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1. IACIIOPT PABOYEM ITPOT'PAMMBI JUCITATIJIVHBI II11.03 Yuebnas
NPAKTUKA 110 Npogeccun

1.1. ObsacTh npuMeHeHus1 pado4eil MporpaMMsbl

Pa6ouas nmporpamma aucuurinasl [111.03 "YyeOnas nmpaktuka mo npodeccun”
ABIIIETCS. YacThIO OCHOBHOW MpodeccuoHaNIbHON 00pa30BaTeIbHONW MPOTPAMMBI
®OI'OC CIIO u pazpaborana B cootBercTBUM PI'OC CIIO mo crneunalbHOCTH
46.02.01 loxyMeHTaIIMOHHOE O0ECIIeUeHNE YIIPaBICHHS U apXUBOBEJICHUE ...

Huctumunaa TII1.03 "Yuebnas npaktuka mno mnpodeccuu”" obecrieunBacT
dbopMHpoOBaHHE W Pa3BUTHE CIEAYIOMMX KoMreTeHui B cooTBercTBUM ¢ PI'OC
CIIO mo conenuaJTbHOCTM H  TPYIOBBIX (YHKIMHA B COOTBETCTBUHU C
Mpo(eCCHOHATIBHBIMU CTaHAApTaMH, a Takxke pa3aenoB WSSS:

1.1.1. IlepedyeHn 0OMMUX KOMIETEHIIUM

Kon HaumeHoBaHue 00IMX KOMIIETECHIINHI
OK 01. Bri6upath ciocoObl perieHus 3aaa4d npoeccuoHaTbHON
JESITEILHOCTH MPUMEHHUTEIBHO K Pa3JIMYHBIM KOHTEKCTaM
OK 02. Hcnonb30BaTh COBPEMEHHBIE CPEACTBA OMCKA, aHAIN3A U

UHTEpIpeTanuy HHHOPMAITUU U HHPOPMAIIHOHHBIE TEXHOIOTHH IS
BBITIOJTHEHMSI 33/1a4 PO ECCHOHATBHON ACSITEbHOCTH

OK 03. [InanupoBaTh U peanr30BbIBaTh COOCTBEHHOE MPOPECCHOHAIBHOE U
JMYHOCTHOE Pa3BUTHE, MPEANPUHIMATEILCKYIO IEITETFHOCTD B
npodeccruonanbHol cdepe, UCTOIb30BaTh 3HAHUS TI0 (PUHAHCOBOM
I'PaMOTHOCTH B Pa3JIMYHbIX KU3HEHHBIX CUTYalUsIX

OK 04. D} heKTUBHO B3aUMOJICHCTBOBATh U pabOTaTh B KOJIJIEKTUBE U
KOMaH/1e
OK 05. Ocy1iecTBIATh YCTHYIO U MUCbMEHHYI0 KOMMYHHKAIIMIO Ha

rocyJ1apCcTBEHHOM s3bIke Poccuniickon denepanuu ¢ yaeTom
0COOEHHOCTEN COLMAIBHOTO M KYJIBTYPHOTO KOHTEKCTa

OK 06. [IposBIATH IPaXKJaHCKO-MIATPUOTUYECKYIO TTO3ZUIIUIO,
JEMOHCTPUPOBATH OCO3HAHHOE MOBEIEHNE HA OCHOBE TPAAUIIMOHHBIX
OO0ILIIEYEIOBEYECKUX [IEHHOCTEH, B TOM YHCIIE C YYETOM
rapMOHHU3AIIMN MEKHAIIMOHATBHBIX U MEKPEIIUTHO3HBIX OTHOUICHHH,
IPUMEHSATH CTaHAAPThl AaHTUKOPPYIIIMOHHOTO OBEICHUS

OK 07. CoJelicTBOBaTh COXPAHEHUIO OKPY KAIOIIEH Cpebl,
pecypcocOepexeHHI0, MPUMEHSITh 3HaHUS 00 U3MEHEHUH KJINMAaTa,
MPUHITUIIBI OEPEKITMBOTO MTPOU3BOACTBA, d(PHEKTUBHO JIEHCTBOBATH B
Ype3BBIYAIHBIX CUTYAIHSIX

OK 08. Hcnonb3oBaTh cpencTBa PU3NUECKON KyJIbTYphI JI1 COXPAaHEHUS U
YKpEIUIeHHS 3J0pOBbA B Mpoliecce NpodhecCuoHanbHOU AeATeIbHOCTH
U TIOJIJIEP>KaHMSI HEOOXOJUMOTO YPOBHS (PU3NUECKOi
MOJATOTOBJIEHHOCTH

OK 09. [Tomp30BaThCS PO ECCHOHATBHON JOKYMEHTAIMEH Ha
rOCYJapCTBEHHOM M MHOCTPAHHOM SI3bIKaX




1.1.2. Ilepevyens npodeccuoHaTBHBIX KOMITETEHITUN

Kon

HauMeHoBaHue npodecCuOHAIBLHBIX KOMIIETeHIUM

IIK 1.1.

OcymiecTBIsATh MpUeM-Tiepeady ynpaBieHIeCcKol HH(POpMAIUH C
MTOMOIIIBIO CPEJICTB MH(OPMAIIMOHHBIX U KOMMYHHKAIITMOHHBIX
TEXHOJIOTUN

IIK 1.2.

KoopaunupoBaTh paboTy NPUEMHON pyKOBOJIUTENS, 30H MpUEMa
Pa3IMYHBIX KaTETOPU MOCETUTENICN OpraHn3aluu

IIK 1.3.

BnaneTs HaBbIKaMH IJTAHUPOBAHUS pabO4Yero BpeMEHU PyKOBOAUTEIS
U CEeKpeTaps

IIK 1.7.

OdopMIATh OPraHU3AITMOHHO-PACTIOPSIUTEIBHBIC TOKYMEHTHI U
OpraHU30BbIBATh PAbOTy C HUMH, B TOM YHCIIE C UCIIOJIb30BAHUEM
ABTOMATHU3UPOBAHHBIX CUCTEM

IIK 1.8.

O(bOpMJ'IHTB AOKYMCHTHI 110 IMYHOMY COCTaBy N OPIr'aHU30BbIBATH
pa60Ty C HUMH, B TOM 4YHCJIC C UCIIOJIb30BaHHNCM
ABTOMATHU3HUPOBAHHBIX CHUCTCM

[IK 1.9.

OpraHu3o0BbIBaTh TEKYIEE XPAHEHHE TOKYMEHTOB, 00pabOTKYy aei
JUTSL OTIEPATUBHOTO M apXUBHOTO XPAaHEHHsI, B TOM UHUCIIE C
MCIIOJIb30BAaHUEM aBTOMATU3UPOBAHHBIX CUCTEM

[IK 2.1.

OcyiecTBISATh KOMILJIEKTOBAaHUE apXUBHBIMU JIeJIaMU
(IOKyMEHTaMM) apXuBa OpraHu3aIuu

[IK 2.2.

Bectu y4eT apXxuBHBIX Jie (TOKyMEHTOB), B TOM YHCIIE C
VICIOJIb30BAaHMEM aBTOMATU3UPOBAHHBIX CUCTEM

[IK 2.3.

Ocy1ecTBIATh XpaHEHUE apXUBHBIX JIE] (JIOKYMEHTOB) C
ITIOCTOSIHHBIM CPOKOM XPAHEHUSI U 110 JIUYHOMY COCTaBYy B apXUBE
OpraHu3anuu

[IK 2.4.

OcyliecTBISATh XpaHEHHE, KOMILJIEKTOBAaHUE, YUET U UCTI0JIb30BAHUE
Jen (IOKYMEHTOB) BPEMEHHOT'O XPaHECHHUS

[IK 2.5.

OcCy1ecTBIATh UCTIOIB30BAHUE APXUBHBIX A€ (JOKYMEHTOB), B TOM
YHCJIE C UCIIOJIB30BAHUEM aBTOMATU3HPOBAHHBIX CUCTEM

1.1.3. Ilepeuens Tpya0BBIX (YHKIIHI

Kon

HaumeHoBanue npogeccuoHaNIbLHbIX CTAHAAPTOB,
0000 1ICHHBIX TPYAOBBIX (DYHKIUI U TPYAOBbIX PYyHKIMH

07.002

CneumnajaucT o OpraHu3alMOHHOMY U JOKYMEHTALMOHHOMY
o0ecre4YeHNI0 YIIPABJICHUsI OPraHu3anueH

OT® A. OpranuzanmoHHoe o0ecrneueHue AeATeILHOCTH OpraHn3aliy

Td A/01.3. | IIpuem u pacupenenenne Teiae(GOHHBIX 3BOHKOB OPraHU3aIHH

Td A/02.3. | Opranusaiiust pabOTHI ¢ TOCETUTEIIMH OpraHU3aIuN

Td A/03.3. | BeimoaHeHHE KOOPIUHUPYIOMUX U 00CCIICYMBAOIINX (DYHKITHIA

OT® B. /lokymMeHTanmoHHoOe obecrieyeHue AesITeIbHOCTH OpraHu3aIuu

Td B/01.5. | Opranusanus paboThI C JOKYMEHTaMH

Td B/02.5. | Opranuzanus TeKyniero XxpaHeHus JOKYMEHTOB

T® B/03.5. | Opranuzanus 00pabOTKH AeI IS MOCIEAYIOMET0 XPaHCHHSI

OT® C. OpranuzaiioHHOE, JOKYMEHTAIIMOHHOE U HH(POPMAIIMOHHOE




Kon

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

oOecrieueHue ACATCIIbBHOCTHU PYKOBOAUTCIISL OpraHn3alnun

Td C/01.6. | Oka3zaHre MOMOIIY PYKOBOJUTEIIO B INIAHUPOBAHUU paboUYero
BpPEMCHH

Td C/02.6. | [InanupoBaHue padoUero JHSI CEKpeTaps

Td C/03.6. | Opranmzanus Tene)OHHBIX TIEPETOBOPOB PYKOBOTUTEIS

Td C/04.6. | Opranuzanys KOMaHAHUPOBOK PYKOBOIUTEIIS

Td C/05.6. | Opranuzanus paboThI C TOCETUTEIIIMA B TPUEMHOMN
PYKOBOIUTEIS

T® C/06.6. Opranu3zaius MoAroTOBKH, IPOBEACHUS U 0OCTYKUBAHUS
KOH(EPEHTHBIX MEPOIPHUSITHIA

Td C/07.6. | OpraHu3anus UCTIOJTHEHUS PEIICHUH, OCYIIIECTBICHUE KOHTPOJIS
UCIIOJIHEHUS] TIOPYUYEHUN PYKOBOJIUTES

Td C/08.6. | Opranuzanus 1 nojaepxaHue GyHKIMOHATBHOTO pabodero
MIPOCTPAHCTBA MPUEMHOMN M KAOMHETa PYKOBOAUTEIIS

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

Td C/10.6. | CocraBnenue u oopMIICHHE YIIPABICHUECKOW JOKYMCHTAITUH

Td C/11.6. | Opranuzanus paboThl ¢ JOKYMEHTAMH B TPHUEMHOM
PYKOBOJIUTEIIS

Td C/12.6. | Opranu3anus XpaHeHUs JOKYMEHTOB B IPHEMHO
PYKOBOJUTEIIS

Td C/13.6. | OGecnieuenue pyKkoBoauTes nHGopManuen

T® C/14.6. Opranuzanus HHPOPMAITMOHHOTO B3aUMOJIECHCTBUS

PYKOBOJIUTENS C TTOAPA3ACICHUSIMA U JOJLDKHOCTHBIMU JIULIAMHU
OpraHu3aIU

OT® D. UndopmManinoHHO-aHATUTUYECKAS] K OPTaHU3AIMOHHO-
aJIMUHUCTPATUBHAS NOJAECPKKA NESATEIbHOCTH PYKOBOJUTENS OPraHU3alluN

Td D/01.6. | dopmupoBanre UHPOPMALIMOHHOTO B3aMMOCHCTBUS
PYKOBOJIMTEIIS C OPTaHU3aAlUSIMU
Td D/02.6. | Ananu3 uH(bOpMAIMK U TIOATOTOBKA MHPOPMAIIMOHHO-
AHATUTUYECKUX MaTEpHUaJiOB
T® D/03.6. Opranu3aius JeJ0BbIX KOHTAKTOB U MPOTOKOJbHBIX
MEPONPUSITHN
Td D/04.6. | Opranusaiiyisi ICIIOJHEHUS PEIICHUI PYKOBOIUTEIIS
Td 01.6. dopmupoBanue HHHOPMAIIMOHHOTO B3aUMOICHCTBUS
Td 04.6. Opranu3anys UCHOJHEHUN PEeIICHUN PYKOBOAUTENS
07.004 CrnenuajucT no ynpaspjeHH0 JOKyMEHTAMHU OPraHu3auuu

OTD A. JlokymeHTaIlMOHHOE 00ECTICUCHHE YIIPABJICHUS OpraHu3anuen

Td A/04.6. | [IpoekTupoBaHue, BHEAPCHUE U PA3BUTUE CUCTEMBI
ANIEKTPOHHOTO JOKYMEHTO00OpOTa
07.004 CrneumnaJjmcT o ynpapJieHUI0 JOKyMeHTaluell OpraHu3aunu

OT® A. JlokymeHTalMOHHOE 00ecredeHne yrnpaBIeHHs OpraHu3anuein

Td A/01.6.

‘ P33pa60TKa 1 BHCAPCHUC JIOKAJIbHBIX HOPMATUBHLBIX dKTOB I10




HaumenoBanue npogecCHOHAIbHBIX CTAHAAPTOB,

Kox . .
00001EHHBIX TPYAOBBIX (DYHKIIHIA M TPYAOBBIX QYHKIM

JOKYMEHTAIIMOHHOMY 00€CIICUCHHIO YITPABJICHUS OpraHu3aIfeit

Td A/01.6. | PazpaboTka v BHEIPEHHE JOKAIbHBIX HOPMATUBHBIX aKTOB B
o0JacTH ynpaBiIeHHs TOKYMEHTaMH OpTaHU3aIIH

Td A/02.6. | Opranuszaius JOKYMEHTHPOBAHHUS YIIPABICHUYCCKOM
JICSITCIIbHOCTH B OpTraHU3aIluu

Td A/02.6. | Opranu3zamnus JOKYMEHTHPOBAHUS JICATEIHHOCTH B
OpraHu3aIiu

Td A/03.6. | Opranusaiysi JOKyMEHTOO0OPOTa B OpraHU3aIiH

Td A/04.6. | OcymiecTBiacHHE padOT O MPOSKTUPOBAHUIO M BHEPECHUIO
CUCTEMBI 3JIEKTPOHHOTO IOKyMEHTO000poTa B chepe
JOKYMEHTAIIMOHHOTO YIIPABJICHUSI OpraHU3al|H

Td A/04.6. | [IpoekTHpoBaHHE, BHEPEHHUE U PA3BUTUE CUCTEMBI
AJIEKTPOHHOT'O JOKYMEHT0000pOTa

Td A/05.6. | OcymecTBiaeHre HHPOPMALIMOHHO-CITPABOYHOM PabOTHI C
JOKYMEHTaMH OpTraHu3aluu

Td A/06.6. | OcyiiecTBiIeHHE KOHTPOJISA IPOIEcca U CPOKOB UCIIOTHEHUS
JOKYMEHTOB B OpPTaHU3aIUN

Td A/07.6. | Opranu3aius onepaTuBHOTO XPAHEHHS JJOKYMEHTOB B
OpraHM3alMM U NepeJadyu Je JUIsl IOCIEAYIOIEro XpaHeHUs

Td A/07.6. | Opranu3zaius XpaHeHHs] JOKYMEHTOB B OpraHU3aI|K 1
nepeady Jesl Ha apXUBHOE XpaHEeHUe

Td 01.6. Pa3paboTka 1 BHEIpEeHHUE JIOKAJTbHBIX aKTOB 10
JOKYMEHTAIIMOHHOMY 00€CIIEUeHHIO YITPABICHUS OpTaHu3aIei
Td 03.6. Opranuzanusi JOKyMEHTO000pOTa OpraHu3auu

OT® B. PykoBOACTBO AeATEIbHOCTHIO IO TOKYMEHTAIMOHHOMY 00€CTICYEHUIO
YIIPaBJICHUsI OpraHu3aluen

Td B/01.7. | PykoBOACTBO JEATEILHOCTHIO TOAPA3ICIICHUS 10
JIOKYMEHTAITMOHHOMY 00€CIICUEHHUI0 YIIPABJICHUS OpraHn3alliu

Td B/02.7. | Opranuzanus pa3paOd0TKH JIOKAIbHBIX HOPMATUBHBIX aKTOB U
METOJUYECKUX IOKYMEHTOB IO IOKYMEHTAIIUOHHOMY
00ecTieYeHHI0 YIIPaBJICHHS OpraHu3aIuu

Td B/03.7. | IlocTpoeHHE CUCTEMBI JOKYMEHTAIIMOHHOTO 00eCIIeUeHUS
yIpaBJICHUs] OPraHU3aIUU

Td B/04.7. | OcyiiecTBiaeHre KOHTPOJIS (QYHKIIMOHUPOBAHHS CHCTEMBI
JIOKYMEHTAITMOHHOTO 00ECTICUCHMsI YITPaBJICHUS! OpraHN3allun

Td B/05.7. | CoBepIlleHCTBOBaHUE CHCTEMbBI JJIOKYMEHTAIIHOHHOTO

obecrieueHus yIpaBJICHNs] OPTaHU3AIUU

OT® B. PykoBOACTBO AEATEIBHOCTHIO TOAPA3ACIICHUS 110 IOKYMEHTAITUOHHOMY
00eCTIeUeHUI0 YITPaBJICHUs OpraHu3aluen

To 01.7.

PyKkOBOJCTBO €ATENLHOCTHIO MOAPA3ACIICHUS 110
JOKYMEHTAIMOHHOMY 00€CIeYEHHUI0 YIPABJICHHS OpraHu3anuen

OT® C. YnpasneHue TOKyMEHTallUel OpraHu3aiuu

Td C/01.8.

| Ctparernueckoe mIaHHPOBAHUE M PYKOBOJCTBO MOCTPOCHHEM




Kon

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

GHHHOﬁ CHUCTCMBI YIIPAaBJICHUA I[OKYMCHTaHHeﬁ OpraHu3anuu

Td C/02.8.

praBHCHHe pa3pa60TK0171 JIOKAJIBHBIX HOPMATHUBHBIX dKTOB
OpraHu3ainuu 1Mo BOIIpOCaM YIIPABJICHUA €C HOKYMGHT&HHGﬁ

Td C/03.8.

VYnpaBiieHue 1eaTeIbHOCTBIO 110 KOHTPOJIO (PYHKIIMOHUPOBAHMUS
BCEX CHUCTEM JIOKYMEHTALIUU OpTaHU3aIH U €€
KOPIIOPATUBHOI'O IOKYMEHTO000pOTa

Td C/04.8.

VYmpaBieHue nNpoeKTaMu 10 BHEAPECHUIO KOPTIOPATUBHOM
CUCTEMBI 3JIEKTPOHHOTO IOKYMEHTO000pOTa OpraHn3aluu U
pa3pabOTKe CTPATETUH €€ Pa3BUTHS

T®d C/05.8.

CrpaTrerndeckoe IjIaHUPOBaHUE U PYKOBOACTBO IIOCTPOCHUEM
€IMHOM CHCTEMBbI XpaHEHUs JOKYMEHTaIbHOIO (hoHIa
OpraHHU3aLHN

Td 02.8.

praBJ]CHHG pa3pa60TKoﬁ JIOKAJIBHBIX aKTOB OpraHu3allliu I10
BOIIPOCAaM YIIPABJICHHA €C HOKYMGHT&HHGﬁ

07.009

Crnenuanuct no GopMHpPOBAHMIO IJIEKTPOHHOI0 apXUBA

OT® A. BrinmongHeHue padoT Mo co3aHuio rpaduyecKkux 00pa3oB JOKYMEHTOB B
CHUCTEME 3JIEKTPOHHOT'O apXHBa

Td A/01.3. | [loaroroBka TOKYMEHTOB K CKAHHPOBAHUIO LISl DJICKTPOHHOTO
apxuBa

Td A/02.3. | CkannpoBaHUe JOKYMEHTOB JUISI QJIGKTPOHHOTO apXHBa

Td A/03.3. | Bo3BpaT TOKYMEHTOB B MUCXOJIHBIN BUJI

Td A/04.3. | KoHTpois KauecTBa pe3ysIbTaTOB CKAHUPOBAHHS JJOKYMEHTOB B
CUCTEME JIEKTPOHHOI'O apXHBa

Td A/05.3. | O6paboTka rpaduueckux 00pa3oB JOKYMEHTOB B CHCTEME

QJICKTPOHHOI'O apXKBa

OT® B. ®opMupoBaHue 1 3arpy3Ka IaHHBIX B CUCTEMY 3JIEKTPOHHOT'O apXMBa

Td B/01.4. | Pacmo3HaBaHue TEKCTa JOKYMEHTA IO CMBICITY M COJICPIKAHUIO C
nocieayoone kiaccupukanuend U MHIeKCallue B CUCTEME
AJIEKTPOHHOI'O apXHBa

Td B/02.4. | 3arpy3ka 00OOIICHHBIX TAHHBIX B CUCTEMY AJICKTPOHHOTO

apxuBa

OT® C. PykoBOACTBO MPOIECCOM CKaHUPOBAHMSI, BBOJIA U 00pAOOTKH JTaHHBIX B
CHUCTEME DJICKTPOHHOTO apXHBa

Td C/01.6.

VYmpaBieHue AesITeIbHOCTHIO IO KOHTPOJTIO
(GYHKIIMOHUPOBaHUS, BBOAA U 00paOOTKU JaHHBIX B CHUCTEME
AIICKTPOHHOTO apXHUBa

Td C/02.6.

Pa3paboTka jJ0KanbHBIX HOPMATUBHBIX aKTOB MO BOIPOCaM
OpraHU3alMHU NIPOLECCa CKAHUPOBAHUS B CUCTEME DIEKTPOHHOTO
apxuBa

To C/03.6.

Crparernyeckoe MiIaHUPOBaHUE U TOCTPOCHUE MIPOIIECCOB
CKaHUPOBAHUS, BBOIA U 00PaOOTKHU JAHHBIX B CUCTEME
AJIEKTPOHHOTO apXUBa

OT® C. PykoB0oJICTBO MPOIIECCOM CKaHUPOBAHUS, BBOJIa U 0OPaOOTKHU TaHHBIX




Ko HaumenoBanue npogecCHOHAIbHBIX CTAHAAPTOB,
0000111eHHBIX TPYAOBbIX (PYHKIMI M TPYAOBBIX PYHKIUIH
Td 01.6. VYrpaBieHue 1esTeIbHOCTHIO 10 KOHTPOJIIO
(YHKIIMOHUPOBAHUS, BBOAA U 00pabOTKU JaHHBIX
Td 02.6. VYnpasienue pa3paboTKOil JIOKaTIbHO-HOPMATHUBHBIX aKTOB
OpraHM3alMy [0 BOIIPOCaM OpraHM3aliy Ipolecca
CKaHUPOBAHHUS
T® 03.6. Crparernueckoe IIaHUPOBAHUE U IOCTPOEHHUE TPOLIECCOB
CKaHMPOBAHHUs, BBOAA U 00pabOTKU JAHHBIX
07.013 Coennanuct uugponoii Tpancdopmanum
JOKYMEHTHPOBAHHBIX cep aesiTeIbHOCTH OPraHu3aluu

OT® A. Texnomorndyeckoe conpoBokaeHHUE U(poBoii TpaHchopmanuu
JIOKYMEHTUPOBAHHBIX c(ep AesTEIbHOCTH OpraHu3aluu
Td A/02.5. | CucremaTtu3anus CTPYKTYPHPOBAHHBIX JaHHBIX

JOKYMCHTHUPOBAHHBIX cq)ep ACATCIbHOCTH OpraHu3alu JIJId
HCIIOJIb30BAHWA U XPAHCHU A

1.1.4. ITepeuens pazaenoB WSSS no koMneTeHInn

1.2. leab ¥ nJIaHMpyeMble pe3yJbTAaThbl 0CBOEHHS Pe3yJIbTAThl

B pamkax mnporpammbl aucumiuidabl  III1.03  "VYyeOnas mnpaktuka 10
npodeccun” 0OyYarOIUMUCS OCBaWMBAIOTCS CJICAYIOIIME YMEHUS W 3HaHUS B
cootBerctBUM ¢ @PI'OC CIIO no chneuuanbHOCTH W NpodecCHOHATBLHBIMU
CTaHJapTaMH, a Takxe pa3aenoB WSSS:

1.2.1. O6mume u nmpodeccroHaaIbHbIe KOMIICTEHITUN:

Kon
MK, OK YMmennst 3HaHug

OK 01.
OK 02.
OK 03.
OK 04.
OK 05.
OK 06.
OK 07.
OK 08.
OK 09.
IK 1.1.
IK 1.2.
IIK 1.3.
IK 1.7.
IIK 1.8.
IIK 1.9.




Kon
IIK, OK

YMmenns

3HaHud

IIK 2.1.

IIK 2.2.

1K 2.3.

IIK 2.4.

IIK 2.5.

1.2.2. TpynoBbie GyHKITUU:

Koa IIC
uTd

YmMmenus

3Hanuga

07.002

Cnenuajuct N0  OPraHU3alMOHHOMY H  JOKYMEHTAIIHOHHOMY
o0ecreyeHuI0 ypaBJeHusl OpraHu3anmen

A - OpranusanoHHoe o0ecreyeHe JesiTeNbHOCTH OpraHu3aluu

A/01.3

A/02.3

A/03.3

B - JlokymenTanmonHnoe obecrnedeHue AesiTeIbHOCTH OpraHu3aiiu

B/01.5

B/02.5

B/03.5

C - Opranuszarmu
PYKOBOJUTEIIS O

TraHu3aluu

OHHOC, JOKYMCHTAIIHUOHHOC U I/IH(bOpMaI_[I/IOHHOG obOecrieueHue ACATCIIBHOCTH

C/01.6

C/02.6

C/03.6

C/04.6

C/05.6

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 - Undopmarnu

OHHO-aHAJIMTUYICCKAs U OpraHu3alliOHH

JACATCIIBHOCTH PYKOBOJUTEIIA OpraHru3alun

0-aIMUHHUCTpPATUBHAA MOAACPIKKA

D/01.6

D/02.6

D/03.6

D/04.6

01.6

04.6

07.004

Cﬂelll/la.ﬂl/ICT 110 YHPABJCHHUIO JOKYMEHTAMHA OPraHusaluu

A - JIoKyMeHTalMOHHOE 00€CTIeUeHNEe YIIPABJICHHS OpraHNu3aIueH

Al04.6

07.004

CrnenmajiucT no ynpapjieHHIO JOKYMeHTalMell Opranu3anuu

A - JlokyMeHTaIlMOHHOE 00ecreYeHne YIpaBIeHHs OpraHu3aue




Kon IIC

u T YMennst 3HaHug

A/01.6

A/01.6

A/02.6

A/02.6

A/03.6

A/04.6

Al04.6

A/05.6

A/06.6

A/07.6

A/07.6

01.6

03.6

B - PykoBoCTBO A€SATEIHHOCTHIO MO IOKYMEHTALIUOHHOMY O0CCIICUCHHIO YITPABIICHUS
OopraHu3aiuen

B/01.7

B/02.7

B/03.7

B/04.7

B/05.7

B - PykoBoaCTBO A€ATENHHOCTHIO TTOAPA3ICTCHUS IO TOKYMEHTAIIMOHHOMY 00ECIICYCHHIO
yIpaBIeHUs OpraHu3alnuen

01.7 \ \

C- praBHeHI/IC HOKyMeHTaHHeﬁ OpraHu3alnu

C/01.8

C/02.8

C/03.8

Cl/04.8

C/05.8

02.8

07.009 Cnenmnanuct no popMupOBaHHIO JIEKTPOHHOI0 APXHBa

A - BeinonHenue pa60T 1O CO3JaHHIO rpa(bnquKHX O6p8.30B AOKYMCHTOB B CUCTEMC
9JICKTPOHHOI'O apXHWBa

A/01.3

A/02.3

AJ03.3

A/04.3

AJ05.3

B - ®opmupoBanue 1 3arpy3Ka JaHHbBIX B CUCTEMY JIEKTPOHHOI'O apXHBa

B/01.4

B/02.4

C - PYyKOBOJICTBO IIPOIIECCOM CKaHUPOBAHHMSI, BBOJIa 1 00PaOOTKH JaHHBIX B CHCTEME
JIEKTPOHHOI'O apXUBa

C/01.6

C/02.6

C/03.6

C - PykoBoJ1cTBO TIpoIIecCOM CKaHMPOBAHMS, BBOIA U 00paOOTKH JaHHBIX

01.6

02.6

03.6




Koa IIC
uTd

YMennst

3HaHug

07.013

Cneunamucr uudposBoii TpanchopMauum JOKYMEHTHPOBAHHBIX cdep

ACATECJIBbHOCTH OPraHu3alumn

A - TexHonorudeckoe conpoBoxaeHue nudppoBoi TpanchopMaluy JOKYMEHTUPOBAHHBIX cdep
JIeATETLHOCTH OpraHu3aluu

A/02.5

|

1.2.3. Pa3znensr WSSS o koMIieTeHnun

1.3. Ucnoab3oBanue yacoB BapuatuBHoi yactu [IIICC3




2. CTPYKTYPA U COAEP KAHUME JUCIHIUIT/IMHBI

2.1. O0beM TMCHHUILVIMHBI U BUABI Y4eOHO# padoThI

. 0Oobem
Bun yuyeOHo# padoThI
4acoB

O0beM 00pa3oBaTENILHON MPOTrpaMMbl IO TUCITUTLINHE 108
PaboTa oOydarommxcst BO B3aUMOACHCTBUH C IIPETOaBaTeieM 108
B TOM YHCJIE:
VYyeOHas mpakTUKa 108
ITpomMexyrounas atrectanus B popme quddepeHIMpOBaHHOTO 3a4eTa




2.2. TemaTuveckuii IiaH u cogepxanve qucuiuinabl II1.03 YueOHas npakTuka no npodeccuu

HaunmenoBanue
pa3esioB U TeM

Coaeprxanue yueOHOIro MaTepuaJa, JabopaTopHble M NPAKTHYECKHE
padoThl, caMocTOosITe/IbHAS padoTa o0y4yaromuxcsi, (POpMbI OPraHu3anuu
AeATeTbHOCTH 00yYarouXCs

Kos-Bo yacos

Koabl koMIneTeHIUi,
¢dopmupoBanuio
KOTOPBIX CIOCOOCTBYET
3JIEMEHT NPOrPaMMBblI

2

4

108

Pasnen 1

Conepkanue yueOHOrO MaTepuaa:

108

Bcero:

108




3. YCJIOBUSI PEAJTA3AIIAN PABOYEN ITPOTPAMMBI
JACTOUTIIAHBI

3.1. [luis peajJu3anuy NporpamMmMbl y4eOHOM TUCHUIIMHBI T0JKHBI ObITH
Npea1ycMOTPEHbI CJIeYIolHe CllelHalbHbIe MOMeleHUs:
VYyeOHast TUCIMIUIMHA peau3yeTcsl B y4eOHOM KaOMHETE ...

MuHHUMaIbHO  HEOOXOAMMOE  MaTepHalbHO-TEXHHYECKOe  OOecCreueHue
BKJIOUYAET B CEO4:

TexHuueckue cpeacrsa oﬁyqunﬂ:

3.2. UndopMmanmonHoe obecnevyeHne o0yueHmst

IIOHOJIHI/ITCJIBHI)IC HCTOYHUKH:
Ne ni/m bubnunorpaduueckoe onucanue

HNuTepHeT-pecypcesl

3.3. ConpoBoxkaeHue peajusanuu 00pa3oBaTeJIbHOM MPOrPaMMBbI C
NPUMEHeHNEeM IJIEKTPOHHOT0 00yUeHHUs U JUCTAHIIMOHHBIX 00Pa30BaTEILHbBIX
TEeXHOJIOTH I

OcBoeHre MmporpaMMbl MOXKET MPOBOJIUTHCS C MPUMEHEHHEM 3JIEKTPOHHOTO
oOy4eHHsI M JMCTAaHIIMOHHBIX oOpa3zoBarenbHBIX TexHojorui (mamee — JIOT) mpu
HATUYUA ~ OOBEKTHBHBIX  YBAXKHUTENBHBIX  NPUYMH  W/WIM  OOCTOSITENIBCTB
HETMPeoNoMMON  cuiibl  (POpC-MaKOPHBIX  OOCTOSITENICTB), MPEMATCTBYIOIINAX
0oOy4JaronuMCsl W/WIIM TIPENoaBaTe/IsasM JIMYHO TMPHUCYTCTBOBATH MPH IPOBEICHHUH
3aHATHS.

B aToM ciydae morryckaercst MpOBOJINTD 3aHATHE yIaJIEHHO B COOTBETCTBHUU C
pacnucaHueM, YTBEP)KICHHBIM PYKOBOJMTENIEM CTPYKTYPHOTO MOJpa3eieHHs Ha
miaThopmax: ...



4. KOHTPOJIb U OLIEHKA PE3YJIbTATOB OCBOEHMS
JACTOUTIIAHBI

KoHTposib 1 oueHka pe3ysibratoB ocBoeHus aucuuruimibl I1111.03 "VYyeOnas
OpakTHKa 1O TMpodeccuu’ OCYIIECTBIAETCS MNEAArorndyeckuM pabOTHUKOM B
IpOLECCE NPOBEACHUS ayIUTOPHBIX 3aHITHHA, YTO TO3BOJSET MPOBEPUTH Y
oOy4aromuxcsi He TOJIBKO COPMUPOBAHHOCTh NPO(ECCUOHATIBHBIX KOMIIETEHIUH,
HO U pa3BUTHE OOIMX KOMIIETEHIUI 1 00€CTIEUMBAIOLINX UX YMEHU.

@opMbI HU  METOAbl KOHTPOJISI W OLEHKH pe3ylbTaTOB  OOy4YEHHS
perilaMeHTUPOBaHbl COOTBETCTBYIOIIMM PoHI0M oneHouHbIX cpeactB (POC) nmo
yueOnou aucturumae [111.03 "YyeOnas npakTuka mo npodeccun".



