO IMO3BOJSIET MPOBEPUTH y OOYYAIOIIUXCS HE TOJBKO
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 PoHI0M oneHouHbIX cpeacts (POC) nmo
npodeccuonampaoMy Moxayio IIM.01 "KampoBoe Aenonpou3BOACTBO U apXHBbI
JOKYMEHTOB MO JINYHOMY COCTaBy'.



