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Pa3zgen 1. O0mue moJioKeHus

1.1. Hacrosmas OIl mo cneumnambHoctd 46.02.01 JlokymeHTanmoHHOE OOecIeueHue
yIpaBJIeHUS W apXUBOBEJCHHE pazpaboTaHa Ha OCHOBE (heAepallbHOTO TOCYAAPCTBEHHOTO
00pa30BaTeNbHOTO CTaHAApTa CPEeIHEro NpoQecCHOHANIbHOIO 00pa30BaHUA MO CHELHATbHOCTU
46.02.01 [JoxyMmeHTallMOHHOE OOECIIEYEeHHE YIPABJICHUS WU apXUBOBEIEHUE, YTBEPKIAECHHOIO
npukazoM MunuctepcTBa npocpenieHus Poccuiickoit @enepaunn ot 26 aBrycra 2022 roma Ne
778 (nanee — ®I'OC CIIO).

OIl onpenenser 06beM U COJAEpKAHUE CPEIHEro MPOoPecCUOHANIBHOIO 00pa3oBaHuUs 110
crenpanbHocTH 46.02.01 JlokyMeHTanmMOHHOE OOecredeHue YIpaBiIeHUsS W apXHUBOBEJICHHE,
IUTAHUPYEMbIE pe3yJIbTaThl OCBOCHHS 00pa30BaTeIbHON MPOTrPaMMBI, YCIOBHS 00pa3oBaTeIbHOM
JESITEIbHOCTH.

OIl paspaboTana [uis peanu3anudyd 0Opa30BATENbHON MPOrpaMMbl Ha 0a3e OCHOBHOTO
obOmero  oOpa3oBaHusi Ha OCHOBe TpeOoBaHMil  (enepaabHOr0  TOCYJapCTBEHHOTO
oOpasoBarenbHOro craHjgapra cpeaHero ooOmiero obpazoanuss u GI'OC CIIO ¢ yderom
nosxyyaemoit cnenuansioctu u [1OIT CIIO.

1.2. HopmatuBHbie ocHOBaHuUs J1s pazpadotku OI1:

— GOepnepanbhblii 3aK0H 0T 29 nexadps 2012 r. Ne 273-D3 «O6 o6pazoanuu B Poccuiickoii
denepanuny;

— IIpuka3z MunucrepcrBa npocseiienus Poccuiickoit @enepanuu ot 26 aBrycra 2022 rona
Ne 778 «O0 ytBepxkaeHuu (enepaabHOr0 TOCYIapCTBEHHOIO 00pa30BaTEIBHOTO CTaHIAPTa
cpenHero npodeccHoOHAIBHOTO 00pa3oBaHus 1o crenuaibHocTu 46.02.01 JJokyMeHTallMOHHOE
oOecrieueHre yrpaBJIeHHs U apXUBOBEJCHUEY;

— IIpuka3z MunuctepcTBa npocsenienus Poccuiickoit @enepannu ot 24 aprycra 2022 rona
No 762 «O06 yrBepxknenun Ilopsiika opraHu3anMd M OCYIIECTBIEHUS 00pa3oBaTEeIbHON
JeSITeIbHOCTH 10 00pa30BaTeIbHBIM IPOrpaMMaM CpeJHEro NpodeccuoHaIbHOro 00pa3oBaHusm»;

— IIpuka3 MunucrepcrBa npocsemenus Poccuiickoit deneparmm ot 8 HostOpst 2021 rona
Ne 800 «O6 yrBepxknenun Ilopsiaka TmpoBeACHHS TOCYAapCTBEHHOW WUTOTOBOW aTTECTAIlUU TIO
00pa3oBaTeNbHBIM MPOrpaMMaM CpeIHero npodeccuoHanbHOro 00pa3oBaHUm»;

— IIpuka3 Muno6pnayku Poccun Ne 885, Munmnpocsemenus Poccuu Ne 390 ot 5 aBrycra
2020 roma «O mpaKTHUYECKOH MOATOTOBKEe oOydarommuxcs» (BMecte ¢ «llomoxkeHneM o
NPAaKTUYECKOH MOATOTOBKE 00YJaIOLIUXC»;

— [Ipuxa3 MunucrtepcTBa Tpyaa U conranbHOM 3amuThl Poccuiickon @enepanuu ot 15
utons 2020 r. Ne 3331 (3apeructpupoBan MunmncrepctBoMm roctuninu Poccuiickoit denepanuu 15
uronst 2020 r., peructpaironHsiii Ne 58957) «O06 yTBepxIeHUU MPOPECCHOHATBHOTO CTaHIapTa
«Crenuanuct MO OpPraHU3allMOHHOMY U JIOKYMEHTAllMOHHOMY OOECHEYEHHUIO YIIPaBJICHUS
OpraHu3zaruei»,

— IIpuka3z MuHUCTEpPCTBA Tpy/Aa U COIUATBLHON 3ammThl Poccuiickoit denepanmm ot 18
mapta 2022 r. Ne 1401 (3apeructpupoBan MunuCTepcTBOM IocTUIMHU Poccuiickoit @eneparym 2 1
anpens 2022 r., peructpaunoHHbIii Ne 63193) «O06 yTBepkaeHnU MPohecCHOHATBHOTO CTaHAapTa
«CrenuanucT apxuBay.

1.3. [lepeuens cokpanieHuid, NCOIL3yeMbIX B TekcTe OI1:

@I'OC CIIO — dexnepanbHblii TOCYIAPCTBEHHBINM 00pa30BaTeIbHbBII CTaHAAPT CPEIHEro
poQeCCHOHAIBHOTO 00pa30BaHU;

[TOI1 — npumepHast ocHOBHasi 00pa3oBaTeIbHas IPOrpaMMma,;

OII — ocHoBHas 0Opa3oBaTesibHas IPOrpaMMa;

OK — o0111e KOMIETEeHIINY;



[TK — npodeccroHanbHbIe KOMIETCHIINN;

JIP — ATMYHOCTHBIE pEe3yIbTaThI

CT" — counanbHO-TYMaHUTAPHBINA LIUKIT;

OII — o6menpodeccnoHanbHBIN ITUKIT;

I1 — npodeccnonanbHbII UK,

MK — MexaAuCUUIIMHAPHBIA KYpC;

IIM — npodeccroHanbHbIA MOTYIIb;

OII — oOmenpodeccronaabHas AUCHUIUINHA;
I'MA — rocynapcTBeHHasi MTOTOBasi ATTECTALIMS.

Paszpes 2. O01mas xapakTepucTHKA 00pa3oBaTe/IbHOM POrpaMMbl

KBaimdukarmsi, mnpucBanBaeMas BBITYCKHUKaM  00pa30BaTeIbHOW  MPOTPAMMBI:
CIEIHATHCT 110 JIOKYMEHTAIIMOHHOMY O0CECIICYCHUIO YIIPABIICHUS U aDXUBHOMY JIEITY.

[Tosrydaenne 0O6pazoBaHus MO CIEUATBHOCTH JOITYCKAETCS TOJIBKO B IPO(ECCUOHATBLHOM
00pa3oBaTeIbHON OpraHu3alyy WK 00pa30BaTeIbHON OpraHUu3aliy BBICIIEro 00pa3oBaHMs.

®opmbl 00yUeHUS: OYHAS, OYHO-3209YHAS, 320UHAS.

Ob6beM 00pa3oBaTeIbHONW MPOTPaMMbl, pealn3yeMoil Ha ©0a3e OCHOBHOTO OOILEro
oOpa3oBaHUs 1O KBAMM(PHUKAIUKM. CHCIHAIUCT IO JOKYMEHTAI[HOHHOMY OOECIICUCHHIO
yIIPaBJICHUS] K aPXUBHOMY JIEJTy C OJTHOBPEMECHHBIM MOJYYCHUEM CPEIHEr0 00IIero 00pa3oBaHus
— 4428 axageMAYECKHAX YaCcOB.

Cpoxk nonmydenust 00pa3oBaHus M0 00pa30BaTEILHON NPOTrpaMMe, pealiu3yeMoil Ha 0ase
OCHOBHOTO 00IIero o0pa3oBaHWs TO KBATU(PUKAIMU: CICIHATUCT 1O JOKYMEHTAIIHOHHOMY
00ECIICYCHHIO YIIPABJICHUS M apXUBHOMY Jeny — 2 roja 10 mecsiies.

Paznen 3. Xapakrepucruka npogeccHoOHAIbHON AeITeJIbHOCTH
BbIIYCKHUKA

3.1. O6sacTh npohecCHOHANBHOMN AeATeNbHOCTH BBITYCKHHKOBY: 07 AJIMUHMCTPaTHBHO-
ynpaBieHYecKast U OpUCHAas 1€ATEIbHOCTb.
3.2. CooTBeTCTBHE BUI0OB JIEATEIILHOCTH MPO(PECCHOHATBHBIM MOYJISIM:

HanmeHoBaHne BUIOB ASSITESIHBHOCTH HanmeHnoBanne
npodeccnoHaNbHBIX MOy e
1 2

Bunpl gesrensHOCTH

OcyniecTBII€HUE OPraHU3aALMOHHOTO U I[IM.01 OcymectBienue

JOKYMEHTAI[MOHHOTO O0eCTIeUeHUs! eI TeTbHOCTH OpraHU3alIOHHOTO

OpraHu3aIu Y TOKYMEHTAIMOHHOTO
obecrneueHusl NeITCILHOCTH
OpraHu3aIu

! Npukas MunncrepcTBa Tpyaa U coluanbHOM 3amuthl Poceuiickoit ®enepamun ot 29 centsiops 2014 r. Ne 667w
«O peectpe poheCCHOHATBHBIX CTAaHAAPTOB (TIEpEeYHE BUIOB JACSITEILHOCTH)» (3apETUCTPUPOBAH MUHHCTEPCTBOM
roctuin Poccuiickoii @eneparyn 19 Hos6ps 2014 1., peructpannonubii Ne 34779).



Opranu3anys apXxuBHON pabOTHI 1O TOKYMEHTaM [IM.02 Opranuzanusi apXuBHOH
OpraHM3aIyi pa3INIHbIX (POPM COOCTBEHHOCTH paboTHI IO TOKYMEHTaM

OpraHu3aliii pa3InIHbIX HOopM
COOCTBEHHOCTH

JIoKkyMEeHTUPOBaHUE XO35IMCTBEHHBIX onepanuii u Benenne | [IM.03 JlokymeHTHupoBaHue
OyXrajnTepcKoro yuera

XO3SIMCTBEHHBIX OIEpaLvil U
BEJICHHUE OYXTaJITEPCKOro ydeTa

Paznea 4. [lnanupyembie pe3yJibTaThl 0CBOCHUSA 00pa30BaTeJIbHOM
NMPOrpamMmabl

4.1. O0me KOMIIETEHIIUA

Kox
KOMIIETeHIIMH

DopMyIHPOBKA
KOMIIETEeHIIU U

3HaHus, yMeHus

OK 01

Bribupats ciocoOst
pelIeHHs 3a1a4
npodeCcCHOHAILHON
JeSITeIIbHOCTH
MMPUMCHHUTCIILHO K
pa3JInYHBIM
KOHTCKCTaM

YMeHus: pacrio3HaBaTh 3aaqy W/Wim Ipoodiaemy
B Ipo(hecCHOoHaATbLHOM U/UITU COLUATbHOM
KOHTEKCTE; aHAJIM3UPOBATh 33auy W/UIH
Mpo0JIeMy U BBIACIATH €€ COCTaBHBIC YaCTH;
OTIPEJIENIATH ATAIBI PEUICHHUS 33a9H; BBISBISTH U
3¢ peKTUBHO HCKaTh HH(GOPMAIIHIO,
HEOOXOAMMYIO JUISl PELICHUS 33a]a9 1/ UITH
MPOOJIEMBI; COCTABIISITh IJIaH IEHCTBUS;
OTIpeNIeNIATh HEOOXOIUMBIE PECYPCHI; BIIAJIECTh
aKTyaJlbHBIMH METOJIaMU PabOTHI B
npodeccnoHalIbHOM U CMEXHBIX chepax;
pealn30BBIBATh COCTABICHHBIN TUIaH; OLICHUBATD
pe3yJIbTaT ¥ MOCJIEACTBUSI CBOUX JAEHCTBUI
(caMOCTOATENHHO U C TTIOMOIIHI0 HACTABHUKA)

3HaHMsA: aKTyalbHbIN NPOPECCHOHATBHBIN U
COIMAIbHBIA KOHTEKCT, B KOTOPOM MPHUXOAUTCS
paboTaTh U KUTh; OCHOBHBIE HCTOYHUKHU
WH(pOpPMAILIUU U PECYPCHI IJIs1 PEIICHUS 33724 U
mpo06sieM B podeccnoHaIbHOM H/HIN
COIIMAIBHOM KOHTEKCTE; aTOPUTMBI
BBITIOTHEHUS paboT B TPO(HECCUOHATTLHOM U
CMEXHBIX 00JIaCTSX; METOABI PaOOTHI B
npodeccnoHanbHOM U CMEXHBIX chepax;
CTPYKTYPY IUIaHa Il pEIISHUs 3a/1a4; TTOPSIIOK
OLICHKU PE3YJIbTATOB PELICHUS 33]1a4
npo¢eCCHOHATBHON IEATETLHOCTH

OK 02

Hcnonb3oBath
COBpPEMEHHBIE CpeJICTBA
MIOUCKa, aHaJIN3a U
UHTEPIIpETALUU
UHpOpMaLIUU U
MH(pOpMallMOHHbIE
TEXHOJIOTUH JUISI

YMeHus1: OnpeaeaTh 3a1a4M JUIsl TIOMCKa
nH(pOpMaLIUY; OTIPEAEATh HE00XOUMbIe
WCTOYHUKH MH(POPMAIINY; TNIAHUPOBATh MPOLIECC
MOKMCKA; CTPYKTYPUPOBAThH MOTYyYAEMYIO
nH(OpMaIINIO; BBIIENATh HanboJee 3HaYMMOe B
nepeyHe HHPopMaIuu; OLEeHUBATh
IIPAKTUYECKYIO 3HAYUMOCTb PE3YJIbTAaTOB




BBITTOJTHEHUS 33124
npohecCHOHATBLHOM
JeSATEIbHOCTH

MoKcKa; opopMIIATh pe3yabTaThl IOUCKA,
MPUMEHSTH CPeICTBA HH(OPMAITHOHHBIX
TEXHOJIOTHH JUIs perieHus npodeccrnoHalbHbIX
3a/1a4; UCII0JIb30BAaTh COBPEMEHHOE
MIporpaMMHOE oOecrieueHune; UCIO0Ib30BaTh
paznuyHble nU(POBBIE CPEACTBA IS PELICHUS
npodeccnoHaNbHBIX 3a1ad.

3HaHMA: HOMEHKJIATypa HHPOPMAIIHOHHBIX
HCTOYHHUKOB, IPUMEHSIEMBIX B
podecCHOHATBHON AEATEILHOCTH; TIPHEMBI
CTpyKTypupoBaHus uHpopmaimm; Gpopmat
ohopmIIeHHS Pe3yIbTaTOB MOMCKA HHPOPMAIIHH,
COBpPEMEHHBIE CPEACTBA U YCTPOMCTBA
MHPOPMATH3ALUH; TOPSIIOK X TPUMEHEHHS U
MporpaMMHOe 00€eCIieueHUE B
npodecCHOHAIBHOM AEATETLHOCTH B TOM YHCIIE
C MCIIOJIb30BaHUEM U (PPOBBIX CPEICTB.

OK 03 [InanupoBaTh u YMeHusi: onpenensaTh aKTyalbHOCTh
peaan30BbIBATH HOPMAaTHBHO-TIPABOBOM JOKYMEHTAIUH B
cOoOCTBEHHOE npoeCCHOHATTLHON IEATENIbHOCTH; TIPUMEHSITH
npodeccuoHaIbHOE U COBPEMEHHYIO HayYHYIO IPO(ECCHOHATIBHYIO
JMYHOCTHOE Pa3BUTHE, | TEPMUHOJIOTHIO; ONPEICISATh U BEICTPAUBATH
HOPEANPUHUMATENBCKYIO | TPAEKTOPUH MTPO(HECCHOHATLHOTO PA3BUTUS U
JESITENIbHOCTD B caMo00pa3oBaHMUsI; BBISIBIISIT JOCTOMHCTBA U
npodeccuoHaIbHON HE/I0CTaTKU KOMMEPUYECKOM njien; Mpe3eHTOBATh
cdepe, UCIOIB30BATh WU OTKPBITUSI COOCTBEHHOTO Jieja B
3HaHUS MO0 (GUHAHCOBOM | MpO(eCCHOHATBLHOMN eATeNbHOCTH; 0(hOPMIIAThH
IpaMOTHOCTH B OM3HEeC-TUIaH; PaCCUYUTHIBATH pa3Mephl BBITIAT
Pa3INYHBIX )KU3HEHHBIX | MO MPOLEHTHBIM CTaBKaM KpeAUTOBaHMUS;
CUTYaIHsX. OTIPENIeNIATh MHBECTUITHOHHYIO

MPUBJIEKATEILHOCTH KOMMEPUYECKHX HJIEH B
pamKax npogeccUoHaNbHON AESITEIbHOCTH;
MIPE3EHTOBATh OM3HEC-UJIEI0; ONIPENIENSTh
WCTOYHHUKH (PUHAHCUPOBAHUS
3HaHus: colep)KaHNe aKTyaJIbHONH HOPMAaTHUBHO-
MIPaBOBOW JOKYMEHTAIIMH; COBPEMEHHAs
Hay4Has U npodeccuoHanbHas TEPMUHOIOTHUS;
BO3MOJKHBIE TPACKTOPHH IPOPECCHOHATHHOTO
pa3BUTHS U CaMOOOPa30BaHMsI; OCHOBBI
MPEIIPUHIMATETBCKON IS TEIbHOCTH; OCHOBEI
(uHAHCOBOW TPAaMOTHOCTH; ITPaBUIIa pa3padOTKU
OM3HEC-TUIAaHOB; MOPSIOK BBICTPanBaHUS
MPE3eHTAIH; KpEIUTHbIE OAHKOBCKHUE
MPOAYKTHI

OK 04 A dexTuBHO YMeHusi: OpraHu30BbIBATh PA0OTY KOJIJIEKTHBA

B3aMMOJICIICTBOBATH U
paboTaTh B KOJIJIEKTUBE
U KOMaHJie

Y KOMaH/Ibl; B3aMMOJIEUCTBOBATH C KOJIJIETAMH,
PYKOBOJCTBOM, KIIHEHTaMH B X0JI€
npodeccrnoHaBbHOMN eI TENbHOCTH




3HAHHA: TICHXOJOTTYCCKHE OCHOBEI
JACATCIIBHOCTH KOJIJICKTHBA, IICUXOJIOTHYCCKHEC
0COOEHHOCTH JIMYHOCTH, OCHOBBI HpOCKTHOﬁ
JACATCIIBHOCTH

OK 05 OcCylecTBIISITh YCTHYIO | YMEHHUsI: TPaMOTHO M3JIaraTb CBOM MBICIIU U
Y TUCbMEHHYIO 0(opMIIATH TOKYMEHTHI 110 MPO(HEeCCHOHATEHON
KOMMYHHUKAIIUIO Ha TEeMaTHKE Ha FTOCYAapCTBEHHOM S3bIKE,
roCyJapCTBEHHOM MIPOSIBIISATH TOJIEPAHTHOCTH B pabodem
a3bpike Poccuiickoit KOJUIEKTHBE
denepaunu C y4eToM
0COOCHHOCTEH 3HaHuUsA: 0OCOOCHHOCTHU COIUAIEHOTO U
COLHAIBHOTO 1 KYJIBTYpHOT'O KOHTEKCTA; MpaBuiia 0hopMIeHUs
KYJbTYPHOT'O JIOKYMEHTOB U IOCTPOCHHSI YCTHBIX COOOIICHHIA
KOHTEKCTa

OK 06 [IposiBisTH YMeHusi: OUChIBaTh 3HAUUMOCTH CBOCH
rpa)KIaHCKO- CHEIHATbHOCTH; IPUMEHSTh CTaHIAPTHI
NaTPUOTUYECKYIO AHTUKOPPYIIIUOHHOTO TTOBEACHUS
TIO3HLMIO, 3HaHMSA: CYIIHOCTh IPAKIAHCKO-
ACMOHCTPUPOBATD HaTPUOTHYECKON MO3UIMH, OOIEUYEI0BEYECKUX
OCOSHAHHOC HOBCACHUC | jeppocTeif; 3HAUMMOCTD MPO(ECCHOHANBHON
Ha OCHOBC JESATEILHOCTH I10 MPoQeccH (CIeIHaTLHOCTH);
TpaUIHOHHBIX CTaH/IapPThl aHTUKOPPYIIIUOHHOTO TIOBEJICHUS U
06mequOVBequKHX MOCJIC/ICTBHS €T0 HAPYIICHUS
[IEHHOCTEH, B TOM
YHCJIE C YUYETOM
rapMOHM3alUU
MEXHAITMOHATHHBIX U
MEXPEJIUTUO3HBIX
OTHOIIICHUH,
MPUMEHATH CTaHIaPThI
AHTUKOPPYIMIIMOHHOTO
MOBEJCHUS

OK 07 CopeiicTBOBaThH YMmeHusi: coOaroaaTh HOPMbI SKOJIOTUYECKON
COXPaHEHHUIO 0€30MMacCHOCTH; ONPEIENSITh HAllPaBJICHUS
OKpY’KaroIlen cpeJibl, pecypcocOepekeHHs B paMKax
pecypcocOepekeHuIo, npo¢eCCUuOHANBHON EATETLHOCTH 110

IPUMEHSTH 3HaHUS 00
M3MEHEHUH KJIMMara,
MPUHIUITBI
OEpEKITUBOTO
IIPOU3BO/JICTBA,

3¢ dexTruBHO
JIECTBOBAThH B
Ype3BbIYATHBIX
CUTYaIUAX

CHEIHATbHOCTH OCYIIECTBIIATH PaboTYy C
cOOJTI0ICHUEM TIPUHIIATIOB OEPEKITUBOTO
MIPOU3BOJICTBA; OPTaHU30BbIBATH

PO ECCUOHATBHYIO JIEATEITLHOCTD C yYETOM
3HaHUN 00 U3MEHEHUU KIMMATHUYECKUX YCIOBUI
peruoHa.

3HaHuUA: TpaBUJIa SKOJIOTHYECKOI 0€301MacHOCTH
MIpH BeJleHUU NpodecCHoHaTbHON
NesITeIbHOCTH; OCHOBHBIE PECYPCHI,
3aJIeiCTBOBaHHbIE B PO EeCCHOHATbHON
NesITeIbHOCTH; TyTH 00ecTIeYeHus
pecypcocOepeKeHHsI; TPUHITUITBI OEPEKITUBOTO




IIPOU3BOJACTBA, OCHOBHBIC HAITPABJICHUA
N3MCHCHU S KIIMMAaTUYCCKUX yCJIOBI/Iﬁ peruoHa.

OK 08 Hcnonp3oBark YMeHus: uCHoIb30BaTh PU3KYIBTYPHO-
cpeacTBa GU3NYECKON | 03JJOPOBUTENBHYIO JIEATEIbHOCTD AJIs
KYJbTYpHBI JIs1 YKPEIUICHUS 3/I0POBbs, TOCTUKEHUS KUZHEHHBIX
COXpaHEeHHUs U 1 Ipo(heCCUOHATIBHBIX 1IeJIei; TIPUMEHSATh
YKpEIJICHUS 3/I0POBbS B | pallUOHATIbHBIC PUEMBI JIBUTATEIIbHBIX
nporecce ¢GbyHKIMH B IpodecCHOHANbHON AESITETbHOCTH;
npohecCHOHATBLHOM MOJIB30BAThCS CPEIICTBAMU TTPODUITAKTUKA
JESITEIIbHOCTH U MIepEeHATPSKECHUS, XapaKTePHBIMU U1 JaHHOU
NoJJIepKaHUs CHEeIUATBEHOCTH
HeO6XOHHMUOFO YPOBHA | 3yapus: ponb Gpusnueckoii KyabTypsl B
(usnaeckoii 00IIeKyIbTYPHOM, IPOBeCCHOHATEHOM H
TOATOTOBICHHOCTH COLIMAJIbHOM Pa3BUTHUU YEJIOBEKA; OCHOBBI
3I0pOBOTO 00pa3a KU3HU; YCIOBHS
npodeccroHaNbHOM IeATEIBHOCTH U 30HBI pUCKa
(hU3HYECKOTO 37I0POBBS JIJIS CIICIIHATILHOCTH,
cpencTBa MPOPUIAKTHKY MepeHANPSKEHUS
OK 09 [Tonb3oBaThcs YMeHus: TOHUMATH OOILIUI CMBICIT YETKO
npodeCcCHOHAILHON MIPOU3HECEHHBIX BHICKA3bIBAHUM HA U3BECTHHIE

JIOKyMEHTaluen Ha
roCyJapCTBEHHOM H
WHOCTPAHHOM SI3bIKaX

TeMBbI (MpodecCHOHANTBHBIE U OBITOBBIC),
IIOHUMATh TEKCThI HA 0a30BEIC
npodeccuoHanbHbIe TEMBI; Y1aCTBOBAThH B
Jajiorax Ha 3HaKOMEBIE OOIIHe 1
npodeccroHanbHbIe TEMbI; CTPOUTH TPOCTHIC
BBICKA3bIBaHHS O ce0e B O CBOCH
npodeccnoHaNbHOM eATENbHOCTH; KPaTKO
00O0CHOBBIBATH M OOBICHATH CBOM JIEHCTBHS
(Texyuue u MIaHupyembie); MUCATh IPOCThIE
CBSI3HBIE COOOIIEHUS Ha 3HAKOMEBIE UJIU
WHTEpEeCYyIoIIre MpodeccruoHalbHbIE TEMBI

3HaHMsA: NIpaBUIIa MOCTPOCHHUS MTPOCTHIX U
CJIOKHBIX NPEAJIOKEHUHN Ha MpodeccroHaIbHbBIE
TEMBbI; OCHOBHBIE 00IIEYOTPEOUTETbHBIE
riarojsl (ObITOBast U podeccuoHanbHas
JIEKCHKA); JTeKCUYECKUIl MUHUMYM,
OTHOCSIIIMICS K OTUCAHUIO MPEMETOB, CPEICTB
U TIPOLIECCOB MPO(ECCUOHATBHOMN 1EATEIbHOCTH;
0COOEHHOCTH MPOU3HOILLIEHUS; IPaBUIIa YTEHUS
TEKCTOB MPO(EeCCHOHATBHON HAIIPAaBICHHOCTH

4.2. IIpodeccronanbHbIE KOMITETEHIIUH

Kon n
Buanbl
HAaNMEHOBaHHe Iloka3aTeu 0CBOEHUS] KOMIIETEHIINU
AeATeTbHOCTH
KOMIIeTeHIIUH
OcyiecTBiieHne K 1.1. Hasbiku
OpraHu3auoHHOro | OCynIecTBIATH MOJTy4YeHUs He00X0AMMO HHPOPMALIUU U
u npuéM-Tepenady nepeaayy CaHKIMOHUPOBAaHHON MH(OpMaIum ¢




JTOKYMEHTAI[HOHHO
ro odecreyeHust
NEeATENLHOCTH
OpraHu3aIiH

YIPaBJICHYECKOM
uHpOpMaINU C
IIOMOILBIO CPEZCTB
MH(POPMALIMOHHBIX U
KOMMYHHUKAI[HOHHBIX
TEXHOJIOTHI1

HCIOJIb30BaHUEM CPEJCTB MH(POPMAIIMOHHBIX U
KOMMYHHKAIIUOHHBIX TEXHOJIOT U

Ymenus:

WCIIOJIh30BATh CPEACTBA HHPOPMAIIMOHHBIX
KOMMYHHUKAITHOHHBIX TEXHOJOTHH JIsI
MOJTyYeHHUS U Tepeiaun HHPOpPMaLnK;

BECTH U HCIIOJIb30BaTh B paboTe 6a3y KOHTAKTOB
OpraHu3aINH;

BECTH YUETHBIC PETUCTPAIMOHHBIC (OPMBI,
WCIIOJIB30BATh UX JIIsl HH)OPMAITMOHHON
paboThI U PabOTHI 1O KOHTPOJIO UCTIOTHEHUS
MIOPYYECHUH;

yCTaHABJIMBATh U MOJICP)KUBATH
KOMMYHHKAITUH B IPOIIECCEe ACITIOBOTO OOIICHUS
C TMIOMOIIIBIO CPENICTB MHOOPMAITMOHHBIX U
KOMMYHHUKAITHOHHBIX TEXHOJIOTHIA;

CTJI&KUBATh KOH(JIMKTHBIC U CIIOXKHBIC
CUTYaIlMU MEXIMYHOCTHOTO B3aUMO/JICHCTBUS;
COOIOAATh CITY)KEOHBIN 3THUKET;

obecrnieunBaTh HH(HOPMALIMOHHYIO
0€301aCHOCTb JICSITEJIbHOCTH OPTaHU3aIUH.

3Hanus:

HOPMaTHBHBIC MPAaBOBBIC aKThl Poccuiickoii
Oenepannn B chepe MHPOPMAITMOHHBIX U
KOMMYHHKAITUOHHBIX TEXHOJIOTHIA;,
CTPYKTypa OpraHu3aIin, e€ 3a1a4u U (PyHKIINH;
TpaBUjia IPOBEICHUSI IETTOBBIX MTEPETOBOPOB;
JTHKA JIEJIOBOTO OOIIEHHUS;

MpaBUJIa PEUYEBOTO ITUKETA;

MIpaBUJIa MOIEPKAHUS U PA3BUTHUS
MEXKJIMYHOCTHBIX OTHOIIICHUIA

TpeOOBaHUS OXPAHBI TPY/IA.

IK 1.2.
Koopaunuposats
paboTy mpueMHOM
PYKOBOIUTENS, 30H
npueMa pa3InyHbIX
KaTeropuit
[IOCETUTENEH
OpraHu3aIu

HaBbiku

KOOpIUHAIMH PaOOThI MPUEMHON PYKOBOIUTEINS
Y 30H MpuéMa pa3INvHbIX KaTeropui
MOCETUTENICN OpraHu3aluu

Ymenusn:

BCTpEYaTh IOCETUTEIIEHN, IOJIYy4aTh [IEPBUYHYIO
MH(OPMAIIHIO O TIOCETUTENSAX, YCTAaHABIUBATh
MOPSIAOK MpHUEMA JUIS PA3IMYHBIX KaTEroOpui
MOCETUTEIIEH;

BECTH YUYETHBIE PETUCTPALIMOHHBIE (POPMBI IO
npuémMy mocetTutesield 1 opopMIIATh MPOMYCKa;
BECTU MPUEM, TIEpeauy U OTIIPABKY
JIOKYMEHTOB;

OpPTraHHU30BBIBATH U OPOHUPOBATH MTEPETOBOPHBIC
KOMHATBhI;




CEepBUPOBATH YaliHbIE (KO(DEHHBIE) CTOJIBI B
oduce;

MIPUMEHSTH B paboTe cpeacTBa
MH()OPMAIIMOHHBIX U KOMMYHHKAITHOHHBIX
TEXHOJIOTHIA;

MIPUHUMATH MEPBI IO COXPaAHCHHIO
KOH(pUIEHIMaTBbHON nH(pOpMaLIUU B X0
npuéma rmoceTurTese.

3HaHusn:

HOpPMAaTHUBHBIE MTPABOBBIC aKThl Poccuiickoi
®denepanuu 1o 3anmre HHGOPMAIUU U padoTe
¢ oOpalIeHUsIMU TPAKIAH;

CTPYKTypa OpraHHU3alliy U pacrpeaencHue
(GYHKIIUH MEXKITY CTPYKTYPHBIMHU
MO/IPa3/ICIICHUSIMU U CIICIIHATTUCTAMH,
MIpaBUJIa OPraHU3aIMH PUEMA MTOCETUTENEH;
ATUKET ¥ OCHOBBI MEXTYHAPOIHOTO TIPOTOKOJIA;
JTHKA JIEJIOBOT0O OOIIEHHS;

MIpaBUJIa PEUEBOT0 ITUKETA.

MpaBujia CEPBUPOBKHU YAWHOTO (KOPEHHOTO)
CTONA;

TpeOOBaHUS OXPAHBI TPY/IA.

IIK 1.3. Bnanets
HaBbIKaMH
TUTAHUPOBAHUSI
pabouero BpeMeHH
PYKOBOJIHUTEIS U
cekperaps

HaBbIku
IJIAHUPOBaHUS paboYero BpeMeHn
PYKOBOJUTENS U paboyero AHs ceKpeTaps

Ymenus:

BbIOMPATh ()OPMBI IIIAHUPOBAHUS U 0POPMIIATH
IJTAaHUPOBIIMK (OpraHaiizep) pykKoBOAUTENS U
CeKpeTaps;

YCTaHABJIMBATH 1I€ITH, OTIPEICTISTh
MPUOPUTETHOCTD U OYEPETHOCTD BBITOJIHEHHS
pabot u 3 PeKTUBHO pacnpenemnsiTe padbouee
BpeMs;

COI'JIACOBBIBATh BCTPEUM U MEPOTIPHUATUS U
BHOCHUTH HH(OPMAITUIO B IMJIAHUPOBIITHK
(opranaiizep);

MH(OPMHUPOBATH PYKOBOJIUTENS O
NpUOIMKEHUN BPEMEHH U PETrJIaMeHTe
3aIJIaHUPOBAHHBIX BCTPEY U MEPOTIPHUATHIA;
BBIOMPATH ONTHUMAJIBLHBIE CITOCOOBI BHELITHETO U
BHYTPEHHET0 HH(POPMUPOBAHUS O
TUTAHUPYEMBIX MEPOTIPUSITHSIX;

oOecrnieunBaTh HH(HOPMALIMOHHYIO
0€30MacCHOCTb JeSITeTLHOCTH OPTaHN3allNH;
PUMEHSTH B paboTe cpecTBa
WH(POPMAIIMOHHBIX M KOMMYHHUKAITMOHHBIX
TEXHOJIOTUM.




3HaHus:

HOPMAaTHUBHBIE IPABOBbIE aKThl Poccuiickon
®denepanun B chepe HHPOPMAITMOHHON
0€e30I1aCHOCTH;

CTPYKTypa ¥ crienuduka OCHOBHON
JeSTeIbHOCTH OpTraHU3aIuy;

OCHOBBI YIIPaBJICHUSI BPEMEHEM;

MIpaBWJIa IPOBECHUS JICJIOBBIX IIEPETOBOPOB;
9THKA JICIOBOI0 OOIICHNS;

TpeOOBaHUS OXPAHbI TPY/IA.

[IK 1.4.
OcyliecTBIATh
MOATOTOBKY JEJIOBBIX
MOE370K
PYKOBOAUTEIIS U

APYyrux COTpyAHUKOB
OpraHu3anunu

HaBbIku
OpraHu3alMy JEJIOBBIX MOE310K PYKOBOAUTENS
U IPYTUX COTPYIHUKOB OpraHU3alliu

Ymenus:

COCTaBJIATh U OOPMIIATH TOKYMEHTBI TS
JIEJIOBBIX IIOE3/10K;

OCYLIECTBIIATH TPEBEI-TIOIEPIKKY IETOBBIX
MOE30K;

COTJIaCOBBIBATh C IPUHUMAIOLIEN CTOPOHOU
IIPOTOKOJI IUTAHUPYEMBIX MEPOIIPUITUN U
(hopMHUpPOBATh IPOrpaMMy J€JI0OBON TOE3IKHU;
HCIOJIb30BATh CPEACTBAa HHPOPMALMOHHBIX U
KOMMYHHKAIIMOHHBIX TEXHOJIOTHN IS
obecreyeHus: B3auMoJIeiicTBUS €
PYKOBOJAMTEIIEM BO BpEMs €ro JIEJI0BOU
MTOE3/IKH;

0QOpMIIATH OTUETHBIE JOKYMEHTHI O JIEJI0BOM
MOE3KE.

3Hanus:

HOpPMAaTHUBHBIE ITPABOBbIE aKThI Poccuiickon
®denepanuu B chepe Opranu3aiiu JeJI0BOr
MMOC3IKH;

MOPSII0K TOJITOTOBKHU M JIOKYMEHTUPOBAHUS
JICIIOBOM ITOC3/IKH;

WHTEPHET-PECYPCHI JJIsl OCYILIECTBICHUS
TPEBENI-MOIEPKKH I€JIOBBIX MOE3/I0K;
ATHUKET U OCHOBBI MEKIYHApOAHOTO ITPOTOKOJIA;
9THKA JEI0OBOTO OOIICHUS,

TpeOOBaHMS OXpaHBI TPY/IA.

IIK 1.5. Bnagets
criocodoamMu
OpraHu3aIuu
pabouero
MIPOCTPAHCTBA
IIPUEMHON U
KabOuHeTa
PYKOBOJHTEIIS

HaBbIkn
OpraHu3alMu U MOAAEPKAHUS
(YHKIIMOHATTEHOTO pabovero MpocTpaHCcTBa

Ymenus:

OpraHU30BBIBATH pabouee MecTo B
COOTBETCTBUH C Tpe60BaHI/I$[MI/I OPTrOHOMHKHU U
KYJIBTYPHI TPYIQ;

obecnieunBaTh pabouee MeCTo u
(hyHKIIMOHATBEHOE paboyvee MPOCTPAHCTBO




HEOOXOUMBIMH CPEJICTBAMH OPTaHU3AIMOHHOMN
TEXHHUKH, MEOCITBIO M KAHIICTISIPCKUMU
MIPUHAJIC)KHOCTSMU;

MOJ/IEPKUBATH CPEACTBA OpPraHU3AIIMOHHON
TEXHUKU B paboueM COCTOSIHUH.

3HaHuA:

TpeOOBaHUS OXpaHbl TPY/Ia, TPOU3BOICTBEHHOM
CaHWUTApPUH, IPOTUBOIIOKAPHOM 3aIUTHI;
OCHOBBI MPAaBMJIBHOM OpraHU3alluy TPyAa U
METO/BI MOBBIIIEHUS ero 3(pPeKTuBHOCTH;
BU/IbI OPraHU3aMOHHON TEXHUKHU U TIOPSIOK
paboTHI C HEMl.

[IK 1.6.
OcymecTBiATh
paboty 1o
MOATOTOBKE U
MIPOBEACHUIO
KOH(EPEHTHBIX
MEPONPUATHH,
obecrieunBaTh
nH(OpPMaLILOHHOE
B3aUMOJICHICTBHE
PYKOBOJUTES C
MOApa3ACIICHUSIMU 1
JOJKHOCTHBIMU
JTULAMA
OpraHu3aIu

Hasbiku

OpraHM3alUy OATOTOBKHU U IIPOBEICHUS
KOH(EPEHTHBIX MEPOTIPUATHI, 0OecrieueH s
MH(GOPMALIMOHHOI'O B3aUMOACHCTBUS
PYKOBOJUTENS C MOJAPA3ACTICHUSIMU U
JOJKHOCTHBIMHU JIMIIAMU OpTaHU3aluu

Ymenus:

OPTaHU30BBIBATH MPOLIECC MTOJATOTOBKH U
IpoBeieHNEe KOH()EPEHTHOI'O MEPOTIPUATUS
WH/IMBUYAIbHO

U B cOCTaBe paboyYeil TpyIIIbI,
JOKYMEHTHPOBATh Pa3HbIE 3TAIbl POLETYPHI
MOJITOTOBKU U MPOBEJICHUSI KOHPEPEHTHOTO
MEpONPUATHS;

COOJTIO/IATh ATHKET U OCHOBBI MEXKITYHAPOIHOTO
MIPOTOKOJA,;

OCYILIECTBIATH cO0p, 00paboTKy MHPOpMALIHH,
CHCTEMaTHU3alHI0 OTYyYaeMbIX U
nepeaBaeMbIX JIaHHBIX;

OCYILECTBIATH MPOBEPKY JOCTOBEPHOCTH,
MOJTHOTHI M HETTPOTHBOPEYMBOCTH JTAHHBIX,
UCKJIIOUeHHUE TyOIrpoBaHusi HHGOpMaIUY;
MPUMEHSATh HH(OPMAIIMOHHO-
KOMMYHHUKAI[HOHHBIE TEXHOJIOTHH.

3HaHua:

HOpPMAaTHUBHBIE ITPABOBbIE aKThI Poccuiickon
®deneparyn B chepe HHPOpMALIUY;
KOMILJIEKC OPraHU3alMOHHO-TEXHUYECKHUX
MEPOTIPUSITHI TI0 MOATOTOBKE U MPOBEACHHUIO
KOH(EPEHTHBIX MEPOTIPHUSITHH;

npaBuiia opopMIIEHHUS JTOKYMEHTOB,
CO3J]aBa€MbIX B IpOLIECCE MOATOTOBKU U
MIpOBeIeHUSI KOHPEPEHTHOTO MEPOTIPUSITHS;
STUKET U OCHOBBI MEXKIyHAPOJHOTO IPOTOKOJIA;
JTHKA JIEJIOBOT0O OOIIEHHUS;




COCTaB BHYTPEHHUX U BHEUTHUX
MH(OPMALIMOHHBIX TOTOKOB;

CTPYKTypa OpTaHU3alNH U TOPSATOK
B3aUMOJICUCTBHUSI IOIPA3ACICHU;

MEeTObI 00pa0OTKH U 3alTUThI HHPOPMAIIHH C
MIPUMEHEHHEM CPEJICTB MHPOPMAITMOHHBIX U
KOMMYHHKAITUOHHBIX TEXHOJIOTHA;,
TpeOOBaHUs OXpaHbI TPY/IA.

IIK 1.7. Odopmnsars
OpraHU3aOHHO-
pacropsIuTeIbHbIe
JTOKYMEHTHI U
OpPraHU30BBIBATH
paboTy ¢ HUMH, B
TOM YHCIIE C
UCIIOJIb30BAHUEM
aBTOMAaTH3HPOBAHHBI
X CUCTEM

HaBbiku

odopMIIEHUS OpPTaHU3AIMOHHO-
pacropsIUTENIbHBIX JTOKYMEHTOB U
opraHu3arnus paboThkl ¢ HUMHU, B TOM YHCJIE C
HCMOJIb30BAHUEM aBTOMATU3UPOBAHHBIX CUCTEM

Ymenus:

COCTABJISATh MPOEKTHI OPraHU3allMOHHBIX,
pacropsauTeIbHBIX U HH)OPMAIIIOHHO-
CIPAaBOYHBIX JOKYMEHTOB, B TOM 4HCJIe
JOKYMEHTOB, COJIEpKAIIUX
KOH(UIEHIMAIbHYI0 HHPOPMALHIO;
oopMIIATH OpraHU3alMOHHO-
pacropsUTeIbHbIE JOKYMEHTbI (OpUTHHAIIBI U
KOIIHH);

CKaHMPOBATh, KOIMPOBATh U KOHBEPTHPOBATH
JTOKYMEHTHI B pa3JInyHble (popMaThI;
OCYIIECTBIISITH IIPOBEPKY MPOEKTOB TOKYMEHTOB
Ha COOTBETCTBHE MPaBUIIaM JEJIOMPOU3BO/ICTBA;
MPUHUMATD U TIPOBOANTH TIEPBUYHYIO
00paboOTKy BXOJSIINX IOKYMEHTOB;
MIPOBOJIUTH MPEIBAPUTEIEHOE PACCMOTPEHNE
BXOJISIIIUX U BHYTPEHHUX JOKYMEHTOB;
PErUCTpUPOBATh BXOJAIINE, UCXOISIINE U
BHYTPEHHHUE IOKYMEHTHI;

KOHTPOJUPOBATh MapUIPyTU3ALIUIO
JOKYMEHTOTIOTOKOB B OPTaHU3aIIH
(cornmacoBaHue, OJMMCAHUE, YTBEPKICHHUE,
perucTparsi, 03HaKOMJICHHE ¥ UCTIOJTHEHUE
JIOKYMEHTOB);

OCYIIECTBIISITH CPOKOBBII KOHTPOITh
WCTIOJTHEHUS JIOKYMEHTOB;

OCYILECTBIISATH MOATOTOBKY U OTIPABKY
UCXOJSIIMX JTOKYMEHTOB;

COCTABJISATh OTYETHI U AHATUTUYECKHUE CIIPABKU
00 MCIIOJIHEHUH JOKYMEHTOB;

BECTH MH(}OPMAIIMOHHO-CIIPABOYHYIO paboTy 1O
JOKYMEHTaM;

OCYIIECTBIISATH pabOTy C OpraHU3aIMOHHO-
pacropsIUTeIbHBIMI TOKYMEHTaMH B
aBTOMAaTH3HPOBAHHBIX CUCTEMAX.




3HaHuA:

HOPMAaTHUBHBIE IPABOBbIE aKThl Poccuiickon
®enepanyn B cepe AeT0MPOU3BOICTBA;
JIOKaJIbHbIE HOPMATUBHBIE aKThI,
periIaMeHTHPYIONIUE AeSITEIbHOCTh CIYKOBI
JIeJIONPOU3BOJICTBA U €€ paOOTHUKOB,
OpraHU3alMI0 BEICHUS JEIONPOU3BO/ICTBA;
COBpeMEHHbIE HH(OPMALIMOHHBIE U
KOMMYHMKAIIMOHHBIE TEXHOJIOTUH,
pUMeHsieMbIe B paboTe C TOKYMEHTaMU;
CTPYKTypa OpraHu3aluu, pPyKOBOICTBO
CTPYKTYPHBIX HOJIpa3aesieHui, 00pa3iibl
MOAINHKCEH JINLI, UMEIOIIMX IIPABO NONUCAHUS U
YTBEPKJICHUSI IOKYMEHTOB, U OTPaHUYEHUS 30H
UX OTBETCTBEHHOCTH;

MpaBUjIa PYCCKOIO SA3bIKA;

TpeOOBaHUS OXPaHbI TPY/Ia.

IIK 1.8. OdopmnsaTs
JTOKYMEHTHI I10
JMYHOMY COCTaBy U
OpTaHU30BBIBATH
paboTy ¢ HUMU, B
TOM YHCIIE C
UCIIOJIb30BAHUEM
aBTOMATH3HPOBAHHBI
X CUCTEM

HaBbiku

o OopMIICHHUS TJOKYMEHTOB TI0 JINYHOMY COCTaBY
Y OpraHu3aiuy paboThl C HUMH, B TOM YHCIIE C
HCMOJIb30BAHUEM aBTOMATU3UPOBAHHBIX CUCTEM

Ymenus:

o0ecrnednBaTh COXPaHHOCTh MEPCOHATBHBIX
JAaHHBIX paOOTHUKOB;

OpPraHU30BBIBAThH IOKYMEHTOO0OPOT MO
MPEJCTaBICHUIO JOKYMEHTOB TI0 TIEPCOHAITY B
TOCYJapCTBEHHBIE OPTaHBbI;

OpPraHU30BBIBAThH IOKYMEHTOOOOPOT MO YUETY U
JIBYDKEHUIO pAaOOTHHUKOB;

BECTH BOMHCKHH y4E€T paOOTHUKOB;

BECTH yu&€T pabouero BpeMeH! pabOTHHUKOB;
0pOpMIIATH OpPraHU3aIMOHHO-
pacropsIuTeIbHbIE JOKYMEHTHI 110 TUYHOMY
COCTaBYy;

BECTH PETUCTpAIHIO, YUET, OTIEPaTUBHOE
XpaHEeHHE JTOKYMEHTOB [0 JUYHOMY COCTaBY;
BECTH JJOKYMEHTAIUIO, MIOATBEPKIAIOILYIO
CBENICHUS

O TPYIOBOM JAEATENBHOCTU U TPYAOBOM CTaXKe
pabOTHUKOB,;

(bopMHUpOBATh JTUYHBIE JIeNIa pAOOTHUKOB;
o(opMIIATH Jerna 1Mo JIMYHOMY COCTaBY JIJIst
nepeaadn

B apXHB OpTraHHU3aINH;

paboTaTh CO CelHaTu3UPOBAHHBIMU
MH(POPMAIIMOHHBIMH CUCTEMaMH U 6a3aMu
TAHHBIX TI0 BEICHUIO YUETa U JBKCHUIO
PabOTHHKOB.




3HaHuA:

HOPMAaTHUBHBIE IPABOBbIE aKThl Poccuiickon
®denepanyn B cepe TPYIOBBIX OTHOIICHHIA;
JIOKQJIbHBIE HOPMATHBHBIE AKTHI,
perIaMeHTUPYIOIIHUE TPYAOBbIE OTHOILICHUS;
COBpPEMEHHbIE HHPOPMALIMOHHO-
KOMMYHHUKAIIMOHHBIE TEXHOJIOTHH,
IpUMEHsieMble B padoTe ¢ JOKyMEHTaMHU 110
JUYHOMY COCTaBY;

CTPYKTypa OpraHH3alMH, PyKOBOICTBO
CTPYKTYPHBIX IIOJpa3AcICHUN;

IIpaBWJIa JEJIONPOU3BOCTBA;

IIpaBUJIa PYCCKOIO A3BIKA;

9THKA JIEJIOBOIO OOIIEHUS;

TpeOOBaHUs OXpaHbl TPY/Ia.

K 1.9.
Opranu3oBbIBaTh
TEKYIllee XpaHCHHUE
JIOKYMEHTOB,
00paboTKy 1en s
OTIEPaTHBHOTO U
aApXUBHOT'O
XpaHEHUs, B TOM
qucie ¢
HCIIOJIE30BAHUEM
aBTOMATHU3UPOBAHHBI
X CHCTEM

HaBbiku

OpraHu3alMK TEKYLIEro XpaHeHHsl JOKYMEHTOB,
00paboTKH A€ AJisl ONIEPaTUBHOTO U APXUBHOT'O
XpaHEeHHUs1, B TOM YHCJIE C UCTIOIb30BaHUEM
aBTOMAaTU3UPOBAHHBIX CUCTEM

Ymenun:

paspabarbiBaTh HOMEHKIATYPY A€l
OpraHu3aIlNH;

MIPOBEPSTH MPABUIBHOCTD 0()OPMIICHHS
JIOKYMEHTOB M OTMETKHU 00 WX HCTIOJHEHUHN
nepen ux GopMupoBaHUEM B JIENO AJIs
MOCJIeIYIOIIEro XpaHeHus; popMupoBaTh jena,
KOHTPOJIMPOBATH MTPABUILHOE U CBOEBPEMEHHOE
pacrpeiesieHle U MOAIMNBKY TOKYMEHTOB B
Jieia B COOTBETCTBUH C HOMEHKIIATYpOH JIET;
MIPOBEPSITH CPOKH XPaHEHUS JOKYMEHTOB,
COCTaBIISITh MPOTOKOJ pabOThI SKCIIEPTHON
KOMMCCHH TIO TTIOATOTOBKE JOKYMEHTOB K
nepeaayde B apxuB;

COCTABJISITh aKT O BBIJIEJIEHUU K YHUUTOKEHUIO
JIOKYMEHTOB, HE MOJIEKAIINX XPAHEHHUIO;
COCTaBJISITh aKT 00 YHUYTOXKEHUU JJOKYMEHTOB;
OCYIIECTBJISITH TTOJTHOE MJIM YaCTUYHOE
odopmIileHrE AeT BPEMEHHOTO, ITOCTOSTHHOTO,
JOJICOBPEMEHHOTO CPOKOB XPaHEHUS;
COCTABJISITH OMHCH JIeT CTPYKTYPHBIX
MoApa3AeIeHU MOCTOSTHHOTO,
JOJITOBPEMEHHOTO CPOKOB XpaHEHUS JJIs
repeaadn Jiei B apXUB OpPraHu3alIlim;
MIPUMEHATHh HHPOPMAITMOHHO-
KOMMYHHKAITMOHHBIE TEXHOJIOTUH MPHU padoTe ¢
JIOKYMEHTaMHU.




3HaHuA:

HOPMAaTHUBHBIE IPABOBbIE aKThl Poccuiickon
®enepanyn B chepe AeT0NPOU3BOACTBA U
apXUBHOIO JIETIa;

JIOKaJIbHbIE HOPMATUBHBIE AKTBHI,
perinaMeHTHpYIOLe BECHUE
JIEJIONPOU3BO/ICTBA U Ilepeiady A€l B apXUB
OpraHu3aluy,

BUJIbl HOMEHKJIATYp JIel1, 001ue TpeOoBaHus K
HOMEHKJIAType JIeJ, HOPsI0K paboThI C HEH;
nopsA0K (OpMUPOBaHUS U ODOPMIICHUS JIEII,
cneunpuka GopMHUPOBAHUS OTAEIBHBIX
KaTeropui Jei;

IIpaBWJIa XpaHEHUS JI€J, B TOM YHUCIIE C
JOKYMEHTaMU OIrpaHUYEHHOI0 JJOCTYIIA;
IIpaBWJIa BbIIAYU U UCIIOJIb30BAHUSI IOKYMEHTOB
u3 chopMHUpPOBAHHBIX JIEN,

MOPSAJIOK UCIOIb30BaHUS TUIIOBBIX WIN
BEJIOMCTBEHHBIX IIepeuHell TOKyMEHTOB,
OIpezieNIEeHUs] CPOKOB XpaHEHHUs B IIpoliecce
9KCIIEPTU3BI IEHHOCTU JOKYMEHTOB;

BU/IbI OIIMCEH J1e)1 OpraHU3alii U MOPs 10K
paboTHI C HUMU;

TpeOOBaHMS OXPaHbI TPY/Ia.




Opranuzanus
apXUBHOI paboThI
10 JIOKYMEHTaM
OpraHu3aui
paznmuuHbIX hopm
COOCTBEHHOCTH

IK 2.1.
Ocy1ecTBIATH
KOMILUICKTOBaHHE
ApPXUBHBIMH JIeTIAMH
(TOKyMeHTaMH)
apX¥Ba OpraHU3aIUH

Hasbiku

y4acTusl B KOMIUIEKTOBAHUU apXUBHBIMU
nesaMu (IOKyMEHTaMM) apX1Ba OpraHU3aluu
Ymenus:

paboTath ¢ moapasaeIeHusIMI/OpraHu3ausIMu
HMCTOYHUKAMU KOMIUIEKTOBAHUS apXUBa;
IIPUHUMATDh apXUBHBIE JieNa (AOKYMEHThI) Ha
IIOCTOSIHHOE WUJIU J10JITOBPEMEHHOE XPaHEHUE;
y4acTBOBAaTh B IPOBEJEHUN IKCIIEPTU3BI
LIEHHOCTH Pa3JIMYHBIX TUIIOB U BUJOB
JOKYMEHTOB B COOTBETCTBUU C BHYTPEHHUMHU
perinaMeHTaMy OpraHu3alum;

IIPUMEHSATH B paboTe peKOMEHJalluu
9KCIIEPTHO-IIPOBEPOYHON KOMUCCUH WU
9KCIIEPTHON KOMHUCCHM OpraHU3aluy;
MIPUMEHSTH NIEPEUHHU C YKa3aHUEM CPOKOB
XpaHeHus Ael (JIOKyMEHTOB);

co0JIt01aTh HOPMATUBHbIE CPOKU XPAHEHUS /e
(1OKyMEHTOB);

BECTH Y4&€T UCTOUYHHKOB KOMILJIEKTOBAHUS
apxuBa;

UCIOJIb30BATh MEPEIOBON OTEUECTBEHHBIHN U
3apyOexKHbBIN OMBIT 10 KOMIUIEKTOBAHUIO
apxuBa Jief1aMu (JOKyMEHTaMH) IOCTOSIHHOTO U
JOJITOBPEMEHHOIO XPaHEHUS;

HCIIOJIB30BAaTh COBPEMEHHBIE
aBTOMATHU3HPOBAaHHbIE, THPOPMAIIMOHHBIE U
TEJIEKOMMYHHUKALIMOHHBIE TEXHOJIOTUN
JIOKYMEHTUPOBAHHBIX c(ep AesTeIbHOCTH
OpraHu3alyH.

3Hanusa:

HOpPMAaTHUBHBIE ITPABOBbIE aKThI Poccuiickon
®denepanun B chepe IeT0NMpOru3BOICTBA U
apXMBHOTIO JIEJIa;

HAYYHO-METOJUYECKUE KPUTEPHUH IKCIIEPTUIBI
LIEHHOCTH Pa3JIMYHbIX TUIIOB U BUIOB JEI
(I1OKyMEHTOB);

TEOPETUUYECKUE U METOIUYECKUE ACTIEKTHI
KOMIIJIEKTOBAHUS M SKCIIEPTU3bI IEHHOCTH BCEX
BHUJIOB JJOKYMEHTOB;

BH/JIBI, Pa3HOBUIHOCTH U (DOPMATHI BCEX BUJIOB
JIOKYMEHTOB;

YHUPHUIIMPOBAHHYIO CUCTEMY OpraHU3allnOHHO-
pacropsIUTEIbHON JOKYMEHTALINY;

CTaHIapThl 0POpPMIIEHUST OPTaHU3AIOHHO-
pacropsIUTEIbHON JOKYMEHTALINY;




CTIOCOOBI ¥ TEXHOJIOTUU IOKYyMEHTHPOBAHUS
Pa3IUYHBIX BUOB MPOpECCHOHATHHON
NeSTeNILHOCTH,

OpraHHU3allMOHHBIC ITPUHIIUIIBI KOMITJICKTOBAHW A
nen (TOKYMEHTOB) OFPAaHUYEHHOTO JTOCTYIIA;
TpeOOBaHUs OXpaHbI TPY/IA.

[IK 2.2. Bectu y4€t
apXUBHBIX 1€
(IOKyMEHTOB), B TOM
qucie ¢
UCTIOJIb30BaHUEM
aBTOMaTU3HPOBAHHBI
X CUCTEM

HaBbixkn

BEJICHUS YUETa apXUBHBIX JIeJT (JOKYMEHTOB), B
TOM YMCJIE C HCIIOIL30BAHUEM
aBTOMaTI/I3I/IpOBaHHBIX CUCTEM

Ymenus:

[10JIb30BaThCsl YUYETHBIMU JOKYMEHTAaMH B
paMKax 3JIEKTPOHHBIX HHPOPMALMOHHBIX
CHCTEM JIOKyMEHTHPOBAHHBIX cep
NesITeIbHOCTH OpraHu3aliig;

M10JIb30BaThCs CEPTUPHUIUPOBAHHBIMU
aBTOMATHU3UPOBAHHBIMU CUCTEMAMHU
JOKYMEHTUPOBAHHBIX C(ep AeATeIbHOCTH
OpraHM3alMy 110 YYETY, perucTpanuu,
KOHTPOJIIO J1eTT (JIOKYMEHTOB);

MOJIb30BaThCs MHPOPMALMOHHO-CITPABOYHBIMU
crUCcTeMaMHM JJOKYMEHTHPOBaHHBIX chep
NesITeIbHOCTH OpraHu3aliig;

BECTH CIIPABOYHO-IIOMCKOBBIE CPEJICTBA K
apXHUBHBIM JIeJIaM (IOKYMEHTaM);

BECTH YUYET CTPaxoBOro (POHJA apXUBHBIX /1€
(1OKyMEHTOB);

MPUMEHSTh HOPMATHBHEIE ITPABOBBIC aKTHI,
JIOKaJIbHBbIE HOPMATHBHBIE aKThl OpPraHU3aLUU U
METOJINYECKUE IOKYMEHTHI B 00J1acTH yuéTa
apXUBHBIX el (IOKYMEHTOB);

BHOCHTb NPEAJIOKEHUS 10
COBEPLICHCTBOBAHNIO METOIMYECKOTO
oOecrnieueHns yuéra pa3HbIX BUJIOB TOKYMEHTOB
B JJOKYMEHTHUPOBAHHBIX cepax AesTeIbHOCTH
OpraHu3aIuH.

3HaHuqa:

HOpPMAaTHUBHBIE ITPABOBBIE aKThI Poccuiickon
®denepanun B chepe eT0MPOU3BOICTBA U
apXMBHOTIO JIEJIA;

METOJIMYECKHE TOKYMEHTHI U HAIIHOHAJIbHBIE
CTaHJapTHI B 001acTH yuéTa TOKYMEHTOB U
JIOKYMEHTHUPOBAHHBIX C(hep AeSITeIbHOCTH
OpraHu3alNu;

OTEUECTBEHHBIC U 3apyOCIKHBIC
cepTU(UIIMPOBAHHBIE CHCTEMBI
ABTOMATU3UPOBAHHOTO YUETA aPXUBHBIX 1€
(TOKyMEHTOB);




TpeOOBaHMS K YUETY 0CO00 IIEHHBIX U
YHUKAJIbHBIX apXUBHBIX JIeJT (IOKYMEHTOB);
CPOKH BBITIOJTHEHHUS PA0OT 1O YYETY apXUBHBIX
nen (TOKyMEHTOB);

OO0IIMe TPUHIIMIIBI YU4€Ta U KOMILICKTOBAHUS
1el (TOKYMEHTOB) OTPAaHUYCHHOTO JTOCTYTIA;
TpeOOBaHUs OXpaHbI TPY/IA.

IK 2.3.
Ocy1iecTBIATH
XpaHEHUE apXUBHBIX
nen (JOKyMEHTOB) C
MTOCTOSTHHBIM CPOKOM
XpaHEHUS U 10
JMYHOMY COCTaBY

B apXHBE
OpraHH3aIiH

HaBbiku

OCYILIECTBJICHUS XPAHCHUSI apXUBHBIX J€JT
(10KYMEHTOB) C IOCTOSIHHBIM CPOKOM XPaHEHUS
U 10 JUYHOMY COCTAaBY B apXMBE OpraHU3aluN

YMenus:

CHCTEMaTU3UPOBATH Jeja (JOKYMEHTHI);
pa3melaTbh apXuBHBIE Jiea (JOKyMEHThI) Ha
MECTax XpaHEHUS B COOTBETCTBUU C
HOPMaTHUBHBIMU TPeOOBaHUSAMH B 007aCTH
apXHMBHOTO JIeja U YIPaBJIeHUs JOKYMEHTaMH;
co0JII0IaTh HOPMATHBHBIE PEKUMBI XPAHECHUS
ApXUBHBIX JeJ1 (IOKYMEHTOB) Ha JIOOBIX
HOCHUTEIISIX;

IIPOBOJIUTH NIPOBEPKY IOJIHOTHI COCTaBa
apXMBHBIX JOKYMEHTOB B €IMHULIAX XPAHEHUS;
IIPOBOJIUTH OIMCAHUE APXUBHBIX JIEJI
(IOKyMEHTOB);

COCTABJISATh CIIPABOYHO-TIOMCKOBBIE CPEJICTBA K
apXHUBHBIM JIeJIaM (IOKYMEHTaM);

BECTH YUET U KOHTPOJIb BBIIAYHM apXUBHBIX JIEJT
(TOKyMEHTOB) U3 apXMBOXPAHWINIIA U UX
BO3Bpara;

BECTH YUE€T U KOHTPOJIb NEepeIayuu e
(1OKyMEHTOB) B
roCyJJapCTBEHHbII/MYHUIIMIIATbHBIN apXUB WU
Ha MHOE BHEIIHEE XpaHEeHue U npuéma Jien ¢
BHEIITHETrO XPaHEHUS;

MIPOBOJIUTH MOJIMCTHYIO TIPOBEPKY (PU3HUECKOTO
COCTOSIHUS J1€7 (IOKyMEHTOB);

Pa3bICKUBATh HEOOHAPY)KEHHBIE J1eTa
(IOKyMEHTHI);

3alUIaTh HH(POPMAIIMOHHbBIE PECYPChl apXUBa
OT HECAaHKIIMOHUPOBAHHOI'O JOCTYIIA.

3HaHua:

HOpPMAaTHUBHBIE ITPABOBbIE aKThI Poccuiickon
®denepanun B chepe IeT0NMPOU3BOICTBA U
apXMBHOTIO JIEJIA;

HOPMAaTHUBHBIE MPABOBBIE aKThl Poccuiickon
®denepanuu B 061aCcTH HHPOPMAIIHH,
WH(POPMAITMOHHBIX TEXHOJIOTUM, 3aIIUATHI
MH(OPMAIIUY U TIEPCOHATBHBIX JTAHHBIX,
uudpoBoii Tpanchopmanuu;




HOpPMAaTHUBHBIE MTPABOBBIE aKThl Poccuiickoi
®eneparnun B 001acT KOH(DUICHINATBHOCTH
uH(pOpMaIHH;

IIpaBWJIa XpaHEHUs A€l (JJOKyMEHTOB) B
COOTBETCTBHUH C UX THIIAMHU;

nopsAA0K (POPMUPOBAHHUS JOKYMEHTOB B
KOMIUICKTBI, TPYIIIBI, TUIIBL;

TpeOoBaHUs K 0()OPMIIEHHUIO 10TOBOPOB Ha
peayn3almio YCIyr BHEIIHErO XpaHEHUS 1€
(1OKyMEHTOB);

CPOKH BBIIIOJIHEHUS padoT;

TpeOOBaHUS K YCTAHOBJIEHHBIM HOPMaM
BBIPaOOTKH;

TpeOOBaHUS OXpaHbl TPY/a.

[IK 2.4.
Ocy1ecTBIAThH
XpaHeHue,
KOMILIEKTOBAaHHE,
YUET U
WCTIOJIB30BAaHUE JIEI
(IOKyMEHTOB)
BPEMEHHOTO
XpaHeHUs

HaBbiku

o0ecrieueHns XpaHeHUs, KOMIUIEKTOBAaHUS,
y4€Ta U UCIIOIB30BAHUS JIEN (JIOKYMEHTOB)
BPEMEHHOT'0 XpaHEHUs

Ymenus:

OpPTraHU30BBIBATH M 00ECTIEYMBATH XPAaHEHUE JICT
(1OKyMEHTOB) BPEMEHHOT'O XPaHEHUS
OpraHM3aly B TPAJAULIMOHHOM U B
AJIEKTPOHHOM BU/IE;

KOHTPOJIMPOBATH Pa3pabOTKy CTPYKTYPHBIMH
MO/IPa3JIEJICHUSMHU ONMCEN U aKTOB O
BbIJIEJICHUN Ha YHUUTOXKEHUE /1T (IOKYMEHTOB)
BPEMEHHOT'0 XpaHEHUs B TPAJAULIMOHHOM U B
JJIEKTPOHHOM BH/IE;

(bopMHUpPOBATh €AMHUIIBI XPAHEHUS IOKYMEHTOB
JUISL MX TIOCJIEIYIOIIEro pa3MeIIeHNs B apX1Be
OpraHu3aIuy;

COCTaBIIATh CIIPABOYHO-TIONCKOBBIE CPENCTBA K
apXHUBHBIM JIeJIaM (JIOKYMEHTaM);
OCYILECTBIATh MOUCK J1eN (JIOKyMEHTOB)
BPEMEHHOI'0 XpaHEHUs B IPOLIECCE UX XPAHEHUS
B CTPYKTYPHBIX MOJpa3IeNeHUsIX U apXUBe
OpraHu3aINy;

OCYILECTBIATh METOANYECKOE PYKOBOJICTBO
opraHusalyei xpaneHus aen (JIOKyMEHTOB) B
CTPYKTYPHBIX TOJIpa3AeNieHUsIX OpraHu3aluy;
OKa3bIBaTh CTPYKTYPHBIM NOJPa3ACIECHUAM
MPaKTUYECKYIO TOMOIIb B OPraHU3alNN
XpaHeHus Ael (JIOKyMEHTOB);

pa3pabarbIBaTh CIPaBOUYHO-UH(POPMAIIIOHHBIE
JIOKYMEHTBI [10 OPraHU3alliN UCIIOJIb30BaHUS
nen (I0KyMEHTOB) BpEMEHHOI'O XpaHEHHS B
CTPYKTYPHBIX MOAPA3/ICICHHUIX 1 apXUBE
OpraHu3aIlH;




IIPOBOJIUTH SKCIEPTU3Y LIEHHOCTH JeJT
(1OKyMEHTOB) BPEMEHHOI'O XpaHEHUS,
IIEpElaHHbIX B apXUB;

ONPEJIEATh CPOKU XpaHEHUS Jie (JJOKYMEHTOB)
BPEMEHHOI'O XpaHEHUS;

o0ecreynBaTh 3aIUTy el (IOKyMEHTOB)
BPEMEHHOI'0 XpaHEHUs B OPraHU3alMH OT
HECaHKLMOHUPOBAHHOTO JJOCTYIA WU
YHUYTOXKCHUS;

IIPOBOJIUTH (PU3MUECKOE YHUUTOKEHHE JeIT
(1OKyMEHTOB) BPEMEHHOI'O XpPAaHEHUSI C
UCTEKIIMMHU CPOKAMU XPaHEHUs T0CIIe
COTJIACOBAHUS CO CTPYKTYPHBIMU
[O/Ipa3IeJICHUMU OpraHU3aluy;

oopMIATh YyUETHBIE TOKYMEHTHI 00
YHUYTOXXEHUH J1eN1 (IOKYMEHTOB) BPEMEHHOI'O
XPaHEHUs C UCTEKIINMHU CPOKAMU XPaHEHUs
COBMECTHO CO CTPYKTYPHBIMHU
NOJIpa3/IeIeHUsIMU OpraHU3aluu.

3HaHus:

HOpPMAaTHUBHBIE NTpaBOBbIE aKThl Poccuiickoi
®enepaunu B chepe 1e10Mpou3BOICTBA U
apXHUBHOTO JIEJIa;

HOPMAaTHUBHBIE NPABOBBIE aKThl Poccuiickon
®enepanyu B 0071aCTH 3aIUThI HEPCOHATBHBIX
JTaHHBIX;

HOPMAaTHUBHBIE MPABOBbIE aKThl Poccuiickon
®eneparun B 001acTH KOH(DUICHIINATBHOCTH
uH(pOpMaIHH;

METOJINYECKUE TOKYMEHTHI U HALIMOHAJIBHBIE
CTaHJapThl B 00J1aCTH AENONPOU3BOACTBA U
ApXHUBHOIO JIENA;

MeTOoJIMKa pa3zpaboTKu GopM yUETHBIX
JOKYMEHTOB B TPAJAULIMOHHOM U B JJIEKTPOHHOM
BUJIE;

[IpaBUJIa CUCTEMATH3AIMH U KIacCUPUKALIIH
JOKYMEHTOB;

0COOEHHOCTH OpPraHU3alliy XpaHEHUs e
(IOKyMEHTOB) Ha pa3IUYHbIX HOCUTEISX;
KPUTEpUH ONPEIEICHUS HEHHOCTH J1e]T
(moKyMEHTOB) IS TAJIbHEWIIIETO XPaHSHHUS HITH
YHUUTOKEHUS;

TpeOOBaHUs K MpolleccaM YHUUYTOXKECHUS
nH(OpPMALIUY B TPATULIMOHHOM H 3JIEKTPOHHOM
BH/JIE;

TpeOOBaHMS OXpaHbI TPY/IA.




[IK 2.5.
Ocy1ecTBIATH
UCIIOJIb30BaHUE
APXUBHBIX JIEIT
(IOKYMEHTOB), B TOM
qucie ¢
UCTIOJIb30BaHUEM
ABTOMATHU3UPOBAHHBI
X CHCTEM

HaBbiku

OCYILIECTBJIEHHUS UCITOJIb30BaHUs APXUBHBIX JIE]T
(TOKYMEHTOB), B TOM YHCJIE C UCIIOJIb30BAaHUEM
ABTOMATU3UPOBAHHBIX CUCTEM

Ymenus:

CUCTEMAaTHU3UPOBaTh U 0000IIATh CBEACHUS O
COCTaBE U COAEPKAHUM APXUBHBIX J1E]
(1OKyMEHTOB);

MCIOJIb30BaTh NH(OPMAaLMOHHBIE TEXHOJIOTUU B
00J1aCTH CO3aHuUs CIIPABOYHO-TIOUCKOBBIX
CPEICTB apXuBa U IOKYMEHTUPOBAHHbBIX chep
JeSATEIbHOCTH OpraHU3alny;

(hopMUPOBAaTh OCHOBHBIE M BCTIOMOTaTEJIbHbBIE
BH/JIbI QDXMBHBIX CIIPABOYHUKOB B DJIEKTPOHHOM
opme;

MO/IrOTABIIMBATH UH(POPMAITMOHHBIE JIOKYMECHTHI
I10 3arpocam MoJIb30BaTelIel pa3InyHbIX
KaTeropui.

3Hanun:

HOpPMaTHUBHBIE ITPAaBOBbIE aKThl Poccuiickon
®enepanyn B chepe AeI0NPOU3BOICTBA;
HOPMAaTHUBHBIE NPABOBBIE aKThl Poccuiickon
®enepanyn B 0071aCTH 3aIUThI HEPCOHATBHBIX
JaHHBIX;

METOAMYECKHE JOKYMEHTHI B 00JacTH
WCIOJIb30BAaHUS U MyOJINKAIIMM apXUBHBIX [T
(1OKyMEHTOB);

cepTuduIrpoBaHHbIE HHPOPMAIIIOHHO-
MIOMCKOBBIE CHCTEMBI B 00JIaCTH pa3pabOTKU
Hay4HO-CIIPaBOYHOTIO armapara
JOKYMEHTUPOBAaHHBIX C(ep AeITeTbHOCTH
OpraHM3aluy;

CPOKH BBITIOJTHEHMSI paObOT IO OpraHU3aluu
HCIOJIb30BAaHUS APXUBHBIX el (IOKYMEHTOB);
OpraHU3alMOHHBIE TPUHIIMITBI HCTIOIb30BaAHUS
JIOKYMEHTOB OI'PaHUYEHHOI'0 J0CTYIIa;
TpeOOBaHUS K IOJIFOTOBKE apXUBHBIX CIPABOK U
BBIIIMCOK U3 apXUBHBIX IOKYMEHTOB;
TpeOOBaHMS OXpaHbI TPY/IA.

JIokyMeHTUpOBaHU
€ XO3SAMCTBEHHBIX
onepanuit u
BEJICHHE
OyXTaJITEepCKOTO

ydera

IIK.3.1
Ocy1ecTBIATH
JIOKYMEHTAITMOHHOE
obecrneucHUe
XO3SMCTBEHHBIX
onepanun

HaBbIKkH:
Ocy1ecTBiieHHE TOKYMEHTHPOBAHUS
XO3SIICTBEHHBIX OIEparmii

Ymenusn:

HpI/IHI/IMaTI) HpOI/ISBOJ'II)HI)Ie HepBI/I‘IHLIe
Oyxranatepckue JOKYMEHTBI, pacCMaTpHUBacMbIe
KaK MACbMEHHOE JIOKA3aTeIbCTBO COBEPIICHUS
X034iCTBEHHOU Onepaluy Win MojayyeHue
paspelieHus Ha ee IPOBEICHHUE;




IIPUHUMATh [IEPBUYHBIE OyXTalaTepCKue
JIOKYMEHTBI Ha OyMa)>XHOM HOCUTENE U (UJIK) B
BUJI€ AJIEKTPOHHOTO JOKYMEHTA, [TOIUCAHHOTO
JIEKTPOHHOMN MOANHUCHIO;

IIPOBEPATH HAJIMYKE B POU3BOJIBHBIX
MEPBUYHBIX OYXTaITEPCKUX TOKYMEHTAX
00513aTEeNIbHBIX PEKBU3UTOB;

MPOBOJUTH (POPMaTBHYIO IIPOBEPKY
JOKYMEHTOB, IIPOBEPKY IO CYIIECTBY,
apu(pMeTHUUYECKYIO IIPOBEPKY;

MPOBOJIUTH TPYNIUPOBKY EPBUYHBIX
OyXraJTepcKux JOKYMEHTOB I10 Py
IIPU3HAKOB;

IIPOBOJIUTH TAKCUPOBKY U KOHTUPOBKY
NEPBUYHBIX OYXTalTEPCKUX TOKYMEHTOB;
OpPraHU30BBIBATH JOKYMEHTOOOOPOT;
pa3duparbcs B HOMEHKIIAType JelT;

3aHOCHTH JIaHHBIE TI0 CTPYIITUPOBAHHBIM
JOKYMEHTaM B PETUCTPbl OyXrajTepcKoro
yueTa;

nepeaaBaTh NepBUYHbIE OyXrajTepcKkue
JOKYMEHTBI B TEKYLIUI OyXranrepckuil apxus;
nepeaaBaTh NepBUYHbIE OyXrajTepcKue
JOKYMEHTHI B IOCTOSIHHBIN apXHB 110 HCTECUCHUH
YCTAHOBJICHHOTO CPOKA XPaHECHHUS;
UCTPABIIATh OIIMOKH B IEPBUYHBIX
OyXraJaTepcKux JJOKYMEHTax

3Hanus:

o01mmue TpeboBaHMs K OyXTralTepcKoMy y4yeTy B
YacTH IOKyMEHTHPOBAHUS BCEX XO3HCTBEHHBIX
JNENCTBUN U ONEPALINiA;

TIOHSATHE TIEPBUYHON OyXTanTepCcKoi
JOKYMEHTAIIHH;

OTIpeJieJIeHUE MEPBUYHBIX OyXTalTepCKUX
JIOKYMEHTOB;

(opMBbI IEPBUYHBIX OYXTalTePCKUX
JOKYMEHTOB, COJIEpKAIIUX 00s3aTebHbIC
PEKBU3UTHI IEPBUYHOTO YUETHOTO JTJOKYMEHTA;
MOPSZIOK TIPOBEICHUS TIPOBEPKH TTIEPBUIHBIX
OyXraJaTepcKux JTOKYMEHTOB, (popMaIbHOM
MIPOBEPKH JOKYMEHTOB, TPOBEPKH I10
CYIIECTBY, apu(PMETHIECKON MPOBEPKH;
MPUHIUIIBI ¥ TPU3HAKH TPYIIITUPOBKU
MEPBUYHBIX OYXTaITEPCKUX TOKYMEHTOB;
MOPSA0K IPOBEIEHUS TAKCUPOBKU U
KOHTHPOBKH MTEPBHYHBIX OYXTaJITEPCKUX
JOKYMEHTOB;

MOPSAA0K COCTaBJIEHUS! PETUCTPOB
OyXTaJITePCKOTO YYETa;




MpaBWJIa U CPOKU XPaHEHUS IEPBUYHON
OyXxrajiatepckoil T0KyMeHTaluu

[1K.3.2 Bectun
OyXTalTePCKUH yUIeT

HaBpIkn:
BEJICHUS] OYXTaIITEPCKOTO Y4eTa OpraHu3aIuu

YMenus:

MPOBOANTH YUET OCHOBHBIX CPEJCTB;
MIPOBOJIUTH YUET HEMATePUAIbHBIX aKTHBOB;
MIPOBOJIUTH YUET JIOJITOCPOYHBIX HHBECTHIINM;
MIPOBOJIUTH Y4eT (PMHAHCOBBIX BIOKECHUHN H
LIEHHBIX Oymar;

MIPOBOJIUTH YUET MaTepUaIbHO-
MIPOU3BO/ICTBEHHBIX 3aI1ACOB;

MPOBOAMTH YUET 3aTPaT Ha MPOU3BOJICTBO U
KaJIbKYJIMPOBaHUE C€0ECTOMMOCTH;

MPOBOAMTH YYET TOTOBOW MPOIYKIIUH U €€
peanu3anum;

MPOBOAMTH YUET TEKYIIUX OIEpaluii 1
pacyeTos;

MPOBOJIUTH YUET TPYZa U 3apabOTHOMN IUIATHI;
IPOBOAMTH YUeT (PMHAHCOBBIX PE3yIbTATOB
UCIIOJIb30BaHUS IPUOBLIH;

MPOBOANTH YUET COOCTBEHHOTO KaIlUTANa;
MIPOBOAMTH YUET YCTABHOTO KAITUTANA;
MIPOBOAMTH YUET PE3EPBHOTO KamuTaia 1
1L1€JIEBOT0 (PUHAHCHPOBAHUS;

MPOBOJIUTH YUET KPEAUTOB U 3aliMOB,;
paccuMThIBaTh 3apabOTHYIO IJIaTy
COTPY/AHHUKOB;

OTIpeIeNIATh CYMMY yJepKaHUN U3 3apaboTHON
IUIaThl COTPYAHUKOB;

oTpeneNATh (PMHAHCOBBIE PE3YIbTATHI
JeSITeIbHOCTH OPTaHU3aIluH 110 OCHOBHBIM
BUJIAM J€ATEIbHOCTH;

oTpeeNIATh (PMHAHCOBBIE PE3YIbTATHI
JEeSITeTbHOCTH OPTaHU3aI|H 0 TPOYHUM BUIaM
TeSITeTbHOCTH;

MIPOBOJIUTH YU€T HepaclpeIeJeHHOW TPpUObLIH;
OTIPENIENIATH TeJT U IEPUOTUIHOCTD
MPOBE/ICHNUS] HHBEHTApU3aIlNH;
PYKOBOJICTBOBATHCSI HOPMAaTHBHBIMHU
MIPABOBBIMU aKTaMH, PErYJIHUPYIOLUIMMH TOPSA0K
MIPOBE/ICHUS] HHBEHTapU3allul aKTHBOB,;
MOJIb30BaThCs CIELUATBHON TEPMUHOIOTHEN
NIPU IPOBEICHUH UHBEHTAPHU3AIMU aKTHBOB;
JlaBaTh XapaKTePUCTUKY aKTUBOB OPTaHU3aINH;
COCTABJIATh aKT I10 pe3yJabTaTaM
WHBEHTApHU3alNH;




COCTABJISITh CIIMYUTEIbHBIE BETOMOCTH U
yCTaHaBJIMBAaTh COOTBETCTBUE JJAHHBIX O
(haKkTUYECKOM HAJTMYUU CPEJICTB JAHHBIM
OyXrajiaTrepckoro y4era,

BBIIIOJIHATH KOHTPOJIBHBIE POLEAYPHI U UX
JTOKYMEHTHPOBaHHE, TOTOBUTH M OPOPMIISATH
3aBEpIIAIOIINE MaTepUaIbl 10 PE3yIbTaTam
BHYTPEHHETO0 KOHTPOJIA

3HaHuA:

MOHATHE U KIIACCU(UKALIUIO OCHOBHBIX CPE/ICTB;
OLICHKY U IEPEOLICHKY OCHOBHBIX CPEJICTB;

y4eT MOCTYIUIEHUSI OCHOBHBIX CPEJCTB;

yueT BBIOBITHSI U apPEH]Ibl OCHOBHBIX CPEJICTB;
y4eT aMOPTH3aLlM1 OCHOBHBIX CPECTB;
O0COOCHHOCTH Y4€Ta apeHI0BaHHBIX U CIAHHBIX
B apeH/ly OCHOBHBIX CPEJCTB;

MOHATHE U KIIACCU(UKAIIUIO HEMaTePUATbHBIX
aKTUBOB;

y4YeT NOCTYIICHUS U BBIOBITHSA
HEMAaTepHUaIbHBIX aKTUBOB;

aMOPTH3ALUI0 HEMATEPUAIbHBIX AKTUBOB;

YUeT IOJITOCPOYHBIX NHBECTULUN;

y4deT (PMHAHCOBBIX BIOXKEHUH U IIEHHBIX Oymar;
y4eT MaTepuabHO-TIPOU3BOACTBEHHBIX
3aracos:

MOHATHUE, KJIACCU(PUKALINIO U OLIEHKY
MaTepuaabHO-IIPOU3BOICTBEHHBIX 3aI1aCOB;
JOKyMEHTaIbHOE 0(OpMIIEHHE MTOCTYIIIICHUS U
pacxo/1a MaTepualbHO-IIPON3BOICTBEHHBIX
3aracos;

y4eT MaTepuasoB Ha CKJIaJe U B OyXraiTepuu;
CUHTETHUYECKUHN yUeT IBUKEHUS MaTepUaJIOB;
yY4eT TPAHCIIOPTHO-3arOTOBUTENBHBIX PACXO0B;
yderT 3aTpaTr Ha IPOU3BOJICTBO U
KaJIbKYJIMPOBaHNUE CEO0ECTOMMOCTH:

CUCTEMY yueTa IIPOU3BOACTBEHHBIX 3aTpaT U UX
KJ1accu(uKanuio;

CBOJHBIN y4eT 3aTpaT Ha IPOU3BOJCTBO,
o0cCITy>)KuBaHHE MTPOU3BOJICTBA U YIIPABIICHUE;
0COOEHHOCTH ydeTa U pacipeesieHus 3aTpar
BCIIOMOTI'aTeJIbHBIX IIPOU3BOJICTB;

y4eT IOTEPb U HEMPOU3BOACTBEHHBIX PACXO0B;
Y4ET U OLIEHKY HE3aBEPIIEHHOTO MPOU3BOJICTBA;
KaJIbKYJSIHIIO ce0eCTOMMOCTH POAYKIINH;
XapaKTEPUCTUKY TOTOBOM MPOAYKIINH, OLIEHKY U
CUHTETUYECKHUU YUET;

TEXHOJIOTHIO PeAIN3al[ii TOTOBOM MPOAYKIIMU

(pabor, yciyr);




y4eT BBIPYUKH OT peanu3aiiu NpoIyKIuu
(pabor, yciyr);

y4eT pacxo/I0B 110 peaan3aluu NpoayKIHUH,
BBITIOJTHEHUIO Pa0OT U OKa3aHUIO yCIYT;

y4eT JeOMTOPCKOU U KPEeIUTOPCKOM
3aJI0JKEHHOCTU M (JOPMBI PACUETOB;

yU4eT pacyeToB ¢ pAOOTHUKAMHU 110 TIPOYHM
orepaysaM 1 pacueToB C MOJOTYETHBIMU
TULAMH,

HOpPMAaTHUBHBIE NIPABOBBIE AKThI, PETYIUPYIOLINE
MOPSTOK TIPOBEACHNSI HHBEHTAPHU3AI[UH AKTHBOB
" 00s13aTCILCTB;

OCHOBHBI€ MTOHATHS MHBEHTAPU3aIllUU aKTUBOB;
XapaKTEPUCTHKY OOBEKTOB, IMOJICIKAIINX
WHBCHTApH3AIHH,

e U IEPHOJNIHOCTD ITPOBEICHUS
WHBEHTapHU3aI[MH HMYIIECTBA;

3a/1a4M U COCTAB MHBEHTAPU3ALMOHHON
KOMHCCHH;

MpoIecC NOArOTOBKH K MHBEHTAPH3AIHH,
MOPSAIOK TIOJTOTOBKU PETUCTPOB
AQHATUTHYECKOTO y4yeTa 1o 00BbeKTaM
WHBCHTApH3AIHH,

MepeyueHb JIUIl, OTBETCTBEHHBIX 32
MOJITOTOBUTENLHBIN ATAI sl TOA00pa
JOKYMEHTAIIUH, HEOOXOIMMOM [IJIs1 MPOBEACHUS
WHBEHTapHU3aIlH




Pa3znen 5. Ctpykrypa o0pa3oBareibHOM NPOrPaMMbl

5.1. YueOHbIii mu1an

[Tpunoxenue
5.2. KanennapHslii yueOHblii rpaguk

[Tpunoxenue
5.3. PaGouasi nporpaMmMa BOCHIUTAHUSA

5.3.1. lenu u 3aga4u BOCIIUTAHUS OOYYAIOMIMXCS TP OCBOSHWU MMU 00pa3oBaTeIbHON
IIPOrpPaMMBI:

Lenb paboueil mporpaMMbl BOCIIUTAHHUS — CO3/IaHUE OPTaHU3AlMOHHO-TIEAArOTHYECKUX
yCIOBHHA Ui (POPMHPOBAHUS JTMYHOCTHBIX PE3yJIbTAaTOB OOYYAIOIIMXCS, MPOSBISIIOIIUXCSA B
pPa3BUTUM MX MO3UTHBHBIX YYBCTB U OTHOIIEHHH K POCCHUHCKUM Tpa)KIaHCKUM (0a30BbIM,
oOlIeHallMOHAIbHBIM) HOPMaM U LEHHOCTAM, 3akpelui€HHbIM B Koncturymuu Poccuiickoit
Oenepanyii, ¢ y4eToM Tpaaullii U KynbTyphl cyOwbektra Poccuiickoii Denepamuu, AETOBBIX
KAayeCcTB CHELMAIUCTOB CPEJAHEr0 3BEHA, OIPENEICHHBIX OTPaciIeBbBIMU TPeOOBaHUSAMU
(KOpIIOpaTUBHOM KYJIbTYPOK).

3anaumu:

— (opmupoBaHUEe €AMHOTO BOCIUTATEIBHOIO IPOCTPAHCTBA, CO3JAOLIETO paBHBIC
YCIIOBHS ISl Pa3BUTHS 00yUarOIUXcs MPoPEeCCHOHATBHON 00pa30BaTeIbHON OpraHu3aIny;

— OpraHu3alys BceX BUJOB JESITEIbHOCTH, BOBJIEKAIOIIEH 00y4Jaronuxcs B 00IIECTBEHHO-
LIEHHOCTHBIE COLIMAJIN3UPYIOIINE OTHOIICHHUS;

— (hopmupoBaHue y 00yJaromuxcs npoQeccuoHaIbHON 00pa30BaTeNIbHON OpraHU3aIuu
00X IIEHHOCTEH, MOPAJIbHBIX U HPABCTBEHHBIX OPHEHTHUPOB, HEOOXOUMBIX JIJIsl YCTOMYUBOTO
pa3BUTHS TOCY1ApCTBA;

— YCHWJIEHHE BOCIHMTATEJIbHOIO BO3JEUCTBUS Oraromapsi HENpEephIBHOCTH Mpoliecca
BOCITUTAHUS.

[Ipunoxenne
5.4. KasenaapHblii IV1aH BOCIIMTATEJIbHOM PadoThI

[Ipunoxenne

Pa3znes 6. YciaoBus peanusanum o0pa3oBaTesibHOM MPOrpaMMbl

6.1. TpeOboBaHMsI K MaTepHAIbHO-TEXHUYECKOMY OO€cleYeHnuto 00pa3oBaTeNbHON
IPOTPaMMBI

6.1.1. CneuuanbHble TOMEIIEHUS TMPEACTABISAIOT CcO0O0W YydeOHble ayAUTOPHH IS
MIPOBEJCHUS 3aHATUN BCEX BMJIOB, IPETYyCMOTPEHHBIX 00pa30BaTeIbHOM MPOrpaMMoOil, B TOM
YHCJIe TPYNIOBBIX U MHIMBUAYAIBHBIX KOHCYJIbTALUN, TEKYILETO KOHTPOJIS U MPOMEXYTOUHON
aTTECTAIlNH, a TAK)KE TIOMEIICHHS JJIsl CAMOCTOSITEIIHHON M BOCITUTATEIBHOM PabOThI, MAaCTEPCKHE
U J1abopaTopuu, OCHAIlleHHbIE OOOpPYIOBAaHUEM, TEXHUYECKHMMHU CpEICTBAMU OOyYeHHUS U
MaTepHrallaMH, YYUTHIBAIOIIMMHU TPEOOBAHHS MEXTyHAPOIHBIX CTAHIAPTOB.

Ilepeyenn cnenuaabHbIX MOMeIEeHHIi

KaOunernl:

COIMATTbHO-9KOHOMHUYECKUX H YITPABICHUCCKHUX JUCIIUTIINH,
WHOCTPAHHOTO SI3bIKa B MPO(eCcCHOHANBHON 1eATeTbHOCTH;
PYCCKOTO s13bIKa B MTPO(eCcCHOHATBHOM IeATeTbHOCTH;
paBoOBOro o0ecrieyeHust MPohecCHOHATEHON AEATEIbHOCTH;
JIOKYMEHTAITMOHHOTO 00ECIIeUCHUs YIIPABJICHHUS;
aApXUBOBE/ICHUS,

po¢eCCUOHAITBHON ATUKH M OCHOB JICJIOBOTO OOIICHHSI;



OpraHU3aIMH CEKPETAPCKOr0 0OCTyKUBAHHUS;
0€30I1aCHOCTH KHU3HEACATEIbHOCTH;

METOANYECKUI.

JlaGoparopuu:

KOMIIBIOTEPHON 00pabOTKH TOKYMEHTOB;
MH(GOPMALMOHHBIX 1 KOMMYHUKAIIMOHHBIX TEXHOJIOTUH;
apXHUBHOTO JIENa;

opraHu3anuu paboThl ¢ JOKYMEHTaMH;

CHCTEM 3JICKTPOHHOTO JOKYMEHTOO0O0POTa;

yueOHas KaHUEJApHsL.

CnopTHBHBII KOMILJIEKC

CriopTuBHBIH 3aI1

3anbi:

OnOIMOTEKA, YUTATBHBIN 3aJ1 C BEIXOJOM B HHTEPHET;
aKTOBBIII 3471,

6.1.2. MarepuaabHO-TEXHHUECKOE OCHAIICHUE KaOMHETOB, JIAOOpAaTOPHil, MACTEPCKUX U
0a3 npaktuku no crnenuanbHocTH 46.02.01 JlokyMeHTallMOHHOE OOecneueHue ynpaBieHUs U
apXMBOBEJICHHUE.

OO6pazoBaTenbHasi OpraHu3alMs, peaIn3yrolias nNporpamMmy 1o crneruaibHoctu 46.02.01
JlokyMeHTalMoHHOe O0eclieYeHue YNpaBiIeHUsI U apXUBOBEJECHUE, pacrojaraeT MaTepuaibHO-
TEXHUUYECKOM 0a3zol, oOecreuyuBaronlel MPOBEJEHUE BCEX BUAOB AMCUUILUIMHAPDHOM U
MEXIUCUUIUIMHAPHON IOATOTOBKH, J1aOOpaTOpPHOM, MpaKTUUeCKOW paboThl oOydaromuxcs,
IPEyCMOTPEHHBIX Y4YEOHbIM IUIAHOM M COOTBETCTBYIOIIEH JEHCTBYIOIIMM CAHUTAPHBIM U
IPOTHBOIOXKAPHBIM TPaBWJIaM M HOPMaM B pa3pe3e BHIOpaHHBIX TPAeKTOpHid. MHMHUMaJIbHO
HeoOxomumbld  Juist peanuzanuu OIl mepeyeHb MaTepuanbHO-TEXHUYECKOTO oOOecreueHus,
BKJIIOYAET B ceOsl:

6.1.2.1. OcHammenne KaOMHETOB

Kabuner ConnanbHO-5KOHOMHUYECKUX U YITPABICHUYECKUX JUCHUIUINH
Ne ‘ HaumenoBanue o06opyaoBanus ‘ TexHn4eckoe onmcaHme
| Cnenmnanu3upoBanHas MebesIb M CUCTEMbI XPaHeHH
OcHoBHOe 000py10BaHHe

1 | pabouue cTOM U CTYJ MO KOJIMYECTBY O0yUaIOIIUXCS Crou yueHn4eCKHi

JIBYXMECTHBIN — 15 mTyK,
cTyn ydeHnueckuii — 30
MITYK
2 | pabodee MECTO MpenoaaBaTes Cron ¢ Tym60i#t — 1 mryka,
cTyn — 1 mryka

JlonotHUTE/ILHOE 000PY/A0BaHHNE
1 MecTo 11 XpaHeHus: TocoOuii Crennaxwu, Tym0a ams
[UIAKaTOB

Il Texuuueckue cpeacTaa
OcHoBHOe 000py/iI0BaHHE

1 | mepcoHaJIbHBINM KOMIIBIOTEP HoytOyk — 1 mityka

2 | IPOEKTOP [Tpoextop noasecHoi — 1
HITYKa

3 | sKkpaH DkpaH — | mTyka

JonosHuTEIBHOE 000PYAOBAHME
1 ‘ Kanpkynsitop ‘ Kanpkynaropsl




111 JlemoHcTpannoHHbie yueOHO-HATJIAIHbIE TOCOOUS

OcHoBHOe 000py10BaHHe

1 | Ilmakatsr HaGopsb! mrakaToB 1o
TeMaM

2 | BupryanbHbie TpeHaKepbl BupTryanbHbie TpeHa)epbl

JlonosHuTEIBHOE 000PYAOBAHHME

1 [IpezenTanuu Kommnekt npe3enraruit
110 TEMaM

Kabuner MHOCTpaHHOTO s13bIKa B TPO(ECCHOHATIBHOMN 1A TEILHOCTH
Ne | HaumenoBanue o6opynoBanus | Texuuueckoe onucanue

| CHeIIHaJII/I3Hp0BaHHaH MedeJIb U CHCTEMbI XpaHCHUSA

OcHoBHOe 000py10BaHHe

1 | paGouue CTON U CTYJ O KOJUYECTBY 00yUarOIINXCs Cron yueHU4eCKHit
nByxMecTHbI —10 u 5
HITYK B IByX KaOMHETax,
cTyn yaeHndeckuii — 20 u
10 wTyk B 1BYX
kaOMHeTax

2 | pabodee MECTO MperoJaBaTeIIs Crout ¢ Tym060i#i — o 1
HITyKe, CTyJ — ol mryke
B JIBYX KaOMHETax

JonosiHUTE/ILHOE 000PY/A0BaAHHME

1 | Mecro mist XpaHeHus ocoOuii Crennaxu, mkad, Tymo6a
JUTSI TIITAKATOB

Il Texunueckue cpeacTna

OcHoBHOE 000pyaOBaHHE

1 | nepcoHaJIbHBII KOMIIBIOTEP HoyTt6yk — 1 mityka
2 | mpoeKTop ITpoexTop — 1 mTyka
3 | ’KpaH OkpaH — | mTyka

JonojHuTEIBbHOE 000pYy10BAHHE

11 leMoHcTpanMoHHbIe Y4eOHO-HALJIsIAHbIE TOCO0OUS

OcHoBHOE 000pya0BaHHE

1 | Ilnakatsi HaGops! rurakaToB 1o
TeMaM

2 | BupryanabHble TpeHaXephl BupTryanbHble TpeHaXepbl

JonojiHuTEIbHOE 000pPYy10BAHME

1 | IIpesentauuun KommuiekT npezenTanuit
110 TEMam

Kabuner Pycckoro si3pika B IpodecCHOHANBHOM eI TeTbHOCTH
Ne ‘ HaumenoBanne o60opyaoBanus ‘ TexHudeckoe onmucaHme

| CnenuanusnpoBaHHas MeGeb M CHCTeMbl XpPaHEHUS

OcHoBHOE 000py10BaHHNe

1 | pabouue cTON U CTYJ MO KOJIMYECTBY O0yUaAIOIIUXCS Crou yueHN4eCKHit
JIBYXMECTHBIN — 15 mTyK,
cTyn yueHnueckuii — 30

HITYK

2 | pabodee MECTO MPEToOAaBaTEIs Cron ¢ Tym60i#i — 1 mryka,
cTyn — 1 mTyka




JonmosiHuTEIbHOE 000PYI0BAHUE

1

MecTo 11 XpaHeHUs: ToCOOmi

Cremnaxu, TymOa Juist
IJIAKaTOB

Il Texunueckue cpeacTna

OcHOBHOE 000pyI0BaHUE

1 | nepcoHaJIbHBII KOMIIBIOTEP HoytOyk — 1 mityka
2 | mpoeKkTop IIpoekTop — 1 miryka
3 | sKkpaH OkpaH — | mryka

JonosHuTEIBLHOE 000PYAOBAHME

11 leMoHcTpanMoOHHbIe Y4eOHO-HALJISIAHbIE TOCO0OHUS

OcHOBHOE 000pyI0BaHUE

1 | Ilnakats HaGops! rutakaToB 1o
TeMaM
2 | BupryanbHble TpeHaKEpbI BupTtyanbHbie TpeHa)epbl

JlonoJiHHTEIbHOE 000py/1I0BaHHE

1 | IIpesenrauuun Kom1uiekT npe3eHranuit
110 TEMam
Kab6uner IlpaBoBoro obecnedyenus: npoeccuoHaIbHON e TeIbHOCTH
Ne ‘ HaumenoBanue 060pynoBanus ‘ TexHu4ecKkoe onmcaHme

| Cnenmanu3supoBanHas MeGesib M CUCTEMbI XPaHeHHs

OcHoBHOe 000py/10BaHNE

1 | pabouue cTOI U CTYJ MO KOJIMYECTBY 00 yUaIOIMIHUXCS Cron yueHn4eckui
JIBYXMECTHBIN — 15 mTyK,
cTyn yueHnueckuii — 30
MITYK

2 | pabodee MeCTO MpenoaaBaTes Cron ¢ Tym60i#t — 1 mryka,

cTyn — | mTyka

JlonosHuTEIBHOE 000PYAOBAHME

1

Mecro niis xpaHeHus1 TocoOui

Crennaxu, Tym6a st
IUIAKaTOB

Il Texunueckue cpeacTna

OcHoBHOe 000py/1I0BaHHe

1 | mepcoHaJIbHBIA KOMIBIOTEP HoytOyk — 1 mityka
2 | mpoekTop ITpoexTop — 1 mTyka
3 | pkpaH OkpaH — | mTyka

JonojHuTEIBbHOE 000pPYy10BAHME

1

‘ Kanpkynaropsl

Kanpkynaropsl

11 lemoHcTpanmoHHble y4eOHO-HALJIsA/IHbIE TOCOOMS

OcHoBHOe 000py/iI0BaHHE

1 | [Inakatsl HaGops! m1akatoB 1o
TeMaM
2 | BupryanabHble TpeHaXephl BuptyanbHble TpeHaKEPHI

JonojiHuTEIbHOE 000pPYy10BAHME

1

[Ipe3enTanuun

KommiekT npe3enTaruii
10 TEMaM




Kabuner JIokyMEeHTallMOHHOTO 00ecrieueHus! YIPaBICHUS

Ne ‘ HaunmenoBanue o00py10BaHus

\ Texnuueckoe onucanue

| CneunanusupoBanHasi MedeJib M CHCTEMbI XPAHEHUS

OcHOBHOE 000pyI0BaHUE

1 | paboune CTOM U CTYJ IO KOJIMYECTBY OOYUaIOLINXCS

Cron yueHU4ecKuit
JIBYXMECTHBIN — 15 mTyK,
cTyn yueHnueckuii — 30

HITYK

pa60qee MECTO IIpEoJaBaTeise

Cron ¢ Tym60ii — 1 mTyka,
cTyn — | mTyka

3 | cucTteMbl XpaHEHHUs el B yueOHON KaHUEeIsIpUn

JlonosHuTEIBHOE 000PYAOBAHHME

1 Mecto aiis XpaHeHUs TOCOOui

Crennaxwu, Tym0a ass
ILUIaKaTOB

Il Texuuyeckue cpeacTna

OcHOBHOE 000py10BaHNE

1 | nepcoHaJIbHBII KOMITBIOTEP

Hoyt6yk — 1 miryka

2 | IpOeKTOp [Tpoekrop — 1 mTyka
3 | sxpan Okpan — | mTyka
4 | MOY MOV — 1 mryka
JlonoJjiHuTEIbHOE 000PY/I0BaHNE
5 | Kanbkynsopsr | Kanbkyastops!

11 leMoHcTpanMoHHbIe Y4eOHO-HALJIsIAHbIE TOCOOUS

OcHoBHOe 000py/10BaHHE

1 | [Mnakatsl HaGops! makatoB 1no
TeMam
2 | BupryanbHble TpeHaXephl BuptyanbHble TpeHaKephbI

JonojHuTEIBbHOE 000pYy10BAHHE

1 | IIpeseHtauuun KommuiekT npezeHTanuit
110 TEMam
Kabuner ApxuBoBeneHus
Ne ‘ HaumenoBanue o060opyaoBanus ‘ TexHn4eckoe onmcaHme

I Cneunaﬂmnponaﬂﬂaﬂ Me0eJIb U CHCTEMBbI XPaHCHUSA

OcHoBHOe 000py/10BaHHe

1 | paGouue CTON U CTYJ IO KOJTUYECTBY 00YyUarOIIIXCs

Cron yueHn4eckuit
JIBYXMECTHBIN — 15 mTyK,
cTyn yueHnueckuii — 30

HITYK

2 | paboyee MeCTO MpenoaaBaTes Cron ¢ Tym60i#t — 1 mryka,
cTyn — 1 mryka

3 | apxuBHBIE MIKa(BI ApxuBHbIf mKad — 1
ITyKa

4 | oducHBIE CTENIAXU Crennax opucHsbIif — 1

HITyKa

JonojiHuTEIbHOE 000pPYy10BAHME

1 | MecTto ans xpaHeHus mocoouit

Crennaxwu, Tym0a ais
[UIAKaTOB

Il Texunueckue cpeacTna

OcHOBHOe 000pyI0BaHUE




1 | mepcoHaNbHBIN KOMITBIOTED HoytOyk — 1 mTyka
2 | IpOeKTop ITpoekrop — 1 mryka
3 | sKkpaH OkpaH — | mryka
4 | MOY MOV — 1 mryka
JonmosHuTeIbHOE 000PYI0BAHUE
1 ‘ Kasbkynsaropsl ‘ Kanbkynsaropsl

11 leMoHcTpanMoOHHbIe Y4eOHO-HALJISIAHbIE TOCO0OUSI

OcHOBHOE 000pyI0BaHUE

1 Tlnakatsl

Habops! 1utakaToB 1o
TeMaM

2 | BupryanbHble TpeHaXepHI

BupryasbHble TpeHaKepbl

JdonmosHuTe IbHOE 000PYI0BAHUE

1 [Ipe3enTanmn

Kommuiekt npesenranuit
110 TEMaM

Kabunet [IpodheccrnonaabHO# 3TUKH M OCHOB JIEJIOBOT'O OOIICHHS

Ne ‘ HaumenoBanue 060pynoBanus

\ Texnuueckoe onucanue

| Cnenmanu3supoBanHas MmeGesib M CUCTEMbI XPaHeHH

OcHoBHOe 000py/1I0BaHHE

1 | paboune CTON U CTYJ IO KOJIMYECTBY 00 yUJaIOMIUXCSI

Cron yyeHu4ecKui
JIBYXMECTHBIN — 15 mTyK,
cTyn yueHnueckuii — 30

HITYK

2 | pabodee MeCTO IIPEToIaBaTels

Cron ¢ Tym60#t — 1 mryka,
cTyn — | mTyka

JlonosHUTEIBLHOE 000PYAOBAHHE

1 | Mecto mist XpaHeHus TocoOuii

Crennaxwu, TymO6a st
IUIAKaTOB

Il Texunueckue cpeacTna

OcHoBHOE 000pya0OBaHHE

1 | nepcoHaJIbHBII KOMIIBIOTEP

HoyTt6yk — 1 mityka

2 | IpoeKTop

ITpoektop — 1 mryka

3 | ’KpaH

OkpaH — | mTyka

JonojiHuTEIbHOE 000pYy10BAHME

11 leMmoHcTpanMoHHbIe Y4eOHO-HALJIsIAHbIE TOCO0OUSI

OcHoBHOE 000py10BaHHe

1 Tlnakatsl

HaGops! rurakaToB 1o
TeMaM

2 | BupryanabHble TpeHaXephl

BuptyanbHble TpeHaKEPHI

JonojiHuTEIbHOE 000pPY10BAHME

1 [Ipesenraruu

KommiekT npesenTanuit
10 TEMaM

Kabuner Opranusanuu ceKpeTapckoro o0CIyKUBaHUS

Ne ‘ HaumenoBanne o60opynoBanus

TexHanueckoe onUcaHue

| CnenuanusnpoBaHHas MeGeb M CHCTeMbI XpPaHEHUS

OcHoBHOE 000py10BaHHNe

1 | pabouue CTON U CTYJ MO KOJMYECTBY 00 yUaIOIIUXCS

Cron yueHn4eckuit
JIBYXMECTHBIN — 15 mTyK,




ctyn yaeandeckuit — 30
LITYK

pa60qee MECTO IIpCoJaBaTeIIse

Cron ¢ Tym60ii — 1 mTyka,
cTyn — | mTyka

3

CUCTCMBI XPpaHCHUA ACII B yLIC6HOI71 KaHIOCIIAPpHUH

JonosHuTEIBLHOE 000PYAOBAHME

1

Mecro aiisa XxpaHeHuUs1 TOCoOOui

Crennaxwu, TymOa s
IUIaKaTOB

Il Texuuyeckue cpeacrna

OcHOBHOE 000pyI0BaHUE

1 | nepcoHaJIbHBII KOMIIBIOTEP HoytOyk — 1 mityka
2 | mpoeKkTop IIpoekTop — 1 miryka
3 | sxpan Okpan — | mtyka

4 | MDY MOV — 1 mryka

JlonoJiHUTEIbHOE 000py/I0BaHHE

1

‘ Kasbkynsaropst

‘ Kanpkynsaropsl

11 leMmoHcTpanMoHHbIe Y4eOHO-HATJISIAHbIE TOCOOHUSI

OcHOBHOE 000py10BaHNE

1 | [Tnakatsl HaGop#b! mrakaToB 1o
TeMaMm
2 | BupryanabHble TPEHaXKEPHI BupryanbHble TpeHaXepbl

JlonoJiHUTEIbHOE 000py/I0BaHHe

1 | [Ipe3enTanuu KowmruiekT nmpe3eHTaruit
10 TCMaM
Kabunet be3omacHoCTH XKU3HEAEITEIHLHOCTH
Ne \ HaumenoBanne 060pynoBaHus \ TexHnyeckoe onucaHue

I Cneunaﬂmnponaﬂﬂaﬂ Me0eJIb U CHCTEMBbI XPaHCHUSA

OcHoBHOe 000py/I0BaHHe

1 | pabouue cTON U CTYJ MO KOJIMYECTBY 00 yUaIOIMIUXCS Cron yueHn4eckui
JIBYXMECTHBIN — 15 mTyK,
cTyn yueHnueckuii — 30
MITYK

2 | pabodee MECTO MPETOaaBaATEIS Croun ¢ Tym60#i — 1 miTyka,
cTyn — | mTyka

3 | mpotuBora3z I'TI-7 110 HOPMATUBY

4 | pecniuparop P-2 110 HOPMATUBY

5 | 3amuTHBIA KocTioM JI-1 110 HOPMAaTUBY

6 | 001IeBOIICKOBOI 3aIIUTHBIN KOCTIOM 110 HOPMATUBY

7 | ob1eBoiickoBOW MPHOOP XMMHUECKON pa3BeAKU 110 HOPMATUBY

8 | xommac-a3umyT 110 HOPMATHBY

9 | MHIMKATOp PaInOAKTUBHOCTH 110 HOPMAaTHUBY

10 | mauBHIYanbHBIN nepeBs3ounbii maket UIITT-1 110 HOPMATUBY

11 | XryT KpOBOOCTaHABJIMBAIOLIHHA 110 HOPMAaTHUBY

12 | anreuka naauBHayaneHas 1. AU-2 110 HOPMATUBY

13 | KOMIUIEKT IPOTHBOOKOTOBBIH 110 HOPMAaTHUBY

14 | uanuBUAYyaNbHBINA poTHBOXHUMHUYEeCcKUi aket MITTT-11 110 HOPMATUBY

15 | cymka canuTapHas Ui OKa3aHMs IEPBOI TOMOIIN 110 HOPMAaTHUBY

noapazaenenusim cuil 'O (mpuka3 Ne 611 ot 08.02.2013)
16 | HOCHJIKM TIIAIICBBIC 110 HOPMATUBY




17 | TpenaxEp-MaHEeKEeH B3POCIOTO MOCTPAIABIIETO 110 HOPMAaTUBY
«Anekcanap-2-0.1» (ronosa, Topc) (WK €ro aHAJIOT) JUIs
0TpabOTKU MPUEMOB CEPJICUHO-JIETOYHON peaHuMaluu (co
CBETO3BYKOBBIM UHIMKATOPOM)

18 | crenn-yronok mapkepHbiii «TexHuka 6€30MacHOCTH. 10 HOPMATUBY
YcrpoiicTBo, cOopka u pazbopka aBromata AK-74.
Hopmatusbei»

19 | crern «IIpuboOpsI pagualuOHHON U XUMHUYECKON 10 HOPMATUBY
pa3BeIKI»

20 | maker aBToMaTa KanamnukoBa (cO0pHO-pa300pHBIii) 110 HOPMATHUBY

21 | yueOHO-TPEHUPOBOYHBIA KOMIUIEKC OTHEBOM MOJTOTOBKM | IO HOPMATUBY
Crpeneu-1/AK (maccorabaputhsliit MakeT AK) umm ero
aHaJIor

22 | crenn «OpraHu3alMoHHas CTPYKTypa BoopyKEHHBIX CHJI | IO HOPMATUBY
Poccuiickoit deneparm»

23 | crena «CpencTBa HHANBUAYAIBHON U TPYIIIOBOM 10 HOPMATUBY
3aIUTHDY

24 | crenn «CpeicTBa 3alIUThl OPTAaHOB JBIXAHUS 110 HOPMATUBY
(MHAMBUIYaTBHBIE CPEJICTBA 3AIIUTHI )

25 | crenna «YcraBbl. 3aKOH BOCHHOH ClTy>kObl. BoeHHas 10 HOPMATUBY
TIPHUCSITA»

26 | «MakeTbl YOSKHUII ¥ POCTEHIIINX YKPBITHID C 110 HOPMATUBY
KOMIUICKTOM (DOJTHIA ¥ TEMATHYECKUX MarHUTOB

JonosHUTE/ILHOE 000PY/A0BaHNE

1 Mecro nsis xpaHeHus: TocoOui Crennaxwu, TymO6a st

TJIAKaTOB

Il Texunueckue cpeacTna

OcHoBHOe 000py/10BaHHE

1 HepCOHaJ'IBHHﬁ KOMIIBIOTCP

HoytOyk — 1 mityka

2 | IpOeKTop

ITpoektop — 1 mryka

3 | ’KpaH

OkpaH — | mTyka

JonoJHuTEIBbHOE 000pYy10BAHME

1 | KanpkynsTops!

KanpKynaropsl

11 lemoHcTpanmoHHbIe y4eOHO-HALJISI/IHbIE TOCOOMS

OcHoBHOe 000py/1I0OBaHHE

1 ITnakatel

HaGops! m1akaToB 1o
TeMaM

2 | BupryasnbHble TpeHa)KEphI

BuptyanbHble TpeHaKEPHI

JonojiHuTEIbHOE 000pPY10BAHME

1 [Ipe3enTaru

KommiekT npe3enTaruii
10 TEMaM

Kabouner Mertoanueckuii

Ne ‘ HaumenoBanne o60opyaoBanus

TexHanueckoe OnUcaHue

| CnenuanusnpoBaHHas Me0Geb M CHCTeMbl XpPaHEHUS

OcHoBHOE 000py10BaHHe

1 | pabGouee MecTO MO KOJUYECTBY METOIUCTOB

Cron ¢ Tym60ii — 1 mTyka,
cTyn — | mTyka

2 | cucTembl XpaHeHUs! y4eOHO-METOANYECKON JOKYMEHTAINH

[Ixadse1, cTemmaxu




JonmosiHuTEIbHOE 000PYI0BAHUE

1 | Mecto juist XxpaHeHHs 10coOHi | Crennaxu, Tym6a
Il Texuuyeckue cpeacTna

OcHoBHOe 000py10BaHHe

1 | npuatep/MOY MOV — 1 mryka
2 | ckanep/ MDY M®V — | mryka
3 | konupoBaNbHEIN anmmapar/MDY MOV — 1 mryka
JonmosHuTeIbHOE 000PYI0BAHUE
1 ‘ Kasbkynsaropsl ‘ Kanpkynsaropsl

111 JlemoHcTpanmnoHHble Y4eOHO-HATJISIHbIE TOCOOUS
OcHoBHOe 000py10BaHHe

1 | [Tnakatsl HaGopsb! mrakaToB 1o
TeMaM

2 | BupryanbHbIe TPEHAKEPHI Bupryanbabie TpeHaKepbI

JonoJiHUTEIbHOE 000PYyI0BAHHE

1 [Ipe3enTanmun Kommnekr npe3enranuit
110 TeMam

6.1.2.2. OcHanieHye NoMeIIeHnH, 3aIeiCTBOBAHHBIX MTPY OPTaHU3AIMU CAMOCTOSITEILHOU
Y BOCIIUTATEIBHOMN pabOTHI.
Kabuner bubnmoreka, YnTaabHBINA 3aJ1 C BBIXOJIOM B HHTEPHET

Ne ‘ HaumenoBanue 060pyaoBaHust ‘ TexHn4eckoe onmcaHme

| OcHoBHOE 000pyTOBaHNE

1 | pabouee mecTo GuOIMOTEKAPS Cron ¢ Tym60#, cTy,
CTOMKa, KOMITBIOTEP,
MOy

2 | cremtaxu OMOIMOTEUHBIE ISl XPaHEHUS 110 HOPMATHUBY

3 | cremmaxu OMOIMOTEYHBIC IEMOHCTPAIIMOHHBIE 10 mryx

4 | paGoume CTOJIBI M CTYJIbs ISl 00YyYaIOIIUXCS Cron yueHn4eckui

JIBYXMECTHBIN — 12 mTYyK,
cTyn yueHnueckuii — 30

HITYK
Il Texuuueckue cpeacTaa
OcHoBHOe 000py10BaHHe
1 | mepcoHanbHBINA KOMIIBIOTED (pabodee MecTo 1 mryka
6ubaroTexaps)
2 | nepcoHabHbIe KOMIBIOTEPHI JJIs1 00Y4aAIOINXCS 3 mTyku
3 | mpuaTep/MOY 1 mTyka
4 | ckanep/MOVY 1 mTyka
5 | konupoBanbHbIH anmapar/MOY 1 mTyka
6 | ZOCTYH K JIEKTPOHHBIM OMOIMOTEYHBIM CHCTEMAM
JonosHuTEIBHOE 000PYAOBAHME
1 ‘ Kanbkynaropst ‘ Kanpkynsaropsl
11 JonojaHuTe1bHOE 000pPY/10BAHME
OcHoBHOe 000py/1I0BaHNE
1 [Ipe3enTanuu Kommnekt npe3enraruit
110 TEMaM

JlonmosiHuTEILHOE 000PYIOBAHUE
1 ‘ BupryanbHble TpeHaXEPbI ‘ BupryasbHble TpeHaKEPbI




6.1.2.3. OcHamenue 1abopatopuit
JlabopaTtopust KomnbsrorepHoit 00pabOTKH TOKYMEHTOB

Ne ‘ HanmenoBanmne 060py,Z[OBaHI/IH ‘ TexHuyeckoe onucaHue

| CHeIIHaJII/ISI/IpOBaHHaH Me0eJIb U CHCTEMbI XPpaHCHUSA

OcHoBHOe 000py10BaHHNe

1 | pabo4me CTON U CTYII IO KOJIMYECTBY O0YHAIOIIUXCS CTOJ1 KOMITBIOTEPHBIH
OJTHOMECTHBIN — 16 mTyK,
HOABEMHO-TTOBOPOTHBIE
Kpecna — 16 mTyk

2 | paboyee MECTO MPETOAABATEIIS Cron ¢ Tym60i#i — 1 mryka,
CTOJI KOMIIBIOTEPHBIN — 1
MITYKa, MTOTbEMHO-
IIOBOPOTHOE Kpecio — 1
HITyKa

3 | MapkepHas 10CcKa Mapxkepnas gocka — 1
TyKa

JonosiHUTE/ILHOE 000PY/A0BaAHME

1 | Mecto juist XxpaHeHHs 10co6Hi | Cremnaxu, Tym6a

Il Texuuyeckue cpeacTna

OcHoOBHOE 000py10BaHNE

1 | mepcoHasIbHBINA KOMIBIOTED IlepconanbHbII
KoMIibroTep — 17 mryk
2 | nmpuaTep/MOY MOV — 1 mryka
3 | ckanep/MOY MOV — 1 mryka
4 | xonupoBasbHbIi anmapat/MOVY MOV — 1 mryka
5 | mpoekTop ITpoektop — 1 mryka
JonoJiHuTEIbHOE 000pY10BAHME
1 | 3Bykonepenaroniue ycTpoiicTaa | KonoHku, HaymrHuKy

11 CneunanmzupoBanHoe 06opy1oBaHue, Medeslb M CHCTEMbl XPAHEHHS

OcHoBHOe 000py/I0BaHHe

1 | Cepaep | Cepsep — 1 mryka

JonojiHuTEIbHOE 000pY10BAHME

IV JlemoHcTpannoHHble yueOHO-HATJIsAIHbIE MIOCOOMS

OcHoBHOE 000py10BaHHe

1 | [Inakatsl HaGops! m1akatoB 1o
TeMaM

2 | BupryanbHble TpeHaXephl BupTryanbHble TpeHaXeEpPbI

JonojiHuTEIbHOE 000PY10BAHME

1 | Ilpe3enTauun KommuiekT npezenTanuit
10 TeMaM

JlaGoparopust THPOpMALIMOHHBIX M KOMMYHHKAIIMOHHBIX TEXHOJOTHI
Ne ‘ HaumenoBanne o60opyaoBanus ‘ TexHudeckoe onmucaHme

| Cnenmnanu3upoBanHas Mebesib M CUCTEMbI XPaHeHH

OcHoBHOe 000py/iI0BaHHE

1 | pabouue CTOIM U CTYJ MO KOJIMYECTBY O0YUaAIOIIUXCSI CroJs1 KOMIIBIOTEPHBIN
OCHAIIEHHbIE KOMITBIOTEPHBIMHU CTOJIAMHU U MOIBbEMHO- OJHOMECTHBIN — 16 MITYK,
HOBOpOTHBIMI/I erCJIaMI/I HOII'LéMHO-HOBOpOTHLIe

Kpeciia — 16 mryk




2 | pabodee MeCTO IIPEToIaBaTes Cron ¢ Tym60ii — 1 mTyka,
CTOJI KOMIIBIOTEPHBIN — 1
IITYKa, MTOJTbEMHO-
IIOBOPOTHOE Kpecio — 1
HITyKa

3 | MmapkepHas J0cKa MapxkepHas gocka — 1
HITyKa

JonosHuTEIBLHOE 000PYAOBAHME

1 | Mecro mis XpaHeHHs 10coGuii | Cremnaxu, TymGa

Il Texunueckue cpeacTna

OcHOBHOE 000pyI0BaHUE

1 | mepcoHaybHBINA KOMIIBIOTEP Ha KaXKJ0€ paboyee MecTo: ITepconanbHbIi

C YCTaHOBJIEHHBIM ITPOrPAMMHBIM 00€CIIeUEHUEM: KoMmInbtoTep — 17 mryk
OIlEpaLlMOHHAs CHUCTEMa, aHTUBUPYCHAsI IIporpamma,
TEKCTOBBIN, TabnnuHbli penaktop, CYB/], nporpamma s
co3llanus npeseHranuil, [lepconanbHblii
MH(GOPMAIIMOHHBIA MEHeKep ¢ (PYHKIMSIMH TOYTOBOTO
kiueHTa u Groupware, apxXuBaTOphbl, IPOrPaMMBI
CKaHMPOBAHUs1, KOHBEPTUPOBaHUS (aiisIoB,

C IOCTYTIOM B TJIO0AIBHYIO CETh MHTEPHET, B JIOKAJIBHYIO
ceTh y4eOHOro 3aBeJICHHs], B CIIPaBOYHO-TIPAaBOBYIO
CUCTEMY M 3JIEKTPOHHO-OMOJINOTEUHYIO CUCTEMY

2 | mpuaTep/MOY MOV — 1 mryka

3 | ckanep/ MDY MOV — 1 mryka

4 | xonupoBayIbHBIN anmapar/ MOV MOV — 1 mryka

5 | mpoekTop ITpoektop — 1 mryka
JonoJHuTEIBbHOE 000pYy10BAHME

1 | 3Bykonepenaromiue ycTpoiicTa | KonoHku, HayIrHuKy

11 Cnenmaim3upoBanHoe 06opy1oBaHue, MebesIb U CHCTEMbl XpPaAHEHHUSs

OcHoBHOe 000py/I0BaHHe

1 | Cepaep | Cepsep — 1 mryka

JonoJiHuTEIbHOE 000pYy10BAHME

IV JlemoHcTpannoHHble yueOHO-HATJIsAIHbIE MIOCOOMS

OcHoBHOE 000py/iIOBaHHE

1 | [Inakatsl HaGops! m1akatoB 1o
TeMaM

2 | BupryanbHble TpeHaXephbl BupTryanbHble TpeHaXEpPbI

JonojHuTEIbHOE 000pPYy10BAHME

1 [Ipe3enTanuu Kommnekt npe3enraruit
0 TeMaM

JlaGoparopusi ApXHBHOTO Jiena

Ne ‘ HaumenoBanne o60opyaoBanus ‘ TexHudeckoe onmucaHme

| Cnenmanu3upoBanHas Medesib U CHCTEMbI XPaHEHUs (npu HeobX00uMocmu)

OcHoBHOE 000py10BaHHNe

1 | paGouue CTON U CTYJ IO KOJTUYECTBY 00YyUarOIIIXCs Cron yueHn4eckuit
JIBYXMECTHBIN — 15 mTyK,




ctyn yaeandeckuit — 30
LITYK

2 | pabodee MeCTO IIPEToIaBaTels Cron ¢ Tym60ii — 1 mTyka,

cTyn — | mTyka

3 | apXuBHBIC MIKA(BI 1 mTyka
4 | oducHbIE CTEIUIAXKH 1 mryka
5 | MapkepHas Jocka 1 mTyka
6 | yHUYTOXXUTENb JOKYMEHTOB (1Ipenep), 1 mTyka
7 | M’HCTPYMEHTBI U MaTE€pPHAaJIbl JJIS POLIMBKU TOKYMEHTOB | TI0 HOPMAaTUBY
(MeXaHMYECKUE U PYIHBIC):
8 | mpommBHOE YCTPOICTBO 110 HOPMAaTHUBY
9 | IBIPOKOJIIBI HA IBA U YETHIPE MPOKOJIA 110 HOPMATUBY

10 | mto Mo KoAMYeCTBY 00YJatOUINXCS 110 HOPMATUBY

11 | urna mo KonuyecTBy 00y4arOIIUXCS 110 HOPMATUBY

12 | xapToH «apxuBHbII cTangapT» 230x320 MM ¢ OUTOBKOI
(o nuHKu cruba) Mo KOJINYECTBY 00yUaIOLTUXCSI

110 HOPMAaTUBY

13 | HUTH 71 TOALIMBKY TOKYMEHTOB JIaBCAHO-IIITAIle/IbHbIE
JIII-210 no Koau4ecTBY 00y4yaroumxcs

10 HOpMATUBY

14 | meyaTh W MITAMIIBI JJIS 3aBEPEHUS apXUBHBIX CIIPABOK,
KOIIHMI U BBIMUCOK (OTMETKA O 3aBEPEHUU KOTIHH
JOKyMeHTOB, mTamn «Konus»);

10 HOpMATUBY

JlonoJiHUTEIbHOE 000py/I0BaHHE

1 | Mecro ans xpaHeHus mocoGuii | Crennmaxu, Tym6a

Il Texunueckue cpeacTna

OcHoBHOE 000py10OBaHHE

1 | nepcoHanbHBIN KOMIBIOTEP Ha KaXKJ10€ pabouyee MecTo ¢
YCTaHOBJICHHBIM ITPOrPaMMHBIM 00€CIIeUeHUEM:
olepaloHHasl CUCTEMa, aHTUBUPYCHAs Mporpamma,
TEKCTOBBIH, CUCTEMA JIEKTPOHHOTO JIOKyMEHTO000poTa,
MIPOrPaMMHBIN POJIYKT, pealn3yoUil (yHKIIMY apXUBa
OpraHM3aluy;

C JIOCTYIIOM B INI00AJIbHYIO CETh MHTEPHET, B JIOKAJIbHYIO
ceTh y4eOHOTro 3aBEeJICHHs], B CIIPaBOYHO-TIPAaBOBYIO
CUCTEMY M 3JIEKTPOHHO-OMOJINOTEUHYIO CUCTEMY

[TepcoHanbHbBII
KomIbloTep — 16 mryk

2 | nmpuaTep/MOY MOV — 1 mryka
3 | ckanep/MOY MOV — 1 mryka
4 | xonmupoBabHBIN anmapat/MOVY M®V — 1 mtyka
S5 | npoekTop ITpoekTop — 1 mTyka

JonojiHuTEIbHOE 000pPY10BAHME

1 | 3Bykomnepenaromiue ycTpoiicTaa | KonoHkw, HayIHuKH]

11 CneunannzupoBanHoe 060py10BaHue, Medeslb M CHCTEMbl XpPaHeHUs

OcHoBHOe 000py/iI0BaHHE

1 | Cepaep | Cepsep — 1 mryka

JonojiHuTEIbHOE 000pPYy10BAHME

IV leMoHCTpaliMOHHbIE Y4eOHO-HATJISIIHbIE MOCOOUS

OcHoBHOE 000py10BaHHe

1 | [Mnakatsl HaGops! m1akatoB mo

TEMaM




2

\ BupTtyanibHbie TpeHaXEpPbI

\ BupTtyanbHbie TpeHaKepbl

JlonoJiHUTEIbHOEe 000PYy/1I0BaHHE

1 [IpezenTanuu Kommnekt npe3enraruit
10 TeMaM
JlabopaTopus Opranuzanuu padoThl C JOKYMEHTAMH
Ne ‘ HaunmenoBanue o00opy10BaHus ‘ TexHru4eckoe onucaHue

| CneunanusupoBanHasi MedeJib M CHCTEMbI XPAHEHUS

OcHOBHOE 000pyI0BaHHUE

1 | pabGouune mecta 0OyJaromuxcs Crton ydyeHu4eCcKui
JBYXMECTHBIN — 15 mTyK,
HOIbEMHO-IIOBOPOTHOE
Kkpecio — 20 mTyk
2 | pabodee MeCTO MpenoaaBaTes Cron ¢ Tym60#1 — 1 mryka,
cTyn — | mTyka
3 | oducHBIE CTENIAXH 1 mTyka
4 | 1OAbEMHO-TIOBOPOTHOE KPECIIO MO KOJIUYECTBY 20 mTyK
o0yuaromuxcs
5 | OyMaroyHU4TOXHUTEIb 1 mTyka
6 | GymaropesarenbHOE YCTPOKWCTBO 1 mTyka
7 | namuHarTop 1 mryka
8 | 6pomrroparop 1 mTyka
9 | KOHBEpTOBCKPHIBATEIb 110 HOPMAaTUBY
10 | xaHueIsIpcKUe meyaTy (OTTHCK MEYaTH) U IITAMITBI JUIs 110 HOPMAaTUBY
00pabOTKH JOKYMEHTOB (OTMETKA O MOCTYIUIEHUH,
OTMETKA O KOHTPOJIE)
11 | manas kaHUEIApUs 110 KOJINYECTBY OO yUaIOIIUXCS B 110 HOPMAaTUBY

COOTBETCTBUH C HHPPACTPYKTYPHBIM JIUCTOM

JonojiHuTEIbHOE 000pY10BAHME

1

‘ Mecto 1 XpaHeHHs TocoOui

| Crennaxu, TymGa

Il Texunueckue cpeacTna

OcHoBHOE 000pya10BaHHE

1

MepPCOHANBHBIN KOMIIBIOTEP Ha KaXk/10€ paboyee MecTo:
C JIOCTYTIOM K JIOKQJIbHON CeTH Y4eOHOI0 3aBeICHN,
rJ100aJIbHOM CETH UHTEPHET, CIIPABOYHO-TIPABOBOM
cucTeMe, JIEKTPOHHBIM OUOJIMOTEYHBIM CUCTEMAM;
MporpaMMHOE o0ecIiedeHne: TeKCTOBBIN, TAOJIMIHBII
penakTop, nporpamMma cosganus npezenranuii, CYB/I,
MepCOHANbHBIN HHPOPMAIIMOHHBIN MEHEIKEp C
(GyHKIMSAMU TOYTOBOrO KiveHTa u Groupware, cuctema
AJEKTPOHHOTO JJOKYMEHTO000pOTa, apX1UBaTOp,
IIPOrpaMMBbl CKAHUPOBAHUSI U KOHBEPTUPOBAHUS
JOKYMEHTOB, IIPOrPaMMBI JUIsI IOATOTOBKH JIOKYMEHTOB K
repeaayde B apxXus.

[TepcoHanbHbBII
KoMmIbloTep — 16 mryk

npuHTep/MOY

MOV — 1 mryka

ckanep/ MDY

MOV — 1 mryka

KONMpoBaJbHBIN anmapat/MOY

MOV — 1 mryka

alhlwnN

MHOTO()YHKITHOHAJIBHOE yCTpoiicTBO MDY (mpuHTED,
CKaHep, KOMUP, CPEJICTBA CBSI3H)

M®VY — 1 mTyka

MIPOEKTOP

IIpoekTop — | miryka




JonmosiHuTEIbHOE 000PYI0BAHUE

1

| 3ByKomepenaromye yeTpoiicTa

‘ KonoHku, HaynHUKU

111 Cnenuanu3upoBanHoe 060py10BaHue, Medeb U CHCTEMbI XPaHEeHHs

OcHoBHOe 000py10BaHHNe

1

‘ Cepsep

‘ Cepsep — 1 mTyka

JonosHuTEIBLHOE 000PYAOBAHME

IV leMoHCTpalMOHHBbIE Y4eOHO-HATJISITHbIE OCOOHS

OcHoBHOe 000py10BaHHe

1 | Ilmakatsr HaGopsb! mrakaToB 1o
TeMaM
2 | BupryanbHble TpEeHaXEPHI BuptyanbHble TpeHaKEPHI

JlonoJiHHTEIbHOE 000py/I0BaHHE

1 [Ipe3enTanmun Kommnekr npe3enraruit
10 TeMaM
JlabopaTtopust CucteM 3JIEeKTPOHHOTO TOKYMEHTO000pOTa
No \ HaumenoBanue o60pynoBanus \ TexHuyeckoe onycanue

I CHeIII/IaJII/I3I/Ip0BaHHaH Me0eJIb U CHCTEMbI XPpaHCHUSA

OcHOBHOE 000py10BaHNE

1 | paboune MecTa 00yJarOIIHXCS Cron yyeHu4ecKui
JIBYXMECTHBIN — 15 mTyK,
MOTbEMHO-TTOBOPOTHOE
kpecno — 20 mryk
2 | pabodee MECTO MPETIOAaBATEIS Croun ¢ Tym60#i — 1 mTyka,
cTyn — | mTyka
3 | oducHbIE cTEIIIAXH 1 mryka
4 | mOIbEMHO-TTIOBOPOTHOE KPECIIO MO KOJTUYECTBY 20 mTyk
00yJaronmxcst
5 | 6yMaroyHHUYTOXHUTEIb 1 mTyka
6 | OymaropesarenbHOE YCTPOHWCTBO 1 mryka
7 | mamMmuHaTop 1 mryka
8 | 6pomrroparop 1 mTyka
9 | KOHBEPTOBCKPHIBATEIb 110 HOPMATHUBY
10 | xaHuensipckue neyaty (OTTUCK MEYaTH) U IITaMITbI JUIs 110 HOPMaTHUBY
00pabOTKN JOKYMEHTOB (OTMETKA O MOCTYIJICHUH,
OTMETKA O KOHTPOJIE)
11 | manas KaHUESAPHS 110 KOJINYECTBY OO yUaIOIIUXCS B 110 HOPMAaTUBY

COOTBETCTBUH C HHPPACTPYKTYPHBIM JIUCTOM

JonojiHuTEIbHOE 000pPY10BAHME

1

‘ Mecto U1 XpaHeHHs TOcOOu i

| Crennaxu, Tym6a

Il Texunueckue cpeacTaa

OcHoBHOe 000py/i0BaHHE

1

C JIOCTYTIOM K JIOKQJIbHOW CETH y4eOHOTO 3aBE/ICHMUSI,
rI100aTbHOM CeTH HHTEPHET, CIIPABOYHO-TIPABOBOM
CUCTEME, DJICKTPOHHBIM OMOINOTECYHBIM CHCTEMAM;
MPOrpaMMHOE 00eCTIeYeHUE: TEKCTOBBIN, TAOIMYHBIN
penakTop, nporpamma cozaanus npesentanuii, CYB/],
NEePCOHATBHBIN HH(OPMAITMOHHBIN MEHEIKED C

HepCOHaHLHBIﬁ KOMIIBIOTECP HA KAXKI0C pa6oqee MCECTO:

[TepcoHanbHbIM
KoMmIbioTep — 16 mTyk




GbyHKIUSAMU OYTOBOTO KiaueHTa u Groupware, cucrema
3JIEKTPOHHOTO JOKYMEHTO000pOTa, apXHBaToOP,
MIPOrpaMMbl CKAHUPOBAHUS U KOHBEPTUPOBAHUS

nepeaaduc B apxus.

AOKYMCHTOB, IIPOrpaMMbl AJid IOATOTOBKH JOKYMCHTOB K

CKaHep, KOIIUP, CPEJICTBA CBSI3H)

2 | npuatep/ MDY MOV — 1 mryka
3 | ckanep/ MDY MOV — 1 mryka
4 | xonupoBaNIbHEIH anmapar/MDY MOV — 1 mryka
5 | MHOroyHKIIMOHATIBHOE YCTpolicTBO MDY (ipuHTED, MOV — 1 mryka

6 | mpoekTop

IIpoekTop — 1 miryka

JonmosHuTeIbHOE 000PYI0BAHUE

1 \ 3ByKoOIlepeIaollue yCTpoucTBa

‘ KonoHKH, HayINHUKH

11 CneunannzupoBanHoe 060py10Banune, Mebesib U CHCTEMbl XpPaHeHHs

OcHoBHOe 000py/10BaHHE

1 ‘ Cepsep

‘ Cepsep — 1 mityka

JlonoJiHUTEIbHOE 000py/I0BaHHE

IV JlemoHcTpannoHHble y4eOHO-HATJISI/IHbIE IOCOOHS

OcHoBHOE 000py10BaHNE

1 ITnakatsl

Ha6ops! mtakatosB o
TeMaM

2 | BupryanbHble TpeHaKEpbI

BupTtyanbHbie TpeHa)epbl

JonojHuTEIBbHOE 000pYy10BAHHE

1 [Ipe3enramuun

KommiekT npe3enTaruit
10 TEMaM

JlabopaTopus YueOHasi KaHIIeIApHUs

Ne | HaumeHnoBaHue o00py0BaHUS

TexHuyeckoe onucaHue

I Cneunaﬂmnponaﬂﬂaﬂ Me0eJIb U CHCTEMBbI XPaHCHUSA

OcHoBHOe 000py/1I0BaHHe

1 | paboune mecTa 00yJarOmUXCs

Cron yueHn4eckuit
JIBYXMECTHBIM — 15 mTyK,
MIOIbEMHO-TIOBOPOTHOE
kpecio — 20 mTyk

2 | pabodee MECTO MpEMoaaBaTes

Croun ¢ Tym60#i — 1 mTyka,
cTyn — | mTyka

3 | oducHbIE cTEIITAXH 1 mTyka
4 | mOIbEMHO-TTIOBOPOTHOE KPECIIO MO KOJTUYECTBY 20 mTyK
00yJaroImxcst
5 | OyMaroyHUUYTOXHUTEIh 1 mTyka
6 | OymaropesaTenbHOE YCTPOMCTBO 1 mtyka
7 | namuHaTop 1 mTyka
8 | 6pomrroparop 1 mryka
9 | KOHBEPTOBCKPHIBATEIb 110 HOPMATHUBY

10 | xaHuensipckue neyat (OTTUCK MEYaTH) U IITaMIIBI JJIs
00pabOTKH JOKYMEHTOB (OTMETKA O TIOCTYIJICHUH,
OTMETKAa O KOHTPOJIE)

110 HOPMaTUBY

11 | manas KaHIEISIpUs MO KOJUIECTBY 00YUAIOIINXCS B
COOTBETCTBUH C HHPPACTPYKTYPHBIM JIHCTOM

10 HOPMATUBY




JonmosiHuTEIbHOE 000PYI0BAHUE
1 | Mecto juist XxpaHeHHs 10coOHi | Crennaxu, Tym6a

Il Texuuyeckue cpeacTna
OcHoBHOe 000py10BaHHe

1 | mepcoHayIbHBINA KOMIIBIOTEP Ha KaXKJ0€ paboyee MecTo: [TepconanbHbIiH
C JIOCTYTIOM K JIOKQJIbHOW CeTH Y4eOHOT0 3aBEACHNS, KoMmrbioTep — 16 mryk
r7100aIbHOM CeTH HHTEPHET, CIIPAaBOYHO-TIPAaBOBOM
CUCTEME, DJIEKTPOHHBIM OHOIMOTEYHBIM CHCTEMaM;
IIpOrpaMMHO€E 0OecrieuyeHHe: TeKCTOBbIM, TaOIMUHbIN
penaxkrtop, nporpamma cosaanus npezenranuii, CYBb/],
NepCOHAIbHBIN HH(OPMALIMOHHBII MEHEIKEp C
¢GbyHKIMAMU TOYTOBOTO KireHTa u Groupware, cucrema
3JIEKTPOHHOTO JOKYMEHTO000pOTa, apXUBaToOp,
MIPOrpaMMbl CKAHUPOBAHUS U KOHBEPTUPOBAHHS
JOKYMEHTOB, IPOrpaMMBbl JUIsl TIOATOTOBKH JOKYMEHTOB K
nepeaaye B apxus.

2 | npuntep/MOY MOV — 1 miryka

3 | ckanep/ MY MOV — 1 mryka

4 | xonmupoBaIBbHEIN anmapar/ MDY MOV — 1 mryka

5 | MHOroyHKIIMOHANEHOE ycTpoiicTBO MDY (mpuntep, MOV — 1 miryka

CKaHep, KOIUP, CPEJICTBA CBSI3H)

6 | mpoektop ITpoektop — 1 mryka
JlonoJiHuTeIbHOE 000pY/1I0BaHNe

1 | 3Bykonepenaromiue ycTpoiicTaa | KonoHku, HayIrHuKy

11 CneunanmzupoBanHoe 06opy1oBaHue, Medeslb M CHCTEMbl XPAHEHHS
OcHoBHOe 000py/10BaHHE

1 | Cepaep | Cepsep — 1 mryka
I_IOH‘O.]IHI/ITCJIBHOG o0opynoBaHue ‘

IV JlemoHcTpannoHHble yueOHO-HATJIsAIHbIE MIOCOOMS

OcHoBHOe 000py/10BaHHE

1 | [Mnakatsl HaGops! makatoB 1no
TeMam

2 | BupryanabHble TpeHaXephl BuptyanbHble TpeHaKephbI

JonojiHuTEIbHOE 000pPYy10BAHME

1 | IlpesenTauun KommnekT npe3eHtanunit
110 TeMaM

6.1.2.4. OcHamenne 6a3 MPaKTHK

Peanuzanus 00pa3oBaTesbHON POrpaMMBbl IPEAToNaraeT yueOHyro U IPOU3BOJICTBEHHYIO
NPaKTHKY.

VYuyebHasg mMpakTHKa peau3yeTcsi B MacTepCKUX NpodeccuoHanbHOM 00pa3oBaTenbHON
OpraHu3aiii U TpeOyeT Hamuuusi 00OpYyIOBaHWS, WHCTPYMEHTOB, PACXOIHBIX MaTepHajoB,
o0ecreynBaroIUX BBIMOJHEHHE BCEX BHJIOB Pa0OT, OMPEAETICHHBIX COJEpKAHUEM IPOrpaMm
npoecCHOHANBHBIX MOJyJIeH, OTBEUAIOUIEr0 MOTPEOHOCTSAM OTpaciu U  TpeOOBaHUSAM
paboTonaTeneii.

[Tpon3BoAcTBeHHAs MpPAKTHKa pPEAIN3YeTCsl B OpPraHU3alMAX JH000T0  MpoduIs,
o0ecreynBaOIIUX  JEATEIBHOCTh  OOydarommxcs B NpoQeccHOoHanIbHON  obsacTu
aJIMIHHUCTPATHBHO-YIPABICHYECKON M OPHUCHOM JIESITETbHOCTH.



O6opynoBanue TMPEANPUATAA W  TEXHOJOTMYECKOE OCHAIICHHE pabodYnmx MecT
NPOM3BOJICTBEHHON TPAKTHKH JIOJDKHO COOTBETCTBOBATH COJCPKAHUIO MPO(ECCHOHATBLHON
JNESATEIIbHOCTH W JaTh BO3MOXKHOCTH OOydYaroleMycsi OBJaJeTh TNpoheCCHOHATHLHBIMU
KOMIICTCHIIMSIMA 10 BCEM BHJAM JICATEILHOCTH, TPEAYCMOTPEHHBIMU MPOTPAMMOM, ¢
UCIIOJIb30BAaHNEM COBPEMEHHBIX TEXHOJOTHH, MATEPHAIIOB M 00OPYIOBAHHS.

6.1.3. Jlomyckaercs 3aMeHa 000py0BaHUs €ro BUPTYAIbHBIMH aHAJIOTaMH.

6.2. TpeboBaHus K yueOHO-METOINIECKOMY 00ECIIEYeHHIO 00Pa30BaTEIBbHOM MPOTPaMMBbI

6.2.1. bubmmoTteuynslii poH1 00pa30BaTEIHPHON OpPraHU3aIMU YKOMIUICKTOBAH MTEYaTHBIMH
U3JIAaHUSIMU U (UJTH ) JIEKTPOHHBIMH U3JITAHUSMU 110 KOKIOW TUCIUTUIMHE (MOAYITIO) U3 pacdyera He
menee 0,25 3K3eMIuIsIpa KaKJI0T0 M3 M3/IaHUH, YKa3aHHBIX B pa0OYMX Mporpammax JAUCIUTLIINH
(Momysei) B KadecTBE OCHOBHOHM IJIMTEPATyphl, Ha OJHOTO OOYYarOIIerocs W3 4YHcla I,
OJTHOBPEMEHHO OCBAMBAIOIIUX COOTBETCTBYIOIIYIO TUCIUILTHHY (MOYJIb).

B ciryuae Hanmuuust 3eKTpoHHON HH(POPMAITMOHHO-00pa30BaTEIbHOM CPEAbI TOMYyCKAeTC s
3aMeHa MeYaTHOTO OMOIMOTEYHOTO (HDOH 1A TPEJOCTABICHUEM IpaBa OJJHOBPEMEHHOTO JIOCTYIIa HE
MeHee 25 MPOIEHTOB 00y4JarImuXxcs K HUGPOBOM (AIEKTPOHHON) OMOIHOTEKE.

Obyuaromumes obecriedeH goctyn (yOaldeHHBIH JOCTYH), B TOM 4YHCIE B CIy4yae
MPUMECHCHUS JJICKTPOHHOTO OOydYeHHs, IUCTAHIIMOHHBIX 00pa30oBaTENbHBIX TEXHOJIOTHHA, K
COBPEMEHHBIM MPO(ECCUOHATBHBIM 0a3aM IaHHBIX ¥ HHPOPMAIMOHHBIM CITPABOYHBIM CHCTEMAM,
COCTaB KOTOPBIX OMPEACISETCS B padoyuX MIporpamMmax JUCHUILINH (MOIYJICH) W TOJJICKUT
OOHOBIICHHIO (TPY HEOOXOAMMOCTH).

OO6pazoBaTenbpHasi mporpamMma 00eCIeUnBACTCS yueOHO-METOJUYECKON TOKYMEHTAINe
M0 BCEM Y4€OHBIM AUCIUILINHAM (MOAYJIISM).

6.2.2. OOyuaroniyecs: MHBAJIUABI U JIUIIA ¢ OTPAHMYCHHBIMA BO3MOKHOCTSIMH 37IOPOBBS
npu HEOOXOAMMOCTH O00€CIeYMBAIOTCS TMEYaTHBIMA M (MJIM) DIIEKTPOHHBIMU YUeOHBIMU
U3JIAaHUSIMU, aJTAITUPOBAHHBIMA MTPH HEOOXOIUMOCTH TSI OOYICHHS YKA3aHHBIX 00YyJarOIINXC.

6.2.3. IlepeueHp HEOOXOAMMOTO  KOMIUIEKTa  JIMIIEH3MOHHOTO M  CBOOOJHO
pacIpoCTpaHsIEeMOT0 MPOTPAMMHOT0 00ECIIEUCHHSI, B TOM YUCJIE OTE€YECTBEHHOTO IMPOU3BOJICTBA.

Ne | HaumenoBanme JIMIIEH3HOHHOTO Kox u HauMeHoBanue | KOJIHYECTBO
n/n " CBOOOIHO pacnpocTpaHsieMoro | y4e0HOi THCIUIIIHHBI
NMPOrpaMMHOI0 o0ecriedeHusi, B TOM YHCJIe (Mmony.st)
0Te4eCTBEHHOT0 MPON3BOJCTBA
1 Moit Oduc OOpa3oBaHKE WITH €TI0 aHAJIOT IIM.01 Opranuzanus 1o
JIOKYMEHTAIlHOHHOTO HOPMaTUBY

obecrieyeHns yrpaBieHus
1 QYHKIIMOHUPOBAHUS
OpraHu3aluy,

OI1.05 NuadopmarroHHsie
Y KOMMYHUKAIIMOHHEIE

TEXHOJIOTHH
2 Moit Odwuc. ITouta wmm ero aHaior [IM.01 Opranuzanus o
JIOKYMEHTAITMOHHOT O HOPMATHUBY

obecrieyeHus yrpaBieHus
1 QYHKIIMOHUPOBAHUS
OpraHM3alny,

OI1.05 Uuadopmanronnsie
Y KOMMYHUKAIIHOHHbIC

TEXHOJIOTUH
3 Buneopenaxkrop Movavi um ero aHajior IIM.01 Opranuzanus 1o
JOKYMEHTAIIHOHHOTO HOPMAaTUBY

o0ecrieyeHus ynpaBIeHUs




1 QYHKIIMOHUPOBAHUS
OpraHM3aluy,

OI1.05 Nudopmanronnsie
¥ KOMMYHHUKAIIMOHHbIC
TEXHOIIOTHH

ABBYY FineReader 14 Business niu ero
aHaJIoTr

I[IM.01 Opranm3amus
JOKYMEHTAI[HOHHOTO
obecrieueHus yrpaBIeHUsS
1 QYHKIIMOHNPOBAHHS
OpraHu3aIyH,

[IM.02 Opranuzanus
apXMBHOM U CIPaBOYHO-
WHPOPMATHOHHON
paboThI MO0 AOKyMEHTaM
OpraHu3alyy,

OI1.07 KomnbroTepHast
00paboTKa TOKYMEHTOB,
OI1.05 Nuadopmannonnsle
1 KOMMYHUKAIIOHHbIE
TEXHOJIOTHH

o
HOPMAaTUBY

1C: Ipeanpustue 8. Kondurypanus
«doxymentoobopot [TPOD» unu ero ananor

[IM.01 Opranuzanus
JOKYMEHTALIHOHHOTO
obecrieueHus yIpaBIeHUs
1 (QYHKIMOHUPOBAHUS
OpraHu3aluy,

[IM.02 Opranm3amus
ApXUBHOMU U CIIPABOYHO-
WHPOPMAITMOHHON
paboThI M0 JOKyMEHTaM
OpraHu3alyy,

OI1.05 Uuadopmanronnsie

1 KOMMYHUKAIITUOHHBIC
TEXHOJIOTHH

1o
HOPMAaTUBY

Effector saver winu ero anaior

IIM.01 Opranuzanus
JIOKYMEHTAIIHOHHOTO
obecrieyeHus yrpaBJIeHHsI
1 QYHKIIMOHUPOBAHHUSI
OpraHM3alvy,

[IM.02 Opranuzanus
apXUBHOH U CIPaBOYHO-
UHPOPMALTHOHHON
paboThI 1O
JOKYMEHTaM
OpraHu3aIvH,
OI1.07 KommbrotepHas
00paboTKa TOKYMEHTOB,
OI1.05
NudpopmanmoHHbl
€ ¥ KOMMYHHKAIMOHHBIC
TEXHOJIOTHH

1o
HOPMATHUBY

Microsoft Office Professional Plus 2013 wmu ero
aHaJIor

I[IM.01 Opranm3amus
JIOKYMEHTAI[MOHHOTO
obecricueHUS YIIPaBIICHUS
1 QYHKIIMOHUPOBAHMS
OpraHM3aIlNH,

o
HOPMaTHBY




OI1.07 KommproTepHas
00paboTKa TOKYMEHTOB,
OI1.05 Nuadopmanronnsie
¥ KOMMYHHUKAIIMOHHbIC
TEXHOJIOTUH

Microsoft Office Standard 2013 wiu ero anasgor

I[IM.01 Opranm3amus
JOKyMEHTAI[HOHHOT O
obecrieueHus yrpaBIeHUsS
1 QYHKIIMOHNPOBAHHS
OpraHu3aIyH,

OI1.07 KommnbrotepHast
00paboTKa IOKyMEHTOB,
OI1.05 UurdopMatnoHHbIe

1 KOMMYHHKAIIUOHHBIC
TEXHOJIOTHH

o
HOPMAaTUBY

Windows 7 Professional, 8 Professional, 8.1, 8.1
Professional, 10 Pro, 11 Pro wiu ero ananor

IIM.01 Opranuzanus
JOKYMEHTALIHOHHOTO
obecrieueHus yIpaBIeHUs
1 (QYHKIMOHUPOBAHUS
OpraHu3alyH,

OI1.07 KomnbroTepHast
00paboTKa TOKYMEHTOB,
OI1.05 NudopmanroHnsie
1 KOMMYHUKAIIUOHHBIC
TEXHOJIOTHH

10
HOPMATHUBY

10

Kaspersky Endpoint Security ms 6usneca
PacimpenHslii uim ero aHajior

[IM.01 Opranuzanus
JIOKYMEHTAIIHOHHOTO
obecrieyeHus yrpaBJIeHHsI
1 QYHKIIMOHUPOBAHHUSI
OpraHu3alyH,

OI1.07 KommprotepHast
00paboTKa IOKyMEHTOB,
OI1.05 UudopmanronHsie

1 KOMMYHUKAIITUOHHBIC
TEXHOJIOTHH

1o
HOPMATHUBY

11

20C CB/J1 eno uiu ero aHanor

IIM.01 Opranuzanus
JOKYMEHTAI[HOHHOTO
o0ecrieueHus! yrpaBiIeHUsI
U (pyHKIMOHHPOBaHUS
OpraHu3allvy,

OI1.05 NuadopmarroHHsie
¥ KOMMYHHUKAIIMOHHbIC
TEXHOJIOTUH

o
HOPMAaTUBY

12

CIIC Koncynsrant [Tnroc nim ee anamor

[IM. 01 Opranuzauus
JIOKYMEHTAI[HOHHOTO
obecrieueHus yrpaBIieHUs
1 QYHKIIMOHUPOBAHHUS
OpraHM3aIlkH,

IIM.02 Opranunzanus
apXUBHOM U CIIPABOYHO-
nH()OPMAITMOHHOH
paboTHI IO JOKYMEHTaM
OpraHM3aIlNH,

1o
HOPMAaTUBY




OI1.07 KommproTepHas
00paboTKa TOKYMEHTOB,
OI1.04 [TpaBoBbIC OCHOBBI
npohecCUOHATBHOMN
JIeSITeIIbHOCTH,

OI1.05 Nudopmanronnsie
¥ KOMMYHHUKAIIMOHHbIC
TEXHOIIOTHH

6.3. TpeGoBaHUs K MPAKTUIECKOM MOITOTOBKE 00YUArOIIHXCS

6.3.1. IIpakTrueckas moAroTOBKa IMPH peann3anuu 00pa30BaTebHBIX IPOTPaMM CPETHETO
npoeCCHOHATBHOIO 00pa30BaHMs HANpaBlI€HA Ha COBEPLICHCTBOBAHME MOJENN MPAKTUKO-
OPUEHTHPOBAHHOTO  OOy4YeHHs, YCHJCHHE poiu  paboTojmaTenedl NpuU  HOATOTOBKE
KBAJM(HULIHUPOBAHHBIX Pa0OYMX, CIYKAIIUX, CICLUAINCTOB CPEHEro 3BeHa IyTeM PacCIIUpEeHUs
KOMIIOHEHTOB (4acTeil) oOpa3oBaTeNbHBIX MPOrPaMM, MPETyCMATPUBAIOIINX MOACIUPOBAHUE
YCIIOBUH, HEOCPEICTBEHHO CBSA3aHHBIX C OyayIlel MpodecCHOHaNbHON e TeNbHOCTHIO, 8 TAKXKE
o0ecrieyeHns YCIOBUH IS MTOTydeHHs 00yJaroIUMUCS MTPAKTUYECKUX HAaBBIKOB M KOMITETEHITHIA,
COOTBETCTBYIOLIMX TpPEOOBaHMSIM, MPEABABISIEMbIM pPa0OTONATENAIMH K  KBaTH(PUKALUAM
CHENHAITHNCTOB, PA0OYHX.

6.3.2. OOpazoBaTenbHas OpraHU3alys CaMOCTOATENBHO INPOEKTUPYET pealn3aluio
00pa3oBaTeNbHON MPOrpaMMbI M €€ OTACIBHBIX YacTell (IMCIMILIMHBI, MEXIUCIUILTHHAPHBIC
KypChbl, IpoecCUOHANIbHbIE MOYJIH, PAKTHKA U APYrHe KOMIIOHEHTHI) B (hopMe MPaKTUYECKOH
noarotoBku ¢ yuerom tpedoBanuit ®I'OC CIIO u crienuduky morydaeMon CrienuaibHOCTH.

6.3.3. OGpa3oBarenpHas AeATESILHOCTh B (hOPME MPAKTHYECKOM MOTOTOBKH:

— peanm3yeTcsi MpH TPOBEJICHWM BCEX BHUAOB TNPAKTUKA M HHBIX BHJIOB Y4EeOHOMH
NesITeTTbHOCTH;

— [IpeIycCMaTpuBaeT  JEMOHCTpAIMI0O  TMPAKTHYECKUX  HABBIKOB,  BBINOJHEHMUE,
MOJICIIMPOBAHNE OOYYAIONIMMHUCS OTPEACICHHBIX BUIOB PadOT U PEIIeHHUsS TMPaKTHUYECKUX
3aJa4, CBA3aHHBIX ¢ Oyaymiei npodeccuoHalIbHOM e TeNbHOCTHIO B YCIOBUAX, MPUOIMKEHHBIX
K peaJbHBIM ITPON3BO/ICTBEHHBIM;

— MOJKET BKJIIOYaTh B ce0sl OTJENbHbIE JIEKIIUH, CEMUHApbl, MacTep-KIacchl, KOTOpPbIE
npeaycMaTpuBaOT mepeaady oOydaromumcs y4deOHOM uHpoOpManuu, HEoOXOoauMoN uis
MIOCJIETYIOIIETO BHIOJHEHUS padoT, CBA3aHHBIX ¢ Oyaymiel mpodecCHOHANBHOM AeITEeTbHOCTHIO.

6.3.4. Ob6pa3zoBarenbHas AEATENbHOCTh B (hOpME MPAKTHUECKOW MOATOTOBKH MOKET
OBITH OPTaHM30BaHA Ha JOOOM Kypce oOyueHUs, OXBaThIBasl AUCIUILINHBL, TIPO(eCcCUOHAIbHbIE
MOJYyJH, BCE€ BUABI MPAKTUKH, TPEAYCMOTPEHHbIE YYEOHBIM IUTAHOM 0Opa30BaTeNbHON
IPOTPaMMBI.

6.3.5. IlpakTuyeckas TOArOTOBKA  OpraHU3yercs B  Y4eOHbBIX, Yy4eOHO-
MIPOM3BOJICTBEHHBIX J1A00OpATOPUSAX, MACTEPCKUX, Y4EOHBIX IIOJIMTOHAX, Y4eOHbIX 0azax
NPaKTUKH, a TAKXKE B CIIEUAIIEHO 000PYAOBaHHBIX OMEIIEHUX (pabounx MecTax) NpoduIbHBIX
OpraHu3alliii Ha OCHOBAaHHMH JIOTOBOpAa O TMPAKTHYECKOH TIOJATOTOBKE OOYyYaroIIUXCS,
3aKJII0YaeMOro MeXJ1y o0pa3oBaTelbHOM oOpraHu3anveil M NpoMIBHOM OpraHu3aluei,
OCYIIECTBISIIONMICH  JIEATETbHOCT, 10  TPO(UIII0  COOTBETCTBYIOIIEH  00pa3oBaTeIbHON
POTPaMMBI.

6.3.6. Pe3ympTaThl OcBOEHHS 00pa30BaTENBHON MPOTpaMMbl (€€ OTIENbHBIX YacTei)
MOTYT OBITH OLIEHEHBI B paMKaxX MPOMEXYTOUHOM M TOCYAapCTBEHHOW MTOrOBOM aTTecTallWH,
OpPraHU30BaHHBIX B ()OpME JEMOHCTPALIMOHHOIO SK3aMEHa.

6.4. TpeboBaHMsI K OpraHU3alMU BOCIUTAHUS 00yJarOIUXCsl

6.4.1. Bocriutanue oOydYaronuxcsi MpH OCBOCHUM HWMH OCHOBHOW 00pa30BaTEIbHOU
OpOTpaMMbl  OCYILECTBIIIETCSI HAa OCHOBE BKIJIIOYAEMbIX B HACTOSIIYI0 00pa3oBaTeiIbHYIO
nporpamMMmy padoueii mporpaMMbl BOCIIUTAHUS U KaJI€HIAPHOTO TUIaHa BOCIUTATEIbHON paboTHI.



6.4.2. Pabouast mporpamMma BOCHHUTAHUS U KAJICHAAPHBIN IUJIAH BOCIUTATEIBHON paboOThI
pa3paboTaHbl C Y4ETOM IPUMEPHBIX pabodel MporpamMMbl BOCIIMTaHUSA U KaJEeHJApHOIro IJIaHa
BOCIIUTATEILHON paboTHI.

6.4.3. B paspaborke paboueli mporpaMMbl BOCIHUTAHHS M KaJCHIAPHOTO IUTaHA
BOCIIUTATEIBLHOM pabOThl MPUHUMAIOT YYacTHE COBETHl OOYYalOIIUXCS, COBETHI POJHUTENCH,
MIPEACTaBUTENH paboToaaTeNnei u (MIn) uX 00beIMHEHUN (TTPH UX HAJTUYHH ).

6.5. TpeboBaHMs K KaJIpOBBIM YCJIOBUSM pean3alui 00pa3oBaTeIbHON MPOrpaMMbl

6.5.1. Peanuzamus oOpa3oBaTeabHON MPOTpaMMBl OOECIEYMBACTCS IEJaroru4eCKUMHU
paboTHHKaMu 00pa3oBaTEIbHON OpPraHU3aIMY, a TAKXKE JTUIAMHU, TIPUBJICKAEMBIMU K peaIH3aliu
00pa30BaTeIbHONW MPOrpaMMBbl Ha YCIOBHSIX IPAXKAaHCKO-IIPABOBOTO JOTOBOPA, B TOM YMCIE U3
quciia PYKOBOAMUTENEH M paOOTHHUKOB OpraHu3aluii, HalpaBiI€HUE EATEIbHOCTH KOTOPBIX
COOTBETCTBYET obsacTH  npodeccuoHanbHOM  AesrenbHocTH 07  AJAMUHUCTpPaTHBHO-
yhpaBieH4YecKass © OQUCHAsA [eATETbHOCTh, M HMEIOUIMMH CTaX paboThl B JaHHOM
npodeccuoHaIbHOM 00J1aCTH HE MEHEe TPEX JIeT.

Kpanudukanms megarorndeckux padOTHHKOB 00pa30BaTeIbHON OpraHU3aIllMi OTBEYAET
KBAJTM(PHUKAIIMOHHBIM TPEOOBaHUSM, YKa3aHHBIM B KBAJTM(PHUKAIIMOHHBIX CIIPABOYHUKAX M (WIJIH)
po(hecCHOHANIBHBIX CTaHAapTax (MPU HATMYUH).

Ilenarornueckue paOOTHHKM, TpUBJIEKa€Mble K pealu3aluud  o0pazoBaTeIbHON
POTPaMMBI, IMOJy4YalOT JOTOJIHUTENBHOE MpodeccHoHalbHOEe 00pa3oBaHUE IO MpOrpaMMam
HOBBIIIEHUS KBAJTU(PUKALUY, B TOM 4HCie B (hOpME CTAKUPOBKU B OPraHU3aLMAX, HAIIpaBJICHUE
NEeSITETPHOCTH KOTOPBIX COOTBETCTBYET oOmactu mnpodeccruoHanbHOl aestenbHocTH 07
AJMMHHCTPAaTUBHO-YIIpaBJIeHUYECKast U OHUCHAs AEATEIbHOCTb, HE peXXe OJTHOrO pa3a B TPH roja
C Y4E€TOM PACUIMPEHHsI CIIEKTPa MPOPEeCCHOHATHHBIX KOMITETEHITHIA.

Jlons menarorud4eckux pabOTHUKOB (B IMPHUBEIEHHBIX K IEJIOYUCICHHBIM 3HAUYE€HUSIM
CTaBOK), 00€CIEeYNBAIOIINX OCBOCHHE 00yUJaroIUMUC TPO(YECCUOHATIBHBIX MOy e, UMEIOIINX
OMBIT JIEATENBHOCTH HE MEHEE TPEX JIET B OpraHU3alysaX, HalPaBJIECHUE JEATEIBHOCTH KOTOPBIX
COOTBETCTBYeT oOmactu  mpodeccuoHanbHOM  AestenbHocTH 07  AJAMHUHUCTPATHBHO-
ylpaBiieH4YecKass M o(ucHass IesATeIbHOCTb, B OOILIEM YHUCIIE MeJarorn4eckux pabOTHUKOB,
pean3yronux NporpamMmbl Mpo(eccruoHANbHBIX MOAYJIEeH 00pa3oBaTeIbHOM NporpamMmsl, HE
MeHee 25 MPOIEHTOB.

6.6. TpeboBaHus K (UHAHCOBBIM YCIOBHSAM peaTH3alMy 00pa30BaTeIbHON POTPAMMBI

6.6.1. PacueTbl HOpMaTUBHBIX 3aTpaT OKa3aHMs TOCYAApPCTBEHHBIX YCIYT MO pean3aluu
00pa30BaTeNbHOM MPOrpaMMbl

PacueTsl HOpPMAaTHBHBIX 3aTpaT OKa3aHHs TOCYAAPCTBEHHBIX YCIyr MO pealu3aluu
00pa30BaTeNbHOI MpOrpaMMbl OCYIIECTBIISIOTCS B COOTBETCTBUM ¢ METOJIMKON omnpeaeneHus
HOPMATUBHBIX 3aTpaT Ha OKa3aHUE rOCYNAapCTBEHHBIX YCIYT MO peaau3alii oO0pa3oBaTelbHbIX
porpamMM CpeaHero mpodecCHOHaTLHOTO 00pa3oBaHus MO mpodeccrusM (CIEeHATbHOCTAM) U
YKPYIIHEHHBIM TpymnnaMm mpodeccuil (crnenuanbHOCTeH), yTBepkaaemble MUHIPOCBEUICHUS
Poccum exerogHo.

duHaHCcOBOE ObOecrieueHe peaan3aluyu 00pa3oBaTeIbHON MPOrpaMMBbl, ONpPEIeIEeHHOE B
COOTBETCTBUHU C OIOJDKETHBIM 3aKOoHOJaTenbcTBOM Poccuiickoit denepaunnu n PenepaibHbBIM
3akoHOM OT 29 nekabpst 2012 Ne 273-®3 «O06 obpazoBanuu B Poccuiickoit ®dexnepauun,
BKJIIOUAeT B ceOsl 3aTpaThl Ha OIUIaTy TpyJAa MpernojaBareieii 1 MacTepoB IMPOU3BOJCTBEHHOIO
o0y4yeHHsT € y4eToM oOecledeHUs] YPOBHS CpeaHed 3apa0OTHON IUIaThl MeJaroru4ecKux
pabOTHUKOB 32 BBIMIOJIHAEMYIO UMH YUeOHYIO (IIpernoaaBaTesbCKyto) padoTy U Apyryio paboTy B
cooTBeTcTBUU ¢ YKa3zoMm lIpesunenta Poccuiickoit @enepauun ot 7 Mas 2012 r. Ne 597 «O
MEPONPUATHSIX 110 pealln3alii rocy1apCTBEHHON COLMATIbHON MOTUTUKIY.



Pasznes 7. ®opMUpoBaHHE OLIEHOYHBIX MATEPHAJIOB 1JIS IPOBeIeHUs
roCyAapCTBEHHON UTOTOBOM ATTECTALIUU

7.1. T'ocynapcTBeHHas utoropas arrecranus (nanee — ['MA) saBnsercs 00s13aTenbHON 115
obpazoBarenbHbIx opranuzanuii CI10. OHa npoBOAUTCS MO 3aBEPIICHUH BCETO Kypca 00ydeHus
no HampaBieHutro noarotroBkd. B xome [MA oueHuBaeTcss CTeneHb COOTBETCTBUS
c(hopMUPOBaHHBIX KOMITETEHIINH BBITYCKHUKOB TpeboBanusm ®I'OC CIIO.

7.2. BBITYCKHUKH, OCBOWBIIUE MPOTPAMMbI TIOJITOTOBKU CHEIHAIMCTOB CPEIHETO 3BEHA,
cnatoT 'MA B popmMe 1eMOHCTPALIMOHHOTO 3K3aMeHa U 3aIlUThI TUILIOMHOTO MpoekTa (paboThi).
TpebGoBaHusl K COACPKAHHUIO, O0BEMY U CTPYKType IUIUIOMHON paboThl oOpa3oBaTenbHas
OpraHu3alus onpenaenser camocroarenasHo ¢ yuetom OIL.

locynmapcTBeHHass WMTOTOBasi aTTECTAIUsl 3aBEPINACTCS TMPUCBOCHHEM KBATA(DHUKAIIH
CHeruanrcTa cpegHero 3seHa: CneruaiucT no J0KyMeHTallMOHHOMY OOECIICUeHUIO YIIPaBICHUS
Y apXUBHOMY JICITY.

7.3. [ng rocynapcTBEHHOW HWTOrOBOW aTTecTalluu 0o0pa30BaTeIbHOW OpraHu3aluei
pa3pabaThIBaeTCs MporpaMma rocyapCTBEHHON UTOTOBOM aTTECTAIIMK U OLICHOYHBIE MAaTEPHUAIIHI.

7.4. OueHnounble Marepuanbl sl npoBeneHus [MMA BkiIOYalOT TUTMOBBIC 3aJaHUS IS
JIEMOHCTPAIIMOHHOTO 3K3aMEHa, MPUMEPHI TeM IUIUIOMHBIX pPa0OT, ONHUCAHHWE NPOUEAYp H
YCIIOBHI MPOBECHUS FOCYAApCTBEHHON UTOMOBOM aTTECTALlUU, KPUTEPUU OLICHKHU.

[Ipunoxenue.



IIpuaoxenne 1.
IIporpammpbl npogeccoHANBHBIX MOAYJIei

IIpuiaoxenne 1.1

K OII no cnenuaabHOCTH

46.02.01 JoxymeHTAlIMOHHOE O0ecreyeHne
ylpaBJieHUs U apXUBOBeIeHUE

PABOYASA ITPOI'PAMMA ITPOPECCHUHOHAJIBHOT'O MOAYJIA

IIM.01 OCYIHECTBJIEHUE OPTAHU3AIIMOHHOI'O 1 JOKYMEHTAIIMOHHOI'O
OBECIHHEYEHUSA JEATEJABHOCTHU OPTAHU3ALIUU



COJEP)KAHUE

. OBIIASI XAPAKTEPUCTHUKA PABOYEN ITPOT'PAMMBI
IMPO®ECCHUOHAJIBHOI'O MOAYJIAA

. CTPYKTYPA U COAEPKAHUE

IMPO®ECCHUOHAJIBHOI'O MOAYJIA

. YCJIOBUS PEAJTA3AIINUA MTPO®ECCUOHAJIBHOTO
MOJYJISA

. KOHTPOJIb 1 OIEHKA PE3YJIbTATOB OCBOEHUS
MNPO®ECCHUOHAJIBHOI'O MOAYJIA



1. OBILIASI XAPAKTEPUCTHUKA PABOYEN ITPOI'PAMMBI
IMPOPECCHUOHAJIBHOI'O MOAYJIAA

IIM.01 OCYHIECTBJIEHUE OPTTAHU3ALIMOHHOI'O

N JOKYMEHTAIIMOHHOI'O OBECIIEYEHUSA AEATEJIBHOCTHU OPI'AHU3 AU

1.1. IIe.m: H INIAHUPYEMBIC PE3YJbTAThI 0CBOCHUA npodwccnona.m;ﬂoro MOAYJIsA

B pesynprate um3ydeHus npodecCHOHATBLHOTO MOIYJISA OOYYaIOLIUKCS JTOJKEH OCBOUTH
ocHoBHOM Bupa nesarenbHocTH «OCYHIECTBICHUE OPraHU3alMOHHOTO U JIOKYMEHTAIIMOHHOTO
oOecrieueHus IesTeIbHOCTH OPraHUu3alui» U COOTBETCTBYIOIIUE €My 001ue U npodeccroHanbHbIe

KOMIICTCHI U

1.1.1. [lepedenb OOMIMX KOMITCTCHITHI

Kon ‘ HaumeHnoBaHue 001X KOMIIeTeHM

OK 01 Bei0upats crioco0s! perieHus 3aaa4 npodeccuoHalbHON JesITeIbHOCTH
IPUMEHUTEIBHO K Pa3IMYHbIM KOHTEKCTaM.

OK 02 Hcnonp30BaTh COBPEMEHHBIE CPENICTBA IIOUCKA, AHAIN3A U HHTEPIIPETALIUN
uHpOpMaLnH, 1 THPOPMALMOHHBIE TEXHOJIOTHH ISl BBITTOJHEHHS 33124
npodecCHOHATILHOMN 1€ TeIbHOCTH.

OK 04 D} dexTHBHO B3aUMOICHCTBOBATh U Pa00OTATh B KOJUIGKTHBE H KOMaH/IC.

OK 05 OcCy1ecTBIATh YCTHYIO ¥ IUCBMEHHYIO KOMMYHHMKALMIO HA TOCYJapCTBEHHOM
s3pike Poccuiickoit denepannu ¢ y4eToM 0COOCHHOCTEN COIMAIIBHOTO U
KYJIBTYPHOI'O KOHTEKCTA.

OK 09 [Tonp3oBaTbest MpoQeccuoHaNbHOM JOKYMEHTalMe Ha rocy1apCTBEHHOM U

HHOCTPAaHHOM A3bIKax.

1.1.2. Tlepevens npodeccnoHaTbHBIX KOMITETCHIINN

Koxn \ HanMeHnoBaHue BUIOB AeATEJIbHOCTH H NPOGeCCHOHATBHBIX KOMIIETEHIUI

BA1 OcyuecTBiIeHHEe OPraHU3ALMOHHOI0 U JOKYMEHTAIIMOHHOT0 00ecnevyeHus
JAeATEeJbHOCTH OPraHNu3anuu

K 1.1. | OcymecTBasaTh NpuéM-Tiepeaady yrnpapieHYeCcKord HHOOPMAIIUU C TTOMOIIBIO
CPEICTB
MH(OPMALIMOHHBIX 1 KOMMYHUKAIIMOHHBIX TEXHOJIOTHH.

IIK 1.2. | KoopaunupoBaTh paboTy MPUEMHON PYKOBOIUTEIS, 30H MPUEMa Pa3TUIHBIX
KAaTEeropuil MOCETUTENIEH OpraHU3alHH.

I1K 1.3. | Brnaners HaBbIKamMM IJIaHUPOBaHUs pabOUEro BpeMEeHH PYKOBOJUTENS U CEKpeTapsl.

IIK 1.4. | OcyuecTBasATh NOATOTOBKY JI€JIOBBIX NOE30K PYKOBOJIUTEINS U APYTUX
COTPYJHUKOB
OpraHM3alMH.

IIK 1.5. | Bragers cmocobamu opraHu3amuy padodero mpocTpaHCTBa MPUEMHON U KaOUHETa
PYKOBOJUTEIIS.

IIK 1.6. | OcymiecTBisaTh pabOTy MO MOATOTOBKE U MPOBEACHUIO KOHPEPEHTHBIX
MEpONPUATHIA, 00ecTiedBaTh HHPOPMALMOHHOE B3aUMO/ICHCTBHE PYKOBOJIHUTES C
M0/Ipa3JIJIEHUIMU U TOJDKHOCTHBIMU JIMIIAMU OpPTaHU3alllu.

MK 1.7. | OpopmisTs OpraHU3allMOHHO-PACTIOPSIUTENBHBIE TOKYMEHTHI U OpPTraHU30BbIBATH
paboTy ¢ HUMH, B TOM YHUCJIE C UCIIOJIb30BAHUEM aBTOMATU3HPOBAHHBIX CUCTEM.

MK 1.8. | OpopMasATs TOKYMEHTHI 110 JIMYHOMY COCTaBY M OpPraHU30BbIBATh PadOTy C HUMH, B

TOM YHUCJIE C UCITIOJIb30BAHUECM aBTOMATU3UPOBAHHBIX CHUCTCM.




IIK 1.9.

Opranu3oBbIBaTh TEKYIIEEe XpaHEHUE JOKYMEHTOB, 00paboTKy e Ui
OMEePATUBHOTO U APXUBHOTO XPAHECHHUSI, B TOM YHUCJIE C UCIIOIb30BAHUEM
aBTOMATHU3HPOBAHHBIX CHCTEM.

1.1.3.

B pesynbTare ocBoeHUs TPO(ECCHOHATBHOIO MOAYJIS 00yUaroIuiics JOJIKEH:

Bnanets
HaBBIKAMH

[Tomyyenus HeoOXoaANMON HHPOPMALIUY U NT€peJadl CAHKIIMOHUPOBAHHON
nH(OPMAIINU C UCIIOJIB30BAHUEM CPENICTB MH(DOPMAITMOHHBIX U
KOMMYHMKAIIUOHHBIX TEXHOJIOTHH.

Koopaunamuu paboTel mpuéMHON PYKOBOAMUTEINS U 30H MpUEMA pa3IMIHbIX
KAaTeropui MOCETUTENIEH OpraHu3aLiH.

ITnanupoBanust pabouero BpeMeHH PyKOBOJUTENS U pabouero Hs cekpeTapsl.
Opranu3zanuu AeJ0BbIX M0€310K PYKOBOJIUTEINS U APYTUX COTPYAHUKOB
OpraHM3alMH.

Opranuzanuu 1 nojaep)kaHust GyHKIIMOHAIBHOIO paboyero npocTpaHCTBa.
Opranu3anuu NOArOTOBKY U MTPOBEACHUS KOH(DEPEHTHBIX MEPOIIPUATH,
obecriedeHrs ”HPOPMALMOHHOTO B3aMMOACHCTBHS PYKOBOJIUTEIIS C
MIOIPa3JEJICHUSMH U TOJDKHOCTHBIMU JIMLAMU OPTaHU3ALNH.

OdopmiteHns OpraHU3alMOHHO-PACTIOPAIUTEIHHBIX JOKYMEHTOB U
opraHu3anuu paboTbl ¢ HUIMH, B TOM YHUCJIE C UCIOIb30BAHUEM
ABTOMAaTU3UPOBAHHBIX CHCTEM.

OdopmiieHus TOKYMEHTOB TI0 JINYHOMY COCTaBYy W OpTaHU3aIMH PabOTHI ¢
HUMH, B TOM YHCJIE C UCIOJIb30BAaHNEM aBTOMATU3UPOBAHHBIX CUCTEM.
OpraHu3anuy TeKyIero XpaHeHus J0KyMeHTOB, 00paboTKu e Jis
ONEPATUBHOIO U APXUBHOTO XPAHEHHUSI, B TOM YHUCIIE C UCIIOIb30BAHUEM
aBTOMAaTU3UPOBAHHBIX CUCTEM.

VYMmern

OpraHHU30BBIBATH pabouee MECTO B COOTBETCTBUU C TPEOOBAHUSMU I)PTOHOMHUKHU
U KyJbTYpHI TPYAQ;

obecrnieunBath pabodee MecTo U (YHKIIMOHATBLHOE pabouee MPOCTPAHCTBO
HEOOXOUMBIMH CPE/ICTBAMH OPTaHU3AIMOHHON TEXHUKH, MEOETBIO U
KaHLUEISIPCKUMU IPUHAICKHOCTIMU;

MOJIEP>KUBATH CPEJICTBA OPTAHU3AIMOHHON TEXHUKH B paO0YeM COCTOSHUU;
MIPUMEHATH B paboTe cpeAcTBa HHOOPMAITMOHHBIX 1 KOMMYHUKAIIMOHHBIX
TEXHOJIOTHI;

HCIOJIb30BaTh CPECTBA MHPOPMAITMOHHBIX U KOMMYHUKAIIMOHHBIX
TEXHOJIOTHH JIJIs TIOJTYYeHUs U Tiepeaun nHpopmaiuu;

YCTaHABJIUBATh U MOAAECPKUBATh KOMMYHHUKAIIMH B TTPOIIECCE AETOBOTO
OOIIEHHSI C TTIOMOIIBIO CPECTB HHPOPMAITMOHHBIX U KOMMYHUKAIIHOHHBIX
TEXHOJIOTHIA,

OCYIIECTBIATH cOOp, 00pabOoTKy HHPOPMAITIH, CUCTEMATH3AIUIO TTOTYy4YaeMBbIX
Y TIepeIaBaeMbIX JAHHBIX;

OCYIICCTBIIATH IMPOBEPKY AJOCTOBEPHOCTHU, ITOJTHOTHI U HEMIPOTUBOPEIYHNBOCTHU
JaHHBIX, HCKJIFOUCHUEC I[y6J'II/Ip0BaHI/I$I I/IH(I)OpMaI_[I/II/I;

CTIIQ)KUBAaTh KOH(DIUKTHBIEC U CIOKHBIE CUTYAI[UH MEKITMIHOCTHOTO
B3aMOJCHCTBUS;

COOJIFOIATh ATUKET ¥ OCHOBBI MEXKTYHAPOIHOTO MPOTOKOJIA;
obecrnieunBaTh HH(HOPMAIMOHHYIO 0€30MACHOCTH JCATEILHOCTH OpTaHU3AIIHH;

BECTH U HCIIOJIb30BaTh B paboTe 6a3y KOHTAaKTOB OpraHU3alluy;




BECTHU YUYETHBIE PETUCTPALIMOHHBIE (POPMBI, UCTIOIB30BATh UX AJIS
nH()OPMAIIMOHHON PAOOTHI ¥ PaOOTHI IO KOHTPOJIIO UCTIOTHEHHUSI IOPYICHHIA;

BCTpeuaTh MOCETUTENEH, MOTy4yaTh MEPBUYHYIO0 HH(DOPMALIUIO O TTOCETUTEIIAX,
YCTaHABJIMBATh MOPSAOK NIPUEMA JIJISL PA3JIMYHBIX KATETOPUNA IOCETUTENEN
MIPUHUMATH MEPhI IO COXPAHEHHUIO KOH(PHIEHIMATbHONH HHPOPMAIIUHU B XO/1€
puéMa IIOCETUTEIICH;

BECTH YUETHBIC PETUCTPALIIOHHBIC (POPMBI 110 IPUEMY TTOCETUTENICH U
oopMIIATH ITpOIyCKa;

OCYILLIECTBIATh MPUEM, IIepeiady U OTIPaBKY JOKYMEHTOB;
OpPTraHU30BBIBATh U OPOHUPOBATH MIEPETOBOPHBIC KOMHATHI,

CepBUpPOBATh YaiiHbIe (KO(eiHbIe) CTONIBI B OHCE;

BBIOMPATh (POPMBI TNIAHUPOBAHUS M 0(OPMIIATH TIIAHUPOBIIUK (OpraHansep)
PYKOBOJIUTENS U CEKpeTaps;

YCTaHABJIMBATH 1€, OTIPEACISTh TPUOPUTETHOCTD M 04EPETHOCTh
BBITIOJTHEHUS pabOT ¥ 3PPEKTUBHO pacrpeaesaTh pabouee Bpems;
COIJIACOBBIBATh BCTPEUM U MEPONIPHUATHS U BHOCUTH HH(POPMALIHIO B
TJIAHUPOBIIMK (OpraHaiisep);

UH(POPMHUPOBATH PYKOBOIAHUTENS O MPHOIMKEHHH BPEMEHH U PETIIaMEHTE
3aITAaHUPOBAHHBIX BCTPEY U MEPOTIPHUATHIA;

BBIOMPATH ONTHUMAJIBHBIE CIIOCOOBI BHEIITHETO U BHYTPEHHETO WH(OPMHUPOBAHHUS
0 IJIAHUPYEMBIX MEPOIIPUATHSAX;

COCTABJIATh U OOPMIIATH TOKYMEHTBI /7Sl JIEJIOBBIX MOE3/10K;

OCYUHIECTBJIATH TPEBEN-TMIOIEPKKY JEIOBBIX OE3I0K;

COTJIaCOBBIBATh C MPUHUMAIOLIEH CTOPOHOM MPOTOKOJI IIJIAHUPYEMBIX
MEpONPUATHIA U GOPMHUPOBATH MPOTrPAMMY JIEIOBON MOE3IKH;

UCIOJIb30BATh CPEACTBA MHPOPMALIMOHHBIX U KOMMYHHKAIIHOHHBIX
TEXHOJIOTUH JI71s1 0OecTieueHus! B3aUMOACHCTBUS C PYKOBOJUTEIEM BO BpeMsl
€ro JIeJIOBOM ITOE3/IKH;

0(OpMIIATH OTYETHBIC JJOKYMEHTHI O JIETIOBOM MOE3/IKE.

OpPraHru30BbLIBATH IMTPOLECC MMOATOTOBKHU U ITPOBCACHUC KOH(i)epeHTHOFO
MCPOIPUATHA UHAUBUAYAJIBHO U B COCTABEC pa6oqel71 T'PYIIIIBI;

JOKYMEHTUPOBATh pa3Hble 3Talbl NPOLeTypbl OATOTOBKU U IPOBEIACHUS
KOH(EPEHTHOTO MEPONPUSITHS;

COCTaBJIATh MPOEKTHI OPTraHU3AIMOHHBIX, PACTIOPSIUTEIBHBIX U
UH(POPMAIIMOHHO-CIIPABOYHBIX JOKYMEHTOB, B TOM YHCIIE JOKYMEHTOB,
cozieprKalx KOH(UASHINAIEHYIO HH)OPMALIUIO;

0(hOpMIISATH OPraHU3aIMOHHO-PACTIOPSAUTEIEHBIE TOKYMEHTHI (OPUTHHAIBI 1
KOIIUN);

CKaHUPOBATh, KOTUPOBATh U KOHBEPTHUPOBAThH IOKYMEHTHI B PA3JIHUHBIC
¢bopmarsr,

OCYIIECTBIISATH MIPOBEPKY MPOCKTOB TOKYMEHTOB Ha COOTBETCTBHUE MTPaBUIIaM
JEeTONPOU3BO/ICTBA;

NPUHUMATh U IIPOBOIUTH TIEPBHYHYIO 00PaOOTKY BXOASIINX TOKYMEHTOB;
MPOBOAMTH MPEIBAPUTEIEHOE PACCMOTPEHUE BXOASIINX H BHYTPCHHUX
JTOKYMEHTOB;

PETHCTPUPOBATh BXOIAIINE, UCXOSIINE U BHYTPEHHUE JOKYMEHTBI;




KOHTPOJIMPOBATh MApUIPYTU3AINIO JOKYMEHTOIIOTOKOB B OpraHU3aluu
(cormacoBaHue, IOANKUCAHUE, YTBEPKICHUE, pETUCTPALMsl, 03HAKOMJIEHUE U
UCIOJIHEHUE IOKYMEHTOB);

OCYUIECTBJISITh CPOKOBBIM KOHTPOJIb UCTIOJHEHUS JOKYMEHTOB;
OCYIIECTBISTH 00PabOTKY U OTIPABKY UCXOMSIIUX TOKYMEHTOB,;

COCTABJISITh OTYETHI U AaHATTMTUYECKUE CIIPABKU 00 UCIIOJIHEHUH IOKYMEHTOB;
BeCTU MH(POPMAIIMOHHO-CIIPABOYHYIO pabOTy MO JOKYMEHTaM;

OCYLICCTBJIIATH pa60Ty C OPraHru3aiuOHHO-PACIIOPAINTCIIbBHBIMU JOKYMCHTAMUA
B ABTOMATU3MPOBAHHBIX CUCTCMAX,

o0ecreynBaTh COXPaHHOCTh MEPCOHABHBIX TaHHBIX PAOOTHUKOB,;

OpPraHU30BBIBATH JOKYMEHTOOOOPOT MO MPEICTABICHHUIO TOKYMEHTOB IO
MEPCOHAITY B TOCY/IapPCTBEHHBIEC OPTaHbI;

OpPTraHU30BBIBATH IOKYMEHTOOOOPOT MO YUYETY U ABIKEHHIO pAOOTHUKOB;
BECTU BOMHCKHUI Y4€T paOOTHHUKOB;
BECTH yu&€T pabouero BpeMeH! pabOTHUKOB;

o(opMIISATh OpraHU3alMOHHO-PACTIOPSIUTEIBHBIC TOKYMEHTHI 110 INYHOMY
COCTaBy;

BECTH PETUCTPALMIO, YUET, ONIEPATUBHOE XPAHEHUE JOKYMEHTOB M0 JINYHOMY
COCTaBYy;

BC€CTU JOKYMCHTALUIO, IIOATBCPKAAONIYIO CBCACHUA O TPYHOBOﬁ JACATCIIBHOCTH
" TPYAOBOM CTaxXe pa6OTHI/IKOB;

(dhopMUpOBAThH JTUYHEIE JIes1a PAOOTHUKOB;

oQOopMIIATH JieJ1a IO JTUYHOMY COCTaBY JJIsl IEpejaul B apXUB OpraHU3aluy;
paboTaTh CO CelHaTu3UPOBAHHBIMU HHPOPMAIIMOHHBIMHU CHUCTEMaMU U
0a3aMu JaHHBIX 110 BEJICHUIO YU€Ta U JABMKEHUIO paOOTHHUKOB;

pa3pabaTbIBaTh HOMEHKJIATYPY JIe]l OpraHu3aIii;

MIPOBEPSATH MPABUIBLHOCTh OPOPMIICHHS JOKYMEHTOB U OTMETKHU 00 MX
UCTIOJHEHUH Nepe]l X (OPMHUPOBAHUEM B JIEINIO JUI MOCIETYIONIEr0 XpaHeH s,
(dbopmMHpoBaTh Aea, KOHTPOJIUPOBATH IPABUIBHOE U CBOEBPEMEHHOE
pacnpeziesieHue 1 MOAINBKY JOKYMEHTOB B JieJa B COOTBETCTBUHU C
HOMEHKJIATypOH JI€;

MIPOBEPATH CPOKHU XPaHEHHsI JOKYMEHTOB, COCTABIIATh IPOTOKOJ PabOTHI
9KCIIEPTHON KOMHMCCHH IO MOATOTOBKE JOKYMEHTOB K IIE€peiaue B apXuB;
COCTaBJIATh aKT O BBIIECICHUH K YHUUTOKEHHIO IOKYMEHTOB, HE MOJIEKAIINX
XpaHEHUIO;

COCTaBJISITh KT 00 YHUUTOKEHUH JOKYMEHTOB;

OCYILIECTBIIATH MOJTHOE WM YaCTUYHOE 0(OpPMIIEHHE JIE]I BPEMEHHOT O,
IIOCTOSIHHOT0, TOJITOBPEMEHHOTI'O CPOKOB XPAaHEHUS;

COCTaBJISITh OIMKCH /1€ CTPYKTYPHBIX MOJPa3/AeIEHHUI TOCTOSHHOTO,
JOJITOBPEMEHHOI'O CPOKOB XPaHEHUS IS IEPEauy JI€J B apXUB OpraHU3aliy.

3HaTh

HOpPMaTHUBHBIE MPaBOBBIE akThl Poccuiickoit denepanuu B chepe
MH(OPMALIMOHHBIX U KOMMYHHUKAI[MOHHBIX TEXHOJIOTHM, IO 3alllUTe
uHpopmanuu, HHGOPMAIIMOHHON 06€30IacHOCTH, 10 paboTe ¢ 00paIIeHUusIMU
rpa)x<i1aH, o OpraHu3aluy 1eJ0BOM MOE3/IKH, B chepe 1eT0Mpon3BOICTBA U
apXHUBHOTO JieNa, B cpepe peryaTupoBaHus TPYAOBBIX OTHOLICHUH;

JIOKAJIbHBIE HOPMATUBHBIE AKThI, PETIAMEHTUPYIOIINE ACITEILHOCTh CITYKObI
JIEIOTIPON3BOJICTBA U €€ PaOOTHUKOB, OPTaHU3AITUIO BEICHUS




JIEJIONPOU3BOJICTBA, IEpeAady JIeJl B apXUB OpraHU3alliu, a TAKKe
periaMeHTUPYIOILUE TPYIOBbIE OTHOIICHHUS;

CTPYKTYpy OpraHuzauuu, e€ 3a1auu U GyHKUIUHU, pacnpeneneHue QyHKIui
MEXy CTPYKTYPHBIMHU MOJIPA3I€JICHUSMHU U CIELUATUCTAMY;

TpeOOBaHUS OXPaHbI TPY/a, MPOU3BOJICTBEHHON CAHUTAPHH, TPOTUBOTIOXKAPHOM
3aIUTHI;

OCHOBBI IPABUIILHON OPraHU3aIMy TPYAa U METO/IbI TOBBIIICHUS €T0
3¢ (HEeKTHBHOCTH;

OCHOBEI YITPABJICHHA BPEMCHEM
BHUbI OpraHHSaHHOHHOﬁ TCXHUKHU U IIpaBUJIa pa6OTI)I C Heﬁ,

METO/]Ibl 00pabOTKH U 3aLUTHI HHPOPMAIIUU C IPUMEHEHHEM CPEJICTB
MH()OPMAIMOHHBIX 1 KOMMYHHKAITMOHHBIX TEXHOJIOTHIA,

COBPCMCHHLIC I/IH(I)OpMaI_II/IOHHLIe 1 KOMMYHHUKAIIMOHHBIC TCXHOJIOTHH,
IIPUMCHACMBIC B pa60Te C JOKYMCHTAaMH, B TOM YMCJIC 10 JINYHOMY COCTABY,

STHKET U OCHOBBI MEXIyHAPOIHOTO IIPOTOKOJIA;

3TUKY JEJIOBOTO OOIIEHNUS;

IpaBUJIa PYCCKOTO SI3BIKA;

IpaBUJIa PEUEBOTO STHKETA;

MpaBUJiIa MOJCPKAHUS M PA3BUTHS MEKIMIHOCTHBIX OTHOIICHUH;

MpaBUJIa MIPOBEACHUS JICTOBBIX TIEPETOBOPOB;

MpaBUJIa OPTaHU3ALNHU PHUEMA TTOCETUTENCH;

IIpaBUJIa CEPBUPOBKH YaHOTO (KO(eHHOoro) crona;

MOPSA0K NOJATOTOBKU M IOKYMEHTUPOBAHUS J1€I0BOM MOE3/IKH;
MHTEPHET-PECYPCHI ISl OCYIIECTBICHUS TPEBEI-MOIICPKKH JEIOBBIX MOE3/10K;

KOMIUIEKC OPTaHM3allMOHHO-TEXHUYECKUX MEPONIPUATHIL 110 IOATOTOBKE U
MIPOBE/ICHUIO KOH(PEPEHTHBIX MEPOIIPUSATHI];

npaBuia opopMIIEHHs JOKYMEHTOB, CO3/aBa€MBIX B IIPOLIECCE MOTOTOBKH U
MPOBEICHUS KOHPEPEHTHOTO MEPOIIPUATHS;

COCTaB BHYTPCHHHX WU BHCUIHHUX I/IH(l)OpMaIH/IOHHI)IX IIOTOKOB,

PYKOBOJICTBO CTPYKTYPHBIX HOJpa3iesieH!, 00pa3iibl MOANUCEH JHIL,
MMEIOIIUX MTPaBo MOANKUCAHUS U YTBEPKICHHS TIOKYMEHTOB, U OTpaHUYECHUS
30H UX OTBETCTBEHHOCTH;

BUIbI HOMEHKJIATYP JIeJl, 00Ire TpeOoBaHUs K HOMEHKJIAType /1€, HOPSI0K
paboTHI ¢ Heil;

nopsAI0K GopMUpOBaHUA U oopmileHus Aell, cienupuxky GopMupoBaHUs
OTJIENbHBIX KaTErOpui Ae;

MpaBWJIa XpaHEHUS JIeJl, B TOM YHUCIIE C JOKYMEHTaMH OIPaHUYEHHOTO I0CTYIa;
MpaBWJIa BbIIaYM U UCIIOJIb30BAHUS JOKYMEHTOB U3 CPOPMUPOBAHHBIX JEI;

MOPAIOK UCIIOJIB30BaAHUA TUITOBBIX UJIM BEAOMCTBCHHBIX nepequﬁ
AOKYMCHTOB, OIMPCACIICHHUA CPOKOB XpAaHCHHA B IIPOLECCE SKCIICPTU3BL
LHEHHOCTH JOKYMCHTOB;

BU/JIBI OIKCEHN 1€ OopraHu3alu U IOpsAAO0K pa6OTLI C HUMMH.




1.2. KosimyecTBO 4aCOB, 0TBOJAMMOE HA OCBOCHHUE NMPO(eCCHOHATBHOTI0 MOIYJIsI

Bcero wacos — 717
B TOM 4YHCJIe B popMe mpaKkTUIeCKOr moAroToBku — 210
N3 Hux Ha ocBoerne MJIK — 501
B TOM YHUCJIC CAMOCTOsITeNIbHAS paboTa — 83
NPaKTUKH, B TOM 4Huclie yueOHas — 36
IIpOU3BOJICTBEHHAs — 174



2. CTPYKTYPA U COAEPKAHUE ITPO®PECCHUOHAJIBHOI'O MOAYJIA

2.1. CTpykTrypa npogeccHOHAIBHOT0 MOIYJIs

O6beM po(hecCHOHATTLHOTO MOAYJIS, aKaIEMUYECKUX YaCOB

S|
&
m
. % O6yquI/1]e3 o MJIK TpaxTug
g 2 TOM YHCIIE
Kombt g3 -
npodeccuonan HaumenoBanue pa3zaenon Bcero, | € )'; JlaGoparo ;mf =
BHBIX M OOIIHMX Ppo¢e€CCUOHAIIBHOTO MOYJIS JacoB g S PHBIX U Camocro | © &
N 50 Bcero KypcoBbix £ = IIpousson
KOMIIETEHITU I £ 9 IPAKTHYIEC ATenpHad | g 5| YueOHas
m Z pabot 6 5 © CTBEHHAs
= KHX pabora s £
5 3aHATHI g
5 =
IIK 1.1, 1.5, Pazpnen 1. JlokymeHTHpOBaHUE U
16,1.7,1.9 opranu3anys padoThl ¢ OPHUIIHATEHBIMH
OK JOKyMEHTaMU 249 249 108 30 33 18
01,02,03,04,05 | MJIK 01.01. /TokymMeHTaIIHIOHHOE
,09 o0ecrniedyeHre yrpaBieHUs
IIK 1.1, 1,6, Pazgen 2. Opranuzanus paboTsI ¢
1.7,18,1.9 JOKYMEHTaMHU B aBTOMAaTHU3UPOBAHHBIX
OK CHCTEMax 51 51 24 17
01,02,04,05,09 | MJIK 01.02. Opranu3aiiust paboTHI C
AJIEKTPOHHBIMHU JIOKYMEHTAMH
K 1.1, 1.2, Pazgen 3 OpranusanuonHoe
13,14, 1.5, oOecrieueHne IeITeILHOCTH
1.6 OpraHu3alnu
OK MJIK 01.03. Opranusanus % % 44 16 18
01,02,03,04,05 | cekperapckoro oocmy>KUBaHUS
,09
K 1.1, 1.2, Paznen 4. JlokyMeHTUpOBaHUE U
1.4,1.7,1.8, opraHu3anus paboThl C KaIpOBBIMH
1.9 JOKYMEHTaMU 103 103 48 17 18
OK 01,02, 03, | MK 01.04. JlokymeHTallUOHHOE
04, 05, 09 obecrnieueHre KaJapoBoil CIyKObI




VYyeOHas nmpakTUKa 36 36 36
[Tpou3BoacTBEHHAS MTPAKTHKA (TIO 174 174 174
PO UITIO CIIEIUATBLHOCTH ), YaCOB

DK3aMeH 10 MOJYJIIO 6

Bcero: 717 210 | 501 | 224 | 30 | 83 |54 |36 174




2.2. TemaTn4yeckuii IJIaH U coaepxkanue npodeccuonaabHoro moayJas (IIM)

HaumenoBaHue pa3jiesioB u
TeM NPO(PecCHOHAIBLHOTO
monyJas (IIM),
MEKIN CHUTITHHAPHBIX
kypcos (M/IK)

Conep:xanue yueOHOro MaTepuasia, JJadopaTtopHbie U NPAKTHYECKHE 3aHATHS,
caMoCTosiTeJIbHAsI yueOHast padoTa 00y4aromuxcs, KypcoBasi padbora

Oobem,
aKa/. 4acoB, B
TOM 4YHcJie B
dopme
NPaKTHYEeCKOMI
NOAT0TOBKH,
aKaj. 4acoB

Pa3nen 1. JlokyMeHTHPOBAaHNE U OPraHu3anus padorsl ¢ 0pUMIHMATbHBIMA JOKYMEHTAMHU

M/IK 01.01 JoxkyMeHTAaMOHHOE O0ecrieyeHue YIpaBJIeHUs 249
Tema 1.1. Conep:xanue
OcHOBHbIE IOHATHS, [TonsiTue o nucuuiunHe. Mcroprueckoe pa3BUTHE U COBPEMEHHOE COCTOSIHUE AEIONPOU3BOACTBA.
TEePMHMHOJIOTHS U B3aumocss3p nHpopmanuu u 1oKkyMeHTa. OyHKIHMU JeI0NPOU3BOJUTENS B alllapaTe YIPaBJICHUS.
onpeaeaeHus [Tonstue o nokymente. @yHkuu 1okymenTa. [Ipodeccruonanbable TEpMUHBI M ONPEAETICHHUS. 4
Yuaudukanus u crangaptuzanusi. Cucremsr qokymenrtanun. Cucrema OPJI. I'ocynapcTBeHHBIC
craHgaptsl Ha cuctemy OPJI.
Knaccugukanus nokymeHToB. bymara nokymenra, e€ ¢opmarsl.
Dopmysip-oopazer; OPJ]. opmynsap qokymeHTa.
IIpakTHYeckHe 3aHATHA
Dopmynsap-odpazen. Cxembl pacronokKeHs] pEKBU3UTOB JOKYMEHTOB M IpaHMIIbl 30H Ha (hopmare A4, 2
IPOJIOJIBHOTO U YTJIOBOTO OJaHKOB.
Tema 1.2. Conep:xanue
IIpaBuia ogopmiaenus bnank, Buzpl 61aHKOB. PekBU3UTHI 0011ero 6JaHKa U IpaBuia ero oopmiieHus. YTI0BON U MPOAOIbHBIN
pexBusuTosB OP/I. BAPUAHTHI.
Nudopmanuonno- PexBH3UTHI OJ1aHKa KOHKPETHOTO BHJIa ToKyMeHTa. [IpaBuia ero odopmienus.
CIIpaBOYHbIE JOKYMEHTbI PexBusut «Anpecary». PekBu3NUT «3aroioBoK K TEKCTY». 3alUCKH: BUABI U Pa3HOBUIHOCTH.
Buemnue noknanusie 3anucku. [TpaBuna opopmnenus pekBusuta «Teket nokymenTa». Odopmienue 10

ab3a1eB TeKCTa, HyMmepanus ad3ares. J3bIK U CTHIIb TOKYMEHTOB.

BuyTpennue noknaanslie 3anucku. [IpaBuna odpopmienus pekBusurta «OTMETKa O MPUITIOKEHUN,
«[Toamucey.

Cnyxe0npie 3amucku. [Ipasuna opopmnerus: «OTMeTkn 006 UCTIOTHUTENE TOKyMeHTay. [IpaBuiia
0 OpMIICHHS PYKOMTMCHBIX PEKBU3UTOB Ha JOKYMEHTE.

PykonuchHoe oopmiieHne TOKyMEHTOB: O0OBSICHUTENIbHAS, CTyKeOHasl 3alIMCKa, 3asiBJICHUE.




CrnpaBka. O6s13aTenbHble peKBU3UTHL, TpaBuiia opopmiieHus. PekBu3ut «lledatoby.

Joepennocts. Pacniucka. Tpadapernsie nokymentsl. O6s3arenpable pekBU3UTHL. [IpaBuia odopmienus.

Tenedonorpamma. Tenerpamma. dakcorpamma. O6s13aTenbHbIE pekBU3UTHL [IpaBuna odopmiueHus.

HpaKaneCRne 3aHATHSA

Coznanue o61iero 6aHka opraHu3anuu, 0JaHKa KOHKPETHOTO BUA TOKYMEHTa, CTPYKTYPHOTO
Mo/Apa3iesIeHusl, TOJDKHOCTHOTO JIMIIA, C YTIIOBBIM M MPOAOIBHBIM PACIOI0KEHUEM PEKBU3UTOB.

Odopmienne pekBU3UTOB «AzipecaTy U «3aroJloBOK K TEKCTY».

Odopmnenne pexBusuta « TeKCT TOKyMEHTa.

Odopmiienne «OTMETKH O TPUITOKEHUI. 18
Odopmiienne pexBuzuta «Iloanuce.
OdopmiteHne 3ammcoK, CIpaBoK, TOBEPEHHOCTEH, paCIHCOK, Tele(oHOrpamMMm.
OdopmiieHne pyKONMCHBIX PEKBU3UTOB Ha JJOKYMEHTE.
Odopmienne TpadapeTHbIX JOKYMEHTOB.

Tema 1.3. Conep:xanue

HNudpopmannonHo- Buibl ¥ pa3HOBUAHOCTH CITy’K€OHBIX NHceM. biaHk nucema.

ClpaBOYHbIE Pabora ¢ rotoBbiMu Osankamu nucem. OdopmiieHue nmucem Ha Gopmare AS.

nokymMeHThI. Ciry:keOHbIE Bupl 1 pa3HOBHIHOCTH CiTy)XeOHBIX nuceM. [IincpMo-ipock6a, MUChMO-3apOC, THCHMO-OTBET.

IUCbMa, UX Pa3sHOBUIHOCTH Bup! 1 pa3HOBHIIHOCTH CiTyKeOHBIX niceM. COnmpoBOUTEIbHOE MUCHEMO. ['apaHTHItHOE MHCHEMO.
Buibl v pa3HOBUAHOCTH cy)eOHbIX nuceM. [Incbsmo-TpeboBaHue, MMCbMO-0TKA3. 4
Bunbl v pa3HOBUAHOCTH cykeOHbIX nuceM. [Iucsmo-npurnamenue. [lucsmo-no3apasnenue. [Tucemo-
0J1ar01apHOCTb.
Bunbl u pazHoBUAHOCTH cy)eOHbIX nuceM. [Incbmo-u3Bemenue. [lncbMo-oaTBEpKACHHE.
HNHdopmaninoHHOE MUCHMO.
IIpakTHyeckne 3aHATHA
Coznanne 6mankoB nuceM. PaboTa ¢ roToBeIMH OJTaHKaMH OpraHU3alluH. 20
Odopmnenune nHGHOPMAITMOHHO-CITPABOYHBIX JIOKYMEHTOB.

Tema 1.4. Conep:xanue

PacnopsaurebHbie ITpuxas. [lonstue o nokymenrte. O0s3aTenbHble PEKBU3HTHI, PAaBUJIa COCTABICHUS U O(hOpPMIIEHUSI.

MOKYMEHTBI, U31aBacMble Bu3bl coriacoBaHusi IpoeKTa JOKYMEHTA.

Ha NPUHIHMIAX eIHHOHAYAIMUSA | OTMETKA O HAIMYNY IPUIOKEHHUS B PACIIOPAIUTEIbHBIX JOKYMEHTAX. 6

NPUHATHS pelIeHu i

Bu3bl 03HAaKOMIIEHHUS C JOKYMCHTOM.

Brimmcka u3 IIprKasa. Komus JOKYMCHTA. OtMmeTKa 0 3aBCPCHUHN KOIIMU JOKYMCHTA.

CoBmecTHbIN npuka3. [IpaBuna coctaBnenus u 0hoOpMIICHHs TOKYMEHTA.




Pacniopsokenue. [Tonstue o gokymente. O0si3aTebHbIC PEKBU3UTHI, IPABHIIA COCTABICHUS U
0 OpMIICHUSI.

Vxazanwue. [lonarue o JOKYMCHTC. OO0s13aTeabHbIE PEKBU3UTEI, IIpaBuJjia COCTABJIICHUA U O(bOpMJ'IeHI/IH.

IIpakTnyeckue 3aHsATHS

Odopmienne pacnopsSAUTEIbHBIX JOKYMEHTOB.

O(bOpMJ'IeHI/Ie BBIITMCKHA U3 paCIopsAguTEIIbHOIO JOKYMCHTA U KOIIKMHU JOKYMCHTA.

Ckperuienne (IIPOIIMBKA) KOITUU JOKYMEHTA

22

Tema 1.5.
JlokyMeHTbl KOMHCCHIT
U KOJJIETHAJIbHBIX OPraHOB

Conep:xkanue

[Tocranosnenue. Pemenue. [Tonstue o nokymenrax. O0s3aTeIbHbIC PEKBU3UTHI, IPABHUIIA COCTABICHUS U
odopmIIeHUS.

HpOTOKOH. ITonsTue o JOKYMCHTC. O0s13aTeIbHBIE PCKBU3HUTLI, IIpaBHJIa COCTABJICHUA U O(l)OpMJ'IeHI/IH.

Brinucka u3 IIPOTOKOJIA. Komus IIPpOTOKOJIA.

AxT. [lonstue o nokymenrte. Buasl aktoB. O0s3aTenbHbIe PEKBU3HUTHI, IPABUJIa COCTABICHUS U
odpopmiienus. [Tonmucek gokymenTta. ['pud yrBepxkaeHus TOKyMeHTa. BU3bl 03HAKOMIICHUSI.

IIpakTH4yeckue 3aHATHS

O(bOpMJ'IeHI/Ie IIPpOTOKOJIA, TIOCTAHOBJICHH:, pCHICHWA, dKTa

Od¢opmieHne BBITUCKU U3 TPOTOKOJIA.

22

Tema 1.7.

3anaum u pyHkuMn

CJIYKObI J1eJIONPOU3BO/ICTBA.
Opranmn3zanuoHHbIe
JOKYMEHTBI

Conep:xanue

Ponb u MecTo ciyx0bl 1€70MpOU3BOICTBA B padoTe amnmnapara yrnpasieHUs. 3a1aui U QYHKIHUN CITyKObI
JIeNIonpon3BoicTBa. HOpMaTHBHO-METOAMYECKHE aKThl, PErJIaMEHTUPYIOIINE PadOTy € TIOKYMEHTaMH.

Hopwms! Bpemenu Ha pabotel o JIOY. Pacuer uncieHHOCTH Ci1y»KObI 1€I0IPON3BOJICTBA

VYupenurenbHble JOKyMeHTHI. JlokalibHbIE HOpMaTUBHBIE aKThl. [loHATHE O JOKyMeHTaX. O0s13aTenbHbIE
PEKBU3HTHI,

OocHOBHbI€ pa3feinsbl. [IpaBuna cornacoBanus u yreepxaenus JIHA. [Ipasuna opopmienus
MHOT'OCTPaHUYHBIX JOKYMEHTOB.

WNucTpykius 1o aenonpous3BoAcTBy. [lonsiTue o nokymenrte. O0s3aTeNIbHbIE PEKBU3UTHI, OCHOBHBIE
pa3Jienbl, paBuiia COCTaBlIeHUs, O(hOpMIICHUS U BBEACHHUS B ISHCTBUE U3aHUEM MTPHKA3a.

Jorosop. O0si3aTenbHble PEKBU3UTHI, OCHOBHBIE pa3/ienbl, MpaBuia 0GhopMIIECHHS.
Ocobennoctu oopmienus: peksusuTa «lloamucey.

JlomkHOCTHAs MHCTPYKIUS enonpousBoauTens. OcHoBHbIE pa3nensbl. [IpaBuna cocraBienus,
o OpMIICHUS U BBEJICHUS B IEHCTBUE PYKOBOJIUTEIIEM.

12

IpakTnyeckue 3aHATHS

O(I)OpMJICHI/IC OpraHn3allMOHHBIX JOKYMCHTOB.
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O(bOpMJ'IeHI/IC pacrnopAIUTECIbHBIX JOKYMCHTOB, BBOAAIINX B HeﬁCTBHe, U3MEHAIOIHNX WUJIN OTMCHAKIINX
OpTraHru3allMOHHBIC JTOKYMCHTHI.

Ckperuienne (ITPOIIMBKA) OPUTHHANIA JOKYMEHTA

Tema 1.8.
Opranusanus padoTbl
¢ JOKYMEHTaMHu

Conep:kanue

CoBpeMeHHbIE TEXHOJIOTUN OPraHU3alK J1EI0IPOU3BOICTBA.

®opmsbl paboThl ¢ JoKkyMeHTaMu. [IoHATHE «TOKYMEHTOOOOPOT» U €r0 OpraHu3aIusl.
[TonsiTHE «1OKYMEHTONOTOKW». ONeporpaMMbl JOKYMEHTOIIOTOKOB: BXOAAILIUE, HCXOLALINE U
BHYTPEHHUE JIOKYMEHTHI.

MapipyTtu3zanus J0KyMEHTOIIOTOKOB:
BXOJISIIIINE, UCXOSIIKEe, OOpaIeHus TpaXKaH, BHyTPEHHUE (3aIMCKHU, TPUKA3HI).

Perucrpanus J0KyMEHTOB — 3HAYEHUE U 3a/1a4U.
@DopMbl peructpanuy JoKyMeHToB. JKypHaibHasi, KapTouHas U aBTOMAaTU3HpOBaHHAasi POPMBI.

Perucrpanus BXoas11ero JOKyMEHTOOTOKA: IepBUYHast 00paboTKa, MpeaBapUTeIbHOE PACCMOTPEHHE,
NPUKPEIUICHHE CKaH-KOIMH, OTIIPaBKa Ha PACCMOTPEHHUE aJipecaTy, GUKCAIHs PE30TIOIHH.

PGFI/ICTpaHI/Iﬂ HCXOOAECTO JOKYMCHTOIIOTOKA: CIIPABKU, MMCbMaA, 3alIMCKU, BBIIIMCKH, ZIY6JII/IKaTI)I.

PGFI/ICTpaHI/Iﬂ BHYTPCHHCTO JOKYMCHTOIIOTOKA: 3aIlIMCKU, 3adBJICHUA pa6OTHI/IKOB, ITpUKa3bl, aKThI,
ITPOTOKOJIBI.

KoHntposb ncnonaenus: AokyMeHToB. Buabl koHTposiss. Cpoku KOHTPOJIA.

Homenknarypa nen. Buasl HoMeHknatypsl. [loHsTHE O TOKYMEHTE, €r0 3HAYECHHUE.

[TpaBuna cocraBieHus 1 0popMIIEHUS] HOMEHKIIATYPhI JIeJl CTPYKTYPHOTO nojpasaenenus. CocraBieHne
1 opopmileHHE CBOJIHOM HOMEHKJIATYphI 1€7 OPTaHU3alluy U BBIMHUCOK Ui CTPYKTYPHBIX MO/Ipa3/iesIeHUH.
3aKkpbITHE HOMEHKIATYPHI Aei. FITorosas 3anuchk K HOMEHKIATYpe AL

Omnpenenenne CpoOKOB XpaHEHUs JOKYMEHTOB U el 1o [lepeunto. @opmupoBanue aen. XpaHeHHE JEel.

OkcnepTusa HeHHOCTH JoKyMeHTOB. Odopmienue nen. Onucu aen. [loaroroBka T0KyMEHTOB K Iepeade
B apxuB. [ToroToBKa /1€ BpeMEHHOT' 0, MOCTOSIHHOTO U JIOJITOBPEMEHHOTO CPOKA XpaHEHHUsI K Iepesiaye B
apxus.

CocTaBieHue OnucH JIell.

16

IpakTuyeckue 3aHATHS

Perucrpariust BXoASIINUX JOKYMEHTOB B 3JIEKTPOHHOM KypHasie B TaOIUIHOM peaKkTope.

Peructpariust 1 KOHTPOJIb UCTIOJIHEHUSI UCXOASIIMX JOKYMEHTOB B DJIEKTPOHHOM KypHayie B Ta0auaHOM
pENaKkTope.

Peructpaiius u KOHTPOIb UCTIOTHEHHSI BHYTPEHHUX IOKYMEHTOB B DJIGKTPOHHOM KypHaie B Ta0nuuHom
penaKkTope.

CocraBieHue 3aroJIoBKOB ACJI OpraHnu3alun
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OdopmieHne HOMEHKIATYpPbI A€

OdopmiieHre UTOTOBOI 3aIICH K HOMEHKJIATYype JIe.

Odopmnenue o610xku aena nocie HJI (a1 onepatuBHOTO nieproia XpaHESHUS )

OdopmieHne 1 MpoLUIUBKa A€l AJis epejau Ha apXUBHOE XpaHEHHE

OdopmieHue onucei TOKYMEHTOB U JIEII.

KypcoBas patora obsizaTtenbnas no MK 01.01

TemaTuka KypcoBbIX paboT

3Ha4yeHHe CUCTEMbl OPraHU3allMOHHO-PACIOPSINTENbHON JOKYMEHTAMU AJIsl JOKYMEHTHPOBAHUS YIIPABICHUECKON €SI TeIbHOCTH.
PexkBHU3HTHI 3aroJI0BOYHOM YacTH TOKyMEHTA, IpaBuia OPOPMIICHHS B COOTBETCTBUH C PEKOMEHIAIIUSIMH CTaH1apTa.

Ocobennoctu 0hopMiIeHNsI OCHOBHOM 4acTH JOKYMEHTA B Pa3JIMYHbIX BUJAX ITHCEM.

Ocobennoctr 0(hopMIIeHHSI OCHOBHOM YacTH JOKYMEHTA B PACIOPSAAUTEIbHBIX JOKYMEHTAX.

HNHpopMaLnoHHO-CIIPaBOYHbIE JOKYMEHTBI B CUCTEME OpraHU3allMOHHO-PACIOPSAUTENIBHBIX TIOKYMEHTOB, X Ha3HAYCHHE U OCHOBHBIE
BU/IBL.

JloknanHas u cinyxe0Hast 3auCKy, OCOOCHHOCTH UCIOIb30BAHUS /1711 BHYTPEHHUX KOMMYHUKALIUH.

CocraBnenne ohopMIISIOIIEH YacTH JOKYMEHTa, OCOOCHHOCTH MPAKTUIECKOTO MPUMEHEHUS PEKBU3UTOB O(OPMIISIONICH YaCTH IOKyMEHTA B
pas3INYHbIX BUAAX OPraHU3allMOHHO-PACIIOPAIUTEIbHON TOKYMEHTALUH.

Cocranenue u opopmiieHre rpuoB YTBEPKICHHUS U COTJIACOBAHUS, HA3HAYCHNUE M OCOOCHHOCTH 0()OPMIICHHUST PEKBH3HUTOB.
OTMeTKH Ha JOKYMEHTE B COOTBETCTBUH C PEKOMEHIALIUSIMU I'OCYJapCTBEHHOT'O CTaHAapTA.

Pa3BuTHE NOHATHS «TOKYMEHT»: ONpeeIeHNEe U QYHKIIHH.

Yuaudukanus u cranaaptuzanusa. Ctannaptel B JIOY Ha coBpeMeHHOM 3Tarie.

O¢ununanbHbI JOKYMEHT U €0 MECTO B CUCTEME YIPABICHUS.

Cucrtema JOKyMEHTOB, YHU(DULIUPOBAHHAS CUCTEMA JIOKYMEHTOB U YHU(PHUIIMPOBAHHAs CUCTEMa OpraHU3allMOHHO-PacTIOpsIUTEIbHON
JIOKYMEHTaI1H.

Knaccugukarus opraHu3aliioHHO-pacopsIUTeIbHON TOKyMEHTAIUN U €€ MPAaKTHYeCKOe MPUMEHEHHE.

TpeboBaHus K KOHCTpYyHPOBaHUIO OJaHKOB. Buibl O1aHKOB.

[TpaBuna u 0coGeHHOCTH OPOPMIICHHSI TPOTOKOJIOB.

Ponb paciopsaAuTENnbHBIX TOKYMEHTOB B YIIPABICHUHN OpraHU3alyell Ha COBPEMEHHOM JTarle.

[IpaBuna opopmiieHHs pacTiOpIUTEIbHBIX JOKYMEHTOB, U3/1aBA€MbIX Ha MPUHIIUIIAX KOJIJIETHAIBHOCTH.

[TpaBuiia opopmileHUs pacTIOpsSIAUTENbHBIX TOKYMEHTOB, H3aBaeéMbIX HA MIPUHIIMIIAX €IMHOHAYAIIHNS.

[IpaBuna cocraBieHus U 0(OpMIIEHHUS MPHKA3a 10 OCHOBHOM JESTEIHHOCTH.

[TpaBuiia cocraBiaeHus 1 0GOPMIICHHS PACIOPSKEHUS U YKa3aHHUSL.

JIOKYyMEHT — KaK 3JIEMEHT JIeJIOBOrO OOIIEHUSI.

[IpaBuna opopmieHus 6J1aHKa U PEKBU3UTOB THChMA.

WnpopmanroHHbIil 0OMEH C MOMOIIBIO MepenucKu. Bubl nucem.
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PykonucHble peKBU3UTHI HAa OUIMATIBHBIX JOKYMEHTaX.

[IpaBuna cocraBiaeHus U 0HOPMIICHUS TOKIATHBIX, OOBSICHUTEIBHBIX U CITY>)KEOHBIX 3aITUCOK.
[TpaBuna cocraBieHus U opopmieHHs: OPULIHATIBHBIX U OMOrpauYecKux CIPaBOK.

[IpaBuna cocraBieHus U 0HOPMIICHHUS TOKYMEHTOB, 00ECIIEUNBAOLINX ONEPATUBHOCTH Mepeiaud HHPOPMALIUH.
[TpaBuna cocraBieHus 1 0pOpPMIICHHS JOBEPEHHOCTEH U PACIIUCOK.

Konuu noxymeHnToB. Bubl konuil 1 uX HCTOpudecKkoe pa3Butue. 11opaok yrocroBepeHus KON,
[Tonnuce u neyaTh, Kak BaKHbIE PEKBU3UTHI JOKYMEHTA: TAlbl COBEPILICHCTBOBAHUS.
DNEeKTPOHHAs NOJAIUCH: 00J1aCTh IPUMEHEHHUS.

SI3BIK U CTUIIb CITYyKEOHBIX TOKYMEHTOB B MH(OPMALIMOHHOM OOIIECTBE.

ITpaBuiia cocraBieHus U 0GOPMIICHUS AKTOB.

KondunennuanapHble JOKYMEHTHI: KilacCU(UKaLus 0 IpuQy OrpaHUYEHUs! 10CTyIa.

Pa3znen 2. Opraﬂmalmﬂ paﬁon C JOKYMCHTAMH B aBTOMATU3UPOBAHHLIX CUCTEMAX

M/IK 01.02. Opranusanusi padoTsl ¢ 3J1eKTPOHHBIMH JOKYMEHTAMH 51
Tema 2.1. Conep:xanue
IIpaBuia padorsl 3aKoHOJaTeIbHbIE HOPMAaTHBHBIC aKThI B c(epe paboThI C 3JIEKTPOHHBIMU JOKYMEHTaMH
C IOKYMEHTaMH Pabora B noutoBsIx cepBucax. [IpaBuia 31eKTpOHHON NEPENUCKH.
Ha 3JIEKTPOHHBIX HOCHTEJIAX OnektpoHHas noanuck. Buasl, [lopsnok nonyuenus. [IpaBuna 3amursl. 4
TpeboBanus K pekBU3UTY «OTMETKa 00 3JIEKTPOHHON MOAMUCHY IIPU BU3YaTU3aL[MH JIEKTPOHHOIO
JIOKYMEHTA, MOJIMCAHHOI'0 3JIEKTPOHHOM MOJIUCHIO
ITpaBuna opopmiernst «OTMETKH O IPUIIOKEHUI» HA HJIEKTPOHHBIA HOCUTEIb.
IIpakTHYecKue 3aHATHS
OTnpaBka 1 MoJIyd4eHHEe IEKTPOHHOI0 COOOLICHNUS, JIEKTPOHHOTO TOKYMEHTA. 4
Odopmienne 1OKyMeHTa, MOAMMUCAHHOTO YJIEKTPOHHOMN MOJIITHACHI0
Tema 2.2. Copnepxanue
Opranusanus padoTbl [Tonsitue o cucremax 910 u ECM-cucremax.
¢ TOKyMEHTaMH [TpaBuiia MmapmpyTu3anuu 10KyMeHTornoTokoB B cuctemax 9/10 u ECM-cucremax.
B ABTOMATU3UPOBAHHBIX [TpaBuia opranuzanuu JOKYMEHTOO00pOTa BXOAALIEro JokyMeHTonotoka B CO/I.
CHCTEMAX IJIEKTPOHHOI O [IpaBuna opranuzamnuu T0KyMEHTO000pOTa UCXOAIIEro qokymeHTonoroka B COJI. OtmpaBka 6

JOKYMEHT0000poTa

JOKYMCHTOB

[TpaBuia opranuzanuu JOKyMEeHTO000pOTa BHYTPEHHEr0 JoKyMeHTonoToka B CO/I.

P ACIOPAAUTCIIbHBIC TOKYMCHTHI B CBI[ HpaBHna OopraHu3aln ,[[OKyMCHTOO60p0Ta C IIPUKAa3aMHu.

Pa6ota ¢ ob6pamenusmu rpaxaad B CO/I. [IpaBuna opranuzamnun 10KyMeHTO000pOTa 0OpareHui
TpaXKaaH.




HpaBHna IMOATOTOBKH JJICKTPOHHBIX TOKYMCHTOB K C1a4€ B apXHB.

HNudopmannoHHo-cripaBovHas pabota rno fokymentam B CO/]

IIpakTnyeckue 3ansaTus

Perucrpanus 1 KOHTPOJIb UCTIOIHEHHS BXOAAMINX JoKyMeHTOB B CO /1. Opranuzanus J0KyMeHT0000poTa
BXOJISIILET0 JOKYMEHTONOTOKA.

Perucrpanus v KOHTPOJIb UCIIOJIHEHUS UCXOIAIINX JoKyMeHTOB B COJI. Opranuzanus
JIOKYMEHTO000pOTa UCXOSIIEr0 JOKYMEHTOIOTOKA.

Peructpanus u KOHTPOJIb UCTIOJIHEHMSI BHYTPEHHUX J0KyMeHTOB B COJl. Opranuzanus
JJOKYMEHTO000pOTa BHYTPEHHETO JJOKYMEHTOIOTOKA.

Peructpanus 1 KOHTpoOJb UcHIONHEHUs oOpatieHuit rpaxkaad B COJI. Opranuszanus JOKyMEHTO000poTa
oOpallleHu# TpakJiaH.

IToaroroska HJOKYMCHTOB K II€pCaAavC B apXUB.

Co3aHue 3JeKTPOHHOIO apXUBa JIOKYMEHTOB.

20

Pasznean 3. Opranu3anuonHoe odecneyeHue AesITeJIbHOCTH OPraHu3amun

MJIK 01.03 Opranu3anus cekp

€TAPCKOro 00CJIyKUBAHUS

98

Tema 3.1.

Poub npodgeccun cexperaps
B CTPYKTYpe CJIy:KObI
AeJ0NPOU3BOACTBA

Conep:kanue

Cekperapb B COBPEMEHHON CTPYKTYpE YIIPABICHHUS.

HopmartuBHO-MeToanueckas 6a3za KBaTu(UKAIMOHHBIX TPEOOBaHUH K TpOodeccu.

IIpakTHYeckHe 3aHATHA

OYHKIUY U JODKHOCTHBIE 00SI3aHHOCTH CEKPETaps B 3aBUCUMOCTH OT KaTErOPHUU CEKPETapCKOTO
00CITy’)KUBaHMUSL.

JloJKHOCTHAs! MHCTPYKIIUS CEKpeTapsi, 0COOEHHOCTH pa3pabOTKH.

Tema 3.2.
Opranusanus ¥ yCJI0BHSA
TpyAa cekpeTapsi

Conep:xanue

OproHomMuueckre TpeOoBaHMsI K YCIOBUSIM TPYZAa CEKpeTapsl.

OcHarenue opuca opraHu3allMOHHO-TEXHUYECKUMU CPEICTBAMHU.

IIpakTHYeckHe 3aHATHA

Oprann3anus pabouero MecTa B COOTBETCTBUU C TPEOOBAHUSIMU SPTOHOMHKHU U KYJIBTYPHI TPYAa

XapaKTepI/ICTI/IKa n KJIaCCI/I(I)I/IKaI_II/IH TCXHUYCCKUX CPCACTB, UCITOJIb3YCMbIX B JCATCIIbHOCTU CCKPETAPA.

CpezacTBa NOATrOTOBKH, U3TOTOBJIECHHUS M 00pabOTKH TOKYMEHTOB.

Cpe,Z[CTBa KOIIMPOBAHUA U PA3SMHOKCHU.

CpencTBa XpaHeHHs! ¥ TPAHCIIOPTUPOBKU UHPOPMALIUH.

10

Tema 3.3.

Conep:xanue

Opranuzanus paboTel NTpUEMHON




AJMMHUCTPATUBHbIE
(byHkuumn cexperaps

Oco0eHHOCTH CITYKeOHOTO TeIe(OHHOTO Pa3roBopa.

CpencTBa aIMUHUCTPATUBHO-YIIPABJIEHYECKON CBA3H.

Opranuzanus npuema nocerureneil. Bunel npuéma, yuer nocerutenei, co3nanue 6a3 1aHHBIX.

HpaKaneCRne 3aHATHSA

[TpaBuiia Begenus tenedoHHOro pa3roBopa.

Oducnas ATC. OcHoBHBIE (DYHKIIMH U IPABUJIN HCIIOJIb30BAHMSL.

CpencTBa pakcUMUIBHOM nepenaun cooOmieHnii. DakCUMHUIBHBIN anmapar, NpaBuiia ero IPUMEHEHHUS.

OcoOeHnHoCTH pabOTHI CEKpeTaps C pa3TMYHBIMU KaTETOPUSIMHU MTOCETUTENCH.

Pabora cexperapsi ¢ 00panieHHsIMHI FPaXKIaH.

CepBucHBbIE (QYHKINUU CEKpETapsl.

10

Tema 3.4.
Opranu3anuoHHbIE
U MH(OPMAIHOHHBbIE
¢yukuum cekperaps

Conep:xanue

Opranu3anys u MoAroTOBKa JIEIOBON MOE3IKH

[TonroroBka u o0cIykHMBaHHE KOHPEPEHTHBIX MEPONIPUSATHUH.

CoBelianue Kak BHJI YIPABJICHUECKOU IEATEIbHOCTH.

IIpakTHyeckue 3aHATHS

CocraBieHue 1 opopmMIIeHHE TPOrpaMMbl KOMaHIUPOBKH.

TpeBen-noepkKa AeI0BON MOE3AKU PYKOBOIUTEIS.

Opraau3anys ¥ MPOBEJCHUE MPOTOKOJIBHBIX MEPONPUSTHIA B ouce.

IToaroroBka PAa3JIMIHBIX TUIIOB COBEIIaHUN U UX O6CJ'Iy>KI/IBaHI/Ie.

PaboTa cekperapst 1o HH(OPMAIIMOHHOMY 00CIY>KHBaHUIO PYKOBOJUTEIIS.

10

Tema 3.5.

DyHKIUH cexpeTaps

10 NJIAHMPOBAHMIO Padoyero
BpEeMEHH

Conep:xanue

O6H_[I/Ie BOIIPOCHI INIAHWUPOBAHUS W OpTraHHU3alluN pa6oqer0 BPCMCHHU.

[TnanupoBanue 1 oprauu3anusi pabouero JHs PyKOBOJMUTEINS U CEKpeTapsi

IIpakTH4Yeckoe 3aHATHE

CoBpeMeHHbIE METO/Ibl IUTAHUPOBAHMSI pab0Yero BpeMeH!

[TnarupoBaHKe pabovero IHs CEKpeTaps.

[TnanupoBanue padoyero qHs pykoBoauTens. CoriiacoBanue pexxuma pabotsl. [Inmanuposanue
MEPOIIPUATHI, YTOUHEHNE TOPYUEHUM.

Pa3nes 4. JlokyMeHTHPOBaHUE H OPraHU3anusi padoThl ¢ KAAPOBBIMHU J0KYMEHTaAMHU

M/IK 01.04. lokyMeHTallHOHHOE o0ecnedyeHne KaAPOBOH CIyKObI

103

Tema 4.1.

Conep:xanue

HopmartuHble nmpaBoBsle akThl Poccuiickoii @eneparuu B cepe Tpy10BbIX OTHOILIECHHUH




HopmaTuBHO-nipaBoBoe
peryJupoBaHue
TPYAOBBIX OTHOLLIEHHUI

JlokaJibHbIE HOPMATHUBHBIE AKTHI IO MEPCOHANY: 00s3aTeNbHbIe U HeoOs3aTeabHbIe ((aKyIbTaTUBHBIC)

HOpSIIIOK MPCACTABJICHUA TOKYMCHTOB I10 IICPCOHATY B TOCYJapCTBCHHBIC OpPTaHbl

[Topsimox cOopa, 00pabOTKU, U3MEHEHHSI U YHUUTOKEHUSI IEPCOHAIBHBIX JaHHBIX PAOOTHUKOB.

HOpSIIIOK BCACHHUA BOMHCKOI'O YU€Ta B OpraHu3aluu.

[Topsinok BeeHus yuera paboyero BpeMeHu paOOTHHKOB.

HpaKaneCRne 3aHATHSA

OdopmiieHre OTYETOB B TOCYAAPCTBEHHBIE OPTaHBI.

Odopmiuenne cornacusi Ha 00pabOTKY NEPCOHAIBHBIX JaHHBIX.

OdopmiieHne nakera JOKyMEHTOB 10 BOMHCKOMY YYeTy.

Odopmnenue Tabens yuera pabouero BpeMeHH.

Tema 4.2.

KoMmmuieke 10KymMeHTOB

10 YCTAHOBJICHHIO
TPYAOBBIX NPABOOTHOIIEHUIT

Conep:xanue

[Topsimok nokymeHTupoBaHus npuema Ha paboty. CocraBienue oruetoB C3B.

YuyeTHbIC HAOKYMCHTEI 110 IICPCOHAJTY.

H3menenue INEPCOHAJIBHBIX TaHHBIX pa6OTHI/IKOB

IIpakTHyeckue 3aHATHS

Odopmienue TpyaoBoOro 10roBopa.

3anonHeHne yHUPUIMPOBAHHBIX (POPM MEPBUYHON YUETHON JOKYMEHTAIIHMH.

Od¢opmiuenue Tpy10BOH KHUKKH, TMUYHON KApTOUKH, JTMYHOTO JIeja.

Cocrapnenne otuera C3B-T/.

CocraBieHue u O(l)OpMJ'IeHI/Ie IIpUKa3a 00 M3MEHEHUH NEPCOHAJIBHBIX TAHHBIX pa6OTHI/IKa.

10

Tema 4.3.
Kommiekce 10kyMeHTOB
10 IBMKEHHIO KA/IPOB

Conep:xanue

ITopsi1oK JOKYMEHTHPOBaHMS NIEpeBO/ia pabOTHHUKA Ha IPYTYIO paboTy.

[Topsiiok TOKYMEHTHPOBAHUS KOMAHIUPOBAHUS PAOOTHUKOB.

HOpHI{OK JAOKYMCHTHUPOBAHUA TTPCAOCTABJICHUSA OTITYCKaA pa6OTHI/IKy.

[Topsiiok TOKYMEHTHPOBAHUS MOOMIPEHUST PpAOOTHUKOB

HOpS[I[OK JOKYMCHTHUPOBAHUSA BEIHCCCHNA NUCHUITIIMHAPHBIX B3BICKaHHUH

IIpakTHYeckHe 3aHATHA

3anonHeHne YyHUPUIMPOBAHHBIX POPM NMEPBUYHON YUETHON JOKYMEHTAIIHH.

OdopmiieHne nepeBoia pabOTHUKA HA APYT'YIO padoTy.

Odopmenne KOMaHIUPOBaHUSI PAOOTHHUKOB.

OdopmiieHne MpeocTaBIeHUs] OTIYCKa paOOTHHKY.

Odopmitenne moompeHns paboTHUKOB.

OdopmieHne BEIHECEHUS AUCITUTUTMHAPHBIX B3BICKAHUM.

10




Tema 4.4. Conep:kanue

Kommiekce 10KkyMeHTOB [Topsi10K JOKYMEHTHPOBaHUS YBOJIbHEHUS! pAOOTHUKOB. 2
10 PACTOPKEHHIO [Topsi 10K IOArOTOBKH JIEJI 10 IMYHOMY COCTaBY K Iepe/iadye B apXHB OpraHu3aiuu
TPYAOBLIX l'IpaBOOTHOIIIeHI/Iﬁ HpaKanec](p[e 3AHATUA
3anojHeHNe YHU(PHUIMPOBAHHBIX (HOPM NEPBUYHON YUETHON JOKYMEHTALIUH.
OdopmieHne yBoJIbHEHUsI PAOOTHHKOB. 6
3anonHEeHne pa3AesioB TPY0BOM KHIDKKH paboTHuKa. CocraBnenue otyetoB C3B.
[ToaroroBka JIMYHOTO Aea padOTHHKA K Iepeade B apXHB.
Tema 4.5. Conep:xanue
Opranuszanus padoThl Homenkiarypa nien kaapoBoii ciry:x0bl. [1opsiok MOAr0TOBKHU, COCTABICHUS U 0(OPMIICHUSI. 5
€ KaJIpOBBIMH J0KYMeHTaMH | OpraHn3alnOHHO-PaCTIOPSAUTEIbHBIE TOKYMEHTHI B KaJJpOBOH CITyKOe:
IPUKa3bl 10 OCHOBHOH JIESITEIbHOCTH; CIIPAaBKH, JOKJIaAHbIe 3anicku. DopMupoBaHUE U XpaHEHHE JISII.
IIpakTHyecKue 3aHATHS
CocraBnenne 1 oopmMIIeHHE HOMEHKIIATYPHI JIell KaAPOBOM CITYXKOBI. 6
Odopmienne opraHu3aMOHHO-PACTIOPSAUTEIBHBIX JOKYMEHTOB.
Y4yeOHas NpaKTHKa
IIpou3BoacTBEHHAsI NPAKTHKA (IPeIyCMOTPeHAa UTOroBasi (KOHIIEHTPUPOBAHHAS) MPAKTHKA).
Buasbl pador:
N3yueHne CTpyKTYpbl OpraHU3alMi — MECTa MPOXOXKACHHS IPAKTUKH (Jlajiee — OpraHu3aliu) ¢ LeJIbI0 COCTABICHUS CXEMBI CTPYKTYPbI
opranmu3anuu. O3HaKOMIICHHE C IPABOBBIMHU (YUPEIUTEIbHBIMH), IOKAJTHbHBIMA HOPMATHBHBIMH aKTaMU U PACIIOPSTUTEIbHBIMU
JOKyMeHTaMu opranuszaiuu. CocTaBieHue ClMcKa HICTOYHUKOB KoMIuiekToBaHust OPJl opranusanuu.
Nzydenne MHCTpYKIMK 1O J€TTONPON3BOACTBY OpraHU3ali. 3HAKOMCTBO C IMPaBHJIAMH COCTABJICHHS MTPOEKTOB U 0(hOPMIICHUS
JIOKYMEHTOB, ITOPSAKOM COTJIACOBAHUS M MOANUCAHUSA/YTBEPKICHNS JOKYMEHTOB B OpraHU3altu.
O3HakoOMJIEHHE C TIPOTPaMMHBIMU CPEJICTBAMH YU€Ta, XpaHEHHsI, 00pa0OTKU M MOMCKA JJOKYMEHTOB, UCIIOJIb3yEMBbIMU B OPTaHU3AIUH. 210

M3ydeHne OCHOB U Crielu(UKU paboThI C JOKyMEHTAIIUEH B CHCTEME 3JIEKTPOHHOTO TOKyMeHTooOopoTta (CD/]) opranuzaimu.
Hcnonb3oBanue B paboTe r1100aNbHbIX U JIOKAJIbHBIX CETEH AJIs MOJMy4yeHUs U XpaHeHHs nHpopmanuu, oOMeHa HHpopMaIuei.

3HaKOMCTBO C JOKYMEHT0000poToM opranuzanuu. Mcnons3zoBanue COJl B pabore ¢ jokymeHTaMu. O6paboTKka BHYTPEHHUX JJOKYMEHTOB,
00paboTKa U OTIIpaBKa UCXOASIINX IOKYMEHTOB, MPUEM U MepBUYHAs 00paboTKa BXOASIINX TOKYMEHTOB. Perucrpanust 10KyMEeHTOB U
MapUIpyTU3aIUs TOKyMEHTOIOTOKOB. KOHTpob HcnonHeHns JokyMeHToB. H(popMamoHHO-cripaBoYHast U IOMCKOBast paboTa

C HCIOJIb30BAaHUEM CHUCTEM YUETA TOKYMEHTOB B OpraHU3aIlUH.

OdopmiieHne opraHu3alMOHHBIX, BHYTPEHHUX (IIPUKA3bl, paCOpsKEHHs, JOBEPEHHOCTH, 3allUCKHU, CIIPABKH, aKThl, IPOTOKOJIBI U JIp.) U
UCXOJSIINX TOKYMEHTOB OpraHU3aIliH C UCIIOJIb30BAHUEM COBPEMEHHBIX IPOrpaMMHO-TEXHHUUECKUX cpeacTB. KoHTpobs npaBuibHOCTH
COCTaBJIEHUs], 0POPMIICHHSI TOKYMEHTOB (PEKBU3UTHI, 0COOCHHOCTH HAMCAHUs TEKCTOB, MHOTOCTPAHUYHBIE JOKYMEHTBI), TOPSJIKA U3TaHUs




JIOKYMEHTOB (€ Y4ETOM CIIELIM(PUKHN CUCTEMBI JeJIONPOU3BOJCTBA opranu3anun). KonctpynpoBaHue 0JaHKOB OpraHU3aluy, CO3/1aHue
1a0JI0HOB TOKYMEHTOB.

Opranu3anus TeKyIero XxpaHeHus J0KyMeHToB. POpMHUpOBaHUE J1eJl B COOTBETCTBUU C HOMEHKJIATYPOIl 1e)1 OpraHu3aium. ¥Y4JacTuie

B IIPOBEJICHUH 3KCIIEPTU3bI LIEHHOCTH JOKYMEHTOB CuctemMaTu3aius J0KyMEHTOB 110 CTPYKTYPHO-XPOHOJIOTHYECKOMY IIPUHIUITY.
OdopmiieHne yu€THbIX JOKYMEHTOB ITOCTYIUICHHS U BBIOBITUS /€.

O3HaKOMJIEHHE C YCTAaHOBJICHHBIMU B OPIaHU3alMU [IPaBUJIAMU ITOATOTOBKU JOKYMEHTOB K mepefaue B apxuB. [lonroroBka JOKyMeHTOB K
nepenaye B apxuB. Odopmienue nen. CocraBiaeHue onucei JOKyMeHTOB U Jies. CocTaBlieHHE aKTOB BbIAAYM, IEPEAAUd, YHUUTOKEHUS
JIOKYMEHTOB.

3HAaKOMCTBO C KaTErOpUsAMHU M BUJAMH JJOKYMEHTOB, 00pa3yloIuXcs B OpraHUu3ally, COAepKAMX KOHPUICHIMAIbHYIO HH(pOpMaIHIO.
Opranuzanus padoTsl 10 00padOTKE JOKYMEHTOB OTPAaHMUYSHHOTO J1ocTyna. O3HaKOMIJICHHE C TPUMEHSEMBIMHI B OPTaHU3alUN CPEICTBAMHU
KpUnTorpaduu A 3aluThl 3JIEKTPOHHBIX JOKYMEHTOB € UCIIOJIb30BAaHUEM CIELMAIbHOI0 IPOrpaMMHOro o0ecreyeHus. Brinonnenue
paboT 1Mo obecreueHHIO 3aUTH JEKTPOHHBIX JTOKYMEHTOB OT HECAHKIIMOHUPOBAHHOTO JAOCTYIIA.

Opranuzanus paboTel NpUEMHOM (30H NpuéMa OCETUTENEH): peryJIupoBaHue MOTOKA MOCETUTENIeH, TPUEM U PErUCTPaLs TOCETUTENEH.
[InanupoBanue paboyero 1Hg pykoBoaAUTENS U cekperaps. [loAroToBka 1e10BbIX BCTPEY U IEPEroBOPOB pykoBoauTess. PaboTa no
00CITy’)KUBAaHUIO Pa3IMYHBIX TUIIOB COBELIAHUN U COOIIOIEHUE MTPABHJI UX MOATOTOBKU U MPOBEICHMUS.

Benenune TenedoHHbIX eperoBopoB. GuibTpanus U nepeagpecanus 3B0HKOB. [Ipuém u nepenava tenedonorpamMm, Gaxcorpamm,
cooOuIeHni 1o 31eKTpoHHOH noure. MH(popmalmonHoe obecrieueHue IesTeaIbHOCTH pyKoBoauTeNs. O3HaKOMIJIEHUE ¢ IPaBUIaMu pabOThI
¢ KOH(UIeHINATBHON HHpOpMaHel B OpraHU3aIHH.

PaboTa 1o 03HaKOMIICHHIO C COCTABOM M OCOOCHHOCTSMH JIOKYMEHTOB OpTaHHU3aINH, PETYIUPYIOIINUX TPYAOBbIE OTHOIICHHS
(opraHu3annOHHO-PACTIOPSAUTENbHBIC JOKYMEHTBI, JOKYMEHTHI [0 INYHOMY COCTaBY, TPYAOBOI JOTOBOP, IOTOBOP O MaTepUAbHOM
OTBETCTBEHHOCTH U T.J.). OpopmileHrne JOKYMEHTOB I10 JINYHOMY COCTaBy U UX KONMUH (TIpH HEOOXOAUMOCTH). 3HAKOMCTBO C CUCTEMOI
YHU(DUIUPOBAHHBIX (POPM NMEPBUUHON YUETHOMN TOKYMEHTALMU OpraHu3aluy. 3anoJHeHne GopM NepBUYHON YUETHON JOKYMEHTAIMH.
Pabora c 3asBneHUsAME 10 TMUYHOMY COCTaBY, BeJleHHe U ohopmiieHHE TPy 10oBbIX KHMKeEK. McnonszoBanne CO/] npu pabore ¢ KaapOBBIMU
JIOKYMEHTaMH.

Bcero
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3. YCJIOBUSA PEAJIM3AIIUU ITPOPECCUOHAJIBHOI'O MOAYJIA

3.1. Hdas peau3anuu NPOrpaMMmblI npogeccnoHaIbHOI0 MOAYJIfAA
NpeAyCMOTPEHbI ciledyIole creluaabHble OMeLeHHs

KaOuHeTsl: TOKyMEHTAallMOHHOI'O O00ECIEYEeHMs YIPaBIEHUS, OPTaHU3alMd CEKPEeTapCKOro
00CITy’)KUBaHUs1, OCHAILEHHbIE 000pyI10BaHNEM: paboUuue CTOM U CTYJI I10 KOJINYECTBY 00 yUarOIIUXCs,
pabouee MecTO MpernojaBaTelsi, CHCTEMbl XPaHEHUS JIe)l B y4eOHOM KaHIEISPUU; TEXHUIECKUMU
cpeacTBaMu 00y4YeHHMsI: IEPCOHANIbHBIA KOMIIBIOTEDP, IPUHTEP, CKAHEP, KOMMPOBAJIbHBIN annapaT WiIx
M®YV, npoeKkTop, UHTEPAKTUBHAS IPUCTABKA K IOCKE UM UHTEPAKTUBHASA JIOCKA,

JIaGoparopuun: opraHuzauud  paboTbl C  JOKYMEHTaMM, CHUCTEM  3JIEKTPOHHOI'O
JOKyMEHTOOOOpOTa; yueOHas KaHIENSApUs, OCHAIIEHHbIe O00OpYyJOBAaHHEM: MEPCOHAIbHBIN
KOMIIBIOTEP, MOABEMHO-TIOBOPOTHOE KpPECIO IO KOJMYECTBY OOYYaroLUXcs, HMPUHTEP, CKaHep,
KONUPOBaJIbHBIA amnmapar, ¢GakcuMuiabHbBId anmapat, MuHH ATC, MHOrogyHKIHOHaIbHOE
ycrpoiictBo M@V  (npuHTep, CKaHep, KOIHUp, CpeICTBa CBsA3M), OyMaroyHHYTOXXUTEINb
u  OymaropesaTelbHOE  YCTPOHCTBO, JIAMMHATOp, OpoIIIOpaTop, KOHBEPTOBCKPHIBATEINb,
KaHLIEJsApCKUe MedaTd (OTTUCK IeyaTH) M IOTaMIlbl Ui OOpaOOTKHM JOKYMEHTOB (OTMETKa
0 TMOCTYIUICHHH, OTMETKa O KOHTpOJIE), Maylasg KaHIENsApHUs MO KOJWYECTBY OOYHYaIOMIMXCS
B COOTBETCTBUH C HUHPPACTPYKTYPHBIM JTUCTOM.

[IepcoHasbHBIE KOMITBIOTEPBI:

C IOCTYIIOM K JIOKQJIbHOU CETH y4eOHOr 0 3aBeJIeHUs, IN100aIbHOM CETH MHTEPHET, CIIPaBOYHO-
IIPAaBOBOM CHCTEME, JIEKTPOHHBIM OMOIMOTEYHBIM CUCTEMAM;

IporpaMMHOe oOecleyeHHe: TEKCTOBBbIH, TaOJMUYHBIA pEeAaKTop, MporpamMma CO3JaHUs
npesentaimii, CYBJ/], nmepcoHanbHbII MHPOPMALMOHHBIA MEHEIKEp C (YHKIUSIMH IOYTOBOTO
kameHta u Groupware, cUCTEMa 3JEKTPOHHOIO JOKYMEHTOOOOpOTa, apXHBaTop, MPOrpaMMbl
CKaHHMPOBAHMSI U KOHBEPTUPOBAHMS JIOKYMEHTOB, MPOTpamMMbl Ji MOATOTOBKH JTOKYMEHTOB
K [Iepesiaye B apXHUB.

3.2. UndopmanmnoHHoe obecniedeHHe peajn3alui NPorpaMmMbl

Jlns peanu3anuu nporpaMmbl OMOIHOTEYHBIN (OHA 00pa30BaTENbHOM OpraHU3alui UMEEeT
NeYaTHble W/WIM D3JIEKTPOHHbIE O00pa3oBaTelbHblE M  HHPOPMAIMOHHBIE PECypChl, IS
UCMONb30BaHUsl B oOpas3oBarenbHOM mporecce. [Ipu ¢opmupoBanuu OubGnuoreyHoro Qouaa
00pa30BaTeNbHON OpraHu3alyy BHIOUPAETCS] HE MEHEEe OJJHOTO U3/AaHUS U3 MEPEUNCICHHbBIX HUXKE
NEeYaTHBIX U3JaHUN U (MITH) JICKTPOHHBIX U3aHUI B Ka4eCTBE OCHOBHOTO, TIPU 3TOM CIIMCOK MOXKET
OBITH JOMOJIHEH HOBBIMU U3JaHUSIMH.

3.2.1. OcHOBHBIE EYATHDbIE U YJIEKTPOHHbIE U3IAHUSI

1. AlGymamze [[. I'. JlokyMeHTamMOHHOE OOECIICUeHUE YIPABJICHHUS TIEPCOHATIOM:
y4eOHUK M MPaKTHKYM i cpeqHero npodeccuonansHoro oopaszosanus / . I'. AOynamze, U. b.
Bempsokkuaa, B. M. MacnoBa. — 2-e¢ 3., nepepad. u jon. — MockBa: M3natensctBo FOpaiir,

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

2. AntyxoBa, H.®. CucreMsl 3JIeKTPOHHOTO JOKYMEHTOOOOpoTa: yuebHoe mocobue /
AntyxoBa H.®., [I3t06enko A.JI., Jlocera B.B., Ueunkos l0.b. — Mocksa: KaoPyc, 2022. — 201 c.
— ISBN 978-5-406-02705-9. — URL: https://book.ru/book/936560. — TekcT: 3:1€KTpOHHBIA.

3. Kopnuees, M. K. JlokymeHTanimonHoe oOecreueHrue YIpaBICHUS: YYEOHUK U
NPaKTUKYM JUIs cpefHero npodeccuonanbHoro oopazoBanus / M. K. Kopnees, A. B. ITmenko, B. A.
MammyprieB. — 2-e u3j., nepepad. u gomn. — Mocksa: M3natensctBo FOpaiit, 2022. — 384 ¢. —
(ITpoeccuonansuoe obpazoBanue). — ISBN 978-5-534-05022-6. — Texct: anexTponHbIi // DBC
FOpaiir [caiit]. — URL.: https://urait.ru/bcode/472550.


https://urait.ru/bcode/487121

4. Kacesinosa, I'. 1O. Jlenonpou3BoacTBO U APYyrue acmneKTbl paboTsl cekpetaps / I'.1O.
KacesinoBa — 7-¢ u3., mepepad. u gon. — Mocksa: M3narenscTtBo Abak, 2020. — 304 c.

3.2.2. JlonoJIHUTEIbHbI€ HCTOYHUKHU

1. Awnnpeesa B.U. [lenonpou3BoACTBO: OpraHU3aIlUs U BEICHHUE: YIeOHO-TPAKTUIECKOE
nocooue / Auapeea B.M. — Mocksa: KuoPyc, 2020. — 294 ¢. — ISBN 978-5-406-00580-4. —
URL.: https://book.ru/book/934225. — TekcT : 31eKTPOHHBIIA.

2. AnzopoBa C.II. Opranuszauus TpyAa TOCYIAapCTBEHHBIX M MYHMIMIIAJIbHBIX
ciyxanux : yaeonoe nocooue / C.I1. Anzoposa, C.I'. DegopuykoBa. — Mocksa : UHOPA-M, 2022.
— 160 ¢. — (Beicmiee oOpaszoBanue: bakamaspuar). - ISBN 978-5-16-016369-7. - Tekcr :
snekrponnsii. - URL: https://znanium.com/catalog/product/1151473. — Pexum mgocryma: 10
HOJIITUCKE.

3. bynar P.E. JlokymeHTalMOHHOE OOECIICYeHUE YIPaBICHHS TIEPCOHAIOM: y4eOHOEe
nocooue / P. E. Bynar. — MockBa: UTH®PA-M, 2019. — 234 c. + Jlomn. marepuais! [[ DIEKTPOHHBIN
pecypc]]. — (Bswicuiee oOpazoBanue: bakanaBpuar). - ISBN 978-5-16-010318-1. - Tekcr:

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

4. I'yryeBa T.A. KondunennumambHoe AeI0NPOU3BOJCTBO: yueObHoe mocodbue / T.A.
I'yryeBa. — 2-e u3n., nepepad. u gon. — MockBa: UHOPA-M, 2022. — 199 c. — (Cpennee
npodeccuonanbHoe obpazoBanme). - ISBN 978-5-16-016585-1. - Tekcr: snekrponusii. - URL:
https://znanium.com/catalog/product/1191331. — Pesxum 10CTyma: MO MOAIUCKE.

S. I'ycapoBa M.H. OpranunzanmoHHO-UH(GOPMAIIMOHHOE U JIOKYMEHTAIIHOHHOE
obecrieueHne JIeSITENbHOCTH PYKOBOAUTENS: ydeOHO-MeToauueckoe nocooue / M. H. I'ycaposa, C.
B. T'opkym. — Mocksa: PTY MUPDA, 2022. — 106 c.— Tekcr : anekrpoHHbii // Jlanp :
3NeKTpoHHO-OnbOmoreunas cucrema. — URL: https://e.lanbook.com/book/176556. — Pexum
JOCTYTIA: ISl aBTOPU3. TIOJIb30BATEINEH.

6. HenomnpousBoactBo: yueoHuk / T.A. beikosa, JI.M. Bsnosa, FO0.M. Kykapuna, JI.B.
Canxkuna; o o6m. pexn. noil. T.A. beikoBoit. — 4-e u3f., nepepad. u norn. — Mocksa : UHOPA-M,
2022. — 393 c. + Jlom. matepuansl [[OnexTpoHHBIH pecypc]]. — (Bricmee obpazoBanue:
bakanaspuar). — DOI 10.12737/1014190. - ISBN 978-5-16-014992-9. - TekcT: 3JE€KTPOHHBIM. -
URL: https://znanium.com/catalog/product/1014190. — Pesxum q0CTyma: Mo MOAIMUCKE.

1. Hoponnna JILA. JlokyMEHTallMOHHOE OO€ecleYeHue yIpaBiIeHUs: Y4YeOHUK W
NPaKTUKYM Ui cpeaHero npodeccuonanbHoro oopasosanus / JI.A. Jloponuna, B. C. Uputukosa.
— Mockga: M3parensctBo FOpaiit, 2022. — 233 ¢. — (IIpodeccnonansroe odpazoBanue). — ISBN
978-5-534-05783-6. — Tekct: onexktponnslidi // 3BC IOpaiit [caiit]. — URL:
https://urait.ru/bcode/473802.

8. KondunennuansHoe  IeTONPOU3BOJACTBO M 3AlUIICHHBIA  DIEKTPOHHBIH
nokymeHToo0opot: yueonuk / H.H. Kynses, A.C. Aémymkun, T.B. Konapamona, A.I'. ®adpuvHOB;
non obur. pea. H.H. Kynsesa. - 2-e uza., nepepa0. u nomn. - Mocksa : Jloroc, 2020. - 500 c. - (HoBas
yHHUBepcHuTeTcKas OmoOmmoreka). - ISBN 978-5-98704-711-8. - Tekct : snekrponnsni. - URL:
https://znanium.com/catalog/product/1212394. — Pexxum ocTyma: mo moJImIcKe.

9. Kopnuees N.K. Texuuueckue cpenctsa ynpasienus: yueOnuk / M.K. Kopnees, I'.H.
Kcangomyno. — Mocksa : UHOPA-M, 2019. — 200 c. — (Briciee o6pa3zoBanue: bakanaspuar). -
ISBN 978-5-16-003620-5. - Tekcr : 3JICKTPOHHBIN. - URL:

https://znanium.com/catalog/product/991843. — Pexwum 10cTyna: 1Mo MmojAmnucKe.

10.  Kyznenos U.H. JlokymeHnTanmonHoe odecrieueHue ymnpasiaeHus. JJokyMeHToo00poT 1
JIeNTOTIPOU3BOICTBO: YUEOHHK U MPAKTHKYM JUIs CpeJHero npodeccnonaabHoro oopasosanus / M. H.



KysnenoB. — 3-e u3n., nepepad. u nomn. — MockBa: UznarensctBo HOpaiit, 2022. — 462 c. —
(ITpodeccuonanpuoe odpazoBanue). — ISBN 978-5-534-04604-5. — Texkcr : anekrponHsIii // DbC
FOpaiir [caiit]. — URL: https://urait.ru/bcode/470020.

11. Ky3snenor W.H. JlokymMeHTaIllmoHHOE OOECIEYCHHE YIPABICHUS IEPCOHATIOM:
y4eOHUK M TMPaKTHKYM sl cpefHero npodeccuoHansHoro obpazosanusi / M. H. KysnemoB. —
Mocksa: MU3natensctBo IOpaiit, 2019. — 521 ¢. — (Ilpodeccrnonansuoe odpaszoBanue). — ISBN
978-5-534-04451-5. — Tekcer anektponusli  // OBC IOpaiitr [caiiT]. — URL:
https://urait.ru/bcode/444432.

12. Oprasmzauus  cekperapckoro  oOcmyxkuBanuu: JYMK /  B.B.Tanaxos,
0. b. Hazapenko, [ DnekTponHoe yueOHoe u3naanue]. — (Cpeanee npodeccruonanibHoe 00pa3oBaHue
- Tekct: anextponnsiid. - URL: https://www.academia-moscow.ru/catalogue/5411/347093/ Aptukyn
n3nanus: 601817641

13.  TlaBnorckas O.1O. [IpaBoBoe obecriedeHre KaapoOBOTo JICIOMPOU3BOJICTBA: yueOHOE
noco6ue st By3oB / O.1O. [TaBnoBckas. — Mocksa : M3natensctBo FOpaiit, 2022. — 213 ¢. —
(Beicmee oOpazoBanme). — ISBN 978-5-534-11565-9. — Texkcer: anekrponusiii / DbC FOpaiit
[caiir]. — URL.: https://urait.ru/bcode/476289.

14.  CocnoBas A. Accuctent pykooaures. Jlaiipxaku npodeccun: KHUTA-TpeHUHT / A.
CocHoBas. - Cankrt-IlerepOypr: Ilutep, 2022. - 208 c. - ISBN 978-5-4461-1489-4. - Tekcr:
anekTponHbii. - URL: https://znanium.com/catalog/product/1817493. — Pexum noctyna: mo
HOIHUCKE.

15. IIummo O.B. CoBpeMeHHble  TEXHOJOTMH M  TEXHHYECKHE  CpPEICTBA
uHpopmaruzanuu: yuebnuk / O.B. IlIumoB. — Mocksa : UH®PA-M, 2022. — 462 c. + Jlom.
MaTepuaisl [[Dmekrponnslii pecypc]]. — (Cpennee npodeccronaibHoe oOpazoBanue). - ISBN 978-
5-16-017112-8. - Tekcr : anexrponubii. - URL: https://znanium.com/catalog/product/1764799. —
Pexxum noctymna: nmo nmoamucke.

16.  Hlysanosa H.H. OcHOBBI nenonpou3BoACTBA: YUeOHUK U MPAKTUKYM JJIsl CPEAHErO
npodeccuonanbHoro oopazosanus / H.H. [llyBanosa, A.1O. iBanoBa; nox o6mieit penaxiueit H.H.
[lyBanoBoil. — 2-e u3f., nepepad. u gon. — Mocksa: U3narensctBo HOpaiit, 2022. — 428 ¢. —
(ITpodeccronansroe obpazoBanne). — ISBN 978-5-534-11014-2. — Tekcrt: snextponHbIi // DBC
FOpaiit [caiit]. — URL: https://urait.ru/bcode/469548.

4. KOHTPOJIb U OHEHKA PE3YJIbTATOB OCBOEHMUSA
HNPOPECCHUOHAJIBHOI'O MOAYJA

Koa u HaumeHoBaHue
Nnpo(ecCHOHATBLHBIX U
00IIMX KOMIIETEeHIIHIA,
(opmupyembIX B pamKax
MOAYJIst

Kpurepun ouenku MeTtoanl olleHKH

[IK 1.1. OcymecTBasTh
puéM-nepenavy
YIPaBJIEHYECKOMN
MH(pOPMAIIUHU C TTIOMOIIBIO
CPEICTB
MH(POPMALMOHHBIX U
KOMMYHHKAIIMOHHBIX
TEXHOJIOTUH.

[Tonyuenune HeoOxoaMMOM
uHpopMalny 1 nepeaya
CaHKIIMOHUPOBAaHHOMN
uHpOpMaINY C
HCIIOJIB30BAaHUEM CPEICTB
MH(POPMAIMOHHBIX U
KOMMYHHKAIIUOHHBIX
TEXHOJIOTUI

KoHTposb BITOTHEHUS
MPaKTUYECKUX 3aaHUM.

Y CTHBIN WK TECTOBBIN KOHTPOJIb
TEOPETUYECKUX 3HAHUM.

AHanu3 1 OllEHKa peleHui
MPOOJIEMHBIX CUTYaITUH.
[IpoBepouHbIe pabOTHI 1O KAXKIOM
TEeMeE.




ATTecTanus mo
MPOU3BOACTBEHHOMN
IPaKTHUKE.

[1IK 1.2. KoopauaupoBaTh
paboTy mpueMHON
PYKOBOIUTEIS, 30H
npueMa pa3IndHbIX
KaTeropuii moceTuTenen
OpraHM3alMH.

Koopaunanus pa®boTsl
MIPUEMHOHN PYKOBOIUTEIS U
30H IpUEMA PA3INYHBIX
KaTeropui oceTUTenen
OpraHu3aluu

KoHTposb BbIOTHEHUS
MIPAaKTUYECKUX 3aJaHUN.

Y CTHBIN WIH TECTOBBI KOHTPOJIb
TEOPETUUECKUX 3HAHUM.

AHanu3 1 OLEeHKa peleHui
pOOJIEMHBIX CUTYaIUH.
[IpoBepouHbIe pabOTHI IO KAXKIOM
TEME.

ATTecranus 1mo
IIPOU3BOACTBEHHOMN

MpaKTHUKE.

TIK 1.3. Bnagets
HaBBIKaMH TUTAHUPOBAHHS
pabouero BpeMeHH
PYKOBOJIUTEIS U
CeKpeTapsl.

[TnanupoBanue padbodero
BPEMEHU PYKOBOJIUTENS U
paboyero J1Hs ceKpeTaps

KonTtposb BbIOIHEHUS
NPaKTUYECKUX 3a/IaHUM.

VY CTHBIN WK TECTOBBINA KOHTPOJIb
TEOPETUYECKUX 3HAHUM.

AHanu3 U OLIEHKAa pelIeHU
IpOOJIEMHBIX CUTYalUH.
[IpoBepouHbie pabOTHI IO KaXK 101
TEME.

ATtTtecranus no
MPOU3BOJACTBEHHOMN

MpaKTHUKE.

[TK 1.4. OcymiecTBasTh
MOATOTOBKY JEJIOBBIX
MOE3/I0K PYKOBOJUTENS U

JIPYTUX COTPYJHUKOB
OpraHu3aluu.

Opranusanus Je10BbIX
MOE3/I0K PYKOBOIHUTEIS
U APYTUX COTPYAHUKOB
OpTraHU3aI’

KoHTposb BeIOTHEHUS
MIPAaKTUYECKUX 3aJaHUMH.

Y CTHBIN WIH TECTOBBIN KOHTPOJIb
TEOPETUYECKUX 3HAHUM.

AHanu3 1 OLEHKa peleHu i
MPOOJIEMHBIX CUTYaLIUH.
IIpoBepounbie pabOTHI MO KaXKA0H
TEME.

ATTecTanus 1mo
IIPOU3BOJICTBEHHOMN

MIPaKTHKE.

IIK 1.5. Bnanets
criocob6aMu opraHu3auu
pabouero MpocTpaHCTBa
MpUEeMHON 1 KabuHeTa
PYKOBOJIUTEIIS.

Opranuzanus u nojjaepxraHue
(YHKITMOHATEHOTO pabovero
MPOCTPAHCTBA

KoHTpo:b BeINIOJIHEHUS
MPaKTUYECKUX 3aJaHU.

Y CTHBIN WM TECTOBBIN KOHTPOJIb
TEOPETUYECKUX 3HAHUMU.

AHanm3 1 OlleHKa peleHun
POOJIEMHBIX CUTYaIHH.
[IpoBepouHbie pabOTHI IO KAXKAOU
TEME.

ATtTtecranus 1no
MPOU3BOACTBEHHOMN

MIPaKTHUKE.




IIK 1.6.

OcyiecTBiATh paboTy Mo
MOATOTOBKE U

Opranu3zanus MoAroTOBKH U
MIPOBE/ICHUE BHYTPCHHUX U
BHEIIHUX KOH(PEPEHTHBIX
MEpPOIPUATHIA, 00eCIIeUCHHE

KoHTpo:b BbiNIOJIHEHUS
MIPAaKTUYECKUX 3aJaHUMH.

Y CTHBIN WIH TECTOBBI KOHTPOJIb

MIPOBEICHUIO

KOH(EPEHTHBIX MH(OPMALILOHHOTO TEOPETUYECKHUX 3HAHUM.
MEpOIPHUATHIA, B3aMMO/ICHCTBUSI AHanu3 1 OLEHKa peleHun
o0ecrieunBaTh PYKOBOJHUTENA C MPOOJIEMHBIX CUTYAIIHUH.
nH(pOpPMaLILOHHOE ITOAPA3ACICHUAMH 1 [IpoBepouHbIe pabOTHI 1O KAXKIOM
B3aMMO/ICHCTBHE JOJKHOCTHBIMHU JIMIIAMH TeMe.

PYKOBOIUTEIIA C OpraHH3aIi. ATtTecranus 1no
NoApa3sACICHUAMU 1 MPOU3BOACTBEHHOMN
JOJKHOCTHBIMHU JIMIIAMH IIPAKTHKE.

OpraHu3aIyu.

K 1.7. Odopmnenue Kontposb BBIIIOJIHEHHUS
OdopMIATH OpraHU3aIOHHO- MPAKTUYECKUX 3aaHH.
OpraHu3alMOHHO- pacropsAUTEIIbHbIX VYCTHBIN MM TECTOBBIA KOHTPOJIb
pacropsIAUTENIbHbIE AOKYMCHTOB H OpraHH3alusd TEOPETHYECKUX 3HAHUM.

JTOKYMEHTBI U
OpraHU30BBIBATH PAbOTy C
HUMH, B TOM YHUCIIC C

paboTHl C HUMU, B TOM YHUCJIE C
HCIIOJIb30BAaHUEM
ABTOMATU3HPOBAHHBIX CHCTEM

AHanmmM3 ¥  OIEHKA
pOOJIEMHBIX CUTYaIUH.

[IpoBepouHbie pabOTHI 110 Kax 101

peleHuit

WCTIOJIb30BaHUEM TeMe.
aBTOMaTU3UPOBAHHBIX
ATTecranus o
CHCTEM. .
MIPOU3BOICTBEHHOM
IpaKTUKE.
IIK 1.8. Odopmnenne nokymenToB o | Kontposb BBITIOJTHEHU S

OdopMIIATE TOKYMEHTHI
10 INYHOMY COCTaBY U
OpPraHU30BBIBAaTh PabOTY C

JINYHOMY COCTaBY U
opraHu3zanys paboThl ¢ HUMH,
B TOM YHCIIE C
HCIIOJIb30BAHUEM

MIPAaKTHYECKUX 3aJaHUMH.

YCTHBIN UM TECTOBBIA KOHTPOJIb
TEOPETUUYECKUX 3HAHUM.

HUMH, B TOM YHCJIE C AHanmu3 ¥ OLIEHKa penieHui
HCIOb30BAHUEM ABTOMATH3NPOBAHHBIX CUCTEM | 1106 1eMHBIX CHTYALIHL.
4BTOMAaTH3HPOBAHHBIX ITpoBepouHble pabOTHI 10 KaXkA0H
CHCTEM. TeMe.
ATtTtecranus o
MIPOU3BOJICTBEHHOU
MIpaKTHUKE.
IIK 1.9. Opranu3zanys TEKyIEero KoHTpo:b BeINIOJIHEHUS

OpraHu3oBbIBaTh TEKYIIEE
XpaHEHUE TI0KYMEHTOB,
00paboTKy nen st
OIIEpaTUBHOTO U
apXUBHOTO XpaHEHUs, B
TOM YHCIIE C

XpaHeHUs! JOKYMEHTOB,
o0paboTKa jaen s
OTIEPATHUBHOTO U APXUBHOTO
XpaHCHUA, B TOM YHCJIC C
HCIIOJIb30BaHUEM
ABTOMAaTU3HWPOBAHHBIX CUCTEM

MPaAKTUYCCKUX 3aJIaHuil.

Y CTHBIN WM TECTOBBIN KOHTPOJIb
TEOPETUYECKUX 3HAHUU.

AHanm3 1 OleHKa peleHun
MPOOJIEMHBIX CUTYaIHH.

[IpoBepounbie pabOTHI MO KaXK 101

HCIIOJIb30BaHUEM TeMe.
ABTOMATU3HPOBAHHBIX
ATtTtecTanus mo
CHCTEM. .
MIPOU3BOJICTBEHHOM
MIPaKTUKE.
OK 01 Bei6op crocoba pereHust KoHTposb BbINOTHEHUS

3a1a4 npodeccnoHaIbHOM

MPAKTUYECKUX 3aIaHHIA.




Bri6upaTh criocoOsr
pelieHus 3a1aq
npodeCCHOHATLHON
ACATCIIbHOCTHU
MPUMEHUTEIHHO K
PAa3JINIHBIM KOHTCKCTAM;

ACATCIIBHOCTH IPUMCHUTCIIBHO
K pa3JIMYHbBIM KOHTCKCTaM

Y CTHBIN WK TECTOBBIN KOHTPOJIb
TEOPETUYECKUX 3HAHUM.

AHanu3 U OLIEHKA pelIeHU
MPOOJIEMHBIX CUTYaIHH.
[IpoBepounbie pabOTHI IO KaXKAOH
TEME.

ATTecTanus 1mo
MPOU3BOACTBEHHOMN

IIPaKTHKE.

OK 02.

Hcnons3oBath
COBpPEMEHHBIC CPEIICTBA
MOKCKA, aHaTN3a U
WHTEPIIPETAIIAH
nHpopManuu, u
nH(POPMAIOHHBIE
TEXHOJIOTUH ISt
BBITIOJTHEHUS 32124

Hcnonb30BaHre COBpEeMEHHBIX
CpEICTBa IOMCKA, aHAJIN3a U
UHTEpIpeTanuu nHdopmanuu,
Y UCIIOJIb30BaHNE
MH(OPMALIMOHHBIX
TEXHOJIOTH JIJIs1 BHITTOJIHEHUSI
3a/1a4 npodeccuoHanbHON
NeSATEeILHOCTH.

KonTposs BeIOIHEHUS
MIPAaKTUYECKUX 3aJaHUMN.

Y CTHBIN WIH TECTOBBIA KOHTPOJIb
TEOPETUUECKUX 3HAHUM.

AHanu3 1 OLEeHKa peleHui
HPOOJIEMHBIX CUTYaIHH.

[IpoBepounbie pabOTHI MO KAk 0
TEME.

ATTecranus 1o

npodeccHoHaIbHOM N
IPOU3BOICTBEHHOU
NeSTeTbHOCTH;
NpaKTHKeE.
OK 04. BsaumopeiictBue u pabora B KoHTpo:b BbinosIHEHUS
D dHeKTHBHO KOJUIEKTUBE U KOMaH/Ie NPaKTHYECKHUX 33JaHUH.

B3aMMO/ICHICTBOBATH U
paboTaTh B KOJUIEKTHBE U
KOMaH/Ie;

Y CTHBIN WM TECTOBBIN KOHTPOJIIb
TEOPETUYECKUX 3HAHUMU.

AHanu3 1 OLEHKa peleHu i
MPOOJIEMHBIX CUTYaLIUH.
[IpoBepounbie pabOTHI IO KaXK101
TEME.

ATtTecTanus 1no
MPOU3BOJACTBEHHOMN

IIPAKTHKE.

OK 05.

Ocy1ecTBIATh YCTHYIO U
MUCHMEHHYIO
KOMMYHHKAIUIO Ha
TOCYJapCTBEHHOM SI3BIKE
Poccuiickoit denepanuu ¢
y4eToM ocoOeHHOCTeN
COLIMAJIEHOTO U
KYJIbTYpHOT'O KOHTEKCTa

Ocy1ecTBieHne YCTHOHN U
MHUCBMEHHOH KOMMYHHKaIIUA
Ha roCy/1apCTBEHHOM SI3bIKE
Poccuiickoit ®eneparum ¢
y4eToM 0COOEHHOCTEH
COLMAJILHOTO U KYJIBTYPHOIO
KOHTEKCTa

KoHTposb BbIOTHEHUS
MPAaKTHYECKUX 3aJaHUM.

Y CTHBIN WK TECTOBBIN KOHTPOJIb
TEOPETUUECKUX 3HAHUMU.

AHanu3 U OLIEHKA PEIIeHUI
POOJIEMHBIX CUTYaIHH.
IIpoBepounbie pabOTHI MO KaXKAOH
TEME.

ATTecTanus 1mo
IIPOU3BOJICTBEHHOMN

MIPaKTHKE.

OK 09.
ITons30BaThCsA
npodeccnoHaTbHOMI
JOKYMEHTaIMen Ha

Hcnonb3oBanue
npodeccroHanbHOI
JIOKYMEHTaIlMU Ha
rocyaapCTBEHHOM U
WHOCTPAHHOM SI3bIKaX

KoHTposb BbIOTHEHUS
MPAKTUYECKUX 3aIaHHI.
Y CTHBIN WK TECTOBBIN KOHTPOJIb
TEOPETUYECKUX 3HAHUM.




roCy/1lapCTBEHHOM U
WHOCTPAHHOM SI3bIKax

AHanu3 U OLIEHKa pelIeHU
MPOOJIEMHBIX CUTYaIHA.
[IpoBepouHbIe pabOTHI IO KAXKIOM
TEeMe.

ATtTtecranus 1no
IPOU3BOJICTBEHHON

MPaKTHKE.




Mpuniaoxenne 1.2

Kk OII mo cnenuajabHOCTH
46.02.01 JoxymeHTAlIMOHHOE O0ecredeHne
ylpaBJieHUs U apXUBOBe/leHUe

PABOYASA ITPOI'PAMMA ITPO®PECCHHAJIBHOI'O MOAYJIA

IIM.02 OPTAHU3AIIUSI APXUBHOM PABOTHI IO JOKYMEHTAM OPT AHU3AITAM
PA3JIMYHBIX ®OPM COBCTBEHHOCTHA



COJEPKAHHUE

. OBILIASI XAPAKTEPUCTHUKA PABOYEN ITPOI'PAMMBI
IMPO®ECCHUOHAJIBHOI'O MOAYJIA

. CTPYKTYPA U COAEPKXAHUE

IMPO®ECCHUOHAJIBHOI'O MOAYJIAA

. YCJIOBUSA PEAJIU3AINA MTPO®ECCUOHAJIBLHOIO
MOJYJISA

. KOHTPOJIb 1 OHEHKA PE3YJIbTATOB OCBOEHUA
MNPO®ECCHUOHAJIBHOI'O MOAYJIA



1. OBIIIASI XAPAKTEPUCTHUKA PABOYEN ITPOT'PAMMBI
MMPO®ECCHUOHAJIBHOI'O MOAYJIA
IIM.02 OPTAHU3AIIUSI APXUBHOM PABOTHI IO JOKYMEHTAM OPT AHU3AITAM
PA3JIMYHBIX ®OPM COBCTBEHHOCTHU

1.1. Heab u muianupyembie pe3yJbTaThl 0CBOeHHS NMPOdecCHOHAIBLHOT0 MOYJIS

B pesynbrate m3yueHHs NpodecCHOHATBLHOIO MOIYJS OOYYaIOUIMXCS JOJDKEH OCBOUTH
OCHOBHOH BHJ AestenbHOCTH OpraHuzanus apXuBHOM pabOThl MO JOKYMEHTaM OpraHU3alui
pa3nuuHbIX  (OpM  COOCTBEHHOCTH, H  COOTBETCTBYIOIIHE €My OOIIHe KOMIETCHIIMH
U Ipo(eCCUOHATTBFHBIC KOMIICTCHIIHHN

1.1.1. Ilepedenn OOIMUX KOMIETEHIIHIA:

Kon HauMenoBanue 00X KOMIETEHIIMIA

BriOupats crioco0sl perienus 3aaa4 npodecCHoHaIbHON AeITeTbHOCTH
IPUMEHUTEIBHO K Pa3JIUUYHBIM KOHTEKCTAM

OK 01

Hcnons30BaTh COBpEMEHHBIE CPEICTBA MTOMCKA, aHATIN3a U UHTEPIIPETAI[IN
OK 02 nH(popManuy, 1 HHGOPMAIIMOHHBIC TEXHOJIOTHH TS BBHITIOTHEHUS 33124
npoeccrnoHaNbHOMI 1eATEIbHOCTH

OK 04 D dexTuBHO B3aNMOICHCTBOBATh U Pa0OTATh B KOJUIEKTHBE U KOMaH/IC

OcCyl1ecTBIATh YCTHYIO U MIUCbMEHHYIO KOMMYHHUKALIMIO HA TOCY1apCTBEHHOM
OK 05 s3pike Poccuiickoit denepanuu ¢ ydéToM 0COOEHHOCTEH COIMAbHOTO
U KyJIbTYPHOT'O KOHTEKCTa

ITonp30BaThCA HpO(l)CCCHOHElJ'ILHOfI ,Z[OKYMGHTaL[I/Ieﬁ Ha roCy1apCTBEHHOM
1 MHOCTPAHHOM $3BbIKaX

OK 09

1.1.2. Ilepeuens npodeccnoHaIbHbIX KOMIIETEHIINH

Kon HanmenoBaHue BUAOB JeATEJILHOCTH H NPOGECCHOHATBHBIX KOMIIETEHIUI
B2 Opranu3zaiys apXuBHOM pabOTHI 10 IOKYMEHTaM OpraHU3alui pa3IndHbIX (Gopm
COOCTBEHHOCTH
K 2.1 OcymiecTBIATh KOMIUIEKTOBAHUE apXUBHBIMHU JieflaMH (JOKYMEHTaMH) apX1Ba
" | opranu3auu
K 2.2 Bectn y4ét apxuBHBIX A€ (ZIOKYMEHTOB), B TOM YHUCIIE C UCIIOIb30BAHUEM
"™ | aBTOMaTU3UPOBAHHBIX CUCTEM
K 2.3 OcymiecTBISATh XpaHEHHE apXUBHBIX €T (JOKYMEHTOB) C TIOCTOSTHHBIM CPOKOM
" | XpaHEHHs U M0 JUYHOMY COCTaBY B apXMBE OpraHU3aluu
K 2.4 OcymiecTBIATh XpaHeHNE, KOMIUIEKTOBAHHE, YIET U HCITOJIb30BaHHE eI
" | (TOKYMEHTOB) BPEMEHHOTO XpaHEHHS
K 2.5 Ocy1miecTBIATh UCTIOIb30BAHUE APXUBHBIX JIeN (JIOKYyMEHTOB), B TOM YHCJIe
" | c HICTIOJIP30BAHNEM aBTOMATHU3UPOBAHHBIX CUCTEM

1.1.3. B pe3ynbraTe ocBOeHUS MPo(heCcCHOHATEHOTO MOl 00YJIArOIIUICS TOTDKEH:

Bnanets KomruiekToBaHust apXUBHBIMHU JI€laMU (JIOKYMEHTaMH) apXH1Ba
HaBBIKAMH OpraHu3aIu

Benenus yuéra apXuBHBIX A€l (JOKYMEHTOB), B TOM YHCJIE C
UCII0JIb30BAaHUEM aBTOMATU3UPOBAHHBIX CUCTEM




Ocy1ecTBiIeHHs] XpaHEHUsI apXUBHBIX JeJT (IOKYMEHTOB) C TOCTOSIHHBIM
CPOKOM XpaHEHHS U I10 JINYHOMY COCTaBy B apXHBE OpraHU3aluu
XpaHeHusl, KOMIJIEKTOBaHHUsI, yu€Ta U UCII0JIb30BaHUSI JIeN (JOKYMEHTOB)
BPEMEHHOI'O XpaHEHUs

Hcnonp30BaHus apXUBHBIX A€M (JIOKYMEHTOB), B TOM YHKCJIE C
MCIOJIb30BaHNEM aBTOMATHU3UPOBAHHBIX CUCTEM

Ymers paboTaTh C OJpa3ieNeHUAMI/OpraHN3ausIMU UCTOUHUKAMHU
KOMIUIEKTOBAHMSI apXUBa;

IPUHUMATH APXUBHBIE JIeNa (JOKYMEHTBI) Ha IOCTOSSHHOE WJIU
JI0JITOBPEMEHHOE XPaHEHHUE;

y4acTBOBATh B IIPOBEACHUH SKCIIEPTU3bI HEHHOCTU Pa3JIMYHbIX TUIIOB U
BUJIOB JIOKYMEHTOB B COOTBETCTBUH C BHYTPEHHUMU PEIJIAMEHTaMU
OpraHu3aluy;

IPUMEHSTH B pab0oTe pEKOMEHIALUN HKCIEPTHO-TIPOBEPOYHON KOMUCCUU
WM SKCIIEPTHONW KOMUCCHH OpraHU3alluu;

HIPUMEHSTH IEPEYHU C YKa3aHUEM CPOKOB XpaHEHUs JieN (JOKYMEHTOB);
co0JIt0/1aTh HOPMATUBHbBIE CPOKU XpaHEHUs e (JOKYMEHTOB);

BECTH YUYET HCTOUHHUKOB KOMIUJIEKTOBAHMSI apXUBa;

UCII0JIb30BaTh NEPEJOBON OTEUECTBEHHBIN U 3apyOEKHBIN OIBIT 11O
KOMILJIEKTOBAHUIO apXMBa JeJaMHU (JIOKyMEHTaMM) IOCTOSSHHOTO U
JOJITOBPEMEHHOTO XPAHEHUS;

MCII0JIb30BaTh COBPEMEHHBIE aBTOMAaTU3UPOBaHHbIE, THPOPMALIMOHHBIE U
TEJIEKOMMYHHUKAIIMOHHBIE TEXHOJIOTUU TOKYMEHTHPOBAHHBIX cep
JESATEIIBHOCTH OpPraHu3aluu.

CUCTEMATHU3UPOBATh Jieja (JOKYMEHTHI);

pa3MeniaTh apXMBHbIE JieJ1a (JOKYMEHTBI) Ha MECTaX XpaHEHUs B
COOTBETCTBUM C HOPMATUBHBIMU TPEOOBAaHUSAMHU B 00JIaCTH apXUBHOTO Jiena
U YIIpaBJICHUS JOKYMEHTaMU;

coOroaaTh HOPMAaTUBHBIE PEXKUMbI XPaHEHHS ApXUBHBIX 1€
(TOKYMEHTOB) Ha JIFOOBIX HOCHUTEIISX;

IIPOBOAMTH MIPOBEPKY MOJTHOTHI COCTaBa APXUBHBIX IOKYMEHTOB B
€AMHMIIAX XPaHEHMUS;

IPOBOJUTH ONMMCAHUE APXUBHBIX €I (JIOKYMEHTOB);

COCTaBJISITh CIPABOYHO-TIONCKOBBIE CPEACTBA K APXUBHBIM JlefiaM
(TokymMeHTaM);

BECTH YUET U KOHTPOJIb BbIJAUM apXUBHBIX A€l (JIOKYMEHTOB) U3
apXMBOXpaHWIUIIA U UX BO3BPATa;

BECTH YYET U KOHTPOJIb Nepeadn Jied (JOKYMEHTOB) B
roCyJapCTBEHHbIN/MYHUIMITATbHbIN apXUB UM HA HHOE BHELITHEE
XpaHEHUE U NpuéMa JIeJ C BHEITHETO XPaHEHMS;

IPOBOJUTH MOJUCTHYIO MPOBEPKY (PU3NUECKOTO COCTOSHUS JIeI
(ITOKyMEHTOB);

pa3bICKMBATh HEOOHAPY)KEHHBIE JIeNa (JOKYMEHTHI);

I10JIb30BATHCS YUETHBIMU JOKYMEHTAMH B paMKax 3JIEKTPOHHBIX
MH(POPMALIMOHHBIX CUCTEM TOKYMEHTHPOBAHHBIX chep AesATeTbHOCTH
OpraHu3aluy;

H0JIb30BAThCS CEPTU(PULIINPOBAHHBIMU ABTOMATU3UPOBAHHBIMU CUCTEMAMHU
JOKYMEHTHPOBAaHHBIX c(hep AeITeTbHOCTH OPraHU3aIUH 110 YUETY,
pPETUCTPALIMU, KOHTPOJIIO 1€ (JOKYMEHTOB);




H0JIb30BAThCSl MH(POPMALMOHHO-CIIPABOYHBIMU CHCTEMAMHU
JIOKYMEHTHPOBAaHHBIX c(ep AeITeIbHOCTH OpraHu3aIiH;

BECTH CIIPAaBOYHO-TIOMCKOBBIE CPEACTBA K apXUBHBIM JI€TIaM (JOKyMEHTaM);
BECTH YU€T CTPaxoBOro (pOH/IA apXUBHBIX A€ (JOKYMEHTOB);

IPUMEHSTh HOPMaTUBHBIE IIPAaBOBBIE AKThI, JOKAJIbHbIE HOPMATHUBHbIE AKTHI
OpraHu3alyi U METOANYECKHE JOKYMEHTHI B 00J1aCTH Y4€Ta apXUBHBIX /€1
(TOKYMEHTOB);

BHOCHUTb NPEITI0KEHUS 110 COBEPIICHCTBOBAHUIO METOJUYECKOTO
oOecrnieueHHs yuéra pa3HbIX BUI0B JOKYMEHTOB B IOKYMEHTHUPOBAHHBIX
cdepax IesTeIbHOCTH OpraHnu3alui;

3alUIIAaTh HHHOPMAIIMOHHBIE PECYPChI apXMBa OT HECAHKLIIMOHUPOBAHHOTO
JOCTyIHa.

OpraHU30BBIBAaTh U 00ECIIEUYUBaTh XpaHEHHE A€ (JOKYMEHTOB)
BPEMEHHOI'0 XpaHEHUs! OPraHU3ally B TPAJIULMOHHOM U B 3JIEKTPOHHOM
BU/IE;

KOHTPOJIMPOBATh pa3paboTKy CTPYKTYPHBIMU MOJPA3ACICHUSIMU ONUCEN U
aKTOB O BBIICJICHUU Ha YHUUYTOXKEHUE J1e]1 (JIOKyMEHTOB) BPEMEHHOI'O
XpaHEeHUs B TPAAULIMOHHOM U B 3JIEKTPOHHOM BU/IE;

(bopMHpOBATH €ANHULIBI XPAHEHUS IOKYMEHTOB JJIS1 UX MOCJIEAYIOIIETO
pasMelleHMs] B apXUBE OpraHu3allu;

COCTaBJIATh CIIPABOYHO-TIOMCKOBBIE CPE/ICTBA K APXUBHBIM JIeJlaM
(TokymMeHTaM);

OCYILIECTBIISATh IOUCK JIeN (JOKYMEHTOB) BpEMEHHOT'O XpaHEHUS B
IIPOLIECCE UX XPAHEHMS B CTPYKTYPHBIX MOAPA3IEICHUIX U apXUBE
OpraHu3aIuy;

OCYIIIECTBIIATH METOJUYECKOE PYKOBOICTBO OPraHU3aMEed XpaHEHUs eI
(TOKYMEHTOB) B CTPYKTYPHBIX MOJIPa3/IeIEeHUSAX OpraHu3aliig;

OKa3bIBaTh CTPYKTYPHBIM MOAPA3EIICHUSIM IPAKTUUECKYIO TIOMOIIIb B
OpraHu3aly XpaHeHUs Jel (JOKYMEHTOB);

pa3pabaTbIBaTh CIIPaBOYHO-MH(POPMAIIIOHHBIE TOKYMEHTHI 110
OpraHu3aliy NCIOJIb30BaHUSA A€M (JOKYMEHTOB) BPEMEHHOT'O XpaHEHHS B
CTPYKTYPHBIX MOJpa3eNIEHUsIX U apX1UBE OpraHU3alllu;

IPOBOJUTH IKCIEPTU3Y HEHHOCTH el (JIOKYMEHTOB) BPEMEHHOTO
XpaHEeHHUs, TIepeIaHHbIX B apXUB;

OTIpeeNATh CPOKU XPaHEHUS /€] (JOKYMEHTOB) BPEMEHHOTO XpaHEeHHUS;
o0ecreynBaTh 3aLIUTY JeJ (JIOKyMEHTOB) BPEMEHHOI'O XpaHEHUs B
OpraHM3alH OT HECAHKIIMOHUPOBAHHOTO I0CTYIA WJIK YHUUYTOXECHUS;
IPOBOJUTH (PU3MYECKOE YHUUTOKEHHE el (JOKYMEHTOB) BPEMEHHOTO
XPaHEHUs C UCTEKIIUMHU CPOKAMHU XPaHEHUs TIOCTIe COTJIaCOBAHUSI CO
CTPYKTYPHBIMH MOApA3ICIICHUSIMHA OpraHU3aluy;

0QOpMIISITh YUETHBIE TOKYMEHTHI 00 YHUUTOXKEHUU JeJT (IOKYMEHTOB)
BPEMEHHOI'O XpPaHEHUS C UCTEKIIMMHU CPOKaMU XPaHEHHsI COBMECTHO CO
CTPYKTYPHBIMH NTOAPA3/IEICHUSIMA OpraHU3al1u.

CUCTEMAaTHU3UPOBATh U 0000IIATH CBEJCHHS O COCTAaBE U COJEPKAHUU
apXUBHBIX JIeJl (IOKYMEHTOB);

UCIIOJIb30BaTh MH()POPMAIIMOHHBIE TEXHOJIOIMU B 00JIACTH CO3/1aHUS
CIPAaBOYHO-TIOUCKOBBIX CPEJICTB apXMBa M TOKYMEHTHUPOBAHHBIX cep
JESATEIbHOCTH OpraHu3aluy;

(GopMHpOBATH OCHOBHBIE U BCIOMOTATENbHbIE BUJIbI APXUBHBIX
CIPAaBOYHHUKOB B JIEKTPOHHOM (opMme;




MOJrOTAaBIMBATh MHPOPMAIIMOHHBIE TOKYMEHTHI 110 3allpocaM
MOJIb30BAaTENeH Pa3IMYHbIX KaTerOpHii.

3HaTh

BUJIbI, PA3HOBUIHOCTH U ()OPMATHI BCEX BUJIOB TOKYMEHTOB;

KPUTEPUU OTIpeieNIeHUs IICHHOCTH Jie (JOKYMEHTOB) JUIsl JalbHEHUIIEero
XPaHEHUs WIH YHUUYTOKEHUS;

MeTOIuKa pa3paboTKu GopM YUETHBIX IOKYMEHTOB B TPAJIUIIMOHHOM U B
AJIEKTPOHHOM BHUJIE;

METOJIMYECKHE TOKYMEHTHI B 00JIaCTH UCIOIb30BaHUS U IMyOJIUKALUN
ApPXHMBHBIX eI (JOKYMEHTOB);

METOAMYECKHE JOKYMEHTHI U HAIIMOHAJIbHBIE CTAaHAAPThI B 00JIaCcTH
JIEJIONPOU3BO/ICTBA U APXUBHOTO JIENIA;

METOAMYECKHE JJOKYMEHTHI ¥ HAallMOHAJIbHBIE CTAHAAPTHI B 00JaCTH yuéTa
JIOKYMEHTOB U JIOKYMEHTUPOBAHHBIX c(pep AEeATEIbHOCTU OpraHU3alH;
Hay4YHO-METOJINYECKUE KPUTEPUU SKCIEPTU3bI LICHHOCTH Pa3IMYHbIX TUIIOB
Y BUJIOB JIeJT (JOKYMEHTOB);

HOpMaTHUBHBIE ITpaBoBbIe aKkThl Poccuiickoit deneparuu B 001aCTH 3aLTUTHI
MEPCOHAIBHBIX JTaHHBIX;

HOpMaTHUBHBIE MTpaBoBbIe akThl Poccuiickoit deneparuu B o0nactu
uHpopManuu, HHHOPMAITMOHHBIX TEXHOJIOTHMA, 3aIIUTHl HHPOPMALIUU U
NEPCOHANBHBIX JaHHBIX, TUPPOBON TpaHCPOPMALINY;

HOpPMAaTHBHBIEC IPaBOBBIE aKThl Poccuiickoit denepanyu B 001acTH
KOH(HICHIIMATHHOCTH HHPOPMALINH;

HOpMaTHUBHBIE MTpaBoBbIe akThl Poccuiickoit deneparuu B cdepe
JIEJIONPOU3BO/ICTBA U ApXUBHOTO JIENIA;

HOpMaTHUBHBIE MTpaBoBbIe akThl Poccuiickoit deneparuu B cdepe
JIEJIONIPOU3BO/ICTBA;

oO0I11e NPUHIMIIBI yu€Ta U KOMIUICKTOBAHUS /1€ (JIOKyMEHTOB)
OTPaHUUYEHHOIO OCTYIIA;

OpraHU3al[MOHHbIE IPUHIUIIBI UCTIOJIB30BAaHUS JOKYMEHTOB
OTpaHUYEHHOTO0 JI0CTYIIA;

OpraHU3al[MOHHbIE TPUHIUIIBI KOMIUIEKTOBAHUS A€ (JIOKYMEHTOB)
OTpaHUYEHHOTO0 JI0CTYIIA;

0COOEHHOCTH OpPTaHM3alMK XpaHEHUs /1€ (IOKYMEHTOB) Ha Pa3IMuHbIX
HOCHUTEJISX;

OTEYECTBEHHBIE U 3apyOeKHbIE CEPTUPHUIIMPOBAHHBIE CUCTEMbI
ABTOMATHU3UPOBAHHOTO Y4€Ta apXUBHBIX el (JIOKyMEHTOB);

NopsA0K (POPMUPOBAHUS JOKYMEHTOB B KOMITJIEKTHI, TPYIIIbI, TUIIBI;
IpaBuiIa CUCTEMATH3AlMU U KJIaCCU(PHUKAIIMK JOKYMEHTOB;

IpaBHJia XpaHEHUs /1€ (JOKYMEHTOB) B COOTBETCTBUHM C UX TUIIAMU;
cepTUHUIMPOBAHHBIE HHPOPMAITMOHHO-TTOMCKOBBIE CHCTEMBI B 00JIACTH
pa3paboTKu HAyYHO-CIPABOYHOIO amnmnapara JOKYMEHTHPOBAaHHBIX cdep
JEeSITeIbHOCTH OpraHU3aluy;

CHocoObI M TEXHOJIOTUH TOKYMEHTHPOBAHUS Pa3IMYHbIX BUJIOB
poeCCHOHAIBHON JESTEHHOCTH;

CPOKH BBINIOJTHEHUS paObOT MO0 OpraHU3aluy HCIIONIb30BAHMS ApXUBHBIX JIEJT
(TOKYMEHTOB);

CPOKH BBITIOJIHEHUS padOT M0 yUETY apXUBHBIX JIeT (JIOKYMEHTOB);
CPOKH BBITIOJTHEHUS Pa0OT;




CTaHIApTHI 0POPMIICHHST OPTaHU3AIMOHHO-PACTIOPS AU TEITBHOM
JIOKYMCHTAINH,

TEOPETUYECCKHE U METOJINYECKHE aCIIEKThl KOMIUICKTOBAHHSI U SKCIIEPTH3bI
IICHHOCTH BCEX BUJIOB JIOKYMEHTOB;

TpeOoBaHuUs K 0()OPMIICHHIO JOTOBOPOB Ha PEAIN3AIUI0 YCIIYT BHEIIHETO
XpaHeHus Ael (I0KyMEHTOB);

TpeOOBaHUS K MOJITOTOBKE APXUBHBIX CIPABOK U BHIMHCOK U3 aPXUBHBIX
JIOKYMEHTOB;

TpeGOoBaHUs K MpoleccaM YHHUTOXKEHHUS HH(POPMALIUU B TPAJAUIIMOHHOM U
AIIEKTPOHHOM BUJIE;

TpeOOBaHUs K YCTAHOBJICHHBIM HOPMaM BBIPAOOTKH;

TpeOOBaHUs K YUETY 0CO0O IIEHHBIX M YHUKAJIBHBIX apXUBHBIX JIEJT
(TOKyMEHTOB);

TpeOOBaHUs OXpaHbI TPY/IA;

YHUDUIIUPOBAHHYIO CHCTEMY OPTaHU3aIIHOHHO-PACTIOPS AU TEIIBHOM
JIOKYMCHTAIUH.

1.2. Kosim4ecTBO 4aCOB, 0TBOAUMOE HA OCBOEHHE PO eCCHOHATBHOT0 MOAYJIS

Bcero wacos — 541

B TOM 4YHCJIe B popMe mpaKkTUUECKOH MmoAroToBku — 210

u3 HEX Ha ocBoeHne MJIK — 325

NPaKTUKH, B TOM yHciie yueOHas — 36

MPOU3BOJICTBEHHAs — 174




2. CTPYKTYPA U COAEP KAHUE MTPOPECCUOHAJIBHOT'O MOAYJIA

2.1. CTpykTypa npo¢ecCuoHAIBLHOT0 MOAYJIsI

O6beM npodeccnoHaTbHOr0 MOAYJS, aK. Yyac.

O6yuenne mo MJIK

Kozs! QE o [TpakTuku
MpodeccHon g % = B TOM YHCJIE _
aIbHBIX U HaumenoBanus pasnenon Bcero, ’2* gé g Jlaboparo % §
001X po(hecCHOHATTLHOTO MOIYJISI yac. - E % Beero PHBIX KypooBBIx Camocros £ ‘E TpomsBo
KOMIIETEHIA 58 g U TIPaKTH 6 TeJIbHAas £ 3 Vuebnas
7} A = YECKHUX pabot pabora = B cTBeHtad
o Q =
3aHATHH I% =
1 2 3 5 6 7 8 9 10 11
IIK 2.1 Pazpgen 1.
OK 01, 02, | Opranuzanusi u 00eCIIe4YeHHE OCHOB
04, 05, 09 APXHUBHOM JIEATEITLHOCTH
MJIK 02.01. Opranuzarms u 43 43 24 9
HOPMAaTHBHO-TIPABOBHIE OCHOBBI
ApXUBHOTO JIeJia
I[IK 2.1 Paznmen 2.
OK 01, 02, Opranu3zanus 1e1TeTbHOCTH apXHUBOB
04, 05, 09 MJIK 02.02. 'ocynapcTBeHHBbIE, 42 42 24 8
MYHHIIAITATLHBIC APXUBBI U aPXUBBI
Opra"u3anumn
I[IK 2.1-2.5 | Pazgen 3.
OK 01, 02, | Opranuzanus apxuBHOTO Jieja
04,05,09 | MJIK 02.03. =l 137 42 30 17
MeToIMKa ¥ IPaKTHKa apXUBOBEICHUS
I[IK 2.1-2.5 | Pa3ngen 4.
OK 01, 02, Opranuzanus XpaHeHUs! JOKYMEHTOB B
04, 05, 09 apxuBe 103 103 48 17
MJIK 02.04.

ObecneueHne COXpaHHOCTHU JIOKYMEHTOB




YuyeOHas IpakTHKa 36 36 36
[Tpon3BoACTBEHHAS IPAKTHKA (TI0 174 174 174
PO UITIO CIIEIUATBHOCTH ), YaCOB

DK3aMeH 10 MOJTYJIIO 6

Bcezo: 541 210 325 64 30 51 | 36 36 174




2.2. TemaTnueckuii IJIaH U cojiep:kaHue NpodeccuoHaIbLHOro moay.as (IIM)

HaumeHoBaHMe pa3aesioB U TeEM

O0béMm, akaj. 4. /
B TOM 4HCJIE B

npodeccuonansHoro moxyan (IIM), Copepxanne yueOHOT0 MaTepHaJa, JJa00opaTOpHbIe U NPaAKTHYeCKHe 3aHATHS, (popme )
MEAIHCIMILIHRAPHBIX KYPCoB (MJTK) caMocCTosITeJIbHasI yueOHas padoTa o0yuaouuxcs, KypcoBasi pa6ora (IIpoeKr) NPaKTHYECKOH
NOATOTOBKH, aKa/l.
4.
Paznen 1. Opranusanus u odecnevyeHne OCHOB APXMBHOM 1€ TeJIbHOCTH 43
MJIK 02.01. Opranu3anusi H HOpMATHBHO-IIPABOBbIE OCHOBBI APXMBHOIO JieJia 43
Tema 1.1. Conep:xanue
Beeaenue B IIM u MJIK. Brenenne B npeamet. OCHOBHBIEC TEPMHHBI U ONIPEACTICHUS.
HcTopust BO3HUKHOBEHHUS CBs3b ¢ IpyruMH o01enpodeCCHOHATBHBIMU U CHIEIUATLHBIMU TUCIUTUINHAMUA
apxXuBHOM AesiTeqibHOCTH B Poccun HcTopus BO3HHKHOBEHUS apXxuBOB B JlpeBHell Pycu 10
Ucrtopusa apxuBHOro nena B Poccuiickoit umnepuun
Hcropust apXUBHOTO Ji€1a B COBETCKUI NIEPHOJ
PasButue apxusHoro gena B Poccuiickoii @enepanuu
Tema 1.2. Conep:xanue
HopmaTtuBHoO-npaBoBas 6a3a ApXUBHOE NPaBoO U apXUBHOE 3aKOHOJATEIHCTBO
apxXuBHO# AesiTeqibHOCTH B Poccun DTUYECKUI KOJIEKC apXUBUCTOB
IIpaBoBbIE OCHOBHI pETYIUPOBAHUS APXUBHON JAESATETHHOCTH 10
®denepanbhbiii 3akoH o1 22.10.2004 Ne 125-d3 «O6 apxuBHOM niene B Poccuiickoii denepaiinny
Cuctema ynpasiieHus! apXuBHBIM JiesioM B Poccun. denepanbHoe apXUBHOE areHTCTBO
B ToM umcse npakTHYeCKUX 3aHATHII ¥ 1a00PaTOPHBIX 3aHATHIA
PaboTa B paBoBOii Oa3e ¢ HOpMAaTHBHO-NIPABOBBIMU JJOKYMEHTaMHU B cpepe apXHUBHOTO Jienia 4
Tema 1.3. Copepxanne
Opraanzanust ApxuBHOro gponga Opranuzanun JoKkyMeHToB ApxuBHoro ¢onaa Poccuiickoit deneparun
Poccuiickoiit Penepanun CoBpemenHslii coctaB ApxuBHoro honna Poccuiickoit denepannu.
Knaccudukanus gokymeHToB ApxuBHoro ¢onaa Poccuiickoit @eneparnyn 10

KowmmnexkroBanne ApxuBHoro Gonna Poccuiickoit denepanmm.
CnucKk# HCTOYHUKOB KOMIUIEKTOBAHUS
ApxuBHas 3apy0exnas Poccuka




Pa3nen 2. Oprann3anus 1eATeJIbHOCTH APXHBOB

42

MJIK 02.02. I'ocynapcTBeHHbIE, MYHHIIMNIAJbHbIE APXWBBI H APXUBBI OPraHu3aluii

42

Tema 2.1.
Buab apxusos B Poccnu

Conep:xanue

Buset 1 pa3HOBUAHOCTH apXUBOB. ['0Cy1apCTBEHHBIC apXUBBI: BHIIbI, 337191, PYHKIIUN
Certb (henepabHBIX TOCYJApPCTBEHHBIX apPXUBOB

MyHUIMIIANBEHBIC APXHUBBL: BUBI, 33729, QYHKIIUU

BenoMcTBeHHBIC apXUBBI: BUJIBI, 3a7a4K, GyHKIUH. J[eno3utapHoe XpaHeHue

ApXUBBI OpraHu3aiuii: BUJbI, 3a]1a44, (YHKIIUA

[TpumepnbIe onoxenus 00 apxuBax. CTpyKTypa apxuBa

Opranuszaius Tpy/ia IepcoHasa

12

B ToM umcie npakTHYeCKUX 3aHATHI ¥ J1a00PaTOPHBIX 3aHATHIA
Pabota B cetn MHTEepHET, B TOM 4HcIie Ha mopTaie Apxusbl Poccun:

MOVCK PA3IMYHBIX 110 PaHTy (YPOBHIO) M MPOMUITIO apXUBHBIX YUPEIKICHHIA;
odopmIIeHHE pe3yIpTaTOB NoUCKa B Tabiuue «lIpumeps! apxuBoB»

Tema 2.2.
IKcnepTusa
HEHHOCTH /IOKYMEHTOB

Conepxanue

Opranu3zanus 10KyMEHTOB B apXUBe

(OKyMeHTabHBIH, apXUBHBINA, CTPAX0BOH (pOHABI 1 (DOH]T TTOITE30BAHMS)
OKcrepTH3a EHHOCTH JOKYMEHTOB: 3aJ[aui, IPUHIIUIIBI, KPUTEPUN
Bunb! 3kCniepTHBIX KOMUCCHM.

Odopmnenne pe3yabTaToB SKCIEPTH3bI LIEHHOCTH JOKYMEHTOB

Bunp! [lepeuneii JOKyMEHTOB ¢ yKa3aHUEM CPOKOB XpaHEHUS

N3yuyenue Tunosoro Ilepeusst ¢ ykazaHUEM CPOKOB XpaHEHHs

12

B ToM umcse npakTHYeCKUX 3aHATHI ¥ 1a00PaTOPHBIX 3aHATHIA

N3zyuenue IlepeyHst THIOBBIX YHPABIEHYECKUX APXUBHBIX JOKYMEHTOB, 00Pa3yIOIINXCs

B MIPOIIECCE JEeSATENFHOCTH T'OCYAapCTBEHHBIX OPraHOB, OPraHOB MECTHOTO CaMOYIPaBICHHUS

Y OpTaHu3allni, C yKa3aHUEM CPOKOB UX XpaHEHUS

N3zyuenne IlepeuHst THIIOBBIX apXUBHBIX JOKYMEHTOB, 00pPa3yIOLUIMXCs B HAYYHO-TEXHUUECKON
Y TIPOU3BOJICTBEHHON AEATEILHOCTH OPraHU3alMi, ¢ yKa3aHUEM CPOKOB XpaHEHUs
YcTaHOBNIEHHE CPOKOB XPAHEHHS 3ar0JIOBKOB JIENT M IOKYMEHTOB 110 THUITOBBIM NEpEYHIM

Paznen 3. OpFaHI/l?.aIII/Iﬂ APXUBHOI'0 Aejaa

137

MK 02.03. MeToguka 1 NPaKTHKA apXUBOBEIEHUS

137

Tema 3.1.
JlokaabHble HOPMATHBHbIE
JIOKYMEHTBI apXuBa

Coaep:xanue
VYcraBbl apxuBHBIX yupexxaeHuil. [lomoxenus 06 apxusax. MHCTpyKuuu 1o padoTe ¢ JOKyMEHTaMHU




[Monoxenue 06 3xcepTHON KoMuccHH. [1nanbI-rpaduky mpuéma Jes OT CTPYKTYPHBIX
Mopa3AcICHUH U IIepeAadu 1] Ha TOCYyJapCTBEHHOE XpaHEHHE U MIPECTABICHHS CBOIHBIX
pa3/IeIoB ONUCEN B apXUB

Tema 3.2.
HomenkJiiatypa nen

Conepxanue

Howmenkiatypa nen opranmsanuy: Ha3Ha4eHne, QYHKIUWA. BUABI 1 TUITBI HOMEHKIIATYPHI eI
KrnaccudukarmonHas cxema HOMEHKJIATYPHI A€l

HOpﬂI{OK pa6OTI>I C HOMCHKHaTypOfI ACJI OpraHru3alii — ICTOYHHKA KOMIIJICKTOBAHUA apXHUBHOT'O
YUYPEKACHUSA

B ToMm unciie mpakTHYeCKUX 3aHATHIA U JIa00PATOPHBIX 3aHSITHI

BryTpeHHee u BHEITHEE COTIIaCOBaHUE, TOPSAAOK YTBEPIKICHUS HOMEHKIATYPHI JIEJI OPTaHU3aIHN —
HNCTOYHHUKA KOMIUICKTOBAaHHA apXHUBHOI'O YUPCIKIACHUA

Cocrasnenue 1 opopMIICHHE HOMEHKIATYPHI I OpTaHU3aIHN —

HMCTOYHHMKA KOMITJIEKTOBAHUS apXUBHOTO YUPEIKICHHS

3aKpbITHE, COCTaBICHUE U 0()OPMIICHHUE UTOTOBOM 3alMCH K HOMEHKJIATYPE JIC)I OPraHU3aluu —
HNCTOYHHMKA KOMIUICKTOBAHHA apXHUBHOI'O YUPCIKIACHUA

Tema 3.3.
OdopmiieHue apxMBHOIO JeJia

Conep:xanue
IToaroroBka z1es1 K apXUBHOMY XPaHEHUIO
CocTaB y4€THO-CITPaBOYHBIX JOKYMEHTOB apXHMBHOTO Jesa

B Tom unciie npakTHYECKUX 3AHATHIA U J1a00PATOPHBIX 3aHSITHIA

Hywmeparust TMCTOB apXUBHOTO Jiena.

Cocrasienue u ohopMiIeHIE BHYTPEHHEH OIMCH W JINCTA-3aBEPUTENS] apXUBHOTO JIeia
Cocrasienue u ohopMIIeHHE KapThI-3aMECTUTEIIS, JIUCTA UCTIONB30BaHMSI ApXUBHOTO Jieia
Cocrasnienue 1 0opopMIICHHE PEKBU3UTOB O0JI0KKH apXUBHOTO Jieja

[IpommBKa apXWBHOTO Jiea

Tema 3.4.
Ilepenaya 10kymMeHTOB
HA apXHUBHOE XpaHeHHe

Conepxanue

Iopsinok nepenayn JOKYMEHTOB Ha apXMBHOE XpaHEHHE.

ApXUBHAs ONUCH: HA3HAUYEHHE, PYHKINH, BHIbI

Iopsinox odopmieHns 1 pabOThI C ApXUBHON OMHCHIO.

OnucH e CTPYKTYpPHBIX MOApa3eIeHU i

Onwcu fen opraHu3aluu:

MOCTOSTHHOTO XpaHEHHUs, 110 INYHOMY COCTaBY, BPEMEHHOI'O CpOKa XpaHeHHs cBbIme 10 geT
OnucH IeKTPOHHBIX Ael (JOKyMEHTOB) OpraHN3alun

Brigenenne JOKyMEHTOB K YHHUITOKESHHIO

10




B ToM umciie mMpaKTHYECKUX 3aHATHIT ¥ J1a00PaTOPHBIX 3aHATHIA
CocraBnienue 1 0(OpMIIEHHE OMTUCH JIENT CTPYKTYPHOTO TIOPa3ICICHUS
CocrasiieHue v 0OpPMIICHUE OITUCH JIS]T OPTaHU3aIUN 14
Cocrasiienue ¥ 0(OpMIICHUE aKTa O BBIJICIICHUN K YHUUTOXKECHUIO apXUBHBIX JOKYMEHTOB,
He TIOJUIeXAIINX XPaHEHUIO

Tema 3.5. Conepxanue
Y4ér 10KyMEeHTOB B apxXuBe VY4€T TOKYMEHTOB B apXHBE: NIPUHIUITBI, €AUHULBI YUETa, YIETHBIE (HOPMBI
Buapl 0CHOBHBIX apXWBHBIX CITPABOYHHUKOB. ApXHBHAS IBPHCTHKA 4

Cucrema HCA: Ha3HaueHue, BUIBI IONCKOBBIX CUCTEM

B ToM yucie NpakTHYECKUX 3aHATHI U J1a00PATOPHBIX 3aHATHIT
M3ydenne coctaBa U 3aroJHEHHST OCHOBHBIX YUETHBIX ()OpPM apXuBa (KHHUTA Y4ETa OCTYTUICHHS 4
1 BBIOBITHS J€T (JOKYMEHTOB), TUCT (POHIA, peecTp Onucel, CiiucoK (GOHIOB)

Tema 3.6. Conepxanue

Hcnoan3zoBaHue Oprasu3zanus UCIoIb30BaHus TOKYMEHTOB apXHBa: HOPMATHUBBI, TIeNTd U (POPMBI
JOKYMEHTOB apXHBa JlocTym K apXHUBHBIM JJOKyMeHTaM. Bbijjaua IOKyMEHTOB BO BPEMEHHOE I10JIb30BaHUE
BI/IZ[I)I 3aIllpOCOB U CPOKHU UX BBIITOJHCHUAA.

IMpenocTaBneHne OTBETOB Ha 3aMPOCHI: APXUBHBIC CIIPABKA, KOS, BBITUCKA

Y4éT 1 aHAITU3 KCTIOH30BAHUSI APXUBHBIX JOKYMEHTOB

10

B Tom unciie npakTHYECKUX 3AHATHIA U J1a00PATOPHBIX 3aHSITHIA

Cocrasienue u oopMIIEHHE apXUBHOM CIIPABKH Ha COIUATILHO-IIPABOBOM 3a1poc
Cocrasiienue 1 0OpMIICHHE OTPHUIIATEIHHOTO OTBETA HA apXUBHBIN 3aIIPOC

Cocrasiienne 1 0opOpMIICHHE aKTa O BbIAaue /e (JOKYMEHTOB) BO BPEMEHHOE MOJIb30BaHUE

Pasznen 4. Opranu3anusi XxpaHeHHs1 JOKYMEHTOB B apXHUBe 103

MK 02.04. Obecnieuenne cOXpAaHHOCTH IOKYMEHTOB 103

Tema 4.1. Copepxanne

YcnoBust XxpaHeHHs1 JOKYMEHTOB [IpobGiiemMa coxpaHHOCTH TOKYMEHTOB B apxuBax. OCHOBHBIE TIOHSATHS U TEPMUHBI
TpeOGoBanus K 3aHUSM U TOMEIIEHUSIM apxuBa. O00pyI0OBaHUE apXHUBOB
[ToHsiTHE «PEXUM XPAHEHUS] JTOKYMEHTOBY.

CyuiecTBYIOIINE PEXKUMBI XPAHEHHSI TOKYMEHTOB

Pa3mernienne 1oKyMeHTOB B apxuBe. Tomorpaduueckre yKkazaTein

[Ipobnema xuIeHnsT JOKYMEHTOB, MEPHI O€30TIaCHOCTH U 3aIUTHL.

Bnusnue nepemernieHus: JOKyMEHTOB Ha KX COXPAHHOCTb

10




Tema 4.2. Conepxanue

IIpoBepka HATUYMSA U COCTOSTHUSA [IpoBepka HATMYHA U COCTOSHUS JOKYMEHTOB B apXHBE 6
JOKYMEHTOB B apXHBax Pe3ynbTaTel MpoBEpKU HATTMUKSA U COCTOSHUSA JOKYMEHTOB
[Topsinox paboThI 10 BHISIBICHHUIO NOBPEKAEHHBIX JOKYMEHTOB
B ToMm unciie mpakTHYECKUX 3aHATHIA B JIa00OPATOPHBIX 3aHSITHIA
CocraBnienue u oopMIIEHHE aKTa MPOBEPKU HATMYUSA U COCTOSHUS JOKYMEHTOB
Cocrasienue u ohopmieHre akta 00 yTpaTe apXHUBHBIX JOKYMEHTOB 10
CocraBienue 1 ohOpMIICHHE aKTa O HEUCTIPABUMBIX MOBPEXKICHUSIX JOKYMEHTOB
Tema 4.3. Conep:xanue
KoncepBanus u pecraBpanus [IpoBepka TEXHHUECKOTO U (PU3UKO-XUMHUIECKOTO COCTOSIHHS apXUBHBIX JOKYMEHTOB.
JOKYMEHTOB [Mpobnema crapeHus: JOKYMEHTOB, «yTracaHUe TEKCTa» 4
Konceppanus u pectaBpaiiusi apXxuBHBIX JJOKYMEHTOB.
CriocoOBI BOCTIPOW3BEICHUS M BOCCTAHOBIICHHSI TOKYMEHTOB
Tema 4.4. Conep:xanue
CoxpaHHOCTb TOKYMEHTOB [IpobGirieMa cOXpaHHOCTH IEKTPOHHBIX JOKYMEHTOB 4
HA CHeNHATbHBIX HOCUTEJIAX XpaneHne u 06pabOTKa JOKYMEHTOB Ha CTICIIUATIbHBIX HOCUTEIAX
Y4yeOHas NpaKTHKA
Buawbl pador:
PaccmoTpenue cTpyKTyphl yUpeKIeHHS/OpraHUu3aiu/ IpeANPUATHS (ajiee — OpraHu3allii ), COCTABICHUE CXEMbI OpPTaHU3AIIMOHHON CTPYKTYPHI,
OIpeJIeJICHUE UCTOYHUKOB KOMIUIEKTOBAHUS apXuBa opraHu3anuy. M3ydueHre JOJKHOCTHOW MHCTPYKIIMM apXUBUCTA.
CocTaBiieHue CrMCKa NCTOYHUKOB KOMIUIEKTOBAHUS apXHMBa OpraHU3alllH, OIPEIeIIeHHEe TPaHUIl apXUBHOTO (hoH/A.
CocTraBrieHue cxeMbl pa3MeIeH!s CPEeICTB XpaHeHus. PaccMoTpeHune Tonorpaduyeckux yka3zaTeleil B apXHBOXPaHWIIAIIE OpraHU3allHH.
O3HaKkOMJIEHHE C TTpaBWJIaMU BEICHUS )KYPHAJIOB HAOIIOEHHS 32 TEMIIEPAaTypPHO-BIAKHOCTHBIM PEKMMOM B apXHUBOXPAHUIIHIILE.
HOI[I‘OTOBKa ACJI K apXUBHOMY XpPaHCHHIO, B TOM YHCJIC: U3YYCHUC NJOKYMCHTOB B LCJIAX ONPCACIICHUA CPOKOB UX XpaHCHUA, HyMEpalus JIMCTOB
ApXUBHOTO JIeJIa, COCTaBJICHUE U O(POPMIICHUE BHYTPEHHEH OIMMUCH U JINCTa-3aBEPUTENSI apXUBHOTO JIeNa, COCTaBIeHNE 1 0(OPMIICHHE KapThI- 36

3aMECTHUTEIs, JIFCTa UCIIOIb30BaHMS ApXUBHOTO JieJia, COCTaBIIeHHE U O(POPMIICHHUE PEKBU3UTOB O0JIOKKH apXUBHOTO JIeNa, MPOIINBKA apXHBHOTO
Jena.

CocraBieHue apxXUBHOH OMKCH J1eJI HOCTOSTHHOTO XpaHeHus. OdopmiieHHe ONUCH Ae 10 JTMYHOMY cocTaBy. OdopmiieHHE ONIUCH JieTT BPEMEHHOTO
(cBpime 10 net) cpoka XpaHeHUSI.

OdopmiieHre TOKYMEHTOB I10 Pe3yJIbTaTaM MPOBEPKU HATMYHS U COCTOSIHUS JIOKYMEHTOB B apXHUBE, O BHIJICICHUN K YHUUTOXCHUIO apXUBHBIX
JOKYMEHTOB, HE MOJUICKALINX XPAHEHHUIO.

O3HaKoMJIEHHE ¢ HICTOYHUKAMHU U MOPSAKOM KOMIUIEKTOBaHUs (hoHIa mob30BaTens. O3HaKOMIIEHHE C TMOPSAKOM BBIAAYN APXUBHBIX TOKYMEHTOB,
odopmIiIeHre MTa0IOHOB 3aPOCOB HA BBIIaYy apXHUBHBIX JJOKYMEHTOB. [10Ir0TOBKAa OTBETOB Ha 3aIlPOCHI: apXHUBHBIE CIIPABKA, KON, BBITHCKA
Pabora ¢ nHQOpMaIIMOHHO-TTIONCKOBBIMHI CUCTEMAaMH U JIEKTPOHHBIMY KaTaJIOTaMH apXHBOB.




IIpousBoacTBeHHasi MpaKTUKA (110 NPOGUITIO CIeUaTbHOCTH)

Buab1 padoT:

Wzyuenne npaBoBbIX (YUpEeOUTEIbHBIX) U PACTIOPSIUTENBHBIX JOKYMEHTOB OpraHU3ally — MECTa MPOX0XKICHUS PAKTHKH

(manee — opranu3anum) ¢ nenblo coopa MHGOPMALIUK TSI UCTOPUIECKON CTIPAaBKH K apXUBHOH OMHCH, OTpeIeIeHHs] TPaHHLl apXUBHOTO (OHAA
OpraHu3altu.

VYyacTre B KOMIUIEKTOBAHUH apXUBa OPraHU3alM1 AejdaMu (JOKYMEHTaMH1) IIOCTOSIHHOTO U IOJITOBPEMEHHOIO XPaHEHUS.

WzyueHne apXMBHBIX TOKYMEHTOB OPTaHU3ALMH C LIEIbI0 UCKITIOUEHHS TyOIeTHOCTH HHPOPMAIUH, TPOBEPKH (PU3NIECKOTO COCTOSHUS el
(monucTHBIA pocMOTp Aein). CucTeMaTH3anus JOKYMEHTOB B COOTBETCTBHHU C BEIOPaHHOW OpraHU3alueil CXeMOu.

[IpumMeHeHne cxeMbl pa3MeIIeHUs CPENICTB XPAaHEHUS apXUBHBIX JOKYMEHTOB OpraHU3aLuy IIpH npuéMe nei (I0KyMEHTOB) Ha XpaHEHHE.
Odopmnenne Tonorpaguyeckux ykazaTesei B apxuBOXpaHWInIIe opranuzauui. OQopmiieHre sIpIbIKOB Ha IEPBUYHBIEC CPEACTBA XPAaHEHUSI.
Pa3mernienue nomnosHeHUs: apXUBHOTO OHAA.

Odopmnenne y4€THBIX JOKYMEHTOB IIOCTYIICHUS U BBIOBITHS JIE.

Odopmienne TOKyMEHTaUK 10 y4€Ty (GOHIA MMOJIb30BaTeNs, POTO-, Ay JUOBU3YaJIbHBIX JOKYMEHTOB, JJIEKTPOHHBIX JTOKYMEHTOB.

Odopmienne y4€THBIX (HOPM apXuBa OpraHU3aIHH.

VYyacTye B IPOBEJCHNH SKCIEPTU3bI ICHHOCTH JOKYMEHTOB OPTaHM3alli Ha OCHOBAaHMH HaYYHBIX KPUTEPHEB UX LEHHOCTU U HOPMATHUBHBIX
JOKYMEHTOB: IepedHeil 1 HoMeHkaaTyp. OnpeneneHue CpoKOB XpaHEH!s JOKYMEHTOB U fiesl. OdopmiieHne kapToueK-3aMecTUTEIeH Aena.
IIpoBepka HaTMYKA U COCTOSHUS apXUBHBIX JOKYMEHTOB OpraHU3aly. BeIsBIeHNE TOKYMEHTOB C MOBPEXKICHUAMU MaTepHaAIbHBIX HOCUTENEH.
Opranu3zanyst po3bicka HeoOHapyKeHHbIX Ael. OpopmileHne TOKYMEHTAIUH MO PE3yJIbTaTaM MPOBEPKH.

Pa6ora 1o co3nanuio crpaBOYHO-TIOMCKOBBIX CPEICTB apXHBa OPTaHU3ALKH, B TOM YUCIIE C IPUMEHEHHNEM HH()OPMAIIMOHHBIX TEXHOJIOTHH. Y4yacTue B
(hopMHpPOBaHUM OCHOBHBIX M BCIIOMOTATEIbHBIX aPXUBHBIX CIIPABOYHHUKOB, B TOM YHCJIE C UCTIOJIb30BAaHHEM aBTOMAaTH3MPOBAHHBIX CUCTEM.
CocraBieHue apxXUBHOH OTHCH JIeJI IOCTOSTHHOTO XpaHeHus. OdopMIileHHEe OMUCH JIe] 110 IMYHOMY COCTaBYy.

Odopmnenne onucu aei BpeMeHHoro (cBeite 10 jeT) cpoka XpaHeHus..

[Tonck nHpOpMaIK O 3aPOCy MOJIB30BATEINS, B TOM YHCIIE C UCIOIb30BAHHEM aBTOMATU3UPOBAHHBIX CHCTEM.

VcnonHeHue 3ampocoB 10 MOUCKY apXUBHBIX e (IOKYMEHTOB) OpraHW3aIllH, B TOM YHCJIE C HCTI0Ib30BaHHEM HH()OPMAIIMOHHBIX TEXHOJIOTHH.
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3. YCJIOBUA PEAJIMBALIIMN TPOPECCHUOHAJIBHOI'O MOAYJIA

3.1. lna peanu3anuM nporpaMmbl NpogecCHOHATBHOrO0 MOJAYJISI NMPeAyCMOTPEHbI
cjefylolIUe crenuaabHble MOMeIleHus:

Kabuner apxuBoBeeHUs, OCHAIIIEHHBIN

— 000pyIOBaHUEM: CTOJIBI U CTYJIbS, IKa(bI, CTEIJIaXKHU, I0CKA, UHTEPAKTUBHASI IPUCTAaBKa
K JOCKE/MHTEPaKTHUBHAS JOCKa, IPOEKTOP, KOHIUIIMOHED;

— TEXHUYECKUMH CPEJICTBAMU: MEPCOHATBHBIN KOMIBbIOTEP (IporpaMMHOe o0ecreueHue:
TEKCTOBBIM peIaKToOp, MpaBoBas 0Oa3za MaHHBIX, CUCTEMa 3JEKTPOHHOTO JOKYMEHTO00OpOTa,
POrPaMMHBIN MPOAYKT, peaTu3yIouid PYHKIIMKA apXUBa OpraHu3allny, JJIOKajIbHas CeTh, BHIXO]
B TJI00JIbHYIO CETh), MHOTO(QYHKIIMOHAIBHOE YCTPOUCTBO (TIPUHTEP, CKaHEP, KOTIHD).

JlaGopartopus apXHUBHOTO Jiejia, OCHAIIEHHAS!

— 000pYyIOBaHUEM: CTOJIBI ¥ CTYJbA, IIKA(BbI, CTEIIAXKH, T0CKA, THTEPAKTUBHAS IPHCTABKA
K TOCKE/MHTEPAKTUBHAA JOCKA, TPOEKTOP, KOHAUIIMOHED;

— TEXHUYECKHMHU CPEICTBAMH: NEPCOHAIBHBIN KOMITBIOTEP (IIPOrpaMMHOE OOecriedeHue:
TEKCTOBBIM pPENaKTOp, MpaBoBas 0aza JAHHBIX, CHCTEMa 3JEKTPOHHOTO JOKYMEHTOO0OOpOTa,
IPOTPAMMHBIN MPOAYKT, PETN3YIOMNN (YHKIIMH apXHUBa OPraHU3aIHH, JIOKAIbHAS CETh, BHIXOT
B TJIOOANbHYIO CEThb), MHOTO(YHKIIMOHAIBHOE YCTPONCTBO (NIPUHTEP, CKaHep, KOMHUp),
YHUYTOXXUTENb TOKYMEHTOB (IIpeep), HHCTPYMEHTBI U MaTepHalIbl Il POIIMBKH JOKYMEHTOB
(MexaHUYeCKHe M pPY4YHbIE): MPOIIMBHOE YCTPOWCTBO, ABIPOKOJBI Ha J[BA W YETHIPE MPOKOIIA,
IWJIO, UTJIa, KAPTOH «@apXUBHbBIN cTanaapT™» 230x320 MM ¢ OUroBKoii (1o IMHKUK crruba), HUTh JJis
MOJIINBKYA JIOKYMEHTOB JaBcaHo-mranenabHbie JII-210, meyaTh W mraMmbl A 3aBepeHUs
ApXUBHBIX CHPAaBOK, KOMUH W BBIMUCOK (OTMETKA O 3aBEPEHHH KOIMHU JOKYMEHTOB, IITAMII
«Komusy).

3.2. UndopmanuonHoe odecneyeHne peaau3almu NporpaMmmbl

Jlng peanuzanuu MporpaMMbl OUOMMOTEUHBINH (GOHI 00pa3oBaTeNbHON OpraHu3alud
UMeeT IeyaTHble W/WIM 3JIEKTPOHHBbIE 00pa3oBaTelbHble W MH(POPMAIMOHHBIE PECYPCHI, JUIS
UCIIONIb30BaHusl B oOpazoBaTenbHOM mporiecce. [Ipu popmupoBanum O6ubmmnorednoro ¢onaa
00pa30BaTeIbHOM OpraHU3aI[ii BEIOMPACTCS HE MEHEE OJJHOTO U3JaHUS U3 TICPESUNCIICHHBIX HIDKE
MEYATHBIX U3aHUN W (WIH) ANEKTPOHHBIX M3JaHWIA B KayeCTBE OCHOBHOTO, NMPHU 3TOM CIIHCOK,
MOKET OBITh JIOMOJTHEH HOBBIMH U3JaHHSIMH.

3.2.1. OcHoBHbIE MeYaTHLIE U3AAHUSA

Opranuzanus apXMBHOM M CHPAaBOYHO-MH(POPMAIIMOHHOM pPadOTHl MO JOKYMEHTam
opranm3anuu [Tekct]|: ydeOHUK IS UCHOJIB30BAaHUS B Y4eOHOM Tpollecce 00pa3oBaTeIbHBIX
YUPEKACHUH, peaTn3yoIInX MPOrpaMMBl CpeIHEro mnpodeccHoHANBHOr0 00pa3oBaHUs TI0
cnenuanbHOCTH "JIOKyMEHTAIlMOHHOE 00ecliedeHrne YIpaBlIeHUs U apXUBOBeIeHUe»: [B 2 4.] /
[BypoBa E. M., Xopxopmuna T. W.]; mox pen. E. M. BypoBoit — 3-¢ u3n. crep. — Mocksa:
Axanemus, 2019. (ITpodeccuonansroe oopazoBanue. [Ipodeccnonansueiii Mmoayns). U. 1. — 20109.
— 336 c. ISBN uznanuns: 978-5-4468-5976-4. ISBN Ttoma: 978-5-4468-5974-0.

Opranuzanys apXvBHOM M CIPAaBOYHO-MHPOPMAIIMOHHOM pabOTHl MO JOKYMEHTaMm
opranuzaiuu [Tekcr] : ydeOHHMK U MCIOJNB30BaHUS B Y4eOHOM Ipoliecce 00pa30BaTEebHBIX
YUPEKACHUH, PEaTU3yIOIINX IPOrPaMMBl CPEIHEro MPO(ECCHOHATBHOTO O0pa3oBaHHS 10
crienuanbHOCTH "JIOKyMEHTallMOHHOE O0ecTiedeHre yIpaBleHUsl U apXuBOBeAeHue»: [B 2 4.] /
[BypoBa E. M., Xopxopmuuaa T. WU.]; mox pen. E. M. Byposoii. — 3-e m3a. crep. — Mocksa:
Axanemus, 2019. — (Ilpodeccuonanproe obpazoBanue. [Ipodeccronanpasiii Moayns). Y. 2 / [E.
M. Bypoga, A. I1. AdanacweBa, E. B. Anekceea, A. E. Pornonosa]. — 2019. — 400 c. ISBN: 978-
5-4468-5975-7



Packun, JI. 1. Meronuka ¥ TpakTHKa apXWUBOBEACHUS: YYEOHUK HJISI CPEIHETO
npodeccuonaibHoro oopaszosanus / J[. U. Packun, A. P. CokonoB. — MockBa: N3narenbcTBo
FOpaiit, 2022. — 339 ¢. — (IlpodeccuonansHoe oOpa3oBanue). — TEKCT: HEMTOCPEICTBEHHBIN.
— ISBN 978-5-534-02419-7.

3.2.2. OcHOBHBbIE JIEKTPOHHbIE U3IAHMS

1. Packun, JI. 1. Meroanka W MpakTHKa apXHUBOBEIACHUS: YUEOHHWK JUISI CPEIHETO

npodeccuonaibHoro oopazosanus / J[. U. Packun, A. P. CokonoB. — MockBa: N3narenbcTBo
FOpaiit, 2022. — 339 ¢. — (IIpodeccuonanpHoe oopa3oanue). — ISBN 978-5-534-02419-7. —
Texcr:  snexktponHsnidi  //  OOpa3oBarenpHast  1argopma  FOpait  [caiiT]. —

URL: https://urait.ru/bcode/492546
3.2.3. JlonoJHUTEIbHbIE HCTOYHUKH (1pU He0OX00UMOCU)

1. bacakoB, M.U., [lokyMeHTallMOHHOE oOOecIeueHue yIrpaBieHus (C OCHOBaMU
apxuBoBeieHns): yueonoe nocodue st CI10 / M.M. Bacakos. — Mocksa: U3natensctBo KHOPYyC,
2022. —216 c. — Tekcr : Henocpenctenubiid. — ISBN: 978-5-406-09983-4.

2. byposa, E. M., MypaseeBa, H. A. CnpaBouHUK 0O apXUBHOMY M€y MJis
paboTHuKoB opranmzaiuii. — (Cepust «YmpaBieHueckas 0e3onmacHoCTh» / moa oom. pen. A. b.
be3boponosa). — M: Tepmuka, 2018. — 396 c. — Tekcr : HenocpencTBennbiii. — ISBN: 978-5-
6040204-4-9.

3. Beperexuna, C.B., HerocymapcTBeHHBIC CTPYKTYpPhl H ayTCOPCHUHT B apXHBHOM
nene : moHorpadus / C.B. Beperexuna. — Mocksa: M3narensctBo Pycaiinc, 2022. — 128 c. — Teker
: HermocpeactBernabiid. — ISBN: 978-5-4365-8006-7.

4, Eropos, B.II., CnunpkoB, A.B. ObecrneueHue COXpPaHHOCTH, pecTaBpalus U
KOHCEpBaIHs JJOKyMeHTOB: ydeOHoe nmocooue. — C.-I16.: Jlansp, 2022. — 220 c. — ISBN: 978-5-507-
45047-3.

S, Eropos B.I1. CoBpeMeHHasi opranusaliysi rocy1apcTBEHHBIX yupexaeHui Poccnu:
yuebHoe nocodue anst CIIO / B. I1. Eropos, A. B. CiaunbkoB. — Cankt-IletepOypr: Jlans, 2020. —
204 c. — Texkcr : HenocpencTBeHHbIiA. — ISBN: 978-5-8114-6382-4.

6. Kosnos, B. II. ApxuBoBenenue: yueOHUK U pakTUKyM ais By30B / B. I1. Ko3nos.
— Mocksa: M3garensctBo FOpaiit, 2022. — 329 c. — (Bsicmiee oopazoBanue). — ISBN 978-5-
534-14066-8. — Texkct: anexTpoHHbIN // OOpazoBarenbHas miardopma HOpaiit [caiit]. —
URL: https://urait.ru/bcode/496661

7. [TaBnoBa, P. C. Jlenonpon3BoacTBO MO 0OpaleHusIM IpakJaH: yyeOHoe nocodue
st CIIO / P. C. IlaBnoBa. — Cankr-IletepOypr: Jlams, 2022. — 324 c.: wi. — Tekcr:
HerocpeacTBeHHbINH. — ISBN: 978-5-8114-9925-0.

8. [ToroB, A.B. ApxuBoBenenme. 3apyOexHass Poccuka: ydeOHMK JUIsi CpeIHETro
npodeccuoHabHOro oobpazopanus / A. B. IlomoB. — Mocksa: M3narensctBo IOpaiit, 2022, —
168 c. — (IIpodeccmonansaoe obpazoBanme). — ISBN 978-5-534-10240-6. — Tekcr:
AIEKTPOHHBIN /l ObpazoBatenbHas mwiardopma Opaiit [caiit]. —
URL.: https://urait.ru/bcode/495214

9. Packun, JI. 1. ApxuBoBeaenue: yueOHuk st By3oB / [l W. Packun,
A. P. CokonoB. — 2-e u3f., ucrp. u jgon. — Mocksa: M3natensctBo HOpaiit, 2022. — 468 ¢. —
(Beiciee  obpazoBanme). — ISBN 978-5-534-15245-6. — TekcT: OJEKTpOHHBIA //

O6pasoBarenbHas wiathopma KOpaiir [caiit]. — URL: https://urait.ru/bcode/497656



10. Camapuyk, H.C., MapkeTuHrosas AeAT€IbHOCTb T'OCYJAPCTBEHHBIX apXHUBOB:
moHorpadus / H.C. Camapuyk. — Mocksa: MUznarensctBo Pycaitnc, 2023. — 312 ¢. — Tekcr:
HerniocpeacTBeHHbId. — ISBN: 978-5-466-01550-8.

11. TenpuapoB A. [I. ApxuBoBeacHue: ydeOHOe mocobue s OakamaBpoB / A. Jl.
Tenbuapos. 5-¢ u31. — Mocksa: UTK «JlamkoB u K», 2022. — 184 ¢. — TekcT: HEMOCPEICTBEHHBI.
— ISBN: 978-5-394-04946-0.

12.  Xopxopauna, T. . ApxuBnas 3Bpuctrka: yueonuk / T. . Xopxopauna, A. B.
ITonoB; mox pex. E. U. ITuBoBapa. — 4-e u3z. - Mocksa: Poc. roc. rymanut, yH-T, 2019. - 296 ¢. —
ISBN 978-5-7281-2497-9. — TekcrT: JIEeKTPOHHBIN. —

URL.: https://znanium.com/catalog/product/1087575

13. HemenxoBa, C. 1. ApxuBoBenenue. VMcropus apxuBoB Poccun ¢ apeBHemmx
BpeMeH J10 Havana XX Beka: yuebHoe nocodue Juisi cpeiHero npodeccuoHanbHOro 00pa3oBaHus
/ C. W. llemenkoBa; noa HayuHou pemakiueid JI. H. Ma3yp. — Mocksa: U3gatensctBo FOpaiit,
2022. — 153 ¢. — (IIpodeccuonansuoe odpazoanue). — ISBN 978-5-534-10241-3. — Tekcr:
AJICKTPOHHBIN /l OO6pa3zoBatenbHas wiaropma Opaiit [caiiT].—
URL.: https://urait.ru/bcode/495215

14. [llaxomanora, O.FO. Opraswmsamus ToCyIapCTBEHHBIX yupexaeHuil Poccuu:
yuebHoe ocobue i cpeanero npodeccuonansuoro oopazopanus / O. 1O. [llaxonanosa. — 2-¢
u3., mepepad. u gom. — Mocksa: U3aarensctBo FOpaiit, 2022. — 161 ¢. — (ITpodeccrnonaibaoe
oOpazoBanmue). — ISBN 978-5-534-12448-4. — Tekct: snextponHslii // OOpa3oBaTenbHas
wiatdopma IOpaiir [caiit]. — URL: https://urait.ru/bcode/496292

4. KOHTPOJIb 1 OHEHKA PE3YJIBbTATOB OCBOEHMUAA
MNPO®ECCHUOHAJIBHOI'O MOAYJIA

Koa n HaumeHnoBaHue
npodeccHoOHAIBHBIX
H 00IIMX KOMIIEeTEeHIMH, Kpurepun ounenku MeToabI OLIEHKH
(popmupyembIX
B paMKax MOJyJisi
IIK 2.1. Co3zanue JTOKaaTbHBIX HOPMATHBHBIX AHann3 1 OIleHKa
Ocy1iecTBIsTh JIOKYMEHTOB M IIPOTOKOJIOB 3aC€AaHUil | PEIIeHU
KOMIIJIEKTOBaHHE AKCTIEPTHON KOMUCCUU OpTaHU3AIIH. MpoOJIEMHBIX
ApXMBHBIMHU JI€JIaMU [IpoBenenue aKCepTU3bl IEHHOCTH CUTyalui, npu
(TOKYMEHTaMH ) JIOKYMEHTOB OpTaHU3aIIHH. BBIIIOJTHEHUU
apXuBa OpraHu3alnuu MPaKTUIECKUX PadoT.
TectupoBanue.
3auétel mo MJIK,
aTTecTaIus 1o
MIPOU3BOICTBEHHOM
MPaKTHKE; YK3aMEH
KBaJTU(DUKAITOHHBIHA
o [IM 02



https://urait.ru/bcode/496292

I1K 2.2.
Bectu y4ét apXuBHBIX

Y4ér apXuBHBIX JIe) (HOKYMEHTOB)
MOCTOSIHHOT'O ¥ BPEMEHHOTO XPaHEHHS.

nen (10KyMEHTOB), VYuér hoHI0B U onucelt apXUBHBIX Aen | TectupoBaHHeE.

B TOM YHCJIIE (mokyMeHTOB). YU€T BblIauM apxuBHBIX | OlleHKa 110 UTOram

C UCIOJIb30BaHUEM nen (I0KyMEHTOB) U3 BBITMIOJTHEHUS

ABTOMAaTU3UPOBAHHBIX apXMBOXPaHWIHILA U UX BO3BpaTa. MPaKTUYECKUX padoT.

CHUCTEM VY4ér u KOHTPOJIb Nepenaun apxuBHbIX | 3auérel o MJIK,
Jen (IOKyMEHTOB) B TOCYIapCTBEHHBIN/ | aTTECTAIHS 110
MYHHULIUTIAJIBHBIA apXUB WIHM HA THOE IPOU3BOJICTBEHHON
BHEIIHEE XpaHEHUE. YUET U PO3BICK MIPAKTUKE
HEOOHAPYKCHHBIX e (JOKyMEHTOB).
Benenue nen ¢ponnos

[IK 2.3. Co3znanue onucei fen (TOKyMEHTOB)

Ocy1iecTBISITh OpraHu3aIii MOCTOSIHHOTO CPOKa

XpaHEHUE apXUBHBIX €] | XpaHEHUS U 10 JTUYHOMY COCTaBY.

(1OKYMEHTOB) Pasmelienue apXuBHBIX J€

C TIOCTOSIHHBIM CPOKOM (IIOKyMEHTOB) B apXUBHBIX

XpaHCHUs XPaHWINILAX B COOTBETCTBHUH C

Y I10 JTUYHOMY COCTaBYy
B APXMBE OpraHU3alun

BBIOpaHHOMN CXeMOH KiIaccu(PpUKauu 1
cUcTeMaTu3aIuu Aei (JOKyMEHTOB).
Coznanue u obecreyeHre pekuMoB
XPAaHEHUS apXUBHBIX JCIT
(moxymeHnToB). [IpoBepka HaMuus 1
COCTOSTHUS apXUBHBIX JICTT
(oxymeHTOB). BrisBienue u y4ér
ApXUBHBIX JIeJ1 (IOKYMEHTOB),
TpeOYIOIINX pecTaBpalliOHHOM,
KOHCEPBAIIMOHHO-TTPO(PHIIAKTHIECKOM
U TEXHUYECKOW 00paboTKH.
[ToaroroBka ycioBwuii st obecrieueHus
COXPaHHOCTH apXHUBHBIX JIENT
(IOKYMEHTOB) B OCOOBII MIEpUo 1
Ype3BBIYAHBIX

curyanusx. OcyIecTBIeHHe KOHTPOIIS
JBUKEHHS apXUBHBIX JIE
(TOKyMEHTOB) 1 UX (UZUIECKOTO
cocrosinus. [loaroroBka u nepenaya
APXUBHBIX JIel (IOKYMEHTOB)

B TOCYJIaPCTBEHHBIN/ MyHHUITUTIATHHBINA
apXUWB WM Ha NHOE BHEIITHEE XPAHECHUE

AHanus ¥ olleHKa
pelLIeHM
pOOJIEMHBIX
CUTyaluH, Ipu
BBIIIOJIHEHUH
MPaKTUYECKUX padoT.
TectupoBanue.
3auéter mo M/IK,
aTTecTanus 1o
MPOU3BOACTBEHHOMN
MPaKTUKE; IK3aMEH
KBaTM(UKAITMOHHBIN
no [IM 02

IIK 2.4. VYuér onuceit gen BpEMEHHOTO AHanu3 U OllEHKa
Ocy1iecTBISTh XPaHEHUS CTPYKTYPHBIX perieHui
XpaHEHHe, MOJpa3/IeJICHU OpraHu3aliy B PpoOIEMHBIX
KOMILUIEKTOBaHHUE, YUET U | TPAJAUIIMOHHOM U B JIEKTPOHHOM BUJIE. | CUTYalluid, IpU
HCITOJIb30BaHUE JEI Cucremartuzanus gei (JOKyMEHTOB) BBIITOJITHEHU U
(TOKyMEHTOB) BPEMEHHOI'0 XpaHEHUSs!, MPUHSTHIX OT MPaKTUIECKUX PaboT.
BPEMEHHOTO XpaHCHUS CTPYKTYPHBIX TTOApPA3ACICHUN TectupoBanue.
Opra’usaliuu, s pa3MellcHUs B 3auétel mo MJIK,
XpaHWINILE apXUBa OPraHU3ALNH. aTTecTauus 1o
KoHTpoJib BbIIauM B ONIEpATUBHOE MIPON3BO/ICTBEHHON




MOJIb30BaHUE JeNT (JOKYMEHTOR)
BPEMEHHOI'0 XpaHEHUs U UX BO3Bpara.
[IpoBenenue

AKCIIEPTU3BI IEHHOCTH /1T
(IIOKyMEHTOB) BPEMEHHOI'O XpaHEHHS B
apxuBe opranuzanuu. [Togroroska nen
(TOKYMEHTOB)

BPEMEHHOI'0 XpaHEHUSsI, MPUHSTHIX OT
CTPYKTYPHBIX MOJIpa3/iesieHui, Ha
yHuutoxenue. Co31anue akToB O
BBIJIEJICHUH Ha YHUUYTOKEHUE eI
(10KYMEHTOB) BPEMEHHOT'O

XPaHEHUs C UCTEKIIUMHU CPOKAMHU,
MIPUHSATBHIX OT CTPYKTYPHBIX
MOJIpa3IeICHU I

MIPaKTUKE; IK3aMEH
KBaTU(DUKAITOHHBIHA
no [IM 02

[IK 2.5. [Topnepxka B akTyaTlbHOM COCTOSIHUM
AHanus U olleHKa
Ocy1ecTBIsTH AIIEKTPOHHBIX WH(POPMAIIMOHHO- -
HCIIOIb30BaHHE IMOMCKOBBIX P
POOJIEMHBIX
APXUBHBIX JIEJT CHCTEM apXHBa B JIOKYMECHTHPOBAHHBIX .
CUTyalui, npu
(ITOKyMEHTOB), chepax IesITeIIbHOCTH OpraHUu3aIliy.
BBINTOJHEHUHN
B TOM YHCJIE CocraBiieHH€e CIIPaBOYHO-TTOMCKOBBIX
MPaKTUYECKHUX PaboT.
C HCIIOJIb30BAaHUEM CpEICTB
aBTOMAaTHU3UPOBAHHEIX K apXHUBHBIM Je1aM (JOKyMEHTaM) Tectnposarue.
P p y ’ 3auétel mo MJIK,
CHUCTEM YYTEHHBIM B apXUBE U B
aTTecTauus 1o
JIOKYMEHTHPOBAHHBIX chepax N
POU3BOACTBEHHOMN
JIeSITEIIbHOCTH OpPTaHU3allN Y. )
MPaKTHKE,;
[ToaroroBka OTBETOB Ha 3aIPOCHI
ApPXHMBHBIX eI (JOKYyMEHTOB) JK3aMen
r})OJIFOTOBKa a60TL¥1\1iIIOJ'II>30B'aTCJ'I€I\/JI B KBAJTH(HKAIMOHHBIIA
p o IIM 02
YUTAIBHOM 3aJI€ apX1Ba
OK 01. Br160p crioco6a penienust 3aiau KonTpo:s
Bo16upats ciocoObl npodeccuoHaNbHON e TeNIbHOCTH BBIITOJTHEHUS
pelieHus 3aaa4y MIPUMEHUTETBEHO MPaKTUYECKUX
npodecCHOHAIbHON K Pa3JIMYHBIM KOHTEKCTaM 3alaHUM.
JesITEIbHOCTH VYcTHEIN nin

MPUMCHHUTCIIBHO K
Ppa3JIMIHbIM KOHTCKCTaM

TECTOBBII KOHTPOJIb
TEOPETUUECKHUX
3HAHUH.

AHanu3 ¥ olieHKa
pelIeHui
MPOOIEMHBIX
CUTYallUi.
[IpoBepounsie
paboTHI IO KaXI0U
TEMeE.

ATTecTanus 1o
MPOU3BOJACTBEHHOMN
MPaKTHKE.




OK 02.

Hcnons3oBath
COBpPEMEHHBIE CPEJCTBA
MIOWCKa, aHAJIHM3a U
UHTEpIpeTannun
uHpOpPMALIUU U
UH(POPMAaLIMOHHbIE
TEXHOJIOTUH IS
BBINOJIHEHUS 3a/1a4

Hcnionb3oBanue COBPCMCHHBIX
Cpe/ICTBa MOUCKA, aHAIH3a U
UHTEpIIpeTaluy HHGOPMAIHH, 1
UCTIOJIb30BaHUE UH(OPMAITHOHHBIX
TEXHOJIOTUH JUIs BHIIOJTHEHHS 33134
po(hecCHOHATTLHOM e TEILHOCTH.

KonTpoas
BBITIOJIHEHUS
MPAKTUYECKUX
3aJJaHUM.

YcTHbBI nn
TECTOBBIN KOHTPOJIb
TEOPETUUECKHUX
3HAHHH.

AHanus ¥ OlleHKa

npohecCHOHATBLHOM perenyii

JESITeIIbHOCTH MPOGITEMHBIX
CUTYaLUM.
[IpoBepounbie
paboTHI IO KaXI0U
TeMe.
ATTecTanus 1mo
IIPOU3BOACTBEHHOMN
MPaKTHKE.

OK 04. B3aunmoneiictBue u pabota B KonTpoas

Db dexTuBHO KOJUICKTHMBE U KOMaHJIE BBITIOJIHCHUSI

B3aMMOJICIICTBOBATD U MPAKTHYECKUX

paboTath B KOJUIEKTUBE U 3alaHUN.

KOMaH/C

YceTHBI nIn
TECTOBBIN KOHTPOJIb
TEOPETUUECKHUX
3HAHUH.

AHann3 U olleHKa
pelIeHui
POOIEMHBIX
CUTYyallHM.
IIpoBepounsbie
paboTHI IO KaXI0U
TEME.

Artrecranus 1o
MPOU3BOACTBEHHOMN
MPaKTHKE.

OK 05.

OCyIIeCTBISTh YCTHYIO U

MACbMEHHYIO
KOMMYHUKAIIUIO HA
rOCYJapCTBEHHOM SI3bIKE
Poccuiickoit denepanuu
yu€ToM ocoOeHHOCTEeH
COITHATBHOTO 1
KYJIbTYPHOTO KOHTEKCTA

OcymiecTBieHuEe YCTHON U MUCbMEHHOU
KOMMYHHKAIMHN Ha TOCY1apCTBEHHOM
a3bike Pocculickon denepauuu ¢
y4€TOM OCOOEHHOCTEHN COIMAIBHOTO U
KYJIBTYPHOT'O KOHTEKCTA

Kontpons
BBITIOJIHEHUS
MPAKTUYECKUX
3aaHuN.
VYceTHEBI nn
TECTOBBIN KOHTPOJIb
TEOPETUUECKHUX
3HAHUH.

AHanu3 ¥ olieHKa
pelIeHui
MPOOIEMHBIX
CUTYyallUi.




[IpoBepounbie
pabOoTHI MO KaXKI0M
TeMe.

ATtTecranus 1o

IPOU3BOJICTBEHHON
MPaKTHUKE.
OK 09. Hcnonp3oBanue npodeccuoHaIbHON KonTposb
[Tonb3oBaThCs JIOKYMEHTAIlMU Ha TOCYAapPCTBEHHOM U | BBIIIOJIHEHUS
npodeccuoHanbHOM MHOCTPaHHOM SI3bIKaX MPAKTHYECKHUX
JIOKYMEHTalMEW Ha 3aJaHuN.

ToCyaapCTBCHHOM U
HHOCTPAHHOM A3bIKax

YcerHbiil nwim
TECTOBBIN KOHTPOJIb
TEOPETUUECKUX
3HAHUM.

AHanu3 1 OlleHKa
pelieHui
POOJIEMHBIX
CUTYaLHil.
IIpoBepounskie
paboTHI IO KaXI0U
TEME.

ATTecranus 1mno
IIPOU3BOACTBEHHOM
MIPaKTHUKE.
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1. OBIIASI XAPAKTEPUCTHUKA PABOYEN ITPOT'PAMMBI
MMPO®ECCHUOHAJIBHOI'O MOAYJIA

IM.03 JOKYMEHTHPOBAHHUE XO3SMCTBEHHBIX OITEPAIINI Y BEJJEHUE
BYXTAJITEPCKOI'O YYETA

1.1. Heab 1 muianupyembie pe3yJbTaThl 0CBOeHHS MPOdecCHOHAIBLHOT0 MOYJIS

B pesynprate m3ydeHus mpoeCcCHOHATBLHOTO MOIYJS OOYYaIOUIUICS JTOJIKEH OCBOUTH
ocHOBHOW Bua gesrenbHOCTH «JlOKYMEHTHpOBaHUE XO3SMCTBEHHBIX ONEpaldii W BEACHUE
OyXTaJITEPCKOT0 y4eTa» U COOTBETCTBYIOIIME €My OOIIHe U MPodheCcCHOHATBHBIC KOMITICTCHITHH:

1.1.1. [lepedenp OOIIMX KOMITETCHITHI

Kon ‘ HaumeHnoBaHue 001X KOMIIeTeHM

OK 01 Bri6upath ciocoObl perienus 3a1a4 npoecCuOHAIbHON 1eATeIbHOCTH
IPUMEHUTEIBHO K Pa3IMYHbIM KOHTEKCTaM.

OK 02 Hcnonb30BaTh COBPEMEHHBIE CPEICTBA ITOMCKA, aHATIM3a U UHTEPIIpETAlluU
uHpOpMannu, 1 THPOPMALMOHHBIE TEXHOJIOTHH JUIS BBITIOJHEHUS 3a/1a4
pohecCHOHANLHOM NeSTENbHOCTH.

OK 04 D} dexTHBHO B3aUMOICHCTBOBATh U PA00OTATh B KOJUIGKTHBE H KOMaH/IC.
OK 05 OcCylIeCTBIISITh YCTHYIO U MUCbMEHHYIO KOMMYHHUKALIMIO HA TOCY1apCTBEHHOM
s3pike Poccuiickoii denepannu ¢ yaeToM 0COOCHHOCTEN COIUAIbHOTO 1
KYJIBTYPHOTO KOHTEKCTA.

OK 09 [Tonb3oBaTbes MpodeccnoHaNbHOM JOKyMEHTAlMEeH Ha TOCYIapCTBEHHOM U
MHOCTPAHHOM $I3bIKaX.

1.1.2. Tlepevens npodeccnoHaNbHBIX KOMITETCHIINN

Koxn \ HanmeHnoBaHue BUAOB AeATEJIbHOCTH H PO eCCHOHATBHBIX KOMIIETEHIIUI
B/ 3 JJokymMeHTHPOBaHME X0351iICTBEHHbIX ONlepalMid U BeJleHue OyXraJrepcKoro
y4yera

IIK 3.1. | OcymecTBisTh JOKYMEHTAIIMOHHOE 00ECTICYCHHNE XO03SIICTBEHHBIX ONEpaIIHil
IIK 3.2. | Bectu Oyxrajirepckuii yuet

1.1.3. B pe3ynbraTe ocBOEHUS NPO(ECCHOHATBHOTO MOy 00YJarOIUIiCs JODKEH:

Bnanets OcyiecTBieHHE JOKYMEHTUPOBAHNUS X035I1ICTBEHHBIX ONIEPaLIU.
HaBbIKaMH Benenus Oyxraitepckoro ydera opraHu3ali.
YmeThb MPUHUMATD [TPOU3BOJIbHBIE IEPBUUHBIE OyXTaNTEepPCKUE TOKYMEHTHI,

paccMmaTrpuBaeMble Kak MUCbMEHHOE J10Ka3aTeIbCTBO COBEPILICHUS
XO3SIICTBEHHOM ONepalyy WM MOJy4eHUE pa3pelieHUs Ha €€ TPOBEICHHUE;
NIPUHUMATh NIEPBUYHBIE OyXTanTepCcKhe JOKYMEHThI Ha OyMa)XXHOM HOCHUTENE U
(unn) B BUIE AJEKTPOHHOIO JOKYMEHTA, MOAMMCAHHOTO 3JIEKTPOHHOM
MOJINUCHIO;

MIPOBEPSATH HAJIMYKME B MPOU3BOJIbHBIX EPBUYHBIX OyXTaJITEPCKUX TOKYMEHTaxX
00s13aTeIbHBIX PEKBU3UTOB;

MPOBOAUTH (POPMANIbHYIO IPOBEPKY JOKYMEHTOB, IPOBEPKY IO CYILECTBY,
apu(METHUYECKYIO IPOBEPKY;

MIPOBOJIUTH IPYNIUPOBKY MEPBUYHBIX OYXTaATePCKUX JOKYMEHTOB IO PsIy
IIPU3HAKOB;




IIPOBOJIUTH TAKCUPOBKY U KOHTUPOBKY MEPBUYHBIX OyXIaITepCKUX
JOKYMEHTOB;

OpPTraHU30BBIBAThH IOKYyMEHTOO0OPOT;

pa3buparbcs B HOMEHKIIAType Jell;

3aHOCHUTB JIaHHBIE 110 CTPYIIIHPOBAHHBIM JIOKYMEHTaM B PETUCTPHI
OyXrajnTepcKoro yuera,

nepeaaBaTh NepBUYHbIE OyXTalTepCKHE JOKYMEHTHI B TEKYIIHH OyXraJlTepCKuid
apXuB;

nepeaaBaTh NePBUYHbIE OyXTalNTepCKHe JOKYMEHTHI B TOCTOSIHHBIA apXUB 110
MCTEYCHUH YCTAaHOBJICHHOTO CPOKA XPAHECHHUS;

UCHPABJISITh OLIMOKH B EPBUYHBIX OYXTaJITEPCKUX TOKYMEHTaxX

IIPOBOJIUTH Y4€T OCHOBHBIX CPE/ICTB;

IIPOBOJIUTH Y4€T HEMaTePUAIIbHBIX aKTHBOB;

MIPOBOJIUTH YUET JIOITOCPOYHBIX HHBECTHIINN;

IPOBOJIUTH Y4eT (PMHAHCOBBIX BIOXKEHUHN U LIEHHBIX Oymar;

IIPOBOJIUTH YU€T MaTepUalbHO-IIPOU3BOACTBEHHBIX 3a11aCOB;

MIPOBOJIUTH YUET 3aTpaT Ha MPOU3BOJCTBO M KAJIBKYIUPOBAHHE CEOECTOMMOCTH;
IIPOBOJIUTH YUeT rOTOBOM MPOIYKIMH U €€ Pealu3allu;

MIPOBOJIUTH YUET TEKYIIUX ONepaIii U pacueToB;

MIPOBOJIUTH YUET TPYZAa U 3apabOTHOMN IUIATHI;

IIPOBOJIUTH YUeT (PMHAHCOBBIX PE3YJIbTATOB U MCII0JIb30BaHMsI IPUOBLIN;
IPOBOJIUTH yUeT COOCTBEHHOI'O KalMTaja; MPOBOJAUTh YUET YCTAaBHOTO
KaruTana;

MIPOBOJIUTH YU€T PE3EPBHOI0 KaluTaia U 1ejaeBoro GuHaHCUPOBAHMS;
MPOBOJIUTH YUET KPEIAUTOB U 3aliMOB,

paccuuThIBaTh 3apabOTHYIO MJIaTy COTPYIHUKOB;

OTIpeJIeNIATh CYMMY yJepKaHUH 13 3apabOTHOMN IUIaThl COTPYAHUKOB;
OTpeeNIATh (PMHAHCOBBIE PE3YIbTATHI JESATEILHOCTH OpTraHU3aLUH 110
OCHOBHBIM BHJIaM JIESTEIbHOCTH;

orpeseNIATh (PMHAHCOBBIE PE3YIbTAThI AEATEILHOCTH OPraHU3aLUH 110 POYUM
BUJAM JEATEIbHOCTH;

IIPOBOJIUTH YU€T HepacIpe1eJIeHHOW NpUObLIH;

OTIPEIENIATH 1eJTU U IEPUOTUIHOCTD IPOBEICHUS] HHBEHTapU3aIliH;
PYKOBOJICTBOBATHCSI HOPMAaTHBHBIMU IPABOBBIMH aKTaMH, PETYITHPYIOITIMH
MOPSIIOK IPOBE/ICHUS] HHBEHTAPU3AIlUH aKTHBOB;

MOJIb30BaThCs CIELUATBHON TEPMUHOIOTHEN IPY MPOBEICHUH
WHBEHTApHU3allu1 aKTHBOB;

JlaBaTh XapaKTEPUCTUKY aKTHBOB OpPTaHU3AIIHH;

COCTABIISATh aKT IO pe3ybTaTaM MHBEHTapU3alluH;

COCTABIISITh CIMYUTEILHBIC BEIOMOCTH U YCTAaHABIIMBATH COOTBETCTBHE TaHHBIX
0 (hakTHUECKOM HAJIMYUH CPEACTB JaHHBIM OYXTaJITepCKOIo y4ueTa;
BBITTOJTHATH KOHTPOJIBHBIE TIPOIIETypPHI U HX JIOKyMEHTHPOBAHUE, TOTOBUTD U
o(opMIIATH 3aBepILAIOIIME MAaTePHAJIbl IO PE3yJIbTaTaM BHYTPEHHETO KOHTPOJIS




3HaTh

ob1mue TpeboBaHMs K OyXTalTepcKOMy YUeTy B YaCTH JJOKYMEHTHPOBAHUS BCEX
XO3SIICTBEHHBIX JICUCTBUIA U OTIEPALIMIL;

MOHATHUE MEPBUYHON OYXTanTepCKO JOKYMEHTAIUH;

OIpeJIeJICHUE MEPBUYHBIX OyXTaNTEPCKUX JTOKYMEHTOB;

(opMBI IEPBUYHBIX OYXTalTEPCKUX TOKYMEHTOB, COJIEPKAIIUX 00s3aTeIbHbIC
PEKBU3UTHI IEPBUYHOI'O YUETHOT'O IOKYMEHTA;

MOPSAJIOK IIPOBEACHUS IPOBEPKU IIEPBUYHBIX OYXTaITEPCKUX JOKYMEHTOB,
(dhopManbHON MPOBEPKU JOKYMEHTOB, TPOBEPKHU IO CYILIECTBY,
apu(MeTHyecKoil MpoBepKH;

MPUHLIMIIBI ¥ IPU3HAKU TPYNIUPOBKU NEPBUUHBIX OYXTalTepPCKUX TOKYMEHTOB;
MOPAIOK MPOBEACHUS TAKCUPOBKU M KOHTUPOBKHU MEPBUYHBIX OYXTalTePCKUX
JIOKYMEHTOB;

MOPSAJIOK COCTaBJIEHUSI pETUCTPOB OYXTaNTEPCKOIrO yueTa;

MpaBWJIa U CPOKU XPAaHEHHS MIEPBUYHON OYXTalnTepCKOi TOKyMEHTAlUN
MOHATHE U KJIACCU(UKAIIUIO OCHOBHBIX CPEJICTB;

OLICHKY U MEPEOLEHKY OCHOBHBIX CPEJICTB;

yUYeT NOCTYIUIEHUSI OCHOBHBIX CPEJICTB;

y4eT BBIOBITUS U aPEH]IbI OCHOBHBIX CPEJICTB;

y4eT aMOpPTH3allui OCHOBHBIX CPEJICTB;

0CcOOEHHOCTH y4eTa apeHJOBAaHHBIX M CAAHHBIX B apEHIy OCHOBHBIX CPE/ICTB;
MOHATHE U KIACCH(PUKAIIUIO0 HEMATepUaIbHBIX aKTHBOB;

y4YeT IOCTYIUIEHHUS U BBIOBITHSI HEMAaTEPUAIbHBIX AKTUBOB;

aMOPTH3aLMI0 HEMaTepUalbHbIX AKTHBOB;

YUET JI0JITOCPOYHBIX NHBECTULUM;

y4eT (MHAHCOBBIX BJIOKCHHI U IIEHHBIX OyMmar;

y4eT MaTepuaibHO-IIPOU3BOJCTBEHHBIX 3a1aCOB:

MOHSTHE, KIACCU(UKALIUIO U OLIEHKY MaTepualbHO-IIPOU3BOJICTBEHHBIX
3aIacos;

JOKYMEHTaJIbHOE 0(pOopMIIEHNE TIOCTYIJIEHUS M pacxo/ia MaTepralIbHO-
MIPOM3BOJICTBEHHBIX 3aI1aCOB;

y4eT MaTepuasoB Ha CKJIaJe U B OyXrairepuu;

CUHTETHUYECKUHN yUYET IBUKEHUS MaTEpUAIIOB;

y4€eT TPaHCIOPTHO-3arOTOBUTEIBHBIX PACX0/I0B;

y4eT 3aTpar Ha IPOU3BOJICTBO U KaJbKyJINPOBAHHUE CEOECTOMMOCTH:

CHCTEMY y4yeTa MPOU3BOICTBEHHBIX 3aTPAT M UX KJIACCU(PUKALINIO;

CBOJHBIN Y4eT 3aTpaT Ha MPOM3BOJICTBO, OOCTYKHMBaHHE IPOM3BOJICTBA U
YIIPaBJICHHUE;

0COOEHHOCTH ydeTa U pacipe/iesieHus 3aTpaT BCIOMOTaTelIbHBIX POU3BO/ICTB;
y4eT IoTeph U HETTPOU3BOJICTBEHHBIX PACXO/IOB;

yUYET U OLIEHKY HE3aBEPLIEHHOTO IPOU3BO/ICTBA;

KaJIbKYJISIHIIO ce0eCTOMMOCTH TPOAYKIIHH;

XapaKTePUCTUKY TOTOBOM MPOTYKINH, OLIEHKY U CUHTETHUECKUN yUeT;
TEXHOJIOTHIO Pean3alui TOTOBON MPOIYKIMHU (paboT, yciyr);

y4eT BBIPYUKH OT pealn3alnuu NpoayKiuu (paboT, yciyr);

y4eT pacxo/0B IO peaau3aliy MPOAYKIIUH, BBIIOJIHEHUIO paboT U OKa3aHUIO
yCIyT;

y4deT AeOUTOPCKON U KPeIUTOPCKOM 3a0KEHHOCTH U ()OPMBI pacueTOB;




y4eT pacyeToB ¢ paOOTHUKAMU MO IPOYUM ONEPALIUIM U PACUETOB C
MOI0TYETHBIMHU JIUIIAMH;

HOpPMAaTHUBHBIE MTPABOBBIE AKThI, PETYIHUPYIOLINE TOPSAIOK MPOBEACHUS
WHBEHTapHU3aI[M1 aKTUBOB U 0053aTENbCTB;

OCHOBHBI€ MTOHSATHS WHBEHTApU3aI[UU aKTUBOB;

XapaKTePUCTHKY 00BEKTOB, MOICKAIINX HHBEHTAPU3AIINH;

LeIH U IEPUOANYHOCTD MTPOBEICHUS MHBEHTApU3ALUY UMYIIECTBA;
3a/1a4d U COCTaB MHBEHTAPU3ALIMOHHON KOMHUCCHUU;

MIPOLIECC MOArOTOBKY K MHBEHTapU3AIMH, TOPSAIOK MOATOTOBKH PErHCTPOB
AHAJIMTUYECKOTO y4eTa Mo 00beKTaM WHBEHTapU3allHH;

MepeyeHb JIML, OTBETCTBEHHBIX 3a MOJTOTOBUTENBHBIN 3Tan [ moadopa
JOKYMEHTAIINH, HEOOXOIMMOM ISl IPOBEICHUS MHBEHTApU3AIHH

1.2. Kosim4ecTBO 4aCOB, 0TBOAUMOE HA OCBOCHHE NPO(eCCHOHATBHOT0 MOAYJIS

Bcero yacos — 566

B TOM 4YHCIIE B opMe MpakTHIeCKor moaroToBku — 390
N3 nux Ha ocBoenne MJIK — 170

B TOM YHCJIC CAMOCTOsITeNIbHas paboTa — 34
MPAKTUKHU, B TOM 4Hcie yueOHas — 72

Mpou3BoJIcTBeHHas — 318




2. CTPYKTYPA U COAEPKAHUE TPO®PECCHUOHAJIBHOI'O MOAYJIA

2.1. CTpykTypa npo¢ecCuoHATBLHOT0 MOAYJIsI

O6beM po(hecCHOHATTLHOTO MOYJIS, AKaJIEMUYECKUX YaCOB

S
&
[aa]
. % O6yuenue mo MJIK TpaxTug
S 2 B ToMm uncne
Kombt g3 -
npodeccuonan HaumenoBanue pa3zaenon Bcero, | € )'; JlaGoparo ;mf =
BHBIX M OOIIHMX Ppo¢e€CCUOHAIIBHOTO MOYJIS JacoB g S PHBIX U Camocro | © &
N 50 Bcero KypcoBbix £ = IIpousson
KOMIICTCHITHIA £ 9 IPAKTHYIEC aTenbHad | g 5| YueOHas
m Z pabot 6 2 © CTBEHHAs
= KHX paboTta s £
2 3aHATHIH 2 =
5 =
IIK 3.1, OK Pazpgen 1. OcymectBnenue
01,02,03,04,05 | nOKyMEHTAIIMOHHOTO OOECIICYCHHUS
,09 X035 CTBEHHBIX OIepaIui 85 85 48 17
MJIK 03.01. JokyMeHTaIlMOHHOE
o0ecrnieueHre X03sIIICTBEHHBIX Onepanuit
IIK 3.2, OK Paznen 2. Begenue Oyxranrepckoro
01,02,04,05,09 | yuera
MJIK 03.02. [TpakTHyecKkie OCHOBBI 85 85 48 17
OyXrajaTepckoro yuera
YyeOHast npakTHKa 72 72 72
[IpousBoicTBEHHAs MpaKTHUKA (T10 174 174 174
PO(UITIO CHEHAILHOCTH ), YaCOB
[IpousBoicTBEHHAS MpaKTHUKA 144 144 144
(mpeauniIoMHas), 4acoB
DK3aMeH 110 MOJTYJITIO 6
Bcero: 566 390 | 170 | 96 | 34 72 318




2.2. TemaTn4yeckuii IJIaH U coaepxkanue npodeccuonaabHoro moayJas (IIM)

HaumenoBaHue pa3jiesioB u
TeM NPO(PecCHOHAIBLHOTO
monyJas (IIM),
MEKIN CHUTITHHAPHBIX
kypcos (M/IK)

Conep:xanue yueOHOro MaTepuasia, JJadopaTtopHbie U NPAKTHYECKHE 3aHATHS,
caMoCTosiTeJIbHAsI yueOHast padoTa 00y4aromuxcs, KypcoBasi padbora

Oobem,
aKa/. 4acoB, B
TOM 4YHcJie B
dopme
NPaKTHYEeCKOMI
NOAT0TOBKH,
aKaj. 4acoB

Pa3nen 1. OcymecTBiieHHEe JOKYMEHTAIIHOHHOI0 00ecne4eHHus1 X0351iiCTBEHHbIX Onepanuii

MJK 03.01. JokymeHTaIMOHHOE 00ecneyeHne X03sIiCTBEHHBIX onepanui 85
Tema 1.1. Conep:xanue
OcHOBHbIE IOHATHS, [TonsiTue o nucuuiunHe. Mcroprueckoe pa3BUTHE U COBPEMEHHOE COCTOSIHUE AEIONPOU3BOACTBA.
TEePMHMHOJIOTHS U B3aumocss3p nHpopmanuu u 1oKkyMeHTa. OyHKIHMU JeI0NPOU3BOJUTENS B alllapaTe YIPaBJICHUS.
onpeaeaeHus [Tonstue o nokymente. @yHkuu 1okymenTa. [Ipodeccruonanbable TEpMUHBI M ONPEAETICHHUS. 4
Yuaudukanus u crangaptuzanusi. Cucremsr qokymenrtanun. Cucrema OPJI. I'ocynapcTBeHHBIC
craHgaptsl Ha cuctemy OPJI.
Knaccugukanus nokymeHToB. bymara nokymenra, e€ ¢opmarsl.
Dopmysip-oopazer; OPJ]. opmynsap qokymeHTa.
IIpakTHYeckHe 3aHATHA
Dopmynsap-odpazen. Cxembl pacronokKeHs] pEKBU3UTOB JOKYMEHTOB M IpaHMIIbl 30H Ha (hopmare A4, 2
IPOJIOJIBHOTO U YTJIOBOTO OJaHKOB.
Tema 1.2. Conep:xanue
IIpaBuia ogopmiaenus bnank, Buzpl 61aHKOB. PekBU3UTHI 0011ero 6JaHKa U IpaBuia ero oopmiieHus. YTI0BON U MPOAOIbHBIN
pexBusuTosB OP/I. BAPUAHTHI.
Nudopmanuonno- PexBH3UTHI OJ1aHKa KOHKPETHOTO BHJIa ToKyMeHTa. [IpaBuia ero odopmienus.
CIIpaBOYHbIE JOKYMEHTbI PexBusut «Anpecary». PekBu3NUT «3aroioBoK K TEKCTY». 3alUCKH: BUABI U Pa3HOBUIHOCTH.
Buemnue noknanusie 3anucku. [TpaBuna opopmnenus pekBusuta «Teket nokymenTa». Odopmienue 10

ab3a1eB TeKCTa, HyMmepanus ad3ares. J3bIK U CTHIIb TOKYMEHTOB.

BuyTpennue noknaanslie 3anucku. [IpaBuna odpopmienus pekBusurta «OTMETKa O MPUITIOKEHUN,
«[Toamucey.

Cnyxe0npie 3amucku. [Ipasuna opopmnerus: «OTMeTkn 006 UCTIOTHUTENE TOKyMeHTay. [IpaBuiia
0 OpMIICHHS PYKOMTMCHBIX PEKBU3UTOB Ha TOKYMEHTE.

PykonuchHoe oopmiieHne TOKyMEHTOB: O0OBSICHUTENIbHAS, CTyKeOHasl 3alIMCKa, 3asiBJICHUE.




CrnpaBka. O6s13aTenbHble peKBU3UTHL, TpaBuiia opopmiieHus. PekBu3ut «lledatoby.

JloBepenHocth. Pacniucka. Tpadapernsie nokymenTsl. O0s3aTenbHble peKBU3HUTHL. [IpaBuna odopMieHHs.

Tenedonorpamma. Tenerpamma. dakcorpamma. O6s13aTenbHbIE pekBU3UTHL [IpaBuna odopmiueHus.

HpaKaneCRne 3aHATHSA

Coznanue o61iero 6aHka opraHu3anuu, 0JaHKa KOHKPETHOTO BUA TOKYMEHTa, CTPYKTYPHOTO
Mo/Ipa3iesIeHus, TOJLKHOCTHOTO JIUIIA, C YTIIOBBIM U MPOJAO0JIbHBIM PACIIONI0KEHUEM PEKBU3UTOB.

Odopmienne pekBU3UTOB «AzipecaTy U «3aroJloBOK K TEKCTY».

Odopmnenne pexBusuta « TeKCT TOKyMEHTa.

Odopmiienne «OTMETKH O TPUITOKEHUI. 18
Odopmiienne pexBuzuta «Iloanuce.
OdopmiteHne 3anmcoK, COpaBoK, TOBEPEHHOCTEH, PACIIHCOK, Telne(OoHOrpamMM.
OdopmiieHne pyKONMCHBIX PEKBU3UTOB Ha JJOKYMEHTE.
Odopmienne TpadapeTHbIX JOKYMEHTOB.

Tema 1.3. Conep:xanue

HNudpopmannonHo- Buibl ¥ pa3HOBUAHOCTH CITyKEOHBIX MHceM. biaHk nucpma.

ClpaBOYHbIE Pabora ¢ rotoBbiMu Osankamu nucem. OdopmiieHue nmucem Ha Gopmare AS.

nokymMeHThI. Ciry:keOHbIE Bupl 1 pa3HOBHIHOCTH CiTy)XeOHBIX nuceM. [IincpMo-ipock6a, MUChMO-3apOC, THCHMO-OTBET.

IUCbMa, UX Pa3sHOBUIHOCTH Bup! 1 pa3HOBHIIHOCTH CTy)KeOHBIX nuceM. COnpoBOIUTENBHOE MUChMO. ["apaHTHITHOE MHCHMO.
Buibl v pa3HOBUAHOCTH cy)eOHbIX nuceM. [Incbsmo-TpeboBaHue, MMCbMO-0TKA3. 4
Bunbl v pa3HOBUAHOCTH cykeOHbIX nuceM. [Iucsmo-npurnamenue. [lucsmo-no3apasnenue. [Tucemo-
0J1ar01apHOCTb.
Bunbl u pazHoBUAHOCTH cy)eOHbIX nuceM. [Incemo-u3Bemenue. [lncbMo-noaTBEpKACHHE.
HNHdopmaninoHHOE MUCHMO.
IIpakTHyeckne 3aHATHA
Coznanne 6mankoB nuceM. PaboTa ¢ roToBeIMH OJTaHKaMH OpraHU3alluH. 20
Odopmnenune nHGHOPMAITMOHHO-CITPABOYHBIX JIOKYMEHTOB.

Tema 1.4. Conep:xanue

PacnopsaurebHbie ITpuxas. [lonstue o nokymenrte. O0s3aTenbHble PEKBU3HTHI, PAaBUJIa COCTABICHUS U O(hOpPMIIEHUSI.

MOKYMEHTBI, U31aBacMble Bu3bl coriacoBaHusi IpoeKTa JOKYMEHTA.

Ha NPUHIHMIAX eIMHOHAYAIMUSA | OTMETKA O HUIMYNHY TPUIOKEHUS B PACIIOPSIIUTENBHBIX TOKYMEHTaX. 6

NPUHATHS pelIeHu i

Bu3bl 03HaKOMIIEHHUS C JOKYMCHTOM.

Brimmcka u3 IIprKasa. Komus JOKYMCHTA. OtMmeTKa 0 3aBCPCHUHN KOIIMU JOKYMCHTA.

CoBmecTHbIN npuka3. [IpaBuna coctaBnenus u 0hoOpMIICHHs TOKYMEHTA.




Pacniopsokenue. [Tonstue o qokymente. O0si3aTeIbHbIC PEKBU3UTHI, TPABUIIA COCTABIICHUS U
0 OpMIICHUSI.

Vxazanwue. [lonarue o JOKYMCHTC. OO0s13aTeabHbIE PEKBU3UTEI, IIpaBuJjia COCTABJIICHUA U O(bOpMJ'IeHI/IH.

IIpakTnyeckue 3aHsATHS

Odopmienne pacnopsSAUTEIbHBIX JOKYMEHTOB.

O(l)OpMJ'IeHI/Ie BBIIIMCKHA U3 pACIIOPAAUTCIBHOI'O JOKYMCHTA U KOITMKW JOKYMCHTA.

Ckperuienne (IIPOIIMBKA) KOITUU JOKYMEHTA

22

Tema 1.5.
JlokyMeHTbl KOMHCCHIT
U KOJJIETHAJIbHBIX OPraHOB

Conep:xkanue

[Tocranosnenue. Pemenue. [Tonstue o nokymenrax. O0s3aTeIbHbIC PEKBU3UTHI, IPABHUIIA COCTABICHUS U
odopmIIeHUS.

HpOTOKOH. ITonsTue o JOKYMCHTC. OO0s3aTenbHbIE PEKBU3UTLI, IIpaBUJIa COCTABJIICHUA U 0(1)OpMJ'ICHI/I$I.

Brinucka u3 IIPOTOKOJIA. Komus IIPpOTOKOJIA.

AxT. [lonstue o nokymenrte. Buasl aktoB. O0s3aTenbHbIe PEKBU3HUTHI, IPABUJIa COCTABICHUS U
odpopmienus. [Tonmucek nokymenTa. ['pud yrBepxaeHus TOKyMeHTa. BU3bl 03HAKOMIICHUSI.

IIpakTH4yeckue 3aHATHS

O(bOpMJ'IeHI/Ie IIPpOTOKOJIA, TIOCTAHOBJICHH:, pCHICHWA, dKTa

Od¢opmieHne BBITUCKU U3 TPOTOKOJIA.

22

Tema 1.7.

3anaum u pyHkuMn

CJIYKObI J1eJIONPOU3BO/ICTBA.
Opranmn3zanuoHHbIe
JOKYMEHTBI

Conep:xanue

Ponb u MecTo ciyx0bl 1€70MpOU3BOICTBA B padoTe amnmnapara yrnpasieHUs. 3a1aui U QYHKIHUN CITyKObI
Jienonpon3BoicTBa. HOpMaTHBHO-METOAMYECKHE aKThl, pErJIaMEHTUPYIOIINE PadOTy € TIOKYMEHTaMH.

Hopwms! Bpemenu Ha pabotel o JIOY. Pacuer uncieHHOCTH Ci1y»KObI 1€I0IPON3BOJICTBA

VYupenurenbHble JOKyMeHTHI. JlokalibHbIE HOpMaTUBHBIE aKThl. [loHATHE O JOKyMeHTaX. O0s13aTenbHbIE
PEKBU3HTHI,

OocHOBHbI€ pa3feinsbl. [IpaBuna cornacoBanus u yreepxaenus JIHA. [Ipasuna opopmienus
MHOT'OCTPaHUYHBIX JOKYMEHTOB.

WNuctpykius o aenonpous3BoaAcTBy. [lonsTre o nokymente. O0s3aTenbHbIE PEKBU3UTHI, OCHOBHBIC
pasJienbl, paBuiia COCTaBIeHUs, 0QOpPMIICHUS U BBEICHUS B JICHCTBIE U3aHUEM MTPHUKa3a.

Jorosop. O0si3aTenbHble PEKBU3UTHI, OCHOBHBIE pa3/ienbl, MpaBuia 0GhopMIIECHHS.
Ocobennoctu oopmienus: peksusuTa «lloamucey.

JlomkHOCTHAs MHCTPYKIUS enonpousBoauTens. OcHoBHbIE pa3nensbl. [IpaBuna cocraBienus,
o OpMIICHUS U BBEJICHUS B IEHCTBUE PYKOBOJIUTEIIEM.

12

IpakTnyeckue 3aHATHS

O(I)OpMJICHI/IC OpraHn3allMOHHBIX JOKYMCHTOB.

16




O(bOpMJ'IeHI/IC pacrnopAIUTECIbHBIX JOKYMCHTOB, BBOAAIINX B HeﬁCTBHe, U3MEHAIOIHNX WUJIN OTMCHAKIINX
OpTraHru3allMOHHBIC JTOKYMCHTHI.

Ckperuienne (ITPOIIMBKA) OPUTHHANIA JOKYMEHTA

Tema 1.8.
Opranusanus padoTbl
¢ JOKYMEHTaMHu

Conep:kanue

CoBpeMeHHbIE TEXHOJIOTUN OPraHU3alK J1EI0IPOU3BOICTBA.

®opmsbl paboThl ¢ JoKkyMeHTaMu. [IoHATHE «TOKYMEHTOOOOPOT» U €r0 OpraHu3aIusl.
[TonsiTHE «1OKYMEHTONOTOKW». ONeporpaMMbl JOKYMEHTOIIOTOKOB: BXOAAILIUE, HCXOLALINE U
BHYTPEHHUE JIOKYMEHTHI.

MapipyTtu3zanus J0KyMEHTOIIOTOKOB:
BXOJISIIIINE, UCXOSIIKEe, OOpaIeHus TpaXKaH, BHyTPEHHUE (3aIMCKHU, TPUKA3HI).

Perucrpanus J0KyMEHTOB — 3HAYEHUE U 3a/1a4U.
@DopMbl peructpanuy JoKyMeHToB. JKypHaibHasi, KapTouHas U aBTOMAaTU3HpOBaHHAasi POPMBI.

Perucrpanus BXoAs11ero JOKyMEHTOIOTOKA: TIepBUYHAsi 00pab0TKa, MpeABapUTEIbHOE PACCMOTPEHUE,
NPUKPEIUICHHE CKaH-KOIMH, OTIIPaBKa Ha PACCMOTPEHHUE aJipecaTy, GUKCAIHs PE30TIOIHH.

PGFI/ICTpaHI/Iﬂ HCXOOAECTO JOKYMCHTOIIOTOKA: CIIPABKU, MMCbMaA, 3alIMCKU, BBIIIMCKH, ILYGJII/IKB.TI)I.

PGFI/ICTpaHI/Iﬂ BHYTPCHHCTO JOKYMCHTOIIOTOKA: 3alIMCKH, 3asABJICHUSA pa6OTHI/IKOB, IIPpHUKa3bl, aKThI,
ITPOTOKOJIBI.

KoHntposb ncnonaenus: AokyMeHToB. Buabl koHTposiss. Cpoku KOHTPOJIA.

Homenknarypa nen. Buasl HoMeHknatypsl. [loHsTHE O TOKYMEHTE, €r0 3HAYECHHUE.

[TpaBuna cocraBieHus 1 0popMIIEHUS] HOMEHKIIATYPhI JIeJl CTPYKTYPHOTO nojpasaenenus. CocraBieHne
1 opopmileHHE CBOJIHOM HOMEHKJIATYphI 1€7 OPTaHU3alluy U BBIMHUCOK Ui CTPYKTYPHBIX MO/Ipa3/iesIeHUH.
3aKkpbITHE HOMEHKIATYPHI Aei. FITorosas 3anuchk K HOMEHKIATYpe AL

Omnpenenenne CpoOKOB XpaHEHUs JOKYMEHTOB U el 1o [lepeunto. @opmupoBanue aen. XpaHeHHE JEel.

OkcnepTusa HeHHOCTH JoKyMeHTOB. Odopmienue nen. Onucu aen. [loaroroBka T0KyMEHTOB K Iepeade
B apxuB. [ToroToBKa /1€ BpeMEHHOT' 0, MOCTOSIHHOTO U JIOJITOBPEMEHHOTO CPOKA XpaHEHHUsI K Iepesiaye B
apxus.

CocTaBieHue OnucH JIell.

16

IpakTuyeckue 3aHATHS

Perucrpariust BXoASIINUX JOKYMEHTOB B 3JIEKTPOHHOM KypHasie B TaOIUIHOM peaKkTope.

Peructpariust 1 KOHTPOJIb UCTIOJIHEHUSI UCXOASIIMX JOKYMEHTOB B DJIEKTPOHHOM KypHayie B Ta0auaHOM
pENaKkTope.

Peructpaiius u KOHTPOIb UCTIOTHEHHSI BHYTPEHHUX IOKYMEHTOB B DJIGKTPOHHOM KypHaie B Ta0nuuHom
penaKkTope.

CocraBieHue 3aroJIoBKOB ACJI OpraHnu3alun

38




OdopmieHne HOMEHKIATYpPbI A€

OdopmiieHre UTOTOBOI 3aIICH K HOMEHKJIATYype JIe.

Odopmnenue o610xku aena nocie HJI (a1 onepatuBHOTO nieproia XpaHESHUS )

OdopmieHne 1 MpoLUIUBKa A€l AJis epejau Ha apXUBHOE XpaHEHHE

OdopmieHue onucei TOKYMEHTOB U JIEII.

Pa3znen 2. Benenune 0yxrajarepckoro yuera

M/IK 03.02. [IpakTH4yecKkne 0CHOBBI OyXIraJTepcKoro y4era

85

Tema 2.1.

IIpaBuia padorsl

¢ JOKYMEeHTaMHu

HA 3JIEKTPOHHBIX HOCUTEJISAX

Conep:kanue

38.KOHOI[8.T6J'IBHBIC HOPMATUBHLIC aKThHI B C(bepe pa6OTLI C JJICKTPOHHBIMU JOKYMCHTAMU

Pabora B noutoBsIX cepBucax. [IpaBuia a1eKTpOHHON NEPENUCKH.

OnekTpoHHas noanuck. Buael, [lopsaok nonyuenus. [IpaBuina 3amuTsel.
TpeboBanwmst K pekBU3UTY «OTMETKa 00 3JIEKTPOHHOU IMOAIMKUCHY MPU BU3YATH3AINH JICKTPOHHOTO
JIOKYMEHTA, NOJIKMCAHHOI0 3JI€KTPOHHOU MOANHUCHIO

[TpaBuna opopmienuss «OTMETKH O TPUIIOKEHUN» HA AJIEKTPOHHBIA HOCUTEIb.

IIpakTH4yeckue 3aHATHS

OTrpaBKa U NMOJy4eHUE NIEKTPOHHOIO COOOIICHHUS, IEKTPOHHOTO JOKYMEHTA.

O(bOpMJ'IeHI/Ie AOKYMCHTA, TOAIINCAHHOI'O SHGKTpOHHOﬁ oAU CBIO

Tema 2.2.

Opranusanus padoTbl

¢ JOKYMEeHTaMHu

B aBTOMATH3HUPOBAHHBIX
CHCTEMAaX 3JIEKTPOHHOIO
JOKYMEHT0000poTa

Conep:xanue

[Tonsitue o cucremax 210 u ECM-cucremax.

ITpaBuiia MmapmpyTu3anuu J0KyMeHTonoTokoB B cucrtemax 9/10 u ECM-cucremax.

ITpaBuiia opranusaiii JOKyMEHTO000pOTa BXOAIIEro JokymeHTonoToka B COJI.

[TpaBuia opranuzanuu JOKyMEHTOO00pOTa HCXOIAIEro JoKkyMeHTonoroka B COJ1. OtnpaBka
JIOKYMEHTOB

ITpaBuia opranuzanuu JOKyMEHTO000pOTa BHYTpPEHHEro JokyMeHTonoToka B CO/I.

PaCHOpHI[I/ITeJ'IBHHC JAOKYMCHTEHI B C3[[ HpaBI/ma OopraHu3aln L[OKyMCHTOO60pOTa C IIPUKA3aMH.

Pa6ota c oOpamenusmu rpaxaan B CO/1. [IpaBuiia opranuzaium J0KyMEHTO000pOTa 00paleHui
TpaXKaaH.

HpaBI/ma MOATOTOBKH JJICKTPOHHBIX TOKYMCHTOB K C1a4€ B apXHB.

HudopmaninoHHo-cripaBoyHas paboTa 1o fokymeHTam B CO/]

IIpakTnyeckue 3aHsATHS

Peructparius u KOHTPOIb UCTIOTHEHHS BXOASIINX TOKyMeHTOB B CO/]. Opranuszaius J0KyMeHTO000pOoTa
BXOJISIIIIETO JTOKYMEHTOIOTOKA.

20




Perucrpaiusi 1 KOHTPOJIb UCTIOJHEHUS UCXOAAIMX T0KyMeHTOB B COJl. Opranuzanus
JIOKYMEHTO000pOTa UCXOSIIECTO JOKYMEHTOIIOTOKA.

Peructpaiusi 1 KOHTPOJIb UCTIOJHEHUS! BHYTPEHHUX T0KyMeHTOB B COJI. Opranuzanus
JIOKYMEHTO000pOTa BHYTPEHHETO JOKYMEHTOIIOTOKA.

Perucrparust 1 KOHTPOJIb UCTIOJIHEHHSI oOpaiienuii rpaxkaan B COJI. Opranusaius 10KyMeHT0000poTa
oOpallleHu# TpakJiaH.

HOI[I"OTOBK& JOKYMCHTOB K II€EPCAa4Y€C B apXUB.

Co3gaHue 3JeKTPOHHOIO apXUBa JIOKYMEHTOB.

YyeOHasi npaKkTHKA

IIpon3BoacTBeHHas MpPaKTHKA (MpeaycMOTPeHAa UTOroBasi (KOHIIEHTPHPOBAHHAS) MPAKTHKA).

Buasi pador:

N3ydenue cTpyKTypbl OpraHu3aliyi — MECTa IPOXOXKACHUSI IPAKTUKHU (J1ajiee — OpraHU3al|K) € LEJIbI0 COCTABIIEHUS CXEMbI CTPYKTYpPBI
opranuzanuy. O3HaKOMIICHHE C PABOBBIMU (yUPEIUTEIIbHBIMU), JIOKATbHBIMA HOPMATHBHBIMH aKTaMH U PACIIOPSAUTEIbHBIMU
JTOKyMeHTaMu opranu3aiui. CocTaBiIeHUE CIIUCKAa HCTOYHUKOB KoMIiekToBanust OPJl opranu3anuu.

N3yuenne MHCTpYKLIMHK N0 AETONPOU3BOICTBY OpraHU3alMi. 3HAKOMCTBO C IPaBUJIaMH COCTABJICHMS IPOEKTOB U 0(hOPMIIEHUS
JOKYMCHTOB, IMOPAJAKOM COIJIaCOBAaHUA U HO[[HI/IC&HI/ISI/yTBep)KI[eHI/IH JOKYMCHTOB B OpTraHH3alllu.

O3HakoMJIEHHE C POrPaMMHBIMU CPEJICTBAMH yu€Ta, XpaHeHHsI, 00pabOTKU U MOKCKA JOKYMEHTOB, HCIOJIb3YEMBbIMU B OPraHU3AIUH.
W3yueHne ocHOB U crieUKH pabOThI ¢ JIOKYMEHTAIMEH B CUCTEME AIEKTPOHHOTO JoKyMeHToo0opoTa (CD/1) opranusaium.
Hcnonb3oBanue B paboTe II00abHBIX U JOKAIbHBIX CETEH /s MOJIydyeHHsI U XpaHeHus: HHpopMalul, oOMeHa nHpopMmanme.
3HAKOMCTBO C IOKyMEHT0000poTOM opranuzanuu. Mcnons3oBanue CI/1 B pabote ¢ fokyMeHTamMu. OOpab0oTKa BHYTPEHHUX JOKYMEHTOB,
00paboTKa ¥ OTHPaBKa UCXOJAIIMX JOKYMEHTOB, MPUEM U TIEpBUYHAsE 00pabOTKa BXOASIIMX JOKYMEHTOB. Perucrpanus 10KyMeHTOB U
MapLIpyTH3alus JOKYMEHTONOoTOKOB. KOHTpOsIb HcTIoNHEeHNs TOKyMeHTOB. IHpopMaloHHO-cIIpaBoYHas ¥ MOMCKOBasi paboTa

C UCIIOJIb30BaHUEM CHCTEM Y4€Ta JOKYMEHTOB B OpraHU3aIUH.

OdopmineHne opraHu3alMOHHbBIX, BHYTPEHHUX (IIPUKa3bl, paClOPsLKEHUS, JOBEPEHHOCTH, 3aIIMCKH, CIIPABKU, aKThl, IPOTOKOJIBI U Ap.) U
UCXOJALIMX IOKYMEHTOB OPraHU3allK C UCTIOJIb30BaHUEM COBPEMEHHBIX POTrPAMMHO-TEXHUUECKUX cpelIcTB. KOHTpOIIb MpaBHIIbHOCTH
COCTaBJICHUS, OPOPMIICHUS JOKYMEHTOB (PEKBU3UTHI, 0COOCHHOCTH HAMMMCAHUS TEKCTOB, MHOTOCTPAHUYHBIEC JOKYMEHTHI), TTOPSIIKA U3TaHUS
JIOKYMEHTOB (C Y4ETOM CIIELIU(PHUKHN CUCTEMBI JISIONPOU3BOCTBA Oprann3anum). KonctpynpoBaHue 6JaHKOB OpraHU3alluy, CO3/1aHUe
111a0JI0HOB TOKYMEHTOB.

Opranuzanus TeKyIero XxpaHeHus J0KyMeHToB. POpMHUPOBaHUE JIe)l B COOTBETCTBUU C HOMEHKJIATYpOM Jiesl OpraHu3alui. Y4acTue

B [TPOBEACHUU HKCIIEPTU3BI IIEHHOCTH TOKYMEHTOB CHUCTEMATU3alMS TOKYMEHTOB 10 CTPYKTYPHO-XPOHOJIOTUYECKOMY PHUHIIMITY.
OdopmiieHne yu€THBIX JOKYMEHTOB MOCTYIUICHUS U BBIOBITHS JIE.

O3HaKOMIIEHHE C YCTAHOBJICHHBIMH B OpraHH3aly IIPpaBUJIaMH IIOATOTOBKH JOKYMECHTOB K IIEPEIAUC B apXUB. HOJIFOTOBKa JOKYMCHTOB K
nepenaye B apxuB. Odopmienue nen. CocrapieHue onuceil JTOkyMeHToB U Jeil. CocTaBlieHHE aKTOB BBIAAYH, NIEpeau, YHUUTOXKECHUS
JTIOKYMEHTOB.
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3HAaKOMCTBO C KaTErOpUsAMHU M BUJAMH JJOKYMEHTOB, 00pa3yoIXCcsl B OpraHU3aliK, COAepKAMX KOHPUICHIMAIbHYI0 HH(pOpMaIHIO.
Opranuzanus paboTel 10 00padOTKe JOKYMEHTOB OTPaHMUYEHHOTO J1ocTyna. O3HaKOMIJICHHE C TPUMEHSEMBIMHU B OpPTaHU3alluU CPEICTBAMHU
KpUITOrpaduu A 3alUThl 3JIEKTPOHHBIX JOKYMEHTOB C UCIOJIb30BaHUEM CHEIMAIBHOIO POrpaMMHOI0 obecnedyeHus. Brinonxnenue
paboT 1o obecreueHH o 3aUThl JIEKTPOHHBIX JOKYMEHTOB OT HECAHKIIMOHHMPOBAHHOTO JOCTYTIA.

Opranuzanus padoTel IPUEMHOH (30H MpUEMa MOCETUTENIEH): peryJupoBaHUe TOTOKA OCETUTENIEH, TPUEM U PErUCTPaLs TOCETUTENEH.
[TnanupoBanue paboyero THS pyKOBOAUTEINS U cekpeTaps. [loAroToBKa J1eI0BBIX BCTPEU U MIEPETrOBOPOB pykoBoauTels. Pabora o
00CITy’)KHUBAaHUIO Pa3IMYHBIX TUIIOB COBELIAHUN U COOIIOIEHUE NTPABHJI UX MOATOTOBKU M MPOBEICHMUS.

Benenue Tenedgonubix neperopopoB. @uibTpanus U nepeagpecanus 3B0HKoB. [Ipuém u nepenava tenedonorpamm, pakcorpamm,
co0OLIeHNH 0 3IeKTPOHHOH noure. MHpopMaloHHoe obecrieueHue 1esTeaIbHOCTH pyKoBoauTesss. O3HaKOMIJIEHUE ¢ IPaBUIaMU pabOThI
¢ KOH(UIeHINANBHOW HHPOpMAaLKel B OpraHU3aIHH.

PaboTa 1o 03HaKOMJIEHHIO ¢ COCTABOM M OCOOEHHOCTSMU JI0KYMEHTOB OpraHU3allii, PEryJIupyOIIUX TPYAOBbIe OTHOILICHHS
(opraHu3anMOHHO-PACTIOPSAUTEIBHBIC JOKYMEHTBI, JOKYMEHTBI 10 JITYHOMY COCTaBY, TPYIOBOI JOrOBOP, IOTOBOP O MaTepHAaIbHON
OTBETCTBEHHOCTH U T.A.). OhopMiieHHE TOKyMEHTOB 10 JMYHOMY COCTaBYy U UX KOMUH (IpH HEOOXOAUMOCTH ). 3HAKOMCTBO C CUCTEMOM
yHA(DUIPOBAHHBIX (YOPM MEPBUYHON YUETHON TOKYMEHTAIMN OpTaHU3aIMH. 3aroHeHne GopM MEePBUYHON YIETHOM JOKYMEHTAIUH.
Pabora ¢ 3asBiIeHUAMU 10 JINYHOMY COCTaBY, BeJleHHe U ohopMiIeHne TpyJOBbIX KHIKEK. Mcnonb3zoBanue COJ mpu paboTe ¢ KaJpoBbIMU
JIOKYMEHTaMHU.

Bcero
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3. YCJ0BUA PEAIM3ALUU TPOPECCUOHAJIBHOI'O MOAYJIA

3.1. Hdas peau3anuu NPOrpaMMmblI npogeccnoHaIbHOI0 MOAYJIfAA
NpeAyCMOTPEHbI ciledyIole creluaabHble OMeLeHHs

KabuHeTsl: TOKYMEHTAlTMOHHOTO 00ecTieueH sl YIPaBIeHUs, OCHAIIEHHBIH 000pyI0BaHUEM:
pabouue CTOJ U CTYJ IO KOJMYECTBY OOydaromuxcs, padouee MECTO IMpernojaaBaTelis, CUCTEMbI
XpaHeHHUs JieNl B Y4eOHOW KaHIENSpPUU; TEXHUUYECKUMH CPEICTBAMH OOYUeHHs: MepCOHAIbHBIN
KOMIIBIOTEP, NPUHTEP, CKAHEP, KOMMPOBAIbHbIN anmnapar win M®Y, mpoekrop, HHTepaKTUBHAs
IIPUCTaBKa K JI0CKE WJIM HHTEPAKTUBHAS J10CKa,

JIaGoparopuun: opraHuzauud  paboTbl C  JOKYMEHTaMM, CHUCTEM  3JIEKTPOHHOI'O
JOKyMEHTOOOOpOTa; yueOHas KaHIENSApUs, OCHAIIEHHbIe O00OpYyJOBAaHHEM: MEPCOHAIbHBIN
KOMIIBIOTEP, MOABEMHO-TIOBOPOTHOE KpPECIO IO KOJMYECTBY OOYYaroLUXcs, HMPUHTEP, CKaHep,
KONUPOBaJIbHBIA ammapar, ¢akcuMWibHbBIM anmapaT, MuHH ATC, MHOroQyHkuuoOHanIbHOE
ycrpoiictBo M@V  (npuHTep, CKaHep, KOIHUp, CpeICTBa CBsA3M), OyMaroyHHYTOXXUTEINb
u  OymaropesaTelbHOE  YCTPOHCTBO, JIAMMHATOp, OpoIIIOpaTop, KOHBEPTOBCKPHIBATEINb,
KaHLIEJsApCKUe MedaTd (OTTUCK IeyaTH) M IOTaMIlbl Ui OOpaOOTKHM JOKYMEHTOB (OTMETKa
0 TMOCTYIUICHHH, OTMETKa O KOHTpOJIE), Maylasg KaHIENsApHUs MO KOJWYECTBY OOYHYaIOMIMXCS
B COOTBETCTBUH C HUHPPACTPYKTYPHBIM JTUCTOM.

[IepcoHasbHBIE KOMITBIOTEPBI:

C IOCTYIIOM K JIOKQJIbHOU CETH y4eOHOr 0 3aBeJIeHUs, IN100aIbHOM CETH MHTEPHET, CIIPaBOYHO-
IIPAaBOBOM CHCTEME, JIEKTPOHHBIM OMOIMOTEYHBIM CUCTEMAM;

IporpaMMHOe oOecleyeHHe: TEKCTOBBbIH, TaOJMUYHBIA pEeAaKTop, MporpamMma CO3JaHUs
npesentaimii, CYBJ/], nmepcoHanbHbII MHPOPMALMOHHBIA MEHEIKEp C (YHKIUSIMH IOYTOBOTO
kameHta u Groupware, cUCTEMa 3JEKTPOHHOIO JOKYMEHTOOOOpOTa, apXHBaTop, MPOrpaMMbl
CKaHHMPOBAHMSI U KOHBEPTUPOBAHMS JIOKYMEHTOB, MPOTpamMMbl Ji MOATOTOBKH JTOKYMEHTOB
K [Iepesiaye B apXHUB.

3.2. UndopmanmnoHHoe obecniedeHHe peajn3alui NPorpaMmMbl

Jlns peanu3anuu nporpaMmbl OMOIHOTEYHBIN (OHA 00pa30BaTENbHOM OpraHU3alui UMEEeT
NeYaTHble W/WIM D3JIEKTPOHHbIE O00pa3oBaTelbHblE M  HHPOPMAIMOHHBIE PECypChl, IS
UCMONb30BaHUsl B oOpas3oBarenbHOM mporecce. [Ipu ¢opmupoBanuu OubGnuoreyHoro Qouaa
00pa30BaTeNbHON OpraHu3alyy BHIOUPAETCS] HE MEHEEe OJJHOTO U3/AaHUS U3 MEPEUNCICHHbBIX HUXKE
NEeYaTHBIX U3JaHUN U (MITH) JICKTPOHHBIX U3aHUI B Ka4eCTBE OCHOBHOTO, TIPU 3TOM CIIMCOK MOXKET
OBITH JOMOJIHEH HOBBIMU U3JaHUSIMH.

3.2.1. OcHOBHBIE EYATHDbIE U YJIEKTPOHHbIE U3IAHUSI

5. AlGymamze [[. I'. JlokyMeHTamMOHHOE OOECIICUeHUE YIPABJICHHUS TIEPCOHATIOM:
y4eOHUK M MPaKTHKYM i cpeqHero npodeccuonansHoro oopaszosanus / . I'. AOynamze, U. b.
Bempsokkuaa, B. M. MacnoBa. — 2-e¢ 3., nepepad. u jon. — MockBa: M3natensctBo FOpaiir,

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

6. AntyxoBa, H.®. CucreMsl 3JIeKTPOHHOTO JOKYMEHTOOOOpoTa: yuebHoe mocobue /
AntyxoBa H.®., [I3t06enko A.JI., Jlocera B.B., Ueunkos l0.b. — Mocksa: KaoPyc, 2022. — 201 c.
— ISBN 978-5-406-02705-9. — URL: https://book.ru/book/936560. — TekcT: 3:1€KTpOHHBIA.

7. Kopuees, M. K. JlokymeHTanimonHoe oOecreueHrue YNpaBlIeHUS: Y4YEOHUK U
NPaKTUKYM JUIs cpefHero npodeccuonanbHoro oopazoBanus / M. K. Kopnees, A. B. ITmenko, B. A.
MammyprieB. — 2-e u3j., nepepad. u gomn. — Mocksa: M3natensctBo FOpaiit, 2022. — 384 ¢. —
(ITpoeccuonansuoe obpazoBanue). — ISBN 978-5-534-05022-6. — Texct: anexTponHsbIit // DBC
FOpaiir [caiit]. — URL.: https://urait.ru/bcode/472550.


https://urait.ru/bcode/487121

8. Kacesinosa, I'. 1O. Jlenonpou3BoacTBO U APYyrue acmneKTbl paboTsl cekpetaps / I'.1O.
KacesinoBa — 7-¢ u3., mepepad. u gon. — Mocksa: M3narenscTtBo Abak, 2020. — 304 c.

3.2.2. JlonoJIHUTEIbHbI€ HCTOYHUKHU

17.  Awnzpeesa B.1. [Ienonpon3BoaCTBO: OpraHU3alus U BEACHHE: yICOHO-TIPAKTHYECKOES
nocooue / Auapeea B.M. — Mocksa: KuoPyc, 2020. — 294 ¢. — ISBN 978-5-406-00580-4. —
URL.: https://book.ru/book/934225. — TekcT : 31eKTPOHHBIIA.

18.  Amzopoa C.II. Opranuzanms TpyJa TOCYAApCTBEHHBIX W MYHUIIUIAIBHBIX
ciyxanux : yaeonoe nocooue / C.I1. Anzoposa, C.I'. DegopuykoBa. — Mocksa : UHOPA-M, 2022.
— 160 ¢. — (Beicmiee oOpaszoBanue: bakamaspuar). - ISBN 978-5-16-016369-7. - Tekcr :
snekrpounsii. - URL: https://znanium.com/catalog/product/1151473. — Pexum gocryma: 10
TIOJIIIHCKE.

19.  bynar P.E. JlokyMeHTallmoOHHOE OOECICUCHUE YIPABICHHS MEPCOHAIOM: y4eOHOE
nocooue / P. E. Bynar. — MockBa: UTH®PA-M, 2019. — 234 c. + Jlomn. marepuais! [[ DIEKTPOHHBIN
pecypc]]. — (Bswicuiee oOpazoBanue: bakanaBpuar). - ISBN 978-5-16-010318-1. - Tekcr:

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

20. T'yryeBa T.A. KondunenmmambHOe AEIONPOU3BOICTBO: yueOHoe mocodbue / T.A.
I'yryeBa. — 2-e u3n., nepepad. u gon. — MockBa: UHOPA-M, 2022. — 199 c. — (Cpennee
npodeccuonanbHoe obpazoBanme). - ISBN 978-5-16-016585-1. - Tekcr: snekrponusii. - URL:
https://znanium.com/catalog/product/1191331. — Pesxum 10CTyma: MO MOAIUCKE.

21. T'ycapoa M.H. OpranunzannoHHO-UH(GOPMAIIMOHHOE U JOKYMEHTAIlHOHHOE
obecrieueHne JIEeSTeNbHOCTH PYKOBOAUTENS: ydeOHO-MeToauueckoe nocooue / M. H. I'ycaposa, C.
B. T'opkym. — Mocksa: PTY MUPDA, 2022. — 106 c.— Tekcr : anekrpoHHbii // Jlanp :
3NeKTpoHHO-OnbOmoreunas cucrema. — URL: https://e.lanbook.com/book/176556. — Pexum
JOCTYTIA: ISl aBTOPHU3. TI0JIb30BaTEINEH.

22.  NlenompousBoactBo: yueOHuk / T.A. beikoBa, JI.M. Bsnosa, F0.M. Kykapuna, JI.B.
Canxkuna; o o6m. pexn. noil. T.A. beikoBoit. — 4-e u3f., nepepad. u norn. — Mocksa : UHOPA-M,
2022. — 393 c. + Jlom. matepuansl [[DnexTpoHHBIH pecypc]]. — (Bricmee obpazoBanue:
bakanaspuar). — DOI 10.12737/1014190. - ISBN 978-5-16-014992-9. - TekcT: 3JE€KTPOHHBIM. -
URL: https://znanium.com/catalog/product/1014190. — Pesxum q0CTyma: Mo MOAIMUCKE.

23.  Hoponmna JL.A. JIoKyMeHTalMOHHOE OOECIIeYeHHE YIPABICHUSA: Y4YEOHUK W
NPaKTHKYM Uil cpeHero npodeccuonansHoro oopazosanus / JILA. Jloponuna, B. C. purukosa.
— Mockga: M3parensctBo FOpaiit, 2022. — 233 ¢. — (IIpodeccnonansroe odpazoBanue). — ISBN
978-5-534-05783-6. — Tekct: onexktponnslidi // 3BC IOpaiit [caiit]. — URL:
https://urait.ru/bcode/473802.

24.  KoHduaeHnuadpbHOEe  JCMOMPOM3BOACTBO W 3alIUINEHHBIA  AJIEKTPOHHBIN
nokymeHToo0opot: yueonuk / H.H. Kynses, A.C. Aémymkun, T.B. Konapamona, A.I'. ®adpuvHOB;
non obur. pea. H.H. Kynsesa. - 2-e uza., nepepa0. u nomn. - Mocksa : Jloroc, 2020. - 500 c. - (HoBas
yHHUBepcHuTeTcKas OmoOmmoreka). - ISBN 978-5-98704-711-8. - Tekct : snekrponnbni. - URL:
https://znanium.com/catalog/product/1212394. — Pexxum ocTyma: mo moJImIcKe.

25.  KopueeB U.K. Texanueckue cpenctra ynpasienus: yaeonuk / UK. Kopuees, I'.H.
Kcangomyno. — Mocksa : UHOPA-M, 2019. — 200 c. — (Briciiee o6pa3oBanue: bakanaspuar). -
ISBN 978-5-16-003620-5. - Tekcr : 3JICKTPOHHBIN. - URL:
https://znanium.com/catalog/product/991843. — Pexwum 10cTyna: 1Mo MmojAmnucKe.

26.  Kysuenos U.H. JlokymeHTarimonHoe obecrieueHre ymnpasieHus. JJokyMeHTo000poT 1
JIeNTOTIPOU3BOICTBO: YUEOHHK U MPAKTHKYM JUIs CpeJHero npodeccnonaabHoro oopasosanus / M. H.



KysnenoB. — 3-e u3n., nepepad. u nomn. — MockBa: UznarensctBo HOpaiit, 2022. — 462 c. —
(ITpodeccuonanpuoe odpazoBanue). — ISBN 978-5-534-04604-5. — Texkcr : anekrponHsIii // DbC
FOpaiir [caiit]. — URL: https://urait.ru/bcode/470020.

27. Ky3snenor W.H. JlokymMeHTaIllmoHHOE OOECIEYCHHE YIPABICHUS IEPCOHATIOM:
y4eOHUK M TMPaKTHKYM sl cpefHero npodeccuoHansHoro obpazosanusi / M. H. KysnemoB. —
Mocksa: MU3natensctBo IOpaiit, 2019. — 521 ¢. — (Ilpodeccrnonansuoe odpazoBanue). — ISBN
978-5-534-04451-5. — Tekct : oanekrponusid // OBbC IOpaiit [caiit]. — URL:
https://urait.ru/bcode/444432.

28.  Opranmszamms  cekperapckoro  oOcmyxkuBanun: JOYMK /  B.B.Tanaxos,
0. b. Hazapenko, [DnekTponHoe yueoHoe u3naanue]. — (Cpeanee npodeccruonanibHoe 00pa3oBaHue
- Tekct: anextponnsiid. - URL: https://www.academia-moscow.ru/catalogue/5411/347093/ Aptukyn
n3nanus: 601817641

29.  TIlaBnosckas O.1O. IIpaBoBoe obecrieueHre KaJpoOBOro ACIOMPON3BOACTBA: yueOHOE
noco6ue st By3oB / O.1O. [TaBnoBckas. — Mocksa : MU3narensctBo FOpaiit, 2022. — 213 ¢. —
(Beicmee oOpazoBanme). — ISBN 978-5-534-11565-9. — Texkcer: anekrponusiii / DbC FOpaiit
[caiir]. — URL.: https://urait.ru/bcode/476289.

30.  CocnoBast A. Accuctent pykooaureis. Jlaiipxaku npodeccnn: KHUTa-TpeHUHT / A.
CocHoBas. - Cankrt-IlerepOypr: Ilutep, 2022. - 208 c. - ISBN 978-5-4461-1489-4. - Tekcr:
anekTponHbii. - URL: https://znanium.com/catalog/product/1817493. — Pexum noctyna: mo
HOIHUCKE.

31. [Mumo O.B. CoBpeMEeHHbIE TEXHOJOTMH M  TEXHHYECKHE  CPEICTBa
uHpopmaruzanuu: yaebnuk / O.B. IlumoB. — Mocksa : UH®PA-M, 2022. — 462 c. + Jlom.
MaTepuaisl [[Dmekrponnslii pecypc]]. — (Cpennee npodeccronaibHoe oOpazoBanue). - ISBN 978-
5-16-017112-8. - Tekcr : anexrponubii. - URL: https://znanium.com/catalog/product/1764799. —
Pexxum noctymna: mo nmoamucke.

32.  Ilysanoa H.H. OcHOBBI 1e10NpOU3BOJICTBA: YUEOHUK U MPAKTUKYM JUISL CPETHETO
npodeccuonanbHoro oopazosanus / H.H. [llyBanosa, A.1O. iBanoBa; nox o6mieit penaxiueit H.H.
[lyBanoBoil. — 2-e u3f., nepepad. u gon. — Mocksa: U3narensctBo HOpaiit, 2022. — 428 ¢. —
(ITpodeccronansroe obpazoBanne). — ISBN 978-5-534-11014-2. — Tekcrt: snexTpoHHbIi // DBC
FOpaiit [caiit]. — URL: https://urait.ru/bcode/469548.

4. KOHTPOJIb U OHEHKA PE3YJIbTATOB OCBOEHMUSA
HNPOPECCHUOHAJIBHOI'O MOAYJA

Kon u HaumenoBanue
Nnpo(ecCHOHATBLHBIX U

00X KOMIIEeTeHIIUIA, Kpurepun ouenku MeTtoabl OLIEeHKH
(opmupyembIX B pamKax
MOAYJIst
[TIK.3.1 OcyiiecTBasTh [Tonyuenune HeoOxoaMMOM KoHTpoJib BRIMOSHEHUS
JIOKYMEHTAI[MOHHOE nH(popMaIIUY U Tiepeada MPaKTUYECKUX 3aaHUM.
obecrieyeHue CaHKIHOHUPOBAHHOM Y CTHBIN WK TECTOBBIN KOHTPOJIb
XO3SICTBEHHBIX onepanuii | nHopmammu ¢ TEOPEeTHUECKHX 3HAHMIA.

UCTIOJIB30BaHUEM CPE/ICTB
MH(POPMAIMOHHBIX U
KOMMYHUKAIIHOHHBIX
TEXHOJIOTUI

AHanu3 1 OllEHKa peleHui
MPOOJIEMHBIX CUTYaITUH.
[IpoBepouHbIe pabOTHI 1O KAXKIOM
TEeMeE.




ATTecTanus mo
IIPOU3BOJICTBEHHON
IIPAKTHKE.

IIK.3.2 Bectn
OyXranTepckuil yder

Odopmnenue
OpraHU3aIOHHO-
pacropsIuTeIbHbIX
JOKYMEHTOB M OpTraHU3aIus
paboThI ¢ HUMH, B TOM YHUCIIC C
HCIOJIb30BAaHUEM
ABTOMATH3MPOBAHHBIX CHCTEM

KoHTposb BbINOTHEHUS
MIPAaKTUYECKUX 3aJaHUN.

Y CTHBIN WIH TECTOBBI KOHTPOJIb
TEOPETUUECKUX 3HAHUM.

AHanu3 U OLEHKa peleHui
pOOJIEMHBIX CUTYaIUH.
[IpoBepouHbIe pabOTHI IO KAXKIOM
TEME.

ATTecranus 1mo
IIPOU3BOACTBEHHOMN

MpaKTHUKE.

OK 01.

Br16upath criocoObl
peleHus 3a1a4
npodeccnoHaTbHOM
JeSITEeIIbHOCTH
MPHUMCECHUTCIIBHO K
Pa3IMYHBIM KOHTEKCTAM;

Br16op criocoba penienus
3a7a4 poQecCHOHATBHOM
JEeATSIILHOCTH IPUMEHHUTEIHHO
K Pa3JINYHBIM KOHTEKCTaM

KonTtposb BbIOIHEHUS
NPaKTUYECKUX 3a/IaHUM.

VY CTHBIN WK TECTOBBINA KOHTPOJIb
TEOPETUYECKUX 3HAHUM.

AHanu3 U OLIEHKAa pelIeHU
IpOOJIEMHBIX CUTYalUH.
[IpoBepouHbie pabOTHI IO KaXK10M
TEME.

ATtTtecranus no
MPOU3BOACTBEHHOMN

MpaKTHUKE.

OK 02.

Hcnons3oBarts
COBPEMEHHBIE CPENICTBA
MOUCKa, aHaJIu3a U
MHTEpIpETaNH
uHboOpMalnH, U
nH(pOpMaLIMOHHbIE
TEXHOJIOTUH JIs
BBITIOJTHEHUS 33/1a4

Hcnons30BaHne COBPEMEHHBIX
CpeZACTBa IIOUCKA, aHAJIN3a U
UHTepHpeTanuy HHPOpMaIu,
1 UCTIOJIb30BaHUE
MH(pOPMAaIMOHHBIX
TEXHOJIOTHI JUIA BBIIIOJTHCHUA
3aJa4 NpoQeccuoHaNbHOM
NESITeIbHOCTH.

KoHTpo:b BbinoNIHEHUS
MIPAKTHYECKUX 3aJaHUH.

Y CTHBIN WIH TECTOBBIN KOHTPOJIb
TEOPETUYECKUX 3HAHUMU.

AHanu3 1 OlleHKa peleHuH
MPOOJIEMHBIX CUTYALIUH.

IIpoBepounbie pabOTHI MO KaXKA0H
TEME.

ATTecTanus 1mo

npodeccuoHaTbHON .
MIPOU3BO/ICTBEHHOM
TeSITeTbHOCTH;
MPaKTHKE.
OK 04. B3aumoneiictBue u pabota B KoHTpo:b BeINIOJIHEHUS
Db dHEeKTHBHO KOJIJICKTHBE U KOMaH/Ie MPAKTUYECKHX 3a/1aHUM.

B3aMMO/ICIICTBOBATh U
paboTaTh B KOJUIEKTHBE U
KOMaH/Ie;

Y CTHBIN WM TECTOBBINA KOHTPOJIb
TEOPETUYECKUX 3HAHUMU.

AHanm3 1 OlleHKa peleHun
POOJIEMHBIX CUTYaIHH.
[IpoBepouHbie pabOTHI 1O KaXKIOM
TEME.

ATtTtecranus 1no
MPOU3BOACTBEHHOMN

MIPaKTHUKE.




OK 05.

OcyIecTBISATh YCTHYIO U
MMUCEMEHHYIO
KOMMYHHUKAITHUIO Ha
rOCy/IapCTBEHHOM SI3BIKE
Poccuiickoit denepaiuu ¢
Y4ETOM OCOOCHHOCTEH
COLIMAJILHOTO U
KYJIBTYPHOTO KOHTEKCTa

Ocy1iecTBieHnEe YCTHOHN U
MUCHMEHHOW KOMMYHHUKAIHH
Ha rocy1apCTBEHHOM SI3bIKE
Poccuiickoit denepanuu ¢
y4eTOM 0COOEHHOCTEH
COLIMAJIBHOTO U KYJIBTYPHOTO
KOHTEKCTa

KonTtposb BbInoaHEHUS
MIPAaKTUYECKUX 3aJaHUMH.

Y CTHBIN WIH TECTOBBI KOHTPOJIb
TEOPETUUECKUX 3HAHUM.

AHau3 U OLIEHKAa pelIeHU
MPOOJIEMHBIX CUTYAIHH.
[IpoBepouHbIe pabOTHI IO KAXKIOM
TEME.

ATtTtecranus 1no
IIPOU3BOACTBEHHOMN

MPaKTHKE.

OK 09.

[Tonb3oBaTbCs
npodeccnoHanbHOM
JOKYMEHTalMen Ha
rocyAapCTBEHHOM U
WHOCTPAHHOM SI3bIKaX

Hcnonb3oBaHue
npodeCcCuoHAIBHON
JIOKYMEHTalluHl Ha
rocyaapCTBEHHOM U
WHOCTPAHHOM SI3bIKaX

KonTtposb BbIOIHEHUS
NPaKTUYECKUX 3aJIaHUM.

VY CTHBIN WK TECTOBBINA KOHTPOJIb
TEOPETUYECKUX 3HAHUM.

AHanu3 1 OLeHKa peleHui
IpOOJIEMHBIX CUTYAIUH.
[IpoBepouHbie pabOTHI IO KaXK10M
TEME.

ATTecTanus 1mo
MIPOU3BOACTBEHHOMN

IIpaKTHUKE.




IIpuioxenne 2.
IIporpaMmmbl y4eOHBIX IHCIUANINH

IIpunoxenne 2.1

K OIl cnennaanHOoCTH

46.02.01 JoxymeHTAlIMOHHOE O0ecreyeHne
ylpaBJieHUs U apXUBOBeIeHUE

PABOYASI ITIPOTPAMMA YYEBHOM JUCIHATLJIMHBI

Cr.01 HICTOPHUA POCCUH



COJEPKAHUE

. OBIIAS XAPAKTEPUCTHKA PABOYEN ITPOrPAMMBI
YYEBHOM JUCHUILIMHBI

. CTPYKTYPA Ul COJEPKAHUE YUYEBHOM
TACIATLITAHBI

. YCJIOBHUA PEAJIM3AIIMA YYEFHOM JUCITATLIAHBI

. KOHTPO.JIb Y OLIEHKA PE3VJIbTATOB OCBOEHMUSI
YYEBHO JUCLUILIUHBI



1. OBIIASI XAPAKTEPUCTHUKA PABOUYEN ITPOT'PAMMBI YYEBFHON
AACHUITIINHBI
Cr.01 HICTOPHUA POCCUHN

1.1. MecTO JUCUMILIIMHBI B CTPYKTYpPe OCHOBHO# 00pa30BaTe/IbHOM NMPOrpaMMbl:

VYuebOnass gucrumuimaa CI.01 Hcropuss Poccuum sBnsiercss 00s3aTENbHON  4acThIO
COIMAIbHO-TYMaHUTAPHOTO IUKJIa 00pa3oBaTesibHON Tporpammel B cootBeTcTBUU ¢ I'OC CITO
no cnenuaibHocT 46.02.01 JlokymMeHTarMoHHOE Oo0ecriedeHrne YIpaBIeHUsl U apXUBOBECHHUS.
Ocoboe 3HaueHne auciuiImHa umeeT npu Gopmuposanuu u pazsutuu OK 01, OK.02, OK 04,
OK 05, OK 06, OK 09.

1.2. leab ¥ IuIaHMpyeMble Pe3yJbTAThI 0CBOEHUS TUCHMIIUHBI:

B pamkax mporpamMMbl y4eOHOW JUCHUIUTHHBI 00YUYaIONUMUCS OCBAMBAIOTCS YMEHUS U
3HAHUS

HII((,O?)K Ymenus 3Hanus
OK 01, 02, OPUEHTHUPOBATHCS B OCHOBHBIE HalnpaBjieHUs pa3Butus Poccun
04, 05, 06, 09 | coBpemeHHOMI (CCCP) Bo BTOpOI#1 Moj0BUHE XX U MEPBOI
SKOHOMHYECKOMH, yerBepTH XXI BB.;

NTOJINTHYECKOU U KYJIBTYPHOU | CyINHOCTh U IPUYMHBI JOKAIbHBIX,
curyauuu B Poccun u mupe; PETUOHAIBHBIX, MEXIOCY1apCTBEHHBIX

BBIABIIATH B3aUMOCBS3b KOH(JIMKTOB BO BTOPOM MOJ0BHHE XX —
OTEUYECTBEHHBIX, nepBou yetBepTu X XI B., OIIEHUBATH POJIb
PErHOHAIBHBIX, MUPOBBIX CTPaHbI B UX Pa3pelICHNH;

CONHUAIBHO-35KOHOMMYCCKUX, | OCHOBHBIE IIPOLIECCHI IIOTUTHYECKOTO U
ITOJMTUYECKUX U KYJIBTYPHBIX | 5)KOHOMUYECKOI'O Pa3BUTHUS CTPAHBI U €€

npo0em; PErvoHOB;

NPOTUBOACHCTBOBATH OCHOBHBIE HAIPABJIEHUsI OTEUECTBEHHOU
NONBITKAaM (HanbCHPUKAUNN | pHemIHelH MOJTUTUKHU C BEAYIMMH MEPOBBIME
MCTOPUYECKUX (AKTOB. nepxxkasamu, OOH, HATO, EC u npyrumu

MEXKIYHAPOIHBIMU OPTaHU3AIUSMU;
O POJIY HAayKH, KYJIbTYpPbI U PETUTUI

B COXPAHEHUH U YKPEIUJIEHUU OTEUYECTBEHHBIX
HAIIMOHAIBHBIX U TOCYAapCTBEHHBIX
TPaaULINA;

COZIEP/KAHUE U Ha3HAYCHUE BAKHEUILINX
MPABOBBIX U 3aKOHOJIATEJIbHBIX aKTOB.

2. CTPYKTYPA U COAEPXKAHUE YUYEFHOW JUCIATLIAHBI
2.1. O0beM yueOHOI JMCHMIIMHBI M BUABI Y4e0HOH padoThl

Bup yueOHoii padoThl O0bem B yacax
O6beM 00pa3oBaTeNbHOM MporpaMmbl y4eOHON AUCIUTIITMHBI 40

B T.4. B (hopMe MpaKkTHUECKOM MOATOTOBKH

BT. Y..

TEOPETUYECKOe 00yUeHUE 16
MPaKTUYECKHUE 3aHATH 16

[Ipomexxyrounas arrecranus 3




2.2. TeMaTH4yeCKMil IJIAH U COAEPKAHME YHeOHOM JUCHMIIIIHHBI

Koanbl
KOMIIeTeHIM i
Oo0beMm, ak. 4 / 1
H JINYHOCTHBIX
B TOM 4YHucCJI¢e €3VJIbTATOB
HauMeHnoBaHnue B (hopme pesy
Conep:kanue y4eOHOro Marepuasa u GopMbl OPraHU3aAMUM AeITeJIbHOCTH 00y4a0IIMXCS . | (opmMupoBaHu
pa3aesioB U TeM NPAKTHYECKOI
10 KOTOPBIX
MOJAr0TOBKH,
crnoco0cTByeT
aK. 4.
3JIEMEHT
NPOrpaMMsbl
Paszneua 1. Beankas OredecrBenHas BoiiHa 1941 — 1945 rr. 6
Tema 1.1. Conep:xanue yueOHOro MaTepuasa 2 OK 01, 02, 04,
Havano 1. MexayHapoHas o0ctaHOBKa B KOHIIE 30-X ro/j0B. BHyTpeHHSS ¥ BHELIHSS TOJIMTHKA EBPOTIEHCKIX 05, 06, 09
Benukoi ctpan. «Ilakt MonotoBa — Pud6enTpona» Hauano Bropoii MupoBoii BoiiHbl. COBETCKO-(HHCKAS
OtedecTBeHHO | pojina. Bxoxenne pecny6muk [pu6Ganrukn, Ceseproit Bykosnus u Beccapabuu B cocra CCCP.
1 BOMHBI. 2. Dxonomuyeckoe pazButre CCCP HakaHyHe BOHHBI: pa3BUTHE MTPOMBIIUICHHOCTH, TPAHCIIOPTA,
IlepBblii 3Tall | syeprerykn 1 cenbCKOro Xo3siicTBa. BoOpykKeHHBIE CHIIbI CTPaHBI B KOHIE 30-X Hauaie 40-X rojoB. 2
BOMHBI. 3. Hananenue I'epmannu Ha Coserckuii Coro3. YpasieHue CTpaHoii B mepro1 BOWHbL. IlepecTpoiika
HKOHOMHUKH Ha BOSHHBIH JiaJ. COBETCKHI ThUI M MAPTH3aHCKOE JIBUKCHUE B TOJIbI BOWHBI.
4. butBa 3a Mocksy, 010kana Jlennnrpazna, Heynaun 1942 rona. Co3nanue U ykperieHue
AHTUTUTIICPOBCKOI KOATUIINH.
Tema 1.3. Coaepixanue yueOHOro MaTepuasa 2 OK 01, 02, 04,
Kopennoii 1. Cranunrpajckas OuTBa — Ha4aJl0 KOPEHHOIo nepeaoma B Boiine. Kypckas 6uTBa, popcupoBaHue 05, 06, 09
nepesiom B JHemnpa, 0cBoO0KIeHHE TEppUTOpUH cTpaHbl. COBETCKask DKOHOMMKA U HayKa B I'0JIbl BOIHBI.
Besmkoi Wneonorus narpuotusma. Pycckas IIpaBocnaBHas 1lepKoBb B roJibl BOWHBI. Terepanckas KoHpepeHIus
OtedecTBeHHO | 1943 . 2
1 BOUHE H 2. OcBobosxaerne cTpad EBporbl 0T HeMelko-(amucTckux 3axBaTankoB (Pymbiaust, bomrapus,
0CBOOONKNEHNE | [Orocnasus, Benrpus, Ascrpus, Uexocnosakus). Butsa 3a beprmun. Kanurymsrus Tepmannn. TToGena
crpai EBponbl. | g Beykoii OteuecTBeHHOI BOiiHE.
Tema 1.4. Conep:kanue y4eOHOIro MaTepuaa 2 OK 01, 02, 04,
Wtoru BTopoit | | gnrunckas (Kpeimckas) u Iotcaamckas (Bepauuckas) kondeperiun. OKkynamus [ epMaHum. 9 05, 06, 09

MHPOBOH H

ITocneBOEHHOE YCTPOHCTBO MHpA.




Benukoii 2. Pazrpom MunmutapucTckoi Anonnn. AMepukanckas ataka Ha Xupocumy u Haracaku. Kanurynsanus OK 01, 02, 04,
OreuvectBenno | JAnonun. Oxonyanue BTopoii MUpOBOI BOWHEI. 05, 06, 09
i BOMH. 3. Utoru u nocnencreusa Benukoit OTedecTBeHHOM BOMHBI. [loTepu COBETCKON apMUU U Tpa)KJaHCKOTO
ITocneBoennoe | nacenenus. Teppuropuansusie npuodbperenus Coserckoro Corosa. [lociencTBust BOHHBI A7
YCTPOHCTBO COBETCKOW SKOHOMMKH (IIPOMBIIIJIEHHOCTb, CEJILCKOE X034HCTBO, TpaHCNopT). Penarpuanus coBeTckux
MHpa rpaxaad Ha Poguny, 60pp0a ¢ BOOpY>KEHHBIMH aHTHCOBETCKUMH HAIIMOHAIMCTHYECKUMH
opranuzaisiMi. My»XecTBO U IT'eépOu3M COBETCKOr0 Hapo/1a B I0Jibl BOIHBI.
3. Hropubeprckuii poriecc. Cy/1 HaJ HAITUCTCKUMHU BOCHHBIMU MPECTYIMTHUKAMH U PEIICHUS
Hropubeprckoro tpubyHana.
4. Can-®pannucckas konpepenuus. Cozpanne OOH. OcCHOBHBIE CTPYKTYPBI U PYKOBOZSIIIUE OPTaHb
OOH. IIpeanocbuiky K Havany «X0JIOAHON BOMHBD.
Pazgen 2. CCCP B konne 40-x — HayaJie 80-x rr. XX Beka. 12/5
Tema 2.1. Conep:xanue yueOHOro MaTepuaJia 4 OK 01, 02, 04,
BuyTpenusisi 4 | | Coperckas MONMTHYECKAS CHCTEMA HOCIE BOiHbI. Penpeccuu konna 40-x — Hauana 50-X IT. 05, 06, 09
BHEIIHAH «Jlennnrpazackoe aeno», «Jeno EBpetickoro antudammcrckoro komutera» U «Jlemo Bpadeii».
I0JTHTHKa JlMcKyccHst O TaTPUOTH3ME U KOCMOIIOJIUTU3ME.
CCCP 1945- 2. BoccraHoBneHue v pa3BUTHE HAPOAHOIO X03s1iicTBA Mociie BOMHBI. OTMEHA KAPTOUYHOU CUCTEMBI.
1953 rr. Pazputue snepreruku. CoBerckas 000pOHHAs IPOMBIIUIEHHOCTh — co3/1aHue saepHoro opyxus (M.B. 9
Kypuatos u A.Jl. CaxapoB). Boccranornenue ropoioB u cen. [lenexxnas pegopma 1947 r.
3. Buemnsas nonutuka CCCP nocne Bolinbl. [loktpuna TpymaHa. «XosoaHas BOHHa» U
BO3HUKHOBeHHUE ounomsipaoro mupa. Cozganue 6ioka HATO. bepaunckuit kpusuc 1948 r.
[Iposo3rnamenue OPI" u I'JIP. Bo3zuukHoBenne COB. Packon B COBETCKO-IOIOCIaBCKUX OTHOIICHHSIX
(M. Bpo3 Turo). Otnomenus ¢ KHP, Buzur Mao [1331yna B CCCP.
B ToM 4nciIe NPAKTHYECKHUX U JA00PATOPHBIX 3aHATHIA 2
ITpakTryeckoe 3ansTre Ne 1: moAroToBKa cOOOIIEHHUH O H3ydyaeMol TeMe. 2
Tema 2.2. Coaepixanue yueOHOIro MaTepuaJa 4 OK 01, 02, 04,
BuyTpeHHsisi M | | Cwmeprs U.B. Ctanuua. bops6a 3a Biacts B pykoBojctse. Ycrpanenue JLIT. bepuu. «HoBbli Kypey» 05, 06, 09
BHEIIHSTH I''M. Manenxkosa. IIpuxon k Bractu H.C. Xpymea. XX cve3n KIICC, pazBeHuanue «KyiabTa
HOJTHTHKA auuHocTHy» CTaluHa, Ha4yaslo MOJIUTUKY peabunuTanui. «AHTUnapTHiiHas rpynmna» MoaoTos,
f9(6:4(l:P 1953- Manenkos, Karanosuu. ¥Ycunenne nmnunoit Bnactu H.C. Xpyniesa 2
IT.

2. [IpeoOpa3zoBanus B o01IecTBeHHO-oMUTHYECKON cepe. Coznanue coBHapxo30B. HoBast mporpamMma
IIapTUH, TE3UC O MOCTPOCHUHU KOMMYHH3Ma K 1980-My r. HanlmoHaneHO-rocy1apCTBEHHOE Pa3BUTHE
CTpaHbl, peabMINTAIHs] PETIPECCUPOBAHHBIX HAPOIOB. AHTHPEIUTHO3HAS KaMITaHusl.




3. Pa3zBuTHe COBETCKOTO HAPOIHOTO XO3SIMCTBA: arpapHas MOJIMTHKA (KYKypy3Has KaMITaHws),
nenexHas pedopma 1961 r., MaccoBO€ JKUIMIIIHOE CTPOUTEIBCTBO.

4. KyneTypHas ®u3Hb cTpanbl. «OrTenensy. [loBpimeHre ponu o0I1ecTBEHHbIX TBOPUYECKUX
opranu3anyii. HoBble TEHIEHIIMY B JIUTEPATYPE, UCKYCCTBE U ApXUTEKTYpE. [JOCTHIKEHNS COBETCKOM
Hayku: kocmoHaBTHKa (C.I1. Koposnes), aBuactpoenue, cynocrpoenue. CoBeTckue aypeaTbl
HoGeneBckoii mpemuu.

5. BHemHss mojauTHKa: MUPHBIE HHUIIMATHUBBI COBETCKOTO PYKOBOJICTBA HA MEXIYHAPOAHON apeHe.
Busut H.C. Xpymesa B CIIIA. Opranuzauus Bapmasckoro norosopa (1955 r.). [lonasnenue
Bocctanus B Benrpum (1956 r.). bepnunckuit kpusuc 1961 r. u crpoutenbctBo bepanHckon CTEHBI.
KapuOckuii kpuzuc 1962 r., ornomenus ¢ Ky6oii (®. Kactpo). BzaumoorHomenus ¢
COLIMAJIMCTUYECKUMU U Pa3BUBAIOIINMMHUCS CTPAaHAMH.

B Tom umncie MPAKTUHICCKUX U naﬁopaToprlx 3aHATHIl

HpaKTI/IquKOC 3aHsaTHe Ne 2: IoAroToBKa COO6H.I€HPII>1 10 HsyqaeMoﬁ TEMC.

N

Tema 2.3.
Buyrpennss
U BHENIHAS
MOJIMTHKA
CCCP B KkoH.
60-x Hau. 80-x
IT.

Coaep:xaHue yueOHOro MaTepuaJia

1. OrcraBka H.C. XpyiieBa u u3MeHEHUs B COBETCKOM pyKoBoAcTBe. [Ipuxox k Bnactu JI.U.
bpexHesa.

2. A.H. Koceirun u peopMHpOBaHUE HAPOAHOTO X03s1iicTBa. TPYAHOCTH B Pa3BUTUN COBETCKOU
9KOHOMMKH U MONBITKH UX NIPEOJOJICHUS.

3. CoumalibHO-TIOJIUTUYECKOE pa3BuTHE cTpaHbl. «Pa3Buroit connanuzmy. Koncturymus CCCP 1977 r.
CoumanbHas HOJUTHKA COBETCKOro rocynaperna. Juccunentckoe neuxenue (A. Caxapos, A.
CoJKEeHUIBIH U JIp.)

4. KynpTypHOE pa3BUTHE CTpaHbl. Pa3zBuTHE COBETCKOW HAyKH. Y CIEXH B 00JACTH KOCMOHABTHKHU.
PazButue nureparypsl, kuaematorpada, 6anera. AnbTepHaTHBHAS KYJIbTypa. Pa3BuTne cucteMbl
oOpaszoBanus. MockoBckas Onummnuana 1980 r.

5. BHenHss NoauTHKA: «pa3psiika MEeKIyHapOJHOW HanpsbKeHHOCTH». OTHOIIEHUS CO CTpaHaMU
3anana. JloroBop 0 HepacnpoCTpaHEHUH SIEPHOTO OpYyKUsl. BOEHHO-CTpaTernueckuii mapurer.
Horosopsl OCB — 1 u OCB — 2. XenbcUHKCKOE coBelanue no 6ezonacHocty B EBpone. OTHoOIIEHUS €
COLIMAJIMCTUYECKUMH cTpaHaMu — «JlokTpuHa bpexneBay». Yxyaumenune otHomenui ¢ KHP.
«IIpaxkckas BeCHa» M BBOJ| COBETCKMX BOMCK B UexocnoBaknio. OTHOIIEHUS ¢ Pa3BUBAIOIIUMUCS
CTpaHaMH, BBOJ COBETCKHX BOMCK B A(raHuCTaH U OKOHYAHHE MOJUTHKH «Pa3psIIKI».

6. Cmepts JL.U. bpexnera. 10.B. Aunponos u K.V. Yepnenko Bo rinase Coserckoro Corosa.

B ToM 4unciIe MPAKTHYECKUX U JA00PATOPHBIX 3aHATHIA

ITpakTnueckast pabora Ne 3: moaroToBka COOOLIEHHH 10 H3y4yaeMoOll TeME.

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




Pa3nes 3. CCCP B 1985 — 1991 1.

Tema 3.1.
CCCP B 1985 —
1991 rr.
IlepecTpoiika.

Conep:xanue yueOHOro MaTepuaJia

1. N36panne M.C. I'opbauesa I'enepansubim cexperapem LK. Anpensckuii mienym LK KITCC.
«Yckopenuey, «I'macHocte» u «llepecrpoiika». Kagpossle n3MeHEHUS B PyKOBOJICTBE CTPAHBI.

2. HoBbie 4epThl B SKOHOMHYECKOH MOTUTHKE. 3aK0H «O0 MHINBUYaTbHOU TPYAOBOM NEATEIHLHOCTH.

AHTHAJIKOTOJIbHASI KAMITAHHUS: TUTIOCHI 1 MUHYCBI. ABapus Ha YepHoOblibckor ADC.

3. «HoBoe MbITIIIeHHEe)» BO BHEIIHEH MOIUTHKE. BBIBO cOBeTCKHMX BOMCK M3 Adranncrana. CoBETCKO-
aMepukaHckue otHomeHus. Jlorosop o PCMJI.

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

Tema 3.2.
CCCP B 1985 —
1991 rr.
Pacnmag CCCP.

Conep:xanue yueOHOro MaTepuaJia

1. Hauano nepectpoiiku obmectsennbix otHomenuid B CCCP. [Tomutnyeckue pedopmer. [1epBbrit
ChE€3/] HAPOJHBIX JENYTaTOB. MeXpernoHajibHas JenyTaTcKas rpynna. Y upexaeHue nocra
[Ipesunenta CCCP.

2. Harimonaneneie mpo6iemsl B CCCP. Havyano mexxnannoHaabHbIX KoH(aukToB. b.H. Enbuiun n
60pn0a 3a poccuiickuii cyBepenutet. M30panue b.H. Enpumna [Mpesunearom PCOCP.

3. Bonpoc o coxpanenuu Coro3a. Pegepenaym 17 mapra 1991 r. u ero uroru. «HoBo- OrapeBckuii»
IIPOLIECC, TOATOTOBKA HOBOT'O COIO3HOTO JOTOBOPA. «ABIYCTOBCKUN ITyTY» - NOJUTHYECKHUM Kpusuc 19
—22 aBrycra 1991 r. Ynpa3nHeHue coro3HOM rocyJapCTBEHHOCTH. benoBexxckue corfaneHus u
co3nanue CHI'. OrcraBka

M.C. I'opbaueBa 25 nexabps 1991 r.

Pa3nes 4. BuyTpennsisi BHemiHsis noaiutuka Poccuiickoii @egepauun B koHue XX — nepBoii yerseptu XXI Beka

12/3

Tema 4.1.
Poccuiickan
Penepanus B
KoHIe XX B.

Conep:xanue yueOHOro MaTepuaJa

1. CtaHoBIE€HUSI HOBOTO KOHCTUTYLIMOHHOTO cTposi B Poccun. DxoHomuueckue pedopmsl E. [Naiinapa.
AHTHKpPU3HCHBIE MEPHI 1 pIHOYHBIE TIpeoOpazoBanusl. [IpuBaTu3amus rocy1apcTBEHHON
cobctBenHocTH (A.B. Uybaiic). [IpaBurensctBo B.C. YUepHombipauHna. bopr6a ¢ nndsueii 1992-
1998rr. Kpumunnanuzaiusi 5)KOHOMUYECKON KU3HH.

2. Konctutynnonnsiii kpusuc 1993r. Ilpunstue HoBoli KOHCTUTYIIMH, €€ NCTOPUYECKOE 3HAUCHHE
(1993 r.). Pa3BuTHe nonurnyeckoi cucremsl. Poccuiickue nonurnyeckue naptuu. OOIECTBEHHO-
nonutrueckoe pazputue Poccun B 1994-1996 rr. Bropoe npe3unentcrso b.H. Enbiuna.
Oxonomuueckuil kpusuc 1998 r. IlpasurensctBo E.M. IIpumakosa.

3. MexHauuoHaiabHble oTHOIIEHUS B Poccuun. denepatuBHblil JoroBop. BoeHHbIe neiicTBuUs Ha
Tepputoprn YedeHckol pecryOIuKkn. XacaBlOPTOBCKUE COTJIAIICHHUS.

B ToM 4unciie MPAKTHYECKHUX U JA00PATOPHBIX 3aHATHIA

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




[TpakTrueckoe 3ansTue Ne 4: MOArOTOBKA COOOIIEHUI 110 N3YIaeMOU TeMe. 1
Tema 4.2. Coaeprxanue yueOHOro MaTepuasa 4 OK 01, 02, 04,
Poccuiickasn VR 05, 06, 09
@ 1. OrcraBka b.H. Enbriiuna. B.B. [Tytun — [Ipe3unent Poccuiickoit @eaeparuu. YKpernieHue U
eaepanusa B
. pu o rocynapcrBeHHOCTH. ObecnedeHne rpax/IancKoro corinacus B oomectse. KoHTpTeppopucTideckas
nepBoii o
p onepanus B Yeune. DkoHoMHuueckas nojautrka. HarmonansHeie mpoekTsl. Poct poccutickoro BBII.
yerBepTH XXI
IMpesunent [I.A. MenseneB u npogomkenue pegopm. Baecenne nonpaBok B Koncrurymmio (2008 r.)
B. v
2. [Ipesunentckue Boi6opsl 2012 u 2018 rr. Boccoenunenue Kprima ¢ Poccueit. [lencuonnas pedpopma | 3
2019 r. Peanuzanus HarmoHanbHbIX MPoeKToB 710 2024 1. [TonpaBku B Konctutymuto (2020 r.).
CoBpeMeHHBIE POCCUNCKUE TIOJTIUTUYECKHUE ITAPTHUH.
3. CoBpeMeHHasi poccUicKas KyJbTypa: HayKa, JIuTeparypa, uckyccrBo. Onummnuana 2014 B Coun.
Yemnuonat mupa no ¢pyréony B 2018 r.
B TOM uynciie NpaKTHYeCKUX U JT1A00PATOPHBIX 3aHATHI 1
ITpakTryeckoe 3ansTre Ne 5: MOATOTOBKA COOOIEHHH MO N3yd9aeMOl TeMe. 1
Tema 4.3. Conep:xanue yueOHOro MaTepuaJia 4 OK 01, 02, 04,
BHemnsas > > 05, 06, 09
N 1. Poccuiicko-amepukaHnckue oTHolIeHus. JloroBopel o cokpamiennu Boopyxenuii (CHB 1, 11, 111). T
MOJIMTHKA
. . OtHomenus ¢ 6imokoM HATO, neuxenne HATO Ha Boctok. Yuactue Poccuu B MexXTyHapOIHBIX
Poccuiickoii Ny
opranusanusx (ObCE, Coset EBponsl). OtHomeHus ¢ EBponeiickum Corozom.
Degepanun B
XX 2. Poccus Ha moctcoBeTckoM npocTpancTBe. OTHomeHus co crpanamu CHI'. Co3znanne OJIKb. 3
KOHIIEe - o
e uo” Coro3noe rocynapctso Poccuu u benopyccuu. EBpasuiickoe S5KOHOMHUYECKOE COOOIIECTBO.
nepBoii v v
quT)Be i XXI 3. OtHomenus co crpanamu Aszuu (Kuraii, Unnus, Beetnam u nip.) lllanxaiickas opranuzanus
BeKa p corpynuanuectsa. BPUKC. Boennast onepanus B Cupuiickoit ApaObckoil pecryOnuke.
B ToM 4nciie npakTHYeCKUX M JIA00PATOPHBIX 3aHSATHIA 1
ITpakTnueckoe 3anatue Ne 6: mOAroTOBKa COOOIIEHUH MO N3ydaeMoil TeMe. 1
CamocTosiTe/ibHAs BHeaAyIMTOPHas padoTra 8
IIpoMe:xxyTOUYHAs aTTeCTALUS 2
Bceero: 40




3. YCJIOBUA PEAJIN3AIIMM YYEBHOM TUCHUILIVHBI

3.1. Jlns peanu3anuu mporpamMMmbl y4eOHOH AMCIUIUIMHBI MPEITyCMOTPEHBI CIIETYIOIIHE
CHelHalIbHbIC TOMEIICHHUS:

Kabuner «ConuanbHO-?)KOHOMHUYECKUX U YIPABICHYECKHUX JAUCIUILTHH,

OCHAIICHHBIA 000pyIOBaHUEM:
pabouue CTOJ U CTYJ MO KOJIMUYECTBY 00yJaromuxcs, pabouee MeCcTo MperoaBaTes;

TEXHUYECKUMHU CPEJICTBAMU OOyUEHUSI:

NEPCOHANBHBIN KOMIBIOTEp, NPHUHTEP, MPOEKTOP, WHTEPAKTUBHAs IMPHCTAaBKa K JOCKE WU
WHTEPAaKTUBHAS JIOCKA.

3.2. UnpopMmannoHHOe obecnedeHre peajn3alui NPOrpaMMbl

Jia peanuzanuu mporpaMMbl OUOIMOTEUHBINH (GOHI 00pa3oBaTeNbHON OpraHu3aluu
UMeeT TIeYaTHbIE W/WIM DJICKTPOHHBIE O0pa3oBaTelbHble M WH(GOPMAIMOHHBIE PECYPChI
JUTSL KCTIOJIb30BaHMs B 0Opa3oBaTensHoM mporecce. [Ipu hopmupoannu 6ubnuoreunoro ¢ponaa
00pa3oBaTeNbHONW OpraHM3alMeil BHIOMpAECTCS HE MEHEE OJIHOTO M3JAaHUS M3 NEePeUHCICHHBIX
HUKE TEeYaTHBIX U3JaHUM U (WJIM) DJIEKTPOHHBIX M3JaHUNA B KAa4eCTBE OCHOBHOIO, MPH 3TOM
CIIMCOK, MOYKET OBITh JJOMTOJHEH HOBBIMH H3/IaHHUSIMH.

3.2.1. OcHoBHbIE MeYATHLIE U3IAHUS

1. AptemoB B.B., JIyouenkos FO.H. Ucrtopus: yaeOHHUK (U1 BCEX CHEIUAIBHOCTEH
CIIO) — M.: Uznarenbckuii ieHTp «Akamemusi», 2020

2. Uctopuss Poccum: yuyeOHMK W MPaKTUKyM AJii CPEAHEr0 NpOoQeCCHOHATbHOIO
obpazoBanusi/ K. A. ConoBeeB [u ap.]; mon pemakmueit K. A. ComoBeeBa. — MockBa:
WznatenberBo FOpaiit, 2022. — 252 ¢. — (IIpodeccnonanbaoe oopazoBanue). — ISBN 978-5-
534-01272-9.

3. KacesinoB, B. B. HWcrtopus Poccum: ydeOHOe mocobue s CpeIHero
npodeccuonansHoro obpazosanus / B. B. KacesinoB. — 2-e uzn., nepepab. u gon. — Mocksa :
WznatenberBo HOpaiit, 2022. — 255 ¢. — (IIpodeccnonansuoe obpazosanue). — ISBN 978-5-
534-09549-4.

4. Kupunnos, B. B. Ucropust Poccun: yueOHuK ais cpegHero npogecCuoHaIbHOTo
oOpaszoBanus / B. B. Kupunos, M. A. bpaBuna. — 4-e u3n., nepepab. u jgomn. — Mocksa :
WznatenberBo FOpaiit, 2022. — 565 ¢. — (IIpodeccnonanbaoe oopazoBanue). — ISBN 978-5-
534-08560-0.

5. Kupunnos, B. B. Ucropust Poccun B 2 4. Yacte 1. JJo XX Beka: yueOHUK Ist
cpenHero npodeccuoHanbHoro oopasosanus / B. B. Kupunios. — 8-e uzn., nepepab. u gom. —
Mocksa : M3marensctBo FOpaiit, 2022. — 352 c. — (IIpodeccuonanbroe oOpazoBaHue). —
ISBN 978-5-534-08565-5.

6. Kupunnos, B. B. Ucropus Poccun B 2 u. Hacts 2. XX Bek — Hauano XXI Beka:
yuyeOHUK ais cpeaHero mnpodeccuoHanbHoro obpaszoBanusi/ B. B. Kupumnos. — 8-e wusn.,
nepepad. u jmon. — Mocksa : M3garenscTBo HOpaiit, 2022. — 257 ¢. — (IlpodeccronanbHoe
obpazoBanue). — ISBN 978-5-534-08561-7.

7. Cremanosa, JI. I'. Uctopus Poccun. [lpaktukym: yueGHOE TocoOre Ijisi CpeHEro
npodeccuonansHoro obpazoBanus / JI. I'. CtemanoBa. — MockBa: W3znatensctBo FOpaiir,
2022. — 231 c. — (IIpodeccuonansuoe oopazoBanue). — ISBN 978-5-534-10705-0.

8. @upcos, C. JI. Uctopus Poccun: yuyeOHUK Ui cpelHEro mnpogeccuoHanIbHOTo

obpaszoBanus / C. JI. ®upcoB. — 2-e u3j., ucnp. u jon. — Mocksa : M3garenscTBo FOpaiit, 2022.
— 380 c. — (ITpodeccuonanvHoe obpazoBanue). — ISBN 978-5-534-08721-5.

3.2.2. OcHOBHBIE YJIEKTPOHHbIE U3TAHUSA

1. Uctopuss Poccum: yueOHMK W MPAKTUKYM IS CpeaHero mpodecCHOHaIbLHOTO
obpazoBanust / K. A. ComoBbeB [u ap.] ; mox pemaknuenr K. A. ComoBreBa. — Mockaa:
N3znarensctBo HOpaiit, 2022. — 252 c. — (IIpodeccronansnoe oopazoBanue). — ISBN 978-5-



534-01272-9. — Texkcrt: anexTponHslii // O6pazoBaTenbHas mwiatdopma FOpaiit [caiit]. — URL:
https://urait.ru/bcode/470180.

2. KacesinoB, B.B. Hcropus Poccum: ydyeObHOe mocoOme st CpemaHero
npodeccuonaibHOro oopazoanus / B. B. KacesaHoB. — 2-¢ u3g., nepepad. u mon. — Mocksa :
WznatenbctBo FOpaiit, 2022. — 255 ¢. — (IIpodeccuonansuoe odpazopanue). — ISBN 978-5-
534-09549-4. — Texkcr: anmekTpoHHbIi // ObpazoBarenbHas mwiargopma FOpai [caiiT]. — URL:
https://urait.ru/bcode/474888.

3. Kupwunnos, B. B. Ucropust Poccuu: yueOHUK a1 cpeaHero nmpodeCCHOHAIBHOTO
obpazoBanusi / B. B. Kupumno, M. A. bpaBuna. — 4-e¢ u3a., mepepab. u gom. — Mocksa :
MznarensctBo HOpaiit, 2022. — 565 ¢. — (IIpodeccuonanproe odbpazoanue). — ISBN 978-5-
534-08560-0. — Tekcr: anexTpoHnHsIii // ObpazoBarenbrHas muatdopma FOpaiit [caiit]. — URL:
https://urait.ru/bcode/470181.

4. Kupumnos, B. B. Uctopust Poccun B 2 u. Yacte 1. lo XX Beka: yueOHUK A
cpennero npodeccuoHanbHoro oopazoanus / B. B. Kupuiinos. — 8-¢ u3z., nepepab. u gom. —
Mocksa : M3narensctBo FOpaiit, 2022. — 352 c. — (IIpodeccuonanbroe oOpazoBaHue). —
ISBN 978-5-534-08565-5. — Texkct: anektponHsblii // OOpa3oBatenbHas miardgopma FOpaiit
[caitT]. — URL.: https://urait.ru/bcode/471503.

5. Kupumnos, B. B. Uctopus Poccun B 2 4. Yacts 2. XX Bek — Havano XXI Beka:
y4eOHMK sl cpeaHero mnpodeccuoHanbHOro obpazoBanus/ B. B. Kupwmnos. — 8-e wusn.,
nepepad. u mon. — MockBa : M3garensctBo HOpaiit, 2022. — 257 c. — (IlpodeccronanbHoe
obpazoBanue). — ISBN 978-5-534-08561-7. — Texkct: anektpoHHBIH // OOpa3oBarenbHas
wiatdopma FOpaiit [caiit]. — URL.: https://urait.ru/bcode/471504.

6. Crenanosa, JI. I'. Uctopus Poccun. [lpaktukym: yueOHOe mocoOue ajisi CpeHero
npodeccuonansHoro obpazoBanus / JI. I'. CtemanoBa. — MockBa: W3natensctBo FOpaiir,
2022. — 231 c. — (IIpodeccuonanbroe oopazoBanue). — ISBN 978-5-534-10705-0. — Tekcr:
NeKTpoHHBIH  //  OOpazoBarenbHas  miatgopma  FOpaiir  [caiit]. —  URL:
https://urait.ru/bcode/475018.

7. @upcos, C. JI. Uctopus Poccun: yueOHUK Ui cpeHEero npogeccuoHanIbHOTO
obpaszosanus / C. JI. ®upcoB. — 2-e u3., ucnp. u gon. — Mocksa : M3garenscTBo KOpaiit, 2022.
— 380 c¢. — (IIpodeccuonansHoe oOpazoBanue). — ISBN 978-5-534-08721-5. — TekcrT:
anekTpoHHsld  //  OOpazoBatenpHass  miatdgopma  FOpaitr  [caiit]. — = URL:
https://urait.ru/bcode/473749.

3.2.3. lonoJHUTEIbHbIE HCTOYHUKH (NpU HE0OX00UMOCIU)

1. Hosgelimas oteuectBeHHass ucropus XX — Hau. XXI| BB. B 2-x knurax. M.:
«Bnamocy, 2014.

2. http://www.iprbookshop.ru/ — DiekTpoHHO-0HOIMOTEYHAs cHCTEMA

3. http://slovari-online.ru/cat/ucropuyeckuii-ciioBaps/0.htm — CrioBapu

4. http://www.hist.msu.ru/ER/index.html - bubGnuoreka 3IEKTPOHHBIX PECypPCOB
uctopuueckoro ¢pakynprera MI'Y.

5. http://www.iprbookshop.ru/ — DnexTpoHHO-OMOIHOTEUHAS CHCTEMA.

6. http://www.openspace.ru/ - Bcemupras mudposast Oudbanorexa

4. KOHTPOJIb 1 OHEHKA PE3YJIbTATOB OCBOEHUA
YYEBHOW JUCIHUATLIAHBI

Pe3yabTaTsl 00yuyeHus Kpurepun ouenku MeTtoabl OLlEeHKH

Hepeqenb 3HaHHﬁ, 0CBAMBACMBIX B paMKaX JUCIHUIIJIMHBI

OCHOBHBIE HaIlPaBJICHUS «OTIU4HO» - ®opMBI KOHTPOJISI 00y4YeHHUS:
pasutust Poccuu (CCCP) Bo | TeopeTudeckoe JIOMAIIHHUE 3a]IaHUs
BTOPOM NOI0BUHE XX U coAepKaHue Kypca pOoOJIEMHOTO XapaKkTepa;



https://urait.ru/bcode/475018
http://slovari-online.ru/cat/исторический-словарь/0.htm
http://www.hist.msu.ru/ER/index.html
http://www.openspace.ru/

nepBoii uerBepTu XXI BB.;
CYIIHOCTb U IPUYHHBI
JIOKAJIbHBIX, PETMOHAJIBHBIX,
MEXTOCYAapCTBEHHBIX
KOH()JIUKTOB BO BTOPOI
nosiopuHe XX — repBou
yetBepTH XXI B., OllEHUBATh
POJIb CTPaHBI B UX
pa3pelieHuu;

OCHOBHBIE IPOLIECCHI
MOJIMTHYECKOTO U
HKOHOMHUYECKOTO Pa3BUTHS
CTpaHbl U €€ PErMOHOB;
OCHOBHBIC HaIpPaBIICHUS
OTE€YCCTBEHHOM BHEIITHEH
MOJINTUKY C BEAYIIUMHU
MUPOBBIMHU JIEp’KaBaMu,
OOH, HATO, ECu
JIPYTUMU MEXIyHAPOIHBIMH
OpraHU3aLUSIMU;

0 pOJI HAYKH, KYJIBTYPHI U
PEJIUTUN B COXPAaHEHUH U
YKPEIJICHUU OT€UYECTBEHHBIX
HaAIlMOHAJIbHBIX U
rOCYJapCTBEHHBIX
TpaaULIN;

CcoZep>)KaHUE U HA3HAYCHHUE
BAKHEUILNX MPABOBBIX U
3aKOHOJATEIbHBIX aKTOB.

OCBOEHO ITOJIHOCThIO, 0€3
Ipo0EeIIoB, yMEHUs
chOopMHPOBaHEI, BCE
PEyCMOTPECHHBIE
pOTpaMMOil yueOHbIe
3aJIJaHUs BBIOJTHCHEI,
Ka4eCTBO UX BBHITIOJTHCHUS
OLIGHEHO BBICOKO.
«Xopo1ioy -
TEOPETUYECKOE
coJiepKaHue Kypca
OCBOEHO ITOJIHOCTBIO, 0€3
po0esIoB, HEKOTOPHIE
YMEHUS CPOPMHUPOBAHBI
HEJIOCTaTOYHO, BCE
PEyCMOTPCHHBIE
pOTrpaMMOil yueOHbIC
3aJIJaHUs BBIIOJTHCHEI,
HEKOTOPBIC BUJIBI 3a/IaHUH
BBINOJIHEHBI C OIIMOKAMH.
«Y IOBJIETBOPUTEIBHOY -
TEOPETUYECCKOE
coJiepKaHue Kypca
OCBOCHO YaCTHYHO, HO
poOeJIbl HE HOCSIT
CYIIECTBEHHOT O
XapakTepa, He00X0/IMMbIe
yMeHHsI paboThI €
OCBOCHHBIM MaTEPHAJIOM B
OCHOBHOM
c(OopMUPOBaHBI,
OOJBIINHCTBO
MIPETyCMOTPEHHBIX
POrpaMMoil 00ydeHHs
y4eOHBIX 3aJaHui
BBITIOJTHEHO, HEKOTOPHIE
13 BBITIOJTHEHHBIX 3aJaHUN
COJIepIKaT OITUOKH.
«HeynoBneTBOpHTETHHO
TEOpPEeTUYECKOe
coJiepKaHue Kypca He
OCBOEHO, HEOOXOIUMBIE
YMCHHUS HE
c(OopMHpOBaHBI,
BBHITIOJTHEHHBIC yUeOHBIE
3aJJaHus COJEpIKaT rpyobIe
OIITHOKH.

MPAKTUYECKHE 3a/1aHus IO
pabote ¢ nndopmanuei,
JIOKyMEHTaMHU, JINTEPaTypoil;
DopMbI OLICHKHU
pe3yJbTAaTUBHOCTH
o0yueHus:

TpaJuLIMOHHAs cucTeMa
OTMETOK B 0aJliax 3a KaKIyIo
BBINIOJTHEHHYIO padoTy, Ha
OCHOBE KOTOPBIX
BBICTABIIIETCS UTOTOBAs
OTMETKA.

MeToabI OIIeHKH
pe3yabTaToB 00y4eHMUSs:
MOHHUTOPHHT POCTa
TBOPYECKOMN
CaMOCTOSITENIbHOCTH U
HAaBBIKOB IMOJyY€HHUS HOBOT'O
3HAHUS KaXKIbIM
oOydaromumcs,
dbopmupoBaHue pe3yibTaTa
MIPOMEKYTOUHOM aTTecTaruu
10 IUCLMIUIUHE, B TOM YHCIIE
HA OCHOBE CYMMHUPOBAHUS
PEe3yIbTAaTOB TEKYIIETO
KOHTPOJIS.

HepequL YMeHHﬁ, 0CBAMBACMbIX B paMKaxX THCHUIIJINH

bl

OPUEHTHPOBATHCA B
COBPEMEHHOM
3KOHOMUYECKOM,

«OTInYHOY -
TEOPETHIECKOE
coJIepXaHue Kypca

®opMBbI KOHTPOJISI 00y4YeHHS
JIOMAITHHE 33/1aHHS
pOoOJIEMHOTO XapaKTepa;




MOJINTUYECKOU U
KYJIBTYPHOUH CUTYaIluu B
Poccun u mupe;

BBISIBJISITH B3aUMOCBSI3b
OTEUYECTBEHHBIX,
PETHOHANIBHBIX, MUPOBBIX
COLIMATIbHO-3KOHOMHUYECKUX,
MOJIMTUIECKHUX U
KYJIBTYPHBIX IIPOOJIEM;
MIPOTUBOJICHCTBOBATH
nonbITKaM (anbcuduranum
UCTOPUYECKHX (PaKTOB.

OCBOEHO ITOJIHOCThIO, 0€3
po0EeIIoB, yMEHUs
chOopMHPOBaHEI, BCE
PEyCMOTPECHHBIE
pOTpaMMOil yueOHbIe
3aJIJaHUs BBIOJTHCHEI,
Ka4eCTBO UX BBHITIOJTHCHUS
OLIGHEHO BBICOKO.
«Xopo1ioy -
TEOPETUYECKOE
coJiepKaHue Kypca
OCBOEHO ITOJIHOCTBIO, 0€3
po0esIoB, HEKOTOPHIE
YMEHUS CPOPMHUPOBAHBI
HEJIOCTaTOYHO, BCE
PEyCMOTPCHHBIE
pOTrpaMMOil yueOHbIC
3aJIJaHUs BBIIOJTHCHEI,
HEKOTOPBIC BUJIBI 3a/IaHUH
BBINOJIHEHBI C OIIMOKAMH.
«Y IOBJIETBOPUTEIBHOY -
TEOPETUYECCKOE
coJiepKaHue Kypca
OCBOCHO YaCTHYHO, HO
poOeJIbl HE HOCSIT
CYIIECTBEHHOT O
XapakTepa, He00X0/IMMbIe
yMeHHsI paboThI €
OCBOCHHBIM MaTEPHAJIOM B
OCHOBHOM
c(opMHpPOBaHBI,
OOJBIINHCTBO
MIPETyCMOTPEHHBIX
POrpaMMoil 00ydeHHs
y4eOHBIX 3aJaHui
BBITIOJTHEHO, HEKOTOPHIE
13 BBITIOJTHEHHBIX 3aJaHUN
COJIepIKaT OITUOKH.
«HeynoBneTBOpHTETHHO
TEOpPEeTUYECKOe
coJiepKaHue Kypca He
OCBOEHO, HEOOXOIUMBIE
YMCHHUS HE
c(OopMHpOBaHBI,
BBITIOJTHCHHBIC yUeOHbBIE
3aJJaHus COJEpIKaT rpyobIe
OIITHOKH.

MPAKTUYECKHE 3a/1aHus IO
pabote ¢ nndopmanuei,
JIOKyMEHTaMHU, JINTEPaTypoil;
DopMbI OLICHKHU
pe3yJbTAaTUBHOCTH
o0yueHus:

TpaJuLIMOHHAs cucTeMa
OTMETOK B OalTax 3a KaKIyHo
BBINIOJTHEHHYIO padoTy, Ha
OCHOBE KOTOPBIX
BBICTABIIIETCS UTOTOBAs
OTMETKA.

MeToabI OIIeHKH
pe3yabTaToB 00y4eHMUSs:
MOHHUTOPHHT POCTa
TBOPYECKOMN
CaMOCTOSITENIbHOCTH U
HAaBBIKOB IMOJyY€HHUS HOBOT'O
3HAHUS KaXKIbIM
oOydaromumcs,
dbopmupoBaHue pe3yibTaTa
MIPOMEXKYTOUHOM aTTecTalu,
B TOM YHCJI€ Ha OCHOBE
CYMMHPOBAHHUS Pe3yIbTaTOB
TEKYIEro KOHTPOJISL.




Mpunioxenne 2.2

Kk OII cnenuaabHOCTH

46.02.01 JloxymeHTAlIMOHHOE O0ecTeyeHne
ylpaBJieHUs U apXUBOBe/leHUe

PABOYAS TIPOTPAMMA YYEBHOM JUCITATLIAHBI

CI'.02 THOCTPAHHBIN SA3bIK B IPO®ECCHOHAJIBHOM JEATEJIBHOCTH



COJEP)KAHUE

. OBIIASI XAPAKTEPUCTHUKA PABOYEI ITPOT'PAMMBI
YYEBHOU JUCHUTLJIAHBI

. CTPYKTYPA U COJIEP)KAHUE YYEBHOM
TACIATLITAHBI

. YCJIOBUA PEAJIM3AIIMA YYEFHOM JUCITATLIAHBI

. KOHTPOJIb 1 OHEHKA PE3YJIbTATOB OCBOEHU

YYEBHO! JUCLUILTUHBI



1. OBIIASI XAPAKTEPUCTUKA PABOYEM TPOT'PAMMBI
YYEBHOW JUCIHUATLIAHBI

CT'.02 THOCTPAHHBIN A3BIK B MIPO®ECCHOHAJBLHON JEATEJIBHOCTH

1.1. MecTO JUCUMILIIMHBI B CTPYKTYpPe OCHOBHO# 00pa30BaTe/IbHOM NMPOrpaMMbl:
VYuebnas nucrummnaa CI.02 MHOCTpaHHBIN A3BIK B MPO(ECCHOHATBHON EATEIIbHOCTH
ABISCTCA  O0S3aTENIbHOW  YacThi0  COLMAIBbHO-TYMAaHUTAPHOI'O IMKJIA 00pa3oBaTelbHOM
nporpammsel B coorBeTcTBUM ¢ PI'OC CIIO no cnenuansHoctH 46.02.01 JlokymeHTannoHHOE
o0ecrieyeHue ynpaBieHHs M apxuBoBelgeHHe. Oco0oe 3HaueHUE IUCLUIUIMHA HMMEeT NpHU

dopmupoBanuu u pazsutur OK 01, OK 02, OK 04, OK 05, OK 09.
1.2. leab ¥ IuIaHMpyeMble Pe3yJbTAThI 0CBOEHUS TUCHMIIUHBI:
B pamkax nporpamMmbl yueOHON UCIUTIIMHBI 00yYaIOIIMMICS OCBAaUBAIOTCS YMEHHUS H

3HAHUS
HII((,O?)K YMmenus 3Hanus
OK 01, [MIOHUMATH OOIIHI CMBICII YETKO npaBujIa MOCTPOCHUS IIPOCTHIX U
OK 02, MIPOU3HECEHHBIX BBICKA3bIBAHUIN HA CJIO’KHBIX MPEIJIOKEHUN HA
OK 04, po¢eCCHOHAIbHBIC OBITOBBIE TEMBI, npodecCHOHAIIbHBIE TEMBI,
OK 05, MOHMMATb TEKCThI Ha Oa30BbIE U OCHOBHbIE 00111eyTIOTPEOUTENbHbIE
OK 09, poeCCHOHAIBHBIC TEMBI; riarosibl (ObITOBas U
K 1.1, CTPOUTH NMPOCTHIC BHICKA3BIBAHUS O npoecCuOHAbHAS JICKCHKA),
[IK 1.2, cebe 1 0 cBoel mpodecCuoHAIbHON JIEKCUYECKUI MUHUMYM, OTHOCSIIUICS
IIK 1.4, JeITEeIILHOCTH, K ONKMCAHUIO IPEAMETOB, CPEACTB U
IIK 1.7 y4acTBOBATh B IMAJIOTax Ha OOIIHE U MIPOIIECCOB MPOGECCHOHATHHOM

PO EeCCHOHAIbHBIC TEMBI;

KpaTKo 00OCHOBBIBATh U OOBSICHATH
CBOH JICHCTBUSI;

IHUCaTh MPOCThIE CBA3HBIE COOOLIEHHUS
Ha 3HAKOMBIE WJIM HHTEPECYIOIINE
npodeccuoHaIbHbBIE TEMBI;

BecTH Oecenly (BKItouas TeneoHHbIE
HeperoBOpbl) Ha UHOCTPAHHOM SI3bIKe
Ha MMOBCETHEBHBIC
npodeccuoHaIbHbIE TEMBI;
BCTPEUYATh MOCETUTENEH;
OCYILECTBIISATh TPEBEN-TIOIEPKKY
JIETTOBBIX MOE3/I0K;

BECTH MEPENUCKY HAa UHOCTPAHHOM
SI3BIKE.

NeSTeTbHOCTH;
O0COOCHHOCTH MPOU3HOIIECHHUS CIIOB;
MpaBUJia YTCHUS TEKCTOB
npohecCUOHATBHON HAMIPABIEHHOCTH;
(dbpasbI-KiuIIe A1 BeIeHus 0ece/bl 1
NEPENUCKU Ha NHOCTPAHHOM S3BIKE;
0COOEHHOCTH TIEPEBO/Ia JOKYMEHTOB C
WHOCTPAHHOTO SI3bIKA;

MpaBujia OpraHU3aINK MprueMa
MIOCETUTEIIEH;

MOPSAIOK MOJTOTOBKH JI€JIOBOM
MOE3/IKHU.

2. CTPYKTYPA U COJAEP)KAHUE YUYEBHOM JUCIUILINHBI

2.1. O0beM yueOHOH JMCUMIIMHBI M BUAbI Y4eOHO0# padoThl

Bup y4yedHoii padoTsl

O0neM B yacax

O6bem 006pa3oBaTeIbHON NPOorpaMMbl Y4eOHON AUCIUTUINHBI 100

B T.4. B ()OpME MPAKTHUUECKOM MOATOTOBKH

BT. 4.

TEOPETHUYECKOE 00yUECHUE -
MPAKTUYECKHE 3aHSATH 100
IIpomexyTouHas aTTecTalus 13




2.2. TemaTn4yecKuil IUVIaH U coJep:KaHue YUeOHOM TMCUMILTHHBI

Konanl
KOMIeTeHIH i
O0beM, ak. 4. / 1
H JINYHOCTHBIX
B TOM 4YHUCJI€
pe3yJbTATOB
HaumeHnoBaHnue B hopme
Coaeprxanue yueOHOro Mmareprasia u GopMbl OPraHU3aNMH 1eSITeIbHOCTH 00y4a0IINXCS . | ¢opMupOBaHHIO
pa3iesioB U TeM NPaKTH4YeCcKOi
KOTOPBIX
MOJATOTOBKH,
crnoco0cTByeT
aK. 4.
3JIEMEHT
NPOrpaMMBbl
Paznen 1. OcHoBHOII KypcC 50
Tema 1.1. Coaep:xanue yueOHOro MaTepuaJia OK 01, OK 02,
AHTIMHCKH 3HaueHUE aHTJIMICKOTO SI3bIKa B COBPEMEHHOM o011ecTBe. COIMabHBIN aHTITHACKHUH. OK 04, OK 09,
SI3bIK B AHIIIHACKHN S3BIK [T I€JI0BOTO OOIIeHHs. 3HAKOMCTBO C MapTHepaMu 1o 6u3Hecy. BHenmHmit 8 K 1.1, 1K 1.2
COBPEeMEHHOM BU/J] U JINYHbBIE KAUECTBA CEKpeTaps.
odurecTBe. I'pammartuueckuii Mmatepuai. I'marossl to be, to have (got), there is/are. Mectroumenus. ApTHKIIH.
B ToM 4mc/ie NpaKTHYeCKUX 3aHATHI 8
IIpakTnyeckoe 3ansiTe Ne 1 3HaueHHne aHIIIMICKOTO SI3bIKa B COBPEMEHHOM OOIIECTBE. 9
CounanbHbIN aHTTTMHACKUI.
IpakTuyeckoe 3ansaTHe Ne 2 AHTTIMICKUH S3BIK IS JCIIOBOTO OOMIEHUs. 3HAKOMCTRBO C 5
napTHepamMH 1o Ou3Hecy.
IpakTnyeckoe 3ansaTue Ne 3 BHenHuii Bua cexperaps.
IpakTuyeckoe 3ansiTue Ne 4 JIluunbie kKauecTBa CEKpeTaps.
Tema 1.2. Copepxanue yueOHOro MmaTepuasa OK 01, OKO02,
CTpaHbl 1 AHTIIOS3BIMHBIE CTPAHBI K MX CTOJIHMIBL. [lonuTraeckuii cTpoii BenmukoOpuranumy. 18 OK 04, OK 09,
0oJbIIMe HocronpumeuarensHocty JIonaoHa. [lonutnaeckuit crport Poccuu. JloctonprumedareabHOCTH IK 1.2, 11K 1.4

ropona.

MockBbl. Moii poJIHOM TOpPO/I.




I'pammatuueckuii Mmatepuai: [IpuTskaTenbHbIN Nafek CYIIECTBUTEIbHBIX. MHOKECTBEHHOE
YHCIIO CYIIECTBUTEIBHBIX. APTHKIIH ¢ TeorpadudecKuMu HazBaHUsAMU. [IpocToe HacTosiee,
npoiesiee u Oyaymiee Bpems.

B ToM yuncie NMPAKTUYIECCKUX 3aHATHH

IIpakTnyeckoe 3ansaTue Ne 5,6 Crpansl Mupa. AHTJIOA3BIYHBIE CTPAHBI M UX CTOJIHIIBI.

IIpakTuyeckoe 3ansaTue Ne 7,8 [Tonmutuueckuii crpoit BenmukoOpuranum.

IIpakTuyeckoe 3anaTue Ne 9 JfoctonpumeuarenbHocT JIoHAOHA.

IIpakTnyeckoe 3ansiTue Ne 10,11 [Tonmutnueckuii crpoit Poccun.

IMpakTuyeckoe 3ansaTue Ne 12 JlocronpumMedarenbHOCTH MOCKBBI.

IIpakTuyeckoe 3ansaTue Ne 13 Moii posiHoii ropo.

NN IN P>

Tema 1.3.

Mos Oynymasi
npodeccus.

Coaep:xxanue yueOHOro MaTepuaJia

[Tpodeccuu u kapbepHBINA POCT. JJOMIKHOCTHBIC 00SI3aHHOCTH CEKpeTaps. Y CTPOMCTBO Ha padoTy.
Hanucanue pe3rome U CONpoOBOIUTENBHOTO NEchbMa. [I0Ar0TOBKA U IPOXOXKACHHE
cobecenoBaHuUs.

['pammatudeckuii Mmatepuai: Mecroumenus SOMe, any, no, much, little, many, few. Ilpocroe
MpOLLIE/IIee BpEMSI.

18

B ToM yucae MNPaAKTHYIE€CKHUX 3aHATHH

[EEN
oo

IIpakTuyeckoe 3ansaTue Ne 14 [Ipodeccun u kapbepHBbIil pocT.

IIpakTuyeckoe 3ansaTue Ne 15 JlomxHOCTHBIE 003aHHOCTH CEKpeTapsi-aIMUHUCTPATOPA.

IIpakTuyeckoe 3ansaTue Ne 16 /lomxHOCTHBIE 003aHHOCTH CEKpeTapsi-IeI0NPOU3BOIUTENS.

IIpakTuyeckoe 3ansaTue Ne 17 JlomxHOCTHBIE 00sI3aHHOCTH CEKpETapsi pyKOBOIUTEIS.

IpakTuyeckoe 3auaTue Ne 18 Opranuzamnus pabodero Mecra ceKperaps.

IIpakTnyeckoe 3ansaTue Ne 19 Oducnoe obopynosanue. OducHble NpUHAISKHOCTH.

IIpakTuueckoe 3ansaTue Ne 20 YcrpoiicTBo Ha paboTy.

IMpakTnyeckoe 3ansaTue Ne 21 Harmcanue pe3roMe U COMPOBOTUTEIHHOTO TIHCHMA.

IMpakTuyeckoe 3ansaTue Ne 22 [ToaroroBka u MpoXoXKICHHE COOSCEIOBAHMUS.

NININININININIDNIDN

OK 01, OK 02,
OK 04, OK 05,
OK09,IIK 1.1,
K 1.7




Tema 1.4.
B otedte.

Coaep:xanue yueOHOro MaTepuaJia
Tunsl oteneit u yciyru, KOTopble OHM IpeaaratT. Tumnsl HomepoB. bpoHupoBaHnue HoMepa B
oTeJe.

B pecropane. Tpagunuonnas eqa B CHIA, BenukoOpuranuu u Poccun.

I'pammarnueckuit matepuai: [Ipunarounsie ycinoBus U BpeMeHH. [IpunararenpHbie 1 Hapeyus.
Crenenu cpaBHEHU IPWIATaTEIbHBIX U HAPCUUH.

14

B ToM 4uncae NMPAKTUYIECKUX 3aHATHH

IpakTuyeckoe 3ansaTue Ne 23,24 Tunsl oTeNel U YCIYTH, KOTOPHIC OHU MPEIATAOT.

IpakTuyeckoe 3ansaTue Ne 25 Tumnbsl HOMepoB. bpoHUpOBaHWE HOMEpa B OTEJIE.

IIpakTuyeckoe 3ansaTue Ne 26 bponupoBanue Homepa B OTele.

IIpakTuyeckoe 3ansaTue Ne 27 B pectopane.

IpakTnyeckoe 3ansaTue Ne 28 Tpanunmonnas ena B CILIA u Benukobpuranuu.

IpakTnyeckoe 3ansaTue Ne 29 Tpanunmonnas ena B Poccun.

NININIDNIN| D

OK 01, OK 02,
OK 04, OK 05,
OK 09,IIK 1.1,
IIK 1.2

Tema 1.5.
IIyremecrBus.

Coaep:xxanue yueOHOro MaTepuaJia

[Tyremectsus. Buasl Tpancnopra. [lyremectue Ha camonere. bpoHupoBanue 611eTOB Ha
camoznet. B asponopry. [lyremectsue Ha noezne. Moe nyremecrsue. Opranuzanus AeI10BON
MTOE3IKH.

I'pammaTuueckuii Matepuain: Hacrosiee, npomienmiee, Oyayiiee Npoa0KEHHOE BpeMsl.
Bripaxkenue to be going to do. ITpemnoru.

18

B ToM 4nciie NPpAKTHYECKHUX 3aHATHH

IpakTnyeckoe 3ansaTue Ne 30 [Tyremectus. Buapl Tpancmopra.

IIpakTuueckoe 3ansitue Ne 31 [TyremectBue Ha moesne.

IIpakTnueckoe 3ansaTue Ne 32 [IyremecTBue Ha caMoJIeTe.

IIpakTuueckoe 3ansaTue Ne 33 B aspomnopry.

IpakTuyeckoe 3ansaTue Ne 34,35 bpornpoBaHue OHMIETOB Ha CAMOJIET.

IIpakTnyeckoe 3ansaTue Ne 36 Moe myremiectsue.

IIpakTnyeckoe 3ansaTue Ne 37,38 Opranusanus AeI0BOH MOE3AKH.

AN IDNDNIDNDNIDNIDN

OK 01, OK 02,
OK 04, OK 05,
OK 09,TIK 1.1,
K 1.4,IIK 1.7




Tema 1.6.
KoMnanuu n ux
CTPYKTYpAa.

Coaep:xanue yueOHOro MaTepuaJia

Kommepueckue oprannzanuu. Mcropust komnanuu. Ctpykrypa komnanuu. [IpesenTtanus
KOMIIaHUH.

['pammaruueckuit matepuain: Moganbhbie riarossl. Hactosiee, npoieniiee, Oyayiee
3aBeplleHHOe BpeMs. Hacrosmiee 3aBepiuieHHOE NPOAOIKEHHOE BPEMSL.

15

B ToM yuncie NMPAKTUYIECCKUX 3aHATHH

IpakTuyeckoe 3ansaTue Ne 39 Kommepueckre opraHuzanuu.

IIpakTuyeckoe 3anaTue Ne 40,41 Mctopust KOMIIaHUH.

IIpakTnueckoe 3ansaTHe Ne 42,43 CTpyKTypa KOMIIAHUH.

IIpakTyeckoe 3anaTue Ne 44,45 [IpeseHTanysi KOMIIaHUU.

AN

CamocrosiTesibHasA padoTa 00yYarOLIUXCs
IToaroToBUTH MpE3eHTALN KOHKPETHOW KOMIIAHUH — UCTOPUS, IPOAYKLHS, CTPYKTYpa.

OK 01, OK 02,
OK 04, OK 09,
K 1.2

Paznen 2. UHocTpaHHBIN SI3BIK /1JI51 1€JI0BOT0 OOIIEHHS.

50

Tema 2.1.

JlenoBas
nepenucka.

Coaep:xxanue yueOHOro MaTepuaJia

[Tonsitue «enoBas nepenucka». CTUIU U BUIBI uceM. Opa3bl-KIUIIE AJIs JEIOBBIX MTHUCEM.
3anpoc, OTBET Ha 3a1poc, NPEeAIOKEHUE, MUChbMO-pekyiaManus. [lucbma ayg opranuzanuu
JIEJI0BOM MOe3KU. DIEKTPOHHBIE TUChMA.

['pammaTnueckuii Matepuan: CtpasaTenbHbIN 3aJ10T.

19

OK 01, OK 02,
OK 04, OK 05,
OK09,IIK 1.1,
K 1.7

B ToM 4nciie NPpAKTHYECKHUX 3aHATHH

IIpakTnueckoe 3ansiTue Ne 46 [Tonstue «/lenoBas nepenuckay.

IIpakTuyeckoe 3ansaTue Ne 47 CTUIN ¥ BUABI THCEM.

IpakTnyeckoe 3ansaTue Ne 48 dpas3pl-KiIHIIe IS JETOBBIX THCEM.

IIpakTnyeckoe 3ansTue Ne 49 3anpoc.

IIpakTnyeckoe 3ansTue Ne 50 OTBer Ha 3armpoc.

IMpakTuueckoe 3ansitue Ne 51 [pennoxenue.

IpakTuyeckoe 3anaTue Ne 52 [TuceMo-pexiamarusi.

NININININIDNIDN




IIpakTnyeckoe 3ansTue Ne 53 [TrceMa JUIst OpraHU3aluy 1€TOBON MOE3IKH.

IIpakTuyeckoe 3ansiTue Ne 54 DeKTPOHHBIC MHChMA.

CamocrosiTesbHAasi padoTa 00y4ar0IMXcs
CocTaBuTh NMCHMA - 3aIIPOC, OTBET Ha 3aIpOC, MHCbMO-PEKIaMAIIUIO 10 33JaHUIO.

Tema 2.2.

JleaoBasn
BCTpeya.

Conep:kanue y4eOHOT0 MaTepuaJia

I[CJ'IOBEU[ BCTpEUa. BricTaBxu n SApMapKHu. VyacTtue KOMITaHUH B BEICTaBKE. IICJ'IOBBIC IIEPETOBOPLI.

IIpuem noceruresnen.
I'pammaruueckuii matepuan: CoriacoBaHue BPEMEH.

18

OK 01, OK 02,
OK 04, OK 09,
IK 1.1, I1IK 1.2

B ToM uuncae MPAKTUYIECCKUX 3aHATHH

IIpakTuyeckoe 3anaTue Ne 55 Llens genoBoit Berpeun. Opasbi-KIuIie.

IIpakTuyeckoe 3ansaTue Ne 56,57 BoicTaBku U ipMapKH.

IIpakTuyeckoe 3anaTue Ne 58,59 Yuactue koMIaHUH B BBICTAaBKE.

IpakTuyeckoe 3ansaTue Ne 60,61 JlenoBsie meperoBopsI.

IpakTuyeckoe 3ansaTue Ne 62 [IpaBuia npuema moceTuTenei.

IIpakTuueckoe 3ansaTue Ne 63 [Ipuem nocetutenei.

NN IDN

Tema 2.3.
Benenue
TeJie(POHHBIX
1eperoBopos.

Conep:xanue yueOHOro MaTepHaJia.

[TpaBuna BeaeHus TenedoHHBIX neperoBopoB. dpassi-kiuile. [TprueM 3BOHKOB B OTCYTCTBUH
pyxoBoauTensa. HazHaueHue u nepeHoc BCTped.

FpaMMaTI/I‘IeCKI/Iﬁ MaTcepHral: KocBennas pCYb.

12

OK 01, OK 02,
OK 04, OK 09,
K 1.1

B ToM yuciae MPAKTUYIECCKHUX 3aHATHH

IIpakTnyeckoe 3ansiTue Ne 64 [IpaBuiia BeieHus Teae(OHHBIX IEPETOBOPOB.

IIpakTnyeckoe 3ansaTue Ne 65 dpaspi-Kiuie.

IMpakTuyeckoe 3ansaTue Ne 66,67 [Ipriem 3BOHKOB B OTCYTCTBUU PYKOBOJIHUTEIIS.

IMpakTuyeckoe 3ansaTue Ne 68,69 Haznauenue u mepeHoc BCTpey.

HpOMe)KyTO'-IHaﬂ aTrecranus

NP IN|DN

Bcero:

100




3. YCJIOBUA PEAJIN3AIIMM YYEBHOM TUCHUILIVHBI

3.1. Jlns peanu3anuu mporpamMMmbl y4eOHOH AMCIUIUIMHBI MPEITyCMOTPEHBI CIIETYIOIIHE
CriellMaibHbIe TOMEIICHU:

Kabuner «MHOCTpaHHOTO s3bIKa B MPO(ECCHOHAIBHON NesITETbHOCTH Y, OCHALIICHHBIH:

o0opynoBaHueM: paboyee Mecto npenoaasaress, ocHauieHHoe [IK n1m6o HoyTOykoMm ¢
munen3noHHbIM [10, paboune mMecTa 1Mo KOJIMUECTBY 00yJaroImuXcs;

TEXHUYECKMMHU CPEJCTBaMU OOYUYEHHMs: TEJIEBHU30D, JMO0 MYJIbTUMEIAUNHBINA IPOEKTOP C
HKpaHOM, MO0 MHTEPAKTUBHAS JIOCKA, KOMIUIEKT MPE3CHTAI[HOHHBIX MAaTEPUAIOB TI0 TEMAaTUKE
JUCLUTUIMHBL.

3.2. UnpopMmannoHHOe obecnedeHne peajn3alui NPOrpaMMbl

Jisa peanuzanuu MporpaMMbl OUONIMOTEUHBINH (GOHI 00pa3oBaTEeNbHON OpraHu3aluu
UMEeT IeYaTHBIC W/WIIM 3JIEKTPOHHBIC 00pa3oBaTelIbHBIC W MH(POPMAIIMOHHBIE PECYPCHI, IS
UCIIONIb30BaHusl B oOpazoBaTenbHOM mporiecce. [lpu dopmupoBanun 6ubnmuoreuynoro ¢onua
00pa3oBaTeNbHONM OpraHu3aleld BHIOMPAETCS HE MEHEE OJHOr0 HM3JIaHUS M3 MEePEeUUCICHHBIX
HUKE TEeYaTHBIX U3JaHUM M (WJIM) DJIIEKTPOHHBIX M3JaHUN B Ka4eCTBE OCHOBHOIO, MPHU ITOM
CIIUCOK, MOKET OBITh JOIMOJIHEH HOBBIMU M3JaHUSIMH.

3.2.1. OcHoBHbIE MeYATHLIE U3IAHUS

1. KomecuukoBa H.H., Jlanmnosa I'.B., leBsatkuna JI.LH. AuHrnuiickuii S3bIK s
menemkepoB = English for Managers: yde6Hoe mocoOue Juist CTYJICHTOB YUPEKICHUI CPETHEro
npodeccuoHaabHOro oopasoBanus. — 12-e uzn., crep. — M.: M3narenbckuii HEHTp «AKaaeMus»,
2019. — 304 c. ISBN 978-54468-8079-9

2. Xapuenko M.I'., ManaxoBa E.b. Amnrmumiickuil s3plk. YdeOHOe mocobue 110
(OpMHUPOBAHUIO MPAKTUYECKUX HABBIKOB BEJCHMUS JI€JI0BOM MEpENuCcKU: yueoHoe rmocodue. — M.:

KHOPVYC, 2022. — 142 c. — (bakanaspuar). ISBN 978-5-406-07919-5
3.2.2. lonoJHUTEIbHbIE HCTOYHUKH

1. Anppuenko A.C. Business English : yue6Hoe mocobue. — PoctoB-Ha-/lony: Taranpor:
NznarensctBo FOxHOrO (henepansHoro ynusepcureta, 2019. — 146 c. ISBN 978-5-9275-3131-8

2. ManbkoBckas 3.B. AHMIHIACKHI SI3BIK B CHTYAITUSX IIOBCEAHEBHOTO JIEJIOBOTO OOIICHUS
yuebHoe mocobue. — M.: MHOPA-M, 2022. — 223 c. — (Cpeanee mnpodeccuoHanbHoe
obpazoBanue). ISBN 978-5-16-014149-7 (print) ISBN 978-5-16-107175-5 (online)

3. llenoBoe anMuHHUcTpHpoBaHue: Business Administration (BUpTyaibHbIH MPaKTUKYM).
VYposens oOpazoBanus: [Ipodeccun cpeanero mpodeccuoHaTbHOTO 00pa3oBaHUA. APTHKYI
uznanus: 601619101, Buna uznanus: DneKTpoHHOE yueOHOE U3IaHuE

4. Kaszaposa E.M. Test Your Business English Secretarial (TecroBsie 3amanust s
NPOBEPKH 3HAHUS JIGKCUKU TI0 CIEUUATBHOCTH MEHeKep oduca) [DIeKTpOoHHBIH pecypc]:
MeToIIecKoe mocodue. — 3-¢ u3 ., 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

6. Planet of English: y4eOnuk anrmmiickoro s3bika s CIIO/ Beskoposaitnas I'. T.,
Koiipanckas E. A., Cokonosa H. 1., Jlapuk I'. B. — M.: U1 Akanemus, 2017. — 256 c.

7. AHTIMHACKUI SI3BIK U KoJUTe/pkei: yaeonoe mocodbue mms CIIO / T.A. KapmoBa. —
Mocksa: KHOPVYC, 2016. — 281 c.

8. AHTIIMIICKUH SI3BIK JJIs1 SKOHOMHYECKHMX crienuanbHocTeil: yueOnuk / A.Il. T'omyGes,
N.b. CmupnoBa, H.A. Kadraitnosa, E.B. MonaxoBa. — M.: KHOPVYC, 2016. — 396¢. — (CIIO)


https://academia-moscow.ru/authors/detail/45017/
https://academia-moscow.ru/authors/detail/45018/
https://academia-moscow.ru/authors/detail/45019/
https://academia-moscow.ru/catalogue/4840/443765/
https://academia-moscow.ru/catalogue/4840/443765/

9. Planet of English. Social&Financial Services Practice Book. Auriumiickuii s3bIK.
[Tpaktukym mis npodeccuid U CeNMHaIbHOCTEH coluanbHO-3KoHOMHI4Yeckoro mpoduis CI1O/
JlaBpuk I'.B. — M. 111 Akanemus, 2016. — 96 c.

10. Deanc B, Hdymu Ix, Grammarway 2. W3nareascrBo EXpress Publishing, 2016. —

532 c.

11. www.macmillanenglish.com - uaTepHET-pecypc ¢ IPaKTHYECKHMMU MaTepHaIaMH ISt
(bOpMHUPOBAHHUS ¥ COBEPIIIEHCTBOBAHUS BCEX BUIO-PEUEBBIX YMEHHIA U HABBIKOB.

4. KOHTPOJIb U OLIEHKA PE3YJIbTATOB OCBOEHUSI
YYEBHOM JUCHUILINHEI

Pe3ysabTarsl 00yyeHus

Kpurepun oueHku

MeTtoabl OLIEHKH

Hepeqeﬂb 3HaHHﬁ, 0CBAMBACMbIX B paMKax JUCHHUIIJIUHBI

MIpaBUJIa OCTPOCHUS MTPOCTHIX U
CJIOKHBIX MPEATIOKEHUN Ha
npodeccHnoHATLHBIC TEMBI,

OCHOBHBIE 00IIEYIOTPEOUTETHHBIE
riaroJiel (ObITOBas U
npodeccrnoHabHAS JICKCUKA);
JIEKCUYECKUH MUHUMYM, OTHOCSILIUKACS
K OMUCAHMIO MPEIMETOB, CPEICTB U
MIPOLIECCOB MPOQPECCHOHATBHON
NeSTCIILHOCTH,

0COOEHHOCTH MPOU3HOIIEHUS CJIOB;

MpaBUJia YTCHHS TEKCTOB
npodeccnoHanbHOM HAMIPaBIEHHOCTH;
(dbpasbI-KIuIIe A5 BeIeHUus 0ece/bl 1
MEPENUCKN Ha HHOCTPAHHOM SI3BIKE;
0COOEHHOCTH TIEPEBO/Ia JOKYMEHTOB C
WHOCTPAHHOTO SI3bIKA;

MpaBujia OpraHu3aluy npuemMa
TOCETHUTEIIEH;

MOPSAIOK MOJATOTOBKH JI€JIOBOM
MOE3/IKH.

YPOBEHBb OCBOCHUA
y‘Ie6HOFO MaTcpHraia,

YMEHHUE HCI0JIb30BaTh
TEOPETUYCCKUE 3HAHUS
U TMIPAKTHYECKUE
YMEHUS TIpU
BBINTOJIHCHUH

PO eCCHOHATBHBIX
3ajay;

YPOBEHB
c(OpMUPOBAHHOCTH
0o0ImMX 1
npodeccuoHaNbHBIX
KOMIIETEHIIUH.

Onenka pe3yabTaToB
BBIMIOJTHEHUS
IPAKTUYECKUX padoT.
OreHka pe3yabTaToB
YCTHOTO ¥ MUCbMEHHOTO
orpoca.

OreHka pe3yabTaToB
TECTUPOBAHUSI.

OreHka pe3yabTaToB
CaMOCTOSITENTbHOM
paboTHI.

OreHka pe3yabTaToB
BBITIOJTHEHHSI IOMAIITHUX
3alaHUM.

Hepeqeﬂb yMeHHﬁ, OCBAaMBACMbIX B paMKax JUCHUIIJIUHDBI

MIOHUMATh OOLIHI CMBICI YETKO
MIPOM3HECEHHBIX BHICKA3bIBAHUN Ha
npo¢eCcCuOHATbHBIC OBITOBHIE TEMBI,
IIOHUMATh TEKCTHI Ha 0a30BBIE U
npodeccruoHaIbHBIE TEMBI;

CTPOUTH MPOCTHIE BHICKA3bIBAHUS O
cebe 1 0 cBoel mpodeccuoHaTbHON
NesTeNbHOCTH;

y4acTBOBaTh B AMANIorax Ha oOuue u
npodeccuoHabHBIC TEMBI,

JIEMOHCTPALIUS YMEHUS
TMIOIOJIHATH CJIIOBAPHBIN
3amnac u
CaMOCTOSTEIIBHO
COBEPILECHCTBOBATh
YCTHYIO U TUCbMEHHYIO
peus;

JIEMOHCTPALMS YMEHHUS
OIIPEIEIATH CBOIO
MTO3ULIMIO U U3J1araTh

OIICHKA Pe3yJIbTaTOB
BBITIOTTHEHUS
MPaKTUYECKUX padoT;
OIICHKA PE3YJIHbTATOB
YCTHOTO ¥ MUCHbMEHHOTO
oTpoca;

OIICHKA PE3YJIHbTATOB
TECTUPOBAHUS;

OIICHKA PE3YJIbTATOB
CaMOCTOATEIIbHOMN
paboTHI,




KpaTKo 0OOCHOBBIBATh U OOBSICHATH
CBOH JICHCTBUSI,

MMCaTh MPOCTHIE CBS3HBIE COOOIICHUS
Ha 3HAKOMbIE WJIM UHTEPECYIOIINE
npodeccuoHanbHbIE TEMBI,

BecTH Oeceny (BKiIrOUas TeineOHHBIC
MIEPETOBOPBI) HA HHOCTPAHHOM SI3BIKE
Ha TIOBCETHEBHBIE U
npodeccroHabHBIC TEMBI,

BCTpEYaTh IIOCETUTEIICH;

OCYILIECTBIISTH TPEBEI-TIOACPKKY
JIEJIOBBIX MOE3/10K;

BECTHU IMEPENUCKY Ha HHOCTPAHHOM
SI3BIKE.

CBOHM MBICJIM Ha
HHOCTPAaHHOM A3bIKC,

JIEMOHCTpAIHs YMEHHUS
001IaThCsl YCTHO U
HNHCEMEHHO Ha
HHOCTPAaHHOM A3bIKC Ha
npodeccruoHaIbHbIE
TEMBI;

ACMOHCTpalunsa YMCHHUA
OIMCBHIBATh 3HAYUMOCTh
cBoel mpodeccuu Ha
MHOCTPAHHOM SI3BIKE.

OIICHKA PE3YJIbTaTOB
BBIIIOJIHEHHS JTOMAIITHAX
3aJIaHuM;

OIICHKA PE3YJIbTaTOB
MIPOBEICHHOTO YK3aMEHa.




Mpuiaoxenne 2.3

Kk OII cnenuaabHOCTH

46.02.01 JloxymeHTAlIMOHHOE O0ecTeyeHne
ylpaBJieHUs U apXUBOBe/leHUe

PABOYAS TIPOTPAMMA YYEFHOM JUCIATIIAHBI

Cr'.03 BE3OITACHOCTD ’KUBHEJAEATEJABHOCTH



COJEP)KAHUE

. OBIIASI XAPAKTEPUCTHUKA PABOYEI ITPOT'PAMMBI
YYEBHOU JUCHUTLJIAHBI

. CTPYKTYPA U COJIEP)KAHUE YYEBHOM
TACIATLITAHBI

. YCJIOBUA PEAJIM3AIIMA YYEFHOM JUCITATLIAHBI

. KOHTPOJIb 1 OHEHKA PE3YJIbTATOB OCBOEHU

YYEBHOU JUCHUTLIAHBI



1. OBILIASI XAPAKTEPUCTHKA PABOUE# TPOIPAMMBbI
YYEBHOM JUCHUILINHEI
Cr.03 BE3OIIACHOCTD KU3HEJESITEJIbHOCTH

1.1. MecTO JUCUMILIIMHBI B CTPYKTYpPe OCHOBHO# 00pa30BaTe/IbHOM NMPOrpaMMBbl:
VYuebnas qucuurinaa CI.03 be3onacHOCTh JKU3HEIEATEIBHOCTH SIBISIETCS 00513aTeNbHOM
YacThl0 COLMAIbHO-TYMAaHUTAPHOTO IMKJIa O0pa3oBaTeIbHOW MPOrpaMMbl B COOTBETCTBHH C
@I'OC CIIO mo crenuansHocTH 46.02.01 JlokyMeHTalmoHHOE OOECIIEUeHHE YIpaBICHHUS U
apXUBOBEJCHHUE.
Ocoboe 3HaueHne TUCHUILTUHA UMeeT pu popmupoBanuu u pazsutun OK 01, 02, 04, 07.
Leap 1 niianupyemblie pe3yJibTAThl 0CBOEHUS AU CUMIJIMHBI:
B pamkax mporpaMMmbl y4eOHOW TUCIUIUIMHBI OOYYAIOIIMMHUCS OCBAUBAIOTCS YMEHUS
Y 3HaHUs
Kon YMmenust 3nanus
IIK, OK

OK 01 pacmo3HaBaTh B MPOo(hecCHOHATLHOM | aKTyalbHBIH npodeCCUOHAIbHBIN
U COIMAJILHOM KOHTEKCTE 3aJaudl W/WiIH | U COLIMATIbHBIN KOHTEKCT
po0OJIeMbl, OTHOCSIIIMECS K KPYTY 3a[a4 | MoJAepKaHusl O€30MacHbIX YCIOBUH
127070171 npobsem HOAJEPKAHUS | KUZHEAESITEIbHOCTH, B TOM YHUCIIE IPU
0e30MmacHbIX ycnoBuil | Bo3HukHoBeHuu YC;
JKU3HEJCATEIIbHOCTH, B TOM YHUCIIE NPU | OCHOBHbIE HCTOYHUKU HH(pOpMaLUu
Bo3HUKHOBeHuHU YC; u pecypchl TUIS pelieHus
aHAM3UpPOBaTh  337ady W W/WIHK | 3a7a4  oOecriedeHuss OE30MaCHOCTH
po0OJIeMbl, OTHOCSIINECS K IPEAMETHON | )KU3HEAEATEeIbHOCTH B
obnactu 0€30MacHOCTH | MPOPECCUOHAIBHOM M COIIMAIbHOM
KU3HEJEATEIBHOCTH, KOHTEKCTaX: MPUHIUIBI, TMpaBWiIa U
Y BBIJICTISITh COCTABHBIC YaCTH MTOJIO0HBIX | TpeOOBaHUsI 0€30MMacHOTO TOBEACHUS,
3aja4 /i npooiem; 3aIUTBl  OT  ONAcHOCTeW  MpH
BBIABIATE U 3(P(EKTUBHO  HMCKATh | OCYILIECTBIEHUH MNpPOo(hecCHOHAIbHOM
uHpopMalno,  HeoOxonumyro Ui | aearenbHoctd U B UC;

pelieHus  3a1a4  W/uaIM  [pobieM | pusHorIoruyeckue NOCIIEACTBHUS
nojajepkaHusi  0e30macHbIX  YCJIOBHM | BO3AEHCTBUS Ha yenoBeKa
KU3HEJEATEIBHOCTH, TPaBMHUPYIOLIUX, BPE/IHBIX U
B TOM 4Hclie IpyU Bo3HUKHOBeHUU YC; nopaxxaromux (pakTopos;

COCTABJIATH IIJIaH ACHUCTBUM, ONPEIEIATh | AITOPUTMBI U INIPUEMBI  3AILUTHI
pecypchl, IMPOrHO3UPOBATh PE3yJbTaThl | YEIOBEKA U Cpelabl OOUTaHHS OT
pealM3allud  COCTABJIEHHOIO  IUIAHA | HEraTUBHOrO Bo3zaeiicTBus npu YC;
noajep>kaHusi  0€30MacHBbIX  YCJIOBHM | alTOPUTMBI M MPHEMbl  JIEHCTBUI
KHU3HEIEATEIbHOCTH, B TOM YHCJE IpH | 10 rpaxkaaHckoit obopone u B UC;

Bo3HUKHOBeHNH YC; OCHOBBEI obecreyeHus BOCHHOM
BIQJIETh  CIOCOOHOCTHIO MPUHUMATH | O€30MacHOCTH  rocyaapcTBa (s
perieHus o 1IeJIECO00Pa3HBIM | FOHOIIIEH).
JEUCTBUAM OCHOBBI MEJMIIMHCKUX 3HAaHUU (115
B UC; JIEBYIIEK)

BJIa/IETh METO/IaMH 3allUThI OT BPEAHBIX
u onacHblx (akropo UYC, 3amuTel
4eJI0BeKa

U cpeabl OOUTaHUS OT HETaTUBHOTO
BozaeiicTBus npu UC; npuemsl neiicTBUI
10 rpakIaHckoi ooopone u B UC.




OLICHMBATh pPE3yAbTaT U MOCIEACTBHS
CBOMX JICHCTBUM II0 PELICHUIO 3aaay
1500703051 npobem Mo /IepKaHUS
0e30MacHbIX yCIIOBUI
KU3ZHEJEATEIIbHOCTH, B TOM YHUCJE NPHU
Bo3HUKHOBeHun YUC.

Bnaners 3HaHUSAMH OCHOB 00OecriedeHHUsI
BOCHHOW 0€30MacHOCTH TOCYyJapcTBa
(n7st roHOIIEH ).

Brnagets 3HaHUSIMH OCHOB METUITUHCKUAX
3HAHWH (JIJ151 JICBYIIICK)

OK 02

OnpeneNaTh  3a7adyd  JUIs  [IOHCKa
uHOpPMaIIHH, COEPIKaIIE aKTyalbHbIe
CBEIEHUS 0 0e30IacHOCTH
KU3HENEATEBHOCTH,

OHpeI[eJIﬂTI) HCO6XOI[I/IMI)IC NCTOYHHUKH
uH(pOpMAIIMK COTJIACHO HOMEHKIJIAType

UH(POPMAIIMOHHBIX HCTOYHUKOB,
NpUMEHsSIeMbIX B cdepe 0e30MacHOCTH
KU3HEJESATEIIbHOCTH;

MIPUMEHSATh NPUEMBI CTPYKTYPUPOBAHUS
uH(pOpMAIMK JIJIST  CO3JaHUS  YCTHBIX
n IMMChbMEHHBIX COOOIIIEHHH,
AJIEKTPOHHOTO KOHTEHTa ¥ T.I. B
mporecce OCBOCHHMsS HWHMOpPMAIUU O
0€30IIaCHOCTH JKU3HEACATCILHOCTH;
npumenste  UMKT u  uudpossie
WHCTPYMEHTHI [UJISI  pelIeHus 3ajad,
CBA3aHHBIX C  MpodeccruoHAIbHBIM
KOHTEKCTOM obecrieueHUs
0e30IMacHOCTH  JKU3HEAEITCILHOCTH |
3aIUTHl OKPYKAIOIIEH CpeIbl;
HCIOIb30BaTh COBPEMEHHOE
MporpaMMHOE 00€CTICUeHHE, PA3TUIHbIC
u(poBble CpeACTBa ISl TOTYYCHHUS
uH(popMaIuy, TTO3BOJISIONICH:
UIEHTU(DUIIUPOBATH OCHOBHEIE
OMACHOCTH CpeIbl OOMTAaHUS UYEIOBEKa,
OIICHWBATh PHUCK WX pean3aIluu;
MPUHUMATh pereHus o
nenecoodpasubiM  aedctBusiM B UC;
pacno3HaBaTh >KMU3HEHHbIE HapylIECHUs
npu HEOTJIOKHBIX COCTOSIHHASX
U TpaBMax

HOMEHKJIATYpPY UH(OPMAITMOHHBIX
WCTOYHUKOB, MIPUMEHSIEMBIX B cdepe
0€30MacCHOCTH  JKU3HEACSITEIHbHOCTH:
HOPMAaTHUBHO-ITPABOBBIC aKTBI
dbenepanpHOTO, PETHOHAIBHOTO,
JIOKaJIbHOTO YPOBHEH, PEryJIMPYIOIIHe
NESATENILHOCTh B cepe Oe30MacHOCTH
KHU3HEIEATCILHOCTH, OCHOBBI
KOHTPOJISI

U yrpaBieHus B cepe oOecrnieueHus
0€30MaCHOCTH  JKU3HEACATEIHLHOCTH
¥ 3aIUTHl OKPYXKAFOIIEH CPEIIbI;
IPHEMBI CTPYKTYpHUPOBAHHUS
UH(pOpMaIInH, cozepKarien
aKTyaJIbHbIC HAydYHBIC CBEJCHHUS O
0€30MaCHOCTH JKU3HENIEATENBHOCTH, U
¢dopmatel  odopmueHus  (ycTHoe
coo01IeHne, MUCbMEHHOE COOOIIICHHE,
9JIEKTPOHHBIA KOHTEHT U T.I1.) JAHHOM

UHpOpMaLny;

MOPSIIOK TIPUMEHEHHST COBPEMEHHBIX
CpPEICTB 51 YCTPOMCTB
nHpopmaTuzanu

" U PPOBBIX WHCTPYMEHTOB
B o0ecrieyeHnn 6e30macHOCTH

KU3HEACATCIIBHOCTHN nu 3allIUThI
OKpYyXKarolllel cpeapl B Mpolecce
peleHnss  3a7a4  COUHMAIbHOM U
npodeccroHabHOMN IeATENbHOCTH

OK 04

OpraHW30BbIBaTh  Pa0bOTy  KOJUICKTUBA
n KOMAaHbI u BSaHMOHeﬁCTBOBaTB
C KOJUIEraMH, PyKOBOJICTBOM, KITHCHTAMH
TUTSt CO3/IaHUS YeJI0BEKO- u
IPUPOI03ALTUTHOM cpenbl
OCYIIECTBICHUSI  MPO(eCcCHOHAITBHOM
JACATCIIbHOCTH,

TICUXOJIOTUYCCKUC OCHOBBI
ACATCIIBHOCTH TPYAOBOI'O KOJIJICKTUBA,
TICUXOJIOTUYCCKUC 0COOEHHOCTHU

JUYHOCTH B cdepe  TPyHOBOM
NEATENIbHOCTH,  aKTyallbHblE  JUIA
MUHUMM3ALHAN OIaCHOCTEN u




3(PEeKTUBHOTO yMpaBICHUS] PUCKAMH
YC na paboyem mecTe;

OCHOBBI IIPOEKTHOH  JEsTeNbHOCTH
B KOJUIEKTHBE M KOMAH/IE M0 PELICHUIO
3alad  MUHUMH3ALUU  OMAaCHOCTEH
u 3P PEKTUBHOTO yIIpaBIECHUS
puckamu YC Ha pabouem MecTe Ha
OCHOBE TNPUHIMIIOB 3PPEKTUBHOTO
B3aUMOJICUCTBUA

1o CO3/1aHHUIO YeJI0BEKO-
U MIPUPOI03aALTUTHON Cpebl
OCYILIECTBICHHUS MPO(pEeCCHOHATEHON
JeSITeTbHOCTH

OK 07

3 pexTuBHO JIEHCTBOBATH B
Ype3BBIYANHBIX CHUTYalUsAX, COONIOATH
HOPMBI JKOJIOTUYECKON 0€30MacCHOCTH
Ha pabouem MmecTe;

COJICHCTBOBATH PaKTUYECKOMY
OCYIIECTBICHHIO HJAEU OEepeKIUBOTO
NPOM3BOJICTBA 334 CYET MHUHUMH3AIHU
yTPO3BI OTePb, BBI3BIBACMbIX
HApyIICHUSMA HOPM  0€30IaCHOCTH
JKU3HEACSITEIIbHOCTH Ha pab0vYeM MecTe

HOPSIIOK JICHCTBUH B YpE3BBIYAMHBIX
CUTyallUsiX, HOPMBI 3KOJOTMYECKOU
0e301acHOCTH npu BEJICHUU
po(heCCUOHATILHOM e TeILHOCTH,
CrocoObl  MUHMMH3AIUU  YIPO3BI
INOTCPb, BBI3SBIBACMBIX HAPYUICHUAMU
HOPM 0e30macHOCTH
KU3HENCATCIILHOCTH Ha  pabodem
MeCTe ¥ OIAaCHOCTb HApYyIICHHs] HOPM
0€30MacCHOCTH  >KU3HEACATEIHLHOCTH
U peaju3alii UACH OCpeKIIUBOTO
MIPOU3BOJICTBA

2. CTPYKTYPA U COJAEPKAHUE YUYEBHOW JUCIUILIUHBI

2.1. O0beM yueOHOI IMCUMIIMHBI M BUABI YU4eOHO0#l padoThI

O0BeM B yacax

Buj yue6Hoii padoThl

O6bem 00pa3oBaTenbHOM MPOrpaMMBbl yIeOHOW AUCIUTUINHBI 68
B T.4. B (hOpMe MPaKTHUECKOM MOATOTOBKH

BT. U..

TeopeTudecKoe oOydeHue 28
MPaKTUYECKHUE 3aHATUS 40
[TpomexyTouHas aTTecTanus 13




2.2. TeMaTH4yeCKMil IJIAH U COAEPKAHME YHeOHOM JUCHMIIIIHHBI

Koabt
KOMIIeTeHIH
Oo0Bem, akaj.
M JIMYHOCTHBIX
4. /BT.U.B €3yJIbTATOB
HaumeHoBaHue dopme pesy i
Coaepixanue yueOHOro Mmarepuasia u GopMbl OPraHMu3anMu AeATeJbHOCTH 00y4YaroIuXCs .. | hopMupOBaHHIO
pa3/iesioB U TeM NPAKTHYEeCKOM
KOTOPBIX
NOATOTOBKH,
crnoco0cTByer
aKaj. 4.
3J1eMeHT
NPOrpamMMbl
1 2 3 4
Pa3nes 1. Be3onacHoCTh KN3He1esITeIbHOCTH: TeOpeTHYeCKHe OCHOBbI, HOPMATHBHO-IIPABOBOE pPeryJupoBaHue 20/12
U Opranbl obecneyeHusi 0ezonacHocTu B Poccuiickoit @egepanuu, npeaynpe:kieHue, NpeioTBpallieHue u
JIMKBUIAUMSA MOCJIeACTBUI Ype3BbIYailHbIX CUTYAIM I
Tema 1.1. Conep:xanue yueOHOT0 MaTepHaJia 2/- OK 01
Teoperndeckue OmacHOCTH M WX IOKa3arelu. Pa3HOBUIIHOCTH OMAacHOCTEW COBPEMEHHOrO MHpa. 3aliuTa OK 02
OCHOBBI YyelloBeKa U OKpyXkarolled cpenbl oT omacHocTed. CyIIHOCTh HOHSTHUSI «OE30MaCHOCTD OK 04
0e3omacHOCTH KuszHenesaTenbHocTH». ColuanbHble U TCHXOJIOTUYECKHME  aCleKThl  0e30MacHOCTH. OK 07
KH3HEIeATEeJbHOCTH | BOSHUKHOBEHHE M Pa3BUTHE HAYYHBIX NPEICTABICHUN O 4YEJIOBEKO- M MPUPOAO3AIIUTHON
nesatenbHOCTH. [IpencTaBieHre O CUCTEME «4YelOBEeK — cpella OOUTaHMsS», €€ CTPYKType U
(GyHKIIMOHAIBHBIX CBsI3sX. CucTeMbl 0€30IIaCHOCTU M UX CTpYKTypa. Bpen, ymepd — Buabl U
XapaKTEPUCTHUKHU.
Hopmbr skonornueckoit 0€30macHOCTH TMPU BEAEHUU TPO(PECCHOHATBHON ESTEIbHOCTH.
CriocoObl MMHMMU3AIUM YIPO3bl NOTEPb, BBI3BIBAEMBIX HAPYIICHUSMH HOPM 0€30MacHOCTH 2

JKU3HEICATSIILHOCTH Ha pad0YeM MECTE M OMMACHOCTh HAPYIICHUS HOPM ]IS PeaTu3allui UIeu
OepexJIMBOTO  MPOU3BOJACTBA.  ANTOPUTMBI  TMOANEpKaHUS  OE30MACHBIX  YCIIOBUM
YKU3HEACSITEIbHOCTH Ha pabodyeM MecTe.

Bosmoxnoctn mpumenenuss KT u 1u@poBbIX WHCTPYMEHTOB MAJis TMOWCKA AaKTyalbHBIX
CBEJCHUM O OE30MACHOCTH KHU3HEACSITEIbHOCTH JIsi NMPUHATUS OOOCHOBAHHBIX pEIIECHUH,
CBS3aHHBIX €  Mpo(ecCHOHANBHBIM  KOHTEKCTOM  o0ecrmedeHus  0e30MacHOCTH
JKU3HEAESITENIBHOCTH U 3aIIUThI OKPYKArOIIEN CpeJibl

Jlexyus-ouckyccus




CamocrosiTesibHasi padoTa 00y4al0IMxcst

12/8

Tema 1.2. Copnepxxanue yueOHOIro MaTepuaJa OK 01
Be3onacHoe [TonsiTue u oOmas kinaccudukaius ype3BblyaiHpIx cutyanuid. YC npupoaHoro, TeEXHOT€HHOTO OK 02
NoBeJleHue U coLMaNbHOTO Xapakrtepa. Obume npasuia OezonacHoro nosenenus B YC U 0cobeHHOCTH OK 04
Ye10BeKa B | 0€30IMacHOTO TIOBEACHUSI B IMPOIECCE BBIMOJHEHUs TpodeccroHanbHbIX (yHKIHH. OCHOBBI OK 07
Ype3BbIYAIHBIX M0’Kapo0E30MaCHOCTH | AJIEKTPOOE30IMaCHOCTH Ha paboueM MecCTe.
CUTYaLHAX U | SlnepHoe opyue U ero nopaxarouiie (Gpakropbl. XUMHYECKOE OPY>KHE U €r0 XapaKTepUCTHUKA.
cnoco0bl  3amUTHI | buomornueckoe opyxue U ero xapakrepuctuka. CpeacTBa HHANBUIYaTIbHON U KOJUIEKTUBHOU
HaCeJIeHHA OT | 3alUTHl HACEJICHUS OT OPYXKHsI MAaCCOBOIO ITOpakeHus. J[eliCTBHS HaceNeHus B o4are s;iepHoro,
OpYKHSl MAacCOBOI0 | XMMUYECKOTO M OMOJIOTMYECKOTO TTOPAKEHHSL.
MOpaKeHust [Topsiiok NMpUMEHEHUs COBPEMEHHBIX CPEICTB U YCTPOMCTB MH(pOpMATU3aLUU U LHUPPOBBIX 4

MHCTPYMEHTOB B oOO0€crieueHuH O€30IacHOro IOBEACHUS B YPE3BbIYAMHBIX CHUTYalUsX B

npoliecce BHIIOIHEHUS NPOPECCUOHATBHBIX (DYHKIIMH.

OCHOBBI IPOEKTHOM JI€ATEIBHOCTH B KOJJIEKTUBE U KOMaH/I€ 110 PEIICHUIO 3a]1a4 MUHUMHU3aLUN

onacHocTel M s¢dexTuBHoro ynpasienus puckamu YC Ha pabouem mecte. IIpumenenue

OPUHIUIOB 3P PEKTUBHOTO B3aMMOACUCTBHUS 1O CO3AAHUIO YEJIOBEKO- U MPUPOA03AIMUTHON

Cpezbl OCYLIECTBICHUS IPOPECCHOHANTBHOM JesTeIbHOCTH B IIPOLiecce Pa3pabOTKU MPOEKTHBIX

IPOJYKTOB

IIpobnemnas nexyus

B ToM 4nc/ie IpaKTHYeCKUX 3aHATHI 8

[TpakTrueckoe 3ansaTue Ne 1. [IpaBuia noBeneHus U NOPAJOK AEHCTBUIN B UYpE3BBIYANHBIX

CUTYalUsX NPUPOJHOTO U TEXHOT€HHOTO XapakTepa 4

[Tpaktuyeckoe 3anstue Ne 2. Mcnonb3oBaHue Ha pabodyeM MeCTe CpPeACTB MHIUBHyalbHOMN

3alUThl OT nopaxkaroumx (axkropos npu UC 4

CamocrosiTeibHasA padoTa 00y4yaommMxcst —
Tema 1.3. Copepxanue yueOHOIro MaTepuasa 6/4
Opranuszannonnsle | Enunas rocynapcTBeHHasi cuctemMa NpeaynpeskKIeHUs U TMKBUIAINY YpE3BbIYAiHBIX CUTYalUH OK 01
U NPaBOBbIE (PCYC). T'ocynapcTBeHHBIE CITY>KOBI IO OXpaHe 310pOBbs U Oe30macHOCTH rpaxkaad. [lonsTue OK 02
OCHOBBI U OCHOBHBIE 3aJauld TpakJaHCKON 000poHBI. OpraHu3alMOHHAs CTPYKTypa IpaKIaHCKOU 5 OK 04
ob0ecnieueHnst o0opoHnbl. OcHOBHBIE MeponpusaTus, npooaumele ['O. JleficTBUA HaceneHus Mo CUrHajgiam OK 07
0e30macHOCTH rpakAaHCKOW 00OPOHBI U OCOOEHHOCTH MX BBIMOJIHEHUS B TOM Cly4yae, KOTJa CUTHaJl 3acTall
JKH3HeeATeJIbHOCTH | pabOTHHKA Ha pabouyeM MecTe.




B Ype3BbIYAHHBIX
CUTYaIUAX

Homenknarypa wuH(pOpMalMOHHBIX HWCTOYHHMKOB, NPUMEHSIEMBIX B cdepe Oe30macHOCTH
KU3HECACATCIIBHOCTHU: HOPMATUBHO-IIPABOBBIC AKTBhI (bez[epaﬂbﬂoro, PEruoHajlibHOTO,
JOKaJbHOTO  YPOBHEH,  peryimpyrouiye  JesTenbHOocTh B chepe  Oe3omacHOCTH
JKU3HEIEATSIIbHOCTH, OCHOBBI KOHTPOJISL U YIPaBIeHUsI B cdepe odecrmeueHus: 0€30macHOCTH
YKU3HENICATEIILHOCTH | 3alIUThI OKPY)KAIOIICH CPeJIbI

ﬂek‘lxﬁxb‘l C NPUMEHEHUEM NPUEMOB MEXHOI0CUU PA3BUNMUSL KPDUMUYECKO20 MbIULIEHUS

B ToM unciie npakTHYecKUX 3aHATHI 4

[TpakTueckoe 3anstue Ne 3. OcoOEHHOCTH BBINOJHEHUS PaOOTHUKOM IPAaBUJI MOBEACHUS U

JEHCTBHI 10 CUTHAJIAM I'PaKIaHCKOW 00OPOHBI 4

CamocrosiTeibHass padoTa 00y4YaOImMXcst —
Pasnen 2. OcHOBBI BOCHHO# €JIYKObI M MEAMIMHCKON MOAT0TOBKH 50/24
Moayab «OCHOBBI BOCHHOM CJIy:KObI» (/151 FOHOLIIEH) 50/24
Tema 2.1. Coaep:xanue yueOHOTro MaTepHaJia 6/4 OK 01
Hcropuyeckuii Copep:xaHue 3TalloB UHCTUTYLUOHAIBHOTO Pa3BUTHsI OTEUECTBEHHOW BOMHCKOM CITY>KOBI: OK 02
reHe3uc  BOEHHOM | HTam BeueBOro camoo0s0keHus (Bropas nonosuHa [X — XV BB.); aTan paTHOI IOBUHHOCTH OK 04
cayx0b1 B Poccun (cepenuna XV — XVII BB.); aTan pekpyrckoii moBuHHOCTH (1699 — 1873 rT.); 9Tan BceoOIieit OK 07

BOMHCKOH 00s[3aHHOCTH U €r0 Tpu nepuoja: numnepckuit (1874 — 1917 rr.); coBerckuii (1918 — 2

1991 rr.); coBpemennoit (c 1992 r.

Ilepeseprnymas nexyus

B ToM 4nciie NPAKTHYECKHUX 3aHATHH 4

[TpakTrueckoe 3ansaTre Ne 4. BoeHHast ciy»0a B ICTOPHUUECKON PETPOCIIEKTUBE U NEPCTIEKTUBE 4

CamocrosiTeibHAsA padoTa 00y4yalommMxcst —

Copepxanue yueOHOro MaTepuasa 8/4




Tema 2.2.
AKCHOJIOTHSA
BOEHHOI1 CJ1y:KObI

AKCHOJIOTHSI BOGHHOM CITy>KOBI KaK CHCTEeMa MPECTaBICHUN O IIEHHOCTSIX MpodecCHOHATbHON
CIIy’)keOHOH JesITeNnbHOCTH B BOCHHOHU cdepe. THUmonorus MeHHOCTEH BOCHHOW CIYXOBI IO
pa3MYHbIM OCHOBAHUSM: IO OTHOUICHHIO K BOEHHOM JeATENbHOCTH (LEHHOCTHU-IENH,
[IEHHOCTHU-CPECTBA, IMPEIMETHbIE MU CYObEKTHBIE IICHHOCTH); IO OTHOIICHUIO K cdepe
B3aMMOJICHCTBUSL CyOBEKTOB BOEHHOW CIIY’KObl (BOGHHO-KOPIOpPATHUBHBIE K BOEHHO-
npodeCCHOHATIBLHBIE LIEHHOCTH); MO OTHOIICHUIO K JIMYHOCTH BOCHHOCTYXaIero B cdepe
BOCHHOM JESTENIbHOCTU (yXOBHBIE, TparMaTH4eCKHe, BUTAJIbHbIC IIEHHOCTH)

Boennas 6e30macHOCTh CTpaHBbl, 3aIuTa rpaxkaan Poccuiickoit @enepanuu OT BOGHHBIX yIpo3,
obecrieyeHne YCIOBUH [Uis  OOOpPOHOCIIOCOOHOCTH TOCYAAapCTBa Kak ILIEHHOCTHU-LIEIH,
oTpeessolIre MOBEICHNE YeIOBEeKa B BOGHHOH c(epe, ero OTHOILIEHHWE K BOGHHOH Ci1yx0e U
3amuTe OteuecTBa. BiMsHME LIEHHOCTHBIX OpPHUEHTALlMH YEJIOBEKAa Ha €ro TPYIOBYIO
JEATEIbHOCTh B CEKTOPE BOEHHOIO MPOM3BOJCTBA, YYAacCTHE B BOEHHO-NATPUOTUYECKOM
BOCIIMTaHHUU MOJIOACKHU U T. II.

Jlexyus-ouanoe

B ToMm uncae MPAKTUYICCKUX 3aHATHH

HpaKTI/IqCCKOG 3agaTue Ne 5 Boennas CJ'Iy>K6a KaK JIMYHOCTHO-3Ha4YuMas H O6H.I€CTB€HH35I
IOCHHOCTDb

CamocrosiTesibHas padoTa 00y4YaIUXCs

OK 01
OK 02
OK 04
OK 07

Tema 2.3.

Coaep:xanue yueOHOTo MaTepHaJia

8/4

IIpakcuonorus
BOMHCKOM CJIYKOBI

[Tpakcuonorusi BOGHHOM AEATeTbHOCTH KaK COBOKYITHOCTh TEOPETUUECKUX MPEIACTaBIECHUN 00
(b (PEeKTUBHON OpraHM3aIllMy MPAKTHUYECKOW JEATEIHHOCTH JIIOJIE B BOGHHOW cdepe >KU3HU
oOmiectBa. BoenHast ciyx0a Kkak BHJI (QeaepalbHOM TOCYJapCTBEHHON CIyXObl H
Pa3sHOBUIHOCTb  MPO(ECCHOHANBHOW  CIIy)KEOHOM  NIeSTeNbHOCTH:  OCOOCHHOCTH U
npenHazHayeHue. CuCTeMHas XapaKTEepUCTHKa BOEHHON JESTeNbHOCTU: 1eb, IPEAMET,
00BEKT, CyOBEKT, COJiepKaHue, CIocoObl, pe3yibTaT M MmojacucreMa ympasieHus. KympTypa
BOCHHOM CIYy’)KObl M KYJIbTYPOJIOTMUECKHE AaCIEKThl COBEPIIEHCTBOBAHUS JESATEIbHOCTH
BOCHHOCITYXAIlUX HAa COBPEMEHHOM 3Tane pa3BUTHs BOCHHOH cepsl )KU3HU 00I1ecTBa

ﬂeKL;uﬂ C NPUMEHEHUEM NPUEMOE MEXHOI0CUU PA3BUNMUSL KDUMUYECKO20 MbIULIEHUS

OK 01
OK 02
OK 04
OK 07

B ToM unciie NPAKTHYECKHUX 3aHATHH

[IpakTtuueckoe 3ansTue Ne6. CamomoAaroroBka OyIymIero MPU3BIBHUKA K OCYIIECTBICHHUIO
BOCHHOM JIESATEIBbHOCTH

CamocrosiTeibHas padoTa 00y4arOMMXCs




Tema 2.4. Coaep:xkaHue yueOHOro MaTepuaJia 14/6 OK 01
Crpoesas, orneBasi | 1.CtpoeBasi MOATOTOBKA: CTPOM M YIPABICHHE WMH, CTPOEBbIE MPUEMBI U JBIXKEHHE 0Oe3 OK 02
u puzuyeckast OpYXHsl, CTPOEBBIC MIPUEMBI U JIBHXKEHHUE C OPY)KHEM, BBITIOJHEHHE BOUHCKOTO MPUBETCTBHUS, OK 04
NMOAr0TOBKA BBIXOJl M3 CTPOsl M BO3BpAlllEHHE B CTPOH, MOAXOJX K HAYIBHUKY U OTXOJ OT HEro, CTpOM OK 07

OTJENICHHS], JCWCTBUS BOGHHOCTY)KAIINX Y aBTOMOOMIIEH 1 HA aBTOMOOHIISIX. 4

OrueBas NOArOTOBKA: MaTepualbHas 4YacTb aBTomara KanamHukoa, pa30opka, cOopka,

YHUCTKA, CMa3Ka U XpaHEHHE aBTOMaTa, OCMOTP M MOJATOTOBKA aBTOMAaTa K CTpesibOe, BeleHue

OTHSI M3 aBTOMATa, pyYHbIE OCKOJOYHbIE IPAHATHI

2.1enp 1 3agaun pU3NUECKON MOATOTOBKH, CO/IEPIKaHUE, CPEACTBA (PU3NUECKON TOATOTOBKH.

Oranbl NpoBeAeHUsT (PU3UYECKOM IOATNOTOBKM BOCHHOCHYXKAIIMX. TeXHHKa BBIIOIHEHUS

¢u3nUecKuX ynpaXHeHHH W (OPMHPOBAHUS JBUTaTENbHBIX HaBBIKOB. OCHOBHBIE (DOPMEI 4

poBeeHUs] (PU3MUECKOW NOArOTOBKU: y4deOHbIE 3aHATHs, YTPEHHSsA (Qu3MYeckas 3apsjka,

NOINTYTHBIE (PU3NYECKHE TPEHHUPOBKHU

Jlexyus-eusyanusayus

B ToM Ync/ie IpaKTHYeCKUX 3aHATHI 6

[Tpaktuyeckoe 3anstue Ne 7. TpeHMHT yMeHUH CTpoeBOil U (PU3NYECKOM MOATOTOBKU 6

CamocrosiTeibHasA padoTa 00y4yaommxcst —
Tema 2.5. Coaep:xanue yueOHOTro MaTepHaJia 14/6 OK 01
Menuko-canurapnas | 1. IlepBasi(noBpaueOHasi) HMOMOIIb NPH pPaHEHUSX, NPH YIIMOaxX, IeperoMax, BbIBHXaX, 4 OK 02
OJTOTOBKA pACTSHKEHUSIX CBSI30K M CHHAPOME JITTUTEIIBHOTO CAABIMBAHUS OK 04
BOCHHOCTYXalllUX 2. IlepBasi(noBpaueOHas ) MOMOILb IPU OXKOTax, MPHU MOPAKEHUH IIEKTPUUECKUM TOKOM, TPU OK 07

YTOIUIEHUH, MIPHU MeperpeBaHuuU/MEepPEeoXIaXICHUN OpraHu3Ma, nNpu oOMOpPOKEHHUU U 00LIeM 4

3aMep3aHMH, IPU OTpaBJIeHUsAX. PeaHMMalmoHHbIe MEPOITPUSTHUS

Jlexyuu-suzyanuzayuu

B ToM 4nciie NPAKTHYECKHUX 3aHATHH 6

[TpakTueckoe 3ansatue Ne 8. TpeHMHr yMmMeHMI OKa3aHHs HEepBOM (J0BpaueOHON) MOMOIIU 6

NOCTPaJaBIIUM

CamocrosiTeibHas padoTa 00y4yalommxcst —
Moayab «OCHOBBI MEAUIMHCKHX 3HAHUIN (1151 AeBYLIEK) 50/24
Tema 2.1. Copnepxanue y4eOHOIro MaTepuasa 18/8 OK 01
Beenenue 1. Ompenenenue coiepaHUs HAyK MHKPOOMOJIOTMH, HMMYHOJIOTUH, SHUAEMHOIOTHH. 5 OK 02
B MHKpOOHoJiorul0, | Mcropus pas3sutus mukpoouosoruu. EcrecTBeHHbII MUKpOOHBINH (oH koxu. IlaTrorenusie OK 04




HMMYHOJIOTHIO
H 3INMUACMHUOJO0I'n10

MUKpoopranusMmbl. beccumnromuas nateHTHass uH(exius. MHpexknuonHble 3a0osneBaHus
1 0aMIUTOHOCUTENHCTBO. [leprobl mpoTekaHuss HHPEKIIMOHHBIX 3a00JIeBaHU

2. OrmpeneneHue TMOHATUSA <«UMMYHHUTET». Buapl W moABUABI MUMMYHHUTETa. AHTHUIEHBI
u adtutena. dopmbl NPUOOPETEHHOr0 HMMYHHUTETa. VIMMYHUTET M BOCHPUMMYUBOCTD
K MH(EKIIMOHHBIM 3a0051eBaHUAM. MeTo1bl UMMYHONIPO(PUIAKTUKH

3. O0mme NpUHIHITBI TPOPUITAKTHKY HHPEKITMOHHBIX 3a00sieBanuii. Jle3nH(peKus, ee BUIbI ’
crocoObl. Jle3nHCeKIus, ee BUIIbI U crioco0bl. JlepaTu3alys, €¢ BUbI U CIIOCOOBI

Ilepeseprymuie nexyuu

B ToM umciie npakTHYecKuX 3aHATHI

[Tpaktuyeckoe 3anstue Ne 9. IMMyHHUTET 1 METOIbl UMMYHOIIPO(MUIAKTUKA

[Tpaktnueckoe  3ansatue Ne 10. IlpaBunma  mpoBeneHUs  IUIAHOBBIX — MEPOIPUSATUI
10 Je3UH(EKINH, 1e3UHCEKINH U IepaTU3aliuu

CamocrosiTesibHast padoTa 00y4Yarouuxcst

OK 07

Tema 2.2.
Oxka3anue nepBou
(n1oBpauedHOI)
MOMOIIIU MPH
HEOTJIOKHBIX
COCTOSTHHSIX

U TPaBMaTU3Me

Conep:xanue yueOHOTo MaTepHaJia

1. IToHsATHE O HEOTJOXKHBIX COCTOSHHSX, TIPUYMHBI U (HaKTOphl WX BbI3bIBarolIue. OKa3zaHHe
NepBOil TOBpaueOHOM IMMOMOIIM TPU HEOTIOXKHBIX COCTOSHHUSIX: 0’KOTraxX, 3JIEKTPOTpaBMax,
MOPAKEHUU MOJIHMEHW, OTMOPOKEHUH, TEIUIOBOM YyJape, YTOIJIEHUU, OTPaBICHUHU, UHCYIbTE,
MUTpeHu. MeTobpl 1oBpaueOHO peaHnMaIu

2. IIpobnema TpaBMatusma. [lonsaTue TpaBmMbl. Buabl TpaBMaTndeckux MOBpeXAeHUN. Mepbl
npodunakTuky TpaBmarusma. OkazaHue nepBoil (JoBpaueOHOM) MOMOIIM MPU TPaBMax

IIpobnemnvie nekyuu

B ToMm uucae MPAKTUYICCKUX 3aHATHH

12

[Tpaktuyeckoe 3anarue Nell. TpeHuHT yMeHuU# okazaHus nepBoi (A10BpaueOHOI) MOMOIIM IpU
HEOTJIOKHBIX COCTOSHUSAX

[Tpaktrueckoe 3ansTHe Nel2. TpeHUHT yMeHUI OKa3aHUs IEPBOH (JI0BpaueOHOM ) TOMOIIH MTPH
TpaBMaTU3MeE

CamocrosiTeibHas padoTa 00y4yalommxcst

OK 01
OK 02
OK 04
OK 07

Tema 2.3.

Coaep:xanue yueOHOTro MaTepHaJia

12/4

1. 3n0poBBe U ero OCHOBHBIE MMOKa3aTeu. PakTopsl HOPMUPOBAHUS 310POBBS. 3T0POBBIA 00pa3
JKU3HHU U €r0 COCTaBIIAIONINE

OK 01
OK 02




Oo0ecneuenue 2.MenuKo-TUTHEHUYECKUE acTIeKThl 3J0POBOTO 00pa3a KW3HU. J[BUrareinbHas aKTUBHOCTh U OK 04
310poBOro  obpasa | 3n0poBbe. IIutanue u 3p0poBre. DaKTOPHl pUCKa I 310pOBbs. BpenHble IPUBBIUKU U HX 4 OK 07
KU3HH npouIaKkTUKa

Jlexyuu-ouanozu

B ToM unciie npakTHYecKuX 3aHATHI 4

[Tpaktuyeckoe 3amsatue Ne 13.  Owenka ¢usuueckoro cocrosHus. CocraBieHue 4

WHAUBUAYAIBHBIX KapT 370POBbS C PEKUMOM JIHS, IpadUKOM MUTAHUS

CamocrosiTesibHasi padoTa 00y4arommxcst —
IIpome:xxyTouHasi aTTecTanus 2
Bcero: 68




3. YCJIOBUA PEAJIN3AIIMM YYEBHOM TUCHUILIVHBI

3.1. Jlns peanuszauuu mporpamMMmbl y4eOHOH AMCHUIUIMHBI NIPEyCMOTPEHBI CIEIYIOLIHE
CHelHaTbHbIC TOMEIICHUS:

Kabuner «be3onacHOCTH XKHU3HEEATEIBHOCTH Y, OCHAILICHHBIH:

- 00opyIoBaHUEM:

pabouee MecTo IpenojaBaTers;

paboune MecTa 1o KOJIMYECTBY O0yHarOIIUXCS;

KOMIUIEKT Y4eOHO-HarJISIIHBIX TIOCOOMIA;

pOOOT-TpeHAKED ISl OTPAOOTKU HABBIKOB MEPBOM JOBPAYEOHOM TOMOIIIH;

KOHTPOJIbHO-U3MEPUTENIbHBIE IIPUOOPHI U IPUOOPHI 0€30I1aCHOCTH;

OTHETYLIUTENN OPOILIKOBLIE (yueOHbIE);

OTHETYIIMTENIN NeHHbBIC (YU4COHBIC);

OTHETYIIHUTENIN YTIIEKUCIOTHBIC (y4eOHbIC);

YCTPONCTBO OTPaOOTKU NPULIEINBAHUS;

yuebnbie aBTomMatel AK-74,

BUHTOBKH [THEBMATUYECKHE;

MEIWIMHCKas  antedyka  (OMHTBI ~ MapieBble, OWMHTBI  DJIACTHYHBIC,  JKI'YTHI
KPOBOOCTaHABIUBAIOIINE PE3UHOBBIC, WHIAMBHyalbHbIE IE€PEBSI30YHbIC I1AKEThl, KOCBIHKU
NEPEeBA30YHbIC, HOXKHHUIBI JJISI TMEPEeBA30YHOTO MaTepuaja MpsMble, IIMPUI-TIOOUKH
OJIHOpPAa30BOTr0 IOJIb30BaHMs (0€3 HamoJHUTENs), MIMHHBIA MaTepuan (MeTaJuIM4ecKHe,
Hutepuxca));

- TEXHUYECKHMHU CPEICTBAMHU O0YUEHUS:

KOMIIBIOTEP C JIMIEH3WOHHBIM TIPOTPaMMHBIM  obOecrieueHueM (pabodee MecTo
IpernojiaBaTes);

MYJIbTUMEAUMHBIN IPOEKTOP;

MYJIbTUMEAUNHBIN DKPaH;

KOMIUIEKT BU1€0(QHUIBMOB U BHJI€O-UHCTPYKTAKEH.

3.2. UupopMmannoHHOe oOecnedeHne peajn3aui NporpaMMbl

Jia peanuzanuu MporpaMMbl OMONIMOTEUHBIH (QOHI 00pa3oBaTeNbHON OpraHu3aluu
UMeeT NeyYaTHbIE W/MIM 3JEKTPOHHBble 0Opa3oBaTelibHble M MH(OPMAIMOHHBIE PECypChl s
UCIIONIb30BaHusl B oOpazoBaTenbHOM mporecce. [lpu ¢opmupoBanun 6ubnuoredynoro ¢oxnaa
o0pa3oBaTeNbHON OpraHu3alueil BHIOMpaeTcs HE MEHee OJIHOTO M3JIaHUS M3 NEepeuHCICHHBIX
HIDKE TIE€YaTHBIX M3IAaHWA W (WJIM) DJEKTPOHHBIX M3JaHWH B KauyecTBE OCHOBHOTO, TPU ITOM
CIHMCOK MOXeET OBITh JIOTIOJIHEH HOBBIMU M3/1aHUSMH.

3.2.1. OcHOBHBIE TeYATHBIE H3aHUSA

1. be3onacHOCTh JKHU3HENEATENBHOCTH: YUYEOHHMK M MPAKTUKYM JUISL  CPEHEro
npodeccuonansHoro obpazosanust / C. B. AbGpamosa [u 1p.]; mox obmei pemakmueit B. I1.
Conomuna. — Mocksa:FOpaiit, 2022. — 399 c¢. — (IlpodeccuonansHoe obpazoBanme). — TekcT:
HEIOCPEICTBEHHBIMN.

2. benos, C. B. be3onacHOCTh XU3HEIEATEIBHOCTH M 3allUTa OKPYKAKOLIEH Cpebl
(rexHocepHas O6ezomacHOCTh) B 2 4. Yacth 1: ydeOHUK [isi cpeaHero mpodeccHoHaIbHOTO
obpaszoBanus / C. B. Benos. — 5-e u3n., mepepad. u gomn. — Mocksa : FOpaiit, 2020. — 350 ¢. —
(ITpodheccronansHoe 0OpazoBanue). — TEKCT: HEMOCPECTBEHHBIN.

3. bemos, C.B. be3onacHOCTh XH3HEISATETLHOCTH W 3allUTa OKPYXKAIOMIEH Cpebl
(TexHocdepHast 6e3omacHOCTb) B 2 4. YacTh 2: yuyeOHHK JUIsl CpeAHEro nmpodecCHOHaIbLHOrO
obpaszosanus / C. B. Benos. — 5-e u3n., mepepad. u gomn. — Mockga : FOpaiit, 2022. — 362 ¢. —
(ITpodeccuonanproe oOpazoBanue). — TEKCT: HEMOCPEICTBEHHBIMH.



4. Kapskun, B.M. be3onacHOCTb >XU3HEAEATENLHOCTH: YYEOHUK W MPAKTUKYM JUIS
cpennero npodeccuonanbHoro oopazosanus/B.U.Kapskun, I.M.Hukynuna, — 3 e uza., nepepad.
u gomn. — Mocksa: FOpaiir, 2022 — 313 c. (Ilpodeccuonanpaoe OOpazoBanue). —Tekcr:
HENOCPEICTBEHHBIH.

5. Koconanosa, H.B. bezonacnocts xu3HenestensHocT. [Ipaktiukym: yuebHoe mocobue
/ H. B. KocomamoBa, H. A. Ilpokomenko. — MockBa: KnoPyc, 2021. — 156 c. —
(ITpodeccuonanbroe oOpazoBanme). —TeKCT: HEMOCPEACTBEHHBIH.

6. Muctok, M.H. OCHOBBI MEAMITMHCKUX 3HAHUH: YYEOHUK W MPAKTHKYM IS CPEIHETO
npodeccuonanbHoro oopasosanusi / M. H. Muciok. — 3-e uz ., nmepepad. u gon. — Mocksa :FOpaiiT,
2022. — 499 c. — (Ilpodeccuonansuoe obpazoanue). — ISBN 978-5-534-00398-7. — Tekcr:
HEIOCPEICTBEHHBIMN.

7. OcHOBBI BoeHHOU ciykObl: yueOnuk / B.}O. Mukprokos, B.I'. [llamaeB. — 2 —wu3.,
nepepad. u non. — MockBa: KHOPYC, 2021. — 506 c. (Cpennee mpodeccnoHanbsHOe 00pa30oBaHUE)
— TeKcT: HenOCPEICTBEHHBIN.

8. OCHOBBI MEIMIIMHCKUX 3HAHHUN (aHATOMUSI, (PU3UOJIOTHSI, TUTHEHA YeJIOBEKA U OKa3aHHe
MepBOM MOMOIIM MPU HEOTJIOXKHBIX COCTOSHUAX): ydeOHoe mocobue;, mox pea. W. B.
I"aiiBoponckoro U. B. T'aiiBoponckuit, I'. . Huuunopyk, A. W. INaiiBoponckuii, C. B. Bunorpanos
— 3-e u3n., ucnp. u pon. — Caukr-IlerepOypr : CnerJlur, 2021. — 311 c. — (Ilpodeccronansuoe
oOpa3oBaHue). —TeKCT: HenOoCPEACTBEHHBII.

9.Pe3unkoB, E.A. be3zonacHOCTh JKHM3HENEATENBHOCTH: YYEOHUK JUIS CPEIHETro
npodeccuonambHoro oopasosanusi/E.A. Pezunkos, A.B. PszanneBa. — 2-e u3a., nepepald. u 0.
—  MockBa:  HOpaiit, 2022-639c.  (IIpodeccuonanbHoe  obpazoBanue).  —TeKcT:
HEIIOCPEICTBEHHBIMN.

10.CyBoposa, I'.M. Ilcuxonorndyeckue OCHOBBI 0€30MaCHOCTH: YYEOHUK U MPAKTUKYM IS
cpenHero npodeccruonanbHoro oopazosanus / I.M.CyBopoBa. — 2-¢ u3., ucrp. u 101.— MockBa:
FOpaiit, 2022 — 182 c.(Ilpodeccuonanbroe oOpa3oBanue). —€KCT: HEMOCPEACTBEHHBIH.

3.2.2. OCHOBHBIE 3JIEKTPOHHbIC U3IaHUSA

1. be3omacHOCTh JKH3HENEATEIHPHOCTH: YYCOHUK MW TPAKTUKYM I CPETHETO
npodeccuonansHoro odpazosanust / C. B. AGpamosa [u ap.]; moa obmei pemakumeit B. I1.
Conomuna. — Mocksa :FOpaiit, 2022. — 399 c. — (Ilpodeccuonansnoe obpazoBanue). Tekcr:

DIIEKTPOHHBIA // DnekTpoHHas OubnmoreyHas cuctema IOpaiit [caiit]. — URL:
https://urait.ru/bcode/469524 (nara obpamenus: 02.02.2022).

2. bezomacHocTh Ku3HemeATeNbHOCTH. [IpakTukym : ydeOHoe mocobue / B. A.
bonpapenko,

C. U. EBrymenko, B. A. Jlenuxosa — Mocksa : U1 PUOP, HUIl UH®PA-M, 2019. — 150 c. —
Tekct: snexkrponHsiif. — URL: https://znanium.com/catalog/product/995045 (nata oOparieHus:
02.07.2021).

3. benos, C. B.be3onacHOCTh KXU3HEAEATEIILHOCTH W 3allUTa OKPYXKAIOIMIEH Cpeabl
(TexHocepHas O6e3omacHOCTh) B 2 4. Yacth 1: ydeOHUK [isi cpeaHero mpodeccHoHaIbHOTO
obpazoBanus / C. B. Benos. — 5-¢ m3a., nepepad. u momn. —Mocksa :FOpaiit, 2020. — 350 c. —
(ITpodeccuonanproe obOpazoBanue). — TekcT: AMeKTpoHHBIH // OOpazoBaTenbHas miaaTdopma
FOpaiir [caiit]. — URL.: https://urait.ru/bcode/453161 (nara obparenus: 22.02.2022).

4. benos, C. B.be3onmacHOCTh XU3HENCATEILHOCTH U 3alllUTa OKPYKAIOMIEH Cpelsl
(texnocepnas Oe3omacHOCTh) B 2 4. YacTe 2: y4eOHHMK IJisi cpeaHero mpodeccruoHaIbHOTO
obpaszoBanus / C. B. benos. — 5-e u3a., nepepad. u gon. — Mocksa: FOpaiit, 2022. — 362 c. —
(ITpodeccuonansuoe obOpazoBanue). — TekcT: anexTpoHHbIH // OOpa3zoBarenbHas ImiaTGopma
FOpaiir [caiit]. — URL: https://urait.ru/bcode/492045 (nara obparienus: 22.02.2022).

5. MukprokoB, B.IO., OcHoBbl BoeHHOU ciyx0bl : yueOHUK / B.}O. Muxprokos, B.I'.
[IlamaeB. — MockBa: KuoPyc, 2021. — 505 c¢. —URL:https://book.ru/book/941500 (mara
obparmenust: 26.02.2022). — TekcT: 3ME€KTPOHHBIM.



https://urait.ru/bcode/453161
https://urait.ru/bcode/492045

6. Muctok, M. H. OCHOBBI METUITMHCKUX 3HAHUM : YI€OHUK U MPAKTUKYM JJIsi CPETHETO
npodeccuonanbHOro oopazoBanus / M. H. Muctok. — 3-e u3 ., nepepad. u qom. — Mocksa :FOpaiit,
2022. — 499 c. — (IlpodeccuonanbHoe obpazoBanue). — TEKCT : MEKTPOHHBIN // DNEKTpOHHAS
oubmoteunas cucrema FOpaiit [caiit]. — URL: https://urait.ru/bcode/433458 (nara oOparieHus:
10.08.2021).

7. Muxaunuau, A. M. be3omacHOCTh JKH3HENEATEIBHOCTH W OXpaHa Tpylda Ha
npousBojacTBe : yueOHoe mocobue mns CIIO / A. M. Muxamwmuau. — CapaTtoB, Mocksa :
[TpodobpazoBanume, At [Tu Ap Menua, 2021. — 111 c. — ISBN 978-5-4488-0964-4, 978-5-4497-
0809-0. — Tekcr: anmekTpoHHBIN // DnekTpoHHO-OHOMMOoTeyHast cuctema IPR BOOKS: [caiit]. —
URL: http://www.iprbookshop.ru/100492.html (mara o6pamenus: 10.08.2021). — Pexum
JOCTYyTIA: JIUIsl aBTOpU3Up. nojb3oBareneid. - DOI: https://doi.org/10.23682/100492

8. Pommonora, O. M. Meauko-O6uonorndeckue ocHOBBI Oe3omacHocTu. OXpaHa Tpyza :
y4eOHUK JUIs1 cpeHero npodeccuonanbHoro oopazosanus / O. M. Pornonosa, JI. A. CemeHOB. —
Mockaa :FOpaiit, 2022. — 441 c. — (IlpodeccuonansHoe oOpa3oBanue). — TEKCT: AIEKTPOHHBIH //
Oo6pasoBarenbHas miaropma IOpaiit [caiit]. — URL: https://urait.ru/bcode/491234 (nata
obpamenus: 22.02.2022).

3.2.3. JlonoJiHUTEIbHbIE HCTOYHHKH

l.be3onaciocte B TexHocdepe:  Beepoccuwiickmii  HaydYHO-METOJUYECKUH U
uH(pOpMaIMOHHBIHN KypHa [DnekTponHbii pecypc]. URL: http://www.magbvt.ru.

2.0¢punnansHbii caitt MUC PO [Dnekrponnsiit pecype]. URL: http://www.mchs.gov.ru.

3.CyBopoBa, I'. M. Meronuka oOyueHus: 6€30MaCHOCTH KHU3ZHEACITEILHOCTH : ydyeOHOe
nocooue s cpenHero npodeccrnonanbHoro obpasosanus / I'. M. CyBoposa, B. JI. 'opuuesa. —

2-¢ H31I., UCIIp.
u non. — Mocksa :Opaiit, 2020. — 212 c¢. — (IIpodeccuonanbroe oOpazoBanue). — Tekcr:
DIIEKTPOHHBIA // DnekTpoHHas OubnmoreyHas cuctema IOpaiit [caiit]. — URL:

https://urait.ru/bcode/452850 (nara obpamenus: 10.08.2021).

4. CyBoposa, I'.M. Ilcuxonornyeckne OCHOBBI 0€30MaCHOCTH: YUEOHHUK U MPAKTUKYM JJIsI
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3a7a4 oOecrieueHus
0e30IMacHOCTH
JKH3HEAEATELHOCTH B
npodeccnoHaTbHOM "
COLIMAILHOM KOHTEKCTaX:
NPUHIMIBL,  TpaBUjia |
TpeOoBaHUs 0€e30I1aCHOTO
IOBEJCHUsS,  3alUThl  OT
OmnacHOCTen npu
OCYIIECTBJICHUU
npodeCcCuOHAITBHON
nesitenbHOCTH U B UC;
(hu3MoIIOTHYECKIE
MOCJIEICTBHUS BO3JICHCTBIS Ha
YeloBeKa TPaBMUPYIOIIUX,

BPEAHBIX ¥ TOPAKAIOIINX
(hakTOpOB;

QITOPUTMBI U TIPUEMBI
3alUTBI YEIOBEKA M CPEIIbI
OoOUTaHUS OT HEraTMBHOIO
BozaeicTBus npu YC;
QITOPUTMBIL U TIPUEMBI
JEUCTBUI

IO TpakJIaHCKOM 000pOHE U B
uc;

OCHOBBI obecrieyeHus
BOCHHOM 0e30macHOCTH
rocynapcTBa (U1sl FOHOLIEH);
OCHOBBI METUITUTHCKUX
3HaHUH (17151 1EeBYILEK)

HOMEHKJIATypy
MH()OPMAIIMOHHBIX
HCTOYHUKOB, IPHUMCHACMBIX
B cdepe  0e30MaCHOCTH
KU3HEACATEIHOCTH:
HOPMATUBHO-IIPABOBBLIC aKTbI
¢benepanbHOrO,
PETHOHATIBHOTO, JIOKATBHOTO
YPOBHEH,  peryaupyromme
NesTeNbHOCTh B chepe
6e30macHOCTH
KHU3HCACATCIIBHOCTH,
OCHOBEI KOHTPOJISI
U ympaBieHus B cdepe

obecreyennss 0€30IMaCHOCTH
KNU3HCACATCIIBHOCTHU

U 3alUThl  OKpPYKaroIIeh
Cpeibl;

IIPUEMBI CTPYKTYPUPOBAHUS
nHpopManuu, CcoaepKamen

3EKTPOOE30MMacHOCTb,
MaccOBOT0 MOPAXKEHUS,
CpeICTBa WHIWBHIYaIbHOH U

opyXxue

KOJIJICKTUBHOM 3aIUThI
HaceJICHUS

oT OpYXXHSI MAacCOBOT'O
MOpaKCHHS, MHHHAMU3ALU
OIIaCHOCTEH, YIIPaBIICHHUE
puckamu YC, sKonoruyeckas
0€30MacCHOCTh  OCYIIECTBJICHUS
npodecCuoHaIbHON
JesiTenbHOCTH.  [{7ig  FOHOIIEH:
BOGHHAas  CyxkO0a, BOEHHAs
JIeSITEIILHOCTb, LIEHHOCTH
BOGHHOW  CIyXObI, CcTpoeBas
IIOJITOTOBKA, OTrHEBas
IOJITOTOBKA, buzndeckas

MOJTrOTOBKA BOEHHOCIYXKAIIETO.
Hdnst  neBymek:  Je3uHQEKIus,
Je3MHCEKIINs, JiepaTalys, epBas

(moBpauebOHas) MIOMOIIIb,
3JI0pOBBII 00pa3 KU3HU;
UCTIOJB3YyeT MIPUHIIMITHI,
MpaBuIIa, TpeOoBaHUS
0e3011acCHOTO IIOBEJICHMS,
3aIUTHI

oT OIaCHOCTEN npu
OCYILECTBICHUH
npogecCuoHaIbHON
nestenbHoctt  u B UC;
MOJIb3YETCS HOMEHKJIaTypOil
MH(OPMAIIMOHHBIX HCTOYHUKOB,
MIPUMEHSAEMBIX B chepe

0€30I1aCHOCTH
KHU3HECACATCIIbHOCTH, HpI/IMeHHCT

MpUEMBbl CTPYKTYPUPOBaHUS U
pa3zHooOpa3HbIe dbopMmaTsl
MpeCTaBICHUs]  HHPOPMAIIHH,
cojepIKallein aKTyaJIbHbIE
Hay4JHBIE CBEJICHUS
o 0e30macHOCTH

KHU3HEJEATEIbHOCTH, IPUMEHSIET
3HAHUS 0 MpaBUIIax
HKOJIOTUYECKOM 0€30MacHOCTH, O
MIPUHIUIIAX 3¢ deKTUBHOTO
B3aMMOJEICTBUS IO CO3JIaHUIO
YEJIOBEKO- U MPUPOJA03ANIUTHON

cpeabl OCYIIIECTBIICHUS
npodeCcCuoHATBHOM
ACATCIIbHOCTH, (¢}
MICUXOJIOTHIECKUX

3amanust (rpaduveckuii
JTUKTaHT, U(PpOBO
JTUKTAHT)

Pabota c kiatouamu.
3aaHust TE3UCHOTO
Xapakrtepa.

Meton «KBaut.

Mertoa BHEKOHTEKCTHBIX
omepaiuii ¢ 06a30BbBIMU
noHATUAMU. KOHTpOJIBHO-
U3MEPHUTENIbHbIE METOJIbI
OIICHKH MIPOJIYKTOB
y4eOHO-TI03HABATEIbHON
JeSTeTbHOCTH,
MPAKTUKyEeMbIE B paMKax
TEXHOJIOTUM  Pa3BUTHUS
KPUTHYECKOTO
MBIIUICHHUS.

Onenka pelieHui
CUTYallMOHHBIX 33/1a4.
Habmtonenue 3a
AKTUBHOCTBIO u
Pe3yIbTaTUBHOCTHIO
ydyacTusi B  JICJOBBIX
Urpax.

KpurepuanpHo-
OIICHOYHBIE JIUCTBI
c(hOpMUPOBAHHOCTH
MIPAaKTUYECKUX YMEHUN
xamnsr CaMOOILICHKHU
c(hopMUPOBAHHOCTH
MPAKTUYECKUX YMEHUN




aKTyaJbHbIC HayJIHBIC
CBEICHUS O 0€e30IacHOCTH

KHU3HENIEATSILHOCTH, u
bopmartsr oopmienus
(ycTHOE cooOIieHue,
IMHICbMEHHOE coo0O0IIIeHHE,
AJIEKTPOHHBIA  KOHTEHT U

T.IL.) TaHHOHM HH(}popMaIuu;

MICUXOJIOTHYCCKUE
JCSATEIILHOCTH
KOJIJICKTHBA,
MICUXOJIOTHYECKHE
OCOOCHHOCTH JINYHOCTH B
chepe TPYIOBOM
JEeSITEIBHOCTH, aKTyaJlbHbIC
TUTST MHUHHUMHU3ALAN
OIacHOCTeH 1 A3PHEKTUBHOTO
yrpasiieHus: puckamu YC Ha
pabodem mecre;

OCHOBBI
TPYAOBOTO

OCHOBBI IIPOEKTHOU
JEeSITEIbHOCTH

B KOJUJICKTHBE M KOMaHje IO
PELICHHIO 3a1a4
MUHUMM3ALUN  ONACHOCTEH
u 3¢ (heKTUBHOTO

ynpasieHus puckamu UC Ha
paboueM MecTe Ha OCHOBE
OPUHIUNOB 3¢ (EeKTUBHOIO
B3aUMOJCHCTBUSA

[0 CO3JIaHUI0  YEIIOBEKO-
U TPUPOAO3AUIUTHON CPEIBI
OCYILIECTBIICHUS
npo¢ecCuOHAITBHON
JESATEIBHOCTH

MOPSIAOK JNEeUCTBUI B
Ype3BbIUANHBIX ~CUTYyaLUsX,
IpaBHiIa 3KOJIOTHYECKOU
0€30MaCHOCTH TpPHU BEICHUU
npodecCuoHATBHON
NesTeNbHOCTH;

CII0COOBI MHUHHUMHU3ALHN
yTPO3BI OTEPb,
BBI3BIBAEMBIX HApPYIICHUSIMA
IIpaBII 0e30macHOCTH
KHU3HEIEATSIILHOCTH Ha
pabouem MecTe M OMacHOCTb
HapYIICHHS TIPaBHIT
6e30macHOCTH

KHU3HCACATCIIBHOCTH JJIA

PEKOMEHIalMAX 10 OpraHU3aINH
JeSITeTbHOCTH TPYZIOBOTO
KOJUIEKTHBA U JMYHOCTH B AJIs
MHUHUMH3AOUUA OIACHOCTEH H
ynpasienuto puckamu YC Ha
pabouem MecTe; IEMOHCTPUPYET
3HaHHWE MpaBUI JIe3UH(pEKIuH,
JIe3UHCEKIINY, JiepaTanuu,
OKa3aHMs MEPBOH (T0OBpadeOHOIN)
MOMOIIM, BEIEHUS 3I0POBOTO
oOpaza KU3HU; rpaMOTHO
MPUMEHSIET 3HaHHE aJTOPUTMOB
IEeUCTBUHI

M0 TPaXJAHCKOH OOOpOHE U B
UC, 3amuTe 4enoBeKa U Cpeibl

o0OMTaHMs  OT  HEraTUBHOI'O
BO3JENCTBUSI npu (O
WCIIOJIb30BAHUS  COBPEMEHHBIX
CpEICTB

U yCTpoiicTB MHGOpMaTH3aALUU U
U(POBBIX ~ MHCTPYMEHTOB B
obecreyeHnu 0e30macHOCTH

JKU3HENEATEIbHOCTH M 3aIlUTHI
OKpYKaroIen Cpebl;
MOJIB3YETCSl  aKTyallbHBIMU ISt

oOecrieueHus 0€e301I1acHOCTH
KN3HCACATCIIBHOCTHU
PEKOMEHJAIUSAMU  TI0  Y4YeTy

0COOEHHOCTEH TUYHOCTHU B chepe
TPYJOBO I€ATEIbHOCTH;

JEMOHCTPUPYET 3HaHUE
BO3MOKHOCTEN IIPUMEHEHUS
HUKT u M(POBBIX
MHCTPYMEHTOB Ul IIOMCKA
AKTyaJIbHBIX CBEJICHUN 0
0e30macHOCTH
KU3ZHENEATEIIBHOCTU
JEMOHCTPUPYET 3HaHUE
BO3MOKHOCTEN IIPUMEHEHUS
IIPUEMOB MUHUMU3ALNAN

OMACHOCTH HAapyIICHUS TPaBHUIT
0€e30macHOCTH
KNU3HECACATCIIBHOCTHN JJISA
peanu3aiu ujaeu OepexIIMBOTO
MIPOU3BOJICTBA




peanu3anuu uieu
OepeKIIMBOT0 MPOU3BOJICTBA

Ilepeuensb ymeHnuii, 0CBauBaeMbIX B PAMKaX JMCIHUIIJIHHbI

pacmo3HaBaTh B
npodeccnoHaTbHOM

A COLIMAJBHOM KOHTEKCTE
3a1a4d  W/WIUM  TPOOJIEMBI,
OTHOCSIIIHECS K KPYyry 3amad

u/unu npo0emM
nmojjepkanuss  0e30macHBIX
YCJIOBUI

KHU3HEICATCILHOCTH, B TOM
qucie TPU BO3HUKHOBCHHUU
(O

aHAM3UpPOBaTh 33a1ady U
u/unu poOIeMBl,
OTHOCSIIMECS K MPEAMETHOU
obacTu 0e30macHoCTH
KHU3HENIEATCILHOCTH,

Y BBIJICJIATh COCTaBHBIC YaCTH
HONOOHBIX  3amady WM
pooem;

BBIBIATH U A((PEKTUBHO
HCKaTh nH(pOpPMAIHIO,
HEOOXOJUMYIO JIJISl PEUICHHUS
3ajady = w/mam  mpoOiem
noJyiep>kaHusi  0e30MacHbIX
YCJIOBUI
KHU3HENIEATECILHOCTH,
B TOM quclie
Bo3HUKHOBeHUHU UC;
COCTaBIIATh IJIaH JICHCTBHIA,
OTIpeeISATh pecypchl,
MIPOTHO3UPOBATh PE3YJIbTATHI
peanu3ali  COCTaBJICHHOTO
TIaHa MO/IIePIKAHUS
6e30macHbIX yCIOBUH
KHU3HEIEATCILHOCTH, B TOM
YKce TPU BO3HUKHOBCHUU
yc;

BIIQ/IETh CIIOCOOHOCTBIO
NPUHAMATh  PEHICHHS IO
1enecoo0pa3HbIM JeHCTBHIM
B UC;

BJIAJIETh METOJAMHU 3allUThI
oT BPEIHBIX
u omnacHbix (akropo UYC,
3aIUTHI YelioBeKa
U cpemnpl oOWUTaHUS  OT
HETaTUBHOTO  BO3JCHCTBUS

pu

B xoze BbInoOgHEHUS
MPaKTUYECKUX 3aJaHUI
JIEMOHCTPHPYET yMEHHE
pacrno3HaBarth B
npodeccnoHaTbHOM

Y COLIMAJIbHOM KOHTEKCTE 3ajaun
1/uy mpo0IeMbl, OTHOCSIIHECS
K KpYTy 3a/1a4 U/ Wiy pooiem
oi/iep>KaHust 0€30MacHBIX
YCIOBUH JKU3HEIEATEIHHOCTH, B
TOM YHCJI€ TTPU BO3HUKHOBEHUH
UC u BBINOJHATH MTpaBUIIa
MTOBEICHHS

B UpE3BBIYAIHBIX CUTYAIHSIX
MPUPOJTHOTO M TEXHOTEHHOTO
Xapakrtepa, a TakKe JIeHCTBUSA T10
CUTHAaJIaM Tpa)KJaHCKOM
00OpOHBI U MPUMEHEHUIO
CPEeACTB MHANBUYATbHOM
3aIUTHI

OT Nopaxaromux GakTopoB U
uc;

JIEMOHCTPHPYET TPAMOTHOE
MIPUMEHEHHE TTPABUII
WCTIOJIB30BAHUS CPEJICTB 3AIIHUTHI
OT OPYXHsI MaCCOBOTO
MOpaKEHUS;

I'PaMOTHO OCYIIIECTBIISIET aHAJIN3
3aJa4yd W W/WIK  TpoOJeMbl,
OTHOCALIMECS K MpeAMETHOU
oOnactu 0e3o0macHOCTH
KU3HEJCATENIbHOCTH,  BBLAETSS
COCTaBHbIE YacTH MOJOOHBIX
3aa4 u/uim npooneM;
KOPPEKTHO OIpeeNsieT 3aaaun

JUIS  TIOMCKa  WH(OpMAIIHH,
cojepIKalein aKTyaJIbHbIE
cBeleHUsT 0  Oe3omacHOCTH

KHU3HEACATCIIBHOCTH 1

HEOOXO0JUMBIC UCTOYHUKHU
nHpopmanuu COTJIaCHO
HOMEHKJIAType
MH(OPMALIMOHHBIX HCTOYHUKOB,
MIPUMEHSIEMBIX B chepe
0€30MmacHOCTH
KHU3HCACATCIIbHOCTH,

Habmonenue

3a MPOLIECCOM y4eOHO-
Mo3HaBaTEeIbHON
JIEATEIBHOCTH
00y4aromuxcst B X0ze
JICKIIUH ¥ MPAKTUYCCKUX
3aHATHH.

AHanu3 ¥ olieHKa
MPOTYKTHBHBIX
PE3YyJIbTaTOB BBHIIIOJIHEHUS
MPaKTUYECKON PabOTHI




npu YC; nmpuemMsl nercTBHi
10 TPAXKAAHCKOI 000pOHE U B
4ycC.

OLICHUBATh  pe3yabTaT W
MOCIICACTBHS CBOMX
JICHCTBUI 10 PEUIEHUIO 3a4a4
u/unu npo0emM
nojJepkanuss  0e30macHBIX
YCJIOBUI

JKU3HEEATEIIbHOCTH, B TOM
YKUClie NPU BO3HUKHOBECHUH
4qcC.

Brnagets 3HaHMSMH OCHOB
obecneueHus BOCHHOM
0€30MaCHOCTH  TOCyJlapCTBa
(n7s roHOIIEH).

Bnagets 3HaHUSMU OCHOB
MEIUIIMHCKUX 3HAHMUN (17151
JIEBYLIEK)

ONpeNeNIATh  3aJaud  JJIs
MIOMUCKA uHpopMaLuy,
CoJIepXKallell  aKTyalbHbIE
cBelleHUsT O 0e30MacHOCTH
KHU3HEEATSILHOCTH;
OIpeNesIATh  HEeoOXOIUMbIe
WCTOYHHUKH uHpOpMaun
COTJIACHO HOMEHKJIaType
MH(OPMALIMOHHBIX
UCTOYHUKOB, HPUMEHIEMBIX
B chepe  OesomacHoCTH
KHU3HENIeATEIbHOCTH,
MIPUMEHSTh IPUEMBI
CTPYKTYpUPOBaHUS
nHpOpMaUK A CO3JaHUS
YCTHBIX M NHCBMEHHBIX
COOOIIEHUH, 3IIEKTPOHHOTO

KOHTEHTA W T.II. B TIpOIecce
ocBoeHUs1 uHpoOpManMKU O
0€30macHOCTH
KHU3HECATEILHOCTH,
NIPUMEHATH HUKT u
1M (POBBIC UHCTPYMEHTHI TSI
pelIeHUs 3a/1a4, CBA3aHHBIX C
npodeccnoHaTbHBIM
KOHTEKCTOM  o0ecredeHus
0e30MmacHOCTH
KHU3HEICATCIIEHOCTH "
3aIUTHI OKpYKaroIen
Cpe/IbI; HCIIOJIE30BaTh
COBPEMEHHOE TPOTPaMMHOE
obOecrieueHre,  pa3IMYHbBIC

Pe3yJIbTaTUBHO BBITIOTHSCT
UH(POPMAIMOHHBIH IIOMCK
CBEJCHHM, HEOOXOMUMBIX IS
pelieHus 3afad W/HWiu mpoosieM
OIS PIKAHUS 0e30IacHbIX
YCIAOBUH  KHU3HEICATCIHLHOCTH,
B TOM YHCJIC [P BOSHUKHOBEHUH
qc;

CO3/1aeT KA4YEeCTBCHHBIC YCTHBIC
A [HCbMEHHBIE  COOOIIEHMUS,
3JICKTPOHHBIC KOHTEHTHI W T.II.,
IPAaMOTHO TPHUMEHSS IPHEMBI

CTPYKTYpUPOBaHUS
nH(pOpMAIHH;

JIEMOHCTPUPYET HKT-
KOMIICTEHTHOCTh B PCHICHHS
3ajad, CBSI3aHHBIX C
npodeccnoHATbHBIM KOHTEKCTOM
obecrnieueHus Oe3omacHoCTH

AKHU3HEIEATENbHOCTH U 3allUThI
OKpY>Karollen Cpeibl;
UCHOJb3YyeT COBpPEMEHHOE
MIPOrpaMMHOE oOecrieyeHue,
pa3nuuHble IU(POBHIE CpelcTBa
U1

MOJTy4YEeHUs uH(popMaIuy,
MO3BOJISIOIIEH:

UICHTUQUIIMPOBATH  OCHOBHBIE
OMAcHOCTH  Cpellbl  OOWTaHUS

YEJIOBEKa, OLEHUBATh PHUCK HX
peanu3aiuy, MPUHUMATH
pelleHrs MO [elIecoo0pa3HbIM
nericteusM B UC.

npasuibHO  COCTaBISET  IUIAH
JICUCTBUM, ONPEAENAT PECYPCHI,
IIPOTHO3HUPYET pE3yJIbTATHI
peanu3anuu COCTaBJIEHHOT'O
rJaHa MOAJIEPIKAHUS
0e30MacHbIX yCIIOBUH
KU3HENEATEIIBHOCTH, B  TOM

4yyucie Npu BO3HUKHOBeHMH YUC;
KOpPEKmHO OCYIIECTBIISET
OLICHKY pe3ynbTaTa u
MOCJIEACTBUM CBOUX JIEVCTBUM 10
pEILIeHNIO 3a7]ad U/ MU MpodsieM
MO/ JIEP/KaHUs 0e30macHbIX
YCJIOBUM KU3HEACATEIbHOCTH, B
TOM YHUCJI€ TIPU BO3HUKHOBEHUU
qcC.

B curyauumsix  QenoBBIX T,
MMUTHPYIOIIUX ACATENBHOCTD 10




nudpoBbie  cpeAcTBA IS
noiny4yeHus  uH(pOpMaIu,
O3BOJIAIOIIEN:
UICHTHPUIPOBATH

OCHOBHBIC OITACHOCTH CPEABI

oOuTaHMs YeIOBEKa,
OLICHUBATh pUCK ux
peanu3aiuu; MIPUHUMATH
pelieHus 1o
11e1ecoo0pa3HbIM JCHCTBHSIM
B ugG; pacrno3HaBaTh
KU3HEHHbIC HAPYIICHUS MPHU
HEOTJIOKHBIX  COCTOSIHUSX
Y TpaBMax

OpraHU30BBIBAThH paboty
KOJIJICKTHBA

u KOMaH/ 1bI u
B3aMMO/ICHCTBOBATh

C KOJUIETaMH, PYKOBOJICTBOM,
KIIMEHTaMu IS CO3JaHUs
YeII0BEKO- u
MPUPOAO3ALIUTHON  CPEABI
OCYILIECTBIICHHS
npodeccnoHaTEHOM
JeSITeNIbHOCTH;

MIPUMCHSIT MpaBuiia
MOBEJICHUS

B YPE3BBIYAMHBIX CHUTYAIUAX
MIPUPOJIHOTO,

TEXHOT€HHOTO "

COIMMAJIBHOT'O XapaKTepa.

3¢ PeKTUBHO NEHCTBOBATH B
Ype3BBIYAMHBIX  CUTYaIlUsX,
co0nroaaTh HOPMBI
JKOJIOTUYECKOU
0€301acHOCTH
COZECHCTBOBATh
MPAKTUICCKOMY
OCYIIIECTBIECHUIO uaeu
OepeXJIMBOrO MPOU3BOJICTBA
32 CcYeT  MHHHMH3AIUU
YTPO3BI MOTEePb,
BBI3BIBAEMBIX HAPYIICHUSIMH
MpaBUI 0€301acHOCTH
KHU3HECATEIIEHOCTH Ha
paboueM MecTe

CO3/1aHHIO YEJI0BEKO- "
IIPUPOIO3ALUTHON  Cpelbl  Ha
paboueM MecTe pe3yJbTaTUBHO
OpraHusyer paboTy KOJUIEKTHUBA

U KoMaHabl Hu  3PPEKTUBHO
B3aUMOJICHUCTBYET
C KOJJIeTaMH, pPYKOBOJCTBOM,

KIIMEHTAMA Ha OCHOBE MPaBUII
0eCKOH(IMKTHOTO TIOBE/ICHUS;
JIEMOHCTPHPYET IrpaMOTHOE
MIPUMEHEHUE HOpM
IKOJIOTHUECKOM 0€30IacCHOCTH Ha
paboueM MecTe;

JIEMOHCTPHUPYET YMCHHE
paspabarbIBaTh CUCTEMY Mep 1O
MUHUMU3AINAN YTPO3bI TIOTEPb,
BBI3bIBAEMbBIX HAPYIICHUSIMU
MpaBUII 0€301TaCHOCTH
KU3HECATCILHOCTH Ha pabodeM
MecTe

JList IeByIeK: 1eMOHCTPUPYET
MIPUMEHEHHE aIrOpuT™Ma
pacro3HaBaHUS )KU3HCHHBIX
HapYIICHUI [TPH HEOTJIOKHBIX
COCTOSTHUSIX

U TpaBMax. 0eMoHCmpupyem
VyMeHue TIPOBOJIUTH
MEpPOIPUATHS

0 JIe3uH(EKINH, IE3NHCEKITUH,
JiepaTalui COCTaBIISITh
WHIUBUIYATbHBIE KapThI
3JI0pPOBbS C PEKUMOM JTHS,
rpaduKOM MUTAHUS C
BO3MOYKHOCTBIO OTCIICKHBATh
CBOM ITOKA3aHMSI; OKa3bIBATh
nepByIo (IOBpaueOHYIO)
TTOMOIIb TIPH HEOTIOKHBIX
COCTOSTHUSIX

Y TpaBMaTH3ME.

Jl71 roHOIIIEeH: BBITTOTHATh
VIPKHEHUS ¥ KOMaH/IBI 10
(u3nuecKoil, cTpoeBoit
MTOJITOTOBKE; pa3padaThIBaTh U
OCYIIECTBIISITH IPOrpaMMy
CaMOITOITOTOBKH Oy TyIIIEro
MIPU3BIBHUKA K OCYIIIECTBICHUIO
BOCHHOM JIEATCIHHOCTH;
OKa3bIBaTh MEPBYIO
(moBpauebHYI0) MMOMOIIH
MOCTPAAABIINM.




Ipunoxenne 2.4

Kk OII cnenuaabHOCTH

46.02.01 JloxymeHTAlIMOHHOE O0ecTeyeHne
ylnpaBJieHHsI 1 ApXUBOBeIeHHE

PABOYAS TIPOTPAMMA YYEBHOM JUCITATLIAHBI

Cr.04 ®PU3NYECKAA KYJbTYPA



COJEP)KAHUE

. OBIIAS XAPAKTEPUCTHKA PABOYEN ITPOrPAMMBI
YYEBHOM JUCHUILIMHBI

. CTPYKTYPA Ul COJEPKAHUE YUYEBHOM
TACIATLITAHBI

. YCJIOBHUA PEAJIM3AIIMA YYEFHOM JUCITATLIAHBI

. KOHTPO.JIb Y OLIEHKA PE3VJIbTATOB OCBOEHMUSI
YYEBHOM JUCLUIIAHBI



1. OBILIASI XAPAKTEPUCTUKA PABOUE# TPOIPAMMBbI
YYEBHOM JUCHUILINHEI
CI'.04 ®U3UYECKAS KYJIbTYPA

1.1. MecTo THCHUIUIMHBI B CTPYKTYpPe OCHOBHO# 00pa3oBaTe/ibHOI MPOrpaMMbl:

VYuebnas aucuuiuinHa CI'.04 @wusmueckas KyinbTypa sBISETCS 00s3aTelNbHON YacThIO
COIMATbHO-TYMaHUTAPHOTO IIUKJIa 00pa3oBaTesibHON mTporpammsel B cootBeTcTBUU ¢ PI'OC CITO
no cnenuanbHocTh 46.02.01 JlokymMeHTanMOHHOE 0OecrieueHre YIpaBICHUS 1 apXUBOBEICHHE.

Ocoboe 3HaueHne TUCIUIIMHA UMeeT Tpu popmupoBanuu U pazputur OK 08, OK 04.

1.2. Heap 1 njiaHupyeMble pe3yJbTaTbl 0CBOCHHS M CLHHUIIJIMHbI:

B pamMkax nmporpammsbl yueOHOM JUCHUTUIMHBI 00yYarOIIUMUCS OCBAaMBAIOTCS YMEHUS U
3HAHUSA

Koxa
Ymenust 3Hanus
IIK, OK

OK 04 OpPraHU30BBIBATh PAOOTY KOJUIEKTUBA U | IICUXOJOTMYECKUE OCHOBBI
KOMaH/IbI; B3aUMOJICHCTBOBATH C JeSITeTbHOCTH KOJIJICKTHBA,
KOJIJIEraMH, PYKOBOJICTBOM, KIIMEHTAMHU | IICUXOJIOTHYECKHUE OCOOCHHOCTH
B XO0JI¢ MPOPECCHOHATBHON JMYHOCTHU; OCHOBBI POEKTHOMN
JIeSITeIbHOCTH JeSITeIbHOCTH

OK 08 UCIOJIb30BaTh (PU3KYJIbTYPHO- poib pu3nUecKol KyJIbTyphI B
03/IOPOBUTEIIBHYIO IEATEIBHOCTD IS O0IIEKYIBTYPHOM, MPO(HEeCCHOHATEHOM
YKpEIUIEHUs 37J0pOBbs, TOCTUKEHUS U COIIMAJIbHOM Pa3BUTUH YEJIOBEKaA;
KU3HEHHBIX U MPO(}HECCHOHATBHBIX OCHOBBI 3/10pOBOT0 00pasa KHU3HH;
1eJel; MPUMEHSTh PalliOHAIbHbIE ycI0BUS o ecCHOHATBHON
NIPUEMBI ABUTATEIHHBIX (DYHKIIHIA B JeSITETbHOCTH 1 30HBI PHCKa
npodeccuoHaIbHOMN J1eSTeTbHOCTH; (u3MYECKOro 3710pOBbs IS Tpodeccuu
M0JIb30BATHCS CPEJICTBAMU (cmennanbHOCTH); CPEACTBA
PO IIAKTUKY TIepEHATIPSKEHUS, MpOGUITAKTUKY TIepEHATPSKEHUS
XapaKTepHBIMHU JJIs1 TaHHOU npodeccuu
(criennanabHOCTH)

2. CTPYKTYPA U COJAEP)KAHUE YUYEBHOW JUCIUILIUHBI

2.1. O0beM y4eOHOI TMCHUIIMHBI U BH/IbI YUeOHOH padoThl

Buj yueOHoit padoThI O0bem B yacax
O06bem 00pa3oBaTeIbHOM MPOrpaMMBbl yIeOHOW AUCIIUTUINHBI 100
BT. 4.:

TCOPCTUUCCKOC O6y‘{CHI/IC

MIPAKTUICCKHUE 3aHITHS 100
CaMOCTOsITeNIbHAs paboTa

IIpomexxyTouHast arrecTanus 13




2.2. TemaTnyeckuii IJIaH U Co/lep:KaHMe Y4eOHOM AU CHMIIIMHBI

Koas1
O0nem, ak. 4. / KOMITETEHIIHIA,
HanneHoBAHIe Conep:xanue yuedOHOro MaTepuasa u popMbl OpraHU3alMu eI TeJTbHOCTH B TOM 4YHcJIe ¢opmupoBanun
00yJammxcs B opme 10 KOTOPBIX
pa3/iesioB M TeM .
NPaKTHYeCKOi crnocodcTByer
NMOATOTOBKH, aK. Y. 3J1eMEeHT
MpPOrpaMMbl
Pazpeu 1. OcHoBbI 3HAHHUH 110 (PU3HYECKOH KYJIbTYpe 10/8
Tema 1.1. ConnanbHoO- | Copepskanne yueGHOro MaTepuaa 5
Omoslornyeckue dusnyeckas KyJIbTypa B 00UIEKYIBTYPHOM U MPO(eCCHOHATBHOM MOATOTOBKE CTYICHTOB.
OCHOBBI (PM3HYECKOMI =
KYALTYPbI B ToM Yuc/ie NPaKTHYECKUX 3aHATHI 8
Ilpakmuueckoe 3anamue Ne 1 OcHOBBI 310poBOro 00pasa xu3Hu. Ousnueckas KyJapTypa 2
B 00€CIIeYeHNH 3/JOPOBbS.
Ilpakmuueckoe 3anamue Ne 2 TIcuxonorndeckre OCHOBBI y4eOHOTO Tpy/a U OK 04, OK 08
UHTEJUIEKTYaJIbHOM eaTesbHOCTH. CpeacTBa GU3NYECKOI KYIbTYphl B PETyIMPOBaHUN 2
paboTOCIIOCOOHOCTH.
Ilpakmuueckoe 3anamue Ne 3 O0mmas pu3zndeckas U crieluaibHas MOAT0TOBKA B 2
cucreMe (HU3NYECKOTO BOCITUTAHUS.
Ilpakmuueckoe 3anamue Ne 4 TIpodeccnonansHO-ipuKIIaaHast pu3ndeckas MoAroToBKa. | 2
Pazpen 2. Jlerkas aTjIeTHKA
Tema 2.1. KpoccoBas | ConepkaHue y4eOHOro Marepuasa
NOAr0TOBKA OOyueHue TexHuKe Oera Ha KOPOTKHE JUCTAHIIMH C HU3KOTO, CPEHETO U BHICOKOTO
crapra. OOyueHue TeXHUKE MpbDKKa B ANIMHY ¢ MecTa. [loBbimenue ypoas ODI1 16/16
(cneumanbHBIe OeTOBBIC YNpakHeHHs) Pa3BuTHe 1 coBepIeHCTBOBaHUE (PU3NIECKUX
kauecTB (ObICTPOTHI, KOOPIMHAIMH JBUKCHUH, JIOBKOCTH U T. JI.)
B ToM unciie npaKTHYeCKHUX 3aHATHH 16 OK 04, OK 08




Ilpakmuueckoe 3anamue Ne 5-6 Cnpuntepckuii 6er. CTapThl U3 Pa3IMYHBIX UCXOIHBIX
nonoxenuid. Craptosblii pasros. ber 60 u 100 meTpoB. Pa3BuBaTh CKOPOCTHO-CHIIOBBIE
kadecTBa. Yuet 6era 100 MmeTpoB Ha pe3ysbTart.

Ilpakmuueckoe 3anamue Ne 7-8 IIppDKOK B ITUHY ¢ MecTa. MHOTOCKOKH. UeITHOUHBIHI
oer. CrienuanbHble 0ErOBbIE U NMPBIKKOBBIE YIPaXXHEHUS. Pa3BuTHE CKOPOCTHO-CHIIOBBIX
KAau4eCTB. YYeT NPbDKKA B JUIMHY C MECTA HA PE3YJIbTaT.

Ilpakmuueckoe 3anamue Ne 9-10 KpoccoBasi moiroroBka — 0er B paBHOMEPHOM U
epeMeHHOM TemIie. Y ckopenue. @unummpoBanue. Pa3Butue BBIHOCIUBOCTH. YueT: Oer
1000 metpos ¢ yuerom Bpemenu. ber 2000 meTpoB 6e3 yuera BpeMeHH.

Ilpakmuueckoe 3anamue Ne 11-12 Dcradernsiii 6er. CrienuansHbie O€roBbie U
NPBDKKOBBIE yIIpaKHEHHS. Pa3BUBaTh KOHAUIIMOHHBIE CIIOCOOHOCTH U BBIHOCIUBOCTb.
KoHTponpHOE TecTHpOBaHME JJIsl OLEHKH (PU3UUECKON MOTOTOBICHHOCTH.

Pazpea 3.

Oo0mas ¢pusnyeckasi NOAroOTOBKA

10/10

Tema 3.1.
OO0mepa3BuBalonue
yIpasKHeHusl

Coaep:xxanue yueOHOro MaTepuaJia
OO011epa3BUBarONINE YIIPAXKHEHUS JJIS1 Pa3BUTHS CUJTbI, KOOPAHHAIIMH JIBHKCHUH,
THOKOCTHU U JIOBKOCTH

B ToMm uuciae MPAKTUYICCKUX 3aHATHH

10

Ilpakmuueckoe 3anamue N 13 Cunosas noaroroska. O01iepa3BuBaroIiie yupaxHeHus
¢ TspKenbIMU Msigyamu. KpyroBasi TpeHHpOBKa /711 pa3BUTHUS CHIIBI U 0011ei
BBIHOCJIMBOCTH.

Ilpakmuueckoe 3anamue Ne 14-15 CKopoCTHO-CHIIOBasi TOATOTOBKA. BapuaHThI
yenHOouHOTo Oera. KoMrieke ynpakHeHu i pa3BUTHUSL CUIIBI B OBICTPOTHI. [IpblkKHU co
CKAKaJIKOM.

Ilpakmuueckoe 3anamue N 16-17 Kpyrosas TpernupoBka. OPY. berosbie u npekKoBbIe
ynpaxHeHus. Ictadersl. KoHTpoIbHOE TeCTHpOBaHUE IS OLIEHKU (prU3HUecKoi
HOJrOTOBIICHHOCTH (KOHTpPOJIbHAS PaboTa)

OK 04, OK 08

Pazpea 4.

OOuepasBuBaoIe TMMHACTHYECKHE YIIPAKHEHUS] HA MeCTe M B IBHKEHUH, C
npeaMeramMu M 0e3 nmpeaMeToB

14/14

Conep:kaHue y4eGHOr0 MaTepuasia




Tema 4.1.
I'mmHacTHKA C
OCHOBaMH
aKpo0aTuKu

W3ydenue simeMeHTOB akpoOaTrku. CocTaBiIeHUEe aKpOOATHYECKUX KOMOWHAITUH.
CoBepIIIeHCTBOBAaHNE OCHOBHBIX aKPOOATHUECKUX IJICMEHTOB

B ToM umciie npakTHYeCKUX 3aHATHI

14

Ilpakmuueckoe 3anamue Ne 18 Ctpoesbie ynpaxknenus. O01iepa3BuBaronme
yIpaKHEHHs Ha MECTE M B JIBM)KCHUU 0€3 IIpeIMETOB. YTIpaKHEHUs B rapax. Pa3BuBarb
CHJIOBBIE CIIOCOOHOCTH U KOOPIMHALIUIO.

Ilpakmuueckoe 3anamue Ne 19 O61epazBuBarolye ypaxHEHUs ¢ IpeIMeTaMH,
KOMOWHAIMK YIIPaKHEHUH ¢ 00pyYaMH, CKaKaJIKoi, Ma4yamMu. Pa3BuBaTh CKOPOCTHO-
CHJIOBBIE CITOCOOHOCTH.

Ilpakmuueckoe 3anamue Ne 20 O01epa3BUBaAIONINE YIIPAKHEHHS C TIOBBIIICHHON

aMHHHTy,HOﬁ JJIs1 PA3JIMYHBIX CYCTABOB. anamHeHHﬂ C ITAPTHCPOM. Pa3BuBaTh TMOKOCTE.

Ilpakmuueckoe 3anamue Ne 21-22 YnpaxHeHHUS B PaBHOBECHUH H YIIOPax Ha

TMMHACTHYECKON CKaMeHKe. anaxcHeHI/m Ha COIIPOTHBIICHUC. PaszBuBath KOOpAWHAILIUIO.

KonTponbHas pabota

Ilpakmuueckoe 3anamue Ne 23-24 AxpoOaTrueckue 3JeMeHThl. Xopeorpaduueckas
pasmunka. CoelMHEHNE PA3IMYHBIX JIEMEHTOB B CBS3KH. Pa3BUBAaTh KOOPIWHAIMIO U
rMOKOCTb. YUeT TEXHUKH BBINOJIHEHUS aKpOOATHUECKON CBSA3KH U YIIPAKHEHUS B
paBHOBECHH.

OK 04, OK 08

Pasnea 5.

TexHuueckune NpuéMbI HIPbI B HACTOJIbHbII TEHHHC

12/12

Tema 5.1.
HacToabHBII TEHHHC

Conep:xxanue yueOHOro MaTepuaJia

TexHuka 0e30MaCHOCTH HA 3AHATHUSX MO0 HACTOJIHLHOMY TEHHHCY.

CHGIII/IHJ'IBHI)I@ YHOpa)KHCHHUA TCHHUCUCTA. O3HaKOMIJIEHHE C BHJaMH XBaTa PaKCTKH.
TexHHUKa OTOUBAHMS MsUa «TOTIKOMY (ThrakoM). OCHOBHBIC (DU3NUECKUE KaueCTBa
TCHHUCHUCTA U UX CIICHUAJIBHOC Pa3BUTHC.

B ToM unciie NpaKTHYECKHUX 3aHATHH

12

Ilpakmuueckoe 3anamue Ne 25-26 Taktuueckue aeiicteus. Urpa B HamaieHWH, Urpa B
3ammTe. [TpaBuiia Urpel B HACTOJIBHBIA TEHHHUC.

Ilpakmuueckoe 3anamue Ne 27 YuebHas urpa. Pazsutue ObICTPOTHI M pEaKIHH.

Ilpakmuueckoe 3anamue Ne 28-29 Coueranue MprueMoOB, TEXHHUKO-TAKTHYECKIX
neiictuil. [Ipuem-nepenaya, Hanagaromui yaap. Y4eOHO-TpEHUPOBOYHASI UTpa

OK 04, OK 08




Ilpakmuueckoe 3auamue Ne 30 PazBuTre KOOpIUHAIMOHHBIX CITIOCOOHOCTEH. YUer
TEXHUKH 110J1a4, pUeM-Tiepeiaua, HanaJalomui yaap, 3aiura.

Pazpea 6.

Mleiinuuar

24124

Tema 6.1.
Purmunueckasn
THMHACTHKA

Couepma}me yqeﬁnoro mMarTrepuaJjia OSHaKOMJIeHI/Ie, pasyduBaHHC, COBCPIICHCTBOBAHHUC
KOMIIJICKCOB prrOBOI\/'I TPEHUPOBKHU, KOMIIJICKCOB HIeHIIMHTa

B ToMm yuncie NMPAKTUYIECCKUX 3aHATHH

24

Ilpakmuueckoe 3anamue Ne 31-33 CtrmzoBanHbie koMiuiekebl OPY u TaHIIeBaIbHBIE
JIBHDKCHUS.

Ilpakmuueckoe 3anamue Ne 34 Komruiekc 001epa3BUBAIOIIETO XapaKkTepa 1o
AHATOMUYECKOMY IMPHUHILIUIY. Y IPaKHEHUS JJI MBIIII TYJIOBHILA, CIIMHBI, TO3BOHOYHHUKA,
OPIONIHOTO Mpecca, MBIIII HOT.

Ilpakmuueckoe 3anamue Ne 35 Kommiexe OPY ¢ jokanbHBIM BO3ACHCTBHEM Ha
OCHOBHBIE€ MBIIIEYHBIE TPYIIIIHIL.

Ilpakmuueckoe 3anamue Ne 36-37 Komiieke ynpaxxHEHHUH ¢ OTSATOIIEHUEM.
YrpaxHeHus ¢ TaHTEJSIMU. Y IPAKHEHUS C TAPTHEPOM.

Ilpakmuueckoe 3anamue Ne 38-39 Koppurupyromias rumaactiuka. Komrieke
yIpaXHEeHUH eHnHra no KoppekTupoBke ¢purypsl. Kommiekcsl o01iepa3BUBarOIIETo
BO3JICHCTBHS.

Ilpakmuueckoe 3anamue Ne 40-42 TIpodmnakTrka MpaBUILHOW OCAHKU M H3STITHON
noxonaku. KoMreke yrpakHeHU! JJ1 MBI COIUHBI M HOT. TeCTOBbIE YIPaKHEHUS 110
OIICHKE THOKOCTH W TIOJIBYKHOCTH B CyCTaBax.

OK 04, OK 08

Pasznen 7.

Aspoduka

36/36

Tema 7.1. AspoOuka

Conep:xanue yueOHOro MmarepuaJa BrionHeHNne 0011epa3BUBAIOIIUX YIIPaXKHEHUH B
COUYETaHHUH C TaHIEBAIbHBIMU JIBH)KEHUSIMU Ha OCHOBE 0a30BbIX IIAr0B MO MY3bIKaJIbHOE
COIIPOBOJKJICHHE, pa3yuyrBaHHe 0a30BbIX MIar0oB a3POOUKHU OTAEIHHO U B CBA3KAX

B ToM 4nciie NpaKTHYECKHUX 3aHATHH

36

Ilpakmuueckoe 3anamue Ne 43-44 Brenenne B a3poOuKy. ba3oBble maru KiraccuaecKou
a’poOUKH, COeIMHEHNE X B TIPOCThIe KOMOWHAIIHH.
3aHATUS ¢ HU3KOM YJapHOW HAarpy3KoMu.

OK 04, OK 08




Ilpakmuueckoe 3anamue Ne 45-46 Knaccudeckas adpoOuka. TaHIIeBaIbHBIC DJIEMEHTHI U
Oonee crnoxHas xopeorpadus. PazHooOpasue crunuzanuii. 3aHATHS CpeaHEH
WHTCHCUBHOCTH.

Ilpakmuueckoe 3anamue Ne 47-48 OOmiepa3BUBAIONINE YIPAKHEHUS B TIOJIOKEHUU CTOS,
CHIIA, JIeXkKa. YTIPAXKHEHUs U1 PYK U IJICYSBOTO Mosica. Y TPaKHEHHUS TS TYJIOBHIIA U
med. YIpaKHeHUs Ui HOT. Tecmosble ynpasiChenus Ha CHUKY, 2UOKOCMb.

Ilpakmuueckoe 3anamue Ne 49 Outbon. CunoBas a3poOrKa Ha BCE OCHOBHbBIE
MBIIIEYHBIE TPYIIIHI ¢ UCMOJIb30BAHUEM PA3IMYHOT0 000pynoBanus. KoHTpoibHas
pabora.

Ilpakmuueckoe 3anamue Ne 50-51 A>poOuKa ¢ UCTIONIB30BaHUEM CTETI-TIAT()OPMBI.
bazoBsle maru cren a3poOuku. CoeiMHEHUE UX B IPOCThIE KOMOMHAIMH.

Ilpakmuueckoe 3anamue Ne 52 Cren-aspoduka Ha OCHOBE Xopeorpaduu cpeaneit
CIIOKHOCTH, COCTaBJICHHE Pa3IMYHBIX KOMOWHALUI 110 a3pOOHKe.

Ilpakmuueckoe 3anamue Ne 53-54 KannaneTuk (KOMIUIEKC YIPAXKHEHUH U1 BCEX
yacTel Tena). YIpaXHSHHsI U3 Pa3IMIHBIX BHJIOB BOCTOYHBIX TUMHACTHK H CIICIIUATBHBIX
JIBIXaTENbHBIX YIPaKHEHUH.

Ilpakmuueckoe 3anamue Ne 55-56 IIunarec. YnpaxHeHUsT HAa KOPPEKITUIO OCAHKH,
YKpEIUIeHHEe BHYTPUMBILIEYHOT'O KOPCEeTa, MPOpabOoTKa MOBEPXHOCTHBIX U TITYOUHHBIX
MBIIIIII.

Ilpakmuueckoe 3anamue Ne 57-58 CTpeTuuHr. YIpa)kHEeHHsI HAa pa3BUTHE THOKOCTH,
YBEJIMUYCHNE CTETIEHH MTOBIKHOCTH CYCTaBOB. [ecmogule Ynpaj)cHeHus no oyeHke
2UOKOCU U NOOBUICHOCTIU 8 CYCIMABAX.

Ilpakmuueckoe 3anamue Ne 59 Mukc-adpoOuka. DJIEMEHTHI U3 Pa3HBIX CTUIICH
a’pobuku. Tecmuposanue cunro8ol HOO20MOoBKU.

Ilpakmuueckoe 3anamue Ne 60 OutHec B odurice. YpakHeHUS I pabOTAIONUX B
MIOJIO)KEHUU CUSL.
JunddepennuripoBaHHbIN 3a4eT.

Bcero:

100




3. YCJIOBUA PEAJIN3AIIMM YYEBHOM TUCHUILIVHBI

3.1. lng peanu3anuul MporpaMMbl y4eOHOW AMCHUILIMHBI MPEAYCMOTPEHBI CIICAYIONINE
CHelHalIbHbIC TOMEIICHHUS:

CrnopTUBHBIN 3aJ1, OCHAILEHHBIN:

- 000pyJOBaHMEM: THMHACTUYECKUE KOBPHUKH, MSUH, CKaKajKd, (UTHEC-PE3UHKH,
0o1u0aphbl, TAaHTEIH, TSHKEIbIE MAYU, MSIYU JJ1 OOJIBIIIOTO TEHHHUCA;

- TEXHUYECKUMU CPEJICTBAaMU OOYyYEHHUS: MY3BIKAJIbHBII LEHTP, CeKyHAOMEp, udpoBas
BUICOKamepa, Lu(poBoii hoToamnmapar, KOMIBIOTED.

3.2. UnpopMmannoHHOe obecnedeHre peajn3alui NPOrpaMMbl

[lepeuenp pexoMeHyeMbIX y4eOHbIX H3IaHHi, HTepHEeT-pecypcoB, NOMOIHUTEIbHOM
JUTEPATYPHI:

3.2.1. OcHoBHbIE MEYATHLIC U31AHU:

1. ®wusnueckas KyJibTypa: ydeOHOEe mOCOOHME JUIsi CpPEAHEro MNpOQPECCHOHAIBHOIO
obpazoBanus / E.B. KoneeBa [u np.] ; mox penakmueii E.B. KoneeBoii. — 2-e usn., nepepad. u
nor. — Mocksa: M3narensctBo FOpaiit, 2022. — 599 ¢. — (ITpodeccuonansHoe 0Opa3oBaHue).
— ISBN 978-5-534-13554-1.

2. Annsinos, FO.H. ®usudeckas KynpTypa: Y4eOHUK ISl CpeHero npodecCruoHaIbHOTO
obpazopanus / FO.H. Amnsnos, M. A. [TuceMmenckuii. — 3-¢ u3 ., ucnp. — Mocksa: M3parenbcTBo
FOpaiit, 2022. — 493 ¢. — (IlpodeccuonanpHoe obpazosanme). — ISBN 978-5-534-02309-1.

3. Mymnep, A.b. ®usmuueckas KynbTypa: YU4eOHHUK M MPAKTUKYM Ui CpPEIHEro
npodeccuonanbHoro obpasosanus / A.b. Mymnep, H.C. [aanukuna, FO.A. boramenko. —
Mocksa: M3aarensctBo FOpaiit, 2022. — 424 ¢. — (IIpodeccuonansHoe oOpazobanue). — ISBN
978-5-534-02612-2.

4. bypyxun, C.®. Meronuka o0ydyeHus: gusnueckoil KyabType. I MMHacTuka: ydeOHOE
nocoowue I cpeaHero npodeccuoHanbHoro oopasosanus / C. ®. Bypyxun. — 3-e u3., ucnp. u
nomn. — Mocksa: U3aarensctBo FOpaiit, 2022. — 173 c. — (IlpodeccuonansHoe o6pazoBaHue).
— ISBN 978-5-534-07538-0.

3.2.2. OcHOBHBIE YJIEKTPOHHbIE U3IAHUS:
1. THUT CT'AY dopma noctyna B Muteprere: http://cnit.ssau.ru
2. O6pasoBarenpHas mwiatdopma FOpaiit https://urait.ru

3.2.3. JlonoJiHUTEJIbHbI€ HCTOYHUKH:

1. AmnsaoB, IO.H.  ®wusmueckas  KymbTypa:  y4eOHHUK  JUIi  CpPEIHEro
npodeccuonanbHoro oopasosanus / FO.H. Annsnos, U.A. [Tucemenckuii. — 3-e u3a., ucnp. —
Mocksa: U3narensctBo FOpaiit, 2022. — 493 c. — (IIpodeccuonansnoe odpazoBanue). — ISBN
978-5-534-02309-1. — Tekct: anmektpoHHbIH // OOpa3zoBatenbHas miaTdopma FOpait [caidt]. —
URL.: https://urait.ru/bcode/471143.

2. Bbypyxun, C.®. Meroauka o0y4deHus] PU3NYECKON KYIbTYpeE. I'mmuacTuka:
yuebHoe rocobue ais cpeanero npodeccuonanbHoro oopasosanus / C.d. bypyxun. — 3-e usn.,
uctip. u jgom. — MockBa: M3gatensctBo [Opaiir, 2022. — 173 c. — (IIpodeccronanbuoe
obpazoBanue). — ISBN 978-5-534-07538-0. — Tekcr: anexkrponnsiii / ObOpa3oBarenbHas
wiatdopma FOpaiir [caiit]. — URL.: https://urait.ru/bcode/471782.

3. Mymnep, A.b. ®usmueckas KynbTypa: Y4eOHHK M TIPAaKTHKYM JUISL CPEIHETO
npodeccuonansHoro obpazosanus / A.b. Mymnep, H.C. [Jaauukuna, FO.A. boramenko. —
Mocksa: U3narensctBo KOpaiit, 2022. — 424 c. — (IIpodeccuonansnoe odpazoBanue). — ISBN
978-5-534-02612-2. — Tekct: anmektpoHHbIH // O0pa3zoBatenbHas miaTdopma FOpaiT [cait]. —
URL: https://urait.ru/bcode/469681.



4. dusnueckas KyapTypa: ydeOHOe mMmocobue i CpeaHero mnpodeccHOHAIbHOTO
obpazoBanus / E.B. KoneeBa [u np.]; mox penakuueii E. B. Koneeoit. — 2-e uszm., mepepad. u
nor. — Mocksa: U3narensctBo FOpaiit, 2022. — 599 ¢. — (IlpodeccuonansHoe 0OpazoBaHue).
— ISBN 978-5-534-13554-1. — Tekct: anexktpoHHsIi / OOpa3zoBarenbHas miaTdopma KOpaitt
[caiiT]. — URL.: https://urait.ru/bcode/475342.

4. KOHTPOJIb 1 OHEHKA PE3YJIbTATOB OCBOEHMUSI
YYEBHOU JUCIHUIIJIMHBI

Pe3ysabTarsl 00yyeHus Kpurepun oneHku MeToabl OLIEeHKH

Hepeqeﬂb 3HaHHﬁ, O0CBAMBACMbIX B paMKax JUCHHUIIJIMHBI

¢dusnveckas KyapTypa B 3HaTh OCHOBBI KOHTPOJIbHBIE 3aJJaHMs], TECTBHI,
OOIIEKYJIbTYPHOH U ¢bu3nyeckoil KylIbTyphbl, €€ | IpoBepKa pe3yIbTaToB
npodecCHOHATBLHON CYLIHOCTb U IIEHHOCTH. CaMOCTOSITENIHOU PaOOTHI
MOJIrOTOBKE CTYAECHTOB. Hmets npenacTaBieHue o

CTPYKType

po¢eccuoHaIbHO-

JUYHOCTHOTO Pa3BUTHS B
nporecce PU3NYECKOro

BOCIIUTaHUs.
COLMAJIbHO-0MOJIOTUYECKHE 3HATh CpPE/ICTBA KOHTPOJIbHBIE 33JaHMs], TECTBI,
OCHOBBI (pU3NUECKON (bu3NIECKOi KyIbTyphI U HPOBEPKA PE3YJILTATOB
KYJIBTYpBI. cropra B CaMOCTOSITENILHON PaboTHl,
COBEpIIEHCTBOBAHUU HaOJIro/IeHuE 3a
(GYHKIIMOHATIBHBIX JeSITeIbHOCTBIO 00YUYaIOIINXCS
BO3MOKHOCTEN Ha y4eOHBIX 3aHATHSIX.

opranusma. llmetn
MIpe/ICTaBICHHUE O
croco0ax MOBBIIICHUS
YCTOMYHMBOCTH OpPraHu3Ma
YEJIOBEKa K pa3InyHbIM
YCJIOBUSIM BHEIIIHEHN

cpeapl.
OCHOBBI 3710pOBOr0 00pasa 3HATh OCHOBHBIE KOHTPOJIbHBIC 3aJIaHUSI, TECTHI,
xu3HU. Ousndeckas KyiabTypa | coctaBisitomue 30K u MPOBEPKA PE3YJIbTATOB
B 00€CTIE€YeHUHN 3/I0POBBSL. TpeOOBaHUS K €ro CaMOCTOSITENTLHOUN paboThI,
opranuzanuu. [lonnmare | HaOrO/IEHUE 32
3HauUEHUE JeSTENIbHOCTHIO 00yUYaroIXCs
CaMOBOCITUTAHHS U Ha Y4eOHBIX 3aHSATHUSIX.
CaMOCOBEPIICHCTBOBAHHSI
B 30K.
TICUXOJIOTHYECKHE OCHOBBI 3HATh OCHOBHBIC IPUYHMHBI | KOHTPOJILHBIC 3a/I1aHUS, TECTHI,
y4eOHOTO Tpyda U WM3MEHEHHSI MIPOBEPKA Pe3yIbTaTOB
HUHTEIUICKTYaJIbHOU MCUX0(U3UIECKOTO CaMOCTOSITENTLHOUN PaboThI,
nestenbHOCTH. CpencTa COCTOSTHUS B TIEPHO]] HaOII0ZICHNE 32
(bU3NIECKOil KYIbTYpHI B CECCHH, a TAK)KE KPUTEPHUH | IEATEIHHOCTHIO 00YyJatOIIuXCsl
pEryainpoBaHuunu HCPBHO-ODMOLIMOHAJIBHOI'O Ha y‘Ie6HBIX 3aHATHUAX.
paboTOCIIOCOOHOCTH. YTOMJICHHSI.
obmast pusnveckas u 3HATH I U 3a7a91 KOHTPOJIbHBIC 33/IaHUS, TECTHI,

crieruasnbHas oAroTOBKA B o01Iel ¥ cenuaaIbHOR IIPOBEPKA PE3YJILTATOB



https://urait.ru/bcode/475342

cucteMe (PU3NIECKOTO

(hU3MIECKOI TTOITOTOBKH,

CaMOCTOSATEIILHON PaboTHI,

BOCIIUTaHHUSL. ¢usnveckne criocoOHOCTH | HaOIrOICHUE 32
YeJoBeKa M UX JeSATEIBHOCTHIO 00YUYArOLIHXCSI
COBEPIIICHCTBOBAHUE. Ha y4eOHBIX 3aHATHSX.
HmeTp nipencTaBlieHuE O
dbopMax u MeTo1ax
(HU3MYIECKOr0 BOCIUTAHHSI.
npodeccHoHaIbHO- 3HATh CPEACTBA U METOJIbl | KOHTPOJIbHBIC 33]JaHUS, TECTHI,

IIpUKIaaHas (bI/ISI/I‘IeCKaﬂ
IIOATOTOBKA.

HaIPaBJICHHOTO
(bopmMHpOBaHUS:
po¢eCCHOHAIBHO
3HAYUMBIX JBUTATEIBHBIX
HaBBIKOB,
npoeCCHOHATBEHO
BaXXHBIX (PU3NYCCKHUX U
MICUXWYECKUX KauecTB, a
TaKKe METOJIbI
YCTOMYMBOCTH K
podeCCHOHATLHBIM
3a00JICBaHUSIM.

IPOBEPKA PE3yJIbTATOB
CaMOCTOSITENIEHON PabOTHI,
HaAOJIFOIEHYE 3a
JeSITeTbHOCTBIO 00YUYaIOIINXCS
Ha y4eOHBIX 3aHATHUSX.

npaBuiia 6a30BBIX BUOB
criopra

3HATb TCXHUKY U IIpaBUJIa
HN3Yy4aCMbIX BUIOB CIIOpTa.

KOHTPOJIbHBIC 3aJIaHUSI, TECTHI,
IPOBEpKa Pe3yJIbTaToB
CaMOCTOSITEIIbHOW Pa0OTHI.

Hepeqeﬂb 3HaHHﬁ, O0CBAaMBACMbIX B paMKaXx JUCHHUIIJIHHBI

HCII0JIb30BaHUE (DU3UUECKOM
KYyJIbTYpbl B OpraHU3aLuU
3JI0pOBOTO 00pa3a KU3HU U
AKTUBHOI'O OTAbIXA.

YMEHHUE UCIIOIh30BATh
pa3zHooOpa3Hbie (HOPMBI U
BUJIbI (DU3KYIBTYPHOMR
ACATCIIbHOCTHU OJIsA
OpraHu3aIlH 3]I0POBOTO
o0pa3a KU3HHU, aKTUBHOTO
OT/BIXA U JIOCYTA,;

OIl€HKa TEXHUKH, cadya
KOHTpOJ'II)HOFO HOpMaTI/IBa,
MPAKTHYECKHUE 3aHATHUSA,
HaOJII0IeHUE 3a
JESTeNIbHOCTHhIO 00yUYaroInXcs
Ha y4eOHBIX 3aHATHSAX, 3aUET

MOJIIepXKAHUE
paboTocnocoOHOCTH U
npodunakTuka npodiem co
3JI0POBBEM.

BJIQJICHUE COBPEMEHHBIMH
TEXHOJIOTHUSIMH
YKpETUJICHUS U
COXpaHECHHS 3JI0POBbSI,
MOJIIePIKaHUS
paboTocmnocoOHOCTH,
popUIaKTUKH
MPEIYPEIKACHUS
3a00JIeBaHNM, CBSI3aHHBIX
¢ y4eOHOil 1
MPOU3BOACTBEHHOMN
JIeSITeJIbHOCTBIO;

OILI€HKAa TEXHUKHU, CJada
KOHTPOJIbHOTO HOpMaTHBa,
HpaKTI/I‘-ICCKI/IC 3aHATHA,
HaOJIr0IeHUE 3a
JEATEIIbHOCTHIO 00yUJarONTIXCS
Ha y4eOHBIX 3aHATHSIX, 3a4ET

OCYILIECTBIECHUE CAMOKOHTPOJIA
IIPU 3aHATHUAX CIIOPTOM U
(bu3MYeCKUMHU yIIPaKHEHUSIMU

BJIaJICHIE OCHOBHBIMHU
croco6amMy CaMOKOHTPOJIS
WHIUBUIYATBHBIX
noKaszaTesiei 3710poBbs,
YMCTBEHHOU 1
(busnueckoi
paboTOCIIOCOOHOCTH,

OII€HKAa TEXHUKHU, C/la4ua
KOHTPOJHHOTO HOPMAaTHUBA,
HpaKTI/I‘IeCKI/Ie 3aHATHS,
HaOIIOIeHNE 3a
JESATEIIbHOCTHIO 00yJarOITHXCSI
Ha Y4eOHBIX 3aHATHUSAX, 3aUET




(hU3UIECKOTO Pa3BUTHUS U
(hU3HUECKUX KAa4YeCTB;

BJaJieHHE (PU3NYECKIMHU
YIPaKHEHUSIMH Pa3HOU
(G YHKITMOHATTLHOM
HAaIpaBJICHHOCTH

BlIaJICHUE (PU3HUCCKUMU
yIpaXHEHUSIMHU Pa3HON
(YHKITMOHATTLHOM
HaIpaBJIEHHOCTH,
HCIOJIb30BaHUE UX B
pexumMe yaeOHOH 1
MPOU3BOACTBEHHOMN
NESITEIbHOCTH C LENbI0
npOpUITAKTUKA
nepeyToOMIICHUS U
COXPAHEHUS BBICOKOH
paboTOCIIOCOOHOCTH;

OLIEHKA TEXHUKH, cIada
KOHTPOJIBHOT'O HOpMaTHBa,
MIPAKTUYCCKHUE 3aHITHSI,
HaOJIFOICHYUE 3a
JESATEIIbHOCTHIO 00yUYarOIIIXCS
Ha Y4eOHBIX 3aHATHUSX, 3a4ET

BJIAJICHUC TCXHUYCCKUMHU
MpUeMaMU U JIBUTaTEIbHBIMU
JIEHCTBUSIMH 0a30BBIX BHJIOB
cropTa.

BJIaACHHUC TCXHUYCCKUMU
IpueMaMu 1
JABUTI'aTCIIbHBIMU
neicTBUsIME 0a30BbIX
BHJOB CIIOPTAa, aKTUBHOC
MIPUMEHEHHE UX B
COPEBHOBATEIBHOMN
JeSATEIbHOCTH,
T'OTOBHOCTH K
BBIIIOJIHEHUIO HOPMAaTHUBOB
I'TO

OIIEHKA TEXHUKH, clada
KOHTPOJIBHOI'O HOpMaTHBa,
PAKTHYCCKHUE 3aHSATHUSA,
HaAOJIFOICHUE 3a
JESATEIIbHOCTHIO 00yUJarOITIXCS
Ha y4EOHBIX 3aHATHSIX, 3aUET




Mpunioxenne 2.5
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46.02.01 JloxymeHTAlIMOHHOE O0ecTeyeHne
ylpaBJieHUs U apXUBOBe/leHUe

PABOYAS TIPOTPAMMA YYEBHOM JUCITATLIAHBI

CTI'.05 OCHOBBI BEPEKJIMBOT'O ITPOU3BO/JCTBA



COJEPKAHUE

. OBILIASI XAPAKTEPUCTHKA PABOYEN ITPOTPAMMBI
YYEBHOM JUCLHUILINHBI

. CTPYKTYPA U COJEPKAHUE YUYEBHOM
TACIATLTAHBI

. YCJIOBHUA PEAJIM3AIIMA YYEFHOM JUCITATLIAHBI

. KOHTPO.JIb Y1 OLIEHKA PE3VJIbTATOB OCBOEHMUSI
YYEBHOM JUCLUIIIAHBI



1. OBILIASI XAPAKTEPUCTHKA PABOUE# TPOIPAMMBbI
YYEBHOM JUCHUILINHEI
CI'.05 OCHOBBI BEPEKJIMBOI'O IPOU3BO/ICTBA

1.1. MecTO JUCUMILIIMHBI B CTPYKTYpPe OCHOBHO# 00pa30BaTe/IbHOM NMPOrpaMMBbl:

VyeOnas guciumuinHa CI.05  OcHoOBBI  O€peXIMBOrO MPOM3BOACTBA  SIBISIETCA
00s13aTeJIbHOM YacThl0 COLMAIBbHO-TYMAaHUTAPHOIO LMKJIAa 00pa30BaTEJbHOM MpPOrpaMMel B
coorBercTBUM ¢ PI'OC CIIO no cneumansHoctu 46.02.01 JlokymeHTanoHHOE oOecrieyeHne
yIpaBJIEHUS U aPXUBOBEICHHE.

Ocoboe 3HaYeHne qucuuIuiMHa umeet npu popmupoBannu u pazsutuu OK 01, OK 02, OK
03, OK 04, OK 05, OK 06, OK 09.

1.2. leab ¥ IuIaHUpyeMble Pe3yJbTAThI OCBOEHUS TUCHMIIUHBI:

B pamkax nporpammbl yueOHOM JUCHUIUIMHBI 00yYarOIIUMUCS OCBAaMBAIOTCS YMEHUS U
3HaHUS

E(I)?, OK YMmenns 3Hanus

OK 01 IJIJAHUPOBATh, OPraHU30BaTh U coJiep>kaHue U GOpMBI

OK 02 MPOBOJUTH MEPOIIPUSITHS 11O Oepex)ITMBOTO TPOU3BOICTBA;

OK 03 peain3aliii IIPUHIUIIOB 6epe)KJ'II/IBOFO [IPUHLMUIIBI, METOABI U

OK 04 IIPpOU3BOACTBA,; MHCTPYMEHTHI OEPEKITUBOTO

OK 05 MOJIb30BaThCSI HHCTPYMEHTAMU MPOU3BOACTBA

OK 06 6epe)KJ'H/IBOFO HpOI/i?»BOI[CTBa B aJICOPUTM BHEIAPEHUS
HpO(beCCHOHaﬂBHOI/I ACATCIIBHOCTHU HHCTPYMEHTOB 6epe)KJ'H/IBOFO

OK 09 MIPOU3BOJACTBA B ICSATEIbHOCTD

oduca

2. CTPYKTYPA U COJAEPXKAHUE YUEBHOM JUCIIUILINHBI

2.1. O6beM y4eOHOI TMCHUIIMHBI M BH/IbI Y4eOHOMH padoThI

Buj yueOHoii padoThl O0bem B yacax

O06beM 00pa3zoBaTeNIbHOM MPOrpaMMbl y4eOHON AUCIMITIUHBI 42

B T.4. B JopMe MPAKTUUECKON MOATOTOBKU

BT. U.:
TeopeTHIecKoe 00ydeHne 16
MPaKTUYECKHUE 3aHATUS 18

[TpomexyTouHas aTTecTanus A3




2.2. TeMaTuuyeCKMil IJIAH U COAEPKAHUE YUeOHOM JUCUMIIIHHBI

Koabt
OoneM, ak. 4. / " .
KOMIIeTeH Ui,
B TOM 4HucJje
(popmupoBanuio
HaumenoBanue Conep:kanue yuyeOHOro marepuasa u GopMbl OPraHu3anuM JAesiTeJIbHOCTH B opme KOTODLIX
pa3/iesioB M TeM o0y4alommxcs NPaKTHYeCKOI P
crnocod0cTByer
NOATOTOBKH,
3JIeMEeHT
aK. 4.
NPOrpaMMbl
Brenenne TpagumonHoe u GepexnBoe MPou3BoACTBO [TOHATHS «TIPOU3BOJCTBOY, «pa3AelicHUE OK 01-OK 06
B OepekjinBoe TpyJay, «TPaIuIIOHHOE U OEPEKIUBOE MMPOU3BOICTBOY. Drtocodus «bepexaInBoro OK 09
MPOU3BO/ICTBO npou3BoJcTBay. Mctopus OepexxauBoro npousBoactsa. [lpouzBoacTBeHHas cucrema 6/2
Toitotsl (TPS). Cucrema JIAO Toitora: 14 npuHIKIIOB MEHEKMEHTA KoMITaHuu. Maen
paznenenus tpyaa (. Teitnop) u kouseieproii coopku (I'. @opn). [lonamuiinsii annapam
u 6a308as MeEPMUHON02US DEPENHCIUBO20 NPOU3BOOCEA
[Tpaktueckoe 3austue 1. [IpousBoacTBenHas cucrema Toyota: u3ydeHue NpUHIIMIIOB U 2
uHctpymeHToB TPS (ToyotaProductionSystem)
Pazjnen 1. ®unocodusn GepeKITUBOro NpoM3BoJACTBA 6/2
Tema 1.1. [TpuHIHITEI OepPEKITUBOTO MPOU3BOICTBA. B3anMooTHONIeHHE 3aka3uuk - [locTaBimk OK 01-OK 06
IpuHIHUNBI (MoJIHOE 0OCO3HAHME TOTO, YTO HYXKHO 3aKa3YMKy, MTHOBEHHAs! peaklus Ha U3MEHEHHE OK 09
0epe:KInBOro TpeOoBaHuUil 3aka3unka). JItou - caMblil LIEHHBIN akTUB KoMInaHnuu. KapTupoBaHue noroka
NPOM3BOACTBA co3manus neHHoctu. VSM (ValueStreamMapping); mocTpoeHre IpOu3BOACTBEHHOTO 5
MOTOKa Ha paboueM ydyacTke. OCHOBHBIE XapaKTEPUCTHKU OEpEKINBOTO
IPOM3BOJICTBEHHOTO NMOTOKA. [IpHHIIMITEI GepexaIrBOro mpou3BoacTBa. KapTupoBBHue
MOTOKA co3AaHus LieHHocTel. Britsruatomiee (pull), Berrankuaroiee (push)
IPOM3BOJICTBO
Tema 1.2. Buabl 1 | Busbl norepsb, HX HCTOYHUKH U CIIOCOOBI UX ycTpaHeHus. [loTepu: nmepenpon3BoaACTBO, OK 01-OK 06
KkJIaccupuranus JUIIHYE ABYKCHUS, HEHYKHAsl TPAHCTIOPTUPOBKA, U3IHUIIIHUE 3aMachl, N30BITOYHAS 4
norephb 00paboTka, oxxuganue, nepenenka/ opak. Cucrema 3M: Myna, Mypu, Mypa. YopasieHnue

pa60qI/IM IIPOCTPAHCTBOM

[TpakTHdeckoe 3aHsATHE 2. YCTpaHEHUE U MTPEIOTBPAICHUE IOTEPh




Paznen 2. UHCTPpYMeHTBHI Oepe:KJIMBOro NPOU3BOACTBA

18/8

Tema 2.1. Cucrema | 5S — cucrema panuoHanu3anuu padodero mecra. [lonsrue "Cuctema 5S". Coptupyii — OK 01-OK 06
5S Cobmonait nopsiaok — Coaepxu B unctore —Ctannaptusupyit — CoBepIeHCTBYH.

[TpakTHdeckue CrocoObl UX pealu3aluu: METOT IPIBIKOB, MeTOI TeHel. CucreMa 5S kak 6

OCHOBa JJIs1 Kaii3eH U croco6 noBeieHus 3¢ hekTuBHOCTH. OTCYyTCTBHE MOPSIKA KaK

VCTOYHUK NOTEPb.

[TpakTrueckoe 3ausatue 3. Opranuzanusa pabodero Mecra 1o cucreme 5S 2

[Mpaktuyeckoe 3anstue 4. Cucrema «Touno-BoBpemst -JIT» (Just-in-time); Baxxuoctsb 2

cuctembl «T0UHO BOBpeMs»
Tema 2.2. Bpemst OcCHOBHBIE XapaKTEPUCTUKH OSPEKITMBOTO MPOU3BOJICTBEHHOTO IMMOTOKA M €r0 apaMeTphl: OK 01-OK 06
takTa. [luty BpeMs TakTa (BpeMsl [IUKJIa, BpeMs BBITOJHEHUS 3aka3a). CTaHIapThl KaueCTBa M CTAHIAPTHI OK 09

nporecca. CrtangaptusupoBanHas padora. Bpems takra. CTaOMinbHOCTS M HECTAOMIBHOCTL | 4

nukia. 3Haunmas padota. Luknnyeckas pabora onepatopa. CTaHIapTHBIN He3aBEPIICHHBIN

3ajaen. Bpems nukina. XpoHomerpax. bianku craniapTu3MpoBaHHON paOOTHI

[TpakTueckoe 3ansaTue 5. Crangapruzanus eicTBUM pabOTHUKA 2
Tema 2.3. [Tonsitre 6y(epHBIX M CTPaxoOBbIX pecypcoB. Buabl OyhepHbIX 1 CTPaxOBBIX PECYpCOB U UX OK 01-OK 06
Bydepusbie u ucronb3oBanue. [IpenmyinecTsa NpuMEHEHUs JAHHOTO BUA PECYPCOB 2 OK 09
cTpaxoBble
pecypcsbl
Tema 2.4. KoHTposbHbIe TOKa3aTeNu U UX YPOBHU. 811aroB Mo paboTe ¢ KOHTPOJIbHBIMU OK 01-OK 06
KoHuTpoJbHbIe nokazaresnsiMu. OripesiesieHre KOHTPOJIbHBIX MOKa3areseil. 3HaueHre IUIaHepOoK B paboTe 2 OK 09
MOKA3aTeJIN. ouca. PexoMeHanum 1o npoBeAeHUIO IIaHEPOK
IL1anepku
Tema 2.5. Kalif3eH — moaxo K MOCTOSHHBIM yiIydileHusM. [IoHATHE TOCTOSHHBIX YIIy4IleHUH, OK 01-OK 06
Kaiinszen- ominune Kaitazen u Kaiiprno. BoBiieueHne nepcoHana B MOCTOSIHHBIC YIyUILICHUS. 4 OK 09
MeponpusTHs Opranuzanys cucTeMsl OJA4YM U PEATTU3ALNN IPEUIOKEHUH M0 YIIYUILIEHUIO.

MartepuanbHOE U HEMaTepUaIbHOE MOOIIPEHHE.

ITpakTuyeckoe 3aHstTue 6. PazpaboTka 3TanoB Kai3eH-MeponpusITUil 2
Pasznen 3. Peasmzanusi npuHUMnoB OepexanBoro ogpuca 6
Tema 3.1. [TpuntMEl BU3yanu3anun padodero Mecta. OTIuYus TPaIuIUOHHOTO oduca OT OK 01-OK 06
IIpakTuka 6epesximBoro opuca. [IpaBuina UMEHOBaHUS MAIOK C JOKYMEHTaMH. AyIuT pabodero 4 OK 09
BU3YaJbHOI0 Mmecta. KanOan a1 3aka3a KaHIENAPCKUX NpuHaanexHocTeil. Co31aHne BU3yallbHOTO

ylpaBJieHusl

oduca




Tema 3.2. KanGan-cucrema 10kyMeHTO0O0pOTA, BRIpaBHUBAHUE paboueil Harpy3KH, OK 01-OK 06
Co3nanne CTaHJAPTU3UPOBAaHHAA PadOTa, BU3yalbHbIN MUTY. IHCTPYMEHTHI IIPH CO3/1aHUHU 2 OK 09
CHCTEMBI OepexIIMBON CUCTEMBI IOKYMEHTO000pOTa

JAOKYMEHT0000poTa

CamocTosiTe/ibHAsi BHEAYIUTOPHAas padora 8

IIpoMe:kyTOUHAsI aTTECTALUSA 2

Bcero: 42




3. YCJIOBUA PEAJIN3AIIMM YYEBHOM TUCHUILIVHBI

3.1. lns peanuzanuy NporpaMmbl y4eOHOU AUCHUIUIMHBI TPEAYCMOTPEHBI CICAYIOIHNE
CHelHalIbHbIC TOMEIICHHUS:

Kabuner «ConuanbHO-9KOHOMHUYECKUX U YIPABICHYECKUX AUCIUILINHY, OCHAIICHHBIN:

o0opynoBaHueM: paboyrie CTOJN U CTYJ MO KOJUYECTBY OoOydaromuxcs, paboyee MeCTo
Ipero/iaBaTels;

TEXHUYECKUMHU CPEJCTBAMHU OOYUYEHHUSI: IEPCOHAIBbHBINA KOMIIBIOTEp, IPUHTEP, [IPOEKTOD,
MHTEPaKTHUBHAS IPUCTABKA K JIOCKE UM WHTEPAKTUBHAS TOCKA.

3.2. UnopmannonHoe odecneyeHne peaau3amun NporpaMmmbl

Jns peanusanuu mporpammbl  OMONMHOTEYHBIH (POHA 00pa30BaTENBbHOM OpraHU3alUuu
UMeEeT IeYyaTHble W/WIIM DJIEKTPOHHBbIE 00pa3zoBaTelibHble W MH(GOPMAIMOHHBIE PECYPCHI, IS
UCIIONIb30BaHUsl B oOpa3oBarensHOM mporiecce. [lpu dopmupoBanuu O6ubmmorednoro ¢onma
o0pa3oBaTeNnbHOIl OpraHu3alnuell BHIOMPAETCs HE MEHEe OJIHOTO U3JaHUS U3 MEepeUHCICHHBIX
HUKE TICUATHBIX W3JAHUN W (WIM) 3JIEKTPOHHBIX M3JaHUN B KAa4eCTBE OCHOBHOTO, MPH 3TOM
CIIUCOK, MOKET OBITh JOIMOJIHEH HOBBIMU M3JaHHUSIMH.

3.2.1. OcHOBHBbI€ NIeYaTHbIE U3TAHUS

Bymek, [I. bepexnuBoe NpOM3BOJCTBO: Kak H30aBUTbCA OT MOTEph U J1OOUTHCA
npouBeranus Bameid komnanuu / [[xeiimc Bymex, aamen JxoHc; mep. ¢ aHri. - 12-e w3, -
Mocksa: AnpniHa [Tabmumep, 2018. - 472 c.

Jlaiikep JIxk. Hao Toyota: 14 mpuHIIMIIOB MEHEDKMEHTA Beaylei koMmmanuu mupa / JIx.
Jlatikep. — M.: U3narenbckas rpynna «Toukay, 2018. — 400 c.

Tenmunr, /1., daun, D., 2012. bepexxnuBelii oduc: ycTpaHeHHEe IOTePh BPEMECHH H JICHET,
nep. ¢ anri. [A. 3anecoBoii, T. 'yrmaH]. - 5-e uzn. - M.:Anbnuna [Tabnumep, 2019. - 322 c.

DKOHOMHMKA TpyAa: y4eOHHK Il cpenHero npodeccruoHansHoro odpasoBanus / M. B.
CumonoBa [u ap.]; moxa obmieii penakimeit M. B. CumonoBoii. — MockBa: U3narensctBo FOpaiit,
2022. — 259 c.

3.2.2. OCHOBHBIE 3JICKTPOHHbIC U3IAHUSA

Bymek, JI. bepexnuBoe mNpoOW3BOJACTBO: Kak H30aBUTHCS OT TOTEPb M JOOUTHCS
npouBeranus Bameil komnanuu / [[xeiimc Bymek, J[ouuen J[xoHc; nep. ¢ anrn. - 12-e usg. -
Mocksa: AnbrinHa [Tabmumep, 2018. - 472 c. - ISBN 978-5-9614-6829-8. - Tekct: a5eKTpOHHBII.

DKOHOMHKa TpyAa: y4eOHMK I cpeiHero npodeccruoHanbHOro odpasoBanus / M. B.
Cumonosa [u 1p.]; mox oOuie#t pegakuueit M. B. CumonoBoii. — Mocksa: M3narensctBo Opaiir,
2022. — 259 c. — (IIpodeccuonansHoe oOpazoBanue). — ISBN 978-5-534-13411-7. — TexkcrT:
anekTpoHHbld  //  OOpazoBatenpHas  miatdpopma  IOpaitr  [caiit]. —  URL:
https://urait.ru/bcode/497484

VYnpasienue 3amacaMu: MHOTO(aKTOpHAs ONTHMH3AIHMS MPOIecca MOCTAaBOK: YYEOHUK
JUIs cpeniHero npogeccuonansHoro oopasosanus / I'. JI. bponeukwit, B. 1. I'epamu, A. B. Konuk,
. T'. nmamoeckuii. — Mocksa: U3narensctBo FOpaiit, 2021. — 322 ¢. — (IIpodeccronanbHoe
obpaszoBanue). — ISBN 978-5-534-10776-0. — Texct: anekTtpoHHBIH // OOpa3oBarenbHas
wiatdopma Opaiit [caiit]. — URL: https://urait.ru/bcode/475248

DKOHOMHKA OpraHU3alliu: Y4eOHUK M TMPAKTUKYM JUIsl CpeIHEero npodeccruoHalIbHOTO

obOpazoBanusi/  A.B.Kompmukua [u gp.]; mon  pemakuueit  A. B. Kosbiukuna,
C. A. CmupnoBa. — Mocksa: UznatensctBo FOpaiit, 2021. — 498 c. — (IIpodeccronanshoe
obpazoBanue). — ISBN 978-5-534-06278-6. — Texkcrt: anektpoHHBIH // OOpa3oBarenbHas

miatdopma IOpaiit [caiit]. — URL: https://urait.ru/bcode/474223.

3.2.3. JlonoJiHUTE/IbHbIE HCTOYHUKHU:

Bbpayn, Mapk I'paMm. 3a pamkamu cOamaHCHPOBAaHHON CHUCTEMBI Moka3aTeneit [TekcT]: kak
AHAIUTUYECKHUE MOKa3aTeIu MOBbIaT 3¢(EKTUBHOCTh yIpaBieHus: kommnanuen / Mapk ['pam
Bpayn; [nep. ¢ anrn. U. Unbunoii]. - Mocksa: Onumn-bussec, 2012. - XXIV, 220 c.


https://urait.ru/bcode/475248
https://urait.ru/bcode/474223

Nwman, M. Kaiiazen: ko4 K ycnexy simoHckux komnanuii / Umau M.; Ilep. I'yrman T. - 9-
e u3a. - Mocksa: Ansi. busnec byke, 2016. - 274 c.
Cunro, Cureo. bbicTpas mnepenananka: PeBosIOIMOHHAs TEXHOJOTUS ONTUMHU3ALUU
npou3BojcTBa: nep. ¢ anri. / C. Cunro. - M.: AnpnimHa busnec byke, 2006. - 344 c.

4. KOHTPOJIb U OHEHKA PE3YJIbTATOB OCBOEHHS1
YYEBHOMU JUCIIUITJIMHBI

Pe3ysabTarsl 00yyeHus

Kpurepun oueHku

MeToabI OIIEeHKH

Hepeqeﬂb 3HaHHﬁ, OCBauBa€MbIX B paMKaXx JUCHUIIJIUHBI:

cojiepkanue u (hOpMbl
OepeKIIMBOro NPOU3BOJICTBA;
MMPpUHOUIIBI, METOBI 1
MHCTPYMEHTBI O€peKINBOTO
IIPOU3BO/ICTBA;

QJITOPUTM BHEJIPEHUS
UHCTPYMEHTOB OEPEXIUBOIO
IIPOU3BOJICTBA B JICATEIBHOCTD
oduca

Ilepeuensv ymenuit,
oceaueaemuvlx

6 pamKax OUCYUNJIUHbL
IJIaHUPOBATh, OPraHU30BaTh U
IIPOBOAUTH MEPOIIPUATHS 110
pean3alnuy NpUHIUIIOB
OepeKIIMBOro MPOU3BO/ICTBA;
10JIb30BAThCS UHCTPYMEHTAMHU
OepexIMBOro MPOU3BO/ICTBA B
npogecCuoHAITBHON
JESATEIBHOCTH

OlLieHKa YCTHBIX OTBETOB, YUAIIUXCA:
Otmetka "5" craBUTCS, €CIIM CTYICHT:

IIOJTHO M3JIaraeT U3y4eHHBIN
MaTepHa,

00OHapyXH1BaeT IOHUMaHUE
Marepuaia, MOXeT 000CHOBaTh CBOH
CYXKJICHUsI, IPUMEHHUTH 3HAHUS Ha
MIPaKTHUKE, MPUBECTH HEOOXOTUMBIE
MIPUMEPHI HE TOJIBKO 10 YUeOHUKY, HO
M CaMOCTOSTEILHO COCTABIIEHHBIE;

M3JIaraeT MaTepHall Mocjiae10BaTeIbHO
Y TIPaBUJILHO C TOYKHU 3PEHUS HOPM
JUTEPATYPHOTO S3bIKA.

OtMmetka "4" craBUTCS, €CJIM CTYACHT
JTa€T OTBET, YIOBIECTBOPSIOIINAN TEM
JKe TpeOOBaHUSAM, YTO H JIJISI OTMETKU
"5", Ho momyckaer 1-2 ommOKwH,
KOTOpBIE CaM K€ UCIPaBIIseT, U 1-2
HeIo4Y€ETa B IOCIIEAOBATEILHOCTH U
S3BIKOBOM O(DOPMIIEHUH U3JIaraeMoro.

Otmetka "3" cTaBUTCS, €CIIU CTY/ACHT
oOHapyXUBaeT 3HaAHHE U TOHUMAaHUe
OCHOBHBIX IIOJIOKCHHI TaHHOM TEMEI,
HO: U3JlaraeT MaTrepuai HEMoJIHO U
JIOTTyCKaeT HETOYHOCTH B
ONpEeIeTICHUN TOHATUN WIH
(bopMyIUpOBKE MPaBUI;

HE yMeeT JI0CTaTOYHO TITyO0KO U
JIOKa3aTeJIbHO 000CHOBATL CBOU
CYXKJIEHUSI M IPUBECTH CBOU
TIPUMEPBHL;

W3JIaraeT MaTepual
HEIOCJIeI0BATEIBLHO U IOITyCKAEeT
OLIMOKH B S3bIKOBOM O(hOPMIIEHUH
W3JIaraeMoro.

OtMmetka "2" cTaBUTCS, €CJIM CTYACHT
0OHapy>XMBaeT HE3HAHKE OOJIBIIIEH
YaCTH COOTBETCTBYIOIIEH TEMbI
M3y4aeMOTro MaTepualia, JOImyCKaeT

NunuBuyansHel 1
(bpoHTAIbHBIC
OTIPOCHI;
[Iposepka
BBITIOJTHCHHS
o0y4armuMucs
JIOMAIITHAX
3aJJaHuM;
IIpoBeneHue
TEKYILEro,
pyOexHOTO U
MIPOMEKYTOUHOTO
KOHTPOJIS.

Ouenka
JeSITETHHOCTD
00yJaromuxcs BO
BpEMS TIPOBEICHUS
3aHSATHS
IIpoBepxka
BBITIOJTHEHUS
00yJaronuMucs
JIOMAIITHUX
3aaHui
TecToBble OIPOCHI
3aueTHas pabora




ommOKu B (HOPMYITUPOBKE
OTpeIeNIeHUH 1 MPaBUII, UCKAXKAIOIIHE
UX CMBICII, OECIIOPSIIOYHO U
HEYBEPEHHO M3JIaraeT MaTepuall.
Ormertka ("5", "4", "3") MOXeT
CTaBUTHCS HE TOJIBKO 32
eIMHOBPEMEHHBII OTBET (KOT1a Ha
MPOBEPKY MOATOTOBKHU YUCHHUKA
OTBOJIUTCS ONIPECIICHHOE BpeMsi ), HO
Y 32 pacCpeOTOYEHHBIA BO BPEMEHHU,
T.€. 32 CyMMY OTBETOB, JaHHBIX
YUEHUKOM Ha MPOTSHKEHUU ypOKa
(BBIBOJIUTCS MTOYPOYHBIN Oaiut), mpu
YCIIOBHH, €CJIH B IIPOIECCe YPOKa He
TOJILKO 3aCITYIIMBAJINCh OTBETHI
y4amIerocsi, Ho U OCYIIECTBIISIIACH
MPOBEPKA €r0 YMCHHS TPUMEHSTh
3HAHUS Ha TPAKTHKE.




[punioxenne 2.6

Kk OII cnenuaabHOCTH

46.02.01 JloxymeHTAlIMOHHOE O0ecTeyeHne
ylpaBJieHUs U apXUBOBe/leHUe

PABOYAS TIPOTPAMMA YYEBHOM JUCITATLIAHBI

CI'.06 OCHOBbI ®UHAHCOBOI T'PAMOTHOCTHA



COJEP)KAHUE

. OBILIASI XAPAKTEPUCTHKA PABOYEN ITPOTPAMMBI
YYEBHOM JUCHUILINHBI

. CTPYKTYPA U COJIEPKAHUE YUYEBHOM
TACIATLTAHBI

. YCJIOBUSA PEAJIM3AIIMA YYEFHOMN JUCIATLINHBI

. KOHTPOJIb Y OLIEHKA PE3YJIbTATOB OCBOEHMS
YYEBHOM JUCLHUIIAHBI



1. OBILIASI XAPAKTEPUCTHKA PABOUE# TPOIPAMMBbI
YYEBHOM JUCLUAILIUHBI

CI.06 OCHOBbI ®HUHAHCOBOM T'PAMOTHOCTHA

1.1. MecTO JUCUMILIIMHBI B CTPYKTYpPe OCHOBHO# 00pa30BaTe/IbHOM NMPOrpaMMbl:

VYuebnas nucruminHa CI'.06 OcHOBBI pUHAHCOBOI IPaMOTHOCTH SIBIISIETCS 00s13aTEIbHON
YaCcThIO COLMAIBHO-TYMAaHUTAPHOTO IHMKJIa 00pa30BaTENILHON NPOrpaMMBbl B COOTBETCTBHU C
®I'OC CIIO no cnenuanbHocTH 46.02.01 JlokyMeHTallMOHHOE OO€CIIeUEeHUE YIPABICHUS U
apXHMBOBEJICHUE.

Ocoboe 3HaueHHWe AUCUMIUIMHA HMEET MNpH (HOPMUPOBAHMM U PA3BUTHH OOIIMX
kommetennuii: OK 01, OK 02, OK 03, OK 04, OK 05, OK 06, OK 09.

1.2. Ileab u n1aHUpyeMble Pe3yJIbTAThI 0CBOCHHUS TUCHHMIIIHHBI

B pamkax mporpamMmsbl yueOHOW JUCHUILIMHBI 00yYarONIMMUCS OCBaMBAIOTCS YMEHHUS U
3HAHUS

Hllf,ogK Ymenust 3HaHus
OK 01 MIPUHUMATD pallMOHAIbHBIEC ((MHAHCOBBIE | OCHOBHBIC MMPUHIIUIIBI
OK 02 pelieHus B chepe yrnpaBlieHUs TUUYHBIME | SKOHOMHYECKOH KM3HHU 00ILeCTBa!
OK 03 (uHaHCAMU; pOJIb JICHET B CEMbE U 0OIIECTBE,
OK 04 IJIAHUPOBATH U IPOTHO3UPOBATH MPUYUHBI U TTOCTIEACTBUSI U3MEHEHUE
OK 05 Oyayue 10X0Abl U pacXobl TUYHOTO JTI0XO0JI0B U pacX0JI0B CEMbHU; POJIb
OK 06 OI0JKETA; rocyziapcTBa B 9KOHOMHKE CEMbH;
OK 09 CTaBUTbH CTPATETHMYCCKHUE 3aJaUM JIJIs OCHOBBI B3aUMOJICHCTBHS C
JOCTUKEHUS TIMYHBIX (PMHAHCOBBIX KPEAUTHBIMU OPTaHU3ALUAMH;
LeJIei; MPUHIUIIBI (PYHKITMOHUPOBAHUS
MMOHUMATh JIMYHYIO OTBETCTBEHHOCTh 32 | (DMHAHCOBOI CHCTEMBI
pelIeHu s, IPUHUMAEMBbIC B ITPOIIECCE COBPEMEHHOTO rOCY/IapCTBa;
B3aMMO/JICHCTBUS C PUHAHCOBBIMU OCHOBBI YIIPaBIEHUS HAIOTOBBIMU
WHCTUTYTaMU; TUTATEeKAMHU C [ETbI0 CHIDKCHUS
HAXOJUTh UCTOUHUKH MH(OPMALIUU JUIS | HAJOTOBBIX PACXOJOB B YCIOBUSX
NpUHATHS 3D YEKTUBHBIX PUHAHCOBBIX COOJII0ICHNSI HaJIOTOBOM
pelneHui JUCITUTLIAHBI

2. CTPYKTYPA U COJAEPKAHUE YUYEBHOW JUCIUILIUHBI

2.1. O0beM y4eOHOI TMCHUIIMHBI U BUIbI Y4eOHOH padoThl

Buj yueOHoit padoThl O0bem B yacax

O6bem 06pazoBaTenbHOM NporpaMmMbl y4eOHON AUCHUIUINHBI 40

BT.Y. B (bopMe HpaKTI/I‘-ICCKOI\/'I HOATOTOBKH

BT. U.:
TEOpETHUECKOe 00yUueHne 14
MPAKTUYECKHUE 3aHSITUS 18

[IpomexyTouHas aTTecTanus A3




2.2. TeMaTH4yeCKMil IJIAH U COAEPKAHUE YUeOHOM JUCHMIIIHHBI

Koasl
O0bem, ak. 4. / A .
KOMIIeTeHIIHIA,
Conep:kanue yuyeOHOro marepuasa u GopMbl OPraHu3anuM JAesITeJIbHOCTH B TOM Hucae ¢dopmupoBanuio
HaumeHoBaHue B popme pMHPp
o0yuarommxcst . KOTOPBIX
pa3/iesioB U TeM NPaKTHYeCKOoi
crocoo0cTByeT
MOJATO0TOBKH,
3JIeMEeHT
aK. 4.
NPOrpamMMbl
Tema 1. OcHOBBI 3HaKOMCTBO ¢ KypcoM. KpaTkas xapaktepucTuka uzydaemoro kypca. [Ipunstue OK 01 - OK 06
JIMYHOT0 perieHuit o TuyHoM puHaHcupoBaHuHU. OnpeneacHue 1eNeH, Moa00p albTepHATUB. OK 09
¢punancoBoro AxTuBBI U accuBbl. JJoxoas! 1 pacxosl. CocTaBlieHHE TEKYIIET0 U MEPCIEKTUBHOTO 5
IUVIAHUPOBAHUS angHOTO (hMHAHCOBOTO Or0KeTa. OCHOBHBIE HCTOYHHUKH J10X0/1a. TUIIHMYHBIE YPOBHU
JIOXOJIOB ¥ pacXoIOB B TEUEHUE KHU3HU uenoBeka. CocTaBiaeHHE TEKYIIET0 TUYHOTO
(MHAHCOBOTI'O IUIAHA.
IIpakTuyeckoe 3ansaTue 1. CocrapneHue 1 aHajan3 CEeMEMHOro OroKeTa 2
Tema 2. Banku, Posib 6aHKOB B mpoliecce MPHUBIICUCHUS U pa3MenieHns (PMHAHCOBBIX pecypcoB. Kpeaur: OK 01-OK 06
0aHKOBCKHE yCIIOBUS IONyYeHUs ¥ BO3BparTa Kpeaurta. Busl kpeaura. CTOMMOCTh KpEAUTA. 8
onepauuu. Kpenurt | YMeHbmieHne crouMoct kpeaura. Mnoreka
U ero BH/IbI IIpakTuyeckoe 3ansTue 2. Pacuet 0CHOBHBIX (PMHAHCOBBIX HAYHCICHUI 4
IIpakTnyeckoe 3ansiTue 3. Buasl 6aHKOBCKUX KapT
Tema PeiHok niennbix Oymar. llennas 6ymara. Akuusi, o0muranus, JUBUACH I, OOBIKHOBEHHBIE OK 01-OK 06
3.®oHn0BbIN aKIIMY, IPUBWJICTUPOBAHHBIC AKI[UU, KOHTPOJIbHBINA ITAKET aKIIHM. 4
PBIHOK. Buasbl
LeHHbIX Oymar
Tema 4. Hasoru. [TonsTue Hanora u coopa. DnemMeHTsl Hasora. HanorooGnoxxenue Gpusnueckux u OK 01-OK 06
Hanorooo6ao:xenne | opuandeckux auil. O0s13aHHOCTH HaororiaTeabirka. OTBETCTBEHHOCTD 3a 6
(pu3MYeCKNX JIUIl | HECBOEBPEMEHHOE HCIOJIHEHNE 00513aHHOCTEeH HAJIOroIyIaTesbIuKa
IpakTnyeckoe 3ansitue 4. OnpeaeneHue 3IEMEHTOB HajIora 2
Tema 5. Pucku DKOHOMHUYECKHE ITOCIICICTBUS HETPEABUACHHBIX COOBITHIA: 00JIe3HEH, aBapHid, OK 01 -OK 06
NOTEePHU AeHer 1 MPUPOJIHBIX KaTakIu3MoB. CTpaxoBaHue, BUbI cTpaxoBaHusi. OCHOBHBIE MOHATHUS 4 OK 09

CTPaxOBOI'O PEIHKA.




Oo6bem, ak. 4. /

Konanl

KOMIIeTEeHIINIA,
Conep:kanue yuyeOHOro marepuasa u GopMbl OPraHU3anuM JAesITeJIbHOCTH B TOM fmeIe ¢dopmupoBanuio
HaumenoBanue y P P P B popme pMHp
00y4arIuXxcs . KOTOPBIX
pa3/1esioB U TeM NPaKTHYeCKOMH
crocoo0cTByeT
NMOAr0TOBKH,
3JIeMEeHT
aK. 4.
NPOrpamMMbl

HMYILIEeCTBA. IIpakTiyeckoe 3ansTHe 5. VccienoBanue: 4To M KaK MOKHO CTPaxoBaTh (PU3NIECKOMY 2
CrpaxoBanue JIALY
Tema 6. [TeHCHOHHBII BO3PACT ¥ TOCYAAPCTBEHHOE NTIEHCHOHHOE oOecnieuenue. Bo3moxxHocTH OK 01 - OK 06
Ilencuonnoe MIEHCUOHHOTO HakoIieHus. Bunpl nencuit B P@: ctpaxoBast neHCUs IO CTapOCTH, 5 OK 09
CTpPaxoBaHHe B CTpaxoBast IEHCHS TI0 MHBAJIUTHOCTH, CTPAXOBasi IEHCHUS IO CIIy4aro MOTEPH KOPMUJIIbLIA,
PO HAKOIIUTEIIbHAS TIEHCUS.

IIpakTuyeckoe 3ansaTue 6. Pacuer Oyayux MEHCHOHHBIX BBITUIAT, HCIIOIB3Ys 5

MIEHCUOHHBIIN KaJIBbKYJISTOP
CamocTosiTe/ibHAs BHeayIMTOPHas padora 8
IIpomexyTouHAsA aTTECTALMSA 2
Bcero: 40




3. YCJIOBUA PEAJIN3AIIMM YYEBHOM TUCHUILIVHBI

3.1. Jlng peanuszauuu mporpammbl y4eOHOH AMCHUIUIMHBI JOJDKHBI OBITH CIETYIOLIHE
CriellMaibHbIe TOMEIICHU:

Kabuner «ConuanbHO-9KOHOMHUYECKUX U YIPABICHYECKUX AUCIUILINHY, OCHAIICHHBIN:

o0opy0oBaHUEM: pabo4He CTOJ U CTYJ IO KOJUYECTBY OOydaroUuxcs, paboyee MecTo
Ipero/iaBaTels;

TEXHUYECKUMU CPEACTBAMU OOYUYEHMS: IEPCOHANIbHBIA KOMIIBIOTEP, IPUHTED, IPOEKTOP,
MHTEPaKTHUBHAS IPUCTABKA K JIOCKE UM WHTEPAKTUBHAS TOCKA.

3.2. UnopmannonHoe odecnevyeHne peaau3amum NporpamMmmbl

Jis peanu3anuu mporpaMmbl  OMONMMOTEYHBIH (POHA 00pa30BaTENbHON OpraHU3aALUU
UMeeT IeYaTHbIe W/MIM 3JEKTPOHHBblE 0Opa3oBaTelibHblE M MH(DOPMALMOHHBIE PECYpChl s
UCIIONIb30BaHUsl B oOpa3oBarensHOM mporecce. [lpu dopmupoBannm OubmmoreuHoro ¢onaa
o0pa3oBaTeNbHONW OpraHu3alueil BbIOMpaeTcs HE MEHee OJIHOTO M3JaHUs M3 NEepeuHCIICHHBIX
HIDKE TEYaTHBIX M3IaHUA W (WJIM) SJEKTPOHHBIX M3JaHWH B KauyecTBE OCHOBHOIO, TPU ITOM
CIIMCOK, MOXKET OBbITh JJONOJHEH HOBBIMH U3/IaHUSIMH.

3.2.1. OcHoBHbIE NeYATHBIE U3AAHUA

borpamesckuii, A. OcHOBbl (QuHaHcoBOil rpamoTHocTu: Kpartkuii kypc /
bornmamesckuii A. - M.: Ansniunallabmumiep, 2018. - 304 c.

KynukoB, JI. M. OCHOBbl 5KOHOMUYECKOH TeOpuM: Y4eOHUK JUIsl CpEAHEro
npodeccuonanbHoro obpazosanus / JI. M. KynukoB. — 3-e¢ u3n., nepepad. u mom. — Mocksa:
UznatenbctBo FOpaiit, 2022. — 371 ¢. — (IIpodeccuonansuoe odbpazopanue). — ISBN 978-5-
534-03163-8.

@puiyiep, A.B. OcHOBBI (pMHAHCOBON I'paMOTHOCTH: ydueOHOe mocoOue Ui CpeIHero
npodeccuonansHoro oopaszosanus/ A.B. @puiiep, E.A. TapxanoBa. — Mocksa: M3marenscTBo
FOpaiir, 2022. — 154 c.

®unancoBas rpamoTHOCTh: yueOHUK / FO. P. Tymansn, O. A. Umenko-Ilanykosa, A. H.
KoznoB [u nap] ; IOxuwli ¢enepanpHblii yHuUBepcuTeT. - PoctoB-Ha-Jlony; Taranpor:
Wz natensctBo FOxHOTrO henepanpHoro ynusepcurera, 2020. - 212 c.

3.2.2. OcHOBHBIE )JIeKTPOHHBbIE U3IAHUSA

Opuwiep, A. B. OcHOBBI (pMHAHCOBON TI'PpaMOTHOCTU: y4eOHOE MOCOOME Il CPEIHEro
npodeccuoHambHoro  obpaszoBanusa /  A. B. @puiyiep,  E. A. TapxanoBa. —  Mockaa:
WznatenberBo FOpaiit, 2022. — 154 ¢. — (IIpodeccronanbaoe oopazoBanue). — ISBN 978-5-
534-13794-1. — Texct: >nekTpoHHbIH // OOpa3oBarenbHas miatdopma FOpaiit [caiit]. — URL:
https://urait.ru/bcode/466897

dunancoBoe npapo. [IpakTukym: yueGHOe nocoOue It cpeiHero npodeccuoHanbHOTO
obpazoBanusi/ E. M. Ammmapuna [u ap.]; moxn  pemakuuwed  E. M. AmimapuHo#,

E. B. TepexoBoii. — 2-e u3zn., nepepad. u mon. — MockBa: U3narensctBo FOpaiit, 2022. —
300 c. — (IlpodeccmonansHoe oOpaszoBanue). — ISBN 978-5-534-08817-5. — Tekcr:
NeKTpoHHBIH  //  OOpazoBarenbHas  matgopma  FOpaiir  [caiit]. —  URL:

https://urait.ru/bcode/470974

ITanckoB, B.I. Hanorm u nHamoroo6noxenue. [Ipaktukym: yuebHOe mnocoOue s
cpennero mnpodeccuonanbHoro obpasoBanus / B.I. ITarckos, T. A. JleBoukuna. — MockBa:
UznarensctBo FOpaiit, 2022. — 319 c. — (IIpodeccuonansnoe obpazosanue). — ISBN 978-5-
534-01097-8. — Tekcr: anexTpoHHEIH // O0pa3zoBarenbHas iatdhopma FOpaiit [caiit]. — URL:
https://urait.ru/bcode/469486

KynmukoB, JI. M. OCHOBBI JKOHOMHYECKOH TEOpWUU: YYEOHHK JJII CPEAHETO
npodeccuonansHoro oopazosanus / JI. M. Kynukos. — 3-e uzn., mepepad. u mpon. — Mocksa :
WznatenberBo FOpaiit, 2022. — 371 ¢. — (Ilpodeccronanbaoe oopazoBanue). — ISBN 978-5-
534-03163-8. — Texkcrt: anexTponHslii / O6pazoBatensHas miatgopma FOpaiit [caiit]. — URL:
https://urait.ru/bcode/468411



3.2.3. JlonoJTHUTEIbHbI€ HCTOYHUKM:

1. borpgamesckuii, A. OcHOBBI (DUHAHCOBOM
Bormamesckuii A. - M.:Anprinaa [Ta6mumep, 2020. - 304 c.:

2. dunaHcoBoe npaBo. [IpakTukym: yaeOHOE TOCOOUE ISl CPEIHEro MPO(HECCHOHATLHOTO
obopazoBanuss / E. M. Ammapuna [u ap.]; mox penmakuwerdr E. M. AmmapuHoH,
E.B. TepexoBoii. — 2-¢ uzn., nepepad. u gon. — Mocksa: U3narensctBo IOpaiit, 2020. — 300
c.

rpamotHocTh: Kpatkmii kypc /

3. l'amanos, B. A. ®uHaHCHI, IeHe)KHOE oOpalieHne u Kpeaut: yueOnuk / B.A. ["aaHos. -

2-e u3n. - Mocksa: @opym: MTHOPA-M, 2022. - 416 c.

4. KOHTPOJIb 1 OLHEHKA PE3YJBbTATOB OCBOEHMUSA

YYEBHOI JUCHMILINHBI

PesyabTaTnl 00yueHus

Kpurepun onenkn

MeToanl oleHKH

Hepeqeﬂb 3HaHHﬁ, OCBauBacMbIX B paMKaXxX JUCHUIIJIHHDbI

OCHOBHBIC ITPUHITUIIBI
SKOHOMMYECKOH KU3HU
o0ImiecTBa: poiib JACHET B
CEMbE U 00IIeCTBE, MPUIHHBI
U MIOCJICJICTBUS U3MEHEHHE
JIOXOJIOB M paCcX0JI0B CEMbH;
POJIb TOCYIapCTBA B
9KOHOMMKE CEMBH;

OCHOBBI B3aNMO/ICHCTBHS
C KPEAUTHBIMH
OpTraHHU3aIHSIMH,

TIPUHITATIBI
(G YHKIIMOHUPOBAHUS
(hMHAHCOBOW CHCTEMBI
COBPEMEHHOTO rOCYAapCTBa;

OCHOBBI YIIPABJICHHS
HaJIOTOBBIMU IIJIATEKAMH C
LIEJIbI0 CHIDKEHUS HAJIOTOBBIX
pPacxo/oB B YCIOBUAX
COOJIFOICHUS HAJIOTOBOM
JIACITUILTHHEI

O1eHKa YCTHBIX OTBETOB,
y4dalmxcs:

Otmerka "5" cTaBUTCS, €CIIN
CTYJEHT:

IIOJIHO M3JIaraeT U3y4eHHBIN
MaTepua, JaET paBUIbHOE
OIIPE/IENIEHHOE A3BIKOBBIX MTOHITHIA;
oOHapy’KUBaeT MOHUMaHHe
Marepuaia, MOKeT 000CHOBAaTh CBOU
CYXKIECHMS, IPUMEHUTD 3HAHUSI Ha
IIPAKTHKE, TPUBECTU HEOOXOAUMBbIE
IPUMEPBI HE TOJIBKO MO y4eOHUKY,
HO M CAMOCTOSITEIIBHO
COCTaBJICHHBIE;

M3JIaraeT MaTepuall
MIOCJIEZI0BATEIBHO U IIPABUIIBHO C
TOYKH 3PEHUS HOPM JIUTEPATYPHOTO
A3BIKA.

Otmetka "4" cTaBUTCH, €CIIN
CTYJEHT JIa€T OTBET,
YIOBJIETBOPSIIOIINN TEM KE
TpeOOBaHUAM, YTO U JUI OTMETKH

Ilepeyenn ymenuii,
O0CBAaNBaeMbIX

B PaMKaxX TUCHUILIHHBI
MIPUHUMATD PaIlOHATbHBIE
(MHAHCOBBIE PELICHUS B
cdepe ynpaBieHUs TUIHBIMHA
¢buHaHCaMH;

TUTAHUPOBATH U
MIPOTHO3UPOBATH OymyIIne
JIOXOJIbI U PACXOJIbI TIUYHOTO
OrOKETA;

"5", Ho momyckaet 1-2 ommOKwH,
KOTOpBIE CaM K€ UCIIPABIISET, U 1-2
Hel04ETa B IMOCISI0BATEIIbHOCTH 1
S3BIKOBOM O(hOpMIIEHUH
M3J1araeMoro.

Otrmetka "3" cTaBUTCH, €CIU
CTYJICHT OOHapyXKUBaeT 3HAHUE U
MMOHUMaHNE OCHOBHBIX TMOJIOKEHUH
AHHOW TEMBI, HO:

M3JIaraeT MaTepuall HEeToJIHO U
JIOTTyCKaeT HETOYHOCTH B
ONpeIeTICHUU TOHATUN WIH
(hopMyITUPOBKE TIPABHIT;

NuauBunyanbHbl 1
(bpoHTAIIbHBIE
OTIPOCHI;
IIpoBepka
BBIIIOJTHCHHS
o0y4armuMucs
JOMAaIlTHUX 3aJaHHI;
IIpoBenenue
TEKYIIEro,
pyOeXHOTO U
MIPOMEKYTOUHOTO
KOHTPOJIA

OrueHKa 1esTeIbHOCTH
o0yJaromuxcs

BO BpeMs
MIPOBEACHUS 3aHITHS
[IpoBepka
BBITIOJTHCHUS
o0yJarmuMucs
JIOMAITHUX 3aJaHuil
TecToBbIE OIIPOCHI

3aueTHas paboTa




CTaBUTH CTPATCTUYCCKUC
3aga4u JJI1 JOCTHXKCHUA
JIMYHBIX (bI/IHaHCOBBIX ueneﬁ;

- IOHUMATh JINYHYIO
OTBETCTBEHHOCTb 32
peuicHud, IPpUHUMACMBIC B
MPOLECCE B3AUMOJCHCTBUSA C
(bMHAHCOBBIMU UHCTUTYTAMH;

- HaXOJIUTh UICTOYHHUKHU
uH(pOpMaLIUY U1 TPUHSITUS
3¢ peKTUBHBIX (PUHAHCOBBIX
peleHuit

HE YMeeT JI0CTaTOYHO TITyO0KO U
JTIOKa3aTeIbHO 000CHOBATH CBOH
CYXKICHHS U IPUBECTH CBOU
IPUMEPHI,

u3Naraet MaTepuanl
HETOCIIEI0BATEIHHO U JIONYCKAeT
OIMOKH B S36IKOBOM O(OPMIICHUH
U3J1araeMoro.

OtMmeTka "2" cTaBUTCH, €CIU
CTYJICHT OOHApYyKMBAET HE3HAHUE
OOJIBIIIEH YacTH COOTBETCTBYIOMIEH
TEMBI U3y9aeMOT0 MaTepuara,
JIOTTYCKaeT OLINOKHU B
(bopMyIUpPOBKE ONpeeIeHUuN 1
MIPaBHJI, UCKAXKAIOIINE UX CMBICII,
OecIopsiIOYHO U HEYBEPEHHO
u3Naraet MaTepua.

Otmerka ("5", "4", "3") moxer
CTaBUTHCS HE TOJIBKO 32
€IMHOBPEMEHHBIN OTBET (KOoTrJa Ha
MIPOBEPKY MOATOTOBKHU YICHHKA
OTBOJUTCS OIPE/ICJICHHOE BPEMS ),
HO U 33 PaCCPEIOTOYEHHBIN BO
BPEMEHH, T.€. 32 CYMMY OTBETOB,
JAHHBIX YICHHKOM Ha TIPOTSKCHHUH
ypoKa (BBIBOJUTCS MIOYPOUHBIH
6as), Mpu yCIOBUH, €CITH B
Mpolecce YpoKa He TOJIBKO
3aCIyIIUBAIMCH OTBETHI yUaIIerocs,
HO U OCYIIECTBIISIIACh MPOBEPKA €ro
YMEHHSI IPUMEHSITh 3HAHUS Ha
MPaKTHKE.




[puiaoxenne 2.7

Kk OII cnenuaabHOCTH

46.02.01 JloxymeHTAlIMOHHOE O0ecTeyeHne
ylpaBJieHUs U apXUBOBe/leHUe

PABOYAS TIPOTPAMMA YYEBHOM JUCITATLIAHBI

OI1.01 SDKOHOMMUMKA OPI'"AHU3ALIUN



COJEP)KAHUE

. OBIIAS XAPAKTEPUCTHKA PABOYEN ITPOrPAMMBI
YYEBHOM JUCHUILIMHBI

. CTPYKTYPA Ul COJEPKAHUE YUYEBHOM
TACIATLITAHBI

. YCJIOBHUA PEAJIM3AIIMA YYEFHOM JUCITATLIAHBI

. KOHTPO.JIb Y OLIEHKA PE3VJIbTATOB OCBOEHMUSI
YYEBHOM JUCLUIIAHBI



1. OBIIASI XAPAKTEPUCTUKA PABOYEM TPOT'PAMMBI

YYEBHOM JUCHUILINHEI
OI1.01 DKOHOMUKA OPTAHU3ALIUU

1.1. MecTO JUCUMILIIMHBI B CTPYKTYpPe OCHOBHO# 00pa30BaTe/IbHOM NMPOrpaMMBbl:
VYuebnas muctumnaa OI1.01 DxoHOMUKa opraHu3anuu SBIsSETCS 0013aTeIbHON YaCcThIO
obmenpodeccuoHaIBHOTO ITUKIIa 00pa3oBaTeabHOM porpaMMel B cootBeTcTBru ¢ ®I'OC CITO
1o crienuanbHocTH 46.02.01 JlokyMeHTalMOHHOE OOECIIeueHUE YIIPaBJICHUs U apXUBOBE/ICHHUE.
Oco0oe 3HaueHue AMCLUMILIMHA UMEeT MpH (POPMUPOBAHMM U PA3BUTUU KOMIETEHIIMMA
OK 01, OK 02, OK 03, OK 04, OK 05.
1.2. Heap 1 niiaHupyeMble pe3yJbTaTbl 0CBOCHHUS IMCIHUIIJIMHbI:
B pamkax nporpamMmbl yueOHON AUCHUIIIMHBI 00yYaIOUIMMICS OCBaWBAIOTCS] YMEHUS M 3HAHUS

Kon

1 ce0ECTOMMOCTHU MPOAYKIHH (YCIIYT) 11O
3aJJaHHBIM MapaMeTpam;

pPacCUUTHIBATH [IEHY HA TTPOYKIIHIO;
orieHUBaTh 3(HPEKTUBHOCTH
JESTEIILHOCTH OpraHu3aIluu

MK, OK Ymenus 3Hanusn

OK 01 MIPOU3BOIUTH PACUETHI 10 OCHOBHBIM U | Oa30BbIC OHITHSI TUCIUILINHBI,
OK 02 00OPOTHBIM CpPEACTBAM MPEATIPHUITHS; OO0IIYI0 XapaKTEPUCTUKY TPYAOBBIX
OK 03 COCTaBJISITh IPOCTEHIITNI OM3HEC-TIIaH pECypcoB;

OK 04 3aJ1aBaeMoro MpeArnpusTus; MOHSTHE, CYLTHOCTb U POJIb

OK 05 OCYILIECTBIISTh MPOCTEHIIINE pacyeThl 0 | HAYYHO-TEXHUUYECKOTO Mporpecca B
K 1.3 KaJipaM U 3apabOTHOM I1aTe; pa3BUTHHU OpraHU3AlINY;

K 1.8 pPaccUMTHIBATh U3/IEPKKU MPOU3BOACTBA | OCHOBHBIE SKOHOMHYECKHE

IIOKA3aTeIu OpraHu3aluy;
OCHOBHBIE OPraHU3aLHOHHO-
IIPaBOBbIE (POPMBI MTPEANIPUATHI;
OCHOBHBIE HAIIPABJICHUS
WHHOBAIIMOHHOM NOJIUTUKHU

2. CTPYKTYPA U COJAEP)KAHUE YUYEBHOM JUCIIUILINHBI

2.1. O6beM y4eOHOI JMCHUIIJIMHBI M BUABI YU4eOHO0Il padoThl

Buj yue6Hoii padoThl

O0BeM B yacax

O6wem 00pa3oBaTenbHOM NMPOrpaMMBbl yIeOHOW AUCIUTUINHBI 86

B T.4. B (hOpMe NMPaKTHUECKOM MO OTOBKH

BT. U..

TEOpETHUECKOe 00yUueHne 24
MIPaKTUYECKUE 3aHATUS 44
Camocmosmenvras paboma 18
[TpomexxyTouHast aTTecTanus 13




2.2. TemaTnuyecKuil IUVIaH U coJep:KaHue YUeOHOM TMCUMILTHHBI

Koasl
O0nem, ak. 4. / A .
KOMIIeTeH U,
B TOM 4YHcJIe
(popmupoBanu
HaumenoBanue Conep:xkanue yuye0HOro Marepuasa u GopMbl OPraHU3aAMUM AeATEILHOCTH 00y4al0IIUXCH B popme 16 KOTODLLX
pa3/ieJioB M TeM NPaKTHYEeCKOMH P
crnocodcTByer
MOAr0TOBKH,
3J1eMeHT
aK. 4.
NPOrpaMmbl
Pasnen 1. Xo3siicTByouuii Ccy0beKT B YCJIOBUAX PHIHOYHOI IKOHOMUKH 4
Tema 1.1. [TonsiTue «opranusanus», BHyTPpEHHSS U BHEIIHAS cpesia opranuzanuu. @akTopsl, 2 OK 01-OK 05
Opranuszanus Kak OKa3bIBAIOLIME BIMSHUE HA JAEATEIbHOCTh OPraHUu3aIuH IIK 1.3
X03HCTBYIOLIHUI
Ccy0ObeKT B yCJIOBHUSAX
PBLIHOYHOMH
IKOHOMHKH.
Tema 1.2. [TpaBoBbIe (GOPMBI XO3IUCTBYIOIIHUX CYOBEKTOB. KoMMepUueckne 1 HEKOMMEpUIESCKUE 2 OK 01-OK 06
OpraHu3anmoHHoO- opranu3zanuu. JlIoKyMeHTbI, peryJupyroiye opraHu3alioHHO-IIPaBOBbIE ()OPMBI K 1.3
npaBoBbie (popMbI MPEATPUITHIA.
X039HCTBYIOILIHX
cy0beKTOB
Pa3nes 2. JkoHOMHYECKHE PeCypPChbl NPEeANPUATHSA 14/4
Tema 2.1. OcuoBuble | [ToHsiTHE, KITaCCH(UKAIUS, YICT U OIICHKA OCHOBHBIX CPEICTB. AMOPTH3AIUS U U3HOC 4 OK 01-OK 06
cpeacrsa OCHOBHBIX CPEJCTB. IIK 1.3
[TpakTryeckoe 3ansaTue 1. Pacuer aMOpTU3allMOHHBIX OTYUCICHUNA U OCTATOYHOW CTOUMOCTH | 2
OCHOBHBIX CPE/ICTB
Tema 2.2. O6opornbie | CocraB u kiaccudukanus 000POTHBIX CPEIACTB, UCTOUHUKH (popmupoBanus. [lokazarenu 2 OK 01-OK 06
cpeacTBa 000poTHBIX cpeacTB. Onpenenenne HaKTUIECKON CeOECTOMMOCTH I1K 1.3, TIK.1.5
Tema 2.3. TpynoBsbie CocTaB 1 cTpyKTypa KaJapoB npeanpusatus. [lokasarenu I1BUKEHUS TPYAOBBIX PECYPCOB. 4 OK 01-OK 06
pecypchl [IpakTnueckoe 3ansatue 2. Pacuer cymmbl 3apab0THOM M1aThl pabOOTHUKAM OpraHU3aLUN 2 I[IK 1.3, IIK 1.8




Paznen 3. MapkeTHuHroBasi 1esiTeJIbHOCTh OPraHU3aUM 4
Tema 3.1. MapxkeTuHr, ero ocHOBBIL. [I0HSATHE U KOHLIENIIMKA MapKEeTHHTa 2 OK 01-OK 05
MapkeTHHI: ero uejau IIK 1.3
U QYHKIHHU
Tema 3.2. CymHocTsb 1 kiaccupukanus nHHoBalui. IHHOBaIlMOHHAs CTpaTerus U MHBECTUI[MOHHAS 2 OK 01-OK 05
NuHoBanMOHHAA U MOJIMTUKA TPEAIPUATHS. K 1.3
HHBECTHIIHOHHAS
MOJIUTHKA
OpraHu3aumuu
Paznen 4. OcHOBHBIE IOKA3aTeJH JeATeJIbHOCTH OPraHU3aluu 18/6
Tema 4.1. U3nepxkn W3 pepxku npon3BoaCTBa, BUABI U3epKeK. [[oHATHE «KAIBKYIALNS U KAIBKYJIUPOBAHUE). 4 OK 01-OK 05
NpeANpPUATHS HA MeTo/1bl KAJIBKYJIUPOBAHUS TPOTYKIIUU K 1.3, TIK 1.8
NPOU3BO/JCTBO U [IpakTuueckoe 3anarue 3. Onpenenenue ce6ecTOMMOCTH TPOAYKIHUU (paboT) 2
o0pameHue
Tema 4.2. CymuHocTh ¥ QyHKIIMM HEHBI KaK 5KOHOMHYEeCKOl kaTeropuu. Cructema IieH U uxX 2 OK 01-OK 05
Ilenoo6pa3oBanue Ha | kiaccudukanus. GakTopbl, BIUSIONIAE HA YPOBEHD IIEH. K 1.3
npeanpusITHU
Tema 4.3. ®uHaHChI Hcrounnku pUHAHCOBBIX PECYpCOB OpraHu3anui. BHyTpeHHUE ¥ BHEITHUE UCTOYHHKHU 4 OK 01-OK 05
OpraHu3anuu. ¢unancupoBanust. CoOTHOLIEHHE COOCTBEHHBIX U 3aeMHBIX cpelcTB. KpenuT u kpenutHas K 1.3
CUCTEMA.
[IpakTnueckoe 3ansarue 4. Pacuem cmoumocmu Ucnoib308aHUs 3aeMHbIX CPeOCmE 2
Tema 4.4. Ilpu6blnb u | [Ipubbuib opranuzanuu (IpeAnpUsTHs) - OCHOBHOM IOKa3aTeNb Pe3yJIbTaTOB XO3SUCTBEHHON | 2 OK 01-OK 05
peHTadeLHOCTh NesTeIbHOCTH. BrIpyuka, 10X0/1bl ¥ MPUOBLIbL Opranu3aluu (mpeanpustus). Pacripenenenue K 1.3
npuUOBLIM B Opranu3aiui. PeHTabenbHOCTh — MoKa3aTelb 3PPEKTUBHOCTH PAOOTHI
opranuzanuu. [lokazarenu peHrabenbHOCTH. PacueT ypoBHS peHTa0eIbHOCTH OpraHU3alluu
(mpenmpustus) ¥ npoaykiuu. I1yTi noBsleHns peHTa0eNnbHOCTH.
[IpakTnueckoe 3ansatue 5. Onpenenenre npuObUIN OpraHU3aluU 2
Paspea S. IliianupoBaHue 1eATeJIbHOCTH OPraHU3ALMHU 4
Tema 5.1. busnec- bu3Hec-mnaH kak 0fjHa U3 OCHOBHBIX ()OpM BHYTpUGUPMEHHOTO TIaHupoBaHus. CTpyKTypa 4 OK 01-OK 05
MJIAHUPOBaHHE Ou3Hec-TIIaHa: XapaKTePUCTHUKA TIPOIYKIIMU U YCITYT, OIICHKA COBITA, aHAJTU3 KOHKYPEHIIUHA Ha K 1.3, IIK 1.8

PBIHKE; CTpaTerusi MapKETHHIa; TUIaH TPOU3BO/ICTBA; FOPUINYECKUH IJIaH; OLIEHKA PUCKA U
CTpaxoBaHue; (PUHAHCOBBIN MIaH (OIOKET); CBOJKAa KOHTPOJIBHBIX ITOKA3aTENeH.




CamocTosiTeJibHasi BHeAyIUTOPHAas padora

18

HpOMe)KyTO‘IHaﬂ arrecranus

Bcero:

86




3. YCJIOBUA PEAJIN3AIIMM YYEBHOM TUCHUILIVHBI

3.1. Jlns peanu3anuu mporpamMMmbl y4eOHOH AMCIUIUIMHBI MPEITyCMOTPEHBI CIIETYIOIIHE
CHeIHUaTbHbBIC TOMEIICHUS:

Kabunet «ConuaibHO-2DKOHOMUYECKUX U YIIPABICHUECKUX JUCIUTUTHHY, OCHAIIICHHBIN:

00OpyJI0BaHUEM: PabOYUE CTOJN M CTYJ 1O KOJHYECTBY OOydYaromIuxcsi, paboyee MecTo
Ipero/iaBaTels;

TEXHUYECKHMHU CPEICTBAMH OOYUYCHHS: TIEPCOHAIBHBIA KOMITBIOTEP, IIPUHTEP, TPOCKTOP,
WHTEPAKTUBHASI PUCTABKA K JOCKE WM HHTEPAKTUBHAS JOCKA.

3.2. UnopmannonHoe odecneyeHne peaau3amun NporpaMmmbl

Jnst peanu3anuu mporpamMmbl OMOIMOTEYHBIH (QOHA 00pa30BaTEIbHON OpraHU3alud
UMEET TICYaTHbIC W/WIM 3JICKTPOHHBIC 00pa3oBaTebHbIE W MH()OPMAIMOHHBIC PECYPCHI, IS
UCIIONIb30BaHUsl B oOpa3oBarensHOM mporecce. [lpu dopmupoBannm OubmmoreuHoro ¢onaa
00pa30BaTeNIbHOW OpraHM3alMeil BHIOMPACTCS HE MEHEE OJHOTO H3JIaHUs U3 MEPEUUCICHHBIX
HUKE TICUATHBIX W3JAaHWN M (WIM) JIEKTPOHHBIX M3JIaHWH B KA4eCTBE OCHOBHOTO, MPH 3TOM
CIIMCOK, MOXKET OBITh JIOMIOJHEH HOBBIMH M3/IaHHUSIMH.

3.2.1. OcHoBHbIE NeYATHBIE U3AAHUA

1. Mokwuii, M. C. DKOHOMHKA OpraHu3alMu: YYCOHHUK M TMPAKTUKYM JIJIS CPEIHETO
npodeccuonansHoro obpazopanus / M. C. Mokwuii, O. B. A3zoeBa, B. C. BaHOBCKMii; 101
penakuueir M. C. Mokus. — 4-¢ u3a., nepepad. u jgon. — Mocksa : MznarensctBo FOpaiiT,
2022. — 297 c. — (ITlpodeccuonansHoe odbpazoBanue). — ISBN 978-5-534-13970-9.

2. OCHOBBI DKOHOMHKHM OpraHM3allMU: YYCOHHUK M MPAKTHKYM JUISI CPEIHETO
npodeccuonansHoro oopazosanus / JI. A. Uannaesa [u ap.] ; mox penaknueit JI. A. Yannaesoid,
A. B. lllapkoBoit. — 3-e uzn., nmepepad. u non. — Mocksa : U3narensctBo HOpaiit, 2022. —
344 ¢. — (ITpodeccuonanproe oopazosanme). — ISBN 978-5-534-14874-9.

3. OcHOBBI 25KOHOMUKHU opranu3anuu. [IpakTukym: yueOHOE TocoOue Uit CpeIHero
npodeccuoHaibHOro oopazoBanus / JI. A. Yanngaesa [u ap.] ; mon penakmueit JI. A. Yangaesoi,
A. B. [lapkoBoii. — MockBa: M3narensctBo FOpaiit, 2022. — 299 c. — (IIpodeccuonanshoe
obpazosanue). — ISBN 978-5-9916-9279-3.

4. DKOHOMHMKA OpraHu3aluu: y4eOHHK Ui CpPEAHEro MpPOgeCCHOHATHHOTO
obpazosanus / E. H. Kioukosa, B. U. Ky3nenos, T. E. [Inatonosa, E. C. [{apna ; moa pegakuueit
E. H. KnoukoBoii. — 2-e uzn., nmepepab. u gon. — Mocksa : U3marensctBo Opaiit, 2022. —
382 ¢. — (ITpodeccuonanproe oopazopanne). — ISBN 978-5-534-13799-6.

S. DOKOHOMHUKa  OpraHu3aluu: Y4eOHMK M TPAKTUKyM Ui CPEIHEro
npodeccuonaibHOro oopazoBanus / A. B. Konbikus [u ap.] ; moa penakmueit A. B. Konbikuna,
C. A. CmupnHoBa. — Mocksa: UznatensctBo FOpaiit, 2022. — 498 c. — (IIpodeccuonansHoe

obpaszosanue). — ISBN 978-5-534-06278-6.
3.2.2. OcHOBHBIE YJIeKTPOHHBbIE U3IAHUSA

1. Moxwuii, M. C. DKOHOMHKA OpTaHHM3aIlMU: Y4eOHUK W MPAKTUKYM ISl CPETHETO
npodeccuonansHoro obpazoanusi/ M. C. Mokuii, O. B. AzoeBa, B. C. VBaHoBckwmii; mon
penakuueir M. C. Mokus. — 4-e uza., nepepad. u mon. — Mocksa : HUznarensctBo FOpaiiT,
2022. — 297 c. — (IlpodeccuonanbHoe odpazoBanue). — ISBN 978-5-534-13970-9. — Texkcr:
anekTpoHHbld  //  OOpazoBatenpHass  miatdpopma  IOpaitr  [caiit]. —  URL:
https://urait.ru/bcode/469434.

2. OCHOBBI 3IKOHOMHUKHM OpraHU3alMu: Yy4eOHMK M TPAKTUKYM JJI1 CpEIHEro

npodeccuonansHoro oopazosanusi / JI. A. Uannaesa [u ap.] ; mox penakuueit JI. A. Uannaesoid,
A. B. lllapkoBoii. — 3-e u3g., mepepad. u jon. — Mocksa : U3narensctBo FOpaiit, 2022, —
344 c. — (IlpodeccuonanpHoe obOpazoBanue). — ISBN 978-5-534-14874-9. — Tekcr:
anekTpoHHbld  //  OOpazoBatenpHass  miatdpopma  IOpaitr  [caiit]. —  URL:
https://urait.ru/bcode/484242.



3. OcHOBBI 25KOHOMUKH Opranu3anuu. [IpakTukym: yueOHOE TocoOue Uit CPeIHEro
npodeccuoHaibHOro oOpazoBanus / JI. A. Yanngaesa [u np.] ; mox penakmueit JI. A. Yangaesoi,
A. B. lllapkoBoii. — Mocksa: UznatenbctBo FOpaiit, 2022. — 299 c. — (IlpodeccronanpHoe

obpazoBanue). — ISBN 978-5-9916-9279-3. — Tekct: anektpoHnsli // OOpa3oBareibHas
wiatdopma tOpaiir [caiit]. — URL: https://urait.ru/bcode/471048.
4. DKOHOMHKa OpraHu3aliu: YYeOHHK ISl CpelHero mnpodecCHOHATBHOTO

obpazosanus / E. H. Kitoukosa, B. 1. Ky3nenos, T. E. [Inatonosa, E. C. Jlapaa ; mox penakuuei
E. H. KnoukoBoii. — 2-e¢ u3z., nepepad. u gomn. — Mocksa : UznatensctBo FOpaiit, 2022. —

382 c.— (IlpodeccuonanvHoe oOpazoBanue). — ISBN 978-5-534-13799-6. —  Tekcr:
anexkTpoHHbd  //  OOpasoBarenpHas  1arpopma  FOpaiit  [caiit]. —  URL:
https://urait.ru/bcode/469692.

5. DOKOHOMHKa  OpraHu3alMu: Y4eOHMK W TPAKTUKyM  JUIS  CPEIHETO
npodeccuonansHoro oopazosanusi / A. B. Konbitikus [u ap.] ; mox penakuueii A. B. Konbikuna,
C. A. CmupnoBa. — Mocksa: HUznatensctBo HOpaiit, 2022. — 498 c¢. — (IIpodeccronanbHoe
obpazoBanmue). — ISBN 978-5-534-06278-6. — Tekcr: snexrponnsii / ObGpa3oBarenbHas

wiatdopma FOpaiit [caiit]. — URL.: https://urait.ru/bcode/474223.

3.2.3. lonoJHUTEIbHbIE HCTOYHUKH

1. Kongparsesa 1.B. DxoHomuka npennpusarus. YdyeOnoe nocodue — Jlans, 2022. —
232c¢.

2. MacneBuy, T. II. DxoHomMuKa opraHu3anuu: Yy4yeOHUK g OakanaBpoB /
T.I1. Macnesuu ; nox pen. E. H. Kocapesoii. - Mocksa: [lamkos u K, 2019. - 330 c.

3. ®puaman, A. M. DxkoHoMmHKa opranuzanuu: yaeoHuk / A. M. @punman. — Mocksa:
PUOP : UH®PA-M, 2022. — 239 ¢. — (Cpennee npodeccruoHaabHOoe 00pa3oBaHue).

4. KOHTPOJIb U OHEHKA PE3YJBbTATOB OCBOEHMUSA

YYEBHOM JUCIHUILINHBI

Pe3yabTaThl 00yuyeHus Kpurepun ouenku MeToabl OLIeHKHU
Ilepeyenb 3HaHMI, 0CBaMBaeMbIX B PAMKAX JUCHUIIMHBI
0a30BbI€ IOHATHUS O11eHKa YCTHBIX OTBETOB, [IpoBeneHne yCTHBIX U
TV CLHUTIIUHBI; yUaILIAXCSA: MMCbMEHHBIX OIPOCOB;
0O0IIyI0 XapaKTEPUCTUKY OtMmetka "5" ctaBUTCS, eciiu IIpoBepka
TPYZOBBIX PECYPCOB; CTYJIEHT: BBITIOJIHEHUS
MOHSTHE, CYLTHOCTb U POJIb MIOJIHO U3JIaraeT U3y4eHHbIN oOy4armuMucs
Hay4HO-TEXHUYECKOTO Marepuar, JIOMAIIHUX 3aJaHU;
rporpecca B pa3BUTHH oOHapyX1BaeT IOHUMaHUE IIpoBenenue
OpraHu3ally; MaTepHaa, MOKeT 000CHOBATh TEKYILEro, pyoexxHOro
OCHOBHBIE SKOHOMHYECKHE CBOM CY)KJIEHUS, IPUMEHUTh 1 TIPOMEKYTOUYHOTO
MOKa3aTeNM OPraHu3aluu; 3HaHUS HA IPAKTUKE, IPUBECTU KOHTPOJIS.
OCHOBHBIE€ OpraHU3aIMOHHO- HEOOXOMMBIEC IPUMEPHI HE
MPaBOBbIE POPMBI TOJIBKO MO JIEKIIUH, HO U
MIPEANPHUSITHIH; CaMOCTOSITENIEHO COCTABIICHHBIE;
OCHOBHbBIE HaIlpaBJICHUS u3JIaraeT MaTepuan
WHHOBAIIMOHHOMW TTOJIUTUKHU MOCJIEZI0BATENBHO U PABUIIBHO C

TOYKH 3PEHUS HOPM
Ilepeyenb ymenuii, JINTEPATYPHOTO A3bIKA. OneHka pe3yapTaToB
0CBaMBaeMbIX B PaMKax OtmMmeTka "4" cTaBUTCA, €CIIH BBLITTOJTHEHUS
AUCUHMILIMHBI: CTYJIEHT JAET OTBET, MPAKTUYECKUX paboT

YIOBJIETBOPSIIOIIUN TEM KE



https://urait.ru/bcode/469692

MIPOU3BOJIUTH PACUETHI 110
OCHOBHBIM U 00OPOTHBIM
CpeACTBaM MPEANPHSITHS,

COCTABJIATh IPOCTEUILINI
OM3Hec-TUIaH 3a/1aBaeMOTO
MIPEANPUSATHS;
OCYIIECTBIISATH MPOCTEHIIINE
pacyeTsl 1o Kajipam u
3apabOTHOM IIaTe;
PacCUUTHIBATD U3JCPKKU
MIPOU3BOJICTBA U
ce0eCTOMMOCTH MPOAYKLIUU
(ycoyr) 1o 3aaHHBIM
napamerTpam;
paccUMTHIBATh IICHY HA
IIPOJYKLIHUIO;
orieHUBaTh 3(HPPEKTUBHOCTD
NESTeTbHOCTH OPTaHU3aIIH

TpeOOBaHUSAM, UTO U I OTMETKH
"5", HO momyckaeT 1-2 ommoKH,
KOTOpBIE CaM K€ UCIIPaBIISIET, U 1-
2 "Henouéra B
MOCJIEZIOBATEIBHOCTHU U SI3bIKOBOM
o OpMIICHHH U3TIaraeMoro.
OtMmeTka "3" cTaBUTCS, €CIIA
CTYICHT OOHApY>KMBAET 3HAHUE U
MMOHMMAaHHE OCHOBHBIX MOJIOKEHUN
TEMBI, HO:

M3JaraeT MaTepuai HeToJIHO U
JIOITYCKAeT HETOYHOCTH B
oTpe/ieNIeHUH MOHATUHN WIN

(bopMyIHpOBKE;

HE YMEET JIOCTaTO4YHO TTTyO0KO U
JI0Ka3aTesIbHO 000CHOBATh CBOU
CYXJCHHS U IPUBECTH CBOU
MIPUMEPHI;

U3JIaraeT MaTepual
HEMOoCeA0BaTENbHO U JOMYyCKaeT
OIIMOKH B SI36IKOBOM O(OPMIICHHH
M3JIaraeMoro.

Otrmetka "2" cTaBUTCH, €CIU
CTYJCHT OOHapYy>KUBAET HE3HAHUE
00JIbIIIEN YacTH COOTBETCTBYIOIIEH
TEMBI U3y4aeMOro MaTepuarna,
JIOTIYCKaeT OLUIMOKHU B
(hOopMyIHUPOBKE OIpeIeTeHHH U
MIPABWII, UCKAXKAFOIINE UX CMBICIT,
0ecrops104HO U HEYBEPEHHO
M3JIaraet MaTepual.

Otmertka ("5", "4", "3") moxeT
CTaBUTHCS HE TOJIBLKO 32
€IMHOBPEMEHHBIN OTBET (KOTrJa Ha
MIPOBEPKY MOJATOTOBKH YUCHHKA
OTBOJUTCS OMPEIETICHHOE BpeMs),
HO U 3a pacCcpe0TOYEHHBINA BO
BpEMEHH, T.€. 32 CYMMY OTBETOB,
JAHHBIX YIYCHUKOM Ha
MPOTSHKEHUH YPOKa, TIPU YCIOBUH,
€CJI B TIPOIIECCE YPOKa HE TOJIBKO
3aCTyIIUBATHCH OTBETHI
YYaIIerocs, HO ¥ OCYIIECTBIISIIACh
MIPOBEPKA €ro yMEHUs IPUMEHSITh
3HAHUS Ha TIPAKTHKE.

OrneHKa NMCbMEHHBIX OTBETOB,
YIaIUXCsl:

Otmerka "5" cTaBUTCS, €CIU
CTYJCHT:

OneHka npaBUILHOCTH
u
apryMEeHTUPOBAHHOCTH
IIPUMEHEHHUs LICHOBOU
MOJINTUKU

3ayerHas paboTa




CTYJICH COOJIIOaeT
YCTaHOBJICHHBIN aJIrOPUTM
peLICHUS 3a/IaHUH;
0o0HapyXUBACT MOHUMAHUE
Marepuaia, MOXeT TPUMEHUTD
3HaHUS HA IIPAKTHUKE;

BCE pacyeThl BHITTOJIHCHBI
apu(pMETHUECKU BEpHO.

OtMmeTka "4" cTaBUTCH, €ClIU
CTYACHT HAET OTBET,
YIOBJICTBOPSIONINN TEM KE
TpeOOBaHUSM, UTO U JUIT OTMETKH
"5", Ho nmomyckaet 1-2 HemouéTa B
MOCJIeI0BATEILHOCTH PEIICHUS
3aJaHUMN.

Otrmetka "3" cTaBUTCH, €CIU
CTYIEHT OOHapy>KUBAET 3HAHUE U
IIOHUMAaHHE OCHOBHBIX IOJIOKCHUM
TEMBI, HO:
pelIcHUe He MoJHOE (MEHEe
60%);

B PEILLIECHUU 3aJaHUI JOMYIIEHO
0OJIBIIIOE KOJIMYIECTBO
aprupMETUYECKHUX OIIHOOK;
pelieHue 3aaHus
HETOCJEI0BATEIbHO U I0MYCKAET
OLIMOKHU B S3bIKOBOM 0(OPMIIEHUH
HM3]IaraeMoro.

Otmetka "2" cTaBUTCH, €CIU
CTYJEHT OOHapy>KUBAeT HE3HAHUE
OOJIBIIICH YacTH
COOTBETCTBYIOIIETO pa3zena
M3y4yaeMoro Matepuaa,
JOTyCKaeT apu(pMeTHIeCcKue
OIIOKU




IIpuiaoxenne 2.8

K OIl cnennaanHOCTH

46.02.01 JoxkymeHTAlIMOHHOE 00ecTeyeHne
ylpaBJieHUs U apXUBOBeIeHUE

PABOYAS ITIPOTPAMMA YYEBHOM JUCIATIJIMHBI

OI1.02 MEHE/IKMEHT



COJEP)KAHUE

. OBIIASI XAPAKTEPUCTHUKA PABOYEI ITPOT'PAMMBI
YYEBHOU JUCHUTLJIAHBI

. CTPYKTYPA U COJIEP’)KAHUE YUEBHOM
TACIATLITAHBI

. YCJIOBUA PEAJIM3AIIMA YYEFHOM JUCITATLIAHBI

. KOHTPOJIb 1 OHEHKA PE3YJIbTATOB OCBOEHU

YYEBHOU JUCHUTLIAHBI



1. OBILIASI XAPAKTEPUCTHKA PABOUE# TPOIPAMMBbI
YYEBHOM JUCHUILINHEI

OI1.02 MEHE/IKMEHT

1.1. MecTo iucuMIJIMHBI B CTPYKTYPe OCHOBHOMH 00pa30BaTe/IbHOM NPOrpaMMbI:

VYyebOuas

mucounaa OI1.02  MeHemkMeHT

SIBJIETCS
o0menpodecCHOHaIBHOTO MHUKIA 00pa3oBaTeabHON mporpammsel B cootBeTcTBUU ¢ PI'OC CITO

00s13aTeIbHON

o crneruanbHocTh 46.02.01 JlokyMeHTallMOHHOE 00eCIIeYeHNE YIIPABJICHHS U apXUBOBEICHHUE.

Ocoboe 3HayeHHe NUCIHUILIMHA UMEET NMpU (HOPMUPOBAHMM M PA3BUTUU KOMIIETCHIIMN:

OK 01, OK 02, OK 03, OK 04, OK 05, OK 06, OK 09.
1.2. Heas 1 niIaHupyeMble pPe3yJbTAaThl 0CBOCHUS JUCIHUIJIMHBI:
B pamkax nporpamMmbl yueOHON AUCHUIIIMHBI 00yYaIOIUMUCS OCBAUBAIOTCS YMEHUS

Y 3HAHUS
ﬁ(l)é‘, OK Ymenus 3Hanus
OK 01 CJICIOBATh NMPUHITUIIAM YIIPABICHUS; XapaKTePHBIC YEPTHI
OK 02 yIPaBIATh KOHPIUKTAMU U CTpeccaMu B COBPEMEHHOT0 MEHE)KMEHTA;
OK 03 nporiecce mpodeccuoHaANTBHOM (GyHKIMY MEHEDKMEHTA,
OK 04 JeSITeNIbHOCTH; CYLIHOCTh U OCHOBHBIE
OK 05 YCTaHABIIMBATh KU3HCHHBIC TUTAHEI; 3JIEMEHTHI IITAHUPOBAHUS;
OK 06 000CHOBAaHHOCTH BBIOOpa HEOOXOIUMOM CHocoObI MOTUBALIUU K TPYAY;
OK 09 nHGOPMAIHY /IS BBITIOJTHEHUS OpraHMU3aIIOHHBIE CTPYKTYPbI
npodeccroHaNbHbIX 33/a4, yIpaBICHHUS;
K 1.1 po(heCCHOHATTLHOTO U IMYHOCTHOTO OCHOBHbI€ IIPUHIIUIIBI U
IIK 1.2 pa3BUTHS; MMOIXObI
K 1.3 paboTaTh B KOJJIEKTUBE U KOMaH/IE, K YIIPABJICHUIO;

3¢ (heKTHBHO 00IIaThCs ¢ KOJIIETaMH,
PYKOBOJICTBOM;

OpaTh Ha ce0s1 OTBETCTBEHHOCTH 32 paboTy
YJICHOB KOMaH/IbI (TIOTYMHCHHBIX ),
PE3YJIbTAT BBIIOJTHCHUS 3aIaHUs

IIPOLECC NIPUHATHUSA U
peanu3annuy ynpaBIeHUYECKUX
peleHni

2. CTPYKTYPA U COJAEP)KAHUE YUEBHOM JUCIUILINHBI

2.1. O0beM y4eOHO TMCHUIIMHBI U BH/IbI Y4eOHOH padoThl

Buj yueOHoi1 padoThI

O0BeM B yacax

O0bem o0pa3oBaTebHOI MPOrpaMMbl Y4eOHOM M CIHIIIMHbI 51

B T.4. B popMe NpPaKTHYECKON MOATOTOBKH

BT. 4..

TEOpETHUECKOe 00yUueHne 12
MPaKTUYECKHUE 3aHATUS 22
Camocmosmenvras paboma 17
IIpomexyTouHAsI ATTECTALUSA 13

YaCTbIO




2.2. TeMaTH4yeCKMil IJIAH U COAEPKAHUE YUeOHOM JUCHMIIIHHBI

Koanl
KOMIIeTeHIU
Oo0bem, akan. 4. / .
U JINYHOCTHBIX
B TOM YHCJIE B
pe3yJbTaToB
HaumeHnoBanue Coaep:xanue yueOHOro Mmarepuasia u GopMbl OPraHM3aLMH 1esITeIbHOCTH dpopme (bopMHpOBaHHIO
pa3esioB U TeM 00yJamuxcs NMPaKTHYECKOM pMHp
KOTOPBIX
NOATOTOBKH,
CImocoo0cTBYeT
aKaj. 4.
3JIeMEeHT
NPOrpamMMbl
1 2 3 4
Paszpnen 1. CynmiHOCTh M XapaKTepHbIe YePThl COBPEMEHHOI0 MEHE/I’KMEHTAa 12/4
Tema 1.1. CyurHocTs U coaepkanue nouarus «MenemxkmenTy. Llenu u 3amaun MmeHeHKMEHTa. OK 02
MeTtonmosiornyeckue | OCHOBHbIE KATETOPUM MEHEIKMEHTA: CUCTEMa YIIPaBICHUS; O0BEKT U CyOBEKT OK 03
OCHOBBI yIpaBJCHUS; BHYTPEHHS M BHEILLIHSASA CpeJla CUCTEMBI yipasiieHuss. OCHOBHbIE 4 OK 09
MeHe/’>KMeHTa 3aKOHOMEPHOCTH ¥ IPUHLMIIBI MEHEKMEHTa. COBPEMEHHBIE TEHICHIINHN Pa3BUTHUSA
MEHE/IKMEHTA.
Tema 1.2. DBOJIOIUS MEHEDKMEHTA: YCIIOBUS U TIPEIIOCHUIKH BO3HUKHOBEHHS MCHEKMCHTA. OK 01-OK 06
JIBOTIONHUSA Hayunsle mkosnsl MeHepkMeHTa: Hayunast mkona ynpasienus (. Teitnop),
ylpaBJ/ieH4eCKOM bropokparuueckas mxosna ynpasienus (M.Bebep), AaMuHUCTpaTHBHAS KO
MBICJIH yrnpasneHus (A.®Daitons), llkona yeroBeueckux otHomeHuH (2. Mbiio), [llkona 4
noBesieHYecKuX Hayk (A.Macnoy, @.I'epuidepr). CoBpeMeHHbIE TTOIXO0IbI K YIIPABICHUIO:
CHUCTEMHBIN NIOJIXOJI, ITPOLIECCHBIN ITOAXO0M, CHTYallMOHHBIN IMOAX0/. XapaKTEePUCTHKA
HAIlMOHAJIbHBIX MOJEJIEH MEHEDKMEHTA.
B TOoM 4ncJIe NPAaKTHYECKUX U J1a00PATOPHBIX 3aHATHIA:
IIpakTuyeckoe 3ansaTue 1. CpaBHUTENbHAS XapaKTEPUCTUKA OCHOBHBIX HAyYHBIX IIKOJI
MEHEKMEHTA 4
IIpakTuyeckoe 3ansaTHe 2. BoisiBieHEe OOIIMX YePT U pa3Iu4Mil OCHOBHBIX MTOJIX0JI0B B
MEHEIKMEHTE
Paznen 2. OcHoOBHbIEe PYHKIIMM MEHE:KMEHTA 16/4




Tema 2.1. [TonsATHA NIIaHUPOBAHUS ¥ IPOrHO3UPOBAHMS B OopraHu3anuy. [[puHINIIBI TUTAHUPOBAHHUS: OK 01-OK 06
CymHocTb 1 NPUHIUIBI €IUHCTBA, YYaCTHs, HEIPEPBIBHOCTH, THOKOCTH, TOYHOCTU. MUCCHS U LIeNTU K 1.1
OCHOBHbIE opranuzanuu. Uepapxus ueneil. Buapl minanupoBaHus: CTpaTeruueckoe, TAKTHIECKoe, 2
3JIEMEHThbI orepatuBHOE (Tekyiee). TUnoBbie (YOPMBbI IIAHOB.
IUIAHMPOBAHUS
Tema 2.2. Opranu3anroHHbIe TOTHOMOYHS. Pa3nuuHble THITBI OpPraHU3allMOHHBIX CTPYKTYP. OK 01-OK 06
Opraauzammonnblie | [Ipunarue pemienus o BbIOOpe CTPYKTYpbl opranusanuu. JlenerupoBaHue MoJHOMOYUHN U 2 I[IK 1.3
CTPYKTYPHI OTBETCTBEHHOCTbH. KiltoueBble npaBuiia JeJerupoBaHus OJHOMOYM.
ynpaBJieHUs
Tema 2.3. CymHocTh NoHATUSA MOTHBaLKA. MoTuBanus u MotuBupoBaHue. CTUMYJIbl U MOTHUBBI. OK 01-OK 05,
TpynoBas CrumynupoBanue. CriocoOsl MOTHBAIMH ITepcoHana. OCHOBHBIE DJIIEMEHTHI OK 09
MOTHUBALIUSA MOTHBALIMOHHOTO MPOIIeCcca: BOSHUKHOBEHHE MOTPEOHOCTEN, BUJIBI TOTPEOHOCTEM, TTOUCK 4 K 1.1, IIK 1.3
nepcoHaja nyTel ycTpaHeHHs MOTpeOHOCTEeH, ollpeiesieH e Liesel (HanmpaBieHus) 1eHCTBUH,

OCYILIECTBJICHUE JIEHCTBUS, IIOJyUYEHUE BOSHATPAKACHUS 32 OCYILECTBICHUE IEHCTBUS,

ycTpaHeHHe MOTPeOHOCTH.

B ToM 4mciie IpaKTHYeCKUX U J1a00pATOPHBIX 3aHATHI: 2

IIpakTuyeckoe 3ansaTue 3. MoTuBaius nepcoHana K TpyAOBOH JeATeIbHOCTH
Tema 2.4. [ToHsiTHE M CYITHOCTH KOHTPOJISI KaK (DYHKIIUU MEHEKMEHTA. TpeOOBaHUS-KPUTEPHUH OK 01-OK 05
KonTpoas B KOHTpOJid. BHEIHNI U BHYTpEHHUN KOHTPOJIb. POPMBI KOHTPOJIS: IIPEABAPUTEIIbHBIH, 4 IK 1.1
cucreme TeKyIuii, ntorosslii. Heratusuele popmsl koHTposis. [ToBeneHueckne aceKkTsl
MEHeKMEeHTAa KOHTpOJIsl. DT1anbl KOHTpoJsi. CaMOKOHTPOJIb.

B ToM 4nc/ie IpaKTHYeCKUX U J1a00PATOPHBIX 3aHATHIL:

IIpakTnyeckoe 3ansTHe 4. OcyuiecTBICHUE KOHTPOJIS 32 pabOTOM KOJJIEKTHBA 2

VICITOJTHUTEJICH
Pa3nes 3. OcHOBHBIE IPOLECCHI B YIIPABJCHYCCKOH AeATEIbHOCTH 18/4
Tema 3.1. IIpouecc | [lonsTre ynpasneH4eckne pemeHus. Ponb pemennii B mpouecce yrnpasieHus. CyImHOCTb OK 01-OK 06
NPUHATHS pewienus u ero Buasl. Kiaccuduxanus ynpasneHueckux pemenuid. TpeboBanus, IIK 1.1, IIK 1.3.
ylnpaBJeH4YeCKUX IpeIbsABIsEMbIE K KAUECTBY YIPABJIEHYECKOTO PEIICHUs. JTaIlbl IpoLecca NpUHATUS 4
peleHuni pemeHnii. AHaIu3 pe3yabTaToB 110 MPUHATHIM PEIICHUSM U BBEJCHUE U3MEHEHU B

CUCTEMY YIIpaBJIEHUsI Ha OCHOBE 3THX PE3yJIbTaTOB

B ToM unciie npakTHYeCKUX U J1A00PATOPHBIX 3AHATHIM: 5

IIpakTnyeckoe 3ansiTue 5. OTpaboTKa Npoliecca NPUHITHS YITPABICHUECKUX PeIICHUH




Tema 3.2. IIpouecc

[TonsTHA yIpaBIeHUYECKOW HH(POPMAIIMK U YIIPABICHUYSCKUX KOMMYHHUKAITUH.

OK 01-OK 06

KOMMYHHMKALUA B TpeGoBanwust ynpapineH4deckoir nHGopmanuu. KoMMyHUKaH MEXIy OpraHU3aIiei 1 K 1.1-1IK 1.3
OpraHu3auuu BHEIIHEN cpeoi. KOMMyHUKaIIMOHHBIN MTPOLIECC BHYTPU OpraHu3anuu. Buasl u poaun 2

OpraHU3aIMOHHBIX KOMMYHHUKalNi. KoMMyHUKAIIMOHHBIE KaHAJBI, UX €MKOCTb.

®opmanbHbIe U HehopMalbHbIE KOMMYHHKAIIMHU B Opranuzanusax. Poiab

WH(OPMAIIMOHHBIX TEXHOJIOTHH B YIPAaBIEHYCCKUX KOMMYHHUKAITUSX.
Tema 3.3. [Ipouecc | IloHsTHE pyKOBOACTBA M BJIACTH. Y IPABIICHUE YEIOBEKOM M yIIpaBiaeHue rpynnoil. Ctuinmu OK 01-OK 06
PYKOBOICTBA PYKOBOJICTBA, X XapPaKTEPUCTUKHU U 0COOCHHOCTH. DaKTOPHI, BIUSIONIUE HA CTUITH 4 K 1.1
opranu3zanuei ynpasneHus. Bnactes u nuaepcro. Jluaep u komanna. [ponecc popmupoBanus

KOMAaH/IbI.
Tema 3.4. IIpouece | CymHocTh U kinaccudukanus KOHGIUKTOB. [IpHunHb BOSHUKHOBEHUS KOH(IMKTOB. OK 01-OK 05
ylpasBJieHHs Kondumukr xak npomuecc u ero stansl. CTpaTeruu npeooieHnss KOHPIMKTOB. MeTo bl 4 K 1.1
KOHQIMKTAMU U yrpaBieHus KOHPIUKTaMU. OYHKIIMOHANbHbBIE U TUCHYHKIIMOHATIbHBIC TTOCTIEICTBHUS K 1.2
cTpeccamMu KoHQuKTOB. [ToHATHE M pU3HaKu cTpecca. CrocoObl yIpaBIeHUsS CTPECCAMH.

B ToM unciie NpakTHYeCKUX U J1A00PATOPHBIX 3AHATHI: 2

IIpakTHyeckoe 3ansaTHE 6. Pa3zpenenne KOHQIMKTHBIX CUTYalluii B OpraHU3aIiH
CamocTrosiTe/ibHAS BHeAyJAUTOPHasi padora 17
IIpome:xxyTouHasi aTTecTanus 2
Bcero: 51




3. YCJIOBUA PEAJIN3AIIMM YYEBHOM TUCHUILIVHBI

3.1. Jlns peanu3anuu mporpamMMmbl y4eOHOH AMCIUIUIMHBI MPEITyCMOTPEHBI CIIETYIOIIHE
CHeIHUaTbHbBIC TOMEIICHUS:

Kabuner «ConuanbHO-9KOHOMHUYECKUX U YIPABICHYECKUX AUCIUILINHY, OCHAICHHBIN:

00OpyJI0BaHUEM: PabOYUE CTOJN M CTYJ 1O KOJHYECTBY OOydYaromIuxcsi, paboyee MecTo
Ipero/iaBaTels;

TEXHUYECKHMHU CPEICTBAMH OOYUYCHHS: TIEPCOHAIBHBIA KOMITBIOTEP, IIPUHTEP, TPOCKTOP,
MHTEPaKTHBHAS MPUCTABKA K JIOCKE WM MHTEPAKTHBHAS TOCKA.

3.2. UnopmannonHoe odecneyeHne peaau3amun NporpaMmmbl

Jis peanu3anuu mporpaMmbl  OMONMMOTEYHBIH (POHA 00pa30BaTENbHON OpraHU3aALUU
UMEET TICYaTHbIC W/WIM 3JICKTPOHHBIC 00pa3oBaTebHbIE W MH()OPMAIMOHHBIC PECYPCHI, IS
UCIIONIb30BaHUsl B oOpa3oBarensHOM mporecce. [Ipu GopmupoBanum Oubimorednoro ¢ona
00pa3oBaTeNIbHOW OpraHU3alMei BHIOMpACTCS HE MEHEE OJIHOTO M3JIaHUS M3 NEPEUYHUCICHHBIX
HIDKE TEYaTHBIX M3IaHUA W (WJIM) SJEKTPOHHBIX M3JaHWH B KauyecTBE OCHOBHOIO, TPU ITOM
CIIMCOK, MOXKET OBITh JIOMIOJHEH HOBBIMH M3/IaHHUSIMH.

3.2.1. OcHoBHbIE NeYATHBIE U3AAHUSA

WBanoBa . A. MeHEDKMEHT: YYeOHHK M MPAKTHKYM JIJISl CPEHEro popecCHOHAIBLHOTO
obpazoBanusi / U. A. UBanoBa, A. M. CepreeB. — MockBa: U3nmarensctBo IOpaiit, 2022. —
305 c. — (Ilpodeccuonansuoe oopazoBanue). — ISBN 978-5-9916-7906-0.

MenemxmenT. llpaktukym: ydeOHOe mocoOue aisi cpenHero mnpogecCHOHATIHLHOTO
obpazoBanusi/ 1O. B. Ky3nenoB [u nap.]; mom pemakuueit [O. B. Ky3nenoBa. — Mockaa:
WznatenberBo FOpaiit, 2022. — 246 c¢. — (IIpodeccnonanbaoe oopazoBanue). — ISBN 978-5-
534-02464-7.

MeHepKMeHT:  y4eOHMK Ui CpeAHero  mpodecCHOoHanIbHOro  obOpasoBanus /
1O. B. Ky3neuos [u ap.] ; nox penakmueit FO. B. Ky3nenoBa. — Mocksa: U3narensctBo IOpaiir,
2022. — 448 c. — (ITpodeccuonansHoe odopazoBanue). — ISBN 978-5-534-02995-6.

KopotkoB, 3.M. MeHemkMeHT: Yy4eOHUK JUIsI CpeaHero mnpogeCCHOHAIBLHOIO
obpaszoBanus / 3. M. KopotkoB. — 3-¢ u3n., nmepepad. u gon. — Mocksa: U3natenberBo FOpaiir,
2022. — 566 c. — (IIpodeccuonansHoe oopazoBanue). — ISBN 978-5-534-08046-9.

3.2.2. OcHOBHBIE YJIEKTPOHHbIE U3TAHUSA

WBanosa, 1. A. MeHeDKMEHT: yUeOHUK U MPAKTHKYM JIJISI CPETHETO PO ECCHOHATBHOTO
obpazosanusi / U. A. UBanoBa, A. M. CepreeB. — MockBa: UzmarensctBo IOpaiit, 2022. —
305 c. — (IIpodeccuonanbHoe obpazoBanue). — ISBN 978-5-9916-7906-0. — Tekcr:
anekTpoHHbld  //  OOpazoBatenpHass  miatdgopma  IOpaitr  [caiit]. —  URL:
https://urait.ru/bcode/471003.

Menemxment. [lpaktukym: ydeOHOe mocoOHe [uisl CpeIHero MnpogecCHOHaIbHOIO
obpazoBanusi / 1O. B. Ky3nenoB [u nap.]; mom pemaknueit 1O. B. KysnenmoBa. — Mockaa:
WznatenberBo FOpaiit, 2022. — 246 ¢. — (IIpodeccronanbaoe oopazoBanue). — ISBN 978-5-
534-02464-7. — Texcrt: anexTponHslii // O6pazoBatenbHas muatdopma FOpaiit [caiit]. — URL:
https://urait.ru/bcode/471002.

MeHnemkMeHT:  y4eOHMK  Jisl  cpeiHero  mpodeccHoHanbHOro — oOpazoBanus /
10. B. Ky3nenos [u ap.] ; mox penakmueit FO. B. Ky3nernosa. — Mocksa: U3marensctBo FOpaiir,
2022. — 448 c. — (IlpodeccuonanbHoe odpazoBanue). — ISBN 978-5-534-02995-6. — Texkcr:
anekTpoHHbld  //  OOpazoBatenpHass  miatdpopma  IOpaitr  [caiit]. —  URL:
https://urait.ru/bcode/472002.

KopotkoB, D.M. MeHemxMeHT: Yy4YeOHMK IS CpeaHero mnpodecCruOHaIbHOTO
oOpazoBanus / O. M. KopotkoB. — 3-e u3a., nepepad. u gon. — Mocksa: U3narensctBo IOpaiit,
2022. — 566 c¢. — (ITpodeccuonanproe odpazoBanue). — ISBN 978-5-534-08046-9. — Texkcr:
NeKTpoHHBIH  //  OOpazoBarenbHas  matdopma  HOpaiir  [caiit]. —  URL:
https://urait.ru/bcode/469833.



3.2.3. JlonoJTHUTEIbHbI€ HCTOYHUKM:

1. Bacorckuii, JI. E. Menemkment: yueoHoe nocobue / JI. E. BacoBckwmii. - 2-e u3m.,
nepepad. u gorm. - MockBa: UHOPA-M, 2019. - 256 c. - (Bricuiee oOpa3zoBanue: bakanaBpuar).

2. Kopones, B. 1. OcHOBBI MeHEKMEHTA: yaeOHOE TTocoOre / O] pe. 1-pa SKOH. HayK,
npod. B. U. Koponea. — MockBa:Maructp: UHOPA-M, 2022. — 624 c.

3. Menemxment: yueOHuk i By3os/ 1O.B.Ky3wenoB [u n1p.]; mox pemakuuei

10.B.Ky3nenoBa. — Mocksa: U3narensctBo FOpaiit, 2020. — 448c.

4. KOHTPOJIb 1 OHEHKA PE3YJBTATOB OCBOEHMUSA

YYEBHOM JUCHMUILINHBI

Pe3ysabTarsl 00yyeHus

Kpurepum ouenkn

MeToabI OIIeHKH

Hepeqeﬂb 3HaHHﬁ, 0CBAMBACMbIX B paMKax JUCHMUIIJIMHBI:

XapaKTePHBIC YEPTHI
COBPEMEHHOTO
MEHEKMEHTA,;

(YHKIIUU MCHEIDKMEHTA,
CYIIHOCTb U OCHOBHBIC
AJIEMEHTHI IIAHUPOBAHUS;
CIIOCOOBI MOTUBAIIMH K TPYILY
OpraHHU3aIOHHBIC
CTPYKTYPHI YIIPaBJICHUS;
OCHOBHBIC ITPUHITUITHI U
MOAXO/IbI K YIIPABIECHUIO
MIPOIIECC TIPUHSATHUS U
peau3aiyy ynpaBIeHIeCKIX
peLIeHu

OneHka yCTHBIX OTBETOB, y4alUXCs:
Otmertka "5" cTaBUTCS, €CIIU CTYCHT:
MIOJTHO U3J1araeT U3y4eHHbIH
MaTepHal;

oOHapy>KUBaeT MOHUMaHHE
Marepuaa, MoXeT 000CHOBaTh CBOU
CYX/IeHUs, IPUMEHUTh 3HAHUS Ha
IIPAKTHKE, IPUBECTU HEOOXOAUMBbIE
IPUMEPBI HE TOJIBKO MO y4eOHUKY, HO
U CaMOCTOSITEIIbHO COCTABIICHHBIE;
n3J1araeT MaTepuai Iocjie0BaTeIbHO
Y TIPaBUJILHO C TOYKU 3pEHUSI HOPM
JUTEPATYPHOTO SA3BIKA.

OtmeTtka "4" cTaBUTCS, €CITU CTYACHT

Ilepeyenb ymenuii,
0CBaHBaeMbIX B paMKax
AUCHUTIIMHBI

CIIeIOBATh MPHHIUIIAM
yIIpaBJICHUS;

YIPaBIATh KOHGIUKTAMU U
CTpeccaMu B Ipoliecce
npo¢ecCuOHAITBHON
NesTeIbHOCTH;

yCTaHaBJIMBATh KH3HCHHbIC
TUTaHbI;

OBG0CHOBaHHOCTH BBIOOPA

HeoOxouMo nHdopmanuu

TS BBITIOJTHEHHUS

npodeCcCHOHANTBHBIX 33]1a4,

poecCHOHATBEHOTO U

JMYHOCTHOTO Pa3BUTHSA;

PaboraTh B KOJUIEKTUBE U
KoMaHJie, 3 (HEKTUBHO

JTa€T OTBET, YAOBJIETBOPSIOLINAN TEM
’Ke TpeOOBaHUSIM, UTO H JIJII OTMETKU
"5", HO nomyckaet 1-2 omunoKwy,
KOTOpBIE CaM K€ HCIIPaBIIsieT, U 1-2
HeJo4€Ta B MOCIEAO0BATCILHOCTH U
SI3LIKOBOM O(POPMIIEHUH U3JIaraeMoro.
OtMmetka "3" cTaBUTCH, €CII CTYIEHT
00HapyXMBAET 3HAHKNE U IOHUMAaHHE
OCHOBHEIX ITOJIOKCHHUI JAHHO! TEMBI,
HO:

M3JIaraeT MaTepHuall HEMOIHO U
JIOTTyCKaeT HETOYHOCTH B
ONpEe/IeTICHUN TOHATUN WIH
(bopMyIUpOBKE MPaBUI;

HE YMEET JI0CTaTOYHO TITyO0KO H
JIOKa3aTeJIbHO 000CHOBATL CBOU

u3JaraeT MaTepuall
HENOCJIEA0BATENbHO U I0IyCKAET
OIIMOKHU B S36IKOBOM O(hOPMIICHUH
U3J1araeMoro.

WuauBUyanbHbl 1
($poHTaNbHbIE
OIPOCHI;

IIpoBepxka
BBINOJIHEHUS
00yJaronuMucs
JIOMAIIIHUX 3aJJaHHi;
IIpoBeneHue
TEKYILEro,
pyOexxHOTO U
IIPOMEXYTOUYHOTO
KOHTPOJISL.

CYKACHUA U TPUBECTU CBOU IPUMCEPHI;

Orenka
JEeSTeNbHOCTH
oOyyarorerocs Bo
BpeMsl POBEICHUS
y4eOHBIX 3aHATUN

IIposepka
BBITIOJTHEHUS
o0yJarmuMucs
JOMAITHUX
3aJaHuI

TecToBbIE OMPOCHI

3ayetHas paboTa




o0maTbest ¢ KOJIeraMu,
PYKOBOJICTBOM

Bpatb Ha cebs
OTBETCTBEHHOCTH 32 paboTy
YJICHOB KOMaH bl
(IOQUYMHEHHBIX), pe3yJIbTaT
BBITIOJTHEHUS 331aHUS

OtmeTtka "2" craBUTCS, €CIU CTYIEHT
0oOHapyXMBaeT HE3HAHHUE OOJBIIICH
YacTH COOTBETCTBYIOIIECH TEMBI
M3y4aeMOT0 MaTepuaa, JOMyCKaeT
omuOKu B (HOPMYIUPOBKE
OTIpeICICHUH 1 MPaBUII, UCKAXKAIOIIHEC
UX CMBICII, OE€CIIOPSAIOUHO U
HEYBEPEHHO M3JIaracT MaTepual.
OtMmertka ("5", "4", "3") MOXeT
CTaBUTHCS HE TOJIBKO 32
€IMHOBPEMEHHBIN OTBET (KorJa Ha
MPOBEPKY MOATOTOBKHU YICHHUKA
OTBOJUTCS OIpeIeJICHHOE BpeMs ), HO
Y 32 pacCpeOTOYEHHBIA BO BPEMEHHU,
T.€. 32 CyMMY OTBETOB, JaHHBIX
YYEHUKOM Ha MPOTSHKEHUU ypOKa
(BBIBOAMTCS MTOYPOUYHBIN OalL), mpu
YCIIOBUH, €CITH B TIPOIIECCE YPOKa HE
TOJIBKO 3aCTyITUBAIHCH OTBETHI
y4amierocsi, Ho ¥ OCyIEeCTBIsIach
MIPOBEPKA €r0 YMEHUS IPUMECHSTh
3HAHUSA Ha MPAKTHUKE.

Kpurepuu o1ieHKH TECTOB:

Bonee 84%- onenka 5

ot 71-83 %- onenka 4

ot 61-70% - onenka 3

meHee 60% - orjeHka 2




Mpunioxenne 2.9

Kk OII cnenuaabHOCTH

46.02.01 JloxymeHTAlIMOHHOE O0ecTeyeHne
ylpaBJieHUs U apXUBOBe/leHUe

PABOYAS TIPOTPAMMA YYEBHOM JUCITATLIAHBI

OI1.03 TIPO®PECCHUOHAJIBHASA 9TUKA U OCHOBBI JEJIOBOI'O OBIIIEHUA



COJEP)KAHUE

. OBIIASI XAPAKTEPUCTHUKA PABOYEI ITPOT'PAMMBI
YYEBHOU JUCHUTLIAHBI

. CTPYKTYPA U COJIEP’)KAHUE YYEBHOM
TACIHATLITAHBI

. YCJIOBHUA PEAJIM3AIIMA YYEFHOM JUCITATLIAHBI

. KOHTPOJIb 1 OHEHKA PE3YJIbTATOB OCBOEHU

YYEBHOM JUCHUILIMHBI



1. OBIIASI XAPAKTEPUCTHKA PABOYEI ITIPOTPAMMBI
YYEBHOM JUCLUAILIUHBI
OI1.03 IPO®ECCUOHAJILHASI 9TUKA 1 OCHOBBI JEJIOBOI'O OBIIIEHUS

1.1. MecTO JUCUMILIIMHBI B CTPYKTYpPe OCHOBHO# 00pa30BaTe/IbHOM MPOrpaMMBbl:

VYuebnas mucrumuinaa OI1.03 IIpodeccronanbHas 3THKAa U OCHOBBI JICJIOBOTO OOIICHHUS
ABIIIETCS 0053aTeIbHON YacThI0 001IenpodheCCHOHAIBLHOTO [IUKIIA 00pa30BaTEIbHON MPOTPaMMbl
B coorBerctBUU ¢ PI'OC CIIO no cnenuansHoct CIIO 46.02.01. JlokyMeHTallMOHHOE
oOecrieueHre yrpaBJIeHHs U apXUBOBEJCHHE.

Oco0oe 3HaueHWEe AMCIMILIANHA UMEET MPU (POPMUPOBAHUU W PA3BUTHH KOMIIETCHIIHIA

OK 01, OK 02, OK 03, OK 04, OK 05, OK 06, OK 09.

1.2. Heas 1 niIaHupyeMble pe3yJbTAaThl 0CBOCHUS JUCHUIIJIMHBI:
B pamkax mporpaMMbl y4eOHOW TUCIUIUIMHBI OOYYAIOIIMMHUCS OCBAWBAIOTCS YMEHUS

Y 3HaHUs
Kon
YMenus 3Hanus
IIK, OK
IIK 1.1, IIK 1.2, YCTaHABJIMBATh U NOAJACPKUBATH MpaBHJIA IPOBEACHUS JIETOBBIX
IIK 1.3, 11K 1.4, KOMMYHHUKAIMU B IIPOLIECCE JET0BOTO MIEPEroBOPOB;
I[IK 1.6 OOMICHHMSI C TIOMOIIBIO CPEICTB STHKA JIEJIOBOTO OOIICHUS;
OK 01, OK 02, MH(POPMAIMOHHBIX U MpaBUJIa pEYEBOr0 ATUKETA;
OK 03, OK 04, KOMMYHUKAIMOHHBIX TEXHOJIOTU; MpaBUJIA MOJICPKAHUS U
OK 05, OK 06, CTJIaKUBaTh KOH(IMKTHBIE U CJIOKHBIE | PA3BUTUS MEKIMUYHOCTHBIX
OK 09 CUTYAIIH MEXJINYHOCTHOTO OTHOIIICHUI;

B3aUMOJICHCTBHS;

coOJr01aTh CITy>KEOHBIN ITHKET;
BCTpEYaTh MOCETUTENEH, MOTydaTh
MEPBUYHYIO HHPOPMAIUIO O
MOCETUTENSAX,

CepBUpOBaThH yaiiHble (KO(eilHbIE)
CTOJIBI B OHCE;

COTJIACOBBIBATh BCTPEUH U
MEpONPUATHS U BHOCUTH HH(OPMAIIHIO
B IUTAaHMPOBIIMK (OpraHaiizep);
BBIOMPATH ONTHUMAJIBHBIE CITOCOOBI
BHEIIHETO ¥ BHYTPEHHETO
MH(GOPMHUPOBAHUS O TUIAHUPYEMBIX
MEPOTIPUATHSIX;

COTJIACOBBIBATh C MPUHUMAIOLIEH
CTOPOHOM MPOTOKOJI IIJITAHUPYEMBIX
MEpPONPUATHI U POPMHUPOBATH
IIpOrpamMMy JI€JI0BOM MOE3/IKH;
OpPraHU30BBIBATH MPOLIECC MMOATOTOBKH
Y TIpOBeICHNE KOH(PEPEHTHOTO
MEpPONPUATHS HHAUBUIYaTbHO U B
cocraBe paboueil TpyMIb;
COOJIIOIaTh STHUKET U OCHOBBI
MEXJYHApOAHOTO IPOTOKOJIA;

9THKET U OCHOBBI
MEXTyHapOAHOTO MPOTOKOJIA;
IpaBUiIa CEPBUPOBKU YaHOTO
(xodeitHoro) crona
AKTyaJIbHBIN
po¢eCCUOHABHBIN U
COLIMAJIbHBIA KOHTEKCT, B
KOTOPOM MPUXOAUTCS paboTaTh
Y JKUTh,

OCHOBHBIE UCTOYHHUKH
nH(pOpMAIMK U PECYPChI IS
pelieHus 3a1a4 1 npoosieM B
npodeccnoHaTbHOM H/UITU
COIMATbHOM KOHTEKCTE;
coJiepKaHue aKTyaJIbHOU
HOPMaTUBHO-TIPABOBOU
JIOKYMEHTAIIH;
TICUXOJIOTUIECKHE OCHOBBI
NesITeIbHOCTH KOJIJIEKTHBA,
TICUXOJIOTHYECKUE
0COOEHHOCTH JTUYHOCTH;
0COOEHHOCTH COLIMAJILHOIO U
KYJIBTYPHOT'O KOHTEKCTA;




BJIAJICTh aKTyaJbHBIMU METOIAMH
paboTeI B TpohecCHOHATLHOM U
CMEXHBIX chepax;

OIPEACISITh HEOOXOAUMbBIE HCTOYHUKHI
nHpopManuu;

OIPECISITh aKTYaJIbHOCTh
HOPMAaTHUBHO-TIPABOBOM JJOKYMEHTAIHH
B IpO(eCCHOHATILHOMN e TENbHOCTH;
OIIPENIENIATh ¥ BHICTPANBATh
TPaeKTOPUH MPO(HECCHOHATEHOTO
Pa3BUTHS U CAMOOOPa30BaHHS
OpraHU30BBIBATh PA0OTY KOJUICKTHBA
KOMaH/IbI;

B3aUMOJICHCTBOBATh C KOJIJICTAMH,
PYKOBOJICTBOM, KJINEHTAMH B XOJIC
npodeccnoHALHOM IeATEIIBHOCTH;
IpPaMOTHO U3JIaraTh CBOM MBICJIH;
HPOSIBIISITH TOJICPAHTHOCTD B pabouem
KOJUICKTHUBE,

OIMCHIBATh 3HAYUMOCTh CBOCH
npodeccuu (CrennaaTbLHOCTH);
MPUMEHSTh CTAHIAPTHI
AQHTUKOPPYIIIHOHHOTO MOBEACHUSI.

CYIIHOCTh TPaKIaHCKO-
MMaTPUOTUYECKOM MTO3UIUH,
00I1eUeI0BEYECKUX
IIEHHOCTEH;

3HAYMMOCTD
npodeccrnoHabHOM
JEATETLHOCTH 110 Mpodeccuu
(cnenuanbHOCTH);
CTaHJaPThI
AHTUKOPPYIIIUOHHOTO
IOBEJCHMS U MOCIEACTBHA €TI0
HapYIICHUS

2. CTPYKTYPA U COJAEPKAHUE YUEBHOM JUCIUILINHBI

2.1. O0beM y4eOHO TMCHUIIMHBI U BH/IbI Y4eOHOH padoThl

Buj yueOHoit padoThI O0bem B yacax
O0beM 00pa3oBaTeIbHON MPOrpaMMbl y4eOHOM JUCHUNIIMHBI 48

B T.4. B JopMe NPAKTHYECKOH NOATO0TOBKHU 10

BT. U.:

TEOpETHUECKOe 00yUueHune 12
MPaKTUYECKHUE 3aHATUS 20
Camocmosmenvras paboma 16
[TpomexxyTouHast aTTecTanus 113




2.2. TeMaTH4yeCKMil IJIAH U COAEPKAHUE YUeOHOM JUCHMIIIHHBI

Konwl
O0beM, akaj. " .
KOMIIeTeHIHIA,
4./ B TOM
¢dopmupoBanmnio
HaumenoBanue Copnepxanue yuyeOHOro Mmarepuasa u GopmMbl OPraHU3aANMN AeATEIbLHOCTH yuciae B popme KOTODBIX
pa3esioB U TeM 00y4Jarouuxcs NMPaKTHYECKOMH P
CImocoo0cTByeT
MOJATO0TOBKH,
3JIeMeHT
aKas. 4.
NPOrpamMMbI
Pasnen 1. [lIpodeccuonanbHasi ITHKA U 1€JJOBOH ITHKET 22/4
Tema 1. Coaep:xaHue yueOHOro MaTepuaJia 8 OK 01, OK 02,
IIpodeccnonanbuas | 1. @yHKIMH, POIb U MECTO STUKH B CUCTEME HAYK, B KYJIbType YeJIOBEUECTBA. OK 03, OK 04,
3THKA: CYLIHOCTb, ['ymaHuCTHUYECKOE COJIEpKaHUE MOPAJIM U HPAaBCTBEHHOCTH. OK 05, OK 06,
OCHOBHbIE 2. llpodeccronanbHast 3THKa KaK BHIPaXKEHHE HPABCTBEHHOTO MIPOrPECCa YeI0BEUECTRa, OK 09
KaTeropum, reHe3suc | Kak OCO3HaHHE KYJIbTYPHO-TYMaHUCTHYECKOrO Ha3HAYeHHsI mpodeccuu. Y CIIOBUs 6
U Ki1accupukanus BO3HUKHOBEHHSI, HICTOPHUECKOE PA3BUTHE U CIIM(HKa MPO(HECCHOHAILHONW MOpaId
BH0B 3. Kareropuu npodeccrnonaabHOi MOpaId ¥ STUKH.
4. DTuKa rocyJapCTBEHHOTO CITYXKaIIETO.
B TOM uynciie NpaKTHYeCKUX U JT1A00PATOPHBIX 3aHATHI 2
[IpakTnueckoe 3ansarue 1. [IpaBoBas u aTHUECKas perJaMeHTalus CayKeOHOro NoBeIeHUs 2
rOCy/IapCTBEHHBIX CITYKAIIMX.
Tema 2 Cojep:kaHue yueGHOIro MaTepuaa 8 OK 01, OK 04,
ITHKET H HMHUK B | 1. lonarre o KynpType HOBeICHNS M STUKETe. IIpHHIMIIEL, (YHKITMH, BHIBI THKETA. 8§ 8; , OK 06,
npogeccHonanLHOM KonkpeTtHbie GOpMBI MPOSIBIICHUS STUKETA: ITUKET IPUBETCTBUSI, IPECTABICHHUS, 0K 1.1. TIK 1.2
KyJAbTYpe€ IHTHOCTH o6pameHI/I$1; IIOBEICHUE B O@HunaﬂLHHx YUIPCKACHUSIX U 0O0II[eCTBEHHBIX MECTAX. 6 K 1' 4’ o
3. DcTeTuka BHemHero ooauka. IMuIk crenuanucTa, ero 3J1eMeHTb, COCTaBIISIOIINE '
Kaxk7oro neMenTa. OCHOBHBIE BUJIBI IpECC-KOJa.
B ToM 4nciie NpaKTHYECKHUX M J1A00PATOPHbIX 3aAHATHI 2
ITpakTryeckoe 3anstue 2. BuzutHas kaptouka. [IpaBuna opopmiieHHs U UCTIOJIb30BaHUS. 2
Tema 3 Conep:kanue y4e0OHOIro MaTepuaa 6 OK 01, OK 02,
AeitoBoii mpoToxo. 1. OcHOBBI MEXTYHAPOIHOTO MPOTOKOJIA M ATHKETA. | 0Cy1apcTBEHHOE, CITYKEeOHOE 1 6 8§ 82’ 8§ 83 ’
2

IIPOTOKOJILHOC CTAPIINHCTBO.




2. IIpaBuna opranu3anuy U MPOBEIEHUS AEIOBBIX IIEPETOBOPOB U APYrUX MPOTOKOJIBHBIX
Mmeponpustiid. Opurmansabie npuéMel. Buapl npuéMoB. CTONOBBINA 3THKET.

IIK 1.2, IIK 1.3,
IIK 1.4, IIK 1.6

Pa3gen 2. OcHOBBI 1€J10BOr0 001IeHUSA

12/6

Tema 4

ITHYECKHE HOPMBI
AeJI0OBOM
KOMMYHHUKAIlUX

Coaep:xaHue y4eOHOIro MaTepuaJia

1. O6H_ICHI/IC B CUCTEME MCKIIMYHOCTHBIX U O6H.I€CTB€HHI>IX OTHOIIICHHUH. COLII/Ia.]'IBHaH POJIb.

Knaccudukanus obmenus. Buapl, pynkiun odmenns. CTpyKTypa U cpeicTBa o0IIeHusl.

2. O01eHue Kak BOCIPUITHE JTIOAbME IPYT apyra (nmepuentruBHas cropoHa). [lonarue
colMaIbHOMU nepueniuu. PakTopsl, OKa3bIBAIOIINE BIUSHUE HA BOCTIPUSITHE.
Ilcuxonoruueckre MexaHU3Mbl BOCIPUSTHUS.

3. O0uieHne Kak B3auMoJieiicTBUE (MHTEpaKTUBHAs CTOPOHA). THIIBI B3aUMOACHCTBUS:
Koonepanus U KoHKypeHuus. [lo3unnn B3auMoAeiicTBUs B pyciie TPAHCAKTHOI'O aHaJIu3a.
B3anmopeiicTBre Kak OpraHu3anusi COBMECTHOM AESATEIbHOCTH.

Oo6menue kak 00MeH nHpopManueit (KOMMYHUKAaTUBHAsA CTOpOoHA). OCHOBHBIE DJIEMEHTHI
KOMMYyHHKaI. BepOabHass koMMyHHKaI¥s. KOMMyHHKATHBHBIC Oapbephl.
HesepOanpHasi KOMMyHUKalUs. Buibl, IpaBuiia U TEXHUKH CITyIIaHus. ToJepaHTHOCTh Kak
CPEJICTBO MOBBIMIEHUS Y3PPEKTUBHOTO OOIICHHS. [ pyIIIOBOe NMPUHSATHE PEIICHHIA.

B Tom umncie NMPAKTHICCKUX U naﬁopaToprlx 3aHATHIl

HpaKTI/IquKOC 3aHATHE 3. AHanu3 IPAKTHYICCKUX CI/ITyaI_[I/Iﬁ ynpaBnqueCKoﬁ OTHKH.

N

OK 01, OK 02,
OK 04, OK 05,
OK 06, OK 09,
IIK 1.1, IIK 1.2,
K 1.3, IIK 1.4

[IpakTnueckoe 3ansatue 4. @opMbl A€I0BOro OOIIEHUS U UX XapaKTepUCTUKH. [lenoBas
6ecena. [IpaBuna Benenus 6ecenpl. PopMbl NOCTAaHOBKU BOMpocoB. [Icuxonoruueckne
0COOEHHOCTH BEJIEHUS JEJIOBBIX NUCKYCCUI M MYOJUYHBIX BHICTYIUICHUH

Tema S
KoH(puuKTBI U
CIoco0bI UX
npeaynpexieHus u
paspelieHusn

Coaep:xaHue y4eOHOro MaTepuaJia

1. KoH(UKT, ero CyliiHOCTh U OCHOBHBIE XapaKTEPUCTUKHU

2. OcoOGeHHOCTH AMOIMOHAIBHOTO pearupoBaHus B KoH(paukTax. [IpaBuia moBeaexus B
KoH(pMKTax. BiusHue TonepaHTHOCTH Ha pa3pelieHrne KOHQIMKTHON CUTYaIiH.

B ToM 4nciIe MPAKTHYECKHUX U JA00PATOPHBIX 3aHATHIA

[IpakTuueckoe 3aHaTHE 5. AHANINU3 NPOU3BOACTBEHHBIX KOH(INKTOB U COCTABIIEHUE
JITOPUTMA BBIXOJA U3 KOH(PJIMKTHON CUTYallUH.

OK 01, OK 04,
OK 05, OK 06,
OK 09.
MK 1.1, K 1.2,
K 1.4

CamocrosiTesibHAA BHEAyAUTOpPHasi padora

16

IIpome:kyTOoUHas aTTecTANMS

Bcero:

48




3. YCJIOBUA PEAJIN3AIIMM YYEBHOM TUCHUILIVHBI

3.1. lns peanusaiy mporpaMmbl yueOHOU TUCIUILTHHBI MPEIyCMOTPEHBI CIICAYIOIINE
CIICIMAaJIbHbBIC IIOMCIICHUA:

Kabuner «[IpodeccruonanbHas ’TUKa ¥ OCHOBBI ICJIOBOTO OOIIEHHS», OCHAIICHHBIN:

obopymoBaHueM: pabo4Yue CTON M CTYJ MO KOJIMYECTBY OOydaromuxcs, pabodee mMecto
nperoaaBaTers;

TEXHHUUYECKUMHU CPEACTBAMH OOYYCHUS: IEPCOHAIBHBIN KOMIBIOTEP, IPUHTEP, TIPOEKTOP,
UHTEPAKTUBHAS MIPUCTABKA K JOCKE MJIM HHTEPAKTUBHAS JOCKA.

3.2. UnopmanmonHoe odecnevyeHne peaau3anun NporpaMmmbl

Jis peanu3anuu mporpaMmbl  OMONMMOTEYHBIH (POHA 00pa30BaTENbHON OpraHU3aALUU
UMEET TIeYaTHbIC W/WIM 3JICKTPOHHBIC O0pa3zoBaTebHbIE W HH(DOPMAIMOHHBIC PECYpPCHI, IS
UCIIONIb30BaHusl B oOpa3oBarenbHOM mporecce. [lpu ¢opmupoBanuu Oubmmorednoro ¢onmaa
00pa3oBaTeNIbHOW OpraHU3alMeil BHIOMpACTCS HE MEHEE OJIHOTO M3JIaHUS M3 NEPEUHCICHHBIX
HIDKE TEYATHBIX W3aHUM U (WJIH) DJICKTPOHHBIX W3JaHUM B KayeCTBE OCHOBHOI'O, MPHU ITOM
CIIHCOK, MOYKET OBITh JIOMIOJHEH HOBBIMH M3JIaHHSIMH.

3.2.1. OcHoBHbBIE MeYATHLIE U3IAHUS

1. Cob6onbankoB, B. B. DTHKa 1 ricuxoiorus Ae10BOro ooiieHus : yaeoHoe rnocoodue
i cpenHero npogeccuoHansHoro obdpasosanusi / B. B. CobonsnukoB, H. A. Koctenko ; moa
penakmueii B. B. CobonbauKOBa. — 2-¢ U371, mepepad. u gon. — Mocksa: M3natenscrBo FOpaiiT,
2022. — 202 c¢. — (ITlpodeccronansuoe obpaszoBanue). — ISBN 978-5-534-06957-0.

2. Ckubunkas, U. FO. JlemoBoe oOmeHue: y4eOHMK M TPAKTUKYM I CPEIHErO
npodeccuonansHoro  obpazoBanusa / W. FO. Ckubunkas, O.I. Ckubuukuit. — Mocksa:
WznatenberBo FOpaiit, 2022. — 247 ¢. — (IIpodeccnonanbaoe oopazoBanue). — ISBN 978-5-
534-09063-5.

3. XKepnakoBa, M. b. JlenoBoe oOuieHue: y4eOHMK M HPAKTUKYM JUISL CPEIHEro
npodeccuonanpHoro  oobpaszoBanusi/ M. b. Kepnakosa, U. A. PymsnneBa. — Mockaa:
NznarensctBo FOpaiit, 2022. — 370 c. — (IIpodeccuonansnoe odpazosanue). — ISBN 978-5-
534-07978-4.

4. Poppirnna, H. FO. DTHka nenoBBIX OTHOILIEHWH: Y4eOHHK WU TPAKTHKYM JUIS
cpennero mnpodeccuonanbHoro odbpaszosanusi/ H. IO. Ponpirmna. — MockBa: W3parenbcTBo
FOpaiir, 2022. — 431 ¢. — (IlpodeccuonansHoe oopazoBanue). — ISBN 978-5-534-11048-7.

3.2.2. OcHOBHBIE 3JIEKTPOHHbIE U3IaAHUS
1. Cob6onbarKoB, B. B. DTHKa 1 1IcUx0JI0THS IET0BOTO 00IIIeHUS : y4eOHOe mocodue
Ui cpenaHero npogeccuoHansHoro obpasosanus / B. B. CobonpnukoB, H. A. Kocrenko ; noa
penakmuei B. B. CobobHUKOBa. — 2-€ U311, Tepepad. u jon. — Mocksa: M3natenbcrBo FOpaiiT,
2022. — 202 c. — (IlpodeccuonanbHoe obdpazoBanue). — ISBN 978-5-534-06957-0. — Texkcr:

anekTpoHHbld  //  OOpazomatenpHass  miatdpopma  IOpaitr  [caiit]. —  URL:
https://urait.ru/bcode/474165.

2. Cxkubwunkas, U. 10. JlemoBoe oOmieHne: y4eOHHK W TPAKTHUKYM JJisi CPETHETO
npodeccuonansHoro  obpazoBanus / W. FO. Ckubunkas, O.I. Ckubunkwii. — Mocksa:

WznatenberBo FOpaiit, 2022. — 247 ¢. — (IIpodeccronanbaoe oopazoBanue). — ISBN 978-5-
534-09063-5. — Texkcrt: anexTponHsIii / O0pa3oBaTenbHas miatdopma FOpaiit [caiit]. — URL:
https://urait.ru/bcode/474137.

3. XKepnakoBa, M. b. JlenoBoe oOuieHue: y4eOHMK M TPAKTUKYM JUIS CPEIHEro
npodeccuonanpHoro  obpaszoBanusi/ M. b. Kepnakosa, U. A. PymsnneBa. — Mockaa:
UznarensctBo FOpaiit, 2022. — 370 c. — (IIpodeccuonansnoe obpasosanue). — ISBN 978-5-
534-07978-4. — Texcr: anexkTponHsbIi // ObpazoBarenbHas miatdopma FOpait [caiit]. — URL:
https://urait.ru/bcode/474773.



4, Poppirmaa, H. FO. DTHka HENOBBIX OTHOIICHWH: YYeOHUK W TPAKTHKYM JUIS

cpennero mnpodeccuonanpbHoro odpaszosanusi/ H. IO. PompirmHa. — MockBa: M3parenbcTBo
FOpaiir, 2022. — 431 c. — (IIpodeccronansrnoe odpazoBanue). — ISBN 978-5-534-11048-7. —
Texct: onektponubiii  // OOpasoBarenvHas 1iarpopma HOpaiitr [caiit]. — URL:

https://urait.ru/bcode/477850.

3.2.3. JlonoJTHUTEIbHbI€ HCTOYHUKM:

1. Pynenko, A.M. IlpodeccuonanbHass 3TUKa W TICHUXOJOTHS JCIOBOTO OOIICHUS:
yuebnuk / Pynenko A.M., mox pen., Cambirua C.M. — Mocksa: KnoPyc, 2022. — 232 c.

2. Cob6onbpHNKOB, B. B. DTHKa 1 ICHX0JIOTHSI 1€TIOBOTO OOIIEHUS : yueOHOe TTocooune
Uit cpenero npodeccuonanbHoro obpasosanus / B. B. Cob6onbaukos, H. A. Kocrenko ; mon
penakuueii B. B. Co6onpHuKOBa. — 2-¢ u31., epepad. u pon. — Mocksa : U3narensctBo Opaiir,
2022. — 202 c.

3. Komesas, U. I1. TIpodeccruonanbHas 3THKA U MCUXOJIOTHS JAETOBOrO OOIIEHUS :
yuebHoe nocodue / U.I1. Komesas, A.A. Kaake. — Mocksa : DOPYM : UHOPA-M, 2022. —
304 c.

4.  Tlcuxomnorus oOUIeHUs: Y4€OHUK U IPAKTUKYM IJIsi CPEIHEr0 Mpo(ecCHOHAIEHOTO
obpazoBanus bopo3nuna I'.B., Kopmuoa H.A.; mox o6mieit penakiueir bopoznunoit I'.B. M.:
NznarensctBo FOpaiit, 2022. — 463 c. — ISBN 978-5-534-00753-4. — Tekct: 31eKTpOHHBIN //
OBC HOpaiit [caiit]. — URL: https://urait.ru/bcode/469702

5. IllemamoBa, I'.M. OCHOBBI JTHKM M TICHXOJOTHH MpPO(HeCcCHOHATEHON
nestenbHocTH:  OYMK  (3neKTpoHHBIH — y4eOHO-METOAMYECKHU  KOMIUIEKC) /Y POBEHb
obpa3zoBanus: [Ipodeccun cpennero npodeccnoHabHOTO 00pazoBanus/, Mocksa: M3maTenbcTBo
Axanemus, 2022

6.  Uepnsmmosa, JI. W. Ilcuxomorus oOmEeHUS: ITHKA, KyJIbTypa U ITHKET JCIOBOTO
oOmieHusi: ydebHoe mocoOue [uid cpeaHero mnpogeccuoHanbHoro obpaszoBanus / JI. U
UepubimoBa. — Mocksa: M3narensctBo FOpaiit, 2022. — 161 c¢. — (IIpodeccronaibaoe
oOpaszoBanue). — ISBN 978-5-534-10547-6. — Texct: snextponHsli // ObC HOpaiit [caiit]. —
URL: https://urait.ru/bcode/475816

4. KOHTPOJIb 1 OHEHKA PE3YJIbTATOB OCBOEHMHSI
YUYEBHOU JUCIIUITJIMHBI

PesyabTaTnl 00yyeHus

Kpurtepun onenkn

MeToanbl OEHKH

Hepeqeﬂb 3HaHI/II71, 0CBaAaMBACMbIX B paMKaxX JTUCHUIIJITHHBI

OCHOBBI JIEIOBOM ATHKH,

OTUKETA U KYJIbTYPBI ACJIOBOI'O

001IIeHUS,
0COOEHHOCTH

npodeccnoHaNbEHOM STUKU
CITy’KaIlUX TOCYIapCTBEHHBIX

1 MHBIX

OpraHnu3allMOHHO-IIPAaBOBBIX

bopM yupexxaeHui 1
OpraHu3aINil;
B3aMMOCBSI3b OOILEHUS
N ACATCIBbHOCTH,

1esu, QYHKIUH, BUIBI U
YPOBHH OOITICHUS;

«OTJIIMYHO» - TEOPETHUECKOE
coJiep’KaHue Kypca OCBOCHO
MOJIHOCTBIO, 0€3 MpoOesoB,
yMeHHS CPOPMUPOBAHBI, BCE
MPEyCMOTPEHHBIC TPOTPAMMOi
yueOHbIC 3aJaHHsI BBITIOTHEHBI,
Ka4eCTBO MX BBITOJHCHHUS
OIICHEHO BBICOKO.

«XO0opo1I0» - TEOPETUUECKOE
coJiep’KaHue Kypca OCBOCHO
MOJIHOCTBIO, 0€3 MpoOeNoB,
HEKOTOPbIE YMEHUS
c(OpMHPOBaHBI HEAOCTATOUHO,
BCE MPETYCMOTPEHHBIE
MIPOrpaMMoOil ydeOHbIE 3aJaHUS

YCTHBIW WJIA TECTOBBIN
KOHTPOJIb TEOPETHU-
YEeCKUX 3HAHUM;
OIICHKA PE3YJIbTAaTOB
BBITIOJIHEHUS TIPAKTHU-
YeCcKOM paboThl;
aHaJu3 U OLICHKa
pelieHnit poOIeMHBIX
CUTYaLH.

3ammTa
CaMOCTOATEIIbHOMN
paboThI;

JIETIOBBIE UTPBL.




TEXHHUKHU U MIPUEMBI OOIICHUS,
MIpaBWJIA CITYIIAHUS, BEJICHUS
Oecenpl, yOeKACHUS;
ATUYECKHE MPUHITUITHI
o0IIeHM;

VMCTOYHUKHU, IPUYUHBI, BUABI U
CHOCOOBI pa3perIcHus
KOH(JINKTOB.

MPUEMBI CAMOPETYJIALINN B
rpoiiecce OOIIECHHS

BBITIOJTHEHBI, HEKOTOPBIE BUbI
3aJ]aHU BBITIOJIHEHBI C
OLIMOKaMHU.

«Y 10BIIETBOPUTEIILHO) -
TEOPETUYECKOE COJIEpKaHne
Kypca OCBOCHO YaCTUYHO, HO
npoOesbl HE HOCAT
CYIIECTBEHHOT'O XapakTepa,
HEOOXOUMBbIC YMEHHUSI pabOTHI C
OCBOEHHBIM MaTEPHAJIOM B
OCHOBHOM C(hOpMHPOBAHBI,
OOJIBIIMHCTBO MPEIYCMOTPEHHBIX
porpaMMoi 00ydeHHs yU4eOHBIX
3aJIaHui BBIMIOJTHEHO, HEKOTOPKIC
13 BBITIOJHEHHBIX 33JaHUN
COJIEpIKaT OITHUOKHU.
«HeynoBneTBOpUTENBHOY -
TEOPETUYECKOE CO/IePIKaHUE
Kypca He OCBOSHO, HEOOXOIUMBIC
yMeHHUsI He c(HOPMUPOBAHBI,
BBITIOJTHEHHBIC YUCOHBIC 3aJaHHUSI
coJiep>KaT rpyOble OMMOKH.

Ilepeyenb ymeHuii, ocBauBaem

bIX B paMKaX JUCHUILJINHBI

co0roaaTh TpeboBaHUS
poeCCUOHATILHON 3TUKU U
COBPEMEHHOTO ITHKETA;
COOJIFOIaTh MTPOTOKOJ JICTTOBBIX
BCTPEY U ATHKET C YUETOM
HAIlMOHAIILHBIX U
KOPITOPAaTHBHBIX
0COOEHHOCTEH;
OpPraHU30BBIBATH JICTIOBBIC
Oecenpl, COBEIAHUS U
MIEPErOBOPHI;
peaTn30BbIBATH IPHHIIUTIBI
3¢ PEeKTUBHOTO JIETOBOTO
0OIIIeHUS,

NPUMEHATH TEXHUKY U
npueMsbl 3PPEKTUBHOTO
0oO01IeH s B
npodeccnoHaTbHOMI
JeSITeTbHOCTH;

UCTIOJIB30BaTh MPUEMBI
CaMOpEryJISIIINY TIOBEJCHUS B
poIecce MEKITMYHOCTHOTO
oO1IeHus.

«OTIUYHOY - TEOPETUUYECKOE
coJiep>KaHue Kypca OCBOEHO
MOJTHOCTBIO, 06€3 TTPOo0eoB,
yMeHHusI c(hopMHUpOBaHBI, BCE
MIPETyCMOTPEHHBIE TIPOTPaAaMMON
yueOHbIe 3aJJaHHs BBITIOJHEHBI,
KaueCTBO UX BBITOJTHCHUS
OLIEHEHO BBICOKO.

«XO0pouIo» - TEOPETUIECKOE
coJiep>KaHue Kypca OCBOEHO
MOJTHOCTBIO, 06€3 TIPo0eoB,
HEKOTOPBIE YMEHHUS
c(hopMHUPOBAHBI HEJJOCTATOYHO,
BCE MIPEyCMOTPEHHBIE
porpaMMoi yueOHbIe 3a1aHus
BBITIOJTHEHBI, HEKOTOPBIE BUIBI
3aJJaHUH BEIIOJHEHEI C
OITMOKaMHU.

«Y 1OBJIETBOPUTETIHHO -
TEOPETUIECKOE COJIEpKaHNe
Kypca OCBOCHO YaCTUYIHO, HO
MPOOEITBI HE HOCST
CYIIECTBEHHOT'O XapaKTepa,
HE00X01MMBbIe YMEHUs paboThI ¢
OCBOCHHBIM MaTEPHAJIOM B
OCHOBHOM C()OPMUPOBAHBI,
OOJIBIIMHCTBO MPEAYCMOTPEHHBIX

OLICHKA PE3YJIbTATOB
BBITTOJIHEHHSI
MIPAKTUYECKON paboOThI;
JIETIOBBIE UTPHI.

3auér/
nuddepeHIpPOBaHHBIN
3ayer.




porpaMMoi 00ydeHHs yueOHBIX
3aJJaHUii BBITTOJIHEHO, HEKOTOPBIE
U3 BBIIMOJIHEHHBIX 33 JaHUN
COJIEp>KaT OLTHOKHU.
«HeynoBneTBOpUTEIHHOY -
TEOPETUYECKOE CO/IePIKaHUE
Kypca He OCBOSHO, HeOOXO/TMBIC
yMeHus He c(OPMHUPOBAHBI,
BBINIOJIHEHHBIC YYeOHBIC 3a1aHUS
COJIEp>KaT rpyObIe OMMOKH.




puiaoxenne 2.10

Kk OII cnenuaabHOCTH

46.02.01 JloxymeHTAlIMOHHOE O0ecTeyeHne
ylpaBJieHHs U apXHBOBe/leHUe

PABOYAS TIPOTPAMMA YYEBHOM JUCITATLIAHBI

OI1.04 IPABOBBIE OCHOBBI IPO®ECCUOHAJILHOM JEATEJBHOCTHU



COJEP)KAHUE

. OBIIASI XAPAKTEPUCTHUKA PABOYEI ITPOT'PAMMBI
YYEBHOU JUCHUTLJIAHBI

. CTPYKTYPA U COJIEP)KAHUE YYEBHOM
TACIATLITAHBI

. YCJIOBUA PEAJIM3AIIMA YYEFHOM JUCITATLIAHBI

. KOHTPOJIb 1 OHEHKA PE3YJIbTATOB OCBOEHU

YYEBHOU JUCHUTLIAHBI



1. OBILIASI XAPAKTEPUCTHKA PABOUYE# TPOTPAMMBbI
YYEBHOM JUCLUAILIUHBI
OI1.04 IPABOBBIE OCHOBBI IPO®ECCUOHAJILHOM JESTEJILHOCTH

1.1. MecTo McuMIVIMHBI B CTPYKTYPe OCHOBHOM 00pa30BaTe/IbHOM NPOrpaMMbI:

VYyeonas mucummuinaa OI1.04 IIpaBoBble OCHOBBI MpO(eCCHOHATBHON EATeITbHOCTH
SBIISICTCS 0053aTENIbHON YaCThIO 001IETPO(ECCHOHANTBHOTO UKIIa 00pa30BaTeIbHON MPOTPAMMBI
B cootrBeTcTBUU ¢ PI'OC CIIO mno cnenumanpHocTh 46.02.01 JlokyMeHTaIMOHHOE o0OecrieueHne
YIOpaBJICHUS U apXHUBOBEICHHE.

Ocoboe 3HaueHue JUCLUIUIMHA UMeeT Hpu (OPMHUPOBAHUU M PA3BUTHHM KOMIIETEHIUM
OK 01, OK 02, OK 03, OK 06.

1.2. Heab 1 JIaHUpyeMble Pe3yJbTAThl 0CBOEHUS THCHUILINHBI
B pamkax nporpamMmbl y4yeOHOW IHUCHMIUIMHBI OOYYaIOIIMMUCS OCBAaMBAIOTCS YMEHMS

Y 3HaHUs
g‘l)é OK Ymenust 3HaHus
OK 01 OINPEEIATh aKTyaJIbHOCTb CoJIep’KaHue aKTyaJIbHOU HOPMaTUBHO-
OK 02 HOPMaTUBHO-TIPaBOBOM MIPaBOBOM JOKYMEHTALINH;
OK 03 JIOKYMEHTaluu B CTaHapThl aHTUKOPPYILIMOHHOIO IOBEICHUS U
OK 06 npodecCHOHATbHON MIOCJIE/ICTBHS €r0 HapyLICHUS;
IIK 1.7. JNCSITEIbHOCTH; HOPMAaTHUBHBIE MTPABOBBIEC aKThl Poccuiickoi
IIK 1.8. UCIIOJIb30BaTh IIPABOBYIO ®enepanun B chepe HHPOPMAITMOHHBIX U
K 1.9. uHpopMaIuo B KOMMYHUKAIMOHHBIX TEXHOJIOTU;
IIK 2.1. npodeccuoHaIbHON HOPMAaTHUBHBIE NIPAaBOBbIE aKThl Poccuiickon
K 2.3. JesTeTbHOCTH; ®depepanuu 1o 3amure nHGopmaiuu u padbore

3alUIATh CBOM IIpaBa B
COOTBETCTBHUH C TPYIOBBIM
3aKOHOJIaTEeIILCTBOM;
NPUMEHSTH CTAaHIAPTHI
AQHTUKOPPYIIIUOHHOTO
TIOBEJICHHUS;

NPUHUMATh MEPHI 10
COXpaHEHHIO
KOH(HIEHIIMATBHON
uH(popMaluu B Xoze npuéma
MMOCETHUTEIIEH;

obecrieunBaTh COXpaHHOCTh
NEePCOHATBHBIX JAHHBIX
PaOOTHHKOB.

¢ 00OpalIeHUsIMU TPaKIaH;

HOPMAaTHUBHBIE NPABOBbIE aKThl Poccuiickon
®eneparun B chepe HHPOPMALMOHHOM
0e30IacCHOCTH;

TpeOOBaHUS OXPAHbI TPY/IA;

HOPMAaTHUBHBIE MPABOBBIE aKThl Poccuiickon
®denepannu B chepe opraHuzaiuu JeI0BOM
MMOC3IKH;

HOPMAaTHBHBIE IIPABOBbIE aKThl Poccuiickon
Oenepanun B chepe nHGOPMAIIHH;
HOpPMAaTHUBHBIE ITPABOBbIE aKThI Poccuiickon
denepanun B chepe IeT0mpOru3BOICTBA;
HOpPMAaTHUBHBIE ITPABOBBIE AKTHI Poccuiickoi
®denepanun B chepe TPYAOBBIX OTHOIICHUH;
JIOKaJbHbIE HOPMATUBHbIE aKThI,
pETIaMEHTHPYIOIINE TPYIOBbIE OTHOIIEHUS;
HOPMAaTHUBHBIE TPABOBbIE aKThl Poccuiickon
®denepanun B chepe apXuUBHOTO JIEIa;
HOpPMAaTHUBHBIE ITPABOBbIE aAKThI Poccuiickon
®denepanun B 001acTH KOHPUIESHITAATHEHOM
MH(OPMAIIUY U 3aIIUTHI TIEPCOHATBHBIX
JTaHHBIX.




2. CTPYKTYPA U COJAEP)KAHUE YYEBHOM JUCHUILINHBI

2.1. O0beM yueOHOI IMCUMIIVIMHBI M BUABI Y4eOHO0#l padoThI

Buj yueOHoii padoThl O0bem B yacax

O6bem 00pa3oBaTenbHOM MPOrpaMMbl y4eOHOM JUCIUTUTHHBL 42

B T.4. B hOpMe MPAKTHIECKOHN MOATOTOBKHU

BT. 4..

TEOPETUUECKOE 00yUeHue 12
MPaKTUYECKHUE 3aHATHS 22
Camocmosmenvnas paboma 8

[TpomesxyTouHas arTecTanus A3




2.2. TeMaTH4yeCKMil IJIAH U COAEPKAHUE YUeOHOM JUCHMIIIHHBI

Konwl
Oo0bem, aka. 4. A .
KOMIIeTeHIHIA,
/ B TOM 4HcJIe B
¢dopmupoBanmnio
HaumenoBanue Coaeprxanue yueOHOro Mmarepuasia u GopMbl OPraHM3anMH 1esITeIbHOCTH popme KOTODBIX
pa3aesioB U TeM 00y4Jaroumuxcs NMPaKTHYECKOMH P
CImocoo0cTByeT
NOJATOTOBKH,
3JIeMeHT
aKaj. 4.
NPOrpamMMmbl
Pa3jnen 1. 3uayenne npasa B npogecCHOHATBHOM 1eSITeJIbHOCTH. 16/4
Tema 1.1. Cuctrema Conep:xanue yueOHOro MaTepuaJia OK 01-OK 03
poccuiickoro mpaBa. | [loHsTue u cynHocTs nIpaBa. 3Hau€HUE MpaBa B PEryJIUPOBaHUN OOLIECTBEHHbBIX 9
OTHOIICHUN U MPOPECCHOHATBHON AeITenbHOCTU. [[paBoOBbIe HOPMBI, HHCTUTYTHI.
OTpacau poccuiicKoro mpasa.
Tema 1.2. O0mas Coaep:xanue yueOHOro MaTepuaJia OK 01-OK 03
XapaKTepUCTHKA [TonsTre u npu3HaKu NpaBOOTHOIIEHUH. OCHOBHBIE 3JIEMEHTHI IPABOOTHOIIEHUN. Buibl
NMPaBOOTHOIIEHUH B | IPAaBOOTHOLIEHUH B IPO(hecCUOHAIBHON AeaTenbHOCTU. [IpaBocyOBEKTHOCTD 2
npo)ecCHOHAILHON | YIaCTHUKOB NMPABOOTHOILIEHHH B IIpodeccrnoHanbHoi cdepe. [IpaBoBoii cTaryc
chepe. (buU3NYECKUX JIULI, TPAaBOBON CTATyC IOPUIUYECKUX JIMI] U OPTaHOB roCy1apCTBEHHOM
BJIACTH.
Tema 1.3. IIpaBoBbie | Coaep:xkaHue yueOHOro MaTepuasa OK 01-OK 03
aKThI B Cuctema npaBoBbIX akToB B Poccuiickoit denepannu. Kinaccudukaiys HopMaTUBHBIX
npodeccuoHaIbHOI | TIPaBOBBIX aKTOB: IOPUANYECKAs CHJIA, IPEAMET MPABOBOrO peryiInpoBaHus, chepa
AeATeJIbHOCTH. pacripoctpaHeHus. [IpaBoBbIe akThI e/iepaiabHbIX OPraHOB BIACTH, OPTaHOB
rocy/1lapCTBEHHOM BiacTU cyObekToB PD, MyHHUIMTIATIbHBIE TPABOBBIE aKTHI.
IloHsTHE «TIPaBOTBOPYECTBO» U €TI0 OCHOBHBIE ATaIbl. [1opA10K NOATOTOBKY U
NPUHATHUSA PelepanbHbIX 3aKOHOB. [1ops 1ok NpUHATHS NpaBOBBIX akToB [IpesuaenTa 8

P®. IToaroroBka HOpMaTUBHBIX MPABOBBIX aKTOB (pe/I€paIbHBIX OPraHOB
UCTIOJHUTENBbHON BiacTu. ['ocyjapcTBeHHAs: perucTpanus akToB (hefiepabHbIX OpraHoB
WCIIOJTHUTENIBHOM Bi1acTu. [IpaBoBoe perynmpoBaHue NOArOTOBKM HOPMATUBHBIX aKTOB
cyOobekToB PD 1 MyHHIIMIIANBHBIX HOPMAaTUBHBIX MTPABOBBIX akTOB. [leiicTBue
HOPMAaTUBHBIX aKTOB BO BPEMEHH, B IIPOCTPAHCTBE, 110 KPYTY JIUIL.

JleiicTBrEe HOPMATUBHBIX aKTOB BO BPEMEHH, B IPOCTPAHCTBE, 110 KPYTY JIMII.




B TOM unciie NpakKTHYeCKUX 3aHATHI

Ilpakmuueckoe 3anamue 1. OnpeneneHyue akTyalbHOCTH HOPMAaTUBHO-IIPABOBOI

JOKYMEHTAIMK B IPO(ECCHOHAILHOMN 1€ TEIbHOCTH 4
Pa3nes 2. OcHOBbI KOHCTUTYHMOHHOTO nipaBa Poccuiickoii @enepanuu. 8/2
Tema 2.1. Conep:kanue y4eOHOIro MaTepuaa OK 01-OK 03
Koncrutynnonnoe [Tonstue Koncrutyuuu PO u ee mecto B cucreme 3aKkoHOAaTeNbCTBA. OCHOBBI
YCTPOHCTBO OPraHoB | KOHCTUTYLMOHHOrO cTposi Poccnn. Crucrema opraHoB rocyjapCTBEHHOM BJIACTH. 5
Bjaactu PO. [Ipe3unent P®. 3akoHonaTenpHasi, MCIIOJTHUTENbHAS U CyeOHas BiacTh B PO.

IIpaBooxpanutensHble opraibl. Opransl Biacti cyobekToB PO u MmecTHOro

caMOYNpaBJICHUS.
Tema 2.2. [IpaBa n Coaep:xanue yueOHOro MaTepuaJia OK 01-OK 03,
00513aHHOCTH [IpaBoBoii cratyc nuuHoctu B Poccuiickoit @enepanuu. ['paxxgancto PO. Jlnunsie, 4 OK 06
yeJsioBeKa U MOJUTUYECKHE, SKOHOMHUYECKHE, COLMAJIbHBIE U KYJIbTYpHBIE IIpaBa U CBOOO/IbI YellOBEKa
rpakIaHuHa. u rpaxanuHa B PO. Konctutynnonnsie o0s3anHocTH. [IpaBoBast KyabTypa.

B ToM 4unciIe IPAKTHYECKHUX 3aHATHH 2

Ilpakmuueckoe 3anamue 2. MexanusMm peajin3alyuy IpaB U cBOOO/] 4eJI0BEKa U 9

IpaXK1aHUHA
Pa3nea 3. [IpaBoBoe peryJinpoBaHue TPYAOBbIX IPABOOTHOIIEHHIA. 16/4
Tema 3.1. Conep:xanue yueOHOro MaTepuaJa OK 01-OK 03
Xapakrepucruka ITonsatue Tpynosoro npasa. IcTouHUKH TpyZAOBOro mpasa. TpyoBblE IPAaBOOTHOIICHHUS. IIK 1.8
TPYAOBBIX CyOBbeKTbI TPyIOBBIX IPABOOTHOLIEHUH. TPYI0BOIl 10TrOBOpP KaK OCHOBA TPYIOBBIX 4
NPaBOOTHOLICHHIA. npaBooTHoweHnH. OO1re TpeboBaHMs K COlEpKaHHUIO TPYAOBOro Jorosopa. [lopsaok

3aKJII0YEHUs U 0(hOpMIIEHUS TPYIOBOTO 10roBopa. M3MeHenue u npekpaiieHue

TpyAoBoro noropopa. CoOXpaHHOCTh EPCOHANIBHBIX IAHHBIX PA0OTHUKOB.

B ToM 4unciie NpaKkTHYeCKUX 3aHATHI 2

Ilpakmuueckoe 3anamue 3. OGecriedeHre COXPaHHOCTH NEPCOHATIBHBIX JAHHBIX 2

pabOTHHKOB
Tema 3.2. [IpaBoBoe | CoaepkaHue y4eOHOIro MaTepuaa OK 01-OK 03
peryJiMpoBaHue [TonsiTue u BuaBI pabodero BpemeHu. Pexxumel pabouero Bpemenu. Bpems otapixa. K 1.8
padouero BpemMeHH, [Tonsatue u Bub! OTIYCKOB. [lokyMeHTanmonHoe opopmienue ormycka. HopmupoBanue 9

BpeMEHH OT/AbIXa H
omaThl Tpyaa.

Tpyna. [IpaBoBoe perynupoBaHue cirykeOHbIX KOMaHAUPOBOK.
[TonsTre n BUABI omiaTel TpyAa. ['ocynapcTBEHHBIE TapaHTHH 110 OILIATE TPYAA.
KOMHGHC&HI/IOHHBIe BBIITJIAThI pa6OTHI/IKaM.




Tema 3.3. IIpaBoBoe

Conep:kanue y4eOHOro MaTepuaa

OK 01-OK 03,

peryJiupoBaHue [ToHsiTHE TUCHUIUIMHBI TPYJa U BHYTPEHHETr0 TpYJA0BOro pacnopsika. [loompenns OK 06
AUCHUILUIMHBI TPyAa | paOoTHUKOB. [IOHATHS M BUIBI IUCHUIUIMHAPHONW OTBETCTBEHHOCTH paOOTHUKOB. Bubl 9 I[IK 1.8
U MaTepuaIbHOU JUCLUIUIMHAPHBIX B3bICKAaHUN. [1opsA0K IpUMEHEHMS U CHATUS AUCLUIIMHAPHOTO
OTBETCTBEHHOCTH. B3bICKaHUsA. MaTepuanbHasi OTBETCTBEHHOCTh CTOPOH TPYAOBOIO 10roBopa. Bussl

MaTepUaIbHOU OTBETCTBEHHOCTH.
Tema 3.4. Oxpana Conep:xkanue y4eOHOTro MaTepuaa OK 01-OK 03
TpyAa. 3ammura [TonsaTHe 1 conep)aHue MPaBOBOI0 HHCTUTYTa oXpaHbl TpyzAa. IlpaBa u obs3aHHOCTEH IIK 1.8
TPYAOBBIX IPaB paboTHUKOB U paboTonareneil B cepe oxpansl Tpyaa. Opranusaius OXpaHsl Tpya.
rpasaaH. [Topsanox paccieioBaHUs M y4€Ta HECUACTHBIX CIIy4yaeB Ha IIPOU3BOJICTBE. 4

I'ocynapcTBeHHBIN KOHTPOIIb U HAI30D 32 COOJII0/IEHHEM TPYIOBOTO 3aKOHOIATENIbCTBA.

3ammTa TpyAOBBIX MpaB rpaxaan npodcorozamu. CaMmoszaiura TPYJAOBBIX MPaB.

WHuBuyanbHbIE U KOJUIEKTUBHBIE TPYJOBBIE CIIOPBI.

B ToM 4unciie MpaKTHYeCKUX 3aHATHH 2

IIpakTHyeckoe 3ansATHE 4. 3aIIUTA [IPAB B COOTBETCTBUU C TPYAOBBIM 2

3aKOHOJATEIbCTBOM.
Pasnen 4. OcHOBHBIE 3aKOHOAATEIbHBbIC AKTHI 0 IPABOBOM O0ecne4YeHH NMpoeccuoHaIbLHOI 8/2
AeATEeJbHOCTH CJIYKAIIMX.
Tema 4.1. Coaep:xanue yueOHOro MaTepuaJia OK 01-OK 03,
I'ocynapcrBennasi u | [lonstue «rocynapctBenHas ciyx0a». Cucrema rocy1apcTBEHHOMN CI1y>KOBbI B OK 06
MYHHIHMNAJIbHASA Poccuiickoit @enepanuu. HopmatuBHO-TIpaBOBOE pEryiIMpoOBaHUE IOCYAapCTBEHHON U 5
cayx0a Kak BUJ MYHHUIMNATBHON ¢y xO0bl. OTIu4Me ci1yKeOHOro KOHTPaKTa OT TPYAOBOIO JOrOBOpA.
npogeccuoHabHO | ATTecTanus rocyJapCTBEHHbIX CIyXKalllUX.
AeATeJIbHOCTH.
Tema 4.2. [IpaBa u Coaep:xanue yueOHOro MaTepuasa OK 01-OK 03,
00513aHHOCTH [IpaBa 1 00s13aHHOCTH TOCYIAPCTBEHHBIX (MYHUIIMITAIBHBIX) CIyKamux. OrpaHudeHUs OK 06
rocy/1apCcTBeHHBIX U 3apeThl TOCYAaPCTBEHHOM city:k0bl. [IpaBoBOE perynupoBaHue NpOTUBOACHCTBUS 4
(MyHHIIUTIAJIBHBIX) KOPPYILMH Ha TOCYIapCTBEHHOM U JIOKaJIbHOM ypoBHE. Mepbl IpouiIakTHKN
CJIyKALIMX. KOPPYNIMOHHOT'O MOBEAEHUS T'OCYAAPCTBEHHBIX CIIY)KAIUX.

B ToM 4nciie NpaKTHYECKHUX 3aHATHH 2

IIpakTHyeckoe 3ansaTHE S. [I[puMeHEeHNE CTaHIAPTOB AHTUKOPPYIIIMOHHOTO ITOBEICHHUS 5

B TOCYJIApCTBEHHOM ciyx0e PD.




Pasznea S. IlpaBoBoe peryjnpoBaHue NpophecCHOHATBLHON AeSITeJIbHOCTH B 00JIaCTH IPAKIAHCKUX

o 18/4

NPaBOOTHONIEHHIA.
Tema 5.1. Conep:xkanue y4eOHOTro MaTepuaa OK 01-OK 03
I'paxknanckoe npaBo. | ['paxaaHckue MpaBOOTHOIICHUS: CYOBEKThI, 00BEKTHI, cofiepxKanue. MIcTouHnKu
Kommepueckue n rpaxaaHckoro mnpasa. [IppumeHeHre HopM Ipa)IaHCKOro Mpasa B MpoQeccuoHaNbHON
HEKOMMep4ecKue nestenbHOCTH. OpraHu3alnOHHO-TIPABOBBIE (POPMBI IOpUINYECKUX JHIl. OpraHsl
OpraHu3anuu. YIpaBJICHUS I0OPUIUYECKOTO JIMIA. Y UpPEAUTENIbHbBIE JOKYMEHTHI. JInlleH3upoBaHue

nestenpHOCTH. HecoctostensHOCTh (0aHKpOTCTBO). KOMMepueckue opuandecKue JInuma. 5

XapakTeprucTUKa OCHOBHBIX (DOpM: X035IIICTBEHHBIEC TOBAPHILIECTBA U O0IIECTBA,

roCy/lapCTBEHHbIE 1 MYHUIIMIIAJIbHBIE YHUTApHbIE Npeanpusatus. Gunuansl,

MIPEJICTaBUTENbCTBA, 00BEAMHEHUS IOPUANUECKUX UL, OpraHU3aMOHHO-TIPAaBOBbIE

(bopMBI HEKOMMEPUYECKUX IOPHINYECKUX JIUIL. XapaKTepucTHKa (poHI0B, YIpEeKACHUH,

oOmiecTBeHHbIX opranuzanuii. [lydnnyHo-mpaBoBbie 00pa30BaHUS B CUCTEME

IpaXIaHCKUX IPABOOTHOIICHUH.

B ToM 4nciie npaKTHYeCKUX 3aHATHI 2

IIpakTnyeckoe 3ansaTHe 6. lcnons3oBanue rpaxJaHCKOT0 3aKOHO1aTENbCTBA IS 2

penieHus npodecCuoHaNbHBIX 3a7a4u
Tema 5.2. IIpaBo Conep:xanue yueOHOro MaTepuaJia OK 01-OK 03
cOOCTBEHHOCTH HA [IpaBo cOOCTBEHHOCTH: OCHOBHOM MHCTUTYT IpaxkaaHckoro npasa. CoJep:kaHue npana IK 2.1
AOKYMEHTBI U coOcTBeHHOCTHU. [IprobpeTeHue u nmpekpaiieHue npaBa COOCTBEHHOCTH.
HH(popMaLNOHHbIE WuTennekryanbHast coOCTBEHHOCTb. [IpaBo coOCTBEHHOCTH Ha MH(OPMAIIMOHHBIE 5
pecypchl. pecypchl M TOKyMEHTHpPOBaHHYI0 HHpopmanuio. [IpaBo coOCTBEHHOCTH Ha JOKYMEHTHI

ApxusHoro ¢onga P®. [IpaBoBoe perynupoBaHue UCIIOIb30BaHUS HA JOKYMEHTaX

rOCy/1apCTBEHHBIX U O(QUIHAIBHBIX CUMBOJIOB, GPUPMEHHOTO HAMMEHOBAHUS

OpraHu3alyy.
Tema 5.3. Coaep:xanue yueOHOro MaTepuasa OK 01-OK 03
I'paxknancko- Cnenku: nonstie, Bubl, GopMel. IloHsATHE «Tpa’kaaHCKO-IPpaBOBO 10roBop». Busl IIK 1.9
NMpaBoOBOii 10r0BOP B | 10roBopoB. TpeboBanus k opopmieHUI0 J0roBOpoB. Ilopsaaok 3aKIt04eHHs JOrOBOPOB.
npodeccnoHadbHOl | JIOroBOp AeMO3UTapHOro XpaHeHUs JOKYMEHTOB ApxuBHoOro (ouna P®. IIporokosnsl B 6
JNeATEJbHOCTH. CUCTEME TPAXKIAHCKO-TIPABOBBIX JOTOBOPHBIX OTHOIICHUH. Perenus coopaHuii.

HopmartuBHbIe TpeOOBaHUS K CpOKaM XpaHEHHS IPakJaHCKO-TIPABOBBIX JOTOBOPOB.
I'ocynapcTBeHHbIe KOHTPAKTHI. ['pak1aHCKO-TpaBOBBIE 0053aTENbCTBA.




[IpencraBuTEnbCTBO M TOBEPEHHOCTD. [ pak1aHCKO-TIpaBOBasi OTBETCTBEHHOCTh. 3alllnTa
I/IMyH_IeCTBeHHLIX N JINMYHBIX HGHMYIJ_IGCTBeHHLIX HpaB.

B TOM 4ynciie NpaKTHYECKUX 3aHATHI 2
IIpakTnueckoe 3ansiTue 7. Jcnonvsosanue palcoancko20 3aKOH00Amenbcmea Osl 2
3QUUMbL UMYWECTNEEHHBIX U TUYHBIX HeUMYUWECMBEHHbIX NPAS
Pa3nes 6. OcHOBHBIE HANIPABJICHHS A AMMHUCTPATHBHO-TIPABOBOE PEeryJHPOBAHNS IIPABOOTHOILCHHUH 10/2
Tema 6.1. O0mas Conep:xkanue y4eOHOTro MaTepuaa OK 01-OK 03
XapaKTepUCTHKA AJMHUHHCTpaTUBHBIE (yIIpaBieHYeCKHe) MPaBoOTHOIIEHHS . CyOBEKThl M HCTOUHUKHI
aIMHHUCTPATUBHBIX | IIPABOBOTO PEryJIMpPOBaHUs. 3aauu, IPUHLIHUIIBL, U METOABI aAMUHUCTPATUBHOTO ITpaBa.
NPaBOOTHOIIEHHIA. HcTouHrKH U CyOBEKTHI aIMUHUCTPATUBHOTO MpaBa. AJIMUHUCTPATUBHBIE (HOPMBI U 4
METO/Ibl peaJIn3alliy rOCy1apCTBEHHOTO YIPaBICHUSA. AIMUHUCTPATUBHOE
[IpaBOHApYUIEHHE, €ro IOPUANYECKUN COCTaB U BUAbl. AJIMUHUCTPATUBHAS
OTBETCTBEHHOCTb. CHiCTEMa aIMUHUCTPAaTUBHBIX HaKa3aHUI. A IMUHUCTPAaTUBHAs
OTBETCTBEHHOCTH B Chepe IETONPON3BOJICTBA U APXHUBOBEICHHUSI.
Tema 6.2. Coaep:xanue yueOHOro MaTepuaJia OK 01-OK 03
AnvuHuctpaTuBuble | HasHadeHue u CymHOCTh aIMMHUCTPATUBHBIX PETJIAMEHTOB, X 3HAYECHUE B K 1.7
perjiaMmeHThbl perinaMeHTaluu Aea0npon3BoacTBa. OCHOBHBIE TpeOOBaHUS K pa3paboTKe U
OCYLIeCTBJICHHS COJIEP’KaHUIO AIMUHUCTPATUBHBIX PErJIAMEHTOB OCYILIECTBIIEHUS TOCYIaPCTBEHHBIX 4
rocy1apCcTBeHHbIX (GYHKLIMH ¥ IPeI0CTaBICHUS TOCYAAPCTBEHHBIX YCIIYT.
bysuxkumnii n [IpaBoBoe perynupoBaHue paboThl ¢ 00palieHUsIMU rpaxkaad. Buael oOparieHui.
NPeI0CTABICHHSA [TopsiioK U CPpOKH paccMOTpeHHs 00paLIeHUH TpakKaaH.
rocy/1apcTBeHHbIX B ToM yunciie NpaKkTHYeCKUX 3aHATHI 2
yeayr. IIpakTnueckoe 3ansaTHe 8. Vcnonp3oBaHue 3aKOHOJATENILCTBA B OpraHU3aIMK paObOTHI 2
¢ oOpallleHUsIMH I'paXkJIaH
Pasnen 6. [IpaBoe peryjupoBanue B cepe nnpopmanum, 1eJJ0NPOU3BOJACTBA U APXUBOBEAECHHS. 12/2
Tema 6.1. I[IpaBoBoe | Coaepkanue y4eOHOro MaTepuaa OK 01-OK 03
peryJiMpoBaHue [TonsiTre 1 BUBI JOKYMEHTUPOBaHHOM nH(opmanmu. [IpaBoBoe peryianpoBanue IIK 1.7, TIK 1.8,
AOCTyNA K HopsiiKa MpeI0CTaBICHUS U NCIIOIb30BaHUS HH(POPMAINH O IEATETbHOCTH OPraHOB IIK 2.3
TOKYMEHTHPOBAHHOM | rOCYy/1apCTBEHHON BJIACTH U MECTHOTO caMoynpasieHus. [lonstue u Bust 6
uHpopmanuu. KoHueHIMaIbHON nHopmaruu. [IpaBoBoit pexum nHpopManuu, OTHECEHHON K

rocynapcTBeHHOH TaitHe. [IpaBoBoii pexum HHPOpMAIN, OTHECEHHON K KOMMEpPUYECKOM

taiiHe. [IpaBoBo#i pexuM nHpopMaluu, OTHECEHHON K CITy>K€OHOI TaliHe.




[TpodeccuonanpHas TaitHa. [IpaBoBOi peXM IEPCOHATBHBIX JTAHHBIX. 3aIIUTa
uHpOopMaIu

B TOM 4ynciie NpaKTHYECKUX 3aHATHI 2
IIpakTuyeckoe 3ansitue 9. CoxpaneHne KOH(PpUICHINATBHON HH(OpPMAIIMY B XO/1€ 2
npuéma rnoceTuresne
Tema 6.2. [IpaBoBoe | CoaepkaHue yueOHOIo MaTepuasa OK 01-OK 03
peryJiupoBaHue [IpaBoBbIE OCHOBBI CTAaHAAPTU3ALNN U €€ MECTO B CUCTEME TEXHUUYECKOTO K 1.7
CTAHAAPTHU3AIUHA U perynupoBanusa. HopmarusHbie TpeOoBaHMS K pa3padOTKe CTaHAAPTOB U 5
YHH(UKALUY B obuiepoccuiickux kiaccugpukaTopoB. HalnoHanbHble cTaHAapThl B 00J1aCTH
JeJIONPOU3BOACTBE H | JOKYMEHTOBEICHUS M apXUBOBEICHHS. Y HU(DUIIUPOBAHHbBIE CUCTEMbI JOKYMEHTALINH.
apXMBHOM JieJie.
Tema 6.3. [IpaBoBoe | Coaep:xkaHue yueOHOIr0o MaTepHuaJia OK 01-OK 03
peryJimpoBaHue [ToHsiTHE «3NEKTPOHHBIN TIOKYMEHT)» H €T0 3aKpeIlJIeHUE B HOPMATUBHBIX aKTax IK 1.7, T1IK 2.3.
HCIO0/1b30BAHMUSA Poccuiickoit @enepanuu. DieKTpOHHASI TOANKUCH KaK YCIOBUE IPUJIAHUS IOPUINYECKOM
HH(OPMALIMOHHO- CHJIBI 3JIEKTPOHHOMY JOKyMeHTY. DeniepalibHble 11eJIeBbIe TPOrpaMMBbl KaK MPaBOBas
KOMMYHHKAIIMOHHBIX | OCHOBA BHEIPEHHUS WH(POPMAIMOHHO-KOMMYHHUKAIIMOHHBIX TEXHOJIOTHN B CHCTEMY 2
TEXHOJIOTHIi B roCy/IapCTBEHHOI'0 U MYHUIIMIIATIBHOTO yrpaBienus. [IpaBoBoe perynupoBanue
AeJIONMPOU3BOACTBE U | [IPEIOCTABIICHUS TOCYIapPCTBEHHBIX YCIIYT U OCYIIECTBIIEHUS TOCY1apCTBEHHBIX
apXHBHOM JieJie. GbyHKIUH B 3NeKTpoHHOM Popme. Opranuzanus yaera apXuBHBIX A€l C IPUMEHEHHEM
WH(GOPMAIIMOHHBIX TEXHOJIOTHIA.
CamocrosiTesIbHAs BHEAYAUTOPHasi padoTa 8
IIpomexyTouHasi aTTeCTALMA 2
Bcero: 42




3. YCJIOBUS PEAJIN3AIIMU YYEBHOM TACIUILIMHBI

3.1. JIns peanu3anuu mporpamMmbl y4eOHOH AMCHUIUIMHBI MPETYCMOTPEHBI CIEAYIOIINE
CreUaIbHbIC TOMEIICHHUS:

Kabuner «ConuanbHO-9KOHOMHUYECKUX U YIPABICHYECKUX AUCIUIIINHY, OCHAICHHBIN:

obopynoBanueM: paboyue CTON W CTYJN IO KOJMYECTBY OOydYaromuxcs, pabodee MecTo
IpernoaaBaTes;

TEXHUUYECKHMHU CPEACTBAMH O0YUEHHS: TIEPCOHATIBHBIA KOMIBIOTED, IPHHTEP, IPOEKTOP,
MHTEPaKTHUBHAS IPUCTABKA K JIOCKE UM WHTEPAKTUBHAS TOCKA.

3.2. UnpopMmannoHHOe obecnedeHre peajn3alui NPOrpaMMbl

Jis peanu3anuu nporpammbl OMONIMOTEUHBIH (QOHA 00pa3oBaTENbHOM OpraHU3aLUU
UMeeT TIeYaTHbIe W/WIM DIEKTPOHHBIE O00pa3oBaTeibHbIE M HMH(OPMAIMOHHBIE PECYpCHI
JUI UCIIOJIb30BaHUs B 0Opa3oBaresnbHOM npouecce. [Ipu popmupoBanun 0ubauoreyHoro Gpoxaa
o0pa3oBaTebHON OpraHu3alnyell BbIOMpPAETCs HE MEHEeEe OJIHOTO U3JaHUS U3 MEepeuHCICHHBIX
HIDKE IeYaTHBIX M3JAaHUM M (WIM) 3JEKTPOHHBIX M3JaHUH B KauecTBE OCHOBHOIO, IPU 3TOM
CIIUCOK, MOXKET OBITh JOIOJIHEH HOBBIMU M3JaHUSIMHU.

3.2.1. OcHoBHbIE TeYATHLIE U3AAHUHA

1. Bonkos, A. M. IIpaBoBbie OCHOBBI MPOGECCHOHATBHON AEATETbHOCTU: YIEOHUK
JUISL CpeHero npodeccruoHanbHOro obpasoBanus / A. M. BonkoB. — MockBa: M3mareinscTBo
FOpaiir, 2022. — 274 ¢. — (ITpodeccuonanbroe odpazoBanue). — ISBN 978-5-534-10131-7.

2. Kanyctun, A. 4. IlpaBoBoe obecrieueHre NpOPECCHOHANBHON JEATEIbHOCTH:
y4eOHHMK U MPAaKTUKYM Uil cpeiHero mnpogeccruoHaibHoro obpaszoBanus / A. S. Kamycrun,
K. M. BenukoBa; mox penakmnueir A. 5. Kanyctnna. — 2-¢ w3a., nmepepab. u jmorm. — MockBa:
NznarensctBo FOpaiit, 2022. — 382 c. — (IIpodeccuonansnoe oOpazosanue). — ISBN 978-5-
534-02770-9.

3. IIpaBoBoe obecneueHue NPOPECCUOHATBHON  JESATEIbHOCTH: YYEOHUK U
MPAKTUKYM I CpeHETo npodeccuoHanbHoro oopasosanus / A. I1. Ans00B [u ap.] ; mox obmiei
penakuueit A. I1. Ans6oBa, C. B. Hukomokuna. — 2-e u3a. — MockBa: U3natensctBo FOpaiiT,
2022. — 458 c. — (IIpodeccuonansuoe oopazoBanue). — ISBN 978-5-534-13592-3.

4. [IpaBoBoe obecmneueHue MpodhecCHOHANBHON JEeSITeNbHOCTH: YUYEOHHK IS
cpennero mnpodeccuonambHoro oOpaszoBanusi/ B. W. ABmuiickuii [u ap.]; moa pemaxkuuen
B. U. ABnuiickoro. — 4-e uzn., nepepad. u gomn. — Mocksa: UznatensctBo Opaiit, 2022. —
333 ¢. — (IIpodeccuonanproe odpazopanme). — ISBN 978-5-534-04995-4.

3.2.2. OcHOBHBIE YJIEKTPOHHbIE U3TAHHSA

1. BosikoB, A. M. IIpaBoBble OCHOBBI MPO(PECCHOHANBHOMN JESITEIbHOCTH: YUEOHUK
st cpeaHero npodeccuonanbHoro obpaszoBanusi / A. M. BonkoB. — Mocka: M3gaTenbcTBO
FOpaiir, 2022. — 274 c¢. — (Ilpodeccuonansuoe odpazoBanue). — ISBN 978-5-534-10131-7. —
Texct: onektponnbrii  // OOpasoBarenvHas 1iatpopma HOpaiitr [caiit]. — URL:
https://urait.ru/bcode/474897.

2. Kanyctun, A. . I[IpaBoBoe obecrieueHne NpopecCHOHATBHON JEATEIbHOCTH:
y4eOHHMK W MPaKTHKYM Uil cpeaHero mnpodeccruoHanbHoro odpaszoBanus / A. S. Kamycrun,
K. M. Benukosa ; mon penakmnuein A. 5. Kanyctuna. — 2-e w3z, nepepad. n jgon. — Mockaa:
UznarensctBo FOpaiit, 2022. — 382 c. — (IIpodeccuonansnoe obpazosanue). — ISBN 978-5-
534-02770-9. — Texcr: anmexTponHsblit / ObpazoBarenbHas miardopma FOpait [caiit]. — URL:
https://urait.ru/bcode/469525.



3. [IpaBoBoe obecreueHue NPOPECCUOHATBHON  JESITEIBHOCTH: YYEOHUK U
MPaKTUKYM TSI cpeaHero npodeccruoHanbHoro oopasoBanus / A. I1. Ans00B [u n1p.] ; mox oOmei
penakuueit A. I1. Ans6oBa, C. B. Hukomrokuna. — 2-e u3a. — MockBa: U3natensctBo FOpaiiT,
2022. — 458 c. — (IIpodeccuonanpHoe obpazoBanue). — ISBN 978-5-534-13592-3. — Tekcr:
uiekTpoHHBIH  //  OOpaszoBarenpHass  miatdopma  FOpaiit  [caiiT]. URL:
https://urait.ru/bcode/470051.

4. [IpaBoBoe obOecmeueHue MPO(HECCHOHATBLHON JEATENIBHOCTH: YUYCOHUK U
cpennero mnpodeccuoHaabHOro oOpaszoBanmsi /| B. . ABmuiickuii [u ap.]; mom pemakuuein
B. . Apawmiickoro. — 4-e u3a., nmepepad. u mom. — Mocksa: UsnatensctBo FOpaiit, 2022. —

333 c.— (Ilpodeccrnonanbroe oOpazoanue). — ISBN 978-5-534-04995-4. —  Tekcr:
anekTpoHHbI  //  OOpaszoBarenbHass  miatdopma  FOpaiir  [caéit] —  URL:
https://urait.ru/bcode/469700.

3.2.3. JlonoJiHUTEIbHbIE HCTOYHHKH

1. Anucumon, A. II. IlpaBoBoe oOecnedeHne MpodheCCUOHATBLHOU ICSATCILHOCTH:

y4eOHHUK U MIPAKTUKYM JUIs CpeIHEro npodeccruoHaibHoro oopazosanus / A. I1. AHucumos, A. 1.
Pooxenkos, A. 10. Yukunbauna; noja penakiueit A. 5. PepkenkoBa. — 4-e usf., nepepad. u J1011.
— Mocksa: U3parensctBo HOpaiit, 2020.

2. Muxaiinenko, E. M. I'paxxnanckoe nmpaBo. O01mas 4acTb: y4eOHUK U IPAKTUKYM
U1 cpeaHero npodeccuonanbsHoro odpaszosanus / E. M. Muxaiinenko. — 2-¢ u3jl., nepepad. u

nom. — Mocksa: U3natensctBo FOpaiit, 2022.

4. KOHTPOJIb U OLIEHKA PE3YJIbTATOB OCBOEHUSI
YYEBHO! JUCLUTLTUHBI

PesyabTaThl 00yueHus

Kpurtepun onenkn

MeToabl OLIEeHKH

Hepeqeﬂb 3HaHI/II71, 0CBaMBACMbIX B paMKaxX JTUCHHUIIJITHHBI

COJIEp/KaHUE aKTyaJIbHOU
HOPMaTUBHO-TIPABOBOU
JOKYMEHTALUH;

CTaH/apThI
AHTUKOPPYILIMOHHOTO
MTOBE/ICHUS U TIOCTIE/ICTBUS €r0
HapyILICHHUS;

HOpPMaTHUBHBIE ITPABOBBIE AKTHI
Poccuiickoii denepanuu B
chepe nHHOPMAITMOHHBIX U
KOMMYHHKAITMOHHBIX
TEXHOJIOTHIA;

HOpPMaTHUBHBIE [TPaBOBBIE AKThI
Poccuiickoit denepanuu no
3amuTte nHpopmaluu u pabore
C oOpallleHUsIMH I'PaX/IaH;
HOpPMAaTHBHBIE [TPABOBBIE aKThI
Poccuiickoit denepanuu B

«OTIUYHO» - TEOPETHUECKOE
coJiepKaHne Kypca OCBOSHO
MOJTHOCTBI0, 0€3 Mpo0eIoB, yMEHUS
c(OpMHPOBAHEI, BCE MPETYCMOTPEHHBIE
porpamMmMoii yueOHbIe 3a/1aHus
BBIITOJIHEHBI, KAYECTBO UX BBIIIOJITHEHUA
OLIEHEHO BBICOKO.

«X0opouio» - TEOPETUIECKOE
coJiepKaHue Kypca OCBOEHO
MOJIHOCTBIO, 0€3 MPOOesoB, HEKOTOPhIE
yMeHHS cPOPMHUPOBAHBI HEJOCTATOYHO,
BCE MPETyCMOTPEHHBIE TPOrpaMMOin
yqe6HLIe 3alaHHus BBIIIOJTHECHEI,
HEKOTOPbIE BUIbI 33/1aHUI BBHITIOTHEHBI
C olIMoOKamH.

«Y IOBJIETBOPUTEIBHOY -
TEOPETUYECKOE COZIepKaHUE Kypca
OCBOCHO YaCTHYHO, HO POOEIIbI He

NunuBuayanbHbIe
1 (GpOHTAIbHbBIE
OTPOCHI;
TecToBnIe
3aJIaHus;
[IpoBenenue
MIPOMEXKYTOUHOTO
KOHTPOJISL.



https://urait.ru/bcode/469700

chepe nHbOpPMAITMOHHOM
0e30IMacHOCTH;

TpeOOBaHUsI OXpaHbI TPY/A;
HOPMATHUBHBIC ITPABOBBIC AKThI
Poccuiickoit ®enepaiuu B
cdepe opraHu3auu JAeI0BON
MOE3IKH;

HOPMATHUBHBIC ITPABOBBIC aAKThI
Poccuiickoit ®enepaiuu B
cdepe undopmaruy;
HOPMAaTHBHBIC MPABOBBIC AKThHI
Poccuiickoit ®enepanuu B
cdepe 1emonpor3BOJICTBA;
HOPMATHUBHBIC ITPABOBBIC AKTHI
Poccuiickoit denepaiuu B
cdepe TPYIOBBIX OTHOIICHUH;
JIOKaJIbHbIC HOPMATHBHBIC
aKThl, pETJIAMEHTUPYIOIINUE
TPYJIOBBIC OTHOIICHUS,
HOPMAaTHBHBIC MPABOBBIC aKThI
Poccuiickoit ®denepanuu B
chepe apXUBHOTO JIea;
HOPMATHUBHBIC ITPABOBBIC AKTHI
Poccuiickoit denepaiuu B
o0acT KOH(MUICHITMATEHOM
MH(OPMAILIUY U 3aIUTHI
MIEPCOHAIBHBIX JTAHHBIX.

HOCSIT CYIIECTBEHHOTO XapakKTepa,
HE00X0AUMBIE YMEHUS paboTHI ¢
OCBOEHHBIM MaTE€pPHaIOM B OCHOBHOM
c(hOopMHUPOBAHBI, OOJILITUHCTBO
MPEAYCMOTPEHHBIX IPOTPaMMOit
o0y4yeHHs yueOHBIX 3aaHui
BBIITOJTHEHO, HEKOTOPHIE U3
BBITTOJIHEHHBIX 33JJaHUN COepKaT
OLLIMOKHU.

«HeynoBneTBOpUTEIBHOY -
TEOpEeTHYECKOe CoJIep KaHNe Kypca He
OCBOEHO, HEOOXOIUMbIE YMEHUS HE
cOpMUPOBAHBI, BHITIOIHCHHBIE
y4eOHBIE 3aJJaHHs COJepKAT IpyObIe
OLLIMOKHU.

Hepeqeﬂb yMeHI/Iﬁ, OCBaAaUBACMbIX B paMKax JUCHUIIJIUNHBI

OIIPEAEIIATh aKTyaJIbHOCTh
HOPMaTHUBHO-TIPABOBOU
JOKYMEHTaluu B
npo¢ecCuOHAITBHON
NESTENIBHOCTH;
HCIO0JIb30BaTh IIPABOBYIO
nH(pOpMaIHIO B
npodecCuoHATBHON
NESTENIbHOCTH;

3alUIIaTh CBOM MpaBa B
COOTBETCTBHUH C TPYIOBBIM
3aKOHOAATEIbCTBOM;
MIPUMEHSITHh CTaHIAPTHI
AHTUKOPPYIIIMOHHOTO
MIOBE/ICHNUS;

MIPUHUMATH MEPHI IO
COXPAHEHHUIO
KOH(UACHIIMATBHON
uHpopMalnU B X0J1e TpUéMa
MMOCETHUTEIIEH;

«OTIUYHO» - TEOPETHUECKOE
coJiep’KaHue Kypca OCBOEHO
MIOJTHOCTBI0, 0€3 Mpo0eIoB, yMEHUS
c(OpPMHPOBAHEI, BCE MPETYCMOTPEHHBIE
IporpamMmMoil yueOHble 3a/1aHus
BBIITOJIHEHBI, KAYECTBO UX BBLIIIOJTHCHUA
OLIEHEHO BBICOKO.

«X0opouio» - TEOPETUIECKOE
coJiepKaHue Kypca OCBOEHO
MOJIHOCTBIO, 0€3 MPoOesIoB, HEKOTOPbIE
yMeHus1 COPMHUPOBAHBI HEJOCTATOYHO,
BCE MPETYCMOTPEHHBIE MPOTPaMMOi
yueOHbIe 3aJaHHsI BBITIOJHEHBI,
HEKOTOPBIC BU/IbL SaI[aHI/Iﬁ BBIITOJIHECHBI
C OIIMOKaMH.

«Y IOBJIETBOPUTEIHEHO -
TEOPETUYECKOE CO/IepKaHue Kypca
OCBOEHO YaCTHYHO, HO MPo0esbl He
HOCSAT CYIIECTBEHHOI'O XapakTepa,
HEOOXOMMBbIC YMEHHUSI pabOTHI C

Onenka
pe3yJIbTaToB
BBIITOJTHEHUS
MPAaKTUYECKOMN
paboThI;

Habmronenue 3a
X0JIOM
BBITIOJTHEHUS
MIPAaKTUYECKOU
paboTHI;

IIposepka
pe3yNbTaToB
BBITTOJIHEHUS
CaMOCTOATEIbHON
(BHEayITUTOPHON)
paboTsl
oOyJaromuxcs;
[IpoBenenue
MIPOMEKYTOUHOTO
KOHTPOJISI.




obecreunBaTh COXPaHHOCTh
MEPCOHAITBHBIX JTaHHBIX
pPabOTHHKOB.

OCBOEHHBIM MaTE€pPHAIOM B OCHOBHOM
c(hOpMHUPOBAHBI, OOJILITUHCTBO
IPEAYCMOTPEHHBIX IPOTPaMMOit
o0y4yeHHs yueOHBIX 3aaHui
BBIITOJTHEHO, HEKOTOPBIE U3
BBITTOJIHEHHBIX 33JJaHUN COJepKaT
OLLIMOKHU.

«HeynoBneTBOpUTEIBHOY -
TEOpEeTHYECKOe COJIep KaHNe Kypca He
OCBOEHO, HEOOXOIUMbIE YMEHUSI HE
cOpMUPOBAHBI, BHITIOIHECHHBIE
yueOHbIe 3aJJaHus COJepKaT IrpyObIe
OIIMOKHU.




IIpunoxenne 2.11

Kk OII cnenuajbHOCTH

46.02.01 JoxymeHTAlIMOHHOE 00ecrieyeHne
ylpaBJieHUs U apXUBOBe/IeHUE

PABOYAS ITIPOTPAMMA YYEBHOM JUCIATIJIMHBI

OI1.05S UYH®OPMAIIMOHHBIE U KOMMYHUKAIIMOHHBIE TEXHOJIOI'HHA



COJEP)KAHUE

. OBIIASI XAPAKTEPUCTHUKA PABOYEI ITPOT'PAMMBI
YYEBHOU JUCHUTLJIAHBI

. CTPYKTYPA U COJIEP)KAHUE YYEBHOM
TACIATLITAHBI

. YCJIOBHUA PEAJIM3AIIMA YYEFHOM TUCIATIIMHBI

. KOHTPOJIb 1 OHEHKA PE3YJIbTATOB OCBOEHU

YYEBHOU JUCHUTLIAHBI



1. OBILIASI XAPAKTEPUCTHKA PABOUE# TPOIPAMMBbI
YYEBHOM JUCLUAILIUHBI
OI1.05 UH®OPMALIMOHHBIE U KOMMYHUKALIMOHHBIE TEXHOJIOT U

1.1. MecTO JUCUMIIIMHBI B CTPYKTYP€e OCHOBHOM 00pa30BaTe/ibHOI MPOrpaMMbl

VYuebnas aucrumuHa OI1.05 MudopManmonHble 1 KOMMYHHUKALMOHHBIE TEXHOJIOTHU
ABIIIETCS 0053aTeIbHON YacThI0 001IenpodheCCHOHATBLHOTO IIUKIIAa 00pa30BaTENbHON MPOTrpaMMBbl
B cootBeTcTBUU ¢ PI'OC CIIO mo cnenuanpHocTu 46.02.01 JlokyMeHTallMOHHOE Oo0ecreueHne
yIpaBiIeHUS U apXUBOBEJICHUE.

Ocoboe 3HaueHHe OUCHUIUIMHA UMEET Npu (OPMHUPOBAHUU M PA3BUTHH KOMIIETEHIUHA

OK 01, OK 02.

1.2. leab 1 IuIaHupyeMble pe3yJbTAThl 0CBOEHHS JUCHMILIIHHbI

B pamkax mporpamMMbl y4eOHOW NUCIUTUTMHBI 00yYaIONUMUCS OCBAMBAIOTCS YMEHHS H

3HAHUS
HIICC,OgK Ymenus 3Hanusn
OK 01 pacrio3HaBaTh 3aJ1a4y U/Win aKTyaJbHBIN
Bribupats ciocoOst npobaemMy B mpodecCHoHATBHOM npogecCuOHATbHBIN U
peleHus 3aaa4 W/WIN COLMAIBHOM KOHTEKCTE; COLIMAJIbHBINA KOHTEKCT, B
npodeccuoHaIbHOM aHAJM3UPOBATh 3a]a9y U/WUIH KOTOPOM MPUXOAUTCA
JeSITebHOCTH po0JIeMy U BBIIEISTH €€ cOCTaBHble | paboTaTh U KHTb;
NPUMEHHUTEIHHO K YacTH; OCHOBHBIE HCTOYHHUKH
pas3InYHbIM OIIpeNIeNIATh ATl PELICHU 3a7jau; | UH(POPMALUU U PECYpPChI
KOHTEKCTaM BBISIBIIAT ¥ () ()EKTUBHO UCKATh JUISL pEeUIeHUs 3a7a4 v
nH(pOpMaIIHI0, HEOOXOTUMYIO JUIS npo0JjeM B
pelIeHns 3a/1a4u U/ Ui NpoOIeMBbl; npodeccnoHarTbHOM U/UIU
COCTABIIATH IJIaH J€HCTBHUS; COLIMAJIbHOM KOHTEKCTE;
OTIPENIeNIATh HEOOXOIUMBIE PECYPCHI; | QIITOPUTMBI BBITIOJTHEHUS
BJIAJIETh aKTyaJIbHBIMU METOJIaMH pabort B
paboThl B TPOPECCUOHAITBHON U npo¢eCCUOHAIBHON U
CMEXHBIX chepax; CMEXKHBIX 00J1acTAX;
peann30BBIBATh COCTABJICHHBIN TUTAH; | METOBI PA0OTHI B
OLIEHUBATh PE3YyJIbTaT U MOCIEACTBUS | TPOPECCHOHATBLHON U
CBOMX JEMCTBUI (CAaMOCTOSITEILHO CMEXHBIX chepax;
WIH C TIOMOUIbIO HACTABHUKA). CTPYKTYpY IJIaHa JJIst
pelieHus 3a1ay;
MOPSZOK OLIEHKU
PE3yNIbTaTOB PEIICHUS
3aa4 npodeccuoHaIbHOM
JIeSITeTTHHOCTH.
OK 02 OTIPEAEIIATh 3aJa4u I TOUCKa HOMEHKJIaTypa
Hcnonb3oBath nHpopmManuu; MH(OPMALIMOHHBIX
COBPEMEHHBIE OTIpeNIeNIATh He0OX0IUMbIe HCTOYHHUKOB,
CpelCTBa MOUCKa, WCTOYHHUKH WHPOPMAIINH; MIPUMEHSEMBIX B
aHanmu3a u TUTAHUPOBATh MPOIECC TOUCKA; npogeccuoHaTbHON
WHTEpIpETann CTPYKTYPUPOBATh IOIYIaAEMYIO NeSITeNIbHOCTH;
UHpOpMaLIUHU U HH(pOpMaINIO; MIPUEMBI
WH(POPMAIMOHHEIE BBIJIENATH HanboJiee 3HAYMMOE B CTPYKTYpHUPOBaHUS
TEXHOJIOTUH IS nepevyHe NHPOpMaLuy; uH(pOpMaIHH;
BBINOJIHEHUS 3a/1a4




npodeCcCHOHAIbHON OIICHUBATH MPAKTHUECKYIO dhopmat opopmieHus
JeSITeIbHOCTH 3HAYUMOCTb PE3YJIbTATOB ITOUCKA; pe3yJIbTaTOB IOUCKA
oQopMIIATH pe3yabTaThl TOKUCKA, uHbopMaIuuy,
MIPUMEHSITh CPEJICTBA COBPEMEHHBIE CPENICTBA U
MH(OPMALIMOHHBIX TEXHOJIOTHH 111 | yCTpoiicTBa
penieHus nmpodecCHoHANBHBIX 3371a9; | HHPOpMaTH3AIUY;
HCIIOJIb30BaTh COBPEMEHHOE HOPSAJOK UX IPUMEHEHUS U
porpaMMHOe oOecrieueHue; IIPOrpaMMHOE
HCIOJIb30BaTh pa3InyHble HU(PPOBLIE | 0OecreueHue B
CPEICTBA JJIsl pEeLICHUS npogeccuoHaTbHON
npodeccroHalbHBIX 331ad. NESITeIbHOCTH B TOM YHUCIIE
C MCIIOJIb30BaHUEM
1U(POBBIX CPEJICTB.
IK 1.1. HCIMOJIb30BATh CPE/ICTBA HOPMAaTHBHBIE TPAaBOBbBIC
Ocy1ecTBIsTH MH(OPMALIMOHHBIX U akTel Poccuiickoit
npuéM-Tiepeaay KOMMYHHKAITUOHHBIX TEXHOJIOTHIA ®enepaunu B chepe
yIpaBiIeHYECKON JUIS TIOJIYY€HHUS U Tiepeadn UH(GOPMALIMOHHBIX U
uH(pOpMaIUu nH(popManuy, KOMMYHHKAITHOHHBIX
C TIOMOIIIBIO CPEAICTB | BECTH M UCIIOJIB30BATh B paboTe 0a3y | TEXHOJOTHi,
UH(OPMAITMOHHBIX KOHTaKTOB OPTaHU3AIIHH; TpeOOBaHUs OXpaHbI TPY/IA.
u yCTaHaBIMBATh U MOJACPKUBATh
KOMMYHHKAITUOHHBIX | KOMMYHHKAIIMH B IPOIIECCE
TEXHOJIOTH JIEJIIOBOTO OOIIIEHHUS C TIOMOIIIbIO
cpenctB HHGOPMAIIMOHHBIX U
KOMMYHHKAIIUOHHBIX TEXHOJIOTH;
oOecnieunBaTh NH(HOPMALIMOHHYIO
0€30MacHOCTb JIEATEIbHOCTH
OpraHH3aIHH.
[IK 1.3. BBIOMpATH (POPMBI IIJIAHUPOBAHUS U HOpPMATHBHBIE MTPABOBbHIE

IIpuHuMate yyactue
B IUITAHUPOBAHUU
paboyero BpeMeHu
PYKOBOIUTENS

Y TUTaHUPOBATh
pabounii 1eHb

0(OPMJIIATH TITAHUPOBIIIUK
(opranaiizep) pyKOBOJIUTENS U
ceKkperaps,

obecneunBaTh HHPOPMALMOHHYIO
0€301MacHOCTb JIeATEIbHOCTH
OpraHu3aIuy,

akThl Poccuiickoit
®enepanuu B chepe
nH(}OPMaLIMOHHON
0€e30I1acCHOCTH,

TpeOOBaHMS OXpaHbI TPY/IA.

cekperaps MIPUMEHSTH B paboTe cpecTBa

MH(POPMAIMOHHBIX U

KOMMYHHMKAIIMOHHBIX TEXHOJIOTHH.
IIK 1.4. OCYILIECTBIIATH TPEBEI-TMIOAECPKKY UHTEPHET-PECYPCHI IS
OcymiecTBiATh JIeJIOBBIX MOE3/10K; OCYILECTBIICHHSI TPEBEI-

MOJATOTOBKY JI€IOBBIX
MOE30K
PYKOBOAMTENS U
JIPYTUX COTPYIHHKOB

HCIIOJIb30BaTh CPEICTBA
MH(OPMALIMOHHBIX U
KOMMYHMKAIIMOHHBIX TEXHOJIOTHH
U1 0OecriedeH s B3auMOJIEHCTBUS C

MOJIZICPIKKH JICIOBBIX
[OE30K;
TpeOOBaHUs OXpaHbI TPY/Ia.

OpTraHu3aIuu PYKOBOJHUTENEM BO BpEMs €ro
JIETTOBOM ITOE3IKH.
[IK 1.6. OCYIIECTBIATH cO0p, 00paboTKy METO]IbI 00pabOTKH U

OcCylecTBISITh

nH(OpMaLIUY, CUCTEMaTU3AIINIO

3aIMThl HHOOPMAITUH C




pabory MOJy4aeMbIX U MEPEIaBaEMbIX

I10 IIOJITOTOBKE JIAaHHEIX,

Y MPOBEJICHUIO MIPUMEHATHh HHPOPMAITMOHHO-
KOH()EPEHTHBIX KOMMYHHUKAIIMOHHBIE TEXHOJIOTHH.
MEpOIPUATHH,
o0ecIeynBaTh
nHpopMamoHHOE
B3aUMOCHCTBHIE
PYKOBOJIUTEIIA

C IOJIpa3/ieICHUSIMU
W JOJKHOCTHBIMH
JUIAMU OpraHu3aIuu

MIPUMEHEHHEM CPEJICTB
MH(POPMAIIMOHHBIX U
KOMMYHHUKAIIHOHHBIX
TEXHOJIOTHH;

TpeOoBaHUs OXPaHbI TPY/a.

K 1.7. MIPUMEHATHh HHPOPMAITMOHHO-
OdopmisaTs KOMMYHUKAIMOHHbIE TEXHOJIOTUH;
OpraHU3aIMOHHO- CKaHUPOBATh, KOMUPOBATH U
pacropsiANTEIIbHbIC KOHBEPTUPOBATH JJOKYMEHTHI B
JTIOKYMEHTBI pasnuuHbie GopMaThl.

¥ OpPraHU30BHIBAThH
paboTy ¢ HUMH,

B TOM YHCIIE

C UCTIOJIb30BaHUEM
ABTOMAaTH3UPOBAHHBIX
CHCTEM

COBPEMCHHEBIE
UH(POPMALIMOHHBIE U
KOMMYHUKAIIHOHHBIE
TEXHOJIOTHH,
IpUMEHsIEMbIE B paboTe C
JOKYMEHTaMH,

TpeOOBaHUs OXPaHbI TPY/a.

2. CTPYKTYPA U COJAEP)KAHUE YUYEBHOW JUCIUILIUHBI

2.1. O0beM y4eOHOI TMCHUIIMHBI U BUAbI Y4eOHOH padoThl

Buj yue6Hoii padoThl O0bem B yacax
O0bem o0pa3oBaTe/IbHOI NPOrpaMMbl Y4eOHO 1M CHHMIIJIMHbI 98

B T.4. B opMe NPaKTHYeCKOH NOAT0TOBKHU

B TOM YHUCIIE:

TeopeTu4ecKkoe oOydeHue 22
MPaKTUYECKHUE 3aHATUS 42
Camocmosimenvhas paboma 16
IIpomexxyTouHast arrecTanus 13




2.2. TeMaTH4yeCKMil IJIAH U COAEPKAHUE YUeOHOM JUCHMIIIHHBI

Koasl
O0nem, akaj. 4. A .
/ B TOM 4mcIe KOMIICTCRTIMH,
¢dopmupoBanunio
HaumenoBanue Conep:kanue y4eOHOro MaTtepuasa u GopMbl OPraHU3anUM AeATeILHOCTH B popme KOTODBIX
pa3/iesioB U TeM o0yuarommxcst NPAKTHYeCKOH P
crocoo0cTByeT
NMOAr0TOBKH,
3JIeMEeHT
aKaj. u.
NPOrpamMMbl
Paznen 1. ABTOMATHU3ALIUA NHOOPMALIMOHHBIX MPOLHECCOB. KOMIIBIOTEP 4/4 OK 01,
Tema 1.1. IIpakTuyeckune 3aHsATHS OK 02
YerpoiicTBo 1 KommnproTep Kak cpeicTBO aBTOMaTH3AIMH WH(POPMAIIMOHHBIX POIIECCOB
NPUHIHUIBI PAa00ThI QDyHKIMOHAIBHBIE YCTPOKWCTBA KOMIIBIOTEPA 2
KOMIIBIOTEPA [Tpuémbl paboThl B crangapTHbIX porpammax OC: rpadudeckoM U TEKCTOBOM
penaxkTopax
Tema 1.2. IIpakTuyeckune 3aHATHS
IIporpammHuoe OCHOBHBIE IOHATHUS TPOrPAMMHOT0 00€CIIEYEHHs] KOMIIbIOTEPA
ol0ecreyeHue OnepannonHsie cucteMsl. VX Bubl u rpadudeckuii unrepdeiic
koMmmnbioTepa. @aiiioBas | Maiinosas cucrema. Onepanuu Hax aiinamMmu )
CUCTEMA XPaHEHUs CucremaTtu3zanus HHGOPMAIUH C TIOMOIIBIO MANOK U (ailyioB.
uHpopManHu Pabora c daitnamu u kaTanoramu
Pabora B ctanmaptHbix nporpammax OC: TeKcTOBbIE, TpaduyecKue.

PA3AEJ 2. IPUKJIIAJJHOE U CUCTEMHOE ITPOTPAMMHOE OBECIIEYEHHUE 30/28 OK 01, OK 02,
Tema 2.1. IIpakTHYecKHe 3aHATHA IK 1.1, IIK 1.7
CpencrBa u Texnororun | Hacrpoiika naTepdeiica TEKCTOBOTO pelakTopa, MapaMeTPOB CTPAHUIIBL.
co3gaHus U 00padOTKN OdopmieHre MHOrOCTPaHUYHBIX JOKYMEHTOB
TeKCTOBOI HHpopmanuu | Hacrpoiika nHTEpdEiica TEKCTOBOTO peIakTopa. 12

Hactpolika napaMeTpoB CTpaHUIIBL.

HaCTpOﬁKa PCKUMOB IICYATU TCKCTOBOI'O JOKYMCHTA. PaGora ¢ IIPUHTCPOM.

[Tpuémsl penaktupoBanus Tekcra. [Ilposepka opdporpaduu TekcTa B TEKCTOBOM

pEeNaKTOpE.




dopmaTUpPOBAHKE JOKYMEHTOB B TEKCTOBOM peaakTope. I3MeHeHue CBOMCTB
CHUMBOJIOB, ITAPAMETPOB ab3a1ieB U cTpaHuilbl. [leyaTs JOKyMeHTa.

dopmaTrpoBaHHE JOKYMEHTOB B TEKCTOBOM peiakrope. MI3MeHeHue napaMeTpoB
ab3areB. YcraHoBKa MO3UIMNA TaOyssiuu. Pabora co crimckaMu.

Bcraka rpadguueckoro n3o00paxxeHus B TEKCT, U3MEHEHHUE €T0 MOJI0KEHHUS Ha
cTpanuiie. TexHOIOTusl BCTAaBKU B JOKYMEHT 00BbeKTa SmartArt.
BcraBka CHOCOK B TEKCT JOKYMEHTA B TEKCTOBOM PEIaKTOPE.

OcHoBHbIe TpUEMBI paboThI ¢ Tabmuamu. KonrekctHsie BKIagku Konerpykrop u
Makert Juig paboThl ¢ TAOIULAMH B TEKCTOBOM pEIaKTOpe

Paznuunsie npuéMel paboThI ¢ TAOIUIIAMH B TEKCTOBOM pefakTope. CopTupoBKa
JIAHHBIX B Ta0yuie. Berancienus B Tabiummax

Paz0uenne TekcTa Ha KOJIOHKU B TEKCTOBOM PEIAKTOPE.

CDOpMaTI/IpOBaHI/Ie MHOT'OCTPAHUYIHOI'O JOKYMCHTA B TCKCTOBOM PCIAAKTOPC

Pab6oTa co cTrisiMH. CO3I[3.HI/IG ABTOMAaTH4YCCKOI'O OI'/IaBJICHH B
MHOT'OCTPAHUYHOM JOKYMCHTC B TCKCTOBOM PCAAKTOPC

Tema 2.2.

CpeacrtBa

U TEXHOJIOTUH PadoThI
€ 2JIEKTPOHHBIMU
Ta0JIUIIAMHU

IlpakTH4yecKkue 3aHATHSA

Co3nanue TabuuIy B TAOIUYHOM pellakTope U uX hopmatupoBaHue. THITBI TaHHBIX,
UCIIOJIb3YEMBIX B TAOJIMYHOM PEAKTOPE

Brimonnenue pacy€ToB B 3JeKTPOHHBIX Tabmunax. ®@opmynsl. AGcomoTHas U
OTHOCHTEIIbHAA agpecanus

@DyHKIIMH, UCTIOJIb3YyEMbIE B TAOJMYHOM penakrope. Pabora co cnuckamu.

Coznanue u hopMaTupoBaHUE IEKTPOHHBIX TAONUIl. THUITBI TaHHBIX,
HCTIOJIB3YEMBIX B TAOJIMYHOM PEIAKTOPE.

BrinonHenue pacu€ToB B 3JIEKTPOHHBIX Tabauax. @opmyssl. AGConoTHAs U
OTHOCHTEIIbHAA agpecaius

@DyYHKIMH, UCTIOJIb3YEMbIE B TAOJUYHOM PEAKTOpPE

HOCTpOCHI/IC U pCHAKTUPOBAHUC JUAT'DAMM

Hacrtpolika 1uCcTOB KHUTY HA MEYaTh.
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Tema 2.3.
Texnogorusa OLE.
Co3nanue OLE-
00bEKTOB

Coaep:xxaHue yueOHOro MaTepuaJia

CriennanbHasi BCTaBKa ()parMeHTa JOKYMEHTa B APYroil TOKYMEHT

BcTaBka cBsi3aHHBIX OOBEKTOB B JOKYMCHT

BcraBka parmenra (aiina TabIHMYHOTO peaKkTopa B JOKYMEHT TEKCTOBOTO
pelaKTopa C YCTAHOBKOW CBSI3U




IIpakTnyeckune 3aHATHSA

Co3naHue TEeKCTOBOTO JJOKYMEHTA B MPHUIIOKEHUU-KIHEHT 1 BcTaBka OLE-
00BEKTOB U3 NPHIIOKEHUS CEpBEPa

Cosznmanue cripaBoK U HHPOPMAIIMOHHO-aHATTUTHYECKUX 0030pOB B IPHIIOKEHUU- 1
KkJueHT U BctaBka OLE-00beKTOB M3 IPHIIOKEHUS CEpBEpa
Co3pnanue crpaBoK U HH(POPMAITMOHHO-aHATUTHYECKUX 0030pOB B MPHIIOKECHUH-
KJIMEHT U BCTABKa CIApPKJIANHOB U3 PUJI0KEHUSI CepBepa
Tema 2.4. Coaeprxanue yueOHOIro MaTepuaJa
Pa3paborka u [Tonstue bJl u CYB/I. 3arpyska, uatepdeiic CYB/Il. Tabnmuunas crpykrypa b/I.
COIPOBOXKIACHHUE [Tons, 3anucu. Tunsl naHHbIX. [IOHATHE KITFOUEBOTO OIS 1
HH(opMaNNOHHBIX 0a3 ®dopmsl, 3ampockl U 0TuéThl B CYB/I, nx Ha3HaueHWe U CrioCOObI CO3/1aHMS.
AaHHBIX Co3zanue CBsi3M MEXKIy TaOJUIIaMHU C TTIOMOIIIbIO MacTepa MOJACTaHOBOK
IIpakTuyeckue 3aHATHSA
Coznanue tabmun B CYB/]. YcraHoBKka CBOMCTB MOJIEH U CBA3EH MEXKIY
tabiuamu. BBox 1 mpocMoTp JaHHBIX B pexumMe «Tabmmmay
®opwmsl, 3ampockl 1 0TuéThl B CYB/I, X Ha3HaueHUe U CriocoObl 3
co3anud. CozaHue CBsI3U MEX]ly TaOJIMIIaMu C IIOMOIIBIO MacTepa MOoACTaHOBOK
Coznanue B/l ¢ ucnonszoBanuem Gpopm, 3anpocos u otuétoB B CYB/I.
PA3JEJ 3. CPEACTBA NEPEJIAYU 3JIEKTPOHHBIX JOKYMEHTOB U OBECIIEYEHHUE UX 4/3 OK 01, OK 02,
COXPAHHOCTH IK 1.1, TIK 1.6,
Tema 3.1. Conep:xaHue yueOHOro MaTepuaJia K 1.7.
IIporpammsl CkaHupoBaHUE JOKYMEHTOB € TOMOIIBIO CTaHAApTHOrO npuinoxenus OC
CKAaHUPOBAHMS [IporpamMbI-apXuBaTOphl. Y IAKOBKA U PACIIAKOBKA APXUBOB 1
AOKYMECHTOB H CxaHupoBaHUE U PACIIO3HABAHUE TEKCTA C TIOMOIIBIO CIIEIUATU3UPOBAHHOTO
KOHBCPTHUPOBAHUS nporpamMmHoro obecneuenusi. Koppekruponka rekcra. KonBeprupoanue (aitinon
daiinon IlpakTHYeckne 3aHATHS
Pacno3znaBanue nHQpOpMAIIH ¢ TOMOIIBI0 TPOrpaMM CKaHUPOBAHUSI.
KonsepTtupoBanue daiinion
[IporpamMmbI-apXuBaTOphl. YIAKOBKA U paclakOBKa apXHUBOB 3




PA3JIEJI 4. CO3JAHUE U PEJJAKTUPOBAHUE I'PA®UYECKHAX U MYJIbTUMEJIUMHBbIX OFbEKTOB

4/3

Tema 4.1.
IIpencrasienue
HH$opmanuu ¢
MOMOIIBIO CPEACTB
uHporpapuxku

Coaep:xaHue y4eOHOIro MaTepuaJia

Co3nanue npe3eHTanuu B cnenuanuzupoBadsHoMm 110 nis moaroroBku
npe3eHTanmii. OcHOBHBIC THIIBI (haitioB. Pexxumbl mpocmoTpa. Beroop mabdiiona u
TEMBI CJIAiJIOB K npe3eHTauuu. Mi3MeHenne Makera ciaijjoB

Hcnonb3oBanue runepcchbliok B npe3entanuu. Hactpoiika anumanuu Tekcra
1 00beKTOB. Jl0OaBIeHUE TEPEX0T0B MKy CllalijaMu

Paznuunbie cpeactsa coznanus uHGorpadukm.

Busyanmzanus u npejcTaBieHUe T0KIaaa

HpaRTn'{ecmle 3AaHATHSA

Br10op maboHa 1 TeMBI CIIaiiIOB K MPE3eHTAlMK B crienuann3upoBanHoM 110 s
NOJrOTOBKHM Ipe3eHTanuii. Cozganue coocTBeHHOro mabioHa. M3menenue
MAaKeTa CJIalJI0B

Pa6ota co cnaiijamu. BectaBka 00bEeKTOB Ha Cllaiijl, ”3BMEHEHHE UX TOJI0XKEHUS.
YnpasneHue ClosMHy crania

Hcnonb30BaHue TUIEPCChUIOK B pe3eHTanuu. Hactpolika aHuManuu TekcTa
1 00bekTOoB. JloOaBieHNe Mepexo10B MKy ciaigamu. BeraBka 3Byka U BUJIEO.

HaCTpOﬁKa MMpEe3C€HTallU Ha I10Ka3, yIpaBjsieMas JOKIAJ9YUKOM U B
ABTOMAaTU4YCCKOM PCKUME

OK 01, OK 02,
K 1.1, IIK 1.4,
IIK 1.6

Paznean S. TEXHOJIOT'USA CO3JAHUSA U TIPEOBPA3OBAHUS HH®OPMAIIMOHHBIX OB BEKTOB

10/8

Tema 5.1.
IlepconndunupoBanubie
PAaCCHIIKHU € OMOIIbIO
GyHkuumn causaHus

Conep:xxaHue yueOHOro MaTepuaJia

Hcnons3oBaHue MacTepa CIUAHUA IS pACCBIJIKM TOKYMCHTOB

CoziaHne pacChUIKU C OMOIIBIO (PYHKINU CIHUSIHUS

Co3nanue Oeij1ka ¢ HOMOIIBIO MacTepa CIUSHUS

Hcnonp3oBanue m1a0I0HOB U ClIeNUaIbHON BCTABKU MPH CO3JIaHUU PACCHIIKU
JOKYMEHTOB C NOMOIIBIO (DYHKIIMHU CIIUSHUS

HpaKaneCKne 3AaHATHUSA

Coznanue nuceM-npUIiIalieHui, no3apasieHuil. Mcnonp3oBanue Mactepa
CIIMSIHUSL TSI TIEPCOHU(UIIMPOBAHHOMN PaCChIIIKU JOKYMEHTOB.

Vcnonb3oBaHue MacTepa CIUSHUS U1 NEPCOHU(DUITMPOBAHHOM PacChUTKU
nokyMeHToB. Co3/1aHre KOHBEPTOB, O€HIKel, KyBEepTHBIX KapTOUYEK.

OK 01, OK 02,
IIK 1.1, IIK 1.6,
K 1.7




Hcnons3oBanne Mactepa CIUSHUS TSl IEPCOHU(DUITMPOBAHHON PACCHIIKA
nokymeHToB. Co3/1aHre MTMCEM T03/IpaBJICHUMN, HATOMUHAHUM, BUSUTHOU
KapTOUYKH, KyBEPTHOM KapTOUKH.

Tema 5.2. Texnoaorus

Coaep:xaHue y4eOHOIro MaTepuaJia

aBTOMATH3ALUH Co3nanue mabJoHOB CIIPABOYHO-UH(OPMALIMOHHBIX JJOKYMEHTOB. DJI€MEHTHI
CO3JaHMA U YIIPABJIEHUS COAEPKUMBIM. 1
HCII0JIb30BAHUSA Co3naHue mabJ0HOB paclopsIUTENbHBIX JOKYMEHTOB, pa3padoTka popm
nokymenToB. lllabsonbl | PaGora ¢ ma6iaonamu. PaspaboTka 3anuIEHHON SJIEKTPOHHON (GOPMBI TOKyMeHTa
AOKYMCHTOB CoBmecTHas paboTa HaJl MPOEKTOM JOKYMEHTA B PEKUME PEIICH3UPOBAHUS
IIpakTnyeckue 3aHATHSA
Coznanue 1mabjIoHOB 3alMCOK, IPOTOKOJIA, CIIPaBKU, IPUKa3a C yCTAaHOBKOH
3alIUTHI CTYKEOHOI0 MMChMa, JIOKJIAHOM 3alMCKU, PACIOPSKEHUS, aKTa 5
CoBmecTHas paboTa Ha/I MPOSKTOM IIa0JI0OHA TPHUKA3a, CIIPABKH.
PA3JAEJ 6. KOMIIBIOTEP KAK CPEACTBO KOMMYHUKAIINA 1 JOCTYII 14/10 OK 01, OK 02,
K HTHOOPMAIIMOHHBIM PECYPCAM. JIOKAJIBHBIE U I'VNIOBAJIBHBIE CETU K 1.1., IIK 1.3.,
Tema 6.1. Coaep:xanue y4eOHOro MaTepHuaJia [IK1.4.,IIK 1.6.,
CeTH ¥ MHTepHET. [IpumeHeHne J0KaIbHBIX U II100albHBIX KOMIIBIOTEPHBIX CETEl AJi1 0OMeHa 1 IK 1.7
HNudopmanuonno- uHpopmanuei. [lorckoBele cucremsl MHTEepHeTa. 3amuTa nHpopMau
MOMCKOBbIE CHCTEMBI. Pabora ¢ pa3nuyHbIMU CIPaBOYHO-IIPABOBBIMHU CHCTEMaMU
Iouck nudpopmanuu B IpakTHYecKue 3aHATHS
Pa3JIHYHBIX CMPABOYHO- | BOo3MOXKHOCTH NOMCKA MH(OPMAIIMN B UHTEpHETE 1
NPaBOBLIX CHCTEMAaX [Touck napopMauu B opuMaIbHBIX UHTEPHET-UCTOYHUKAX.
ITouck nHbopMaKU B pa3IMYHbIX CIPABOYHO-TIPABOBBIX CHCTEMax
Tema 6.2. [loutoBbie Conep:xaHue yueOHOro MaTepuaJia
00J1a4HBbIE CEPBHUCHI B Hcnonp30BaHne NOUTOBBIX CEPBUCOB: BU/IBI, IPABUJIa PETUCTPALMH, TpaBHIIa
padore ¢ IOKYMEHTAMM | 3aIlIUTHI
CepBuchbl 00J7aUHBIX TEXHOJIOTHH, TO3BOJISIOLINE OPraHU30BaTh JOKYMEHTHOE U 1
0€3T0OKYMEHTHOE 00CITYKUBAaHHE
[TpumeHeHne 00IaYHBIX XPAHUITUIL JAHHBIX JUIS ONTUMHU3ALMH PaOOTHI
C IOKYMEHTaMH
IIpakTHyeckue 3aHATHSA 3




CoBmMmecTHas paboTa 1o OpraHU3aluu JOKYMEHTHOTO U 0€3 IOKYMEHTHOTO
00CTyKMBaHUS C MPUMEHEHHEM OOJIAYHBIX TEXHOJIOTHI

Tema 6.3. CoBpeMeHHBIE

Copep:kanue y4eOHOIro MaTepuaia

NPorpamMmbi- CoBpeMEHHBIE IPOrpaMMbl-IUIAHUPOBILHUKH .
IVIAHUPOBIIUKH IIpakTnyeckue 3aHATHSA
[TnanupoBanue paboyero THS pyKOBOJIUTENS H CEKPETAPs ¢ TOMOIIBIO 3
COBPEMEHHBIX TPOrpaMM-IUIaHUPOBIIUKOB
Tema 6.4. CpencrBa UT | Copepxxanue yueOHOro MmaTrepuaJia
TeXHOJIOTUH pH CucreMbl OpOHUPOBaHUS OMIIETOB U OTEJIEH. 1
OpraHu3anyu JAeJ0BbIX PaGora c reonanHbIMH
MOE310K PYKOBOAUTEIA. | [IpakTHYeCKHE 3aHATHS
OcyecTBiienne TpIBel- | [Tog6opka peiica U 0TeNs M0 3aJaHHBIM TApaMETPaM. 3
NOAICPKKH OrnpeziesieHne reoIaHHbIX
CamocTrosiTe/IbHAs BHeayJAUTOpPHasi padoTa 16
IIpomexyTouHasi aTTeCTALMA 2
Bcero 98




3. YCJIOBUA PEAJIN3AIIMM YYEBHOM TUCHUILIVHBI

3.1. Jlns peanu3anuu mporpamMMmbl y4eOHOH AMCIUIUIMHBI MPEITyCMOTPEHBI CIIETYIOIIHE
CHelHalIbHbIE IOMEIICHUS

Jlaboparopus «H(DOPMAMOHHBIX U KOMMYHHKAIIMOHHBIX TEXHOJOTUI», OCHAIIlCHHAs
HEOOXOUMBIM I peau3aliy IPOrpaMMbl y4eOHOM TUCITUILTNHBI

obopynoBanueM: pabodrme MecTa MO KOJUYECTBY OOydalmuxcs W pabodee MecTo
[pernoaaBaTess, OCHAIICHHBIX KOMITBIOTEPHBIM CTOJIOM U MIOJIbEMHO-TIOBOPOTHBIM KPECIIOM;

TEXHUYECKUMHU CPEJCTBaMU OOyUYESHHsS: MEPCOHAIBHBIA KOMIBIOTEp Ha Kaxjoe padouee
MECTO:

C YCTAaHOBJICHHBIM IIPOTPaMMHBIM 00€CIIeUeHUEeM: OTIIEPAMOHHAs CUCTEMA, aHTHBUPYCHAs
mporpamMma, TeKCTOBBIN, TaOau4HbIA penaktop, CYB]l, mporpamma st co3ianusi Ipe3eHTAIIHH,
[TepconanbHbIi HHPOPMALMOHHBIM MEHEKEP ¢ (DYHKIMSIMHU IMOYTOBOTO KineHTa U Groupware,
apXUBaTOPBI, MPOrPaMMbI CKAHUPOBAHUS, KOHBEPTUPOBaHUs (HailiioB,

C JOCTYIIOM B TJI00aJbHYIO CETh WHTEPHET, B JIOKAIBHYIO CETh Y4€OHOTO 3aBEJCHHS, B
CIIPaBOYHO-TIPABOBYIO CUCTEMY U 3JIEKTPOHHO-OUOIMOTEUHYIO CHCTEMY;

MYJIbTUMEANITHOE 000pyI0BaHUE: IPOEKTOP, MHTEPAKTUBHAS JOCKA;

IIPUHTEDP, CKaHEP, KOMPOBAIbHBIN anmapar uiu MOY

3.2. UndopmannonHoe odecnevyenne peajusanum NporpamMmbl

Jns peanu3anuu mporpaMMmbl  OMOIMOTEYHBIH (QOHA 00pa3oBaTENbHON OpraHU3aINN
UMeEeT IeYaTHbIE W/WIIM SJEKTPOHHBbIE 00pa3oBaTelbHble W MH(POPMAIMOHHBIE PECYPCHI, IS
UCIIONIb30BaHUsl B oOpa3oBarenbHOM mporecce. [lpu dpopmupoBanum OubIMoTedHoro ¢oHma
o0pa3oBaTenbHOIl OpraHu3aluell BHIOMPAETCs HE MEHEe OJIHOTO U3JaHUS U3 MepeUHCICHHBIX
HIDKE TEYaTHBIX M3IaHUM W (WIM) DJEKTPOHHBIX M3JaHUH B KauyecTBE OCHOBHOIO, TIPU 3TOM
CIHCOK, MOXKET OBbITh JJOMOJHEH HOBBIMH U3/IaHUSIMH.

3.2.1. OcHoBHbIE MeYATHLIE U3AAHUSA

1. TaBpunioB M. B., Knmumo B. A. UHdopmaruka u mHpOpMaIMOHHBIE TEXHOJIOTHUH.
VY4eOHuk ams cpeaHero npodeccunonansHoro oopasosanus / M. B. T'aBpuinos, B. A. Knumos. —
4-¢ w3pn., mepepab. m jgon. — MockBa: W3marensctBo FOpaiir, 2022. — 383 c. —
(ITpodeccuonanpuoe obpazosanue). — ISBN 978-5-534-03051-8. — Tekcr: anekTpoHHBIH //
3BC IOpaiir [caiit]. — URL.: https://urait.ru/bcode/469424

3. Kynpusuos JI. B. MndopmarmonHoe obecrieyenne npopeccuoHaibHOM e TeTbHOCTH:
y4eOHMK U TTPAKTUKYM ISl CpeTHero MpodhecCuoHaIbHOTO 00pa3oBanus/ YUeOHUK U PAKTUKYM
JUIs cpefHero npogeccuoHansHoro oopasosanus / [. B. Kynpusno. — MockBa: M3narenbeTBo
FOpaiit, 2022. — 255 ¢. — (Ilpodeccuonansroe obpazosanue). — ISBN 978-5-534-00973-6. —
Tekct: anexkrponnsiii // DBC FOpaiit [caiit]. — URL: https://urait.ru/bcode/470353

4. IlnotnukoBa, H. I. Hudopmatuka u uHGPOPMaLHOHHO-KOMMYHHKAIIMOHHBIE
texHonoruu (MKT) : yuebnoe mocodue / H. I'. [InotnukoBa. — Mocksa: PUOP: UHOPA-M,
2022. — 124 ¢. — (Cpemnee npodeccronanbHoe oopazopanme). - ISBN 978-5-369-01308-3. -
Tekcr: ANEKTPOHHBIN// 9BC Znanium [caiT]. — URL:
https://znanium.com/catalog/product/1229451 (nata obpamienus: 04.08.2022). — Pexxum nocrymna:
IO TIOJTITHCKE.

5. TpopumoB B. B. Hudpopmaruka B 2 1. Tom 1: VYueOHuUK /uig cpeaHero
npodeccuonansHoro odpasosanus / B. B. Tpodpumos. — 3-¢ usn., nepepad. u mon. — MockBa:
NznarensctBo HOpaiit, 2022. — 553 c. — (IIpodeccronansnoe odbpazoBanue). — ISBN 978-5-
534-02518-7. —  Tekct: onextponnbii //  OBC  IOpair [caiir]. —  URL:
https://urait.ru/bcode/471120

6. ®enotosa, E. JI. UnpopManimoHHbIE TEXHOIOTUH B TPOPECCHOHATBHON JAEATETHHOCTH:
yuebHOoe mocobue / E.JI. denoroBa. — MockBa: ®OPYM: UHDPA-M, 2022. — 367 c. —



(Cpennee npodeccronanpHoe oopazoBanue). - ISBN 978-5-8199-0752-8. - Tekcr: aneKTpOHHBIH
// OBC Znanium [caiiT]. — URL: https://znanium.com/catalog/product/1786345 (nata obpareHus:
04.08.2022). — Pexwum 10CTYyIIA: 110 MOATMKCKE.

3.2.2. OcHOBHBIE YJIEKTPOHHbIE U3IAHUSA

1. Kynpusiros /1. B. Undopmannonnoe obecrieueHne npodecCHoHaIbHON IS TEIHbHOCTH:
y4eOHUK U IPAKTHKYM ISl CPETHETO MPpodeccHOHATBHOTO 00pa3oBaHus/ YUeOHHUK U MPAKTUKYM
IU1s cpenHero npodeccuonanbHoro oopazosanus / J1. B. KynpusnoB. — Mocksa: U3agatenbcTBo
FOpaiit, 2022. — 255 ¢. — (Ilpodeccuonansroe obpazosanue). — ISBN 978-5-534-00973-6. —
Tekcr: anexkrponnsiii // DBC FOpaiit [caiit]. — URL: https://urait.ru/bcode/470353

2. IlnoraukoBa, H. I. HWudopmatnka u WHPOPMALNOHHO-KOMMYHHUKALMOHHBIE
texnosioruu (MKT) : yuebHoe mocobue / H. I'. ITnoraukoBa. — MockBa: PUOP: UHD®PA-M,
2022. — 124 ¢. — (Cpennee npodeccuonanbroe odpazosanmne). - ISBN 978-5-369-01308-3. -
Tekcr: ANEKTPOHHBIN// OBC Znanium [caiiT]. — URL:
https://znanium.com/catalog/product/1229451 (nata oopamenus: 04.08.2022). — Pesxum gocrymna:
IO TTO/ITHCKE.

3. Tpopumor B. B. Hudopmatruka B 2 1. Tom 1: VYueOHHK s CpeaHErO
npodeccuonansHoro obpasosanus / B. B. TpodhumoB. — 3-¢ usn., nepepad. u mon. — Mocksa:
UznatensctBo HOpaiit, 2022. — 553 c. — (IIpodeccuonansuoe obpazosanue). — ISBN 978-5-
534-02518-7. —  Tekct: onekrtponnbii //  OBC  IOpaiir [caiir]. —  URL:
https://urait.ru/bcode/471120

4. ®enorona, E. JI. MHpopMamOHHBIE TEXHOJIOTHH B MTPO(GECCHOHATTLHON IEATEIbHOCTH:
yuebHoe mocobue / E.JI. denoroBa. — MockBa: ®OPYM: UHDOPA-M, 2022. — 367 c. —
(Cpennee npodeccronanpHoe odpazoBanue). - ISBN 978-5-8199-0752-8. - Tekcr: ameKTpOHHBIN
// 9BC Znanium [caiit]. — URL: https://znanium.com/catalog/product/1786345 (nata obpamienus:
04.08.2022). — Pexxum nocTyma: 1o MOAMUCKE.

3.2.3. JlonoJiHUTEIbHbI€ HCTOYHUKH

1. AnekceeB A.Il. CoopHuk nabopaTopHbIX paboT no aucuumiuHe «MHupopmaTkay,
yacThb 2: YuebHoe nocodue. YuedHoe nocodbue no gucuumuinie «Mupopmatrkay, U1l CTyA€HTOB
nepBoro kypca crnenuanbHocTed 10.03.01 u 10.05.02 YueGHoe mocobue MO TUCIHUILINHE
«Mudopmarukay, g CTyAEHTOB IepBoro kypca cnenuanbHocTeit 10.03.01 u 10.05.02 /
AnexceeB A.Il. — Mocksa: COJIOH-IIp., 2017. — 256 c.: ISBN 978-5-91359-220-0. - Tekcr:
anekTpouubiit// DBC Znanium [caiit]. — URL: https://znanium.com/catalog/product/881455. —
Pexxum noctymna: nmo nmoamucke.

2. bensesa. T.M. MaremaTuka u napopmatuka: yueOHuK 1 npaktukym ais CI10 / T.
M. bensieBa [u np.]; mon penakuueit B. JI. DnbpkuHa. YueOHUK M TPAKTUKYM JJisi CPETHETO
npodeccuonansHoro oopazosanus / T. M. bensiesa [u np.]; mox pegakiueii B. 1. Dnpkuna. — 2-
e wum3d., mepepad. m gom. — MockBa: WsmarensctBo HOpaiit, 2022, — 402 c. —
(ITpoeccuonansrnoe obpazoBanue). — ISBN 978-5-534-10683-1. — TekcT: 37eKTPOHHBINA //
3BC IOpaiir [caiit]. — URL.: https://urait.ru/bcode/469943

3. Kenposa I'.E. [u np.] Uadopmaruka A TyMaHUTapUeB: YYEOHUK U MPAKTHKYM
IUIst cpeaHero npodeccuonanbHoro oopazoanus. [lox penakmueit I'. E. Keaposoit. — Mocksa:
NznarensctBo HOpaiit, 2022. — 439 c. — (IIpodeccronansnoe odbpazoBanue). — ISBN 978-5-
534-10244-4. —  Tekct: onexktponubii //  OBC  IOpair [caiir]. —  URL:
https://urait.ru/bcode/475550

4. Hosoxwunos O.I1. Uudopmaruka B 2 4. Yacts 1: yuebnux g CIIO / O. II.
Hooxwunos. YueOHUK 17151 cpeaHero npogdeccruoHansHoro oopasosanus / O. I1. HoBoxuios. —
3-¢ wm3a., mepepab. m jgon. — MockBa: W3marensctBo IOpaiir, 2022. — 320 c. —



(ITpoeccuonansuoe obpazoBanue). — ISBN 978-5-534-06372-1. — TekcT: 37€KTPOHHBIN //
OBC IOpaiir [caiit]. — URL.: https://urait.ru/bcode/474161

S. [ToroB A.M. Undopmaruka u maremaruka: yaeOHUK U npaktukym juist CI1O / A.
M. Ilonos, B. H. Cotaukos, E. M. Haraesa, M. A. 3aiineB; mox pea. A. M. IlonoBa Y4eOHHK u
NPaKTUKYM JUIA CpeHero nmpodeccuonambHoro oopazoBanus / A. M. [lonos, B. H. Cotaukos, E.
W. Haraea, M. A. 3aiines; nox penakiueir A. M. [lomoBa. — 4-e u3z., mepepad. u jgom. —

Mockga : M3narensctBo FOpaiit, 2022. — 484 ¢. — (IIpodeccuonanproe odbpazoBanue). — ISBN
978-5-534-08207-4. — Tekct: onekrponnbii // OBC HOpaiit [caiit]. — URL:
https://urait.ru/bcode/469437

6. CoseroB b.5I. MHpopManMOHHBIE TEXHOJOTHH: YYEOHMK [UII  CPEIHETO

npodeccuonanbHoro oopazosanus / b. 5. Coseros, B. B. LlexanoBckuii. — 7-e u3f., nepepad. u
non. — Mocksa: U3narensctBo FOpaiit, 2022. — 327 ¢. — (IIpodeccuonanbrHoe 00pa3oBaHue).
— ISBN 978-5-534-06399-8. — Tekct: snekrponnbnii / ObC HOpaiir [caiit]. — URL:
https://urait.ru/bcode/469425

7. Tpodumor B.B. UnpopmanmoHHbIe TEXHOJIOTHH B YKOHOMHKE M YIIPABICHUH B 2
4. Yacte 1: yueOnuk ms CITIO / B. B. Tpodumos [u ap.]; mox pea. B. B. Tpobumoa. Yuebuuk
IUTst cpeHero npodeccnonansHoro obpasosanus / B. B. Tpodumos [u np.] ; mox pempakmueit B.
B. Tpodumosa. — 3-e u3a., nepepad. u gon. — Mocksa: U3natensctBo FOpaiit, 2022. — 269 c.
— (Ilpodeccnonansroe obpazoBanue). — ISBN 978-5-534-09137-3. — Tekcr: a51eKTpOHHBIH //
OBC HOpaiit [caiit]. — URL: https://urait.ru/bcode/475059

8. CrpaBouno-nipaBoBasi cucrema «Koncynprant [Imrocy. Odunmansusrii caidt CIIC
«Koncynbrant mmoc» [DnektponHsiit pecype] . URL: http://www.consultant.ru/

9. CnpaBouHo-nipaBoBast cuctema «l['apanTy [Dnexkrponnsiil pecype] . URL:garant.ru

10. CnpaBouno-npaBoBas cucrema «Koncopunym Kogeke» [DnexkTpoHHbIl pecypc] .
URL: Konexke - [Tpodeccronanbubie cripaBounbie cucteMbl - Koaekc (kodeks.ru)

11.  OdunmanbHbIi cailT mporpammsl Ui pacrio3HaBanus Tekcta ABBY'Y FineReader.
OdurmanbHbIA cauT KOPIOpaIuu Adobe. [DneKTpOHHBII pecypc] URL:
https://www.abbyy.com/ru-ru/Finereader/

12. Odwunmansuerii caidit Microsoft Office. CripaBka. Odunmanbhbnii caidt Microsoft
[Dnextponnslii pecypc] . URL: https://support.office.com/

13. Odunmaneusiii caitt komnanuu Google. CripaBka Google. [DnekTpoHHBIN pecypc]
URL.: https://support.google.com

14. Odunmaneusiii cadt Anpexc-auck [Dnektponubiii pecypc] URL: Anaexc.duck
(yandex.ru).

15. Odunmaneusiii caitt O6mako mein. [Dnexkrponusiii pecype] URL: O6nako Mail.ru

16.  Cucrema oHnaifH-OpoHHUpOBaHUS OTeneil «BbyKHHI». OduumanbHbii  calfT
Booking.com [OnexTponnsiit pecypc] URL: https://www.booking.com/index.ru.

17.  Cepsuc cpaBHeHU LieH Ha otenn «TpuBaro» Odunmansueiii caiir Trivago.
[DnexTponnsrit pecypc] URL: https://www.trivago.ru/

18.  Cepsuc 6ponupoanus otreneit «Xorenc» OdunuanbHbli caur Hotels
[DnexTponnstit pecypc] URL: https://ru.hotels.com/

19.  Cucrema cpaBHeHMs LieH Ha oTenu «Pymrypy» OdunuanbHbIH caiT
Roomguru [3nextponnsiii pecypc] URL: https://www.roomguru.ru/Hotels/Search

20.  CepBucC cpaBHEHUS IIEH Ha OTEIH «XOTEILTYK» Odunmansuerii caiit Hotellook

[DnexTponnsiit pecypc] URL: https://hotellook.ru/
21. OAO «PX». Odpunnanbueiii caidt [Dnekrponnsiit pecypc] URL: ITaccaxupam
(rzd.ru)

22.  Cucrema noucka aBuabuieToB oHnaiH «bunersl moc»  O¢unuanbHbll  calT
Biletyplus [OnexTponnsriii pecypc] URL: http://biletyplus.ru/
23.  Cucrema 3aKa3a KeJle3HOJOPOXKHBIX OmineroB ownaitH OdunuansHbi cait Tutu

[DnexTponnsbrit pecypc] URL: https://www.tutu.ru


https://urait.ru/bcode/475059

24.  Tazera «udopmaruka» uzngarenbckoro qoma «llepBoe ceHTAOPs» [DeKTpOHHBIN

pecypc]. URL: https://inf.1september.ru

25. Kypnan «Mudopmatnka u oOpasoBanme» [InekTpoHHBIH pecypc]. URL:

http://infojournal.ru

4. KOHTPO.JIb U OLIEHKA PE3YJIbTATOB OCBOEHMSI
YYEBHOM JUCHUILIUHBI

Pe3yabTarnl 00yyeHus

Kpurepun oueHku

MeToabI OIIeHKH

Hepeqeﬂb 3HaHHﬁ, O0CBaUBa€MbIX B paMKaXxX JUCHUIIJIHHbI

aKTYyaJIbHBIN MPO(EeCCHOHATBHBIN U
COILIMATILHBIA KOHTEKCT, B KOTOPOM
MIPUXOAUTCS PabOTaTh U XKHTD;
OCHOBHBIC NCTOYHUKH WH(POPMAITUU U
pecypchl AJis pelieHus 3aaad u
po6ieM B podecCHOHATEHOM H/HITH
COLIMAJIbHOM KOHTEKCTE;

QJIITOPUTMBI BBITIOJTHEHUS padoT B
npodeccuoHaNTbHON U CMEKHBIX
00J1acTsIX;

MeTO/Ibl paboThI B poheccnoHalbHOM
Y CMEXHBIX chepax;

CTPYKTYpY IIJIaHa JUIsl peleHHs 3a/1a4;
MOPSIJTOK OLIEHKH PE3yJIbTATOB PEIICHUS
3a/1a4 npodeccuoHanbHON
NesITeTbHOCTH;

Homenknarypa nnhopManoHHBIX
HMCTOYHUKOB, IPUMEHSIEMBIX B
npodeccnoHaNbHOI 1eATENbHOCTH;
MIPUEMBI CTPYKTYPUPOBAHUS
uH(pOpMaINH;

dbopmat opopmiieHHS PEe3yabTATOB
MoKcKa HHPOPMAINH, COBPEMEHHBIE
CpPEeACTBA U YCTPOMCTBA
nH(pOpMaTHU3ALINH;

MOPSIJTOK UX IPUMEHEHUS U
porpaMMHOe oOecrieueHue B
po¢eCCUOHATBHON EATETHHOCTH B
TOM YHCIIE C UCTIOIH30BAHUEM
U(POBBIX CPEICTB;

HOPMAaTHUBHBIE MTPABOBBIC aAKThI
Poccutiickoit deneparuu B chepe
MH(OPMALIMOHHBIX U
KOMMYHHKAITMOHHBIX TEXHOJIOTHIA;,
HOPMAaTHUBHBIE MTPABOBBIE aAKTHI
Poccutickoit deneparuu B chepe
nH(OPMAIIMOHHON OE30MaCHOCTH;
TpeOOBaHUsl OXpaHbl TPYa;

«OTIHYHO» -
TEOPETUYECKOe
coJiep>KaHue Kypca
OCBOCHO IIOJIHOCTBIO, 0€3
poOesIoB, yMeHUs
c(hOpMUPOBAHEI, BCE
MPEe1yCMOTPEHHbBIE
porpamMMoii yueOHbIe
3a/laHusl BBIMIOJIHEHBI,
Ka4eCTBO MX BBITOJTHEHHUS
OLIEHEHO BBICOKO.
«Xopomoy -
TEOPETHYECKOe
coJiepKaHue Kypca
OCBOEHO IOJIHOCTHIO, 6€3
po0OesIoB, HEKOTOPHIE
yMeHus chOpMUPOBAHBI
HE/I0CTaTOYHO, BCE
IPEyCMOTPEHHBIE
MpOrpaMMoil yueOHbIe
3aJJaHMs BBITTOJIHEHBI,
HEKOTOpbIe BUJIBI 33JaHUI
BBINOJIHEHBI C OIINOKaMHU.
«Y 10BIETBOPUTEIILHO) -
TEOpPEeTUYECKOe
coJiepKaHue Kypca
OCBOEHO YaCTUYHO, HO
npoOeIbl HE HOCST
CYIIECTBEHHOI'O XapakTepa,
HEO0OXOIMMBbIE YMEHHUS
paboThI C OCBOCHHBIM
MaTepHaJIOM B OCHOBHOM
c(OpMHPOBAHBI,
OOJIBIITUHCTBO
MIPEYCMOTPEHHBIX
porpaMMoi 00ydeHHS
y4eOHBIX 3aJaHUI
BBITIOJIHEHO, HEKOTOPBIE U3

Kaknmu
poueaypamu
MIPOU3BOJUTCS
OILICHKA:

YcTHBIN onpoc
TecToBbIi KOHTPOJIb




HUHTEPHET-PECYPCHI s
OCYILECTBICHUS TPEBEI-TIOAICPKKHI
JETIOBBIX MTOE3/I0K;

METOJIbI 00PaOOTKH U 3alTUTHI
MH(OPMAIMY C TPUMEHEHHEM CPEJICTB
MH(OPMAIIMOHHBIX U
KOMMYHUKAIIHOHHBIX TEXHOJIOTHH;
COBpEMEHHBIE HHPOPMALIMOHHBIE U
KOMMYHUKAIIHOHHBIE TEXHOJIOTHH,
pUMEHsieMBbIE B paboTe ¢
JOKYMEHTaMHU.

BBITIOJTHEHHBIX 33/1aHUN
COJIEpKaT OLTHOKHU.
«HeynoBneTBOpUTENBHOY -
TEOPETHUIECKOE
coJiep>KaHue Kypca He
OCBOEHO, HEOOXOUMBIE
YMEHHUS He
c(OpMHPOBAHBI,
BBITIOJTHEHHBIE yUeOHbIE
3a/IaHus coJiepKat rpyobie
OIIUOKH.

Hepeqeﬂb yMeHHﬁ, 0CBAUBACMbIX B paMKaX TUCHUIIJIHHbI

pacro3HaBarth 3aJa4y U/Win npoodiaemMy
B IPO(eCCHOHATHLHOM H/HITH
COIMAJIbHOM KOHTEKCTE;
aHAJM3UPOBATh 33a9y U/WIH IPodIeMy
Y BBIJICIISATH €€ COCTABHBIC YaCTH;
OTIPENIENIATH ATAIBI PELICHUS 33Ja4H;
BBISBIIATH U 9(PPEKTUBHO HCKATh
nH(OpMALIHIO, HEOOXOTUMYIO JUIS
peIeHsI 3a]1a41 W/WIK TIPOOIIEMBI;
COCTaBJIAThH IUIAH JICHCTBHSL,
OIIPENENIATh HEOOXOIMMbIE PECYPCHI;
BJIAJIETh aKTyaJIbHBIMU METOIaMH
paboThl B PO ECCHOHAITBHON 1
CMEXHBIX cepax;

pean30BbIBATh COCTABJICHHBIN IJIaH;
OLIEHUBATh PE3YJIbTAT U MOCIIEICTBH
CBOUX JIeHCTBUI (CaMOCTOATENBHO UITH
C TIOMOIIBIO HACTABHUKA);

OTIpeIeNIATh 3a7a4YM JUIs IOUCKa
nH(popMaLnu;

OTIpeIeNIATh HEOOXOIUMbIE HCTOUHUKHI
nH(popMaLuu;

IUTAHUPOBATh MPOLECC TOUCKA;
CTPYKTYpPUPOBATh MOIY4AEMYIO
nH(pOpMaINIo;

BBIIETISITH HanboJiee 3HaYMMoe B
nepeyHe NHPOpMaLuy;

OILIEHUBATh MPAKTHYECKYIO 3HAYMMOCTb
pe3yJIbTaTOB MOKMCKA;

0hOpMIIATH PE3yIbTaTHI TIOMCKA,
PUMEHSTH CPEJICTBA
WH(POPMAIIMOHHBIX TEXHOJIOTHN IS
perieHust mpohecCUOHANBHBIX 3a/1a4;
WCTIOJIh30BaTh COBPEMEHHOE
porpaMMHoOe oOecrieueHue;
WCTIOJIH30BATh Pa3INYHBIC IIU(PPOBHIE
CpeACTBa JJIs pelIeHus
po¢eCCHOHANIBHBIX 3a]1aY;

«OTIHYHO» -
TEOPETUYECKOE
coJiep>KaHue Kypca
OCBOCHO IIOJIHOCTBIO, 0€3
poOesIoB, yMeHUs
c(hOpMUPOBAHEI, BCE
MIPEe1yCMOTPEHHbBIE
porpamMMoil yaeOHbIe
3a/laHusl BBIMIOJIHEHBI,
Ka4eCTBO MX BBITTOJTHEHHUS
OLIEHEHO BBICOKO.
«Xopomoy -
TEOpPETHYECKOe
coJiepKaHue Kypca
OCBOEHO IOJIHOCTBIO, 663
po06esIoB, HEKOTOPHIE
yMeHus cpOpMHUPOBaHBI
HEI0CTaTOYHO, BCE
PEeyCMOTPEHHBIE
MIpOrpaMMoil yueOHbIe
3aJJaHMs BBITTOJIHEHBI,
HEKOTOpbIE BUJIBI 33JaHUI
BBINOJIHEHBI C OIINOKaMHU.
«Y 10BIETBOPUTEIILHO) -
TEOpPEeTUYECKOoe
coJiepKaHue Kypca
OCBOEHO YaCTUYHO, HO
poOeIbl HE HOCST
CYIIECTBEHHOI'O XapakTepa,
HEO0OXOIMMbIE YMEHHUS
paboThI C OCBOCHHBIM
MaTepHaIOM B OCHOBHOM
c(OpMHPOBAHBI,
OOJIBIITUHCTBO
MPETyCMOTPEHHBIX
porpaMMoit 00ydeHHS
y4eOHBIX 3aJaHU
BBITIOJTHEHO, HEKOTOPBIE U3

Onenka pe3ynbTaToB
BBITIOJIHCHUS
MPaKTUYECKOU
paboThI
DKcnepTHOe
HabJt0IeHuE 3a
XOJIOM BBITIOJTHEHHS
IIPaKTUYECKON
paboThI
IIpomesxyTouHas
aTTecranus




UCTIONIB30BATh CPEJCTBA
MH(POPMAIIMOHHBIX U
KOMMYHHUKAI[HOHHBIX TEXHOJIOTHHI /IS
MOJTyYCHHUS U Tepeiaun HHPOPMaLnK;
BECTH U HUCIIOJIL30BaTh B paboTte 0azy
KOHTAKTOB OpraHU3alluu;
YCTaHaBJIMBATh U MOJICP)KUBATh
KOMMYHHKAIIMH B IPOIIECCE JIETIOBOTO
OOILEHHUS C TOMOIIBIO CPEACTB
MH(OPMALIMOHHBIX U
KOMMYHUKAIIHOHHBIX TEXHOJIOTH;
obecrieynBaTh HHPOPMALMOHHYIO
0€301acHOCTb AEATEILHOCTH
OpraHu3aINH;

IPUMEHSATH B padOTe CpeacTBa
MH(GOPMAIIMOHHBIX U
KOMMYHUKAIIHOHHBIX TEXHOJIOTHH;
BBIOMPATh ()OPMBI TUNITAHUPOBAHUS U
oOpMIIATH TIIAHHPOBIIIHK
(opranaiizep) pyKOBOAHUTENS U
CeKpeTaps;

OCYIIECTBIISITH TPEBEI-TIOAICPIKKY
JIETIOBBIX MOE3/I0K;

UCIIOJIB30BATh CPEJCTBA
MH(GOPMAIIMOHHBIX U
KOMMYHHUKAIIHOHHBIX TEXHOJIOTHH JIIs
o0ecrnieuyeHns B3auMOJICHCTBHS C
PYKOBOJIUTENIEM BO BPEMS €T0 JICIIOBOH
TTOE3/IKH;

OCYILLECTBIATH cOOp, 00pabOTKyY
nH(pOpMaLIUU, CUCTEMAaTU3ALINIO
MOJTy4aeMbIX U MepelaBaeMbIX JaHHBIX;
CKaHMPOBATh, KOUPOBATH U
KOHBEPTUPOBATh JOKYMEHTBHI B
pasnauyuHble popMarThl.

BBITIOJTHEHHBIX 33/1aHUN
COJIEpKaT OLTHOKHU.
«HeynoBneTBOpUTENBHOY -
TEOPETHUIECKOE
coJiep>KaHue Kypca He
OCBOEHO, HEOOXOUMBIE
YMEHHUS He
c(OpMHPOBAHBI,
BBITIOJTHEHHBIE yUeOHbIE
3a/IaHus coJiepKat rpyobie
OIIUOKH.




puiaoxenne 2.12

Kk OII cnenuaabHOCTH

46.02.01 JloxymeHTAlIMOHHOE O0ecTeyeHne
ylpaBJieHUs U apXUBOBe/leHUe

PABOYAS TIPOTPAMMA YYEBHOM JUCITATLIAHBI

OI1.06 PYCCKHH SA3bIK B TIPO®ECCUHOHAJIBHOM JEATEJIBHOCTH



COJEP)KAHUE

. OBIIASI XAPAKTEPUCTHUKA PABOYEI ITPOT'PAMMBI
YYEBHOU JUCHUTLJIAHBI

. CTPYKTYPA U COJIEP)KAHUE YYEBHOM
TACIATLITAHBI

. YCJIOBUA PEAJIM3AIIMA YYEFHOM JUCITATLIAHBI

. KOHTPOJIb 1 OHEHKA PE3YJIbTATOB OCBOEHU

YYEBHOU JUCHUTLIAHBI



1. OBILIASI XAPAKTEPUCTHUKA PABOUYE# TPOTPAMMBbI
YYEBHOM JUCLUAILIUHBI
OIL 06 PYCCKHUIA SI3bIK B IPO®ECCUOHAJILHOM JESTEJILHOCTH

1.1. MecTO JUCUMILIIMHBI B CTPYKTYpPe OCHOBHO# 00pa30BaTe/IbHOM NMPOrpaMMBbl:
VYuebnas aucuumuinHa OI1.06 Pycckuii s3pIK B Mpo(hecCHOHANBHOU JIEATEIIbHOCTH
ABIIIETCS 0053aTeIbHON YacThI0 001IenpodeCCHOHATBHOrO IIUKIIa 00pa30BaTEIbHOMN MPOTrpaMMBbl
B cootBeTcTBUU ¢ PI'OC CIIO no cneuunansHoctu. 46.02.01 JlokymeHTaIllMOHHOE oOecrieueHue
yIpaBiIeHUS U apXUBOBEJICHUE
Ocoboe 3HaueHHe TUCHMIUIMHA UMEET Npu (OPMHUPOBAHUU M PA3BUTHUH KOMIIETCHIIMN
OK 01, OK 02, OK 04, OK 05, OK 09.
1.2. leab ¥ IuIaHUpyeMble Pe3yJbTAThI OCBOEHUS TUCHMIIUHBI:
B pamkax mporpamMmbl yu4eOHOH IUCHMILIMHBI OOYYaroOIIMMHUCS OCBAaMBAIOTCS YMEHHS

Y 3HAHMS
ﬁ;’g OK Ymenust 3Hanus
OK 01 BIIJIETh IIPABUJIAMH PYCCKOM OCHOBHBIE KaHPbI O(UIIHAIIBHO-
OK 02 opdorpaduu, IyHKTyaIuH, JIETIOBOTO CTHJISI, COJIEPHKAHUE U
OK 04 CTUJIMCTHUKY; CTPYKTYpY (pyHKIIMOHAIBHO-
OK 05 MMCbMEHHBINA TEKCT C COOJII0ACHUEM CTHJIMCTUYECKOTO MPOCTPAHCTBA
OK 09 TpeboBaHui OPHUITHATHHO-ETIOBOTO JIEJIOBOT'O SI3bIKA, KOMITO3HIIHIO
K 1.2. CTWJISA, JIOKYMEHTHOTO TE€KCTa;
K 1.7. UCIIOJIb30BaTh OCOOCHHOCTH SI3bIKa TpaAUIMU TUCbMEHHOI'O PEYEBOTO
IIK 1.8. JIOKYMEHTOB: CTUJINCTUYECKU IIOBEJICHUA B JI€JIOBOM

MapKUPOBAHHYIO JEKCUKY U
TEPMHUHOJIOTHIO, peUeBbIE KIIHUILIE U
HITaMIIbl, YCTOHYNBBIE 000POTHI,

[JIarOJIBHOE YIIpaBJICHUE, IPaBUIIA

y1'[0Tpe6J'IeHI/I$I MMPOMUCHBIX U CTPOYHBIX

OyKB U T.J.

npo(hecCHOHATBEHO COCTABIIATS,
0hOpMIIATH U PEAAKTUPOBATH JICTIOBBIE
OyMaru ¢ yueToM COBPEMEHHOM
MPaKTUKHU MTUChMA;

MOJIb30BaThCA CIIPABOYHOM
JIUTEPaTypOH;

BIIAJIETh KYJIbTYpPOU peuu npH npueme
IMOCETHTEIICH.

KOMMYHHKaTHUBHOM IPOCTPAHCTBE;
CBO/JI ITpaBMJI pycckoi opdorpaduu u
IIYHKTYallu¥, OTBEYAIOIINX
COBPEMEHHOMY COCTOSTHHIO PYCCKOTO
SI3BIKA;

COBPEMEHHBIE HOPMBI YCTHOHN U
YCbMEHHOHU peuy;

IIPaBUIIA, OTPAKAIOIINE
CTHIIUCTUYECKOE MHOT0O0pasue u
JUHAMHAYHOCTh COBPEMEHHOU peUH U
JIEJIOBOTO MHUCHMA;

MIpaBUJIa PEYEBOT0 ITUKETA;
cnenn(uKy pe1akTopcKoil paboThI ¢
TEKCTaMHM JIeJIOBOM IOKYMEHTAIIUH.




2. CTPYKTYPA U COJAEPXKAHUE YUEBHOM JUCIIUILIVHBI

2.1. O0beM y4eOHOM TMCHUIIMHBI U BHAbI YU4eOHOIl padoThI

Buj yueOHoii padoThl O0bem B yacax

O0bem o0pa3oBaTeIbHOI NPOrpaMMbl Y4eOHOM M CIUIIIHHbI 98

B T.Y. B (])opMe HpaKTH‘[eCKOﬁ noAroTOBKH

BT. U.:
TEOpeTUIeCcKoe o0ydeHne 34
MPaKTUYECKHUE 3aHATHS 64

Camocmosmenvuas pa60ma

[TpomesxyTouHas arTecTanus A3




2.2. TeMaTH4yeCKMil IJIAH U COAEPKAHUE YUeOHOM JUCHMIIIHHBI

Koasbi
Oo0bem, akan. u/ A ”
KOMIIeTeHIHI,
B TOM 4HCJIe B
¢popmupoBanmnio
HaumeHoBaHue Conep:kanue yuyeOHOro marepuasa u GopMbl OPraHU3aMuM JAesITeJIbHOCTH dopme KOTODEIX
pa3iesioB U TeM o0yuarommxcst NPaKTHYeCKOI P
CImocoo0cTByeT
MOAr0TOBKH,
3JIeMEeHT
aKaa. 4
NPOrpaMMblI
Pasznea 1. Ctuim pedu 2
Tema 1.1. Coaep:xxanue yueOHOro MaTepuaJia OK 01
Ctuiu peun. CoBpeMeHHBIN PYCCKUM JIMTEPATYPHBIN S3BIK U €ro cTriid. OO0Ias XapakTeprucTHKa OK 02
O¢puunanbHo- 0pHUIIMATBLHO-/ICIOBOTO CTHIISI pEYH, €T0 TOJICTUIIEH U kaHpoB. icTopust OK 04
1eJIOBOM CTWIb dbopMupoBaHUS OPUITUATEHO-IET0BOTO CTHIISA. CTUIMCTHYECKAE OCOOCHHOCTH SI3bIKA 9 OK 05
peun. JIeJIOBBIX OyMmar. OK 09
IK 1.2.
IK 1.7.
I1K 1.8.
Pa3nes 2. HopMbl JTUTEPaTYPHOTO SI3bIKA B 1€JIOBOI JOKYMEHTAMH 38/22
Tema 2.1. Copepxanue yuyeOHOro Mmarepuasa OK 01
Jlekcuueckue Br16op cnoga. Jlekcudeckas coueraemoctb. PeueBast u30bIToOuHOCTS. [l1€0Ha3M. OK 02
HOpPMBI B 1es10Boil | TaBrosorus. PedeBas He1oCcTaTOYHOCTH. [IapOHUMEI B cOCTaBe 1E€II0BOM JIEKCUKH. 4 OK 04
AOKYMEHTAI[UH. YnorpebieHre 3auMCTBOBAaHUHN B JIeJI0BOM peur. Vcnonb3oBanue Ghpa3eoornaeckux OK 05
CPEICTB B TEKCTaX JOKYMEHTOB. OK 09
IIpakTuyeckoe 3ansaTue Ne 1. PenaktupoBaHue JOKyMEHTOB: BbISIBICHHE IK 1.2.
JEKCUYECKUX OLIHOOK. 4 IIK 1.7.
IIpakTnyeckoe 3ansaTue Ne 2. [IpoBepounas padboTa 1o nNporHAEeHHOMY MaTepUary IIK 1.8.
Tema 2.2. Conep:xxanue yueOHOro MaTepuaJia OK 01
Mopdgoaoruvyeckne | OcOOEHHOCTH yNOTPeOICHUS UMEH CYIIECTBUTENBHBIX B TIOKyMEHTax. TpyAHOCTH B 4 OK 02
HOPMBI B JIeJIOBO# | YIIOTpeOJICHNN UMEH CYIIECTBUTEIbHBIX, CBSI3aHHBIE C KaTEropuen poja, yucia. OK 04
AOKYMEHTAIlNH. CKJIOHEHHE UMEH CYIIECTBUTEIbHBIX COOCTBEHHBIX. OCOOEHHOCTH YHIOTPEOICHHS OK 05




MECTOMMEHUH B TOKyMeHTax. OCOOEHHOCTH yIOTPEOICHUS YNCTUTENHHBIX U OK 09
COYETaHUM UMEH YHCIUTENbHBIX C UMEHAMHU CYIECTBUTEIIbHBIMH. IIK 1.2.
IIpakTuyeckoe 3ansaTue Ne 3. PerakrupoBanue JOKyMEHTOB: BBISIBICHHE OLITHOOK, K 1.7.
CBSI3aHHBIX C YIIOTPEOJICHHEM UMEH CYIIECTBUTEIIbHBIX. 4 IIK 1.8.
IIpakTuyeckoe 3ansitue Ne 4. PerakrupoBaHue 10KYMeHTOB: BBISIBIICHHE OITHOOK,
CBSI3aHHBIX C YIOTPEOJICHUEM UMEH YHCIUTEIBHBIX 1 MECTOMMEHHH.
Tema 2.3. Conep:kanue y4eOHOT0 MaTepuaJia OK 01
CuHTakcu4eckune [TpennoxHoe u OGecrpeaioxkHOe yrpapieHue. BeiOop npeiora u naaesxkHou GopMBblL. OK 02
HOPMBI B J1€J10BOM [IpousBoanbie npeasioru. [lagex q0NMOJHEHU MPHU IJ1arojax ¢ OTPUIIAHUEM. OK 04
AOKYMEHTAIUH. HanusbiBanue naznexeil. YpasieHue Ipu OAHOPOAHBIX YIEHAX IPEIIOKEHHUS. OK 05
CormnacoBaHue cKa3yeMoro ¢ MOAJIEkKaIIuM, B TOM YUCJIE U C OJHOPOAHBIMU 8 OK 09
noaiexanumu. CoriiacoBaHue OnpeIesieHui ¢ CyIeCTBUTEIIbHBIMU. Y TOTpeOIeHIE K 1.2.
MPUYACTHBIX U ECIPUYACTHBIX 000POTOB B IOKyMEHTax. TpyaHbIe Ciiydan IK 1.7.
000CcO0IeHHS OTIPpEICIICHU U 00CTOATENbCTB. [lapaiiebHbIe CHHTAKCHYECKUE IIK 1.8.
KoHCTpyK1uu. CoriacoBanue npuioxxkeHuil. TpyaHsie ciiydan 060co0neHus
IIPUIIOKEHU I
IIpakTuyeckoe 3ansaTue Ne 5. I'narojgpHoe 1 UMEHHOE yIIPaBICHHUE B TEKCTAX
JIOKYMEHTOB.
IIpakTuyeckoe 3ansaTue Ne 6. CornacoBaHue CKazyeMoro C MOJIeKAIIUM:
CTHJINCTUYECKHE OIIMOKH B TEKCTaX IOKYMEHTOB. 8
IIpakTuyeckoe 3ansaTue Ne 7. YrorpeOieHue napamuieTbHbIX CHHTAKCHYECKUX
KOHCTPYKIUH B TEKCTaX JOKYMEHTOB.
IIpakTyeckoe 3ansaTue Ne 8. CorynacoBaHue NpUIIOKEHUN U ONPEACIECHUI:
CTHJINCTUYECKHE ONIMOKH B TEKCTaX JIOKYMEHTOB.
Tema 2.4. IIpakTnyeckoe 3ansaTue Ne 9. Tunuunslie opdorpapuyeckre omMOKH B TEKCTaX OK 01
Hopmbi CITYKEOHBIX TOKYMEHTOB. OK 02
NpaBoONHUCAHNUA B IIpakTnyeckoe 3ansiTe Ne 10. TunuuHble NyHKTYallMOHHBIE OIIMOKH B TEKCTAaX 6 OK 05
1eJIOBOM CITYKEOHBIX TOKYMEHTOB. OK 09
AOKYMEHTALUH. IIpakTunyeckoe 3ansitue Ne 11. [IpoBepounas paGora o npoiiilecHHOMY MaTepuaity. IIK 1.7.
I1K 1.8.
Pa3nea 3. IIpaBuiia oopMiIeHUsI HAMMECHOBAHUIH B TEKCTAX JOKYMEHTOB 10/6
Tema 3.1. Conep:xxanue yueOHOro MaTepuaJia 4 OK 01

OK 02




IMpaBunia [TpaBuiia opopmiieHHs HOMEHKIATYpHBIX HauMeHoBaHui. [IpaBuna opopmienus OK 05
oopmiieHUs anpecata. [IpaBuia opopMiIeHHSI HAUMEHOBAHUH BUIa JJOKYMEHTA M 3aTr0JIOBKA. OK 09
HAMMEHOBaHMH B [TpaBuna opopmiieHus aat, KajleHAapHBIX CPOKOB, BpeMeHu. [IpaBuna odpopmienus K 1.7.
TeKCTax quCcell. IIK 1.8.
AOKYMEHTOB.

IIpakTnyeckoe 3ansaTue Ne 12. YnorpebieHue nponucHon OYKBBI B €TTOBOM

JIOKYMEHTAIUH. 6

IIpakTnyeckoe 3ansaTue Ne 13. PenaktupoBanue ciry>KeOHBIX JOKYMEHTOB.

IIpakTuyeckoe 3ansiTue Ne 14, IIpoBepounas paboTa 1o NpoiICHHOMY MaTepHay.
Pasnen 4. Co3nanue TeKCTa JOKYMEHTA 20/12
Tema 4.1. Coaep:xanue yueOHOro MaTepuaJia OK 01
Komno3nunonnbsle | Kommosuiust JOKyMEHTOB: Jioruueckasi, popMaiibHasi, peKBU3UTHAS, OK 02
0CO0EHHOCTH uHpopmanronHasi. COOTHECEHHOCTh KOMITO3UIIUH C TUTIOM JTIOKyMeHTa. CriocoObl 4 OK 05
JOKYMEHTOB. U3JI0KEHUST MaTepraia B IokyMeHTe. Copa3zMepHOCTh 4acTel TOKYMEHTA. OK 09

PyOpuxkarusi. [IK 1.7.

IIpakTnyeckoe 3anaTue Ne 15. PeaktupoBanue ciiy>keOHBIX JOKYMEHTOB. IIK 1.8.

IIpakTuyeckoe 3ansaTue Ne 16. [IpoBepounas paboTta 1o npoiIeHHOMY MaTepuay. 4
Tema 4.2. Conep:xanue yueOHOro MaTepuaJia OK 01
CocraBjienue CrnyxeOHbIe JOKYMEHTBI: TUIIOJIOTHUSI, 00Pas3Ilbl, I3bIKOBOE O(OPMIICHHUE. OK 02
TEKCTOB Oco0eHHOCTH COCTaBIIEHUS TEKCTOB PACIIOPSANTEIbHBIX, OPTaHU3AIMOHHO- 4 OK 05
AOKYMEHTOB. IPaBOBBIX, HHPOPMALIMOHHO-CIIPABOYHBIX JOKYMEHTOB. OCOOEHHOCTH COCTaBIICHUS OK 09
HesoBas TEKCTOB JINYHBIX JI€JIOBbIX Oymar. JleioBble nuchbMa: pa3HOBUIHOCTH, IpaBuia K 1.7.
NepenuncKa. COCTaBJICHUS], YCTOMYMBBIE SI3bIKOBBIE KOHCTPYKITUU. I1K 1.8.

IIpakTuyeckoe 3ansaTue Ne 17. CoctaBieHue U CTHIINCTUYECKAs! PaBKa

JIOKYMEHTOB.

IMpakTnyeckoe 3ansaTue Ne 18. CocraBrneHue u CTHIMCTUYECKAs TTPaBKa JETOBBIX 8

MIUCEM.

IpakTnyeckoe 3ansaTue Ne 19. [Ipoepounas paboTa 1o nmpoiJIeHHOMY MaTepuay.
IIpome:xxyTOouHAasi aTTecTALUS 2
Bcero: 98




3. YCJIOBUS PEAJIN3AIIMU YYEBHOM JUCIUILIMHBI

3.1. lns peanusaiy mporpaMmbl yueOHOU TUCIUILIHHBI MPEIyCMOTPEHBI CIICAYIOIIUE
CIICIMAaJIbHbBIC IIOMCIICHUA:

Kabunet «Pycckoro si3bika B po(eCcCHOHAIBHOM AeATeIbHOCTH», OCHAIIICHHBIN:

obopymoBaHueM: pabo4yue CTOJ M CTYJ MO KOJIMYECTBY OoOydaromuxcs, pabodee MecTo
nperoaaBaTers;

TEXHHUUYECKUMHU CPEACTBAMH OOYUEHUS: IEPCOHAIBHBIN KOMIBIOTEP, IPUHTED, TIPOEKTOP,
UHTEPAKTUBHAS MIPUCTABKA K JOCKE MJIM HHTEPAKTUBHAS JOCKA.

3.2. UnopmanmonHoe odecnevyeHne peaau3anun NporpaMmmbl

Jis peanu3anuu mporpaMmbl  OMONMMOTEYHBIH (POHA 00pa30BaTENbHON OpraHU3aALUU
UMEET TIeYaTHbIC W/WIM 3JICKTPOHHBIC O0pa3zoBaTebHbIE W HH(DOPMAIMOHHBIC PECYpPCHI, IS
UCTIONIb30BaHusl B oOpa3oBarensHOM mporiecce. [lpu dopmupoBanuu O6ubnmmorednoro ¢onma
00pa3oBaTeNIbHOW OpraHU3alMeil BHIOMpACTCS HE MEHEE OJIHOTO M3JIaHUS M3 NEPEUHCICHHBIX
HIDKE MEYATHBIX W3JaHUM U (MIH) DJICKTPOHHBIX U3JaHUM B KayeCTBE OCHOBHOI'O, MPHU ITOM
CIIHCOK, MOYKET OBITh JIOMIOJHEH HOBBIMH M3JIaHHSIMH.

3.2.1. OcHoBHbIE MeYATHLIE U3IAHUSA
1. I'onyGeBa, A. B. Pycckuil s13bIK M KyJIbTypa peuM: Y4eOHUK M MPAKTUKYM JUIs
cpennero  mpodeccuoHanpHoro  oOpazoBanusi/  A.B.TlonybGeBa; mon — penakuuein
A. B. T'omy6eBoii. — Mocksa: NznatensctBo HOpaiit, 2020. — 386 c. — (IIpodeccronanpHoe
obpazoBanue). — ISBN 978-5-9916-7623-6.

2. WBanoBa, A. 0. Pycckuii s3bIK B 1€710BOI JOKYMEHTALIUU: YUEOHUK U IPAKTUKYM
U1 cpenHero mnpodeccrnoHanbHOro obOpaszoBaHus / A. lO. MiBanoBa. — 2-¢ u3z., mepepad. u
norm. —  MockBa:  UWsmarenbctBo  Opaiit, 2022. — 187 c.—  (IlpodeccuonanpHoe
oOpasoBanue). — ISBN 978-5-534-13860-3.

3. MapseBa, M.B. Pycckuii s13p1k B fenoBoi JokymeHTanuu: yue6. / M.B. Mapbesa.
— M.: UH®PA-M, 2022. — 323 c. — (Cpennee npodeccruoHaabHOe 00pa3oBaHUe).

4. Paxmanun, JI.B. Ctunuctuka AenoBOM peudn M pPeJaKkTHPOBAHHUE CIYXKEOHBIX

JIOKyMEHTOB: y4e0. mocoowue / JI.B. Paxmanus. — 3-¢ usn., crep. — M.: ®JIMHTA: Hayka, 2019. —
256 c. — (CtunucTuueckoe Hacaenue).

S. Tpodumona, O.B. OcHoBsl aenoBoro nuckma: yued. mocodbue / O.B. Tpodumosa,
E.B. Kynuuk. — 5-e u3n., crep. — M.: ®JIMHTA, 2019. — 304 c.

3.2.2. OcHOBHBIE YJIeKTPOHHBbIE U3IaAHUSA
1. l'onyGeBa, A. B. Pycckuil s3bIKk M KyJnbTypa peuM: Y4eOHUK M MPAKTUKYM JUIs
cpeaHero  npodeccuoHanbHOro  obpazoBanus /  A. B.TonybeBa; mon — pemakiuein
A. B. Tonry6eBoii. — Mocksa: MznatensctBo HOpaiit, 2020. — 386 c¢. — (IIpodeccronanpHoe
obpaszoBanue). — ISBN 978-5-9916-7623-6. — Texct: snexTpoHHbI // OOpa3oBarenbHas
wiatdopma FOpaiir [caiit]. — URL: https://urait.ru/bcode/449718.

2. WBanosa, A. HO. Pycckuii S3bIK B 1€7I0BOM JOKYMEHTAIIUH: YU€OHHUK U MTPAKTUKYM
Ui cpefHero mpodeccruoHambHOrO oOpaszoBanus / A. }O. MBanoBa. — 2-¢ wm3nm., mepepal. u
norn. —  MockBa:  UzparensctBo  HOpaiir, 2022. — 187 c.—  (IIpodeccuonanbHoe

obpazoBanue). — ISBN 978-5-534-13860-3. — Tekct: anmektpoHHBIH // OOpa3oBarenbHas
miatdopma IOpaiit [caiit]. — URL: https://urait.ru/bcode/475543.

3. Pycckuit s3p1k 1 kynbrypa peuu. Ilpaktuxym. CrnoBapb: ydyeOHO-IIPaKTUYECKOE
nocobue ams cpenHero npodeccuonansHoro oopasosanusi / B. JI. Uepnsk [u ap.] ; mox oOrmiei
penakmueit B. [I. UepHsak. — 2-¢ m3na., mepepabd. u jgon. — Mocksa: M3marensctBo HOpaiiT,
2022. — 525 c¢. — (IIpodeccuonanbHoe odpazoBanue). — ISBN 978-5-534-03886-6. — Tekcr:
anexkTpoHHbd  //  OOpazoBarenpHas  miarpopma  FOpaiit  [caiit]. —  URL:
https://urait.ru/bcode/469605.



4. Pycckuii s3bIK M KyJabTypa pEYHM: YUYECOHMK W TPAKTHKYM ISl CPEIHETO
po¢eCCHOHAIBHOTO obpazoBanHus / B. 1. Yepnsik, A. W. Jlynes, B. A. Edpemos,
E. B. Cepreena; noa o6mieit penakuueit B. JI. Uepnsik. — 4-e u3z., nepepad. u gon. — Mocksa:
NznarensctBo Opaiit, 2020. — 389 ¢. — (IIpodeccuonanproe odbpazoanue). — ISBN 978-5-
534-00832-6. — Tekcr: anekTpoHHsIi // O0pazoBarenbHas miatdopma FOpaiit [caiit]. — URL:
https://urait.ru/bcode/452346.

3.2.3. JlonoJiHUTeIbHbIE HCTOYHHUKH:

1. KynpTypa ycTHOM M NHCBMEHHOM pe4d [EeJI0BOr0 4YEJIOBEKAa: CIPABOYHHUK-
npaktukym / H.C. Boguna [u ap.] — 23-¢ u3a. — M.: ®JIMHTA: Hayka, 2020. — 320 c.
2. Pycckuii s3Ik M KynbTypa peun. Ilpaktukym. CrioBape: ydeOHO-TIPaKTHYECKOE

nocobue st cpeaHero npodeccruonansuoro oopazopanus / B. JI. UepHsk [u ap.] ; mox obmiei
penakmueii B. J1. Uepusik. — 2-e u3n., nepepad. u gon. — Mocksa: M3xarensctBo KOpaiit, 2022.
— 525 ¢. — (Ilpodeccuonanbroe odbpazoanue). — ISBN 978-5-534-03886-6.

3. Pycckuii s3bIK M KyJabTypa pedd: Y4eOHMK W TPAKTHKYM JUISS CPEIHETO
npodeccuonansHoro oopazonanus / B. JI. Uepnsik, A. U. [lynes, B. A. Eppemos, E. B. Cepreena;
noxa ob6mei pegakuuen B. JI. Uepnsk. — 4-e uzn., nepepad. u non. — Mocksa: U3narenbcTBo
FOpaiit, 2020. — 389 ¢. — (ITpodeccuonanbroe odpazoBanue). — ISBN 978-5-534-00832-6.

4. KynbTypa yCTHOH M MMCbMEHHOHN peur JEeOBOTO YEIOBEKA: CIIPABOYHHK- MPAKTHKYM /
H.C. Boauna [u np.] — 23-e u3n. — M.: ®JIMHTA: Hayka, 2020. — 320 c.

Pozenranp, J.D. CnpaBOYHHWK IO PYCCKOMY SI3BIKY: IPAaBOIMCAHWE, MPOU3HOIICHHE,
auTepatypHoe penaktuponanue/[].0. Posentans, E.B. Jlxxanmkakosa, H.I1. Kabanona. 11-e u3n.,

ucnpas. u go1. — M.: AMUPUC-npecc, 2020. — 496 c.

4. KOHTPOJIb U OLIEHKA PE3YJIbTATOB OCBOEHUSI
YYEBHOM JUCHUATITAHEI

PesyabTaTnl 00yyeHus

Kpurepun onenkn

MeToabl OIIEHKH

Hepeqeﬂb 3HaHI/II7[, 0CBAUBACMbIX B paMKaXx JUCHUIIJIUHBI

OCHOBHBIE KaHPbI
opUIMATBEHO-IEI0BOTO CTUJIA,
COJIEP/KAaHUE U CTPYKTYPY
(GyHKIIMOHATIBHO-
CTHJINCTUYECKOTO
MIPOCTPAHCTBA JEI0OBOTO

A3bIKa, KOMITO3ULIUIO
JOKYMEHTHOTO TEKCTa;
TpaJULUU TUCbMEHHOTO
pEeYeBOro NoBe/IeHUs B
JIEJIOBOM KOMMYHUKaTHBHOM
MIPOCTPAHCTBE;

CBOJI ITPaBWJI PYCCKOMN
opdorpaduu 1 MyHKTyalUH,
OTBEUAIOLINX COBPEMEHHOMY
COCTOSIHUIO PYCCKOTO SI3bIKa;
COBPEMEHHBIE HOPMbI YCTHOM U
MUCHbMEHHOW peuu;

«OTIUYHOY -
TEOPETUYECKOE
coJiepKaHue Kypca
OCBOEHO ITOJIHOCTBIO, 03
npo0esoB, yMEHHS
c(hopMUpOBaHBbI, BCE
PeIyCMOTPEHHBIE
pOrpaMMoil yueOHbIe
3aJJaHUS BBITIOJIHEHHI,
Ka4eCTBO WX BBITTOJTHEHUS
OLIEHEHO BBICOKO.
«Xopouo -
TEOpPEeTUYECKOe
coJiepKaHue Kypca
OCBOEHO MOJIHOCTHI0, 6e3
po0OesIoB, HEKOTOPbIE
yMEHUs1 CPOPMHUPOBAHBI
HEI0CTaTOYHO, BCE
PEyCMOTPEHHBIE

OLIEHKA PE3YJIbTaTOB YCTHOTO U
MUCBMEHHOTO OIPOCa;
OLICHKA PE3yJIbTaTOB
BBIITOJIHCHH A MMPAKTHUYCCKUX
pabor;

OLICHKA PE3yJIbTaTOB
MIPOBEPOYHBIX padoT;
OIICHKA PE3yJIbTaTOB
BBITTOJTHEHUS TECTOBBIX
3aJlaHui;

9K3aMeH



https://urait.ru/bcode/452346

MpaBHJIa, OTPAKAIOIINE
CTHJINCTUYIECKOE
MHOT000pa3ue u
JMHAMHUYHOCTH COBPEMEHHOM
peuu | JIeIOBOTO MHCHhMa;
MIpaBUJIa PEUEBOTO ITUKETA;
crnenu(UKy penakTOpCKO
paboThI ¢ TEKCTaMH JIETI0BOM
JOKYMCHTAITHH.

porpamMmoin ydeOHbIe
3aJJaHUs BBIIOJTHCHEI,
HEKOTOpBIE BUJIBI 3a/IaHUI
BBITIOJIHEHBI C OLIMOKAMH.
«Y 1OBJIETBOPUTEIIHHO) -
TEOPETUIECKOE
coJiep’kaHue Kypca
OCBOCHO YaCTHUYHO, HO
pOoOEIIbI HE HOCST
CYIIIECTBEHHOTO
XapakTepa, He0OX0IUMbIe
yMEHUS paboTHI C
OCBOEHHBIM MaTEpHaOM B
OCHOBHOM
c(hopMUPOBaHBHI,
OOJBITUHCTBO
MPEyCMOTPEHHBIX
porpammoi o0ydeHus
y4eOHBIX 3aJaHu
BBITMIOJTHEHO, HEKOTOPbIE
13 BBITIOJTHEHHBIX 3aJaHUN
COJIeprKaT OLIUOKHU.
«HeynoBieTBOpUTEIBEHON
- TEOPETUYECKOe
coJiepKaHue Kypca He
OCBOEHO, HEOOXOINMEIE
YMCHUS HE
c(hOpMHUPOBAHBI,
BBHITIOJTHEHHBIC yUeOHbBIE
3aJlaHus COJEpKaT rpyobIe
OIMOKH.

Ilepeyenb yMeHMii, OCBanBaeM

bIX B paMKaXx JUCHUIIJIMHBI

BJIAJIETh MTPaBUIIAMH PYCCKON
opdorpaduu, MyHKTyalUH,
CTUIIMCTUKU;

MPOAYIIMPOBATH TUCHMEHHBIN
TEKCT C COOJII0/IEHHEM
TpeboBaHUM opHUITHATHHO-
JIeTIOBOTO CTHUIIS;
HCII0JIb30BaTh OCOOEHHOCTH
A3bIKA JJOKYMEHTOB:
CTHITUCTUYECKH
MapKHPOBAHHYIO JIEKCUKY U
TEPMUHOJIOTHIO, PEUEBhIC
KJTUILIE ¥ IITAMIIBI,
YCTOHYHMBBIE 000POTHI,
TJIar0JILHOE yIIpaBlICHHE,
MpaBWJia yrnoTpeoieHus
MIPOIUCHBIX M CTPOYHBIX OYKB
U T.J.

«OTIUYHO» -
TEOPETUYECKOE
coJiepKaHue Kypca
OCBOEHO ITOJIHOCTBIO, 03
npo0esoB, yMEHHS
chopMUpOBaHbI, BCE
IPeIyCMOTPEHHBIE
pOrpaMMoil yueOHbIe
3aJJaHUS BBITTOJIHEHHI,
Ka4eCTBO WX BBITIOJTHEHUS
OLIEHEHO BBICOKO.
«Xopouo -
TEOpPEeTUYECKOe
coJiepKaHue Kypca
OCBOEHO MOJHOCTHI0, 6e3
po0OesIoB, HEKOTOPbIE
yMEHUs1 CPOPMHUPOBAHBI
HEI0CTaTOYHO, BCE
PEyCMOTPEHHBIE

OLICHKA PE3yJIbTaTOB
BBIITOJIHCHH A MMPAKTHUYCCKUX
pabor;

OLICHKA PE3yJIbTaTOB
IPOBEPOYHBIX PadoT;
OIICHKA PE3yJIbTaTOB
BBITTOJTHEHUS TECTOBBIX
3aJlaHui;

IK3aMEH.




po¢eCCHOHAIBHO
COCTaBIIATh, 0OQOPMIIATH U
pelaKkTUpOBaTh JEJIOBbIE
Oymaru c yueToMm
COBPEMEHHOM IIPAKTUKU
MUCHMA;

M10JIb30BaThCs CIIPAaBOYHOM
JIUTEpaTypoi;

BJIAJIeTh KYJIbTYPOH peuu npu
IIpUeMe IIOCETUTEIICH.

porpamMmoin ydeOHbIe
3aJJaHUs BBIIOJTHCHEI,
HEKOTOpBIE BUJIBI 3a/IaHUI
BBITIOJIHEHBI C OLIMOKAMH.
«Y 1OBJIETBOPUTEIIHHO) -
TEOPETUIECKOE
coJiep’kaHue Kypca
OCBOCHO YaCTHUYHO, HO
pOoOEIIbI HE HOCST
CYIIIECTBEHHOTO
XapakTepa, He0OX0IUMbIe
yMEHUS paboTHI C
OCBOEHHBIM MaTEpHaOM B
OCHOBHOM
c(hopMUPOBaHBHI,
OOJBITUHCTBO
MPEyCMOTPEHHBIX
porpammoi o0ydeHus
y4eOHBIX 3aJaHu
BBIMIOJTHEHO, HEKOTOPHIE
13 BBITIOJTHEHHBIX 3aJaHUN
COJIeprKaT OLIUOKHU.
«HeynoBieTBOpUTEIBEHON
TEOPETUUECKOe
coJiepKaHue Kypca He
OCBOEHO, HEOOXOINMEIE
YMCHUS HE
c(hOpMHUPOBAHBI,
BBHITIOJTHEHHBIC yUeOHbBIE
3aJlaHus COJEpKaT rpyobIe
OIMOKH.
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1. OBIIASI XAPAKTEPUCTHUKA PABOYEN ITPOT'PAMMBI

YYEFHOU JUCIHUATIIAHBI

OI1.07 KOMIIBIOTEPHAS OBPABOTKA JTJOKYMEHTOB

1.1 MecTo TMCUMILIMHBI B CTPYKTYpPe OCHOBHO# 00pa30BaTe/IbHOI MPOrpaMMbI:

VYuebnas mucuumuimHa OI1.07 KommbrotepHas o0paboTKa TOKYMEHTOB SIBIISIETCS
00s13aTeNIbHOM  4acThio OOLIENPO(ECCHOHATIBHOIO ILMKJIAa 00pa30BaTeNbHOM NpOorpaMMel B
coorBercTBUM ¢ PI'OC CIIO mno cneumansnoctu 46.02.01 JJokymeHTanmonnoe oOecrieyeHue
yIpaBJIEHUS U aPXUBOBEICHHE.

Ocoboe 3HavueHue aucuuIuinHa umeer npu popmupoBannu u pazsutuu OK 01, OK 02,

OK 04.

1.2. leab ¥ IuIaHUpyeMble Pe3yJbTAThI OCBOEHUS TUCHMIIUHBI:
B pamkax nporpamMmbl yueOHON AUCIUTIIMHBI 00yYaIONIMMICS OCBAaUBAIOTCS YMEHHUS H

3HAHUA
ﬁ;’g OK Ymenust 3Hanus
OK 01, BBITIOJTHATH TPEOOBAHUSA MO OXpaHe MPaBUII IO OXpaHE TPyJa U TEXHUKE
OK 02, Tpy/Zla U TEXHUKE 0€3011aCHOCTH; 0€301acHOCTH;
OK 04, OpPraHHM30BBIBATH pabouee MEeCTO Al | MPaBHII OpraHU3aIui pabovyero Mecra
I[IK 1.5 MaKCUMAaIbHO Y PEKTUBHOM pabOTHI; | CEKpeTapsi U pyKOBOJIUTEIIS;

poheCCUOHAIILHO OCYIIECTBISTh
Habop, popmaTupoBaHue, BEIBOJ Ha
neyvaTh, COXPAaHEHUE TEKCTOBOM U
1 poBoii THPOPMALIUU HA
MEPCOHAIBHOM KOMITBIOTEPE;
9UTaTh, TOHUMATh U HCIIPABIIATH
MIPOEKTHI IOKYMEHTOB, C
WCTIOJIH30BAaHUEM CITPABOYHO-
MIPABOBBIX CUCTEM;

MJIAHUPOBATh pabouee BpeMms,
UCIIOJIB3YS MPECTaBICHHbIE 3a/1aHNUS,
MporpaMMHOe o0ecIieueHue u
HCXOJHYIO TOKYMEHTAIIUIO;
BBIOMPATh TEXHOJIOTHIO CO3/IaHUS
JOKYMEHTA.

PYCCKOM M JIATUHCKOW KJIaBHATYpPhI
HEPCOHAIILHOTO KOMIIBIOTEPA;
paBui OPOPMIIEHHS TEKCTOBBIX
JJOKYMEHTOB Ha [I€PCOHATbHOM
KOMITBIOTEPE.




2. CTPYKTYPA U COJIEP)KAHUE YUEBHOM JUCIHUILIAHBI

2.1 O0béM yueOHOI THCHUIIMHBI U BUIbI Y4eOHOH padoThl

Buj yueOHoii padoThl O0bém B yacax

O6beM 06pa3oBaTebHOI MPOrpaMMbl Y4eOHOI U CIHILTHHBI 99

B T.4. B opMe NPAKTUHYECKOH NMOATOTOBKH

B TOM YHUCJIC:

TEOPETUUECKOE 00yUeHue 22
MPAKTUYECKHUE 3aHITUS 44
Camocmosmenvras paboma 33

[TpomexxyTouHas aTTecTanus 13




2.2. TemaTuyecKkuii MJIAH U coJep:KaHue YUeOHOM THCIMILTHHBI

Koanbl
KOMIIETeHIIH I
O6beM, ak. 4. / M JIMYHOCTHBIX
HaumenoBanue C B TOM 4HCIe pe3yJIbTATOB,
oJep:kaHue y4eOHOro MaTepuasa
pasieion U (popMBbI OPraHu3aluM JeATeJIbHOCTH 00yYaI0OIHXCS B dopme o (boprmpoBaro
U TeM NPAKTHYECKOH KOTOPBIX
NMOATOTOBKH, aK. Y. crnocoo0cTByeT
3JIEMEHT
NporpamMmsl
Paznen 1 Opranu3anusi KOMIbIOTEPHO 00Pa0OTKH JOKYMEHTOB 4/2
Tema 1.1 Coaep:xanue yueOHOro MaTepuaJia: 4 OK 01,
CoBpemeHHbIE CoBpeMeHHbIE TEXHUYECKUE CPEACTBA CO3JaHMs TEKCTOBBIX JOKYMEHTOB OK 02,
TeXHHYeCKHe Lenu v 3agaun yueOHOU AUCHUILTUHBL. POllb JUCIUIITHHBI B TPO(eCcCHOHATBEHOM OK 04,
CPeICTBa CO3JaHUs | MOAroToBKE crienuanucta. CoBpeMeHHbIE aBTOMAaTU3UPOBaHHbBIE CPEJCTBA CO3/1aHUs K 1.5
TeKCTOBBIX TEKCTOBBIX JOKYMEHTOB.
JOKYMEHTOB [TpaBuna TeXHUKH 0€30MACHOCTH ¥ TUTUEHHUYECKUE PEKOMEHIALNH TIPH HCIIOJIb30BaHUN
cpenctB KT B npodeccnoHanbHOM e TEIbHOCTH.
B TOM YHMCJIE€ IPAKTUYECKUX U JTa0OPaTOPHBIX 3aHITUI:
IIpakTuyeckoe 3ansaTue 1. Opranu3zanus pabouero MecTa u Tpy/a orneparopa. 2
Paznen 2 OcBoeHue, NpUMEHEHNE M COBEPIICHCTBOBAHNE HABBIKOB 14/
«CJIeNOro» AecATHNAIbIEBOro MeTo1a Habopa
Tema 2.1 OcBoenne | Conep:kaHue yueOHOI0 MaTepuaJa: 10 OK 01,
KJIABHATYPbI OcBoeHHE KJIaBHATYPhl IEPCOHATBLHOTO KOMITbIOTEpa (pyccKuit mpudr) OK 04,
NEePCOHAILHOIO Cxema knaBuatypsl. «Cienoin» 1ecaTunanblieBblii METO] KI1aBHaTypHOTro Habopa, ero IIK 15
KOMIIbIOTEpa BO3MOXHOCTH, IPEeUMyIIecTBa U 3 (HEeKTUBHOCTb.
(pyceknii mpudT) | BykBBHI M 3HAKHU MTPENMHAHUS PYCCKON KilaBHaTypsl. Micronp3oBanue kinasui Shift u
Caps Lock.
B TOM YHMCJIC IPAKTUIECKUX W JTA00OPATOPHBIX 3aHITHH: 3
BrinonHenue ynpakxHeHU Ha OCBOCHHE TEXHUKH U CKOPOCTH KOMITBIOTEPHOTO Habopa 3

TEKCTOBOW MH(OPMAIIUH 110 OCHOBHOMY PSITY KJIABHATYPHI.




IIpakTuyeckoe 3ansaTHe 3. BrinonHeHre yrpa)XHEHUH HA OCBOCHHE TEXHUKU U CKOPOCTHU

kommbioTepHoro IlpakTuyeckoe 3ansaTHe 2. Habopa TEKCTOBOW MH(POPMALIUH 110 4

OCHOBHOMY U BE€pXHEMY psiiaM KJIaBUATYypHI.

IIpakTnyeckoe 3ansTHe 4. BoinonHeHne ynpaXHEHUH Ha OCBOCHHE TEXHUKU M CKOPOCTH

KOMIIBIOTEPHOI0 Habopa TeKCTOBOM MH(OpMAILIMK [0 OCHOBHOMY, BEpXHEMY U HIDKHEMY | 2

psiiaM KJIaBHATYPBHI.

IIpakTHyeckoe 3aHsATHE 5. BrinonHeHue yrpakHEHUH HA OCBOCHHE TEXHUKU Habopa

TEKCTOBOH U IU(PPOBON HHPOPMALIUH C UCTIOIB30BAaHNUEM 3HAKOB IIPEMUHAHUSA U IUDD 2

4eTBEPTOrO psijia KIaBHATYPBHI.
Tema 2.2 Conep:xxanue yueOHOTro MaTepHaJia: 4 OK 01,
Od¢opmienue Odopmnenue muppoBoro Marepuaia OK 02,
undposBoro [{udpst apadckue. Pumckue uncna. Bugbsl npob6eii. MHOro3HaYHbIC YHCTIA. OK 04,
MaTepHaJa OcBoenune Tabauyvl cuM80106; 3HAKH, YIOTpeOIsieMble ¢ IU(paMu. 1

Pabora ¢ manensio Cnucox (HyMepOBaHHBIN, MAPKUPOBAHHBII)

B TOM YHCJIC IPAKTUIECKUX U JTA0OPATOPHBIX 3aHITHH:

IIpakTuyeckoe 3ansaTue 6. YorpedieHue yrcen apabCKUX U PUMCKUX B TEKCTOBBIX 3

pabotax. [lapamMeTpbl HyMEepOBaHHBIX, MAPKHPOBAHHBIX CIIHCKOB.
Paznen 3 OcHoBHbIE IpaBuJia GOpMATHPOBAHHUS TEKCTA 12/
Tema 3.1 Coaep:xxanue yueOHOro MaTepuaJia: 4 OK 01,
TpeGoBanust k Tpe6oBanus K 0pOPMIIEHHIO CTPAHHUIIBI OK 02,
opopmIeHHIO Pabota ¢ nanenbio [lapamMeTpsl CTPaHHIIBL. 5 OK 04
CTPpaHHIbI Pabota ¢ nanenbto AG3an. HazHaueHne GyHKIMOHAIBHBIX KIaBHILIEH.

Pabora ¢ ObICTpBIMU KJIaBHILIAMHU.

B TOM YHMCJIE€ IPAKTUYECKUX U JTa0OPaTOPHBIX 3aHITUI: 2

IIpakTHyeckoe 3ansiTHe 7. YnorpeOieHue o0meynoTpeOUTeNbHbIX COKPALICHUH B 2

TEKCTOBOM JTOKYMEHTE.
Tema 3.2 Copepxanue y4eOHOro MaTepuaJa: 4 OK 01,
Odopmitenne O¢opMIieHrEe 3aroJ0BKOB U MO3ar0JOBKOB K TEKCTY. ! OK 02,
3aro/IOBKOB U [TpaBuiia oopmIiIeHHSs 3ar0JI0BKOB U MO3aT'0JIOBKOB. OK 04
ITOA3aro/10BKOB K B TOM YHCJIC TPAKTUYECKHUX 1 J1a0OPATOPHBIX 3aHITHI: 3
TEKCTY IIpakTHyeckoe 3anaTne 8. OdopmieHHe 3ar0JI0BKOB 3

M MTOA3aroJIOBKOB K TCKCTY.




Tema 3.3 IIpuémbr | Coaep:kanue yueOHOIro MaTepHaJia: 4 OK 01,
BBIJICJICHU A [Tpuémbl BeIIEIEHUS OTACIBHBIX ()PArMEHTOB TEKCTA OK 02,
OTACJIBbHBIX OcHOBHBIE BUJIbI IIPU(DTOB. 1 OK 04
¢parmentosn Pabora ¢ nanensio [llpughm: noquépKkuBaHue, pa3psaaka, yiaoTHEHUE, )KUPHBIA Hpu@T,
TeKrCTa MIPONKCHBIC OYKBBI, MAJIbIC TTPOIMCHBIC OYKBHI.

B TOM YHMCJIC IPAKTUYECKUX U JTA00OPATOPHBIX 3aHITHH: 3

IIpakTnyeckoe 3ansaTue 9. [Ipumenenne npuéMoB BbIICIECHUS OTACIBHBIX ()PArMEHTOB 3

TEKCTOBOI'O JOKYMEHTA.
Pa3nen 4 Odopmilenne pa3JIMYHBIX BH/I0B TEKCTOBBIX padoT 12/10
Tema 4.1 IlpaBuaa | Cogep:xkanue yueOHOT0 MaTepHaJia: 12 OK 01,
¢dopmaTupoBaHus ITpaBuia oopmMaTHpOBAHUS OTAEIbHBIX PEKBU3UTOB TEKCTA OK 02,
OTACJBHBIX [TpaBuna opopmiienus 6ubauorpa@uueckux CBEACHUMN, B T.4U. DJIEKTPOHHBIX PECYPCOB. OK 04
PEKBH3UTOB T€KCTA | [IpaBuia opOpMIICHHSI CHOCOK / CCBIJIOK HAa ICTOUYHUKH K TEKCTY.

ITpaBuia opopmiieHHsI MHOTOYPOBHEBOI'O cliMcKa. PyOpukanus Tekcra. 5

ITpaBuiia opopmiieHrs IpUMeUaHui, IPUIIOKEHUH B TEKCTOBOM JIOKYMEHTE.

ITpaBuia opopmiIeHHsI MHOTOCTPAaHUYHOIO TEKCTOBOTO JokKyMeHTa. Hymeparus cTpaHul.

Pabora ¢ pykonucero. 3Hak1 KOPPEKTYPHOH MPaBKH.

B TOM YHCJI€ IPAKTUYECKUX U JJAOOPATOPHBIX 3aHSITUMN: 10

IIpakTnyeckoe 3ansaTue 10. OpopmieHne cHOCOK / GMOIMOrpapUECKUX CCbUIOK Ha 4

UCTOYHUK B TekcTe. OpopmIIeHHE CIIMICKA NCTIOJIh30BAHHBIX HCTOUHUKOB.

IIpakTnyeckoe 3ansaTue 11. Opopmuenue TurynpHoro iaucra. Ohopmienue 2

OTJIABJICHUS/COJIEPIKAHMSI.

IIpakTnyeckoe 3ansiTHe 12. BpinoiHEeHNE MHOTOCTPAaHUYHOTO TEKCTOBOTO TOKYMEHTA C 2

HyMepaIueil CTpaHuil.

IIpakTnyeckoe 3ansaTue 13. Pabora c pykonucsio. OdopmiieHne TeKCTOBOIO T0KyMEHTa 2

1ocJIe KOPPEKTYPHOH MPaBKH.
Paznen 5 H3y4yenue JJaTHHCKON KJIAaBHATYPbI 8/6
Tema 5.1 OcBoenune | Coaep:xxkanue yueOHOIro MaTepuaJia: 9 OK 01,
KJIABHATYPbI OcBoeHHe KJIaBUATYPhI IEPCOHATIEHOTO KOMIbIOTEpa (JIATHHCKHUM HIpUQT) OK 04
NePCOHAJILHOIO Cxema aTUHCKOM Ki1aBHaTypbl. ByKBBI M 3HaKHM NpeNUHAHMSL, 0COObIe 3HAKH JJATHHCKOM 5

KOMNbIOTEPa

KJIABHATYPBHI.




(MaTuHCKUI B TOM YHCJI€ TPAKTHUYECKUX U JJAOOPATOPHBIX 3aHSTUIA: 6
mpudr) IIpakTyeckoe 3ansaTHe 14. BoinonHeHnue ynpaxHeHUI Ha OCBOEGHUE TEXHUKH U

CKOpPOCTH KOMITBIOTEPHOr0 HabOpa TEKCTOBOM MH(pOpMALUK IO OCHOBHOMY Py

KJIaBHATYypHhl. BeInoiHeHne yrnpaxxHeHH Ha OCBOCHUE TEXHUKH U CKOPOCTH 4

KOMITbIOTEPHOI0 Habopa TeKCTOBON MH(OPMAIMK [0 OCHOBHOMY U BEpPXHEMY Psiy

KJIQBHATYPBI.

IIpakTHyeckoe 3ansTHe 15. BhilonHEeHNE yIIPaKHEHUH HA OCBOEHUE TEXHUKHU U

CKOpPOCTH KOMITBIOTEPHOT0 HabOpa TEKCTOBOM WH(pOPMAIIMK IO OCHOBHOMY, BEPXHEMY U

HIDKHEMY psAly KJIaBHaTyphl. BeinosHeHne yrpa)kxHeH! Ha OCBOEHUE TEXHUKH Habopa 2

TEKCTOBOH M U(PPOBOK HHPOPMAIIUH C UCTIONH30BaHHEM ITU(PP U OCOOBIX 3HAKOB

4eTBEPTOro psijia KJIaBHATYPHI.
Pa3nen 6 KouncrpyupoBanue Tadauu 6/4
Tema 6.1 Coaep:xxanue yueOHOro MaTepuaJia: 6 OK 01,
®opmaTHpoBaHue ®OopMaTHPOBAHKME PEKBU3UTOB TAOJIMIIbI OK 02,
PEKBH3HTOB PeKkBU3UTHI U CTPYKTYpPHOE MOCTPOCHHE TAOJIUIIBI. 2 OK 04
Ta0 MBI B TOM YHCJI€ IPAKTUUECKUX U JJAOOPATOPHBIX 3aHSTUMN: 4

IIpakTnyeckoe 3ausiTue 16. KoHcTpyrpoBaHue roJIoBKU K TaOiIuLaM: pocTas, 9

CJIOHAsl, YCII0)KHEHHAS.

IIpakTnueckoe 3ansTue 17. KonctpynpoBanue OOKOBHKA K TaOJIUIIaM: TEKCTOBOM

(mpocToii, yci0oXHEHHBIHN), TU(POBOH, CMEIIaHHBIM. 2

[Tudpossie rpadsl B TabIUIAX.
Paznen 7 KomnbrorepHasi 00padoTka 0CHOBHBIX BHI0B JOKYMEHTOB 14/13
Tema 7.1 Copepxanue y4eOHOro MaTepuaJa: 14 OK 01,
KomnblorepHbie KoMIbroTepHBIE TEXHOJIOTHHU TIOATOTOBKU JIOKYMEHTOB OK 02,
TeXHOJIOTHH PeKBU3UTHI U CTPYKTYPHOE NOCTPOCHHUE JOKYMEHTA. 1 OK 04
MOATOTOBKH AxTyanu3anys HH(GOopMaIMK NOCPEICTBOM CIIPAaBOYHO-IIPABOBON CHCTEMBI.
AOKYMEHTOB B TOM YHCJI€ IPAKTHUECKUX U JJAOOPATOPHBIX 3aHSTUMN: 13

IIpakTnyeckoe 3ansaTue 18. KommnperorepHas 00paboTKa OCHOBHBIX PEKBU3UTOB 2

JIOKYMEHTA.

IIpakTnyeckoe 3ansaTue 19. KomnerorepHas o0paboTka opraHu3aliMOHHON 4

JOKYMCHTAIHH.




IIpakTuyeckoe 3ausaTue 20. KomnproTepHas 06pad0oTka pacopsIuTeIbHON

JIOKYMEHTAIU! 3

IIpakTuyeckoe 3ansaTue 21. KomneroTepHas 00padboTka HHPOPMAITMOHHO-CIIPABOYHOM 9

JIOKYMEHTAIUU.

IIpakTuyeckoe 3ansTue 22. EMIlonroroBka TekcToBOrO JoKyMeHTa. Pabora ¢ MmakeToM 2

MHOTOCTPaHUYHOTO JIOKYMEHTA C UCIOJIb30BAHUEM CITPABOYHO-TIPABOBON CHCTEMBI.
CamocTosiTeJIbHAasi BHeayIMTOPHas padoTa 33
IIpomexyToUHAs aTTECTANMSA 2

BCEI'O

99




3. YCJIOBUS PEAJIM3AIINU YUYEBHOM JJUCIIUTLIAHBI

3.1 Ina peanu3anuy MporpamMmbl y4yeOHOW TUCIMILIMHBI MPEAYCMOTPEHBI CIETYIOIIHe
CHelHalIbHbIC TOMEIICHHUS:

Jlaboparopun «KoMmbloTepHON 00pabOTKH JOKYMEHTOBY», OCHAIIEHHBIE HEOOXOIMMBIM
JUTSL pealii3aliii IporpaMMbl Y4eOHON JUCITUTIIIMHBI 000pYIOBaHUEM, PUBEAEHHBIM B 11. 6.1.2.2
npUMEepHO  pabodeid mporpammbl  mo  cnenmanbHOCTH — 46.02.01 «JlokymMeHTanmoHHOe
oOecrieueHre yrpaBiIeHUs U apXUBOBEICHUE:

Jlaboparopuss KommbproTepHoil 00pabOTKH JOKYMEHTOB OCHAIACTCS CIICAYIOIIUM
00opyI0BaHUEM:

MOCaZ0YHBIMH PabOUYUMHU MeCTaMH (B KOMILJIEKTE: KOMIBIOTEPHBIA CTOJN U TOIBEMHO-
MOBOPOTHOE KPECII0) MO KOJIMYECTBY CTY/ICHTOB,

pabouuM MEeCTOM TpenoiaBaTeds,

MOCOOMSIMH ¥ MOJAEISAMU, Y4eOHOI IOCKOH,

KOH/IUITUOHEPOM;

TEXHUYECKUMHU CPEJICTBAMU O0yUEHUSI:

KOMIIbIOTepamMu (10 KOJMYECTBY TMOCAaJOoYHBIX MecTt + 1 Ha pabouyem crose
MpernoaaBaTes), ¢ BO3MOXHOCTBIO BBIX0/1a B JIOKAJBHYIO U INI00ATBHYIO CETH,

MYJIbTHMEIUHHBIM TPOEKTOPOM,

MHTEPAKTUBHOU JOCKON/IKpaHOM,

CKaHEepOM, CeTeBbIM MpUHTEPOM/ MDY,

YHUUYTOXKUTEJIEM Oymaru.

3.2 UudopmanuoHHoe odecnievyeHne peaaTu3auui NporpaMmmsbl

Jnisa peanuzanuu MporpaMMbl OUOIHOTEUHBIH (OHA 00pa30BaTENBHON OpraHU3AINH
UMeEeT TeYaTHbIE W/WIM 3JEKTPOHHBIE 00pa3zoBaTelbHbIE W MH()OPMAIMOHHBIE PECYPCHI, IS
UCMOJIb30BaHUsI B oOpazoBarenbHOM mpouecce. Ilpu dopmupoBanuu Oubamoredynoro (onna
00pa3oBaTeNbHONW OpraHM3alMell BHIOMpAETCS HE MEHEe OJHOTO M3JaHUS M3 IMepEeYNCIICHHBIX
HIDKE MEeYaTHBIX M3JAaHUM M (WIIM) SJEKTPOHHBIX M3JJaHUH B KayecTBE OCHOBHOIO, IPU 3TOM
CIIHICOK, MOYKET OBITh JIOTTOJTHEH HOBBIMH H3/IaHHSIMH.

3.2.1 OcHoBHbBIE MeYaTHLIE U3TAHUA

1. JlokyMeHTOBe/IeHHe: YYeOHUK U MPAKTUKYM JUIsl CPEeIHEro NpogeCCHOHaIbHOrO
obpazosanus / JI. A. Jloponuna [u ap.] ; moa peaakuueit JI. A. JlopoHuHo#. — 2-€ U3 1., iepepad.
u gon.— MockBa: WM3marensctBo [Opaiit, 2022. — 309c.— (IlpodeccuonampHoOe
oOpazoBanue). — ISBN 978-5-534-04330-3.

2. Kopnees, U. K. JlokyMeHTanMoHHOE oOOecreueHue YIpaBiIeHUs: YYEOHUK MU
NOPaKTUKYyM Ui cpegHero npocgeccuoHanbHoro obpazosanus / U. K. Kopuees, A. B. ITmenko,
B. A. MamypuieB. — 2-e¢ m3i., mepepad. u jon. — Mocksa: M3natensctBo FOpaiit, 2022. —
384 c. — (IlpodeccuonanbHoe obpazobanue). — ISBN 978-5-534-05022-6.

3. Ky3Henos, H. H. JIoKkyMEeHTallMOHHOE obecrieueHue YIIPaBIICHUSI.
JIOKyMEHTOOOOPOT M JEJIONPOM3BOJACTBO:  y4EOHMK W TMPAKTUKYM Ui CPEIHEro
npodeccronanbHoro oopaszosanus / U. H. Ky3nenos. — 3-e u3z., nepepad. u gon. — Mocksa:
UznarensctBo FOpaiit, 2022. — 462 c. — (IIpodeccuonansnoe obpazosanue). — ISBN 978-5-
534-04604-5.

4. UYeptkona, E. A. Cratuctuka. ABTomMaru3amnus 00padoTku HHPopMaIH: yueOHOe
nocoowue Jutst cpeTHero npodeccnoHanmbHOro 0opazoBanus / E. A. UepTkoBa. — 2-€ U3I., HCIIP. U
norn. —  MockBa:  UzparensctBo  FOpaiir, 2022. — 195c.—  (IIpodeccuonanbHoe

obpaszosanue). — ISBN 978-5-9916-9342-4.
3.2.2. OcHOBHBIE YJIeKTPOHHBbIE U3IAHUSA
1. JlokyMeHTOBe/leHHe: YYeOHUK U MPAKTUKYM JUIsl CpelHEro npogecCHOHaIbHOro
obpazoBanus / JI. A. Jloponuna [u np.] ; moa penakuueii JI. A. JloporuHON. — 2-€ u3., mepepad.
u gom — MockBa: WzmarensctBo IOpaiit, 2022. — 309c.— (IIpodeccuonanbroe



obpazoBanue). — ISBN 978-5-534-04330-3. — Tekct: anexTpoHHBI // OOpa3oBarenbHas
mwiatdopma FOpaiir [caiit]. — URL.: https://urait.ru/bcode/469701.

2. Kopuees, WN. K. JlokymeHTannoHHOE oOecreueHHe YMIpaBiCHUSA: Y4eOHUK U
MpaKTUKyM JJIs1 cpeaHero nmpodeccruonanbHoro odpazosanusi / U. K. Kopuees, A. B. [Tmenko,
B. A. Mamypues. — 2-e¢ u3sf., nepepad. u gomn. — Mocksa : U3marensctBo HOpaiit, 2022. —

384 c.— (Ilpodeccrnonanmpuoe o6Opazoanue). — ISBN 978-5-534-05022-6. — Tekcr:
anekTpoHHbI  //  OOpaszoBarenpHass — miatdopma  FOpaiir  [caiit] —  URL:
https://urait.ru/bcode/472550.

3. Ky3Henos, n. H. JIokyMeHTalMOHHOE obecrnieueHue YIIPaBJICHHUS.

JIOKyMEHTOOOOPOT H  JEJIONPOM3BOJCTBO:  y4eOHUK W TPAKTHKYM I CPEIHETrO
npodeccuonanbHoro oopaszosanus / U. H. Ky3neuos. — 3-e u3z., nepepad. u gon. — Mocksa:
M3narensctBo HOpaiit, 2022. — 462 ¢. — (IIpodeccuonanproe oopazoanue). — ISBN 978-5-
534-04604-5. — Texkcr: anexTpoHHsIi // O0pazoBarenbHas miatdopma FOpaiit [caiit]. — URL:
https://urait.ru/bcode/470020.

4. UYeptkona, E. A. Cratuctika. ABTomMaru3amnusi 00padoTKu HHPOpMAIUH: yueOHOe
nocobue Juist cpeaHero npodeccuoHabHoro oopasosanus / E. A. UepTkoBa. — 2-€ u3 ., UCHIp. U
norm. —  MockBa:  UWsmarenbctBo  Opaiit, 2022.— 195c¢.—  (IlpodeccuonanpHoe
oOpazoBanue). — ISBN 978-5-9916-9342-4. — Texkcr: anekrponssii // OOpa3oBarenbHas
wiatdopma tOpaiir [caiit]. — URL: https://urait.ru/bcode/471306.

3.2.3. JlonoJiHUTEIbHbIE HCTOYHHKH:

1.TOCT P 2.106-2019. Hammonaneneii cranmapt Poccuiickoit ®enepanuu. Enunas
cucrema KoHCcTpykTopckoil nokymenraru (ECKJI). TekcroBble qOKyMeHTHI (YTB. U BBEIEH B
neiicrue [Ipukazom DenepanbHOTO areHTCTBA MO0 TEXHUYECKOMY PETYIUPOBAHHIO U METPOJIOTHH
(Poccranmaprt) ot 29.04.2019 Ne 176-cT).

2. TOCT P 7.0.97-2016. HammonanpHbiii ctanaapt Poccuiickoit ®enepanuu. Crucrema
CTaHIapTOB 1O uH(popmanuu, OubOIMOTEYHOMY U u3garenbckomy neny (CHUBUI).
Oprasu3anroHHO-paCTIOPATUTENbHAS JOKyMeHTaus. TpedoBanus K 0hOPMIICHHIO TOKYMEHTOB
(yrB. Ilpukazom PenepaabHOro areHTCTBa MO TEXHHYECKOMY PEryIMPOBAHUIO U METPOJIIOTHU
(Poccranmapt) ot 08.12.2016 Ne 2004-cT).

3. T'OCT 7.32-2017. MexrocynapcTBeHHbIH crangapT. Cucrema CTaHIapTOB II0
uHopmanuu, OubmmoreyHomy wu wusnareasckomy gaeny (CHUBUJ). Otuér o HaydHO-
uccnenoBarenbckoir padore (Otuér o HUP). Crpykrypa u mpaBuia opopmiieHus (BBEIEH B
neiicreue [Ipukaszom DepepaIbHOTO areHTCTBA MO0 TEXHUUECKOMY PETYJIHPOBAHUIO H METPOJIOTHA
(Poccranmapt) ot 24.10.2017 Ne 1494-ct) (c [TonpaBkamu).

4. KOHTPOJIb U OHEHKA PE3YJBTATOB OCBOEHMUSA

YYEBHOM JUCHUILIUHBI
Pe3yabTarTnl 00yyeHus ‘ Kpurepum ouenku ‘ MeTobl OlIEHKH
IlepeyeHb 3HaHMIi, 0CBaMBAaeMbIX B PAMKAX JUCIHUIJIMHBI
MpaBUJI IO OXpaHe TpyJa U «OTINYHO» - TEOPETUUYECKOE
TeXHUKE 0€30MMacHOCTH; coepKaHue Kypca OCBOCHO AHanu3 pe3yabTaToB
MpaBUJI OpraHU3alNUN MOJIHOCTHIO, 0€3 MPOOEIoB, TECTOBBIX 3aJaHUI.
pabouyero mecra cekperaps 1 | yMeHHUs] CQOPMUPOBaHBI, BCE DKcnepTHoe
PYKOBOJMTEIIS; MPeyCMOTPEHHBIE POTPaMMON | HaOJIIO/ICHUE U Ol[EHKa 32
PYCCKOM M JIATUHCKOM y4eOHbIE 3a/ITaHUS BBHITTOJTHEHBI, JIEUCTBUAMH
KJIaBUATYpPhl IEPCOHAIBHOTO | KAYECTBO UX BBIMOJIHEHUS oOyJaromuxcs Ha
KOMITHIOTEPA; OIIEHEHO BBICOKO. MPAKTUYECKUX 3aHATHSX.
«XO0poLIo» - TEOPETUUECKOE Tekymuii KOHTPOJIb
COJIepXKaHue Kypca OCBOCHO MIPUMEHEHHUsI 3HAaHUU B




npaBuil 0pOopMIICHUS
TCKCTOBBIX JJOKYMCHTOB Ha
MEPCOHATIHLHOM KOMITBIOTEPE.

MTOJTHOCTHI0, 0€3 MpoOeIoB,
HEKOTOPBIE YMEHUS
c(hOopMHUPOBaHbI HEJOCTATOYHO,
BCE MPETyCMOTPEHHBIE
IporpaMMoil yueOHbIe 3a1aHus
BBITOJIHEHBI, HEKOTOPBIE BUIBI
3aJJaHU BBIIIOJIHEHBI C
OLIMOKaMHU.

«Y IOBJIETBOPUTEIILHOY -
TEOPETUUECKOE COJIEPIKaHNE
Kypca OCBOEHO YaCTUYHO, HO
poOesIbl HE HOCST
CYLIECTBEHHOI'O XapakTepa,
Heo0X0uMble yMEHHUS paboThI C
OCBOCHHBIM MaTepHAJIOM B
OCHOBHOM C()OPMHUPOBAHBI,
OOJIBLIIMHCTBO MPEyCMOTPEHHBIX
IporpaMMoil 00yueHus: y4eOHbIX
3aJJaHU BBIITOJIHEHO, HEKOTOPBIE
U3 BBINOJIHEHHBIX 3aJJaHUI
COJIepXKaT OIIMOKH.
«HeynoBieTBOpUTETHHO» -
TEOPETUYECKOE COJIEpPIKaHNE
Kypca He OCBOCHO, HEOOXOJUMbIe
yMeHHUsI He c()OPMUPOBAHBI,
BBINOJIHEHHBIE YU€OHbIE 3a/1aHUS
coJiepKaT rpyObie OmMOKH.

XOJI€ BBIMIOJIHEHUS
MIPAaKTUYECKUX 3aJaHUMH.
DK3aMeH.

Ilepeyenb yMeHUil, OCBauBae

MbIX B paMKaX JTUCHUIIJTUHBI

BBINOJIHATH TPEOOBaHUS 1O
OXpaHe TpyAa U TEXHHUKE
0e30IMaCHOCTH;
OpraHM30BBIBATH pabouee
MECTO I MAKCUMAaJIbHO

s exTuBHON PabOTHI;
npo¢eccuOHAIBLHO
OCYIIECTBJISTH HA0OP,
(dopmaTupoBaHu€e, BEIBOJ] HA
revyaTb, COXpaHEeHHe
TEKCTOBOM U 1M (PpoBOI
nH(popManuy Ha
IIEPCOHAIIBHOM KOMIIBIOTEPE;
YUTATh, TIOHUMATh U
UCTIPABIIATH IPOEKTHI
JTIOKYMEHTOB, C
HCIOJIb30BaHUEM CIIPABOYHO-
MIPaBOBBIX CUCTEM;
IUTaHUPOBaTh pabouee Bpems,
UCIIOJIBb3YS TPECTaBICHHbIE
3aJlaHus, IPOrpaMMHOE

«OTIUYHO» - TEOPETHUECKOE
coJIepKaHne Kypca OCBOCHO
MOJIHOCTHIO, 0€3 MPOOEIoB,
yMeHHUsI c(pOPMHUPOBAHBI, BCE
MPelyCMOTPEHHBIE MPOTPaMMON
yueOHBIC 3aJJaHUS BBITOJTHCHEI,
Ka4eCTBO WX BBITOJIHCHHS
OIIEHEHO BBICOKO.

«XOpo1110» - TEOPETUUECKOE
coJIepKaHne Kypca OCBOCHO
MOJIHOCTHIO, 0€3 MPOOEIOoB,
HEKOTOPBIC YMCHHUS
c(hOpMHUPOBAHBI HEIOCTATOYHO,
BCE TIPETyCMOTPEHHBIC
pOrpaMMoil yueOHbIe 3a/1aHUs
BBITIOJTHEHBI, HEKOTOPBIE BHJIBI
3aJaHUM BBIIIOJHEHBI C
OIIMOKAMHU.

«Y IOBJIETBOPUTEIIHHO) -
TEOPETUIECKOE COJICPIKAHNE
Kypca OCBOCHO YaCTHYHO, HO
poOeJIbl HE HOCSIT

DKCrepTHOE
HaOI0IeHNUE 32
JNEUCTBUSIMA
oOyuaroierocst B Xofie
BBITIOJTHCHUS
MPaKTHYECKON pabOoTHI.
AHanus pe3ynbTaToB
HaOMOIeHus 32
JESATEIIEHOCTHIO
oOyuaroierocs B Xoze
BBITIOJTHECHUS
MPaKTUIECKOU PabOTHI.
O1uieHka pe3yJabTaToB
BBITIOTTHEHUS
MPaKTUYECKOU pabOTHI.
DK3aMeH.




obecrieueHre U UCXOTHYIO
JIOKYMEHTALUIO;
BBIOMPATH TEXHOJIOTHIO
CO3/IaHUS TJOKYMEHTA.

CYIIECTBEHHOTO XapakTepa,
HE00X0IUMBbIE YMEHHSI paboThI ¢
OCBOCHHBIM MaTE€pPHAJIOM B
OCHOBHOM C(hOPMHUPOBAHBI,
OOJIBIIMHCTBO MPEAYCMOTPEHHBIX
porpamMMoii 00ydeHus: ydeOHbIX
3aJ1aHU BHIITOJIHEHO, HEKOTOPHIE
U3 BBINOJIHEHHBIX 3aJJaHUI
COJIepXKaT OIHOKH.
«HeynoBneTBOpUTEIBHO» -
TEOPETHUYECKOE COJIePIKAHUE
Kypca He OCBOCHO, HEOOXOIMMbIe
yMeHHs He ¢(h)OPMHUPOBAHEI,
BBITTOJIHEHHBIE YU€OHBIE 3a/1aHUS
coJIepkaT rpyObie OMHUOKH.




Ipuio:xkenne 4

Kk OII cnenuaabHOCTH

46.02.01 JoxymeHTAlIMOHHOE O0ecreyeHne
ylpaBJieHUs U apXUBOBeIeHUE

OIEHOYHBIE MATEPHAJIBI JJISA I'NA

IO CHEIIMAJIBHOCTH

46.02.01 JOKYMEHTAIIMOHHOE OBECIIEYEHUE YIIPABJIEHUSA
N APXUBOBEJEHUE



COJAEP)KAHHUE

. TACHOPT OHEHOYHbIX MATEPHAJIOB JIJIsI THA

. CTPYKTYPA NPOLHEAYP JEMOHCTPAIIUOHHOTI'O DK3AMEHA
N NMOPAJAOK ITPOBEJEHUA

. HOPAAOK OPIAHU3ALINU n IMPOBEJIEHU A SAIUTHI
JUITJNIOMHOI'O ITPOEKTA (PABOTDI)



1. IHACITIOPT OHEHOYHBIX MATEPHUAJIOB /UISA THA

1.1.  OcobGeHHocTH 00pa3oBaTeJbLHOMH MPOrPaAMMBbI
OrneHovHbIe MaTepuaibl pa3padoTansl s crenuaabHocTH 46.02.01 JlokyMeHTalmoHHOE

obOecrieueHre yrpaBJICHUS 1 apXUBOBEICHUE.

B pamkax crnenmanbroctu CITO npemycmorpeno ocBoeHne kBanupukanuu: Creruaimct
M0 JIOKyMEHTAI[MOHHOMY OOECIICUCHHIO YIIPABJICHUS U ApXUBHOMY JICTTY .

BoimyckHuK, OCBOMBIIMK 00pa30BaTENbHYIO MPOrpaMMy, MJOJDKEH OBITh TOTOB K
BBITIOJTHCHHUIO BUJIOB JCSITEILHOCTH, IEPEYNCIICHHBIX B Tabmuie Nel.

Taoauma Ne 1

Buabl nesiTeJ IbHOCTH

Koa n naumenoBanue
Buaa gesareabHocTu (B/I)

Koa n naumenoBanue
npogeccuoHanbHoro moayJas (IIM),
B paMKax KoToporo ocsausaercs BJ{

B cooTBeTCcTBH

uc dPIrocC

BJI 01. OcymiecTBieHue opraHu3aliMOHHOTO
00eCIeYCHUS U IOKYMEHTAIIMOHHOTO
obecrieueHus AeSITeIbHOCTH OpraHu3aIiuu

[IM 01. OcymiectBienue
OpraHu3aIMOHHOTO 00ECTICUYCHHS U
JOKYMEHTAIIMOHHOTO 00eCTICUeHHS
JICSITETIbHOCTH OPTaHU3aIluu

B/1 02. Opranuzanus apxuBHO# pabOTHI 110
JOKYMEHTaM OpraHu3alui pa3IudHbIX GopM
COOCTBEHHOCTH

IIM 02. Opranusanus apxuBHON paOOTHI IO
JIOKYMEHTaM OpraHu3aliii pa3InyHbIX
($hopM COOCTBEHHOCTH

B/I 03. JIokymeHTHpOBaHHE XO3SHCTBEHHBIX
oTiepalvii U BeIeHHe OyXrajaTepCcKoro yuera

[IM.03 [JoxymeHTUpOBaHUE
XO3AMCTBEHHBIX ONEPALNI U BEICHHUE

OyXraiaTepckoro y4yera

O0CBOCHUSA 06pa3OBaTe.]'ll)H0ﬁ

1.2. TpeboBanus
NPOrpamMmbl

Pe3ynbpTaThl OCBOEHHUS OCHOBHOM MpodeccHoHaIbHOM 00pa3oBaTeNbHON NPOrpaMMBbl,
JIeMOHCTpUpyemble npu nipoBeaeHnn [ MA npencrasieHsl B Tadmuie Ne2.

Jlnist mpoBeieHUs IEMOHCTPAILMOHHOTO dK3aMeHa (fanee — J[D) mpuMeHseTcs KOMIUIEKT
orieHouHOM aokymeHrtanuu (nainee - KOJI), paspabarbiBaemblii omepatopoM corjiacHo m. 21
[Topsinka mnpoBelneHHs TOCYAapCTBEHHOW MTOTOBOM aTTecTallMM 1O  00pa30BaTEbHBIM
porpaMmaM cpeaHero npogeccuoHaabHoro ooOpa3zoBanus (yrB. MUHHCTEPCTBOM MPOCBELIEHUS
Poccuiickoit ®enepanun 8§ HostOpst 2021 r. Ne 800) ¢ ykazaHMeM YpOBHS IPOBEICHUS

(0azoBbI/TPOGUITBHBII).

K TIpOBepKe Ppe3yJbTaTOB

Taoauma Ne 2

Ilepeuenb mpoBepsieMbIX TPeOOBaHU K pe3ybTaTaM 0CBOEHHSI OCHOBHOM
npogeccnoHaIbHOI 00pa30BaTeIbHOI NPOrPaAMMBbI

OI'OC 46.02.01 JoxymeHTaIMOHHOE 0OecrieueHHe yIpaBIeHUs
Y apXHBOBE/ICHUE.
[Tepeuens npoBepsieMbIX TPEOOBAHUHN K pe3yJbTaTaM OCBOCHUS
OCHOBHOI1 podeccuoHaIbHON 00pa30BaTeIbHON MPOTrPAMMBbI

Tpynosas nesitenbHocts| Kon nmposepsiemoro HanMeHoBaHMe IPOBEPSAEMOro
(oCHOBHOW B/ TpedoBaHUs Tpe0OBaHMs K pe3y/bTaTam
e TeIbHOCTH)

1 2 3




BJ1 01

Bun esiTeJLHOCTH

OpraHu3anuu

o0ecrneyeHUuss U AOKYMECHTAINHOHHOI'0 o0ecrneyeHu JACATCJIBHOCTHU

1 OcyuiecTBi/ieHHMe OPraHU3aLMOHHOIO

K 1.1

OcymiecTBIATh IpUEM-TIEpEIATY
YIIPaBJICHYECKON MHPOPMAIMU C TOMOIIBIO
CpeAcTB MH(POPMAIIMOHHBIX

M KOMMYHHMKAITMOHHBIX TEXHOJIOTHIA

I[IK 1.2

KoopanaupoBath paboTy MPHEMHOM
PYKOBOIMTEIIA, 30H IIPUEMA PA3IUYHbIX
KATErOpHil IOCETUTEIIEN OpraHUu3aluu

IIK 1.3.

BrnajeTs HaBBIKaMU TUTAHUPOBAHUS pab0Yero
BPEMEHHU PYKOBOJUTENS U CEKpeTaps

IIK 1.4.

OCYH_IGCTBJ'IHTB MOATOTOBKY ACJIOBBIX
MOC3J0K PYKOBOAUTECIIA U APYTHUX
COTPYAHUKOB OpTraHHU3allun

IIK 1.5.

Bnaznets criocobamu opranuzanuu padbodero
MPOCTPAaHCTBA MPUEMHOMN 1 KabuHeTa
PYKOBOJIUTENS

IIK 1.6.

OcymecTBIATh paboTy MO MOJATOTOBKE

U TIPOBE/ICHHUIO KOH(DEPEHTHBIX MEPOTIPHUSTHH,
oOecrieunBaTh HH(HOPMAITIOHHOE
B3aUMO/ICHCTBHE PYKOBOJUTEIIS

C TOApa3ACICHUSIMA U TOJHKHOCTHBIMHA
ITUIIaMK OpTaHU3AIIH

IIK 1.7.

OdopMIATH OpraHU3aluOHHO-
PacCTiOpsSIIUTENbHBIE JOKYMEHTBI

1 OPraHU30BHIBATH pabOTy C HUMU, B TOM
YKCIIE C UCIIOJIb30BAaHUEM
ABTOMATHU3UPOBAHHBIX CUCTEM

IIK 1.8.

O(I)OpMJ'IHTB HAOKYMCHTEI 110 INYHOMY COCTaBY
1 OPraHU30BbIBATH pa60Ty C HUMH, B TOM
YHCJIC C UCTIOJIb30BAHUEM
ABTOMATU3HUPOBAHHBIX CUCTEM

K 1.9

Oprann3oBbIBATH TeKyIee XpaHeHue,
ITOKYMEHTOB, 00paboTKy nen TUTS]
OTIEpAaTUBHOTO U aPXUBHOTO XPAHEHHUS, B TOM
gHCIIe c WCTIOJIb30BaHUEM

ABTOMATU3HUPOBAHHBIX CUCTCM

BJ1 02

Bua jgesareinbHOCTH

HMOKYMCHTAaM OpT’ aHU3aluH Pa3JIMIHBIX (I)OpM COOCTBEHHOCTH

2 OpraHumzanust apxXuBHOM paboOTBHl 1O

K 2.1 OcCy1ecTBIATh KOMIUIEKTOBAHNE aPXUBHBIMU
nenamu (IOKyMEHTaMH) apX1Ba OpraHu3aluu

IK 2.2 Bectu yué€T apXuBHBIX /1€ (JOKYMEHTOB),
B TOM YHCJIE C UCIIOJIb30BaHUEM
ABTOMATHU3HPOBAHHBIX CHCTEM

K 2.3 OCyIIECTBIIATh XpaHEHUE APXUBHBIX J1€]

(TOKYMEHTOB) C TIOCTOSTHHBIM CPOKOM




XpaHEHHUs U 10 JUYHOMY COCTaBY B apXUBE
OpraHu3alm

I[IK 2.4. OcCylecTBIATh XpaHEHUE, KOMIUIEKTOBaHUE,
Y4€T U UCTIOIB30BAHKE JIeN (JOKYMEHTOB)
BPEMEHHOT'O XpaHEHUs

K 2.5 OCyLIECTBIIATH UCIIOJIB30BAaHNE aPXUBHBIX
mes (IOKYMEHTOB), B TOM YHCJIE C
MCTIOJIb30BAHUEM aBTOMATHU3UPOBAHHBIX

cHCTEM
B/ 03 Bun geareabHocTH 3 JIOKYMEHTHPOBaHHUE XO3IHCTBEHHBIX
onepauuii ¥ BeJJleHue OyXraJTepcKoro yuera
IIK.3.1 OcyliecTBIATh JOKYMEHTAllUOHHOE
oOecrnieyeHne X039HCTBEHHbIX Oolepalui
I1K.3.2 Bectu Oyxranrepckuil yuet

JUis BBITYCKHUKOB M3 4YHCJIA JMIl C OrPAaHUYEHHBIMH BO3MOXHOCTSIMM 370POBbS
U BBIIYCKHUKOB H3 YHCIA JAETEU-UHBAIMAOB M MHBAIMIOB nposogurcs IMA ¢ yderom
0COOEHHOCTEH MCUXO(PU3MUECKOro Pa3BUTUS, MHIMBHIYaIbHBIX BO3MOXKHOCTEH M COCTOSHHS
3JI0POBbsI TAKUX BBIIYCKHUKOB (ajiee - UHIUBUyaIbHbIE OCOOCHHOCTH).

OOmue u AonOJNHUTENbHbIE TpeOoBaHUs, oOecreunBaemble Npu mnposeneHun ['MA
JUIS BBIITYCKHUKOB U3 YKCJIa JIUL C OTPAHUYEHHBIMU BO3MOXKHOCTSIMU 3710POBBS, A€TE-MHBAJIHIOB
U WHBAINAJOB TPUBOJATCS B KOMIUIEKTE OIICHOYHBIX MAaTEpHAIOB C YYETOM OCOOCHHOCTEH
pa3paboTaHHOTO 3a/1aHUs U UCIIOJIb3YEMBIX PECYPCOB.

JIMUTENBHOCT TNPOBEACHUSI TOCYJApCTBEHHOM HWTOTOBOM aTTECTallMd I10 OCHOBHOM
npodeccuoHanpHOM  oOpa3oBaTenpHOM  mporpamme  mo  crenuanbHocTH  46.02.01
JlokyMeHTalmoHHOE obecriedeHue ynpasieHust U apxuBoseneHue omnpenensercs @I'OC CIIO.
Yacel yuebHOTo0 miiaHa (KajieHaapHoro yueoHoro rpaduka), orsoauMele Ha A, onpexnenstoTes
NPUMEHUTEIBHO K Harpy3ke oOyuatouierocs. B ctpykrype Bpemenu, orsogumoro ®I'OC CIIO no
OCHOBHOHM TpodeccuoHanbHOM 00pa3oBaTenbHOM Mporpamme mno crenuansHocT 46.02.01
JIOKyMeHTaIlMOHHOE O0EcIieYeHre YIpaBJICHUS W apXHBOBEACHHE Ha TOCYAapCTBEHHYIO
UTOTOBYIO aTTeCTallMio, 0Opa3oBaTelbHas OpraHM3allds CaMOCTOATENbHO ONpenenseT rpaduk
MIPOBE/ICHUS IEMOHCTPAITMOHHOTO YK3aMeHa.



2. CTPYKTYPA MTPOLHEAYP JEMOHCTPAIIMOHHOI'O DK3AMEHA
N IMOPAJOK ITPOBEJEHUA

2.1. Onucanue cTPYKTYpPHI 3a1anus 1Js npouenypsl I'HA B dopme 19

s BeinyckHukoB, ocBauBatomux [IIICC3 rocymapctBeHHass UTOroBasi aTTecTalusl B
cootBercTBUU ¢ ®I'OC CIIO mpoBoautcs B ¢hopMe AEMOHCTPAIIMOHHOTO 3K3aMEHA W 3alllUThI
JUTUIOMHOTO TTPOEKTa (paboThI).

3anaHus, BHIHOCUMBIE HA JEMOHCTPAIIMOHHBIM 3K3aMeH, pa3padaThIBarOTCS HA OCHOBE
TpeOOBaHUII K  pe3ylbTaraM  OCBOCHHUS  OOpa30BATENbHBIX  MPOrPaMM  CPEIHETO
npodeccuoHaibHOro oOpa3oBanus, ycraHoBiieHHbIX @DPI'OC CIIO, ¢ y4eToM MOJIOKEHUI
CTaHJApPTOB, a TaKXke KBATU(PUKANMOHHBIX TPeOOBAaHUH, 3asBICHHBIX OPTaHU3ALUSIMH,
paboToaTeNnsIMu, 3aHHTEPECOBAHHBIMU B MMOATOTOBKE KaJIPOB COOTBETCTBYIOIIEH KBATH(PUKAIIUH.

Jlnst  BBIMYCKHUKOB,  OCBOMBIIMX  OOpa3oBaTelbHbIE  MPOrPaMMbl  CPEIHETO
npodeccuoHanpHOTO  00pa3oBaHUs,  NPOBOAMUTCA  JEMOHCTPALIMOHHBIA  JK3aMEeH ¢
WCIIOJIb30BAaHUEM OLICHOYHBIX MAaTepHaoB, BKIIOYAIOIMIMX B CEOS KOHKPETHBIE KOMILICKTHI
OIICHOYHOW JIOKYMEHTAllMW, BapUaHThl 3aJaHUN U KPUTEPUU OIICHUBAHUS, pa3padaThiBaeMbIX
OTIEPATOPOM.

KoMI1eKkT o1ieHOuHOM TOKyMEHTallMK BKIIF0OYAeT KOMILIEKC TpeOOBaHUIl 17151 IPOBEACHUS
JIEMOHCTPAIIMOHHOTO YK3aMEHa, TIepeueHb 000PYI0BAHMS M OCHAIICHUS, PACXOTHBIX MATEPHAJIOB,
CpeaCcTB OOY4YEeHUS M BOCIUTAHUS, TUIAH 3aCTPOMKHU IUIOMIAJIKK JAEMOHCTPAIIMOHHOTO JK3aMEHa,
TpeOOBaHUS K COCTaBY JIKCIEPTHBIX TPYIII, HHCTPYKIUU MO TEXHHUKE OE30MaCHOCTH, a TaKKe
o0pa31ibl 3a1aHUH.

3ajaHue 1eMOHCTPAIIMOHHOTO SK3aMeHa BKIII0YAaeT KOMIUIEKCHYIO MMPAKTUUECKYIO 3a/1a4y,
MOJICTUPYIONIYI0 MPO(EeCCHOHANBHYIO AESITENbHOCTh M BBIMOIHSAEMYIO B PEXKUME pPeasbHOIro
BpeMeHu. OOpa3iibl 3a/1aHUi B COCTaBE KOMIUIEKTA OIEHOYHON JTOKYMEHTAIIMU Pa3MEIaroTCs Ha
caiite omepartopa a0 | OKTAOps rojaa, MPEANIESCTBYIONIETO MPOBEICHUIO JIEMOHCTPAIMOHHOTO
sk3ameHa (nanee — J19). KoHkpeTHbIIl BapuaHT 3ajaHus IOCTYIIEH INIaBHOMY 3KCIEPTY 3a A€Hb J0
naatel J10.

2.2. [Topsnok nposeaenus npouenypsl I'MA B popme /1D

[Topsimok mpoBeneHHsT NPOLEAYpbl TOCYAApPCTBEHHOM HWTOTNOBOM aTTECTaluu IO
o0pa3oBaTeNbHBIM IPOrpaMMaM CpPEIHEro Mpo(peCcCHOHATBLHOIO 00pa30BaHMUs YCTAHABIMBAET
IpaBWJia OPTaHU3alMKU U MPOBEJIEHUSI OPTaHU3ALUIMU, OCYLIECTBISIIOIIMMHE 00pa30BaTENIbHYIO
NeSITeIbHOCTh 110 00pa3oBaTeIbHBIM MPOrpaMMaM CpPeIHEro NpoQecCuoHaIbHOI0 00pa3oBaHUs
(mamee - oOpa3oBaTeNbHBIE OPTraHHU3AINN), 3aBEPIIAIOIICH OCBOCHHE  WMEIOIINUX
rOCYJapCTBEHHYIO aKKpPEIUTALIUI0 OCHOBHBIX IMPOQEeCcCHOHATIBHBIX 00pa30BaTEeIbHBIX MIPOrpaMM
cpenHero mnpogeccuoHalIbHOTO 00pa3oBaHusl (IIPOrpaMM MMOATOTOBKHM KBaJU(UIIMPOBAHHBIX
pabouux, ciayXallMX M TMPOrpaMM IOJTOTOBKHM CHELHATMCTOB CpEAHEro 3BeHa) (Jaiee -
00pa3oBaTeNbHbIe MPOTPAMMEBI CPEAHETO MPOdeCcCHOHATHHOTO 00pa3oBaHMs), BKIOYAsT (HOPMBI
['NA, TpeboBaHUS K MCHOJH30BAHUIO CPEJCTB OOyYeHHs] M BOCIUTAHHUSA, CPEICTB CBS3U NpHU
nposenennn I'NA, TpeboBanus, mpebsaBIseMble K UM, IPUBJIEKaeMbIM K npoBeaeHuio ' 1A,
MOPSOK NOJIaYM U pAaCCMOTPEHMSI aneUISILUM, U3MEHEHUS U (MJIM) aHHYJINPOBAHUS PE3yIbTaTOB
I'MA, a Takxke ocobeHHocTH mpoBeaeHuss [ A st BBIMYCKHUKOB W3 YHCTA JIUI[ C
OTrpaHMUYEHHBIMH BO3MOXKHOCTSIMU 37J0POBbsI, I€TEH-UHBAINIO0B U NHBAJINJIOB.

ObpazoBatenbHasi opranusaius odecrneunBaeT HeOOXOAUMbIE TEXHUUECKHUE YCIOBUS IS
oOecrieyeHus 3a/laHUSIMH BO BpeMs IEMOHCTPAIIMOHHOTO 9K3aMeHa BBIITYCKHUKOB, WwieHoB ['JK,
YJIEHOB 3KCIEPTHOM rpynnsl. JleMOHCTPallMOHHBIN AK3aMEH IIPOBOAMUTCS B LIEHTPE MPOBENCHUS
JEMOHCTpaMOHHOTO JK3ameHa (manee — LI1JID), npencraBisromem coOOW TUIOMIAAKY,
000pyI0BaHHYIO U OCHaIIEHHYIO B cooTBeTcTBUH ¢ KOJI. denepanbHblii onepaTop UMEET MpaBo



obcnenosats LII1JID Ha mpenMeT COOTBETCTBHSI YCIOBUSAM, ycTaHOBIeHHBIM KOJI, B ToM uucie B
YacTH HaJM4YUS PACXOJHBIX MAaTEPUAJIOB.

HITD moxer pacmojiaraThbCsi Ha TEPPUTOPUH O0Opa30BATENIbHOW OpraHu3alud, a MpHu
ceTeBoil ¢opme peanuzanuu 00pa3OBaTEIbHBIX IMPOrPaMM - TaKXKE Ha TEPPUTOPHUH HHOM
opraHu3aIy, o01aIarIIe HeoOX0IMMBIMU pecypcamu i opranu3anuu LIT/1D.

Beinyckuuku IIPOXOJST JIEMOHCTPALIMOHHBIN JK3aMEH B oras

B COCTaBE HK3aMCHAIMOHHBIX Tpymi. OOpa3zoBaTellbHAs OpraHW3alUsl 3HAKOMUT C IUJIAHOM
MPOBEJCHUS JAEMOHCTPALMOHHOTO SK3aMEHa BBIMYCKHUKOB, CHAIOIIUX JAEMOHCTPALMOHHBIN
9K3aMEH,
U Jinll, 00eCreYnBAIOIINX MPOBEACHUE JTEMOHCTPAIIMOHHOTO YK3aMEHa, B CPOK HE MO3THEE YeM
3a 5 pabouux AHEW 10 JaThl poBeeHus sk3ameHa. KonnuecTBo, 001mas miomajis U COCTOSHUE
MOMEIICHUH, MPEAOCTaBIAEMbIX [UJISI MPOBEJICHUS JEMOHCTPAIMOHHOTO SK3aMEHA, JIOJKHBI
obecrieunBaTh MPOBEEHNE JEMOHCTPALIMOHHOTO Kk3ameHa B cootBeTcTBuu ¢ KO/I.

He mo3nnee ueM 3a oguH paboumii JeHb 0 JaThl MPOBEACHUS JEMOHCTPALIMOHHOTO
HK3aMeHa IJIaBHBIM 3KCIIEPTOM ITPOBOAUTCA ITpoBepka roroBHocTH LIIT/1D B mpucyTcTBUU YiieHOB
AKCIIEPTHON TPYIIbI, BBITYCKHUKOB, a TaKXe TEXHUYECKOTO OKCIEpTa, HA3HAYAEMOTO
OpraHu3anueil, Ha TeppuTopuu KoTopoi pacmoinoxer LII1/I3, oTBeTcTBEHHOr0 3a COOMIOACHNE
YCTaHOBJICHHBIX HOPM U TIPaBUJI OXPaHbl TPYJa U TEXHUKU OE30MaCHOCTH.

['maBHBIM 3KCcmiepToM ocymectBisiercss ocMmoTp IO, pacnpenenenue oOsi3aHHOCTEH
MEXy YJICHAaMH SKCIEPTHOW TPYIIbI MO OLIEHKE BBIMOIHEHUS 33JaHUil JIeMOHCTPAIMOHHOTO
HK3aMEHa, a TaKXe pacIpeeieHue padounx MECT MEXAY BBITYCKHUKAMHU C UCIOJIb30BAaHUEM
criocoba cirydaiiHOW BBIOOpKHU. Pesynbrarhl pacrpenencHus OOS3aHHOCTEH MEXIy WICHAMU
OKCIEPTHON TPYNIBI M pacmnpeAeneHuss padodnx MECT MEXIY BBIMTYCKHUKaMU (PUKCHUPYIOTCS
TJIAaBHBIM 9KCIIEPTOM B COOTBETCTBYIOIIUX MPOTOKOJIAX.

Homyck BeimyckHukoB B LIITJ[D ocymiecTBisercss TiIaBHBIM SKCIEPTOM HA OCHOBAHHUH
JIOKYMEHTOB, YIOCTOBEPSIOIINX JTUYHOCTb.

OO6pazoBaTenbpHasi OpraHu3aius 00si3aHa He MO3/IHee YeM 3a OJIMH pabovuil IeHb J0 JHS
MIPOBEICHUS JIEMOHCTPAIIMOHHOTO JK3aMEeHa YBEJIOMHTH TJABHOTO JKCIepTa 00 Y4JacTHU B
MPOBEJICHUH IEMOHCTPAI[MOHHOTO 3K3aMeHa ThIOTOpa (aCCUCTEHTA).

TpebGoBaHMe K MPOJOIKUTEITHHOCTH IEMOHCTPAIIMOHHOTO SK3aMEHa:

[IpoaOMmKUTENBHOCTE  JEMOHCTPALIMOHHOTO 4:00:00
sK3aMeHa (He 6oJee)




3. HOPAAOK OPTAHU3AIIMU U ITPOBEJAEHU A 3AIIIUTHI UITJIOMHOI'O
ITPOEKTA (PABOTDI)

IIporpamma opranu3anyy NpoBeICHHs 3alUTh] AUIIOMHOIO ITpoeKTa (paboThl) KaK 4acTh
nporpammel ['MA noikHa BKIIIOYaTh:

3.1 OOuue MoI0XKEHNSA

JlumioMHbIl TpoeKT (paboTa) HAIpPaBJIEH HA CUCTEMATHU3ALMIO0 M 3aKpEIJICHUE 3HAHUMN
BBIITYCKHHUKA I10 CHELMAIbHOCTH, a TAK)XKe OIpPEJesIeHUE YPOBHS T'OTOBHOCTU BBITYCKHUKA K
CaMOCTOSITENILHOM  MPOPECCHOHANBHON  JeATeIbHOCTH. JIMTUIOMHBIA — TIpoekT  (pabota)
IPENonaraeT caMOCTOSATENbHYIO MOATOTOBKY (HAIMCaHUE) BBITYCKHUKOM IpoekTa (padoTsbl),
JEMOHCTPHUPYIOIIETO YPOBEHb 3HAHMN BBITYCKHMKA B paMKax BBIOPAaHHON TEMBI, a TaKxke
c(OPMHPOBAHHOCTB €r0 NPO(HECCHOHAIBHBIX YMEHUH U HABBIKOB.

TemaTyka JUITIOMHBIX IPOEKTOB (padoT) onpenensieTcs 00pa3oBaTeIbHON OpraHN3aIieH.
BeinmyckHUKY npeiocTaBisieTcs paBo BbIOOpa TEMbI AUMIIIOMHOTO ITPOeKTa (paboThl), B TOM YHCIE
IPEUIOKEHHS] CBOEH TeMbI C HEOOXOIUMBIM 00OOCHOBAHUEM IIeJIECO00Pa3HOCTH €€ pa3padoTKu
JUIs  NPAaKTHUYECKOro MHpHUMEHeHMs. Tema JOUIUIOMHOTO mpoekra (paboThl)  JOJKHA
COOTBETCTBOBAaTh COJAEPKAHMIO OJHOTO WJIM HECKOJBKUX MPOPECCHOHAIBHBIX MOAYJIEH,
BXOJISIUX B 00pa30BaTeNbHYIO IPOrpaMMy CpelHero npodeccuoHanbHOro 00pa3oBaHusl.

JUiss  TOATOTOBKM  JMIUIOMHOTO TpoeKkTa (paboThl) BBINYCKHUKY Ha3HAYaeTCs
PYKOBOJIUTEIb W IpU  HEOOXOAMMOCTHM KOHCYJBTaHTbI, OKa3bIBAIOIIME BBITYCKHHUKY
METOJIUYECKYIO MOJIEPIKKY.

3akperieHHe 3a BBIIYCKHUKAMU TEeM JUIUIOMHBIX IPOEKTOB (paboT), Ha3HAaYeHHE
pyKOBOJUTENEH U KOHCYJIBTAHTOB OCYILIECTBIISIETCS PACIIOPSIIUTEIbHBIM aKTOM 00pa30BaTeIbHOM
OpraHu3aluy.

[IpumepHas TeMaTuKa AUMJIOMHBIX POEKTOB (PabOThI) O CHELMATBLHOCTH; CTPYKTypa U
coJiepKaHHe JUILUIOMHOTO TNpoekTa (padoThbl); MOPSIOK OLIEHKU pe3yJIbTaTOB IUIJIOMHOTO
npoekTa (padoThl); MOPSAOK OIEHKU 3aIUTHl JUIJIOMHOTO MpoeKTa (paboThl) MPEICTaBICHBI B
nporpamme ' A.
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