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1. OBIIASI XAPAKTEPUCTUKA PABOYEH ITPOI'PAMMBbBI
HPOPECCHUOHAJIBHOI'O MOAYJIA IIM. Ilpon3BoacTBeHHAs] IPAKTHKA
(npeaaunIOMHAast)

1.1. Heas u niiaHupyeMble pe3yabTaThbl 0CBOeHHS NMPO¢ecCHOHATBHOIO
MOLYJIsl

PabGouass mporpamma mpodeccruoHampHOTO MOIyNIsS (mamee — pabodas
nporpamMma)  SIBIISIETCS  4acThl0  0Opa3oBaTeNbHONW  MPOTPAaMMBI  CPEIHETO
po(heCCHOHATBFHOTO O00pa30BaHUsI — TPOTPAMMBI TOATOTOBKH CIEIHAIMCTOB
cpemHero 3BeHa U paszpabortana B coorBercTBUU ¢ ®I'OC CIIO mo crienuaibHOCTH
46.02.01 JloxymeHTalMOHHOE OOECTeueHrne YIpPaBJICHUA U AapXHBOBEJICHUE,
npoeCCHOHAILHBIMU ~ CTaHJApPTAMH M C YYETOM OIICHOYHBIX MAaTEepHAJIOB
Bopuackuiic no KommneTreHuuu .

B pesynbrate nzydeHus npodeccHoHaTIbHOTO MOAYJISI O0YYarOIIUNCS TOJKECH

OCBOWTH OCHOBHOM BHJ JI€ATEIBHOCTH «» M COOTBETCTBYIOUIUME OOIIUE W
npodeccruoHanbHble KOMIETEHIIMU, TPYyJAoBble GyHKUMU U pazaensl WSSS mo
KOMIIETEHIIUH

1.1.1. IlepedyeHn 0OMMUX KOMIETEHIIUM

Kona HaumeHoBaHue 001MX KOMIIETEH NI
OK 01. Bre16upats cnocoObl peieHus 3aaa4d npodeccuoHanbHoi
JESTeTbHOCTH MPUMEHUTEIFHO K PAa3JIMYHBIM KOHTEKCTaM
OK 02. Hcnonb30BaTh COBPEMEHHBIE CPEICTBA MOUCKA, aHAIN3a U

uHTepnpeTanuu nHpopmauu 1 "HGOPMAIIMOHHBIE TEXHOJIOTHH IS
BBITIOJIHEHUS 3324 MTPOPECCHOHAIBHON JACSITEIHHOCTH

OK 03. [TmanupoBath 1 peann30BbIBaTH COOCTBEHHOE MPOQPECCHOHAIIBHOE U
JUYHOCTHOE Pa3BUTHE, IPEANTPUHUMATEILCKYIO IEATCILHOCTD B
npodeccuoHabHOU cepe, UCTI0JIb30BATh 3HAHUS 110 (PUHAHCOBOM
I'PaMOTHOCTH B Pa3JIMYHBIX KU3HCHHBIX CUTYAITASIX

OK 04. D¢ (DeKTUBHO B3aMMOICHCTBOBATH U pabOTaTh B KOJJICKTUBE U
KOMaH/1e
OK 05. OCyIIEeCTBIIATh YCTHYIO M TUCBMEHHYI0 KOMMYHUKAIIUIO Ha

rocy1apCTBEHHOM sA3bIke Poccuiickont denepannu ¢ yueToM
0COOCHHOCTEH COIMAIbHOTO M KYJIbTYPHOTO KOHTEKCTa

OK 06. [IposABAATH rPa’kIAHCKO-MIATPUOTUYECKYIO MO3ULIUIO,
JEMOHCTPUPOBATH OCO3HAHHOE MOBE/IEHNE HA OCHOBE TPAAUIIMOHHBIX
OO0ILIIEYeIOBEYECKUX [IEHHOCTEH, B TOM YHCIIE C YYETOM
rapMOHHU3AIMN MEKHAIIMOHAJIBHBIX U MEKPEIUTHO3HBIX OTHOIIECHUH,
MPUMEHSITh CTAHJAPThl AHTUKOPPYIIIMOHHOTO TTOBEJICHUS

OK 07. ConelicTBOBaTh COXPAHEHUIO OKPYKAOUIEN CPEBI,
pecypcocOepeKeHUI0, MPUMEHATh 3HaHUsI 00 U3MEHEHUU KIIUMaTa,
TMPUHITUIIBI OEPEKITMBOTO MTPOU3BOACTBA, d(PPEKTUBHO IEHCTBOBATH B
YPE3BBIUYANHBIX CUTYAIUSIX




Kon HaumeHoBaHue 00IIMX KOMIIETEeHIINI
OK 08. Hcnonp30Bath cpeacTBa GU3NIECKON KyIbTYPHI AJI COXPAHEHUS U
YKpEeIUICHUS 3J0POBBs B Ipoliecce MPodecCuoHANbHOM 1eATeTbHOCTH
U TIOJ/Iep KaHus HEOOXOIMMOTO YPOBHSA (PU3HUECKOM
MOJITOTOBJICHHOCTH
OK 09. [Tonb3oBaThCs MPOPECCUOHATBHON JOKYMEHTAIMEH Ha

rocygapCTBCHHOM UM MHOCTPAHHOM S3bIKAaX

1.1.2. ITepedyens npodeccuoHaATBHBIX KOMITETSHITUN

Kon

HaumeHoBaHue BUIOB JAeSITEJIbHOCTH U PO(PecCHOHATBHBIX
KOMIIEeTeHII NI

BJ 1

OCYIIECTBJICHUE OPraHN3aAlIMOHHOT0 H JOKYMCHTAIIHOHHOI'O
oOecreuyeHus ACATCIBHOCTH OPIraHu3annuu,;

IIK 1.1.

OcymiecTBIsATh MpUeM-TIepeaady ypaBieHIeCKOW HH(POPMAITUH C
MTOMOIIIBIO CPEJICTB HH(OPMAIIMOHHBIX 1 KOMMYHHKAITMOHHBIX
TEXHOJIOTUN

IIK 1.2.

KoopnuaupoBaThk paboTy NpUEMHON pyKOBOJIUTENS, 30H MIpUEMa
PAa3JIUYHBIX KATETOPHUI MOCETUTENIEN OpraHu3alun

IIK 1.3.

BnaneTs HaBbIKaMH IIJITAaHUPOBAHUS pabOYero BpEMEHU PyKOBOAUTEIS
U CEKpeTaps

[IK 1.4.

OCYHIGCTBJUITB IMOATOTOBKY ACJIOBBIX ITIOC3JO0K PYKOBOJAUTCILI U
APYIrux COTPYAHHUKOB OPIraHU3alluN

[IK 1.5.

Bnanets cnocobamu opranuzanuu paboyero mpocTpaHcTBa
MPUEMHON 1 KaOMHETa PYKOBOJAUTEIS

IIK 1.6.

OcyuiecTBiATh pabOTy IO MOATOTOBKE U IPOBEACHUIO
KOH(pEpEeHTHBIX MEPONPUATHIA, 0OecieunBaTh HHPOPMALIMOHHOE
B3aMMOJIEUCTBHE PYKOBOAUTEIA C MOAPA3ICTECHUSIMHU U
JOJKHOCTHBIMH JIMIIAMU OpTaHU3al|H

[IK 1.7.

OdopmiiATh OpraHU3aMOHHO-PACTIOPAIUTEIbHBIE TOKYMEHTHI U
OpraHu30BbIBaTh PabOTy C HUMH, B TOM YHCIIE€ C UCIIOJIb30BAHUEM
aBTOMATU3UPOBAHHBIX CUCTEM

[IK 1.8.

O(I)OpMJ'IHTI) AOKYMCHTHI 110 TIMYHOMY COCTAaBy N OPI'aHU30BbLIBATH
pa60Ty C HUMH, B TOM 4YHCJIC C UCIIOJIb30BaHHNECM
ABTOMATHU3HUPOBAHHBIX CHUCTCM

[IK 1.9.

OpraHu3oBbIBaTh TEKYIIEE XPAHEHHUE IOKYMEHTOB, 00pabOTKy el
JUTSL OTIEPATUBHOTO M apXUBHOTO XpaHEHUS, B TOM YHCJIE C
MCTIOJIb30BAHNEM aBTOMATHU3UPOBAHHBIX CUCTEM

[IK 2.1.

OcymiecTBIsATh KOMIIJIEKTOBAaHUE apXUBHBIMU JIeJIaMU
(IOKyMEHTaMM) apXuBa OpraHu3aIuu

[IK 2.2.

BecTu ydet apxuBHBIX A€ (IOKYMEHTOB), B TOM YHCIIE C
VCIOJIb30BAHUEM aBTOMATU3UPOBAHHBIX CHCTEM

[IK 2.3.

Ocy1iecTBIsATh XpaHEHHE APXUBHBIX 1€ (JIOKYMEHTOB) C
MOCTOSIHHBIM CPOKOM XPAaHEHUS U M0 JUYHOMY COCTaBY B apXUBE
OpraHu3aluu

I1K 2.4.

OCYHIGCTBJ'IHTB XPaHCHUC, KOMIIJICKTOBAHHC, YUYCT U UCIIOJIb30OBAHUC




Kon

HaumeHoBaHHMe BUIOB JAeSITEJIbHOCTH U PO(PecCHOHATBHBIX
KOMIIeTeHII N

Jen (TOKyMEHTOB) BPEMEHHOI'O XPAHEHUS

[IK 2.5.

Ocy11ecTBIATh UCTIOIB30BAHUE APXUBHBIX €N (JOKYMEHTOB), B TOM
YHCJIE€ C UCTIOJIb30BAHUEM aBTOMATU3UPOBAHHBIX CUCTEM

B/ 2

OpPraHu3anus ApXUBHOW PadoOThHI M0 JOKYMEHTAM OPraHu3aIuil
pa3au4YHbIX (OPM COOCTBEHHOCTH.

I[IK 1.1.

Ocy1iecTBIATh pUEM-TIepeiauy yIpaBleHIeCKOH HHPOPMAIIUH C
MOMOIIBIO CPEJCTB HHPOPMAIIMOHHBIX M KOMMYHUKAIIMOHHBIX
TEXHOJIOTUI

IIK 1.2.

KoopanaupoBaTh pab0OTy NPUEMHON pyKOBOJIUTENS, 30H IIpUEMa
Pa3JIMYHBIX KaTETOPU MOCETUTENICN OpraHn3aIuu

[IK 1.3.

BnaneTs HaBbIKaMM IJITAHUPOBAHUS pad0Yero BPEMEHU PYKOBOIUTEIS
U CEeKpeTapsi

[IK 1.4.

OCYHIGCTBJUITB IMOATOTOBKY ACJIOBLIX ITIOC3A0K PYKOBOJIUTCIIA U
APYIrux COTPYAHHUKOB OPpIraHU3alluN

IIK 1.5.

Bnanets cnocobamu opranuzanuy paboyero mpocTpaHCTBa
IPUEMHOUN 1 KaOWHETa PyKOBOIUTEIS

IIK 1.6.

OcyuiecTBiATh pabOTy IO MOATOTOBKE U IIPOBEAEHUIO
KOH()EpEHTHBIX MEPONPUATHIA, 00eCTIeunBaTh HHPOPMALIUOHHOE
B3aMMOJICUCTBUE PYKOBOAUTEIIS C MTOAPA3ICICHUSIMHA U
JOJDKHOCTHBIMHM JIMIIAMU OpTraHU3alMH

IIK 1.7.

OdopmiiATh OPraHU3aIMOHHO-PACTIOPATUTEIBHBIE TOKYMEHTHI U
OpraHU30BbIBATh PabOTy C HUMH, B TOM YHUCJIE C UCIIOIH30BaHUEM
ABTOMATHU3UPOBAHHBIX CUCTEM

[IK 1.8.

O(l)OpMJ'DITI:: JAOKYMCHTEI 110 IMYHOMY COCTAaBYy U OPraHU30BbLIBATH
pa60Ty C HUMH, B TOM 4YHCJIC C UCIIOJIb30BaHHUECM
ABTOMATU3WPOBAHHBIX CUCTEM

[IK 1.9.

OpraHu3oBbIBaTh TEKYILIEE XPAHEHHUE IOKYMEHTOB, 00pabOTKy Ael
JUTSL OTIEPATUBHOTO M aPXHUBHOTO XPaHEHMsI, B TOM YHUCIIE C
MCIOJIb30BAaHUEM aBTOMATU3UPOBAHHBIX CUCTEM

[IK 2.1.

Ocy1iecTBIsATh KOMIUIEKTOBAHUE aPXUBHBIMU JI€JIaMU
(IOKyMEHTaMHM) apXuBa OpraHu3aIuu

[IK 2.2.

BecTu ydet apxuBHBIX A€ (JIOKYMEHTOB), B TOM YHCIIE C
MCIMOJIb30BAaHUEM aBTOMATU3UPOBAHHBIX CHCTEM

[IK 2.3.

OcCy1IecTBIATh XpaHEHUE apXUBHBIX JI€] (IOKYMEHTOB) C
MTOCTOSTHHBIM CPOKOM XPAaHEHUS U 110 JUYHOMY COCTaBY B ApXUBE
OpraHu3aluu

[IK 2.4.

OcyiecTBISATh XpaHEHHE, KOMIIJIEKTOBaHUE, YUET U UCIOJIb30BAaHUE
7€ (IOKYMEHTOB) BPEMEHHOT'O XPaHEHHSI

[IK 2.5.

Ocy1iecTBIsATh UCI0JIb30BAHUE APXUBHBIX JI€] (IOKYMEHTOB), B TOM
YHUCJIE C UCTIOIb30BAaHUEM aBTOMATU3UPOBAHHBIX CUCTEM

1.1.3. Ilepedyens Tpy10BbIX HYHKIMH




Kon

HaumenoBanue npogecCHOHAIbHBIX CTAHAAPTOB,
0000111eHHBIX TPYAOBbIX (PYHKIMI M TPYAOBBIX PYHKIUIH

07.002

CrnenuajucTt no OPraHu3aluOHHOMY U JOKYMEHTAUMOHHOMY
o0ecrneyeHNI0 YIPABJICHUS OPraHu3anmei

OT® A. OpranuzanmoHHoe o0ecreueHue AeATeIbHOCTH OpraHu3aluu

Td A/01.3. | IIpuem u pacupeaenenue TeneGOHHBIX 3BOHKOB OPraHU3aliN
Td A/02.3. | Oprarm3anus paboThI ¢ TOCETUTEIISIMHA OpTraHU3aIuN
Td A/03.3. | BeimoaHeHHnE KOOPIUHUPYIOMUX U 00SCTICUNBAOIINX (DYHKITHIA

OT® B. JlokyMeHTallHOHHOE 00ECIIEYEHHUE IEATEIbHOCTH OpraHu3aluu

Td B/01.5. | Opranuzamnus paboThI ¢ JOKYMCHTaMH
Td B/02.5. | Opranuzanus TEKyIIEro XpaHeHUs JOKYMCHTOB
Td B/03.5. | Opranuzanus 00pabOTKH ACI IS MOCISAYIONET0 XPaHCHHSI

OT® C. Opranu3aioHHOE, JOKYMEHTAIIMOHHOE U HHPOPMALIMOHHOE
o0ecreyeHue AesITeNIbHOCTH PYKOBOJIUTENS] OpraHUu3aluu

Td C/01.6. | OkazaHue MOMOIIH PYKOBOIUTEIIO B INITAHKPOBAHUN Pab0OYETo
BpEMEHU

Td C/02.6. | [nanupoBaHue paboyero JHS ceKpeTaps

Td C/03.6. | Opranuzanus TeaeOHHBIX IIEPETOBOPOB PYKOBOIUTEISA

Td C/04.6. | Opranuzanys KOMaHAHUPOBOK PYKOBOIUTEIIS

Td C/05.6. | Opranuzanus pabOTHI C IOCETUTEIIIMA B IPHEMHOMN
PYKOBOJUTEIS

T®d C/06.6. Opranu3zarus MoAroTOBKH, IIPOBEACHUS U 0OCTY)KUBAHUS
KOH()EPEHTHBIX MEPOTIPUATUIN

Td C/07.6. | Opranu3aius UCTIOJTHEHUS PEIICHUH, OCYIIIECTBICHUE KOHTPOJIS
UCTIOJIHCHHUSI TIOPYUYEHUN PYKOBOIUTEIS

Td C/08.6. | Opranuzanus v nojaepxxaHue GyHKIMOHAIBHOTO pabodyero
MPOCTPAHCTBA MPUEMHOMN 1 KaOWHETa PyKOBOIUTEISI

Td C/09.6. | Pa3zpaboTka JOKaIbHBIX HOPMATHBHBIX aKTOB,
pErIaMEHTHPYIOINX paboTy ceKpeTaps

Td C/10.6. | CocraBnenue u oopMIICHHE YIPABICHUECKOW JOKYMEHTAIIUH

Td C/11.6. | Opranuzanus paboThl C JOKyMEHTAMH B TPHUEMHOM
PYKOBOJIUTEIIS

Td C/12.6. | Opranuzanus XpaHeHHs JOKYMCHTOB B PUEMHOI
PYKOBOIUTES

Td C/13.6. | OGecnieuenue pyKkoBoauTes nHGopManuei

Td C/14.6. | Opranuzanus HHPOPMALMOHHOTO B3aMMOICHCTBUS

PYKOBOAUTENS C MOAPA3ACTCHUSIMH U JOJDKHOCTHBIMHU JIMIIAMHU
OpraHu3aIUn

OT® D. UadopmManimoHHO-aHATUTUYECKAS] K OPTaHU3AIMOHHO-
aJIMUHUCTPATUBHAS NOAAEPKKA NESTEIbHOCTH PYKOBOJUTENS OPraHU3alUN

Td D/01.6. | dopmupoBanre HHPOPMALIMOHHOTO B3aMMOIACHCTBUS
PYKOBOJIMTEIS C OPTaHU3aAlUSIMHA

Td D/02.6. | Ananu3 nHdopManuy U MOArOTOBKA HHPOPMAIIHOHHO-
AHAUTUTHICCKUX MAaTEPHUAJIOB

T® D/03.6. Opranu3zaius JeJ0BbIX KOHTAKTOB U MPOTOKOIbHBIX




HaumenoBanue npogecCHOHAIbHBIX CTAHAAPTOB,

Kox . .
000011IeHHBIX TPYIOBbIX (PYHKIMI M TPYAOBBIX (PYHKIIUIA
MEPOIPUATHN
Td D/04.6. | Opranu3anus HCIIOJHEHUS PEIICHUN PYKOBOIUTEIIS
Td 01.6. dopmupoBaHue HHPOPMAITMOHHOTO B3aUMOCHCTBHS
Td 04.6. Opranu3zaiiusi UCTIOJHEHUN PElICHU PYKOBOIUTENS
07.004 CrenuagmucT no ynpaBjieHHI0 JOKYMEHTAMHU OPraHu3aluu
OT® A. JlokymeHTallMOHHOE 0OeCcieYeHHEe YIIpaBIeHUs! OpraHu3anuen
Td A/04.6. | [IpoekTupoBaHue, BHEAPCHUE U PA3BUTUE CUCTEMBI
AJIEKTPOHHOTO JOKYMEHTO00O0pOTa
07.004 CrenuaancT no ynpaBjieHHI0 JOKyYMeHTalUel opraHu3anumn

OTD A. JlokymeHTaIlMOHHOE 0OECIICUeHHE YIIPaBICHUs OpraHu3alyen

Td A/01.6. | PaspaboTka 1 BHEAPEHHE JOKATbHBIX HOPMATHBHBIX aKTOB IO
JOKYMEHTAallMOHHOMY 00€CIIEUeHHIO YITPABJICHUs OpraHu3alei

Td A/01.6. | Pa3zpaboTka v BHEIPCHHE JOKAIBHBIX HOPMATUBHBIX aKTOB B
00JacTy ynpaBIeHHs TOKYMEHTaAMU OpTaHU3aI[IH

Td A/02.6. | Opranu3anus JOKyMEHTHPOBAHHS YIIPABICHYCCKOM
JEeSITEeIbHOCTH B OpTraHU3aIlluU

Td A/02.6. | Opranu3zaius JOKYMEHTHPOBAHUS JICITEIBHOCTH B
OpraHu3alyu

Td A/03.6. | Opranusaiys JOKyMEeHTO000pOTa B OpraHU3al|u

Td A/04.6. | OcymiecTBicHHe pabOT MO MPOCKTUPOBAHUIO U BHEIPCHHUIO
CHUCTEMBI 3JIEKTPOHHOT'0 JIOKYMEHTO000pOTa B chepe
JOKYMEHTAI[MOHHOTO YIPABJICHUS OpTaHU3aIIH

Td A/04.6. | [IpoexkTupoBaHKe, BHEAPCHUE U PA3BUTUE CUCTEMBI
AIIEKTPOHHOTO JOKYMEHT0000pOTa

Td A/05.6. | OcymiecTBieHre HHGOPMAIIMOHHO-CIIPABOYHON pabOTHI C
JIOKyMEHTaMH1 OpraHu3aliu

Td A/06.6. | OcymiecTBiIeHHE KOHTPOJIS MPOIIECcCa B CPOKOB HCITOJTHEHHS
JIOKyMEHTOB B OpraHHU3alliu

Td A/07.6. | Opranusaiys onepaTHBHOTO XPAHEHUS IOKYMEHTOB B
OpraHM3aIlMH U TIEpeadn e JUIS TOCIEIYIOMIEro XpaHeHUs

Td A/07.6. | Opranu3zanus XxpaHeHHs TOKYMEHTOB B OpTaHU3aINH U
nepeavn Jesl Ha apXUBHOE XpaHEeHUE

Td 01.6. Pa3paboTka 1 BHEIpeHUE JIOKATBHBIX aKTOB 10
JOKYMEHTAIIMOHHOMY 00€CIIEYeHHIO YIIPABICHUSI OpraHu3aIfeit
Td 03.6. Opranmzainus JOKyMEHTO000pOTa OpraHu3aIuu

OT® B. PykoBOACTBO JIEATETHLHOCTHIO MO IOKYMEHTAIIMOHHOMY O0ECTICUCHHIO
YIIPaBJIEHUs] OpraHu3aluen

Td B/01.7. PykoBOJICTBO A€ATEIBHOCTHIO TOAPA3ICIICHUS 110
JOKYMEHTAIIMOHHOMY 00€CIIEYeHHIO YIIPABICHHUS OpTaHU3aIIH

Td B/02.7. | Opranusanus pa3pabOTKH JOKAJIbHBIX HOPMATHBHBIX aKTOB U
METOAMYECKUX TOKYMEHTOB TI0 JOKYMEHTAITMOHHOMY
00eCneUeHHUI0 YIPaBIEHUS OPTaHu3aluu

Td B/03.7. | IlocTtpoeHne CHCTEMBI JOKYMEHTAIMOHHOTO 00eCTIeueHsI




HaumenoBanue npogecCHOHAIbHBIX CTAHAAPTOB,

Kox N .
000011IeHHBIX TPYIOBbIX (PYHKIMI M TPYAOBBIX (PYHKIIUIA
VIPABJICHUS OPTaHU3AIAN
Td B/04.7. | OcyuiecTBieHHE KOHTPOIS (PYHKIIMOHUPOBAHUSA CUCTEMBI
JOKYMEHTAITMOHHOTO 00ECTICUCHHs YIIPABJICHHS OpraHu3alliu
T® B/05.7. CoBepIIIeHCTBOBAHUE CUCTEMBI JOKYMEHTAIIMOHHOTO

oOecneueHus YIIPaBJICHUA OPIraHU3allnN

OT® B. PykoBOACTBO A€ATEIBHOCTBIO NOIPA3IEICHUS IO TOKYMEHTAIUOHHOMY
o0ecleyeHNI0 yIpaBIeHusl OpraHu3anuen

Td 01.7.

PykoBOACTBO IEATENBHOCTHIO MOAPA3IEIICHUS IO
JIOKYMEHTAIIMOHHOMY O00ECIEUCHHIO YIIPAaBICHUS OpraHu3alueit

OT® C. Ynpasn

CHHC IIOKYMeHTaHHGﬁ OpraHnu3anuunu

Td C/01.8.

CTpaTeFI/ILICCKOG IIAHUPOBAHUC U PYKOBOJACTBO ITIOCTPOCHUCM
GHHHOﬁ CUCTCMBI YIIPABJICHUA ,Z[OKYMGHTaHHeﬁ OpraHu3annun

Td C/02.8.

VYrpasieHue pa3paO0oTKO JIOKATIbHBIX HOPMATUBHBIX aKTOB
OpraHu3alyy Mo BOMPOCAM YIIPABJIEHUS €€ JOKYMEHTaIMEN

T C/03.8.

VYrpaBieHue AesITeIbHOCTBIO 10 KOHTPOJIO (DYHKIIMOHUPOBAHUS
BCEX CUCTEM JOKYMEHTALIMY OPTaHU3aluu U €€
KOPIOPATHUBHOI'O JOKYMEHTO000pOTa

Td C/04.8.

VYpaBiieHre IPOEKTaMU 110 BHEIPEHUIO KOPITOPATUBHON
CUCTEMBI 3JIEKTPOHHOT'O JIOKYMEHTOO00pOTa OpraHU3alluu U
pa3pabOTKe CTPATETUU €€ Pa3BUTHUS

Td C/05.8.

Crparernueckoe MIaHUPOBAHUE U PYKOBOICTBO MTOCTPOCHUEM
€IMHOM CUCTEMbI XpaHEHHUs JOKyMEHTAIBHOTO (poHIa
OpraHu3aluu

Td 02.8.

VYnpasiienue pazpaboTKo# JTIOKaTbHBIX aKTOB OpTraHU3alUU 10
BOIIPOCaM YIIpaBJICHUS €€ TOKYMEHTallueu

07.009

Crnenuanuct no GopMHUPOBAHUIO JJIEKTPOHHOIO0 APXHUBA

OT® A. BrinmonHeHue padoT Mo co37aHuI0 rpaduIecKux 00pa3oB JOKYMEHTOB B
CHUCTEME DJICKTPOHHOTO apXHBa

Td A/01.3. | I[ToaroToBka JTOKyMEHTOB K CKAHUPOBAHHIO JIJISl JICKTPOHHOTO
apxuBa

Td A/02.3. | CkanupoBaHUE JOKYMEHTOB JUISI QJICKTPOHHOTO apXHBa

Td A/03.3. Bo3Bpar 10KyMEHTOB B UCXOJIHBIN BU]I

Td A/04.3. | KoHTpoIb KauecTBa pe3ysibTaTOB CKAHUPOBAHHUS JIOKYMEHTOB B
CUCTEME NIEKTPOHHOTO apXHBa

Td A/05.3. | O6paboTka rpaduueckrx 00pa3oB JOKYMEHTOB B CHCTEME
AJIEKTPOHHOI'O apXHBa

OT® B. ®opMupoBaHH€ U 3arpy3Ka TaHHBIX B CHCTEMY JJIEKTPOHHOIO apXMBa

Td B/01.4. | Pacmo3HaBaHuE TEKCTa JOKYMEHTA IO CMBICITY M COJICPIKAHHIO C
MoCJIeTyIoNIel Kiaccudukaluei 1 HHAeKcauen B CuCTeMe
AJIIEKTPOHHOI'O apXHBa

Td B/02.4. | 3arpy3ka 000OMIEHHBIX JAHHBIX B CHCTEMY JIEKTPOHHOTO

apxmBa

OT® C. PykoBo/ICTBO MPOIIECCOM CKAaHUPOBAHUs, BBOIA M 00PaOOTKHM JAHHBIX B




Kon

HaumenoBanue npogecCHOHAIbHBIX CTAHAAPTOB,
0000111eHHBIX TPYAOBbIX (PYHKIMI M TPYAOBBIX PYHKIUIH

CUCTEME WIEKTPOHHOI'O apXUBa

T C/01.6.

VYrpaBieHue AesITeIbHOCTHIO 10 KOHTPOJIIO
(GYHKIMOHUPOBaHMS, BBOA U 00paOOTKU JaHHBIX B CUCTEME
AJIEKTPOHHOT'O apXHBa

Td C/02.6.

Pa3paboTka 10KaJIbHBIX HOPMAaTUBHBIX aKTOB 110 BOIIPOCAM
OpraHM3aLMHU IIPOLECCa CKAHUPOBAHUS B CUCTEME 3JIEKTPOHHOIO
apxuBa

T C/03.6.

Crparerndeckoe IIaHUPOBAHKUE U IOCTPOEHUE IIPOLIECCOB
CKaHHUPOBAHUsA, BBOA U 00pabOTKM JAHHBIX B CUCTEME
AIEKTPOHHOTO apXHUBa

OT® C. PykoBOJCTBO MPOIIECCOM CKAaHUPOBAHMUSI, BBOJIa 1 00PAOOTKHU TAHHBIX

T® 01.6. VYrpaBiieHH€e 1eSITENbHOCTHIO IO KOHTPOJIIO
(GYHKIIMOHUPOBaHUS, BBOAA U 00paOOTKU JaHHBIX

Td 02.6. VYmpasienue pa3paboTKOil JIOKaTbHO-HOPMATHUBHBIX aKTOB
OpraHu3allMy 110 BOIPOCAM OpraHU3aIly Mpolecca
CKaHMPOBAHUS

Td 03.6. Crpareruueckoe IaHUPOBAHUE U TTIOCTPOCHUE TTPOLIECCOB
CKaHUPOBAHUS, BBOJIA M OOPaOOTKHU JAHHBIX

07.013 Coennanuct uugponoii Tpanchopmanuu

AOKYMECHTHPOBAHHBIX cc])ep ACATCJIBHOCTH OPraHu3anunuu

OT® A. TexHOJIOTHYECKOE COMTPOBOXKACHHUE ITU(PPOBOI TpaHchopMaruu
JTOKYMEHTHPOBAHHBIX cep NesITEIHHOCTH OpraHnu3aIiiu

Td A/02.5.

CucreMarusanus CTpyKTYPUPOBAHHBIX JAaHHBIX
JOKYMEHTHUPOBAHHBIX C(Pep NeITeIbHOCTH OpraHu3aIuu JJist
WCMOJIb30BaHUS M XPAHEHUS

1.1.4. Paznensr WSSS o koMmmereHmmn

Pasznea
WSSS

HaumenoBanue pa3aesna WSSS

1

1.2. Heas ¥ niIaHMpyeMble pe3yabTaThl 0CBOCHHA
B pamkxax mnporpammbl Tpo(eCCHOHATBLHOTO MOIYJA OOYy4YarolUMUCS
OCBaMBAaIOTCs CleAyrolre yMeHus U 3HaHus B coorBercTBUu ¢ PI'OC CIIO mno

CIIEMAIBHOCTH, MPOGECCHOHAIIBHBIMU CTaHAapTamMu W pazaenamu WSSS 1o

KOMIICTCHIITHU M .

1.2.1. O01me KOMIIETEHIINH

Kon
OK

YMmenns 3HaHud

OK 01.

OK 02.




Kon

OK YMmenns

3HaHud

OK 03.

OK 04.

OK 05.

OK 06.

OK 07.

OK 08.

OK 09.

1.2.2. IIpodeccrnoHanbHbIC KOMITCTCHITUN:

Kon
K IIpakTHyecKuii oNbIT Ymenus

3Hanud

1 2 3

4

ITIK 1.1.

ITIK 1.2.

I1K 1.3.

I1K 1.4.

ITIK 1.5.

I1K 1.6.

ITIK 1.7.

ITK 1.8.

ITIK 1.9.

I1K 2.1.

I1K 2.2.

I1K 2.3.

11K 2.4.

I1IK 2.5.

1.2.3. TpynoBsie pyHKITUU:

Kon IIC

T OBBI MicTBUSA MEHUs
u T pyAa e J1eic Yme

3Hanud

1 2 3

4

07.002 CHeHHaJII/ICT Mo OpPraHu3’alluOHHOMY U JOKYMCHTAUOHHOMY o0ecrnevyeHuIo

yIpaBJieHHs OpraHu3anuen

A - Opranmn3zanmoHHoe 00ecTieYeHHE NeITeIbHOCTH OpraHnu3aIiu

A/01.3

A/02.3

A/03.3

B - JlokymeHTanmonHoe obecnedeHne AesITeIbHOCTH OpraHn3aIiu

B/01.5

B/02.5

B/03.5

C - OpFaHI/I3aHHOHHOC, AOKYMCHTAIITUOHHOC U I/IH(I)OpMaI_II/IOHHOC obecrneucHue JACATCIIBHOCTH

PYKOBOJUTEIIA OpraHu3alun

C/01.6

C/02.6

C/03.6

Cl04.6

C/05.6




Kon IIC

T OBBbI€ JelicTBUA YMmenns 3HaHud
u Td pya a

1 2 3 4

C/06.6

C/07.6

C/08.6

C/09.6

C/10.6

C/11.6

C/12.6

C/13.6

C/14.6

D - I/IH(bOpMaI_[I/IOHHO-aHaJII/ITI/I‘ICCKaﬂ U OpraHU3allMOHHO-aAMHUHUCTPATUBHAA IIOAACPIKKA
ACATCIIBHOCTH PYKOBOJUTCIIA OpraHru3alun

D/01.6

D/02.6

D/03.6

D/04.6

01.6

04.6

07.004 ChneuuajucT Mo ynpapjieHUI0 JOKYMEHTAMHU OpraHu3auuu

A - HOKYMCHTB.I_II/IOHHOC obecnieyeHne YIIPpaBJICHUSA 0praHH3aL{Heﬁ

A/04.6 \ \

07.004 CrenMaJIucT N0 ynpapJieHHUI0 JOKYMEHTANMeH OpraHnu3alumn

A - JlokyMeHTallmoOHHOE 00€ecTIeueHre YIPABJICHHS OpraHn3aluen

A/01.6

A/01.6

A/02.6

A/02.6

A/03.6

A/04.6

A/04.6

A/05.6

A/06.6

A/07.6

A/07.6

01.6

03.6

B - PykoBOACTBO JeATETHHOCTHIO IO JOKYMEHTAIIMOHHOMY OOECIICUCHUIO YIPaBICHUS
Opra"u3aluen

B/01.7

B/02.7

B/03.7

B/04.7

B/05.7

B - PykoBOACTBO A€ATENHHOCTHIO MOJAPA3JENICHUs MO JAOKYMEHTAIIMOHHOMY OOECIEeueHUIO
yIpaBJIeHUs] OpraHu3anuein

0.7 | |

C - YnpapneHnue qoOKyMeHTaIMed OpraHu3amiim

C/01.8

C/02.8

C/03.8




Kon IIC .
u T® Tpynosble 1eiicTBUs YMeHus 3HaHHuA

1 2 3 4

C/04.8

C/05.8

02.8

07.009 Cneuuajauct no pOpMHPOBAHMIO JIEKTPOHHOI0 APXHBa

A - Brimonnenue paboT Mo co3naHuio Trpaduyeckux 00pa3oB JOKYMEHTOB B CHCTEME
AJIEKTPOHHOT'O apX1Ba

A/01.3

A/02.3

A/03.3

A/04.3

A/05.3

B - CDOpMI/IpOBaHI/IC 1 3arpys3Ka JaHHBIX B CUCTEMY 3JICKTPOHHOI'O apXHUBa

B/01.4

B/02.4

C - PykoBoACTBO TpPOIECCOM CKAaHUPOBAHWS, BBOJAa M OOpa0OTKH JIaHHBIX B CHCTEME
9JIEKTPOHHOTO apXHBa

C/01.6

C/02.6

C/03.6

C - PykoBOJICTBO MPOIIECCOM CKaHUPOBAHUS, BBOJIA U OOPAOOTKH JTAHHBIX

01.6

02.6

03.6

07.013 Cnemnanuer uu¢poBoii TpaHchopMauMu JOKYMEHTHPOBaHHBIX cdep
' AeATeIbHOCTH OPraHu3aluH

A - TexHonoruyeckoe cCorpoBOXXIeHHE UPPOBON TpaHCHOpMALUK JOKYMEHTHPOBAaHHBIX chep
JIeSITEIbHOCTH OpraHu3aluu

AI025 | | |

1.2.4. Paznensr WSSS o koMIieTeHnu

Pa3zpen

WSSS YMmenus 3Hanus
1 2 3
1

1.3. KosimuyecTBO 4acoB, 0TBOJAMMOE HA OCBOEHHUE NMPO(eCCHOHATBHOT0 MOAYJIA

O6beM 00pa3oBaTEIBHON MPOrpaMMBbI MO MPOoPecCHOHATIBHOMY MOy 0 — 144
qac., uX HUX:

1.4. Ucnoab3oBanue yacoB BapuatuBHoii yactu IIIICC3




2. CTPYKTYPA U COAEP KAHUE ITPO®PECCUOHAJIBHOI'O MOY JIsA
2.1. CTpykrypa npo¢ecCHOHAIBHOT0 MOAYJIA

O0bem npodeccHoOHAIBLHOT0 MOYJIfA, AK.YAC.
Koapl HauMeHoBa PatGora o0yuyaromuxcsi BO B3aUMOJAEHCTBUM € MPenojaBaresiemM
Koasbl 06
npodec- npodeccuo- HHA BeM OGy4eHHe M0 MEKIHCHHILIHHAPHBIM n
CHOHAJIb- pa3nesioB oOpa3oBa KVDCaM PAKTHKH
HEIX 1 HAJIbHBIX Pa3nennl (MIIK) TeLHOI yp Camocrosi-
o6 CTaH/IapPTOB WSSS odeccio orpa B TOM 9HCT€ TeJIbHas
LIHX n HO- | mporpam
(TpYa0BBIX p porp J1adopaTopHbIX Mpowus- padora
KOMIETEH™ | byHicnmii) HAJILHOTO | MBL HaC. | Beerg H KypcoBasi | YueOHasi | BOACTBeH-
uui MOIYJIs
NPaKTHYECKUX | padora Hast
3aHATHH
1 2 3 4 5 6 7 8 9 10 11
144
Bcero: 144




2.2. TemaTuyeCcKHH IJIAH U COAEPKAHUE NPOPECCHOHAIBHOI0 MOAYJIA



2.3. ConpoBo:KIeHNe peajn3auun 00pa3oBaTeIbHOl NPOrpaMMsbl ¢
NpUMeHEeHUEeM JIEKTPOHHOT0 00y4eHHsI M JUCTAHIMOHHBIX 00pa30BaTeIbHbIX
TEXHOJIOT M

OcBoeHue MmporpaMMbl MOXKET MPOBOJUTHCA C MPUMEHEHHEM 3JIEKTPOHHOIO
oOy4eHHs] M JIMCTAaHIMOHHBIX 0oOpa3zoBarenbHbIX TexHoJorui (manee — JOT) mpu
HaJIUYAH  OOBCKTUBHBIX  YBAXKHUTEIBHBIX NPUUYMH  W/WIM  OOCTOSITEIIBCTB
HETMPEOIOMMMON  CHITBI  (POpC-MaXKOPHBIX  OOCTOSITENIBCTB), MPEMATCTBYIOIIAX
0OyJaronuMcsl W/ WM TIPEToaBaTesiM JIMYHO MPHUCYTCTBOBATH MPH IMPOBEIACHHUH
3aHSATHSL.

B sTom cnyuyae poryckaercs MpoOBOJUThH 3aHATHE YIAJIEHHO B COOTBETCTBUU C
paclucaHueM, YTBEPKICHHBIM PYKOBOJMTEIIEM CTPYKTYPHOTO MOApPA3[EiICHUs Ha
wiatgopMmax: ...



3. YCJIOBUS PEAJU3ALIUU TIPOTPAMMBI TIPO®ECCUOHAJILHOIO
MOJIVJIS

3.1. MuHUMAaJIbHOE MATEPHATBLHO-TEXHUYECKOE o0ecriedeHue peau3anumn
npo¢ecCHOHAILHOI0 MOIYJIA

[Ipodeccuonanbupii  momyns  I[IM.  "Ilpow3BoicTBeHHas  TPaKTHKA
(mpeaaumioMHas)" peaau3yercs B ...

3.2. UupopMmaniuoHHoe odecniedyeHUue peasu3aunuu NpoecCHOHAIBHOI0 MOAYJIA

Jns  peanuzanu  mporpaMMbl  OMOMHMOTEYHBIM  (OHJ 00pa3oBaTEIHHOM
OpraHM3alliii HWMEeT TIeYaTHbIE W/WIM OSJCKTPOHHBIE O00pa3oBaTeNbHBIE |
WHOOPMAITMOHHBIC  PECypChl,  PEKOMEHAYEeMble  JJI1  HWCIIOJIB30BAaHUS B
o0pa3oBaTebHOM IMpOIIECCe.

IIOHO.]IHI/ITCJIBHLIC HCTOYHUKMH:
Ne i/m bubnuorpaduueckoe onucanue

HNuTepHer-pecypcesbl

Hepnozmqecmle NnevYyaTHbl€e U3JaHUA

3.3. O0mme TpeOOBAHUSA K OPraHU3ANUM PeaTU3aAIMUA U OCBOCHUS
npo¢ecCuHOHAILHOT0 MOXYJIS

3.4. KaapoBoe o0ecnieuenne 00pa3oBaTeibHOIO Mpoiecca

Peanuzanus IPOrPaMMBI po(heCCUOHATIBHOTO MOy JIse JOJDKHA
o0OecneunBaThCs MEAArOTMYECKUMHU KaJpaMH, HMEIOIIMMHU BbICIIee 00Opa3oBaHUE,
COOTBETCTBYIOIIEE NPOQUII0 TpernoaaBaeMoro Monyis. OnbIT AEsTeTbHOCTH B
OpraHM3alusIX  COOTBETCTBYIOIIEH  MpodeccHOHANbHON  cdepbl  sBIsETCS
o0si3aTeNbHBIM 711 TIpernojaBaTesiel, OTBEUalolUX 3a OCBOCHHE OO0YYaroIIMMCS
npo(ecCUOHaTBHOTO IUKJIA, 3T MPENOoJaBaTeN J0KHBI IPOXOIUTh CTAXKUPOBKY B
npOo(HUIIBHBIX OpraHU3alUsAX HE pexe OJTHOTO pa3a B 3 roja.



4. KOHTPOJIb U ONIEHKA PE3YJIbTATOB OCBOEHUA
MPOPECCHUOHAJIBHOI'O MOAYJIA (BUJA AEATEJABHOCTHN)

KoHTpoabs 1 olleHKa pe3ylbTaTOB OCBOCHUS 3JIEMEHTOB MPO(PECCHOHATHEHOTO
monayist [IM. "IIpousBoacTBeHHass MpakTUKa (MpeaaurioMHasi)" OCyIIECTBISETCS
IpenoaBaTesiIMH B IPOIECCE U3YyUCHHS MaTeprasa B paMKax TEKYIIEro KOHTPOJIS B
dbopme ... , a TaK)KE B paMKaxX IPOBEJCHUS MTPOMEKYTOUHON aTTECTalluM B (hopMax,
IPEAYCMOTPECHHBIX YU€OHBIM TJIAHOM.

B memsix KOHTpOJss W OIEHKM pPe3yJIbTaTOB OCBOEHUS  DBJEMEHTOB
po()eCCHOHATTEHOTO MOTYJISI ITPETIOIaBaTEIIIMUA UCTIONB3YIOTCS Pa3TNIHBIC METOIBI:

OcCHOBHBIE TOKa3aTeNId U KPUTEPUU OLICHUBAHUS 3HAHUM, YMEHUH, HABBIKOB U
c(OPMHUPOBAHHOCTH  KOMIIETEHIIMN, TEpPEeUYeHb KOHTPOJBHBIX  MAaTE€pHUAJOB,
NPUMEHSIEMBIX ISl TEKYIIEH OLIEHKH YCHEBAEMOCTH M 3aJaHUsl IMPOMEXKYTOUYHOMN
aTTeCTalMM TI0 dDJEMEHTaM MPO(PECCHOHAIBHOTO MOIYJs OTpakeHbl B (hoHIaX
orieHoYHBIX cpeacts 1o [IM. "IIpousBojicTBeHHAs pakTHKa (TIPEeIUIIIOMHas )" .

OueHka pe3yJbTaTOB OCBOEHUsI mpodeccuoHanbHOoro Moxayias IIM.
"I[Ipon3BoaCTBEHHAA MPaKTUKA (mpenaurioMHast )" OCYIIECTBIISIETCA
JK3aMEHAMOHHON KOMHCCHEN B paMKax MPOBEICHUS MPOMEKYTOUHOM aTTeCTaluu
B hopme ... .

OcHOBHbIE TTOKA3aTENU U KPUTEPUH OLICHUBAHUS 3HAHUN, YMEHUI, HABBIKOB U
c(hOpMHUPOBAHHOCTH KOMIIETECHIINH, a TaK)Ke MepeueHb KOHTPOJIbHBIX MAaTEpPUAJIOB,
MPUMEHSIEMBIX JIJIsI IPOBEJCHUS ...



