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Hactosmas oOpa3oBaTenbHas MporpaMma CpeaHero npogecCHOHaIbHOT0 00pa3oBaHuUs
o npodeccun enonpousBoautens (nanee — OIT CITIO) paspaboTana Ha ocHOBe ¢eepaTbHOTO
rOCyIapCTBEHHOT'O0 00pa30BaTEIILHOTO CTaHIAPTa CPEIHEro Mpo(ecCHOHATLHOTO 00pa30BaHUs
no mpocdeccun 46.01.03 JlenonpousBoautens, yTBepkaeHHoro Ilpukaszom MuHMNpocBemeHus
Poccun ot 14 Hos16pst 2023 1. Ne 857.

OIl CIIO ompenenseT pPEKOMEHIOBAHHBIM O00BEM H  COJAEpP)KAHHE CPETHETrO
npodeccronanbHOTO 00pa3zoBanus o npodeccuu 46.01.03 [lemonpon3BoauTeNh, NIAHUPYEMBIC
pe3yIbTaThl OCBOCHHS 00pa30BaTEIHHON IIPOTPAMMBI, YCIOBUS 00Pa30BATEILHOM JESTCIEHOCTH.

Opranuzanusi-paspador4yuk: ['ocynapcTBeHHOE OrOIKETHOE
npogdeccroHalbHOE 00pa30BaTEIbHOE
yupexaeHnue PecryOnuku Asires
«MalKONCKNI NHIYCTPHUAIBHBINA TEXHUKYM»
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- Pabouas mporpamma yue6Ho# nucuumuinabl «CI.03 be3onacHOCTh KU3HEIEATeTbHOCTHY
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Pa3gen 1. O0niue mosoxeHust

1.1. Hacrosimas OI1 CIIO no npodeccuu 46.01.03 [enonpousBoaurens pazpaboTana Ha
OcHOBe (elepadbHOr0  TOCYJAapCTBEHHOTO  00pa3oBaTENbHOTO  CTaHIApPTa  CPEIHEro
npodeccuoHanbHOr0  obpaszoBanus 1o  npodeccun  46.01.03  [enonpou3BoaUTEND,
yrBepxaeHHoro [Ipukazom Munnpocsenienust Poccun ot 14 nHosiops 2023 r. Ne 857 (nmanee —
OI'OC CIIO).

OII ompenenser 00beM M COAEpIKaHUE CPEIHETO MPO(ecCHOHAIBHOrO0 00pa30BaHUs I10
mpodpeccun  46.01.03  [lenonmpousBoauTens, pe3yabTaTbl OCBOCHUS  00pa3oBaTeIbHOU
MIPOrpaMMBI, YCJIOBHUSI 00pa30BaTeNIbHOM JIeATEIbHOCTH.

OIl pa3pabortana s peajau3anuu 00pa30BaTEIBLHON IMpOrpaMMbl Ha 0a3e CpeaHEro
o01miero oopa3oBaHus.

OcHoBHas npogdeccuoHanbHas oOpa3oBaTesibHas MporpaMma (ganee — oOpa3oBaTesbHas
nmporpamMma), peanm3yemass Ha 0a3e OCHOBHOTO 001mero oOpa3oBaHMs, pa3padaThIBaeTCs
oOpa3oBaTeslbHOM ~ opraHm3alieii  Ha  OcCHOBe  (elepaldbHOrO0  TOCYAapCTBEHHOTO
o0pasoBaTeslbHOTO CTaHjgapTa cpeaHero ooOmiero odOpazoanuss U GI'OC CIIO ¢ yderom
nosryqaemoii npogeccun JenonpounsBoaurens u Hactosmei OIT CIIO.

1.2. HopmatuBHbIe ocHOBaHHUs AJis1 pa3padotku OII:

- OenepanbHblii 3akoH 0T 29 gexabps 2012 r. Ne273-03 «O06 oOpa3oBaHumn
B Poccuiickoit denepanuny;

- Ilpuka3 MunnpocBemienuss Poccunm ot 08 ampens 2021 r. Ne 153
«O6 ytBepxkaenun I[lopsaka pa3paOOTKH MPUMEPHBIX OCHOBHBIX 00pa30BaTeNIbHBIX MPOTrpamMm
CpellHEro npogeccHoHaIbHOIO0 00pa30BaHus, MPOBEACHHUS WX SKCIEPTH3bl M BEJIEHUS peecTpa
NPUMEPHBIX  OCHOBHBIX  OOpa30BaTeNbHBIX MHPOTPaMM  CpPEeIHEro  MpodecCHOHAIBHOTO
o0pa3oBaHUMY;

- [lpuka3 MunnpocBemenuss Poccun ot 14 nHosOps 2023 1. Ne 857 «OO6
yTBepKACHUHU (DeepaTbHOrO TOCYAapCTBEHHOTO0 O00pa30BaTENbHOTO CTAaHIAPTa CPEAHETO
npodeccuoHanbHOro oopazoBanus 1o npodeccuu 46.01.03 Jlenonpon3BoauTENbY;

- [Tpuka3z Mwunnpocsemennss Poccun ot 24.08.2022 Ne 762 «OO0 yTBEpKICHUH
[lopsinka  opraHu3ald ¥ OCYHIECTBJICHHUS  OOpa3oBaTENbHOM  JAEATEIBHOCTH IO
00pa30BaTeIbHBIM POTPaMMaM CPEIHEro MPo(hecCHOHANTBHOTO 00pa30BaHUs»;

- [Mpuka3z Munnpocsemenuss Poccum ot 08 HosOps 2021 r. Ne 800
«O6 yrBepxknenun Ilopsimka TpoBeNEHUST TOCYAApCTBEHHOW  HWTOTOBOWM  aTTeCTallUU
1o 00pa30BaTeIbHBIM IPOrpaMMaM CPEAHEro NPoPecCHOHaIBHOTO 00pa30BaHUAY;

- [Mpuka3z MunoOpuayku Poccum Ne 885, Munmpocsemenust Poccun Ne 390
ot 5 aBrycta 2020 r. «O nmpakTH4yeckoil HOAroToBKe odyuaromumxcs» (Bmecte ¢ «llonoxenuem o
MPAKTUYECKON MOJITOTOBKE 00YUaOIIUXCSI;

— [Ipukaz MunucrepctBa Tpyna Poccuiickoir deneparun ot 15 urons 2020 r. N
333n «O0 yTBepkIeHnH npodecCuoHaIbHOro cTanaapra «CrnenuanucT 0 OpraHu3aluOHHOMY
U JIOKyMEHTAIIMOHHOMY OOECTICUCHHIO YIIPABJICHUS] OpraHU3aueii».

1.3. IlepeueHb cokpalieHui, HCroab3yeMbIX B Tekcte OIT:

@I'OC CIIO — ¢enepanbHblii rOCyJapCTBEHHBIN 00pa30BaTeNbHbINA CTAHIAPT CPEIHETrO
npogeccroHaIbHOr0 00pa30BaHNUs,

OIIl — o6pa3zoBaTenpHast IporpamMma;

OK — o0111e KOMIIETEHIUH;



[1K — npodeccroHanbHbIE KOMIIETEHIIUN
CI' — conuanbHO-TYMaHUTAPHBIN LUK,
OIT — obmenpodecCUOHATBHBIN UK,
IT— mpodeccroHaNbHBINA TUKI;

MJIK — MeXIUCIUIUIMHAPHBIN KYpC;
IIM — npodeccrnoHaabHbIN MOTYIIb;
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OII — obmenpodeccruonanbHas TUCIUILTAHA;

D — neMoHCTpalluOHHBIN 9K3aMEH;

I'MA — rocynapcTBeHHasi NTOTOBasi aTTECTALUS.

Pa3zgea 2. O0mas xapakTepucTUKA 00pa3oBaTeibHOI POrpaMMbl

KBanudukanmsa, mnpucBauBaemas BBIIYCKHHKAM  0Opa30BaTENbHOW  MPOrpaMMBbI:

JenonpousBoaurens.
dopMbI 00yUeHHUS . OYHAS.

O0bemM 00pa3oBaTEIBbHOM TPOTPAMMBI, pealn3yeMoil Ha 0a3e CpeaHero oOIIero
oOpa3oBanus 1o kBanmpukanun: JlemonponsBoaurens — 1476 akaIeMUIECKUX YacoB.

OO0bvemM o00pazoBaTeNbHONM MPOTpaMMBbl, pealn3yeMoil Ha 0a3ze CcpeaHero oouero
oOpa3oBanus no kBanupukanuu: [lenonpousBoaurens — 2952.

Paznen 3. XapakrepucTuka npoecCHOHAIbLHOM 1eATeJIbHOCTH BbIIY CKHUKA

3.1. O6nacts npohecCuoHaNbHOMN 1eATENbHOCTH BBITYCKHUKOB: 07 AJIMHUHUCTPATHBHO-

yrpaBJeHuecKast 1 opuCHas 1eATeTbHOCTb.
3.2. CoOTBETCTBUE BUIOB NEITEILHOCTH

npodeccroHalIbHBIM MOAYJISM

HaumeHoBaHN€e BUAOB ASITEIBHOCTH

HaumenoBanue HpO(I)CCCI/IOHaHBHBIX MO,Z[yJ'ICfI

1

2

JIOKYMEHTUPOBAHUE YIIPABICHYECKON
NeATeTbHOCTH M OpTaHu3alrs paboThI C
JIOKyMEHTaMu

JlokyMeHTHUpOBaHKE YIIPABICHUYECKOM
JEATeIIbHOCTH M OpTaHu3alus paboThI C
JTIOKyMEHTaMu

OpraHM3aIus TEKYIIEro XpaHeHUs
JIOKYMEHTOB U MTOATOTOBKA [ ISl IEpeaaun
B apXUB

Opranu3zanys TeKyIero XxpaHeHus
JOKYMEHTOB U IIOArOTOBKA J€JI IS Iepejayu B
apxuB




Pasnen 4. [lnanupyemble pe3yJibTaThbl 0CBOCHHUSI 00Pa30BaTeJIbHOI MPOrPaMMBbI

4.1. O0ure KOMIIETEHIINT

Kon
KOMIIETCHLM U

DopMyJIHPOBKA
KOMIIEeTEeHI[UN

3HaHuA, yMEeHHUS

©)
=
=

Br16upath criocoObt
peleHus 3a1a4
npodeccruoHaIbHOM
JeSITEITLHOCTH
NPUMEHHUTEITHHO

K pa3sjiIn4HbIM
KOHTEKCTaM

YMmenus:

pacrio3HaBaTh 3aja4y U/WUiM npooieMy
B ITPO()eCCHOHATHPHOM HU/UJTH COIIHATIBHOM
KOHTEKCTC

AHAJIM3UPOBATH 3aa1y H/Uan np06neMy n
BBIJICIIATH €€ COCTABHBIC YaCTH

ONPCACEATh 3TAllbl pCIICHUS 3aJa4n

BBISIBJISITH U 3((EKTUBHO UCKATh HHPOPMALIHUIO,
HEOO0XOIUMYIO ISl PEeLICHHUS 3a7auu 1/ UK
poOIIeMbI

COCTABJIATH IUIAH JEUCTBUI

OTpeAeIIsATh HEOOXOUMBIE PECYPCHI

BJIAJIETh aKTyaJIbHBIMH METOJJaMH PabOThI
B NpopecCHOHaIBbHON U CMEXHBIX cepax

PCain30BbIBATH COCTaBJICHHBIN IIJIaH

OLICHUBATh PE3YNBTAT U MOCIEICTBUS CBOUX
JEUCTBUH (CaMOCTOSITENIBHO WIN C TIOMOILBIO
HACTAaBHHKA)

3HaHNA:

aKTyaJbHbIH MPO(ECCHOHAIBHBINA U COLMAIBHBIH
KOHTEKCT, B KOTOPOM IPUXOAUTCS paboTaTh U KUTh

OCHOBHBIE HCTOYHHKH HH(POPMAIIMU U PECYPCHI IS
peleHus 3aaa4 u npodsieM B mpohecCuoHaTbHOM
U/WIIH COIIMAIbHOM KOHTEKCTE

AITOPUTMBI BBITIOTHEHUS padoT
B Ipo(heCCHOHATBHOM U CMEXHBIX 00JIaCTIX

METOJTbI pabOTHI B TPO(HECCHOHATLHON U CMEKHBIX
cdepax

CTPYKTYpY IIJIaHa JJIs pelIeHus 3a/1a4

MOPSZIOK OLIEHKU Pe3yabTaTOB PEIleHuUs 3a/1a4
npodecCHoHaIbHOM e TEeIbHOCTH

OK 02

Hcnons3oBaTh
COBpPEMEHHBIC CPEJICTBA
MOMCKa, aHAJIN3a

Y MHTEPIPETaIluU
UHpOpMaLUH, U

YMmenus:

OTIpeNIeNATh 3a7auu ISl TOMCKa HHPOPMALUU

OIpeeNATh HE0OX0IUMBbIE HICTOUHUKHU
nHpopManuu

IIaHUPOBATDH IMPOLICCC ITOUCKA




MH(POpPMaLIMOHHbIE
TEXHOJIOTUH JIJIS
BBINOJIHEHUS 3a/1a4
npogeccuOHaATBLHON
JeSITEIbHOCTH

CTPYKTYpUPOBATh MOJIy4aeMyI0 HHPOPMAIIHIO

BBIJICJIATh HAUOOJIee 3HaUMMOE B [IEpPEYHE
nHpopManuu

OLICHUBATH MMPAKTHYCCKYIO 3HAYUMOCTDb
PE3YJIbTATOB ITIOUCKA

0(OpMIIATH pe3ynbTaThl IOUCKA, IPUMEHSTh
cpeacTBa HHPOPMALMOHHBIX TEXHOJIOTUHI 151
pereHus npodecCHOHAIBHBIX 3a/1a4

UCIIONE30BaTh COBPEMEHHOE MPOTrPAMMHOE
obOecrnieyeHue

UCIIOJIb30BaTh pa3InyHble IU(POBIE CPEACTBA IS
peteHus npoecCHOHAIBHBIX 3a/1a4

3HaHUA:

HOMEHKJIaTypa UH(POPMAIIMOHHBIX HCTOYHUKOB,
NPUMEHSEMbIX B TPO(ECCHOHAIBHOMN 1eATeIbHOCTH

IpUEMBbl CTPYKTYpUPOBaHUS MH(OPMAIIH

dopmat opopmIteHUsT Pe3yTHTATOB TTOUCKA
nHpOpMaIIUY, COBPEMEHHBIE CPE/ICTBA U
yCTpOWCTBa HHPOPMATH3ALUH

MOPAAOK UX IPUMEHEHUS U IPOrpaMMHOE
obecreyeHne B MpohecCHOHaTbHON NesATENbHOCTH
B TOM YHCJIE C UCTIOJIb30BAHUEM ITU(PPOBBIX CPEICTB

OK 03

[InanupoBars

U peajn30BbIBAThH
coOCTBEHHOE
npodeccuoHaIbHOE

Y JINYHOCTHOE pa3BUTHE,
IpeIPUHIMATEIHCKYIO
e TENBHOCTh

B Ipo(hecCHOHABHOM
chepe, UCIIOIH30BATH
3HaHUA 10 IIPABOBOU U
(uHaHCOBOM
IrPaMOTHOCTHU

B Pa3IMYHBIX
KU3HEHHBIX CUTYAIHSIX

YMmenus:

ONPENEIATh AaKTYalIbHOCTh HOPMATUBHO-ITPABOBOM
JIOKYMEHTAIUH B MPOQEeCCHOHATBHON
JEATEIILHOCTH

MPUMEHSATh COBPEMEHHYIO HAYUHYIO
npo¢ecCHOHATBHYIO TEPMHHOJIOTHIO

OTIPENENIATh ¥ BRICTPANBATH TPACKTOPHH
po¢eCCUOHATHHOTO PAa3BUTHS U CaMOOOpPa30BaHMS

BBISIBIIATEH JJOCTOMHCTBA U HETOCTATKHU
KOMMEPYECKOU HIen

MPE3EHTOBATh UACH OTKPBITHS COOCTBEHHOTO Jiena
B IPO(heCCHOHAITBHOM JIeATEIIBHOCTH; O(hOPMIIAThH
Ou3HeC-IUIaH

paCCUUTBIBATH pa3MEPhI BIIUIAT 11O ITPOLUCHTHBIM
CTaBKaM KpCAUTOBAHUA

OIIPEAEIIATh UHBECTULIMOHHYIO IIPUBJIEKATEIBHOCTh
KOMMEpUYECKUX UJeH B paMKax npodeccuoHaIbHON
NS TETbHOCTH

MIPE3EHTOBATh OM3HEC-UICIO

onpeacsiTb UCTOYHUKHU (i)I/IHaHCI/IpOBaHI/IH

3HaHuA:

COZIEpKaHUE aKTyaJIbHOM HOPMATUBHO-TIPABOBOU




AOKYMCHTAallUU

COBPCMCHHAA HayUHasA U HpO(beCCI/IOHaJ'IBHaH
TECPMHHOJIOTUA

BO3MOJKHBIC TPACKTOPHUU HpO(i)eCCI/IOHaJ'ILHOl"O
Pa3BUTHUA U CaM006p330BaHI/I${

OCHOBBI HpCHHpHHHMaTCHBCKOﬁ ACATCIIbHOCTH,
OCHOBBI (bHHaHCOBOﬁ I'paMOTHOCTH

npaBuiia pa3paboTKu OU3HEC-TUIAHOB

IMOPAAOK BEICTpauBaHUA MPE3CHTAIIUU

KpCAUTHBIC OaHKOBCKHE MMPOAYKTHI

OK 04 | O¢ddexruBHO YMenus:
B3aUMO/ICIICTBOBATh OpraHn30BbIBaTh PaOOTy KOJJIEKTUBA
1 paboTaTh Y KOMaH/IBI
B KOJUICKTMBE U KOMAH/I€ | B3aUMOJIEHCTBOBATH C KOJJIETaMH, PYKOBOZCTBOM,
KIMEHTaMH B X0J1€ NPO(eCcCHOHAIBHOM
JeATENbHOCTU
3HaHuA:
[ICUXOJIOTMYECKUE OCHOBBI AEATEIIBHOCTH
KOJIJIEKTHUBA, TICUXO0JOIMYECKUE OCOOCHHOCTH
JUYHOCTHU
OCHOBBI ITIPOEKTHOM IEATEIBHOCTU
OK 05 | OcyiiecTBasiTh YCTHYIO Ymenus:
Y IUCBMEHHYIO IPaMOTHO U3JIaraTb CBOU MBICIIU
KOMMYHUKAIUIO 1 0(OpMIIATh JOKYMEHTHI 110 IPOPECCUOHATIBHON
Ha TOCYIapCTBEHHOM TEMaTUKE Ha TOCYJAPCTBEHHOM SI3BIKE, IPOSBIIATH
a3bike Poccuiickon TOJIEPAHTHOCTb B pab0ueM KOJIIIEKTUBE
@enepanuu ¢ yueToM 3Hanus:
0COOEHHOCTEH 0COOEHHOCTH COIMATIBHOTO U KYJIBTYPHOT'O
COLMAJIBHOT O KOHTEKCTAa,
U KyJIbTYPHOTO npaBuiIa OQPOpPMIICHHUS JOKYMEHTOB
KOHTEKCTa U TIOCTPOEHUS YCTHBIX COOOLICHUN
OK 06 | IlposiBiSTH rpaskJaHCKO- | YMeHust:

NaTPUOTHYUECKYIO
MTO3UILINIO,
JEMOHCTPUPOBATH
OCO3HAHHOE TIOBEJICHHE
Ha OCHOBE
TPaAULIMOHHBIX
00IIIeY€eIOBEYECKHX
[IEHHOCTEHN, B TOM YHUCIIE
C Y4€TOM TapMOHHU3AIUH
MCKHAITUMOHAJIBHBIX

nu Me)erHI/IFI/IO3HBIX
OTHOIICHHM, IPUMEHSTh

OINHMCBLIBATh 3HAUYUMOCTh CBOCH HpO(beCCHH

IIPUMEHSATH CTAHJAPThl aHTUKOPPYILIUOHHOTO
MOBEICHUSA

3HaHuA:

CYITHOCTb TPaXKTaHCKO-TIAaTPUOTHYECKOMN TTO3HUIIHH,
001IIeYeTOBEYECKUX [IEHHOCTEH

3HAYMMOCTh MPOPECCHOHATLHON JCATEIBHOCTH 110
npodeccun

CTaHAAPThl AHTUKOPPYIIITHUOHHOTO ITOBCACHUA U
MMOCJICACTBUS €T'0 HAPYILICHUS




CTaHJapThI

AHTUKOPPYILIMOHHOTO
NIOBEJICHUS
OK 07 | CopneiicTBOBaTh Ymenns:
COXPaHEHHUIO coOI0AaTh HOPMBI 3KOJIOTHYECKON Oe30MacHOCTH;
OKpYKaroIIel cpe/ibl, OTIpeNIeNIATh HalpaBJIEHUs pecypcocOepeKeHHs
pecypcocOepekeHuto, B paMKax MpodeccuoHaIbHOMN 1eATeIbHOCTH
MPUMCHSATh 3HAHUS 10 Ipodecchu, OCYIIECTBIATh PaboTy C
00 M3MEHEHMH KIUMaTa, | COOJIOAECHUEM TIPUHIIUIIOB OEPEKITMBOTO
IPUHLUIIEI OEPEKIMBOTO | IIPOM3BOJICTBA
IpOX3BOJCTBA, OpPraHU30BBIBATH MPOHECCHOHATHLHYIO
3¢hPEeKTUBHO JEATENBHOCTh C YYETOM 3HAHUI 00 H3MEHEHUH
JIEUCTBOBATH B KJIMMaTHUYECKUX YCIIOBUN PETMOHA
YpE3BBIYANHBIX SHAHMS:
CUTyanu;ax MpaBHJIa IKOJIIOTUYECKOM 0€30MacHOCTH MPU
BEJICHUH NMPO(EeCCUOHANBHON NeATeIbHOCTH
OCHOBHBIE PECYPCBHI, 3aJ€1ICTBOBAHHBIE
B IIpoecCHOHATIBHOM J1eTeIbHOCTH
nyTH obecreueHus: pecypcocOepekeHus
IMPUHLIUIIEI OEPEKITUBOTO IPOU3BOJICTBA
OCHOBHBIE HaIIPAaBJICHNS] N3MEHEHUS
KJIMMAaTUYECKUX YCIIOBUW PErMOHA
OK 08 | Mcnonws3oBath cpesictBa | YMeHHs:
(u3NYEeCcKOl KyIbTYpHI HCII0JIb30BaTh (PU3KYIBTYPHO-03/J0POBUTEIBHYIO
JUISL COXpaHEHUs JeATEIIbHOCTD ISl YKPETUICHUSI 310POBb,
U YKPETUICHHS 3I0POBbS | TOCTHKEHHUS ) KU3HEHHBIX U POPECCUOHATIBHBIX
B MIporecce nenen
npo(eccCHoHaIbHOM MPUMEHSTH PAllMOHAIBHBIC TPUEMBI JIBUTATEIBHBIX
JEATEIbHOCTH (GyHKIMI B TpOeCCHOHANBHON 1S TEIbHOCTH
U TIOAACPKaHNA I0JIb30BAThCS CPEACTBAMU MPODUIAKTUKU
HEOOXOAUMOrO yPOBHS MEpEHANPSHKEHNS, XapaKTEPHBIMU JJIsI JTaHHOMN
(busmueckoit npodeccuu
MOATOTOBJIEHHOCTH 3HaHuA:
POJIb PU3NYECKON KYIbTYPHI B OOIIEKYITYPHOM,
npohecCHOHABHOM U COIIMAIbHOM Pa3BUTUHU
YeJI0BeKa
OCHOBBI 37I0pOBOr0 00pa3a >KU3HU
yCIOBUS IPO(PECCHOHATEHON I€ATEIbHOCTH M 30HBI
pHucKa (pU3HMUECKOT0 30POBbs IS podeccHu
cpencTBa NpoUIaKTUKU epeHaNpsHKeHNs
OK 09 | Ilonp3oBatbest Ymenus:
npodeccunoHaNbHON MMOHUMAThH OOIIUI CMBICT YETKO MPOU3HECEHHBIX
JOKyMEHTauuen BBICKA3bIBAaHUI HA N3BECTHBIC TEMBI

Ha roCyJapCTBEHHOM

(mpodeccruonanbHbIE U OBITOBBIC), TOHUMATh




1 MHOCTPAaHHOM A3bIKaX

TEKCThI Ha 0a30BbIC HpO(beCCI/IOHaJ'IBHI)IC TEMBI

y4acTBOBATh B JIMAJIOTrax Ha 3HAKOMBIE 00IIMe
1 ipo¢heCcCUOHANIbHBIE TEMBI

CTPOUTH MMPOCTHIC BBICKA3BIBAHUSA O cebe u 0 cBOEH
HpO(bCCCHOH&J'IBHOfI ACATCIIbHOCTH

KpPaTKO 0OOCHOBBIBATH U OOBSICHATH CBOM JEHCTBUS
(TexyImue U mIaHupyeMble)

IMUCaThb MPOCTHIC CBA3HBIC COO6HIGHI/I$I Ha 3HAKOMBIC
HJIM UHTCPECYIOIINC HpO(beCCI/IOHaJIBHBIC TCMBI

3HaAHUA:

MpaBHJIa TOCTPOCHUS MIPOCTHIX U CIOKHBIX
MPEIOKEHUN Ha TPO(PECCHOHANTbHBIE TEMBI

OCHOBHBIC 00IIEYOTPEOUTEIBLHBIE TI1aroJIbl
(6pITOBast U TTpodecCHOHATBHAS JICKCUKA)

JIEKCUYECKUN MUHUMYM, OTHOCSLIUICS K
ONMCAaHMIO NPEIMETOB, CPEJICTB U IIPOLIECCOB
npodecCHoHANTBHON JeATETLHOCTH

0COOEHHOCTH MPOU3HOIICHUS

IpaBUJIa YTEHUSI TEKCTOB MPOPECCHOHAIBHOMN
HaIpaBJIEHHOCTH

4.2. TIpodeccroHanbHbIE KOMIICTCHIINN

Buani Koa u HauMeHoBaHHue IToxa3aTenn ocBoOeHU A
AeATEeIbHOCTH KOMIIeTeHIINH KOMIIEeTeHIMH

nokymentuposanue | [1K 1.1. OcymiecTBasTh HaBbiku:
yIpaBICHUIECKON preM, IEPBUIHYIO

[Tpuem u nepBuyHas oOpaboTKa
NESATENBHOCTH U 00paboTKy U

BXOSIINAX JTOKYMEHTOB.
OpraHu3aIus pETUCTpAITHIO JULIHX TOKYM

. [IpenBapuTebHOE PACCMOTPEHUE H

paboThI ¢ MOCTYTAOIICH

COpPTUPOBKA TOKYMEHTOB HA
JOKyMEHTaMH KOPPECITOHICHIINN B TOM

YHUCJIC C UCIIOJIBb30BAHUEM
ABTOMATU3HUPOBAHHBIX
CHCTCM.

perucTpupyemsie u
HEPErUCTPUPYEMBIE

[ToaroToBKa BXOASIINX JOKYMEHTOB
JUISL PACCMOTPEHUSL PYKOBOIUTEIIEM.
Perucrpanus BXoASIIUX JOKYMEHTOB.

YMmenus:

[IpoBepsATh NPaBUIBHOCTH IOCTABKH
KOPPECIOHIEHIIUH; TPABUIILHOCTD U
[IEJIOCTHOCTD BIIO)KEHUSI.

OneHuBaTh cofepxaHue
MOCTYMUBIIUX IOKYMEHTOB C LIEJIbIO
UX pacrpeesieHusl.

[Tonb3oBaThCA
aBTOMATH3MPOBAHHBIMHA CUCTEMaMHU




ydeTa, perucTpaiuy npu padboTe ¢
AOKYMCHTaMH OpraHu3aluu

3HaHus:

HopMmaTuBHBIEC IPaBOBBIE aKThI U
HOPMAaTHBHO-METOINYECKHUE
JTOKYMEHTBI, OTIPEIEIISIOIINE TTIOPIIOK
JOKYMEHTAIIHOHHOT'O 00eCTIeueHHs
YIIpaBICHHUS.

CtpykTypa opraHuzanuu,
PYKOBOJICTBO CTPYKTYPHBIX
MIOAPA3/ICIICHUMN.

CoBpeMmeHHbIe HH(OPMAIIIOHHBIE
TEXHOJIOTUU pabOTHI C TOKYMEHTaMHU.
[Topsiiok paboTHI C MOCTYMAIOIMMHU
JTOKYMEHTaMH.

IIK 1.2. ITepenaBath
JIOKYMEHTBI Ha
WCIIOTHECHUE B
MOAPA3/ACIICHHS C YUETOM
Pe30II0LUU
PYKOBOJUTEIEH
OpraHu3aIiy.

HaBpIku:

OpFaHI/I3aIII/I$I AO0CTaBKH JOKYMCHTOB
HUCIIOJIHUTCIIAM.

YMmenus:

OnpeaensaTe MapuIpyT ABUKEHUS
KOHKPETHOI'O IOKYMEHTa U JOBOJUTH
JOKYMEHTBI 10 UCTIOJIHUTENIEN B
OIIPEJIEIICHHBIE CPOKH

PaGotath co Bceli COBOKYITHOCTEIO
UH(OPMAIIMOHHO-T0KYMEHTAIIHOHHBIX
pecypcoB OpraHU3aIvy.

Bectu yuet npoxoxaeHus
JOKYMEHTAJIbHBIX MAaTEPUAJIOB.

3HaHuA:

HopmatuBHbIE IPaBOBbIE aKThI U
HOPMAaTHBHO-METO/INYECKHUE
JOKYMEHTBI, OTIPEIEIISIFOIINE TIOPSIOK
JOKYMEHTAITHOHHOTO 00eCTIeueHHS
yIpaBJIeHUs.

CrpykTypa opraHusanuu,
PYKOBOJICTBO CTPYKTYPHBIX
MOJIpa3/ieICHUH.

CoBpeMmeHHbIe HH()OPMAIIIOHHBIE
TEXHOJIOTUH paboThI C JOKYMEHTaMH.
Iopsinok paboThI ¢ TOKyMEHTaMU IpU
nepesave ux Ha MCIIOJHEHUE B
MIOJIpa3IeIICHUSI.

[IK 1.3. OcymecTBasaTh

HaBpIku:




KOHTPOJIb UCTIOTHEHUS
JTOKYMEHTOB B
OpraHu3aly, B TOM YUCJE
C UCTIOIb30BaHUEM
aBTOMATU3UPOBAHHBIX
CUCTEM.

KoHTposb ucrnonHeHus: JOKyMEHTOB B
OpraHu3aIiu.

YMmenud:

ITocTaHOBKa JOKYMEHTa Ha KOHTPOJIb.
OcyniecTBISTh TPOMEKYTOUHBIN
KOHTPOJIb U KOHTPOJIb IIPU
HACTYIUICHUH JaThl HCIIOTHEHMUS.
HNudopmupoBats pyKOBOAUTENIS 00
UCTIOJTHEHUH.

CHATb JOKYMEHT C KOHTPOJISI U
HaTPaBUTh UCTIOJTHEHHBIA JOKYMEHT B
JeJ10.

O06001aTh U aHATU3UPOBATH
pe3yabTaThl KOHTPOJIS 32
UCIIOJTHEHUEM JIOKYMEHTOB.
[Tonb3oBaThCs
aBTOMATH3MPOBAHHBIMUA CUCTEMaMHU
y4eTa, perucTpaiuu, KOHTPOJIs U
MH(GOPMaIIMOHHO-CIIPABOYHBIMU
cucTeMam# mpu pabote ¢
JOKYMEHTaMH OpraHU3allHH.

3Hanus:

[paBuna opranuzanuu u HOPMBI
KOHTPOJISI UCTIOJIHEHUS JOKYMEHTOB B
OpraHu3aluHm.

TunoBbie CpOKU UCTIOTHEHUS
JIOKYMEHTOB.

[TpuHIMIIBI paOOTHI CO CPOKOBOM
KapTOTEKOU.

Ha3nauenue 1 TeXHOJIOTHs TEKYLIETO
U TIPeIyNpeIUTEIbHOI0 KOHTPOJISL.
[IpaBuia coctaBneHus
AHAIUTUYECKUX CIIPABOK I10
opranu3anuu padoThl ¢ JOKYMEHTaMH
Y KOHTPOJIIO UCIIOJHEHUS
JOKYMEHTOB.

I1K 1.4. Bectu 6a3bl
JAHHBIX JIOKyMEHTOB
OpTraHM3aIiu |
CIIPaBOYHO-
UH(OPMALIMOHHYIO PabOTy
0 HUM.

HaBbiku:

Benenue 0a3pl JaHHBIX JOKYMEHTOB
OpraHu3aluy.

Benenue unpopmannonHo-
CIIPaBOYHOMN PabOTHI.

YMmeHnus:

Ilonp3oBaTbest Oa3zaMu JaHHBIX, B TOM




YHUCJIC YOAAJIICHHO.

Bectn y4er JOKYMEHTOB
OpraHM3alyu.

OcymiecTBisATh CIIPaBOYHO-
MH(OPMALIMOHHYIO pabory c
HCIIOJIb30BaHUEM 6a3 JAHHBIX
JOKYMEHTOB.

Ilonb3oBaThes

ABTOMATHU3UPOBAHHBIMHU CHCTEMaMHU
ydeTa, perucTpalyuu, KOHTPOJIS U
MH(POPMAIIMOHHO-CITPABOYHBIMU
CUCTeMaMH IpH padboTe C
JTOKYMEHTaMH OpTraHU3alHH.

3HaHus:

[lpaBuna co3maHuss U BeneHus 0a3
JaHHBIX CJ'IY)KC6HBIX AOKYMCHTOB B
OpraHM3alyu.

CucreMBl 31EKTPOHHOTO

JTOKYMEHTO000pOTAa.

[IK 1.5. OcymiecTBasTh
00paboTKy, peruCTpalHio
U OTIIPAaBKY MCXOASLICH
JTOKYMEHTAIMH a/IpecaTaM,
B TOM YHCJIE C
UCIIOJIb30BaHUEM
aBTOMATU3UPOBAHHBIX
CHCTEM.

HaBbIku:

O06paboTka, perucTpainus U OTIpaBKa
UCXOJSIINX JOKYMEHTOB

YMmenus:

[IpumeHsITh TpaBHUiIa PYCCKOTO S3BIKA
IIPU IPOBEPKE JOKYMEHTOB IEPe/]
OTIIPAaBKOM.

[IpoBepsATh MPaBUILHOCTH
oopMIIeHHS U KOMIUIEKTHOCTD
UCXOMSAIINX JOKYMEHTOB.
CopTupoBath JOKYMEHTHI 110
crioco0am JT0OCTaBKH, MPU
HEOOXOJMMOCTH, YITAKOBLIBATh
JOKYMCHTBI U OTIPABIISTh.
[Tonb30BaThCs
aBTOMATH3MPOBAHHBIMUA CUCTEMaMHU
y4eTa, perucTpaluy,
WHPOPMAIIMOHHO-CITPABOYHBIMU
cucTteMamH mpu padote ¢
JOKYMEHTaMH OpraHU3aluu

3Hanus:

HopmatuBHbIe paBOBbIE aKThl U
HOPMaTUBHO-METOJUYECKHE
JIOKYMEHTBI, ONIPEACIISIONIUE MOPSAI0K
JOKYMEHTAITMOHHOTO 00eCreueHust




yIpaBJICHUS.
[IpaBuiia u Cpoku OTHpPaBKU
UCXOJSIINX JOKYMEHTOB

[IK 1.6. OcymiecTBasiTh
COCTaBJICHUE U
odopmIleHHE CITY’)KeOHBIX
JOKYMEHTOB Ha OCHOBE
TpeOOBaHUN COBPEMEHHBIX
HOPMATHBHBIX ITPABOBBIX
aKTOB.

HaBbIku:

CocraBnenue u odopmiieHue
CILY’>K€OHBIX JJOKYMEHTOB

YMmeHnus:

IIpumeHATh yCTaHOBIIEHHBIA COCTaB
PEKBU3UTOB B 3aBUCHUMOCTHU OT BUJA
JOKYMEHTA.

[IpaBriIbHO pacmosiaraTs U
0QOpMIIATH PEKBU3UTHI HA JIUCTE MPU
COCTABJICHUH JTOKYMEHTA.

[IpumeHsATb COBpEMEHHBIE
MH(POPMAIMOHHO-
KOMMYHHKAIIMOHHBIE TEXHOJIOTUU IS
paboThl ¢ JOKYMEHTAMH, B TOM YHCIIE
JUIS €€ ONITHMM3ALUY U TTOBBIILICHHUS
3¢ (HEeKTHBHOCTH

[IpuMeHATH mpaBUIIa PyCCKOTO S3bIKA.

3HaHus:

Bupl 10KyMEHTOB, UX Ha3HauYEHUE.
TpeboBanus1, npeabsABIsIEMbIE K
JIOKYMEHTaM B COOTBETCTBUH C
HOPMAaTUBHBIMU ITPABOBBIMU aKTaMU U
rOCyJapCTBEHHbIMU CTaHapTaMH.
[IpaBuna coctaBneHust 1 ohopmiIeHus
MH(OPMaLIMOHHO-CIIPABOYHBIX,
OpraHU3alMOHHBIX, YIIPABIEHYECKUX
JOKYMEHTOB.

OpraHu3aIus
TEKYLIETro
XpaHeHus
JIOKYMEHTOB U
MOATOTOBKA JIEJT
JUIS TIEpe/lauu B
apXuB

[IK 2.1. OcyuiecTBasiTh
pa3paboTKy U BeJieHUE
HOMEHKJIATYPBI JeI

CTPYKTYpHOTO
MOJIpa3IeICHUS

HaBbIku:

CocraBieHue 1 BecHUe
HOMEHKIIATYpPHI €] CTPYKTYPHOTO
MOIpa3IeICHUS

YMmenus:

Pa3pabaTbiBaTh HOMEHKIIATYPY J€I
CTPYKTYPHOTO NOAPA3IEICHUS.
®opMyIHpOBATH 3aTr0JIOBKHU A1 U
OTIPECIISATh CPOKU UX XPAHEHUS.

3HaHuA:

HOpMaTI/IBHHe IIpaBOBLIC AKThI,




HOPMAaTUBHO-METOINICCKUE
JIOKYMEHTBI, TOCY/IapCTBCHHBIE
CTaHJIapThI, ONIPEACTSIONINE TOPSIOK
JOKYMEHTAI[MOHHOTO 00ecrieueHus
yIpaBiIeHUS

Bunst HomeHkIaTyp, 001IHe
TpeOoBaHUsI K HOMEHKIJIATYpE,
METOJIMKA €€ COCTABICHUS U
oopMIIeHUS

[IpaBuiia cornacoBanus
HOMEHKJIATYPHI JeJ C
BEIOMCTBCHHBIMU apXUBaMH U
AKCIIEPTHON KOMHUCCHEH.

IIK 2.2. ®opmupoBaTth
JIeJ1a B COOTBETCTBUU C
HOMEHKJIATYpOM Je 1
IIpaBUIAMHU
(dbopMUpOBaHUS J€.

HaBbIku:

[IpoBepka MpaBUIBLHOCTH
oopMIIeHHST JOKYMEHTOB U OTMETKH
00 UX HCIIOJIHEHUU Tepes] UX
(hopMUpOBaHUEM B IO IS
MOCTIEIYIOLIETO XPAHEHUS.
dopmupoBaHue Jena.

YMmenus:

Opranu3oBbIBaTh paboTy 1O
(hopMHUPOBAHHIO JEJT B COOTBETCTBUH C
YTBEPKICHHON HOMEHKIIATYPOH eI
OpraHu3aluy.

®opMupoBaTh JOKYMEHTHI B JIeNa ¢
Y4ETOM UX CHEeUHPUKH.
CucreMaTu3npoBaTh JOKYMEHTHI
BHYTpH JIela.

3HaHuA:

HopMmaTuBHBIE TpaBOBBIE aKThI,
HOPMAaTUBHO-METOINYECKUE
JIOKYMEHTBI, TOCY/IapCTBEHHbIE
CTaHIAPTHI, ONIPEACIISIONTNE TOPSTOK
JOKYMEHTAIIHOHHOT'O 00eCTICUeHHS
yIpaBJICHHUS

[opsimox popmupoBanus u
odopmiieHus fien, crerudpuka
(hOpMUPOBAHHS OTACITHHBIX
KaTEropuii J1el.

[IK 2.3. OcyiiecTBasiTh
TEKyIllee XpaHeHHUE, YIET U
HUCHOIb30BaHUE JIET

HaBbIku:

KoHTposb npaBUiIbHOTO U
CBOEBPEMEHHOI'0 PacIpeNeICHUs U




(1OKyMEHTOB).

MOJIIMBKU JJOKYMEHTOB B JI€Ja.
Ilepenaua 1OKyMEHTOB BO BpEMEHHOE
I10JI30BaHNUE.

YMmenus:

Opranu3oBbIBaTh XpaHEHUE
JOKYMEHTOB B ITPOIECCE UX
HCIIOJIHCHUSA U TCKYILICC XPAaHCHHUC
HCIIOJIHCHHBIX JOKYMCHTOB.
Opranu3oBbIBaTh pabOTy MO y4ETY,
XPaHCHHUIO U TIepeiaye B
COOTBETCTBYIOIIHE CTPYKTYPHBIC
MOJIpa3/IeICHUs JOKyMEHTOB
TEKYIIETO JeJIONPOU3BO/ICTBA.
[TpumeHsTh HHPOPMAILIMOHHO-
KOMMYHHKAIIHOHHBIC TEXHOJIOTUHU TIPU
paboTe ¢ JOKyMeHTaMu

3Hanus:

[IpaBuna xpaHeHHs J1eJ1, B TOM YUCIIE
C IOKyMEHTaMH OTPaHUYEHHOT O
J0CTyna

IIpaBuiia BbIIaYM U UCIIOJIB30BAHUS
JOKYMEHTOB U3 C(hOPMUPOBAHHBIX €]
[Topsimok BeIIaYM JOKYMEHTOB JJIsI
HCII0JIb30BaHUsl paOOTHUKAM
OpraHM3alyy, IPEe1OCTABICHNE
JOKYMEHTOB I10 3aIpOCcaM BHEUTHUX
Opra”Hu3aIuu.

[IK 2.4. OcyiecTBasTh
JKCIIEPTU3Y HEHHOCTH
JIOKYMEHTOB, BECTH OTOOP
JIOKyMEHTOB Ha XpaHEHHUE
Y YHUYTOXCHHE,
JOKYMEHTUPOBATh paboTy
AKCIEPTHON KOMHUCCHH.

HaBpIku:

[IpoBepka CpoKOB XpaHEHHUS
JIOKYMEHTOB, COCTaBJIEHHE IPOTOKOJIA
paboThI SKCIIEPTHON KOMHUCCHUH T10
MOATOTOBKE JJOKYMEHTOB K XpaHEHHUIO,
aKTa o mepejnaye Ha YHUYTOKEHHUE
JOKYMEHTOB, HE IO UIEKAIINX
XPaHEHUIO

YMmenus:

OcyiecTBIATh SKCIEPTU3Y LIEHHOCTH
JIOKYMEHTOB.

OdopMIIITE TOKYMEHTHI SKCIIEPTHOM
KOMUCCHH.

3Hanus:




HopMmaTuBHBIC TPaBOBBIC aKThI,
HOPMAaTUBHO-METOINICCKUE
JIOKYMEHTBI, TOCY/IapCTBEHHbBIE
CTaHIapThl, ONPEAETSIONINE MOPSIOK
JOKYMEHTAI[MOHHOT 0 00ecrieueHus
yIpaBICHUSA

Kputepuu pazaenenust JOKyMEHTOB
Ha TPYIIIBI B COOTBETCTBUHU C
[IEHHOCTHI0 HHPOPMAIIHH,
coaepKallencs B HUX

[TopsimoK MCTIOTB30BAHUS THITOBBIX
WJIM BEIOMCTBEHHBIX IEPEUHEH
JIOKYMEHTOB, OTPE/IEIICHNUs CPOKOB
XpaHEHUs B POIECCE IKCIIEPTU3BI
[IEHHOCTH JOKYMEHTOB

[Topsimok co3ganusi, OpraHu3aluy U
JOKYMEHTUPOBaHHS pabOThI
AKCIIEPTHON KOMHCCHH

[IpaBuiia coctaBieHus u
YTBEPKIACHUS MPOTOKOIA PAOOTHI
3KCIIEPTHON KOMHUCCUHU

[IpaBuna coctaBneHus: u
YTBEPKACHUS aKTa O BBIJICJICHUH
JIOKYMEHTOB, HE TIOJJICIKAIIIX
XpaHEHUIO

IIK 2.5. Odopmisate nena
MTOCTOSTHHOTO H
J0JTOBPEMEHHOTO CPOKOB
XpaHeHUs JJis TIepejavyn B
apXUB OpraHU3aIIH.

HaBbIku:

Odopmienue 1e1 MOCTOSTHHOTO,
JONTOBPEMEHHOT'O CPOKOB XpaHEHUS
Odopmierne 00I0KKH eI
MIOCTOSTHHOTO, JIOJITOBPEMEHHOTO
CPOKOB XpaHCHHUS.

[Iepenaua nien B apXuB OpraHu3alvu.

YMmenuns:

I'oroBuTh M NIEpEAABATH
JOKYMEHTAJIbHBIE MaTepUabl Ha
XpaHEHUE B apXUB.

3Hanus:

HopmatuBHBIE TpaBOBBIE AKTHI,
HOPMaTHUBHO-METOINYECKHE
JIOKYMEHTBI, TOCYAapCTBEHHBIC
CTaHJAPThl, OMPECISIIONINE TOPSI0K
odopMIIeHUs U TIepeiauu Je]l B apXUB
OpraHu3aluu.




[IpaBuna TexHu4yeckol 00paboTKU U
MOJIHOTO O(hopMITEHUS AeTT
MIOCTOSIHHOTO U BPEMEHHOI'0
xpaHenus. [IpaBuia nepenaun nen B
apXuB OpraHU3alLUU.

IIK 2.6. CocTaBiasdTh
OITHCH JeJI IOCTOSTHHOI'O U
JOJITOBPEMEHHOTO CPOKOB
XpaHEeHHUS.

HaBpIku:

®opMHpOBaTh CIIPAaBOYHBIN anmnapar,
o0ecTieuynBaronii OBICTPHII MOUCK
JOKYMEHTOB

YMmenusd:

CoctaBasaTh U 0HOPMIISTH ONUCH JIe
ITOCTOSTHHOTO U JJOJTOBPEMEHHOIO
CPOKOB XpaHEHHUS.

Hcnonp30BaTh HOMEHKIIATYPY J€
IIPU COCTABJICHUM OIUCEH J1eT1

3HaHus:

HpaBI/IJIa COCTAaBJICHUS OITMCH ICJI
IMOCTOAHHOTO M1 BPEMCHHOT'O XPaHCHUA
B COOTBE€TCTBUHU C HOPMATHBHO-
MCTOANYCCKUMHU JOKYMCHTAMU
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5.1. YueOuslii 1u1agd

O6Bem 00pazoBaTeIbLHOM MPOrPaMMBI B

aKaJICMHUYCCKHX Yacax

Pacripenenenue 00s3aTenbHON HATPY3KHU IO
Kypcam U cemecTpam (4ac.)

Bo B3anmojeiicTBiH ¢

E 1 kypc
=z o IPEIo IaBaTeNIEM P
S5 | B T.U 1 cem 2 cem
o % ET Q o A
5 HanmeHoBaHNe LIMKIOB, IUCLIUILIMH, g s = E =
= npodeccuoHanbHbIX Moaynelt, MK, npaktuk £ E 22 = > £ g . 5
== |22 § |gg|2g| E|BE - : . =
= m o 0 o 2| B E = > S = = = <
Q, = = E Fl= 2| 25 | ¥ o o, = o, 8
) o) = = s |5 @ ) o
It 2 2 |28|cE| &|2E S E 2 =
m 2 3 = 2 = K = = 5
2 = : : s | Z
o0 [®)) o~ —
1 2 3 3 4 5 6 7 8 9 10 11 12
no IMpodeccnonaabHbBINH UK 14/13/23 | 1150| 1476 | 230 | 318 | 892 | 36 288 324 252 612
CI.00 ConuyaabHO- TYMaHUTAPHBIN KT 4 13 78 176 66 102 0 8 86 0 90 0
Cr.ol1 Uctopus Poccun 32 36 34 2 18 18
CT.02 WHocTpaHHBIH S3BIK B IPOPECCHOHATBLHON 132 34 36 34 9 18 18
NeSITETbHOCTH
CT.03 be3onacHOCTh JKU3HEACATEILHOCTH 32 12 68 30 36 2 32 36
Cr.o4 dwusnveckas KyabTypa 132 32 36 2 32 2 18 18
OI1.00 ObmenpodeccnoHaNIbHBIN LUK 513 84 180 86 84 0 10 90 0 90 0
OI1.01 JlenoBas KyneTypa 132 12 36 22 12 2 18 18
OI1.02 ApXHUBHOE JI€JI0 J32 12 36 22 12 2 18 18
OI1.03 OCHOBBI J1€TTONPOU3BOJICTBA J32 24 36 10 24 2 18 18
OI1.04 OCHOBBI MCHEDKMEHTA 132 12 36 22 12 2 18 18
OI1.05 OCHOBBI pEJAKTHPOBAHHUSI IOKYMEHTOB J32 24 36 10 24 2 18 18
IIM.00 [IpodeccronanbHubie MOAYIH S5A3/25 | 988 | 1084 78 9% |892] 18 112 324 72 576
JoKyMeHTHPOBaHHE YIIPABJIeHYECKON
IM.01 AeATeIbHOCTH ¥ OPraHu3anus padoTsl ¢ 3A3/12] 752 | 832 70 72 1680 | 10 76 108 72 576
JTOKYMEHTAMHU
Opranu3zanus JOKyMEeHTO000pOoTa U
MJIK.01.01 |moxymMeHTHpOBaHHE YIPABICHUECKOU 22 24 76 48 24 4 40 36
JESITETbHOCTH




O06beM 00pazoBaTeIbHON MPOTPaMMBI B
aKaJIeMHYECKHX Jacax

Pacnpenenenue o0g3aTeabHOI Harpy3KH 110
Kypcam U cemecTpam (4ac.)

Bo B3anMonencTBuU ¢

>§ 1 kype
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1 2 3 3 4 5 6 7 8 9 10 11 12
MJIK.01.02 HNudopManimoHHO-KOMMYHHKAITHOHHBIC 132 48 79 99 48 5 36 36
TEXHOJIOTHH B JICTIONPOU3BOICTBE
VIL.O1 VYuebHas mpakTUKa 132 106 | 108 106 | 2 36 72
I111.01 IIpou3BoiCTBEHHAS IPAKTHKA J13 2 574 576 574 2 72 504
11M.02 Opranusanusi TeKymero XxpaHeHus 10KyMeHToB | 2 113/1 3 | 236 | 252 8 24 1212 8 36 216 0 0
U MOJAroTOBKA JIeJ1 VISl llepeayu B apXuB
CucremaTu3anus ¥ OpraHU3aIus OrepaTUBHOTO
MI[K‘OZ_Ol XpaHCHUs JOKYMCHTOB M IIOATOTOBKA ACII JJIs 91 24 36 8 24 4 36
Tepeiadu B apXuB
VIL02 VYyebHas mpakTuKa 31 70 72 70 2 72
I11.02 ITpon3BOACTBEHHAS MPAKTHKA J13 1 142 1 144 142 2 144
I'A ['ocynapcTBeHHast UTOroBasi aTTeCcTaIUs 1 Hexn 36 36 36
BCEI'O| 14/13/25 | 1150 1476 | 230 | 318 | 892 | 36 288 324 252 612
Jucoummma u MK 288 252
VYyeOHast mpakTUKa 108 72
['ocynapcTBeHHast HTOTOBAs aTTECTALUS IPOBOAUTCS B hopme g IIpoun3s-as npakTHKa 216 504
JIEMOHCTPAIIMOHHOTO 3K3aMEHa. 2 |ThA 36
OK3aMeHbI 1 1
JludzaueTsl 2 10 2




CBojHbIE JaHHbIE IO OIOHKETY BpEMEHU (B HEJEISIX)

OOyuenue no [IpousBoacTBEeHHAA I'ocynapcrBennas
Kypc muciumimHam 1 MJIK | YueOHnas mpakTka [IpaKTUKA utorosas arrecrauysi| KaHukyibl Bcero
1 kype 15 5 20 1 2 43
Bcero 15 S) 20 1 2 43




['ocymapcTBenHoe Gr0KeTHOE NMpodeccHoHanibHoe 00pa3oBarenbHOE YUpEeKACHHE

Pecnybnnku Appires « Malikorickui MHAY CTPHAIBHbIN TEXHUKYM»

KAJIEHJAPHBIN YYEBHBIA TPA®UK

[IPOrPaMMBbl [FOATOTOBKY KBaNH(PHIIMPOBAHHBIX pabouux, CIyXKaLMX CpeaHero npodeccHoHanbHOTo 00pa3oBaHKs

46.01.03 Aeronpoussoantenn
1 xype- 2024-2025 22

Kpamidukaups: aenonpoH3BoauTeNb

@opma 00yueHUS — 0UHASA

HopMmatuesbiif cpok 00y1eHus (Ha 6a3e ocHoeHOro 001wETo 00pasosanus) — 10 mecsues
I'on vavana noarotosku — 2024

I'on oxoH4anua noAroToBku - 2025

Maiikon

2024



5.2. KanennapHublii yueOHbI rpauk

e
5 <
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OI'CD.02 |MuocTpaHHSIII A3BIK B IPOYECCHOHAIBHOH AeITeTHHOCTH 212)3]13]2]2]12]2 2(21213]3]3]3 36
OI'C5.03  |be3onacHOCTb KU3HEACATEIBHOCTH 4141414]4]4]4]4 5/5|5|5|6]5]5 68
OI'CD.04 |Duznyeckas KyabTypa 21212]12]3]3]2]2 3[3]13]3]2]2]2 36
OI1.00 OomenpogdeccHOHAIbLHbIH UK 11)11)11§11)11)11§12J12J 0]J0J0J0]0}J0]J0]0J0]J0J0J13]13|13]12J12f{13]14/0]J0]J0f0]J0OJ0OfjO]JOJO]JOJOfO]OJO]JO]JOJO] 180
OI1.01 JlenoBast KynbTypa 21212]12)12]2]3]|3 212]13]3]3]3]2 36
OI1.02 ApXHBHOE IO 313]2]2)2]2]2]2 213]13]3]2]2]3 36
OI1.03 OCHOBBI JIEJIONPOU3BOJICTBA 212)13]13]2]2]2]2 3[3]12]2]2]3]3 36
OI1.04 OCHOBBI MCHEIDKMEHTA 212)2]12]3]3]2]2 3[2]12]2]3]3]3 36
OI1.05 OCHOBBI PETAKTHPOBAHNSI JIOKYMEHTOB 21212]12)2]2]3]|3 3[3]13]2]2]2]3 36
11.00 IpodeccHoHAIBHBIN KT 14]14]14|14] 14] 14| 14] 14| 36) 36] 36| 36] 36] 36| 36/ 36] 36| 0] 0]10{10/10]J10J11]11]10| 36|36/ 36| 36] 36| 36]36] 36| 36| 36] 36/ 36] 36/ 36/36] 36| 0]1084
Q9
2 N
Slmmor  [Roymenmuposanue ynpasnenueckoi deamensnocmu u | 40f 1ol 10| ol of of 10| ofs| o| o|36|36| of o| o o] o] of10|10|10]10|12{11|10|36|36|36|36|36|26|36| 36| 36| 36| 36| 36| 36| 36| 36| 36| 0| 832
= opzanuzayus paGomul ¢ OOKymMeHmamu
MIK.01.01 Opranusauys H?KyMeHTOOGOpOTa ¥ IOKYMEHTHPOBaHHE sl sl sl sl sl s| 5| 5 s| sl sl sl s| sl 5 76
YHPABICHYECKOI ASSTEIBHOCTH
MIIK.01.02 NHpopMaoHHO-KOMMYHHKAIIMOHHBIE TEXHOIOTHH B sl sl sl 4l 4l 4l 5| 4 s| sl sl sl 6l 5| 5 72
JICIIOTPOM3BOICTBE
VILOI YueOHas mpakTHKa 36 36| 36 108
T1I1.01 ITpon3BosICTBEHHAS IPAKTHKA 36| 36 36| 36| 36] 36| 36| 36] 36| 36] 36] 36| 36| 36 36] 36 576
Mgz |OPeanusauun meKymezo Xpaneniun 00Ky menmos u 4lalals|s|s|4]|5]|0]36]|36l 0] 0|36|36|36|36]0]0] 00| ofolofo]ofolo]olo]ofo]oflo]oflolofo]ofo|o]o]o]252
n0020moeKa 0e 013 nepeoayu 6 apxue
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JIOKYMEHTOB U TIOJIrOTOBKA JIEIT ISl IePead B apXUB
VIL.02 Y4eOHas mpakTHKa 36| 36 72
T111.02 IIpou3BO/ICTBEHHAS TPAKTHKA 36| 36 36| 36 144
TUA I"ocymapcTBEHHAs! HTOrOBasl ATTECTALHS 36] 36
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5.3. Pabouasi nporpaMmMa BOCIIUTAHUA

5.3.1. Llenn u 3a7a4n BOCTIUTAHUS 00YYarOIIUXCs, TIPH OCBOSHUH UMHU 00pa30BaTEIbHOM
MIPOTPaMMBI:

Lenp pabGoueii mporpamMmbl BOCITUTAHHS — Pa3BUTHE JTHUYHOCTU, CO3[AHUE YCIOBHH AJs
CaMOOIpeNIeTICHHUs] U COLMAINU3AMM Ha OCHOBE COLIMOKYJIBTYPHBIX, TYXOBHO-HPAaBCTBEHHBIX
[EHHOCTEH M TPUHATHIX B POCCHHCKOM OOIIECTBE MpPAaBWJI W HOPM IOBEIEHHUS B HHTEpecax
YeloBeKa, CeMbH, OOIIeCTBa W TocynapcTBa, (GOpMHpPOBaHHE y OOYUYAIOIIMXCS YYyBCTBA
MaTPUOTU3MA, TPAKJAHCTBEHHOCTH, YBAXXECHUS K MAMATH 3alUTHUKOB OTedecTBa M MOJBUTaM
I'epoeB OrtedecTBa, 3aKOHY W MPaBOMOPSAKY, YEIOBEKY Tpyda W CTaplieMy IMOKOJIEHHUIO,
B3aMMHOI0 YBa)XK€HHUS, OEpPEKHOr0 OTHOUIEHHS K KYyJIbTYpHOMY HACJIEIUI0 U TPagulUsM
MHOTOHalIMOHAJIBHOTO HapoAaa Poccuiickoi denepanunn, NpUpOAE U OKPYKAIOIIEH Cpelie.

3anaum:

- YCBOGHHE OOYYaloIIMMHUCA 3HAHUH O HOpMaxX, JYXOBHO-HPABCTBEHHBIX
LIEHHOCTAX, KOTOPBIE BBIPAOOTAIO POCCUIICKOE 0OIIECTBO (COLMATIBHO 3HAYUMBIX 3HAHUH);

- (hopMHUpOBaHKE U PAa3BUTHE OCO3HAHHOTO MO3UTHUBHOTO OTHOILICHUS K IIEHHOCTSIM,
HOpMaM U TpaBUJIaM TMOBEICHUS, IPUHSATHIM B POCCHICKOM 001IeCTBE (MX OCBOEHUE, IPUHSATHUE),
COBPEMEHHOT0 HAyYHOT'0 MUPOBO33PEHHUSI, MOTUBAIIUHU K TPYIY, HEIIPEPHIBHOMY JTHUYHOCTHOMY U
npodeCcCroHaATBFHOMY POCTY;

- npuobpereHue COLIMOKYJIbTYPHOTO OTIbITa MOBE/ICHUS, o01IeHHUs,
MEXKIMYHOCTHBIX ¥  COIMAIBHBIX OTHOIICHWH, B TOM 4YHCIe B MpOo(eCCHOHAIHLHO
OpPUEHTUPOBAHHOW JESATEIBHOCTH;

- MOJTOTOBKAa K CaMOCTOSITENIHONW TPO(PECCHOHATBHON JAEATEIBHOCTH C y4ETOM
MOJIy4aeMoil KBanM(pUKAIMU (COIMATbHO-3HAYMMBIN OIBIT) BO OJaro cBOedl ceMbu, HaApoia,
Ponunb! u rocynapcTsa;

- NOJIFOTOBKA K CO3JJaHUI0 CEMbH U POXKIECHUIO IETEN.

5.3.2. Paboyas mporpamma BocnMTaHus npejcTasieHa B [Ipunoxenuu 2.

Pa3zpnen 6. YciaoBus peajmzanum o0pa3oBaTeIbHON IPOrpaMMbl

6.1. TpeOoBaHus K MaTepPHAIBHO-TEXHHYECKOMY oOOecreueHno o0pa30BaTeIbHOMI
MIPOTPaMMBbI

6.1.1. CneuuanbHble IOMELICHHUS MPEACTABIAIOT €000  ydyeOHBIE ayAuTOpUHU
UISL TIPOBEICHUSI 3aHATHI BCEX BHUIIOB, IPEIYCMOTPEHHBIX 00pa30BaTeIbHON MPOrPaMMOii, B TOM
YHCIIe TPYNIOBBIX U WHAWBUAYAIBHBIX KOHCYNIBTAlWH, TEKYIIEro KOHTPOJS U MPOMEKYTOUHOM
aTTeCTallid, a Tak)Ke I[MOMEUICHHS JUIS CAMOCTOSITENIbHOW ¥ BOCIATATEIBHOH paboThI,
MacTepckue M JabopaTOpHH, OCHAIICHHBIE OOOpPYJOBAaHUEM, TEXHUYECKHMMHU CpPEICTBAMU
o0y4yeHUs U MaTepHajJaMH.

IlepeyeHnb cienUAJIbLHBIX TOMEIIEHU I
Kaounernr:

Hctopum Poccun
HHoctpaHHOTrO s3bIKa B IPO(eCcCHOHANBHOMN 1eITeTbHOCTH



be3onacHOCTh KH3HEIEATSILHOCTH
O6menpodeccHoHaTbHBIX JUCITUTITIH

JlaGopaTtopuu:

ApXUBHOTO Jena

OcCHOB A€0NPON3BOJICTBA

Opranu3zanuy J0KyMEHTO000pOTa ¥ JOKYMEHTUPOBAHHUSI YIIPABICHYCCKOM e TEIIBHOCTH

HNudopMalinoHHO-KOMMYHUKAIIMOHHBIX TEXHOJIOTHIA B JICIIONPOU3BOJICTBE

Opranuzanys TEKyIIEero XpaHEeHHsl TOKYMEHTOB W IMOATOTOBKA JeN i Iepelayd B
apXuB

CraguoH

3anabl:

— 6ubnmoTeKa, YUTATBHBIN 3aJ C BBIXOJJOM B HHTEPHET;

— aKTOBBIH 31,

- CHOPTHUBHBIN 3aI.

6.1.2. MaTepualbHO-TEXHHUECKOE OCHAIICHHE KaOMHETOB, Jab0paTOpHii, MACTEPCKUX M
6a3 npakTtuku 1o npogpeccun 46.01.03 Jleaonpon3BoauTeNsb.

OOpaszoBarenbHas OpraHu3alMs pacrojaraeT MaTepUabHO-TEXHHUUECKOM  0a30H,
obOecrieunBaloONIell TMPOBEICHHE BCEX BHUJIOB JAUCHUIUIMHAPHOW U MEXIUCIUIUTMHAPHON
MOJITOTOBKH, JIA0OPATOPHOM, TPAKTUYECKOH paboThl 0O0ydarommxcs, MPeIyCMOTPEHHBIX
y4eOHBIM IUIAHOM M COOTBETCTBYIOIEH JEHCTBYIOIIMM CAHUTAPHBIM M IMPOTHBOIOKAPHBIM
IpaBUjIaM W HOPMaM B pa3pe3e BBIOPAHHBIX TpaeKTOpuil. MUHMMaIbHO HEOOXOIMMBIM IS
peanuzanun OIl nepeyeHs MaTepruanbHO-TEXHUYECKOIO O0ECIIeUeHHs BKIIKOYAeT B ceOsl:

6.1.2.1. OcHareane KaOMHETOB

Kabuner «Mcropuu Poccumny.

Ne HanmenoBanue o0opynoBaHus

| Cneuuaumnponanﬂaﬂ Me0eJab U CHCTEMBbI XpaHCHUSA

OcHoBHOe 000py10BaHHE

Cron ydyeHu4eCcKui

Cryn yueHHn4ecKuii

Knaccuas nocka

Cron yuuTens ¢ AUMKaMU JJIs1 XpaHEHUS U TyMOOH

Kpecno yuurens

OO WIN -

[Ixad nms xpaneHus yaeOHBIX TOCOOMI

7 | locka MarHUTHO-MapKepHasi JIN0O MeJIoBas

Il Texnnueckue cpeacTpa

OcHoBHoOe o0opyaoBaHHue

1 | Kommnbtotep yuutens ¢ nepudepueit / HoyrOyk ¢ BO3MOXKHOCTBIO HOJKIIOUEHUS K
MH(GOPMallMOHHO-TEJIEKOMMYHHUKAIIMOHHOM ceTn «HTepHEeT»

2 | lHTepakTUBHBII NporpaMMHO-aNIapaTHbIM KOMILIEKC MOOMIBHBIN WK
cTauroHapHblil (mporpammuoe obecnieuenue (I10), mpoekTop, KpeIrieHue B




| KomIIeKTE)

JlonoaHUTEIbHOE 000PY/10BaHHE

1 | Ilpuntep

2 | IlepBuuHble cpecTBa MOKAPOTYILIEHUS (B T. 4. BCE BUJbI OTHETYLIUTEINEH )

Kabuner «MlHOCTpaHHOTO S3bIKa B MPO()ECCHOHAIBHOM AEITETHHOCTH

No HanmenoBanue o0opynoBaHus

| CnennanusnpoBanHas Me0e/ib M CHCTeMbl XpPaHEHUS

OcHoOBHOe 000py/10BaHHe

Crou yueHn4eCKuii

Cryn yueHn4ecKui

Knaccuas nocka

Cron YUYUTCIIA C AUKaMU U1 XpaHCHUA WU TYM60ﬁ

Kpecno yuurens

OO B WINF-

kad mis xpaHeHus: yueOHbIX TOcoOUit

7 | Jocka MarHuTHO-MapKepHas JInbo MeoBas

Il Texuuveckue cpeacTpa

OcHoBHOe 000py10BaHuE

1 | Kommerotep yuutens ¢ nepudepueit/HoyToyk ¢ BO3MOKHOCTHIO TIOKITIOYCHUS K
nH(GOPMaLIMOHHO-TEIEKOMMYHHUKAIIMOHHOM ceTn «HTepHET»

2 | HTepakTUBHBIN NPOrpaMMHO-aNNaPaTHbIM KOMILIEKC MOOMIBHBIN MITH CTAl[MOHAPHBIN
(mporpammuoe obecnieuenue (110), npoekTop, KpemyieHue B KOMILIEKTE)

JlonoHuTEIbHOE 000pY/1I0BAHME

1 | [Ipunrep

2 | IlepBuuHble cpeacTBa NOXKAPOTYIIEHUS (B T. 4. BCE BU/IbI OTHETYILUTENEH)

11 lemoHcTpanmoHHbIe y4eOHO-HATJISIAHbIE IOCOOMS

OcHoOBHOe 000py/10BaHMe

Habops! uiakaTtoB

Pa3znarounblie yueOHbIE MaTEpUaIbI

KommiekT ciioBapeit mo HHOCTpaHHOMY S3bIKY

I[CMOHCTpaLII/IOHHLIC II0COOus 10 HHOCTPAHHOMY S3BIKY

Pa3gaTouHble KaPTOUYKH 110 UHOCTPAHHOMY SI3BIKY

OO W N~

DIEeKTPOHHBIE CPEJICTBA O0YUCHHSI/MHTEPAKTUBHBIC TTOCOOUS / OHJIAH KypCHI (110
MPEAMETHOMN 001aCTH)

7 Kommext y‘IC6HO'MeTOI[I/I‘-IeCKI/IX MaTepuajaioB i 06yan01111/1X051 U IperoAaBaTeid

Kabuner «bezonacHocTu KUBHECACATCIIBHOCTH .

No

HaumenoBanue o6opynoBaHust

| CnieunanusupoBanHasi Mmedesib U CUCTEMbI XPAHEHUS

OcHoBHOe 000py10BaHKE

1 ‘ Cron yueHnuecKui




Cryn yueHu4eCcKui

Knaccuas nocka

Cron yuuTens ¢ SIIIUKaMu ISl XpaHEHHsT WA TyMOO#

Kpecno yuurens

kad mis xpaHeHus: yueOHBIX TOcoOUit

Jlocka MarHUTHO-MapKepHasi JTMOO MeJIoBast

npotusoras ['TI-7

O oo N OB WIN

pecniuparop P-2

10 | 3ammTHBI KocTiOM JI-1

11 | oOLmEBONCKOBOM 3aIIUTHBINA KOCTIOM

12 | oGmieBoiickoBOIl MPHOOP XUMUUECKOH pa3BeaKH

13 | xommac-a3umMyT

14 | uaAMKaTOp PaIUOAKTUBHOCTH

15 | unpuBuAyanbHBIN nepeBsa3ounblii naketr UIIII-1

16 | )KryT KpOBOOCTaHABIIMBAIOIIHI

17 | anreuyka unauBuayansHas 1. AU-2

18 | KOMITIEKT IPOTHBOOKOTOBBIH

19 | uaauBUYanbHBIN TpoTHBOXUMUYecKkuid makeT UITIT-11

20 | cymKa caHuTapHas JJIsl OKa3aHUs MEepBOi momoum noxapaszaeneHusM cui 'O (mpukas
Ne 611 ot 08.02.2013)

21 | HOCHJIKM TUTANICBBIC

22 | TpeHaXEP-MAHEKEH B3pPOCIIOr0 MOCTpajaBmiero (TrojoBa, TOpc) (WJIM €ro aHajor) s
OTpa0OTKH TPHEMOB  CEPACYHO-IETOYHONH peaHnManuud (CO  CBETO3BYKOBBIM
HUHJIUKATOPOM)

23 | cTeHI-yrojiok MapkepHbli «TexHuka 0e30macHOCTH. Y CTpOHCTBO, cOOpKa U pa3dopka
aBTomara AK-74. HopmaTtusbi»

24 | crenn «CpeacTBa 3allUThl OPTaHOB AbIXaHUs (MHAUBUIYaJIbHBIE CPEICTBA 3AILIUTHI)»

25 | crenn «YcTaBbl. 3aKOH BOCHHOM CITy)XObl. BoeHHas mpucsray

26 | crenna «YOeKHUIa U MPOCTEHIITNE YKPBITHS

Il Texnuveckue cpeacTna

OcHoBHoOe o0opynoBaHune

1 | Komnbetorep yuurens ¢ nepudepueil/HoyrOyk  (JIMIEH3MOHHOE IPOrpaMMHOE
obecneuenue (I10), oOpazoBaTenbHbIN KOHTEHT U CHCTEMa 3aIlUThI OT
BPEJIOHOCHOM MH(OpPMAaIMM) C BO3MOXKHOCTBIO MOJKIIOYEHHUS K HH()OPMAIMOHHO-
TEJIEKOMMYHUKAIIMOHHOM ceTn «HTepHeT»

2 | NaTepakTUBHBIN NMPOrpaMMHO-aNIAPaTHBIM KOMIUIEKC MOOMIBHBIN HITH CTAaI[HOHAPHBIN

(mporpammuoe obecniedenue (I10), mpoekTop, KperieHue B KOMILJIEKTE)

JlonoHUTEIbHOE 000PY/10BaHHE

4

[Ipuntep

5

IlepBuuHbIe cpeacTBa MOXKAPOTYILIEHUS (B T. Y. BCE BUJIbI OTHETYILIUTENEH)




Kabuner «O61menpodeccoHanbHbIX TUCIUTLTAHY.

Ne

HaumenoBanue o60pyaoBanus

| CnennanusnpoBanHas Me0e/ib M CHCTeMbl XpPaHEHUS

OcHoBHoOe o0opyaoBaHue

Cron yueHu4eCcKuit

Cryn ydyeHu4eCcKui

Knaccuas nocka

Cton yuuTens ¢ sIUKaMu ISl XpaHEHHs WA TyMOO#

Kpecno yaurens

OO W N~

[xad nns xpaHeHUs: yaeOHBIX TOCOOMIA

7

I[ocxa MarauMTHO-MapKEepHasa 100 MeIoBas

T

CXHHUYICCKHE CpeaACTBA

OcHoBHOe 000py10BaHHE

1 | Kommbtotep yuurens ¢ nepudepueit/HoyTOyk
C BO3MO’KHOCTBIO IMOJIKIIIOYEHUSI K MH(POPMALMOHHO-TEJIEKOMMYHUKAIIMOHHON CETH
«HTEepHEeT

2 | aTepakTuBHBI  MPOrpaMMHO-ANIApaTHBIA ~ KOMIUIEKC ~ MOOWIBHBIA WU

cTanMoHapHblii  (mporpammuoe obecrniedenne (I10), mpoekrop, KperuieHue B
KOMILJIEKTE)

JlonoHuTEIbHOE 000pY/1I0BAHME

4 | Ilpunrep

5 | [lepBuunble cpeacTBa MOKAPOTYLIEHHUS (B T. 4. BCE BU/IbI OTHETYILIUTEIIEH )
CriopTuBHBIN 3a1

Ne HaunmenoBanue o6opynoBaHust

| Cnenpanu3upoBaHHast MeOEIb U CUCTEMbI XpPaHEHUS

OcHoBHOE 000pyIOBaHUE

backeT0opHBIE MAYH

BoieiibonpHbIE MSIUN

®yTO0NBHBIE MSUU

HaOuBHBIE MSIUHN

OcradeTHble MaJI0uKu

Tl'anTenn

DutbOonEI

OO6pyun

Crakaiku

Kanar gns MNEPETATNBAHUA

I'uMHacTHYeCcKas CTeHKa

Martpl rUMHACTHYECKHUE

HabGop#! 111 HacTOBLHOTO TEHHHUCA




TeHHUCHBIE CTOJIBI

BoieiibonpHas ceTka

TypHUK 11 IOATATMBAHUN HA BEICOKOM Y HU3KOU IEpEKIIaJuHe

I'mvmuacTnueckne KOBPHKHU

®yT60IBHBIE QUIIKU

Ms4yuky MaccaXHbIe

Bbonub6apsr

PuTHEC-pE3UHKU

Il Texnuveckue cpeacTna

OcHoBHOe 000pyn0OBaHueE

Ayaunoanmaparypa

CexyHnmomep

KomneroTep

6.1.2.2.  OcHameHue  NOMELIEHUH,  3aJCHCTBOBAHHBIX  NpPU  OpraHU3aLuu
CaMOCTOSATEJIbHOW M BOCIIUTATEJIbHOW PabOTHI.
«AKTOBBIH 3aJ1»

No

HaumenoBanue o6opynoBaHust

| OcHoBHOE 00Opy10BaHUE

1 | Cryn (cknagHOH, mTabeIupyeMBbIid, ¢ TIOMUTPOM (CTOJIUKOM))

2 | Cekuus cTynbeB

3 | Tpubyna

4 | Kynucet

JonoyiHUTEILHOE 000py/1I0BaHUE

5 | Tenexka (a1 My3bIKalIbHBIX HHCTPYMEHTOB M/MJIM 3BYKOBOT'O 00OPYAOBaHUs, Kpeced,
CTYJIbEB)

Il Texnnueckue cpeacTna

OcHoBHOe 000py10BaHKE

1 | Kommerorep ¢  mepudepueit/HoyrOyk ¢ BO3MOXKHOCTBIO — MOAKITIOYCHHS K
MH(POPMAIMOHHO-TEJICKOMMYHUKAITMOHHOU ceTn «HTepHeT»

AKYCTI/I‘leCKaH CUCTCMAa (JII/IHCP'IHBIG MaCCHUBBI, CHUCHHYCCKHUC MOHI/ITOPBI)

Yceuaurenn MOITHOCTH

DKBananzep

Tpanchopmaropsl

Jlammbl

YacTOTHBINA OTKIIUK

O N OO BRIWDN

MukpodonHublii napk (MUKpOQOHBI (IPOBOAHBIE, OECIPOBOAHBIEC), MOACTABKU IO
MHUKPO(DOHBI)

9 | IlpoxxekTop

10 | IIpoekTop

11 | IIpoeKkuMOHHBII SKpaH




6.1.2.3. OcHamenue naboparopuit
JlaGopaTopust « ApXHUBHOTO JI€JIa.

Ne

HaumenoBanue o60pyaoBanus

| CnennanusnpoBanHas Me0e/ib M CHCTeMbl XpPaHEHUS

OcHoBHoOe o0opyaoBaHue

Il Texnuveckue cpeacTna

OcHoBHoOe o0opynoBaHue

1

Komneiorep yuutens c mnepudepueil/HoOyTOyK € BO3MOXKHOCTBIO MOJKIIOUEHUS K
MH(POPMALMOHHO-TEIEKOMMYHHUKAITMOHHOU ceTn «HTepHeT»

Kommeiorep oOydaromierocss Ha Kaxaoe pabodee mecto ¢ mnepudepueit/HoyTOyK c
BO3MOXKHOCTBIO TOJKIIOUEHHS K HH()OPMAIIMOHHO-TEICKOMMYHHKAIIMOHHON CEeTH
«aTepHETY W OOECIEeYeHHWEM JIOCTyNa B JJIGKTPOHHYIO HH(POPMAIMOHHO-
00pa3oBaTeNIbHYIO cpelly 00pa30BaTeIbHON OpraHnu3aIliu

HHTepakTUBHBIE ~ MpOrpaMMHO-aNNapaTHBIl ~ KOMIUIEKC ~ MOOWJIBHBIA WM
CTaIlMOHAPHBIHN / POEKTOP, KPEIUICHHE B KOMILICKTE)

JlonoiHUTEIbHOE 000py10BaHUE

4 | Ilpuntep, ckaHep, KomMpoBalbHBIA ammapaT/M®Y  (MHOrodyHKIHMOHAIEHOE
YCTPOMCTBO)
5 | [lepBuuHble cpeacTBa NOKAPOTYIIEHUS (B T. 4. BCE BU/Ibl OTHETYILUTENEH)
JlaGopaTopus «OCHOB J1€JI0NPOU3BOCTBAY.
Ne HaunmenoBanue o6opynoBaHus

| CneunanusnpoBanHas Mebe/ib M CUCTeMbI XPaHEHUS

OcHoBHOe 000py10BaHKE

Cron yueHnuecKui

Cryn yueHu4eCcKui

PesnbcoBag cuctemMa ¢ KJIaCCHOM TOCKOU

Crout yuutens ¢ AUMKaMU JJIs1 XpaHEHUS U TyMOOM

Kpecno yuunrens

OO W N

kad mis xpaHeHus: yueOHBIX TocoOuit

7

Jlocka MarHuTHO-MapkepHas 1100 MeoBast

nT

CXHUYICCKHE CpeaCTBA

OcHoBHOe 000pynOBaHHe

1 | KommbioTep yuutenss ¢ BO3MOXHOCTBIO TOJKIIOYEHHS K HHQOPMAIMOHHO-
TEJIEKOMMYHUKAIIMOHHOU cetu «HTepHeT»

2 | KomnbroTep oOywaromierocss Ha Kaxaoe pabodee MecTo ¢ mepudepHeir/HoyToyk ¢
BO3MOYKHOCTBIO TIOAKIIOUEHHUS K HMH()OPMAIIMOHHO-TEIEKOMMYHHKAIIMOHHON —CeTH
«HTepHeT» U obecnedeHWEeM JOCTyNa B  DJIEKTPOHHYI HWH(GOPMAIMOHHO-
00pa3oBaTeNbHYIO Cpely 00pa30BaTEIHLHOM OpPraHU3aIun

3 | HTepakTUBHBIM NpOorpaMMHO-aNIapaTHbIM KOMIUIEKC MOOMIIBHBIN WM CTAllMOHAPHBIN

(IpoeKTOp, KPEMJIEHUE B KOMILJIEKTE)




4 | Tlpuntep

5 | [lepBuuHbIe cpe/icTBa MOXKAPOTYIICHUS (B T. Y. BCE BUJIbI OTHETYIIIUTENCH)

Jlaboparopus «OpraHu3anuu J0KyMEeHTO000pOTa 1 JOKyMEHTUPOBAHUS
YIIPABJICHYECKOM IEATEIBHOCTU

Ne HaumenoBanue o60pynoBaHus

| Cieunanu3upoBanHasi MeGeJib M CHCTEMbI XpPaHEHUSA

OcHoBHOe 00opyaOoBaHHe

Cron yueHu4eCcKui

Cryn yueHn4ecKkui

PenncoBas cucreMa ¢ KJ1acCHOM TOCKOM

Cron YUUTECIIA C AUKaMU 1 XpaHCHUA WU TYM6OI>'I

Kpecno yuurens

OO AW N -

[lIxad nms xpaneHus yaeOHBIX TOCOOMI

7 | Jlocka MarHuTHO-MapKepHasi TuO60 MenoBas

Il Texnuveckue cpeacTna

OcHOBHOe 000py/10BaHME

1 | Kommbprorep yuuTens € BO3MOXKHOCTBIO MOJKIIOYEHHS K  HMH(OPMAIIMOHHO-

TEJIEKOMMYHUKAIIMOHHOU ceTh «HTepHEeT»

2 | Komnerorep oOywaromierocsi Ha Kaxaoe pabodee mecTto ¢ mepudepueir/HoyrOyk c

00pa3oBaTeNbHYIO cpey 00pa3oBaTENbHON OpraHU3aINH

3 | [IpoekTop, KpersieHue B KOMILJIEKTE)

JonosiHuTEIbHOE 000PYA0BAHME

4 | Ilpunrep

5 | IlepBuuHsbie cpencTBa MOKAPOTYIIECHUS (B T. 4. BCE BUJbI OTHETYIIUTENECH)

Jlaboparopus «HPpOpMAITMOHHO-KOMMYHUKAIIMOHHBIX TEXHOJIOTUH B
JIEJIOMPOU3BOICTBEY

Ne HaumenoBanue o6opynoBaHust

| CieunanusupoBanHasi Me0eJIib M CUCTEMbI XPAHEHUS

OcHoBHOe 000py10BaHuE

Cron yueHnueckui

Cryn yueHU4eCcKui

PenbcoBag cucteMa ¢ KJIaCCHOM JTOCKOU

Crou yuutend ¢ AUMKaMU JJIs1 XpaHEHUS WU TyMOOM

Kpecno yuurens

OO B WIN -

Ikad mis xpaHeHus: yueOHbIX TOcoOUit

7 | Jlocka MarHUTHO-MapKepHasi JIN0O MeJIoBas

Il Texnuueckue cpeacTna

OcHoBHOe 000py10BaHMe

BO3MOXKHOCTBIO TOAKIIOUEHHS K HMH()OPMAIIMOHHO-TENICKOMMYHHUKAIIMOHHON CceTH
«HTEpHET» M oOOecrmeyeHHeM JI0CTyna B 3JEKTPOHHYIO  HMH(POPMAILlMOHHO-




1 | Komnbrorep yuurens € BO3MOXKHOCTBIO IMOJAKIIOYEHHS K HMH(OPMAIMOHHO-
TEJIEKOMMYHUKAIIMOHHOU cetu «HTepHeT»

2 | KomnbloTep oOywaromierocss Ha Kaxaoe pabodee MecTo ¢ mepuepHeir/HoyToyk ¢
BO3MOXHOCTBKO IIOAKIIHOYCHUSA K I/IH(bOpMaHI/IOHHO'TGHCKOMMYHHK&HHOHHOﬁ CECTU
«HTepHeT» ®  o0ecrieueHHMEM JOCTya B 3JCKTPOHHYIO HMH(OPMAIMOHHO-
00pa3oBaTeNbHYIO Cpely 00pa30BaTEIHLHOM OpraHu3aIuu

3 | IpoeKTOop, KperieHne B KOMIIEKTE)

JonoyiHUTEILHOE 000py10BaHUE

4 | Tlpuntep

5 | [lepBuuHbIe cpe/icTBa MOKAPOTYIICHHUS (B T. Y. BCE BUJIbI OTHETYILIUTENCH)

JlaGopaTopus «Opranu3aniy TEKYIETro XpaHeH!s TOKYMEHTOB M MTOJITOTOBKA JEJT IS
repesadyu B apXuBy.

Ne HaunmenoBanue o6opynoBaHust

I Cl'lelll/laJII/I:%HpOBaHHaﬂ Me0eJb U CHCTEMbI XpaHECHUSA

OcHoBHOe 000py10BaHuE

1 | Cron yueHuueckui

2 | Ctyn yueHUYECKHI

3 | PenbcoBas cuctema ¢ KJIaCCHOW JOCKOM

4 | Cron yuutens ¢ AIUKaMU JUI XpaHEHUs WK TyMOOM

5 | Kpecino yuurens

6 | lkad ms xpaneHus: yaeOHBIX MOCOOHI

7 | ocka MarHUTHO-MapKepHas JIn00 MeoBast

8 | ApxuBHbIe MIKa(BI

9 | MHCTPYMEHTHI M MaTepUAIIbI I MPOIIMBKH JOKYMEHTOB (MEXaHUYECKHUE U PyUYHBIC):

10 | mpommBHOE YCTPOMCTBO

11 | ABIpOKOJIBI Ha JIBA M YETHIpE MPOKOIIA

12 | mmmIo Mo KOJIMYECTBY O0YJArOIIUXCS

13 | urna o KONMM4YECTBY 00YJIArOITUXCS

14 | xapToH «apxuBHBIHA cTanaapT™» 230x320 MM ¢ GUTrOBKOI (110 IMHUM cruda) 1Mo
KOJINYECTBY 00YUaIOLINXCS

15 | HUTH &7 MONIIMBKHM JOKYMEHTOB JaBcaHo-mtanenbHbie JIII-210 mo komuuecTBy
oOydJarmuxcs

16 | xaHmenspckue mnedvaTtd (OTTUCK TEYAaTH) M INTaMIbI JUIsi 00pabOTKH JOKYMEHTOB
(0TMEeTKa O MOCTYIJICHUH, OTMETKA O KOHTPOJIE)

17 | GymaropesateabHOE yCTPOUCTBO

18 | mamuHaTOp

19 | Gpourtoparop

20 | KOHBEPTOBCKPBIBATEID

21 | mMajmas KaHOEISIPUS TIO0  KOJMYECTBY OOydJalOmMXCsl B  COOTBETCTBHU  C
MHOPACTPYKTYPHBIM JINCTOM

Il Texnuveckue cpeacTaa




OcHoBHoOe o0opyaoBaHue

1 | KommbioTep y4uTens ¢ € BO3MOXKHOCTBIO TOJKIIOYEHUS K HWH(GOPMAIUOHHO-
TEJICKOMMYHUKAIMOHHONW cetu  «VHTepHeT» W oOecrmeuyeHueM JOCTyla B
ANEKTPOHHYIO  WH(GOPMAIMOHHO-00pa30BaTeNbHYI0  cpelly  00pa3oBaTeNIbHOM
OpraHu3aIuu

2 | KomnbroTep obOydarormierocss Ha Kaxkioe pabouee MecTo ¢ mepudepueir/Hoyroyk ¢
BO3MOXKHOCTBIO TOJAKIIOUEHHS K HH()OPMAIIMOHHO-TEICKOMMYHHKAIIMOHHONH CEeTH
«MaTepHeTy ®  OOecleYeHWEM JOCTyNa B JJIGKTPOHHYIO HH(POPMAIIMOHHO-
00pa3oBaTeNbHYIO cpely 00pa30BaTeIbHON OpraHu3aIliu

3 | OpoeKTop, KpeIUIeHHe B KOMIUIEKTE) C BO3MOXKHOCTHIO TMOJKIIOUEHUS K
MH(POPMALIMOHHO-TEIEKOMMYHUKAIIMOHHON ceTn «MHTepHeT»

JonosHuTe/IbHOE 000py/10BaAHHE

4 | IlpunTep, ckaHep, KOMUPOBAIbHBIN annapat/MPVY

5 | IlepBuuHbIe cpecTBa MOKAPOTYIIEHUS (B T. 4. BCE BUbI OTHETYLIUTENEH )

6.1.2.4. OcHamienue 6a3 IPaKTHK

Peanuzamust 0O6pa3oBaTebHONW MPOTPAMMBI TIPEAINoaracT 00s3aTeIbHYI0 YUYEOHYIO U
IIPOU3BOACTBEHHYIO IIPAKTHKY.

VYueOHass TpakTHKa peanu3yeTcs B Ja0OpaTopusX TEXHHKyMa C  Hald4heM
000py/IOBaHusl, THCTPYMEHTOB, PACXOJHBIX MaTEpHalIOB, 00ECIEYNBAIOIINX BBHITOJHEHUE BCEX
BHJIOB padOT, ONPENEICHHBIX COJEPKaHHEM TPOrpaMM TPO(ECCHOHANBHBIX MOJYJICH,
OTBEUAIOIIETO OTPEOHOCTSIM OTpACTU M TpeOOBaHUSM pabOTOAATEICH.

[IpousBoACTBeHHAs] MPAKTUKA pEAIM3YeTCs B OPTraHU3alUAX JIIOOOTO MPOQUIIs,
o0OecreynBarOMX  ACATENBHOCTh  OOydarommxcs B NpodecCHOHaIbHOW  00JIacTu
aJMUHHCTPATUBHO-YIIPABICHYECKON 1 0(UCHOM JEATEIBHOCTH.

6.2. TpeboBaHus K yueOHO-METOUIECKOMY 00ECTIeYeHNIO 00pa30BaTEIbHON POTPAMMBI

6.2.1. bubmmorteunsiii poH 00pa3oBaTEIbHON OpraHU3aIlui YKOMIUIEKTOBAH NIEYaTHBIMU
M3MaHUAMHA ® (WJIM) OJICKTPOHHBIMH HW3JIaHUSAMH TI0 KaXKIOH JUCIHMIUIAHE (MOJIYJIIO)
u3 pacuera He MeHee 0,25 sK3eMIuIsIpa KaXI0T0 U3 U3JaHHi, yKa3aHHBIX B pa00UnX MporpaMmax
JTUCIUIIMH (MOJAYyJIel) B KaueCTBE OCHOBHOM JINTEPATYPhI, HA OJHOTO OOYYaIOUIeTocsl U3 YucIia
JIMII, OJJTHOBPEMEHHO OCBAMBAOIIUX COOTBETCTBYIOUIYIO JUCIUIUINHY (MOIYIb).

B cnydae Hanmuums 2eKTpOHHON WH(OPMAITMOHHO-00pa30BaTEIHLHOM CPEIBI
JIOITYCKaeTCsl 3aMeHa NeyaTHOro OMbIMoTeyHoro GpoHaa NpeaocTaBiIeHUEM MpaBa
OJTHOBPEMEHHOTO JIOCTYIa HE MEHee 25 MPOICHTOB 00yJaromuXcsi K UPPOBOMA (JIIEKTPOHHOH )
oubnuoreke.

OOyuaromuMcst  obecrieueH  goctyn  (yOajdeHHBIM — JOCTYI), B TOM  YHCIIC
B Cilydae TIPUMECHEHHUS DIIEKTPOHHOTO OOYYeHHWs, JWUCTAHIMOHHBIX 00pa30BaTEIBHBIX
TEXHOJIOTHI, K COBPEMEHHBIM TNPOPECCHOHATBHBIM 0a3aM MaHHBIX W HH(DOPMAIMOHHBIM
CIPaBOYHBIM CHCTEMaM, COCTAB KOTOPBIX OIpeAeNsieTcss B pabo4yux MporpamMmax TUCIUTLIAH
(Momynei).

OOpasoBarenbHasi mporpamMmma obecrieueHa y4eOHO-METOAMYECKOW JOKYMEHTAIMEH I10
BCEM YYEOHBIM TUCHIUTITHHAM (MOIYIISIM).



JOJKHBI OBITh OO€creueHbl IMeYaTHHIMU M (WJIM) 3JIEKTPOHHBIMU YYEOHBIMH W3AaHHUSIMH,

6.2.2. O6yqa}omnec;1 HWHBaAJIMJABI U JIMLA C OIrPaHUYCHHBIMH BO3MOXKHOCTAMU 3JOPOBbA

AalTUPOBAHHBIMHU IIPU HCO6XOI[I/IMOCTI/I JUIISA 06yquI/151 YKa3aHHbIX O6y‘-IaIOIlII/IXC$I.

6.2.3. IlepeueHbr KOMIUIEKTa JHIICH3HOHHOTO W CBOOOJHO paclpOCTPaHIEMOTO

nporpaMMHOIO 06ecnequH${, B TOM YHUCJIC OTCUCCTBCHHOI'O IIPOU3BOJACTBA.

Ne
n/
n

HaumMeHoBaHMe JTUINEH3NOHHOTO M CBOOOTHO
PAcCpoCTPaHsSIeMOro NPOrPaMMHOTI0
obecrevyeHusl, B TOM YHCJIe 0Te4eCTBEHHOT 0
NMPOU3BOACTBA

Kon u HaumeHoBaHue yueOHOM
AUCHMILIMHBI (MOLYJIs1)

Moit Ocduc Obpa3zoBaHHe WK €TO aHAIOT

[IM.01 JokymeHTHpOBaHUE
yIpaBIeHYECKON IESTETbHOCTH U
opranusanys paboTsl ¢ JOKyMEHTaMHU
OI1.03 OcHOBBI AETOTIPOU3BOICTBA

Moii Oc¢uc. [Toura wim ero aHanor

IIM.01 /TokymeHTHpOBaHHE
yIpaBieHYECKON AESTEITBHOCTH U
opranusanys paboTsl ¢ JOKyMEHTaMHU
OI1.03 OcHOBHI IETOMPON3BOICTBA

ABBYY FineReader 14
Business vy ero anamor

IIM.01 /IokymMeHTHpOBaHHE
yIpaBieHYECKON IESTeIbHOCTH U
opranuszanys paboTsl ¢ JOKyMEHTaMHU
[IM.02 Opranuszanus TEKYILIETo
XpaHeHus! JOKYMEHTOB U OJATrOTOBKA
Jiel1 JUTs [Iepeiayy B apXHB

OI1.03 OcHOBBI AETONPOU3BOICTBA

1C: Ilpennpusitue 8. Kondurypanus
«oxymentoo6opot ITPOD» unm ero ananor

IIM.01 /IokymMeHTHpOBaHHE
yIpaBieHYECKON IESTeIbHOCTH U
opraHusanys paboTsl ¢ JOKyMEHTaMHU
I[IM.02 OpraHu3aius TeKyIero
XpaHEeHUs! JOKYMEHTOB U IIOATOTOBKA
JIeJT U1 TIepefiadil B apXHB

OI1.03 OcHOBBI AETONIPOU3BOICTBA

Effector saver wiu ero agaior

[IM.01 JokymeHTHpOBaHUE
yIpaBIeHYECKON NESTEIbHOCTH U
opranusanys paboTsl ¢ JOKyMEHTaMHU
I[IM.02 Opranuzaiys TeKyIero
XpaHeHHs JOKYMEHTOB U MOJArOTOBKA
JIeJT U1 Tiepeiad B apXUB

Microsoft Office
Professional Plus 2013
HJIN €TI0 aHaJIoT

I[IM.01 [JoxymMeHTHpOBaHHUE
YIPaBICHYECKON AeSTETFHOCTH
opraHuzanus paboThl ¢ JOKYMEHTaMHU
[IM.02 Opranuzaius TeKyIero
XpaHEeHUs] JOKYMEHTOB U TIOATOTOBKA
Jiell JUTA [Iepeiady B apXHB

OI1.03 OcHOBBI AETONPOU3BOJCTBA

Microsoft Office Standard 2013 mim ero anaior

I[IM.01 [JoxymeHTHpOBaHHUE
YIIPaBICHYECKON ACSITEILHOCTH U




opranusanys paboTsl ¢ JOKyMEHTaMHU
IIM.02 Opranuzaius TeKyIero
XpaHEeHUs] JOKYMEHTOB U TIOATOTOBKA
JIelT JUTA Tiepeiadyd B apXuB

OI1.03 OcCHOBEHI IETOMPONU3BOICTBA

8 Windows 7 Professional, 8 Professional, 8.1, [IM.01 JokymeHTHpOBaHHE

8.1 Professional, 10 Pro umu ero ananor yIpaBieHYECKON IeSTeIbHOCTH 1
opranusanys paboTsl ¢ JOKyMEHTaMHU
IIM.02 Opranuzanus TEKyLIETo
XpaHEeHUs] JOKYMEHTOB U IOATOTOBKA
JieT1 JUT [Iepeiadl B apXHB

OI1.03 OcHOBBI AETOTIPOU3BOICTBA

9 Kaspersky Endpoint Security mis 6usneca I[IM.01 /TokymeHTHpOBaHHE
PacimpeHHbIi WK ero aHajaor yIpaBIeHYECKON ICATETHLHOCTH
opranusaius padboThl ¢ JOKyMEHTaMHU
I[IM.02 Opranuszanusi TEKYIIEro
XpaHEeHUs TIOKYMEHTOB U TIOJATOTOBKA
JIeTT JUTS Tiepe/iavde B apXHB

OI1.03 OcHOBBI AETONPOU3BOICTBA

10 | O0C COJ Hdeno uam ero aHajior IIM.01 JIokymMeHTHpOBaHHE
yIpaBIeHYECKON AESTEIbHOCTH U
opraHusanys paboTsl ¢ JOKyMEHTaMHU
[IM.02 OpraHuzaius TeKyIero
XpaHEHUs TOKyMEHTOB ¥ MTOATOTOBKA
JIeJT U1 TIepeiadl B apXUB

OI1.03 OcHOBBI A€TONPOU3BOICTBA

11 | CIIC KoncynbranT Ilmtoc wmum ee anamor I[IM.01 JJoxymeHTHpOBaHHE
YIPABJICHYECKOHN ACSITEIBHOCTH U
opraHu3anus paboThl ¢ JOKyMEHTAMH
[IM.02 Opranuzaius TeKyIero
XpaHCHUA JOKYMCHTOB U NIOATOTOBKA
JIeT T TIepeiady B apXHB

OI1.03 OcHOBBI AETONPOU3BOJCTBA

6.3. TpeboBaHuUs K MPAKTHYECKOHN MTOJATOTOBKE 00yJAFOIIHXCS

6.3.1. IlpakTuueckas TMOATOTOBKAa HAaNpaBiI€Ha Ha COBEPLICHCTBOBAaHHE MOJEIHU
MIPAKTUKO-OPUEHTHPOBAHHOTO OOYUYCHHS, YCHJIEHHE poird paboTomareield MpH TOIrOTOBKE
KBaJTM(HUIIMPOBAHHBIX pa0OYMX, CIY)KAIIHNX, CICIHATHCTOB CPEAHETO 3BE€HA MTyTEM PACIIHPEHHUS
KOMIIOHEHTOB (4yacTei) 00pa3oBaTENIbHBIX MPOrpamMM, MPeaycMaTPHUBAIOIIUX MOACIUPOBAHUE
YCIIOBUH, HEMOCPEJICTBEHHO CBA3aHHBIX € Oyaymied MpodecCHOHAIbHOW AeATeNIbHOCTBIO, a
TaKXke 00eCHedyeHus: YCIOBUHM JUIsl MOJIydeHHUs OO0YyYarolMMHCS TNPaKTHYECKUX HaBBIKOB U
KOMIIETEHIMH, COOTBETCTBYIOIIMX TPEOOBaHUAM, NPEABABISIEMBIM pPadOTONATENAMU K
KBaJTM(HUKAIHSIM CIEIIHATICTOB, pab0OUYuX.

6.3.2. ObOpazoBaTenbHass OpraHU3ALUS CAMOCTOSTENBFHO CIPOCKTHPOBAJa peasn3alluio
00pa30BaTeIbHON MPOrpaMMbl U €€ OTAEIbHBIX YacTell (IMCHUIUIMHBI, MEXIUCHUILTHHAPHBIE
KYpCBl, IPO(heCCHOHAIbHBIE MOYJIU, IPAKTUKA U APYrMe KOMIIOHEHTHI) B (hopMe MpakTUUECKOH
noarotoBku ¢ yuetoM tpedoBanuii ®I'OC CIIO u cnenuduky nosyyaeMoil npodeccuu.

6.3.3. OOpazoBaTenbHast ACITEIHLHOCTH B (POPME MPAKTHUECKOW MOTOTOBKH:



— peanu3yercsi NMpH NPOBEACHUU MPAKTHYECKUX M JTa0OpATOPHBIX 3aHATHUH, BCEX
BUJIOB MPAKTUKU U UHBIX BUJIOB YU€OHOH J1€ATEIbHOCTH;

- peaycMaTpuBaeT JIEMOHCTPALMIO MPAKTUYECKUX HABBIKOB, BBIOJHEHHUE,
MOJIeIMPOBAaHUE OOYYAIOUMMHCSA ONpEENCHHBIX BHUIOB paboT Ul peIleHUs] NPaKTHYECKUX
3aJa4, CBA3aHHBIX ¢ Oyaymiel NpohecCHOHAIbHON JesTEIbHOCTBIO B YCIOBUSX, IPUOINKEHHBIX
K peaJbHBIM NPOU3BOICTBEHHBIM;

- MOXET BKJIIOYaTh B Ce€Osl OTHENbHBIE JIEKIIMH, CEMHHAPBI, MacTep-KJIACCHI,
KOTOpBIE MPEeIyCMAaTPUBAIOT Tiepenady oOydarommumcs ydeOHo# uHpopmanmu, HEoOX0TuMO
JUIs  TIOCJIEAYIOIIErO BBINOJIHEHUS paboT, CBsA3aHHBIX C Oyaymeidl mnpodeccuoHalbHON
JESITETbHOCTBIO.

6.3.4. OOpazoBaTenbHast OEATETHLHOCTh B (hOpME MPAKTHUECKOW MOATOTOBKH MOMKET
OBITH OPraHMW30BaHA Ha l060M Kypce 00ydeHMsI, OXBAaTbIBasl AUCLMILIMHBI, TPOPECCUOHATIbLHBIC
MOJIyJdH, BCE BHIbl MPAKTHKH, NPEAYCMOTPEHHbIE Y4YeOHBIM IIJIaHOM 00pa30BaTENIbHOM
[IPOrpamMMmBbl.

6.3.5. IlpakTudeckas TOJArOTOBKAa OpraHuW3yeTcs B  y4eOHBIX, Yy4eOHO-
MIPOU3BOJICTBEHHBIX JIA00OPATOPUAX, MACTEPCKUX, Y4EOHO-OIMBITHBIX XO3SHCTBAX, Y4YEOHBIX
MIOJIUTOHAX, YUEOHBIX 0a3aX MPAKTUKU U MHBIX CTPYKTYPHBIX MOJPa3/IeICHUsIX 00pa30oBaTeIbHOMI
OpraHu3allii, a TaKKe B CIEHUAIBHO OOOPYIOBAHHBIX IMOMEUICHUAX (pabouMx MecTax)
NpOoGWIBHBIX  OpraHU3aLui Ha OCHOBaHUM JIOTOBOpAa O TPAKTHYECKOM MOArOTOBKE
00ydJaronmxcs, 3aKIIYaeMoro MeEXay oOpa3oBaTeIbHOW oOpraHu3anueil W  mpodriIbHON
OpraHu3allieil, OCYIIECTBISIONICH  JESATEeIBHOCTh IO  MPOQWII0  COOTBETCTBYIOIICH
00pa3oBaTeIbHON IPOTPAMMBI.

6.3.6. Pe3ynbpTaThl ocBOEHHsI 00pa30BaTENbHOM MPOrpaMMbl (€€ OTICNIBbHBIX YacTeid)
MOTYT OBITH OLIEHEHBl B paMKax MPOMEXYTOUYHOM M TOCYAapCTBEHHOW HTOrOBOM aTTecTaluH,
OpPTaHW30BaHHBIX B OPME JEMOHCTPAIIMOHHOTO YK3aMEHa.

6.4. TpeboBaHus K OpraHU3aIUN BOCITUTAHHS O0YJIAFOIIIHXCS

6.4.1. Bocrnuranue oOydarommxcsi MpU OCBOCHMM HMMH OCHOBHOW 00pa30BaTEIbHOU
MPOrpaMMBbI  OCYIIECTBJISIETCSI HAa OCHOBE BKJIIOYEHHBIX B HACTOAIILYI0 0OOpa30BaTEIbHYIO
nporpamMmy padodeil mporpaMMbl BOCITUTAHUS U KAJICHJAPHOTO IUIaHA BOCIIUTATEILHON PabOTHI
(mpunoxenwue 2).

6.4.2. PaGouyro mporpaMmy BOCITUTAHUS W KaJCHAAPHBIN IJIaH BOCITUTATEILHOU PaOOTHI
oOpa3oBaTesibHas OpraHu3anus paspaboTana M yTBEpAWJIA CaMOCTOATEIBHO C YYETOM
MPUMEPHBIX pabodell mporpaMMbl BOCITUTAHMS U KaJICHAAPHOTO IJIaHA BOCIIUTATEILHON paOOTHI.

6.5. TpeboBaHUs K KaJIpOBBIM YCIOBUSM peain3aliuu o0pa3oBaTeIbHON MPOrpaMMbl

6.5.1. Peanuzanus oOpa3oBaTesIbHOW MPOrpaMMbl O0ECIIEUMBAETCS IEJaroru4ecKuMu
pabOTHUKAaMHU 00pa30BaTEIbHON OPraHU3alUH, @ TAKXKE JTHLIAMH, TIPUBICKACMBIMU K peau3aiiu
00pa3oBaTeNIbHON MPOTpaMMBbl Ha YCIOBHSAX TPaKIAHCKO-TIPABOBOTO JIOTOBOpA, B TOM YHCIE
U3 YHCcIa PYKOBOJUTENECH W paOOTHUKOB OpraHM3alWi, HAIlpaBICHHE ACSITEIHHOCTH KOTOPHIX
COOTBETCTBYeT oOnactu  mpodeccuoHanpbHOW  AestenbHOCTH 07  AIMUHHCTPATHBHO-
ylpaBjeHYecKass M OQHCHAas JeATeIbHOCTh, M HUMCIONIMMU CTaX padOThl B JIaHHOH
npodeccuoHaTBHOM 001acTH HE MEHEee TPeX JIeT.



Kpanudukanusi negarorndeckux pabOTHUKOB 00pa30BaTEIbHONW OpraHU3alMd OTBEYAeT
KBaTM(HUKAIIMOHHBIM ~ TpeOOBaHMUSAM, YKa3aHHBIM B KBaJHM(HUKAIMOHHBIX CIIPAaBOYHHKAX
U (nm) IpodecCHOHaIBHBIX CTaHAapTax (MIPH HAIWYIHHN).

[lenarornueckue paOOTHUKM, TpPHUBIEKaeMble K peaju3alud  00pazoBaTeIbHOM
MPOrpaMMBbl, TOJTYYarOT IOMOJHUTENbHOE MpodeccroHanibHoe 00pa3zoBaHHE MO MPOrpaMMam
MOBBILICHUS KBAIU(UKAIIMK, B TOM YHclie B (hOpME CTaKUPOBKH B OPTaHU3AIMSIX, HAlIPaBICHHE
JeSITETFHOCTH  KOTOPBIX COOTBETCTBYET oOONacTH TpodeccnoHanbHol aesrensHoctH 07
AJIMAHUCTpATHBHO-YIIpaBJICHYECKast U O(HCHAs ACATEIBHOCTD, HE peXe OTHOTO pa3a B TPH roja
C YU4ETOM PACHIMPEHHS CIIEKTPa MPOPEeCCHOHATBHBIX KOMITETCHIINH.

Honst menarornyeckux paOOTHUKOB (B MPHUBEICHHBIX K IEIOYHCICHHBIM 3HAYEHUSM
CTaBOK), 00€CTICUMBAIONIUX OCBOCHHE 00YUYaIOMIUMHUCS TIPO(HEeCCHOHATBLHBIX MOYJIEH, UMEIOIIINX
OTIBIT IEATEIEHOCTH HE MEHEee TpeX JIET B OpraHu3alHsiX, HApaBIeHUE JIeSITeIbHOCTH KOTOPBIX
COOTBETCTBYeT obOmactu mpodeccuoHanpHOH — aearenbHoctd 07  AIMUHHCTpaTHBHO-
ylpaBlieH4YecKass M o(ucHas AesITeNbHOCTh, B OOIIEM YHMCIIE IeJarorn4eckux paOOTHUKOB,
peanu3yoUX OporpaMMbl NMpodeccHoHaNbHBIX MOJyJed 00pa3oBaTelabHON NpPOrpaMMbl, He
MeHee 25 NpOLEHTOB.

6.6. TpeOGoBaHus K (UHAHCOBBIM YCIIOBHSM peaIH3aluy 00pa3oBaTeIbHON MPOTrPaMMBbI

6.6.1. PacueThl HOPMATHUBHBIX 3aTPaT OKa3aHUS TOCYIAPCTBEHHBIX YCIYT 10 PeaTU3aIliu
00pa30BaTENLHON MPOrpaMMBI OCYIIECTBIISIIOTCS B COOTBETCTBHM ¢ MeETOIMKON omnpeaeneHus
HOPMATHUBHBIX 3aTpaT Ha OKa3aHUE rOCYIAapCTBEHHBIX YCIYT MO peanu3alii o0pa3oBaTEIbHBIX
IIpOrpamMM CpeaHero MnpogecCHOHAIBLHOIO 00pa3oBaHus MO npodeccusM (CIenUalbHOCTAM) U
YKPYIIHEHHBIM TpynnaMm npodeccuil (crnenuanbHOCTeH), yTBepakIaeMble MUHIPOCBEIEHHS
Poccnm exxeronHo.

@dunaHCcOBOE OOECIEUCHHE pealn3ali 00pa30BaTEIbHON MPOTPAMMBI, ONPEACICHHOE
B COOTBETCTBUU C OIOJKETHBIM 3aKOHOJATeIbcTBOM Poccuiickoit denepanuu u denepanbHbIM
3akoHOM OT 29 pmexabps 2012 No 273-03 «O06 obpazoBanuu B Poccuiickoii Denepanuny,
BKJIIOUaeT B ce0s 3aTpaThl Ha OIUIATy TpyZAa IpernojaaBaTeseil 1 MacTepoB IMPOU3BOACTBEHHOIO
oOyueHusi ¢ y4dyeToM oOecrneueHusi YpoBHsSI CpeJHe 3apaOOTHON IUIaThl MEJAarorMyecKux
pabOTHUKOB 3a BBIIOJIHAEMYIO UMHU Y4eOHYIO (IIpENoJaBaTeNIbCKyI0) paboTy U Ipyryro padoTy B
cooTBeTcTBUM ¢ YKa3zom llpesunenta Poccuiickoit @enepanuu ot 7 mas 2012 r. Ne 597 «O
MEPONPUATHSIX 0 PeaTU3aLUU IOCYIapCTBEHHON COLUAIbLHON TOJIUTUKI Y.

Paspnen 7. @opMupoBaHNe OLEHOYHBIX MATEPHAJIOB VIl IPOBEICHUA
rocy/1apCcTBEHHOM UTOr0BOM aTTECTALUM

7.1. TocynapcTBeHHass urorosas arrectanus (namee — I'MA) sBaseTcss 00g3aTeNbHOM.
Ona npoBOANTCS TO 3aBEPIICHUHU BCEro Kypca 00ydeHHUs 10 HANpPaBJICHUIO IOATOTOBKH. B xo1e
I'MA oneHuBaeTcss CTENEHb COOTBETCTBHS C(HOPMHUPOBAHHBIX KOMIIETEHIIUN BBIMTYCKHUKOB
tpeboBanusm OI'OC CIIO.

7.2. BBIIyCKHUKH, OCBOMBIIIME MPOTPAMMBI TIOJITOTOBKU KBaJTU(DUIIMPOBAHHBIX PaboUnX,
ciayxanux, caatot ['MA B hopme 1eMOHCTPAIIMOHHOTO IK3aMeHa.

'ocymapcTBeHHass MTOroBas aTTECTAllMs 3aBEPUIACTCS IMPHCBOCHHEM KBAIU(DUKAIIUH
KBAJIM(HUIIUPOBAHHOT'O PAa0OYET0, CIYKAIIETO: «IeJIONPOU3BOIUTEIbY.



7.3. JIns rocyjapCTBEHHOM MTOTOBOM aTTecTallMM TEXHUKYM pa3padarbIBaeT MporpaMma

FOCY}IapCTBeHHOﬁ HTOTOBOM aTTECTAllMM U OLICHOYHBIC MaTCpUaJIbI.

7.4. OueHounble Marepuaibl s npoBeneHus ['IA BkIOYalOT MacmopT OLEHOYHBIX

MaTepHaoB, 3aJaHUs U1 JEMOHCTPAIIMOHHOTO 3K3aMeHa, TeMbl JUIJIOMHBIX paboT, OMUCcaHue
MIPOLIEYp U YCIOBUHM MPOBEACHHSI TOCYAAPCTBEHHOM UTOTOBOM aTTECTAIMH, KPUTEPUU OLICHKH.
OneHovHbIe MaTepyabl 1S ipoBeaeHus | A npuBeeHbI B IPUIOKCHUN 3.

Pa3nen 8. PazpaboTuuku o0pa3oBaTesibHON NPOrpaMMbl

I'pynna paspadoryukon

0)5(0)

JlomKHOCTh

ITatoxoBa 3amupa ['ymepoBHa

3aMeCTHUTENb JTUPEKTOpa 1o yueOHOH paboTe

I'abppadukos Banepuii BanepbeBuu

3aMECTUTENh JAUPEKTOpA IO MPOU3BOACTBEHHOM
Y MHHOBAIIMOHHOM paboTe

BbparynoBa Acuer MuxaiinoBHa

3aMCCTUTCIIb JUPCKTOpa II0 BOCIIMTaTEIbHOMN

pabore
bisiroz Canga CopoknHOBHA METOIUCT
IToxxuBminko Haranbs BianumupoBHa METOIUCT
Tronsges Cranucias HanpO0ueBuy METOHUCT, MPEToAaBaTelhb
basaros Omma ['mmnmvoBHa TpernojiaBaTesb

buxkesa 3aupa I'ymepoBHa

npenojasaTeib, pykosoaurens MO

Kar Mapuna Onycosna

IIpenojaBaTelib, pykoBoauteiab MK
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1. OBIIIASI XAPAKTEPUCTHUKA PABOYEN TPOTPAMMBI
MPO®ECCHUOHAJBHOI'O MOAYJIA
«IIM.01 lokymeHTHpOBaHHUE YIIPABJIEHYECKOH eI TeJIbHOCTH M OPraHu3anus padorsl ¢
AOKYMEHTAMU»

1.1. Heab u nianupyemblie pe3yJibTaThbl OCBOEHHS MPO(ecCHOHATIBLHOI0 MOLY ISl
B pesynbrate mszyueHus npoeCCHOHAIBHOIO MOAYJS OOy4aroIIMiCs JTOJKEH OCBOMUTH
OCHOBHOM BUJA JEATEIBHOCTH «J/{OKyMEHTHpOBaHHE YIPAaBJIECHUYECKON JAESITEIbHOCTH U

opraHu3anusa pa6OTLI C HNOKYMCHTaMu» MU COOTBCTCTBYIOIIUC CMY O6H.[I/Ie KOMIICTCHIIMHM H

npodeccHoHaNIbHBIC KOMIIETCHIINH:
1.1.1. TlepedenHn OOIMX KOMIETSHITUI

Kon HauMenoBanue 001X KOMIIETEH M

OK 01. | Beibupath cmocoObl pemeHus 3afad  Mpo(ecCHOHANIBHOW JIeATEIbHOCTH
MIPUMEHUTEIBHO K Pa3JIMYHBIM KOHTEKCTAM

OK 02. | Mcnonb30BaTh COBPEMEHHBIE CPEICTBA IIOMCKA, aHAIW3a M HHTEPIIpETaluu
uHpopManud, U WHGOPMALMOHHBIE TEXHOJOTHM MJi1 BBINOJIHEHUS 3a/aad
npodeccuoHaNbHON 1eATeIbHOCTH

OK 03. [InanupoBath U peain30BbIBaTH COOCTBEHHOE MPO(HECCHOHATBLHOE U JIMYHOCTHOE
pa3BUTHE, NPEANPUHIMATEILCKYIO JIEATENIHOCTh B MpodeccnoHanibHoil chepe,
MCIIOJIb30BaTh 3HAHUS IO MPABOBON M (PMHAHCOBOM I'PAMOTHOCTH B Pa3IMYHBIX
KU3HEHHBIX CUTYaLUAX

OK 04. | DddexTuBHO B3auMOIeHCTBOBATh U PabOTATh B KOJIEKTUBE U KOMAaH/IE

OK 05. | OcyiiecTBIATh YCTHYIO UM NMHCbMEHHYI0 KOMMYHHMKAILMIO HA TOCYJapCTBEHHOM
sa3pike  Poccuiickoit ®depepanmu ¢ yd4eToM OCOOEHHOCTEH COLMAIBHOTO U
KYJIbTYPHOTO KOHTEKCTa

OK 09. | ITonp3oBaThcsi mpodecCHOHANIBHOM MOKyMEHTalueld Ha TOoCylapCTBEHHOM U
WHOCTPAHHOM SI3bIKax

1.1.2. Tlepeuens npodeccruoHANTBHBIX KOMIETEHIIUN

Kon HaumeHoBaHMe BHAOB 1eATEJIbHOCTH U MPO(eCCHOHATBHBIX KOMIIETeH UM

Bl 1 JIOKyMEHTHUpPOBAaHHUE YIPABICHUECKOW ACATEIHPHOCTH M OpraHu3aius padoThl C
JIOKYMEHTaMU

K 1.1. | OcymecTBIATh mpueM, NEPBHUHYI0 00pa0OTKY M PETHCTPAIMIO MOCTYIAIOIICH
KOPPECHOHJICHIIMM B TOM YHCJIE C HCIOJIb30BAHUEM ABTOMATHU3UPOBAHHBIX
CUCTEM.

IIK 1.2. | IlepenaBaTh JOKYMEHTHI HAa UCIIOJHEHHUE B MOAPA3JIEIICHUS C YUETOM PE3OIIOLUU
PYKOBOJIUTENEN OpraHn3aliu.




IIK 1.3. | OcymiecTBaaTh KOHTPOIb UCTIOTHEHHUS TOKYMEHTOB B OpraHU3aIlii, B TOM YHCIIe
C MCMOJIb30BaHUEM ABTOMAaTU3UPOBAHHBIX CUCTEM.

MK 1.4. | Bectu 0a3bl JaHHBIX JJOKYMEHTOB OPTaHU3ALMHU U CIPABOYHO-UH(POPMAIIMOHHYIO
paboTy 1O HUM.

IIK 1.5. | OcymectBiate  00pabOTKy,  pErHCTpali0 ¥ OTHOPaBKYy  HCXOISIICH
JOKyMEHTaluu  ajpecaraM, B  TOM  4YHClI€ C  HCIOJb30BAaHUEM
aBTOMATHU3HPOBAHHBIX CHCTEM.

IIK 1.6. | OcymiecTBiATh cocTaBiaeHHe U 0OpMIIEHHE CIYKEOHBIX JOKYMEHTOB Ha OCHOBE

Tp€6OBaHI/II71 COBPCMCHHBLIX HOPMATHUBHBIX ITPABOBBIX aKTOB.

1.1.3. B pesynbrarte ocBOeHHS MPO(HECCHOHATEHOTO MOIYIIS 00YJaIONIHIACS JOIKEH:

BJ'IaI[eTB HaBbIKaMH HpI/IeM " IICpBHUYHAA 06pa60TKa BXOJAIINX JOKYMCHTOB.

[IpenBapuTeIbHOE PACCMOTPEHHE W COPTUPOBKA JTIOKYMECHTOB
Ha pETUCTPUPYEMBIE U HEPETUCTPUPYEMBIE

IlonroroBka BXOASIIMX JOKYMEHTOB JUI PacCMOTPEHUS
PYKOBOJTUTEIIEM.

Perucrpanus BXOAAIIMX TOKyMEHTOB.

OpFaHI/ISaHI/Ifl AOCTaBKN JOKYMCHTOB UCIIOJHUTCIIAM.
KOHTpOJIB HCIIOJIHCHUA JOKYMCHTOB B OpraHu3alivu.

Benenue 6a3bl JaHHBIX JOKYMEHTOB OpTraHU3AIIHH.

Benenne nHGpOpMamoHHO-CIIPaBOYHOM PabOTHI.

O06paboTka, perucTpanus U OTIPaBKa UCXOIAMINUX JOKYMEHTOB
CocraBienne 1 opopMIIEHUE CITY’)KEOHBIX JOKYMEHTOB.

YMeTs

[TpoBepsATh MPaBUIIBHOCTH JIOCTABKH KOPPECTIOHICHIINY;
MPAaBUJIBHOCTH U HEJIOCTHOCTD BJIOKCHUS.

OHGHI/IBaTB COACPKAHUEC IMOCTYIMUBIINX JOKYMCHTOB C ICIIBIO
WX pacrlpe/IesICHuI.

[Tonb30BaThCs aBTOMATU3UPOBAHHBIMU CUCTEMAMU Y4ETa,
pEeTUCTpaIyy pu padoTe ¢ JOKYMEHTAMHU OpraHU3allHH.
OnpenensTh MapuIpyT ABUKEHUS KOHKPETHOTO IOKYMEHTa U
JAOBOJUTH JOKYMCHTEI 10 HUCIOJIHUTEIEH B OIMPCACIICHHBIC
CPOKH

Pabotats co Bceli COBOKYITHOCTBIO HH(OPMAIIOHHO-
JIOKYMEHTAITMOHHBIX PECYPCOB OpraHU3aIHH.

Bectn YUCT NPOXOXKACHUA JOKYMCHTAJIIbHBIX MaTCPUAJIOB.
[ToctaHOBKa JOKYMEHTa Ha KOHTPOJIb.

OcyniecTBIATh IPOMEKYTOUHBIN KOHTPOJIb U KOHTPOJIb IIpU
HACTYIUICHUH JaThl HCTIOTHCHHUS.

NudopmupoBaTh pykoBOAUTENSI 00 UCIIOTHEHHH.

CHATh JOKYMCHT C KOHTPOJISI U HAITPABUTH HUCIIOJTHEHHBIN
JIOKYMEHT B JIETIO.
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HCIIOJTHEHUEM JIOKYMEHTOB.
ITonb30BaThCss aBTOMATU3UPOBAHHBIMU CUCTEMAMU YUETa,
perucTpanyu, KOHTPOJISt U HHPOPMALIMOHHO-CIIPABOYHBIMHU
CUCTEMaMHU NpH padoTe ¢ JOKYMEHTaMHU OpraHU3aliH.
[Tonp30BaThest 6a3aMu JaHHBIX, B TOM YHCIIE YIAIEHHO.

Bectu yueT 10KyMEHTOB OpraHU3aL1y.

Ocy1ecTBIATh CIPaBOYHO-MH(POPMALTMOHHYIO paboTy ¢
UCTIOJIb30BaHUEM 0a3 TaHHBIX JOKYMEHTOB.

ITonp30BaThCs aBTOMAaTU3UPOBAHHBIMUA CUCTEMAMH YY€Ta,
perucTpanuu, KOHTpoJIs U HHHOPMaLMOHHO-CIIPABOYHBIMU
CHUCTEMaMHU NpH padoTe ¢ JOKYMEHTaMHU OpraHU3aIHH.
IIpuMeHATH IpaBUIIa PYyCCKOIO s3bIKA TP POBEPKE
JIOKYMEHTOB II€pe]] OTIIPABKOM.

ITpoBepsATs NpaBUIBHOCTH O()OPMIIEHUS U KOMIUIEKTHOCTD
UCXOJSIINX JOKYMEHTOB.

CopTtupoBath JOKYMEHTHI 110 c11oco0aM JA0CTaBKH, U
HEOO0XO/IMMOCTH, YIIAKOBBIBATh JOKYMEHTHI U OIIPABIATh.
ITonp30BaThCs aBTOMATU3UPOBAaHHBIMU CUCTEMAMU YU€Ta,
perucTpanuy, THGOPMaLMOHHO-CIIPABOYHBIMU CUCTEMAMHU IIPU
paboTe ¢ TOKyMEHTaMU OpPTaHHU3AIIHH.

IIpuMeHsATh yCTaHOBJICHHBIN COCTaB PEKBU3UTOB B
3aBHCHMOCTH OT BUJA JTOKYMEHTA.

[TpaBunbHO pacnonaraTb U 0QOPMIISTH PEKBU3HUTHI HA JIUCTE
IIPU COCTABJICHUU JOKYMEHTA.

[IpuMeHATh cOBpeMeHHbIE HH()OPMALIMOHHO-
KOMMYHHKAIIMOHHBIE TEXHOJIOTUU JIJIs1 pabOTHI C JOKYMEHTaMH,
B TOM YHCJIE JJI €€ ONITUMU3ALIMN U TIOBBIIIECHUS

s dexTuBHOCTH

[IpuMeHATH mpaBUIa PYCCKOT'O S3bIKA.

3HaTh

HopmaTuBHBIE NpPaBOBBIE AKTHI U HOPMATUBHO-METOAMUYECKHE
JOKYMEHTBI, OIpPEACIAIOINEe IMOPINOK ITOKYMEHTALIMOHHOIO
oOecrieyeHus! ynpaBaeHUsI.

CrpykTypa  opraHu3alud, pPYKOBOJACTBO  CTPYKTYPHBIX
MOAPA3ICIICHUN.

CoBpemeHHble MH(POPMALMOHHBIE TEXHOJOIMM pPabOTHl C
JOKyMEHTaMH.

[Topsimok paboThI ¢ MOCTYNAIOIIMMH JOKYMEHTAMH.

[Topsimok paboThl ¢ JOKyMEHTaMHM @pH IepeAade HMX Ha
WCIIOJIHEHUE B MOAPA3IEICHHUS.

[lpaBuna opraHuzanuu U (QOpPMBI KOHTPOJS HCHOJIHEHHUS
JIOKyMEHTOB B OPTaHU3ALHH.

TunoBble CPOKU UCTIOTHEHUSI TOKYMEHTOB.

[TpuHImIB paboTh CO CPOKOBOI KAPTOTEKOA.

HazHaueHune M TEXHOJOTUs TEKYIIEro W NMPEAyNpEeIUTEILHOTO
KOHTPOJIA.




[IpaBuna  cocTaBieHUsT  AHAIUTUYECKHX  CIPABOK  TIO
OopraHu3zanuu  paboTbl C  JOKyMEHTaMH H  KOHTPOJIIO
WCIIOJIHEHUS JOKYMEHTOB.

[lpaBuna co3maHusi U BeneHUs 0a3 JAHHBIX CIYKEeOHBIX
JIOKYMEHTOB B OpraHU3aI|H.

CucTeMsbl 3IEeKTPOHHOTO JJOKYMEHT0000pOTa.

[IpaBuna u cpoku OTOPABKHU UCXOASIINX JOKYMEHTOB

Buibl 1OKyMEHTOB, UX Ha3HAYEHUE.

TpeOoBaHus, npeabsSBIsSiEMbIe K IOKYMEHTaM B COOTBETCTBHH C
HOPMATHUBHBIMH MPABOBBIMH aKTaMHU U TOCYIapCTBEHHBIMH
CTaHJapTaMHu.

[IpaBuna coctaBneHus u oopMiIeHUS HHPOPMAITHOHHO-
CIIPaBOYHBIX, OPTaHU3ALMOHHBIX, YIIPABICHUYECKIX
JTOKYMEHTOB.

1.2. Konu4yecTBo 4acoB, 0TBOJUMOE Ha OCBOeHHE MPodecCHOHATBLHOI0 MOAYJIA

Bcero gacos - 832
B TOM 4HcCJIe B (OopMe MPAKTHYECKON OJATOTOBKU — 752

M3 vux Ha ocBoenne MJIK - 148
[paktukwu, B ToM yucie: yaeoHas - 108
IIPOM3BOJICTBEHHAS - 576



2. CTPYKTYPA U COAEP/) KAHUE ITPO®PECCUOHAJIBHOTO MOAYJIA

2.1. CtpykTypa npogecCHOHATBLHOI0 MOAYJIA

O0beM npodheccHoHATBHOTO MOJTYIISI, aK. Yac.

O6yuenne no MJIK
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S 5 B Tom uncrne TpakTukn
Konwr 5 % =
HauMeHOBaHUS pas3IenoB Beero, | £ ¢S 5 g
MPOGECCHOHATLHEIX 1 0(ecCHOHATBHOTO MOIyJIs gac e g g = 5
001X KOMIETEHIIHH P o ' 2 3| 5 JlabopaTopHBIX 1 8 5 8 g
2l 8 TeopeTuyeckue S E 5
= M MPaKTHYCCKUX - %o 3 X
= 3aHATUH g E Z 2
2 S = =
= (=9 [}
m = =
1 2 3 4 5 6 7 8 9 10
MK 1.1 - TIK 1.6, Paznen 1 JlokymeHTHpOBaHUE U 76 24 76 24 48 X X
OK 01 - OK 05, opranusanus paboTsl ¢
OK 09 oHIINaTbHBIMH JOKYMEHTaMHU
M/IK 01.01
Opraamzanms
JOKyMEHTO000pOTa
JIOKYMEHTHPOBaHHUE
YIIPaBIEHYECKOH e TeIbHOCTH
IIK 1.1 -TIK 1.6, Paznmen 2. Opranu3zarus paboTsI 12 48 72 48 22 X X
OK 01, OK 02, OK 05, | ¢ toKyMEeHTaMH B
OK 09 ABTOMAaTU3UPOBAHHBIX CHCTEMAX
MJIK 01.02. MadhopmarmonHo-
KOMMYHHKAITHOHHBIE
TEXHOJIOTHH B
JIETIONPON3BOJICTBE
YyeOHas mpakTHKa 108 106 108 2 106
[TpousBoACTBEHHAS PAKTHKA 576 574 576 2 574
Bcezo: 832 752 832




2.2. TemaTnveckuii IJIaH U coep:kaHue nNpogeccuoHaIbHOro moay.as (IIM)

HaumeHoBanue
pa3aesioB U TeM Oo0beMm, akan. 4./ B
npogeccnoHaIbHOr0 Conep:xanue y4eGHOro Marepuaia, TOM 4ucjie B popme
moy.asi (IIM), JadopaTopHbie padoThl U MPAKTHYECKHE 3aHATHSA, CAMOCTONITEIbHAsI yueOHasi paboTa IPAKTHYECKOI
MEKTHCITHILTHHAPHBIX 00y4aromMXxCst MOJAr0TOBKH, aKaJ. Y.
kypcoB (M/IK)
1 2 3
Paznea 1. JlokymeHTHpPOBaHME U OpraHu3anus padoThbl ¢ 0PUIIHAIBHBIMHA JOKYMEHTAMHU 76/24
MK 01.01 Opranu3zanuu 10KyMeHT0000p0OTa U JTOKYMEHTHPOBAHMS YIIPABJIEHYECKOM AesiTeJIbHOCTH 76/24
Tema 1.1. Kpatkas Copepxanue 4/-
HCTOPHUS OPraHu3aluu
U TE€XHOJIOTUH
€JI0NPON3BO/ICTBA B "
A p 8 1. JdenonpousBonctso B [IpeBHel Pycu
Poccun
2. [Ipuka3Hoe IeIOMPOU3BOICTBO
3. Komexckoe 1emonpon3BoicTBO 4
4. VicnoTHUTENbHOE J1EJI0MPOU3BOJICTBO
5. CoBeTckoe 1eJ0NPOU3BOJICTBO
B TOM yMciie NpaKTHYECKUX 3aHATUHI M J1a00PaTOPHBIX padoT
Tema 1.2. Cuctema Conepxanue 2/-
€10 POM3BO/ICTBA
Jlenonpou3BOACTBO: II€JIM, 33aJja4d U OCHOBHBbIC NMPUHLUIBL. OCHOBHBIC BUIBI JEIONPOU3BOJICTBEHHON 9

NeSTENBHOCTH. JJOKYMEHTUPOBAaHUE AESTENbHOCTH; OpraHu3alus JOKyMEHTO000poTa; (popMUpOBaHUE




JOKYMEHTAJIBHOTO (OHJA OpTraHW3aluu (CHCTEMATH3aIUsl JTOKYMEHTOB M OPTaHH3aIUs HX TEKYIIETO
XpaHEHUs); OpraHW3amus JOCTyla K JOKYMEHTaM M HX Hchoib3oBaHusa. Oobmepoccuiickue
KJ1acCU(UKATOPHI TEXHUKO-3KOHOMHUYECKOH U COI[MANIbHOM MHpOopMaru

Tema 1.3
JlokyMeHTHPOBaHHASA
uHopmaums

Conepxanue

JlokyMeHTanbHble UCTOYHUKHU. [loHsATHE «HOKYMEHT». BHIBl JTOKYMEHTOB. Tl'ocynapcrBeHHbIe
CTaHAapThl Ha JokyMeHTauio. [loaroroBka cimyxeOHbIX AJOKYMeHTOB. OdopMieHHe yIpaBIeHYECKON
nokyMeHTanuu. TpeboBaHus K 0pOPMICHUIO TOKYMEHTOB.

Cucrembl noxkymeHtauuu. [lonstue cucrembl gokyMeHTanuu. OCHOBHBIE ()YHKIIMOHAIBHBIE CHCTEMBI
nokymeHTauu B Poccutickoit @enepanuu. YHUPUIIMPOBAHHBIC CHCTEMBI JJOKYMEHTAIUH.

Tema 1.4
Nudopmanuonno-
JOKYMEHTALHOHHOe
obecnieueHue padoThI
anmapara
yIpaBJjieHHUs

Conep:xxanue

6/2

1. Ponp rocymapcTBa B OpraHuzaiuu JIeJIONpou3BojacTBa. WHMOpMaAIMOHHO-TOKYMEHTAIMOHHOE
obOecriedyeHre pabOTBHl ammapara yopaBiieHHs opraHm3anuu. OCHOBHBICE BHIBI JOKYMEHTHOM
nesitenbHOCTH. MHpopMmaruss B ympaBIeHYECKOW JAEATETBbHOCTH. YIpaBICHHE JIOKyMEHTAIUEH.
Opranu3zanys nHGHOPMalMOHHO-TIOUCKOBBIX CUCTEM I10 TOKYMEHTaM YUPEKICHUSI.

2. HopmartuBHO-TIpaBoBasi 0a3a JOKYMEHTHUPOBAHHS YIpaBIEHYECKOH naearenbHOCTH. CTaHIapTel B
JOKYMEHTUPOBaHUU YIIpaBlIeHYECKOH neaTenbHOCTH. KiaccuukaTopbl 1 yHUPHUIMPOBAHHBIE CUCTEMBI
nokymeHtauu. OOmiepoccuiickue  KIacCU(PUKATOphl  TEXHUKO-D)KOHOMHMYECKOW M COLMAIBbHOM
uHpopmanuu. HopMaTuBHBIE NpPaBOBbIE AKThl MEXBEIOMCTBEHHOIO U BEIOMCTBEHHOIO XapakTepa
HopmaTuBHO-MeTOIMUECKOE W TNpaBOBOE OOECHeYeHHWEe CTaHAapTU3allUM, aBTOMAaTH3alUuu U
U(GPOBU3ALMH JIEIIOTIPOU3BOICTBA

B Tom unciie npakTHYECKUX 3AHATHI U J1a00pPATOPHBIX PadoT

IIpakTnueckoe 3ansitue Ne 1. PaGora co cnpaBOYHO-IPAaBOBBIMM CHCTEMaMHM IO TOUCKY H
COCTAaBJIIGHUIO  [E€pEYHs  HOPMATHBHO-TIPABOBBIX M  HOPMATHUBHO-METOAMYECKUX  JTOKYMEHTOB,
PErIaMEeHTHPYIOIMX JOKYMEHTHPOBAHUE YIIPABIECHYECKOH MAEATENbHOCTH, OpPraHU3alui0 padoThl C
oumanbHEIMU JJOKYMEHTaMH W apXUBHOE XpaHEHHE JOKyMeHTOB. Kiaccudukanus HOpMaTHBHBIX
JIOKYMEHTOB I10 UX IOPUJAUYECKOH CHJIE.




Tema 1.5.
Opranuszanus
JAOKYMEHT0000poTa

Conep:xanue

24/8

1. Opranuzanusg  JTOKyMEHTOOOOpOTA. [lonstue JIOKYMEHTO000pOTa. XapakTepUCTUKU
JOKyMEeHTooOOpoTa. KauecTBeHHbIE U  KOJIMYECTBEHHBIE XapaKTEPUCTHKH JOKYMEHTO0OOpOTa.
[lpyHIMOBl  OpraHu3amuu  JOKyMeHTOOOOpoTa. [loHSTHE «IOKYMEHTONOTOKH». MapumpyTu3amnus
JOKYMEHTOIIOTOKOB: BXOJISIIIME, HCXONAIINE, OOpameHnsi TpakAaH, BHYTPEHHHE OJEKTPOHHOE

6
nenonpou3BoACcTBO. OCHOBHBIE MOHATHS 3JIEKTPOHHOTO TOKyMeHTooOopoTa. [Tonarue o cucremax 210
n ECM-cucremax. IlpaBuna mapmpyTtusanuu 10KyMeHTOoNnoTokoB B cuctemax 310 u ECM-cucremax.
Oco0eHHOCTH JOKYMEHTHUPOBaHMS U OPraHU3alUHU pabOThI C JOKYMEHTaMH B FOCYIapCTBEHHBIX OpraHax
MeTob1 palioHaIN3aud T0KyMEHTO000pOoTa.
2. DkcreAMIMOHHAs 00paboTKa MocTynaromel koppecnonaeHuuu. IlpeaBaputenbHoe paccMOTpeHHE
JOKYMEHTOB. PaccmoTpeHue koppecnoHaeHInn pykoBoautenaeM. Ilepeaua TOKyMEHTOB B CTPYKTYpPHBIE 2
nospaszzenenus. [IpaBuia opranuzannu J0KyMeHTO000pOTa BXOASIIEro JokyMeHTonoToka B CO/I.
3. OOpabotka oTmpaBiIsieMOH KOppecmoHACHIMH. [IpaBuia opraHu3amuu JTOKyMEHTOOOOpOTa 5
UCXOSIIEro fokymeHTonoroka B CO/I.
4. JIokyMEHTOOOOPOT UCTIOTHUTEIIS. 2
5. Opranuzanus IBMKCHHUS HHUITMATHBHBIX JIOKYMCHTOB U MX TIPOEKTOB. 2
6. [Togcyer n onTUMU3ANHS TOKYMEHTOO00pOTA. 2
B ToM 4mciie NpaKTHYECKUX 3aHATHI M JIa0OPaTOPHBIX padoT 8
IIpakTuyeckoe 3ansaTue Ne 2. CocTaBlIeHHE CXEMBI JOKYMEHTOO00pOTa OpraHu3aIiy. 2
IIpakTuyeckoe 3ansatHe Ne 3. OcoOeHHOCTH 00paOOTKM BXOOAMUX JTOKyMeHTOB. CTpykTypa 0a3 5
JTAHHBIX IOKYMEHTOB.
IIpakTuyeckoe 3ansaTue Ne 4, O6paboTKa UCXOIAIINX UK OTIPABIAEMBIX TOKyMEHTOB. CocTaBieHue 9

oreporpamMmbl padboThl C UCXOAAIMMHE JOKyMeHTaMu. OTnpaBka JoKyMeHTOB B CO /]




IIpakTyeckoe 3anaTue Ne 5. Ilopsaok NpPOXOKAEHUS BHYTPEHHUX JTOKyMEHTOB. CocTaBiieHuE

oreporpamMmbsl pabOThl C BHYTPEHHUMH JOKyMeHTamM. [IpaBuia opraHuzanmuu IOKyMEHTOOOOpoTa 2
BHYTPEHHETO IOKyMeHTOonoToka B CO/I.
Tema 1.6. Conep:xaHue 10/6
Perucrpanus u
KOHTPOTE 1. Peructpanust 1OKyMEHTOB — 3HauyeHHe W 3agaud. MHaekc nokymeHTa. POpMbl perucTpanuu 9
S — nokyMeHTOB. JXKypHanbHas1, KapTO4Has ¥ aBTOMaTU3UpoBaHHas popMbl KoMibloTepHble 6a3bl JaHHBIX.
JAOKyMEHTOB 2. llenn n ypoBHM KOHTpoJ HcnodHEHHUs.. OCHOBHBIE 3a7auil CIIyObl KOHTpOss. CpOKH MCIOIHEHUS 9
nokyMeHToB. [locTaHOBKa TOKyMEHTa HAa KOHTPOJIb U CHATHE C KOHTPOJIS.
B ToM 4uciie NpaKTHYeCKUX 3aHATHI M JIa0OPaTOPHBIX padoT 6
IIpakTnyeckoe 3anaTHe Ne 6. Peructpamusi BXOISAIIUX JOKYMEHTOB B JJICKTPOHHOM ypHAJIE€ B 9
TabnmuuHoMm pemaxkTope.
MpakTnyeckoe 3ansitue Ne 7. Perucrpamus W KOHTPOJb HCIONHEHHS HMCXOISIINX TOKYMEHTOB B 5
AJIEKTPOHHOM KypHasie B TaGnuaHOM pemakTope.
IIpakTnyeckoe 3ansitue 8. Perucrpanuss W KOHTPOJb HWCIOJHEHHS BHYTPEHHUX IOKYMEHTOB B 5
AJIEKTPOHHOM >XypHaJie B TaGnu4HoM penakrope.
Tema 1.7. Conep:xanue 16/6
Ocobdennoctu
opraumzamun 1. Opranuzanusi paboTsl ¢ oOpamieHusiMu rpaxnaad. [IpaBoBas 6a3a paOoThI ¢ OOpaIICHUSIMU TPAXKIAH.
TOKAILHBIX CHCTEM Tpe6oBanus no odopmienuro obpamenuit. [lopsgok o6paboTku oOpaiieHuid rpaxaaH. Peructparus 9
paGoTHI ¢ obpamenuii rpaxnaad. KoHTposb 3a paccMoTpeHMeM oOparieHuil rpaxiaaH. Pabora ¢ oOpameHusIMH
JAOKYMEHTaMU rpaxnan B CO/L.
2. JloxymeHTHpoBaHHE paboOTBl ¢  mHepcoHamoM. Kommiuekc  KaJpoBOW — JOKYMEHTAIUH.
JIOKyMEHTUpOBaHME IpHE€Ma, IIepeBoJa Ha JApPYrylo paboTy M YBOJBHEHHMS PpabOTHHKA. 4

JIOKyMEHTUPOBAaHUE IMOOUIPEHUS PpAOOTHUKOB W  HAJNOXKEHUS JUCUUIUIMHAPDHBIX  B3BICKAHUH.
@®opMupOBaHUE JIMYHOTO JIeJia COTPYIAHMKA. 3alluTa IMEPCOHATBHBIX JAaHHBIX B KaJIpOBOH CIIyxkOe.




Pabora ¢ kagpoBsiMu TokymeHTamMu B CO/1.

3. Oprammsamust paboOThl C KOHPUICHIUATHHBIMU JOKYMEHTAMH. Be3omacHOCTh  TIEHHBIX
nH(pOpMaIMOHHBIX pecypcoB. LleHHas nHbopMalus u KoH(pUIEHIIUATBHBIE JOKYMEHTHI. PernamMenrarus 4
cocTaBa KOH(HUACHUUAIbHBIX CBEACHUW M JOKYMEHTOB. JlokyMeHTHpOBaHHE KOH(UACHIIMAIBHBIX
cBegenuil. [lopsgok paboThl UcTIONHUTENEH ¢ KOHPUACHINATBHBIMU JOKYMEHTAMH U CBEJICHUSIMHU.
B TOM yMciIe NpaKTHYECKUX 3aHATHI M J1a00pPaTOPHBIX padoT 6
IIpakTuyeckoe 3ansTue Ne 9. [Ipapmia npuema, 00pabOTKH, UCTIOJTHEHHSI M yU4eTa OOpaIeHU rpakIaH 2
IIpakTuyeckoe 3anaTue Ne 10. JlokymeHTHpOBaHWE TprieMa Ha padboTry. J[oKkyMeHThI, HEOOXOIUMBIE 9
JUTSl IprieMa Ha paOdoTy M YBOJIBHEHUS C paOOTHI.
IIpakTuyeckoe 3ansitue Ne 11. Tlopsimok pabGoTel ¢ KOHPUACHIMATHHBIMH JOKYMEHTAMHU | 5
Marepuaiamu. Odopmiienne, 00padoTKa U XpaHeHHe KOHPHUACHIIHATHHBIX MAaTEPHATIOB
Tema 1.8. Conep:xaHue 6/2
OpranusaunonHoe
1. TaHW3aIMOHHAS CTPYKT bl JIOKYMECHTAIIMOHHOT MeYCHHsT yrpaBlieHUus1. DoOpMBI
OCTPOCHHE CITYHKGbI OpranuzanioHHasi CTPYKTypa CIyXObl JOKYMEHTAIIMOHHOTO obecreue yrpaBie op
raHW3aluu  JOKYMEHTAIIHOHHOT TICYCHUS BIICHUS . 9 U KIIAA BI
JI0KYMEHTAIHOHHOTO OpraHu3aIy JOKYMEHTAI[MOHHOTO obecreye yIpaBiie (IOY). 3ana GyHKIMH  CITy kKO0
P FP—— JOVY. Tlonoxenue o cayx6e [OY. Pernamenranus nesTenbHOCTH pabOTHUKOB ciyxObl JIOV. 4
yhpaBIenus WHCTpyKIIKS 1O JOKYMEHTAIIMOHHOMY OOECIeUeHUI0 yrpaBieHus. HopMupoBanue JOKYMEHTAIIMOHHBIX
paboT CiIy>KObI JOKYMEHTAIIMOHHOTO 00ECIIEUeHUs YIIPaBICHUS
B TOM yMciIe NpaKTHYECKUX 3aHATUHI M J1a00PaTOPHBIX padoT 2
IIpakTuyeckoe 3ansaTue Ne 12. O0s3aHHOCTH U OTBETCTBEHHOCTH JCIONPOU3BOIUTEIS. 2
IIpomexxkyTounas arrectanus (JK3amMeH) 4




Pa3gen 2. Opranu3anusi padoThl ¢ JOKYMEHTAMH B aBTOMATH3HPOBAHHBIX CHCTEMAaX

72/48

MK 01.02. UadopMannOHHO-KOMMYHHKANMOHHbIE TEXHOJIOTHH B J1eJIONPOU3BOACTBE 72148
Tema 2.1. Conep:xanue 2
Komnbrorepusanus Kommnprorep kak cpeictBo aBToMaTH3anmu HHpopManmuoHHBIX npomeccoB. I[IK B coBpemeHHOM
1eJI0NIPOU3BOICTBA nenonpousBoacTBe. O¢ucHble HHPOPMAIIMOHHBIE CUCTEMbI. ABTOMAaTH3aIUs pabOTHI ¢ JOKYMEHTaMH. 2
[TonsiTHe aBTOMaTU3MpPOBaHHOTO paboyero mecta (APM) nenonpousBoauress.
Tema 2.2. Conep:xanue 2
IIporpammuoe
ofecmeyeHne OcHOBHBIE TOHATHS TNporpamMmHoro ooOecreueHus kommbroTtepa. lIporpammuoe obGecneuenue I1K.
KOMIBIOTEpa PasnoBunHoctu nporpamm. Onepannonnsie cucteMsl (OC). Knaccudukarus oneparioHHBIX CUCTEM.
[TakeTsl NpUKJIAAHBIX MPOTrpaMM sl PEelIeHHs NPOPECCHOHATIBHBIX 3aJay. PEelaKTOpPbl JOKYMEHTOB,
TaOJIMYHBIEC TPOLIECCOPHI, U3AATEIBCKUE CHCTEMBI, IPOTPAMMBI TIOATOTOBKHU MpE3eHTAL, TpaduuecKue
peNaKkTophl, IPOTpaMMbl JIJIsl aHUMAIMH, IPOTPaMMbI MEPEBOJUYMKH, MPOTPaMMbl JJIs aBTOMAaTH3alUU 2
AJIEKTPOHHOT'O JOKYMEHTO000pOTA.
QaitnoBas cucrema. Onepauuu Haj (ainamu. Cucrematusauuss MHGOpMaLMM C MOMOIIbIO MAINOK U
¢aitnos. Pabora ¢ ¢aitiamu 1 katanoramMmu
Tema 2.3. CpencrBa u | Conepxanue 14/12
TeXHOJIOTHH
CO3IANNS 1 O6paboTka TEeKCTOBOM WH(MOpPMAIMM Ha KOMIbIOTepe. TEeKCTOBBIM MPOIECCOpP M €ro Ha3zHaueHUE. 5
0GPABOTIH TEKCTORO PenaxkTupoBanue TekcTa JTOKyMEHTOB.
HHpopMANHH B ToM 4HciIe NpaKTHYeCKUX 3aHATHI U J1a00paTOPHBIX padoT 12
Odopmnenne Ttekcra. Hacrtpoiika wuHTepdelica TEKCTOBOIO peaakTopa, MNapaMeTpoB CTPAHMILIBI.
Pacmonoxxenne Texcra. Odopmiienne a63areB. PyOpuku, BbeimeneHus B Tekcre. OdopmiieHue
3aroJ0BKOB. 12

[Tpuémsbl penakTupoBaHus TeKcTa. PemakTupoBanue peructpa OykB TekcTa. PaccTaHoBKa HepeHOCOB
cioB. Pa3OuBka TekcTta Ha cTpaHUIbl. Pa3pbiBbl cTpaHul, KOJIOHTUTYNbL. Co3aHHe aBTOMaTHYECKOTO




OIJIaBJICHUA B MHOTOCTPAHUYHOM NJOKYMCHTC B TCKCTOBOM PEAAKTOPC. CHOCKH.

[lepememienusi B MHOTOCTpaHMYHOM TeKcTe. Pabora ¢ 3axmagkamu. OTBICKAHHE «YTEPSHHOTO»
JOKYMEHTA.

BcraBka rpaduyeckoro n3o0paxkeHUsI B TEKCT, H3MEHEHHUE €ro IMOJIOKECHHSI Ha CTpaHUIe. TeXHOIOTHUs
BCTaBKH B JOKYMEHT 00bekTa SmartArt. BcTaBka CHOCOK, MpUMEYaHHi B TEKCT JOKYMEHTa B TEKCTOBOM
penakTope

WNHCTpyMEeHTHI TPOBEPKU TEKCTa JOKYMEHTOB B TEKCTOBOM penaktope. [IpoBepka opdorpadum tekcra.
[IpoBepka rpaMMaTHKX U CTUITHCTHKH.

PaGota ¢ wucnpaBieHUSIMH OTPEJAKTHPOBAHHBIX JOKYMEHTOB. CpaBHEHHE BEpPCUIl JOKYMEHTOB.
OObenuHeHne NPaBOK pPa3HbIX PEAaKTOPOB.

Tema 2.4.
dopmaTHpoBaHHe
JOKYMEHTOB H HX
neyartb

Conep:xaHue 8/6
Omnepanynu popMaTUpOBaHUS. 2
B ToM 4nciie NpaKTHYeCKUX 3aHATHI M JIa0OPaTOPHBIX padoT 6
®dopmaTHpoBaHHE MHOTOCTPAHUYHOTO JJOKYMEHTa B TEKCTOBOM peaakTope. @opmaTHpoBaHHE CUMBOJIOB
(wpudThl) M ab3a11eB (OTCTYNBI M UHTEPBAJIbI, IOJI0KEHHE Ha CTpaHuLe). Tabymsius.
®opmatupoBanue Tekcta. Co3gaHue TEKCTOBBIX KOJOHOK. Co3naHue CIHUCKOB (MapKUpPOBaHHBIX H
HYMEpPOBaHHbIX )

6

PaGora co cTunsiMu TOKyMEHTOB. Pa3inuuHbie CIIOCOOBI CO3aHMSI CTUIICH.

Coznanue u penaktupoBanue Tabmui. OcCHOBHbIE TpeOOBaHUS K (OpME U IOCTPOCHMIO TaOuLI.
Odopmienne HyMepaloHHOro 3aroyiopka Tadmaunbsl. OdopmiueHue 3aronoBkoB U rpad. KoHTekcTHbIe
BKJIQ/IKH JUI pabOThI ¢ TaOIMLIAMH B TEKCTOBOM PEJIaKTOpE

Paznuunble mpuémbl paboThl ¢ TabnuLaMH B TEKCTOBOM penakTope. COpTHpOBKa JaHHBIX B TaOJUIE.




Brluncienus B Tabauuax.

[leyatpr TOTOBOTO JOKYMEHTa. HacTpoiika peXMMOB Me4yaTh TEKCTOBOrO JoKyMmMeHTa. Pabora ¢
IIPUHTEPOM.

Tema 2.5. Cpeacrpa Conep:xxkanue 6/6
U TeXHOJIOTHH PadoThI
¢ 21EKTPOHHBIMH DJNeKTpOHHBIE TaOJMIBI: Ha3HAUYE€HUE, BO3MOXKHOCTH, NMPUHIUIIBI YCTPOWCTBA, 00JACTh NMPUMEHEHHS.
Ta6auuaMH OOpaboTka JaHHBIX: BUABI ONEpalyii, IpaBUJia BBHIIIOJIHEHUS, OCHOBHBIE CITOCOOBI. PaboThI ¢ siuelikamuy,
CIMCKaMHM, 0a3aMM JaHHBIX, TAaOJUIIAMU: BUIBI, IPUMEPHI, OCHOBHBIE MpPHUEMBbl paboThl. JlMarpaMmsl:
o0mye CBEIeHHUs OCHOBHBIE KOMIIOHEHTHI, MPUHIUIBI OpPTaHHW3alMd JaHHBIX, TOPSIOK CO3TaHUS
nuarpamm. CopTHpoBKa, GuiIbTpanus 1 GopMaTUPOBAaHUE TaHHBIX B TaOIUIaX
B ToM 4mHciIe IPaKTHYeCKUX 3aHATHI U J1a00paTOPHBIX padoT 6
Coznanue Tabnuil B TaOJIMYHOM peAakTope U ux (opmatvpoBaHue. TUIBI JaHHBIX, UCIOJIB3YEMBIX B
TabMu4YHOM penakrope. Pabora ¢ sdeiikamu, ciuckamu, 0a3aMu JTaHHBIX, TaOJHIIaMU: BHIIBI, TPUMEPBI,
OCHOBHBIE ITPUEMBI PaOOTBHI.
Beinosninenne pacy€ToB B 3J€KTPOHHBIX Tabaunax. @opmyibl. AOCOMOTHAS U OTHOCUTENbHAS aJipecalus 6
JluarpaMMmbl: OOIME CBEJCHHS OCHOBHBIE KOMIIOHEHTBHI, MPUHLUIBI OpPraHU3allMy JAaHHBIX, MOPSI0K
co3nanus quarpaMm. IlocTpoeHue u peakTHpOBaHKE AUArpaMM
Hactpolika 1MCTOB KHUTH Ha I1e€4arTh.
Tema 2.6. Cpeacrpa Coaep:xkanue 6/3
U TeXHOJIOTHsl PadoThI
CO3TANNS MynbTUMeMa: TOHATHS, ONpENeIeHus. ATapaTHbIe CPEeACTBa MYJIbTUMEANA (3BYKOBBIE KapThl, BUIEO
. KapTbl, MUKPO(OHBI, aKyCTUYECKHE CHUCTEMBbI): BHUJbI, CIOCOOBI MOAKIIOYEHHS, (QyHKUMU. Pasnnynble
npe3eHTalui 3

cpeacTBa co3manus HHporpaduxy.

Coznmanue npezenTaruii. [11aGmoHbI mpe3eHTAITHA.




Coznmanue mpe3eHTalMid ¢ THUIepcchbuikamMu. HacTpoiika anmMmanuu Tekcra. [[oOaBieHHe mepexooB
Mexay ciaiijamu. BeraBka 3ByKa U BHIEO.

B Tom umciie npaKTHYECKUX 3aHATHH U JJA00pPATOPHBIX padoT 3
Cozfanue runepTekcToBOM IMpe3eHTaluu B cnenuanu3upoBaHHoM 11O 1uisi moATOTOBKM Npe3eHTalui.
Co3nanue cobctBenHoro mabsaona. Pabora co cnalimamu. BetaBka 0ObEKTOB Ha craiill, ©3MEHEHUE UX 3
MOJIOKEHUA. YTpaBieHHUe closiMH ciaijga Mcnonb3oBaHue rumepcchuloK B mpe3eHTanuu. Hactpoiika
aHWMAaIlMK TeKCTa U 00BeKTOB. Jlo0aBIeHne Iepexo 0B MEX Ty ciaiiamMu. BctaBka 3Byka U BHIIEO.
Tema 2.7, Conep:xaHue 3/2
Hcnouab3oBanue
rexuonorun OLE CrnenuanbHas BcTaBKa ()parMeHTa JJOKyMEHTa B APyroi JOKyMEHT
BcTaBka cBsi3aHHBIX OOBEKTOB B IOKYMEHT 1
BcraBka ¢parmenTa ¢aiina TaGIMYHOTO pelakTopa B JIOKYMEHT TEKCTOBOTO PEIaKTOpa C YCTAaHOBKOH
CBSI3U
B ToM 4nciie NpaKTHYeCKUX 3aHATHI M JIa0OPaTOPHBIX padoT 2
Ces3piBanue 1 BHeApeHne 00bekToB (OLE) 2
Tema 2.8. Conep:xanue 8/6
DJIeKTPOHHbBIE 0a3bl - -
MAHHBIX B CHCTEME Ormpenenenne u knaccudukanms 6a3 nanubix (B/I) mo xapaktepy u cnocoOy xpaHeHHs. ApXUTEKTypa
1eI0NPOM3BOICTBA cucteMbl 0a3 naHHbIX. CTpYyKTYphI JaHHBIX. CucteMa ynpasienus 6a3amu nanubeix (CYB/]). Haznauenne
CVYBA. Knaccudpukanus CYBJl. @ynkuuonansabie Bo3MokHOoCcTH CYBJ] Texnonorun paboTsl ¢ 0a3oii 2

naHHbIX. Tabmuibl 0a3bl JaHHBIX. OKpaHHble (Qopmbl. 3ampockl Kk 0aze maHHBIX. OT4yeThl MO 06asze
JMaHHBIX. ABTOMaTH3anus o0paboTku 0a3pl maHHBIX. HTEpdelic momp3oBarens 06a3bl JaHHBIX. 3alIuTa
0a3bl JaHHBIX

OcHoBHBIC TTOHATHUS 0a3bl TaHHBIX, CUCTEMBI yrpaBiieHus 0a3oi naHHbIX. Knaccudukanus b/l Cuctema
ynpasieHus 6azamu nanabix (CYBJI).




B ToM 4nciie NpaKTHYECKUX 3aHATHI M JIa0OpPaTOPHBIX padoT 6
Coznanne Ttabmun B CYBJl. Co3manme 0a3bl JaHHBIX M 00BbeKkTOB THHa «Tadmuma». Kioroun u 9
TEXHOJIOTHUS CBS3bIBAHUS Tabmuil. BBoj u mpocMOTp JaHHBIX B pexknme «Tabmumay.
Cosznanue 3anpocos, Gopm, pazpadboTka otueToB B CYB/] 2
Coznanue B/l ¢ ucnonszoBanuem ¢Gopm, 3anpocos u oTu€toB B CYB/I. 2
Tema 2.9. Cpeacrpa Conep:xkanue 3/2
nepeaavu
3J1eKTPOHHBIX CxaHupoBaHuE JOKYMEHTOB C TOMOIIBIO CTaHAAPTHOTO npuiioxkenust OC
AOKYMEHTOB M [IporpammeI-apxuBaToOpbl. Y IaKOBKa M paCIiaKOBKA apXUBOB 1
nevyeHue ux
obecnedenue CkaHupoBaHME M pAclO3HABaHME TEKCTa C IMOMOIIBI0 CHEIUAIU3UPOBAHHOIO MPOrPAMMHOTO
COXpaHHOCTH oOecneuenus. Koppekrupoka tekcta. KonBepruposanue aiinon
B ToM 4unciie MpaKTHYeCKUX 3aHATHI M JIa0OpPAaTOPHBIX padoT
CkanupoBaHue U pacrno3HaBaHue Tekcta. KonpeprupoBanue (aition 2
[IporpaMMbI-apXxuBaTOphl. YIaKOBKa U paclakOBKa apXHUBOB
Tema 2.10. Conep:xanue 8/4
TexHosorus
Hcnonws3oBanue T THBIX TEKCTOB .
ABTOMATH3ALUH crioyib30BaHue Tpadape €KCTOB M CTaHAapTHHIX ¢parMeHTOB. Co3/1aHUE TOKYMEHTAa Ha OCHOBE
CO3TAHHS 1 madioHa JOKyMEHTa B TEKCTOBOM peaakTope. Mcmosip3oBaHWE CTaHAAPTHHIX MIA0JOHOB TEKCTOBOTO
4
HCIO0JIb30BAHUSA pesaktopa.
AOKyMEHTOB. Coznanue 1 UCTOIb30BaHUE COOCTBEHHBIX MIA0JIOHOB JOKYMEHTOB. Pa3paboTka TUIIOBBIX (OPMYISIPOB U 5
IITa6.10Hb1 OJlaHKOB JOKYMEHTOB OpraHu3anuu. PazpaboTka 3aiuménHoM dIeKTPOHHON (POPMBI TOKYMEHTa
JAOKYMEHTOB
CoBmMmecTHas paboTa HaJl MPOEKTOM JIOKYMEHTA B PEXKUME PEILICH3UPOBAHUS 2
B TOM yMciie NpaKTHYECKUX 3aHATHI M J1a00PaTOPHBIX padoT 4




Co3nanue mabI0HOB Pa3HBIX BUAOB JOKYMEHTOB.

CoBmMmecTHas paboTa HaJI MPOSKTOM I1a0JI0HA TPUKa3a, CIPaBKH. 2
Tema 2.11. Conep:xxkanue 4/3
Hcnosb3oBanue
HHCTPYMeHTa Coznanue pacChUTKU € TIOMOIIBbIO (PYHKIIUU CIAUSHUS.
Causinue 11s1 Hcnonb3zoBanne Mactepa CIUSHUA JUIsl PACCBUIKU JOKYMEHTOB
o 1
TOATOTORKH Coznanue Oeipka ¢ TOMOIIBIO MacTepa CIUSTHUS
KOMILJIEKCHBIX -
JOKYMEHTOR Hcnonp3oBanue 1mabio0HOB U ClIEHUATbHON BCTABKU MIPU CO3JJaHUH PACCHUIKU JOKYMEHTOB C MTOMOIIBIO
(GYHKIUU CIUSHUS
B ToM 4nciie NpaKTHYECKUX 3aHATHI M JIa0OPaTOPHBIX padoT 3
Hcnonp3oBanue mactepa CIOUSHUS JIA MEePCOHU(DUIMPOBAHHON pAacChUIKM NOKyMeHTOB. Co3naHue
MACEM-TIPUTIIAIIEHUI, TTO3PABICHUI
Hcnonp3oBaHue mactepa CIUSHUS A1 MEePCOHU(UIMPOBAHHON pacchUlKM JTOKyMeHTOB. Co3lnaHue
KOHBEPTOB, O€i1Keil, BASUTHON KapTOUKHU, KyBEPTHBIX KapTOUEK.
Tema 2.12. Uurepuer- | Coaep:kanune 6/4
pecypchl U BeO-
TeXHOIOIHH OcHoBsl pabotel B HTepHeTe. [louToBBIe M 06JaUHBIe CEPBUCH B pabOTe ¢ JOKYMEHTaMHu. MoOUIIbHbIE 5
texHojoruu. Pabota ¢ anekrponnoit noutoit. [Touck undopmaruu. Cailr.
B TOM uMciie NPaKTHYECKUX 3aHATHI M J1a00PaTOPHBIX padoT 4
Hcnonb3zoBaHue MOYTOBBIX CEPBUCOB: BUJbI, IIpaBWia pPETUCTpalluu, IpaBuia 3aliuThl. Paccbuika u
IIOJIyYEHUE JIEKTPOHHBIX ITUCEM.
CoBmecTHass paboTa MO OpraHu3allMyd JIOKYMEHTHOTO OOCIY)KMBAaHUS C NPUMEHEHHMEM OO0JIAYHbIX 4

TEXHOJIOTUN

[Touck nndopmaryu B opuIMaTbHBIX UHTEPHET-UCTOUYHUKAX.




[Nouck nHpOpPMALIMU B pa3IMYHBIX CIIPABOYHO-TIPABOBBIX CHCTEMAX

IIpomexyTounas arrecranus (JAuddepeHunpoBanHblii 3a4eT) 2
Y4eOHasi npaKTHKA 108
Y4eOHasi npaKTHKA

Bunst pabot

1. M3ydeHue CTpyKTypbl OpraHM3allud — MECTa MPOXOXKAEHUS NMPAKTUKU (Jajee — OPraHu3aliy) ¢ LEJIbI0 COCTaBICHMS CXEMBbI

CTPYKTYpBI OPraHU3ALHH.

2. O3HaKOMJIEHHE C MPABOBBIMU (YUPEIUTENbHBIMU), JIOKaJIbHBIMA HOPMATUBHBIMU aKTaMU U PACTIOPSIAUTEIBHBIMU IOKYMEHTAMHU

OpraHH3alu.

3. O3HaKOMJIEHHE C BUJAMH JOKYMEHTOB opranuzanui. O3HaKOMJICHHE C COCTAaBOM U OCOOCHHOCTSAMH JIOKYMEHTOB OpraHM3allly,
PEryaupyoOIUX TPYAOBbIE OTHOIIEHUS (OpraHU3allMOHHO-PACHIOPSIUTENbHbIE JOKYMEHTHI, JOKYMEHTBHI MO JUYHOMY COCTaBy,

TPYZLOBOH JOrOBOP, 1OTOBOP O MAaTepUaAIbHON OTBETCTBEHHOCTH U T.1.).

4. Uzyuenume MHCTpyKUMH 1O JI€JIONPOU3BOJACTBY OpraHu3anuu. l3yueHue NpaKTUKH JOKYMEHTHPOBAaHHS B OpraHU3allUu.

3HaKOMCTBO OCHOBHBIMH BHJaMU OJIAaHKOB B OpPTaHM3AllMH, C MPAaBHJIAMH COCTABJICHUS MPOEKTOB U O(POPMIICHHS TOKYMEHTOB, 106
HOPSIIKOM COTJIACOBAHUS U MOJIMCAHUS/YTBEPKACHUS TOKYMEHTOB B OpraHU3aI1H.

5. 3HaKOMCTBO C JIOKyMEHTOOOOpPOTOM opraHu3anuu. M3ydenue nopsiaka paboThl ¢ BXOASIIUMH, UCXOJSAIIMMUA U BHYTPEHHUMU

JIOKyMEHTaMH, CXEM UX JBUKEHHS U TEXHOIOIMH 00paboTku. CpOKH MCTIONHEHUS JOKYMEHTOB.

6. O3HakOMJICHHE C TMPOrPaMMHBIMH CpEACTBaMHU Y4€Ta, XpaHEHUs, 0OpabOTKM M IMOHMCKAa JOKYMEHTOB, HCIIOJIb3YeMBIMH B

opranuzauuy. M3yueHue oCHOB U crneuupuKd paboThl ¢ JOKyMEHTalUMeH B CHCTEME 3JIEKTPOHHOro JokyMeHToobopora (CO/I)

opranuzanuy. Vcnosnb3oBaHue B paboTe II00aJbHBIX M JOKAJIBHBIX CETEH JUIs MOJydeHHs] M XpaHeHHs MHpopManuu, oOMeHa
uHpopmaIuen.

7. BbloMHEHWE NPOCTHIX NPUEMOB NEPBUUHOM OOpaOOTKM BXOASIIMX JOKYMEHTOB (IPOBEpKAa IPaBUIIBHOCTH JOCTaBKH,

LIEJIOCTHOCTHU YIAKOBKH, BCKPBITHE YIIAaKOBKHU, IPOBEPKA 1IEIOCTHOCTH BJIOKEHUS, YHUUTOXKEHUE KOHBEPTOB, ITAKETOB).

8. 3HaKOMCTBO C CHCTEMOW YHU(PHUIIMPOBAHHBIX (POPM NEPBUYHON YUETHON JOKYMEHTAIIMM OPTaHU3aLUH.

IMpome:xxyTounas arrectamus (JuddepenunpoBannsiii 3auer mo YII) 2
IIpou3BoacTBeHHAsI MPAKTHKA 576

IIpousBoacTBEHHAs MIPAKTUKA
Bunst pabot




1. V3y4yeHue CTpyKTyphl OpPraHU3alMH — MECTa MPOXOXKICHHUS NPAKTUKU (Jajiee — OpraHu3alMu) ¢ IEJIbI0 COCTABICHHUS CXEMBI
CTPYKTYpbI OpraHU3alliy U [MUPKYIUPYIOMIHUX JOKYMEHTONOTOKOB. M3yuenne MHCTpyKIMK MO AETOMPOU3BOACTBY OPTaHU3AIIHH.

2 Ucnonw3oBanue COJ[ B padore ¢ mokymeHtamu. OOpaboTKa BHYTPEHHUX JOKYMEHTOB, 00pa0oTKa M OTIpaBKa HCXOISIIMX
JIOKYMEHTOB, TPHEM U ITEpBHYHAST 00paOOTKa BXOISAIINX TOKYMEHTOB.

3. Peructpanus TOKyMEHTOB W MapIIpyTH3aIMs JOKYMEHTOIOTOKOB. OCYIIECTBICHHE MEpeJadyn JOKYMEHTOB Ha MCIOJIHEHHUE B
MOJpPA3JeIeHUs] C Y4YeTOM pE30JIIOLMU PYKOBOAMTENCH OpraHM3alMd. Y4acTHe B KOHTpPOJIE HCIOJHEHHS JOKYMEHTOB B
OpraHu3alluy, B TOM YHCIIE C UCIOIb30BaHUEM aBTOMATHU3UPOBAHHBIX CUCTEM.

4. UndopmaninoHHO-CIIpaBOYHAs ¥ MOMCKOBask paboTa ¢ UCHIOJIB30BAaHUEM CHCTEM yUETa IOKYMEHTOB B OpraHHU3aI[1H.

5. OdopmieHne opraHU3allMOHHBIX, BHYTPEHHHUX (TIPUKA3bI, PACIIOPSKEHNUS, TOBEPSHHOCTH, 3aIMCKH, CITPABKH, aKThI, TPOTOKOJIBI
U JIp.) ¥ HCXOMSIIUX JJOKYMEHTOB OPTaHU3alluH C UCTIOIH30BAHUEM COBPEMEHHBIX IPOTPAMMHO-TEXHUYECKHX CPE/ICTB.

6. OcymiecTBI€HUE KOHTPOJI NPAaBUIBHOCTU COCTABICHHS, O(QOpPMIICHUS ITOKYMEHTOB (PEKBHU3UTHI, OCOOEHHOCTH HAIHMCAHUS
TEKCTOB, MHOTOCTPaHUYHbIE JOKYMEHTHI), MOpSAAKA M3JaHUs JTIOKYMEHTOB (C y4u€TOM creuu(pUKd CUCTEMBI JEJIONpPOU3BOJICTBA
opranusaiun). KonctpynpoBanue 0JaHKOB OpraHu3aliy, CO3/1aHue MIa0JI0HOB IOKyMEHTOB.

7. JlokyMEeHTHpOBaHME AESATENbHOCTH opranuzanuu. OdopmiieHne OpraHM3allMOHHBIX, BHYTPEHHHUX (IIPHKa3bl, PAaCHOPSIKEHMUS,
JIOBEPEHHOCTH, 3alMCKH, CHPABKH, aKTHl, MPOTOKOJBI M Jp.) M HCXOAAIIMX JOKYMEHTOB OpPraHM3allMM C HCIOJIb30BAHUEM
COBPEMEHHBIX MPOTPAMMHO-TEXHUYECKUX CPEJICTB.

8. KoHTponb MNpaBUIBHOCTH COCTaBIEHUS, O(OPMIICHHUS [OKYMEHTOB (PEKBH3UTHI, OCOOCHHOCTHM HANHCAHHUS TEKCTOB,
MHOTOCTPAHUYHBIE JOKYMEHTHI), MOpAAKAa U3JaHHUs JOKYMEHTOB (¢ y4€TOM CHEIU(pHUKHA CHCTEMbI JeNONpPOU3BOICTBA
opranuzaiun). KoHcTpynpoBanue 0JaHKOB OpraHU3aIlii, Co3AaHue MIa0J0HOB IOKYMEHTOB

9. 3HaKOMCTBO C KaTerOpUSIMH M BUAAMHU JOKYMEHTOB, OOpPa3yIOIIMXCS B OpraHHM3alMd, COAEPXKAIIUX KOH(UICHIUAIBHYIO
uHpopmanuio. O3HAKOMJICHHE C NPUMEHSIEMbIMM B OpraHU3allMd CPEACTBAMH KPUNTOTpapuu I 3allUThl 3JIEKTPOHHBIX
JIOKYMEHTOB C UCIOJIb30BaHUEM CIIELUAIBHOI'O IPOrPAMMHOT0 00ecreueHMs.

10. OdbopmiieHrEe TOKYMEHTOB T10 JINYHOMY COCTaBY M MX KOMHH (ITPU HEOOXOAMMOCTH).

574

Ipomesxxyrounast arrectanus (J{uddepenuuposannsiii 3auer mo ITIT)

Bcero

832




3. YCJIOBUA PEAIM3ALUU ITPOPECCUOHAJIBHOI'O MOAYJIsA

3.1. Jlas peanu3aumu NnporpaMmbl Npo(hecCHOHAIBLHOIO0 MOIYJs NPpeayCMOTPEHbI
cjeaylolue crenuajbHble MOMeIleHHs:

JlaGopaTopun «Opranuzanuu JIOKYMEHTO0000poTa U JOKYMEHTHUPOBaHUS
yIpaBJIeHYEeCKON  AesaTeabHOCTH», «MH(OpMaMOHHO-KOMMYHUKALIMOHHBIX TEXHOJIOTMHA B
JIeITOTIPOU3BOICTBEY», OCHAIICHHBIE B COOTBETCTBHH C II. 6.1.2.3 00pazoBaTebHON POTPaMMBEI.

OcHanieHHbIe 0a3bl MPAKTUKUA B COOTBETCTBHH C 11 6.1.2.4 00pa30BaTeIbHON IPOTPAMMBI.

3.2. UnpopmannoHHOe odecnedeHne peajan3aluy NporpaMMbl

JUis peanuzanuu nporpaMMbl OMOIMOTEUHBIH (QOHJ 00pa3oBaTEIbHOM OpraHU3alUU
UMEeT IeYaTHble W/WIN BIIEKTPOHHbIE OOpa30BaTeNbHbIE W HH()OPMALMOHHBIE PECYPCHI
TSl ICTIOJTh30BaHUs B 00paszoBaTesibHOM mporiecce. [Ipu dopmupoBannn 6ubimmorednoro ¢poHma
00pa30BaTEeIbHON OpraHM3allMi BHIOMpPAETCS HE MEHee OJHOTO HW3IaHMs U3 TEePEUUCICHHBIX
HIDKE TEYaTHBIX M3JaHUN U (WIM) SJIEKTPOHHBIX M3JaHHH B KayeCTBE OCHOBHOI'O, NPH 3TOM
CIHMCOK MOXET ObITh JIOTIOJTHEH HOBBIMH HU3/1aHUSMH.

3.2.1. OcHOBHBIE TeYATHEIE U3AAHUSA

1. Jloponuna, JI. A. JlokyMeHTanmMOHHOE oOOecmeueHue YIpaBlIeHUs: YYEeOHHK U
MPaKTUKYM JUisl cpeAaHero mnpodeccuoHanbHoro obpasoBanus / JI. A. Jloponmna, B. C.
HputukoBa. — 2-e uz., nepepad. u non. — Mocka: UzmarensctBo FOpaiit, 2023. — 270 ¢. —
(ITlpodeccuonanproe obpazoanme). — ISBN  978-5-534-16017-8. — — Teker:
HEINOCPEACTBEHHBIMN.

2. Kopuees, N. K. JlokymMeHTallMOHHOE OOeCTieUeHHUE YIpaBICHUs: Y4EOHUK U
NPaKTUKYM ISl cpeaHero npodeccuonanbHoro oopazosanus / M. K. Kopuees, A. B. ITmenko,
B. A. Mamypues. — 3-e u3n., nepepad. u non. — Mocksa: M3narensctBo FOpaiit, 2023. — 438
c. — (IIpodeccuonanpuoe ob6pazoBanme). — ISBN 978-5-534-16002-4. — Tekcr:
HEIIOCPEACTBEHHBIN.

3. Ky3nenos, W. H. [lokymeHnTannonHoe obecniedeHue ympasieHus. JJokyMeHToo060poT
Y JIeTIOTIPOM3BOJICTBO: YICOHUK U MPAKTHUKYM JJIsl CpeHETO MpodecCHoHaIbHOTr0 00pa3oBaHus /
N. H. Ky3uenos. — 4-e uzn., nepepad. u gon. — Mocksa: UzmarensctBo FOpaiit, 2023. — 545
c. — (IIpodeccuonanproe obpazoBanme). — ISBN 978-5-534-16004-8. — Tekcr:
HEIIOCPEACTBCHHBIN.

4. lllysanosa, H. H. OcHOBBI Ael0NpOU3BOACTBA: YUEOHUK U MPAKTUKYM JJIsi CPETHEr0
npodeccuonanpHoro oopazosanusi / H. H. IllyBanosa, A. IO. iBanoBa; moa oOmiel penakiueit
H. H. lllyBanoBoii. — 3-¢ usn., nmepepad. u mpon. — Mocksa: M3garensctBo Opaiit, 2023. —
384 c. — (IlpodeccuonanvHoe oOpaszoBanue). — ISBN 978-5-534-15488-7. — Teker:
HEIOCPEICTBEHHBIN.

3.2.2. OcHOBHBIE YJIEKTPOHHbIE U3TAHUSA

1. AntyxoBa, H. @., Cuctemsl 3J1€KTPOHHOTO JOKYMEHTO0OO0pOoTa: yueOHoe mocodue / H.
®. Anrtyxosa, A. JI. [I3t06enko, B. B. Jlocesa, FO. b. YeunkoB. — Mocksa: KuoPyc, 2021. —
201 c. — ISBN 978-5-406-02705-9. —  Tekct: osnekrtponnsii //  URL:
ttps://book.ru/book/936560 (mara obparmenus: 10.08.2023).

2. lloponuna, JI. A. JlokyMeHTallMOHHOE OOECIEYCHHE YIpaBJICHUS : y4YCOHUK H
MPaKTUKYM JUIsl cpefaHero mnpodeccuoHanbHoro obpasosanus / JI. A. [loponuna, B. C.
Wputukosa. — 2-e u3z., nepepad. u gorn. — Mocksa: U3narensctBo FOpaiit, 2023. — 270 ¢. —



(ITpodeccuonanproe obpazoBanue). — ISBN 978-5-534-16017-8. — TekcT : 3MeKTPOHHBIH //
O6pazoBarensHas maatdopma IOpait [caiit]. — URL: https://urait.ru/bcode/530252 (marta
obpammenus: 10.08.2023).

3. Kopuees, . K. JlokymeHTanMoHHOe oOecrieueHHe YNpaBiIeHUsA: YUYEOHHK U
NPaKTUKyM Ui cpenHero npodeccuonansHoro odpasosanus / M. K. Kopuees, A. B. ITmenko,
B. A. Mamypues. — 3-e u3., nepepad. u gon. — Mocksa: M3natenscTBo FOpaiit, 2023. — 438
c. — (IIpodeccuonanpsroe oo6pazopanme). — ISBN 978-5-534-16002-4. — TekcT: 37€KTPOHHBIN
// Obpa3oBatenbHas matdopma Opaiit [caiit]. — URL: https://urait.ru/bcode/523611 (mata
obpamenus: 14.08.2023).

4. Ky3nenos, U. H. JlokymeHTanioHHOEe oOecrieueHue yrnpasieHus. JJokyMeHTo000pOT
Y JIeTIOTIPOU3BOJICTBO: YICOHUK U MPAKTUKYM JJIsl CpeHETO MpodecCHoHaIbHOro 00pa3oBaHus /
N. H. Ky3uenos. — 4-e uzn., nepepad. u gon. — Mocksa: U3marensctBo FOpaiit, 2023. — 545
c. — (IIpodeccuonansuoe oopazosanne). — ISBN 978-5-534-16004-8. — TekcT: 21EKTPOHHBIH
// O6pazoBatenbHas mnatgopma HOpaiit [caifr]. — URL: https://urait.ru/bcode/523613 (mara
obpamenus: 14.08.2023).

5. lllyBamnosa, H. H. OcHOBBI 1e0TPOM3BOACTBA: YYCOHUK U MPAKTHKYM JJISI CPETHETO
npodeccuonanpHoro oopazosanusi / H. H. IllyBanosa, A. IO. iBanoBa; moa oOmiel penakiueit
H. H. lllyBanoBoii. — 3-e¢ usn., nmepepad. u mpon. — Mocksa: M3garensctBo Opaiit, 2023. —
384 c. — (IlpodeccuonanbHoe obpazoBanue). — ISBN 978-5-534-15488-7. —  Tekcrt:
3JICKTPOHHBIN /! OO6pa3zoBarenbHas maTdopma Opaiit [caiT]. —
URL.: https://urait.ru/bcode/511684 (narta oopamenus: 14.08.2023).

3.2.3. lonotHUTEIbHbIE HCTOYHUKH

1. Abynmanze, . I'. JlokyMeHTanMoOHHOE OOecleYeHrue YIpaBIeHUs MEPCOHATIOM:
y4eOHHK M TIPAKTUKYM JUUIA cpeliHero npodeccruonanbHoro oopazoanus / 1. I'. AGymanze, U. b.
Bempspkkuaa, B. M. MacnoBa. — 3-e u3j., mepepa0. u gon. — Mocka: M3natensctBo FOpaiiT,
2023. — 374 c. — (IIpodeccuonansuoe odbpazoanue). — ISBN 978-5-534-16657-6. — Texcr:
aNeKkTpoHHBI  //  OOpasoBarenbHas  miatopma  HOpaiir  [caiit]. —  URL:
https://urait.ru/bcode/531449 (nata oopamenus: 10.08.2023).

2. T'yryesa, T. A. KoHduaeHnuanpHOe IETOTMPOU3BOACTBO: yueOHOe mocodue / T. A.
I'yryeBa. — 2-e u3z., nepepad. u gorn. — MockBa: UH®PA-M, 2023. — 199 c. — (Cpennee
npodeccuonansHoe odbpazoBanue). - ISBN 978-5-16-016585-1. - Tekcr: anekrpornsiid. - URL:
https://znanium.com/catalog/product/1986679 (nara oopamenus: 10.08.2023).

3. Iumos, O. B. CoBpeMeHHblE TEXHOIOTMH M TEXHHYECKHE CpPEICTBA
nHpopmatuzanuu: yaeOnuk / O.B. [lIumoB. — Mocksa: UHOPA-M, 2022. — 462 c. + [lom.
Matepuaisl [DnekTpoHHbi pecypc]. — (Cpemnee mpodeccroHanbHoe odpazoBanue). - ISBN
978-5-16-017112-8. - TexkcT: AJIEKTPOHHBIH. - URL:
https://znanium.com/catalog/product/1764799 (nara oopamenus: 10.08.2023).

4. KOHTPOJIb U OHEHKA PE3YJIbTATOB OCBOEHMUSA
IMPO®ECCHUOHAJBHOI'O MOAYJIA

Koa IIK n OK,
¢popMupyembIx B Kpurtepun ounenku MeToabl OLIEHKH
paMKax MOayJist



https://urait.ru/bcode/511684

IK 1.1.

[Tonyuyenue u nepBu4Has
00paboTKa 1 perucrpanus
MOCTYMAOIIEH
KOPPECTIOH/ICHIINH B TOM
YHCIIe C NCIIOTb30BaHUEM

ABTOMATHU3UPOBAHHBIX CUCTCM.

KoHTposb BhITIOIHEHUS
MIPAaKTUYECKUX 3aJaHUM.
YCTHBIM UITH TECTOBBIN
KOHTPOJIb TEOPETUUECKUX
3HAHHH.

AHanus 1 o1ieHKa peleHui
MPOOJIEMHBIX CUTYAIIUH.
ATTecTanus 1o

MPOU3BOACTBEHHOMN
MPaKTHKE.
IIK 1.2. [lepenava nokymeHTOB Ha KoHTposb BbINOTHEHUS
WCTIOJTHEHHE B TTOAPA3ICNICHNs | MPAKTUYECKUX 3aJIaHHi.
C YYETOM PE30IFOLAN Y CTHBINM WA TECTOBBIN
PYKOBOJMTEINEH OpraHU3allui | KOHTPOJIb TEOPETUUECKUX
3HAHUH.
AHanu3 1 OlleHKa PeIIeHUI
MPOOJIEMHBIX CUTYaITUH.
ATtTectanus 1mo
MIPOU3BOACTBEHHOMN
MPaKTHUKE.
IIK 1.3. Ocy1ecTBi€eHHE KOHTPOJIS KoHTponb BeIOTHEHUS
WCIIOJIHEHUS IOKYMEHTOB B MPAKTUYECKUX 3aJaHUM.
OpraHu3alyy, B TOM YHUCIIE C YCTHBIM UK TECTOBBIN
HCITOJIb30BaHUEM KOHTPOJIb TEOPETUUYECKUX
ABTOMATHU3UPOBAHHBIX CUCTEM. | 3HAHUHU.
AHanus 1 o1ieHKa peleHui
MPOOJIEMHBIX CUTYAIIUH.
ATrectanus mo
MPOU3BOACTBEHHOM
MPaKTHKE.
IIK 1.4. Benenue 0a3nl JaHHBIX KoHTposb BbIMOTHEHHS
JIOKYMEHTOB OpTraHHU3alllK 1 MPAaKTUYECKUX 3aJIaHHI.
CIIPaBOYHO- Y CTHBINM WIA TECTOBBIN
UH(QOPMALIMOHHYIO pabOTy 10 | KOHTPOJIb TEOPETUUECKUX
HHUM. 3HAHUH.
AHanu3 1 OleHKa pPeIIeHu
MPOOJIEMHBIX CUTYaITUH.
ATtTectanus mo
MIPOU3BOJACTBEHHOM
MPaKTHUKE.
IIK 1.5. Ocy1iecTBiieHHe Mporecca KoHTpoib BbITIONTHEHUS

00pabOTKH, PEruCTPaALUU U
OTHPABKU HCXOASIICH
JTOKYMEHTALIMH aJ[pecataM, B
TOM YHCJIE C MCIIOIb30BaHHEM

MPAKTUYECKUX 3aIaHHI.
Y CTHBIM UK TECTOBBIN
KOHTPOJIb TEOPETUUECKUX
3HAHHH.




ABTOMATHU3UPOBAHHBIX CUCTCM.

AHanu3 1 OLEHKA pelIeHUN
POOJIEMHBIX CUTYAIHH.
ATtTectanus no

MIPOU3BOACTBEHHOMN
MIPAKTHKE.
IIK 1.6. Cocrasnenue u opopmiienne | KoHTpob BBINOIHEHUS
CITyXK€OHBIX JOKYMEHTOB Ha MPAKTUYECKUX 3aJaHUM.
OCHOBE TpeOOBaHUM Y CTHBINM WIA TECTOBBIN
COBPEMEHHBIX HOPMATUBHBIX | KOHTPOJIb TEOPETUUYECKUX
MPaBOBBIX AKTOB. 3HAHUH.
AHanu3 U OLEHKA pelIeHUuH
MPOOJIEMHBIX CUTYaITUH.
ArtrtecTtauus no
MIPOU3BOACTBEHHOMN
MPaKTHUKE.
OK 01 Br160p crioco0oB pemieHust KoHTponb BbIOTHEHUS
3a/a4 npogecCHOHaTBHON MPAKTUYECKUX 3aJaHUM.
JEATENBHOCTH IPUMEHUTENBHO | Y CTHBIN WM TECTOBBIN
K pa3JInYHbIM KOHTEKCTaM KOHTPOJIb TEOPETUUECKUX
3HaHUM.
AHanus ¥ o1ieHKa peleHui
POOJIEMHBIX CUTYAIUH.
ATrecTanus 1mo
MIPOU3BOJACTBEHHOMN
MIPaKTHUKE
OK 02 KoHTponb BbIOTHEHUS
Hcnonb3oBaHNE COBPEMEHHBIX | MPAKTHYECKUX 3aJaHUM.
CpPEICTB IOUCKA, AaHAITN3A Y CTHBINA WU TECTOBBINA
Y UHTEpIpEeTaluu KOHTPOJIb TEOPETUUECKUX
uHpOpMaLIUH, U 3HAHUH.
nHGOpMaIIMOHHbBIE AHanu3 ¥ OLEHKA pelIeHUu
TEXHOJIOTHH ISl BBIIOJIHEHUSI | MPOOJIEMHBIX CUTYaIH.
3a7a4 MpoQecCuOHAIIBHON ATTecranus 1mo
NeATENbHOCTH IIPOU3BOJCTBEHHOU
MpaKTUKE
[InanupoBanue KoHTpoJsb BBIMOTHEHUS
U peanu3anus COOCTBEHHOTO MPAKTUYECKUX 3aJaHUM.
npoheccruoHaIbHOTO Y CTHBIN WIHA TECTOBBIN
OK 03 Y JMYHOCTHOTO Pa3BUTHS, KOHTPOJIb TEOPETUUECKUX
MpEaINPUHUMATETCKOMN 3HAHUM.
NesATENbHOCTH AHanus 1 olieHKa peleHui

B nipodeccruonanibHoil chepe,
UCIIOJIb30BaHUE

3HaHUs 110 IPaBOBOM U
(¢uHaHCOBON TPAMOTHOCTH

POOJIEMHBIX CUTYAIUH.
ATTecTanus 1o
MPOU3BOACTBEHHOMN
MIPAKTUKE




B Pa3JIMYHBIX KU3HCHHBIX

CUTYAIHUSIX
OK 04 O¢ddexTuBHOE KoHTpoib BbITONTHEHUS
B3aUMO/ICIICTBUE MPAaKTUYECKUX 3aJaHUM.
U paboTath Y CTHBINM WA TECTOBBIN
B KOJUIEKTUBE U KOMaH/e KOHTPOJIb TEOPETUUECKUX
3HAHUM.
AHanu3 U OLEHKA pelIeHUuH
MPOOJIEMHBIX CUTYaITUH.
ATtTectanus 1mo
MPOU3BOACTBEHHOMN
MpaKTUKE
OK 05 Ocy1ecTBieHne YCTHON KoHTponb BbIOTHEHUS
Y NMIUCbMEHHOU MPAKTUYECKUX 3aJIaHHIA.
KOMMYHUKAIUH Y CTHBIN WA TECTOBBIN
Ha TOCY/IapCTBEHHOM SI3bIKE KOHTPOJIb TEOPETHYECKUX
Poccuiickoit denepaiuu ¢ 3HAHUH.
y4ETOM 0COOEHHOCTEH AHanus 1 olieHKa peleHui
COLIMAJILHOTO MPOOJIEMHBIX CUTYaIIUH.
U KyJIbTYPHOTO KOHTEKCTa ATtTecranus 1no
MPOU3BOACTBEHHOMN
MIPaKTHUKE
OK 06 [IposiBneHue rpaXkjaHCKO- KoHTpoiib BbITONTHEHUS
NaTPUOTUUYECKOU MPAaKTUYECKUX 3aJaHUM.
MO3ULUH, JEMOHCTPAUS Y CTHBINM WA TECTOBBIN
OCO3HAHHOTO ITOBEACHUS KOHTPOJIb TEOPETHUECKUX
Ha OCHOBE TPaJULIMOHHBIX 3HaHUMU.
o011e4enoBevYecKux AHanu3 U OLEHKA pelIeHUN
LIEHHOCTEH, B TOM YHUCJIE MPOOJIEMHBIX CUTYaITUH.
C Y4ETOM T'apMOHM3ALUH ATtTecranus 1mo
MEKHALMOHATBHBIX MIPOU3BOACTBEHHOMN
U MEXPEJIUTUO3HBIX MpaKTUKE
OTHOLUEHUM, TPUMEHSATh
CTaHIAPTHI
AHTUKOPPYIIIUOHHOTO
MOBEJICHUS
OK 07 Co1eiCTBOBHE COXPAHEHUIO KoHTpoJib BbIMOTHEHUS

OKpYKarollei Cpeasl,
pecypcocOepexeHHIo,
NPUMEHSTh 3HAHUS

00 U3MEHEHMH KJIMMaTa,
INPUHLIUIIBI OEPEKITUBOTO
MIPOU3BOJICTBA, 3P PEKTUBHO
JIEVCTBOBATh B UYPE3BbIYANHBIX
CUTYaIUsIX

MIPAKTUYECKUX 3aJaHUM.

Y CTHBINA WIHA TECTOBBIN
KOHTPOJIb TEOPETUYECKUX
3HAHHU.

AHanu3 U OLEHKA pelIeHUuN
POOJIEMHBIX CUTYAIHH.
ATtTecTanus no
IIPOU3BOJCTBEHHOU




MIPaKTHUKE

OK 08 Hcnons3oBaHue cpeacTaa KoHTpoib BbITONTHEHUS
(bu3nuecKoil KynbTypsl A IIPAKTUYECKUX 3aJaHUMH.
COXpaHEHUs Y CTHBINM WA TECTOBBIN
U YKPEIUIEHUS 3/10POBbs KOHTPOJIb TEOPETUUECKUX
B IIpoLecce 3HaHUMU.
npodeccuoHaNbHOU AHalu3 1 OlIeHKa pPeIIeHUN
JeATENbHOCTH IPOOJIEMHBIX CUTYaLUH.
U IO AepKaHUS ATTecTanus 1no
HE0OXOIMMOr0 YpOBHS IIPOU3BOJCTBEHHOU
duznueckoi IIPaKTUKE
IOJArOTOBJICHHOCTH

OK 09 HcnonpzoBanue KoHTponb BBIOTHEHUS
npodeccuoHaIbHON MIPAKTUYECKUX 3aJaHUM.

JIOKyMEHTAIlUU Ha
rocy/1lapCTBEHHOM U
WHOCTPAHHOM SI3bIKaX

VY CTHBIN WM TECTOBBIN
KOHTPOJIb TEOPETUUECKUX
3HAHUM.

AHanu3 U OLIEHKA pelIeHui
MPOOIEMHBIX CUTYAIIUN.
ATTecTanus mo
MPOU3BOJCTBEHHOMN
MPaKTUKE
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1. OBIIIASI XAPAKTEPUCTUKA PABOYEN TIPOTPAMMBI
MPO®ECCHUOHAJBHOI'O MOAYJIA

«IIM.02 Opranu3anusi TeKyuero XpaHeHus JOKYMeHTOB M MOAT0TOBKA JieJ1 /Il Nepeaadyu

B apXMB»

1.1. Heab 1 miianupyemblie pe3yJabTaTbl 0CBOCHHUS NMPO(PeCcCHOHATIBLHOI0 MOLYJIsA

B pesynbpraTe nzyuenus npodecCHOHATLHOTO MOAYISI 0OYYarOIINIICS OCBOUT OCHOBHOM
BUJ ACATCIIBHOCTHU. «OpraHmaum{ TCKYIICTO XpaHCHUA AJOKYMCHTOB MU IIOAIOTOBKa IS IJIA
nepcaayn B apxXuB» U COOTBCTCTBYIOIIHMEC CEMY O6IJ_II/IC KOMIICTCHIIUN H HpO(l)eCCI/IOHaJIBHBIe

KOMIIETEHITUH
1.1.2. TlepedeHb OOITMX KOMIETSHITUI

Kon HaumenoBanue 001mmx KOMIeTeH MM

OK 01. | Beibupath cnocoObl pemieHus 3afad  MpO(EeCcCHOHAIBHOW JIeATENIbHOCTH
IIPUMEHUTEIBHO K Pa3IMYHBIM KOHTEKCTAM

OK 02. | Mcnonb30BaTh COBPEMEHHBIE CPEICTBA IIOMCKA, aHAIW3a M HHTEPIIpETaluu
uHpopMalMu, W HHGOPMAIMOHHBIE TEXHOJOTMU JUIsl BBINOJHEHHS 3ajad
po¢eCCUOHAIBHON 1EATEIbHOCTH

OK 04. | DddexTuBHO B3auMOIeHiCTBOBATh U PabOTATh B KOJUIEKTUBE U KOMaH/E.

OK 05. | OcymecTBiATh YCTHYIO M MMCbMEHHYI0 KOMMYHUKAILMIO Ha TOCYAApCTBEHHOM
a3plke  Poccuiickoii ®epepanuu ¢ ydyeroM OCOOEHHOCTEH COLMAJIBHOIO U
KYJIbTYPHOI'O KOHTEKCTA.

OK 09. | ITonp3oBaThCcsi MPO(ECCHOHANBHON JMOKYMEHTAlMEe Ha TOCYIapCTBEHHOM U
MHOCTPAaHHOM $I3BbIKAX.

1.1.2. Ilepeyens npodeccCHOHATBHBIX KOMIIETEHINH

Kon HaumeHoBaHue BH/I0B 1eATeIbHOCTH H NPOGeCCHOHATbHBIX KOMIIeTeHIIUI

B/ 2 Opranuzanys TeKyIIero XpaHeHus! JOKYMEHTOB M IIOJArOTOBKA J€1 JJIs Nepelauu
B apXMB

MK 2.1. | OcymecTBiATh pa3pabOTKy M BEIEHUE HOMEHKJIATYpbl [l CTPYKTYpPHOI'O
NOJIpa3/ieIeHUs

IIK 2.2. | ®opmupoBaTh JAcjia B COOTBETCTBMM C HOMEHKIATYpPOW 1€l M IpaBUIAMU
(bopmMupoBaHUs A€

MK 2.3. | OcymiecTBIATh TEKyIlee XpaHEHHUE, YUET U UCTIOIB30BaHUE JIeJT (IOKYMEHTOB).

IIK 2.4. | OcymecTBisiTh KCHEPTU3Y LEHHOCTH TOKYMEHTOB, BECTH OTOOp TOKYMEHTOB Ha
XpaHEHHE ¥ YHUUYTOXKEHUE, TOKYMEHTUPOBATh pabOTy SKCIEPTHON KOMUCCHH.

IIK 2.5. | ObopMisaTs jaena IMOCTOSHHOTO W JOJTOBPEMEHHOTO CPOKOB XpaHEHUS JIs

nepcaayu B apxXuB OpraHu3alnu.




MK 2.6. | CocTaBiaTh ONKUCH J1€]1 IOCTOSHHOTO U JOJTOBPEMEHHOTO CPOKOB XPAHEHHUSI.

1.1.4. B pesynbraTe 0CBOEHHS NMPO(HECCHOHAIEHOTO MOl 00YJaIOUIHIACS JOIDKEH:

Bnanets HaBbIKaMU

CocraBiieHHE W BEICHHE HOMEHKIATYPHI JEJI CTPYKTYPHOIO
OAPa3CIICHNU.

[lpoBepka mpPaBUIABHOCTH O(GOPMIICHHS JOKYMEHTOB U
OTMETKM 00 WX HUCIOJHEHUHU Iepell MX (OPMHPOBAHHEM B
JIeN0 AJI IoceAyonero xpanenus. @opMupoBasue aena.
KOHTpOJIb MpaBUIIBHOTO ¥ CBOEBPEMEHHOI'O PACIIPEACIICHUS U
IIOAIIMBKY JOKYMEHTOB B nena. Ilepenadya TOKyMEHTOB BO
BPEMEHHOE I0JIb30BaHUE

IIpoBepka CpOKOB XpaHEHHS JOKYMEHTOB, COCTaBJICHUE
IPOTOKOJIa PabOThl 3KCIEPTHONH KOMMCCHUHM IO IMOJIOTOBKE
JIOKYMEHTOB K XpPaHCHMIO, aKTa O IEepeAade Ha YHUUTOKCHHUE
JIOKYMEHTOB, HE IOJUICKAIINUX XPAHEHHUIO

Odopmiienre e MOCTOSHHOTO, JOJTOBPEMEHHOTO CPOKOB
xpaHeHus. OdopmieHre OONOXKKH el  MOCTOSHHOTO,
JIOJICOBPEMEHHOr0 CpOKOB XpaHeHus. Ilepenava nen B apxus
OpraHu3aluu.

@®opMupoBaTh CHPABOYHBIA ammapar, oOecIeYNBarOIUI
OBICTPBIN MOUCK JTOKYMEHTOB.

VYmMmern

Pa3pabatbiBaTh HOMEHKJIaTypy nen CTPYKTYpPHOTO
nogpasjaeneHus.  DopMynupoBaTh  3aroJIOBKM A€l U
ONPEENATh CPOKU UX XPAHEHUH.

Opranu3oBeiBaTh paboTy Mo (GOPMHUPOBAHHUIO i€l B
COOTBETCTBUM C  YTBEP)KIEHHOM HOMEHKJIATypoill e
opranuzanuu. @opMuUpoBaTh JOKYMEHTHI B JIeJla C YUETOM UX
cneunpuku. CuCTeMaTH3UPOBATh JOKYMEHTBI BHYTPH Jena.
OpraHu3oBblBaTh XpaHEHHE JAOKYMEHTOB B IIpoOllecCE MX
UCTIOJIHEHUS W TeKyllee  XpaHEHHWe  HCIOJIHEHHBIX
JIOKYMEHTOB.

Opranu3oBbIBaTh pabOTy MO yUYETY, XPAaHEHUIO U Iepeaue B
COOTBETCTBYIOIINE CTPYKTYpHBIE H0JIpa3ieJICHUs
JIOKYMEHTOB TEKYILET O JeJI0MPOU3BOICTBA.

[TpumensTH MH(POPMALMOHHO-KOMMYHUKALIMOHHBIE
TEXHOJIOTUH NP paboTe ¢ JOKYMEHTaMU

OcymiecTBiATh ~ IKCHEPTU3Yy  LEHHOCTH  JOKYMEHTOB.
OdopMIIsATh TOKYMEHTBI SKCIIEPTHOW KOMHUCCHHU.

'oToBUTH M mepenaBaTh JOKYMEHTAlbHbIE MaTepuaibl Ha
XpaHEHUE B APXHUB.

CoctaBnath U O(QOPMIATH ONUCU JI€d IOCTOSHHOTO H
JOJITOBPEMEHHOI'O CPOKOB XPaHEHHSI.

Hcnonp30BaTh HOMEHKIIATYPY JEN IPU COCTaBICHUM ONHUCEN
JelI.




3HaTh

HopmatuBHBIE mpaBOBBIE aKThI, HOPMAaTHBHO-METOAUYECKHE
JIOKYMEHTBI, TOCYAAPCTBEHHBIE CTAaHIAPTHI, OINPEIEIIAIOIINE
HOPSI0K JOKYMEHTAIIMOHHOTO 00€CTIeYeHUs yIpaBIeHUs
Buzasl HOMeHKnaTyp, oOuiue TpeOoBaHMS K HOMEHKIATYpe,
METOJMKA €€ COCTABJICHUs U O(hOpMIIEHHUS

IIpaBuna COTJIACOBAHHUS HOMEHKJIATypbI nen c
BEJIOMCTBEHHBIMU apXUBaMU U IKCIIEPTHOU KOMHUCCUEN
[Topsinox ¢opmupoBanuss U opopMIIEHHS Jel, creruduka
(bopMHpOBAHNUS OTAEIBHBIX KATETOPUH /1.

[IpaBuna xpaHeHus nejl, B TOM 4YHCIE C JOKyMEHTAMH
OTPaHUYEHHOTO JOCTYIIA.

IIpaBuna BblOAYM M UCIHOJB30BAHUS JTOKYMEHTOB U3
c(OPMHUPOBAHHBIX 1€

Ilopsimox  BbIZauuM  AOKYMEHTOB I MCIOJIb30BaHUS
pabOTHUKAaM OpraHu3alMM, NPEJOCTaBICHHE JOKYMEHTOB IO
3aIpocaM BHEIIHUX OpraHU3alui.

Kputepun pasgeneHuss JOKyMEHTOB Ha  TIpyNNbl B
COOTBETCTBUM C LIEHHOCThIO MH(OpPMAIMM, COAEpIKaIlencs B
HUX

[lopsinok MCHOJIB30BaHUS THIIOBBIX WJIM BEIOMCTBEHHBIX
[IepEYHEN JOKYMEHTOB, OIIPEACIICHHs CPOKOB XpaHEHHUs B
IIPOLIECCE DKCIEPTU3BI LICHHOCTH JOKYMEHTOB.

Ilopsinok co3naHus, OpraHW3alUud W JOKYMEHTHPOBAHHMS
PabOTHI IKCIIEPTHON KOMHUCCHH.

[lpaBuna coctaBieHHS W YTBEPKICHHUS IMPOTOKOIA PabOTHI
SKCIIEPTHOM KOMHUCCHH.

IIpaBuna cocTaBieHUs UM YTBEPXKICHUSA aKTa O BBIICICHUH
JIOKyMEHTOB, HE MTOJJIEXKAIUX XPAHECHHUIO.

HopmaTuBHBIE IIPAaBOBBIE AKTBI, HOPMATHUBHO-METOINYECKUE
JIOKYMEHTBI, TOCYAAPCTBEHHBIE CTAaHIAPTHI, ONPEICISIOIINE
NopsI0K 0pOpPMIICHHS U TIEpelauu e B ApXUB OpraHU3aLHH.
[IpaBuna texHuyeckoi oOpabOTKH U MOJHOTO O(GOPMIICHUS
Jlen  TIOCTOSHHOTO M BPEMEHHOro XxpaHeHus. Ilpasuia
nepeiayu el B apXUB OpraHu3aluu.

IIpaBuna cocTaBineHUss ONHUCH A€  IIOCTOSHHOIO M
BPEMEHHOI'0 XPaHEHHS B COOTBETCTBUM C HOPMATUBHO-
METOJINYECKUMU TOKYMEHTAMU




1.2. KoiuuecTBO 4yacoB, OTBOAUMOC HA OCBOCHMUC npoq)eccnonanbnoro MOAYJIst

Bcero yacos - 252
B TOM 4YHCJIe B (popMe MpaKTUIECKON MOATOTOBKH - 236

W3 uux Ha ocBoenue MJIK - 36
[IpakTuku, B TOM yucne: yueOHast - 72
pOU3BOACTBEHHAs - 144



2. CTPYKTYPA U COAEP/) KAHUE ITPO®PECCUOHAJIBHOT'O MOAYJIA

2.1. CtpykTypa npogecCHOHATBLHOI0 MOAYJIA

O0beM npohecCHOHAIBHOTO MOJYIIS, aK. Yac.

’s
g
Q
2 O6yuenne o MJIK
£ Y A IIpakTuku
= B tom uncne
Ko =
o 3
npodeccrnoHaNbHBIX HaumenoBanus paznenon 52 g g
Bcero, uac. o O T =
1 00Iux po(heCCHOHATHHOTO MO SE| o z = = g
KOMIIETEHIMA g8 § JlaGopatopHEIX i TeopeTnueckux g CE g )
k=) M MPaKTUYCCKUX ——— %o 3 X
:. 3aHATHI % = Z ;E
e a° )
m = =
1 2 3 4 5 6 9 10
IK 2.1. - Paznen 1. OneparuBHoe 36 24 36 24 4
K 2.6. XpaHEHHE JOKYMEHTOB B
OpraHu3alyy ¥ TOJITOTOBKA JIET
OK 01. IUIsl Iepeady B apXuB
OK 02. MJIK 02.01 Cucremarusanus u
OK 04. OpraHu3alys ONepaTUBHOIO
OK 05. XpaHEHHs TOKYMEHTOB, U
OK 09. MOJrOTOBKA JIEJ JIs Nepeadu
B apXHB
YuyeOHasi NPAKTHKA 72 70 72 2 70
IIpou3BojCTBEHHAN NMPAKTHKA 144 142 144 2 142
Bcezo: 252 240 252




2.2. TemaTnveckuii IJIaH U coep:kaHue nNpogeccuoHaIbHOro moay.as (IIM)

HaumenoBanue
pa3esioB U TeM O0beMm, akaj. 4./ B TOM
PodecCHOHATLHOrO Coaepxanue yueOHOro marepuaJia, uncie B opme
mony.s (IIM), J1abopaTopHbIe PadOThl M MPAKTHYECKHE 3aHSITHS, CAMOCTOSATE/IbHAsI yUyeOHasi paboTa IPAKTHYECKOI
MEKIMCLMIIMHAPHBIX o0yuyawiuxcs, KypcoBasi pabora (IPOeKT) (eciu npedycmompeHul) OATOTOBKH, aKal. 4.
kypcoB (M/IK)
1 2 3
Paznea 1. OnepaTnBHOe XpaHeHHe IOKYMEHTOB B OPraHU3aliM U MOAr0TOBKA /eJ VIS Nlepelay B apXuB 252/236
MI[K 02.01 CI/ICTeMaTI/I?.aIII/IH 1 OpraHu3anusd OonepaTuBHOr0 XpaHeHUs JOKYMEHTOB, M MMOAT0OTOBKA /1€J1 IJIsl Iepeaavu B apxXuB 36/20
Tema 1.1. Copepxxanue 8
OO0mue NPpUHIMMBI 1. Cucrtemarusanusi AOKYMEHTOB B Jeionpou3BojcTBe. OO0mme TpeOOBaHUS K CUCTEMaTH3ALUU
CHCTEMATH3alUM eJl | JOKYMEHTOB W (opmupoBaHuio Jnei. PacmpenencHue WCHOMHEHHBIX JOKYMEHTOB TIO JIeJIaM.
U y4eT JOKYMEHTOB Howmenknarypa gen: onpezneneHue, Buabl, GyHKINK, Ha3HaYeHHe. HopMmaTuBHas OCHOBa pa3paboOTKH
OopraHu3anuu HOMEHKJIATyphl 1en. Bumasl HOMeHKnatyp nen (mpuMepHasi, TUIOBasi, KOHKpeTHas). CTpykTypa
HOMEHKJIATYpHI /1€, B TOM YHCIIE MOPSAIOK PACHOJIOKEHHUS Pa3AesioB B CBOJHOW HOMEHKJIAType Jed.
Cxema cucreMaTu3alluu JIOKYMEHTOB B HOMEHKJIAType Jell. BpigBleHHe cocTaBa JOKYMEHTOB [
COCTAaBJICHUSI HOMEHKIIATYPHI JCII.
4

2. IlpaBuma WHAEKCanWMM [el, COCTaBICHHSA 3aroyioBkoB jen. Ilopsnok wHIekcammm nen o
ONpPENICTICHUsI CPOKOB XpaHEHUs JOKyMEHTOB. OCOOEHHOCTH OTpaXCHHs B HOMEHKIAType el
NEKTPOHHBIX Jiea1. COBpeMEHHas cUcTeMa MEPEeYHE TOKYMEHTOB U CPOKHU XPaHEHHS JOKYMEHTOB.
TunoBble ¥ BETOMCTBEHHBIE IEPEYHH TOKYMEHTOB. CTpYKTypa NEPEYHEN 1 UX HAaBUT LK.

3. Tlopsnok pa3pabOTKM HOMEHKIATypbl, BKJIIOYas BOIPOCHl COTJIACOBAHUS U yTBEPIKICHUS
HOMEHKJIaTyphl €XEroHOM KOPPEKTHPOBKM HOMEHKJIATypsl Jen. [lopsaok cocTaBieHMs
KOHKPETHON HOMEHKJIATyphbl Jie noapasneicHus. 1lopsaaok BejeHUs HOMEHKJIATYphl €] B TEUeHHE

e,




JIEJI0IIPOU3BOJCTBEHHOTO (KaJIE€HIapHOT0) roJja ¥ MOPsI0K €€ KOppeKTUpoBKU. CocTaBlI€HHE UTOTOBOM
3aMKCH O KOJMYECTBE U KaTEropHsixX Jell, CGOPMUPOBAHHBIX B AETOMPOU3BOICTBE.

B Tom umciie NpaKTHYeCKHX 3aHATHH M J1a00pATOPHBIX padoT

IIpakTnyeckoe 3ansaTHe Ne 1-2 CocraBieHue W 0O(GOpPMIIEHHE HOMEHKIATYPhl 11 KOHKPETHOM
HOMEHKJIATyphl Jien mnojapaszzeneHus. PaGora ¢ IlepedHsMu THIOBBIX YNpaBIEHYECKHX ApXUBHBIX
JOKYMEHTOB IIO OIPEIEICHUI0 CPOKOB XPAaHEHHsA ITOKyMEHTOB. COCTaBIIEHME WTOTOBOW 3alMCH O
KOJIMYECTBE M KaTErOpUsXx Jiej1, cOopMUPOBaHHBIX B JI€JIONPOU3BOJICTBE.

Tema 1.2.

Onenka 3HAYUMOCTH
JTOKYMEHTOB U
onpejieieHne CPOKOB
HX XpaHeHusl

Conepxanue

3/2

Kpurepuu onieHkn HHPOPMALIMOHHOTO COJIEpKaHUsI JOKYMEHTOB. KpuTepun OlieHKH IPOUCXO0KICHHU.
Kpurepusimu onienku conepkanus. Kputepuu olieHKM BHEITHUX 0COOEHHOCTEH.

:‘)KCHepTI/I?)a HECHHOCTHU JOKYMCHTOB H JKCICPTHBIC KOMHCCHHU. IlonaTne 1 Ha3HaUYeHUE OKCIICPTHU3bL
OECHHOCTH JOKYMCHTOB. HpI/IHIII/IHBI U KPUTCpHUU OKCIEPTU3bI LNEHHOCTHU OJOKYMCHTOB B
ACJIOIIPOU3BOJACTBC.

OpFaHI/I3aHI/IH IMPOBEACHUA OKCIICPTHU3bI HECHHOCTU AJOKYMCHTOB. OTanel IMPOBEACHUA JSKCIICPTU3BI
IOEHHOCTH. HOpSI)IOK IMPOBCACHUA U O(i)OpMJ'IeHI/IH PE3YIBTATOB SKCIIEPTU3bI HEHHOCTH JOKYMECHTOB

B TOoM 4Mc/Ie NpaKTHYeCKUX 3aHATHII U J1a00PATOPHBIX padoT

IIpakTnyeckoe 3ansaTtue Ne 3. [JlemoBas urpa «Opranuzanust paboTbl SKCIEPTHOW KOMHCCHUH,
HOPSIOK TPOBEJICHHUS HKCHEPTH3bl LIEHHOCTH JOKYMEHTOB». OTOOp JOKYMEHTOB Ha XpaHEHHE U
YHUYTOKEHHUE, JOKYMEHTHPOBAHUE paOOTHI SKCIIEPTHON KOMHCCHHU.

Tema 1.3.

OnepatuBHoe
XpaHeHHUe J0KYMEHTOB
Y HCIIOJIHUTE el

Conep:xanue

5/4

OnepaTuBHOE XpaHEHHWE JOKYMEHTOB: IIOHATHE, perjameHTauus JIOKyMeHThl oOpraHu3anuu,
MOJUIE)KAIIUE OINEpPAaTUBHOMY XpaHeHuro. [IpuHOuMNBl opraHu3anus ONEpaTUBHOTO XPaHEHMS.
HNHCcTpyknug 1O JENONpOU3BOACTBY — KakK JOKYMEHT DPETJIAMEHTHPYIOUIMM IOPSJOK TEKYILEro
XpaHEHUs1 JOKyMEHTOB B opraHuzanuu. OlepaTUBHOE XpaHEHUE JOKYMEHTOB B CTPYKTYPHBIX
nojpasjeneHusx opranuzanuu. OCOOEHHOCTH TEKYLIEro XpaHEHHWs JJIEKTPOHHBIX JOKYMEHTOB.




Tekylliee XxpaHEeHUE JOKYMEHTOB B KaJpOBOM ciryxo0e.

YcaoBus OIICPAaTUBHOI'O XpaHCHHUA HOOKYMCHTOB. 3aII_II/ITa HUX OT MOBPCKICHHUA U obOecrieueHue
KOH(I)HI[GHLII/IB.J'ILHOCTI/I, conepmameﬁc;l Ha HHX I/IH(I)OpMaL[I/II/I. OTBEeTCTBEHHOCTh 3a COXPAaHHOCTb
JOKYMEHTOB 10 IE€p€aavyu UX B apXHB.

B ToM 4Mc/Ie NpaKTHYeCKUX 3aHATHIT U J1a00PATOPHBIX padoT 4
IIpakTyeckoe 3ansitue Ne 4. Tlopsok ydyera U UCIOIb30BaHUS €T (JIOKYyMEHTOB), HAXOAIIUXCS B
TekymieM xpaHeHuu. OdopmiieHHe TpWKa3a 10 OCHOBHOM JesTenbHOCTH «(O Ha3HAYEHUU 2
OTBETCTBEHHBIX 32 ONIEPATUBHOE XPAHEHUE TOKYMEHTOBY.
IIpakTnueckoe 3anatue Ne 5. CocraBnenue pasnena «OpraHuzanus OINEPAaTUBHOIO XpaHEHHS 2
JOKYMEHTOB» 11 IHCTpyKIIMK 1O J€I0IPOU3BOJCTBY.
Tema 1.4. Conep:xxanue 16/14
IToaroroska [opsimox popmupoBanust Aen B opraHuzanuu. TpedoBaHus K O(QOPMIICHHIO 1€, TPUHUMAEMbIX B 1
JOKYMEHTOB H JieJl K apXuB.
AJATEIBHOMY U [Nopsimox mepenayn JOKYMEHTOB Ha apXWBHOE XpaHEHHE. ApXHWBHAs ONHWCH: HAa3HAYCHHE, (PYHKIHH,
MOCTOSTHHOMY Buabl. [lopsaok odopmieHus u paboThl ¢ apxuBHOM omnucblo. Omnucu JAen  CTPYKTYPHBIX 1
XpPaHEeHHU1o nojxpasgeneHnid. Onucu [ea  OpraHu3allid: IOCTOSHHOIO XpaHEHMs, 10 JIMYHOMY COCTaBy,
BPEMEHHOI0 CpoKa XpaHeHus cbliie 10 get. Onucu 37eKTPOHHBIX A€l (JOKYMEHTOB) OpraHU3allu.
B TOM 4ncJIe IPAKTHYECKUX 3aHATHI U JJA00PATOPHBIX padoT 14
IIpakTnyeckoe 3ansaTHe Ne 6. OdopmieHue aena MOCTOSHHOIO U JIOJTOBPEMEHHOT'O CpPOKOB
XpaHEHUus I [Iepelayy B apXUB OpraHu3aluy.
Hymepanus 11cTOB apXMBHOTO J€Na.
Cocrapnenue u opopMiIeHUE BHYTPEHHEH OIUCH U JINCTA-3aBEPUTENIS ApXUBHOTO Jeia 6
CocraBinenue u opopMIIeHHE KapThl-3aMECTUTEIs, JINCTA UCIIOIb30BAaHUS ApXUBHOTO JIeNa
Cocrapnenue u 0opMIIEHUE PEKBU3UTOB O0JI0KKH apXUBHOTO Jela
[TpommBKa apXuBHOIO Jiea
IIpakTHyeckoe 3ansitue Ne 7. CocTaBieHHE OMMCH JI€] MOCTOSIHHOIO U JIOJITOBPEMEHHOTO CPOKOB 8

XpaHEHUS.




IIpomexyTounas arrecranus (JK3amMeH)

Y4eOHasi npaKTHKA

72/70

VY4yeOHast mpakTHKa

Buns! pabot

1. U3ydeHue CTpyKTypbl OpraHU3alMd — MECTa MPOXOXKICHHS MPAKTUKHU (Jjajiee — OpraHu3aliu) C IeJbI0 COCTABICHHS CXEMBI
CTPYKTYpbI OpraHu3alluu.

2. OzHakOMJICHHE C TIpaBOBBIMH (yIpEIWTEIbHBIMH), JIOKAIGHBIMA HOPMATHBHBIMH aKTaMH ¥  PaCIOPSIUTEIHHBIMH
JOKYMEHTaMH OpraHH3aIlHH.

3. N3yuenme WHCTpYKIMM MO JEIONPOM3BOACTBY opraHu3anuu. O3HAKOMJIGHHE C OpraHu3aluedl TEKYIIero XpaHCHHs
JOKYMEHTOB. OIleHKa YCJIOBHUH TEKYIEro XpaHEHUs IOKyMEHTOB.

4. O3HaKOMJICHUE C MOPSIKOM y4eTa U UCIOJIb30BaHuUs Jell (JOKYMEHTOB) TEKYIIETO XpaHEeHHUs.

5. Uzyuenue crienuuky TEKYIIETO XpaHEHHsI IOKYMEHTOB B CHCTEME AJIEKTPOHHOTO JIoKyMeHTooOopoTa (CO /1) opranuzaruu.

6. M3y4yeHnue nopsiika pa3pabOTKy U BeJJICHHE HOMEHKIATYPHI 1€ CTPYKTYPHOTO TIOpa3IeIICHuUS.

7. I3y4eHue T0KyMEHTOB paOOThI SKCIIEPTHON KOMHCCHU 110 OCYHIECTBICHHUIO SKCIIEPTU3bI IEHHOCTH JOKYMEHTOB.

8. 3y4yeHnue kpurepueB oToopa JOKyMEHTOB Ha XpaHEHHE U YHUUTOKEHHE.

9. Odopmienue e MOCTOSHHOTO M BPEMEHHOTO CPOKOB XPAaHEHHUS IS Mepeladl B apXUB OpraHU3al|Hy.

10. O3HaKOMIIEHHE C OTIUCAMU eI U UX 0POpMIICHHE.

70

Ipomexkyrounas arrecrauus (IAuddepenunpoBannsiii 3a4et no YII)

2

IIpousBoacTBEeHHASI MPAKTHKA

144/142

[IpousBoaCTBEHHAs MMPAKTUKA

Bunpt padot

1. M3y4eHre TeXHOJIOTMH OpraHU3aluy TEKYIIero XpaHeHHsI TOKyMEHTOB U MOATOTOBKY /1] AJisl Iepejaul B apXuB.

2. YyacTtue B pa3pabOTKe U BEACHUU HOMEHKJIATYPHI JIe] CTPYKTYPHOTO MOpa3/IeICHHS.

3. ®opMHUpoOBaHUE JIeT B COOTBETCTBHH C HOMEHKJIATYPOU JIe U TTpaBHiIaMu (POPMUPOBAHHS JIEI.

4. O3HaKOMIICHHUE C MOPSIKOM y4eTa U UCIIOJIb30BaHUS JIe] (JJOKYMEHTOB) TEKYIIIETO XPaHEHUSI.

5. OcymiecTBiaeHne oT0Opa JOKYMEHTOB W J€J Ha XpaHEHHE W YHHUYTOXKEHHE, IO pe3ylbTaTaM OSKCHEPTU3bl LIEHHOCTU
JOKYMEHTOB M pEILIEHUI, NPUHATBHIX SKcrnepTHoW Komuccuei. CocTaBiieHWE aKTOB BbIIayd, Mepelayd, YHUYTOXKEHUS

142




JOKYMEHTOB.

6. [TonroroBka Jen K apXMBHOMY XPaHEHHIO, B TOM UYHUCJIE: U3YyYEHUE JTOKYMEHTOB B LIEJSIX OINpPEIENCHHs] CPOKOB UX XpaHEHUS,
HyMepalus JIMCTOB apXMBHOI'O JIeJa, COCTaBJIeHUE U O(GOpMIICHHE BHYTPEHHEH ONMCH U JIMCTa-3aBEpUTENS apXUBHOIO Jela,
COCTaBJIEHHE U O(QOPMIICHHE KapThl-3aMECTHUTEINs, JIUCTa MHCIOJIb30BAHUSA APXUBHOIO JI€Ja, COCTAaBICHHE U OQOpMIICHHE
PEKBU3UTOB O0JIOKKH apXUBHOTO JIeJia, IPOIIMBKA apXUBHOTO JIeTIa.

7. CocTaBlieHHe apXUBHOM OMHCHU Nl MOCTOSHHOTO XpaHeHus. OdopmieHnue onucu Jen mo JuuHoMy coctaBy. OdopmiieHne
omucH Jien BpeMeHHoro (cBbiiie 10 1eT) cpoka XpaHeHus

IIpome:xxyrounasi arrecranus (IAuddepenunpoBannsiii 3auet no I111)

Bcero

252




3. YCJIOBUSA PEAJIM3AIIMU ITPOPECCHOHAJIBHOI'O MOAYJIA

3.1. Jlas peanu3auuy NnporpaMmbl Npo(hecCHOHAIBLHOIO0 MOAYJISI MpPelyCMOTPEHbI
cjeayiolue crenuajbHble OMeIeHus :

JlaGopaTtopus «OpraHu3alMy TEKYILEro XpaHeHHUsl JOKYMEHTOB M IOJTrOTOBKa JAed AJis
nepeaayu B apXuB», OCHAILLCHHAs B COOTBETCTBUM C II. 6.1.2.3 oOpa3zoBaTeabHON IpOrpaMMsl.
OcHaiieHHble 0a3bl NPAKTUKKU B COOTBETCTBUMU C 11 6.1.2.4 00pa3oBaTenbHON MPOrPaMMBI.

3.2. UndopmannoHHoe odecnedeHne peajn3aluy NporpaMmbl

Jis peanuzanuu mporpamMMbl OMOIHOTEUHBIH (OHI 00pa3oBaTEIbHON OpraHU3alMU
UMeeT IeYaTHble W/MIM D3JEKTPOHHbIE 00pa3oBaTeibHble M HHGOPMALMOHHBIE PECYPChI
TSl ICTIONTh30BaHUs B 00pazoBaTenbHOM mporiecce. [Ipu dhopmupoBannu 6ubimmoredHoro ¢hoHaa
TEXHUKyMa BBIOMpAacTCS HE MEHee OJHOTO H3JaHWs W3 TEePEUMCIICHHBIX HIKE IeYaTHBIX
W3aHUHA U (W) JIEKTPOHHBIX U3JaHUN B KaUe€CTBE OCHOBHOT'O, IIPU STOM CITMCOK MOXKET OBITh
JIOTIOJTHEH HOBBIMH U3/IaHUSIMH.

3.2.1. OcHOBHBIE NTeYaTHBIE U3JAHUHA

1. Hoponuna, JI. A. JloKyMeHTallMOHHOE oOOecleyeHne yNpaBieHUs: Y4eOHUK U
NpakTUKyM MJisi cpeaHero mnpodeccuonanbHoro obpasoBanust / JI. A. Jloponmna, B. C.
Wpurtukosa. — 2-e u3z., nepepad. u gon. — Mocksa: U3narensctso FOpaiit, 2023. — 270 ¢. —
(ITpodeccuonanbuoe  obpazoanme). —  ISBN  978-5-534-16017-8. —  Tekcr:
HENOCPEICTBEHHBIN.

2. Kopuees, U. K. JlokymeHTanmoHHOe oOecrieueHHe YIPABICHUS: YUYECOHHK W
MPAaKTUKYM JUIs cpenHero npodeccuonansuoro oopasosanus / U. K. Kopuees, A. B. Ilmenko,
B. A. Mamypues. — 3-e u3n., nepepad. u non. — Mocksa: M3narensctBo FOpaiit, 2023. — 438
c. — (IIpodeccuonanpHoe oOpa3zoBanue). — ISBN 978-5-534-16002-4. — Tekcr:
HETIOCPEACTBEHHBIM.

3. Ky3nenos, . H. JlokymeHTanmonHoe o0ecrieueHne ynpapieHus. JJokyMeHTo0000poT
U JINOTIPOU3BOCTBO: YUEOHUK U MPAKTUKYM ISl CPEIHEr0 MPOo(hecCHOHAIBHOT0 00pa3oBaHus /
N. H. Ky3nenoB. — 4-e u3., nepepad. u gomn. — Mocksa: UznatensctBo FOpaiit, 2023. — 545
c. — (IIpodeccuonanpHoe oOpa3zoBanue). — ISBN 978-5-534-16004-8. — Tekcr:
HEIIOCPEACTBEHHBIM.

4. lysanosa, H. H. OcHOBBI 1e70NMPOU3BOJICTBA: YIYCOHUK U TIPAKTUKYM JUISI CPETHETO
npodeccuonansHoro oopazosanus / H. H. IllyBanosa, A. FO. UBanoBa; moa obmieli penakuueit
H. H. IllyBamoBoii. — 3-e¢ u3x., mepepad. u pon. — Mocksa: M3marensctBo IOpaiit, 2023. —
384 c¢. — (IIpodeccuonanpHoe oOpazoBanue). — ISBN 978-5-534-15488-7. — Tekcr:

HEINOCPEACTBEHHBIM.

3.2.2. OcHOBHBIE 3JIeKTPOHHbIEC U3IAHUS

1. BrikoBa, T. A. JlokyMEeHTalITMOHHOE O0ECIICUCHUE YIPABICHUS (IEIOMPOU3BOJICTBO) :
yueOHoe mocodue / T.A. beikoBa, T.B. Kysuemnoma, JI.B. Cankuna ; mox o6m. pen. T.B.
KysnenoBoii. — 2-e u3n., nepepad. u gon. — Mocksa: UHOPA-M, 2021. — 304 c. + Jlom.
MaTepuaibl [DnekTpoHHblid pecypc]. — (Cpeanee npodeccuonaibHoe obpazoBanue). - ISBN
978-5-16-013913-5. - Tekcr: AIEKTPOHHBIM. - URL:
https://znanium.com/catalog/product/1141796 (nara oopamenus: 10.08.2023).



2. loponuna, JI. A. JIoOKyMEHTallMOHHOE OOECIEYEeHUE YIpaBICHUS: YUYEOHHK U
MPaKTUKyM [JIs1 cpeaHero mpodeccuonansHoro obpazoanust / JI. A. Jloponmna, B. C.
Wputukosa. — 2-e u3z., nepepad. u gorn. — Mocksa: U3narensctBo FOpaiit, 2023. — 270 ¢. —
(ITpodeccnonansHoe obpazoBanue). — ISBN 978-5-534-16017-8. — TekcT: 25eKTpOHHBIN //
OobpazoBarenpHast mnatdopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/530252 (nmarta
obpamenus: 14.08.2023).

4. Kopuees, 1. K. JlokymeHTallMOHHOE oOOecleueHUe YIpaBieHHUs : Y4YEOHUK U
MPaKTUKYM IS cpenHero npodeccuonansuoro oopazosanus / U. K. Kopuees, A. B. ITmenko,
B. A. MamypueB. — 3-e¢ u3z., nepepad. u non. — Mocksa : M3garensctBo FOpaiit, 2023. —
438 c¢. — (IlpodeccuonanbHoe obOpazoBanue). — ISBN 978-5-534-16002-4. — Texker :
anexkTpoHHBIH  //  OOpasoBarenpHas  maarpopma  FOpait  [caéit]. —  URL:
https://urait.ru/bcode/523611 (nara obpamenus: 16.08.2023).

5. Kysuenos, . H. JlokymeHTanmonHoe o0ecrieueHre ynpapieHus. JJokyMeHTo0000pOT
U JIeTIONPOU3BOACTBO: YUEOHUK U MPAKTUKYM JUJIsl CPEIHEro MpodheccHoHaIbHOro 00pa3oBaHus /
W. H. Ky3neuoB. — 4-e u3z., nepepad. u gon. — Mocksa: UznarensctBo FOpaiit, 2023. — 545
¢. — (ITpodeccuonansuoe obpazoBanue). — ISBN 978-5-534-16004-8. — TekcT: 21eKTpOHHBIN
/I ObpazoBatenpHas miatdhopma IOpaiir [caiit]. — URL: https://urait.ru/bcode/523613 (mata
obpamenus: 14.08.2023)

6. lyBamoBa, H. H. OcHOBBI 1e10MPOM3BOACTBA: YIEOHUK U MPAKTUKYM JJISL CPETHETO
npodeccuonanpHoro oopazoanus / H. H. Illysanora, A. FO. MBanoBa; o oO0Iiei penakmuei
H. H. IllyBanoBoi. — 3-e¢ m3x., nepepad. u gon. — MockBa: U3natenberBo FOpaiit, 2023, —
384 c¢. — (IlpodeccuonanpHoe oOpaszoBanue). — ISBN 978-5-534-15488-7. — Tekcr:
aNekTpoHHBIH  //  OOpasoBarenpHas  miatdpopma  FOpaiit  [caiit]. —  URL:
https://urait.ru/bcode/511684 (mara obpamenus: 14.08.2023).

3.2.3. JlonoJiHUTEIbHbIE€ HCTOYHUKH

1. KynsieB, H. H. lokymenroBenenue: yueobnuk / H. H. Kynses, /1. H. Ypanos, A. I
®abpuunoit; nox pen. npod. H. H. Kynaesa. - 2-e usn., crep. - Mocksa: Jloroc, 2020. - 352 c. -
(HoBas ynuBepcutetckas Oubmuoteka). - ISBN 978-5-98704-329-5. - TekcT: 31eKTpOHHBIU. -
URL: https://znanium.com/catalog/product/1211628 (nata obpamenus: 16.08.2023).

4. KOHTPOJIb 1 OLIEHKA PE3YJBTATOB OCBOEHMUAA
IMPOPECCHUOHAJBHOI'O MOAYJIA

Kox IIK u OK,
(popMupyemMbIX B pamMkax Kputepuu onenkn MeToabl OLlEeHKH
MOy IS
K 2.1. Ocymiectienue paspabotku | KOHTPOJIb BBITIOJTHEHUS

BCIICHNC HOMCHKJIATYPBI ACH MPAKTUYECKUX 3aJaHUM.
CTPYKTYPHOT'O NOAPASACICHUA | VeTHEI MIIM TECTOBBII
KOHTPOJIb TEOPETUUECKUX
3HAHUH.

AHanu3 U OLIEHKA pelIeHu’
pOOJIEMHBIX CUTYaIUH.
ATTecTanus 1mo




MPOU3BOICTBEHHOM

MPaKTUKE
IIK 2.2. ®opmupoBaHue Jiei B KoHTpoiib BbINIOIHEHUS
COOTBETCTBUH C MPAKTUYECKUX 3aJaHUM.
HOMEHK/IaTypOH et 1 Y CTHBII WA TECTOBBIN
MpaBAIaMY (OPMHDOBAHHAS KOHTPOJIb TEOPETHIECKUX
At 3HAHUM.
AHaJu3 1 OlIEHKA pPEeIeHUN
pOoOJIEMHBIX CUTYaIUH.
ATTecTamus no
IIPOU3BOACTBEHHOMN
MPAKTHKE
IIK 2.3. Ocy1iecTBIeHNE TEKYIIETO KoHTpoJib BBINOTHEHUS
XpaHCHNA, yueTa U IIPAaKTUYECKUX 3aJaHUM.
MCOJIb30BaHMA e Y CTHBII WK TECTOBBIN
(HOKYMEHTOB). KOHTPOJIb TEOPETUUECKHX
3HAHUM.
AHanus 1 o1ieHKa peleHui
POOJIEMHBIX CUTYAIHH.
ATtrecranus no
MIPOU3BOICTBEHHOM
MPaKTUKE
1K 2.4. IIK 2.4.OcymecTBiacHne KoHTpoib BbINIOIHEHUS
9KCIEPTU3BI ICHHOCTH MPAKTUYECKUX 3aJaHUM.
JIOKYMEHTOB, BECTH 0TOOP Y CTHBII WA TECTOBBIN
AOKYMCHTOB Ha XpAHCHHC 1 KOHTPOJIb TEOPETHIECKUX
YHUYTOXKCHUC, 3HaHI/H\/'I.
JAOKYMCHTHPOBAHUC pa6OTBI o
BKCHepTHOﬁ KOMUCCHUH. Ananms n OUCHKA pCIICHIH
pOOJIEMHBIX CUTYaIUH.
ATTecTamus no
IIPOU3BOACTBEHHOMN
MPAKTHKE
K 2.5. IK 2.5.0dopmnenue aen KoHTpob BEIIOTHEHUS
HOCTOSTHHOT'O U IIPaKTUYECKUX 3aJaHUM.
AOJTOBPEMEHHOT'O CPOKOB Y CTHBIN WIH TECTOBBIN
XPaHCHUA JUIA ICpeNiativ B KOHTPOJIb TEOPETUUECKHX
ApXUB OpraHU3alnu SHAHMIA.
AHanus 1 o1ieHKa peleHui
POOJIEMHBIX CUTYAIHH.
ATtTrecranus no
MIPOU3BOICTBEHHOM
MIPaKTUKE
IIK 2.6. [1IK 2.6.CocrapneHue onucu KoHTpoib BbINIOIHEHUS

JCJI ITOCTOSAHHOTO U
JOJITOBPEMEHHOT'O CPOKOB

MPAKTUYECKUX 3aJJaHUM.
Y CTHBIA WIH TECTOBBIHI




XpaHEHHI. KOHTPOJIb TEOPETHUECKUX
3HAHH.

AHanu3 U OLEHKA pelIeHUu
MPOOJIEMHBIX CUTYAITHH.
ATTecTanus 1mo
MIPOU3BOICTBEHHOMN

npakmuxe
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. OBILASI XAPAKTEPUCTUKA PABOYEN TIPOTPAMMBI
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YYEBHOM JUCLUATLIUHBI



1. OBHIASI XAPAKTEPUCTHUKA PABOYEN ITIPOT'PAMMbBI YUEEHOM
JUCIIUIIJINHBI
«CT'.01 Uctopus Poccum»

1.1. MecTo JUCUMIVIMHBI B CTPYKTYpPe OCHOBHOM 00pa3oBaTe/ibHOIl MPOrpaMMbi:

VYyeonas mucuummummaa «CI.01 Hcrtopust Poccum» sBhsieTcs 0053aTebHONM 4YacThIO
COIMAIbHO-TYMaHUTAPHOTO IMKJA 00pa3oBaTeabHON MporpaMMbl B cooTBeTcTBUU ¢ DPI'OC

CIIO no mpodeccuu 46.01.03 Jlenonpon3BoauTENb.

Ocoboe 3HaueHmne JUCIUIUIMHA UMeeT npH popmupoBanuu u pazsutun OK 02, OK 05,

OK 06.

1.2. Heﬂb H INTAHUPYEMBIC PE3YJbTAThI OCBOCHUA TUCIHUIIJIMHBI:

B pamkax mporpaMmbl y4eOHOW TUCHHUIIIMHBI OOYYAIOIIUMHKCS OCBAaWMBAIOTCS YMEHHS

U 3HaHUA
Kon YmeHus 3HaHusA
IIK, OK
OK 02 YMmeTs: 3HaTh:
OK 05 YcranaBiuBath IIPUYUHHO- | XPOHOJIOTMYECKUN pan 1o
OK 06 CJIEICTBEHHBIE CBSI3U MEXIY | U3y4aeMOMYy Kypcy, HCTOPHUECKUX
UCTOPUYECKHMH SIBJICHUSMU; JesiTeNel, ChIrPaBIINX BaKHYIO POJIb
aHAIM3UpPOBaTh W 0000ILAThH | B UCTOPHH,
HCTOPUYECKYIO UH(pOpMaLHIO, nepuoasl B uctopuu Poccun u ux
PYKOBOJACTBYSICh NPUHIUIIAMH | CHEIU(UKY;
Hay4HOM 00BEKTUBHOCTH u OCHOBHbIE  (paKThl, IMPOLECCHI,
HCTOPHU3Ma; SBJICHUS, XapaKTepu3yollne
PEKOHCTPYHPOBATH U | LEJIOCTHOCTb OTEYECTBEHHOMN
UHTEPIIPETUPOBATh ~ MCTOPUUYECKHUE | HCTOPHUU;
COOBITUS C TOMOIIBIO MCTOPHUECKUX COBpPEMEHHbBIE TPAaKTOBKHU
(aKTOB U COOCTBEHHBIX APTYMEHTOB; | Ba)XKHEHUIIMX npo0iem
packpbiBaTh CMBICI M 3HAUYEHHUE | OTEYECTBEHHOM MCTOPUU;
BaXHEHMIINX UCTOPUUYECKUX COOBITUM; 0COOEHHOCTH HUCTOPUYECKOTO

HpOTHBOHeﬁCTBOBaTB IIOIIbITKaM

danscuduranuu HUCTOPUYECKHUX
(baKToB;
TIOJTE30BATHCS HUCTOPUICCKUMHU

VUCTOYHUKAMH, HAy4YHOM U y4yeOHOM

autepaTtypoi, cpencrsamu UKT;
JEMOHCTPUPOBATh  I'PaXIaHCKO-

NaTPUOTHYECKYIO

YBa)XKUTEJIbHOE

MO3UIIIIO u
OTHOIIIEHUE K
HUCTOPUYECKOMY HaCJeINI0 u
COIIMOKYJIbTYPHBIM TpaaULIUsIM

POCCHUICKOT0 TOCYapCTBa.

nytu Poccuu, ee poaum B MUPOBOM

COOOIIIECTBE;

HCTOPUYECKYIO OOYCIIOBICHHOCTb
COBPEMEHHBIX 00IIIECTBEHHBIX
MIPOIIECCOB,

TPaAULIMOHHBIE LIEHHOCTH
MHOTOHAIIMOHAILHOTO Hapoja
Poccun.




2. CTPYKTYPA U COJAEP)KAHUE YUEBHOM TV CHUILIAHBI

2.1. O0beM yueOHOI IMCUMIIJIMHBI M BH/IbI Y4e0OHOMH padoThl

Bup y4yeOHoii padoTsl O0beM B yacax

O0bem 00pa3oBaTeJIbHOM MPOrpaMMbl y4eOHOM TUCHHUILIHHBI 36

B T.4. B (hopMe NMPAKTHYECKOIi MOAT0TOBKH -

BT. Y..

TEOpeTUIEeCKoe 0OyueHue 34

Camocmosimenvuas pa60ma -

IIpome:xxyTounasi arrecramus ([13) 2




2.2. TemaTnveckuii IJIaH U coep:kaHue YUeOHON AU CHMIIIMHBI

Koabi
Oo0bem, ak. 4. / " .
KOMIIeTeHIIHUIA,
B TOM 4HCJIe
¢popmupoBanuio
HaumenoBanue Conep:xxanue y4eOHOro MaTepuaJia M (pOpMbl OPraHU3anMHU AeATeIbHOCTH B opme KOTODEIX
pa3/es0B U TeM o0yyarommxcst NPaKTHYeCKOi P
CImoco0cTByeT
NOATrO0TOBKH,
3J1eMeHT
aK. 4.
NPOrpamMMmbl
1 2 3 4
Pa3znea 1. Beankas OreuecTrBeHHast BoiiHa 1941 — 1945 rr. 8
Tema 1.1. Hauano | Coaep:xkanue 2 OK 02
Beaukoi 1. Mexaynapoanas ooctaHoBKa B KoHIE 30-X rogoB. BHYTpeHHSsI ¥ BHEUIHSS TOIUTHKA OK 05
OTeyecTBEeHHOM eBponeiickux crpaH. «IlakT MomotoBa — PuG6entpona». Hauano OoeBBIX neWCTBHI B OK 06
BOWHBI Espone. Berymnenne CCCP Bo Btopyto mMupoByio BoiHy. CoBeTcKo-()MHCKasi BOWHA.
Bxoxxnenne pecriyonuk [pubantuku, CeBepHoii bykoBunsl u beccapabuu B cocraB CCCP.
2. OxonHomuueckoe paszpurue CCCP HakaHyHE BOHMHBI: Pa3BUTHE IPOMBIIUIEHHOCTH,
TpPaHCIOPTa, PHEPreTUKH U CEIbCKOro X03siiicTBa. BoopykeHHbIe CHIIBI CTpaHbl B KOHIIE
30-x Hayane 40-X roJ10B.
3. Hamanenue I'epmanum Ha CoBerckuit Coro3. YmpapiieHHE CTpaHOW B MEPHOJ BOMHBIL.
[lepecTpolika 5KOHOMHMKH Ha BOEHHBbIH J1aJl. COBETCKUI ThUI U MAPTU3AHCKOE JIBH)KCHHE B
rojJbl BOMHEL.
4. CpblB IJIaHOB OJUIIKpUra B HaydajbHBbIA Nepuoj BoiHbl. butBa 3a MockBy, Onokana
Jlenunrpana, Heynauu 1942 rona. Co3nanue v yKperuieHue aHTUTUTIIEPOBCKON KOAJUIINH.
Tema 1.2. Conep:xkanue 2 OK 02
Kopennoi 1. PasrpoM HeMelKo-panmcTcKux 3axBaTdukoB moja CramuurpagoM. Opioscko-Kypckast OK 05
nepeJyiom Jyra. 3aBeplLIeHHE KOPEHHOro rnepenoMaB BoiiHe. CoBeTCKas SKOHOMMKA M HayKa B I'OJbI OK 06
B Bestnkon BoMHbI. Mpeonorus narpuornsma. Pycckas [IpaBocnaBHas LEpKOBb B TI'OJbl BOWHBI.
OTevecTBEHHOI OtHomeHus ¢ coro3HuKamu. Terepanckas kongpepenuus 1943 r.
BOiiHe.
Tema 1.3. [Iodena | Coagep:kaHue 2
CCCP na 1. Hacrynnenne KpacHoil apMuy Ha 3akiIOYUTENbHOM 3Tane Benukoil OTeuecTBEHHOM OK 02
3aBepLIAIIIMX BoHBI. OCcBOOOXKIeHHE cTpaH EBpOIBI OT HEMEIKO-(aIMCTCKUX 3aXBaTYUKOB (PyMbIHu, OK 05
sranax Beaukoit | bonrapusi, IOrocnaBusi, Benrpusi, Asctpusi, YexocnoBakus). butrBa 3a bepnuH. OK 06




OTeyecTBEeHHOM Kanurynsauus ['epmanun. [lo6ena B Benukoit OteuecTBEeHHOMN BOITHE.
BOHHDI 2. Urorm u mocnencteus Bemukoit OTedecTBeHHON BOWHBL [loTepu COBETCKOW apMuM U

rpakgaHckoro HaceneHus. TepputopuansHbie mnpuoOperenus Coserckoro Coroza.

[locnencTBusi BOWHBI JJIs1 COBETCKOM AKOHOMUKH (TIPOMBIIIIEHHOCTh, CETbCKOE XO3SHCTBO,

TpaHcnopt). Pemarpuanus coBeTckux rpaxkaaH Ha Poauny, O6opbba ¢ BOOPYXEHHBIMU

AQHTHCOBETCKMMM HAlIMOHAJIMCTUYECKUMHM OpraHum3anusMu. MyKecTBO U TIepou3M

COBETCKOI'0 HapoJa B TO/bl BOMHBI.
Tema 1.4. Conep:xxanue 2 OK 02
OxoHuyaHue 1. Sntunckas (Kpemmckas) u Ilotcmamckast (bepnunckas) xoHdepenimu. OKKymamnus OK 05
Bropoit MmupoBoii | I'epmanun. [TocieBoeHHOE YCTPOHCTBO MUpa. OK 06
BOHBI 2. PasrpoMm munurtapuctckoir SnoHun. AMepukaHckas araka Ha Xupocumy u Haracakwu.

Kanurynsauus Anonun. Oxkonuanue Bropoii MuUpoBoil BOWHBI.

3. Hropubeprckuii poriecc. Cya HaJ HAIIMCTCKIME BOSHHBIMH TTPECTYITHUKAMU M PEIICHUS

Hropub6eprckoro TpubyHana.

4. Can-®Opanuucckas koHpepenuus. Cozmanue OOH. OcHOBHBIE CTPYKTYpHl |

pykoBosmue opranbl OOH. Ilpeanoceuiku k Hayary «X0JIOJJHOW BOWHBD.
Paznen 2. PacuBer u 3akat coBeTckoro rocyaapcrna (1945—1991) 16
Tema 2.2 CCCP B | Conep:xxanue 4 OK 02
MOCJIEBOCHHbIE 1. CoBerckas moauTHYecKas cucTema rnocie BoiHbl. Penpeccun konma 40-x — Havana 50-x OK 05
roabl. Ilo3auuit rT. «JlenuHrpanckoe neno», «Jleno EBpefickoro anTudammicTckoro koMuteray u «Jlemo OK 06
CTAJIMHU3M Bpauei». Jluckyccus 0 maTpuoTu3Me U KOCMOTIOTUTH3ME.
(1945—1953) 2. TlocrneBOGHHOE HKOHOMHYECKOE pAa3BUTHE CTpaHbl. BoccTaHOBIEHHE HapOIHOTO

XO03SICTBA MocJie BOMHBL. OTMEHA KapTOUHOM cuctembl. PazButue sHepretuku. CoBeTckas

00OpOHHAsi MPOMBIIIJICHHOCTh — co3fgaHue siaepHoro opyxkus (M.B. Kypuaro u A/l

CaxapoB). Boccranosienne roponoB u cen. Jlenesxxnas pepopma 1947 r.

3. Buemnss nomutuka CCCP u MeXIyHapOoJHBIE OTHOIICHHUS B TOCICBOCHHOM MHPE

Hoktpuna TpymdHa. «XonoaHas BOHa» U BOSHUKHOBeHHE OunossipHoro mupa. Co3nanue

6moka HATO. bepmunckuit kpusuc 1948 r. [Ipososrnamenune ®PI" u ['JIP. BosnukHoBeHHE

COB. Packon B coBercko-torociaBckux oTHomeHusax (M. bpos Tuto). OtHomenus ¢ KHP,

Bu3uT Mao [I33ayna 8 CCCP.
Tema 2.3 Conep:xxanue 4
«OTTeneyap» 1. Cmepts U.B. Cranuna. bopsba 3a Bnacte B pykoBozactse. Ycrpanenue JLII. bepum. OK 02
(cepennna 1950-x | «Hossrit xypc» I''M. Manenkosa. [lpuxon x Bmactu H.C. Xpymesa. XX cwvezn KIICC, OK 05
— nepBasi pa3BeHuUaHWe «KynbTa Ju4yHOCTH» CTanuHa, HaYyalo TMOJUTUKU pPeaOWIIUTAIINY. OK 06

nmos1oBuHAa 1960-x

«AnTunapruiigas rpynna» MoisotoB, ManenkoB, Karanosud. YcuneHue JMYHOW BIACTH




TO/0B)

H.C. Xpymena

2. IIpeoOpa3oBanus B 00mIecTBEHHO-TTOIMTHYECKOM cepe. Cozmanue coBHapxo30B. HoBast
nporpaMMa TapTHH, TE3MC O TOCTPOCHWH KomMMyHu3Ma K 1980-my r. HanmonanbHO-
rOCyJapCTBEHHOE pPAa3BUTHE CTPaHbBl, peaOWIHTAlMs PENpPEeCcCHPOBAHHBIX HAPOIOB.
AHTHPEIIMTHO3HAS KaMITaHUSI.

3. Pa3BuTue COBETCKOrO HApOJHOTO XO3SIICTBA: arpapHasi NOJUTUKA (KyKypy3Has
KammaHusi), JAcHexkHas pedopma 1961 1., MaccoBoe IKHIMIIHOE CTPOUTEIHCTBO.
[TpotuBopeunBoe pedopmatopctBo H. C. Xpyiena.

4. «Orrenens» B JYXOBHO-KYJIbTYpHOU cdepe. IloBeimieHne poiau OOIIECTBEHHBIX
TBOPUYECKHMX OpraHm3anuii. HoBble TeHAEHIMM B JUTEPAType, HCKYCCTBE M APXUTEKTYypeE.
Hoctuxenust coserckoil Hayku: KocmoHaBTuka (C.II. Kopones), aBuactpoenue,
cynoctpoenue. CoBeTckue naypearbl HoOeneBckoi mpeMum.

5. HoBble peallbHOCTH BHEIIHEW MOJUTUKH. BHENIHSS MONWTUKA: MUPHBIE WHHIIMATHUBBI
COBETCKOT0 PYKOBOJCTBa Ha MexayHapomaHoi apene. Busur H.C. Xpymesa B CIIA.
Opranuzanusa Bapmasckoro qorosopa (1955 r.). Ilogasnenue Bocctanus B Benrpuu (1956
r.). bepnunckuit kpuzuc 1961 r. u crpoutensctBo bepnunckoii crensl. Kapubckuil kpusnc
1962 r., otnomenust ¢ Ky6oii (®. Kactpo). BzaumooTHOIIEHHS ¢ COIMATUCTHYECKUMU H
pPa3BUBAIOIIMMHUCS CTPAHAMHU.

Tema 2.4
CoBeTrckoe
001IeCTBO B
cepeaune 1960-x
— HavaJie 1980-x
TOJI0B

Coaep:xxanue

1. HoBoe pykOBOJCTBO U MONBITKU PELICHUs] BHYTPEHHUX Mpobiem crpanbl. OrcraBka H.C.
Xpyl1ueBa 1 U3MEHEHHMsI B COBETCKOM pykoBoacTse. IIpuxon k Binactu JI.M. bpexunesa.

2. DxoHommueckas pedopma 1965 roga: 3aMbICIBI U PE3YNIBTATHI.

3. ConuanbHO-TIOTUTHYECKOE pa3BUTHE CTpaHbl. «Pa3Buroi commamusmy». KoHncrturymus
CCCP 1977 r. ConmanbHasi OJIUTHUKA COBETCKOTO rocyaapcTBa. JMCCUAECHTCKOE IBUKEHUE
(A. Caxapos, A. COJDKeHHIIBIH U AP.)

4. KynbrypHO€ pa3BUTHE CTpaHbl. Pa3BUTHE COBETCKOW HayKu. YcCHexu B 001acTH
KOCMOHaBTHKH. Pa3Butue nuTepaTypbl, KuHeMaTorpada, Oanera. AJbTepHATHUBHAS
KynbTypa. PazButue cuctemsl oOpa3zoBanus. Mockosckas Onumnuana 1980 r.

5. BHemHss momUTHKA: «paspsika MEXIYHApOAHOW HampsKeHHOCTH». OTHOIIEHUS CO
ctpaHamMu 3amaga. JloroBop o0 HEpacHpoOCTpaHEHHM SAEPHOTO Opyxus. BoeHHO-
crparernueckuii napurer. JloroBopel OCB — 1 1 OCB — 2. XelbCMHKCKOE COBEIIAHUE TI0
Oe3omacHocty B EBporie. OTHOIIEHUS C COIMAJIMCTHUYECKUMHU cTpaHaMu — «JlokTpuHa
bpexkneBay. Yxyamenue otHomenui ¢ KHP. «IIpaxckas BecHa» U BBOJI COBETCKUX BOMCK
B UexocnoBakuto. OTHOLIEHUSI ¢ Pa3BUBAIOLIMMUCS CTPAaHAMHU, BBOJI COBETCKHMX BOMCK B
AcraHncTan 1 OKOHYaHHUE MOJTUTUKH «Pa3PSIKID.

OK 02
OK 05
OK 06




6. Aronus conmanmsma: 0. B. Aanporios u K. V. UepHerko

Tema 2.5
IlepecTpoiika u
pacnag CCCP
(1985—1991)

Conep:xxanue

1. TlombITKM SKOHOMHMYECKHX MpeoOpa3oBanuii. Hauano mnepecTpoilku o0OIIECTBEHHBIX
orHomienuid B CCCP. llenu, mnpeamnoceUIKM U 3Tallbl MEPECTPOUKH. «YCKOpPEHUEY,
«'macnoctey u  «llepectpoiika». Pedopma mnonuthyeckor cuctemMbl W O0pnrOa
00LIECTBEHHO-TIOJTUTHYECKUX CHIL. IlepBbiit ChE3 N HapoAHBIX  JEIYyTaTOB.
MexpervonainbHas genyrarckas rpynmna. Yupexaenue nocta [Ipesunenta CCCP.

HoBeie uepThl B IKOHOMHUYECKOW moiuTHKe. 3akoH «O0 WHAMBUAYAIBHON TPYAOBOM
JNEeATENbHOCTH». AHTHAIKOTONbHAS KaMIAHUA: IUIFOCBI W MUHYCHl. ABapusd Ha
UYepHoObutbecKOH ADC.

2. HoBoe MONMTHYECKOE MBIIUICHWE W BHEIIHSS MOJUTUKA. BBIBOJ COBETCKHX BOWCK W3
Ad¢ranucrana. CopeTcko-amepukanckue otHomreHus. JloroBop o PCMJI. KynsTypHbie
MIPOIIECCHI B IEPECTPOCUHBIN MEPUO.

3. O0ocTpeHre MeXHAIMOHAIBHBIX OTHOIEHNH Hauamo MeXHaIMOHAIBHBIX KOH(IHKTOB.
b.H. Enemua u Oopwsba 3a poccuiickuii cyBepenurer. W36panune b.H. Enbnuna
[Tpesunenrom PCOCP.

4. Bompoc o coxpanenun Coroza. Pedepenaym 17 mapra 1991 r. u ero uroru. «Hoso-
OrapeBckuii» nporecc, NoAroTOBKa HOBOTO COIO3HOTO J0TOBOpa. «ABT'YCTOBCKHM MyTH€» -
nojMTAdeckuit  kpmsuc 19— 22 asrycra 1991 r. VYnopazgHeHume —coroo3HOMN
rocyJapCcTBEHHOCTH.  benoBexxckue cornamenuss u  co3ganue CHI. OrcraBka
M.C. T'opbauesa 25 nexabps 1991 r. Pacnag CCCP u kpax nepectpoiiku

Pa3gen 3. BuyTpennsisi BHemHsisA mojutuka Poceuiickoii @enepanuu B konne XX — nepsoii yerBepru XXI

BCKa

12

Tema 3.1.
Poccuiickan
®enepanus B
KoHle XX B.

Coaep:xxanue

1. PapukanbHasg colMaIbHO-?KOHOMHUYECKas TpaHCcOpMalMs CTPaHbl U €€ H3ACPHKKH.
OkoHomuueckue pedopmbl  E. Taiinapa. AHTUKpU3UCHBIE MEpbl M  PHIHOYHBIE
npeobpazoBanus. [lpuBaTuzanus rocynapctBeHHoil coOctBeHHocTH (A.b.  Uybaiic).
[TpaButensctBo  B.C.  Yepnombipauna. bopsba ¢ undpmsammenr  1992-1998rr.
Kpumunanuzanusi 5KOHOMUYECKOHN KU3HU.

2. OOIIecCTBEHHO-TIOIMTHYECKOE PA3BUTHE W  CTAHOBJIEHHWE HOBOM  POCCHUUCKOU
rocynapctBeHHOcTH. KoHctuTynnonnsiii kpusuc 1993r. Ilpunarue HoBoit Koncturynuuu,
ee ucropuueckoe 3HadeHue (1993 r.). PaszButme monmuTudeckod cucteMbl. Poccuiickue
nonutryeckue naptuu. OOIecTBeHHO-onuTHYecKoe pa3BuTHe Poccum B 1994-1996 rr.
Bropoe npesuaentctBo b.H. Enbiuna. Oxonomuueckuil kpuszuc 1998 r. IIpaBurenbcTBo
E.M. Ilpumakosa.




3. MexnanuoHanbHble oTHomeHus B Poccun. ®enepatuBHbiii poroBop. BoeHHble
JeiicTBus Ha TeppuTopun YeueHckoi pecny6nKu. XacaBlOPTOBCKUE COTJIAIIECHHUSI.

Tema 3.2. Conep:xxanue 4
Poccuiickas 1. OcHOBHBIE YepTHI 0OIIECTBEHHO-MOMUTHYECKOM *)u3HU Poccun Havama XXI B. OtcraBka
Deepanus B b.H. Enpumna. B.B. Ilytun — Ilpesumment Poccuiickori @epepanuu. YKperuieHUE
NePBOil YeTBEPTH | TOCYIaPCTBEHHOCTH. O0ecrnieueHne  TPaXKTaHCKOTO  cOrjlacuss B OOIIECTBe.
XXI B. KontpTreppopuctrdeckas onepamus B UeuHe.
[pesunentckue BoiOopsl 2012 u 2018 rr. Boccoenunenne Kprima ¢ Poccueit. [lencnonnas
pedbopma 2019 1. Peanmzammsi HanumoHaIBHBIX TpoekToB g0 2024 1. IlompaBku B
Koncturynuto (2020 r.). CoBpeMeHHbIE POCCUNHCKHE TOJUTUYECKUE TTAPTHH.
2. CommanbHo-9KOHOMHUYECKOe paszButue Poccum B Havane XXI B. DkoHOMUYECKas
nonutuka. HanmonaneHbie npoekThl. PocT poccuiickoro BBII.
3. CoBpemeHHas poccuiickas KynpTypa: Hayka, JIUTeparypa, HCKyccTBO. ['ocynapcTBeHHas
MOJJIEPKKA OTCUECTBEHHOW KYJIBTYPBI, COXPAaHEHHE TPAIUIMOHHBIX HPABCTBEHHBIX
neHHoctedd. IIpobGnema okcmancum B Poccuio 3amafHON  CHUCTEMBI IIEHHOCTEH U
(dbopMHUpOBaHNE «MACCOBOM KyIbTYphl». PeopMbl cuctembl 00pazoBaHusl.
Tema 3.2 Coaep:xaHue 2
BHemHas 1. OcHoBHble uYepThl BHemHedH mnonuTuku Poccuiickorr ®enepanun Poccwuiicko-
MOJITMTHKA aMepHKaHckue oTHoureHus. JloroBopsl o cokpamenun Boopyxkenuit (CHB I, I, 1I).
Poccuiickoii Otnomennss ¢ Omokom HATO, nBmkenue HATO na Boctok. Yuactue Poccuu B
®enepanum B mexayHapoanbix opranuzanusax (OBCE, Coser Espombl). OtHomenus ¢ EBpomneiickum
KoHIe XX — Cor3oMm.
nepsoi yersepTu | 2. Poccust Ha moctcoBeTcKOM mpocTtpancTtBe. Otnomenus co crpanamu CHI'. Cospanue
XXI Beka OJIKB. Coro3noe rocymapctBo Poccum u benopyccun. EBpasuiickoe 3KOHOMHYECKOE
COO0O0IIECTBO.
3. UnTerpamus Poccun B MexXAyHapOAHBIE DKOHOMUYECKHE OpraHu3zanuud. OTHOLIECHUS CO
ctpanaMu  Asum  (Kwurait, Wuaus, BwsetHam wu ap.). Illanxailickas opranuzanus
corpyannuectBa. BPUKC. CankunoHHas BoiiHa: CAHKIMY U KOHTPCAHKIIMU
ITpomexyTounas arrecranus (JudgdepenunpoBannblii 3a4er) 2
Bcero: 36




3. YCJIOBUSA PEAJIN3AIIMM YYEBHOM JUCHUILIVHBI

3.1. s peajm3anMu MPOrpaMMbl Yy4yeOHOH JUCHHUILUIMHBI IPeIyCMOTPEHBbI
cJeayouue cnenuaabHbie MOMeIeHU:

Kabuner «Wctopun Poccum», ocHamieHHbIi B cooTBeTcTBUM ¢ 1. 6.1.2.1
00pa3oBaTeIbHON MTPOTPaAMMBI.

3.2. UnpopmannoHHOe odecnedeHne peajan3aluy NporpaMMbl

Jis peanuzanmMu mporpamMMmbl OMOIHOTEUHBIH (OHJ 00pa3oBaTENbHONW OpraHU3aLUH
UMEET TICYaTHBIC W/WJIM AJICKTPOHHBIE 00pa3oBaTelbHbIC W MH()OPMAIMOHHBIC PECypChl IS
WCIIONB30BaHUsT B oOpaszoBatenbHOM mporecce. [Ipu dopmupoBanuu OubnmoredHoro ¢doHaa
00pa30BaTEeIbHON OpraHMU3anrell BRIOMpAeTCsl HE MEHEee OJHOTO M3JaHHS M3 IEePEUUCIICHHBIX
HIDKE TEYATHBIX M3JaHUN U (WJIM) BJEKTPOHHBIX M3JaHUK B KaueCTBE OCHOBHOIO, MPU 3TOM
CIIMCOK MOXET OBITh JJOTIOJIHEH HOBBIMH HM3/IaHUSIMHU.

3.2.1. OcHOBHBIE NTeYATHLIE U3AAHUSA

1. 3yes, M. H. Hcropust Poccun XX - Hayana XXI Beka: yueOHUK U MPAKTUKYM JJIs
cpennero mnpodeccuonanbHoro obpazosanmst / M. H. 3yes, C. f. JlaBpeHoB. — 5-¢ u3n.,
nepepab. u gon. — Mocksa: MznatensctBo Opaiit, 2023. — 419 c. — (IIpodeccuonansuoe
obpazopanue). — ISBN 978-5-534-17067-2. — Texkcr:

2. Ucropus Poccum: ydeOHHMK H TPAKTHKYM IS CPEIHEro MPOodeCCHOHATBHOTO
obpazoBanust / K. A. ComoBbeB [u ap.]; mom pemakmmeir K. A. ConoBbeBa. — Mocksa:
WznarensctBo HOpaiit, 2023. — 241 ¢. — (IIpodeccuonansnoe oopazoBanue). — ISBN 978-5-
534-15877-9. — TekcT: HemoCpeACTBEHHBII.

3. Uctopus Poccun XX - Hauana XXI Beka: yueOHUK 111 cpeiHEro MpodheCcCHOHATBHOTO
obpazosanus / JI. O. Uypakos [u ap.] ; mox penakmueit [[. O. Uypakosa, C. A. CapkucsHa. — 3-

e u3ln., nepepad. m jgon. — MockBa: MsgarensctBo IOpanit, 2023. — 311 c. —
(ITpoeccuonansnoe  obpazoBanme). —  ISBN  978-5-534-13853-5. —  Tekcr:
HETIOCPEICTBEHHBIH.

4. KacwesnoB, B. B. Uctopus Poccum: yueOHOe TmocoOMe JuIsi  CpeaHETo

npodeccroHanpsHOTO 00pazoBanus / B. B. KacestHoB. — 2-¢ m3n., mepepald. u qorn. — Mocksa:
WznatensctBo FOpaiit, 2023. — 255 ¢. — (I[Ipodeccuonansuoe obpazoBanue). — ISBN 978-5-
534-09549-4. — TekcT: HeOCPEICTBEHHBIA.

5. Kupumios, B. B. Hctopus Poccuu B 2 4. YHacts 2. XX Bek — Havasio XXI Beka :
y4eOHUK aisi cpeaHero mpodeccuonansHoro obpasoBanus / B. B. Kupmmios. — 8- w3,
nepepad. u gon. — Mocksa: M3garensctBo FOpaiit, 2023. — 257 ¢. — (IlpodeccuonansHoe
obpazoBanue). — ISBN 978-5-534-08561-7. — TekcT: HEMOCPEACTBEHHBIIA.

6. Kupumnos, B. B. Ucrtopus Poccuu: ydeOHUK myisg cpenHero mnpodeccruoHaIbHOTO
obpazoBanus / B. B. Kupwmios, M. A. bpaBuna. — 5-¢ usn., nepepad. u gom. — Mockaa:
WznarensctBo FOpaiit, 2023. — 612 ¢. — (IIpodeccronanbroe obpazosanue). — ISBN 978-5-
534-17264-5. — TeKcCT: HeTOCPEACTBEHHBIN.

7. CrenanoBa, JI. I'. HUcropus Poccun. Ilpaktukym: ydeOHOE mocoOue Ajisi CpeaHEro
npodeccuonanpHOoro oopazosanus / JI. I'. CremanoBa. — Mocksa: U3narensctBo FOpaiit, 2023.
— 231 c¢. — (IIpodeccuonanbroe obOpazoanue). — ISBN 978-5-534-10705-0. — Tekcr:

3JIEKTPOHHBIN



8. ®upcos, C. JI. Hcropus Poccum: y4eOHUK [UIsl CpeqHero mnpodecCHOHAIbHOTO

obpazopanust / C. JI. ®upcoB. — 2-e¢ uza., ucnp. u aomn. — Mocksa: M3aatensctBo IOpaiit,
2023. — 380 ¢. — (IIpodeccuonansuoe oopazosanue). — ISBN 978-5-534-08721-5. — Texkcr:
HEIIOCPEACTBEHHBIN.

3.2.2. OcHOBHBbBIE JIeKTPOHHbIE H3TAHUS

1. 3yes, M. H. HUcrtopus Poccun XX - nagana XXI Beka: yueOHUK U NMPAKTUKYM JUIS

cpennero mnpodeccuonanbHoro obpazoanust / M. H. 3yes, C. f. JlaBpeHoB. — 5-¢ m3n.,
nepepad. u gon. — Mocksa: M3natensctBo FOpaiit, 2023. — 419 ¢. — (IlpodeccuonansHoe
obOpazoBanue). — ISBN 978-5-534-17067-2. — TexcT: anektpoHHbIN // OOpa3oBarenbHas
miatgpopma IOpaiit [caiit]. — URL: https://urait.ru/bcode/532334 (mara oOpamieHus:
09.08.2023).

2. HUctopus Poccum: y4yeOHUK M TPAKTUKyM JJs CpeJHEro Npo(ecCHOHATBHOTO
obpazoBanus / K. A. ConoBeeB [u ap.]; mox pemakmueit K. A. ComoBbeBa. — Mockaa:
WznarensctBo HOpaiit, 2023. — 241 ¢. — (IIpodeccuonansuoe oopazoBanue). — ISBN 978-5-
534-15877-9. — Texkcr: anekTponHsIii // ObpazoBaTenbHas miatdopma FOpainT [caiit]. — URL:

https://urait.ru/bcode/510103 (nara obpamenus: 09.08.2023).
3. Uctopus Poccum: yueOHMK u mpaktukym i By3oB / JI. O. UypakoB [u np.]; mox

pemakmueit 1. O. UypakxoBa, C. A. CapkucsHa. — 2-¢ u3lA., wchnp. U gon. — Mocksa:
NznarensctBo FOpaiit, 2023. — 456 ¢. — (Bricmee o6pa3zoBanne). — ISBN 978-5-534-16200-
4, — Tekcr: anexktpoHHbli // OOpasoBarenbHas 1atdopma HOpaiit [caiit]. — URL:
https://urait.ru/bcode/530605 (nata obpamienus: 09.08.2023).

4. KacesuoB, B. B. Uctopust Poccum: ydeOHOe mocoOme s CpeIHEro
npodeccuonanbHoro oopazosanus / B. B. KacesiHoB. — 2-¢ u3j., mepepad. u gon. — Mocksa:

MznarensctBo FOpaiit, 2023. — 255 ¢. — (Ilpodeccuonansuoe oopazosanne). — ISBN 978-5-
534-09549-4. — Tekcrt: anexkTpoHHbI // O0pa3oBarensHas wiardopma FOpaiir [caiit]. — URL:
https://urait.ru/bcode/516976 (mara obpamenus: 09.08.2023).

5. Kupumnos, B. B. Hctopus Poccun B 2 4. Hacte 2. XX Bek — Havano XXI Beka :
y4yeOHUK Al cpeaHero mpodeccuonanbHoro obpasosanus / B. B. Kupwiinos. — 8-e wusg.,
niepepad. u gom. — Mocksa: M3gatensctBo FOpaiit, 2023. — 257 ¢. — (IIpodeccronansHoe
obpazoBanmue). — ISBN 978-5-534-08561-7. — Texkct: anmektpoHHBIH // OOpa3oBaTenbHas
mwiarpopma HOpaiit [caiit]. — URL: https://urait.ru/bcode/513642 (mara oOparmmeHus:
09.08.2023).

6. Kupwmnos, B. B. Hcrtopus Poccumn: ydeOHuK nis1 cpemHero mpodecCHOHAIBHOTO
obpazoBanus / B. B. Kupwmos, M. A. bpaBuna. — 5-¢ uzn., nepepad. u gom. — Mockga:
WznarensctBo FOpaiit, 2023. — 612 ¢. — (IIpodeccronanbaoe obpazosanue). — ISBN 978-5-
534-17264-5. — Tekcrt: anexTpoHHbIii // O0pa3oBarensHas miardopma FOpaiir [caiit]. — URL:
https://urait.ru/bcode/532755 (nara obpamenus: 09.08.2023).

7. CrenanoBa, JI. I'. Hcropus Poccuu. Ilpaktukym: ydeOHOe mocoOue sl CPeIHEro
npodeccuonanpHoro odpaszosanus / JI. I'. CrenanoBa. — Mocksa: M3aatensctBo FOpait, 2023.
— 231 c¢. — (IIpodeccuonansHoe obpazoBanme). — ISBN 978-5-534-10705-0. — TexcrT:
aNeKkTpoHHBIH  //  OOpasoBarenbHas  miatgopma  HOpaiir  [caiit]. —  URL:
https://urait.ru/bcode/517102 (nata obpamienus: 09.08.2023).

8. ®upcos, C. JI. Hctopus Poccum: ydueOHUK ansi cpeaHero mnpodeccuoHalIbHOTO
obpazoBanus / C. JI. ®upcoB. — 2-e¢ u3z., ucnp. u gomn. — Mocksa: UznatenberBo FOpaidr,



2023. — 380 c. — (IIpodeccuonansHoe obpazoanue). — ISBN 978-5-534-08721-5. — Tekcr:
Opaiit URL:

anekTpoHHBIH  //  OOpazoBarenpHas  miatdopma
https://urait.ru/bcode/515839 (mara obpamenus: 09.08.2023).
3.2.3. JlonoaHuTEIbHbIE HCTOUHUKH
1. Uctopus Poccuu: B 4 Tomax. Tom 4: 1945-2000 roasi: yue6Hoe mocobue / M. 1O.
Msrkos, H. A. Morunesckuii, H. A. Konsinos, O. I'. O6uukun ; moa. pen. B. M. Ykomnopoii. -
Mocksa: M3natensctBo «Acnekt Ilpeccy, 2020. - 252 c. - ISBN 978-5-7567-1055-7. - Tekcrt:

[caiiT].

anekTpoHHbId. - URL: https://znanium.com/catalog/product/1240836 (mata oOpameHus:
09.08.2023).
2. Uctopus pycckoit kynbtypbl IX — nHauana XXI Beka: yueOHoe mocobue / JI.B.

Komman, E.K. CeicoeBa, M.P. 3e3una, B.C. lllynerun; nox pexa. JI.B. Komman. — 5-e w3g.,
nepepad. u qorm. — MockBa: UH®PA-M, 2023. — 432 ¢. — (Cpennee npodeccuoHaIbHOe
obpazoBanue). - ISBN  978-5-16-013948-7. - Tekcr: URL:
https://znanium.com/catalog/product/2086810 (narta obpamenus: 09.08.2023).

3. HekpacoBa, M. b. Hcropus Poccum: yu4eOHMK M HOPAKTUKyM [UI CPEIHEro

JJIEKTPOHHBIA. -

npodeccronanbHoro obpazosanms / M. b. Hekpacoa. — 6-e u3., mepepad. u gorn. — Mocksa:
WznatensctBo FOpaiit, 2023. — 436 ¢. — (IIpodeccronanbaoe obpazosanue). — ISBN 978-5-
534-15987-5. — Tekcrt: anexTponHsIii // O0pa3oBarensHas miardopma FOpaiir [caiit]. — URL:
https://urait.ru/bcode/517841 (nata oopamenus: 08.08.2023).

4, Tpomos, U. A. Uctopus / . A. TponoB. — 2-¢ u3a., crep. — Cankr-IlerepOypr:
Jlanb, 2023. — 472 c¢. — ISBN 978-5-507-46402-9. — Tekct: snekTpoHHbIA // JlaHb:
ANMEeKTPOHHO-OMOMoTeynast cuctema. — URL: https://e.lanbook.com/book/308750 (mara

obpamienus: 09.08.2023).

4. KOHTPOJIb M OLIEHKA PE3YJIbTATOB OCBOEHUS
YYEBHOI JUCLUATIJIUHBI

Pe3yabTaTnl 00yyeHus \ Kpurtepuu onenkn \ MeToabl OLIEHKH

HepequL 3HaHPII>i, OCBAMBACMBIX B paAMKaX JUCHUIIIIMHBI

- XPOHOJIOTMYECKHM psAx IO

A3y4aeMoOMy Kypcy,
HCTOPUYECKUX JieATeIe,
CHITPABIIMX BAXKHYKO pOJb B
HUCTOPUH;

- mepuoabl B uctopuu Poccun n
ux cnenuduky;
- OCHOBHBIE (DaKTHI, TPOIIECCHI,
SABIICHUSI,  XapaKTepU3YIOIIHe
[EJIOCTHOCTh  OTE€YECTBEHHOU
UCTOPUH;

- COBPEMEHHBIE  TPAKTOBKHU
BaYKHEHIITNX npo0iemM
OTEYECTBEHHOH NCTOPUH;

- OCOOEHHOCTH HCTOPUYECKOTO
nytu Poccum, ee pomm B
MHPOBOM COOOILIECTBE;

- UCTOPUYECKYIO
00YCJIOBIICHHOCTD

- IEMOHCTPUPYET 3HAHUE
XPOHOJIOTUYECKOTO psifa
10 U3y4aeMOMY Kypcy,
3HAHHUE UCTOPUYECKHUX
JiedTelIed, ChIrPaBIINX
Ba)KHYIO POJIb B UCTOPHH;
- 0003Ha4aeT Nepuo/sl B
ucropuu Poccnn n ux
cneuuuky;

- IEMOHCTPUPYET 3HAHHE
OCHOBHBIX (DaKTOB,
IIPOLIECCOB, ABJICHUH,
XapaKTepU3YIOIUX
L[EJIOCTHOCTh
OTEYECTBEHHOU UCTOPHH;
- IPEIOCTABIISAET
COBPEMEHHBIE TPAKTOBKHU
BaXHEUIINUX NpoOsieM
OTEYECTBEHHOU HCTOPUH;

DKcniepTHOE HAONIOJCHHE U
OLICHUBaHHE BBITIOJTHEHUS
MHANBUIYaIbHbBIX u
IPYIIIOBBIX 3aIaHUM.

Tekymuit KoHTpPOIL B (hopme

YCTHOTO  ONpOCa, pPELICHUs
KEHCOB, TECTUPOBAHUS,
OLICHKU BBIITIOJIHCHUA
JIOMAIITHETO

3a/laHus IPOOJIEMHOT O
Xapakrepa.

OreHka NOJy4eHHbBIX 3HAHUN
Ha MPOMEKYTOUHOM
aTTeCTallly 0 JUCIUILTHHE.




COBPEMECHHBIX 06IIIGCTBCHHI>IX
IponeCCCOB,

- TpaalulJUOHHBIC
MHOT'OHAIITMOHAJIbHOT'O

Poccun.

LIEHHOCTH
Hapoja

- IEMOHCTPHUPYET 3HAHUE U

IIOHUMAHHUC:

- ocoOeHHOCTeH
HUCTOPUYECKOTO MyTH
Poccun, ee ponu B
MHUPOBOM COOOIIECTBE;

- HCTOPHYECKYIO
00YyCIIOBICHHOCTh
COBPEMEHHBIX
OOIIECTBEHHBIX
MIPOIIECCOB;

- TpaAUIIUOHHBLIC
[IEHHOCTH
MHOTOHAIITMOHAJIBHOT'O
Hapoja Poccum.

HCPC‘IGHB YMCHHﬁ, OCBAMBACMBbIX B paMKax JUCHHITJIMHBI

- YCTaHABIMBATh IPUYUHHO-
CJICJICTBEHHBIE CBSI3U MEXIY
HCTOPUYECKUMHU SIBIICHUSMH,

- a”HAIM3UpPOBaTh W 0000IIaTh
UCTOpPHUYECKYI0  HH(pOpMaIuio,
PYKOBOJACTBYSCH  IPHHIIMIIAMHA
Hay4yHOW  OOBEKTUBHOCTH U
UCTOPHU3MA;

- PEKOHCTPYHPOBATH u
WHTEPIPETUPOBATH
UCTOPUYECKHE  COOBITHA  C
MTOMOTIIBIO HUCTOPHUYECKUX
¢dakToB u COOCTBEHHBIX
apryMEHTOB;

- packpelBaTh  CMBICA U
3HAYCHUE BOKHEHIIIUX
HUCTOPUYECKUX COOBITHIA,

- MPOTUBOJICNICTBOBATh
MONBITKAM banbcupukaum
HUCTOPUYECKUX (PaKTOB;

- TIOJIb30BAThCSl HCTOPUUECKUMU
WCTOYHUKAMH,  HAy4HOU H
y4eOHO JUTEPATYPOH,
cpeacteamu UKT;
-IEMOHCTPUPOBAThH
IrpaXIaHCKO- MaTPUOTHUECKYIO
MO3UIHMI0O M YBaXHTEIHHOE
OTHOIIIEHHE K HUCTOPHUYECKOMY
HACJIEANIO U COIMOKYJIbTYPHBIM
TpaIUuLUsIM POCCUICKOTO
rocyaapcTBa.

- IEMOHCTPHUPYET YMEHHE
YCTaHABIIMBATh CBS3H
MEXIY HCTOPUUYECKUMU
SIBIICHUSIMU;
-IEMOHCTPUPYET YMEHUE
aHAIM3UPOBATH U
0000111aTh UICTOPUYECKYIO
uH(pOopMalnIo,
PYKOBOJICTBYSCh
MPUHIMIIAMHA HAYYHOU
00BEKTUBHOCTH U
HUCTOPU3MA;
-IEMOHCTPUPYET YMEHUE
PEKOHCTPYHUPOBATH U
UHTEPIPETHPOBATH
HUCTOPUYECKHUE COOBITHS C
MTOMOIIHIO UICTOPHUECKUX
(haKTOB M COOCTBEHHBIX
apryMeHTOB;

- IEMOHCTPUPYET YMEHHUE
pPacKpbIBaTh CMBICT U
3HAYECHHE BaXKHEHIINX
HUCTOPUIECKUX COOBITHIA,
- IEMOHCTPUPYET YMEHHE
MPOTUBOJEHUCTBOBATH
MOTBITKAM
banbcupukaum
UCTOPUYECKUX (DaKTOB;

- IEMOHCTPHUPYET YMCHHE
MOJIb30BaThHCS
HUCTOPUICCKIUMH
MCTOYHUKAMU, HAYYHON U
y4eOHOU JIUTEpaTypOH,
cpencrtBamu UKT;
-JIEMOHCTPUPYET
IpaXKIaHCKO-

Ouenka pe3yabTaToB
BBITTOJTHEHHS TBOPYECKOMH
paboThI (MOATOTOBKA U 3aIUTA
pedepara, HanMcaHUE dCCe)
DkcnepTHOe HaOmMIOAeHHE 32
X0I0M y4acTus B
KOJIJIEKTUBHOM TUCKYCCHUH.
Onenka 3peKTUBHOCTH
paboThl ¢ HHpOpMaLuei,
JIOKYMEHTaMH, JTUTEPATYPOH.
Onenka YMEHUH Ha
MPOMEKYTOYHOM  aTTECTallK1
10 JUCLUIUINHE.




[aTPUOTUYECKYIO NTO3ULIUIO
H YBAXKUTCIIBHOC
OTHOILCHHE K
UCTOPUYECKOMY HACIIEAUIO
U COLIMOKYIBTYPHBIM
TpaguLUsAM POCCUMCKOTO
rOCyAapcCTBa.
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2. OBIIASI XAPAKTEPUCTHUKA PABOYEM ITPOT'PAMMbBI YUEEHOM
JUCIIUIIJINHBI
«CT'.02 MHOCTpaHHBII A3BIK B NPO(ecCHOHAIBHOM JesTeJTbHOCTH

1.1. MecTo TUCUMIVIMHBI B CTPYKTYPe OCHOBHOI 00pa30BaTeJIbHOM MPOrpaMMbi:

VYueOnass aucuumiuHa «VHOCTpaHHBIA $3bIK B NPO(ECCHOHAIBHON eATEIbHOCTH
SIBIISIETCSL  00s13aTEIbHOM  YacThiO  COIMAIBHO-TYMAHUTAPHOTO IHMKJIa 0Opa3oBaTeIbHOM
nporpammsbl B cootBeTcTBIM ¢ OI'OC CIIO no npodeccuu 46.01.03 [denonpon3BoauTeNb.

Ocoboe 3HavYeHue AUCIUILIMHA UMeeT npu GopmupoBanun u pazsutuu OK 01, 02, 04,

09, I[IK 1.1, IIK 1.5, IIK 1.6.

1.2. llesqb ¥ IUIaHUPYeEMbIe Pe3yJbTATHI OCBOCHUS TUCHMIINHBI:
B pamkax mporpamMmbl y4eOHOUW TUCIUIUIMHBI OOYYArOIIMMHUCS OCBAUBAIOTCS YMCHHS

U 3HaHHUA

Kon Ymenus 3HaHuA

IIK, OK
OK 01 - paboTaTh ¢ MpodecCHOHATBHBIMU - IIpaBWJIa IOCTPOEHHUS MTPOCTHIX U
OK 02 TEKCTaMHM Ha MHOCTPAHHOM S3bIKE! CJIOXKHBIX MPENIOKEHUN Ha
OK 04 - 00J1a1aTh YMEHHUEM IMOMCKOBOTO H npodecCuoHaNTbHBIC TEMBI;
1(_)HI§ ?91 MIPOCMOTPOBOT'O UTEHUS, U3BJICUCHUSI | - OCHOBHBIE 00IIEYNOTPEOUTENBHBIE
K 1.5 ¢bakTuueckoit nHpopmManuu u3 ryaronsl (ObITOBas U
K 1.6 JIOKYMEHTOB; npodeccuoHalbHas JEKCHKA);

- COCTaBJISATH U OOPMIIATH JCIOBYIO
JOKYMEHTAITUIO Ha HHOCTPAHHOM
SI3BIKC;

- IO/IEPKUBAThH TPO(HECCHOHALHOE
OOIIEHUsT HA UHOCTPAHHOM SI3bIKE!

- TOHUMATh OOIIHIA CMBICI YETKO
IMPONU3HCCCHHBIX BEICKa3bIBaHUH Ha
npogecCroHaIbHbIE TEMBI;

- IOHUMAaTh TCKCThI Ha 63.30BI>I€ )41
po¢eCCHOHAIILHBIC TEMBI,

- CTPOHTB NPOCTHIC BHICKA3bIBAHUS O
cebe 1 0 cBoel mpodecCHOHATBHON
ACATCIIBHOCTH,

- Y4aCTBOBATh B JHUAJIOTaX Ha
npodeccruoHalbHBIE TEMBI.

- IGKCHYECKUI MUHUMYM,
OTHOCSIIIMIACS K OMTUCAHUIO TIPEMETOB,
CPEICTB U TPOIIECCOB
npoecCHOHABHOM e TETHbHOCTH;

- 0COOCHHOCTH TPOU3HOIIICHUS CJIOB;
NpaBUjIa YTCHUSI TEKCTOB
podeCCHOHANIBHON HAIIPaBIECHHOCTH,
- (hpasbI-KIIHIIE IS BEACHHS OECebl U
MIEPETHCKN Ha MHOCTPAHHOM SI3BIKE;

- 0COOCHHOCTH TEepPEeBOIa JOKYMEHTOB C
WHOCTPAHHOTO SI3bIKa




2. CTPYKTYPA U COJAEP)KAHUE YUEBHOM TV CHUILIAHBI

2.1. O0beM yueOHOI IMCUMIIJIMHBI M BH/IbI Y4e0OHOMH padoThl

Bup yuyeOHoi padoThI O0beM B yacax
O0bem 00pa3oBaTeJIbHOM MPOrPaAMMBbI Y4eOHOM U CIUATIINHbBI 36

B T.4. B )opMe NPaKTHYECKOH MOATOTOBKH 34

BT. U..

MIPaKTUYECKHUE 3aHATHUS 34
IIpome:xyTounas arrecranus (/3) 2




2.2. TemaTnveckuii IJIaH U coep:kaHue Y4eOHOM AU CUMIIIMHBI

Koawbi
Oo0bem, ak. 4. / A .
KOMIIeTeH I,
B TOM 4YHcCJe
(popmupoBanuro
HaunmeHnoBanue Coaepxanue yueOHOro marepuasa u GopMbl OPraHU3aMH AeATETbHOCTH B opme KOTODEIX
pa3/es0B U TeM o0yyarommxcst NPaKTHYECKOMH P
CIocoo0cTByeT
MOAr0TOBKH,
3J1eMEHT
aK. 4.
NPOrpamMMmbl
1 2 3 4
Paznea 1. Ilpodeccuonannbuoe odmenne
Tema 1.1. Conep:xxanue 10 OK 01
Mos Oyaymas IIpodeccun u kapvepHbId pocT. JIODKHOCTHBIE OOS3aHHOCTH JEIONPOU3BOAUTEIIS. OK 02
npogeccus YcrpoiictBo Ha pabory. Hammcanwe pe3ioMe U COMPOBOAUTENHHOTO IMHUCHMA. OK 04
IToaroToBka u MpoxoXxaeHNE cOOEeCceOBaHUS. OK 09
B TOM 4Hc/ie IPaKTHYeCKUX 3aHATHH 10 K 1.6
IIpakTtuyeckoe 3ansiTHe Ne 1 JlomKHOCTHBIE OOS3aHHOCTH JenonpousBoautens. 51
rop’Kych Moel mpodeccueit.
IIpakTHyeckoe 3ansitue Ne 2 OpraHuzanus pabodyero Mecra AEIONPOU3BOIUTEIS.
OducnHoe obopynoBanue. OhucHbIC TPUHAIICKHOCTH.
IIpakTtuyeckoe 3ausitue Ne 3 [loaroroBka NHCHbMEHHOE [TOKYMEHTAIlUU MPHU
oOpamieHnn 0 1TpueMe Ha  pabOTy:  COCTaBI€HHE  pE3IOME;  HalHUCaHUe
COIIPOBOJIUTENIBHOTO MUChMA.
IIpakTyeckoe 3ansitne Ne 4 IloaroroBka K MPOBEACHUIO YCTHOTO coOeceoBaHMS,
c6op nHpopmanuu 06 opraHu3anyy; MOATOTOBKA K OTBETAM Ha BO3MOKHBIE BOTIPOCHI.
IIpakTuueckoe 3ansaTue Ne 5 CobeceroBaHre IpH YCTPOUCTBE Ha paboTy. S — mydrmmii
KaHAUJAT Ha 3Ty paldoTy.
Pazgen 2. JlesioBasi nepenucka
Conep:xxanue 22
Tena 2.1 Jenoas nepemnucka (Business letters, e-mails). IIpaktuka cocTaBIeHUS IETOBBIX THCEM. OK 01
Mma 2.1.
Benenue nepenucku Mex1y KOMINaHusiMi. YTeHHe U nepeBoji, peepupoBaHUe MUCEM. OK 02
Crpykrypa n »
B TOM 4ncJie NPAKTHYECKUX 3aHATHI 22 OK 04
opopmiieHue v
IIpakTuyeckoe 3ansitue Ne 6 [lonstue «J/lenoas mepenucka». Tpaaummu nenoBoi OK 09
JeJI0BBIX MUCEM
KOPPECIIOHICHIU Y. K 1.1,
IpakTuueckoe 3anaTue Ne 7 CTUIU U BUIBI TTHCEM. IIK 1.5,




IIpakTHyeckoe 3anaTue Ne 8 Yactu nenosoro nucekMa. OOLIENPUHATHIE COKPAILIEHUS B [IK 1.6

nenoBoit  mepenucke. OOpalleHHe, BCTYIUIEHHE, 3aKIIOUUTEIbHBIC  (OPMYIIbI

BexMBoCTH. OopMIIeHNE KOHBEPTA.

IIpakTHyeckoe 3ansaTHE Ne 9 Opasbl-KiuiIe A5 JETOBBIX HCEM.

IpakTnyeckoe 3ausaTue Ne 10 [Tucemo - 3ampoc.

IIpakTuueckoe 3ansitue Ne 11 CoctaBieHue oTBeTa Ha 3a1poc.

IIpakTnyeckoe 3ansitue Ne 12 CocraBiieHre NUCbMA-TIPEJIOAKEHUS O COTPYITHUYECTBE.

IIpakTHyeckoe 3ansaTue Ne 13 [Tucemo-pexnamanus.

IIpakTyeckoe 3ansiTue Ne 14 ITnceMo-61arogapHOCTb.

IIpakTyeckoe 3ansgTHe Ne 15 Ilucema /17151 opraHu3anyu 1€JI0BOM MOE3IKH.

IIpakTHyeckoe 3ansiTue Ne 16 DiieKTpoHHBIE MUChMA.
Pa3gea 3. JleJioBasi JOKYMeHTALUsI OPraHU3ALMHU

Conep:xxanue 2

Pabora ¢ opunmanbHpIMU JOKyMeHTaMu. Pa3BuTre HaBBIKOB YCTHOM peyd Ha MaTepualie OK 01
Tema 3.1. paloTBhI ¢ AETOBBIMH JOKYMEHTaMH B odHuce. OK 02
BuyTpennss IIpakTnyeckoe 3anaTHe Ne 17 BuyTpeHHsis nokyMmeHTauus oduca: MpHUKasbl, OK 04
JAOKYMEHTaus JIOKJIQJIHbIE 3aIIUCKU, 3asIBJIICHUSI. OK 09
KOMIIAHUH IIpakTHyeckoe 3anaTue Ne 18 O6paboTka U XpaHEeHHE MUCbMEHHON JOKYMEHTAIUH B 2 K 1.6

oduce; KOMIBIOTEpHas 00pabOTKa JOKYMEHTAI[MH; TEPMHUHOJIOTHS, JICKCUYCCKUE '

Ou3Hec-ITaMIIbl; ab0peBHuarypa.
IIpome:xyTounasi arrecramus /I3 2

Bcero:

36




3. YCJIOBUSA PEAJIN3AIIMM YYEBHOM JUCHUILIVHBI

3.1. s peajm3anMu MPOrpaMMbl Yy4eOHOM JUCHHUIVIMHBI MPeAyCMOTPEeHbI
cJIeAyIOIHe CIIeHATbHbIC TOMEIICHUS:

Kabuner «MHOCTpaHHOrO sI3bIKa B MPO(ECCUOHATBHOMN eATEIbHOCTH», OCHAILEHHBIN B
COOTBETCTBHH C 1. 6.1.2.1 00pa3oBaTeILHON MPOTPAMMBEI.

3.2. UnpopmannoHHOe odecnedeHne peajan3aluy NporpaMMbl

Jis peanuzanuu mporpamMMmbl OMOIMOTEUHBIH (OHI 00pa3oBaTEeIbHON OpraHU3aluU
UMEET TICYaTHBIC W/WJIM AJICKTPOHHBIE OOpa3oBaTelbHbIC W MH()OPMAIMOHHBIC PECYpPChl s
WCIIONB30BaHUsT B oOpaszoBatenbHOM mporecce. [Ipu dopmupoBanuu OubnmoredHoro ¢doHaa
00pa3oBaTeNIbHONW OpraHM3anueil BBIOMpAeTCs HE MEHEe OJHOTO H3/aHUS U3 MEePEUHCICHHBIX
HIDKE TEYATHBIX M3JAaHUW U (WJIM) 3JIEKTPOHHBIX M3JaHUW B KaueCTBE OCHOBHOTO, MIPHU HTOM
CIIMCOK MOXET OBITh JIOTIOJTHEH HOBBIMH HU3/IaHUSIMH.

3.2.1. OcHOBHBIE NeYaTHbIE U3TAHUS

1. KonecuukoBa H.H., lanunosa [I'.B., JleBstkuna JI.LH. AHrimiickuii s3bIk i
MmeHekepoB = English for Managers: yue6HOe mocodue Uit CTYI€HTOB YUPEXKICHUH CpeHEro
npodeccuonanbHoro obpazoBanus. — 12-e u3m., crep. — MockBa: M3gatensckuii UEHTP
«Axanemus», 2019. — 304 c. ISBN 978-54468-8079-9. — Texkct: HEMOCPEACTBEHHBIM.

2. KomecnukoBa, H.H. Anrmiickmii 5361k s MeHemkepoB [Texcr] = English for
Managers: yueOHOe mocoOWe IS HCIONB30BaHMA B 00pa30BaTENIbHOM  IIpOIEcce
00pa3oBaTeNbHBIX OpraHU3alUi, peaTu3yIOIUX MPOTPaMMbl CpPeIHEro MpodeccruoHaIbHOTO
obpazoBanus / H. H. Konecnukona, I'. B. [lanunosa, JI. H. JleBstkuna. - 12-e usn., crep. -
Mocksa: Akaaemus, 2019. - 30lc. - (IlpodeccrnonansHoe obOpazoBanue. ['yMaHWTapHblE H
COIMANILHO-PKOHOMUYEeCcKrue  mauciumuinael);  ISBN  978-5-4468-8079-9. —  Tekcr:
HEIIOCPEACTBEHHBIM.

3. Xapuenko M.I'., ManaxoBa E.b. Amurnumiickuii s3bIk. YueOHOe mocoOHe 110
(hopMUPOBAHHIO TPAKTHUYECKUX HABBIKOB BEJCHUS JEJIOBOM Mepenucku: yueObHoe mocodue. —
MockBa: KHOPVYC, 2022. — 142 c. — (bakanaspuar). ISBN 978-5-406-07919-5. — TekcT:
HEIIOCPEACTBEHHBIM.

3.2.2. OcHOBHBIE 3JIeKTPOHHbIE U3IAHUS

1. Aunpuenko, A. C. Business English: yueOnoe nocobue / A. C. Aunpuenko ; FOxubIit
benepanbublii  yHUBepcuTeT. - PoctoB-Ha-Jlony; Taranpor: W3marensctBo HOxHOTO
(denepanpHOTO YHUBepcHuTeTa, 2019. - 146 c.- ISBN 978-5-9275-3131-8. - TekcT: 31€KTPOHHBIN.
- URL: https://znanium.com/catalog/product/1088121 (naTta obpamenwus: 09.08.2023).

2. KazapoBa, E. U. Test Your Business English Secretarial (TectoBbie 3amanusi s
NPOBEPKU 3HAHMSA JIEKCUKU T10 CHEIMAIbHOCTH MeHekep oduca) : yuedHoe mocodue / E. WM.
Kazaposa. — 3-e u3n., crep. — Mocksa: ®JIMHTA, 2019. — 40 ¢. — ISBN 978-5-9765-2003-
5. — Texkcr: osnexktponHsiid // JlaHb: »snekTpoHHO-OMOMMOTe4Hass cucrema. — URL:
https://e.lanbook.com/book/122620 (nara o6pamenus: 09.08.2023).

3. ManbkoBckas, 3. B. AHrImiickuii s3bIK B CHTyalUsiX IOBCETHEBHOI'O JIEJIOBOTO
obmeHus: yuebnoe mocodue / 3.B. ManbpkoBckas. — MockBa: UH®PA-M, 2023. — 223 ¢. —
(Cpennee mpodeccuonanpbHoe obOpasoBanue). - ISBN  978-5-16-014149-7. - Tekcr:
anexktpoHHbd. - URL: https://znanium.com/catalog/product/1902093 (mata oOpareHus:
09.08.2023).


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/

3.2.3. lonosHUTEIbHbIE HCTOYHUKH (NpU HE0OX00UMOCmuU)

1. Hyxwnosa, E.E. Aurnwmiickuii si3bik. Professional Reading: Law, Economics,
Management : y4eOHoe mocoOme Ui cpeaHero mnpodeccHoHaabHOro oOpa3oBaHHs /
E. E. Hyx)xHoBa. — 2-e u3n., ucnp. u gon. — Mocksa: M3narensctBo FOpaiit, 2023. — 149 ¢. —
(ITpodeccuonansuoe obpazoBanue). — ISBN 978-5-534-12993-9. — TekcT: 31eKTpOHHBIN //
OopasoBaresnbHas miaatdopma [Opaiir [caiir]. — URL: https://urait.ru/bcode/515409 (nara
obpamenus: 09.08.2023).

2. IlecroBa, M. C. AHrnmiickuii s3bIK: TIEpeBOJ] KOMMepUeckoi mokymeHTaruu (B2) :

yueOHoe mocobue s cpeanero npodeccuoHanbHoro odpazosanust / M. C. IlecroBa. — 2-e
u31., uctnp. u non. — Mocksa: M3patensctBo FOpaiit, 2023. — 191 ¢. — (IIpodeccuonansHoe
obpazoBanmue). — ISBN 978-5-534-12172-8. — Texkct: amektpoHHBIH // OOpa3oBarenbHas

wiargpopma HOpaiit [caiit]. URL: https://urait.ru/bcode/517670 (marta oOpameHus:
09.08.2023).

3. Yukunesa, JI. C. Amnrnumiickuii a3k i MeHemxepoB (B1—B2): y4ueOnuk u
MPaKTUKYM JUTsl cpeaHero mpodeccuonansuoro odpazosanus / JI. C. Yukunesa, E. B. JIuBckasi,
JI. C. Ecuna. — 2-e¢ m3a., nepepad. u qorr. — Mocksa: UznatensctBo FOpaiit, 2023. — 203 c.
— (ITpodeccnonanproe obpazoBanue). — ISBN 978-5-534-08492-4. — Tekct: 351eKTpOHHBIH //

OobpazoBarenpHas mnatdopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/516573 (nmara

obpamenus: 09.08.2023).

4. KOHTPOJIb U OLIEHKA PE3YJIbTATOB OCBOEHUSI
YYEBHOM JUCLUILINHBI

Pe3yabTaThl 00yyeHus

| Kpurepun ouenkn

‘ MeTtoabl OLCHKH

HepequL 3H3HI/II>1, OCBAWBACMBIX B paMKaX OUCHUIIIIMHBI

- IpaBUJIa TOCTPOSHHUSI TPOCTHIX
U CJIOKHBIX IIPEUIOKEHUHN Ha
npodeccruoHaNbHBIE TEMBI;

- OCHOBHBIE
o01eynoTpeOuTeIbHBIC
riarojisl (ObITOBAS U
npodeccroHaNbHAs JTCKCUKA);

- JIEKCUYECKUIl MUHUMYM,
OTHOCSIIIUIACS K OTIMCAHHIO
MPEIMETOB, CPEIICTB
MPOIIeCCOB MPO(PECCHOHATBHOM
JeSITeTbHOCTH;

- IpaBUJIa YTEHUS TEKCTOB
poeCCHOHAITEHON
HaIPaBJICHHOCTH;

- (ppaspI-KiHIIe IS BECHUS
Oeceibl M MIEPEIUCKU Ha
WHOCTPAaHHOM SI3bIKE;

- 0COOEHHOCTH MEepeBoIa
JIOKYMEHTOB C HHOCTPAHHOTO

- IGMOHCTPHUPYET 3HAHHE
MpaBHJIa TOCTPOCHUS
MPOCTHIX U CJIOMXHBIX
IIPEIOKEHUN Ha
poeCCHOHAILHBIC TEMBI
- IEMOHCTPUPYET 3HAHHE
OCHOBHBIX
00111eynoTpeOUTEIHHBIX
rJ1aroyioB (OBITOBAs U
npodeccruoHanbHas
JIEKCHKA);

- IGMOHCTPHUPYET
JICKCUYECKUH MUHUMYM,
OTHOCSIIUICS K ONMHCAHUIO
MPEeIMETOB, CPEICTB U
MIPOIIECCOB
npodeccruoHanbHON
JIeSATETHbHOCTH;

- IEMOHCTPHUPYET 3HAHHE
MIPaBHJIa YTCHUS TEKCTOB
npodeccruoHaIbHON
HAIPaBJICHHOCTH;

OueHka pe3yabTaToB
BBITOJIHEHHSI TPAKTUYECKUX
pabor.

OreHka pe3ybTaToOB YCTHOTO U
MUCBMEHHOTO OTIpoca:
WH/IBUYATBHOTO,
(bpOHTATIBHOTO, YIJIOTHEHHOT'O
(KxOMOMHUPOBAHHOT0) OIPOCa.
OrneHka pe3yabTaToB
TECTUPOBAHUS.

OrenHka pe3ynbTaToB
CaMOCTOSITEIEHON paOOTHI.
Onenka pe3ynbTaToB
BBITIOJTHEHUSI IOMAIIHUX
3aJJaHuH.



https://urait.ru/bcode/515409

sA3bIKA.

- IGMOHCTPHPYET 3HAHHE
(bpa3-Knuie s BeaeHUs
Oecenpl M IEPENTUCKH HA
WHOCTPaHHOM SI3bIKE;

- IGMOHCTPHUPYET 3HAHHE
0CcoOeHHOCTEH nepeBoaa
JIOKYMEHTOB C
WHOCTPAHHOTO SI3bIKa

HepequL YMCHHﬁ, OCBAWBACMBIX B paMKaX OUCHUILIIMHBI

- paboTaTth ¢
npodeccuoHaNbHBIMU TEKCTAMH
Ha HHOCTPAHHOM SI3bIKE:

- 00;1a1aTh YMEHUEM
MTOUCKOBOTO U TIPOCMOTPOBOTO
YTEHUSI, U3BJICUCHUS
¢dakTueckoil nHpopmanuu u3
JIOKYMEHTOB,

- COCTaBJIATH U OPOPMIIATH
JICIIOBYIO JIOKYMEHTAIIHIO Ha
WHOCTPAHHOM SI3BIKE;

- IOJIICPKUBATh
npodeccroHaIbHOE OOIICHHS
Ha HHOCTPAHHOM SI3BIKE:

- MIOHUMAThH OOIIUI CMBICIT
YEeTKO MPOU3HECEHHBIX
BBICKA3bIBAaHUI Ha
npo¢ecCroHaTbHBIE TEMBI;

- IOHUMATh TEKCTHI Ha 0a30BbIC
1 ipopecCuoHaIbHBIC TEMBI;

- CTPOMTD IPOCTHIE
BBICKa3bIBaHUs O ceOe M O CBOCH
npodeccroHaTbHOM
JeSITETbHOCTH;

- yU4aCTBOBaTh B TUAJIOTaX Ha
poeCCHOHALHBIC TEMBI.

- IGMOHCTPHUPYET YMCHHE
paboratb ¢
podeccuoHaTbHBIMU
TEKCTAaMH HAa HHOCTPAaHHOM
SI3BIKE;

- IGMOHCTPHUPYET YMEHHE
MTOWCKOBOTO U
MPOCMOTPOBOTO YTCHHS,
W3BIICYCHUS

bakTrueckoil nHpopmanuu
U3 JOKyMEHTOB;

- JIE€MOHCTPHUPYET YMEHHE
COCTaBJICHUS U
odopMIIeHHS 1eT0BOI
JIOKyMEHTAIlUU Ha
WHOCTPAaHHOM SI3bIKE;

- IGMOHCTPHUPYET YMCHHE
MOJIICP)KUBATh
npodeccroHalbHOE
OOIICHUST HA UTHOCTPAHHOM
SI3BIKE:

- JIE€MOHCTPHUPYET YMECHHE
IIOHUMATh OO CMBICII
YETKO MPOU3HECEHHBIX
BBICKA3bIBAaHUH Ha
npoecCHuOHALHBIC TEMBI,
- IGMOHCTPUPYET YMEHHE
MOHUMATh TCKCTHI HA
0a30BbIC U
npodeccruOHALHBIC TEMBI,
- IGMOHCTPHUPYET YMEHHE
CTPOUTH MPOCTHIC
BBICKa3bIBaHUS O ceOe 1 0
cBOCH mpodeccrHoHaIbHOM
JESITEITLHOCTH,

- IEMOHCTPHUPYET YMEHHE-
y4acCTBOBAaTh B TUAJIOTAX
Ha TPpoeCCUOHATHHBIE
TEMBI.

Ouenka pe3yinbTaToB
BBITTOJTHEHHSA NPaKTUIECKUX
3ajaHMidi 1o  pabore  ¢C
uHpOpManuen, TOKYMEHTaMH,
JIATEPATYPOU.

Onenka pE3yJabTaTOB

CUTYallMOHHBIX TECTOB.
OreHka pe3ysbTaToB YCTHOTO U
MUCbMEHHOTO OIIPOCa.

Onenka pe3yabTaToB
MIPOMEKYTOUHOM aTTEeCTaIUH.




T'ocynapcTeeHHOE G10KETHOE TIPOdecCHOHATBHOE 06paz0BaTEIbHOE YUPEKACHHUE
PecryOnuxu Anpires

«MalKonCKUM HHIYCTPHAIBHEIN TEXHUKYM»

/“)4-“-"%"%-
OJIOBPEH F TR R SaS  VTBEPKIIAIO
[Tenarornyeckui COBeT e TN LS
I'BIIOY PA MUT 5 J3
ITpotoxon Ne A+ ,* 2L af

«25» ampens 2024 r. 2% ;

PABOYAS ITPOTPAMMA YUYEBHON JTUCHUATILIAHLI

«CT'.03 Be30nacHOCTDh KH3HEICATEABHOCTH»

Maiixon

2024



COJAEPKAHUE

1. OBIIASI XAPAKTEPUCTUKA PABOYE NPOTPAMMBI
YYEBHOM JUCHUATIIAHEI

2. CTPYKTYPA M  COJIEP)KAHME  YYEBHOI1
JUCIHUATIIVHBI

3. YCJIOBUS PEAJIN3AIIMN YYEBHOM U CIUILIAHBI

4. KOHTPOJIb U OLIEHKA PE3VJbTATOB OCBOEHUS
YYEBHOM JUCLUTIIAHBI



3. OBHIAS XAPAKTEPUCTHUKA PABOYEM ITPOI'PAMMBI YYEBHOM
JUCHUITIINHBI
«CT'.03 Be3onmacHOCTD KM3HEACATEILHOCTH

1.1. MecTo TUCUMIVIMHBI B CTPYKTYPe OCHOBHOI 00pa30BaTeJIbHOM MPOrpaMMbi:
VYueOnass aucuuruinHa «be3omacHOCTh KUZHEIACATEIBHOCTHY SIBISETCS 00s3aTeNbHOM

YacThIO0 COIMAIBHO-TYMAaHHTAPHOTO NHKJIA 00pa3oBaTENbHONW MPOTPaMMBI B COOTBETCTBUH C
®I'OC CIIO no npodeccumu.
Ocoboe 3HaueHue TUCIMIUIMHA uMeeT npu ¢opmupoBanuu u pazsutuu OK 01, OK 02,

OK 04, OK 07.

1.2. He.]'ll: H IINIAHUPYEMBIC PE3YJbTAThI OCBOCHUSA NTUCIIUIIVIMHBI:

B pamkax mporpamMmbl y4eOHOH TUCIMILIMHBI OOYYaIOIIMMHUCS OCBAUBAIOTCS yMEHUS

Y 3HaHUS
Kon Ymenust 3nanust
K, OK
OK 01 YMerTh: 3Hath:
OK 02 MOJI30BAThCA MEPBUYHBIMU OCHOBBI M0’kapo0e30nacHOCTH u
OK 04 CpEICTBaMU MOXKAPOTYILICHHUS; 3J71eKTPoOE30MaCHOCTH;
OK 07 IIPUMEHSATH npaBuUja | Mephl MOXApHOW  0E30MacHOCTH H

NIOBEICHUA B  YPE3BbIYANHBIX
CUTyallMsiIX  NPUPOAHOIO U
TEXHOT€HHOI'0 XapakTepa U MpH
yrpose
aKTa;

o0ecrnieunBaTh YCTOHUMBOCTh
00BEKTOB HIKOHOMMKH;

TEPPOPUCTUUECKOTO

IIPOrHO3UPOBaTh  pa3BUTHUE

COOBITHI u OLIEHKY
MOCJIEICTBUM MPH TEXHOTEHHBIX
Ype3BBIYAHHBIX CUTYyalUsIX |
CTUXMHHBIX SIBJICHUSX, B TOM
qucie B YCIIOBHSIX

IIPOTUBOJICUCTBUS TEPPOPU3MY;

MPUMEHSITh MpaBuIia
MOBEICHUS U JACHUCTBUSA IO
CUr”HajiaM rpaXk IaHCKOM
000pOHBI;

co0onaTh HOPMBI

HKOJIOTMUYECKOM 0€30MacHOCTH;
ONpenessaTh  HaIlpaBICHUS
pecypcocOepekeHrs B paMKax
npodeccuoHaIBHON
NCATCIIBbHOCTU 10
CHEIHATBHOCTH

mpaBmwia 0e30MacHOr0 TOBEJIEHUS IMpH
noXkapax;

CIIOCOOBI 3aIIUTHI HACETICHUS OT OPYKHUS
MacCOBOT'0 IMMOPaXKCHHUS;

MPUHIIUIIEI 00eCTIeYeHHs] YCTONYUBOCTH
00BEKTOB AKOHOMHUKH, MPOTHO3UPOBAHUS
Pa3BUTHUS COOBITUIA U OLIEHKH TIOCIICICTBHIA
HpI/I TCXHOI'CHHBIX LIp€!3BI>I'—IB,I\/JIHI:IX
CI/ITyaIII/IﬂX nu CTHXHﬁHBIX SABJICHUAX, B TOM
YUCJIIC B yCJIOBI/ISIX HpOTI/IBOI[efICTBPISI
TEPPOPUIMY CEpPbEe3HON  yrpose
HallMOHaJILHOM Oe3omacHocTH Poccuu;

3aJa4ud U

KaK
OCHOBHBIE ~ MEpONPHUATHUS
IpaXJ1aHCKOW 0OOPOHBI

OCHOBBI BOEHHOH CIIy>)kKObI M OOOPOHBI
rocy/lapcTBa;

OCHOBHBIE BHJIbl BOOPYXEHHs, BOCHHOU
TEXHUKH U CIEHUAIbHOIO CHApSKEHMUS,
COCTOSIIIMX HAa BOOPYXKEHUM (OCHALIEHUH)
BOMHCKUX IIOAPA3JEICHUA, B KOTOPBIX
HUMEIOTCS BOCHHO-YUYETHBIE
CHEIUAIbHOCTH, POJICTBEHHBIE
cnenuaipHocTaM CIIO;

OpraHu3alulo |

HOPSIOK  NIPU3bIBA

rpaXxJaH Ha BOCHHYIO CIYyX0y U




ONpeeNATh
Boopyxennsix  Cu,
BOICK;

OPUEHTHPOBATHCS

BOCHHOCTYXaIllUX
BoopyxeHHbIX

Poccuiickoi @enepanuy;
Y CTPOEBOM MOJATOTOBKOW;

MOJITOTOBKH rpaxaaH
BOEHHOU CITyk0¢;

MMOMOIIHU MMOCTPAAABIINM.

PAa3JIMYHBIX CUTYyalUAX;

OIpenesATh
3J10pOBbsI u
($u3NYECKOE COCTOSHUE;

IHS, TpaUKOM MHUTAHUS.

BOHMHCKHX 3BaHHUAX

BIIAJIETh OO0mIeH (puznueckon

MOJIb30BATHCS 3HAHUSAMHU B
obnactu 00s13aTeNbHON

JEMOHCTPUPOBATh  OCHOBEI
OKa3aHMs TEepBOW JOBpaueOHOM

OKa3bIBaTh MIEPBYIO
MEIUIIUHCKYIO IIOMOIIE

OCYILECTBIISATh NMPOPUIAKTUKY
MH(EKIIMOHHBIX 3a00JIEBaHUN;
MOKa3aTesu

OIICHUBATh

COCTAaBJIAAITb HWHAWBUAYAJIBHBIC
KapTbl 3J0pPOBbA C PEKHUMOM

MOCTYIUICHUST HAa Hee B JIOOPOBOJHHOM
TIOPSIJIKE;

0o0nacTh  MPUMEHEHUS  MONy4aeMbIX
podecCHOHATBHBIX 3HAHUN npu
HCTIOJIHCHUH  OOSI3aHHOCTEH  BOCHHOM
CITYXOBI,

OCHOBBI OKa3aHHs TEPBOW TOBpaueOHOMN
TTOMOIITH TTOCTPAIABIINM.

o0IIMe  XapaKTEPUCTUKH  TOPaKCHUH
OpraHm3Ma 4YeJIOBEKa OT BO3JICHCTBUSA
OTacHBIX (DaKTOPOB;

KIaccupuKanuio W o0lMe TpHU3HAKU
MH(PEKIMOHHBIX 3a00JICBaHUI;

OCHOBBI 3JI0POBOT0 00pa3a >KU3HH.

2. CTPYKTYPA U COJAEP)KAHUE YYEBHOM JUCIUILINHBI

2.1. O0beM y4eOHOM M CHUILIMHBI U BUAbI YU4eOHO0Il padoThI

Buna yueOHoii padoThI

O0BeM B yacax

O0BbeM 00pa3oBaTeIbHOI MPOrpaMMbl y4eOHOH U CHMIJIHHBI 68
B T.4. B opMe NPaKTHYECKON MOATOTOBKHU 12
BT. 4.:

TEOpeTHIeCKoe 00yueHue 30
MIPAKTUICCKHUE 3aHATHUS 36
IIpome:kyTouHAasi aTTeCcTAIUS 2




2.2. TemaTH4yeCKHUil IJIAaH U COAeP)KAHUE YUeOHOM IMCHMILINHBI

O0nemM, ak. 4. Koapbl
/ KOMIIeTEHIIHIA,
HanMeHoBamme BT.4. B ¢dopmMupoBanuio
pa3Ie/0B 1 TeM Coaepxxanue yueOHOro mareprasa u GoOpMbl OPraHU3aLMHU AeATEILHOCTH 00yYA0IINXCSH popme ) KOTOPBIX
NPAKTHYECKOH | CIOCOOCTBYeT
NOATrO0TOBKH, 3JIeMeHT
aK. 4. NPOrpaMMbl
1 2 3 4

Pa3nen 1. bBe3onacHOCTD KH3HeAESATEILHOCTH B YPe3BbIYAHBIX CUTYalIUAX 30/8
Tema 1.1. Conaep:xkaHue 8/4

[Tonsitne u oOmas kiaccudukanus 4Ype3BbYAMHBIX cUTyauuid. YUpes3BblyaliHble CHUTyalMH OK 01
UpesBbruaiinbie IIPUPOJHOTO M TEXHOTCHHOIO Xapakrepa. UpesBblHaiiHblE CHUTyallud COLHAJIBHOTO OK 02
CUTyalldd MUPHOTO | IPOUCXOXKACHMUs.  TeppopusM M Mepbl 1O  €ro  mpeaynpexiaeHuto.  OCHOBBI 6 OK 04
BPEMCHH M 3alllUTa | [10>kapo0e30M1aCHOCTHU U 3JIEKTPOOE30IacHOCTH OK 07
OT HUX =

B ToM uncJie npaKTHYECKUX 3aHATHI 2

HpakTnueckoe 3ansaTue Ne 1. [IpaBuia noeneHus B Ype3BbIYANHBIX CUTYAIUSAX PUPOTHOTO

Y TEXHOTEHHOI'0 XapaKrepa 2
Tema 1.2. Conep:xxaHue 10/2

SnepHoe opyxue u ero nopaxaromue GpakTopsl. XUMUYECKOE OPYKHE U €r0 XapaKTEepUCTHKA.
Cnoco0b1 3a1UThI buonoruueckoe opyxkue M €ro xapakrepuctuka. JleiicTBUe HaceleHHs B oyare sJI€pHOIO, 8 OK 01
HACEJICHUA OT XUMHUUYECKOro U Ouosornyeckoro mnopaxkenus. Cpeacrsa MHIMBUIYaJbHOW U KOJUIEKTUBHOM OK 02
OPYKHsI MACCOBOI'0 | 3al[UTHI HACEIICHUS OK 04
MIOPAKECHUS B ToM unciie NPAKTHYECKHX 3aHATH I 2 OK 07

IIpakTHyeckoe 3anaTue Ne 2. lcnonb3oBaHue CpeACTB HHAMBUAYAIBHOM 3alIUTHl OT

nopaxkarmmx (haxtopos npu UC 2
Tema 1.3. Conaep:xkaHue 12/2

Enunas rocynapcTBeHHas cucTeMa NpeaynpeskKIeHUS U JIMKBUAALNN YPE3BbIYaiHBIX CUTYalui
Opranuszanuonnsle | (PCYC). [NocymapcTBeHHBIE CITyKOBI IO OXpaHe 3710pOBbs U Oe30macHOCTH TpaxaaH. [loHsTHe OK 01
U MPABOBHIE OCHOBBI | © OCHOBHBIE 33Jaudl TPakJaHCKOW 000poHBI. OpraHu3allMOHHAs CTPYKTypa Tpa’kAaHCKOH 10 OK 02
obecrnieueHus 000poHbl. OCHOBHBIE MeponpuaTHs, TpoBoauMble ['O. JlelicTBUs HaceleHus M0 CUTHaJlaM OK 04
0€30MacHOCTH OK 07

KHU3HECACATCIbHOCTHU




B UPE3BBIYANHBIX

B ToM uncie NMPAKTUYICCKUX 3aHATHIl

CUTYyaLUsIX IIpakTuyeckoe 3ansaTue Ne 3. [IpaBuia moBeAeHUsT U ICUCTBUS MO CUTHATIAM TPaXTaHCKOU

000pOHBI 2
Pa3pnen 2. OCHOBBI BOEHHOI CJ1YK0bI 1 MeIMIMHCKOM MOAT0TOBKH 36/4
Monyab «OCHOBBI BOEHHO# CJIY:KObI» (1151 OHOILIEH ) 36/4
Tema 2.1. Conep:xxkanue 8 OK 01
OcHOBBI BOGHHOM HopmatuBHo-mipaBoBast 0a3za obecrneyeHus BoeHHOM Oe3omacHocTu Poccuiickoit denepanumy, OK 02
0e3omacHOCTH ¢byHknuonupoBanus ee BoopyxeHHbIXx CHil M BOGHHOM cinyxObl rpaxnaH. OpraHuzanus 8 OK 04
Poccuiickoii ob6oponsl Poccuiickoit @eneparuu. OK 07
Denepanuu
Tema 2.2. Conep:xkaHue 8/2 OK 01
BoopyxeHHbIe Pycckast BoeHHas cuja — OT KHSJKECKUX IPYXKUH [0 PAKETHO-KOCMHUYECKUX BOMCK. HazHaueHue OK 02
Cunsl Poccuiickoit | u 3amaun Boopykenusix Cuit. Buasl Boopykennbix Cuil, poja BOMCK, HCTOPHS MX CO3IaHHMS, 5 OK 04
®Denepanuun ux ocHoBHble 3amauu. CocraB Boopyxenubix Cui. PykoBoACTBO U yIpaBiieHHE OK 07

Boopyxennbimu Cunamu.

B ToM ymciie npakTHYeCKUX 3aHATHI 2

IIpakTHyeckoe 3ansaTue Ne 4. O6mas gusnyeckas ¥ CTpoeBast MOJIrOTOBKA 2
Tema 2.3. Conep:xxanue 8 OK 01
BouHckas 1. loHsATHE U CYITHOCTh BOMHCKOM 00si3aHHOCTH. BouHckuil yueT rpaxaan. [Ipu3bIB rpaxian OK 02
00513aHHOCTb B Ha BOEHHYIO CIIyK0y OK 04
Poccuiickoi 2. MeIuiMHCKOE OCBHIETENLCTBOBAHUE W OOCIIENOBAHUE TPaKiaH IPU I[IOCTAHOBKE MX Ha 8 OK 07
@enepanuu BOMHCKMI y4YeT W IMpH NpU3bIBE HAa BOEHHYIO CiyxkOy. OOs3arenbHas U J0OPOBOJIbHAS

IOJrOTOBKA I'PpakJIaH K BOCHHOH ciyx0e
Tema 2.4. Conep:kanue 6 OK 01
CumBoiel BouHCKOH | 1. BoeBoe 3HaMsi 4acTH — CHMMBOJI BOMHCKOM 4ecTd, 00JeCTH M CiaBbl. boeBbie Tpajauiuu OK 02
yecT. boeBbie Boopyxennbix cun PO. [latproTnsm 1 BEpHOCTh BOMHCKOMY JOJITY. OK 04
TpaJUIUH 2. OpzieHa — TIOYCTHBIC HArPaJIbl 32 BOWHCKHME OTIMYHS B OO0 M 3aCIIyT'M B BOCHHOM CIyxk0e. 6 OK 07
Boopyxenubix Cuin | Puryanst Boopysxennsix Cun Poccuiickoii @eneparu. J[pyx6a, BOWCKOBOE TOBAPHIIIECTBO
Poccun
Tema 2.5. Conepxanue 6/2 OK 01

1. Boennast ciysx6a — 0cOObI BUJI TOCYIAPCTBEHHOM CITy:KObI. BOMHCKHE JTODKHOCTH ¥ 3BAHUS OK 02
OpraHusaliOHHbIE | BOEHHOCHYKAalmuX. [IpaBoBOM  cTaryc  BOEHHOCHyKammx. IlpaBa ©  00A3aHHOCTH 4 OK 04
Y [IPABOBBIC OCHOBBI | BoeHHOC/TY)anuX. ColpaibHoe 00eceyeHrne BOCHHOCTYKAIIUX. OK 07

BOEHHOM CITYKObI B

2. Havano, cCpok W OKOHYaHHME BOCHHOW CIYXObl. YBOJBHEHHE C BOCHHOW CIIYKOBI.




Poccuiickoii
Penepaunu

[lpoxoxxaeHne BOEHHOW CHyXObl 1O TpU3bIBY. BoeHHass ciyx0a IO KOHTpakKTy.
AnbTepHaTUBHAs TpaxkJaHCKasl ciryk0a. OTBETCTBEHHOCTh BOCHHOCTY KaluX. OOIIeBOMHCKIE
yctaBbl Boopyxxennbix Cun Poccutickoit denepanuu

B Tom 4mnc/ie NIPAKTHYECKHUX 3aHATHH

IpakTuyeckoe 3ansaTue Ne 5. OTBETCTBEHHOCTh BOCHHOCTYXamuX. OOIIEBONHCKUE YCTABHI
Boopyxennbix Cun Poccuiickoit denepanumu.

Monpyab «OCHOBBI MeIMIUHCKUX 3HAHUID> (VIS IeBYLIEK)

36/4

Tema 2.1.

OO6mue npaBuiia
OKa3aHus NEepBOM
ITOMOIIIA

Conep:kanue

22/4

1. Ctpyktypa u 00beM nepBoit momomu. [Topsiiok BEI30Ba CKOPOIl METUITMHCKOM TTOMOIIIH.

2. Onenka cocTostHUS TocTpaaasmiero. OOmIas XapaKTepUCTHKA TMOPAXKEHHH OpraHu3Ma
YyeJIoBeKa OT BO3JACHCTBHUS omacHBIX ¢dakTopoB. OOIIME MpaBuiIa M MOPSIOK OKA3aHUS TEPBOU
MEIUIMHCKON TOMOILIH.

3. IlepBasi mOMOIIb TPH PA3IUYHBIX OBPEKICHUAX U COCTOSIHUSAX OpTaHU3Ma.

4. IlepBast moMoOILIb IPU TpaBMaTHUECKOM II0Ke. [lepBast momolis Ipyu KpOBOTEUEHUSIX.
IlepBas nomomup npu panax. [lepsas moMonis npu nepenoMax KOCTEu.

5. HepBaH IOMOIIb IIPpHU OXKOrax. HepBa;I nomouib 1mpu O6MOpO)KeHI/I$IX. HepBa;I nomouib 1nmpu
TECPMHUHAJIBHBIX COCTOAHUAX. HepBaﬂ IIOMOIIb IMPH YTOIICHUH.

6. [TepBast momors pu AIeKTpoTpaBMe. [lepBasi MTOMOIIb IPH OTPABICHUH.

7. UmmoOunm3anus. lecMmyprusi.

8. TpancrmopTHas MMMOOWIM3aLMsA U TPAHCIOPTUPOBAHME IOCTPAJABIIMX MPHU PaA3TUYHBIX
MTOBPEXKICHUSIX

9. HepBaa ImoMoulb IMpu MopaxKCHNU aBaprIHO XHUMHUYCCKH OIMaCHBIMH BEUICCTBAMH
HepBaﬂ IOMOIIb B YCIIOBUAX ITPUMCHCHUS OPYKHA MAaCCOBOT'O IMOPAKCHUA

18

IIpakTnueckoe 3ansitie Ne 4-5. [lepBas moMoOILIb NPU Pa3IUYHBIX MOBPEKACHUAX H
COCTOSIHUSIX OpraHu3Ma.

OK 01
OK 02
OK 04
OK 07

Tema 2.2.

[TpodumakTuka
WHPEKIIMOHHBIX
3a00JIeBaHUI

Conep:xxanue

1. Knaccudukanus wuHPEKIHMOHHBIX 3a0oneBanmit. OOmue npu3HAKK WHOEKIIMOHHBIX
3a00JIeBaHUN.

2. BozgymHo-kanensHble uHOekimu. JKemyqouHo-kumiedHble WHQeKknuH. [lumesbie
OTpaBJieH!s] 0aKTEpPUAIbHBIMU TOKCHHAMH.

3. OOume mnpuHUMIIBEI NpOoPUIAKTUKM  HMH(DEKIHOHHBIX  3a0osieBaHUil. [IpaBuiia
rOCMUTANN3AUN UHDEKIIMOHHBIX OOJIbHBIX.

OK 01
OK 02
OK 04
OK 07

Tema 2.3.

Conep:xanue




1. 3nopoBbe u hakTopsl ero popmMupoBaHus. 3M10pOBEIN 00pa3 KU3HU KaK MOJIEb MOBEICHUS

OK 01

ObecrneueHue M Kak TIepBUYHAs MNPOQWIAKTUKA COLMANBHBIX OTKJIOHEHHUH U €ro COCTaBIISIOLIHE. OK 02

3J10pOBOro 00pasa JIBurarenpHas akTUBHOCTH M 310poBbe. IIutanne u 3q10poBbe. Bpenneie npuBbsraku. @akTopsl 6 OK 04

KHU3HU pucka. [Tonsitue 06 uMMmyHuTeTe U ero Buaax OueHka ¢uznueckoro coctosiHus. CoctaBiieHue OK 07
HHIAWBUAYAJIbHBIX KapT 3JO0POBbLA C PCIKMMOM JIHA, Fpa(i)I/IKOM IIUTaHUA.

IIpome:xyTounas arrecraums /13 2

Bcero: 68




3. YCJIOBUSA PEAJIN3AIIMM YYEBHOM JUCHUILIVHBI

3.1. s peajm3anMu MPOrpaMMbl Yy4eOHOM JUCHHUIVIMHBI MPeAyCMOTPEeHbI
cJIeAyIOIHe CIIeHATbHbIC TOMEIICHUS:

Kabuner «be3onacHOCTH XHU3HEIEATEIbHOCTHY», OCHAILEHHBII B COOTBETCTBUU C II.
6.1.2.1 oGpa3zoBaTenbHON IPOTPAMMEBI.

3.2. UudopmannoHHOe odecnedeHne peajn3aluy NporpaMMbl

Jis peanuzanuu mporpamMMmbl OMOIMOTEUHBIH (OHI 00pa3oBaTEeIbHON OpraHU3aluU
UMeeeT IMeYaTHbIC W/WIHM 3JICKTPOHHBIE 0Opa3oBaTeiIbHbIC U WH(POPMAIMOHHBIC PECYPCHI JIJIs
WCIIONB30BaHUsT B oOpaszoBatenbHOM mporecce. [Ipu dopmupoBanuu OubnmoredHoro ¢doHaa
00pa30BaTEIbHON OpraHM3aNyell BHIOMpPACTCST HE MEHEEe OHOTO M3IAHWS W3 NEPEeYHCIICHHBIX
HIDKE TEYATHBIX M3JaHUN U (WJIM) BJEKTPOHHBIX M3JaHUK B KaueCTBE OCHOBHOIO, MPU 3TOM
CIIMCOK MOXET OBITh JIOTIOJTHEH HOBBIMH HU3/IaHUSIMH.

3.2.1. OcHOBHBIE NeYaTHbIE U3TAHUS

1. be3omacHOCTb IKH3HENEATENPHOCTH: YYEOHWK W MPAKTUKYM IS CPETHETo
npodeccuonansHoro obpasosanus / C. B. AOpamoBa [u np.]; mon obmei penakiueir B. I1
Conmomuna. — Mocksa: M3narensctBo FOpaiit, 2023. — 399 c. — (IIpodeccuonansHoe
obpazopanue). — ISBN 978-5-534-02041-0. — TekcT: HEmoCpeICTBEHHBIN.

2. besomacHocTh km3HeAesTenbHOCTH. [IpakTMkym: ydeOHOe mocobue / B. A.
bonpapenko, C. U. Eprymenko, B. A. Jlenuxosa [u ap.]. — Mocksa: PUOP: UHOPA-M, 2023.
— 150 c¢. — (Cpennee npodeccuonanbHoe oOpazosanue). - ISBN 978-5-369-01794-4. - TekcrT:
HETNOCPEICTBEHHBIH.

3. Kapakesn, B. . Bbe3zonacHoCTh >KHU3HENEATEIbHOCTH: YUYEOHUK U MPAKTUKYM JJIS
cpenuero mpodeccuonansHoro oopazosanus / B. U. Kapakesn, 1. M. Hukynmuna. — 3-¢ 3.,
nepepab. u gon. — Mocksa: M3natensctBo FOpaiit, 2023. — 313 ¢. — (IlpodeccuonansHoe
obpazoBanue). — ISBN 978-5-534-04629-8. — Tekct: HEMOCpeACTBEHHBIH.

4. Koconanmoa, H. B. besonacHocts >xu3HenesTenbHOCTH. [IpakTukym: ydeOHOE
nocobue / H. B. Koconanora, H. A. ITlpokomenko. — MockBa: KuoPyc, 2023. — 156 c. —
(ITpodheccmonansroe odpazoBanue). — ISBN: 978-5-406-08196-9. — Tekct: HemmOCpeACTBEHHBIH.

5. Muctok, M. H. OCHOBBI MEIMITMHCKUX 3HAHUIN: YUEOHUK M MPAKTUKYM JJISI CPEITHETO
npodeccuonanbHoro obpazosanus / M. H. Mucrok. — 3-e u3g., nepepad. u gomn. — Mocksa:
WznatensctBo FOpaiit, 2023. — 499 c¢. — (IIpodeccuonansuoe obpazoBanue). — ISBN 978-5-
534-00398-7. — TekcT: HemoCpeICTBEHHBIH.

3.2.2. OcHOBHBIE 3JIeKTPOHHbIEC U3IAHUS
1. be3omacHOCTh KHU3HEACATENBHOCTU: YYEOHHK UM TPAKTHKYM s CPEIHEro
npodeccuonanpHOro odpaszoBanus / C. B. AGpamoBa [u np.]; mox oOmeit pemakiuei B. I1.

Conomuna. — MockBa: HznatensctBo IOpaiit, 2023. — 399 c. — (IIpodeccuonanpHoe
obpazoBanue). — ISBN 978-5-534-02041-0. — Texkct: anektpoHHbIH // OOpa3oBarenbHas
mwiarpopma HOpaiit [caiit]. — URL: https://urait.ru/bcode/511659 (mara oOpameHus:
10.08.2023).

2. besonacHocTh km3HenesTeabHOCTH. IIpakTukym: ydebHOe mocobme / B. A.
bonnapenko, C. 1. Eprymenko, B. A. Jlenuxosa [u ap.]. — Mocksa: PUOP: UHOPA-M, 2023.
— 150 ¢. — (Cpennee npodeccuonanbHoe odpazosanue). - ISBN 978-5-369-01794-4. - TekcrT:



anektpoHHbii. - URL: https://znanium.com/catalog/product/1900594 (nata oOpamieHus:
11.08.2023).

3. Kapakesn, B. 1. bBe3omacHOCTh XKHU3HENEATEILHOCTH: YYCOHUK M TPAKTHKYM JUIS
cpennero npogeccuoHanbHoro oopazosanus / B. W. Kapakesn, 1. M. Hukynuna. — 3-e u3n.,
nepepab. u gon. — Mocksa: M3natensctBo FOpaiit, 2023. — 313 c. — (IIpodeccuonansHoe
obpazoBanmue). — ISBN 978-5-534-04629-8. — TekcT: snexkrpoHHbid // OOpa3oBaTeabHas
mnatgpopma IOpaitt [caiit]. — URL: https://urait.ru/bcode/511628 (mara oOpareHus:
11.08.2023).

4. Mucrok, M. H. OcHOBBI METUITMHCKUX 3HAHHIA: YYEOHUK U MPAKTUKYM JUJIsI CPETHETO
npodeccronanbHoro oopazopanus / M. H. Mucrok. — 3-¢ usn., nepepad. u gorn. — Mocksa:
WznarensctBo FOpaiit, 2023. — 499 ¢. — (Ilpodeccuonansroe oopazosanue). — ISBN 978-5-
534-00398-7. — Tekcrt: anekTpoHHbI // O0pa3oBarensHas miatdopma FOpaiit [caiit]. — URL:
https://urait.ru/bcode/511741 (mara obpamenus: 11.08.2023).

5. Xammnos, . A. Be3zomacHocTh ku3HeAesITeNbHOCTU: yueOHoe mocobue / HI. A.
Xanunos, A. H. Manukos, B. 1. I'neBanos ; noxa pen. I1I. A. Xanunoa. — Mocka: DOPYM :
HNH®PA-M, 2022. — 576 c¢. — (Cpennee mpodeccruonanpHoe oopazoanue). - ISBN 978-5-
8199-0789-4. - Tekcr: snektponnsiit. - URL: https://znanium.com/catalog/product/1815484
(mata obpamenus: 11.08.2023).

3.2.3. JlonoJHUTEIbHbIE HCTOYHHKH

1. Pe3umkxoB, E. A. be3onmacHOCTh >XHU3HEACATEIBLHOCTH: YYEOHHMK JJISI CPEIHETrO
npodeccronansHoro oopazoBanus / E. A. Pe3unkos, A. B. Psa3zanneBa. — 3-e u3a., nepepad. u
nor. — Mocksa: U3natenbctBo FOpaiit, 2023. — 639 ¢. — (IIpodeccrnonansHoe 00pa3oBaHUE).
— ISBN 978-5-534-17400-7. — Texkcr: anexTponHsIii / O6pa3oBatensHas miardopma FOpaiit
[caiit]. — URL.: https://urait.ru/bcode/533016 (nara oopamenus: 11.08.2023).

2. Kypb6atoB, B. A. be3zomacHocTh km3HEAEATENbHOCTH. OCHOBBI Upe3BBIYANHBIX
cutyaruii: yaeoHoe mocobue st CITO / B. A. Kyp6artos, 0. C. Peicun, C. JI. 16109HUKOB. —

CapatoB: IIpodobpazoBanue, 2020. — 121 c. — ISBN 978-5-4488-0820-3. — Texcr:
AJIEKTPOHHBIA //  DNeKTpoHHbIM pecypc 1MdpoBoit  obpazoBarenbHOM cpenpl  CIIO
PROFo6Gpa3zoBanue: [caiit]. — URL: https:/profspo.ru/books/93574 (mata oOpaiueHus:
11.08.2023).

3. bezomacHocTh xu3HEAesITeNpbHOCTH: yueObHoe nmocooue ans CIIO / I'. B. TaryHos, A.
A. Bonkosa, B. I'. [llumkynos, E. E. bapeiies; non penakuueii B. C. Llenenea. — 2-e uzm. —
Caparos, ExatepunOypr: IIpodhobpazoBanue, Ypansckuii henepanbHbiii yHHBEpcHUTET, 2019, —
235 c. — ISBN 978-5-4488-0368-0, 978-5-7996-2790-4. — Tekct: SJEKTPOHHBIH //
DNeKTpOHHBIN pecypc 1udpoBoit oopazoBarensHoil cpensl CIIO PROFob6pa3oBanue : [caliT]. —
URL: https://profspo.ru/books/87788 (mara obpamenwus: 11.08.2023).

4. Ounmanpueii cailtt MunuctepctBa Poccuiickoit denepanuu mo jenam rpaxIaHCKoR
00OpOHBI, YpEe3BBIYAMHBIM CUTYallUsIM U JIMKBUAAIMH TOCIEICTBUN CTHUXUHHBIX OEICTBUH.
Pexxum nmoctyma: http://www.mchs.gov.ru



4. KOHTPO.JIb U OLIEHKA PE3YJIbTATOB OCBOEHMSI
YYEBHOM JUCLUATIJIUHBI

Pe3yabTarnl 00yyeHus ]

Kpurtepuu onenkn \

MeToabl OLIEHKH

Hepeqeﬂb 3HaHI/II7[, OCBAHBAC¢MbIX B paMKaXx THCHHUIIJIHHBI

OCHOBBI I0’Kap0oOE30M1aCHOCTH U
AIEKTPOOE30MaCHOCTH;

Mepbl TOXapHOH 0e30MmacHOCTH
U TIpaBWia 0E30IMaCHOTO TIOBEIACHHUS
IPH MOKapax;

CIIOCOOBI 3aIUThl HACEICHUS OT
OpYKUSI MACCOBOTO MOPAKEHUS;

TIPHHIIATIBI o0ecrieueHHs
YCTOMYUBOCTHU 00BEKTOB
9KOHOMHUKH, MIPOTHO3UPOBAHUS
pasBUTHS COOBITHA W  OIICHKH
MOCIEJACTBHA TPH  TEXHOTEHHBIX
Ype3BBIYANHBIX CUTYAIUAX u
CTUXUIHBIX SIBJICHUAX, B TOM YHUCJIC
B YCJIOBHSIX  TPOTHBOJCHCTBUS
TEPPOPU3MY KaK CEphe3HOH yrpose
HalMOHAJBHOM 0€30I1acCHOCTH
Poccuu;

3a7a4u u OCHOBHBIC
MEPOTIPUSATHS rpakIaHCKOH
000pOHBI

yMeeT OTIpe/IeNATh yrpo3y
MOKapHON O€30TMaCHOCTH;

JEMOHCTPHUPYET 3HAHUS
3(PEeKTUBHBIX MPEBEHTUBHBIX MEP IS
MIPEIOTBPAIECHUS MOKapOOTaCHBIX
CUTYyalluid;

JEMOHCTPHUPYET 3HAHUS
HOPMATHUBHBIX JOKYMEHTOB B CBOCH
npodeccruoHanbHON JESITEIIbHOCTH,
TOTOBHOCTD K COOJIFOIEHUTO
JNEUCTBYIONIETO 3aKOHONATENbCTBA U
TpeOoBaHUI HOPMAaTHUBHBIX

JIOKYMEHTOB, B TOM YHCJI€ B YCJIOBHUAX
MIPOTUBOICUCTBUS TEPPOPUZMY;

AT XapaKTePUCTUKY PA3TUYHBIM
BUJIaM TMOTEHIUAIbHBIX OMACHOCTEH U
MIEPEUNCIISIET UX TTOCIEICTBUS;

dbopMynupyer 3aJaud U OCHOBHbBIE
MEPOIIPHUATHS TPAXKIAHCKOH OOOPOHBHI,

NEepeUHUCIIACT CIIOCOOBI 3aIlIUThI
HACCJICHUA OT OpyXKHd MaCCOBOI'O
TTOpaXCHUSL

[InceMenHbI
W YCTHBIN
ompoc.
TectupoBanue.
Onenka
pe3ynbpTaToOB
BBITIOJIHEHUSI
MPAKTUYECKOMN
paboThI

PesynpTatel ocBoeHust Moyst «OCHOBBI BOGHHOM CITY>KOBD» (JUIsI FOHOIIIEH )

OCHOBBI BOEHHOW CIYXKOBI H
000pOHBI TOCYIAPCTBA;

OCHOBHBIE BHUJIBl BOOPYKCHUS,
BOECHHOU TEXHUKHU U CIICIIUAJIBHOT' O

CHapsSDKEHUS, COCTOSIIIIUX Ha
BOOPYKCHUHU (ocHateHnn)
BOMHCKHX MIOAPAa3ACIICHUN, B

KOTOPBIX UMEIOTCSI BOCHHO-YUESTHBIC
CICIHMATIbHOCTH, POJICTBCHHBIC
cnenuansHocTAM CIIO;
OpraHu3aIus u MOPSIIOK
Npu3biBa TpakJaH Ha BOCHHYIO
cyk0y W TIOCTyIUICHUS Ha Hee B
J0OPOBOJILHOM MOPSIKE;

o0nacTb IIPUMEHEHHUS
HOJYy4YaeMbIX  MpodeccuoHaNbHbIX
3HaHUHI npu UCIIOJIHEHUU
00s13aHHOCTEH BOCHHOM CITY>KOBI;

OCHOBBI OKa3aHus epBOM
JI0BpaueOHOMN HOMOILU
NOCTPaAABILINUM

BJIaJCCT 3HAHUAMU 00 OopraHuzanuu
U TOpAAKE IIpU3bIBa TIpaXXJaH Ha

BOCHHYIO CIIyXk0y;

OpPHEHTUPYETCS B BUJIaX
BOOPY)KCHHUS, BOCHHOW TEXHUKH H
CTIEIUATIBHOTO CHapsDKeHHS,
COCTOSIINX Ha BOOPYKEHUH
(ocHateHnn) BOMHCKHX

MOApa3/ACIeHU, B KOTOPBIX HMMEIOTCS
BOCHHO-yUYETHBIE CHEINaIbHOCTH,
poactBeHHble cneruanbHocTaM CIIO;

JEMOHCTPUPYET 3HAHUS B 0OJACTH
aHATOMO-(PH3UOJIOTUIECKUX
OCIEACTBUI BO3JICUCTBUSA Ha
YeJI0BeKa TPABMHUPYIONIUX, BPEAHBIX U
nopaxaronux pakTopos;

JEMOHCTPHUPYET 3HAHUS TMOpPsAKa U
MpaBWJI OKAa3aHHUA TMEPBOM IMOMOIIA
MOCTPAJaBIIMM, B TOM 4YHUCJIE TMpHU
TPaHCTIOPTHPOBKE

[InceMenHbI
W YCTHBIN
o1poc.
TectupoBanue.
Onenka
pe3ynbpTaToOB
BBITIOJIHEHUSI
MPAKTUYECKOMN
paboThI

Pe3ynbratel ocBoeHust MOAyisl «OCHOBBI METUIIMHCKUX 3HAHUID) (JU1s1 IEBYIIEK)

oOurne XapaKTepUCTUKU ’

JEMOHCTPHUPYET  3HAHUSA

o6umx | ITnchMeHHBIIt




MOpaXEHU OpraHn3Ma 4eJIOBEKa OT | XapaKTePUCTUK MOPAKEHUN OpraHu3Ma U YCTHBII
BO3/ICHCTBUS OMACHBIX (PaKTOPOB; 4eJIoBEKa OT BO3JEHCTBUS OINACHBIX orpoc.
KJIacCU(PUKALIHS u obmue | (hakTopoB; TectupoBanue.
MpU3HAKU UH(PEKIIMOHHBIX kiIaccuuuupyer  MHPEKIUOHHBIE Ouenka
3a00JIeBaHU; 3a0oneBaHus U  (QOPMYIUPYET UX | pe3ylbTaToOB
OCHOBBI  3JIOPOBOTO  00pasa | o0Iiue Ipu3HaKY; BBITIOJIHEHUSI
KU3HU JNEMOHCTPUPYET  3HAHWE  OCHOB | MPAKTUYECKOM
3JI0pOBOTO 00pa3a KU3HH paboThI
Ilepeuensb yMeHHii, 0CBANBAEMbIX B PAMKAaX TUCIHUILTHHBI
MI0JIb30BATHCS MEPBUYHBIMH JI€MOHCTPUPYET yMeHHE | OKCIEepTHOE
CpEelICTBAMU MOXKaPOTYIICHHS; MOJIb30BaTHCS NEPBUYHBIMU | HaOIIOCHHE
NPUMEHSTh TPABWIIA MOBEICHUS | CPEACTBAMH MOKAPOTYIICHUS; 3a X0JI0M
B Ype3BhIYAITHBIX CUTYaIUAX dbopMynupyeT mpaBuiia MOBEICHUS | BBITOIHEHUS
OPUPOAHOTO W TEXHOTEHHOTO | B Ype3BbIUANHBIX CUTYallUsAX | MPaKTHYECKOU
xapakrepa u npu yrpo3e | IpUpOHOTO u TEXHOT€HHOT'O paboThL.
TEPPOPUCTUUECKOTO AKTA; Xapakrepa u npu yrpose Onenka
o0ecrieyuBaTh YCTOWYHMBOCTH | TEPPOPUCTUUYECKOIO aKTa, pe3ynbTaToB
00BEKTOB SKOHOMUKU; JEMOHCTPUPYET YMEHHUE TIPUMEHSTH | BBITIOJHEHUS
IPOTHO3UPOBATH pa3BUTHE | IpaBUJIa MOBEJICHUS U OPUEHTHPYETCS | MPAKTUYECKON
COOBITM U OIIEHKY IIOCJIEICTBUH | B NENUCTBUAX 1o CUTHajaM paboTsI

OpU TEXHOTCHHBIX YPe3BbIYAWHBIX
CUTYAITUSAX U CTUXHUHBIX SIBICHHUSX,
B TOM 4HCIE€ B  YCJIOBHAX
MIPOTUBOICHCTBHUS TEPPOPHU3MY;

NPUMEHSATH TpaBUjia MOBEIACHUS
u IEUCTBHUS 1o CUTHaJIaM
rpaKIaHCKOW 000POHBI;

Cco0Ir0IaTh HOPMBI
HKOJIOTMYECKOM 0€30MacHOCTH;

OTIPE/ICIIATh HaTPaBIICHUS
pecypcocOepekeHusT B paMKax
MpoeCCHOHANBHONU  JIESITEIIBHOCTH
10 CIEIUATHHOCTH

Ipa)xJ1aHCKOM 00OPOHBI

Pesynbrarsl ocBoeHust Moyl «OCHOBBI BOGHHOM CITY»KOBI» (111 FOHOLIEH )

OIpeeIIsATh BU/IbI
Boopyxennbix Cuii, pojia BOKCK;

OpPUEHTHPOBATHCSA B BOMHCKHUX
3BaHUAX BOEHHOCITYKaIlIUX
Boopyxennbix Cun Poccuiickoit
®enepannu;

BIAJIETh OOmIeH (U3NYECKON H
CTPOEBOM MOATOTOBKOM;

JIEMOHCTPUPOBATh OCHOBBI
OKa3aHMs TepBOM  JoBpaueOHON
MTOMOIIIX TTOCTPAIABIINM

OTIPEACIIAET BUIBI BOOPYKECHHBIX
CHUJI, POJIa BOMCK;

OpPUEHTHPYETCS B BOMHCKHUX
3BaHMIX BOCHHOCTYXAIIUX
BOOPYKEHHBIX CHJI POCCHICKOM
(enepanun;

JEMOHCTPHUPYET 00111y10

(U3MYECKYIO U CTPOEBYIO TIOJTOTOBKY,
HaBBIKM 00s3aTE€bHON TMOJTOTOBKH K
BOCHHOU CIIyk0€; OCHOBBI OKa3aHHs
MepBOi JOBpaueOHOM MOMOILHA
MIOCTPAIaBIINM

DKCIepTHOE
HaOJIrOIcHNE
3a XOJI0M
BBITIOJTHEHHUSI
MPAKTUYECKOM
paboTHI.
Ornenka
pe3ynbTaToB
BBITIOJTHCHHSI
MIPAaKTUYECKOU
paboThl

Pe3ynbratel ocBoeHMst MOAYIs «OCHOBBI MEIUIIMHCKUX 3HAHUID) (UIs1 IEBYILIEK)

OKa3bIBaTh MIEPBYIO

MEIUIMHCKYIO MOMOIIb B

Pa3IMYHBIX CUTYAIUsX;
OCYHIECTBIISATh  MPODUIAKTUKY

WH(PEKIIMOHHBIX 3a00JICBaHUN;

JEMOHCTPUPYET YMEHHME OKa3aTb
NEepBYI0 MEIUIMHCKYIO IIOMOIIb B
Pa3IMYHBIX CUTYAIHSX;

BIIaJIceT
poHIAKTUKA

NpUHINIAMA
UH(EKITMOHHBIX

DKCnepTHOe
HaOJIrOIeHNE
3a X0JIOM
BBITOJTHEHHUSI
MPAKTUYECKOMN




OTIpEeNIeTISATh MoKaszaTeNu | 3a00JIeBaHMI; paboTHL.

300POBbA U OLICHUBATDH (1)I/I3I/I‘leCI(0€ OIPCACILICT IMMOKA3aTCIIN 3J0POBbs U OLIGHKa
COCTOSAHUCE, OLCHUBACT (1)I/I3I/I‘ICCKOG COCTOSIHHEC, PE3YIbTATOB
COCTaBJIATH UHAWBUIYaJIbHBIC COCTaBJIACT WHIAWBUAYAJIbHBIC BBITNIOJTHCHUA

KapThl 370POBBSI C PEXKHUMOM JHA, | KAPTHI 30POBBS C PEKUMOM [HS, | TPAKTUICCKOM
rpauKOM MUTAHUS rpaduKOM MUTAHUS paboThI
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PABOYAS ITPOI'PAMMA YUYEBHOH JUCITMIIIMHBI

«CT'.04 ®uzngeckas KyabTypa»



COJEPKAHUE

. OBILASI XAPAKTEPUCTUKA PABOYEI TPOTPAMMBbI
YYEBHO# JTUCLUAILIUHBI

. CTPYKTYPA Ul COJEPKAHUE YUYEBHOM
TACIATITAHBI

. YCJIOBUSA PEAJIN3AIIMA YUYEBHOM JUCIUTLIAHBI

. KOHTPOJIb Y1 OLIEHKA PE3YJIbTATOB OCBOEHMUSI
YYEBHOM JUCLUIIAHBI



4. OBIIASI XAPAKTEPUCTHUKA PABOYEM ITPOT'PAMMBI YUEBHOI
JUCIIUIIJINHBI
«CT'.04 ®usznueckasi KyJbTypay»

1.1. MecTo JUCHUIIMHBI B CTPYKTYPe OCHOBHOI 00pa3oBaTe/IbHOM MPorpaMMbI:
VYueOnass nucuuiuinHa «@u3ndeckas KyjlabTypa» sBIseTCsl 00s3aTeNbHOM YacThIO

COIMAIbHO-TYMaHUTAPHOTO IMKJA 00pa3oBaTeIbHOM MporpamMMbl B cooTBeTcTBUU ¢ PI'OC
CIIO 1o mpodeccun 46.01.03 Jlemonpon3BOAUTEb.
Ocoboe 3HaueHNe JUCHUIUIMHA UMeeT npu (hopmupoBanuu U pazsutun OK 04, OK 8.

1.2. Heab ¥ miIaHupyemMble pe3yJabTaThl 0CBOCHHUS JUCUMIIIIMHbI:
B pamkax mporpaMmbl y4eOHOW MUCHMILIMHBI OOYYAIOIIMMUCS OCBAaWBAIOTCS YMEHHS

Y 3HAHHA
Kon Ymenus 3HaHusA
IIK, OK
OK 04 — HCII0JIb30BaTh CpencTBa | — poib (U3NYECKOH KYJIbTyphl B
OK 08 ¢buznueckoi KYJIBTYpBI JUIS | OOLIEKYIBTYPHOM, MPO(hEeCcCHOHAIBHOM

COXpaHEHHS M YKPEIUICHUS 3JI0POBbSI
B Ipolecce  NpodecCHOHATHHON
ACATCIIBHOCTHU u NnoAACpIKaHUA
HE0OXOIMMOT0 ypOBHSI (hU3HUECKOM
MOATOTOBJICHHOCTH;

— IPUMEHSTh PAllOHAIBHBIC PUEMBI
JIBUTaTEJIbHBIX byHKIUI B
npoQeCcCUOHANTBHON NeATETbHOCTH;

- I10JIb30BaThCs CpencTBaMHU
npopUIAKTUKN nepeHanpsKeHNs
XapaKTepHbIMU Ui JTAHHOM

npodeccuu.

U COIMAIILHOM Pa3BUTHU UYEIIOBEKA;
— OCHOBBI 37I0POBOTO 00pa3a KH3HH;

YCIIOBUS npodeccruoHanbHON
JNEITENbHOCTH M 30HBl  PHUCKa
¢du3nueckoro 3J10pOBbS IS
npodeccuu;

- cpeacTsa npoduIaKTUKN

IIEPEHAIPSIKEHUSA U YTOMIISIEMOCTH.




2. CTPYKTYPA U COJAEP)KAHUE YUEBHOM TV CHUILIAHBI

2.1. O0beM yueOHOI IMCUMIIJIMHBI M BH/IbI Y4e0OHOMH padoThl

Bup yuyeOHoi padoThI O0beM B yacax
O0bem 00pa3oBaTeJbHOM MPOrPaAMMBbI Y4eOHOM M CHUATIINHbBI 36

B T.4. B )opMe NPaKTHYECKOH MOATOTOBKH 32

BT. U..

TEOpeTUYeCKoe 00yIeHnE 2
MIPaKTUYECKHUE 3aHATHUS 32
IIpomexyTounas arrecranus /13 2




2.2. TemaTnveckuii IJIaH U coep:kaHue Y4eOHOM AU CUMIIIMHBI

Oo0neM, ak. 4. / Koner .
B TOM HHCIe KOMIIeTeHIIHIA,
(¢popmupoBanuio
HaumenoBanue Coaepxxanue yueOHOro Mmatepuasia u GopMbl OPraHu3al UM 1eSITeTbHOCTH B (hopme
pa3/esioB U TeM o0yyarommxcst NPaKTHYeCKOii KOTOPLIX
AT OTOBKM, cnocod0cTByeT
aK. 1. 3J1eMeHT
NPOrpamMMmbl
1 2 3 4
Pa3zpnen 1. @usndeckas KyabTypa u popmuposanmne 30K 2
Tema 1.1. Copepxanue 1 OK 8
3n0poBblii 00pa3
SKH3HH 3nopoBbe HaceneHuss Poccum. @DakTophl puUCKa U UX BIUSHUE Ha 3J0POBBE.
CoBpeMeHHAsT KOHIICTIIIHUS 3JI0POBbS M 370poBOro oOpasa xu3au. MotuBamms 30XK.
Kputepuu »s¢ddextuBHOCTH 3710pOBOrOo 00paza 3KU3HHU. €0 OCHOBHBIE METOJIbI,
MOKa3aTeaM M  KPUTEPUM  OLEHKH, HCIIOJIb30BAaHWE  METOJI0OB  CTaHAApTOB,
AHTPOTIOMETPHUECKUX HHIIEKCOB, HOMOTpaMM, (PYHKIIMOHAJIBHBIX MPOO.
Opranm3Mm, cpena, amantamus. KynaeTypa mnmranus. BospactHas —¢dwusumonorus.
Opranuzanus >KU3HEIEATEIBHOCTH, aJlekBaTHas OuoputMam. KynbTypa 370pOBBS U
BpeaHble mpuctpacTus. CekcyalibHas KyJabTypa — KIIOU€BOH (aKTOp MCUXUYECKOTO U
¢uznueckoro Onaronosryunst ooyuatonierocs. KyiabTypa NCUXHYECKOTO 310POBBSI.
Tema 1.2 Conep:xanue 1 OK 8
duznyeckas Pons ¢pusndeckoit KyapTypbl B Ipo(hecCHOHANBHOM NeSTENbHOCTH JEIOTPOU3BOIUTEIS.
KYJbTYypa B Jlepunut nBUTATENFHOM AKTUBHOCTH Kak (aKTOp YXYIIICHHUS 3/10pOBbs, CHIDKEHUS
npodeccMoOHAJBHOM | YMCTBEHHOW H (Qu3ndeckoil pabotocrnocobHocTr [IpomsBojcTBeHHas Qu3nyeckas
NAeATEeJIbHOCTH KyJIbTypa, €€ IeJib U 3a7aud. MeTognuecKkue OCHOBBI MPOU3BOICTBEHHOMN (PU3NUeCKOn
JAeJIONPOU3BOAMTENs | KyabTyphl. [Ipon3BoncTBeHHas ¢u3ndeckas KyiabTypa B pabodee Bpems. Ouzmueckas
KyIbTypa ¥ CHOPT B cBoOomgHoe Bpems. IIpodunaktuka mnpodeccrnoHaIbHbIX
3a00JIeBaHU U TpaBMaTU3Ma CpeJIcTBaMU (PU3NYECKOMN KYIbTYpPhl
Pa3nen 2. ®u3nyeckas noAroToBKa
Tema 2.1. Jlerkas Conepxanue 12/12
aTjeTuKa TpeOGoBanus mporpaMMbl 1 HOPMATUBHI IO Jierkoi atnetuke. Kiaccuduxanus BuaoB
JIETKOM aTJIETUKH. OK 04, OK 8
B ToM ymcJie NPaKTHYECKUX 3aHATHH 12




IMpakTraeckoe 3aaatue Ne 1-2 ber 60m, 100m, 800Mm, 1000Mm, 2000m, 3000M. 4
[Ipaktuyeckoe 3ansTre Ne 3. BBICOKMIA, CpeHMIA, HU3KUI CTapTHI. 2
[TpaxTrueckoe 3anarue Ne 4. Dctadetnsiii Oer 4x100m, 4x400Mm. 2
[TpaxTrueckoe 3anatue Ne 5. TIppKOK B IJTMHY CHOCOOOM «COTHYB HOTH». 2
ITpaktrnueckoe 3anstue Ne 6. CriopTuBHas X0/1604. 2
Coaep:xkaHue 6/6
Tema 2.2. O6uas B ToM uuciie, NPaKTHYECKUX 3aHATHI 6
P [Ipaktuueckoe 3anarue Ne7-8. HOCTpOGHI/IH,VHepeCTpOeHI/IH, pas3nuYHbIe BUIBI XObOBI, 4
HOArOTOBKA KOMIUIEKCHI 00IIIEpa3BUBAIOIINX YIIPAXKHEHH, B TOM YHCIIE, B Tapax, ¢ MpeJIMeTaMu. OK 04, OK 8
[Tpaktrueckoe 3ausatue Ne 9. Crienmanbabie 6erossie ynpakuenus (CbY). TloasuxHbie 5
UTPBI.
Conepixanue 4/4
B ToM unciie, NpaKTHYECKUX 3aHATHI 4
Tema 2.3. [MpakTraeckoe 3anstre Ne 10. KoMImiekcsl BOJTBHBIX OOIIEPa3BUBAIONINX YIIPAXKHCHHH.
ATnernyeckas VYrpaxHeHuil ¢ cOOCTBEHHBIM BECOM. YIPaXXHEHUS C MpeAMeTaMH. YIPaXHEHUS CO 2 OK 04 OK 8
THMHACTHKA CBOOOJHBIMU BECAMU: TUPSIMH, TAaHTEIISIMU. ’
[Ipaktnueckoe 3amstue Ne 11, Kommiekcsl mpodecCHoHAIBHO-TIPUKIATHBIX 2
T'MMHACTHUYECKUX YIPAKHEHUN. YIPAXKHEHUS U1 Pa3BUTHUSI THOKOCTH.
Pa3nea 3. CnopTuBHBIE HTPBI
Conepixanue 4/4
B ToM ymcJie NPAKTHYECKUX 3aHATHH 4
IMpakTuyeckoe 3ansTme Ne 12-13. Croiikm B BoseliOone. IlepememnieHus 1o
wiomanke. [lomaya wmsida: HWKHSAS TpsiMasi, HIDKHSSE OOKOBas, BEpXHsSs MpsMas,
Tema 3.2. Boaeii6oa | Bepxuss 6okoBas. [Ipuem msua. I[lepenaun msaua. Hamanaromue ynapsl. biokupoBanue
Hanazgaromero ynapa. CrpaxoBka y ceTku. PaccraHoBka urpokoB. TakTuka Wrpsl B OK 04, OK 8
3aluTe W HamaJeHud. VIHOuBUIyanbHbIE IEHCTBUS MTPOKOB C Ms4oM, Oe3 MsAuya.
B3aumoneiictBue uWrpokoB. YueOHas wurpa. YdacTue B Cy[eHCTBE CHOPTHBHBIX
COCTSI3aHHUU.
Tema 3.3. Conep:xkaHue 4/4
Backer6oa B ToM ynciie npakTHYeCKUX 3aHATHI 4
IIpakTnueckoe 3ansaTue Ne 14-15. Ilepememenue no ruromanake. Bexenue msua.
[Tepenaua msiya: IByMs pyKaMu OT TPYJIH, C OTCKOKOM OT T0JIa, OJTHOW PYKOM OT IlIeya, OK 04, OK 8

CHHU3Y, C60Ky. JloBnsg msuya: ABYMsI pyKaMH Ha YPOBHC I'pyaH, «BBICOKOI'O» Md4a, C
OTCKOKOM OT I10J1a. BpOCKI/I MsA4Ya IO KOJbOy C MECTA, B JIBUKCHHMU. TakTuka WUI'pbl B




HanagaeHuu. MHauBuyanpHbple AeCTBUS Urpoka 0€3 Msua M C MS4OM, IPYNIOBLIE U
KOMaHJIHbIe IeUCTBHs UTpoKoB. TakTHKa UTpsl B 3amuTe B 6ackerbose. ['pynmnoBsie u
KOMAaHJIHbIE JECHUCTBUS HWIPOKOB. JIBYCTOpDOHHAS wurpa. YdacTMe B CYyIEHCTBE
CIOPTUBHBIX COCTSI3aHUM.

Paznen 4. Koutpoabu

bI¢ HOPMATHBBI

Copep:xanue 4/4
Tema 4.1. P .
B ToM 4ncJie NPAKTHYECKUX 3aHATHI
KonTpoabHsble -
[Ipaktuyeckoe 3ausTre Ne 16. Craya HOpMaTHBOB MO JIETKOH aTJIETHKE, THMHACTHKE. 2 OK 04, OK 8
HOPMAaTHBBI »
IIpakTueckoe 3anarue Ne 17. Cnaua HopMaTHBOB 110 BoJeiibony (OackeT0oity) 2
IIpome:xyTounas arrecraums /13 2
Bceero: 36




3. YCJIOBUSA PEAJIN3AIIMM YYEBHOM JUCHUILIVHBI

3.1. s peajm3anMu MPOrpaMMbl Yy4eOHOM JUCHHUIVIMHBI MPeAyCMOTPEeHbI
cJeayouue cnenuaabHbie MOMeIeHU:

CrnopTuBHBIM 3ajl, OCHAIICHHBIH B cooTBeTCcTBUM ¢ 1. 6.1.2.1 oOpa3oBarenbHOI
MPOTPaMMBbI ¥ CTaJIHOH.

3.2. UnpopmannoHHOe odecnedeHne peajan3aluy NporpaMMbl

Jis peanuzanuu mporpamMMmbl OMOIMOTEUHBIH (OHI 00pa3oBaTEeIbHON OpraHU3aluU
UMEET TeYaTHbIC W/WJIM DJICKTPOHHBIE 00pa3oBaTelbHbIC W MH()OPMAIMOHHBIC PECypChl s
WCIIONB30BaHUsT B oOpaszoBatenbHOM mporiecce. [lpu ¢opmupoBanun OubnmoredHoro ¢GoHaa
00pa3oBaTeNIbHONW OpraHM3anueil BBIOMpAeTCs HE MEHEe OJHOTO H3/aHUS U3 MEePEUHCICHHBIX
HIDKE TEYATHBIX M3JaHUN U (WJIM) BJEKTPOHHBIX M3JaHUK B KaueCTBE OCHOBHOIO, MPU 3TOM
CIIMCOK MOXET OBITh JIOTIOJTHEH HOBBIMH HU3/IaHUSIMH.

3.2.1. OcHOBHBIE NeYaTHbIE U3TAHUS

1. ®wusnyeckas KyapTypa: ydeOHOE TIOCOOHME Ml CpelHero mpodecCHOHAIBHOTO
obpazoBanus / E. B. Koneesa [u np.]; mox penakmueii E. B. KoneeBoit. — 2-e uzn., nepepad. u
nom. — Mocksa: U3natenbctBo FOpaiit, 2023. — 599 ¢. — (IlpodeccuonanbHoe 0Opa3oBaHuE).
— ISBN 978-5-534-13554-1. — TekcT: HemoCpeACTBEHHBIM.

2. Mymnep, A. b. ®wusuueckas KyapTypa: YUeOHHK W TpPaKTUKyM Ui By30B / A. b.
Mymnep, H. C. Hdanuukuna, FO. A. boramenko. — Mocksa: M3snarensctBo FOpaiit, 2023. —
424 c. — (Bsicmiee oopazoBanue). — ISBN 978-5-534-02483-8. — TekcT: HEMOCpeICTBEHHBIH.

3. ®ununnosa, 0. C. dusnyeckas KyapTypa: yuyeOHO-MeToauueckoe nocodue / FO.C.
Ounmunmoa. — MockBa: UHOPA-M, 2023. — 197 ¢. — (Cpennee mnpodecCuoHAIbHOE
obpazoBanue). - ISBN 978-5-16-015948-5. - Tekct: HEemoCpeACTBCHHBIN.

3.2.2. OcHOBHBIE 3JICKTPOHHbIEC U3IAHUS

1. Owusunueckas KynbTypa: y4eOHOE IMOCOOHME Il CpemHero MnpodecCHOHAILHOTO
obpazopanus / E. B. Koneesa [u 1p.]; monx penakiueit E. B. Koneesoit. — 2-e uzn., mepepad. u
nor. — Mocksa: U3natenberBo FOpaiit, 2023. — 599 ¢. — (IlpodeccronanpHoe 00pa3oBaHuUE).
— ISBN 978-5-534-13554-1. — Tekcr: anexTponHslii // ObpazoBatensHas miargopma FOpaiir
[caiiT]. — URL: https://urait.ru/bcode/517442 (nara obpamenus: 11.08.2023).

2. be3boponos, A. A. Ilpaktuueckue 3aHsaTHs 10 Bojeiibony / A. A. be3boponos. — 2-¢
u3n., crep. — Cankt-IletepOypr: Jlanb, 2023. — 92 ¢. — ISBN 978-5-507-46032-8. — Tekcr:
AIEKTPOHHBIN /! Jlans: AJIEKTPOHHO-OMOIMOTeYHAS cUCTEeMA. — URL:
https://e.lanbook.com/book/295940 (nata o6pamenus: 11.08.2023).

3. Mymnep, A. b. ®usnueckas KyapTypa: yUeOHMK M NMpPAaKTUKyM 1 By30B / A. b.
Mymnep, H. C. saauukuna, FO. A. boramenko. — Mocksa: MU3narensctBo IOpaiit, 2023. —
424 c¢. — (Boicmee obpaszoBanue). — ISBN 978-5-534-02483-8. — TekcT: aneKTpOHHBINA //
OobpazoBarenpHas miatdopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/510794 (mara
obpamenus: 11.08.2023).

4. CniopTHBHBIE WIDBI: NpaBWIa, TAaKTHKA, TEXHUKA: ydyeOHOe mocoOue asi CpemaHero
npodeccuonanpHoro obpaszoBanmsi / E. B. KoneeBa [u np.]; mom obGmeit pemakmueir E. B.
KoneeBoit. — 2-e uzn., nepepad. u gon. — Mocksa: MznatensctBo IOpaiit, 2023. — 322 ¢c. —
(ITpodeccuonansaoe obpazoBanue). — ISBN 978-5-534-13046-1. — TekcT: 27€KTPOHHBIN //



OobpazoBarenpHas mnatdopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/517443 (nmarta
obpamenus: 11.08.2023).

5. @ununmnosa, 0. C. dusnyeckas KyapTypa: yuyeOHO-MeToauueckoe nocodue / FO.C.
OwmnmnoBa. — MockBa: UHDOPA-M, 2023. — 197 ¢. — (Cpennee mnpodecCuoHAIbHOE
obpazoBanme). - ISBN  978-5-16-015948-5. - Tekcr: osnekrtponnsii. -  URL:
https://znanium.com/catalog/product/1905554 (mata oopamenus: 11.08.2023).

3.2.3. JlonoJiHUTEIbHbIE€ HCTOYHUKH

1. Bypyxun, C. ®. Metoauka oOy4yeHus: GU3NUECKOl KylbType. THMHACTUKA: yueOHOe
nocobwue s cpenrero npodeccruonansuoro oopazosanus / C. @. bypyxun. — 3-e uza., ucnp. u
nor. — Mocksa: U3natenbctBo FOpaiit, 2023. — 176 ¢. — (IIpodeccrnonansHoe 00pa3oBaHUE).
— ISBN 978-5-534-16391-9. — TekcT: anmekTpoHHbIi / OO0pa3zoBarenbHas miatdopma FOpait
[caiiT]. — URL: https://urait.ru/bcode/530930 (mara obpamenus: 11.08.2023).

2. 'epmanos, I'. H. Metonuka o0yuenus npenmety «Dusudeckas KyapTypay. Jlerkas
aTyieTKa: yaeOHoe rmocodue AJisi cpeiHero npodeccuoHansuoro oopasosanus / I'. H. ['epmaHoB,
B. I'. Hukurymikun, E. I'. IlykanoBa. — Mocksa: M3narensctBo IOpaiit, 2023. — 461 ¢c. —
(ITpodeccuonansrnoe obpazoBanue). — ISBN 978-5-534-05784-3. — TekcT: 37€KTPOHHBIN //
ObpazoBarenpHas mnatdopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/514930 (nmarta
obOpamenus: 11.08.2023).

3. CamocrosTenpHas paboTa CTyIeHTa 10 (PU3UYECKON KYJIbType: ydeOHOe TTocoOue s
By30B / B. JI. Konnakos [u np.]; mox penakuueii B. JI. KongakoBa. — 2-e u3., HCIIP. U JOM. —
Mocksa: UznarensctBo IOpaiit, 2023. — 149 ¢. — (Bpicmee obpa3oBanue). — ISBN 978-5-
534-12652-5. — Tekcrt: anexkTpoHHbIi // O6pa3oBarensHas miatdopma FOpaiir [caiiT]. — URL:
https://urait.ru/bcode/518491 (nmara obpamenus: 11.08.2023).

4. Teopust m MeTOaUKa HM30paHHOTO BHJA CIOPTA: y4eOHOE TOCOOWE ISl CPEIHETro
npodeccuonansHoro obpasosanus / T. A. 3aBbsoBa [u nap.]; mox pemakmnumeit C. E.
HIuBpuHCKOH. — 2-€ U3A., ucnp. u gon. — Mocksa: U3narensctBo FOpaiit, 2023. — 189 ¢. —
(ITpodeccuonanproe obpazoBanue). — ISBN 978-5-534-08356-9. — Tekcr: anekTpoHHBIH //
OoOpazoBarenpHas miatdopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/515408 (mara
obpamenus: 11.08.2023).

4. KOHTPOJIb 1 OHEHKA PE3YJIbTATOB OCBOEHMUAA

YYEBHOM JUCIHUILINHBI

PesyabTaThl 00y4eHuUs1 | Kpurepun ounenkn | MeTtoabl OIeHKH
IlepeyeHb 3HAHUI, OCBAHMBAECMBIX B PAMKAX I CHUIINHBI
— poiib GU3NIECKOH KYJIBTYPHI B | — JEMOHCTPUPYET HABBIKM | YCTHBIN OMPOC.
OOIIEKYJIBTYPHOM, BIAJCHUS, TaKTUKOH B | TecTHpOBaHHUE.
po¢eCCHOHATEHOM U | CHOPTUBHBIX UIPaXx; DKcrepTHOe HAGMIONeHHe 3a
COLIMAIIBHOM Pa3BUTHM | —  BIAJCET  TEXHUKAMH | y ooy BLINOMHEHMS
YEJI0BEKa; BBITIOJTHEHUSI NPaKTHUECKOH paGoTHL.
— OCHOBBI 3JJ0pOBOTO 00pa3a | ABUraTeJIbHbIX ACHCTBU,
KHU3HU; YCIIOBUSI | —  BBINOJHSET TAaKTUKO-
po¢eccHoHaIbHON TEXHUYECKHE JIEeUCTBUSA B
NeSTEIBHOCTH W 30HBI PHUCKA | UIPE;
(Gu3n4ecKoro 370pOBbsS U | — BBINOJHSET TpeOyemble
npodeccuu (CeruanbHOCTH); AJIEMEHTHI.
— cpeacTtBa  NPOPHIAKTUKU
MepeHanpsKEHUs U
YTOMJISIEMOCTH.




Hepeqeﬂb yMeHHi;I, OCBAaUBACMbIX B paMKaXx JUCIHHUIIJINHBI

— UCTIOJIB30BaTh (PU3KYIBTYPHO-
037I0POBHUTEIIHHYIO
JESITeTBHOCTD ISl YKPCTUICHHS
3II0pOBBA, TOCTHKCHUS
KU3HCHHBIX "
npoecCHOHANBHBIX TENECH;

— TMPHUMCHATh pallMOHAIBHBIC
MIPUEMBI JIBUTATEIIbHBIX
¢GbyHKIMI B mpodeccuoHaIbHON
NeSITEIIBHOCTH;

— TIOJNB30BAaThCS  CPEACTBAMHU
npoUIaKTUKA
NepeHAIPSIKSHUS
XapakTepHBIMU U1 JTAHHOM

CIICOUAaJIbHOCTH.

- JeMOHCTPUPYET
CHCTCMHBIC  3HaHHA B
00JIaCTH OCHOB 3JI0POBOTO
o0pa3a JKM3HH U POJH
¢u3nyecKoil KyJabTyphl B
TapMOHHYHOM  Pa3BUTHH
JMYHOCTH YEIIOBEKA;

— BiajeeT uHpopmanuei o
perymsipHbIX  (puzndYecKux
Harpy3kax B BBIOpaHHOU

npodeccun U crocobax
poUIaKTUKU
npod3abdoeBaHU.

DKCnepTHOE HaONIOJCHUE 3a

X040M BBIINIOJTHCHUA
NPaKTHYECKOH paboTHI.
Onenka pe3yJIbTaTOB
BBIIIOJTHEHUSI  KOHTPOJIBHBIX
HOpPMAaTHUBOB.
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COJEPKAHUE

1. OBILIAA XAPAKTEPUCTHUKA PABOYEW NPOTPAMMABI
YYEBHOM JUCLHUILINHEI

2. CTPYKTYPA W  COJEPXAHUE  YYEBHOM
TV CHUIIIAHBI

3. YCJOBUS PEAJIM3AIIAU YYEFHOM JUCHUIIJINHBI

4. KOHTPOJb W ONEHKA PE3YJBTATOB OCBOEHMS
YYEBHOM JUCHUTLINHEI



5. OBIIASI XAPAKTEPUCTHUKA PABOYEM ITPOT'PAMMbBI YUEEHOI
JUCIIUIIJINHBI
«OI1.01 [TesioBast KyJbTypa»

1.1. MecTo TUCUMIVIMHBI B CTPYKTYPe OCHOBHOI 00pa30BaTeJIbHOM MPOrpaMMbi:

VYuyeOHasg AUCHUIUIMHA

«JlenoBas

KYJIbTYypa»

SABJIIETCI  0053aTEJBbHOM  4YacThIO

oOmenpodeccnoHaIbHOTO MKKIJIa 00pa3oBaTeabHOM porpamMMel B cootBeTcTBrN ¢ DI'OC CIIO

o npodeccun 46.01.03 Jlemonpon3BoUTENb.
Ocoboe 3HaueHue TUCIMIUIMHA uMeeT npu ¢opmupoBanuu u pazsutuu OK 01, OK 02,
OK 04, OK 05, OK 06, OK 09.

1.2. llesqb ¥ IUIaHUPYeEMbIe Pe3yJbTATHI OCBOCHUS TUCHMIINHBI:
B pamkax mporpamMmbl y4eOHOUW TUCIUIUIMHBI OOYYArOIIMMHUCS OCBAaWBAIOTCS YMCHHS

Y 3HAHMA
Kon Ymenus 3Hanus
IIK, OK

OK 01 - OCYILECTBIIATh MpodeccuoHanbHOE | - MPaBUJI AEIOBOI0 OOILEHUS;

OK 02 oOmeHne ¢ CoOMIOJEHHEM HOPM U | STUYECKUX HOPM B3aMMOOTHOIICHHH C
OK 04 MPaBUJI JIEJIOBOTO ATUKETA; PYKOBOJICTBOM, KOJIJIETaMH,
OK 05 - TNPUMEHATb TEXHUKU W IPUEMBI | KIMEHTAMM;

OK 06 3¢ (HeKTUBHOTO oOmIeHMs B | - OCHOBHBIX TEXHHK U IPUEMOB
OK 09 npo¢eCCHOHAILHON AEATENbHOCTH; OOIIEHNUS: TPABUJI CITYILIAHUS, BEICHHS

- mepeaaBaTh MH(GOPMAIMIO YCTHO H
IMACHEMEHHO C CcOOII0IEHEM
TpeOOBaHUH KyIbTYPBI PCUH;

- moAaepXkuBaTh OECKOH(MIUKTHOE

O6IJ_ICHI/IC B KOJIVLICKTHBC.

Oecepl, yOSKICHMS,

- ¢opMm oOpamieHus, HU3IOXKCHUSI
pocko, BBIPAXKECHUS
NPU3HATENILHOCTH, CHOCOOBI

apryMeHTallul B TPOU3BOJICTBEHHBIX
CUTYaIIUsX;

- HWCTOYHUKOB, IIPUYMH, BHAOB U
c1roco0o0B pa3penieHus: KOH(IUKTOB;

- OCOOGHHOCTH [I€JIOBOTO CTWIS U
UMHJDKA JISJIOBOTO YEJIOBEKa;

- TpaBWI OpraHu3aluu padodvero
MPOCTPAHCTBA ISl WHAWBHIYaJIbHOU
pabotbl ©W  TPOdecCHOHATHLHOTO

00IIIEHHS.




2. CTPYKTYPA U COJAEP)KAHUE YUEBHOM JUCHUILIAHBI

2.1. O0beM yueOHOI IMCUMIIJIMHBI M BH/IbI Y4e0OHOMH padoThl

Bup y4yeOHoii padoTsl O0beM B yacax
O0bem 00pa3oBaTeJbHOM MPOrPaMMBbl Y4eOHOM M CHUATNINHbBI 36

B T.4. B )opMe NPaKTHYECKOH MOATOTOBKH 12

BT. 4..

TEOpeTUIEeCKoe 0OyueHue 22
MPAKTUYECKUE 3aHITH 12
[Ipomexxyrounas arrectarus /13 2




2.2. TemaTn4eckuii IJIaH U coep:kaHue YUeOHOH AU CUMIIIMHBI

Oo0neM, ak. u. Koasl
/ KOMIIeTeHIHII,
B TOM uncjge | ¢GopMUpPOBAHMIO
HaumeHnoBanue Copep:kanue y4eOHOro Mmatepuasia u (popMbl OpraHu3anuu JesiTeJbHOCTH B dopvie KOTODLIX
pa3/iesioB U TeM od0y4yammxcs P . P
NPAKTHYECKOH | cmocodcTByeT
NOArOTOBKH, 3J1€eMEHT
aK. 4. NPOrpaMMbl
1 2 3 4

Pa3pnen 1. DTu4yeckas cocTaB/sIlOIIAs 1€J10BOM KYJbTYPbI
Tema 1.1. Conep:xxanue 5 OK 01,
OcHoBHbBIE OK 02,
3JIEeMEHTbI OCHOBHBIE JIEMEHTHI JEJOBOW KYJIbTYphl. BiMsHMEe MeHTanuTeTa HapoAa Ha HJEOJIOTHIO OK 06
1eJ10BOii nes1oBoi KyabTypbl. CoBpeMeHHasi poCCHiicKas esoBas KyJIbTypa. 2
KYJbTYPBbI
Tema 1.2 Conep:xxaHue 2 OK 01,
ITHKA H [TousiTust «dTKa» U «Mopaiby. [IpodeccuonanbHas 3THKAa KaK COBOKYMHOCTh MOPAJIbHBIX OK 02,
KYJbTYpa HopM. Hopmbl u nmpunnunsl npodeccuonanbHoi 3tuku. IlpodeccuonanbHbie MOpasibHbIE 5 OK 06
NnoBe/IeHUsl HOpMBI. [IpUHIMNBI STHKM J€JOBBIX OTHOLIeHWH. [IpaBmiia 3TUKKM /€TI0BOTO OOIICHHMS.

JlemoBas 3TUKa 1 ICTOBOM ITHKET.
Pa3gen 2. OBaageHnue 1e/10BoM KyJIbTYpoil U 001eHHeM B IPO(ecCHOHATBbHOM JeATeJbHOCTH

Conep:kaHue 4/2

OpraHu3anyoHHas KyilbTypa. ODTHYECKHME HOPMBI B3aMMOOTHOLIEHHUH C PYKOBOJCTBOM,

KoJuteramu, kiveHtamu. CiykeOHas cyOopauHarus. [IpaBuna cyOopauHamuu Ha pabodem OK 01,
Tema 2.1. mecte. CyOopaunHanusi Ha pabore Mexnay kosuieramu. CyOopauHanus Ha paboTe MExXIy 2 OK 02,
CayxeOHast HAaYaJIbHUKOM ¥  MOAYMHEHHBIM. OmUOKH, KOTOphIE 3aTPYAHSIOT  COOJIIOICHUE OK 04,
cyOopauHanus cybopaunarmu. [locnencTBust HecoOMOIeHUs CyOOpAMHAIIH. OK 05,

B ToM 4nciie, NPAKTHYECKUX 3aHATHI 2 OK 06,

IIpakTnyeckoe 3anaTHe Ne 1. Kogekc »TukM U ciaykeOHOro TOBEACHUS PaOOTHHKOB 2 OK 09

OpraHu3aluy.
Tema 2.2. Conep:kaHue 26/10 OK 01,




JenoBoe

oduIeHue.
ITHKeET B
JEeJTOBBIX

OTHOIIICHUAX.

IToBbIlIEHNE POJIN 1€710BOT0 O0LIEHUS] B COBPeMEHHOM Mupe. /lei1oBoe oOlieHre U ero
cnenupuka. XapaKTepUCTUKU JAeiaoBOoro oomeHus. DyHKIUHM, CTPYKTypa, CpeIcTBa
obOmienns. Buner oOmenus. Bugsl KOMMyHHMKanuu B OOMICHWH. OTambl OOLICHHS.
Anroputmsl oouieHus. Mepapxusi 1 napTHEPCTBO B 1€JIOBOM OOIICHHH.

PoJib peyeBoro 3Tukera B /1€JI0BOM KOMMYHHMKanuu. DakTopsl GOpMUpOBaHHS PEUEBOIO
stukeTa. OOcTaHOBKa OOWIEHHS W O3TUKETHblE (opMynbl. OCHOBHBIE TpyIIbl (HopMyI
peueBoro sTHKeTa. Thl- M Bbl- oOpaiieHue. DTUKET M COLMAIBHBIA CTaTyc ajpecara.
Cucrema oOpamieHuii B pycCKOM peyeBOM JTHKeTe. LlepeMOHUM U 3THUKETHbIE TEKCTHI.
3nakomcTBO. Pekomenanun. PedyeBble cuTyaluy yTelIeHUs, COUyBCTBUS, COO0IE3HOBAHMUS.
PeueBbie QopmMynsl KOMIUIMMEHTa, OA0OpeHus, mnoxBaibl. HesepOanbHbIE cpeacTBa
KOMMYHHKAIIMM U PEUYEBOM ITHUKET.

KoncTpykTuBHOe AesoBoe obmeHue. CiymaHue B J1€10BOM KOMMYHHMKAaWU. TpyaHOCTH
sddexkTuBHOrO ciaymaHus. Buabl M TeXHUKH CIyIIaHUA. OMOLUMU B  OOILEHUU.
[Icuxonoruueckue npuemsl pacrosiokeHus k cebe. IIpoxcemuka. Opranuszamnms padodero
npoctpancTBa. [lo3unmu pacnonokeHus JI0AeH Mpy JeJI0BOM OOIICHUH.

JleCTPyKTHBHAS KOMMYHHMKAlIUsi B CHTyanMsX AeJoBoro oomenus. KoH(piukrel B
nenoBoM oOmieHnu. Konpaukr u ero crpykrypa. CrtpaTeruu moBeieHUs B KOH(DIMKTHBIX
cuTyauusax. MIcTOuHUKY, MPUYUHBI, BUAbI KOHPIUKTOB. CrnocoObl n3deranus, pazpeuieHus
KOH(JIMKTHBIX CUTYaIUH

PeueBoe o0ecneyeHue e10BbIX KOHTAKTOB. Jluajiorosoe [ej0Boe oOLIeHHe.
OcobeHHOCTH J1eoBOM Oecenbl Kak BUAA PEUYEBOil AESATEIBHOCTH. YCTOWYMBBHIE pEUYeBBIE
000poTHl I yrpaBieHus xojnom Oeceapl. CoOeceoBaHue MpH MpUeMe Ha paboTy — Kak
OJIMH U3 BUJIOB JICIOBOM Oecebl.

Tenedpon B aenoBoii komMmyHukammu. KynbTypa nenoBoro oOmeHHs 1O TenedoHy.
PeueBpie mpaBuiia 1 0COOEHHOCTH TeaehOHHBIX pa3roBOpoB. PedeBoii aTHKeT B TeaehOHHOM
00IIeHUH.

HesoBas mnepenucka. @Dopmbl oOpamenus. Mznoxenue mpock0d.  Bripaxkenue
npusHaTenbHOCTH. CHocoObl apryMeHTalud B MPOU3BOACTBEHHBIX CHUTYAIUSIX. SI3BIKOBBIE
(dhopmysel 0UIIMATIBHBIX IOKYMEHTOB.

I'pynnoBeie ¢popMbl gesioBOro odmenus. Ilonarue nenoBoro cosemanus. Buabl 1e10BbIX
coBelmanuid. TpeOoBaHMS K pEUuEeBOMY IIOBEJIEHUIO YYAaCTHMKOB JIEJIOBOTO COBELIAHMUS.
[Ty6nnunoe BbIcTyruieHue. I[lcuxonormyeckue OCOOEHHOCTH IMYOJIMYHOTO BBICTYIUICHMS.
IIpesenTanys.

Poar mMuaxa B [1€JOBOM o0menun. Bausnue HMH/IKA YEJ0BECKA HaA J/1€JJ0BbIC
OTHOIIICHUA B OpPraHvu3anuu. COCTaBJ'IHIOH_II/IC BHEIIHETO OOJIMKA JCJIOBOI'0 4YCJIOBCKA:

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




KOCTIOM, TpUYecKa, MaKusK, akceccyapol. [loctpoenue coOctBeHHOro obpasa. Oumbku B
co3nanur U odopmiieHUH MMUKa. [lenmoBod rapmepo6. BusurTHas kapTouka B JEIOBOU
KNU3HU.

B ToM 4nciie, IPAKTHYECKUX 3aHATHI 10

IIpakTnyeckoe 3ansitue Ne 2. [IpuBercTBHe, NpeACTaBICHUE, TUTYJIOBAaHHE B JEIOBOU

chepe. DopMUpOBaHME YMEHHs YCTAaHABIUBATh M MOJACPKUBATH JEJIOBBIE KOHTAKTHI, 2

WCIIONIB3Ys BepOAIbHBIEC U HEBEPOATbHBIC CPEACTBA OOIICHUS.

IpakTuueckoe 3ansaTue Ne 3. [IpaBuia pedyeBoro 3TUKETa MPHU pa3roBoOpe Mo TeiaedoHy U 2

IpY BUIC000IIEHUH C KOJUIETaMH U MTapTHEPAMH.

IIpakTyeckoe 3ansaTHe Ne 4. KoHQIIMKTHI U KyJIbTYpa UX pa3pelIeHHUs. 2

IIpakTnyeckoe 3ansatue Ne 5. J[enoBoil MMHMDK M penmyTanus - aTpuOyThl YCHEIIHOW 5

npodeccCHOHAIbHON Kapbephl.

IIpakTyeckoe 3ansiTue Ne 6. CobecenoBanue ¢ paboToaaTeIeM. 2
ITpomexyTounas arrecranus /I3 2

Bcero:




3. YCJIOBUSA PEAJIN3AIIMM YYEBHOM JUCHUILIVHBI

3.1. s peajm3anMyd MPOrpamMMbl y4eOHOH JUCHHUIVIMHBI IPeAyCMOTPEHBI
cJIeAyIOIHe CIIeHATbHbIC TOMEIICHUS:

Kabuner «O6menpodeccnoHanbHbIX AUCUUIUIMHY», OCHAIIEHHBIH B COOTBETCTBUU C II.
6.1.2.1 oOpa3oBaTeIbHON TPOTPAMMBI.

3.2. UnpopmannoHHOe odecnedeHne peajan3aluy NporpaMMbl

Jis peanuzanuu mporpamMMbl OMOIMOTEUHBIH (GOHA 00pa3oBaTeIbHON OpraHU3aLUH
UMEET TeYaTHbIC W/WJIM DJICKTPOHHBIE 00pa3oBaTelbHbIC W MH()OPMAIMOHHBIC PECypChl s
WCIIONB30BaHUsT B oOpaszoBatenbHOM mporecce. [Ipu dopmupoBanuu OubnmoredHoro ¢doHaa
00pa3oBaTeNIbHONW OpraHM3anueil BBIOMpAeTCs HE MEHEe OJHOTO H3/aHUS U3 MEePEUHCICHHBIX
HIDKE TEYATHBIX M3JaHUW U (WJIM) 3JIEKTPOHHBIX M3JaHUWA B KaueCTBE OCHOBHOIO, MPU 3TOM
CIIMCOK MOXET OBITh JIOTIOJTHEH HOBBIMH HU3/IaHUSIMH.

3.2.1. OcHOBHBIE NeYaTHbIE U3TAHUS

1. XKepnakoBa, M. b. [lenoBoe oOImieHHe: y4eOHUK W TPAKTHKYM IS CPETHETO
npogeccronansHoro oopasosanus / M. b. XKepnakosa, M. A. Pymsauesa. — 2-e uzn., nepepad.
u gon. — MockBa: M3marensctBo IOpaiit, 2023. — 319 c¢. — (IlpodeccuonansHoe
obpazopanue). — ISBN 978-5-534-16605-7. — TekcT: HemocpeICTBEHHBIH.

2. Kompmukwaa, T. b.  JlemoBas KynapTypa: ydeOHOe mocoOue il CpEeaHEro
npodeccuonanbHoro obpazosanus / T. b. Komprimkuna, Y. B. llyctuna. — 3-e u3n., ucnp. u
non. — Mocksa: M3gatensctBo FOpaiit, 2023. — 145 ¢. — (Ilpodeccuonanproe odpa3oBaHue).
— ISBN 978-5-534-15388-0. — TekcT: HelmocpeACTBCHHBIM.

3. JlaBpuHenko, B. H. JlenoBas kymbTypa: yd4eOHMK W NPAKTHKyM JJIS CPEIHEro
npodeccuoHaipHoro oopasosanus / B. H. JlaBpunenko, JI. M. Yepneimosa, B. B. Kadran; mox
penakmueit B. H. JIaBpunenko, JI. Y. YepnsimoBoii. — Mocksa: U3aareasctBo FOpaiit, 2023, —
110 c. — (Ilpodeccuonanbroe obpazoBanme). — ISBN 978-5-534-16814-3. —  TekcT:
HENOCPEACTBEHHBIH.

4. Yepnsimosa, JI. M. Tlcuxomnorust oOmieHus: 3TUKA, KyIbTypa M ITHKET JEIOBOTO

oOmieHusi: ydyeOHoe mocobme ans cpeaHero mnpodeccuoHampHoro obpaszoBanus / JI. .
UepnsimoBa. — Mocksa: MznmarensctBo [Opaiit, 2023. — 158 c¢. — (Ilpodeccuonanbroe
obpazoBanue). — ISBN 978-5-534-16622-4. — TekcT: HEMOCPECTBEHHBIH.

3.2.2. OcHOBHBIE JIEKTPOHHbIE U3TAHUS

KepnakoBa, M. b. [lenoBoe oOmieHue: y4eOHUK U TPAKTUKYM [UJIsI CPETHETO
npodeccronanbHOTO 00pa3oBanus / M. b. epnakosa, 1. A. PymsaneBa. — 2-¢ u3., nepepad.
u gon. — MockBa: M3marensctBo IOpaiit, 2023. — 319 c¢. — (IlpodeccuonansHoe
obpazoBanue). — ISBN 978-5-534-16605-7. — Tekct: anekTpoHHBIH // OOpa3oBareinbHas
mwiatrpopma HOpaiit [caiit]. — URL: https://urait.ru/bcode/531363 (mara oOpaieHus:
11.08.2023).

Konpmmkuna, T. Bb. JlenoBass KyJbTypa: Yy4yeOHOe T1OcoOHMe Uil CpPEJHEro
npodeccuonanpHoro obpazoBanus / T. b. Konsimkuna, W. B. lllyctuna. — 3-e u3g., ucnp. u
nor. — Mocksa: U3natenbctBo FOpaiit, 2023. — 145 ¢. — (IIpodeccuonanpHoe oOpa3oBaHue).
— ISBN 978-5-534-15388-0. — Tekcrt: asekTponHbIH / O0pa3oBarenbHas miatdopma FOpaiir
[caiit]. — URL.: https://urait.ru/bcode/513617 (nara oopamenus: 11.08.2023).

JlaBpunenko, B. H. [lemoBas kymbTypa: y4YeOHHK U MPAKTUKYM JJIS CPEIHETO
npogeccruonansHoro oopazosanus / B. H. JlaBpunenko, JI. M. Yepnsimosa, B. B. Kadran; nox



penakuuei B. H. JlaBpunenko, JI. Y. Uepnsimosoil. — Mocksa: U3narensctBo FOpait, 2023. —
110 c. — (Ilpodeccuonanbroe oOpasoBanme). — ISBN 978-5-534-16814-3. —  TekcT:
3JICKTPOHHBIN /l OO6pa3oBareiibHas mwiardopma Opaiit [caitT]. —
URL.: https://urait.ru/bcode/531736 (nara oopamenus: 11.08.2023).

Yepnbimona, JI. WM. Ilcuxomorust oOwmieHHs: 3THKA, KyJIbTypa U ATHKET JAEJIOBOTO
oOmeHus: ydeOHOe mocoOue s cpemaHero mnpodeccruoHambHoro obpaszoBanms / JI. W

YepubimoBa. — Mocksa: WznarensctBo FOpaiit, 2023. — 158 c. — (IIpodeccuonanbuoe
obpazoBanue). — ISBN 978-5-534-16622-4. — Tekct: anekTpoHHBIH // OOpa3oBareinbHas
wiargpopma FOpaiir [caiit]. — URL: https://urait.ru/bcode/531390 (nmata oOpamieHus:
11.08.2023).

3.2.3. J/lonoJHUTENbHbIE HCTOYHUKH
1. Kynbrypa peuu u AesnoBoe o0IIeHue : y4eOHHUK U MPaKTUKyM AJis By30B / B. B. Xumuk

[u ap.] ; orBercTBeHHBIE penakTopsl B. B. Xumuk, JI. b. BonkoBa. — Mocksa: M3aarenscTBo
FOpaiir, 2023. — 308 c. — (Boicmee oOpa3oBanue). — ISBN 978-5-534-00358-1. — Texkcr:
MeKTpoHHBIH  //  OOpasoBarenbHas  miatpopma  HOpaiir  [caiit]. —  URL:

https://urait.ru/bcode/511449 (nara oopamenus: 11.08.2023).

2. ITan¢wunosa, A. I1. Kynbrypa peun u nenoBoe oOmeHune: Y4eOHUK W MPAKTUKYM IS
cpenuero npodeccronanbHoro oopasosanus / A. I1. [Tarndumosa, A. B. JlonmaroB. — Mockaa:
W3znarensctBo HOpaiit, 2023. — 488 c. — (IIpodeccuonansnoe obpazoBanue). — ISBN 978-5-
534-16686-6. — Texkct: anmekTponHbIi // OOpazoBaTenbHas miatdopma FOpaiT [caiiT]. — URL:
https://urait.ru/bcode/531486 (nara obpamienus: 11.08.2023).

3. Cemenosa, JI. M. VMHIKMEHKUHT: Y4eOHMK W TpPaKTUKyM Juisi By3oB / JI. M.
CemenoBa. — Mocksa: UznatensctBo FOpaiit, 2023. — 141 ¢. — (Bricuiee obpa3zoBanue). —
ISBN 978-5-534-11004-3. — Texkct: anektpoHHbIN // OOpa3oBatenbHas miatdopma Opaiit
[caiit]. — URL.: https://urait.ru/bcode/517753 (nara obpamenus: 11.08.2023).

4. CobonpHuKOB, B. B. DTHKa 1 1IcHX0I0THS AEIOBOTO 001IeHHs : yaeOHOe mocodue Jyist
cpennero mnpodeccuonansHoro obpaszosanus / B. B. CoGonpaukoB, H. A. Koctenko ; moj

penakuueit B. B. CoGonpHuKOBa. — 2-¢ u3., mepepab. u gon. — Mocksa: M3narenbcTBo
HOpaiir, 2023. — 202 c. — (IlpodeccuonansHoe obpazoBanue). — ISBN 978-5-534-06957-0.
— Texct: onextpoHHblii // OOpasoBarensHas r1iargopma FOpaiit [caiit]. — URL:

https://urait.ru/bcode/516252 (nara obpamienus: 11.08.2023).

4. KOHTPOJIb 1 OHEHKA PE3YJIbTATOB OCBOEHMUAA

YYEBHOM JUCIHUIIINHBI

PesyabTaTnl 00y4eHHs ‘ Kpurepun onenkn ‘ MeTtoabl OLeHKH
[lepeueHp 3HaHUI, OCBAaUBAEMBIX B paMKaX JUCIUIIMHBI
- IpaBWJI JIEJIOBOTO O01IeHNus U | JleMOHCTpHUpYyeT 3HaHue Onenka pe3ynbTaTOB
TUYECKUX HOPM MIPaBUJI €JI0OBOTO OOIIEHHUS | BBIMOJIHEHUS PAaKTUYECKON
B3aMMOOTHOLIEHUH C Y ATUYECKUX HOPM paboTHI.
PYKOBOJICTBOM, KOJIJIETAMH, B3aUMOOTHOIIEHUH C DKcrnepTHOE HAOMIOJIeHHE 3a
KJIINEHTAMU; PYKOBOJICTBOM, X0JI0OM BBITIOJTHEHUS
- OCHOBHBIX TEXHHK Y IPUEMOB | KOJUIETaMH, KIMEHTaMHU. MPAaKTUYECKOH paboTHI.
OOLIeHMS: TPaBUII CIyILIAHUS, JleMoHCTpUpYyeET 3HaHKE YCTHBII M NHCBMEHHBIN
BeZIeHUs Oeceibl, yOexKIeH s, OCHOBHBIX TEXHUK U orpoc.
- opMm oOpareHus, U3I0KEHUS | TPUEMOB OOIIECHUS: TectupoBanue.
pOochO, BBIPAKEHHS IIPAaBHJI CIIYIIAHHUS,



https://urait.ru/bcode/531736

MIPU3HATEIBHOCTH, CTIOCOOBI
apryMeHTaluu B
MIPOU3BOJICTBEHHBIX CUTYAIIHSX;
- ICTOYHUKOB, IPUYUH, BUJIOB U
croco00B pa3peneHus
KOH(JIUKTOB;

- 0COOEHHOCTH JIEJI0OBOI'0 CTHIIS
M UMHJIKA JIEJIOBOTO YEJIOBEKA;
- TIPaBUI OpraHu3aIuu
pabodero mMpoCTpaHCTBA ISt
WHIUBUIYATBHOW paboThl |
pohecCHOHABHOTO OOIICHUS.

BEJIEHUs Oecebl,
yOeKICHMUS;

- (opm obparenus,
U3TI0KEHUS TIPOCKO,
BBIPAXKCHUS
MPU3HATEIILHOCTH,
CIIocoOBI apryMeHTaIuH B
MIPOU3BOICTBEHHBIX
CUTYaLUsX.
JleMoHCTpUpYyET 3HaHUE
HMCTOYHUKOB, PUYHH,
BUJIOB U CITIOCOOOB
paspenieHns KOH(JIUKTOB.
Opuentupyercs B
0COOEHHOCTSIX JIEJIOBOrO
CTHJISL ¥ UMUJIKA JIETIOBOTO
YeloBeKa.
JleMoHCTpUpYET 3HaHUE
MIpaBWJI OpraHU3aluU
pabouero MpocTpaHCcTBa
JUTSL UHIUBUTyaTbHON
paboThHI U
npodeccuoHaIbHOTO
0011IeHMSI.

IlepeyeHb yMeHUM, OCBAMBAEMBIX

B paMKax OUCHHUIIIIMHBL

- OCYIIECTBIIATH
npogeccroHalIbHOE 00IIEHUE ¢
cOOJII0ICHEM HOPM U TIPaBUII
JIETI0BOTO ATUKETA;

- IPUMEHSTh TEXHUKH U
npuéMsbl 3PHEKTUBHOTO
oOuieHus B mpoQeccuoHanbHON
JeSTEIbHOCTH;

- mepeiaBaTh HHPOPMAIIHIO
YCTHO M TTHCBMEHHO C
coOroIeHreM TpeOoBaHUI
KYJBbTYPBI PEUH;

- IOAJICPXKHUBATh
OeCKOH(IIUKTHOE OOIIEHUE B
KOJUIEKTHUBE.

JeMoHCTpHUpyeT yMeHHe
OCYILIECTBIISATh
npodeccroHalbHOE
oOnieHue ¢ coOMoIeHueM
HOPM H TIPaBUJI JIEJIOBOTO
ATHUKETA.

JeMoHCTpHUpyeT yMeHHe
PUMEHATH TEXHUKU
npuémsbl 3P HEeKTHBHOTO
oO1IeHus B
npodeccuoHaTbHON

e TeBHOCTH.
JleMoHCTpUpyeT yMEeHHUE
nepeaaBaTh HHGOpMAIUIO
YCTHO U IIMCBMEHHO C
coOuoieHreM TpeOOBaHHIMA
KYJIBTYpBI PEUH;
JleMoHCTpUpyET yMEHHE
O KUBATh
O0eckoH(IMKTHOE 00IIIeHUE
B KOJUIEKTHUBE

OueHka pe3yabTaToB
BBITIOJIHEHUSI IPAKTUYECKOM
paboTHI.

DKcnepTHOE HAOIIOIEHUE 32
XOJIOM BBITIOJTHCHHSI
MPAKTHYECKON pabOTHI.
OneHka BBIMOJTHEHUS
YIIPAXXHEHHUU U pEIICHUS
CUTYAI[MOHHBIX 33724
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6. OBIIASI XAPAKTEPUCTHUKA PABOYEM ITPOT'PAMMbBI YUEEHOM
JUCIIUIIJINHBI
«OI1.02 ApxuBHOe 1eJ10»

1.1. MecTo TUCUMIVIMHBI B CTPYKTYPe OCHOBHOI 00pa30BaTeJIbHOM MPOrpaMMbi:

VYueOHasi JUCUUIUIMHA  «ApPXUBHOE  JI€JO»  SBJIsIeTCsl  00sA3aTeNbHOM  YacThIO
oOmenpodeccuoHaNbHOTO IUKIIa 00pa3oBaTeIbHON porpammel B cootBeTcTBrm ¢ GI'OC CIIO
o ipodeccrn 46.01.03 Jlenonpon3BoIuTENb.

Ocoboe 3HaueHme JUCHUIUIMHA UMeeT npu popmupoBanuu U pazsutun OK 01, OK 02,
OK 05, OK 09.

1.2. llesqb ¥ IUIaHUPYeEMbIe Pe3yJbTATHI OCBOCHUS TUCHMIINHBI:
B pamkax mporpamMmbl y4eOHOW TUCIUIUIMHBI OOYYAIOIIMMUCS OCBAaMBAIOTCS YMEHUS
Y 3HAHUS

Kon YmMmenus 3Hanus
IIK, OK

OK 01 - [pUHUMAThL  apXUBHBIE  J€ja | - 3a1ad  apXUBHOM  CIyKOBI B

OK 02 (moxyMeHTBI) Ha mocTosiHHOe wiaH | Poccuiickoit Denepanuu,

OK 05 JIOJITOBPEMEHHOE XPAaHEHHE; - CHCTEMBI apXWBHBIX YUPEXKICHUHN B

OK 09 - yyacTBOBaTh B  mpoBejcHum | Poccuiickoil Denepanuu;

IIK 2.4 SKCHEPTHU3Bl ILEHHOCTH pPa3jINYHbIX | ~ IIpU3HAKHU KHaCCI/I(I)I/IKaHHH

IIK 2.5 TUTIOB ¥ BHAOB JOKYMEHTOB B | AOKYMCHTOB ApXUBHOTO donma

IIK 2.6 COOTBETCTBMH  C  BHYyTpeHHHMH | Poccuiickoit Ddeneparnu;
periiaMeHTamMu OpraHu3aluy; - PeKMM M CHOCOOBI  XpaHEHHs
- coOiroaTh HOpPMATHBHBIC CpokH | APXHUBHBIX  JIOKYMCHTOB, HX y4CT H
XpaHEeHHs! el (JOKyMEHTOB); MOPSIIOK UCTIOJIb30BaHUS JIEIT;

- HAy4yHO-CIIPaBOYHBIM ammapar K
JIOKYMEHTaM apXHBa.

- pa3memniaTh ~ apXWMBHBIE  JeTia
(IOKYMEHTBI) Ha MECTaxX XpaHCHHUS B
COOTBETCTBUM C  HOPMATHUBHBIMHU
TpeOOBaHUSMHU B 00JaCTH apXUBHOTO
JieNia U yIpaBlIeHUs JOKYMEHTaMU;

- cOoOJI0IaTh HOPMATHUBHBIE PEKUMBI
XpaHEeHUs ApPXHUBHBIX e
(IOKYMEHTOB) Ha JIFOOBIX HOCUTEIISX;

- IPOBOAUTDH OITMCAHHUEC APXUBHBIX JICJI

(IOKYMEHTOB);
- MOJIb30BAThCSA CIIPaBOYHO-
MTOUCKOBBIMU CpeICTBAMH K

apXUBHBIM JieJIaM (JIOKYMEHTaM);

- (QopMHpOBaTH E€AMHUIBI XPAHCHHS
JOKYMEHTOB JUI MX TOCJEIYIOLIETO
PasMCIICHHUA B apXHUBC OpraHU3alluu,

- OCYHICCTBIIATDH IIOUCK A€

(IOKYyMEHTOB) BPEMEHHOT'0 XpaHEHHS




B IIpolecC€ WX  XpaHCHUs B
CTPYKTYPHBIX  INOJpa3JEeiICHUsAX U
apXMBE OpPraHU3aLUU;

- IOJrOTaBIMBATh HH(OPMAIIMOHHbIE
JOKYMEHTBI 110 3aIpocam
TOJIB30BATEIEN PA3ITUYHBIX
KaTeropui.

2. CTPYKTYPA U COJIEP)KAHUE YUEBHOM JUCIUILINHBI

2.1. O0beM yueOHOI IMCUMIIJIMHBI M BBl y4e0HOH padoThI

Bup yueOHoii padoThI O0bem B yacax
O0bem 00pa3oBaTeJIbHOM MPOrPaMMbl Y4eOHOM M CIUANINHbBI 36

B T.4. B ()opMe NPaKTHYECKOI MOAT0TOBKH 12
BT. U.:

TeopeTuIeckoe oOyueHue 22
MIPaKTUYECKHUE 3aHATHUSL 12
[Ipomexyrounas atrectauus /3 2




2.2. TemaTnveckuii IJIaH U coep:kaHue Y4eOHOM AU CUMIIIMHBI

O0bemMm, ak. 4. Koabl
/ KOMIIeTeH I,
B TOM uncjie | (opMHPOBAHUIO
HaunmenoBanue Copepxanue yueOHOro marepuaa u GopMbl OPraHU3aANMHU AeATEIbHOCTH
pa3/es0B U TeM o0yyaromuxcst B opme . KOTOPBIX
NPAKTHYECKOH | CIOCOOCTBYyeT
NOATr0TOBKH, 3JIeMeHT
aK. 4. MPOrpamMMBsbl
1 2 3 4

Pa3znen 1. ApxuBHoe 1ej10
Tema 1.1. Copnepxanue 2 OK 02
Beenenue. ApXHWBHOE JI€JI0 — OTpacib TOCyJapCTBEHHON nesrenbHOCcTH. OOImmMe CBEIeHHS O 1
OcHoBHBIE 3Tanbl | ipenmere. Ero 3amaum u 3HaueHwe Ui oBiaaeHus npodeccueil. [Ipeamer u ocHOBHBIE
Pa3sBUTHA HOHSITHSI apXUBHOTI'O JIEJA.
apxXuBHOIO 1ejia U | Mctopus mosiBneHus U pa3BuTHs B Poccuu apXMBOB M apXUBHOTO Ji€Jla: BOSHUKHOBEHUE 1
apXuBOB apxuBoB B [JlpeBHell Pycu, pa3zButme ceTm apxuBOoB B PycCKOM ILIEHTpaJIn30BaHHOM

rocylapcTBe, TMOSIBIEHHE HCcTOpuueckux apxuBoB B XVIII Beke, HakoIrieHue

TEOPETUYECKOT0 U MPAKTHYECKOTO OIBITa B 00J1aCTH apXxuBHOTrO jAena B XIX — nauane XX

BEKa. ApXHBBI U APXUBHOE J€JI0 B COBETCKHM NeproA. ApXUBbI U apXxuBHOE J1en10 Poccun B

1990—2000-¢ rr. Poccuiickue apXuBbI U apXHUBHOE JI€JI0 HA COBPEMEHHOM JTarle.
Tema 1.2. Copnepxanue 2 OK 02
HopmartusHo- CoBpemMeHHOE apXMBHOE 3akoHoAaTenbcTBO Poccun. ®@enepanbubiii 3akoH ot 22.10.2004 2
npasoBas 0a3a No  125-®3 «O6 apxuBHom pnene B Poccuiickoit ®Deneparumny. FOpuandeckas
apXUBHOM OTBETCTBEHHOCTb 3@ HAPYLLIEHUE apXUBHOTO 3aKOHOATEIbCTBA.
NeATEeJJbHOCTH B
Poccun
Tema 1.3. Conep:xanue 6/4 OK 01,
IIpaBoBbIe OCHOBBI | OpraHm3aiys IOKYMEHTOB B mpezaeinax ApxuBHoro (onma Poccuiickoit ®enepamum. 2 OK 02,
OpraHu3anuu [TonsiTie u cocrtaB apxuBHOro ¢Gonna. OrmnpeneneHne TpaHUL] apXUBHOTO (oHaa OK 05,
AOKYMEHTOB Bxmrouenne 1oxkymMeHTOB B coctaB ApxuBHOro ¢ouga Poccuiickoit ®enepanuu. OK 09,
ApxuBHOro ponaa | DkcnepTH3a I[IEHHOCTH JOKYMEHTOB. [ OCyJapCcTBEHHAss W HETOCYJapCTBEHHAS YacTh 1K 2.4
Poccuiickon ApxuBHoro ¢Qonna. IloHsTue ¥ BUIbI apXWUBHBIX TOKYMEHTOB. I[IpaBoBOE MOJIOKEHHE
Dengepanun ApPXUBHBIX JOKYMEHTOB.

B ToMm 4nciie NPAKTHYECKHUX 3aHATHH 4




IpakTnyeckoe 3ansaTue Ne 1 Ycranosnenue GpoHI0BOM NPUHAIIEKHOCTH TOKYMEHTOB 2

IIpakTnyeckoe 3ansitie Ne 2. BeimomHeHue paboOT 1O OMPENEICHUIO IEHHOCTH 2

JIOKYMEHTOB. DKCHEPTHU3a HEHHOCTH TOKYMEHTOB IO MEPEUHSIM.
Pa3nen 2. Opranu3anus 1eATeJbHOCTH apXHBOB OK 01,
Tema 2.1. Conepxanue 6/2 OK 02
Yupasienue ®denepasibHas apxuBHas cinyx0a Poccuiickoii @eneparum.
ApPXMBHBIM CeTb ToCynapCTBEHHBIX M MYHULMNAIbHBIX apxuBoB Poccuiickoil ®@enepauuu. [pyrue
A€JIOM XpaHUJIMIIA JOKYMEHTOB apXHBHOTO (I)OH,Z[a Poccuiickoi ®enepanuu.

®denepasibHble apXWBbI. ['ocynapcTBeHHbIE apXuBbl CyOBekTOB Poccuiickoit denepanuu 4

(peruoHanbHBIE  apXUBBI). MyHHIMMOAIbHBIE apXUBBL. BelnOMCTBEHHBIE  apXUBBI,

OMOIMOTEKN U MY3€H, OCYIIECTBIISIONINE MTOCTOSTHHOE XpaHEHHE JOKYMEHTOB ApPXHBHOTO

¢onna Poccuiickoit ®enepanun. HerocynapcrBenHble apxuBbl. COCTaB JTOKYMEHTOB M

OCHOBHbIE€ (DYHKIIUU apXUBOB.

B Tom unciie npakTHYECKUX 3aHATHH 2

IpakTuyeckoe 3ansitue Ne 3. CpaBHUTEIBHBIN aHAINU3 NIEITEIBHOCTH apXHWBOB Pa3HBIX 2

BUJIOB HA OCHOBE MaTepuaoB o(UIIMaIbHBIX caliToB apxuBoB Poccuiickoit Deneparuu.
Pa3znen 3. Opranu3zanum XpaHeHUsl, KOMILIEKTOBAHHS, Y4eTa U UCIOJIb30BAHUSA JOKYMEHTOB APXHBHOIO
¢onna Poccuiickoii Degepanun B apxuBax

Conep:xxaHue 4 OK 01,
Tema 3.1.
KoOMILICKTOBAHILE [lonstTue o koMmuekroBaHuu. [IOHATHE «HMCTOYHUK KOMIUIEKTOBaHUsA». Kpurepuun OK 02,
apiuBa ONpEeNeNIeHNUsT HWCTOYHHKOB KOMIUIEKTOBAaHUS TOCYJApCTBEHHBIX W MYHHMIMIAJIBHBIX 4 OK 05,

apxuBOB. VCTOYHHMKM KOMIUIEKTOBaHUs apXuBOB opraHuzanuii. llonstue o Qopmax OK 09

nmpueMa JOKyMEHTOB. BIOOpOUYHBIN MPHUEM TOKYMEHTOB.

Conep:kaHue 6/2

Coznanue ONTHMANBHBIX YCIOBUH XpaHEHHS AapXUBHBIX JOKYyMEHTOB. TpeOoBaHUS K
Tema 3.2. 3aHUSIM U TIOMENICHUsIM apxuBa. TpeOoBaHusi K 000pya0BaHUIO apXxuBOB. HopMaTHBHBIE OK 01,
Opranuszanus PEKUMBI XpaHEHUS apXMBHBIX JIOKYMEHTOB. Pa3MelieHne JOKyMEHTOB B apXHBE. OK 02,
XpaHeHust [lepBuuHbIe cpencTBa XpaHeHHs. TomorpaduyecKue yKa3aTelu. 4 OK 05,
AOKYMEHTOB B OO6me TpeOOBaHUS K BEICHHUIO ydeTa apXMBHBIX JTOKYMEHTOB. YUETHBIC €IWHHUIIBI B OK 09,
apxuBe. Yuer apxuBe. CucTeMa y4yeTHbIX JOKYMEHTOB apxuBa. [locTaHOBKa Ha y4eT U CHSTHE C ydyera IIK 2.4,
JAOKYMEHTOB APXUBHBIX JOKYMEHTOB. [IK 2.5,
apxuBa B Tom unciie NPpAKTHYECKHUX 3aHATHI 2 IIK 2.6

IIpakTuueckoe 3ansitue Ne 4. TomorpadupoBanue. OdopmieHue SPIBIKOB KOPOOOK,

ctesuaxeit u mkados. Odhopmienre nohoHI0BOI U NOCTENAKHON KapTOUEK.




Conepxanue 4/2
Tema 3.3 3HaueHue CHCTEMbl Hay4YHO-CIIPAaBOYHOTIO ammapara K J0KyMeHTaM ApXUBHOTO QoHJa, €€ OK 01
oJ. 2
KUK ¥ COCTaB CHCTEMbl HAay4HO-CIIPAaBOYHOIO ammapaTta. THUIbl U BUABI apXHUBHBIX
Cucrema nay4so- Pyn i P .. D P OK 02,
CNIpaBouHOro CIPAaBOYHUKOB.  ApXMBHblE ONUCH. Buabl ommcel; o0bekThl omnucaHusi. OCHOBHBIE 2 OK 05
TpeOOBaHUS K  ONHCAHUIO APXMBHBIX  JIOKYMEHTOB. Karasorn B  apxuse. ’
anmapara (HCA) k | 0 p M p OK 09,
ABTOMaTH3UPOBAaHHbIE HH()OPMAIIMOHHO-TTIOMCKOBBIE CUCTEMBI.
AOKYMEHTaM v [IK 2.5,
B ToM 4nciie NpaKTHYeCKUX 3aHATHI 2
apxmuBa v [IK 2.6
IIpakTnueckoe 3ansitue Ne 5. VMcnonszoBanne HCA nnst ObICTporo momcka apxXuBHOM 2
MH(POPMALIMHU Ha caiiTe apXuBa.
Conep:xkanue 4/2 OK 01,
Tema 3.4 HcnonHeHwe 3ampocoB TpakJaH M OpraHu3aluid  COLMAJIbHO-IIPABOBOIO XapakTepa. OK 02
T o >
Hcnonb30BaHNe JTOKYMEHTOB B CpeAcTBax MaccoBo uHpopmanmu. Iloaroroska
Hcnoab3oBanue o N 2 OK 05,
ADXHBHDIX MH(GOPMaLIMOHHBIX MEPONPUSATHUI: BHICTABOK (B TOM YHCJI€ BUPTYalIbHBIX), KOH(EpeHI 1 OK 09
P Jp. Beiaua 10KyMeHTOB U1 pabOThl B YUTAJIBHOM 3aJI€ apXUBA. ’
JOKYMEHTOB ” IIK 2.5
B TOM 4HcJie IPaKTHYeCKUX 3aHSATHH 2 >
IIpakTyeckoe 3anssTue Ne 6. [lopsiiok opopmieHns CipaBoK MO JTOKyMEHTaM apXHBa. 2 1K 2.6
ITpomexyTounas arrecranms /13 2

Bcero:




3. YCJIOBUSA PEAJIN3AIIMM YYEBHOM JUCHUILIVHBI

3.1. s peajm3anMu MPOrpaMMbl Yy4eOHOM JUCHHUIVIMHBI MPeAyCMOTPEeHbI
cJIeAyIoIIHe ClieluaIbHbIe MOMEIICHUS

JlaGopaTopuss «ApXUBHOIO J€ja», OCHAILEHHas HEOOXOIUMBIM JUIsl peaau3aluu
porpaMMbl  y4eOHOM  JUCHUIUIMHBI  00OpYyJOBaHMEM, HpHUBEIEHHBIM B 1. 6.1.2.3
00pa30BaTeIbHON MPOTPaMMBI.

3.2. UuopMmannoHHoe odecneyeHne peaju3anum nNporpaMmmbl

Jnst peanuzanuu nporpammbl OMOIMOTEUYHBIH (OHI 00pa30BaTENbHON OpraHU3aINH
UMEeT TeYaTHBIE W/WIM JJIEKTPOHHBIE 00pa3oBaTeNbHbIE W MH()OPMALMOHHBIE PECYpPCHI IS
WCIIONIb30BaHUsI B oOpazoBaTenbHOM Tporiecce. [Ipu (opmupoBanum O6ubauorednoro Gonma
o0pa3oBaTesIbHON OpraHu3alyeil BIOMpAaeTCs HE MEHee OJHOTO W3JaHUs U3 MepeUHCIICHHBIX
HIDKE TEeYaTHBIX W3JaHUMl U (WJIM) D3JIEKTPOHHBIX W3JIaHUN B KaueCTBE OCHOBHOTO, MPH 3TOM
CIIUCOK MOXET OBITh JOIMOJIHEH HOBBIMU U3JaHUSIMU.

3.2.1. OcHOBHBIE T€YATHBIE H3TaHUA

1. Opranuzanus apXWBHOH M CHPABOYHO-MH(DOPMAIMOHHOW pabOTHI MO JOKyMEHTaM
opranm3arnuu [Tekct]|: y4eOHHMK I MCIIONB30BaHUS B YYEOHOM Tpoliecce 00pa3oBaTEIbHBIX
YUPEXKIEHUHN, pealu3ylolluX MporpaMMbl CpPEAHEr0 MNPO(PEecCHOHANIBHOIO 00pa3oBaHMs IO
crenuabHOCTH "J[OKyMEHTAITMOHHOE OOECIICUCHHE YIIPABICHUS U apXHUBOBEICHUE»: [B 2 4.] /
[BypoBa E. M., Xopxopauna T. W.]; mox pen. E. M. BypoBoii. — 3-e uza. crep. — Mocksa:
Axanemus, 2019. (IlpodeccuonansHoe oOpazoBanue. IIpodeccuonanpubiii Moayns). Y. 1. —
2019. — 336 c. ISBN usmanus: 978-5-4468-5976-4. ISBN toma: 978-5-4468-5974-0.

2. OpraHuzanus apXwBHOW W CIPABOYHO-MH(POPMAIMOHHON pabOTHI MO JOKYMEHTaM
opranu3anuu [TekcT]: yueOHMK ISl MCIIOJIb30BaHUS B y4eOHOM Ipoliecce 00pa3oBaTeIbHbBIX
YUPEKICHUHN, pealn3ylIIuX MpOrpaMMbl CPEIHET0 MNPOQPECCHOHATBHOTO 00pa3oBaHHs IO
crienuagbHOCTH "J[oKyMEHTalMOHHOE 0OECIICUeHHE YIPaBICHUS U apXHBOBeACHUE»: [B 2 4.] /
[byposa E. M., Xopxopauna T. WU.] ; mox pen. E. M. bypoBoii. — 3-¢ u3a. crep. — Mockga:
Axanemusi, 2019. — (Ilpodeccuonansuoe oopazoBanue. [Ipodeccrnonansubiii moayins). Y. 2 / [E.
M. byposa, A. Il. AdanaceeBa, E. B. AnekceeBa, A. E. Pomuonona]. — 2019. — 400 c.
ISBN: 978-5-4468-5975-7.

3. Packun, JI. 1. Meroauka W MpakTUKa apXUBOBEICHUS: YUEOHHK JUISI CPEIHETO
npodeccuonanpHoro oopazoanus / J[. U. Packun, A. P. CokomoB. — Mocksa: M3marenbcTBo
IOpaiit, 2023. — 339 c¢. — (IIpodeccuonansuoe oopazosanne). — ISBN 978-5-534-02419-7—
TeKCT: HEenmoCpeACTBEHHBIN.

4. Xopxopauna, T. M. Hcropust apXxuBOB U apXxuBHOro jena B Poccum: yuyeOHUK ams
By30B / T. . XopxopauHna. — Mocksa: U3narensctBo IOpaiit, 2023. — 626 c¢. — (Bsicmiee
obpazoBanue). — ISBN 978-5-534-15239-5. — Tekcr: HEMOCpeICTBEHHBIH.

3.2.2. OcHOBHBIE 3JIeKTPOHHbIEC U3IAHUS

1. Packun, [I. 1. Meronuka W TpaKTHKAa apXWBOBEICHUS: YYCOHUK I CPETHETO
npodeccuonanpHoro oopazosanus / JI. . Packun, A. P. CokomoB. — 2-¢ uzn. — Mockaa:
WznatensctBo FOpaiit, 2023. — 416 ¢. — (I[Ipodeccronanproe obpazosanue). — ISBN 978-5-



534-16252-3. — Texct: anekTpoHHbli / OOpa3oBarenbHas miatdopma FOpait [caiit]. — URL:
https://urait.ru/bcode/530673 (nara obpamenus: 12.08.2023).

2. XopxopauHa, T. M. Vctopusi apXuBOB M apXHMBHOTO Jena B Poccunm : ydeOHUK amst
By30B/ T. U. Xopxopanna. — Mocksa : M3garensctBo FOpaiit, 2023. — 626 c. — (Bricuiee
obpaszoBanue). — ISBN 978-5-534-15239-5. — Tekcr : snextpoHHbI // OOpa3oBarenbHas
mwiargpopma FOpaiitr [caiir]. — URL: https://urait.ru/bcode/520426 (mata oGpamicHus:
12.08.2023).

3. Llemenkona, C. . ApxuBosenenue. Micropus apxuBoB Poccuu ¢ qpeBHEHIINX BpeMeH
1o Hayana XX Beka: yueOHoe mocobue st cpeiHero npodeccruoHanbHoro oopasosanus / C. U.

LemenkoBa ; nox HayuHoit penakuueit JI. H. Ma3yp. — Mocksa: U3narensctBo HOpaiit, 2023.
— 153 c¢. — (IIpodeccuonanproe ob6pazoBanue). — ISBN 978-5-534-10241-3. — Tekcr:
anexkTpoHHbId  //  OOpazoBarenpHas  miarpopma  FOpaiit  [canit]. —  URL:

https://urait.ru/bcode/517667 (nara obpamenus: 11.08.2023).

3.2.3. JlonoJHUTEIbHbIE HCTOYHHKH

1. O6 apxuBHOM nene B Poccuiickoit Deneparnuu: Oeaepanbhbiii 3aKoH ot 22.10.2004 Neo
N 125-®3 (c u3MEeHEeHUSMH U JIOTIOTHCHUSIMH). — TEKCT: 3JeKTPOHHBIHA // [apaHT: cripaBOYHO-
mpaBoBasi cucrema: cait. —URL: https://base.garant.ru/12137300/ (mata oOpamieHus:
11.08.2023).

2. O6 wHbpopManuu, WHPOPMAITMOHHBIX TEXHOJOTHUAX W O 3allUTe HHPOPMAIIHH:
®enepanbhbiii 3aKk0H 0T 27.07.2006 N 149-D3)» (Cc u3BMEHEHUSIMA | JIOTIOTHEHUSIMU). — TeKCT:
AIEKTPOHHBIN /l lapanrT: CIIPaBOYHO-TIPABOBAS cucTema: CauT. -URL:
https://base.garant.ru/12148555/ (nata obpamenus: 11.08.2023).

3. OO0 yTBepkIEHHUU TMpPaBWJI OPraHU3alMU XpaHEHHUs, KOMIUICEKTOBaHUsS, y4yeTa U
HCIIOJIb30BaHUs IOKYMEHTOB ApXxuBHOTO (ponaa Poccuiickoit denepauuu U APyrux apXUBHBIX
JOKYMEHTOB B OpraHax TOCyJapCTBEHHOW BJIACTH, OpraHax MECTHOTO CaMOYIpPAaBICHHS W
opranuzanusax: npukaz MunkynsTypsl Poccun ot 31.03.2015 N 526. — TekcT: 31eKTpOHHBIH. //
I'apant: crnpaBouHo-mpaBoBas cucrema: caT. — URL: https://base.garant.ru/71183090/ (nara
obpamenus: 11.08.2023).

4. O6 yrBepxknenuu IlpaBun opraHuzanMu XpaHEHUs, KOMIUIEKTOBaHUA, y4€Ta H
WCTIOJIb30BAaHUSI HAYYHO-TEXHUYECKOM JOKYMEHTAlMM B OpraHax TOCYAapCTBEHHOH BIIACTH,
OopraHax MECTHOTO CaMOYIPAaBICHUS, TOCYIapCTBEHHBIX W MYHHUIIUIAIBHBIX OpraHU3aIUsX:
npuka3 PocapxuBa ot 09.12.2020 Ne 155 — Tekcr: 3neKTpoHHBIA. // DenepanbHOE apXUBHOE
areHTCTBO: CalT. - URL: https://archives.gov.ru/documents/prik155 2020.shtml (mara
obpamenus: 11.08.2023).

5. O0 yrBepxneHun IlepedHss TUIIOBBIX YIIPABICHYSCKUX APXHBHBIX JOKYMEHTOB,
00pa3ylomuUXcsi B TPOLECCEe NEATENFHOCTH TOCYJAapCTBEHHBIX OpPraHOB, OPraHOB MECTHOTO
CaMOYTIpaBIICHUS W OpraHU3allMi, C yKa3aHUEM CPOKOB HMX XpaHEHUs: mpuka3 PocapxuBa oT
20.12.2019 N 236 (3apeructpupoBano B Munrocte Poccum 06.02.2020 N 57449) — Texkcr:
anexktpoHHbld. //  Koucymprant-Ilmroc:  CnpaBouyHo-mpaBoBast  cuctema. —  URL:
https://www.consultant.ru/document/cons_doc_LAW _345020/(nata oopamenwus: 11.08.2023).

6. TOCT 7.0.97 — 2016. Haunonansusiii crannapt Poccuiickoit ®eaepanuu. Cucrema
CTaHAapTOB MO WHPOpMaNMK, OMOIMOTEYHOMY U H3AATEIbCKOMY neny. OpraHuzainoHHO-
pacnopsauTenabHas JOKyMeHTalus. TpeboBaHus K OpOPMICHHIO JOKYMEHTOB: yTB. [Ipukazom
Poccranmapra PO ot 08.12.2016 Ne 2004-ct — Tekcr: anekrponnsiii. // Koncynsrant-ITtoc:


https://urait.ru/bcode/520426
https://base.garant.ru/12137300/
https://archives.gov.ru/documents/prik155_2020.shtml

CnpaBouHo-mipaBoBas cuctema. — https://www.consultant.ru/document/cons_doc_LAW 216461/
(mata oopamenus: 11.08.2023).

denepanbHOE apXMBHOE areHTCTBO: CalT. — Mocksa, 2009. - URL:

http://www.archives.ru (mara obpamenus: 11.08.2023).
IToptan Apxussl Poccun: caiit. — Mocksa, 2001. —
(mata oopamenus: 11.08.2023).

URL.: http://www.rusarchives.ru/

4. KOHTPOJIb 1 OLIEHKA PE3YJBTATOB OCBOEHMUSA
YYEBHOM JUCIHUATLIAHBI

Pe3ysibTaThl 00y4eHHs \

Kpurepun ouenkn

MeToabl OLIEeHKH

Ilepeuenb 3HaHMI, OCBAMBAEMBIX B paMKaxX JUCHUTLIAHbI

- 3aJ1a4 apXWBHOW CIIY>KOBI B
Poccuiickoit denepanuu;

- CUCTEMBI apXUBHBIX
yupexzacHul B Poccuiickoin
denepanuu;

- TPU3HAKU KIJIACCHU(PHUKAINN

JIOKyMEHTOB ApXUBHOTO
donga Poccuiickoit
denepannu;

-  pEeKUM H  CIOCOOBI
XpaHeHUs apXUBHBIX
JIOKyMEHTOB, WX Yy4YeT |
MOPSIOK HCIIONIb30BaHUS
ACII;

- Hay4YHO-CIIPaBOYHBII
anmapatr K  JIOKyMEHTaM
apxuBa.

JlemoHCTpHpYyeT
NOHMMAaHHUE, 3aJ1a4

apXUBHOM CITyKObI B
Poccuiickoit ®enepanuu;
JleMoHCTpHUpYyeET 3HaHKE
CUCTEMBI apXUBHBIX
YUPEKICHUH B
Poccuiickoit ®enepanuu;
JleMoHCTpHUpYyeET 3HaHKE
KI1acCuUKauu
JIOKYMEHTOB ApXHBHOTO
donma Poccuiickoii
denepanuny;
JleMoHCTpUpYyET 3HaHKE
PEXHUMOB U CIIOCOOOB
XpaHEHUST apXUBHBIX
JIOKYMEHTOB, UX Y4eT U
MOPSAIOK UCTIOJIb30BaHUS
nen;

OcyImiecTBIsS€T MOUCK 1O
Hay4YHO-CIIPABOYHOMY
anmnapary K JOKyMEeHTaM
apxuBa.

OneHka pe3yabTaToB
BBITTOJIHEHHSI TPAKTHYECKON
paboTHI.

DKcnepTHOE HAOJII0IEHUE 3a
XOZIOM BBITIOJTHEHUS
MPAaKTUYECKON pabOTHI.

VY CTHBIN 1 MUCHbMEHHBIN
onpoc. TectupoBanue.

HepequL YMCHHﬁ, OCBAaMBACMBIX B paMKaX NJUCHUITIIMHBI

- IPUHUMATh apXHBHBIC Jeia
(TOKYMEHTBI) Ha MOCTOSTHHOE
WITN JIOJITOBPEMEHHOE
XpaHEHHE;

- Y4acTBOBAaTh B MPOBEACHUU
IKCTIEPTU3BI [ICHHOCTH
pa3UYHBIX THUIIOB M BHUIOB
JOKYMEHTOB B COOTBETCTBUU
c BHYTPECHHUMHU
perlaMeHTaMH OpraHHU3aliH;
- coOnroaTe HOPMAaTHUBHBIE
CPOKH XpaHEHUs nen
(1OKyMEHTOB);

- pa3MeniaTth apXMBHBIC Jena

JIEMOHCTPUPYEMBIX
YMEHHUSI:

- IPUHUMATH APXHUBHBIE
nena (JIOKyMEHTBI) Ha
MOCTOSTHHOE WJTH
JOJITOBPEMEHHOE
XpaHEHUE;

- y4aCTBOBATh B
MIPOBEJICHUH SKCTICPTU3HI
[IEHHOCTH Pa3JINYHBIX
TUTIOB W BUJIOB
JIOKYMCHTOB B
COOTBETCTBHH C
BHYTPCHHUMU

OneHka pe3ynbTaToB
BBITIOJTHEHUSI TPAKTHUECKON
paboTHL

DKkcnepTHOE HAOMIOICHUE 32
XOZIOM BBITIOJTHEHHUS
NPaKTHYECKOH pabOTHI.



http://www.rusarchives.ru/

(TOKyMEHTBI) Ha  MecTax
XpaHCHUSA B COOTBCTCTBHUU C

HOPMAaTHUBHBIMHU
TpeboBaHUSIMU B  00JIacTH
aApXUBHOTO nena u

yIpaBICHUS TOKYMEHTAMH,
- coOJI0aTh HOPMAaTHUBHBIC
PEKUMBI XpaHeHUs
ApPXUBHBIX JEN (IOKYMEHTOB)
Ha JII00BIX HOCUTEIISIX;

- TPOBOJIUTH  ONKCAaHUE
APXUBHBIX pi(SAld
(TOKyMEHTOB);

- TI0JIb30BAThCSl CIPABOYHO-
MIOMCKOBBIMU CPEICTBAMH K
apXUBHBIM aenam
(ToKyMeHTaM);

- ¢opMHpOBaTH  EIUHUIIBI
XpaHEHUs] JTOKYMEHTOB IS
ux MOCJIETYIOIIEeTO
pa3MelnieHusT B apXHBe
OpraHu3alny;

- OCYLIECTBIISATH TIOMCK JEI
(IOKYMEHTOB)  BPEMEHHOTO
XpaHEeHHs B TIpolecce HX
XpaHeHHs B CTPYKTYPHBIX
NOJpa3feiCHUsIX M apXHBe
OpraHu3alny;

- IOATOTaBINBATh
MH(POPMAIMOHHEIE
JOKYMEHTBHI 10 3a1Ipocam
IIOJIB30BATEJIEH PA3ITUYHBIX
KaTErOpHil.

periaMeHTaMu
OpraHu3aIuy;

- co0IFO1aTh HOPMATHUBHBIC
CPOKH XpaHEHUs JieJ
(TOKyMEHTOB);

- pa3MeniaTh apXyuBHEIC
Jena (JIOKyMEHTHI) Ha
MeCTaX XpaHEHUs B
COOTBETCTBUHU C
HOPMAaTUBHBIMH
TpeOOBaHUSIMU B 00JIaCTH
apXHMBHOTO JIeNa U
yIpaBiIeHUs T0KYMEHTAMU;
- cO0JII01aTh HOPMATUBHbIE
PEKUMBI XpaHEHHUS
apPXUBHBIX JIETT
(TOKYMEHTOB) Ha JIFOOBIX
HOCHUTEJISX;

- IPOBOAUTH OMUCAHUE
apXHUBHBIX /1T
(TOKyMEHTOB);

- TIOJIb30BATHCS
CIIPaBOYHO-TIOUCKOBBIMU
CpeACTBaMH K apXHUBHBIM
nenam (IOKyMeHTaMm);

- (hopMHpOBATH STUHUIIBI
XpaHeHUs! JOKYMEHTOB IS
UX TIOCJIETYIOIIETO
pa3MelIeHus B apXHBe
OpraHu3alny;

- OCYIIECTBIIATH MOUCK JIETT
(IOKyMEHTOB) BPEMEHHOT'O
XpaHEeHHUs B TPOLIECCe UX
XPaHEHUS B CTPYKTYPHBIX
MOJPa3/IeICHUAX U apXHBE
OpraHu3aIny;

- IOAITOTAaBIIUBATh
nH(GOpPMaLlMOHHbIE
JIOKYMEHTBI I10 3a1pocam
ITOJIB30BATENEH PA3TUYHBIX
KaTErOpHil.
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7. OBIIASI XAPAKTEPUCTHUKA PABOYEM ITPOT'PAMMbBI YYUEEHOM
JUCHUTIJINHBI
«OI1.03 OcHOBBI 1eJI0NPOU3BOACTBA»

1.1. MecTo TUCUMIVIMHBI B CTPYKTYPe OCHOBHOI 00pa30BaTeJIbHOM MPOrpaMMbi:

VYueOnast nucuuruinHa «OCHOBBI JEIOMPOU3BOJCTBAY SIBISIETCSl 00s3aTEIBbHON YacThIO
oOmenpodeccnoHaIbHOTO IKMKIIa 00pa3oBaTeabHOM porpaMMel B cootBeTcTBUU ¢ PI'OC CIIO
o npodeccun «Jlenonpon3BoAUTENbY.

Ocoboe 3HaueHue TUCIMIUIMHA uMeeT npu ¢opmupoBanuu u pazsutuu OK 01, OK 02,
OK 05, OK 09.

1.2. llesqb ¥ IUIaHUPYeEMbIe Pe3yJbTATHI OCBOCHUS TUCHMIINHBI:
B pamkax mporpamMmbl y4eOHOW TUCIUIUIMHBI OOYYAIOIIMMUCS OCBAaMBAIOTCS YMEHUS

U 3HaHUA
Kon Ymenus 3Hanus

IIK, OK
OK 01 - COCTaBJIATh u oopmATh | - HOPMAaTUBHO-TIPABOBOE u
OK 02 CITyXeOHBIE JOKYMEHThI Ha OCHOBE | HOPMATHBHO-METOIUYECKOE
OK 05 TpeboBaHUH COBPEMEHHBIX | 0OECTIeYeHHE IeTOTPON3BOICTBA,;
OK 09 HOPMAaTHUBHBIX IIPAaBOBBIX aKTOB; - TOCYINAapCTBEHHBIC CTaHAAPTHl Ha
I[IK 1.6 - TOJIb30BaThCSl YHU(DUIIUPOBAHHBIMH | TOKYMEHTALIUIO,

(dhopMaMu JOKYMEHTOB;

- IIOHATHA, CBOI>'ICTB3., KHaCCI/I(I)I/IKaLII/IIO

- OCYLIECTBJISITh MPOBEPKY MPOEKTOB | TOKYMEHTOB,;
JTOKYMEHTOB Ha COOTBETCTBHE | - npaBuia COCTaBJICHUS "
IIpaBUJIaM JEJIONPOU3BOICTBA. obopmIiIeHHsT  OTHEIBHBIX  BUJIOB

JAOKYMCHTOB B COOTBCTCTBHUH C

TpeOOBaHUAMU 3aKOHOJIaTEILHOM
0asel;

- 0COOEHHOCTH cocTaBa u
odopmIIeHUS PEKBU3UTOB
JIOKYMEHTOB;

- o0mme TpeOOBaHUS K CO3JIaHHUIO
JIOKyMEHTOB.




2. CTPYKTYPA U COJAEP)KAHUE YYEBHOM JUCHUILIAHBI

2.1. O0beM yueOHOI IMCUMIJIMHBI M BUABI YU4eOHOil padoThl

Bup yuyeOHoi padoThI O0beM B yacax
O0bem 00pa3oBaTeJbHOM MPOrPaMMBbl Y4eOHOM M CHUATNINHbBI 36

B T.4. B )opMe NPaKTHYECKOH MOATOTOBKH 24
BT. 4..

TEOpeTUIEeCKoe 0OyueHue 10
MPAKTUYECKUE 3aHITH 24
[Ipomexxyrounas arrectarus /13 2




2.2. TemaTnveckuii IJIaH U coep:kaHue y4eOHON AN CUMIIIMHBI

Konsi
Oo0bem, ak. 4./ " .
KOMIIETeHIIUI,
B TOM 4HCJIe
¢popmupoBanuio
HanmenoBanue Copnepxanue yueOHOro marepuaa u GopMbl OPraHU3aNMH AeATETbHOCTH B popme KOTODBIX
pa3/iesioB U TeM o0yyaromuxcst NPAKTHYECKOH P
cnocodcTByeT
NOATrO0TOBKH,
3JIeMEeHT
aK. 4.
NPOrpaMMbl
1 2 3 4
Pazgen 1. /leJionpou3BOACTBO KAK CHCTEMA PAa00ThI € AOKYMEHTaMH
Tema 1.1. Conep:xanue 1 OK 02,
TeopeTuko- 1./lenonpou3BoCTBO: 1EAH, 3aJa4d M OCHOBHbIE MNPUHIUIBL. (OCHOBHBIC TOHSATHUS OK 05,
NMpPaBoOBbIE U JIETIOTIPOU3BOJICTBA. OK 09
HOPMATHBHbIE 2. onsATus «uHpopMaIys» U «TOKYMEHT», UX CBA3b. PYHKIUHN ToKyMeHTa. CBOHCTBA U 1
OCHOBBI npu3Haku AokymeHTa. Kiaccuukanust JOKyMeHTOB.
JeJI0NIPOU3BOCTBA
Conep:xxanue 1
Tema 1.2. [Tonsitne  cucrembl  JgokyMeHTanuu. OCHOBHBIE  (YHKLIMOHAJbHBIE  CHUCTEMBI OK 02,
Cucrembl nokymeHtanuu B Poccuiickoit  @enepanuu.  YHUQUIMPOBAHHBIE  CHCTEMBI 1 OK 05,
AOKYMEHTAIlUH nokyMmeHTtanuu.  OOmepoccuiickiue  KIacCU(PHUKATOPbl  TEXHUKO-DKOHOMHYECKOW U OK 09
COIIMANILHOM MH(OPMAIINH.
Paznen 2. IlpaBuiia noaroroBku v 0(popmMiIeHUs OT/AeJbHBIX BUIOB TOKYMEHTOB
Conep:xkaHue 6/4
I'ocynapcTBeHHbIE CTaHAAPTHI HA JOKYMEHTALUIO. 3aKOHOJATENIbHBIE U HOPMAaTHBHbBIE OK 01
aKThl, yCTaHaBJIMBAKOIIHUE TMpaBmwia odopmieHUs MOoKymMeHTOB. OOmme TpeOboBaHUS K OK 02’
Tema 2.1 CO3/IaHUI0 JIOKyMeHTOB. HopMaTuBHBIE TpeOOBaHHS K COCTaBYy PEKBU3UTOB JOKYMEHTOB 5 OK 0 5’
Cran 2; 'Tma st u ux opopmiuenue. Buael u HazHaueHue OnaHkoB. TpeboBaHus K OJaHKAM JTIOKYyMEHTOB. OK 09’
Do éelc cl; 1 CxeMbl pacrloiOKeHUs PEKBU3MTOB JIOKYMEHTOB M TpaHHUIBI 30H Ha (opmate A4, K 1 6,
pon IIPOJIOJIBHOTO U YIJIOBOTO OJIaHKOB. )
JAOKYMEHTHPOBAHM S =
B ToM 4nc/ie NpaKTHYECKUX 3aHATHI U JIA00PAaTOPHBIX padoT 4
IIpakTuyeckoe 3ansaTue Nel. OdopmieHHe CcXeM pacIloJOKEHUsS PEKBU3UTOB
JOKYMEHTOB M TpaHHIBbI 30H Ha (opmate A4, MpOIOIBHOTO W YIJIOBOTO OJIAHKOB. 2

O(i)OpMJ'ICHI/Ie PECKBU3UTOB NJOKYMCHTOB. PexBU3UTHI AOKYMCHTA. CxeMmbl PACIIOJIOXKCHUA




PEKBU3UTOB. MEXCTpOUHBIE UHTEPBAJIBI, UCIOJIB3yeMbIe TTPU OPOPMIICHHH PEKBU3UTOB.
HIpudTel, ucnonb3yemsle 1751 0hOpMIIEHUS] pEKBU3UTOB

IIpakTnueckoe 3ansitue Ne 2. Oopmienue 01aHKOB TOKYMEHTOB 2
Conep:xaHue 3/2
WN3yuenne  makera  OpraHM3alMOHHBIX  JOKYMEHTOB  OpraHu3auud.  Bujsl OK 01
Tema 2.2 OpraHU3allMOHHBIX JOKYMEHTOB (yCTaBbl, TMOJOXEHHs, MpaBWia, HHCTPYKIIHH). 1 OK 02’
o XapakTEepUCTHKAa OCHOBHBLIX BUJIOB OPraHM3AlIMOHHBLIX JTOKYMEHTOB. CTpyKTypa TeKcTa. ’
Opranu3anmoHHas P p P yM PYKTYP OK 05,
ITpasuna opopmienus. OcobeHHOCTH 0HOPMIICHHS.
JOKYMEHTALHUA » OK 09,
B ToM umciie npakTHYeCKUX 3aHATHII U J1a00PaATOPHBIX padoT 2 K 1.6
IIpakTtuyeckoe 3ansaTue Ne 3. OdopmieHue OpraHu3zallMOHHBIX TOKYMEHTOB (I10 5 '
BBIOODY).
ConepkaHue 6/4
PacniopsiiuTenbHble TOKYMEHTBI, W3/1aBa€Mble B YCJIOBUAX €JAMHOJIMYHOTO TNPUHSATHUS
peuieHuit (IpuUKasbl, pacCHOpPsLKEHMs, YKazaHus). PacnopsauTenbHble JTOKYMEHTHI,
U3JlaBaeMble B YCJIOBHUAX KOJUIETHAJIbHOCTU (IIOCTAHOBJICHMS, peleHus). HasHauenue 1
nokymeHTOB. CTpykrypa Tekcra. CoctaB pekBU3UTOB. [IpaBuna opopmienus. [Topsmok OK 01,
COTJIaCOBaHMUs MPOEKTa JOKYMEHTA U €ro MOJNUCaAHUS.
Tema 2.3 PRI SO _ OK 02,
[IpoTokon kak OcOOBIH BUA JOKYMEHTA, OTHOCAIIUICS K pa3HbBIM CHCTEMaM WIU
PacnopsiauresibHas OK 05,
nojcucTemMam jJokyMeHntauuu. [lonHble U KpaTkue MpoTOKoJIbl. Bhiucka U3 mpoTokoIa. 1
AOKyMEHTaIUs OK 09
Komnus npoTokoia. ’
B Tom umciie NPaAKTHYECKUX 3aHATHH U J1a00PATOPHBIX padoT 4 [K 1.6
IIpakTuueckoe 3ansaTue Ne 7. CocraBienue, 0ohOpMIICHHE U PEAAKTHPOBAHUE TIPHUKa3a 2
110 OCHOBHOM JI€SITEILHOCTH, PACTIOPSIKEHUS, YKa3aHUsl, PEIICHHUS.
IMpakTuyeckoe 3ansaTue Ne 9. [Topsiok opopMIICHHS, COCTABICHHS U PEAAKTUPOBAHUS 5
MIPOTOKOJIOB M BBIMKMCOK U3 HUX.
Conaep:kaHue 10/8
Tewma 2.4 1. Bugasl cipaBoYHO-UH(DOPMAIIMOHHON JOKYMEHTAIUH, XapaKTePUCTUKA, OCOOCHHOCTH. OK 01,
Cripa (') ' o Crpykrypa Tekcra. CoctaB pekBu3uToB. [IpaBmina opopmienus u noanucanus. [lopsiaok 1 OK 02
NPaBOYHO- .
p 0oOpMIICHHS U PEIAKTUPOBAHUS CIPABOYHO - AHAIUTUICCKOW JokyMeHTarmu. [Topsmok ’
HH(pOpMaLMOHHASA U . . OK 05,
CIIDABOYHO- o(OopMIICHHS U PETaKTUPOBAHUS CBOJIOK, 3aKIIOUEHUMN, OT3bIBOB, IEPEUHEH U CITUCKOB. OK 09
ang.nnaneCKaﬂ 2. llenoBas mepenucka. Buabl mucem: ciiy)ke0HOE MHCbMO, NEPENUcKa ¢ 3apyOeKHBIMU ’
naptaépamu. OCHOBHBIE BHIBI CIIy)keOHBIX miceM. Crtpykrypa Tekcra. CoctaB 1

JAOKYMeHTalus MK 1.6
pekBu3uTOB. [IpaBuna odpopmieHus U nognucaHus. .
B ToM umciie NpakTHYeCKUX 3aHATHI M J1a00PaTOPHBIX padoT 8




IpakTnyeckoe 3ansaTue Ne 10. Opopmienue ciry>xkeOHast 3aITUCKH, TOKIJIQJTHOMN 3aMCKA

U 00bSCHUTENILHON 3aITUCKHU. 2
IIpakTHueckoe 3ansiTue Ne 11. OpopmieHue akToB, CIPaBOK, 3asiBICHUM. 2
IIpakTueckoe 3ansiTue Ne 13. CocraBienue u opopMIeHHE Pa3HbIX BUIOB J1€TOBBIX 4
nuceM (1o BeIOOpY)
Conep:kaHue 7/6
KanpoBas pokymeHTanus Kak 4YacTh YIpPaBJICHUECKOM JokymeHTauuu. OOmue
TpeOoBaHUs K COCTaBJICHUIO KaJpOBBIX JTIOKYMEHTOB. Hcnionb3oBanue
YHUDUIMPOBAHHBIX (OPM TEPBUYHONW YYETHOM JOKyMEHTAallMM [0 Yy4YeTy TpyJa. 1 OK 01,
Tena 2.4 TpeboBanus K O(GOPMIICHHIO KaIpOBBIX JTOKYMEHTOB. OCOOCHHOCTH O(OpMIICHUS OK 02,
JJOKYMEHTOB I10 INYHOMY COCTaBY.
JIoOKyMeHTHpOBaHHue B = 50DATODHLIX DAGOT 6 OK 05,
KapOBOii PaBoTHI TOM YHCJIe IPAKTHYECKUX 3aHATHI U JadopaTop p OK 09
IIpakTyeckoe 3ansiTue Ne 15. OGmue npasuiia opopmieHHs TPyI0BOTO I0TOBOpa 2 ’
IIpakTnueckoe 3ansaTue Ne 16. OpopmieHne nNprukazoB M0 JIMYHOMY COCTaBy (O mpueme 5 [K 1.6
Ha paboTy, NepeBoie, OTIYCKE, YBOJbHEHUH, IUCIUILIMHAPHOM B3bICKAHUN)
IpakTuueckoe 3ausaTue Ne 18. OdhopmiieHne u BegeHUE JIMYHOTO Jiesia pabOTHHKA. 2
ITpomexyTounas arrecranms /I3 2

Bcero:

36




3. YCJIOBUSA PEAJIN3AIIMM YYEBHOM JUCHUILIVHBI

3.1. s peajm3anMu MPOrpaMMbl Yy4eOHOM JUCHHUIVIMHBI MPeAyCMOTPEeHbI
cJIeAyIOIHe CIIeHATbHbIC TOMEIICHUS:

JlaGopatopuss  «OCHOBBI ~ JEJONPOU3BOACTBA», OCHALIEHHAs HEOOXOIUMBIM  JJIs
peanu3anuy mporpaMMbl y4eOHOW JMCIUIUIMHBI 00OpYIOBaHHEM, MPUBEAECHHBIM B 1. 6.1.2.3
00pa30BaTeIbHON MPOTrPaMMBbl.

3.2. UuopMmannoHHoe odecneyeHne peaju3anum nNporpaMmmbl

Jns peanmmszanuy mporpaMMbl  OMOIHMOTEUHBIN (OHA 00pa3oBaTENbHON OpraHWU3aIu|
MMEET TICYaTHBIC W/WIM 3JICKTPOHHBIC O0pa3oBaTelbHbIe W WH(MOPMAIMOHHBIE PECYpPChI IS
WCIIONIb30BaHUsI B oOpazoBaTenbHOM Tporiecce. [Ipu (opmupoBanum O6ubauorednoro Gonma
o0pa3oBaTebHON OpraHu3aleil BIOMPAeTCs HE MEHee OJHOTO W3JaHUs U3 MePeUHCICHHBIX
HIDKE MEYaTHBIX U3JaHUN U (WIK) AJIEKTPOHHBIX M3/IaHUN B KAa4eCTBE OCHOBHOTO, MPH 3TOM
CITUCOK MOXET OBITh JOIOJIHEH HOBBIMHU M3aHUSIMHU.

3.2.1. OcHOBHbIE TIeYaTHbIE U3AHUA

1. Abynanze, . I'. JlokyMeHTalMOHHOE OOECIEeYeHHE YIPaBJICHUS IEPCOHAIOM:
y4eOHHK U MPAKTHUKYM JJIsl cpenHero npodeccuonanbuoro oopaszosanus / 1. I'. AOynanze, U. b.
Bempsokkuna, B. M. MacnoBa. — 3-e u3n., nepepab. u gon. — MockBa: M3narensctBo FOpaidT,
2023. — 374 c. — (IIpodeccuonansnoe obpazoanue). — ISBN 978-5-534-16657-6. — Tekcr:
HEIIOCPEACTBCHHBIN.

2. TIposzoma, O. C. JlenonpousBoacTBO: yuyeOHOE TocoOMe Il CPEIHEro
npodeccronanpHoro obpaszosanusi / O. C. I'po3oBa. — 2-e uzn. — Mocksa: M3gareabcTBo
IOpaiit, 2023. — 131 c¢. — (Ilpodeccunonansaoe obpazoanue). — ISBN 978-5-534-15986-8.
— TekcT: HemocpeICTBEHHBIH.

3. JloxyMeHTOBeleHHE: YYCOHWK W MPAKTUKYM JUISI CPEIHEro MpodecCHOHATBHOTO
obpazosanwus / JI. A. Jloponuna [u ap.]; nox penakiueii JI. A. JloponuHoit. — 3-e u3j., nepepad.
u pgom. — Mocksa: MzmarensctBo HOpaiit, 2023. — 336 c. — (IIpodeccuonansHoe
obpazoBanue). — ISBN 978-5-534-15820-5. — Tekcr:

4. KopnueeB, U. K. JlokymeHTalnnoHHoe oOecredeHne YIpaBieHUsi: Y4YeOHUK U
MPAaKTUKyM JUIA CpeIHEero mnpo(ecCHOHAIBHOTO HEMoCpeICTBeHHbIH.00pazoBanus / U. K.
Kopuees, A. B. Ilmenko, B. A. MamypueB. — 3-¢ u3a., mepepadb. u gom. — Mocksa:
NznarensctBo FOpaiit, 2023. — 438 ¢. — ([Ipodeccuonansruoe oopazosanue). — ISBN 978-5-
534-16002-4. — Tekcr:

5. Kysuenos, 1. H. JlokymeHTanmoHHoe obecrieueHne ynpasieHus. JJoKkyMeHTO000pOT
Y JIEJIONPOU3BOJICTBO: YICOHHUK U TIPAKTUKYM ISl CPEAHETO MPodeCcCHOHAILHOT0 00pa3oBaHus /
N. H. Ky3nenoB. — 4-e u3zn., nepepad. u gon. — Mocksa: U3narensctBo FOpaidt, 2023. — 545
c. — (IlpodeccuonanbHoe o6OpazoBanue). — ISBN 978-5-534-16004-8. — Tekcr:
HEIOCPEICTBECHHBIMN.

6. lllysanosa, H. H. OcHOBBI nenonpon3BoACTBa: YUeOHUK U MPAKTUKYM JJISi CPETHEro
npodeccuonanpaoro odopazopanms / H. H. Illysamosa, A. 0. lBanoBa; moa oOiiei pemaxiueit
H. H. lllyBanmoBoii. — 3-e¢ m3a., nepepad. u pom. — Mocksa: M3narensctBo FOpaiit, 2023. —
384 c. — (IlpodeccuonansHoe obOpa3oBanue). — ISBN 978-5-534-15488-7. — Tekcr:
HENOCPEACTBEHHBIH.

3.2.2. OcHOBHBIE JJICKTPOHHbIE U3IaHUSA

1. Abymamze, JI. I'. JlokymeHTarimoHHOE OOECIEYCHUE YIPABICHUS TIEPCOHAIIOM:
y4eOHUK U MIPAKTUKYM JJIsl CpeaHero npodeccruoHansHoro oopasosanus / J. I'. AGynanze, U. b.
Brempspkkuna, B. M. Macnosa. — 3-e u3f., nepepa0. u non. — Mocksa: M3gatensctBo FOpaiiT,
2023. — 374 c. — (IIpodeccuonansHoe obpazoanue). — ISBN 978-5-534-16657-6. — Tekcr:



aMeKkTpoHHBIH  //  OOpasoBarenbHas — miatopma  HOpaiir  [caiit]. —  URL:
https://urait.ru/bcode/531449 (nata oopamenus: 10.08.2023).

2. TIpozoma, O. C. JlenonpousBOACTBO: y4eOHOE TOcoOue s CpPEeIHEro
npodeccuonanpHoro oopazoanus / O. C. I'po3zoBa. — 2-¢ m3n. — Mocksa: M3ngarenbcTBo
Opaiit, 2023. — 131 c. — (Ilpodeccuonansuoe obpazoanue). — ISBN 978-5-534-15986-8.
— Tekcr: onextponHsiid // OOpa3oBarenbHas mnargopma FOpait [caiit]. — URL:

https://urait.ru/bcode/517797 (nara obparenus: 10.08.2023).
3. JlokyMeHTOBe/eHHe: YYCOHHK W MPAaKTHKYM JJIsl CPEIHEero MnpogecCHOHANIBLHOTO
obpazosanus / JI. A. Jloponuna [u ap.]; nox pexakmueii JI. A. Jloponunoii. — 3-e uzn., mepepaod.

u pgom. — Mocksa: MzmarenbctBo HOpaiit, 2023. — 336 c. — (IIpodeccuonansHoe
obpazoBanmue). — ISBN 978-5-534-15820-5. — Tekct: snekrpoHHbId // OOpaszoBarenbHas
mnarpopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/509824 (mara oOparmieHus:
12.08.2023).

4. KopueeB, M. K. JlokymeHTarlmoHHOE OOECIIEYCHHE YIPABICHHS: YYECOHUK U
MPAaKTUKYM JUIs cpefHero npodeccuonansHoro oopazoBanus / U. K. Kopnees, A. B. ITienko, B.
A. MamypueB. — 3-e u3a., nepepad. u gon. — Mocksa: U3garensctBo IOpaiit, 2023. — 438 c.
— (ITpodeccuonansuoe odbpazosanue). — ISBN 978-5-534-16002-4. — Tekct: 3MEKTPOHHBIH //
Obpazoparenphas miaargopma HOpaiit [caiitr]. — URL: https://urait.ru/bcode/523611 (mara
obpamenus: 10.08.2023).

5. Kyzunenos, M. H. JlokymenTannonHoe obecrieueHue ymnpapieHus. JJokyMeHTO000poT
U JICJIONPOU3BOJICTBO: YUCOHUK U MPAKTUKYM I CPEAHET0 MPodhecCHOHAIBHOTO 00pa3oBaHus /
N. H. Ky3nenoB. — 4-e uzn., nepepad. u qon. — Mocksa: MznatensctBo FOpaiit, 2023. — 545
c. — (ITpodeccnonansroe obpazoBanue). — ISBN 978-5-534-16004-8. — TekcCT: 21M€KTPOHHBIN
// ObpasoBarenbHas miardopma IOpaiit [caiit]. — URL: https://urait.ru/bcode/523613 (mara
obpamenus: 10.08.2023).

6. lllysanosa, H. H. OcHOBBI nen0npon3BOACTBA: YUEOHUK U MPAKTUKYM JJISi CPEIHEro
npodeccuonanpaoro oopasosanus / H. H. Illyanosa, A. FO. MBaHoBa; moja oOIieii pegakiuei
H. H. llyBanoBoit. — 3-¢ u3xd., nmepepad. u mon. — Mocksa: UznarensctBo FOpaiit, 2023. —
384 c.— (IlpodeccuonanpHoe oOpa3zoBanue). — ISBN 978-5-534-15488-7. — Tekcr:
3JIEKTPOHHbBIN /! OO6pa3zoBarenbHas miardopma Opaiit [caitT]. —
URL.: https://urait.ru/bcode/511684 (nara ooparenus: 10.08.2023).

3.2.3. JlonoJHUTEIbHbIE HCTOYHUKH

1. O TocynapctBenHoMm repbe  Poccmiickoii ~ @enepaumu:  denepaibHbIA
KOHCTHTYIHOHHBIH 3aK0oH 0T 25 nekadpst 2000 r. Ne 2-OK3 (¢ U3MEHEHHSIMHU U JOTOTHEHHSIMH )
— Tekct: onektpoHHbld // TapaHt: cnpaBoyHO-ipaBoBas cuctema: caiit. — URL:
https://base.garant.ru/182788/ (nata obpammenus 10.08.2023).

2. O rocynapcTBeHHOM s3bIke Poccuiickoit @enepanuu: (henepanbHblid 3aK0H OT | UIOHS
2005 1. N 53-®3 (c u3MEHEHUsSMH W JOMOJHEHHSAMH) — TekcT: 3JeKkTpoHHBIA // ['apaHT:
crpaBouHO-TIpaBoBas cucrema: cait. — URL: https://base.garant.ru/12140387/ (nata oGpamieHus
10.08.2023).

3. O6 wunbpopmaruu, WHOOPMAIMOHHBIX TEXHOJOTHSIX W O 3aluTe WH(HOPMAINH:
tbenepanpabiit 3ak0H 0T 27 utonst 2006 r. N 149-03 (c u3MEeHEHUSIMU U TOTIOTHEHUSIMH ) — TeKCT:
9JeKTpoHHBIM  //  T'apaHT: CIIPaBOYHO-TIPABOBAs cucreMa: CauT. — URL:
https://base.garant.ru/12148555/ (nata obpamenus 10.08.2023).

4. TOCT P 7.0.97 — 2016. Harmonanpusliii ctangapt Poccuiickoit @enepanun. Cucrema
CTaHJapTOB MO HHGpOpMAIUU, OUOIMOTEUHOMY W HU3JAaTeNbckoMy feny. OpraHu3alioHHO —
pacnopsAauTenpHas JOKyMeHTauusa. TpeOoBaHuss K odopmieHuto: mnpukas denepaabHOro
areHTCTBA 10 TEXHUYECKOMY PEryIMPOBAaHUIO U MeTpoJoruu ot § nexadps 2016 r. Ne 2004-ct. —
Texcr: oanextponnsidi // Tapant: cmnpaBouHo-mpaBoBast cuctema: caut. — URL:
https://base.garant.ru/71634352/ (nara oopamenus 10.08.2023).


https://urait.ru/bcode/511684

5. TOCT P 7.0.8-2013. HaumonansHsiii ctanmapt Poccuiickoit ®enepanun. Cucrema
CTaHJAPTOB MO WH(MOpMAIMK, OMOIUOTEUHOMY M HM3AATEIbCKOMY JNeny. Jlenonpou3BoacTBO U
apxuBHOE feno. TepMuHbl U onpeseneHus: npuka3 deaepaabHOro areHTCTBA M0 TEXHUUYECKOMY
perynupoBaHuto U metpojoruud ot 17 oktadps 2013 r. N 1185-ct. — TekcT: sneKTpoHHBIH //
l'apant: cmpaBouHo-TipaBoBasi cucrema: caiit. — URL: https:/base.garant.ru/70650732/(nara
obpamenus: 10.08.2023).

6. TOCT P MCO 15489-1-2019. HaumonansHslii ctannapt Poccuiickoit ®@enepanuu.
Cucrema cTaHmapToB 10 HHPOPMAIIHH, OMOJIMOTEYHOMY U U3/IaTelbckoMy aeny. Muadopmarus u
JOKyMeHTalus. YmpaBieHue ngokymeHtamu. Yacte 1— Texcr: snextponnsni // Iapant:
crpaBoYHO-TIpaBoBas cuctema: cait. — URL: https://base.garant.ru/72269570/ (nara ob6pamieHus:
10.08.2023).

7. TlpumepHast MHCTPYKIHUS IO ACIONPOU3BOACTBY B TOCYAaPCTBEHHBIX OpPTaHU3AIMSX:

npuka3 Pocapxusa ot 11.04.2018 Ne 44. — Tekct: a51eKTpoHHBIH // ['apaHT: cipaBOYHO-TIPaBOBAs
cucrema: cait. — URL: https://www.garant.ru/products/ipo/prime/doc/71920678/(nara
obpamenus: 10.08.2023).

8. O6 yrBepxkaenuu IlpaBun nenonpon3BoACTBa B rOCYAAPCTBEHHBIX OpraHax, OpraHax
MECTHOro camoympanieHus: npuka3d Pocapxua ot 22.05.2019 N 71 (3apeructpupoBaHo B
Mumntocte Poccun 27.12.2019 N 57023) — TekcT: a5eKTpoHHBIH // ['apaHT: cipaBOYHO-TIpaBOBast
cuctema: cadt. — URL: https://base.garant.ru/72291836/ (nata o6pamenus: 10.08.2023).

4. KOHTPOJIb 1 OLIEHKA PE3YJBTATOB OCBOEHMUSA

YYEBHOM JUCIHUIIJIMHBI

Pe3yabTaThl 00yueHus1 ‘ Kpurepuu oueHku ‘ MeToabl OLleHKH
[lepeuens 3HaHUl, OCBaMBAEMBIX B paMKaX JUCIUILIMHBI
- HOPMAaTUBHO-TIpaBOBo€ U | [leMOHCTpHpyeT 3HaHUS Ornenka pEe3ynbTaToOB
HOPMaTHUBHO-METOJUYECKOE | HOPMATHBHO-TIPABOBOTO Y | BBIIOJTHEHUS
obecrieyeHue HOPMAaTUBHO-METOINYECKOTO MPaKTHYECKON pabOTHI.
JIeJIOTIPOU3BO/ICTBA; o0ecrieueHus DKCIepTHOE
- rOCy/IlapCTBEHHBIC | IEJIONPOU3BOJICTBA M 3HAHME | HAOMIOJCHHE 33 XOJA0M
CTaHIAPTHI Ha | TOCYJapCTBEHHBIX CTAH/IAPTOB Ha | BBIMOJIHEHUS
JIOKYMEHTAIUIO; JIOKYMEHTALHUIO. MPaKTUIECKOU PabOTHI.
- TOHATHS, cBoiicTBa, | JlaeT onpeneneHus VCeTHBIM M NHUCBMEHHBIN
KJ1acCcU(UKAIIHIO MOHSITHS, CBOMCTB, Kilaccudukamuu | onpoc. TectupoBaHue.
JIOKYMEHTOB; JIOKYMEHTOB.
- MIpaBwWia cOCTaBiieHUs U | JleMOHCTpUpyeT 3HaHus
obopMIIEHUS ~ OT/ACJIBHBIX | TTPaBUII COCTaBJICHUS "
BUJIOB  JIOKYMEHTOB B | OQOpMIICHUSI OTIENbHBIX BHJIOB
COOTBETCTBUU C | IOKYMEHTOB B COOTBETCTBHH C
TpeOOBaHUSIMU TpeOOBaHUSMU  3aKOHOJATEIHHON
3aKOHOIATEIbHON 0Oa3bl; 0asel.
- ocobeHHocTH coctaBa u | [lemoHCTpHUpyeT 3HAHUS
opopMIIEHUS ~ PEKBU3UTOB | OCOOCHHOCTEH cocTaBa u
JIOKYMEHTOB; odopmIIeHUS PEKBU3UTOB
- o0mme TpeOboBaHUSI K | JOKYMEHTOB, a TAKXKe
CO3aHUIO JOKyMEHTOB. o0mmx TpeOoBaHU K CO3/1aHUIO

JTOKYMEHTOB.

[lepeuens yMeHHUH, OCBaUBAEMbIX B PAMKaX THCIUTUIMHBI



https://base.garant.ru/72269570/

- COCTaBIATh U OGOPMIIATH
CIIy’)KeOHbIE JIOKYMEHTHI Ha

OCHOBE TpeboBaHU
COBPEMEHHBIX
HOPMAaTUBHBIX IMPAaBOBBIX
aKTOB;

-I10JTE30BATHCSI
YHU(DUITUPOBAaHHBIMH

dhopmamMu JOKYyMEHTOB;

- OCYLIECTBIATH IIPOBEPKY
MPOEKTOB JIOKyMEHTOB Ha
COOTBETCTBHE  MpaBHIIAM
JIeITOTIPOU3BOJICTBA.

JleMOHCTpUpPYEMBIX YMEHHE
COCTaBJIATh U 0(OPMIIATH
CIIy’K€OHbIE JOKYMEHTbI HA OCHOBE
TpeOOBaHUI COBPEMEHHBIX
HOPMATHBHBIX NTPABOBBIX aKTOB.
JIeMOHCTpUPYEMBIX YMEHUE
I10JIb30BAThCS
YHUDUIUPOBAHHBIMH (hOopMaMu
JIOKYMEHTOB.

JIeMOHCTpUpPYEMBIX YMEHUE
OCYILECTBIISATh IPOBEPKY MTPOEKTOB
JIOKyMEHTOB Ha COOTBETCTBUE
IpaBUJIaM JeJIONPOU3BOCTBA.

OneHka
BBITIOJIHCHUA
MPaKTUYECKOM PabOThHI
DKCIepTHOE
HaOIIOAEeHNE 3a XOIOM
BBITIOJIHCHUA
MPaKTHYECKON pabOTHI

pEe3yabTaTOB
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8. OBIIAS XAPAKTEPUCTHKA PABOYEM ITPOI'PAMMBI YYEBHOM
JUCIHHUIIIUHBI
«OI1.04 OcHOBBI MEHETKMEHTA)

1.1. MecTo AMCUMININHBI B CTPYKTYPE OCHOBHOM 00pa30BaTe/IbHOM NIPOrpaAMMBI:

VYueOHas JUCHHUIIIIMHA

«OCHOBBI

MCHCIXKMCHTAa»

SBISETCS 00S3aTCIbHON YaCThIO

obmenpodeccHoHaNBHOTO ITUKIIa 00pa3oBaTeIbHON porpammel B cootBeTcTBru ¢ I'OC CIIO

o npodeccun 46.01.03 Jlenonpon3BoanuTENb.

Ocoboe 3HaueHue TUCHMILIMHA UMeeT npu GopmupoBanuu u passutuu OK 01, OK 02,
OK 03, OK 04, OK 05, OK 06, OK 07, OK 09.

1.2. Heab ¥ miiaHupyemble pe3yJabTaThl 0OCBOCHHS JUCUMILIIMHbI:

B pamkax mporpamMmbl y4eOHOM TUCHUIUIMHBI OOYYarOIIMMHUCS OCBaMBAIOTCS YMEHUS

Y 3HaHUs
Kon YmMmenus 3Hanus
IIK, OK
OK 01, - OLICHMBATh CUTYAlMIO U MPUHUMATH | - CYIIHOCTh U XapaKTEPHbIE YEPTHI
OK 02, 3¢ GEeKTUBHBIE PEIICHHsI, HCIIOJIb3Ys | COBPEMEHHOTO MEHEKMEHTA;
OK 03, CUCTEMY METOJOB YIPABIICHHUS, - IIPUHIUIIBI IIOCTPOEHUs
OK 04, - HCTI0JIb30BaTh HA MPAKTUKE METO/bl | OPraHU3aIIMOHHOMN CTPYKTYpbI
OK 05, IJIAHUPOBAHUS U OpraHU3aluU YIpaBIICHHUS;
OK 06, paboThI OIpa3/IeNIEHUs U JINYHOTO - CUCTEMa METOOB yIPaBJICHMUS,
OK 07, TPYAOBOIO IIpOLIECCa,; - IIPOLIECC IPUHATHUS U peau3alun
OK 09, - YYUTBIBATh OCOOCHHOCTH YIPaBIECHUYECKUX PELICHUN;
IIK 1.2, MEHEIPKMEHTa B 00J1acTH - OCHOBBI hopmMupoBaHHs
TIK 1.3, npo¢eCcCHOHATBHON JIeATeTLHOCTH, MOTHBAITHOHHOMN TMOTUTHUKHA
[IK 1.6 - IPOBOAUTH pabOTy [0 MOTUBALIUU OpraHH3aluy,
TPYAOBOM JESTEIBHOCTH. - METO/1bI IUTAHUPOBAHUS U

OpraHu3alui  paboOThl IOJPa3/ICICHUS
1o nmpodeccum.

2. CTPYKTYPA U COJIEP)KAHUE YUEBHOM JUCIUILIVNHBI

2.1. O0beM y4eOHOM TMCHUILUIMHBI U BUAbI Y4€OHOIl padoThI

Bup y4yeoHoii padoThI

O0BeM B yacax

O0BbeM 00pa3oBaTeIbHOI MPOrpaMMbl y4eOHOH TUCHMIJIHHBI 36
B T.4. B JopMe NPaKTHYECKON MOATOTOBKHU 12
BT. 4.

TEOPETHUECKOE 00yUueHne 22
MPAKTUYECKUE 3aHITHS 12
IIpomexyrounas arrecrauus /3 2




2.2. TemaTnveckuii IJIaH U coep:kaHue Y4eOHOM AU CUMIIIMHBI

O0bemM, ak. 4. Koasl
/ KOMIIETEeHIMII,
B TOM YHCJIe ¢dopmupoBanuio
HaunmenoBanmue Conep:xxanue y4eOHOro MaTepuaJia M (pOpMbl OPraHu3alMu AeATeJIbHOCTH
pa3/es0B U TeM o0yyarommxcst B (popme . KoTOpLIX
NPaAKTHYEeCKOM CIoco0CTBYeET
NMOAr0TOBKH, 3JIEMEHT
aK. 4. MPOrpaMMblI
1 2 3 4
Pa3zgen 1. MeTrogororuueckmue OCHOBLI MEHEIKMEHTA
Tema 1.1. Coaepxanue 5 OK 01,
Cucrema OK 02
MeHe/KMEHTa 1. Cymnocts MenemxmeHnTa. llenu ympaBieHus. ®akTopbl ymnpaBieHUs. XapaKTepHBIC
OpPraHM3aunu YepThl COBPEMEHHOI'O MEHEIKMEHTA.
2. OCHOBHBIE DJICMEHTHI CHCTeMBI yrpaBieHUs. [IpuHIMIEI MeHemkMeHTa. Mudopmarus 2
KaK IpeIMET U OCHOBHOE CPE/ICTBO MEHEKMEHTa. MecTo MeHeIXKMeHTa B Oynyiieil pabote
110 Mpodeccuu JeI0NPOU3BOIUTES.
ConepkaHue 6/2
OcHoBHBIC TIpU3HAKW opraHu3amnuii. Tunonorus u kiaaccudukaius opranuzanuii. OOmme
CBOMCTBAa oOpranmsauuid. BoemHsAs cpena opraHumzanuu. @axkTopel cpelnbl MPSIMOro
BO3JICHCTBUS: TOCTABIIMKH, TMOTPEOUTENH, KOHKYPEHTHI, NpO(QCOI03bl, 3aKOHBI U 2 OK 01
rocyzapcTBeHHble opranbl. MakTOphl Cpelibl KOCBEHHOIO BO3JEUCTBUsI. BHYTpeHHss cpena ’
Tema 1.2. B — OK 02,
Opranuszauus 0 ; 5 OK 03,
KAK OBLEKT praHu3alMOHHbBIE CTPYKTYPhI YIIPABICHUS: TOHATUE, TPEOOBAHUS, IPEABSBISIEMbIE K HUM, OK 04
AR MPUHIUIIEI  TTIOCTPOCHMsI. TUIBI W BHIBI OPraHU3alMOHHBIX CTPYKTYp. CTpyKTypHBIE 1 OK 0 5’
ynp MOApPA3ACIICHNs, 3BEHbS W CTYNEHU yrnpaBieHUs. [OpuM30OHTaIbHOE U BEPTUKAIBHOE OK 0 6’
paznenenue tpyna. [lomaoMmouus. OK 0 7’
dopMupoBaHue OpraHU3aIMOHHON (KoprmopaTUBHOM) KYJIBTYpPHI. Cucrema OK 09’
OpraHM3allMOHHBIX ~ KOMMYHUKanui. OpraHu3aldoOHHbIE  OTHOIIEHHUS B  CUCTEME 1
MEHEJPKMEHTA.
B ToM ync/ie NpaKTHYeCKNX 3aHATHI U J1a00PATOPHBIX padoT 2
IIpakTuueckass pa6ora Ne 1. VYmpaxkHeHHE IO COCTABJICHHIO 3aJlaHHOW CTPYKTYPHI 2
YIPABJICHHUS.
Tema 1.3. Coaep:kanue 2




MeToabl Cucrema METOIOB MEHEIKMEHTA. AIMUHUCTPATUBHBIE METObl. DKOHOMUYECKHE METOJIBI. OK 01, OK 02, OK
MEHEe/IKMEHTa NHdopmannoHHbIE, COLMOJIOTMYECKUE U TICUXOJOrMYecKHue MeToAbl. (P(PEKTUBHOCTD 2 03, OK 06, OK 7,
METOJIOB MEHEHKMEHTA OK 9
Pa3nen 2. ®yHKIIUM MEHETKMEHTA
Conepxxanue 4/2
Tema 2.1 CylHOCTh yHpaBIEHYECKUX penieHuid. Bunbl yrpaBiieHUeckuX pemeHuid. [IpuHIunb
o BBIPAa0OTKM W TPUHATHS YIPABICHYCCKUX pelieHuid. MeToIbl BBIPAOOTKH pPELICHUIA.
Bripaborka u II I())uez[ a BEI a%OTKI/I Hu ny I/?HHTI/IH aBJ'IeII—)I‘IeCKI/IX emeHI/H?II[ CTI/IJ'IE aBneII){quKoro 2 OK 01, OK 02,
NpUHATHE P P P P yip P ' yrp OK 03, OK 7,
peuieHusl.
yIpaBJIeHYeCKHUX v OK9
pemmenii B ToM 4mnciie npakTHYECKUX 3aAHATHI U J1a00paTOPHBIX padoT 2
IpakTnyeckas padora Ne 2. [Ipouecc pa3paboTKu ympaBieHUecKoro pemeHus. [emosas 5
urpa.
Conep:xxanue 4/2
Tema 2.2 CymHocts mianupoBanusi. Bunabl minanoB. OCHOBHbIE MPUHILIMIIBI MJIAHUPOBAHUSA. MeTo bl
o wianupoBanus. [lpouenypa mnanupoBanusi. CTpyKTypa M OCHOBHbBIE (OPMBI IUIAHOB. 2 OK 01, OK 02,
IliianupoBanue
OO0ecrieyeHne BBINOJHEHUS IIAHOB OK 03, OK 7,
Kak QpyHKUIusA "
B ToM 4ncJIe NpaKTHYECKHUX 3aHATHH M J1a00paTOpPHBIX padoT 2 OK9
MEHEe/IKMEHTa ”
IMpakTuyeckas padora Ne 3. Ctparerndeckoe u Tekyiee riannpoanue. Keiic. Pabora B 5
MaJIbIX TPyMHHax ¢ MOCIEAYIOIIMM 00CYKICHUEM.
Conep:xkanue 4/2
Tema 2.3. 6P . OK 01
[lonsitue MmotTuBauu. MoTUBaMOHHBIN npouecc. CoaepkaresbHbIE TEOPUU MOTHUBALIUU.
MoTtuBanus 2 OK 02,
IIponieccyanbHble TEOPUU MOTHUBAIIWH.
IeSITeILHOCTH = OK 03.
B ToM uKc/ie MpaKTHYeCKHUX 3aHATHH M J1a00paTOPHBIX pador 2 OK04
IpakTuueckasi pabora Ne 4. TpeHHHHT Ha TeMy «MOTHBAIHS TPYIOBOTO KOJIUICKTUBAY 2
Conep:xkanue 4/2
Tema 2.4 CymHoctb KOHTpos. Buasl kouTposns. [punuunsl koutposs. Metoasl koHTposist. opmbl
o KOHTpOJIsl. DTanbl KOHTpoJs. [loBeeHuecke acreKTbl KOHTPOJIS. 2 OK 01, OK 02,
Konrtpoas kak
IIK 1.2,
pyHkuus "
B ToM 4ncJie NPaKTHYECKUX 3aHATHI M J1a00paTOPHBIX padoT 2 [IK 1.3,
MEHEeIKMEHTa
IpakTnyeckas padora Ne 5. OcymiectBieHHe >(PQPEKTHBHOTO KOHTPOJIS HCIIOJHEHHS [IK 1.6
JIOKYMEHTOB B opranuzanuu. CocTaBjieHHe IaHa-CXEMBbI MPOBeIeHUsT KOHTpouia. Pabora B 2
MaJIBIX TPYIIaxX ¢ MOCISAYIONIMM 00CYKICHUEM.
Tema 2.5. Conepkanue 6/2 OK 01, OK 02,
IIpobaema IIpupona nunepcrBa. Jlupep m MeHemkep. Tumonorus nmaepcTBa. TpaauiimoOHHBIE 4 OK 03, OK 06,




JINIepCTBA
MeHeI:KMeHTe

B

KOHIICTIIIMK  JuaepcTBa.  KOHIENMIMHM — CHUTYallHOHHOTO  JuaepcTBa.  KoHIemmus
aTprOyTHBHOTO JHaepCcTBa. KOHIENIINKM XapU3MaTHIECKOTO U MPEo0Pas3yroNIero 1 aepCTBa.
DddexTuBHOE TUACPCTBO.

OK 7,0K9

B ToM 4nciie NpaKTHYECKUX 3aHATHI M J1a00paTOPHBIX padoT 2
IpakTnuyeckas padora Ne 6. TpeHaunr Ha Temy «JIugep u KomaHIa. 2
IIpome:KyTOUHASL ATTECTALUSA 2

Bcero:

36




3. YCJIOBUSA PEAJIN3AIIMM YYEBHOM JUCHUILIVHBI

3.1. s peaqu3anyu MPOrpaMMbl Yy4eOHOH JUCHHUILUIMHBI IPeLyCMOTPEHbI
cJIeAyIOIHe CIIeHATbHbIC TOMEIICHUS:

Kabuner «O6menpodeccnoHanbHbIX AUCLUIUIMHY», OCHAIIEHHBIH B COOTBETCTBUU C II.
6.1.2.1 oOpa3oBaTeIbHON TPOTPAMMBI.

3.2. UnpopmannoHHoe odecnedeHne peajn3auui NporpaMmMbl

Jis peanmzanuu mporpamMMbl OMOIHOTEUHBIH (GOHA 00pa3oBaTelIbHON OpraHU3alUN
UMEeT MeYaTHbIe W/MIM 3JEKTPOHHBIE 0Opa3oBaTelbHblE W MH()OPMALMOHHBIE PECYpPCHl IS
UCIIOJIb30BaHUsl B oOpa3oBareiabHOM mporecce. Ilpu gopmupoBanun 6ubnuoredHoro Qouaa
o0Opa3oBaTesIbHOI OpraHu3alieil BbIOMpaeTcs He MEHEe OJHOr0 M3JaHUS M3 MEPEeYHCIICHHBIX
HIDKE MEYaTHBIX M3JAaHUN U (WJIM) 3JIEKTPOHHBIX W3/IaHUN B KaueCTBE OCHOBHOI'O, IIPU 3TOM
CIHCOK MOXET OBITh JIOTIOJTHEH HOBBIMH U3/IaHUSMH.

3.2.1. OcHOBHBIE NTEYaTHbIC U31AHUA
1. AGuyk, B. A. Teopernueckre OCHOBBI MEHEKMEHTA : YUYCOHUK W MPAKTHUKYM IS
cpenuero npodeccroHansHOro oopazosanus / B. A. Aduyk, C. 0. Tpanumsid, B. B. Tumdaenko.

— 3-e wu3n., ucnop. u gon. — MockBa: M3parensctBo HOpaiit, 2023. — 320 c. —
(ITpoeccuonansnoe  obpazoBanme). —  ISBN  978-5-534-17086-3. —  Tekcr:
HETNOCPEICTBEHHBIN.

2. OmumanoB, A. A. OCHOBBI MEHEIDKMEHTA: Yy4eOHOE TOCOOWe IS CPETHETO
npodeccruoHabHOTO 0OpazoBanms / A. A. OguHIOB. — 2-¢ W3J., UCTp. U J10m. — MoOCKBa:

WznarensctBo HOpaiit, 2023. — 241 ¢. — (IIpodeccuonansnoe oopazoBanue). — ISBN 978-5-
534-16617-0. — TekcT: HemoCcpeACTBEHHBIN.

3. IllapamoBa, T.B. OcHOBBI MEHEXKMEHTA: ydeOHOE TOCOOMEe I CPEeIHEro
npodeccronanbHoro obpazomanus / T. B. lllapanoBa. — Mocksa: M3gatensctBo FOpaiiT,
2023. — 208 c. — (ITpodeccuonansuoe odpazosanue). — ISBN 978-5-534-01621-5. — Tekcr:
HEIIOCPEACTBEHHBIN.

3.2.2. OcHOBHBIE 3JIEKTPOHHbIC U3IAHUS

1. AGuyk, B. A. Teopernyeckre OCHOBBI MEHE/KMEHTA : YYCOHHK M MPAKTHKYM JJIs
cpenuero npodeccuoHansHOro oopazosanus / B. A. Aduyk, C. 0. Tpanumsid, B. B. Tumdaenko.
— 3-¢ u3A., uwenp. u gon. — Mocksa: M3parensctBo IOpaiir, 2023. — 320 c. —
(ITpodeccuonansuoe obpaszoBanue). — ISBN 978-5-534-17086-3. — TekcT: 3JIeKTpOHHBIN //
Ob6pazoBarensHas maatdopma FOpait [caiit]. — URL: https://urait.ru/bcode/532378 (marta
obpamenus: 10.08.2023).

2. MeHemKMEHT : y4eOHMK s cpelHero mnpodeccruoHanbHOro obpazomanus / FHO. B.
Ky3nenos [u np.] ; nmox penakuueit FO. B. Ky3nenosa. — Mocksa : MU3natensctBo FOpaiit, 2023.
— 448 c. — (Ilpodeccuonansuoe obpazoBanue). — ISBN 978-5-534-02995-6. — Tekcr :
anexkTpoHHbId  //  OOpazoBarenvHas  miarpopma  FOpaiit  [cait]. —  URL:
https://urait.ru/bcode/514107 (mara obpamenus: 12.08.2023).

3. OmunnoB, A. A. OCHOBBI MEHEIKMEHTAa: ydeOHOe T™ocoOWe i CPEeaHETO
npodeccuoHanbHOr0 oOpazoBanus / A. A. OguHIOB. — 2-¢ W31., UCTp. U Aom. — MoOcCKBa:
NznarensctBo IOpaiit, 2023. — 241 ¢. — (Ilpodeccuonansuoe oopazoBanue). — ISBN 978-5-
534-16617-0. — Tekct: anexTpoHHbIi // O0pa3oBarensHas wiardopma FOpaiir [caiit]. — URL:
https://urait.ru/bcode/531382 (mata oopamenus: 10.08.2023).



4. IHapamoBa, T.B. OcHOBbI MeHeIKMEHTa: ydyeOHOe TMocoOue [IJsi CpPEaHEro
npodeccuonanpbHoro obpazoBanusi/ T. B. [llapamoBa. — MockBa: W3narensctBo [Opaiit,
2023. — 208 c. — (IlpodeccuonanpHoe oopazoBanne). — ISBN 978-5-534-01621-5. — Texkcr:
MeKkTpoHHBI  //  OOpasoBarenbHas  miatopma  HOpaiir  [caiit]. —  URL:

https://urait.ru/bcode/514493 (nata obparenus: 10.08.2023).

3.2.3. JlonoJiHUTEIbHbI€ HCTOYHUKH

1. Mapnac, A. H. OcnoBbl MmeHemxmenTa. [Ipaktuyeckuii Kypc: yueOHOe mocooue s
cpenuero npodeccuonansHoro obpazosanwus / A. H. Mapnac, O. A. I'ynseBa. — 2-¢ u31I., UCTp.
u jgorn. — MockBa: MzmarensctBo [Opaiit, 2023. — 175 c¢. — (IIpodeccuonanpHoe
obpaszoBanmue). — ISBN 978-5-534-08328-6. — Tekct: anexrtponnsii // OOpa3oBaTenbHas
URL: https://urait.ru/bcode/514601 (mata oOpameHus:

mwiatgopma HOpailt [caiT].
12.08.2023).

2. UBanoma, U. A. MeHeKMEHT: y4eOHMK | MPAKTUKYM IS CPEIHETro
npodeccuonansHoro obpaszosanus / U. A. Banosa, A. M. CepreeB. — MockBa: M3nareiabcTBo
Opaiit, 2023. — 289 c. — (Ilpodeccuonansuoe odbpazopanue). — ISBN 978-5-534-16973-7.

— Tekct: oanexktpoHHbii // O6pazoBarenvHas Tuiatgopma FOpaiit [caiit]. — URL:
https://urait.ru/bcode/532132 (mara obpamenus: 12.08.2023).
4. KOHTPOJIb U OUEHKA PE3YJIbTATOB OCBOEHMUSI
YYEBHOM JUCIHUIIJINHBI
Pe3yabraThl 00y4yeHus ‘ Kpurtepun oneHku ‘ MeToabl OLleHKH
[lepedyenp 3HaHMIi, OCBAUBAEMBIX B PaMKaX JUCHUILINHBI
3HaTh HemoncTpupyet 3Hanust o | OueHka pEe3yNbTaTOB
- CYIIHOCTh W XapaKTEpPHBIC | CYIIHOCTH M XapaKTEPHBIX | BBHITTOJHEHUS MPaKTUYECKOU
YepThl COBPEMEHHOTO | YyepTax COBPEMEHHOTO | paOOTHI.
MEHEIP)KMEHTA; MEHEPKMEHTA; DKcrepTHOE HaONOICHHE 32
- NPUHUUIBI  TOCTPOCHHMS | - MPUHIMIAX [OCTPOCHUS | XOJI0M BBITIOJIHEHHUS
OPraHu3alMOHHON  CTPYKTYpPbI | OPraHU3aMOHHON MPaKTUYECKOU PabOTHI.
YIPaBIICHHUS; CTPYKTYpBI YIIpaBJICHUSI. VYCTHBIN U TUCBMEHHBINA OIpPOC.
- CHCTEMY MeTozioB | JleMoHcTpupyeT 3HaHus o | TectupoBaHwue.
YIpPaBIICHHUS; cucreme METOJI0B
- Tpolecc  MPUHATUS | | YIPABICHHUS.
peanu3alud  yIpaBiI€HYECKUX | JleMOHCTpUpyeT 3HaHUS O
peuieHuni; mporecce  NPUHATHS U
- OCHOBHl  (hopMHpOBaHUS | pean3alu
MOTHUBAllHOHHOMN MOJINTUKY | YIPABICHYECKUX PEIICHUMN.
OopraHu3aluy, JeMoHCTpUpyeT 3HaHUS MO
- MeToAsl  IUIAHUPOBAHUSA, | OCHOBaM  (hopMHpOBaHUS
OpraHu3aIu paboThl, | MOTMBAIIMOHHOW MOJIUTUKH

KOHTPOJIS TIOJpa3feiCHus 110
npogeccuu.

OpraHu3allny, a TAKKE
METOOdax IJIaHUPOBAHUA,
OpraHu3aIuu paboTHI,
KOHTPOJIA MOApPa3aciICHUSA
1o npodeccun

HCPC‘ICHB YMeHHﬁ, OCBAaMBACMBIX B paMKax JUCHHUITIIMHBI



https://urait.ru/bcode/514493

- OLIGHMBATh CHUTYalUI0 |
IIPUHUMATh 3¢ deKTUBHBIE
pelIeHHs, HUCHOJb3Ysl CUCTEMY
METOJIOB yIIPaBJICHHUS,

- WCIMOJNB30BaTh Ha TPAKTHKE
METO/IbI

IUTAHUPOBAHUS U OpraHu3aluu
paboTel  TOHpa3dcNeHUus |
JMYHOTO

TPYAOBOTO TIpOIIECCa,

- YIYUTBIBaTh OCOOCHHOCTH
MEHEIP)KMEHTa B 00J1acTu

npodeccroHaTbHOM
NCATCIBbHOCTH,

- TpoOBOAMUTH  paboTy  TO
MOTHUBaAIlU

pr,[[OBOﬁ ACATCIBHOCTHU

JleMoHCTpUpYyeT yMEeHHE
OLICHUBATL CUTYyallUIO U

npuHUMAaTh 3G (HEKTUBHBIE
pelIeHHs, UCTIONb3YS
CHUCTEMY METOJIOB
yIIpaBJICHUS.
JleMoHCTpUpYyeT yMeHHE
UCIIOJIb30BaTh Ha MPAKTUKE
METOIBI

TUTAHUPOBAHMUS U
OpraHu3aIuu

paboThI TOIpa3eieHus U
JMYHOTO

TPYZOBOTO IpoIiecca.
JleMoHCTpUpyeT yMeHHE
YUUTBIBATH OCOOCHHOCTH
MEHEJDKMEHTa B 00JIaCTH
npodeccuoHaIbHON
JESITEITILHOCTH.
JleMoHCTpUpYyET yMEHHE
MPOBOIUTH PabOTY IO
MOTHBAIIAH

TPYIOBOW JAESTEIBHOCTH

Ouenka pe3yJabTaTOB
BBITIOJTHECHUA ap aKTHUYECKOU
paboTHI.

DKcrnepTHOE HaOMIOJIeHUE 3a
X0oa0oM BBITTIOJTHCHU A

MPAaKTUYECKON pabOTHI.
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9. OBIIASI XAPAKTEPUCTHUKA PABOYEM ITPOT'PAMMbBI YUEBHOM
JUCIIUIIJINHBI
«OII.05 OcHOBBI peJaKTHPOBAHNS TOKYMEHTOB)»

1.1. MecTo AMCUMININHBI B CTPYKTYPE OCHOBHOM 00pa30BaTe/IbHOM NIPOrpaAMMBI:

VYuebHas nucuunianHa «OCHOBBI peIaKTUPOBAHUS JOKYMEHTOBY SIBISIETCS 00s13aTeIbHOMN
YacThl0 00IIENPOPECCHOHATBPHOIO LMKIAa 00pa30oBaTeNbHOM HpOrpaMMbl B COOTBETCTBHM C
®I'OC CIIO no mpodeccun 46.01.03 [lenonpou3BoauTENb.

Ocoboe 3HaueHue TUCHHILIMHA uMeeT npu ¢opmupoBanuu u pazsutau OK 01, OK 02,
OK 04, OK 05, OK 09.

1.2. Heab ¥ miiaHupyemble pe3yJabTaThl 0OCBOCHHS JUCUMILIIMHbI:

B pamkax mporpammbl y4eOHOH IUCIHMIIIMHBI OOYYarOIIMMUCS OCBAaWUBAOTCS yMEHUS

1 3HAHHS
Kon Ymenust 3uanus
MK, OK

OK 01 - pa3bupatbcsi B cnenuduKe | - OCHOBHBIE KaHPBHl  OQHUIIHUATIHLHO-

OK 02 pa3IMYHBIX CTHICH PYCCKOTO SI3bIKA; | JICJIOBOTO  CTHJIS,  COACpXKAHUE U

OK 04 - COCTaBIATh ¥  PENAKTUPOBATh | CTPYKTYPY (yHKIIMOHAITEHO-
o(uIInaIbHBIC TEKCThI, OTHOCSIIMXCS | CTUIIMCTHYECKOTO POCTPAHCTBA

OK 05 K pPa3IMYHBIM JKaHpaM CIYXeOHBIX | JIeJIOBOTO S3BIKA, KOMITO3HUITUIO

OK 09 JIOKYMEHTOB; JIOKYMEHTHOTO TEKCTa,

IIK 1.6 - pa3nMyaTh S3HIKOBBIE OIIMOKH B | - OCHOBHBIE TOJIOXKeEHHs opdorpadun n

o UIHATEHO-IEIOBBIX;

- HCHpPABIIATh  I'paMMaTHYECKHE
OITMOKY ¥ PEYCBHIC HETOYCTHI,

- HCIIOJIb30BaTh  CIIPABOYHBIC
U3JIaHUsT TI0 PYCCKOMY SI3BIKY |
MIPAKTUYECKOH CTHUJIMCTHKE;

- NPUMEHATh TEXHUKH  TPaBKH
TEKCTOB JIOKYMEHTOB

Mopdooruu c 3JIeMEHTaMu
MIPaKTUYECKON CTUIUCTHUKU;
- HOPMBI rpaMMaTH4YECKON

COYETAaeMOCTH, MPUEMbl YCTPAHCHHS B
TCKCTC TI'PaAMMATHUYCCKHX, PCYCBLBIX U
JIEKCUYECKUX OILIHOOK;

- cnenu(uKy pelaKTOpCKOW paboThI C
TEKCTaMH JICJIOBOM JJOKYMEHTAIHH

2. CTPYKTYPA ¥ COJAEP)KAHUE YYEFHOM TUCIHUATIIAHBI

2.1. O0beM yueOHOI JMCUMIIJIMHBI M BH/IbI Y4eOHOH padoThI

Bup yueOHoii padoThI

O0beM B yacax

O06bem o0pa3oBaTeIbHOI NPOrpaMMbl YueOHOI JMCHUIIIHHBI 36
B T.4. B ()opMe NPaKTHYECKOI MOJAT0TOBKH 24
BT. U.:

TeopeTuieckoe oOyueHue 10
MIPAKTUYECKHE 3aHATHS (eCiu npedycmMompeHo) 24
IIpomexyTOUHAs aTTECTALMS 2




2.2. TemaTnveckuii IJIaH U coep:kaHue Y4eOHOM AU CUMIIIMHBI

Koabi
Oo0bem, aK. 4./ A .
KOMIIETEeHIIHIA,
B TOM fHeIe (popmMupoBanuio
HanmenoBanue Copepxanue yueOHOro marepuasa u GopMbl OPraHU3aANMHU AeATETIbHOCTH B popme pKOTI:) LIX
pa3/iesioB H TeM o0yyarommxcst NPaKTHYeCKOMH P
CImoco0CcTByeT
MOArOTOBKH,
3J1eMeHT
aK. 4.
NPOrpamMMbl
1 2 3 4
Pa3zpnen 1. BBegenne: CyniHOCTb M 32/1a41 PeAAKTHPOBAHUS
Tema 1.1. Coaepxanue 1 OK 01,
IIpeamer u 3apaun OK 02,
pelaKTHPOBAHUSA [Tonatue «penaktupoBanue». Ilpenmer u 3amaun pemaktupoBaHus. O MOHATHIX OK 05,
«JTOKYMEHT», «CIIYyKEOHBIA TOKYMEHT». TEeKCT CIy:KEeOHOTO TOKyMEHTa. BUIbI TEKCTOB: OK 09
TPaAUITMOHHBIA (JIMHEWHBIN), QopMann3oBaHHBI (TpadapeT, aHKeTa, TaOIUIA).
TpeOoBanus, mpenbsIBIsSeMble K O(DHUIMATHHO-ICIOBOM MHUCHbMEHHONW pedr (TOYHOCTH 1
BBIPAXXCHHSI MBICITH, JJOTUYHOCTh U CTPYKTYPUPOBAHHOCTD U3JI0KEHUS, CTAaHAAPTH3AIMS
U yHU(UKaLUs S3BIKOBBIX M TEKCTOBBIX cpeacTB). OCHOBHbIE TpeOOBaHUS PEUYEBOIO
JTHKETA.
Pa3nen 2. Ctuiiu peun
Tema 2.1. Cojaepixanue 3/2
Cruu peun CTuim  COBPEMEHHOTO PYCCKOTO JHUTepaTypHOro s3bika. CTuieBble OCOOCHHOCTH
nenoBoil  mHMopManmu. XapakTEepUCTUKAa  OQPHUIMAIBLHO-IEIOBOTO  CTUJS  peYH. 1
Odututastbito- CTI/IJH/ICTI/I‘IGCI?I)/IGPOCO6CHHOCTI/IPSI3BIKE €JIOBBIX 6(b ar ’ OK 01, OK 02, OK
JeJIOBOJ CTHJIb f[ yMmar. 04, OK 05, OK 09,
pesu B ToM 4uncJie NpaKTHYeCKUX 3aHATHIH M J1a00pPATOPHBIX padoT 2 K 1.6
IIpakTudeckas padora Ne 1. OmpenencHue CTHIS TEKCTa MO (YHKIIMOHATHHBIM o
npu3HaKkaM. XapaKTepUcTHKa O(UIMATHHO-ACTIOBOTO CTWISI Ha MPAKTHYECKOM 2
matepuasue. CTHIMCTHYECKasl IPaBKa TEKCTa.
Pa3nen 3. PerakTHpoBaHHEe TEKCTOB JOKYMEHTOB B COOTBETCTBHH C SI3LIKOBLIMH HOPMAMH
Tema 3.1. Coaep:xanue 5/4
TleKCHYeCKHe CnoBo — ocHOBa Ui TIOHUMaHUS TeKcTa. AHaJIM3 CIOBOYNOTpeOsieHus. YcTpaHeHue OK 01, OK 02, OK
. | IEKCUYECKUX OIMMOOK Pa3HOTO Xapakrepa. YMOTpeOJieHHe ClioBa B HECBOMCTBEHHOM 04, OK 05, OK 09,
HOPMBI B 1€JI0BOi1 1

AOKYMCECHTAUH

eMy 3HaueHuH. HerouHocTh BbIOMpaeMoro cijoBa (OmHMOKM B yHoTpeOiIeHUH
CHHOHHMMOB, MapoHUMOB). Hapymenue nexkcuueckoil codyeraemocTtH. HeomnpaBganHoe

IIK 1.6.




ynoTpeOIeHUH UMEH YUCITUTENbHBIX.
[IpaBonucanue u ynorpedaeHre Hapeuuid, IPeJIoroB, COI30B B JIETIOBON peyH.

B ToM unciie NpaKTHYeCKUX 3aHATHI M J1a00pPaTOPHBIX padoT 6

IpakTnueckoe 3anaTHe Ne 4-6. PenaktupoBaHue IOKYMEHTOB: BBISIBJICHHE 6

MOP(}OIOrHUECKUX OIIHMOOK B CIY EOHON TOKYMEHTAIINH.

Conep:kanue 6/4

Hapymenust HopM TrpaMMaTHYECKOM COYETaeMOCTH: HapyLIeHHs COIJIaCOBAaHUS,

HapylleHus yrpaBieHus. HapyiieHue cBsi3u MeXIy MNOJIEKAIIUM M CKa3yeMbIM.

Omubku B TOCTPOCHUU TPEAJIOKEHUM ¢ OJHOPOAHBIMU uieHaMu. OmuOku B

MOCTPOEHUU TPEUIOKEHUNA C JeenpUYacTHbBIM 000poToM. OMmUOKM B TMOCTPOCHUU

OpeUIOKEHU ¢ mpuyacTHbIM 00opoToM. OmMOKM B TMOCTPOEHUHM  CIIOXKHOTO
Tema 3.3, npenoxkenus. OmuOKY B NMPEANIOKEHUSAX C KOCBEHHOHM peubto. Hapymienuwe rpanuig 5 OK 01, OK 02, OK

IPEJJIOKEHUSL.
CuHTaKkcHYecKHe Heynaunpiii mopsimok cioB. Heymenoe tutupoBanue. bemHOCTh M 0fHOOOpasue 04, OK 05, OK 09,
HOPMBI B 1€J10BOH | cyprakciuecKkoro cTposi TekeTa. YIOTPeOICHHE CIIOB, HX COYCTAHHA M CHHTAKCHYECKUX IK 1.6.
MOKyMEHTAIlHH KOHCTPYKLIMH, HE COOTBETCTBYIOIIMX CTHJIMCTHYECKOH XapaKTEepPUCTUKE TEKCTa.

VYcTpaHeHne CTHIMCTHYECKMX HEIOYEeTOB M OMMOOK B MPEAIOKEHUAX MpHU

CTHWJINCTUYECKON ITPaBKE TEKCTA.

B TOM 4ncJie NPAKTHYECKUX 3aAHATHI H JIA00PaTOPHBIX padoT 4

IIpakTnyeckoe 3ansitue Ne 7. PenaktupoBaHME€ JOKYMEHTOB:  BBISBIICHUE 5

CHUHTAaKCUYECKHX OIIMOOK B JICJIOBOM TOKYMEHTALIUU.

IIpakTyeckoe 3ansaTHe Ne 8. [TocTpoeHne peyeBbIX KOHCTPYKLUH. 2
Pasnen 4. PenaktupoBanue cJaykeO0HbBIX IOKYMEHTOB

Cojaepixanue 4/2

OcCHOBHbBIE 3aKOHBI JIOTMKH. 3aKOH TOXAECTBA. 3aKOH IPOTUBOPEUYMUS. 3aKOH

UCKJIFOUEHHOT'O TPEeThero. 3aKOH JOCTATOYHOro OcHOBaHMA. OCHOBHbIE TpeOOBaHUS,
Tema 4.1. IpEIbsABISIEMBIE K JOKA3aTENbCTBY. T€3HUC U apryMEHTHI B IOKA3aTEIbCTBE. 2 OK 01, OK 02, OK
Jlormueckne Jlorudeckue OmMMOKM B JIOKA3aTEIbCTBAX U OMPEICIICHUAX. THUIUYHBIE OIIUOKU B 04, OK 05, OK 09,
OCHOBBI UCIIOJIb30BaHUM apryMEHTOB B JloKa3aTenbcTBe. HempaBuiabHas (GopMyaHpoBKa Te3uca. IIK 1.6.
peAaKTHPOBAHUSA Onpenenenne. OmuOKku B onpeneneHusx. TpedoBaHUs K ONPeIeICHUSIM.

B TOM 4nc/ie NpaKTHYECKUX 3aHATHI U JJAa00PaTOPHBIX padoT 2

IIpakTnueckoe 3ansitue Ne 9. PenakTupoBaHHE TEKCTa, HMMEIOIIETO JIOTHYECKUE 5

OLITHOKH.
Tema 4.2. Conepxanue 3/2




Bujanl M TeXHHKA

Oramnbel paboTel HaA TekcToM. [lociieIoBaTeIbHOCTh U 3TAaIlbl PEIAKTHPOBAHUS. BUIbI

NpPaBKH npaBku TekcToB. [IpaBka-BbiunTKa. [IpaBka-cokpamenue. [IpaBka-nepenenka. [IpaBka- 1 OK 01, OK 02, OK
opunuanbHO- o0paboTtka. Texnuka mpaBku Tekcta. KoppekTypHbIe 3HAKH. 04, OK 05, OK 09,
JAeJIOBOI'0 TEKCTAa B Tom unc/ie NpaKTHYECKUX 3aHATHH U J1a00pPATOPHBIX padoT 2 [IK 1.6.
IIpakTuueckoe 3ansitue Ne 10. IlpaBka Tekcta ¢ COONIOACHUEM TIPABHII 5
pEeIaKTUPOBAHUS
Coaepxanue 3/2
Komno3unmonHneie 0COOEHHOCTH AOKYMEHTOB. KOMITO3UITNS TOKYMEHTOB: JIOTHYECKas, OK 01, OK 02, OK
dopmainbHasi, pekBu3UTHas, HHQOpMaoHHass. COOTHECEHHOCTh KOMIIO3HIIUU C THIIOM 04. OK 05. OK 09
Tema 4.3. nokymenTta. CriocoObl M3NIOKEHHS MaTepuana B JOKyMEHTe. TeXHHKa COCTaBJICHUS 1 HI& L6 ’ ’
PenakTopckast wiaHa. Copa3MepHOCTh vacTel JoKyMmMeHTa. TpeOoBanus K 3arojoBkam.  OOmue e
paGora Hax TpebOBaHUSI K TOCTpOeHHUIO0 TekcTta. [IpaBmma pyOpukamuu. MeToauka TPOBEPKHU
KOMIIO3HIIH e a03a11HOr0 BbIJIETICHHUSI.
IOKYMEHTOB B TOM 4nc/ie IPAKTHYECKUX 3aHATHI U JIA00PaTOPHBIX padoT 2 OK 01, OK 02, OK
IIpakTuyeckoe 3ansarue Ne 11. Komno3unuoHHsie 0COOCHHOCTH COCTaBICHHS TEKCTOB 04, OK 05, OK 09,
pacTopsSIUTENbHBIX,  OPraHU3AaIMOHHO-TIPABOBBIX,  HMH(POPMAIMOHHO-CIIPABOYHBIX 2 IIK 1.6.
JIOKYMEHTOB
Tema 4. 4. Conep:xanue 0/2
AHnanus B TOM uMc/Ie NPAKTHYECKUX 3aHATHIA U Ja60PaTOPHLIX PadoT
(pakTuUyeckoro
IpakTuyeckoe 3anaTue Ne 12. PenakTMpoBaHHME pasIMYHBIX 3JIEMEHTOB TEKCTa OK 01, OK 02, OK
MaTepuaJa.
PelaKTHPOBAHEE JOKYMEHTa. AHaJIU3 U CIIOCOOBI MPOBEPKU (PaKTUUECKOT0 MaTepHana. PeI[aKTI/IpOBaHI/ie 04, OK 05, OK 09,
B A— UTaT ¥  CCBUIOK. PeﬂilKTI/IpOBaHI/Ie tabmun.  PemakTupoBaHme — mepedHeid. 2 K 1.6.
5 1eMEHTOB TeKeTa PemakTupoBaHue MPHITIOKEHUA.
JAOKYMEHTa
ITpomexyTounas arrecranms /I3 2
Bcero: 36




3. YCJIOBUSA PEAJIN3AIIMM YYEBHOM JUCHUILIVHBI

3.1. s peajm3anMu MPOrpaMMbl Yy4eOHOM JUCHHUIVIMHBI MPeAyCMOTPEeHbI
cJIeAyIOIHe CleluaTIbHbIe TOMEIICHUS:

Kabuner «O6menpodeccnoHanbHbIX AUCLUIUIMHY», OCHAIIEHHBIH B COOTBETCTBUH C II.
6.1.2.1 oGpa3zoBaTenbHON IPOTPAMMEBI.

3.2. UnpopmannoHHOe odecnedeHne peajan3aluy NporpaMMbl

Jis peanuzanuu mporpamMMmbl OMOIMOTEUHBIH (OHI 00pa3oBaTEeIbHON OpraHU3aluU
UMEeT TeYaTHbIE W/WJIM DJICKTPOHHBIE 00pa3oBaTelbHbIe W MH()OPMAIMOHHBIC PECYpPChl s
WCIIONB30BaHUsT B oOpaszoBatenbHOM mporecce. [Ipu dopmupoBanuu OubnmoredHoro ¢doHaa
00pa3oBaTeNIbHONW OpraHM3anueil BBIOMpAeTCs HE MEHEe OJHOTO H3/aHUS U3 MEePEUHCICHHBIX
HIDKE TEYATHBIX M3JAaHUW U (WJIM) 3JIEKTPOHHBIX W3/IaHWM B KayeCTBE OCHOBHOTO, IIPH 3TOM
CIIMCOK MOXET OBITh JIOTIOJTHEH HOBBIMH HU3/IaHUSIMH.

3.2.1. OcHOBHBIE NeYaTHbIE U3TAHUS

1. T'ony6eBa, A. B. Pycckuii sA3bIK M KyjlIbTypa peyd: YYEOHMK M NPAKTUKYM JUIS
cpennero mpodeccuoHanpHoro oOpasoanms / A. B. TomybeBa; mon penmakumeir A. B.
I'onybGeBoit. — Mocksa: M3parensctBo IOpaiit, 2023. — 386 c. — (IlpodeccuonanbHoe
obpazopanue). — ISBN 978-5-9916-7623-6. — TekcT: Hemocpe1ICTBEHHBIN.

2. BanoBa, A. FO. Pycckwii SI3bIK B JIeJIOBOM JJOKYMEHTAIIMH: YICOHUK U TIPAKTHKYM JUJIS
cpenHero npodeccruoHanbHoro oopazosanus / A. FO. BanoBa. — 3-¢ u3m., nepepad. u jgomn. —
Mocksa: MznarensctBo IOpaiit, 2023. — 144 c. — (IIpodeccuonansHoe oOpa3oBaHHE). —
ISBN 978-5-534-16978-2. — TekcT: HenmocpeCTBEHHBIH.

3. MapseBa, M. B. Pycckuii s3bIK B J1e710BOM AOKyMeHTauu: yueOHuk / M.B. Mapsbega.
— Mocksa: UHOPA-M, 2021. — 323 c. — (Cpennee npodeccuoHanbHOEe 00pa3oBaHuE). -
ISBN 978-5-16-014047-6. - TexcT: HEMOCPEACTBEHHBIH.

4. Paxmanun, JI. B. Crunuctuka [enoBOH pedd W pPEJaKTUPOBAHME CIYXEOHBIX
JTOKYMEHTOB: yueOHoe rmocobue / JI. B. Paxmanun. - 3-e¢ u3z., crep. - Mocksa: ®JIMHTA, 2019.
- 256 c. - (Crumuctmueckoe Hacneauwe). - ISBN  978-5-9765-1024-1. - Tekcr:
HEIIOCPEACTBEHHBIM.

5. IllyBanoBa, H. H. OcHOBBI 1€701IPON3BOICTBA: YUCOHUK U MPAKTHKYM JUIsI CPETHETO
npodeccuonansHoro oopazosanus / H. H. IllyBanosa, A. }O. UBanoBa; moa obmiel penakuuei
H. H. lllyBanoBoii. — 3-e u3n., nepepad. u gon. — Mocksa: U3natensctBo FOpaiit, 2023. —
384 ¢. — (IlpodeccuonampHoe oOpaszoBanue). — ISBN 978-5-534-15488-7. — Tekcr:
HEIOCPEICTBEHHBIN.

3.2.2. OcHOBHBbIE JIEKTPOHHbIE U3TaAHUS
1. Tonybera, A. B. Pycckuii sf3bIK WM KylIbTypa pedH: y4eOHHK M TPAKTUKYM JIJIs
cpeanero mpodeccuoHaibHOrO oOpaszoBanus / A. B. TomyGeBa; monm pemakuuein A. B.

l'omybeBoit. — Mocksa: M3parensctBo FOpaiit, 2023. — 386 c. — (Ilpodeccuonanpaoe
obpazoBanue). — ISBN 978-5-9916-7623-6. — Texkct: anekrponHslii // OOpa3oBarenbHas
miatpopma HOpaiitr [caiit]. — URL: https://urait.ru/bcode/510515 (mata oOpareHus:
13.08.2023).

2. BanoBa, A. 1O. Pycckuii sS3bIK B 1€I0BOM JOKYMEHTAIMH: YU€OHHUK U TIPAKTUKYM IS
cpennero npodeccruoHanbHoro oopazosanus / A. FO. BanoBa. — 3-¢ u3n., nepepad. u jgomn. —



MOBTOPEHHE OJIHOTO U TOrO K€ CJIOBA. YIMOTPEOIEHHE PSJIOM OJHOKOPEHHBIX CIIOB.
VYnorpebiieHue TualeKTHBIX U IPOCTOPEUHbIX clioB. HemMoTuBUpoBaHHOE ynoTpeOieHne
CJIOB Pa3HOW CTUJIMCTHYECKON NPUHAIJIEKHOCTH M SMOIMOHAJIbHO-OLIEHOYHBIX CIIOB.
VYnorpebiieHue MUIIHUX CIOB (IUIeOHA3M, TaBTojorus). HempaBunbHoe ynorpelieHue
($pa3eos0oru3MoB B TEKCTAX JOKYMEHTOB.

B Tom unc/ie NpaKTHYeCKUX 3aHATHH U J1a00paTOPHBIX padoT

IIpakTuueckoe 3ausTue Ne 2-3. PenmaktupoBaHuWe TEKCTa JTOKYMEHTOB: BBISIBICHHE
JeKcHuecKux omuobok. PaboTa co ciaoBapsiMu pa3HbIX BUIOB.

Tema 3.2.
Mopdgoioruyeckue
HOPMBI B J1€JI0OBOM
AOKYMEHTAIlUH

Conepxanue

9/6

CTHIHCTHYECKOE HCIOIb30BaHHE UMEH CYIIECTBUTEIIbHBIX. OcobeHHoCTH
ynotpeOiaeHuss MMEH CYIIECTBUTEIbHBIX. TpyIHOCTHM B YHNOTpeOJeHUH HUMEH
CYILIECTBUTENIbHBIX, CBSI3aHHBIE C Kareropuei poma. Pom MMEH CyIIEeCTBUTEIBHBIX,
0003HaYarOMMi JTUI] )KEHCKOTO Toja Mo Mpodeccuu, JAOHKHOCTH, 3aHITHIO, 3BAaHUIO.
Pon HecKITOHSIEMBIX CYIIECTBUTEIHHBIX.

HenpasunbHoe ymoTtpeOnenune manexeir. OmuOku mOpu  CKIOHEHMHM (QamMuIuid U
reorpaduuecknux Ha3BaHUU. TpyaHOCTH B yHoTpeOJeHUHM HMEH CYIIECTBUTEIbHBIX,
CBsSI3aHHbIE C Kareropueil uucna. Cilydan HENpPaBUJIBHOTO WIH CTUIMCTHYECKU
HEONpPaBAaHHOTO yHoTpeOieHus: ¢opM dYucia (€IUHCTBEHHOTO W MHOKECTBEHHOTO)
UMEH CYIIECTBUTENBHBIX. YCTpaHeHHE MOPQOIOTO-CTUIUCTHUECKUX OIMHOOK TpHU
yHIOTPEOJICHNN UMEH CYIECTBUTEIBHBIX.

VYnotpebnenue mnpuiaratelbHbIX B O(UUIHMANBHBIX JOKYMEHTaX, TPYAHBIE CIy4yau
npaBonucanus. OmuOKM Tpu  ynoTpeOJIeHWHM TOJHOM W KpaTkod  ¢dopMm
npwiarateabHbiX. OmuOku B 00pa3oBaHWK (OPM CPaBHUTEIBHOW M TPEBOCXOIHOU
CTCTIEHU TIPWIAraTeIbHOTO M Hapeuusa. YCTpaHeHHEe MOP(OIOro-CTUIMCTUYECKUX
OIMMOOK MPH YIOTPEOJICHNH UMEH MPUJIAraTeIbHbIX.

YnorpebiieHue TIaroioB U 0coObIx (Gopm riarona B aenoBod peud. HempaBuiibHoe
oOpa3zoBanue mangexHbIX (opMm, dopmbl uwnciaa, (GOpMBI CHpPSHKEHUS —TIarosna.
OO6pa3oBaHue 1 0COOEHHOCTH YNOTpeOIeHusl mpuyacTuil u | qeenpuyactuif. Omudku B
00pa30BaHUU W WCIIOIH30BAHUK BHJIOBBIX AP TJIaroJioB, NMPHYACTHH. YCTpaHCHHE
OIMOOK, BOSHUKAIOIIMX MPHU YIOTPEOICHUH TJIarojioB, MPUYACTUN U IeCIPHUYACTHUI.

VYnorpebiieHue MEeCTOMMEHMH, MPHUBOSANIEE K JIBYCMBICICHHOCTH (CiI0Ba cebsi, CBOMA).
Heynaunoe ynotpeOiieHHe JIUYHBIX M yKa3aTelIbHBIX MECTOMMEHHUH. YcTpaHEeHHe
OLIMOOK MPH YHOTPEOIEHUN MECTOUMEHHH

VYnorpebieHne ¥ HamucaHWE YHUCIUTENBHBIX B JeloBOM peun. OmuOku npu
yIOTpeOJCHUH KOJIMYECTBEHHBIX HMEH YHUCIUTENbHBIX. YCTpaHEHHE OIIMOOK Ipu

OK 01, OK 02, OK
04, OK 05, OK 09,
[IK 1.6.




4. KOHTPO.JIb U OLIEHKA PE3YJIbTATOB OCBOEHMSI
YYEBHOM JUCLUATIJIUHBI

Pe3yabTaThl 00yyeHus

\ Kpurtepuu onenkn

\ MeToabl OLIEHKHU

HCPC‘ICHB 3HaHPII>i, OCBAWBACMBIX B pAMKaX JUCHUIIJIMHBI

- OCHOBHBIE KaHPbI
ouIMaNbHO-IETOBOTO  CTHII,
colepKaHHe U CTPYKTYpY
(hyHKIIMOHATBEHO-
CTHJIUCTUIECKOTO
MPOCTPAHCTBA JIEJIOBOTO S3bIKa,
KOMIIO3ULIMIO  JTOKYMEHTHOTO
TEKCTa;

- OCHOBHBIC  TOJIOKEHUS
opdorpabun u Mopdosoruu c
3JIEMEHTaMHU IIPAKTUYECKON
CTHJIUCTUKY;

- HOPMBI
COUYETaeMOCTH,
yCTpaHEHUs B
IrpaMMAaTUYECKUX, PEUEBbIX
JICKCHYECKUX OIIHOOK;

- crienu(UKy peIakTOpCKOn
paboThI ¢ TEKCTAaMU JIETIOBOM
JIOKyMEHTAIUU

rpamMMaTH4EeCKON
IIPUEMBI

TEKCTE
U

- IGMOHCTPHUPYET 3HAHHE
OCHOBHBIX KaHPOB
o(urmanbEHO-1€I0BOTO
CTHJISA,

- IGMOHCTPHUPYET 3HAHHE
CoOJIep>KaHUs U CTPYKTYPBI
(byHKIMOHATBHO-
CTHJIUCTUYECKOTO
MPOCTPaHCTBA JETOBOTO
S3bIKa, KOMITO3UIIUIO
JIOKYMEHTHOTO TEKCTa;

- IEMOHCTPHUPYET 3HAHHE
OCHOBHBIX MTOJIOKEHHI
opdorpadun u
MOpP(OJIOTHH C
AIIeMEHTaMU
MPAKTUYECKOU
CTHJIMCTHUKU;

- IGMOHCTPHUPYET 3HAHHE
HOPM T'paMMaTHYECKOM
COYETaEMOCTH, ITPUEMBI
YCTpaHEHUS B TEKCTE
rpaMMaTHYECKHX, PEUEBBIX
U JIGKCHUECKHX OILITNOOK;

- IGMOHCTPHUPYET 3HAHHE
CHEeU(PUKU peIaKTOPCKON
paboOTHI C TEKCTAMU
JIeJI0BOM TOKYMEHTAllUU

Ouenka pEe3yJbTaToB
BBITIOJTHEHHS MPaKTHYECKOM
paboThI

Ornenka pe3yabTaTOB YCTHOTO U
MMCBMEHHOTO OIpoca.

Ouenka pEe3yabTaTOB
MIPOBEPOYHBIX PadoT.

OueHka pe3yabTaToB
BBITIOJIHEHUSI TECTOBBIX 3aJJaHUN

HepequL YMGHHﬁ, OCBAMBACMBIX B paMKaX JUCHUIIJIMHBI

- pasbupaTthcst B crneuupuke
pa3IMUHBIX CTHJIEH pPYCCKOTO
A3BIKA;

- COCTaBJIATh M PEIAKTHPOBATH

ouIHaTbHbIC TEKCTBHI,
OTHOCSAIIMXCS K  Pa3IMYHBIM
XKaHpaM CITy>KE€OHBIX
JIOKYMEHTOB,

- pa3IU4aTh SI3IKOBBIE OIIUOKU
B 0(DUITHAITEHO-ICTTOBBIX;

- HCIPABISITh TPAMMATHUYECKUE
OIIMOKH U peYeBbIC HETOYCTHI;

- HCIIOJIb30BaTh CIPAaBOYHBIE
W3JIaHKSI TI0 PYCCKOMY SI3BIKY U
MIPAKTUYECKOW CTUIIMCTHKE,

- IPUMEHSTh TEXHUKU TIPABKH
TEKCTOB JIOKYMCHTOB

- IEMOHCTPUPYET YMEHHUE
pazbupatbes B crnienuduke
pa3IUYHBIX CTHJIEH
PYCCKOTO 5I3bIKa;

- JIEMOHCTpUPYET YMEHHE

COCTaBIIATh u
penaKTUpOBaTh

oduunanbHbIe TEKCTBI,
OTHOCSIIIIMXCS K
pa3InYHBIM KaHpam

CITY’KEOHBIX JIOKYyMEHTOB;

- ICMOHCTPUPYET YMCHUE
pa3nu4aTth SI3BIKOBBIE
ommOKH B O(HUIHAIBHO-
JIEJIOBBIX;
JIEMOHCTPUPYET
WCTIPABIISATH

yMeHue

Onenka pE3yabTaTOB
BBITIOJTHEHHS MPaKTHYECKON
paboThI

OrneHka pe3yabTaTOB YCTHOTO U
MMCBMEHHOTO OIpOca.

Ouenka pe3yabTaTOB
MIPOBEPOUYHBIX PadoT.
Onenka pE3ynbTaToOB

BBINTIOJTHEHUA TECTOBBIX SaI[aHI/Iﬁ




Mocksa: M3natensctBo IOpaiit, 2023. — 144 c. — (IIpodeccuonansHoe oOpa3oBaHue). —
ISBN 978-5-534-16978-2. — Tekct: anektpoHHbd // OOpa3oBarenbHas miaTdopma HOpaidt
[caiiT]. — URL: https://urait.ru/bcode/532137 (nara obparmtenus: 10.08.2023).

3. MapbeBa, M. B. Pycckuii s3bIk B 1€710BO# AOoKyMeHTanuu: yueOnuk / M.B. Mapbesa.
— Mocksa: UH®PA-M, 2021. — 323 c¢. — (Cpennee npodeccuoHanbHOe 00pa3oBaHHE). -
ISBN 978-5-16-014047-6. - Tekcr: 3JICKTPOHHBIH. - URL:
https://znanium.com/catalog/product/1190672 (nata oopamierus: 10.08.2023).

4. Paxmanun, JI. B. Crunmcrtuka [e10BOM peuyd U PpPEJAKTUPOBAHUE CITYKEOHBIX
JIOKyMEHTOB: yueOHoe mocobue / JI. B. PaxmanuH. - 3-e u3sn., crep. - Mocksa: ®JIMHTA, 2019.
- 256 c. - (Crunuctuueckoe Hacneaue). - ISBN 978-5-9765-1024-1. - TekcT: 3IEKTPOHHBIN. -
URL: https://znanium.com/catalog/product/1140565 (nara o6pamienns: 10.08.2023).

5. Pycckmii s3BIK M KylnbTypa peuYd: Yy4YeOHWK W TPAKTHKYM I CPETHETO
npogeccuonansHoro obpasosanus / B. JI. Yepnsak, A. U. yunes, B. A. Edpemos, E. B.
Cepreesa; mop obmieii pemakiueit B. J[. Uepnsk. — 4-e uzn., mepepad. u gomn. — Mockaa:
W3znarensctBo HOpaiit, 2023. — 389 ¢. — (IIpodeccuonansnoe oobpazoBanue). — ISBN 978-5-
534-00832-6. — Texkcrt: anmekTponHbIit // ObpazoBaTenbHas miatdopma FOpaiit [caiit]. — URL:
https://urait.ru/bcode/513281 (mata oopamenus: 10.08.2023).

6. Tynskosa, E. 1. Koppekrypa: npaktuueckoe nmocobue st By3os / E. U. TynskoBa. —
Mocksa: UznarensctBo HOpaiit, 2023. — 147 ¢. — (Bricmee o6pazoBanue). — ISBN 978-5-
534-13461-2. — Texkcrt: anmekTpoHHbIi // OOpa3oBaTenbHas miatdopma FOpaiT [caiiT]. — URL:
https://urait.ru/bcode/519074 (narta oopamenus: 10.08.2023).

7. lllyBanosa, H. H. OcHOBBI Ae0MTPOU3BOACTBA: YUCOHUK U MIPAKTUKYM JJISI CPETHETO
npodeccuonanbHoro odbpazosanus / H. H. lllyBamosa, A. }O. NBanoBa ; mox oOmieit penakmueit
H. H. UlysanoBoii. — 3-e u3x., nepepad. u gon. — Mocksa: M3narensctBo HOpaiit, 2023. —
384 c¢. — (IIpodeccuonanpHoe obOpazoBanue). — ISBN 978-5-534-15488-7. — Tekcr:
anexkTpoHHBId  //  OOpazoBarenpHas  miarpopma  FOpaiit  [canit]. —  URL:
https://urait.ru/bcode/511684 (mata oopamenus: 10.08.2023).

3.2.3. JlonoJHUTEIbHbIE HCTOYHHKH

1. Tony6, U. b. JlutepatypHOoe peakTHPOBAaHUE: YICOHHK M MPAKTHKYM JUUISI CPEITHETO
npodeccroHanpHoro obpazosanus / WM. b. T'ony6. — 2-e m3n., ucnp. u gon. — Mocksa:
WznatensctBo FOpaiit, 2023. — 395 ¢. — (IIpodeccuonansaoe obpazosanue). — ISBN 978-5-
534-10256-7. — Tekct: anekTpoHHbI // O6pa3oBarensHas miardopma FOpaiir [caiit]. — URL:
https://urait.ru/bcode/517652 (narta oopamenus: 10.08.2023).

2. Tpodumona, O. B. OcHoBsI aenoBoro nucbMa: yaeonoe mocooue / O. B. Tpodumosa,
E. B. Kymuuk. - 5-e u3z., crep. - Mocka: @munTa, 2019. - 304 c. - ISBN 978-5-9765-0930-6. -
Texct: anmekrponnbiii. - URL: https://znanium.com/catalog/product/1234630 (mara obpamicHws:
10.08.2023).

3. Kynbrypa ycTHOW M MUCbMEHHOHN peyH JEOBOTO YeJIOBEKa: CIIPABOYHHUK : TPAKTUKYM
/ H. C. Boguna, A. 10. MBanoga, B. C. KitoeB [u ap.]. - 25-¢ uzn., crep. - Mocksa: ®JIMHTA,
2021. - 316 c. - ISBN 978-5-89349-358-0. - Tekcr: omekrponnsii. - URL:
https://znanium.com/catalog/product/1843221 (nata o6pamenus: 13.08.2023).



rpaMMaTHYeCKUe OIIMOKHU
H pCUYCBLIC HCIOYCTHI,
- IGMOHCTPHUPYET YMEHHE

-MCTOJIb30BAThH
CIIpaBOYHBIC M3OaHUA 110
pycckoMy SI3BIKY 51
MPaAKTUYECKOM

CTHJIUCTHKE;

JIEMOHCTPUPYET YMEHHE
MPUMEHSITh TEXHUKU
MIPaBKU TEKCTOB
JIOKYMEHTOB
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COJAEPKAHUE

1. MACIHHOPT OHEHOYHBIX MATEPHUAJIOB JJIs1 THA

2. CTPYKTYPA NPOUEAYP JEMOHCTPAIMOHHOI'O DK3AMEHA
N INOPAIOK ITPOBEJIEHUA



1. MACIIOPT OHEHOYHbIX MATEPUAJIOB JIJIs1 T'HA

1.1.  OcobeHHocTH 00pa3oBaTeIbHOI MPOrpamMMbl

OueHouHble MaTepHaibl pa3padoTansl 1 npodeccun 46.01.03 Jleaonpon3BoIUTENb.

B pamkax npodeccun 46.01.03 [lenonpousoaurens CIIO mpeaycMoTpeHO OCBOEHME
kBasnukauu: /lenonpon3BouTens.

BbimyckHMK, OCBOMBIIMK 0Opa3oBaTelIbHYI0 MpOrpamMMy, JOJDKEH OBITh TOTOB
K BBIMIOJTHEHUIO BU/I0B JAESITEIbHOCTH, IEPEUUCIICHHBIX B Tabmuie Nel.

Tabsmuna Nel.
Buapl gesiteJiIbHOCTH
Koa u HaumeHoBaHue Koa u HaumeHoBaHue
BHa aesiteabHocTH (BJI) npogpeccuonaabHoro moayJs (IIM),
B paMKax KOToporo ocsauBaercs B/l
1 2
B coorBercTBHE ¢ PI'OC
B/1 01 JlokymeHTHpOBaHNE YIPaBIEHYECKON IIM 01. JloxymeHTHpOBaHUE
NEeSTeIbHOCTH U OpraHu3anus paboTsl ¢ YIIPaBICHYECKON ACSITEIBHOCTH U
JOKYMEHTaMu opranu3zanus paboTsl C JOKYMEHTaMHU
B/1 02. Opranusanus TEKyIIero XpaHeHHsI IIM 02. Opranusanus TeKyIero XpaHeH!s
JOKYMEHTOB M ITOATOTOBKA J€] U1l IEPEAayu B | JOKYMEHTOB U MOATOTOBKA €I I IIepelaun
apXuB B apXUB

1.2. TpeGoBaHus K MPOBepPKe Pe3yJIbTATOB OCBOEHHSI 00pa30BaTeIbHOI
NMPorpamMMmbl

Pe3ynbTaThl OCBOEHHSI OCHOBHOM INpPO(EeCCHOHANBHOW 00pa3oBaTeNbHONW IMPOrPaMMBI,
neMoHcTpupyemble ipu npoBeaeHun [ A npeacrasnenst B Tabmuie Ne 2.

Jlnst mpoBeneHus IEMOHCTPAIIMOHHOTO 3K3aMeHa (nanee — J1D) mpuMeHseTcs KOMILIEKT
orleHouHOM gokymeHTaruu (mamee - KOJI), paspabaTeiBaeMblii OMEpaTopoM COTIIACHO
m. 21 Tlopsinka mpoBeneHHs TOCYAapCTBEHHOW HWTOTOBOM aTTECTAIlMU IO 00pa3oBaTEIbHBIM
IporpaMMamM CpeaHero npogeccuoHanbHOro oopa3oBanus (yrB. MUHHCTEPCTBOM HPOCBEIICHHS

Poccuiickoit ®enepauun 8 Hoa6ps 2021 r. Ne 800) c¢ ykazaHueM YypOBHS HpPOBEICHUS
(6a30BbII/TIPODUITBHBIN).



Taoauma Ne 2

Ilepeuenb npoBepsieMbIX TPEOOBAHMI K pe3y/JbTAaTaM 0CBOEHHSI OCHOBH Ol
npodeccuoHaIbLHON 00pa30BaTeIbHOI MPOrPaMMbl

dI'OC 46.01.03 Jdenonpon3BoauTenb
[lepedens npoBepsieMbIX TpeOOBAaHUH K pe3yIbTaTaM OCBOCHHS
OCHOBHOM Npo(hecCHOHaNbHOM 00pa30BaTEIbHOM IPOTPaMMBbI

TpynoBasi 1esiTeJIbHOCTD

(ocHOBHOI BUJ
JAesITeJIbHOCTH)

Konx npoBepsiemoro
TpeOOBaHMS

HanmeHoBaHMe nMpoBepsieMOro TpedoBaHus
K pe3yJibTaTam

1

2

3

B 01

Bua JgesareJbHOCTH
NesATeJIbHOCTH U OpT

1 JlokymMeHTHpOBaHHE YyINpaBJIeHYECKOMH
aHu3anuga padorbl ¢ JOKYMEHTaAMU

I[IK 1.1

OcyIecTBIATh TIpHEM, MIEPBUYHYIO
00pabOTKy M PETHCTPALUIO IOCTyMHAIomen
KODPECMOHJICHIIMKU B TOM  4HCIEe  C
MCITIOJIb30BAHHUEM ABTOMATHU3UPOBAHHBIX|
CHCTEM.

K 1.2

IlepenaBaTh JOKYMEHTBI Ha HCIIOJHEHUE B
NOIPA3ACIICHuss C  y4ETOM  pEe30JIoLuy
[PYKOBOJIMTEIIEH OpraHN3aliu.

IK 1.3.

OCYH.[CCTBJ'ISITB KOHTpPOJIb HUCIIOJITHCHU A
JOKYMCHTOB B OpraHu3alyi, B TOM YHUCIIC C
M CIIOJIB30BAHHUEM ABTOMATHU3UPOBAHHBIX|

CHCTCM.

IIK 1.4.

Bectun 0asbl AHHBIX JIOKYMEHTOB

OpraHu3alMyd U CIPaBOYHO-MHPOPMAIMOHHYIO
paboTy 1Mo HUM.

IIK L.5.

OcymecTBisITh  00pabOTKY, perucTpanuio u
OTIIPABKYy PICXOI[SIHI@ﬁ AOKYMCHTAalluH
ajpecataM, B TOM 4YHCJIE C MCIOJIb30BaHUEM

ABTOMATH3UPOBAHHBIX CUCTCM.

IIK 1.6.

OcymiecTBIATh COCTaBlIeHHE W O(OPMIICHHUE
CIYXEOHBIX
TpeOoBaHuUit

AOKYMCHTOB Ha
COBPCMCHHBIX HOPMAaTUBHBIX

OCHOBE

I[IPaBOBBIX AKTOB.

BJ1 02

Bua pesiteabHOCTH

2 OpraHuzanusi TeKyllero XpaHeHUs

JAOKYMECHTOB U MOATOTOBKA A€JI Ui MEpeaavdnu B apxXuB

K 2.1 OcymecTBnaTh  pa3pabOTKy U BeJEHHUE
HOMEHKJIATYPHI nen CTPYKTYPHOTO
0jpa3eseHus

K 2.2 ®opmMupoBaTh J€la B COOTBETCTBUU C
HOMEHKJIATYpOH nen u IIpaBUIaMU
(dbopMHpOBaHUs JIe.

IK 2.3 OcylIecTBISATh TEKYyIEE XpaHEHHE, YYET U
MCITOJI30BaHUE JIeN (TOKYMEHTOB).

[IK 2.4 OCyleCTBIISITh AKCIEPTU3Y LIEHHOCTH

TOKyMEHTOB, BECTH OTOOp JOKYMEHTOB Ha
XpaHEHWE U YHMUYTOXKEHHUE, TOKYMEHTUPOBAThb

a00Ty PKCIIEPTHON KOMHUCCHH.




dI'OC 46.01.03 denonpou3BoanuTehb
[lepeuens npoBepsieMbIX TPEOOBAHUH K pe3yabTaTaM OCBOCHHUS
OCHOBHOM MTPO(eCCHOHATHHOM 00pa30BaTEIHLHON MTPOTPaMMBbI
Tpynosas nesareabHoctb| Kox nposepsiemoro | HammenoBanue nposepsieMoro TpedoBaHus
(ocHOBHOI BUJ TpedoBaHus K pe3y/jbTaram
JAesITeJIbHOCTH)

IIK 2.5 OdopmsaTe nena TTOCTOSIHHOTO u
TOJITOBPEMEHHOTO  CPOKOB ~ XpaHEHHs  JJif
nepeaavr B apXUB OpraHu3aIuu

I[IK 2.6 CocTaBIITh OIUCH J€JI IOCTOSIHHOTO H|
TOJITOBPEMEHHOTO CPOKOB XPaHEHUS.

Jnst BBIMYCKHMKOB M3 YHCIA JHUI C OrPAaHUYEHHBIMH BO3MOXHOCTSMHU 370POBbS
U BBIIYCKHUKOB M3 4HCIA JETeH-MHBAIMIOB W HHBaIWIoB mposoautrcs [MMA ¢ yuetom
0coOeHHOCTeH TCUXO(PU3HMYECKOTO PAa3BUTHUS, WHAWBUAYAIBHBIX BO3MOXKHOCTEH U COCTOSHUS
3]I0pOBbsI TAKUX BBIMTYCKHUKOB (J1ajiee - MHUBH1yaJbHbIE OCOOCHHOCTH).

OOmue u AomoNHUTENbHBIE TpeOoBaHMs, obecrieunBaemble Mpu npoBeaeHun ['MA s
BBIIYCKHUKOB U3 YMCJIA JIUIl C OTPAaHUYEHHBIMU BO3MOXHOCTSIMHU 370POBbsI, A€TEH-UHBAINI0B U
WHBAJINIOB TPUBOAATCS B KOMIUIEKTE OIICHOYHBIX MAaTE€pPHaJIOB C Y4YeTOM OCOOEHHOCTEH
pa3paboTaHHOTO 33/1aHUS U UCTIOJIb3YEMBIX PECYPCOB.

JnuTenbHOCT, TPOBENEHUS TOCYJApPCTBEHHOW HWTOTOBOW aTTECTAllMd [0 OCHOBHOM
npodeccroHanbHOM 00pa3oBaTeaIpHOM Mporpamme 1o npodeccun 46.01.03 JlenonpousBoaureinn
B cootBercTBUH ¢ PI'OC CIIO — 36 4. Yacel yueOHOTO MmiiaHa (KaJICHIAPHOTO Y4eOHOTO
rpa¢uka), orBoaumMeie Ha ['MIA, onpenenstoTcss IPUMEHHUTENBHO K Harpyske oOydaromierocs. B
CTpykType BpemeHu, otBoaumoro @I'OC CIIO mno ocHOBHOH mnpodeccuoHambHON
oOpa3oBaTenbHON  mporpamme 1o  mpodeccun  46.01.03  JlemompousBoauTenb — Ha
roCy/lapCTBEHHYI0O MTOTOBYIO aTTEeCTalllio, oOpa3oBaTelibHAs OpraHu3alys CaMOCTOSATEIbHO
orpenenseT rpaduk MpoBeAeHNUs JEMOHCTPAIIMOHHOTO SK3aMEHa.

2. CTPYKTYPA ITIPOLHEAYP AEMOHCTPAIIMOHHOT' O 3K3AMEHA
N IMOPAJOK ITPOBEJIEHUSA

2.1. Onucanue cTpyKTYypsbI 3aaanus s npouenypsl I'HA B popme /1D

Hns BeimyckHukoB, ocBauBawomux I[IIIKPC rocynapcTtBeHHass WTOroBasi aTTeCTALIMs
B cootBeTcTBUU ¢ PI'OC CIIO mo mpodeccun 46.01.03 [lenonpousBoauTenb NPOBOJUTCS B
(opMe 1eMOHCTPAIIMIOHHOTO 3K3aMEHa.

3anaHusl, BBIHOCUMbBIE HAa JEMOHCTPALlMOHHBIM 3K3aMEH, pa3pabaThIBalOTCSI Ha OCHOBE
TpeOOBaHUII K  pe3yJbTaTaM  OCBOCHHMS  OOpa30BaTENbHBIX  IPOrpaMM  CPEIHEro
npodeccuonanbHOro obOpazoBanusi, yctaHoBieHHbIx PI'OC CIIO, ¢ yueToM TOJIOKEHUN
CTaHJApTOB, a TaKXke KBAIM(UKAMOHHBIX TpPeOOBaHUH, 3asBICHHBIX OpraHU3aALUAMH,
paboTomarensMy,  3aMHTEPECOBAHHBIMH B IOJATOTOBKE  KaJpOB  COOTBETCTBYIOIIEH
KBaJIN(DUKAIIH.

JUis  BBINYCKHUKOB,  OCBOMBIIMX  OOpa3oBaTelbHBIE  MPOrPaMMBI  CPETHETO
npoeCCHOHABHOTO  00pa3oBaHMs,  MPOBOAMTCS  JIEMOHCTPALMOHHBIA  9K3aMEH  C
HCIOJIb30BAHUEM OLIEHOYHBIX MAaTEepHaJIOB, BKIIIOYAIOIIUX B €€0S KOHKPETHBIE KOMIUIEKTHI



OLICHOYHOM JOKYMEHTAllMM, BAPUAHThl 3aJaHUN W KPUTEPUM OLIEHUBAHUA, pa3pabaThIBaeMbIX
OIIepaTOPOM.

KommiekT O1eHOYHO# TOKYMEHTau BKII0YAET KOMIUIEKC TpeOOBaHUH IS TPOBEACHUS
JIEMOHCTPAIIMOHHOTO ~ 3K3aMEHa, IlepedyeHb OO0OpYAOBaHUS M  OCHAIEHHS, PAaCXOTHBIX
MaTepualioB, CpeAcTB  OOydeHHMs M BOCHHMTAHUsS, IUIAH  3acCTPOMKHM  IJIOLIAJIKU
JEMOHCTPAIIMOHHOTO SK3aMeHa, TpeOOBaHMsI K COCTaBY AIKCIEPTHBIX TPYII, UHCTPYKIUHU IO
TEXHUKE 0€30MaCHOCTH, a TAKXKe 00pa3Iibl 3aJaHuH.

3ajaHue JEMOHCTPALlMOHHOIO HK3aMEHa BKIIIOYAET KOMIUIEKCHYIO MPaKTUYECKYIO
3a1ady, MOJENIUPYIOIYI0 NPO(EeCCHOHANbHYIO JESITEIbHOCTh W BBINOJHIEMYIO B pEXHUME
peanbHOro BpeMeHH. OOpa3ipbl 3aJaHHil B COCTaBe KOMILIEKTa OLIEHOYHOW JIOKYMEHTALUU
pa3MmeInaroTcss Ha caiite omeparopa 10 1 OKTA0ps roza, NpenUIeCTBYIOLIETO MPOBEIECHUIO
JEMOHCTpallMOHHOr0 3k3aMeHa (nanee — J19). KonkpeTHbli BapuaHT 3aiaHusi JOCTYIEH
IJIaBHOMY 9KCIIEPTY 3a A€Hb 10 JaTel 0.

2.2. llopsinok nposenenusi npouexypol 'UA B popme 13

Texnukym oOecrieurBaeT HEOOXONMMBIE TEXHUYECKHUE YCIOBUS I OOCCIECUCHUS
3aIaHUSIMU BO BpEMsl JIEMOHCTPALIMOHHOTO 3K3aMEHa BBIYCKHUKOB, uieHOB DK, uieHoB
SKCHEPTHOM rpynnbl. JleMOHCTPALIMOHHBIM 3K3aMEH MPOBOAMUTCS B LEHTPE MPOBEACHUSA
JEMOHCTpalMoHHOro 2K3ameHa (manee — LI1/1D), mnpencraBmsromemM co0oi TUIOMIAAKY,
000pyI0BaHHYIO U OCHaleHHYI0 B cooTBeTcTBUU ¢ KOJI. denepanbHbIid onepaTop UMEET MPaBo
o0cnenosate LII/ID Ha mpenMeT cOOTBETCTBUS yClIOBHsIM, ycTaHOBIeHHBIM KO/I, B ToM uucne
B YaCTH HAJIMYMSI PACXOJHBIX MAaTEPUAJIOB.

LITAD MokeT pacmoiaratbcs Ha TEPPUTOPUM TEXHUKyMa, a TpH ceTeBod (opme
peanuzan  00pa3oBaTENIbHBIX NPOrpaMM - TakXKe Ha TEPPUTOPUM HWHOW OpraHu3aluw,
obnanaroielt HeoOXOAMMBIMH pecypcamu Jijist opranuzaruu LIT13.

BbiyckHMKM — TpOXOAST  JAE€MOHCTpalMoHHbIM 3k3ameH B HIIJID B cocrase
9K3aMEHALIMOHHBIX Tpynn. TEeXHUKYM 3HAKOMHUT C IUIAHOM IPOBEACHUS JIE€MOHCTPAIMOHHOIO
JK3aMEHa BBIITYCKHUKOB, CHAOIINX JE€MOHCTPALIMOHHBII 3K3aMEH,
U 1, 00ecreyrBaroNINX MPOBEICHUE TEMOHCTPAIIMOHHOTO 3K3aMeHa, B CPOK HE MO3JHEEe YeM
3a 5 pabouux IHEW 10 JaThl MPOBEACHUS YK3aMeHa.

KonmuectBo, oOmias miuom@aab W COCTOSIHHE MOMEIICHUH, MPEeIOCTaBISIEMbIX IS
MPOBEJICHUSI  JIEMOHCTPAI[MOHHOTO  9K3aMeHa, JOJKHBI  OOecrleyuBaTh  IMPOBEICHUE
JIEMOHCTPAIIMOHHOI0 3K3aMeHa B cooTBeTcTBUU ¢ KO/I.

He mo3gnee dem 3a oguH pabouwii JeHH MO AaThl NPOBEICHHS JIEMOHCTPAIMOHHOTO
9K3aMeHa IJIaBHBIM JKCIEPTOM MPOBOAUTCS mpoBepka rotoBHoctd LII/ID B mnpucyrcrBun
YWIEHOB 3KCIEPTHOM T'pyMIbl, BBITYCKHUKOB, & TaKXe TEXHHUYECKOI'O IKCIIEpPTa, Ha3HA4aeMOro
OpraHu3aiueil, Ha TeppuTopun KoTopoil pacnonoxen LIITJID, orBeTcTBEeHHOrO 3a COOMIOACHNE
YCTaHOBJICHHBIX HOPM U MPABUJI OXPaHbl TPYyJla U TEXHUKU O€30MacCHOCTH.

['maBHBIM 3KCcTiepToM ocymiecTBisieTcss ocmotp LIIIJID, pacnipenenenune o0si3aHHOCTEH
MEX1Y YJIE€HAaMHU 3KCHEPTHOM TpYNIbl 110 OLIEHKE BBINOJIHEHUS 3aJaHUN JEMOHCTPALMOHHOTO
JK3aMeHa, a TaKXKe pacmlpeesieHne padodnxX MECT MEXKAY BBIMTYCKHUKAMH C WCIOJIb30BAHUEM
crocoba ciyuaifHOW BBIOOpKH. Pe3ynbTaTel pacmpeneneHusi 00s3aHHOCTEH MeXAy dYieHaMU
9KCIIEPTHOM TPYNIBl M paclpeiesieHns paboyux MeCT MEXIy BBIITYCKHUKaMH (DUKCUPYIOTCS
TJIaBHBIM 3KCIIEPTOM B COOTBETCTBYIOIIMX MPOTOKOJIAX.



Jonyck BeimyckHukoB B LIII/ID ocymecTBisieTcs riaaBHBIM 3KCIEPTOM HA OCHOBAHHUM
JIOKYMEHTOB, YAOCTOBEPAOUINX JUIHOCTD.

Texnukym o00s3aH HE MO37HEE YeM 3a OJUH pabouyuii JeHb 10 JAHSA MPOBEACHUS
JI€MOHCTPAIlMOHHOTO  JK3aMeHa  YBEJOMHUTh  TIJIaBHOTO  JKcmepra 00  ydyacTuu
B MIPOBEJICHUH JIEMOHCTPAIIMOHHOT O 3K3aMEHa ThIOTOPa (ACCUCTEHTA).

Tpe60BaHI/Ie K OPpOAOJDKUTCIIBHOCTU ACMOHCTPAIIMOHHOT'O 5K3aMCHaA:

[IpogomKUTENPHOCTh  IEMOHCTPALIMOHHOTO 4:00:00
JK3aMeHa (He OoJee)




TocyaapcTBeHHOe 0I01KeTHOE NPOodecCHOHAILHOE 00pa3oBaTe/IbHOe
yupexaenne Pecny0jinku Axbires
«Maiikonckui HHAYCTPHAJIBHBIA TEXHHKYM)

. TnroHseB

(I)OHII OIICHOYHbIX CPEACTB

o6pa3oBaTesIbHOM MPOrpaMMbl
CpPEAHEro MpogeccHOHaTBHOro 06 pa3oBaHus
II0 TIPOrpamMme MOArOTOBKY KBATH(ULHPOBAHHBIX PaboYMX (CIIyXKaILHKX)

46.01.03 JEJOITPOU3BOJUTEJIb

Kpainpukauus BbINyCKHAKA
JenonpousBoaures

(c kroyamu)

Maiikon



1. ApXMBHBIN JOKYMEHT —

a) MaTepuaJIbHbII HOCUTEb ¢ 3a)MKCMPOBAHHONH HA HEM HCTOpPUYeCcKOoii nHpopManuei,
KOTOPbI NMOAJIEKUT BEYHOMY XPAHEHUIO

0) TOKYMEHT JOCOBETCKOTO MepHuoa

B) MaTepUAIBHBIN HOCUTEIb ¢ 3a()MKCHPOBAaHHOW Ha HEM WH(OpMaInel, KOTOPBI HMeeT
PEKBH3UTHI, TIO3BOJISIONINE €T0 UACHTH(PHUIIMPOBATH, U TIOUICKUT XPAHCHUIO B CHITY 3HAYUMOCTH
YKa3aHHBIX HOCUTEIIS U HHPOPMAIUH TS TPaKIaH, OOIIEeCTBA M TOCYAapCTBa

2. JIokyMeHTBI 110 JJUYHOMY COCTaBY —

a) apXuBHbIE IOKYMEHTbI, 0TPaKalole TPyA0Bble OTHOIIEHUS PA0OTHHUKA C
padoToaareiieM

0) Tu4HEIE Jiejla paOOTHUKOB OpraHu3aIun

B) apXUBHBIC JOKYMEHTHI, MO JICKAITUE BEYHOMY XPaHEHUIO

3. lokymeHT ApxuBHOTo (hoHaa Poccuiickoii @enepauum —

a) MaTepHUaJIbHbIA HOCUTENH C 3aUKCUPOBAHHON HAa HEM MH(QOPMAIIHEH, KOTOPBIA UMEET
PEKBU3HTHI, TTO3BOJISIONINE €r0 UACHTU(DUIIMPOBATH

0) apXMBHBIN JOKYMEHT JOCOBETCKOTO MEPUOIa

B) APXUBHBIA JIOKYMEHT, NPOLIeIIINH IKCIePTH3Y LIEHHOCTH JOKYMEHTOB, OCTABJIEHHbIH
HA roCyJAapCTBEHHbIN yYeT U MOAJIe:KaAIUil NOCTOSTHHOMY XPAHEHH IO

4. ApxuBHbIii poHT —

a) KOJUICKIIHUSI apXUBHBIX TOKYMEHTOB TI0 OMPEICIICHHON TeMe

0) COBOKYNHOCTh APXMBHBIX IOKYMEHTOB, HCTOPUYECKH UJIH JIOTHYECKH CBA3AHHBIX MEKIY
co0oi

B) COBOKYITHOCTb apXMBHBIX JTOKYMEHTOB, XPAHSIIASACSA B OTJACIPHOM apXUBHOM YUPEIKICHUN

5. CioBo «apxuB» BHepBbIe MOABIUJIOCH B CHCTEMeE:

a) MPUKA3HOTO JCIIONPOU3BOJICTBA;

0) KOJIJIESKCKOT0 1eJI0NPON3BO/ICTBA;

B) MHUHHUCTEPCKOTO JCJIIONPOU3BOICTBA;

Jenonpon3BoicTBa nepuoaa pesueit 1 MockoBckoit Pycu.

6. [loHsATHA «apXUBHOE /1€J10», KAPXUBHbIN JOKYMEHT», «IOKYMEHT M0 JMYHOMY COCTABY»,
«10KyMeHT ApxuBHOro ¢ponaa Poccuiickoii ®@enepanum», «0co00 HEHHbIH JOKYMEHT,
«YHUKAJbHBIA JOKYMEHT», «KapXUBHBbIH (OHI» T1aHBbI B:

a) B 3akoHe P® «O0 aBTOpckoM mpaBe U cMeXHBIX mpaBax» oT 09.07.93 Ne 5351-1 (pen. ot
19.07.95);
0) ®enepanbHOM 3akoHe «O6 nHbopManuy, HHGOPMATU3ALKHU U 3aLIUTe HHPOPMALIUN OT

20.02.95 Ne 24-®3 (pen. ot 10.01.2003);

B) 3akone PO «O rocynapcrBennoi TaitHe» ot 21.07.93 Ne 5485-1 (pen. ot 30.06.2003);
T) denepanbHoM 3akoHe oT 22.10.2004 Ne 125-d-3 «O0 apxuBHoMm jaeqe B Poceniickoi
Deaepanum».

7. BpeMeHHOe XpaHeHHe APXHBHBIX TOKYMEHTOB —

a) XpaHeHHUe apXUBHBIX JOKYMEHTOB B apXHBE OPTaHU3AINH

0) XpaHeHHe APXUBHBIX JOKYMEHTOB 10 X YHUYTOKEHHUS B TeYeHHE CPOKOB,
YCTAHOBJIEHHBIX HOPMATHBHBIMH MPABOBLIMH AKTAMHU



B) XpaHeHHe JOKyMeHTOB ApxuBHoro ¢onaa Poccuiickoit @enepanuu 0e3 onpeneneHus: cpoka

8. DkcnepTH3a HEHHOCTH I0KYMEHTOB —

a) U3y4eHHE JOKYMEHTOB Ha OCHOBaHUM KPUTEPUEB UX LICHHOCTH B LEJIAX OIPEIEIEHUS CPOKOB
XpaHEHUs JOKYMEHTOB U 0TOOpa UX ISl BKIIOUYEHUS B COCTaB ApxuBHOTO (onga PO

0) OlIeHKA JIEHEKHON CTOMMOCTH apXUBHBIX JOKYMEHTOB

B) M3yYeHHE JJOKYMEHTOB JJIsI TOCIIEAYIOMIEro (JOHIMPOBAHUS

9.0CHOBHBIM 3aKOHOM B 00/1aCTH apXMBHOTO0 J1ejia B P® B HacTosiee BpeMs sIBJISIETCS —
a) OcHoBrI 3akoHOMaTenbcTBa Poccuiickoit denepamyn 06 ApxuBHoMm Gonae Poccuiickoii
®deneparnun u apxuBax ot 7 uroist 1993 r.

0) Konctutymus PO

B) @enepanbHblil 3aK0H 0T 22 okTa0pst 2004 r. Ne 125-®3 "O6 apxusHOM aeine B Poccuiickoit
Oenepanun"

10. ®onanpoBaHue —

a) onpeesenne, yrouneHue GoHI0BOI NPUHALIEKHOCTH APXUBHBIX TOKYMEHTOB U
XPOHOJIOTHYECKUX T'PAHUIl AaPXUBHBIX (DOH/I0B

0) n3ydeHne JOKYMEHTOB Ha OCHOBAHHH KPUTECPHEB UX IIEHHOCTH

B) CO3/7[aHue B apxuBe PoH1a 0cO00 MEHHBIX JOKYMEHTOB

11. ObecnieyeHHe COXPAHHOCTH APXUBHBIX IOKYMEHTOB —

a) KOMILIEKC MePOIPUSATHI M0 CO3aHMI0 HOPMATUBHBIX YCJIOBHUIi, COOII01eHUI0
HOPMATHBHBIX Pe;KMMOB H Ha/lesKalllell OpraHu3anun XpaHeHnsl apXHBHBIX JIOKYMEHTOB,
HCKJII0YAKIIUX UX XHIIIEeHHe ¥ YTPATy U 00ecneduBAIIUX NMo/IepKaHue UX B
HOPMAJILHOM (pU3HYECKOM COCTOSTHUU

0) KOMILIEKC MEPOIIPHUSATHI 10 00eCIIeueHHIO (PU3NIECKON COXPAHHOCTH JOKYMEHTOB

B) o0ecriedyeHne MPOTUBOIIOKAPHOTO, OXPAHHOTO, TEMIIEPATYPHO-BIAKHOCTHOTO, CBETOBOTO U
CaHUTAPHO-TUTUEHUYECKOTO PEKUMOB

12. B apxuBOXpaHUJIHIIE APXUBHBIX IOKYMEHTOB HA 0yMAaKHOH OCHOBE HOPMATUBHBIH
TEeMNEPATYPHO-BJIAKHOCTHBIN PeKUM —

a) temreparypa 20-22°C, oTHOCUTEIbHAS BIAKHOCTh Bo3ayxa 50-55%

0) Temreparypa 15-17°C, orHOCUTEIbHAS BlIaXKHOCTh Bo3ayxa 40-45%

B) Temneparypa 17-19°C, oTHocHTe/IbHAsI BJIAKHOCTB Bo3ayxa S0-55%

13. ApxuBHblii mmgp —

a) HOMEP apXUBHOTO J€/1a, COJIEPIKAIIEr0 JOKYMEHTHI Ha OyMa)XHOH OCHOBE

0) 0003HaYCHNE, HAHOCHUMOE Ha KaXK/YIO CIMHUILY XPaHEHUS C [eNIbI0 oOecrieueHus e€ ydera u
HUJICHTH(UKAIUH

B) 0003HAYeHHE, HAHOCHMOE HA KAMKIYI0O e[IMHUIY XPAHEHHS CEKPETHBIX APXUBHBIX
AOKYMEHTOB

14. OcHOBHBIMH eIMHHUIIAMH YUYeTAa APXUBHBIX JOKYMEHTOB SIBJISIIOTCH —
a) apxXuBHBbIA (DOH U eTUHUIIA XPAHEHUSA

0) apXHBHBIN (QOH U apXHUBHAs OMKCh

B) apXUBHBIN (DOH]I U APXUBHBIA JOKYMEHT

15. EnmHuna XxpaHeHus 3T0 —
a) pusnyeckn 00000 1eHHBbIE APXUBHBII JOKYMEHT WJIH APXUBHbIE JOKYMEHTbI



0) apxuBHBII poHI
B) apXUBHAsl OIIUCh

16 .Onuck aes1, TOKYMEHTOB, KaK YUYeTHbII JOKYMEHT apXHBa, UCNOJIb3yeTCs 1JIsl —
a) CYMMAapHOI'0 y4eTa apXHBHBIX JIOKYMEHTOB U 3aKpelJieHUus1 NOPsAKa UX
CHUCTEeMATHU3AUNH

0) 1moucka JOKyYMEHTOB JUIsSl KX JAJIbHEHIIIEro UCTIOIb30BaHUs

B) NIOCIMHUYHOTO U CYMMAapHOTO YU4€Ta apXUBHBIX IOKYMEHTOB, 3aKPEIUICHUS MOPSIAKA UX
CUCTEMAaTH3AIlNH, y4eTa U3MEHCHHH B COCTaBe U 00bEME apXUBHBIX IOKYMEHTOB

17. B cocTaB BcrioMorare/ibHbIX YY4eTHBIX JOKYMEHTOB apXHBa He BXOAAT: —
a) KHUTH y4eTa JOKYMEHTOB, IIEPEAAHHBIX B JPYTHE apXHUBBI

0) kHUrY yuera (JOHIOB U JOKYMEHTOB, BbIIEJICHHBIX K YHUUTOXEHHUIO

B) KHUI'A y4YeTa OCTYIJICHUH 10KYMEHTOB

18. KommniieKkToBaHue apXuBa —

a) cucreMaTHYecKoe MonoJHeHue apXuBa JOKyMeHTaMu

0) co3gaHre HOBOTO apXuBa B YUPECKICHUU

B) OIPEJIEIICHNE COCTaBa APXUBHBIX JOKYMEHTOB, IOUIEKAIINUX IPUEMY B apXHUB

19. I'ocynapcTBeHHBIE OPTraHbl U OPraHbl MECTHOIO CAMOYTIPABJIeHUS] BKJIIOYAKOTCA B
CIIUCKA UCTOYHHUKOB KOMIIVICKTOBAHUA FOCyIlapCTBeHHLIX n MyHl/[IIl/lHa.]IBHI)IX ale/lBOB -
a) B HEOOA3aTEIILHOM TOPSIIKE

0) B 00s13aTEJILHOM MOPSIJIKeE

B) B COOTBETCTBHUHU C JICUCTBYIOIIHUM 3aKOHOATEIILCTBOM JIAHHOTO cyOBhekTa PD

20. OT MCTOYHHUKOB KOMIIJIEKTOBAHHUS apXUBa JOKYMEHTbI ApxuBHOro gpounaa Poccuiickoii
®enepanuy NPUHUMAIOTCS TOCYJAPCTBEHHBIM H MYHMIMNAJIbHBIM APXHMBOM —

a) M0 UCTeYeHUH CPOKOB HX BPEMEHHOI'0 XPaHEHHUsl, YCTAHOBJIEHHBIX 3aKOHOAATeIbCTBOM
P®

0) o ucreueHuu 75 et

B) no ucreueHnuu 10 jer

21. Cucrema HayuHo-cnpaBouHoro annapara (HCA) apxuBa —

a) KOMILJIEKC B3aHMOCBSI3AHHBIX H B3aMMO/IOTIOJIHAEMbIX, CO3IaBaeMbIX HA eIMHOMI
HAYYHO-MEeTOANYECKOH 0CHOBE ApXMBHBIX CIIPABOYHHKOB 0 COCTABE H COJEP:KAHUM
APXHBHBIX IOKYMEHTOB

0) KOMILUICKC HayYHBIX PA0OT, ONMUPAIOLINXCS HA apXUBHBIC IOKYMEHTHI JAHHOTO apXHBa
B) KOMIUIEKC DJICKTPOHHBIX yKa3areyed U 0a3 JaHHBIX

22. K 00s13aTeJIbHBIM AaPXUBHBIM CIIPABOYHUKAM He OTHOCHUTCS —
a) CHCTEeMaTHYEeCKUH KaTajor

0) 0030p oHIa

B) onuchk GpoHga

23. [lyreBoauTE b —

a) paciuMpeHHbI 0030p doHga

0) apXUBHBII CIIPAaBOYHUK, COJIEPKAIIHA CBeIEHUSI 00 apXUBHBIX (POHIAX apXUBa B
CHUCTEMATU3UPOBAHHOM BUJE U NIPEAHA3HAYEHHBIN U1 O3HAKOMIIEHUS M0JIb30BaTENS C UX
COCTaBOM M COJCPKAHUEM

B) apXUBHBIN CIIPABOYHHK, MMPEACTABISIONINI cO00M andaBUTHBIN NIepedeHb Ha3BaHHMA
MPEeIMETOB, YIOMHHAEMBIX B apXUBHBIX JOKYMEHTAX, C YKa3aHUEM UX apXUBHBIX MIU(POB.



24. K MOMCIICHUIO APXUBOXPAHUJIHIIA NPEABABIATCA CJICAYIOIIMUE TpeﬁoBaHHH:

a) IIOMCIICHUEC HE AOJIXKHO OBITH BCTXUM, ACPCBAHHBIM, IOABAJIbHBIM, YCPAAYHBIM,
HEC OTaIlJIUBA€MbIM, JIMIIICHHBIM €CTECTBCHHOM BCHTHUJIALIUNU,;

0) MmOOIM30CTH OT APXUBHOTO IOMEIICHUS
HE JIOJDKHO OBITH IM0’KapOOIaCHBIX 00BEKTOB
Y OpraHu3allyii, MPUMEHSIIONIUX T0KAPOOTIACHYIO TEXHOJIOTHIO, @ TAKXKE CITYXKO
0OIIIECTBEHHOTO ITUTAHMS;

B) MOOJU30CTH OT APXUBHBIX MOMEIIECHHUI HE TOJDKHO OBITH IPOMBINUICHHBIX 00BEKTOB,
3arpsA3HAIOIIKUX BO3AYX arp€CCUBHBIMU I'a3aMu1
U BUIBIO;

I') BcCe BbILIEHA3BAHHOE.

25. UTo He BKJII0YAET B cedsl HOPMATHBHO-NIPaBOBas 6a3a 1eJ0Npou3BoacTBA?

a) 3aKOHOJaTeNbHbIC aKThl Poccuiickoii deneparuu B chepe MHPOpPMATH3ALUK U JJOKYMEHTAIHH;
0) koHCTUTYIMS PO
B) OPraHHU3alHOHHO-PACTIOPSAANTE]IbHAS JOKYMEHTALMS

26. B equHoO¥ rocy1apcTBeHHOI cHCTeMe 1eJI0NMPOU3BOACTBA He CYIeCTBYeT HANpPaBJIeHHs
COBEpPIIEHCTBOBAHUS JOKYMEHTAIIMOHHOIO 00ecrneyeHUsl YNPaBJeHYecKo 1esiTeJIbHOCTH
anmapara:

a) yHu(dUKAIUSI U CTaHIAPTH3AIUS TOKYMEHTOB;

0) palMoHalibHAsl OpraHU3alus BpalleHUs! JOKYMEHTOB U XpaHEHUS TOKYMEHTOB;
B) Oyxrajarepckuii yuér

27. B ueHTpaJn30BaHHOI (hopMe 1eJI0NPOU3BOACTBA BCe ONepanuu no oopadorke
AOKYMEHTOB COCPeI0TAYUBAIOTCH B ...

a) IByX IIEHTPax YUYPEKJICHUS;

0) B K&XJIOM CTPYKTYPHOM TOJIpa3AeICHIN;

B) €IUHOM VISl BCEI'0 YUpe:KIeHHUs IeHTpe.

28. CoBOKYNHOCTD LieJIeHANPABJIEHHBIX 1eCTBUIT PYKOBOAUTEIS U aNlNapara ynpaBJeHusl
10 COTJIACOBAHMIO COBMECTHOM JeSITeJIbHOCTH JIKO/Iel 1JIS1 TOCTHKEHNS ONpeaeéHHbIX
1eJIeid.

a) Ilpouecc ynpasiaenust

0) 1eJb B OpraHu3aiuu

B) 0o011asi CTPYKTYpa MPEeANPUATUS

29. JIns onpeesieHUsl y4pekIeHHs 110 J0OKYMEHTO000pOTY MCIO0JIb3YIOT:
a) TOKyMEHTOO0OpOT
0) KaTeropuiiHOCTH
B) JOKYMEHTOO00OPOT

30. esronpousBoanTeb HMeeT MPaBo:

a) He coOMI0AaTh AEHCTBYIONINE HHCTPYKIIMH, IPUKA3bl U PACHOPSDKEHUS [0 COXPAHEHUIO
KOMMEpYeCKOH TalHbl M KOH(UACHINAIBHOW HHPOPMALIUH.

0) HapymaTh MpaBuUja BHYTPEHHETO TPYJOBOIO paclopsiika, MpaBuiia TEXHUKH 0€301acHOCTH U
MIPOTHBOIOXKAPHOU 6E€30MaCHOCTH.

B) BHOCHTb Ha PACCMOTPEHHE PYKOBOJACTBA NMPEAJI0KeHHUs 110 COBEPLICHCTBOBAHUIO
padoThl, CBA3aAHHOM C NPeIyCMOTPEHHBIMH HACTOSIICH HHCTPYKIHM el 00S13aHHOCTAMM.



31. He siBasieTcsi Tpe0OBAHHEM K OpPraHu3aluu padoyero Mecta cekperapsi-pedepenra
a) OCBCILICHHOCTb,

0) 3BYKOM3OJISIIHS,

B) IUIOIIAb NPUEMHOM 22 KB.M.

32. He siBJsieTcs IJIABHBIM YCJIOBHEM YCIENIHOM esiTeTbHOCTH CeKpeTaps:
a) TUTAHUPOBAHUE TIPEACTOAIIUX JIET,

0) ycTaHOBJICHHE ONITHMAIILHOTO PEXKUMa PabOTHI,

B) BeJleHUe Tesle()OHHBIX MeperoBopos.

33. B 00s13aHHOCTH [1€JIONPOU3BOIUTEJISI HE BXOIHT:

a) IpUEM U perucTpanusi KOppeCoHIEHIIUN 1 HaIlIPaBJIEHNE €€ B CTPYKTYPHBIE MOJIpa3AeIeHUS;
0) co3naHue JOKYMEHTOB

B) OCYIIECTBJIEHHE KOHTPOJIS 32 MCIOJHEHHEM IOKYMEHTOB BCeX PA0OTHHKOB
npeanpusiTHS.

34. Opranu3ysi npueM MoceTHTEJIeH 1eJI0NPOU3BOAUTENb He T0JIKeH 3HATH

a) CTPYKTYpPY IPEANPHUATHS, HMETh TIPEJICTABIICHNUE O €TO JESITEIbHOCTH,

0) 3HaTh pacrpeseneHre 00s3aHHOCTEW U BOIPOCOB MEX1Y PYKOBOIAIIUMHI paOOTHUKAMH,
B) JOMAallIHKMeE aJpeca nmoceTuresiei

35. IIpu npoBeeHUN MJIAHOBOIO COBEIAHUS ¢ OOJBIIAM YHCJIOM YYACTHUKOB MOATOTOBKA
BKJIIOYAeT B ce0sl CJIeAYIOIINe ITANbI:

a) YTOYHSIETCS 1aTa, MECTO ¥ BpEMsI TPOBEIICHHUSI COBEIIIAHUSI.

0) CocTaBisIOTCS MOBECTKA JAHS, CITUCKHA YIYACTHUKOB ¥ JIOKJIQTYMKOB COBEIIAHHS.

B) IlpomymbiBaeTcs mepedeHb palbOT, KOTOpPbIE JOJDKHBI OBITh BBIMOJHEHBI CIYXOaMHu
MPEIIPUSATHS TIPH MTOATOTOBKE COBEIIAHMUS.

r) BCe OTBETHI MPABHJIbHBIE.

36. IIpe3eHTamust — 3TO:

a) MeponpusiTHe, HOCsIIIee PEKJIAMHBIH XapaKkTep, HEHTPOM KOTOPOTo0 sIBJISIETCS
npeacTaBjeHne HOBOIO MPOAYKTA (TOBapa, yCJIYyTrd, MPOeKTAa, Hieu | T.I1.)

0) ouIMAIEHOE MEPONIPUATHE JIJIS Y3KOTO Kpyra IMpHIJIalleHHBIX,

B) OTKPBITOE MEPOIIPHUATHE VIS ITUPOKOTO KPyra rocTe.

37. Ilpn HanpaBJieHUH B KOMAH/IUPOBKH COTPYIHUKOB He 0popMIIsieTCsl CJIeAy O
AOKYMEHT:

a) MpUKa3 0 HaMpaBJIeHUH PaOOTHHKA B KOMaHAUPOBKY,

0) KoMaHIUpOBOYHOE yrocToBepenue (hopma Ne T-10),

B) HHCTPYKUMS

38. C nomouib10 3T0i (PyHKIUHM JOKYMEHTa 00ecnie4nBaeTcsi BO3/IeliCTBHE HA KOJIJIEKTHBBI
JIIoJei VI OPraHu3aluy ¥ KOOPIAMHALMH UX JAesITeJIbHOCTH:

a) OpraHu3anMoHHas,

0) ropuanuecKas,

B) MH(OpMaIIMOHHAs

39. IlpuBenenne 4ero-imbo K eIMHON cucreme, gopme, eAMHOOOPA3HIO .......
a) ynnpuxkanus,

0) cTanmapTH3aus,

B) CUCTEMAaTU3AIIHSL.



40. lokyMeHTHpOBaHHe — 3TO...

a) co3aaHMe I0OKYMEHTA,

0) co3maHue JOKyMEHTa M €T0 XpaHEHHE,
B) CO3JaHME JOKYMEHTA U €r0 JIBUKCHHE.

41. 1okyMeHT0000pOT — 3TO...

a) CO3/aHHE IOKYMEHTAa,

0) co3aHue JOKYMEHTa B €r0 XpaHeHue,
B) JABHIKEeHHE JOKYMEHTA.

42. B kakoM najie;ke B PeKBH3UTE «AJpecaT» MUIIETCs] A0JKHOCTb, MHUIMAJIBI
bamuimnsna?

a) 1aTeJIbHOM Majiexe;

0) pOAUTEIILHOM TAJIEXKE;

B) UMEHUTEILHOM

43. CnipaBKa 3T0 I0OKYMEHT:

a) coZiepKalluii ONMUCaHUE eATETbHOCTH OpraHnu3alun

0) comepxxaluii onucaHue M MOATBep:KIeHUEe GaKTOB, COOBITHI
B) COJEpIKaIIUil BCE PEKBU3UTHI

44, Tleanb NOKJIATHOM 3aNMCKH:

a) TOOyIUTh PYKOBOJUTENSI U pAOOTHHUKA K OTIPE/ICTIEHHBIM JICHCTBHSM,
0) mo0yIMTh PYKOBOAUTEJISI IPUHATH ONpPeaeJEHHOE pelleHne,

B) MOOYAUTH paOOTHUKA PUHSTH PEIICHUE

45. 3aro10BOK aKTa 3BYYHT:

a) O JTUKBUIALNH MIPEIIPHUITHS,

0) TMKBUAAUMH TIPEeANPUATHS,

B) JJUKBUAMUPOBAHHOTO MPEATPUITHS

46.Kakasi nnopManusi BXOAUT B BBOJAHYIO YaCTh TeKcTa?

a) mpeJceaaTelb, CeKpeTaphb,

0) mpeacenarenb, CEKpeTaph, IPUCYTCTBOBAIIH,

B) npejceaaTe/ib, CEKPpeTapb, NPUCYTCTBOBAJIM, IOBECTKA THS.

47. IlyHKTBI pACIOPSAAMTEIbHON YaCTH MPUKA32 10 OCHOBHOM JeSITeJIbHOCTH CTPOSATCH 110
cxeme:

a) IeHCTBUE, UCIIOJIHUTENb, CPOK

0) MCNIOJIHUTEJIb, /IefiCTBHE, CPOK

B) J€HCTBHE, CPOK, UCTIOTHUTEIH

48. KoHcTaTHpyoOmas 4acTh B IPUKa3e 110 OCHOBHOM JeSITeJIbHOCTH — ITO...
a) U3JararoTcs Y€TKUe yKa3aHus,

0) ocHOBaHMe 1JIsl H31aHHUS I0OKYMEHTA,

B) pactopspKeHHE PYKOBOIUTEIIS.

49. Oco0eHHOCTBI0 0()OPMJICHHS JAHHOTO PACIIOPSIKEHU SIBJIACTCS HAJTMYNE PEKBU3UTA:
a) agpecar,

0) pe3omtonus,

B) IPUJIO’KEHHE.



50. PacniopsiANTeIbHBII IOKYMEHT, M0 BOMPOCAM METOIHYECKOT0 XapaKTepa, CBA3aHHBII ¢
opraHu3anueil HCMOJTHEeHUs MPUKA30B, HHCTPYKIUH U IPYTrUX TOKYMEHTOB:

a) pelieHue,

0) IMoCTaHOBJICHUE,

B) YKa3aHme.

51. Yro siBaAsieTcss 0cO0eHHOCTHIO 0popMiienust YcraBa?
a) HaJM4Yue OTMETKH O PerucTpanuu

0) HaTM4Ke OTMETKH O JIESITETbHOCTH MPEIIPUSATHS,

B) HAJIMYUE OTMETKU O COOCTBEHHOCTH MPEATIPUATHUS.

52. lllTaTHOE pacnucaHHe COCTABJISIETCS U YTBEPKIAETCS 10 COCTOSTHUIO:
a) Ha 01 ceHTS0ps exeroaHo,

0) 1 pa3 B 5 ner,

B) Ha 01 siHBaps exeroaHo.

53. JoxkHOCTHAS MHCTPYKIUS SABJISICTCH:

a) GpaKTHYECKHM ONHMCAHHMEM JOJKHOCTH, OHA HE00X0AUMA /IS CO3AaHMs d(PPekTUBHBIX
yCJ10BHi1 padoThI,

0) onucaHueM mpaB pabOTHUKA,

B) ONMCAaHHWEM OTBETCTBEHHOCTH pabOTHHKA

54. IloJs10:keHHMe O CTPYKTYPHOM NOAPAa3aeJIeHMH MOANNChIBaeT?
a) pyKOBOJUTEIb OpraHU3aIii,

0) PYKOBOAUTEJIb CTPYKTYPHOIO MOAPAa3/ieIeHusl,

B) paOOTHHK KaJIPOBOU CITY)KOBI.

55. TekcT 10roBOpa COCTOMT U3 YacTeii:
a) KOHCTAaHTUPYIOIIAs U paclopsAUTeIbHas,
0) BBOJIHAsI M OCHOBHAs,

B) BBOJIHAs, OCHOBHAS, 3aKJIIOYUTEIbHAS.

56. K ocHoBHBIM (popmaM (UHAHCOBOI OTYETHOCTH HA NMPEANPUATHHA He OTHOCATCS:
a) OyxraiaTepckuil 6anaHc,

0) oTueT 0 MpUOBLIAX U YOBITKAX,

B) IPUXOJAHBIN opaep,

') OTYET O JBUKCHHUU JICHEKHBIX CPEJCTB.

57. llpumeHsieTcs I y4eTa pacyeToB C MOAOTYETHBIMHU JULaAMH?
a) aBaHCOBBIil OTYeT,

0) oT4eT 0 NpUOBUIAX U YOBITKAX,

B) MIPUXOJIHBIN Opep.

58. UTo npuBOAUT K NOTEPeE ICHEKHBIX CPEACTB?
a) ICHEXHbIE AKTUBBI,

0) maccuBblI,

B) 00a OTBETa BEPHHI.

59. OpunuanbHble TOKYMEHTbI, He BBIXOASIIIUE 32 Mpe/iesibl MOAr0TOBUBIIEIH ero
OpraHu3anuu:
a) BXOJSIINE JOKYMEHTHI,



0) BHyTpeHHHE JOKYMEHTBbI,
B) UCXO/SIINE JOKYMEHTBHI.

60. Onpenesn BUJ JOKYMEHTONMOTOKA: MPHEM MOYThI, BCKPbITHE KOHBEPTOB,
npeaBapUTeIbHbINA MPOCMOTP, MOCTAHOBKA OTMETKHU O MOCTYNJIEHHH JIOKYMEHTA,
perucTpanmus, nepeaya PpyKoOBOJUTENI0, PACCMOTPeHHE PYKOBOIUTEIeM, BHECEHHEe
CBeJIeHH i B JKypHaJI, mepeaaya JOKYMEHTOB HCIOJTHUTENI0, KOHTPOJIb UCTIOJTHEHUS
JTOKYMEHTOB, MOJAIINBKA IOKYMeHTOB B «/le10»?

a) BXOASI UM,

0) UCXOIAIIHIA,

B) BHYTPEHHUH.

61. Kak opopmursieTcsi oTMeTKAa 0 KOHTPOJIE, I/le TOMeIaeTcs?

a) TIPaBOE IM0JIe KOHTPOJIBHOTO TOKyMeHTa OykBa «K»,

0) HIDKHEE I0JIe KOHTPOJIBHOTO JOKYMEHTa TPOCTaBIIsieTCst OykBa «K» MM CIIOBO «KOHTPOJIBY,
B) JieBOe€ M0JIe KOHTPOJILHOI0 IOKYMEHTA Ha YPOBHeE 3aroJI0OBKa MpocTaBJisieTcsl OyKBa
«K» WM ¢JI0BO «KOHTPOJIBY.

62. K10 uMeeT nNpaBo CHATH JOKYMEHT ¢ KOHTPOJIsi?
a) PYKOBOJUTENH CTPYKTYPHBIX MOIPA3CIICHHM,

0) IeOMPOU3BOIUTEIHHBIE PAOOTHHUKH,

B) PYKOBOIMTEJb NPeInpusTHSs

63. CBeeHnsi 0 CyIIHOCTH M300peTeHUs SABJISIOTCA KOHPUIEHIUAIbHBIMH [10:
a) o(pUITMATHHOTO BBITYCKA MPOAYKIIHH,

0) opunuaabLHON MyoauKauuu uHGopMaum,

B) 00a OTBETa BEpPHHI.

64. Lleab 3amuThHI KOHPUAEHIIUATBHON MHGOPMAIUM U KOMMeEPYeCKO TallHbI:
a) OCYLIECTBJICHUE KOHTPOJISI 38 JJOKYMEHTaMH,

0) y4eT U COXpaHHOCTh JJOKYyMEHTOB,

B) NPeIOTBPATHTDH €e YTe4yKY, OBJIa/IeHie ee KOHKYPeHTaMHU.

65. CoTpyanuku (pUpMbI PH MOCTYIJIEHUH HA Pa0OTYy A0JIKHBI MOANNCATH:
a) MpUKa3 0 HepasIrIallleHUU KOMMepUYEeCKOW TalHbl,

0) 00s13aTEJIbLCTBO WM IOTOBOP O Hepa3rJialleHud KOMMeP4YecKoil TaillHbI,
B) MIPOTOKOJI HEepas3IJalleHusi KOMMEPYECKON TaifHBbI.

66. Jo/zkHA JTU IpeAyCMATPUBATH Pa3pelInTe]bHAs CHCTEMA A0CTYH K
KOHpUIeHIHATbHOH HH(POPMATIMH J0LKHOCTHBIX JIMI[ U3 BHEIIHUX OPTraHU3aIHId,
BBINOJIHSIIONIMX COBMECTHYIO PadOTy ¢ OpraHu3aiueii rie BBeIeH pPekuM
KOH(HUAEeHIHAIBLHOCTH?

a) HET, HE JI0JDKHA

0) 1a, JoJDKHA

B) 3aBHCUT OT WHAUBUAYATLHOTO PEIICHHUS PYKOBOIUTENA, JasKe €CIIU OTO CTaBUT MOJ] YTPO3y
CpbIBa BBITIOJTHEHHE COBMECTHBIX paboT



67. UmeroT J1 IpaBo Ha AOCTYII K Pa3IMYHbIM BHAaM KOH(QHICHIIHAIbHONH HH(OPMALIUH
COTPYIHHKH YIOJHOMOYEHHBIX OPTaHOB IOCy1apCTBEHHOI BJIACTH (HAJI0rOBas CJayxk0a,
cay:xk0a cyne0HbIX IpUCTaBoOB, opransl MB/I u np.)?

a) HeT, HE UMECIOT

0) UMEIOT, B Mpe/ieax CBOCH KOMITETCHIIUU

B) HMEIOT, B Ipe/esiax cBOeil KOMIIeTEeHUMH, P 3TOM 00s13aHbI 00eCIeYUTh 3ALUTY
M0JIy4YeHHOM HH(OPMALMHU OT pa3rjaliecHus © HENPAaBOMEPHOI0 MCII0JIb30BAHHUSA.

68. B xaxom Bu/e BblIaeTcs pa3pelieHre Ha padoTy ¢ KOH(pUAeHINAIbHbBIMH
AOKyMeHTaMu?

a) B ycTHOM (hopme

0) B BUJIE TUChMA TI0 TMOYTE

B) B BH/Ie Pe30JII0OLNH

69. B cayuae opranuzanuu cuctems! goctyna k KU ¢ corpyanukamMu u3 apyrux
opraHM3anuii Kakue T0KyMeHTHI OyAyT ¢ HUMH NOANUCAHBI?

a) 1I0roBOP M 00513aTEJILCTBO 0 Hepa3riialleHuH

0) TOJIBKO JOTOBOP

B) TOJIbKO 0053aT€IbCTBO

T') BCE 3aBHCHUT OT MOKETaHUI PYKOBOIUTENSI OpraHu3aIiu

70. KTo Takoii koHTpareHT B pamkax peaausanuu pador ¢ KU co croponneii
oprasusauuei?

a) 9TO MOCTOPOHHEE JJIsl OpraHU3aI|K JTULO0

0) aTO ampecar

B) 3TO CTOPOHA I'PAKAAHCKO-TIPABOBOI0 10r0BOpa

71. O0s13aH JIM KOHTPAreHT COOOIMTH 00/1a1aTe/ 0 KOHPUIEeHIHATbHOH MH(OPMAIIUH 0
JOIYIIEHHOM UM 3Ke (KOHTpareHToM) (pakre pasriamenus KNU?

a) 1a

0) HeT

72. KoMy cOTPYIHMK COOOIIMT O MOMNBITKE MOCTOPOHHUX JIMI MOJYy4YUTh OT Hero KU u
KOMY COTPYIHMK B cJiyyae YBOJIbHeHUs caacT Bce Hocuteau KU?

a) COTPYAHUKY CIIY>KObI KOH(PHUASHINATHHOTO JEIOPOU3BOCTBA U PYKOBOIUTEIIO
OpraHu3aIuu

0) HUKOMY HUYEro He JIOJKEH coo0IIaTh U NepeaaBaTh

B) PYKOBOIMTEJ/II0O OPraHU3AIUH U COTPYAHUKY CJIYKObI KOHQHIEHIIHAIbHOTO
AeJ0NPOU3BOACTBA

') B BApUAHTaX HE MEePEeUUCICHO ITUX JIHII

73. UTO OTHOCHTCS K CIIEATbHBIM (0CO0BIM) KATErOPHAM NP COHAJIbHBIX JAHHBIX?
a) COCTOSIHUE 3J0POBbS, MOJTUTHYECCKHE B3IJIAbI, HAIIMOHAJIBHOCTh

0) hamumus, UMsl, OTYECTBO

B) OMOMeTpHUUYECKUe JaHHbIE

74. Cnenyer Jin HoJIy4aTh MMCbMEHHOE pa3penieHue Ha 00padoTKy NepCOHAJBHBIX JAHHBIX
B CiIy4ae OJHOKpaTHOro npoxoaa cyonexra I1/{ Ha TeppuTopuIo opranusanum (3aBoaa,
¢upmbl, npeanpusitus)?

a) 1a

0) HeT



75. O0s13aH JIM COTPYAHHK OT/1eJIa KA/IPOB YBEAOMUTH YIIOJJHOMOYEHHbI OPraH 0 CBoeM
HaMepeHuu oopadareiBaTh I/l coTpyaHuKa, nocTynuBiero Ha padory?

a) na

0) HeT

76. Kakue npeumyiecTBa npeaocrasJisieT ucnoJb3opanue 310?
a) CokpaiieHre BpeMEHH Ha BBITIOJIHEHHE a/IMUHUCTPATUBHBIX 33734
0) CHIKeHue pUcKa MOTEPH WK MOBPEKICHHUS JJOKYMEHTOB

B) YnydlieHue JOCTYITHOCTH U YA0OCTBA IMOUCKA JIOKYMEHTOB

r) Bce BbimenepeunciieHHOe

77. Kakoii 10KyMeHTONOTOK COCTOUT U3 IOKYMEHTOB, CO3/1aBaeMbIX B TaHHOI
OpraHM3anuy U OTHPAaBJIsieMbIX 32 ee Mpeaebl:

a) Bxonsmuii

0) BuyTpennmuii

B) Ucxonsammii

78. JIOKyMEeHTONOTOK — 3TO:

a) CJIOKMBIIEECS WJIM OPraHW30BaHHOE B Mpezenax HH(POpMalMOHHONW CUCTEMBI

0) cjoKuBIIeecs WJIM OPraHN30BaHHOE B Mpe/eax HHGOPMALMOHHOI cucTeMbl IBHKEHH e
AAHHBIX B ONpe/eIeHHOM HANPaBJIeHUH, IPH YCJIAOBHHU, YTO Yy 3TUX JAHHBIX 001N
HCTOYHHUK M 00N NPHEMHHK

B) IBM)KEHHE JOKYMEHTOB B pa3HbIX HalpaBJIEHUSAX, KOTOPOE MOCTOSHHO MEHSAETCS

79.K oOpameHnsiM rpaxaaH OTHOCSITCS ...
a) npemioKeHne

0) 3asBJIeHHE

B) JKaj100a

r) xoaaraiicTBo

1) aKT

80. /IesiaeTcsi i COOTBETCTBYIOLIAS 3alIUCh B TPY/0BOM KHHMKKe IIPH CMeHe HA3BAHMS
npeanpuaATusa?

a) na;

0) HeT.

81. B kakoii cpok 10/15kHA IPOU3BOAUTCS 00padoTKA TOKYMEHTOB U Mepegadya ux
HCIOJHHUTEIAM?

a) B /IeHb MOCTYIIEHUS JOKYMEHTOB B OPraHU3alHIo;

0) B TpeXAHEBHBIN CPOK MOCIE MOCTYIJICHHUS TOKYMEHTOB B OpraHHU3aIHIoO;

B) B HECNBHBIN CPOK IMOCIIE MOCTYIICHUS! JOKYMEHTOB B OPraHU3alIUIO.

82. Kakue 3Tanbl NPOXOJSIT HCXOAsIIUE TOKYMEHTHI?
a) cocTaBJeHUE IPOEKTA JOKYMEHTa;

0) perucrpanusi;

B) IIpHEM U IIepBUYHAs 00paboTKa;

I') KOHTPOJIb 32 UCIOJIHEHUEM.

83. B kakux cayyasix yio0Hee UCNO0JIb30BATh KyPHAJIbHYIO (popMy perucrpaunu
AOKYMEHTOB?

a) mpu OOJIBIIOM TOKyMEHTOOO0OPOTE;

0) npu MaJI0M JOKYMEHTO000opoTe.



84. KTo oTBeuaer 3a y4eT, XpaHeHHE U MCMOJIb30BaHNE TOKYMEHTOB, COIEPKALINX
KOH(UIEHINAIbHbIE CBECHHA:

a) CEeKpeTaphb;

0) 1000 COTPYIHUK;

B) 10JIZKHOCTHOE JIMII0, HA3HAYEHHOEe MPUKA30M PYKOBOIUTEIS.

85. B o0s13aHHOCTH [1€JIONPOU3BOUTE/ISI HE BXO/IMT:

a) IpUEM U perucTpanus KOppecloHACHLIUN U HAIIPaBJICHUE €€ B CTPYKTYPHbIE II0/Ipa3/ie/ICHuUs;
0) co3naHue JOKYMEHTOB

B) OCylIeCTBJIeHHEe KOHTPOJIA 32 HCIIOJIHEHHEeM JOKYMEHTOB BceX pa0OTHHMKOB
npeanpusTus.

86. Opranu3sysi npueM noceTuTesieii 1eJI0NPOU3BOIUTEIbL He 10JIKEeH 3HATh:

a) CTPYKTYpPY IPEANPHUATHS, UMETh TIPEJICTABIICHHUE O €T0 JACSITEIbHOCTH,

0) 3HaTh pacrpesenaeHre 00s3aHHOCTEN U BOIIPOCOB MEX/1Y PYKOBOISIIUMHI paOOTHUKAMU,
B) /IOMAIlIHKe ajJpeca noceTuTeei

87. T'ocynapcTBenHbIii cTaHAapT «TpedGoBaHusi K 0()OPMIEHHIO TOKYMEHTOBY:
a) OCT P 2.30-2002,
0) 'OCT P 6.30-2003,
B) 'OCT P 6.20-1999.

88. B kakuX JHAAX YCTAHABJINBAIOTCS CPOKH MCIOJTHEHHUS I0KYMEHTOB?
a) B KaJIeHAAPHbIX JTHAX
0) B pabounx JHSIX

89. BbiOepuTe 01MH HeBepHBIl 0TBET. [eI0npou3BOACTBO - 3TO chepa aesiTeJTbHOCTH
YyeJioBeKa ...

a) no pazpadorke u opopmiieHNI0O HeOPUUMATIBLHBIX IOKYMEHTOB

0) 1o opraHu3aluy ABIKEHUS JOKYMEHTOB

B) 110 pa3paboTke U 0(OPMIICHUIO OPHUITHATHHBIX JOKYMEHTOB

90. Kakoii 3Tan He BXOAMT B 00pad0TKY BXOAAIEr0 JOKyMeHTa?
a) PaccmoTpenue;

0) BckpbiTHE KOHBEPTOB;

B) CornacoBaHue

91. KoHTpOJb 32 CPOKAMH MCIIOJTHEHUSI TOKYMEHTOB OCYIIECTBJISIET
A) pabOTHHUK OT/IeNa KaJapoB

b) padoTHuk cay:xos1 1OY

B) pykoBoauTens opranuzanuu

92. Kakue 10KyMeHTbl MUHYIOT CTA/IHI0 POEKTa
A) n10oKJIaHbIE 3aANIMCKHU

b) npuka3sl

B) cnipaBku



93. Kakoii JOKyMeHT cOCTaBJIsieTCsl MPH HAPYIIEHNUH TPYA0BOH HJIH 001IeCTBEHHOM
AUCHUTLTUHBI

A) 00bsICHUTEIbHAS 3alIUCKA

b) noxnagnas 3anucka

B) cnyxeOHnas 3amucka

94. Kakyio nHGopManuIio coaepKUT pasaes YcraBa «Ooume moaokeHus» ?
A) CTpyKTypa opraHu3aiu

b) mpaBa 1 00s13aHHOCTH JTOJDKHOCTHBIX JTHI

B) nesu u 3agaumn opraHu3auuu

95. Kakue U3 nepe4ncjieHHbIX JOKYMEHTOB OTHOCATCS K OPraHU3alMOHHBIM
A) TUCBMO, TIOJIOKEHNE

b) ycraB, nHCTpYKIIUA

B) ycras, yka3

96. B 00padoTKy BXOASIIIEr0 JOKYMEHTA 3TOT ITAll He BXOAUT
A) paccMoTpeHue

b) BckphITHE KOHBEPTOB

B) coraacoBanue

97. Ilocsaennuii 3Tan padoThl ¢ JOKYMEHTAMYU HA3bIBAETCHA
A) cnadeii B my3ei

b) cnayeii B apxus

B) onyGnukoBaHue BO BCEX POCCUNUCKHX Tra3eTax

98. Uto npeacraB/isieT HMPKYJIsIPHOE MMCHbMO

A) nH(popMaHs OHOTO COAEP:KAHMS MpPeIHAZHAYEHA JJIA 00JbIIOr0 KOJIMYeCTBA
ajipecaToB

b) undopmanus ogHoro comepxaHus npeIHa3HaueHa JJIsl OIHOTO ajipecaTa

B) undopmanus pasHoro coaepkanus npeaHazHadeHa sl 00IbIIOro KOJIM4ecTBa
aJipecaToB

99. HopmaTuBHBII1 JOKYMEHT, onpeaeasiioniuii (poHx 3apadoTHOM MJIATHI
COTPYIHUKOB OPraHU3aluu

A) TOJDKHOCTHASI HUHCTPYKIIMS

b) mraTHoe pacnucanue

B) Ycras

100. K ocHOBHBIM perjiaMeHTHPYIOUIUM padoty cay:xk0bl JJOY n1okymentam
OTHOCHT

A) HHCTPYKIHSI 110 1eJI0NIPOU3BOACTBY

b) kBanmudukanmoHHbIi CIPAaBOYHUK JOJKHOCTEH

B) Tabens yaudumupoBaHasx GopM JOKYMEHTOB

* JHCUPHBIM WPUGDMOM 8blOeIeHbL 6EPHblE 8APUAHMBL OMBENO8
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1. ACIIOPT PABOYEM ITPOT'PAMMBI ITIPAKTUKHA

1.1. Ob6sacTh NPUMEHEHHUS POTPAMMBI

PaGouas mporpamma y4eOHOM U MPOU3BOICTBEHHOM MPAKTUKHU IO MPO(PECCHOHATEHOMY MOTYITIO
[IM.01 JJloxymeHTHpOBaHUE YIPABICHYECKON NIEATETLHOCTH M OpraHu3aius padoThl ¢ JOKYMEHTAMHU
SIBJISIETCS YAaCThIO IPOTrPaMMBbl IIOATOTOBKY KBAJIM(UIIMPOBAaHHBIX pabounx, ciyxauux (nanee [IIIKPC)
o mpodeccun 46.01.03 Jlenonpoussoauresb u pazpadborana B coorBerctBuu ¢ ®I'OC CIIO.

OOyuarommiicsi, OCBOMBIIMK MPOTPaMMy MPAKTHKU MO mpodeccruoHamsHOMy Moaynto [IM.01
JIOKyMEHTHpOBaHUE YIIPABICHUECKOHN JESITEIbHOCTH U OpraHu3anus paboThl ¢ JOKYMEHTaMH, JIOJIKEH
o0nanate OOMMMU U MPO(ECCUOHATBHBIMU KOMIETEHIUSMHU, COOTBETCTBYIOIIMMHA OCHOBHOMY BH]lY
nestensHocTH (BJl): mOKyMeHTHpOBaHME yIpaBiIEHYECKON AESITEIbHOCTH M OpraHM3anus paboThl
JOKYMEHTaMu

OK 1. TToHuMaTh CYIIHOCTh ¥ COLMAIbHYIO 3HAYMMOCTb CBOEH Oynyiei npodeccuu, NposBIisATh
K HEW YCTOMYMBBIN HHTEpEC

OK 2. OpranuzoBblBaTb COOCTBEHHYIO JAEATEIBHOCTb, HCXOJS U3 LEIM MU CIOCO0OB ee
JOCTUKEHHUSI, OTIPEICIIEHHBIX PYKOBOAUTEIIEM.

OK 3. Ananu3upoBaTh pabO4Yyl0 CHUTYaIlUI0, OCYIIECTBISATh TEKYIIUH W WUTOTOBBI KOHTPOJIb,
OIIEHKY ¥ KOPPEKLIHIO CBOEH J1eATeIbHOCTH, HECTU OTBETCTBEHHOCTb 3a PE3YJIbTaThl CBOEH pabOThI

OK 4. OcymecTBisTh TOUCK HWHPOpPMANMK, HEOOX0AUMOUW i1 3(H(HEKTUBHOTO BBITOTHEHUS
npodeccnoHalbHBIX 3a7a4

OK 5. Hcnonp3oBath HHGOPMAITMOHHO -KOMMYHUKAITMOHHBIE TEXHOJIOTHU B TPOPECCHOHAIBHON
NeSITeNIbHOCTH

OK 6. PabGorats B komaHe, 3pPEKTUBHO 00IIATHCS C KOJIJIETaMH, PYKOBOACTBOM, KIIMEHTAMHU

[IK 1.1. IlpuHHMaTh M PErUCTPUPOBATH MOCTYMAIOUIYI0 KOPPECIOHICHIIMIO, HANIPABIIATh €€ B
CTPYKTYpHBIE MOAPA3ICICHUS IPEAIPUATHSL.

[IK 1.2 PaccmarpuBaTh IOKYMEHTHI W TeEpelaBaTh MX HA HMCIOJIHEHHUE C YYETOM PE3OJIIOIUHU
PYKOBOJIUTEJIEH OpraHU3aIliH.

ITIK 1.3 OdopmitsiTh perucTparioHHbIE KAPTOUKH U CO3/1aBaTh OAHK JaHHBIX.

[IK 1.4 Bectu KapTOTEKy ydyeTa MIPOXOKICHUS JOKYMEHTAIbHBIX MAaTEPUAJIOB.

[TIK 1.5 OcyiiecTBasiTh KOHTPOJIb 32 TPOXOKJIECHUEM JOKYMEHTOB.

[IK 1.6 OTnpaBidTh HCIOJHEHHYIO JOKYMEHTAIMIO aapecaTaM ¢ MPUMEHEHHEM COBPEMEHHBIX
BUJIOB OPraHU3allMOHHON TEXHUKHU.

IIK 1.7 CoctaBasateh U opopMISITh CIyXeOHbIE TOKYMEHTBHI, MaT€pUaIbl C HCIOJIb30BaHUEM
(bOopMyIISIpOB TOKYMEHTOB KOHKPETHBIX BHJIOB.

OOyuaromuecsi, HalmpaBsieMble Ha MPOU3BOJCTBEHHYIO MPAKTHKY, MOJIYYalOT JIUCT 3aJaHUil B
COOTBETCTBHUU C BUJIaMU Pa0dOT, IPEIyCMOTPEHHBIMH MPOTrPaAMMON MTPAKTHKH.

ATTecTanus no uToraMm y4eOHoOM MpakTUKU MPOBOIUTCS B popme nuddhepeHIInPOBAaHHOTO 3a4eTa,
MIPOM3BOJICTBEHHOW MPAKTUKU MPOBOAUTCS B dopMe dK3aMeHa Wiu AuQPepeHIInPOBAHHOTO 3a4yeTa ¢
YU4€TOM PE3YJIbTATOB, MOATBEPKACHHBIX JOKYMEHTAMH COOTBETCTBYIOLIUX OpraHU3alUi.

1.2. e y4eOHOI M NPON3BOACTBECHHOM IPAKTHK.

1.2.1 Ilesab y4eOHOI NPAKTHKH.

VYuebnass mnpaktuka mo [IM.01 «JloKyMEHTHpOBaHHE YIPaBIEHYECKOW JESITEIbHOCTH U
opranuzanusi paboThl C JOKYMEHTaMH» HampaBjieHa Ha (OpMHUpOBAaHHE YMEHHH, MPHOOpETEeHUs



MEPBOHAYAIBHOTO MPAKTUYECKOTO OIBITA ISl TIOCIEAYIOMIET0 OCBOCHHS OOLINX M MPO(eCcCHOHAIBHBIX
KOMIETEHIHH 1Mo mpodeccuu U peanu3yercs B GopMe MPaKTUIECKON MOATOTOBKH.

VYuebHass TpakTUKa TPOBOJUTCA B YUEOHBIX, Y4E€OHO-TIPOU3BOJCTBEHHBIX MACTEPCKHUX,
nabopaTopHsix, yueOHO-OMBITHBIX X03AUCTBAX, YUEOHBIX OJUTOHAX, YIEOHBIX 0a3aX MPAKTUKU U UHBIX
CTPYKTYPHBIX MOJIpa3/eNeHusIX 00pa30BaTeIbHON OpraHu3alyy, JM00 B OpraHu3alysIX B CIEHHAIBHO
00OpYZOBaHHBIX TOMEUICHUSAX Ha OCHOBE JOTOBOPOB MEXKIy OpTaHH3alMel, OCYIIECTBIISIOUICH
JEATeTBHOCTh TI0 00pa30BaTEIbHON MPOrpaMMe COOTBETCTBYIOLIETO PO (Jajee - OpraHu3anus),
U TEXHUKYMOM.

VYuebHass TpaKTHKAa TMPOBOJUTCS MacTepaMH IPOU3BOJCTBEHHOTO OOydeHHWs | (WJIH)
MIpenoaBaTeNIIMU JUCIUIUIMH NPO(PECCUOHAIBHOIO UKJIA.

B pe3ynbraTe npoxoxaeHus yaeOHON MPpaKTHKU 00ydaromuecs JOJKHbl YMeTh:

- IPUHUMATh, PETUCTPUPOBATh, YYUTHIBATH MOCTYIAIOIINE IOKYMEHTHI;
- IPOBEPATH MPABHWIBHOCTh 0()OPMIIEHUS TOKYMEHTOB;
- BECTH KapTOTEKY y4yeTa MPOXO0KIE€HUS JOKYMEHTAIbHBIX MaTEepPHUaJIOB
JAeMOHCTPUPOBATH NEPBOHAYAIbHBIN NPAKTUYECKUH ONBIT. JOKYMEHTALIHOHHOTO
obecrnieueHus IesITeIbHOCTH OpraHu3auu.

1.2.2 Ileab NpOM3BOACTBEHHON MPAKTHKH

[IpousBojcTBEHHAs MpakTUKAa HampaBiieHa Ha (QOopMUpOBaHUE y OOydarolUXCs OOIMUX U
podeccHoHAbHBIX KOMIETEHIINH, MTpUOOpeTeHe MPAaKTUYECKOro ONbITa U pealn3yeTcss B paMKax
npodeccuonanpbHoro moayas [IM.01  «JlokyMeHTHpOBaHHME YIPABJICHUECKOW JEATEIHHOCTH |
opraHusaius padoThl C JOKyMEHTaMu» M0 OCHOBHOMY BUAY jAearenbHocTd (BJ]) - nokymeHnTupoBanue
YIPaBJICHYECKON JEATEIHPHOCTH M OpraHu3aIys paboThl ¢ ToOKyMeHTamu, npemycMoTpeHHpiM OI'OC
CIIO no npodeccun 46.01.03 JlenonpousBoautesnsb B popmMe MPaKTHUECKON OATOTOBKH.

B pesynbpraTe npoxoxkaeHus: Iporu3BOJCTBEHHON MPAKTUKKU 00y4aromuecs JOJKHbI:

HMeTh NPAKTUYECKUH ONbIT:

- TOKyMEHTAllMOHHOTO 00ecreYeHUs eI TeIbHOCTH MPEATPUSATHUSI.

yMeTb: - IPUHUMATh, PETUCTPUPOBATH, YUUTHIBAThH MOCTYIMAIOLIUE TOKYMEHTHI;

- IPOBEPATH MPABMIBHOCTH 0(GOPMIICHUS TOKYMEHTOB;

- BECTH KapTOTEKY y4yeTa MPOXOKAECHHUS JOKYMEHTAIbHBIX MAaTEPHUAJIOB.

[To pe3ynbTaTam NpOU3BOJACTBEHHON NMPAKTUKHU PYKOBOJAUTEISIMA IPAKTUKH OT OPTaHU3ALUU U
OT TeXHUKyMa (QOpMHUpPYETCS aTTECTAMOHHBIN JHCT, COAEPKALIUi CBEACHUS OO0 ypOBHE OCBOCHHS
oOyuaromumcsi Tpo(eCCHOHATBHBIX KOMIIETEHIUHM, a TaKkKe XapaKTepUCTHKa Ha O0ydJaromierocs mo
OCBOEHHIO OOIIUX KOMIIETEHIUI B MEPUO]T TPOXOKICHUS TPAKTUKH.

B mnepuoa mpoxoXXIeHHs] MPOU3BOJCTBEHHON MNPAKTUKU OOYYaroIIMMCS BEAETCS THEBHUK
npakTuku. [lo pesynbraTaM mpakTUKH OOydYarOIUMCS COCTaBISIETCS OTYET, KOTOPBIN yTBEepkKaaeTcs
OpraHu3aIuei.



2. PE3YJIbTATBI OCBOEHMUS ITPOI'PAMMBI IIPAKTUKHA

PesynpTaTroM OCBOGHHMS MpOrpaMMbl MPAaKTUKKA 1O mpodeccruonansHomy moaymo I[1IM.01
«JlOKyMEHTUPOBAaHUE YIPABICHYECKOW JEATENPHOCTH W OpraHu3aius padoThl C JTOKYMEHTAMUN)
aBIsieTcs oBiagenue B/l - TOKyMeHTHpOBaHUE yIIPaBIEHYECKOH EATETbHOCTH U OpraHu3aius padoTh
C JOKYMEHTaMH, TNPHOOpPETEHHE MPAKTUYECKOTO OMNbITa U CHOPMUPOBAHHOCTD Yy OOYJarOIIUXCS

podecCHOHATBHBIX KOMITETSHITHIA.

dopMupyeMble
KOMITeTEHIIM U

Buab1 pador

IIpakTuyeckuii onbIT

[IK 1.1. IIpuaumars u
PErucTpUpOBaATH
MOCTYHAIOIIYIO
KOPPECIOHIEHIHIO,
HaIlpaBJIAATh €€ B
CTPYKTYpHBIE
OApa3IEIICHUS
MPEATNPUATHSL.

- IIPUEM U pErucTpanus
BXOJAIIMX IOKYMEHTOB;

- cOCTaBJIeHHE, O(popMIIEHUE U
CUCTCMAaTU3alud JOKYMCHTOB,
- yuet oObema
JOKyMEHT0000poTa
OpraHu3aIuu

IIPUHUMATh, PErUCTPUPOBATS,
YUYUTBIBATH MMOCTYIAIOIINEC
JIOKYMEHTBI; [IPOBEPSTH
MPaBUIIBHOCTH 0(hOpMIIEHUS
TOKYMEHTOB; BECTH KapTOTEKY
ydeTa MPOX0XKJICHUS
JTOKYMEHTAJIBHBIX MaTepPHAJIOB;
MIPOBEPSATH NPABHUIILHOCTD
ohopMIICHHS TOKYMEHTOB;

[IK 1.2 PaccmaTtpuBath
JOKYMEHTBI U
neperaBaTh UX Ha
WCIIOJIHEHUE C YUETOM

- COCTaBJICHHE OJIOK-CXEMBI
(mporpammer) paboTHI C
JTOKyMEHTaMHU

- y4eT MPOXOXKJACHHUS

KapTOUYKH M CO3/1aBaTh
OaHK JaHHBIX.

PE30TIOIUH JOKYMEHTAJIbHBIX MaTepPHaIOB
PYKOBOAMTENEHN

OpraHu3aIiy.

IIK 1.3 Odopmisate - ohopmiieHue
perucTpaloHHbIe PETUCTPALIMOHHBIX KApPTOYEK;

- CO31aHHuC OaHKa JaHHBIX

IIK 1.4 Bectn
KapTOTEKy yuyeTa
MIPOXOXKICHUS
JOKYMEHTAJIbHBIX
MaTepuasios.

-BCACHUC KaAPTOTCKU
IIPOXOKACHUA
JAOKYMCHTAJIbHBIX MaTCPUAJIOB

IIK 1.5 OcymiecTBisTh
KOHTPOJIb 32
MIPOXOXKJICHHEM
JOKYMEHTOB.

- OpCACIICHUEC CPOKOB
HCTIOJIHCHUA U KOHTPOJIA 3a
MCIIOJIHCHUEM JOKYMCHTOB,

-IIpoBepsITh MPaBUIBHOCTH JIOCTABKH
KOPPECTIOHICHIINH; TPABUIBHOCTH U
[IEJIOCTHOCTD BJIOKCHUSI.
-OneHuBaTh CofiepKaHne
MOCTYMUBIINX IOKYMEHTOB C LIEJTHIO
UX pacupeeeHHs.

-ITosb30BaThCs
ABTOMATH3UPOBAHHBIMH CHCTEMaMH
yueTa, perucTpaiuu npu padote ¢
JOKYMEHTaMU OpTaHU3aIlHH.
-OnpeaensaTs MapmpyT IBHKESHUS
KOHKPETHOTO JOKYMEHTa U JI0BOJIUTh
JOKYMEHTBI J10 UCTIOJIHUTENEH B
OTIpE/IeIIEHHbIE CPOKHU.

-PaboTtath co Bceli COBOKYITHOCTHIO
nH(pOpMaIMoHHO-
JTOKYMEHTAIlMOHHBIX PECYPCOB
OpraHHu3aIuHy.

-Bectu yuer nmpoxoxaeHus
JOKYMEHTAJIbHBIX MaTEpPHAJIOB.
-ITocTaHoBKa TOKyMEHTa Ha
KOHTPOJIb. OCYyIIECTBIISTD
IPOMEXKYTOUHBIN KOHTPOJIb U
KOHTPOJIb MPU HACTYIJICHUH JaThI
UCIIOJTHEHUSI.

-Nudopmuposats pykoBoauteis 00
WCIIOJTHEHUU.

-CHSTh JOKYMEHT C KOHTPOJIS U
HAIPAaBUTh UCIIOJIHEHHBIH JJOKYMEHT
B JIETIO.

-O06001maTe 1 aHAIN3UPOBATh
pe3yabTaThl KOHTPOJIS 32
UCTIOJIHEHUEM JOKYMEHTOB.
-ITonb30BaThCA
ABTOMATH3UPOBAHHBIMU CUCTEMAMH
yueTa, perucTpaiu, KOHTPOJIS U
nH(OPMAIIMOHHO-CIIPABOYHBIMU




- y4acCTHE B KOHTpOJIE
WCIIOJTHEHUSI TIOKYMEHTOB B
OpraHu3alun

IIK 1.6 OrnpaBisath

- onpezeNeHne crnocoda

UCTIOJTHEHHYIO OTIIPaBKH MCIIOJHEHHBIX
JTOKYMEHTAIIHIO JOKYMEHTOB (I104Ta, KyphepHI,
azipecartam ¢ (akc, 3EKTPOHHAs [0YTa);
pUMEHEHHEM - IPUMEHEHUE COBPEMEHHBIX
COBPEMEHHBIX BUJIOB HKT B pabote
OpraHu3aIMOHHON JIETOTIPOU3BOAUTEIIS

TEXHUKH.

IIK 1.7 CocraBnsts u - ohopmieHue

0hOpPMIIATH CITY)KEOHBIE | PACTIOPSIUTETHHBIX

AOKYMCHTBI, MaTCPUAJIbL
C UCTIOJIb30BaHNEM
bopmyInsapoB
JTOKYMEHTOB
KOHKPCTHBIX BUI0B

JOKYMEHTOB: OCHOBHBIC
PEKBH3UTHI, CIIOCOOBI M TPUEMBI
PacTOJIOKEeHUST PEKBU3HUTOB;

- opopMIIEHIE OCHOBHBIX
BUJIOB OJIAHKOB;

- IpUMEHEHUE
ABTOMATH3UPOBAHHBIX CHCTEM
JUTs1 0(pOPMIIEHUST TIOKYMEHTOB

CUCTEMaMH IPH padoTe C
JIOKYMEHTaMU OpraHu3aliu.
-ITonn30BaThcs Oa3aMu TaHHBIX, B
TOM YHCJIE YIaJIEHHO.

-Bectu yder JOKyMEHTOB
OpraHu3aluy.

-ITonb30BaThCA
ABTOMAaTHU3UPOBAHHBIMU CUCTEMAMHU
yueTa, perucTpanuu, KOHTPOJIs U
WH(OPMAIMOHHO-CIIPABOYHBIMU
cucTeMaMH mpu padboTe ¢
JOKYMEHTaMU OpraHu3aIiu.
-IIpumensaTs npaBmIa pyccKOTro
SI3bIKA TIPU MIPOBEPKE TOKYMEHTOB
nepes OTIPaBKOM.

-IIpoBepATH NPaBUIBHOCTH
0(OpPMIICHHS 1 KOMIUIEKTHOCTD
UCXOJISAIINX TOKYMEHTOB.
-CopTupoBarh JOKYMEHTHI O
croco6aM JTIOCTaBKH, TIPH
HEO0OXOMUMOCTH, YITAaKOBHIBATH
JIOKYMEHTHI ¥ OTIPABJISATS.
-ITpuMeHATh yCTaHOBIICHHBIN COCTAB
PEKBU3UTOB B 3aBUCHMOCTH OT BUA
JOKYMEHTA.

-ITpuMeHsTh COBpEMEHHBIE
nH(pOpMaIMoHHO-
KOMMYHHKAIIIOHHbIE TEXHOJIOTUU
Ui paboThI ¢ JOKYMEHTAMH.




3. TEMATHYECKHWH ILUIAH ¥ COIEPXKAHUE ITPAKTUKH

3.1 KosinuecTBO 4acoB Ha OCBOEHHE NMPOTrPaMMbl IPAKTUKH:

Bcero 684 yacos, u3 Hux:

yuebHo# npaktuku 108 yacos

MIPOU3BOJICTBEHHOH MPaKTHKH 576 acoB

3.2 TemaTu4yeckuii IVIaH M cofepKaHue y4eOHOH NPAKTUKH

HaumeHoBaHue pa3ae/ioB Buabl paéoT yueOHOI NpaKTHKH. Oo0bem
y4eOHOM NPAKTHKH 4acoB
npo¢ecCHOHATBHOI0
moayJsa (IIM) u Tem
1 2 3
Pa3znen 1. M/IK.01.01 64
Opranuzanus
JOKYMEHTO0000poTa U
AOKYMEHTHPOBAaHHE
ylpaBJieH4eCKO
AeATeIbHOCTH
Tema 1.1 Buasbi pador
Opranusanus padoTbl 1. | Opranusauus pabodero mecta AejaonpousBoauTesns. Texnuka 0e30MacHOCTH Ha 7
AeJIONPON3BOAUTEJIA pabouem MecTe.
2. | U3yuyenue J[OMKHOCTHOM MHCTPYKIIMU JETONPOU3BOIUTEISI B OPraHU3AIUH. 7
Buawbi pador
Tema 1.2. 1. | U3yyeHne mpakTUKH AOKYMEHTHPOBAHUS B OpraHu3aluu. 3HAKOMCTBO C OCHOBHBIMU 7
IIpoexTpoBanue 0J1aHKOB BUJaMU OJAHKOB B OpPTaHU3AIUHU.
OpraHu3auvu 2. | IlpaBuia cocTaBieHUs MPOEKTOB U 0(hOPMIIEHUS JOKYMEHTOB. 7
3. | CocTaBiieHHE MPOEKTOB PACTIOPSIAUTEIbHBIX JOKYMEHTOB. 7




4. | [lopamok coTacoBaHMs U MOANUCAHUS / YTBEPXKIACHUS JOKYMEHTOB B OpraHHU3aINu. 7
5. | CocraBienue u oopMiIeHHE CIPABOYHO-UH(YOPMALIMOHHBIX TOKyMeHTOB. CocTaBiieHHE 7
KPaTKHUX MPOTOKOJIOB. BeIMIHCKa M3 MPOTOKOIIA.
6. | CocraBneHne BBHIMUCOK U3 MpuKa3oB. OdopmieHne KONMuii JOKyMEHTOB. 7
7. | CocraBienue u 0(popMIIEHUE aKTOB, CIIPABOK, CIYKEOHBIX, JOKIAJHBIX U
00BSCHUTENBHBIX 3amUCcOK. OQopMIIeHNE PA3TUYHBIX IO COACPKAHUIO CIYKEOHBIX 8
nuceM. Makert nucbMma.
Paznen 2. MJIK.01.02 42
HNudpopmannoHHo-
KOMMYHUKAIHOHHBIE
TEXHOJIOTUH B
JeJIONPOU3BO/ICTBE
Tema 2.1. Buawbi pador
JdoxymeHTO0000pOT 1. | 3HaKOMCTBO C JJOKYMEHTOOOOPOTOM OPTaHU3AIUH. 7
opranuszanuu. UKT B 2. | Texnonoruss pabOTHI ¢ BXOIAIIEH / MCXOAAIIENH KOPPECTIOHICHIIUEN, BHYTPEHHIUMHU 7
paboTe ¢ JOKYMEeHTaMH JOKYMEHTaMH OpTaHU3allHH.
3. | O3HakoMIIeHHE C TPOTPAaMMHBIMH CPEJICTBAMH Y4ETa, XpaHEHHUs, 00paOOTKHU M TIOUCKA 7
JOKYMEHTOB, HUCIIOJIb3yEMBbIMU B OPTaHU3AIIHH.
4. | N3yuenne ocHOB H crieliu(puku pabOThI ¢ JOKyMEHTAIMEH B CHCTEME JIEKTPOHHOTO 7
nokymeHToobopota (CO/1) opranuzanuu. Mcnons3oBanue B paboTe riao0aabHbIX U
JIOKAJIBHBIX CETEH ISl MOJIydeHHs U XpaHeHus1 uHdopmaium, oOMeHa nHpopMarumei.
5. | BeimosHeHue npocThIX MpUEéMOB MEPBUYHON 00pabOTKH BXOIAIINX JOKYMEHTOB (MIpOBEpKa 7
NPaBUIBHOCTH JOCTABKH, [IEJIOCTHOCTH YIIAKOBKH, BCKPBITHUE YITAKOBKH, ITPOBEPKA
IIEJIOCTHOCTH BJIOXKEHUS, YHUUYTOKCHUE KOHBEPTOB, ITAKETOB).
6. | 3HAaKOMCTBO ¢ CHCTEMOW YHU(DHUIIMPOBAHHBIX POPM MEPBUYHON YUETHOW JOKYMECHTAIHH 7
OpraHu3aIuH.
JuddepeHunpoBaHHbIi 3a4€T 2
Bcero YII 108




3.3. TemaTnuyeckuii IVIaH U CO/iep:KaHMe MPOU3BOACTBEHHOI NMPAKTHKHU

HaumeHoBaHue pa3ae/ioB

Buabl pa6or npou3BoACTBEHHON NPAKTHKH.

O0beM yacoB

NMPOU3BOCTBEHHOM
NPaKTHKHU
npogeccHOHAILHOIO
moayJsa (IIM) u Tem
1 2 3
Paznen 1. MJIK.01.01
Opranun3anus 371
AOKYMEHTO0000poTa 1
TOKYMEHTHPOBaHUE
yIpaBJIeHYeCKOM
AeSITETbHOCTH
Tema 1.1 Buasbi pador
JdoxkymMeHTO00OpOT 1. | UHCcTpyKTax mo TexHUKe 0e30macHOCTH Ha pabouem mecte. M3ydeHne T10mKHOCTHON 7
OpraHu3anuu. WHCTPYKIIUU JEJIOMPOU3BOIUTEIIS.
KonTpoJb ucnosnHenns 2. | U3ydeHue CTpYKTypbl OpraHH3aluu — MECTa MPOXOKIACHUS PAKTHKH (Hanee —
AOKYMEHTOB OpraHU3aIu1) C LIEJIbI0 COCTABICHUS CXEMbl CTPYKTYpbl OpraHu3alniu u 14
OpraHu3anuu/y4ype:xieHuun UPKYITUPYIOMHUX JOKYMEHTOIIOTOKOB.
3. | Ucnonp3zoBanue COJl B paboTe C TOKYMEHTaMH. 21
4. | ObpaboTka BHYTPEHHHUX JOKYMEHTOB, 00paboTka M OTIpaBKa HCXOIAIMINX 21
JOKYMEHTOB, IPUEM U MEepBUYHAS 00pab0OTKa BXOAAIMUX JOKYMEHTOB.
5. | [IpucBoeHne TOKYMEHTY PETHCTPALIMIOHHOTO HOMEpA. 14
BHuecenne naHHBIX O JOKYMEHTE B PErUCTPALIMOHHO-YUETHYIO hopmy.
6. | Peructpanus 1OKyMEHTOB M MapUIpyTH3aLUUS TOKYMEHTONOTOKOB. 14
7. | OcyiecTBieHHe Mepeaayd JOKYMEHTOB Ha UCIOJIHEHHE B TOJpPA3JCICHHS] C y4eTOM 14

PE30JIOLNU PYKOBOAUTEINIEH OpraHu3aliu.
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JIoKyMeHTHUpOBaHHE JACATeNbHOCTH  opraHu3anuu. KoHcTpyupoBaHwe  OJaHKOB

OpraHu3alum, Co3/IaHie M1a0JI0OHOB JOKYMEHTOB. 14

9. | Odpopmiierne peKBU3UTOB OPTaHU3AIUH. 14

10. | Oopmuenne opraHu3aMOHHBIX, BHYTPEHHUX JOKYMEHTOB (TIPUKa3bl, PacIoOpsHKEHUS, 14
JIOBEPEHHOCTH, 3aIMCKH, CIIPABKH, aKThI, TPOTOKOJIBI U JP.)

11. | TTopsimox cornacoBaHMs U MOANUCAHNS / yTBEPKACHNUS JOKYMEHTOB B OpPTraHU3aLINH. 14

12. | MudopmMamoHHO-CIIpaBOYHAasl U MOMCKOBasi paboTa C HMCIOJIb30BAaHHEM CHCTEM y4éTa 21
JOKYMEHTOB B OpTaHH3aIlNH.

13. | Yyactue B KOHTpOJIE HCIIOJIHEHUS IOKYMEHTOB B OpraHU3allii, B TOM YHCIE C 21
WCTIOJIb30BAHNEM aBTOMATU3UPOBAHHBIX CHCTEM.

14. | CocraBieHue KpaTKUX MPOTOKOJIOB. Beinucka U3 mpoTokoia. 14

15. | CocraBieHue BbIMUCOK U3 NMpUKa3oB. OdopMieHre KOMuil J0KyMEHTOB. 7

16. | CocraBinenue u oQoOpMIIEHHE aKTOB, CIPAaBOK, CIYKEOHBIX, JOKIATHBIX U 14
00BSACHUTENBHBIX 3aMMUCOK.

17. | lenoBast KOppECTOHACHIIUS TPEAMPHUITHUS. 14

18. | OdbopmueHue pa3IUYHBIX MO COACPIKAHUIO CIAYKEOHBIX MUceM. MakeT mucbma. 14

19. | Odbopmnenue perucTpallMOHHBIX KAPTOUYEK U CO3JjaHuE OaHKa TaHHBIX. 14

20. | Benenue KapTOTEKH y4eTa MPOXOXKICHUS TOKYMEHTAJIbHBIX MaTepHUaIOB 14

21. | OTnpaBKa UCMIOJHEHHON JOKYMEHTAUU aJpecaTaM ¢ IPUMEHEHUEM COBPEMEHHBIX 14
BHUJIOB OPraHU3allMOHHON TEXHUKH.

22. | OcymuiecTBIIeHHE KOHTPOJISI MPABUIBHOCTU COCTABICHUS, O(POPMIIEHHS TOKYMEHTOB
(pexBHU3UTHI, 0OCOOEHHOCTH HAMMCAaHUA TEKCTOB, MHOTOCTPAaHUYHbIE JOKYMEHTHI), 14
HOPsAIKA U3/TaHUS TOKYMEHTOB (C Y4ETOM ClielIUu(PUKU CUCTEMBI JIETONPOU3BOCTBA
OpTraHU3aIuHn).

23. | [IpaBuna npuema, 00pabOTKU, UCTIONTHEHHS U y4eTa 0OpalieHuil rpax/iaH. 14

24. | JoxymeHTUpOBaHHE paboThl ¢ mepcoHasoM. KoMmieke kaipoBoil TOKyMEHTAIIHH . 21

25. | 3amuTa nNepcoHaIbHbIX JAHHBIX COTPYIHUKOB. 14
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Pazngen 2. MJIK.01.02

HNudpopmanuonHo- 203
KOMMYHUKAIHOHHBIE
TEXHOJIOTUH B
JAeJI0NPOU3BO/ACTBE
Tema 2.1. Buab1 pador
Boinosinenne pador ¢ 1. | CocraBneHue BHyTpEHHUX OJJaHKOB OPTraHU3ALUN/yUpEKJEHHS C UCIIOIb30BaHUEM 14
JOKYMEHTAMHU B TIK.
COBPEMEHHBIX. 2. | Ilouck napopmannu B cetn MuTEepHET. Mcnonb30BaHue BO3MOXHOCTeH MHTEpHETA 14
aBTOMATH3UPOBAHHBIX B paboTe AeI0NPOU3BOIUTENS.
nporpammax 3. | OrmpaBka nokymenTa, pororpaduii Mo SIEKTPOHHOH MOYTE. 7
4. | Benenue tenedOHHBIX IEPETOBOPOB. 14
5. | 3HAKOMCTBO C OCHOBHBIMHM MaKeTaM{ MPUKIAJHBIX HpPOrpaMM ISl pelIeHUus
npodeccuoHaNbHBIX 3a7aud (peJakTOphl JTOKYMEHTOB, TaOJIMYHBIC IMPOIECCOPHI,
W3/1aTeIbCKUE CHCTEMBI, MPOrpaMMbl MOATOTOBKU Mpe3eHTalui, rpaduyeckue 7
penaKkTophl, IPOrpaMMbl JJIsl aHUMAaIlUU, TPOTPAMMBI-IIEPEBOIUNUKH, MTPOTPAMMBbI
JUJISI aBTOMATHU3AIUH SJIEKTPOHHOTO JTOKYMEHTO000pOTA).
6. | ®aiinoBas cuctema. Oneparuu Hajn Qainamu. Cucrtemaruzanus uHGopMaIUM ¢ 7
NOMOIIbIO Manok u ¢aitnos. Padora ¢ daiinamu u katajioramu.
7. | KomnbrorepHas moaroroska gokymernToB B Microsoft Word u apyrux TeKcTOBBIX 21
penakTopax.
8. | KomnbrotepHas noAarotoska aokymentoB B Microsoft Excel. 21
9. | KomnbroTepHas moAroToBKa 10KyMeHTOB B Microsoft Access. 21
10. | Co3nanue npeseHraiuii B mporpamme Power Point. 14
11. | PaboTa ¢ 6a3aM¥ JaHHBIX OpraHU3aIUU. 14
12. | Ucnonb30oBanue Bo3MoxHocTeil HTepHeTa B paboTe 1eJI0NpOU3BOIUTENS. 21
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13. | Opranusanus paboThl ¢ TEXHHYECKHUMHU CPEICTBAMM IO CO3JaHUI0O U 00paboTke
JOKYMEHTOB. Vcnonap30BaHMe KONMMPOBAIbHO-MHOXHTEIBHOW TEXHHKH B paboTe 7
JeTOTIPOU3BOTUTEIISA.

14. | 3HakOoMCTBO C KaTeropus MM M BHJaMU JOKYMEHTOB, OOpasylolmuxcs B
OpraHu3aluu, CcOoJAepKamux KoHpuaeHuanpHyto wuHpopmanuo. I[Ipumenenue 7
CpeacTB  Kpuntorpaduu I 3aUTHl  JJEKTPOHHBIX  JOKYMEHTOB  C
MCTIOJIb30BaHUEM CIENHATBLHOTO MPOTPAMMHOTO 00ecTIedeHu .

15. | [IpumeHeHue nepemi€THO-OpOIIIOPOBAIIBHOTO U CKPEIUJISIONIEro 000py10BaHus B
pabore nenomnpousBonutens. Mcnonp3zoBaHue o0OpyAOBaHUS U YHUUTOXKEHUS 7
JTOKYMEHTOB.

16. | OdbopmieHre AOKYMEHTOB TIO JIMYHOMY COCTaBy M WX Komud (mpwu 7
HEOOXOIMMOCTH).

JuddepenuupoBaHHbIii 3aueT 2
Bcero IIII 576
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4. YCJOBHUS PEAJM3BAIINM PABOYEH ITIPOTPAMMBI YYEBHOU W

MMPOU3BOJCTBEHHOUIIPAKTUKHA

4.1. TpeOoBannss K MHHHUMAJIBHOMY MATEepPHAJIbHO-TEXHHYECKOMY oOOecne4eHHI0
Peanuzanus paboueil mporpammbl y4eOHOH NPAKTHUKH OCYIIECTBISETCS B Y4EOHBIX,

y4eOHO-TIPOM3BOICTBEHHBIX MACTEPCKUX, JTA00OPATOPHSIX.

Peanmaum{ IMporpaMmal HpOH3BOI[CTBeHHOI>'I IMPAKTHUKU OCYHICCTBIIACTCA B OpraHnu3anuiax,
HaIpaBJICHUEC ACATCIbHOCTU KOTOPBLIX COOTBECTCTBYCT HpO(bI/IJIIO IIOATOTOBKH 06yqafomnxcs1 " Ha
OCHOBC JOTOBOPOB, 3aKIIHOYACMBIX MCKAY TCXHUKYMOM W OpraHu3anusiMu.

MaTepI/IaJIbHO'TeXHH‘IeCKOG odecneyeHue l'[pOI/[3BO)]CTBeHHOﬁ NMPAaKTUKHU

OcHamenmue:

1. O6opynoBanue: pabouee MeCTO MpernojaBaTeis; padodyre mMecta oOydaroIMXCs; KOMIUICKT
y4e0HO-METOAMYECKOI TOKyMEHTAIUH;

2. WHctpymentsl u mnpucnocoOseHusi: OCHOBHOE M BCIIOMOTaTelbHOE TEXHOJIOIHMYECKOe
obopynoBanue - M®Y (MHOTOPYHKIIMOHAILHOE YCTPOWCTBO — MPHUHTEP, CKaHEP, KCEPOKC).
[Ipunannexxnoctu: Oymara A4, nankw, (aiiiasl, pydkd, MHBEHTaph, MeOelb: CTOJ, CTYyl — pabouee
MECTO CeKpeTaps.

3. Cpencta oOyueHusi: ydeOHO-HArjsAHbIE MOCOOMSI (CTEHIbI, IUTAKAaThl, CXEMbI T.1.);
HHCTPYKIUOHHO-TCXHOJOTUYCCKUEC KAaPThI 110 BBITIOJITHEHUTIO pa60T.

4.2. Y4yeOHO-MeTOANYECKOEe U HH(pOPMANMOHHOE 00ecnieueHue MPAKTHKH
4.2.1. OcHOBHbBIE UCTOYHHKHU:

1. Jloponmna, JI. A. JlokyMeHTallMOHHOE OOECIICUCHUE YIPABICHUS: YYCOHHK U
MPaKTUKYM JIJIs cpeHero npodeccrnonansHoro oopazosanus / JI. A. loponuna, B. C. Uputukosa.
— 2-¢ wu3n., mepepad. m mon. — MockBa: MsmarensctBo FOpaimit, 2023. — 270 c¢. —
(ITpodeccuonanbroe oopazoanue). — ISBN 978-5-534-16017-8. — TekcT: HemocpeACTBEHHBIM.

2. Kopuees, 1. K. JlokymeHTallnOHHOE 00ECTICUCHHE YIIPABIICHUS: YA€OHUK U TPAKTUKYM
st cpenHero mpodeccuonanbHoro odpasoBanus / M. K. Kopuee, A. B. Ilmenko, B. A.
MamypreB. — 3-e u3f., nepepad. u gomn. — Mocksa: U3natensctBo FOpaiit, 2023. — 438 ¢. —
(ITpodeccuonanbroe oopazoanue). — ISBN 978-5-534-16002-4. — TekcT: HEMOCPEACTBEHHBIM.

3. Kysuenos, U. H. [lokymeHTarmonHoe obecrieueHue yrnpasieHus. JJokyMeHTOO00pOT
JeOTIPOU3BOCTBO: YYEOHUK U IPAKTUKYM I CpeHero npodeccuoHansHoro oopazoBanus / 1.
H. Ky3nenoB. — 4-e u3n., nepepad. u gon. — Mocksa: U3natensbctBo FOpaiit, 2023. — 545 ¢. —
(ITpodeccuonanbaoe oopazoanue). — ISBN 978-5-534-16004-8. — TekcT: HemoCpeACTBEHHBIM.

4. lllyBanosa, H. H. OcHOBBI AeTONPOU3BOACTBA: YYCOHUK M MPAKTUKYM JUISI CPEIHErO
npodeccuonansHoro oobpaszosanus / H. H. IllyBanosa, A. FO. MBanoBa; o o6mieit pegaxiueit H.
H. yBanoBoii. — 3-e uzn., nepepad. u gon. — Mocka: M3garensctBo FOpaiit, 2023. — 384 c.
—  (IIpodeccuonansHoe obOpazoBanue). — ISBN  978-5-534-15488-7. —  Tekcrt:
HETMOCPEACTBEHHBIM.

4.2.2. OCHOBHBIE YJICKTPOHHBIC H31aHUS

1. beikoBa, T. A. JIokyMeHTallMOHHOE 0OeCIIeYeHne YIIPaBIeHUS (JeIOMPOU3BOICTRO):
yuebHoe nmocobue / T.A. brikoBa, T.B. Ky3nenosa, JI.B. Cankuna; mox obmr. pea. T.B.
KysnenoBoil. — 2-e uzn., nepepad. u gon. — Mocksa: UHOPA-M, 2021. — 304 c. + [om.
MaTepuansl [ neKkTpoHHBIH pecype]. — (Cpennee npodeccronanbHoe oOpasoBanue). - ISBN
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978-5-16-013913-5. - TekcT: anekrponHsiid. - URL:
https://znanium.com/catalog/product/1141796

2. Jloponmna, JI. A. JlokymeHTanMOHHOE OOECIEYECHHE YIPABICHUS: YUYECOHHK U
MIPAKTUKYM JIJIs cpesiHero npodeccrnonanbHoro obpasosanus / JI. A. [loponuna, B. C. Upurukosa.
— 2-¢ wu3n., mepepab. m jgon. — MockBa: MzmarensctBo HOpaiit, 2023. — 270 c. —
(ITpodeccnonansHoe obpazosanue). — ISBN 978-5-534-16017-8. — Tekct: 31eKTpOHHBIN //
Oopazosarenbhas wiathopma HOpaiir [caiit]. — URL: https://urait.ru/bcode/530252

3. Kopnees, U. K. JlokymeHTanmoHHOE 0OecnieueHne yrpaBieHHs: y4eOHUK U TPAKTHKYM
s cpeanero npodeccronanbHoro oobpazosanus / U. K. Kopree, A. B. Ilmenko, B. A.
Mamrypue. — 3-e u3l., nepepad. u gon. — Mocksa: U3natenscrBo KOpaiit, 2023. — 438 ¢. —
(ITpodeccnonansHoe obpazosanue). — ISBN 978-5-534-16002-4. — Tekct: 371eKTpOHHBIN //
OopazoBarenbHas wiathopma HOpaiit [caiit]. — URL: https://urait.ru/bcode/523611

4. Ky3nenos, 1. H. JlokymenTanmonHoe ooecrnieuenue yrnpasiieHus. JJokymeHToo00poT 1
JIEJIOTIPOU3BOICTBO: YICOHUK U IPAKTUKYM JIJIsI CPEAHETO podeccruonanbHoro oopazoBanus / 1.
H. Ky3nenos. — 4-e u3n., nepepad. u gon. — Mocksa: U3narensctBo FOpaiit, 2023. — 545 ¢. —
(ITpodeccuonanpHoe obOpazosanue). — ISBN 978-5-534-16004-8. — Tekct: 371eKTpOHHBIN //
Oo6pazoBarenbHas wiathopma IOpaiir [caiit]. — URL: https://urait.ru/bcode/523613

5. ysanosa, H. H. OcHOBBI e10mpon3BOACTBA: YUeOHUK U MPAKTUKYM JJIsl CPEAHETO
npodeccuonanpHoro oopazosanusi / H. H. lllysanosa, A. FO. iBanoBa; moj o6mieli penakmueit H.
H. UlyBamoBoii. — 3-e u3n., mepepad. u qorn. — Mocka: M3garensctBo FOpaiit, 2023. — 384 c.
— (ITIpodeccrnonanbroe oopazopanme). — ISBN 978-5-534-15488-7. — Tekct: 31MeKTpOHHBIH //
OopazoBarenbHas iathopma FOpaiir [caiit]. — URL: https://urait.ru/bcode/511684

4.2.3. JIonoJHUTEeIbHbIE HCTOYHHUKH

1. Kynses, H. H. JlokymentoBenenne: yueOnuk / H. H. Kynses, JI. H. Ypanos, A. T.
®dabpuunoit; moxa pea. npod. H. H. Kynaesa. - 2-e uzna., crep. - Mocksa: Jloroc, 2020. - 352 c. -
(Homast yauBepcuterckas Oubnumoreka). - ISBN 978-5-98704-329-5. - Tekcrt: 31eKTPOHHBIN. -
URL.: https://znanium.com/catalog/product/1211628
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5. KOHTPOJIb 1 OHEHKA PE3YJIbTATOB OCBOEHMUS TPOI'PAMMbI
IMPAKTUKH

5.1. ®opMa OTYETHOCTH, KOHTPOJIb M OIIEHKA pE3yJbTaTOB OCBOECHMSI IPOM3BOJCTBEHHOM
MPaKTUKH (TI0 TPOGUITIO TPOPECCHH) OCYIIECTBIIAETCS MAaCTEPOM MPOU3BOJACTBEHHOTO OOYUCHHS
B IIpOIECCE MNOCEUIECHHs CTYJEHTOB Ha pabouMx MecTax M IpuéMa OTYETOB, a TAKXKE CHAYU
oOyyaromumucs  aupdepenupoBannoro  3adera. K auddepeHunpoBaHHOMY
JIOTIYCKAIOTCSl OOy4arouiuecs,, BbINOJHUBIIME TpeOOBaHUS MpPOrpamMMbl IPOU3BOACTBEHHOMN

3a4ery

MIPaKTUKU U MPEJOCTaBUBIIUE MOJIHBIN MaKeT OTYETHBIX JOKYMEHTOB:

- JIHEBHUK ITPOU3BOJICTBEHHOM MTPaKTUKU;

- OTYeT MO MpPaKTHUKE, COCTABJICHHbI B COOTBETCTBUM C COJECPKAHUEM TEMaTHMUECKOTO IJIaHa
MpaKkTHKU U o popme, yctanosieHHoit ['BIIOY PA MUT;,

- OT3bIB-XapaKTEPUCTUKY C MECTa IIPAKTUKH.

5.2. [lopsinok moiBeICHNSI UTOTOB TPAKTUKH.

OdopmieHHBbIN OTYET IPEACTABISIETCS CTYIEHTOM B CPOKH, ONpeieNieHHbIe IpauKoM yueOHOTro
mporecca, HO HE TMO3KE CpOKa OKOHYAHUS MPAKTUKU. PykoBOAMTENb MPaKTHUKU IMPOBEpSET
MIPE/ICTaBJICHHBIN CTY/IEHTOM OTUYET O MPAKTUKE M PelIaeT BOIMPOC O JIOMYCKEe JaHHOTO OTYeTa K
3amute. OTYeT, JONYIIEHHBINH K 3alluTe PYKOBOJIUTENEM MPAKTUKH, 3alIUIIAETCS CTYJIEHTOB B
MPUCYTCTBUU KOMUCCHH, COCTOSIIIEH U3 PYKOBOJAUTENS MIPAKTUKHU U MPENO1aBaTeNsl CHeHaTIbHBIX
JUCLMIUINH, B KOMHCCHIO MOYKET BXOJIUTh PYKOBOJIUTEINb MIPAKTUKU OT MPEIPUITHSL.

HTorosas olLieHKa CTyI€HTY 3a MPAKTHKY BBIBOJUTCA C YYETOM CIEIYIOUINX (PaKTOPOB:

1. AKTHBHOCTH CTyJ€HTa, IpPOSBICHHbIE MM MNPO(ECCHOHATIbHBIC KaueCcTBA U TBOPYECKHE
CIIOCOOHOCTH;

2. KayecTBO ¥ ypOBEHB BBINIOJIHEHHS OTUETA O MPOXOKICHUH ITPOU3BOICTBEHHOM NMPAKTHKH;

3. 3ammra pe3yJbTaToOB MPAKTUKH;

4. OT3bIB-XapaKTEpUCTHKA HA CTYI€HTAa PYKOBOAUTEIEM MPAKTUKH OT MPEIIPUATHSL.

Pe3ynpTaThl 3alIUTHl OTYETOB MO MPAKTUKE MPOCTABIIAIOTCS B 3a4€THON BEOMOCTH U B 3a4E€THOU
KHUXKKE CTylleHTa. B ciydae, eciau pykoBOAMTENb MPAKTUKU HE JOIYCKAeT K 3allUTe OTYET IO
IIPaKTUKE, TO OTYET C 3aMEYaHUsAMHU DPYKOBOJMTENsS BO3Bpamiaercs Ha aopabotky. [locne
yCTpaHEHHs 3aMEeUaHUi U MOJIydeHHs JOIyCKa 3aIlUIIAeTCsl CTYIEHTOM B YCTaHOBJICHHBIN CPOK.
CTyneHT, He 3aIlIUTUBIIMN B YCTAaHOBJIEHHBIE CPOKU OTYET IO MPOM3BOACTBEHHOM MpaKTHKE,
CUMTAETCs UMEIOIIUM aKaJIeMHUYECKYIO 33 J0JKEHHOCTb.

5.3. Onenka cpopMHUPOBAHHOCTH OOLMX U NpodeccuoHanbHbIX KomneTreHIMi KoHTponb u
OLIEHKA PEe3yJbTaTOB OCBOCHMSI IPOM3BOJICTBEHHOM MPAKTUKH OCYILLIECTBIISETCS PYKOBOAUTENIEM
IIPAKTUKU B IIPOLIECCE CAMOCTOSITEIBLHOTO BBIIIOJHEHUS 00Y4alOUIMMHUCS 3aJaHUH.

Pe3ynbTaTsl 00yyeHHs OcHoBHBIE TOKa3aTe/n ®opMBbI M METOABI

(ocBOCHHBIE OLICHKH pe3yJibTaTa KOHTPOJISA M OLIEHKA
npogeccuoHaIbLHbIE pe3yJibTaToB 00y4eHHu st
KOMIIETEeHIIMH)

IIK 1.1 I[Ipuaumars u
pPETUCTPUPOBATH
MOCTYMAIOLIYIO
KOPPECIIOHICHIIHIO,
HaIpaBJIATh €€ B

- perucTpanys BXOAIuX
JOKYMEHTOB;
- perucTpanysi HCX0IALIHMX
JOKYMEHTOB;

OlieHKa BBITIOJIHEHUSI BUIOB
paboT Ha MpaKTUKe.
Benenne nueBHuKa
npaktuku. Onenka coopa
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CTPYKTYpPHBIE I1OJIpa3ICICHUS
OpraHu3aIuy.

- perucTpanysi BHyTpEHHUX
JOKYMEHTOB;

- perucTpansi NpuKazoB 0
JUYHOMY COCTaBY;

- perucrpanus 10roBOpoB.

MaTepuala Juis OT4eTa 1o
IIPAKTHKE.

IIK 1.2. PaccmarpuBarb
JOKYMEHTBI U IIepeaBaTh
UX Ha UCIOJIHEHHE C
Y4ETOM

PE30JIIOLMHA PYKOBOAUTENEH
OpraHu3aluu.

- COCTaBJICHUE ONIEPOTPAMMBI
(cxembl 1BUYKEHUS)
BXOJIIINX JOKYMEHTOB;

- COCTaBJICHUE ONIEPOTPAMMBI
UCXOJSIINX TOKYMEHTOB;

- COCTaBJICHHE ONEPOTPAMMBI
BHYTPEHHHUX JJOKYMEHTOB.

OreHKa BBITIOJTHEHUS BHJIOB
paboT Ha MpPaKTUKE.
Benenue nHeBHuKa
npakTuku. Onenka coopa
MaTepuaa Juisi OT4eTa 1o
IpaKTUKE.

IIK 1.3. OdopmnsaTts
pPErucTpaOHHbIE KAPTOUYKH
M CO3JaBaTh OaHK JaHHBIX.

- ohopmenue
peFI/ICTpaHI/IOHHI)IX KapTO‘-ICK;
- co3manue 0aHka JaHHBIX O
JOKYMEHTaxX y4peKIeHUs.

O11eHKa BBIIIOJIHEHUS BUIOB
paboT Ha MpaKTUKE.
Benenne nHeBHUKA
npaktuku. OreHka coopa
MaTepuaia JiUIs 0T4eTa o
MIPaKTHKE.

[IK 1.4. Bectu kapTOoTEKY
y4eTa MpOXOKICHUS
JOKYMEHTAJIBHBIX
MaTepHuasios.

- ACTIIOJIb30BaHNE KapTOTEK
py UHPOPMAIIOHHO-
CIIpaBOYHOMU padoTe.

OHeHKa BBITIOJIHCHUA BUI0B
paboT Ha MpaKTUKE.
Benenue noeBHUKA
MPOU3BOJACTBEHHOMN
npaktuku. OnieHka coopa
Marepuaia JIjisi OT4eTa 1o
MIPaKTHKE.

[IK 1.5. OcyiiecTBasiTh
KOHTPOJIb 32 MPOX0XKICHUEM
JIOKYMEHTOB.

- OCYIIECTBIIEHUE KOHTPOJIS
0 CYIIECTBY;

- OCYIIECTBIIEHUE TEKYLIETO
KOHTPOJISI TOKYMEHTOB;

- OCYIIIECTBIICHUE
IpeynpeaAUuTeILHOTO
KOHTPOJIS;

- OCYIIECTBIIEHUE UTOTOBOTO
KOHTPOJISL.

Ol11eHKa BBIITOJHEHHUS BUIOB
paboT Ha MPaKTHKE.
Benenue nueBHUKA
MIPOU3BOICTBEHHOM
npaktuku. OneHka coopa
Marepuaia Jijisl OT4eTa 1o
MIpaKTHKE.

[IK 1.6. OTnpaBnsaTh
HCIIOJIHEHHYIO
JOKYMEHTAIUIO aJIpecaTam C
MIPUMEHEHHEM COBPEMEHHBIX
BHJIOB OPraHU3allMOHHOM
TEXHUKH.

- OCYILIECTBJIEHUE OTIPABKU
UCIIOJIHEHHBIX JOKYMEHTOB
azipecaTaM C UCIOJIb30BAaHUEM
JIEKTPOHHOU MOYTHI, 1O
KaHaJlaM (paKCUMUIIbHOH,
TesierpadHoO CBS3H, 110
noure.

OlieHKa BBITIOJIHEHUSI BUIOB
palboT Ha MpaKTHKE.
Benenue qHeBHUKA
MIPOU3BOICTBEHHON
npaktuku. OneHka coopa
MaTepuaia sl OT4eTa 1o
MPaKTHKE.

IIK 1.7. CocTaBnsts u
0pOpPMIISITH CITY)KEOHBIE
JOKYMEHTBI, MaTEPHUAIIBI C
HCIOJIb30BaHUEM

- oopmIieHHEe
OpraHU3aluOHHBIX
JOKYMEHTOB;

OreHka BBITIOJHEHMSI BUJIOB
paboT Ha MpaKTHKeE.
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(hOpMyIISIPOB TOKYMEHTOB
KOHKPETHBIX BHJIOB.

- oopMIICHHE
pacropsAMTeIbHBIX
JOKYMEHTOB; - 0(pOpMIICHHE
UH(POPMALMOHHO-
CIIPaBOYHBIX JOKYMEHTOB.

Benenue nHeBHuKa
MIPOU3BOJACTBEHHOMN
MPaKTUKH.

Onenka coopa marepuaina
JUIsL OTYETA IO MPAKTHUKE.
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1. ACIIOPT PABOYEM ITPOT'PAMMBI ITIPAKTUKHA

1.1. Ob6sacTh NPUMEHEHHUS POTPAMMBI

Pabouas mporpamma y4eOHONW M NPOHM3BOJACTBEHHOW NPAKTUKU IO MPO(ECCHOHAILHOMY
Moayiato 1IM.02 Opranuzanusi TEKyIIero XpaHeHusi JOKYMEHTOB M TOJIOTOBKA JeJ AJisl Iepefadyu B
apXuB SBJIETCS YaCThIO IIPOrPaMMbl MOJATOTOBKU CHEUAIUCTOB cpenHero 3BeHa (nanee [IIICC3) u
pa3paboTaHa Ha OCHOBE (pelepalbHOTO TOCYAApPCTBEHHOTO O00pa30BaTEIBHOTO CTaHIApPTa CPEIHErO
npodeccrnoHaibHOTO oOpa3oBaHus 1o mpodeccun 46.01.03 Jlenonponus3BoaUTENlb, YTBEPKICHHOTO
[Ipukazom Munnpocsemenust Poccun ot 14 Hos16pst 2023 1. Ne 857.

OOyuaromuiics, OCBOMBIIMN IporpamMMy HPAaKTHKU HO IpodeccuoHanibHoMy Moy [IM.02
Opranuzanys TEKyIIero XpaHeHusl JTOKyMEHTOB M IOJrOTOBKa Jed Ui Mepefauyd B apXuB, JOJDKEH
o0nanate OOMMMHU U MPO(ECCHOHATBLHBIMA KOMIIETEHIIUSIMU, COOTBETCTBYIOIIMMUA OCHOBHOMY BUIY
NEeSITENIbHOCTH

BJI. Opranu3zanus TEKyIiero XpaHeHus: JOKyMEHTOB U MOATOTOBKA JIEN JIJIsl Iepeiauu B apXUB

K 2.1. OcymecTtBisaTe pa3pabOTKy W BEACHHE HOMEHKIATYphl JeJ CTPYKTYPHOTO
MOApa3JIeNIeHUs

[1K 2.2. ®opmMupoBath jena B COOTBETCTBUU C HOMEHKJIATYpOU JeJl ¥ ITpaBuiiaMu (pOPMUPOBAHUS
Jell.

[IK 2.3. OcymiecTBasTh TeKyIlee XpaHEeHNe, YIeT U UCIIOIh30BaHUE JelT (JOKyMEHTOB).

[IK 2.4. OcymiecTBasTh 3KCIEPTHU3y LEHHOCTH JOKYMEHTOB, BECTH OTOOp JOKYMEHTOB Ha
XpaHEHHE U YHUUITOXKECHHUE, TOKYMEHTHPOBAThH pabOTy IKCIIEPTHON KOMHUCCHUH.

[IK 2.5. OdbopmitsiTh nema MOCTOSIHHOTO U JIOJATOBPEMEHHOTO CPOKOB XPAaHEHHMS ISl TIepeiaun B
apXuB OpraHu3aIliH.

[IK 2.6. CocTaBisiTh OMUCH JI€] MOCTOSIHHOTO M JIOJTOBPEMEHHOIO CPOKOB XPAHEHUS.

OK 01. Bei6upath criocoObl pemeHus 3a1a4 npodeccuoHaaIbHOM AeITeIbHOCTH PUMEHUTEITHLHO
K pa3IM4HbIM KOHTEKCTAM.

OK 02. Ucmonp30BaTh COBpEMEHHBIC CPEACTBA TIOUCKA, aHATIM3a U MHTEPIPETANU HHPOPMaIINH,
1 nH(GOPMALIMOHHbBIE TEXHOJIOTUH JIJIsl BBIITOJIHEHHUS 33/1a4 MPO(ecCHnOHaIbHOM e TeIbHOCTH.

OK 04. D¢ddexTnBHO B3aUMOACHCTBOBATH M PA0OTATh B KOJUICKTUBE U KOMaH/IE.

OK 05. OcymecTBisiTh YCTHYIO U NMHUCbMEHHYIO KOMMYHHUKAIIMIO Ha TOCYJIapCTBEHHOM SI3bIKE
Poccuiickoit denepariuu ¢ y4eTOM 0COOCHHOCTEH COIMAIBHOTO M KYJIbTYPHOT'O KOHTEKCTA.

OK 09. ITons30oBaThCst MpodeCcCHOHATBHON TOKYMEHTAIIMEH Ha TOCYIapCTBEHHOM M HHOCTPAHHOM
SI3bIKAX.

OOyuaromuecsi, HampaBJsieMble Ha MPOU3BOJCTBEHHYIO MPAKTHKY, MOJIy4alOT JIUCT 3aJaHUil B
COOTBETCTBUU C BUJIaMU PalOT, IPeTyCMOTPEHHBIMH porpammoit mpakTuku ([Ipunoxenue 1).

ATTecTanus o uToraMm y4eOHoOM NpaKkTUKU MPOBOIUTCS B popme nuddhepeHIInpOBAaHHOTO 3a4eTa,
MIPOU3BOJICTBEHHOW MPAKTUKU MPOBOAUTCS B dopMe dK3amMeHa uiu AU QepeHIupOBaHHOTO 3a4yeTa ¢
Y4ETOM pe3yJbTaTOB, MOATBEPKACHHBIX JOKYMEHTAMHU COOTBETCTBYIOIINX OpraHU3aIUil.

1.2. llesin y4eOHO# M NPOU3BOJACTBEHHOM NPAKTHK.

1.2.1 Heab yuyeOHOH MPAKTUKH.

VYuebHas mnpaktuka o monaymo IIM.02 Opranuzanus TEKyIIEro XpaHEHUs JOKYMEHTOB H
MOJArOTOBKA JeN JJs Mepelaud B apXHB HampaBieHa Ha (opMupoBaHHE yMEHHH, MpHOOpETEeHUs
MEePBOHAYAIBHOTO MTPAKTUYECKOTO OIBITA ISl OCIEAYIOIIEr0 OCBOEHHS OOLINX U MPO(eCCHOHANIBHBIX
KOMIIETEHIUH 1o mpodeccuu U peanusyercst B opMe NPaKTUIECKOH MOATOTOBKH.

VYuebHasi MpakTHKa MPOBOJUTCS B y4eOHO-NIPOM3BOACTBEHHBIX MACTEPCKUX M J1a0OpaTopusXx,
o0pa3oBaTesIbHON OpraHu3alny, JJM00 B OpraHU3alMsX B ClIeHUaTIbHO 000PYI0BaHHBIX TOMELEHHUSIX Ha
OCHOBE JIOTOBOPOB MEXJIy OpraHu3aliel, OCYILECTBIAIONIEH AeATeNbHOCTh MO 00pa3oBaTeIbHOMN
IporpamMme COOTBETCTBYIOLIET0 NMpoduiIst (1anee - OpraHu3aus), 1 TEXHUKYMOM.

VYuebHass TMpakTHKa MPOBOJUTCS MacTepaMH IPOU3BOJCTBEHHOIO OOydeHHs | (WJIH)
MPEero1aBaTeNIIMU TUCIMITIIMH TIPO(GECCHOHATBHOTO UK.



B pesynbraTe npoxoxaeHus yueOHON MPaKTUKU 00ydaroInecs JOJDKHBL YMeTh:
- Pa3pabarpeiBaTh HOMEHKIIATYPY A€T CTPYKTYPHOT'O MOPA3ICIICHUS.
- @opMyIUpPOBaTh 3aroJIOBKU €Il U ONPEIEIATh CPOKU UX XPAHECHHUS.
- Oprann3oBbIBaTh paboTy Mo (GopMUPOBAHHIO €T B COOTBETCTBUH C YTBEPKIECHHOW HOMEHKIIATYPOI
JI€JI OpraHu3aluu.
- @opMHUpOBaTh JOKYMEHTHI B JIeja C YI€TOM HUX CHEIH(PHUKH.
- CucremMaTu3npoBaTh JOKYMEHTHI BHYTPH Ji€ja.
- OpraHu3oBbIBaTh XpaHEHUE JOKYMEHTOB B IIPOLIECCE WX HCIOJHEHUS U TEKyIlee XpaHEHUE
HCIIOJIHEHHBIX JJOKYMEHTOB.
- Opranus3oBbIBaTh pabOTy HO YYETy, XpaHEHHUIO M Iepefjau€ B COOTBETCTBYIOIHUE CTPYKTYPHBIE
OAPa3JCIICHUs JOKYMEHTOB TEKYILErO AEJIO0IPOU3BOICTBA.
- [IpuMeHsATh HHPOPMAITMOHHO-KOMMYHHUKAIIMOHHBIE TEXHOJIOTUHU IIpU paboTe ¢ JOKYMEHTAMH.
- OcyIecTBIATh SKCIEPTU3Y LIEHHOCTHU JIOKYMEHTOB.
- OpopMIIATh JOKYMEHTBI SKCIIEPTHON KOMHUCCHH.
- '0TOBUTH M nepeaBaTh TOKYMEHTAIbHBIE MAaTEpUalbl HA XPAHEHHUE B apXUB.
- CoctaBnsTh 1 0QOPMIIATH ONUCH A€ HOCTOSIHHOTO U JIOJITOBPEMEHHOTO CPOKOB XPaHEHHUSI.
- Mcnonp30BaTh HOMEHKIATYPY €M NIPU COCTABICHUH OIUCEH JEI.
JIeMOHCTpHpPOBATh MEPBOHAYAIBHBIN MPAKTHYECKUI ONbIT:
- CocraBiieHuE U BeIEHUE HOMEHKIIATYPhI A€ CTPYKTYPHOTO MOJPa3IEICHHUS.
- IlpoBepka mnpaBuiIbHOCTH OGOPMIEHUS JOKYMEHTOB M OTMETKM 00 UX HCIOJHEHUM Mepes HX
(GbopMUpPOBaHHUEM B JIEJIO ISl HOCIEAYIOLIEr0 XPaHEHHS.
- ®opMupOBaHUE JAeTa.
- KOHTpOIb IPaBUIIBHOTO ¥ CBOEBPEMEHHOTO PACIIPEACIICHNS U MIOIIIUBKY JTOKYMEHTOB B JIENA.
- [lepenaya NOKyMEHTOB BO BPEMEHHOE TOJIb30BaHMUE.
- [IpoBepka CpOKOB XpaHEHUs JOKYMEHTOB, COCTaBJIEHHE IIPOTOKOJIA paOOTHI SKCIIEPTHON KOMHUCCHU I10
IIOATOTOBKE TOKYMEHTOB K XPaHCHHMIO, aKTa O IIEpeAade Ha yHUUTOKEHNE TIOKYMEHTOB, HE 10 UIEKAIINX
XpaHECHHUIO.
- OopmiieHne e NOCTOSIHHOTO, JOJITOBPEMEHHOTO CPOKOB XPaHEHUS.
- OopmieHne 06JI0KKH A€ OCTOSTHHOTO, JOJITOBPEMEHHOTO CPOKOB XPAHEHHUS.
- [lepenaua nen B apxuB OpraHA3aLMH.
- GopMHUpOBaTh CIPABOUYHBIH anmapar, 00eceunBaOIIMNA ObICTPBIA OUCK JOKYMEHTOB.

1.2.2 Ile1b MPOU3BOACTBEHHOM NMPAKTUKH

[IpakTika MPOU3BOJCTBEHHAs HaIpaBlieHa Ha (QopMUpOBaHHE y oOydaromierocss OOMMX U
podeccHOHAbHBIX KOMIETEHIINH, TPUOOpETeHHE MPAKTUYECKOTO OMbITa M pean3yeTcsl B paMKax
npodeccuonanbHoro Moayis [IM.02 Opranuzaiys TeKyIero XxpaHeHus: JOKYMEHTOB U TIOJITOTOBKA eI
JUIsl TIepejayd B apXuB 10 OCHOBHOMY BHAY JAesTelbHOCTH. OpraHu3anus TEKYLIEro XpaHEHUs
JOKYMEHTOB M MOATOTOBKA AET s nepeaayu B apxuB, npeaycmorpeHHsix @I'OC CIIO no npodeccun
46.01.03 Jlemonpon3BoAUTENb B opMe MPAKTUUECKON TOATOTOBKH.

B pe3ynbraTe npoxoxkaeHus Mpou3BOACTBEHHON MPAKTHUKU 00yUYaIOUTUECs TOJKHBI

HMeTh NPAKTHYEeCKUH ONBIT:
- TOKYMEHTUPOBAHUS U JJOKYMEHTAIIHOHHON 00pabOTKH TOKYMEHTOB KaHIEIAPUU (apXUBa).

ITo pe3ynbTaTam NMpOU3BOJCTBEHHON MPAKTUKHA PYKOBOIUTEISAMU IIPAKTUKU OT OPTaHU3aLUU U
OT TeXHUKyMa (hOpMHpYeTCs aTTeCTAllMOHHBIA JIMCT, COJEP)KALIN CBeeHHs 00 ypOBHE OCBOEHHS
oOyyaromumcst po(ecCHOHaNbHBIX KOMIETEHILMH, a TakkKe XapaKTepUCTHKAa Ha OOYydJarolerocs Io
OCBOEHMIO OOIINX KOMITETEHIIUH B MEPHO IPOXOKICHUS IPAKTUKH.

B mepuoa mpoxokJeHHMs MPOU3BOJCTBEHHOM MNPaKTHKH OOYYaOLIUMCSl BEAETCS THEBHUK
npakTuku. Ilo pe3ynbraTam MpakTUKH OOYYarOIIUMCSI COCTaBISETCS OTYET, KOTOPBIM yTBEp>KAaeTcs
OopraHusaruen.



2. PE3YJIBTATBI OCBOEHUA ITIPOI'PAMMBI IPAKTUKHU

PesynbTaTroM OCBOGHHMS MpOrpaMMbl MPAaKTUKKA 10 mpodeccruonansHomy wmoaymo [1M.02
Opranu3anys TEKyIIero XpaHEeHUs JOKYMEHTOB M MOATOTOBKA JEN JUIsl Tepelaud B apXuB SBISIETCS
opnagenue BJ] Opranuszamus TEKyIIero XpaHEeHUs JTOKYMEHTOB M MOJTrOTOBKA JeN JJIS Mepeadd B
apxuB, NPUOOpETEeHHE MPAKTUYECKOTO OMbITa U CHOPMHUPOBAHHOCTH Yy OOYYAIOUIMXCS OOIUX U
po(hecCHOHATBHBIX KOMIIETECHITUI.

TEKYyIIEero XpaHeHUs,
ydera v UCIIOIb30BaHUS
nen (JOKyMEHTOB).

IIK 2.4.

OcymecTBieHne
9KCTIEPTH3BI IEHHOCTH
JTOKYMEHTOB, BECTH OTOOP
TOKYMEHTOB Ha XpaHEHHE
U YHHUTOXCHHE,

DKcrepTHasi KOMHUCCHS, €€ COCTaB U
MTOJITHOMOYHSI.

Onenka nHGOPMALMOHHOTO COIEPIKAHUS
JOKYMEHTOB.

OcymiectBienue 0T00pa JOKYMEHTOB U 1€l Ha
XpaHEHUE U YHUUTOKEHHE, TI0 pe3ybTaTam

Odopmienne nen
MOCTOSIHHOTO U
JONTOBPEMEHHOT'O CPOKOB
XpaHeHHs JUIA TIepeiaun B
apXMB OpraHU3aLUH

JOKYMEHTHPOBAHHUE o

PAGOTEI SKCIIEPTHOI KCIEPTU3BL ueHHOCTI/E I[OKYMGHT(lB U PELICHUN,

KOMFICCHIL MPUHATHIX SKCIEPTHON KOMUCCHEM.
CocTtaBiieHH€e aKTOB BbIJIauH, M€peiayu,
YHUUYTOKEHUA JOKYMEHTOB

IIK 2.5. [ToaroroBka e K apXUBHOMY XPaHEHUIO, B

TOM YHCJIE: U3y4eHHE JJOKYMEHTOB B LIEJISX
OIIpeIeNIeHUs] CPOKOB UX XpPAHEHUs, HyMepauus
JHMCTOB apXUBHOTO JieJia, COCTABJICHUE U
odopmIieHHe BHYTPEHHEH ONUCH U JIUCTA-
3aBEPUTEIISI ApXUBHOTO JI€1a, COCTABICHUE U
oQopMIIeHHE KapThl 3aMECTHTEJ, JIUCTa
VICIIOJIb30BaHUs apXUBHOTO JIENA, COCTABIICHUE
1 0(hopMIIEHHE PEKBU3UTOB 0OJI0KKHU
apXMBHOTO JIeJ1a, NPOIIMBKA apXUBHOTO JieNIa

[IK 2.6.

CocTaBlicHUE OIIKCH pi(S ¢
IIOCTOSIHHOI'O U
AOJIIOBPEMCHHOI'O CPOKOB
XpaHCHHA.

CocraBieHue apXHBHOﬁ OITMCH O
MOCTOSIHHOT'O XpaHCHU . O(I)OpMJICHI/IC OIMNCHU
ACII 11O JINYHOMY COCTAaBY.

zﬁiﬁgzzﬁ:e Buael pador IIpakTnyeckuii onbIT
IIK 2.1. N3ydeHnue TexHONIOTUM opraiu3auuu Texyuero | Opranuzanus
OcyiecTBiieHne XpaHEHUs TOKYMEHTOB M MOJTOTOBKH €I ISl | JOKYMEHTOB TEKYIIETO
pa3paboTKH U BeJIEHUE repelayv B apXuB. apxuBa.
HOMEHKJIATYpPbI JI€]T VYyacTue B pa3paboTKe U BEJACHUU CucremaTtuzanus
CTPYKTYPHOTO HOMEHKJIATYpPbI JI€JT CTPYKTYPHOTO JIOKYMEHTOB TEKYILIETO
MO JIpa3IeJICHHUS. MO Ipa3IeIICHUS. apxuBa.
K 2.2. DopMHUPOBAHKE JIMYHOTO JI€JIa COTPYIHUKA. Obecrieuenne
dopmMUpOBaHKE CIT B ®opMUpPOBAHHE AEIT B COOTBETCTBUU C COXpaHHOCTH
COOTBETCTBUH C HOMEHKJIATYpOl JeJ U MpaBUIaMU AOKYMCHTOB.
HOMEHKJIaTYpOul el U dhopmupoBaHUs A€ Pabota ¢ pasnmaHbIMHI
MpaBUIaMu (opmamn
dhopmMupoBaHUS A€ PErucTpannu
JIOKYMEHTOB.
IK 2.3. Coznanue u oopMIIeHHE OIHCEH ISt CocCTaBJICHHE aKTOB
Ocyuiectpienue JOKYMEHTOB TEKYILETO apXUBA OPraHU3aLUH.

BbIJIaYH, TIepeIayH,
YHUUTOXKECHHUS
JOKYMEHTOB.
Opranuzanus noucka
nHpopMmaruu o
JOKYMEHTaX B apXuBe.
Pabora ¢ paznnyHbIMu
dbopmamu
perucrpamnuu
JIOKYMEHTOB




3. TEMATHYECKHWH ILUIAH ¥ COIEPKAHUE ITPAKTUKH

3.1 KosinyecTBO 4acoB Ha OCBOEHHE NMPOTPaMMbl IPAKTUKH:

Bcero 216 yacos, u3 HUX:

yueOHOM MpakTHKH 72 Yaca,

IIPOU3BO/ICTBEHHON npakTuku 144 yaca.

3.2 TemaTu4ecKui IVIaH U cOAepPKaHUe YH4eOHOH NMPAKTHKH.

HaumeHoBaHue pa3iesioB
yueOHOM NMPaKTHKH
npogeccuoHAILHOI0 MOAYJIS
(IIM) u TeM

Buapl pa6ot yueOHOM NpaKTHKH.

O0BeM yacoB

1 2 3
Pa3nen 1. Opranuzanus 72
TEKYIIEro XpaHeHUs
JOKYMEHTOB U MOATOTOBKA
Jien Ui nepeaady B apxus | Buabl pador
Tema 1. UHCTpyKTaX O N3yuenne CTpyKTypbl OpraHu3aiii — MeCTa MPOX0KACHHS MPAKTHKH (J1ajiee — OpraHU3alliy) C EIbI0
TEXHHUKHU 0€30MaCHOCTH. COCTAaBJICHUS CXEMBI CTPYKTYPbI OpraHU3alIHH. !
Opranuzanus padboudero O3HakoMJIeHHE C MPaBOBBIMHU (y4YpeOUTEIbHBIMHU), JOKAJIbHBIMH HOPMATUBHBIMU aKTaMU M 7
MecTa pacnopsAUTEIbHBIMU JOKYMEHTAMU OpraHu3alui.
N3ydyenne MHCTpyKIIMH 1O AENOMPOU3BOACTBY opranu3anuu. O3HakOMJIEHUE ¢ OpraHu3aluei 7
TEKYIIEro XpaHeHHsl TOKyMeHTOB. OlleHKa YCIOBUN TEKYIETro XpaHeHUs JOKYMEHTOB
O3HaKOMJIEHHE C MOPSAKOM Y4eTa U MCHOJIB30BaHus A€l (JIOKYMEHTOB) TEKYIIETr0 XpaHEeHHUS. 7
Tema 2. Obecrieuenne Buab1 pador
COXPAHHOCTH IIpOXoJdlled | M3ydenue crmeruUKH TEKYyH[Ero XpaHEHUs JOKYMEHTOB B CHCTEME 3JICKTPOHHOTO !
CIIy)KeOHOH TOKyMEHTaluuu. | tokyMmeHtoobopota (COJI) opranusanun
Tewma 3. IloaroroBka u Buawbl pador 7
nepeaaya JOKyMEHTOB Ha N3ydenue nopsiika pa3pabOTKU U BeIeHHE HOMEHKIIATYPHI JIell CTPYKTYPHOTO TOIpa3AeIeHHs.
7

APXHUBHOC XpaHCHUC.

Tema 4. O0ecreuenue

I/I3yquI/Ie JAOKYMCHTOB pa6OTBI 3KCHepTHOﬁ KOMHCCHHU 110 OCYHICCTBJICHUIO SKCIICPTU3bI HIEHHOCTU
JAOKYMCHTOB.

Buasl pador




COXPaHHOCTH apXUBHBIX W3yuenne kputepreB 0TOOpa JOKYMEHTOB Ha XpaHEHHE U YHHUTOXKEHHE 7

JOKYMEHTOB B Odopmitenue nen TOCTOSHHOTO U BPEMEHHOTO CPOKOB XpaHEHUs JUI Mepejaddl B apXuB

OpraHM3aIuH. opranmu3anuy. O3HAKOMJICHHE C OTIUCSIMU JIeN U UX OhopMIIEHHE. 8
JAudpepeHupoBaHHbIN 324eT 8

3.3. TemaTnueckuii NJIaH U co/iep:KaHMe MPOU3BOACTBEHHOIN NPAKTUKH

HaumeHoBaHue pa3iesioB
NPOU3BOJACTBECHHOI MPAKTUKH
npogeccuoHAILHOI0 MOAYJIS
(IIM) u TeM

Buabl pa6oT npou3BOACTBEHHOH NPAKTHKH.

O0BeM yacoB

1 2 3

Paznen 1. Opranuzamus 144

TEKYIIIET0 XPaHCHUS

JIOKYMEHTOB Y TIOJIFOTOBKA

JIeJT ISl TIepeiavu B apXUB

Tema 1. ®opmupoBanue aena | Buabi pador
HNHcTpyKTax 1o oxpaHe Tpyaa Ha npeanpustii. O3HaKOMIICHHE ¢ PSKUMOM pabOThI, MPaBHIIAMH
BHYTPEHHETO pacropsiika MpeanpHUsSTHs, OpTaHU3allUH. 21
N3yueHnne TeXHOJOTHH OPraHU3aIliy TEKYIIETO XpaHEeHUs TOKYMEHTOB U TIOJITOTOBKH €I JIS
nepe1avu B apXuB

Tema 2. OOecnieueHnue Buasbi pador

OBICTPOTO TIOMCKA VYyacTue B pa3pab0TKe ¥ BEJACHUH HOMEHKJIATYPBI JIE CTPYKTYPHOTO TOIPpa3/ICIICHHS. 28

JOKYMEHTOB 10 HAy4YHO-

CIPaBOYHOMY armapary

(kapTOoTEeKaM) OpraHU3alHH

Tema 3. Cucremarusaius u Buawbl pador 21

XpaHCHHUEC JOKYMCHTOB
TCKYHICTO apXuBa

(DOpMI/IpOBaHI/Ie A€ B COOTBECTCTBHU C HOMGHKHaTypOﬁ ACII U ITpaBUJIaMHU (bOpMPIpOBaHI/IH pi(SA) ¢

Tema 4. ObGecrieueHue

Buasl pador




COXPAHHOCTH MTPOXOASAIICH O3HaKOMJICHHE C IOPSAJKOM y4YeTa U UCIOJIb30BaHUS AeN (JOKYMEHTOB) TEKYIIETO XpaHCHHUS. 28
CITy’K€OHOH TOKyMEHTaluu
Tewma 5. IloaroroBka u Buabl pador
nepeaaya TOKyMEHTOB Ha OcymecTBienne 0TO0pa JOKYMEHTOB U /1€ Ha XpaHEHUE W YHUUTOKECHHUE, 10 Pe3ylIbTaTaM 14
apXWBHOE XpaHCHHE HKCTIEPTHU3BI IICHHOCTH JIOKYMEHTOB U PEIICHUH, MPUHATHIX SKCIIepTHOW Komuccueit. CocTaBiieHue
aKTOB BBIIa4H, TIepeIayr, YHUYTOKECHUS IOKYMEHTOB.
Tema 6. OGecrieuenue Buabl pador
COXPAaHHOCTH apXUBHBIX [ToxroToBKa Jen K apXMBHOMY XpaHEHUIO, B TOM UHCIIE: H3y9E€HUE IOKYMEHTOB B IENSAX 28
JIOKYMEHTOB B OPTraHM3aLlMU. | OTIPEICITICHUsI CPOKOB UX XPAHEHUs, HyMepaIus JHUCTOB apXUBHOTO Jela, COCTABIICHHE U
odopmIIeHHE BHYTPEHHEH OTHCH ¥ JTUCTA-3aBEPHUTEIIS apXUBHOTO JIeia,
COCTaBJICHHE U 0OPMIICHHE KapThI-3aMECTHTEJIS, JINCTA MCIIOJIE30BAHMS ApXUBHOTO JIeNa,
COCTaBJICHHE W 0OPMIICHHE PEKBH3UTOB 00JIOKKH apXUBHOTO JIEJIa, MPOITMBKA aPXUBHOTO JejIa.
CocraBieHre apXuBHOM OMUCH I MMOCTOSIHHOTO XpaHeHus. OdopmiieHre OMUCH JIeN 10 JINYHOMY
cocraBy. OdopmiieHre OITUCH JeT TI0 JIMYHOMY cocTaBy. Odopmienne
OTIHCH JIeJ1 BpeMeHHOTO (cBbImie 10 1eT) cpoka XpaHeHHs.
JMuddepeHunpoBaHHbIi 3a4eT 2




4. YCJIOBUS PEAJIM3AIIAU PABOYEM ITPOTPAMMBI YYEBHOM 1
MMPOU3BOJCTBEHHOMN MPAKTUKH

4.1. TpeOoBaHMsT K  MHHMMAJBbHOMY  MATEPHAJIbHO-TEXHMYECKOMY  oOOecre4eHHIO
Peanuzamust pabouell mporpaMMbl Y4eOHOW TPAKTUKH OCYIICCTBIISICTCS B  YY4eOHBIX
MacTEPCKUX U JIabopaTOpHsIX.
Peanuzanus nporpaMMbl IPOM3BOJACTBEHHOW INPAKTUKU OCYLIECTBIISIETCS B OpraHU3aLUsX,
HaIpaBJICHUE JCATEIILHOCTH KOTOPHIX COOTBETCTBYET MPOQHITIO TOArOTOBKU 00YJarONIUXCS M Ha
OCHOBE JIOTOBOPOB, 3aKJIFOYAEMBIX MEXK]Iy TEXHUKYMOM U OpPTraHU3aALUSIMU.

MaTepI/IaJIbHO'TeXHH‘IeCKOG odecneuyeHue l'[pOI/[3BO)]CTBeHHOﬁ NMPAaKTUKHU

OcHamenmue:

1. O6opynoBanue: pabouee MeCTo mpernojaBaTeis; padodyre mMecTa OOydaroIMXCs; KOMIUICKT
y4e0HO-METOAMYECKOH IOKyMEHTAIUH;

2. WHctpymentsl u mnpucnoco6OseHusi: OCHOBHOE M BCIIOMOTaTelbHOE TEXHOJIOTHYECKOe
obopynoBanue - M®Y (MHOTOPYHKIIMOHATIEHOE YCTPOWCTBO — TMPHUHTEP, CKAHEP, KCEPOKC).
[Ipunannexxnoctu: Oymara A4, nankw, (aiiiasl, pydkd, MHBEHTaph, MeOelb: CTOJ, CTYl — pabouee
MECTO CeKpeTaps.

3. CpenctBa oOyueHusi: ydeOHO-HArjsAHbIE MOCOOMSI (CTEHIbI, IUTAKAaThl, CXEMbI T.1.);
HHCTPYKIUOHHO-TCXHOJOTUYCCKHUE KAaPThI 110 BBITIOJIHEHUTIO pa60T.

4.2. YuyeOHO-MeTOANYECKOEe U HH(OPMaNMOHHOE 00ecnieueHue MPAKTHKH
4.2.1. OcHOBHbBIE UCTOYHHKHU:

1. Jloponmna, JI. A. JlokyMeHTallMOHHOE OOECIICUCHUE YIPABICHUS: YYCOHHK U
MPaKTUKYM JIJIs cpeiHero npodeccrnonansHoro oopazosanus / JI. A. loponuna, B. C. Mpurukosa.
— 2-¢ wu3n., mepepad. m mon. — MockBa: MsmarensctBo FOpaimit, 2023. — 270 c¢. —
(ITpodeccuonanbroe oopazoanue). — ISBN 978-5-534-16017-8. — TekcT: HemoCpeACTBEHHBIM.

2. Kopuees, 1. K. JlokymeHTallnOHHOE 00ECTICUCHHE YIIPABIICHUS: YA€OHUK U TPAKTUKYM
st cpenHero mnpodeccuonanbHoro odpasoBanus / M. K. Kopuee, A. B. Ilmenko, B. A.
Mammypres. — 3-¢ u3f., nepepad. u gomn. — Mocksa: M3natensctBo FOpaiit, 2023. — 438 ¢. —
(ITpodeccuonanbroe oopazoanue). — ISBN 978-5-534-16002-4. — TekcT: HEMOCPEACTBEHHBIM.

3. Kysnenog, 1. H. [lokxymenTanmonHoe obecrnieueHue ynpapiieHus. JJokyMeHTO000pOT 1
JIeTIOTIPOU3BOCTBO: YIEOHUK U TPAKTHKYM IS CpelHero mpodeccuonanbHoro oobpasosanus / U.
H. Ky3nenoB. — 4-e u3n., nepepad. u gon. — Mocksa: U3natensbctBo FOpaiit, 2023. — 545 ¢. —
(ITpodeccuonanbroe oopazoanue). — ISBN 978-5-534-16004-8. — TekcT: HemOCpeACTBEHHBIM.

4. lllyBanosa, H. H. OcHOBBI AeNONpPOU3BOACTBA: YUEOHUK U MPAKTHUKYM JJIsi CPETHETO
npodeccuonansHoro oobpazosanus / H. H. IllyBanosa, A. FO. MBanoBa; o o6mieit pegaxiueit H.
H. llyBanoBoii. — 3-e u3n., nepepad. u gon. — Mocksa: M3aarensctBo IOpaiit, 2023. — 384 c.
—  (IIpodeccuonansHoe obOpazoBanue). — ISBN  978-5-534-15488-7. —  Tekcrt:
HEMOCPEACTBEHHBIM.

4.2.2. OcHOBHBIE 3JIeKTPOHHbIE U3/IaHUS

1. beikoBa, T. A. JIokyMeHTallMOHHOE 0OeCTIeYeHNe YIIPaBICHUS (JeIOMPOU3BOICTBO):
yuebHoe mocobue / T.A. brikoBa, T.B. Ky3nenosa, JI.B. Cankuna; mox oomr. pea. T.B.
KysnenoBoil. — 2-e uzn., nepepad. u gon. — Mocksa: UHOPA-M, 2021. — 304 c. + [lom.
MaTepuansl [ neKTpoHHBIH pecype]. — (Cpennee npodeccronanbHoe oOpa3oBanue). - ISBN
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978-5-16-013913-5. - TekcT: anekrponHsiid. - URL:
https://znanium.com/catalog/product/1141796 (nara obpamenus: 10.08.2023).

2. Jloponuna, JI. A. JIoKyMEeHTalMOHHOE OOECICYEHUE YIPaBICHU: YYEOHUK H
MPAaKTUKYM JJIs CpeAHero npogdeccuoHansHoro oopasosanus / JI. A. loponuna, B. C. Upurukosa.
— 2-e¢ usn., mepepab. m mom. — Mocksa: HzmarensctBo HOpaiit, 2023. — 270 c¢. —
(ITpodeccuonansuoe obpazoBanue). — ISBN 978-5-534-16017-8. — Tekcr: >neKTpOHHBIH //
Oo6pazoBarenpHas miatdopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/530252 (mata
obpamenus: 14.08.2023).

3. Kopnees, U. K. JlokymeHTanmoHHOE 0OecrieueHne yIpaBIeH s : y4eOHUK U TPAKTUKYM
s cpeanero mpodeccuonanpbHoro oopazoBanusi / U. K. Kopnee, A. B. Ilmenko, B. A.
MamrypueB. — 3-e u3l., mepepad. u gon. — Mocka: U3nmatenscrBo KOpaiit, 2023. — 438 ¢. —
(ITpodeccuonanbroe obpazoBanue). — ISBN 978-5-534-16002-4. — Tekct: >neKTpOHHBIH //
Oo6pazoBarensHas maatdopma FOpaitt [caitit]. — URL: https://urait.ru/bcode/523611 (nmara
obpamienus: 16.08.2023).

4. Kysnenos, 1. H. JlokymeHTannoHHoe o0ecrnieueHue ynpasieHus. JJokyMeHToo00poT 1
JIEJIOTIPOU3BOICTBO: YICOHUK U MIPAKTUKYM JJIsI CPEAHET0 podeccruonanbHoro oopazoBanus / 1.
H. Ky3nenoB. — 4-¢ 3., nmepepad. u jgon. — Mocksa: U3natenbctBo HOpaiit, 2023. — 545 ¢. —
(ITpodeccnonanproe obpazoBanue). — ISBN 978-5-534-16004-8. — Tekct: >neKTpOHHBIHA //
O6pazoBarenpHas maatdopma FOpaiit [caitt]. — URL: https://urait.ru/bcode/523613 (mara
oOpatenus: 14.08.2023)

5. lllyBanoBa, H. H. OcHOBBI A€70NpOU3BOICTBA: YUE€OHUK U MPAKTUKYM JJISi CPETHETO
npodeccuonanpHoro oopazosanus / H. H. lllysanoga, A. FO. iBanoBa; mox obmieit penakmueit H.
H. lllysanoBoii. — 3-¢ uzn., nepepad. u non. — Mocksa: M3gatensctBo FOpaiit, 2023. — 384 c.
— (ITpodeccuonansuoe obpazoBanue). — ISBN 978-5-534-15488-7. — Tekct: 2meKTpOHHBIH //
Oo6pazoBarenpHas maatdopma FOpaiit [caitit]. — URL: https://urait.ru/bcode/511684 (mara
obpamenus: 14.08.2023).

4.2.3. lonoJHUTeIbHbIe HCTOYHHKH

1. Kynses, H. H. JlokymenroBenenue: yueonuk / H. H. Kynses, JI. H. Ypanos, A. T'.
®dabpuunoit; moa pea. npod. H. H. Kynaesa. - 2-e uzna., crep. - Mocksa: Jloroc, 2020. - 352 c. -
(Homas ynuBepcuterckas Ouobnumoreka). - ISBN 978-5-98704-329-5. - Tekcrt: 31eKTPOHHBIN. -
URL.: https://znanium.com/catalog/product/1211628 (nara obparuenus: 16.08.2023).
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5. KOHTPOJIb 1 OHEHKA PE3YJIbTATOB OCBOEHMUS TPOI'PAMMbI
IMPAKTUKH

5.1. ®opMa OTYETHOCTH, KOHTPOJb M OLIEHKA pPE3yJIbTaTOB OCBOEHHUS IPOU3BOJICTBEHHON
MPaKTUKH (TI0 PO IO TPOdeccru) OCYIECTBIAECTCS MAaCTEPOM MPOU3BOICTBEHHOTO 00YUYSHUS
B IIpOIECCE MNOCEUIECHHs CTYJEHTOB Ha pabouMx MecTax M IpuéMa OTYETOB, a TAKXKE CHAYU
oOyyaromumucs  aupdepenupoBanHoro  3auera. K auddepeHumumpoBaHHOMY — 3adery
JIOTIYCKAIOTCSl OOy4arouiuecs,, BbINOJHUBIIME TpeOOBaHUS MpPOrpamMMbl IPOU3BOACTBEHHOMN
MPAKTUKH U TIPETOCTABHUBIIKE MOJHBIN MMAKET OTYETHBIX TOKYMEHTOB!

- THEBHHK MPOU3BOICTBEHHON MPAKTHKH;

- OTYET MO MPaKTHUKE, COCTABJICHHbIH B COOTBETCTBHM C COJIEP’KaHHMEM TEMAaTHYECKOro IIaHa
MpakTHKU U o popme, yctanosieHHoit ['BIIOY PA MUT;

- OT3bIB-XapaKTEPUCTUKY C MECTA IPAKTHKHU.

5.2. Tlopsiok mo/iBEe/IEHUSI UTOTOB MPAKTHKHU.

OdopmieHHBbIN OTYET IPEACTABISIETCS CTYIEHTOM B CPOKH, ONpeieNieHHbIe IpauKoM yueOHOTro
mporecca, HO HE TMOPKE CpoKa OKOHYAHUS TMPaKTUKU. PykoBoaWTENh MPAKTHKU IPOBEPSET
MIPE/ICTaBICHHBIN CTY/IEHTOM OTUYET O MPAKTUKE U PEIIaeT BOMPOC O JOIMYCKE JAHHOTO OTYeTa K
3amute. OTYeT, JONYIIEHHBINH K 3alluTe PYKOBOJIUTENEM MPAKTUKH, 3alIUIIAETCS CTYJIEHTOB B
MIPUCYTCTBUU KOMUCCHH, COCTOSIIIIEH U3 PYKOBOAUTEISI TPAKTUKHU U MPENOIaBaTeNsl CHeHalbHbIX
TMCIUTUIAH, B KOMUCCHIO MOKET BXOJIUTh PYKOBOJUTENh MPAKTUKU OT MPEATIPHSTHS.

HTorosas olLieHKa CTyI€HTY 3a MPAKTHKY BBIBOJUTCA C YYETOM CIEIYIOUINX (PaKTOPOB:

1. AKTHBHOCTb CTyJEHTa, MpPOSBICHHbIE MM NPO(ECCHOHANbHbIE KauyecTBa U TBOPYECKUE
CIIOCOOHOCTH;

2. KayecTBO ¥ ypOBEHB BBIIIOJIHEHHS OTUETA O MIPOXOKACHUN IPOU3BOACTBEHHOHN MPAKTHKY;

3. 3ammra pe3yJbTaToOB MPAKTUKH;

4. OT3bIB-XapaKTEpUCTHKA HA CTYI€HTAa PYKOBOAUTEIEM MPAKTUKH OT MPEIIPUATHSL.
Pe3ynpTaThl 3aIIUTHl OTYETOB 110 MPAKTHKE MPOCTABIIAIOTCS B 3aU€THON BEIOMOCTH U B 3a4E€THOM
KHIXKKE CTylleHTa. B ciyuae, ecnu pykoBOAUTENb MPAKTUKU HE JOIYCKAeT K 3allUTe OTYET IO
IIPaKTUKE, TO OTYET C 3aMEYaHUsAMHU DPYKOBOJMTENsS BO3Bpamiaercs Ha aopabotky. [locne
YCTpPaHEHUS 3aMeYaHuil ¥ MOJIydeHUs JIOMycKa 3aIHUIIAeTCsl CTYICHTOM B YCTaHOBJICHHBIN CPOK.
CTyneHT, He 3allUTUBIIMN B YCTAaHOBJEHHbBIE CPOKHM OTYET IO MPOM3BOJCTBEHHOM IPAKTHKE,
CUMTAETCs UMEIOIIUM aKaJIeMHUYECKYIO 33 J0JKEHHOCTb.

5.3. Ounenka cGOpMHUPOBAHHOCTH OOLMX U HpodeccHoHaNbHbIX KomnereHui KonTpons u
OLIEHKA PEe3yJbTaTOB OCBOCHMSI IPOM3BOJICTBEHHOM MPAKTUKH OCYILLIECTBIISETCS PYKOBOAUTENIEM
IIPAKTUKU B IIPOLIECCE CAMOCTOSITEIBLHOTO BBIIIOJHEHUS 00Y4alOUIMMHUCS 3aJaHUH.

PesynbTaTsl 00y4eHus (0CBOCHHBIE OcHoOBHBIC TOKa3aTeIH OLCHKHU pe3yJibTaTa
ymenusi, OK u IIK B pamkax BJI)

[IK 2.1. OcymecTBienue pa3padOTKu U -Opranuzanys J0KyMEHTallMOHHOTO 00eCTIeYeHHU s
BCJICHUEC HOMCHKJIATYPBI I€JI CTPYKTYPHOTO JEATEIILHOCTH OpTraHu3aIuy;

11OAPa3ACICHUA -IIPUHUMATh, PETHCTPUPOBATh, YYUTHIBATh

1K 2.2. ®opmuposanue 1eit B COOTBEICTBUM | [10CTYMAOLIHE JOKYMEHTHI
¢ HOMCHKJIATYpOon ZICT 1 IpaBHIaMi -IIPOBEPSTH MPABUIBHOCTH O(POPMIICHUS

(opmuposaHus gen. JIOKyMEHTOB; --BECTU KAPTOTEKY yueTa

TIK 2.3. Ocymectsiienue Tekymero IPOXOXKJIEHHS TOKYMEHTAIBHBIX MaTEPUAIIOB,
XpaHeHI/ISI, yLICTa 1 UCIIOJIb30BaHUA OCIT

(ITOKyMEHTOB).
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[1K 2.4. OcymiecTBieHre SKCIEPTU3BI JOKYMEHTUPOBAHHS U JOKYMEHTALIMOHHOMN

LIEHHOCTH JIOKYMEHTOB, BECTH OTOOp 00paboTKH JOKYMEHTOB KaHLEIAPUH (apXUBa);
JAOKYMCHTOB Ha XpaHCHUEC U YHUYTOXKCHUC, -IIPOBCPSITH NPABUIIBHOCTH O(bOpMJIeHI/ISI
JIOKYMEHTHPOBAHUE PAOOTHI SKCIIEPTHOM JOKYMEHTOB; --CUCTEMATU3UPOBATh U XPaHUTh
KOMHCCHUH.

JOKYMEHTHI TEKYILETO apX1Ba;
-(opmupoBaTH CIpaBOYHBIH ammapar,
obecrieunBaromuii OBICTPBIN TIOUCK 5 TOKyMEHTOB;

[IK 2.5. Odopmitenne e MoCTOSHHOTO U
JI0JITOBPEMEHHOIO CPOKOB XPAaHEHHMS ISt
nepeaavu B apxXuB OpraHu3alun

OCYUIIECTBJIATh IKCIIEPTU3Y JOKYMEHTOB, TOTOBUTH }
1epeaBaTh JOKYMEHTAIbHbBIE MaTEPUAIbI HA
XpaHEHHE B apXUB;

TIK 2.6. CocraBienue onucu aen
MOCTOSTHHOI'O U JJOJITOBPEMEHHOTO CPOKOB
XpaHeHusl.
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