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1. OBIIASI XAPAKTUPUCTHUKA PABOYEN ITIPOT'PAMMBI
MNPOPECCHUOHAJIBHOI'O MOAYJIA

IIM 04. BoinoJsiHeHue padoThl O JOJAKHOCTH ciayxkamiero 21299 /lexronponssoanrenb

1.1. O6aacTh NpUMEHEHUs MPOTPAMMBI

Pabouasi mporpamma npogeccnoHaibHOro Moaysis (nainee mporpamMma — [IM) siBisieTcs 4acThiO
OCHOBHOI oOpa3zoBarenbHOM mporpammbl 1o crienuanbHocTr 08.02.14 Dkcmmyaranus u 00CITyKUBaHUE
MHOTOKBapTUPHOTO foMa, pazpadotanHoii B ' BIIOY «'K r. Ceizpanny.

PabGouass mporpamma mnpodeCcCHOHANTBHOTO MOIYJISI MOXET OBITh HCIOJB30BaHA B
JOTIOJTHUTEIPHOM  TPO(QECCHOHATBHOM  00pa3oBaHMM W NPO(PECCHOHANBHOW  MOJATOTOBKE W
MEPENnoAroTOBKE pabOTHUKOB JOPOYKHOM OTpaciay MpU HATMYUK OOLIEro CpeHero o0Opa3oBaHus.

Pabouass mporpamma cocTaBisieTCs UIS CTYJICHTOB OYHOTO OTIEJIEHHUS IO CIEHATBHOCTH

08.02.14 DkcrutyaTtanus ¥ 00CTyKHBaHAE MHOTOKBAPTHPHOTO JIOMA.

1.2. leau u 3aga4u MOAYJIsl — TPeOOBAHUSI K Pe3yJIbTATAM OCBOEHHUS] MOTYJIS:

ITo pesynbratam ocBoenusi [IM 04. BpinmonHenune paGoThl MO JOJDKHOCTH ciyxaiero 21299
Jlenonpon3BoaUTENs Yy 00ydarouuxcs AOKHBI ObITh chopMHpoBaHBI 00pa3oBaTeIbHbIE PE3YyIbTaThl B
cootBetcTBUU ¢ ®I'OC CIIO (TTOOIT*):

B pesynbrare ocBoeHUs MPOPECCHOHATIBHOTO MOTYJIsl 00Y4YaIONnecs:

HNmern — JOKyMEHTALlMOHHOI'O 00ECIEYEHNUs eSTeNbHOCTH OpraHU3alllu;

NPaKTHYECKU ONBIT — JIOKyMEHTHpPOBAaHMA U JIOKYMEHTAllUOHHOH 00pabOTKM JOKyMEHTOB
KaHIEJISIpUN (apXuBa)

YMmers — INPUHHUMAaTh, PETUCTPUPOBATh, YUUTHIBATh ITOCTYIAIOIINC JOKYMCHTHI,

— TPOBEPATH MPAaBUILHOCTH 0OPMIICHUS TOKYMEHTOB;

— BECTHU KapTOTEKy y4eTa MPOXOXKJICHHS TOKyMEHTAIbHBIX MAaTEPUAIIOB;

— CHCTeMaTH3UPOBATh U XPAHUTH JOKYMEHTHI TEKYIIET0 apXUBa;

— (dopMupoBaTh CHpPaBOYHBIM ammapar, oOecleyuBarOUUil ObICTPHIi
MOUCK JIOKyMEHTOB;

— OCYUIECTBIIAITb OJKCIEPTU3Yy [IOKYMEHTOB, T'OTOBUTh U I€pelaBaTh
JOKYMEHTaJIbHbIE MaTepUajbl HA XPAaHEHHUE B aPXUB;

3HaTh — OCHOBHBIC ITOJIOKCHU A EHHHOﬁ FOCYHapCTBeHHOﬁ CHUCTCMBbI
JACJIOIIPOU3BOACTBA,
— BHJBI, (I)YHKI_II/II/I JAOKYMCHTOB, IIpaBUJjida UX COCTABJICHUS U O(I)OpMJ'IeHI/IH;
— IHOpAOOK JAOKYMCHTHUPOBAHUSA I/IH(bOpMaI_[I/IOHHO'CHpaBO‘{HHX
MaTCpHaJIOB;

— IIpaBHjia JCJIOBOI'O 3TUKETA U ACJIOBOTO O6IJ.ICHI/IH




1.3. Koam4ecTBO 4acoB Ha OCBOEHHE nporpaMmmaI leO(l)eCCI/IOHaJILHOFO MOAYJIsA

Buj yueOHoii 1esiTeIbHOCTH

O0beM yacoB

O0bem o0pa3oBaTeIbHON NPOrpaMmsbl (Bcero) 436
Harpy3ka Bo B3auMo/ieiicTBHM C NpenoaBarejieM

B TOM YHCIJIE: 273
camocTosiTelIbHas paboTa 7
TEOPETUIECKOe 00yUeHNE 78
nabopaTopHble pabOThl M NPAKTUYECKUE 3aHATHSI 183
Koncynbranun

MJIK 01.01 6
MIPOMEKYTOYHAS aTTECTALIUS

MJIK 01.01 6
KypcoBasi paboTa/IpOeKT He npegycMoTpeHsl
y4eOHas MPaKkTHKa 72
MIPOU3BOICTBEHHAS TPAKTHUKA 72

paboma Hao KypcosvlM NPOEeKmoM,
omuemvl K NpAKMU4ecKuM U 1a6opamoprvim pabomam

He npexgycMoTpensl

[TpomexyTtouHas arrectauus B popme (yKazath) Ok3aMmeHa
Koncynpramus k sx3amMeHy (KBaTu(hHKAIIMOHHOMY) 6
Dk3aMeH (KBan(pUKaInOHHBIN) 6




2. PE3YJIBTATBI OCBOEHUSA ITPO®PECCHUOHAJIBHOT'O MOJAYJIA
B pesynbraTe nzyueHus npopecCHOHaIbHOTO MOIYIsl 00Y4arOIIKecs J0JDKHBI OCBOMTH OCHOBHOM
BUJ| JICATEIBHOCTH M OBJIQJIETh COOTBETCTBYIOIIMMHU eMy IpodeccrnoHanbHbiMU KomnereHmsmMu (11K),
ykazaaabivu B @I'OC CIIO 08.02.14 DkcrutyaTtanus 1 00CIyKHBaHUE MHOTOKBapTUpHOro goma, [TIOOIT:

nepeyeHb NpoheCCHOHATBHBIX KOMITETSHITUH

Kon HanmeHoBaHMe BUIOB ACATEIBHOCTH M MPO(HECCHOHATBHBIX KOMIETCHIIUH

B4 BBITIOJIHEHHE Pa0OT MO OJHON WIIM HECKOJIBKUM MpodeccusiM pabodnx,
JOJDKHOCTSM ciryxaiux (21299 Jlenonpous3BoaNTENb)

[IpyHUMATB U PETUCTPUPOBATH MOCTYMAOIIYIO KOPPECTIOHICHIIHIO,

K 4.1
HAIPaBJISITh €€ B CTPYKTYPHBIE MOAPA3/IEICHUS OPraHU3aIIHH.
K 4.2 PaccmaTpuBath TOKYMEHTHI U MEpe/iaBaTh X HA UCIIOTHEHUE C YUETOM
' PE30JIIOIMU PYKOBOJUTENECH OpraHnu3aiuu
K 4.3 OdopMIsTh perucTpanioHHbIe KApTOYKU U CO3/1aBaTh OAHK JAHHBIX.
K 4.4 BecTu xaproTeky ydeTa mpox0xaeHUsT JOKYMEHTAIBHBIX MaTepUaJIOB.
[IK 4.5 OcymiecTBASATh KOHTPOJIb 32 MPOXOXKICHUEM JOKYMEHTOB.
K 4.6 OTrpaBiATh UCTIOJIHEHHYIO JJOKYMEHTAIIMIO aJipecaTtaM C TPUMEHEHHEM
' COBPEMEHHBIX BUJIOB OPTaHU3aIIMOHHONW TEXHUKHU.
K 4.7 CoctaBisITh U 0GOPMIISITE CITY>KEOHBIE JOKYMEHTHI, MaTepUaIbI C

HCITIOJIB30BaAHUCM (I)OpMy.H}IPOB JOKYMCHTOB KOHKPCTHBIX BUI0OB

1K 4.8 dopmMHUpOBaTH JIeIIa

O6ecneunBaTh OBICTPHIN MOUCK JOKYMEHTOB 110 HAYYHO-CIIPABOYHOMY

1K 4.9
anmnapary (KkapToTeKam) OpraHusalu

K 4.10 CI/ICTeMaTI/ISI/IpOBaTL N XpaHUTb JOKYMCHTBI TCKYIICTO apXUBa.

K 411 | O0ecneunBaTh COXPaHHOCTH IPOXOIAMIEH CIIyKEOHON TOKYMEHTALMH.

[IK 4.12 | I OTOBHUTE U mepenaBaTh JOKYMEHTHI Ha apXUBHOE XPAHEHUE

K 413 | ObecrieunBaTh COXpaHHOCTh aPXMBHBIX JOKYMEHTOB B OPraHU3ALUM.

B mporiecce ocBoenust [IM obyuarorimecs: 10bKHBI 0BlaaeTh oomumuy kommereHipsvu (OK):

Kox HanMmenoBanue oOIIMX KOMIIETEHIINN

OK 01. | BeiOupats criocoOsl perieHus 3aaad npodeccnoHanbHOM e TeNbHOCTH
MPUMEHHUTEIHHO K PAa3JIMYHbIM KOHTEKCTaM

OK 02. | Mcnonb30BaTh COBpEMEHHBIE CPEACTBA MOMCKA, aHAIN3A U UHTEPIPETALNU
uHpopManuu, 1 THPOPMAIIMOHHBIE TEXHOJIOTHH IS BHITOTHEHUS 3a7a4
npodeccHoHANBHOM 1eSTEeTbHOCTH

OK 03. | IlnanupoBath U peain30BbIBATH COOCTBEHHOE MPO(ECCHOHAIBHOE U JINYHOCTHOE
pa3BUTHE, IPEANPUHUMATENBCKYIO IeITEILHOCTh B IPO(ecCHOHANBHOI cdepe,
UCIOJIb30BaTh 3HAHUS 110 (PUHAHCOBOW I'PAaMOTHOCTH B PA3JIMYHBIX )KU3HEHHBIX
CUTYyalHsIX

OK 04. | DddexkTrBHO B3aMMOJICHCTBOBATH U PabOTATh B KOJJIEKTUBE U KOMaHJIe
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OK 05.

OCYH_IGCTBJIHTB YCTHYIO U IMCBbMCHHYIO KOMMYHHKAIIUIO HA TOCYJAapCTBCHHOM A3BIKE
Poccuiickoit @denepanuu ¢ y4eToM 0COOEHHOCTEN COLIMATIBHOTO U KYJIbTYPHOI'O
KOHTEKCTa

OK 06.

[IposBIATH IpaXAaHCKO-NIATPUOTHUECKYIO TIO3ULUIO, IEMOHCTPUPOBATH OCO3ZHAHHOE
IIOBEICHUE HA OCHOBE TPAJUIIMOHHBIX O0IIEUYEIOBEUECKUX LIEHHOCTEHN, B TOM YHCIIE C
y4€TOM FapMOHU3ALNN MEXHAIIMOHAIBHBIX U MEXPEIUTUO3HBIX OTHOILIEHUH,
PUMEHSTh CTaHAAPThl AHTUKOPPYILIMOHHOTO MTOBEACHHUS

OK 07.

ConeiicTBOBaTh COXPAHEHHUIO OKPYIKAIOIIEH Cpeibl, PECypcocOepeKeHUI0, MPUMEHSTh
3HaAHUA 06 HN3MCHCHHWH KIIMMarTa, MIPUHIUIILI 6epe)KJH/IBOFO IMIpOMU3BOACTBA,
G PEKTHBHO AEHCTBOBATH B YPE3BBIYAMHBIX CHTYaIIUSIX

OK 08.

Hcnonp3oBathk cpeacTBa GU3NIECKON KyJIBTYPHI Il COXPAaHEHUS U YKPETUICHHS
3/10pOBbS B Ipoliecce NpopecCUOHATbHON AEITEIbHOCTH U MOIEPKAHUS
HE00X0MMOT0 YPOBHsI (pU3M4eCcKON OIrOTOBIEHHOCTH

OK 09.

[Tonb3oBarbes MpodeccnoHanbHOM TOKyMEHTAalMeN Ha TOCYJapCTBEHHOM U
HMHOCTPAHHOM A3bIKaX




3. CTPYKTYPA U COAEP KAHUE TPOPECCUOHAJIBHOI'O MOAYJIA

IIM 01 Obecnieuenne okazaHusi yCIyT U MPOBeIeHNs padoT M0 IKCILUTyaTaliH, 00CTyKUBAHHIO M PEMOHTY 0011ero HMYIIeCTBAa MHOTOKBAPTHPHOIO /I0Ma

3.1 TemaTu4yeckuii J1aH NPO(PecCHOHAILHOI0 MOLY IS

3ansaTus Bo B3aMMO/IECTBUH C npemoaaBartejieM, 4ac.

Bcero
IIpakTuka
Kozt HaumenoBanus 1acos Ooyuenne mo M/IK, B uac. P Camocrosre
npodeccuon pasIeon (cymma Tpossoncrse JIbHAA
aJTbHBIX HBIi adora
NnpoecCHOHAIBHOI0 p KOHCYJIbTALN HHas (10 P
KOMIIETECHIIH e o0beM BT.Y. B T.4., " Ve (l) Oﬁy‘lalOIllI/I
o BT.Y. ) yedHas npopuo
i Harpys3 Beero, J1a00paTOpHbIE KypcoBasi HpoMeyTou s p xest
KH) 4ACOR TeopeTH4ecK padorsi 1 padora was JacoB CIIEIATBLHOC
oc 00yueHHe NPAKTHYECKHE (poexT), | eramms TH), 4aCOB
3aHATHSA, YACOB yacoBs uac ’
1 2 3 4 5 6 7 8 9 10 11
Pazgen 1. Texnomnorus 12 7
€IIOMPOU3BOACTBA.
TIK 4.1-4.13 | IONPONSEOA 345 273 78 183 72
XpaHeHue
JIOKYMEHTOB
ITpousBoacTBeHHAs 72 72
TpakTrKa (1o mpoduiIIo
CIEITHATHLHOCTH ), 9aCOB
KpanupukaoHHbIi 12 12
9K3aMeH
Bcero: 436 273 78 183 24 72 72 7




3.2 Coaepxxanue 00yueHus Mo NpogecCHOHATBLHOMY MOAYJIIO

1 2 3 4
MJIK 04.01 TexHosiornu 1eJI0NpoN3BOJACTBA. XpaHeHHe IOKYMEHTOB
PA3JIEJI 1. TexHosorust 1e100ponu3BOJACTBa. XpaHEHHE JOKYMEHTOB
Conep:xanue
BBOJHBIN HHCTpYKTaX. TexHuka O0€30IaCHOCTH, OXpaHa TpyAa, IOXKapHas I1K 4.1-4.13
1. 0€30MMacHOCTb, 3JEKTPOoOe30MmacHOCTh. TexHuka Oe30macHOCTH IIpu padboTe cC OK 01 -09
0(UCHOIN TEXHUKOM. 40
2 3HauuMocTh mpodeccuu. 3HAKOMCTBO C KBaIM(PHUKAIMOHHON XapaKTepUCTUKOMN
] npodeccuu «J1eI0npPOU3BOIUTENDY.
3. Wctopus pazpadotku EnuHoil rocyaapcTBEHHON CUCTEMBbI AEIONPOU3BOJICTBA.
JlabopaTopHble padoThI He
1. MPETyCMOTPEHO
IIpakTnueckne 3aHATHS 102
1 0O0630p OCHOBHBIX I'OCY/IaPCTBEHHBIX CTAHIAPTOB, PErIaMEHTHPYIOIINX paboTy C 4
JokyMeHTaMu B Poccuiickoit denepanun
2 OcHOBHBIE TIOJIO)KEHUST EMHON TOCY1apCTBEHHOM CUCTEMBI I€TOPOU3BOJICTBA; 4
3 N3yuenue TpeOOBaHUI M pEKOMEH/IAIMM 110 BOITPOCAM MOATOTOBKH CITY>KEOHBIX 4
Tema 4.1 JAOKYMCHTOB
JIoKyMeHTaIllMOHHOE N3yyenue rocygapcTBEHHOM CUCTEMBI JOKYMEHTAIMOHHOTO O0eCTieueHust
obecrieueHune 4 ynpasnenus (I'CAOY). CoopHuk maakaToB U yueOHbIe (OPMbI OCHOBHBIX 4
JesITeNbHOCTU OpraHU3aIMOHHO-PACTIOPSAUTEIbHBIX JOKYMEHTOB
OpraHu3aIuu 5 Odopmienne pa3TU4HbIX BUOB MHCEM 6
6 [IpaBuna odopmieHust JOKYMEHTOB 6
7 Hcnonb3oBanue GopMyssipoB T0KyMEHTOB KOHKPETHBIX BHJIOB. 6
8 [Mopsmox noKyMeHTHpPOBaHUS HHPOPMAIIMOHHO-CIIPABOYHBIX MaTepUasoB; 6
9 Ocy1ecTBieHne JOKYMEHTUPOBAHUS OPTaHU3aI[HOHHO-PACTIOPSAUTEIHLHOM 4
JeSITENIbHOCTH YUPEXKICHUHN
10 Buner 1okyMeHTOB opranu3aiuu (KaapoBbie, KOH)UIECHITMATIBHEIE U Jp) 6
11 [IpoBepka mpaBUIBHOCTH 0OPMIICHHS TOKYMEHTOB 6
12 [IpueM nocrynaronieit KOppecrnoHACHIINN 6
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13 [Ipuem, peructpupoBaHue 1 y4eT NOCTYHAOIIUX JOKYMEHTOB 4
14 PaccmoTpenue JOKyMEHTOB | Iepeadya UX Ha UCIIOJIHEHUE C YUYETOM PE30JIIOLINT 4
PYKOBOAMTEIICH OpraHu3aIlun
15 Benenue kapToTeku yueTa mpOxX0oKIeHUS TOKyMEHTaIbHBIX MaTepPUAJIOB 6
16 Odopmiierne perucTpalmOHHBIX KAPTOUEK U CO3/1aHre OaHKa TaHHBIX. 6
17 Ocy1iecTBieHIE KOHTPOJIS 332 TPOXOKICHUEM IOKYMEHTOB 4
Conep:xanue
1. 3amauu apxuBHOM ciy:k0b1 B Poccuiickoit denepanun 38 1K 4.1-4.13
2. Pexxum 1 crmocoObl XpaHEeHHsI ApXUBHBIX JIOKYMEHTOB, MOPSIOK BBIJIAYH JIE] OK 01 - 09
3. CpencTBa opraHu3almOHHON TEXHUKH MPU paboTe C TOKYMEHTAMHU
JlabopaTopHble padoThl He
1. MPETyCMOTPEHO
IIpakTHuyeckune 3aHATHS 81
1 dopmMupoBaHHUE Jiena 4
2 CucremaTu3zaius U XpaHeHHe JOKYMEHTOB TEKYIIETro apXuBa 4
3 CucreMa apxuBHBIX yupexaeHui B Poccutickoit @enepaiuu; 4
4 [Ipusnaku kinaccudukanuu 10KyMeHTOB ApxuBHoro ¢onna Poccuiickoii 4
denepanuu;
Tema 4.2 5 KnaccudumupoBanue nokymeHToB ApxuBHoro (onaa Poccuiickoit @enepanuu; 4
JloKyMEeHTHPOBAaHHE 1 6 [ToaroroBka TOKyMEHTOB K Iepeadye Ha apXHUBHOE XpaHEHHE 4
JOKYMEHTAI[MOHHAS 3 ~
06PAGOTKA TOKYMCHTOB 7 (b(beKTHBng MCIOJIb30BAHNE OCHOBHBIX BUJIa OPraHU3allMOHHOW TEXHUKH B 4
COOCTBEHHOM JIESTEIILHOCTH
8 CpencrtBa XpaHeHus: JOKYMEHTOB 4
9 ObecrieyeHre COXpaHHOCTU MPOXOAIICH CITyKEOHO! TOKyMEHTAIIMH 4
10 dopMupoBaHUE CIPABOYHOIO ammapaTa, O00eCNedyHMBAIOIIer0 OBICTPBIA MOUCK 4
JJOKYMEHTOB
11 [Tonck TOKyMEHTOB MO HAYYHO-CIPABOYHOMY ammapary (KapToTekam) opraHu3aluu 4
12 ObecrieyeHre COXpaHHOCTH apXUBHBIX JOKYMEHTOB B OpraHU3alllu. 4
13 Meroanka npuMeHEHUs KapTOTEK 4
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14 DKcnepTu3a I0KyMEHTOB, ITOATOTOBKA U Iepeiadya JOKyMEHTAIbHBIX MaTepHallbl Ha
XPAHECHUE B APXUB;

15 CpencTBa TpaHCIIOPTUPOBAHUS IOKYMEHTOB;

16 KomMmmiproTepHble TEXHOIOIMH PETUCTpaLiU JOKYMEHTOB. OnpesieneHue, Ha3HaueHue
CPEJICTB OPITEXHHUKH.

17 DoHI0BAs TPUHAJICKHOCTh JOKYMEHTOB

18 Kaprorexn, METOOUKH UX CO3AaHUSA U IPUMEHEHUS

19 Pabota ¢ HOpMaTUBHBIMU JOKYMEHTaMHU

Koncynbranus

DK3aMeH

[ex NN N NN R R N E N

CamocrosiTesibHast padoTa npu U3y4eHuu pasjaena 1

BHeayauropHas (caMocTosiTe/IbHAs) yueOHasi padoTa npu u3y4eHuu pasaena 1
Pabota ¢ HOpMaTUBHBIMU JOKYMEHTaMHU
KapToreku, MeToIuKu UX CO3/1aHUSI U IPUMEHEHUS

Y4yeOHasi NpaKTHKA

Buasbi pador

1. [IppHUMATH U PETUCTPUPOBATH MOCTYHAIOIIYIO KOPPECIOHICHIUIO, HATIPABIIATh €€ B CTPYKTYPHbIE MOPa3IeICHUS
OpraHu3aIiy.

2. PaccMarpuBaTh TOKYMEHTHI U [€pe/laBaTh WX Ha UCIIOJHEHHE C yUYETOM PE30JIIOLIMU PYKOBOIUTENEH OpraHnu3allHH.

3. OopmiIATh perucTpalliOHHbIE KAPTOUYKH U CO3AaBaTh OaHK JaHHBIX.

4. Bectu KapTOTEKY yueTa MPOXOKJIEHUS JOKYMEHTAIbHBIX MaTepUaoB.

5. Ocyn1ecTBAATh KOHTPOJIb 3a MPOXOKACHUEM JIOKYMEHTOB.

6. OTnpaBiATh UCTIOTHEHHYIO JOKYMEHTAIUIO aJpecaTtaM ¢ IPUMEHEHUEM COBPEMEHHBIX BUJIOB OPraHU3allUOHHON TEXHUKHU.
7. CocTaBisTh U OPOPMIISITH CITYKEOHbBIE TOKYMEHTHI, MAaTEPHAIIbI C UCIIOJIb30BaHUEM (OPMYIIIPOB TIOKYMEHTOB KOHKPETHBIX
BH/IOB.

8. ®opmupoBaTth Aena.

9. OGecrmeunBaTh OBICTPBIN MOMCK TOKYMEHTOB 10 HAyYHO-CIIPABOYHOMY ammapaty (KapToTekaM) OpraHH3aIium.

10. CuctemaTu3upoOBaTh U XPaHUTh JOKYMEHTHI TEKYILIETO apXUBA.

11. Ob6ecnieunBaTh COXPaHHOCTD MPOXOIAIICH CITYKEOHOM TOKyMEHTAIIUH.

12. 'otoBUTH U NiepeAaBaTh JOKYMEHTBI Ha apXUBHOE XpaHEHHE.

13. Ob6ecneunBaTh COXpPaHHOCTh APXUBHBIX JJOKYMEHTOB B OpraHU3aINH

72
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IIpousBoacrBennas npaktTuka (011 CI10 — (1o npod i cneunaaIbHOCTH)
Buasl padot

1. Opranmzarmus pabo4ero Mecra JAeTOMPONU3BOUTEIS
2. OtpaboTKa MpueMoB padOTHI MPH IKCILTyaTAIH OPUCHON TEXHUKU 72
3. BrmonneHune paboT 1Mo KOMIBIOTEPHON OATOTOBKE B 00paboTKe TOKYMEHTOB
4. Opranu3zanus AeJ0NpOU3BOACTBA
5. Opranuszanusi apxuBHOIO Jiena
He
IIpumepHas TeMaTHKa KypCcOBBIX padoT (IPOEKTOB)
IIPEyCMOTPEHBI
Oos3aTennbHasA yueOHAs HATPY3Ka BO B3aMMO/IeliCTBHH C NIpenojaBarteeM M0 KypcoBoi padore (IIpoeKTy) He
IIPEyCMOTPEHBI
Koncynprarms 6
DKx3aMeH (KBaTU(DUKAITMOHHBIN) IO MPOGECCHOHATHHOMY MOIYJTIO 6
Bcero 436
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4. YCJOBUS PEAJIM3ALIMU TPOT'PAMMBI
MNPOPECCHUOHAJIBHOI'O MOAY JIA
4.1 TpeGoBanusl K MUHUMAJIbHOMY MATepPHAJIbHO-TeXHNYECKOMY o0ecre4eHHuI0
Peanuzanus nporpaMMel MOTyJIsl IPEATIONIAraeT HaTM4re Y4eOHbIX KaOMHETOB:
- TOKYMEHTallMOHHOI'0 00ecreYeH s yIIPaBIICHUSI.

JlabopaTopuid:

JlaGopaTopusi TEXHUYECKUX CPEACTB YIIPABIICHUS

JlabopaTtopust nH(DOPMATUKH U KOMIIBIOTEPHON 00pa0OTKH TOKYMEHTOB

JlabGopaTopusi CUCTEMBI AIEKTPOHHOTO JOKYyMEHTO000pOTa

JlabopaTopus TOKyMEHTOBEICHUS

VYyebOHast kanuemnsipus (Ciry»x0a T0KyMEHTAIIMOHHOTO 00€CTIeUeHUsl YIIpaBIeHuUs).

O6opynoBanne yueOHBIX KAOMHETOB B COOTBETCTBUU C KOJUYECTBOM TIOCAIOYHBIX MECT.

TexHuyeckux cpeicTB - KOMIBIOTEPHI MPUHTEP, CHCTEMa OeCIIPOBOIHOM OpraHU3alluu CEeTH;

MeJa MpoeKTop.

Peanuzanus npodeccnoHabHOTO MOy MpeAroaaraeT 00a3aTebHYI0 TPOU3BOJICTBEHHYIO MPAKTUKY,

KOTOPYIO pEKOMEHAYeTCs] MPOBOUTh PacCpPeiOTOYEHO

4.2. UndopmaunonHoe odecriedyeHue 00yueHust

OcCHOBHBIEC HCTOYHUKHU:

1. JlemompousBoxactBo: YueOnuk / T.A. beikoBa, JI.M. Bsnosa, JI.B. Cankuna; Ilom pen. T.B.

Ky3znenogoii. - 3 u3z., nepepad. u gom.- M.:HULl THOPA-M, 2013.
JlonosHUTE/IbHbIE HCTOYHUKU:

2. Kysnenos, 1. H. Jlenonpoun3BoactBo [DnekTpoHHBIH pecypc] : YuebHo-crpaBouHoe nocooue / M. H.
Ky3nenos. - 6-¢ u3a., mepepad. u pomn. - M. : M3natenbcko-Toprosast kopropamus «Jlamkos u K,
2013.

3. JlokymeHTarmoHHoe obecnieuenue ynpaienus ([enonpounsBosctso): YueOnuk / bacakoB M.I., - 2-
€ u3., ucnp. u aoi. - Pu//[:®enukc, 2013.

HopmaTuBHO-IPaBOBbIE AKTHI

4. TocynmapcTBeHHas cucTeMa JJOKYMEHTAllMOHHOro obecrieueHus yrpanieHusi: OCHOBHBIC MOJIOKECHHUSL:
OOmue TpeboBaHUs K JOKyMEHTaM U CIy:K0aM TOKyMEHTAIIMOHHOTO O0€CleYeHHs yIpaBlICHUSI.
Beenena B neiictBue npukazoM I'nmaBapxuBa CCCP ot 25.05.1998 Ne33. — M.: I'maBapxus CCCP,
BHUMJAL, 1991.

5. TOCT P 6.30-2003 «YHu¢unupoBaHHasi CUCTeMa JOKyMEHTAallUW. YHH(PUIUPOBAaHHAs cHCTEMa
OpTraHU3aI[MOHHO-PACTIOPSAUTEFHON JOKyMeHTaluu. TpeGoBaHus K OPOPMICHHIO JOKYMEHTOBY:
M.: 'occranpapr, 2003. M.: U3xn-Bo crangapros, 1998

6. OO6mepoccuiickuii kiaccupukaTop ympasieHueckod gokymeHtaumu OK  011-93  (OKVY]).

(yTBep)K,[[CH U BBEJICH B JeMCTBUE I OCTHI IO ,Z[CJIOEHOI/IBBOI[CTB}/



HNuTepHeT-pecypcenl:

1. http://www.dist-cons.ru/modules/DocOb/section11.htmi (Teopetnueckwuii MaTepual o
COCTaBJICHUIO, O()OPMIICHHUIO BCEX BHJIOB OPraHU3alMOHHO-PACTIOPATUTEIHHON TOKYMEHTAIINN )

2. http://art.thelib.ru/business/audit/rasporyaditelnie_dokumenti_oformlenie_prikazov_po_osnovnoy
deyatelnosti_ukazaniy _i_rasporyazheniy.htmi (Teopernueckuit  maTepuai: PacriopsimurensHas
nokyMeHTarus (oopmiieHue MPUKA30B, PACTIOPSDKEHUH, YKa3aHHil)

3. http://mww.bibliotekar.ru/biznes-58/index.htm  (Yuebnoe  mocobue:M.B.Kupcanoa.  Kypc
JIEJIONTPOU3BOJICTBA)

4. http://sekretar-info.ru/pract/7 (npaktukym UuTEpHET)

5. http://www.audit-it.ru/articles/personnel/al10/44143.html (kaxposoe NC/I)

6. http://umka.nrpk8.ru/library/courses/dou/tema2_2.dbk (MCJI - pa3paboTka ypoka)

7. http://www.hr-portal.ru/article/informatsionno-spravochnaya-dokumentatsiya-po-kadram
(xagp.MCJI — xypHnan KanpoBuk)

8. http://festival.1september.ru/articles/507313/ (tema ypoka NCJ] — moapoOHast pa3paboTka)

9. http://abc.vvsu.ru/Books/p_ DELOPROI/page0003.asp (3amanwust mo MCJ)

10. http://www.termika.ru/dou/enc/razd23/isd1.php (sumukmonemus nenonpoussoactea MC/I)

11. http://www.online-academy.ru/delo.htm (aucranim.o0ydenue)

12. http://portal.tolgas.ru/edt/ef eo/edt4399/5.htm (Xap-ka OPJ] u UCJT)

4.3 O0mue TpedOBaHMS K OPraHU3alui 00pPa30BaTEeILHOIO NpoLecca

OcBoenue [IM.04 BeimosmHenue paboT Mo JOJDKHOCTH ciyxamiero 21299 Jlenonpoun3BoauTelib
MPOM3BOJUTCS B COOTBETCTBHMHM C Y4Ye€OHBIM IUIaHOM 10 crenuanbHoctu/mpodeccun 08.02.14
DKkcrtyatanus U 00CiTyKMBaHHE MHOTOKBAPTUPHOIO JIOMa M KaJIeHJAPHBIM TpaduKoM, YTBEP)KIEHHBIM
mupexrtopoM OO.

I'paduk ocBoenuss I[IM.04 Beimmonnenue paboT 1O JOMKHOCTH  ciayxamero 21299
HenonpouzBoaurens npeamnonaraer oceoenne MJIK 04.01 Texnomoruu aenonpousBojCcTBA. XpaHEHHE
JIOKYMEHTOB, BKJIFOUAIOIIIKE B ce0sl KaK TEOPETHUECKUE, TaK U 1aOOPaTOPHO-TIPAKTUUECKUE 3aHATHUS.

OcBoennto [IM.04 Beolimonnenue paboT Mo AOKHOCTH ciyxaiero 21299 JlenonpousBoauTensb
MpeIIecTByeT 00s3aTeIbHOE U3YUeHHE YUeOHBIX TUCITUIUIUH HH(pOopMaTuKa, (pru3mkKa.

JlabGoparopHbie paboOTBl TPOBOAATCS B CHENHaIbHO 00OpYyAOBaHHON naboparopusx © Ha
TpeHaxepax.

B nporecce ocBoenus [IM 03 Opranmzaiyss MEpONPHUSTHIA IO COAEPKAHUIO MOMEIICHUH TPaXKTaHCKIX
30aHUA W TEPPUTOPUM MPEIINOJIATAeTCs IPOBEICHUE TEKYILIEro KOHTPOJSl 3HAHUW, YMEHHH Yy

oOyyaromuxcs. BrlmonHeHNe MpaKTHUECKUX 3aHATHI/ IB00paTOpHBIX paboT sBIIseTCS 00s3aTENIbHON A1


http://www.dist-cons.ru/modules/DocOb/section11.html
http://art.thelib.ru/business/audit/rasporyaditelnie_dokumenti_oformlenie_prikazov_po_osnovnoy_deyatelnosti_ukazaniy_i_rasporyazheniy.html
http://art.thelib.ru/business/audit/rasporyaditelnie_dokumenti_oformlenie_prikazov_po_osnovnoy_deyatelnosti_ukazaniy_i_rasporyazheniy.html
http://www.bibliotekar.ru/biznes-58/index.htm
http://sekretar-info.ru/pract/7
http://www.audit-it.ru/articles/personnel/a110/44143.html
http://umka.nrpk8.ru/library/courses/dou/tema2_2.dbk
http://www.hr-portal.ru/article/informatsionno-spravochnaya-dokumentatsiya-po-kadram
http://abc.vvsu.ru/Books/p_DELOPROI/page0003.asp
http://www.termika.ru/dou/enc/razd23/isd1.php
http://www.online-academy.ru/delo.htm
http://portal.tolgas.ru/edt/ef_eo/edt4399/5.htm

Bcex oOyuaronuxcs. Hamuume oIeHOK 1o JrabopaTopHbIM paboTam/mpaktuueckuM 3aHstusiMm (JIP/T13)
SIBJISICTCS JIJIsL KaXKJIOTO CTyJeHTa o0si3aTeNbHbIM. B citydae orcyrcrBus oneHok 3a JIP/II3 cryneHT He
JOITYCKAETCsI 10 CIa4YH KBATH(PHUKAITMOHHOTO dK3aMeHa o [TM.

C 1enpi0 OKa3aHUS TOMOLIM OOYYaIOMIMMCS IPU OCBOCHHUU TEOPETHUYECKOTO M IMPAKTUYECKOTO
Marepuaga, BBIIIOJIHEHUS CaMOCTOSITENIbHOM  paboThl  pa3pabaThIBalOTCS  y4EOHO-METOIUYECKHE
KOMIUJIEKCHI JUIsl CTYJIEHTOB (KEHCHI CTYJIEHTOB).

C menpl0 METOAMYECKOrOo OOeCTIeUeHHs MPOXOXKICHHUs Y4YeOHOH W/MIM TNPOU3BOJICTBEHHOU
npaktukn (manee - YII/IIII), pa3pabarbIBalOTCS METOIMYECKHE PEKOMEHIAIWU Uil CTYACHTOB IIO
BoinosHeHnuto KP/KII, npoxoxaenuto YII/IIII.

[Tpu ocBoenuu [IM KoHCyIbTalIMKM MPOBOJSTCS COTJIACHO rpaduKka MPOBEACHUSI KOHCYJIbTALUH.
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5. KOHTPOJIb 1 OHEHKA PE3YJIbTATOB OCBOEHUA
MNPOPECCHUOHAJIBHOI'O MOAYJIA

PesyabTarsl OcHoBHbIE OKa3aTen @opMbI M METOABI KOHTPOJIS
(ocBoeHHbIE TpohecCHOHAIbHBIE pPe3yJIbTaTOB OATrOTOBKH
KOMIIETEHIIMH)

[IK 4.1. ITpunumats u
PErucTpUpOBaTh NOCTYHAIOILYIO
KOPPECIOH/ICHIUIO, HAIIPABIISATh
€€ B CTPYKTYpHbIE
[0JIpa3/IeJIEHUs] OpraHU3alHu.

- IlpaBmibHOCTB MIPUHATHS
MEp IO yHOPSJOYECHHUIO COCTaBa
JIOKyMEHTOB U
UH(POPMAIMOHHBIX IIOTOKOB,

COKpalll€CHUIO HX KOJIUYCCTBA U
OIITUMMHU3aAIINU
JOKYMCHTOIIOTOKOB

Brmonmnenne IMPAKTUYCCKUX
3ananui OneHka pesysbpTaTa
CaMOCTOSITEJIbHON pabOThI.

I1IK 4.2. PaccmarpuBarh
JOKYMEHTBI U Ilepe/laBaTh UX Ha

- PaccmarpuBaer J1OKyMEHTBI
U TNepe/laeT UX Ha HCIIOJIHEHHUE C

Brmmonmaenne MMPAKTUICCKUX
3ananui OneHka pesyabTaTa

HCIIOJIHEHUE C YUETOM y4eTOM PE30JIIOIUH | CAMOCTOATENBHOM pabOTBHI.
PE30IIIOIMH PYKOBOIUTENEH pyKoBoAUTENEH OpraHu3aiu
OpraHH3aIiy. KOJIMYeCTBa MW  ONTUMHU3ALUHU
JIOKYMEHTOIIOTOKOB
[1IK 4.3. OdopmasTe - Odopmaser BelnmonnHeHNE TPAKTUYECKUX

peFI/ICTpaHI/IOHHBIe KapTO'-IKI/I nu
C03/1aBaTh OaHK JAHHBIX.

PETHCTPAIlMOHHBIC KapTOYKH U
co3maeTr OaHK JaHHBIX

3amannid OLieHKa pe3ynbTaTa
CaMOCTOSITEJIbHON pabOThI.

[IK 4.4. Bectu kapTOTEKy y4eTa
MPOXOKICHUS TOKYMEHTAIbHBIX
MaTepHUasoB.

- IlpaBuibHOCTB BEACHUSA
KapTOTEKH YydYeTa IPOXO0XKICHUS
JOKYMEHTaJIbHBIX MaTEpHAJIOB

BrmosHeHME MMPAKTUICCKUX
3amannid OLeHKa pe3ynbTara
CaMOCTOSITEIbHOU paOOTHI.

[IK 4.5. Ocy1iecTBasiTh - IIpaBuibHOCTH NPUHATHUS | BBITOTHEHNE MPAKTUYECKUX

KOHTPOJIb 32 MPOXOKJICHUEM Mmep o ocyIiecTBiIeHHIO | 3ananuii Onenka pe3yibrara

JIOKYMEHTOB. KOHTPOJIA 3@ IPOXOXKIECHUEM | CAMOCTOSITENIbHOM pabOTHI.
JTOKYMEHTOB

[IK 4.6. OTnpaBaars - TMpaBWIBHOCTH BBIOOpa ¥ | BeITOHEHME MTPAKTHUECKUX

HCIOJIHEHHYIO TIOKYMEHTAIIUIO UCIIOJIb30BaHUS OpITeXHUKH, | 3agaHuil O1eHka pe3ynbrara

aapecaraM C IPUMCHCHUEM
COBPCMCHHBIX BUJI0B
OprﬂHH?:&I.[PIOHHOﬁ TCXHUKU.

IPOrpaMMHBIX CpPEACTB  y4erTa,
XpaHEHUsl U MOUCKA JOKYMEHTOB
U JIPYyTUX CIEeUUATU3UPOBAHHBIX
0a3 JaHHBIX B 3aBUCUMOCTHU OT
MOCTaBJICHHOM 3a/1auu

CaMOCTOATEIbHON pa6OTBI.

11K 4.7. CocTaBiaTs u

- HpaB HWIBHOCTBb OCTABJICHHA U

Brimonnenue IMPAKTUYCCKUX

oopMIATH ciryKeOHbIE oopmienus city’)keOHbIX | 3afaHuil O1eHKa pe3ysbTara

JOKYMEHTBI, MaTE€PHAIIbI C JOKYMEHTOB,  MarepHalloB  C | CAMOCTOSITEIbHON pabOTHI.

HCIOJIb30BaHUEM (HOPMYIISIPOB UCNOJIb30BaHUEM  (hOpMyJIIpOB

JOKYMEHTOB KOHKPETHBIX BUJIOB. | JOKYMEHTOB KOHKPETHBIX BUJIOB

[1IK 4.8. ®opmuposars jaena. - IIpaBunbHOCTH BrinmonHenue npakTHYeCcKux
dbopmupoBaHus A€ 3aganuil OLieHKa pe3ynbTara

CaMOCTOSITENIbHOM PabOTHI.

I1K 4.9. O6ecnieunBath ObIcTpbIll | -  OOecneunBaer ObICTpBIN | BhIMonHeHue npakTHUecKuX

IIOMCK JIOKyMEHTOB I10 HAY4YHO- NOMCK JOKYMEHTOB IO Hay4HO- | 3agaHuil OlleHKa pe3ynbTara

CIIPaBOYHOMY arapary CIIPAaBOYHOMY anrnapary | caMOCTOSITEIbHON paboThI.

(KapToTeKaM) OpraHu3alllu. (KapToTeKam) OpraHu3aluu

IIK 4.10. CucremarusupoBatb 1 | -  OcymniecTBiser BelnonHeHNE TPAKTUYECKUX

XPaHUTh JJOKYMEHTBI TEKYILEro
apxuBa.

CUCTCMATU3AllUI0O W  XPaHCHUC
JAOKYMCHTOB TCKYIIICTO apXKUBa

3ananui OneHka pesyiabpraTa
CaMOCTOSITENIbHOM PabOTHL.

IIK 4.11. OGecrieunBarhb
COXPaHHOCTh MPOXOAsIIEH

- OcyLHGCTBnﬁeTl_/o6ecnequne
COXPaHHOCTH MIPOXOISIICH

BrIinosnHeHne npakTHuecKux
3ananui OneHka pesyapTaTa




CITy’)K€OHOH JIOKYMEHTAIIUH.

CITy’K€OHOH TOKYMEHTalluu

CaMOCTOSITENIbHOM PabOTHL

[IK 4.12. 'otoBUTH U nIepeaBaTh
JIOKYMEHTBI Ha apXUBHOE
XpaHEHHE.

- OcyuecTBisieT MOATOTOBKY
U T1epegadyy JOKYMEHTOB Ha
apXHBHOE XpaHEHHUE.

Brmmonmnenne MMPAKTUYCCKUX
3ananui OneHka pesyiabpTaTa
CaMOCTOSITENIbHOM PabOTHI

IIK 4.13. O6GecrieuuBarhb
COXPAHHOCTh apXHBHBIX
JOKYMEHTOB B OPTaHU3AIIHH.

- OOecrieunBaeT COXPAHHOCTD
APXUBHBIX JOKYMCHTOB B
OpraHu3aIlux

Brmmonmnenne MMPAKTUYCCKUX
3ananui OneHka pesyiabpTaTa
CaMOCTOSITEJIbHON pabOThI.
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6. JUCT NI3SMEHEHWH 1 JOITOJTHEHUM,

BHECEHHBIX B PABOYYIO IPOTPAMMY ITPO®PECCHOHAJIBHOI'O MOJIYJIS

Ne
n/n

Jdara BHecenust
U3MEHEHUS

BHecénnbie n3MeHeHU s

Ne
CTPAHMIbI
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7. JUCT AKTYAJIN3AIIMA PABOYEN ITPOI'PAMMBI

Hara
aKTyalu3aluu

PGSYHBTaTBI aKTyaJin3aluun

DUO u noamnuce Iuia,
OTBETCTBEHHOI'O 3a
aKTyaJIn3alHIo0
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MNPUJIOKEHME 1
K paboueii mporpamme [IM 04

Brinonaenue pabora 1o JoIDKHOCTH ciryrkariero 21299 Jenonpon3BoauTelsb

(ma3Banue Y J|/TIM)

IJIAHUPOBAHME YUEBHBIX 3AHSATHAM
C UCI1IOJIb30OBAHUEM AKTUBHbBIX U UHTEPAKTUBHBIX ®OPM

N METOJ0OB OBYYEHUSA
Ne AKTHBHbBIE " Kon
Tema y4yeOHOr0 3aHATHUS
n/n HHTEPAKTUBHbIE (¢hopmupyembIx
(opMbI M MeTOABI KOMIIeTEeHI Ui
o0yueHust
1. [IpaBuna cocTaBiieHUS IIpesenTtanuu ¢
moxymeHTOoB CA /| HCIIOJIb30BaHUEM K 4.1-4.13
pa3IMYHBIX OK 01 — 09
BCIIOMOTaTeNIbHBIX
CPEJICTB C O0CYKJIEHUEM
2.  |[IpaBuia cocTaBIeHUS PaboTa B manpIx rpymnmnax
nmoxymeHToB CUJ| [1K 4.1-4.13
OK 01 — 09
3. |IIpaBuna oopmienus; Mo3roBoi mTypM
TOKyMEHTOB [1K 4.1-4.13
OK 01 — 09
4. [Topsinok JIOKYMEHTUPOBaHUS] AHAJIN3 MPOU3BOICTBEHHOU
1H()OPMAaLIMOHHO-CIIPABOYHBIX CUTyaluu [1K 4.1-4.13
OK 01 - 09

MaTepUaoB
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HNPUJIOKEHHUE 2
K paboueii nmporpamme npodeccuoHanbHOro Moyt ocHoBHOM yactu @I'OC CIIO

BenomMocTh cooTHeceHust Tpe0OBaHUI NPOPeCcCHOHAIBLHOIO CTAHAAPTA
16.009 «Cnenua/jucTt 1o ynpasJieHUIO KMIUIIHBIM (DOHAOM», YTBeP:KIeHHbIH Npuka3zoM MuHHCTEpCTBAa TPYJAa H CONUAIBHOM 3a1MThHl P®

ot 11 anpens 2014 r. Ne 233u (3apeructpupoBan MunucrepcrBoM octunn Poccuiickoii @enepanun 03 urons 2014 r., perucrpauuonnbiii N

32945), 6-7 yposusi kBaaupukamun 1 ®I'OC CIIO no cnenuaabHoctu 08.02.14 Jxcmnyaranus 1 06¢1y:;KHBaHNE MHOTOKBAPTHPHOTO /I0MA.

0O0001enHan TpyroBasa GyHKIMA .
m PYA (pynku Bun npodeccuoHaIbHOM 1eATEIBLHOCTH

IMPO®ECCHUOHAJIBHBIN
( (Proc Cro)
CTAHJIAPT)

®opmynuposka OTO: ®opmymuposka BII/I: BEITIOJIHEHHE PabOT 0 OJHOM MM HECKOJIBKUM
1. OoGecneyeHue coOrOICHUS HOPMATHBHO-TEXHHYECKUX TPEOOBAHUH K HpO(l)eCCI/ISIM pa60q1/1X, JIOTKHOCTSIM CITY>KALIAX (21 209

COJIEPYKAHHIO ¥ HCIIOJIb30BAHUIO KWJIMITHOTO (DOH/Ia M OOBEKTOB

. Jlenonpou3BOAUTEb)

KOMMYHaJIbHON HH(PaCTPYKTYpHI
TpynoBsie pyHKITUN [IK 4.1. IlpyauMaTh U PETUCTPUPOBATH MOCTYIIAIONIYI0 KOPPECTIOHICHITHIO,
OO6ecnieueHne 3aKIIOUCHUS I0TOBOPa ¢ BEIOPAHHOM (CO31aHHOMN) HaNpaBJIATh €€ B CTPYKTYPHBIC IIOJAPA3ACICHUA OPraHu3aliuy
OpraHM3alei Ha YIpaBIeHAE MyHHIUTATBHBIM KHAITHITHBIM (DOHIOM [IK 4.2. PaccmaTpuBath JOKyMEHTHI U II€pe/laBaTh UX Ha UCIIOJIHEHUE C YUETOM

PE30ITIOINN PYKOBOIUTENEH OpraHu3aIiu
IIK 4.3. OpopMIATH perucTPaMOHHBIC KAPTOUYKH M CO3/IaBaTh OaHK JAHHBIX
IIK 4.4. Bectn kapTOTeKy ydera IPOXOKICHUS JOKYMECHTAIBHBIX MaTePHaIOB

IIK 4.5. OcymecTBIsITh KOHTPOJIh 32 IIPOX0KACHHEM TOKYMEHTOB

TIK 4.6. OtnpaBisTh UCIIOTHEHHYIO IOKYMEHTAIUIO aJipecaTaM ¢ MIPUMEHEHUEM
COBPEMEHHBIX BUIOB OPraHU3alMOHHON TEXHUKU

IIK 4.7. CoctaBiath 1 0OPMIIATE CIYKEOHBIE JOKYMEHTBI, MaTePHAIIBI C
UCIIOJIb30BaHUEM (OPMYIISIPOB TOKYMEHTOB KOHKPETHBIX BUIOB

TIK 4.8. ®opMmupoBarth zeia

[IK 4.9. ObecnieunBath OBICTPBIA MOUCK TOKYMEHTOB 110 HAYYHO-CIIPABOYHOMY
anmapary (KapToTeKaMm) OpraHu3anun

IIK 4.10. CucremaTu3npoBaTh U XpaHUTh JOKYMEHTBHI TEKYIIETO apXUBa.

IIK 4.11. ObGecrieunBaTh COXPAaHHOCTH MPOXOIAIICH CITy)KEOHOW TOKYMEHTAIUN
IIK 4.12. 'oToBUTH U NiepeaaBaTh JOKYMEHTHI HA ApXUBHOE XPAaHEHUE

I1K 4.13. O6ecneunBaTh COXpAaHHOCTh aPXMBHBIX JOKYMEHTOB B OPTaHH3aLUU

TpynoBbie pyHKIIH
ObecrieyeHne 3aKIIOUYEHUS JOTOBOPOB C MOAPSAHBIMU U
pecypcocHaOKaIONUMU OpraHU3AIHSIMH




Pe3yabrarsl, 3asiBJieHHbIE B
npodeccunoHaAJIbLHOM
cTaHgapre

Oo6pa3oBareabhsle pe3yiabTarsl ®I'OC CIIO no [IM

Hazsanne T®

OobecneueHne 3aKIIIOYCHUS
JIOTOBOpa C BHIOPaHHOM
(co3maHHOIf) Opranu3aimeil Ha
yIpaBlIeHUE MYHUIIUTIATBHBIM
KUJTUITHBIM (POHIOM

[IK 4.1. IlpuHuMaTh U perucTpUPOBATh MOCTYMAIONIYIO KOPPECIIOH IEHIINIO, HAIIPABIIATh €€ B CTPYKTYPHBIE MOApa3aeIeHus

OpraHu3aluu

[IK 4.2. PaccmarpuBath JOKYMEHTHI U IlepeaBaTh UX Ha HCIOJHEHHUE C YUETOM PE30NIIOIUH PYKOBOAUTENEH opraHu3auu

[K 4.3. OpopMasTh perucTpalioHHbIE KAPTOUKU M CO3/IaBaTh OaHK JaHHBIX
[IK 4.4. Bectu kapTOTeKy y4eTa MpOXO0KISHHS JOKYMEHTAIbHBIX MaTEPHUAJIOB

Tpynosbie aeiicTBUsA

IIpakTUYecKuii ONbIT

3agaHus HA NPaAKTUKY

CamocrosTeabHasi padora

3aKIIF0YeHue JOroBOpa C

1. MOKyMEHTaIMOHHOTO

1.ITpuHMMaTh U PETUCTPUPOBATH MOCTYHAIOIIYIO

opraHusanueil, BHIOpaHHOM Ha o0ecrieueHus JesITeNbHOCTH | KOPPECTIOHIEHIINIO, HAIIPABIIATh €€ B CTPYKTypHble | PaboTa c HOPMATUBHBIMH
KOHKYPCHOM OCHOBE, Ha OpraHu3aIuy; noJipa3iesieHUs] OpraHu3alii. TOKYMEHTaMU
yIpaBJIeHUE MYHUIATIATBHBIM 2. PaccMaTpuBaTh TOKyMEHTHI | ITepeIaBaTh WX Ha |BUBI JOKYMEHTOB
KUIHITHBIM (DOHAOM, KOHTPOJIb HCIIOJTHEHUE C YUYETOM PEe30IONUU pyKoBoauTeneil ([DyHkuuu 10KyMeHTOB
BBITIOJIHEHUS I0TOBOpa OpraHHU3aIUH. [IpaBuiia cocTaBieHus TOKyMEHTOB
3. OpopMIATh PETUCTPATMOHHBIE KAPTOUKU H OP/1
co3/1aBaTh OaHK JaHHBIX. [IpaBuiia cocTaBieHus JOKyMEHTOB
4. BecTu KapTOTEKy yuyeTa MpOXOKICHUS CALL
JOKYMEHTAJIbHBIX MaTepHaJIOB. [IpaBuiia cocTaBieHus TOKyMEHTOB
5. OCylIeCTBIATh KOHTPOJIb 32 MIPOXOKICHUEM CHU
JIOKYMEHTOB Pa6ota ¢ HTepHeT-pecypcamu
HeoOxonqnmble yMenust Ymenue IIpakTHyeckue 3a1aHus PerucTprpoBaue nocTynaomen
KOPPECIOHICHIIUU
OdopMIATH TOKYMEHTHI, — TpPUHUMATB, OdopmieHne perucTpaiioHHbIX KapTOUYeK U
HanpaiieHne KOppeCcrnoHICHIINH B
HE0OXO0UMBIE IS IPUHSTHS PETUCTPUPOBATE, YUMTHIBATh | CO3/IaHUE OaHKa JaHHBIX

peleHui o MpoBeaeHUN
KOHKYpCa I10 BEIOOpPY
OpraHu3aluK [yl yIpaBJIEeHUS
KHWJIUIIHBIM (POHIOM
PaboTath ¢ 1OKyMeHTaMH,
COCTaBJIAITh OTYETHI II0 UTOTaM
BBIIIOJIHEHUS I€ATEINBHOCTH

MOCTYHAIOIINE TOKYMEHTHI;
- MPOBEPSATH MPABUIBLHOCTD
oopMIIeHUS TOKYMEHTOB;

- BECTU KapTOTEKy Yyuera
MPOXOXKJICHUS JOKYMEHTAIBHBIX
MaTepuaios;
CUCTeMaTU3UPOBATh U XPAaHUTh
JIOKYMEHTBI TEKYILIETO apX1Ba

Ocy1ecTBiaeHHE KOHTPOJIS 3 IPOXO0XKIEHUEM
JIOKYMEHTOB

dopmupoBaHue Jena

CucremaTuzanus ¥ XpaHEHUE JOKYMEHTOB
TEKYILEro apxuBa

KnaccugunupoBanue 10KyMEHTOB ApXHUBHOI'O
¢donna Poccuiickoii @eneparun

IToaroroBka 10KyMEHTOB K II€peiaye Ha apXUBHOE

CTPYKTYPHBIE ITOJIpa3/IeICHUS
OpraHU3aluH
[IpaBuia  J1em0BOTO
Ie7I0BOro OOIICHHS
PesxuM 1 criocoObl XpaHeHUsI
apXUBHBIX JJOKyMEHTOB, ITOPSIIOK
BBITAYM JIETT

CpencTBa opraHu3alMOHHON

OTHKCTA  Hj
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XpaHeHue

TEXHUKU Npu paboTe ¢
TOKyMEHTaMHU

CpencTBa noucka I0KyMEHTOB

Heo0xoaqumble 3HaHUS 3Hanue Tembl
1. TpeboBaHus K COCTABICHUIO | - OCHOBHBIE TMOJIOXKEHUs EanHON Tewma 4.2
OTYETHOCTH roCyJIapCTBEHHOM cuctemsl | JIOKyMEHTHpOBaHME U IOKyMEHTAIMOHHAS
2. DTHKa JeJI0BOT0 OOIICHUS JIEJIOTIPOU3BO/ICTBA; 00paboTKa TOKYMEHTOB

- BUJIBI, PYHKIMHN TOKYMEHTOB,
MIpaBUJIa UX COCTABJICHUS U
odopMITeHUS

CpencTBa TpaHCIIOPTUPOBAHUS
JIOKYMEHTOB

KOMHI)I-OTepHI)IG TEXHOJIOI'uHn
PErucTpan J10KyMCHTOB.
Onpenenenne, Ha3HAYEHHUE CPEJICTB
OPTTCXHUKHU

q)OHJIOBaH MPUHAAJIC)KHOCTD
IOKYMEHTOB

KapTtoTeku, METOIMKN UX CO3/IaHUS
U [IPUMEHEHUS

OdopmieHne oT4eTOB O

[MPaKTUYECKUM paboTam

Hazsanne T®

Oo0ecrieueHne 3aKJIIOUCHUS
JIOTOBOPOB C MOAPSAIHBIMU U
PECYPCOCHA0KAIOIIUMHU
OpraHHu3aIUsIMU

IIK 4.5. OcymmecTBisITh KOHTPOJIH 32 MPOX0KICHUEM TIOKYMEHTOB
[IK 4.6. OTrpaBisTh UCTIOTHEHHYIO TOKYMEHTAIIUIO aipecaTaM ¢ IPUMEHEHHEM COBPEMEHHBIX BHJIOB OPTaHU3AIIMOHHONW TEXHUKU
IIK 4.7. CoctaBiarh 1 0OpMIIATE CIIYKEOHBIC JOKYMEHTBI, MaTepPHaIbl C MCIIOJIBE30BaHHEM (DOPMYIIIPOB TOKYMEHTOB KOHKPETHBIX

BH/JIOB
IIK 4.8. ®opmupoBats nerna

IIK 4.9. O6ecnieunBaTh OBICTPHIN MTOMCK JOKYMEHTOB IO HAYYHO-CITPABOYHOMY aIllapaTy (KapToTeKaMm) OpraHu3ariuu
IIK 4.10. CucreMaTn3upoBaTh U XpaHUTh JOKYMEHTHI TEKYIIIETO apXUBa.

IIK 4.11. OGecnieunBaTh COXPAHHOCTE IIPOXOIAIICH CITy>KeOHOH JOKYMEHTAITNH
TIK 4.12. T'oToBUTH M TIepeaaBaTh JOKYMEHTHI Ha apXUBHOE XpaHEHHUE

I1IK 4.13. OGecnieunBaTh COXPAaHHOCTh APXUBHBIX TOKYMEHTOB B OPTaHU3AIIH

TpynoBbie eiicTBUA

IIpakTUYecKuii ONbIT

3agaHus HA IPAKTUKY

CamocrosiTesqibHast padora

1. IloaroroBka M 3aKJIOYEHUE JOKYMEHTUPOBAHHUS u 1. Opranuzanus paboyero Mecta
JIOTOBOPOB C MOAPSAIHBIMU U JOKYMEHTAIMOHHOW 00paboTKu JEJIOTPOU3BOUTENS
pecypcocHabKaroUMU JOKYMEHTOB KaHLESPUN 2. OtpaboTka mpueMoB paboThI IPU
OpraHu3alUsAMU (apxuBa); 9KCIUTyaTalui O(UCHON TEXHUKH

2. AHaiu3 BBIMOJIHEHUS 3. BrinmonHeHne paboT MO KOMIBIOTEPHOI
JIOTOBOPOB HOJrOTOBKE U 00paboTKe JOKYMEHTOB

Pa6Gora c HOPMAaTUBHBIMH
TOKyMEHTaMu
Bupl TOKYMEHTOB
@DyHKINHA JOKYMEHTOB
[IpaBuiia cocTaBieHuUs TOKyMEHTOB

OPJl




Pe3yabrarsl, 3asiBjieHHbIE B
npogdeccunoHaAIbHOM
cTaHgapre

Oo6pasoBareabHnsie pe3yiabTrarsl @I'OC CIO no [IM

4. Opranuzanus JeJ10npor3BOJICTBA
5. OpraHu3anus apXMBHOTO Jeja

[IpaBuia cOCTaBIEHUS TOKYMEHTOB
CAI

[IpaBuia COCTaBICHUS TOKYMEHTOB

Heo0xonumble ymeHust Ymenne IIpakTHuyeckne 3aHATHS
1. AnanusupoBaTh 1 060011aTh -popmupoBaTh cnpaBouHbli | CpesncTBa XpaHeHUs! JOKYMEHTOB
nH(popMaLKo 00 U3MEHEHUIX amnmapar, obecnieunBaromuii | ObGecrnieueHue COXpaHHOCTH MPOXOIALIEH

MIPABOBBIX B3aUMOOTHOIIICHUH B
KUJTUIITHOU chepe

OBICTpPBIN OUCK TOKYMEHTOB;
- OCYIIECTBIIATH DKCIIEPTU3Y
JIOKyMEHTOB, TOTOBUTh U
repeaaBaTh JOKYMEHTAIbHBIC
Marepuaibl Ha XpaHEHUE B
apXuB

CIIyKeOHOH TOKyMEHTaluH

[Tonck MOKyMEHTOB 1O HAYYHO-CIIPABOYHOMY
amnmaparty (KapToTeKaM) OpraHu3aIuu
ObecrieyeHre COXpaHHOCTU apXUBHBIX
JOKYMEHTOB B OpTraHH3aIiN

Metoarka mpUMEHEHHs KapTOTEK

CpencTBa TpaHCIOPTUPOBAHUS IOKYMEHTOB
KoMmnbroTepHbIe TEXHOIOTUU PErUCTPALIU
TOoKyMeHTOB. Onpe/enenue, Ha3HauUeHUE CPECTB
OPI'TeXHHUKH

®doHmoBas MPUHAUICKHOCTH TOKYMEHTOB
Kaproreku, METOAMKH UX CO3AaHUS U IPUMEHEHUS
PaboTa ¢ HOpMAaTUBHBIMU TOKYMEHTaMHU

Ccuna

Pabora ¢ HTepHeT-pecypcamu
PeructpupoBaHue NOCTYIAOMIEH
KOPPECIIOHICHIIUU

HanpasieHrne KoppeCnoHICHIIUY B
CTPYKTYPHBIE MOJpa3IeIeHUs
OpraHu3aluu
[IpaBuna 1e10BOIO
ennoBoro oOeHus
PexuM 1 criocoObl XpaHeHust
ApXUBHBIX JOKYMEHTOB, MTOPSIOK
BBIIAYU €T

CpenctBa opraHu3alMOHHON
TEXHHUKH Mpu paboTe ¢
TOKYMEHTaMU

CpencTBa nmoucka J10KyMEHTOB

OTUKETA WU

Heo0xoauMmbIe 3HAHUSA

3HaHue

TeMbl

CpezcTBa TpaHCIIOPTHPOBAHHSI
ITOKyMEHTOB

KoMITbIOTEpHBIC TEXHOJIOTUH
pErucTpauy J10KyMEHTOB.
OmnpeneneHre, Ha3HAYCHHE CPEJICTB
OPTTEXHUKH

doH10Bas PHUHAIICIKHOCTD
ITOKyMEHTOB

KapToTeku, METOJMKH UX CO3IaHuUs
U TIPUMCHCHUS

OdopmieHre 0TYETOB O
MPaKTUYECKUM paboTam

1.3aKOHO,Z[aTCJ'ILHLIC aKThI,

-HOPpAAOK JAOKYMCHTHUPOBAHUSA

Tema 4.2
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MMOCTaHOBJICHUS, HOPMATHUBHO-
TEXHUYECKHUE JOKYMEHTBI BCEX
YPOBHEM BJIACTHU U MECTHOT'O
caMOYTIpaBJICHUS,
periaMeHTUPYIOIINE
3aKJIFOUEHHUE JI0TOBOPOB C
MOJIPSITHBIMU U
pecypcocHa0KaroIUMU
OpTraHu3aIUIMHU
3. TpeboBaHMS K COCTABICHUIO
OTYETHOCTH

UH(POPMALMOHHO-CITPABOYHBIX
MaTepuasoB;

- MpaBUJIa JISJIOBOTO ATHKETA U
JIEJIOBOrO OOIIEHUS

I[OKYMGHTI/IPOBEIHI/IC U JOKYMCHTallMOHHAas
00palboTKa TOKyMEHTOB
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