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1. IACHIOPT PABOYEM ITPOT'PAMMBI TIPO®ECCUOHAJIBHOI'O
MOAYJIA IIM.01 JokyMeHTALIMOHHOE O0ecneyeHue yIpaBJieHHus

1.1. ObsacTh npuMeHeHus1 pado4eil MporpaMMsbl

PabGouass mporpamma mpodeccrmoHansHOTO MOIyNs (mamee — pabodas
mporpaMma)  sIBIIIETCS  YacThbl0  O0pa30BaTEIbHOW  IMPOTPaMMBI  CPEIHETO
MpoeCCHOHATEHOTO 00pa30oBaHUs — TPOTPAMMbl TIOJATOTOBKH CIEIIHATHCTOB

cpennero 3BeHa (manee IIIICC3) m cocrtaBieHa B COOTBETCTBUM C MPUMEPHOM

nporpamMmmoit  mpodeccuonanpHoro  moxayias  (IIM.0O1  "JlokymeHTarmoHHOE

obecrnieueHue ympapieHus") mo crneunagbHocTH 46.02.01 JloKkymMeHTalmoHHOE

obOecrieyeHue YIpaBIICHUS U apXWBOBEACHUE B YACTU OCBOCHHUSI OCHOBHOTO BHA

nestenbHocTd (BJ): BoimonHenue paboT mo OAHOW MM HECKOIBKUM Mpodeccusm

pabounx, JOJDKHOCTAM ciyxamux (mpuwioxkenue K Hactosmemy OI'OC CIIO).;

Opranusanusi apXuBHOM U CIPABOYHO-UH(OPMAIIMOHHOW pabOThI MO JOKYMEHTaM

opranuzanuu.; OpraHuzanus JOKYMEHTAIIMOHHOTO OOECICUYEeHUs YNpPaBICHUA U

(GYHKIIMOHUPOBAHUS OpraHU3alMi. W COOTBETCTBYIOIIMX MpOo(decCHOHATBHBIX

kommneteHiui (I11K):

I[IK 1.1 KoopaunupoBaTh paboTy opraHu3anuu (IpueMHOM PyKOBOJIUTEIS ), BECTH
IIPUEM TTOCETUTEIIEN.

I[IK 1.2 OcymectBisate pabOTy MO MOATOTOBKE M MPOBEICHHUIO COBEUIAHUM,
JIEJIOBBIX BCTPEY, IPUEMOB U MPE3EHTALIUM.

IIK 1.3 OcymecTBiIsSITh MOATOTOBKY JEIOBBIX IMOE30K PYKOBOIUTEINS U JIPYTHX
COTPYJHUKOB OpraHHU3alNH.

[IK 1.4 OpranuzoBsiBaTh pabouee MECTO CEKpETapst U PyKOBOJIUTEIIS.

I[IK 1.5 Odopmiudarb M perucTpupoBaTh OPraHU3AMUOHHO-PACTIOPSAUTEIILHBIC
JIOKYMEHTBI, KOHTPOJIMPOBATH CPOKU UX UCTIOJTHEHUS.

I[IK 1.6 OO0pabarbiBaTh BXOAAIIUE U UCXOAAIINE TOKYMEHTBI, CHCTEMATU3UPOBATh
UX, COCTaBJISITh HOMEHKJIATYPY Jed U (OpMUPOBATh TOKYMEHTHI B JIefa.

[IK 1.7 CaMocTodaTenbHO paboTaTh C JIOKYMEHTaMU, COAEpKAITUMU
KOH(pHUICHIMATBbHYI0 WHGOPMAIMIO, B TOM YHCJIE C JOKyMEHTaMHU IO
JUYHOMY COCTaBY.

I[IK 1.8 OcymectBnsate TenehoHHOE OOCTyXKHUBaHHE, NMMPUHUMATh U TIEPEIaBaTh
(akchbl.

I[IK 1.9  OcyiiecTBisITh MOATOTOBKY €I K NIepeadye Ha apXUBHOE XPAHEHHUE.

I[IK 1.10 CocraBnsiTb ONUCH [1€JI, OCYIIECTBJISATh MOATOTOBKY A€ K Iepe/ade B
apXWB OpraHU3alliu, TOCYIapCTBEHHBIEC U MYHHUITUTIAJIbHBIC aPXUBHI.

1.2. lesun n 3aga4u npo¢ecCHOHAIBHOT0 MOAYJIS — TPeOOBAHHUA K Pe3yJIbTaTaM
OCBOCHUS MPO(PeCCHOHATBHOI0 MOAYJIS



[lenp w 3amauM  BOCHUTAaHHUS OOY4YAIOIIUMXCS MOPU  OCBOCHUM HUMH
00pa3oBaTeNbHON NPOrpaMMBbl:

Llenp paboueit mporpaMMbl BOCIHMTAaHUS — CO3JaHHE OPTraHU3AUOHHO-
neJaroruyeckux ycjaoBUM s (QOPMUPOBAHUS JMYHOCTHBIX  PE3yJIbTaTOB
oOy4Jaronuxcsi, MpOsIBISIOMIUXCS B Pa3BUTUU UX MMO3UTUBHBIX YYBCTB U OTHOILICHUN
K POCCHMCKMM TpaXJaHCKUM (0a30BbIM, OOIICHAIIMOHAIBLHBIM) HOPMaM |
LEHHOCTAM, 3aKkperi€éHHbIM B KoHcTuTyuum Poccuiickoit deaepanuu, ¢ y4eToM
TpaAuIMii W KyJIbTYyphl cyObekTa Poccuiickoit demeparuu, IEI0BBIX KadeCTB
KBAIM(UIMPOBAHHBIX  pabOuMX, CIY)KAIUX/CIEHUATUCTOB CPETHEr0 3BEHA,
ONpEIEIEHHBIX OTPACIEBBIMHU TPEOOBAaHUSAMHU (KOPIOPATUBHOM KYJIBTYPOM).

3amaun:

dbopMHUpOBaHHE E€IUHOTO BOCIHMTATEIBHOTO IPOCTPAHCTBA, CO3JAIOIIETO
paBHbIE  YCJIOBHSL I8 pa3BUTUA  OOydarommxcss  MpoQecCHOHAIBHON
o0pa3oBaTenbHON OpraHu3allnu;

OpraHu3alus BCEX BHUAOB JEATEIbHOCTH, BOBJEKAIOIIEH OOyYarOIIMXCs B
0OIIECTBEHHO-IIEHHOCTHBIE COLIMAIU3UPYIOLINE OTHOLLIECHUS;

dbopmupoBaHue y oOydaromuxcs MnpodecCHoHaIbHOM 00pa30BaTeIbHOM
OpraHu3alui OOIIMX IIEHHOCTEH, MOpAIbHBIX M HPABCTBEHHBIX OPHUEHTHUPOB,
HEOOXOIUMBIX JIJISl yCTOWYUBOTO Pa3BUTHSI TOCYIapCTBA;

YCUJICHHE BOCTIHUTATEIILHOTO BO3ACHCTBUS  Onarofaps HEMPEPHIBHOCTH
poriecca BOCIIUTAHMUS.

1.3. Kosiu4yecTBO YacoB Ha 0CBOeHHEe padoueii mporpaMMbl MpodecCHOHATBLHOTO
MOIYJIAl 110 y4eOHOMY IJIAHY:

Bcero - 222 yac.

B Tom uncxe:

MaxkcumanbHas yaebHas Harpy3ka ooyuatomerocs - 202 gac.

Bxutrouas:

00s13aTeNIbHYIO0 ayIUTOPHYIO YUeOHYI0 HAarpy3Ky odyuatormierocs - 128 yac.;
CaMOCTOSITEIIbHYIO paboTy oOyuaromierocs - 74 4gac.

Hpyras ¢popma kouTposis - 0 gac.;

Kypcosas pabdora - 20 gac.;

1.4. Ucnoab3oBanne yacoB BapuatuBHoii yactu OII IIIICC3

B aucrummmae MJIK.01.01 "/lokymeHTanimoHHoe oOecredeHnue yrnpaBicHHs "
UCIIOJIb30BAaHUE BapUATUBHOM YacTH HArpy3KU NpeyCMOTPEeHO B 00bEMe 222 yaca.



2. PE3YJIBTATBI OCBOEHMUS INTPO®ECCUOHAJIBHOT'O MOAYJIA

PesynbraTom ocBoeHHsI NMPOGECCHOHAIBHOTO MOMIYJSl SIBJISETCS OBJAJCHHUE
oOyuarorumucs BuaoM aestenbHoctd (BJl): Beimomnenue pabot mo ogHOM wiH
HECKOJbKUM TpodeccusiMm pabouymux, IOJDKHOCTSAM CHyKalux (IPUIOKEHHE K
Hactosimemy @OI'OC  CIIO).; Opranuzanusi apxXuBHOM U CIPaBOYHO-
nH)OpPMAIMOHHOW paboThl 1O JOKYMEHTaM opranusanuu.; OpraHu3anus
JOKYMEHTAI[AOHHOTO  OOECTICUYCHHs]  yIpaBieHUs W (yHKIIHMOHUPOBAHUS
opranm3amuu., B ToMm uucie mnpodeccuoHanbHbiMi (IIK) m o6mumu  (OK)
KOMITETEHIIUSIMHU:

Kon HaumenoBanue pe3yjbrara 00y4yeHus
OK 1 [ToHMMAaTh CYIIHOCTh U COLMAIBHYIO 3HAUUMOCTh CBOEH Oymyniei
npodeccuu, MposIBIATh K HEW YCTOMYMBBIA HHTEPEC.;
OK 2 Opranu3oBbIBaTh COOCTBEHHYIO J€ATEIbHOCTh, BBIOUPATh TUIIOBBIE

METO/Ibl M CLIOCOOBI BBITIOJIHEHUSI MPO(PECCUOHAIBHBIX 33/a4,
OLICHMBATh UX (P PEKTUBHOCTh U KAUYECTBO.;

OK 3 [IpuHUMAaTh pelieHns B CTAHIAPTHBIX U HECTAHAAPTHBIX CUTYAIUsIX
Y HECTH 32 HUX OTBETCTBEHHOCTb.;
OK 4 Ocy1ecTBISATh MMOUCK U UCIIOJIb30BaHUE HH(MOpMAITIH,

He00X0oaUMOoM 11t 9PPEKTUBHOTO BBHITTOTHEHUS
npodecCHOHaNbHBIX 3a/1a4, TPO(HECCUOHATBLHOTO U JIMYHOCTHOTO

pa3BHUTHSL;

OK5 Hcnonb3oBaTh MHOOPMAIMOHHO-KOMMYHUKAIIMOHHBIE TEXHOJIOTUU
B IPO(ECCUOHAIBHON e TEIbHOCTH.

OK 6 PaboTath B KOJUIEKTHUBE U KOMaH/1e, 3O PEKTUBHO 001IATHCS C
KOJJIETaMH, PYKOBOJICTBOM, NOTPEOUTENSIMH. ;

OK 7 Bbpatb Ha ce0s1 OTBETCTBEHHOCTH 32 pa0OTy WICHOB KOMAH bl
(MOTYMHEHHBIX ), PE3yJIbTAT BHIMIOJHEHUS 33JIaHUN. ;

OK 8 CaMOoCTOSITENIHPHO OMPENIETATh 3a/1a4u TPOo(hEeCCUOHATBFHOTO U

JIMYHOCTHOT'O pa3BUTH:A, 3dHUMATbLCA C&MOOGp&BOBaHI/IeM,
OCO3HAHHO IINIAHWPOBATH IMMOBBIICHUC KBaJ'II/I(i)I/IKaI_II/II/I.;

OK9 OpHEeHTHUPOBATHCA B YCIOBUSAX YaCTOW CMEHBI TEXHOJIOTUH B
po(ecCUOHANIbHOMN IESITEIbHOCTH. ;

[IK 1.1 KoopnunaupoBaTs paboTy opranusanuu (IpueMHON pyKOBOJIUTENS ),
BECTH MPUEM TTOCETUTENIEN. ;

[IK 1.2 OcymiecTBiATh pabOTy MO MOATOTOBKE U MPOBEICHUIO COBEILIAHUA,
JIEJIOBBIX BCTPEY, IPHUEMOB M MPE3EHTALINN.;

[IK 1.3 Ocy1iecTBIsATh MOJTOTOBKY AEJOBBIX MOE3/10K PYKOBOJIUTEIS U
JIPYTUX COTPYJHUKOB OpraHu3aluu.;

IIK 1.4 Opranu3oBbIBaTh pabouee MECTO CEKpeTapsi U PYKOBOAUTES. ;

[IK 1.5 OdopMIIATh U PErUCTPUPOBATH OPraHU3ALMOHHO-

pacnopAaAUTCIIbHBIC JOKYMCHTBI, KOHTPOJIHUPOBATE CPOKHU UX
HCITIOJTHCHUA. |




Kon HaumeHnoBaHue pe3yjbTaTa 00y4eHus

I[IK 1.6 OO6pabaThIBaTh BXOASAIIUE U UCXOMSIINE TOKYMEHTHI,
CUCTEMATU3UPOBATh UX, COCTABIIATH HOMEHKIIATYPY J€T U
dhopMUpOBaTh TOKYMEHTHI B JIeJIa.;

IIK 1.7 CamocTosITeNbHO paboTaTh C JOKYMEHTAMH, COJICPKAITUMU
KOH(pUIESHIIUATIBHYIO HH()OPMAIIMIO, B TOM YHUCJIE C JOKYMEHTaMU
10 JINYHOMY COCTaBY.;

IIK 1.8 Ocy1iecTBiATh TeNePOHHOE 00CITyKUBaHUE, TPUHUMATD U
nepenaBath (akchl.;

I[IK 1.9 OcyiecTBIsATh MOJATOTOBKY A€ K Nepeaye Ha apXUBHOE
XpaHEHUe. ;

IIK 1.10 CocCTaBIIITh ONKCH 1)1, OCYIIECTBIISATh MOATOTOBKY JIeJ K IIepeaye

B apXUB OpraHu3ann, roCyaapCTBCHHBIC U MYHHUIIUIIAJIbHBIC
APXUBBLI.




3. CTPYKTYPA U COAEP KAHUE TPOPECCUOHAJIBHOI'O MOAYJIA

3.1. TemaTudyecknii mjiaH npoghecCHOHAILHOT0 MOLYJIsA

Koanl

npogeccuo-

HAJIBHBIX
KoOMIIe-
TEeHINH

HaumenoBanust
pa3aesioB
npodeccuoHaIbLHOr0
MOIYJIst

Bcero
4yacos
(makcu-
MaJibHasi
yuyeOHas
HArpy3ka
U MpaK-
THKH)

O0bem BpeMeHH, OTBeICHHbI HA 0CBOEHHE
MexaucuunInHAPHOro Kypca (KypcoB), 4

[MpakTuka, 4

Oobs13aTesibHASE AYyTUTOPHAS yYeOHast
HArpy3ka o0y4aromerocst

CamocrosTeabHas
padora
o0y4aronierocsi

BCEro

B T.4.
INPAKTHICCKHE
3aHATHUA

B T.Y.
KypcoBasi
padora
(mpoekr)

BCEro

B T.4.
KypcoBasi
padora
(mpoekT)

yueOHasi

IIpousBoacTBeHHast
(mo npodutio
CIEeNUATBLHOCTH)

1

2

3

5

6

8

10

OK 1; OK 2;
OK 3; OK 4;
OK 5; OK 6;
OK 7; OK §;
OK 9; TIK

1.1; IIK 1.10;

[IK 1.2; TIK
1.3; I1IK 1.4;
IIK 1.5; TIK
1.6; TIK 1.7;
IIK 1.8; TIK
1.9

Opranuzanus u
TEXHOJIOTHUSA
JOKYMEHTAIlMOHHOTO
obecrneueHus
yIpaBICHUS.

58

10

OK 1; OK 2;
OK 3; OK 4;
OK 5; OK 6;
OK 7; OK 8;
OK 9; IIK

1.1; [IK 1.10;

IIK 1.2; TIK
1.3; IIK 1.4;
[IK 1.5; TIK
1.6; 1K 1.7;

Opranuzanus paboTsl
C IOKYMEHTaMHU.

94

70

18

24




O0bem BpeMeHH, OTBeICHHbI HA 0CBOEHHE

IMpakTuka, 4

Bcero MeK1ucCHUIUINHAPHOTO0 Kypca (KypcoB), 4
Koawbi 4acoB CamocrosiTe/ibHaA
HaumenoBanust Oobs13aTesibHAsSE AYyTUTOPHAS yYeOHast
npodeccuo- (makcu- padora
pa3aesioB HArpy3Kka o0y4auerocs
HAJbHBIX MaJIbHast o0yuyawierocst
npodeccuoHaILHOr0 IIpousBoacTBeHHast
KoMIIe- yueOHast B T.4.
. MOIYJISA B T.4. yueOHas | (mo mpoguJiro
TeHIUii HArpy3kKa B T.4. KypcoBasi
KypcoBasi CIEeUAJIBHOCTH)
U NpaK- BCero | MpaKTH4yecKkue padora BCEro paboa
THKH) 3aHATHSA (mpoekr) (upoexT)
1 2 3 4 5 6 7 8 9 10
IIK 1.8; I[IK
1.9
OK 1; OK 2; | Opranuzanus 70 44 8 46 20
OK 3; OK 4; | xpanenus
OK 5; OK 6; | moxymeHTOB
OK 7; OK §;
OK 9; IIK
1.1; [IK 1.10;
IIK 1.2; [IK
1.3; I1IK 1.4;
IIK 1.5; [IK
1.6; IIK 1.7;
IIK 1.8; [IK
1.9
Bcero: 222 148 36 94 20




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

Koasbl
HaumeHoBaHue pa3ae/ioB KOMIIeTeHLM i,
npodeccHonatbHoro Copep:xanue yuedOHOI0 MaTepHaJia, JIJaopaTopHble paGoThl U NPAKTHYECKHe 3aHATHS, OoBem Yposensn (bopmuposatuio
moayJas (IIM), KOTOPBIX
caMoCTOsITeJIbHAsI padoTa 00y4aroIIUXCs 4acos OCBOCHHS
MeRIUCHUIIIHHAPHBIX crnoco0cTBYyeT
kypcoB (MJK) u Tem 3JIEeMeHT
MpPOrpaMMbl
1 2 3 4 5
Pa3gen 1 Opranuszanus u 58 OK1,0K 2,
TEeXHOJI0rusl OK 3, OK 4,
JOKYMEHTALHOHHOT O OK 5, OK 6,
obecrnieyeHUs yIIpaBJIeHHs. OK 7, 0K S8,
OK 9, IIK 1.1,
IIK 1.10, IIK
1.2, 1IK 1.3, IIK
1.4, IIK 1.5, IIK
1.6, IIK 1.7, IIK
1.8, IK 1.9
Tema 1 CoBpemeHHbIE ConeprxaHne yueOHOTO MaTepHaa; 8 2
TEXHOJIOTUH OpPTaHHU3AINH CoBpeMeHHbIE OpraHn3alMOHHBIE (POPMBI CITY>KOBI JETOMPOU3BOICTBA. 3a/1au U PYHKIUHU CITY>KOBI
JIeNONPOU3BOICTBA JOYV. Pazgenenue Tpyna Mex1y NoApas3eleHUsIMHU U UCIOTHUTENIMU. Tunossle cTpykrypsl JOY B
OpTaHM3aIIAX
pa3IMYHBIX YPOBHEH yrpaBieHus. TUIOBEIC MOJIOXEHHUs 0 ciryxkoax JOVY.
Tewma 2 [pakTuueckue ConepxaHue yaeOHOTO MaTepHuaa; 4 2
3aHSTHSA I13 Nel Tpenunr. TepMHHOTOTHUECKUIT TUKTAHT
I13Ne2 KonrponpHas pabota «CoBpeMEHHbIE TEXHOJIOTHH OPTaHU3aIMHU IeJIONPOU3BOJICTBAY.
Tema 3 CamocTosiTenbHast ConepxaHue yaeOHOTO MaTepHuaa; 4 2
pabora Crenatb JOKJIAJ IO TeME 3aHITHS
CraenaTh T€3UCHBIH MJIAaH MO JEKIMOHHOMY MaTepHalLy
Tema 4 Opranuzanus ConepxaHue yueOHOTo MaTepHuaa; 8 2

CITYXKOBI
JOKYMECHTAIIMOHHOT'O
obecrieueHns yrpaBIeHHS

CoBpeMeHHbBIE OpTaHU3AIMOHHBIC (HOPMBI CITY>KOBI IETOMPOU3BOACTBA. 3a1aur U PYHKIHH CITYKObI
J0V.

Pazgenenue Tpyna Mex Iy MoApasIeNeHUIMUA U UCTIOTHUTENIMHU. TuroBsie cTpykTyphl JIOY B
OpTaHU3AIIIX Pa3IMYHBIX YPOBHEH yripaBieHus. THUIIOBBIE MOIOKeHHS 0 ciryx0ax JJOVY.

TumoBoi hopMyIIsIp MOI0KEHHUSI, OCHOBHOE COZIepKaHHe, TTOPSIOK pa3pabOTKU M YTBEPIKICHHS.
JIOXHOCTHOM M YHCTICHHBIA cocTaB paboTHHKOB ¢y k06l JIOY. JI0MKHOCTHBIE HHCTPYKIIMHU KaK
OCHOBHOI1 HOPMAaTUBHBII TOKYMEHT, ONPEACIIIOIUN OPraHU3aLMOHHO-IIPABOBOE 10JIOKEHUE
PabOTHHUKOB.

TunoBo#i hopMyIsip TOIKHOCTHOW MHCTPYKIIMH, COJICPKAHNE, MOPSIOK pa3pabOTKH B YTBEP)KICHHUS.




HaumeHoBaHue pa3aesioB
npodeccnoHaILHOIr0
moayas (ITM),
MEKTUCHUILITHHAPHBIX
kypcoB (MJK) u Tem

Cozlepmalme yqeﬁﬂoro MartrepuaJa, naﬁopaTopnble paﬁOT])I U NMPAKTHYIECCKUEC 3aHATHUSA,
CaMOCTOATEC/IbHAA paGOTa 06yqalo11mxca

Oo0BeM
4acoB

Yposenn
0CBOEHHS

Koapl
KOMIIETeHIIHIA,
¢popmupoBanuio
KOTOPBIX
crnocodcTByeT
3J1eMeHT
MPOrpamMmbl

2

5

WHCTpyKIMs 10 JENONPOU3BOACTBY — OCHOBHOM HOPMAaTHBHBIN aKT OPraHU3alNH JEJIONPOU3BOJICTBA.

TuroBble 1 UHANBHUIYaIbHbIC HHCTPYKINH.

INopsinok pa3paboOTKH, CoAEpKaHUE, TPABHUIIA YTBEP)KICHUS U BHEAPCHUSI.

Pasmemnienne cTpykTypHBIX monpasnenenuii ciayx0sr IOV, ycimoBus Tpyaa, OpraHu3anus U
obopynoBanue padbounx mMect. Ilopsnok XxpaHeHus neyareil, 6JJaHKOB 1 MPABHII HONB30BAHMUS M.
IToaroroBka KaspoB ENOMPOU3BOACTBEHHBIX CITykK0. POPMBI OBBIICHHS KBATU(PUKALIIH
crienuanucToB B oomactu JJOV.

Tema 5 [IpakTuueckoe
3aHATHE

Conepxkanue yueOHOTo MaTepuana:
[13Ne3 Oynkiun pabotHUKOB cyx061 JOY
113 Ne4 Pa3paboTka 1 yTBEep)KICHHE JOJDKHOCTHON HHCTPYKIIUU

Tema 6 CaMocTosITENHHAS
pabota

ConeprxaHne yueOHOTO MaTepHaa;

Tema 1. [9] Cnenatb T€3UCHBIN TUTaH

C.14 [8] CnenaThb TE3UCHBIN IJIaH

CraenaTh TE3UCHBIH IJIaH MO JICKIHOHHOMY MaTEPHAITY
C.21 [8] CnenaTp TE3UCHBIN IJIaH

CraenaTh TE3UCHBIH IJIaH MO JICKIHOHHOMY MaTEPHAITY
¢.27 [8] Caenatb T€3UCHBIH IJIaH

CrenaTh TE3UCHBIH IJIaH 1O JICKIHOHHOMY MaTEpHATY
c.34 [8] Caenatb TE3UCHBIH IJIaH

CrenaTh TE3UCHBIH IIJIAH MO JCKIIMOHHOMY MaTepHaIy

14

Tema 7 Opranuzauus
JIOKYMEHTO000pOTa

ConepxaHue yueOHOro Marepuaa:

Omnpenenenne MOHATHS «IOKyMEHTO000poT». OOIIHe MPUHIUITEI K METOINYECKHE OCHOBBI
OpTaHM3aINK JIOKYMEHTO000POTa, X peasin3alys B JEHCTBYIOINX TOCyJapCTBEHHBIX HOPMAaTHBHBIX
nokymeHTax. HopmatusHas 60a3a, persiaMeHTUpyonias OpraHu3aluio U TEXHOIOTHIO 00ecTieueH s

ACATCIBbHOCTH YUPCIKACHUA. O06beMm I[OKyMCHTOO60pOTa YUpECIKACHUA. VdeT koau4yecTBa JAOKYMCHTOB.

HpI/ICM, MPOXOKACHUEC U TOPAJOK UCIIOJTHEHUA NOCTYIAOIIUX JOKYMCHTOB. SKCHCZ[I/IL[I/IOHHEUI
06pa60TKa JOKYMCHTOB. HpeHBapI/ITeHI)HOG pacCMOTPEHNUEC NOKYMEHTOB. PaCCMOTpCHI/IC JAOKYMCHTOB
PYKOBOJACTBOM YUPCIKACHUS U HAITPABJICHUC HA UCIIOJIHCHUC.

OpFaHI/IBaIII/IH pa6OTLI HCIIOJHUTEIIA C JOKYMCHTAMU. HpaBI/ma OpraHu3anun ABUKCHUA BHYTPCHHUX
JAOKYMCHTOB.

Tema 8 IIpakTHueckoe
3aHATHE

ConepxaHue yueOHOro Marepuaa:
[13Ne5 CrpykTypa 1 001ast XapaKTepUCTHKa JOKYMEHTOIIOTOKOB. JI0CTaBKa JOKYMEHTOB
VCTIOJIHHUTEIISIM, TIOPSIOK MX ITpueMa 1 nepenauu. TpeHuHr.

Tema 9 CamocTosiTebHas
pabora

ConepxaHue yaeOHOTO MaTepHraa;
CraenaTh T€3MCHBIH MJIAH MO JICKIHOHHOMY MaTepHaILy




Koapl

HaumeHoBaHue pa3aesioB KOMIIeTEeHIIH,
npodeccnoHaILHOIr0 ¢popmupoBanuio
woyst (TTM), Copep:xanue yueOHOr0 MaTepHaJia, JIaopaTopHbIe pa0oThl U NPAKTHYECKHe 3aHATHS, O0Bem YpoBeHb KOTOPEIX
caMocTosITe1bHast padoTa 00y4Yaronuxcs 4acoB OCBOCHUSA
MERIUCHUTIIHHAPHBIX crnoco0cTByeT
kypcoB (MJK) u Tem 3JIEMEHT
MPOrpamMmbl
1 2 3 4 5
Pa3gen 2 Opranuszanus 94 OK 1, 0K 2,
Pa6oThI ¢ TOKYMEHTAMU. OK 3, OK 4,
OK 5, OK 6,
OK 7, 0K 8,
OK 9, IIK 1.1,
IIK 1.10, IIK
1.2, 1IK 1.3, IIK
1.4, IK 1.5, IIK
1.6, IIK 1.7, IIK
1.8, IK 1.9
Tema 1 Perucrparus ConeprxaHne yueOHOTO MaTepHaa; 6 2
JIOKyMEHTOB 1 opranu3anus | Permcrpamust kak cocraBHas yacts JJOY. [IpuHIMITE peructpanun J0KyMEeHTOB. PerncrpannoHnHsle
CIPaBOYHO- (hopmbl, cocTaB HHGOPMAIMN 1 HOPAIOK MX 3aIIOTHEHHS.
nHpopmanmoHHoTo anmaparta | Pa3Butne cnoco6oB perucTpayy B roCyAapcTBEHHOM JICJIONPOU3BOACTBE. B3anMocBs3b
YIIpaBICHUSA perucTpanyy JOKYMEHTOB C OpraHn3alneil CripaBoYHO-NH(pOpMannoHHOM paboThl, OpraHu3aIei
KOHTPOJISI HCTIOJIHEHNUS 1 TIOCIIeIytoIeil 00padoTKOH JOKYMEHTOB.
[IprHIMnB! noctpoenus nadopmannonHo-nouckosbix cucteM (UIIC) pydroro tuma, X BUIBI.
WudopmannonHO-cripaBoyHOE 00CITyXKMBaHKE anmapara yIpaBJIeHNS B yCIOBUIX IPUMEHEHHS
CpPE/CTB aBTOMAaTH3allMy HHPOPMAIIMOHHBIX IpolieccoB. MexoTpacieBas 1 HHGOPMAIIHOHHAS
cosmectumocth UIIC. [Towck u ucnonp3oBanne HHPopManuu B aBTomaruzupoBaHabix UIIC.
Tema 2 [IpakTuueckoe Coneprxanre yueOHOTO MaTepHaa; 2 2
3aHsTHE I13 Ne 6 lHnekcupoBaHue TOKYMEHTOB B YCIIOBHSIX TPAIUIIIOHHON 00pabOTKH JOKYMEHTOB.
Perucrpanusi JOKyMEHTOB 1 OpraHu3alys CIpaBOYHO-MH(POPMAIMOHHOTO alllapara ynpasieHusI.
Tema 3 Kontpoms ConeprxaHue yueOHOTO MaTepHaa; 4 2
UCTIOJTHEHUS JOKyMEHTOB 3HaueHue, MPUHINIBI U TPeOOBAHMS K OPraHN3alluy KOHTPOJIS UCIIOTHEHHS JOKYMEHTOB B
JIeTIONPON3BOJICTBE. 3a/1auHl JeJIONPON3BOICTBEHHOM CITy>KOBI IO KOHTPOJIIO UCTIOTHEHHS
JokyMeHTOB. Kateropuu 10KyMeHTOB, oaekaiue KOHTpoto. Cpoku UCIOTHEHUS TOKYMEHTOB.
TexHosOrHs KOHTPOJIBHBIX oreparuid. O6o01IeHNe, aHaIN3 U HCIIOIb30BaHNE JaHHBIX 00
UCIIOJIHEHUH JOKYMEHTOB B YCIOBUSAX TPAJULIMOHHON U aBTOMATU3UPOBAHHON TEXHOJIOTUU
00paboTKN TOKYMEHTOB.
Tema 4 IIpakTHueckoe ConepxaHue yueOHOro Marepuaa: 2 2

3aHATUC

II3 Ne 7 ABTOMaTU3UPOBAHHBIE CUCTEMbI KOHTPOJIS 32 UCIIOJIHEHHEM JOKYMEHTOB. KOHTpOJb
TEXHOJIOTHUH JOKYMEHTOB C HCIOJIb30BAaHUEM MEPCOHATIBHBIX KOMIIBIOTEPOB.




Koapl

HaumeHoBaHue pa3aesioB KOMIIeTEeHIIH,
npodeccnoHaILHOIr0 ¢popmupoBanuio
woyst (TTM), Copep:xanue yueOHOr0 MaTepHaJia, JIaopaTopHbIe pa0oThl U NPAKTHYECKHe 3aHATHS, O0Bem YpoBeHb KOTOPEIX
caMocTosITe1bHast padoTa 00y4Yaronuxcs 4acoB OCBOCHUSA
MERIUCHUTIIHHAPHBIX crnoco0cTByeT
kypcoB (MJK) u Tem 3JIEMEHT
MPOrpamMmbl
1 2 3 4 5
Tema 5 Opraauzanus Copneprxanue yueOHOTO MaTepHaa; 8 2
JIENONPONU3BOICTBA TI0 CoumanbHOe 3HaUeHNE oOpameHus rpaxaad. HopmaTtnsHas 6a3a, perylaMeHTHPYIOIIAst OpTaHU3ALHIO
oOpateHnsIM rpakaan paboThI ¢ 00paIIeHNSIMH TPakIaH B TOCYJapCTBEHHOM amnmnapaTe. OCHOBHBIE 3a/1a4n
JIEITOTIPON3BOACTBEHHOH CITYKOBI IT0 OpraHM3aIlui PabOoTH ¢ 0OPAIIeHUSIMH TPAXK/IaH, ee
0COOCHHOCTH.
Cpoxu ncrionHenust. TpeGoBaHHS K COEPKAHUIO OTBETHBIX JOKyMeHTOB. DopMupoBanne u
XpaHEHHE TPeIUIOKEHNH, 3asBICHHH, *ano00 rpaxkaad. O0o0meHne, aHaIu3 U NCTIOJIb30BAHHE
JaHHBIX 0 paboTe ¢ OOpAICHNUAME TPaXK/IaH B ammapare ynpasieHus. Oprauzamis npueMa rpaxian
B TOCYJJApCTBEHHBIX YUPEKICHUSX.
Tema 6 [IpakTrueckoe ConeprxaHne yueOHOTO MaTepHaa; 4 2
3aHSTHE. I13 Ne 8 Onepanuu 1o npuemy, perucTpaluy, KOHTPOJIIO UCIIOJHEHUS, IPUHATHIO PEIIEHUH 110
oOpaimeHnsaM rpakaad. TpeHuHT
I13 Ne9 dopmbl 1 METOIBI COBEPIICHCTBOBAHHS PaOOTHI ¢ OOpAIIEHISIMH TPaKJaH B OpraHax
TOCYAApCTBCHHON BJIACTH M YIPABJICHHS, B O0IIECTBEHHBIX OPraHU3aLUIX.
Tema 7 ®opmupoBanue U Copneprxanne yueOHOTO MaTepHaa; 16 2
XpaHeHHe J1eJ1 B OcHoBHBIE TpeOOBaHMs K popMupoBaHHIO Aei. POpMHUPOBAHUE A€ B OPraHU3AIMAX PASTHIHBIX
JIETIONPON3BOJICTBE YPOBHEH yIIpaBiIeHHUS.
3agaun ciyx0b1 JJOY 1o popmupoBanmio aein. 3a1aun BEJOMCTBEHHOTO apXuBa Mo ()OPMUPOBAHHIO
nen. [IpuHIMIBI cucTeMaTH3aluy JOKyMEHTOB BHYTPH JIell.
OcobeHnocti 0opMIIEHHS A€ 10 IMYHOMY cocTaBy. O opMIIeHNE JTHYHBIX JIeT TOCYAaPCTBEHHBIX
CITyKaIHX.
Tema 8 [IpakTrueckoe ConeprxaHue yueOHOTO MaTepHaa; 4 2
3aHsTHE 113 Ne 10 IpaBmna popMupoBaHUs JOKYyMEHTOB PAa3TUYHBIX KaTeropuii B mena. TpeHuHT
OdopmiteHHe TNYHBIX /1€ MYHUIUIAIBHBIX CITY’KallHX.
113 Nel1 OcopmireHre el TOCYAaPCTBEHHBIX CITYKAIIIX
Tema 9 CamocTosiTenbHast ConeprxaHue yueOHOTO MaTepHana; 6 2
pabora oOy4aromuxcs CraenaTh T€3UCHBIN MJIaH MO JEKIHOHHOMY MaTEpHalLy
Tema 10 JlenonmpounssoactBo | CozaeprxaHue yaeOHOTO MaTepuaa; 10 2

KaJIpOBOH CITYKOBI

JIOKyMEeHTBI, perflaMeHTUPYIOIINE I TeILHOCTh KaIpPOBBIX CIyXk0. JJOKyMeHTEI,
perIaMeHTHPYIONIHE ACITEIBHOCTD CITy’KO yIpaBieHus nepcoHagoM. HopMaTHBHO-MeTOANYIECKHE
MaTepHajsl, perIaMeHTHPYIONIHe padoTy ¢ KaApOBOI TOKYMEHTAIHEH.

CocraB kaapoBoi ToKkyMeHTanuu. Bunsl kaapoBoii nokymenrtarun. OpopmiieHIHe OCHOBHBIX
KaJpOBBIX JOKYMEHTOB (KypHaJIbI yueTa, KapTOTEeKH U T.1.).

IlepBuunble yaeTHBIE GOPMBI JOKYMEHTOB I10 TPYAY | ero oruiate. CocraBieHne u opopMIleHHEe
JUYHOH KapTOouKH padoTHuKa (hopma Ne T-2). CoctaBienre u ohopmiieHHE THIHONH KaPTOUKH




Koapl

HaumeHoBaHue pa3aesioB KOMIIeTEeHIIH,
npodeccnoHaILHOIr0 ¢popmupoBanuio
woyst (TTM), Copep:xanue yueOHOr0 MaTepHaJia, JIaopaTopHbIe pa0oThl U NPAKTHYECKHe 3aHATHS, O0Bem YpoBeHb KOTOPEIX
caMocTosITe1bHast padoTa 00y4Yaronuxcs 4acoB OCBOCHUSA
MERIUCHUTIIHHAPHBIX crnoco0cTByeT
kypcoB (MJK) u Tem 3JIEMEHT
MPOrpamMmbl
1 2 3 4 5
rocynapcTBeHHOTo ciyxamiero (¢popma Ne T-2I'C) u 1.1.
Cucremaruzanus KaJpoBOH JOKyMEHTAIMN. XpaHCHHE U YHHUITOKCHUE KaJJpOBOH JOKYMEHTALNH.
Tema 11 IlpakTriaeckue Copneprxanue yueOHOTO MaTepHaa; 4 2
3aHATHS I13 Ne 12 OdopmiteHIIE OCHOBHBIX KaJAPOBHIX JOKYMEHTOB (’KYpHANbI y4eTa, KapTOTeKH U T.1.).
TI3Ne 13 OchopmiteHre OCHOBHBIX KaJpOBBIX JOKYMEHTOB (TPYIOBBIC KHIDKKH, IMIHBIC IeTa
COTPYAHUKOB).
Tema 12 CamocrosiTenbHas ConeprxaHne yueOHOTO MaTepHaa; 8 2
pabota Crenarb TE3UCHBIN MJIAH 1O JEKIMOHHOMY MaTepHaIy
Tema 13 Homenknatypa gen | CoxpepskaHue yueOHOTO MaTepHana; 8 2
Hasnauenne HOMEHKIATypsl e, TpeOoBaHUs K COCTaBICHHIO HOMEHKIIATYPHI Jien PermamenTaris
JaHHBIX TPEOOBAaHNH B HOPMATUBHO-METOANYECKIX MaTepHaax.
HoMmeHknatypsl ey CTpyKTYpPHBIX Mofpa3aeneHiid. CBoAHbIE 0COOEHHOCTH HOMEHKIIATYPHI eI
CTPYKTYPHBIX IOJpa3/iCIeHHH.
MerTovKa U3ydEeHHUs COCTaBa JTOKYMEHTOB NP COCTABICHNH HOMEHKIATYPHI Aei. MeToauka
M3y4deHus pa3pabOTKH KIacCU(PHUKAMOHHONW CXeMbI PU COCTaBJICHUH HOMEHKJIATYpHI /1esl. MeTouka
M3y4deHUs TPeOOBAaHMUS K COCTABIICHUIO 3ar0JIOBKOB JIeJI M MIPaBUJIa UX CHCTEMATH3ALNH TIPU
COCTaBJIEHNHM HOMEHKJIATYpHI JIEl.
[Nopsinok oopmiteHns, COTTIACOBAHUS U YTBEPKACHHUS HOMEHKIATYPHI Jes. CpOKH XpaHEeHHS
JOKyMeHTOB. M cronp30BaHre HOMEHKJIATYPHBI €] B ONIEPaTHBHOM XPaHEHUH W BEIOMCTBCHHOM
apxwBe.
Tema 14 Ilpaktuyeckue ConeprxaHue yueOHOTO MaTepHaa; 2 2
3aHSTHS 113 Ne 14 KontponpHas paboTa mo teme "HomenkmaTypa gen"
Tema 15 CamocTtosiTenbHas ConepxaHue yaeOHOTO MaTepHuaa; 10 2
paboTta o0ygaromuxcs CraenaTh TE3UCHBIH MJIaH MO JIEKIMOHHOMY MaTepHalLy
Paznen 3 Opranuzanus 70 OK1,0K?2,
XpaHeHUs1 JOKYMEHTOB OK 3, OK 4,
OK 5, OK 6,
OK 7, 0K 8,
OK9,IIK 1.1,
K 1.10, K

1.2, TIK 1.3, TIK

1.4, TIK 1.5, TIK

1.6, TIK 1.7, TIK
1.8, TIK 1.9




Koapl

HaumeHoBaHue pa3aesioB KOMIIeTEeHIIH,
npodeccnoHaILHOIr0 ¢popmupoBanuio
woyst (TTM), Copep:xanue yueOHOr0 MaTepHaJia, JIaopaTopHbIe pa0oThl U NPAKTHYECKHe 3aHATHS, O0Bem YpoBeHb KOTOPEIX
caMocTosITe1bHast padoTa 00y4Yaronuxcs 4acoB OCBOCHUSA
MERIUCHUTIIHHAPHBIX crnoco0cTByeT
kypcoB (MJK) u Tem 3JIEMEHT
MPOrpamMmbl
1 2 3 4 5
Tema 1 OnepaTiBHOE Copneprxanue yueOHOTO MaTepHana: 10 2
XpaHEHHE JOKYMEHTOB XpaHeHHE JOKyMEHTOB B CTPYKTYPHBIX NOApa3IeIeHUAX opraHn3ayyi. OTBETCTBEHHOCTD 3a
COXPaHHOCTb JOKYMEHTOB.
3aKOHOATEIbCTBO M HOPMATHUBBI 110 00ECTIEIEHUIO COXPAHHOCTH JOKYMEHTOB.
Opranu3anys copaBOYHOW pabOTHI U MOPSIIOK BEIJAYH JOKYMEHTOB BO BPEMEHHOE IIOJIb30BAHUE NIPH
XpaHEHHNH B CTPYKTYPHBIX IoApasaencHusX. [Iopsnok BeIgaun JOKyMEHTOB BO BPEMEHHOE
MOJTb30BAHUE MIPU XPAHEHUH B CTPYKTYPHBIX OAPA3ICICHUAX.
XpaHeHue J0CTyma K JOKYMEHTaM B yCIOBUSX (pyHKIMOHMPOBAHHSA aBTOMAaTH3UPOBAaHHBIX
MH()OPMAIMOHHBIX CHCTEM.
Opranuszanus JOCTyNa K JOKYMEHTaM B YCIOBUSIX (YHKIIMOHUPOBAHUS aBTOMATH3NPOBAHHBIX
MH(OpPMAIMOHHBIX CHCTEM
Tewma 2 [IpakTuueckue ConeprxaHne yueOHOTO MaTepHaa; 2 2
3aHSTHS 113 Ne 16 Iopsgox pabotsl K. OdopmieHne pe3yabTaToB SKCIEPTH3H IEHHOCTH JOKYMEHTOB.
Tema 3 [lepeunn Copneprxanne yueOHOTO MaTepHaa; 6 2
JIOKyMEHTOB I10 CPOKaM Ha3nadyeHnune n ucnonp30BaHue NepeyHel B KA4ECTBE OCHOBHBIX CTOYHHKOB O M3YYEHHIO COCTAaBA
XpaHeHHs COJICprKaHMUs IOKYMEHTOB Y CTAHOBJIEHHE CPOKOB XpaHEHUsI M 00ECIICUEHHsI €AMHCTBA OTIEPATHBHOTO
XpaHeHUs U apxuBa. TUIIOBbIE BEIOMCTBEHHBIC NTepedHy. Mcroap30Banne nepedHel At COCTaBIeHUS
KJIacCHU(UKATOPOB N HOMEHKJIATYp JieJ1. Br100op KiaccupUKaMOHHON CXEMBI.
2
[ToHsTHE O 3BEHHOCTH NEepeyHs. AHAIN3 M CUCTEMAaTH3aIs JAHHBIX B 3aBUCHMOCTH OT YPOBHEH
ynpasienust. @opMynupoBKa CpaBOYHOTO anmapara, ero ucroias3obanue. [lopsiok opopmiienns,
COTJIACOBAHUSI M YTBEP>K/ICHHS OTPACIICBBIX MEpPEUHEH.
Tewma 4 [IpakTuueckue ConeprxaHue yueOHOTO MaTepHaa; 2 2
3aHSITHS I13 Ne 17 Metoaunka pa3paboTKe OTpacICBBIX MEPEYHEH TOKYMEHTOB. T pCHHUHT.
TepMuHONIOTHUECKUI TUKTAHT 110 TeMe «[lepeyHn JOKyMEHTOB CO CPOKaMHU XpaHEHH»
Tema 5 [IpakTuueckue ConeprxaHue yueOHOTO MaTepHana; 4 2
3aHATH 13 Ne 18 KonTposnbHas pabora.
Tema 6 CamocTosiTenbHast ConepxaHue yaeOHOTO MaTepHraa; 46 2
pabota ITox6op MaTepuana KypcoBoil pabOThI, HAMMCaHUE KypCOBOI paboThI
Tema 7 Utorosas pabora. CoxepikaHre yueOHOT0 MaTepHaa; 0 2
Wrorosas paboTa.
Bceero: 222




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
pacrnucaHueM, YTBEPKICHHBIM PYKOBOJMTEIEM CTPYKTYPHOTO MOJPAa3/CIICHUS HA
iargopMmax: teams, zoom.



4. YCJOBUSA PEAJINBALIU ITPOPECCUOHAJIBHOT'O MOAYJIA

4.1. TpeOoBaHMSA K MUHMMAJIbHOMY MAaTePHAIbLHO-TEXHUYECKOMY
o0ecnmeYeHNIo

[Ipodeccuonanpupii  mMomyns I[IM.01: MJIK.01.01 "JlokyMeHTammoOHHOE
obecrieueHue ynpasiaeHusa" peaausyercsl B KaOMHETE apXUBOBECHUS.

Cucrtemnniii 6710k Intel(R) Core(TM) 13-6100 CPU @ 3.70Hz, 3.70Hz O3Y 8Gb
-1 .

Monutop DELL 24.1 U2415 /1920x1200/ HDMI x2/DisplayPort/Mini
DisplayPort/USBx2- 1.

KnaBuarypa -1 mr.

Mpbib -1 mwir.

[Tpoexrop Beng MX507 -11mT.

Okpad 115 npoekropa Digis Optimal-B -1mT.

NBIT ABC Back-UPS

Crenapl — 4 miT.

Kabuner st npoBeieHUs 3aHATHH JIGKITMOHHOTO THIIA.

JlabopaTtopust nHOOPMATUKU U KOMITBIOTEPHOU 00paOOTKH TOKYMEHTOB

KowmmbroTepusiii kabunet Ha 34 pabouux MecTa.

Momno6sok Acer Intel(R) Celeron(R) CPU N2930 @ 1.83Hz, 1.83Hz O3V 4Gb
-26 wr.

Momno6sok Acer Intel(R) Pentium(R) CPU J2900 @ 2.41Hz, 2.41Hz O3V 2Gb
-8 MIT.

Kinasuarypa -34 .

Mpbiib -34 wr.

MuorodyuknuonansHoe ycrpoiictBo HP Laser]Jet Pro MFP M125mw -11mt.

Busyanuzarop apxusa.

[Mkad a1 OymMaXHbIX JOKYMEHTOB.

VYuebHas mebenb - CTOMbI, CTY/bSI Ha 34 MOCA0YHBIX MECTA.

[1O: mporpamma st o0paboTku rpaduueckux uzodOpaxenuit IrFanView,
Windows, MS Office, mporpamma nnst mepeBoga - onnaiiH Google-nmepeBouuK,
antuBupyc Kacmepckoro, Acrobat mist urenus pdf daitioB (BU3yanu3npoBaHHBIX
AJIEKTPOHHBIX TOKyMEHTOB), yueOHas Bepcus T-FLEX CAD.

CreHap! — 5 mIT.

KoMrmbroTepHbIi KaOMHET JUTs TPOBEACHMS MTPAKTUYECKUX 3aHATHI, TPYITITOBBIX
U WHIAUBUAYAJTbHBIX KOHCYJIbTAIIMH, TEKYIIETO KOHTPOJIS M TPOMEKYTOUYHOMN
aTTECTAIlH, IIPON3BOJICTBEHHON TIPAKTUKH.

JIaGopatopusi CUCTEM BIEKTPOHHOTO JOKYMEHTO000pOoTa

CepBep, MOAKITIOYEHHBIN K HMHTEPHETY, KOMITBIOTEPHI, 00HETMHEHHBIC CETHIO C
cepBepoM u Apyr-npyrom: Mouo6mok Acer Intel(R) Celeron(R) CPU N2930 @



1.83Hz, 1.83Hz O3V 4Gb — 3 mt.; Morobmok Acer Intel(R) Pentium(R) CPU J2900
@ 2.41Hz, 2.41Hz O3Y 2Gb - 2 mT.

Kiasuarypa -5 mr.

MpIb -5 mr.

MuorodyunkuronansHoe yctporictBo HP Color Laser]Jet Pro MFP M477taw -
L.

VYyeOHast MeOelb — CTOJIBI U CTYJIbS Ha 24 MOCaJ0OYHBIX MECTA.

Crenanl — 4 mir.

TB-nanens — 1 mr.

I1O: Windows, MS Office, CO]J] or 30Ca JIEJIO, Acrobat mist utenus pdf
(daiinoB (BU3yaJIM3UPOBAHHBIX 3JIEKTPOHHBIX AOKYyMeHTOB), Koncynbrantllmtoc,
antuupyc Kacrnepckoro.

Crnenuraivu3upoBaHHbI KaOMHET i1 MPOBEJACHUS NMPAKTHUYECKUX 3aHATHA,
TPYNNOBBIX U HUHIWBUIYAIbHBIX KOHCYJbTAllMM, TEKYIIEro KOHTPOJS H
MIPOMEKYTOUYHOH aTTeCTAINH, PON3BOACTBEHHOMN MPAKTHKH.

JlabopaTopus TEXHUYECKUX CPEICTB yIPABIICHHUS

Cucremnbii  Omox  ProMegalet 310 MT 13 7100/4Gb/500Gb
7.2k/HDG360/DVD/DOS -2 mir.

Cuctemnuniii 010k DEXP Intel(R) Pentium(R) CPU G4560 @ 3,50GHz
3,50GHz O3V 4Gb — 1.

MonuTop ASUS 23.8 VA249HE VA/1920x1080/D-Sub/HDMI -2m1r.

Monutop Acer 21.5 V226HQL VA/1920x1080/ D-Sub/DVI/VGA -11t.

KinaBuarypa — 3mr.

Mpiip — 31T,

Be6 xamepa Logitech HD Webcam C270 -1mir.

Haymnuku Sven AP-670MV uyepHblii -51T.

Ckanep Canon LIDE 300 240044800 dpi, 48bit, USB, A4 -2 mir.

MuorodyukunonansHoe yctporictso HP Color Laser]Jet Pro MFP M477taw -
L.

JukTo(hoHBI — 2 1IT.

Tenedpon — 1 wr.

®akc — | .

BpourtopoBounas mamvia — 1 mr.

Cruriep yCHUIEHHBI.

YcerpoticTtBo it medaty TakTiwiibHOM Tpaduku «PTAFy -1 .

[IpoBomHass rapHHUTypa € KOCTHOM mpoBoauMocThio «Aftershokz Sportz
Titaniumy -1 mmT.

KnaBuarypa anmantupoBaHHass OecnpoBOAHas C OOJIBIIMMU KHOIKAMHU H
HaKJIaaKoM -1 miIT.



Axyctuueckas cucreMa Front Row to Go (kononka HaymHuk. Mukpodon)-1

Buneoysennuurens ONY X Portable HD -1 mit.

TepmooOymara ZY-TEX Swell paper -2 nauku

bymara nns neuatu penbedHo-ToueunbiM mpudTom bpaiinsg — 10 mauex

[IpunTtep nnsa nevatu penbedHo-ToueyHbIM HIpudTOoM bpaitnsg «Index Everest-
D V5» -1mr.

[NonpeMHUK TeCTHUYHBIN TyceHUYHbIN MOOMIBHBIN T09 «Roby PPPy -1 miT.

Kpecno-konsacka naBanmuanas HO3S -1 mr.

Bbpatinesckuit nucruieit Focus-40 Blue -1mr.

VYyeOHast MeOeIb — CTOJIbL, CTYJIbS.

ITO: Windows, MS Office ¢ ycranoBinennbsiM Outlook, Koncynerantllnroc,
antuupyc Kacrnepckoro.

KomrmbroTepHbiii KaOMHET JTsl TPOBEACHUS TPAKTUUYECKUX 3aHSATUH, TPYIIIOBBIX
YU WHAWBHUIYATbHBIX KOHCYJIBTAIMMA, TEKYIIErO0 KOHTPOIS H MPOMEKYTOUHOM
aTTeCTalluy, IPOM3BOJCTBEHHON PAKTUKH.

bubmuoTexka, YUTATbHBIN 3ai (cnermanu3upoOBaHHBINA KaOWHET),
000pyJOBaHHBIN KOMIIBIOTEPAMU C BBIXOJOM B c€Th MIHTEpHET.

10 paGouux MecT, B TOM 4HCIE 5 MECT, 000PYAOBAHHBIX KOMIBIOTEPAMHU IS
CaMOCTOSITENIbHOM paboThl CTYAEHTOB C BBIXOJOM B Internet - mMoHOOJOKM Acer
Intel(R) Celeron(R) CPU N2930 @ 1.83Hz, 1.83Hz O3V 4Gb, knaBuaTypbl, MbIIIH.

1 TIK mns corpynuukoB, Lenovo Intel(R) Pentium(R) CPU G2030 @ 3.00Hz,
3.00Hz O3V 4Gb, muorodyHkumonansnoe ycrporictBo HP LaserJet Pro MFP
M125rmw - 1.

4.2. UudopmanuonHoe odecnieyeHre o0yueHust

OCHOBHBIE MICTOYHUKH:
Ne ni/m bubnuorpaduueckoe onucanue

1 I'pozoBa O.C. Jlenonpou3BoJCTBO: yueOHOE IOCOOHE ISl CPEAHETO
npodeccuonambHoro oopazosanue). - ISBN 978-5-534-08211-1. - Tekcr:
aneKTpoHHBIH // O6pa3zoBaTenbHast miardopma FOpaiT [caifr].

2 Hoponuna JI.A. JlIokyMeHTallMOHHOE 0OecrieyeHre ypaBieHus: y4eOHUK U
MIPaKTUKYM JUIsl cpeiHero npodeccuoHanbHoro oopasosanus / JI.A. loponuna, B.C.
Hputukosa. — M.: U3narensctBo FOpaiit, 2021. - 233 c. - (Ilpodeccuonansnoe
obpaszoBanue). - ISBN 978-5-534-05783-6. - Tekct: 2MeKTpOHHBIH //
OopasoBarenbHas matdopma KOpaiit [caiT].

3 Kazakesuu T.A. JlokyMeHTalmoHHOE 0OeCIIeYeHHEe YIPaBICHH: YUeOHUK U
MPAaKTUKYM JUIS CpeHero mpogeccuoHansHoro oopasoBanus / T.A. Kazakesuu, A 1.
Txanuy. - 2-e u3z., ucnp. u gon. — M.: MzparensctBo KOpaiir, 2021. - 177 c. -
(ITpodeccuonansuoe odpazoBanue). - ISBN 978-5-534-06291-5. - Tekcr:
anexTpoHHbId // OOpa3zoBarenbHas maatdopma FOpait [cair]. -




Ne ii/mt bubnuorpaduueckoe onucanue

4 Kopnees K. JlokymeHTanimonHoe o0ecredeHue yrnpaBieHUs: YYeOHUK U TPAKTUKYM
JUTs1 cpenHero npodeccuoHanbHoro oopaszosanus / M.K. Kopuees, A.B. ITmenko,
B.A. Mamypues. - 2-¢ u3a., nepepad. u non. — M.: UsparensctBo KOpaiit, 2021. - 384
c. - (ITpodeccuonanproe odpazosanue). - ISBN 978-5-534-05022-6. - Tekcr:
aneKkTpoHHbIH // OOpa3zoBatenbHas miargopma FOpaiit [caiir]

HNuTepHer-pecypcesl

[IpaBoBas cucrema «Koncynbrant [lmroc»: http://www.consultant.ru.

4.3. O0mme TpeOOBaAHUA K OPraHU3aNMU 00Pa30BaTeJIbLHOIO Mpoecca

Peanmzamusi oOpa3oBaTeNbHON TpOrpaMMBbl  MpEAroaraeT o00s3aTeNbHYIO
y4eOHYIO U MTPOU3BOJICTBEHHYIO MPAKTHUKY.

YyeOHasi TpakTHKa peaju3yeTcs B MAaCTePCKUX MpodeccuoHaNbHON
00pa3oBaTeNbHON OpraHu3aliy U TpeOyeT HAJInYusl 000py10BaHUs, HHCTPYMEHTOB,
pPacxXxoJHbIX MaTepuanoB, OOECHEUMBAIOIIMX BBIIOJHEHUE BCEX BHJIOB padoT,
ONpE/ENEHHBIX  COJAEPKAHUEM  MporpaMMm  Npo(EeCCHOHANBHBIX  MOAYJEH,
OTBEYAOIIETO MOTPEOHOCTSIM OTPaC/Id U TPEOOBAHUSIM pabOTOJATENECH.

[Tpon3BoacTBEHHAs MPAKTUKA pEaTn3yeTcsl B OpraHu3aIusax Jr0oro mpoduis,
00ecreynBaIIMX AEATeIbHOCTh 00yJaromuxcs B npodeccuoHanbHon oonactu: 07
AJIMUHHCTpATUBHO-yIpaBlieHUYeCKast U OpUCHAS 1eATETHHOCTb.

ObopynoBaHue MpeANPUATANA W TEXHOJOTHYECKOE OCHAIIEHUE PabOUnX MECT
IPOU3BOJACTBEHHON MPAaKTUKH COOTBETCTBYET COJEPKAHUIO MpodeccroHalIbHOM
JESTeIbHOCTH U 1a€T BO3MOXHOCTh 00YyYaroIieMycs OBlIaieTh MPOoPecCUOHATbHBIMU
KOMIIETEHIIMSIMH 110 OCHOBHBIM BHJaM AeslTelIbHOCTH B cooTBeTcTBHU ¢ PI'OC CIIO
C MCIIOJIb30BAaHUEM COBPEMEHHBIX TEXHOJIOTHI, MaTepUaIoB U 000PyAOBAHHUS.

JlommyckaeTcs 3aMeHa 000pYI0BaHMsI €T0 BUPTYaIbHBIMU aHAJIOTAMHU.

OOyuaromuMcest JoJKeH ObITh oOecreueH 10cTyn (yIajdeHHbI A0CTYM), B TOM
quclie B Cclydyae TPUMEHEHHUS DJIEKTPOHHOTO OOy4YeHHS, TUCTAHIIMOHHBIX
00pa3oBaTeNbHBIX TEXHOJIOTHI, K COBPEMEHHBIM MPO(heCcCHOHATBHBIM 0a3aM JTAHHBIX
U MHPOPMAIMOHHBIM CIPABOYHBIM CHCTEMaM, COCTaB KOTOPBIX OIpeaessieTcs] B
pabounx mporpaMmax JAUCHHUIUIMH (MOJYJieH) W TOJJICKUT OOHOBJICHHUIO (IIpU
HeoOxoaumoctn). Kaxknpiii oOywaromuiics oOecriedeH HE MEHee 4YeM OJHHUM
y4eOHbIM Te4YaTHbIM W (WIM) DJIEKTPOHHBIM  H3JAAHMEM 1O  KaXIOMY
MEXIUCIUIUIMHAPDHOMY Kypcy (BKJIIOYAst DSJCKTPOHHBIE 0a3bl TMEPUOIUYECKUX
U3IaHU).

[IpenoctaBnsercs o0O0y4aromMMcsi BO3MOXXHOCTh ONEpPAaTUBHOTO oOMeHa
uH(popMaImenn U AOCTyl K COBPEMEHHBIM MPO(ECCHOHATBHBIM 0a3aM JaHHBIX |



nHdopmarmoHHeiM pecypcam cetn HaTepuer. OOpaszoBarenbHas mporpamma
J0JKHA 00ECIIeYnBaThCA YI€OHO-METOIMUECKON JOKYMEHTAINEH 110 BCeM y4eOHBIM
TUCITUTUTHHAM (MOYJISIM).

OOyvarommecss WHBAIAIAB W JIMIIA C OTPAaHUYCHHBIMH BO3MOXKHOCTSIMHU
3I0POBBS JOJKHBI OBITH 00ECIIEUeHBI ITeYaTHBIMU U (MJIH) DJICKTPOHHBIMHU YICOHBIMU
U3JaHUSIMH, aJalTHPOBAHHBIMUA TPH HEOOXOJAMMOCTH JJisi OOyUeHHs YKa3aHHBIX
00yJaroImmxcs.

[lepeyerr HEOOXOMMMOTO KOMIUIEKTa JIMIICH3MOHHOTO ¥ CBOOOJHO
pacpoCcTpaHsIeMOro MPOTPAMMHOTO OOECIIeUeHHUs, B TOM YHCJIE OTECYECTBEHHOTO
MIPOU3BOICTRBA.

4.4. KaapoBoe obecnieueHne 00pa3oBaTebHOIO nmpoiecca

Peanuzamus IPOrPaMMBI poeccuoHaNbHOTO MOAYJSl  JIOJDKHA
o0OecreunBaThbCsl MEJarornYecKUMH KaJpaMy, UMEIOIMMHU BhICIIEe 0Opa3oBaHMUE,
COOTBETCTBYIOIIEE TPOGUIIO TpernoaaBaeMoro Momayis. OnbIT AeSTeTbHOCTH B
OpraHW3alMsIX  COOTBETCTBYIOIIEH  mMpodecCHoHaNIbHONH  cepbl  sBIAETCS
00s13aTeNbHBIM 711 TIperojaBaTesiei, OTBEUAIOIUX 3a OCBOCHHUE OOYJarOIIMMCS
npo(ecCHOHANBHOTO IUKJIA, 3TH MPENoAABATENM IOJIYYaloT JOMOJHUTEIHHOE
npodeccruoHanbHOe 00pa3oBaHME IO MPOrpaMmaM TOBBIIIEHUS KBaTU(UKAIIHH,
JOJDKHBI TPOXOJIUTh B TOM uYuciae B (OpME CTaXUPOBKH B MPOQPHIBHBIX
OpraHu3alMsIX HE PeKe OJHOTO pasa B 3 roja.



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

KoHTposlb ¥ OIlEHKa pe3ynbTaTOB OCBOEHHA MNPOPECCUOHAIBHOIO MOIYJIS
I[IM.01  "JlokymMeHTallMOHHOE OOECIeUYeHUEe yIpaBieHus"  OCYIIECTBIACTCS
neJarortyeckuM paboOTHUKOM B IMPOIECCe MPOBEICHUS ayJIUTOPHBIX 3aHATHUM, YTO
MO3BOJISIET TPOBEPUTH Yy OOydarommxcsi HE TOJbKO CHOPMUPOBAHHOCTH
MpOoECCHOHATIBHBIX KOMIIETCHITMH, HO W pPa3BUTHE OOMMX KOMIETCHINN H
00€eCIeYnBaAOIINX UX YMEHHUN.

®opMbl W METOALI KOHTPOJS U  OIEHKH Pe3yJbTaToB  OOydYeHUSs
periiaMeHTUPOBaHbl COOTBETCTBYIOIIMM PoHIOM oneHouHbIX cpeactB (POC) mo
npodeccuonambHoMy  moayiaro  IIM.01  "JlokymeHTallMOHHOE  oOecreueHue
yhapaBJieHus'".



