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1. MACITIOPT TPOI'PAMMBI IPO®ECCHUOHAJIBHOTI'O MO YJIA
IIM.03 BBIIIOJITHEHHUE PABOT 110 JO/IKHOCTH CIOYXKALIEI'O

«AEJOINPOU3BOAUTEJIb»

1.1. I]lenv u naanupyemole pe3yibmamost 0C60CHUA RPOPECCUOHANLHO20 MOOYNA

B pesynbrare u3ydeHuss npodeccCHOHAIBHOTO MOAYAS CTYACHT JODKEH OCBOMTH
OCHOBHOW BHJI IEATEIBHOCTH:

Opeanusayus 0OKYMEHMAYUOHHO20 0OecneyeHus YnpaeieHus U QYHKYUOHUPOBAHUSL
opeanuzayuu

Opeanuzayus apxusHou pabomvl no OOKYMEHMAM OpP2aAHU3AYUL PA3TUYHLIX Dopm
cobcmeenHocmu N COOTBETCTBYIOIIKE €My OOIIie KOMIIETEHIIUU U TPO(deCcCrOHAIbHbIC
KOMIIETEHIINH.

JucruminHabl MpodheCCHOHATFHOTO MOIYJS MOTYT YaCTHYHO pPEaIM30BBIBATHCS C
MPUMEHEHUEM JJIEKTPOHHOTO OOyYeHHMs U JUCTAHIIMOHHBIX 00pa30BaTEIbHBIX
TexHojorud (B cooTBercTBUM ¢ [IpaBunamMu TNpuUMEHEHUs] OpraHU3alUsIMH,
OCYUIIECTBISIOMUMHA  00pa30BaTEeNbHYIO JEATEIbHOCTh, JJIEKTPOHHOTO OOy4YeHMUS,
JTUCTAHIIMOHHBIX 00pa30BaTEIbHBIX TEXHOJOTHM MpPHU pean3aluu 00pa30BaTeIbHBIX
nporpamm ot 11 oxtsi6pst 2023 roga N 1678).

1.1.1. IlepeueHnb oOUIUX KOMIIETEHIUN



Kox HauMeHoBaHue 001IUX KOMIIETEHIIU I

OK 1 Bri0upars crioco0Osl perieHus 3aaa4 npopecCHOHAIBHON AeSITeTbHOCTH
NPUMEHUTEIBHO K PA3IUYHBIM KOHTEKCTaM.

OK 2 Hcnonp30BaTh COBPEMEHHBIE CPEICTBA IOMCKA, aHATIN3a U MHTEPIPETALUU
uHGpOpMaLuK, U UHPOPMALIMOHHBIE TEXHOJIOTUY JUIsl BHIIIOIHEHUS 3a/1a4
po¢eCCUOHAIBHON AEATEIbHOCTH

OK 3 [InanupoBarh 1 peanu30BbIBATH COOCTBEHHOE MPO(eccCuOHANbHOE U INYHOCTHOE
pa3BUTHE, IPEANPUHUMATEILCKYIO I€ATEIbHOCTD B IpodeccuoHanbHoi chepe,
WCIIOJIb30BaTh 3HAHMSI 110 MPABOBOM U (PMHAHCOBOW I'PAMOTHOCTH B Pa3IUYHBIX
KU3HEHHBIX CUTYaLUIX

OK 4 DddeKkTUBHO B3aUMOIECHCTBOBATh U PabOTaTh B KOJIJICKTUBE U KOMAHJIE.

OK 5 OcCymIecTBIATh YCTHYIO U TUCBMEHHYIO KOMMYHHUKAIUIO HA TOCYJAPCTBEHHOM SI3BIKE
Poccuiickoit denepanuu ¢ yueToM 0COOEHHOCTEH COIMAIBHOTO U KYJIBTYPHOTO
KOHTEKCTA.

OK 9 [Tonb3oBatbecsi  mpodecCHOHANBHON  JOKYMEHTAallMe Ha TOCYJapCTBEHHOM U
WHOCTPAHHOM SI3bIKaX.

1.1.2. Tlepevens npodeccHoHaATBHBIX KOMITETSHITUH




Kox

HaumeHoBaHMe BUIOB J1eSITEJIbHOCTH M MPO(ecCHOHAIBbHBIX KOMIIETEH Ui

BA 1 Opranuzanus JOKyMEHTAllMOHHOTO 00ECIIeYeHUs YIpaBieHus U (PyHKIIMOHUPOBAHUS
opraHu3anu

K 1.1. OcyIecTBISITh IPUEM-TIEpeady yIpaBIeHYeCKOW HHPOpMAITUU C
TIOMOIIBIO CPEICTB MH(POPMAIIMOHHBIX M KOMMYHHKAIIMOHHBIX TEXHOJIOTHH.

IIK 1.2 KoopauaupoBars paboTy MpueMHON pYKOBOAUTEIS, 30H IMpUeMa
Pa3JIMYHBIX KaTErOPUM OCETUTEIIEH OPraHU3aLIUN.

IIK 1.3 BianeTs HaBBIKaMHM IJIAHUPOBAHUS pab0YETro BPeMEHH PYKOBOJMTEIIS U CEKpeTaps.

I[IK 1.4 Ocy1ecTBISATh TOATOTOBKY JIE€TOBBIX MOE3/I0K PYKOBOJIUTENS U
JPYTUX COTPYIHUKOB OpraHU3alMH.

K 1.5 Brnagers cmocobamu opranuzanuu pabouero mpoCTpaHCTBA MPUEMHON M KaOWHETa
PYKOBOJIUTEJIS.

IIK 1.6 OcymiecTBisATh pabOTy MO MOATOTOBKE M MPOBEIECHUIO KOH(DEPEHTHBIX MEPOTIPHUSITHH,
oOecrednBaTh HHPOPMALIMOHHOE B3aUMOCHCTBHE PYKOBOAUTES C MOApa3AeICHUSIMUI
U JIOJDKHOCTHBIMU JIMLIAMU OpTaHU3al|H.

IIK 1.7 OdopMisaTh OpraHn3allMOHHO-PACTIOPSIAUTEIbHBIE TOKYMEHTHI U
OpraHU30BbIBaTh paOOTy ¢ HUMH, B TOM YHCJIE C UCIIOJIb30BAHUEM
ABTOMATU3UPOBAHHBIX CHUCTEM.

IIK 1.8 OdopMIIATh TOKYMEHTHI 110 IMYHOMY COCTABY U OPTaHU30BBIBAThH
paboTy ¢ HUMH, B TOM YHCJIE C UCIIOJIb30BAHUEM aBTOMATU3UPOBAHHBIX
CHUCTEM.

K 1.9 Oprann3oBbIBaTh TEKYIEE XPAHCHHUE IOKYMEHTOB, 00pabOTKY J1e7
JUIs1 OTIEPATUBHOTO ¥ a@pXUBHOIO XPAHEHHUsI, B TOM YHCIIE C UCIIOJIb30BAHUEM
ABTOMAaTHU3MPOBAHHBIX CHCTEM.

AIIK OcBoenue BUIOB pabOT MO OHOM UM HECKOJIBKUM MPodeccusiMm pabodmx,
JOJDKHOCTSIM CITYKaIUX.

JIIK 1 Opranu3oBbIBaTh paboTy C JOKYMEHTAMHU.

AIIK 2 Bectu nenoByro nepenucky Mexay OpraHu3alMsIMU pa3andHbIX GopM
COOCTBEHHOCTH.

Kon HaumeHoBaHue BUIOB /1esITeIbHOCTH M MPO(eCCHOHAJIBbHBIX KOMIIETeH I

B/ 2 Opeanuzayus apxueroti pabomsi N0 OOKYMEHMAM OP2aHU3aAYULl pasiuiHblx hopm
cobcmeenHocmu

IIK 2.1. Ocy1ecTBIsATh KOMIUIEKTOBAaHUE apXUBHBIMU JI€IaMU (JOKYMEHTaMH) apXuBa
OpraHu3aluu

K 2.2 Bectu yder apxMBHBIX €1 (JOKYMEHTOB), B TOM YHCJIE C HCIOIb30BAHUEM
ABTOMAaTHU3MPOBAHHBIX CHCTEM.

I1K 2.3 OcCymecTBISTh XPAHEHNE apXUBHBIX A€ (IOKYMEHTOB) C TOCTOSSHHBIM CPOKOM
XPaHEHUs U 10 JIMYHOMY COCTaBYy B apXMBE OpraHH3aIiu.

I1IK 2.4 OcyniecTBISITh XpaHEHNE, KOMIUIEKTOBAaHHUE, YUET U MCIIOIb30BAHUE ACT
(JTIOKyMEHTOB) BpEMEHHOTO XpaHEHUs

IIK 2.5 OcymecTBISITh UCTIOIB30BAHNE APXUBHBIX J1e] (IOKYMEHTOB), B TOM YHCIIE C

HCIOJI30BAHUCM dBTOMATHU3UPOBAHHBIX CUCTCM.

1.1.3. B pe3ysbrare ocBoeHusi MPO(eCCHOHATBLHOT0 MOTYJISI CTYIEHT H0JIAKEH"

HMeTs npakTudecKkui -[Toryuenust HeoOXoaUMON HHPOPMAIIUH U TIepeiaun

OIIBIT

CaHKLIMOHUPOBAHHOU MH(OPMAIIMH C UCIIOJIB30BaHUEM CPE/ICTB
UH(POPMALIMOHHBIX M KOMMYHHUKAIIMOHHBIX TEXHOJOTHH.




-Koopnunanmu paGoTsl IpUEMHON PYKOBOIUTENS U 30H ITpUEMaA
Pa3JIMYHBIX KATErOPUHI IIOCETUTEIIEH OPraHU3aLUu.
-IInanupoBanust paboyero BpeMeHU pyKOBOIUTEINS U paboyero Hs
ceKperapsi.

-OpraHu3anum Je0BbIX [0€3/10K PYKOBOJIUTENSA U APYTUX
COTPYIHUKOB OpPTraHU3alNH.

-Opranuzanuu u nojaepxanus QyHKIHOHAIBHOTO pabouero
IIPOCTPaHCTBA.

-Opranusanuu noAroToBKH U MPOBEICHUS KOH(EPEHTHBIX
MEpONPUATHIA, 0OecrieueHns: HHPOPMAIIMOHHOTO B3aMMO/ICHCTBHS
PYKOBOJIUTES € OAPA3ACICHUSIMHU U JOHKHOCTHBIMU JTULAMU
OpraHu3aLuy.

-OdopmiieHust opraHu3alMOHHO-PACIOPSIUTEIbHBIX JOKYMEHTOB 1
opranu3anuy paboTbl ¢ HUIMH, B TOM YHCJIE C UCTIOIB30BAaHUEM
ABTOMATU3UPOBAHHBIX CHCTEM.

-OdopmiieHus: TOKyMEHTOB 110 JINYHOMY COCTaBY M OpraHU3aLuU
paboThl C HUMH, B TOM YHCJIE C UCIIOJIb30BAHUEM
ABTOMAaTU3UPOBAHHBIX CHCTEM.

-Opranuzanuu TeKyIlero XpaHeHus JOKyMEHTOB, 00pabOTKH Je
JUISL OIEPAaTUBHOTO U apXUBHOT'O XPaHEHUs, B TOM YHUCIIE C
HCII0JIb30BAHUEM aBTOMATU3UPOBAHHBIX CUCTEM.

YMETh

OpraHU30BbIBaTh pabovyee MECTO B COOTBETCTBUU C TPEOOBAHUSAMU
SPTOHOMHUKH U KYIBTYPBI TPYIA;

oOecrieunBaTh paboyee MecTo U (PyHKIIMOHAIIbHOE pabouee
MPOCTPAHCTBO HEOOXOAUMBIMHU CPEACTBAMH OPTraHU3aLMOHHON
TEXHUKHU, MEOEITbI0 NKAHLEIAPCKUMHE ITPHHAIIIC)KHOCTIMU;
MOJACPKUBATh CPEJICTBA OPTaHU3ALMOHHON TEXHUKH B pabouem
COCTOSIHUH;

MPUMEHSTH B paboTe cpencTBa HHPOPMAIIMOHHBIX U
KOMMYHUKAIIHOHHBIX TEXHOJIOTHIA;

UCIOJIb30BaTh CPEACTBA HH(POPMAIIMOHHBIX U KOMMYHHKAIIMOHHBIX
TEXHOJIOTHH IS TIOTYYEHUS U TIepeaadd HHPOPMaInH;
yCTaHaBJIMBAaTh U MOAJIEPKHUBATH KOMMYHHMKALIMHU B IpoOLiecce
JIEJIOBOTO OOIIEHUS C IIOMOIIBIO CPEJICTB NHPOPMAIIMOHHBIX U
KOMMYHUKAIIHOHHBIX T€XHOJIOTHIA;

OCYIIECTBIATH cOOP, 00padOTKy UH(POPMAITUU, CUCTEMATH3AIIUIO
MOJY4aeMBIX U ME€PEaBaeMbIX IaHHBIX;

OCYUIECTBIIATH IPOBEPKY IOCTOBEPHOCTH, IOJTHOTHI U
HEMPOTUBOPEUUBOCTH JIAHHBIX, UCKITFOUEHHE TyOINPOBAaHUS
uH(popMaIuy;

CINIQXKMBATh KOH(JIUKTHBIE U CIIOKHBIE CUTYaIlUN MEXINYHOCTHOTO
B3aMOJICHCTBHS,

COOJTIO/IaTh STUKET M OCHOBBI MEXIYHAPOAHOTO MIPOTOKOIA;
obecnieunBaTh HHPOPMAITHOHHYIO 0€30MMaCHOCTD JIEATETLHOCTH
OpraHu3aIuy;

BECTHU U HCIOJIb30BaTh B paboTe 6a3y KOHTAKTOB OPraHU3AllNH;
BECTH YUETHBIE PETUCTPALMOHHBIE (POPMBI, UCIIOIB30BATH UX JUIS
nH(pOPMAITMOHHON PaOdOTHI ¥ pabOTHI IO KOHTPOJIIO UCTIOTHEHUS
[IOPYYECHU;

BCTpEYaTh MOCETUTEINIEH, ITOTydaTh NEPBUIHYIO HHPOPMAIIHIO O
MOCETUTENSAX,

yCTaHABJIMBATh MOPSIOK MpUéMa JUIs Pa3IMIHbIX KaTeropuit




IIOCETUTEIIEN

NPUHUMATH MEPHI TI0 COXPAHEHUIO KOH(UACHIIUAIEHON
uH(pOpMaLUH B X0J1e MpUEMa IoceTuTeNe;

BECTH YUETHBIC PETUCTPALMOHHBIE (POPMBI 110 IPUEMY TTOCETHTEICH
1 0(hOpMIIATH IPOITYCKa;

OCYUIECTBIIATH IPUEM, IIEpeady U OTIIPABKY 1I0KYMEHTOB;
OpraHU30BBIBATh U OPOHUPOBATH MIEPETOBOPHBIE KOMHATHI;
CepBUPOBATh YaliHbIe (KO EHHBIE) CTONBI B OHCE;

BbIOMpPATh (POPMBI IITAHUPOBAHUS U O(POPMIIATH TUIAHUPOBILUK
(opranaiizep) pyKOBOAMTENS U CEKpETaps;

yCTaHaBJIMBATh LIEJIH, ONIPEAEIATh IPUOPUTETHOCTh U OYEPENHOCTD
BBINOJIHEHHST paboT 1 3(h(HEKTUBHO pacnpeaessaTh padbodyee BpeMs;
COIVIACOBBIBATh BCTPEUM U MEPOINPHUATHS U BHOCUTh UH(OPMALIHIO B
MJIAaHUPOBILUK (OpraHaifsep);

MH(GOPMUPOBATh PYKOBOJUTENS O MPUOIMKEHUN BPEMEHH U
pernIaMeHTe 3aIUIaHHPOBAaHHBIX BCTPEY U MEPOIIPUATHUI;

BbIOMPATh ONTUMAJIbHbIE CLIOCOOBI BHEIIHETO U BHYTPEHHETO
MH(OPMUPOBAHUS O IJITAHUPYEMBIX MEPOIPUITHSIX;

COCTaBJIATh U OYOPMIIATE TOKYMEHTHI JUISl ICJIOBBIX MOE3/10K;
OCYUIECTBIIATH TPEBEI-NIOJACPKKY JEIOBBIX OE3/0K;
COIVIACOBBIBATh C MIPUHUMAIOLIEH CTOPOHON MPOTOKOJI INTAHUPYEMBIX
MEpONpUITHI U (OPMUPOBATH POrpaMMy AEJIOBON MOE3AKY;
UCIOJIb30BaTh CPEACTBA MH(POPMAIIMOHHBIX U KOMMYHUKAIIMOHHBIX
TEXHOJIOTUH JUIsl 00ecrieueHNsl B3aUMOAEHCTBUSI C PYKOBOJIUTEIEM
BO BpEMsI €r0 JIeJI0BON MOE3IKHU;

0hOpMIISATH OTUYETHBIE JOKYMEHTHI O JIEJIOBOM MOE3/IKE.
OpraHU30BBIBATh MIPOLECC MTOJTOTOBKU U IPOBE/ICHHUE
KOH(EPEHTHOTO MEPONPUATHS HHIUBUAYAIBHO U B COCTaBEe paboyeil
IPYIIBL;

JIOKYMEHTHPOBATh pa3Hble 3Talbl IPOLEAYPHI IOATOTOBKU U
NpoBeIeHUs] KOH()EPEHTHOTO MEPOIIPUSTHUS;

COCTAaBJIATH MTPOEKTHI OPTaHU3ALMOHHBIX, PACTIOPSAUTEIbHBIX U
MH(POPMAILIMOHHO-CIIPABOYHBIX JOKYMEHTOB, B TOM YHCJIE
JIOKYMEHTOB,

cofiepKalluX KOHGHUIESHIMATIbHYIO HHPOPMAIHIO;

0(pOpMIIATH OpraHU3aMOHHO-PACTIOPSAIUTENbHBIE TOKYMEHTBI
(opUrHHAJIBI ¥ KOTIHN);

CKaHUPOBaTh, KOMMPOBAaTh U KOHBEPTUPOBATH JOKYMEHTHI B
pasnuyHble popMarsl;

OCYUIECTBIIATH [IPOBEPKY MPOEKTOB JOKYMEHTOB HA COOTBETCTBHE
IIpaBHJIaM AEJIONPOU3BOJICTBA;

MPUHUMATh U IPOBOAMTH MEPBUUHYIO0 00paOOTKY BXOASIINUX
JIOKYMEHTOB;

IIPOBOJIUTH MPEABAPUTEIHHOE PACCMOTPEHUE BXOJSAIINX U
BHYTPEHHUX JIOKyMEHTOB;

PErUCTPUPOBATh BXOASIINE, UCXOASAIIUE U BHYTPEHHHUE JOKYMEHTHI;
KOHTPOJIMPOBATh MapIIPYTU3ALUIO JOKYMEHTOIIOTOKOB B
OpraHu3aiuu (coriiacoBaHue, MOANUCaHe, YTBEPKICHHE,
perucrpanysi, 03HaKOMJIEHHE U UCTIOJTHEHUE JOKYMEHTOB);
OCYUIECTBIIATH CPOKOBBIA KOHTPOJIb UCTIOTHEHUS JOKYMEHTOB;
OCYILECTBIATH 00paOOTKY U OTIPABKY UCXOASIIUX JOKYMEHTOB;
COCTAaBJIATh OTUYETHI U AHAJIMTUYECKUE CIIPABKHU 00 UCIIOJIHEHUU




JIOKYMEHTOB;

BECTH MH(OPMALIMOHHO-CIIPABOUHYIO PabOTy MO JOKYMEHTaM;
OCYUIIECTBIIATH pabOTy C OpraHU3allOHHO-PACTIOPSAUTEIHLHBIMU
JOKYMEHTaMH B aBTOMAaTU3UPOBAaHHBIX CUCTEMAX;

o0ecreunBaTh COXPaHHOCTh MEPCOHATBHBIX JaHHBIX PAOOTHUKOB;
OpraHU30BBIBATh JOKYMEHTOOOOPOT MO MPEACTABICHUIO
JTOKYMEHTOB I10 IIEPCOHAITY B TOCYAapCTBEHHBIE OPTaHbl;
OpPraHU30BBIBATh JOKYMEHTOOOOPOT MO YUYETY U ABHIKCHHIO
PabOTHHKOB;

BECTU BOMHCKUH Y4ET paOOTHHUKOB;

BeCTU y4€T pabodyero BpeMeH! paOOTHUKOB;

0OpPMIIATH OpraHNU3aUOHHO-PACTIOPSAAUTEIBHBIE JOKYMEHTHI 110
JUYHOMY COCTaBY;

BECTH PETUCTPALNIO, YUET, ONIEpaTUBHOE XPaHEHHE JOKYMEHTOB 110
JUYHOMY COCTaBY;

BECTH JOKYMEHTAIUIO, TOATBEPIKIAIOIIYIO CBECHHS O TPYIOBOI
JESTEIIbHOCTH U TPYIOBOM CTake PaOOTHHKOB;

(dbopMHUpOBaTH JIMUHEIE JIe7Ia PAOOTHUKOB;

0oOpMIIATH JieNia TI0 JTUYHOMY COCTaBY ISl epeiadul B apXUB
OpraHu3aIumy,

paboTarh co crienuaIn3upoOBaHHBIMU HH()OPMAITMOHHBIMU
cucTeMaMu U 0a3aMu JTaHHBIX 110 BEJCHUIO YUETA U IBHIKCHHUIO
PaObOTHHKOB;

pa3pabarbsiBaTh HOMEHKJIATYPY /I OpraHNu3allny;

MPOBEPSATH MPABUILHOCTH 0(OPMIICHUS TOKYMEHTOB U OTMETKH 00
UX UCTIOJIHEHUH TIepes] uX (GopMUpoBaHHEM B JIEJIO IS
MOCIIEAYIOIIEr0 XPaHEHHUS,

(dbopmMHpOBaTh 1eNa, KOHTPOIUPOBATH MPABHILHOE  CBOCBPEMEHHOE
pacnpezeneHue U MOAUIMBKY JTOKYMEHTOB B JieJla B COOTBETCTBUU C
HOMEHKJIaTypO# Jen;

IPOBEPATh CPOKH XPaHEHUS JJOKYMEHTOB, COCTABIATh POTOKOJI
paboThI SKCIIEPTHON KOMHUCCHUH T10 MTOJITOTOBKE TOKYMEHTOB K
nepesiade B apXus;

COCTABJISITh aKT O BBIJCIICHUH K YHHUYTOKEHHIO IOKYMEHTOB, HE
HOJIKAIIMX XPAHEHUIO;

COCTaBJISITh aKT 00 YHHUTO)KEHUH JOKYMEHTOB;

OCYILECTBIIAThH NOJIHOE UM YaCTUYHOE 0OPMIICHHE JelT
BPEMEHHOTO,

MOCTOSIHHOTO, JIOJITOBPEMEHHOT'O CPOKOB XPAaHEHHUS;

COCTaBJISITh OIHMCH JIEJ CTPYKTYPHBIX TIO/IPa3/IeIIeHNH TIOCTOSHHOTO,
JIOJITOBPEMEHHOTO CPOKOB XpaHEHUs /IS TIepejadn el B apXUB
OpraHu3aInH.

3HATb

HOpPMAaTHBHBIE MPaBOBBIE akThl Poccuiickoit @enepannu B chepe
WH(OPMAITMOHHBIX 1 KOMMYHHKAIIMOHHBIX TEXHOJIOTHH, TI0 3alTUTE
uHpopMaIuu, HHPOPMALIMOHHON O€30MaCHOCTH, MO PaboTe ¢
oOpallleHus MU TpaXk/iaH, 0 OpraHU3aI|K JIeJI0BOM MOE3IKH, B
ctepe nenonporu3BoACTBa U

apXUBHOTO JIeNa, B cepe peryaupoBaHus TPYAOBBIX OTHOLICHHI;
JIOKaJIbHbIE HOPMATHBHBIC aKThI, PETIAMEHTHPYIOIINE JACSITeIbHOCTh
CITYOBI JICIOTTPON3BOICTBA B €€ PAOOTHUKOB, OPTaHU3AIIIO
BEJICHUS

JIeIIONPOU3BOAICTBRA, NIepeaady Jell B apXUB OpraHU3aIiH, a TAK¥Ke




pemIaMEeHTUPYIOIUE TPYIOBbIE OTHOLIEHHUS;

CTPYKTYpY OpraHu3aluy, e€ 3a1auu 1 (QyHKIUHU, pacTipeieieHue
GyHKIUI MeXy CTPYKTYPHBIMU OAPA3ACICHUSIMU U
CHeNHAINCTaMHU;

TpeOOBaHUs OXpaHbl TPY/a, IPOU3BOJCTBEHHON CAaHUTAPHH,
IIPOTHUBOIIOKAPHOH 3aIUTHI,

OCHOBBI IPaBUJIbHON OpraHU3aluy TPYIa U METOAbI OBBILIEHUS €ro
3 PEKTUBHOCTH;

OCHOBBI YIIPaBJICHHsI BDEMEHEM;

BUIbI OPTaHU3AIIMOHHON TEXHUKHU U MpaBuiia paboThI ¢ HEl;
MeTOo/1bl 00pabOTKHU U 3aIUTH HH(POPMALMK C IPUMEHEHUEM
cpeAcTB UHPOPMAITMOHHBIX 1 KOMMYHUKAIIHOHHBIX TEXHOJIOTHIA;
COBpPEMEHHbIE HH(POPMALIMOHHBIE 1 KOMMYHUKAIIUOHHBIE
TEXHOJIOTHH,

IpUMeHsieMble B paboTe C JOKYMEHTaMH, B TOM YUCIIE IO JTUYHOMY
COCTaBy;

ATUKET U OCHOBBI MEXIYHAPOAHOT'O IPOTOKOIA;

3THKY JEJIOBOTO OOIICHMS;

IpaBUJIa PYCCKOTO S3bIKA;

IpaBUJIa PEYCBOTO STHKETA;

IpaBuiIa MOJIEPKAHUS U PA3BUTUS MEKIMYHOCTHBIX OTHOIICHUIH;
IpaBUJIa MIPOBEICHUS JICIOBBIX IEPETOBOPOB;

[IpaBUJIa OPraHU3aLUU IPUEMA TOCETUTENCH;

IIpaBUJia CEPBUPOBKHU YaiiHOTO (Ko(eHHOoro) cTona;

HOPSI0K NOATOTOBKU U IOKYMEHTHPOBAHUS JI€JIOBOM MOE3/IKH;
MHTEPHET-PECYPCHI IS OCYIIECTBICHHS TPEBEI-TIOIICPKKH
JICJIOBBIX MTOE3/10K;

KOMIUIEKC OpPraHU3aIMOHHO-TEXHUYECKIX MEPOTIPUATHI TI0
HOATOTOBKE U NMPOBEACHUIO KOH(EPEHTHBIX MEPOIPUATHIA;
npaBuiIa OQPOpPMIICHHS JOKYMEHTOB, CO3/JaBAEMBIX B IPOIIECCE
MOATOTOBKH U MPOBEJEHNS KOH(EPEHTHOTO MEPOIIPUSATHS;

COCTaB BHYTPEHHUX W BHEITHUX UH(POPMAITMOHHBIX TOTOKOB;
PYKOBOJICTBO CTPYKTYPHBIX MOJIpa3IesIeHUH, 00pa31ibl Moanucen
JHLL,

UMEIOIIUX MTPABO MOIMUCAHUS U YTBEPKJICHHUS TOKYMEHTOB, U
OTpaHUYEHUS 30H UX OTBETCTBEHHOCTH;

BUJIbI HOMEHKJIATYp i€, o01me TpeOoBaHMs K HOMEHKJIaType Jell,
MOPSAZIOK padOTHI ¢ HEl;

nopsi0K GopMHpOBaHUS U 0POPMIICHHUS AeT, CelU(UKY
(bopMHPOBaHUS OTIIEIBHBIX KAaTETOPUIl JIEIT;

IpaBUjIa XpaHEHUS JIeJl, B TOM YHUCIIe C JOKYMEHTaMHU
OTPaHUYEHHOTO JIOCTYTIA;

IpaBUja BbIIAUU U UCIIOIb30BAHUS IOKYMEHTOB U3
c(hOpMUPOBAaHHBIX JEIT;

MOPSI0K UCTIOJIb30BaHUS TUITIOBBIX MITH BEJJOMCTBEHHBIX IEepeUHen
JIOKYMEHTOB, OIIPE/IEIICHHS] CPOKOB XpaHEHHS B TIPOIIeCCe
HKCTIEPTU3BI LIGHHOCTU JTOKYMEHTOB;

BUJIBI OITUCEH JIeJl OpraHu3aIMy U MIOPSI0K pabOThl ¢ HUMH.

1.2. Kotu4ecTBO 4acoB, 0TBOAMMOE HA OCBOCHHUE NPO(PeCcCHOHAIBHOI0 MOAYJIA
Bcero yacos 312
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N3 aux Ha ocBoenne MJIK_306

B Tom uncne, camocrosrensHas padora 10
Ha MIPaKTUKH, B TOM YHCIIe yaeOHy0 72

U IPOM3BOJICTBEHHYI0 144
MIPOMEKYTOUHAs aTTecTalus 6
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2. CTPYKTYPA U COAEP KAHUE NTPOPECCUOHAJIBHOI'O MOAYJIA

2.1. Temaru4yeckuii niian npogeccuonaabHoro moayas IIM.03 BeinosiHeHue padoT 10 0HOM WM HECKOJIbKHM Npodeccusaim
PadouYMX, JOJLKHOCTIM CIIYKAILUX

O0bem BpeMeHH, OTBEICHHBII HA OCBOCHHE
Ilpakmuka
MEeKTUCHUIIJIMHAPHOTO Kypca (KypcoB)
Oos3aresbHast
Beero 4acon ayIuTOpHAas yuyeOHast
Koasl Harpy3Ka cTyJleHTa
HaumeHoBaHus pasienos (makc. yuebnasn CamocTosiTesIbHA
npogeccuoHaIbHbI B T.4. IIpousBoacrBeHHas,
. NnpoecCHOHAIBLHOI0 MOAYJIS Hazpy3ka u 51 pabora YuebHas,
X KOMIeTeHI Ui JIaGopaTopHbIe 4acoB
npakmuxu) CTyJIeHTa, 4acoB
Bcero, pa6oTsI U
4acoB
4acoB NpaKTH4YecKue
3aHATHS,
4acoB
1 2 3 4 5 6 7 8
OK 1-5,0K 9, M/IK 03.01 Beinmosinenune paéot mo 90 80 24 10 - -
K 1.1 -1.9, JOJIKHOCTH CJIy Kallero
IIK 2.1- 2.5, «Jles0NpoON3BOAUTEJIB)
JAIK 1,2
OK 1-5,0K 9, YIIT 03.01 VYuyebnass mnpaxKTHKa 72 72 -
K 1.1 -1.9, "OcBoeHue BU/I0B padot no
K 2.1- 2.5, npogeccuu " lenonpon3Bogurenn"
AIK 1,2
OK 1-5,0K 9, I 03.01 IIpousBoacTBeHHAS 144 - 144
K 1.1 -1.9, npakrTuka "OcBoeHue BHI0B padoT no
K 2.1- 2.5, npodeccuu "lesonpousBoguresn"
JAINK 1,2
Bcero: 312 74 36 18 72 144
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2.2. Conepxxanmne o0ydenusi no npodeccuonanbuomy moayiaw IIM.03 BoinosiHenue padoT mo oaHOW MM HECKOJBLKHM
npogeccusiM padbouux, JOJKHOCTAM CJIYKAIAX

HaumenoBanue Kozer 3
pa3I[eJ10B KOMIICTCHIIUM,
npo¢eccuoHaILHOI0 Conep:kanne y4eOHOro MaTepHuaJia, NPaKTHYeCKHe 3aHATHS, O0bem | YpoBeHb (DOPII;GOI:I; Oi?:"m
monyas (IIM), CaMOCTOATE/IbHAsA pad0Ta CTYACeHTOB 4acoB | OCBOCHHS cnocoﬁfTByeT
MEKINCHUTITHHAPHBIX JIeMeHT
kypcoB (MIK) u Tem nporpamMmbl
1 2 3 4 5
MJIK 03.01 BoinosiHeHue padoT 1o T0JKHOCTH cJayskamero «/lejonpon3Boauresiby
5 cemecTp 54/26 OK 1, OK
Tema 1. Conep:xkanme 6 2 3,0K 4
JenonpoussoacrBo kak | 1. | JlenonpousBoAcTBO Kak oHa M3 GYHKIMHA yIpaBIeHUs.
OdHa U3 (])yHKIIHﬁ 2. Ienu, 3anaumn JICJIONPOU3BOACTBA, CBA3b C APYT'MMHU JUCUUIIIMHAMU.
YupasJiieHUusl. 3. | OCHOBHBIE ITOHATHSA «ITOKYMEHT», BUJbl JOKYMEHTOB, X Ha3HAUY€HUE U T.].
Tema 2. [Ipodeccusn Conep:xkanne 8 2 OK 1, OK
Jles1onpou3BoOANTEIb. 1. | Beenenue. Ponb npodeccun [enonpousBoaurens. 3HaueHUe npodeccun 2,0K 3, OK
JUIsl OpraHU3ally YIPABJICHUS Ha npeanpusatuu. HopmaruBHbIE TpaBOBbIE 4,IIK 1.5
aKThl U HOPMaTUBHO-METOANYECKHE JOKYMEHTBI, ONMPEEIISIOINE TOPSI0K
JIOKYMEHTAIIMOHHOTO 00ecleyeH sl YIpaBIeHUs!.
2. | IpaBuna TexHukn 6€30MacHOCTH AJIs Aenonpou3Boautens. OxpaHa Tpyaa,
Oe3omacHOCTh Tpyna. Pabouee Mmecto. Opranuzanus pabouero mecra
JIETIOTIPOU3BOAUTEIS
3. | HomxkHOCTHBIE 00s13aHHOCTH AenonpousBoautens [lepeuens 3HaHUH,
KOTOPBIMH JIOJKEH 001a/1aTh J1€10NPOU3BOAUTEND. JJ0MKHOCTHBIE
00s13aHHOCTH ¥ 1ipaBa. OTBETCTBEHHOCTh JI€JIOMPOU3BOIUTEIIS.
IIpakTnyeckue 3aHATHA
6
1. | PaGora ¢ mpodeccnoHanbHBIM  cTaHmapToM « CHnenuamuct 1o
JIOKYMEHTAIIMOHHOMY 00€CIICUECHUIO»
2. | PaboTa ¢ HOpMaTHBHO-METOIMYECKUMH JOKYMEHTAMH JISJIONPOU3BOJICTRA.
3. | Odopmiienue opraHu3alMOHHON CTPYKTYpbI ciyx0b1 JIOV.
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4. | PemieHue 3aa4 1o ONpeAeNeHUI0 YHCICHHOCTH Ciry:k0b1 JIOV.
5. | PazpaboTka MakeTOB OCHOBHBIX OPTraHW3alMOHHO-TIPABOBBIX JOKYMEHTOB
CITY>KOBI.
6. | 3HAKOMCTBO C JIOJDKHOCTHON MHCTPYKIIMEH JAEIOMPOU3BOIUTEIIS.
Tema 3. Opranuszauus Conep:xanue 10
AeJIOBOI NepenucKu 1. |/lenoBoe mUChbMO KaK m1aBHas (hopMa BHEIIHEW KOMMYHHUKAIIMU OPTaHU3alHH.
MeKIy opraHusanusiMu. | 2. Buasl nucem. [IpaBuiia cocraBieHus U 0popMIICHUS TIHCEM.
3. |CTunmucTHKA JIEIOBOTO MUChMa.
4. [IIpaBuia IEKTPOHHOU NEPEIUCKH.
5.
IIpakTHYecKue 3aHATHS 6
1. |CocraBnenue nucem
Tema 4. Opranmsanusa | Cogepkanue 14
paﬁOTbI ¢ JokymeHTaMu | 1. | OCHOBHBIE 3TAIIBl U IPUHIMUIIBI OpraHU3anun ,Z[OKYMGHTOO60pOTa.
2. | Ilpuem nocrynaromux J0KyMeHTOB. OpraHu3aiysi 10CTaBKU JOKYMEHTOB.
3. | Perucrpanus nokymeHTOB. Perucrpauust BXoAsmmx AOKYMEHTOB. JKypHan
pEerucTpanuu BXOASINX JOKYMEHTOB.
4. | [IpaBuna U CPpOKU OTMPABKHU HCXOASIINX JOKYMEHTOB. CrocoObl OTIpaBKU
HACXOAAIIMNX
JIOKYMEHTOB.
5. | llonatus u BuABl BHYTPEHHHUX JOKYMEHTOB. Perucrpaius BHYTPEHHHX
JIOKYMEHTOB.
6. | Homenknarypa gen. @opMupoBaHue el
7. | UndopmanimoHHo-cripaBoyHast paboTa ¢ TOKYMEHTaMHU.
8. | Opranusanus paboThl ¢ JOKyMEHTAMH.
IIpakTHYeckue 3aHATHS
8

1. | Opranuzanus npuema, pacCMOTPEHHUS U PETUCTPALIUN JOKYMEHTOB.

2. | KoHTponb WCHONHEHUS NTOKYMEHTOB ACIHEKTHI B KOHTPOJIE HCIIONHEHHS
JIOKYMEHTOB.
TumnoBble CPOKU MCTIONHEHHUS JJOKYMEHTOB.

3. | CocraBieHue KypHaJla peTUCTPALNH BXOASIINX TOKYMEHTOB.




4. | CocraBieHue )ypHana OCyHUIECTBICHUS KOHTPOJIS UCTIOTHEHHS
OpTraHU3aIMOHHO-

pacHOPSAUTENbHBIX JOKYMEHTOB.

5. | CocraBieHue KypHajla UCXOJSIICH KOPPECTIOHICHITHH.

6. | Opraam3anus paboThl C BHYTPEHHUMU JJOKYMEHTAMHU.

Tema 5. Iloaroroska Conep:xaHue 16
AeN K moc/ienyomemy 1. | 3amauu ¥ 3TAMbl SKCIIEPTU3bI ICHHOCTH IOKYMEHTOB. JKCIEPTHBIC
XpaHEeHN 0 KOMHCCHH.

2. | Opopmnenue aen .OdopmiieHUEe BHYTPEHHEH OMUCH IOKYMEHTOB JIela .

CocrasiieHre OIIUCH JET

XpaHeHHE JIe] B TEKYIIEM JISJOPOU3BOJICTRE.

OcHoBHBIE IOHATHS 00 apXUBHOM XpaHeHuu. [lepenada nenn B apxus.
ITonroroBka u nepegaya JOKYMEHTOB Ha XpaHEHHUE B apXHB.
Odopmienne BbIaun Jena u JIncra-3aMecTuTes.

Cocrasnenue u opopmieHue AKTa O BbIICJICHUH K YHUYTOKEHUIO
JIOKYMEHTOB.

8. | CocraBiieHUE aKTOB O BBIJICJIICHUU JOKYMEHTOB K YHHUTOXCHHUIO.
IIpakTHYecKue 3aHATHS

N oA W

1. | TloarotoBka u nepenaya JOKYMEHTOB Ha XpaHEHHE B apXHB. 4
2. | CocraBnenue u opopmiieHHEe AKTa O BBIICICHUN K YHUYTOKCHUIO
JIOKYMEHTOB.
CamocrosiTesqibHasi padoTa 10

DJEeKTPOHHBINH JOKYMEHTOOOOPOT: TIOHSATHE, JOCTOMHCTBA U MPOOJIEMBI MCTIONIb30BAHUS
AHanu3 HOpMaTUBHO-TIPAaBOBOM 0a3bl COBPEMEHHOTO IOKYMEHTOBEICHHUS

KBanudukaumoHHblii IK3aMeH 6

Y4eOHas npaKkTHKa 72
Buab1 pador

UcnonwsizoBanue CIIC «KoncynbranT [Lmtocy» U Ipyrux MOMCKOBBIX CUCTEM JUIsS pabOTHI C 3aKOHOIATEIbHBIMU
— HOPMAaTUBHBIMHU aKTaMH.

O0paboTka U perucTparus BOIIIINX U UCXOASIIUX JOKYMEHTOB.

Cosnanne 0aHKa JaHHBIX.

Ocy1iecTBII€HHE KOHTPOJIS 32 UCTIOJTHEHUEM JTOKYMEHTOB.
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OTnpaBka HUCIIOTHEHHON JOKYMEHTAIMH aJjpecaraM ¢ IPUMEHEHNEM COBPEMEHHBIX BUJIOB OPraHU3allMOHHON
TEXHUKH, IPOIrPaMMHOI0 00€CICUCHHUSL.

OdopmieHne u perucTpanus ciykeOHbIX JOKYMEHTOB, coriacHo TpeboBanusm 'OCTa.

®opmupoBanue aen. OdopmiieHHe el A1 ApXUBHOTO XpaHEHUS.

CocraBieHnue onuceu Jaen.

[ToaroroBka mpoeKkTa HOMEHKJIATYpPBI €.

Obecneuenne ObICTPOTO MOMCKA JOKYMEHTOB 110 HAyYHO-CIIPABOYHOMY amrapary (KapToTeKaM) OpraHu3aluu.
IToaroroBka u nepenaya JOKyMEHTOB Ha apXMBHOE XPAHEHHUE.

PaboTa B JOKyMEHTaMH, COAEPKAIMMU KOH(UACHINAIBbHYIO HH(OPMALIHUIO.

IIpon3BoacTBeHHAs NPAKTHKA

Buab1 patdor

Hcnonb3oBanue CIIC «KoncynbranT I1mtocy U Ipyrux moMcKOBBIX CUCTEM AJIsl pabOThI C 3aKOHOAATEIbHBIMU
— HOPMaTUBHBIMU aKTaMH.

O0paboTKa U perucTpanus BOAALIMX U UCXOIAIUX JOKYMEHTOB.

Co3nanue OaHKa JaHHBIX.

Ocy1ecTBieHne KOHTPOJIS 3@ UCIIOJHEHHUEM JIOKYMEHTOB.

OTnpaBka MCIIOJHEHHOM JOKYMEHTAUK apecaTaM ¢ IPUMEHEHUEM COBPEMEHHBIX BUJIOB OpPraHU3aLlUOHHOM
TEXHUKH, IPOrPAaMMHOI0 00€CIeUCHHUSL.

OdopmiieHHEe U peTUCTpalUs CITYKEOHBIX JIOKYMEHTOB, cortacHo Tpeboanusm ['OCTa.

®opmupoBanue aen. OdopmiieHHe el A1 ApXUBHOTO XpaHEHUSI.

CocrasiieHue ommcei aei.

[ToaroroBka mpoeKkTa HOMEHKJIATYPBI €.

OGecmnieuenne OBICTPOTO MOUCKA JOKYMEHTOB IO HAYYHO-CIIPABOYHOMY aNmapary (KapToTeKaM) OpraHU3aIiH.
[ToaroroBka u mepenaya JOKyMEHTOB Ha apXMBHOE XpaHEHHE.

PaGora B fokymMeHTaMH, cOAePKAIUMH KOH(UIEHIHAILHYI0 HHGOpMaLHIO.

144

Bcero:

312
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3. YCJOBHUS PEAJIM3ALIMM MPOTPAMMBI MMPO®ECCHOHAJIBHOTO

MOIYJISI TM.03 BBIIOJHEHUE PABOT IO OJHOH WIHU
HECKOJBbKMM  MNPO®ECCHUSAM  PABOYUX, JOKHOCTSM
CIYIKALLMX

3.1. TpeboBaHMs K MUHUMAJIbHOMY MAaTEPUAJTIBLHO-TEXHUYECKOMY 00ecredeHHI0

Peamuzamust  mporpamMmbl  MOAynsl  OOecCIiedeHa  HajaudWeM  KaOWHeTa
«/loxkymeHTanmoHHO€E 0OecreueHre yIpaBICHUS ».

OO6opynoBaHue yuyeOHOTO KaOuHeTa:

— KOMIUIEKT OJIAaHKOB, PETHCTPAllMOHHBIX (OpM, OpraHu3alMOHHO —
pacnopsIMTEIbHBIX JOKYMEHTOB YUE€OHBIX IPEANPUATUH;

— KOMIUIEKT Y4e€0HO — METOAMYECKOW, 3aKOHOAATEIbHOM M HOPMAaTHUBHOMN
JOKYMEHTAIINH;

— HaITISAOHBIC TTOCOOHS;

— JINIIEH3WOHHOE MPOrpaMMHOE oOecIiedeHre MpodheCCHOHATLHOTO Ha3HAYCHUS
(Koncynsrant Intoc);

— CTOJIBI — TPAIEIUHU TTO0 KOJIMYECTBY OCAJOYHBIX MECT, YTIIOBOM CTOI.

Texnuueckue cpencTBa 00ydeHus: KaOuHeTa:

— KOMITBIOTEPHI;

— MHOTO(YHKIIMOHAJIbHOE YCTPOMCTBO;

— MallvHa JIJIsl yHUYTOXKEHUs OyMmard,

— OpOIIIOPOBAJIbHBIN anmapar;

— pe3ak Jiy1s Oymaru;

— KOMILJIEKT y4eOHO-METOANYECKON JOKYMEHTAIIUH.

OGopynoBanue Jjaboparopui MU pabodMx MecT Jaboparopuu «YueOHas
KaHIEeNApHUs» (CIy>k0a JOKYMEHTAIIMOHHOTO O0CCIICUCHHSI YITPABICHUS )»:

—  KOMIUIEKT  OJIaHKOB,  PETUCTPAIMOHHBIX  (OpPM,  OpraHU3AI[MOHHO-
pactopsIUTEIbHBIX JOKYMEHTOB,;

— KOMIUIEKT y4e€OHO-METOAMYECKOM, 3aKOHOAATEIbHOM U  HOPMATHUBHO-
METOINYECKON TOKyMEHTAITUH;

— HaITISAIHBIC TTOCOOMS;

— JIUIEH3WOHHOE MPOorpaMMHOE obecrieueHre MpoQheCcCHOHATFHOTO Ha3HAYCHHUSI
(Koncynprant ILmtoc);

— CTOJIBI-TpAarneyu, yriioBou CToJ.

Peanuzamus mporpamMmbl  MOAYNS TpEAroNaraeT oO0s3aTeNbHYI0 YYEOHYIO
MIPaKTHUKY.

3.2. HapopmannonHoe odecnevyeHue 00ydeHust
Ilepeuens  pexomMeHayeMbIX  y4eOHbIX  u3aaHuid, HHTepHeTr-pecypcos,
JAOTOJHHUTEJIbHOM JIUTepPaTypbl

OCHOBHbIE HCTOYHUKH:
1. brikoBa, T. A. JlokymMmeHTallMOHHOE 0OecTieueHUe yIpaBieHus (eI0MPOU3BOJICTBO):
yue0. mocobue yisi CTYACHTOB O00pa30oBaTebHBIX YUpEXKIACHUU cped. Mpod.
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obpazoBanus / T. A. beikoBa, T. B. Ky3uenona, JI. B. Cankuna; noxa o6mr. pen. T. B.
Ky3nenoBoii. — 2-¢ u3n., nepepad. u gon. — Mocksa: MHOPA-M, 2021. — 304 ¢. —
URL.: https://znanium.com/catalog/product/1141796 (mata  oOparicHHS:
01.03.2022). — Pexum moctyma: juis 3apeructpup. umrtarenedi DbC. — Tekcr:
ANEKTPOHHBIM.

. I'mapguii, E. B. JlokyMeHTaImonHoe oOecIieueHre yupaBieHus: yuae0. mocooue s

CTYIEHTOB 00pa30BaTeNbHBIX yUpexkIeHu# cpel. npod. oopazosanus/ E. B. [maguii.
—  MockBa: PHUOP: HMH®PA-M, 2020. - 249 c¢. - URL:
https://znanium.com/catalog/product/1065817 (mara obpamenus: 01.03.2022). -
Pexxum nocryna: nns 3apeructpup. ynrareneit 9bC. — TekcT: 31eKTpOHHBII.

l[Ol'[O.JIHI/ITe.]'IbeIe HCTOYHHUKH:

1.

I'yryeBa, T. A. KonduneHnuuansHoe AelIONPOU3BOJCTBO: yued. mocobue aiis
CTyAE€HTOB 00pa30BaTelIbHBIX VUPEKISHUM cpea. mnpod. obOpa3zoBaHus /
T. A. I'yryeBa. — 2-e u3a., mepepad. u gor. — Mocka: UH®OPA-M, 2021. — 199 c.

— URL: https://znanium.com/catalog/product/1191331 (mara oOpaiueHus:

01.03.2022). — Pexwum nocrtyma: mis 3apeructpup. unrarenein ObC. — Tekcr:

ANEKTPOHHBIM.

. 3BepeBa, B. Il. Opranuzanus U TEXHOJOTUsA PabOThl ¢ KOH(PUACHIUATLHBIMU
JOKyMEHTaMM: yueO. JJIsl CTyJEHTOB 00pa30BaTEeIbHBIX YUPEXKACHUHN cpea. mpod.
obpazoBanus / B. I1. 3Bepera, A. B. Hazapos. — Mocksa: KYPC: UH®PA-M, 2020.
— 320 c. — URL: https://znanium.com/catalog/product/1078083 (nara oOpaieHus:
01.03.2022). — Pexwum nocrtyma: jis 3apeructpup. unrtarencii DbC. — Tekcr:
AIIEKTPOHHBIM.

. Kabamos, C. FO. Opranuzanusi oOiero u CrneudaibHOTO JCIONPOU3BOJICTBA B
opraHax MECTHOTO caMmoOympaBlieHus: yueol. nocobue g CTYICHTOB
00pa3oBaTeNbHBIX yupexaeHu cpea. npod. oopazosanus / C. F0. Kabamon. —
Mocksa: NH®PA-M, 2022. — 421 C. — URL:
https://znanium.com/catalog/product/1855469 (mara oopamenus: 01.03.2022). —
Pexxum nocryna: gis 3apeructpup. unrarenein IbC. — TekcT: 31neKTpOHHBIM.

. MambikuH, A. C. ApxuBHOE €0 B cyle: y4ed. mocoOue mJisi CTYJIECHTOB
o0Opa3oBaTeNbHBIX yUpSXKIACHHH cpe. mpod. obpazoBanus / A. C. MaMbIKuH. — 2-
e wu3n., jgom. u wuchnp. — Mocksa: PI'VIIL, 2020. — 219 c¢. — URL:
https://znanium.com/catalog/product/1190638 (nara oopamenuns: 01.03.2022). —
Pexxum nocryna: nns 3apeructpup. ynrtareneit ObC. — TekcT: 37eKTpOHHBI.

. OcoOEHHOCTH  OpraHU3allMOHHO-TEXHUYECKOTO  obecreueHuss  cyaeOHOU

NeSTEIbHOCTH: yueO. mocoOue Uisi CTYIEHTOB O00pa30BaTENIbHBIX YUPEKICHUN

cpen. nmpod. oopazosanus / aBT.-cocT. E. B. I'epacenko. — Mocksa: PI'VII, 2020. —

284 c¢. — URL: https://znanium.com/catalog/product/1689603 (mata oOpamieHus:

10.03.2022). — Pexum npocryma: juis 3apeructpup. uutareneii 9bC. — Tekcr:

AJIIEKTPOHHBIM.

18



Iepuoauyeckne n3aaHus (0Te4eCTBEHHbIE KYPHAJIbI):

1. ITpodeccuonanbuoe obpa3oBanue B coBpemennoMm mupe: Professional education
in the modern word: Bcepoccuiickuii Hay4HBIH JKypHaAl / yYpeIUTENb
denepallbHOE TOCYIapCTBEHHOE OOKeTHOE 00pa30oBaTelbHOE YUPEKICHHE
BeICIIEr0  oOpa3oBaHus «HOBOCHOMpPCKHMIA  TOCYJapCTBEHHBIM  arpapHbBIi
yauBepcutet. — 2011 - . — HoBocubupck: ®I'VII «Mznarenscto CO PAH», 2020
-. -ExexBapt. — TeKCT: HEMOCPEICTBEHHBIN.

2. CripaBOYHUK KaJIpOBHKA: KypHAJ PyKOBOAUTENS KaAPOBOU CIYkObI / yUpeauTenb
00O K®II «Axtron». - 2011 —. - MockBa: OO0 «MILI®DPy», 2018 - . - Exemec.
— TeKCT: HEeMOCPEACTBEHHBIN.

3. Ympasnenue npoekraMmu: HHHOPMAITMOHHO-aHAIUTHYECKUH KypHal. — 2004 - . —
Mocksa: OO0 «VckyccTBo ynpasieHust npoektammy», 2020 - . - Exemec. — Tekcr:
HEIOCPEACTBEHHBIMN.

HuTepHer-pecypcenl:

1. T'apanTt: uHbopMannoHHO-paBoBO# moptain: caT. — URL: http://www.garant.ru
(mara ob6pamenusi: 01.03.2022). — TekcT: 21€KTPOHHBIN.

2. TAY TocynapctBennsniit apxuB Ky3zbacca: cailT. — URL: http://arhiv42.ru/(nata
obpamienus: 01.03.2022). — TekcT: 3IEKTPOHHBIN.

3. Koncynprant [lmoc: HanexkHas mpaBoBas HOIepkKa: J[edomponu3BOACTBO: CAMT.
— URL: http://www.consultant.ru/law/podborki/theme-deloproizvodstvo/ (mara
obpamenusi: 01.03.2022). — TekcT: AIeKTPOHHBIMN.

3.3. O0mme TpeOGOBAHUSA K OPraHMU3anuM 00Pa30BaTEeJIbHOIO NpoLecca

OcBoenne IPOrpaMMBbl MOJIYJIS Oazupyercs Ha W3Y4YEHUN
oOmenpodeccuoHaIbHBIX TUCUUTLTAH «IKOHOMUYECKAs TEOPUS»,
«IIpodeccronanbHas 3THKa W TICUXOJOTHUS JeNOBOro obmeHus». I[Iporpamma
npodeccuonanpbHoro Moxyias IIM.03 BeinojiHenue padoT mo OAHOW WM
HECKOJIBKHUM TmpodeccusiM  padovux, [JO/LKHOCTAM  CJOYXKAIIMX  BKIIOYAET
TEOPETUYECKUE U MTPAKTUUECKUE 3aHATHSI.

OO0si3aTeNbHBIM ~ YCJIOBHEM  JIOMYCKa K  Y4eOHOM TpaKTHKE B  paMKax
npodeccuonanpbHoro wmoxynst I[IM.03 BbinosiHenue padoT NMO OXHOW WJIM
HECKOJBLKUM NpodeccusiM padovyux, J0JKHOCTAM CIYKAIIMX SIBISIETCS OCBOCHHUE
MK 03.01 BoinosiHenune paodor mno AOJIAKHOCTH CJIyKaIIero
«Jlesonmpou3BOANTE LY. YUueOHas MPaKTUKA MTPOBOJUTCS B TaOOPATOPUHN TEXHUKyMa
«YueOHasi KaHLETSAPUS».

3.4. KaapoBoe o0ecneueHue 00pa3oBareibHOIO Mpouecca

Tpebosanus K Keanuukayuu neoacocuUyecKux Kaopos, O0CYuecmesiouux
0byyeHue no npogheccuoHaIbHOMy MOOYIIO.

Peanuzanmst  mporpamMMmbel  mpodeCcCHOHAIBLHOTO  MOXIYAs  oOecredeHa
MeJarornuyeCKuMu KajpaMu, UMEIOIIMME BBICIIIee MpodeccuoHaIbHOEe 00pa3oBaHue,

COOTBETCTBYIOIIEE TTPODHITIO MOTYIIS.
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[IpenonaBarenu, oCymecTBIAOMNE 00yUYeHHE MO NMPOPECCUOHATEHOMY MOJYIIO,
MMEIOT OMBIT JAEATEIbHOCTH B OPraHU3alMAX COOTBETCTBYIONIEH MPOQEeCCHOHATBEHON
ctepsl. J[aHHBIE TPENOIaBaTEH MIPOXOIAT CTAKUPOBKY B IPO(PHIIEHBIX OpTraHU3aIHASIX
HE pexe OJTHOTO pasa B 3 roja.

Tpebosanua Kk Keanuguxayuu neodazocudeckux Kaopos, OCYUWecmaAIOUUX
PYKOBOOCMEO NPAKMUKOLL.

[legarornueckue pabOTHHKH, OCYIIECTBIISIOIINE PYKOBOJICTBO
IIPOU3BOJICTBEHHON MPAKTUKOM, UMEIOT BhICIIee MpodecCHOHalbHOE 00pa3oBaHUeE,
COOTBETCTBYIOLIEE TPOMUITIO MOTYIIS.
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4. KOHTPOJIb n

JAEATEJIBHOCTN)

OIIEHKA

PE3VYJIBTATOB sl
HPOPECCHUOHAJIBHOI'O MOAVJIA (BUOA ITPOPECCHOHAJIBHOU

4. KOHTPOJIb 1 OINEHKA PE3YJIBTATOB OCBOEHUA
HPOPECCHUOHAJIBHOI'O MOAVYJIA

OCBOEHMUA

Oo6mas/npodeccnonajbHa

Tun oneHoYHBbIX

1, JOMOJIHUTE/IbHAA Pa3nen/Tema .
MeponpuATHA
KOMIIeTEHI U
OK 01-05, 09 TEMA 1-5
K 1.1-1.9 TEMA 1-5 Tecruposase
B
MK 2.1-2.5 TEMA 5 PIHIOIHERAE
MPAKTUICCKUX 3aTaHUN
JIIK 1,2 TEMA 4,5
OK 1-5,0K 9,
IIK 1.1 -1.9, B KBanudukanmoHHbIi
IK 2.1- 2.5, CC TEMBL. SK3aMeH

JUIK 1,2
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