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Ha pa0o4yIo NporpaMmy AUCHUIIMHBI
OIL. 01 [TesioBasi KyJabTYpa

1. OOaacTh NpuMeHeHUs1 padoyeid MPOrpaMMbl TMCUMUILINHBI:
Hucuurmna OI1.01 JlenoBas KynbTypa sIBISETCS 4aCTbI0 OCHOBHOU MPOodheccroHanbHON
oOpazoBarenbHoil mporpammbl B cooTBercTBUM ¢ DPI'OC CIIO mo mpodeccun 46.01.03
«Jlenonpou3BOAUTED.
Brxotouaet B cebsi: macnopt pabodeil mporpaMmbl y4eOHOM AUCIUIUIMHBI, CTPYKTypa U
coJiepKaHue Y4eOHOU TUCIUIUIMHBI, YCIOBUE Pean3alui yueOHOM TUCIUILTUHBI, KOHTPOJIb U
OIIEHKA pe3yJIbTaTOB OCBOCHUS YU€OHOM JUCHIUTIIUHBI.

2. Mecto aucuuniaunbl B cTpykrype OIIOII:
Hucrumnaa OI1.01 [lenoast KynbTypa BXOJIUT B 0OmIenpodeccuoHaIbHbIN yueOHBIN
UK.

3. Heab u miiaHupyeMsblie pe3yabTaTbl 0CBOCHHS TUCUHUILINHBI:

B pamkax mporpaMMbl y4eOHO#N AMCITUIUTMHBI 00YYaIOMIMMUCS OCBAMBAIOTCS YMECHHS U
3HAHUSI.

B pesynemame oceoenus oucyuniunvl 006y4aroumuiicss O0OAHCeH ymemsy:
-3(ppeKkTUBHO y4acTBOBATh B MPOGECCHOHATBHOW KOMMYHUKAITUH;
- coOIoAaTh MpaBUiia pEUEBOT0 ITUKETA B JCIIOBOM OOIICHUY;
- COCTaBJISATh U OTIIPABJIATH JICIOBYIO KOPPECIIOHACHITUIO HA OCHOBE MPUHSTHIX TIPABUIL

B pesynemame oceoenus oucyuniunvl 00y4arowuiics 00IH#CeH 3HAMb.!
- MpaBUJIa TIOBEICHUSI YEJIOBEKA;
- HpaBCTBEHHBIEC TPeOOBaHUS K MPOPECCUOHAITBHOMY TTOBEICHUIO;
- IICUXOJIOTUYECKHUE OCHOBHI OOIIICHMS;
- OCHOBHBIE TIPaBUJIa TOBEIECHUECKOTO ITHKETA: MPUBETCTBUS, 3HAKOMCTBA, HOPMBI OTHOIICHUIA
B KOJIJICKTHBE;
- OTHOIICHHSI PyKOBOJMTEIIS U TIOTYUHEHHBIX;
- HOPMBI PEYEBOTO ITUKETA B JIETIOBOM OOIIICHHH.

B pe3ynvmame oceoenus oucyuniunsl 00yuarowuiics 0oaxicen 001a0ams oOwuMu u
npoGecCcuOHATbHBIMU KOMNEMEeHYUAMU.!
OK 1. ITornMaTh CyIIHOCTh M COIMAJIBHYIO 3HAYMMOCTh OyayIiel mpodeccuu, MposBIIsATh K
HEW yCTOMYMBBIN UHTEPEC.
OK 2. Opranu3oBbIBaTh COOCTBEHHYIO ACATEIHLHOCTD, MCXO/ISI U3 IS U CIIOCO00B ee
JTOCTHKCHHSI, OMIPEICTICHHBIX PYKOBOIUTEIIEM.
OK 3. Ananm3upoBaTh pabovyIo CUTYyaIlI0, OCYIIECTBIIATh TEKYIIIMA U UTOTOBBIN KOHTPOJb,
OIICHKY ¥ KOPPEKIIUIO COOCTBEHHOU NIEITEILHOCTH, HECTH OTBETCTBEHHOCTD 3a PE3YJIbTAThI
CBOEH pabOTHI.
OK 4. OcymiecTBisaTh MOUCK WH(POpMAIUK, HEOOXOAMMOM 111 Y(PPEKTUBHOTO BHITIOJTHCHHUS
npodeccuoHaNbHBIX 3a1a4.



OK 5. Ucnonp3oBaTh HHGOPMAIIMOHHO-KOMMYHUKAIIMOHHBIE TEXHOJIOTHH B
npodeccuoHaNbHOM 1eATeIbHOCTH.

OK 6. Paborats B KOoMaHe, 7h(PEKTUBHO 0OIMIATHCS C KOJUIETaMU, PyKOBOACTBOM,
KITMCHTAMH.

OK 7. cionHATh BOMHCKYIO 0053aHHOCTH™(2), B TOM YHCIIe ¢ MPUMEHEHHEM MOIyYSHHBIX
npodeCCUOHANIbHBIX 3HAHUH (1151 FOHOIIICH).

IIK 2.1. ®opmupoBats jaena.

[1K 2.2. O6ecnieunBaTh OBICTPHIN MOUCK TOKYMEHTOB 110 HAyYHO-CIIPABOYHOMY aIlapary
(kapToTEeKaMm) opraHU3aIUH.

[1K 2.3. Cuctematu3npoBaTh U XpaHUTh JOKYMEHTHI TEKYIIIETO apXUBa.

I1IK 2.4. O6ecnieunBaTh COXpAHHOCTh MTPOXOAIIEH CIIYKEOHOH JIOKYMEHTAIIUH.

[1K 2.5. T'oToBUTH 1 MepeaaBaTh JOKyMEHTHI Ha apXUBHOE XpaHCHHE.

[1K 2.6. O6ecrieunBaTh COXPAaHHOCTH APXUBHBIX IOKYMEHTOB B OpTaHHU3AIlHH.

Pexomenayemoe KOJIM4€CTBO YaCOB
HAa OCBOEHHe padoyeil MPOrpaMMbl M CHUIIMHBI:

MakcuManbHOM yueOHO# Harpy3ku oOyyatoiierocs 54 Jaca,
B TOM 4YHCJIe: 00s13aTeNbHON ayJUTOPHOM yueOHOI Harpy3ku oOydatomierocs 51 yacos;
CaMOCTOSTEIILHOM paboThI 0OyJaromerocs 3 Jaca.

AHHOTAIUA
Ha pado4yro MporpaMmy AMCIHUTLIAHBI
OIl. 02 ApxuBHOe /1€J10

1. Ob6saacTh npuMeHeHus1 padoyeil MPOrpaMMbl IMCUMILIUHBI:

Hucnnmummaa OI1.02 ApxuBHOE J1e710 SIBJSCTCS YaCThI0 OCHOBHOM IpoQecCHoHaTbHON
oOpazoBarensHOil Tporpammbl B cooTBeTcTBHH ¢ PI'OC CIIO mo mpodeccmm 46.01.03

«I[GJ'IOHpOI/ISBOI[I/ITeHB» .

Bxitouaet B ceOsi: macnopt pabodeil mporpaMmbl y4eOHOM AUCHMIUIMHBI, CTPYKTYpa U
coJiepkaHue y4eOHOM NUCUUIUIMHBI, YCIOBUE peau3alui Y4eOHON UCUUILIMHBI, KOHTPOJIb U

OIICHKA pe3yJIbTaTOB OCBOCHHUS YU€OHON JUCHIUTIIUHBI.

1. Mecrto aucuunimnnsl B crpykrype OIIOIL:
Huctumnaa OI1.02 ApxuBHOE /€710 BXOAUT B 00111enpodeccHnoHaIbHbIN YUeOHbIN ITUKIL.

2. Heab n niiaHnpyeMble pe3yabTaTbl 0CBOCHHUS IMCUMILINHBI:

B pamkax nmporpamMmmbl yueOHON THUCHMIUIMHBI O0YyYaIOIIUMUCS OCBAaMBAIOTCS YMEHUS U

3HAHUS.

B pezynomame oceoenus oucyuniunsl 06y4aromuiics 00IHCeH yMems.!
-KaccuuIupoBaTh TOKyMeHTH ApxuBHOTO Qonma Poccuiickoit deneparumy;
-yCTaHaBIMUBATh (POHIOBYIO MPUHAATIE)KHOCTh TJOKYMEHTOB;

B pezynomame oceoenus oucyuniunvl 00y4aowuiics 00IHCeH 3HAMb.

- 3a]1a4u apXUBHOM Ci1y»KObI B Poccuiickoit denepanu;

- CUCTEMY apXMBHBIX yupexxaeHni B Poccuiickon denepanny;

- IPU3HAKU KJIACCU(PUKAIIUU TOKyMEHTOB ApxuBHOro pouaa Poccuiickoit @eneparuu;
- PEXUM U CIOCOOBI XpaHEHHUS aPXUBHBIX JTOKYMEHTOB, OPSIOK BbIA4H JE.



B pe3ynemame oceoenus Oucyunaunvl obOyuarowulics 0oJdicen 0baadamsv  00wWUMU
KOMNemeHYUusaMu:

OK 1. [TonumaTh CyIIHOCTb M COLIMAJIBHYIO 3HAYMMOCTh Oyyiel npodeccuu, mposiBIsTh K
HEW YCTOWYMBBIA UHTEPEC.

OK 2. OpranuzoBbIBaTh COOCTBEHHYIO JEATEIHLHOCTh, UCXO/S U3 IIETTU U CIIOCOO0B ee
JOCTUKECHHUSI, ONIPEICTICHHBIX PYKOBOUTEIEM.

OK 3. Anaymm3upoBath pab04yr0 CUTYAIHIO, OCYIIECTBIATH TEKYIIUA U UTOTOBBIN KOHTPOJIb,
OLICHKY U KOPPEKIUIO0 COOCTBEHHOM AESITETbHOCTH, HECTH OTBETCTBEHHOCTH 33 PE3yJIbTaThl
CBOEH pabOTHI.

OK 4. OcymiecTBisATh MOUCK HUH(POpMAIIUU, HEOOXOIUMOM 11 3P(HEKTUBHOTO BBHIMOIHEHUS
npodeccroHanbHbIX 3a/1a4.

OK 5. Ucnonb3oBaTh HHGHOPMAIIMOHHO-KOMMYHUKAIIMOHHBIE TEXHOJIOTHH B
npodeccruoHanbHOM ACSTEIBHOCTH.

OK 6. Paborats B koMaH/ie, 3 (PEKTUBHO 00IIATHCS C KOJUIETaMU, PyKOBOACTBOM,
KJIMEHTaMHU.

OK 7. UcnonHATh BOMHCKYIO 00SI3aHHOCTH™*(2), B TOM YHCJIE C MPUMEHEHUEM TTOJTYUYEHHBIX
PO ECCUOHATIBHBIX 3HAHUH (U1 FIOHOIIEH).

[1K 2.1. ®opmupoBath nena.

[IK 2.2. ObecnieunBaTh OBICTPHIN MOUCK JTOKYMEHTOB 110 HAYYHO-CIIPABOYHOMY arapary
(kapTOoTEeKam) OpraHU3allUU.

[IK 2.3. CucremaTu3upoBaTh U XPaHUTh JOKYMEHTHI TEKYIIETO apXHBa.

[IK 2.4. ObecnieunBaTh COXpPAaHHOCTH MPOXOJISIICH CIIyKEOHOW TOKYMEHTAIIUH.

[1IK 2.5. I'oToBUTH U TIepeaBaTh JOKYMEHTHI Ha apXHUBHOE XpaHEHUE.

[1IK 2.6. OGecnieunBaTh COXPAaHHOCTh APXUBHBIX JIOKYMEHTOB B OpTaHU3AIIHH.

PexomeHnayemoe KOJIM4€CTBO YaCOB
HA OCBOEeHHeE padoyeil MPOrpaMMbl M CHUIIMHBI:

MakcumanbHON yueOHON Harpy3ku ooyuatoierocsi 36 4acos,
B TOM 4YHCIIe: 00s13aTeNbHON ayJUTOPHOM yueOHOM Harpy3ku oOy4arorierocs: 34 yaca;
CaMOCTOSTENIbLHOM paboThl 0OyUarolerocs 2 yaca.

AHHOTAIUA
Ha padouylo NporpamMmy JUCIHUNIHHBI
OILl. 03 OcHOBBI 1€JI0NPOU3BOICTBA

1. ObsacTb npuMeHeHusi padoveil NPOrpaMMbl JUCHHUILIUHBI:
HMuctuniauaa OIL03  OcHOBBI  ACIONPOU3BOJCTBA  SBIISIETCSA YacThIO OCHOBHOM
npodeccuoHanbHOM oOpa3oBarenbHOM mporpammbel B cooTBerctBuM ¢ PI'OC CIIO mno
npodeccun 46.01.03 «/lenonpon3BoAUTENDY.
BrxomrouaeT B cebsi: macnopt pabodeit mporpaMmbl y9eOHON AUCIUIUIUHBI, CTPYKTYpa U
coJiepKaHue y4eOHOU TUCHUILIMHBI, YCIOBUE pealn3aluu yueOHOM TUCIUILTUHBI, KOHTPOJIb U
OIICHKA PE3yJIbTATOB OCBOCHUS YICOHOW JUCITUTIIIMHBI.

2. Mecto nucuuiuidabl B cTpykrype OINOIL:
Hucuunnuna OI1.03 OcHOBBI A€TONPOU3BOACTBA BXOIUT B 00IIENpodeccrnoHaTbHBIHN
y4eOHBINA UKIL.

3. Lesb u niIaHupyeMble pe3yJabTAThl 0CBOCHHUS U CUMIJIMHbBI:



B pamkax nporpammbl y4eOHOM AMCHMIUIMHBI O0YYarOUIMMUCS OCBAUBAIOTCA YMEHUS U
3HAHUSI.

B pesynemame oceoenus oucyuniunvl 006y4arouuticss OOAHCeH ymMemsy:

- 0(OPMIISITH Pa3IMYHbIE BHUJIBI ITHCEM;

-OCYIIECTBIISTh JOKYMEHTUPOBAHUE OPraHU3allMOHHO-PACTIOPSIUTENBHON IESITEIbHOCTH
YUPEKICHUM.

B pesynemame oceoenus oucyuniunvl 00y4aowuiics 00AH#CeH 3HAmMb.

- OCHOBHBIE CBE/ICHHSI U3 UCTOPUH JIETONPOU3BO/ICTBA;

- 001IMe MOJIOKEHUS TI0 JOKYMEHTHUPOBAHUIO YITPABICHUYECKOU A TEIbHOCTH;

- BUJIbI IOKYMEHTOB: TPYJIOBBIE IOTOBOPBI, IPUKA3bl O MPUEME U YBOJIbLHEHHE, IEPEBOJIC,
TPYIOBbIE€ KHUKKH, TNYHBIE KAPTOUKU PAOOTHUKOB.

B pe3ynemame oceoenus oucyuniunsvl obyuarowuiics 001dcen 0o1adams 0OuUMU
KOMNemeHYyusaMu.:
OK 1. [TonrmaTh CyIIHOCTh M COLMAJIBHYIO 3HAUMMOCTh Oyay1el npodeccuu, mposiBIsATh K
HEW YCTOWYMBBIA UHTEPEC.
OK 2. Opranu3oBbIBaTh COOCTBEHHYIO ACATEILHOCTD, UCXO/S U3 IIETH U CIIOCOOOB €€
JOCTHKEHUS, ONPEACIIEHHBIX PYKOBOAUTEIIEM.
OK 3. Anaimm3upoBath pab04yr0 CUTYAIHIO, OCYIIECTBIATh TCKYIIIHA U UTOTOBBIN KOHTPOJIb,
OLICHKY U KOPPEKIUIO0 COOCTBEHHOH AESITETbHOCTH, HECTU OTBETCTBEHHOCTH 33 PE3YJIbTaThl
CBOCH pabOTHI.
OK 4. OcymiecTBiATh TOUCK UHPOPMALIUU, HEOOXOTUMOU 7151 3(D(PEKTUBHOTO BBITOIHEHUS
npo(hecCHOHANBHBIX 3a]a4.
OK 5. Mcnonb3oBath HHGOPMALMOHHO-KOMMYHUKAIIMOHHBIE TEXHOJIOTUH B
Mpo(EeCcCUOHANIBHOMN AESATENbHOCTH.
OK 6. Paborats B koMaH[e, 3¢ (HEKTUBHO 0OIIATHCS C KOJIIETaMH, PyKOBOJICTBOM,
KJINEHTaMHU.
OK 7. UcnonHATh BOMHCKYIO0 00s13aHHOCTH*(2), B TOM YHUCJIE C MPUMEHEHHUEM TOTYUYECHHbBIX
PO eCCUOHANIBHBIX 3HAHUH (U1 IOHOIIEH).

B pesyrvmame  oceoenuss  oucyuniumel  obyuarowulicsi — 00aXCeH — 001a0amo
npogheccuoHanbHbIMU KOMIEMEHYUSMU:
IIK 1.1. [IppuHUMAaTh U PETUCTPUPOBATH MOCTYIAXOUTYI0 KOPPECTTOHAEHIINIO, HAIIPABJISATD €€ B
CTPYKTYpHBIE MOAPAa3/e/ICHNs OpraHu3aIuu.
[1K 1.2. PaccmarpuBath JOKyMEHTHI U TIEpEIaBaTh UX HA UCIIOJHEHHUE C YYETOM PE30JIIOLINU
PYKOBOAUTEIICH OPraHU3aLUH.
I1K 1.3. OdgopMisaTh perucTparmoHHbIe KAPTOUYKU U CO3/1aBaTh OAHK JaHHBIX.
[1K 1.4. Bectu KapTOTEKY yueTa NPOXOKICHUS JOKYMEHTAIbHBIX MaT€PUAJIOB.
ITK 1.5. OcyuiecTBIsSITh KOHTPOJIb 38 TPOXOKACHUEM IOKYMEHTOB.
[1K 1.6. OTnpaBasiTh UCTIOTHEHHYIO IOKYMEHTAIMIO aJjpecaTaM ¢ IPUMEHEHUEM
COBPEMEHHBIX BUJIOB OPTaHU3AIIMOHHOW TEXHUKHU.
[IK 1.7. CoctaBusith 1 0HOPMIISITH CITy>KEOHBIE TOKYMEHTBI, MAaTEPUAJIbI C HCTIOJIb30BAHHEM
(bOpMyTISIPOB TOKYMEHTOB KOHKPETHBIX BHJIOB.

PexomMengyemoe KOJIM4€CTBO YaCOB
HA OCBOEHHUE padoyeil MporpaMMbl JUCHUILIHHBI:

MakcuManbHOM yueOHOM Harpy3Kku odyuarorierocs 36
4acoB,B TOM UHCJIE:



- 00s13aTENIbHOM ayAUTOPHOI y4eOHOI Harpy3ku oOydaromierocs 34 4acos;
- CaMOCTOSITEILHOM paboThI 00y4aroIerocs 2 yaca.

AHHOTAIUA
Ha pado4y1o mporpaMmy AMCIUTIIAHBI
OIl. 04 Opranu3anuOHHAS TEXHUKA

1. Ob6aacTs npuMeHeHust pabo4eil NPOrpaMMbl JUCHUIIIHHBI
PaGouast nporpaMma TUCIUIUIMHEI SBISIETCSA YaCThIO OCHOBHOM MPOQEeCCHOHATBHOMN
obpazoBarensHOM TIporpaMmbl B cooTBeTcTBUU ¢ PI'OC CIIO no npodeccun 46.01.03

«I[GJ'IOHpOI/ISBOI[I/ITGJIB» .

2. Mecto mucuunjauHbl B cTpykrype OIOII:
JNucuumiuna OI1.04 gucuurmiiaa BXOIUT B 001enpodheCCHOHAIbHBIN yUeOHBIN ITUKIL.

3. llesap U miIaHUPyeMble Pe3yJbTAThl 0CBOECHUSI AU CHUTIIHHBI:

B pamkax mporpaMmbl yueOHON AUCHUILIMHBI 00YUYarOIIUMUCS OCBAWBAIOTCS YMEHUS U
3HAHUS.

B pezynvmame oceoenus oucyuniunbl 00y4arouuiics 00alCeH YyMemy.:
- CpeliCTBa XPaHEHMs, IOUCKA U TPAHCTIOPTUPOBAHUS JOKYMEHTOB;
- ONPEAEIIEHNE, HA3HAYEHUE CPEJICTB OPTTEXHUKH.

B pesynemame oceoenus oucyuniunvl 00y4aowuiics 00IH#CeH 3HAmMb.
- 3()PEeKTUBHO HCIOJIB30BaTh OCHOBHBIC BHJbI OPTraHU3aAlIMOHHOW TEXHUKU B COOCTBEHHOM
NEATEIbHOCTH;

B pesynemame oceoenusn oucyuniunsvt obyuarowuiics 0oxicen 061adams oowumu u
npoGeccuOHATbHBIMU KOMNEMEeHYUAMU.!
OK 1. ITornMaTh CYIIHOCTh M COIMAIBHYIO 3HAYUMOCTh Oy IyIIeH mpodeccuu, IposBIATh K

HEW yCTOMYMBBIN UHTEPEC.

OK 2. Opranu3oBbIBaTh COOCTBEHHYIO JCSITEIBHOCT, UCXOS U3 LIEJIU U CITIOCOOOB e
JNOCTHKEHUS, ONPEIEIEHHBIX PYKOBOAUTEIIEM.

OK 3. Ananu3upoBaTh pabouyI0 CUTYyallHIO0, OCYIIECTBIIATh TEKYIIHI 1 UTOTOBBIN KOHTPOJb,
OLICHKY U KOPPEKIUI0 COOCTBEHHOM AESITETbHOCTH, HECTU OTBETCTBEHHOCTH 33 PE3yJIbTaThl

CBOEH pabOThI.



OK 4. OcymecTBisTh MoUcK uHGoOpMaIu, HeoOXoauMo# 115 3PHEKTUBHOTO BBITOTHEHUS
npodeccruoHanbHbIX 3a/1a4.

OK 5. Mcnonb3oBath HHGOPMALIMOHHO-KOMMYHUKAIIMOHHBIE TEXHOJIOTUH B
npoheccCuoHaNbHOM 1eATeIbHOCTH.

OK 6. Paborats B koMaH[e, 3¢(HEKTUBHO 0OIIATHCS C KOJUIETaMH, PyKOBOJICTBOM,
KJIMEHTaMHU.

OK 7. VcionHATh BOMHCKYIO 0053aHHOCTH™(2), B TOM YHCIIe ¢ MPUMEHEHHEM MOIyYSHHBIX
npo¢eCCUOHANIbHBIX 3HAHUH (1151 FOHOIIICH ).

[1IK 1.1. TlpyuHUMATH U PETUCTPUPOBATH MOCTYNAIOIIYI0 KOPPECTOHICHIINIO, HAIIPABJISTH €€ B
CTPYKTYpHBIE MTOAPA3ICICHNAS OPraHu3alllu.

[1K 1.2. PaccmatpuBaTh JOKYMEHTHI U NEpeAaBaTh X Ha UCIIOJIHEHUE C YUETOM PE30JIIOLUN
PYKOBOJUTENEH OpraHU3aIiH.

[1K 1.3. OdopMIsITh peruCcTpalliOHHbIE KAPTOYKU M CO3/1aBaTh OaHK JaHHBIX.

[1K 1.4. Bectu KapTOTEKy y4eTa MPOXOXKJIECHUS JOKYMEHTaIbHBIX MaTepUaOB.

[IK 1.5. OcymiecTBisTh KOHTPOJIb 32 NPOXOKAECHUEM JOKYMEHTOB.

[1K 1.6. OTnpaBisTh UCHOIHEHHYIO TOKYMEHTALMIO aJipecaTaM ¢ IPUMEHEHUEM
COBPEMEHHBIX BUJIOB OPTaHU3AIIMOHHON TEXHUKH.

IIK 1.7. CoctaBiath U 0GOPMIIATH CITy>KEOHbIE TOKYMEHTBI, MaTEPHAJIbI C UCIIOJIb30BAHUEM
(bopMyIIIpOB TOKYyMEHTOB KOHKPETHBIX BUIOB.

4. PexoMeHayeMoOe KOJIHYECTBO YACOB
Ha OCBOEHHE padoyel NPOrpamMMbl TUCHUIIMHBL:

MakcumanbHOU yueOHON Harpy3ku 52 daca,
B TOM YHCIIE:
- 00s13aTeNbHOM ayTuTOpHOM yueOHo Harpy3ku S0 4acos;

- CaMOCTOATENBHON paboThl 0OyJaromierocs 2 yaca.

AHHOTAIUA
Ha pa0o4ylo NPorpaMMy IMCHMILIMHBI
OI1. 05 OcHOBBI peJaKTHPOBAHNS JOKYMEHTOB

1. ObaacTb npuMeHeHusi padoyeil MporpaMMbl JUCIUILIUHBI:
Hucuummuaa OI1.05 OcHOBBI peakTHpOBaHMS JTOKYMEHTOB SBJSETCS YAaCThIO OCHOBHOM
npodeccuoHanbHO 00pa3zoBaTenbHON mporpammbl B cootBerctBuu ¢ PI'OC CIIO mo
npodeccun 46.01.03 «Jlemonpon3BOAUTEIBY.



BxotouaeT B cebs: macnopt pabodeit mporpaMmbl y9eOHON AUCIMIUIMHEI, CTPYKTypa U
coJiepKaHue yueOHOU TUCHUILIMHBI, YCIOBUE pean3alui yueOHON AUCIUIUIUHBI, KOHTPOJb U
OIICHKA PE3yJIbTATOB OCBOEHUS YICOHON JUCITUTIIIMHBI.

2. Mecto gucuuniauHbl B cTpykrype OITIOII:
Huctmmmaa  OILOS  OcHOBBI  pegakTUpoOBaHUsl  JOKYMEHTOB  BXOAUT B
obmenpodecCuoOHANBHBIN yUeOHBIN UK.

3. Llesb u iIaHupyeMble pe3yJabTaThl 0CBOCHHUS IUCUMUIJIMHbBI:

B pamkax mporpamMmbl y4eOHONM TUCIUIUIMHBI O0YYAIOIIMMHUCS OCBAWBAIOTCS YMEHUS U
3HaHUA.

B pezynomame oceoenus Oucyuniunsbl 00y4arouuiicss O0aNceH ymeman.:
- HCII0JIb30BATh CIPABOYHbBIE U3AHUSI 10 PyCCKOMY SI3bIKY U MPAKTUYECKON CTUIINCTUKE;
- OCYIIECTBIISITh PEIAKTUPOBAHUE CIIY>)KEOHBIX MATEPHATIOB, TOKYMEHTOB.
B pezynvmame oceoenus Oucyuniunbl 00y4arouuiics 00AHCeH 3Hamb !
- OCHOBHBIE pa3/IeNbl TEOPUU PEIAKTUPOBAHNS;
- 0COOEHHOCTH OCHOBHBIX Pa3/IeIOB HAYKH O SI3bIKE;
- OCHOBHBIE MOJI0KeHUA oporpaduu 1 MOPHOIOTHH € FIEMEHTAMHU

MPAKTUYECKON CTHIIMCTUKH.

B pesynomame oceoenusn oucyuniunsvt odyuaowuiics 0oxicen 0o1adams oowumu u
npogeccuoHaANbHBIMU KOMNEMEeHYUAMU.!
OK 1. [JoHumarp CyuHOCTh U COLUAIBHYIO 3HAUUMOCTh OyayIiel npoeccuu, mposBIsATh K

HEU yCTOMYMBBIN MHTEPEC.

OK 2. OpranuzoBbIBaTh COOCTBEHHYIO JAEATEIHLHOCTD, UCXO/IS U3 IIETTH U CIIOCOOOB €€
JOCTHKEHUS, ONPEACIIEHHBIX PYKOBOAUTEIEM.

OK 3. Anamm3upoBath pab04yr0 CUTYAIHMIO, OCYIIECTBIATh TCKYIIIHA U UTOTOBBIN KOHTPOJIb,
OLICHKY ¥ KOPPEKLHIO COOCTBEHHOMW JI€ATEIbHOCTH, HECTH OTBETCTBEHHOCTD 3@ PE3YJIbTaThl
CBOCH pabOTHI.

OK 4. OcyuecTBisiTh Mouck uHbopmau, Heo0xoauMou 115 3PGEeKTUBHOTO BBITOTHEHUS
MpoQeCCUOHANIBHBIX 3a7a4.

OK 5. Ucnonb3oBaTh HHHOPMAILIMOHHO-KOMMYHUKAIIMOHHBIE TEXHOJIOTHH B
poeCCHOHATTLHOM JESTEIHHOCTH.

OK 6. Paborats B kOoMaH/e, 3 (PEKTUBHO 00IIATHCS C KOJUIETaMU, PyKOBOACTBOM,
KJIINEHTaMHU.

OK 7. VcnionmHATh BOMHCKYIO 0053aHHOCTH™(2), B TOM YHCIIe ¢ TPUMEHEHHEM MOTyYCHHBIX
npo¢eCCUOHANIbHBIX 3HAHUH (151 FOHOIILICH ).

[1IK 1.1. TlpuHuMaTh U PErUCTPUPOBATH MOCTYMAIONIYIO KOPPECTIOHAEHIMIO, HATIPABIIATH €€ B
CTPYKTYpPHBIE MOAPA3AEIICHNS] OpraHU3aLHH.

[1K 1.2. PaccmatpuBaTh JOKYMEHTHI U MepeAaBaTh UX Ha UCIIOJIHEHUE C YUETOM PE30JIOLUU

PYKOBOJMTENEH OPraHU3ALMH.



ITIK 1.3. OpopMiiaTh perucTpaliMioOHHbIE KapTOYKHA U CO3/1aBaTh OaHK JaHHBIX.

[1IK 1.4. Bectu KapTOTEKy y4eTa MPOXOKJIECHUS JOKYMEHTAIbHBIX MaTEepUaIIOB.

[1IK 1.5. OcymiecTBisiTh KOHTPOJIb 32 MPOXOKIACHUEM JOKYMEHTOB.

[1K 1.6. OTnpaBisiTh UCTIOTHEHHYIO JTOKYMEHTAIMIO ajipecaTaM ¢ IPUMEHEHUEM
COBPEMEHHBIX BHUJIOB OPTraHU3aIIMOHHON TEXHUKHU.

[IK 1.7. CoctaBiarb U 0OpMIIATH CIIyKEOHbIE TOKYMEHTBI, MATEPHUAJIbI C UCTIOIb30BAHUEM
(bOopMyIISIpOB TOKYMEHTOB KOHKPETHBIX BUJIOB.

IIK 2.1. ®opmupoBats jaena.

[1IK 2.2. ObecnieunBaTh OBICTPHIA MOMCK JOKYMEHTOB 10 HAYYHO-CIIPABOYHOMY aImapaTry
(KapTOoTEeKam) opraHU3aIUu.

[IK 2.3. CuctemaTu3upoBaTh U XPaHUTh TIOKYMEHTHI TEKYIIIETO apXHBa.

IIK 2.4. ObecnieunBaTh COXPAaHHOCTH MPOXOJISIICH CITYKEOHOW TOKYMCHTAIIUH.

[1K 2.5. 'oToBUTH 1 epeaaBaTh JOKyMEHTHI Ha apXUBHOE XpaHECHHE.

Pexomenayemoe KOJIM4€CTBO YaCOB
HAa OCBOEHHe padoyeil MPOrpaMMbl M CHUIIMHBI:

MakcumanbHOM yueOHOM Harpy3ku oOyuatoierocs /2 Jaca,
B TOM 4YHCJIe: 00s13aTeIHbHON ayJUTOPHON y4eOHON HAarpy3Ku o0ydJaromnierocs: 68 4acos;
CaMOCTOSTENIbHOM paboThl 0Oyyaromerocs 4 yaca.

AHHOTANUS
Ha pado4ylo NporpamMmy JUCUUIINHbBI
OI1.06 Be3onacHoCTh :KU3HEAEATEILHOCTH

1. Ob6sacTh npuMeHeHus1 padoyeil MPOrpaMMbl IMCUMILINHBI:

Hucuummna OI1.06 be3onacHOCTb KU3HEACATEIBHOCTU SIBISECTCS YaCThIO OCHOBHOM
mpodeCCHOHAIBHOM 00pa3oBatellbHOM mporpamMMbl B cootBeTcTBHH ¢ DPI'OC CIIO 1o
npodeccun 46.01.03 «/lenonpon3BOAUTENDY.
BxitouaeT B cedst: macniopT padodeil mporpaMMbl y4eOHOM TUCHUILIMHBI, CTPYKTYpa U
coJiep)kaHue y4eOHOM TUCUUIUIMHBI, YCIOBUE peau3alui Y4eOHON NUCUUIUIMHBI, KOHTPOJb U
OLICHKA PE3yJIbTATOB OCBOCHUS Y4€OHOMN AUCIUIUIAHBI.

3. Mecto nucunmiunabl B ctpykrype OIIOIL:
JlncuuminHa OI1.06 be3onacHoCTh JKU3HEAESITEIbHOCTH BXOJUT
obmenpodeccCuoHaNbHBIN yUeOHBIN UK.

4. Heab U IJIaHUpPYyeMble Pe3yJabTaThbl 0CBOEHHS IMCUMIINHBI:

B pamkax mporpammbl yueOHOM THUCHUILIMHBI 00y4YalOMIMMKCS OCBAaUBAIOTCS YMEHUS U
3HaHUS.

B pezynomame oceoenus oucyuniunsl 06y4aromuiics 00IHCeH yMemsy:



- OpraHu30BbBIBaTh U MPOBOJAUTH MEPOIPUATHS 110 3aIIUTE PAOOTAIOIIMX U HACETICHHUS OT
HETATUBHBIX BO3JCVCTBUN YPE3BbIYAUHBIX CUTYALUN;
- IPEANPUHUMATH TPOPUITAKTHICCKUE MEPHI JJIsl CHH)KEHUSI YPOBHSI OMACHOCTEH Pa3IuyHOTO
BUJIa U UX TIOCJICJICTBUN B MPO(PECCHOHATBHOM JAEATEILHOCTH U OBITY;
- UCTIOJIb30BaTh CPEACTBA MHAWBUAYAJIBHONW M KOJUICKTUBHOM 3alIUTHI OT OPY>KHSI MacCOBOTO
OPaKCHUS;
- TIPUMEHSTh TIEPBUYHBIC CPEJICTBA MOKAPOTYIIICHUS, OPHUCHTHPOBATHCS B TIEPEYHE BOCHHO-
YYETHBIX CICIUAIBLHOCTEH U CaMOCTOATENIBHO OIpeNesiTh Cpeld HHUX POJCTBEHHBIC
MOJTy4YeHHOU npodeccun;
- IPUMEHSITH PO EeCCHOHAIIBPHBIC 3HAHUS B X0/1€ UCIIOJTHEHUS 0053aHHOCTEH BOCHHOM CITYKOBI
Ha BOMHCKHUX JIOJDKHOCTSIX B COOTBETCTBHH C MOJYYCHHOMN ITpodeccueii;
- BIIQJIeTh criocob6amMu O0€CKOH(MIUKTHOTO OOIIECHUS] U CaMOPETYJIAIMN B TTOBCEIHEBHOMN
NEATEeIbHOCTU U SKCTPEMAIbHBIX YCIOBUSIX BOCHHOU CIIY»KOBI;
- OKa3bIBaTh MEPBYIO IMTOMOIIb ITOCTPA IABIIIHM.

B pe3ynvmame oceoenusn oucyuniunvl 06y4aoumuiicss OOaNCeH 3HaAMb.
- IPUHIIUIBI 00ECTICUCHUST YCTOMUUBOCTH O0OBEKTOB SKOHOMHUKH, ITPOTHO3UPOBAHUS PA3BUTHS
COOBITUM M OIEHKH IOCCACTBUMA IIPH TEXHOTCHHBIX YPE3BBIYANHBIX CUTYAIUSAX U CTHXHHHBIX
SBJICHUSAX, B TOM YHUCJIE B YCJIOBHUSAX MPOTUBOACHCTBUS TEPPOPU3MY KaK CEPhE3HOUN yrpose
HallMOHAJIbHOM Oe3omacHocTH Poccun;
- OCHOBHBI€ BHJIbl MOTEHIHMAIBHBIX OMACHOCTEH W WX TMOCIEACTBUS B MPOdEeCCHOHAIBHOM
NEATEIIBHOCTU U OBITY, IPUHIIMIIBI CHHYKEHHS BEPOSATHOCTH HUX peaiu3allii; OCHOBBI BOCHHOM
CITy>ObI 1 00OPOHBI TOCYAAPCTBA;
- 33]J1a4¥ ¥ OCHOBHBIE MEPOIIPHUATHS TPAXKIAHCKON 00OPOHBI;
- CIOCOOBI 3aIUTHI HACETIECHUS OT OPY>KHSI MACCOBOIO MOPAXKEHUS,
-MepbI TOKapHOM 0€30MaCHOCTH U MpaBuiia 0€30MacCHOTO MOBEICHUS MPU MTOXKapax;
- OpPraHU3aIMIO0 U TOPSAAOK IMPHU3bIBA IPakJIaH Ha BOCHHYIO CIyXOy M MOCTYIUICHHS Ha HEee B
T0OpPOBOJILHOM TMOPSIKE;
- OCHOBHBIC BUBI BOOPYKCHHSI, BOEHHOW TEXHUKU M CIICIIHATLHOTO CHAPSHKEHUS, COCTOSIITUX
Ha BOOPYXEHUH, (OCHAIICHWH) BOMHCKUX IOJIPA3/ICIICHHN, B KOTOPBIX HMMEIOTCS BOCHHO-
YYETHbIE CIIEHUATBbHOCTH, poAcTBeHHBIE npodeccusim CIIO;
- 00JlacTb TIPUMEHEHHUS TMOJIYy4YaeMbIX MPOPECCUOHAIBHBIX 3HAHWW TIPU HMCIOJHEHUU
00s13aHHOCTEH BOMHCKOM CITyXOBbI;
- TIOPSJIOK U TIpaBHJIa OKa3aHUsI TIPBOI IMOMOIIH ITOCTPAIABIINM.
B pesynemame oceoenus oucyuniunvl oOyuarowulics 00JdCeH 001a0amv 0OwWUMU U
npoghecCcUoOHAIbHLIMU KOMNEMEHYUIMU.

OK 1. ITornmaTh CyITHOCTh M COLMATIBHYIO 3HAYMMOCTh Oyy1iel mpo¢eccuu, mposBIATH K

HEU YCTOWYMBBIA UHTEPEC.

OK 2. Opranu3oBbIBaTh COOCTBEHHYIO JESTEIbHOCTb, UCXO/S U3 LIETH U CIIOCOOOB €€

HOCTHIKCHUA, OIIPCACIICHHBIX PYKOBOJAUTCIICM.

OK 3. AHanu3upoBaTh pabo4y0 CUTYyaINIO, OCYIIECTBISITh TEKYIIIMA U UTOTOBBIA KOHTPOJIb,
OIICHKY W KOPPEKIIUI0 COOCTBEHHOU NEATeTLHOCTH, HECTHU OTBETCTBEHHOCTH 3a PE3yJIbTAThHI

CBOEH pabOoThI.



OK 4. OcymiectBisiTh TOMCK MHPOpMAIMU, HEOOX0IUMOU IS 3((PEKTUBHOTO BHITTOJHEHUS

HpO(i)CCCI/IOHaHBHBIX 3ajJa4.

OK 5. MUcnons3oBarh  HMH(POPMAMOHHO-KOMMYHHKAIIMOHHBIE TEXHOJOTUA B

npoheccCuoHaNbHOM 1eATeIbHOCTH.
OK 6. PaGoTaTh B kOMaH1e, 3pPeKTUBHO 0OIIATHCS C KOJUIEraMu, pyKOBOJICTBOM, KITMEHTaAMHU.

OK 7. VcnomHATh BOMHCKYIO 0053aHHOCTH*(2), B TOM YHCJIE C MPUMECHEHUEM TOJTyYCHHBIX

po(hecCHOHANBHBIX 3HAHUH (7151 FOHOIIEH ).
NEeATENBHOCTA OpraHU3aLlH.

[IK 1.1. TlpuHUMaTh U PETUCTPUPOBATH MOCTYMAIOIIYI0 KOPPECITOHACHIINIO, HAMPABIISATh €€ B

CTPYKTYpPHBIE MOJIPA3/ICICHUs] OpTaHU3alIUH.

IIK 1.2. PaCCManI/IBaTB AJOKYMCHTEI U IICPCAaBaTh UX Ha HCIIOJIHCHHUC C YUCTOM PC30JIIOIIHNHU

PYKOBOIUTENEH OpraHU3aIiH.

[1K 1.3. OdopmisTe perucTpanmoHHbIe KapTOUYKHU U CO37]aBaTh OAaHK JTaHHBIX.
[IK 1.4. Bectu KapTOTEKy y4eTa MPOXOKACHUS JOKYMEHTAIbHBIX MAaTEPHAJIOB.
[1IK 1.5. OcymiecTBisTh KOHTPOJIb 32 MPOXOKIACHUEM JOKYMEHTOB.

[IK 1.6. OtnpaBnsaTe UCHOJHEHHYIO [OKyMEHTAIMIO aJpecaraM C NPUMEHEHHEM

COBPCMCHHBIX BUJI0B OpFaHHBaL{HOHHOf/'I TCXHHKHU.

IIK 1.7. CoctaBnsate U 0hOpMIIATH CITy>KEOHBIE JTOKYMEHTBI, MAaTepUAIbl C UCTIOIb30BAaHUEM

(hOpMYyJISIPOB TOKYMEHTOB KOHKPETHBIX BHIOB.
[IK 2.1. ®opmupoBath aena.

[1K 2.2. ObecnieunBaTh OBICTPBIN MOUCK JOKYMEHTOB 110 HAYYHO-CIIPABOYHOMY ammapaTy

(kapToTekam) opraHU3aIUU.
[1K 2.3. CuctemaTu3upoBaTh U XPaHUTh TOKYMEHTHI TEKYIIETO apXHBa.
[1IK 2.4. O6ecnieunBaTh COXPAHHOCThH MPOXOMAIIECH CITyKEOHON JOKYMEHTAIIH.

[IK 2.5. 'oToBUTH U epeaaBaTh JOKyMEHTHI Ha apXUBHOE XpaHEHHUE.



[1K 2.6. ObecneunBaTh COXPAaHHOCTh APXUBHBIX JOKYMEHTOB B OPTaHU3AIINU.

PexoMeHngyemoe KOJIMYECTBO YaCOB
HA OCBOeHHUeE pado4eil MporpaMMbl JUCHUIIHHBI:

MakcumanbpHOU yaeOHOM Harpy3ku ooydaromierocs 68 gacos,
B TOM YHCJIC: 0053aTEIbHOM ayIUTOPHOM yueOHOM Harpy3ku oO0ydaromierocst 68 4acos;
caMoCTOsITeNIbHOM paboThl ooyuaromierocs 0 yacos.

AHHOTAIMSA

HA NPOrpaMmy npogeccuoHaIbLHOr0 MOXYJIs
IIM. 01 «/lokymMeHTAlIlHOHHOE OOecnedeHue AesiTeJIbHOCTH OPTraHUu3alum)

1. OobaacTs npuMeHeHUus padoueil MPorpaMMsbl NPo(ecCHOHATBHOT0 MOYJIA:
[Ipodeccuonanbhbiii Moayas [IM. 01 «/lokyMeHTalmoHHOE 0O€cTICUeHUE

JEeATENBbHOCTH OpPraHu3alimy SABJISIETCS YaCThI0 OCHOBHOM 00pa30BaTeIbHOM MPOrpaMMBbl
MOATOTOBKY KBATH(PUIIMPOBAHHBIX padouunx, ciyxamux coorserctsur ¢ ®I'OC CIIO no
npodeccun 46.01.03 [enonpou3BoauTeNb.

Bxmtouaer B ce0s: macnmopT pabouedt MporpaMMbl MPO(ECCHOHATBHOTO MOYJIA,
CTPYKTypa U  COJEp)KaHHE Mpo(ecCHOHAIBHOTO  MOJIYJsd, YCIOBUE  peau3aluu
npo(heCcCHOHATBHOTO MOAYJIsI, KOHTPOJIb M OLIEHKA PEe3yJbTaToOB OCBOEHUs MPOQeCCHOHATBLHOTO
MOMYJIS.

2. Mecto npodeccuoHaIbHOr0 MoayJisi B ctpykrype OOIIL:
[Tpodeccuonansubiit Moayas [IM. 01 «/lokymeHTarimoHHOE 0OecIIeueHUE NeSITEILHOCTH
OpraHu3alum» BXOJIUT B mipodeccuonanbubiit ki OOTL.

3. Heab u miianupyemblie pe3yJbTaThbl 0CBOeHNs PO ecCHOHATBHOT0 MOTYJIS:

B pesynpraTte nzydenus npoheccuoHaIbHOTO MOJYJISI CTYJEHT TO0JKEH UMETh
MPAKTUYECKUM OMBIT JOKYMEHTAIIMOHHOTO 00€CTICUeHUS AeATEIbHOCTA OPTaHU3aINU 1
COOTBETCTBYIOIIME €My OOIIME KOMIIETEHIIUH, U TPO(ecCHOHaIbHbIE KOMITIETECHIIU:

OK 1. TloHumMarh CyIHOCTh U COLMATIBHYIO 3HAYMMOCTh Oyayien npodeccuu, MposBIsSITh K
HEW YCTOMYUBBIA UHTEPEC.

OK 2. OpranuzoBbiBaTh COOCTBEHHYIO JI€ATEIbHOCTh, HCXO/ISI U3 LIEJIU U CIIOCOOOB €¢
JOCTHXKEHUSI, ONIPEIETICHHBIX PYKOBOIUTEIIEM.

OK 3. AnanuzupoBaTh pab04yI0 CUTYaIINIO, OCYIIECTBIISATh TEKYIIIUI U UTOTOBBI KOHTPOJIb,
OLICHKY M KOPPEKLIUIO COOCTBEHHOM JIESITENIbBHOCTH, HECTH OTBETCTBEHHOCTD 32 PE3YJIbTaThl
CBOEH pabOTHI.

OK 4. OcymiecTBasTh TOUCK HHPOPMAITNH, HEOOX0AUMOM 11 3HPEKTUBHOTO BHITIOJTHCHHUS
npodeccHoHaNbHBIX 3aau.

OK 5. Ucnonb30Bath HHPOPMaLMOHHO-KOMMYHUKAILIMOHHBIE TEXHOJIOTMH B

npodeccuoHanbHOM eI TeIbHOCTH.



OK 6. Paborats B komaH1e, 3PeKTUBHO 00IIATHCS C KOJUIETaMH, PYKOBOJICTBOM,

KJINCHTAMMU.

OK 7. UcronHITh BOUHCKYIO 005S3aHHOCTH*(2), B TOM YHCIE ¢ IPUMEHEHUEM TMOJYYCHHBIX
npodeccuoHanbHbIX 3HaHuk (171 oHomel). [1IK 1.1. TIpoBoauTth TexHHUEeCKOE 00CTy KUBaHUE
ANEKTPOOOOPYIOBAHUS;

[IK 1.1. IlpuHMMaTh U PErMCTPUPOBATH NOCTYMAIOIIYI0 KOPPECTIOHAEHIUIO, HAIIPABIIATH €€ B
CTPYKTYpPHBIE IMOJpa3/IeICHUAS] OpraHU3al1u.

IIK 1.2. PaccmaTpuBath TOKYMEHTHI U MEpeaBaTh UX HA UCIOJIHEHUE C YUETOM PE30JIIOIUU
PYKOBOJMTEINEH OPTaHU3aLIHH.

I1K 1.3. OpopMasiTh perucTpaiuoOHHbIE KAPTOUKHU U CO3/4aBaTh OAHK JaHHBIX.

IIK 1.4. BecTn KapTOTEKy y4yeTa IpOX0KACHUSA JOKYMEHTAIBHBIX MAaTEPUAIIOB.

IIK 1.5. OcymecTBasTe KOHTPOJIb 338 IPOXO0KICHUEM TOKYMEHTOB.

[1K 1.6. OTnpaBasiTh UCIOJHEHHYIO JOKYMEHTAIUIO aipecaTtaM ¢ IPUMEHEHUEM COBPEMEHHBIX
BHJIOB OPraHU3aLIMOHHON TEXHUKHU.

IIK 1.7. CoctaBnsts 1 0pOpPMIISITH CIIyKEOHBIE JOKYMEHTBI, MAaTEPHAJIBI C HCIIOJIb30BAHHEM
(bopMyISIPOB IOKYMEHTOB KOHKPETHBIX BHJIOB.

B pe3ynomame oceoenus npogheccuonanvroco mooyns 06yuaroumuiicss O0INCeH:
HMeTh MPAKTUYECKHIi ONbIT:
JOKYMEHTAITMOHHOTO 00eCTIeUeHUS ACITEIBHOCTH OPTaHN3aIlnH;
yMeTh:
- MPUHUMATb, PETUCTPUPOBATH, YUUTHIBATH MOCTYIAOIINE JOKYMCHTHI;
- MPOBEPSATH MPABWIBHOCTH OPOPMIICHUS TOKYMEHTOB;
- BECTH KapTOTEKY yUueTa MPOXOKICHHUS JOKYMEHTALHBIX MaTEPHAIIOB;
3HATh:
- OCHOBHBI€ TOJIOkKEHNS] EAMHON TOCY 1TapCTBEHHOM CUCTEMBI JIEJIONPOU3BO/ICTBA;
- BUIbI, QYHKIIMU JOKYMEHTOB, ITpaBUjIa UX COCTABJICHUS U OPOPMIICHUS;
- MOPSZIOK IOKYMEHTHUPOBaHUS MH(GOPMAIIMOHHO-CITPABOYHBIX MATEPHAJIOB;
- MpaBWJIa JACJIOBOTO ATUKETA U JIETIOBOTO OOIICHHUS.
4. PexoMeHayeMoOe KOJIHYECTBO YACOB HA OCBOEHHUE padoueii mMporpaMmbl
npo¢ecCUOHATBLHOI0 MOXYJIS:
Bcero - 438 wacos, B TOM 4HucCIe:
00s13aTeIHPHON ayAUTOPHOU yueOHON Harpy3Kku oOydaromierocs 51 4acos;
CaMOCTOSITENIbHOM paboThl 00y4YaroIerocs 7 4acos;
yueOHasi ¥ MPOM3BOJACTBEHHAs npakTuka 360 yacos.

AHHOTAIUA

Ha nporpaMmy npo¢eccHOHAJIbHOI0 MOAYJIs
IIM. 02 «/lokyMeHTHPOBAHHE U OPraHU3ANNOHHAS 00pPad0OTKA TI0KYMEHTOB)

1. OOuacTh NpuMeHeHHs padoyveil MPorpaMMbl NPOGecCHOHATBHOI0 MOIYJIS:



[Tpodeccronanbubiii Moayab [IM. 02 «/lokyMeHTUpOBaHUE U OpraHU3aIMOHHAS
00paboTKa TOKYMEHTOB)» SIBISIETCS YaCThIO OCHOBHOM 00pa30BaTEIbHON MTPOTPAMMBI
MOJrOTOBKHU KBAIU(PUIIMPOBAHHBIX padounx, ciyxamux coorserctsuu ¢ GI'OC CIIO mno
npodeccun CIIO 46.01.03 [lenonpon3BoguTeNb.

Bxotowaer B cebs: macmopT paboyeidt mporpaMMbl  POQPECCHOHAIBHOTO MOy,
CTPYKTypa U  COJepkaHHe€ Npo(EecCHOHATBLHOTO  MOJIYJIA, YCJIOBHE  pealu3aluu
npo(ecCHOHaNbHOTO MOJIYJIs, KOHTPOJb M OLEHKA PEe3yJbTaTOB OCBOEHHSA MPOPECCHOHAIBHOIO
MOZYJIA.

2. Mecto npodeccuonaibHoro moayJs B crpykrype OOII:
[Tpodeccuonanpabii Momyns [IM. 02 «JlokymeHTHpOBaHHWE W OpraHW3allMOHHAS
00paboTKa TOKYMEHTOB» BXOJUT B Mpodeccruonanbublil 1uki OOII.

3. Heab n miianupyemblie pe3yJbTaThbl 0CBOeHNs PO ecCHOHATBHOT0 MOTYJIS:

B PE3YIIbTATC U3YUCHUSA HpO(i)eCCI/IOHaJIBHOFO MOAYJI CTYOCHT OOJIZKCH NMCTDb
HpaKTI/I‘leCKHﬁ OIIBIT JOKYMCHTAIITMOHHOI'O oOecrnicueHus ACATCIIBHOCTH OpraHu3alu 1
COOTBCTCTBYIHOIINEC CMY O6IHI/IG KOMIICTCHIIMH, U HpO(bGCCI/IOHaJIBHBIC KOMIICTCHIINH

OK 1. TloHuMaTh CyIIHOCTh U COLMATIBHYIO 3HAYUMOCTh Oyayien npodeccuu, MposBIISITh K
HEU YCTOMYUBBIA UHTEPEC.

OK 2. OpranuzoBbIBaTh COOCTBEHHYIO IEATEIBHOCTD, HCXO/IS U3 IS U CTIOCOOO0B €€
JOCTHXKEHHUSI, ONIPENEIEHHBIX PYKOBOIUTEIIEM.

OK 3. Ananm3upoBaTh pab0o4yI0 CUTYaIINIO, OCYIIECTBISATh TEKYIIIUH U UTOTOBBI KOHTPOJTb,
OLIEHKY U KOPPEKIUIO0 COOCTBEHHOM EATEIbHOCTH, HECTH OTBETCTBEHHOCTD 32 PE3YJIbTaThl
CBOCH pabOTHI.

OK 4. OcymiecTBasaTh NoUck HHGoOpMauu, He00XoUMOM 17151 3 (PEKTUBHOTO BHITIOJTHEHUS
MpoQeCcCHOHANIBHBIX 3a/1a4.

OK 5. Vcnonb3oBaTh HHGOPMAITMOHHO-KOMMYHUKAIIMOHHBIE TEXHOJIOTUH B
poeCCUOHATILHOM IESITEIIbHOCTH.

OK 6. PaGoTaTh B koMaH e, 5pheKTUBHO 00IIATHCS C KOJUIETaMU, PYKOBOJICTBOM,
KJIMEHTaMHU.

OK 7. VcnonHATh BOMHCKYIO 00s3aHHOCTH™(2), B TOM YHUCJE C MPUMEHEHUEM MOJYyYEHHbBIX
po(eCCUOHATILHBIX 3HAHUH (7151 FOHOIIICH ).

[1K 2.1. ®opmupoBaTth aemna.

[1K 2.2. O6ecnieunBaTh OBICTPHIN TOUCK JOKYMEHTOB MO HAyYHO-CITPABOYHOMY armapary
(kapToTekam) opraHU3aIuu.

[1K 2.3. Cuctematu3upoBaTh U XpPaHUTh TOKYMEHTHI TEKYIIETO apXHBa.

[1K 2.4. OGecnieunBaTh COXpAHHOCTh MPOXOIALICH CIYKEOHON TOKyMEHTALIUH.



[1IK 2.5. TotoBUTH 1 NEepeiaBaTh JOKYMEHTHI Ha apXUBHOE XPaHEHHE.
[1K 2.6. O0GecnieunBaTh COXpaHHOCTh APXUBHBIX JOKYMEHTOB B OpraHU3aI1H.

B pesynemame oceoenus npogheccuonanbroeo Mooy 00yuaomuiicst O0JHCEH.
HMeTh MPAKTUYECKHIi ONbIT:
JOKYMEHTAITMOHHOTO 00eCIIeUeHUS ACATCIPHOCTH OPTaHU3allnH;
yMeTh:
- MPUHHUMATb, PETUCTPUPOBATH, YUUTHIBATH MOCTYIAOIINE JOKYMCHTHI;
- MPOBEPSATH MPABHIBHOCTH OPOPMIICHHUS TOKYMECHTOB;
- BECTH KapTOTEKY ydeTa MPOXO0KICHHUS JOKYMEHTAIbHBIX MaTEPHAIIOB;
3HATh:
- OCHOBHBIC IT0JI0OKEHHUsT EMHOM TOCy1apCTBEHHON CUCTEMBI JCIONPOU3BOICTBA;
- BUJbI, PYHKIIMH TOKYMEHTOB, MPAaBUjIa UX COCTABIICHHUS U O(POpMIICHHUS;
- TIOPSJIOK IOKYMEHTHUPOBaHUS HHPOPMAITMOHHO-CIIPABOYHBIX MAaTEPHAJIOB,;
- IpaBUJIa JICJIOBOTO ATUKETA U JICIIOBOTO OOIICHUS.
4. PexkoMeHayeMoe KOJIHYECTBO YACOB HA OCBOEHHUE padoueii mporpaMmbl
npo¢ecCHOHAIBHOI0 MOIYJISA:
Bcero — 400 yacoB, B TOM 4HCIIE:
00s13aTeIbHOM ayTUTOPHOM yueOHO# Harpy3ku oOydarorierocs 102 gaca;
caMOCTOsITeNIbHOM paboThl oOyuarorierocs 0 4acos;
ydeOHas ¥ MPOU3BOJICTBEHHAS MpaKkTHKa 288 4acos.

AHHOTAIUA
Ha pado4ylo NporpamMmy JUCHUNIUHBI
®K. 00 ®usznyeckasi KyJbTypa

1. ObsacTh npuMeHeHus1 padoyeil MPOrpaMMbl IMCUMILINHBI:
Jucunmumaa @OK.00 @usnyeckas KynbTypa SBISIETCA  4YacTbIO  OCHOBHOU
nmpodecCHOHAIBHOM 00pa3oBarellbHOM mporpamMMbl B cootBeTcTBHHM ¢ DPI'OC CIIO 1o
npodeccun 46.01.03 «lenonpon3BoAUTEbY.
Bxotouaet B cebsi: macnopt paboyeil mporpaMmbl y4eOHON AUCHMIUIMHBI, CTPYKTYpa U
coJiep)kaHue Y4eOHOM NUCUUIUIMHBI, YCIOBUE Peau3alui yueOHOW AUCIUILTUHBI, KOHTPOJIb U
OLICHKA Pe3yJIbTATOB OCBOEHUSI YUYEOHON JUCIUTIINHBI.

2. Mecto nucuuiuiaabl B crpykrype OIOIL:
Hucuunmuna OK.00 dusuueckas kynbrypa BxoauT B nuki OK. 00 Ouznyeckas
KYJIbTypa.

3. Ilean u miaHupyembie pe3yabTaThl 0CBOCHUS JUCHUILIUHBI:
B pamkax mporpammbl y4eOHOM AMCHMIUIMHBI 00YYarOUIMMUCS OCBAUBAIOTCA YMEHUS U
3HAHUS.
B pezynomame oceoenus oucyuniunsl 06y4aromuiics 00JIHCeH yMems.!
- ACTOB30BaTh (QU3KYJIBTYPHO-03/I0POBUTEIBHYIO JESITEIBHOCTD IJIs1 YKPEIUICHHS 3J10POBbS,
JOCTHXKEHUS KU3HEHHBIX U MPO(eCCUOHATBHBIX 1IEJEH.
B pesynemame oceoenus oucyuniunvl 00y4arowuiics 00IH#CeH 3HAmMb.!



- 0 poau (PU3MYECKON KyJIbTYpbl B OOHIEKYIBTYPHOM, MPO(PECCHOHATBEHOM U COLIUATBHOM
Pa3BUTHH YEJIOBEKA;

- OCHOBBI 3JI0pPOBOT0 00pa3a KU3HU

B pe3ynomame ocgoenus OucyuniuHvl oOyyaowulicss 001xCeH o0bnadamv  oOuUMU
KOMNemeHyUusaMu.:

OK 2. OpranuzoBbiBaTh COOCTBEHHYIO JESTEIBHOCTb, UCXOJs W3 IEJIU U CIOCOO0B ee

JOCTHXKEHUSI, ONIPEACIIEHHBIX PYKOBOAUTEIIEM.
OK 3. Ananu3upoBatrh pabodyl0 CUTyalUIO, OCYLIECTBISATh TEKYIIIMA U UTOTOBBIA KOHTPOJIb,
OLICHKY M KOPPEKIHI0O COOCTBEHHOU NEATeNbHOCTH, HECTU OTBETCTBEHHOCTDH 3a PE3YJIbTAThI
CBOEH pabOTHI.

OK 6. PaGotats B komane, 3h(PeKTUBHO 0OMIATHCS € KOJIETaMHU, PYKOBOJICTBOM, KJIMEHTaMHU.
OK 7. VcnonHATh BOMHCKYIO OOSI3aHHOCTH™(2), B TOM UYMCJI€ C MPUMEHEHUEM TMOJYYEHHBIX
Mpo(eCCUOHANIBHBIX 3HAHUH (11 IOHOIIIEH).

4. PexomMeHayeMoe KOJIUYECTBO YACOB
Ha OCBOeHHE padovel NPOrpaMMbl TUCHUIINHBI:

MakcumanbHOM yueOHOM Harpy3ku obyuatoierocs 68 daca,
B TOM YHCIIe: 00s13aTeIbHON ay JMTOPHOM yueOHOM Harpy3Kku oOyuatoierocst 68 4acos;
CaMOCTOSTENbHOM paboThl oOyyatomerocs 0 yacos.



