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1. OBIIASI XAPAKTEPUCTUKA PABOYEH ITPOI'PAMMBbBI
MPOPECCHUOHAJIBHOI'O MOAYJIA IIM.01 Y4yeOHasi NPAKTHKA

1.1. Heas u nJiaHupyeMble pe3yabTaThbl 0CBOeHHS NMPO¢ecCHOHATBHOIO
MOy sl

PabGouass mporpamma mpodeccroHampHOTO MOIyNs (mamee — pabodas
mporpamMma)  SBJSIETCS  4YacThi0  0Opa30BaTENbHOM  MPOTPAMMBI  CPEITHETO
po(heCCHOHATBLHOTO 00pa30BaHUsI — TPOTPAMMBI TOATOTOBKH CIEIHAICTOB
cpemHero 3BeHa U paszpabortana B coorBercTBuu ¢ ®I'OC CIIO no crenuaibHOCTH
46.02.01 [loxyMeHTallmoHHOE OOECIICUCHUE YMpaBICHUSA U apXHWBOBEICHUE,
MpoeCCHOHAILHBIMU ~ CTaHJIApTaMH H C yYE€TOM OIIGHOYHBIX MaTepHajoB
Bopiackuiic no KommneTreHuuu

B pesynbrarte m3ydeHusi mpodeCCHOHATBHOTO MOAY/IS OOYJAFOIIHICS TODKECH
OCBOWTH OCHOBHOM BHJ JEATCIBHOCTH «» K COOTBETCTBYIONIHME OOIIHE W

npodeccruoHanbHble KOMIETEHIIMU, TPYyJAoBble GyHKUMU u pazgensl WSSS mo
KOMIIETEHIIUH

1.1.1. IlepedyeHnb 0OMMUX KOMIIETEHIIUMA

Kona HauMeHoBaHMe 001X KOMIIETEHIUM
OK 01. Bre16upats cnocoObl perieHus 3aaa4d npodeccuoHanbHON
NEATEeIbHOCTH MPUMEHUTEIBHO K Pa3JIMUHBIM KOHTEKCTaM
OK 02. Hcnonb30BaTh COBPEMEHHBIE CPEICTBA MOUCKA, aHAIN3a U

uHTepnpeTanuu nHGopmauu 1 HGOPMAIIMOHHBIE TEXHOJIOTHH IS
BBITIOJIHEHUS 33124 MTPOQPECCHOHAIBHON ACSITEIHHOCTH

OK 03. [1manupoBaTh 1 peann30BbIBaTH COOCTBEHHOE MPOQPECCHOHAIBHOE U
JUYHOCTHOE Pa3BUTHE, TIPEANPUHUMATEILCKYIO EATEILHOCTh B
npodeccuoHaNbHOU cepe, UCTI0JIb30BATh 3HAHUS 110 (PUHAHCOBOM
I'PaMOTHOCTH B Pa3JIMYHBIX KU3HCHHBIX CUTYaAITASIX

OK 04. D¢ (deKTUBHO B3aMMOICHCTBOBATH U pabOTaTh B KOJUIEKTUBE U
KOMaH/1€
OK 05. OcCy11eCTBIATh YCTHYIO M MUCbMEHHYH0 KOMMYHHUKAIIMIO HA

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

OK 06. [IposABAATH IPakIAHCKO-MIATPUOTUYECKYIO MO3ULIUIO,
JEMOHCTPHUPOBATH OCO3HAHHOE IMOBEJIEHNE HA OCHOBE TPAJULIMOHHBIX
00IIeYeT0BEYECKUX LIEHHOCTEN, B TOM YHCIIE C YUETOM
rapMOHHU3ALMY MEKHAIIMOHATIBHBIX U MEXPEJIUTHO3HBIX OTHOLLIEHUH,
NPUMEHSITh CTAHAAPTHI AaHTUKOPPYHIITMOHHOTO MOBEICHUS

OK 07. ConelicTBOBaTh COXPAHEHUIO OKPYKAOUIEN CPEMBL,
pecypcocOepeKeHnI0, MPUMEHATh 3HaHUsI 00 U3MEHEHUU KJIUMaTa,
MPUHIUIIBL OEPEKITMBOTO MTPOU3BOACTBA, dPPEKTUBHO IEHCTBOBATH B
YpE3BbIYANHBIX CUTYalHAX

OK 08. Hcnonp30oBath cpeacTBa GU3NIECKOM KyIbTYPHI JJI COXPAaHEHUS U




Kon HaumeHoBaHue 00IIMX KOMIIETEeHIINI

YKpEeIUIEHUS 3J0POBBs B Mpoliecce MpodecCuoHaIbHOM 1eATeTbHOCTH
U TIOJ/Iep KaHus HEOOXOIMMOTO YPOBHSA (PU3HUECKOM
NOJITOTOBJIEHHOCTH

OK 09. [Tonb3oBaThCs MPOPECCUOHATBHON JOKYMEHTAIMEH Ha
roCyAapCTBEHHOM U MHOCTPAHHOM SI3bIKaX

1.1.2. Ilepedens nmpodeccuoHaTbHBIX KOMITETCHITUN

HaumMmeHnoBaHue BHAO0OB 1€ATCJIBHOCTH U leO(l)eCCI/IOHaJ]LHI)IX

Kon N
KOMIIeTeHIUii
BI 1 OCYLIECTBJICHHE OPraHNU3AlHOHHOI0 M JOKYMEHTAIIHOHHOI0
ol0ecrieyeHNs 1eATEJbHOCTH OPraHU3alluN;
Ocy1ecTBIATh pUEM-TIepeiauy yIpaBieHYeCKo HHPpOopMaIUU ¢
[IK 1.1. MOMOIIIBIO CPEJICTB MH(DOPMAITMOHHBIX U KOMMYHUKAIIMOHHBIX
TEXHOJIOTUH
0K 1.2, KoopaunupoBatb pa6f)Ty HpI/IeMHOI:/i PYKOBOJUTENSA, 30H NMpUEeMa
Pa3IMYHBIX KATETOPU MOCETUTENEH OpraHu3aluu
K 1.3, BnaneTs HaBbIKaMHM IIJITAaHUPOBAHUS pabOYero BpEMEHU PyKOBOAUTEIS
U ceKkperaps
K 1.4, OcCy1IecTBIIATh MOATOTOBKY JEJIOBBIX MOE3/I0K PYKOBOJIUTENS U
JIPYTUX COTPYJHUKOB OpraHU3aluN
0K 1.5 Bnanets ciocobamu opranu3anuu paboyero NpocTpaHCTBa
' MPUEMHON 1 KaOMHETa PYKOBOJAMUTEIS
OcyuiecTBiATh pabOTy MO MOATOTOBKE U MPOBEICHUIO
K 1.6. KOH(pEepEeHTHBIX MEPONPUATHIA, 0OecieunBaTh HHPOPMALIMOHHOE

B3&HMOI[CIZCTBHC PYKOBOJUTECIIA C IOAPA3ACIICHUAMA U
JOJDKHOCTHBIMH JIMDAMH OpraHrn3aliun

OdopmiiATh OpraHU3aMOHHO-PACTIOPAIUTEIbHBIE TOKYMEHTHI U
[IK 1.7. OpraHU30BbIBaTh PabOTy C HUMH, B TOM YHCJIE€ C UCIIOJIb30BAHUEM
aBTOMATU3WPOBAHHBIX CUCTEM

OdopmIIATh TOKYMEHTHI 110 JTUYHOMY COCTaBY U OPraHU30BHIBATH
IIK 1.8. paboTy C HUMH, B TOM YHUCJIE C UCIIOJIb30BAaHUEM
aBTOMATH3UPOBAHHBIX CUCTEM

OpraHu30BBIBaThH TEKYIIEE XPAHCHHUE IOKYMEHTOB, 00pabOTKY jael
[IK 1.9. JUISL OIIEPATUBHOIO Y apXUBHOTO XPAHEHUs, B TOM YUCIIE C
MCII0JIb30BAaHUEM aBTOMATU3UPOBAHHBIX CUCTEM

OpPraHu3alnus APXUBHOW PadOTHI 10 JOKYMEHTAM OPraHu3anuii

B 2
pPa3au4YHbIX (OPM COOCTBEHHOCTH.
Ocy1ecTBIATh IpUEM-Tiepeady yrpaBIeHIECKON HHPOPMAIIUH C
[IK 1.1. MTOMOIIIBIO CPEJICTB MH(DOPMAITMOHHBIX ¥ KOMMYHUKAIIHOHHBIX
TEXHOJIOTUH
K 1.2. KoopanaupoBatb pa6U0Ty HpI/IeMHOIEI PYKOBOJMTEIA, 30H IpUeMa
Pa3IMYHBIX KaTETOPUN MOCETUTENIEN OpraHu3alun
0K 1.3. BnaneTs HaBbIKaMU [JIAHUPOBAHUS pabOYero BpeMEHH PyKOBOAUTES

U ceKkpeTaps




Kon

HaumeHoBaHHMe BUIOB JAeSITEJIbHOCTH U PO(PecCHOHATBHBIX
KOMIIeTeHII N

IIK 1.4.

OcCy1IecTBIIATh MOATOTOBKY JEJIOBBIX IMOE3/I0K PYKOBOJUTENS U
JIPYTUX COTPYAHUKOB OPTraHU3aLAN

IIK 1.5.

Bnanets ciocobamu opranuzanuu paboyero mpocTpaHcTBa
NPUEMHON 1 KaOMHETa PYKOBOAMUTEIIS

[IK 1.6.

Ocy1ecTBIATh paboTy MO MOATOTOBKE U MTPOBEACHUIO
KOH(EepEeHTHBIX MepONpUiTHiA, 0OecrieunBaTh HHHOPMAIIMIOHHOE
B3aUMO/ICHCTBUE PYKOBOAUTENS C OAPA3ACICHUSIMU U
JIOJDKHOCTHBIMHU JIMIIAMU OpraHU3aIlluu

[IK 1.7.

OdopMIsITh OpraHU3alMOHHO-PACTIOPSIUTENbHBIE TOKYMEHTHI U
OpraHU30BbIBAaTh PabdOTy C HUMH, B TOM YHCJIE C UCIIOJIb30BAHUEM
aBTOMATH3WPOBAHHBIX CUCTEM

IIK 1.8.

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

IIK 1.9.

OpFaHPIBOBBIBaTB TCKYIICC XPAHCHUC JOKYMCHTOB, o6pa60TKy ACII
I OIICPATUBHOI'O M apXHUBHOI'O XpaHCHHA, B TOM YHUCJIC C
HCITIOJIb30BAHUCM aBTOMATHU3UPOBAHHBIX CUCTCM

1.1.3. Ilepeyens TpyAOBBIX GYyHKUINN

Kon

HaunMeHnoBanue npogecCHOHAIBHBIX CTAHIAPTOB,
0000 1IEHHBIX TPYAOBBIX (DYHKIIUII U TPYAOBbIX PYHKIMH

07.002

CrnenuajucT Mo OPraHu3alMoOHHOMY U IOKYMEHTAIMOHHOMY
o0ecrevYeHNI0 YNPaBJeHNs OpraHn3anmeii

OT® A. OpranuzaniMoHHOE 00ecrieYeHUEe IeSITeIbHOCTH OpraHu3aluu

Td A/01.3. | [Ipuem u pacnpenencHue Tesie)OHHBIX 3BOHKOB OpTaHU3alluU

Td A/02.3. | Opranusaisi paboThI ¢ TOCETUTEISIMH OPTaHU3aINN

Td A/03.3. | BeinoaHeHHE KOOPIUHUPYIONUX U 00CCIIeYMBAIOIINX (DYHKITHIA

OT® B. /lokymMeHTaIImoHHOE 00ecTieUeHUE ACATCIbHOCTH OPTaHN3aIuu

Td B/01.5. | Opranuzanus paboThl ¢ JOKyMEHTAMH

Td B/02.5. | Opranuzanus TeKyIiero XxpaHeHus JOKYMEHTOB

Td B/03.5. Opranu3zaiust 00paOOTKH e JJIs TOCIEAYIOIIET0 XpaHEHUs

OT® C. OpranuzaiioHHOe, JOKYMEHTAIIMOHHOE ¥ HH(POPMAITUOHHOE
o0ecrieueHune AeSITEIbHOCTH PYKOBOJIUTENSI OpraHU3alluu

Td C/01.6. | Oka3zaHue MOMOIIM PYKOBOIUTENIO B INIAHKPOBAHUN pab0OYero

BPEMEHHU

Td C/02.6. | [InanupoBanHue padbovero JHsI CEKpeTaps

Td C/03.6. | Opranuzanus Tene)OHHBIX IIEPETOBOPOB PYKOBOIUTEIS

Td C/04.6. | Opranuzanus KOMaHAHMPOBOK PYKOBOIUTEIIS

Td C/05.6. | Opranuzanus paboThl ¢ TOCETUTEISIMH B IPUEMHOM

PYKOBOJMTENS

Td C/06.6. | Opranuzanus NOArOTOBKH, TIPOBEIECHUS U OOCITY>)KUBAHUS

KOH()EPEHTHBIX MEPOIIPHUITHIA

Td C/07.6. | Opranuzanus UCIOJHEHUS PEIICHHU, OCYIIECTBICHHUE KOHTPOJIS




HaumenoBanue npogecCHOHAIBHBIX CTAHAAPTOB,

Kox . .
000011IeHHBIX TPYIOBbIX (PYHKIMI M TPYAOBBIX (PYHKIIUIA
WCITOJTHCHMSI TIOPYUYEHUN PYKOBOIUTEIS
Td C/08.6. | Opranuzanus u nojaepxanre GyHKIHOHAILHOTO paboyero
IPOCTPAHCTBA MPUEMHOUN 1 KaOWHETa PyKOBOIUTEIS
Td C/09.6. | Pa3paboTka J0KaIbHBIX HOPMATHBHBIX aKTOB,
pETIaMEHTHPYIOINX paboTy ceKpeTapsi
Td C/10.6. | CocraBnenne u oopMIICHHE YIIPABICHUECKONW JOKYMECHTAITUH
Td C/11.6. | Opranuzanus pabOThI C JOKyMEHTaMH B TPHEMHOM
PYKOBOJUTEIIS
Td C/12.6. | Opranuzanus XpaHeHHUs JOKYMCHTOB B IIPHEMHOM
PYKOBOJHUTEIS
Td C/13.6. | Obecrnieuenue pykoBOAUTENS HHBOpMaIei
T®d C/14.6. Opranu3zarnus HHPOPMAITMOHHOTO B3aUMOJIEHCTBUS

PYKOBOJUTENS € MOAPA3EICHUIMH U JOKHOCTHBIMU JTUIIAMU
OpraHu3aluu

OT® D. NudopmarimoHHO-aHATUTHYECKAS U OpPTraHU3alMOHHO-

AIMHWHUCTPATUBHAA NOAACPIKKA ACATCIIBHOCTH PYKOBOJAUTCIIA OpraHu3alin

Td D/01.6. | dopmupoBaHre HHPOPMALIMOHHOTO B3aMMOCHCTBHUS
PYKOBOJIUTEIISI C OpraHU3allusIMHU
Td D/02.6. | Ananu3 uHbopMaIMK U MOATOTOBKA HHPOPMALIMOHHO-
AHAJTMTHUYECKUX MAaTepUAJIOB
Td D/03.6. | Opranusarusi JeJIOBBIX KOHTAKTOB U MPOTOKOJIBHBIX
MEPOIPUATHI
Td D/04.6. | OpraHu3anysi HCIIOJIHEHUS PEIICHUN PYKOBOIUTEIIS
TD 01.6. dopmupoBaHue HHHOPMALIMOHHOTO B3aUMOICUCTBUS
Td 04.6. Opranu3zaiusi UCIIOJHEHNUN PEMICHU PYKOBOIUTES
07.004 CnenmnajucT no ynpapJeHUI0 JOKYMEHTAMM OPraHu3aluu

OT® A. JlokymMmeHTallMOHHOE 00eCrieYeHHEe yIpaBiIeHUs] OpraHu3aluuen

Td A/04.6. | [IpoexkTupoBaHue, BHEAPCHUE U PA3BUTUE CUCTEMBbI
AJIEKTPOHHOT'O JOKYMEHT0000poTa
07.004 CneumnajmucT no ynpapJieHUI0 JOKyMeHTalueil OpraHu3annu

OT® A. JlokymMeHTalIMOHHOE 00eCIIeUeHNE YIIPABJICHUSI OpraHu3aluen

Td A/01.6. | Pa3paboTka 1 BHEAPEHHE JTOKATBHBIX HOPMATHBHBIX aKTOB IO
JOKYMEHTAIIMOHHOMY 00€CIIEUeHHIO YITPABJICHUs OpraHu3aleit

Td A/01.6. | PaspaboTka v BHEJAPEHHUE JOKATbHBIX HOPMATHBHBIX aKTOB B
00JacTy ynpaBiaeHHs TOKYMEHTaAMH OpraHU3alluu

Td A/02.6. | Opranuszaius JOKYMEHTHPOBAHHUS YIIPABICHUYECKOM
JESITEIbHOCTH B OpTraHU3aIluu

Td A/02.6. | Opranu3zamus JOKYMEHTHPOBAHUS JCIATEIIBHOCTH B
OpraHH3aIiH

Td A/03.6. | Opranuzarus J0KyMEHTO000pOTa B OpraHU3aliu

Td A/04.6. | OcymiecTBieHre paObOT MO MTPOSKTUPOBAHUIO M BHEPCHUIO

CUCTEMBI 3JIEKTPOHHOTO TOKYyMEHTO000poTa B chepe
JOKYMEHTAIIMOHHOTO YIPAaBJICHUS OPraHU3aluu




HaumenoBanue npogecCHOHAIBHBIX CTAHAAPTOB,

Kox . .
000011IeHHBIX TPYIOBbIX (PYHKIMI M TPYAOBBIX (PYHKIIUIA
Td A/04.6. | [IpoexkTupoBaHue, BHEAPSCHUE U PA3BUTUE CUCTEMBI
AJIEKTPOHHOTO JOKYMEHT0000pOTa
Td A/05.6. | OcymectBiacHre HHPOPMALIMOHHO-CIIPABOYHOM PabOTHI C
JOKYMEHTaMH OpTaHU3aIiH
Td A/06.6. | OcymiecTBieHHE KOHTPOJIS IPOIIECCa B CPOKOB MCITOJTHEHHSI
JOKYMEHTOB B OpTaHU3aINN
Td A/07.6. | Opranu3aiys OepaTHBHOTO XPaHEHUS TOKYMEHTOB B
OpraHM3aIiM U TIepeadn e JUIsl MOCIEIYIOMEro XpaHeHUs
Td A/07.6. | Opranu3aius XpaHeHHsI JOKYMEHTOB B OpraHU3aIlH U
nepeiavyn eI Ha apXUBHOE XpaHEHUE
T® 01.6. Pa3paboTka 1 BHEIpEeHUE JIOKATBHBIX aKTOB 110
JOKYMEHTAallMOHHOMY 00€CIIEYeHHIO YITPABJICHUs OpraHu3aleit
Td 03.6. Opranuzanus JOKyMEHTO000pOTa OpraHu3aIuu

OT® B. PykoBoACTBO I€ATEILHOCTBIO MO TOKYMEHTALIHOHHOMY 00ECTIEUEHHIO
YIPaBJIEHHUs OpraHu3anuen

Td B/01.7. PykoBOJICTBO AEATEIBHOCTHIO TOAPA3ICIICHUS 110
JIOKYMEHTAITMOHHOMY 00€CIICUEHHUI0 YIIPABJICHHS OpraHN3aIlin

Td B/02.7. | Opranuzanus pa3paOd0TKH JTOKAIbHBIX HOPMATUBHBIX aKTOB U
METOJIMYECKHUX JOKYMEHTOB 10 JOKYMEHTAIIHOHHOMY
00ecCIeueHnI0 YIIpaBIeHHs OpraHu3aluu

T® B/03.7. [TocTpoeHune cucTeMbl TOKYMEHTAIIMOHHOTO 00eCIIeUeHHUS
yIpaBJICHUs] OPTaHU3AIUU

T® B/04.7. | OcyuiecTBieHue KOHTPOIIS (QYHKITMOHUPOBAHUS CHUCTEMBI
JIOKYMEHTAITMOHHOTO 00CCTICUCHHMSI YIIPABICHUS OpTaHU3aAINH

Td B/05.7. CoBeplHICHCTBOBAaHUE CUCTEMBI IOKYMEHTAILTMOHHOTO

obecrieyeHusl yIpaBJieHUs OpraHu3aIiu

OT® B. PykoBOACTBO A€ATENbHOCTHIO MOAPA3AECICHUS 110 JOKYMEHTALIHOHHOMY
00€eCIeUeHHUI0 YIIPaBJICHHS OpraHu3aluen

Td 01.7.

PykoBOICTBO AEATEIBHOCTHIO TTOAPA3IEIICHUS 110
JIOKYMEHTAIIMOHHOMY 00€CIIEYEHHUI0 YIIPABJICHUS OpraHu3auen

OT® C. Ynpasn

CHHC JIOKYMCHTaI_II/Ieﬁ OpraHu3alnuu

Td C/01.8. | CrpaTernyeckoe IIaHUPOBAHUE M PYKOBOACTBO MOCTPOCHHUEM
€IMHOM CHCTEMBI YIIpaBJICHUs JOKYMEHTAIIMEH OpraHu3aliuy

Td C/02.8. | Ynpasnenue pa3pab0TKOH JIOKaIbHBIX HOPMATHBHBIX aKTOB
OpraHU3allly 10 BOMPOCAM yMPABIICHUS €€ TOKyMEHTaIuen

Td C/03.8. | YrpasieHue AeATEIbHOCTHIO 10 KOHTPOJIO (PYHKIIMOHUPOBAHUS
BCEX CHUCTEM JOKYMEHTAIIMH OPTaHU3AIUH U €€
KOPIOPATUBHOTO JOKYMEHTOO0OpOTa

Td C/04.8. | YrpasieHue MpoeKTaMu 110 BHEAPEHUIO KOPITOPATHBHOMN
CUCTEMBI JJIEKTPOHHOTO JIOKYMEHTO000POTa OPTaHn3allud U
pa3paboTKe CTpATETUH €€ Pa3BUTHS

Td C/05.8. | CrpaTernyeckoe IIaHMPOBAHUE M PYKOBOACTBO MTOCTPOCHHUEM

CI[HHOﬁ CHUCTCMbI XPpaHCHUA JOKYMCHTAJIbHOI'O (I)OH,Z[&




HaumenoBanue npogecCHOHAIBHBIX CTAHAAPTOB,

Kox N .
000011IeHHBIX TPYIOBbIX (PYHKIMI M TPYAOBBIX (PYHKIIUIA
OpraHU3aIHH
Td 02.8. VYrpasienue pa3paboTKOH JIOKAJIbHBIX aKTOB OPraHU3allu 110
BOTIPOCAM YIIPABIICHUS €€ TOKyMEHTaIUeH
07.009 Cnenmnanauct no popMuUpPOBAHUIO YJIEKTPOHHOIO APXUBA

OT® A. BrimonHeHue padoT Mo co3aaHuto rpaduIecKkux 00pa3oB JOKYMEHTOB B
CUCTEME IEKTPOHHOTO apXHBa

Td A/01.3. | [ToaroroBka JOKyMEHTOB K CKAHUPOBAHHIO JUISI SJIEKTPOHHOTO
apxuBa

Td A/02.3. | CkanupoBaHUE JOKYMEHTOB IS SJICKTPOHHOTO apXHBa

Td A/03.3. Bo3BpaT 10KyMEHTOB B UCXOIHBIN BU]T

Td A/04.3. | KoHTpoiss KauecTBa pe3ysIbTaTOB CKAHUPOBAHHS JJOKYMEHTOB B
CHUCTEME AJIEKTPOHHOTO apXHBa

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

QJICKTPOHHOI'O apXHBa

OT® B. ®opMupoBaHHe U 3arpy3Ka JaHHBIX B CHCTEMY 3JIEKTPOHHOTO apXHBa

Td B/01.4. | Pacmo3HaBaHuE TEKCTa JOKYMEHTA IO CMBICITY M COAEPIKAHMIO C
noclieayroniei kiaccupukaire 1 nHIeKcaleil B cucteme
AIIEKTPOHHOTO apXHUBa

Td B/02.4. | 3arpy3ka 000OIICHHBIX TAaHHBIX B CUCTEMY JIEKTPOHHOTO

apxmBa

OT® C. PykoBOACTBO MPOILIECCOM CKaHUPOBAaHMS, BBOAA U 00paOOTKU JaHHBIX B
CUCTEME IEKTPOHHOTO apXHBa

Td C/01.6.

VYrpaBieHue AesITeIbHOCTHIO 0 KOHTPOJIIO
(GYHKIIMOHUPOBaHUS, BBOAA U 00paOOTKU JaHHBIX B CUCTEME
AJIIEKTPOHHOTO apXHUBa

T C/02.6.

Pa3paboTka n0KanbHBIX HOPMATUBHBIX aKTOB MO BOIIPOCAM
OpraHU3alMHU NIPOLIECCa CKAHUPOBAHUS B CUCTEME MIEKTPOHHOTO
apxuBa

T C/03.6.

Crparerndeckoe IIIaHUPOBAHKUE U IOCTPOEHHUE TIPOLIECCOB
CKaHMPOBaHUs, BBOJAa U 0OpabOTKH JIaHHBIX B CUCTEME
AJIIEKTPOHHOI'O apXHBa

OT® C. PykoBOJCTBO MPOIECCOM CKAaHUPOBAHMSI, BBOJIA U 00paOOTKHU JTaHHBIX

Td 01.6. VYrpaBiieHue 1esITeIbHOCTHIO O KOHTPOJIIO
(GyHKIIMOHUPOBAHMS, BBOAA U 00paOOTKU JaHHBIX

Td 02.6. VYrpaBienue pazpaboTKoM JIOKaTbHO-HOPMATUBHBIX AKTOB
OpTaHU3aIMH 10 BOIPOCAM OpraHU3aI|H MpoIecca
CKaHMPOBAHUS

Td 03.6. Crparernyeckoe miIaHupOBaHUE U TTOCTPOCHUE MPOLIECCOB
CKaHUPOBAHUs, BBOJIA U O0PaOOTKHU JaHHBIX

07.013 Cneunanuct uudposoii Tpanchopmanumn

JOKYMCHTHPOBAHHBIX cc[)ep ACATCJIBbHOCTH OPranu3alnmvm

OT® A. Texnomornyeckoe conpoBokaeHUE HU(poBoOi TpaHchopmanuu
JIOKYMEHTHUPOBAHHBIX c(ep NeATETbHOCTH OpraHu3aluu




Kon

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

Td A/02.5. | Cucremarusanus CTPYKTYPUPOBAHHBIX TAHHBIX

AJOKYMCHTHPOBAHHBIX ccpep ACATCIIbHOCTU OpraHu3alun J1Jisl
HCIIOJIb30BAHUA U XPAHCHU A

1.1.4. Pazgensr WSSS 1o koMneTeHIIMu

Pasznea
WSSS

HaumenoBanue pazgeaa WSSS

1

1.2. lleab U niIaHUpPYyeMBble Pe3yJIbTATHI 0CBOCHUSA

B pamkax nporpamMmbl TpO(ECCHOHATBHOTO MOIYJS O00YyYaroIMMHUCS
OCBaMBaIOTCs cienyromue ymMmeHus u 3HaHus B coorBerctBuM ¢ PI'OC CIIO mo
CHELMAIBHOCTH, TMPO(PECCHOHANBHBIMU CTaHAapTaMu U pasgenamu WSSS 1o
KOMITETEHLIUU:

1.2.1. OO01ne KOMIIETEHIIUH:

Kon
OK

YMmenus 3HaHud

OK 01.

OK 02.

OK 03.

OK 04.

OK 05.

OK 06.

OK 07.

OK 08.

OK 09.

1.2.2. IlpodeccronanbHble KOMIIETCHITAH:

Kon
InK

IIpakTH4ecKkHii ONBIT Ymenus 3HanusA

1

2 3 4

IK 1.1.

ITIK 1.2.

ITIK 1.3.

11K 1.4.

ITIK 1.5.

I1IK 1.6.

ITIK 1.7.

ITK 1.8.

ITIK 1.9.

1.2.3. TpynoBbie GyHKIUU:




K;I)Ifrl;)c Tpynosble 1eiicTBUs YMeHus 3HaHHuA
1 2 3 4
07.002 Cnenmnanucrt no OPraHH3aUHOHHOMY M J10KYMEHTAUHOHHOMY olecreyeHN 10
ylpaBJIeHUs1 OpraHu3anuei
A - OpranuzanoHHOE 00ecrieueHue IesITeIbHOCTH OpraHu3aluu
A/01.3
A/02.3
A/03.3
B - JlokyMeHTalmoHHOE obecneueHue NesITeIbHOCTH OpraHn3aluu
B/01.5
B/02.5
B/03.5

C - OpranuzanmoHHOe, JOKYMEHTAIIMOHHOE M MH(OPMAIIMOHHOE OOecreueHue IesATeIbHOCTH
PYKOBOJIMTEIISl OpraHU3aIuu

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 - Uudop

MAalfMOHHO-aHAJIUTHUYCCKasa

U OpraHU3allMOHHO-aAMHUHUCTPATUBHAA TMOAACPIKKA
ACATCIIBHOCTH PYKOBOJUTCIIA OpraHUu3alnun

D/01.6

D/02.6

D/03.6

D/04.6

01.6

04.6

07.004

CrnenmnajiucTt no ynpapJjieHHIO JOKYMEHTAMHU OpPraHu3anuu

A - JlokyMeHTanmoHHOe 00ecTeueHre YIPaBJICHHs OpraHN3aluen

Al04.6

07.004

Cnenmajiuct no ynpapJjieHHIO JOKYMeHTallel opraiu3auuu

A - JlIokyMeHTaImoHHOE 00€eCTIeueHNE YII

ABJICHUSI OpraHU3aIen

A/01.6

A/01.6

A/02.6

A/02.6

A/03.6

Al04.6

A/04.6

A/05.6

A/06.6

A/07.6




Kon IIC

T OBBbI€ JelicTBUA YMmenns 3HaHud
u Td pya a

1 2 3 4

A/07.6

01.6

03.6

B - PykoBOJACTBO [eATENHHOCTHIO MO JOKYMEHTAIMOHHOMY OOECIICUCHHUIO YIIPABJICHUS
OpraHu3aiuen

B/01.7

B/02.7

B/03.7

B/04.7

B/05.7

B - PykoBOACTBO JAEATENHHOCTHIO MOJAPA3JCICHUS MO JOKYMEHTAIIMOHHOMY OOECIICUEHUIO
yIpaBIeHUs OpraHu3alnuen

01.7 \ \ \

C- praBHeHI/IC ﬂOKyMeHTaHHeﬁ OpraHu3aluu

C/01.8

C/02.8

C/03.8

C/04.8

C/05.8

02.8

07.009 Crnenuaauct no (pOpMHPOBAHUIO JJTEKTPOHHOI0 APXHUBa

A - BremonHeHne paboT MO co3naHuio TpadudecKux o0pa3oB JOKYMEHTOB B CHCTEME
AJIIEKTPOHHOT'O apX1Ba

A/01.3

A/02.3

A/03.3

A/04.3

A/05.3

B - ®opmupoBaHue u 3arpy3Ka JaHHBIX B CUCTEMY JIEKTPOHHOTO apXHBa

B/01.4

B/02.4

C - PYKOBOI[CTBO mponeccomMm CKaHHUpOBaHUSA, BBOJAAa U O6pa6OTKI/I JaHHBIX B CHCTCMC
SJICKTPOHHOI'O apXuBa

C/01.6

C/02.6

C/03.6

C - PykoBOJICTBO MPOIIECCOM CKaHUPOBAHUS, BBOJIa U OOPAOOTKHU TaHHBIX

01.6

02.6

03.6

07.013 Cneuunanuer nudpoBoii TpaHcpopMalMU JOKYMEHTHPOBAHHBIX c(ep
' AeATeTIbHOCTH OPraHUu3aluH

A - TexHOJIOTHYECKOE COMPOBOXKACHHE ITU(POBOM TpaHCHOopMaUK TOKYMEHTUPOBAHHBIX cdep
JIeATETbHOCTH OpraHNu3aluu

AI025 | | |

1.2.4. Pa3znensr WSSS o koMmereHnmn




Paznen

WSSS YMmennst 3HaHud
1 2 3
1

1.3. KosimuyecTBO 4acoB, 0OTBOJAMMOE HA OCBOEHHE MPO(EeCCHOHATBLHOI0 MOIYJIst

1.4. Ucnosib3oBanue yacoB BapuatuBHoii yactu IIIICC3




2. CTPYKTYPA U COAEPKAHUE NTPO®ECCUOHAJIBHOI'O MOAYJIsA
2.1. CTpykrypa npo¢ecCHOHAIBHOT0 MOAYJIA

O0bem npodeccHoOHAIBLHOT0 MOYJIfA, AK.YAC.
Koapl HauMeHoBa PatGora o0Oyuyaromuxcsi BO B3aUMOAEICTBHY € 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
NpaKkTHYecKux | padora Hasl
3aHATHH
1 2 3 4 5 6 7 8 9 10 11
Bcero:




2.2. TemaTuyeCcKHH IJIAH U COAEPKAHUE NPOPECCHOHAIBHOI0 MOAYJIA

HaumenoBanme Coaep:xanue yueOHOT0 MaTepHaJa, Kou-Bo yacoB .
O0bem Koabl koMneTeHIMii, TPYA0BBIX
Pa3aesioB U TeM JabopaTopHbie padoThl M MPaAKTHYECKHe .
YacoB HA | BO B3aHMO- Ha B T.Y. 32 c4eT ¢yHkuuii u pasneaos WSSS,
Ne npodeccnoHaTBLHOTO 3aHSATHS, CAMOCTOSAITeIbHAsA padoTa .
H3y4YeHHe | felicTBHH ¢ | CaMOCTOSA- 4acoB (opMHPOBAHUIO KOTOPBIX
He/lenu mony.as (IIM), o0yyamwmmuxcs, Kypcopas padora (IIpoeKT), .
pasneina, npenoaa- TeJILHYI0 BapHATHBHOM CIOCOOCTBYET 3JIEMEeHT
MeKIUCIUTIIMHAPHBIX (opMBI Opranu3anuu AeITeIbHOCTH
TeMbI BaTejeM padory JacTu NMPOrpaMmbl
kypcoB (MJK) o0yuammuxcs
1 2 3 4 5 6 7 8
Bunst paboT: 72 0 0 0
O0BeM o0pa3oBaTenbHOI MporpamMmel 1o ITM.01 YyeGHas npakTuka 72 0 0 0




2.3. ConpoBo:x1eHUe peajin3anuy 00pa3oBaTeIbHON MPOrPaMMBbI €
NpUMeHEeHUEeM JIEKTPOHHOT0 00y4eHHsI M JUCTAHIMOHHBIX 00pa30BaTeIbHbIX
TEXHOJIOT M

OcBoeHue MmporpaMMbl MOXKET MPOBOJUTHCA C MPUMEHEHHEM 3JIEKTPOHHOIO
oOy4eHHs] M JIMCTaHLIHUOHHBIX 0Opa3zoBarenbHbIX 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
3aHSTHSL.

B sTom cnyuae poryckaercs MpOBOJUThH 3aHATHE yIAJIEHHO B COOTBETCTBUU C
paclucaHueM, YTBEPKICHHBIM PYKOBOJMTEIIEM CTPYKTYPHOTO MOApPA3[EiICHUs Ha
wiatgopMmax: ...



3. YCJIOBUS PEAJU3ALIUU TIPOTPAMMBI TIPO®ECCUOHAJILHOIO
MOJIVJIS

3.1. MuHuMAaJIbHOE MaTepPHAIbHO-TEXHNYECKOe o0ecrieueHne peasu3anumn
npo¢ecCHOHAILHOI0 MOIYJIA

[Ipodeccnonanbupiii Moayns [IM.01 "Yuebnast npakTuka" peaan3yercs B ...

3.2. UupopMmanuoHHoe odecriedyeHUue peasu3auu NpogecCHOHAIBHOI0 MOAYJIA

Jns  peanuzanuu  mporpaMmbl  OMOMMOTEYHBIM  (OHJ 00pa3oBaTelbHOU
OpraHM3alliii HWMEeT TIeYaTHbIE W/WIM OSJCKTPOHHBIE O00pa3oBaTeNbHBIE W
MHPOPMAITMOHHBIE  PECypChl,  PEKOMEHAyeMble  JUIsi  WCIIOJB30BAaHHUS B
o0pa3oBaTebHOM IMpOIIeCCe.

ﬂOHOJIHI/ITeJILHI)Ie HCTOYHUKU:
Ne i/m bubnuorpaduueckoe onvcanue

HNuTepHer-pecypcesbl

Hepnonnqecmle NnevYyaTHbIC U31aHUA

3.3. O0mue TpeOOBAHUSA K OPraHU3ANUM PeaTU3AIUMUA U OCBOCHUS
npo¢ecCuHOHAILHOT0 MOXYJIS

3.4. KaapoBoe o0ecnieuenne 00pa3oBaTeibHOIO npouecca

Peanuzanus IPOrPaMMBI po(heCCUOHATIBHOTO MOy JIsA JOJDKHA
o0OecreynBaTbCsl MeJarorndyecKuMH KaJpaMu, MMEIOIMMHU BhICIIee 0Opa3oBaHHUeE,
COOTBETCTBYIOIIEE NPOQUII0 TpernoaaBaeMoro Monyis. OnbIT AEsTeTbHOCTH B
OpraHM3alusIX  COOTBETCTBYIOIIEH  MpodeccHoHaNbHON  cepbl  sBIsETCS
o0si3aTeNbHBIM 711 TIpernojaBaTesiel, OTBEUalolIUX 3a OCBOCHHE OO0YYaroIIMMCs
po(hecCHOHABHOTO LIMKJIIA, 3TU MPENoIaBaTeIH TOJKHBI IPOXOAUTH CTAXKUPOBKY B
npO(UIBHBIX OpraHU3alUsAX HE pexe OJTHOTO pa3a B 3 roja.



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

KoHTponb U OLleHKA Pe3ysIbTaTOB OCBOCHHSI JIEMEHTOB MPO()ECCHOHAIBHOTO
moayass IIM.01 "VueOHass mnpakTuhka" OCYHIECTBISETCS MPENOAABATENSIMU B
IpOLIECCE U3YyUEHUSI MaTepraja B paMKaxX TEKYIIEro KOHTPOJIs B popMeE ... , a TaKxKe
B paMKax IPOBEJEHUS NMPOMEKYTOUHOU aTTeCTaluu B (opMax, MpeayCMOTPEHHBIX
y4EOHBIM IUTAHOM.

B wmensix KOHTpPOJIIA W OLEHKM pE3yJbTaTOB OCBOEHHSA JJIEMEHTOB
npo¢ecCUOHATLHOTO MOAYJIS MPEenojaBaTesIMU UCTIOJIb3YIOTCS Pa3InYHbIE METOBIL:

OcHOBHBIE TTOKA3aTEIU U KPUTEPUH OLICHUBAHUS 3HAHUW, YMEHUMN, 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
orleHouHBIX cpeacTB no [IM.01 "YueOnas npakTuka'.

Ornenka pe3ynbTaToB 0cBoeHHUs npodeccuoHanbHOro Moy [IM.01 "YueOnas
MpaKkTUKA" OCYIIECTBIISIETCS HK3aMEHAIITMOHHOW KOMHUCCHEW B paMKax MPOBEJICHUS
MIPOMEXKYTOUYHOM aTTecTaiuu B Gpopme ... .

OcHOBHBIE TTOKA3aTENU U KPUTEPUH OLICHUBAHUS 3HAHUN, YMEHUI, HABBIKOB U
c(hOpMHUPOBAHHOCTH KOMIETEHIINH, a TakKKe MepeueHb KOHTPOJIbHBIX MAaTEpPUAJIOB,
MPUMEHSIEMBIX JIJIs1 IPOBEJCHUS ...



