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Hacrosmas npumepHas mporpamma cpeiHero mnpodeccnoHalbHOTO 00pa3oBaHUs IO
cnenuanpaoctu (nanee — [1OIT CITO) pa3paborana Ha 0OcHOBE (efiepaibHOTO FOCYIAPCTBEHHOTO
00pa30BaTEeNLHOTO CTAHAAPTA CPEIHETr0 MPOPECCHOHATBFHOTO 00pa30BaHUs MO CHEIHAIBHOCTH
46.02.01 JlokyMeHTalMOHHOE OOecIlieYeHUe YIpaBICHUS M apXMBOBEACHUE, YTBEP)KICHHOTO
[Tpuxazom Munnpocseuienust Poccun ot 26.08.2022 Ne 778.

I[IOII CIIO omnpenenseT pPEKOMEHIAOBAHHBIM O0O0BEM M  COACP)KAHHUE CPEIHETO
npodecCHOHAIBHOTO  oOpa3oBaHuss 1o  cnenuaidbHocTH  46.02.01  JlokymMeHTaImoHHOE
ofOecrieueHHe YIpaBJICHHUS M  aApPXUBOBEACHME, IUIAHUPYEMbIe pE3yJIbTaThl  OCBOCHUS
00pa3oBaTesIbHOI MPOrpaMMbl, MPUMEPHBIE YCIOBHS 00pa30BaTeIbHON ACSITEIbHOCTH.

Opranusanusi-pa3padoT4ynk: OI'BITIOY «Komnemx MUJL Poccuny»

JKCNepTHbIE OPraHU3alMU: l'ocynapcTBeHHOE aBTOHOMHOE YUPEKIECHUE
r. MockBbl « MOCKOBCKHI Hay4YHO-
HCCIIEI0OBATENBCKUI U TPOEKTHBIA HHCTUTYT
JKUJIHIITHOIO X035MCcTBa « MOCKHI
HMHnpoekr»
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Pa3gen 1. O01mue nmoJsioxeHust

1.1. Hactosimas TIOIT mo cnemumanbaocTH 46.02.01 JlokymMeHTalmoHHOE oOecreueHue
yIOpaBJICHUS W apXUBOBEIEHHE pazpaboTaHa Ha OCHOBE (heAepallbHOTO TOCYAAPCTBEHHOTO
00pa30BaTEeNLHOTO CTAHAAPTA CPEIHEr0 MPOoEeCCHOHATBLHOTO 00pa30BaHUs MO CHEIHAIBHOCTH
46.02.01 JlokyMeHTaMOHHOE OOecIieYeHUE YIPaBICHHUS M apXHUBOBEACHUE, YTBEPKICHHOTO
ITpukazom Munnpocemenust Poccun ot 26 aBrycra 2022 roga Ne 778 (manee — ®I'OC CIIO).

T1IOI1 onpeAessieT  PEKOMEHIOBAaHHbIN 00bEM WU coziep)KaHue CpeaHero
npodecCHOHAIBHOTO ~ oOpa3oBaHuss 1o  cnenuaidbHocTH  46.02.01  JlokymMeHTaIlmoHHOE
ofOecrieueHre  YIpaBJICHUS U apXUBOBEJICHUE, IUIAaHHUPYEMble  pEe3yJlbTaThl  OCBOCHUS
00pa3oBaTeNbHON MPOTPAMMBI, TPUMEPHBIE YCIOBHUS 00pa30BaTEIbHON eI TEIHHOCTH.

[TOIT paspaborana mns peanu3anuu o0pa3oBaTENLHON MpOrpaMMbl Ha 0a3e CpemHEero
o01ero oopa3oBaHus.

OOpazoBarenbHas porpamma, peaiuzyemas Ha 0a3e OCHOBHOTO OOIIEro oOpa3oBaHUS,
pa3pabaTeiBaeTcss 00pa3oBaTeNbHOW OpraHu3aleil Ha OcHOBe TpeOoBaHU# (eaeparbHOro
roCcyAapCcTBEHHOT0 00pa30BaTENbHOIO CTaHAapTa cpeanero obuero oopazoanus u ®I'OC CITIO
¢ yueToMm noiiyyaemoi cnenuranbHoctu U Hacrosiuieit [IOIT CIIO.

1.2. HopmatuHble ocHOBanus it pazpabotku [1OIT:

— OenepanbHbIil 3ak0H 0T 29 nexadps 2012 1. Ne 273-D3 «O06 obpazoBannu B Poccuiickoit
®enepanumny;

— [Ipuka3 Munnpocsemenus Poccun ot 08 ampens 2022 r. Ne 153 «O06 yTBepkaeHUH
[Topsinka pa3pabOTKM MPUMEPHBIX OCHOBHBIX 0OOpa30oBaTENbHBIX MPOrpamMM  CPEIHETO
npodeccuoHaIBLHOr0 00pa30BaHMsl, IPOBEACHUS UX IKCIIEPTU3bIl U BEJICHUS peecTpa NPUMEPHBIX
OCHOBHBIX 00pa30BaTeNIbHBIX MPOrPAMM CPEIHET0 MPO(EeCcCHOHANTBHOT0 00pa30BaHUm»;

— IIpuxa3 Munnpocseuienus Poccun ot 26 aBrycra 2022 rona Ne 778 «O06 yTBepkIeHUU
(denepanbHOro rocyJapCTBEHHOTO 00pa30BaTENbHOIO CTaHJapTa CPEIHEro MpodeccnoHalIbHOTO
oOpazoBanuss mno creuuanbHoctd 46.02.01 JlokymMeHTanMOHHOE oOOecreyeHre YyIpaBlIeHUs
U apXUBOBEJICHUEY;

— [Ipukas MuHucrepcTBa MIPOCBEILEHUA Poccuiickoi denepannu
or 24.08.2022 Ne 762 «O6 ytBepxaeHuu llopsaka opraHuzand W OCYIIECTBICHHS
o0pa3oBaTeNbHON  JAEATENbHOCTH MO  o0Opa3oBaTeNbHBIM  MporpaMmaM  CpPEIHEro
npodeccuoHaIbHOr0 00pa30BaHusmY;

— IIpuka3z Munmnpocsemenus: Poccun ot 08 HOs10pst 2021 1. Ne 800 «OO6 yTBepkaeHHH
[Topsinka mpoBeneHUS TOCYAApCTBEHHOW WTOTOBOM aTTeCTallid MO 00pa3oBaTelbHBIM
IIporpaMMam CpeHero npogpeccHoHaIbHOI0 00pa30BaHUsY;

— [Ipuka3 Muno6pnayku Poccuu Ne 885, Munmnpocsemenust Poccun Ne 390 ot 5 aBrycra
2020 r. «O mpakTHIeCKO# MOATroToBKe 00ydatrontuxcs» (BMecte ¢ «[lomoxxeHrneM o mpakTH4ecKoi
MOATOTOBKE 00YYAIOIIUXCS»;

— [Ipuka3 MunucrepcTBa Tpyla M conMaJbHOW 3ammTel Poccuiickont ®enepanuun
or 15 wmronma 2020 1. No 333H (3apeructpupoBaH MUHHCTEPCTBOM IOCTHIMU Poccuiickoi
Oenepanmu 15 uronst 2020 1., peructpamponubiii Noe o 58957) «O0  yTBepKACHUU
npodeccuonanbHoro crapaapra «CrenuaiicT M0 OpraHu3allMOHHOMY U JIOKYMEHTAIlHOHHOMY
00ecrevyeHnIo yIpaBlIeHUsl OpraHu3aIuei»;



— IIpuka3z MuHucTepcTBa TpyJa M COUMAIbHOW 3ammThl Poccuiickoit denepanuu
ot 18 mapra 2022r. Ne 140m (3apeructpupoBaH MUHHCTEpCTBOM IocTUlIMHM Poccuiickoi
Oenepann 21 anpenst 2022 ., peructpaunonsbii - Ne  63193) «OO0  yTBepKIeHUU
npodeccuoHanbHOro cranfapra « CueruanaucT apXxuBay.

1.3. Ilepeuens cokparnieHuii, ucoib3yembix B Tekcte [TOI1:

@I'OC CIIO — denepanbHblii TOCYJAPCTBEHHBII 00pa30BaTeIbHBIN CTAHAAPT CPEIHErO
po(hecCHOHATLHOTO 00pa30BaHUs;

[TOIT — mpumepHasi ocHOBHasi 0Opa3oBaTeibHAS IPOrpaMMa;

OK — 0011111€ KOMIIETEHIINH;

I1IK — npodeccnoHabHbIe KOMITETCHIINH;

JIP — nMYHOCTHBIE pe3yIbTaThl

CT" — counanbHO-TyMaHUTAPHBIA LIUKIT;

OII — obmenpodeccuoHaTbHBINA ITUKI;

I1 — npodeccnonanbHbII UK,

MK — MexauCcuuIIMHapHbIN Kypc;

IIM — npoeccrnoHanbHbli MOAYb;

OII — obmenpodeccuonanbHass AUCHUTUINHA,

I'MA — rocynapcTBeHHas UTOTOBas aTTECTAIlHS.

Pazpnen 2. O0masi xapakTepucTUKa 00pa30BaTe/IbHOM MPOrPpaMMbl

KBamudukanms, mnpucBauBaeMas BBIIYCKHHKaM 0Opa30BaTeNbHOW  MPOTPaMMBI:
Cnenuanuct
10 JJOKYMEHTAIIMOHHOMY 00€CTIeUeHHIO YIIPABJICHUS U apXUBHOMY JICTY.

I[Ipu paspaboTrke oOpa3oBaTeNbHON TMPOTrpaMMbl  OpPTaHHW3allUsl  YCTaHABIIMBAET
HaIlpaBJIEHHOCTh, KOTOPasi COOTBETCTBYET CHEMAIbHOCTH B IIEJIOM.

[Tonmyuyenue oOpa3oBaHus MO CHELUATBHOCTH JIOMYCKAEeTCs TOJIBKO B MPOpEeCCHOHATLHON
00pa3oBaTeNbHON OpraHu3alK WIK 00pa30BaTEIbHON OPraHU3aLMH BBICILIET0 00pa30BaHMU.

®opmbl 00ydeHUs: OYHAsL, OYHO-3a04YHasl, 3a0UHasl.

O0bemM 00pa3oBaTeNbHONW TIPOrpPaMMBI, peanu3yeMod Ha 0a3ze cpemHero oOIIero
oOpazoBanuss 1o kBadu@ukanuu: CHequalucT Mo JOKyMEHTAlMOHHOMY OO0€CIeYeHHIO
YIPaBJICHUS U apXUBHOMY ey —2952 akaJleMHYECKUX Jaca.

Cpox monyueHus oOpa3oBaHus 10 00pa30BaTEILHON POrpaMMe, peaan3yeMoi Ha Oa3e
cpeanero oOmiero oOpa3oBaHuss mo kBanudukanuu: CHeNUaNucT MO JOKYMEHTAllMOHHOMY
00eCreyeHHIo yIpaBiIeHus: U apXuBHOMY Jienty — 1 roxa 10 mecsies;

O0veM mporpaMMbl 1O OCBOCHHMIO TMPOTPAMMBI  CpPEeIHEro MNpoQecCHOHATHLHOTO
o0Opa3oBaHus Ha 6a3e OCHOBHOT'O 00I1Iero 00pa30BaHus ¢ OJTHOBPEMEHHBIM ITOJyYEHUEM CPEAHETO
oOmiero oOpazoBaHusi: 4428 4YacoB akaJeMHMYECKUX 4YacoB, CO CpPOKOM OOyuyeHus
2 rona 10 mecses.



Pasznea 3. XapakrepucTuka npoeccuoHAIbLHOM AeSITeJIbHOCTH BbIIYCKHUKA

3.1. O61acTh mpohecCHOHANBHON AeATeNbHOCTH BBITYCKHHKOB: 07 AJIMUHMCTPaTHBHO-
yhpaBieH4YecKas U 0(puCHAs JeSITeIbHOCTD.
3.2. CooTBeTCTBHE BUIOB JICATEIILHOCTH MPO(PECCHOHATBHBIM MOTYJISIM:

HaumenoBanue BU0OB OeATEILHOCTH HanmeHnoBanue npogeccHoHaIBHBIX
MoayJein
1 2
Bunsl nesreapHocTi
Ocy1iecTBlIeHNE OPraHU3alMOHHOTO U JOKYMEHTAITMOHHOTO IIM.01 OcymiecTBienue
oOecrieueHust IeATEIbHOCTH OpTaHU3aIUN OpraHU3AIMOHHOTO

1 JOKYMEHTAIIHOHHOTO O0eCTIeueHUS
JIEATETLHOCTH OPTraHU3aINH

Opranun3zanust apxuBHOM padoTh MO JOKyMeHTaM opranuzauuii | [IM.02 Opranu3zanms apXuBHOM
Pa3IUYHBIX POPM COOCTBEHHOCTH paGoThI

10 JOKYMEHTaM OpraHu3aluil
pa3IuIHBIX POPM COOCTBEHHOCTH

OceoeHue 61008 pabom no 0OHOU UU HECKONIbKUM npogeccuam | -
PaboOuUX, OOIIHCHOCMAM CILYHCAUIUX

Pasnea 4. Iliianupyemblie pe3yIbTaThl 0CBOCHHUsI 00Pa30BaTeIbHOM MPOTrPaMMbI

4.1. O0wmme KOMIIETEHIINA

Kon ®opmyIMpPOBKA
3HaHusA, yMeHUs
KOMIIeTeHIUH KOMIIeTeHIUH

OK 01 Bri6upats criocoOsl YMeHusi: pacro3HaBath 3a7a4y U/UiIu IpooiemMy
peleHus 3a1ad B IPO(eCCHOHATBHOM /WM COLUAIBHOM
npodeccuoHanbHOM KOHTEKCTE; aHAJIM3UPOBATh 3a/1a4y W/UIIN
JESATEIIBHOCTH npo0JeMy U BBIIEIATh €€ COCTaBHbIE YaCTH;
MPUMEHUTEIBHO K OTIPEIENIATH ATAIBI PEUICHUS 3a1a9H; BBISBIISTH U
pa3IMYHbIM 3¢ PEeKTUBHO UCKaTh HHPOPMALIUIO,
KOHTEKCTaM HE0OXOIUMYIO JIJISl peLIeHUs 3aa4u 1/ 1in

poOJIEMBI; COCTABIIATH IJIaH JEHCTBUS;
OTIpeIeNsATh HEOOXOANUMbIE PECYPCHI; BIaJETh
aKTyaJbHBIMH METOJJaMU PaOOTHI B
npodeccroHalbHOM U CMEXHBIX cepax;
pean30BbIBaTh COCTABJIEHHBIN ITUIaH; OLICHUBATh
pe3yJIbTaT U MOCHEACTBUS CBOMX JAEHCTBUI
(caMOCTOSITETHHO MJTM C TOMOIIBIO HACTABHUKA)

3HaHuUA: aKTyalbHBIN MPO(ecCHOHANBHBIN U
COLIMAJIbHBIA KOHTEKCT, B KOTOPOM IIPUXOJUTCS

! ITpuka3 MunncTepcTBa Tpyaa M COMMANBHOM 3amuTsl Poccuiickoit ®eneparmu ot 29 cenrsops 2014 1. Ne 667w
«O peectpe IpoQecCHOHANBHBIX CTAHIAPTOB (MIEPEYHE BUIOB ACATEIBHOCTH )» (3aperUcTPHUPOBaH MUHHCTEPCTBOM
roctrin Poccutiickoii @eneparyu 19 Hos6ps 2014 ., peructpannonHbiii Ne 34779).



paboTath M KUTh; OCHOBHBIE HCTOUHUKHU
nH(pOpMaNU U PECYPCHI AJIS peLIeHNUs 3a/1a4 |
mpo06ieM B podecCuoHAIEHOM H/HITH
COIIMAJIbHOM KOHTEKCTE; aJITOPUTMBI
BBITTOJIHEHUS paboT B PO eCCHOHATLHON
CMEXHBIX 00J1aCTsIX; METO/IbI paOOTHI B
npoeCCUOHATBHON M CMEXHBIX cepax;
CTPYKTYpY IUIaHa JJIsl pELICHUs 3a4a4; OPSAI0K
OLIEHKHU PE3yJIbTaTOB PELICHHUS 3a7a4
npodeccroHaNbHON AEATEIPHOCTH

OK 02

Hcnonb3oBath
COBpPEMEHHBIE CPEJICTBA
MOKCKA, aHaJIN3a U
HUHTEPIpETALI
uHpopmanuu u
MH(pOpMalLMOHHbIE
TEXHOJIOTUH IS
BBITIOJIHCHHUS 337124
npodeccuoHanbHOMI
JIeATeTbHOCTH

YMeHusi: onpenensaTh 3aJa4M IS IIOMCKa
nH(pOpPMAIINH; ONIPEENIATh HEOOXOTUMbIE
VCTOYHHUKH UH(OpMAINK; IITAHUPOBATH MPOLECC
MIOWCKA; CTPYKTYPUPOBATH MOJIy4aEMYIO
nH(pOpMaNHNIO; BBLACIATH HaNOOJIee 3HAYNMOE B
nepevHe nH(OpMaIum; OIeHNBATh
HPaKTHYECKYIO 3HAYMMOCTh PE3yIbTaTOB
norcka; oopMIISTh Pe3yIbTaThl IOUCKA,
IPUMEHSATH CPEACTBA NHPOPMAITHOHHBIX
TEXHOJIOTUH I peleHHs TPOPEeCCHOHATBHBIX
3aj1a4; UCIOJIb30BaTh COBPEMEHHOE
IpOrpaMMHOE 00ecIeueHHE; UCII0Ib30BaTh
paznuyHbIe HU(PPOBBIE CPEACTBA ISl PEILICHHS
npodeccHoHaIbHBIX 3aja4.

3HaHMA: HOMEHKJIATypa HH(OPMALIMOHHBIX
VCTOYHUKOB, IPUMEHSAEMBIX B
npoeccrnoHaIbHOM 1eATENbHOCTH; TPUEMBI
CTPYKTypupoBaHus MHGopMaruu; popmat
oopMIIeHHs pe3yJIbTaTOB MOMCKa HHPOpMaIUH,
COBPEMEHHBIE CPEJICTBA U YCTPONCTBA
nH(pOpMAaTHU3ALNN; TOPATOK UX TPUMEHEHUS U
porpaMMHoe o0ecrieyeHue B
npodeccnoHabHOM 1eATENbHOCTH B TOM YHCIIE
C UCIIOJIb30BaHUEM M (PPOBBIX CPEACTB.

OK 03

[ImanupoBats n
pean30BhIBATh
coOCTBEHHOE
npodeccuoHaIbHOE U
JMYHOCTHOE Pa3BHUTHE,
PEANPUHIUMATEIECKY IO
JIESITCIILHOCTh B
npodeccHoHaNBHOMI
chepe, UCTIOIB30BATH
3HaHUSA 10 PUHAHCOBOM
TPaMOTHOCTH B
Pa3INYHBIX KU3HCHHBIX
CUTYyAIIHSIX.

Ymenua: OMpCACIIATh aKTYAJIbHOCTDH
HOPMAaTUBHO-IIPAaBOBOM JOKYMEHTAIlUU B
npo¢eCcCuOHATBHON IeATETHHOCTH; IPUMEHSTh
COBPEMEHHYIO HayuHYIO MPO(EeCCHOHATBHYIO
TEPMUHOJIOTUIO; ONIPEACTIATE U BRICTpANBATh
TPaeKTOPUH NMPO(HEeCCHOHAIBHOTO Pa3BUTHS U
CaMOO6pa3OBaHI/I$I; BBIABJIATH JOCTOMHCTBA U
HEJ0CTaTK! KOMMEPUECKOHN UJIeN; IPE3EHTOBATh
UJIEN OTKPBITHS COOCTBEHHOTO Jieja B
poecCUOHATTBHOMN 1eATENIbHOCTH; 0(hOPMIIATh
Ou3HEC-TIJIaH; pacCUUTHIBATh pa3Mephl BBITLIAT
I10 MPOLICHTHBIM CTaBKaM KpeIUTOBaHMS;
OIIpeNIeNIATh HHBECTULIOHHYO
NPHUBJICKATCIIbHOCTE KOMMCPUCCKHUX I/IILCI\/JI B
paMKax npoQecCuoHaNbHOMN e TeIbHOCTH;




IpE3CHTOBATH 6I/IBH€C-I/II[CIO; ONpeCaACIATh
HNCTOYHHUKHN (1)I/IHaHCI/Ip0BaHI/IH

3HaHuA: coiepKaHUe aKTyalIbHONH HOPMATHUBHO-
IIpaBOBOM JOKYMEHTAIMH; COBPEMEHHAs
Hay4yHas ¥ npoQeccuoHaNbHAasi TEPMUHOJIOTHS;
BO3MOJKHBIE TPACKTOPHH POPECCHOHATHLHOTO
pa3BUTUS U CaMOOOPA30BaHUsI; OCHOBBI
MpeANPUHUMATEIBCKOMN 1€ATENbHOCTH; OCHOBBI
(MHaHCOBOW I'PaMOTHOCTH; MpaBuia pa3paboTKu
OM3HEC-TNIAHOB; MOPSAO0K BBICTPAaUBaHUS
pe3eHTAlUN; KPEeAUTHbIE OaHKOBCKHE
MPOIYKThI

OK 04 Db dexTBHO YMeHus: OpraHU30BBIBATH PAOOTY KOJIIEKTHUBA
B3aMMOJICHCTBOBATh U | M KOMaH Ibl; B3aUMOJICHCTBOBATH C KOJUIETaMH,
paboTaTh B KOJUIEKTUBE | PYKOBOJICTBOM, KIIMEHTAMH B XOJI€
1 KOMaH]Ie po(heCCUOHATILHOM e TeIbHOCTH

3HAHUA: TICUXOJIOTUYECKHE OCHOBBI
JEATEIbHOCTH KOJJIEKTUBA, ICUXOJIOTMYECKUE
0COOEHHOCTH JIMYHOCTH; OCHOBBI ITPOCKTHOM
JEeATEIbHOCTH

OK 05 OcCy1IecTBISATh YCTHYIO | YMEHHUsi: TPAMOTHO U3JlaraTb CBOM MBICIU U
Y TIMCbMEHHYIO 0QOpPMIISTH TOKYMEHTHI 110 TIPOECCHOHATBLHON
KOMMYHHUKAIUIO Ha TEMAaTHKE Ha IrOCY/1apCTBEHHOM SI3BIKE,
rOCyJITapCTBEHHOM MPOSIBIISITH TOJIEPAHTHOCTH B pabodyem
sa3bIke Poccuiickon KOJUIEKTUBE
denepanyu ¢ y4eToM
0coOeHHOCTEH 3HaHMA: 0OCOOEHHOCTH COLMANIBHOTO U
CONMaIbHOTO 1 KYJIbTYPHOT'O KOHTEKCTa; IpaBuiia 0(hopMIICHUS
KyJIbTYpHOI'O JIOKYMEHTOB M TIOCTPOEHUST YCTHBIX COOOIICHHI
KOHTEKCTa

OK 06 IIposBisATH YMeHusi: OnuchIBaTh 3HAYUMOCTb CBOEH
TPaKIaHCKO- CIEIUATBLHOCTH; TPUMEHSTh CTAaHIAPThHI
MaTPUOTUYECKYIO AQHTUKOPPYIMILIMOHHOTO MOBEACHUS
HO3HUIIHIO, 3HAHHUSA: CYIIHOCTH MPaXKIaHCKO-
JIEMOHCTPHUPOBATH

OCO3HAHHOE TTOBEICHHUE
Ha OCHOBE
TPAIUITMOHHBIX
001IeYeTIOBEYCCKUX
LIEHHOCTEH, B TOM
YHCIIE C YYETOM
TrapMOHH3AIIUN
ME)KHAITUOHAIIBHEIX U
MEXPEIIUTHO3ZHBIX
OTHOIIICHUH,
MPUMEHSTh CTaHAAPTHI
AHTUKOPPYNIIMOHHOTO
MMOBEICHUS

MaTPUOTHYECKON MO3UIMH, 00LIEUETOBEYECKUX
LEHHOCTEeH; 3HaYMMOCTb PO eCCHOHATHHON
JeSTeNIbHOCTH 110 Mpodeccuu (CHeHaaTbHOCTH);
CTaHJapThl aHTUKOPPYILIMOHHOIO TIOBEJICHUS U
MIOCJIEZICTBHS €70 HApYILICHUS




OK 07 CopeiicTBOBaTh YMenus: co0m01aTh HOPMbI SKOJIOTHYECKOM
COXPaHEHMIO 0€30I1aCHOCTH; ONPEAEIATh HAalpaBICHUs
OKpYXarollen cpeibl, pecypcocOepexeHns B paMKax
pecypcocOepexeHnto, | MpohecCUOHAIbHON AEATEIbHOCTH 110
OPUMEHSTH 3HaHUS 00 | CIEIUATBHOCTH OCYIIECTBISITH paboTy C
MU3MEHEHUHU KJIMMara, COOJIFO/ICHHEM IIPUHIUIIOB OEPEXIINBOTO
HPUHIUITBL MPOU3BO/ICTBA; OPTaHU30BHIBATD
OepeKIMBOro IpOo(eCCUOHATIBHYIO AEATEIBHOCTD C YYETOM
[IPOU3BOJCTBA, 3HaHUI 00 N3MEHEHNN KIMMAaTHYECKUX yCIOBUNA
3¢ pexTUBHO pervoHa.

ACUCTBOBATE B 3HaHus: PaBUIIA SKOIOTUYECKOH 6e30I1aCHOCTH

pE3BBIMAIHBIX IpU BeIeHUH NPOo(dhecCHOHAIbHON

R JeSITeIbHOCTH; OCHOBHBIE PECYPCHI,
3aJieiicTBOBaHHbIE B IPOHECCHOHATIBHON
NeSITeIbHOCTH; ITyTH 00eCTICYCHUS
pecypcocOepexeHus; IPUHIUIIBI OepexINBOro
IIPOM3BOJICTBA; OCHOBHBIC HAIIPABJICHUS
U3MEHEeHUs KJIMMATHYECKUX YCIIOBUM peruoHa.

OK 08 Hcnons3oBath YMeHus: uCnoab30BaTh GUKYIBTYPHO-
cpeacTBa GU3NYECKOH | 03I0pPOBUTEIBHYIO ACATEIBHOCTD JJIS
KYJIBTYPBI JJIs1 YKpPEIUICHUS 37J0POBbs, TOCTUKEHUS )KU3HEHHBIX
COXpaHEeHHS U ¥ Tpo(heCcCHOHANBHBIX [EJIei; TPUMEHSTH
YKpPEIUJIeHUs 3/J0POBbS B | pallMOHAJIbHbIE IPUEMBbI JIBUTATEIbHBIX
npouecce dbyHKIM B IpoecCHOHaNbHOMN ASSTENBHOCTH;
npodeccuoHaIbHON HOJIb30BATHCS CPEACTBAMU NPOPUIAKTUKH
NEeSITETTLHOCTH U MIepeHaNPsHKCHUS, XapaKTePHBIMH IS JTaHHOM
O IeP)KaHUS CMeLHaTbHOCTH
HEOOXOMMOTO YPOBHA | 3yayyg: pons H3MdecKoil KyIbTYpH B
busnuecoit OO0IIEKYIbTYpPHOM, MPO(PECCUOHATBHOM U
TIOATOTOBICHHOCTH COIMAIEHOM Pa3BUTHHU YEJIOBEKa; OCHOBBI

3JI0pOBOT0 00paza )KU3HHU; yCIOBUS
poheCCHOHATTLHON ICATENIEHOCTH M 30HBI PUCKa
(U3NYECKOTO0 3710POBBS ISl CIIELUATIBHOCTH,
cpeAcTBa MPOPHUIAKTUKH TTEPEHATIPSKEHUS

OK 09 [Tonp3oBaTbCst YMeHusi: MOHUMATh OOIITUI CMBICIT YETKO
npodeccuoHaIbHON MIPOU3HECEHHBIX BHICKA3bIBAaHUI HA U3BECTHBIC

JIOKYMEHTallUue Ha
TrOCYyIapCTBEHHOM U
WHOCTPAHHOM SI3bIKaX

TeMbl (IpodecCHOHAIbHBIE U OBITOBBIE),
MIOHUMATh TEKCThI Ha 0a30BbIE
npodeccroHalbHbIE TEMbI; Y4aCTBOBATh B
JMajorax Ha 3HaKOMbI€ O0IIue U
npodeccuoHaNbHbIE TEMbI; CTPOUTH IPOCTHIE
BbICKa3bIBaHUs O ce0e U 0 CBOEH
npodeccnoHaNbHOM e TEIbHOCTH; KPAaTKO
00OCHOBBIBAaTh U OOBSICHATH CBOU JACUCTBUS
(Texkyliue U MiIaHupyeMble); MUCATh IPOCTHIE
CBSI3HBIE COOOIIEHUS Ha 3HAKOMBIE WIIN
UHTEpeCcyIoue NpopeccCHOHAIbHbIE TEMBI

3HaHUA: IPaBUJIA TOCTPOEHUS IPOCTHIX U
CJIO’KHBIX MPEJIOKECHUN Ha PO eCcCHOHATIbHBIE
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TEMBI; OCHOBHBIE 00IICyOTPEOUTETHHBIC
riarosiel (ObITOBast U MpodeccroHambHAS
JIEKCUKA); JIEKCUUECKUH MUHUMYM,
OTHOCSIIUICS K ONMCAHHIO MPEIMETOB, CPEJICTB
U TIPOLIECCOB MPO(pECCHOHATFHON AEATEIbHOCTH;
0COOEHHOCTH MPOU3HOIICHHUS;, TPABHJIA YTCHUS
TEKCTOB PO(ECCUOHATHLHON HAMIPABICHHOCTH

4.2. TIpodeccroHanbHbIE KOMIICTCHIIUN

Koa un
Buani
HanMeHOBaHHeE IToka3aTenu 0cBOEHHS KOMIIETEHIIUH
JeATeJIbHOCTH
KOMIIeTEHIINHU
OcymiecTBiieHHE K 1.1. HaBpiku
OpraHu3auuoHHOro | OCylIeCTBIATH HOJY4YEeHHUsT HE0OX0IMMON NHPOPMAITUH U
u npueM-tiepeaqy nepeaul CAaHKIIMOHUPOBAHHOW MH(OPMALIUN C
JOKYMEHTALMOHHO | YIPABICHYECKON UCIIOJIb30BaHUEM CPEACTB MHPOPMAIIMOHHBIX U
ro obecreyenus UH(pOpMaIUn KOMMYHUKAIMOHHBIX TEXHOJIOTUI
JIEeATEIIbHOCTH C TIOMOIIBIO CPEICTB | YneHHS:
OpraHusanuu WH(OPMAIOHHBIX HCII0JIB30BaTh CPEACTBA HHPOPMALIMOHHBIX U
u KOMMYHUKAIMOHHBIX TEXHOJIOTUH [
KOMMYHUKAUMOHHDIX | 16 1yyenns u nepenaun undopmanuu;
TEXHOJIOTHI

BECTH U HMCII0JIb30BaTh B paboTe 06a3y KOHTAKTOB
OpraHH3aIuy;

BECTH YYETHBIE PETUCTPAITMOHHBIE (POPMBI,
WCTIOJIB30BATh UX ST HH()OPMAITMOHHON
paboThI U PabOThI O KOHTPOJIO UCIIOIHEHUS
NIOPYYECHUN;

yCTaHABJIMBATh U MOJIICPKUBATH
KOMMYHHKAIUH B IPOIIEcCe AET0BOTO 00IEHNUs
C TIOMOMIBIO CPENICTB MH()OPMAITMOHHBIX U
KOMMYHUKAITHOHHBIX TEXHOJIOTHH;

CTJIaKUBATh KOH(JIMKTHBIE U CIIOXKHBIE
CUTYaIlM1 MEXJIMYHOCTHOTO B3aUMOICHCTBHUS;
coOJr01aTh CITyKEOHBIN YTHKET;

oOecnieunBaTh HH(POPMALIMOHHYIO
0€30MMacCHOCTb JIEATEIHHOCTH OPraHU3aLNH.

3HaHuA:

HOPMAaTHUBHBIE MPABOBBIE aKThl Poccuiickon
®denepanun B chepe HHPOPMAITMOHHBIX U
KOMMYHHKAIIMOHHBIX TEXHOJOTHU;

CTPYKTypa OpraHu3alu, e€ 3a1adu U QyHKIIHH,
MIpaBUJIa IPOBEICHHUS IETOBBIX NIEPETOBOPOB;
JTHKA JEJI0BOI0 OOILIEHNS;
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IpaBHJIia pEUCBOI0 3TUKCTA,
IpaBrjia MMOAACPKAHUA U PA3SBUTHUA
MCKINYHOCTHBIX OTHOMCHHﬁ;

TpeOOBaHUS OXpaHbl TPy/a.

IIK 1.2.
Koopaunuposarts
paboTy mpueMHOI
PYKOBOJUTENISA, 30H
rpreMa pa3iIndHbIX
KaTeropuit
IIOCETUTENEH
OpraHu3aIu

HaBbiknu

KOOPIMHAIIMK pa0OThl TPUEMHON PYKOBOIUTEIS
Y 30H NpHUEMa pa3JIMuYHbIX KaTerOpuid
MOCETUTEJICH OpraHu3aluu

Ymenus:

BCTpEYaTh MOCETUTEINEH, MOTyYaTh NEPBUYHYIO
UH(GOPMAIIUIO O TIOCETUTENAX, YCTAHABINBATh
HOPSAIOK MpuéMa sl pa3InyHbIX KaTeropui
MMOCETUTEIICH;

BECTH YUYETHBIC PErHCTPAIIMOHHBIE (POPMBI IO
npuéMy moceTuTeNeld U 0hOpPMIIATH IPOITYCKa;
BECTH MPUEM, Mepeaady U OTIPABKY
JIOKYMEHTOB;

OpPTraHU30BBIBATH U OPOHUPOBATH ITEPETOBOPHBIC
KOMHATBI;

CEepBUPOBATh YaliHbIe (KO(GEHHBIE) CTOJIBI B
oduce;

NPUMEHATH B paboTe cpe/icTBa
MH()OPMAMOHHBIX H KOMMYHHUKAITHOHHBIX
TEXHOJIOTHIA;

MIPUHUMATH MEPBI IO COXPaHCHHIO
KOH(UACHIIMATHHONU HH(OPMAIIUU B X0
npuéma IOCETUTEIIEH.

3uanus:

HOPMAaTHBHBIE IIPaBOBbIE aKThl Poccuiickon
®denepanu 1o 3anmre nHHopMaluu U padore
¢ 00palIeHUSIMU TPaKIaH;

CTPYKTypa OpraHHu3aliy U pacipeaciicHue
(GYHKIHI MEXTy CTPYKTYPHBIMH
MOJIpa3ICICHUSIMUA U CIENUATINCTAMU;
MpaBUjia OpraHU3aluK MpUEMa MOCETUTEIIEH;
ATHUKET U OCHOBBI MEKIYHAPOIHOTO IMPOTOKOJIA;
3THKA IEJIOBOTO OOIIEHUS,

MpaBujia peueBOro ATUKETA.

MpaBWJIa CEPBUPOBKU YAHOTO (KOEHHOT0)
CTOa;

TpeOOBaHMS OXPaHbI TPY/IA.

HaBpixn
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TIK 1.3. BaageTts
HaBBIKaMU
TUTAHUPOBAHUS
pabouero BpeMeHH!
PYKOBOJIUTEIIS U
ceKperaps

TUTAHUPOBAHUS pabovero BpeMeHH
pPYKOBOIUTEISA U pabOUEro AHs ceKpeTapst

YMeHnus:

BbIOMPATh (POPMBI TIIAHUPOBAHUS M 0OPMIIATH
IJIAaHUPOBIIMK (OpraHaiizep) pyKOBOAUTENS U
ceKkperaps;

yCTaHaBIMBATh 1I€JIU, ONIPEACTATh
IPUOPUTETHOCTD U OUEPETHOCTD BBHIOTHEHUS
pabot u 3pPeKTUBHO pacnpenessaTh padbouee
BpeMs;

COTJIACOBBIBATh BCTPEUYH U MEPOTIPHUATUS U
BHOCUTH HH()OPMAITHIO B TUTAHUPOBIIMK
(opranaiizep);

UH(GOPMHUPOBATH PYKOBOAUTES O
npUOIMKEHUU BPEMEHU U PeriiaMeHTe
3aIIaHUPOBAHHBIX BCTPEY M MEPOTIPUSATHUI;
BBIOMPATh ONTHMAJIBHBIE CITOCOOBI BHEIITHETO U
BHYTPEHHETr0 HH(POPMUPOBAHUS O
IUTAHUPYEMBIX MEPOTIPHSTHUSAX;

obecrnieunBaTh HH(POPMALIMOHHYIO
0€30M1aCHOCTb JeSTEIbHOCTH OpraHU3aluY;
MIPUMEHSTH B paboTe cpeacTBa
MH(POPMAIIMOHHBIX 1 KOMMYHHUKAIIMOHHBIX
TEXHOJIOTHIA.

3Hanus:

HOPMAaTHUBHBIE MPABOBBIE aKThI Poccuiickon
®denepanun B chepe MHPOPMAITMOHHON
0e30I1aCHOCTH;

CTPYKTYpa U crienupuKa OCHOBHOM
JEATEIbHOCTH OpraHu3aluy;

OCHOBBI YIIPABIIEHUSI BpEMEHEM;

MpaBWJIa MPOBEJEHUS JI€JIOBBIX 1EPETOBOPOB;
9THKA JIEJIOBOTO OOIIEHUS;

TpeOOBaHUS OXpaHbl TPY/a.

[IK 1.4.
Ocy1iecTBIAThH
MOATOTOBKY JEOBBIX
M0E3]10K
PYKOBOIUTENA

W IPYTHUX
COTPYAHHUKOB
OpraHu3aIH

HaBbiku
OpraHU3alMu JEIOBBIX IMOE310K PYKOBOIUTEISA
U IPYyTUX COTPYAHUKOB OpraHU3aluu

Ymenua:

COCTaBIATh M OQOPMIISATH JOKYMEHTBI JIs
JIEJIOBBIX MOE3/0K;

OCYIIECTBIISATh TPEBEI-TIOIIEPIKKY IETOBBIX
MOE3I0K;
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COTJIaCOBBIBATh C IIPUHUMAIOLIEH CTOPOHOM
IIPOTOKOJI IUTAHUPYEMBIX MEPOIIPUITUI U
(hopMHUPOBATH IPOTPAMMY JIEIIOBOW MOC3IKHU;
UCIIOJIb30BaTh CPEJCTBA HHPOPMAIIMOHHBIX U
KOMMYHUKAIIMOHHBIX TEXHOJIOTUN JUIst
oOecrnieueHus B3auMOJICHCTBUS C
PYKOBOAMTEIIEM BO BpEMs €r0 JI€JI0BOU
MIOE3/IKH;

oQOpMIISITh OTYETHBIE TOKYMEHTHI O IETIOBOM
IIOE3/IKE.

3HaHus:

HOPMATHUBHBIE IIPABOBbIE aKThl Poccuiickon
®depnepanuu B chepe Opranu3anu JeJI0BOr
MOE3/IKH;

HOPSIIOK MOATOTOBKH U IOKYMEHTHUPOBAHUSA
JI€JIOBOM MOE3/IKH;

UHTEPHET-PECYPCHI ISl OCYILECTBIECHUS
TPEBEN-TIOAEPKKHU JAEIOBBIX MOE3/10K;

STUKET U OCHOBBI MEXKIyHAPOJHOTO IPOTOKOIA;
9THKa JAEOBOTO OOIIEHUS;

TpeOOBaHUS OXpaHbl TPY/Ia.

IIK 1.5. Baangets
criocodoamMu
OpTraHU3aIIN
pabouero
MPOCTPAHCTBA
IIPUEMHOH U
KaOuHeTa
PYKOBOJIUTENS

HaBbiku
OpraHM3aIH U MOAJIEPKaHUS
(YyHKIIMOHATILHOTO pabovero npocTpaHCcTBa

Ymenus:

OpraHM30BBIBATH pabouee MecTO B
COOTBETCTBUH

C TpeOOBaHHUSMU IPrOHOMHUKH U KYJIBTYPBI
TPyIa;

o0ecreunBaTh paboyee MECTO U
($yHKIMOHATBHOE paboyee MPOCTPAHCTBO
HEOOXOMMBIMHU CPEJICTBAMH OpPTaHH3aMOHHON
TEXHUKH, MEOEITBIO ¥ KAHIIEISIPCKUMHU
MPUHAIIICKHOCTSIMHU;

MOJIICP)KUBATH CPEICTBA OPTaHU3AIOHHON
TEXHHUKH

B paboyeM COCTOSIHUH.

3Hanus:

TpeOOBaHUS OXPAHbI TPY/Ia, MPOU3BOACTBEHHOMN
CaHUTAPUH, IPOTUBOIOKAPHON 3aITUTHL;
OCHOBBI NPABUJILHOW OpTaHU3AINH TPY/Ia U
METO/IbI TTOBBIICHHS €0 3((HEKTUBHOCTH;
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BHUbI OpI‘aHH?»aLIPIOHHOﬁ TCXHUKHU U TOPAOOK
paboTHI C HEM.

[IK 1.6.
OcyecTBISTh
paboty 1o
MOJITOTOBKE

Y TIPOBEJICHUIO
KOH(EPEHTHBIX
MEpOIPHUATHH,
o0ecrneunBaTh
HH(pOpPMAITMOHHOE
B3aNMO/ICHCTBUE
PYKOBOJIUTENS

C Mo/Ipa3AeTICHUSMHU
U JIOJDKHOCTHBIMU
JTUIIAMHA
OpraHu3aIuN

Hasbixu

OpraHu3aIH MTOJATOTOBKH U IPOBEICHUS
KOH(EPEHTHBIX MEPONIPUATHIA, OOeCTIeUeHU s
MH(GOPMAIIMOHHOTO B3aUMOACHCTBUS
PYKOBOJUTEIIS C MOIPA3/ACICHUSIMH U
JOJDKHOCTHBIMH JIMIIAMH OPTaHU3aLUH

Ymenus:

OpPTraHU30BBIBATH MPOLIECC MTOATOTOBKH U
npoBeieHNe KOH(PEPEHTHOTO MEPOIIPHUSTHUS
VH/IUBUYJTBHO

U B COCTaBe paboyeii IpyIIIbI,
JIOKYMEHTHPOBATh Pa3HbIC 3TAIbl IPOIIETYPhI
HIOJTOTOBKH U TIPOBEICHUS KOH(PEPEHTHOTO
MEpOTIPHSTHS;

COOJIFOJIATh STHKET U OCHOBBI MEXKTyHAPOIHOTO
IPOTOKOJIA;

OCYHIECTBIATH cO0p, 00paboTKy HHPOpMAIIHH,
CHCTEMaTH3aIHIO MTOJTy4aeMbIX U
nepeaBaeMbIX JTaHHBIX;

OCYIIECTBIISITH IPOBEPKY JJOCTOBEPHOCTH,
HOJTHOTBI

Y HEIIPOTHBOPEUNBOCTH JITAHHBIX, UCKIIIOUEHHE
TyOsMpoBaHus HH(OPMAIIUH;

MPUMEHSTh HH(OPMAITHOHHO-
KOMMYHUKAIIHOHHBIE TEXHOJIOTHH.

3Hanus:

HOPMAaTHUBHBIE MPABOBBIE aKThI Poccuiickon
Oepnepannn B chepe nHPOpMAITIH;
KOMIUIEKC OPTaHU3allMOHHO-TEXHUYECKUX
MEPOIPHUATHIH 110 OATOTOBKE U NPOBEIECHUIO
KOH(EPEHTHBIX MEPOTIPHUITHIA;

npaBuia opopMIICHHS TOKYMEHTOB,
CO3/1aBa€MbIX

B IIpOLIeCCe MOATOTOBKHU U MPOBEACHUS
KOH()EPEHTHOTO MEPOIPUSTHS;

STHKET U OCHOBBI MEXIyHApPOAHOIO IIPOTOKOJIA;
9THKA JIEJIOBOTO OOIIECHUS;

COCTaB BHYTPEHHUX U BHELTHUX
MH(pOPMALIMOHHBIX IIOTOKOB;
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CTPYKTypa OpraHH3aluy U TOPSI0K
B3aMMOJICHCTBHS MOIPA3/ICICHUH;

METO]IbI 00pa0OTKH U 3aIUTHI HH(OPMAIIUHU C
IPUMEHEHHUEM CPEJICTB MHPOPMAIIMOHHBIX
KOMMYHHKAIIHOHHBIX TEXHOJIOTHIA,
TpeOOBaHUs OXpaHbI TPY/IA.

IIK 1.7. Obopmiars
OpraHu3aIMOHHO-
pacropsIuTeIbHbIe
JOKYMEHTHI U
OpPTraHU30BBIBATH
paboTy ¢ HUMH, B
TOM YHCJIE C
HCIIOJIb30BAHUEM
ABTOMATH3HPOBAHHBI
X CUCTEM

HaBbiknu

oopMIIEHUS OpPTaHU3AIMOHHO-
pacnopsAIUTENbHBIX

JIOKYMEHTOB M OpraHu3aius paboTsl C HUIMH, B
TOM YHCJIE C UCIIOIH30BAaHHEM
ABTOMATU3UPOBAHHBIX CUCTEM

Ymvenns:

COCTaBJISITh MPOCKTHI OPTraHU3aAIMOHHBIX,
paclopsANTEIHHBIX U HH()OPMAIIMOHHO-
CIIPABOYHBIX IOKYMCHTOB, B TOM YHCIIE
JOKYMEHTOB, COAEPKAIIUX
KOH(UACHIMATBHYIO HH(pOpMAIIHIO;
0(pOpMIIATH OpPraHU3aIMOHHO-
paciopsANTEIbHBIC JOKYMEHTHI (OPUTHHAIBI U
KOIIUN);

CKaHUPOBATh, KOMTMPOBATh M KOHBEPTHUPOBATH
JOKYMEHTHI B pa3U4HbIE (OPMATHI;
OCYIIECTBISITH IPOBEPKY MPOEKTOB JJOKYMEHTOB
Ha COOTBETCTBHE IMPABUIIAM JISIIOMPOU3BOJICTRA;
MPUHUMATH U TIPOBOJIUTH TIEPBUYHYO
00pabOTKy BXOJSIIUX IOKYMEHTOB;
MPOBOAUTH MPEIBAPUTEILHOE PACCMOTPEHHE
BXOJISIINX U BHYTPEHHHUX JOKYMEHTOB;
PETHCTPUPOBATH BXOIAIINE, UCXOISIINC U
BHYTpPEHHHUE JIOKYMEHTHI

KOHTPOJIHPOBATH MAPIIPYTU3AIHIO
JOKYMEHTOTIOTOKOB B OpPTraHU3alluu
(cornmacoBanwue, MOANUCAHUE, YTBEPKICHHE,
perucrpanus, 03HaKOMJICHHE U UCTIOJTHEHHE
JIOKYMEHTOB) ;

OCYIIECTBIISATH CPOKOBBIH KOHTPOIIh
WCIIOJTHEHUS JIOKYMEHTOB;

OCYIIECTBISITH TIOJITOTOBKY M OTIPABKY
HCXOJSIINX JOKYMEHTOB;

COCTABJISITH OTYETHI M AHATMTUYECKHE CIIPABKU

00 MCIOJIHEHUU JOKYMCHTOB;,
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BECTH MH(OPMAIIMOHHO-CIIPABOYHYIO PabOTy
0 IOKYMEHTaM;

OCYILIECTBIIATH Pa0OTY C OPraHU3aLMOHHO-
pacnopsIIUTEeIbHBIMU TOKYMEHTaMH

B aBTOMaTH3MPOBAHHBIX CHCTEMAX.

3HaHus:

HOpPMaTHBHBIE TPaBOBbIE aKThl Poccuiickoi
®enepanuu B chepe 1e10Mpou3BOICTBA;
JIOKaJIbHbIE HOPMATUBHBIE aKThI,
perIaMEHTHPYIONINE e TEIIBHOCTD CITYKOBI
JIEJIONPOU3BOJICTBA U €€ paOOTHUKOB,
OpraHU3aINIO BEJICHUS JIEIONPON3BO/ICTBA;
COBpeMEeHHbIE HH(OPMALIMOHHBIE U
KOMMYHHKAIIIOHHBIE TEXHOJIOTHH,
IpUMEHSEMbIE

B paboTe ¢ JOKYMEHTaMHu;

CTPYKTYypa OpraHU3aIlu, PyKOBOACTBO
CTPYKTYPHBIX TIOJIpa3AciieHUH, 00pa3Iibl
MOJMHUCEN NI, UMEIOIIUX MPABO MOANUCAHUS U
YTBEPKACHUS TOKYMEHTOB,

Y OTPaHUYEHUS 30H UX OTBETCTBEHHOCTH;
MpaBUJIa PYCCKOTO SI3bIKA;

TpeOOBaHMS OXpaHbl TPY/IA.

IIK 1.8. OdopmasaTs
JTOKYMEHTHI T10
JMYHOMY COCTaBY H
OpTraHU30BBIBATH
paboTy ¢ HUMH,

B TOM YHCJIE C
HCTOJIb30BaHUEM
aBTOMAaTU3HPOBAHHBI
X CUCTEM

HaBbikn

odopMIIEHUS TOKYMEHTOB TI0 JINYHOMY COCTaBY
Y OpraHu3aiui paboThl C HUMH, B TOM YHCIIE C
HCMOJIb30BAHUEM aBTOMATU3UPOBAHHBIX CUCTEM

Ymenus:

o0ecneunBaTh COXPaHHOCTh EPCOHAIBHBIX
JTAaHHBIX paOOTHUKOB;

OpPraHU30BBIBATH IOKYMEHTOO0OPOT MO
MIPEICTAaBICHUIO IOKYMEHTOB 110 IIEPCOHATY B
roCy/1apCTBEHHBIE OPTaHbI;

OpPraHU30BBIBATH JOKYMEHTOOOOPOT MO YUETY
U ABM)KEHUIO paOOTHHUKOB;

BECTH BOMHCKHH yu€T paOOTHUKOB,;

BECTH y4&€T pabouero BpeMeH! pabOTHHUKOB;
0pOpMIIATH OpPTaHU3AIMOHHO-
pacnopsAUTENbHbIE JOKYMEHTHI [0 TUYHOMY
COCTaBYy;

BECTHU PETUCTPALUIO, YUET, ONIEPATUBHOE
XpaHEHUE TOKYMEHTOB 110 INYHOMY COCTAaBY;
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BECTH JOKYMEHTAIIHUIO, IOATBEPKTAFOIIYIO
CBEICHHUS

0 TPYJOBOU JCSITEILHOCTH U TPYJAOBOM CTaXKE
pabOTHUKOB;

(hopMHUpPOBATH JTMYHBIE JIe)Ia pAOOTHUKOB;
oopMIIATH Jerna 1Mo JIMYHOMY COCTaBY JJIst
nepeaadn

B apXUB OpraHH3aIUH;

paboTath CO CrienuaIn3uPOBAHHBIMHU
WH(POPMAIMOHHBIMH CUCTEMaMH U 0a3aMu
JTAHHBIX TI0 BEICHUIO YUYETa M TBUYKCHUIO
PaOOTHHUKOB.

3Hanusn:

HOPMAaTHBHBIC IPABOBBIE aKThl Poccuiickoi
Oenepanuu B chepe TPyIOBbIX OTHOIICHHUI;
JIOKQJIbHBIC HOPMATHUBHEIC aKTHI,
perIaMeHTHPYIOIINE TPYIOBBIC OTHOIICHHUS;
COBpPEMEHHBIC HH(POPMAIIMOHHO-
KOMMYHHKAIIIOHHBIE TEXHOJIOTHH,
IpUMEHsSEeMbIE B paboTe C TOKyMEHTaMH IO
JUYHOMY COCTaBY;

CTPYKTYypa OpraHU3aIfu, PyKOBOJACTBO
CTPYKTYPHBIX TTOJIpa3/IeIICHUN;

IpaBuJia AETONPOU3BOICTBA;

MPaBHJIa PYCCKOTO SI3bIKA;

JTHKA JIEJIOBOTO OOIIEHHUS;

TpeOOBaHMS OXpaHbl TPY/IA.

IK 1.9.
Opranu3oBbIBaTh
TEKyIIee XpaHEeHUE
JIOKYMEHTOB,
00paboTKy nen st
OTIePaTUBHOTO

Y apXUBHOTO
XpaHeHUsl, B TOM
qucie ¢
HCIIOJIb30BaHUEM
ABTOMATH3UPOBAHHBI
X CHCTEM

Habiku

OpTraHu3aIH TEKYIIEro XpaHEeHUs IOKYMEHTOB,
00palboTKH A€ AJis OTepaTUBHOTO U ApXUBHOTO
XpaHEeHHUsI, B TOM YHUCIIE C UCTIOIh30BaHUEM
aBTOMATH3UPOBAHHBIX CHCTEM

Ymenusn:

pa3zpabaTeiBaTh HOMEHKJIATYPY eI
OpraHu3alluy;

MIPOBEPSATH MPABUIBLHOCTH OPOPMIICHUS
JIOKYMEHTOB M OTMETKH 00 MX UCTIOTHEHUH
nepea ux GopMUpOBaHUEM B ACIIO IS
MOCJIeYIOIIETo XpaHeHus; popMupoBaTh JAena,
KOHTPOJIMPOBATH MPABUILHOE I CBOCBPEMEHHOE
pacrpesiesieHre 1 MOAIUBKY TOKYMEHTOB B

Jieria B COOTBETCTBUM C HOMEHKIIATYPOU €1,
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IIPOBEPATH CPOKU XPAHEHUSA JOKYMEHTOB,
COCTaBJIATh MPOTOKOJ pabOThI SIKCIIEPTHOM
KOMHUCCHUU IO IMOATOTOBKEC JOKYMCHTOB K
nepesiadye B apXuB;

COCTABJIATh aKT O BBIACICHUM K YHUUTOXKECHUIO
JIOKYMEHTOB, HE MOJIeKAIIUX XPAHEHUIO;
COCTABIISATh aKT 00 YHUUYTO)KEHUH IOKYMEHTOB;
OCYILECTBIIATH IIOJIHOE WM YACTUYHOE
oopmieHue €1 BpEMEHHOT0, IOCTOSIHHOTO,
JI0JITOBPEMEHHOT'O CPOKOB XPaHEHUS;
COCTABJIATh OIUCH J€J1 CTPYKTYPHBIX
IIO/Ipa3/IeJICHUI ITOCTOSIHHOTO,
JIOJITOBPEMEHHOI'O CPOKOB XpaHEHUS JJIs
nepesady Jell B apXuB OpraHu3aluy;
IPUMEHSATh HHPOPMALIUOHHO-
KOMMYHHKAIIMOHHBIE TEXHOJIOTUH NPHU padboTe ¢
JIOKYMEHTaMH.

3HaHuA:

HOpPMAaTUBHBIE IPaBOBbIE aKThl Poccuiickoit
®enepanun B chepe AeT0NPOU3BOACTBA U
apXUBHOTO JIENa,;

JOKaJIbHbIE HOPMATUBHBIE aKTHI,
peraaMeHTHPYIOLINE BeJIeHUE
JIEJIONPOU3BO/ICTBA U Ilepeiady Jell B apXuB
OpraHu3aLuy,

BUIbI HOMEHKJIATYp JieJl, 001ue TpeOboBaHus K
HOMEHKJIaType /1€, HOPsI0K paboThl C HEH;
nopsA10K GopMUPOBaHUS U 0popMIIEHUS A€,
cnenuduka GopMUPOBAHHS OTIEITBHBIX
KaTeropuii 1ei;

IIpaBWJIa XpaHEHUS JI€T, B TOM UHUCIIE C
JIOKYMEHTaMU OTPaHUUYEHHOTO JJOCTYyIa,
MpaBWJIa BbIIaYU U UCIIOJIb30BAHMSI TOKYMEHTOB
u3 chopMHUpPOBAHHBIX JIET,

MOPAIOK MCIOIb30BaHUS TUIIOBBIX WIN
BEJIOMCTBEHHBIX [IEPEUHEN JOKYMEHTOB,
OIIpEZEIIEHUS] CPOKOB XpaHEHMsI B IIpoLiecce
9KCIIEPTHU3BI HEHHOCTU JOKYMEHTOB;

BU/JIbI OITMCEH J1eJT OpraHu3aliuy U MOPSII0K
paboTsl

C HUMU,

TpeOOBaHUs OXpaHbI TPY/Ia.
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Opranuzanus
apXUBHOU pabOTHI
10 JIOKYMEHTaM
OpraHu3anui
pa3nuyHbIX HopM
COOCTBEHHOCTH

MK 2.1.
Ocy1iecTBIAThH
KOMIUICKTOBAHHE
apXUBHBIMH JICJIAMHU
(TOKyMEHTaMH )
apX#Ba OpraHU3aIUH

HaBbIku

y4acTHs B KOMILJIEKTOBAHUH APXUBHBIMU
nenaMu (JIOKyMEHTaMM) apXuBa OpraHU3aliu
Ymenus:

paboTath ¢ moapasae’IeHusIMI/OpraHu3ausIMU
HMCTOYHUKAMH KOMIUICKTOBaHUS apXUBa;
IPUHUMATH APXUBHBIE JleNa (JOKYMEHThI) Ha
MOCTOSIHHOE WJIU J0JITOBPEMEHHOE XPaHEHHUE;
y4acTBOBATh B MIPOBEJACHUH IKCIEPTU3bI
LIEHHOCTHU Pa3JIMYHbIX TUIIOB U BUOB
JIOKYMEHTOB B COOTBETCTBUU C BHYTPEHHUMU
periaaMeHTaMH OpraHu3aluu;

OPUMEHSTH B paboTe peKOMEHAaluu
3KCHEPTHO-IPOBEPOYHON KOMUCCHH HIIN
SKCHEPTHON KOMUCCHUM OpPTraHU3aluu;
MPUMEHSTD MEPEUYHH C YKa3aHUEM CPOKOB
XpaHeHus Ael (JIOKyMEHTOB);

coOI0AaTh HOPMATHUBHBIE CPOKU XPaHEHHUSI JIE
(moKyMEHTOB);

BECTU Y4ET HCTOYHUKOB KOMILIEKTOBaHUS
apXuBa,

HCMOJIb30BATh MEPEIOBON OTEUECTBEHHBIN U
3apyOeXHBIN OMBIT MO KOMIUIEKTOBAHUIO
apxuBa JieaMu (JOKyMEHTaMU) TIOCTOSIHHOTO U
JIOJITOBPEMEHHOTO XPaHEHUS;

HCIIOJIb30BAaTh COBPEMEHHBIE
aBTOMAaTU3UPOBAHHbBIC, UH(OOPMAIMOHHBIC U
TEJIEKOMMYHHUKAITMOHHBIE TEXHOJIOTUH
JIOKYMEHTHPOBAHHBIX c(hep ACATEIHHOCTH
OpraHu3alyu.

3HaHuA:

HOPMAaTHUBHBIE MPABOBBIE aKThl Poccuiickon
®denepanun B cepe ATONPOU3BOACTBA U
apXHUBHOIO JIEJ1a;

Hay4YHO-METOANYECKUE KPUTEPUU SKCIIEPTU3BI
LIEHHOCTH Pa3JIMYHbIX TUIIOB U BUJIOB JIE]
(1OKyMEHTOB);

TEOPETHYECKUE U METOINYECKHE ACTIEKTHI
KOMIUIEKTOBAHUS U IKCIIEPTU3bI IEHHOCTH BCEX
BHUJIOB JOKYMEHTOB;

BUJIbI, PA3HOBUIHOCTH U ()OpMAThI BCEX BUJIOB
JOKYMEHTOB;
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YHU(UIIPOBAHHYIO CHCTEMY OpPTaHU3aI[HOHHO-
pacopsAIUTEIbHON JOKYMEHTALINY;

CTaHJapThl 0(pOPMIICHHS OPraHNU3AUOHHO-
pacnopsIANTENbHON JOKYMEHTALINHY;

CHOCOOBI M TEXHOJIOTUH IOKYMEHTHUPOBAHUS
Pa3IMYHBIX BUJOB MPOHECCHOHATHLHON
JIEATEIIbHOCTH;

OpraHrU3allMOHHBIC ITPUHIIUIIBI KOMITJICKTOBAHU A
nel (I0KyMEHTOB) OTPaHHMYEHHOTO JIOCTYIIA;
TpeOOBaHUS OXpaHbl TPY/a.

[IK 2.2. Bectu yuér
ApXUBHBIX JET
(I10OKyMEHTOB), B TOM
quclie

C HCIIOJIb30BaHUEM
ABTOMATHU3UPOBAHHBI
X CUCTEM

HaBbiknu

BeJICHHs Y4ETa apXUBHBIX el (IOKYMEHTOB), B
TOM YHCJIE C UCIIOJIL30BaHUEM
ABTOMATU3UPOBAHHBIX CUCTEM

Ymenus:

H0JIb30BATHCS YUETHBIMU IOKYMEHTaMH B
paMKax 3JIeKTPOHHBIX MH(POPMAIIMOHHBIX
CHCTEM JIOKyMEHTHPOBAHHBIX cep
JeSITeIbHOCTH OpTaHU3aIiH;

HIOJIB30BATHCS CEPTHPUINPOBAHHBIMU
aBTOMATH3UPOBAHHBIMH CHCTEMaMH
JOKYMEHTHPOBAaHHBIX c(hep AeITeTbHOCTH
OpraHu3aIK [0 YUETY, perucTpaIuy,
KOHTPOJIIO J1e] (JIOKyMEHTOB);

MOJTb30BaThCSI MHPOPMALMOHHO-CITPABOYHBIMU
CHCTEMaMH JOKYMEHTHPOBAaHHBIX cep
JeSITeTbHOCTH OpTaHU3aIH;

BECTH CIPAaBOYHO-TIOUCKOBBIE CPEICTBA K
apXUBHBIM JIeaM (IOKyMEHTaMm);

BECTH YYET CTPaxoBOTO (OHIA APXUBHBIX JEIT
(1OKyMEHTOB);

MPUMEHSTh HOPMaTHBHBIC ITPABOBBIC aKTHI,
JIOKaJbHbIE HOPMATHBHBIE aKThl OpPraHU3aLUU U
METOAMYECKHE JOKYMEHTHI B 00acTH y4uéra
apXMBHBIX e (JOKYMEHTOB);

BHOCHTB TIPEIIOKEHHSI TTO
COBEPIICHCTBOBAHHIO METOTUIECKOTO
oOecriedeHnst yu€Ta pa3HbIX BUAOB JJOKYMEHTOB
B JIOKYMEHTHPOBAHHBIX cepax NesITeTbHOCTH
OpraHu3aIH.

3Hanud:
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HOPMAaTHUBHBIE IIPABOBbIE aKThI Poccuiickon
@enepanyn B chepe AeTONPOU3BOACTBA U
apXUBHOIO JI€1a;

METOAUYECKHE JOKYMEHThI U HAllUOHAJIbHbIE
CTaHJApThl B 00JIACTH yu€Ta JOKYMEHTOB U
JOKYMEHTHPOBAaHHBIX c(ep AeITeIbHOCTH
OpraHu3aIuy;

OTEYECTBEHHBIE U 3apyOeIKHBIC
CepTU(PHUIUPOBAHHBIE CUCTEMBI
aBTOMATH3UPOBAHHOTO YU&Ta apXUBHBIX JIEJT
(TOKYMEHTOB);

TpeOoBaHus K YUETY 0CO00 LIEHHBIX U
YHHUKaJIbHBIX apPXUBHBIX J€J1 (JOKYMEHTOB);
CPOKH BBITIOJTHEHHUS Pa0OT 1O YUETY apXUBHBIX
nen (TOKyMEHTOB);

o01111e NPUHIMIIBI y4€Ta U KOMIIEKTOBAHUS
7en1 (IOKYMEHTOB) OTPaHMUYEHHOTO JI0CTYTIA;
TpeOOBaHMS OXpaHbl TPY/Ia.

IIK 2.3.
Ocy1iecTBIAThH
XpaHEHUE apXUBHBIX
nen (TOKyMEHTOB)

C IMOCTOSTHHBIM
CPOKOM XpaHEHUs U
T10 JITYHOMY COCTaBY
B apXHBe
OpraHHU3aIu

HaBbiknu

OCYLLIECTBJICHUSI XPAHEHUS apXUBHBIX JI€JT
(TIOKYMEHTOB) C TOCTOSIHHBIM CPOKOM XpaHEHUS
U 110 JUYHOMY COCTaBY B ApXMBE OpraHU3alluN

Ymenus:

CUCTEMATHU3UPOBATh Jieja (JOKYMEHTHI);
pa3MeniaTth apXyUBHbIE Jiea (JOKYMEHThI) Ha
MeCTaX XpaHEHUsl B COOTBETCTBUH C
HOPMAaTUBHBIMU TPEOOBAaHUSIMU B 00JIACTH
apXUBHOTO JieJ1a U yIPABICHUS T0KyMEHTAMH;
co0JII01aTh HOPMATUBHBIE PEKUMBI XPAHEHUS
apXUBHBIX €l (JIOKyMEHTOB) Ha JIHOOBIX
HOCHTETISX;

MIPOBOJUTH MPOBEPKY MOJHOTHI COCTaBa
apXUBHBIX JOKYMEHTOB B €IMHUIAX XPAaHEHUS;
MIPOBOJUTH ONIMCAHUE APXUBHBIX JIEII
(mOKyMEHTOB);

COCTaBJISITh CIIPABOYHO-TIONCKOBBIE CPEICTBA K
apXUBHBIM JIeJ1aM (IOKyMEHTaMm);

BECTHU YUYET U KOHTPOJIb BBIJAYX APXUBHBIX €I
(TOKyMEHTOB) M3 apXUBOXPAHWIHIIA U UX
BO3BpAaTa;

BECTH YYE€T U KOHTPOJIb NI€peauu el
(TOKYMEHTOB)

B FOCYJIapCTBEHHBIN/MYHUITUTIATBHBIN apXUB
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WJIM Ha MHOE BHEIITHEE XPAHECHUE U TpuéMa JIeT
C BHEUTHETO XPaHECHHUS;

MIPOBOJIUTH MOJIMCTHYIO POBEPKY (PU3HUECKOTO
COCTOSIHHS JIeJT (JIOKYMEHTOB);

Pa3bICKUBATh HEOOHAPYKCHHBIC Jeiia
(1OKyMEHTBHI);

3alIUIIAaTh HH(OPMAIIMOHHBIE PECYPChI apXHBa
OT HECAaHKIIMOHUPOBAHHOTO JOCTYyIIA.

3HaHusn:

HOpPMaTUBHbIE NPaBOBble aKTbl Poccninckom
®denepanun B chepe AeTONPON3BOACTBA U
apXUBHOTO JIeNa;

HOpPMaTHBHBIE MTPABOBbIE aKThl Poccuiickoii
®denepanun B 001acTH HHPOPMALIHH,
MH(POPMALMOHHBIX TEXHOJIOTUH, 3aIIUTHI
UH(POPMALIUU ¥ TIEPCOHATIBHBIX JaHHBIX,
ppoBoOH TpaHCHOpPMAIUH;

HOpPMaTHBHBIE MTPABOBbIE aKThl Poccuiickoii
®enepanuu B 06J1aCTH KOHPHUICHIIUATHHOCTH
uHdopmanuu;

MpaBWJIa XpaHEHUs el (JIOKyMEHTOB) B
COOTBETCTBHUH C UX THITAMHU;

HOpPsI0K (POPMHUPOBAHUS TOKYMEHTOB B
KOMIUIEKTBI, TPYTIIbI, TUIIBI,

TpeOoBaHUs K 0(h)OPMIICHHUIO TOTOBOPOB Ha
peanu3aIyio yCIyT BHEIIHETO XPaHEHHs eI
(1OKyMEHTOB);

CPOKH BBITIOJIHEHUS padoT;

TpeOOBaHUS K YCTAHOBJIEHHBIM HOPMaM
BBIPa0OTKH;

TpeOOBaHMS OXpaHbI TPY/IA.

[IK 2.4.
Ocy1iecTBIAThH
XpaHEHHUe,
KOMIUIEKTOBAHHE,
YY€T U
HCIIOJIb30BAHUE JIENT
(1OKyMEHTOB)
BPEMEHHOI'O
XpaHeHus

HaBbiku

obecrieueHus XpaHeHus, KOMIUIEKTOBAHUS,
y4éra u

WCTIOIB30BaHUSI JIeTT (JIOKYMEHTOB) BPEMEHHOTO
XpaHEeHUS

Ymenus:

OpraHU30BBIBATh M 00ECTICYNBATH XPAaHEHHE JIETT
(TOKYMEHTOB) BPEMEHHOT'O XpaHECHUS
OpraHu3aIy B TPAJIUIIMOHHOM U B

OJICKTPOHHOM BH/IC;
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KOHTPOJIHPOBATH pa3pabOTKy CTPYKTYpPHBIMH
MIO/Ipa3JIeIEHUSMHU ONMCEN U aKTOB O
BBIJICJICHUH Ha YHUUYTOKEHHE JIe] (JIOKYMEHTOB)
BPEMEHHOI'O XpaHEHUs B TPAIULIMOHHOM U B
JNIEKTPOHHOM BH/IE;

(hopMUPOBATh €UHUIIBI XPAHEHHS IOKYMEHTOB
JUISL UX TIOCJIEIYIOIIETO pa3MEelIeHHsI B apXUBe
OpraHu3aIuy;

COCTaBJIATh CIIPAaBOYHO-TIONCKOBBIE CPEACTBA K
apXUBHBIM JIe1aM (JIOKYMEHTaM);
OCYIIECTBIISITH OUCK 1N (JJOKYMEHTOB)
BPEMEHHOT'O XpPaHEHUS B IPOIECCE UX XPAHECHHUS
B CTPYKTYPHBIX IOJIpa3ieICHUsIX U apXUBE
OpraHu3aIuy;

OCYIIECTBIISATH METOJMYECKOE PYKOBO/ICTBO
OopraHu3anuei XxpaHeHus aei (T0KyMEHTOB)

B CTPYKTYPHBIX MOJIpa3/ie/IeHUsIX OpraHu3allnu;
OKa3bIBaTh CTPYKTYPHBIM MOJIpa3AeICHUsIM
IPAKTHUYECKYIO [TOMOLIb B OPraHU3allH
XpaHeHus Ael (JIOKyMEHTOB);

pa3pabarbIBaTh CIIPAaBOYHO-HHPOPMAITIOHHBIC
JOKYMEHTBI 110 OPTaHN3alUN UCIIOJIb30BaHUS
Jie1 (IOKYMEHTOB) BpEMEHHOTO XpaHEHHs B
CTPYKTYPHBIX MOAPA3ACICHUIX U apXUBE
OpraHu3allNy;

MIPOBOJUTH SKCIIEPTU3Y LIEHHOCTH JIEN
(1OKyMEHTOB) BPEMEHHOI'O XpaHEHUS,
MepelaHHbIX B apXUB;

OTIpeNIeNIATh CPOKU XpAHEHUs JIeJT (JIOKyMEHTOB)
BPEMEHHOI'O XpaHEHMS;

oOecrieunBaTh 3alUTy JeN1 (J0OKYMEHTOB)
BPEMEHHOIO XpaHEHUs B OPraHU3allH OT
HECaHKLMOHUPOBAHHOTO JOCTYyTa WU
YHUYTOKEHUS;

MIPOBOJIUTH (PU3HUECKOE YHUUTOKEHUE TN
(TOKyMEHTOB) BPEMEHHOT'O XpaHEHHUSI C
HCTEKUIMMH CPOKaMH XpPaHEHHUsI 110CIIe
COTJIACOBAHUS CO CTPYKTYPHBIMHU
MO/Ipa3IeIeHUIMUA OpraHU3aluy;

oopMIATH YyUETHBIE TOKYMEHTHI 00
YHUUYTOXKEHUU A€l (IOKyMEHTOB) BPEMEHHOTO
XPaHEHUS C UCTEKIIUMU CPOKaAMU XPaHEHUSI
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COBMECTHO CO CTPYKTYPHBIMH
noapasaeneHnaMn opraHn3aumn.

3HaHuA:

HOPMAaTHUBHBIE IIPABOBbIE aKThl Poccuiickon
®enepanyn B chepe AeTONPOU3BOACTBA U
apXUBHOIO JI€1a;

HOpPMaTHBHBIE TPaBOBbIE aKThl Poccuiickoi
®enepanyn B 001aCTH 3aILUThI IEPCOHAIBHBIX
JaHHBIX;

HOPMAaTHUBHBIE IPABOBBIE aKThl Poccuiickon
®enepanyu B 00J1aCTH KOHPUIECHINATBHOCTH
UHpOpMaLNK;

METOJUYECKHE JOKYMEHTHI U HallUOHAJIbHBIE
CTaHJapThl B 00JIACTH JIEIONPOU3BOCTBA U
apXUBHOIO €114,

METO/IMKA Pa3pabOTKU GOPM YUETHBIX
JIOKYMEHTOB B TPAJULIMOHHOM U B JIEKTPOHHOM
BU/IE;

IpaBuiIa CUCTEMAaTH3alMU U KJIacCU(pUKaLUU
JIOKYMEHTOB;

0COOEHHOCTH OpraHU3alUK XPaHEHUS eI
(1OKyMEHTOB) Ha pa3IUYHbIX HOCUTEISX;
KPUTEPUU OTIPEAEIEHUS LICHHOCTH JIEN
(TOKyMEHTOB) JUIsl JaJIbHEHIIEero XpaHeH s UiH
YHUUYTOKEHUS;

TpeOOBaHUS K IPOIECCAM YHUUTOXKEHHUS
nH(}OpMAaLIUY B TPAJTULUOHHOM H 3JIEKTPOHHOM
BU/IE;

TpeOOBaHUs OXpaHbI TPYJIa.

K 2.5.
OcymecTBIsTh
HCIIOJIb30BaHUE
ApPXUBHBIX JIETT
(IOKyMEHTOB), B TOM
qHCIIE C
HCIIOIb30BAaHUEM
ABTOMATU3UPOBAHHBI
X CUCTEM

HaBbikn

OCYIIIECTBJIEHUS UCITOIb30BaHUS APXUBHBIX JIETT
(IOKyMEHTOB), B TOM YHCJIE C UCMOJIb30BAHUEM
ABTOMAaTU3UPOBAHHBIX CUCTEM

Ymenus:

CHUCTEMAaTHU3UPOBATH U 0000IIaTh CBEACHUS O
COCTaBe U COJIEP>KaHUU apXUBHBIX JIETT
(mOKyMEHTOB);

HCIOJIb30BaTh WH(OPMAIMOHHBIE TEXHOJIOTUU B
00J1aCcTH CO3aHMSI CIIPABOYHO-TIOMCKOBBIX
CPEJICTB apXHBa M JIOKYMCHTHPOBAHHBIX chep
NEeSITeIbHOCTH OpraHU3aluy;
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(hopMUPOBATH OCHOBHBIE M BCTIOMOTATEIbHBIE
BH/JIbl QDXUBHBIX CIIPABOYHUKOB B 3JIEKTPOHHOM
opme;

MOJIrOTAaBINBATh HHPOPMAIIMOHHBIE TOKYMEHTHI
I10 3arpocaM I0JIb30BaTeIe pa3IMuHbIX
KaTerOpuid.

3HaHuA:

HOpPMaTHBHBIE TPaBOBbIC aKThl Poccuiickoin
®enepanun B cepe AeI0NPOU3BOICTBA;
HOPMAaTHUBHBIE IIPABOBbIE aKThl Poccuiickon
deneparyn B 001aCTH 3aIUTH TIEPCOHAIBHBIX
JTAaHHBIX;

METOAMYECKHE JJOKYMEHThI B 001acTH
UCIIOJIb30BaHUS U MyOIMKALMU apXUBHBIX /1€
(moKyMEHTOB);

cepTUHUIMPOBaHHBIE HHPOPMAITMOHHO-
IIOMCKOBBIE CHCTEMBI B 00JIACTH Pa3pabOTKH
HAy4YHO-CIIPAaBOYHOTO arlrapara
JOKYMEHTHPOBAaHHBIX c(hep AeITEeTbHOCTH
OpraHu3aIuy;

CPOKH BBIIIOJIHEHHUSI Pa0OT MO OpraHu3au
HCIIOJIb30BAaHUS aPXUBHBIX A€l (JIOKyMEHTOB);
OpraHU3aIOHHBIE TPUHIIMIIBI HCTIOIb30BaAHUS
JIOKYMEHTOB OIPaHUYEHHOI'0 JOCTYTIIA;
TpeOOBaHUS K MOATOTOBKE ApXHUBHBIX CIIPaBOK U
BBINKMCOK U3 apXUBHBIX IOKYMEHTOB;
TpeOOBaHMS OXpaHbl TPY/Ia.
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Pazgen S. [IpumepHasi cTpyKTypa 00pa3oBaTesibHOI MPOrpaMMbl

5.1. IlpumepHBIii yueOHBIN TUIaH

5.1.1. IpuMepHbIii VYEOHBIH IJIAH 10 NPOrpaMMe MOATOTOBKH cnenuaauctoB cpeauero 3sea (IHIICC3)

O0BeM 00pa3oBaTeIbHON POrPaMMBbI

= B aKaICMHUYCCKUX Yacax cé
2 2 :
a8 = « < = B
0 £t 2 8 & : : s
Wnpaekc HaumeHoBaHue g o é[ § 5 é? = E g % E g E % %‘i
5 & o' &= B E = = > =)
m 5 5 2 SE 2 g s g =g 53 2 =
[N 8* o o g 9 = o ~ O w E g g
= 2 S E £ 2 g " 2
= = < &) =
1 2 3 4 5 6 7 8 9 10 11
Oos13aTes1bHAsA YacTh 00pa30BaTebLHOM
TPOrPAMMEI 1850 1186 452 874 432 20 72
C1.00 ConuajabHO-TYMaHUTAPHBIH 434 188 106 328
UK
CT.01 Ucrtopus Poccun 34 26 1
Cr.o2 HNuocTpanHbii A3BIK B
npodeccnoHaATEHOM 140 140 0 140 1
JEATEIbHOCTH
Cr.o3 bezonacHocTh
KU3HEJCATSIIbHOCTH 0 36 34 36 1
Cr.o4 ®dusnyeckas KyJbTypa 122 2 120 1.2
CT.05 OcCHOBBI O€peXKIMBOTO
MIPOM3BOJICTBA 34 12 22 12 2
CT.06 OcHOBBI (pMHAHCOBOM
TPaMOTHOCTH . 34 22 12 1
OI1.00 Oﬁmenpo%e;;gonanbnbm 378 226 152 226
OIN.01 DKOHOMHUKA OPTraHU3ALNHU 34 10 24 10 2
OII.02 MeHe T KMEHT 34 12 22 12 2
OI1.03 [Ipodeccuonanbhas 3TuKa U
OCHOBEI JIEJJOBOI'0 OOIIIEHNS 34 10 24 10 1
OII.04 ITpaBoBbBIE OCHOBBI
npodecCHoHaTbHON 70 20 50 20 1
JIeATEITLHOCTH
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OIT.05

Nudopmanuonubie u

KOMMYHHUKAIIHOHHBIE 66 56 10 56 1
TEXHOJIOTHH
OII.06 Pycckuii s13b1k
B IpOodecCHOHATBLHOMN 70 58 12 58 1
OTT07 IéleﬂTeJIbHOCTI/I
: OMITbIOTEpHAs
00paboTKa ,I[OKI;MGHTOB 70 60 10 60 1
II1. 00 IMpodeccnoHaNbHBIN HUKJI 966 772 194 320 432 20
TIM. OcyuiecTBjIeHH e
01 OPraHM3anuoOHHOIO0 H
JOKYMEHTAIIMOHHOI'O 428 332 96 240 72 20
odecreyeHus AeATeTbHOCTH
VTR 1 OpPraHM3alnuu
OKYMEHTAI[HOHHOE
1(3/1{[%}% 068CH6¥-IGHI/IG ynpagneﬂm 218 158 60 138 20 12
raHu3anus padoThl
%IL%I% c 3H6K’lpp(8{HbIMI/I LL(I))KyMeHTaMH 34 24 10 24 2
raHH3aLH
01%3 cereTapcgoro 00CIyKHBAHMUS 52 38 14 38 2
MIBK é{OKYMeHTaIII/IOHHOG
01.04 o0ecrieueHre KaJpoBoil 52 40 12 40 2
CITY>KOBI
VII. 01 YuyeOHas npakTHKa
36 36 36 2
IIII. 01 ITpou3BoacTBeHHAN
NPaKTHKA 36 36 36 2
1%1\2/1 Opﬁranmaunﬂ apXMBHOH
padoThI MO JIOKYMEHTaM
OpraHu3amui pa3JHYHbIX 250 152 98 80 2
¢opM cOOCTBEHHOCTH
MZ%K Opranusanys 1 HOpMaTUBHO-
02.01 IIPaBOBbIE€ OCHOBBI APXHUBHOT'O 34 4 30 4 1
Jena
MZ%K I'ocynapcrBenHsle,
02.02 MyHHUIMIAIbHBIE aDXUBBI 1 34 10 24 10 2
< 1\z}IpXI/IBLI OpraHM3aIui
M €TOAMKA U MPAKTHKA
1(3/[2[61% o6 a‘pXI/IBOBeJIepHI/IH 6 56 20 o6 2
€CIIEYCHUE COXPAHHOCTH
02%4 ,Z[OKYMQHT(F))B 34 10 24 10
YI1.02 YyeOHasi npaKTHKA 36 36 36
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IIII. 02 IIpousBoacTBeHHAA
NPaKTHKA 36 36 36 2
1101?3/[ OcBoenue BHI0B PadOT 10
OJHOM MJIM HECKOJIbKUM
npodeccusimM padouunx, 144 144 144
JOJIKHOCTSIM CJYKAIIMX
VII. 03 YyeOHasi NPaKTUK
72 72 72 1
IIII. 03 ITIpon3BoacTBEHHAN
NMpaKTHKA 72 72 72 1
TII1 IIpou3BoacTBEHHANA
NPaKTHKA 144 144 144 2
(MpeaanJIOMHAs)
ImA IMpomexyTouHas aTrecTauus 72 72
BapuaTuBHas yacTh 00pa3oBaTeJIbHOH
TIPOIPAMMBI 886 770 80 770 36 12
THUA.0 T'ocynapcTBenHast 216 2
0 MTOr0BAasi ATTECTALIMS
Hroro: 2052
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5.2. IlpumepHbI KalleHTapHBIA yaeOHbIN Tpaduk

5.2.1. ITo nporpamMMe NOArOTOBKH CIEeNHAJTUCTOB CPeHEro 3BeHa

1 kype

Kommnonen n n & - n . n n I I n o n n n .
Thi H Centsbpsb H OKT50pB Hosodps H Jlexadpn H SuBaps H ®eppaib H Mapt H Anpenab H Maii H Hions H Hioas H Asryer
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B
Z
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1 2 3 5 6 7 1 1 1 1 1 1 1 1 1 1 2 2 2 2 2 2 2 2 2 2 3 3 3 3 3 3 3 3 ] 4 4 4 4 4 4 4 4 4 4 5 5 5 Beer
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.00 ryMaHuTap &
HbIH HKIT
CI' | Meropux 2| 2] 2 2] 212 21212 21224 34
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5.3. IlpumepHas pabouas mporpaMMa BOCITUTAHUS

5.3.1. Llenu u 3a7auu BOCOUTAHUS O0YYaIOIIUXCs IPH OCBOGHUM MU 00pa30BaTEIbHOM
MpOrpaMMBbI:

Lenp paboveld mporpaMMbl BOCIIUTAHHUS — CO3JIaHHE OPTraHU3aIMOHHO-TIENAarOTMYECKIX
yCIOBHH Ui (POPMHPOBAHUS JTHMYHOCTHBIX PE3YJIbTATOB OOYYAIOUIMXCS, MPOSIBIISIOLUINXCS B
pPa3BUTUU HMX MO3UTHBHBIX YYBCTB M OTHOIIEHHH K POCCHUHCKUM Tpa)IaHCKUM (0a30BbIM,
oOlIeHallMOHANbHBIM) HOPMaM W LEHHOCTAM, 3akperuiéHHbiM B Konctutymuu Poccuiickoit
denepanun, ¢ y4eToM TPAIUIMA W KYJIbTYypbl cyObekTa Poccuiickoit denepanuu, IEI0BBIX
KAayecTB CHELHAIUCTOB CPEJHEro 3BEHa, OIpPENEJICHHbIX OTpacieBbIMU TPeOOBAaHUSMU
(KOprIOpaTUBHOM KyJIbTYpOI).

3anaumu:

— (opmupoBaHME €AMHOIO BOCIHUTATEIBHOIO IPOCTPAHCTBA, CO3JAIOLIETO paBHBIE
YCIIOBUS JJISL Pa3BUTHUS 00ydarommxcs mpodeccnoHaibHOM 00pa3oBaTeIbHON OpraHU3AIINH;

— OpraHu3alys BceX BUJOB JESITEIbHOCTH, BOBJIEKAIOIIEH 00yUdarouxcs B 00IIECTBEHHO-
[EHHOCTHBIE COIIMAIM3UPYIOIINE OTHOIICHHUS;

— (hopmupoBaHue y o0y4arommxcs npodeccuoHaIbHON 00pa30BaTENIbHON OpraHU3aIlH
00IINX IIEHHOCTEH, MOPAJIbHBIX U HPABCTBEHHBIX OPUEHTHPOB, HEOOXOIUMBIX IJII YCTOMYHUBOTO
Pa3BUTHUS FOCYAAPCTBA;

— YCWIEHHE BOCIUTATEIbHOIO BO3JAEUCTBUS Oraroaapsi HENPEPhIBHOCTH Ipoliecca
BOCITMTAHHUS.

5.3.2. [Ipumepnas pabouasi mporpaMma BOCITUTAHUS MIPEJCTaBICHA B IPHIIOKEHUH 3.

5.4. IlpuMepHBIii KaJeHJapHbIH IUIaH BOCIUTATENbHON paboTh
[IpumepHbIf  KaleHAApHBI  MJaH  BOCHMTATENbHOW  paboThl  MpeacTaBiIeH
B IIPWJIOKEHUN 3.

Pasnen 6. [IpumepHble ycji0BHs peaiu3alni 00pa3oBaTe/ibHOI NPOrpaMMbl

6.1. TpeOboBaHusi K MaTepHATBLHO-TEXHUYECKOMY OOECIIEYeHHI0 00pa3oBaTeIbHON
IIPOTPaMMBI

6.1.1. CrieruaibHbBIE TIOMEIICHHS TIOJDKHBI TTPEJICTABIATH COOOW ydaeOHBIC ay TUTOPUH JJIS
MPOBEJICHUS 3aHATUN BCEX BUJOB, MPETYyCMOTPEHHBIX 00pa30BaTeNbHON MPOTrpPaMMOi, B TOM
YUCJIe TPYMIOBBIX U UHANBUIYAIBHBIX KOHCYJIbTAIUMA, TEKYIIEr0 KOHTPOJIS U MPOMEKYTOTHOM
aTTecTalliu, a TAKXKE MOMEIIEHUS ISl CAMOCTOATEILHOM U BOCIIUTATENBHON pabOThI, MACTEPCKUE
U J1abopaTopuH, OCHAIICHHBIE OOOpPYJOBaHWUEM, TEXHWYECKHMMH CpEIACTBAMU OOydYeHUS U
MaTepuaiaMH, yUUTHIBAIOIINME TPEOOBaHUS MEXTyHAPOIHBIX CTAaHAAPTOB.

IIepeyenb cnienMaIbHbIX OMELIEHUI

KaOunersr:

COIMATbHO-9KOHOMUYECKUX 1 YIPABICHYECKUX JUCIUIIINH;
MHOCTPAHHOTO S3bIKa B MPO(ECCHOHATLHON AEATEIbHOCTH;
PYCCKOTO sI3bIKa B TPOQECCHOHATIBHOM eI TEIbHOCTH;
paBoOBOro o0ecrieyeHust MPo(heCcCHOHABHON AEATEIbHOCTH;
JTOKYMEHTAIMOHHOTO 00ECTIeYeH sl yIIpaBIIeHNUS;
apXUBOBEICHNUS;
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poeCCUOHAIBHON ATUKH W OCHOB JICJIOBOTO OOIICHHS;
OpraHM3aIfH CEKPETapPCKOro 00CTYKUBAHUS;
0€30IaCHOCTH KU3HEACATEILHOCTH;

METOINYCSCKHUH.

JlabopaTopumn:

KOMIIBIOTEPHOI 00pabOTKU JOKYMEHTOB;
UH(POPMAIIMOHHBIX U KOMMYHHUKAIIMOHHBIX TEXHOJIOTHIA,
apXUBHOTO JIelIa;

OpraHM3alu padoThl C JOKYMEHTAMH;

CHCTEM JICKTPOHHOTO JIOKYMEHTO000pOTa;

yueOHast KaHIIepHUsL.

CHoOpTHBHBIN KOMILIEKC?.

3aasl:

— OMOIMOTEKA, YUTAIBHBIN 3J1 C BBIXOJIOM B HHTEPHET,
— aKTOBBIM 3,

U Jp.

6.1.2. MarepuaabHO-TEXHHUUECKOE OCHAIICHUE KaOMHETOB, JIaOOpAaTOPH, MACTEPCKUX
0a3 npaktuku no crenuanbHocTH 46.02.01 JlokyMeHTanMoHHOE OOecneueHue yIpaBleHUs U
apXUBOBE/ICHHUE.

OO6pazoBaTenbpHasi OpraHU3alMs, peaTn3yromas nNporpamMmy Mo crnernuaibHoct 46.02.01
JlokyMeHTalmoHHOe oOecliedeHne YIpaBIeHUS U apXUBOBEACHHE, JIOJDKHA pacroiiaratb
MaTepHaIbHO-TEXHUYECKOM 06a30i1, 0OecrieunBaroieil MPOBEICHNE BCEX BUIOB JUCIUTIITMHAPHON
U MEXIUCIUIUIMHAPHONW TOJATOTOBKH, JIA0OPATOPHOM, MPAKTHUECKON pabdoThl 00ydYarommxcs,
MPEAYCMOTPEHHBIX YYEOHBIM IUIAHOM M COOTBETCTBYIOIIECH JEUCTBYIOIIUM CaHUTAPHBIM U
MPOTUBOMNOXAPHBIM TpaBWJIaM W HOpMaMm B pa3pe3e BHIOpaHHBIX TpaeKTopuil. MUHUMAaIbHO
HeoOxoaumelit nist peanuzaruu OOIl nmepedeHb MaTepHATBHO-TEXHUYECKOTO 0OecreueHus,
BKIIIOUAET B ceOsi:

6.1.2.1. OcHameHre KaOMHETOB
Kabunet «ColnanbHO-DKOHOMUYECKUX U YIIPABICHUECKUX JUCHIUTUIIHH.
Ne ‘ HanmeHoBan#e 060py10BAHHS" ‘ TexHUYECKOE OMHUCaHuE”
| CnenuanusnpoBaHHas MeGeab M CHCTeMbI XpPaHEHUS
OcHoBHOE 000py10BaHHe
1 | paGouue CTON ¥ CTYJI O KOJTUYECTBY 00yUaOUTNXCs
2 | pabodee MECTO MPETOaaBATEIS
JonoJHuTebH0Ee 000pyI0BaHHE

HononnumenvHo 6 popmy 3anucwviéaromes umeroujeecs 6 Texnuueckue
Haauyuu 060pyoosanue ¢ Opyumu mexHudecKuMuy Xapaxkmepucmuxu
xapakmepucmuxamu, opyzoe 060pyoosaHue, 3anoaHAmcs
ucnonv3yroweecs: 8 0AHHOM KabuHeme CAMOCMOSIMENbHO

2 O6pasoBarenpHas OpPraHM3alMs A peanu3aluy ydeOHOH aucuumuHbl "®dusndeckas KynbTypa" HOKHA
pacmofnarath CIOPTUBHOW HHPPACTPYKTYpOH, 0OecTieunBaromeii poBeeHIE BCEX BHIOB IPAKTHUECKUX 3aHSATHH,
MIPEIYCMOTPEHHBIX YIeOHBIM IUTAHOM.

Crmcox 000OpyAOBaHUs JOIOJHSAETCS 0Opa3oBaTeNbHOW oOpraHu3anuedl npu (HOPMHPOBAHWH OCHOBHOMN
npodeccnoHaTsHOM 00pa3oBaTEIbHON POTPAMMBI.
4 TexHUYECKOE ONUCAHKE JACTCs 0OPa30BaTENILHOM OpraHU3aluell caMoCTOATENEHO IPH (OPMUPOBAHHU OCHOBHOM
npogeCCUOHANBHOM 00pa30BaTEILHON POTrPAMMEBL.

3
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06pazoeamenvHol

opeanuzayuetl
Il Texunueckue cpeacTna
OcHOBHOE 000pYI0BaAHUE
1 | nepcoHaJIbHBII KOMIIBIOTEP
2 | npuHTEp
3 | mpoekTop
4 | UHTepaKTUBHAs PUCTABKA K JIOCKE WJIM MHTCPAKTUBHAS
J0CKa
JonosHuTEIBLHOE 000PYAOBAHME
JlononnumenvHo 6 hopmy 3anucviearomes umeroujuecs 8 Texnuueckue
Haauyuu komnviomepwvl, MDY u op. ¢ opyaumu Xapaxkmepucmuxu
MexHU4eCKUMU XapaKmepucmukamu, opy2oe 3anoIHAMCSA
0bopydosanue, UCNONbL3YIOWUEC 8 OAHHOM KaOuHeme CAMOCMOSIMENbHO
o0bpazosamenvHol
opeanuzayuert
111 JleMoHcTpanmoHHbIe YUeOHO-HATJISIHbIE TOCOOHS
OcHoBHOe 000py10BaHHe
JonosiHUTEILHOE 000PY/A0BaAHHNE
Jlonoanumenvrno 6 popmy 3anucviearomces umerowjuecs 8 Texuuueckue
Hanuyuu komnviomepwvl, M@V u op. ¢ opyeumu Xapaxkmepucmuxu
MexXHU4eCKUMU XapaKmepucmukamu, opy2oe 3anoaHAmcs
0b6opyoosanue, UCNONb3YIOUUECcs: 8 0AHHOM KaOuHeme CAMOCMOSIMENLHO
00pazosamenvbHoll
opeanuzayuerl

Kabuner «MHOCTpaHHOTO fA3bIKa B IPO(PECCHOHAIBHOMN AEATEIbHOCTH Y

Ne ‘ HanmeHoBanue 060py10BaHHS"

\ TexHu4eckoe ONUCcaHnue

6

| CnenuanusnpoBanHas MeGeb M CHCTeMbl XpPaHEHUS

OcHoBHOE 000py10BaHHE

1 | paGouue CTOJ M CTYJI IO KOJUYECTBY O00yUaroUMXcs
2 | paboyee MECTO MPernoaaBaTes
JlonoJiHuTeIbHOE 000PY/1I0BaHN e
Honoanumenvro 6 ghopmy 3anucviearomes umeroujeecs 6 Texnuueckue
Hanuyuy 060pyoosanue ¢ OpyeuMu mexHu4ecKumu Xapaxmepucmuxu
Xapaxmepucmuxamu, opyzoe 0bopyoosaHue, 3anONHAIOMCSL
UCNOIb3YIOWeecs: 8 0AHHOM Kabuneme camocmosmenbHo
00pazosamenvbHoll
opeanuzayuert

Il Texuuueckue cpeacTna

OcHoBHOE 000py10BaHHE

5 Cnucok o060pyn0BaHMS JOMOJHAETCA O0Opa3oBaTeNbHOH OpraHm3anuedl mpu  (OPMHUPOBAHMH OCHOBHOIL

npodeccnoHaTsHOM 00pa3oBaTEIbHON POTPAMMBI.

6 TexHHYECKOE OIMUCAHKE JacTCA O6pa30BaT€J'H:HOﬁ opramnauneﬁ CaMOCTOATCJIILHO IIPpH (1)0pMI/Ip0BaHI/II/I OCHOBHOI

npodeccronanbHOI 00pa30BaTENbLHOI IPOrpaMMBL.




1 | nepcoHaJIbHBII KOMIIBIOTEP
2 | npuHTEp
3 | mpoekTop
4 | UHTepaKTUBHAs MPUCTABKa K JIOCKE WJIM UHTEPAaKTUBHAS
JI0CKa
JonmosiHuTEIbHOE 000PYI0BAHUE
HononnumenvHo 6 gpopmy 3anucvl8aromcs umerouuecs 6 Texnuueckue
Hanuuuu komnvromepwvl, MDY u op. ¢ opyeumu Xapaxkmepucmuku
MEeXHUYECKUMU XAPAKMePUCMUKAMU, opyeoe 3anoHAImcs
000pydosanue, UCNOb3YIOWUEC 8 OAHHOM KabuHeme CamMoOCmosImenbHO
0bpazosamenvHoll
opeanuzayuet
111 JleMoHcTpanmoHHbIe YUeOHO-HATJISIHbIE TOCOOHS
OcHoOBHOE 000py10BaHHE
JonosHuTEILHOE 000PY/A0BaAHNE
JononnumenvHo 6 popmy 3anucvl8aromcs umerouuecs 6 Texnuueckue
Haauyuu komnviomepwvl, M@V u op. ¢ opyeumu Xapaxkmepucmuxu
MexXHU4eCKUMU XapaKmepucmukamu, opy2oe 3anoaHAmcs
0bopyoosanue, UChONb3YIOUUEcs: 8 0AHHOM KaOuHeme CAMOCMOSMENLHO
00pazosamenvHoll
opeanuzayuert

Kabuner «Pycckoro si3pika B IpodeCCHOHATbHON AESITEIbHOCTHY

Ne | HaumeHoBaHue 060py10BaHHs

‘ TexHudeckoe onrcaHue

8

I Cneunaﬂmnponaﬂﬂaﬂ Me0eJIb U CHCTEMbI XPaHCHUSA

OcHoBHOe 000py/I0BaHHe

1 | paGouue CTOI M CTYJI IO KOJUYECTBY O0yUaIOLIUXCs

2 | pabodee MeCTO MPenoaaBaTes

JonoJiHUTEIBbHOE 000pY10BAHME

JononnumenvHo 6 gpopmy 3anuculearomes umeroujeecs 8 Texnuueckue
Haauyuu 06opyoosanue ¢ Opyumu mexHu4ecKumMuy Xapaxkmepucmuxu
xapakmepucmuxamu, opyzoe 060pyoosaHue, 3anoaHAmcs
ucnonv3yroweecs: 8 0AHHOM KabuHeme CAMOCMOSIMENbHO
006pazoeamenvHol
opzanuzayuet

Il Texunueckue cpeacraa

OcHoBHOE 000py10BaHHe

1 | nepcoHaJIbHBII KOMIIBIOTEP

2 | npuHTEp

3 | IpOeKTOp

7 Cnucok o00OpynOBaHUA JOMOJHAETCA 00pa3oBaTeNbHOH OpraHm3anueil mpu  (OPMHPOBAHMH OCHOBHOI

npodeccnoHaTsHOM 00pa30BaTEBHON POTPAMMBI.

8 TexHHYECKOE OIMUCAHKE JacTCA 06pa3OBaT€HBHOﬁ opramnauneﬁ CaMOCTOATCJIILHO IIPpH (1)0pMI/Ip0BaHI/II/I OCHOBHOI

npodeccronanbHOI 00pa30BaTENbLHOI IPOrpaMMBL.




4 | yHTepaKTHBHAS MPUCTABKA K JIOCKE UM UHTEPAKTUBHAS
J0CKa
JonosHuTEIBHOE 000PYAOBAHME
LononnumenvHno 6 popmy 3anucul8aromcs umMeouuecs 6 Texnuueckue
Haauyuu komnviomepwvl, MDY u op. ¢ opyeumu Xapaxkmepucmuxu
MEeXHUYECKUMU XapaKmepucmukamu, opyzoe 3anoaAHAIOMCA
0bopyoosaHie, UCNONb3YIOWUECs 8 OAHHOM KabuHeme CamMocmosamenbHo
0bpazosamenvbHoll
opeanuzayuert
111 JleMoHCcTpanmoHHbIe YUeOHO-HATJISTHbIE TOCOOHS
OcHoBHOe 000py/10BaHHE
JlonoJiHuTeIbHOE 000PY/I0BaHNE
Hononrnumenvro 6 ghopmy 3anucwiearomes umerouuecs 6 Texnuueckue
Hanuuuu komnviomepvl, MDY u op. ¢ opyeumu xapaxmepucmuxu
MeXHUYeCKUMU XapaKkmepucmukamu, opyeoe 3anOAHAIOMCSA
obopyodosanue, UCNONbL3YIOWUECs 8 OAHHOM KabuHneme CamocmosmenbHo
00pazosamenvbHoll
opeanusayuerl
Kabunet «[IpaBoBoro obecneuenus npohecCuoHaIbHON NeITeIbHOCTI.
Ne ‘ HanmeHoBan#e 060py10BAHHS" ‘ Texuudeckoe onucanue’’
| CnenuanusnpoBanHas MeGeb M CHCTeMbl XpPaHEHUS
OcHoBHOE 000py10BaHHE
1 | paGouue CTOI M CTYJI IO KOJUYECTBY O00yUaroUmxcs
2 | paboyee MECTO MPenoAaBaTes
JonosHuTEIBHOE 000PYAOBAHME
Lononnumenvro 6 popmy 3anucvléaromcs umeioujeecs 6 Texuuueckue
Hanuduu 060pyo008aHue ¢ OpyeUMu MmexHu4ecKUMu xapaxmepucmuxu
xapakmepucmuxamu, opy20e 060pyoosaHue, 3anOAHAIOMCSA
UCNOIb3YIOWeecs: 8 0AHHOM Kabuneme CamocmosmenbHo
00pazosamenvbHoll
opeanuzayuert
Il Texuuueckue cpeacTna
OcHoBHOE 000py10BaHHE
1 | nepcoHaJIbHBII KOMIIBIOTEP
2 | npuHTEp
3 | mpoekTop
4 | yHTEepaKTHBHAS MTPHUCTABKA K JIOCKE WM WHTEPAKTHBHAS
JI0CKa
JonojHuTEIbHOE 000PY10BAHME

® Cnucok o060pynOBaHMA JOMOJHSAETCS 00pa3oBaTeNbHON oOpraHm3anuell mpu  (OPMUPOBAHHMM OCHOBHOM

npodeccnoHaTsHOM 00pa30BaTENBHON POTPAMMBI.
10 Texnudeckoe onucanue gaeTcs 00pa3oBaTeNbHON OpraHu3alueil CaMOCTOATENLHO IpU (JOPMUPOBAHHU OCHOBHOI

npodeccronanbHOI 00pa30BaTENbLHOI IPOrpaMMBL.
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JononnumenvHo 6 gpopmy 3anucvl8aromcs umerouuecs 6 Texnuueckue
Hanuuuu komnvromepwvl, MDY u op. ¢ opyeumu Xapakmepucmuku
MeXHU4eCKUMU XapaKmepucmukamu, opy2oe 3anoHAmcs
0bopyoosanue, UCnONb3YIOUWUecs: 8 0AHHOM KaOuHeme CAMOCMOSIMENLHO
0bpazosamenvHoll
opeanuzayuen
11 leMoHcTpanMOHHbIE Y4eOHO-HALJISIAHbIE TOCO0HUSI
OcHOBHOEe 000pYy10BaHHUE
JonosHuTEIBLHOE 000PYAOBAHME
JlononrnumenvHo 6 hopmy 3anucvigaromes umeroujuecs 8 Texuuueckue
Haauyuu komnviomepwvl, MDY u op. ¢ opyaumu Xapaxkmepucmuxu
MexHU4eCKUMU XapaKmepucmukamu, opy2oe 3anoIHAIMCSA
0bopydosane, UCNONbL3YIOWUEC 8 OAHHOM KaOuHeme CAMOCMOSIMENbHO
0bpazosamenvHol
opeanuzayuert

Kabuner «I[OKYMCHTaLII/IOHHOF 0 o0ecIieueHust YHOPaBJICHUS»

NQ‘

Haumenosanue o6opynoBanus

| Texnnueckoe onmcanne’

| Cnenunanu3npoBanHas MeGeb M CHCTeMbI XpPaHEHUS

OcHoBHOE 000py10OBaHHE

1 | pabouue CTOJI U CTYJI IO KOJIMYECTBY 00yUaIOHIUXCSI
2 | pabodee MECTO MPETOAaBATEIS
3 | cucteMbl XpaHeHHUs Je]l B yueOHOH KaHIETIsIpUn
JonoJHUuTEIBbHOE 000pY10BAHHE
Honoanumenvro 6 ghopmy 3anucviearomes umeroujeecs 8 Texnuueckue
Hanuyuy 060py0osanue ¢ Opyeumu mexHu4ecKUMu Xapaxmepucmuxu
Xapaxmepucmuxamu, opyzoe obopyoosanue, 3anOAHAIOMCSA
UCnonv3yIoWeecs 8 0AHHOM Kabuneme CamocmosmenbHo
00pazosamenvbHoll
opeanuzayuert

Il Texuuyeckue cpeacTna

OcHoBHOE 000py10BaHHE

MIEPCOHAIbHBIN KOMITBIOTED

npuntep/MOY

ckanep/ MDY

KOMUPOBaJIbHbIH anmapat/MOVY

HPOEKTOp

OO~ WIN|F-

HHTCpaKTUBHAA IPUCTAaBKa K JOCKEC WM HWHTCPAKTHUBHAA

JOCKa

JlonmosiHuTEIbHOE 000PYI0BAHUE

11

Cricox 00OpyIOBaHMs JOTOJNHSACTCS O0pa30BaTeNbHOW OpraHu3anved npu (GOPMUPOBAHWU OCHOBHOH
npodeccnoHaTsHOM 00pa30BaTENBHON POTPAMMBI.
12 Texuudeckoe ONHCaHKUE JaeTcsl 00pPa30BaTENbHON OpraHu3aueil CaMOCTOATENFHO IpU (JOPMUPOBAHHU OCHOBHOI
npogeCCUOHANBHOM 00pa30BaTEILHON POTrPAMMEBL.
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HononnumenvHo 6 gpopmy 3anucvlearomcs umerouuecs 6 Texnuueckue
Hanuuuu komnvromepwvl, MDY u op. ¢ opyeumu Xapakmepucmuku
MeXHU4eCKUMU XapaKmepucmukamu, opy2oe 3anoHAmcs
0bopyoosanue, UCnONb3YIOUWUecs: 8 0AHHOM KaOuHeme CAMOCMOSIMENLHO
0bpazosamenvHoll
opeanuzayuen
11 leMoHcTpanMOHHbIE Y4eOHO-HALJISIAHbIE TOCO0HUSI
OcHOBHOEe 000pYy10BaHHUE
JonosHuTEIBLHOE 000PYAOBAHME
JlononrnumenvHo 6 hopmy 3anucvigaromes umeroujuecs 8 Texuuueckue
Haauyuu komnviomepwvl, MDY u op. ¢ opyaumu Xapaxkmepucmuxu
MexHU4eCKUMU XapaKmepucmukamu, opy2oe 3anoIHAIMCSA
0bopydosane, UCNONbL3YIOWUEC 8 OAHHOM KaOuHeme CAMOCMOSIMENbHO
0bpazosamenvHol
opeanuzayuert

Kabuner « ApXUBOBEICHUS.

Ne ‘ HanmenoBanue 060pynoBanus

| Texnnueckoe onmcanme™

| Cnenunanu3npoBanHas MeGeb M CHCTeMbI XpPaHEHUS

OcHoBHOE 000py10OBaHHE

1 | pabouue CTOJI U CTYJI IO KOJIMYECTBY 00yUaIOHIUXCSI

2 | pabodee MeCTO MPENoaaBaTes

3 | apxuBHBIE MIKabI

4 | opucHbIE CTEIIAXKHI

JonoJHUuTEIBbHOE 000pPY10BAHME

JlononnumenvHo 6 hopmy 3anucvigaromes umeroujeecs 8 Texuuueckue
Haauyuu 060pyoosanue ¢ Opyumu mexHu4ecKumuy Xapaxkmepucmuxu
Xapaxkmepucmuxamu, opyeoe obopyoosaniue, 3aNnOIHAMCSA
ucnonv3yroweecs 8 0AHHOM KabuHeme CAMOCMOSIMENbHO
006pazoeamenvHol
opzanuzayue

Il Texnnueckue cpeacTaa

OcHoBHOe 000py/iIOBaHHE

HepCOHaHLHBIﬁ KOMIIBIOTCP

npuarep/MOY

ckanep/ MDY

KOMHMPOBaNIbHBIH anmapat/MOPY

IIPOEKTOP

OO IWIN|F

IOCKa

HUHTCpPAKTUBHAA IIPUCTABKA K HOCKC WM HWHTCPAKTUBHAA

JonosHuTEIBHOE 000PYAOBAHHE

13 Cmmcox 0060pynoBaHMs JOMONHSETCS OOpAa30BaTeNbHON OpraHu3amuell npu (GOPMHUPOBAHMM OCHOBHOM

npodeccnoHaTsHOM 00pa30BaTENBHON POTPAMMBI.
14 Texnudeckoe ONMCaHKE HaeTcss 00pPa30BaTENbHON OpraHU3alueil CaMOCTOATENLHO IPpU (JOPMUPOBAHHU OCHOBHOI
npogeCCUOHANBHOM 00pa30BaTEILHON POTrPAMMEBL.
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HononnumenvHo 6 gpopmy 3anucvlearomcs umerouuecs 6 Texnuueckue
Hanuuuu komnvromepwvl, MDY u op. ¢ opyeumu Xapakmepucmuku
MeXHU4eCKUMU XapaKmepucmukamu, opy2oe 3anoHAmcs
0bopyoosanue, UCnONb3YIOUWUecs: 8 0AHHOM KaOuHeme CAMOCMOSIMENLHO
0bpazosamenvHoll
opeanuzayuen
11 leMoHcTpanMOHHbIE Y4eOHO-HALJISIAHbIE TOCO0HUSI
OcHOBHOEe 000pYy10BaHHUE
JonosHuTEIBLHOE 000PYAOBAHME
JlononrnumenvHo 6 hopmy 3anucvigaromes umeroujuecs 8 Texuuueckue
Haauyuu komnviomepwvl, MDY u op. ¢ opyaumu Xapaxkmepucmuxu
MexHU4eCKUMU XapaKmepucmukamu, opy2oe 3anoIHAIMCSA
0bopydosane, UCNONbL3YIOWUEC 8 OAHHOM KaOuHeme CAMOCMOSIMENbHO
0bpazosamenvHol
opeanuzayuert

Kabunert «[IpodeccroHaibHOM 3TUKH U OCHOB JE€IIOBOTO OOILIECHUS.

NQ‘

HanmenoBanue 060py10BaHHs "

| Texnnueckoe onucanne’

6

| Cnenunanu3npoBanHas MeGeb M CHCTeMbI XpPaHEHUS

OcHoBHOE 000py10OBaHHE

1 | pabouue CTOJI U CTYJI IO KOJIMYECTBY 00yUaIOHIUXCSI
2 | pabodee MECTO MPETOAABATEIS
JlonoJiHuTeIbHOE 000PY/1I0BaHNe
Lononnumenvro 6 popmy 3anucvléaromcs umeioujeecs 6 Texnuueckue
Hanuuuu 060pyoosanue ¢ Opy2uMu mexHu4ecKUMu xapaxmepucmuxu
Xapaxmepucmuxamu, opyzoe obopyoosanue, 3anOAHAIOMCSA
ucnoabsyroweecs 8 OAHHOM Kabureme CamocmosamenbHo
00pazosamenvHoll
opeanusayuerl
Il Texunueckue cpeacraa
OcHoBHOE 000py/iIOBaHHE
1 | mepcoHaJIbHBIA KOMIIBIOTEP
2 | npuHTEp
3 | mpoekTop
4 | yHTEepaKTHBHAS MTPHUCTABKA K JIOCKE WM WHTEPAKTHBHAS
J0CKa
JlonoJiHuTeIbHOE 000PY/1I0BaHNe
LononnumenvHo 6 popmy 3anuculearomcs umeouuecs 6 Texnuueckue
Hanuyuu komnvromepsl, MDY u op. ¢ opyaumu Xapaxmepucmuxu
MEeXHUYeCKUMU XapaKmepucmukamu, opyeoe 3anoaHAIOMCS
obopyoosatue, UCNOb3YIOWUecs 8 OAHHOM KabuHeme CamMocmosmenbHo

15

npodeccnoHaTsHOM 00pa30BaTENBHON POTPAMMBI.
16 Texnudeckoe onucanue gaeTcs 00pa3oBaTeNbHON OpraHu3alueil CaMOCTOATENLHO IpU (JOPMUPOBAHHU OCHOBHOI
npogeCCUOHANBHOM 00pa30BaTEILHOM MPOTPAMMEI.

Crircox 00OpyIOBaHMs JOTOJHACTCS O0pa30BaTelNbHOW OpraHu3anueid npu  (GOpPMHPOBAHHHK OCHOBHOM
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06pazoeamenvHol

opeanuzayuetl
11 leMoHcTpanMOHHbIE Y4eOHO-HALJISIAHbIE TOCO0OHUSI
OcHOBHOEe 000py10BaAHUE
JonosHuTEIBLHOE 000PYAOBAHHME
LononnumenvHno 6 popmy 3anucvl8aromcs umeouuecs 6 Texnuueckue
Haauyuu komnviomepwvl, MDY u op. ¢ opyaumu Xapaxkmepucmuxu
MEeXHUYECKUMU XAPaAKmMepucmukamu, opyzoe 3anoaHAIOMCA
0bopyoosaHie, UCNONL3YIOWUECs 8 OAHHOM KabuHeme CamocmosmenbHo
0bpazoeamenvHou
opeanuzayuert

Kabuner «Opranuszaiyy CeKpeTapckoro 00CayKUBaHUD.

NQ‘

HaumenoBanue 060pynoBanus’’

| Texnnueckoe onucanne’

8

| Cnenmanu3upoBanHas Mefesib M CUCTEMbI XPaHeHH

OcHoBHOe 000py/1I0OBaHHE

1 | pabGouue CTOJI ¥ CTYJI 110 KOJTUYECTBY 00YUaAIOIINUXCS
2 | pabodee MECTO MPETOAABATEIIS
3 | cucTeMbl XpaHeHHUs e B yueOHOH KaHIETIsIpUn
JlonoJiHuTeIbHOE 000PY/I0BaHNE
JononnumenvHo 6 popmy 3anucvlearomcs umeroujeecs 8 Texnuueckue
Hanuuuu 060pyO008aHue ¢ OpyeUMu MexHUu4eCKUMu Xapakmepucmuxu
xapakmepucmuxamu, opyeoe 060pyoosaHue, 3anOAHAIOMCA
UCNONbL3YIOWeeCs 8 OAHHOM KabuHeme CAMOCMOSIMENbHO
00pazosamenvbHoll
opeanuzayuerl
Il Texunueckue cpeacTna
OcHoBHOE 000pyIOBaHHE
1 | nepcoHaJIbHBII KOMIIBIOTEP
2 | npuntep/ MDY
3 | ckanep/MOY
4 | xonupoBasbHbIH anmapat/MPY
5 | mpoekTop
6 | MHTEepaKTHBHAsI TPHUCTAaBKa K JIOCKE WJIM HHTEPAKTUBHAS
J0CKa
JonojHuTebHOE 000PYy10BAHME
JononnumenvHo 6 gpopmy 3anucvl8aromcs umerouuecs 6 Texnuueckue
Hanuuuu komnvromepvi, MDY u op. ¢ opyeumu Xapakmepucmuxu
MEeXHUYECKUMU XAPAKMePUCMUKAMU, Opy2oe 3anoaHAIOMCA
0bopydosanue, UChONb3yIoUWUecs: 8 0AHHOM KabuHeme CAMOCMOSIMENLHO

17

Cricox  000OpyIOBaHMs JOTOJHSACTCS O0pa30BaTelNbHOW OpraHu3anuedl npu  (HOpPMHPOBAHUK OCHOBHOM
npodeccnoHaTsHOM 00pa30BaTENBHON POTPAMMBI.
18 Texuudeckoe ONUCAHKE NaeTcs 00Pa30BaTENbHON OpraHU3aluel CaMOCTOATENLHO IPpU (JOPMUPOBAHHU OCHOBHOI
npogecCUOHANIBHOM 00pa30BaTEILHON POTrPAMMEL.
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obpazosamenvHol
opeanuzayuetl
11 leMoHcTpanMOHHbIE Y4eOHO-HALJISIAHbIE TOCO0OHUSI
OcHOBHOEe 000py10BaAHUE
JonosHuTEIBLHOE 000PYAOBAHHME
LononnumenvHno 6 popmy 3anucvl8aromcs umeouuecs 6 Texnuueckue
Haauyuu komnviomepwvl, MDY u op. ¢ opyaumu Xapaxkmepucmuxu
MEeXHUYECKUMU XAPaAKmMepucmukamu, opyzoe 3anoaHAIOMCA
0bopyoosaHie, UCNONL3YIOWUECs 8 OAHHOM KabuHeme CamocmosmenbHo
0bpazoeamenvHou
opeanuzayuert

Kaouner «be3onacHoctu KHU3HCOACATCIIBHOCTH ).

NQ‘

Haumenopanue o60opynopanus’’

| Texnnueckoe onucanne?

0

| Cnenmanu3upoBanHas Mefesib M CUCTEMbI XPaHeHH

OcHoBHOe 000py/1I0OBaHHE

1 | pabGouue CTOJI ¥ CTYJI 11O KOJIMYECTBY 00YYarOITUXCS

2 | pabodee MECTO MPETOAABATEIIS

3 | npotusorasz I'TI-7

4 | pecnuparop P-2

5 | 3amuTHBIM KocTioM JI-1

6 | o011eBOICKOBOM 3alIUTHBIN KOCTIOM

7 | obueBoiickoBOW MpHOOpP XUMHUECKOH pa3BeIKH

8 | xommac-a3uMyT

9 | MHIMKATOP PaIMOAKTHBHOCTH

10 | upauBuAyanbHbIN nepeBs3ounbii naker MIII-1

11 | XryT KpOBOOCTaHABIHMBAIOLIHNHA

12 | anteuka maauBHayanbHas 1. AM-2

13 | KOMIUIEKT IPOTHBOOKOTOBBIH

14 | upauBuayanbHbI npotuBoxumuueckuii naker UITI-11

15 | cymka caHuTapHas Ui oOKa3aHHs IEPBOI OMOIIN
noapazaenenusiM cwit 'O (mpuka3 Ne 611 ot 08.02.2013)

16 | HOCHUIIKH TUTAIIEBbIC

17 | Tpenaxép-MaHeKeH B3pOCIOro MOCTPAAABIIETO
«Anexcanap-2-0.1» (romoBa, Topc) (MU €ro aHAJIOT) JTS
0TpabOTKH MIPUEMOB CEpICUHO-IErOYHON peaHUMaluu (COo
CBETO3BYKOBBIM HHJIUKATOPOM)

18 | crena-yronok MapkepHblit « TexHuka 6€30MacHOCTH.

VYerpoiictBo, cOopka u pazdbopka aBromara AK-74.
Hopmaruseny

19

npodeccnoHaTsHOM 00pa30BaTENBHON POTPAMMBI.
20 TexHu4eckoe ONUCAHKUE JaeTcsl 00pa30BaTENbHON OpraHu3aluel CaMOCTOATENFHO IPU (JOPMUPOBAHMK OCHOBHOM
npogeCCUOHANBHOM 00pa30BaTEILHON POTrPAMMEBL.

Cricox  000OpyIOBaHMs JOTOJHSACTCS O0pa30BaTelNbHOW OpraHu3anuedl npu  (HOpPMHPOBAHUK OCHOBHOM
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19 | crenn «IIpubopsl paguaiMOHHON U XUMHUYECKOM
pa3BeaAKn»

20 | maker aBToMaTa KanamnukoBa (cOopHO-pa300pHBIii)

21 | y4eGHO-TPEHUPOBOYHBIN KOMIUIEKC OTHEBOW IOJrOTOBKU
Crpeneu-1/AK (maccorabaputasiii Mmaketr AK) unm ero
aHaJor

22 | crena «Oprann3anuoHHas CTpyKTypa BoopykEHHBIX cuit
Poccuiickoit Denepanum»

23 | crena «CpencTBa MHAMBUIYAIBHOM U TPYIIIIOBOM
3aLIUTBD)

24 | creng «CpeacTsa 3alIUThl OPTaHOB JBIXaHUS
(MHIMBHlyaJIbHBIE CPEJICTBA 3aILUTHI)»

25 | crena «YcraBbl. 3aKOH BOCHHOMH cily:k0bl. BoeHHas
pUCATA»

26 | MarHUTHO-MapKepHas J10cka «MakeTbl yOeKHIIl U

MPOCTEUIINX YKPBITHID C KOMIUIEKTOM (hosnii 1
TEMaTH4YECKMX MarHUTOB

JlonoJiIHHTEIbHOE 000py/1I0BaHHe

JononanumenvHo 6 hopmy 3anuceigaromes umeroujeecs 8 Texuuueckue
Haauyuu 06opyoosanue ¢ Opy2umu mexHu4ecKumu Xapaxkmepucmuxu
Xapaxkmepucmuxamu, opyeoe obopyoosanue, 3anoIHAIMCSA
ucnoavsyroweecs 8 0AHHOM KabuHeme CAMOCMOSIMENbHO
o0bpazosamenvHol
opzanuzayue
Il Texnnueckue cpeacTaa
OcHOBHOe 000py/1I0BaHNE
1 | mepcoHaJbHBII KOMIIBIOTED
2 | npuHTEp
3 | mpoekTop
4 | UHTepaKTUBHAs MPUCTaBKa K IOCKE WJIM WHTEPAKTHUBHAS
JI0CKa
JlonoJiHuTeIbHOE 000PY/1I0BaHNE
Jlonoanumenvno 6 popmy 3anucviearomes umerowjuecs 8 Texuuueckue
Hanuuuu komnvromepvi, MDY u op. ¢ opyeumu Xapaxkmepucmuxu
MexXHU4eCKUMU XapaKmepucmukamu, opy2oe 3anoHAmcs
0bopyodosanue, UCNONbL3YIOWUECS 8 OAHHOM KaOuHeme CAMOCMOAMENbHO
00pazosamenvbHoll
opeanuzayuert
11 lemoHcTpanmoHHble y4eOHO-HALJISI/IHbIE TOCOOMS
OcHOBHOE 000py10BaHUE
JlonmosiHuTEIbHOE 000PYI0BAHUE
JlonoanumenvHo 6 popmy 3anucviearomes umeroujuecs 8 Texuuueckue
Hanuuuu komnviomepvi, MY u op. ¢ opyeumu Xapaxkmepucmuxu
MexHU4eCKUMU XapaKmepucmukamu, opy2oe 3anoHAmcs
0bopydosanue, UCNONbL3YIOWUECs 8 OAHHOM Kabuneme CAMOCMOSIMENbHO
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06pazoeamenvHol
opeanuzayuetl

Kabuner «Meroanueckuiny.
No ‘ HanmenoBanune o0opyaoBaHus
| Conenmanu3upoBanHas Medesib H CHCTEMbI XPaHEeHHS
OcHOBHOe 000py/10BaHNE
1 | pabouee MecTO MO0 KOJIMYECTBY METOJIUCTOB
2 | cucTeMbl XpaHEHUs] Y4eOHO-METOANYECKON JOKYMEHTAINH
JonosHuTEIBLHOE 000PYAOBAHME

21 22

‘ Texnnueckoe onmMucaHmue

Jononnumenvno 6 ghopmy 3anucvlearomcs umeroujeecs 8 Texnuueckue
Hanuduu 060pyo008aHue ¢ OpyeUMy MmexHU4eCcKUMu Xapakmepucmuxu
xapakmepucmuxamu, opyeoe 060py0osaHue, 3anOAHAIOMCS
ucnoawb3yroweecs 6 OAHHOM KabuHeme CamMOCmosmenbHO
06pazoeamenvHoll
opeanuzayuert

Il Texuuyeckue cpeacTna
OcHoBHOe 000py/1I0BaHNE

1 | mpunarep/ MDY

2 | ckanep/ MDY

3 | xonupoBasbHblii anmnapat/MPYy
JlonoJiHuTEeIbHOE 000py/I0BaHNe

JononnumenvHo 6 popmy 3anucvl8aromcs umerouuecs 6 Texnuueckue
Haauyuu komnviomepwvl, M@V u op. ¢ opyeumu Xapaxkmepucmuxu
MexXHU4eCKUMU XapaKmepucmukamu, opyoe 3anoHAmcs
0b6opyoosanue, UCNONb3YIOUUECs: 8 0AHHOM KaOuHeme CAMOCMOSIMENLHO
00pazosamenvbHoll
opeanuzayuert

11 lemoHcTpanmoHHbIe y4eOHO-HALJISI/IHbIE TOCOOMS
OcHOBHOe 000py/10BaHHe

JonojHuTEIbHOE 000PY10BAHME

JononnumenvHo 6 hopmy 3anucvl8aromcs umerouuecs 6 Texnuueckue
Hanuuuu komnviomepvi, MDY u op. ¢ opyeumu xapakxmepucmuxu
MEXHUYECKUMU XAPAKMePUCMUKAMU, Opy2oe 3aNOAHAIOMCSA
obopyodosanue, UCNONbL3YIOWUECs 8 OAHHOM KaOuHeme CamMocmosmenbHo
00pazosamenvbHoll
opeanuzayuert

6.1.2.2. OcHameHne NOMeIEeHNH, 3a/IeHCTBOBAHHBIX MPH OPTraHNU3alMi CAMOCTOSATEIbHON
U BOCITUTATEIBHOM paboThI.
Kabuner «bubnmnoreka, untaabHbIN 3aJ1 C BBIXOJOM B HHTEPHET»

2l Cmucox 00OpyHOBaHMS JOMONHSETCS OOpa30BAaTENbHOH OpraHu3amyell npu (OPMHUPOBAHHMM OCHOBHOI
npodeccnoHaTsHOM 00pa30BaTENBHON POTPAMMBI.
22 TexHUYeCKOE OIHCAHHE JaeTcsl 00pa3oBaTeNbHON OpraHu3alueil CaMOCTOATENBHO IPH (GOPMHUPOBAHUM OCHOBHOM
npogeCCUOHANBHOM 00pa30BaTEILHON POTrPAMMEBL.
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Ne ‘ HaumenoBanue 060py10BaHHA>

Texauueckoe onucanne??

| OcHoBHOE 000py10BaHUE

1 | pabouee mecTo OUOIMOTEKAPS

2 | cremiaxu OMOIMOTEUHBIE ISl XPaHCHHS

3 | cTeiaxu OMOJINOTEYHBIE JEMOHCTPAIIMOHHBIE

4 | pabo4ue CTOJIBI M CTYJIbs JUIsI O0YYArOIIUXCS

Il Texuuueckue cpeacTBa (npu HeobXoouMocmi)

OcHOBHOE 000pYI0BaAHHUE

1 | mepconanbHbBIM KOMIIBIOTEDP (pabouee MecTo
onbmoTeKaps)

TMCPCOHAJIbHBIC KOMIILIOTCPLI JJIA 06yqa}om1/1xcs1

npuHTep/MOY

ckanep/ MDY

KOMUPOBaJIbHBIH anmapat/MPVY

MIPOEKTOP

~N OO W(N

WHTEpPaKTUBHAs IPUCTABKA K JIOCKE WJIM UHTEPAKTUBHAS
ockKa

8 | mocTym K 3JIEKTPOHHBIM OHMOJIMOTEYHBIM CHCTEMAaM

JonosHuTEILHOE 000PY/A0BaHNE

JononnumenvHo 6 popmy 3anucvl8aromcs umerouuecs 6 Texuuueckue
Haauyuu komnviomepwvl, M@V u op. ¢ opyeumu Xapaxkmepucmuxu
MeXHU4eCKUMU XapaKmepucmukamu, opy2oe 3anoHAmcs
0b6opyoosanue, UCNONb3YIOUUEcs: 8 0AHHOM KaOuHeme CAMOCMOSMENLHO
00pazosamenvHoll
opeanusayuerl
11 JononnuTe/ibHOE 000PY10BaAHHE
OcHOBHOE 000pyI0BaHHE
JonojHuTebHOE 000pPy10BAHHE
JononnumenvHo 6 gpopmy 3anucul8aromcs umerouuecs 6 Texnuueckue
Hanuyuu komnviomepwvi, MY u op. ¢ opyaumu Xapaxmepucmuxu
MexXHU4eCKUMU XapaKmepucmukamu, opy2oe 3anoaHAmcs
000py0dosanue, UCNObL3YIOWUEC 8 OAHHOM KabuHeme CamMoCmosimenbHoO
06pazoeamenvHol
opzanuzayue

6.1.2.3. OcHamenue 1abopatopuit
JlabopaTtopus «KoMmbroTepHO 00pabOTKH JOKYMEHTOBY.

23

npodeccnoHaTsHOM 00pa30BaTENBHON POTPAMMBI.

Cricox  000OpyIOBaHMs JOTOJHSACTCS O0pa30BaTelNbHOW OpraHu3anuedl npu  (HOpPMHPOBAHUK OCHOBHOM

24 TexHHYECKOE OMKCaHUE JacTCA 06pa30BaTeJ’[LHOI7[ 0pFaHPI3aIlH€I7[ CaMOCTOATCIILHO IIPU (bOpMI/IPOBaHI/II/I OCHOBHOU

npodeccronanbHOI 00pa30BaTENbLHOI IPOrpaMMBL.
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Ne ‘ HanmenoBanue 060py10BaHHA>

‘ Texuuyeckoe onucanue’

| CneunanusupoBanHasi MedeJib M CHCTEMbI XPaHEHUsl (1pu He0OX0OUMOCMUL)

OcHOBHOE 000pYy10BaHHUE

1 | paboumne CTOJ U CTYJI IO KOJIMYECTBY OOYUaAIOIIMXCS

2 | paboyee MECTO MPEMOAABATEIIS

3 | MapkepHas 10CKa

JonosHuTEIBLHOE 000PYAOBAHME

JlonoanumenvHo 6 hopmy 3anuceiearomes umeroujeecs 8 Texnuueckue
Hanuduu 060py008aHue ¢ OpyeUMy MmexHu4ecKUMu Xapaxkmepucmuxu
Xapaxkmepucmuxamu, opy2oe obopyoosanue, 3anoHAmMC
ucnonv3yroweecs 8 0aHHOM Kabureme CAMOCMOSIMENbHO
0bpazosamenvHol
opeanuzayuert
Il Texuuueckue cpeacTBa (npu HeobXooumocmit)
OcHoBHOe 000py/1I0BaHHE
1 | nepcoHaJIbHBII KOMIIBIOTEP
2 | npuaTep/ MDY
3 | ckanep/MOY
4 | xonupoBasbHbI anmapar/MOY
5 | mpoekTop
6 | MHTepaKkTHBHAs MPUCTaBKa K JOCKE WU HHTEPAKTUBHAS
J0CKa
7 | yHHYTOXUTENb OyMaru
JlonoJiHuTeIbHOE 000PY/I0BaHNE
Jlonoanumenvrno 6 popmy 3anucviearomces umerowjuecs 8 Texuuueckue
Haauyuu komnviomepwvl, M@V u op. ¢ opyeumu Xapaxkmepucmuxu
MexXHU4eCKUMU XapaKmepucmukamu, opy2oe 3anoaHAmcs
0b6opyoosanue, UCNONb3YIOUUECcs: 8 0AHHOM KaOuHeme CAMOCMOSIMENLHO
00pazosamenvbHoll
opeanuzayuerl
11 CnennanmzupoBanHoe 00opy1oBaHue, Mebesib M CHCTEMbl XPaHEeHHS
OcHoBHOE 000py10BaHHE
JlonoJiHuTeIbHOE 000PY/1I0BaHNe
Jlononnumenvno 6 ¢popmy 3anucviearomes umerowjuecs 8 Texuuueckue
Hanuyuu komnvrlomepvi, MDY u op. ¢ opyeumu Xapaxkmepucmuxu
MexHU4eCKUMU XapaKmepucmukamu, opy2oe 3anoHAmcs
obopyodosanue, UCNONbL3YIOWUECS 8 OAHHOM KaOuHeme CAMOCMOAMENbHO
0bpazosamenvbHoll
opeanuzayuert

25

npodeccnoHaTsHOM 00pa3oBaTEIbHON POTPAMMBI.

Cricox  000OpyIOBaHMs JOTOJHSACTCS O0pa30BaTelNbHOW OpraHu3anuedl npu  (HOpPMHPOBAHUK OCHOBHOM

% TexHHYECKOE OMKCaHUE JacTCA 06pa30BaTeJ’[LHOI7[ OpFaHH?,aIlHeﬁ CaMOCTOATCIILHO IIPU q)OpMI/IPOBaHI/II/I OCHOBHOU

npodeccronanbHOI 00pa30BaTENbLHOI IPOrpaMMBL.
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IV leMoOHCTpaliMOHHbIE Y4eOHO-HATJISITHbIE MOCOOHSI

OcHoBHOe 000py10BaHHNE

JonmosiHuTEIbHOE 000PYI0BAHUE

JononnumenvHo 6 popmy 3anucvl8aromcs umerouuecs 6 Texnuueckue
Haauyuu komnviomepwvl, M@V u op. ¢ opyeumu Xapaxkmepucmuxu
MexXHU4eCKUMU XapaKmepucmukamu, opy2oe 3anoHAImcs
0bopyoosanue, UChONb3YIOUUEcs 8 0AHHOM KaOuHeme CAMOCMOSIMENLHO
00pazosamenvbHoll
opeanuzayuell

Jlaboparopus «HGOPMAITMOHHBIX 1 KOMMYHHUKAIIMOHHBIX TEXHOJIOTHI.

NQ‘

HanmenoBanue 060py10BaHHs>

| Texumueckoe onucanne’

8

| Cnenmanu3upoBanHas Medesib H CUCTEMbI XPaHEHHUs (npu HeoOX00UMOoCcmu)

OcHoBHOe 000py/1OBaHHE

1 | paboune CTON U CTYJI IO KOJIMYECTBY O0yUAIOIIUXCSI
OCHAIllEHHbIE KOMITBIOTEPHBIMU CTOJIAMH U MO/IbEMHO-
IIOBOPOTHBIMHU KpeCIaMu

2 | pabouee MecTO penoaaBaTes

JonosHuTEIBHOE 000PYAOBAHME

Jlonoanumenvno 6 popmy 3anucviearomes umeioujeecs 8 Texuuueckue
Haauyuu 060pyoosanue ¢ Opyeumuy mexHuuecKuMu Xapaxkmepucmuxu
Xapaxkmepucmukamu, opy2oe 0b6opyoosanue, 3anoaHAmcs
ucnonv3yroweecs: 8 0AHHOM KabuHeme CAMOCMOSMENLHO
00pazosamenvHoll
opeanuzayuerl

Il Texuuueckue cpeacTBa (npu HeobXoouMocmu,)

OcHoBHOE 000py10BaHHe

1

MepPCOHANBHBIN KOMITBIOTEP Ha KaXk/10e pabodyee MecTo:

C YCTaHOBJIEHHBIM MPOTPAMMHBIM 00€CTI€UeHUEM:
olepaloHHasl CUCTEMa, aHTUBUPYCHAs porpamma,
TEKCTOBBIH, Tabauunblil pegakrop, CYB/I, nporpamma ams
co3JaHus npe3eHTanni, [lepconanbHbIN
MH(OPMAIMOHHBIN MeHeKep ¢ QYHKIUAMH TOYTOBOTO
kinueHTa u Groupware, apXuBaTOPbI, IPOrPaMMBI
CKaHMPOBAHUsI, KOHBEPTUPOBAHUS (PaiiyIoB,

C JIOCTYIIOM B IVI00JIbHYIO CETh UHTEPHET, B JIOKAJIBHYIO
ceTh yueOHOTro 3aBeJICHHsI, B CIIPaBOYHO-TIPAaBOBYIO
CUCTEMY M JIEKTPOHHO-OMOIMOTEUHYIO CHCTEMY

27

npodeccnoHaTsHOM 00pa30BaTEBHON POTPAMMBI.
28 TexHU4eckoe ONUCAHKE NAaeTcsl 00pPa30BaTENbHON OpraHu3alueil CaMOCTOATENLHO IpU (JOPMUPOBAHHU OCHOBHOI
npogeCCUOHANBHOM 00pa30BaTEILHON POTrPAMMEBL.

Cricox  000OpyIOBaHMs JOTOJHSACTCS O0pa30BaTelNbHOW OpraHu3anuedl npu  (HOpPMHPOBAHUK OCHOBHOM
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2 | npuntep/ MDY
3 | ckanep/ MDY
4 | xonupoBanpHbIi anmapat/MOY
5 | mpoekTop
6 | MHTepaKTHBHAs MPUCTABKA K JOCKE MU HHTEPAKTUBHAS
J0CKa
JlonoJiHuTEeIbHOE 000PY/I0BaHNe
HononnumenvHo 6 gpopmy 3anucvl8aromcs umerouuecs 6 Texnuueckue
Hanuuuy komnvromepwvl, MDY u op. ¢ opyeumu Xapaxkmepucmuku
MexXHU4ecCKUMU XapaKmepucmukamu, opy2oe 3anoHAmcs
0bopyoosanue, UChONb3YIOUuUecs 8 0AHHOM KaOuHeme CAMOCMOSIMENLHO
00pazosamenvbHoll
opeanuzayuetl
11 CnennamzupoBanHoe 000py1oBanue, Mebeslb M CHCTEMbl XPaHeHH
OcHoBHOe 000py/i0BaHHE
JonosHUTEILHOE 000PYA0BaAHME
Jlonoanumenvno 6 popmy 3anucviearomces umerowjuecs 8 Texuuueckue
Haauyuu komnviomepwvl, M@V u op. ¢ opyeumu Xapaxkmepucmuxu
MexXHU4eCKUMU XapaKmepucmukamu, opy2oe 3anoaHAmcs
0b6opyoosanue, UCNONb3YIOUUEcs: 8 0AHHOM KaOuHeme CAMOCMOSIMENLHO
00pazosamenvbHoll
opeanuzayuerl
IV JlemoHcTpaunoHHble y4eOHO-HAIVIsIHbIE MIOCOOMS
OcHoBHOE 000pya0OBaHHE
JonojHuTebHOE 000PYy10BAHME
JononnumenvHo 6 gpopmy 3anucvl8aromcs umerouuecs 6 Texnuueckue
Hanuyuu komnviomepwvl, MDY u op. ¢ opyeumu Xapaxkmepucmuxu
MEeXHUYECKUMU XAPAKMePUCMUKAMU, Opy2oe 3anoaHAmcs
o0bopyoosanue, UCNONb3YIOUWUEcs: 8 0AHHOM KabuHeme CAMOCMOSIMENbHO
06pazoeamenvHol
opzanuzayue

JIaGoparopust «APpXUBHOTO JEJIay.
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Ne ‘ HaunmeHnoBanue 000py10BaHuUs

29

‘ TexHUYECKOE OMUCcaHuE™"

| CneunanusupoBanHasi MedeJib M CHCTEMbI XPaHEHUsl (1pu He0OX0OUMOCMUL)

OcHOBHOE 000pYy10BaHHUE

pabodne CTOJ U CTYJI IO KOJIMUYECTBY O0YUAIOLIUXCS

paboyee MEeCTO MPernoiaBaTest

apXuBHbIE MIKa(bI

o(UICHBIE CTEIUTAKHU

MAapKEpHas JOCKa

YHUYTOXKUTEb JOKYMEHTOB (IIpenep),

~N OO~ WIN|EF

MHCTPYMEHTBI M MaTepuallbl /Ui NPOIIMBKU JOKYMEHTOB
(MeXaHUYECKHE U PYUYHbIE):

(e}

MIPOLIMBHOE YCTPOICTBO

©

ABIPOKOJIBI HAa JIBa M YCTBIPEC ITPOKOJIa

10 | mmIo Mo KOJIMYECTBY O0YJAIOIIUXCS

11 | uria mo KOJUYECTBY O0yYarOIIMXCS

12 | xapTon «apxuBHbIN cTangapT» 230x320 MM ¢ OUTOBKOI

(o muHUYM cruba) 1Mo KOJIMYECTBY 00yYarOUXCs

13 | HUTH AJI MOJUIMBKH TOKYMCHTOB JIABCAHO-IITAIICJIbHBIC

JIII-210 mo KoJIM4eCTBY 00YYArOITUXCSI

14 | mevaTh ¥ HITAMIIBI AJId 3aBCPCHUS apXHWBHBIX CITPABOK,

KOITMI U BBIMTUCOK (OTMETKA O 3aBEPECHUH KOITHH
JOKyMEHTOB, mmtami «Komus»);

JonojHuTEIBbHOE 000pPY10BAHME

JlononnumenvHo 6 hopmy 3anuceiearomes umeroujeecs 8 Texuuueckue
Haauyuu 060opyoosanue ¢ Opyumu mexHu4ecKuMuy Xapaxkmepucmuxu
Xapaxkmepucmuxamu, opyeoe 0b6opyoosaniue, 3aNnOIHAMCSA
ucnonv3yroweecs 8 0AHHOM KabuHeme CAMOCMOSIMENbHO
o0bpazosamenvHol
opzanuzayue

Il Texuuueckue cpeacTsa (npu neobxooumocmu)

OcHoBHOe 000py/1I0BaHHe

1 | mepcoHasbHBINA KOMIIBIOTEP HA KaXJ10€ paboyee MeCTo C

YCTaHOBJIEHHBIM ITPOIPaMMHBIM 00€CTIEYeHUEM:
OIepallMOHHAs CHUCTEMa, aHTUBHPYCHAs MporpaMma,
TEKCTOBBIH, CUCTEMA 3JIEKTPOHHOTO TOKyMEHTO000pOoTa,
MPOrPaMMHBIN IPOAYKT, peaTu3yromuil pyHKIIUN apXuBa
OpraHu3aluy,

C IOCTYTIOM B INI0O0ABbHYIO CETh MHTEPHET, B JIOKAJIHHYIO
CeTh y4eOHOTr0 3aBEICHMS], B CIIPAaBOYHO-IIPABOBYIO
CHCTEMY U 3JIEKTPOHHO-OMOJINOTEUHYIO CUCTEMY

npuarep/MOY

ckanep/ MY

KonupoBasibHbIN anmapat/MOVY

gl winN

IIPOEKTOP

29

Cricox 00OpyIOBaHMs JOTOJHSAETCS O0pa30BaTelNbHOW OpraHu3anueld npu  (GOpMUPOBAHWH OCHOBHOU
npodeccnoHaTsHOM 00pa30BaTENBHON POTPAMMBI.
30 Texnudeckoe ONUCaHKUE HaeTcs 00Pa30BaTENbHON OpraHU3aueil CaMOCTOATENLHO IPpU (JOPMUPOBAHHU OCHOBHOI
npogeCCUOHANBHOM 00pa30BaTEILHON POTrPAMMEBL.
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6

WHTEPAaKTHBHAS MPUCTaBKa K JJOCKE WU HHTEPAKTUBHAS
ocKa

JlonoJiHUTEIbHOE 000py/1I0BaHHe

JononnumenvHo 6 hopmy 3anucvl8aromcs umerouuecs 6 Texnuueckue
Hanuuuu komnvrlomepvi, MDY u op. ¢ opyeumu Xapakmepucmuxu
MEXHUYECKUMU XAPAKMePUCMUKAMU, Opy2oe 3aNOAHAIOMCS
0bopydosanue, UCNONbL3YIOWUEC 8 OAHHOM KaOuHeme CamMocmosamenbHo
0bpazosamenvbHoll
opeanuzayuert

11 Cneunasm3upoBanHoe 060py1oBaHune, Medeslb U CHCTEMbI XpPaHEeHHS

OcHoBHOe 000py/10BaHHE

JlonoJiIHHTEIbHOE 000pYy/1I0BaHHe

JlononanumenvHo 6 hopmy 3anucviearomes umeroujuecs 8 Texuuueckue
Haauyuu komnviomepwvl, MDY u op. ¢ opyaumu Xapaxkmepucmuxu
MexHU4eCKUMU XapaKmepucmukamu, opy2oe 3anoIHAMCS
0bopydosanue, UCNONbL3YIOWUEC 8 OAHHOM KaOuHeme CAMOCMOSIMENbHO
o0bpazosamenvHol
opzanuzayue
IV JleMoHCcTpanMOHHBIE YUeOHO-HATJIsIAHbIE MIOCOOUSI
OcHoOBHOe 000py/I0BaHNE
JlonoJiHuTeIbHOE 000PY/1I0BaHNe
Jlononnumenvno 6 ¢popmy 3anucviearomes umerowjuecs 8 Texuuueckue
Hanuuuu komnvromepvi, MDY u op. ¢ opyeumu Xapaxkmepucmuxu
MexXHU4eCKUMU XapaKmepucmukamu, opy2oe 3anoHAmMcs
obopyodosanue, UCNONbL3YIOWUECS 8 OAHHOM KabuHeme CAMOCMOAMENbHO
00pazosamenvbHoll
opeanuzayuert

Jla6oparopus «Oprauu3aniy paboThl ¢ JOKYMEHTaMU» -

Ng‘

HaumeHnoBanue 060py0BaHus

\ TexHru4ecKoe onucaHue

32

| Cnenmanu3upoBanHas Medesib H CHCTEMbI XPaHEHHU (npu HeoOX00uMocmu)

OcHoBHOE 000pyI0BaHHE

1

\ paboure MecTa 00yJarouuxcst

81 Mepeuucnsiemces ons kasxcooii uz 1a60pamopul.
32 TexHu4eckoe ONHCAHKUE HAaeTcs 00pPa30BaTENbHON OpraHU3alueil CaMOCTOATENLHO IpU (JOPMUPOBAHHU OCHOBHOI
npogeCCUOHANBHOM 00pa30BaTEILHON POTrPAMMEBL.
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N

pabouee MeCTO IpenogaBaTess

3 | opuCHBIE CTEIIAXH

4 | MOABEMHO-TIOBOPOTHOE KPECIIO TI0 KOJTHYECTBY
o0y4Jaronmxcs

5 | OyMaroyHUYTOXKUTEIb

6 | OymaropesareibHOE YCTPOHCTBO

7/ | namuHaTOp

8 | Opomroparop

9 | KOHBEPTOBCKPHIBATEIb

10 | xaHuensipckue neyat (OTTUCK MEYaTH) M ITaMIIBI JJIs
00pabOTKH JOKYMEHTOB (OTMETKA O TOCTYILJICHUH,
OTMETKAa O KOHTPOJIE)

11 | manas kaHUENSPHs 10 KOJIUYECTBY 00YyHAIOIIUXCS B

COOTBETCTBHH C HHPPACTPYKTYPHBIM JIHCTOM

JonosHUTEILHOE 000PY/A0BaHNE

ﬂOnOﬂHumeﬂbHO 6 d)OpMy 3AnuUcvleaArOncsi umerueecs 6

Haauyuu 060pyoosanue ¢ Opyumu mexHudecKumu

Xapakmepucmuxkamu, opyeoe obopyooeaHue,

ucnoassyrouieecs 6 OanHoM Kabuneme

Texnuueckue
Xapaxkmepucmuxu
3anoHAmcs
CAMOCMOSIMENLHO
00pazosamenvbHoll
opeanuzayuet

Il Texunueckue cpeacTBa (npu HeodXo0oumMocmi)

OcHoBHOe 000py/10BaHHe

1

MePCOHANBHBIN KOMITBIOTEP Ha KaXJ10€ pabodyee MecTo:
C JIOCTYTIOM K JIOKQJIbHOW CETH y4eOHOTO 3aBEe/ICHMUS,
rI100anbHOM CeTH HHTEPHET, CIIPABOYHO-TIPABOBOM
CUCTEME, DJIEKTPOHHBIM OMOIMOTEYHBIM CUCTEMAM;
MpOrpaMMHOE 0OecTiedYeHUE: TeKCTOBBIN, TaOMUYHBIN
penakTop, nmporpamma cosfaanus npezenrammii, CYBb/],
MepPCOHANBHBINA HHPOPMAITMOHHBIN MEHEIKEp C
(GyHKIHUSIME TOUYTOBOTO KiMeHTa u Groupware, cuctrema
ANEKTPOHHOTO JOKYMEHTO000pOTa, apXUBaTOp,
MpOrpaMMBbl CKAHUPOBAHUS U KOHBEPTUPOBAHUS
JIOKYMEHTOB, IPOrPaMMBbI IS IOJTOTOBKH IOKYMEHTOB K
nepeaayde B apxuB.

npuntep/MOY

ckanep/ MDY

KonupoBasibHbIN anmapat/MOVY

Ol wW|IN

MHOro¢yHKIIMOHaJIbHOE ycTpoiicTBo MDY (npunTep,
CKaHep, KOIUP, CPEICTBA CBSI3H)

(op]

IIPOEKTOP

HWHTCpaKTUBHAA MPHUCTAaBKa K JJOCKC UJIM MHTCPAKTUBHAA
JOCKa

JonojHuTebHOE 000PY10BAHME

ﬂOnOﬂHumeﬂbHO 6 qupMy 3aAnucsulearOnicsl umeruwuecs 6

Hanuuuu komnvromepwvl, MDY u op. ¢ opyeumu
MEeXHUYECKUMU XAPAKMePUCMuKamu, opyzoe
000pydosanue, UCNOb3YIOWUEC 8 OAHHOM KabuHeme

Texnuueckue
Xapaxkmepucmuxu
3anoaHAmcs
CAMOCMOSIMENbHO
06pazoeamenvHol
opzanuzayuen
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11 CnennasmmzupoBanHoe 00opy1oBanue, MedesIb M CHCTEMbI XPaHEHHS
OcHOBHOEe 000pYy10BaHUE

JonmosiHuTEIbHOE 000PYI0BAHUE

HononnumenvHo 6 gpopmy 3anucvl8aromcs umerouuecs 6 Texnuueckue
Hanuuuu komnvromepwvl, MDY u op. ¢ opyeumu Xapaxkmepucmuku
MexXHU4eCKUMU XapaKmepucmukamu, opyoe 3anoHAImcs
0bopyoosanue, UChONb3YIOUUEcs 8 0AHHOM KaOuHeme CAMOCMOSIMENLHO
00pazosamenvbHoll
opeanuzayuet

IV JlemoHcTpannoHHble yueOHO-HAIJIs/IHbIE II0COOHS
OcHoBHOe 000py/iI0BaHHE

JonojHuTEIBbHOE 000pPY10BAHME

JlononanumenvHo 6 hopmy 3anuceigaromes umeroujuecs 8 Texnuueckue
Hanuyuu komnviomepwvl, M@Y u op. ¢ opyeumu Xapaxmepucmuxu
MexHU4eCKUMU XapaKmepucmukamu, opy2oe 3ANO0NHAIOMCA
000py0o8anue, UCNObL3YIOWUEC 8 OAHHOM KabuHeme CaAMOCMOSIMENIbHO
o0bpazosamenvHol
opzanuzayue

Jlaboparopus «CucteM 2IeKTPOHHOTO JOKYMEHTO000pOTaY.
No ‘ HanmMeHoBaHHE 060pYI0BAHHS S ‘ TexHu4YeCcKoe ONMMCaHnue
| Cnenmanu3upoBanHas Medesib H CHCTEMbI XPaHEHUs (npu HeoOX00uMocmu)
OcHoBHOe 000py/1I0BaHNE

34

1 | paboune mMecTa 00yJarOmuxcs

2 | pabodee MECTO MPETOAABATEINS

3 | HOIBEMHO-TTIOBOPOTHOE KPECIIO MO KOJTUYECTBY
o0yJaronmxcs

4 | 6yMaroyHUYTOXXUTEIb

5 | bymaropesaTenbHOE YCTPOICTBO

6 | mamuHaTOp

7 | Opormrroparop

8 | KOHBEPTOBCKPHIBATEIb

33 Cmmcox 000pynOBaHMS JOMONHSETCS 00Opa30BAaTENbHOH OpraHusamuell mpu (QOPMHPOBAHMH OCHOBHOI

npodeccnoHaTsHOM 00pa30BaTENBHON POTPAMMBI.
34 Texnudeckoe ONUCAHHUE HAaeTcs 00pPa30BaTENbHON OpraHU3alueil CaMOCTOATENLHO IpU (JOPMUPOBAHHU OCHOBHOI
npogeCCUOHANBHOM 00pa30BaTEILHON POTrPAMMEBL.
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KaHIEJSIPCKUE NeyaT (OTTUCK M€YaTH) U ILITAMIIbI JJIs
00pabOTKH JOKYMEHTOB (OTMETKA O TOCTYILJICHUH,
OTMETKa O KOHTPOJIE)

10

MaJlasi KaHLEJApUs 10 KOJIMYECTBY 0Oy4YarOLIUXCs B
COOTBETCTBHH C HHPPACTPYKTYPHBIM JHCTOM

JlonmosiHuTEIbHOE 000PYI0BAHUE

HononnumenvHo 6 gpopmy 3anucvlearomcs umeroujeecs 8
Haauuuu 060pyoosanue ¢ Opyeumu mexHu4ecKumu
Xapaxmepucmukamu, opyeoe obopyoosaniue,
ucnonv3yroweecs 8 0AHHOM KabuHeme

Texnuueckue
Xapaxkmepucmuxu
3anoHAmcs
CAMOCMOSIMENLHO
0bpazosamenvHoll
opeanuzayuetl

Il Texunuyeckue cpeacTBa (npu HeodXo0oumocmu)

OcHoBHOe 000py/10BaHHE

1

MePCOHANBHBIN KOMITBIOTEP Ha KaXJ10€e pabodyee MecTo:
C JIOCTYIIOM K JIOKaJIbHOU CETH y4eOHOr0 3aBEACHMUSI,
r7100ambHOM CeTH HHTEPHET, CIIPABOYHO-TIPABOBOM
CUCTEME, DJIEKTPOHHBIM OUOIHOTEYHBIM CHCTEMAaM;
MIPOrpaMMHOE 00ECIICYeHUE: TeKCTOBBIHN, TAOIMIHBIN
penakrop, nporpamma co3aanus npezenrauuii, CYb/],
MEPCOHAIBHBIN MH(OPMAITMOHHBIN MEHEIKED C
GyHKIUSAMU OYTOBOTO KiIueHTa u Groupware, cucrema
AIEKTPOHHOIO JOKYMEHTO000pOTa, apXUBaTop,
MPOrpaMMbl CKAHUPOBAHUSI U KOHBEPTUPOBAHUS
JIOKYMEHTOB, TPOTPaMMBI JIJIs1 TOATOTOBKH JIOKYMEHTOB K
repeiaye B ApXuB

npuntep/MOY

ckanep/ MDY

KonupoBayibHbIN anmapat/MOVY

Ol w|N

MHOro¢yHKIIMOHaJIbHOE ycTpoiicTBo MDY (npunTep,
CKaHep, KOIUP, CPEICTBA CBSI3H)

(ep]

IIPOEKTOP

HUHTCPAKTUBHAA MPHUCTABKA K JJOCKC UJIM MHTCPAKTUBHAA
JOCKa

JonosHuTEIBHOE 000PYAOBAHHE

JononnumenvHo 6 gpopmy 3anucvl8aromcs umerouuecs 6
Hanuuuu komnvromepwvl, MDY u op. ¢ opyeumu
MEeXHUYECKUMU XAPAKMePUCMUKamMU, opyzoe
000py0o8anue, UCNObL3YIOWUECs 8 OAHHOM KaOuHeme

Texnuueckue
Xapaxmepucmuxu
3aNONHAIOMCA
CAMOCMOSIMENbHO
0bpazosamenvHoll
opzanuzayuet

11 Cnenmain3upoBanHoe 000py1oBaHue, Mebesib U CHCTEMbI

XpaHeHus

OcHOBHOe 000pyI0BaHUE

JlonmosiHuTEIbHOE 000PYI0BAHUE
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JononnumenvHo 6 gpopmy 3anucvl8aromcs umerouuecs 6 Texnuueckue
Hanuuuu komnvromepwvl, MDY u op. ¢ opyeumu Xapakmepucmuku
MeXHU4eCKUMU XapaKmepucmukamu, opy2oe 3anoHAmcs
000py0osanue, UCNObL3YIOWUECs 8 OAHHOM KabuHeme CamMoOCmosImenbHO
0bpazosamenvHoll
opeanuzayuen
IV leMoHCTpaliMOHHbIE Y4eOHO-HATJISITHbIE MOCOOHSI
OcHoBHOe 000py/10BaHNE
JonosHUTEILHOE 000PYA0BaAHHNE
JononnumenvHo 6 popmy 3anucvl8aromcs umerouuecs 6 Texnuueckue
Haauyuu komnviomepwvl, M@V u op. ¢ opyeumu Xapaxkmepucmuxu
MexXHU4eCKUMU XapaKmepucmukamu, opyoe 3anoHAOmcs
0bopyoosanue, UCNONb3YIOUUEcs 8 0AHHOM KaOuHeme CAMOCMOSIMENLHO
00pazosamenvbHoll
opeanusayuert

JIaGoparopus «YdeOHasi KaHLEISIPHUSI».

Ne ‘ HanmenoBan#e 060pYyI0BAHHS"

\ TexHru4ecKkoe onucaHue

36

| Cnenmanu3upoBanHasi Medesib U CHCTEMbI XPaHEHHUs (npu HeoOX00uMocmu)

OcHoBHOE 000pyaOBaHHE

1 | paGouune MecTa oOyyaronmxcs

2 | pabodee MeCTO MPEnoaaBaTes

3 | MOABbEMHO-TIOBOPOTHOE KPECIIO MO KOJTHYECTBY
o0y4Jaronmxcs

6YMal"OYHI/I‘lTO)KI/ITeJ'IB

OymaropesaTesbHOe YCTPOHCTBO

OpornropaTop

KOHBCPTOBCKPBIBATECIIb

4
5
6 | mamuHaTop
7
8
9

KaHIIETSIPCKUE TMeYaTH (OTTUCK MEeYaTH) U IITAMITBI JIS
00pabOTKH JOKYMEHTOB (OTMETKA O TIOCTYIIJICHUH,
OTMETKA 0 KOHTPOJIE)

10 | manast KaHIENAPHS 110 KOJTHMYECTBY OOYUArOIINXCS B
COOTBETCTBUH C HHPPACTPYKTYPHBIM JHCTOM

JonojHuTebHOE 000PY10BAHME

JononnumenvHo 6 gpopmy 3anucvlearomes umeroujeecs 8
Haauuuy 060pyoosanue ¢ Opyeumu mexHu4ecKumu

Texnuueckue
Xapakxmepucmuxu
3aNOAHAIOMCS

35

Cricox 00OpyIOBaHMs JOTOJNHSACTCS O0pa30BaTeNbHOW OpraHu3anved npu (GOPMUPOBAHWU OCHOBHOH
npodeccnoHaTsHOM 00pa30BaTENBHON POTPAMMBI.
3 TexHudeckoe ONUCAHHE HaeTcs 00pPa30BaTENbHON OpraHU3aueil CaMOCTOATENLHO IPpU (JOPMUPOBAHHU OCHOBHOI
npogeCCUOHANBHOM 00pa30BaTEILHON POTrPAMMEBL.

53



Xapaxmepucmuxamu, opyeoe obopyoosaniue,
ucnoawv3yroweecs 8 0AHHOM Kabuneme

CamocmosmenbHo
0OpazosamenvbHoll
opeanuzayuert

Il Texuuueckue cpeacTBa (npu HeobXoouMocmi)

OcHoBHOe 000py10BaHHNE

1

NIEPCOHAJIbHBIN KOMIIBIOTEP HA KaX10€ pabouee MeCTo:
C IOCTYTIOM K JIOKQJIbHOW CeTH y4eOHOTO 3aBEICHHUS,
r7100aIbHOM CeTH MHTEPHET, CIIPAaBOYHO-TIPABOBOM
CHUCTCMEC, DJICKTPOHHBIM OMOIMOTEYHBIM CHUCTEMAM,
IIpOrpaMMHO€E 0OecrieueHHe: TeKCTOBbIH, TaOIMYHBIN
penaxkrTop, nporpamma cosaanus npezenranuii, CYBb/],
NepCOHAIbHBIN HH(OPMALIMOHHBII MEHEIKED C
(GbyHKIMAMHU TOYTOBOTO KireHTa u Groupware, cuctema
3JIEKTPOHHOTO JOKYMEHTO000pOTa, apXUBaTOpP,
ImporpamMmbl CKAaHUPOBAHUSA U KOHBCPTUPOBAHUA
JOKYMEHTOB, ITPOrpaMMBbl JUIsl TIOATOTOBKH JOKYMEHTOB K
nepeaaye B apxXuB

npuHTep/MOY

ckanep/ MDY

KOIMMPOBaJIbHBIN anmapat/ MDY

gl w|iN

MHOT0oyHKIIMOHATIbHOE ycTpoiicTBo MDY (mpuntep,
CKaHep, KOIIUP, CPEJICTBA CBSI3H)

(aKkCUMHIJIBHBIN anmapar

muan-ATC

HPOEKTOp

O[NNI

HWHTCpPAaKTUBHAA MPHUCTABKAa K JOCKC UJIM MHTCPAKTUBHAA
JOCKa

JonoJHUTEIBbHOE 000pY10BAHME

Lononnumenvno 6 popmy 3anuculearomcs umeouuecs 8
Hanuuuu komnvromepvi, MDY u op. ¢ opyeumu
MeXHUYECKUMU XapaKmepucmukamu, opy2oe
0b6opyoosanue, UCNONb3YIOUUEcs: 8 0AHHOM KaOuHeme

Texnuueckue
Xapaxkmepucmuxu
3anoanAomcs
CAMOCMOSMENLHO
00pazosamenvHoll
opeanuzayuert

111 Cnenuaau3upoBanHoe 000py10BaHue, MedeIb U CHCTEMbI

XpaHeHust

OcHoBHOE 000py10BaHHE

JonosHuTEIbHOE 000PYAOBAHHME

JononnumenvHo 6 hopmy 3anucvl8aromcs umerouuecs 6
Hanuyuu komnvromepwvl, MDY u op. ¢ opyeumu
MEeXHUYECKUMU XAPAKMEePUCMUKAMU, Opyeoe
0bopyodosanue, UCNONb3YIOUUECs 8 0AHHOM KaOuHeme

Texnuueckue
Xapaxkmepucmuxu
3anoHAmcs
CAMOCMOAMENbHO
00pazosamenvbHoll
opeanuzayuert
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IV JlemoHcTpannoHHbIe y4eOHO-HAIJIs/IHbIE II0COOHS
OcHOBHOEe 000pYy10BaHUE

JonosHuTEIBLHOE 000PYAOBAHHME

JononnumenvHo 6 hopmy 3anucvl8aromcs umerouuecs 6 Texnuueckue
Hanuuuu komnvtlomepvi, MDY u op. ¢ opyeumu xapakxmepucmuxu
MEXHUYECKUMU XAPAKMePUCMUKAMU, Opyeoe 3anOAHAIOMCS
0bopydosane, UCNONbL3YIOWUEC 8 OAHHOM KaOuHeme CamMOCmosmenbHO
06pazoeamenvHoll
opeanuzayuert

6.1.2.4. OcHamenue 6a3 IPaKTUK

Peanmzanus o0pa3oBaTeNbHONW MPOTPaMMBI TPEATIONIATaeT 00sM3aTeNbHYI0 YYEOHYI0 WU
IPOU3BOICTBEHHYIO MPAKTHKY.

VY4eOHasi MpakTUKa peaqn3yeTrcs B MAacCTEPCKUX MPOdeCCHOHATBHOW 00pa30BaTeILHOM
opraHmzauuy M TpeOyeT Hamuuusi O0O0OpYAOBaHHWS, MHCTPYMEHTOB, PAacXOJHBIX MaTepHaJOB,
00eCTIeYnBAIOIINX BBIOJHEHHE BCEX BHJOB Pa0OT, OMPEACICHHBIX COJEPKAHHEM IPOrpaMM
npoecCHOHATBHBIX  MOJyJIH, OTBEYaroIlero MOTPeOHOCTSIM OTpaciu U TpeOOBaHUAM
paboTtoaaTenei.

[Ipon3BoacTBEHHAss NpaKTUKa peaJn3yercs B OpraHu3alusax Jioboro mpoduis,
o0ecrieunBalOMUX  JESATENBHOCTh  o0yvaroumxcd B HpodeccuoHanbHOM  o0nactu
a/IMUHUCTPATUBHO-YIIPABICHYECKON 1 O(UCHOMN NeATETbHOCTH.

OOopynoBaHre TPEANPUATHA W TEXHOJOTMYECKOE OCHAIIeHHWe pabodmx MecT
IPOM3BOJICTBEHHON MPaKTHKU JIOJKHO COOTBETCTBOBATH COJEPKAHUIO MPO(decCHOHATBLHON
NEeSITeTPHOCTH M JaTh BO3MOXKHOCTH OOYYalOmEMyCsl OBJIAJETh NPOQPeCcCHOHATHHBIMU
KOMIIETEHIIUSIMA 10 BCEM BHJAM JIEATEIHOCTH, MNPEAyCMOTPEHHBIMU MpPOTpaMMoil, ¢
UCTIOJIb30BaHUEM COBPEMEHHBIX TEXHOJIOTHIA, MAaTEpPHAaIOB U 000PYAOBaHMUS.

6.1.3. Jlomyckaercst 3aMeHa 000pY/JJOBaHUS €r0 BUPTyaJIbHBIMU aHAJIOTaMH.

6.2. TpeboBaHMs K yueOHO-METOINUECKOMY O0ECIIEYeHHIO 00pPa30BaTEIbHOM MPOrpaMMBbl

6.2.1. buOmmoreunbii (GoH 0O0pa3oBaTEIBLHOW  OpraHW3alMd  JIOJDKEH  OBITh
YKOMIUIEKTOBAH TI€UYaTHBIMU W3JAHUSAMU U (WJIU) DJICKTPOHHBIMHU H3AAHUSIMH MO0 KaXKIOU
JUCIUTIIHHE (MOIyITI0) U3 pacyera He MeHee 0,25 sK3eMIuisipa KaXK10T0 U3 U3/IaHNH, YKa3aHHBIX
B paboymx MmporpaMMax JAUCIUIUINH (MOAIYJeil) B Ka4eCTBe OCHOBHOW JTUTEpATYphl, HA OJHOTO
00ydJaromerocsi U3 4ricia JIMI, OJHOBPEMEHHO OCBAWBAIONINX COOTBETCTBYIOIIYIO JAUCIUTUINHY
(MOIyIB).

B ciryuae Hanmmuust 2eKTpoHHON HHPOPMAITMOHHO-00pa30BaTEIbHOM CPEb IOy CKAeTCs
3aMeHa MeyaTHOro OuOIMOTEeYHOTO (DOHAA MPEJOCTAaBICHHEM MPaBa OAHOBPEMEHHOTO IOCTYIIA HE
MeHee 25 MPOIECHTOB 00yYarOIIHUXCs K ITU(POBOM (IIEKTPOHHON) OMOINOTEKE.

OOyuaronmmmcest JODKEH ObITh oOecredeH M0cTyn (yIaleHHBIH JOCTYI), B TOM YHCIE B
clly4yae MPUMEHEHUs 3JIeKTPOHHOr0 00y4eHHs, TUCTAHIIMOHHBIX 00pa30BaTeNIbHBIX TEXHOJIOTHUH,
K COBpPEMEHHBIM MPOPECCHOHAIBHBIM 0a3aM [aHHBIX W HMH(POPMAIMOHHBIM CIPABOYHBIM
CHUCTEMaM, COCTaB KOTOPBIX OMpeeNseTcs B pabouux mporpammax JUCHUIUIMH (MOAynel) u
MOJITIC)KUT OOHOBJICHUIO (TIPU HEOOXOTUMOCTH).
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OO6pazoBaTenpHasi mporpaMma JIOJDKHa — 00ecreunBaThCs
JOKYMEHTAIMEH 1Mo BceM Y4eOHBIM AUCIUIUINHAM (MOIYJIISIM).

6.2.2. OOyuaronyecss UHBAIH/IBI M JIUI]A C OTPAHUYCHHBIMA BO3MOXXHOCTSIMHU 3JI0POBBS
JOJIZKHBI 6BITB O6€CH€‘ICHBI II€YaTHBIMU U (I/IJII/I) SJICKTPOHHBIMHA y‘-I€6HBIMI/I U3gaHusIMU,

y4eOHO-METOUIECKOM

aJ[alITUPOBAHHBIMU IIPpH HCO6XO,I[I/IMOCTI/I JJIA O6yLIeHI/I5I YKa3aHHbIX o6yqa}onmxc;1.

6.2.3.

[lepeyenp  HEOOXOAMMOTO

KOMIIJICKTAa
pacrnpocTpaHsi€eMOro NporpaMMHOIo 06ecnequI/I}1, B TOM YHCJIC OTCYECTBCHHOI'O ITPOMU3BOACTBA.

JIMIICH3MOHHOI'O

U  CBOOOIHO
37

Ne
n/n

HaumeHoBaHuUe JTHIIEH3HOHHOTO

" CBO0OIHO pacnpocTpaHsieMoro
MPOrpaMMHOI0 o0ecrevYeHusl, B TOM YHCJIe
0Te4eCTBEHHOI0 ITPOM3BOJCTBA

Kox 1 HamMeHOBaHHUe
Y4eOHOM T CIUIINHbBI
(MmomxyJin)

KoanuyecTtBo

Moii Oduc Ob6pazoBaHHEe UK €TO aHATOT

IIM.01 Opranuzanus
JIOKYMEHTAIIHOHHOTO
obecrieyeHus ynpaBieHuUs
1 QYHKIIMOHUPOBAHUS
OpraHu3alluy,

OI1.05 NudopmanroHHble
¥ KOMMYHHUKAIIMOHHbIC
TEXHOJIOTHH

Moii Oduc. [Toura nnu ero ananor

IIM.01 Opranuzanus
JIOKYMEHTAIIHOHHOTO
obecrieyeHus ynpaBieHUs
1 QYHKIIMOHUPOBAHUS
OpraHu3aIvH,

OI1.05 NudopmanioHHbIe

1 KOMMYHUKAalTUOHHBIC
TEXHOJIOTHH

Buneopenakrop Movavi nim ero aHanor

IIM.01 Opranuzanus
JIOKYMEHTAIIHOHHOTO
obecrieyeHus! ynpaBiIeHuUs
1 QYHKIIMOHUPOBAHUS
OpraHu3aIvH,

OI1.05 NudopmanrioHHbIe
Y KOMMYHUKAI[IOHHbIE
TEXHOJIOTHH

ABBYY FineReader 14
Business nim ero ananor

IIM.01 Opranunzanus
JIOKyMEHTAI[HOHHOTO
obecrieyeHus yrpaBieHus
1 QYHKIIMOHUPOBAHIIS
OpraHM3aIny,

[IM.02 Opranuzanus
apPXUBHOM U CIIPAaBOYHO-
WHPOPMALTTOHHON
paboThI 10 JOKyMEHTaM
OpraHM3aIlNH,

OI1.07 KommbrotepHas
00paboTKa TOKYMEHTOB,
OI1.05 MudopmannoHHbIe
1 KOMMYHUKaIlMOHHBIE
TEXHOJIOTHH

37 Vka3blBaeTCs NpM HAJIMYUM M HEOOXOJMMOCTH TPUMEHEHMS MPOrPAMMHOIO OOECIEUEHUsS B COOTBETCTBHHU C
kBanugpukanuen Beimyckauka CI10
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1C: Ilpeanpusitue 8.
Kondurypauus
«Jokymentoobopot ITPOD» unu ero ananor

I[IM.01 Opranm3amus
JIOKYMEHTAI[MOHHOTO
obecrieueHus yrpaBIeHUs
1 QYHKIIMOHUPOBAHUS
OpraHu3aIVH,

[IM.02 Opranuzanus
apXUBHOH U CIPaBOYHO-
WHPOPMATMOHHON
paboThI 0 JOKyMEHTaM
OpraHu3alluy,

OI1.05 UuadopmanimoHHbIC

1 KOMMYHHKallTUOHHBIC
TCXHOJIOTNH

Effector saver wiu ero anamor

IIM.01 Opranuzanus
JIOKYMEHTAIIHOHHOTO
obecrieyeHus ynpaBiIeHuUs
1 QYHKIIMOHUPOBAHUS
OpraHu3alyH,

[IM.02 Opranuzanus
ApXHBHOU U CIIPABOYHO-
WH(POPMAITUOHHOM
paboTsI IO

JOKyMEHTaM
OpraHu3alyy,

OI1.07 KomnbroTepHas
00paboTKa IOKyMEHTOB,

OIL.05

NudopmanmoHHsl
€ ¥ KOMMYHHKAIMOHHBIC
TEXHOJIOTHH

Microsoft Office
Professional Plus 2013
NN €ro a”HaJior

IIM.01 Opranuzanus
JIOKYMEHTAIIHOHHOTO
obecrieyeHus! ynpaBiIeHuUs
1 QYHKIIMOHUPOBAHUS
OpraHu3aIvH,

OI1.07 KommnprotepHast
00paboTKa JIOKYMEHTOB,
OI1.05 NudopmanioHHbIe
Y KOMMYHUKAI[IOHHbIE
TEXHOJIOTHH

Microsoft Office Standard 2013 wiu ero anasor

IIM.01 Opranuzanus
JIOKYMEHTAIIHOHHOTO
obecrieyeHus yrpaBieHus
1 QYHKIIMOHUPOBAHUS
OpraHu3aIvH,

OI1.07 KommnbrotepHast
00paboTKa TOKyMEHTOB,
OI1.05 NudopmarroHHble
¥ KOMMYHUKAIIMOHHBIE
TEXHOJIOTUH

Windows 7 Professional,
8 Professional, 8.1,
8.1 Professional, 10 Pro wmm ero anamor

IIM.01 Opranuzanus
JIOKyMEHTAI[HOHHOTO
o0ecrieyeHus ynpaBiIeHUs
1 QYHKIMOHUPOBAHUS
OpraHu3alnuy,
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OI1.07 KommproTepHaas
00paboTKa TOKyMEHTOB,
OI1.05 UuadopmarmoHHbIC
Y KOMMYHUKAI[HOHHEIC
TEXHOIIOTHH

10 | Kaspersky Endpoint IIM.01 Opranuzanus
Security myst 6usHeca PaciupeHHBIH WIH €ro JMOKYMEHTAlHOHHOTO
aHAaJIOT obecrieueHus yrpaBIeHUs
1 QYHKIIOHUPOBAHUS
OpraHM3aINH,

OI1.07 KommproTepHaas
00paboTKa TOKyMEHTOB,
OI1.05 NudopmanroHHsie
1 KOMMYHUKAIHOHHBIC
TEXHOJIOTHH

11 | B50C CB/] Jeno uiu ero aHajaor IIM.01 Opranuzanus
JIOKYMEHTAI[HOHHOTO
obecrieyeHus! ynpaBiIeHUs
1 QYHKIIMOHUPOBAHUS
OpraHM3aIyy,

OI1.05 NudopmanroHHsie
1 KOMMYHHUKAI[HOHHBIE
TEXHOJIOTUH

12 | CIIC Koncynbrant [Litoc unu ee ananor [IM. 01 Opranuszamus
JIOKYMEHTAIIHOHHOTO
obecrieyeHus ynpaBieHuUs
1 QYHKIIMOHUPOBAHUS
OpraHu3aIvH,

IIM.02 Opranunzanus
ApXMBHOMU U CIIPABOYHO-
WHPOPMAITMOHHON
paboThI 10 JOKyMEHTaM
OpraHu3aIvH,

OI1.07 KommnbrotepHast
00paboTKa IOKyMEHTOB,
OI1.04 [IpaBoBBIC OCHOBBI
mpohecCHOHATBHOMN
JIeSITeTTbHOCTH,

OI1.05 NuadopmarronHsie
Y KOMMYHHWKAI[HOHHEIE
TEXHOJIOTHH

6.3. TpeboBaHMsI K MPAKTUYECKON TOJTOTOBKE 00YYarOIUXCs

6.3.1. [IpakTrueckas moAroTOBKa IMPH peann3annuu 00pa3oBaTebHBIX IPOrPaMM CPETHETO
npo¢eCCHOHATBLHOTO 00pa30BaHMs HANpaBiIeHAa Ha COBEPLICHCTBOBAHHE MOJENIN MPAKTHUKO-
OPUEHTHPOBAHHOTO  OOyuYeHMs, yCHJEHHE poju  paboTojarened MpH  MOATOTOBKE
KBAJTM(HUIIMPOBAHHBIX Pa0OYHX, CITY)KAIIUX, CICIUAINCTOB CPEIHETO 3B€HA MYyTEM PACIIHPEHHS
KOMITOHEHTOB (4acTeil) oOpa30oBaTeNbHBIX MPOrPaMM, MPETyCMATPUBAIOIIUX MOICIUPOBAHUE
YCJIOBHi{, HEOCPEACTBEHHO CBSI3aHHBIX C Oy Iymiel mpodecCHOHATBHOM A TEIbHOCTHIO, a TAKKE
o0ecrieueHns yCIIOBHH JUIS TOMyYEeHUS 00yHarONMMHUCS TPAKTHYECKUX HABBIKOB M KOMIIETCHIINH,
COOTBETCTBYIOIINX TpPeOOBAHUSAM, TPEIbSIBISEMbIM paboTomaTedsiMu K KBAIH(HUKAIUAM
CHELHATHNCTOB, PAOOYHX.
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6.3.2. OOpa3oBaTenbHas OpraHU3aIUs CAMOCTOSTEIHHO TPOCKTHPYET pPeaTH3aIlnio
00pa3oBaTeNbHONW MPOrpaMMbl M €€ OTACIbHBIX YacTell (IMCIMILIMHBI, MEXIUCIUILUIMHAPHBIC
KypCBI, Tpo(heCCHOHATIbHBIE MOTYJIH, MIPAKTHKA U JPyTrue KOMIIOHEHTHI) B (JOpME MPAKTHUECKON
noarotoBku ¢ yuerom tpedosanuiit ®I'OC CIIO u ciennpuky moxy4aeMoil CenuaibHOCTH.

6.3.3. OOpa3oBarenbHas ACITEIBHOCTD B (hOpPME MPAKTHYECKON OATOTOBKU:

— peanu3yercs IpU NPOBEIEHUH MPAKTUYECKUX U JJaOOPAaTOPHBIX 3aHATHUI, BBIIIOJHEHUN
KypCOBOT'O IPOEKTUPOBAHUS, BCEX BUOB MTPAKTUKH U MHBIX BUAOB Y4eOHOM AEATEIBHOCTH;

— IpeIyCMaTpUBAeT  JEMOHCTpPAIMIO  TNPAKTHUYECKUX  HABBIKOB,  BBINOJHEHHE,
MOJICIIMPOBAHNE OOYYAIOUIMMHCS ONPEACICHHBIX BUAOB PA0OT Il PELICHHUS MPaKTHYECKUX
3a/1a4, CBS3aHHBIX ¢ Oymyiiel mpodeccrnoHaIbHOM AeITeTbHOCTRIO B YCIOBHSX, MPUOIMKEHHBIX
K peaJbHBIM ITPOU3BO/ICTBEHHBIM;

— MOJKET BKJIIOYATh B CEOSl OTIENbHBIC JICKIIUH, CEMUHApPbI, MacTep-KIacChl, KOTOpPHIC
peIyCMAaTPUBAIOT Tiepefady oOydJarommMces ydeOHOW WH(pOpManuu, HEOOXOTUMOW st
MOCJIETYOIIETO BBIMTOIHEHUS paboT, CBA3aHHBIX ¢ OyayIei npodeccnoHaIbHOM AeSITeTbHOCTHIO.

6.3.4. OOpa3oBarenbHast ACATEIBHOCTh B (hOpME MPAKTHUECKOW MOJITOTOBKH MOMKET
ObITH OpraHM30BaHa Ha JOOOM Kypce 00ydeHHUs, 0XBAThIBas AUCLUUILUINHBI, TPO(ECCHOHAIbHbIE
MOJYJHM, BC€ BHUJBl MPAKTUKH, NPEAYCMOTPEHHbIE YYE€OHBIM IIJJAHOM 0Opa30BaTEIbHON
POTrPaMMBlI.

6.3.5. Ilpaktuueckas TOATrOTOBKa  OpraHu3zyercss B  y4eOHBIX, y4eOHO-
IPOM3BOJICTBEHHBIX JIA0OPATOPUAX, MACTEPCKHX, YYEOHO-OINBITHBIX XO3SHCTBAX, Y4EOHBIX
MOJIUTOHAX, YUYeOHBIX 0a3aX MPAaKTUKU U HHBIX CTPYKTYPHBIX MOIpa3IeIeHUsIX 00pa30BaTeIbHON
OpraHM3ali, a TakXke B CIEHUAIbHO OOOPYJOBAHHBIX IOMEIICHUSX (pabouux MecTax)
PO IIEHBIX OPTaHU3AIMI Ha OCHOBAHUH JIOTOBOPA O MPAKTHYECKON MOATOTOBKE 00yUYarOIINXCS,
3aKJII0YaeMOro MeXJy o0pa3oBaTelbHOM opraHuzanuved M NpoduiIbHON opraHu3anuei,
OCYILECTBIIIOLIEH  JIEATENbHOCTh 1O  MpOQWII0  COOTBETCTBYIOLIEH  0Opa3oBaTenbHOU
pOTPaMMBI.

6.3.6. Pe3ynbpTaThl OCBOEHHs 00pa30BaTeNbHOM MporpamMMbl (€€ OTIAENBbHBIX 4yacTeid)
MOTYT OBITh OLIEHEHBI B paMKaxX HMPOMEXYTOUHOM M TOCyAapCTBEHHOW HTOrOBOM aTTecTalluH,
OpraHM30BaHHBIX B ()OpME JEMOHCTPAIIMOHHOTO SK3aMEHa.

6.4. TpeOoBaHMsI K OpraHU3AINN BOCITUTAHUS 00YJIarOIIIUXCS

6.4.1. Bocniutanue oOydYaronIuxcsi MpH OCBOCHUM HWMH OCHOBHOW 00pa30BaTEeIbHOU
IPOTPaMMBI  OCYIIECTBIIIETCSI HAa OCHOBE BKIIIOYAEMBIX B HACTOSIIYIO 00pa3oBaTEIbHYIO
nporpaMMmy MpUMEpHOI paboueil mporpaMMbl BOCIIUTAHUS U MPUMEPHOT0 KaJICHIAPHOTO IUIaHa
BOCIIUTATENIHLHON pabOTHI (IpHIIoKeHHE 3).

6.4.2. Pabouyto mporpaMMmy BOCIMTAHUS W KaJICHJIAPHBIN IJIaH BOCIUTATEILHON pabOThI
oOpa3oBaTeNbHasi OpraHu3anus pa3pabaThiBaeT M YTBEPKIAET CAMOCTOSATEIBHO C YYETOM
PUMEPHBIX pabovell IporpaMMBbl BOCTIUTAHHSI M KAJIEHAAPHOTO TJIaHA BOCTIMTATEIEHOU PaOOTHI.

6.4.3. B paspaborke paboueii mporpaMMbl BOCIUTAHHUS ¥ KaJCHIAPHOTO TUTaHA
BOCIIUTATEILHONH PabOThl MMEIOT MPaBO NMPUHUMATh YYaCTHE COBETHI OOYYAIOMIMXCS, COBETHI
poauTenei, mpeacTaBuTeNu padboroaarenei u (Win) ux o0beuHEHUH (TIPU UX HATHYHHN).

6.5. TpeboBaHMs K KaJIpOBBIM YCIOBUSM pealn3aluu 00pa3oBaTeIbHON MPOrpaMMbl

6.5.1. Peanuzamus 0oOpa3oBaTeNbHOW MPOTrpaMMBbl 00ECIIEUMBAETCS TMEAArOrMYECKUMHU
paboTHHKaMu 00pa3oBaTEIbLHON OpPraHU3alMY, a TAKXKe JTUIAMHU, TIPUBJICKAEMBIMU K peaIn3aliu
00pa3oBaTeNbHON MPOTrPaMMBbl Ha YCIOBHSX IPaXKAaHCKO-TIPABOBOTO JOTOBOPA, B TOM YHCIE U3

59



yyciaa PYKOBOAWUTENEH M paOOTHUKOB OpraHM3allUM, HAIMPaBICHHE JESITEIbHOCTH KOTOPBIX
COOTBETCTBYeT obmactu  mpodeccuoHanpHOW  nmesrenbHOcTH 07  AIMUHUCTPATUBHO-
yhnpaBieH4Yeckass W OQHUCHAA JESITeIbHOCTh, M MMEIONIMMU CTaX paboThl B JaHHOU
npodeccuoHaIbHON 00J1acT HE MEHEe TPEX JIET.

Kpanudukanms nenarorndeckux pabOTHUKOB 00pa30BaTEeNbHOW OpraHM3aluu JOJDKHA
0TBEYaTh KBAJIU(UKAMOHHBIM TPEOOBAaHUAM, YKa3aHHBIM B KBAJIM()UKALIMOHHBIX CIIPaBOYHHMKAX
1 (Win) mpodeCCHOHANIBHBIX CTaHAapTaX (MIPU HATHYNH).

Ilenarornueckue paOOTHUKM, TPUBIEKAEMBIE K pealu3aluud  00pa3oBaTeIbHON
IpOrpaMMbl, JOJDKHBI IOJy4yaTh JOIOJHHUTEIbHOE HpodeccHoHanbHOe 00pa3oBaHuE 110
porpaMMaM TMOBBIIICHUS KBaTH(UKaLKMU, B TOM Yucie B (OpMe CTAKUPOBKU B OPraHU3ALUSAX,
HaIpaBJICHUE ACATEIBHOCTH KOTOPBIX COOTBETCTBYET 001aCTH IPOPECCHOHATBHOM AEITEIBHOCTH
07 AnMuHHCTpaTHBHO-yIpaBIeHYECKas U O(UCHAS NEATETBLHOCTh, HE PEXKE OJHOTO pa3a B TPH
rojia ¢ y4eTOM pacIIupeHusi CIeKTpa MpopheCCHOHATBHBIX KOMIETECHITUH.

Jlons nenarorudyeckux pabOTHUKOB (B IMPHUBEICHHBIX K IIEJIOYMCIECHHBIM 3HAUYEHUSIM
CTaBOK), 00€CIEUNBAIOLINX OCBOCHHE 00YUarOIUMUCS NPO(HEeCCHOHAIBHBIX MOAYJIEH, MMEIOLINX
OTIBIT JAEATENBHOCTU HE MEHEE TPEeX JIET B OpraHu3alMsix, HalpaBIeHUue NesITeIbHOCTH KOTOPBIX
COOTBETCTBYeT obsacth  npodeccuoHanbHOM  gesrenbHocTh 07  AJAMUHUCTpPaTHBHO-
yhpaBieH4Yeckass u o(ucHas IesITeIbHOCTh, B OOLIEM YHWCIE IEJaroru4ecKux pPaOOTHUKOB,
peaTu3yomuX MPOrpaMMbl  MPO(ECCHOHANIBHBIX MOJIYyJICH 00pa30BaTeNbHON IPOrPAMMBI,
JOJKHA OBITHh HE MEHee 25 TPOIIEHTOB.

6.6. TpeboBanust K (UHAHCOBBIM yCIIOBHSM peaH3aluy 00pa30BaTeIbHON MPOTPAMMBI

6.6.1. IlpumepHbIe pacueTbl HOPMATHUBHBIX 3aTPaT OKA3aHUS FOCYJAPCTBEHHBIX YCIYT IO
peanu3anuu o6pa3oBaTeNbHOM TPOrpaMMBIS

PacueTsl HOpPMAaTHBHBIX 3aTpaT OKa3aHHs TOCYIAPCTBEHHBIX YCIyr MO pealu3aluu
00pa3oBaTeNbHONW MPOrpaMMbl OCYLIECTBIISIIOTCSI B COOTBETCTBUU C MeTOIUKON ompeaeneHus
HOPMATHBHBIX 3aTpaT Ha OKa3aHHE roCyJapCTBEHHBIX YCIYT MO peaau3aliu oO0pa3oBaTelbHbIX
MporpamMM CpeIHero MpodeccCuoHaTLHOTO 00pa3oBaHus MO mpodeccusM (CIEeNHaTbHOCTAM) U
YKPYIHEHHBIM Tpymmnam mpodeccuid (CrnenuanbHOCTeH), yTBepknaeMble MUHIPOCBEIICHHS
Poccunn exeronHo.

duHaHCOBOE OOeCTeYeHHe peann3anui 00pa30BaTeNbHONW MPOTPAMMBI, OTpEACICHHOE
B COOTBETCTBUU C OIO/KETHBIM 3aKOHOJaTenbcTBOM Poccuiickoit @eneparun u depepaabHbIM
3akoHOM OT 29 nekabps 2012 Ne 273-®3 «O6 obpazoBanuu B Poccuiickoit denepanun»,
BKJIIOYAeT B ce0s 3aTpaThl Ha OIJIaTy TpyJa IpenojaBareieidl U MacTepoB MPOU3BOICTBEHHOTO
o0y4eHus
C ydeToM o0ecrie4eHUs1 YpOBHSI cpenHeil 3apabOTHOH TIUTaThl TeNarorndeckux pabOTHHUKOB
3a BBIMIOJIHAEMYIO UMH Y4eOHYI0 (ITpernoaBaTesibCKyto) paboTy U ApyTyio paboTy B COOTBETCTBUU
¢ Yka3oMm IlIpesumnenta Poccuiickoit ®@enepannu ot 7 mas 2012 r. Ne 597 «O meponpustusx
10 peau3aly roCcy1apCTBEHHON COIMAIIBHON MTOJIMTHKI.

Paspen 7. @opmupoBaHHE OLEHOYHBIX MATEpPHAJIOB Ul  INPOBeACHHS
rocy1apCcTBEHHOM UTOTOBOM aTTECTALUM

38 06pasoBaTenLHa${ opranmsanus nNpuBOAUT paCUCTHYIO BEJIMYMHY CTOUMOCTHU YCIIYT' B COOTBETCTBUU C
PEKOMEHAALUAMU ¢)euepam)Hbe 1 PpECrUOHAJIbHBIX HOPMATHUBHBIX JOKYMCHTOB.
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7.1. T'ocynapcTtBeHHast utoropas arrectarus (nanee — ['MA) sBisieTcst 00s13aTenbHON TSt
oOpazoBatenbHbIx opranuzanuii CI10. OHa mpoBOIUTCS MO 3aBEPILICHUH BCETO Kypca 00ydeHus
no HamnpasieHuto noaroroBku. B xome ['MA ouenuBaeTcss CTeneHb COOTBETCTBUS
c(hOpMUPOBAHHBIX KOMITETEHITNI BBITYCKHUKOB TpeboBanusim OI'OC CIIO.

7.2. BBITyCKHUKH, OCBOUBIIUE MPOTPAMMbI TIOJITOTOBKU CHEIMAIMCTOB CPEIHETO 3BEHA,
cnator 'MA B popmMe 1eMOHCTPAIMOHHOTO 3K3aMEHa U 3aIUThI TUIIOMHOTO MpoekTa (paboThi).
TpebGoBanusi K coaepkaHHIO, O0bEMY U CTPYKType IUIUIOMHOH paboThl oOpa3oBaTenbHas
OpraHu3aIys openesseT caMocTosATeNnbHO ¢ yyetoM [1OI1.

l'ocynapctBeHHast WTOroBasi aTTecTalUsl 3aBEpILACTCS MPUCBOCHHEM KBaU(pUKAIINH
crenuanucTa cpeHero 3seHa: CrenuanucT 1o J0KyMEHTAallMOHHOMY 00eCIIeUeHHIO YITPABICHHS
U apXUBHOMY JICITY.

7.3. lns TOCymapCTBEHHOW WTOTOBOM aTTeCTalliu O0pa30BaTeIbHOW OpraHHU3aIieH
paspabarbeIBaeTCs IpOrpaMMa rocyJapCTBEHHON UTOTOBOM aTTECTAIIMU U OLIEHOYHBIC MaTCPHUAITHI.

7.4. TlpumepHbIe OLIEHOYHBIE MaTepuaibl s nposeneHuss ['MA BKIIOYAaIOT THUIOBBIC
3aJaHusl 7S JIEMOHCTPAIIMOHHOTO 5K3aMeHa, MPUMEpPbl TE€M AUIJIOMHBIX pPaboT, omHcaHue
[poueayp
U YCJIOBHI MPOBEIEHUS TOCYIapCTBEHHON UTOTOBOM aTTecTallii, KpUTEPUU OLICHKH.

[IpumepHBbIe o1ieHOUYHBIE MaTepHralbl U1 npoeneHus [ IA npuBeneHbl B IPUIIOKEHNUH 4.

Pa3nen 8. Pa3zpaGoTunku npuMepHOi 00pa3oBaTeibHOI MPOrpaMMbl

I'pynna pa3zpadoruukos

0)5(0) Opranu3zanus, 10JKHOCTb

ABpneeBa Enena AnexkceeBHa OI'BIIOY «Komnemx MU/ Poccuny, npenonasarens

Axusuc Onus BnagumuposHa

OI'BIIOY «Komnemx MU/l Poccun», npenogaBarens

banoBHeB [ImMutpuit
AHaTOJILEBUY

OI'BIIOY «Komnemx MUJL Poccun» npenoiaBarens

bypuesa Banentuna
Bukroposna

OI'BIIOY «Komnemx MUJL Poccuny», mpenogaBarens

Epmunosa Oxcana BanepseBHa

OI'BIIOY «Komnemx MU/l Poccuny», npenogaBarens

WBanosa Harainbs [letpoBHa

OI'BIIOY «Komnemx MU/l Poccuny», npenogaBarens

KamnsmmeBa Oxkcana
AnekcaHapoBHa

OI'BITOY «Komnemx MUJL Poccuny, ipenogaBarenb

Kpyriosa Enena AnatonseBHa

OI'BIIOY «Komnemx MU/l Poccuny», nmpenogaBarens

Mapxkuna Enena HukomaesHa

OI'BITOY «Komnemx MU/ Poccuny, 3aBeayrommii
MIPAKTUKOU U TPYLOYCTPONCTBOM

CasBuau Bepa HukosmaeBna

OI'BITOY «Komnemx MUJL Poccuny, ipenogaBarenb

Xynsakosa Enena CepreeBHa

OI'BITOY «Komnemx MUJL Poccuny, ipenogaBarenb

Cwmupaosa Jlronmuia
HukomaeBHa

®I'BIIOY «Komnemx MU Poccuny, 3amecTuTeNb
JTUPEKTOpa Mo y4eOHO-BOCIIUTATENbHOM paboTe

PykoBoauTenu rpynnsi:

015(0)

Opranuzanusi, 10JIKHOCTh

Bopona Ounbra AnekcanipoBHa

OI'BIIOY «Komnemx MU Poccuny, 3amecTuTenb
JMpPEKTOpa 1o yueOHo# paboTe

bamaesa Mapruna MuxaiinoBHa

OI'BIIOY «Komnemx MU/l Poccuny», crapuiuit MeToauct




IIpunoxenne 1. lpumepHbIe NporpaMMsel NpogeccHoHAIbHBIX MOAYJIei

Ipunoxenne 1.1

K IIOII no cnenuajJbLHOCTH

46.02.01 JloxymeHTaIlHOHHOE O0ecTeyeHue
ylpaBJjieHUs] U ApXUBOBe/IeHHe

IMPUMEPHAS PABOYAS ITPOI'PAMMA ITPO®ECCHUOHAJIBHOI'O MOAYJIA

«IIM.01 OCYIIECTBJIEHUE OPTAHU3ALIMOHHOI'O U JOKYMEHTALHUOHHOI'O
OBECIHIEYEHUA JEATEJBHOCTHU OPI'AHU3AIIUN»

2023 r.
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COJAEPKAHHUE

. OBIIASI XAPAKTEPUCTHUKA IPUMEPHOM PABOYEN
ITPOI'PAMMBI ITPO®ECCHOHAJIBHOI'O MOAYJIA

. CTPYKTYPA U COAEPKAHUE

IMPO®PECCHUOHAJIBHOI'O MOAYJIA

. YCJIOBUSA PEAJTA3AIINU MTPO®ECCUOHAJIBHOTO
MOJYJISA

. KOHTPOJIb 1 OLHEHKA PE3YJIbTATOB OCBOEHUA
MNPO®ECCHUOHAJIBHOI'O MOAYJIA
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1. OBIIIASI XAPAKTEPUCTHUKA IPUMEPHOM PABOYEN ITPOI'PAMMBI

IMPOPECCHUOHAJIBHOI'O MOAYJIAA
«IIM.01 OCYIIECTBJIEHUE OPTAHU3AIIMOHHOI'O

N JOKYMEHTAIMOHHOI'O OBECHHEYEHUA JEATEJIBHOCTH OPI'TAHU3ALIUN)

1.1. Henp n niianupyemblie pe3yJIbTaThl 0CBOEHHUsI PO ecCHOHATBHOI0 MOAYJIA

B pesynbrate u3yueHHs NpPOQECCHOHATBHOTO MOIYJS OOydYaromMHCsS TOJDKEH OCBOUTH
ocHoBHOM Bupa nearenbHocTH «OCYLIECTBICHUE OPraHU3AIMOHHOIO U JIOKYMEHTAIIMOHHOTO

o0ecrieyeHns JesITeIbHOCTH OPTaHU3aluN») U COOTBETCTBYIOIIUE eMy 00Iue 1 MpodhecCHoHaIbHbIC

KOMIICTCHIIN U

1.1.1. TlepeveHp 00X KOMITETESHITUI

Kon HaumenoBanue 001X KOMIIeTeH M

OK 01 Br16upats crioco0s! penienus 3a1a4 1popecCUOHaNbHON AESITEIbHOCTH
IPUMEHUTEIBHO K Pa3IMYHbIM KOHTEKCTaM.

OK 02 Hcnonp30BaTh COBPEMEHHBIE CPEJICTBA IIOUCKA, aHAIN3A U UHTEPIIPETALIUN
uHpOpMaLU, U THPOPMALIMOHHBIE TEXHOJIOTHH ISl BBIITOJIHEHMS 3a1a4
npodecCHOHATIBLHOM 1eATebHOCTH.

OK 04 D¢ dexkTrBHO B3aMMOIECHCTBOBATh U Pa0OTaTh B KOJUICKTUBE U KOMAH/IE.

OK 05 OcCy1ecTBISATh YCTHYIO U TUCbMEHHYI0 KOMMYHHUKAIMIO HA TOCYJapCTBEHHOM
A3BIKE
Poccuiickoii @enepanuu ¢ yueToM 0COOEHHOCTEN COLMAILHOTO U KYJIBTYPHOTO
KOHTEKCTA.

OK 09 [Tonp3oBaTbest MpoQeccuoHaNbHOM JOKYMEHTAlMeH Ha TOCy1apCTBEHHOM U
WHOCTPaHHOM SI3bIKaX.

1.1.2. Tlepevens npodeccnoHaNbHBIX KOMITETCHIINN

Kon ‘ HaumeHoBaHue BUI0B 1eITeJbHOCTH U NPO¢ecCHOHATBHBIX KOMIIeTeHIHIi

BI 1 OcyuiecTBiIeHNE OPraHU3ANMOHHOI0 U JOKYMEHTAIIMOHHOI0 00ecreYeHust
AeATeJbHOCTH OPraHN3anuu

IIK 1.1. | OcyecTBiATh NpUEM-TIepeady yrnpaBieHdecKoi HHPOpMAIIIH ¢ TIOMOIIBIO
CPEICTB
MH(OPMALIMOHHBIX U KOMMYHHMKAI[MOHHBIX TEXHOJIOTUH.

IIK 1.2. | KoopaunupoBath paboTy NPHUEMHON pyKOBOJIUTEINS, 30H IpUeMa pa3InyHbIX
KaTerOpHuil MOCETUTENIEH OpraHU3aliy.

IIK 1.3. | Bragers HaBbIKaMU IUTAHUPOBAHMS paboUYero BpEMEeHH PYKOBOJIUTENS U CEKpeTaps.

IIK 1.4. | OcymiecTBisATh NOATOTOBKY JAEJIOBBIX MMOE3/I0K PYKOBOJUTENS U APYTHX
COTPYJHUKOB
OpraHu3alyy.

IIK 1.5. | Baaaets cnocobamu opraHu3amuy pabodero MpocTpaHCTBa MPUEMHON U KaOUHETa

PYKOBOJUTEIIS.
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IIK 1.6.

OcymiecTBiATh paboOTy MO MOJATOTOBKE U MPOBEICHHUIO KOH(EPEHTHBIX
MEpONPUATHIA, 00ecTIeYrBaTh HHPOPMALMOHHOE B3aUMO/ICHCTBHE PYKOBOJUTEIIS C
MOJIPA3/ICICHUSMH U JOJDKHOCTHBIMH JIUIIAMU OPTaHU3AIHH.

IIK 1.7.

O(bOpMJ'IfITB OpTraHHU3allMOHHO-PACTIOPAANTCIbHBIC JOKYMECHTBI U OPIraHN30BbIBATH
pa60Ty C HUMH, B TOM YHCJIC C UCIIOJIb30BAHUEM aBTOMATU3UPOBAHHBIX CUCTCM.

IIK 1.8.

OdopMIsATh TOKYMEHTHI IO JTUYHOMY COCTAaBY M OPraHU30BBIBaTh pabOTy C HUMH, B
TOM YHUCJIE C UCTIOJIB30BaHNEM aBTOMATU3UPOBAHHBIX CUCTEM.

IIK 1.9.

Opranu3oBbIBaTh TEKyIee XpaHEHUE TOKYMEHTOB, 00pa0OTKY J1e 1Jis
OIIEpaTUBHOI'O U APXUBHOI'O XPaHEHHUsI, B TOM YHUCIIE C UCIIOIb30BAHUEM
aBTOMATU3HPOBAHHBIX CUCTEM.

1.1.3.

B pesynpTare ocBoeHMs TPO(ECCHOHATBHOTO MOYJISl 00y4YarOIIUiics JOJIKEH:

Braaners
HaBBIKAMU

[Tosrydenus HeoOxoquMoi HHMDOPMALIUY U TIEpeadd CAaHKITMOHUPOBAHHON
MH(OPMAIINY C UCIIOJIB30BAHUEM CPENICTB HH()OPMAITMOHHBIX U
KOMMYHHKAIIMOHHBIX TEXHOJOTHUM.

Koopaunaruu paboTsl puEMHOIN pyKOBOIUTENS U 30H MPUEMA Pa3TUIHBIX
KaTerOpuil IOCETUTEIIEH OpraHU3aliy.

[TnanupoBanus paboyero BpeMEeHU PYKOBOAUTENS U pabOYero JIHs CeKpeTaps.
Opranuzanuu AeI0BbIX MOE30K PYKOBOJUTENS U APYTUX COTPYJHUKOB
OpraHu3alyHy.

Opranuzanuu 1 nojiep>kaHust pyHKIHMOHATBHOTO paboyero npocTpaHCTBa.
Opranu3zanuu NOJroTOBKY U MPOBEACHNUS KOH()EPEHTHBIX MEPOIIPUATHIA,
oOecniedyeHns HH(HOPMALIMOHHOTO B3aUMOJICHCTBHS PyKOBOJIUTEIS C
MOAPA3ACIICHUSIMU U TOJZKHOCTHBIMU JIMIIAMY OPTaHU3ALUN.

OdopmiieHns opraHu3alliOHHO-PACTIOPSIUTEIbHBIX JOKYMEHTOB U
opraHu3ainuu paboTbl ¢ HUIMH, B TOM YHUCJIE C UCTIOIb30BAHUEM
aBTOMAaTU3UPOBAHHBIX CUCTEM.

OdopmieHus: TOKyMEHTOB 0 TUYHOMY COCTaBY M OpraHU3allu paboThI C
HUMH, B TOM YHCJIE C UCIIOJIb30BAHUEM aBTOMATU3UPOBAHHBIX CUCTEM.
OpraHu3anuy TeKyIero XpaHeHus J0KyMEeHTOB, 00paOOTKH e s
ONEPATUBHOTO U APXUBHOTO XPAHEHHUsI, B TOM YHUCIIE C UCIIOIb30BAHNEM
ABTOMAaTU3HPOBAHHBIX CUCTEM.

YMmern

OpraHu30BBIBaTH paboyee MECTO B COOTBETCTBUH C TPEOOBAHUSMH SPTOHOMUKH
U KyJIBTYpPBI TPY/JIa;

oOecnieunBaTh pabouee MecTo U GyHKIIMOHAIbHOE padouee MPOCTPaHCTBO
HEOOXOIMMBIMHU CPEICTBAMH OPTaHU3AIIMOHHON TEXHUKH, MEOEITBIO 1
KaHUEJIIPCKUMH MTPUHAIC)KHOCTAMHY;

MOJIEP>KUBATh CPEICTBA OPraHU3ALMOHHON TEXHUKH B paOOUYEM COCTOSIHUH;
IPUMEHSATH B paboTe cpeAcTBa MH(POPMALIMOHHBIX U KOMMYHHUKAIIMOHHBIX
TEXHOJIOTHI;
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MCIOJIb30BATh CPEICTBA MH(POPMAITMOHHBIX U KOMMYHHKAITHOHHBIX
TEXHOJIOTHH I OJYYEeHHUS U Mepeaun HHPOPMaLnY;

YCTaHABJIMBATh M MOJICPKUBATh KOMMYHHKAIIUU B IPOIIECCE JICTIOBOTO
0OIIIEHHUS ¢ TTOMOIIBIO CPEJICTB MHPOPMAITMOHHBIX 1 KOMMYHHUKAITMOHHBIX
TEXHOJIOTHIA;

OCYIIECTBISITH COOp, 00pabOTKy HHPOPMAINH, CUCTEMATH3AIUIO TTOTyYaeMbIX
" nepcaaBacMbIX TaHHDBIX;

OCYIIECTBIISATH TPOBEPKY JOCTOBEPHOCTH, TIOJIHOTHI M HEIPOTHBOPEUYNBOCTH
TaHHBIX, UCKITIOYEeHUE TyOnupoBanus HH(popMaIum;

CIJIa)XHNBaTb KOHCI)JII/IKTHBIG H CJIOKHBIC CUTYyalluH MCKIMIYHOCTHOI'O
B3aHMO,Z[eI>'ICTBI/I5I;

COOJIIOIATh STUKET U OCHOBBI MEXTyHAPOTHOTO IIPOTOKOJIA;
obecneunBaTh HHYOPMALIMOHHYIO 0€30MaCHOCTD ACSITENLHOCTH OpraHU3aIiy;
BECTH U HCIOJIb30BaTh B paboTe 0a3y KOHTAKTOB OpPraHU3alINu;

BECTH YUETHBIC PETHUCTPAIMOHHBIE (JOPMBI, UCTIOIB30BAThH MX JJIs
nH(OPMALIMOHHON PaOOTHI ¥ PabOTHI IO KOHTPOJIIO UCTIOTHEHHSI TOPYUYCHHUIA;

BCTpEYaTh MOCETUTENEH, MTOTy4aTh NEPBUUHYIO HH()OPMALMIO O IIOCETUTEIIAX,
YCTaHABJIMBATh NOPSAIAOK MPUEMA T PA3JIMYHBIX KATErOPU OCETUTENEH
MIPUHUMATh MEPHI 110 COXPAHEHUIO KOH(UICHIIMAIBHON HHPOPMALIUU B X0/1€
puéMa OCETUTEIICH;

BECTH YUETHBIE PETUCTPALIIOHHBIE (OPMBI 110 MPUEMY TTOCETUTENEH U
o(opMIIATH MPOIYCKa;

OCYIIECTBIATh NIPUEM, TIepesjady U OTIPaBKY TOKYMEHTOB;
OpPraHU30BBIBATh U OPOHUPOBATH EPETOBOPHbBIE KOMHATHI,
CepBHUpOBaThH yaiiHble (KOQeiiHbIe) CTONbI B 0duce;

BbIOMPATh (OPMBI IIIAHUPOBAHUS U 0(OPMIIATH IIIAHUPOBIIUK (OpraHaizep)
PYKOBOJUTEIISA U CEKPETAPS;

YCTaHaBJIMBATh LCIU, OIPCACIATE IPUOPUTETHOCTb U O‘Iepé}IHOCTB
BBITIOJTHEHUS pa0oT U 3PPEKTUBHO pacnpeensTh padouee Bpems;

COTJIACOBBIBATh BCTPEUYH U MEPOIPHUATHS U BHOCUTH HHPOPMAIIHIO B
TUTAHUPOBIIMK (OpraHaiizep);

MH(OPMHUPOBATH PYKOBOJUTENS O MPUOIUKEHUN BPEMEHH U PETjaMeHTe
3aIUIAHUPOBAHHBIX BCTPEY U MEPOIIPUATHI;

BBIOMpATh ONTUMANIbHBIE CIIOCOOBI BHEIIHETO M BHYTPEHHETO MH(DPOPMUPOBAHUS
0 IUTAHUPYEMBIX MEPOTIPUATHSIX;

COCTaBJIATh M OOPMIISITH JOKYMEHTBI JJIs JEIOBBIX TTOE3/I0K;
OCYIIECTBIISATh TPEBEI-TIOIIEPIKKY JIETOBBIX MTOE3/0K;

COIJIaCOBBIBATh C IPUHUMAIOLIEH CTOPOHOM IPOTOKOJI IIJIAHUPYEMBIX
MEpPONPUATHIA U GOPMHPOBATH MPOTPAMMY JIETOBOM TOE3/IKH;
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HCIIOJIb30BATh CPCACTBA HH(bOpMaLII/IOHHBIX U KOMMYHHUKAIIUOHHBIX
TEXHOJIOTHH I 00ecTieYeHUs: B3aUMOJICHCTBHS C PyKOBOAMTEIEM BO BPEMsI
€ro JICIIOBOM ITOC3/IKU;

0OpMIIATH OTYETHBIC JJOKYMEHTHI O JICJIOBOM TTOE3/IKE.

OpPTraHU30BBIBATH MPOLIECC MTOJATOTOBKH U IPOBEIeHNE KOH(PEPEHTHOTO
MEpPOIPUATHS UHIMBUYaJIbHO U B COCTaBE paboueil Ipymibl;

JOKYMEHTUPOBAThH Pa3HbIC 3TAIbI MPOIETypPhl MOATOTOBKH U MIPOBEICHUS
KOH(EPEHTHOTO MEPOIPUSITHS;

COCTABIISATh MPOEKTHI OPraHU3AIMOHHBIX, PACTIOPSIUTEBHBIX U
MH(OPMAIIMOHHO-CIIPABOYHBIX JIOKYMEHTOB, B TOM YHCIIE JIOKyMEHTOB,
coJiep>Kaux KOHPUICHIMATBHYI0 HHPOPMAIIHIO;

o(opMIATH OpraHU3alMOHHO-PACTIOPAIUTEIbHBIE TOKYMEHTHI (OPUTHHAIIBI U
KOIIUK);

CKaHUPOBATh, KOMUPOBATh U KOHBEPTUPOBATH JOKYMEHTHI B Pa3IMUHBIC
dhopmarsr;

OCYIIECTBIISITH MPOBEPKY MPOEKTOB JOKYMEHTOB Ha COOTBETCTBHUE MPaBHIIaM
JIeTIOTIPON3BOICTBA;

MPUHUMATDH U IPOBOAUTH NEPBUUHYIO 00pa0OTKY BXOJIALINX JOKYMEHTOB;

IIPOBOJIUTH IIPEJBAPUTEIBHOE PACCMOTPEHHUE BXOAAIIMX U BHYTPEHHUX
JIOKYMEHTOB;

PErUCTpUPOBATH BXOJIAIINUC, UCXOAAININC U BHYTPCHHUC JOKYMCHTHI,

KOHTPOJIMPOBATh MAPLIPYTU3ALNIO JOKYMEHTOIIOTOKOB B OpraHU3aluu
(cornmacoBaHue, OANKUCAHUE, YTBEPKIEHUE, pETUCTpalltsl, 03HaAKOMJIEHUE U
HCIIOJIHEHUE JIOKYMEHTOB);

OCYIECTBISATh CPOKOBBIA KOHTPOJIb UCIIOJHEHUS JOKYMEHTOB;
OCYIIECTBIATH 00pa0OTKY U OTIPABKY UCXOASIIUX TOKYMEHTOB;

COCTABJIATh OTYETHI U AHATUTUYECKHUE CIIPABKU 00 MCIIOJHEHUH JOKYMEHTOB;
BECTU MH(POPMAIIMOHHO-CIIPABOYHYIO pabOTy MO JOKYMEHTaM;

OCYHICCTBJIATDH pa60Ty C OpTraHU3allUOHHO-PACTIOPAANUTCIIBHBIMUA JOKYMCHTAMU
B aBTOMATHU3HUPOBAHHBIX CUCTEMAX,

o0ecneunBaTh COXPaAaHHOCTh NEPCOHAIBHBIX JaHHBIX PAOOTHUKOB;

OpraHnu30BbIBATH I[OKYMCHTOO60p0T o NpcACTaBJICHUIO JOKYMCHTOB I10
NepcoHaly B roCy1apCTBCHHBIC OPIraHbI;

OpPraHU30BBIBATH JOKYMEHTOOOOPOT MO YUETY U JBUKEHHUIO pAOOTHUKOB;
BECTH BOMHCKHH yu€T paOOTHUKOB,;

BeCTH YU€T paboyero BpeMeH! pabOTHUKOB;

o(hopMIIATH OpraHU3aLMOHHO-PACTIOPAUTEIBHBIC TOKYMEHTHI 110 IMNYHOMY
COCTaBY;

BECTHU PETUCTPALUIO, YUET, ONIEPATUBHOE XPAHEHHUE JOKYMEHTOB I10 JINYHOMY
COCTaBy;
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BECTH JOKYMEHTALMIO, TIOATBEPKIAIOLLYI0 CBEACHUS O TPYIOBOU IEATEIBHOCTH
U TPYAOBOM CTa)k€ paOOTHUKOB;

(hopMUpOBATh JMYHBIE Jiesia PAOOTHUKOB;
o(opMIIATH ferna 1Mo JIMYHOMY COCTaBY JJIsl IEpPElaul B apXHUB OpraHU3alINY;

pa6OTaTb CO CricnuaIu3upPOBaAHHBIMU I/IH(l)OpMaHI/IOHHBIMI/I CHUCTEMaMU U
0azaMu JaHHBIX I10 BEACHUIO yqéTa 1 ABHXKCHUIO pa6OTHI/IKOB;

pa3pabarbiBaTh HOMEHKJIATYPY J€JI OpraHU3aI1H;

MIPOBEPSATH MPABUIBLHOCTH O(POPMIICHUS TOKYMEHTOB M OTMETKHU 00 MX
UCIIOJIHEHUU 1epe UX GOPMUPOBAHUEM B JIETIO JUIS ITOCJIEAYIOIIET0 XpaHEHUs;
(dbopMUpOBaTh JeNIa, KOHTPOJIUPOBATH NMPABUIIBHOE 1 CBOCBPEMEHHOE
pacupeneneHne 1 NOAIINBKY JOKYMEHTOB B Ji€Jla B COOTBETCTBUHU C
HOMEHKJIATy PO JIeJT;

MIPOBEPSTH CPOKU XPAHEHHS TOKYMEHTOB, COCTABIATH MPOTOKOI PaOOTHI
9KCIIEPTHON KOMHICCHH IO MOATOTOBKE IOKYMEHTOB K Mepeiaue B apXuB;
COCTAaBJIATH AKT O BBIACIICHUU K YHHUYTOKCHHUIO JOKYMCHTOB, HC ITOAJIC)KAIHUX
XpaHEHUIO;

COCTaBJISITh aKT 00 YHUUYTOKEHUH JOKYMEHTOB;

OCYIIECTBIISITH TOJIHOE WIM YaCTUIHOE OPOPMIICHHE e BPEMEHHOTO,
MIOCTOSIHHOTO, JIOJITOBPEMEHHOTO CPOKOB XPAHEHUS;

COCTABJISITH OIMCH JI€] CTPYKTYPHBIX ITOAPA3IEIECHUN TOCTOSIHHOTO,
JOJITOBPEMEHHOTO CPOKOB XPaHEHUS JJIs Mepelavu JIeJ B apXUB OpPTaHU3aIUH.

3HaTh

HOpPMaTHUBHBIE MpaBoBbIe akThl Poccuiickoit denepanuu B chepe
MH(GOPMAIMOHHBIX 1 KOMMYHUKAIIMOHHBIX TEXHOJIOTUH, MO 3aIUTe
uHpopmanuu, MHGOPMaIIMOHHON 0€30MacHOCTH, 10 paboTe ¢ 00paIleHUusIMU
rpakJiaH, 0 OPraHN3allH JIEIIOBOU TIOE3/IKH, B c(hepe AeTOMPON3BOICTBA H
apXHWBHOTO JieNa, B cpepe peryTupoBaHus TPYAOBBIX OTHOIICHHUH;

JIOKaJIbHBIE HOPMATUBHBIE aKThI, PETIAMEHTUPYIOIINE AEITeIbHOCTD CITYKObI
JIENIONPOU3BOICTBA U €€ paOOTHUKOB, OPTAaHU3AINIO BEACHHUS
JIENIOTIPOU3BOICTBA, MIepeiady Jell B apXUB OPTaHU3aINH, a TAKKE
perIaMeHTHPYIOIINE TPYAOBbIE OTHOIICHUS;

CTPYKTYpYy OpraHu3anuy, e€ 3a1a4u U QyHKINH, pacrpeneicHne QyHKIni
MEXy CTPYKTYPHBIMH MOJIPA3/ICICHUSIMHU U CIICIIMATUCTAMH,

TpeOOBaHUs OXPAHBI TPY/a, IPOU3BOJICTBEHHON CAaHUTAPUU, POTUBOIIOKAPHOU
3aIUTHI,

OCHOBBI NIPaBUJIBHON OpTaHU3AIMH TPY/Ja U METO/bI TIOBHIIICHUS €r0

3¢ (HEeKTHBHOCTH;

OCHOBBI YIIPABIICHUS BPEMCHEM;

BU/IbI OPTaHU3AIIMOHHON TEXHUKHU U TIpaBUiIa paObOTHI C HEW;

MeTObl 00paOOTKH U 3alTUTHI HHPOPMAIIMH C TPUMEHEHUEM CPEACTB
WH(POPMAIIMOHHBIX 1 KOMMYHUKAIIMOHHBIX TEXHOJIOTUH;

67




COBpPEMEHHBIE HHPOPMALMOHHBIE U KOMMYHHUKALIMOHHBIE TEXHOJIOTHH,
pUMEHsieMbIe B paboTe ¢ IOKyMEHTaMHU, B TOM YHUCIIE 110 JINYHOMY COCTAaBY;

ATHKET U OCHOBBI MEXIyHAPOTHOTO IIPOTOKOJIA;

3TUKY JIEJIOBOT'0 OOIIECHNUS;

MIPpaBUJIa PYCCKOTO SI3bIKA;

MIpaBUJIa PEUEBOTO ITUKETA;

MIpaBWJIA TIOIEPIKAHUS ¥ PA3BUTHS MEXIMYHOCTHBIX OTHOIICHHU;

IIpaBUJIa MIPOBEICHUS JICTOBBIX TIEPETOBOPOB;

MpaBWJIa OPTaHU3AINH MPUEMA TOCETHTEIICH;

MpaBujia CEpBUPOBKHU YalHOTO (KOPEHHOTO0) CTOa;

MOPSITOK TIOJITOTOBKHU M IOKYMEHTHPOBAHWS JIEJIOBOM TTOC3]IKH;
HWHTEPHET-PECYPCHI ISl OCYIIECTBIICHUS TPEBEI-TOIICPKKH JICIIOBBIX MOC3I0K;

KOMIUIEKC OPTaHU3alHOHHO-TEXHUYECKUX MEPONPUATHM 110 TOATOTOBKE U
IIPOBEIEHUIO0 KOHPEPEHTHBIX MEPOIPUITUH;

npaBmiia 0OPMIICHUS JOKYMEHTOB, CO3[JaBAEMbBIX B MPOIIECCE MOJATOTOBKH U
MIPOBEICHUSI KOHPEPEHTHOTO MEPOIIPHUSITHS;

COCTaB BHYTPCHHHX U BHCHIHHUX I/IH(l)OpMaIII/IOHHI)IX IIOTOKOB,

PYKOBOJICTBO CTPYKTYPHBIX HOJpa3iesieH!, 00pa3iibl MOANUCEH JIHIL,
MMEIOIIUX [TPaBO MOANNCAHUSA U YTBEP)KIECHUS JOKYMEHTOB, U OTPaHUUYEHUS
30H UX OTBETCTBEHHOCTH;

BHJIBI HOMEHKJIATYp e, 0011Ire TPeOOBaHMS K HOMEHKIIATYPE JIe, MOPSI0K
paloThI ¢ Helf;

opsAI0K GopMUpOBaHus U oopmiieHus ael, cneunduky GopMupoBaHUs
OT/EJIbHBIX KaTErOpHil AT,

IIpaBWJIa XpaHEHUS JI€T, B TOM YHUCIIE C JOKYMEHTaMH OIPaHUYEHHOI0 JOCTYIIA;
IIpaBWJIa BbIIaYM U UCIIOJIb30BAHUS JOKYMEHTOB U3 CPOPMUPOBAHHBIX JEI;

MOpALOK UCITIOJIB30BAHUSA TUITOBLIX WJIM BEAOMCTBCHHBIX nepequﬁ
AOKYMCHTOB, OIIPCACIICHHUA CPOKOB XpaHCHHA B IIPOLECCE SKCIICPTU3BL
HEHHOCTHU JOKYMCHTOB;

BHUbBI ormceit ACJI OpraHu3anuy U mopsaaoK pa6OTBI C HUMM.

1.2. KoinyecTBO 4acoB, 0TBOJUMOE HAa 0CBOCHHE TPOPECCHOHAIBLHOTO MOLYJIs

Bcero wacos — 428

B TOM 4YHCIIE B GOpME MPAKTHYECKON TTOATOTOBKU — 332
N3 Hux Ha ocBoeHne MJIK — 356

B TOM YHCJI€ CAMOCTOSITENIbHAs paboTa —
NPaKTUKH, B TOM YHuclie yueOHast — 36

MIPOU3BOICTBEHHAS — 36

[IpomMexyTouHas arTecTanus —
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2. CTPYKTYPA U COAEPKAHUE ITPOPECCHOHAJIBHOI'O MOAYJIA

2.1. CTpykTypa npo¢ecCHOHAIBLHOT0 MOIYJIs

O0BeM HpO(beCCI/IOHaJ'IBHOFO MOAYyJId, aKaACMHUYCCKNX YaCOB

OO6yuenue mo MJIK

>
g
o 5 [MpakTuku
Konp! HaumMeHoBaHue 2. %{ B Tom uucine
npodeccrnoHaTbLHBI pa3nernon Bcero, =3 ); §
X M O0IIMX npodeccrnoHaIEHOTO qacoB | S| Bee JlaGoparopret 2
N E 3 X U Kypcosbl | CamoctosTensnas | £ | Yuebna | IlpomsBonctsenna
KOMITCTCHIIHH MOTYJISI 2 ro 2
R IPaKTHYECKUX | X pabor pabora 2 s s
é 3aHATHI g
= =
IIK 1.1, 1.5, 1.6, Pasnen 1.
17,19 JlokyMeHTupOBaHuE 1
OK opranusarus paboThsl ¢
01,02,03,04,05,09 oHUIHATEHBIMA
JTOKyMEHTaMu 218 158 | 60 138 20
MJIK 01.01.
JIOKyMEHTaIlMOHHOE
obecrieueHue
YIIpaBIICHUS
IIK 1.1, 1,6, 1.7, Paznen 2. Opranuzanms
1.8,1.9 paboThI ¢ JOKYMEHTaMH
OK 01,02,04,05,09 | B aBTOMaTU3UPOBAHHBIX
cUcTeMax
MJIK 01.02. 34 24 10 |24
Opranu3zanus paboTs ¢
ANEKTPOHHBIMHU
JOKYMEHTaMH
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K 1.1, 1.2, 1.3,
14,15,1.6

OK
01,02,03,04,05,09

Pasnen 3
Opranu3zanuoHHOE
obecrnieucHue
JEATEIbHOCTH
OpraHH3alIiH
M/JIK 01.03.
Opranuzanus
CCKPETApPCKOro
o0CITy KUBaHUS

52

38

14

38

K 1.1, 1.2, 1.4,
1.7,1.8,1.9

OK 01,02, 03, 04,
05, 09

Pazpnen 4.
JIOKyMEHTUPOBAHUE U
opranusanus padoThsl ¢
KaJpOBBIMHU
JOKYMEHTaMU

MJIK 01.04.
JIOKyMEHTalMOHHOE
o0ecrnieueHre KaapoBoil
CITY OBl

52

40

12

40

VYyeOHast mpakTHKa

36

36

36

[IpousBoacTBeHHas
npakTuka (mo mpoduiro
CHEIUATBLHOCTH ), YaCOB

36

36

36

[IpomexxyTounas
aTTecTanus

Bcero:

428

332

96

240

20

36

36
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2.2. TemaTnuyeckuii IJIaH U coaep:xanne npodeccuoHaibHoro moayJas (IIM)

HanmenoBanmue pa3jiesioB u
TeM NMPO(PecCHOHAIBLHOT0
moayJasa (ITM),
MEKIN CHUTITHHAPHBIX
kypcoB (M/IK)

Conep:xxanue y4ye0OHOro MaTepuasia, JJadopaTopHbie padoThl M NMPAKTHYECKUE 3AHATHS,
caMoCTOsITe/IbHAsI yueOHasi padoTa 00y4aronuxcs, KypcoBasi paéora

Oobem,
aKa/l. 4acoB, B
TOM 4HCJe B
dopme
NMPaKTHYECKOMH
NMOATOTOBKH,
aKaj. 4acoB

Pasznen 1. [lokyMeHTHPOBAaHME U OPraHu3anus padoTsl ¢ 0pUUHATbHBIMA JOKYMEHTAMHU

218/158
MJIK 01.01 IlokymeHTANMOHHOE 0O0ecneyeHue YIPaBJICHUS
Tema 1.1. Conep:xkanue
OcHOBHbIE TOHATHS, [TonsaTue o nucuurmae. lctopuueckoe pa3BUTHE U COBPEMEHHOE COCTOSIHUE JETIONPOU3BO/ICTBA.
TCPMHHOJIOTHA | B3aumocBs3p nHpopmarmu 1 fokymeHnTa. OyHKIUHU 1€T0NPOU3BOIUTENS B allapaTe yIpaBiIeHuUs.
omnpeaeJeHus
[Tonsitue o noxkymente. @yHKIUM TokyMeHTa. [IpodeccuonanbHble TEPMUHBI U ONIPEeICHUS. A
VYuudukauus u cranaaptuzanus. Cucrems! fokymeHTanuu. Cucrema OPJI. 'ocynapcTBeHHbIE
crangaptel Ha cuctemy OPJI.
Knaccudukanus nokymentos. bymara nokymenra, e€ popmarsl.
dopmysip-oopazer; OPJ[. dopmyiisip 1oKymeHTa.
IMpakTuyeckue 3aHATHS
Dopmysip-oopazerr. CxeMbl pacionoKeH!s PEKBU3UTOB JOKYMEHTOB U TPAaHUIIBI 30H Ha ¢opmare A4, 2
IPOJIOJIBHOTO U YTJIOBOTO OJaHKOB.
Tema 1.2. Conep:xanue
IIpaBuaa odopmienns 10

pexBuzutoB OPJI.

bnank, Buap! 61ankoB. PekBU3UTHI 00111€T0 OJ1aHKa U ITpaBUia ero oopmMiieHus. YTIIOBON U MPOAOIbHBIN
BapUaHTHI.
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HNudpopmannoHHo-
CIIPABOYHbIE IOKYMEHTbI

PexkBu3uThI Gi1aHKa KOHKPETHOTO BHIa AokyMeHTa. [IpaBuia ero opopmiienus.
PexBusut «Aapecar». PekBu3uT «3aroioBok K TEKCTy». 3allMCKU: BUJIbI U PA3HOBUIHOCTH.

Buemnue noknanneie 3anucku. [IpaBuia odopmiuenus pekBusuta « Tekct nokymenta». Ogopmiienue
ab3a1eB TeKCTa, HymMepalus ad3anes. SI3bIK U CTUIIb JOKYMEHTOB.

BryTtpennue qoxnannsie 3anmucku. [IpaBuna odpopmiienns pekuzuta « OTMETKA O MPUTIOKCHUN,
«IToamucey.

Crnysxe6nblie 3anucku. [IpaBuna opopmienus «OTMeTkn 00 UCTIONHUTENE JOKyMeHTay. [IpaBuiia
0(OpMIIEHHS PYKOIMCHBIX PEKBU3UTOB Ha JOKYMEHTE.

PYKOHI/ICHOG O(bOpMJ'IeHI/Ie JOKYMCHTOB: O6T>$ICHI/IT6J'II>H35I, CJ'Iy)Ke6HaH 3aI1McCKa, 3asBJICHUC.

CrpaBka. O0s13aTenbHbIC pEKBU3HTHIL, TipaBuita opopmienus. PexBusut «IledaTsy.

Hosepennocts. Pacriucka. Tpadapernsie nokymenTtsl. O0s3aTenbHbIe peKBU3UTHL. [IpaBuiia odopmiteHusl.

Teneponorpamma. Tenerpamma. dakcorpamma. Ob6s13aTenbHbIE pekBU3UTHL. [IpaBuina odhopmieHus.

HpaKTuqecm[e 3aHATHSA

CO3,Z[8.HI/IG O6I_HCFO Onanka OopraHu3aluu, Onanka KOHKPETHOT'O BUJId JOKYMCHTA, CTPYKTYPHOI'O
noapa3aciiCHud, JOJDKHOCTHOI'O JIMIA, C YTJIOBBIM U IIPOJOJIbHBIM PACIIOJIOKCHUEM PECKBU3UTOB.

O(i)OpMJ'IeHI/Ie PECKBU3UTOB «AnpecaT» " «3arojoBOK K TCKCTY».

Odopmnenue pekBusuTa « TEKCT TOKyMEHTaY.

Odopmnenne « OTMETKH O TIPUIIOKEHUNY.

Odopmnenue pexkBuszuta «lloamucey.

OdopmIieHue 3amicoK, CpaBoK, JOBEPESHHOCTEH, paCUCOK, TeIe()hOHOTpaMM.

OdopmieHne pyKOIUCHBIX PEKBU3UTOB Ha TOKYMEHTE.

Odopmnenue TpadapeTHBIX TOKYMEHTOB.

18

Tema 1.3.

Conep:xanue

Bunbl v pa3HOBUIHOCTH CITY)KEOHBIX MHUCeM. biaHk muchma.
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HNudpopmannoHHo-
CIpaBOYHbIC

A0KyMeHThI. CiryxkeOHbIe
NMCbMa, X PA3HOBHIHOCTH

Pa6oTa ¢ roroBeiMu O1ankamu nmrcem. Opopmiienue muceM Ha popmate AS.

Bunsl 1 pa3zHOBHIHOCTH Ci1yKeOHBIX uceM. [IncpMo-pock6a, MUChbMO-3apOC, THCbMO-OTBET.

Bunb! v pazHOBUAHOCTH ci1yKeOHBIX nHceM. COnpoBOAUTEIBHOE NUCHMO. ['apaHTHIIHOE MHCHMO.

Bunel 1 pazHoBHIIHOCTH i1y )eOHBIX nuceM. [Tucbmo-TpeboBanme, NTMCHbMO-0TKA3.

Bunel u pazHoBuIHOCTH Ci1ykeOHBIX uceM. [Tucemo-npurnamenwue. [lucsmo-no3apasnenue. [Tucsmo-
0J1aroJapHOCT.

Bunbl v pazHOBUAHOCTH Ci1ykKeOHbIX nuceM. [Incbmo-u3Bemenue. [lncbMo-noaTBEpKACHHE.
WNupopmanronHoe nuceMo.

HpaKTuquRue 3aHATHUSA

COSI[aHI/Ie O1aHKoB nuceM. PaboTta ¢ TOTOBEIMH OJIaHKaMH OpraHu3anuu.

Odopmnenne HHPOPMAIIMOHHO-CIIPABOYHBIX JOKYMEHTOB.

20

Tema 1.4.

PacnopsiqurejbHbie
AOKYMEHTBI, H31aBaeMble

HA NPUHLIMIIAX eIMHOHAYAIUSA
NPUHATHS PelieHn i

Conep:xanue

HpI/IKa3. IlonsTue o JAOKYMCHTC. OO0s3aTenbHbIC PCKBU3UTHI, ITpaBHJIa COCTABJICHUA U O(I)OpMJ'IeHI/IH.

Busbl cormacoBanus MpoeKTa JOKYMEHTA.

OTMeTKa 0 HAJTUYUHU MMPHUIIOKCHUS B paCIoOpAAUTCIIbHBIX TOKYMCHTAX.

Bu3b1 03HaKOMIICHHS C JAOKYMCHTOM.

Brmmucka u3 IIpuKasa. Komns JAOKYMCHTA. OtmMmeTKa o 3aBCPCHUHN KOIIMU NOKYMCHTA.

CoBmectHbIi ipukas. [IpaBuia cocraBnenust 1 0opopMIECHHS JOKYMEHTA.

Pacniopsikenue. [Tonsitue o nokymente. OOs3aTeIbHBIE PEKBU3UTHI, TPABUIIA COCTABICHHS U
oopmieHus.

Vkazanwue. [lonsatue o JAOKYMCHTC. OO0s3aTeNbHbIC PCKBU3UTEI, IIpaBUJia COCTABJICHUA U O(I)OpMJ'ICHI/ISL

IIpakTH4eckne 3aHATHA

Odopmienne pacopsSAUTENbHBIX JOKYMEHTOB.

OdopmieHne BBITUCKU U3 PAaCHOPSAUTEILHOTO JOKYMEHTA U KOIMH JOKYMEHTA.

22
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Ckperuienne (IPOIIMBKA) KOUU JOKYMEHTA

Tema 1.5.

JlokyMeHTBbI KOMHCCHIT
U KOJUIETHAJIbHBIX OPTraHOB

Conep:xanue

[Tocranosnenue. Pemenue. [lonstue o nokymenrax. O0s3arenbHble PpEKBU3UTHI, IPABHIIA COCTABICHUS U
odopmieHus.

[Tpotokou. ITonsitre o nokymente. O0s3aTebHBIE PEKBU3HUTHI, TPABHUJIA COCTABICHUS  O(OPMIICHHSL.

Brinucka u3 nporokosia. Konust nporokouna.

Axr. Ilonstue o nokymente. Busl aktoB. OOs3aTeIbHBIE PEKBU3UTHI, MPABHUJIA COCTABICHUS U
opopmiienus. [Tognmuce nokymenta. ['pud yrBepxkaeHust JokymeHTa. Busbl 03HaKOMIICHUS.

HpaKTuquRue 3aHATHUSA

O(bOpMJ'IeHI/Ie IIpOTOKOJIA, TIOCTAHOBJICHH, pCHICHWA, aKTa

OdopmieHne BHITUCKU U3 TPOTOKOIA.

22

Tema 1.7.

3anaum u pyHKuMM

CJIyKObI 1eJIONPOU3BO/ICTBA.
Opranu3anuoHHbIE
JOKYMEHTBI

Conep:xanue

Posnb 1 MecTO city>x0bl 1€710POM3BOJICTBA B padoTe anmapara yrnpasiaeHus. 3aJauu U QyHKIUH CTyKObI
nenonpousBoJcTBa. HopMaTnuBHO-METOAMYECKHE aKThI, pETJIaMEHTUPYIOIINE padoTy C TOKYMEHTAMH.

HopwMmei Bpemenu Ha paboTsl o JIOY. PacueT uncieHHOCTH CIyKObI IeTOMPOU3BOICTBA

y‘{pe)II/ITeJ'IBHI)IG JOKYMCHTEI. JIokanbHbIE HOPMATUBHBIC aKThbI. ITonsTie o JOKYMCHTax. OO0s13aTenbHLBIE
PEKBU3UTHI,

ocHOBHBIE paznensbl. [IpaBuna cornacoBanus u yreepxkaenus JIHA. [pasuna opopmienus
MHOTOCTPaHUYHBIX JOKYMEHTOB.

I/IHCTPYKI_[I/ISI o ACJIOIIPOU3BOJCTBY. IlonsTue o JOKYMCHTC. OO0s3aTeabHbBIC PCKBU3UTELI, OCHOBHBIC
pa3aciibl, IpaBujia COCTABJICHUS, O(I)OpMHCHI/IH Y BBEJCHHUS B ACHUCTBUE U3JaHUEM IpuKasa.

Jorosop. O0si3aTenbHbIe PEKBU3HUTHI, OCHOBHBIE pa3Jieibl, MpaBuia ohopMICHUS.
Ocobennoctu opopmiieHus pekBuszuta «lloanucey.

JlomxHOCTHAs MHCTPYKIMA enonpousBoautens. OcHoBHbIE pa3zensl. [IpaBuna cocraBienus,
odopmIieHHs U BBEICHUS B JICHCTBUE PYKOBOIUTEIICM.

12
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I[IpakTnyeckune 3aHATHA

OdopmieHne opraHu3aluOHHBIX JTOKyMEHTOB.

Odopmitenne pacropsaUTeIbHBIX JOKYMEHTOB, BBOASAIINX B ICHCTBHE, H3MEHSIOIIUX WA OTMEHSIOIINX 16
OpraHU3al[MOHHBIE TOKYMEHTHI.
CkpermieHne (IpOIIMBKA) OpUTHHANA JOKYMEHTA
Tema 1.8. Conep:xanue
Opranusanus padoTsi CoBpeMeHHbIE TEXHOJIOTUH OpPTraHU3aIiu AeJIONPOU3BOICTBRA.
¢ IOKyMEHTaMH ®opmebl paboThl ¢ JokyMeHTaMu. [IoHITHE «JOKYMEHTOOOOPOT» U €r0 OpraHu3aIusl.
[TonsiTve «10KyMeHTONOTOKW». OneporpaMmbl JOKYMEHTOIIOTOKOB: BXOJSIIUE, UCXOAIINE U
BHYTPEHHUE IOKYMEHTBHI.
Mapurpytuzanus JOKyMEHTOIIOTOKOB:
BXOJISINE, UCXOAIINE, OOpallleHus TpaXk/laH, BHYTPEHHHE (3aMMCKH, TPUKA3bI).
Peructpanus J0KyMeHTOB — 3HaUEHUE U 3a]]a4u.
®opMBbI perucTpanuu Jo0KyMeHToB. JKypHanbHasi, KapTO4Has U aBTOMATU3HpPOBaHHAs! OPMBI.
Peructpanus BXxoasmero 10KyMeHTONOTOKa: IepBUYHasi 00paboTKa, MpeBapUTEIbLHOE PACCMOTPEHUE, 16

IPUKpETJICHNE CKaH-KOIKH, OTIIPaBKa Ha paCCMOTPEHHE aapecaty, (pUKcalys pe30IroHH.

PeFI/ICTpaHI/Iﬂ HCXOOAIETO JOKYMCHTOIIOTOKA: CIIPpAaBKU, MMCbMa, 3alTMCKU, BBIIIUCKH, IIY6J'II/IKaTBI.

Perucrpanus BHyTpEeHHETO TOKYMEHTOIOTOKA: 3allMCKH, 3asBJIEHUS] paOOTHHUKOB, IPUKAa3bl, aKThI,
MPOTOKOJIBL.

KonTposnbs ucnonnenunss 10kyMeHTOB. Buibl KOHTpoJsi. CpOKH KOHTPOJIS.

HOMeHKHaTypa nen. Bunpl HOMCHKIJIATYPBbI. ITonusTue o AOKYMCHTC, CI'0 3HAYCHUC.
HpaBI/ma COCTaBJICHUSA U O(l)OpMJ'IeHI/IH HOMCHKIJIATYPBI ACJI CTPYKTYPHOTO MMOAPA3ACIICHU. CocraBicHue

1 opopmileHrE CBOJIHOM HOMEHKJIATYPbI 1€]1 OPraHU3alMU U BBIMHUCOK VIS CTPYKTYPHBIX MOApa3IeIeHUH.

3aKkpbITHE HOMEHKJIATYphI Aei. MIToropas 3anuch K HOMEHKJIAType Jell.

OnpeneneHrie CpOKOB XpaHEHHUs TOKYMEHTOB U fien 1o [lepeunto. dopmupoBanue aen. XpaHeHue Jed.
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DKcrnepTu3a eHHOCTH JoKkyMeHToB. Odopmienue nen. Onucu aein. [ToaroToBka q10KyMEHTOB K Iepeaaue
B apxuB. [loroToBKa A€ BpeMEHHOT0, TOCTOSIHHOTO | JIOJITOBPEMEHHOTO CPOKa XpaHEHHUS K Tepeiade B
apXHuB.

CocTaBiieHHE OIUCH Jel.

IIpakTnyeckue 3aHATHS

Perucrpanus BXOISIMIKX TOKYMEHTOB B AJIEKTPOHHOM *XypHaiie B TabauuHOM penakTope.

Perucrpanus 1 KOHTPOJIb UCTIOTHEHUS UCXOSIINX JOKYMEHTOB B 3JIEKTPOHHOM KypHaie B TabnuyHom
penakTope.

PGFI/ICTpaHI/IH " KOHTPOJIb UCITOJIHCHHUA BHYTPCHHUX JOKYMCHTOB B 3JICKTPOHHOM KYypHaJIC B Tabaunuaaom

penakrope.
CocraBieHue 3arojIoBKOB JIeJ1 OpraHu3aIiuu 38
OdopmieHne HOMEHKIIATYPHI J1E1.
Odopmienune UTOroBo# 3aMcy K HOMEHKJIAType JIeTl.
Odopmnenue 060xku aena nocie HJL (u1s onepaTuBHOTO Neproia XpaHEHMs])
Odopmienue 1 MpoLIMBKa A€l AJis epelaud Ha apXUBHOE XpaHEHUE
Odopmiienue onuceit TOKyMEHTOB U /€.

Kypcosas padora o6sizarensnas mo MK 01.01

Temaruka KypcoBbIX paboT

3HaYeHNEe CHCTEMBI OPTraHU3AIMOHHO-PACTIOPSIINTEILHONW JOKYMEHTAINH 151 IOKYMEHTHPOBAHHS YIIPABICHUYECKON eSITETHHOCTH.

PexBHU3UTHI 3aroJI0BOYHOM YacTH TOKyMEHTa, IpaBuiia 0(OPMIIEHHUS B COOTBETCTBUU C PEKOMEHAALUAMH CTaHAAPTA.

OcobennocTr 0popMIIeHHSI OCHOBHOHM YacTH JOKYMEHTA B Pa3IMYHBIX BUJAX ITHCEM. 20

OcoOeHHOCTH O(l)OpM.HeHI/ISI OCHOBHOM YaCTH JOKYMCHTA B paCllopAaAUTCIIbHBIX JOKYMCHTAX.

NudopmanimoHHO-CIIipaBOYHBIE TOKYMEHTHI B CUCTEME OPTaHU3aIIMOHHO-PACTIOPSTUTEIHHBIX JOKYMEHTOB, X HA3HAYCHHE U OCHOBHBIC
BHU/IBL.

JloknanHas u ciryxe0Hast 3aucKy, OCOOCHHOCTH UCTIOIb30BAaHUS ISl BHYTPEHHUX KOMMYHHUKALIUH.
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Cocranenue oopMIIsIONIEH YacTH JOKYMEHTa, OCOOCHHOCTH MPAKTUYECKOT0 PUMEHEHHUST PEKBU3UTOB O(OPMIISIONICH YacTh TOKyMEHTA B
Pa3IMYHbBIX BUJIAX OpPraHU3alMOHHO-PACIOPSAIUTENIBHON TOKyMEHTALIUN.

Cocranenue u opopmiieHre rpuoB yTBEPHKIAECHHUS U COINIACOBAHUS, Ha3HaYEHNUE U OCOOCHHOCTH 0(hOPMIIEHUS PEKBU3UTOB.
OTMeTKH Ha IOKyMEHTE B COOTBETCTBUU C PEKOMEHAALUAMHU FOCYIapCTBEHHOI'O CTaHAapTa.

Pa3BuTtue NoHATHS «JOKYMEHT»: OIIpeJesIeHHe U (PYHKLIUH.

Yuaudukamus u cranaaptuzanusi. Ctannaptel B JIOY Ha COBpeMEHHOM JTare.

O¢unnanbHbI JOKYMEHT U €0 MECTO B CUCTEME YIIPABIICHUS.

CucreMa 10KyMEHTOB, YHU(PHUIIMPOBAHHAS CHCTEMA JOKYMEHTOB U YHH(PHUIIMPOBAHHAS CHCTEMa OPraHU3allMOHHO-PACTIOPSAUTEIBHOM
JIOKYMEHTALUH.

Knaccudukanus opraHu3aiioHHO-PacIOPSIINTEILHOW JOKYMEHTAIMH U €€ IPaKTUIECKOe IPUMEHEHHE.
TpeboBaHMsI K KOHCTPYUPOBaHUIO OJaHKOB. Buibl Gi1aHKOB.

[IpaBwmina 1 0co6eHHOCTH 0(OPMIICHHS IIPOTOKOJIOB.

Ponpb pacniopsauTenpHBIX TOKYyMEHTOB B YIIPAaBIEHUN OpraHU3alel Ha COBPEMEHHOM JTalle.

[IpaBuna opopmieHHs paCIOPSAUTEIBHBIX JOKYMEHTOB, U3/IJaBa€MbIX Ha MPUHIUIAX KOJJIETHAIbHOCTH.
[TpaBuna opopmieHHs pacopsAUTENbHBIX JOKYMEHTOB, U3/JaBa€MbIX Ha MPUHLUIAX €IMHOHAYAIHSL.
[IpaBuna cocraBnenus 1 ohopmIIeHUS IpHKa3a 0 OCHOBHOM €ATEIbHOCTH.

[TpaBuna cocraBieHus: 1 0pOPMIICHHS PacTIOPSKEHUS U YKa3aHUS.

JIOKYMEHT — Kak 3JIEMEHT JI€JI0BOTO OOIIEHMS.

[IpaBuna opopmiieHus O1aHKa U PEKBU3UTOB MUChMA.

NupopmalinoHHbI 0OMEH C MOMOIIBIO ITepenucku. Buipl nucem.

PykonucHble peKBU3UTHI Ha OPUIIHATBHBIX JOKYMEHTAaX.

[IpaBuna cocraBiaeHus U 0GOPMIICHUS TOKIATHBIX, OOBbSICHUTEIBHBIX U CITY>KEOHBIX 3aITHCOK.

[TpaBuina cocraBneHus 1 oopmieHUs OpULIHATBHBIX U OMOTpapUUECKUX CIIPABOK.

[IpaBuna cocraBieHus U 0OPMIIEHHUS TOKYMEHTOB, 00€CIIEUNBAOIINX ONEPATUBHOCTH Mepeiaud HHPOPMAaLIUK.
[IpaBuna cocraBienus 1 opopMIICHUS JOBEPEHHOCTEH U PACTIMCOK.

Komnun nokymenToB. Buapl konuii 1 ux uctopuueckoe pa3Butue. [lopsaaok y1ocToBepeHHs KOMUH.

HO,I[HI/ICI) " 11e4aTh, KaK BaXXHBIC PEKBU3HUTHI JOKYMCHTA: 3TAllbl COBCPIICHCTBOBAHMAI.
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DNEeKTPOHHAas NOJAIUCH: 001aCTh IPUMEHEHHUS.

SI3BIK ¥ CTUIIB CITY>)KEOHBIX TOKYMEHTOB B HH()OPMALIMOHHOM OOIIECTBE.

[TpaBuina cocraBiaeHus 1 0QOPMIICHHS aKTOB.

KondunennmansHbeie TOKyMEHTHI: Ki1accuukarys mo rpudy orpaHu4deHUs JOCTyTa.

Pasznen 2. Opranmaunﬂ paGOTbI C JOKYMECHTAMHU B aBTOMATU3UPOBAHHBIX CUCTEMAX

34/24
M/IK 01.02. Opranu3anusi padoThl ¢ 3J1eKTPOHHBIMM JOKYMEHTAMH
Tema 2.1. Conep:xanue
IpaBuia padoTe 3aKkoHOJaTEeIbHBIE HOPMAaTHBHBIE aKTHI B c(hepe padOoThI C SJEKTPOHHBIMH JOKYMEHTAMHU
¢ JOKYMEeHTaMHu -
PaboTa B mouToBbIX cepBucax. [IpaBuiia 371€KTPOHHO MEPENUCKH.
HA 3JIGKTPOHHBIX HOCHTEJISAX 4
OnexTpoHHas noanuck. Bunel, Ilopsnok nonydenus. [IpaBuna 3amuTs!.
TpeboBanus k pekBU3UTY «OTMETKA 00 3JIEKTPOHHON MOAMUCH» IIPU BU3YaATU3aI[UH YJIEKTPOHHOIO
JIOKYMEHTA, MIOJIMCAHHOIO 3JIEKTPOHHOM MOJIIUCHIO
[TpaBuna opopmierns «OTMETKH O IPUIIOKEHUI» Ha AIEKTPOHHBIA HOCUTEb.
IIpakTH4eckne 3aHATHA
OTtnpaBka 1 MoJyuyeHHe IEKTPOHHOTO COOOLIEHNUS, TIEKTPOHHOTO TOKYMEHTA. 4
OdopmiieHne JOKyMEHTa, MOAMUCAHHOTO 3JIEKTPOHHOH MOANUCHIO
Tema 2.2. Conep:xanue
Opranusauus padoTsbi [TorsTue o cucremax 210 u ECM-cucremax.
¢ IOKYMEHTaMH
y [IpaBuna mapupyTH3anuu JOKyMeHTONOTOKOB B cuctemax /10 u ECM-cucremax.
B aBTOMATH3HPOBAHHBIX
CHCTeMAaX 2J1eKTPOHHOTO [IpaBuna opranuzanuu TOKyMEHTO000POTa BXOSIIETO TOKyMeHTonmoToka B CO/JI. 6

JIOKYMEHT0000poTa

[TpaBuia opranuzanuu JTOKyMEHTO000pOTa UCXOIAIEro fokyMmeHnTonoroka B COJ1. OtnpaBka
JIOKYMEHTOB

[TpaBuia opranuzanuu JOKyMEHTO000pOTa BHYTPEHHET0 JoKyMeHTonoToka B CO/I.

Pacnopsinurensubie fokymenTsl B CO/1. [IpaBuia opranuszanuu J0KyMeHTO000pOTa C MPUKa3aMHu.
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Pa6ota ¢ ob6pamenusmu rpaxaad B COJI. [IpaBuna opranuzamnuu T0KyMEHTO000poTa 0OpamieHnui
rpaXKaaH.

HpaBHna IMOATOTOBKH 3JICKTPOHHBIX TOKYMEHTOB K C1a4€ B apXUB.

HNudopmannoHHo-cIipaBo4Has padoTa 1o fokymenTam B CO/]

HpaKaneCRne 3aHATHSA

Perucrpanus v KOHTPOJIb UCIIOHEHUS BXOAAIINX T0KyMeHTOB B COJ]. Opranuzanus J0KyMeHTO000poTa
BXOJISIIIIETO JIOKYMEHTOIOTOKA.

Perucrpanus u KOHTPOJIb UCIIOJHEHUS UCXOAAIINX JoKyMeHTOB B CO /1. Opranuzamms
JIOKYMEHTO000pOTa UCXOSIIEr0 JOKYMEHTOIOTOKA.

Perucrpanus v KOHTPOJIb UCIIOJIHEHHS BHYTPEHHUX JOoKyMeHTOB B COJI. Opranuzanus 20
JIOKYMEHTOO0OpOTa BHYTPEHHET O JOKYMEHTOIIOTOKA.
Perucrparus u KOHTpOJIb UCTIOIHEHUS oOpatieHuit rpaxkaan B COJ1. Opranusaius J0KyMeHT0000poTa
oOpareHu# rpaxkaaH.
[ToaroToBka TOKYMEHTOB K Mepeade B apXuB.
Coznianue 371eKTPOHHOTO apXHUBa JOKYMEHTOB.
Pa3nen 3. OpranuzanuonHoe odecrnevyeHne 1eATeJIbHOCTH OPraHU3anuu e
M/IK 01.03 Opranu3anus CeKpeTapcKoro 00C/Jy:;KuBaHUS
Tema 3.1. Conep:xanue
Poar npodeccnn cexperaps Cekperapb B COBPEMEHHOMN CTPYKTYpe YIpPaBICHHUS. 2
B CTPYKTYPE€ CJIYKObI o
PyKType ¢y HopmatuBHO-MeTomnueckas 6a3a KBamn(pUKaMOHHBIX TPeOOBaHM K TTpodeccu.
JeJIONPOU3BOJACTBA
IMpakTuyeckue 3aHATHS
DOYHKIUN U JOJDKHOCTHBIE 005I3aHHOCTH CEKpeTapsi B 3aBUCUMOCTH OT KaTETOPHH CEKPETAPCKOTO 4

00CITy )KBaHUA.

JloIDKHOCTHAsI MHCTPYKITUST CEKpeTaps, 0COOCHHOCTH pa3pabOTKHU.
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Tema 3.2.

Opranusanus v ycJoBus
TPyAa cekpeTaps

Conep:xkanue

OproHomuueckue TpeOOBaHUs K YCIOBUAM TPyla CEKpeTapsi.

OcHamienue orica OpraHU3aIMOHHO-TEXHUIECKIMH CPEJICTBAMH.

HpaKaneCRne 3aHATHSA

Opranuzanus pabodero MecTa B COOTBETCTBHH C TPEOOBAHHSIMH SPTOHOMUKH U KYJIBTYPBI TPyAa

XapaKTepI/ICTI/IKa u KJIaCCI/I(i)I/IKaI_[I/ISI TEXHUYCCKUX CPCACTB, UCIIOJIb3YCMBIX B ACATCIIbHOCTU CCKpETApsI.

Cpe,Z[CTBa IIOArOTOBKH, U3T'OTOBJICHHUSA U O6pa6OTKI/I JAOKYMCHTOB.

Cpe,Z[CTBa KOIIMPOBAHUA U PA3SMHOKCHUS.

CpencTBa XpaHeHUsl U TPAHCHOPTUPOBKU WH(OPMALIUH.

10

Tema 3.3.

AJIMUHUCTPATHBHbBIE
(pynkuum cexperaps

Conep:xanue

Opranuzanus padboTsl TPUEMHOMN

OcobeHHOCTH CITyKe0HOTO TeIe(OHHOTO Pa3roBOpa.

CpenctBa aIMUHUCTPATUBHO-YIIPABJICHYECKON CBS3H.

OpFaHI/BaHI/IH npuema nmoceturenei. Bugsl anéMa, yuer HOCCTI/ITeHeﬁ, CO3aHUC 0a3 JaHHBIX.

IIpakTHyeckne 3aHATHA

[TpaBuna BeaeHus TeneOHHOTO pa3roBopa.

Oducnas ATC. OcHOBHbIE PYHKIIMH U IPABUIIU HCIIOIb30BAHUS.

Cpeacta (pakcuMmIIIbHON nepeaaun coodueHnii. DakCUMUIBHBIN anmnapar, npaBuja ero NpUMEHEeHHS.

OcobeHHOCTH PabOTHI CEKpETapsi C pa3IMYHBIMU KaTETOPUSIMH MTOCETUTEIIEH.

Pabora cexperaps ¢ 0OpallieHUsIMU TpakIaH.

CepBucHbIE (QDYHKIIH CEKpPETapsL.

10

Tema 3.4.

Conep:xanue

Opranu3zanus 4 noAroToBKa JeJI0BOU MOE3IKU
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OpranuszanuoHHble
U HH(POPMAILIUOHHbIE
(pynkumnu cexperaps

[TonroroBka u o0cCTyKMBaHUE KOHPEPEHTHBIX MEPOTIPUSATHUH.

CoBelllanye Kak BUJI YIIPABICHUECKOU JIEATETbHOCTH.

HpaKaneCRne 3aHATHSA

CocraBnenue 1 opopmIIeHHE TPOrpaMMbl KOMaHAUPOBKH.

Tpesen-nogaepKka 1e10BOU MOE3AKU PYKOBOIUTEIS.

10
Opranu3anus 1 NpoBeJeHUE IPOTOKOJIHBIX MEPOIIPUATHIL B odHce.
[ToaroToBka pa3iIu4HbIX TUIIOB COBEIAHUM U UX 00CITyKUBaHHE.
Pabota cexperapst 1o nH(OpMALMOHHOMY O0CITY>KHBaHUIO PYKOBOIUTEIIS.
Tema 3.5. Conep:xkanue
@yHKIuH ceKpeTaps OO611re BONpoCH! INTAHUPOBAHUS U OpraHU3alMi pabovyero BpeMEeHHU. 2
1o MJIAHUPOBAHMIO Pabo4ero
[TnanupoBaHue U opraHu3aus padoyero AHS PYKOBOIAUTENS U CEKpeTaps
BpeMeHHU
IIpakTHyeckoe 3ansATHE
CoBpeMeHHbIE METO/bI IUTAHUPOBAHUSI pab0Yero BpeMeH!
[TnanupoBaHue paboyero JHS cekpeTaps. 4
[TnanupoBanue padoyero qHs pykoBoauTesns. CoryiacoBanue pexxuma padboTsl. [InannpoBanue
MEPONPUITHHA, YTOUHEHNE TIOPYUEHUI.
Pa3neu 4. JlokyMeHTHPOBaHUE H OPraHu3anusi padoThl ¢ KaAPOBbIMHU J0OKYMEHTaMHU
52/40
M/IK 01.04. lokymMeHTallHOHHOE o0ecniedeHrne KaAPOBOM CIIYKObI
Tema 4.1. Conep:xanue
HopmatugHo-npasoBoe HopwmatusHbie nipaBoBbie akThl Poccuiickoit denepanuu B chepe TpyAOBbIX OTHOLIECHHH
PEryTHpoBatue JloxanpHbIE HO : 00 0 4
pMaTHBHBIE aKThI 10 MIEPCOHANY: 00s13aTeNbHbIE U HeoOs13aTeNbHbIe ((haKyIbTaTUBHbIE)

TPYAOBBIX OTHOILIEHU

[Topsimok mpeacTaBiieHus: JOKYMEHTOB I10 IEPCOHATy B TOCYAapCTBEHHBIE OpraHbl

[Topsimok cObopa, 00pabOTKH, U3MEHEHHUS M YHHUTOXKECHHS TIEPCOHATBHBIX JaHHBIX PAaOOTHUKOB.
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HOpHI[OK BCACHHUA BOMHCKOI'O y4€Ta B OpraHu3anuu.

[Topsimok BejeHUs ydera pabouero BpeMeHu pabOTHUKOB.

HpaKaneCRne 3aHATHSA

OdopmiieHre 0TYETOB B TOCYAAPCTBEHHBIE OPTAHBI.

Odopmrnenue cornacus Ha 00pabOTKy EPCOHANBHBIX JaHHBIX. 8
Odopmrnenne nmakera JOKyMEHTOB 110 BOMHCKOMY YYeTY.
Odopmnenue Tabens yuera pabouero BpeMeHH.
Tema 4.2. Conep:xkanue
Kommuieke 10KyMeHTOB [Topsimox nokymMeHTHpOBaHUS npuema Ha paboty. CoctaBienue otuetoB C3B.
10 YCTAHOBJICHHIO 2
. | YdeTHbIE JOKYMEHTHI 110 IEPCOHATY.
TPYAOBBIX MPABOOTHOIIEHUIt
V3MeHeHne IepCOHATBHBIX JaHHBIX PaOOTHUKOB
IMpakTHyeckue 3aHATHS
Odopmienue Tpya0BOTO 10roBoOpa.
3anonHeHne yHUPUIUPOBAHHBIX (OPM MEPBUYHON YUETHOM JOKYMEHTAIUH.
10
Odopmnenune Tpy10BOM KHIKKH, TMYHON KapTOUYKH, TUYHOTO JIeTa.
CocraBnenue otuera C3B-T/I.
CocraBnenue 1 odopmIIeHHE TTPUKa3a 00 N3MEHEHUH TIEPCOHATBHBIX JAaHHBIX paOOTHHUKA.
Tema 4.3. Conep:xanue
Kommiexc 1okymenToB [Topsimox noKyMEHTHpPOBaHUS MepeBoia padOTHHUKA HA JPYTYIO padoTy.
MO0 IBHKEHHUIO KA/IPOB
[TopsiIoK TOKYMEHTHPOBAHUS KOMAaHIMPOBAHUS PAOOTHHKOB.
2

HOp}IIIOK AOKYMCHTHUPOBAHUA TPCAOCTABJICHUSA OTITYCKa pa6OTHI/IKy.

[Topsimok TOKYMEHTHPOBAHHUS MOOIIPEHHSI pAOOTHUKOB

HOpSIIIOK AOKYMCHTHPOBAHUSA BHIHCCCHUA JUCHUIIIMHAPHBIX B3BICKAHMH
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IIpakTnyeckue 3aHsATHS

3anonHeHne YHU(DUIUPOBAHHBIX (POPM MEPBUYHON YIETHOM JOKYMEHTAIUH.

Odopmienue nepeBoa pabOTHHKA HA IPYTYIO paboTy.

Odopmiienne KOMaHIMPOBaHHS PAOOTHUKOB.

OdopmiieHue IpeaocTaBiIeHUs OTIIyCKa PAOOTHUKY.

Odopminenue nooupeHusi pabOTHUKOB.

O(bOpMJ'IeHI/Ie BBIHCCCHUA TUCHUIITIMHAPHBIX B3BICKAHMH.

10

Tema 4.4.

KoMmuieke 10KyMeHTOB

10 PACTOPKEHU IO

TPYAOBBIX NPABOOTHOIIEHH i

Conep:xanue

HOpHI{OK AOKYMCHTHPOBAHUSA YBOJIBHCHUS pa6OTHI/IKOB.

HOpSIIIOK IMOATOTOBKU ACJI IO JINYHOMY COCTaBY K IIEPCAA4YC B apXUB OpraHHU3allnn

HpaKTuqecm[e 3aHATHSA

3anonHeHne yHUPUIUPOBAHHBIX (OPM MEPBUYHON YUETHONW JOKYMEHTAIUH.

Odopmnenue yBoapHEHUS pAOOTHUKOB.

3arnoHEHUE Pa3/ieoB TPYI0BOM KHIKKU paboTHUKa. CocTaBieHue oruetoB C3B.

IToaroroBka TUYHOTO AEIa pa6OTHI/IKa K nepeaavc B apxXus.

Tema 4.5.

Opranunsanus padoTsl
C KAIpOBBIMH JOKYMEHTAMU

Conep:xanue

Homenknartypa aen kaapoBoii ciyx0b1. [Topsiqok moaroToBKu, COCTaBiIeHUS U OQOPMIICHHUS.

OpranuzanroHHO-PACTIOPIUTENbHbBIE TOKYMEHTHI B KQAPOBOM CIIyk0e:

IMPUKa3kI IO OCHOBHOI ACATCIIBHOCTU, CIIpaBKH, JOKJIAJHBIC 3alIUCKU. q)OpMI/IpOBaHI/Ie " XpaHCHUC OCII.

[MpakTnyeckue 3aHATHS

CocraBnenue u opopmiieHne HOMEHKJIATYphI €] KaIpOBOH CITyKOBI.

OdopmieHne opraHu3alnOHHO-PACTIOPSIUTENBHBIX JOKYMEHTOB.
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YyeOHasi npakTUKA
IIpousBoacTBeHHAs1 MpakTHKA (MPeIyCMOTPEHA HTOroBasi (KOHIEHTPHUPOBAHHAN) MPAKTHKA).
Buasbi pador:

W3ydeHue cTpyKTypbl OpraHu3alyy — MeCcTa POX0XKACHUS MTPAKTHKY (Jlariee — OpraHu3alliu) C LeJbI0 COCTABICHUS CXEMBbI CTPYKTYPbI
opranu3anui. O3HaKOMIICHHE C IPABOBBIMHU (YUPEIUTEIbHBIMH), JIOKATbHBIMA HOPMATUBHBIMH aKTaMU U PACIOPSIUTEIbHBIMU
JIOKyMeHTaMu opranu3aiu. CocTaBieHUE CIUCKA HCTOYHUKOB KoMIuiekToBanust OPJ] opranuzammu.

N3yuenne MHCTpYKIMH IO IETOMPOU3BOJICTBY OpraHU3alii. 3HAKOMCTBO C TIPABHIJIAMHU COCTABJICHUS TIPOSKTOB H O(OPMIICHHSI
JIOKYMEHTOB, IMOPSIIKOM COTJIACOBaHUS U TOIUCAHUsI/yTBEP)KICHUS JOKYMEHTOB B OpraHU3allnu.

O3HaKOMJIEHHE C TIPOTPAMMHBIMU CPEICTBAMH y4€Ta, XpaHEHHs, 00pa0OTKU M MOMCKA JOKYMEHTOB, HCIIOJIB3yEMbIMU B OPTaHU3AIUH.
W3yueHne oCHOB H crieliuKu paboThI ¢ JOKYMEHTAIMEH B CUCTEME AIEKTPOHHOTO JoKyMeHTooOopoTa (CD/1) opranusaium.
Hcnonp3oBanue B paboTe ri100aNbHBIX M JOKAJTBHBIX CETEH IS MOTy4YeHUS U XpaHeHHs HHpopManuu, ooOMeHa HH(popMaIuei.

3HAKOMCTBO C IOKyMEHTO000poTOM opranuzanuu. Mcnonb3oBanue COJ] B pabote ¢ qokymenTamu. OOpaboTKa BHyTPEHHUX JOKYMEHTOB,
00paboTKa U OTIpaBKa UCXOASIINX TOKYMEHTOB, MPUEM U MIepBUYHAs 00paboTKa BXOASIINX TOKYMEHTOB. Perucrpaiius 10KyMeHTOB U
MapIIpyTU3alus JOKYMEHTONMOTOKOB. KOHTpOb HcnonHeHus JokyMeHToB. MH(popMalmoHHO-cripaBoyHasi M MOMCKOBasi paboTa

C MCIOJIb30BAaHUEM CHUCTEM YUETA TOKYMEHTOB B OpraHHU3aIUH.

OdopmneHne opraHu3allMOHHBIX, BHYTPEHHUX (IIPUKA3bl, PACHIOPSHKEHHUS, JOBEPEHHOCTH, 3alMCKH, CIIPABKH, aKThl, MPOTOKOJBI U JIP.) U
UCXOMSIINUX TOKYMEHTOB OPTaHU3aIMH C HCIIOJIb30BAHUEM COBPEMEHHBIX TPOrpPaMMHO-TEXHHUECKHUX CpeJcTB. KOHTpOIb MpaBUILHOCTH
cocTaBleHUs, 0(hOpMIICHHS TOKYMEHTOB (PEKBU3UTHI, 0COOCHHOCTH HAMKUCAHUS TEKCTOB, MHOTOCTPAHUYHBIE JOKYMEHTHI), TOPSAKa U3AaHUS
JIOKYMEHTOB (C y4€ToM crielin(UKH CUCTEMBI JEIONMPOU3BOICTBA opranu3aium). KonctpyrnpoBaHue 0J1aHKOB OpraHU3aIuH, CO3JaHIE
mabJIOHOB JTOKYMEHTOB.

Opranu3anys TeKyIIero XxpaHeHus JOKyMeHToB. @opMUpPOBaHUE €]l B COOTBETCTBUH ¢ HOMCHKIJIATYPOH JIe]l OpraHu3aIiu. Y4acTue

B IIPOBEJICHUH SKCIIEPTU3bI LICHHOCTH TOKYMEHTOB CHCTEeMaTH3aIUs TIOKYMEHTOB 0 CTPYKTYPHO-XPOHOJIOTHYECKOMY TPUHITUTTY.
OdopmneHne y4€THBIX JOKYMEHTOB MOCTYTIICHUS U BHIOBITHUS JIETI.

O3HaKOMJICHHE C YCTaHOBJICHHBIMHU B OpTraHU3allvuH IIpaBUJIaMU IIOJATOTOBKU JOKYMCEHTOB K II€CPEAAYC B ApXUB. HOHFOTOBK& JOKYMEHTOB K
nepenade B apxuB. Odopmienne nen. CocraBieHne onucei TOKyMeHTOB 1 Jeil. CocTaBlieHHe aKTOB BBIAAYH, TIEpead, YHHUTOKCHHS
JOKYMEHTOB.

3HAaKOMCTBO C KaTErOpUsMHU M BUJAMH JJOKYMEHTOB, 00pa3yOIUXcsl B OpraHU3aIiK, COJAePKAIINX KOHPHICHINATIBHYIO HHPOPMAIHIO.
Opranuzanus paboTel 10 00pabOTKE JOKYMEHTOB OTPaHMUYEHHOTO ocTyna. O3HaKOMJICHHE C TPUMEHSEMBIMHI B OpPTraHU3alluU CPEICTBAMHU
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KpUnTorpaduu Ass 3aluThl SJIEKTPOHHBIX JOKYMEHTOB C UCIIOJIb30BaHUEM CHEIMAIBLHOTIO MPOrpaMMHOro obecrieueHus. Brimonnenue
paboT 1o obecreueHHIo 3aUThl JEKTPOHHBIX JOKYMEHTOB OT HECAHKIIMOHUPOBAHHOTO JAOCTYIIA.

Opranuzanus padoTel NpUEMHOM (30H NpUEMa MOCETUTENIEH): peryJiMpoBaHUe TOTOKA MOCETUTENIEH, TPUEM U PErUCTPALUs TOCETUTENEH.
[TnanupoBanue paboyero JHs pyKoBOAUTENs U cekpeTaps. [loaroToBka 1€10BbIX BCTpEY U IEPEroBOPOB pykoBoauTels. Pabora no
00CITy’)KHBaHUIO PA3JIMYHBIX TUIIOB COBELIAHUN U COOIIOAEHUE NTPABHJI UX MOATOTOBKU U MPOBEICHMUS.

Benenune TenedonHbIx neperoBopoB. @uibTpanus U nepeagpecanus 3B0HKoB. [Ipuém u nepenava tenedonorpamm, Gakcorpamm,
co00mIeHNH IO ANIEKTPOHHO noute. MH(popMamoHHoe obecrieueHue esITeIbHOCTH pyKoBoauTeNsl. O3HaKOMIIGHUE C TIPaBUIIaMU pabOTHI
¢ KOH(uUIeHInaNbHOM nHpOopManyell B OpraHu3alyH.

PaboTa 1o 03HaKOMIICHHIO ¢ COCTABOM M OCOOCHHOCTSIMH JTOKYMEHTOB OpTraHU3alMU, PEryJIUPYIOUINX TPYIOBbIE OTHOIICHUS
(opraHu3anMOHHO-PACTIOPSAUTEIBHBIC JOKYMEHTBI, JOKYMEHTBI [0 JINYHOMY COCTaBY, TPYIOBOM JOrOBOP, IOTOBOP O MaTepHAaIbHON
OTBETCTBEHHOCTH U T.J.). OpopmileHHnEe JOKYMEHTOB I10 JINYHOMY COCTaBYy U UX KOMHUH (IIpy HEOOXOAUMOCTH). 3HAKOMCTBO C CUCTEMOI
yHH(PUIIPOBAHHBIX (HOPM MEPBUYHON YUETHON TOKYMEHTAIIMN OpPTaHU3aIMH. 3aroJHeHnEe (OPM MEPBUYHON YUETHOM JOKYMEHTAIUH.
Pabora ¢ 3asBiIeHUAMU 10 JINYHOMY COCTaBY, BeJleHHe U ohopMiieHne TpyJoBbIX KHIXKEK. Mcnonb3zoBanue COJI mpu paboTe ¢ KaJpOBbIMU
JIOKYMEHTaMH.

Bcero
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3. YCJIOBUSA PEAVIM3AIIUU TPOPECCUOHAJIBHOI'O MOAYJIA

3.1. g peanu3anuM MNpPOrpaMmbl NPO(eccCHOHAIBLHOr0 MOAYJS JOJKHbI ObITh
NPeayCMOTPEHbI CIeAYoLHe ClelHAJIbHbIe IIOMEILEeHUs

KabuHeTsl: JOKYMEHTAllMOHHOIO 00ecHeueHHsl YIpaBIeHUs, OPraHU3alll CEeKPeTapcKoro
00CITy>)KHBaHUs, OCHAILlEHHbIE 000py10BaHHEM: paboUuue CTOM U CTYJI 10 KOJIMYECTBY O0yUarOIInXCs,
pabouee MecTO MpernoaBaTelsi, CHCTEMbl XpaHEHUs JIeNl B y4eOHOW KaHIEISAPUU; TEXHUIECKUMU
cpeacTBaMu 00yUeHHsI: IEPCOHAIBHBIA KOMIIBIOTEP, IPUHTEP, CKAaHEP, KOMPOBAIBHBIN armapaT uin
M®YV, npoeKkTop, UHTEPAKTUBHAS IPUCTABKA K IOCKE UM UHTEPAKTUBHASA JIOCKA,

JlaGoparopuun: opraHu3auud  pabOTbl C  JOKYMEHTAaMH, CHCTEM  DJIEKTPOHHOIO
JIOKYMEHTOO00pOTa; yuyeOHas KaHUEspus, OCHAIlleHHble OOOpYy/JI0BaHUEM: IEPCOHAIBHBIN
KOMITBIOTEP, MOABEMHO-IIOBOPOTHOE KpPECIO IO KOJMWYECTBY OOydaroluxcs, MPUHTEpP, CKaHep,
KONMPOBAJIbHBIN anmapar, (akcuMuibHbl anmapar, MuHM ATC, MHOrogyHKIHOHAIBHOE
ycrpoiictBo M®Y  (npuHTep, CKaHep, KOIHUp, CpEICTBa CBA3M), OyMaroyHUYTOXXUTENb
u Oymaropes3areibHOE YCTPOMCTBO, JIAMMHATOp, OpoOLIIOpaTOop, KOHBEPTOBCKPBIBATEIb,
KaHIENSPCKUE TMevaTd (OTTUCK TeYaTH) M INTaMIbl Ui OOpaOOTKH JOKYMEHTOB (OTMETKa
0 TMOCTYIJICHMH, OTMETKa O KOHTpPOJIE), Majlasg KaHLEISApHUs IO KOJIWYECTBY OOYHarOIUXCS
B COOTBETCTBHUH C HHPPACTPYKTYPHBIM JIICTOM.

[IepcoHasbHBIE KOMITBIOTEPBI:

C JIOCTYIIOM K JIOKaJIbHOW CETH y4eOHOr 0 3aBeJIeHHs, IT100aIbHOM CEeTH MHTEPHET, CIIPAaBOYHO-
IIPaBOBON CHCTEME, HIEKTPOHHBIM OMOINOTEYHBIM CUCTEMAM;

IporpaMMHOe oOOecleyeHHe: TEKCTOBBIA, TAaOMMUHBIA pEAaKkTop, MporpamMma CO3/aHUs
npesentaimii, CYBJl, nmepcoHanbHbIl MHPOPMALMOHHBIM MeHEIKep C (YHKIMSAMU IOYTOBOTO
knueHTa W Groupware, cHCTeMa 3JIEKTPOHHOIO JIOKyMEHTOOOOpOTa, apXUBaTOp, MPOTPAMMBbI
CKaHHUPOBAHMUS U KOHBEPTUPOBAHMSI JTOKYMEHTOB, MPOTrpamMMbl Jisi MOJATOTOBKH JOKYMEHTOB
K [Iepesiaue B apXuB.

3.2. UndopmannoHHoe obecrniedeHne peajn3alui NporpaMmmbl

Jlnst peasin3zaliuy nmporpaMmbl 6u6IMoTeyHbIi poH 00pa3oBaTebHON OpraHU3alMK JOKEH
UMETb Te4YaTHbIe W/WIM 3JIEKTPOHHBbIE 0Opa3oBaTelbHble M HMH(OPMAIMOHHBIE PECYpCHI, IS
UCMOJb30BaHUsT B oOpas3oBarenbHOM mporecce. [Ipu ¢dopmupoBanun O6ubGIHOTEYHOrO (QOHAA
00pa3oBaTeNbHONW OpraHU3allii BHIOMpAETCs HE MEHee OJHOTO W3JIaHMs U3 MEePEeYMCICHHBIX HIKE
NEeYaTHBIX U3JaHUN U (MITH) JIEKTPOHHBIX U3aHUI B Ka4eCTBE OCHOBHOTO, TIPY 3TOM CITMCOK MOXKET
OBITH JOTMOJIHEH HOBBIMU H3JaHUSIMH.

3.2.1. OcHOBHBIE IEYATHBIE H YJIEKTPOHHbIE H3TAHUSI

1. AlGymamze JI. I'. JlokyMeHTallMOHHOE OOECIICUeHHE YIPaBJICHUS TIEPCOHATIOM:
y4eOHUK U MPAKTUKYM Ui cpeAHero mpodeccruonampHoro oopasosanus / JI. I'. AGynanze, U. b.
Bempsokkuaa, B. M. MacnoBa. — 2-e¢ u3j., nepepad. u jon. — Mocka: M3narensctBo FOpaiir,

2022. — 370 c. — (IIpodeccuonansHoe obpazoBanue). — ISBN 978-5-534-15076-6. — Texkcr:
anekrpounsiii / DBC FOpaiit [caiit]. — URL: https://urait.ru/bcode/487121.

2. AntyxoBa, H.®. CucreMbl 31€KTPOHHOTO JOKYMEHTOOOOpoTa: yueOHoe mocodue /
AntyxoBa H.®., [I3t06enko A.JI., Jlocera B.B., Heunkos F0.b. — Mocksa: KuoPyc, 2022. — 201 c.
— ISBN 978-5-406-02705-9. — URL.: https://book.ru/book/936560. — TekcT: 3:1€KTpOHHBII.
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3. Kopuees, M. K. JlokymMeHTalmoOHHOE OOECIICUCHUE YIPABICHUSA: YYECOHUK |
NPaKTUKYM Ui cpeaHero npodeccuonaibaoro oopaszosanus / M. K. Kopuees, A. B. ITmenko, B. A.
MammypueB. — 2-e u3a., nepepad. u gomn. — Mocksa: M3natenscTBo FOpaiit, 2022. — 384 ¢. —
(ITpodeccuonansuoe obpazoBanue). — ISBN 978-5-534-05022-6. — Texct: anextponHslit // DBC
IOpaiir [caiit]. — URL.: https://urait.ru/bcode/472550.

4, KacpsiroBa, I'. FO. [lenonpou3BoaCcTBO U ApyrHe acneKkTsl padoTel cexperaps / I'.1O.
KacesinoBa — 7-¢ u3., mepepad. u gon. — Mocksa: M3narenscTtBo Abak, 2020. — 304 c.

3.2.2. JlonoJTHUTEIbHbI€ HCTOYHUKH

1. Awnnpeesa B.U. [lenonporn3BoACTBO: OpraHU3aIlUs U BEICHHUE: YIeOHO-IPAKTUIECKOE
nocooue / Auapeea B.MI. — Mocksa: KuoPyc, 2020. — 294 ¢. — ISBN 978-5-406-00580-4. —
URL.: https://book.ru/book/934225. — TekcT : 3JeKTPOHHBIA.

2. Anzopoa C.II. Opranuzauus Tpyna TroCyJapCTBEHHBIX W MYHULUIAIbHBIX
ciyxamux : yaeonoe nocodue / C.I1. Anzopoa, C.I'. enopuykoBa. — Mocksa : UHOPA-M, 2022.
— 160 ¢. — (Bricmiee obOpaszoBanue: bakamaBpumar). - ISBN 978-5-16-016369-7. - Tekcr :
anexktponnbid. - URL: https://znanium.com/catalog/product/1151473. — Pexum mocTyma: Iio
HOJIITUCKE.

3. bynar P.E. JlokyMeHTalMOHHOE OOECIICYCHUE YIPaBJICHUS MEPCOHAIOM: yueOHOEe
nocoowue / P. E. Bynar. — MockBa: UTH®PA-M, 2019. — 234 c. + Jlomn. marepuais! [[ DIeKTPOHHBIN
pecypc]]. — (Bwicuiee oOpa3oBanue: bakanmaBpuar). - ISBN 978-5-16-010318-1. - Tekcr:

anektponHbii. - URL: https://znanium.com/catalog/product/1007087. — Pexxum mgoctyma: 1o
IIOAIINCKE.

4. I'yryeBa T.A. KoHdunenuumanbHoe aenonpous3BojcTBO: yueOHoe mocobue / T.A.
I'yryeBa. — 2-e u3n., nepepal. u jgon. — MockBa: UTHOPA-M, 2022. — 199 c. — (Cpennee
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[IK 1.1. OcymiecTBasiTh
npuéM-nepeaaqy
YIIPaBJICHYECKOM
MH(OpPMALIUU C TTOMOILBIO
CPENCTB
MH(OPMAIIMOHHBIX U
KOMMYHHUKAITUOHHBIX
TE€XHOJIOTH.

[Tonyuenne HeoOX0aAMMOM
uH(popMalny U iepeaaya
CaHKIMOHUPOBAHHOU
nHpopManuu ¢
HCIOJIb30BaHUEM CPEJICTB
MH(POPMAIIMOHHBIX U
KOMMYHHKAITMOHHBIX
TEXHOJIOTHI

KOHTpOJIb BBITTOJIHEHUS
MPaKTUYECKUX 3a/IaHUM.

Y CTHBIN WK TECTOBBIN KOHTPOJIb
TEOPETUYECKUX 3HAHUU.

AHanu3 U OLIEHKa pelIeHU
pOOJIEMHBIX CUTYaLIUH.
[IpoBepounbie pabOTHI IO KaXKA0H
TEME.

ATTecTanus 1mo
IIPOU3BOACTBEHHOMN

IIpaKTHUKE.

[1IK 1.2. KoopauaupoBaTh
paboTy npuemMHoOn
PYKOBOJUTES, 30H
IpreMa pa3IndHbIX
KaTeroOpuil MOCETUTENEN
OpraHu3alMH.

Koopaunanus pa®boTbl
IPUEMHON PYKOBOIUTENS U
30H IpUéMa pas3iIMuHbIX
KaTeropuil MOCETUTENEH
OpraHu3aLuu

KonTtposnb BbInoIHEHUS
MPaKTUYECKUX 3a/IaHUM.

Y CTHBIN WM TECTOBBIA KOHTPOJIb
TEOPETHUYECKUX 3HAHUM.

AHanu3 U OLIEHKAa pelIeHU
IPOOJIEMHBIX CUTYaLUH.
[IpoBepounbie pabOTHI MO KaXK 0
TEME.

ATTtecranus mo
MPOU3BOACTBEHHOMN

MpaKTHUKE.

IIK 1.3. Bnanets
HaBbIKaMU IIJIAHUPOBAHUA
pabouero BpeMeH!
PYKOBOJIUTENS U
CeKpeTapsl.

[1nanupoBanue padboyero
BPEMEHU PYKOBOIUTEIS U
paboyero J1Hs ceKkpeTaps

KoHTtposb BbIOTHEHUS
IIPaKTUYECKUX 3a/IaHUM.

Y CTHBIN UM TECTOBBIN KOHTPOJIIb
TEOPETUYECKUX 3HAHUM.

AHanu3 U OlLlEHKa peleHui
MPOOJIEMHBIX CUTYaLIUH.
[IpoBepounbie pabOTHI MO KaXK0H
TEME.

ATTecTanus 1mo
IIPOU3BOCTBEHHOMN

IIPAKTHKE.

[IK 1.4. OcyuiecTBasiTh
MOATOTOBKY JETOBBIX
MOE370K PYKOBOJIUTENS U
JIPYTUX COTPYIHUKOB
OpraHH3aIlH.

Opranuzanus Jen0BbIX
MOE3/I0K PYKOBOJAUTEA
U JPYTUX COTPYIHUKOB
OpraHu3alu

Kontposnb BbInoaHEHUS
MPaKTUYECKHUX 3a/IaHUM.

Y CTHBIN WM TECTOBBIN KOHTPOJIb
TEOPETUYECKUX 3HAHUU.

AHanu3 ¥ OlleHKa peleHui
pOOJIEMHBIX CUTYaIUH.
[IpoBepouHbIe PabOTHI IO KAXKION
TEME.
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ATtTtecranus no
MIPOU3BOACTBEHHOMN
MpaKTHUKeE.

IIK 1.5. Bnanets
criocobaMu opraHu3auu
pabodero nmpocTpaHcTBa
pUEMHOW U KaOuHeTa
PYKOBOJIUTEIIS.

Opranuzanus u nojjaepxaHue
(YHKIIMOHATILHOTO pabovero
MIPOCTPAHCTBA

Kountposb BbinoaHeHUS
IIPAaKTUYECKUX 3a/IaHUM.

Y CTHBIN WK TECTOBBIN KOHTPOJIb
TEOPETUUECKHUX 3HAHUH.

AHanu3 U OLEHKA peleHu
pOOJIEMHBIX CUTYaIUH.
[IpoBepouHbIe paOOTHI IO KaXKIOU
TEMeE.

ATtTecranus 1mno
MIPOU3BOJICTBEHHON

MPaKTHKE.

IIK 1.6.

OcyiecTBiATh paboTy 1O
IIOATOTOBKE U

Opranu3zanys NoAroToBKU U
MIPOBE/ICHUE BHYTPECHHUX U
BHEUTHUX KOH(EPEHTHBIX
MEpOIPUATHIA, 0OecrieueHune

KoHTpo:b BbinosHEHUs
IIPAaKTUYECKUX 3a/IaHUM.

Y CTHBIN WM TECTOBBIN KOHTPOJIb

IIPOBEICHUIO

KOH()EPEHTHBIX MH(POPMAITMOHHOTO TEOPETUYECKUX 3HAHUM.
MEpPOINPUATHH, B3aWMOJICHCTBUSI AHanu3 U OlLleHKa peleHui
obecrieunBaTh PYKOBOAUTEIIS C POOJIEMHBIX CUTYaLIUH.
UH()OPMALIMOHHOE HOAPasACICHUAMA 1 ITpoBepouHble pabOTHI O KaXI0M
B33.PIMO,HCI>’ICTBI/IC JOJDKHOCTHBIMH JIMIIAMH TEME.

PYKOBOIUTCILA C OpraHHU3aIiy. ATtTecTanus 1no
HOAPasACTCHUAMA 1 IIPOM3BOJICTBEHHOMN
JOJKHOCTHBIMHU JIMIIAMH IIPAKTHKE.

OpraHM3alMH.

IK 1.7. Odopmnenue KonTtpoas BBITOJTHEHUS
OdopMIATH OpraHHU3aIOHHO- MPaKTUYECKUX 3aJJaHH.
OpraHu3alOHHO- PacTiopsATUTCIbHBIX YCTHBIN UM TECTOBBIA KOHTPOJIb
pacropsaauTeabHbIC HAOKYMCHTOB U Opranu3anus TEOPETUUYECKUX 3HAHUU.

JAOKYMCHTHI 1
OpraHU30BBIBAThH PabOTy C
HUMH, B TOM YHUCJIC C
HCIIOJIb30BaHUEM

pa60TBI C HUMH, B TOM YHUCJIC C
HUCIIOJIB30BAHHUEM
ABTOMATU3UPOBAHHBIX CUCTCM

AHanmM3 MW OUEHKAa pElICHHI
MPOOJIEMHBIX CUTYaLIUH.

[IpoBepounbie pabOTHI 10 KaXKI0H

TEMe.
aBTOMAaTH3UPOBAHHBIX
ATtTecTanus o
CHCTEM. .
IPOM3BOJICTBEHHOM
IpaKTHKE.
IIK 1.8. Odopmnienne nokymeHToB no | Konrponb BBIIOJTHEHHUS

OdopMIIATE TOKYMEHTHI
0 JJMYHOMY COCTaBy U
OpraHU30BBIBATh PabOTy C

JUYHOMY COCTaBY U
opranu3zanys paboTsl ¢ HUMH,
B TOM 4HCIIE C

IIPAaKTUYECKUX 3aIaHUM.

YCTHBIN UM TECTOBBIA KOHTPOJIb
TEOPETUYECKUX 3HAHUU.
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HHMH, B TOM 4YHUCJIC C

HUCIIOJIB30BaAHUEM

AHanmu3 W OLIEHKa pEelIeHUI

HCIIO0JIb30BaHUEM ABTOMATHU3MPOBAHHBIX CHCTEM | TIPOOJIEMHBIX CUTYaIUH.
4BTOMAaTHU3HPOBAHHBIX [TpoBepounsbie pabOTHI MO KaX 10
CHCTEM. TEME.
ATTtecranus o
MIPOU3BOACTBEHHOMN
MpaKTHUKE.
IK 1.9. Opranuzanus TeKyuero KoHTpoJ1b BBINMOTHEHUS

OpraHu30BbIBaTh TEKYIICE
XpaHEHHE JOKYMEHTOB,
00paboTKy Je JyIst
OIIEPAaTUBHOTO U
APXUBHOI'0 XpaHCHUA, B
TOM YHCIIE C
HCIIOJIb30BAHUEM
ABTOMATHU3UPOBAHHBIX
CHCTEM.

XpaHeHUs JOKYMEHTOB,
o0OpaboTka jaen 1is
OIEePaTUBHOTO U APXHUBHOTO
XpaHEHHs, B TOM YHCIIE C
HCIIOJIE30BAHUEM
ABTOMATHU3MPOBAHHBIX CHCTEM

IIPAaKTUYECKUX 3a/IaHUM.

Y CTHBIN WK TECTOBBIN KOHTPOJIb
TEOPETUYECKUX 3HAHUU.

AHanu3 ¥ OLIEHKA peleHui
MPOOJIEMHBIX CUTYalIUH.
[IpoBepounbie pabOTHI 11O KaXK101
TEMeE.

ATTecTanus 1mo
IIPOU3BOACTBEHHOMN

IIpaKTHUKE.

OK 01.

Bribupate cioco6st
pereHus 3a1a49
npo¢ecCuOHAITBHON
JeSTeTbHOCTH
MPUMEHUTETHHO K
Pa3IUYHBIM KOHTEKCTaM;

Br160op crniocoba pemeHus
3a7a4 mpogecCUOHATBLHOM
JEATeIbHOCTH IPUMEHHUTEIHEHO
K pa3JIM4YHbBIM KOHTCKCTaM

KonTtponb BINOTHEHUS
MPaKTUYECKHUX 3a/IaHUM.

Y CTHBIN WM TECTOBBIN KOHTPOJIb
TEOPETUYECKUX 3HAHUU.

AHanu3 1 OlleHKa peleHui
MPOOJIEMHBIX CUTYaIIUH.
[IpoBepounbie pabOTHI IO KaXK10M
TEME.

ATTtecranus mo
MPOU3BOJCTBEHHOMN

MpPaKTHUKE.

OK 02.

Hcnons3oBars
COBPEMEHHBIE CPENICTBA
IIOMCKA, aHaJIn3a U
MHTEPIIPETALIMH
nHpopmanuu, u
nH(pOpMaLOHHbIE
TEXHOJIOTUH IS
BBITIOJTHEHUS 3a/1a4
npodeccnoHaTbHOM
NESITENIbHOCTH;

Hcnons30BaHre COBPEMEHHBIX
CpeZAcTBa MOUCKA, aHAJIN3a U
UHTEpIpeTanuy nHopmaluu,
Y UCTIOJIb30BaHUE
MH(POPMAaIMOHHBIX
TEXHOJIOTH [ BBIITOJIHEHUS
3a7a4 npoQeccuoHaIbHOM
JESTEIHOCTH.

KoHTposb BbIOTHEHUS
MIPAaKTHYECKUX 3aJaHUN.

Y CTHBIN UM TECTOBBIA KOHTPOJIb
TEOPETUYECKUX 3HAHUM.

AHanm3 1 OLleHKa peleHui
MPOOJIEMHBIX CUTYaLIUH.
[TpoBepounbie pabOTHI MO KaXKI0M
TEME.

ATTecTanus 1mo
MIPOU3BOACTBEHHOMN

IIPAKTHKE.
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OK 04.

DddexkTrBHO
B3aMMOJICHCTBOBATh U
paboTaTh B KOJUICKTUBE H
KOMaH/I¢;

B3aumopetictBue u pabora B
KOJUIEKTHUBE U KOMaHJIE

KOHTpOJIb BBITTOJIHEHUS
MPaKTUYECKUX 3a/IaHUM.

Y CTHBIN WK TECTOBBIN KOHTPOJIb
TEOPETUYECKUX 3HAHUU.

AHanu3 U OLIEHKa pelIeHU
pOOJIEMHBIX CUTYalLIUH.
[IpoBepounbie pabOTHI IO KaXKA0H
TEME.

ATTecTanus 1mo
IIPOU3BOACTBEHHOMN

IIpaKTHUKE.

OK 05.

Ocy11ecTBIATh YCTHYIO U
MMHUCbMEHHYIO
KOMMYHHKALMIO HA
rOCYJapCTBEHHOM SI3bIKE
Poccuiickoit denepaiyu ¢

Ocy1iecTBieHue YCTHON U
MUCHbMEHHOW KOMMYHUKAIH
Ha TOCYJIapCTBEHHOM SI3bIKE
Poccuiickoit denepanuu ¢
y4eToM 0COOeHHOCTEN
COLMAJILHOTIO U KYJIBTYPHOIO

KonTtposnb BbInoIHEHUS
MPaKTUYECKUX 3a/IaHUM.

Y CTHBIN WM TECTOBBIA KOHTPOJIb
TEOPETHUYECKUX 3HAHUM.

AHanu3 U OLIEHKAa pelIeHU
IPOOJIEMHBIX CUTYaLUH.

yeToM ocobeHHocTeH KOHTeRCTa ITpoBepouHbIe paboTHI MO KAk 10
COLIMAJIBHOTO U TeMe.
KYJBTYPHOTO KOHTEKCTA ATTeCTALHS TT0
IIPOU3BOJCTBEHHOMN
MpaKTHUKE.
OK 09. Hcnonb3oBanue KoHnTpo:b BeinonHeHus
ITonp30BaThCA npogecCuoHaIbHON MPAKTUYECKUX 3aJaHUM.
npodeccnoHanbHOM JOKYMCHTAllMK Ha Y CTHBIN WIM TECTOBBIN KOHTPOJIb

JOKyYMEHTaluen Ha
rOCYJIapCTBEHHOM U
WHOCTPAHHOM SI3bIKAX

rocyJapCTBEHHOM U
WHOCTPAHHOM SI3BIKAX

TEOPETUYECKUX 3HAHUM.

AHanu3 U OlLlEHKa peleHui
MPOOJIEMHBIX CUTYaLIUH.
[IpoBepounbie pabOTHI MO KaXK0H
TEME.

ATTecTanus 1mo
IIPOU3BOCTBEHHOMN

IMPAKTHUKE.
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IIpuaoxenne 1.2

Kk I1OII no cnenuajJLHOCTH
46.02.01 JloxymeHTallMOHHOE O0ecreyeHue
ylpaBJjieHUs] U ApXUBOBe/IeHHe

IMPUMEPHAS PABOYAS ITPOI'PAMMA ITPO®ECCHUHAJIBHOI'O MOAYJIA

«IIM.02 OPTAHU3AIIUA APXUBHOM PABOTHI 11O JOKYMEHTAM OPT'AHU3ALIMIA
PA3JIMYHBIX ®OPM COBCTBEHHOCTMN»

2023 r.

98



COJEP)KAHUE

. OBILIASI XAPAKTEPUCTHUKA IPUMEPHOM PABOYEN
ITPOI'PAMMBI ITPO®ECCHOHAJIBHOI'O MOAYJIA

. CTPYKTYPA U COAEPKAHUE

IMPOPECCHUOHAJIBHOI'O MOAYJIA

. YCJIOBUSA PEAJTA3ALINU MTPO®ECCUOHAJIBHOTO
MOJIYJISA

. KOHTPOJIb 1 OLIEHKA PE3YJIbTATOB OCBOEHUSA
MNPO®ECCHUOHAJIBHOI'O MOAYJIA
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1. OBIIIASI XAPAKTEPUCTHUKA IPUMEPHOM PABOYEN ITPOI'PAMMBI
MMPO®ECCHUOHAJIBHOI'O MOAYJIA
«IIM.02 OPTAHU3AIIAA APXUBHOM PABOTHI 110 IOKYMEHTAM OPT AHU3AIIAIA
PA3JIMYHBIX ®OPM COBCTBEHHOCTHN»

1.1. Heas ¥ niIaHupyeMble pe3yJbTAThl 0CBOECHUS MPO(ECCHOHATIBLHOT0 MOTYJIsI

B pesynpraTe u3ydeHuss npodeccuoHaTbHOTO MOAYJS OOYyYarOIIUXCS JOJIKEH OCBOUTH
OCHOBHOH BHJ JAestenbHOCTH OpraHuzanus apXUBHOM pabOThl MO JOKyMEHTaM OpraHu3alui
pa3auuHbiX  (GopM  COOCTBEHHOCTH, ©  COOTBETCTBYIOIIME €My OOIIHe  KOMIIETEHIMH
U ipodecCuOoHaIbHbIe KOMIETCHIINN:

1.1.1. [TepedeHn OOITUX KOMIICTCHITUI:

Kon HauMenoBanue 001X KOMIIETEH NI

Bri6upats criocoOb! perienus 3a1a4 npopecCHOHANbHON AeSITeTbHOCTH
MIPUMEHHUTEIHHO K Pa3IMuHbIM KOHTEKCTaM

OK 01

Hcrons30BaTh COBpEMEHHBIE CPE/ICTBA ITOMCKA, aHATN3a U HHTEPIIPETAIIIH
OK 02 nH(popManuu, 1 HHHOPMAITMOHHBIC TEXHOJIOTHH JIJIs1 BHIIOJIHCHHS 337124
npoeccnoHaNbHOI eATENbHOCTH

OK 04 D¢ dexTuBHO B3aUMOIEHCTBOBATH U Pa0OTATh B KOJNIEKTHBE U KOMaH/IE

OcCyIIEeCTBIIATh YCTHYIO U NUCBbMEHHYIO KOMMYHHUKAIUIO HA TOCYJapCTBEHHOM
OK 05 a3bike Poccuiickoii @eneparun ¢ yuéToM 0COOEHHOCTEN COIMAIbHOTO
U KYJIBTYPHOI'O KOHTEKCTa

ITons30BaThCA HpO(l)CCCI/IOHaJ'ILHOI\/’I ,HOKYMCHTaHHCﬁ Ha roCy1apCTBEHHOM
1 MHOCTPAHHOM A3bIKaX

OK 09

1.1.2. Tlepedens npodeccnoHaTbHBIX KOMITETCHIINN

Kon HaunMeHoBaHMe BHIOB AeSITEILHOCTH M NMPOGeCCHOHATBHBIX KOMIIETEHIUM
BJI 2 Opranu3zanys apXuBHOHM pabOTHI 110 TOKYMEHTaM OpraHU3alui pa3IndHbIX GopM
COOCTBEHHOCTH
K 2.1 Ocy1ecTBISITh KOMIIJIEKTOBAaHUE apXUBHBIMU JiefIaMH (JOKYMEHTaMH) apXuBa
" | opranuzanuu
K 2.2 Bectu yuér apxuBHBIX €71 (ZIOKYMEHTOB), B TOM YHUCIIE C HCIOIb30BAHUEM
" | aBTOMATU3UPOBAHHBIX CUCTEM
K 2.3 OcCy1LIEeCTBIIATh XPAaHEHNE apXUBHBIX €] (JJOKYMEHTOB) C IOCTOSSHHBIM CPOKOM
™" | XpaHeHUs ¥ IO TMYHOMY COCTaBy B apXHUBE OPraHU3ALUH
K 2.4 Ocy1IecTBISITh XpaHEHNE, KOMIUIEKTOBAHUE, YUET U UCIIOJIb30BAHUE NI
" | (1TOKyMEHTOB) BPEMEHHOTO XPaHEHHUS
K 2.5 OcyiecTBISTh UCIIOJIb30BAaHUE apXUBHBIX JI€] (IOKYMEHTOB), B TOM UHCIIE
" | ¢ ucnonp30BaHKEM aBTOMATH3UPOBAHHBIX CUCTEM
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1.1.3. B pe3ynbpTaTe ocBoeHHS MPO(HECCHOHATEHOTO MOIYJIS O0YJArOITHICS JOJIKEH:

Bnagerts KomrmuiekToBanust apXUBHBIMU JIeJIaMH (JOKYMEHTaMH ) apXHuBa
HaBbIKAMU OpraHu3aIu

Benenus yuéra apXuBHBIX Jie) (JOKYMEHTOB), B TOM YHCIIE C
MCIOJIb30BaHNEM aBTOMATHU3HPOBAHHBIX CUCTEM

Ocy1iecTBIeHUS] XpaHEHUS apXUBHBIX JIe] (JOKYMEHTOB) C MOCTOSTHHBIM
CPOKOM XpaHEHUs U IO JINYHOMY COCTaBY B apXHBE OpPraHU3alUU
XpaHeHus1, KOMIJIEKTOBaHMs, y4€Ta U UCIOIb30BaHUsI JIeN (JOKYMEHTOB)
BPEMEHHOT'O XpaHEHUS

Hcnonp30BaHus apXUBHBIX €T (JIOKYMEHTOB), B TOM YHUCJIE C
WCII0JIb30BAHUEM aBTOMATU3UPOBAHHBIX CUCTEM

YMmeTh paboTaTh C MoJpa3/ieleHUIMI/OpraHu3asIMU UCTOUHUKAMHU
KOMIUIEKTOBAHMSI apXUBa;

IPUHUMATH APXUBHBIE JieNa (JOKYMEHThI) Ha IOCTOSIHHOE WU
JIOJITOBPEMEHHOE XPAaHEHUE;

y4acTBOBAaTh B IPOBEACHUH SKCIIEPTU3bI IEHHOCTU PA3JIMYHBIX TUIIOB U
BUJIOB IOKYMEHTOB B COOTBETCTBUH C BHYTPEHHUMH PErIaMeHTaMU
OpraHu3aluy;

HOPUMEHSTH B paboTe peKOMEHJallMK HKCIEPTHO-TIPOBEPOYHON KOMUCCHH
WJIM DKCTIEPTHONW KOMUCCHH OpraHU3alluu;

IPUMEHSITH [IEPEUHU C YKa3aHHEM CPOKOB XpaHEHUs A€l (JIOKyMEHTOB);
co0uTr0/1aTh HOPMaTUBHBIE CPOKU XPaHEHUS J1eN (JOKYMEHTOB);

BECTH YUYET HCTOUHUKOB KOMIIJIEKTOBAHMSI ApXHBa;

MCIIOJIb30BaTh NEPEJOBON OTEUECTBEHHBIN U 3apyOEKHBIN OIBIT MO
KOMIUIEKTOBAHMIO apXMBa JieJlaMU (JIOKyMEHTaMH ) TOCTOSIHHOTO U
JIOJITOBPEMEHHOTO XPaHEHUS;

UCIMOJIb30BaTh COBPEMEHHbIE aBTOMATU3HPOBAHHBIE, MH(POPMAITMOHHBIE U
TEJIEKOMMYHHUKAIIMOHHBIE TEXHOJIOTUU JOKYMEHTUPOBAHHBIX cep
JeSITEIbHOCTH OpraHu3aluu.

CUCTEMAaTHU3UPOBATh Jieja (JJOKYMEHTHI);

pa3MeliaTh apXuBHBIE Jiea (JOKYMEHTBI) Ha MECTaX XPaHEHHUs B
COOTBETCTBUM C HOPMATUBHBIMU TPEOOBAHUSIMU B OOJIACTH apXUBHOTO Jeja
U YIIpaBJICHUSI TOKyMEHTaMU;

coOroaTh HOPMATHUBHBIE PEXKUMbI XPaHEHHSI ApXUBHBIX J1E]
(TOKYMEHTOB) Ha JIFOOBIX HOCHUTEIISX;

IIPOBOAMTH MTPOBEPKY MOTHOTHI COCTaBa APXUBHBIX IOKYMEHTOB B
€IMHULIAX XPAHEHNUS;

IIPOBOAMTDH OMMCAHUE APXUBHBIX A€ (IOKyMEHTOB);

COCTaBIIATh CIPABOYHO-TIONCKOBBIE CPEACTBA K APXUBHBIM J€JIaM
(moKyMeHTaMm);

BECTHU YUYET U KOHTPOJIb BbIJaUN APXUBHBIX €I (IOKYMEHTOB) U3

apXUBOXPaHWIMILA U UX BO3BpATa;
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BECTH YUYET U KOHTPOJIb Nepeayu €1 (JOKYMEHTOB) B
roCyIapCTBEHHBIN/MYHUIUITAIbHBIN apXUB HJIM HA HOE BHEIIIHEE
XpaHEHUE U MpUEMa JeJl ¢ BHEIIHETO XPaHEHUS;

IPOBOJUTH MOJUCTHYIO IPOBEPKY (PU3UUYECKOIO COCTOSHUS J1e
(TOKYMEHTOB);

Pa3bICKMBATh HEOOHAPYKEHHBIE /1eNa (JIOKyMEHTHI);

[10JIb30BATHCS YUETHBIMU JOKYMEHTAMH B paMKax 3JIEKTPOHHBIX
MH(POPMALMOHHBIX CHCTEM JOKYMEHTHPOBAHHBIX chep AesTeTbHOCTH
OpraHu3aluy;

II0JIb30BaThCs CEPTU(PULINPOBAHHBIMU ABTOMATU3UPOBAHHBIMU CUCTEMAMHU
JIOKYMEHTUPOBAaHHBIX c(hep AesITeIbHOCTH OpraHnu3alum 1o yu&Ty,
perucTpanuu, KOHTPOIIO Je1 (JOKYMEHTOB);

MOJIb30BATHCS MHPOPMATMOHHO-CIIPABOYHBIMU CHCTEMAMHU
JIOKYMEHTHPOBAHHBIX c(ep NeATEIbHOCTH OPraHu3alnu;

BECTH CIIPAaBOYHO-IIOUCKOBBIE CPEACTBA K apXUBHBIM JIeJIaM (JJOKYMEHTaM);
BECTH yU€T CTPaxoBOro (pOHIA apXUBHBIX A€ (JJOKYMEHTOB);

IPUMEHSTh HOPMaTUBHBIE IIPABOBBIE AKThI, JOKAJIbHbIE HOPMATHUBHbIE aKThI
OpraHu3aly U METOINYECKUE TOKYMEHTHI B 00J1aCTH yuéTa apXUBHBIX J1€]
(ITOKyMEHTOB);

BHOCHTD IIPEJIOKEHUS 110 COBEPLIEHCTBOBAHUIO METOAUUYECKOTO
oOecrieyeHHs yu€Ta pa3HbIX BUIOB JOKYMEHTOB B JOKYMEHTHPOBAHHBIX
cdepax AeaTeIbHOCTH OpraHU3aIiHy;

3alUIIATh HH(OPMALIMOHHBIE PECYPChl apXHBa OT HECAHKI[MOHUPOBAHHOTO
JIOCTYyIA.

OpraHU30BBIBATH M 00ECHIeUNBaTh XpaHEHHE A€l (JOKYMEHTOB)
BPEMEHHOI'0 XpPaHEHUS! OPTaHU3alMH B TPAJIULIMOHHOM U B 3JIEKTPOHHOM
BU/IE;

KOHTPOJIMPOBATh pa3paboTKy CTPYKTYPHBIMHU MOJIpa3AeIeHUSIMU ONUCEeN 1
AKTOB O BBIIEJICHUH HA YHUUTOKEHHUE 1] (JIOKYMEHTOB) BPEMEHHOTO
XpaHEHUs B TPAJUIIMOHHOM U B 2JIEKTPOHHOM BUJIE;

(bopMHpOBaTh €AUHUILIBI XPAHEHUS TOKYMEHTOB ISl MX TIOCIIEIYIOLIET0
pa3MelIeHNs] B apXUBE OpraHU3alnu;

COCTaBJISITh CIPABOYHO-TIONCKOBBIE CPEACTBA K APXUBHBIM JleJiaM
(TokymMeHTaMm);

OCYILECTBIISATH MOUCK J1eN (JOKYMEHTOB) BPEMEHHOT'O XpaHEHHUs B
IIPOLIECCE UX XPAHEHMSI B CTPYKTYPHBIX MOAPA3IEICHUSIX U apXUBE
OpraHu3aluy;

OCYIIECTBIISATh METOJUYECKOE PYKOBOACTBO OpraHU3allel XpaHeHus Ael
(TOKYMEHTOB) B CTPYKTYPHBIX [TOJIPA3/I€JICHUAX OpraHU3aLUY;

OKa3bIBaTh CTPYKTYPHBIM [TOAPA3AEIECHUAM IPAKTUUECKYIO TOMOIIb B
OpraHM3aluy XpaHEeHUs Jell (JOKyMEHTOB);
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pa3pabaTbIBaTh CIPaBOYHO-UH(POPMALIMOHHBIE JOKYMEHTHI 10
OpraHu3aly NCIOIB30BAHNUS 1€ (JOKYMEHTOB) BPEMEHHOT'O XPaHEHHUS B
CTPYKTYPHBIX OJpA3ICIICHUSIX U apXHUBE OPraHU3aIHH;

IPOBOJUTH IKCIEPTU3Y LIEHHOCTH JeJT (JIOKyMEHTOB) BPEMEHHOI'O
XpaHEeHHUs, TIepelaHHbIX B apPXUB;

OTIpEeNIeNATh CPOKH XpaHEHHs JeJT (JIOKYMEHTOB) BpPEMEHHOTO XpaHEHHS,;
o0OecnieunBaTh 3allUTy Je] (JOKYMEHTOB) BpEMEHHOI'O XpaHEHUS B
OpraHu3aluH OT HECAHKIIMOHMPOBAHHOTO JOCTYTIA MJIM YHUUTOKCHHS;
IPOBOJUTH (PU3MUECKOE YHUUTOKEHHUE [T (JIOKYMEHTOB) BPEMEHHOTO
XPaHEHMs ¢ UCTEKLIIMMH CPOKaMH XPaHEHMsI [10CIIe COTJIACOBAHUSA CO
CTPYKTYPHBIMHU I10JIpa3/IeIEHUSIMU OpraHU3alluy;

0OpMIIATH YIETHBIE TOKYMEHTHI 00 YHHUTOXEHHUHU €T (JOKYMEHTOB)
BPEMEHHOT'0 XPaHEHHUs C UCTEKIINMHU CPOKaMH XPaHEHHUsI COBMECTHO CO
CTPYKTYPHBIMH MOJIPA3ICICHUSIMH OpTaHU3aLNH.

CHUCTEMaTU3UPOBaTh U 0000IATh CBEJCHHUS O COCTaBE U COJCPKAHUU
ApPXUBHBIX JIel (IOKYMEHTOB);

UCTIOJIB30BaTh HH(POPMAITMOHHBIE TEXHOJIOTHU B 00JIACTH CO3/IaHUS
CIPaBOYHO-TIONCKOBBIX CPEJICTB apXHBa M TOKYMEHTHPOBAHHBIX chep
JeSITEIbHOCTH OpraHu3aluy;

(bopMHpPOBATH OCHOBHBIE U BCIOMOTaTeNbHbIE BU/IbI APXUBHBIX
CIPAaBOYHHUKOB B JIEKTPOHHOU opMme;

MOJIrOTaBIMBATh HH()OPMAIIMOHHBIE TOKYMEHTHI 110 3aIpocaM
IIOJIB30BATENIEN PA3IMUHBIX KaTETOPUH.

3HaTh

BUJIbI, PA3HOBUIHOCTH U (pOpMaThl BCEX BUJIOB JOKYMEHTOB,;

KpUTEPUH OTIpeieNIeHUs IIEHHOCTH /1 (JOKYMEHTOB) JUIsl JalbHEHUIIero
XpaHEHUs WIH YHUUTOXKEHNUS;

METOJIMKA pa3paboTKu GOpM YUETHBIX TOKYMEHTOB B TPAJUIIUOHHOM U B
AJIEKTPOHHOM BHJIE;

METOAMYECKHE JOKYMEHTHI B 00J1aCTH MCIIOJIb30BaHUS U Iy OIMKaLuU
ApXUBHBIX el (JOKYMEHTOB);

METOIMYECKHE JOKYMEHTHI U HallMOHAJIbHbIE CTaHAAPTHI B 00JacTH
JIEJIONPOU3BO/ICTBA U ApPXUBHOTO JIENa;

METOAMYECKHE JJOKYMEHThI U HallMOHAJIbHBIE CTaHAAPThI B 00JacTH y4yéra
JIOKYMEHTOB M JOKYMEHTUPOBAaHHBIX c(hep AesTeTbHOCTH OpraHn3allny;
HAy4YHO-METO/INYECKUE KPUTEPUU SKCIEPTU3BI LICHHOCTH PA3IMYHbIX TUIIOB
Y BUJOB JieN (JOKYMEHTOB);

HOPMAaTHBHBIE MPaBOBBIE akThl Poccuiickoii denepamnuu B 00JaCTH 3aITUTHI
NIEPCOHAIbHBIX JaHHBIX;

HOpMAaTHBHBIEC IPaBOBbIE aKThl Poccuiickoit deneparyu B 001acTi
uHpopManuu, UHHOPMAIIMOHHBIX TEXHOJIOTHH, 3aIIUTHl HHPOPMALIUU U
MePCOHANIBHBIX TAHHBIX, IU(PPOBON TpaHCHOPMAIIHH;

HOpMAaTHBHBIC MMPaBOBbIC akThl Poccuiickoit denepanuu B 00IaCTH
KOH(HICHIIMATHLHOCTH HHPOPMALINY;
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HOpPMaTUBHBIE MTPaBOBbIE aKkThl Poccuiickoit deneparuu B cdepe
JIEJIONPOM3BO/ICTBA U ApXUBHOTO JIENIA;

HOpPMaTUBHBIC ITPaBOBbBIC akThl Poccuiickoit deneparuu B cdepe
JIeIIONPOU3BO/ICTBA;

o011re MPUHIUIBI yuéTa U KOMILJICKTOBaHUS /1] (JJOKYMEHTOB)
OTrpaHUYEHHOI0 JI0CTYIa;

OpraHU3alMOHHbIE IPUHIUIIBI UCIIOJIb30BaHUS JOKYMEHTOB
OTrpaHUYEHHOIO JI0CTYIA;

OpraHU3aIMOHHbIE IPUHIUIIBI KOMIUIEKTOBAHUS A€l (JIOKyMEHTOB)
OTPaHUYEHHOTO JI0CTYTa;

O0COOEHHOCTH OpPTaHU3ALMK XpaHEHUs /1€ (JOKYMEHTOB) Ha Pa3IMuHbIX
HOCHUTEJISX;

OTEUYECTBEHHBIE U 3apyOeKHbIE CEPTU(PUIIUPOBAHHBIC CUCTEMBI
ABTOMATU3UPOBAHHOTO YU€Ta apXUBHBIX A€l (JIOKYMEHTOB);

nopsAI0K GOPMUPOBAHUS JOKYMEHTOB B KOMILIEKTHI, TPYIIIbI, THIIBL;
IIpaBUJia CUCTEMATU3AlUU U KJIACCU(PHUKALUHU I0OKyMEHTOB;

IIpaBUJia XpaHEHU /1€ (IOKYMEHTOB) B COOTBETCTBUHU C UX TUIIAMU;
ceptudupoBaHHbIE THPOPMAITMOHHO-TIOUCKOBBIE CUCTEMBI B 00JIaCTH
pa3paboTKy HAyYHO-CIIPABOYHOIO armapara JOKYMEHTUPOBAaHHBIX cdep
JeSITeIbHOCTH OpraHu3aluy;

CIoCcOOBbI M TEXHOJIOTUH TOKYMEHTHPOBAHUS PAa3IMYHbIX BUJIOB

PO eCCUOHAIBHON e TETHFHOCTH;

CPOKH BBITIOJTHEHUS Pa0OT MO OPraHU3aIMK UCTIOIb30BaHUS APXUBHBIX J1eJT
(TOKyMEHTOB);

CPOKH BBIIIOJTHEHUS pa0OT MO y4ETY apXMBHBIX /1€ (JOKYMEHTOB);
CPOKH BBITIOJTHEHUS padoT;

CTaHJapThl 0POPMIIEHHS OPraHU3aALMOHHO-PACTIOPSAANTEIBHOM
JIOKYMEHTAllUH;

TEOPETUYECKHE U METOJINYECKUE ACTIEKThl KOMIUIEKTOBAHUS U SKCIIEPTU3bI
LIEHHOCTHU BCEX BHUJIOB JOKYMEHTOB;

TpeOoBaHU K OOPMIIEHHIO JTOTOBOPOB HA PEAIM3aLIUI0 YCIyT BHELTHETO
XpaHeHus el (JOKYMEHTOB);

TpeOOBaHUS K MOJATOTOBKE apXUBHBIX CIPABOK U BHIMHCOK U3 apPXUBHBIX
JIOKYMEHTOB;

TpeOoBaHUs K IpoLeccaM YHUUTOXKEHHsI UH(pOpMalK B TPAJIULIMOHHOM U
AIIEKTPOHHOM BHUJIE;

TpeOOBaHUS K YCTAaHOBJICHHBIM HOpMaM BBIPAOOTKH;

TpeOoBaHUS K yU€Ty 0CO00 LIEHHBIX U YHUKAJIbHBIX APXUBHBIX JIE]T
(TOKYMEHTOB);

TpeOOBaHUs OXpaHbI TPYIA;

YHU(PULIMPOBAHHYIO CHCTEMY OpPTaHU3aIMOHHO-PACTIOPSAUTEIBHOM
JIOKYMEHTal1H.
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1.2. KosimyecTBO 4aCOB, OTBOJAMMOE HA OCBOCHHUE NMPO(eCCHOHATBLHOT0 MOAYJIsI

Bcero wacos — 250
B TOM 4YHCJIe B (popMe paKTUUECKON MOATOTOBKU — 136
13 HEX Ha ocBoeHre MJIK — 178

NPaKTUKH, B TOM YHclie yueOHas — 36
MIPOU3BOICTBEHHAS — 36
IIpomesxyTouHast arrecTanus —
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2. CTPYKTYPA U COAEP KAHUE NTPOPECCHUOHAJIBHOI'O MOAYJIA

2.1. CtpykTypa npoecCHOHAJIBLHOI0 MOLYJISI

O6beM mpodeccuoHaTBbHOTO0 MOAYIIS, aK. Yac.

S
h
g Oo6yuenne mo MJIK
g g [IpakTuku
Kozsr & E B TOM YHCIIC
npodeccuoHat HaumenoBanus pa3aenos Bcero i N JaGopatop § .
BHBIX U OOIINX podeccnoOHATEHOTO MOTYJIsS , Jac. e g I Kypcossl 3 =
KOMIIETeHIIN I = E Bceero x pabot | CaMoCTOSITEINb & = Ve [IpousBoact
A3 1 (nmpoekto | Has pabora S Bt BEHHas
5 IPAKTHYICCKHU B) c2> 5
2 X 3aHSITUH é
1 2 3 4 5 6 7 8 9 10 11
IK 2.1 Paznen 1.
OK 01, 02, 04, OpFaHI/BaI_[I/I}I U 00ecIIeUeHUE OCHOB
05. 09 ApXUBHOMU JIESITEIBHOCTH 34 4 30 4 o - L L
MJIK 02.01. Opranuzanus u
HOPMAaTHUBHO-TIPABOBHIE OCHOBBI
apXUBHOTO JIeJIa
IIK 2.1 Paznen 2.
OK 01, 02, 04, Opranu3zanust 1eaTeIbHOCTH
05, 09 ApXHBOB 34 | 10 | 24 10 S S | — -
MJIK 02.02. T'ocynapcTBEHHBIE,
MYHUIUTIATIbHBIE ADXUBBI U APXUBBI
OpraHu3aun
[IK 2.1-2.5 Pasnen 3.
OK 01, 02, 04, Opranu3zanust apxuBHOTO Jelia
05, 09 MJIK 02.03. 76 40 36 40 —_— —_— 36 36
Mertoavka u mpakTHUKa
apXUBOBEICHUS
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IIK 2.1-2.5 Paznen 4.
OK 01, 02, 04, OpFaHI/ISaHI/I}I XpaHECHUA
05. 09 JIOKYMEHTOB B apXUB€ 34 10 24 10
’ MJIK 02.04.
Ob6ecneuenue COXpPaHHOCTH
JOKYMEHTOB
HpOMe)KyTO‘IHa}I aTTeCTanus — E—
Bcezo: 250 | 136 | 114 64 36 36

107




2.2. TemaTnyeckuii IJIaH U coaepxkanue npodeccuoHaabHoro moayJs (IIM)

HaunmeHoBaHue pa3iejioB U TeM

O0bém, akaj. 4. /
B TOM 4HCJIe B

npodeccuonabnoro moxyas (M), Copeprxanue yuedOHOT0o MaTepHaJia, JJaGopaTopHblie padoThl U MPaKTHYeCKHE 3aHATHS, dopme §
MeATHCIHTIHHAPHBIX KypcoB (MJIK) caMocTosITeJIbHasI yueOHas padoTa o0yuaomuxcs, KypcoBas padora (IIpoeKr) NPaKTUYeCKOH
NMOJATOTOBKH, aKaJl.
q.
Pa3nen 1. Opranu3auusi u odecrnevyeHrue OCHOB APXUBHOM 1eSITeIbHOCTH 34/4
MK 02.01. Opranu3anusi ¥ HOpMATHBHO-TIPABOBBIE OCHOBBI APXHBHOTIO J1€/1a 34/4
Tema 1.1. Conep:xanue
Beenenue B IIM u MJIK. Brenenne B npeameTr. OCHOBHBIEC TEPMHHBI U ONIPEACTICHUS.
HcTopusi BOSHUKHOBEHHS CBs13b ¢ pyruMu 001enpodecCnOHaTFHBIMU U CTICITUATEHBIMH JUCIATUITHHAMUA
ApXMBHOH JesiTeIbHOCTH B Poccuu HcTopust BOSHUKHOBEHHS apXxuBoB B JlpeBHei Pycn 10
Ucropust apxusHoOro nena B Poccuiickoit umnepuu
HcTopus apxuBHOTO J1e1a B COBETCKHIA IEPHO/T
PasButue apxusHoro gena B Poccuiickoit @enepanuu
Tema 1.2. Copepxanne
HopmaTuBHo-nipaBoBas 6a3a ApXUBHOE MPaBO ¥ apXUBHOE 3aKOHOATENBECTBO
apXUBHOH AesATeIbHOCTH B Poccnn DTHYeCKUil KOJEKC apXUBUCTOB
[TpaBOBBIE OCHOBBI PETYJIMPOBAHNUS APXUBHOU JICATEITLHOCTH 10
®Denepanpabiii 3akoH ot 22.10.2004 Ne 125-D3 «O6 apxuBHOM 1ene B Poccuiickoit Deaepannm»
CucremMa yrpaBJieHUs] apXUBHBIM JiesioM B Poccun. denepanbHoe apXUBHOE areHTCTBO
B ToM yHcie IpaKTHYECKUX 3aHATHI U J1a00paTOPHBIX padoT
PaboTa B paBoBoii 6a3e ¢ HOpMATHBHO-TIPABOBBIMH JJOKYMEHTaMH B cpepe apXHUBHOTO Jieia 4
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Tema 1.3.

Opranusanust ApXuBHOro (poHaa
Poccuiickoiit Penepanun

Conepxanue
Opranuzanun 10KyMeHTOB ApxuBHOTO QoHAa Poccuiickoit deneparnu

CoBpeMeHHEBIH coctaB ApxuBHOro Gonma Poccuiickoit demeparum.
Knaccudukanus goxkymeHToB ApxuBHoro ¢onaa Poccuiickoit @eneparym

KommuiekroBanue ApxuBHoro gonaa Poccuiickoii denepanuu.
CIHMCKHA UCTOYHNUKOB KOMIIUIEKTOBAHUS

ApxuBHas 3apy6exHas Poccruka

10

Pa3nen 2. Opranu3anus AeATeIbHOCTH APXUBOB

34/10

MK 02.02. T'ocynapcTBeHHbIE, MyHHUIMNAIbHbIE APXUBBI U APXUBBI OPraHu3aluii

34/10

Tema 2.1.

Buasl apxusos B Poceun

Conep:xanue

Bupl v pa3HOBUIHOCTH apXHBOB. ['0CyJapcTBEHHBIE apXUBBI: BUBL, 3312491, (PYHKIIUHA
Cetb (enepanbHbIX TOCYIAPCTBEHHBIX APXUBOB

MyHHUIMIIAIBHBIE apXUBBL: BUABL, 3a1a4H, GYHKLIUH

BenomcTBeHHBIE apXUBBI: BUIBL, 331341, GyHKIUH. Jleno3utapHoe XpaHeHHe

ApXUBBI OpraHu3auuii: BUIbl, 330241, QyHKINN

[TpumepHsbie monoxxeHus o6 apxuBax. CTpyKTypa apxuBa

Opranuzanus TpyAa nepcoHana

12

B ToM umcse mnpakTHYeCKUX 3aHATHI 1 1a00pPaTOPHBIX padoT

Pa6ora B cetn lHTEpHET, B TOM uncie Ha mopTaine Apxussl Poccnu:

MOWCK Pa3JIMYHBIX MO paHTy (YPOBHIO) U MPO(UITIO aPXUBHBIX YUPEKICHUH;
oopmieHne pe3ynbTaToB roucka B Tabnune «IIpumepsr apxuBoB»
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Tema 2.2.

IKcnepTH3a
IEHHOCTH IOKYMEHTOB

Conepxanue

Opranusanyst JOKyMEHTOB B apXHBE
(IOKyMEHTaNbHBIN, apXUBHBIH, CTPaX0BOH (QOHIBI U POH/ TOIH30BAHHS)

9KCHepTI/I3a HNECHHOCTU JOKYMCHTOB: 3a/la4¥, IPUHIHNIIBI, KDUTCPUHA

12
Bunbl 3kCniepTHBIX KOMUCCHM.
Odopmnenue pe3ynpTaToB IKCIEPTH3bI LIEHHOCTH JOKYMEHTOB
Bung! Ilepeuneid JOKYMEHTOB € YKa3aHHEM CPOKOB XpaHEHUS
N3yuenue Tunooro [lepeuns ¢ ykazaHueM CpOKOB XpaHEHHUS
B ToM umcie mnpakTHYeCKUX 3aHATHI 1 J1a00pPaTOPHBIX padoT
N3zyuenwne [lepeuns: THIOBBIX YIPaBICHYECKAX APXUBHBIX TOKYMEHTOB, 00pa3yIOmnXcs
B IIPOLIECCE AEATENBHOCTH FOCYAAPCTBEHHBIX OPraHOB, OPraHOB MECTHOI'O CaMOYTIPaBJICHHS
Y OpTraHu3alni, C yKa3aHHEeM CPOKOB UX XpaHEHUs 8
N3zyuenne [lepednss THIOBBIX apXUBHBIX JOKYMEHTOB, 00pa3yIOLINXCs B HAYYHO-TEXHUUECKON
Y TIPOM3BOJICTBEHHOMN AESITEIbHOCTH OPraHU3alHii, ¢ yKa3aHHEM CPOKOB XPaHEHHUS
VYcTaHOBIEHHE CPOKOB XPAHEHUS 3ar0JI0BKOB J€]I U TOKYMEHTOB 110 THITOBBIM NEPEUHSIM
Pa3nen 3. Oprannzanusi apxXuBHOIO JeJjia 148/40
MK 02.03. MeToauka ¥ MpaKTHKA apXUBOBEIEHU 76/40
Tema 3.1. Conepxanue
JlokanbHbIe HOpMAaTHBHbIE VYcraBbl apxUBHBIX yupexxaeHui. [lonoxenus 06 apxusax. MHCTpyKUuH 110 paboTe ¢ JOKyMEHTaMu
JMOKYMEHTBI apXuBa ITonoxenune 06 s3xciepTHON KoMuccHH. [1nanbI-rpaduky npuéma Jes oT CTPYKTYPHBIX 4
noipa3AeNIeHI U TiepeAadu /1 Ha TOCYJapCTBEHHOE XpaHeHNE U MPEACTABICHHS CBOIHBIX
pa3lesoB ONUCEN B apXUB
Conep:xanue
Tema 3.2 Howmenknarypa fen opraHu3aiyu: HazHaueHne, QyHKIun. BHIBI M TUTIBI HOMEHKIIATYPHI JIe.
Knaccudukannonnas cxema HOMEHKJIATYPBI €T 4

Homenknartypa e

[Mopsinok paboThI C HOMEHKIIATYPOU JIENI OPraHU3alUN — UCTOYHHKA KOMITICKTOBAHUS apXHUBHOTO
YUpEeKISHUS
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B ToM 4mcie npakTHYeCKUX 3aHATHII 1 1a00pPaTOPHBIX padoT

BayTpenHee u BHeIIHEe COITIaCOBaHUE, MOPSAAOK YTBEPKICHUSI HOMEHKJIATYPBI €]l OpraHu3aLuy —
MCTOYHHUKA KOMITJIEKTOBAHUS apXUBHOTO YUPEKICHUS

Cocrasienue u ohopMIIeHIHE HOMEHKJIATYPBI €]l OpraHu3aluy —

MCTOYHHUKA KOMITJIEKTOBAHUS apXUBHOTO YUPEKICHUS

3aKpeITHE, COCTABICHNUE U 0()OPMIIEHHE HTOTOBOH 3alMCH K HOMEHKJIATYpe J1eJI OpraHu3aluy —
MCTOYHUKA KOMIUIEKTOBAHHSI ADXHUBHOTO YUPEKACHHS

Tema 3.3.

Od¢opmiieHue apxuBHOIO JeJia

Conepxanue
[MoaroroBka Jies K apXUBHOMY XPaHCHHUIO

CoctaB y4E€THO-CIPAaBOYHBIX JOKYMEHTOB apXHUBHOI'O JeJia

B ToM umcie npakTHYeCKUX 3aHATHI 1 1a00pPaTOPHBIX padoT

Hywmepanust 11cToB apXUBHOTO J€fa.

CocraBienue 1 ohopMIIeHHE BHYTPEHHEH OIMCH U JIUCTA-3aBEPUTENS ApXUBHOTO Jeria
Cocrasienue 1 ohopMIIEHHE KapThl-3aMECTUTES, JIUCTa UCIOIb30BAHMS APXUBHOTO Jeiia
Cocrasienue 1 oopMIICHHE PEKBU3UTOB 00JI0XKKH apXUBHOTO JeJia

[IpomuBKa apXUBHOTO €N

Tema 3.4.

Ilepenaya 1okymMeHTOB
HA apXHBHOE XpaHeHHe

Copepxanne

Iopsinok nepenayn JOKYMEHTOB Ha apXMBHOE XpaHEHHE.
ApXUBHas ONUCH: HA3HAUYEHHE, PYHKINH, BU]IbI

Iopsinox odopmieHns 1 paboTh C ApXUBHON OMHCHIO.
OnucH fien CTPyKTYPHBIX TTOApa3eIeHUuI

Ornricy e opraHu3aivm:
MOCTOSTHHOTO XPaHEeHHUS, 110 JIMYHOMY COCTaBY, BPEMEHHOT'O CpPOKa XpaHeHHs cBbIe 10 et

Omnucu OJICKTPOHHBIX ACJI (,E[OKYMGHTOB) OpraHu3anuu

BBI}_ICJ'ICHI/IC AOKYMCHTOB K YHUYTOXXCHUTIO

10
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B ToM 4mcie mpakTHYeCKUX 3aHATHI 1 J1a00pPaTOPHBIX padoT

Cocrasienue u oOpMIICHHE OIUCH JIeNl CTPYKTYPHOTO MOJIpa3 IeICHUS
Cocranenre 1 opopMIICHHE OITUCH I OPTaHU3aIldH

CocrasiieHue ¥ 0(OPMIICHUE aKTa O BBIJCICHUH K YHHUTOKEHHUIO apXUBHBIX JOKYMEHTOB,
HE TIOJICKAINX XPAaHSHUIO

14

Tema 3.5. Conep:xanue
Y4ér 10KyMEeHTOB B apXuBe Y4éT TOKYMEHTOB B apXHUBE: MIPUHIHIIBI, €IUHUIIBI YUETa, YIETHBIE POPMBI
Bupl OCHOBHBIX apXHMBHBIX CIIPABOYHHUKOB. ApXUBHAs 3BPUCTHKA

Cucrema HCA: Ha3HadeHHE, BUIbI IOMCKOBBIX CUCTEM

B Tom uncsie npakTHYECKUX 3AHATUI U J1a00PaTOPHBIX PadoT

M3ydenne cocTtaBa 1 3aroJHEHHST OCHOBHBIX YUETHBIX ()OPM apXuBa (KHHATA YIETa TOCTYIIICHUS
Y BBIOBITHS JIeN (IOKYMEHTOB), JIUCT (OHJIA, PEECTp OMHCEH, CTUCOK (POH/IOB)

Tema 3.6. Copepxanne

Hcnons3oBanue Opranu3zanysi HCIOIb30BaHUS JOKYMEHTOB apXHBa: HOPMATHBBI, LEJIN U (POPMBI
AOKYMEHTOB apXnuBa JocTyn kK apXMBHBIM JOKYMEHTaM. Belgaua TOKyMEHTOB BO BPEMEHHOE IT0JIb30BaHUE
Bupl 3anpocoB ¥ CPOKH UX BBITIOJTHEHHS.

IIpenocraBneHrie OTBETOB Ha 3alIpOCHl: APXUBHBIE CIIPaBKa, KOS, BBIITHACKA

V4éT u aHaIIN3 UCIIOJIb30BaHUS APXUBHBIX TOKYMCHTOB

10

B ToM umcse npakTHYeCKUX 3aHATHI 1 1a00pPaTOPHBIX padoT
Cocrasienue 1 oopMIIEHHE apXUBHOM CIPAaBKU Ha COLMAILHO-TIPABOBOM 3aIpoC

CocrapieHue u O(l)OpMHCHI/IC OTpULATCIBHOI'O OTBCTA Ha apXHBHBIﬁ 3arpoc

CocraBpieHue u O(l)OpMHeHI/Ie aKTa O BbIAadc aci1 ()_'[OKYMGHTOB) BO BpEMCHHOC IT1OJIb30BAHUC

Y4yeOHasa NpaKkTHKA
Bunsi pador:

P ACCMOTPCHUC CTPYKTYPhI y'{pe)K,IlCHI/IH/ 0pI‘aHI/I3a]_II/II/I/ MMpECANpUATUA (;[anee - OpFaHI/ISaLII/II/I), COCTaBJICHHUEC CXCMBI OpFaHI/BaLII/IOHHOf/i CTPYKTYDBI,
OMpPEACIICHNC NCTOYHUKOB KOMIUICKTOBAHUS apXrBa OpraHu3anuu. I/I3y'{€HI/IC I[OHX(HOCTHOﬁ HUHCTPYKIHHU apXUBHUCTA.

CocraBieHue CITUCKA NCTOYHUKOB KOMILICKTOBAHHS apXHBa OPTaHU3AIINH, OTIPEICIICHUE TPaHHI] apXUBHOTO (POH/A.
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CocraBieHue cxeMbl pa3MeIIeHUs CPEICTB XpaHeHusl. PaccMoTpenne Tonorpaguueckux ykasaTelei B apXHBOXPaHUIIUIIE OPTraHH3aIlH.
O3HakoMJICHHE C TIPaBUJIAMH BEACHUS KypHAJIOB HaOMIOACHHS 32 TEMIICPATYPHO-BIaKHOCTHBIM PEKMMOM B apXHBOXPaHWIIUILIE.

[ToaroroBka aen K apXUBHOMY XPaHEHUIO, B TOM YHUCJIC: U3yUCHUE IOKYMEHTOB B LIEJISIX OMPENCICHUsI CPOKOB UX XPAHCHUsI, HyMEpallusl JTUCTOB
apXMBHOTO Jela, COCTaBIICHHE ¥ OPOPMIICHHE BHYTPEHHEH OMKCH U JIMCTa-3aBEPHUTEIIS apXUBHOTO Jieia, COCTaBICHUE 1 0(pOpMIICHHE KapThI-
3aMECTHTEIS, JIUCTA HCIIONb30BaHUs apXUBHOTO JIe)Ia, COCTaBICHUE U 0(OpMIICHHE PEKBU3UTOB OOJIOKKH apXUBHOTO JeJia, IPOIIMBKA apXHUBHOTO
Jiena.

CocTaBiieHne apXuBHOH OIMHICH JIEJ TOCTOSTHHOTO XpaHeHus1. OQopmiteHne OIUCH JelT o JTHYHOMY cocTaBy. OdopMIIeHrE OIMCH JIe BPEMEHHOTO
(cBpime 10 net) cpoka XpaHEeHUSI.

OdopmieHre JOKYMEHTOB TI0 Pe3yJIbTaTaM NPOBEPKY HAJIMYUS M COCTOSHUS JIOKYMEHTOB B apXUBE, O BBIICJICHUN K YHHUYTOXCHHIO apXHUBHBIX
JOKYMEHTOB, HE MOJICKAIINX XPaHEHHIO.

O3HakoOMIJIEHHE ¢ HICTOYHHKAMH U IMOPAAKOM KOMIUICKTOBAHUSA (1)0H}:[a roJib3oBarens. O3HaKOMIICHHE C IMOPAAKOM BbIAa4X apXUBHBIX JOKYMCHTOB,
odopmIieHHEe Ta0IOHOB 3aMPOCOB HA BBIAAYy apXHUBHBIX JOKYMEHTOB. [10r0TOBKA OTBETOB Ha 3aMpOChl: apXHUBHBIE CIIPABKA, KOIHS, BBIMTHCKA

Pabora ¢ nH)opMaTMOHHO-TIONCKOBBIMH CUCTEMAaMH U 3JIEKTPOHHBIMH KaTaJloTaMH apXHUBOB.

IIpousBoacTBeHHasi MPaKTHKA (M0 NPO(GHUIIO CrIeUaTbHOCTH)

Buawpl pador:

N3ydenne npaBoBbIX (YUpEAUTENBHBIX) U PACTIOPSIUTENBHBIX JOKYMEHTOB OPTaHU3AIIUN — MECTa MTPOX0KIEHUS PAKTUKA

(manee — opraHm3anum) ¢ nenblo coopa HHGOPMAILIUY TSI UCTOPUUECKON CIIPaBKH K apXHUBHOM OIHCH, ONIPe/ICIICHIsI TPaHHIl apXUBHOTO (OHIA
OpraHHU3aIHH.

YyacTre B KOMIUIEKTOBAaHUY apXUBa OPTaHU3AINH JIeIaMU (JIOKYMEHTaMH) TTIOCTOSIHHOTO | JIOJNITOBPEMEHHOTO XPaHEHUSI.

N3ydenne apXUBHBIX TOKYMEHTOB OPTraHU3AINH C [ENIbI0 HCKITIOYSHHS AyOJIeTHOCTH HH(pOpMAaIIH, POBEPKU (PU3UIECKOTO COCTOSHUS JIeIT
(TonmucTHBIN mpocMoTp aen). CuctemMaTH3aIus JOKYMEHTOB B COOTBETCTBHY C BRIOPAHHON OpraHU3aIineil CXeMoH.

IIpuMeHeHre CXeMBbI pa3MeIeHUs CPEICTB XPAaHCHUS apXUBHBIX JJOKYMEHTOB OPTaHHU3AINHU IIpH IpuEMeE ael (TOKYMEHTOB) Ha XpaHCHHE.
Odopmiienre Tonorpagueckux ykaszaTelei B apxuBOXpaHwiniile opranuzanui. OpopmiieHre sIpIBIKOB Ha IEPBUYHBIC CPEICTBA XPAHCHHS.
Pa3memienue nmonoaHeHUs apxXuBHOTO (DOH/IA.

Odopmienne yI4€THBIX JOKYMEHTOB MTOCTYIUICHUS U BEIOBITHS .

OdopmiieHre ToOKyMeHTaIu 1o y4éty (GoH/Ia mois3oBares, GoTo-, ayTMOBU3yaIbHBIX JJOKYyMEHTOB, SJIEKTPOHHBIX JIOKYMEHTOB.
Odopmienne yu€THbIX (HOpPM apXUBa OPraHU3AIUHY.

VYyacTtue B IpOBEICHUU IKCIIEPTU3BI LICHHOCTU JOKYMEHTOB OPraHU3allMy HA OCHOBAHUU HAYUYHBIX KPUTEPUEB UX LIECHHOCTH U HOPMATUBHBIX
JIOKYMEHTOB: TiepevHeit 1 HoMeHkIaTyp. Onpe/ieieHre CpOKOB XpaHEHHsI JOKYMEHTOB U Jiell. OdopmiieHue kapTodek-3aMecTUTeN e aena.
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[IpoBepka HaTM4YUS U COCTOSHUSI APXUBHBIX JOKYMEHTOB OpraHu3aluy. BeIsBIeHNE TOKYMEHTOB € IOBPEXACHUSIMU MaT€PUAIbHBIX HOCUTEIEH.
Opranu3zanyst po3bicka HeoOHapyKeHHbIX Ae. OdopmieHne TOKYMEHTAIUH M0 PE3yJIbTaTaM MPOBEPKH.

Pabota o co3naHuio crpaBOYHO-TMIOMCKOBBIX CPEJCTB apXHMBa OPTaHU3ALKH, B TOM YUCIIE C MPUMEHEHHEM HH()OPMAIIMOHHBIX TEXHOJIOTHIA. Y4yacTue B
(hopMHPOBAHUH OCHOBHBIX M BCIIOMOTATEIbHBIX APXUBHBIX CIPABOYHHUKOB, B TOM YHCJIE C UCIIOJIb30BAaHUEM aBTOMATHU3UPOBAHHBIX CUCTEM.
CocraBieHue apxUBHOM OMKCH J1eJI HOCTOSHHOTO XpaHeHus1. O opmileHHE OIUCH AeT 110 JTMYHOMY COCTaBY.

Odopminenue onucu aei BpeMeHHoro (cBeiiie 10 neT) cpoka XpaHeHusl.

[Mouck napoOpMaImy MO 3aMpocy MOIH3OBATENS, B TOM YUCIIE C UCTIOJIb30BAaHHEM aBTOMAaTH3NPOBAHHBIX CUCTEM.

VcnonHenue 3ampocoB 10 MOUCKY apXUBHBIX A€ (ZOKyMEHTOB) OpraHU3allH, B TOM YHCIIE C UCIOIb30BaHUEM HH()OPMAIIMOHHBIX TEXHOJIOTHH.

Pazjnen 4. Opranu3anusi XxpaHeHHus1 JOKYMEHTOB B apXuBe

34/10

M/IK 02.04. O6ecnieuenne COXpaHHOCTH JOKYMEHTOB

34/10

Tema 4.1. ConepxaHue
YcaoBusi XxpaHeHUsl TOKYMEHTOB [Tpobnema COXpaHHOCTU TOKYMEHTOB B apxuBax. OCHOBHBIC MOHATHUS U TCPMUHBI
TpeboBaHuS K 37aHUAM H TIOMeIeHUIM apxuBa. O00pyI0BaHHE apXUBOB

[TonsiTHE «pEXKUM XPAHEHUS] JTOKYMEHTOBY.
CyIIeCTBYIOININE PEKUMBI XPAHCHHSI TOKYMEHTOB

PasmernieHre qOKyMeHTOB B apxuBe. Tororpagpuieckue ykasaTeiu

[IpoGiieMa XuIeHHUS JJOKYMEHTOB, MEpPbI 0€30ITaCHOCTH U 3aIlUTHI.
Bnusgnue nepemernieHus JOKYMEHTOB Ha UX COXPAHHOCTb

10

Tema 4.2. ConepxaHue
IIpoBepka HATUYMSA U COCTOSTHHUSI [IpoBepka HaJIMYKS U COCTOSIHUS JOKYMEHTOB B apXHBE
AOKYMCHTOB B apXHBax Pe3ynmbTaThl MPOBEPKH HAIUYHUS U COCTOSHUS JOKYMEHTOB

Iopsimok paboThI IO BHISIBIEHUIO TIOBPEXIEHHBIX TOKYMEHTOB

B ToM 4mcie npakTHYeCKUX 3aHATHII 1 1a00pPaTOPHBIX padoT
CocraBienue u ohopMIICHHE aKTa MPOBEPKU HAJTMYMSI U COCTOSHUS JOKYMEHTOB
Cocrasienue u ohopmiieHre akTa 00 yTpaTe apXUBHBIX JIOKYMEHTOB

Cocrasienue u ohopMIICHHE aKTa O HEHUCIIPABUMBIX ITOBPEXK/ICHUAX JOKYMEHTOB

10
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Tema 4.3. Conepxanue

KoncepBanus u pecrappanus ITpoBepka TEXHUYIECKOTO U (PU3UKO-XUMHUUECKOIO COCTOSIHUS apXUBHBIX JTOKYMEHTOB.

JOKYMEHTOB [Tpobnema crapeHus: JOKYMEHTOB, «yTacaHue TEKCTa» 4
Konceppanus u pectaBpaliisi apXUBHbBIX JOKYMEHTOB.
CriocoOb1 BOCTIpOM3BEICHUS K BOCCTAHOBIICHHS JOKYMEHTOB

Tema 4.4. Conep:xanue

CoxpaHHOCTb JOKYMEHTOB IIpobaema cOXpaHHOCTH NEKTPOHHBIX TOKYMEHTOB 4

Ha cnenuaJbHbIX HOCHUTEIAX Xpanenne u 00pad0OTKa JOKYMEHTOB Ha CIIEIHATEHBIX HOCUTEIISX

Bcero 250
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3. YCJIOBUA PEAJIM3ALIUN TPOPECCHUOHAJIBHOI'O MOAYJIA

3.1. s peanu3amuv nporpaMmMbl NMPogecCHOHAJIBHOIO MOAYJSA T0/LKHBI ObITH
NpeaycMOTPEeHbI cJieAyIolue clielHalbHble OMelleHUs:

Kabuner apxuBoBeieHUs, OCHAIIIEHHBIN

— 000pyIOBaHHUEM: CTOJIBI U CTYJIbs, IKA(DbI, CTEIIaXH, TOCKA, THTEPAKTUBHAS PUCTaBKa
K TOCKE/MHTEPAKTUBHAS JOCKA, TPOEKTOP, KOHAUIIMOHED;

— TeXHUYECKUMH CPEJICTBAMU: MEPCOHATBHBIN KOMIBIOTEP (TIporpaMMHOe oOecrieueHue:
TEKCTOBBIM peNaKkTop, MpaBoBas 0a3a JAHHBIX, CHCTEMa 3JIEKTPOHHOTO JTOKyMEHTOO0OpOoTa,
POrPaMMHBIN MPOAYKT, peaTu3yonuii (YHKIIMA apXyUBa OpraHU3alllu, JJOKaJIbHas CeTh, BHIXO]
B INIO0ABHYIO CETh), MHOTO(PYHKITMOHAIBHOE YCTPONUCTBO (IPUHTEP, CKAHEP, KOIHUD).

JlaGoparopus apXMBHOTO Jiejia, OCHAIIEHHAS:

— 000pyIOBaHUEM: CTOJIBI U CTYJIbA, IIKa(bI, CTENIaXKU, TOCKa, THTEPAKTUBHAS PUCTaBKa
K TOCKE/MHTEPAKTUBHAS JOCKA, TPOSKTOP, KOHAUIIHOHED;

— TEXHUYECKHMH CPEJICTBAMU: IMIEPCOHATBHBIA KOMIBIOTEP (TIporpaMMHOe oOecrieueHue:
TEKCTOBBIM pPEIaKTOp, MpaBoBas 0aza IaHHBIX, CUCTEMa O3JIEKTPOHHOTO IOKYMEHTOO0OpOTa,
MPOTPaMMHBIA MPOIYKT, PeATHU3YIONIMA (PYHKIIMA apXUBa OpPraHU3alNH, JIOKAJIbHAS CETh, BBIXO]]
B TJIOOANbHYI0 CETh), MHOTO(YHKIIMOHAIBHOE YCTPOWMCTBO (NPUHTEP, CKaHEp, KOMUp),
YHUYTOXXUTEIb JOKYMEHTOB (IIpeiep), HHCTPYMEHTHI M MaTepUalIbl AJIsl IPOIIUBKH JIOKYMEHTOB
(MexaHMYeCKHe M PYy4YHbIE): MPOIIMBHOE YCTPOWCTBO, JBIPOKOJBI HA JBa M 4YEThIpE IMPOKOIA,
IIWJIO, MTJIa, KAPTOH «apXuBHBIN cTaHaapT» 230x320 MM ¢ OUroBKOH (110 JIMHUH CTU0A), HUTh JIJIs
MOJMIIMBKA JIOKYMEHTOB JaBcaHo-mranenpHbie JIII-210, meyarp W ImITaMmbl IS 3aBepeHUS
ApPXUBHBIX CIPABOK, KOMUH ¥ BBIMTUCOK (OTMETKA O 3aBEPEHUU KOMHH JOKYMEHTOB, IITaMII
«Komusy).

3.2. UndopmanuonHoe odecreyeHne peaau3almu NporpaMmmbl

Jlnsa peanuzanuu MporpaMMbl OUOMMOTEUHBINH (GOHI 00pa3oBaTENbHON OpraHu3alud
JOJKEH UMETh TIeUaTHbIC W/UIIN JIEKTPOHHBIE 00pa3oBaTelbHble U HHPOPMAIIMOHHBIE PECYPCHI,
JUTSL KICTIOJIb30BaHUs B 0Opa3oBaTenbHOM mporiecce. [Ipu dopmupoBannu 6ubarnorednoro Gouga
o0pa3oBaTenbHOI OpraHU3aIii BHIOUPAETCS HE MEHEe OJJHOTO U3aHUs U3 TIEPEUNCIICHHBIX HIKE
NEYATHBIX M3/aHUN U (WIN) AJIEKTPOHHBIX M3JaHHI B KaueCTBE OCHOBHOTO, NMPU 3TOM CIIHCOK,
MOXET OBITh JOITIOJIHEH HOBBIMU U3JaHUAMMU.

3.2.1. OcHOBHbIE NTeYATHBIE U3AAHUHA

Opranuzaisg apXxvBHOM M CHPaBOYHO-MH(POPMAIIMOHHON pabOThl MO JOKYMEHTaM
opranuzaiuu [Tekcr]|: yueOHUK ISl UCHOJB30BaHUS B y4eOHOM Tpoliecce 00pa3oBaTeIbHBIX
YUPEKACHUH, peaTu3ymoluX MporpaMMbl CpEIHEro Npo(ecCHOHANBHOr0 00pa3oBaHUs IO
crenuanbHOCTH "JloOKyMeHTallMOHHOE oOeclieyeHre yNnpaBieHusl U apXuBOBeAeHue»: [B 2 u.] /
[bypoBa E. M., Xopxopauna T. W.]; mox pen. E. M. BypoBoit — 3-e u3n. crep. — Mocksa:
Axanemus, 2019. (ITpodeccuonansroe oopazoBanue. [Ipodeccnonansueiii Mmoayns). U. 1. — 20109.
— 336 c. ISBN m3nanus: 978-5-4468-5976-4. ISBN Toma: 978-5-4468-5974-0.

Opranu3anus apxuBHOM U CIIPaBOYHO-UH(POPMALIMOHHOMN pabOThI 10 TOKYMEHTaM
opranu3zaiuu [Tekcr] : yaeOHMK [T NCTIOIb30BaHUs B Y4eOHOM Mpoliecce 00pa3oBaTeIbHbBIX
YUPEXKICHNH, PeaTn3yIOIIX IIPOrpaMMBl CPEIHETO MPOPEeCCHOHATIBHOTO 00pa30BaHUs 10
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crienuaabHOCTH "J[oKyMeHTaIIMOHHOE 00ECTICUCHHE YIIPABICHUS U apXUBOBEICHHE»: [B 2 4.] /
[bypoBa E. M., Xopxopauna T. 1.]; mox pexa. E. M. BypoBoii. — 3-¢ u3a. crep. — Mocksa:
Axanemus, 2019. — (IlpodeccrnonansHoe obpazoBanue. [Ipodeccrnonanbuerii Mmoayms). Y. 2 / [E.
M. Bypoga, A. Il. ApanaceeBa, E. B. Anekceea, A. E. Poguonosa]. — 2019. — 400 c.
ISBN: 978-5-4468-5975-7

Packun, JI. 1. Meronuka M TpaKTUKA apXWBOBEICHUS: YYEOHUK JUISI CPEIHETO
npodeccuonaibHoro oopazopanus / J[. U. Packun, A. P. CokonoB. — MockBa: M3narenbcTBo
FOpaiir, 2022. — 339 ¢. — (IlpodeccuonanbHoe oOpa3oBaHue). — TEKCT: HEMOCPEACTBEHHBIM.
— ISBN 978-5-534-02419-7.

3.2.2. OcHOBHBbIE JIEKTPOHHbIE U3IAHMS

1. Packun, /.. Metoauka W mpakTUKa apXWBOBEIACHUS: YUYEOHUK ISl CPETHEro

npodeccuonansuoro obpaszoBanus / JI. U. Packun, A. P. CokonoB. — Mocksa: U3natenbcTBo
IOpaiir, 2022. — 339 ¢. — (IIpodeccuonanpHoe oopa3oanue). — ISBN 978-5-534-02419-7. —
Texkct:  snextpoHHblid  //  OOpasoBarenbHas — 1iarpopma  FOpaiit  [caiit]. ——

URL.: https://urait.ru/bcode/492546
3.2.3. lonoJHUTEIbHbIE HCTOYHHKH (1pU HE0OX00UMOCMU)

1. bacakoB, M.U., [lokyMeHTallMOHHOE oOOecCIeueHue YMpaBieHHUs (C OCHOBAMU
apxuBoBezieHns1): yueonoe nocodue st CI1O / M.M. bacakoB. — Mocksa: U3natensctBo KHOPYyC,
2022. —216 c. — Tekcr : Henocpencteenubiid. — ISBN: 978-5-406-09983-4.

2. byposa, E. M., MypaBseBa, H. A. CnpaBouHMK IO apXUBHOMY Jeily JUIs
paboTHuKoB opranuzanuii. — (Cepust «YnpasiaeHueckass O6e3onacHocTb» / moa obm. pen. A. b.
bezboponosa). — M: Tepmuka, 2018. — 396 c. — Tekct : HenocpencrBenusnid. — ISBN: 978-5-
6040204-4-9.
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— Mocksa: M3garensctBo FOpaiit, 2022. — 329 c. — (Bsicmee oopazoBanue). — ISBN 978-5-
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7. [TaBnoBa, P. C. [lenonpon3BoACTBO MO OOpaIlIEHUSIM TpaKaaH: yaeOHOe ocooue
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4. KOHTPOJIb 1 OHEHKA PE3YJIBbTATOB OCBOEHMUSA
IMPO®ECCHUOHAJIBHOI'O MOAYJIA

Koa v nHanmenoBanue
npodeccHoHAIBHBIX
U 00IUX KOMIIeTEHIHH, Kpurepun ouenku MeToablI OlLIEHKH
(popmupyembIX
B paMKax MOXYJIst
IIK 2.1. Co3aHne JJOKAIbHBIX HOPMAaTUBHBIX ABanus U oleHkKa
Ocy1iecTBIsTh JIOKYMEHTOB ¥ ITPOTOKOJIOB 3aCEAaHUil | PelIeHU
KOMIIIEKTOBaHHE AKCIEPTHON KOMHUCCUU OPTaHU3AINH. MPpoOIEMHBIX
ApXUBHBIMHU JI€TIaMU [IpoBenenue 3xkcnepTU3bI LIECHHOCTH CUTyalui, npu
(TOKyMEHTaMH ) JIOKYMEHTOB OpTraHU3aII1H. BBIMTOJTHEHUH
apXuBa OpraHU3aluu MPAKTHYECKUX padoT.
TectupoBanue.
3auétel mo MJIK,
aTTecTarus 1o
IIPOU3BOACTBEHHOMN
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IMPAKTHUKE; SK3aMCH

KBaJTU(DUKALIMOHHBIN
no [IM 02
IK 2.2. VY4&T apXuBHBIX J1e] (JIOKYMEHTOB)
Bectu y4ér apXuBHBIX MOCTOSTHHOTO U BPEMEHHOT'O XpaHEHHUSI.
nen (10KyMEHTOB), VYuér hoHI0B U onucelt apXUBHBIX Aen | TecTupoBaHHe.
B TOM YHCIIE (oxymeHTOB). YU€T Bbljaun apXuBHbIX | OIleHKa [0 UTOram
C UCIOJIb30BaHHEM nen (I0KyMEHTOB) U3 BBITIOJTHEHUS
ABTOMATHU3UPOBAHHBIX apXMBOXPAaHWINIIA U UX BO3BpaTa. PaKTUYECKUX paboT.
CHUCTEM VY4€T 1 KOHTpONIb nepesaun apxuBHbIX | 3auétel o M/IK,
ne (TOKyMEHTOB) B TOCYIapCTBEHHBIN/ | aTTECTAIHS 110
MYHHIIMIIATBHBIA apXUB WIHM HA HHOE MIPOU3BOJICTBEHHON
BHEIITHEE XpaHeHHe. YUET U PO3BICK MIPAKTUKE
HEOOHAPYKEHHBIX JIeN (JOKYMEHTOB).
Benenue nen Gponos
IIK 2.3. Coznanue omnuceit nen (TOKyMEHTOB)
OcymiecTBiATh OpraHu3alH MOCTOSIHHOTO CPOKa
XpaHEHUE apXUBHBIX JIeTT | XPaHEHUS U TIO0 TUYHOMY COCTaBY.
(TOKyMEHTOB) Pa3menienne apXuBHBIX €1

C IIOCTOSIHHBIM CPOKOM
XpaHeHus

U 110 JINYHOMY COCTaBYy
B apXMBE OPraHU3aLNH

(TOKYMEHTOB) B apXHUBHBIX
XPaHUJIUILAX B COOTBETCTBUHU C
BBIOpPaHHON cXeMOM Kiaccu(uKaluu u
CUCTeMaTH3alMH J1eN (AOKYMEHTOB).
Co3nanue u obecrieueHre peKUMOB
XpaHEHUsl apXUBHBIX el
(toxymenToB). [IpoBepka Hanuuus u
COCTOSTHUS apXUBHBIX /1T
(ToxymeHTOB). BrisiBienue u y4ér
ApXUBHBIX JeJ (IOKyMEHTOB),
TpeOYIOIUX PeCcTaBpaAlUOHHOM,
KOHCEPBAIIMOHHO-TTPO(PUIAKTUYECKOM
U TEXHUYECKOW 00pabOTKH.
[ToaroToBka ycioBwmii st obecreueHus
COXPAHHOCTH apXHUBHBIX JIEN
(ToKyMeHTOB) B 0COOBIil mepuo u
Ype3BbIUAHBIX

cutyauusax. OcymiecTBIeHue KOHTPOJIs
JBUKCHUS apXUBHBIX JIEIT
(TOKyMEHTOB) M UX (UZUYECKOTO
cocrosiHus. [loaroroska u nepegaua
ApPXUBHBIX eI (HOKYMEHTOB)

B TOCY/IapCTBEHHBIN/ MyHHUIIUITATBHBIN
apXuB WM Ha NHOE BHEIIHEE XpaHEHUE

AHanus 1 oLeHKa
pelIeHuni
POOJIEMHBIX
CUTyaluH, Ipu
BBITNIOJTHEHUH
IPAKTUYECKUX padoT.
TectupoBanue.
3auétsl mo MJIK,
aTTecTanus 1o
MIPOU3BOJICTBEHHON
IIPAKTHKE; IK3aMEH
KBaJIU(PUKAITIOHHBIH
no [IM 02
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K 2.4.

Ocy1ecTBIISITh
XpaHeHHe,
KOMILIEKTOBAaHHE, YUET U
HCIIOJIL30BaHUE JCT
(TOKYMEHTOB)
BPEMEHHOT'O XpaHEHUS

VYuér onuceit 1e1 BpEMEHHOTO
XpaHEHUs CTPYKTYPHBIX
MOJpa3/IeJICHU1 OpraHu3aluy B

TPaAUIIMOHHOM U B 3JICKTPOHHOM BH/IC.

Cucrematuzanus Aei (J0KyMEHTOB)
BPEMEHHOI'O XpaHEHUS, IPUHATHIX OT
CTPYKTYPHBIX HOJpa3IeICHIH
OpraHu3aIuy, sl pa3MEIICHUs B
XPaHHWIUILE apXUBa OPTaHU3AIUH.
KonTposnb Bblgauu B onepaTuBHOE
MOJIb30BaHKeE 1 (JJOKyMEHTOB)
BPEMEHHOI'0 XpaHEHUS U UX BO3Bpara.
IIpoBeneHue

HKCIIEPTU3BI IEHHOCTH JIET
(TOKYMEHTOB) BPEMEHHOTO XpaHEHHUSI B
apxuBe opranuzaiuu. [loaroroska nen
(TOKyMEHTOB)

BPEMEHHOT'O XpaHEHUS, MPUHATHIX OT
CTPYKTYPHBIX TIOJpa3IesICHIH, Ha
yHuuroxxenue. Co3aHue akToB O
BBIJICJICHUN HAa YHUYTOKEHHUE JEIT
(TOKYMEHTOB) BPEMEHHOT'O

XpaHEHHS C UCTEKITNMH CPOKaMH,
IPUHSTHIX OT CTPYKTYPHBIX
MoJpa3IeICHUI

AHanu3 1 OlleHKa
peleHui
POOJIEMHBIX
CUTYyallui, Ipu
BBITIOJIHEHUH
MPAKTHYECKUX padoT.
TectupoBanue.
3auétel mo MJIK,
aTTecTalus 1o
IPOU3BOJICTBEHHON
MPaKTUKE; IK3aMEH
KB (DUKAIIMOHHBIN
no [IM 02

IIK 2.5. ITonnep:kka B akTyajaIbHOM COCTOSIHUU
AHanu3 1 OlleHKa
OcymiecTBISITh AIIEKTPOHHBIX HHHOPMAIIHOHHO- S
HCII0JIb30BaHUE MTOMCKOBBIX p
POOJIEMHBIX
ApPXUBHBIX JEIT CHCTEM apXMBa B JOKYMEHTHPOBAHHBIX .
CUTyalui, npu
(ITOKyMEHTOB), cdepax AeaTeTbHOCTH OpraHU3aIHH.
BBITIOJITHEHUH
B TOM YHCJIIE CocraBiieHue CIIPaBOYHO-TTOMCKOBBIX
MPAKTHYECKUX padoT.
C UCIIOJIb30BAaHUEM CpEenCTB
aBTOMATHU3UPOBAHHBIX K apXUBHBIM JieJIaM (JJOKyMEHTaMm) Tecruposarue.
. y ’ 3auétel mo MJIK,
CUCTEM YUYTEHHBIM B ApXUBE U B
aTTecTaIus 1o
JIOKYMEHTHPOBAHHBIX chepax .
MIPOU3BOACTBEHHOMN
JIeSATeTLHOCTH OpTaHU3aIluH. _
MPaKTHKE;
[ToaroroBka OTBETOB Ha 3aMPOCHI
3K3aMEH
ApPXUBHBIX e (JOKYMEHTOB). .
[ToaroroBka pabOTHI OIB30BATENEH B KBAITH HKAHOHHBI
P no [IM 02
YUTAJIHLHOM 3aJI€ apXHUBa
OK 01. Bri6op criocoba penienus 3agau KonTpons
Br16upats crioco0Obl npodeccuoHaNbHOM e TeNIbHOCTH BBIIIOJIHEHUS
pelIeHus 3aaa4y MPUMEHUTETBHO MPaKTUYECKHUX
npodeCCHOHATBEHON K Pa3IMYHbIM KOHTEKCTaM 3aJaHUM.
IesITeIbHOCTH VYcTHEIN nn
IPUMEHUTEIIBHO K TECTOBBII KOHTPOJIb
Ppa3JInYHbIM KOHTCKCTaM TEOPETUYECKUX
3HAHUM.
AHanm3 1 OLEeHKa
peLICHUI
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POOJIEMHBIX
CUTYyalHi.
[IpoBepounsie
paboTHI IO KaXI0U
TEME.

Artrecranus 1o
MPOU3BOACTBEHHOMN
MpaKTHUKE.

OK 02. Hcnonp30BaHne COBPEMEHHBIX KonTpoas
Hcnonb3oBath CpeZCTBa IIOMCKA, aHAIN3a U BBIITOJIHEHUS
COBpPEMEHHBIE CPECTBA UHTEpHpeTanuu HHPOpMaIuu, U PaKTUYECKUX
IIOUCKA, aHaJIMu3a U UCIIOJIb30BaHUE UH(OPMAIIMOHHBIX 3aJaHUH.
UHTEPIpETaun TEXHOJIOTUH [T BBITIOJTHEHUS 3a/1a4 VY CTHBIN WK
UHpOpMaLIUU U npodecCHOHATIBLHOM 1eATEIbHOCTH. TECTOBBIif KOHTPOJIb
MH(POPMALMOHHBIE TEOPETUUECKUX
TEXHOJIOTUH JUIsI 3HAHUI.
BBITTOJIHEHUS 327144
npodeccuoHaIbHON
JeSITeTbHOCTH

Amnanus u oleHka
pelIeHU
POOJIEMHBIX
CUTyaluil.
[IpoBepounsie
paboOTHI IO KaXKI0U
TEME.

Artrecranus 1o
MIPOU3BOACTBEHHOMN
MIPaKTHUKE.

OK 04. B3aumopeiictBue u pabora B KonTtpoas
DddexTuBHO KOJUIEKTUBE U KOMaHJIE BBITIOJIHEHU S
B3aMMO/ICHCTBOBATH U MPAKTUYECKUX
paboTaTh B KOJJIEKTUBE U 3a/1aHMil.

KOMaHae YceTHBIN Wi
TECTOBBIN KOHTPOJIb
TEOPETUYECKUX
3HAHUM.

AHanu3 U OLIEHKa
pelLIeHni
MPpoOIEMHBIX
CUTYyaLHi.
[IpoBepounsie
paboTHI MO KaXKI0M
TEME.

ATTecTanus 1mo
MIPOU3BOJACTBEHHOMN
MPaKTHKE.

OK 05. OcymiecTBieHre YCTHOM U ucbMeHHOM | KoHTposs
OcCy1LIEeCTBIISATh YCTHYIO U | KOMMYHHUKAlLlMU Ha TOCYAapCTBEHHOM BBITIOJTHEHUS
MUCbMEHHYIO s3bike Poccuiickon @enepanuu ¢ MPAKTUYECKHUX
KOMMYHUKAIUIO Ha 3a1aHU.
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TOCY/IapCTBEHHOM SI3bIKE | Y4ETOM OCOOCHHOCTEH COIMAILHOTO M | Y CTHBIN UITN
Poccuiickoit denepanyu ¢ | KyJIbTypHOTO KOHTEKCTa TECTOBBIN KOHTPOJIb
y4€ToM ocoOeHHOCTEN TEOPETHYECKUX
COLIMAJIBHOTO U 3HAHUM.
KYJIBbTYPHOI'O KOHTCKCTA AHanus 1 OlleHKa
peleHui
POOJIEMHBIX
CUTYyalHi.
[IpoBepounbIie
pabOoTBI MO KaXKI0M
TEME.

ATTecTanus 1mo

MPOU3BOACTBEHHOMN
IIPaKTHUKE.
OK 09. Hcnons3oBanue npoheccuoHambHOM KonTpob
[Tonb3oBaThCs JIOKYMEHTAIlUW Ha TOCYJapCTBEHHOM M | BBITIOJIHEHHS
npodeccuoHanbHOM MHOCTPAHHOM SI3bIKaX MPaKTUYECKUX
JIOKYMEHTalUe Ha 3a7laHUI.
TOoCyaapCTBEHHOM U VY CTHBIN WIN
HHOCTPaHHOM sA3bIKaX TECTOBBII KOHTPOJIb
TEOPETUUECKHUX
3HAHUM.

AHanuM3 1 OlleHKa
peleHni
POOJIEMHBIX
CUTYyaLHi.
IIpoBepounsie
paboTHI IO KaXI0U
TEeME.

ArtTtecranus no
MPOU3BOACTBEHHOMN
MIPaKTHUKE.
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IIpuno:xenne 2. [IpuMepHbIe NPOrpaMMbl Y4eOHBIX AU CHUILINH

puaoxenne 2.1

Kk ITOII cnennajbHOCTH

46.02.01 JloxymeHTaIlHOHHOE O0ecTeyeHue
ylpaBJjieHUs] U ApXUBOBe/IeHHe

IPUMEPHAS PABOYAS ITIPOT'PAMMA YUEBHOM JUCHUITIIUHBI

«CT'.01 UCTOPUSI POCCUN»

2023 r.
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COJEPKAHUE

. OBIIASI XAPAKTEPUCTHUKA IIPUMEPHOM PABOYEN
MMPOI'PAMMBI YUEBHOM JUCHUILIMHBI

. CTPYKTYPA Ul COJEPKAHUE YUYEBHOM
TACIATLITAHBI

. YCJIOBHUA PEAJIN3AIIMA YYEFHOM JUCITATLIIAHBI

. KOHTPOJIb Y OLIEHKA PE3YJIbTATOB OCBOEHMUSI
YYEBHOM JUCLHUIIIAHBI
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1. OBIIASI XAPAKTEPUCTUKA IPUMEPHOM PABOYEH ITPOI'PAMMBbI
YUYEBHOM JJUCIIUTIJIMHBI

«CI'.01 UCTOPUA POCCHUN»

1.1. MecTo IUCHUNJIMHBI B CTPYKTYpPe OCHOBHOI 00pa3oBaTe/IbHOM MPOrpaMMbI:

VYyebOuas

JUCHUITIINHA

«Hcropus

Poccun»

SABIIACTCA 00s3aTeNLHON 9aCTbIO

CONUAIBHO-TYMAHHUTAPHOI'O HUKJIA anMepHoﬁ O6p330B3T€J'IBHOI>i IIporpaMmMbl B COOTBECTCTBHU

¢ Oroc CIIo
Y apXUBOBEJICHUS.

10

CIICHHNAJIBbHOCTHU Z[OKYMCHTaHI/IOHHOG

obecreyeHne YIIpaBJICHUA

Ocoboe 3HaueHne TUCHUILIMHA UMeeT npu dopmupoBanuu U pazsutun OK 01, OK 02,
OK 04, OK 05, OK 06, OK 09.

1.2. He.]'lb H INIAHUPYEMBIC PE3YyJbTAThI OCBOCHUA TUCHUIIIMHBI:

B paMKax IIpOorpaMMbI yqe6H0171 AUCHUITIIMHBI O6y‘laIOIJ_II/IMI/IC$I OCBanBAIOTCs YMCHUA U

3HAHHUA
Koa
YmMmenus 3nanus
IIK, OK
OK 01, 02, 04, OPUEHTUPOBATHCS B OCHOBHBIC HANPABJIECHUS PA3BUTHS
05, 06, 09 COBPEMEHHOM Poccun (CCCP) Bo BTOpO# TIOJIOBHUHE
SKOHOMHUYECKOH, XX n neppout yerBeptu XXI BB.;

MOJIUTAYECKON U KYJIbTYPHOU
cutyauuu B Poccun u mupe;

BBISIBJISITH B3aMOCBSI3b
OTE€YECTBEHHBIX,
pEeTHOHAIBHBIX, MEPOBBIX
COLIMAJIbHO-9KOHOMUYECKUX,
MOJUTUYECKUX U KYJIbTYPHBIX
npo0iem;
MPOTUBOICHCTBOBATH
MONbITKaM (hanbcupuKauu
HUCTOPUYECKUX (DAKTOB.

CYIIHOCTb U IIPUYMHBI JTOKAJIbHBIX,
PErMOHANIBHBIX, MEKI'OCYIaPCTBEHHBIX
KOH(JIMKTOB BO BTOPOM MOJ0BHHE XX —
niepBoi yerBeptH XXI B., OLIEHUBATH
POJIb CTPaHbI B UX pa3peLICHUN;

OCHOBHBIE IIPOLIECCHI ITOJTUTUYECKOTO U
SKOHOMHUYECKOI'0 Pa3BUTHUs CTPAHBI U €€
PETHUOHOB;

OCHOBHBI€ HAIPABJIEHUS OTEYECTBEHHOMN
BHEIIIHEW MOJIUTUKHU C BETYIIUMHU
MupoBbiME aepxkaBamu, OOH, HATO,
EC u npyrumu MexxyHapOAHBIMU
OpraHu3alusIMu;

0 pOJIK HAYKH, KYJIBTYPBI U PEIIUTHUN
B COXPaHEHHUH U YKPEIJICHUU
OTCUCCTBCHHEIX HAIIMOHAIIBHEIX 1
roCyJJapCTBEHHBIX TPaJAUIINI;
coJiepKaHue U Ha3HAUYCHHUE BAXKHEUIIINX
MPaBOBBIX U 3aKOHOIATEIHHBIX AKTOB.
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2. CTPYKTYPA U COJIEP)KAHUE YUEBHOM U CIHUILIMHBI

2.1. O0beM yueOHOI JMCUMIIJIMHBI M BUABI Y4eOHOI padoThI

Bup yueOHoii padoTbl

O0BeM B yacax

O6Bem o0pa3oBaTeIbHON TPOrpaMMbl YIEOHON JUCITUTITMHBI 34
B T.4. B (hOpMe MPaKTUYECKOH MOATOTOBKH

BT. 4..

TEOpPETHYECKOE 00yUeHre 26
MPAKTUYCCKHUE 3aHATHSI 8

[IpomexxyTouHas arrectauus
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2.2. TeMaTHYeCKHH IJIAH U COAePKaAHME YUeOHOM JUCUMIIIIMHBI

Koabl
KOMIIETeHIIH I
Oo0beMm, ak. 4 /
H JINYHOCTHBIX
B TOM YHCJIe 39
pe3yabTaToB™,
HaumMeHnoBaHnue B hopme
Coneprxanue yueOHOro Mmarepuasa u GopmMbl OpraHu3anMuM JIesITeTbHOCTH 00yYAIOIINXCS . | ¢(opmupoBanu
pa3aeaoB H TeEM NPaAaKTHYIECCKON
10 KOTOPBIX
MMOoATrOTOBKH,
crnoco0cTByeT
aK. 9.
3JIEMEHT
NPorpamMmbl
Paznen 1. Beankas OredecrBenHas BoiiHa 1941 — 1945 rr. 6
Tema 1.1. Coaep:xanue yueOHOro MaTepuaJia 2 OK 01, 02, 04,
Hauaiio 1. Mexaynapoanasi 00CcTaHOBKa B KOHIIE 30-X T010B. BHYTPEHHSS U BHELIHSAS OJUTHKA €BPONEHCKUX 05, 06, 09
Bennkon ctpaH. «[lakt Monotosa — Pud6entpona» Hauano Bropoii MupoBoii Boiinbl. CoBeTCKO-(UHCKAs
OTrevecTBeHHO | BoitHa. Bxoxenue pecry6uuk [Ipubantuku, CeBepHoii Bykosunsl u beccapabuu B cocraB CCCP.
1 BOMHBL. 2. Oxonomuueckoe pazsutue CCCP HakaHyHE BOWHBI: Pa3BUTHE MPOMBIIIICHHOCTH, TPAHCIIOPTA,
IHepsb1ii 3TaN o
e}) ? SHEPreTHKHU U CEIBCKOT0 X03s1cTBa. BoopykeHHbIe criibl cTpaHbl B KoHIE 30-x Hadase 40-X roj1oB. 2
BOITHBI.
3. Hamanenue ['epmannu Ha CoBerckuit Coro3. YnpapieHue cTpaHoi B mepuo/ BoitHeL. [lepecTporika
HSKOHOMHKH Ha BOCHHBIN J1ag. COBETCKHIA THII M TAPTH3AHCKOE JIBIYKEHHE B TOJIBI BOIHEI.
4. butsa 3a Mocksy, 6;10kana Jlenunrpana, neygaun 1942 roga. Co3znanue U yKperuieHne
AHTUTUTIIEPOBCKOM KOATHUIIMH.
Tema 1.3. Conep:kanue yueGHOro MaTepuaJa 2 OK 01, 02, 04,
Kopennoii 1. Cranuurpajckas OMTBa — Ha4aI0 KOPEHHOTO mepeiioMa B BoiiHe. Kypckast 6utBa, hopcupoBanue 5 05, 06, 09
nepeJioM B Jlaenpa, ocBoOOXKIeHNE TEPPUTOPHH cTpaHbl. COBeTCKasi 3KOHOMHUKA U HayKa B I'OJIbl BOMHHBI.

% B coorsercreuu ¢ Ipunoxenuem 3 TIOOIL.
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Beaukoi
OTeyecTBEHHO
M BoliHe U
OCBOOOKIEHHE
crpan EBponbl.

Wneonorus narpuotusma. Pycckas [IpaBociaBHas epKoBb B IoJibl BOWHBL Terepanckast KOH(pEpeHIus
1943 1.

2. OcBoboxaenue crpan EBpomnbl oT HeMerko-(pammcTckux 3axBaTuukoB (Pymbraust, bonrapus,
Orocnasus, Benrpus, Asctpust, YexocnoBakus). butsa 3a bepnun. Kanutymsauus ['epmanun. [lobena
B Benukoit OTeuecTBEHHON BOMHE.

Tema 1.4. Coaeprxanue yueOHOro MaTepuasa 2 OK 01, 02, 04,
Hroru Bropoii | 1. Snrunckas (Kpeimckas) u [Torcnamckas (bepnunckas) kondepenin. Oxkkymanus ['epmanun. 05, 06, 09
MHpOBOii 1 ITocsIeBOEHHOE YCTPOICTBO MHUpA. OK 01, 02, 04,
Benukon o

2. Pasrpom Munurapuctckoit inonnu. Amepukanckast araka Ha Xupocumy u Haracaku. Kanurynauus 05, 06, 09
OteyecTBEeHHO . oo
. SAnonnun. Oxonuanue Bropoit MUpoBOI BOIHBI.
i BOIiH.

.Utorn u n TBUsA Benukoit OTe4ecTBEHHON BOMHBI. 5

MocIeBOCHHOE 3. Uto ocClie/IC enkoit OTeuecTBEHHOM BOMHBIL. [oTepu cOBETCKOM apMUU U TPaXKIAHCKOTO
YCTPOHCTBO Hacenenus. Teppuropuansasie mpuodperennst CoBerckoro Coro3a. [locneacTBust BOWHBI 115t
Mupa COBETCKOW HKOHOMHKH (IIPOMBIIIJIEHHOCTb, CEITLCKOE X03IHUCTBO, TpAaHCTIOPT). Penarpuanus coBerckux | 2

rpaxnaaH Ha Ponuny, 60pp0a ¢ BOOpYKEHHBIMH aHTUCOBETCKUMH HAIIMOHAINCTUYECKUMU

opranusanusmMu. My>KecTBO ¥ Fepou3M COBETCKOTO Hapo/ia B TO/1bl BOMHBI.

3. Hropubeprckuii poriecc. Cy1 HaJy HAIMCTCKUMHU BOCHHBIMH MPECTYTHUKAMH U PEIICHUS

Hropub6eprckoro TpubyHana.

4. Can-®panuucckas koHpepennus. Coznanne OOH. OcHOBHBIE CTPYKTYPBI M pyKOBOJISIINE OPraHbl

OOH. Tlpeanoceuiku K Hayairy «X0JI0AHON BOMHBI».
Paznea 2. CCCP B konue 40-x — nauase 80-x rr. XX Beka. 12/5
Tema 2.1. Coaep:xanue yueOHOro MaTepuaJia 4 OK 01, 02, 04,
Buyrpennsis m | 1. CoBeTckas IOJUTUYECKAs CUCTEMA TI0C/Ie BOMHEL Penpeccun konna 40-x — nayana 50-X IT. 05, 06, 09
BHELIHAA «Jlenunrpazackoe neno», «Jlemo EBpeiickoro anTuhammcTckoro kKoMuTeTay u «Jlemno Bpadein. 2
MOJIUTHKA Jluckyccns 0 maTpuOTU3ME U KOCMOTIOJIUTU3ME.
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CCCP 1945-

2. BoccTaHOBIEHUE U PA3BUTHE HAPOJIHOTO XO35MCTBA MOC)Ee BOMHBI. OTMEHA KapTOYHON CUCTEMBI.

1953 rr. PazButue snepreruku. CoBerckasi 000pOHHAs MPOMBIIUIEHHOCTh — CO3/1aHKe sifiepHoro opyxus (M.B.
Kypuaros u A.J[. CaxapoB). BoccranoBnenue ropoioB u cen. Jlenexnas pedopma 1947 r.
3. Buemnss nonutuka CCCP niocne BoiiHbl. [JJoktpuna TpyMsHa. «XomaoaHas BOWHa» U
BO3HUKHOBeHHE OumossipHoro mupa. Coznanue 610ka HATO. bepnunackuii kpuzuc 1948 r.
[IpoBosrnamenne @PI" u I'JIP. BosnukHoBenue COB. Packoi B COBETCKO-IOTOCIABCKUX OTHOIIEHUSIX
(M. bpo3 Turo). Otnomenusi ¢ KHP, Buzut Mao L[331yna B CCCP.
B TOM uMc/Ie NIPaKTHYECKUX U JIA00PATOPHBIX 3aHATHI
[IpakTuueckoe 3anarue Ne 1: moaroroBka cooOIEeHUH 10 U3y4aeMoil TeMe.
Tema 2.2. Coaep:xanue yueOHOro MaTepuaJia OK 01, 02, 04,
Buytpennsin u | 1. Cmepts W.B. Cranuna. bops6a 3a Biacts B pykoBoscTse. Y crpanenue JLIT. Bepun. « HoBblid Kype» 05, 06, 09
BHEIIHASA I''M. Manenkoga. IIpuxon x Bnactu H.C. XpymeBa. XX cbe3g KIICC, pazBeHuanue «KynbTa
MOJIMTHKA muaHocTH» CTajanHa, Havyao MOJUTUKY peabumuTaiuu. « AHTUNIApTUIiHAS TpyTna»y MoJIoToB,
CCCP 1953- Marnenkos, Karanosuu. Ycunenue nuunoit Baactu H.C. Xpyiiesa
1964 rr.

2. [IpeoOpa3oBanus B ob1ecTBeHHO-oMUTHYECKOU cepe. Coznanue coBHapxo30B. HoBast mporpamma
MapTUH, TE3UC O TOCTPOCHUH KOMMYHM3Ma K 1980-my r. HanimoHaneHO-rocyjapcTBEHHOE pa3BUTHE
CTpaHbl, peaOMIINTALHs] PETIPECCUPOBAHHBIX HAPOI0B. AHTHUPEIUTHO3HAS KaMITaHusl.

3. Pa3BuTHE COBETCKOT0 HAPOIHOTO XO34HUCTBA: arpapHas MONUTUKA (KyKypy3Has KaMIlaHus),
neHexxHas pegopma 1961 r., MaccoBoe KUIHIITHOE CTPOUTEITHCTBO.

4. KynbTypHas *Ku3Hb cTpaHbl. «OTTenenby. [loBblmenne poian 00IecTBEHHBIX TBOPYECKUX
opranu3anuii. HoBble TeHIEHIINN B TUTEPATypPE, UCKYCCTBE U apXUTEKType. JJOCTHKEHHS COBETCKOI
Hayku: kocmMoHaBtuka (C.I1. Kopones), aBuactpoenue, cynocrpoenre. COBETCKHE JlaypeaThl
HoGenesckoii mpemuu.

5. BHemHAsA NOIUTHKA: MUPHBIE MHULIMATUBBI COBETCKOTO PyKOBOJICTBA HA MEKIYHApPOJHOU apeHe.
Busut H.C. Xpymesa B CIIIA. Opranuzanuusa Bapmasckoro norosopa (1955 r.). [lonasnenune
Bocctanus B Benrpuwn (1956 r.). bepnunckuit kpusuc 1961 r. u crpoutenbcTBo bepanHCKoON CTEHBI.
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KapuOckuii kpusuc 1962 r., ornomenus ¢ Ky6oii (®. Kactpo). BzaumoorHomenus ¢
COLIMAJIMCTUYECKUMHU U Pa3BUBAIOLIUMUCS CTpaHAMH.

B ToMm 4ucie NMPAKTUYECCKUX U J'IaﬁOpaTOPHLIX 3aHATHI

[TpakTryeckoe 3ansTre Ne 2: MOArOTOBKAa COOOIEHHH MO N3y4aeMOl TeMe.

Tema 2.3.
Buyrpennsis
U BHELIHSS
MOJIUTHKA
CCCP B koH.
60-x Hau. 80-x
IT.

Conep:kaHue y4e0OHOIro MaTepuaJia

1. OrcraBka H.C. Xpy1ieBa 1 u3sMeHeHuUs B COBETCKOM pykoBozcTBe. [Ipuxox k Bimactu JI.W.
bpexuena.

2. A.H. KocbiruH u peopMupoBaHue HAPOJHOTO X035KcTBa. TpyIHOCTH B Pa3BUTHUU COBETCKOM
SKOHOMMKH U MOMBITKH UX MPEOOJICHUSI.

3. ConmanbHO-NIOIUTHYECKOE pa3BUTHE cTpaHbl. «Pa3Buroiil cormanusm». Koncturyus CCCP 1977 r.
CornmanbHas OJIMTUKA COBETCKOT0 rocyaapcTna. Juccuaentckoe apkenue (A. Caxapos, A.
COKCHUIIBIH | JIP.)

4. KynpTypHOE pa3BUTHE CTpaHbl. Pa3BUTHE COBETCKOI HAyKH. Y CIIEXH B 00JIaCTH KOCMOHABTUKH.
Pa3Butne nutepatypsl, kuHeMartorpada, 6anera. AnbTepHaTUBHAS KyIbTypa. Pa3BuTHe cucTeMbl
obpazoBanus. MockoBckas Onmummnuana 1980 r.

5. BHemHAs NOIUTHKA: «pa3psiika MEKIYHapOJHOW HapsHKEeHHOCTH». OTHOIIEHHS €O CTpaHaMU
3anana. JloroBop 0 HepacnpoCTpaHEHHUH SIIEPHOTO OpYKHs. BoeHHO-CTpaTernuyeckuii mapurer.
Horosopsl OCB — 1 u OCB — 2. XenbcHHKCKOE coBelanue mo 0ezonacHoctu B EBpone. OTHomIEHNS €
COLIMAIINCTUYECKUMU cTpaHaMmu — «JlokTpuHa bpexxneBay. Yxynmenue orHomenui ¢ KHP.
«IIpaxkckas BeCHa» M BBOJ COBETCKMX BOMCK B UexocnoBaknto. OTHOIEHUS ¢ Pa3BUBAIOIUMUCS
CTpaHaMH, BBOJI COBETCKMX BOMCK B A(praHiCTaH U OKOHYaHHE MOJIUTUKU «Pa3PAIKI».

6. Cmeptb JI.LU. Bpexnena. FO.B. Augponos u K.Y. Uepnenko Bo riaBe Coserckoro Coro3a.

B ToM 4nciie npaKTHYECKHUX M J1A00PATOPHBIX 3aHATHI

[IpaxTuueckas pa6ora Ne 3: moAroToBKa COOOLIEHHI 10 H3ydyaeMoil TeMe.

OK 01, 02, 04,
05, 06, 09

Pasnea 3. CCCP B 1985 — 1991 rr.
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Tema 3.1. Conep:kaHue y4e0OHOIro MaTepuaJa 2 OK 01, 02, 04,
CCCP B 1985 — | 1. U36panue M.C. l'op6auena I'enepanbubiv cekperapem LK. Anpenbckuii mienym LK KITCC. 05, 06, 09
1991 rr. «Yckopenuey, «I'macHoctsy u «Ilepectpoiikay. KagpoBbie H3MEHEHUS B PyKOBOJICTBE CTPAHBI.
Iepectpoiixa. 2. HoBble 4epThl B AKOHOMUYECKOM NMOJUTUKE. 3aKOH «O0 MHAMBUIAYATBHON TPYIOBOU JESITEIIBHOCTI. 9

AHTHAIIKOTOJIbHAS KaMITaHUS: TUTIOCHI M MUHYCHI. ABapus Ha YepHoObutibekoit ADC.

3. «HoBoe MpITIIeHre) BO BHEIIHEH MOJIMTHKE. BBIBO coBeTCKHX BOMCK M3 Adranncrana. COBETCKO-

amepukanckue otHomeHus. Jlorosop o PCM/I.
Tema 3.2. Conep:xanue yueOHOro MaTepuaJia 2
CCCP B 1985 — | 1. Hauano nepecrpoiiku oomectBennbix ornourenuii B CCCP. ITonutnueckue pedopmsl. [Tepsbiii
1991 rr. ChE3]] HAPOJHBIX JEMYTaTOB. MeXpernoHaabHas JIEIyTaTcKas rpyIa. YupexIeHuie mocTa
Pacmag CCCP. | IIpesunenra CCCP.

2. Harmonanesueie npobiemsl B CCCP. Havano mexHanuoHanbHbIX KoH(DIukTOB. b.H. Enbrima n

6opn0a 3a poccuiickuii cyBeperuteT. M36panne b.H. Ensuuna [Ipesugearom PCOCP. 9

3. Bonpoc o coxpanenuu Coro3a. Pedepenaym 17 mapra 1991 r. u ero uroru. «Hoo- OrapeBckuii»

MPOLIECC, MOATOTOBKA HOBOTO COIO3HOTO JOTOBOPA. « ABIYCTOBCKUMN ITyTU» - MOJUTHYECKHUM Kpusuc 19

— 22 aBrycrta 1991 r. YnpasnHeHne coro3HOM rocy1apcTBEHHOCTH. beoBekcKue coranieHus u

co3nanue CHI'. OtcraBka

M.C. I'opbaueBa 25 nexabps 1991 r.
Pasnen 4. BuyTpennsisi BHemiHsisi nojuTuKa Poceniickoin @enepannn B koHne XX — nepsoii yerseptu XXI Beka 12/3
Tema 4.1. Coaep:xanue yueOHOro MaTepuaJia 4 OK 01, 02, 04,
Poccuiickas 1. CraHOBJIEHHSI HOBOTO KOHCTUTYIIMOHHOTO cTpos B Poccun. Dxonomuueckue pedopmsl E. [Nalinapa. 05, 06, 09
®enepauus B AHTUKPHU3UCHBIE MEPBI U PHIHOYHBIE TIpeoOpa3zoBanus. [IpuBaru3anus rocy1apcTBeHHON
KkoHue XX B. coocrBernoctH (A.B. Uyo6aiic). [Ipasurenscto B.C. Ueprombipauna. boprba ¢ nadmsmeit 1992- 3

1998rr. KpuMuHanu3aius 5JKOHOMUYECKOU KU3ZHH.

2. Konctutynunonnsiii kpusuc 1993r. [lpunstue HoBoi KoHCTUTYLIMH, €€ HCTOPUYECKOE 3HAUEHUE
(1993 r.). Pa3BuTHe nonuruueckoi cuctemsl. Poccuiickue momutudeckue naptuu. OO1ecTBeHHO-
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nonutrdeckoe pazputue Poccun B 1994-1996 rr. Bropoe npesunenrctso b.H. Enbiuna.
OxoHomuueckuil kpusuc 1998 r. [IpasutensctBo E.M. Ilpumakosa.

3. MexxHaunoHabHble oTHOLEHUs B Poccun. denepatruBHbii 1oroBop. BoeHHsble aelicTBus Ha
Tepputopuu YeueHckol pecyOnuku. XacaBIOPTOBCKUE COTIIAILICHHS.

B ToMm 4uncie NMPAKTUYECCKUX U J'IaﬁOpaTOPHLIX 3aHATHIl

[Tpaktuyeckoe 3ansTre Ne 4: MOAroTOBKa COOOIEHHH MO N3y4aeMOl TeMe.

Tema 4.2. Coaep:xxanue yueOHOro MaTepuaJia OK 01, 02, 04,
Poccniickas 1. Orcraska b.H. Enpuuna. B.B. ITytun — [Ipesunent Poccuiickoii ®enepanuu. YKperieHue 05, 06, 09
®enepauus B rocyaapcTBeHHOCTH. ObecredeHne rpakIancKoro coriacus B obmectse. KonTpreppopuctudeckast
nepeon onepaius B Yeune. IxoHOMHUYECKas MoauTHKA. HarmonasnbHbie npoekTsl. Poct pocceuiickoro BBIT.
uerBepTH XXI | IThesynent JI.A. Menseses u npoaoskenue pedopm. Brecenne nonpasok B Koncruryuuio (2008 r.)
B.

2. IIpesuaentckue Be10opsl 2012 u 2018 rr. Boccoenqunenue Kpeima ¢ Poccueii. [lencunonnas pedopma

2019 r. Peanu3zanus HarpioHanbHBIX TPoekToB 10 2024 1. [TonpaBku B Koncturymuto (2020 r.).

CoBpeMeHHbIE POCCHICKHE OTUTUYECKHE TapTHH.

3. CoBpeMeHHas poccuiickas KyJabTypa: HayKa, JuTeparypa, uckyccrso. Onumnuana 2014 8 Coun.

Yemnuonat mupa o ¢gytoony B 2018 r.

B ToM 4nciie NpaKTHYECKUX U JJA00PATOPHBIX 3aHATHIT

ITpakTryeckoe 3ansTre Ne 5: MOArOTOBKA COOOIIEHUH MO N3ydyaeMol TeMe.
Tema 4.3. Coaeprxanue yueOHOro MaTepuasa OK 01, 02, 04,
Buemmnsis 1. Poccuiicko-aMepHKaHCKUE OTHOIIEHHUS. JJoroBopsl 0 cokpamiennu Boopysxenuii (CHB I, 11, 11). 05, 06, 09
oI THKA Ornomutenus ¢ 6imokom HATO, nemwxernne HATO na Boctok. Yuactre Poccun B MEXKITyHAPOIHBIX
Poccuiickon

®enepanum B
KoHIe XX —

opranmuzanusix (ObCE, Coset EBpomnsl). OtHomenus ¢ EBponeiickum Corozom.

2. Poccus Ha noctcoBeTrckoM npoctpancTBe. OTHomenus co crpanamu CHI'. Coznanue OJIKb.
Coro3noe rocynapcto Poccuu u benopyccuu. EBpasuiickoe 5KOHOMHYECKOE COOOIIECTRO.
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nepBoi 3. OtHowenus co ctpanamu Azuu (Kutait, Uunus, Beetnam u np.) Hlanxaiickast opranuzanus
derBepTd XXI | corpynuuyectsa. BPMKC. Boennas onepanus B Cupuiickoii Apabcekoit pecry6iuke.

pexa B TOM uMc/Ie NIPaKTHYECKUX U JIA00PATOPHBIX 3aHATHI 1
[TpakTryeckoe 3ansTre Ne 6: MOATOTOBKA COOOIEHHH MO N3y4aeMOl TeMe. 1

IIpomexyTouyHas aTTecTANMA

Bcero: 34
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3. YCJIOBUS PEAJIN3AIIMU YUEBHOM JAUCIUILIMHBI

3.1. Jlng peanu3anuy mporpaMmsbl y4eOHOH TUCIUIUIMHBI TOJDKHBI OBITh MTPEAYCMOTPEHBI
CIIC/TyOIIME CIIEUATbHBIC TOMEIICHHS:
Kabuner «CouunanbHO-3KOHOMUYECKUX U YIPABICHUYECKUX AUCLUILINHY,
OCHALIEHHBIN 000pYA0BaHUEM:
paboune CTOJ U CTYJI IO KOJIUYECTBY 00ydaromuxcs, pabouee MeCTO IpernoaaBaTers;
TCXHUYCCKHUMU CPCACTBAMU OGy‘-ICHI/ISII
HEpCOHATIBHBIA KOMITBIOTEp, NMPUHTEP, IPOEKTOP, MHTEPAKTUBHAsS IPUCTABKA K JIOCKE HIIH
MHTEPAKTUBHAS JIOCKA.

3.2. UndopmannonHoe odecnevyeHne peajsu3amum mporpaMmmbl

Jis peanu3anuu mporpammbl OMOIMOTEYHBIH (GOHA 00pa3oBaTENbHOM OpraHU3aLUuU
JIOJDKEH MMETh [e4aTHbIEe W/UJIH 3JIEKTPOHHBIE 00pa3oBaTesbHble U HH(POPMALIMOHHbBIE PECYPCHI
JUISL KCTIOJIb30BaHUs B 0Opa3oBaTesnbHOM npouecce. [Ipu popmupoBanuu 0ubinoreunoro ¢poxaa
00pa3oBaTeNbHONW OpraHM3alMeil BHIOMpACTCS HE MEHEE OJIHOTO M3JaHUS M3 MEePEUHCICHHBIX
HMXXE II€YaTHBIX I/IBIIaHI/Iﬁ nu (I/IJII/I) SJICKTPOHHBIX I/IBILaHI/Iﬁ B Ka4€CTBC OCHOBHOI'O, IIpHU 3TOM
CITMCOK, MOXECT OBITH JOITIOJIHEH HOBBIMH U3 JJaHUSIMU.

3.2.1. OcHoBHbIE MeYAaTHLIE U3IAHUS

1. AptemoB B.B., JIyouenkos FO.H. Uctopusi: yueOHUK (U1 BCeX CHEIMAIbHOCTEM
CIIO) — M.: U3natenbckuii neHTp «Akagemusi», 2020

2. Hctopus Poccun: yd4eOHMK M MPaKTHUKYM JUIs CpPeIHEro MpoQecCHOHANIbHOTO
obpazoBanusi/ K. A. ConoBeeB [u gp.]; mon penakmuein K. A. ConoBbeBa. — Mockaa:
NznarensctBo FOpaiit, 2022. — 252 c. — (IIpodeccuonansuoe obpazosanue). — ISBN 978-5-
534-01272-9.

3. KacesnoB, B. B. Hcropus Poccum: yueOHOoe mocoOue sl CperHero
npodeccronanbHoro oopasosanus / B. B. KacesnoB. — 2-e uzn., mepepad. u nom. — Mocksa :
NznarensctBo HOpaiit, 2022. — 255 c. — (IIpodeccronansnoe oobpazoBanue). — ISBN 978-5-
534-09549-4.

4. Kupunnos, B. B. Uctopus Poccun: yueOHuk as cpefHero npogeccuoHaibHOro
obpazoBanusi / B. B. Kupumnos, M. A. bpaBuna. — 4-e uza., nepepad. u gom. — Mockaa :
WznarensctBo FOpaiit, 2022. — 565 c. — (IIpodeccuonansuoe obpasosanue). — ISBN 978-5-
534-08560-0.

5. Kupunnos, B. B. Uctopust Poccun B 2 u. Hacte 1. Jlo XX Beka: yueOHUK A
cpenHero npodeccuoHanbHOro oopasoBanus / B. B. Kupmios. — 8-¢ u3n., mepepad. u jgorm. —
Mocksa : M3marensctBOo HOpaiit, 2022. — 352 c. — (IIpodeccuonanproe obpazoBaHue). —
ISBN 978-5-534-08565-5.

6. Kupunnos, B. B. Uctopus Poccun B 2 u. Hacts 2. XX Bek — Havano XXI Beka:
yU4eOHHMK sl cpemHero mpodeccuoHanbHOTO oOpazoBanus/ B. B. Kupwmios. — 8-e wm3n.,
nepepad. u nomn. — Mocksa : UznarensctBo Opaiit, 2022. — 257 c¢. — (IIpodeccronanbhoe
obpaszoBanue). — ISBN 978-5-534-08561-7.

7. Crenanosa, JI. I'. Uctopus Poccun. Ilpaktukym: yaeOHOE TOCOOUE AJisi CPETHETO
npodeccuonanbHoro obpazoBanus / JI. I'. CremanoBa. — MockBa: W3marensctBo IOpaiit,
2022. — 231 c. — (IIpodeccuonansuoe odpazoBanue). — ISBN 978-5-534-10705-0.
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8. ®dupcos, C. JI. Ucropus Poccun: ydeOHUK UIsi cpemHero mpodeccCHOHaTbHOTO
obpazoBanus / C. JI. ®upcoB. — 2-e u3., ucnp. u gon. — Mocksa : M3garensctBo KOpaiit, 2022.
— 380 ¢. — (ITpodeccuonanbproe odbpazoanue). — ISBN 978-5-534-08721-5.

3.2.2. OcHOBHBIE Y)JIEKTPOHHbIE U3IAHUSA

1. Uctopuss Poccun: y4eOHMK M TPAKTHKYM JUISI CPEIHETO MPOQECCHOHATBHOTO
obpazoBanus / K. A. ConosweB [u ap.] ; mox pemakuuerd K. A. ConoBheBa. — MockBa:
WznarensctBo FOpaiit, 2022. — 252 ¢. — (IIpodeccuonanbroe oopazoBanue). — ISBN 978-5-
534-01272-9. — Texkcr: anextpoHHsIi // O0pazoBarenbHas miatdopma FOpaiir [caiit]. — URL:
https://urait.ru/bcode/470180.

2. KacesinoB, B.B. HWcropus Poccum: yuebHOe mocoOmWe sl CpeaHero
npodeccuonaibHOro oopazoanus / B. B. KacbsiHoB. — 2-¢ u3g., mepepad. u mon. — Mocksa :
WznatenberBo FOpaiit, 2022. — 255 ¢. — (IIpodeccnonanbaoe oopazoBanue). — ISBN 978-5-
534-09549-4. — Tekcrt: anexkTponHsblil // O6pazoBarenbHas mwiardopma FOpaiir [caiit]. — URL:
https://urait.ru/bcode/474888.

3. Kupumnos, B. B. Uctopus Poccun: yueOHuK aiisi cpeiHero npogeccuoHaIbHOro
obpazoBanusi / B. B. KupumioB, M. A. bpaBuna. — 4-e¢ u3a., mepepab. u gorm. — Mocksa :
UznatenbcrBo FOpaiit, 2022. — 565 c¢. — (IIpodeccuonanbuoe obpazoranue). — ISBN 978-5-
534-08560-0. — Texkcr: anexTponHsIi // O0pa3zoBarenbHas miatdopma FOpaiit [caiit]. — URL:
https://urait.ru/bcode/470181.

4. Kupumnos, B. B. Uctopus Poccuun B 2 u. Yacte 1. Jlo XX Beka: yueOHUK Jis
cpennero npodeccuoHanbHoro oopazoanus / B. B. Kupuiinos. — 8-¢ u3z., nepepad. u gom. —
Mocksa : M3marensctBo FOpaiit, 2022. — 352 c. — (IIpodeccuonanbroe oOpazoBaHue). —
ISBN 978-5-534-08565-5. — Tekct: anexTpoHHbIid // OOpasoBarenbHas miatdopma HOpaiit
[caiiT]. — URL.: https://urait.ru/bcode/471503.

S. Kupumnnos, B. B. Uctopus Poccun B 2 4. Hacts 2. XX Bek — Havano XXI Beka:
yu4eOHMK sl cpeqHero mpodeccuoHanbHOTo oOpazoBanus / B. B. Kupwmnos. — 8-e wu3n.,
nepepad. u jnon. — Mocksa : U3narensctBo IOpaiit, 2022. — 257 c¢. — (IIpodeccronanshoe
obpazoBanue). — ISBN 978-5-534-08561-7. — Texkct: anektpoHHBIH // OOpa3oBarenbHas
mnardopma FOpaiit [caiir]. — URL: https://urait.ru/bcode/471504.

6. Crenmanosa, JI. I'. Uctopus Poccuu. [lpaktukym: yueGHOE mocoOue ajisi CpeHEero
npodeccuonanbHoro obpazoBanust / JI. I'. CremanoBa. — MockBa: M3narensctBo IOpaiiT,
2022. — 231 c. — (Ilpodeccuonanpaoe obpazoBanue). — ISBN 978-5-534-10705-0. — Texkcr:
NeKTpoHHBIH  //  OOpazoBarenbHas  1iatgopma  HOpaiir  [caiit]. —  URL:
https://urait.ru/bcode/475018.

7. @upcos, C. JI. Uctopus Poccun: yueOHUK Ui cpelHEro mpodeccHoHaNIbHOTO
obpaszoBanus / C. JI. ®upcoB. — 2-e u3j., ucnp. u jon. — Mocksa : M3garenscTBo FOpaiit, 2022.
— 380 c¢. — (IIpodeccuonansuoe obOpasoBanue). — ISBN 978-5-534-08721-5. — TekcrT:
anekTpoHHbld  //  OOpazoBarenpHas  miarpopma  Opaiitr  [caiit]. —  URL:
https://urait.ru/bcode/473749.

3.2.3. lonoJHUTEIbHbIE HCTOYHUKH (NpU HE0OX00UMOCMU)

1. Hosgelimas oteuectBeHHass ucropuss XX — Hau. XXI| BB. B 2-x kHurax. M.
«Bmamocy, 2014.

2. http://www.iprbookshop.ru/ — DnexTpoHHO-0MOIHOTEYHAs CCTEMA

3. http://slovari-online.ru/cat/ucropuyeckuii-ciioBaps/0.htm — CrroBapu
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4. http://www.hist.msu.ru/ER/index.html - Bubmuorexka 3JIEKTPOHHBIX PECYpPCOB
ucropuyeckoro ¢paxynprera MI'Y.

5. http://www.iprbookshop.ru/ — DnekrpoHHo-01OIMOTEUHAs CHCTEMA.

6. http://www.openspace.ru/ - Bcemupnas mudponast Oudbanoreka

4. KOHTPOJIb U OLIEHKA PE3YJIbTATOB OCBOEHUSI
YYEBHOM JUCHUILINHEI

Pe3yJ'II>TaTbI 06yqe}mﬂ KpuTeplm OICHKH MeToabl OLIEHKH

Hepeqem, 3HaHHﬁ, 0CBAUMBACMBbIX B paMKax JUCIHHUIIJIHHBI

OCHOBHBIC HaIpPaBIICHUS «OTINYIHOY - ®opMbI KOHTPOJIA 00yYeHHS:
Pa3sBUTUA Poccun (CCCP) BO TEOPETUUYECKOE JOMAIIHUC 3a1aHUA
BTOPOH NOJI0BHHE XX U coziepKaHue Kypca POOJIEMHOIO XapakTepa;
nepsoii yersepTn XXI BB.; OCBOEHO IIOJIHOCTEIO, 0€3 | mpakTHYeCKue 3aJaHusl 110
CYHIHOCTb U IPUINHbI po0esoB, yMEHHUS paborte ¢ uHpopManuei,
JIOKAJIbHBIX, PETHOHATIBHBIX, | chopMUpOBaHEI, BCE JOKYMEHTaMHU, JINTEPATYPOil;
MEXXTOCYIapCTBEHHBIX IIPelyCMOTPCHHBIE ®opMbI OUEHKH
KOH(HKTOB BO BTOPOH IPOrpaMMOii y4eOHbIC pe3yJbTaTUBHOCTH
nonosuHe XX — nepBoi 3a/1aHuUs BBIMIOJHEHBI, o0yuenus:
yerBepTH XXI B., OlIEHUBATh

P ) KQuECTBO UX BLIIOMHEHHS | on nuiommas cucTeMa
POJI> CTPAfbl B X OLICHEHO BBICOKO. OTMETOK B 0aJuiax 3a Kaxayro
paspenieHuu; .

’ «Xopomo» BBHITIOJTHEHHYIO paboTy, Ha
OCHOBHBIC ITPOLECCHI TEOPETUUECKOE OCHOBE KOTOPBIX
MOMTHTHICCKOTO 1 COACpxKaHue Kypca BBICTABJISIETCA UTOrOBast
SKOHOMHUYECKOTO Pa3BUTHS OCBOEHO MOITHOCTBIO, 6€3 | ormeTKa.
CTpaHbI M €€ PETHOHOB, npo0esoB, HEKOTOPbIE MeTobI OEHKH
OCHOBHBIE HaIlPaBJICHUS yMeHHS CPOPMUPOBAHBI PE3YJILTATOR 0GYHCHHS:
OTEYECTBEHHOU BHEIIHEN HEIOCTAaTOYHO, BCE MOHHTODHHI POCTA
MOJINTUKY C BEAYILIUMHU PeyCMOTPECHHBIE .
. TBOPYECKOM
MHUPOBBIMH JIepP)KaBaMH, IPOrPaMMOil yaeOHBIC CAMOCTOSTENBHOCTH I
OOH, HATO, ECn 3aJIaHNS BBITTOJTHEHEI,
_ | HaBBIKOB MOJYyYEHUSI HOBOT'O
JAPYTMMH MEXIYHAPOAHBIMU | HEKOTOPBIC BUIBI 3aTaHUI SHAHHS KEVKIHIM
OpraHu3aIUsIMU; BBITIOJTHEHBI C OLTHOKaAMH. oGy aaromIMes
9

0 POJIU HAYKH, KYJIbTYPHI U «Y IOBIETBOPUTEIHHO) - (opMUpOBaHHe pe3ymbTaTa
PENUTUH B COXPAaHEHUU U TEOPETUIECKOE

HpOMG)I(yTO‘-IHOﬁ aTTeCTalnuu

KPCIIJICHUHN OTCUYCCTBCHHBIX
YKp COACpHKAHNC Kypca IO JUCIHMITIIIMHE, B TOM YHUCJIC

HallMOHAJIbHBIX U OCBO€HO YaCTHUYHO, HO Ha OCHOBE CyMMHPOBAHHUS
FOCYHapCUTBeHHHX poOesIbl HE HOCST PE3YIBTATOR TEKYIIEro
TPaJULINH,; CYLIECTBEHHOTO KOHTPOJIS.

CoZICp’KaHHWC M Ha3HAYCHHUEC XapakTepa, HE0OXOAUMBIE

BAKHEUILINX MPABOBBIX U yMeHUs paboThI C

3aKOHOJATEIIbHBIX aKTOB. OCBOCHHBIM MAaTEPUAIIOM B

142


http://www.hist.msu.ru/ER/index.html
http://www.openspace.ru/

OCHOBHOM
c(OopMHUPOBaHBI,
OOJBIITUHCTBO
MPEeAYCMOTPEHHBIX
pOrpaMMoil 00ydeHus
y4eOHBIX 3aJaHuI
BBITNIOJTHEHO, HEKOTOPHIE
U3 BBIIIOJHEHHBIX 3aJaHUN
COJIepXKaT OLIKUOKH.
«HeynoBneTBopuTEIBbHO»
TEOPETUUECKOE
coJiep’KaHue Kypca He
OCBOEHO, HEOOXOIUMBbIE
yYMEHHUS HE
c(opMUpOBaHBI,
BBITIOJIHCHHBIC YUEOHbIE
3a/laHusl CoJIepKaT rpyobie
OIIHOKH.

Hepeqeﬂb yMeHHﬁ, 0CBaMBACMBbIX B paMKaXx JUCHUIIJIHH

bl

OPUEHTHUPOBATHCS B
COBPEMEHHOM
SKOHOMHYECKOMH,
MOJIUTUYECKOMN U
KYJbTYPHOU CUTYyalllH B
Poccun u mupe;

BBISIBJISITH B3aUMOCBS3b
OTEUYECTBEHHBIX,
PETrHOHAIBHBIX, MUPOBBIX
COLMATIbHO-3KOHOMUYECKHUX,
MOJTUTUYECKUX U
KYJbTYPHBIX POOIIEM;
MPOTUBOJICCTBOBATH
nomnbITKaM (ajabcupuKaum
UCTOPUYECKHX (DaKTOB.

«OTIUYHOY -
TEOPETUIECKOE
coJiepKaHue Kypca
OCBOEHO ITOJHOCTBIO, 03
po0OesioB, yMeHus
c(hopMHUPOBaHEI, BCE
MPeyCMOTPEHHbBIE
pPOrpaMMoil ydeOHbIe
3aJaHMS BBIIIOJIHEHEI,
KayeCTBO UX BBIINOIHEHHS
OIIEHEHO BBICOKO.

«Xopomo» -
TEOPETUUECKOE
coJiepyKaHue Kypca
OCBOEHO MOJHOCTHI0, 6e3
po0OesIoB, HEKOTOPbIE
yMeHHs cPOPMHUPOBAHBI
HEJ0CTaTOYHO, BCE
MpeyCMOTPEHHbIE
IporpaMMoil yueOHble
3aJJaHUs BBIIOJHEHBI,
HEKOTOPbIE BUJIbI 3aJaHUI
BBITOJIHEHBI C OIINOKAMH.

®opMBbI KOHTPOJISI 00y4YeHHUS:

JIOMaIllHHE 3aJaHus
MPOOJIIEMHOTO XapaKTepa;
MPAKTUYCCKUC 3aJaHUA 110
pabote ¢ nndopmarnuen,
JNOKYMEHTaMHU, JINTEPATypOH;
DopMbI OLIEHKH
pe3yabTATHBHOCTH
o0y4yeHus:

TpaaUIMOHHAs CUCTEMA
OTMETOK B 0ajuiax 3a Kaxayro
BBITTOJIHEHHYIO paldoTy, Ha
OCHOBE KOTOPBIX
BBICTABIIIETCS UTOTOBAs
OTMETKA.

MeToabl OLIEHKH
pe3yJabTAaTOB 00y4eHHUS:
MOHUTOPHUHT POCTa
TBOPYECKOM
CaMOCTOSITENIbHOCTH U
HaBBIKOB MOJYY€HHUSI HOBOT'O
3HAHUS KOKIBIM
o0yyaromumcs,
dbopMupoBaHHE pe3ybTaTa
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«Y IOBIIETBOPUTEIILHOY -
TEOpPETUYECKOE
coJiepKaHue Kypca
OCBOCHO YaCTHYHO, HO
pOoOEIIbI HE HOCST
CYILIECTBEHHOTO
Xapakrepa, He00X0IMMbIe
yMeHHUS pabOoTHI C
OCBOCHHBIM MaTepHAJIOM B
OCHOBHOM
c(hOpMHUpOBaHBI,
OOJBIITUHCTBO
MPEyCMOTPEHHBIX
pOrpaMMoil 00y4deHus
y4eOHBIX 3aJaHHI
BBIMIOJTHEHO, HEKOTOPHIE
U3 BBITIOJHEHHBIX 3aJaHUN
COJIepKaT OIIHNOKH.

«HeynoBieTBOPUTEITHLHOY
TEOPETHYECKOE
CoJiepKaHue Kypca He
OCBOEHO, HEOOXOIUMBIE
YMEHHUS HE
c(hOopMHUPOBaHBI,
BBIMOJIHEHHBIE YICOHBIC
3aJIaHusl COJIEPKAT rPyObIe
OIIINOKH.

MIPOMEKYTOUHOU aTTECTALINH,
B TOM 4YHCJIE Ha OCHOBE
CYMMHUPOBAHUS PE3YJIbTATOB
TEKYUIErO0 KOHTPOJIA.
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IIpuaoxenne 2.2

k [IOII cnennanabHOCTH

46.02.01 JoxkymeHTAIIMOHHOE O0ecTeyeHne
ylpaBJieHHs U apXUBOBe/leHUe

IPUMEPHAS PABOYASI ITIPOTPAMMA YUEBHOM JUCIUILINHBI

«CT'.02 THOCTPAHHBIN A3BIK B TIPO®PECCHOHAJBHON JEATEJIBHOCTH»

2023 r.
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1. OBIIASI XAPAKTEPUCTHUKA IPUMEPHOM PABOYEN ITPOI'PAMMBI

YYEBHOU JUCIHUATLIAHBI

«CT'.02 THOCTPAHHBIN A3BIK B IPO®ECCUHOHAJBHON JEATEJIBHOCTH»
1.1. MecTo IMCHUILIMHBI B CTPYKTYPe OCHOBHOH 00pa3oBaTeIbHOI MPOrpaMMbl:

VYyebnas aucuuiumHa «MHOCTpaHHBIN S3BIK B MPO(ECCHOHATBHON NESITEIIbHOCTH »

ABJIACTCA

o0pa3oBaTeNbHOIl MpOrpaMMbl B

00s13aTeIbHON

4aCTbIO
COOTBCTCTBHUU

CONUAJIBHO-TYMAHUTAPHOI'O

LUKIIa
oI'oC CIIO 1o

MIPUMEPHOMH
CHEIUAIBHOCTH

46.02.01 JIokymeHTanmOHHOE 0OecIIeueHre YIPABJICHHS 1 apXUBOBEICHNE.

Ocoboe 3HaueHne qUCHUILIMHA UMeeT npu dopmupoBanuu U pazsutun OK 01, OK 02,
OK 04, OK 05, OK 009.

1.2. He.]'lb H INIAHUPYEMBIC PE3YyJbTAThI OCBOCHUA TUCHUIIIMHBI:

B paMKax ImporpaMmbl yqe6H0171 JAUCHUITIIMHBI 06y‘laI-OH_II/IMI/ICH OCBAanWBArOTCAd YMCHUA

Y 3HaHUs
Hllf,ogK Ymenust 3nanus
OK 01, IIOHUMATh OOILIUI CMBICI YETKO IIpaBUjIa OCTPOECHUS IIPOCTHIX U
OK 02, MPOU3HECEHHBIX BBICKA3bIBAHUN HA | CJIOKHBIX MPEIJI0KEHUN HA
OK 04, npogeccuoHaIbHbIE OBITOBBIE npodeccuoHaIbHBIE TEMBL;
OK 05, TEMBI; OCHOBHBIE 001IEyTTIOTPEOUTEIbHbBIE
OK 09, MMOHUMATh TEKCTELI Ha 0a30BBIE U riarosiel (ObITOBas U
K 1.1, npo¢eccCHOHATIbHBIE TEMBI; npogeccuoHaabHas JEKCHKa);
K 1.2, CTPOUTH MPOCTHIE BHICKA3BIBAHUS O | JTIEKCUYECKUII MUHUMYM, OTHOCSIIIUHCS
IIK 1.4, cebe 1 0 cBoel Mpo(PecCHOHAIBHON | K OMHMCAHUIO IPEAMETOB, CPEACTB U
K 1.7 JIEATEIIbHOCTH; MPOIIeCCOB MPOohecCUuoHaTHLHOM

y4acTBOBATh B iMajorax Ha o0miue
1 Ipo(heCCUOHATIbHBIE TEMBI;
KpaTKo 00OOCHOBBIBATH U OOBSICHATH
CBOH JICHCTBUS;

IUCcaTh MPOCThIE CBA3HbIC
cOOOIIEeHNs Ha 3HAKOMBIE HITH
UMHTepecyIouye npopeccuoHaIbHbIE
TEMBI,

BecTH Oecey (BKIrOUast
Tesie()OHHBIE TIEPErOBOPHI) Ha
HWHOCTPAaHHOM S3BIKE Ha
MIOBCETHEBHBIE U
npo¢eccuoHaIbHBIE TEMBI;
BCTpEYaTh MOCETUTENEH;
OCYILIECTBISATH TPEBEN-TIOAJIEPIKKY
JIEJIOBBIX MOE3/10K;

- BECTH NIEPENUCKY Ha HHOCTPAaHHOM
A3BIKE.

JIEATENHHOCTH;
0COOEHHOCTH MPOU3HOIIEHUS CIIOB;
TIpaBWJIa YTCHUS TEKCTOB
npodeccuoHaNBHOM HAMIPaBIEHHOCTH;
(bpasbI-KIuIIe s BeAeHus Oecebl U
MePEeTnrCcKN Ha MHOCTPAHHOM SI3BIKE;
0COOCHHOCTH MEepeBO/ia JOKYMEHTOB C
WHOCTPAHHOTO SI3BIKA;

MpaBWJIa OpTaHU3AIHH TPHEMa
MOCETUTEIIEH;

MOPSAIOK MOJATOTOBKH JI€JIOBOM
MMOE3IKU.
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2. CTPYKTYPA U COJAEP)KAHUE YYEBHOM JUCIHUILIMHBI

2.1. O0beM yueOHOI JMCHMIIJIMHBI M BUABI Y4eOHOH padoThl

Bup yueOHoii paboTbl

O0BeM B yacax

O6Bem o0pa3oBaTeIbHON TPOrpaMMbl YIEOHON JUCITUTITMHBI 140
B T.4. B (hOpMe MPaKTUYECKOH MOATOTOBKH -
BT. 4..

TEOpPETHYECKOE 00YUCHUE -
MPAKTHYCCKHUE 3aHATUS 140

[IpomexxkyTouHas arrectauus
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2.2. TemaTnyeckuii IJIaH U co/iep:KaHue y4eOHOH AUCHMIINHBI

O0beM, ak. 4. /
B TOM YHCJIe

Koapl
KOMIIeTeHITH I
H JJUYHOCTHBIX

pe3yabTaToB®,
HaumenoBanue B (hopme
Conep:xanue y4eOHOro MaTepuaa u (pOpMbl OPraHU3AUNHU AeATEIbHOCTH 00YyYAKIHNXCSA . | dhopmupoBaHuO
pa3aeyioB U TeM NPaKTHYeCKO
KOTOPBIX
noaAroToBKH,
crnocodcTByeT
aK. 9.
JJIeMeHT
MPOrpaMMbl
Pa3gen 1. OcHOBHOIT Kypc 91/91
Tema 1.1. Coaep:xxanue yueOHOro MaTepuaJia OK 01, OK 02,
AHTJIMHCKHT 3HaueHUE aHTJIMICKOTO A3bIKa B COBPEMEHHOM o011ecTBe. ColuanbHbIN aHTTHICKUI. OK 04, OK 09,
S13LIK B AHTTTUUCKHM SI3BIK JUISI 1€JI0OBOTO OOIIEHUsI. 3HAKOMCTBO C IMapTHepamu 1o OusHecy. BHenrHmit 8 MK 1.1, IIK 1.2
COBPEeMEHHOM BU/I ¥ JIMYHBIE KaUeCTBa CEKpeTapsi.
odurecrse. I'pammaTudeckuii Matepuait: [naromnsi to be, to have (got), there is/are. MectonmeHus. APTHKITH.
B ToM 4yKciIe IPAKTHYECKHUX 3aHATHH 8
IIpakTuyeckoe 3ansaTue Ne 1 3HaueHNe aHTIIUKCKOTO S3bIKa B COBPEMEHHOM OOIIIECTBE. 5
CoruanbHbIi aHTIINHACKUH.
IIpakTuyeckoe 3ansaTue Ne 2 AHTTUICKUH S3BIK IS AETIOBOTO OOIIEHUS. 3HAKOMCTBO C 5
napTHepamH o OU3Hecy.
IIpakTuyeckoe 3ansaTue Ne 3 BHenHuii BUJ ceKpeTapsi. 2
IIpakTuyeckoe 3ansiTue Ne 4 JInunbie KauecTBa CEKpeTaps. 2

40 B coorserctiuu ¢ [punoxenunem 3 TIOOTI.

148




Tema 1.2. Conep:xxaHue yueOHOro MaTepuasa OK 01, OKO02,
CTpanbl 1 AHTIIOS3BIMHBIE CTPAHBI K MX CTOJIHMIIBL. [lonuTraeckuii crpoii BenmukoOpuranumy. OK 04, OK 09,
OosbLIHe JoctonpumedarenbHocTu Jlonona. Tlonutudeckuii crpoit Poccun. JlocTonpumMedaTenbHOCTH 18 IK 1.2, 11K 1.4
ropoja. MockBbl. Mol poIHOM TOPOI.

I'pammarnueckuit matepuait: [IpuTskaTenbHbIi Maiek CylIeCTBUTENIbHBIX. MHOKECTBEHHOE

YHCIIO CYIIECTBUTEIbHBIX. APTUKIIM € reorpaduueckuMu HazBaHusMmu. [Ipoctoe HacTosiee,

npouieaniee u Oy rymee Bpems..

B TOM 4Hc/ie IPAKTHYECKUX 3aHATHH 18

IIpakTuyeckoe 3ansaTue Ne 5,6 Ctpansl MUpa. AHTIIOS3bIYHBIE CTPAHBI U UX CTOJIHIIBL. 4

IIpakTuyeckoe 3ansaTue Ne 7,8 [lonutudeckuii crpoit Benukobpuranuu. 4

IIpakTuyeckoe 3ansaTue Ne 9 JloctonpumedarenbHoctu JIonaoHa. 2

IIpakTnueckoe 3ansiTue Ne 10,11 ITonutnueckuit crpoit Poccun. 4

IpakTuyeckoe 3ansaTue Ne 12 JlocronpumedarenbHOCTH MOCKBBI. 2

IpakTuyeckoe 3ansaTue Ne 13 Moii poiHO# ropo. 2
Tema 1.3. Conep:xaHue yuedOHOTro MaTepuasa OK 01, OK 02,
Mos Oyaymas IIpodeccun u KapbepHblii pocT. JIOMIKHOCTHBIE 0053aHHOCTH CeKpeTaps. Y CTpoiicTBO Ha paboTy. OK 04, OK 05,
npodeccus. Hanucanue pe3ioMe U COIPOBOAMTENLHOTO MHUChMa. [I0roTOBKa U MPOX0XKIECHUE 18 OK 09, TIK 1.1,

cobece]0BaHUSI. IK 1.7

I'pammatudeckuii marepuai: Mecroumenus SOMe, any, no, much, little, many, few. IIpocroe

MIPOIIIEAIIEe BPEMSL.

B Tom uMciIe MPAKTHYECKUX 3aHATHH 18

IIpakTuyeckoe 3ansaTue Ne 14 [Ipodeccun u kapbepHbIil pocT. 2

IIpakTuyeckoe 3ansaTue Ne 15 JlomxHOCTHBIE 0043aHHOCTH CEKpeTapsi-aIMUHUCTPATOPA. 2

IIpakTuyeckoe 3ansaTue Ne 16 J[omkHOCTHBIE 00SI3aHHOCTH CEKPETapsi-I1eIONPOU3BOIUTEINS. 2
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IIpakTuyeckoe 3ansaTue Ne 17 JlomxHOCTHBIE 00A3aHHOCTH CEKpETapsi pyKOBOIUTEIS.

IIpakTuyeckoe 3ansaTue Ne 18 Opranuszanus pabouero Mecra cekperapsi.

IIpakTuyeckoe 3ausaTue Ne 19 OducHoe o6opynoBanue. OpucHbIC TPUHAICIKHOCTH.

IpakTuyeckoe 3ansaTue Ne 20 YcrpoiicTBo Ha paboTy.

IIpakTnyeckoe 3ansaTue Ne 21 Hanncanue pe3romMe U CONPOBOJUTEIHHOTO MHCHMA.

IIpakTnyeckoe 3ansTue Ne 22 [ToaroroBka 1 MpoxoxaeHHe coOeceI0BaHNUS.

NN DN IDNIDNIDN

Tema 1.4.
B oteie.

Conep:xxanue yueOHOIro MaTepuaJa

Turmel oreneit ¥ yciayru, KOTOpble OHM IpeyararoT. Tuisl HoMepoB. bpoHupoBanue HoMepa B
orele.

B pecropane. Tpagunuonnas ena B CILA, Benuko6puranuu u Poccun.

I'pammarnueckuit matepuait: [IpuaaTounsie ycnoBus u BpeMeHH. [IpunararenpHbie 1 Hapeyusl.
CreneHu cpaBHEHHUS NIPpUJIAraTeabHbIX U HAPEUUH.

14

B ToM uncie NPaAKTUYICCKHUX 3aHATHH

IpakTuyeckoe 3ansaTue Ne 23,24 Tursl oTeNIell M YCIyTH, KOTOPHIC OHH MPEJIATaroT.

IpakTuyeckoe 3ansaTue Ne 25 Turbel HOMepoB. bpoHUpoBaHWEe HOMEpa B OTEJIE.

IMpakTuyeckoe 3ausaTue Ne 26 bpoHupoBanue HoMepa B OTelIE.

IIpakTuyeckoe 3ansaTue Ne 27 B pectopane.

IIpakTnyeckoe 3ansTue Ne 28 Tpanunmonnas ena B CILIA u Benukobpuranuu.

IIpakTnyeckoe 3ansaTue Ne 29 Tpanunmonnas ena B Poccun.

NININ NN D>

OK 01, OK 02,
OK 04, OK 05,
OK09,IIK 1.1,
K 1.2

Tema 1.5.

IIyremecreus.

Coaep:xxanue yueOHOIro MaTepuaJa

[TyremectBus. Buasl Tpancnopra. [lytemectBue Ha camonere. bpoHupoBaHue OMIIETOB Ha
camornet. B aspomnopry. [lytemectBue Ha nmoe3ae. Moe myreriectBue. Opranuzanus JIeI0BOM
MIOC3/IKH.

18

OK 01, OK 02,
OK 04, OK 05,
OK 09,IIK 1.1,
K 1.4, I1IK 1.7
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I'pammaTudeckuii Mmatepuan: Hacrosiiee, nporeiiee, Oyayiiee mpoIobKeHHOE BPeMsl.
Bripaxenue to be going to do. IIpemorn.

B ToM yncie MNPaAKTUYECKUX 3aHATHIA

IIpakTnyeckoe 3ansiTue Ne 30 [Tyremectsus. Buasl Tpancnopra.

IIpakTnyeckoe 3ansiTue Ne 31 IlyremecTue Ha moesze.

IIpakTuueckoe 3ansitue Ne 32 [IyremecTBue Ha camorere.

IIpakTuyeckoe 3ansaTue Ne 33 B asponopry.

IIpakTuyeckoe 3ansaTue Ne 34,35 bponupoBanue OUIETOB HA CAMOJIET.

IIpakTnueckoe 3ansaTue Ne 36 Moe nyremecTBue.

IIpakTuyeckoe 3ansaTue Ne 37,38 Opranuzanusi 1eJI0BOH IMOS3/IKH.

AN B IDNDIDNDIDNDDN

Tema 1.6.
KoMnmanuu n ux
CTPYKTYpa.

Conep:xxanue yueOHOro MaTepuasa

Kommepueckue opranuzanuu. Ucropust komnanuu. Ctpyktypa komnanuu. [Ipe3enTtanus
KOMITaHUH.

['pammatuueckuit matepuain: MoganbHbie Ti1arossl. Hactosiee, mpoieniiee, Oyaymiee
3aBepIlICHHOE BpeMs. Hacrosmee 3aBepuieHHOE NPOJOJIKEHHOE BPEMSL.

15

B ToM uncie MNPaAKTUYICCKHUX 3aHATHH

IpakTyeckoe 3ansaTue Ne 39 Kommepueckre opraHu3anum.

IpakTnyeckoe 3ansiTue Ne 40,41 Vcropusi KOMIaHHH.

IMpakTyeckoe 3ansaTue Ne 42,43 CTpyKTypa KOMITAaHHH.

IIpakTnyeckoe 3ansitue Ne 44,45 [Ipe3eHTanust KOMIAHUH.

Al AN

CamocrosiTeibHast padoTa 00y4arOImMXCs

[ToaroToBUTH NMpe3eHTalM0 KOHKPETHON KOMIIAHUH — UCTOPUS, MPOIYKIIMS, CTPYKTypa.

OK 01, OK 02,
OK 04, OK 09,
K 1.2

Pa3gen 2. AHrJIMACKHHA 115 J€JIOBOI0 OOIIIEHMS.

49/49

151




Tema 2.1.

JlenoBas
nepenucka.

Conep:kanue y4eOHOro MaTepuaa

[Tonsitue «aenoBas nepenuckay. CTunu u BUIbl nuceM. Opasbl-KIUIIE A5 JEIOBbIX MHUCEM.
3anpoc, OTBET Ha 3aIpoc, NPeUIoKEeHNEe, TUChbMo-pekinaManusd. [TuceMma s opranuzanuu
JIEJIOBOM MOE3/IKU. DIEKTPOHHBIC TUChMA.

I'pammatuueckuii Mmatepuan: CTpanatesbHbIi 3aJ0T.

19

OK 01, OK 02,
OK 04, OK 05,
OK 09,IIK 1.1,
IK 1.7

B ToM uMciie npakTHYeCKUX 3aHATHI

[EEN
e}

IIpakTuyeckoe 3ansaTue Ne 46 [Toustue «/lenoBas nepenuckay.

IpakTuyeckoe 3anaTue Ne 47 CTHIIM U BUJIBI TTUCEM.

IpakTnyeckoe 3ansaTue Ne 48 Opa3pl-KiuIe U JeTOBBIX TUCEM.

IpakTnyeckoe 3ansTue Ne 49 3anpoc.

IIpakTnyeckoe 3ausaTue Ne 50 OtBer Ha 3arpoc.

IIpakTyeckoe 3anaTue Ne 51 [Ipennoxenue.

IIpakTnyeckoe 3ansiTue Ne 52 [TrcsMo-pexnamarusi.

IIpakTuyeckoe 3ansaTue Ne 53 [TucbMa A1 opraHU3aIy 1€T0BOM MOE3IKH.

IIpakTnyeckoe 3ansiTue Ne 54 DIeKTpOHHBIE THCHMA.

NN DNIDNIDNIDNDNDNDNIDNDDN

CamocrosiTeJbHAs paﬁoTa oﬁyqamumxcsl

CocTaBuUTh IMCHMA - 3aIpocC, OTBET Ha 3alpOC, MUCbMO-PCKIIaMAllUIO IO 3aJaHUIO.

Tema 2.2.

JlenoBan
BCTpeya.

Coaep:xxanue yueOHOIro MaTepuaJa

HenoBas BcTpeya. BoIcTaBKH U ipMapKu. Y4acTUE KOMIIAHUU B BBICTaBKE. [[€10BbIE IEPErOBOPHI.

IIpuem nocerurenen.

rpaMMaTI/I‘{CCKI/Iﬁ MaTcpurual: CormacoBanue BpPCMCH.

18

OK 01, OK 02,
OK 04, OK 09,
K 1.1, [IK 1.2

B ToM 4yKciIe IPAKTHYECKUX 3aHATHH

18

IpakTuyeckoe 3ansaTue Ne 55 Llens genosoit Berpeun. Opasbl-Kiuie.
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IIpakTuyeckoe 3ansTue Ne 56,57 BricTaBku u sspMapku.

IIpakTuyeckoe 3anaTue Ne 58,59 Yuactue koMraHuu B BHICTaBKE.

IIpakTuyeckoe 3ansitue Ne 60,61 JlenoBbie meperoBoOpsHI.

IIpakTnyeckoe 3ansaTue Ne 62 [IpaBuia npuema moceTUTENeH.

IIpakTnyeckoe 3ansiTue Ne 63 Ilpuem nocerureneii.

NN R D

Tema 2.3.
Benenmne
TeJie(hOHHBIX
1eperoBopos.

Conep:xanue yueOHOIro MaTepuasa.

[TpaBwiia BegeHus TenedOHHBIX TeperoBopoB. dpassi-kimiie. [IpuemM 3BOHKOB B OTCYTCTBHH
pykoBoauresst. HazHaueHue u rnepeHoc BCTpeu.

['pammatuueckuii Matepuan: KocBeHHas peysb.

12

OK 01, OK 02,
OK 04, OK 09,
K 1.1

B ToM uncie MNPaAKTUYECCKUX 3aHATHH

IIpakTuyeckoe 3ansaTue Ne 64 [IpaBuia BeneHus TeneOHHBIX IEPETOBOPOB.

IIpakTnyeckoe 3ansiTue Ne 65 ®pa3zpl-kiuie.

IIpakTnyeckoe 3ansaTHe Ne 66,67 [IprieM 3BOHKOB B OTCYTCTBUU PYKOBOAUTEIIS.

IIpakTnyeckoe 3ansaTHe Ne 68,69 HazHaueHue u nepeHoc BCTpeu.

DA IDNDN

HpOMe)KyTO‘-IHaﬂ arrecranmusd

Bcero:
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3. YCJIOBHUA PEAJIM3AIIMA YYEBHOW TUCHUTIIUHBI

3.1. JIns peanu3anuu nporpaMMbl y4eOHON AUCHUILTUHBI JOJKHBI OBITH MPEyCMOTPEHbI
CJIEIyIOIINE CIIEIUAIbHbBIC TOMEIICHUS:

Kabuner «MIHOCTpanHOrO fA3bIKa B MPOPECCUOHANBHOMN AEITEIbHOCTH », OCHAILIEHHBIH:

o0opyaoBaHueM: pabodee mMecto mpenojaBatens, ocHameHHoe [IK mubo HoyTOykoM ¢
muneH3nonHbM [10, pabourie MecTa Mo KOJIMYECTBY 00yJaroIuxcs,

TEXHUYECKUMHU CPEJCTBAMU OOYUEHHMsSI: TEJIEBU30p, MO0 MYIbTUMEIUNHBIN POEKTOP C
9KpaHOM, JTHOO0 MHTEPAKTUBHAS JTOCKA, KOMIUICKT MPE3CHTAIMOHHBIX MAaTEPHAJIOB IO TEMAaTHKE
JTUCHUTLTUHBI.

3.2. UnpopMmannoHHoe odecrniedeHne peaju3auuu NporpaMmbl

Jliga peanuzanuu MporpaMMbl OUONIHOTEUHBINH (GOHI 00pa3oBaTENbHON OpraHu3aluu
JOJIKEH UMETh TIe4aTHbIC W/WIN 3JEKTPOHHBIE 00pa3oBaTeIbHble U MHPOPMAIIMOHHBIE PECYPCHI,
JUTSL KCTIOJIb30BaHMs B 0Opa3oBaTenbHOM mporiecce. [Ipu dopmupoBannu 6ubiarnorednoro Gouga
o0pa3oBaTeNnbHOIl OpraHu3aluell BHIOMPAETCs HE MEHEee OJIHOTO U3JaHUS U3 MepeUHCICHHBIX
HIDKE TMEUYaTHBIX M3JaHUN W (WJIM) AJIEKTPOHHBIX M3JIaHWKA B Kaue€CTBE OCHOBHOIO, MPU 3TOM
CITUCOK, MOKET OBITh JIOMOJIHEH HOBBIMU W3JaHUSIMHU.

3.2.1. OcHoBHbIE MeYATHLIE U3IAHUSA

1. KomecuukoBa H.H., Jlanunosa I'.B., JleBatkuna JI.LH. AHriaumickuii S3bIK 1A
meHekepoB = English for Managers: yueOHoe nocoOue /Ui CTy/I€HTOB YUPEXKJIEHUH CpeaHero
npodeccuoHaabHOro oopasoBanus. — 12-e uzn., crep. — M.: M3garenbckuii HeHTp «AKageMus»,
2019. — 304 c. ISBN 978-54468-8079-9

2. Xapuenko M.I'., ManaxoBa E.b. AmnHrmumiickuii s3eik. YdeOHOe mocoOHe 10
(OopMHPOBAaHNIO MPAKTUIECKUX HABBIKOB BEJICHHS JIEIIOBON TIEPENHCKH: yaeOHoe mocoone. — M.:
KHOPVYC, 2022. — 142 c. — (bakanaspuar). ISBN 978-5-406-07919-5

3.2.2. lonoJHUTEIbHbIE HCTOYHUKH

1. Aunpuenko A.C. Business English : yue6Hoe mocooue. — PoctoB-Ha-/lony: Taranpor:
N3znarensctBo FOxHoOro (henepansuHoro yuusepcureta, 2019. — 146 c. ISBN 978-5-9275-3131-8

2. ManbkoBckas 3.B. AHMUHACKU# S3bIK B CUTYAIMSIX TOBCETHEBHOTO 1€TIOBOTO OOIIECHUS:
yaeOHOe TmocoOme. — M.:. MHOPA-M, 2022. — 223 c¢. — (Cpennee mnpodeccHoHaTbHOE
obpazosanue). ISBN 978-5-16-014149-7 (print) ISBN 978-5-16-107175-5 (online)

3. HenoBoe anmMuHHUCTpHpoBaHue: Business Administration (BUpTyaabHBIH MPAKTHKYM).
VYposens oOpazoBanus: [Ipodeccun cpeanero mpodeccnoHaabHOTO O00pa3oBaHMs. APTUKYI
u3nanus: 601619101, Bua u3ganus: DieKTpoHHOE yueOHOE U3AaHNE

4. Kaszaposa E.M. Test Your Business English Secretarial (TectoBeie 3amanus s
NPOBEPKH 3HAHUS JIGKCUKU TI0 CIEUUATBHOCTH MEHEKep oduca) [DIeKTpOHHBIH pecypc]:
MeTouYecKoe mocodue. — 3-¢ usg., crep. — M.: ®JIMHTA, 2019. — 40 c. ISBN 978-5-9765-2003-
5

5. Raymond Murphy English Grammar in Use. — Fifth edition. - Cambridge, 2019. ISBN
9781108457682
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https://academia-moscow.ru/catalogue/4840/443765/
https://academia-moscow.ru/catalogue/4840/443765/

6. Planet of English: yuebnuk anrmuiickoro s3pika mist CIIO/ beskoposaiinas I'. T.,
Koiipanckas E. A., Cokonoa H. U., Jlagpuk I'. B. — M.: U1 Akagemus, 2017. — 256 c.

7. AHrnmiickuid s3BIK I Koyteken: yueOHoe mocobue mist CIIO / T.A. Kapnosa. —
Mocksa: KHOPVYC, 2016. — 281 c.

8. AHIIMIICKUI S3BIK JJIS1 SKOHOMHYECKUX crieruanbHocTel: yueonuk / A.Il. TomyGes,
N.b. Cmupnosa, H.A. Kadraitnosa, E.B. Monaxosa. — M.: KHOPYC, 2016. — 396¢. — (CIIO)

9. Planet of English. Social&Financial Services Practice Book. Awurmiwmiickuii s3bIK.
[TpakTukym aisa npodeccuid U CIeMHAIbHOCTEH coluanbHO-3KOHOMHYeckoro npodmis CITO/
JlaBpuk I'.B. — M. U1 Axanemus, 2016. — 96 c.

10. DBanc B, Hdymu Ix, Grammarway 2. WznarensctBo Express Publishing, 2016. —
532c.

11. www.macmillanenglish.com - unTepHET-pECypc ¢ MPAKTUYECKUMH MaTepHaIaMu JJIst
(OpMUPOBAHUS U COBEPIIICHCTBOBAHUS BCEX BUJIO-PEUCBBIX YMECHUN U HABBIKOB.

4. KOHTPOJIb U OLIEHKA PE3YJIbTATOB OCBOEHUSI
YYEBHO! JUCLUATILIUHBI

Pe3yabTaThl 00yueHus Kpurtepun ouenku MeToabl OLleHKH

Hepeqeﬂb 3HaHHﬁ, OCBauBa€MbIX B paMKaXxX JUCHUIIJIUHDbI

MpaBUjia HOCTPOEHUS MIPOCTHIX | YPOBEHb OCBOCHUS OueHka pe3yJibTaToB

Y CJIOKHBIX MPEJUIOKEHUN Ha y4eOHOr0 MaTepuana; BBITIOJIHEHUSI TIPAKTUYECKUX
npodeccroHanbHbIE TEMBI, yMeHHe HCIIONb30BaTh pabor.

OCHOBHBIE TeopeThuueckue 3HaHus U | OLeHKa pe3yJIbTaTOB YCTHOTO
o011eynoTpeOnTEIbHBIC MPAKTUYECKUE YMEHUS ¥ TMCBMEHHOTO OIpoca.
TJ1aroJibl (6LITOBaH u IIpH BBIITOJIHCHHUU OHCHKa pE3ynbTAaTOB
npodeccuoHalIbHas JIKCUKA); | MpodhecCHOHATBHBIX TEeCTUPOBAHUS.
JIEKCUYECKUH MUHUMYM, 3a11a4; OtieHka pe3ysbTaToB
OTHOCSIIIUICS K ONHCAHUIO YPOBCHb CaMOCTOSITENIbHOM pabOTHI.
MPEAMETOB, CPEACTB U c(hOpMHUPOBAHHOCTH OleHKa Pe3y/IbTATOB
MPOIIECCOB MPOhEeCCHOHATBHON | O0IIHX U BBIIOJIHCHMS IOMAIITHIX
JEATEIIbHOCTH; npodeccnoHambHbBIX 33 [AHHIA.

0COGEHHOCTH NPOU3HOIIEHHsT | KOMIICTCHIHH.

CJIOB;

MpaBUJia YTCHHUS TEKCTOB

npodeccnoHanbHOMI

HaIpaBJIEHHOCTH;

(bpa3bl-KIUIIIe T BEICHUS
Oecenbl U IEPETICKA Ha
WHOCTPAHHOM SI3BIKE;
0COOEHHOCTH TIEpPEeBO1a
JOKYMEHTOB C HHOCTPaHHOTO
SI3BIKA;

MpaBuiia OpraHu3alyy npuemMa
IMOCETHUTEIICH;
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MOPSAIOK MMOATOTOBKH JI€JIOBOM
MTOE3/IKH.

Ilepeyenb ymeHmii, ocBanBaeM

bIX B paMKaXx JUCHUILJIMHBI

MMOHUMATh OOIIUN CMBICIT
YETKO MPOU3HECEHHBIX
BBICKA3bIBaHU Ha
npo¢eCCHOHAIbHBIC OBITOBBIE
TEMBI,

MMOHUMATh TEKCTHI Ha 0a30BBIC
U IpoeCCUOHATBHBIC TEMBI;
CTPOUTH MPOCTHIC
BBICKa3bIBaHUS O ce0e U O
cBoei mpodeccnoHATBHOM
NS TeIIbHOCTH;

y4acTBOBAaTh B TUANIOTaX Ha
obmrue u mpodeccrnoHabHBIC
TEMBI;

KpaTko 00O0CHOBBIBATH U
OOBSICHSITH CBOM JICHCTBUS;
MUCATh IPOCTHIC CBS3HBIC
COOOIICHNUS Ha 3HAKOMBIE HITH
HUHTEPECYIOIINe
npo¢eCCuOHAIBHBIC TEMBI;
BecTH Oecey (BKIHOUast
TenedOoHHbIE IEPEroBOPhI) Ha
WHOCTPAHHOM SI3BIKE Ha
MTOBCE/THEBHBIE U
po¢eCCuOHANBHBIC TEMBI;
BCTpEYaTh IIOCETUTEIIEH;

OCYLLIECTBIISATh TPEBE-
MOJJIEPXKKY JEIOBBIX MOE3/10K;
BECTH TMEPEIUCKY Ha
WHOCTPAHHOM SI3bIKE.

JEMOHCTPALMS YMEHHUS
HOTIOJHATH CJIOBAPHBIN
3a1ac ¥ CaMOCTOATEIbHO
COBEPILECHCTBOBATh
YCTHYIO ¥ IIUCBMEHHYIO
peus;

JEMOHCTPALMS YMEHHUS
OIPEIEIATH CBOIO
IIO3ULIMIO U U3J1araTb CBOU
MBICJIM HA HHOCTPAaHHOM
S3BIKE;

ACMOHCTpalursa YMCHHA
00IaThCs YCTHO U
IINCBbMCHHO Ha
WHOCTPAHHOM SI3bIKE Ha
npodeccnoHabHbIC
TEMBI;

JIEMOHCTpAIIHs YMCHHUS
OIIMChIBATH 3HAYUMOCTH
cBOE# mpodeccun Ha
HWHOCTpPAaHHOM A3BIKEC.

OLICHKa pe3yJIbTaToOB
BBINOJIHEHUSI TPAKTUYECKUX
pabor;

OLICHKA pe3yJIbTaTOB YCTHOT'O U
IMCbMEHHOTO OIIpOCa,;

OLIEHKA Pe3yJIbTaTOB
TECTUPOBAHUA,

OLIEHKA Pe3yJIbTaTOB
CaMOCTOSITENILHOM paboThI;
OLICHKA pe3yJIbTaToOB
BBINOJIHEHUS IOMALTHUX
3aJaHuH,

OLIEHKA Pe3yJIbTaTOB
IPOBEJICHHOI0 YK3aMEHa.
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IIpuaoxenne 2.3

k [IOII cnennanabHOCTH

46.02.01 JoxkymeHTAIIMOHHOE O0ecTeyeHne
ylpaBJieHHs U apXUBOBe/leHUe

IPUMEPHAS PABOYAS ITIPOTPAMMA YUEBHOM JUCIUILINHBI

«CT'.03 BE3OITACHOCTb KU3HEJAEATEJIBHOCTHN»

2023 r.
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COJEP)KAHUE

. OBILIASI XAPAKTEPUCTHUKA IPUMEPHOM PABOYEN
MMPOI'PAMMBI YUEBHOM JUCHUILIAHBI

. CTPYKTYPA Ul COJEPKAHUE YUYEBHOM
TACIATLTAHBI

. YCJIOBUSA PEAJIM3AIIMA YYEBHOM JUCIATLINHBI

. KOHTPOJIb Y OLIEHKA PE3YJIbTATOB OCBOEHMS
YYEBHOM JUCLUUIIIAHBI
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1. OBIASI XAPAKTEPUCTUKA IPUMEPHOI PABOYE IPOTPAMMBI
YYEBHOM JUCHUILINHEI
Cr'.03 BE3OIACHOCTb KU3HEJESTEJILHOCTH

1.1. MecTo 1McuMNJIMHBI B CTPYKTYPe OCHOBHOM 00pa30BaTe/ibHOM POrpaMMbI:

VuebHasg nucUMIUIMHA «be30macHOCTh KM3HEASATENHLHOCTHY SIBIISIETCS 00s3aTeIbHOM
YaCThI0  COIMAIBHO-TYMAaHUTAPHOTO IHMKJIA TPUMEPHOM 0Opa30BATEIIBHOW IMPOTPaMMBI
B cootrBeTcTBUU ¢ PI'OC CIIO mno cnenmanbHoctu 46.02.01 JlokyMeHTanmoHHOE obOecrieueHne
yIpaBJICHUS U apXHUBOBEJICHHE.

Ocoboe 3HaueHne TUCIUILINHA uMeeT pu popmupoBanuu u pazsutuu OK 01, 02, 04, 07.
Llesab U UIaHUPYeMbIe pe3yJbTAThbl 0CBOEHHUS AU CHUILINHBI:

B pamkax mporpammbl yuyeOHOM IUCHMILIMHBI OOY4YalOIIMMUCS OCBAaMBAIOTCS YMEHMS

Y 3HAHUS
Kon YMmenust 3Hanus
IIK, OK
OK 01 pacmo3HaBaTh B MPOo(PecCHOHAILHOM | aKTyallbHbII npodeCCHOHATbHBIN
U COIMATBPHOM KOHTEKCTE 3aJla4dl /UM | U COIUATBHBIN KOHTEKCT

po0OJIeMbl, OTHOCSIIIUECS K KPYTY 3a/1a4
u/unm npobiem NOJIePIKaHUS
0e30MmacHbIX yCIIOBUI
KHU3HEIEATEIILHOCTH, B TOM YHCJIE IPH
BO3HUKHOBeHUH YUC;

aHAIM3UPOBATh  3a7adyy M W/WIH
po0IeMbl, OTHOCSIIIUECS K TPEIMETHOM
obnactu 0€30MacHOCTH
KHU3HEIEATEbHOCTH,

¥ BBIJICJISATH COCTaBHBIE YaCTH TOJJOOHBIX
3aja4 /i npooiem;

BBISBISATH U A(P(PEKTUBHO  HCKaTh
uH(pOpMaIIMI0,  HEOOXOAUMYIO  JUIS
pemieHus  3agad  W/MaM  1pobiieM
noJ/iep>kaHusi  O€30MacHBIX  YCIIOBHM
KHU3HEIEATSILHOCTH,

B TOM 4HcCIIe TIpu Bo3HUKHOBeHUH UC;
COCTaBJIATH IUIAaH JACUCTBUM, ONpeNensITh
pecypchl, TIPOTHO3UPOBATH PE3yIbTATHI
peanu3alMM  COCTAaBJIIEHHOIO  IUIaHa
noJyiep)kaHusi  OE30TaCHBIX  YCIIOBHM
KHU3HEIEATEIIbHOCTH, B TOM YHCJIE IPH
Bo3HMKHOBeHNH UC;

BJIAJETh CIIOCOOHOCTbIO NPUHUMATH
perieHus 10 11eJIECO00Pa3HBIM
JEUCTBUAM

B UC;

BJIAJICTh METOJIaMH 3AIIUTHI OT BPEIHBIX
n omacHeiX (akTtopoB UC, 3amuThI
YeJoBeKa

U cpeApl OOUTaHUS OT HETraTUBHOIO

HoJiep>kaHusl  0e30MacHbIX yCIOBUH
JKU3HEEATEIIBHOCTH, B TOM YHCJIIE IIPH
BO3HUKHOBeHuU YC;

OCHOBHBbIE HCTOYHMKU HH(pOpMaLU

51 pecypchl IS peleHus
3agad = oOecrieyeHUsT 0Oe30IIaCHOCTH
JKU3HEIEATEIBHOCTH B

MpopECCHOHAIBHOM U COITMATIBHOM
KOHTEKCTaxX: MPUHIUIBI, TMpaBWia U
TpeboBaHMsT 0€30MacCHOTO TOBEICHMUS,
3allUTBl  OT  OMAcHOCTe  mpH
OCYIIECTBIICHHH TMPO(HECCHOHATEHON
nesitenbHOCcTH U B UC;

(dbuzmomorNUecKre MOCJIE/ICTBHS
BO3/ICHCTBUS Ha YenoBeKa
TPaBMHUPYIOIINX, BPEIHBIX 51

MOpaXKaIoUINX (PaKTOPOB;

QITOPUTMBl U TIPUEMBI  3ALLUTHI
YeIOBeKa H CpeAabl OOWUTaHHUSI OT
HeraTuBHoro Bozaeiicrsus npu YC;
QITOPUTMBI W TPUEMBI  JAEHCTBUUI
o rpaxkiaHckoit oobopone u B YC;
OCHOBbI ~ OOeclie4eHHs]  BOEHHOM
Oe30macHOCTH  rocynapcrBa (s
FOHOIIIEH).

OCHOBBI MEIMLMHCKUX 3HAHUH (11
JEBYILEK)
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BozaeiicTBus npu UC; npuemsl neiicTBUi
0 TpakIaHcKoi obopone u B UC.
OIICHUBATh pE3yJbTaT M IOCJIECACTBUS
CBOMX JEHCTBUH IO PEILICHUIO 3ajad
127070171 npobiem NOJIePIKaHUS
0e30MmacHbIX yCIIOBUH
JKU3HEACITEIBHOCTH, B TOM YHCIIE IMpHU
BO3HUKHOBeHHH YUC.

Branets 3HaHUSAMH OCHOB OO€CTICUCHUS
BOCHHOW 0€30IacHOCTH TOCyJapcTBa
(n7st roHOLIEH ).

Brnanets 3HaHUAMU OCHOB METUIIUHCKUX
3HaHUU (AJ1s1 AEBYLIEK)

OK 02

OmpeAensaTh  3aJayd IS TOUCKa
uH(pOpMAIINH, COJepIKAIICH aKTyaIbHBIC
CBEICHHUS 0 0€30MacHOCTH
YKU3HEICSITEIIbHOCTH

OTpeeNATh HEOOXOIUMbIE HCTOYHHKH
uH(OpPMAIIUK COTJIACHO HOMEHKIIAType
UH(OPMALIMOHHBIX HCTOYHUKOB,
MPUMEHSIEMBIX B cdepe 0e30macHOCTH
KU3ZHEJEATEIILHOCTH;

MPUMCHSITh PUEMBI CTPYKTYPHPOBAHUS
uHbOpMallUKl A7 CO3JaHUSl  YCTHBIX
u MHHUCHbMEHHBIX CcOOOIIEHHH,
DIIEKTPOHHOTO KOHTEHTa Y T.I. B
mpoliecce OCBOCHMSI HWH(MOpPMAIUU O
0€30MacCHOCTH KU3HEEATEIbHOCTH;
npumensitb  WUKT u  mudposbie
WHCTPYMEHTBl U1 pelIeHus 3ajad,
CBS3aHHBIX C  TpodeccCHOHATBHBIM
KOHTEKCTOM obecrieueHus
0€30MacHOCTH  KU3HENEATCTbHOCTH U
3aIUTHI OKPYXKAIOIIEH Cpeibl;
UCIIOJIb30BATh COBPEMEHHOE
MporpaMMHOE 00€CTICUCHHE, PA3TUIHbIC
nupoBble CpeACTBa IS TMOTYYSHHS
uH(popMaluuy, MTO3BOJISFOILIEH:
UACHTU(DHUIIUPOBATH OCHOBHEBIE
OTIACHOCTH CpPEIbl OOMTAHUS UYEJIOBEKa,
OIICHUBATh PUCK WX peallu3allly;
MPUHUMATH perreHus o
nenecooOpasHeiM  nieiictBusiM B UC;
pacro3HaBaTh >KW3HCHHBIC HApYIICHUS
npu HEOTJIOKHBIX COCTOSTHUSIX
U TpaBMax

HOMEHKJIaTypy UH(GOPMAITMOHHBIX
UCTOYHUKOB, MPUMEHSIEMBIX B cdepe
0€30MaCHOCTH  KU3HEICSITEIbHOCTHU:
HOPMAaTHUBHO-TIPABOBBIC aKTBI
(benepanbHOrO, PETHOHANBHOTO,
JIOKaJbHOTO YPOBHEH, PEryIHPYIOIIHe
JeSTeNbHOCTh B cdepe 0e30MacHOCTH
KHU3HEIEATSITBHOCTH, OCHOBBI
KOHTPOJIS

U ympaeieHHus B cdepe obecredeHus
0€30MaCHOCTH  KU3HEACITEIbHOCTH
Y 3aIIUTHI OKPY’KAIOIIEH CPebl;
pUEMbI CTPYKTYPHUPOBAHUS
nHpopmanuu, coJiepaKalen
aKTyaJbHbIE Hay4yHblE CBEACHUSA O
0€30IaCHOCTH JKU3HEIEITCILHOCTH, U
¢dopmatel  odopmiieHHst  (yCTHOE
CoO00IIIeHNe, MUCbMEHHOE COOOIIIeHNE,
JIEKTPOHHBINA KOHTEHT U T.I1.) JaHHOM
nHpopmanuu;

HOPSIIOK TPUMEHEHUs] COBPEMEHHBIX
CpPEICTB 51 YCTPOMCTB
nHpopmaTU3au

u U(PPOBBIX UHCTPYMEHTOB
B olecrnieueHnn 0e30MacHOCTH
KHU3HENEATSIbHOCTH U 3aIlIUTHI
OKpYXalolllel cpeapl B Mpolecce
pemieHust  3aJad4  COLUHMAIBHOW U
npo¢eCCHOHATBHON IEATETLHOCTH

OK 04

OpraHM30BbIBaTh  PabOTy  KOJUIEKTUBA
58 KOMaH/AbI nu BBaHMOI[efICTBOBaTB
C KOJUIETaMHU, PYKOBOJICTBOM, KIIMEHTAMHU
TSt CO3aHUs YeJI0BEKO- H
PUPOA03aAUTUTHON cpeasl

TICUXOJIOTHIECKUE OCHOBBI
JesITeIbHOCTH TPYIOBOT'O KOJIJICKTHBA,
MICUXOJIOTUYECKHUE 0COOCHHOCTH
JUYHOCTH B cepe  TpyHOBOM
JCATCIPHOCTH,  aKTyaJbHBIE  JUIA
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OCYILECTBIICHUSI  TNPOo(dhecCHOHAIBHOM
JeSITeIbHOCTH;

MHMHHUMU3ALUHA OIacHOCTEeH "
3(PEeKTUBHOTO yIpPABICHHUS PUCKAMH
YC na paboyem mecTe;

OCHOBBI ~IIPOEKTHOH  JEsTeNbHOCTH
B KOJUIEKTHBE M KOMAH/IE M0 PELICHUIO
3aJlad  MUHUMH3AIUU  OMACHOCTEH
u 3¢ PEKTUBHOTO yIpaBiIeHUS
puckamu YC Ha pabodeMm MecTe Ha
OCHOBE TNPUHIMIOB 3(PPEKTUBHOTO
B3aUMOJICUCTBUA

() CO3JIaHHIO YeJI0BEKO-
U MIPUPOI03aALTUTHON Cpelbl
OCYIIECTBIICHHUSI MPO(HECCHOHATEHON
JeSITeIbHOCTH

OK 07 3 pexTBHO JIEHCTBOBATH B
Ype3BBIYANHBIX CHTYalHsAX, COOJIOIATH
HOPMBI IKOJIOTUYECKON 0€301aCHOCTH
Ha pabouem MmecTe;

COJICHCTBOBATH IPaKTUYECKOMY
OCYILECTBIICHUIO HJACU OEpPEeKIUBOTO
NPOM3BOJICTBA 334 CYET MHUHUMH3AIMU
YTPO3BI MOTEPb, BBI3BIBAEMbIX
HApyIICHUSIMH ~ HOPM  0€30MacCHOCTH
JKU3HEICSITEIIbHOCTH Ha pabovyeM MecTe

HOPSIOK JICHCTBUH B YpE3BBIYAMHBIX
CUTyalusX, HOPMBI 3KOJIOTMYECKOU
0e30macHOCTH npu BEJICHUU
po(heCCUOHATILHOM e TeILHOCTH,
CIocOoObl  MHUHHMMH3ALUU  YIPO3BI
INOTCPb, BBI3SBIBACMBIX HAPYIICHUAMUA
HOPM 0e30macHOCTH
KU3ZHEACITEIIbHOCTH Ha  pabodem
MeCTe ¥ ONaCHOCTb HApYyIICHUS HOPM
0€30MacCHOCTH  JKU3HEACATEIHHOCTH
JUISL peanu3alui ujaeu OepeKIHBOTO
MIPOU3BOJICTBA

2. CTPYKTYPA Y COJAEP)KAHUE YUYEBHOW JUCIUILINHBI

2.1. O0beM y4eOHOI TMCHUIIMHBI U BUABI Y4eOHOH padoThl

Buj yueOHoi1 padoThI

O0BeM B yacax

O6bem 06pazoBaTenbHOM NporpaMMbl y4eOHON AUCHUIUINHBI 70
B T.4. B (hOpMe NMPaKTHUECKOH MOIrOTOBKH 36
BT. 4.:

TEeopeTHIeCcKoe 00ydeHne 34
NPaKTUIECKHUE 3aHATHS 36

[IpomexyTouHas arrecranus
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2.2. TeMaTHYeCKHH IJIAH U COAePKaAHME YUeOHOM JUCUMIIIIMHBI

XapaKTEPUCTHUKHU.

Hopwmsbr skonorumdeckoit 0e30MacHOCTH TpU BEACHUU NPOGECCHOHATBHON eATEIbHOCTH.
CnocoObl MUHMMM3AIMN YTPO3bl MOTEPh, BBI3BIBAEMBIX HAPYLIEHUSIMU HOPM O€30MacHOCTH
KU3HEJEATEIILHOCTH Ha paboyeM MECTe M OMAaCHOCTh HApYIICHUs HOPM JJISl peau3alui Uaeu
OCpEeXITUBOTO  TMPOU3BOJICTBA.  AJNTOPUTMBI  TOJJCpKaHUSI ~ OE30TMaCHBIX  YCIOBHM
JKU3HEIeATeIbHOCTH Ha paboyeM mecte.*!

Koanl
KOMIIeTeHL M
Oo0bem, akan. 1
U JIMYHOCTHBIX
4. /B T. 4. B
pe3yJibTATOB,
HaumenoBanmue dopme
Conep:xkanue ydyeO0HOro Marepuasa u GopMbl OPraHU3anUM AeITeILHOCTH 00y4al0IIuXCs .. | bopmupoBaHnIO
pa3/1esioB U TeM NPaKTHYeCKOMH
KOTOPBIX
NMOAr0TOBKH,
crocoocTByer
aKaj. 4.
3JIeMeHT
NPOrpamMMmbl
1 2 3 4
Pa3nen 1. Be3onacHoCTh KU3HeAESATEILHOCTH: TeOpeTHYeCKHEe OCHOBbI, HOPMATHBHO-NIPABOBOE PeryJUpPoOBaHNe 20/12
U opranbl obecneyeHus 0ezonacHoctu B Poccuiickoii Menepanum, npeaynpexaeHne, npeioTspamnieHne u
JIMKBHIALMS MOCJIEACTBUI Ype3BbIYAHBIX CUTYal Uil
Tema 1.1. Copepxxanue yuyeOHOro MmarepuaJia 21- OK 01
Teopernueckue OmnacHocTH U WX TMOKa3aTedu. Pa3HOBUIHOCTH OMACHOCTEH COBPEMEHHOTO MHpa. 3aliuTa OK 02
OCHOBBI 4eJoBEeKa W OKpyKaromed cpeabl oT omnacHocTed. CyHIHOCTh MOHATUS «0€30MacHOCTh OK 04
0€e30IacHOCTH JKU3HENeATENbHOCTH). CoIuanbHble M I[ICHXOJOTMYECKHE  aCHEeKThl  0e30IacHOCTH. OK 07
JKH3HENAeATeJbHOCTH | BOBHUKHOBEHHE W Pa3BUTHE HAYUYHBIX NPEACTABICHUM O YEIOBEKO- M MPHUPOAO3ALIUTHOU
nestensHOCTH. [IpeacTaBieHne o cUCTeMe «4YeloBEeK — cpefa OOMTaHUs», €€ CTPYKType U
GyHKIIMOHATBHBIX CBsI3sX. CuUcCTeMbl 0€30MacHOCTH M UX CTPYKTypa. Bpen, yiiepd — BuAbI U 2

4 3[[60]: u najince 061111/16 AITOPUTMHUYCCKUEC MPCANUCAHUA 1TO NOAACPIKAHUIO 0e30IacHbIX yCJ'IOBPIfI KUBHCACATCIPHOCTH U L[CI;'ICTBI/II;'I B

UC KOHKPETU3HUPYETCS CaMOCTOSITENLHO

pa3pa6OT‘-II/IKaMI/I PHZ[ MPUMCHHUTECIILHO K cneumbnke OCBanBacMOM 06yqa}omnMnca HpO(l)CCCI/IOHaHLHOﬁ JACATCIbHOCTU U TUITHYHBIX OIIaCHOCTEH KOTOPbIC MOT'YT BO3HUKATH B IIPOLIECCE

€€ OCYLICCTBJICHUA
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Bosmoxknoctu npumenenuss UKT u nmpoBbIX HMHCTPYMEHTOB Ui TIOMCKA AaKTyaJbHBIX
CBeleHUIl 0 0€30IaCHOCTH JKU3HEAEATENbHOCTH ISl HPUHATHS OOOCHOBAHHBIX PELICHUH,
CBSI3aHHBIX c npoeCCUOHATIBHBIM ~ KOHTEKCTOM obecriedeHus 0e30I1aCHOCTH
YKU3HEJCSATEIBHOCTH Y 3aLIUThI OKPY KAIOIIEH CPEJIb

Jlexyusa-ouckyccus*

CamocrosiTesibHAasi padoTa 00y4ar0Immxcst

Tema 1.2.
be3zonacHoe
MoBeJAeHHne
JyeJI0BeKa B
Ype3BbIYaAHHbIX
CUTYyalusiX H
Cnocod0bl  3aIIUTHI
HaceJeHUs oT
OPY:KHSI MAacCCOBOIO
NOpaKeHusl

Coaep:xxaHue yueOHOIro MaTepHuaJia

12/8 OK 01

[TonsiTre u obmas kiaccudukaus 4Ype3BblyaiiHpIX cutyanuid. YC npupoaHoro, TEXHOIT€HHOTO
U COIMAIIBHOTO Xxapaktepa. O0mme npaBmia 6ezonacHoro noseneHuss B YC u ocobeHHOCTH
0e30MacHOro MOBEICHHS B MPOIECCE BBIMONMHEHUS NpodeccHoHambHbIX (GyHKUUNA. OCHOBBI
10Kapo0e30MacHOCTH M AIEKTPOOE30MIacCHOCTH Ha paboyeM MecTe.

SnepHoe opyxue U ero nopaxaroiire (HakTopsl. XUMHYECKOE OpY>KHE U €T0 XapaKTepUCTHUKA.
Bbuonorudeckoe opyxue u ero xapakrepuctika. CpeacTBa HHANBUIYATbHON U KOJUICKTHBHOMN
3alUTHI HACEICHUS OT OPY KK MACCOBOTO MopaxkeHus. JleiicTBHs HaceneHus B 04are sJIepHOro,
XUMHYECKOTO ¥ OMOJIOTHYECKOTO TIOPAYKEHHSL.

[Topsiiok MpUMEHEHUs COBPEMEHHBIX CPEICTB U YCTPOIHCTB MH(pOpMATU3ALUU U LHUPPOBBIX
WHCTPYMEHTOB B oOecrieueHHH O€301acHOTO IOBEICHHS B UYPE3BBIYAWHBIX CHUTYaIHsX B
npoliecce BHINOIHEHUS NPOPEeCCUOHATBHBIX (DYHKIIMH.

OCHOBBI IPOEKTHOH AEATEIHHOCTH B KOJUIEKTHBE M KOMaH/IE 110 PEIICHHIO 3a7[ad MUHUMH3AIHN
ornacHocTel M s¢dexTuBHoro ynpasieHus puckamu YC Ha pabouem mecte. Ilpumenenue
IPUHLUIIOB 3PPEKTUBHOTO B3aWMOJEUCTBUS IO CO3JIaHUIO YEJIOBEKO- W IPUPOJI03AIIUTHOMN
Cpezbl OCYLIeCTBICHUS NPOPEeCcCHOHANTBHOM AesTEIbHOCTH B Ipoliecce pa3paboTKU MPOEKTHBIX
IPOJYKTOB

IIpobnemnasn nexyus

OK 02
OK 04
OK 07

B Tom uyKc/ie MPAKTHYECKHUX 3aHATHH

[TpakTunueckoe 3ansatue Ne 1. [IpaBuia noBeaeHNs U MOPSAIOK JICUCTBUNA B UpE3BBIYATHBIX
CUTYyalMsIX TPUPOIHOTO U TEXHOTEHHOTO XapakTepa

[Tpaktuyeckoe 3anstue Ne 2. Mcnonb3oBaHue Ha pabodyeM MeCTe CpPEeACTB MHIUBHYaTbHOMN
3alIUTHI OT nopaxaroumx dakropos npu UC

CamocrosiTenbHast padoTa 00y4alOIMXCs

Tema 1.3.

Conep:kanue y4eOHOro MaTepuaa

6/4

42 3,H€CI) " fajiee yKa3aHue Ha q)OpMy opranmsanvu ACATCIbHOCTU CTYACHTOB 110 OCBOCHHUIO COACPIKAHUSA JICKIIUU HOCUT peKOMCHﬂaTCJ’ILHHﬁ XapakTep
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Opranmzanmonnsle | EnnHas rocynapcTBeHHasi cucTeMa NpeaynpekIeHUS U JTMKBUIALUN YPE3BbIUAHBIX CUTYaLUil OK 01
U NIpaBoOBbIE (PCUC). I'ocynapcTBeHHBIE CITY>KOBI TT0 OXpaHe 3I0pOBbs U 0e30macHoCcTy rpaxaad. [lonarue OK 02
OCHOBBI M OCHOBHBIE 33/1aud TPaXJaHCKOW 000poHbl. OpraHuU3alMOHHAST CTPYKTypa TIpaskIaHCKOU OK 04
odecreyeHus o6oponbl. OCHOBHBIE MepornpusaTus, npoBoauMbie ['O. JlelicTBHS HaceleHUsS MO CHUTHAIaM OK 07
0e3omacHoCTH IpaXXIaHCKOW 0OOPOHBI U OCOOCHHOCTH WX BBIMOJHEHUS B TOM CIIydae, KOT/Ia CHTHAJ 3acTall
AKU3HeJesATeJbHOCTH | pa0OTHHKA Ha paboueM MecTe. 5
B Ype3BbIYANHBIX Homenknarypa wuH(OpManMOHHBIX HCTOYHUKOB, HPUMEHSEMbIX B cdepe 0e30macHOCTH
CUTYalHMAX KHU3HEIEATSIIbHOCTH:  HOPMAaTHBHO-TIPABOBBIE  aKThl  (peepasibHOTO,  PErHOHAIBHOTO,

JOKaJbHOIO  ypPOBHEH,  peryiumpymoume  JesTelbHOCTs B chepe  OezomacHOCTH

KHU3HEIEATEIIbHOCTH, OCHOBBI KOHTPOJISI M YIIpaBJeHHUs B cdepe obecriedeHns 0e30macHOCTH

KHU3HEIEATESIIbHOCTH M 3alMThI OKPYKAIOLIEH cpe/ibl

Jlexyus ¢ npumenenuem npuemos mexHoI02UU passumus. KpUmuyecKko20 MolulleHUsl

B TOM 4nc/ie NpaKTHYECKUX 3aHATHI 4

[Tpaktuyeckoe 3ansTHe Ne 3. OcOOEHHOCTH BBINOJHEHUS PAOOTHUKOM IPABUJI MOBEAECHUS U

JICICTBUI 10 CUTHAJIaM IPaKIaHCKOW 00OPOHBI 4

CamocrosiTenbHast padoTa 00y4al0IMXCs —
Pasjen 2. OcHOBBI BOGHHO# CJ1YKObI 1 MeIMIIMHCKOI MOAT0TOBKH 50/24
Mopnysab «OCHOBBI BOCHHOM C1y:KObD»> (/11 FOHOLIEH) 50/24
Tema 2.1. Copepxxanue yuyeOHOro MmarepuaJia 6/4 OK 01
Hcropuueckuii Copep:xaHue 3TaloB HHCTUTYLIMOHAIBHOTO Pa3BUTHSI OTEUECTBEHHOW BOMHCKOM CITyKOBI: OK 02
TeHe3sHC  BOCHHOM | yrayy peueBoro caMooOokeHns (BTopas monosrHa IX — XV BB.); 3Tal paTHOH MOBMHHOCTH OK 04
cty#0b1 B Poccin (cepenuna XV — XVII BB.); atan pekpytckoii moBuHHOCTHU (1699 — 1873 rT.); 3Tan BceoOmiei OK 07

BOMHCKOH 00s13aHHOCTHU U €ro Tpu nepuoja: umnepckuit (1874 — 1917 rr.); coerckuii (1918 — 2

1991 rr.); coBpemenHoit (¢ 1992 r.

llepeseprymas nexyus

B Tom uyKc/ie MPAKTHYECKHUX 3aHATHH 4

[Tpaktuyeckoe 3ansatue Ne 4. BoenHnas ciry:x06a B ICTOPUYECKOI PETPOCHIEKTUBE U MEPCIIEKTUBE 4

CamocrosiTesibHasi padoTa 00y4alumuxcs —

Conep:xxaHue y4eOHOro MaTepuaJa 8/4
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Tema 2.2.
AKcHnoJyorns
BOEHHOI1 CJ1y:KObI

AKCHOJIOTHSI BOCHHOH CITy>KOBbI KaK CHCTEMa MPEJCTABICHUN O IICHHOCTSIX MPOECCHOHATBHON
CIIy)eOHOH JesITensHOCTH B BOCHHOW cepe. Tumonorus meHHOCTel BOSHHOW CIY>KOBI IO
pa3’IMYHbIM OCHOBAHMUSM: IO OTHOUICHHIO K BOEHHOM JeATENbHOCTH (LEHHOCTHU-IENH,
[IEHHOCTU-CPEJICTBA, TPEAMETHbIE M CYOBEKTHBIC IIEHHOCTH), IO OTHOIIEHUIO K cdepe
B3aMMOJICHCTBUS CyOBEKTOB BOEHHOW CIIy’)KObI ~(BOCHHO-KOPIOPATHUBHBIE ¥ BOCHHO-
npodeccuoHaNbHbIE LIEHHOCTH); MO OTHOILIEHUIO K JMYHOCTH BOEHHOCIYKallero B cdepe
BOEHHOMU JICSITEIIbHOCTHU (JIyXOBHBIE, ITparMaTH4e€CKue, BUTATbHBIC LICHHOCTH)

Boennast 6e30macHOCTh CTPaHBbI, 3alTUTa rpaxaan Poccuiickoit denepanuu 0T BOCHHBIX yTPO3,
obOecrieueHre YCIOBUN Ui 0OOPOHOCIIOCOOHOCTH TOCYAapCTBa  KakK IIEHHOCTHU-IIENH,
OTpeieIIAoNIMe MOBEICHNE YeIOBEKa B BOGHHOH c(epe, ero OTHOIIEHHWE K BOGHHOH CIIyX0€e U
sammre OTedecTBa. BiusHME LIEHHOCTHBIX OpHEHTAIMM dYeJIOBeKa Ha €ro TPYAOBYIO
JEATEIbHOCTh B CEKTOPE BOEHHOIO MPOM3BOJCTBA, YYacTHE B BOEHHO-NATPUOTUYECKOM
BOCIIUTAHUU MOJIOJIEHKU U T. II.

Jlexyus-ouanoe

B TOM 4Hc/ie IPAKTHYECKUX 3aHATHH

HpaKTI/IquKOG 3ansatue Ne 5 BoenHas cny>1<6a KaK JIMYHOCTHO-3HaYHMMasAd H O6H.[CCTB€HHa$I
ICHHOCTb

CamocrosiTenbHast padoTa 00y4al0IMXCs

OK 01
OK 02
OK 04
OK 07

Tema 2.3.

Conep:xxanue yueOHOro MaTepuasa

8/4

IMpakcuonorus
BOMHCKOH CJIYKOBbI

[Tpakcroorusi BOGHHOM JEATEIIEHOCTH KaK COBOKYITHOCTh TEOPETHUECKUX MPEICTABICHUI 00
3 PEeKTUBHON OpraHM3alMK MPAKTHUYECKON JESTEIBHOCTH JIIOAEH B BOCHHOH cdepe >KU3HU
oOmectBa. Boennas cuyx0a kak Bua (¢enepaabHOW ToCylapCTBEHHOW CIyXObl U
pPa3sHOBUIHOCTh  MPO(ECCHOHANBHOW  CIIy’)KEOHOH  NIeATeNbHOCTH:  OCOOCHHOCTH U
npenHa3HadyeHne. CHCTeMHasi XapaKTepUCTHKa BOEHHOW JESTEIbHOCTH: WeNb, MPEIMET,
00BEKT, CyOBEKT, cCoJepKaHue, CIocoObl, pe3yabTaT U MojacucTeMa yrpasieHus. Kymnbrypa
BOCHHOW CIY)KOBI M KYyJIbTYpOJIOTHUECKHE AacleKThl COBEPUIICHCTBOBAHHS JIEATEIHHOCTH
BOCHHOCIYXAIlUX HAa COBPEMEHHOM 3TaIle pa3BUTHs BOCHHOH cepbl )KU3HU 00IIecTBa

ﬂele;u}l C NPUMEHEHUEM NPUEMOEB MEXHOIO02UU PA3ZBUMUSL KPUMUYECKO20 MbIULIEHUA

OK 01
OK 02
OK 04
OK 07

B ToM uyKciIe IPAKTHYECKHUX 3aHATHH

[Ipaktudeckoe 3ansartue Ne6. CaMomoAaroToBka OyAyIIEro MPU3BIBHUKA K OCYIIECTBICHHIO
BOEHHOU NEATENbHOCTH
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CamocTtosiTeibHast padoTa 00y4alOIMXCS

14/6

Tema 2.4. Conep:kaHue y4eOHOIr0 MaTepuaa OK 01
Crpoenas, ornesass | 1.CtpoeBasi MOATOTOBKA: CTPOM W YIPABJICHHE HWMH, CTPOEBBIC MPUEMbI M JBWKEHHE 03 OK 02
u puzuieckas OPYKUsI, CTPOCBBIC TIPHEMBI U JIBU)KCHUE C OPY)KHEM, BBIIOJIHCHUE BOMHCKOTO MPHBETCTBHUS, OK 04
HOATOTOBEA BBIXOJl M3 CTPOS M BO3BpAlllEHHE B CTPOH, MOAXOJX K HAYIBHUKY M OTXOJ OT HEro, CTpPOM OK 07

OTJEJIeHUs], IEUCTBUS BOGHHOCTYKAIMX Y aBTOMOOMIIEH 1 Ha aBTOMOOMIISAX. 4

OrneBas NOArOTOBKA: MaTepualbHas 4YacTb aBTomara KanamHukoa, pa30opka, cOopka,

YHUCTKA, CMa3Ka U XpaHEHHe aBTOMaTa, OCMOTP U IOJrOTOBKA aBTOMAaTa K CTpelibOe, BeleHue

OTHS U3 aBTOMATa, pyYHbIE OCKOJIOYHBIE IPAHATHI

2.1enp u 3amaun PU3NUECKON OATOTOBKH, CO/ICPIKaHUE, CPEACTBA (PH3NUECKON TTOJATOTOBKH.

Otanbl npoBeneHuss (U3MYECKON MOATOTOBKM BOEHHOCHTY)Kal[MX. TeXHUKa BBIIOJHEHUS

¢u3nUecCKuX yNpaKHEHHH W (OPMHPOBAHUS JBUTATEIBbHBIX HaBBIKOB. OCHOBHBIE (DOPMEI

poBeeHUs (PU3MUECKONW IOJTrOTOBKU: y4yeOHbIE 3aHATHS, YTPEHHAA (U3UUecKas 3apsjKa, 4

HOIyTHBIE (PU3NYECKUE TPEHUPOBKHU

Jlexyus-eusyanusayus

B TOoM 4nc/ie NpaKTHYeCKUX 3aHATHI 6

[Tpaktnyeckoe 3anstue Ne 7. TpeHMHT yMeHMI cTpoeBOil U (pu3HYeCKOi MOATOTOBKU 6

CamocrosiTeibHasi paboTa o0yyaommxcst —
Tema 2.5. Copepxxanue yuyeOHOro MmarepuaJia 14/6 OK 01
Menuko-canurapnas | 1. IlepBasi(moBpadeOHasi) TOMOIIL TNPH pPAHEHUSX, NPHU YIINOAX, TeperoMax, BbIBHXaX, 4 OK 02
MIOATOTOBKA PacTSKEHUSX CBSI30K M CHHJIPOME JUINTENBHOIO CIABJIMBAHUS OK 04
BOCHHOCITYXAIIUX 2. IlepBasi(noBpauebHast) MOMOLIL MPU OKOTaX, MPHU MOPAKEHUU DIEKTPUUECKUM TOKOM, MPH OK 07

YTOIUIEHUH, NIPU NEperpeBaHUM/TIEPEOXTKIACHUN OpraHu3Ma, MMpu OOMOpOKEHHH U OO0IIeM 4

3aMep3aHuu, pu OTpaBiIeHUIX. PeaHnMalMoHHbIE MEPOIPUSATHS

Jlexyuu-euzyanuzayuu

B ToM 4yKc/Ie IPAKTHYECKHUX 3aHATHH 6

[TpakTueckoe 3anstue Ne 8. TpeHMHr ymMeHMH OKa3aHHs NepBOM (J0BpaueOHON) MOMOIIH 6

IOCTPaIaBILIUM

CamocrosiTeibHas padoTa 00y4aK0IMUXCs —
Mopnyib «OCHOBBI MEAUIIMHCKUX 3HAHUID» (1J151 1eBYLIEK) 50/24
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Tema 2.1. Copnepxxanue yueOHOro MmarepuaJia 18/8 OK 01
BBenenue 1. Ompenenenue cojepaHUs HAyK MHUKPOOHOJIOTUH, HUMMYHOJIOTMH, SHUACMHOIOTHH. OK 02
B MHKpOOHoJ0ruio, | Vicropus passutust Mukpoouonoruu. EcrecTBeHHBIIT MHKpOOHBIH (oH Koku. [laToreHHsie 5 OK 04
HMMYHOJIOTHIO MHUKpoopranu3mbl. beccumnTomHas nareHTHas wuHekusa. HHbeknuonHble 3a00eBaHUS OK 07
M DNUAEMHOJIOTHI0 | ¥ OaIuIIOHOCUTENBCTBO. Tleproapl mpoTekanusi HH(PEKIIMOHHbBIX 3a001eBaHU

2. OmnpepneneHne MNOHATUS «UMMYHHTET». Buasl M NOIBHIBI MMMYHHTETa. AHTHUIECHBI

u adtutena. dopmbl NPUOOPETEHHOr0 HMMYHHUTETa. VIMMYyHUTET UM BOCHPUMMYHUBOCTD 4

K MH(EKIMOHHBIM 3a00s1eBaHUsIM. MeTo/1bl HMMYHOIPO(PUIAKTHKI

3. O0mue npuHIHUITEI MPO(IIAKTUKY HH(PEKITMOHHBIX 3a0o0eBanui. JlesuHpeknus, ee BUIbI U 4

cnocoObl. Jle3nHceKIus, ee BUJIbl U criocoObl. JlepaTu3alys, ee BUJIbl U CIIOCOObI

Ilepeseprymoie nekyuu

B TOM 4nc/ie IPAKTHYECKUX 3aHATHI 8

[Tpaktuyeckoe 3anstue Ne 9. IMMyHHUTET ¥ METObI MMMYHOITPO(MMIAKTUKA 4

[Tpaktnueckoe  3anstue Ne 10. IlpaBunma  mpoBeneHUs  IUIAHOBBIX — MEPOIPUSATHUI 4

10 Je3MH(EKINH, Ie3UHCEKIMH U IepaTU3alIH

CamocrosiTenbHast padoTa 00y4al0IMXCs —
Tema 2.2. Coaep:xxaHue yueOHOIro MaTepuaJia 20/12 OK 01
Oxa3zanue nepsoi 1. [ToHsITHE O HEOTJIOXKHBIX COCTOSIHUAX, MPUYMHBI U (aKTOpbl WX BbI3bIBatomue. OkazaHue OK 02
(1oBpauyeOHOI) NepBol JTOBpauyeOHOM IOMOIIM IPH HEOTJOKHBIX COCTOSHHUAX: 0XKOrax, 3JeKTpPOTpaBMax, 4 OK 04
NMOMOIIH NPH NOPaXECHUHM MOJIHUEH, OTMOPOKEHUH, TEIJIOBOM yAape, YTOIUIEHWH, OTPaBICHUH, UHCYJIIbTE, OK 07
HEOTJIOKHBIX MUTpeHH. MeTopl ToBpaueOHO peaHnMaInu
COCTOSTHUAX 2. [Ipobnema TpaBMatu3ma. [lonarue TpaBmbl. Buibl TpaBMaTnueckux MOBpeXACHUN. Mepbl 4
U TPaBMaTu3Me npodunakTuky TpaBmarusma. OkazaHue nepBoil (qoBpaueOHOM) MOMOIIM MPU TPaBMax

IIpobaemnvie nexyuu

B Tom uyKc/ie MPAKTHYECKHUX 3aHATHH 12

[Tpaktuyeckoe 3anarue Nell. TpeHunr ymeHuit okazanus nepBoii (1oBpaueOHOM) MOMOIIN TPU

HEOTJIOKHBIX COCTOSTHHSIX 6

[TpaxTrueckoe 3ansTHe Nel2. TpeHUHT yMeHUI oKka3aHus IepBOH (I0BpaueOHOM ) MOMOIIH MTPH

TpaBMaTU3Me 6

CamocrosiTesibHAsi padoTa 00y4ar0IMXCs —
Tema 2.3. Copepxxanue y4yeOHOro MmarepuaJia 12/4
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Obecneuenne 1. 3n0poBbe 1 ero OCHOBHBIE MOKa3zaTesu. PakTopbl POPMHUPOBAHUS 30POBbA. 310POBHII 00pa3 4 OK 01
30pOBOro  00pa3a | )KM3HU U €r0 COCTABJIAIONINE OK 02
JKU3HHA 2.MeauKo-TUTHeHUYECKUE aCleKThl 3JI0pPOBOTO 00pasa ku3HU. JlBurarenbHas aKTUBHOCTh W OK 04
3nopoBbe. [Iutanue u 310poBbe. DakTOphl pUCKa IS 3I0POBbA. BpeaHbie NMPUBBIUKUA U UX 4 OK 07
npodHIaKTHKa
Jlexyuu-ouanozu
B TOoM ync/ie NPAKTHYECKUX 3aHATHH 4
[Tpaktueckoe 3ansitue Ne 13.  Ownenka ¢Qusuueckoro cocrosiHus.  CocraBieHHe 4
WHWBUIYAIBHBIX KapT 370POBBS C PSKUMOM JIHS, TPa(QUKOM MTUTAHUS
CamocrosiTe/ibHasi padoTa 00yyaluuxcs —
IIpomexkyTouHAasi aTTeCTAIIAS
Bcero: 70/36
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3. YCJIOBUS PEAJIN3AIIMU YUEBHOM JAUCIUILIMHBI

3.1. [as peanu3anuM NPOrpaMMbl Y4eOHOH JMCHUILUIMHBI JOJLKHbI OBbITh
NpeayCMOTPEeHbI cJIeAyIolHe ClielualbHble MOMEIeHHUS

Kabuner «be3omnacHOCTH KU3HEACIATEIHHOCTH », OCHAILIEHHBI:

- 000pyI0OBaHUEM:

pabouee MeCTO IpernojaBaTes;

pabourie MecTa Mo KOJIMYECTBY 00yUarOIIUXCS;

KOMIUIEKT Y4eOHO-HATJISIIHBIX TIOCOOHIA;

poOOT-TpeHaKEP ISl OTPAOOTKU HABBIKOB MEPBOM JOBpaueOHOM MOMOIIIN;

KOHTPOJIbHO-U3MEPUTENbHBIC IPUOOPHI U IPUOOPHI 0€30MaCHOCTH;

OTHETYIIMTEIIHA MTOPOIITKOBHIE (YU4eOHBIC);

OTHETYIINTEJIN MeHHbIE (YUeOHbIC);

OTHETYIIUTENIN yTICKUCIOTHBIE (YdeOHbIC);

YCTPOHCTBO OTPaOOTKH MPULICITUBAHUS;

yueOHble aBToMaThl AK-74;

BUHTOBKH ITHEBMATHYECKHUC,

MEAMWIMHCKAs  anTeuyka  (OMHTBI ~ MapieBble, OWHTBI  SJaCTUYHBIC,  KTYTHI
KPOBOOCTaHABIMBAIOIINE PE3UHOBBIC, WHIMBHIYaJbHBIC TIEPEBA30UYHBIC MAKETHI, KOCBIHKU
NEPEBsI30UHbIC, HOXHUIBI JUIS TMEPEeBS30YHOTO Marepuala MpsMble, MIMPUI-TIOOUKU
OJIHOPA30BOT0 TMOJb30BaHUA (0€3 HAMONHUTEN), IIMHHBIM Marepuanl (MeTaJUTMYeCcKue,
Hutepuxca));

- TEXHUYECKHMH CPEICTBAMHU O0YUCHUS:

KOMIIBIOTED C JIMICH3MOHHBIM TIPOrpaMMHBIM obOecriedeHneMm (pabodee MecTO
MIperno/iaBaTes);

MYJIBTUMEIUNHBIN ITPOEKTOP;

MYJIbTUMEAUNHBIN JKPaH;

KOMIUIEKT BUI€O(UIBMOB U BUICO-UHCTPYKTAKEH.

3.2. UupopmannoHHoe obecnedeHne peajsn3anui NporpaMmMbl

JUia peanuzauuu MporpaMMbl OMOIMOTEUHBIH (GOHJ 00pa3oBaTeNbHON OpraHU3aINU
JIOJDKEH MMETh MeYaTHbIe W/UIIN JIEKTPOHHBIE 00pa3oBaTelbHble U HH(OPMAIIMOHHBIE PECYPCHI
JUISL ICTIONTh30BaHUs B 00pazoBarenbHOM mporiecce. [Ipu dhopmupoBannu 6ubnnoredHoro ¢poHmaa
o0pa3oBaTeNbHONW OpraHu3alueil BhIOMpaeTcs HE MEHee OJHOr0 M3/aHus U3 MepedrCICHHBIX
HIDKE TIE€YaTHBIX M3IaHUH W (WJIM) DJEKTPOHHBIX M3JaHWH B KauyecTBE OCHOBHOTO, TIPU ITOM
CIHMCOK MOXET OBITh JIOTIOJIHEH HOBBIMU M3IaHUSMH.

3.2.1. OcHOBHBIE TeYATHBIE U3aHUSA

1. be3onacHOCTh JKU3HENEATENBHOCTH: YUYEOHHMK W TPAKTUKyM JUIsl CPEIHEro
npodeccuonansHoro obpazosanusi / C. B. AGpamosa [u ap.]; mox obmel pemakmueit B. I1.
Conomuna. — Mocksa:FOpaiit, 2022. — 399 c¢. — (Ilpodeccuonansnoe obpazoBanue). — TekcT:
HEIOCPEICTBEHHBIMN.

2. bemos, C.B. be3onacHOCTh XH3HENSATETHHOCTH W 3allUTa OKPYKAIOMIEH Cpebl
(TexHocdepHast 6e3onmacHocTh) B 2 4. YacTh 1: yueOHMK sl CpefHero nmpogeccrOHaIbLHOrO
obpaszoBanus / C. B. Benos. — 5-e u3n., mepepad. u gomn. — Mocksa : FOpaiit, 2020. — 350 ¢. —
(ITpodeccuonanproe oOpazoBanue). — TEKCT: HEMOCPEICTBEHHBIMH.

3. bemos, C.B. be3onacHOCTh XH3HENSATETLHOCTH W 3allUTa OKPYKAIOMIEH Cpebl
(TexHocdepHast 6e3onmacHOCTb) B 2 4. YacTh 2: yueOHMK ISl CpEAHEro mpodecCHOHATBLHOTO
obpazoBanus / C. B. benos. — 5-e¢ uzn., nepepad. u mon. — Mocksa : FOpaiit, 2022. — 362 c. —
(ITpodeccuonanproe oOpazoBanue). — TEKCT: HEMOCPEICTBEHHBIMH.
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4. Kapskun, B.M. be3omacHOCTh XHM3HEACATEIHHOCTH: yYEOHWK W MPAKTHKYM JUIs
cpenHero npodeccruonanbHoro oopasosanus/B. 1. Kapsikun, U.M.HukynuHa, — 3 € uzn., nepepad.
u gon. — Mocksa: IOpaiit, 2022 — 313 c. (Ilpodeccuonansnoe OO6pa3oBanue). —Tekcrt:
HEIOCPEICTBEHHBIMN.

5. Koconanogra, H.B. bezonacHocTs xu3HenesrenbHocTd. [Ipaktukym: yae6Hoe mocodue
/" H. B. KocomnamoBa, H. A. Ilpokxomenko. — MockBa: KuoPyc, 2021. — 156 c. —
(ITpodheccuonanbHoe oOpa3zoBanue). —€KCT: HEMOCPEICTBEHHBIN.

6. Muctok, M.H. OCHOBBI METUITMHCKUX 3HAHUI: YUCOHHK U MIPAKTHKYM ]ISl CPETHETO
npodeccuonabHOro oopazoBanus / M. H. Muctok. — 3-e u3 ., nepepab. u qom. — Mocksa :FOpaiit,
2022. — 499 c. — (IlpodpeccuonansHoe obpazoBanue). — ISBN 978-5-534-00398-7. — Tekcr:
HEMOCPEICTBEHHBIH.

7. OcHOBBI BOGHHOM ciyk0bl: yueObnuk / B.FO. Mukprokos, B.I'. IllamaeB. — 2 —wu3x.,
nepepad. u non. — MockBa: KHOPYC, 2021. — 506 c. (Cpennee npodeccruoHanbHOE 00pa30BaHKE)
— TekcT: HenmocpeACTBEHHBIM.

8. OCHOBBI METUITMHCKUX 3HaHUH (aHATOMMUSL, (PU3UOJIOTHSI, TUTHEHA YeTIOBEKa M OKa3aHUe
MepBOM TIOMOIIM IPU HEOTJIOKHBIX COCTOSHUAX): ydeOHOoe mocobue; mon pexa. U. B.
l"aitBoponckoro U. B. I'aliBoponckuid, I'. 1. Huuunopyk, A. 1. I'aiiBoponckuii, C. B. Bunorpaznos
— 3-¢ u3n., ucnp. u gon. — Cankr-IlerepOypr : CnerJlur, 2021. — 311 ¢. — (Ilpodeccronanbroe
oOpa3oBaHue). —eKcT: HemoCPeACTBEHHBIH.

9.Pe3unkoB, E.A. be3onacHOCTh KHU3HENEATETBHOCTH: YUYEOHUK [UISI CPEIHEro
npodeccuonaibHOro odpaszoBanus/E.A. Pe3unkoB, A.B. Ps3annesa. — 2-e u3z., nepepad. u J101m.
—  Mockpa:  FOpaiit, 2022-639c.  (IlpodeccuonanbHoe  oOpa3oBaHue).  —ILeKcT:
HEMOCPEICTBEHHBIH.

10.CyBopoga, I'.M. [Icuxonornueckne OCHOBBI 0€30IaCHOCTH: YIEOHHUK U MPAKTHKYM JIJIS
cpeanero npodeccuonaibHoro oopasonanus / I.M.CyBopoBa. — 2-e u3[1., uctp. u 1omn.— Mockaa:
FOpaiir, 2022 — 182 c.(Ilpodeccuonansuoe o6pa3zoBanue). —€KCT: HEMOCPEICTBEHHBIN.

3.2.2. OcHOBHbIE 3JIEKTPOHHbIE U3IAHUS

1. Be3onacHOCTh KHU3HENCATEIBHOCTH: YYEOHHK W MPAaKTHUKYM Uil  CpEIHEro
npodeccuonanbHoro odpazoBanus / C. B. AOGpamoBa [u 1p.]; mox obmieit pemakiueir B. II.
Conomuna. — Mocksa :FOpaiit, 2022. — 399 c. — (Ilpodeccuonansnoe oOpa3oBanue). Tekcr:
ANIEKTPOHHBIA // DnekTpoHHas OubnuworeuHas cuctema IOpaiit [caiit]. — URL:
https://urait.ru/bcode/469524 (nara obpamenus: 02.02.2022).

2. be3omacHOCTh JKM3HENEATSIBHOCTH. [IpakTukym : ydeOHoe mocobme / B. A.
bonnapenko,

C. U. Esrymenko, B. A. JlenuxoBa — Mocksa : U1 PUOP, HUIT UH®PA-M, 2019. — 150 c. —
Tekct: anmexktponnbiii. — URL: https://znanium.com/catalog/product/995045 (mara oOpamieHus:
02.07.2021).

3. benos, C. B.be3onacHOCTh KU3HENEATENPHOCTH M 3alIUTa OKpY’KAIOIIeH Cpeabl
(rexnocdepnas 0e3omacHocTh) B 2 4. Yacte 1: yueOHUMK nisi cpeaHero mpodecCHuOHaTIbHOTO
obpazoBanus / C. B. benos. — 5-¢ uza., nepepad. u momn. —Mocksa :FOpaiit, 2020. — 350 c. —
(ITpodeccuonanvuoe obOpazoBanue). — TekcT: anexTpoHHbIH // OOpaszoBarenbHas ImiaTGopma
FOpaiir [caiiT]. — URL: https://urait.ru/bcode/453161 (nara obparienus: 22.02.2022).

4. benos, C.B.be3onacHOCTh KU3HENEATCTLHOCTH U 3alllUTa OKPYXKAIOIIEH CpeJbl
(TexHocdepHast O6e3onmacHOCTh) B 2 4. YacTh 2: yuyeOHMK JJIsl CpeAHEro mpogecCHOHAIBLHOIO
obpazoBanus / C. B. benos. — 5-¢ m3x., nepepad. u jgom. — Mocka: FOpaiit, 2022. — 362 c. —
(ITpoeccronansHoe oOpazoBanue). — Tekct: anekTpoHHBIH // OOGpazoBaTenbHas miardopma
FOpaiir [caiit]. — URL.: https://urait.ru/bcode/492045 (nara obparuenus: 22.02.2022).

5. MuxkptrokoB, B.}O., OcHoBbl BoeHHOU ciyx0bl : yueOHuk / B.KO. Mukpiokos, B.I".
[ITamaeB. — MockBa: KnoPyc, 2021. — 505 c. —URL:https://book.ru/book/941500 (mara
obpammenust: 26.02.2022). — TekcT: 37eKTPOHHBIHA.
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6. Mucrok, M. H. OCHOBBI METMIIMHCKUX 3HAHHUH : YICOHHK W TIPAKTUKYM JIJIsi CPETHETO
npodeccuonanbHoro oopasosanusi / M. H. Muciok. — 3-e uz ., nmepepad. u gon. — Mocksa :FOpaiiT,
2022. — 499 c. — (ITpodeccrnonanbroe oOpazoBanue). — TEKCT : AIECKTPOHHBIN // DIIEKTpOHHAs
oubmuoreunas cucrema FOpaiit [caiit]. — URL: https://urait.ru/bcode/433458 (nara oOpameHus:
10.08.2021).

7. Muxaunuau, A. M. be30onacHOCTh JKM3HEAEATEILHOCTM W OXpaHa TpyJda Ha
npou3BoACTBe : yueOHoe mocobme st CIIO / A. M. Muxauwmuau. — CaparoB, Mocksa :
[Tpodobpazosanue, At [Tu Ap Meama, 2021. — 111 c. — ISBN 978-5-4488-0964-4, 978-5-4497-
0809-0. — TekcT: ameKTpoHHBIN // DnekTpoHHO-0MOMMoTeyHas cuctema IPR BOOKS: [caiiT]. —
URL: http://www.iprbookshop.ru/100492.html (mara obpamenus: 10.08.2021). — Pexum
JOCTYIIA: JIIs aBTOpU3Up. Hojb3oBareeit. - DOI: https://doi.org/10.23682/100492

8. PommonoBa, O. M. Menuko-6nonorndeckre ocHOBBI Oe3onmacHocTH. OxpaHa Tpyna :
y4eOHHMK 171 cpeHero npodeccuonanbHoro oopazosanus / O. M. Poguonosa, JI. A. CemeHOB. —
Mocksa :FOpaiit, 2022. — 441 c¢. — (IIpodeccnonaibaoe oOpa3oBanue). — TEKCT: IICKTPOHHBIH //
OopasoBarenbHas 1iatgopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/491234 (nara
oOpatuenus: 22.02.2022).

3.2.3. JlonoJiHUTEIbHbI€ HCTOYHUKH

1.besomacnocts B TexHocdepe:  Bceepoccuiickuii  HaydHO-METOAMYECKHH U
uH(pOpPMAIIMOHHBIHN KypHa [DnekTponHsii pecypc]. URL: http://www.magbvt.ru.

2.0¢unuansHbii caitt MUC PO [Dnextponnsiii pecype]. URL: http://www.mchs.gov.ru.

3.CyBopoBa, I'. M. Meroaunka o0ydeHusi 6€30MaCHOCTH KU3HEIEATEILHOCTH | yueOHOE
nocobue ams cpenuero npodeccuonanbHoro odbpazosanus / I'. M. Cysoposa, B. JI. ['opuuesa. —

2-¢ W31, UCImp.
u jon. — Mocksa :FOpaiit, 2020. — 212 c. — (IIpodeccuonansHoe obpazoBaHue). — TekcT:
ANIEKTPOHHBIA // OnekTpoHHas OuOmuoreuHass cucrema IOpaiit [caiit]. — URL:

https://urait.ru/bcode/452850 (nara obpamenus: 10.08.2021).

4. Cysoposa, I'.M. Ilcuxonornyeckue OCHOBbI 0€30aCHOCTHU: YYEOHHUK U MPAKTUKYM JJIsI
cpenHero npodeccuoHanbHoro oopasoranus / .M. CyBopoBa. — 2-¢ u3 ., uctp. u aomn.— MockBsa:
FOpaiit,2022 — 182 c. — (IIpodeccuonansroe odbpazoBanue). — TEKCT: HEMTOCPEACTBEHHBIM.

5. DHuuknonenusi 0€30MacHOCTU >KU3HENESITEeNbHOCTH [DnekTpoHHbId pecypc]. URL:
http://bzhde.ru (mata oopamenus: 10.08.2021).

4. KOHTPOJIb U OLIEHKA PE3YJIbTATOB OCBOEHUSI
YYEBHOM JUCHUILINHBI

Pe3yabTaTsl 00yueHus Kpurtepun ouenku MeTtoabl OLEHKH

Hepeqem, 3HaHI/II7[, 0CBaAaMBACMbIX B paMKaxX TUCHUIIJTHHBI

aKTyaJbHBIN B peumieHMH  y4yeOHbIX 3ajaadu | [IucbMeHHBI W yCTHBIN
npodeccroHanbHbII MoAep>KaHuUs 0e30IacHbIX | OMpoC. [Toprdonuo
U COUMAIBHBIA  KOHTEKCT | YCIOBUU KHU3HEIEATENBbHOCTH, B | YUEOHBIX JOCTHIKEHHM.
noajaepkaHusi  0e30macHbIX | TOM YHCIe MpH BO3HUKHOBEHHH | TecTupoBaHue.

YCIIOBUM YC, nmemoHcTpupyer 3HaHue | Keiic-meronsl.
KU3HENICATEIIbHOCTH, B TOM | IIOHATHM: 0€3011acHOCTD | OLIEHUBAHUS PELICHUH.
4lyclieé NpPU BO3HUKHOBEHHMHM | )KM3HEAEATEIBHOCTH, YEJIOBEKO- | 3aluTa MPOEKTOB.

uc; u NPUPOAO3AIIUTHAS | 3alIUTa  DJIEKTPOHHBIX
OCHOBHBIE UCTOYHMKH | JeATEIbHOCTD, BOCHHAsl | KOHTEHTOB.
uHpopManuu OIIACHOCTb, ype3BblyaiiHas | ['padpuueckue

U pecypchl Uil pEUICHHs | CUTYAIHsl, T0XKapoOe30MacHOCTh, | MPOrpaMMHUPOBAHHBIC
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3a1a4 obecrnieueHus
0€301acHOCTH
KHU3HEICATCIIEHOCTH B
npoheCCHOHATTLHOM "
COLIMAILHOM  KOHTEKCTaX:
NPUHIUIBI,  [paBWia |
TpeboBaHusi  0E€30MMacHOrO
MOBEJCHHS,  3allUTBl  OT
OIIACHOCTEH pu
OCYIIECTBIICHUH
npodeccnoHaTbEHOMI
nestenbHOCTH U B UC,;
¢buznonornuecKue
MOCJICICTBHS BO3ICHCTBHS HA
YelIOBEKa  TPaBMHUPYIOIIUX,
BPEIHBIX M  IMOPAKAIOLINX
(baxTopoB;

QITOPUTMBI U TIPUEMBI
3alUThl YEIOBEKA M CPEJIbI
OOUTaHUS OT HETaTHBHOTO
Bo3aenctBus npu UC;
QITOPUTMBI U TIPUEMBI
IEeUCTBUI

10 TPAYKAAHCKOI 000pOHE U B
uc;

OCHOBBI obecrieueHus
BOCHHOM 0e30macHOCTH
rocyaapcTna (J71sl FOHOIIEH);
OCHOBBI MEJTUITUHCKUX
3HAHUU (7151 AEBYLIEK)

HOMEHKJIATYpY
MH(OPMALIMOHHBIX
WUCTOYHUKOB, TPUMEHICMBIX
B cdepe  0e30MacCHOCTH
KHU3HEIEATSILHOCTH:
HOPMATHUBHO-TIPABOBBIC aKThI
benepanpHOTO,
PETHOHAIBHOTO, JIOKAJILHOTO

YPOBHEM, pETYIUPYIOIIE
IEATeNIbHOCT B cepe
0€301MacHOCTH
KHU3HEACATEIILHOCTH,
OCHOBBI KOHTPOJIS
U ynopaBieHus B cdepe

obecrieueHus 0Oe€30MacHOCTHA

JKU3HEIEATEIHHOCTH
U 3alIUThl  OKPY KaloIIeu
Cpelibl;

IpUEMBbl CTPYKTYPUPOBAHUS
uHpoOpMalMHY, coaep Kallen

AMEKTPOOE30MaCHOCTb,
MacCOBOI0 ITOPAXKECHMUS,
CpencTBa HHIMBUAYAJIbHOU U

opyxue

KOJUIEKTUBHOM 3aIUTHI
HaCEJICHUS

oT OpyXus MaccoBOI'0
MOpakeHus, MUHHMHU3ALUS
OIIACHOCTEH, yIpaBiieHUE
puckamu YC, sKkojoruueckas
0€30MacCHOCTh  OCYIIECTBIICHUS
npodeccroHabHOM
JIesTenbHOCTH. /[l  roHOIIe:
BOGHHas  ciyxk0a,  BOCHHas
JeSITeNIbHOCTb, LEHHOCTHU
BOCHHON  CIIy’)KOBI, CTpoeBas
MOATOTOBKA, OTHeBast
IIOATOTOBKA, ¢duznueckas

MOATOTOBKA BOEHHOCITY>KAIIETO.
Jnsa  pgeBymiek: ae3uHGpeKIus,
JEe3UHCEKIINS, AepaTalusi, mepBas

(moBpaucOHas) ITOMOIIIb,
3II0pOBBII 00pa3 )KU3HU;
HCIIOJIb3YeT MPUHILIUIIBI,
IIpaBuIa, TpeOoBaHUS
0e30I1acHOro MOBEICHUS,
3aIUTHI

oT OIaCHOCTEH npu
OCYIIECTBIICHUH
npodeccnoHanbHOMI
NEeITEIbHOCTU u B 4yc;
MOJIb3yeTCs HOMEHKJIATypoit
WH()OPMAIMOHHBIX HCTOYHHKOB,
MIPUMEHSIEMBIX B chepe
0€30MacHOCTH

KU3HCACATCIIBHOCTH, TPUMCHACT

NPUEMBbl  CTPYKTYPUPOBaHUS U
pasHooOpa3HbIe dopmartsl
Mpe/CTaBiIeHUs]  MHPOpMaIHH,
cojiepKamiei aKTyaJIbHbIC
Hay4HbIC CBEIICHUS
0 6e30macHOCTH

KHU3HEEATSITLHOCTH, IPUMEHSIET
3HAHUS 0 npaBUiIax
HKOJIOTUYECKOM 0e30MacHOCTH, O
MIPUHLIMIIAX 3¢ PEeKTUBHOTO
B3aUMOJEUCTBHASA II0 CO3JAaHUIO
YeJIOBEKO- U MPHUPOIO03ALIUTHOM

cpebl OCYIIECTBICHUSI
npodeccroHanbHOM
JeATEIbHOCTH, 0
IICUXOJIOT'MYCCKUX

3amanus (rpadguyeckuit
JTUKTaHT, TU(PPOBOI
JIUKTAHT)

Pa6ota ¢ kirogamu.
3aanus TE3UCHOTO
xapakrepa.

Merton «KBaHTY.

MeTo BHEKOHTEKCTHBIX
omeparuii ¢ 06a30BBIMU
nousitusiMu. KoHTposabHO-
U3MEPUTEIIbHBIE METO/IbI
OLICHKHU MPOJYKTOB
y4eOHO-TI03HABATEIbHON
NESITeIbHOCTH,
MPaKTUKYEeMbIE B pamMKax
TEXHOJOTHUH  Pa3BUTHUSA
KPUTHYECKOTO
MBIIILJICHHUS.

Ornenka peuieHuit
CUTYaIIMOHHBIX 3a]1a4.
HaOmronenue 3a
AKTUBHOCTBIO "
pe3yNbTaTUBHOCTHIO
y4acTusi B JCJIOBBIX
urpax.

KpurepunansHo-
OLICHOYHbIE JTUCTBI
c(hopMUPOBAHHOCTH
MPAKTUYECKUX YMEHUN
M xamsr CaMOOIICHKHU
c(hOpMHUPOBAHHOCTH
IIPaKTUYECKUX YMEHUN
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aKTyaJbHBIC Hay4HbIE
cBelleHUsI O 0e30MacHOCTH

KHU3HECATCILHOCTH, u
dhopmatsl oopmMIIeHUS
(yctHOC cooo1eHue,

MMCbMEHHOE coo01eHue,
3JIEKTPOHHBIA  KOHTEHT H
T.I1.) TaHHOW WH(}OpMAIUH;

MICUXOJOTHYECKHE  OCHOBBI
NESITeIbHOCTH  TPYAOBOTO
KOJJIEKTHBA,
TICHXOJIOTHYECKUE
OCOOCHHOCTH JINYHOCTU B
chepe TPYIOBOH
NESITEIbHOCTH, aKTyaJlbHbIE
ISt MUHUMU3AIAN
omacHoOCTeH 1 3PHEKTHBHOTO
ynpasiieHus: puckamu YC Ha
paboueM MecTe;

OCHOBBI IIPOEKTHOMN
JESTEIBHOCTH

B KOJUIEKTHBE M KOMaHJe IO
PELLIEHUIO 3a1a4
MHUHHMMH3AllMA  ONACHOCTEN
u 3¢ dEeKTUBHOTO

ynpasnenust puckamu YC Ha
paboueM MecTe Ha OCHOBE
MPUHLMIIOB  3()PEKTUBHOTO
B3alMOJENCTBUS

0 CO3/JaHUI0  YEJIOBEKO-
U TIPUPOJO3AIIUTHON Cpe.bl
OCYIIECTBIICHUS
npodeccnoHanbHOM
JESTEIIBHOCTH

MOPSAOK JNEUCTBUI B
Ype3BBIYAMHBIX ~ CHUTYaIUsX,
MpaBuIia 9KOJIOTHYECKOMH
0€30MacHOCTH TPU BEACHHUU
npodeccnoHanbHOMI
NeSATEIIHOCTH,

CII0COOBI MHUHUMH3ALUN
YTPO3BI MOTEPb,
BBI3BIBAEMBIX HAPYIICHUSIMH
MpaBUI 0€301acHOCTH
KHU3HECATEIIEHOCTH Ha
paboueM MecTe W OMacHOCTh
HapyIICHUS MIPaBHII
0€e30MacHOCTH
KHU3HEJCATSIIbHOCTH JUIS

PEKOMEHAALUAX 110 OpTraHU3aLUuN
JesITebHOCTH TPYAOBOTO
KOJJICKTHBA W JIMYHOCTU B JUIA
MUHHMM3ALMUN  ONACHOCTEH M
ynpasiaeHuto puckamu YC Ha
pabouem MecTe; IeMOHCTPUPYET
3HaHUE TPaBWI JIe3UH(EKINH,
JI€3UHCEKIINN, JiepaTanuu,
OKa3aHMs MepBOH (JOBpaueOHOIN)
MIOMOILM, BEIEHUS 370pPOBOTrO
o0paza  >KU3HU; rpaMOTHO
IPUMEHSET 3HAHUE AJTOPUTMOB
NENUCTBUAN

[0 TPaXJaHCKOM 0OOpOHE U B
YC, 3amuTe 4enoBeKa U Cpeibl
oOUTaHHUs  OT  HEraTUBHOIO
BO3JEHUCTBUS npu B (X
WCIOJB30BAHUS  COBPEMEHHBIX
CpeACTB

U yCTPOUCTB MHPOPMATU3AINH H
UU(GPOBBIX  MHCTPYMEHTOB B
obecrieyeHnn 0e30macHOCTH
KU3HEIEATENbHOCTH U 3allUThI
OKpYKaroIleu Cpeibl;
MOJIb3YeTCS  AKTYaJbHBIMHM  JUIS
o0ecrnieyeHus 0e30macHOCTH
KHU3HEIEATEIIbHOCTH
pPEKOMEHAANUSAMH 10  YYeTy
0co0eHHOCTEH TMYHOCTH B cepe
TPYIOBOH JESTEIBHOCTH;

JEMOHCTPUPYET 3HAHHE
BO3MOKHOCTEN [IPUMEHEHUS
HUKT u U(PPOBBIX
WHCTPYMEHTOB  JUIsl  TIOMCKa
aKTyaJbHbIX CBEICHUHU 0
0e30macHOCTH
KHU3HEJEATEIIBHOCTH
JEMOHCTPHUPYET 3HaHUE
BO3MOXHOCTEN IPUMEHEHUS
MIPUEMOB MUHUMU3ALUN

OMACHOCTH HapPYIICHHUs TPABUI
0e30macHOCTH
KU3HEAEATENLHOCTH IS
pealiM3anyy UACH OCPEHITMBOTO
MIPOU3BOJICTBA
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pcam3anuun nacu
6epe)KJ'II/IBOFO IMPOMU3BOJICTBA

Hepeqeﬂb yMeHHﬁ, O0CBaUBa€MbIX B paMKaX JUCHUIIJIUHbI

pacro3HaBaThb B
npodeccnoHaTbEHOM

U COLHMAIbHOM KOHTEKCTE
3aJaud  W/WIM  TPOOJIEMBI,
OTHOCSIIIMECS K KPYTy 3aj1a4

u/vunm po0aem
nojajepkaHuss  0e30macHbIX
YCIOBUU

KHU3HEJCATEIIbHOCTH, B TOM
YHClie TPU BO3HUKHOBECHUU
uc;

aHAIM3WPOBATh  3a7ady H
u/un poOJIEMBI,
OTHOCAIINECS K MPEIMETHON
obnactu 0e3omacHoCTU
KHU3HECATCILHOCTH,

Y BBIICIISATH COCTaBHBIC YACTH
MOJOOHBIX  3a7ad  W/WIHU
npo0OJem;

BBISIBISITE W 3(P(PEKTUBHO
UCKaTh uH(pOpMaIIHIO,
HEOOXOIUMYIO JUISl PELICHUS
3ajady = W/uiam npolieM
nojepX)aHusi  0€30MacHbIX
YCIOBUU
KHU3HECATCILHOCTH,
B TOM qucle
Bo3HUKHOBeHUN UC;
COCTaBJIATh IUJIAH JICWCTBU,
OTIPENIETIATh pecypchl,
MIPOTHO3UPOBATh PE3yIbTATHI
peanu3alui  COCTaBICEHHOTO
J1aHa MOAJIEPKAHUS
0e30MacHbIX yCIIOBUH
KHU3HEJCATSIILHOCTH, B TOM
qHClie TPU BO3HUKHOBECHUH
uc;

BJIQ/IETh CIIOCOOHOCTBIO
MPUHUMATh  PEIIeHUs IO
11e7IeCO00pa3HBIM IEUCTBUSIM
B UC;

BJIQJICTh METOJaMH 3aIUThI
oT BPEIHBIX
n omacHbix (akropoB UYC,
3aIUTHI YeloBeKa
U Ccpenbl  OOWTaHUS  OT
HEraTUBHOTO  BO3JCHCTBHS

npu

B xoz¢e BBINOIHEHHS
MPAKTUYECKUX 3aJaHHUI
JEMOHCTPHUPYET YMECHHUE
pacrmo3HaBarth B
po¢eCCHOHATBHOM

U COLMAIBHOM KOHTEKCTE 3aJa4u
W/uii Ipo0JIeMbI, OTHOCSIIIHECS
K KpyTY 3a7a4 u/Wid mpoodiieM
noj/IepKaHus 0€30MacHbIX
YCIOBUU KU3HEEATEIBHOCTH, B
TOM YHCJIC TP BOZHUKHOBCHUH
UC u BBINIOJHATH MTPaBUIIA
MOBEICHUS

B UPE3BBIYANHBIX CHTYAIUIX
MIPUPOTHOTO U TEXHOTEHHOTO
XapakTepa, a TAKKE JECUCTBUSA 110
CUTHAJIaM I'PaKIaHCKOM
000pOHBI U IPUMEHEHUIO
CPEICTB MHAUBHIYAIbHOM
3aIUThI

OT Mopaxaronux GakTopoB U
qc;

JIEMOHCTPHUPYET IPaMOTHOE
MIPUMECHEHHE TIPABHIT
WCIIOJIb30BaHUS CPEJICTB 3alTUTHI
OT OpPY>KHSI MAaCCOBOTO
MOpaXKEHUS;

TPaMOTHO OCYIIECTBIISICT aHATU3
3a/a4yi W W/WIA  TPOOIEMBI,
OTHOCAIIMECA K IPEIMETHON
obiactu 0e30IMacHOCTH
JKU3HEEITENbHOCTH,  BBIIEIISS
COCTaBHBIE YaCTH MOJOOHBIX
3a/1a4 u/uiam npooiem;
KOPPEKTHO OIpeAensieT 3aaadu

JUIs  TOMCKa  HMH(OpMaIuH,
coJieprKaIiei aKTyallbHbIC
CBEIICHUS 0 0€30I1aCHOCTH

KHU3HCACATCIIBHOCTH U

He00XOINMBIE WCTOYHUKHU
uHpopMaIu COTIACHO
HOMECHKJIAType
WH(POPMAIIMOHHBIX HCTOYHHUKOB,
MIPUMEHSIEMBIX B chepe
0e30IMacHOCTH
JKU3HEIEATENHHOCTH;

Habmronenue

3a MPoIeccoM y4eOHO-
IMO3HaBaTCIILHOM
JIeITeIIbHOCTHU
00ydJaronuxcs B Xo/1e
JIEKIUH U IPAKTUYECKUX
3aHATHH.

AHanuz 1 olieHKa
MPOTYKTUBHBIX
pe3yNbTaTOB BBIIOJIHEHUS
IPAKTUYECKON pabOThI
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npu YC; npuemsl neicTBUl
10 TPAXKAAHCKOI 000pOHE U B
qcC.

OLIEHUBATh  pe3yibTaT U

IOCJICACTBUS CBOUX
JEUCTBUH IO PEUICHUIO 3a1a4
u/vunm pooyieM
nmojJiep)aHust  0e30MacHbIX
YCIOBUU

KHU3HEJCATEIIbHOCTH, B TOM
YHClie TPU BO3HUKHOBECHUH
4ycC.

Bnagers 3HaHUSMH OCHOB
obecrnieueHus BOCHHOM
0€30MaCHOCTH  TOCyIapcTBa
(nns roHOIIEH).

Bnanets 3HaHUAMHU OCHOB
MEWIIMHCKUX 3HAHUN (JI71s1
JIEBYIIICK)

ONpENeNATh  3aJaud  JUIs
MOKCKa uHpOpManuy,
COJIepKaIllell  aKTyallbHbIC
cBemeHUs o Oe30macHOCTH
KHU3HENIEATCILHOCTH;
OTpeNesiTh  HEOOXOIUMBIE
WUCTOYHUKH uHpOpMAIIUU
COTJIACHO HOMEHKJIAType
WHGPOPMAIIMOHHBIX
HUCTOYHUKOB, TPUMEHICMBIX
B cdepe  0e30MaCHOCTH
KU3HECATCILHOCTH;
MPUMEHSTh MIPUEMBI
CTPYKTYpPUPOBAHHUS
uHbopMaluK IS CO3TaHUS
YCTHBIX W  NHCHhMEHHBIX
COOOIICHUH, DJIEKTPOHHOTO
KOHTEHTa U T.N. B Ipolecce
ocBOeHUs HH(pOpManMU O
6e30macHOCTH
KHU3HECATCIIEHOCTH,
IIPUMEHSATD UKT u
U (HPOBBIC HHCTPYMEHTBI JIJIS
pelIeHus 3a1a4, CBI3aHHbBIX C
po¢eCCHOHATBHBIM
KOHTEKCTOM  oOecledyeHus
0€301MacHOCTH
KHU3HECATEIIEHOCTH "
3aIUThI OKpYXKaroleun
cpensl; HCIOJIb30BaTh
COBPEMEHHOE TPOrPaMMHOE
o0ecrieyeHue,  pasjIHyHbIe

PE3yIBTaTUBHO BBITIOJTHSIET
nH(OPMALIMOHHBIN MTOUCK
CBEIEHMI, HEOOXOOUMBIX IS
perieHus 3ama4 u/uiy mpoosieM
MoJJEpKaHUS 0e30macHbIX
YCIIOBUN  KU3HEIESATEIbHOCTH,
B TOM YHCJI€ IPU BOSHUKHOBEHUU
4G,

CO3/aeT Ka4eCTBCHHBIC YCTHBIC
U THUCBbMEHHBIE  COOOIICHMUS,
ANEKTPOHHBIC KOHTEHTHI U T.II.,
IrPaMOTHO TPUMEHSS MPUEMBI

CTPYKTYypHUPOBAHHUS
nH(popMaIuu,

JIIEMOHCTPUPYET HKT-
KOMIICTEHTHOCTh B PCIICHHS
3amad, CBSI3aHHBIX C
npodeccnoHATbHBIM KOHTEKCTOM
obecrieueHus 0€301acHOCTH

KHU3HEJCSITEIbHOCTY M 3alUThI
OKpY’Karollel cpepl;
HCIIOJIb3YET COBPEMEHHOE
IpOrpaMMHOE o0ecrieueHue,
pasnuuHble H(POBBIE CpencTBa
e

MOJIy4EHHUS uH(popMaluuy,
MI03BOJIAIOIICH:
UICHTUQUIMPOBATH  OCHOBHbBIE
OMAacHOCTH  cpelbl  OOMTaHUs
YelloBeKa, OLEHUBaTh PHUCK HX
peann3anuy; NPUHUMATh
pelieHrs Mo 1enecooOpa3HbIM
nericteusiM B UC.

npasuibHO  COCTAaBIIAET  ILUIaH
JNEUCTBUM, ONPENEIAT Pecypchl,

IIPOrHO3UPYET pe3yIbTaThl
peanu3anu COCTaBJICHHOTO
TUIaHa MOJIICPKAHUS
0e30MacHbIX yCIOBUH

KU3HEIEATENbHOCTH, B  TOM
yucne npu Bo3HUKHOBeHHH UC;
KOppEeKmHo OCYIIIECTBIISCT
OIICHKY pe3ynbraTta 51
IOCJIEACTBUI CBOUX JIEUCTBUI 11O
pElIeHUI0 3a7a4 W/ WU MpodsieM
NoJepKaHUS 0€e30I1acHBIX
YCIIOBUH KHU3HEACATETHHOCTH, B
TOM YHCJI€ TIPH BO3HUKHOBEHUU
qcC.

B curyamumsx enoBBIX  WIp,
UMHUTUPYIOIIUX JESITEIBHOCTh TI0
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uudpoBble  cpencTBa IS
nojiydeHuss — wH(pOpMaIum,

II03BOJISAIOIICH:
UACHTU(DUIMPOBATH
OCHOBHBIE OIIACHOCTU CPEIbl
obuTaHus YeJI0BEKa,
OLICHUBATh PUCK nux
peanu3anuu; IPUHUMATh
peuenus o
1eJ1eco00pa3HbIM JeHCTBUAM
B S (OX pacro3HaBaTh

KN3HCHHBIC HAPYUICHUA IIPU
HCOTJIOXKHBIX COCTOSAHHUAX

U TpaBMax
OpraHU30BBIBATH paboty
KOJUICKTUBA

u KOMaH/IbI u
B3aUMO/ICIICTBOBATh

C KOJUIEraMH, PYKOBOJCTBOM,
KJIMEHTaMHd sl CO3JaHus

YEeJI0BEKO- u
MPUPOIO3AITUTHON  CpeIbl
OCYIIECTBJICHUS
npodeCcCuOHAITBHON
JIeATEIIbHOCTH;

MPUMEHSITh npaBuIia
MTOBEICHUS

B YPE3BBIYAMHBIX CUTYaIUAX
MIPUPOJTHOTO,

TEXHOT€HHOTO u

COIIMAJIBHOTO XapaKTepa.

3¢ (}HeKTUBHO JeiCTBOBATH B
Ype3BbIUANHBIX  CHUTYaIUsX,
co0oaTh HOPMBI
3KOJIOTUYECKOMN
6e30macHOCTH
COJIECTBOBATh
MIPAKTUYECKOMY
OCYTIIECTBIICHUIO uaen
OepeXIIMBOr0 IMPOU3BOACTBA
32 c4eT  MUHUMH3AINN
yTPO3bI MoTepb,
BBI3BIBAEMBIX HApyIICHUSIMHU
IIpaBII 0e30macHOCTH
KHU3HEIEATSIILHOCTH Ha
pabouem mecte

CO3JIaHHIO YeJI0BEKO- u
NPUPONO3AIIUTHON  Cpeaspl  Ha
paboueM MecTe pe3yJbTaTHBHO
opraHmzyer paboTy KOJUIEKTHBA
U KOMaHAbl ¥ 3PQPEKTUBHO
B3aMMO/ICHCTBYET

C KOJUIeTaMH, PYKOBOJICTBOM,
KIMEHTaMH Ha OCHOBE IIPaBHII
0eCKOH(IIMKTHOTO TIOBEICHUST;
JIEMOHCTPUPYET rpaMOTHOE
IpUMEHEHHE HOPM
9KOJIOTMYECKOM 0€301MacHOCTH Ha
paboueM MecTe;

JIEMOHCTPUPYET YMEHUE
pa3pabarbIBaTh CUCTEMY MeEp IO
MHUHHUMU3AINU YTPO3bI OTEPD,
BBI3bIBACMBIX HAPYIICHUIMU
MpaBUII 0€301TaCHOCTH
KHU3HEACATEILHOCTH Ha pabouem
MecTe

JUis ieByniek: 1eMOHCTPUPYET
MPUMEHEHHE AJITOPUTMA
pacno3HaBaHMs )KU3HEHHBIX
HapyIIEHUH TPH HEOTIOKHBIX
COCTOSIHUSX

U TpaBMax. 0eMOHCHpUpyem
YMeHue TIPOBOTUTH
MEPOTIPUSTHSI

10 JIe3UH(EKINHU, T1e3UHCEKIINH,
JiepaTalyy COCTaBIISATh
VHIUBHULy AJIbHBIE KapThI
3II0OPOBBSI C PEKUMOM JTHS,
rpaduKOM MUTAHUS C
BO3MOYKHOCTBIO OTCIIC)KHBATH
CBOM ITOKa3aHMUs1; OKa3bIBaTh
NepBYyIo (J0BpaueOHY0)
MIOMOIIb MTPU HEOTIOXKHBIX
COCTOSTHUSIX

U TpaBMaTH3Me.

JI71s1 FOHOIIIEH: BBITIOTHATH
YIPaXHEHUS 1 KOMaH]IbI TI0
(bu3nueckoil, crpoeBoit
MOJIrOTOBKE;_pa3padaThIBaTh U
OCYIIECTBIISITH POTPAMMY
CaMOTIOATrOTOBKU OyayIIero
MPHU3BIBHUKA K OCYIIECTBICHHIO
BOCHHOM JESTEILHOCTH;
OKa3bIBaTh IEPBYIO
(moBpauebHYI0) TOMOIIIH
MOCTPaIaBIINM.
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IIpuiaoxenne 2.4

k [IOII cnennanabHOCTH

46.02.01 JoxkymeHTAIIMOHHOE O0ecTeyeHne
ylpaBJieHHs U apXUBOBe/leHUe

IPUMEPHAS PABOYAS ITIPOTPAMMA YUEBHOM JUCIUILINHBI

«CT'.04 PUSNYECKAS KYJIbTYPA»

2023 r.
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COJEPKAHUE

. OBIIASI XAPAKTEPUCTHUKA IIPUMEPHOM PABOYEN
MMPOI'PAMMBI YUEBHOM JUCHUILIMHBI

. CTPYKTYPA Ul COJEPKAHUE YUYEBHOM
TACIATLITAHBI

. YCJIOBHUA PEAJIN3AIIMA YYEFHOM JUCITATLIIAHBI

. KOHTPOJIb Y OLIEHKA PE3YJIbTATOB OCBOEHMUSI
YYEBHOM JUCLHUIIIAHBI
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1. OBILASI XAPAKTEPUCTUKA IPUMEPHOI PABOYE IPOTPAMMBI
YYEBHOM JUCHUILINHEI
«CT.04 ®U3UYECKAS KYJIbTYPA»

1.1. MecTo AucUMILVINHBI B CTPYKTYpPe OCHOBHOI 00pa30oBaTe/IbHOI IPOrpaMMBbl:
VYuebnas nucnuminmHa «@Pu3MUecKas KyJbTypa» SBISETCS O00s3aTeNbHONW YacThIO

COLMAIIbHO-TYMAaHUTAPHOTO LIUKJIA MPUMEPHON 00pa30BaTeNbHONW MPOTrPaMMBbl B COOTBETCTBUU
¢ ®I'oC CIIO no cnenuansHoctd 46.02.01 JlokymMeHTannoOHHOE OOeCIeueHUe YIpaBICHUS

N apXHUBOBCICHUC.

Ocoboe 3HaueHne TUCIUIIMHA uMeeT Tpu popmupoBanuu U pazputur OK 08, OK 04.

1.2. leas ¥ IuIaHUMpyeMble Pe3yJbTAThl 0CBOEHHS JUCUMILIUHbI:

B paMKax ImporpaMmbl yqe6H0171 JAUCHUITIIMHBI O6y‘laI-OH_II/IMI/ICH OCBAanWBArOTCAd YMCHUA

U 3HaHUsA
Kox
Ymenus 3HaHusA
IIK, OK

OK 04 OpPraHU30BBIBATh PAOOTY KOJUIEKTUBA U | IICUXOJOTMYECKUE OCHOBBI
KOMaH/Ibl; B3aUMO/IeHICTBOBATh C NeSITeIbHOCTU KOJIJIEKTHBA,
KOJIJIEraMH, PyKOBOJCTBOM, KIIMEHTAMHU | IICUXOJOTHYECKHUE OCOOCHHOCTH
B X0/1€ IpOo(eCcCHOHATIBHON JUYHOCTH; OCHOBBI TPOEKTHOM
JESATEIIBHOCTH JEATEIIBHOCTH

OK 08 UCIOJIb30BaTh (PU3KYJIBTYPHO- pob pu3nUECcKON KyJIbTYpHI B

03/I0pPOBUTEIIBHYIO AEATEIBHOCTD JJIS
YKPETUICHUS 37I0POBbSI, TOCTHKECHUS
KU3HEHHBIX U MPO(HECCHOHATBHBIX
1eNIei; TPUMEHSTh PalliOHAIBHEIC
NIPUEMBI ABUTATEIHHBIX (QYHKIHHA B
npodeccuoHaIbHOMN J1eSTeTbHOCTH;
HOJIb30BAThCSl CPEACTBAMU
npoHIAKTUKY TIepeHAIPsKEHUS,
XapaKTepHBIMU JJIs1 TaHHOU npodeccuu
(criennanbHOCTH)

00IIEKyIbTYPHOM, MTPOodecCHOHATEHOM
" COLIMAaJIbHOM PA3BUTHUH YCIIOBCKA,
OCHOBBI 37I0pOBOTO 00pa3a KU3HHU;
ycioBHs MpodhecCuoHaIbHOM
ACATCIIBHOCTH U 30HBI pHUCKa
(hbU3MUECKOTO 37J0POBBS 7S MPOdecCHu
(cennanbHOCTH); CpeaCTBa

PO UIAKTUKH TTePEHATIPSKESHIS

2. CTPYKTYPA U COJAEP)KAHUE YUYEBHOM JUCIUILIUHBI

2.1. O0beM yueOHOI JMCHMIIJIMHBI M BUABI Y4e0HOH padoThI

Buj yue6Hoii padoThl

O01neM B yacax

O6bem 006pa3oBaTeIbHOM MPOrpaMMbl yueOHOM JUCIUTUIMHBI

122
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BT. Y.:

TeopeTu4ecKoe o0ydeHne

IMPAKTUYCCKHUE 3aHATUA

120

CaMOCTOATCIIbHAA pa60Ta

HpOMe}KYTOIIHaH aTTcCTaluusa
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2.2. TemaTnyecKkMii IJIAH U COJAepPKAHNE YUeOHON TUCUMIIMHBI

Konanl
O0nem, ak. 4. / KOMITETeHIIHiA,
B TOM 4HCJIe ¢popmupoBanu
HaumenoBanmue
Conep:xkanue yueOHOro Mmarepuasa u (popMbl OPraHU3alHH AeATEIbHOCTH B opme 10 KOTOPBIX
pa3/iesioB U TeM P - ¢ .
yaaonuxcs NMPaKTHYEeCKOH crnocod0cTByer
NMOATOTOBKH, aK. 4. 3J1eMeHT
NporpaMmbl
Paznen 1. OcHoBbI 3HAHNH 110 (PU3HYECKOH KYJIbTYpe 10/8
Tema 1.1. Counanbno- | Conepxxanue yueOHOro MaTepuasa ’
Ouojormyeckue dusnyeckas KyJabTypa B OOIIEKYIbTYPHOU U MPO(HECCHOHATBHOM MOTOTOBKE CTYACHTOB.
OCHOBBI (PM3HYECKOMI
KYJbTYPbI B TOM 4Hc/ie IPAKTHYECKUX 3aHATHI 8
Ilpakmuueckoe 3anamue Ne 1 OcHOBBI 37J0pOBOro 00pa3a xu3Hu. Pusndeckas KyJibTypa 9
B 00€CII€YEeHNH 3/10POBBS.
OK 04, OK 08
Ilpakmuueckoe 3anamue N 2 TIcuxonorndeckre OCHOBBI y4eOHOTO TpyAa U
MHTEJUIEKTyalIbHOH iesTeNibHoCcTH. CpencTBa GU3NUECKOi KyIbTyphl B pETyJIUPOBaHUN 2
paboToCrocoOHOCTH.
Ilpakmuueckoe 3anamue Ne 3 O0mas pu3zndeckas u crieluaibHas MOAT0TOBKA B 9
cucreMe (PU3NYECKOTO BOCITUTAHUS.
Ilpakmuueckoe 3anamue Ne 4 TIpodeccnonanmbHO-IpUKIIaaHAsS PU3NUecKast MOArOTOBKA. | 2

Paznen 2.

Jlerkas arjieruka
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Tema 2.1. KpoccoBasi
MOATOTOBKA

Conep:xanue y4eOHOIro MaTepuaJia

OOyueHue TexHuke 0era Ha KOPOTKHE IUCTAHIIMM C HU3KOTO, CPETHETO U BBICOKOTO
crapta. OOydeHHe TEXHUKE MPBDKKA B JUTMHY ¢ MecTa. [loBwimenue ypoHs ODII
(cnenmasnbHbie OETOBBIC YITPaKHEHHS) Pa3BUTHE U COBEPIICHCTBOBAHUE (PU3NICCKUX
Ka4ecTB (ObICTPOTHI, KOOPIMHAIIMH ABUKECHUH, JIOBKOCTH H T. II.)

16/16

B ToM uMciie npakTHYeCKUX 3aHATHI

16

Ilpakmuueckoe 3anamue Ne 5-6 Cnpunrepckuii 6er. CTapThl U3 pa3IUIHBIX UCXOTHBIX
nonoxkeHuid. Ctaprossiii pasros. ber 60 u 100 metpoB. Pa3BuBaTh CKOPOCTHO-CHIIOBBIE
kauectBa. Yder Oera 100 meTpoB Ha pe3yIbTar.

Ilpakmuueckoe 3anamue Ne 7-8 IIppDKOK B TUHY ¢ MecTa. MHOTOCKOKH. UeITHOYHBIH
Oer. CrieriuanbHble 0ETOBbIE U MPBLKKOBBIE YIIPaKHEHUS. Pa3BUTHE CKOPOCTHO-CHIIOBBIX
KauecTB. YUeT NpPbIXKKa B ITTUHY C MECTA HA PE3yJbTarT.

Ilpakmuueckoe 3anamue N 9-10 KpoccoBast noarotoBka — 6er B paBHOMEPHOM H
nepeMeHHoM Temie. Yckopenue. @unuirpoBanue. Pa3zButue BBIHOCIMBOCTH. YueT: Oer
1000 metpos ¢ yuerom Bpemenu. ber 2000 meTpoB 6e3 ydyera BpeMeHH.

Ilpakmuueckoe 3anamue Ne 11-12 DcraderHsiit Oer. CrienuanbHble OeroBble U
MPBIKKOBLIC YITPAXKHCHUA. PazBuBath KOHIUIITMOHHBIC CIIOCOOHOCTH U BLIHOCIIMBOCTb.
KoHTtponbsHOe TecTUpoBaHME A OLEHKH (PU3HMUECKON MOIrOTOBICHHOCTH.

OK 04, OK 08

Pazpgea 3.

Oo6mas ¢pusnyeckasi NOAroTOBKAa

10/10

Tema 3.1.
Oo0wmepasBuBamomue
YIPaKHEHUs

Conep:xxanue yueOHOro MaTepuaJa

OO61epa3BUBaOIIKE YIPAKHEHUS TSI PA3BUTHS CHJIBbI, KOOPAUHALIUN ABWKECHUH,
THOKOCTH M JTOBKOCTH

B ToM 4yKciIe IPAKTHYECKHUX 3aHATHH

10

OK 04, OK 08
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Ilpakmuueckoe 3anamue N 13 Cunosas noaroroska. O0miepa3BUBaroIIne YIPaKHEHUS
C TSDKeNBIME MsidaMu. KpyroBasi TpeHHpOBKa JJIsl Pa3BUTHS CUJIBI M OOILEH
BBIHOCJIMBOCTH.

Ilpakmuueckoe 3anamue Ne 14-15 CKopoCTHO-CHIIOBasi OATOTOBKA. BapuaHThl
yelHo4HoTro Oera. KoMmieke ynpaxHeHU JUist pa3BUTHS CUITBI U ObICTPOTHI. [IpblkKu co
CKaKaJIKOM.

Ilpakmuueckoe 3anamue Ne 16-17 Kpyrosas tperupoBka. OPY. beroBsie u mpblKKOBBIE
ynpaxHeHus. Ictadersl. KOHTpoIbHOE TECTUpOBaHUE IS OLIEHKH (DU3HYECKON
HOJrOTOBJICHHOCTH (KOHTpPOJIbHAs paboTa)

Pazpgea 4.

OO0mepa3BuBamle THMHACTHYECKHE YIIPAKHEHHUS HA MeCTe U B IBHKEHUH, C
npeaMeTamMu u 06e3 nMpeMeToB

14/14

Tema 4.1.
I'mmHacTHKa ¢
OCHOBaAMH
aKpodaTUKHU

Coaep:xxanue yueOHOro MaTepuaJia

I/I3yquI/Ie 3JICMCHTOB aKp06aTI/IKI/I. CocraBnenne aKpO6aTI/I‘leCKI/IX KOM6I/IHaLII/II7L
COBCpHIeHCTBOBaHI/Ie OCHOBHBIX aKpO6aTHq€CKHX OJICMCHTOB

B ToM 4yKciIe IPAKTHYECKHUX 3aHATHH

14

Ilpakmuueckoe 3anamue Ne 18 CtpoeBble ynpakHeHHs. O01epa3BUBAIOLIIE
YOpaXHEHUS] HA MECTE U B JIBUYKEHUH 0€3 MpeMETOB. YTpakKHEHUs B rapax. Pa3BuBarh
CHJIOBBIE CTIOCOOHOCTH U KOOPIUHALIUIO.

Ilpakmuueckoe 3anamue Ne 19 O0mepazBuBarolye ynpaxHEHUS ¢ IPeIMETaMHU,
KOMOUWHAIMK yTIPa)KHEHUH ¢ 00pyyaMH, CKaKalKkol, MsiuaMu. Pa3BUBaTh CKOPOCTHO-
CHJIOBBIE CIIOCOOHOCTH.

Ilpakmuueckoe 3anamue Ne 20 O0mepa3BUBaIONINE YIIPAXKHEHHS ¢ TTOBBIIICHHON
aMIUTUTYON JJIS pa3IMYHbIX CyCTaBOB. YTPaXXKHEHUS C MapTHEpoM. Pa3BUBaTh THOKOCTS.

OK 04, OK 08

185




Ilpakmuueckoe 3anamue Ne 21-22 YnpaxHeHUS B PABHOBECHUHU U YIIOpax HA

TMMHACTHYECKOMN CKaMeHKe. YHpa}KHeHI/IH Ha COIMPOTHUBJICHUC. Pa3zBuBath KOOpAWHAIIUIO.

Konrtponbnas padora

Ilpakmuueckoe 3anamue Ne 23-24 AxpobaTrueckue IEMEHTHI. Xopeorpapudeckas
pasmunka. CoeTMHEHUE PA3IMYHbBIX JICMEHTOB B CBA3KH. Pa3BMBATh KOOPAWHALIUIO
rHOKOCTh. YUeT TEXHUKH BBITOJIHEHUS aKpOOATHUECKON CBS3KH U YIIPAKHEHUS B
PaBHOBECHH.

Pazgea 5.

TexHn4eckue l'lplfléMl)I UI'PbI B HACTOJIbHbII TEHHUC

12/12

Tema 5.1.
HacToJbLHBIA TEeHHHUC

Conep:xanue yueOHOIro MaTepuaJia
TexHuka 6e30MaACHOCTH HA 3AHATHUSIX MO HACTOJHLHOMY TEHHHCY.

CHGIII/IaJII)HLIe YHOpaXKHCHHUA TCHHUCUCTA. O3HaKOMIJICHHE C BUJAMU XBaTa PAKCTKH.
TexHuka oTOMBaHUS MSI4a «TOTIKOM (TLI‘IKOM). OCHOBHBIE (1)I/I3I/I‘IGCKI/I6 Ka4dyeCTBa
TCHHUCHUCTA U UX CIICHUAJIIBHOC PA3BUTHC.

B ToM uncie MNPaAKTUYECCKUX 3aHATHH

12

Ilpakmuueckoe 3anamue Ne 25-26 Taktnueckue aerictBus. Urpa B HanaieHuH, urpa B
3ammte. [IpaBuiia UTpel B HACTONIEHBIN TEHHHUC.

Ilpakmuueckoe 3anamue Ne 27 YaeOnas urpa. PazButue ObICTPOTHI M pEaKIIHH.

Ilpakmuueckoe 3anamue Ne 28-29 Coueranue MpueMoB, TEXHUKO-TAKTHYECKIX
neiictuit. [Ipuem-nepenaya, Hanagaromui yaap. Y4eOHO-TpEeHUPOBOYHAS UTpa

Ilpakmuueckoe 3anamue Ne 30 Pazputre KOOpAMHANMOHHBIX CIIOCOOHOCTEH. YUeT
TEXHUKH 110J1a4, pUeM-Tiepeiaua, HanaJaroui yaap, 3aiura.

OK 04, OK 08

Pasgea 6.

Hleiinuur

24124
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Tema 6.1.
Purmunueckasn
THMHACTHKA

Couepmafme Y'{EGHOFO MaTrepuajia OSHaKOMJIeHI/Ie, pasyduBaHuC, COBCPIICHCTBOBAHHUC
KOMIIJICKCOB prrOBOﬁ TPEHUPOBKHU, KOMILJICKCOB HIeHIIMHTa

B ToM umciie npakTHYeCKUX 3aHATHI

24

Ilpakmuueckoe 3anamue Ne 31-33 CtunmszoBannbie komiuiekebl OPY u TaHIIeBaIbHBIE
JIBYDKCHUS.

Ilpakmuueckoe 3anamue Ne 34 Komriekc 00111epa3BUBAIOIIETO XapaKTepa 1o
AHATOMUYECKOMY MPUHIIMITY. Y TTPXKHEHUS JJISI MBIIII] TYJIOBUIIA, CIIMHBI, TO3BOHOYHHKA,
OPIOIIHOTO MPEecca, MBIIIIL HOT.

Ilpakmuueckoe 3anamue Ne 35 Kommiexe OPY ¢ jokanbHBIM BO3JCHCTBHEM Ha
OCHOBHBI€ MBIILIEYHBIE TPYIIIIHI.

Ilpakmuueckoe 3anamue Ne 36-37 Komiieke ynpaxxHEHHUH ¢ OTSATOIIEHUEM.
VrpaxHeHus ¢ TaHTeISIMU. Y IPAKHEHUS C TAPTHEPOM.

Ilpakmuueckoe 3anamue Ne 38-39 Koppurupyromas rumaactuka. Komruiekce
yIpaKHEHUH MIEHITUHTA TI0 KOPPEKTHPOBKe purypsl. KoMIuiekchbl 001epa3BUBAOIIETO
BO3JICHCTBHS.

Ilpakmuueckoe 3anamue Ne 40-42 TIpodunakTrka MpaBUILHON OCAaHKU M U3SITHON
noxo k1. KoMruieke yrnpaskHeHHH [T MBI CIIUHBI U HOT. TeCTOBBIE YIIPayKHEHHS 10
OLIEHKE TMOKOCTH M MOJIBUKHOCTH B CyCTaBax.

OK 04, OK 08

Pasznen 7.

Aspoduka

36/36

Tema 7.1. AspoOuka

Copep:xanue yueOHOro MaTepuaJa BrinonHeHne 001epa3BUBAIOIUX YIIPa)KHEHHUH B
COUYETaHHH C TAaHIEBAIBHBIMU JIBU’KEHUSIMU Ha OCHOBE 0a30BBIX I1ar0B MO/ MYy3bIKaIbHOE
COIIPOBOJKICHUE, pa3yuynuBaHHe 0a30BbIX IIaroB a3pOOUKHU OTAEIBHO U B CBSA3KaX

B Tom uMciIe MPAKTHYECKUX 3aHATHH

36
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Ilpakmuueckoe 3anuamue Ne 43-44 Brenenune B a3poOuKy. ba3zoBble maru Kiaccu4ecKou
a’pOOUKH, COEIMHEHNE UX B ITPOCThIE KOMOMHAIIHH.
3aHATHS ¢ HU3KOU yJIapHOM Harpy3Kou.

Ilpakmuueckoe 3anamue Ne 45-46 Knaccuueckas a3poOuka. TaHIeBaIbHbIE JIEMEHTHI U
Oosee cnoxHas xopeorpadus. PazHooOpasue crunuzanuii. 3aHATHs CpeHen
MHTEHCUBHOCTH.

Ilpakmuueckoe 3anamue Ne 47-48 OOuiepa3BUBaIOLINe YIIPAKHEHUS B TIOJI0KEHUU CTOS,
CUJISL, JIeKa. YTIPaXKHEHHUs [UTSI PYK U IICYEBOTO Tosica. YTIPKHEHUS JIJIsl TYJIOBHIIA U
nien. YIpaxKHeHUs A7 HOT. Tecmosvie ynpasicHenus Ha CRUHY, 2UOKOCMb.

Ilpakmuueckoe 3anamue Ne 49 Outbon. CunoBas adpodrKa Ha BCE OCHOBHbBIE
MBIIIEYHBIE TPYIIITHI ¢ UCMOJIb30BAHUEM PA3IMYHOT0 000pynoBanus. KoHTpoibHAs
pabora.

Ilpakmuueckoe 3anamue Ne 50-51 A>poOuKa ¢ UCTIOIB30BaHUEM CTETI-TIAT(HOPMBI.
bazoBsle maru cren a’poOuku. CoeJMHEHUE UX B IPOCThIE KOMOMHALMH.

Ilpakmuueckoe 3anamue Ne 52 Cten-aspobuka Ha OCHOBE Xopeorpaduu cpeaHei
CIIO)KHOCTH, COCTAaBJICHHUE PA3IMIHBIX KOMOWHAIMH 110 adpOoOHKe.

Ilpakmuueckoe 3anamue Ne 53-54 KannaneTuk (KOMIUIEKC YIIpa)KHEHUH IS BCeX
qacrteil Tena). YpaKHeHHs U3 Pa3IUnIHbIX BUIOB BOCTOYHBIX THMHACTHK M CTHIEIHATBHBIX
JIBIXaTENbHBIX YIIPAXKHEHUH.

Ilpakmuueckoe 3anamue Ne 55-56 IIunarec. YnpaxxHeHNs: Ha KOPPEKIIUIO OCAHKH,
YKpEeIUICHHE BHY TPUMBIIIEYHOTO KOPCEeTa, MPOpadOTKa ITOBEPXHOCTHBIX U TITYOMHHBIX
MBIIIIII.

OK 04, OK 08

188




Ilpakmuueckoe 3anamue Ne 57-58 CtpeTunHr. YpakHeHHs Ha pa3BUTHE THOKOCTH,

YBEIIMYCHUE CTETICHH MTOJIBUKHOCTU CYCTaBOB. Tecmosble YnpajicHeHus no oyenKe 4
2UOKOCMU U NOOBUNHCHOCTNU 8 CYCINABAX.
Ilpakmuueckoe 3anamue Ne 59 Mukc-a3poOuka. DJIEMEHTHI U3 Pa3HBIX CTUIICH 9
a’poOuku. Tecmuposatnue cuni080t NOO2OMOBKU.
Ilpakmuueckoe 3anamue Ne 60 OutHec B opuce. YrpaxHeHus Uit pabOTaIOUINX B 9
nojoxeHuu cuis. JuddepeHupoBaHHbIi 3a4eT.

Bcero: 122
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3. YCJIOBHUA PEAJIM3AIIMA YYEBHOW TUCHUTIIUHBI

3.1. Ans peanu3anuu mporpamMMbl y4eOHON JUCHUIUIMHBI JOJDKHBI OBITH PEAYCMOTPEHBI
CJICAYIOUIHE CIeHaIbHbIe TOMEIICHUS:

CHopTUBHBIN KOMILJIEKC, OCHAIIICHHBIN:

- 000pynOBaHHWEM: TUMHACTHYECKHWE KOBPHKH, MSYM, CKaKaJIKH, (UTHEC-PE3UHKH,
60a10apkl, FAHTEINHN, TAXKEIbIe MSIUU, MSIUH JUIs OOJIBIIOrO TEHHHCA,

- TEXHUUYECKUMHM CPEICTBAMM OOYYEHUs: MY3bIKAJIbHBIA LEHTP, CEKyHAOMEp, LU(poBast
BUjicOKamepa, Lu(ppoBoil poToanmnapar, KOMIbIOTED.

3.2. UndopmannoHHoe obecrniedeHre peajnu3alui NPOrpaMMbl

[lepeuenp pexoMeHlyeMbIX y4eOHbIX H3HaHui, VIHTepHET-pecypcoB, IOMOIHUTEIbHOM
JUTEPATYpPBL:

3.2.1. OcHOBHBIE MeYaTHbIE U3AHUS:

1. ®dusnyeckass KyinbTypa: ydeOHOE Mocobue s CpelHero MnpodheccHoHaIbHOrO
obpazoBanus / E.B. KoneeBa [u ap.] ; moxn penakmueii E.B. KoneeBoit. — 2-e usn., nepepad. u
nor. — Mocksa: U3narensctBo FOpaiit, 2022. — 599 c¢. — (IIpodeccuonansHoe o6pa3oBanue).
— ISBN 978-5-534-13554-1.

2. AmsaoB, FO.H. ®usmndeckast KynbTypa: YYeOHHK JIJIsi CPEIHETO MPOPECCHOHATBHOTO
obpazoBanus / 1O.H. AnnsiHos, M. A. ITucemenckuii. — 3-e u3n., ucrp. — Mocksa: M31aTenscTBo
FOpaiit, 2022. — 493 ¢. — (IlpodeccuonanpHoe oopazosanne). — ISBN 978-5-534-02309-1.

3. Mymnep, A.b. ®usmueckas KyibTypa: y4eOHHK M TPAKTUKyM IS CPETHETO
npodeccuonanbHoro obpazosanus / A.b. Mymnep, H.C. [gauukuna, FO.A. boramenko. —
Mocksa: M3narensctBo HOpaiit, 2022. — 424 ¢. — (IIpodeccronansnoe oopazoBanue). — ISBN
978-5-534-02612-2.

4. bypyxun, C.®. Meronuka o0ydyeHus: gpusnueckoil KynpType. ['MMHacTuka: yyeOHOE
nocoOue 171 cpenHero npodeccuonansHoro oopazosanus / C. @. bypyxun. — 3-e u3f., ucnp. u
nor. — Mocksa: M3narensctBo IOpaiit, 2022. — 173 ¢. — (IIpodeccuonansHoe 00pa3oBaHue).
— ISBN 978-5-534-07538-0.

3.2.2. OcHOBHBIE YJIEKTPOHHbIE U3IaAHUS:
1. THUT CT'AY ®opma noctyna B Matepnere: http://cnit.ssau.ru
2. ObpazosarenbHas matgopma FOpaiit https://urait.ru

3.2.3. JlonoJTHUTEIbHbI€ HCTOYHUKM:

1. AnmnsaoB, FO.H.  ®wuswmueckas  KyapTypa:  y4eOHMK Ui CPEIHErO
npodeccuonanpHoro oopasosanus / FO.H. Annsaos, U.A. [Tucemenckuii. — 3-e u3a., ucnp. —
Mockga: M3narensctBo FOpaiit, 2022. — 493 ¢. — (IIpodeccronanpHoe oopazoBanue). — ISBN
978-5-534-02309-1. — Tekct: anmekTpoHHbIH // O0pa3zoBatenbHas mwiaTdopma FOpaiT [cait]. —
URL.: https://urait.ru/bcode/471143.

2. Bypyxun, C.®. Metoauka o0ydeHus: GU3NUECKOM KyIbType. I'mmHacTuka:
yaeOHoe mocodue st cpeanero npodeccuoHanbHoro oopazosanus / C.dD. bypyxun. — 3-e u3f.,
ucnp. u jnorn. — Mocksa: M3parensctBo FOpaiit, 2022. — 173 ¢. — (IIpodeccuonansHoe
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obpaszoBanme). — ISBN 978-5-534-07538-0. — Tekct: snektpoHHbId // OOpa3oBaTenbHas
wiatdopma tOpaiir [caiit]. — URL: https://urait.ru/bcode/471782.

3. Mymnep, A.b. ®usnyeckass KyJibTypa: y4eOHHK M MPAKTUKYM [UIS CPEIHEro
npodeccuonanbHoro obpazosanus / A.b. Mymnep, H.C. [gauukuna, FO.A. boramenko. —
Mocksa: M3narensctBo HOpaiit, 2022. — 424 ¢. — (Ilpodeccuonansroe oopazoBanue). — ISBN
978-5-534-02612-2. — Texkcr: anektponHbIii // Ob6pa3oBaTenpHas miaTdopma FOpaiT [calt]. —
URL.: https://urait.ru/bcode/469681.

4. dusnueckas KyJbTypa: ydeOHOe MocoOue Ui CpeaHero mpodecCHOHATBHOTO
obpazoBanus / E.B. KoneeBa [u ap.]; mox penakuueii E. B. Koneeroit. — 2-e usn., nepepad. u
nor. — Mocksa: M3narensctBo FOpaiit, 2022. — 599 ¢. — (IIpodeccuonansHoe 0Opa3oBaHue).
— ISBN 978-5-534-13554-1. — Texkcr: anexTponnslii // O6pa3oBatensHas miardgopma FOpaiit
[caitT]. — URL.: https://urait.ru/bcode/475342.

4. KOHTPOJIb ! OLIEHKA PE3YJILbTATOB OCBOEHUS
YYEBHOM JUCLUATIIVHBI

Pe3yabTaTsl 00yueHus Kpurtepun ouenku MeToabl OLleHKH

Hepeqeﬂb 3HaHHﬁ, OCBauBacMbIX B paMKaXx JUCHUIIJIUHbI

bus3ndeckas KyabTypa B 3HATh OCHOBBI KOHTPOJIbHBIC 33/1aHHs, TECTHI,
OOIIEKYIbTYpHOU U (bu3n4ecKoil KyJabTyphl, €€ | IpOBEpKa Pe3yIbTaTOB
npodeccuoHaIbHON CYIIHOCTb M IICHHOCTH. CaMOCTOSTENILHOM paboThI
IMOATOTOBKE CTYACHTOB. Nmets MMpeaACTaBJICHUEC O

CTPYKType

npo¢eccuoHabHO-

JMYHOCTHOTO Pa3BUTHA B
nporecce GU3NIECKOro

BOCIIUTAHMSL.
COLIMAJIbHO-OMOJIOTHYECKHE 3HATh CPENICTBA KOHTPOJIbHBIE 3aJaHMs], TECTHI,
OCHOBBI (PM3UYECKOM ¢bu3n4eckoil KyJabTypbl U | IPOBEPKA PE3yIbTAaTOB
KYJbTYDBI. cropTa B CaMOCTOSITENIbHOI paboThI,
COBEpIIEHCTBOBAHUU HaOJI0IeHHE 32
(yHKIIMOHATBHBIX JeSITeNIbHOCThIO 00yUaronXcs
BO3MOXKHOCTEHN Ha y4eOHbIX 3aHITHSIX.

opranusma. Mimetp
MpEeACTABICHHUE O
Croco0ax MOBBITIICHUS
YCTOMUYMBOCTH OpraHu3Ma
YEJIOBEKa K pa3InyHbIM
YCIIOBUSIM BHEIIIHEHN
CpeIbl.
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https://urait.ru/bcode/475342

OCHOBBI 3710pOBOT0 00pasa
*Ku3HU. Pusnyeckas KyJbTypa
B 00€CTIEYCHUHN 3/TOPOBBSL.

3HaTh OCHOBHBIE
cocrasisitoue 30K u
TpeOOBaHUS K €r0
opranuzauuu. [lonumars
3Ha4YEHUE
CaMOBOCIIUTAHUSA U
CaMOCOBEPILIECHCTBOBAHMS
B 30XK.

KOHTPOJIbHBIC 3aiaHU, TCCThI,
IPOBEPKA PE3yIbTATOB
CaMOCTOSITENIbHON PabOTHI,
HaOJro/IeHuE 3a
JeATEIILHOCTBIO 00YYarOIMUXCs
Ha y4eOHBIX 3aHATUSAX.

MICUXOJOTHYECKHE OCHOBBI
y4eOHOTro Tpyia u
HWHTEIUIEKTYaJIbHON
nesitenbHocTH. CpencTsa
(bu3N4IECKOil KyJIbTYpHI B
peryIupoBaHUA
paboTOCIIOCOOHOCTH.

3HATh OCHOBHBIE IIPHYUHEI
U3MCHEHUS
MICUXO(H3UIECKOTO
COCTOsIHUSA B IICPUO[
CecCuH, a TaKKe KPUTEPHU
HCPBHO-5MOLIMOHAJIBHOI'O
yYTOMJICHUSI.

KOHTPOJIbHbIE 3a/1aHUs], TECTHI,
IIPOBEPKA PE3yJIbTAaTOB
CaMOCTOSITENIbHOM paboThl,
HaOJII0/IeHuE 32
JESTENIbHOCTbIO 00yUaroUINXCs
Ha y‘-IC6HI>IX 3aHATUAX.

obmrast pusndeckas u
CIicyuajJjbHasi 1ImoAroToBKa B
cucteMe GU3MIECKOTO

3HATH LIEJU Y 3aJa4U
00111eH M CrIEAAIBHON
(U3HYECKOI MOATOTOBKH,

KOHTPOJIbHBIC 3aiaHuA, TCCTHI,
HpOBEPKa PE3yJIbTaTOB
CaMOCTOSITEIILHOU Pa0bOTHI,

BOCIIUTaHMUSL. ¢u3nyeckue crnocoOHOCTH | HaOJIr0AEHUE 3a
YeJI0BEKa U UX NeSITeIbHOCTbIO 00YYatOLINXCS
COBEpPIICHCTBOBAHUE. Ha y4eOHBIX 3aHATHUIX.
Nwmets npencrasnenue o
dhopmax u MeTogax
(h13MYECKOT0 BOCIIUTAHUS.
npodeccuoHanbHo- 3HATh CPE/ICTBA U METO/Bl | KOHTPOJIbHBIE 3a/1aHNUs, TECTHI,

npuKiIaaHas puznueckas
MO/ATOTOBKA.

HaTpPaBJICHHOTO
(hopMUpOBaHUS:
npo¢eccuOHaTBLHO
3HAYMMBIX JBUTATCIbHBIX
HaBBIKOB,
npo¢ecCHOHATBLHO
Ba)XHBIX (DU3NYECKUX U
MCUXMYECKUX KaYeCTB, a
TaK)KE METOJIbI
YCTOMYUBOCTH K
npodeccrnoHaTbHBIM
3a00JIeBaHUSM.

IPOBEPKa Pe3yJIbTaTOB
CaMOCTOSITENIbHOM paboThI,
HaOJro/IeHue 3a
NeSITebHOCTIO 00YYaIOLINXCS
Ha y4eOHBIX 3aHATHSIX.

npaBuiia 6a30BBIX BUIOB
criopTa

3HATb TCXHUKY U IpaBHJIa
HU3y4aCMbIX BUIOB CIIOpTa.

KOHTPOJIbHBIE 3a/IaHUsI, TECTHI,
IPOBEPKA PE3yIbTATOB
CaMOCTOSITENTbHOU PaOOTHI.
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Hepeqem, 3HaHI/II71, 0CBaAaMBAaCMbIX B paMKaxX TUCHUIIJIHHBI

UCII0JIb30BaHUE (DU3UUECKOM
KYJIbTYpBI B OPraHU3aluu
3JI0pOBOTO 00pa3a KU3HU U
AKTUBHOI'O OTAbIXA.

yMEHHE HCIIOJIb30BaTh
pa3HooOpa3Hbie GOPMBI U
BUJIBI (PU3KYJIBTYPHON
JeSITeIbHOCTH IS
OpraHM3aIH 3J0POBOTO
o0pa3a KU3HH, aKTUBHOTO
OT/bIXa U JI0CYTA;

OLICHKA TeXHHKH, C/lada
KOHTPOJIbHOI'O HOpMAaTHUBa,
IMMPAKTUYCCKUC 3aHATUS,
HaOJIro/IeHuE 32
JESATENIbHOCTBIO 00yUaroumxcs
Ha y4eOHBIX 3aHATUAX, 3aUET

MoJI7IepKaHNE
paboTOCIIOCOOHOCTH U
npoduIaKkTUKa MpoodIeM co
3JI0POBBEM.

BJIaJICHHE COBPEMEHHBIMH
TEXHOJIOTHSIMH
YKPCIUICHUS U
COXpaHECHHUS 3]I0POBbSI,
MOJ|/ICPIKAHUS
paboTOCIOCOOHOCTH,
npOoPUITAKTUKA
PeAyIPEKACHUS
3a00JIeBaHUM, CBSI3aHHBIX
¢ yueOHOIl 1
MIPOU3BOJICTBEHHOM
JeSITeIIbHOCTBIO;

OLICHKA TeXHHKH, C/lada
KOHTPOJIFHOT'O HOpMAaTHBa,
NPaKTHYECKHUE 3aHSTHUS,
HaOJIFOeHYE 3a
JESTENIbHOCTbIO 00yUaroUINXCs
Ha y4eOHBIX 3aHATHIX, 3aUET

OCYHICCTBJIICHUEC CaAMOKOHTPOJIA
IIpHU 3aHATUAX CIIOPTOM U
(I)I/I3I/ILICCKI/IMI/I YHOpa)xHCHUAMUA

BJIaJICHUE OCHOBHBIMH
croco6amMy CaMOKOHTPOJIS
WHMBUAYATbHBIX
IIOKa3aTeseu 3J0pOBbs,
YMCTBEHHOU U
(buzmgeckoi
paboTOCOCOOHOCTH,
(u3M4YeCcKOro pa3BUTHUS U
(U3NYECKUX KauecCTB;

OLIEHKa TEXHHKH, ca4ya
KOHTPOJILHOI'O HOpMaTHBa,
NpPaKTUYECKUE 3aHATHS,
HaOJII0/IeHuE 3a
JIeSITENIbHOCTBIO 00yUaromxcs
Ha y4eOHBIX 3aHATHUSAX, 3aUET

BJaJieHHe (PU3NYECKUMU
yIpaKHEHUSIMH Pa3HON
(GYyHKIMOHATIBLHON
HaNpaBIEHHOCTH

BJaJieHHe (PU3NYECKUMHU
yIpaXHEHUSIMH Pa3HOM
(GYHKIIMOHATEHOM
HaIpaBJIEHHOCTH,
WCTIOJIh30BaHUE UX B
pexume yueOHoM 1
MPOU3BOJACTBEHHOMN
JESITeTBHOCTH C TIEITBI0
npOopUIAKTUKA
nepeyTOMIICHUS U
COXpPAaHEHUS BBICOKOM
paboTocmnocoOHOCTH;

OLIEHKA TEXHHUKH, CAa4ya
KOHTPOJILHOI'O HOpMaTHBa,
NpPaKTUYECKUE 3aHATHS,
HaOJro/IeHue 3a
JeSITeNIbHOCThIO 00yUaronXxcs
Ha y4eOHBIX 3aHATHSAX, 3aUET
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BJIaJICHUE TCXHUYCCKUMHU
[pUEMaMU U JIBUTATEIbHBIMU
IENCTBUAME 0a30BBIX BHIOB
criopra.

BJIaJ€HAE TEXHUYECKUMU
MpUeMaMHt U
IBUTATEIbHBIMA
IENCTBUAMU 0a30BBIX
BH/JIOB CIIOPTa, aKTHBHOE
MPUMECHECHHE UX B
COpPEBHOBATEIILHOM
JIEATEHHOCTH,
TOTOBHOCTH K
BBITIOJTHEHUIO HOPMATHBOB
I'TO

OIl€HKA TEXHUKH, cAaya
KOHTpOHBHOFO HOpMaTI/IBa,
HpaKTI/I‘IeCKI/Ie 3aHATHUA,
HaOJII0IEHUE 32
JESATEIBHOCTHIO 00YYarOIIHXCS
Ha y4eOHBIX 3aHATHIX, 3aUET
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IIpuaoxenne 2.5

k [IOII cnennanabHOCTH

46.02.01 JoxkymeHTAIIMOHHOE O0ecTeyeHne
ylpaBJieHHs U apXUBOBe/leHUe

IPUMEPHAS PABOYAS ITIPOTPAMMA YUEBHOM JUCIUILINHBI

«CT'.05 OCHOBBI BEPEKJIMBOT'O ITPOU3BOACTBA»

2023 r.
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COJEPKAHUE

. OBILIASI XAPAKTEPUCTHUKA IPUMEPHOM PABOYEN
MMPOI'PAMMBI YUEBHOM JUCHUILIAHBI

. CTPYKTYPA Ul COJEPKAHUE YUYEBHOM
TACIATLTAHBI

. YCJIOBHUA PEAJIN3AIIMA YUYEFHOM JUCITATLIAHBI

. KOHTPOJIb Y OLIEHKA PE3YJIbTATOB OCBOEHMSI
YYEBHOM JUCLHUIIIAHBI
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1. OBIASI XAPAKTEPUCTUKA IPUMEPHOI PABOYE IPOTPAMMBI
YYEBHOM JUCHUILINHEI
«CT.05 OCHOBBI BEPEKJIMBOI'O IPOU3BOJICTBA»

1.1. MecTO TUCHMILIMHBI B CTPYKTYPe OCHOBHO# 00pa30BaTe/ibHOM MPOrpaMMbl:

VYuebnas nuctuminaa « OCHOBBI O€pexIIMBOTO MPOU3BOJICTBA» SABISETCA 00s3aTEIbHON
YacThl0  COLMAJIbHO-TYMAHUTAPHOTO IMKJIa MPUMEPHONW 00pa30BaTelNbHOW MPOTrpamMMbl
B cootrBeTcTBUU ¢ PI'OC CIIO no cnenuanprocTr 46.02.01 JlokyMeHTanmmOHHOE oOecrieueHne
yIOpaBlIeHUS! U apXUBOBEJICHUE.

Ocoboe 3HaueHne nucuuiuinHa uMmeet npu GopmupoBanuu u pazputuu OK 01, OK 02,
OK 03, OK 04, OK 05, OK 06, OK 09.

1.2. Heas 1 niiaHupyeMble pe3yJbTaThl OCBOCHUS TUCIHHUIIMHBI:
B pamkax nporpaMMbl yueOHOM TUCIMIUIMHBI O0YYAIOIIMMUCS OCBAUBAIOTCS YMEHUS

Y 3HaHUs
Kon
Ymenus 3Hanusn
IIK, OK
OK 01 IIJIAHUPOBATh, OPraHU30BaTh U coJiep>kaHue U GOopMbl
OK 02 MIPOBOJUTH MEPOIIPUATHS 110 OepeKJIMBOT0 MPOU3BOCTBA;
OK 03 pea3aluy MPHHIUIIOB OCPEKIUBOTO | PUHIUITBL, METOMBI U
OK 04 [IpOM3BOACTBA; MHCTPYMEHTBI O€peKINBOTO
OK 05 I10JIB30BATHCS HHCTPYMEHTAMHU IIPOU3BOJICTBA
OK 06 OepexIIMBOro MPOU3BOJICTBA B aNTOPUTM BHEJPEHHS
K 09 HpO(beCCI/IOHaHI)HOI\/’I JOCATCIIBHOCTHU WHCTPYMEHTOB 6Cpe)KJ'II/IBOFO
O IIPOM3BOJICTBA B 1€ATEIHHOCTh
oduca

2. CTPYKTYPA ¥ COJAEP)KAHUE YUEBHOM JUCIIUILINHBI

2.1. O0beM yueOHOI JMCUMIVIMHBI M BUABI YU4eOHO# padoThI

Buj yue6Hoii padoThl O0beM B yacax
O6beM 00pa3zoBaTeNIbHOM MPOrpaMMbl yUeOHON AUCIUILITUHBI 34

B T.4. B (OpMe IPaKTUUECKOI MOATOTOBKHU 12

BT. U.:

TEOpETHUECKOe 00yUueHne 22
MIPaKTUYECKHUE 3aHATUS 12

[IpomMexxyTouHas arrecrauus
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2.2. TemaTn4eckuii IJIaH U co/iep:KaHue y4eOHOH AUCHHMIINHBI

Koanl
Oo0bem, ak. 4. / .
KOMIIeTeH Ui,
B TOM 4McJIe
(popmupoBanuio
HaumeHoBaHue Copep:xanue yuedOHOro MaTepuasa u (popMbl OpraHu3alMu eI TeJbHOCTH B hopme
. KOTOPBIX
pa3/iesioB U TeM o0yyaromuxcst NPaKTHYeCKOI P
crnocod0cTByer
MOAT0TOBKH,
3J1eMEeHT
aK. 4.
NPOrpaMMmblI
Beenenne TpaauunonHoe u 6epexnruBoe MPou3BoACTBO [IOHATHS «IIPOU3BOACTBOY, «pa3/ieleHUe OK 01-OK 06
B OepexxiinBoe TPpyAa», «TpalulIUOHHOE U OepexInBoe Npon3BoaAcTBOY». Punocodus «bepexnuporo OK 09
NPOU3BO/ICTBO npou3BocTBay. Mcropus OepexiinBoro npoussojactsa. [Ipon3BoacTBeHHas cuctemMa 6/2
Toitotsl (TPS). Cucrema JIAO Toiiora: 14 npuHIKUIIOB MEHEKMEHTA KOMITaHUH. Maen
paznenenus tpyaa (@. Teinop) u kouseiepHoii coopku (I'. Dopn). [lonamuiinsii annapam
u 6az06as MePpMUHON02US DEPENHCIUBO20 NPOUIBOOCBA
[TpakTueckoe 3anstue 1. [IpousBoacreenHas cucrema Toyota: n3ydeHue NpUHIIMIIOB U 9
uHctpyMeHToB TPS (ToyotaProductionSystem)
Paznen 1. ®unocodus GepexIUBOro Nponu3BoACTBA 6/2
Tema 1.1. [TpuHIMIB OepeXxIIMBOro Mpou3BoAcTBa. B3anmooTHomenune 3aka3uuk - [TocTaBumk OK 01-OK 06
I puHIMnbI (MoJIHOE 0OCO3HAHME TOTO, YTO HYXKHO 3aKa3UMKYy, MTHOBEHHAs! peaklusl Ha U3MEHEHHE OK 09
OepeKInBOro TpeGoBaHuH 3aKa3zunka). JIo 1 - caMblif IEeHHBIN aKTUB KoMIaHuu. KapTupoBaHue notoka
NPOU3BOJCTBA co3aanus neHHoctu. VSM (ValueStreamMapping); nocTpoeHne Nponu3BOACTBEHHOTO 5

MOTOKa Ha pabodeM ydacTke. OCHOBHBIE XapaKTEPUCTUKH OEPEKITUBOTO
MIPOU3BOJICTBEHHOTO MTOTOKA. [[pUHIMITBI OEpEKITUBOTO MTPOU3BOACTBA. KapTupoBBHUE
MOTOKA co37aHus IeHHOCTel. Bertsarusatomee (pull), BerranikuBaromiee (push)
MIPOU3BOCTBO
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Tema 1.2. Buael n

BI/II[BI INOTEPh, UX UCTOYHUKH U CII0COOBI HX YCTPAHCHUS. HOTepI/Ii neperpon3BOACTBO,

OK 01-OK 06

KJaccupUKaAnMs JIMIITHUE JBMKEHUS, HEHYKHAsl TPAaHCTIOPTUPOBKA, H3JIUIIHNAE 3aachl, N30BITOYHAS
4

norepb 00paboTka, oxxuaanue, nepenenka/ opak. Cucrema 3M: Myna, Mypu, Mypa. YnpasieHue

paboyuM NMPOCTPAHCTBOM

[TpakTuyeckoe 3aHsTHe 2. YCTpaHEHUE U IPEJOTBPALICHNUE IOTEPh 2
Pasnen 2. UHCTpyMeHTHI GepekJIMBOI0 MPOU3BOACTBA 18/8
Tema 2.1. Cucrema | 5S — cucrema panuonanuzanuu padoyero mecrta. [lonstue "Cuctema 5S". CopTupyii — OK 01-OK 06
5S Coo6monaii mopsinok — Comeprku B unctote —Crannaptusupyit — COBEpIICHCTBYMH.

[TpakTyeckue cnocoObl UX peanu3aluu: METOA ApIbIKOB, MeTol TeHel. Cucrema 5S kak 6

OCHOBa JUIs Kaif3eH 1 crioco0 noBblmeHus 3¢ hekTuBHOCTH. OTCYTCTBHE MOPsIKA KaK

UCTOYHUK [IOTEPb.

[TpakTrueckoe 3ausatue 3. Opranuzanusa pabodero Mecra 1mo cucreme 5S 2

I[Mpaktudeckoe 3austue 4. Cucrema «Touno-BoBpewmst -JIT» (Just-in-time); BaxxuocTb 9

cucteMbl « TOUHO BOBpeMs»
Tema 2.2. Bpems OCHOBHBIE XapaKTEPUCTUKH OEPEXIMBOIO MPOU3BOJICTBEHHOTO ITOTOKA U €r0 apaMeTphl: OK 01-OK 06
TakTta. [luty BpeMs TakTa (BpeMsi IIMKJIa, BpeMsl BBIMOJIHEHHs 3aka3a). CTaHAapThl KA4eCTBa U CTaHIapPThI OK 09

nporecca. CrangapTusnupoBaHHas padota. Bpems takra. CTabMIIbHOCTh M HECTaOMIIBHOCTE | 4

uKiIa. 3HaunMas padota. Lluknuueckas padota oneparopa. CTangapTHBIN He3aBepILICHHBII

3anen. Bpems nukia. Xponomerpax. bianku ctaHaapTH3MPOBAHHOM pabOTHI

[TpakTueckoe 3ansaTue 5. CrangapTuzanus qeicTBUi paboTHUKA 2
Tema 2.3. [Tonsarue OydepHBIX U CTPAXOBBIX pecypcoB. Bubl Oy(hepHbIX 1 CTPaxOBbIX PECYpPCOB M UX OK 01-OK 06
Bygepubie n ucnonb3oBanue. [IpenmyiecTsa npuMeHEeHUs JAaHHOTO BUA PECYPCOB ) OK 09
CTPaxoBbIe
pecypcsl
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Tema 2.4. KoHTpoJibHBIE TTOKA3aTeNIM U UX YPOBHU. 81IaroB 1Mo paboTe ¢ KOHTPOJbHBIMU OK 01-OK 06
KountpoJabHbie nokazaresiMu. OnpeeseHre KOHTPOIbHBIX TIOKa3aTenell. 3HaueHue IaHepOK B paboTe 5 OK 09
noKa3aTeJim. oduca. PekoMeHaanuu 1o npoBeCHUIO IJIAHEPOK
Iianepku
Tema 2.5. Kaiinzen — moaxoa K MOCTOSIHHBIM yy4lieHusIM. [[oOHsTHEe MOCTOSHHBIX YIIyUYIIEHUM, OK 01-OK 06
Kaiinzen- otmiinune Kaitnzen u Kaiipruo. BoBieduenue nepconasna B NOCTOSHHBIC YIyUIICHUS. 4 OK 09
MeponpusiTus Opranuzaiys CUCTEMBI IOJIAYH U PeaTu3allii MPEIOKESHHUH 10 YIYUIISHHUIO.

MartepuanbHoe U HeMaTepHallbHOE MOOIIPEHHE.

[TpakTrueckoe 3ausaTue 6. PazpaboTka 3TanoB Kai13eH-MepOIpUATHIA 2
Paznen 3. Peanm3zanmsi npuHUMIOB OepexJnBoro ogpuca 6
Tema 3.1. [TpunuMnbl BU3yanusanuu padodero mecta. OTiIuuus TpaIuIIMOHHOTO oduca ot OK 01-OK 06
IIpakTuka OepexunBoro oduca. [IpaBuiia uMeHOBaHUS MATIOK C TOKyMEHTaMU. AyJIUT paboyero 4 OK 09
BU3YAJIbHOIO MmecTa. KanOan ans 3aka3a KaHIENSIPCKUX NpuHaainexHocTeil. Co3aaHre BU3yaabHOTO
yIpaBJICHUS ouca
Tema 3.2. Kanb6an-cucrema 1okyMeHTO000pOTa, BBIpaBHUBaHUE paboueil Harpys3KH, OK 01-OK 06
Co3nanmue CTaHJapTU3UPOBaHHAs paboTa, BU3yalbHBIA MUTY. IHCTpYMEHTHI pU CO3/1aHUU ) OK 09
CHCTEMBI OEpEKITUBON CUCTEMBI IOKYMEHTO000pOTa
AOKYMEHT0000poTa
IIpome:kyTOUHAs aTTecTAUMS
Bcero: 34
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3. YCJIOBHUA PEAJIM3AIIMA YYEBHOW TUCHUTIIUHBI

3.1. lns peanuzanuy nporpamMmbl Y4eOHOU AUCHUTUIMHBI JOJKHBI OBITh IPEIYCMOTPEHBI
CIIeIyIOIHE CIIEUATbHbIC TOMEILCHHUS:

Kabuner «ConuanbHO-9KOHOMHUYECKUX U YIPABICHUECKUX JUCHUIUINHY, OCHAICHHBIN:

obopyznoBaHueM: pabo4ue CTOJ U CTYJI IO KOJIMYECTBY OOydaromuxcs, pabodee MecTo
IpernoaaBaTes;

TEXHUYECKHMHU CPEJCTBAMH OOYYEHHsI: TIEPCOHAIBHBIA KOMIIBIOTED, IPUHTEP, IPOEKTOP,
MHTEPAaKTHUBHAS MPUCTaBKa K JOCKE WM MHTEPAKTHBHAS JOCKA.

3.2. UndopmanmonHoe obecriedeHne peaau3anun NporpaMmmbl

Jis peanmu3anuy MPOrpaMMbl OMONMMOTEYHBIH (QOHI 00pa3oBaTENBLHON OpraHU3alNuN
JOJKCH UMETh TIeYaTHBIC W/WIIA 3JICKTPOHHBIC 00pa30BaTeIbHbIC U HHPOPMAIIMOHHBIC PECYPCHI,
JUTSL KICTIOJIh30BaHUS B 00pa3oBaTelibHOM Tiporiecce. [Ipu dpopmupoBanum 6ubarorednoro Gouga
00pa30BaTeNbHON OpraHM3aIKell BHIOMPACTCS HE MEHEE OJIHOTO W3JaHUS U3 TEePEUHCICHHBIX
HUKE TEeYaTHBIX U3JaHUM M (WJIM) 2JIEKTPOHHBIX W3/aHUN B Ka4eCTBE OCHOBHOTO, MPH 3TOM
CIIUCOK, MOKET OBITh JOIMOJIHEH HOBBIMU M3JaHUSIMH.

3.2.1. OcHOBHBIE T€YATHDBIE H3TAHUS

Bymek, JI. bepexnuBoe NpOU3BOJACTBO: Kak H30aBUTbCS OT MOTEPh U JIOOUTHCA
nporBeranus Bameid komnanuu / [[xeiimc Bywmek, J[ouuen JIxoHc; nep. ¢ aHr. - 12-e u3g. -
Mocksa: Anbpniuna [Ta6mumep, 2018. - 472 c.

Jlaiikep JIx. [lao Toyota: 14 nmpuHIIMIIOB MEHEXKMEHTA BeayIIed KoMmnanuu mupa / Jx.
Jlatikep. — M.: U3patenbckas rpynmna «Toukay, 2018. — 400 c.

Tennunr, ., Hann, 3., 2012. bepexnuBslit oduc: ycTpaHeHUe MOTeph BPEMEHH U JICHET,
nep. ¢ anri. [A. 3anecoBoii, T. 'yrmaH]. - 5-e uzn. - M.:Anbnuna [Tabnumep, 2019. - 322 c.

DKOHOMHKA TpyJa: y4eOHHK IJisl cpeAHero npodeccuoHanbHOro odpazoBanus / M. B.
CumonoBa [u Ap.]; mox obmieii penakimeit M. B. CumonoBoit. — MockBa: U3narensctBo FOpaidr,
2022. — 259 c.

3.2.2. OcHOBHbIE 3JIEKTPOHHbIE U3IAHUS

Bymek, [I. bepexnnBoe mNpoOM3BOJACTBO: Kak H30aBUTHCS OT TOTEPh M JOOUTHCS
nporBeranus Bameid kommanuu / [[xeiimc Bywmek, Jloauen JIxoHc; nep. ¢ aHnIL - 12-e¢ w3, -
Mocksa: Aneniuna [Ta6mmmep, 2018. - 472 c. - ISBN 978-5-9614-6829-8. - Tekct: 21eKTpOHHBIH.

DKOHOMHMKA TpyJa: y4eOHMK Ui cpeaHero mnpodeccruonanbHoro odpasosanus / M. B.
CumonoBa [u Ap.]; mox obmieii penakimeit M. B. CumonoBoii. — MockBa: U3narensctBo FOpaiir,
2022. — 259 c. — (IlpodeccuonanvHoe ooOpazoBanue). — ISBN 978-5-534-13411-7. — TekcrT:
NeKTpoHHBIH  //  OOpazoBarenbHas  matgopma  FOpaitr  [caiit]. —  URL:
https://urait.ru/bcode/497484

VYnpasienue 3amacamMu: MHOTO(aKTOpHAs ONTHMH3AIMS MPOIecca MOCTaBOK: YYSOHUK
IU1s cpeHero npodeccronansHoro oopazosanus / . JI. bponenkwii, B. /1. I'epamu, A. B. Komnuk,
. T'. namoeckuii. — Mocksa: U3narensctBo FOpaiit, 2021. — 322 ¢. — (IIpodeccronanpHoe
obpaszoBanue). — ISBN 978-5-534-10776-0. — Texkct: snektpoHHBI // OOpa3oBarenbHas
iatdopma Opaiit [caiit]. — URL: https://urait.ru/bcode/475248
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DKOHOMMKA OpraHu3aluu: Yy4eOHUK M MPAKTUKYM JUIsl CpeIHEro npodeccruoHalbHOTO

obpazoBanusi/  A.B.Kompmkun [ gp.]; mox  pemakuumeit  A. B. KonbimkuHa,
C. A. CmupraoBa. — Mocksa: M3garensctBo FOpaiit, 2021. — 498 ¢c. — (IlpodeccronanpHoe
obpazoBanue). — ISBN 978-5-534-06278-6. — Tekct: anekrponHbli // OOpazoBarenbHas

wiatdopma tOpaiir [caiit]. — URL: https://urait.ru/bcode/474223.

3.2.3. JlonoJiHUTEIbHbIE HCTOYHUKH:

bpayn, Mapk ['paMm. 3a pamkamu cOalaHCHpOBaHHOM CHCTEMBI TToKazatelne [ Tekct]: kak
AHAIUTUYECKUE TOKa3aTeNu MOBHIIAT 3((HEKTUBHOCTh YIpaBieHus komnanueit / Mapk ['pam
Bbpaywn; [nmep. ¢ aurn. M. Uneunoii]. - MockBa: Onumn-busnec, 2012. - XXIV, 220 c.

Nwman, M. Kaiiazen: kimtod K ycnexy sarnoHckux komnanuii / Mman M.; Ilep. I'yrman T. - 9-

e u3ll. - Mocksa: Ansbi. busnec byke, 2016. - 274 c.
Cunro, Cureo. beictpas mepeHanagka: PeBONIONMOHHAS TEXHOJIOTUS ONTUMHU3AIIUH
npou3BocTBa: nep. ¢ anri. / C. Cunro. - M.: Anerinna busnec Byke, 2006. - 344 c.

4. KOHTPOJIb U OLIEHKA PE3YJIbTATOB OCBOEHUSI
YYEBHOM JUCLUATIIVHBI

Pe3yabTaTsl 00yueHus

Kpurepun oueHku

MeToanl OIEHKH

Hepeqeﬂb 3HaHHﬁ, 0CBAMBACMbIX B paMKax JUCHMUIIJIMHBI:

cojJiep;kaHue u popmbl
OEepeKITMBOTO TTPOU3BOICTBA;
MIPUHIIMIIBI, METOIBI U
MHCTPYMEHTBI O€pEKINBOTO
MIPOU3BO/ICTBA;

AJITOPUTM BHCAPCHUA
UHCTPYMEHTOB OEpEXIMBOIO
MIPOU3BOJICTBA B JICATEIBHOCTD
oduca

Ilepeuensy ymenuit,
oceaugaemuplx
6 PAMKAX OUCUUNIUHbBL

IUIAHUPOBATh, OPTaHU30BaATh U
MIPOBOAUTH MEPOIIPUSATHS 110
pcairsan NpuHOUIIOB
OEepEeKITMBOTO TTPOU3BOICTBA;

MOJIb30BATHCA UHCTPYMCHTAMU
OepeXIIMBOr0 MPOU3BO/ICTBA B

OlieHKa YCTHBIX OTBETOB, YUAIIIUXCS:
OtMmetka "5" craBUTCS, €CIIA CTYACHT:

MOJTHO M3JIaraeT U3y4eHHbIN
MaTepual;

0oOHapyXKUBAET MOHUMaHUE
MaTepuaia, MokeT 000CHOBAaTh CBOU
CYXJEHUs, IPUMEHNUTH 3HAaHUS Ha
IIPAKTHKE, IPUBECTU HEOOXOAUMBbIE
IIPUMEpPHI HE TOJBKO MO YYEOHUKY, HO
M CaMOCTOSITEIIFHO COCTaBJICHHEBIE;

H3JiaracT MaTepual rnocCjICq0BaTCIbHO
U IpaBUJIbHO C TOYKHU 3pCHHUA HOPM
JIATCPATYPHOI'O A3BIKA.

OtMmetka "4" craBUTCS, €CIIA CTYACHT
JTa€T OTBET, YIOBIECTBOPSAIOLINN TEM
JKe TpeOOBaHUSAM, UTO H JIJIsI OTMETKH
"5", HO momyckaeT 1-2 omubKu,
KOTOpBIE CaM K€ UCIIPaBIISET, U 1-2
HEJI0YETA B MOCIEI0BATEIILHOCTH U
S3BIKOBOM O(DOPMIIEHUH U3JIaraeMoro.

OtMmetka "3" cTaBUTCS, €CIIA CTYACHT
oOHapy>XKUBaeT 3HAHUE U TOHNMAaHUE

WuauBuyanbHEl 1
(dbpoHTaNbHbIE
OTIPOCHI;
IIposepka
BBITIOJTHEHUS
oOydJaronumMucs
JOMaITHUX
3aJJaHUH;
IIpoBenenue
TEKyLIETO,
pyOexxHOTO U
MIPOMEKYTOUHOTO
KOHTPOJISL.

Ornenka
JIEATEIBHOCTD
00yJaronuxcst BO
BpEMSI IPOBEACHUS
3aHATHS

IIpoBepka
BBIIIOJTHEHUS
o0yJarouMucs
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https://urait.ru/bcode/474223

npodeccnoHaTbHOMI
ACATCIIbHOCTHU

OCHOBHBIX II0JIOKEHHMI TaHHOM TEMBI,
HO: U3JlaraeT MaTepual HeMmoJHO U
JIOTTyCKAeT HETOYHOCTH B
ONPEAEIICHUHN TOHATUI WU
(hopMyITUPOBKE TTPaBUII;

HE YMEET JIOCTaTOYHO TIIyOOKO U
JI0Ka3aTeIbHO 000CHOBATh CBOU
CY>KJICHUSI ¥ TIPUBECTH CBOU
IPUMEPBHIL;

u3jaraeT MmaTepuai
HETOCIIEI0BATEIIBHO U JI0ITYCKAaeT
OIINOKHU B S3BIKOBOM O(DOPMIICHHUH
H3J1araeMoro.

OtMmetka "2" cTaBUTCS, €CIIA CTYACHT
oOHapy»KUBaeT He3HaAHHE OOJIbIIIeH
YacTU COOTBETCTBYIOIICH TEMBI
M3y4aeMOoro MaTepuaina, JOIMyCKaeT
omuoOKH B HOpMyITUPOBKE
ONPEAEIICHUI U MPAaBUJI, UCKAXKAOIIUE
UX CMBICII, O€CIIOPSIOUHO U
HEYBEPEHHO M3JIaraeT MaTepuall.

Otmetka ("5", "4", "3") moxer
CTaBHUTHCS HE TOJBKO 3
eIMHOBPEMEHHBII OTBET (KOT/1a Ha
MPOBEPKY MOATOTOBKH YYCHUKA
OTBOJIUTCS OTIPEeNIEHHOE BpeMsl), HO
U 32 paccpeloTOUYEHHBINH BO BPEMEHH,
T.€. 32 CyMMY OTBETOB, JaHHBIX
YYEHUKOM Ha MPOTSHKEHUU YPOKa
(BBIBOJIUTCSI TOYPOYHBIH 6aut), mpu
YCIIOBHH, €CIIH B IIPOIIECCE YPOKA HE
TOJIFKO 3aCITYIIIHBAINCH OTBETHI
yYamierocsi, Ho ¥ OCyIIeCTBISIIAChH
MPOBEpPKA €ro YMEHHSI TPUMEHSITh
3HaHWS Ha TIPAKTUKE.

JOMAaIlTHUX
3aIaHUN

TecToBrIie OITPOCHI

3ayerHas paboTa
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IIpuaoxenne 2.6

k [IOII cnennanabHOCTH

46.02.01 JoxkymeHTAIIMOHHOE O0ecTeyeHne
ylpaBJieHHs U apXUBOBe/leHUe

IPUMEPHAS PABOYAS ITIPOTPAMMA YUEBHOM JUCIUILINHBI

«CT'.06 OCHOBbI ®HUHAHCOBOM TPAMOTHOCTH»

2023 r.
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1. OBIASI XAPAKTEPUCTUKA IPUMEPHOI PABOYE IPOTPAMMBI
YYEBHO! JUCLUILIUHBI

«CI.06 OCHOBbI ®UHAHCOBOM 'PAMOTHOCTH»

1.1. MecTO TUCHMILIMHBI B CTPYKTYpPe OCHOBHOM 00pa30BaTe/IbHOM MPOrpaMMbl:

VYyeOnas aucuurnHa «OCHOBBI (PMHAHCOBOI TPaMOTHOCTH» SABIISETCS 00s3aTeabHON
YacThl0 COLMAIBHO-TYMaHUTAPHOTO LHUKJIA TNPUMEPHOH 00pa30BaTENBHOW  MPOrPaMMbI
B cootBeTcTBUU ¢ PI'OC CIIO mo cnenuanprocTH 46.02.01 JJokymMeHTanimoHHOE oOecreueHue
yIpaBJICHUS U apXUBOBEICHHE.

Ocoboe 3HaueHHWE UCUUIUIMHA HMEET Mpu (OPMHUPOBAHUM M PA3BUTHU OOIIUX
kommetennuii: OK 01, OK 02, OK 03, OK 04, OK 05, OK 06, OK 09.

1.2. I_[e.m, U IVIAaHUPYEMBbI€ Pe3yJabTaTbl OCBOCHUSA TUCHUIIIMHBI

B paMKax IIPpOIrpaMMbI y‘le6H0ﬁ AUCHUITIIMHBI O6y‘laIOIHI/IMI/ICH OCBanBArOTCs YMCHUA

Y 3HaHUs
HIICC,O?)K YMmenust 3Hanus
OK 01 IPUHUMATh PALlMOHAJIbHBIE (PUHAHCOBBIE | OCHOBHBIE IIPUHIIMIIBI
OK 02 petieHus B chepe ynpapieHus JIUYHBIMUA | SKOHOMHYECKOH JKU3HM 00IIecTBa:
OK 03 (uHaHCamy; pOJIb ICHET B CEMbE U OOLIECTBE,
OK 04 IUIAHUPOBATH U TPOTHO3UPOBATH IPUYUHBI U TOCIEICTBHSI U3MEHEHHE
OK 05 Oyaylue 10X0Abl M pacXoAbl JUYHOTO M0XO0ZIOB U PacXxoZOB CEMbU, POJIb
OK 06 OroKeTa, rocy/1apcTBa B 9KOHOMHKE CEMbH;
OK 09 CTaBUTh CTpaTeTHYECKUE 3a4a4Uu TS OCHOBBI B3aUMO/JICHCTBUS C
JOCTHOKEHUS IMYHBIX (PMHAHCOBBIX KpPEeIUTHBIMU OpraHu3alusiMHy,
EJNeH; MPUHIIMIIBI PYHKIIMOHUPOBAHUS
HOHUMATh JINYHYIO OTBETCTBEHHOCTh 38 | (PMHAHCOBOM CUCTEMBI
peleHus, IPUHUMaeMBbI€ B MTPOLIECCe COBPEMEHHOT'0 I'OCY1apCTBa;
B3aUMO/JICHCTBUS C PUHAHCOBBIMU OCHOBBI YIIPaBJI€HUS] HAJIOTOBBIMU
UHCTUTYTaMH; TJIaTeXaMHu C LEeIbI0 CHIKEHUS
HaXOJUTh UCTOUHUKU MH(DOpMaLUK IS HaJIOTOBBIX paCX0J0B B yCIIOBUAX
npuHATUSA (HPEKTUBHBIX (PUHAHCOBBIX COOIIFOZIEHUS HAIOTOBOM
peleHuit IUCIIUIIIINHBI

2. CTPYKTYPA U COJAEP)KAHUE YUYEBHOM JUCIUILIUHBI

2.1. O0beM y4eOHOI JMCHMIIJIMHBI M BUABI Y4e0HOH padoThI

Buj yueGHoii padoThl O0beM B yacax

O06nem o0pa3zoBaTeIbHON TPOTrPAMMBI YIEOHON AUCITUTITHHBI 34

B T.4. B JopMe MPAKTUUECKON MOATOTOBKH

BT. U..
TeopeTudeckoe oOydeHne 22
MPaKTUYECKHUE 3aHATUS 12

[IpomexyTouHas arTecTanus
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2.2. TemaTn4eckuii IJIaH U co/iep:KaHue y4eOHOH AUCHHMIINHBI

Koasl
O6nem, ak. 4. / .
KOMIIeTeHII Ui,
B TOM 4HcCJIe
H ¢dopmupoBanmnio
anUMeEHOBAHME Conep:xanue y4eOHOro MaTrepuaa u (pOpMbl OPraHU3ANMHU AEATEIbHOCTH B opme . KOTOPBIX
a3/1eJI0B U TeM NPaKTHYeCKOMH
P 00yJarommUXCst P crnocoocTByeT
MOJAr0TOBKH,
3J1eMEeHT
aK. 4.
NpPOrpaMmbl
Tema 1. OcHOBBI 3HaKOMCTBO ¢ KypcoM. KpaTkas xapakTepucTika usydaeMoro Kypca. [Ipunstue OK 01 - OK 06
JIMYHOT O penieHnii 0 TMYHOM (uHaHCHpOBaHUH. OIpeIeNeHue eeH, Moa00p aTbTePHATHB. OK 09
(¢puHAHCOBOIO AxTUBBI 1 TaccuBbl. J{oxoabl 1 pacxoapl. CoCTaBleHHE TEKYIIETO U MEPCHEKTHBHOTO 6
NJIAHUPOBAHMSA IMYHOTO (PMHAHCOBOTO Oro/KeTa. OCHOBHBIC HCTOUYHUKH J10X0/1a. TUIIMYHBIE YPOBHHU
JIOXOJIOB M PacxXoJI0B B T€UEHHUE KU3HU yenoBeka. CocTaBlieHHE TEKYIIETro JUYHOTO
(buHAHCOBOTO IUIaHA.
IIpakTnueckoe 3ansaTHe 1. CocTaBineHue U aHaau3 ceMeitHoro Orpkera 2
Tema 2. Banku, Ponp 6aHKOB B TIpoIiecce MPUBJICUCHUS U pa3MeIeHUS (UHAHCOBBIX pecypcoB. Kpenur: OK 01-OK 06
0aHKOBCKHE yCIIOBHS MOJTyYeHMs U Bo3BpaTa Kpeauta. Bunel kpenuta. CTOMMOCTb KpeuTa. 8
onepauun. Kpeaur | YMensiienue croumoctu kpeaura. Mnoreka
U ero BU/bI
IIpakTHyeckoe 3ansiTHe 2. PacueT OCHOBHBIX (PMHAHCOBBIX HAUNCICHUH
4
IMpakTnyeckoe 3ansiTue 3. Buasl 0aHKOBCKUX KapT
Tema Pernok niennbix Oymar. llennas Oymara. AKiusi, 00JAranus, TUBUIEH ], OOBIKHOBEHHBIE OK 01-OK 06
4

3.®ouao0BLIN

AKIIMH, IPpUBUJIICTUPOBAHHBIC aKIIUH, KOHTpOHLHBIﬁ IIaKET aKI_[I/If/'I.
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Oo0beMm, ak. 4. /

Koapbl

KOMIIeTEeHII I,
B TOM YHCJIe
H (opmupoBanuio
AHMCHOBAHUE Conep:xanue y4eOHOro MaTepuaia u (pOpMbl OPraHU3AUNHU AeATeIbHOCTH B opme KOTOPBIX
a3/1eJI0B U TeM NMPaKTHYeCKOoi
P 00y4arommxcst P crmocoodcTByeT
MOJATOTOBKH,
3J1eMeHT
aK. 4.
NPOrpamMMmbl
pbIHOK. Buabl
LeHHBbIX Oymar
Tema 4. Hanoru. [TonsiTre Hanora u coopa. DneMeHTsl Hanora. Hanoroobnoxxenue ¢puznyeckux u OK 01-OK 06
Hauoroo6ma0:xxenue | ropuauieckux juil. O0s3aHHOCTH HaOroIaresbinuka. OTBETCTBEHHOCTD 3a 6
(u3nyeckux JUI | HECBOEBPEMEHHOE HCIIOHEHHE 00A3aHHOCTEH HAOTOIIATENbIUKA
IIpakTuyeckoe 3ausaTue 4. OnpeaesneHne 3JI€MEHTOB Halora 2
Tema S. Puckn DKOHOMUYECKHE TOCIECTBHS HENPEABUICHHBIX COOBITHIL: OoNe3Hel, aBapui, OK 01 - OK 06
NMOTEePHU AeHer 1 MPUPOJIHBIX KaTakIn3MoB. CTpaxoBaHue, BUbl cTpaxoBaHUsl. OCHOBHBIE OHATHS 4 OK 09
K
HMYILLIECTBA. CTPaxoBOT'O PbIHKA.
CrtpaxoBanue
IIpakTuyeckoe 3ansaTue 5. MccnenoBanue: 4To ¥ KaK MOKHO CTPaXoBaTh (PU3HMUECKOMY 9
TUILY
Tema 6. [TeHCHMOHHBII BO3pACT ¥ TOCYAapCTBEHHOE MTEHCHOHHOE oOecnieueHue. Bo3moxxHocTH OK 01 - OK 06
Iencuonnoe IIEHCUOHHOTO HaKomuieHus. Buapl nencuii B PO: cTtpaxoBasi neHCHs IO CTapOCTH, 5 09
OK
CTpPaxoBaHHe B CTpaxoBas MEHCHsI IO NHBAJIUIHOCTH, CTPAaxoBasi IEHCHUS IO CIIy4aro MOTEpPU KOPMUIIBLIA,
PO HAKOIUTEIbHAS TIEHCHS.
IIpakTuyeckoe 3ansaTue 6. Pacuer OyAyIMX NEHCUOHHBIX BHITUIAT, HCTIONb3YSI 9

MEHCUOHHBIHN KaJIbKYJISTOP
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HaumenoBanue
pa3esioB U TeM

Coaep:xkanue yueOHOro Marepuaa u GopMbl OPraHu3anNu IesITeTbHOCTH
00y4arIMXCs

O6bem, ak. 4. /
B TOM 4HcCJIe
B (popme
NPaKTHYECKOMI
MOATrOTOBKH,
aK. 4.

Koasl
KOMIIETEHI[H i,
(opmupoBanuio
KOTOPBIX
crmocoodcTByeT
3JIEMEeHT
NPOrpamMMbl

IIpomekyTouHas arTecTaums

Bcero:

34
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3. YCJIOBHUA PEAJIM3AIIMA YYEBHOW TUCHUTIIUHBI

3.1. [das peanu3anuM NPOrpaMMbl Y4eOHOH JMCHMIVIMHBI JOJKHBI OBITH
NpeayCMOTPEeHbI cJIeAyIolHe CliellHaJbHble OMeIeHUs:

Kabuner «ConuanbHO-3KOHOMUYECKUX U YIIPABICHUECKUX JUCHUIUIMHY, OCHAIICHHBI:

obopyznoBaHueM: pabo4ue CTOJ U CTYJI IO KOJIMYECTBY OOydaromuxcs, pabodee MecTo
IpernoiaBaTels;

TEXHUYECKUMHU CPEJCTBAMU OOyUYEHHMSI: IEPCOHANIbHBIA KOMIIBIOTEP, IPUHTED, IPOEKTOP,
MHTEpaKTHBHAs IPUCTABKa K JIOCKE UM MHTEPAaKTUBHAsI JOCKA.

3.2. UndopmanmonHoe obecriedeHne peaau3anun NporpaMmmbl

Jis peanmu3anuy MPOrpaMMbl OMONMMOTEYHBIH (QOHI 00pa3oBaTENBLHON OpraHU3alNuN
JIOJKCH MMETh TeUaTHBIC W/WIIA 3JIEKTPOHHBIE 00pa30BaTe/IbHbIE U NH(POPMAIMOHHBIE PECYPCHI
JUISL UCTIONIh30BaHUs B 00pa3zoBarenbHOM mnporiecce. [Ipu hopmupoBanun 6unbamoTednoro GpoHmaa
00pa30BaTeNbHON OpraHM3aIKell BHIOMPACTCS HE MEHEE OJIHOTO W3JaHUS U3 TEePEUHCICHHBIX
HUKE TEeYaTHBIX U3JaHUM U (WJIM) DIIEKTPOHHBIX WU3JaHUN B KAa4eCTBE OCHOBHOIO, MPH 3TOM
CIIUCOK, MOKET OBITh JOIMOJIHEH HOBBIMU M3JaHUSIMH.

3.2.1. OcHoBHbIE MeYATHLIE U3IAHUSA

borpamesckuii, A. OcHOBbl (unHaHcoBoil rpamoTHocTu: Kpatkuit  kypc /
bornmamesckuii A. - M.: Aneninnallabmumep, 2018. - 304 c.

KynmukoB, JI. M. OCHOBBI JIKOHOMHUYECKON TEOpUU: YYEOHHK A CPEAHETO
npodeccuonanbHoro obpazosanus / JI. M. KynukoB. — 3-e u3n., nepepad. u mom. — Mocksa:
WznatenberBo FOpaiit, 2022. — 371 ¢. — (IIpodeccnonanbaoe obpazoBanue). — ISBN 978-5-
534-03163-8.

@puryiep, A.B. OcHOBBI (MHAHCOBOM I'paMOTHOCTH: y4eOHOE MocoOue Ui CpeIHero
npodeccuonaabHoro oopasosanus/ A.B. @pumnep, E.A.TapxanoBa. — MockBa: M3naTenscTBo
FOpaiir, 2022. — 154 c.

®dunaHcoBas rpaMoTHOCTb: yueOHuK / FO. P. Tymansn, O. A. Umenko-Ilanykosa, A. H.
Koznos [u gp] ; IOxubll ¢enepanbHblii yHuBepcurer. - Pocto-Ha-/lony; Taranpor:
N3narensctBo KOxHOTO (henepanpHoro ynusepcurera, 2020. - 212 c.

3.2.2. OcHOBHBIE YJIEKTPOHHbIE U3TAHHSA

Opuniep, A. B. OcHOBbI (pMHAHCOBON T'paMOTHOCTU: y4eOHOe MocoOue Al CpPeIHEero
npodeccuoHambHoro  obpaszoBanus /  A. B. @puiyiep,  E. A. TapxanoBa. —  Mockaa:
UznarensctBo FOpaiit, 2022. — 154 ¢. — (IIpodeccuonansuoe obpazosanue). — ISBN 978-5-
534-13794-1. — Texkcrt: anexTponHsbIii / O0pa3oBaTensHas matgopma FOpaiit [caiit]. — URL:
https://urait.ru/bcode/466897

®dunancoBoe npapo. [IpakTukyMm: yueOHOE mocodue miisi cpeaHero npodecCuoHaAIBHOTO
obpaszoBanusi/ E. M. Ammapuna [u  ap.]; mox  pemakuuwed  E. M. AmimapuHo#,

E. B. TepexoBoii. — 2-¢ u3g., nepepad. u jgon. — MockBa: M3marensctBo FOpaiitr, 2022. —
300 c. — (IlpodeccumonanpHoe oOpa3zoBanue). — ISBN 978-5-534-08817-5. —  Tekcr:
NeKTpoHHBIH  //  OOpazoBarenbHas  matgopma  FOpaiit  [caiit]. —  URL:

https://urait.ru/bcode/470974
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[TanckoB, B.I. Hamorm u wnanorooGnoxenue. IIpaktukym: ydeOHOe mocoOue st
cpenHero npodeccuoHanbHOro obpazoBanus/ B. T Ilanckos, T. A. JleBouknHa. — MockBa:
WznatenscrBo FOpaiit, 2022. — 319 ¢. — (IIpodeccuonansuoe odpazoBanue). — ISBN 978-5-
534-01097-8. — Tekcr: anexktpoHHsIi // O0pa3zoBarenbHas miatdopma FOpaiit [caiit]. — URL:
https://urait.ru/bcode/469486

KymukoB, JI. M. OCHOBBI DKOHOMHYECKOH TEOpUU: YYEOHHK A CPEAHETO
npodeccuonaibHoro oopazoanus / JI. M. KymukoB. — 3-e u3j., nepepad. u gomn. — Mockaa :
MznarensctBo HOpaiit, 2022. — 371 ¢. — (IIpodeccuonanpHoe odpazoanue). — ISBN 978-5-
534-03163-8. — Texkcr: anmexkTponHsbli / ObpazoBarenbHas mwiardopma FOpait [caiit]. — URL:
https://urait.ru/bcode/468411

3.2.3. JlonoJiHUTEIbHbI€ HCTOYHUKM:

1. bormamesckuii, A. OcHoBbl (uHAHCOBOW TpamotHOCTH: Kpartkuii kypc /
borpameBckuii A. - M.:Anbniuna [abnumep, 2020. - 304 c.:

2. @unancoBoe mpaso. [IpakTukym: yuebHOe mocobue i1 cpeiHero npohecCUOHaIbLHOTO
obpazoBanuss / E. M. Ammapuna [u gp.]; moxm pemakiumeir E. M. AmmapuHoii,
E.B. TepexoBoii. — 2-¢ uzn., nepepad. u gon. — Mocksa: U3narensctBo IOpaiit, 2020. — 300
c.

3. l'ananos, B. A. ®uHaHCHI, 1eHe)KHOE O0panieHne 1 Kpeaut: yueOHuk / B.A. T'anaHoB. -
2-e u31. - Mocksa: @opym: MTHDOPA-M, 2022. - 416 c.

4. KOHTPOJIb U OLIEHKA PE3YJIbTATOB OCBOEHUSI
YYEBHO! JUCLUATLINHBI

PesyabTaTsl 00yyeHus

Kpurtepun onenkn

MeToabl OLIEHKH

Hepeqeﬂb 3HaHI/II71, 0CBaMBAaCMbIX B paMKaxX JTUCHHUIIJTHHBI

OCHOBHBIC IPUHITUTIBI
SKOHOMMYECKOMN KU3HU
o01ecTBa: poiib ACHET B
CeMbE U 0OIIECTBE, MPUIHHBI
Y TIOCTICICTBHSI U3MEHEHHE
JIOXOJIOB M PACXOJ0B CEMBH;

O1eHKa yCTHBIX OTBETOB,
yYaIIuXCs:

Otmerka "5" cTaBUTCH, €Clin
CTYJICHT:

MTOJTHO M3JIaraeT U3y4eHHbINA

NuauBuyanbHbl 1
(GpoHTaNbHbIE
OTPOCHI;

[IpoBepka
BBITIOJTHEHHUS
00yJaronuMucs

Marcpuall, JIaeT IMpaBHUIILHOC

pOJIb TOCYIapCTBa B OIIpeJieIEHHOE A3BIKOBBIX MOHSATHIA;

O9KOHOMMHKE CEMBH,

JTOMAaINTHUX 3aJ]aHMii;

0OHapyKUBaeT IIOHNMaHHUE [Tposenenne

OCHOBBI B3aHMO/ICHUCTBU
C KpCAUTHBIMU

MaTepHala, MoOKeT 000CHOBaTh cBou | TCKYIICTO,

CYXIEHUS, MIPUMEHUTh 3HAHUS Ha pybesxHoro n

OpraHu3salusIMu, HpaKTUKE, IPUBECTH HEOOXOAUMbIe | TPOMEKYTOYHOTO
TPUHIAIIBI MPUMEPHI HE TOJIBKO 0 YUeOHHKY, KOHTPOJLIA
(GyHKIMOHMPOBaHHS HO ¥ CaMOCTOSTEIBHO

q)HHaHCOBOﬁ CHUCTCMBbI COCTaBJICHHBIC,

COBPEMEHHOI'0 roCcyapcTBa;
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OCHOBBI YIIPABJICHUS
HAJIOTOBBIMU IIATEKAMU C
LICJIbIO CHIDKCHUS HAJIOTOBEIX
pPacxo/I0B B yCIOBUSIX
COOII0EHNS HAJIOTOBOM
JUCITUTIIMHBI

Ilepeyenb ymeHuii,
O0CBaNBaeMbIX
B PaMKax AUCHHUILINHBI

NPUHUMATh PalliOHAIIEHBIE
(bMHAHCOBBIE PEILICHUS B
cdepe ynpapiaeHUs TTIHBIMHU
¢buHanCcamu,

IUIAHUPOBATh H
MIPOTHO3UPOBATh OyIyIIHe
JOXOJIbI K PACXO0JIbI JUYHOIO
OIOIKETA;

CTaBUTh CTPATCTUICCKUE
3aa4d IS JOCTIKEHUS
JTUYHBIX (PMHAHCOBBIX IIENEH;

- IOHUMATb JUYHYIO
OTBETCTBEHHOCTH 32
peiCHud, IPUHUMACMBIC B
MPOLECCE B3AUMOJACHCTBUS C
(MHAaHCOBBIMU UHCTUTYTAMH;

- HAXOAUTh UCTOYHUKH
nH(pOpMaIUU SIS TPUHSITHS
3¢ PexTUBHBIX (PUHAHCOBBIX
peleHuit

W3JIaraeT MaTepual
MOCJIEIOBATEIBHO U MPABUIIBHO C
TOYKH 3PEHHUS HOPM JINTEPATYPHOTO
sI3bIKA.

OtMmeTka "4" craBUTCS, €CIU
CTYIEHT JAET OTBET,
YIAOBJIETBOPSAIOLIUNA TEM K€
TpeOOBaHUSM, UTO U JUISI OTMETKU
"5", HO momyckaeT 1-2 omubKu,
KOTOPBIE CaM K€ HCIIpaBIIsieT, u 1-2
HeJ04€Ta B MOCIEA0BATEILHOCTH U
SI3LIKOBOM O(pOpMIICHUHT
H3J1araeMoro.

Ormetka "3" cTaBUTCH, €CIU
CTYJIEHT OOHApY>KMUBAET 3HAHUE U
MOHMUMAaHUE OCHOBHBIX MOJIOKEHUN
JAHHOW TEMBI, HO:

M3JIaraeT MaTepuall HeToJIHO U

JIOITyCKAaeT HETOYHOCTH B
ONPEACIICHUN MOHIATUI WU
(hopMyITUPOBKE TTPaBUII;

HE yMeeT JOCTaTOYHO ITyO0KO U
JI0Ka3aTenbHO 00OCHOBATh CBOU
CYX/ICHUS ¥ IPHBECTH CBOU
IPUMEPHI,
u3JIaraeT MaTepual
HEMOCJIE0BAaTENLHO U JIOIYCKaeT
OLIMOKH B SI3bIKOBOM O(hOPMIICHUH
U3J1araeMoro.

Otmerka "2" cTaBUTCS, €CIIN
CTYJIEHT OOHapy>KUBaeT HE3HAHUE
OoJbIIel YacTH COOTBETCTBYIOIIEH
TE€MBI U3y4aeMoro MaTepualia,
JIOTTyCKaeT OIUOKH B
(bopMyTUPOBKE OTMpeIeTICHUN 1
MIPaBUJI, HCKAXKAIOIINE UX CMBICT,
OecropsiI0YHO U HEYBEPEHHO
M3JIaraeT MaTepual.

Ormertka ("5", "4", "3") MoxeT
CTaBUTHCS HE TOJBKO 32
€IMHOBPEMEHHBIN OTBET (KOorJa Ha
MIPOBEPKY MOJArOTOBKH YUYEHUKA
OTBOJUTCS OIpE/IeJICHHOE BPEMs),

OreHKa eI TeIbHOCTH
00y4Jarmuxcst

BO BpeMs
NIPOBEICHUS 3aHSITHUS
[IpoBepka
BBITIOJTHCHUA
00yJaroumMucs
JIOMAIITHUX 33JJaHUN
TecToBbie OIIPOCHI

3aueTHas pabora
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HO U 33 PaCCPEIOTOYEHHBIN BO
BpPEMEHH, T.€. 32 CYMMY OTBETOB,
JAHHBIX YYCHUKOM Ha MPOTSHKEHUH
ypoKa (BBIBOAUTCS TIOYPOUHBIN
OaJ), Mpu yCIIOBUH, €CITH B
IPOLIECCE YPOKa HE TOIBKO
3aCIyLIMBAINCh OTBETHI yUaIlerocs,
HO U OCYUIECTBIISIIACh MPOBEPKA €ro
YMEHUS IPUMEHSTh 3HAHHS Ha
IPaKTHKE.
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IIpunoxenne 2.7

k [IOII cnennanabHOCTH
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IPUMEPHAS PABOYAS ITIPOTPAMMA YUEBHOM JUCIUILINHBI

«OI1.01 9QKOHOMMUKA OPTAHU3ALIUN»

2023 r.
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. OBIIASI XAPAKTEPUCTHUKA IIPUMEPHOM PABOYEN
MMPOI'PAMMBI YUEBHOM JUCHUILIMHBI

. CTPYKTYPA Ml COJEPKAHUE YYEBHOI
TACIATLITAHBI

. YCJIOBHUA PEAJIN3AIIMA YYEFHOM JUCITATLIIAHBI

. KOHTPOJIb Y OLIEHKA PE3YJIbTATOB OCBOEHMUSI
YYEBHOM JUCLHUIIIAHBI
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1. OBILASI XAPAKTEPUCTUKA IPUMEPHOI PABOYE IPOTPAMMBI
YYEBHOM JUCHUILINHEI
«OI1.01 S)KOHOMUKA OPTAHU3ALMN»

1.1. MecTO TUCHMILIMHBI B CTPYKTYPe OCHOBHOI 00pa3oBaTe/IbHOM NMPOrpaMMBbl:

VYyeOHas aucuMiuinHa «OKOHOMHUKA OpraHU3aluu» sBISETCS 00sA3aTENbHOM YacThbIO

oOuienpodecCHoHaNbHOrO IUKIa MPUMEpPHOM 00pa3oBaTeNbHON MPOrpaMMbl B COOTBETCTBUU

¢ ®I'OC CIIO no cnenuansHocT 46.02.01 JlokyMeHTanmMoHHOE oOecreueHrue yIrpaBiICHUS

N apXHUBOBCICHUC.

Oco0oe 3HaueHue AMCLUMILIUHA UMEET MPH (POPMUPOBAHUU U PA3BUTHH KOMIETEHIIHMMA
OK 01, OK 02, OK 03, OK 04, OK 05.

1.2. He.]'lb H INIAHUPYEMBIC PE3YJbTAThI OCBOCHUSA TUCHUIIJINHBI:

B pamkax mporpamMmbl yueOHON AUCIUILTMHBI 00yJaIONUMUCS OCBAUBAIOTCS YMEHUS M 3HAHUS

1 ce0eCTOMMOCTH NPOAYKIMHU (YCIyT) 1O
3aJJaHHBIM MTapaMeTpam;

paccUMTHIBaTh LIEHY Ha MPOAYKIIHUIO;
olLleHUBaTh 3(P(PEKTUBHOCTh
NeSITeIbHOCTH OpraHU3aINH

ﬁ(l)(zj OK Ymenus 3Hanus

OK 01 MPOU3BOJIUTH PACUETHI 10 OCHOBHBIM U | 0230BbIC TIOHATHS TUCIUILIHHEI,
OK 02 00OpOTHBIM CpEACTBAM MPEANIPHUATHS; 0011y 0 XapaKTEPUCTUKY TPYAOBBIX
OK 03 COCTaBJISITh IPOCTEHIITNI OM3HEC-TIIaH pECypcoB;

OK 04 3aJ]aBaeMOT0 MPEAIPUITHUS; MOHATHUE, CYLTHOCTb U POJIb

OK 05 OCYILECTBIIATH MPOCTEHIIINE pacyeThl 10 | HAyYHO-TEXHUUECKOTO Mporpecca B
K 1.3 KaJipaM U 3apabOTHOM I1aTe; pa3BUTHH OpraHU3AINH;

K 1.8 pacCUUTHIBATDL U3ACPIKKU IPOU3BOACTBA | OCHOBHBIE DKOHOMUYECKUE

MOKa3aTeIu OpraHu3alny;
OCHOBHbBIE OpraHU3allMOHHO-
paBoOBbIE (OPMBI MPEATIPUATHIA;
OCHOBHBIE HallPaBJICHUS
MHHOBAIMOHHOW TOJIUTUKU

2. CTPYKTYPA Y COJAEP)KAHUE YUYEBHOM JUCIUILIUHBI

2.1. O0bemM yueOHOM AMCUMIIMHBI M BUJbI Y4e0HOI padoThI

Buj yue6Hoii padoThl

O0neM B yacax

O6beM 00pa3zoBaTeNIbHON MPOTrpaMMbl yUeOHON AUCIUILITUHBI 34
B T.4. B (hOpMe MPaKTHUECKOH MOJIrOTOBKH 10
BT. 4.:

TEeOpeTUIecKoe 00ydeHne 24
IPAKTUYECKHE 3aHSITHS 10
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Camocmosmenvuas paboma™? -

[IpomexxyTouHas arrecrauus

4 CamocTosTenbpHas paboTa B paMKax 00pa30BaTelbHOM IpOrpaMMbl IIIAHUPYETC 00pa30BaTeIbHON OpraHu3amuei
B cootBeTcTBUM ¢ TpeboBaHusmMu ®I'OC CIIO B mpenenax obbema y4eOHOW AMCIUIUIMHBI B KOJIMYECTBE YACOB,
HEOOXOAMMOM JJisl BBIIOJIHEHMS 3aJaHUil  CaMOCTOSITENbHON pPabOThl OOYYarOIUXCsl, MPEAYCMOTPEHHBIX
TEMAaTHYECKHUM IIJIAHOM M COZICPIKAHUEM y4eOHOM JUCIHUILTHHBI.
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2.2. TemaTn4eckuii IJIaH U co/iep:KaHue y4eOHOH AUCHHMIINHBI

Koapbl
O0bem, ak. 4. / .
KOMIIeTeHI U,
B TOM 4HcJjIe o
OPMHPOBaHH
HaumeHnoBanue B popme pMHp
10 KOTOPBIX
Pa3aeloB H TeM Conep:xanne yue0HOro Marepuana u GopMbl OPraHU3ANMH AEATEILHOCTH 00YIAIOMHNXCS | ypakTHYeCKOll p
crmocoocTByeT
NOJATOTOBKH,
3JIeMeHT
aK. 4.

NPOrpamMMmbl
Paznea 1. Xo3siiicTByomuii cy0beKT B YCJI0BHSAX PIHOYHOI IKOHOMUKH 4
Tema 1.1. [lonsiTHe «opranu3anusy, BHYTPEHHSA U BHELIHSS cpeaa opranu3auuu. GakTopsl, 2 OK 01-OK 05

OKa3bIBAIOIINE BIUSHUE Ha JEATEIbHOCTh OPTaHU3aLuN
Opranmsanust Kak I[IK 1.3
X03HCTBYIOLIHI
CYOBEKT B yCJOBHSIX
PBLIHOYHOH
IKOHOMMKH.
Tema 1.2. [TpaBoBBIE (hOPMBI XO3HUCTBYIONINX CYOBEeKTOB. KoMMepueckne 1 HeKoMMepUecKre 2 OK 01-OK 06
Oprann3zanmoHHo- opranusanuu. JJoKyMeHTbI, peryJIupyIole OpraHu3allMOHHO-TIPaBOBbIE (hOPMBbI K13
. IIK 1.

npaBoBblie (popMbI TIPEIIPUSTHIA.
X039 HCTBYIOLIUX
cy0ObeKTOB
Pa3pnen 2. JkoHOMHYECKHE pecypPChI NPEANIPUATHS 14/4
Tema 2.1. OcnoBuble | [lonsiTHe, KIaccuUKaIys, yuaeT U OlleHKa OCHOBHBIX CPEACTB. AMOPTH3AIUS 1 U3HOC 4 OK 01-OK 06

cpeacTBa

OCHOBHBIX CpCICTB.
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[TpakTuyeckoe 3ansaTue 1. Pacuer aMOpTH3aIMOHHBIX OTYHCICHUNA M OCTATOYHOM CTOUMOCTH | 2 IIK 1.3
OCHOBHBIX CPE/ICTB
Tema 2.2. O6opotnblie | CocraB u kiaccudukanus 000POTHBIX CPEICTB, UCTOYHUKH (hopmupoBanus. [lokazarenu 2 OK 01-OK 06
cpeiacTBa 000poTHBIX cpeacTB. Onpenenenue GakTHIECKON ce0eCTOMMOCTH
IIK 1.3, I1IK
1.5.
Tema 2.3. TpynoBbie CocraB u cTpykTypa KaapoB npeanpuatus. [lokazaTenu 1BHXKEHUS TPYIOBBIX PECYPCOB. 4 OK 01-OK 06
pecypchl
[IpakTuueckoe 3anarue 2. Pacuer cymmbl 3apaboTHOI M1aThl paOOTHUKAM OpraHU3aluu 2 K 1.3, IIK 1.8
Paznen 3. MapkeTuHroBasi 1esiTeJibHOCTh OPraHU3aAUN 4
Tema 3.1. MapxkeTuHr, ero ocHoBbl. [loHATHE U KOHLIENIIMK MapKETUHTa 2 OK 01-OK 05
MapkeTHHT: ero mnejau
K 1.3
U QYHKIHHU
Tema 3.2. CymHocTh ¥ Kiaccuukanus MHHOBAMHA. IHHOBallMOHHAs CTpaTerus 1 MHBECTUIIMOHHAS 2 OK 01-OK 05
NunoBanuoHHast 1 MOJIUTHUKA MTPEIIPUATHSL.
MHBECTHIHOHHASA K 1.3
MOJINTHKA
OpraHu3anuu
Pa3nen 4. OcHOBHBIE OKA3aTe/IH 1eSITeJIbHOCTH OPraHU3aluu 18/6
Tema 4.1. U3aepaxku | M3aepixku MpOU3BOACTBA, BUBI U3AEpKeK. [IOHATHE «KaNbKYJISAIMS U KAIbKYJIUPOBAHUEY. 4 OK 01-OK 05
NpeANpUsITHS Ha MeTob! KaJIbKyJIUPOBAaHUS MPOTYKIIUN
I[IK 1.3, 11K 1.8
NPOU3BOJCTBO M
[Tpaktruyeckoe 3anstue 3. Onpenenenne ce0eCTOMMOCTH MPOAYKLUH (paboT) 2

oOpamenue

219




Tema 4.2. CymHocTh 1 (QYHKIMH EHBI KaK 5KOHOMHYECKON KaTeropuu. Cuctema IieH U uX 2 OK 01-OK 05
Llenoo0pa3oBanue Ha | kiaccudukanus. GakTopbl, BAUSIONINE HA YPOBEHD IIEH. K 13
NpeanpuATHA ’
Tema 4.3. ®unancol HcTounnku (pMHAHCOBBIX PECYPCOB OpraHu3alii. BHYTpeHHUE U BHEIIHUE HCTOYHUKH 4 OK 01-OK 05
OpraHu3anmu. ¢unancupoBanust. COOTHOLIEHHE COOCTBEHHBIX M 3a€MHBIX CpeacTB. KpenuT u kpeauTHast
IIK 1.3
cucrema.
[IpakTuyeckoe 3ansatue 4. Pacuem cmoumocmu uchoib306anus 3aeMHblX CPeOCmE 2
Tema 4.4. Ilpudblib u | [IpuOsuts opranuzanuu (IpeANPHUATHS) - OCHOBHOM MOKa3aTeNb PE3yIbTaTOB XO3IUCTBEHHON | 2 OK 01-OK 05
peHTale/bHOCTH NesITeNIbHOCTH. BhIpyuKa, 10X0/bI ¥ IpUObUIL Opranu3auuu (npeanpusatus). Pacnpenenenue K13
IK 1.
npuOBLIH B Opranu3anui. PeHTabenbHOCTh — MmoKa3aTelb 3PPEKTHBHOCTH PaOOTHI
opranusanuu. [lokazarenu pentadbenbHOCTU. PacueT ypoBHs peHTaOeIbHOCTH OpraHU3aluu
(mpenmnpustus) u npoaykuuu. IlyTu noBeienns peHTabenbHOCTH.
[TpakTrueckoe 3anstue 5. OnpeneneHne NpUObUTH OPraHU3aIuN 2
Paspnea S. IliianupoBanue AeATeJIbHOCTH OPraHU3alMHU 4
Tema 5.1. busnec- busHec-nnaH kak o/1Ha U3 OCHOBHBIX ()OpM BHYTpU(HUPMEHHOTO I1aHupoBanus. CTpykTypa 4 OK 01-OK 05
IVIAHMPOBaHME OM3HeC-TIJIaHa: XapaKTepUCTUKA MPOAYKIMH U YCIIyT, OLIEHKa CObITa, aHAJIU3 KOHKYPEHILIUN Ha K13 71K 1.8
. IK 1.3, IIK 1.
PBIHKE; CTpaTerus MapKeTHHTa; TUIaH IPOU3BO/ICTBA; IOPUINYECKUH IJIaH; OLIEHKa pUcKa U ’
cTpaxoBaHMe; (MHAHCOBBIHN IJIaH (OIO/XKET); CBOJKA KOHTPOJIBHBIX MOKa3aTeleH.
IIpome:kyTOUHAs aTTeCTALMS
Bceero: 34
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3. YCJIOBHUA PEAJIM3AIIMA YYEBHOW TUCHUTIIUHBI

3.1. Ans peanus3anuu nporpamMMmbl yu4eOHOW JTUCHUIUIMHBI TOJHKHBI OBITh MPEYyCMOTPEHBI
CIIeIyIOIHE CIIEUATbHbIC TOMEILCHHUS:

Kabuner «ConuanbHO-3KOHOMUYECKUX U YIIPABICHUECKUX JUCHUIUIMHY, OCHAIICHHBI:

o0opynoBaHueM: pabo4yue CTOJ U CTYJ MO KOJIMYECTBY oOydaromuxcs, pabouee MecTo
IpenojaBaTes;

TEXHUYECKUMHU CPEJCTBAMHU OOYUYECHHUsI: IEPCOHATbHBINA KOMIIBIOTEp, IPUHTEP, IPOEKTOD,
MHTEPAaKTUBHAsI IPUCTABKa K JOCKE WM UHTEPaKTUBHAs J0OCKA.

3.2. UndopmanmonHoe odecrieyeHne peaau3anun NporpaMmmbl

Jia peanuzanuu MporpaMMbl OUOIMOTEUHBINH (QOHI 00pa3oBaTENbHON OpraHU3aluU
JIOJDKEH MMETD TeYaTHBIC W/UJIH JICKTPOHHBIE 00pa3oBaTelbHbIe M HHPOPMAITMOHHBIE PECYPCHI,
JUTSL KCTIOJIb30BaHMs B 0Opa3oBaTensHoM mporecce. [Ipu hopmupoBannu 6ubiuoreunoro ¢ponaa
o0pa3oBaTebHON OpraHu3alnuell BbIOMpPAETCs HE MEHEEe OJIHOTO U3JaHUS U3 MEepeuHCICHHBIX
HUKE TEeUYaTHBIX M3JaHUM M (WJIM) 3IEKTPOHHBIX W3/IaHUN B KAa4eCTBE OCHOBHOTO, MPH 3TOM
CIIUCOK, MOKET OBITh JOIOJIHEH HOBBIMU M3JaHUSIMHU.

3.2.1. OcHoBHbIE MeYATHLIE U31AHUS

1. Moxkwuii, M. C. DKOHOMHKA OpTraHM3allMy: Y4eOHUK U MPAKTUKYM ISl CPETHErO
npodeccuonansHoro obpazoBanus / M. C. Mokuii, O. B. AzoeBa, B. C.lBaHoBckuii; mnon
penakuueit M. C. Mokusi. — 4-e u3n., nepepad. u pon. — Mocksa : UzmarensctBo FOpaidt,
2022. — 297 c¢. — (Ilpodeccronanbuoe obpazoBanue). — ISBN 978-5-534-13970-9.

2. OCHOBBI 3KOHOMHUKHM OpraHU3aluu: Y4YeOHMK M TPAKTUKyM JMJii CPEIHEro
npodeccuonansHoro oopazosanus / JI. A. Uangaesa [u ap.] ; mon penakuueit JI. A. Uannaesoid,
A. B. llapkoBoii. — 3-e u3g., mepepad. u jon. — Mocksa : U3marensctBo HOpaiit, 2022. —
344 c. — (IIpodeccuonanbHoe obpazobanue). — ISBN 978-5-534-14874-9.

3. OcHOBBI 25KOHOMUKH OpraHu3zanuu. [IpakTukym: yaeOHOe mocodue isi CpeIHero
npodeccuonaibHOro oopazosanus / JI. A. Yanngaesa [u np.] ; mon penakmueit JI. A. Yangaesoid,
A. B. llapxoBoii. — Mocksa: UznatensctBo FOpaiit, 2022. — 299 c. — (IlpodeccronansHoe
obpa3zosanue). — ISBN 978-5-9916-9279-3.

4, DKOHOMHMKA OpraHHu3alui: Yy4YeOHHK Ui CpPEAHEro MpPO¢eCCHOHATHHOIO
obpazosanus / E. H. Knoukogsa, B. W. Ky3uenos, T. E. [Inatonosa, E. C. [apna ; moa pegakuueit
E. H. KnoukoBoii. — 2-e¢ uzn., nmepepad. u gomn. — Mocksa : U3marensctBo HOpaiit, 2022. —
382 ¢. — (ITpodeccronanproe odpazopanme). — ISBN 978-5-534-13799-6.

5. DOKOHOMHMKA  OpraHu3aluu: Y4eOHMK ¥ TPAKTUKyM Ui CPEIHEro
npodeccuonaibHOro oopazoBanus / A. B. Konsikus [u ap.] ; moa penakmueit A. B. Konpikuna,
C. A. CmupnaoBa. — Mocksa: UznatensctBo FOpaiit, 2022. — 498 c. — (IIpodeccuonansHoe
obpaszosanue). — ISBN 978-5-534-06278-6.

3.2.2. OcHOBHBIE YJIeKTPOHHBbIE U3IaAHUSA

1. Moxwuii, M. C. DKOHOMHKa OpTaHHM3aIlMU: YYeOHUK W MPAKTUKYM JJIsI CPETHETO
npodeccuonansHoro obpazoanusi/ M. C. Mokuii, O. B. AzoeBa, B. C. VBaHoBckwuii; mon
penakuueir M. C. Mokus. — 4-¢ uza., nepepad. u mon. — Mocksa : MznarensctBo FOpaiiT,
2022. — 297 c. — (Ilpodeccuonansuoe odpazoBanue). — ISBN 978-5-534-13970-9. — Texkcr:
anexkTpoHHbd  //  OOpasoBarenvHas  1warpopma  FOpaiit  [caiit]. —  URL:
https://urait.ru/bcode/469434.
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2. OCHOBBI HKOHOMHKHM OpraHHM3aldW: YYeOHHUK M TPAKTHKYM ISl CPETHETO
npodeccuonansHoro oopazosanus / JI. A. Uannaesa [u ap.] ; mon penakuueit JI. A. Yannaesoid,
A. B. lllapkoBoii. — 3-e¢ u3a., nepepad. u mon. — Mocksa : UznarenscTBo FOpaiit, 2022, —

344 c. — (IlpodeccuonanpHoe oOpazoBanue). — ISBN 978-5-534-14874-9. — Tekcr:
anexkTpoHHbd  //  OOpasoBarenpHas  1arpopma  FOpaiit  [caiit]. —  URL:
https://urait.ru/bcode/484242.

3. OCHOBBI 5KOHOMHKH OpraHu3anuu. [IpakTukym: yueOHOe mocodue sl CpeHero

npodeccuonansHoro oopazosanus / JI. A. Uannaesa [u ap.] ; mon penakuueit JI. A. Hannaesoid,
A. B. lllapkoBoit. — Mocka: WznarensctBo FOpaiit, 2022. — 299 c. — (IIpodeccuonanpHoe

obpazoBanue). — ISBN 978-5-9916-9279-3. — Tekct: anektpoHHbI // OOpa3oBarenbHas
mwiatdopma FOpaiir [caiit]. — URL.: https://urait.ru/bcode/471048.
4, DKOHOMHMKA OpraHW3aluu: y4YeOHWK Ui CPEAHEr0 MPOECCHOHATHHOTO

obpa3zoBanus / E. H. Knoukosa, B. U. Ky3nenos, T. E. [Inatonosa, E. C. lapaa ; nox penakuueit
E. H. KinoukoBoii. — 2-e¢ u3n., mepepad. u morm. — Mocksa : M3marensctBo HOpaiit, 2022. —

382 c.— (Ilpodeccuonanbroe obOpazoBanue). — ISBN 978-5-534-13799-6. — Tekcr:
utekTpoHHBIH  //  OOpaszoBarenpHass — miatdpopma  FOpait  [caiit]. —  URL:
https://urait.ru/bcode/469692.

5. DKOHOMHKA  OpraHu3alMi: Y4eOHHK W TPAKTHKyM  JUIS  CPEIHErO

npodeccuonaibHOro oopazoBanus / A. B. Konsimikus [u ap.] ; moa penakmueit A. B. Konbinkuna,
C. A. CmuproBa. — Mocksa: UznarensctBo FOpaiit, 2022. — 498 c. — (IIpodeccronansHoe
oOpazoBanmue). — ISBN 978-5-534-06278-6. — Tekct: snexTpoHHblii // OOpa3oBaTenbHas
wiatdopma tOpaiir [caiit]. — URL.: https://urait.ru/bcode/474223.

3.2.3. lonoiHuTEIbHbIE HCTOYHUKHU

1. Konnparsesa U.B. DxoHoMuKka nmpeanpustis. Y4deOHoe mocodue — Jlanp, 2022, —
232c.

2. Macneuu, T. I[I. DOxoHoMMKa opraHu3zanuu: Y4YeOHWK s OakanmaBpoB /
T.I1. Macnesuu ; nox pen. E. H. Kocapesoii. - Mocksa: [lamkos u K, 2019. - 330 c.

3. ®puaman, A. M. DkoHoMHKa opranuzauuu: yueoHuk / A. M. @punman. — Mocksa:
PUOP : UHOPA-M, 2022. — 239 c¢. — (Cpennee npodeccronaibHoe 00pa3oBaHue).

4. KOHTPOJIb 1 OHEHKA PE3YJIbTATOB OCBOEHMUAA

YYEBHOU JUCHUIIJIMHBI
Pe3yabTaTsl 00yueHus Kpurepun ouenku MeToabl OLIEHKH
IlepeyeHb 3HAHUI, 0CBAUBAEMbIX B PAMKaX AMCUUIIJIMHBI:
0a30BbIE TIOHITHS Ol1leHKa YCTHBIX OTBETOB, [IpoBenenue yCTHBIX U
JTACIATUINHBIL; YUYaIIUXCS: MMUCbMEHHBIX OIPOCOB;
00IIyI0 XapaKTEPUCTHKY Otmetka "5" craButcs, ecinu [TIpoBepka
TPYIOBBIX PECYPCOB; CTYJIEHT: BBITIIOJTHEHUS
IIOHATHE, CYITHOCTH U POJIb TTOJTHO M3JIaraeT U3y4eHHbIA 00yYarOIIUMHUCS
HayYHO-TE€XHHUYECKOTO MaTepual, JIOMAIIHUX 33/aHHH;
nporpecca B pa3BUTHH 0o0HapyXKUBAET MOHUMAHUE [Iposenenue
OpraHH3aliH; MaTtepuasna, MOXXeT 000CHOBATH TEKYIIEr0, pPyOeKHOTO
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OCHOBHbBIE SKOHOMUYECKHE
MOKAa3aTeJIM OpraHu3aluu;
OCHOBHBIE OpraHU3aIMOHHO-
paBoBbIe (HOPMBI
NPEINPUITHH;

OCHOBHBIE HaIlpaBJICHUS
WHHOBAIIMOHHOMW MOJIUTUKHU

Ilepeyenb ymeHmi,
0CBaHBaeMbIX B paMKax
AUCHMIIHHBI:
POM3BOJIUTH PACUETHI 110
OCHOBHBIM U 000POTHBIM
CpeICTBaM MPEANpPUATHUS;
COCTABJIATh IPOCTEUILINI
OM3HEeC-TIIaH 3a/1aBaeMOTO
MIPEATPUATHS;
OCYIIECTBIISTH POCTeHIINe
pacueTsl 1o KaapaM U
3apaboOTHOM IJ1aTe;
pacCcUUTHIBATh U3EPKKU
IIPOU3BOJICTBA U
ce0eCTOMMOCTH MPOAYKLIUU
(yciyr) 1o 3a1aHHbIM
napamerpam;
paccUMTHIBATh IIEHY Ha
IPOAYKIHMIO;

OLIeHUBATh 3P (HEKTUBHOCTH
NEeSITeTbHOCTH OpTaHU3aIIH

CBOU CYXJIEHUS, IPUMEHUTD
3HaHUS HA MPAKTUKE, IPUBECTU
HE00XOAMMBIE IPUMEPHI HE
TOJIBKO IO JICKIMH, HO U
CaMOCTOSITENIFHO COCTABJICHHBIC,

U3JIaraeT MaTepual
IIOCJIEZI0BATENBHO U IIPABUIIBLHO C
TOYKH 3pEHUS HOPM
JIUTEPATYPHOTO S3bIKA.

OtmMmeTka "4" craBUTCS, €CIIA
CTYJIEHT JAET OTBET,
YAOBJIETBOPSIOIINNA TEM XKE
TpeOOBAHUSAM, UYTO U JJII OTMETKU
"5", Ho pomyckaet 1-2 ommOKwu,
KOTOPBIE CaM K€ UCIPABJISIET, U |-
2 Hemo4éTa B
MIOCJIEI0BATEIbHOCTH U SI3bIKOBOM
0o OpMIIEHUHU U3TaraeMoro.

Otrmetka "3" cTaBUTCH, €CIIA
CTYICHT OOHApyKUBACT 3HAHUEC U
MMOHWMaHHE OCHOBHBIX MOJIOKECHHUN
TEMBI, HO:

M3JIaraeT MaTepuall HeToJHO U
JIOITyCKaeT HETOYHOCTH B

ONPEACIICHUY MOHATHI WIN
(hopmyIUpoBKE;

HE yMEeT JI0CTaTOYHO ITy0OKO U
JI0Ka3aTeIbHO 0OOCHOBATh CBOU
CYXKJICHHSI M IPUBECTH CBOU
TIPUMEPHI;

u3JNaraeT MaTepuan
HETOCJIEJ0BATENILHO U JI0ITYCKaeT
OLIMOKH B SI3bIKOBOM O(OPMIICHUH
M3J1araeMoro.

OtMmeTka "2" cTaBHTCS, €ClIN
CTYIEHT OOHapyKUBaeT HE3HAHUE
0O0JIbIIIel YacTH COOTBETCTBYIOIIEH
TE€MbI U3y4aeMOro MaTepuana,
JIOTTYCKaeT OLTHOKHU B
hopmynTUpOBKE ONpeneeHuN 1
MPaBUJI, UCKAXKAIOIINE UX CMBICI,
OeCTIOpsI0YHO U HEYBEPEHHO
M3J1araeT MaTepHall.

U IPOMEXKYTOUYHOTO
KOHTPOJIA.

OreHKa pe3ysIbTaToB
BBITTOJTHEHHSI
IIPaKTUYECKUX paboT
Orenka npaBUIIBHOCTH
"
apryMEHTUPOBaHHOCTH
MPUMEHEHHSI IEHOBOM
MOJIUTHKH

3adeTHas pabora

223



Otmertka ("5", "4", "3") moxeT
CTaBUTHCS HE TOJIBKO 32
€IMHOBPEMEHHBIN OTBET (KOrja Ha
MPOBEPKY MOJTOTOBKH YUYECHUKA
OTBOJUTCS ONPEICTICHHOE BpeMs),
HO U 32 PacCpeOTOYEHHBIN BO
BPEMEHH, T.€. 32 CyMMY OTBETOB,
JTAHHBIX YYEHUKOM Ha
MPOTSHKEHUH YPOKA, IIPU YCIOBUH,
€CJIM B IPOLIECCE YPOKA HE TOJIIBKO
3aCIyIIMBaINCh OTBETHI
y4alerocs, HO ¥ OCyLIECTBIAIACh
MIPOBEPKA €r0 YMEHUS IPUMEHSATH
3HaHUS Ha IPAKTUKE.

OneHka NMCbMEHHBIX OTBETOB,
YYAIUAXCH:

Otmetka "5" cTaBUTC, €CIU
CTYJICHT:

CTYyJIEH cOOJII0aeT
YCTaHOBJICHHBIN aJITOPUTM
peLIEHUS 3a1aHU;

O6H3.py>KI/IBaeT IIOHMMAaHUC
Marepuaia, MOXET IPUMCHUTDH
3HAHUA Ha MIPAKTHKE,

BCE PacyeThl BHIIIOJIHEHbI
apu(pMeTHUECKH BEpHO.

Otmetka "4" cTaBUTCH, €CIIN
CTYJICHT JAET OTBET,
YIOBJIETBOPSIIOIINM TEM ke
TpeOOBaHUSM, UTO U JUII OTMETKH
"5", Ho gomyckaet 1-2 HemouéTa B
MIOCJIE0BATEIBHOCTH PELICHUS
3aJlaHuM.

OtMmeTka "3" cTaBHTCS, €CIIN
CTYJICHT OOHaApy»XKUBaeT 3HAHUE U
MMOHMMAaHHUE OCHOBHBIX MOJIOKEHUN
TEMBI, HO:

pelleHre He MojaHoe (MeHee

60%);

B PEIICHUH 3aJJaHUI JOIMYIIEHO
00JIBIIIOE KOJIMYECTBO
apu(pMETHYECKUX OLIHOOK;
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pelIcHue 3a]aHus
HEIIOCJIEN0BATEIBHO U I0ITyCKAET
OLIMOKH B SI36IKOBOM O(OPMIICHUH
M3JIaraeMoro.

OtMmeTka "2" cTaBUTCS, €CIIU
CTYJEHT OOHApYyKUBAaeT HE3HAHUE
OOJIBIIIEH YacTH
COOTBETCTBYIOIIETO pa3jena
M3y4yaeMoro Marepuana,
JIOITyCKaeT apu(MeTHIecKue
OIIMOKH
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1. OBIASI XAPAKTEPUCTUKA IPUMEPHOI PABOYE IPOTPAMMBI
YYEBHOM JUCHUILINHEI
«OI1.02 MEHET)KMEHT»

1.1. MecTO TUCHMILIMHBI B CTPYKTYPe OCHOBHOI 00pa3oBaTe/IbHOM NMPOrpaMMBbl:

VYyebnas  AuCHUIUIMHA «MeHeKMEHT»  SBIIAETCS 00s13aTeNPHOM  YaCThIO
oOuienpodecCHoHaNbHOrO IUKIa MPUMEpPHOM 00pa3oBaTeNbHON MPOrpaMMbl B COOTBETCTBUU
¢ ®I'OC CIIO no cnenuansHocTy 46.02.01 JlokyMeHTanMoHHOE oOecreueHrue yIpaBiICHUS
Y apXHUBOBEJICHHE.

Oco0oe 3HaYeHHE AMCHUILIMHA UMEET MpH (GOPMUPOBAHUHU M PA3BUTHH KOMIICTCHIIMN:
OK 01, OK 02, OK 03, OK 04, OK 05, OK 06, OK 09.

1.2. Heab 1 niiaHupyeMble pe3yJbTaThl OCBOCHUS JUCIHUIJIMHBI:
B pamkax nporpaMMbl yueOHOM TUCIMIUIMHBI O0YYAIOIIMMUCS OCBAUBAIOTCS YMEHUS

Y 3HAHUS

Kon
YMenus 3nanus

1K, OK

OK 01 CJIeIOBaTh MPUHIUIIAM YIIPABICHUS; XapaKTEPHBIC YEPTHI

OK 02 yHOpaBIsATh KOHPIUKTAMU U CTPEeccaMu B COBPCMCHHOT'O MCHC/DKMCHTA,

OK 03 npoiiecce npodhecCuoHaATbHOM (GYHKIIUM MEHEKMCHTA;

OK 04 ACATCIbHOCTH; CYILIHOCTb U OCHOBHBIE

CTaHABJIMBAThH KU3HECHHBIC TUIAHEI; JJIEMEHTHI IITAHUPOBAHUS;

OK 05 y ’ ’
000CHOBAHHOCTEL BEIOOPA HEOOXOIUMOM CII0COOBI MOTHBAIINH K ny;

OK 06

OK 09 MH(MOPMALIMH JUIs BHIIOJIHEHHSA OpraHU3alMOHHBIE CTPYKTYPBI
HpO(beCCI/IOHaHI)HI)IX 3aj1a4, YIIPaBIICHHUS;

K 11 npoeccHoHaTBEHOTO M TMYHOCTHOTO OCHOBHBIE TIPHHIIATIB! 1

: pa3BHUTHS, OIXOIbI
MK 1.2 aie
: paboTaTh B KOJJIEKTUBE M KOMaHJIE, K YIIPaBICHHIO;

K 1.3
3¢ PeKTUBHO 00IIATHCS C KOJIJIETaMH, npovece NPUHATHA U
PYKOBOACTBOM, peanu3anu yrpaBIeHIeCKUX
OpaTh Ha ce0si OTBETCTBEHHOCTH 3a paboTy penienwuit
YJIEHOB KOMaH/ bl (TOTYUHEHHBIX ),
PE3yNbTAT BHIMIOTHEHUS 3a/1aHUS

2. CTPYKTYPA U COJAEP)KAHUE YUYEBHOM JUCIIUILINHBI

2.1. O0beM y4eOHOI JMCHMIIJIMHBI M BUABI Y4e0HOH padoThI

Buj yueOHoit padoThl O0bem B yacax
O0bem 00pa3oBaTeIbHOI MPOrpaMMbl Y4eOHOM JMCIUIITHHBI 34

B T.4. B (hopMe NpaKTHYECKOH MOATOTOBKH 12

BT. 4..

TEOPETHUECKOe 00yUueHne 22
IPAKTUYECKHE 3aHSTHS 12
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Camocmosmenvuas paboma **

IIpomeskyTouHast aTTecTALMS

4 CamocTosTenpHas paboTa B paMKax 00pa30BaTelbHON IPOrpaMMBI IUTAHUPYETCA 00pa30BaTeNbHOM opraHu3alyeit
B cootBeTcTBUM ¢ TpeboBaHusmMu ®I'OC CIIO B mpenenax obbema y4eOHOW AMCIUIUIMHBI B KOJIMYECTBE YACOB,
HEOOXOAMMOM JJisl BBIIOJHEHMS 3aJaHUil CaMOCTOSTEIbHONW pPa0OThl OOYYaIOIIUXCS, IMPELYCMOTPEHHBIX
TEMaTHYECKUM IIJIAHOM M COICPIKAHUEM YUeOHOM AUCIMIUINHBEI.
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2.2. TemaTn4eckuii IJIaH U co/iep:KaHue y4eOHOH AUCHHMIINHBI

O0bem, akan. 4. /
B TOM YHCJIE B

Koanl
KOMIIeTeHIN I
M JUYHOCTHBIX

pe3yJbTaToB
HaumenoBanue Conep:kanue y4eOHOTro MaTepuasa u GopMbl OPraHU3anNH AeATEIbHOCTH dopme
pa3aesioB U TeM o0yuarommxcst NPaKTHYeCKOi (opmupoBatiitio
KOTOPBIX
NOATOTOBKH,
crnocod0cTByeT
aKaj. 4.
3JIeMEeHT
NPOrpaMMblI
1 2 3 4
Paznea 1. CymHocTh M XapaKkTepHble YepThl COBPEMEHHOI0 MeHeIKMEeHTa 12/4
Tema 1.1. CymHocTs 1 copepxkanue moHsATHs «MeHemxmenT». Llenu u 3agaun MeHe)KMEHTa. OK 02
Metoaonornyeckne | OCHOBHbIE KATETOPUM MEHEI)KMEHTA: CUCTEMA yIPaBIEHUS; OOBEKT U CyObEKT OK 03
OCHOBBI yIpaBieHUs; BHYTPEHHSS M BHEILIHSAS CpeJla CUCTEMBI yIpaBiieHus. OCHOBHbIE 4 OK 09
MEHeKMEeHTA 3aKOHOMEPHOCTH U NIPUHLMIIBI MEHEKMEHTa. COBpEMEHHBIE TEHICHIIMN Pa3BUTH
MEHEIKMEHTA.
Tema 1.2. OBOIIOLMS MEHEIPKMEHTA: YCIIOBUS U IPEANIOCHUIKH BO3SHUKHOBEHHS MEHEKMEHTA. OK 01-OK 06
JIBOTIONHUSA Hayunsle mkosnsl MeHepxkMeHTa: Hayunas mkona ynpasnenus (. Teiinop),
ylpaBJIeHYeCKOM bropokparuueckas nkona ynpasienus (M.Bebep), AiMuHUCTpaTUBHAS IIKOJIA
MBICJIH ynpasneHus (A.®aitons), lllkona yenoeueckux otHomeHu# (3.Moiio), [llkona 4
noBesieHYecKux Hayk (A.Macnoy, @.['epuidepr). CoBpeMeHHBIE TIOIXO0IbI K YIIPABJICHHIO:
CHCTEMHBIN TOAXO/T, TPOIIECCHBIN MOAX0/I, CHTYalIMOHHBIN MOAX0. XapaKTepUCTHUKA
HAI[MOHAJBHBIX MOJIENIeN MEHEKMEHTA.
B TOM 4nciie NPaKTHYECKUX U J1a00PATOPHBIX 3aHATHIL:
IIpakTnueckoe 3ansTue 1. CpaBHUTEIbHAS XapaKTEPUCTUKA OCHOBHBIX HAYYHBIX K0T | 4

MCHCI’KMCHTA
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IIpakTyeckoe 3ansTHe 2. BpisiBiIeHHEe 0OUIMX YEPT U pa3Iu4Uil OCHOBHBIX IIOJIXOJI0B B

MEHEIKMEHTE
Pasnea 2. OcHOBHBIC (DYHKIMH MEHeIKMEeHTAa 16/4
Tema 2.1. ITonsATHA NIIAaHUPOBAHUSA U IIPOrHO3UPOBAHMS B OpraHu3anuy. [I[puHINIIBI TUTAHUPOBAHHUS : OK 01-OK 06
CymHocTb 1 NPUHIUIBI €IUHCTBA, YYaCTHs, HEMIPEPBIBHOCTH, THOKOCTH, TOYHOCTU. MUCCHS U LIeNTH K 1.1
OCHOBHBIE opranusanuu. Mepapxus neneil. Buabl IilaHupOBaHus: CTPaTErnuecKoe, TAKTHYECKOE, 2
3JIeMEHThbI ornepatuBHoe (Tekyiiee). Tunosbie (POPMBbI IIIAHOB.
IIAHMPOBAaHUSA
Tema 2.2. OpranuzalvoHHbIe TIOJTHOMOYHS. Pa3TnyHble TUIBI OPraHU3allMOHHBIX CTPYKTYP. OK 01-OK 06
Opranmzannonnsie | [Ipunarue pemenus o BbIOOpe CTPYKTYpbl Opranu3anui. JlenerupoBaHue oJHOMOYUH U 5 IIK 1.3
CTPYKTYPBbI OTBETCTBEHHOCTbH. KiltoueBble npaBuiia JeerupoBaHus OJHOMOYHIA.
ynpaBJieHHUs
Tema 2.3. CymHocTh NOHATHS MOTUBalUsA. MoTtuBanus 1 MoTuBHpoBaHue. CTUMYIJIbI U MOTHUBBI. OK 01-OK 05,
Tpynosasn CrumynupoBanue. Crioco0sl MOTUBAIMK NepcoHana. OCHOBHBIE 3JIEMEHTBI OK 09
MOTHBaLUs MOTHBAI[MOHHOTO NIPOIIecca: BO3HUKHOBEHHE NOTPEOHOCTEH, BUABI MOTPEOHOCTEH, TOMCK 4 K 1.1, [IK 1.3
ImepcoHaia nyTel ycTpaHeHUs MOTpeOHOCTeH, onpeieTieHHe 1ejel (HanmpaBieHus) NeHCTBUH,

OCYIIECTBJIEHUE JIEHCTBUS, TIOJyUYE€HUE BOZHArPaXKI€HUS 32 OCYIIECTBICHHUE JIEHCTBUS,

YCTpaHEHHE MOTPEOHOCTH.

B TOoM 4nc/ie NpaKTHYeCKUX U J1a00PATOPHBIX 3aHATHI: 9

IIpakTiyeckoe 3ansaTHe 3. MoTuBaIMs IepcoHala K TPYJA0BOM JesATEIbHOCTH
Tema 2.4. [ToHsiTHE U CYHITHOCTH KOHTPOJIS KaK (YHKIHUU MeHeKMeHTa. TpeOoBaHUS-KPUTEPUH OK 01-OK 05
KonTtpoJs B KOHTpOJIA. BHEIIHNI U BHYTPEHHUN KOHTPOJIb. DOPMBI KOHTPOJIA: IIPEABAPUTEIIBHBIN, 4 IIK 1.1
cucreme TeKyuuii, ntorosbiif. Heratusubie popmbl koHTpos. [loBeieHUecKre acTIeKThI
MeHe/KMeHTAa KOHTpOJISL. DTarbl KOHTPOJsl. CaMOKOHTPOJIb.

B Tom unciie npakTHYECKHUX U J1a00PATOPHBIX 3aHATHIM:

IIpakTuyeckoe 3ansaTue 4. OcyniecTBieHne KOHTPOJIS 32 pabOTON KOJJIEKTHBA 2

UCIIOJIHUTEIIEH
Pasnea 3. OcHOBHBIE IPOLeCChl B YIIPABJIEHYECKOH 1esiTeIbHOCTH 18/4

231




Tema 3.1. IIpouecc

[TonsiTue ynpasneHueckue pemeHus. Ponp pemenuil B npouecce ynpaieHus. CyIHOCTb

OK 01-OK 06

NPUHATHSA pemerns u ero Buabl. Kiaccudukanus ynpasnenueckux pemenuii. TpeboBanus, IIK 1.1, IIK 1.3.
yHpaBJIeHYeCKUX IPEIbABISEMbIEC K KAUECTBY YIIPABJIEHYECKOTO PEIIEHUS. JTallbl IIpoLecca MPUHATUS 4
peleHuni pemeHnii. AHaiu3 pe3yJIbTaToB 110 IPUHSATHIM PEIICHUSM U BBEJCHUE U3MEHEHUN B

CUCTEMY YIIPaBJICHHS Ha OCHOBE 3THX PE3YJIbTaTOB

B ToM umciie NpakTHYeCKUX U JI1a00PATOPHBIX 3AHATHI: 5

IIpakTuyeckoe 3ansaTue S. OTpaboTKa nporecca MPUHATHS YIPABICHUSCKUX PEIICHUI
Tema 3.2. [Ipouecc | Ilonarus ynpaBieHueckoi HHPOPMALMU U YIPABIEHYECKMX KOMMYHHUKAIHI. OK 01-OK 06
koMMmyHuKanuii B | TpeboBanus ynpasnenueckoil nHGopmarin. KoMmMyHHKaIMu MEXy OpraHu3aiei u K 1.1 -TIK 1.3
OpraHu3anuu BHEIIHEN cpeaoi. KOMMyHHKaMOHHBIN MTPOLIECC BHYTPU OpraHu3anuu. Buael u posn 5

OpraHU3alMOHHBIX KOMMYHHKAIM. KOMMyHUKaIMOHHbIE KaHAJIbI, UX EMKOCTb.

dopmasbHble U HeopMabHble KOMMYHHMKALIMU B Opranu3anusax. Posp

MH(POPMALIMOHHBIX TEXHOJIOTUH B YIIPABICHUECKUX KOMMYHHUKALHSIX.
Tema 3.3. IIponecc | IloHATHE pyKOBOACTBA M BIACTU. YTIPABICHHUE YEIOBEKOM U yIIpaBiieHue rpynnoi. Ctuim OK 01-OK 06
PYKOBOJCTBA PYKOBOJICTBA, UX XaPaKTEPUCTUKH U 0COOEHHOCTH. DAKTOPBI, BAMUSIOIINE HA CTUIIb 4 IIK 1.1
OpraHu3anuex ynpasneHus. Binacte u munepcrso. Jlunep u komanaa. [ponecc popmupoBanus

KOMaH/Ibl.
Tema 3.4. IIpouecc | CymHocTb 1 Kiaccupukanus KoHQIUKTOB. [IpHunHbl BOSHUKHOBEHUS KOH(INKTOB. OK 01-OK 05
yIpaBJICHUS Konduukr kak npouecc u ero stansl. CTpaTeruu npeofoiaeHns KOHGIMKTOB. MeTo bl 4 IIK 1.1
KOH(JIMKTAMH U ynpasieHus: KoHpaukTamu. OyHKIMOHAIBHBIE U TUCPYHKLIMOHATIbHBIE MTOCIEICTBUS IIK 1.2
cTpeccamMu koH(uuKTOB. [ToHaTHE M ipU3HaKu cTpecca. CriocoObl yIpaBiIeHUs: CTPECCaMHu.

B TOM 4nciie NpaKTHYECKUX U J1a00PATOPHBIX 3aHATHI: 9

IIpakTuyeckoe 3ansaTHe 6. Pazpenienne KOHQIUKTHBIX CUTYalluid B OpraHU3auu
IIpome:kyTOUHAs aTTeCTALMS
Bceero: 34
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3. YCJIOBUS PEAJIN3AIIMU YUEBHOM JAUCIUILIMHBI

3.1. Ans peanu3anuu mporpamMMbl y4eOHON JUCHUIUIMHBI JOJDKHBI OBITH PEAYCMOTPEHBI
CJICAYIOUIHE CIeHaIbHbIe TOMEIICHUS:

Kabuner «ConuanbHO-9KOHOMHUYECKUX U YIPABICHYECKUX AUCIUILINHY, OCHAICHHBIN:

obopyoBaHuEeM: pabO4Yue CTON M CTYJ MO KOJMYECTBY OOydJaromuxcs, pabodee mMecTo
IpernoaaBaTes;

TEXHUYECKHMHU CPEJCTBAMH OOYYEHHsI: TIEPCOHAIBHBIA KOMIIBIOTED, IPUHTEP, IPOEKTOP,
MHTEPAKTUBHAS PUCTABKA K JOCKE MM MHTEPAKTUBHAS JOCKA.

3.2. UndopmannonHoe odecnevyenne peaau3amun NporpamMmmbl

Jnist peanu3anuu mporpaMMmbl  OMONMHMOTEYHBIH (OHA 00pa30BaTENBHON OpraHU3aALUU
JIOJDKEH MMETD TeYaTHBIC W/WJIH 3JICKTPOHHBIE 00pa3oBaTelbHbIe M HHPOPMAITMOHHBIE PECYPCHI,
TSl ICTIONb30BaHUs B 00pazoBaresibHOM mpoliecce. [Ipu hopmupoBannu 6ubauoTedHoro Gpouaa
00pa3oBaTeNbHON OpraHM3alMeil BHIOMpAECTCS HE MEHEE OJIHOTO M3JAaHUS M3 NEepeUHCICHHBIX
HUKE TEeYaTHBIX U3JaHUM M (WJIM) 2JIEKTPOHHBIX W3/aHUN B Ka4eCTBE OCHOBHOTO, MPH 3TOM
CIIUCOK, MOKET OBITh JOIMOJIHEH HOBBIMU M3JaHUSIMH.

3.2.1. OcHoBHbIE MeYATHLIE U3IAHUSA

NpanoBa 1. A. MeHe)KMEHT: yUeOHHUK U MIPAKTHKYM ISl CPEAHET0 MPOodeCCHOHATBHOTO
obpazoBanusi / U. A. UBanoBa, A. M. CepreeB. — MockBa: UsnmarensctBo IOpaiit, 2022. —
305 ¢. — (ITpodeccuonanproe oopazosanne). — ISBN 978-5-9916-7906-0.

Menemxment. [lpaktukym: ydyeOHOoe mocobue sl cpeiaHero mnpodecCHOHATBLHOTO
obpaszoBanusi / 10. B. Ky3nernoB [u np.]; mox penmakmueidr FO. B. Ky3nemoa. — Mockaa:
NznarensctBo FOpaiit, 2022. — 246 c. — (IIpodeccuonansuoe obpasosanue). — ISBN 978-5-
534-02464-7.

MeHeKMEeHT:  y4eOHMK Ui cpemHero  HpoecCHOHANbHOrO  oOpasoBaHus /
1O. B. Ky3neuos [u 1p.] ; nox penaknueit FO. B. Ky3nenosa. — Mocksa: U3narensctBo IOpaiir,
2022. — 448 c. — (IIpodeccuonansHoe oopazoBanue). — ISBN 978-5-534-02995-6.

KopotkoB, DO.M. MeHemxMeHT: Yy4eOHMK i CpeaHero mnpodecCHuoHaIbHOTO
obpa3zoBanus / 3. M. KopoTtkoB. — 3-¢ u3n., mepepad. u gon. — Mocksa: U3narensctBo FOpaiit,
2022. — 566 c. — (IIpodeccronansuoe oopazoBanue). — ISBN 978-5-534-08046-9.

3.2.2. OcHOBHBIE YJIEKTPOHHbIE U3TAHUSA

WBanoBa, 1. A. MeHe)KMEHT: yueOHUK U MMPAKTUKYM JUIS CPEHETO MPOeCcCHOHAIBLHOTO
oOpaszoBanusi / U. A. IBanoBa, A. M. CepreeB. — MockBa: M3znarensctBo HOpaiit, 2022. —
305 c.— (IIpodeccuonanbHoe obpazoBanue). — ISBN 978-5-9916-7906-0. — Tekcr:
NeKTpoHHBIH  //  OOpazoBarenbHas  matdopma  HOpaitr  [caiit]. —  URL:
https://urait.ru/bcode/471003.

Menemxment. [lpaktukym: ydeOHOoe mocoOue [uisi cpelHero mnpogecCHOHaTbHOrO
obpazoBanusi/ 10. B. Ky3nernoB [u np.]; mox pemakmueidr FO. B. Ky3nemoa. — Mockaa:
WznatenberBo FOpaiit, 2022. — 246 ¢. — (IIpodeccronanbaoe oopazoBanue). — ISBN 978-5-
534-02464-7. — Texcrt: anexTponHslii // O6pazoBatensHas miatdgopma FOpaiit [caiit]. — URL:
https://urait.ru/bcode/471002.
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MeHekMeHT:  y4eOHMK Ui CpeaHero  mpodeccHoHanbHOro  obpasoBaHus /
1O. B. Ky3ueuos [u ap.] ; nox penakmueit FO. B. Ky3nenoa. — Mocksa: U3narensctBo FOpaiir,

2022. — 448 c. — (Ilpodeccuonansuoe obpazoBanue). — ISBN 978-5-534-02995-6. — Texkcr:

amekTpoHHBIH  //  OOpaszoBarenpHass  muatdpopma  FOpaiitr  [caiit]. —  URL:
https://urait.ru/bcode/472002.
KopotkoB, DO.M. MeHemKMEHT: y4YeOHUK IS CpeaHero npodecCHOHAIBHOTO

obpazoBanus / 3. M. KopoTkoB. — 3-¢ u3., nepepad. u non. — Mocksa: U3gatenbctBo FOpaiir,
2022. — 566 c. — (IIpodeccuonanpHoe odpazoBanue). — ISBN 978-5-534-08046-9. — Tekcr:

SJICKTPOHHBIA  //
https://urait.ru/bcode/469833.

O6pazoBarenbHas

miatrpopma  FOpait

3.2.3. JlonoJiHUTEIbHbI€ HCTOYHUKM:
1. Bacosckwii, JI. E. Menemkment: yuebnoe mocodue / JI. E. bacoBckuid. - 2-¢ u3fm.,
nepepad. u gon. - Mocksa: UHOPA-M, 2019. - 256 c. - (Boiciiee oOpazoBanue: bakanaspuar).

[caiir]. —

URL:

2. Kopones, B. . OcHoBBI MeHEDKMEHTa: yueOHOe mocoOure / o pea. 1-pa 9KOH. HayK,

npod. B. 1. Koponera. — MockBa:Maructp: THOPA-M, 2022. — 624 c.

3. Menemxment: yueOHMK qs By3oB/ FHO.B.KysueuoB [u ap.]; mon pemaxiueit
FO.B.Ky3nenoBa. — Mocksa: M3aarensctBo FOpaiit, 2020. — 448c.

4. KOHTPOJIb 1 OHEHKA PE3YJIbTATOB OCBOEHMUSA

YYEBHO! JUCLUATLINHBI

PesyabTaTsl 00yyeHus

Kpurtepun onenkn

MeToanl OIEHKH

Hepeqeﬂb 3HaHI/Iﬁ, 0CBaAaMBACMbIX B paMKax JUCHUIIJIUHBI:

XapakTEepHbIEC YEPThI
COBPEMEHHOTO
MEHEI)KMEHTA;

(GYHKIIUU MEHEDKMEHTA,
CYIIHOCTb U OCHOBHBIE
3JIEMEHTHI INIAHUPOBAHUS;
CIOCOOBI MOTUBAIIUU K TPYAY
OpraHu3alMOHHBIE
CTPYKTYPHI yIIPaBICHUS,
OCHOBHBIE ITPUHILIUIIBI U
MMOAXOAbI K YIIPaBICHUIO
IMpoUECC NMPUHATHUA U
peanu3anuy yrpaBJIeHUECKUX
peleHuit

Ilepeyenb ymenuii,
OCBAaHBAaEMbIX B PAMKAaX
AUCUMILIUHBI:
ClIeZI0BaTh MPUHIIAIIAM
yIpaBJICHUS;

OLieHKa YCTHBIX OTBETOB, YUaIIUXCS:
OtMmetka "5" craBUTCS, €CIIA CTYACHT:
IIOJTHO M3JIaraeT U3y4eHHbINA
MaTtepuai;

0oOHapyXKUBaeT MOHUMaHUE
MaTtepuaia, MOXeT 000CHOBATh CBOU
CY>XJIeHUsI, IPUMEHUTh 3HAHUS Ha
MIPaKTUKE, PUBECTH HEOOXOTUMBIE
MIPUMEPHI HE TOIBKO MO0 YUYEOHHKY, HO
M CaMOCTOSTEILHO COCTaBJIEHHEIE;
M3JIaraeT MaTepual Mnociae10BaTeIbHO
Y TIPaBUJILHO C TOYKHU 3PEHUS HOPM
JUTEPATYPHOTO SA3bIKA.

OtMmetka "4" craBUTCS, €CIIA CTYACHT
Ja€T OTBET, YJOBIECTBOPSAIOUINNA TEM
e TpeOOBaHUSAM, UTO H JIJIsI OTMETKH
"5", Ho momyckaet 1-2 ommOKwH,
KOTOpBIE CaM K€ UCIPABIISET, U 1-2

NHnuBuayanbHbl U
(GbpoHTaNbHbIE
OIIPOCHI;

IIposepka
BBITIOJTHEHUSI
00y4aromuMucs
JIOMAITHUX 3aJIaHMi;
IIposBenenue
TEKYUIero,
pyOexKHOTO U
MIPOMEKYTOUHOTO
KOHTPOJISL.

Orenka
JIEATEIIbHOCTH
oOyyJaromierocs Bo
BpEMsI POBEICHUS
y4eOHBIX 3aHATHIA
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yIpaBIATh KOHPIUKTAMH U
cTpeccamu B MpoIiecce
npodeccnoHaTbEHOM
JeSTeIbHOCTH;

yCTaHaBJIMBATh KU3HEHHbBIC
ILJIAHBL;

O060CHOBaHHOCTH BBIOOpA
He00X0AUMO nHpOopMaUn
JUTSL BBITTOJTHEHHUS
npogecCHOHATBHBIX 3a]1ad,
poheCCHOHATLHOTO U
JMYHOCTHOTO PAa3BUTHSA;

PaGorathb B KOJIJICKTHBE U
KoMaHie, 3P (HEeKTUBHO
00IIAThCS ¢ KOJJICTaMH,
PYKOBOJICTBOM

Bbpatb Ha cebs
OTBETCTBEHHOCTH 3a paboTy
YJICHOB KOMaH/IbI
(MOYUHEHHBIX), pE3yJIbTaT
BBITIOJTHEHUS 3a/1aHUS

HCIIO‘-IéTa B MMOCJICA0BATCIIBHOCTHU U
SA3BIKOBOM O(bOpMJ'IeHI/II/I ns3jaracMoro.

Otmetka "3" cTaBUTCS, €CIIM CTYACHT
0OHapyXUBaeT 3HAHUE W IOHUMAaHHE
OCHOBHBIX IIOJIOKCHHMI TaHHOM TEMBI,
HO:

U3j1araeT MaTepHas HermoJHO U
JIOMyCKAaeT HETOYHOCTHU B
OIPE/ICTICHUY MTOHATHIA HITH
(bOpMyIIUPOBKE TPABUI;

HE yMEeT JOCTaTOYHO IIyOOKO U
JI0Ka3aTeIbHO 00OCHOBATH CBOM
CYK/ICHUS ¥ IPUBECTH CBOHU MPUMEPHI;

u3JaracT MaTepuall
HETIOCJIEZI0BATENILHO U JIOITYCKAeT
OIMOKH B S36IKOBOM O(hOPMIICHHH
U3J1araeMoro.

Otmertka "2" cTaBUTCS, €CIIU CTYJEHT
oOHapy>KUBaeT He3HaAHHE OOJbIIIeH
4aCTU COOTBETCTBYIOIIEH TEMBI
U3y4aeMoro Marepuania, J0InycKaeT
omuoOKH B HOpMyITUPOBKE
OIpe/IeIeHUuH U MPABUJI, HCKAXKAIOLIIE
WX CMBICT, O€CTIOPSA0YHO U
HEYBEPEHHO M3JlaraeT MaTepuall.
Otmerka ("5", "4", "3") moxer
CTaBUTHCS HE TOJBKO 32
eIMHOBPEMEHHBII OTBET (KOT/1a Ha
IPOBEPKY MOATOTOBKU YUEHUKA
OTBOJUTCS OIPENIETICHHOE BPEMS ), HO
U 32 paccpeloTOUYEHHBINH BO BPEMEHH,
T.€. 32 CyMMY OTBETOB, JaHHBIX
YYEHUKOM Ha MPOTSHKEHUU YPOKa
(BBIBOAMTCS MTOYPOUYHBIN 0all), mpu
YCIIOBUH, €CIIU B IPOLIECCE YPOKA HE
TOJIBKO 3aCTYIIUBAINCH OTBETHI
y4aIierocsi, Ho 1 OCyIeCTBIISIIach
MPOBEPKA €ro YMEHHSI TPUMEHSTh
3HaHUS Ha TPaKTUKE.

Kpurepuu onieHKH TeCTOB:

bonee 84%- ouenka 5

ot 71-83 %- onenka 4

ot 61-70% - onenka 3

Mmenee 60% - oreHka 2

IIpoBepka
BBIIIOJIHEHU S
00y4JarImuMucs
JIOMAIIHUX
3a1aHUI

TecToBble OIIPOCHI

3adeTHas pabota
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IIpunoxenne 2.9

k [IOII cnennanabHOCTH

46.02.01 JoxkymeHTAIIMOHHOE O0ecTeyeHne
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IPUMEPHAS PABOYAS ITIPOTPAMMA YUEBHOM JUCIUILINHBI

«OI1.03 TPO®ECCHUOHAJIBHASA OTUKA 1 OCHOBBI JEJTOBOI'O OBLIIEHUS»

2023 r.
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1. OBIIASI XAPAKTEPUCTHUKA IPUMEPHOM PABOYEN ITIPOI'PAMMBI
YYEBHOU JUCIHUATLIAHBI
«OI1.03 TIPOPECCHOHAJIBHASA OTUKA 1 OCHOBBI JEJIOBOI'O OBLLIEHUS»

1.1. MecTO TUCHMILIMHBI B CTPYKTYPe OCHOBHOI 00pa3oBaTe/IbHOM NMPOrpaMMbl:

VYuebnas nucuumuinHa «lIpodeccnoHanpHasi 3THKAa W OCHOBBI JICIOBOTO OOIICHUS

ABIIIETCS 0053aTEIBHON YacThi0 001IenpodeccnOHAIBHOTO IIUKIIa PUMEPHOI 00pa3oBaTeIbHON

OporpaMMbel B

COOTBETCTBHHU C

orocC  CIIO

o CIEIMAIBHOCTHU CIIO

46.02.01. JlokyMeHTalIMOHHOE OOeCIIeueHUE YIPABIICHUS K apXUBOBEICHUE.

Ocoboe 3HaueHWe TUCHMIUIMHA UMEET Npu (OPMHUPOBAHUU M PA3BUTHUH KOMIICTCHIIMA
OK 01, OK 02, OK 03, OK 04, OK 05, OK 06, OK 09.

1.2. He.]'lb H INIAHUPYEMBIC PE3YyJbTAThI OCBOCHUA IUCIHUIIJIMHBI:

B pamkax mporpammbl yuyeOHOM IUCHMIUIMHBI OOY4YalOIIMMUCS OCBAMBAIOTCS YMEHMS

Y 3HAHUS
Kon
Ymenust 3Hanus
IIK, OK
IIK 1.1, IIK 1.2, YCTaHaBJIUBATh U MOJICPKUBATH MpaBUJIa MPOBEACHUS JETOBBIX
IIK 1.3, IIK 1.4, KOMMYHHKAIUU B IIPOLIECCE AEIOBOr0 | IEPETOBOPOB;
I[IK 1.6 OOIIEHHSI ¢ TTIOMOIIBIO CPEICTB 9THKa JAETOBOTO OOIIEHUS;
OK 01, OK 02, MH(OPMALIMOHHBIX U IIpaBUjIa PEYEBOT0 ITUKETA;
OK 03, OK 04, KOMMYHUKAIIMOHHBIX TEXHOJIOTUI; MpaBUJIA MOJIICPHKAHUS U
OK 05, OK 06, CTJIa)KMBaTh KOH(DJIUKTHBIE U CIOXHBIE | PA3BUTHUS MEAXIMYHOCTHBIX
OK 09 CUTYAIMU MEXJIMIYHOCTHOTO OTHOIIICHUI;

B3aUMOJICHCTBUS;

coOJII01aTh CITyKEOHBIN STHUKET;
BCTpEYaTh NOCETUTENEH, MOITy4aTh
NEPBUYHYIO UHPOPMALIUIO O
MTOCETUTEIIAX,

CepBHUpOBAThH yaiiHbIe (KO(eitHbIE)
CTOJIBI B opuCe;

COTJIACOBBIBATh BCTPEUH U
MEPOTIPHUSTHS 1 BHOCUTH HH()OPMAITHIO
B IUTAHUPOBIIMK (OpraHaii3ep);
BBIOMPATH ONTHUMAJIBHBIE CITOCOObI
BHEIIIHEr0 ¥ BHYTPEHHETO
MH()OPMHUPOBAHHUS O TUIAHUPYEMBIX
MEPOTPHSATHSIX;

COTJIACOBBIBATH C MPUHUMAIOIIEH
CTOPOHOM MPOTOKOJ IJIAHUPYEMBIX

STUKET U OCHOBBI
MEXAYHApPOJAHOTO MPOTOKOJIA;
IpaBHJia CEPBUPOBKU YaHOTO
(xodeitHor0) CTONA
aKTyaJbHBII
po¢eCCUOHABHBIN U
COITMAJIbHBIN KOHTEKCT, B
KOTOPOM MPUXOIUTCS padoTaTh
Y )KWTh,

OCHOBHbBIE€ UCTOYHUKHU
uH(GOPMAIIUU U PECYPCHI JUIS
pelIeHus 3a1a4 u mpodyieM B
npohecCHOHATLHOM H/UITU
COIIMATbHOM KOHTEKCTE;
COZIEpKAHUE aKTYaJIbHOMN
HOPMaTHUBHO-TIPAaBOBOM
JIOKYMEHTAIUH;
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MEpPONPUATHIA U POPMHUPOBATH
IIpOorpaMMmy JI€JI0BOM MOE3/IKH;
OPTraHU30BBIBATH MPOLIECC MMOATOTOBKH
Y TIpOBeJICHHE KOH(DEPEHTHOTO
MEpPONPUATHS UHIUBUTYaIbHO U B
cocTtaBe paboueil rpymmsl;

COOJIIOIaTh STUKET U OCHOBBI
MEXyHapOAHOI'O IPOTOKOJIA;
BJIAJICTh aKTyaJbHBIMU METOJIaMH
paboTeI B TpohecCHOHATEHOM U
CMEXHBIX chepax;

OTIpeNIeNIATh HEOOXOIUMBbIE HCTOUHUKHU
nH(popMauu,

OIIpeNIeNIATh aKTYalbHOCTb
HOPMAaTHBHO-IIPABOBOM JJOKYMEHTALIUH
B IPO(eCCHOHATIBHOMN 1€ TEbHOCTH;
OIIpeJIeNIATh U BHICTPAUBATh
TPAEKTOPUH NPOPECCUOHAIBHOTO
pa3BUTHS U caMO0OOpa30BaHuUs
OpPTaHU30BBIBATH PAOOTY KOJUIEKTHUBA U
KOMaH/IbI;

B3aMMO/IEHCTBOBATh C KOJIJIETaMH,
PYKOBOJICTBOM, KIIMEHTaMHU B X0/1€
poeCCUOHATILHOMN 1eATEIbHOCTH;
IpPaMOTHO U3JaraTb CBOM MBICIIH;
MPOSIBIISITH TOJIEPAHTHOCTH B pabodyeM
KOJIJICKTHBE;

OIMCHIBATh 3HAYNMOCTh CBOEH
npodeccuu (CIeuanbHOCTH);
MIPUMEHSATh CTaHIaPThI
AHTUKOPPYILIMOHHOTO MOBEJICHHUS.

IICHXOJIOTHYECKHIE OCHOBBI
JICSTCIIbHOCTH KOJUIEKTHBA,
IICUXOJIOTHYCCKHUE
0COOEHHOCTH JTUYHOCTH;
0COOEHHOCTH COLIMAIBHOIO U
KyJIBTYPHOT'O KOHTCKCTA,
CYIIHOCTb I'PaXTaHCKO-
HNaTPUOTHYCCKOH TTO3HIINH,
00IIeYCITIOBEUCCKUX
IICHHOCTCIH;

3HAYUMOCTD
po(hecCuOHATLHOM
JESATCIILHOCTH I10 PO ECCHH
(cnenuanbHOCTH);

CTaHIapPThI
AHTUKOPPYIIIUOHHOTO
MOBEACHUS U TIOCIIEACTBUS €r0
HapyIICHHS
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2. CTPYKTYPA U COJAEP)KAHUE YUYEBHOM JUCIUILIAHBI

2.1. O0beM yueOHOI JMCHMIIJIMHBI M BUABI Y4eOHOH padoThl

Buj yueOHoi1 padoThl

O0BeM B yacax

O0beM 00pa3oBaTeIbHON MPOrpaMMbl Y4eOHON TUCHHUIIIMHBI 34
B T.4. B (hopMe NPAKTHYECKOH NOAT0TOBKHU 10
BT. 4.

TEOPETUUECKOE 00yUueHue 24
MPAKTUYECKHUE 3aHITUS 10

Camocmosimenvras pa6oma 4

HpOMe)KYTOqHaH aTTcCTanuusa

4 CamocTosTenpHas paboTa B paMKax 00pa30BaTelbHON IPOrpaMMBI IUTAHUPYETCA 00pa30BaTeNIbHOM oOpraHu3ayei
B cootBeTcTBHM ¢ TpeboBanusmMu ®I'OC CIIO B mpenenax obbeMa y4eOHOW AMCIUIUIMHBI B KOJIMYECTBE YACOB,

HEOOXOMUMOM JUIS BBITIONHEHHWS 3JaHAld  CaMOCTOSTENLHOW paboThl  00ydaromuxcs,

TEMATUYCCKUM IUIAHOM U COACPIKAHUEM yqe6H0171 JUCHOUITITHHBI.

MIPEyCMOTPEHHBIX

241



2.2. TemaTn4eckuii IJIaH U co/iep:KaHue y4eOHOH AUCHHMIINHBI

Koasbl
O0bem, akaj. .
KOMIIeTeHIHii,
4./ B TOM
¢dopmupoBanmnio
HaumenoBanue Conep:xanue ydye0HOro marepuasa u GopmMbl OPraHu3auM JAesiTeJIbHOCTH yuciie B popme
. KOTOPbIX
pa3/1esi0B U TeM o0yyaromuxcst NPaKTHYeCKOMH P
Crocoo0cTByeT
NMOAr0OTOBKH,
3JIeMEeHT
aKaj. 4.
NPorpamMmMbl
Paznea 1. [lpodeccuonanbHasi ITUKA U 1eJI0BOM ITHKET 22/4
Tema 1. Coaep:xxanue yueOHOro MaTepuaJia 8 OK 01, OK 02,
OK 03, OK 04,
IIpodeccnonanbuas | 1. OyHKIMH, POJIb U MECTO STUKH B CUCTEME HAYK, B KYJIbTYPE YEJIOBEUECTRA. OK 05. OK 06
b b
ITHKA: CYIIHOCTb, I'yMaHucTHYECKOE COAEPIKAHUE MOPAJIM U HPABCTBEHHOCTH. OK 09
OCHOBHBIE
KATEropHH, reHesmc 2. [IpodeccronanbHas 3THKa Kak BhIpaskeHHUE HPABCTBEHHOTO MPOTpecca YeIOBEUYECTBRa,
u iaccndukamus | KK OCO3HAHHE KYJITYPHO-TyMAHUCTHYECKOrO Ha3HAUCHs npodeccuu. YcnoBus 6
BHIIOB BO3HUKHOBEHHS, UCTOPHUECKOE pa3BUTHE U cneludpuka npodeccuoHaabHON MOpanu
3. Kareropuu npodeccrnoHanbHON MOpally U 3TUKH.
4. DTuKa rocyJapCTBEHHOT'O CITY>KalIETo.
B ToM 4nciie NpaKTHYeCKUX U JJA00PATOPHBIX 3aHATHIA 2
[IpakTuueckoe 3ansatue 1. [IpaBoBas 1 aTHUECKas perJaMeHTalus CIIyKeOHOTO TOBEICHUS 5
rOCyJapCTBEHHBIX CIY KallUX.
Tema 2 Coaeprxanue yueOHOro MaTepuasa 8
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ITrukeT U UMUK B | 1. [ToHsTHEe 0 KynbType noBeaeHus u dTHKeTe. [ [puHIMIbI, (yHKINN, BUIBI STHKETA. OK 01, OK 04,
npogeccnoHaIbLHOM OK 05, OK 06,
KYJIbTYpE JIHYHOCTH KonkpetHsbie ¢GopMbl IPOSIBICHUS STUKETA: STUKET IPUBETCTBUS, IPEACTABICHUS, OK 09
oOpaleHus; TOBEJeHNE B OQUITHATIBHBIX YUPESKACHUAX U OOIIECTBEHHBIX MECTaX. 6
K 1.1, IIK 1.2,
3. DcreTuka BHeNIHero oonuka. UMUK crenuaimcTa, ero 3JIeMEHThI, COCTABIISAIONINE K 1.4
Ka)K70ro 1eMeHTa. OCHOBHBIE BUJIBI IPECC-KOJA.
B TOM uMciIe NIpaKTHYECKUX U J1A00PATOPHBIX 3aHATHI 2
[IpakTnueckoe 3anarue 2. Busutnas kaprouka. [IpaBuna opopmiieHrs u UCIOIb30BaAHUS. 2
Tema 3 Conep:xxanue yueOHOro MaTepuaJia 6 OK 01, OK 02,
. OK 04, OK 05,
JenoBoii nporoko | 1. OCHOBBI MEXIyHAPOJHOTO POTOKOJIA M ATHKETa. [ ocynapcTBeHHOE, Cy)eOHOoe U OK 06. OK 09
MIPOTOKOJILHOE CTapIINHCTBO.
6 IK 1.2, 1IK 1.3,
2. [IpaBuna opranu3anuy 1 MpoBeICHUs AEIOBBIX IEPETOBOPOB U IPYTUX MPOTOKOJIBbHBIX K 1.4. TIK 1.6
MeponpusTiidi. Opunmansabie puéMel. Buasl npuéMoB. CTONOBBIN 3THKET.
Paznea 2. OcHOBBI 1€J10BOT0 001IEHUS 12/6
Tema 4 Coaep:xaHue yueOHOro MaTepuaJia 8 OK 01, OK 02,
OK 04, OK 05,
JdTHYecKHe HOpMbI | 1. OOmieHne B cHCTEME MEKITMIHOCTHBIX M OOIIECTBEHHBIX OTHOIIEHUH. ConnaabHas poib. OK 06. OK 09
AeJIOBOM Knaccudukanusa odmenus. Bunpl, pynkunn odmenus. CTpykTypa U cpeicTBa 0OIIEeHusI.
KOMMYHHU KA 4 IIK 1.1, IIK 1.2,
2. O01IeHre Kak BOCIPHUITHE JTFOABMHE JIPYT JIpyra (MepuenTuBHas cropoHa). [lonsTre K 1.3. TIK 1.4

COI.[I/IHJ'II;HOI?I IS (00070508 q)aKTOpI)I, OKa3bIBarOIIEC BIUAHUEC HA BOCIIPUATHE.
Ilcuxonormueckue MEXaHU3MBbI BOCITpHATHUA.
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3. O0uieHne Kak B3auMoJieicTBUE (MHTEpaKTUBHAs CTOPOHA). THIIBI B3aUMOACHCTBUS:
Koonepanus U KOHKypeHuus. [lo3unnn B3auMoAeicTBUsA B pycCile TPAHCAKTHOIO aHAJIU3a.
B3anmopencTere kak opraHu3anysi COBMECTHOM JIE€ATEIbHOCTH.

OO6menue kak 00MeH nHpopManuei (KOMMyHUKAaTUBHASI CTOpOHA). OCHOBHBIE DJIEMEHTHI
KOMMYHHKaIu. BepOanbHas koMMyHHKaIs. KOMMyHUKAaTUBHBIE Oapbephl.
HesepbanbHas koMMyHUKanwsi. Bujibl, IpaBuiia 1 TEXHUKH CIyIIaHus. TOIEpaHTHOCTh KaK
CPE/CTBO MOBBIIICHUS YPPEKTUBHOTO 00IIeH . [ pyIoBoe MpuHITHE PEIICHUH.

B ToMm 4unciie npakTHYeCKUX U JJA00PATOPHBIX 3aHATHI 4

[IpakTuueckoe 3anatue 3. AHaNNU3 NPAKTUYECKUX CUTYalUMH yIPaBIECHYECKON ITUKH. 2

[IpakTuueckoe 3anstue 4. Dopmbl AEIOBOT0 OOIICHHS M UX XapaKTEPUCTUKH. JemoBast

6ecena. [IpaBua Benenus O6ecenpl. POpMBI TOCTAHOBKU BOMpocoB. [Icuxonmornueckue 2

0COOEHHOCTH BEJIEHUS JENOBBIX IUCKYCCUI U MyOJUYHBIX BBHICTYIIJICHUM
Tema § Coaepixanue yueOHOro MaTepuasa 4 OK 01, OK 04,

OK 05, OK 06,

KoH(puaukTsI 1 1. KoH}uKT, ero CylHOCTh U OCHOBHBIE XapaKTEPUCTHKU OK 09
CIOCo0bI UX )
NpeaynpeKIeHus i 2. OcoOGeHHOCTH AMOIIMOHAIBHOTO pearupoBaHus B KoH(paukTax. [IpaBuia noBeaeHus B TIK 1.1, TIK 1.2,
paspemenus KoH(paMKTax. BiusHue TonepaHTHOCTH Ha pa3pelieHne KOHQIUKTHON CUTyaluu. K 1.4

B ToM 4nciie NpakTHYECKUX U JJA00PATOPHBIX 3aHATHI 2

[IpakTuyeckoe 3aHsATHE 5. AHATN3 TPOU3BOJICTBEHHBIX KOH(DIMKTOB U COCTABICHHUE 5

aJITOPUTMA BBIXO/A U3 KOHQIIMKTHOW CUTYaIHUH.
IIpomexyTouyHas aTTecTanusA
Bceero: 34
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3. YCJIOBHUA PEAJIM3AIIMA YYEBHOW TUCHUTIIUHBI

3.1. Ans peanu3anuu mporpamMMbl y4eOHON JUCHUIUIMHBI JOJDKHBI OBITH PEAYCMOTPEHBI
CJICAYIOUIHE CIeHaIbHbIe TOMEIICHUS:

Kabuner «IIpodeccronanpHasi 3THKA 1 OCHOBBI JA€JI0BOTO OOLICHUS», OCHALICHHBIH:

obopyoBaHuEeM: pabO4Yue CTON M CTYJ MO KOJMYECTBY OOydJaromuxcs, pabodee mMecTo
IpernoaaBaTes;

TEXHUYECKHMHU CPEJCTBAMH OOYYEHHsI: TIEPCOHAIBHBIA KOMIIBIOTED, IPUHTEP, IPOEKTOP,
MHTEPAaKTUBHAS IIPUCTABKA K JOCKE MM MHTEPAKTUBHAS JOCKA.

3.2. UnpopMmanoHHoOe obecnedeHre peain3aluu NPorpaMmbl

Jis peanmuzanuu MPOrpaMMbl OMONMHOTEYHBINH (QOHI 00pa3oBaTENbHON OpraHU3alud
JIOJDKEH MMETD TeYaTHBIC W/UJIH 3JICKTPOHHBIE 00pa3oBaTelbHbIe M HHPOPMAITMOHHBIE PECYPCHI,
JUISL UCTIONb30BaHUs B 00pazoBarenbHOM mporiecce. [Ipu hopmupoBanuu 6ubauoTednoro Gpouaa
o0pa3oBaTenbHOIl OpraHu3alnuell BHIOMpPAETCs HE MEHEEe OJIHOTO U3JaHUS U3 MEepeUHCICHHBIX
HUKE TEeYaTHBIX U3JaHUM M (WJIM) 2JIEKTPOHHBIX W3/IaHUN B KaueCTBE OCHOBHOIO, MPH 3TOM
CIIUCOK, MOKET OBITh JOIMOJIHEH HOBBIMU M3JaHUSIMH.

3.2.1. OcHoBHbIE MeYATHLIE U3AAHUSA

1. Cob6onbarkoB, B. B. DTHka 1 ricuxoiorus Ae10BOTro 001IeHus : yueOHoe nmocoodue
UL cpefHero mpodeccuoHanbHoro odpaszosanusi / B. B. CobonpaukoB, H. A. KocteHko ; 1o
penakmueii B. B. CobonpauKOBa. — 2-¢ U371, mepepad. u gon. — Mocksa: M3natenscrBo FOpaiiT,
2022. — 202 c. — (IIpoceccuonansHoe oopazoBanue). — ISBN 978-5-534-06957-0.

2. Ckubunkas, U. FO. JlenoBoe oOmieHue: y4yeOHMK M MPAKTUKYM IS CPEIHEro
npodeccuonanbHoro  obpazoBanus /  W. FO. Ckubunkas, 3. I. Ckubuukuil. — Mocksa:
NznarensctBo FOpaiit, 2022. — 247 c. — (IIpodeccuonansnoe odpazosanue). — ISBN 978-5-
534-09063-5.

3. KepnakoBa, M. b. [lenoBoe oOmieHue: y4eOHHUK W TPAKTUKYM JJI CPEIHETO
npodeccuonanpHoro  oopaszoBanusi/ M. b. Kepnakosa, U. A. PymsnneBa. — Mockaa:
WznatenberBo FOpaiit, 2022. — 370 ¢. — (IIpodeccronanbaoe obpazoBanue). — ISBN 978-5-
534-07978-4.

4. Ponpiruna, H. }O. OTuka nenoBbIX OTHOIIEHWH: y4eOHMK M TPAKTUKYyM IS
cpennero mpodeccuonanbHoro obpazoBanusi/ H. FO. Pompiruna. — MockBa: M3marenscTBoO
FOpaiir, 2022. — 431 c. — (IIpodeccuonansHoe obpazoBanue). — ISBN 978-5-534-11048-7.

3.2.2. OcHOBHBIE YJIEKTPOHHbIE U3TAHUSA
1. Cob6onbanKO0B, B. B. DTHKa 1 1icuxo0JiorHs AeI0BOTO 00IIeHUs : yueOHOoe mocodue
s cpennero mpodeccuonanbHoro obpazosanus / B. B. Co6onbankoB, H. A. Koctenko ; moxg
penakmueit B. B. CobonbHUKOBa. — 2-€ H311., Tepepad. u jon. — Mocksa: M3natensctBo HOpaiit,
2022. — 202 c. — (IIpodeccuonanproe oopazoBanue). — ISBN 978-5-534-06957-0. — Tekcr:

NeKTpoHHBIH  //  OOpazoBarenbHas  matgopma  FOpaiir  [caiit]. —  URL:
https://urait.ru/bcode/474165.

2. Ckubunkas, U. FO. JlenoBoe oOmeHue: y4eOHMK M TPAKTUKYM IS CPEIHETrO
npodeccuonaibHoro  obpazoBanus /  W. FO. Ckubunkas, 3. I. Ckubuikmii. — MockBsa:

MznarensctBo HOpaiit, 2022. — 247 ¢. — (IIpodeccuonanproe odbpazoanue). — ISBN 978-5-
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534-09063-5. — Texkcr: anmexTponHsblit / ObpazoBarenbHas miaTdopma FOpait [caiit]. — URL:
https://urait.ru/bcode/474137.

3. XKepunakoa, M. b. [lenoBoe oOmieHue: y4eOHHK W TMPAKTUKYM IS CPEIHETO
npodeccuonanbHoro  obpasosanusi/ M. b. Kepnakoa, U. A. PymsaueBa. —  Mockaa:
WznatensctBo FOpaiit, 2022. — 370 ¢. — (IIpodeccuonansuoe obpazoBanue). — ISBN 978-5-
534-07978-4. — Texcr: anmexkTponHbIi // ObpazoBarenbHas mwiardopma FOpait [caiit]. — URL:
https://urait.ru/bcode/474773.

4, Ponpirnna, H. FO. DTuka nenoBbIX OTHOIIEHWH: YYEOHMK W TPAKTUKYM JUIS
cpennero mnpodeccuonanbHoro odpaszopanusi/ H. IO. PompirmHa. — MockBa: M3parenbcTBo
FOpaiir, 2022. — 431 c. — (IIpodeccronansnoe oopazoBanue). — ISBN 978-5-534-11048-7. —
Tekct: oanmekrponnbii  //  OOpasoBatenbHas 1argopma FOpaiit  [caiit]. —  URL:
https://urait.ru/bcode/477850.

3.2.3. JlonoJiHUTEIbHbIE HCTOYHHKH:

1.  Pynenko, A.M. [IpodeccronanbHas 3THKa U TMCUXOJOTHUS JIEIOBOTO OOIIEHUS:
yueOHuk / Pynenko A.M., nox pen., Cambirua C.M. — Mocksa: KnoPyc, 2022. — 232 c.

2. CobonpHrKOB, B. B. DTHKa 1 icuxoorus AenoBoro ooieHus : yuebHoe mocobue
TSt cpeaero npodeccrnonanbHoro obpasosanus / B. B. CobonbaukoB, H. A. Kocrenko ; mon
penakmueii B. B. CobonbHUKOBa. — 2-¢ U311, mepepad. u gorn. — Mocksa : U3gatensctBo FOpaiiT,
2022. — 202 c.

3. Komesas, U. I1. IlpodeccnonanpHas STUKA U TICUXOJIOTHS JIEIOBOTO OOIICHHS :
yuebHoe nocobue / N.I1. Komesas, A.A. Kanke. — Mocksa : @OPYM : UHOPA-M, 2022. —
304 c.

4.  Tlcuxomnorus oOuieHus: y4eOHUK U IPAKTUKYM JUIs CPEAHEro Npo(ecCHOHAIBHOTO
obpazoBanus boposnuna I'.B., KopmuoBa H.A.; mon obmieit penakuueit boposaunoit I'.B. M.:
N3znarensctBo FOpaiit, 2022. — 463 c. — ISBN 978-5-534-00753-4. — TekcT: 31eKTpOHHBIH //
OBC IOpaiir [caiit]. — URL.: https://urait.ru/bcode/469702

5. IlemamoBa, I'M. OcCHOBBl 3THKM M TICUXOJOTMU HPOdHecCHOHATBLHON
nestenbHocTH:  OYMK  (35eKTpoHHBIH — y4eOHO-METOAMYECKUH  KOMIUIEKC) /Y POBEHb
obpazoanus: [Ipodeccun cpeanero npodeccruonanbHOro oopazoBanus/, Mocksa: 3parenbcTBo
Axanemus, 2022

6.  UYepnsbimosa, JI. M. [lcuxonorust o0ImeHus: 3TUKA, KyJIbTypa U 3THKET JEJIOBOIO
oOmieHusi: ydyeOHoe mocoOue s cpenHero mnpodeccuoHanbHoro obpasosanus / JI. W
YepubimoBa. — Mocka: WznarensctBo FOpaiit, 2022. — 161 c. — (Ilpodeccuonanbhoe
obpazoBanue). — ISBN 978-5-534-10547-6. — Texkcr: anexrponnsiii // DBC FOpaiit [caiT]. —
URL.: https://urait.ru/bcode/475816
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4. KOHTPOJIb U OHEHKA PE3YJIbTATOB OCBOEHMUSA

YYEBHOU JUCIHUATLIAHBI

Pe3yabTarsl 00y4yeHus

Kpurepun oueHku

MeTtoabl OlIEeHKH

Hepeqeﬂb 3HaHHﬁ, O0CBAUBACMbIX B paMKax JUCHHUIIJIHHBI

OCHOBBI JICJIOBOM ATHKH,
ATUKETA ¥ KYJIbTYPHI JICJIOBOTO
0OIIICHUS,

0COOCHHOCTH
npodeccHnoHaTEHOM ATUKU
CITy>KaIlluX TOCYAaPCTBEHHBIX
1 UHBIX
OpTraHU3aIMOHHO-TTPABOBBIX
bopM yupeKICHUN 1
OpraHu3aIui;

B3aUMOCBSI3b OOIICHUS

U JICATCIbHOCTH,

1esu, QyHKIUH, BUIBI U
yYPOBHH OOIICHUS;

TEXHHUKH U MPUEMBI OOIIICHUS,
MIpaBWJIA CITYIIIAHUS, BEJICHUS
Oecenpl, yOexKICHHUS,
ATUYECKHE MTPUHITUITHI
00IIeHMST,

WCTOYHUKH, TIPUYUHBI, BUJIBI U
COCOOBI pa3pereHus
KOH(JIUKTOB.

MIPUEMBI CAMOPETYJISAIINN B
TpoIriecce OOIICHHS

«OTIMYHOY - TEOPETUUECKOE
CoJIepKaHue Kypca OCBOCHO
MOJTHOCTBIO, 06€3 TIPo0eoB,
yMEHHS C(POPMHUPOBAHBI, BCE
MPEyCMOTPEHHBIE MPOTrPaMMOi
ydeOHbIC 33]JaHHS BBIITOJHCHBI,
Ka4yeCTBO UX BBIIOJHEHHUS
OIICHCHO BBICOKO.

«XOpoII0» - TCOPETUIECKOE
CoJIepKaHuE Kypca OCBOCHO
MOJTHOCTBIO, 6€3 Ipo0eoB,
HEKOTOPbIC YMEHUS
c(hOpMHUPOBAHBI HEJIOCTATOYHO,
BCE IIPEyCMOTPCHHBIE
MIPOrpaMMOl y4eOHbIC 3aTaHUS
BBITIOJTHEHBI, HEKOTOPHIC BUIBI
3aJaHM# BBIMOJHEHEI C
OIIMOKAMHM.

«Y IOBIETBOPUTEIBHO -
TEOPETUUECKOE COJIEpKaHNe
Kypca OCBOCHO YaCTUYHO, HO
poOeIbl HE HOCAT
CYLIECTBEHHOI'O XapakTepa,
HE00X0/IMMBbIE YMEHUS paboThI C
OCBOECHHBIM MaTepHaJiOM B
OCHOBHOM C()OPMUPOBAHBI,
OOJIBIITMHCTBO MPETyCMOTPEHHBIX
porpaMMoii o0yueHus: yueOHbIX
3aJJaHHiA BHITTIOJIHEHO, HEKOTOPHIE
13 BBITOJIHEHHBIX 33 JaHAN
COJIEp>KaT OLTHOKHU.

«HeynoBneTBOpUTEIHHOY -
TEOPETUIECKOE CO/IePIKaHNE
Kypca He 0CBOEHO, He00X0/IUMbIe
yMeHHS He c(pOpMHUPOBaHBI,
BBINOJIHEHHBIE Y4eOHbIE 3a1aHUs
CoJIepKaT rpyObIe OMUOKH.

YCTHBIA WJIA TECTOBBII
KOHTPOJIb TEOPETH-
YECKUX 3HAHUM;
OLICHKA Pe3yJIbTaTOB
BBITIOJIHECHUS TIPAKTHU-
YeCKOH padoThI;
aHaJIM3 U OLICHKA
pelieHni mpoOIeMHBIX
CUTYyaLUM.

3aIuTa
CaMOCTOSITEJIBHOM
paboTHI;

JIEJIOBBIE UT'PHI.

Hepeqem, yMeHHﬁ, 0CBaAaMBACMbIX B paMKaxX TUCHUIIJIHHBI
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cobmro1aTh TpeOOBaHUS
podecCHOHATbHOM TUKH U
COBPEMEHHOT'O ITHKETA;

COOJTFOIATh MTPOTOKOJI JAETIOBBIX

BCTPEY U 3THUKET C yUETOM
HAIIMOHAIbHBIX U
KOPIOPaTHBHBIX
0COOCHHOCTEM;

OpPTraHHU30BBIBATH JCIIOBBIC
Oecenpl, COBEIIAHUA U
MIEPETOBOPBL;

peaT30BbIBATH IPUHIIUIIBI
3¢ PEeKTUBHOTO J1ETTOBOTO
00IIIeHN;

MPUMCHSTh TEXHHUKY U
npueMbl 3P HEKTHBHOTO
0o0LIeH S B
npodeCCUOHATLHON
NS TeIIbHOCTH;

UCIIOJIb30BATh TIPUEMBI
CaMOPETYJISIINH TTOBEICHUS B
MPOLIeCCe MEKIMYHOCTHOTO
OOIIeHHUS.

«OTIUYIHOY - TCOPETHUECKOE
CoJIep)KaHue Kypca OCBOCHO
MOJTHOCTBIO, 06€3 TIpo0eoB,
yMEHHS ¢(POPMHUPOBAHBI, BCE
MIPEyCMOTPEHHBIE IPOTrPaMMOK
ydeOHbIC 3aJaHUs BBIITOJIHCHBI,
KA4eCTBO UX BBIITOJIHCHHS
OIICHCHO BBICOKO.

«XO0poII0» - TCOPETUIECKOE
CoJIep)KaHue Kypca OCBOCHO
MOJTHOCTBIO, O6€3 Tpo0eroB,
HEKOTOPBIC YMCHHUS
c(hOpMHUPOBAHBI HEIOCTATOYHO,
BCE TIPEyCMOTPCHHBIE
MIPOrpaMMOl ydeOHbIC 3aTaHUS
BBIIIOJIHEHBI, HEKOTOPBIC BUIBI
3a1aHM# BBIMOJHEHEI C
OIIMOKAMH.

«Y IOBIIETBOPUTEIBHO -
TEOPETUUECKOE COJIEpKaHNe
Kypca OCBOEHO YaCTUYHO, HO
MpOOEIbI HE HOCST
CYLIECTBEHHOI'O XapakTepa,
HE00X0/IMMBbIe YMEHUS paboThI C
OCBOECHHBIM MaTepHaJiOM B
OCHOBHOM C()OPMHPOBAHBI,
OOJIBIITMHCTBO MPETyCMOTPEHHBIX
porpaMMoii o0yueHus: yueOHbIX
3aJJaHHid BHITIOJIHEHO, HEKOTOPHIE
U3 BBINOJIHEHHBIX 33 JaHUN
COJIep>KaT OLTNOKHU.

«HeynoBreTBOpUTETHHOY -
TEOPETUIECKOE COIePIKaHNE
Kypca He 0CBOEHO, He00X0/IUMbIe
yMeHHS He c(pOpMHUPOBaHBI,
BBINOJIHEHHbIE Y4eOHbIE 3a1aHUs
coJiepKaT rpyObIe OMUOKH.

OLIEHKA pe3yJbTaToOB
BBITIOJTHEHUS
MIPAKTUYECKON paboThI;

JIEJTIOBBIE UTPHI.

3auét/
muddepeHIpoBaHHbII
3ay4er.
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IIpuiaoxenne 2.10

k [IOII cnennanabHOCTH

46.02.01 JoxkymeHTAIIMOHHOE O0ecTeyeHne
ylpaBJieHHs U apXUBOBe/leHUe

IPUMEPHAS PABOYAS ITIPOTPAMMA YUEBHOM JUCIUILINHBI

«OIN1.04 IIPABOBBIE OCHOBBI TIPO®ECCHOHAJILHOM JEATEJIBHOCTN»

2023 r.
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COJEPKAHUE

. OBIIASI XAPAKTEPUCTHUKA IIPUMEPHOM PABOYEN
MPOT'PAMMBI YYEFHOU JUCIHUTLIAHBI

. CTPYKTYPA U COJIEP’)KAHUE YYEBHOM
TACIATLITAHBI

. YCJIOBHUA PEAJIN3AIIMA YYEFHOM JUCITATLIIAHBI

. KOHTPOJIb 1 OHEHKA PE3YJIbTATOB OCBOEHU

YYEBHOM JUCLHUIIIAHBI
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1. OBILIASI XAPAKTEPUCTUKA TPUMEPHOM PABOYEN ITPOT'PAMMBI
YYEBHOU JUCIHUATLIAHBI
«OI1.04 IIPABOBBIE OCHOBBI TIPO®ECCHOHAJILHON JEATEJIBHOCTH»

1.1. MecTO TUCHMILIMHBI B CTPYKTYPe OCHOBHOI 00pa3oBaTe/IbHOM NMPOrpaMMBbl:

VYuebnas qucuuruinHa «IIpaBoBeie OCHOBBI TPOGECCHOHATBLHOMN AEATEIBHOCTI SBISETCS
00s3aTeNnbHOM  YacThio  00LIEeNpO(eCcCHOHAIBPHOTO IMKIA MPUMEPHON  00pazoBaTeNIbHON
nporpammel B coorBeTcTBUM ¢ PI'OC CIIO no cnenumansHocty 46.02.01 JlokymeHTannoHHoe

obecneyeHne YHpaBJICHUA U apXUBOBCICHUC.

Ocoboe 3HaueHHe OUCHUIUIMHA UMEET Hpu (OPMHPOBAHUU M PA3BUTHH KOMIIETEHIUH
OK 01, OK 02, OK 03, OK 06.

1.2. I_Ie.]'lb H INIAHUPYEMBIC PE3YyJbTAThI 0CBOCHUA TUCIHUIIINHBI

B paMKax IIPpOIrpaMMbI y‘le6H0ﬁ AUCHUITIIMHBI O6y‘laIOIHI/IMI/ICH OCBanBAarOTCs YMCHUA

Y 3HAHUS
Kon
1K, OK Ymenust 3Hanus
OK 01 OIpPEAEIATh aKTyaJIbHOCTb coJIep’KaHue aKTyaJIbHOM HOPMaTUBHO-
OK 02 HOPMAaTUBHO-TIPAaBOBOM PaBOBOM JTOKYMEHTAIIHH;
OK 03 NOKYMCHTaIlNN B CTaHAAPThl AHTUKOPPYHLHOHHOIO IOBEACHUS U
OK 06 npodeccHoHanbHON MOCJIECTBUSA €0 HApYILIECHUS;
K 1.7. ACATCIILHOCTH, HOpPMaTHBHEIE ITPAaBOBbIE aKThl Poccuiickoii
MK 1.8, MCII0JIb30BATh ITPABOBYTO ®enepannu B chepe MHPOPMAITMOHHBIX U
K 1.9 MH(POPMALHIO B 5 KOMMYHUKAIMOHHBIX TEXHOJIOTUH;
o npogeccHonanbHoi HOpPMATHBHbIE IPABOBBIE AKTHI POCCHIICKOI
EE ;; ACATCIBHOCTH, denepanyu 1o 3amumTe MHGOPMAIUK U PaboTe

3alUIATh CBOM IIPaBa B
COOTBETCTBUH C TPYIOBBIM
3aKOHOJIaTEILCTBOM;
OPUMEHSTh CTaHIapThI
AHTUKOPPYILIUOHHOTO
MIOBEJICHUS;

NPUHUMATh MEPHI 110
COXPaHEHHIO
KOH(HICHIIMATHHON
uH(popMalnu B Xoje npuéma
MMOCETHUTEIICH;

o0ecreunBaTh COXPaHHOCTh
MEPCOHAIBHBIX JTaHHBIX
pPabOTHUKOB.

¢ 0OpallleHUsIMH I'paX/iaH;

HOPMAaTHUBHBIE PABOBbIE aKThl Poccuiickon
®eneparun B chepe HHPOPMALMOHHOM
0e30IacCHOCTH;

TpeOOBaHUS OXPaHbI TPY/A;

HOPMAaTHBHBIE IPaBOBbIE aKThl Poccuiickon
®denepanuu B chepe Opranu3aiuu JIeJI0BOr
MIOE3/IKHU;

HOPMaTHUBHBIE ITPABOBbIE aKThl Poccuiickon
®enepannu B chepe nHPopMaIuy;
HOPMAaTHUBHBIE MPABOBBIE aKThl Poccuiickon
®eneparyn B cepe AeT0MPOU3BOICTBA;
HOPMAaTHUBHBIE MPABOBBIE aKThl Poccuiickon
denepannu B chepe TpyAOBBIX OTHOLICHHI;
JIOKaJIbHbIE HOPMATUBHBIE AKTHI,
perlaMeHTHPYIOIINE TPYAOBbIE OTHOIICHHS;

HOPMAaTHBHBIE PAaBOBbIE aKThl Poccuiickon
®denepanyn B chepe apXUBHOTO JIeNa;
HOpPMAaTHBHBIE MTPABOBBIEC aKThl Poccuiickoi
Denepanyu B 00J1aCTH KOHPHUICHIIUATHHON
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nHGOpPMAIIUU 1 3aLUTHI IEPCOHATBHBIX
JAHHBIX.

2. CTPYKTYPA Y COAEP)KAHUE YUEBHOM TUCIIUILINHBI

2.1. O0beM y4eOHOM TMCHUIIMHBI U BUAbI Y4eOHO# padoThl

Bupa yueOHoii padboThI O0bem B yacax
O0Bem o0pa3zoBaTeIbHON TPOrpaMMbl YICOHON JUCITATIIUHBI 70

B T.4. B JopMe MPaKTUUECKON MOATOTOBKH 20

BT. U.:

TEOpEeTUIEeCKoe 00ydeHUe 50
PAKTUYECKUE 3aHSTUS 20
Camocmosmenvhas paboma *°

[TpoMexxyTouHast aTTecTalus

4 CamocTosTenpHas paboTa B paMKax 00pa30BaTelbHOM IPOrpaMMBbl IIIAHUPYETC 00pa30BaTeIbHON OpraHu3anuei
B cootBeTcTBUM ¢ TpeboBaHusmMu ®I'OC CIIO B mpenenax obbema y4eOHOW AMCIUIUIMHBI B KOJIMYECTBE YACOB,
HEOOXOAMMOM JJisl BBIIOJIHEHMS 3aJaHUil  CaMOCTOSITENbHON pPabOThl OOYYarOIUXCsl, MPEAYCMOTPEHHBIX
TEMAaTHYECKHUM IIJIAHOM M COZIeP)KaHUEeM Y4eOHOM MUCIUILITHHBI.
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2.2. TemaTn4eckuii IJIaH U co/iep:KaHue y4eOHOH AUCHHMIINHBI

Koanl
O0beM, akaj. 4. .
KOMIIeTeH Ui,
/ B TOM 4HcCIe B
(popmupoBanuio
HaumenoBanue Coaeprxanue yueOHOro Mmarepuasa u GopMbl OPraHMu3anMH 1esITeIbHOCTH popme
. KOTOPBIX
pa3/iesioB U TeM o0yyaromuxcst NPAKTHYEeCKOM P
crnocod0cTByer
NOJATOTOBKH,
3JIeMEeHT
aKaj. 4.
NPOrpaMMblI
Pa3pnen 1. 3navyenne npasa B npo¢)ecCHOHAIbHOM AeSITeIbHOCTH. 16/4
Tema 1.1. Cucrema Coaepixanue yueOHOro MaTepuasa OK 01-OK 03
poccuiickoro npaea. | [JousTue U CyIHOCTb IPaBa. 3HaYeHHe NPaBa B PEryIUPOBAHUH OOIIECTBEHHBIX 2
OTHOILIEHUH U MPo(hecCHOHAIBHON AeaTenbHOCTU. [IpaBoBble HOPMBI, HHCTUTYTHI.
Otpacau poccuiickoro mpasa.
Tema 1.2. O0mas Coaep:xaHue yueOHOro MaTepuaJia OK 01-OK 03
XapaKTepuCTHKA [TonsTre n mpu3HaKU NPaBOOTHOIIEHUH. OCHOBHBIE 3JIEMEHTHI IPABOOTHOIIIEHUN. Buibl
NPaBOOTHOLIEHHH B | 1paBoOTHOIIEHMI B MpodeccHoHaNbHOl nesaTensHocTH. [IpaBocyObeKTHOCTE 2
npogeccHOHANBLHON | yyacTHMKOB MPaBOOTHOIIEHHUH B IpodeccuonanbHoii cdepe. [TpaBoBoii cTatyc
cdepe. (bu3NYeCKUX JIULI, TPAaBOBON CTATyC IOPUINYECKUX JIUI] U OPTaHOB rOCy1apCTBEHHOM
BIIACTH.
Tema 1.3. IIpaBoBbie | CoaepkaHue y4eOHOIo MaTepuasa OK 01-OK 03
AKThbI B Cucrema npaBoBbIX akToB B Poccuiickoit @enepanun. Knaccudukanus HOpMaTUBHBIX
Npo(ecCHOHATBHOM | PaBOBBIX AKTOB: IOPHMUECKAS CUIIA, PEAMET IIPAaBOBOTO PETyIMpoBaHus, cdhepa
ACATEJIbHOCTH. pacnpoctpaHeHus. [IpaBoBbie akThl (eiepabHBIX OPraHOB BJIACTH, OPTaHOB 8

roCyJapCTBEHHOM BiIacTH cyObekToB PD, MyHUIIMIIaIBHBIC IPABOBHIC AKTHI.

[loHsiTHE «ITPAaBOTBOPUYECTBO» U €T0 OCHOBHBIE Tanbl. [1opsi 10K MOArOTOBKH U
npuHATHS PenepanbHbIX 3aK0HOB. [lopsaok mpuHsATHS paBoBbIX akToB [Ipe3unenTa
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P®. IToaroroBka HOPMATHBHBIX MPABOBBIX aKTOB ()eIepaIbHBIX OPTaHOB
WCTIOJHUTENBbHOM BiacTu. ['ocyqapcTBEeHHAs: perucTpanus akToB (hefiepaibHbIX OPraHoOB
HCIIOJIHUTENIBHOM Bi1acTu. IIpaBoBoe peryinupoBaHue OArOTOBKM HOPMATUBHBIX AKTOB
cyO0bekToB P 1 MyHHIMIIANBHBIX HOPMAaTUBHBIX ITPABOBBIX aKTOB. [leiicTBue
HOPMAaTUBHBIX aKTOB BO BPEMEHM, B IIPOCTPAHCTBE, 110 KPYTY JIALL.

JleiicTBre HOPMAaTUBHBIX aKTOB BO BPEMEHH, B IPOCTPAHCTBE, 10 KPYTY JIMII.

B ToM 4unciie npakTHYeCKUX 3aHATHH 4
Ilpakmuueckoe 3anamue 1. Onpenenenne akTyaJlbHOCTH HOPMaTUBHO-TIPAaBOBOU 4
JOKYMEHTAIUH B IPO(HECCUOHATILHOMN 1€ATEIbHOCTH
Pa3pnen 2. OcHOBBI KOHCTUTYHHOHHOTO npaBa Poccuiickoit @egepannu. 8/2
Tema 2.1. Coaep:xanue yueOHOro MaTepuaJia OK 01-OK 03
KoncrurynuonHoe [Tonstue Koncrutyuuu PO u ee mecto B cucreme 3akoHOAaTeabcTBA. OCHOBBI
YCTPOHCTBO OPraHOB | KOHCTUTYLMOHHOTO cTpos Poccunu. Cucrema OpraHOB roCyIapCTBEHHOI BIACTH. 9
BiIacTH PO. [Ipesunent P®. 3akoHoaTenbHasl, UCIOJHUTENbHAS U CyJieOHas BiaacTh B PO.
[IpaBooxpanuTtenbHble opranbl. Opransl B1acTi cyobekToB P u mecTHOrO
caMOyTpaBJIeHUS.
Tema 2.2. [IpaBa u Coaepixanue y4eOHOro MaTepuasa OK 01-OK 03,
00s13aHHOCTH IIpaBoBoi cratyc nuyHocTH B Poccuiickont denepanun. I paxxganctso PO. JInyneie, 4 OK 06
"eJIOBEKA U MOJUTUYECKHE, SKOHOMUYECKHE, COLIMANIbHBIE U KYJIbTYpHBIE IIpaBa U CBOOO/IbI YellOBEKa
rpak1aHuHa. u rpaxnanuHa B PO. Konctutyunonnsie o0s3anHocTH. [IpaBoBast KynpTypa.
B ToM 4nciie NpaKTHYECKUX 3aHATHH 2
Ilpakxmuueckoe 3anamue 2. MexaHu3M peajan3aluy IpaB U cBOOO YeloBeKa u 5
rpaXxJ1aHrHa
Pasnea 3. [IpaBoBoe peryJimpoBaHue TPyAOBbIX IPABOOTHOLICHHUH. 16/4
Conep:xanue yueOHOro MaTepuaJia 4 OK 01-OK 03
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Tema 3.1.
XapakTepucTuka
TPYAOBBIX
NMPaBOOTHOILEHUI.

ITonsTre TpynoBoro npasa. MIcTouHuKM TpyA0BOro npasa. TpyIoBbIE IPABOOTHOILICHUS.
CyOBbeKTbI TPyLOBBIX IPABOOTHOLIEHUU. TpyA0BOIl 1OrOBOpP Kak OCHOBA TPYIOBBIX
npaBooTHoLIeHuH. Obmume TpeboBaHMs K COAEPKaHUIO TPYJ0BOro gorosopa. I[lopsmox
3aKIII0YeHUS U 0(OPMIIEHUS TPYIOBOTO JIOTOBOpA. MI3MeHeHue 1 IpeKpalieHue
TpyA0BOro norosopa. CoXpaHHOCTb IEPCOHAIBHBIX JaHHBIX PAOOTHUKOB.

B TOM uMciIe NIPAKTHYECKUX 3aAHATHI

Ilpakmuueckoe 3anamue 3. ObecrieueHre COXPAaHHOCTU IEPCOHATBHBIX JTAHHBIX

IIK 1.8

paboOTHUKOB
Tema 3.2. [IpaBoBoe | Coaep:xkaHue yueOHOIro MaTepHaJia OK 01-OK 03
pery/impoBaHue [TonsiTue u BuaBI pabouero BpemeHu. Pexxumel pabouero Bpemenu. Bpems oTabixa. IIK 1.8
paGoyero BpemeHH, [TonsiTre u BUaBI OTIYCKOB. JJoKyMeHTalnoOHHOE oopmiieHre oTiycka. HopmupoBanue
BPEMCHU OTABIXA U Tpyna. [IpaBoBoe perynupoBanue CiyKeOHBIX KOMaHIHUPOBOK.
OILIATBI TPYyAA. [TonsiTe 1 BUABI OmIaTel Tpyaa. ['ocyaapcTBEHHBIE FapaHTHH 110 OIUIATE TPYIA.

KomMmnieHcarmoHHble BBIILIATH pAOOTHUKAM.
Tema 3.3. [IpaBoBoe | Coaep:xkaHue yueOHOro MaTepHaJia OK 01-OK 03,
peryjimpoBanue [TonsATHE MUCHUIIIMHEI TPY1a U BHYTPEHHETO TPYIOBOTO pacnopsaka. [loompenns OK 06
AUCUMILIMHBI TPYAA | paGoTHUKOB. [IOHATHS M BUJBI AUCHUINIMHAPHONW OTBETCTBEHHOCTH paOOTHUKOB. Bubl IIK 1.8
M MaTepHaILHOM JUCLUIITIMHAPHBIX B3bICKAaHUU. [IopA0OK IPUMEHEHUS U CHATUSA JUCLUIIIIMHAPHOTO
OTBETCTBCHHOCTH. B3bICKaHUsA. MarepuanbHast OTBETCTBEHHOCTb CTOPOH TPYAOBOr'0 10roBopa. Bubl

MaTEpHUaIbHOU OTBETCTBEHHOCTH.
Tema 3.4. Oxpana Conep:kanue y4eOHOIro MaTepuaJa OK 01-OK 03
Tpyaa. 3ammra [TonsiTre u conepkaHre MPaBOBOTO MHCTUTYTa oXpaHbl TpyZda. [IpaBa u obs13anHOCTEH K 1.8

TPYAOBBIX NIPaB
rpaKaaH.

paboOTHHUKOB U paboTomareneil B chepe oxpansl Tpyaa. OpraHuzaius OXpaHbl Tpyaa.
[Topsmok paccienoBaHus M y4eTa HECUACTHBIX CIIy4aeB Ha IPOU3BOICTBE.
I'ocynapcTBeHHBIN KOHTPOIIb U HAA30p 32 COONIOIEHHEM TPYAOBOTO 3aKOHOIATEIHCTBA.
3amyrTa TpyIOBBIX MpaB rpaxad npodceorozamu. Camo3aiuTa TpyAOBbIX MPaB.
I/IH,Z[I/IBI/I,Z[ya.HBHBIG 1 KOJUICKTUBHBIC TPYAOBBIC CIIOPHI.
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B TOM uMciIe NIPAKTHYECKUX 3aAHATHI

IIpakTnyeckoe 3ansTHe 4. 3a1UTa [IpaB B COOTBETCTBUU C TPYAOBBIM

2

3aKOHOJIaTEIbCTBOM.
Pasnea 4. OcHOBHBIE 3aKOHOAATEJIbHBIE AKTHI 0 IPABOBOM o0ecnedyeHnH NpodeccCHOHATbHOM 8/2
AeATeIbHOCTH CJIYKALIMX.
Tema 4.1. Coaeprxanue yueOHOro MaTepuasa OK 01-OK 03,
FocynapcrBenHasi | [TousTue «rocyqapcTBeHHas ciyxk6a». CHCTeMa rocy1apCTBEHHOI CITy kOBl B OK 06
MYyHHIMIAJbHAas1 Poccuiickoit ®enepanuu. HopMaTtuBHO-IpaBOBOE PEryIMpPOBaHUE FOCYJaPCTBEHHON U 2
CJIyK0a KaK BH] MYHULUNAIBHON CITy>K0bl. OTIHYME CITy’)KeOHOI0 KOHTpaKTa OT TPYA0BOTO J0I0OBOpA.
NpPopecCHOHATBHON | ATTecTalys rocyJapCTBEHHBIX CITyKaIIHX.
AeATEeJbHOCTH.
Tema 4.2. IlpaBa n Coaep:xanue yueOHOro MaTepuaJia OK 01-OK 03,
00s13aHHOCTH [IpaBa 1 00s13aHHOCTH TOCYJaPCTBEHHBIX (MYHULIUINIATIBHBIX) CITyXalmux. OrpaHuyeHus OK 06
rocy1apCTBeHHbBIX U 3aIlpeThl TOCYIapCTBEHHOM city>kO0bl. [IpaBoBO€ perynupoBaHre NpOTUBOIEHCTBUS 4
(MyHMIHIATBHBIX) KOPPYIIMH Ha TOCY/1apCTBEHHOM U JIOKaJIbHOM ypoBHE. Mepbl IpouIaKTHKN
Ciay:kalmux. KOPPYHNLMOHHOIO ITOBEJICHUS IrOCY JapCTBECHHAIX CITY KalllUX.

B ToM 4nciie npaKTHYECKUX 3aHATHI 2

IIpakTHyeckoe 3ansATHE S. [I[puMEeHEHNE CTaHIAPTOB AHTUKOPPYILIUOHHOTO ITOBEICHUS 5

B IrOCy/1apCTBEHHOM cityx0e PO.
Pasnen 5. IlpaBoBoe peryiaupoBanue npohecCHOHAILHOM 1eATEJIbHOCTH B 00J1aCTH TPAKIAAHCKHX 18/
NPaBOOTHOLICHHUH.
Tema 5.1. Coaep:xanue yueOHOro MarepuaJia OK 01-OK 03
I'paskpaHckoe NpaBo. | ['paxaHCKUE IPABOOTHONIEHUS: CYOBEKTHI, 00BEKTHI, cofepkanue. IcTOYHUKH
Kommepueckue u 6

HEKOMMep4YecKHne
OpPraHHU3alMH.

rpaxJaaHckoro npasa. [IpuMeHeHre HopM rpa)kIaHCKOro Mpasa B IpopecCHOHATBLHON
nestenbHOCTH. OpraHu3aluOHHO-TIPABOBBIEC (POPMBI IOPUIUYECKUX JHI. OpraHbl
YIIpaBJIEHUS IOPUINYECKOTO JIMIA. Y UPEAUTENbHbBIE JOKYMEHTHI. JInlleH3upoBaHue
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nesrenpHOCTH. HecoctostensHOCTh (0aHKpoTCTBO). KOMMepueckue 1opuandeckue JInma.
XapaKTeprCcTUKa OCHOBHBIX (POPM: XO35IiICTBEHHBIC TOBAPHUIIIECTBA M OOIIECTBA,
rocyJJapCTBEHHbIE U MYHULIMITAJIbHBIE YHUTAPHBIE NPeApusaTus. Ouinaisl,
MPEJCTaBUTENIbCTBA, 00BEINHEHHS IOPUANYECKUX JTUI. OpraHu3alOHHO-TIPABOBhIE
(hopMbI HEKOMMEPUYECKHUX IOPUANUECKUX JIUI. XapaKTepucTUKa QOHIOB, YUPEKICHUH,
oOuiecTBeHHbIX opranu3anuii. [lyonnyHo-mpaBoBble 00pa30BaHUs B CUCTEME
Ipa)xIaHCKUX MPABOOTHOIICHHH.

B ToM Yuc/ie IpaKTHYeCKUX 3aHATHH

HpaKanecxoe 3angTHe 6. Vcnonabp3oBaHue I'paXXaaHCKOI'0 3aKOHOAAaTCJIbCTBA AJIA
PCUICHUA HpO(bGCCI/IOHaHBHLIX 3aJa4uu

Tema 5.2. IIpaBo Coaep:xxanue yueOHOro MaTepuaJia OK 01-OK 03
COOCTBEHHOCTH Ha IIpaBo cOOCTBEHHOCTH: OCHOBHOM MHCTUTYT IpakAaHCKoro npasa. CojepikaHue mpasa IIK 2.1
AOKYMEHTBI H cobctBenHocTH. [IproOpeTenue u mpekpaiieHue mpaBa COOCTBEHHOCTH.
nHpOpMALUOHHbIE WNuTennexryanbHas coOcTBeHHOCTD. [IpaBo coOCTBEHHOCTH HA MHPOPMAIMOHHbIE
pecypchl. pecypchl M TIOKYMEHTHUPOBaHHYI0 nHpopMainio. [IpaBo cOOCTBEHHOCTH Ha IOKYMEHTHI

ApxuHoro ¢onna P®. [IpaBoBoe peryinpoBaHue UCIOIb30BAHUS HA JOKYMEHTAX

rOCYJapCTBEHHbIX U OQUIMATIBHBIX CUMBOJIOB, (PUPMEHHOI'O HAUMEHOBAHUS

OpraHM3alMH.
Tema 5.3. Conep:xanue yueOHOro MaTepuaJia OK 01-OK 03
I'paxnancko- Cnenku: nonsitue, Buabl, GopMel. IloHsATHE «Tpa’kaaHCKO-TIPaBOBOI 10roBop». Buibl IIK 1.9
HPaBOBO I0T0BOP B | roroBopos. TpeGoBanus k 0(OpMIEHHIO J0roBOPOB. [T0psI0K 3aKTI0UEHNs TOTOBOPOB.
NpoecCHOHATBHON | JIoroBop J€MO3UTAPHOTO XPaHEHHUs JOKyMeHTOB ApxuBHoro (onna P®. [TpoTokosl B
AeATETbHOCTH. CUCTEME TPAXKIAHCKO-TIPABOBBIX JOTOBOPHBIX OTHOIICHUH. Permenns coopaHuii.

HopmatuBHble TpeOoBaHUs K CPOKAM XpaHEHUs I'Pak1aHCKO-TIPaBOBBIX JOTOBOPOB.
I'ocynapcTBeHHbIE KOHTPAKTHI. I 'paXk1aHCKO-TIpaBOBbIe 0053aTENbCTRA.
[IpencraBuTENBCTBO M TOBEPEHHOCTD. [ parkAaHCKO-ITpaBOBasi OTBETCTBEHHOCTh. 3allUTa
MMYLICCTBEHHBIX U JUYHBIX HEMMYILIECTBEHHBIX IIPAB.

257




B TOM uMciIe NIPAKTHYECKUX 3aAHATHI

HpaRaneCKoe 3ansTue 7. Hcnoavzosanue epaofcdaHCKoeo 3aKOHOO0amenbecmed OJisl

3auUmMbl UMYWECMEEHHbIX U TUYHbIX HeUMYUWECNEEHHbIX NPAE 2
Pa3nea 6. OcHOBHBIE HATIPABJICHUS AAMMHUCTPATHBHO-TIPABOBOE PeryJIHPOBAHMS IPABOOTHOLICHUH 10/2
Tema 6.1. O6masn Coaeprxanue yueOHOro MaTepuasa OK 01-OK 03
XapaKTepuCTHKa AnMuHUCTpaTUBHBIE (YIIpaBieHYECKre) MPaBOOTHOIIEHUA. CyObeKThl U HCTOYHUKH
AAMUHUCTPATUBHBIX | paBOBOrO pPEryJIUPOBaHUA. 3a4auu, IPUHIUIIBI, U METOAbl AIMUHUCTPATUBHOIO IpaBa.
NPABOOTHOINEHHH. HcTounuku u cyOBbEKThl A AIMUHUCTPATUBHOTO MIpaBa. AIMUHUCTPATUBHBIE (OPMBI U 4
METO/Ibl peaJIn3ali rOCyAAPCTBEHHOIO yIIPaBJIeHUsA. AJIMUHUCTPATUBHOE
[IpaBOHApYLIEHUE, €ro IOPUANYECKUN COCTaB U BUAbl. AJIMUHUCTPATUBHAS
OTBETCTBEHHOCTh. CHicTeMa a/IMUHUCTPATUBHBIX HaKa3aHUI. A IMUHUCTPAaTUBHAs
OTBETCTBEHHOCTH B Chepe IeIONPON3BOJICTBA U APXHUBOBEICHHUS.
Tema 6.2. Coaepixanue yueOHOIro MaTepuasa OK 01-OK 03
AIMHHHCTPATUBHBIC | HasHaueHHe U CYITHOCTh aJMHHUCTPATUBHBIX PEIVIAMEHTOB, UX 3HAYEHHUE B IK 1.7
PETIaMEHTRI periaMeHTaluu Aea0npon3BoicTBa. OCHOBHBIE TpeOOBaHUS K pa3paboTKe U
OCYIIECTBICHHA COJIEPKAHUIO aIMUHHUCTPATUBHBIX PEIJIAMEHTOB OCYIIECTBIEHUS TOCYAAPCTBEHHBIX 4
rocyaapCcTBeHHBIX (GYHKUIMH ¥ IPeI0CTaBICHUS TOCYAAPCTBEHHBIX YCIIYT.
Gynxumii u [IpaBoBOE peryampoBaHue padoThl ¢ OOPAIEHUSAMH IpaXkaH. Buasl oOpamieHuii.
NpeAoCTaBICHIS TTOpsA/IOK U CPOKH PacCMOTPEHHsE OOPAIEHHH TPaXKIaH.
rocy/1apCcTBeHHbIX "
yeayr. B ToM 4nciie NpaKTHYeCKUX 3aHATHH 2
IIpakTnueckoe 3ansaTue 8. cnonp3oBanue 3aK0HOIATENIHCTBA B OpraHU3aI[MU paOOTHI 5
C 00palIeHUsIMH TpaskIaH
Pa3znean 6. IIpaBoe peryjupoBanue B cepe nunpopmanmu, 1eJJ0NPOU3BOIACTBA U APXUBOBEICHUS. 12/2
Tema 6.1. IIpaBoBoe | Cogep:xanue yueOHOro marepuaja OK 01-OK 03
peryjiuposanue [TonaTue 1 BUIBI JOKyMEHTHPOBaHHOM nHpopManuu. [IpaBoBoe perynupoBaHue 6 IIK 1.7, IIK 1.8,
Aocryna K MOpsi/IKa MPEIOCTABICHUS M NCIIOIb30BAHUS HH(POPMAINH O IEATETBHOCTH OPTaHOB

258




AOKYMEHTHPOBAHHOM
uHopMmanuu.

rocy/1apCTBEHHOM BJIAaCTH U MECTHOTO caMoyIpaBiieHus. [ToHsTie u Bus
KoH(uneHmanbHoi nHopmaru. [IpaBoBoit pexuM nHGOpMAIMK, OTHECEHHON K
rocyaapcTBeHHoi TaifiHe. [IpaBoBoii pexuM nHpOpMaIMK, OTHECEHHONW K KOMMEPUYECKOM
Taitae. [IpaBoBO#l pexkxuM MHPOPMALIUU, OTHECEHHOH K CITy»KeOHOM TaifHe.
[IpodeccuonanpHas TaitHa. [IpaBoBOi peXUM EPCOHATBHBIX IAHHBIX. 3aIIUTa

IIK 2.3

nHpopmaruu
B ToM 4nciie NpaKTHYeCKUX 3aHATHH 2
IIpakTnueckoe 3ansiTue 9. CoxpaHeHue KOH(pUIEHIUATBHON HH(OpPMALIUU B X0J1€ 5
IpuémMa OCETUTENIEH
Tema 6.2. IIpaBoBoe | Coaep:xkaHue y4eOHOIro MaTepHaJia OK 01-OK 03
pery/impoBaHue [IpaBoBBIE OCHOBBI CTaHAAPTU3ALMU U €€ MECTO B CUCTEME TEXHUYECKOTO K 1.7
CTaHapTU3alluu U perynupoBanus. HopmatuBHbie TpeOOBaHUs K pa3pabOTKe CTaHIAPTOB U 2
yHu(puKanun B o0mIepoCCHIiCKUX KiIacCU(PUKATOpOB. HalmoHanbHBIE CTaHIAPTHI B 00JIACTH
A€JONPOU3BOACTBE U | TOKYMEHTOBEACHUS U apXUBOBEACHUS. Y HUUIIUPOBAHHBIE CUCTEMBI JOKYMEHTAIMH.
apXHBHOM JieJie.
Tema 6.3. I[IpaBoBoe | CoaepkaHue y4eOHOro MaTepuasa OK 01-OK 03
pery/iuposanue [ToHsITHE «3NIEKTPOHHBIN TOKYMEHT» U €T0 3aKperyieHue B HOPMAaTUBHBIX aKTax IK 1.7, TIK 2.3.
UCNOJIb30BAHUS Poccuiickoit @enepanuu. DeKTpOHHAS MOANKCH KaK YCIOBUE IPUIAHUS FOPUINYECKON
MH(POPMALHOHHO- CHJIBI 2JIEKTPOHHOMY JOKYMEHTY. DeniepalibHbIe LIETIEBbIE IPOrPaMMBbI KaK IIPaBOBast
KOMMYHHMKAIIMOHHBIX | ocHOBA BHEAPEHUS WH(POPMALMOHHO-KOMMYHHUKALMOHHBIX TEXHOJIOTUN B CUCTEMY 2
TEeXHOJIOTHii B rocy/1apCTBEHHOI'0 U MYHMIIMIIAJIBHOTO yrpasieHus. [IpaBoBoe peryinpoBanue
ACJIONPOU3BOACTBE | pe0CTaBICHUS I'OCYJAPCTBEHHBIX YCIYT U OCYIIECTBIECHHS TOCY1apCTBEHHBIX
APXUBHOM J€JI€. ¢byHKUMH B 3JeKTpoHHOM popme. Opranu3zanus yuera apXuBHBIX JIeJl ¢ IPUMEHEHUEM
MH(OPMALIMOHHBIX TEXHOJIOTHI.
IIpome:kyTOUHAs aTTeCTALMS
Bcero: 70
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3. YCJIOBUS PEAJIN3AIIMU YYEBHOM JUCIHUILIMHBI

3.1. Jlns peanu3aiiuy nporpaMmbl y4eOHON TUCIUIUIMHBI JTOJDKHBI OBITh MTPEAYCMOTPEHBI
CIIC/TYFOIUE CTICIHATbHBIC TOMEIICHHUS:

Kabuner «ConunanbHO-3KOHOMUYECKUX U YIIPABICHUECKUX JUCLHUIUIMHY, OCHAIICHHBI:

o0opyoBaHuEeM: pabO4YUe CTOJ M CTYJ MO KOJMYECTBY OOydaromuxcs, pabodee mMecTto
npernoaaBaTeds;

TEXHUUYECKUMHU CPEACTBAMH OOYYCHHUS: IEPCOHAIBHBIN KOMIBIOTEP, IPUHTEP, TIPOEKTOP,
WUHTEPAaKTHUBHAS MPUCTABKA K JOCKE MJIM HHTEPAKTUBHAS JIOCKA.

3.2. UndopmanmonHoe odecriedeHne peaau3anun NporpaMmmbl

JInsg peanuzanuu mporpamMmbl OMOIMOTEUHBIH (OHA 00pa3oBaTENBHON OpraHU3alNU
JIOJDKEH MMETh NIeYaTHBIC /WM 3JIEKTPOHHBIE 00pa3oBaTeibHble U HH()OPMALMOHHBIE PECYPCHI
JUTSL ICTIOJIb30BaHUs B 0Opa3oBarenbHOM npouecce. [Ipu popmupoBannu 6ubmmorednoro Gponaa
00pa3oBaTeNIbHOM OpraHM3alell BRIOMPAETCsl HE MEHEe OJHOrO W3JaHUs U3 TEePEYHCICHHBIX
HHNXKE II€YATHBIX PI3IIaHHfI nu (I/IJII/I) OJICKTPOHHBIX I/I3I[aHI/II\/JI B Ka4C€CTBC OCHOBHOIO, IIpHU 3TOM
CITMCOK, MOXECT OBITH JOITIOJIHEH HOBBIMHM U3JaHUAMU.

3.2.1. OcHoBHbIE MeYaTHLIE U3IAHUS

1. Bonkos, A. M. IIpaBoBble OCHOBBI MPOGECCHOHATBHON AEITETbHOCTU: YUYEOHHUK
JUISL CpeHero npodeccruoHanbHOro odpasoBanus / A. M. BonkoB. — MockBa: M3mareiascTBo
IOpaiir, 2022. — 274 c. — (IIpodeccuonansHoe o6pazoBanue). — ISBN 978-5-534-10131-7.

2. Kanyctun, A. . IlpaBoBoe obecrieueHne NpoPecCHOHATBHON JEATEIbHOCTH:
y4eOHHMK W MPAaKTUKyM Ui cpeaHero mnpodeccruoHaibHoro obpaszoBanus / A. S. Kamycrtus,
K. M. BenukoBa; mox penakmnmeir A. 5. Kanyctuna. — 2-¢ w3a., nmepepab. u jmorm. — MockBa:
NznarensctBo FOpaiit, 2022. — 382 c. — (IIpodeccuonansuoe odpazosanue). — ISBN 978-5-
534-02770-9.

3. [IpaBoBoe obOecmeuenue mnpodeccuoOHANIbHON  JEATENbHOCTH: YYEOHUK W
MPAKTUKYM U1 CpeHEro npodeccuoHanbHoro oopasosanus / A. I1. Anb00B [u ap.] ; moa obmieit
penakmueit A. I1. Anp60Ba, C. B. Hukomtoknna. — 2-e u3a. — Mocksa: M3parensctBo FOpaiit,
2022. — 458 c. — (IIpodeccronansuoe oopazoBanue). — ISBN 978-5-534-13592-3.

4. [IpaBoBoe obOecmneueHne MPodecCHOHATBEHON JEATENBHOCTH: YYEOHUK  JUIsS
cpennero mpodeccuoHanbHOro oOpaszoBanmsi /| B. W. ABmuiickuii [u ap.]; mom pemakuuen
B. U. Asawmiickoro. — 4-e u3a., nepepad. u nom. — Mocksa: UsnarensctBo FOpaiit, 2022. —
333 ¢. — (ITpodeccronanproe odpazopanme). — ISBN 978-5-534-04995-4.

3.2.2. OcHOBHBIE YJIeKTPOHHBbIE U3IAHUSA

1. Bonkos, A. M. IlpaBoBbie OCHOBBI MPO(ECCHOHANBHON JeSITeIbHOCTH: YUeOHUK
st cpeaHero npodeccuonanbHoro obpaszoBanus / A. M. BonkoB. — Mocka: M3naTenbcTBO
FOpaiir, 2022. — 274 c¢. — (Ilpodeccuonansuoe odpazoBanue). — ISBN 978-5-534-10131-7. —
Texct: onektponubiii  // OOpaszoBarenvHas miarpopma IOpaiitr [caiit]. — URL:
https://urait.ru/bcode/474897.

2. Kanyctun, A. fl. IlpaBoBoe obecrneuenue mnpodhecCUOHATBHON IesATEIHbHOCTH:
y4eOHHMK W MPAaKTHKyM Ui CpeaHero mnpodeccruoHanbHoro odpaszoBanus / A. f. Kamycruw,
K. M. benukosa ; nmox penakuuenn A. S. Kanyctuna. — 2-e¢ usn., nmepepad. u mon. — MockBsa:
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MznarensctBo HOpaiit, 2022. — 382 ¢. — (IIpodeccuonanproe odbpazoanue). — ISBN 978-5-
534-02770-9. — Texkcr: anekTpoHnHsIii // O0pazoBarenbHas miatdopma FOpaiit [caiit]. — URL:
https://urait.ru/bcode/469525.

3. [IpaBoBoe obOecmeuenue mnpodecCHOHANBHON — JIEATENBHOCTH: YYCOHUK W
MPaKTUKYM JUTs cpeaHero npodeccuonanbHoro oopasoBanus / A. I1. Ans00B [u 1p.] ; mox obmiei
penakuueit A. I1. Ans6oBa, C. B. Hukonrokuna. — 2-e u3a. — MockBa: U3natensctBo FOpaiiT,
2022. — 458 ¢. — (ITpodeccuonanpaoe obpazoBanue). — ISBN 978-5-534-13592-3. — Tekcr:
aekTpoHHBIH  //  OOpaszoBarenpHass ~ muatdpopma  FOpaiit  [caiit] —  URL:
https://urait.ru/bcode/470051.

4. [IpaBoBoe obOecmeueHue MPODHECCHOHATBLHON JEATCIBHOCTH: YYCOHUK  JUIS
cpennero mnpodeccuoHaabHOro oOpaszoBanus/ B. M. Apmuiickuii [u ap.]; mom pemakuuein
B. U. Asawmiickoro. — 4-e u3a., nepepad. u nom. — Mocksa: U3narensctBo FOpaiit, 2022, —

333 c.— (Ilpodeccronanbroe obOpazoanue). — ISBN 978-5-534-04995-4. —  Tekcr:
ulekTpoHHBIH  //  OOpaszoBarenpHass  miatdpopma  FOpait  [caiit] —  URL:
https://urait.ru/bcode/469700.

3.2.3. JlonoJiHUTEIbHbIE HCTOYHUKH

1. AnucumoB, A. II. TIpaBoBoe oOecneueHre NPOPECCHOHATBLHON EATEILHOCTH:

y4eOHHUK U MPAKTUKYM JUIS CpeIHEro npodeccruonanbHoro oopasosanus / A. I1. Aancumos, A. 1.
PeixenkoB, A. HO. Uukunsauna; noa penakuueit A. . PeokenkoBa. — 4-e u3j., epepad. u Jo1.
— Mocksa: U3parensctBo FOpaiit, 2020.

2. Muxaiinenko, E. M. I'paxxaganckoe mpaBo. O01mas 4acTh: y4eOHUK U IPAKTHKYM
IS cpeniHero npodeccruoHansHoro oopazoBanus / E. M. Muxaiinenko. — 2-e u3[., nepepad. u
nomn. — Mocksa: U3natensctBo FOpaiit, 2022.

4. KOHTPOJIb 1 OHEHKA PE3YJIbTATOB OCBOEHMUAA
YYEBHOH JUCHUTNJIAHBI

Pe3yabTaThl 00yueHus Kpurtepun ouenku MeToabl OLleHKH

Hepeqeﬂb 3HaHI/II7[, OCBauBa€MbIX B paMKax JUCHUIIJIHMHBI

CoJiepKaHUE aKTyalbHOMN
HOPMaTHUBHO-TIPABOBOU

Poccuiickoii denepanuu B
chepe nHHOPMAMOHHBIX U
KOMMYHUKAITHOHHBIX

TEXHOJIOTHUH;

«OTIn4HOY - TCOPCTUUCCKOC
COZACPIKaHUC KypCa OCBOCHO

coziepKaHue Kypca OCBOEHO
MOJTHOCTBIO, 03 Mpo0esIoB, HEKOTOPbIE
yYMEHUs1 CPOPMHUPOBAHBI HEOCTATOYHO,
BCE IPEyCMOTPEHHBIEC TIPOrPaMMOit

NuauBunyanbHbie
1 (pOHTaATbHbBIE

AOKYMCHTAINH, MOJTHOCTBIO, 0€3 TPoOeIoB, yMEHUS OTPOCHI;
CTaH/apThI copMHUpOBaHBI, Bce MperycMoTpeHHble | TecToBbIe
AHTUKOPPYMIIHOHHOTO IporpaMMoi yaeOHbIe 3a1aHus 3aJaHus;
TIOBE/IEHUS U TIOCTIE/ICTBHS €TO | BBITIOJIHEHBI, KAYECTBO MX BBINONHEHUS | [IpoBencHue
HapyUICHU A, OI€CHCHO BBICOKO. MIPOMEKYTOYHOTO
HOPMAaTHBHBIC TIPABOBBIC aKThl | «XOPOIIO» - TEOPETHUECKOE KOHTPOJIS.
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HOPMATUBHBIC ITPABOBLIC AKTLI
Poccuiickoit denepanuu 1o
3amuTe HHQOpMaIK U padoTe
C 00palIeHUSIMU TPaK]IaH;
HOPMAaTHUBHBIC MTPABOBBIC AKThI
Poccuiickoit ®enepanuu B
chepe nHhopMaMOHHON
0e30I1acHOCTH;

TpeOOBaHUs OXPaHBI TPY/IA;

HOPMAaTHBHBIEC MPABOBBIC AKThHI
Poccuiickoit denepanuu B
cdepe opraHu3aIuy JAeI0BON
MOE3/KH;

HOPMAaTHUBHBIE ITPABOBBIC AKThI
Poccuiickoit ®denepanuu B
cdepe nndopmanuu;
HOpPMAaTHUBHBIE ITPABOBBIC AKThI
Poccuiickoit denepaiuu B
cdepe nenonpou3BoO/ICTBA;
HOPMAaTHBHBIE MPABOBBIC AKTHI
Poccuiickoit denepanuu B
cdepe TpyIOBBIX OTHOIIIECHUH;
JIOKaJIbHbIE HOPMATHUBHBIC
aKThl, pETJIAMEHTUPYIOIINE
TPYAOBBIE OTHOIIICHNS,

HOpPMAaTHBHBIE ITPABOBBIE AKThI
Poccutickoii enepanuu B
cdepe apXUBHOTO JIeNa;
HOpPMAaTHBHBIE ITPABOBBIC aKThI
Poccutickoii denepanuu B
001aCcTH KOH(UACHIUAIEHON
uH(pOpMALIUU U 3aLUThI
MEPCOHATBHBIX JAHHBIX.

y‘-ICGHBIC 3aJJaHus BBIIIOJIHCHBI,
HeKOTOpBIe BUIbI 3aI[aHI/II\/JI BBIITIOJIHCHBI
C OINUOKaAMHU.

«Y IOBIICTBOPUTETIHLHOY -
TEOPETHYECKOE CoJiepKaHue Kypca
OCBOCHO YaCTHYHO, HO TIPOOEIIbI He
HOCSAT CYIIECTBEHHOT'O XapakTepa,
HE00X0IMMBIE YMEHUS paboTHI ¢
OCBOCHHBIM MaTepUAJIOM B OCHOBHOM
c(hOopMHUPOBAHBI, OOJIBITUHCTBO
IPEAYCMOTPEHHBIX MTPOTPAMMOK
oOydeHusl yueOHbIX 3aJaHUN
BBIITOJTHEHO, HEKOTOPBIE U3
BBIITOJTHEHHBIX 33/1aHUH COAEpIKaT
OIIHUOKH.

«HeynoBneTBOpUTENBHOY -
TEOpPETUUECKOe COJIepKaHue Kypca He
OCBOEHO, HEOOXOTUMbIE YMEHUS HE
c(hOpMHUPOBAHBI, BHITIOJHEHHBIE
y4eOHbIE 3aJJaHUs COACPKAT IPyObIe
OIIIHOKH.

Hepeqem, yMeHHﬁ, 0CBaAaMBACMbIX B paMKaxX TUCHUIIJIHHBI

OTIPEIENIATh aKTYaJIbHOCTh
HOPMAaTHUBHO-TIPABOBOM
JOKYMCHTAIUH B
npodeccnoHanbHOMI
JeATEIbHOCTH;

UCTIOJIF30BATh IPABOBYIO
nH(pOpPMAIIHIO B

«OTINYHO» - TEOPETHUECKOE
COJIEp’KaHuE Kypca OCBOEHO
MOJTHOCTBIO, 0€3 TPoOeIoB, yMEHUS
c(OpMHPOBAHBI, BCE MPETyCMOTPEHHBIE
IIporpamMMoil yueOHble 3a1aHus
BBINOJIHEHBI, KAYECTBO X BBINOJIHEHUS
OLIEHEHO BBICOKO.

Onenka
pe3yNbTaToB
BBITTOJTHEHHS
[IPaKTUYECKON
paboTHI;

HaOmronenue 3a

XOI0M
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npodeccnoHaTbHOMI
ACATCIIbHOCTH,

3allMIIATh CBOU IIpaBa B
COOTBETCTBUU C TPYAOBBIM
3aKOHOJATEIbCTBOM;
IIPUMEHATH CTAHIAPTHI
AHTUKOPPYILILOHHOTO
[IOBEJCHUS;

MPUHUMATh MEPHI I10
COXPaHEHHIO
KOH(HICHIINATLHON
uHpOpMaKU B X0J1e TpUEMa
IIOCETUTENEH;

obecreynBaTh COXpPaHHOCTh
MIEPCOHATBHBIX JAHHBIX
PabOTHUKOB.

«XO0po110» - TEOPETUIECKOE
coziepKaHue Kypca OCBOSHO
MOJTHOCTBIO, 03 MPo0esIoB, HEKOTOPbIE
yMeHHsI CPOPMUPOBAHBI HEIOCTATOYHO,
BCE MIPEAYCMOTPEHHBIE IPOTPaMMOM
y4eOHbIE 3aJaHNs BHITIOIHEHBI,
HEKOTOPbIE BUBI 3aJaHUI1 BBITIOJHEHEI
C omnmoKamu.

«Y IOBIIETBOPUTEIILHO) -
TEOPETUIECKOE COJIEpKaHue Kypca
OCBOCHO YaCTHYHO, HO TIPOOEIIBI He
HOCSAT CYIIECTBEHHOTO XapakTepa,
He00X0IuMBbIE YMEHHSI pabOTHI €
OCBOCHHBIM MaTepUAIOM B OCHOBHOM
c(hOopMHUPOBAHBI, OOJILITUHCTBO
MIPEyCMOTPEHHBIX IPOTPAMMOit
o0OydeHust yueOHbBIX 3aIaHUN
BBITIOJTHEHO, HEKOTOPBIC U3
BBINOJIHEHHBIX 33JJaHHUI COJICPIKAT
OIIUOKH.

«HeytoBIeTBOPUTEIBHO -
TEOPETUUECKOE COJIEpKaHne Kypca He
OCBOEHO, HEOOXOITUMbIE YMEHUS HE
c(OpMUPOBAHBI, BHITIOJHEHHBIE
yueOHbIe 3aJJaHUs coJiepxkKart rpyOble
OLIMOKH.

BBITIOJIHEHUS
MPAKTUYECKOU
paboTHI;
[IpoBepka
pe3yNbTaToB
BBITIOJIHCHUS
CaMOCTOATEIIbHOMN
(BHEAYTUTOPHOM)
paboThI
00y4aromuxcs;
[IpoBenenue
MIPOMEKYTOUHOTO
KOHTPOJIA.
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Ipunoxenne 2.11

K I1OII cnenuajabHOCTH

46.02.01 JoxymeHTAlIMOHHOE 00ecriedeHne
ynpaBJieHUsl U ApXUBOBe/IeHUE

IMPUMEPHAS PABOYASI ITIPOTPAMMA YUEBHOM JUCIUILIVHBI

«OI1.0S TH®OPMAIIMOHHBIE U KOMMYHUKAIIMOHHBIE TEXHOJIOI'UN»

2023 r.
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1. OBILIASI XAPAKTEPUCTUKA ITPUMEPHOM PABOYEM ITPOT'PAMMBI
YYEBHOU JUCIHUATLIAHBI
«OI1.05S TH®POPMAIIMOHHBIE U KOMMYHUKAIIMOHHBIE TEXHOJIOT U

1.1. MecTO TUCUMILIIMHBI B CTPYKTYpPe OCHOBHOM 00pa30BaTe/IbHOM MPOrpaMMbl

VYueOnass nucrurummHa «WMHbDOpManMOHHBIE W KOMMYHUKAIIMOHHBIC TEXHOJIOTHID)
SIBJISICTCS 00s13aTEIPHOM YacThI0 00IIenpo(eCcCHOHATLHOTO ITMKIIa TPUMEPHOM 00pa30BaTEIHLHOM
nporpammsel B coorBercTBuM ¢ PI'OC CIIO no cnenumansHoctn 46.02.01 JfoxymeHTannoHHoe
obecrieueHre yIpaBJICHHUS U apXHUBOBEICHNUE.

Ocoboe 3HaueHHe OUCHUIUIMHA UMEET Hpu (OPMHPOBAHUU M PA3BUTHH KOMIIETEHIUH
OK 01, OK 02.

1.2. I_Ie.]'lb H INIAHUPYEMBIC PE3YJbTATHI OCBOCHUSA TUCHUIIIINHBI

B paMKax IIPpOIrpaMMbI y‘IG6HOI>'I AUCHUITIIMHBI O6y‘laIOI_HI/IMI/ICH OCBanBAarOTCs YMCHUA
" 3HaHUA

Kon
1K, OK Ymenus 3Hanus
OK 01 pacro3HaBaTh 3a/1a9y W/WiH aKTyaJIbHbII
Bri6upaTs crioco0bl npobyeMy B IpoeccroHaTbHOM po(heCCHOHATBLHBIN 1
pelIeHus 3a1a4d W/WIH COLMAIBHOM KOHTEKCTE; COLIMAIIbHBINA KOHTEKCT, B
npodeccuoHanbHOM aHAJIM3UPOBATh 33/1a4y U/UITU KOTOPOM NPUXOIUTCS
JESTEIIbHOCTH npo0JIEMY U BBIIEIATH €€ COCTaBHbIE | PA0OTaTh U KMTh;
IPUMEHHUTENBHO K YacTH; OCHOBHBIE HCTOYHHUKH
pa3sIMIHBIM OTIPEJIENATH ATAMBI PEICHKs 3aauu; | MHPOPMALMK U PECYPCHI
KOHTEKCTam BBISBJIATH U 3()(PEKTUBHO UCKATH JUTS pelIeHus 3a1a49 u
nH(pOpMaINIO, HEOOXOIUMYIO JJIst npoOeM B
peleHus 3a/1a4y U/Wii IpoOsieMsl; npodeccHoHATLHOM H/HITH
COCTaBJISITh TUIAH JIEHCTBHS, CONHaJIbHOM KOHTCKCTE,
OTIpeIeIIATh HEOOXOAUMBIE pecypchl; | AATOPUTMBI BBITTOJIHEHUS
BJIAJIETh AKTyaJIbHBIMU METOJAMU paboT B
paGoTHI B TPO(heCCHOHATBHOIM 1 npodeccHoHaTBHOI U
CMEXHBIX cepax; CMEXHBIX 00JIaCTSX;
pean30BbIBaTh COCTABICHHBIH T1an; | METOIBI paloTsI B
OLIEHUBATHL PE3YJILTAT U MOCIEACTBHS npodeccHoHanbHOMH 1
CBOMX JENCTBUI (CAMOCTOSTENLHO CMEKHBIX Chepax;
WJTU C TIOMOIIBI0 HACTABHUKA). CTPYKTYpY IUIaHa JJIA
peleHus 3a1ay;
MOPSZIOK OIIEHKH
pe3yIbTaTOB PEIICHUS
3a1a4 npodeccuoHaIbHON
JeSITeIbHOCTH.
OK 02 ONPEAEIIATH 3a4a4M JJIsI IOUCKA HOMEHKJIaTypa
Hcnonb30Bath UH(pOpMaINH; UH(GOPMaIIMOHHBIX
COBpPEMEHHBIE UCTOYHUKOB,
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CpeZCTBa MOUCKA,
aHaJIM3a u
UHTEpIpeTannun
uHpOpMALIUHU U
UH(pOpPMaIMOHHBIE
TEXHOJIOTUH IS
BBITIOJTHEHUS 33/1a4

OTIPEACIISATH HEOOXOANMMBIE
MCTOYHUKH MH(POPMALINY;
TUTAHUPOBATH MPOLECC TOUCKA;
CTPYKTYPHPOBATH MOIy4IaEMYIO
nHpOpMaIuIo;

BBIJICTISITH HAaOOJIee 3HAYNMOE B
nepeyHe HHPOpMaLuy;

NPUMEHSICMBIX B
npohecCuOHATBLHOM
JeATeIHOCTH;
IPUEMBI
CTPYKTYPHPOBaHUS
uHpopmanuu;
dopmar opopmieHus

MpOGecCHORAMBHOR | oiepypaty npakTHYECKyIO pe3yJIbTaTOB MOKCKa

ACATCIBHOCTH 3HAYMMOCTH PE3yJIbTATOB MTOMCKA; HHGbOpMAarHH,
0(OpMIIATH PE3yJIbTaThI IOMCKA, COBPCMCHHBIC CPCACTBA U
IIPUMEHSTh CPECTBA yCTpOiicTBa
MH()OPMAIIMOHHBIX TEXHOJIOTHH JIJIs MH(pOpMATH3ALNY;
petnreHus mpodecCHOHANBHBIX 331a9; | HOPAA0K X IMPUMCHEHHUS U
KCII0JIb30BaTh COBPEMEHHOC HpOrpaMMHOC
IIporpaMMHOe 0OecrieueHue; obecrieyeHue B
WCIOJIb30BaTh Pa3INyHbIe IU(DPOBHIE npo(eCcCHOHANBHOI
CPECTBA JUIS PELICHHUS JIEATEIbHOCTH B TOM YHUCIIE
npodeccHoHATBHBIX 33/1a4. C MCNOJIb30BaHUCM

U(PPOBBIX CPEJCTB.
IIK 1.1. HCII0JIB30BATh CPENICTBA HOpPMaTHUBHBIE [TPaBOBbBIE
OcyiecTBISITh MH()OPMAIMOHHBIX U akThl Poccuiickoit

npuém-tepenavy

KOMMYHHKAIITUOHHBIX TEXHOJIOTHH

®deneparun B chepe

YIPaBIE€HYECKON JUIS TIOJIy4EHHUS U NIEpeadn UH(POPMALIMOHHBIX U
uHpOpMaLun uHpopManuy,; KOMMYHHKAIIMOHHBIX
C MOMOIIIBIO CPEJICTB | BECTH U MCIOJIL30BaTh B paboTe 0a3zy | TEXHOJIOTHUH;
MH(pOPMaMOHHbIX KOHTAKTOB OpraHU3alluH, TpeOOBaHUS OXpaHbI TPY/IaA.
1 yCTaHaBIMBATh U MOJIEP)KUBATh
KOMMYHHKAIIMOHHBIX | KOMMYHHKAIMU B IIpOLIECCE
TEXHOJIOT Ui JIeI0OBOT0 OOIEHHS ¢ TOMOIIBIO

cpeAcTB HHPOPMALIMOHHBIX U

KOMMYHHKAIIMOHHBIX TEXHOJIOTHH;

o0ecrnieunBaTh HH(YOPMALIMOHHYIO

0€301acHOCTb JIeATEIbHOCTH

OpraHu3aIyy.
IIK 1.3. HOPMAaTHUBHBIE IIPABOBbLIE

IIpuauMate yuactue
B IUTAHUPOBAHUH
pabouero BpeMeHH
PYKOBOIUTENS

Y TUIaHUPOBATh
pabouwuii 1eHb
ceKperaps

BbIOMpATH (OPMBI IIJIAHUPOBAHUS U
0(OPMIIATH TTAHUPOBIIIUK
(opranaiizep) pyKOBOIUTEIS U
CeKpeTaps,;

obecrieunBaTh HHPOPMALMOHHYIO
0€301acHOCTb JeSITeIbHOCTH
OpraHu3aIuy,

akThl Poccuiickoit
®denepanun B cepe
nH(}OpMaLIOHHON
0€e30IMacHOCTH,

TpeOOBaHUS OXpaHbI TPY/a.
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MPUMEHSTH B paboTe cpeicTBa
MH(POPMAIIMOHHBIX U
KOMMYHUKAIIHOHHBIX TEXHOJOTHH.

IIK 1.4.
OcCy1ecTBIISITh
MOATOTOBKY JEJIOBBIX
M0e3/10K
PYKOBOAUTEIIS U
JIPYTUX COTPYIHUKOB

OCYIIECTBIISITh TPEBEI-TIOAJIEPIKKY
JETIOBBIX MOE3/I0K;

UCIIOJIb30BATh CPEJICTBA
MH(POPMAIIMOHHBIX U
KOMMYHHUKAIIHOHHBIX TEXHOJIOTHI

JUISL 0OecreueHns B3aUMOIEUCTBUS C

UHTEPHET-PECYPChI IS
OCYIIECTBIICHUS TPEBEJ-
MO/JIEPAKKU JIETOBBIX
I10€3/10K;

TpeOOBaHUS OXpaHbl TPY/a.

OpraHu3aIuu PYKOBOJIUTEIIEM BO BPEMsI €T0

JIEJIOBOM ITOE3IKH.
[IK 1.6. OCYIIECTBIISATH COOp, 00paboTKy METOJIbI 00pabOTKH 1
OcyiecTBISITh nH(OPMAILINN, CHCTEMATHU3AIIHIO 3amuUThl HHHOPMALIUN C
paboty MOJTy9aeMbIX U TIepeIaBacMbIX PUMEHEHUEM CPEIICTB

IO MOATOTOBKE
U TIPOBEACHUIO
KOH()EPEHTHBIX
MEpOIPHUATHH,
obecrieunBaTh
MH(pOpPMaLlMOHHOE
B3aWMO/ICICTBUE
PYKOBOTUTEIIS

C TIOJIpa3ICTICHUSIMHU
U IOJDKHOCTHBIMU
JUIAMH OpTraHU3aIluu

JTAHHBIX;
MIPUMEHSTh HHOOPMALIMOHHO-
KOMMYHHKAIIUOHHBIE TEXHOJIOTHH.

UH(POPMALIMOHHBIX U
KOMMYHUKAIIHOHHBIX
TEXHOJIOTUH;

TpeOOBaHUS OXpaHbI TPY/a.

[K 1.7.
OdopmisaTs
OpraHU3alUuOHHO-
pacnopsIUTeNbHbIC
JOKYMEHTBI

Y OpraHU30BbIBAThH
paboTy ¢ HUMH,

B TOM YHCJIC

C UCTIOJIb30BaHUEM
ABTOMATU3UPOBAHHBIX
CHCTEM

MPUMEHATH HH(OPMAIIMOHHO-
KOMMYHHKAIIUOHHbIE TEXHOJIOTUH;
CKaHMPOBATh, KOTUPOBATH U
KOHBEPTUPOBATh JOKYMEHTHI B
pa3nuyHble POPMATHI.

COBPEMEHHBIE
MH(pOpPMaILlMOHHBIE U
KOMMYHHUKAIIHOHHBIE
TEXHOJIOTUH,
pUMeHsieMble B paboTe C
JIOKYMEHTaMH,

TpeOOBaHUS OXpaHbI TPY/a.
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2. CTPYKTYPA Y COJAEP)KAHUE YUYEBHOM JUCIUILIUHBI

2.1. O0beM yueOHOI JMCHMIIJIMHBI M BUABI Y4eOHOH padoThl

Buj yueOHoi1 padoThl

O0BeM B yacax

O0bem 00pa3oBaTe/IbHOI MPOrpaMMbl YUeOHOI THCHHUIJIHHbI 66
B T.4. B (hopMe NPAKTHYECKOH NOAT0TOBKHU

B TOM YHCIIE:

TEOpETHYECKOe 00yUueHne 10
MPAKTUYECKHUE 3aHITUS 56

CamocmosmenvHas pa60ma a7

HpOMe)KYTOqHaH aTTcCTanuusa

47 CamocTosTenbpHas paboTa B paMKax 00pa30BaTellbHON IPOrpaMMBI IUTAHUPYETCA 00pa30BaTeNIbHOM opraHu3ayei
B cootBeTcTBUM ¢ TpeboBaHusmMu ®I'OC CIIO B mpenenax obbema y4eOHOW AMCIUIUIMHBI B KOJIMYECTBE YACOB,

HEOOXOMUMOM JUISI BBITIONHEHHWS 3JaHU CaMOCTOSITENBHONH paboThl  00ydJaroImmxcs,

TEMATUYCCKUM IUIAHOM U COACPIKAHUEM yqe6H0171 JUCHOUITITHHBI.

MIPEyCMOTPECHHBIX
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2.2. TemaTnyeckuii IJIaH U coiep:KaHue y4eOHOH TUCHUTIIINHBI

Koanbi
Oo0bem, akaj. 4. A .
/ B TOM 4HCJIe ROMICTEHIIH,
(opmupoBanuio
HaumenoBanue Copnepxxanue yueOHOro marepuasia u popmMbl OpraHUu3anMM 1esiTeTbHOCTH B ¢hopme KOTODLIX
pa3iesioB U TeM o0yuarommxcst NPAKTHYEeCKOH P
crnocod0cTByer
NOATOTOBKH,
3JIeMeHT
aKaj. 4.
NPOrpaMMmblI
Paznen 1. ABTOMATU3AIIUA NHOOPMAIIMOHHBIX ITPOLECCOB. KOMIIBIOTEP 4/4 OK 01,
Tema 1.1. IIpakTHYeckue 3aHATHSA OK 02
YerpoiicTBo n KommnbroTep kKak cpeicTBO aBTOMaTH3AIMH WH(POPMAIIMOHHBIX IPOIIECCOB
NPUHIAINBI PAa00THI N 2
@OyHKIMOHAIbHbBIE YCTPONHCTBA KOMIIBIOTEPA
KOMIIBIOTEpPa
[Ipuémsl paboThl B crangapTHbIX porpamMmax OC: rpaduyeckoM U TEKCTOBOM
penakTopax
Tema 1.2. IIpakTHYeckue 3aHATHS
IIporpammHoe OCHOBHbBIE OHATHS IPOrPAMMHOT0 00€CIIeUeHUsI KOMITBIOTEPa
o0ecrneyeHne = -
. OmnepannonHsie cucteMbl. VX BUIbI U rpadudeckuii uHTEpdeiic
KoMIblOTEepa. PailjioBas 5
cHeTeMa XpaHeHust daiinosas cucrema. Oneparuu Haj daitnamu
HH(pOpMaNH Cuctemaru3zanus HHGOPMAIMK C TIOMOUIBIO MANoK U (aiioB.
Pabota c ¢aitmamu u katanoramu
Pabora B ctannaptHeix nporpammax OC: TeKCTOBBIE, rpaduIecKHe.
PA3JEJI 2. TIPUKJIAJJTHOE U CUCTEMHOE IPOT'PAMMHOE OBECIIEYEHHE 30/28 OK 01, OK 02,
Tema 2.1. IIpakTuyeckune 3aHATHSA 1 HK 1.1, TIK 1.7

Hacrpoiika natepderica TEKCTOBOTO peakTopa, mapaMeTpoB CTPAHHUIIBI.
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CpencrBa M TeXHOJIOTHH
co31aHus 1 00padoTKN
TEeKCTOBOM HH(OpMALHU

OdopmieHre MHOTOCTPaHUYHBIX IOKYMEHTOB

Hacrpoiika unTepdeiica TEKCTOBOro peakTopa.
Hacrpolika napameTpoB CTpaHULIBI.

Hactpoiika pe:kuMoB neuaTy TEKCTOBOIO JOKyMeHTa. PaboTa ¢ mpuHTEpOM.

[Tpuémel penaxtupoBanus Tekcta. I[lpoBepka opdorpadun TeKkcTa B TEKCTOBOM
penaxkTope.

®opMaTupoBaHUE JOKYMEHTOB B TEKCTOBOM pelakTope. Mi3meHneHnue CBONCTB
CHMBOJIOB, ITapaMeTPOB ab3areB U cTpanullbl. [leyaTs qoKyMeHTa.

dopmaTtupoBaHUE TOKYMEHTOB B TEKCTOBOM penaktope. Mi3sMeHeHrne mapaMeTpoB
ab3areB. YcraHoBKa O3UIMK Ta0yssiiuu. PaboTa co crimckamu.

BcraBka rpadguueckoro n300pakeHus B TEKCT, U3MEHEHHE €T0 MOJIOKEHUS Ha
cTpanule. TexHoaorus BCTaBKU B JOKYMEHT 00bekTa SmartArt.

BcraBka CHOCOK B TEKCT JAOKYMCHTA B TCKCTOBOM PCAAKTOPC.

OcHoBHbIe puéMBI padboThI ¢ Tabnuamu. KonrekctHsle BkiIagku KoHeTpykTop 1
Makert 1 paboThl ¢ TAOIHULIAMH B TEKCTOBOM pEIaKTOpe

Paznuunblie npuémsl paboThl ¢ TAOIUIIAMH B TEKCTOBOM pefiakTope. COpTUpOBKa
JaHHBIX B Tabnuie. Boraucnenus B Tabnumax

Pa30uenue TekcTa Ha KOJOHKH B TEKCTOBOM peaaKTope.

cDOpMElTI/IpOBaHI/IC MHOT'OCTPAHUYIHOT'O JOKYMCHTA B TCKCTOBOM PCAAKTOPC

Pa6ora co ctuisamu. Co3ganne aBTOMATHUYECKOTO OTJIABICHUS B
MHOFOCTpaHI/I‘—IHOM JIOKYMQHTC B TCKCTOBOM pegIaKTope

Tema 2.2.
CpeacrBa
¥ TEXHOJIOTHH padoThI

IIpakTuyeckue 3aHATHSA

Coznanue Tabnuil B TaOJIMYHOM peJakTope U ux popmarupoBanue. TUIIBI JaHHBIX,
UCMOJIb3YEMBIX B TAOJUYHOM pPEeJaKTOpe

12
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€ 3JIEKTPOHHBIMH
TA0JUIAMH

Boinonnenue pacu€ToB B 3JIEKTPOHHBIX Tabnuax. @opmyisl. AGCONMIOTHAS U
OTHOCHTEJIbHAS aJipecanus

OyHKIMH, UCTIOJB3yEMbIE B TAOIUYHOM pegakTope. PaboTa co cnuckamu.

Cosznanue u popmMaTupoBaHHE FNEKTPOHHBIX TaOHIl. THUITBI JAHHBIX,
HCIOJIb3YEMBIX B TAOJMYHOM PEIaKTOpE.

Brimonnenue pacy€ToB B 3JeKTPOHHBIX Ta0nmunax. ®opmyiel. AGComoTHAS U
OTHOCHTEJIbHAS afpecanus

@OyHKIMH, UCIIOJB3YyEMbIE B TAOJIMYHOM PEIAKTOPE

[locTpoeHue u perakTHpPOBAHUE AUArpamMm

Hactpolika 1ucTOB KHUTY HA M€YaTh.

Tema 2.3.

Texnoaorusa OLE.
Co3nanune OLE-
00bEKTOB

Conep:xxanue yueOHOro MaTepuaJia

CrnenuanbHasi BcTaBKa ()parMeHTa JOKyMEHTa B APYroi JOKYMEHT

BcTaBka cBsI3aHHBIX 00BEKTOB B JAOKYMCHT

BcraBka ¢parmenTa ¢aiina TabIu4HOro pelakTopa B JOKYMEHT TEKCTOBOTO
pEeNaKTOpa ¢ yCTaHOBKOM CBSI3H

IIpakTHYecKkHne 3aHATHA

Co3zanue TeKCTOBOTO JIOKYMEHTA B MPIIOKCHUN-KITUEHT 1 BctaBka OLE-
00BEKTOB M3 IPHIIOKEHHUS CEpPBEPA

Co3nanmne crpaBoK ¥ HHPOPMAIIMOHHO-aHATUTHIECKUX 0030POB B MPHIIOKCHUH-
kiueHT 1 BctaBka OLE-00BeKTOB M3 MPUIIOKEHUS cepBepa

Co3znanmne crpaBoK ¥ HHPOPMAIIMOHHO-aHATUTHIECKUX 0030POB B MPHIIOKCHUH-
KJIMEHT U BCTAaBKa CMApPKIAHHOB W3 MPUIIOKEHHSI CepBepa

Tema 2.4.

Conep:kanue y4eOHOIro MaTepuaJa
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Paszpaborka n
CONPOBOK/ACHHE
HH(}OPMaLMOHHBIX 0a3
AAHHBIX

[Tonstue bJl u CYB/I. 3arpy3ka, uatepdeiic CYBJIl. Tabnuunas crpykrypa b/I.
[Tons, 3anucu. Tunsl naHHbIX. [IOHATHE KITFOUEBOTO OIS

®dopwmsl, 3ampockl U oTuéThl B CYB/I, nx Ha3HaueHue U criocoObl CO3/1aHMS.
Co3manue CBsI3U MEX/1y TaOJIUIIaMU C TIOMOIIBIO MacTepa IMOACTaHOBOK

I[pakTuyeckue 3aHATHS

Coznanue tabmui B CYB/]. YcraHOBKa CBOMCTB MOJIEH U CBS3EH MEKIY
tabmuamMu. BBo ¥ MpocMOTp JaHHBIX B peskume « Tabmmmay

3

®opwmsl, 3anpockl 1 0TuéTHl B CYB/I, X Ha3HaueHUe U CrocoObl

coznanus. Co3manue CBSI3U MEXAY TaOJIMIaMH C TIOMOIIBIO MacTepa MOJACTaHOBOK

Coznanue B/l ¢ ucnonszoBanuem ¢opm, 3anpoco u otu€toB B CYB/I.
PA3AEJ 3. CPEACTBA IIEPEJAYU 3JIEKTPOHHBIX TOKYMEHTOB 1 OBECIIEYEHUE UX 4/3 OK 01, OK 02,
COXPAHHOCTH K 1.1, TIK 1.6,
Tema 3.1. Coaep:xaHue yueOHOro MaTepuaJia IK 1.7.
IIporpaMmeI CkaHupoBaHHUE TJOKYMEHTOB C IIOMOIIBIO cTaHAapTHOTO npuiioxeHus OC
CKAHMPOBAHMS 1

IIporpaMMbI-apxuBaTOpsl. YIaKOBKA U paClIakKOBKA apXNUBOB
AOKYMEHTOB H
KOHBEPTHPOBAHHS CkaHMpoOBaHHUE U PACIIO3HABAHNE TEKCTA C IOMOIIBIO CHENUAIN3UPOBAHHOTO
daiinon nporpamMmHoro obecneuenusi. Koppekruposka rekcra. KonBeprupoanue (aitnos

IIpakTHYecKkHne 3aHATHA

Pacnio3naBanue nH(popMaIMy ¢ IOMOULIBIO TPOrPaMM CKaHUPOBAHMSL. 3

Konsepruposanue ¢aiinon

IIporpaMMbI-apxuBaTOpsl. YIaKOBKA U pacllakOBKa apXHUBOB
PA3JIEJI 4. CO3JIAHUE U PEJAKTUPOBAHUE T'PA®HUYECKHUX U MYJbTUMEJUHHBIX OFBEKTOB 4/3 OK 01, OK 02,

Conep:kanue y4eOHOIro MaTepuaJa 1
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Tema 4.1.
IIpeacrasiienue
uHdopmanmnm ¢
MOMOIIbIO CPEICTB
uHdorpapuku

Co3naHue npe3eHTanuy B crienuaan3upoBanHoM [10 1is moAroToBKu
npe3eHTanmii. OcHOBHBIC THIIBI (haitioB. Pexxumbl mpocmoTpa. Beioop madiona u
TEMBI CIIAI/IOB K Mpe3eHTaluu. M3MeHeHne MakeTa claiiioB

Hcnonbs30Banme runepcchlioK B Mpe3eHTanuu. HacTpoiika aHuManum TeKcTa
1 00beKTOB. JloOaBIeHUE MEPEX010B MKy CllalijaMu

Pasnuunsie cpencTsa coznanus uHGOrpapuKy.

Busyanu3zanus u npeacTaBiieHue A0KIaaa

HpaKanecmle 3aHATHUSA

Br160op mabiona u TeMbI CIIaiIoB K MPE3eHTAlMK B crienuanu3upoBanHoM 110 s
MOArOTOBKHU Mpe3eHTanuid. Co3ianue coocTBeHHOro madnoHa. M3menenue
MAaKeTa CJIaliJI0B

K 1.1, IIK 1.4,
K 1.6

Pabora co cnatigamu. BeraBka 00beKTOB Ha Cl1aiijl, U3MEHEHHUE X IOJIOKEHHUS. 3

VYrpasneHue ClosMHy crania

Hcnonb3oBanne runepcchbUiok B npe3eHTanuu. Hactpolika aHuMaium Tekcra

1 00BbeKTOB. /JoOaBneHne nepexo 0B Mex1y claiaamu. BeraBka 3Byka U BUEO.

Hacrpoiika nmpe3eHTannm Ha 1okas, yrnpasiseMas JOKIaI9UKOM U B

aBTOMATUYECKOM PEXHUME
Pazgen 5. TEXHOJIOT'USA CO3JAHUSA U TIPEOBPASOBAHUS UHO®OPMALIMOHHBIX OB BEKTOB 10/8 OK 01, OK 02,
Tema 5.1. Conepskanue y4eOHOro MaTepuaJa K 1.1, IIK 1.6,

MK 1.7

ITepconnuUMPOBANHBIE | |11 s0parme MacTepa CITHAHNSA VIS PACCEUTKH JOKYMEHTOB
PACCHUIKHU € OMOLIbIO

Co3maHue pacChUIKH € TTOMOUIbIO (PYHKIUH CIAUSHUS
GyHKUMHU cIUSTHUSA 1

Co3nanue Oeifj1ka ¢ TOMOIIBIO MacTepa CIUSHUSL

Hcnonb3oBanue mabIoHOB U CHENHUATbHOM BCTAaBKU NIPU CO3JIaHUU PACCHIIKU
JTOKYMEHTOB C MTOMOIIBIO (DYHKIIMU CIUSHUS
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I[MpakTuyeckune 3aHATHS

Co3znanue nuceM-npurialieHuii, mo3apasieHuil. Micnonp3oBanue mactepa
CIIUSTHUS TS IEPCOHU(UIIMPOBAHHOM PaCChUIKU JOKYMEHTOB.

Vcnonp3oBanue MacTepa CIUSHUS U1 NEPCOHU(DUITUPOBAHHOMN PacChUTKU

3

nokymeHToB. Co31aHne KOHBEPTOB, OCHIKeH, KyBEPTHBIX KapTOUEK.

Hcnonb3oBaHue MacTepa CIUSHUS IS TePCOHU(UITMPOBAHHON PACCHUIKU

nokymeHToB. Co3/laHre muceM Mo3/IpaBieHui, HaTOMUHAHUH, BUBUTHON

KapTOUYKH, KYBEPTHON KapTOYKH.
Tema 5.2. Texnosiorus Conep:xanue yueOHOro MaTepuaJia
aBTOMaTH3aAIMU Co31aHue mIabJI0HOB CIPABOYHO-HH(BOPMAIIMOHHBIX JOKYMEHTOB. DIEMEHTHI

1Y Y y
co3aHus u YIPABIICHUS COJIEPKUMBIM.
HCII0JIb30BAaHUSA C 5 5 1
03/J1aHKe 1a0JIOHOB PACIIOPSAUTEIIBHBIX JJOKYMEHTOB

noKymMeHTOB. IlIad10HBI A P P FIOKYMEHTOB, paspaboTka dpopm
JIOKYMEHTOB Pabota c ma6nonamu. PazpaboTka 3amuiméHHON AIEKTPOHHON (hOPMBI TOKyMEHTA

CoBMmecTHas paboTa Ha/l IPOEKTOM JOKYMEHTA B pEXKMME PELIEH3UPOBAHUS

IIpakTHYecKkHne 3aHATHA

Coznanue mablIoHOB 3aMHUCOK, TPOTOKOJIA, CIIPaBKH, MPUKa3a ¢ YCTAHOBKON 5

3aIUTHI CITYKEOHOTO MUChbMa, JOKJIATHOW 3alUCKH, PACTIOPSKEHNUS, aKTa

CoBmMmecTHas paboTa HaJl MPOEKTOM IIa0JIOHa MPUKa3a, CIIPaBKHU.
PA3JIEJI 6. KOMIIBIOTEP KAK CPEACTBO KOMMYHUKALIUU U JJOCTYII 14/10 OK 01, OK 02,
K UHOOPMAIMOHHBIM PECYPCAM. JIOKAJIBHBIE U I''IOBAJIBHBIE CETHU K 1.1..TIK 1.3
Tema 6.1. Conep:xanue yueOHOro MaTepuaJia K 1.4, IIK 1.6.,
Ceru 1 HHTEpHET. [IpumeHeHne TOKaTbHBIX U TJ00aTbHBIX KOMITBIOTEPHBIX ceTei s oOMeHa 1 IK 1.7

HNudopmannonHo-
MOMCKOBbIE CHCTEMBI.

nHpopmanueit. Ilonckosbie cuctemsl MHTEpHETA. 3amuTa HHGOPMAIIH

Pabota ¢ pa3nuuHBIMU CIIPAaBOYHO-TIPAaBOBBIMU CUCTEMAMU
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IHouck nupopmauuu B
Pa3/IHYHBIX CIIPABOYHO-
NPaBOBbIX CHCTEMAX

I[MpakTuyeckune 3aHATHS

Bo3MoskHOCTH nocKa nH(pOpMAIMK B MHTEPHETE

[Touck nupopmanuu B opUIHATBLHBIX HHTEPHET-UCTOYHHUKAX.

[Touck nHpOpMaKU B pa3IMYHBIX CIIPABOYHO-TIPABOBBIX CHCTEMAaxX

Tema 6.2. [loutoBbie
00J1aYHbIe CEPBUCHI B
padore ¢ JTOKYyMEeHTaMH

Conep:xanue yueOHOro MaTepuaJia

Hcnonbp30BaHuE TOUYTOBBIX CCPBHUCOB: BUAbI, IIpaBuJia PECTUCTpalliy, ITpaBuJIa
3allIUThI

CepBuchI 00JaYHBIX TEXHOJIOTHA, TIO3BOJISIOIINE OPTaHU30BATh JOKYMEHTHOE
0e310KyMeHTHOE 00CTyKUBAaHUE

HpI/IMeHeHI/Ie 00JIaYHBIX XPpaHWJIMII JaHHBIX JJISI OIITUMU3alUH pa6OTbI
C JOKYMCHTaAMU

IIpakTHYecKkue 3aHATHA

CoBMmecTHas pa60Ta Mo OpraHn3anu IOKYMEHTHOI'O U oe3 JOKYMCHTHOI'O
O6CJ'Iy>KI/IBaHI/ISI C IPUMCHCHHUEM 00JIAYHBIX TEXHOJIOTHUH

Tema 6.3. CoBpemeHHbIe
NpOrpaMMmbI-
MJIAHUPOBIIUKH

Conep:xanue yueOHOro MaTepuaJia

COBpeMeHHHe IIPpOrpaMMbI-IINIAHUPOBIIUKU

HpaKanecmle 3aHATHUSA

[TnanupoBanue pabodero AHA PyKOBOAUTENS U CEKPETapsi C MOMOLIbIO
COBPEMEHHBIX MTPOTrpaMM-TIAaHUPOBIIIUKOB

Tema 6.4. Cpencra UT
TeXHOJIOTUH NP
OpraHu3aluvm 1€J0BbIX
M0e3/10K PYKOBOIMTEJIS.
OcymecTBi1eHHe TPIBeJI-
NOJ/IePKKHU

Conep:kanue y4eOHOIro MaTepuaJa

CucreMbl OpOHUPOBaHUS OMIIETOB U OTEJIEH.

PabGora ¢ reomanapIMU

IIpakTHYecKkHne 3aHATHA

[TonGopka peiica 1 oTens MO 33JaHHBIM ITapaMeTPaM.
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Omnpenenenue reoIaHHBIX

HpOMe)KyT()‘lHaﬂ arrecranmusd

Bcero

66
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3. YCJIOBHUA PEAJIM3AIIMA YYEBHOW TUCHUTIIUHBI

3.1. JIns peanu3anuu nporpaMMbl y4eOHOM AUCHUIUIMHBL JOJHKHBI OBITH IPEIYCMOTPEHBI
CJEIYIOIINE CIIEHHUATIbHBIE TOMEILIEHUS

Jlaboparopus «H(DOPMAMOHHBIX U KOMMYHHKAIIMOHHBIX TEXHOJOTHI», OCHAIIICHHAs
HEOOXOAMMBIM JIJISl peaii3allii IPOrpaMMbl Y4€OHON JUCITUTIIMHBI

obopymoBaHueM: pabodme MecTa MO KOJUYECTBY OOydJaromuxcs W padodee MecTo
Mpeno/iaBaresis, OCHAIICHHBIX KOMITBIOTEPHBIM CTOJIOM U MOABEMHO-TIOBOPOTHBIM KPECIIOM;

TEXHUYECKUMHU CpPEACTBAMM OOyuYEHUS: MEePCOHAIbHBIA KOMIIBIOTEpP Ha Kaxkaoe pabouee
MECTO:

C YCTaHOBJICHHBIM IIPOTPAMMHBIM 00€CIIeYeHHEM: OTIepaIlMOHHAs CUCTEMa, AHTUBUPYCHAS
nporpaMmma, TeKCTOBBIN, TabnuuHblil pegaktop, CYB/I, mporpamMma 1is co3naHus npe3eHTaIui,
[lepconanbubIil UHGOPMALIMOHHBIA MEHEKEp ¢ PyHKIUIMHU TOYTOBOTO KiueHTta U Groupware,
apXUBATOPBI, TPOTPAMMEBI CKAHUPOBAHUS, KOHBEPTUPOBaHUs (HaiiiioB,

C JIOCTYTIOM B TIJ100aJbHYIO CETh MHTEPHET, B JIOKAJIBbHYIO CETh YYEOHOTO 3aBEJCHHS, B
CIIPaBOYHO-IIPABOBYIO CUCTEMY U 3JIEKTPOHHO-OUOIMOTEUHYIO CUCTEMY;

MYJIbTUMEIUNHOE 000pYA0BAHKE: TPOEKTOP, MHTEPAKTUBHAS TOCKA;

IIPUHTEDP, CKaHEP, KOMPOBAIbHBIN anmapar uiu MOY

3.2. UndopmannonHoe odecnevenne peaju3anum NporpamMmbl

Jisa peanuzanuu mporpaMMbl OUOIHOTEUHBINH (GOHI 00pa3oBaTENbHON OpraHU3AINH
JIOJIKEH UMETh IIeYaTHbIE W/WIIN 3JI€KTPOHHBIE 00pa3oBaTebHble U HH(POPMALIMOHHBIE PECYPCHI,
JUISL ICTIONTh30BaHUs B 00pazoBarenbHOM mnporiecce. [Ipu hopmupoBannu 6ubmnotednoro GpoHmaa
00pa30BaTeLHON OpraHM3aIMel BHIOMPACTCS HE MEHEE OJIHOTO W3JaHUS U3 MEePEUHCIICHHBIX
HUKE MEeYaTHBIX M3JaHUM M (WJIM) 3JIEKTPOHHBIX W3/IaHUN B KaueCTBE OCHOBHOIO, MPH 3TOM
CIIUCOK, MOKET OBITh JOTMOJIHEH HOBBIMU M3JaHUSIMH.

3.2.1. OcHoBHbIE MeYATHLIE U3AAHUSA

1. T'aBpuno M. B., Kiiumos B. A. Undopmatuka 1 MHGOpMAIMOHHBIE TEXHOJIOTHH.
YuebHuk nms cpeaHero npodeccuonanibHoro oopasosanus / M. B. INaspmiios, B. A. Kinumos. —
4-¢ w3pn., mepepab. m jgon. — MockBa: W3marensctBo FOpaiir, 2022. — 383 c. —
(ITpodeccronansroe obpazoBanme). — ISBN 978-5-534-03051-8. — Tekct: 37eKTpOHHBIHA //
3BC IOpaiir [caiit]. — URL.: https://urait.ru/bcode/469424

3. Kynpusinos /1. B. MndopmannonHoe obecriedenne npodeccnoHanbHOM e TeNbHOCTH:
Y4eOHUK U MPAKTUKYM JUIS CpeHEro MpodeccuoHalbHOro 00pa3oBaHus/ YUeOHUK U MPAKTUKYM
Ui cpefHero npogeccuoHansHoro oopasosanus / [. B. Kynpusuo. — MockBa: M3aarenseTBo
FOpaiir, 2022. — 255 ¢. — (IIpodeccronansnoe odpazoBanue). — ISBN 978-5-534-00973-6. —
Tekcrt: anekrponnsiii // DBC FOpaiit [caiiT]. — URL: https://urait.ru/bcode/470353

4. IlnotnuxoBa, H. I. Hudopmatuka u uHGPOPMaLNOHHO-KOMMYHHKAIIMOHHBIE
texnosoruu (UKT) : yue6HOe mocobue / H. I'. [InmotaukoBa. — MockBa: PUOP: UHOPA-M,
2022. — 124 ¢. — (Cpemnee npodeccronanbHoe odpasopanme). - ISBN 978-5-369-01308-3. -
Tekcr: AIIEKTPOHHBIN// 9bC Znanium [caiiT]. - URL.:
https://znanium.com/catalog/product/1229451 (nata oopamenus: 04.08.2022). — Pexxum nocrymna:
10 MOJIIHCKE.
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5. TpobumoB B. B. Huadopmaruka B 2 T. Tom 1: VYueOHHMK 1711 cpeaHEro
npodeccuonansHoro odpasosanus / B. B. TpodhumoB. — 3-e usn., nepepad. u non. — MockBa:
WznatenbctBo HOpaiit, 2022. — 553 ¢. — (IIpodeccuonansuoe obpazoBanue). — ISBN 978-5-
534-02518-7. —  Tekct: onekrponnbii //  OBC  IOpaiir [caiit]. —  URL:
https://urait.ru/bcode/471120

6. ®enotosa, E. JI. UHpopManimoHHbIE TEXHOJIOTUH B TPOPECCHOHAIBHON JAEATEIHHOCTH:
yueOHnoe mocobue / E.JI. ®enoroBa. — Mocka: ®OPYM: NHDPA-M, 2022. — 367 ¢. —
(Cpennee npodeccuonanbHoe oopazoanue). - ISBN 978-5-8199-0752-8. - TekcT: aneKTpoHHBIN
// OBC Znanium [caiiT]. — URL: https://znanium.com/catalog/product/1786345 (nata obpareHus:
04.08.2022). — Pexwum 10CTYyIIA: TI0 TOIMKUCKE.

3.2.2. OcHOBHbBIE YJIeKTPOHHBbIE U3IAHUS

1. Kynpusuos JI. B. MndopmanonHoe oGecnieyenne npopeccuoHanbHOM 1esTeIbHOCTH:
Y4eOHUK U NPAKTUKYM Ul CPEeHEro MpodheccuoHalbHOro 00pa3oBaHus/ YUeOHUK U MPAKTUKYM
Ui cpefHero npogeccuoHanbHoro oopasosanus / [. B. Kynpusnos. — Mocksa: M3natenbcTBoO
FOpaiir, 2022. — 255 ¢. — (IIpodeccronansnoe odpazosanue). — ISBN 978-5-534-00973-6. —
Tekcr: anexkrponnsiii // DBC FOpaiir [caiit]. — URL: https://urait.ru/bcode/470353

2. IlnoramkoBa, H. I. HWudopmatnka u WHPOPMAINOHHO-KOMMYHUKAITUOHHBIC
texaoioruu (MKT) : yuebnoe mocobue / H. I'. [InorHukoBa. — Mocksa: PUOP: UHOPA-M,
2022. — 124 c¢. — (Cpennee npodeccuonanbHoe odpazosanue). - ISBN 978-5-369-01308-3. -
Tekcr: ANEKTPOHHBIN// 9BC Znanium [caliT]. — URL:
https://znanium.com/catalog/product/1229451 (nata obparenus: 04.08.2022). — Pesxxum moctyma:
IO TIOJIITHCKE.

3. Tpobumor B. B. Hndopmaruka B 2 1. Tom 1: VYueOHHMK 171 CpeaHErO
npodeccuonaabHoro oopasosanus / B. B. Tpodumos. — 3-e u3a., nepepad. u gon. — Mockaa:
N3znarensctBo Opaiit, 2022. — 553 c. — (IIpodeccronansnoe odbpazoBanue). — ISBN 978-5-
534-02518-7. —  Tekct: oanektponnsld //  DOBC  IOpaiit [caiit]. —  URL:
https://urait.ru/bcode/471120

4. ®enorona, E. JI. MHbopMaLOHHbBIE TEXHOJIIOTUH B MTPO(HECCHOHAIBHON AEATEIbHOCTH:
yuebHoe nocobue / E.JI. denoroBa. — MockBa: POPYM: UHOPA-M, 2022. — 367 c. —
(Cpennee nmpodeccronanpHoe odpasoBanue). - ISBN 978-5-8199-0752-8. - Tekct: aneKTpOHHBIN
// OBC Znanium [caiiT]. — URL: https://znanium.com/catalog/product/1786345 (nata obparenus:
04.08.2022). — Pexxum qocTyna: mo MOAIHUCKE.

3.2.3. JlonoJHUTEIbHbIE HCTOYHHKH

1. AnekceeB A.Il. CoOopHUK TabopaTOpHBIX padoT no auctuiinHe «MHpopMaTukay,
qacTh 2: YueOHoe nocobue. YuebHoe nocobue no aucuuiuimie «MHpopmaTikay, st CTyJeHTOB
nepBoro kypca crneunanbHocTeir 10.03.01 u 10.05.02 VYuebGHoe mocobue mHO IUCHUILIMHE
«MupopmaTrka», AIS CTyAEHTOB IepBoro Kypca crneuuanbHocteid 10.03.01 u 10.05.02 /
AnexceeB A.Il. — Mocksa: COJIOH-IIp., 2017. — 256 c.: ISBN 978-5-91359-220-0. - Tekcr:
snexktpouHbiit// DBC Znanium [caiit]. — URL: https://znanium.com/catalog/product/881455. —
Pexxum noctyna: mo noamnucke.

2. bensesa. T.M. Marematuka u uapopmaruka: yaeOHuk u npaktukym mist CITIO / T.
M. benseBa [u ap.]; mon penakuueir B. J[. DnbkuHa. Y4eOHUK M TPAKTHKYM IJISI CPEIHETO

279



npodeccuonanbHoro oopazosanus / T. M. bensieBa [u ap.]; mox penakmueit B. JI. Dnpkuna. — 2-
e wu3d., mepepad. m gom. — MockBa: WsnmarensctBo HOpaiit, 2022, — 402 c. —
(ITpodeccuonansuoe obpazoBanue). — ISBN 978-5-534-10683-1. — TekcT: 3yeKTpOHHBIN //
3BC IOpaiit [caiit]. — URL.: https://urait.ru/bcode/469943

3. Kenpora I'.E. [u np.] UadopmaTrka 11 TYMaHUTapUEB: YYeOHUK U MPAKTHKYM
Ui cpenHero npodeccuonanbHoro oopasosanus. [lon penakuueii I'. E. Keaposoit. — Mocksa:
WznarensctBo FOpaiit, 2022. — 439 ¢. — (IIpodeccuonanbroe oopazoBanue). — ISBN 978-5-
534-10244-4. —  Tekct: onekrponnbii //  OBC  IOpaiir  [caiit]. —  URL:
https://urait.ru/bcode/475550

4. Hosoxwunos O.I1. Uadopmaruka B 2 u. Yacts 1: yuebnux mms CIIO / O. II.
HoBoxwinoB. YueOHuk miist cpeganero npodeccuonanbHoro oopazosanus / O. I1. HoBoxumoB. —
3-¢ wm3g., mepepad. m mon. — MockBa: WsmarensctBo FOpaiir, 2022. — 320 c. —
(ITpodeccuonansuoe obpazoBanue). — ISBN 978-5-534-06372-1. — TekcT: 2JI€KTPOHHBIN //
OBC IOpaiir [caiit]. — URL.: https://urait.ru/bcode/474161

5. [TonoB A.M. Unpopmaruka u MmatemaTuka: yueOHUK U npaktukym st CI1O / A.
M. Ilonos, B. H. Coraukos, E. . Haraesa, M. A. 3aiities; mox pexn. A. M. [lonoBa YueOHUK 1
MPAaKTUKYM IS cpeiHero npodeccnonansuoro oopazosanus / A. M. Ilomnos, B. H. Cotaukos, E.
W. Haraea, M. A. 3aiines; nox penakuueir A. M. IlooBa. — 4-e u3z., mepepad. u gom. —
Mockaa : M3parensctBo FOpaiit, 2022. — 484 ¢. — (IIpodeccuonansuoe odbpazoBanue). — ISBN
978-5-534-08207-4. — Tekct: oanekrponusni // OBC IOpait [caiit]. — URL:
https://urait.ru/bcode/469437

6. CoseroB b.fI. MH(opManmoHHbIE TEXHOJOTHHM: YYEOHHMK JUISI  CPEIHETO
npodeccuonanbHoro oopazosanus / b. 5. Coseros, B. B. LlexanoBckuil. — 7-e u3z., nepepad. u
nor. — Mocksa: M3narensctBo IOpaiit, 2022. — 327 ¢. — (IIpodeccuonansHoe 00pa3oBaHue).
— ISBN 978-5-534-06399-8. — Tekct: anekrponHsiii / OBC IOpaiit [caiit]. — URL:
https://urait.ru/bcode/469425

7. Tpodpumor B.B. MHpopmanoHHbIE TEXHOJIOTHH B SKOHOMHKE U YIIPaBJIECHUH B 2
4. Yacte 1: yuebnuk nnst CI1O / B. B. Tpodumos [u ap.]; mox pexn. B. B. Tpopumosa. Yuedbuuk
JUIs cpesiHero npodeccuoHanbHoro oopasosanus / B. B. Tpogumos [u ap.] ; nox penaxmueii B.
B. Tpopumosa. — 3-e u3z., nepepad. u gon. — Mocksa: U3natensctBo FOpaiit, 2022. — 269 c.
— (ITpodeccnonansroe obpazoBanue). — ISBN 978-5-534-09137-3. — Tekct: 251eKTpOHHBIH //
OBC IOpaiir [caiit]. — URL.: https://urait.ru/bcode/475059

8. CrpaBouno-nipaBoBas cucrema «Koncynptant [Imoc». Opurmansuslii caidt CIIC
«Koncynprant mitocy [Inexktpornsiid pecypc| . URL: http://www.consultant.ru/

9. CrnpaBouHo-nipaBoBas cucreMa «I'apant» [DnexktponHslil pecypc] . URL:garant.ru

10. CnpaBouno-npaBoBast cuctema «Koucopumym Koaekc» [DnexkTpoHHBINH pecypc] .
URL: Konexkc - [Ipodeccuonansubie cripaBounbie cuctemsl - Koneke (kodeks.ru)

11. OdunuanbHbIi caliT IporpaMMsl i pacrio3HaBanus Tekcta ABBY'Y FineReader.
OdunuanpHbIIR cauT KOpHOpaluu Adobe. [D71eKTpOHHBIN pecypc] URL:
https://www.abbyy.com/ru-ru/Finereader/

12. Odunmansueiii caidt Microsoft Office. CnpaBka. Odunmaneueiii caift Microsoft
[DnexTponnslit pecypc] . URL: https://support.office.com/

13. Odunmanbuerii caiit kommaanu Google. CpaBka Google. [DneKkTpoHHBIH pecypc]
URL.: https://support.google.com
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14, Odummanbupiii cat Angexc-auck [DnektponHbii pecypc] URL: Anaexc.duck
(yandex.ru).

15. Odunmanbupiii caiit Ob6sako mein. [DnekrponHsiil pecype] URL: O6nako Mail.ru

16.  Cucrema oHnaiiH-OpOHUpPOBaHUS OTeNeH «ByKHHIY. OdunmanbHplii  caifT
Booking.com [Dnektponnsiii pecypc] URL: https://www.booking.com/index.ru.

17.  Cepsuc cpaBHeHUs 1iEH Ha oTenu « Tpusaro» Odunmansueiii caiit Trivago.
[DnexTponnsblit pecypc] URL: https://www.trivago.ru/

18. Cepsuc 6ponupoBanus otenet «Xorene» OduimanbHbINT caiT Hotels
[DnexTponnsiit pecypc] URL: https://ru.hotels.com/

19. Cucrema cpaBHeHus 1IeH Ha oTenu «Pymrypy» OdunmranbHbIi caur
Roomguru [Dnektponnsiii pecypc] URL: https://www.roomguru.ru/Hotels/Search

20.  CepBucC cpaBHEHUS IIEH Ha OTEIH «XOTEILTYK» Odunmansherii caiiT Hotellook
[DnexTponnslii pecypc] URL: https://hotellook.ru/

21. OAO «PXI». Odbunmanpaeiii caldT [DnexTporHsiid pecypc] URL: IMaccaxupam
(rzd.ru)

22. Cucrema novcka aBHaOWIeTOB OHNaH «buneTsl rrocy  OQUIMATBHBIA ~ CalT
Biletyplus [Daexrponsnsiii pecypc] URL: http://biletyplus.ru/

23.  Cucrema 3aka3a Kele3HOJOPOXKHBIX OmineroB omnailH Odunuansaeiii cat Tutu
[DnexTponnslil pecypc] URL: https://www.tutu.ru

24.  Tazera «MHpopmaruka» uznarenpckoro qoma «llepBoe ceHTAOps» [DIeKTpOHHBIN
pecypc]. URL: https://inf.1september.ru

25. Kypnan «udpopmatuka u oOpasoBaHue» [InekTpoHHBI pecypc]. URL:
http://infojournal.ru

4. KOHTPOJIb U OHEHKA PE3YJIBbTATOB OCBOEHUSA
YYEBHOU JUCIHUATLIIAHBI

PesyabTaThl 00yyeHus Kpurtepun onenkn Metoabl OLeHKH

Hepeqeﬂb 3HaHI/II71, 0CBaMBACMbIX B paMKaxX JUCHUIIJTHHBI

aKTyaJbHbII MPOohecCHOHATBHBIN U «OTaMYHO» - Kakumu

COLIMAJIbHBIA KOHTEKCT, B KOTOPOM TEOPETUUECKOE IIpoLeaypamMu

MPUXOJUTCS PabOTATh U KUTH; CoJIep’KaHue Kypca IIPOU3BOJIUTCS
OCBOEHO IOJIHOCTBI0, 0€3 OLICHKA!

OCHOBHBIE UCTOYHUKU WHPOPMAITUU U
pECYpPCHI AJIs pelieHus 3a1a9 1
mpo6ieM B podeccnoHaIbHOM H/HITH

po0eNoB, yMEHUS
YeTHBIN onpoc
c(hOpMUPOBAHEI, BCE P

_ HPEAYCMOTPEHHBIC TecTOBBIN KOHTPOJIH
COIMAILHOM KOHTEKCTE; MpOrpamMMoit yueGHbIe

3aaaHus BBIIIOJTHCHEI,
Ka4u€CTBO UX BBITIOJITHCHUA

AJITOPUTMBI BBITIOJTHCHU A pa60T B

poecCHOHATEHON U CMEKHBIX

0051acTAX; OLIEHEHO BBICOKO.
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METOABI paboTHl B MpodeccuoHaTbHON
U CMEXHBIX cepax;

CTPYKTYpYy IIaHa JJIsl pelIeHus 3a/1a4;

MOPSAZIOK OLIEHKH PE3yJIbTaTOB PEIICHUS
3a/1a4 npodeccuoHanbHON
NeSITeIbHOCTH,

Homenknatypa nHGOpMaHOHHBIX
HCTOYHHKOB, IPUMEHIEMBIX B
npodeccHoHaABLHOM IeATEIBHOCTH;

MIPUEMBI CTPYKTYPHPOBAHUS
nHpopManuu;

dbopmat opopmiieHUs: pe3yIbTaTOB
MOKCKa UHPOPMALIUHU, COBPEMCHHBIC
Cpe/CTBa M yCTPOUCTBA
nHbOpMaTH3aLNY;

MOPSAIOK UX TPUMEHEHUS U
MporpaMMHOE oOecrieueHue B
po¢eCCUOHAIBHON NEATETHHOCTH B
TOM YHCJI€ C UCIIOJIb30BaHUEM

U (POBBIX CPE/ICTB;

HOpPMAaTUBHBIE [TPAaBOBBIE aAKThI
Poccutiickoit deneparuu B chepe
MH(OPMALIMOHHBIX U
KOMMYHHKAIIMOHHBIX TEXHOJIOTH;

HOpMaTI/IBHBIG HpaBOBBIG AKThI
Poccutiickoit deneparuu B chepe
nH(OPMAIMOHHON OE30MaCHOCTH;

TpeOoBaHUsI OXpaHbI TPY/IA;

HUHTEPHET-PECYPCHI IS
OCYILIECTBIICHUSI TPEBEI-TIOAJEPKKHI
JIEJIOBBIX MOE3/10K;

METO/bI 00paOOTKH U 3aIUTHI
nH(pOpMaLIUU C TPUMEHEHUEM CPEJICTB
MH(OPMALIMOHHBIX U
KOMMYHUKAI[MOHHBIX TEXHOJIOTHI];

«Xoporo» -
TEOPETUUECKOE
coJiep’KaHue Kypca
OCBOEHO ITOJIHOCTBIO, 0€3
po0OesioB, HEKOTOPhIE
yMeHHs cPOPMUPOBAHBI
HEJ0CTAaTOYHO, BCE
IIPETyCMOTPEHHBIE
porpamMmoil yueOHbIe
3a/1aHusl BBIIIOJIHEHBI,
HEKOTOPbIEC BUbI 3aJaHUI
BBITTOJIHEHBI C OIIMOKAMH.

«Y IOBIIETBOPUTEIBHO) -
TEOPETUUECKOE
coJiep’KaHue Kypca
OCBOEHO YaCTHYHO, HO
npoOeIbl HE HOCST
CYILIECTBEHHOI'O XapaKTepa,
HEOOXOMMbIC YMEHUS
paboThl C OCBOCHHBIM
MaTepHuajJoM B OCHOBHOM
c(OpMHUPOBAHBI,
OOJIBIITUHCTBO
MIPETyCMOTPEHHBIX
IporpaMMoil ooydeHus
yueOHBIX 3a1aHUI
BBITNOJIHEHO, HEKOTOPHIE U3
BBITNOJTHEHHBIX 3alaHui
coJiepkKaT OLTUOKH.

«HeynoBneTBOpUTENBEHOY -
TEOPETHUIECKOe
CoJIepKaHue Kypca He
OCBOEHO, HEOOXOIUMbBIE
YMCHHUS HE
c(OpMHUPOBAHBI,
BBHITIOJTHEHHBIE YUeOHbBIE
3a/laHus CoJIepKaT Ipyobie
OIIIMOKH.
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COBpEMEHHbIE HHPOPMALIMOHHBIE U
KOMMYHHKAIIUOHHBIC TCXHOJIOT'MHU,
pUMEHsieMBbIE B paboTe ¢
AOKYMCHTaMM.

Hepeqeﬂb yMeHHﬁ, O0CBaUBa€MbIX B paMKaXxX JUCHUIIJIHHbI

pacro3HaBaTth 3aa4y W/Win npoodiaemy
B IPO(eCCHOHATBHOM H/UJITH
COIIMAJIbHOM KOHTEKCTE;

aHAJM3UPOBATh 33aJauy /WK IpodiIemMy
U BBIACIIATH €€ cocTaBHBIC qacTu,

OIIPCACIIATh 3Tallbl PCIICHUA 3a/1a4U,

BBISBIIATH U 9(PPEKTUBHO HCKATh
nH(OpMALIHIO, HEOOXOTUMYO TSI
pEIICHUS 3a/Ia4H U/UITH POOIIEMBI;

COCTaBJIATH IIJIaH HeﬁCTBHH;
OIIpCaACIIATh HCO6XO,Z[I/IMBIG PECYPCHI;

BJIAJIETh aKTyaJIbHBIMH METOIaMH
paboThI B IpoheCCUOHATTBHON U
CMEXHBIX chepax;

PCaIN30BbIBATH COCTaBJICHHBIN I1J1aH,
OICHUBATDH PE3YyJIbTAT U MOCICACTBUA
CBOHX JIEHCTBHUI (C&MOCTOHTCJ’IBHO nin
C IOMOIIBIO HaCTaBHI/IKa);

OTIpeNIeNIATh 33a4YM JUIs IOUCKa
uH(pOpMaINH;

OIpeIeNIATh HEOOXOIUMbIE HCTOUHUKHI
uH(pOpMaINH;

ITAaHUPOBATH ITPOLECC ITOMCKA,

CTPYKTYpUPOBATh MOJIy4aeMy0
nH(pOpMaILIIO;

BBLIEIATH HanOOJIee 3HAYNMOE B
nepeyHe HHpopMaIuy;

OILICHUBATh MPAKTHYECKYIO 3HAYMMOCTb
pe3yIbTaTOB IOKCKA;

«OTnuuHOY -
TEOPETUUECKOE
coJiep’KaHue Kypca
OCBOEHO IOJIHOCTHIO, 0€3
po0eJIoB, YMEHUS
chOopMHUPOBaHEI, BCE
PeyCMOTPEHHBIE
IporpaMMoil yueOHble
3aJJaHHS BBITIOJIHEHHI,
Ka4eCTBO WX BBITIOJTHEHUS
OLICHEHO BBICOKO.

«Xopomo» -
TEOPETUYECKOE
coJiepKaHue Kypca
OCBOEHO TOJIHOCTBI0, 0€3
npo0eoB, HEKOTOPbIE
YMEHUs CPOPMHUPOBAHBI
HEJ0CTaTOYHO, BCE
IIPEyCMOTPEHHBIE
MpOrpaMMoil yueOHbIe
3a/1aHus BBIMIOJIHEHBI,
HEKOTOpBIE BU/IbI 3a/IaHUI
BBITIOJTHEHBI C OLTMOKaMH.

«Y IOBJIETBOPUTEITEHO) -
TEOPETHUICCKOE
coJiepKaHue Kypca
OCBOEHO YaCTHYHO, HO
MPOOEITBI HE HOCST
CYIIIECTBEHHOT'O XapaKTepa,
HE0OXO0TMMbIE YMEHHS
paboTHI C OCBOCHHBIM
MaTepHaJIOM B OCHOBHOM
chopMUpPOBaHHI,
OO0JIBIIMHCTBO
MIPETyCMOTPEHHBIX
MpOrpaMMoit 00yueHUs

OreHka pe3yabTaToB
BBITTOJIHEHUS
IIPaKTUYECKON
paboThl

DKCnepTHOE
HabJto/IeHueE 3a
XOJIOM BBITIOJTHEHUS
MPaKTUYECKOU
paboThI

[IpomexxyTounas
aTTecrauus
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0(OPMIISITH PE3YJIbTATHI TOUCKA,
IIPUMEHATH CPEICTBA
MH(POPMAIMOHHBIX TEXHOJIOTUN IS
peteHust mpoheCCHOHATBHBIX 3a/1a4;

UCIIOIb30BaTh COBPEMEHHOE
porpaMMHOe oOecrieueHue;

MCTOJIB30BATh PAa3INUHbIC IIU(PPOBHIE
CpEICTBA AJIsl PEIICHUS
npodecCHOHANBHBIX 3a/1a4;

UCIIOJIb30BATh CPECTBA
MH(GOPMAIIMOHHBIX U
KOMMYHUKAIIHOHHBIX TEXHOJIOTHH JIIS
NOJTy4EHHs U Tepeaayn nHPpOpMaIny;

BECTH U UCIIOJIH30BaTh B paboTe 6azy
KOHTAKTOB OpraHu3aluun;

YCTaHaBJIMBATL U NOAJCPKHUBATH
KOMMYHHKAIUX B IIPOLCCCC ACTTOBOIO
OOIIEHUS C TOMOIIBIO CPE/ICTB
MH()OPMAIIMOHHBIX U
KOMMYHUKAI[HOHHBIX TEXHOJOTHH;

oOecrnieunBaTh HH(POPMALIMOHHYIO
0€301acHOCTb JeSITeIbHOCTH
OpraHu3alIly;

IIPUMEHSTH B paboTe cpeacTBa
MH(POPMALMOHHBIX U
KOMMYHHKAIIMOHHBIX TEXHOJIOTH;

BbIOMPATh ()OPMBI TNIAHUPOBAHUS U
0(hopMIIATH MITAHUPOBIIKK
(opranaiizep) pyKOBOJIUTENS U
CeKpeTaps;

OCYHICCTBIIATDH TPCBCII-IIOAACPIKKY
JACJIOBBIX ITOC3A0K;,

UCIIOJIb30BaTh CPEICTBA
WHGPOPMAIIMOHHBIX
KOMMYHHUKAITHOHHBIX TEXHOJIOTUH JIsI
obecrieyeHns B3aNMOIEHCTBHS C

y4eOHBIX 3aaHHI
BBITIOJTHEHO, HEKOTOPBIC U3
BBITIOJTHEHHBIX 3aJaHHIA
COJIEPIKaT OLITNOKHU.

«HeynoBiaeTBOpUTEILHO -
TEOPETUUECKOE
CoJIep’KaHue Kypca He
OCBOEHO, HEOOXOTUMBIE
yYMEHHUS HE
chopMUpPOBaHHI,
BBITNIOJTHEHHBIE YUEOHbIE
3aJlaHus COJIEPKaT IpyObIe
OIIUOKH.
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PYKOBOAMTEIIEM BO BpeMs €ro eJI0BOU
IIOE3/IKH;

OCYIIECTBIISATH cOOp, 00pabOTKy
nH(pOpMAILINY, CUCTEMATU3AIIIO
MOJTy4aeMbIX U IepeJaBacMbIX JaHHBIX;

CKaHHPOBATh, KOUPOBATH U
KOHBCPTHUPOBATH JOKYMCHTHI B
pa3nuyHble POPMATHL.
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IIpunoxenne 2.12

k [IOII cnennanabHOCTH

46.02.01 JoxkymeHTAIIMOHHOE O0ecTeyeHne
ylpaBJieHHs U apXUBOBe/leHUe

IPUMEPHAS PABOYAS ITIPOTPAMMA YUEBHOM JUCIUILINHBI

«OI1.06 PYCCKHM SI3BIK B TIPO®ECCHUOHAJIBHOM JEATEJIBHOCTH»

2023 r.
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COJEPKAHUE

. OBIIASI XAPAKTEPUCTHUKA IIPUMEPHOM PABOYEN
MPOT'PAMMBI YYEFHOU JUCIHUTLIAHBI

. CTPYKTYPA U COJIEP’)KAHUE YYEBHOM
TACIATLITAHBI

. YCJIOBUSA PEAJIN3AIIMA YUYEBHOM JUCITATLIIMHBI

. KOHTPOJIb 1 OHEHKA PE3YJIbTATOB OCBOEHU

YYEBHOM JUCLHUIIIAHBI
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1. OBILIASI XAPAKTEPUCTUKA ITPUMEPHOM PABOYEN ITPOT'PAMMBI
YYEBHOU JUCIHUATLIAHBI
«OIL 06 PYCCKHMH A3BIK B IPO®ECCUOHAJBHOUN AESATEJIBHOCTH»

1.1. MecTO TUCHMILIMHBI B CTPYKTYPe OCHOBHOI 00pa3oBaTe/IbHOM NMPOrpaMMBbl:

VYuebnas aucuuruinHa «Pycckuil s3bIk B MPO(ECCHOHATBHON EATEIIEHOCTHY SBIISETCS

00s13aTeIbHOM  YacThio  00mIenpodecCuoHaTIbHOTO

[MKJIa TPUMEPHOM 0Opa3oBaTEIbHOU

nporpammsel B cootBeTcTBUU ¢ @I'OC CIIO no cnenuanbHocTH. 46.02.01 JlokymMeHTaliMoOHHOE

obecneyeHne YHpaBJICHUA U apXUBOBCACHUC

Oco0oe 3HaueHue AMCLUMILIUHA UMEET MPH (POPMUPOBAHUU U PA3BUTHH KOMIETEHIIHMMA
OK 01, OK 02, OK 04, OK 05, OK 09.

1.2. He.]'lb H INIAHUPYEMBIC PE3YyJabTAaThbl 0CBOCHUA TUCIHUIIIMHBI:

B pamkax mporpammbl yuyeOHOM IUCHMILIMHBI OOY4YalOIIMMUCS OCBAaMBAIOTCS YMEHMS

Y 3HAHUS
Kon
Ymenust 3Hanus
IIK, OK
OK 01 BIIJIETh IPABUJIAMH PYCCKOM OCHOBHBIC KaHPbI O(UIIHATIBHO-
OK 02 opdorpaduu, nyHKTyaIu, JIETIOBOTO CTHJISI, COJIEPHKAHUE U
OK 04 CTUJIMCTHUKY; CTPYKTYPY (YHKIIMOHAIBHO-
OK 05 [MUCBMEHHBII TEKCT C COOJIIOIEHUEM CTHJIIACTUYCCKOI'O IIPOCTPAHCTBA
OK 09 TpeboBaHU OPUITHATHHO-IETIOBOTO JCJIOBOTO A3BbIKA, KOMIIO3UIINIO
K12 CTUIIS; JIOKYMEHTHOTO TEKCTa;
K 1.2.
K 1.7 MCIIOJIb30BaTh OCOOCHHOCTH S3bIKa TpaauIUU TMICbMECHHOT'O PCYCBOTO
o JOKYMCHTOB: CTUJIIMCTUYCCKH HOBCIACHHS B ICJTOBOM
K 1.8.

MapKUPOBAHHYIO JIEKCUKY U
TEPMHUHOJIOTHIO, PEUEBBIE KIIUIIE U
HITaMIIbl, YCTOMYHUBBIE 00OPOTHI,
[J1aroJIbHOE yIpaBJIeHHUE, IPaBUiia
yHnOTpeOIEHUS TPOIMUCHBIX  CTPOYHBIX
OYyKB H T.1.

po(hecCHOHANBEHO COCTABIATS,
0hOpMIIATH U PEAAKTUPOBATH JICITOBBIE
OyMaru ¢ yueToM COBPEMEHHOMN
MPaKTUKH TTUChMA;

MOJIb30BaThCA CIIPABOYHOM
JUTEPATypOil;

BIIAJICTh KYJIBTYPOU peUuu IPH MprUeMe
MMOCETUTEIICH.

KOMMYHHUKAaTHBHOM TPOCTPAHCTBE;
CBOJI MpaBMJI pycckoit opdorpaduu u
MyHKTYaIlAH, OTBEYAIOITIX
COBPEMEHHOMY COCTOSIHUIO PYCCKOTO
S3BIKA;

COBpPEMEHHBIE HOPMBI YCTHOU H
NUCbMEHHOW peuH;

MIPaBWJIA, OTPAXKATOIIHE
CTHIIUCTUYECKOE MHOT0O0pasue u
JTMHAMUYHOCTH COBPEMEHHOM peun u
JIeI0OBOTO MHCHMa;

MIpaBUJIA PEUEBOTO ITUKETA;

crnenn(uKy peaakTopcKoil paboThl ¢
TEKCTaMU JIeJI0OBOW JJOKYMEHTAIUH.
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2. CTPYKTYPA Y COJAEP)KAHUE YUEBHOM JUCIIUILINHBI

2.1. O0beM yueOHOI JMCHMIIJIMHBI M BUABI Y4eOHOH padoThl

Buj yueOHoi1 padoThl

O0BeM B yacax

O0bem 00pa3oBaTe/IbHOI MPOrpaMMbl YUeOHOI THCHHUIJIHHbI 70
B T.4. B ()OpMe NMPAKTHYECKOii MOJATOTOBKH 58
BT. 4..

TEOPETUUECKOE 00yUueHue 12
MIPaKTUYECKHUE 3aHATHS 58

Camocmosimenvras pa6oma 48

HpOMe)KYTOqHaH aTTcCTanuusa

4 CamocTosTenbpHas paboTa B paMKax 00pa30BaTellbHON IPOrpaMMBI IUTAHUPYETCA 00pa30BaTeIbHOM opraHu3alyei
B cootBeTcTBHM ¢ TpeboBanusmMu ®I'OC CIIO B mpenenax obbema y4eOHOW AMCHIUIUIMHBI B KOJIMYECTBE YACOB,

HEOOXOMUMOM JUIS BBITIONHEHHWS 3JaHAld  CaMOCTOSTENLHOW paboThl  00ydaromuxcs,

TEMATUYCCKUM IUIAHOM U COACPIKAHUEM yqe6H0171 JUCHOUITITHHBI.

MIPEyCMOTPEHHBIX
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2.2. TemaTn4eckuii IJIaH U co/iep:KaHue y4eOHOH AUCHHMIINHBI

Koanl
O0beMm, akaj. 1/ .
KOMIIEeTCHIHI,
B TOM 4HCJIe B
(popmupoBanuio
HaumeHnoBanue Copaepxxanue yueOHOro marepuasia u popmMbl OpraHu3anMM J1esiTeTbHOCTH popme
. KOTOPBIX
pa3aesioB U TeM o0yuarommxcst NPaKTHYeCKOI P
crnocod0cTByer
NOJATOTOBKH,
3JIeMEeHT
akaj. 4
NPOrpamMMsbl
Paznen 1. Ctuam peun 2
Tema 1.1. Copaepxxanue yueOHOro MmarepuaJia OK 01
Ctnim peun. CoBpeMeHHbIN PYCCKUH JIMTEPATYPHBIH S3bIK U €ro cTiin. O0I11as XxapakTepuCTHKA OK 02
OdunuanbHo- o(ULIMaNBbHO-EI0BOI0 CTUJISL peUH, €ro NOJACTUIIeH U skaHpoB. McTopus OK 04
JAeJI0BOH CTHJIb dopmupoBaHus opULIHATBEHO-eN0BOro cTuist. CTUIMCTHYECKHE OCOOEHHOCTH S3bIKa OK 05
peun. JIeTIOBBIX OyMmar. 2 OK 09
IIK 1.2.
IIK 1.7.
IIK 1.8.
Pasnen 2. HopMbl TUTepaTypHOIo SI3bIKA B /1€J10BOI TOKYMEHTALMU 38/22
Tema 2.1. Copaepxxanue yuyeOHOro MmatepuaJia OK 01
Jlexkcnueckue Br16op cioBa. Jlekcuueckasi couetaeMocTb. PeueBast u30bITOUHOCTD. [11eoHasm. OK 02
HOPMBI B 1es10Bo#i | TaBTonorus. PeueBas HegoctaTouHOCTh. [TapoHUMBI B cOCTaBe J€I0BOM JIEKCUKH. 4 OK 04
AOKYMEHTAaIlNH. VYnorpebienue 3aMMCTBOBaHUH B J1e10BOM peur. Vcnonbp3oBaHue GppazeonornyecKux OK 05
CPEJICTB B TEKCTaX JOKYMEHTOB. OK 09
IIpakTuyeckoe 3ansaTue Ne 1. PenaktrpoBaHie TOKyMEHTOB: BbISIBJICHHE K 1.2.
4
JEKCHYECKUX OLITHOOK. MK 1.7,
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IIpakTnyeckoe 3ansaTue Ne 2. [Ipoepounas paboTa 1o npoiAeHHOMY MaTepUary IIK 1.8.
Tema 2.2. Conep:kanue y4eOHOro MaTepuasa OK 01
Mopddosiornueckue | OcoOCHHOCTH YIIOTPEOJIECHUS UMEH CYIIICCTBUTEIBHBIX B JOKyMEHTaX. TPyIHOCTH B OK 02
HOPMBI B J1eJIOBOH | yIOTpeOJIEHUH UMEH CYILIECTBUTEIbHBIX, CBSI3aHHBIE C KaTErOpUen poja, yucia. OK 04
AOKYMEHTALUH. CKJIOHEHUE UMEH CYIIECTBUTEIBHBIX COOCTBEHHBIX. OCOOEHHOCTH YIOTPEOICHHS OK 05
MECTOMMEHUH B JOKyMeHTaX. OCOOEHHOCTH yNOTPeOIEeHNS YUCIUTENbHBIX U OK 09
COUYETaHUI UMEH YHCIUTENIbHBIX C UMEHAMHU CYIIECTBUTEIbHBIMU. 0K 1.2.
IIpakTyeckoe 3ansaTHe Ne 3. PerakrupoBanme JOKyMEHTOB: BbISIBICHHUE OIINUOOK, MK 1.7.
CBSI3aHHBIX C YNIOTPEOJIEHUEM UMEH CYLIECTBUTEIbHBIX. K 1.8
IIpakTnyeckoe 3ansiTue Ne 4. PeqakTupoBanue J0KYMEHTOB: BbISBICHHE OLINOOK, o
CBSI3aHHBIX C YIIOTPEOJICHUEM UMEH YUCIUTEIbHBIX U MECTOUMMEHUH.
Tema 2.3. Copepxxanue yueOHOro marepuaJia OK 01
CuHTakcuyeckue [TpennoxHoe u H6ecripeanioxkHoe ynpasiieHue. Beibop npeiora u nagexxHoi Gopmabl. OK 02
HOPMBI B [1€J10BOM [TpousBoankie mpeasioru. [lagex qONOIHEHU MPHU I1arojax ¢ OTPUIIAHUEM. OK 04
AOKYMEHTAaINH. HanuzpiBanue najgexeil. YpasiieHUE IIPU OXHOPOJHBIX WIECHAX MPEIJIOKEHHUS. OK 05
CornacoBaHue CKa3yeMOro C MOUIEkKAIIUM, B TOM YHUCIIE U C OAHOPOJHBIMU OK 09
nouiexanumu. CoriaacoBaHue ONpeIeNIeHU ¢ CylIeCTBUTENIbHBIMU. YIOTpeOieHne K 1.2
INPUYACTHBIX U J€ePUYACTHBIX 000POTOB B JOKyMEHTaX. TpyaHbIe ciyyau o
000co0eHus onpeneneHuit 1 o0cToaTenbeTB. [lapanienbHble CHHTAaKCHYECKUe HK 1.7
IIK 1.8.

KoHcTpykuuu. CornacoBanue npuioxkeHuid. TpyaHsle ciaydan 000coOaeHus
MIPUIIOKEHUN.

IIpakTu4yeckoe 3ansaTue Ne S. I'1aroslbHOE 1 UMEHHOE YTIPABIIEHHE B TEKCTaX
JIOKYMEHTOB.

IIpakTyeckoe 3ansaTHe Ne 6. CoryiiacoBaHue cKka3yeMOoro C MOJIEkKaIIUM:
CTHJIUCTUYECKHE OIIUOKH B TEKCTAaX IOKYMEHTOB.
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IIpakTnyeckoe 3ansaTue Ne 7. YorpeOiieHHe MapaieIbHbIX CHHTAKCHYECKUX
KOHCTPYKLHUH B TEKCTaX JOKYMEHTOB.

IpakTnyeckoe 3ansitue Ne 8. CornacoBanue NpUIOKEHUN U ONIPEACTICHUM:
CTHJINCTUYECKHE OIMIMOKH B TEKCTaX IOKyMEHTOB.

Tema 2.4. IIpakTuyeckoe 3ansaTue Ne 9. Tunuunsie opdorpaduyeckre OMMOKH B TEKCTaX OK 01
Hopmbl CIIy’K€OHBIX JOKYMEHTOB. OK 02
NPAaBONUCAHMSA B IpakTnyeckoe 3ansiTue Ne 10. TunuuHbpie MyHKTYyallMOHHBIE OITUOKH B TEKCTAaX OK 05
1eJIOBOM CITy’EeOHBIX JOKYMEHTOB. 6 OK 09
AOKYMEHTALNH. IIpakTnyeckoe 3ausaTue Ne 11. [IpoBepounas paboTa 1o npoiiieHHOMY MaTepuaty. K 1.7.
IIK 1.8.
Paznen 3. IIpaBuiia ogopMiieHUs HAMMEHOBAHUI B TEKCTAX JOKYMEHTOB 10/6
Tema 3.1. Coaep:xxanue yueOHOro MaTepuaJia OK 01
IIpaBuna [TpaBuiia opopmiieHNs HOMEHKIATYpHBIX HauMeHoBaHuM. [IpaBuna opopmienus OK 02
odopmiteHus1 aapecata. [IpaBuna opopMieHHs] HAUMEHOBAaHUI BU/1a JOKYMEHTA U 3ar0JIOBKA. OK 05
HAUMeHOBaHHii B [TpaBuiia opopmiieHns at, KaJleHAapHbIX CPOKOB, BpeMeHu. [IpaBuna odpopmienus 4 OK 09
TeKCTaxX Yucel. K 1.7
AOKYMEHTOB.
y TIK 1.8.
IIpakTnueckoe 3ansaTHe Ne 12. YnorpediaeHue nponucHoi OyKBbI B I€TOBOM
JIOKYMEHTal1H.
6
IpakTnyeckoe 3ansaTue Ne 13. PenaktupoBanue ciry>KeOHBIX JOKYMEHTOB.
IIpakTnyeckoe 3ansaTue Ne 14, [IpoBepounas paboTa 1o npoiieHHOMY MaTepuaty.
Paznen 4. Co3nanue TekcTa JOKYMEHTA 20/12
Tema 4.1. Copepxxanue yyeOHOro MmarepuaJia OK 01
Kommno3zuius 10KyMeHTOB: JIorndeckas, popMaibHasi, peKBU3UTHAS, 4 OK 02

nHpopmarnmonHas. COOTHECEHHOCTh KOMIO3HUITUU C TUIIOM JIOKyMeHTa. CriocoObl
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Komno3unmonnsle | n3j10)keHUs MaTepuaia B JoKyMeHTe. Copa3MEpHOCTb YacTe JOKYMEHTA. OK 05
0COOEHHOCTH PyOpukanus. OK 09
AOKYMEHTOB. TIK 1.7.
IIpakTyeckoe 3ansaTue Ne 15. PenaktupoBanue city)keOHBIX JOKYMEHTOB. 4 MK 1.8.
IIpakTyeckoe 3ansaTue Ne 16. [IpoBepounas pabora 1o npoiieHHOMY MaTepuay.
Tema 4.2. Copnepxxanue yuyeOHOro MmarepuaJia OK 01
CocraBJieHue Crny>xeOHble JOKYMEHTBI: TUIIOJIOTHS, 00Pa3Ibl, I3bIKOBOE OPOPMIICHHUE. OK 02
TEKCTOB Oco0eHHOCTH COCTaBIIEHUS TEKCTOB PacloOpsAUTEIbHbBIX, OPraHU3allMOHHO- OK 05
AOKYMEHTOB. IPaBOBBIX, HHPOPMALIMOHHO-CIIPABOYHBIX JOKYMEHTOB. OCOOEHHOCTH COCTaBIICHUS 4 OK 09
[enoBasi TEKCTOB JIMYHBIX JIJIOBBIX OyMmar. JlenoBbie miChbMa: Pa3sHOBUIHOCTH, PaBUIIa K 1.7.
nepenucka. COCTaBJICHUS], YCTOWYUBBIE S3bIKOBbIE KOHCTPYKIIUH. K 1.8,
IIpakTueckoe 3ansaTue Ne 17. CocraBieHue U CTHIINCTUYECKAs! IPaBKa
JIOKYMEHTOB.
IIpakTnyeckoe 3ansiTue Ne 18. CocraBiieHue U CTUIIMCTUYECKAs ITPaBKa JEOBBIX 8
MUCEM.
IpakTnyeckoe 3ansaTue Ne 19. [IpoBepounas pabora 1o MpoiIeHHOMY MaTepHay.
IIpomexyTouyHas aTTecTanus
Bcero: 70
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3. YCJIOBUSA PEAJIN3AIIMU YYEBHOM JUCIHUILIVHBI

3.1. Ans peanu3anuu mporpaMMmbl y4eOHOU JUCHUIUIMHBI JOJDKHBI OBITH MPEyCMOTPEHBI
CJICAYIOUIHE CIeHaIbHbIe TOMEIICHUS:

Kabuner «Pycckoro si3pika B Mpo(heCCHOHAIBHON AEATEIbHOCTH », OCHALIICHHBIH:

o0opyoBaHuEeM: pabO4Yue CTOJ M CTYJ MO KOJMYECTBY OOydaromuxcs, pabodee mMecTto
IpernoiaBaTels;

TEXHUYECKMMHU CpeICTBAaMHM OOYUYECHMsI: IEPCOHAIBHBIM KOMIIBIOTED, IPUHTEDP, IPOEKTOP,
MHTEpaKTHBHAs IPUCTABKA K JIOCKE UM MHTEPAaKTUBHAsI JOCKA.

3.2. UnpopMmanoHHoOe obecnedeHre peain3aluu NPorpaMmbl

Jis peanmuzanuu MPOrpaMMbl OMONMHOTEYHBINH (QOHI 00pa3oBaTENbHON OpraHU3alud
JIOJDKEH MMETh TeYaTHbIC W/WJIH 3JICKTPOHHBIE 00pa3oBaTeIbHbIe M MHPOPMAITMOHHBIE PECYPCHI,
JUISL UCTIONIb30BaHUs B 00pa3zoBarenibHOM mpoiiecce. [Ipu hopmupoBanun 6udauoreunoro Gpouaa
o0pa3oBaTenbHOIl OpraHu3alnuell BHIOMpPAETCs HE MEHEEe OJIHOTO U3JaHUS U3 MEepeUHCICHHBIX
HUKE TEeYaTHBIX U3JaHUM M (WJIM) 2JIEKTPOHHBIX W3/aHUN B KaueCTBE OCHOBHOTO, MPH 3TOM
CIIUCOK, MOKET OBITh JOIMOJIHEH HOBBIMU M3JaHUSIMH.

3.2.1. OcHoBHbIE MeYATHLIE U3AAHUSA

1. lomy6eBa, A. B. Pycckmii s3pIK W KyJIbTypa pedd: Y4eOHHK M MPAKTHKYM IS
cpennero  mpodeccuoHanpHOro  obpasoBanmsa/  A.B.TlomybGeBa; monm — pemakumeit
A. B. T'onry6eBoii. — Mocksa: MUznatensctBo HOpaiit, 2020. — 386 c. — (IIpodeccronanpHoe
obpazoBanue). — ISBN 978-5-9916-7623-6.

2. NBanoBa, A. 0. Pycckuii f3bIK B J1€7I0BOM JOKYMEHTAIMH: YUYEOHUK U MIPAKTUKYM
Ui cpefHero mpodeccuoHanbHoro obpaszoBanusi/ A. }O. MBanoBa. — 2-e u3n., mepepal. u
norm. —  MockBa:  UWsmarenbctBo  Opaiit, 2022. — 187 c.—  (IlpodeccuonansHOe
oOpazoBanue). — ISBN 978-5-534-13860-3.

3. Mapnesa, M.B. Pycckuii s3Ik B 1€710BO# qokymeHTaluu: yue6. / M.B. Mapsesa.
—M.: UH®PA-M, 2022. — 323 c. — (Cpenunee npodeccroHnaibHOoe 00pa3oBaHUe).

4. Paxmanun, JI.B. CTtunuctuka A€IOBOW peuyd M PEAaKTHPOBAHUE CIY>KEOHBIX
JIOKYMEHTOB: yue0. nmocooue / JI.B. Paxmanun. — 3-e u3z., crep. — M.: ®JIMHTA: Hayka, 2019. —
256 c. — (CtunucTuueckoe Hacaenue).

5. Tpodumona, O.B. OcHoBbl nenoBoro muckMa: yued. mocodue / O.B. Tpodumona,
E.B. Kynuuk. — 5-e uza., crep. — M.: ®JIMHTA, 2019. — 304 c.

3.2.2. OcHOBHBIE YJIEKTPOHHbIE U3TAHHSA

1. l'onyGeBa, A. B. Pycckuil s3Ik U KyJnbTypa pedd: YYeOHUK M MPAKTUKYM JUIS
cpenHero  mpodeccuoHanpbHOoro — obpasoBanusi/  A. B.TomyGeBa; mox — penmakmmein
A. B. T'onry6eBoii. — Mocksa: MznatensctBo HOpaiit, 2020. — 386 c¢. — (IIpodeccronanpHoe
oOpaszoBanue). — ISBN 978-5-9916-7623-6. — Texkct: snexTpoHHbI // OOpa3oBarenbHas
wiatdopma FOpaiir [caiit]. — URL.: https://urait.ru/bcode/449718.

2. WBanosa, A. 0. Pycckuii S3bIK B 1€710BOM TOKYMEHTALMU: YIEOHUK U MIPAKTUKYM
U1l cpenHero mpodeccruonanbHoro oobpazoBanus / A. lO. MiBanoBa. — 2-¢ u3z., mepepab. u
norn. —  MockBa:  WzpmarensctBo  HOpaiit, 2022. — 187 c.—  (IIpodeccronanshoe
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obpazoBanue). — ISBN 978-5-534-13860-3. — Texkct: anekTpoHHbi // OOpa3oBaTenbHas
iatdopma Opaiit [caiit]. — URL: https://urait.ru/bcode/475543.

3. Pycckwmii si3p1k M KyJbTypa peun. Ilpaktukym. CiioBapb: yuyeOHO-IIPAKTHYECKOE
nocobue ansi cpenHero npodeccnonansHoro oopasosanus / B. JI. UepHsk [u ap.] ; mox oOrei
penakuueir B. JI. Yepnsak. — 2-e wuza., mepepad. u gon. — MockBa: M3gatenbctBo FOpaiiT,
2022. — 525 c¢. — (Ilpodeccuonansuoe obpazosanue). — ISBN 978-5-534-03886-6. — Tekcr:
anexkTpoHHbd  //  OOpasoBarenpHas  1iarpopma  FOpaiit  [caiit]. —  URL:
https://urait.ru/bcode/469605.

4. Pycckmii s3bIK M KyJdbTypa peuYd: YYEOHHK W TPAKTHKYM IS CPEIHETO

npodeccuonanbHoro  obpaszoBanms /  B. JI. Yepnsik,  A.W. [lyneB,  B. A. Edpemos,
E. B. Cepreena; nox o6mieit pexakuuei B. JI. Uepnsk. — 4-e u3z., nepepad. u gon. — MockBsa:
WznatenscrBo FOpaiit, 2020. — 389 ¢. — (IIpodeccuonansuoe odpazopanue). — ISBN 978-5-
534-00832-6. — Texkcrt: anexkrponnslii // O6pazoBarenbHas mwiardopma FOpaiir [caiit]. — URL:
https://urait.ru/bcode/452346.

3.2.3. JlonoJiHUTEIbHbI€ HCTOYHUKM:

1. Kynbrypa ycTHOW M TNHCHPMEHHOH peYHM JIEIOBOTO UYEJIOBEKAa: CIPAaBOYHHUK-
npaktukym / H.C. Boguna [u ap.] — 23-e uzn. — M.: ®JIMHTA: Hayka, 2020. — 320 c.
2. Pycckuit si3p1k U Kynbrypa peuu. IIpaktukym. CrnoBapb: yueOHO-TPaKTUYECKOE

nocobue it cpeaHero npodeccruonanbHoro oopazosanus / B. JI. UepHsk [u ap.] ; mox oOuiei
penakmueii B. JI. UepHsk. — 2-e uzn., mepepad. u qorn. — Mocka: M3narensctBo FOpaiit, 2022.
— 525 c. — (Ilpodeccuonanvuoe obpazoBanue). — ISBN 978-5-534-03886-6.

3. Pycckmii s3bIK M KyJdbTypa peud: YYEOHHK W TPAKTHKYM IS CPEIHETO
npodeccuonanibHoro oopazosanus / B. JI. Uepnsk, A. 1. [lynes, B. A. Ebpemos, E. B. Cepreena;
noj obueit penakuueit B. JI. Uepnsak. — 4-e usn., nepepad. u gon. — MockBa: M3naTenscTBo
FOpaiit, 2020. — 389 c. — (IIpodeccuonanpHoe odpazoBanue). — ISBN 978-5-534-00832-6.

4. KynpTypa yCTHOH M MMUCbMEHHOM pedr JIeJI0BOTO YeTIOBEeKa: CIPABOYHHK- MPAKTUKYM /
H.C. Boauna [u np.] — 23-e u3a. — M.: ®JIMHTA: Hayka, 2020. — 320 c.

Poszenrans, J[.3. CrnpaBoYHUK MO PYCCKOMY S3bIKY: NpaBONUCaHHE, MPOU3HOIICHHE,
auTepatypHoe penakrupoanue/[[.0. Posentans, E.B. Jxxanmpkaxkosa, H.I1. KaGanosa. 11-e u3n.,
ucnpas. u jo1. — M.: AMPUC-npecc, 2020. — 496 c.

4. KOHTPOJIb 1 OHEHKA PE3YJIBTATOB OCBOEHUA
YYEBHOU JUCITATIIAHBI

Pe3yabTaTsl 00yueHus Kpurtepun onenku MeTtoan! oneHKH

Hepeqem, 3HaHI/II7[, 0CBaAaMBACMbIX B paMKaxX TUCHUIIJTHHBI

OCHOBHBIE KaHPbI «OtnugyHO» - OIICHKA Pe3yIbTaTOB YCTHOTO H
o(uIMaEHO-IETOBOTO CTUJISI, | TEOPETHUECKOE MUCBMEHHOTO OTPOCa;
COJIep)KaHUE B CTPYKTYPY coJiepKaHue Kypca

(hyHKIIMOHATIBHO- OCBOCHO TOJTHOCTHIO, 0€3

CTHITUCTUYECKOTO npo0esIoB, yMEHHS
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IIPOCTPAHCTBA JEI0BOTO
S3bIKa, KOMITO3ULIUIO
JOKYMEHTHOT'O TEKCTA;

TpaJULUU TUCbMEHHOIO
pEYeBOro NOBEIEHUS B
JIEJIOBOM KOMMYHUKAaTHBHOM
IIPOCTPAHCTBE;

CBOJ IIPAaBUJI PYCCKOM

opdorpaduu 1 MyHKTyaluu,
OTBEYAIOIIUX COBPEMEHHOMY
COCTOSIHHIO PYCCKOT'O SI3bIKa;

COBPEMEHHBIE HOPMBI YCTHON U
IIUCbMEHHOU peyH;

MpaBUiIa, OTPAKAIOIINE
CTHJINCTUYIECKOC
MHOT'000pa3ue u
JMHAMUYHOCTH COBPEMEHHOM
pEUu | JICIOBOTO MHCHhMa;

IIpaBHJIa pEUYCBOI'0 3TUKCTA,

cnenuduKy perakTopcKoi
paboTHI C TEKCTAMHU JIET0BOM
JOKYMEHTAIUH.

c(hOpMHUPOBAHEI, BCE
IIPEyCMOTPEHHbIE
IIPOrpaMMoil yueOHbIe
3aJJaHUS BBITIOJIHEHHBI,
Ka4yeCTBO UX BBIIIOJIHEHUS
OLIEHEHO BBICOKO.

«Xopomo» -
TEOPETUYECKOE
coJlep;KaHue Kypca
OCBOEHO MOJHOCTHI0, 0€3
po0esoB, HEKOTOPbIE
YMEHUS CPOPMUPOBAHBI
HEJI0CTaTOYHO, BCE
IIPElyCMOTPEHHbIE
[IPOrpaMMoil yueOHbIe
3a[JaHus BBIIIOJIHEHBI,
HEKOTOpBIE BUJIbI 3alaHUI
BBINOJIHEHBI C OIINOKaMH.

«Y 1OBIETBOPUTEIHHO) -
TEOPETUUECKOe
coJiepKaHue Kypca
OCBOEHO YaCTHYHO, HO
poOesIbl HE HOCSIT
CYIIECTBEHHOTO
XapaxkTepa, He00X0IUMbIE
yMEHHUs paboThI ¢
OCBOEHHBIM MaTEpHaiOM B
OCHOBHOM
c(hOpMHPOBaHBI,
OOJBIINHCTBO
MPEyCMOTPEHHBIX
mporpamMmmoi o0ydeHust
y4eOHBIX 3aJaHuI
BBITIOJTHEHO, HEKOTOPHIE
13 BBITIOJTHEHHBIX 3/ IaHUIH
COJIepIKaT OITUOKH.

«HeymoBneTBOpUTEIHHO
- TEOPETUYECKOE
coJiepKaHue Kypca He
OCBOEHO, HEOOXOIUMBIE
YMEHHUS HE
c(OopMHpOBaHBI,

OLICHKA PE3yJIbTaTOB
BBITTOJITHCHHA MIPAKTHYCCKUX
pabor;

OLICHKA PE3yJIbTaTOB
IPOBEPOUYHBIX paboT;

OLICHKA PE3YJIbTAaTOB
BBITIOJIHCHUS TCCTOBBIX
3aJaHUM;

9K3aMCH
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BBHITIOJTHEHHBIC YUeOHbBIE
3aJlaHus COJIEpIKAT rpyObIe
OIINOKHU.

Ilepeyenb yMeHMii, OCBanBaeM

bIX B paMKaXx JUCHUIIJINHBI

BIIJICTh IIPABUJIAMH PYCCKOU
opdorpaduu, MyHKTyaI1H,
CTWJINCTUKY;

MIPOYyIIUPOBATH MACEMEHHBIH
TEKCT C COOJIIOICHUEM
TpeGoBaHu# OpUIHATIEHO-
JIETIOBOTO CTHIIS,;

HCIIOIL30BaTh OCOOCHHOCTH
A3bIKA I[OKYMGHTOB:
CTUJIMCTUYCCKHU
MapKHPOBAHHYIO JICKCHKY U
TEPMHUHOJIOTHIO, PEUYCBBIC
KJIMIIIE U IITaMIIbI,
YCTOMYUBBIE 00OPOTHI,
TJIar0JIbHOE yIIPaBIICHUE,
MpaBujia yrnoTpeoIeHus
MIPOIUCHBIX ¥ CTPOYHBIX OYKB
nuT.Od.

poeCCHOHAIBHO
COCTaBJIATh, 0QOPMIISATH U
PEAAKTHUPOBATH JI€JIOBbIE
Oymaru c yueToM
COBPEMEHHOU NMPAKTUKU
MUCHMA;

10JI30BAThCS CIIPABOYHOU
JIUTEPaTypou;

BIIAJIETh KyJIbTYpPOH peuu Ipu
IIpUeMe ITOCETUTEIICH.

«OTINYHOY -
TEOPETUIECKOE
coJiepiKaHue Kypca
OCBOEHO ITOJIHOCTBIO, 0€3
po0eJIoB, YMEHHS
c(hOpMHPOBaHEKI, BCE
PeyCMOTPEHHBIC
POTrpaMMOil yueOHbIe
3aJIaHMS BBIIIOJHEHBI,
KaueCTBO MX BBINOJHCHUS
OIICHEHO BBICOKO.

«Xopomo» -
TEOPETHUECKOE
coJiepKaHue Kypca
OCBOEHO ITOJIHOCTBIO, 0€3
npo0esoB, HEKOTOPbIE
yMeHHUsI COPMUPOBAHEI
HEJI0OCTaTOYHO, BCE
IpeTyCMOTPEHHBIE
nporpamMmoii yueOHbIe
3aJ1aHUsl BBITIOJIHCHBI,
HEKOTOPBIC BUJIbI 33 JaHNI
BBITIOJTHEHBI C OIIHMOKaMH.

«Y 10BIIETBOPUTEIIBHOY -
TEOPETUYECKOE
coJiepKaHue Kypca
OCBOEHO YaCTHYHO, HO
POOEIbI HE HOCST
CYIIECTBEHHOTO
XapakTepa, He0OX0IUMbIE
yMeHHs paboTHI ¢
OCBOCHHBIM MaTEepHAIIOM B
OCHOBHOM
c(hopMUPOBaHBI,
OOJIBILIMHCTBO
MPEIyCMOTPEHHBIX
POrpaMMoOit 00ydeHHS

OLICHKA PE3yJIbTaTOB
BBITTOJIHCHHUA MIPAKTHYCCKUX
pabor;

OLICHKA PE3yJIbTaTOB
IPOBEPOUYHBIX paboT;

OILICHKA PEe3yJIbTaTOB
BBITTOJIHCHUS TCCTOBBIX
3aJaHUM;

OK3aMCH.
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y4eOHBIX 3aJaHHIA
BBITIOJTHEHO, HEKOTOPHIE
U3 BBITIOJTHEHHBIX 3aJaHUN
COJIepXKaT OIIKOKH.

«HeynoBneTBopuTEIBbHO»
TEOPETUYECKOE
COZIepKaHue Kypca He
OCBOEHO, HEOOXOIUMBbIE
YMEHUS HE
c(hopMUPOBaHBHI,
BBITIOJTHEHHBIE YUeOHbIE
3a/laHusl COJIEPKAT rPyObIe
OIIINOKH.
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IIpunoxenne 2.13

K [1OII cnenuaabHOCTH

46.02.01 JoxymeHTAlIMOHHOE 00ecrieyeHne
yIpaBJ/ieHUs U apXUBOBe/IeHUE

IMPUMEPHAS PABOYASI ITIPOTPAMMA YUEBHOM JUCIUILIVHBI

«OI1.07 KOMIIBIOTEPHAS OBPABOTKA TOKYMEHTOB»

2023 r.
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. CTPYKTYPA U COJIEP’)KAHUE YYEBHOM
TACIATLITAHBI

. YCJIOBHUA PEAJIN3AIIMA YYEFHOM JUCITATLIIAHBI

. KOHTPOJIb 1 OHEHKA PE3YJIbTATOB OCBOEHU

YYEBHOM JUCLHUIIIAHBI
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1. OBILASI XAPAKTEPUCTHUKA IIPUMEPHOI1 PABOYEI TIPOTPAMMBI
YYEBHOM JUCLHUILTUHBI
«OI1.07 KOMIIBIOTEPHASI OBPABOTKA JJOKYMEHTOB»

1.1 MecTo TMCHMIIMHBI B CTPYKTYPe OCHOBHOM 00pa30BaTe/IbHOI NMPOrpaMMbI:
VYuebnasa nuctuminHa « Kommnprotepaas 00paboTka JOKYMEHTOBY ABISETCS 0053aTEIbHON

qaCTbIO

o0menpodecCHOHAIBHOTO

LUKIa

MIPUMEPHOU

00pa3oBaTeIbHOM  IPOrpaMMBI

B cootBercTBUU ¢ ®I'OC CIIO nmo cnenmansaoct 46.02.01 JJokymeHTanmonHoe obecrieueHue
yIpaBJICHUS U apXUBOBEICHHE.
Ocoboe 3HavueHue aucuuIuinHa umeet npu GopmupoBannu u pazsutuu OK 01, OK 02,

OK 04.

1.2. He.]'lb H INIAHUPYEMBIC PE3YJbTAThI 0OCBOCHUA TUCHUIIIMHBI:

B paMKax IMMporpamMmbl yqe6H0171 JUCHUITIIMHBI O6y‘laIOIJ_[I/IMI/IC$I OCBAaMWBArOTCAd YMCHUA

Y 3HaHUs
E(I)?, OK Ymenust 3Hanus
OK 01, BBITIOJTHATEH TPEOOBAHUS 10 OXpaHe MPABHII IO OXpaHE TPYJla M TEXHUKE
OK 02, TpyJa U TEXHUKE 0€30MacHOCTH; 0€301acHOCTH;
OK 04, OpPraHHU30BBIBATH pabodee MECTO Il | IPABHII OpraHU3aIK pabovero Mecra
IIK 1.5 MakcUMabHO 3 (HEeKTUBHON pabOTHI; | CEKpeTaps U PyKOBOAUTEINS;

po(heCCUOHATIBHO OCYILECTBIATh
Habop, popmMaTupoBaHue, BEIBOJ Ha
neyJaTh, COXpaHEHUE TEKCTOBOM U
uudpoBoii nHGPOpMaUU Ha
MEPCOHATHPHOM KOMITBIOTEPE;
YUTaTh, IOHUMAaTh U UCTIPABIIATH
MPOEKTHI IOKYMEHTOB, C
WCTIOJIH30BAHUEM CITPABOYHO-
MIPABOBBIX CUCTEM;

IUTaHUPOBaTh pabouee Bpems,
UCIOJIb3Ys IPECTaBICHHbIE 3aJaHUs,
porpaMMHoOe obecrieueHue u
WCXO/IHYIO IOKYMEHTAIINIO;
BBIOMPATh TEXHOJIOTHIO CO3/TaHUS

JIOKYMEHTA.

PYCCKOM U JIATHHCKOH KJIaBUATYPbI
TIEPCOHAIBHOTO KOMITBIOTEPA,;
paBuI OPOPMIICHHSI TEKCTOBBIX
JAOKYMCHTOB Ha IEPCOHAIBHOM
KOMIIbIOTEpE.
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2. CTPYKTYPA U COJIEP)KAHUE YUEBHOM JUCIHUILIAHBI

2.1 O0béM yueOHOii TMCUUIJIMHBI M BUABI Y4e0HOI padoThI

Buj yueOHoi1 padoThl O0bém B yacax
O0bem o0pa3oBaTeIbHOI NPOrpaMMbl Y4eOHOI TUCIUTLINHBI 70
B T.4. B opMe NMPAKTHIECKOI MOATOTOBKH 60

B TOM YHCJIC:

TEOpeTUIeCcKoe 00ydeHne 10

MIPaKTUYECKHUE 3aHATHS 60

Camocmosimenvras pa60ma 49

HpOMe)KYTOqHaH aTTcCTanuusa

4% CamocTosTenbpHas paboTa B paMKax 00pa3oBaTeIbHOM MPOrpaMMBbl IIIAHUPYETCs 00pa30BaTeIbHOM OpraHu3anyuei
B cootBercTBUU ¢ TpeboBarnusmu PI'OC CIIO B mpenenax odbema yueOHON NUCIUTUIMHBI B KOJIMYECTBE YACOB,
HEOOXOAMMOM JUIsl BBINIOJIHEHMSI 3aJaHHil CaMOCTOSTENIbHOM paboThl 00YyYaroUIMXCS, MPEIyCMOTPEHHBIX
TEMaTHYECKHUM IIJIAHOM M COACPIKAHUEM y4eOHOM MUCHHUIUIUHBI.
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2.2. TemaTu4ecKHUii IJIAH U cO/Iep:KaHNe Y4eOHOH TUCIUTLINHBI

BO3MOXXHOCTH, NTpeuMyIecTBa U 3¢pHEeKTUBHOCTb.

Konapl
KOMIIeTeHIM i
Oobem, ak. u. / M JINIHOCTHBIX
HaumeHoBaHue B TOM 4HCIe pe3yabTaToB®,
pasIenon Coaeprxanue yueOHOro MaTepuaJia B Gopwe bopMHpOBaHIIO
0 Tem U (popMBbI OPraHu3auM JesiTeJIbHOCTH 00YYAI0IMNXCS npaKTIYecKoii KOTOPBIX
NOAr0TOBKH, aK. Y. crnocodcTByer
3JIEMEHT
NPOrpaMMBbl
Paznen 1 Oprann3anus KOMIbIOTEPHOI 00pad0TKH JOKYMEHTOB 4/2
Tema 1.1 Coaep:xxanue yueOHOIro MaTepuaJia: 4 OK 01,
CoBpemeHHbIe CoBpeMEHHbIE TEXHUYECKUE CPEACTBA CO3aHMsI TEKCTOBBIX JJOKYMEHTOB OK 02,
TeXHHYECKHE [enu 1 3aaun yuyeOHOM AMCUUIUIMHBL. POJb TUCIMIUIMHBI B TPO(ECCHOHATBHON OK 04,
CpeacTBa CO3MaHHUsl | MOArOTOBKE crienranucta. CoBpeMEHHbIE aBTOMATU3UPOBAaHHBIE CPEJCTBA CO3/1aHUs I[IK 1.5
TeKCTOBBIX TEKCTOBBIX JOKYMEHTOB.
AOKYMCHTOB [TpaBuiia TeXHUKH 0€30MAaCHOCTH Y TUTHEHUYECKUE PEKOMEHIALNY TP UCIIOJIb30BAHUN
cpencts KT B npodeccnoHanbHOM 1eATeTbHOCTH.
B TOM YHUCJIE€ IPAKTUYECKUX U JTa00OPATOPHBIX 3aHITHI:
IIpakTnyeckoe 3ansTue 1. Opranuszanus padoyero MecTa u TpyJia onepaTopa. 2
Paznen 2 OcBoeHue, NpUMEHEHNE M COBEPIICHCTBOBAHNE HABBIKOB 14/
«CJIeNOro» AecATHNAIbLIEBOr0 MeT01a Habopa
Tema 2.1 OcBoenne | Conep:kaHue yueOHOIro MmaTepuasa: 10 OK 01,
KJIABHATYPbI OcBoeHue KJIaBUATYpPbI IEPCOHATIBEHOTO KOMITbIOTEpa (PyCcCKHii IpUQT) OK 04,
NEePCOHAJIBHOIO0 Cxema knaBuarypsl. «Crienoin» AecaTurnaibleBblii METO KJaBUaTypHOro Habopa, ero [IK 1.5

% B coorsercruu ¢ Ipunoxenuem 3 TIOOIL.
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KOMIIbIOTEpa
(pycckmii mpudr)

BykBBI ¥ 3HaKU MpENMHAHUS PYCCKON KiIaBUaTypsl. Micnonb3oBanue kiasum Shift u
Caps Lock.

B TOM YHCJIC IPAKTHYECKUX U TAOOPATOPHBIX 3aHITHIA:

Brinonnenue ynpakHeHU Ha OCBOGHHE TEXHUKH U CKOPOCTH KOMIIBIOTEPHOTO Habopa
TEKCTOBOM MH(OpMALIMK [0 OCHOBHOMY PSy KJIaBUATYPHI.

IIpakTuyeckoe 3ansaTHE 3. BhiNonHeHNe ynpa)XHEHUH HA OCBOCHHE TEXHUKU U CKOPOCTHU
kommbioTepHoro IlpakTuyeckoe 3ansaTHe 2. HaboOpa TEKCTOBOW MHPOPMALIUH 110
OCHOBHOMY U BEpXHEMY psiiaM KJIaBHATypBbI.

IIpakTuyeckoe 3ansaTHe 4. BrinonHeHye ynpaXHEHUH Ha OCBOCHUE TEXHUKU U CKOPOCTHU
KOMIIBIOTEPHOI'0 Habopa TEKCTOBOM MH(OpPMALIMK [10 OCHOBHOMY, BEpXHEMY U HH)KHEMY
psizaM KJIaBHATYPBI.

IIpakTuyeckoe 3aHsTHE 5. BhiNONHEeHNE yIpa)KHEHNUH HA OCBOSHHE TEXHUKU Habopa
TEKCTOBOM U 1u(poBOi HHPOPMAIUH C UCIIOJIF30BAHNEM 3HAKOB MPEMMHAHUS U [TU(P
4eTBEPTOTO psi/ia KIIABUATYPHI.

Tema 2.2
Odopmienue
uudgposoro
MarTepuajia

Conep:xaHue yueOHOTro MaTepuasa:
Odopmnenne mudppoBoro Mmarepuana

[Mudpst apadckue. Pumckue yncna. Buasl npobeii. MHOro3HauHbIe Yncha.

OcBoenue Tadauyst cum60108; 3HAKH, YIIOTpeOsieMble ¢ IIUppamMH.

Pabota ¢ manensto Cnucok (HyMepOBaHHBIH, MApKUPOBAHHBIH )

B TOM YHCJI€ TPAKTUUYECKHUX U Ja0OpaTOPHBIX 3aHATHI:

IIpakTnyeckoe 3ansaTue 6. Ynorpedienue yncen apaObCKUX U PUMCKHAX B TEKCTOBBIX
paborax. [TapameTpsl HyMepOBaHHBIX, MAPKUPOBAHHBIX CITUCKOB.

OK 01,
OK 02,
OK 04,

Paznmen 3

OcHoBHbIe paBuIa GOPMATHPOBAHUSA TEKCTA

12/

Tema 3.1
TpedoBanus K
o(opMIIEHUIO
CTPaAHMLBI

Conep:xaHue y4eOHOro MaTepuaJia:

TpebGoBanust K 0POPMIIEHUIO CTPAHHUIIBI

Pabora ¢ manensio [lapameTpsl CTpaHUIIBI.

Pabora ¢ nanensio A63au. Haznauenne GyHKIMOHATBHBIX KJIABUILCH.
Pabora ¢ ObICTPBIMU KJTaBHIIIAMH.

OK 01,
OK 02,
OK 04
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B TOM YHCJIC IPAKTHYECKUX U TAOOPATOPHBIX 3aHSITHIA:

IIpakTHyeckoe 3ansTHe 7. YnorpedieHue oomeynoTpeOuTeNbHBIX COKPAILICHUH B

TEKCTOBOM JOKYMEHTE. 2
Tema 3.2 Coaep:xaHue yueOHOIro MaTepuaJia: 4 OK 01,
Odopmienue OdopmiieHne 3aroI0BKOB U MO/13ar0JIOBKOB K TEKCTY. 1 OK 02,
3aroJIOBKOB H [paBuiia ohopMIICHHS 3ar0JIOBKOB H M0/13ar0JI0BKOB. OK 04
MOA3aroJI0OBKOB K B TOM YHCJIE€ IPAKTUUECKUX U JJAOOPATOPHBIX 3aHSTUMN: 3
TeRCTY IMpakTuyeckoe 3anaTue 8. OPopMIICHHE 3ar0JIOBKOB 3

U 110/13ar0JIOBKOB K TEKCTY.
Tema 3.3 IIpuémbr | Coaepxanue yueGHOro MaTepuaJia: 4 OK 01,
BbLICJICHUSA [Tpuémbl BeIEIEHUS OTAENBHBIX (PArMEHTOB TEKCTa OK 02,
OTIeJbHBbIX OcHoBHBIE BUIBI IPUDTOB. 1 OK 04
¢parmenton Pabora ¢ manensio [llpughm: noquépkuBaHue, pa3psaaka, yijIoTHEHHE, )KUPHBIA Ipu@T,
TCKCTA IPOINUCHBIE OYKBBI, MaJIble IPONHUCHBIE OYKBBHI.

B TOM YHCJIE€ IPAKTUYECKUX U JTa00OPATOPHBIX 3aHIATHI: 3

IIpakTnueckoe 3ansaTue 9. [I[puMeHeHre npuéMOB BbIJICIEHUS OTAEIbHBIX ()PArMEHTOB 3

TEKCTOBOTO JOKYMEHTA.
Paznen 4 OdopmiieHue pa3IMYHBIX BU0B TEKCTOBBIX PadoT 12/10
Tema 4.1 IlpaBuaa | Coaep:kaHue yueOHOro MaTepuaJa: 12 OK 01,
(hopmaTupoBanus [TpaBuna hopmaTHpOBaHUs OTACTBHBIX PEKBU3UTOB TEKCTA OK 02,
OTIEJIBbHBIX [TpaBuna opopmienus 6ubaOrpadMuecKux CBEACHUH, B T.4. JIEKTPOHHBIX PECYPCOB. OK 04
PCKBH3HTOB TEKCTA | [[papuna opopmIIeHUSsI CHOCOK / CCHIJIOK Ha HCTOYHUKHU K TEKCTY.

[TpaBuia opopmIIeHHSI MHOTOYPOBHEBOTO CITHCKA. PyOpuKanus Tekcra. )

[TpaBuna opopmieHHus MpUMEUYaHUH, IPUIIOKEHUH B TEKCTOBOM JIOKYMEHTE.

[TpaBuna opopmiIeHHsE MHOTOCTPAaHUYHOTO TEKCTOBOTO IokyMeHTa. Hymeparus crpanu.

Pabora ¢ pykonuchbto. 3HaKu KOPPEKTYPHOM MPaBKH.

B TOM YHCJIC TPAKTUYECKHUX U J1a00OpaTOPHBIX 3aHATHI: 10
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IIpakTnyeckoe 3ansaTue 10. Opopmienne cHOCOK / OMOIMOTpaPUUECKUX CCHUIOK Ha

UCTOYHUK B TekcTe. OpopMIIeHHE CIIICKA UCIIOIb30BAHHBIX HCTOUHUKOB. 4
IIpakTnyeckoe 3ansaTue 11. Opopmuenue TurynsHoro jaucra. Odhopmienue 5
OTJIaBJICHUS/COIEPIKAHMSL.
IIpakTnyeckoe 3ansiTHe 12. BrinosHeHNE MHOMOCTPAaHUYHOIO TEKCTOBOTO JOKYMEHTA € 5
HyMepauuei cTpaHul.
IIpakTnyeckoe 3ansaTue 13. Pabora c pykonuceio. OdopmiieHne TeKCTOBOTO TOKyMEHTa 5
MOCJIE KOPPEKTYPHOM MPABKH.
Paszgen 5 HN3yyeHue JaTHHCKON KJIABHATYPbI 8/6
Tema 5.1 OcBoenue | Coaepxxanue y4ueGHOro MaTepuaJia: 5 OK 01,
KJIABHATYPbI OcBoeHuMe KJIaBUaTyphl IEPCOHATILHOTO KOMITbIOTEPA (JATUHCKUI MIPUPT) OK 04
NEePCOHAJIBLHOIO Cxema JTaTHHCKOW KJIaBHATYphl. ByKBBI ¥ 3HAKH NMPENUHAHMS, 0COObIC 3HAKH JTATUHCKOU 5
KOMIIbIOTEpa KJIABHATYPBI.
(JIATHHCKMIA B TOM YHCJIC TIPAKTHYECKUX U JTA0OPATOPHBIX 3aHSITHI: 6
wpudT) IIpakTnyeckoe 3ansiTue 14. BrinonHeHne yrnpa)xHEHUH Ha OCBOEHUE TEXHUKU U
CKOpPOCTH KOMITBIOTEPHOT0 HabOpa TEKCTOBOM MH(pOPMALIUU TI0O OCHOBHOMY DSy
KJIaBHATyphl. BeInonHeHne ynpaxHeH! Ha OCBOGHHE TEXHUKH U CKOPOCTH 4
KOMITBIOTEPHOT0 Habopa TeKCTOBOM MH(OpPMAIMK [0 OCHOBHOMY U BEPXHEMY pSAY
KJIaBHATYPBI.
IIpakTuyeckoe 3ansaTHe 15. BoimonHeHue ynpaxHeHUH HA OCBOCHUE TEXHUKH U
CKOpPOCTH KOMITBIOTEPHOTO Ha0Opa TEKCTOBOW WH(POPMAIINU TI0 OCHOBHOMY, BEpXHEMY U
HIDKHEMY PsIly KJIaBUaTypbl. BelnmonHenne ynpakxHeHU Ha OCBOCHHE TEXHUKH Habopa 2
TEKCTOBOM U IU(PPOBOK MHPOPMAIIUH C UCTIONB30BaHHEM ITU(P U 0COOBIX 3HAKOB
4eTBEPTOrO psijia KJIaBUATYPHI.
Pa3gen 6 Koncrpyuposanue tadsauig 6/4
Tema 6.1 ConepikaHue y4eOHOro MaTepuasa: 6 OK 01,
dopmaTupoBanne dopmaTupoBaHHe PEKBU3UTOB TaOHIIBI OK 02,
PekBHU3HUTHI U CTPYKTYPHOE MTOCTPOSHHE TaOIHIIBI. 2 OK 04
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PEKBU3UTOB B TOM YHMCJIE IPAKTUIECKUX U JTA0OPATOPHBIX 3aHITHI: 4
TA0JIMIbI IIpakTnyeckoe 3ansitue 16. KonctpyupoBaHue TroJIoBKY K TaOIMLaM: IpocTasi, 5
CJI0’KHAs1, YCIOKHEHHAS.
IIpakTuyeckoe 3ansaTue 17. KonctpynpoBanue 60KOBHKA K TaOJIMIIaM: TEKCTOBOM
(pocToii, YCI0KHEHHBIN ), IUGPOBOMA, CMEIITAaHHBIH. 2
[{udposeie rpadbl B TabMIIAX.
Paznen 7 KoMnbrorepHasi 00padoTka 0CHOBHBIX BUI0B IOKYMEHTOB 14/13
Tema 7.1 Coaep:xxaHue yueOHOIro MaTepHaJia: 14 OK 01,
Kommnblorepubie KoMnbroTepHble TEXHOJIOTMH MOATOTOBKHU IOKYMEHTOB OK 02,
TeXHOJIOTUH PekBU3UTHI U CTPYKTYypHOE MOCTPOCHHUE TOKYMEHTA. 1 OK 04
MOATOTOBKH AkTtyanu3zanus HHQOpMAaIH TOCPEICTBOM CIIPABOYHO-TIPABOBOM CUCTEMBI.
AOKYMEHTOB B TOM YHCJIE€ IPAKTUUECKUX U JJAOOPATOPHBIX 3aHITHIA: 13
IIpakTnyeckoe 3ansaTue 18. KommprorepHnas 00paboTKa OCHOBHBIX PEKBU3HTOB 5
JIOKYMEHTA.
IIpakTnyeckoe 3ansiTue 19. KomnerorepHas o6paboTka OpraHu3aiiOHHON 4
JOKYMEHTal1H.
IIpakTnyeckoe 3ansaTue 20. KomnerorepHas o0paboTKa pacopsIuTeTbHON 3
JIOKYMEHTaIluu
IIpakTnyeckoe 3ansaTue 21. KommerorepHas o0padoTka HHGpOpMAIMOHHO-CIIPaBOYHON 9
JIOKYMEHTal1H.
IIpakTnyeckoe 3ansaTue 22. EMIloaroroBka TekcToBOro JokyMeHra. Pabora ¢ maketom 9
MHOTOCTPAaHUYHOI'O JOKYMEHTA C UCIOJIb30BAHUEM CIIPABOYHO-TIPABOBON CUCTEMBI.
IIpome:xyToyHast arrecTanus B GopMe JK3aMEHOB
BCEI'O 70
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3. YCJIOBUS PEAJIU3AIIMN YUEBHOM JACIUILIAHBI

3.1 Jns peanuzanuu IporpaMMbl Y4eOHON TUCIUTUIMHBI JOJDKHBI OBITH TIPEIyCMOTPEHBI
CIIEYIOIINE CIIEUAIbHBIE [IOMEIIECHHUS:

Jlaboparopuu «KommberoTepHoli 00pabOTKH JOKYMEHTOBY, OCHAIIEHHBIE HEOOXOIUMBIM
JUTSL peaTH3aIiH IPOTPAMMBI YU4EeOHOH NUCIUIIIMHBI 000pyI0BaHUEM, TPUBEACHHBIM B 1. 6.1.2.2
npuMepHO  pabouedd mporpammbl 1o crenuanbHOCTH — 46.02.01 «JlokyMeHTaIlmoOHHOE
o0ecrieueHre yrnpaBieHHs] U apXUBOBEICHHUEN:

Jlaboparopus KommbroTepHoit 00paOOTKHM JOKYMEHTOB OCHAIAETCS CJIETYIOIIUM
00opyOBaHUEM:

MOCaJ0YHBIMU PA0OYMMU MeCTaMU (B KOMIUIEKTE: KOMIIBIOTEPHBIM CTOJN M MOJABEMHO-
MIOBOPOTHOE KPECIIO0) IO KOJIMYECTBY CTY/AECHTOB,

pabounM MeCTOM TpenoiaBaTeds,

MMOCOOHMSMH ¥ MOJCIISIMU, YICOHOH JTOCKOM,

KOHUITOHEPOM;

TEXHUYECKUMHU CPEJICTBAMU O0yUCHUS:

KOMIIploTepamM  (TI0  KOJIMYECTBY TOCaZO4yHbIX MecT + 1 Ha paboueM crone
MpernoaaBaTes), ¢ BO3MOXXHOCTBIO BBIXO/A B JIOKAJIbHYIO U II100AJILHYIO CETH,

MYJIbTUMEIUNHBIM MPOEKTOPOM,

MHTEPAKTHUBHOHN JIOCKON/9KPaHOM,

CKaHEepOM, CETeBbIM MpUHTEPOM/ MDY,

YHUUTOXKHUTEIEM Oymaru.

3.2 UndopMannoHHoe obecnevyeHne peaaTu3auuy NporpaMmbl

Jns peanu3anuu mporpamMmbl  OMOIMOTEUHBIH (OHJ 00pa3oBaTelIbHON OpraHu3aluu
JIOJDKEH MMETh IeYaTHbIe U/WUIIH 3JIeKTPOHHbIE 00pa3oBaTeIbHble M MHPOPMAIMOHHBIE PECYPCHI,
JUI HCIIOJIb30BaHUs B 0Opa3oBatesnbHOM npouecce. [Ipu ¢popmupoBanun OubauoreqHoro Gpoxaa
o0pa3oBaTeNbHONW OpraHM3alueil BhIOMpaeTcs HE MEHee OJHOr0 HM3JaHUs U3 NEepEeYHCIICHHBIX
HUKE MEeYaTHBIX M3JaHUM M (WJIM) 3JIEKTPOHHBIX W3/IaHUN B KaueCTBE OCHOBHOIO, MPHU 3TOM
CITMCOK, MOXECT OLBITH JOITIOJIHEH HOBBIMH U3JJaHUSIMU.

3.2.1 OcHoOBHBIE MeYATHEIE U31AHUSA

1. JlokyMeHTOBe/leHHe: YYEeOHUK W MPAKTUKYM ISl CpelHero npogeCcCHOHaIbHOrO
obpazoBanus / JI. A. Jloponuna [u np.] ; mox penakuueii JI. A. JloporuHOoN. — 2-€ u3., mepepaod.
u gon.— MockBa: WM3marensctBo Opaiit, 2022. — 309c.— (IlpodeccuonanapHoOe
obpazoBanue). — ISBN 978-5-534-04330-3.

2. Kopnees, U.K. JlokyMeHTanmoHHOE oOecreueHue YMpaBieHUs: YYEOHUK WU
IOPaKTUKYyM Ul cpeaHero mnpogeccuonansHoro obpaszosanus / U. K. Kopuees, A. B. ITmenko,
B. A. Mamypres. — 2-e¢ u3ja., nepepad. u jmom. — Mocksa: M3garensctBo FOpaiit, 2022. —
384 c. — (IlpodeccuonanbHoe obpazosanue). — ISBN 978-5-534-05022-6.

3. Ky3neros, U. H. JloKkyMeHTaInOHHOE obecrieueHue yIIpaBJICHUSI.
JIOKyMeHTOOOOpPOT ¥ JEJIONPOM3BOJACTBO:  YYEOHMK W TNPAKTUKYM JUIS  CPEJHEro
npodeccuonanbHoro oopazosanus / M. H. Ky3nemnos. — 3-e uza., nepepad. u qomn. — Mocksa:
N3znarensctBo FOpaiit, 2022. — 462 c. — (IIpodeccuonansuoe obpasosanue). — ISBN 978-5-
534-04604-5.
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4, UYeptkora, E. A. Ctatuctuka. ABTomMatu3anus o0padboTku nHGOpMaIu: yaeOHoe
nocobwue Jtst cpeHero npodeccnonansHoro oopazosanus / E. A. UepTkoBa. — 2-€ U31I., HCIIP. U
mon. —  MockBa:  MsmarensctBo  FOpaiit, 2022.— 195c¢.—  (IIpodeccuonanpHoe
obpazosanue). — ISBN 978-5-9916-9342-4.

3.2.2. OcHOBHbBIE JIeKTPOHHbIE U3IAHUS

1. JlokyMeHTOBeIeHHE: YUYEOHUK M TPAKTUKYM JIJISl CPEIHEro MpOodecCHOHATBHOTO
obpazoBanus / JI. A. Jloponuna [u np.] ; mox penakuueii JI. A. JloporuHo#i. — 2-€ u3., mepepad.
u gom — MockBa: WzmatensctBo IOpaiit, 2022. — 309c.— (IIpodeccuonanbroe

obpazoBanue). — ISBN 978-5-534-04330-3. — Tekct: anextpoHHbI // OOpa3oBarenbHas
wiatdopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/469701.

2. Kopuees, W. K. JlokymeHTannoHHOEe oOecneueHHe YHpaBICHUSA: Yy4eOHUK U
NpakTHKYM U cpeaHero npodeccronanbHoro odopaszosanusi / U. K. Kopuees, A. B. ITmenko,
B. A. Mamypues. — 2-e¢ u3sn., nepepad. u gomn. — Mocksa : M3marensctBo HOpaiit, 2022, —

384 c.— (Ilpodeccronanmbroe obOpazoanue). — ISBN 978-5-534-05022-6. — Tekcr:
ulekTpoHHBIH  //  OOpaszoBarenpHass  miatdpopma  FOpaiit  [caiit] —  URL:
https://urait.ru/bcode/472550.

3. Ky3Henos, n. H. JlokyMeHTaMOHHOE obecrnieueHue YIIPaBJICHUS.

JIOKyMEHTOOOOpPOT ¥ JEJIONPOM3BOJCTBO:  YYCOHUK W TPAKTUKYM Ui CPEIHETrO
npodeccuonanbHoro oopazosanust / U. H. Ky3nenos. — 3-e u3z., nepepad. u gon. — Mocksa:
UznatensctBo FOpaiit, 2022. — 462 c¢. — (IIpodeccuonanbuoe odbpazopanue). — ISBN 978-5-
534-04604-5. — Texkcr: anexTponHbIi // O0pa3zoBarenbHas iardgopma FOpaiir [caiiT]. — URL:
https://urait.ru/bcode/470020.

4. Ueptkona, E. A. Ctatuctuka. ABTomMatu3anus o0paboTku nHGopMaIu: yaeOHoe
nocoOue JuIst cpeHero npogeccuoHanbHoro oopazosanus / E. A. UepTkoBa. — 2-e u3[l., ucHp. u
nmorm. —  MockBa:  UWsmarenbcrBo  FOpaiit, 2022.— 195c¢.—  (IlpodeccuonansHoe

oOpa3zoBanue). — ISBN 978-5-9916-9342-4. — Tekct: snexTpoHHbI // OOpa3oBarenbHas
iatdopma Opaiit [caiit]. — URL: https://urait.ru/bcode/471306.

3.2.3. JlonoJTHUTEIbHbI€ HCTOYHUKM:

1. TOCT P 2.106-2019. Hamumonanensiii ctannapt Poccuiickoii ®denepanuu. Enunas
cucreMa kKoHcTpykTopckor aokymeHTanuu (ECKJI). TexcroBeie mokymMeHTHI (YTB. U BBEIEH B
neiicteue [Tpukazom @enepabHOTO areHTCTBA IO TEXHUYECKOMY PETYITHPOBAHUIO H METPOJIOTHH
(Poccranmapt) ot 29.04.2019 Ne 176-cT).

2. TOCT P 7.0.97-2016. HarmmonanpHb cTtanaapt Poccuiickoit ®enepanmu. Cucrema
cTaHmapToB 1o wuHboOpManuu, OubnamoreyHomy W wusnarensckomy jgeny (CHUBU]).
OpranuzaiuoHHO-pacTopIUTENbHAS JOKyMeHTalus. TpedoBanus K 0(hOpMIICHHIO TOKYMEHTOB
(ytB. Ilpukazom denepanbHOr0 areHTCTBA MO TEXHUYECKOMY PETYIUPOBAHUIO M METPOJIOTHUHU
(Poccranmapt) ot 08.12.2016 Ne 2004-cr).

3. T'OCT 7.32-2017. MexrocynapcTBeHHbIH cTranmapT. Cucrema CTaHIapTOB II0
uHpopmaruu, OubmmoredHomy wu wusnarenabckomy gnemny (CHUBUJ]). Otuér o HaydHO-
uccienosarensckoil padore (Otuér o HUP). Crpykrypa u mpaBuia odopmieHus (BBeIEH B
neiicteue [Iprukazom @enepanbHOro areHTCTBA MO0 TEXHUYECKOMY PEryIUPOBAaHUIO U METPOJIOTUH
(Poccranmaprt) ot 24.10.2017 Ne 1494-cT) (¢ [TonmpaBkamm).
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4. KOHTPOJIb 1 OHEHKA PE3YJIbTATOB OCBOEHUSA

YYEBHOM JUCLUAILTUHBI

Pe3ysabTarsl 00y4yeHus

Kpurepum ouenkn

MeToabl OLIEHKH

Hepeqeﬂb 3HaHHﬁ, O0CBAUBACMbIX B paMKax JUCHHUIIJIMHBI

MIpaBHJI IO OXpaHe Tpyaa u
TEeXHHKE 0€30M1acHOCTH;

IIpaBUJI OpraHu3alnunu

paboyero mecra ceKperaps u

PYKOBOOHUTECIIA,

PYCCKOH U JIATUHCKOM

KJIaBUaTyPhI IIEPCOHAJIBHOT'O

KOMIIBIOTEpA,

paBmI 0POPMIICHUS
TEKCTOBBIX JOKYMEHTOB Ha

ICPCOHAIIbBHOM KOMIIBIOTEPC.

«OTINYHO» - TCOPETHIECKOE
CoJIep)KaHue Kypca OCBOCHO
MOJIHOCTHI0, 0€3 MpoOeIIoB,
yMeHUs1 COPMHUPOBAHBI, BCE
PelyCMOTPEHHBIE POTPaAMMOK
y4eOHBIC 33]JaHUS BBIITOJTHCHEI,
KaueCTBO MX BBINOJHCHUS
OIICHEHO BBICOKO.

«XO0po1110» - TEOPETUUECKOE
coJIepKaHue Kypca OCBOCHO
MTOJIHOCTBIO, 0€3 MpoOeIIoB,
HEKOTOPbIE YMEHHUS
c(hopMHUpPOBaHBI HEJJOCTATOYHO,
BCE IPEyCMOTPEHHBIE
porpamMMmoil yueOHbI€ 3aaHus
BBITIOJIHEHBI, HEKOTOPHIE BUIBI
3aJaHUH BEIIOJHEHEI C
OIMOKaMH.

«Y IOBJIETBOPUTEIBHO -
TEOPETUYECKOE COIepPIKaHNe
Kypca OCBOCHO YaCTUYHO, HO
POOEIbI HE HOCST
CYLIECTBEHHOI'0 XapakTepa,
HE00X0/IMMble YMEHHsI paboThI ¢
OCBOCHHBIM MaTEepHAJIOM B
OCHOBHOM C()OPMHUPOBAHBIL,
OOJIBITMHCTBO MPEyCMOTPEHHBIX
porpaMMoil 00yueHus yueOHbIX
3aJJaHU BBITTOJIHEHO, HEKOTOPHIE
U3 BBINOJIHEHHBIX 3aJJaHUI
COJIepIKaT OITUOKH.

«HeynoBneTBopuTenEHOY -
TEOPETHUECKOE COJEPIKAHUE
Kypca He OCBOCHO, HEOOXOMMBbIE

yMeHUs He c(hOPMUPOBAHBI,

AHanu3 pe3yabTaToB
TECTOBBIX 3a/IaHUU.

DKCHepTHOE
HaOJII0IeHHE U OLIEHKA 3a
NEeUCTBUSIMU
oOyJaromuxcs Ha
MPaKTUYECKHUX 3aHATHUSAX.

Tekymuit KOHTPOJIb
MIPUMEHEHUS 3HAaHUU B
X0JI€ BBIIOTHEHHUS
IIPAaKTUYECKUX 3a/IaHUM.

JK3aMeH.
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BBITIOJTHCHHBIC yqe6HHe 3a1aHusA
cojiepxat rpyObie OlrOKH.

Ilepeyenb ymMeHuii, oOcBanBae

MbIX B paMKaX JUCHUIIJIUHbI

BBINOJIHATH TPCOOBAHHUS I10
OXpaHe TpyJa U TEXHUKE
0e30IMacHOCTH;

OpraHu30BBIBaThH pabouee
MECTO JISI MAKCUMAaJIbHO
3¢ (heKTHBHON PaOOTEHI;

npodeccroHanibHO
OCYIIECTBIISTH HA0OP,
(dbopmatupoBaHue, BEIBOJ] HA
neJaTh, COXpaHEHHE
TEKCTOBOH U ITU(PPOBOH
nH(popMaluy Ha
MIEPCOHAIBHOM KOMIIBIOTEPE;

qyuTaTrb, IOHUMATh U
HCIIPABJIATH ITPOCKTLI
HAOKYMCHTOB, C
HCIIOJIb30OBAHHUEM CITPABOYHO-
IIPaBOBLIX CUCTEM;

IUTaHUPOBaTh pabouee Bpems,
UCHOJb3Ys IPECTaBICHHbIE
3aJJaHMsl, IPOTPaMMHOE
o0ecrnieueHre 1 UCXOIHYIO
AOKYMCHTAIUIO,

BBIOMpAThH TEXHOJIOTHIO
CO3JIaHMsI TOKYMEHTA.

«OTINYHOY» - TEOPETUIECKOE
coJiepKaHue Kypca OCBOCHO
MOJIHOCTHIO, 0€3 MPOOEIIoB,
yMEHHUs1 COPMHUPOBAHBI, BCE
IPeIyCMOTPEHHBIE IPOTPAMMOA
yueOHBIC 3aJaHNs BHITIOTHEHBHI,
Ka4eCTBO MX BBIITOJHEHUS
OLIEHEHO BBICOKO.

«XOpOoI1I0» - TEOPETHIECKOE
coJiep:KaHue Kypca OCBOCHO
MOJIHOCTBIO, 0€3 MpoOeIIoB,
HEKOTOPbIE YMEHHUS
c(hopMUpPOBaHBI HEJJOCTATOYHO,
BCE TIPEyCMOTPCHHBIC
porpamMmoil yueOHbI€ 3aaHus
BBITIOJTHEHBI, HCKOTOPBIE BHUJIBI
3aJIaHUH BBITTOJTHEHBI C
ommOKamHu.

«Y IOBJIETBOPUTEIBHO -
TEOPETUYECKOE COJIEPIKAHNE
Kypca OCBOEHO YaCTUYHO, HO
POOEIbI HE HOCST
CYILLIECTBEHHOTO XapaKTepa,
Heo0X0JUMble YMEHHUS paboThI €
OCBOEHHBIM MaTepHaioM B
OCHOBHOM C()OPMHUPOBAHBIL,
OOJBIIMHCTBO MPEAYCMOTPEHHBIX
IporpaMMoil 00yueHus yueOHbIX
3aJJaHUH BBIIIOJIHEHO, HEKOTOPHIE
U3 BBINOJIHEHHBIX 3aJJaHUI
COJIepIKaT OITUOKHU.

«HeynoBieTBOpUTETHHOY -
TEOPETUYECKOE COJIEPIKaHNE
Kypca He OCBOCHO, HEOOXOMMbIe
yMeHHs He ¢(hOpMUPOBAHBI,
BBINOJIHEHHbIE YUeOHbIC 3a/1aHUS
cojiepxkaT rpyObie OmnOKH.

DKCnepTHOE
HaOJIFO[eHE 3a
NEUCTBUSIMUA
o0yJaromerocst B Xoje
BBITTOJTHEHHUS

IPAKTUYECKON pabOTBhI.

AHanus pe3yabTaToB
Ha0JII0/IeHus 32
JeSITeTbHOCTBIO
00yyJaromerocs B xoJie
BBITIOJTHEHUS

MPaKTUYECKON pabOTHI.

OrneHka pe3yJsibTaToB
BBITTOJTHEHHUSI

PaKTUYECKOH paboThI.

JK3aMeH.
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puioxenne 3

K [1OII cnenuaabHOCTH

46.02.01 JoxymeHTAlIMOHHOE 00ecriedeHne
ynpaBJieHUsl U apXUBOBe/IeHUE

INPUMEPHAS PABOYAS IIPOI'PAMMA BOCIIUTAHUSA®!

2023 r.

51 Maxem npumepnoii paboueii npozpammut éocnumanus paspaboman @TBHY «HMucmumym usyuenus demcmea,
cemvu u socnumarus Poccuiickoti akademuu obpazosanusy 6 coomeemcmesuu ¢ nynkmom 12.1 @edepanvrozo 3akona
om 29 oexabps 2012 2. Ne 273-D3 « 06 obpazosanuu ¢ Poccuiickou Dedepayuuy.
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PA3JIEJI 1. MACIIOPT IPUMEPHOM PABOYEM IMPOI'PAMMBI BOCIIUTAHUS

HaszBanue Conep:xkanue
HaumenoBanue [Ipumepnas paboyast nporpaMma BOCIUTaHUS M0 CHEIIUATBHOCTH
MIPOrPAMMBI 46.02.01 TokyMeHTaIIMOHHOE 00ECIICYCHIE YIIPABIICHUS U

apXHUBOBEJICHUE

OcHoBaHus VI
pa3paboTKu
MpOTrpaMMBbI

Hacrosmas nporpamma paspaboraHa Ha OCHOBE CIIEAYIOLINX
HOPMAaTUBHBIX IIPABOBBIX JOKYMEHTOB:

Konctutynus Poccutickoit @enepanuu;

Vkas3 IIpesunenra Poccuiickoit @enepanun ot 02.07.2021 Ne 400 «O
Crtpareruu HalmoHAJIbHON Oe3omacHOoCTH Poccuiickoit Denepanumy;
Vka3 Ilpesunenta Poccuiickoit @enepaunu ot 21.07.2020 Ne 474

«O HanMoHANBHBIX 1EAX pa3Butus Poccuiickoit denepanum Ha nepuos
10 2030 romaw;

denepanbhblii 3ak0H 0T 29.12.2012 Ne273-03 «O6 obpa3zoBanuu B
Poccuiickoit dexneparuny;

®denepanbHbii 3aK0H OT 25.07.2002 Ne 114-03 «O npoTuBOACHCTBUN
HKCTPEMHUCTCKOMN AESITETbHOCTIY;

denepanbHblil 3akoH OT 24.06.1999 No 120-d3 «O06 0CHOBaxX CUCTEMBI
poUIaKTUKK O€3HaA30PHOCTU U MPAaBOHAPYIIEHUN
HECOBEPIICHHOJIETHUXY;

pacniopspxkenue [IpaBurensctBa Poccuiickoit @enepanuu ot 12.11.2020
Ne 2945-p 00 ytBepxnenuu [1nana MeponpusaTHii o peanusanuu B
2021-2025 ronax Ctpareruu pa3Butus Bociutanus B Poccuiickoii
®enepaunn Ha nepuoa 10 2025 roaa;

denepanbHbIi rOCYJapCTBEHHBII 00pa30BaTeNbHbIM CTAaHIAPT CPEIHETO
npodeccnoHansHOr0 00pa3oBaHus Mo crnennaibHocTu 46.02.01
JlokymMeHTalmoHHOE 00ecriedeHUE YIPaBIeHUS U apXUBOBEICHHE,
yTrBepkaeHHbIN [Ipukazom Munnpocsemenus Poccun ot 26.08.2022 Ne
778,

[Ipodeccuonanbusiii crangapT « CIEIUANTKCT 110 OPraHU3alHOHHOMY U
JIOKYMEHTAIIMOHHOMY OOECTICUCHHIO YIPABIICHHS OPraHU3aIUEH»,
YTBEPK/I€H NMprKa3oM MuHUCTEPCTBA TPYJa U COLIMAIBHON 3aIIUTHI
Poccuiickoit @eneparnuu ot 15 uronst 2020 r. Ne 3331 (3apeructpupoBaH
MunucrepctBom roctunnu Poccuiickoit @enepanuu 15 nrona 2020 r.,
peructparroHHbiii Ne 58957)

[Tpodeccuonanpubiif cranaapT « CHEUATUCT apXUBa», YTBEPKIEH
ITpukazom MunucrepcTBa Tpyaa u couuanbHoi 3amuTsl PO ot 18 mapra
2022 r. Ne 140w (3apeructpupoBad MUHHCTEPCTBOM FOCTUITHH
Poccuiickoit @eneparuu 21 anpens 2022 r., peructpauoHHbIi No
63193)

Iens mporpammel

Coznianue opraHn3aloOHHO-TIEAArornYeCKuX yCIOBUN AJIs
(bopMHpOBaHUS IMYHOCTHBIX PE3YJIbTATOB O0YYAIOIINUXCS,

MMPOABIAIONIUXCA B Pa3BUTHU UX ITO3UTUBHBIX YYBCTB U OTHOIIICHUM K
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POCCHICKMM TpakJaHCKUM (06a30BbIM, OOIIEHAIIMOHATIBHBIM) HOPMaM U
LEHHOCTSM, 3aKkperui€HHbIM B Konctutynuu Poccuiickoit deneparuu, ¢
Y4eTOM TPAJAULIUKI U KyJIbTyphl cyObekTa Poccuiickoii @eneparum,
JIENTOBBIX KaYeCTB KBAJHU(PUIIMPOBAHHBIX pabounX,
CITyKalllMX/CHeMaTMCTOB CPEHEr0 3BeHa, OMPEEIIEHHBIX OTPACIEBBIMU
TpeOOBaHUAMHU (KOPIIOPATUBHOMN KYJIBTYPOHN)

Cpoku Ha 0a3e cpemHero odmiero oopazoBanus — 1 rox 10 mecsies;
peanu3anuu Ha 6a3e ocHOBHOTO 001Iero — 2 roga 10 mecsiies.

MIPOrpPaMMBbI

Ucnonnurenun Hupexmop, 3amecmumenu oupekmopa 6 cghepe yuedHotl, yueoHo-
MIpOrpaMMbI npPoOU3600CMEEHHOU, BOCNUMAMENLHOU 0esIMeIbHOCMU, d MAKMCe

KYpUpyowuil aOMUHUCMPAMUBHO-XO3SUCMBEHHYIO pabomy, cOmpyOHUKU
yuebHoU wacmu, 3agedyioujue omoeieHuem, npenooasameint, Kypamopul,
molomopwl (npu Hanuduu), yneHvl Cmyoenueckozo cosema,
npeocmasumenu Pooumenvckozo kxomumema (e2o ananoea),
npeocmasumenu OpeaHu3ayull — pabomooameiiel, 8 nepgyro ouepeos,
opeanuzamopwl 6a3 npakmux.>?

Peanusanus PIIB nHanpasiena, B TOM 4Hciie, HA COXPAaHEHUE U Pa3BUTHE TPAJAULIMOHHBIX
JyXOBHO-HPABCTBEHHBIX IIeHHOCTEH Poccuu: ®u3Hb, TOCTOMHCTBO, MpaBa U CBOOOIbI YEIIOBEKA,
NaTPUOTU3M, IPAXKIAAHCTBEHHOCTb, Cily:kKeHHEe OTeuecTBY M OTBETCTBEHHOCTh 3a €ro Cyan0y,
BBICOKHE HPABCTBEHHBIE MJI€aJIbl, KPETKasi CEMbsI, CO3UAATEIbHBIA TPy, IPUOPUTET AYXOBHOTO
HaJ MaTepuajIbHbIM, TYMaHU3M, MUJIOCEPINE, CIIPABEAIMBOCTb, KOJNIEKTUBU3M, B3aUMOIIOMOIb
Y B3aMMOYBaXEHHE, UICTOPUYECKAs NaMATh U MPEEMCTBEHHOCTh MOKOJIEHHUH, €IMHCTBO HApO0B
Poccun.

JlanHas mpumepHas paOouast mporpamma BocnuTanHus (manee — PIIB) paspabotana
C YYETOM IpPEeeMCTBEHHOCTH Ieneil M 3amad [IpuMepHOl mnporpaMMbl BOCHMTaHUS IS
o0mieo0pa3oBaTeNIbHBIX — OpraHu3aluii, oxo00peHHON pemeHneM @DenepanbHOro y4yeOHO-
METOJMYECKOT0 OOBEIUHEHHUs MO 001eMy oOpa3oBaHUIO (YTB. MPOTOKOJIOM 3acemaHuss Y MO
no ob6memy obpazoBanuto Munmnpocsenierust Poccuu Ne 2/20 ot 02.06.2020 r.).

Ilpu paspabomke opmyauposox MuYHOCMHBIX pe3yIbmamos yuem mpedosanuii 3aKona
06 obpazosanuu 6 uyacmu popmuposanus y o00Y4aAOWUXCA UYYECHEA NAMPUOMU3MA,
2Par)cOaHCmeeHHOCmU, Yeaxcenusa K namamu 3auiumnuxoe Omeuecmea u noosuzam I'epoes
Omeuecmea, 3aKOHY U NPAGONOPAOKY, Ue108€Ky mMpPyoa u cmapuiemy noKoJ1eHur, 63auMHO20
yearicenusn, 0epex’cHo20 OmHOWleHUs K KYJIbMYPHOMY HACAeOul0 U  mpaouyuam
MHoZoHayuonanvnozo napooa Poccuiickoni @edepayuu, npupode u oxpyycarouieii cpeoe,
Oepesrcno2o0 omHouieHus K 300P08bl0, ICMEMUUECKUX YYECME U Y8aAMCEHUA K UEHHOCMAM
cembu, A619emcs 0053aMeNbHbIM.

Koa muuHoCTHBIX
JINYHOCTHBIE Pe3yJIbTATHI pe3yJbTaToB
peanu3anuu NporpaMMbl BOCIIUTAHUS peanu3anuu
(Oeckpunmopwt) NMporpamMmsl
BOCIIUTAHUS

2. B paboueii npozpamme eocnumanus, exmouennoi ¢ OOIl o06pazosamenvholi opaanuzayuu, yKasvléamcs
KOHKpemHuble (pamuauu, UmMeHa u Omyecmea UCnoaHumeneli npocpammul.
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Oco3narommii ce0st rpaknanuHoMm Poccuum u 3ammtHUKOM OTedecTsa,
BBIP)XAIOLIUH CBOI POCCHHCKYH HAEHTHUYHOCTh B IOJHMKYJIBTYPHOM
U MHOTOKOH(ECCHOHAIBHOM POCCHICKOM OOIIECTBE M COBPEMEHHOM
MuUpoBoM coobiectBe. Co3Haromuil cBoe eqMHCTBO ¢ HapoaoM Poccun,
¢ Poccuiickum rocynapcTtBoMm, AEMOHCTPUPYIOLIUMN OTBETCTBEHHOCTH
3a pa3Butue cTpaHbl. [IposBistomuii roTOBHOCTh K 3amuTe PoauHsl,
CIIOCOOHBIN apryMEHTHPOBAHHO OTCTAMBATh CYBEPEHUTET U JIOCTOMHCTBO
Hapozna Poccum, coxpaHsATh M 3alIMIIATE HCTOPUYECKYIO IpaBIy
0 Poccuiickom rocynapcrse

JIP 1

[TposiBisiFOIINiT AKTUBHYO TPAXKIAHCKYFO MTO3UIMIO Ha OCHOBE YBaYKCHHS
3aKOHa W TIPABOIOPSAJIKA, TPaB M CBOOOJ COTpaxKJaH, YBaKCHUS
K HUCTOPHYECKOMY W KyJbTypHOMY Hacieauto Poccuu. OcCO3HAHHO
U JICATEIHHO BBIPAKAMOIINN HETPHUATHE TUCKPUMHHAIIMA B OOIIECTBE
M0  COLUMAIbHBIM, HAIMOHAJIBHBIM, PEIUTHO3HBIM  IPH3HAKAM;
IKCTPEeMH3Ma,  TEPpOpU3Ma,  KOPPYNIHH, AHTHTOCYAApCTBEHHOM
nestenpHocTd. OOnafaromMii  OMBITOM TPAXKIAHCKOH  COLIMAIBHO
3HAYUMOW  ACSITENbHOCTH (B CTYJIEHYECKOM  CaMOYIPABJICHHH,
JIOOpPOBOJIBUECTBE,  IKOJOTHMUYECKUX, IMPHPOJIOOXPAHHBIX, BOCHHO-
MAaTPUOTHYCCKUX W JIp. OOBCIWHEHUSX, aKIUAX, MPOTrPaMMaXx).
[IpuHuMaromuii  posb  W30HMpaTenss H yYaCTHHKA OOIIECTBEHHBIX
OTHOIICHWW, CBSI3aHHBIX C  B3aUMOJICHCTBHEM C  HApOJHBIMU
n30paHHUKaAMU

JIP 2

JIeMOHCTpUPYIOIIMI  MPUBEPKEHHOCTh  TPAAULUMOHHBIM  JYXOBHO-
HPaBCTBEHHBIM LIEHHOCTSM, KYJbType HapoioB Poccum, npuHuumnam
YEeCTHOCTH, MOPATOYHOCTH, OTKPBITOCTH. JencTByromuii "
OLICHUBAIOLIMI CBOE IOBEICHHUE U IOCTYIKH, NOBEICHHUE U TNOCTYIKH
OPYrUX JIOJEH C IO3MIUM TPAaJULUOHHBIX POCCHUHCKHX JTyXOBHO-
HPABCTBEHHBIX, COLIMOKYJIBTYPHBIX LIEHHOCTEW M HOPM C YYETOM
OCO3HAHUs  IOCIEACTBUM  IIOCTYNKOB. [ OTOBBIM K  JI€JI0OBOMY
B3aMMOJICHCTBUIO M He()OpMaTbHOMY OOIICHHUIO C MPEICTaBUTEISIMU
pa3HbIX HApOJIOB, HAIMOHAIBLHOCTEW, BEPOMCIOBEIAHUM, OTIWYAOIIUN
HX OT YYaCTHHUKOB I'PYII C JECTPYKTUBHBIM U JEBUAHTHBIM ITOBEICHUEM.
JIeMOHCTPUPYIOIIMI HENPUITHE COLUUAIBHO OMACHOTO IOBEICHUS
OKpYXarlUuX M Npeaynpexaarmmi ero. [Ipossnsrommil yBaxeHue
K JIIOJISIM CTapIIEro MOKOJICHUSI, TOTOBHOCTh K YYaCTHIO B COLIMAIbHOM
MOJJIEPKKE HYKJIAFOUIUXCSI B HEN

JIP 3

[IposiBnsromniA ¥ JEMOHCTPUPYIOIIUN YBAKEHHE K TPYAY YEIOBEKA,
OCO3HAIOIIUI 1IEHHOCTh COOCTBEHHOTO TpyJa M TpyJAa APYTHX JIIOJCH.
DKOHOMHYECKH AaKTHUBHBIA, OPMEHTHUPOBAHHBI Ha OCO3HAHHBINH BHIOOP
cdepsl mpodeccuoHaNbHOM AEATENBHOCTH C YIETOM JIMYHBIX )KU3HEHHBIX
IUIAHOB, TMOTpeOHOCTEeH CBOEH CeMbH, POCCHUICKOTO oOlIecTBa.
Beipaxkaromuit OCO3HAHHYIO TOTOBHOCTb K IIOJIYYEHUIO
npodeccnoHanbHOro 00pa3oBaHMs, K HENPEPbIBHOMY 00pa30BaHUIO
B TEYEHHME KU3HU JIEMOHCTpHUPYIOIIMNA IO3UTUBHOE OTHOLIEHHE
K pEryJupoOBaHUI) TPYAOBBIX  OTHOIIEHHH. OpUEHTUPOBaHHBIN
Ha caMo00pa3oBaHME€ U TNPO(PECCHOHATBHYIO TEPENOATrOTOBKY B
YCIOBHUSIX CMEHBI TEXHOJIOTMYECKOrO YKIaJa M COIYyTCTBYIOIIHUX
ColMaNbHBIX mepeMeH.  Crpemsnuiics K (OPMHPOBAHUIO B CETEBOU
cpeze JINYHOCTHO U NMPO(heCCHOHAIBHOT0 KOHCTPYKTUBHOTO «LHU(POBOTO
cienay

JIP 4
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JIeMOHCTpUPYIOIIUNA  IPUBEPKEHHOCTb K POJHOM  KYJBTYpE,
UCTOpUYECKOW MaMsATH Ha OcHOBe JIoOBM K Poaune, Haponmy, maioit
pOAMHE, 3HAHUS €r0 UCTOPUHM U KYJIbTYpbI, IPUHATHE TPAJAUIIMOHHBIX
LIEHHOCTEN MHOTOHAIIMOHAJIBHOTO Hapoja Poccun. Beipakarommii cBoro
STHOKYJBTYPHYIO WJICHTUYHOCTh, CO3HAIOMIMIA ceOs MaTpuoToM Hapoaa
Poccun,  nmeArenpbHO — BBIp@XaKOWMA ~ YYBCTBO  MPUYACTHOCTH
K MHOTOHaIMoHaJIbHOMY Haponay Poccuu, x Poccuiickomy OteuecTBy.
[IposiBasiroliiA ~ IEHHOCTHOE  OTHOUIEHWE K  HCTOPHUYECKOMY
U KyJIbTYpHOMY HacleIui0 HapoaoB Poccum, K HalMOHAIbHBIM
CUMBOJaM, Ipa3JHUKaM, [aMATHHUKAM, TpPaJulUUsIM  HApOJOB,
MpoXUBaONMX B Poccuu, K COOTEUECTBEHHUKAM 3a pPyOEKOM,
MOAJCPKUBAOIIMM ~ HUX  3aUHTEPECOBAHHOCTH B COXPAaHEHHUHU
00IEPOCCHIICKON KYJIbTYPHON WICHTUYHOCTH, YBAXKAIOIIHMIA UX TpaBa

JIP 5

OpHEeHTHPOBAaHHBI Ha NPOQPECCHOHAIBHBIC TOCTIKCHHUS, ACATECIHHO
BBIPQKAIONIMIA  TMO3HABATENbHBIE HWHTEPECHl C  y4eTOM  CBOHX
CIIOCOOHOCTEH, 00pa30BaTENFHOrO M NMPO(GECCHOHAIBHOTO MapIIpyTa,
BBIOPAHHOW KBAJTM(HKAIIHN

JIP 6

Oco3HamMil U JEATEeIbHO BbIPAXKAIOUIMN MPUOPUTETHYIO IIEHHOCTb
KaXJO0M YEJIOBEUECKON KWU3HU, YBAXAIOMIMKA JOCTOMHCTBO JIMYHOCTH
KaKJOTO0 4YeJOBEKa, COOCTBEHHYI0 M UYXXYI0 YHHKAIbHOCTH, CBOOOIY
MHPOBO33PEHUECKOT0 BBIOOPA, CAMOOTIPE/ICTICHUSI.

[IposBrstomuii  OepekIMBOE W UYYTKOE OTHOIICHHWE K PEIUTHO3HOM
MPUHAJIC)KHOCTH Ka)XJIOTO JeJI0BeKa, peaynpeANTEIbHbBIN
B OTHOIIICHUM BBIPAXKEHUS MPAB U 3aKOHHBIX HHTEPECOB IPYTUX JIIOACH

JP 7

[IposBistrOIIMi U JEMOHCTPUPYIOIIMM YBAXKEHUE 3aKOHHBIX HUHTEPECOB
WU TpaB MPEICTABUTENCH PA3IMYHBIX ITHOKYJIBTYPHBIX, COIMAJbHBIX,
KOH()ECCHOHANBHBIX TPYII B POCCHICKOM OOIIECTBE; HAIIMOHATHHOTO
JIOCTOMHCTBA, PEJIUTHO3HBIX YOEKIEHUNU C Y4YETOM COOIIOJEeHUS
HE0OXOUMOCTH OOeCTeueHusT KOHCTUTYIIMOHHBIX TMpaB M CcBO0OOA
rpaxaad. [loHuMaronmii W JAESITENBHO BBIPAKAKOIIWNA [EHHOCTh
MEKPEIIMTMO3HOTO M MEXHALMOHAIBHOTO COIVIACUS JIFOJEH, I'PakIaH,
HaponoB B Poccnn.  BeIpakaromuii CONpUYaCTHOCTh K IPEYMHOKEHHUIO
u TPaHCIALIUU KYJIbTYPHBIX TpaauLIAN u LIEHHOCTEMN
MHOTOHAallMOHAJIBHOTO ~ POCCUMCKOTO  TOCYyAapCTBa,  BKIFOYEHHBIN
B 00IIIECTBEHHBIC MHUIIMATHBBI, HAIIPABJIEHHBIC HA UX COXPAHEHNE

JIP 8

CozHaromuii  1IEHHOCTb ~ JKU3HH, 370pPOBbsI U OE30MaCHOCTH.
CoOmnromaroniif ¥ mpomnaraHAupyOmUil  310poBeId  00pa3  KHU3HU
(3mopoBoe muTaHue, COOIOICHNE TUTHUEHBI, PEXKUM 3aHITHI M OTJbIXa,
¢buznueckas aKTUBHOCTb ), JEMOHCTPUPYIOLIHNH CTpEMJICHHE
K (usmueckoMy coBepiieHCTBOBaHMIO. [IposBistomuii co3HaTelbHOE
U OOOCHOBAaHHOE HEMPHUATHE BPEIHBIX MPHUBBIYEK U  OIMACHBIX
HaKJIOHHOCTEH (KypeHHe, YNOTpeOJIeHHe aJKoroJii, HAapKOTHUKOB,
MICUXOAKTUBHBIX BEIIECTB, a3apPTHBIX UTP, JIIOOBIX (GOPM 3aBUCUMOCTEN),
JECTPYKTHUBHOT'O MTOBE/ICHHUS B OOIIECTBE, B TOM YHCJIe B IM(POBOY cpesie

JIP 9

bepexxnBo OTHOCAILIMICS K NMPUPOAHOMY HACIEOUIO CTPAaHbl U MHUpA,
MIPOSIBIISIONINN CPOPMUPOBAHHOCTH IKOJIOTHIECKOMN KYJIbTYPhl HA OCHOBE
IMOHUMAaHUS BIIMSIHUSA COLMAJIbHBIX, SKOHOMHUYECKUX
1 1po¢ecCHOHATBHO-TTPOU3BOJCTBEHHBIX MPOLIECCOB Ha OKPYKAIOIIYIO
cpeny. Belpaxaromuid nesTesIbHOE HENPUATUE AEHCTBUM, NPUHOCALIIUX
BpeJ NIpPUpOJIE, PACHO3HAIOIIMK  OMACHOCTH Cpelbl OOUTaHMs,

JIP 10
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NpeAyNnpexAaloNuil  pPUCKOBAaHHOE TOBEACHHE JIPYTUX TpaxaaH,
MOMYJISPU3UPYIOMINA  CHOCOOBI COXpPaHEHHsS] IMaMATHUKOB IPUPOJIBI
CTpaHbl, peruoHxa, TEPPUTOPUH, IIOCEJICHMS, BKJIFOUEHHBIN
B O0IIIECTBEHHBIC MHUIIMATHUBbI, HAIIPABJICHHbIE HAa 3a00Ty 0 HUX

[IposiBrsitomnii  yBa)K€HUE K ACTETHUYSCKUM IEHHOCTSM, O0JIaTaromIwii
OCHOBAaMHM 3CTETHMYECKOW KyJIbTypbl. KpUTHYECKHM OLICHUMBAIOIINN
U JEATEIIbHO MPOSBIAIONMKA TOHUMAHUE 3MOILIMOHAIBHOIO BO3AECHCTBUS
HCKYCCTBa, €ro BIMSHMS HA JYIIEBHOE COCTOSHHE U MOBEIACHUE JIFOJIEH.
bepexyinBO OTHOCAIIMKCS K KYJIbTypE KaK CpPEICTBY KOMMYHHUKALIUU
U CaMOBBIpaXEHHS B OOIIECTBE, BBIPAKAIONIMI CONMPUYACTHOCTD
K HPaBCTBEHHBIM HOpMaM, TPAAUIUSAM B UCKycCcTBE. OpUEHTUPOBAHHBIN
Ha COOCTBEHHOE CaMOBBIpD@)KEHHE B pa3HbIX BUJAX HCKYCCTBa,
XyJ0KECTBEHHOM TBOPYECTBE C YYETOM POCCHMCKHX TPaguUIAOHHBIX
JTyXOBHO-HPABCTBEHHBIX IICHHOCTEH, JCTETUYECKOM O0yCTpOWcTBE
cooctBeHHOro ObiTa. Pasgensiommii HEHHOCTH  OTEYECTBEHHOTO
U MHUPOBOIO XYJ0>KECTBEHHOTO HACIEIUs, POJIM HAPOJIHBIX TPaJULIUNA
U HApOAHOIO TBOPYECTBA B HCKYCCTBE. BBIpaKaromMii LEHHOCTHOE
OTHOILIEHUE K TEXHUYECKON M MPOMBIIIEHHON 3CTETHKE

JIP 11

[IppHuMarOmMii  POCCUMCKHE TPAJAULHAOHHBIE CEMEHWHBIE LIEHHOCTH.
OpueHTUpOBaHHBIM Ha CO3/1aHHE YCTOWYMBOW MHOTOAECTHOW CEMBbH,
MOHMMaHUE Opaka KaK COI03a MYXXYUHBI M JKCHIIUHBI JJIS CO3/IaHUS
CEMbH, POXKICHUSI WU BOCHUTAHUS JI€TCH, HEIPUATHUSI HACUIIUS B CEMbE,
yXoJla OT POJUTEIHCKOM OTBETCTBEHHOCTH, OTKa3a OT OTHOIICHHI
CO CBOMMH JICTbMH M X (DMHAHCOBOTO COZICP)KAHUS

JIP 12

JIMYHOCTHBIE PeE3yJbTaThI p€aju3alui NIPporpaMmmMmabl BOCIIUTAHUA,
OonpeaeJJeHHbIC 0TPAC/I€BbIMU TpCﬁOBaHHHMI/I K J1€J0BbIM Ka4eCTBaM JIMYHOCTHU

JIeMOHCTpUPYIOIIMIA TOTOBHOCTh W CIHOCOOHOCTH BECTH JHANOl C
IPYTUMHU JIIOAbMH, IJOCTUIaTb B HEM B3aUMOIIOHMMAaHHs, HAaXOIUTh
oOuiye 1eau U COTPYAHUYATh AJIs UX JOCTHKEHUS B TPO(eCCUOHATILHON
NEeATEIbHOCTH

JIP 13

[IposiBasitominiA  CO3HATENLHOE  OTHOLIEHHWE K  HEIpPEpPhIBHOMY
00pa3oBaHHMIO KaK yCIOBHUIO YCHEIIHOW MPOPECCHOHAIBHOU U
OOIIIECTBEHHOH 1eATeIHbHOCTH

JIP 14

HpOSIBJ'I}II-OH_[I/Iﬁ rpa)xIaHCKO€ OTHOUICHUC K HpO(l)eCCI/IOHaJIBHOfI
ACATCIIBHOCTH KAK K BO3MOXHOCTHU JIMYHOIO Y4YaCTus B PCIICHHUU
O6H.[CCTBCHHBIX, roCyJapCTBCHHBIX, O6IJ_ICH3.I_[I/IOH3.JIBHBIX HpO6HCM

JIP 15

['oTOBBINT COOTBETCTBOBATH OXKUIAHUAM paboTomareneit: 3PheKTHBHO
B3aUMOJCUCTBYIOIUN C YICHAMH KOMaHIbl U COTPYAHUYAIOIIUN C
OPYTMMH JIIOJbMH, OCO3HAHHO BBIMOJHAIOMUN TpodeccrnoHalbHbIe
TpeOOBaHUs, OTBETCTBEHHBIH, MHUIIMATUBHBIN, TUCHUIUTMHUPOBAHHBIH,
TPY0JIFOOUBBIN, KPUTUUECKH MBICIISAIIUHN, HAlIEJICHHBIA Ha JTOCTHXKEHUE
MOCTaBJICHHBIX  IIeNieil;  JIEMOHCTPUPYIOUIMH  NpodecCHOHAIBHYIO
KU3HECTOMKOCTD

JIP 16

Cobmronaromuii B cBoel po(PeCcCHOHATBHON NIeATETbHOCTH STUUYECKHE
MIPUHIIMIIBLI: Y€CTHOCTH, HE3aBUCHUMOCTH, MPO(eCcCHOHANBHON YUCTOTHI,
O6T)€KTI/IBHOCTI/I, 6eCHpI/ICTpaCTHOCTI/I nu HpaBI/IJ'Ia ACJIOBOT'O ITOBCACHU S

JIP 17

[TposiBistromuii 6epexHOe OTHOIICHHE K COXPAHHOCTHU U HCTIOJIb30BAaHHIO
MHUPOBOTO JOKYMEHTAIBHOTO HACJIEoMSI

JIP 18
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[MposiBnstOIIMiI IEHHOCTHOE OTHOIICHUE K KYyJIbTYpe M HCKYCCTBY, K

KYJIBTYpPE PEUH U KYJIbTYpE MOBEAEHNS, K KPACOTE U FADMOHUH
JIn4HOCTHBIE Pe3yIbTAThI PeaTH3alMH NPOrPAMMbI BOCIHTAHHS, ONpPe/IeeHHbIe
cyonbexToM Poceniickoii @egepanuu®® (mpy HaaM4um)

JIP 19

JP ...
JP ...
JP ...
JIMYHOCTHBIE Pe3yJbTATHI PEATH3ANMA NPOrPAMMbI BOCIIMTAHUS, ONPeIe/IeHHbIe
KJII0YEBbIMH padoToaareasiMu®* (Ipy HaIMYKK)

JIP ...
JIP ...
JIP ...

JIMYHOCTHBIE Pe3yJIbTATHI
peaju3anuyu NPorpaMMbl BOCIIMTAHHUS, ONPeeJeHHbIe Cy0beKTaMu
00pa3oBaTeILHOr0 npouecca’ (IIpyu HaTMIKK)

JIP ...
JIP ...
JIP ...

CooTHoLIeHHE NepeYHs MPO(eCcCHOHAIBHBIX MOYJIeH, y4eOHbIX JUCHUIINH
U IUIAHUPYEMbIX JIMYHOCTHBIX Pe3yJIbTATOB B X0/i€ peajiu3anun
00pa3oBaTeJabHOli MPorpaMmbI®®

HanmenoBanue npogeccHoHAIBLHOr0 MOLYJIA, Kon
Y4eOHO# TMCIHUIIIHHBI JIMYHOCTHBIX
pe3yJbTaToB
peanu3anuu
NporpamMMmsl
BOCIIMTAHHUSA

53 Biiok paspabarhiBaeTcs OpraHaMH HCIIOJNHUTENIBHON BIacTu cyObekTa Poccuiickoi Meepaliuy, EPEHOCUTCS U3
IIporpammsl Bocniutanus cyonsekra Poccmiickoit @eneparinu. 3anodHsIeTcs MpU pa3paboTke pabodeil mporpaMmbl
BOCIIUTAaHHS NMPOodeccHOHATLHON 00pa30BaTeNbHON OpraHU3AIHH.

% Bnok 3anosHseTcss npu pa3paboTke pabodeil pOrpamMMbl BOCITMTAHHs MPO(ECCHOHATLHON 06pa30BaTebHOM
OpraHu3aIyH.

% Bnok paspabareiBaercs OO COBMECTHO € PabOTONATENSAMH, POJUTENSAMM, MEAArOraMd W OOYYArOIIMMUCS.
3anonHseTcss TpH  pa3paboTke paboueil NporpaMMbl BOCIUTaHHS NPOQECcCHOHANBLHONH 00pa3oBaTeNbHOMN
OpraHu3alyH.

% Jlannas mabnuya npednasnavena 01 AHAU3A 6LINOJHEHUS Y4eOHO20 NAAHA U 3ANONHAEMCA 00PA306AMENbHOT

opeanuzayueti no HCeaaHuio.
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PA3JEJT 2. OIIEHKA OCBOEHHSI OBYYAIOIIMMHCS OCHOBHOU
OBPA3OBATEJIbHOM IMTPOI'PAMMBI B YACTU JOCTHXKXEHHUSA JIMYHOCTHBIX
PE3YJIBbTATOB

OrneHka JOCTHKEHUS OOYYaIOIIMMUCS JIMYHOCTHBIX PE3YJIbTaTOB MPOBOAMUTCS B XOJE
peanu3zanuu padOYUX MPOrpamMM MO MPOPECCHOHATHHBIM MOAYJISIM U y4€OHBIM JTUCIUTUTHHAM,

TpeaycMOTpeHHBIM HacTosmeit I10IT CITO,
58

Ipumepnvie kpumepuu OYeHKU TUYHOCTIHBIX PE3YIbMAMOo8 00yYaAUUxXc’:

- demMoHcmpayus unmepeca K 6yoywetl npogeccuu,

- OYEHKA COOCMBEHHO20 NPOOBUNCEHUS, TUUHOCHHO20 PA3BUMUSL,

- NOAOHCUMENbHASA OUHAMUKA 8 OP2AHU3AYUU COOCMBEHHOU YUeOHOU OesamenbHOCU
no pe3yIbmamam CaAmMOOYeHKU, CAMOAHANU3A U KOPPEKYUU ee Pe3YIbmamos;

- OMBEMCMBEHHOCMb  3a  pe3yIbmam Y4eOHOU OesamenlbHOCMU U  NOO020MOBKU
K NPogheccuonanbHoll 0esimenibHOCmu,

- nposi8IeHUe 8bICOKONPOPECCUOHATbHOU MPYO0BOU AKMUBHOCMIL,

- yuacmue 6 uccied08amenbCKoll U npoeKmHuoll pabome;

- yuacmue 8 KOHKYpPCAX NPOGECcCUOHANbHO20 — MACMepCcmed, — OIUMRUAOAX
no npogeccuu, UKMOPUHAX, 8 NPEOMEMHBIX HeOe X,

- cobno0eHue IMUecKUx HOpMm 0OWeHUs NPU 83AUMOOelCMEUU C 00YYAIOUUMUCH,
npenooasamensimu, Macmepamu u pyKosoOUmensimu NpakmuKuL,

— KOHCMPYKMUBHOE 83auUMooeticmeue 8 yueoHom Koalekmuse/opuzaoe;

- O0eMOHCMPAYUSL HABLIKOE MENCTUUHOCIHO20 0€l08020 0OWEeHUsl, COYUATLHOO
umMuoxca;

- 20MOBHOCMb K 0OWEHUIO U 83AUMOOCUCMBUIO C TI0ObMU CAMO20 PA3HO20 CIAmycd,
IMHUYECKOU, PeNUSUOZHOU NPUHAOLEHCHOCTNU U 8 MHO2000OPA3HBIX 0OCMOAMENbCMEAX;

- CPOPMUPOBAHHOCb  2PACOAHCKOU  NO3UYUU;,  ydacmue 6 B0JOHMEPCKOM
08UdICeHUU;

- nposigieHue MUpPOBO33PEHUECKUX YCMAHOBOK HA 20MOBHOCMb MONOObIX NH00ell
K pabome Ha b61azo Omeuecmea,

- nposigieHue Npagooll AKMUBHOCMU U HABLIKOE NPABOMEPHO2O0 NOBEOCHUS,
yeadiceHust K 3aKomny;

- omcymcmeue pakmos nposasieHuUss UOe0N02UY MEPPOPUSMA U IKCMPEMUIMA CPeOU
ooyuarowuxcs,

- omcymcmeue COYUANbHLIX KOHQIUKMOE cpedu 00yuarouwuxcs, OCHOBAHHbIX
HA MENCHAYUOHATILHOT, MENCPENUSUOZHOU NOYBe;

S JTuunocmuvle pesynvmamul 0c60enus 06paz06amenbHOL NPOPAMMbL He NOONEHCAM NePCOHUGUYUPOSAHHOT
oyenke. Ycnexu o00yuarowezocs 8 00CMuUICeHUL JUYHOCTHBIX Pe3YlbMamos UKCUPYIOmcst Chocobamu,
onpedenennpbmu 00paA306aMenbHOU OPLAHUIAYUECH CAMOCMOAMENbHO (Hanpumep, ROpMm@onuo, 6 m.u. yugposoe,
cmeHa (kapma u Op.) 00CmudiCeHUl U Op.).

58 Obpasosamenvras opeanuszayus ocmaensiem 3a cobol NPAso ONPedeNUnty KpUmepull OYeHKu 00CIMUICCHUS
JIUYHOCHIHBIX PE3VIbIMAMO8, COKPAMUMs Ui OONOIHUNMb NPEONIONCEHHbI RPUMEPHOL paboueil npOSpamMMmoll
socnumanusi. 1o okonuanuu pabomel HAO Pa30enOM CHUMAEMCsl KVPCUBHOE HAYEPIanue meKcma u yoaiaemcs.
CHOCKa.
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- yuacmue 6  peanuzayuu - NPOCGEMUMENbCKUX — NPOSPAMM,  NOUCKOBbIX,
ApXeonocutecKux, — 60EHHO-UCHOPUYECKUX,  KPAeBeo4ecKUx  Ompsoax U — MOLOOEHCHbIX
00veOUHeHUsXx;

- 000posoIbUECKUEe UHUYUAMUBLL NO NOO0EPHCKU UHBANUOO8 U NPECMAPenblX
2pascoam,

- NposigieHUe IKOI0SUYECKOU KYIbMYpbl, OEPE’CHO20 OMHOULEHUsL K POOHOU 3eMIe,
npupooHvim 6ocamcmeam Poccuu u mupa;

- OeMOHCmMpayusi  YMEHUll U HABbLIKO8  PA3YMHO20 — NPUPOOONOIb308AHUS,
Hemepnumo20 OMHOuEeHUs. K OetiCMEUAM, NPUHOCAWUM BDEO IKOIOSUU,

- 0eMOHCMPayUsl HABLIKO8 300P0B8020 00PA3A HCUZHU U BbICOKUL YDPOBEHb K)IbMYPbl
300p08b5s1 0OYUAIOWUXCSL;

- nposeieHue  Kyibmypvl NnompeOieHus uHmgopmayuu, YMeHull U HABbIKOS
NONb306AHUSL  KOMNLIOMEPHOU MEXHUKOU, HABLIKO8 0mbopa U KpUmMu4eckozo aHauu3a
uHgopmayuu, ymenus OpueHmupo8amscs 8 UHHOPMayUuoHHOM NPOCMPAHCEE,

- yuacmue 6 KOHKYpCax npo@eccuoHaibHo20 MAacmepcmed U 6 KOMAHOHbIX
nPOeKmax;

- nposigieHue  IKOHOMUYECKOU U  (DUHAHCOBOU  KYIbMypbl, IKOHOMUYECKOLL
2PAMOMHOCIU, a MAKdICe COOCMEEHHOU A0EKEAMHOU NO3UYUU NO OMHOUEHUI) K COYUATbHO-
9KOHOMUUECKOU OeliCmBUMeNIbHOCTIU.

PABAEJd 3. TPEBOBAHUSA K PECYPCHOMY OBECIEYEHUIO
BOCIHUTATEJBHOM PABOTHI

PecypcHoe oOecriedeHHe BOCIIMTATENBHOM pabOThl  HANPABIEHO HA  CO3JIAHME
OpTraHru3allMOHHO-ICJArOTHYCCKUX yCJIOBI/If/'I A1 OCYHIECTBJICHUA BOCIIUTAHUA O6yanOHII/IXC$[,
B TOM 4HUCIIE MHBAMUIOB 1 Juil ¢ OB3, B KOHTEKCTE peanu3ainy 06pa3oBaTellbHOM MPOrpaMMBl.

3.1. HopmMaTuBHO-IPaBOBOE OGecHeueHne BOCIUTATEILHON padoThr>

[pumepHass pabouas mporpamMMa BOCIMTaHUsS pa3pabaThiBA€TCS B COOTBETCTBHU
C HOPMATHBHO-IIPABOBbBIMHU IOKYMCHTaAMHU (bezlepaHLHI)IX OpraHoB HUCHOJIHUTENbHON BJIACTU
B cepe oOpazoBanusi, TpeboBanusimu @DPI'OC CIIO, ¢ y4eTOM CIIOKHUBIIETOCS OIBITA
BOCIIUTATEIILHON  NESITENBHOCTH WM UMCIOLNIMMHUCS pecypcaMd B MpodhecCHOHATbHOM
00pa3oBaTesIbHOI OpraHu3alyu.

3.2. KaapoBoe obecnieuenne BOCHIUTATENbHOM paGoThi®

Jna peanusayuu paboueil. npospammel 60CHUMAHUS 00PA3Z06AMENbHAA OP2AHUIAYUSL
Q0MICHA  OblMb  YKOMAIEKMOBAHA — KEAMUGUYUPOBAHHBIMU — CREYUALUCaMU.  Ynpasienue
gocnumamenvrot pabomou 06ecneuueaemcs KaoposbiM COCMABOM, GKIIOUAIOWUM OUPEKMopa,
KOMOpblll  HeCém  OMEemMCMEEeHHOCMb 34 OP2AHU3AYUIO  BOCNUMAMENbHOU — pabomovl
6  npogeccuonanvnoli  00pPaA306aMeNvHOU  Op2aHUZAYULU,  3aMecmumenell  OupeKmopa,

%9 B 0aunom paszoene yxkasvisaemcs nepeuenv nokanwvhoti 6azwl II00, komopuiii 6ydem ciyjicums noomeepaico enuem
C030aHUsl YCA08UlL 0JIs1 0OCNUMAHUSL 00YYAIOUUXCAL.

80 B oannom pasoene I1OO yrasvieaem ®HUO omeemcmeennix 1uy 3a 60CHUMAnUE 00YHAIOWUXCA 6 PAMKAX OAHHOTL
OIIOII, a maxoice 8603M0ICHbIE 0OPA30BAMENbHBIE OePUYUMBL U NIAH NO UX TUKEUOAYUU
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npenooasamerneil, MAacmepo8 HNPoOU3BOOCHBEEHHO20 OO0YVYeHUs. U KIACCHbIX PYKosoOumeneu
(Kypamopos).

3.3. MaTepuajibHO-TEXHHYECKOE 00ecredeHHe BOCIUTATEILHOH padoThl

B oannom pazdene yxazvieaemcs nepeyenv uH@pacmpykmypuel (obopyodosanue,
nomeujenuss u m.o.), packpvléaroujell 60CNUMamebHbulll HOMEeHYUA yuebHo20 npoyecca, 8KI4as
bazvl npakmuk, no npogeccuu/cneyuanrpbrocmu 6 coomseemcemeuu ¢ n. 6.1 I1OI1.

3.4. UudopmanuonHoe odecriedeHHe BOCIUTATEIbHONH PadoThl

Hugppopmayuonnoe obecneuenue npoyecca 60CnUmMaHusi npeononazaem Haiuyue
8 00pPA308aMENLHOU OPLAHUZAYUU KOMILIOMEPHOU U MYTbIMUMEOULIHOU MEXHUKU, CPeOCME C853U,
oocmyna K uHmepHem-pecypcam u CReyuaiu3upo8aHHo2o 000py006anus.

Hupopmayuonnoe obecneuenue 60Cnumanust Cnocoocmeyem opeaHu3ayuu’

—  UHGOPMUPOBAHUS O BOZMONICHOCMAX YHUACMUSL 00YYAIOWUXCS 8 COYUATIbHO ZHAUUMOU
oesmenbHOCmu;

—  UHQDOPMAYUOHHOU U MEMOOUUECKOU NOOOEPIHCKU peanusayuu padbodei npocpammol
80CNUMAHUA,

—  83aumooeticmeus 8 YOaleHHOM OOCmYne 6cex YYACMHUKO8 BOCHUMAMENbHO20
npoyecca (0OyuanOWUXcs, neoa2ocudeckux pabomuuxos, pabomooamenet, pooumenell,
obwecmeennocmu u op.).

Peanuzanus paboueil nporpaMMbl BOCIUTAHHUS JIOJDKHA OBbITh OTpa)K€Ha Ha caiite
00pa3oBaTeIbHOI OpraHu3alllu.
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PA3JIEJ 4. IPUMEPHbBIN KAJIEHJIAPHBIN IIJIAH BOCIIMTATEJIBHOM PABOTEHI

MMPUMEPHBINA KAJTEHJIAPHBIN IIJIAH BOCIIMTATEJIBHOM PABOTHI
(46.00.00 Ucmopus u apxeonocus)
1o 00pa30BaTeNbHON MPOTrpaMMe CPETHEro MPo(ecCHOHATBHOTO 00pa30BaHuUs
cnenuanbHocTy 46.02.01 JlokymMeHTalnoOHHOE 00€ecIieueHre yIpaBIeHUs U apXUBOBEICHUE
Ha TePHOJ T.

MecTo, roa
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B xone miaHuUpOBaHWS BOCHHTATEIBHOW MIEATEIBHOCTH PEKOMEHIYETCS YYMTBHIBATh BOCIUTATENBHBIN ITOTEHIMAT YdYacTUsl CTYACHTOB B
MEPOIPHUATHSIX, IPOCKTaX, KOHKYpCaX, aKIUsIX, IPOBOJMMBIX HA YPOBHE:

Poccuiickoiit @egepanuu, B TOM 4HCIIE:

«Poccus — ctpana Bo3MokHOCTE» https://rsv.ru/;

«bonbmas nepemenay» https://bolshayaperemena.online/;

«JIunepwr Poccun» https://munepsipoccun.pdy/;

«Mpb1 Bmectey» (BostonTepcTBO) https://onf.ru;
oTpacieBble KOHKYPCHI MPO(eCCHOHATLHOIO MaCTePCTBA;
JIBYOKEHUS « AOHITUMITHKCY;

cyobexToB Poccuiickoii @exepauum (6 coomeemcmeuu ¢ ymeeprHcoOeHHbIM pe2UOHATbHBIM NIAHOM 3HAYUMBIX MEPONPUAMULL), B TOM YHUciie «JeHb
ropojaa» u ap.
a TaKke oTpac/jeBbie MPo(ecCHOHATBHO 3HAYMMbIE COOBITUS M NMPa3IHUKH.

Jara Conepxanne® u Yyactauku® Mecto OtBeTcTBeHHBIE® Koaw1 JIP®®
GopmbI® nposeaenusn®™
NeSATeIbHOCTH
CEHTIBPb
1 Jenb 3HaHMi®’ 3aMecTUTeNb JUPEKTOPA,
KypUPYIOLIUI
BOCIIMTAHHE,

81 B codeporcanuu yxasvieaemcs 06uas xapakmepucmuxa KOHmenma y4ebno2o 3aHsmus, HanpaeienHo20 Ha docmudicenue nianupyemvix JIP. @opmyauposka OOndiCHA COOMHOCUMbCA

¢ memoul y4ebHo20 3aHAmuUsl, HO He ObIMb el UOEHMUYHOLL.

62 Dopmur dessmenvrocmu: yuebnas HKCKypCus (6UpmyanbHas IKCKYpCus), OUCKYCCUS, NPOEKMHAs CeCCUsl, YuebHas npaKmuKd, npouseo00CmMeeHHAs NPAKMUKA, YPOK-KOHYepm, 0el06ds.

uepa, ceMuHap, cnmyoeHyeckasi KOH@epeHyusi u m.o.

8 Kypc, epynna, npueneuennvie pabomodamenu, npedcmasument 06ujecmeeHHOCm, poOument u op.

8 Haumenosanue unu nomep ayoumopuu obpaszoeamenvroi op2anusayuu mbo uHoe, eciy Npeonoidzaemcs 6oie30 cmyoeHmos

8 Bnucwisaromea ®UO, dondicnocms omeememeeno2o. Imo npenodasament, npedcedament RPeoMemno-yuKI06blX KOMUCCULL, MACmepa NPoUu3e00CmEeHH020 0ByYeHUs, 3a6e0Viouue

omoeneHusmMu u op.

8 B naan evinocames k00wt JIP, 0603nauennvle nedazo2amu uiy Opy2umu nedazo2uieckumu pabomnuKami, OmeencmeeHHbIMY 34 RPO6edeHIe 60CNUMAMENbHOU 0esmenbHOCHL.

7 B npumepHOM KaJeHIapHOM IUIaHE yKa3aHbl TOCYIapCTBEHHBIE MPasaHUKN Poccuiickoit @eepaimu. B HETO Takke JODKHBI OBITH BKJIIOYEHB! KIIOYEBBIE AThI, KOTOPBIE 3HAYUMBI
Ha ypoBHe cyObekTa Poccuiickoit Deneparum, a Takxke IS OTpaciiel, oI Hy>KIbI KOTOPBIX OCYIIECTBIISIETCS TIOJrOTOBKA KaapoB B 00pa30oBaTeIbHON OpraHU3AIIHH.
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https://rsv.ru/
https://bolshayaperemena.online/
https://лидерыроссии.рф/
https://onf.ru/

MIpeIMETHBIE [IUKIIOBBIE
KOMHUCCUU®®
ITH. exxenen. Pa3roBopsl 0 BaskHoM | Bee rpynimsl Y4eOHbIe ayquTOpHUN Kyparopsr rpymm JIP 1-12
2 JleHb OKOHYaHUA 3aMecTHUTENb TUPEKTOPA,
BTopoit MupoBo#i BOMHBI KypUPYOLIUi
BOCIIUTaHHE,
MIpeIMETHBIE [IUKIIOBBIE
KOMHCCHHU
3 JeHpb conmuaapHOCTU B 3amecTuTeNnb TUPEKTOpA,
00pbB0Oe ¢ TeppOPU3MOM KypUPYIOIIHUi
BOCITUTaHUE,
MPEAMETHBIC LINKIOBBIC
KOMHUCCHU
Iocsmenue B 3amecTHUTeNb TUPEKTOPA,
CTYICHTHI KypUpYOLIUi
BOCIIUTaHHE
Beenenue B nmpodeccutro 3amecTuTeNnb TUPEKTOpa
(cnermanbHOCTD) o y4eOHo-
MIPOM3BOACTBEHHOM
pabore
21 Jenb mobesr pycCcKux 3amecTuTeIh TUPEKTOPA,
IIOJIKOB BO INIABE C KypUpYOLIUi
Benukum kHs3eM BOCIIUTaHHE,
Hmutpuem Jonckum MPEAMETHBIE IUKIOBBIC
(KynukoBckast Outsa, KOMHCCUU
1380 rox). Jlenp
3apOXKAECHUS POCCUICKON
rocymapcTBeHHOCTH (862
rom)
27 BcemupHnslil neHp 3aMecTHTENb JUPEKTOPA,
TypHU3Ma KypHUPYIOIHii
BOCIIUTAHHE

OKTABPH

%8 HaumenoBaHus 10JKHOCTE NpuBeeHbl 11 npuMepa. Jladee — JOKHBI ObITh YKa3aHbl JOJKHOCTH, KOTOPbIE 0003HAYEHbl OTBETCTBEHHBIMH B JIOKAJIbHOM HOpPMAaTUBHOMN Ga3e
00pa30BaTeIbHOM OpraHN3aliy: MPEACEeaaTeH IPEAMETHO-ITUKIOBBIX KOMUCCHIA, 3aBEIYIONINE OTACICHISIMH 1 Jp.
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JIleHb MOXUIIBIX JTIOACH

3aMecTHUTeNb TUPEKTOPA,
KypUpYOLIUi
BOCIIUTAHHE

ITH. exxenen.

P33FOB0pbl 0 BA’)KHOM

Bce rpynmnsl

VY4eOHble ayAuTOPUH

Kypatops! rpynn

JIP 1-12

Henp Yunrens

3amMecTHTeIh TUPEKTOPA,
KypUPYOLIUi
BOCIIUTaHHE

30

JeHb maMATH xepTB
MOJIUTUYECKUX
penpeccuit

3aMecTHUTeNb JTUPEKTOPA,
KypUPYOLIUI
BOCITUTaHUE,
MpeIMETHBIE [IUKIIOBBIE
KOMHCCHU

HOABPH

ITH. exxenen.

Pa3roBopsbl 0 BaKHOM

Bce rpynmnsl

VY4eOHble ayAuTOPUH

Kyparops! rpynn

JIP 1-12

4

[eHp HapoaHOTO
€IMHCTBA

3amecTuTeIb TUPEKTOPA,
KypUPYIOLIUI
BOCITUTaHHE,
MIpeIMETHBIE [IUKIIOBBIE
KOMHCCUHU

[enp matepu

3aMecTHTENb JUPEKTOPA,
KypUpYOLIUi
BOCIIUTAHHE

JEKABPH

ITH. exxenen.

Pa3rosopsl 0 BaskHOM

Bce rpynmnsl

VY4eOHble ayAuTOPUH

Kypatops! rpynn

JIP 1-12

9

Hens I'epoeB OteuecTBa

3aMecTUTeNb AUPEKTOpa,
KypHPYIOIUI
BOCIIUTaHHUE,
MpeIMETHBIE IIUKIIOBBIC
KOMHCCUH

12

Hens Koncturynun
Poccuiickoit denepannn

3aMecTHTENb JUPEKTOPA,
KypUpYyOLIUi
BOCIIUTAHHUE,
[IPEIMETHBIE [IUKIIOBbIE
KOMUCCUU

SAHBAPDH
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1 HoBwliii ro 3amecTuTeab TUPEKTOpPa,
KypUpYOLIUi
BOCIIUTAHHE
ITIH. e:xenen. Pa3roBopsl 0 Ba:xkHoMm | Bee rpymimsi Y4eOHbIC ayTUTOpUn Kypatops! rpynn JIP 1-12
25 «TaTpsHUH JCHBY 3amMecTHTeIh TUPEKTOPA,
(TIpa3gHUK CTYyACHTOB) KypHPYIOIINi
BOCIIUTAHHE
27 HeHb cHsTHs OIOKaIbI 3aMecTHUTeNb JTUPEKTOPA,
JleHunrpana KypUPYOLIUI
BOCITUTaHUE,
MpeIMETHBIE [IUKIIOBBIE
KOMHUCCHUH
DEBPAJIb
ITH. exxenen. Pa3sroBopsl 0 Ba:kHoM | Bee rpymimsi VY4eOHble ayAuTOPUH Kyparops! rpynn JIP 1-12
2 JleHb BOMHCKOM Cl1aBbI 3amecTuTeIb TUPEKTOPA,
Poccun KypUPYIOLIUI
(Cranunrpazckas OuTea, BOCIIUTAHHUE,
1943) MPEIMETHBIE [IUKJIOBBIE
KOMHCCHU
8 JleHb pycckoi HayKu 3aMecTHTENb JUPEKTOPA,
KypUpYOLIUi
BOCITUTaHHE,
MPEeIMETHBIE IIUKIIOBBIC
KOMHCCHU
23 JleHb 3alIMTHUKOB 3amecTuTeah TUPEKTOPa,
OrteuecTBa KypHPYIOLIUI
BOCIIUTaHHUE,
MpeIMETHBIE IIUKIIOBBIC
KOMHCCUH
MAPT
ITH. e:xenen. Pa3roBopsl 0 BaxxHom | Bee rpynmsl Y4eOHbIC ayTuTOpUU Kypatops! rpynn JIP 1-12
8 MexayHapoaHblii 3aMecTHTENb TUPEKTOPA,
KEHCKHI IEHb KypHPYIOLUI
BOCIIUTAHHE
18 JleHb BOCCOCTMHECHMSI 3amMecTuTeIh TUPEKTOPA,
Kpsima ¢ Poccueit KYpHUPYIOIIAN
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BOCIIMTAaHHUEC,
IIPEAMETHBIC ITUKIIOBEIC
KOMUCCHH

AITIPEJIb

ITH. exxenen.

P33FOB0pbl 0 BA’XKHOM

Bce rpynmnsl

VY4eOHble ayAuTOPHH

Kypatops! rpynn

JIP 1-12

12

JleHp KOCMOHABTHUKH

3amMecTHTeIh TUPEKTOPA,
KypUpYIOLIUI
BOCITUTaHHUE,
MpeIMETHBIE IIUKIIOBBIC
KOMHUCCUU

[IpaznHuk BecHBI U
TpyAa

3amecTuTeIb TUPEKTOPA,
KypUPYOLIUI
BOCIIUTAaHHE

ITH. exxenen.

Pa3roBopsbl 0 BasKHOM

Bce rpynmnsl

VY4eOHble ayAuTOPUH

Kyparops! rpynn

JIP 1-12

9

Henp [ToOempt

3amecTuTeIb TUPEKTOPA,
KypUpYOLIUi
BOCIIUTAHUE,
MIPEIMETHBIE [IUKIIOBBIC
KOMHCCUH

24

JleHb craBsiHCKOM
MMMUCHbMEHHOCTH U

KYJBTYPbI

3aMecTuTeNb AUPEKTOpa,
KypUpYOLIUi
BOCIIUTaHMUE,
[IPEAMETHBIE [IUKIIOBbIE
KOMUCCHH

HNIOHb

MexayHapoaHbIil 1EHb
3aIUTEI IETEN

3aMecTHTENb JUPEKTOPA,
KypUpYyOLIUi
BOCIIUTAHHUE,
[IPEIMETHBIE [IUKIIOBbIE
KOMUCCHHU

ITH. exxenen.

Pa3roBopsbl 0 BaKHOM

Bce rpynmnsl

Y4eOHbIe ayquTOpUN

Kyparops! rpynn

JIP 1-12

5

Jlens skoora

3aMecTHTENb JUPEKTOPA,
KypHPYIOLIUI
BOCIIUTaHHUE,
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MpEAMETHLIC ITUKIIOBLIC
KOMHCCHUH

6 [lymkuHCKM JeHb 3amMecTHTeIh TUPEKTOPA,
Poccun KypUPYIOLIUH
BOCIIUTaHHUE,
MPEIMETHBIC LINKIOBBIE
KOMHCCUU
12 Henb Poccun 3amecTuTeNh TUPEKTOpa,
KypUPYIOLIUI
BOCIIUTaHHUE,
MpeIMETHBIE [IUKIIOBBIE
KOMHUCCHU
22 JleHb maMaTH 1 CKOpOu 3amecTuTeIb TUPEKTOPA,
KypUpYOLIUi
BOCITUTaHUE,
MPEAMETHBIC LINKIOBBIC
KOMHUCCHU
27 HeHb mosonexu 3amecTuTeah TUPEKTOPa,
KypUpYOLIUi
BOCIIUTaHHE
N10JIb
ITH. exxenen. PasroBopsl 0 Ba:kHoM | Bee rpymimsi VY4eOHble ayIUTOPUH Kyparops! rpynmn JIP 1-12
8 Jenn cembu, J100BH
1 BEPHOCTH
ABI'YCT
22 dennb
T'ocynapcrBennoro
®aara Poccuiickoii
Denepanun
23 JleHb BOMHCKOM

ciaaBbl Poccun
(Kypckas OutBa,
1943)
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27

Jlenb poccuiickoro
KHHO
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IHpuio:xxenne 4

k [IOII cnenmnanabHOCTH

46.02.01 JoxkymeHTAlIMOHHOE 00ecTedeHne
ylpaBJieHHs U apXUBOBeIeHUE

IHNPUMEPHBIE OHEHOYHBIE MATEPHUAJIBI J1JIS1 IT'HA

ITO CIIEHUAJIBHOCTH

46.02.01 JOKYMEHTAIIMOHHOE OBECIIEYEHUE YIIPABJIEHUSA
N APXUBOBEJIEHHE

2023 r.
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COJAEPKAHUE

. ITACHHOPT OHEHOYHbIX MATEPHUAJIOB JJISI THA

. CTPYKTYPA NIPOLHEAYP JEMOHCTPAIIUOHHOI'O 39K3AMEHA
N INOPAJOK ITPOBEJIEHUSA

. HOPAJOK OPTAHU3ALIMA n ITPOBEJEHUWA SAIUTHI
JUITJNIOMHOI'O ITPOEKTA (PABOThI)
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1. ITACITIOPT IPUMEPHBIX OHEHOYHbIX MATEPHAJIOB JIJIA T'HA

1.1.  OcobGennoctu 00pa3zoBaTeIbHON NMPOrPaMMbI

[IpuMepHbIC OIICHOUYHBIE MaTepualibl paspaboTanbsl g crnenuansHocTH  46.02.01
JloKkyMeHTaImoHHOE 00eCTIeYeHNE YIIPABICHHS U apXUBOBEICHUE.

B pamkax criennansaoctu CITO npemycmorpeHo ocBoeHne kBanudukanuu: Crernuaimct
M0 TOKyMEHTAIIMOHHOMY OOCCIICUCHHIO YIIPABICHUS U APXUBHOMY JIEITY.

BoinyckHuK, OCBOMBIIMK 00pa30BaTENbHYIO MPOrpaMMy, JOJDKEH OBITh TOTOB K
BBITIOJTHCHHUIO BUJIOB JCSITEILHOCTH, IEPEUNCIICHHBIX B Tabmuie Nel.

Ilepeuucnenue U008 OeamenbHOCMU, HOMEHKAAMYpPa MOOYiel, 8X00AUUX 8 NPOSPAMMY
1O KAdCOOU U3 Mpaekmoputl, 3anoiHsAomcs 8 maobauye Hudxice (He0OX00UMO YKa3amov 6ce GUobl
oesmenbHOCmU, NPedyCMOmMpeHHble 00Pa308amMeNbHOU NPOSPAMMOU U COOMBEMCMEYIOUUe UM
npogheccuonanvbHvlie MOOYIU)

Tabauuma Nel.
Buabl 1es1TeILHOCTH
Koa n naumenoBanue Koa n naumenoBanue
BHa gesareabHocTH (BJI) npogeccuoHanbHOro moayJas (IIM),
B pPaMKax KOTOporo ocsansaercs BJ{
1 2
B coorBercTBUM ¢ PI'OC
BJI 01. Ocy1iecTBieHue opraHu3aliMOHHOTO [IM 01. OcymectBienue
obecrniedeHns U JOKYMEHTAIlHOHHOTO OpPraHU3aIMOHHOTO O0eCTIeueHus U
obecrieueHus IeATeTbHOCTH OpraHNu3aluu JIOKYMEHTAIIMOHHOTO 00ecreueHust
JIeATEIbHOCTH OpraHU3alNH
BJI 02. Opranu3zanusi apxuBHON pabOTHI 11O IIM 02. Opranu3zanusi apxuBHOM pabOTHI 11O
JIOKYMEHTaM OpTaHU3alMi pa3IuuHbIX GopM JIOKYMEHTaM OpraHu3aluil pa3IuuHbIX
COOCTBEHHOCTHU (bopM cOOCTBEHHOCTHU
BJI 03. OcBoenue BUA0B paboT MO OJTHOM UITN IIM 03. OcBoenue BUA0B paboT MO OTHOM
HECKOJIbKUM MpodeccusiM paboumXx, JOHKHOCTIM | MIIM HECKOJIBKUM MpodeccusiM padoumx,
CITYXKalIUX JIOJDKHOCTSIM CITY Kallux

1.2. TpeOoBanuss K mNpoBepKe Ppe3yJbTATOB OCBOCHHMs 00pa3oBaTeIbHOI
NPOrpamMmbl

Pe3ynbraTel OCBOEGHUS OCHOBHOW MNpodeccHOoHaNbHOM 00pa30BaTeNbHONW MPOTrPaMMBI,
JIeMOHCTpHupyeMble pu nipoBeaeHN [ A npencraieHs! B Tabmuie Ne2.

Jlnst mpoBeieHus IEMOHCTPAMOHHOTO dK3aMeHa (fanee — J[D) mpuMeHseTcs KOMIUIEKT
ornieHouHOM mokymeHTaruu (mainee - KOJI), paspabaTeiBaeMblii OMEpaTopoM COTJIACHO
n. 21 ITlopsaka mpoBeneHUs TOCYAApCTBEHHOW WTOTOBOHM aTTecTaluu MO 00pa30BaTEbHBIM
porpaMmam cpeaHero npogeccuoHaabHoro oopa3oBanus (yTB. MUHHCTEPCTBOM MPOCBELIEHUS
Poccuiickoit ®enepanun 8§ HostOpst 2021 r. Ne 800) ¢ ykazaHMeM YpOBHS INPOBEICHHS
(0azoBbI/TPOGUITBbHBII).
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Taoauma Ne 2

Ilepeuyenn npoBepsieMbIX TPeOOBaHMI K pe3yJIbTATaM OCBOCHUSI OCHOBHOM
npogeccCHOHATbHOI 00pa30BaTEJIbHON IPOrPaAMMBbI

DI'OC 46.02.01 JIokyMeHTalIMOHHOE OOECIIeYEHUE YIPaBICHUS
U apXHUBOBE/ICHUE.

[Tepeuens npoBepsieMbIX TpeOOBAaHUH K pe3yJIbTaTaM OCBOCHHUS
OCHOBHOH MpodecCHOHANBHOMI 00

pa30BaTENLHON IPOrpaMMbI®

TpynoBasi 1eAiTeJIbHOCTH

Kox npoBepsiemoro

HaumeHoBaHMe MpoBepsieMoOro

(ocHOBHO¥ BUJ TpeOoBaHUs TPeOOBaHMs K pe3y/bTaTam
JAeATeIbHOCTH)
1 2 3
B 01 Bun pearenbHoctn 1 OcymiecTBiieHHMe OPraHW3allHOHHOIO

o0ecnmeyeHuss U AOKYMECHTANUOHHOI'0 odecneyeHu JCATCJIBbHOCTH

OpraHu3annu

K 1.1

OcyuiecTBiIATh NpUEM-TIEpeIady
YIIPaBICHYECKOH HHPOPMAIMU C TOMOIIBIO
CpeacTB HH(POPMAIIMOHHBIX

M KOMMYHHKAIMOHHBIX TEXHOJIOTHIA

K 1.2

KoopanHupoBath paboTy MpHEeMHON
PYKOBOJUTEIIA, 30H IIPUEMA PA3IUYHbIX
KATErOpH OCETUTEIEH OpraHUu3aLHN

IIK 1.3.

Bnagets HaBbIKAMU IJIAaHUPOBAHUA pa60qero
BPEMCHH PYKOBOIUTEIIS U CCKPETAPS

IIK 1.4.

OCylIeCTBIATH TOATOTOBKY JAEIOBBIX
MOE3/I0K PYKOBOJIUTENSA U APYTUX
COTPYAHUKOB OpraHU3aluu

IIK 1.5.

Biagets ciocobamu opranuzaiuu padbodyero
MPOCTPAHCTBA MPUEMHON 1 KabuHeTa
PYKOBOIUTEA

IIK 1.6.

Ocy1ecTBIATh pabOTy MO MOJATOTOBKE

U IIPOBEJICHUIO KOH(EPEHTHBIX MEPONIPUATHH,
oOecrieunBaTh UHPOPMAIIIOHHOE
B3aUMO/ICIICTBHE PYKOBOIUTEIS

C TOIpa3IeTICHUSIMA U TOJHKHOCTHBIMH
ITMIIaMU OpTaHU3aLIH

K 1.7.

OdopMIIATH OpraHU3allMOHHO-
pacropsiAuTeIbHbIE JOKYMEHTBI

M OpraHU30BbIBaTh pabOTy ¢ HUMH, B TOM
YKCIIE C UCTIOIb30BaHUEM
ABTOMATHU3UPOBAaHHBIX CUCTEM

IIK 1.8.

OdopMIATH TOKYMEHTHI 10 TUYHOMY COCTaBY
1 OPraHU30BBIBAaTh pabOTy C HUMH, B TOM
YHCJIE C UCIIOJIb30BAHUEM
ABTOMATU3UPOBAHHBIX CUCTEM

K 1.9

Oprann3oBbIBaTh TEKyllee XPaHECHUE

ITOKYMEHTOB, 00paboTKy en TS

69 IpH 3arOJTHEHUN Ta6J'II/IIlI>I 2 H606XOILI/IMO Y4€CTh, YTO B HEC BHOCATCSA TOJIBLKO IPOBECPACMBIC ’I‘pC6OBaHI/IfI.
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ONCPATUBHOTO U aPXUBHOI'0 XpaHCHUSA, B TOM

qrcie c HCIOJIb30BAaHUEM
ABTOMATHU3MPOBAHHBIX CHCTEM
B 02 Bun naesteabHocTn 2 OpraHuzanust apxXuBHOH  pabOTBl 1O
ITOKYMEHTaM OpTraHHU3aIfii pa3aIndHbIX (opM cOOCTBEHHOCTH
IIK 2.1 OcymecTBIATh KOMIUIEKTOBAHUE apXUBHBIMU
enamMu (JIOKYMEHTaMM) apXHBa OpraHu3aluu
IIK 2.2 Bectu yu€T apXuBHBIX /171 (IOKYMEHTOB),

B TOM YHCJIE C UCIIOJIb30BAHUEM
ABTOMATHU3HPOBAHHBIX CHCTEM

K 2.3 OcCy1ecTBIATh XpaHEHUE aPXUBHBIX JIEIT
(IIOKyMEHTOB) C MOCTOSIHHBIM CPOKOM
XPaHEHHS U 110 JUYHOMY COCTaBY B apXUBE
OpraHu3auu

IIK 2.4. Ocy1ecTBIATh XpaHEHNE, KOMILJIEKTOBAHHE,
Y4ET U UCTIOJIB30BaHUE JIeN (JOKYMEHTOB)
BPEMEHHOT'0 XPAHCHHUSI

K 2.5 OCy11eCTBIIATh UCIOJIB30BAHUE APXUBHBIX
mesn (IOKyMEHTOB), B TOM YHUCJIE C
MCIIOJIb30BAaHNEM aBTOMATU3UPOBAHHBIX
cucreM

JIns BBIMYCKHMKOB M3 YHCIA JIMI C OrPaHUYEHHBIMH BO3MOXKHOCTSIMU 3]I0POBbS
M BBITYCKHUKOB W3 YHCIA JETEH-UHBAIMAOB M HWHBAIWAOB mnpoBomurcs [MA ¢ ydetrom
0COOCHHOCTEHN MCUXO(PHU3UIECKOTO PA3BUTHS, WUHIUBUIYATbHBIX BO3MOXHOCTEH M COCTOSHUS
37I0POBBSI TAKUX BBIMTYCKHUKOB (J1ajiee - UHAUBUIyaIbHbIE OCOOCHHOCTH).

OO0mue u AOMONHUTENbHBIE TpeOoBaHUs, obOecredynBaemble mpu mnpoBeaeHun [UA
TSI BBIITYCKHUKOB W3 YHCJIA JIUI] C OTPAaHUYCHHBIMHU BO3MOXXHOCTSIMU 3JI0POBBSI, JIETEH-NHBAIIUIOB
¥ WHBAJIUIOB TPUBOJATCS B KOMIUIEKTE OIICHOYHBIX MAaTEepUANOB C yYeTOM OCOOEHHOCTEH
pa3paboTaHHOIO 3a/laHus U HCIIOJIb3yEMBIX PECYPCOB.

JIMUTEeNbHOCTh TNPOBEAEHUSI TOCYJAPCTBEHHOM HWTOTOBOM aTTeCTallMd 10 OCHOBHOM
npodeccHoHabHOM  oOpa3oBarenpbHOW  Tporpamme  mo  crenuanbHOocTH  46.02.01
JlokyMeHTaIlmoHHoe obecriedeHre ynpasieHus U apxuBoBeneHue omnpenensercs OI'OC CIIO.
Yacel yueOHoOrO 1U1aHa (KajgeHaapHoro yueOHoro rpaduka), orsoaumsie Ha I'UA, onpenensitores
MPUMEHUTEIBHO K Harpy3ke ooyuatomerocs. B ctpykrype Bpemenn, orBogumoro ®@I'OC CIIO no
OCHOBHOI mpodeccroHanbHONH o0pa3oBaTenbHOM mporpamme Mo coeruanbHocTH 46.02.01
JlokymMeHTalmoHHOe OO0ECTeYeHHe YIPaBICHUS W apXMBOBEJACHHE Ha TOCYIapCTBEHHYIO
UTOTOBYIO aTTeCTallMi0, 0O0pa3oBaTelbHAsl OPraHM3AINs CaMOCTOSTENIBHO Ompenesier rpaduk
MIPOBEICHUS JICMOHCTPAIIMOHHOTO dK3aMeHa.
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2. CTPYKTYPA IIPOLUEAYP JEMOHCTPAIMOHHOI'O SK3AMEHA
N NMOPAJOK ITPOBEJIEHUA

2.1. Onucanue cTpyKTYpHI 3aganus 1is npouenypst I'HA B dpopme 19

Jns BeinmyckHukoB, ocBauBatromux [IIICC3 rocynapctBeHHass UTOroBasi aTTeCTalUsl B
coorBercTBUM ¢ ®I'OC CIIO mpoBoautcs B hopMe AEMOHCTPALIMOHHOTO PK3aMEHa M 3aIlUTHI
JTUTIJIOMHOTO MpoeKTa (paboThI).

3asaHus, BHIHOCUMBIE HA JE€MOHCTPALIMOHHBIM 3K3aMeH, pa3padaThIBarOTCSI Ha OCHOBE
TpeOOBaHUII K  pe3yibTaTaM  OCBOCHHUS  OOpa3oBATENbHBIX  MPOrPaMM  CPEAHETO
npodeccuonansHOro oOpazoBanmsi, ycraHoBieHHbIXx DPI'OC CIIO, ¢ y4eromM MOJIOKEHUN
CTaHJapTOB, a TaKXke KBaJU(PUKAUMOHHBIX TpeOOBaHUM, 3asBICHHBIX OPraHU3ALUIMU,
paboTonaTensiMu, 3aMHTEPECOBAHHBIMH B ITOJITOTOBKE KAJPOB COOTBETCTBYIONIECH KBAaTH(PHKAIINH.

Jlis  BBIMYCKHMKOB,  OCBOMBIIMX  00pa3oBaTeNbHBIE  MPOTPAMMBI  CPEIHETO
npoecCuOHANBbHOr0  00pa3oBaHUs,  IPOBOAUTCA  JEMOHCTPALIMOHHBIA  JK3aMEH ¢
UCIIOJIb30BAaHUEM OIICHOYHBIX MAaTepHalioB, BKJIIOYAIOMIMX B ce0S KOHKPETHBIE KOMILIEKTHI
OLIEHOYHOH JIOKYMEHTAIIHH, BapUAaHTHI 3aJlaHui
U KPUTEPUU OLIEHUBaHUS, pa3pabaThIBAEMBbIX OMEPATOPOM.

KoMIIeKT OLleHOUHOM TOKyMEHTAlUN BKIIFOUAET KOMILIEKC TpeOOBaHUIl 17151 IPOBEACHUS
JEMOHCTPAIIMOHHOTO YK3aMeHa, IepeueHb 000PY/I0BaHM U OCHAILIEHUS, PACXOIHBIX MaTEPHUAJIOB,
CpeAcTB 0Oy4eHUS] ¥ BOCIUTAHMSA, TUIAH 3aCTPOMKH TUIOMIAIKH JEMOHCTPAIIMOHHOTO IK3aMeHa,
TpeOOBaHUSI K COCTaBY JKCHEPTHBIX TPYMI, HHCTPYKLIUU MO TEXHHKE OE30MacHOCTH, a TaKke
00pa3Iibl 3a1aHUH.

3amaHue IEeMOHCTPAIIMOHHOTO SK3aMeHa BKIIIOUAET KOMIUIEKCHYIO MPAKTUYECKYIO 3a/1a4y,
MOJIETUPYIOUIYI0 NMPO(PECCHOHAIBHYIO IESTENbHOCTh U BBHIIOJHSAEMYIO B PEXUME pEealbHOIo
BpemeHu. OOpas3Iibl 331aHU B COCTaBE KOMIUIEKTa OLIEHOYHOM JOKYMEHTAIIMH Pa3MEeIIatoTCs Ha
caiite omeparopa 10 | OKTA0ps rojaa, NpeAlIECTBYIOMIETO0 MPOBEACHUIO JAEMOHCTPALMOHHOIO
sk3ameHa (nanee — J19). KoHkpeTHbII BapuaHT 3aJaHus TOCTYIIEH TNIABHOMY JKCIEPTY 3a ACHb J0
natel [10.

2.2. lTopsanok npoBeaenus npouexnypsl 'MA B popme /19

Onucvigaemcs pexomenoyembviti nopsaooxk opzaunuzayuu npoyedyp I'HA; nopsaook u
nocnedosamenvhocmes  nposeoenus I'MA u evinonnenuss 3a0anus OeMOHCMPAYUOHHO2O
axsamena.”

[Topsimok mpoBeneHHMsT NPOLENYypbl TOCYAAapCTBEHHOM HWTOTOBOM aTTECTalMU IO
00pa3oBaTeNbHBIM MPOTpaMMaM CpPEIHEro MPOo(pEeCCHOHATBLHOIO 00pa30BaHUs YCTaHABIMBAET
IpaBWJia OpPTaHU3alUMd U MPOBEIEHUSI OPTaHU3ALUSIMH, OCYIIECTBISIOUIMMH 00pa30BaTEIbHYIO
NeSITeIbHOCTD 110 00pa3oBaTeIbHBIM MPOrpaMMaM CpPEIHEro NpoQecCuoHaIbHOIO 00pa30BaHUS
(mamee - oOpa3oBaTeNbHBIE OPTAHHU3AINHN), 3aBEPIIAIOIICH OCBOCHHE  WMEIOIINX
rOCYJJapCTBEHHYIO aKKPEIUTAIUI0 OCHOBHBIX MPO(ECCHOHATIBHBIX 00pa30BaTEeNbHBIX MIPOrpaMM
cpenHero mpogeccruoHalbHOTO 00pa3oBaHusl (IpOrpaMM MOATOTOBKH KBaJU(UIIMPOBAHHBIX
pabouux, CiyXalMX M TMPOrpaMM IOJTOTOBKH CHELHAIMCTOB CpPEAHEro 3BeHa) (Jaiee -
00pasoBaTenbHbIE MPOTPAMMBI CPEAHETO MPOodeCcCHOHATBPHOTO 00pa3oBaHmsl), BKItOUas (GOPMBI
['NA, TpeboBaHUS K MCHOJIL30BAaHUIO CPEICTB OOyuUeHHs M BOCIUTAHUA, CPEICTB CBS3U IPH
nposenennu 'MA, TpeboBanus, mperbsABIseMble K UM, IPUBJIEKaeMbIM K npoBeaeHuio ' UA,
NOPSAJIOK NOJIaYM U paCCMOTPEHMSI alleJUISILUM, U3MEHEHNS U (WIM) aHHYJIMPOBAHUS PE3YJIbTATOB

" TTIponuchIBaeTCs B COOTBETCTBUM ¢ NpuKa3oM Munnpocsemenus Poccuu ot 08.11.2021 N 800 "OG6 yTBepskaeHUH
[Nopsinka mpoBeneHUs! TOCYIApCTBEHHOW MTOTOBOW aTTECTallMM 10 00pa30BaTelbHBIM IIPOrpaMMaM CpEIHETO
npodeccuonanbHOro odpasopanus” (B pen. [Ipukaza Munnpocsemienus Poccun ot 05.05.2022 N 311)
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I'MA, a Takxke ocobOeHHocTH TipoBeaeHHs [ WA st BBINYCKHUKOB W3 4YHCIA JIUI[ C
OTPaHUYEHHBIMU BO3MOXKHOCTSIMH 3/I0POBbSI, IETEH-UHBAIMUIOB U HHBAIUIOB.

OObpazoBatenbHas opranuzaius odecrneunBaeT He0OXOAUMbIE TEXHUUECKHUE YCIOBUS ISt
obecrieueHust 3aJIaHUsIMU BO BPEMs IEMOHCTPALIMOHHOT'O YK3aMEHa BBITYCKHUKOB, 4wieHoB ['OK,
YJIEHOB 3KCHEPTHOU rpymnsbl. JleMOHCTPAlMOHHBIN 3K3aMEH IPOBOJUTCS B LIEHTPE NPOBEACHUS
JEMOHCTpAaIMOHHOTO dK3ameHa (mamee — LIIJID), mnpencraBinsromemM coOoW IUIOMIAAKY,
000py1I0BaHHYIO U OCHaIlleHHYI0 B cooTBeTcTBUU ¢ KO/, denepanbHblii oriepaTop UMEET MPaBO
obcnenoBath L{I1/1D Ha mpeaMeT cOOTBETCTBUS YCI0BHUAM, ycTaHoBIeHHBIM KO/I, B TOM umciie B
YaCTH HAJIMYUS PACXOJIHBIX MATEPUAJIOB.

HITID moxer pacmojiaraTbCsi Ha TEPPUTOPUH OOpa30BATENIbHOW OpraHu3alud, a MpHU
ceTeBOi (Qopme peanuzaluu 00pa30BaTENbHBIX IMPOTpaMM - TaKkKe Ha TEPPUTOPHUH HHOU
opraHusaiuu, obnagaroneid HeoOX0JUMBIMU pecypcamu i opranuzanuu LITJ1D.

Breinyckauku IIPOXOJST JIEMOHCTPALIMOHHBIN JK3aMEH B aras

B COCTaBe HK3aMEHALMOHHBIX Tpymi. OOpa3zoBaTelbHas OpraHU3alUs 3HAKOMUT C IJIAHOM
MPOBEACHUS JEMOHCTPALIMOHHOIO S5K3aMEHA BBIIYCKHUKOB, CHAIOIIUX JE€MOHCTPALIMOHHBIN
9K3aMEH,
U J1ll, 00ecreynBaroIUX MPOBEACHHE TEMOHCTPAIIMOHHOTO 9K3aMeHa, B CPOK HE MO3JHEE YeM
3a 5 pabouux AHEW 10 AaThl poBeaeHus dk3ameHa. KonnuecTBo, 001mas miomajs U COCTOSHUE
MOMEIICHUH, MPEAOCTaBIAEMBbIX ISl TMPOBEJACHUS JEMOHCTPAIIMOHHOTO SK3aMEHa, JOJDKHBI
oOecrneunBaTh MPOBEICHUE IEMOHCTPALIMOHHOTO 3K3aMeHa B cooTBeTcTBUH ¢ KO/I.

He mo3nnee uem 3a oguH pabouwii JeHb MO AaThl MPOBEACHHUS JEMOHCTPALMOHHOTO
HK3aMeHa TJIaBHBIM 3KCIIEPTOM ITPOBOUTCS TTpoBepka roroBHOCTH LI1/1D B mpucyTcTBUM YWiieHOB
HKCIIEPTHOM TPYIIbI, BBITYCKHUKOB, a TaKXe TEXHUYECKOrO HKCIEepTa, HA3HAYaeMOIo
opraHu3zaiyei, Ha TeppuTopuH Kotopoi pacnonoxen L{IT[D, oTBeTcTBEHHOrO 3a coO0/IeHHE
YCTaHOBJICHHBIX HOPM U TIPaBUJI OXPaHbl TPY/la U TEXHUKH O€30MaCHOCTH.

I'maBHBIM sKcmepToM ocymectBisieTcss ocmotp LII/ID, pacnpenenenue oOs3aHHOCTEMH
MEXIY 4YJI€HAaMHU SKCIEPTHOM TPYIIIbI MO OLIEHKE BBINOJHEHUS 3aJaHUN JEMOHCTPALIMOHHOTO
9K3aMEHa, a TaKXe pacIpeeieHne padounx MECT MEXAY BBITYCKHHMKAMHU C UCIOJIb30BAHUEM
crocoba ciydaiiHOi BbIOOpKH. Pesynbrarhl pacnpeneneHus 00si3aHHOCTEH Mexay YJIeHaMU
OKCMIEPTHON TPYNIBI U pachlpeeNieHuss padouyux MECT MEXAY BBIMTYCKHUKaMU (UKCHUPYIOTCS
TJIAaBHBIM 9KCIIEPTOM B COOTBETCTBYIOIIUX MPOTOKOJIAX.

Jonyck BbimyckHUkKoOB B LIIIJ[D ocyuiecTBisercss TfaBHBIM 3KCHEPTOM HAa OCHOBAHUH
JIOKYMEHTOB, YJIOCTOBEPSIIOIIUX JTUYHOCTbD.

OObpazoBatenbHasi OpraHu3alys 00s13aHa He MO3HEe YeM 3a OJIMH pabouyuil JeHb 10 JAHA
MPOBECHUS JEMOHCTPAIIMOHHOTO JK3aMeHa YBEJIOMHTH TJABHOTO JKCIEepTa 00 Y4YacTHU B
MPOBEJICHUH JIEMOHCTPAI[MOHHOTO 3K3aMeHa ThIOTOpa (aCCUCTECHTA).

TpebGoBaHMe K MPOIOJKUTENILHOCTH JEMOHCTPAIIMOHHOTO dK3aMeHa:

[IponOmKUTENBHOCTE  JEMOHCTPALIMOHHOTO 4:00:00
sK3aMeHa (He OoJee)
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3. HOPSINOK OPTAHU3ALIMU U ITPOBEJEHUS 3AIUTHI JUMJIOMHOIO
MMPOEKTA (PABOTEI)

IIporpamma opranu3alny NpoBEICHHS 3alUThI AUIUIOMHOIO ITpoeKTa (paboThl) KaK 4acTh
nporpammel ['MA nomkHa BKITIOYaTh:

3.1 OOuue M0JI0XKEHNSA

JIMIIoMHBIA TPOEKT (paboTa) HampaBlIeH HAa CUCTEMATH3AIMIO W 3aKPEIUICHHWE 3HAHUN
BBIIYCKHUKA IO CIELUAJIBHOCTH, a TAKXe ONpEIESICHHE YpPOBHS TOTOBHOCTH BBIIYCKHUKA
K CaMOCTOSITENIbHON Mpo(decCHOHAILHON JesATeNbHOCTH. JIMIIIOMHBIH MpoekT (pabdota)
IpEeronaraeT caMOCTOSATENbHYIO MOATOTOBKY (HAIMCAaHUE) BBITYCKHUKOM IpoeKTa (paboThl),
JEMOHCTPUPYIOLIETO YPOBEHb 3HAHWN BBINIYCKHMKAa B paMKax BBIOpaHHOW TEMbI, a TaKKe
c(OPMHPOBAHHOCTB €r0 NPO(HECCHOHAIBHBIX YMEHHUH U HABBIKOB.

Temaruka AUIIIOMHBIX IPOEKTOB (paboT) ornpenenseTcs: 00pa3oBaTeIbHON OpraHu3auei.
BeinmyckHuKyY npenocTaBisieTcs paBo BbIOOpa TEMbI AUIIIIOMHOIO ITpoeKTa (paboThl), B TOM YUCIIe
IPEJJIOKEHUS] CBOEM TeMbl ¢ HEOOXOIUMBIM OOOCHOBAaHUEM 1€J1€CO00pa3HOCTU €€ pa3paboTKu
JUIs  NPAaKTHUYECKOro MNpUMEHEeHMs. Tema JOUIUIOMHOTO HpoekTa (paboTel) AOJKHA
COOTBETCTBOBAaTh COJAEPKAHMIO OJHOTO WJIM HECKOJBKUX MNPOPECCHOHAIBHBIX MOAYJIEH,
BXOZSIIUX B 00pa30BaTeNbHYIO IPOrpaMMy CpeIHero npodeccuoHanbHOro 00pa3oBaHusl.

JUisi  TOATOTOBKM  JMIUIOMHOTO TpoeKTa (paboThl) BBIMYCKHUKY Ha3HA4YaeTCs
PYKOBOJIUTENb W IpU  HEOOXOAMMOCTHM KOHCYJIbTAHTBI, OKAa3bIBAIOIIUE  BBITYCKHUKY
METOJUYECKYIO MOJIEPKKY.

3akperieHle 3a BBIIYCKHUKAMU TEeM JUIUIOMHBIX HPOEKTOB (paboT), Ha3HauyeHue
PYKOBOJUTENEN 1 KOHCYJIbTAHTOB OCYIIECTBIISETCS PaclopsIAUTEIbHBIM aKTOM 00pa30BaTeIbHOM
OpraHH3aI|Hy.

3.2 IlpumepHasi TeMaTUKa AUTLIOMHBIX MPOEKTOB (PadOThI) MO CIEMATBFHOCTH;

3.3 CtpykTypa u cofiep>kaHue TUTIIIOMHOTO MpoeKTa (padoThl);

3.4. ITops10K OLIEHKHU pe3yJIbTaTOB AUIIIOMHOIO MPOEKTa (paboThl).

3.5 Tlopsiiok OIEeHKH 3alIUThl JUTIJIOMHOTO MPOEKTa (padoThI).
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