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Pabouast mporpaMma mpodeccHoHaTbHOTO MOy sl pa3paboTaHa Ha ocHOBe DenepaqbHOrO rocy-
JapCTBEHHOT0 00pa30BaTEIbHOTO CTaHAapTa o cnenuanbHocT 42.02.02. «HM30amenvckoe 0enoy.

(yTB. mpukazoM MuHuctepcTBa obpazoBanust u Hayku Poccuiickoit denepanun ot 28 uronst 2014
r. Ne 834).

Opranuzanus-paspadoruuk: Cankr-IlerepOyprckoe roCyJapCTBEHHOE Or0JKETHOE
npodeccuonanpHoe  oOpazoBarenbHOe — yupexkaeHue — «Kosmmemx
ABTOMATH3AIMA [POU3BOJCTBEHHBIX TPOIECCOB U  MPUKIATHBIX
MH(OPMALIMOHHBIX CUCTEM»

[Iporpammy coctaBuna 3aiiyesa O.C., npenodasamenv Cankm-Ilemepbypecko2co 20cyoapcmeeHHo2o
010021cemno2o npogeccuoHanbHo20 06pazosamenbHO20 yupescoeHus
«Konneooic asmomamusayuu npou3go00CmeeHHbIX NPOYecco8 U NPUKIAOHbIX UHHOPMAYUOHHBIX CU-
cmemy

[lporpamma paccMoTpeHa W OmoOpeHa Ha 3aceJaHUM METOJMYECKOW KOMHCCHH, IPOTOKOIN
Ne 8 ot 11.05.2023.

3aBeAyIOMIHi OTIEIOM
coJiepKaHusi 00pa30BaTEIbHBIX MIPOrPaMM A.®.Kmaitno



1. OBIIASI XAPAKTEPUCTHUKA PABOYEN ITPOT'PAMMBI
IMPO®ECCHUOHAJIBHOI'O MOAYJIA

1.1. O6saacTh npuMeHeHnsi padoueil MPOrpamMmbl
Pabouast mporpamma mpodeccHoHATEHOTO MOAYJSI SIBJISIETCS YacThI0O OCHOBHOW 00pa3oBa-
tesnbHOUM nporpammbl B cooTBeTcTBUU ¢ PI'OC CIIO no cneunansHoctu 42.02.02 «M3patenbckoe
JIEJI0» B 9YaCTH OCBOEHUSI OCHOBHOTO BHJ1a TipodeccruoHanbHou aAestenbHocTd (BIT/l): Boimosinenue
padoT no npodeccun e10nNpou3BOAUTENb.

1.2. Iles1b ¥ IUIAHUPYEMBbIe Pe3yJIbTATHI 0CBOEHUSA NMPO(eCcCHOHATBLHOT0 MOTYJIA

B pesynbrate n3zyuenus npohecCHOHaTLHOTO MOAYIISI CTYACHT AOKEH OCBOUTH OCHOBHOM
BU/JI JIeSITEIHHOCTH «BbInosiHeHue padot no npodeccuu e 10npon3BoauTeb» U COOTBETCTBYIO-
e eMy npoQeccuoHaNbHbIE KOMIIETEHIIUH, OOIINE KOMIETCHIIHH.

1.2.1 ITepeyeHn 0OMUX KOMIIETEHIIUN

Kox HaumenoBanue o0ux KoMIeTeH NI

OK 1 [ToHMMAaTh CYIIHOCTH M COLMATBHYIO 3HAUMMOCTh CBOEH Oynymieit mpodeccuu, mpo-
ABJISITh K HEM YCTOMYUBBIN UHTEPEC

OK 2 OpranuzoBbIBaTh COOCTBEHHYIO JESTENbHOCTD, BHIOMPATh TUIIOBBIE METOBI U CIIO-
COOBI BBITTOTHEHUS MTPOPECCUOHAIBHBIX 3a/1a4, OIIECHUBATh X 3(P(HEKTUBHOCTh U Ka-
YeCTBO.

OK 3 [IpuHuMaTh peleHrs B CTaHJAPTHBIX U HECTAHAAPTHBIX CUTYaLUSIX U HECTH 32 HUX
OTBETCTBEHHOCTb.

OK 4 OcCy1ecTBIATh MOUCK U UCTIONh30BaHNE HHPOPMAIIHN, HEOOX0AUMOM 1Tt 93P PEKTUB-
HOTO BBIMIOJHEHHSI TPO(ECCHOHATIBHBIX 3a/1a4, MPOPECCHOHATHHOTO U JIMYHOCTHOTO
pa3BUTHSL.

OK 5 Hcnonk3oBaTth WHGOPMAIMOHHO-KOMMYHUKAIIMOHHBIE TEXHOJOTHH B MPOQeccHo-
HaJILHOU JIeATECIbHOCTH.

OK 6 PaboraTe B KOJJIEKTHBE U KOMaHAe, Y)(PEKTUBHO 0OIIATHCS C KOJIJIETaMu, PYKOBOI-
CTBOM, MTOTPEOUTETSIMHU.

OK 7 Bpate Ha cebst OTBETCTBEHHOCTh 3a pabOTy YJIECHOB KOMaH/bI (ITOJAYMHEHHBIX), pe-
3yJIbTAT BBINOJIHEHUS 3aJaHUM.

OK 8 CaMocCTOsITeTbHO OMPENeTsATh 3a1a4i NMpoGheCCHOHATHHOTO U JIMYHOCTHOTO Pa3BH-
TS, 3aHUMAThCSI CaMOOOPa30BaHNEM, OCO3HAHHO IUIAHUPOBATH TMOBBIIICHNE KBAJIM-
dukaum.

OK 9 OpueHTHPOBATHCS B YCIOBUSAX YaCTONH CMEHBI TEXHOJIOTHI B MPOGeCCHOHATHHOM Jie-
SITEJILHOCTH.

1.2.2 Tlepeuens npoecCHOHAIBHBIX KOMITETEHIUH

Kon

HaumeHoBaHue BHI0B 1eATEILHOCTH U MPO(ECCHOHATBHBIX KOMIIETCH UM

B/ 1

Brinonnenue pabot no npodeccun «Jlenonpon3BoauTeNns»




IK Ocywecmenamos pabomy no opeanusayuu 00OKyMeHmoobopoma opeaHu3ayuu.

4.1

K Ocywecmansams pabomy no 0ghopmieHUIO CIyHCeOHbIX OOKYMEHMO8.

4.2

K Ocywecmenams npuem u pecucmpayuro KoppecnoHOeHyuu, KOHMpOib ee UCNOJHEeHUs U Om-
43 NPABKY UCHOTHEHHOU OOKYMEeHMayuu no aopecama.

K Ocywecmensamos pabomy no cucCmemMamusayuy U XpaHeHuro OOKYMeHmMo8 MeKywe2o apxusd.
44.

K Ocywecmensimes pabomy no no02omoske 0OKyMeHmMOo8 K coaye 8 apxue.

4.5.

B pesynprare ocBoeHMs TPO(HECCHOHATBHOTO MOAYJIIS CTYACHT J0JIKEH:

UMETh TIPAKTH-
YECKUU ONBIT
B:
3HATD: ®  710]100/CeHUs U UHCMPYKYUU NO 8e0eHUI0 0eJlONPOU3800CHEA 8 YUPelCOeHUl,
op2aHUu3ayuYU U Ha NPEONPUAMUU;
® 0CHOBHble nonodicenus Eounou eocyoapcmeenHoll cucmemvl 0e10npou3600-
cmea;
®  110pPsA0OK KOHMPOJIS 3 NPOXOHCOCHUECM CILYHCEOHBIX OOKYMEHMO8.
YMETb: ® ocywecmenams pabomy no 0QOPMIEHUIO CYHCEOHBIX OOKYMEHMOS;
® Oocywecmensams pecucmpayuio, npuem U omnpaegienue KOppecnoHOeHyuu,
® ocywecmeansims 00CMABKY KOPPECHOHOESHYUU BHYMPU YUPeHCOeHUsT;
® ocywecmensims yuem, XxpaHenue u obecneuenue onepamueHo20 NOUCKA HyHc-
HOU OOKYMeHmMayuu;
® ocyuecmanams n0O20MoBKY OOKYMEHMO8 K coaue 6 apxus,
1.3. Kom4ecTBO 4acoB, OTBOAMMOE Ha OCBOCHHE MPO(HECCHOHATBHOTO MOLYJIS
Ne N O0bem
Bup y4yeoHoii padoThI
n/n 4acoB
1. Bcero yacoB, oTBOANMOE HA 0OCBOeHHE NMPO(eCcCHOHATBHOI0 MOAYJIA 261
2. O0bem padoThI 00yYAKOIIMXCSH BO B3AUMOAEHCTBUM € NPeENnogaBaTesiemM 174
(oOs13aTenbHOM ayTUTOPHOM YUeOHON HArpy3KU 00y4aroIIerocs)
B TOM YHCIIC:
—  TeopeTHdYecKoe 00yueHHe 160
—  [PaKTUYECKUE 3aHSATHS 114
— B opMe MPaKTUYECKOH MOATOTOBKU 142




KypCOBO€ ITPOEKTHPOBAHUE

y4eOHas paKkTHKa 36
IIPOU3BOJACTBCHHAS IIPAaKTUKaA

KOHCYJIbTAllUA K 9K3aMCHY 2
CamocTrosiTeJIbHAsI BHEAYTUTOPHAS padoTa 00yJIarouXxcst 87

IIpome:kyTouHasi arrectauus B gopme 3K3aMeHa




2. CTPYKTYPA U COAEP KAHUE TPO®PECCHUOHAJIBHOI'O MOAYJIA

2.1. CTpykrypa npo¢eccCuoHAILHOr0 MOMLYJIs

O06beM mpodhecCHOHATLHOTO MOYJIS, aKaJl. 4ac

PaboTa oOy4arommxcst BO B3aUMOACHCTBUH C TIPEToiaBaTeieM

O6 it B TOM YHCIIE
Komer OK, HanMeHOBaHHUs pa3/esoB 00BeM naGopa- pons- Camo-
K npoeCCHOHATBEHOTO MOLYJIS HArpysKH, B popme TopHBIE | Kypco- BOJI- CTOs-
akan uac | Bcero | TPAKTA- | mpax- | Bas pa- y4deOHas crper. | TENbHAA
YeCKOM IpaK- pabora
THYE- oora, Has
MOJITO- THKa
CKHE 3a- | TIPOEKT npax-
TOBKH
HSATHS THKa
1 2 3 4 5 6 7 8 9 10
IIK 4.1 — | Pazpea 1. MIK.4.1. «/letonpou3sso- 261 174 142 114 87
I1K4.5 JTUTEJIb)
VIL VY4yebHas mpakTuka (IpU HATMYUH)
1M 04 36 36 36
ITpomesxyTouHas arTecTanus
Uroro 297 174 178 114 36 87




2.2. TemaTnyeckui IJjiaH u coaecpikaHue I[pO(l)ECCI/IOHaJ'ILHOFO MOAYJIsA «BblnoiHeHHE paﬁoT no l'IpO(l)eCCI/II/I ((I[CJIOHPOI/IEBBO)II/ITQJIL»

B Br.4.B
HaumeHoBaHue pa3aesnos npo- T.1. dopme
(deccuonansnoro moay.as (IIM), Copaep:xanue y4eOHOr0 MaTepHaJia, NPAKTHYECKUE 3aHATHSI, CAMOCTOSITeJIbHASA padoTa Oo0bem ya- | IPaAKTH4Ye- IDAKTHYE
MERINUCHUTIINHAPHBIX KYPCOB ol0yyarommxcs cOB CKHX 3aHS- p .
. CKOM Imoa-
(MIK) u Tem THii A
IrOTOBKH
1 2 3 4 5
Pazgen 1. MAK.4.1. «/le10npon3BOAHTETb) 174
Tema 1. Cuctema Jokymentann- | Coaep:kaHue yuedOHOTro MaTepuasia 6 2
OHHOrO0 o0ecneyeHus
ynpasJienus 1 Henn, 3anaun, ocHoBHbIe puHIUIE JJOY. HopMaTHBHO-3aK0HOAATEIbHAS 2
6aza JI0Y
2 JHenonpon3BoacTBeHHas ciy0a. @yHKIUHN, TpeOOBaHUSA, CTPYKTYpa, 005- 2
3aHHOCTH cHeIHalIncToB. POopMBI OpraHU3aluy AeIONPOU3BOIACTBA
3 BHyTpeHHHeE JI0KaIbHbIE HOPMAaTUBHBIE aKThl, PErJIaMEHTHPYOIIUe padoTy 2 2
ciyx061 JJOY B opranuzanuu
Coaep:xanue yae0HOro marepuaJa 12 6 10
1 Hokyment: Buapl, Gpynkmun. Knaccupukanus 1oKyMeHTOB, CTaHIapTH3a- 2 2
1Usl 1 YHUDUKALMS TOKYMEHTOB. YHU(DUIUPOBaHHbBIE POPMBI JIOKYMEHTOB 2
2 Brnank nokymenTa. Buapl 61aHKoB 2 2
2
Tema 2. JlokymMeHTHpOBaHHUE
uHopmManumn 3 TpeboBaHus kK 0OpMIICHUIO OJAaHKOB M PEKBU3UTOB MEXKIyHAPOIHOH T0- 2
KyMEHTAaluu
Ilpakmuueckue 3anamusn 6
1 Co3zoanue wabnono6 O1aHKO8 OOKYMEHMOB C NPOOOTbHbIM U Y2I08bIM PAC- 2 2 2

NOJNI0JHCEeHUEeM peKeUu3umoes




2 Coszdanue wabnona 08yA3614HO20 OAAHKA NUCbMA OP2AHUZAYUU 2 2
3 Ogopmaenue 0CHOBHBIX PEKBUUMOE OOKYMEHMO8 HA NPOOOILHOM U Ylo0- 2
80M baankax
TeMma 3. Opra}[n:;aun()]-[]-[()- Coaep:xanue yue0HOro MaTepuasa 48 41 32
pacnopsiiuTeIbHAs U UH-
dopMalHOHHO-CIIPaBoYHAst 1 OpraHn3annoHHBIE JOKYMEHTHI: 3HaYCHUE, BUBI, TpaBmiIa 0(hOpMICHHUS 2 2
JIOKYMeHTaNusl, 1eJ10Bast 1me- | , PacniopsinurensHBIe JOKYMEHTHI: BUBI, TpaBuia opopmieHus. OcoOeHHO- 2
pemnucKa CTH pabOTHI C TEKCTOBOM 4acThIO JOKyMEHTOB. [IpaBHiia MOATOTOBKH BEI-
MHUCOK M3 JOKYMEHTOB 2
HudopMamoOHHO-CIIpaBOYHEIC JOKYMEHTHL: BUABI, IPaBUiIa 0)OPMIICHHS.
3 p p y p p 2 2
eJIoBas MepenrcKa: BUIbI MIceM, TpeOOBaHU K paboTe ¢ TeKCTOBOI ya-
4 p p p 2
CTBIO JIOKYMCHTOB 2
5 OcoOCHHOCTH JICKTPOHHOI MEPEHCKH 5
Ilpakmuueckue 3anamus 41
1 Odgopmaenue mumynvhvix aucmos (Ycmas, Ilonoocenue, HUncmpyxyuu,
IIBTP) 2 2 2
2 Ogopmnenue opeanuszayuonnvix 0okymenmos (Ilonosxcenue, Uncmpyxyuu) 2 2 2
3 Paspabomxa u ogpopmnenue Tabers u Anvb6oma popm 00KymMeHmos» 2 2 2
4 Cocmasnenue u oghopmieHue NPUKa308 NO OCHOBHOU OesMeNIbHOCMU, Gbl-
RUCKU U3 NPUKA3a 2 2 2
5 Cocmasnenue u ogopmieHue npuxazos no AOMUHUCIPAMUBHO-XO035l-
cmeeHHOU pabome 2 2 2
6 Cocmaegnenue u ogpopmaenue pacnopsicenuti 2 2 2
7 Cocmaenenue u ogpopmanenue akmos 2 2 2
8 Cocmaenenue u ogopmienue npomokona (noamas ¢popma), Kpamrou ) ) )

@opmvl npomoxoaa, 8bINUCKU




9 Cocmasnenue u oghopmierue cnpagox 2 2 2
10 Cocmasnenue u oopmienue ciyncebHbLX, OOKIAOHbBIX, 0OBICHUMENbHBLX

3anucox 2 2 2
11 Cocmaenenue u ogopmienue nucem uUHGOPMAYUOHHBIX, CONPOBOOUMENb-

HbIX 2 2 2
12 Cocmaenenue u ogpopmanenue Kommepueckux npeoiodceHul 2 2 2
13 Cocmaenenue u ogpopmaenue UHUYUAMUSHBIX U OMBEMHbIX RUCEM 2 2 2
14 Cocmaegnenue u oghopmaenue nucbMa-HanoOMUHAHUsL, Y8eOOMICHUs, 2 2 2
15 Cocmaegnenue u oghopmaenue nucoma- npemeH3ul, 2apaHmuiiHo2o RUCbMd 2 2 2
16 Cocmasnenue u opopmieHue nUcem-3anpocos, noOMmMeepIHcOeHU 2 2 2
17 Cocmaenenue u ogopmaenue 01a200apcmeeHHbIX HUCEM, NUCEM-NPUIA-

wienut 2 2 2
18 Ipaxmuueckoe 3ansmue Ne 21. Cocmasnenue 31eKmMpOHHbIX NUCEM 1 1 2
19 Omnpasxa nucem no noume Poccuu u no anexmponnot noume. 2 2 2

Tema 4. /loroBopsbI 1 conpo- Conepsxanue yueOHOro MarepuaJja 16 11 16
BOAMUTEC/IbHasA JOKYMEHTa-
o K HUM

1 Jorosopsl. Bujsl, npaBuiia cocTaBieHUs 2 2 2
2 ComnpoBoauTenbHas HoKyMeHTalus. TpeboBaHus K co3mgaHuio, odopmiie- 2

HHUIO. 2 2
3 JloBepeHHOCTH: BUABI, IpaBHia 0(pOpMICHHS 2
Ilpakmuueckue 3anamusn 11
1 Ogopmnenue conpo8oOUMETbHBIX NUCEM. 1 1 2




10

2 Ogopmnenue 0oz2060pa nocmasku 0060py008aHUs U CONPOBOOUM ENbHOU 2 2
OOKYMeHMAayuu K Hemy 2
3 Ogopmnenue 002080pa Kynau-npooaxicu u conposooumeibHou 00KyMeH- 2 2
mayuu K Hemy 2
4 Ogopmnenue 002060pa oxkazanus yciy2/noopsaoa u conposoOUmMenbHOU 00~ 2 2
KYMEHMAayuu K Hemy 2
O¢po 1K 0 2
5 PMIEHUE NPOMOKOIA PAZHOSAACUT K 002080DY 2 2
2 Odgopmaenue dogepennocmeil. eeHepaibHas 008ePeHHOCMb Ha DIAHKe Op- 2 2
2anuzayuu, 008ePEeHHOCMb HA NPoGedeHUe MUNOBbIX ONepayuil, Ha noIyde-
nue TMIJ 2
Tema 5. JIeJIONPOU3BOACTBO U 2
IIOKyMeHTooﬁopOT OpraHm- Conepsxanue yueOHOro MarepuaJja
3aunu 1 Cucrtemaruzanusi goKymMeHTOB. Opranusanus AoKymeHtoobopora. I'paduk moky- 30 22
MEHTOO0OpOTa OpPraHU3aAIUU 22
2 . Co3anue oneporpamMm JABHXKCHHS JOKYMEHTOB. [IpaBuia 00pabOTKH BXOISIUX,
HUCXOASAIIMX U BHYTPEHHUX JOKYMEHTOB.
3 Peructpanusi TOKyMEHTOB. PeructpanuoHHbie (HOpPMbI. DICKTPOHHBIC KYPHAIBL.
PKK.
4 . [IpaBuna opranu3anuu CTaHIapTHBIX TPOIECCOB B JEJIOTPOU3BOJICTBE: COTIACOBA-
HUE, UCTIOJIHEHHE, YTBEPKACHUE, O3HAKOMIIeHHE . KOHTPOIIb CPOKOB UCTIOIHEHHUSI J10-
KyMEHTOB
Ilpakmuueckue 3ansamus 9 2 2
1 Ipakmuuyeckoe 3auamue 29. Pazpabomxa epagpuxa 0okymenmoobopoma opearusa- 2
yuu 2 2
2 Cozoanue onepocpamm 6xo0sauux 0okymenmos, Obpabomxa 6x00auux OOKYMeH- 2
moeg 2 2
3 Co3zoanue onepocpamm ucxooawux 0okymenmos Oopadomra ucxoosauux 0oKymen- 2
moe. 2 2
4 Co3zoanue onepocpamm HympeHnHux 0okymenmoe Obpabomka 6HYMPEHHUX OOK)- 2 ) )

MEeHMmMoe
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5 . Coz0anue 31eKMPOHHBIX PecUCmMPAYUOHHbIX POPM 6X0OAUWUX, UCXOOAUUX OOK)- 2
MEHMO8 (C MUMYAbHbIM JUCHOM) 2
6 . Coz0anue 1eKMPOHHBIX PE2UCPAYUOHHBIX POPM NPUKA308 PAZHLIX 6UA08, PAC- 2
nopsdceHutl (¢ MumyibHblM JUCTOM) 2
7 Co3z0anue 31eKMpPOHHBIX pecucmpayuoHusix opm cnpaeok, /13, C3, dogeperno- 2
cmeitl (¢ MUMyabHbIM TUCTOM) 2
8 Pecucmpayus 6xo0syux, ucxo0auux u 6HympeHHUx OOKYMEHMO8 8 JCYPHANAX pecU- 2
cmpayuu 2
9 Obpabomxka 6x005Wux, UCXOOAWUX U GHYMPEHHUX OOKYMEHMOE C UCNONb308AHUEM 2
PKK 2
10 Koumpons ucnonnenus 0OKyMeHmo8 ¢ UCNONb30GAHUEM DAHBIX (POPM KOHMPOLs 2
(PKK, naanuposwuxu, 31ekmpoHHsie hopmol) 2
11 : Ombop, pecucmpayus, 00pabomra OOKyMeHmo8 8 31eKmporHbIX popmax. Hanpae- 2
JleHue OOKYMEHMO8 HA paccMompenue, UCHOIHEHUE. 2
Tema 6. KondpuaenunaabHast Conepskanue yueOHOro MaTepuaJja 12 12
ungopmanus. lpasuia pa- 1 CaeieHus, OTHOCSIIHECS K KOHPHUICHIHATBHO HHpOPMAIIKH, 3alIUTa [0~
00TBI ¢ IOKYMEHTAMH KyMEHTOB COJEPIKAIINX KOMMEPUECKYIO TallHy 2 2
5 Opranuzanus paboThl ¢ JOKYMEHTAMH, COAEPIKAIIMMU KOH(PUACHIIUAIb- 9
Hble cBeieHus1. TexHonorus 00paboTKu KOHPUACHIIUAIBHBIX JJOKYMEHTOB 2
Ilpakmuueckue 3ansamus 8
1 Obpabomka KOHGUOEHYUATIbHBIX OOKYMEHMO8 2 2
2 Odghopmnenue uncmpykyuu no pabome ¢ KOHQUOEHYUANbHOU
unghopmayuei. Mepwl no oxpane KonguoeHyuarbHou uHpop- ) )
mayuu
3 Odghopmnenue Ilonoxcenus o pabome ¢ KOHGUOEHYUAILHOU UH- ) )
Gopmayueii 8 opeanuzayuu
. Obpabomrka ooxymenma ICII: coz0anue, noonucanue, pe2u-
4 2 2
cmpayust, UCNOJIHERUe
Conepskanue yueOHOro MaTepuaJja 8
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Buasl oOpateHuii rpaskaan v nopsiJok ux paccMorpenus. Tpedosanus O3-

2
59 «O06 obpameHusIX TpaXxIaH» 2
2 Texnonorust paboTs! ¢ obpamenusmu rpaxaan. Cr. 9, 11, 12 ©3-59 2 2 2
Ilpakmuueckue 3anamus 4 2
Tema 7. JleJIONPOU3BOACTBO | ¢ Ogopmaenue nucbMeHHO20 0OpaujeHus. 2 2 2
M0 YCTHBIM H MIUCbMEHHBIM
06pAIIEHHsIM TPAKIAH 2 . Obpabomxka u pecucmpayus NUCbMEHHO20 0OPaAUjeHUs. 2 2 2
Coaep:xkanue yaeOHOro MmarepuaJa
Tema 8 HoMeHKJIaTYpa /1e1. Aep y P 14 8 8
Buabl, npaBusiia padoTbl
1 Homenknatypa nmen opranu3aiiid. Bumbl, TpeOOBaHHMS K CO3IaHUIO U
odpopmiennro. Kinaccudukanmonnas cxema J0KyMEHTOB 2 2
2 . IlepeuHn OKyMEHTOB, UCIONIB3YEMBIX IIpU cocTaBieHuu HJI opranusa-
uuu. Uepapxus qokymenToB B H/| 2 2
3 . HI opranuzanuu u mojapas3aeieHus, MOArOTOBKa, odopmieHune, BBOJ B
JeiicTBue 2 2
Ilpakmuueckue 3anamus 8
1 . @opmuposanue K1accupuKAyuOHHOU cxembl OOKYMEHMO8 OPeaHU3aAYUL 2 2 2
2 Oghopmaenue HoMeHKAAMYPbI Oell N0 HANPABTIEHUSAM O0essMeNbHOCIU C UC- 2
noavzosanuem Iepeyns 2019 2. 2 2
3 Coszoanue H/] no nanpasienusm desmenrbHOCMU NOOPA30eieHUll C UCHOb- 2
308aHuem munogvix ompacneswvix H/[ u munosuix Ilepeuneii 2 2
Co3zodanue u ogpopmnenue ceoonotl H/ opeanuzayuu. Opopmnenue H/[ noo-
4 P P P 2
paszoeneHuil 2 2
Tema 9. [IOAr0TOBKA 10KY- Coaep:xanue y4e0HOro marepuajia o8 16 20
MEHTOB K apXMBHOMY Xpa- [ C
. Cpoku XpaHeHHs JOKYMEHTOB. BH/Ibl apXUBHBIX JJOKyMEeHTOB. OniepaTHB- 2
HCHUIO HOE XpaHEeHHUE JOKYMEHTOB. 2
2 . DKcrepTH3a LEeHHOCTH JOKYMEHTOB. J[esTenbHOCTh IKCIePTHOW KOMHKC- 2 )

cuu (9K).
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3 JIOKyMeHTEL, IepelaBacMble B apXUB OpraHu3alyd. [loAroToBka goKy- 2 2
MEHTOB K apXHBHOMY XpaHECHHIO
2 . [louck yrpaueHHBIX 10KyMeHTOB. [I0roTOBKa TOKYMEHTOB K YHHYTOXKE- 2
HUIO
5 . UnpopmanmonHo-cipaBouHas paboTa 1o J0KyMEeHTaM apXuBa. ApXHB- 2 5
HBIE CIIPAaBKH U BBIIIUCKH U3 JOKYMEHTOB
Ilpakmuueckue 3anamus 16
1 . Cocmasnenue u ogpopmnenue npuxasa o cozoanuu K, Ilono- 2 )
arcerust 06 IK
2 Odgopmnenue, [Ipomoxona 3acedanuss IK 2 2
3 Obpabomra doxymenma [CII: coz0anue, noonucauue, pecucmpayus, uc- 2
noaHeHue 2
4 . OT6Op JOKYMEHTOB JJIsl MOATOTOBKH K apXHBHOMY XPAaHEHHUIO C UCIIOJIb- 5 5
3oBanreM HJI opranusanuun
5 . [logroroBka Jen K nepeaaye B apXUB, COCTABICHUE OMHUCEH, THTYIbHBIX 5
JIHCTOB, IIPOLIKMBKA JET:
2
- npukassl no OJl,
6 [MoaroroBka Jen K nepeaaye B apXHUB, COCTABICHHE OMUCEH, TUTYJIbHBIX 5
JICTOB, IIPOLIKMBKA JET: 5
- JOKYMEHTBI JUTMTEIbHBIX CPOKOB XpaHEHHUS ITOpa3IesIeHHH
7 . CocraBiieHHe aKTa ey, BEIICIICHHBIX K YHHUYTOXCHHIO 5 9
8 Cocrasnenne 1 opopmiieHHe aKkTa 00 yTpaueHHbIX JOKYMEHTaX, IIyTH PO- 5 9
3bICKA KOTOPBIX HCUEPIIAHBI»
BHeayauTopHas (camMocTosITe/IbHAN) yueOHAasi paboTa NP U3y4eHUH pa3jaena g7 87
Y4yeOHasi npaKkTUKa
Buasl pador
VYuactue B opranuzanuu pabodero Mecra criequaiucTa ciyxos JJOY.
VYuactue B ogbope 1 00padboTke nHpOpMaIHK U1 HHOOPMALMOHHBIX CTEHO0B odrca (I TOCEeTUTENEH, COTPYAHUKOB).
Co3naHne mpe3eHTaIy 110 KOPIIOPaTUBHOM KyJIbType paOOTHUKOB oduca 36

agkrwbdE

VuacTue B IMpOBEACHUN TCJ'IC(l)OHHI)IX NEeperoBopos, npueMa HOCGTI/ITGHeﬁ, npueMa ,ueneraunﬁ.
YyacTHe B COCTaBICHUH nporpaMMbl KOMaHAUPOBOK PYKOBOAUTEIIA, MOATOTOBKA U OQ)OpMHeHI/Ie JOKYMEHTOB JJIA ACJIOBBIX
TOE€3I0K PYKOBOJUTEIISL OPraHru3alinu.

Cocrasienne u ohopmileHHe TOKYMEHTOB opranu3anui. Opranusamnus JOKyMEeHT0000poTa
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© XN

VYyacTie B opraHu3aliy ¥ MOATOTOBKE COBEMIaHUA, 0O(hOpMIIEHHE TOKYMECHTAIIH

VYyacTie B IpoBeIeHIH MIPE3CHTAINN, OPTAaHU3aINH BHICTABKH BBIITYCKAaeMOH NMPOAYKINH (GHPMBI
[Ipou3BoanTh pabOTHI IO CKAHUPOBAHUIO, KOTIMPOBAHHIO U MIEYATH JOKYMCHTOB.

Pacro3HaBanue JOKYMEHTOB C MOCIeayIonei nepenadeii B \Word.

Bcero

297
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3. IPUMEPHBIE YCJIOBUSA PEAJIM3ALIUU ITPOT'PAMMBbI
IMPO®ECCHUOHAJIBHOI'O MOAYJIA

3.1. MaTepuajibHO-TEXHUYECKOE o0ecrnevyeHune

Peanuzamus nporpaMMbl MOYJIsl Ipe/inoyiaraeT Hamuuue yueOHoro kabunera «J/lokymenra-
LIMOHHOE 00ecreYeHune yrpaBiaeHus», npeaycmorpennoro @I'OC.

OO6opynoBanune y4eOHOro KadMHeTa M pado4nX MeCcT KaOuHeTa:

- IOCa/I0YHbIE MECTa MO KOJUYECTBY O0yUaIOLIUXCs;

- mKadbI-CTEIUIAXH JIJIS pa3MeIleHUs] y4eOHO-HATTISAHBIX IOCOOUH U IOKyMEHTAIUH;

-paboyee MeCTO Mperno1aBaTes;

- KOMIUICKT y4eOHO-HATJISTHBIX TOCOOUIA;

- MeToaudeckue Marepuansl o 11M;

- TEXHUYECKUMH CPEJICTBAMU 00YUYEHHUS: KOMIIBIOTEPHOE, COOTBETCTBYIOIIEE COBPEMEHHBIM
TpeOoBaHUSAM 0€30MaCHOCTU U HAAEKHOCTU, MYJIbTUMEIUHHOE 000pya0BaHHE (IIPOEKTOP U
HPOCKIIMOHHBII SKpaH), JIOKaJIbHAsl CETh C BBIX00M B Internet.)

Peanuzanus nporpamMmbl MOZYJS MPEANONAracT 00s3aTeNIbHYI0 YYEOHYI0 M IPOU3BOJICTBEHHYIO
IPAKTUKY, KOTOPYIO PEKOMEH]IyeTCsl POBOAUTH KOHIIEHTPUPOBAHHO.

3.2. UudopmanuonHoe odecriedeHne 00y4eHust

3.2.1. IleyaTHble U3XAHUA

1. Pymbianna JI.A. JIokyMeHTallmoHHOE oOecriedeHue yrpaBieH s : yaeOHUK A7 CTYI. yupe-
xaeauii cpen. mpod. O6pazosanus / JI.A. PymbiauHa.- 5-¢ u3., ucnp. u nom.-M.: M3naTenbekmii
LEeHTp «akaaemus», 2020. — 224 c.

3.2.2. DIeKTpOHHbIe U31aHUS (JIEKTPOHHbIE pecypchbl)
http://www.profiz.ru/sr/
www.sekretariat.ru
http://www.delo-press.ru/

3.3. KaapoBoe obecnneuenue 00pa3oBaTeIbHOr0 Mponecca

TpeboBaHust K KaAPOBBIM YCIOBUSAM peaan3aluy 00pa30BaTeIbHON MPOrPaMMBI.

Peanuzanus o6pazoBaTeabHON MPOrpaMMbl 00ECTIEYMBAETCS PYKOBOASIIUMHU U Telaroruye-
CKUMHU pabOTHHKAaMH 00pa30BaTeIbHON OpraHU3aliy, a TAaKXKe JIMIAMH, IPUBJIEKAaeMbIMU K peasu-
3alnu 00pa3oBaTeIbHOM MPOrpaMMBbl Ha YCIOBUAX T'PaKIaHCKO-TIIPAaBOBOTO JI0TOBOPA, B TOM YHUCIIE
U3 YHclia PyKOBOAUTENEH U paOOTHUKOB OpraHu3alui, 1eATeIbHOCTh KOTOPBIX CBsI3aHa C HAIlpaB-
JICHHOCTBIO peajn3yeMoil 00pa3oBaTebHON MPOrpaMMBbl (MMEIOLINX CTaXK pabOTHI B JAHHOM MPo-
deccroHanbHON 007acTH HE MeHee 3 JIET).

KBanudukarms negarornyeckux pabOTHUKOB 00pa30BaTEIbHOM OpraHnu3aluy JI0JKHA OTBE-
YaTh KBAJTHU(PHUKAIIMOHHBIM TPEOOBAHUSM, YKa3aHHBIM B KBATH()UKAIMOHHBIX CIIPABOYHHUKAX, U
(unm) mpodeccnoHaIbHBIX CTaHAApTaX (MPU HATUYHH).

Ilenarornueckue pabOTHUKH MOIYYarOT JOMOJHUTEIbHOE NPO(hecCHOoHaNbHOE 00pa3oBaHue
110 IPOTpaMMaM MOBBIIIEHHS KBATU(PHUKAIIMH, B TOM YHCIE B (pOpMe CTAXUPOBKU B OpraHU3aIMUAX
HaIpaBJIEHUE JIEATEIHHOCTH KOTOPBIX COOTBETCTBYET 00JIaCTH MPOPECCHOHATBHOMN AEITEIbHOCTH,
ykazanHo# B myHKTe 1.5 ®T'OC CIIO, He pexe 1 pa3a B 3 roaa ¢ yueToM pacIIUpeHUs CIIEKTpa
pohecCuOHATBHBIX KOMIIETEHLIUH.


http://www.profiz.ru/sr/
http://www.sekretariat.ru/
http://www.delo-press.ru/
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JloJist Te;arornuecKux pabOTHUKOB (B IPUBEACHHBIX K IIEJIOYHCICHHBIM 3HAYCHUSIM CTaBOK),
o0ecreynBaroIuX 0CBOEHHE 00yUJatomMUMuUCs MPo(ecCHOHANBHBIX MOIYJIEH, HMEIOILINX OIBIT Jes-
TEJILHOCTU HE MeHee 3 JIeT B OpraHu3aIisIX, HalpaBlieHHE eI TeIbHOCTH KOTOPBIX COOTBETCTBYET
obnactu npodeccnoHaABHOM IeATeNBHOCTH, YKa3aHnHo! B myHKTe 1.5 ®I'OC CIIO, B 00miem uucie
NeIarOrMYeCKUX PaOOTHUKOB, PEATH3YIOIINX 00pa30BaTEIbHYIO POTrPaMMYy, JOJDKHA OBITh HE Me-
Hee 25 MPOLeHTOB.
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4. KOHTPOJIb 1 OHEHKA PE3YJIbTATOB OCBOEHMUAA
MMPO®ECCHUOHAJIBHOI'O MOAYJIAA

Pe3yabTarsl DopMbI U Me-
OcHOBHBIE MOKA3aTeJIN OLEHKH
(ocBOeHHBIE IPodecCHOHATBHBIE e3VIILTATA TOJAbI KOHTPOJISI
KOMIIETEHIIMH) pesy OLICHKH

OcyiecTBiATh paboOTy 10 OpPraHu-
3aIUM JOKYMEHTOOOOpOTa OpraHu-
3aIyH.

paboTa 1o opraHu3alMUH TOKYMEH-
TOOOOPOTA OpraHU3aAluU

OcymecTBiATh padboTy 1mo odopm-
JICHHUIO CITY)KEOHBIX TOKYMEHTOB.

paboTa 1o opopMIIEHHUIO CITYKeO0-
HBIX JJOKYMEHTOB

OcyIiecTBIATh MPUEM U PETUcTpa-
U0 KOPPECIIOHJEHIIUN, KOHTPOJIb
3a e MCIOJHCHUEM U OTIIpaBKa HC-
MOJIHEHHOM TOKYMEHTAIIUH 110 aJpe-
caraM.

paboTa 1o npuemMy, perucTpaluuu u
KOHTPOJIIO UCTIOJTHEHUS JOKYMEHTA-
002078

OcymecTBisger padoTy 1Mo cucTeMa-
TU3alMM U XPAHEHUIO JOKYMEHTOB
TEKYIIEero apxuBa.

paboTa 1o cucreMaTu3aluu U Xpa-
HEHHUIO JIOKYMEHTOB TEKYIIIEro ap-
XH1Ba

OcymiecTBiATh paboOTy MO TMOIrO-
TOBKC JOKYMCHTOB K C1a4UC B apXHB.

paboTa 1o noJAroToBKe JOKYMEHTOB
K C/laue B apXUB

Texywuii kKoH-
mpoav 6 hopme.

- NPAKMUYecKux
3adanuii no
ogopmnenuio 0o-
KYMEHMO8, npu-
emy, pecucmpayuu
U KOHMPOJIO UC-
NOJIHEeHUsL OOKY-
MeHmayuu, no cu-
cmemamuzayuu u
XpaHeHUuo 00Ky-
MEHMO8 meKyuje2o
apxuea, no noo2o-
moeKe 0OKyMeH-
mos Kk coaue 6 ap-
xXue

3auemvl no yueo-
HOIL U NPOU3B00-
CMEEeHHOU Npax-
muxe.

Komnnexcuwiii 9K-
3aMeH N0 MOOYJIO.

@opMBI M METOJBI KOHTPOJS M OLIEHKH pe3yJbTaTOB OOYyYeHHs JOJKHBI I03BOJISTH
IPOBEPATH Y 00YUAIOIUXCS HE TOJIBKO c(hOPMUPOBAHHOCTH MPOPECCHOHATBHBIX KOMIETEHIUH, HO
Y pa3BUTHE OOIIMX KOMIIETEHIIUI U 00€CTIeYNBAIOIINX UX YMEHUH.

HEW YCTOWYMBBIM UHTEpEC

OK 2. Opranu3oBbIBaTh c00-
CTBEHHYIO JI€SITEIbHOCTb, BBIOU -
paTh TUIIOBBIE METOJBI U CIIO-
coObI BbINIOJIHEHUSI Tpodeccro-
HaJbHBIX 33/1a4, OI[EHUBATH HX

- BBIOOD U IPUMEHEHHE METOJIOB U
croco0oB pernreHus npodeccro-
HAIBHBIX 33/1a4 B 00JIACTH IOKYMEH-
TAIIMOHHOTO 00ECTICUeHUsI yIIpaBJe-
HUS U CEKPETapCKOro 00CTyKHUBa-
HUS,

b

Pesyabrarer OCHOBHBIE MOKA3aTEJIH OLEHKH Popme1 1 Me-
(ocBOEHHBIE 001IIUE KOMIIETEH- TOAbI KOHTPOJIS U
pe3yJabTara
1107070 OLlEHKH
OK 1. TIOHHMATS CYILHOCTE 1 co- | - ACMOHCTpAIIHs HHTepeca K Ooymy- Humepnpemayus
) N mieit npodeccuun pe3yibmamos
IHAIBHYI0 3HAYUMOCTh CBOCH Oy- 1100 750 0
N HabarooeH Ul 3a Oe-
nymieit mpodeccuu, MposIBIATH K
SAMENbHOCMbIO

ooyuarowe2ocs 8
npoyecce 0c80eHuUs
00pazosamenvHoll
nPOCPAMMbL
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3¢ PEeKTUBHOCTH B KAYECTBO

- OlIeHKa AP PEKTUBHOCTH U Kaye-
CTBA BBINOJTHEHUS

OK 3. IIpunumats pemieHus B
CTaHJIaPTHBIX M HECTaHIAPTHBIX
CUTYyaIsIX ¥ HECTH 32 HUX OTBET-
CTBEHHOCTb.

- pellieHre CTaHIaPTHBIX U HECTaH-
JApTHBIX 33]1a4 B 00JIACTH IOKYMEH-
TAI[MOHHOTO 00eCTIeYeHus yIpaBe-
HUS M CEKPETAPCKOT0 00CITyKHBa-
HUS B OpraHu3anusix (moapassiesne-
HUSX) pa3IMUHBIX cep aesaTenbHo-
CTH

OK 4. OcyuiecTBiasATh MOUCK U
UCIIOTh30BaHKE HH(POPMAIIUH,
HeoOxoauMo 115 3 PEKTUBHOTO
BBITIOJTHCHHS

npodeCCHOHANBHBIX 3a/1a4, MPO-
(heccHOHaTbHOTO U JTMYHOCTHOTO
pa3BUTHSL.

- 3(ppeKTUBHBIN MOUCK HEOOXOTH-
Mo HH(pOpPMaLIUY;

- UCTIOJIb30BAHUE PA3IMYHBIX UCTOY-
HUKOB, BKITIOYAs DJIEKTPOHHBIE

OK 5. Ucnonb3oBarh uHpOpMa-
IMOHHOKOMMYHHMKAIIMOHHBIE TEX-
HOJIOTHH B PO EeCCUOHATBHOM
NeATEeIIbHOCTH.

- paboTa ¢ pa3IMYHBIMU IPUKIIA/I-
HBIMU TIpOrpaMMamMu

OK 6. PaGoTaTh B KOJUICKTHUBE U

KoMaHze, 3OPEKTUBHO 00MIATHCS

C KOJIJIEraMH, pPYKOBOJICTBOM, I10-
TPEOUTEIISIMU

- B3aUMO/ICHCTBHE C 00yYarOIIH-
MUCSI, IPETOIaBATEIISIMH B XOJIC
o0y4deHus

OK 7. BpaTb Ha ce0s1 OTBETCTBEH-
HOCTbH 32 paboTy YJICHOB KO-
MaH]1bl (TOJYUHEHHBIX ), PE3YJIb-
TaT BBINOJHEHUS 3aJaHUI

- CAaMOAHAJIN3 ¥ KOPPEKIHUs Pe3yib-
TaTOB COOCTBEHHOW PabOTHI

OK 8. CamocTrosTensHO onpee-
JIATh 33J1a4d MPO(PECCHOHATBHOTO
Y JITMYHOCTHOTO Pa3BUTHS, 3aHH-
MaThCsi caM000pa30BaHUEM, OCO-
3HAHHO IUIAHUPOBATH MTOBHITIICHUE
KBaTHUKAIUU

- OpraHu3alus CaMOCTOSITENbHbIX
3aHATHUH MIPU U3y4eHUH Mpodeccro-
HaJIBHOT'O MOJYJIsI

OK 9. OpueHTrupoBarhCs B yclo-
BHSIX YaCTOM CMEHBI TEXHOJIOTHH B
poQeCCUOHANBHOM JIeITeNIbHO-
CTH.

- aHAJIM3 UHHOBAIMH B 001aCTH J10-
KYMEHTHPOBAHUS U IOKYMEHTO000-
poTa opranu3zanuii (mojapasnaese-
HUI) pa3IyuHbIX cep aesTeIbHO-
CTH




