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Paszgen 1. O0mue moioKeHus

1.1. Hacrosimiass OITOIT no criermanbrocT 46.02.01 JlokyMeHTaIMOHHOE 00eCTIeYeHIe
yIOpaBlIeHUS U apXUBOBEACHUE pa3paboTaHa Ha OCHOBE (perepabHOTO TOCYAapCTBEHHOTO
00pa30BaTeNbHOr0 CTaHAapTa CpeaHero npodeccnoHanibHOro 00pa3oBaHus MO CHEIUATBHOCTH
46.02.01 JlokymMeHTAIlMOHHOE OOECIICYCHUE YIPABJICHUS W apXUBOBEIEHUE, YTBEPIKICHHOTO
npuka3zoM MuHucTepcTBa npocBemenus Poccuiickoit @eaepanun ot 26.08.2022 1. Ne 778 «O06
YTBEP)KICHUU (enepaIbHoro 00pa30BaTENIbHOTO CTaHAApTa CPEAHEro MpodecCHOHAIBHOTO
obpaszoBanus no crneuunanbHoctd 46.02.01 JlokymMeHTanmoHHOe OOeCIeyeHHne YIpaBJICHUS U
apXUBOBEICHUEY.

OIIOIT  ompenmenser pPEeKOMEHIOBAHHBI 00BEM W  COJAEpKAHHE  CPEIHETO
npodeccuoHaIbHOTO  0OpazoBaHusi 1o crnenuainbHocTH  46.02.01  JlokymMeHTalnoHHOE
o0OecrieueHre yOpaBlIEeHUST W apXHUBOBEJCHHE, IUIAHUPYEMbIE pe3yJlbTaThl OCBOCHUS
00pa30BaTeNbHON MPOrpaMMBbl, IPUMEPHBIE YCIOBUS 00pa30BaTEIbHON 1eATeIbHOCTH.

1.2. HopmaTtuBHbie ocHOBaHus 1yist pazpadbotku OITOIT:

Oo0mme:

- OenepanbHblii 3akoH OT 29 pekabps 2012 r. No273-03 «O6 obpazoBaHuu
B Poccuiickoit denepanuny;

- [Tpuka3 Munmnpocsemenuss Poccun or 26 asrycra 2022 roma Ne 778 «O06
yTIBepkaAeHUH (eAepatbHOr0 TOCYIapCTBEHHOTO 00pa3oBaTeIbHOIO CTaHAApTa CPEAHEro
npodeccuonanpHoro obpazoBanuss 1o cnenuanbHocTH  46.02.01  JlokymMeHTalMOHHOE
o0ecrieueHre yrnpaBieHHs] U apXUBOBEICHUEY,

- ITpuka3 Munnpocsemeauss Poccun ot 24.08.2022 Ne 762 «O06 yTBepkIeHUH
[lopsiaka  opraHu3anmuM ¥ OCYILECTBJIEHHS  00pa3oBaTENbHOM  JEATENBHOCTH 11O
00pa3zoBaTeNbHBIM POrpaMMaM CpeIHEro NMpo(hecCHOHAIBHOTO 00pa30BaHUNY;

- ITpuka3 Munnpocsemienuss Poccun ot 08 Hos6ps 2021 r. Ne 800 «O6
yrBepxkacHun Ilopsnka npoBeeHHMs TOCYAApCTBEHHOM  WTOTOBOM — aTTECTallMM IO
00pa3oBaTeNbHBIM POrpaMMaM CpeIHEro NpodhecCHOHAIBHOT0 00pa30BaHUN»;

- [Tpukaz Muno6pnayku Poccun Ne 885, Munnpocsemenus Poccun Ne 390 ot
5 aBrycra 2020 r. «O nmpakTHueckoil moAroToBke oOyuaromuxcs» (BMecte ¢ «llonoxxeHuem o
MPAKTUYECKOH MOATOTOBKE 00YYAIOLINXCS»;

1.3. Ilepeuens cokpaieHui, ucroas3yeMbix B Tekcte OITOIT:

OI'OC CIIO — denepanbHblii TOCYAapCTBEHHBIH 00pa30BaTEIbHbIA CTAHIAPT CPETHETO
po¢eCCHOHAITBHOTO 00pa30BaHNS;

OIIOII — ocHoBHas mpodeccruonanbHast 00pa3zoBaTeIbHas IPOrpamMma,;

OK — 001111e KOMIIETEHIIN Y,

[1K — npodeccronanbHble KOMIIETEHIINN;

KK — koprniopatuBHbIe KOMITETEHIINY;

[1C — npodeccroHanbHbIi CTaHAAPT,

OT® — 00o0meHHas Tpya0Bast QyHKIIHS;

T® — tpynoBas QpyHKIHUS;

CI' — connanbHO-TyMaHUTAPHBINA LIUKJT;

OIl —obmenpodeccnoHanbHbIN LUK/ 001enpodeccuoHanbHas AUCHUIIINHA;

IT — mpodeccroHambHBIN UK,



[IM — npodeccruoHaabHBIN MOTYIIb;

MK — MexaucuuIMHapHblil Kypc;

ITA — mpoMexyTouHas aTTeCTallus;

D — neMOHCTpallMOHHBIN 3K3aMEH;

['MA — rocynapcTBeHHasi UTOTOBAasI ATTECTALIUS,

JIIb — nonoaHUTENBHBINA TPOPECCHOHATBHBIN OJIOK;

OIIb — obs13aTenbHbIN IpodeccHOHaTbHBIN OJI0K;

KO/I- KOMIUIEKT OIIEHOYHON JOKYMEHTAIINH;

HITID — nenTp npoBeaeHUs AEMOHCTPALIMOHHOTO K3aMeHa

Pazgen 2. O0masi xapakrepucTuka o0pa3oBaTebHOW NPOrpaMMbl € Y4€TOM
ceTeBoil (pOpMbI peaTu3auiu NPOrpaMmbl

KBamudukanus, mnpucBanBaeMas BBITYCKHHUKaM 00pa30BaTENbHOW  MPOTPAMMBI:
CTIEUAIKCT 110 IOKYMEHTAIIMOHHOMY 00ECIIEYECHHUIO YIIPABICHUS U ApXHUBHOMY JIETY.

BreimyckHuk 00pa30BaTeNbHON MPOrpaMMbl MO0  KBATM(UKALUU  «CIIEIUAIUCT TI0
JOKYMEHTAIHOHHOMY OOECIICYCHUIO YIPABICHHUS M apXUBHOMY JIENTy» OCBAaUBACT OOIIUE BUIIBI
JESTeIbHOCTH: OCYILECTBICHHE OPraHU3allMOHHOTO W JOKYMEHTAI[MOHHOTO 00ecredeHus
JeSTeIbHOCTH OpPraHu3alliy; OpraHu3alus apXUBHOH pabOThI MO JOKYMEHTaM OpraHH3allHi
pa3IMYHBIX (HOPM COOCTBEHHOCTH.

[Tomyuenue  oOpa3oBaHHMs 1O  CIEUUAIBHOCTH  JIOMYCKAaeTCs  TOIBKO B
npogeccHOHaTbHON 00pa30BaTeIbHON OpraHU3aIHH.

®opmbl 00ydeHHUS: 3a0YHasl.

O0bemM 00pa3oBaTeNbHOM MpOTrpaMMBbl, pealin3yemMoil Ha 0aze cpemaHero oOIIero
o0pa3oBaHMs 10 KBATU(QUKAIMH: CIEIHATNCT MO JIOKYMEHTAI[HOHHOMY OOECTICUCHHIO
VIIpaBJICHUS M apXUBHOMY Jenty — 2952 akaJJleMHYECKUX 4acOB.

Cpok nonyueHust 00pazoBaHMs 110 00pazoBaTeNbHON MporpamMMe, peann3yeMoi Ha 6ase
cpeaHero oouero oOpa3oBaHUS MO KBATM(UKALMHU: CHEHHATIMCT IO JOKYMEHTAI[HOHHOMY
o0ecIeYeHnIo yIpaBJIeHUs U apXxUBHOMY Jieny — 2 roza 10 mecsiies.

Pa3nen 3. XapakTepucruka npoecCHoOHAIBLHOI 1eATeJIbHOCTH BbINYCKHUKA

3.1. O6mactp npodecCHoHABHON NeSTeTLHOCTH BBITYCKHUKOB: 07 AJMUHUCTPATHBHO-
yhpaBiieH4YecKast U 0puCHas 1€ATEeIbHOCTb.

3.2. Tlpodeccronanpubie MOAYTH (POPMUPYIOTCS B COOTBETCTBHH C BHIOPAHHBIMHU
BUJIAMHU JEATEIbHOCTH MO HAPaBJIEHHOCTH.

Pa3nes 4. [lnanupyemblie pe3yJbTaThl 0CBOCHUSI 00pa30BaTeJbHOM NPOrPaMMbl
4.1. O6ue KOMIETEeHIIUH

=
=
=
=g DopMyIMPOBKA
S 5 PMYyJTHP 3HaHusA, YMEHUA
= 2 KOMIIETeHIIU U
=
=]
Z
OK 01 | BeiOupats criocoOsl YMenus:
pelIeHus 3a1a4y pacro3HaBaTh 3aauy W/Win npobiieMy B




npodecCHOHATbHON

poheCCUOHAITBPHOM HU/WJTH COITUATTBHOM KOHTEKCTE

JESTEIIbHOCTH aHAJTM3UPOBATh 337a4y W/UIU IpoOJIeMy U BBLACTATH €&

MPUMEHUTEIHHO COCTaBHBIE YaCTH

K pa3IM4HbIM OMPEJIEIAThH ATANbl PEHICHUS 3a]1a4U

KOHTEKCTam BBIBIIATH U AP(EKTUBHO HCKaTh HWHOOPMAIIHIO,
HEOOXOIMMYO JIJISl pEIICHHUS 3aa9U W/WIIA TPOOJIEMBI
COCTaBJISTh IJIaH ACUCTBUS
OTPECIISATH HEOOXOUMBIC PECYPCHI
BJIAJIETh aKTyaJIbHBIMU MEeTOaMH1 paboThI
B ITpoheccHoHaIbHOM U CMEXHBIX cepax
peann30BbIBATh COCTABICHHBIN IJIaH
OLICHUBATh PE3yJbTaT U MOCIEACTBUS CBOMX ACHCTBUI
(camMOCTOSATENHLHO WIH C TIOMOIIbIO HACTABHUKA)
3HaHusn:
aKTyaJIbHBI  TPOQECCHOHANBHBIA W COIMATBHBINA
KOHTEKCT, B KOTOPOM IPUXOJUTCS pabOTaTh U KUTh
OCHOBHBIE HMCTOYHUKH HWH(OpPMAIMK U PECYpPChl s
pelieHus 3a1a4 u npodsaeM B IpoheCCHOHATLHOM U/UITU
COIIMAJIBHOM KOHTEKCTE
QITOPUTMBI BBIIIOJIHEHUS paboT B MpOodECCHOHATBEHOU U
CMEXHBIX 00J1acTAX
METOJIbI paboThl B TPO(ECCHOHATLHONM M CMEKHBIX
chepax
CTPYKTYpY IUIaHa JUIsl pelIeHus 3a/1a4
MOPAIOK  OIEHKM  PEe3yAbTaTOB  pELICHUS  3ajad
poheCCUOHAITBHON IEATETLHOCTH

OK 02 | Mcnonb3oBaTh Ymenus:

COBPEMEHHBIC CpCICTBA

MIOWCKa, aHaJIM3a U
UHTEPIpETANN
uHpOpMaLuu, U
MH(pOpMallMOHHbIE
TEXHOJIOTUH JUISI
BBITTOJTHEHUS 327144
npodeccuoHaNbHOM
JeSITeTbHOCTH

OIpeeNsATh 3aJ]auu I NoMcKa MHPOpMaIiK

OnpeessiTh He00XO0JMMble HICTOYHUKU MHPOpMAIIUU

IIJIAaHUPOBATH ITPOIECC ITOMCKA,

CTPYKTYpPUPOBATH MOJIy4aeMy10 HHGOPMAIUIO

BBIIEJISITH HanOoJiee 3HaYMMOe B IepeyHe HHpOpMaIiu

OICHUBATh MPAKTUYCCKYIO0 3HAUYUMOCTL PE3YJIbLTATOB
ITIOHUCKa

0pOpMIIATh PE3yJbTaThl MOUCKA, MPUMEHSTh CpPEACTBA

WHPOPMALIMOHHBIX  TEXHOJIOTMH  JUId  pelieHUus
npodeccnoHaNbHBIX 3a7a4

UCIOJIb30BATh COBPEMEHHOE MIpOrpaMMHOE
o0ecrnieyeHue

WCIIONIb30BaTh pa3NuyHble HU(POBBIE CpPEACTBA IS
perneHust TpoeCcCHOHATBHBIX 3a71a4

3HAHUA:

HOMCHKIJIaTypa I/IH(i)OpMaIII/IOHHBIX HCTOYHUKOB,
IIPUMCHACMBIX B HpO(I)CCCHOHaHBHOﬁ ACATCIIBHOCTHU

MIPUEMBI CTPYKTYpUPOBaHUS HH(OpMaLIUU

dbopmar odopmIIeHHS pe3yIbTaTOB MOMCKa
uHpOpMallUY, COBPEMEHHBIE CpEeACTBa U YCTpOWCTBa
nHdopmaTU3au

MOPSAOK MX MPUMEHEHHS M IPOTpaMMHOE oOecTiedeHne
B NpodecCHOHANBbHON JEesTebHOCTH B TOM YHCIE C
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WCIOJIb30BaHNEM IU(POBHIX CPENICTB

OK 03 | IlnmanupoBatb YMeHus:
U peajln30BbIBaTh ONpEAeNATh  aKTYaJIbHOCTh  HOPMAaTHUBHO-TIPABOBOM
cOOCTBEHHOE JOKYMEHTAIMH B MPO(ECCHOHATLHON IEATEIbHOCTH
npogeccuoHaIbHOe MPUMECHSITh COBPEMEHHYIO HAy4HYIO
Y JINYHOCTHOE po(heCCHOHATIBHYIO TEPMUHOJIOTHIO
pasBUTHE, oIpeseNniTh u BBICTPANUBATh TPaeKTOPUHU
IIPEIIPUHUMATEIBCKYIO | poecCHOHATLHOTO PAa3BUTHSI U CAMOOOpa30BaHUs
ACATCIBHOCTD BBISIBJISITh JIOCTOMHCTBA M HEJOCTATKHM KOMMEPYECKOU
B IpodeCcCHOHATBHOMI uuen
cepe, HCIIONB30BATH IIPE3EHTOBATh HUJEH OTKPHITUS COOCTBEHHOI'O J€ja B
3HAHWs 10 PHHAHCOBOH | poheccHOHANBHOMN AESTENBHOCTH; 0GOPMISTH GH3HEC-
IPaMOTHOCTH 1Al
B pa3nIHBIX paccuuThiBaTh pa3sMepbl BBIILUIAT MO MPOIEHTHBIM
KU3HCHHBIX CUTYAlUAX | ctaBkaM KPEIUTOBAHHSI
OIpeNeNIATh ~ MHBECTULMOHHYIO  IPUBJIEKATEIbHOCTD
KOMMEpYECKHX HUAEeH B paMKax MNpodecCHOHATBLHON
JesITeIbHOCTH
MIPE3CHTOBATH OM3HEC-HUJICIO
OIIpeJIeNIATh UICTOUHUKU (PMHAHCUPOBAHUS
3Hanus:
COJiepKaHUWE  aKTyalbHOM  HOPMaTHBHO-IIPABOBOM
JIOKYMEHTaI1
COBpEMEHHas HayyHas U npodeccuoHanbHas
TEPMUHOJIOTHSI
BO3MOKHbBIE TPAEKTOPUH MPOPECCHOHATBHOTO Pa3BUTHS
U caM000pa3oBaHMs
OCHOBBI IIPEANPUHUMATENBCKON 1€ATEIbHOCTH; OCHOBBI
(uHaHCOBON TPAaMOTHOCTH
IpaBIJIa pa3pabOTKU OM3HEC-TIAHOB
MOPSA0K BBICTPAWBaHUS NPE3EHTALUU
KpeAUTHbIE OAHKOBCKHE MPOTYKThI
OK 04 | DddexTuBHO YMenus:
B3aMMOJIEIICTBOBATH OpraHU30BBIBATH paboty KOJUIEKTHBA
U paboTtath 1 KOMaHIbl
B KOJUICKTHBEC U B3aUMOJICHCTBOBAaTb C  KOJUIETAMH, PYKOBOZCTBOM,
KOMaHJ© KJIMEHTaMH B X07i€ Npo(ecCHOHATBHON IeSITETbHOCTU
3HaHuA:
MICUXOJIOTMYECKHE OCHOBBI JIEATEIBHOCTH KOJUIEKTHBA,
MICUXOJIOTHYECKHUE OCOOCHHOCTH JTMYHOCTH
OCHOBBI POEKTHOM JESITEITbHOCTH
OK 05 | OcyiecTBisAiTh YCTHYIO | YMeHHS:
U TUCbMEHHYIO IpPaMOTHO u3JaraTh CBOU MBICIIU

KOMMYHHKAITUIO Ha
rOCy/IapCTBEHHOM
si3pIke Poccuiickoi
denepannu ¢ y4eTOM
0CcOOEeHHOCTEH
COLIMAJIBLHOIO U

u  opopMIIATH JOKYMEHTBI TI0 MpodecCHOHATHHON
TEMaTUKe Ha TOCYHapCTBEHHOM S3bIKE, MIPOSBIATH
TOJIEPAHTHOCTH B paboyeM KOJUIEKTHBE

3HAHUA:

0COOEHHOCTH COIMAIBHOTO U KYJIbTYPHOTO KOHTEKCTA;

IIpaBHJIa oopmienus JIOKYMEHTOB




KYJIBTYPHOTO Y IOCTPOEHHUS YCTHBIX COOOIIEHUMN
KOHTEKCTa
OK 06 | IIposiBisiTh YMeHus:
IrpaxXJaHCKO- ONMCHIBATh 3HAYMMOCTD CBOEH CIENUAIBHOCTH
TaTpHOTHHCCKYIO MIPUMEHSITh CTaHJIapPThI AHTUKOPPYIIIUOHHOTO
MO3ULINIO,
MOBEJICHUS
JIEMOHCTPUPOBATH 3
0CO3HAHHOE MoBejieHne | 2>HAHUS: _
Ha OCHOBE CYIIHOCTh  TIPaXKJIAHCKO-MIATPUOTHUYECKON  IO3UILIHUH,
TPaIUIIUOHHBIX 00111eueI0BeYECKUX [ICHHOCTEH
O0IIEYETOBEYECKHUX 3HaYMMOCTh NPO(ECCUOHAIBHOW  JEATEIBbHOCTH 10
HCHHOCTCH, B TOM CHEeUaJIbHOCTHA
MCIIE € yICTOM CTaHJAPTHl  AHTUKOPPYNLIMOHHOIO  IIOBEACHUS U
rapMOHU3AIUN
apMOHH34IL MOCJIE/ICTBHS €r0 HAPYILICHUS
MEXHAIIMOHAIBHBIX U
MEXPETUTHO3HBIX
OTHOIIICHUH,
MPUMEHSITh CTaHIAPTHI
AHTUKOPPYIIIUOHHOTO
MOBE/ICHUS
OK 07 | CopnelicTBOBaTh Ymenus:
COXPaHEHUIO cOOJII0AATh HOPMBI KOJIOTHYECKON O€30MacHOCTH;
OKPY’KaIOIIEeH Cpebl, ONpeAeNsAT, HamNpaBleHUS  pecypcocOepekeHus B
pecypcocOepeskeHnto, | paMKax — IPOMECCHOHATLHON  JEATENBHOCTH MO
IPUMEHSTh 3HAHUs 06 | CTICLHATBHOCTH, OCYIIECTBIIATE PaboTy ¢ COOII0ACHHEM
M3MEHCHHY KIHMATa, MIPUHIIAIIOB OEPEkIIMBOTO TPOU3BOJICTBA
NPUHITATIBL OpraHM30BbIBATE npodeccuoHaNbHYI0 JAEATEeIbHOCTh C
y4eTOM 3HaHUM 00 W3MEHEHUH KJIMMAaTUYeCKUX
OepexIINBOrO .
YCJIOBHI pernoHa
MPOU3BOJICTBA,
3HaHusn:
3P PEeKTUBHO =
o MpaBUjia SKOJOTUYECKOW O€30MacHOCTH TPH BEJIECHUU
JIeHCTBOBATH B .
. npoeccoHabHOI 1eITENbHOCTH
Ype3BBIYAHBIX =
OCHOBHBIE pecypchl, 3a/ICICTBOBAaHHBIE
CUTYaITUSIX .
B Mpo(heccHoHabHON 1eSATeTbHOCTH
MyTH 00ECIIeYEHUsI pecypcocOepexeHus
TIPUHITUIIB OEPENKITUBOTO TPOU3BOCTBA
OCHOBHBbIE HAMpaBICHUS HW3MEHEHHUS KIMMAaTUYECKUX
YCJIOBUM pEernoHa
OK 08 | Mcnonb3oBaTh Ymenus:
cpencTBa pU3NUECKOu
WCIIOIh30BaTh (UBKYIBTYPHO-03I0POBUTEIHHYIO

KYJBTYPBI JIJIs
COXPaHCHHUS U
YKpETUIEHUS 3J0POBBS
B TIpoIIecce
npodeccCuoHaNBHOM
JIESITSIIBHOCTH

U TIOJITIepKaHUS
HEO0OXOAMMOTO YPOBHS
buznueckoit
MOJITOTOBJICHHOCTH

NEATENBHOCTD JJI1 YKPEIUIEHHS 370POBbs, JOCTH)KEHHUS
YKU3HEHHBIX ¥ MPO(eCcCHOHAIBHBIX Leel

MIPUMEHSTh palMOHAIbHBIE IPUEMBI JIBUTaTEJIbHBIX
¢GbyHKIMH B npodecCOHaNbHON AESITETbHOCTH

MOJIL30BaThCS cpencTBamMu npoUnaKTUKH
MEepEeHANPSKEHUs,  XapaKTepHBIMU Il JTaHHOU
CNIEMAIIBHOCTH

3HaHuqa:

poib  (U3MYECKOH KyJIbTYpbl B OOIIEKYIbTYPHOM,
poecCHOHAIbHOM M COIIMAIbHOM Pa3BUTHH YEJIOBEKa

OCHOBBEI 3JOpOBOTO 06pa3a KHN3HHU




ycIoBUsl MPO(EeCcCHOHANBHON ESITETbHOCTH W 30HBI
pucka GU3MYECKOTO 370POBbsI ISl CIICIIUATLHOCTH

cpeacTBa NPOPUIAKTHKY MepeHANPsKEHUs

OK 09 | ITonw3oBatbes
npodeCcCHOHAIbHON
JIOKYMEHTalHUEn

Ha roCcyJ1apCTBEHHOM

U MHOCTPAHHOM A3bIKaX

YMmenuns:
MOHUMATh OOMIMI CMBICT YETKO MPOU3HECCHHBIX
BBICKA3bIBAaHUNI Ha U3BECTHBIE TEMBI

(mpoceccronanbHbie U OBITOBBIE), TOHUMATh TEKCTHI Ha
0a30BbIe MPO(DHEeCCHOHATBLHBIC TEMBI

ydaCTBOBaTb B  AHAJIOrax Ha 3HAKOMBIC O6H.[I/Ie

n HpO(i)eCCI/IOHaJ'IBHBIe TEMBbI

CTPOUTb IPOCThIE BbICKA3bIBaHUS O cede U O CBOEH
npodeccroHabHO 1eTEeNbHOCTH

KpaTKO OOOCHOBBIBaTH U OOBSICHSITH CBOHM JCHCTBUS
(Texkyume u niaHupyembie)

IMUCaThb MPOCTHIC CBA3HBIC COO6HICHI/I$I Ha 3HAaKOMBIC NJIN
HUHTCPCCYOIINC HpO(bGCCI/IOHaJIBHLIC TCMBbI

3Hanug:

MpaBWia  TMOCTPOCHHUS  MPOCTHIX U
MIPEJITIOKEHUH Ha TPO(EeCCHOHATBLHBIC TEMBI

CJIOKHBIX

OCHOBHBIE 00IIeyOTpEOUTENbHBIE I1aroibl (ObITOBas U
npodeccroHabHAs JICKCHKA)

JEKCUYECKU MHUHHUMYM, OTHOCSIIMHCA K OIMCAHHIO
MPEIMETOB, CPEACTB H IMPOIECCOB MPO(HEeCCHOHATLHOM
NEATEIbHOCTHU

0COOEHHOCTH NMPOU3HOIICHUS

ImpaBujia YTCHUA TCKCTOB
HAITpaBJICHHOCTHU

npodeccuoHaNbHON

4.2. IIpodeccroHambHbIe KOMITETCHIIUN

Buabl Koa n IToka3aTenn ocCBOeHHSI KOMIIETEHIIUH
JAeATeJIbHOCTH HAaHMeHOBaHMHeE
KOMIIETEHI[MH
OcymiecTBieHne TIIK 1.1. HaBbikn
OpraHu3alMoHHOr0 U | OCylecTBIATh [Tonydenus HeoOxouMoN HH(GOPMALIUU U
JOKYMEHTAIlMOHHOTO | MpUEM-TIEpeiauy nepeaavyy CaHKIMOHUPOBAHHOM
obecrnieyeHus yYIpaBIEHYECKON MH(}OpMAaLIUY C UCTIOIb30BAaHUEM CPEJICTB
JIeSITeIIbHOCTHU uH(popMaIuu ¢ MH()OPMAIMOHHBIX U KOMMYHHUKAITHOHHBIX
OpraHu3aIu MOMOIIBIO CPEACTB TEXHOJIOTHI

MH()OPMALIMOHHBIX U
KOMMYHUKAIIMOHHBIX
TEXHOJIOTUN

YMmenuns:

HCHOJIB30BaTh CPeACTBAa HH()OPMAIIMOHHBIX U
KOMMYHHKAIIMOHHBIX TEXHOJIOTHH A
MIOJTyYeHUs U Nepeiaun HHPOpMaIIH

BECTH M HCIOJIB30BaTh B paboTe 6a3y KOHTAKTOB
OpraHu3zalyu

BECTH yYETHBIE PErHCTPALlIOHHbIE (DOPMBI,
WCTIONIb30BATh UX 7151 HH(POPMAIIOHHON
paboTHI ¥ pabOTHI IO KOHTPOITIO NCTTOTHEHHS
IOpYYEHUI

YCTAHABJIMUBATH U MOAACPKHUBATH




KOMMYHHUKAITIH B TIPOIIECCE IETOBOTO OOIICHIS
C TIOMOIILIO CPEACTB HHPOPMAITHOHHBIX U
KOMMYHHKAIIMOHHBIX TEXHOJIOTHUI

CIrJIaXXHUBaTh KOH(I)J'H/IKTHLIG H CJIOKHBIC
CUTYallMU MCKJINIHOCTHOI'O B3aMMOICHCTBHS

COOJIFOIaTh CITY’KEOHBIN ITHKET

obecrieunBaTh HHHOPMAITHOHHYIO
0€30MaCHOCTb JIeSITEIbHOCTH OPTaHU3aIIH.

3HAHUA:

HOpMaTHUBHBIE IPaBOBbIE akThl Poccuiickoi
Oepnepannu B chepe HHOOPMAMOHHBIX U
KOMMYHUKAIIMOHHBIX TEXHOJOTHI

CTPYKTypa OopraHusaiu, € 3a1auu u QyHKIUN

npaBujia IPOBCACHUSA ACJIOBBIX IIEPCTOBOPOB

STHKA JIEJIOBOT'O OOIIEHUS

[IPaBUJIA PEUEBOIO STHKETA

ImpaBuJia MoAACpKaHus U Pa3BUTUA
MCKIIMIYHOCTHBIX OTHOIICHUM

TpeOOBaHMS OXpaHbI TPY/A.

K 1.2.
Koopaunuposarts
paboTy mpueMHOI
PYKOBOAMTEIISA, 30H
rpueMa pa3IndHbIX
KaTeropum
MMOCETUTENIEN
OpraHu3alyu

HaBbIku

KOOPIMHALIMK PadOThl TPHUEMHOM
PYKOBOJIMUTEIS M 30H MTPUEMA PA3TUUHBIX
KAaTEeropuil MoCeTUTENEe OpraHnu3aluu

YMmenuns:

BCTPEYATh IIOCETUTEINIEH, IIOJIydaTh IEPBUYHYIO
“H(OPMAITHIO O TTOCETUTENSX, YCTAHABINBATD
MIOPSAIOK MpUEMa TS Pa3INIHBIX KaTeropuil
MMOCETUTEIIEN

BECTH YYETHBIE PETUCTPAIIHOHHBIE (POPMEI 10
npuémy noceruteneil 1 ohopMILITh IPOIyCKa

BECTH NIpUEM, Niepeiady u OTHPABKY
JTOKYMEHTOB

OpTraHU30BHIBATH U OPOHHUPOBATH MEPErOBOPHEIC
KOMHATBHI

CEPBHUPOBATH YaitHbIe (KOEHHBIE) CTOIBI B
oduce

NPUMEHSTH B paboTe cpeicTBa
“H(OPMAITMOHHBIX 1 KOMMYHHKAIIHOHHBIX
TEXHOJOTUH

MIPUHUMATh MEPHI 110 COXPAHEHUIO
KOH(pHUACHITHATHHOU HHPOPMAIIUU B XOJI€
IIpUEMa ITOCETUTEIICH.

SHanug:

HOPMAaTHUBHbBIE [TPAaBOBbIE aKThl Poccuiickoit
®denepanuu 1o 3aiuTe HHGOpPMAIMK U paboTe ¢
o0palIeHUsIMH TPaKIaH

CTPYKTYypa OpraHu3aliy U paclpeeeHne
(YHKIUH MEXILy CTPYKTYPHBIMU
MO/Ipa3ieNICHUsIMH U CHIETHATINCTaMHU

IpaBUJia OpraHru3anuu HpI/IéMa IMOCETUTEIICH

OTHUKCT U OCHOBBI MCXKJAYHAPOJAHOTO MPOTOKOJIA

STHKA JIEJIOBOTO OOIIEHHUS

MPaBMJIa PEUECBOTO DTUKETA.
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MpaBUjIa CEPBUPOBKH YaitHOTO (KO(eiHOT0)
cTOJNA

TpeOOBaHMs OXPaHbI TPYJA.

TIK 1.3. Bragets
HaBBIKAMU
TUTAHUPOBAHUS
pabouero BpeMeHH
PYKOBOAUTENS U
cekperaps

HaBpixn

TUTAHUPOBAHUS padOUYero BpeMeH!
PYKOBOJUTENS U paboyero AHs cekperaps

YMmenus:

BbIOMpATH (POPMBI TIIAHUPOBAHUS U OHOPMIIATH
IUTAHUPOBILUK (OpraHaiizep) pyKOBOIAUTENS U
cekperaps

YCTaHABIUBATh LU, OTIPEACIATh
MIPUOPHUTETHOCTh U OYEPETHOCTD BBITIOJTHCHHUS
paboT 1 3G hEeKTHBHO pacHpeeisaTh pabouee
BpeMs

COIUIACOBBIBATH BCTPEUYU U MEPOIPUATUSA U
BHOCUTH WH(POPMALIUIO B TUTAHUPOBIIIUK
(opranaiizep)

nHGOPMHUPOBATH PYKOBOJUTEINS O
NpUOIMKEHNH BPEMEHH U peTjaMeHTe
3aIJIAHUPOBAHHBIX BCTPEY M MEPOIIPHUSITHI

BBIOMPATh ONTUMAJIbHBIE CIIOCOOBI BHEIITHETO U
BHYTPEHHETO MHPOPMUPOBAHHUS O
HﬂaHI/IpyeMI)IX MepOHpI/IHTI/IHX

obecrnieunBaTh HHPOPMAITMOHHYIO O€301TaCHOCTh
JeATeIIbHOCTH OPTaHN3aIiN

MPUMEHSTH B paboTe CPeACTBA
WH(POPMAITMOHHBIX U KOMMYHUKAIITMOHHBIX
TEXHOJIOTUH.

3HAHHUA:

HOPMAaTHUBHBIE MIPAaBOBbIE aKThl Poccuiickoit
®denepanmu B chepe HHPOPMAITMOHHON
0€30I1aCHOCTH

CTPYKTYypa M creunu(puKa OCHOBHON
JeSITEIIbHOCTH OPraHu3aluu

OCHOBBI YIIPAaBJICHHA BPECMCHEM

IpaBuJia MPOBCACHUS ACTIOBBIX IIEPETOBOPOB

OTHKa OCJIOBOTO 06H_I6HI/I$I

TpeOOBaHMS OXpaHbI TPY/IA.

[IK 1.4.
OcymecTBIsTh
MOATOTOBKY JEJIOBBIX
MOE3710K
PYKOBOAMTENA

U APYTUX
COTPYAHHUKOB
OpraHu3aIu

HaBbIkn

OpraHU3aIHH JIETOBBIX MOE3J0K
PYKOBOAMTEISA U IPYTUX COTPYIHUKOB
OpraHu3aIu

YMmenuns:

COCTaBJIATH U O(l)OpMJ'ISITB JOKYMCHTHI IJId
JCJIOBBIX IMOC3JOK

OCYIIECTBIIATEH TPEBEI-TIOIEPKKY JSITOBBIX
MOE3I0K

COTJIACOBBIBATH C MPUHUMAIOIEH CTOPOHON
MIPOTOKOJI THIAHUPYEMBIX MEPOTIPUATHI 1
(hopMHpOBATH MPOrPaMMy JIEJIOBOM MOE3IKN

HCTOJIB30BaTh CPeJICTBa HH)OPMAIIMOHHBIX
KOMMYHHKAIMOHHBIX TEXHOJIOTHHA AJIs
o0ecreyeHus B3auMOICHCTBUS C
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PYKOBOJIUTEJIEM BO BPEMSI €T0 JIEJIOBO TTOE3IKU

0QOpMIIATH OTYETHBIE JOKYMEHTBI O
JIEJIOBOM ITOE3IKE.

3HAHUA:

HOpMaTHUBHBIE IPaBOBBIE akThl Poccuiickoi
Odenepanuu B chepe opraHu3aiuu 1e10Boi
MOE3IKU

MIOPSAOK TMTOATOTOBKH U IOKyMEHTHUPOBAHUS
JICJIOBOH ITOC3IKHU

HUHTEPHET-PECYPCHI TSl OCYIICCTBICHUS TPEBE-
TTOJJIEPKKH JCIIOBBIX MTOE3TI0K

OTHUKET U OCHOBBI MEXKAYHAPOAHOI'O IIPOTOKOJIA

3THKA JIEJIOBOrO OOILEHNS

TpeOOBaHMS OXPaHbI TPYJA.

TIK 1.5. Bragers

HaBbIku

criocobamu OpraHu3alyy U NOAAEPKaAHUS
OpraHu3aLuu (YHKIIMOHATILHOTO pab0vero NpoCTpaHcTBa
pabouero Ymenusi:
MIPOCTPaHCTBA OpraHH30BBIBaTh paboyee MECTO B
MPUEMHON U KAOMHETa | COOTBETCTBHY C TPEOOBAHUSIMH SPTOHOMUKH
PYKOBOJUTEIIA KyJIbTYpPBI TPYJa
oOecrneunBaTh paboyee MeCTO U
(hyHKIIMOHATBHOE pabodee MPOCTPAHCTBO
HEOOXOIMMBIMHU CPEICTBAMU OPTraHU3ALUOHHON
TCXHHUKH, MC6CHBIO " KaHLCIIAPCKUMHA
IMPUHANJIC)KHOCTAMU
MO/IJIEP’KUBATH CPEJICTBA OPTaHU3ALIMOHHON
TEXHUKU B pab04yeM COCTOSHUM.
3Hanus:
TpeOOBaHMsI OXpaHbI TPy, MPOU3BOACTBEHHOMN
CaHUTapUU, IPOTUBOIIOKAPHOM 3aIUTHI
OCHOBBI IIPABUIIBHOM OpraHU3aluy TPyaa U
METO/IbI MIOBBILICHHs ero d3pheKTUBHOCTH
BU/JIbl OPIraHU3aLMOHHON TEXHUKU U
MOPSAJIOK pabOTHI C HEH.
[IK 1.6. HaBbiku
OcyiecTBisATh OpraHM3aly OATOTOBKH U ITPOBEIECHUS
paboty no KOH(EpPEHTHBIX MEPOTIPUATHI, 0OecTieueH s
MOATOTOBKE U MH(OPMAIIMOHHOTO B3aUMOJICHCTBHS
IIPOBEJIEHUIO PYKOBOJUTENS C OApA3ACIECHUIMU U
KOH(EpPEHTHBIX JIOJKHOCTHBIMHM JIMIIAMH OpPTraHU3aluu
MEpPOINPHUATHH, YmeHus:
06ecnqu/IBaTB OpPraHu30BbIBATE ITPOLICCC MTOATOTOBKH U
nH(pOPMAaILMOHHOE HpOBeACHNE KOHOEPEHTHOTO MEPONPHUSTHS
B3aMMO/ICHCTBHE MHAMBHIYAJIbHO M B COCTaBe paboyeil rpyIiibt

PYKOBOJMTENS C
MOJIpa3IeICHUSIMU U
JIOJKHOCTHBIMU
JIUIIAaMU OpTraHU3alu

JIOKyMEHTUPOBATh Pa3HbIE 3TaIlbl IPOLIEAYPbI
MOJITOTOBKY U MTPOBEIEHHS KOHPEPESHTHOTO
MEPONIPHUATHS

coOJII0JaTh 3TUKET X OCHOBBI MEXYHApOIHOTO
IIPOTOKOJIA

OCYIIECTBIIATH cOOp, 00paboTKy nH(pOpMAITHH,
CUCTEMAaTH3AIMIO TIOJyYaeMbIX U TIepeIaBacMbIX
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JAHHBIX

OCYILECTBIISTh IPOBEPKY JOCTOBEPHOCTH,
TIOJIHOTHI ¥ HEIPOTUBOPEUNBOCTH JaHHBIX,
UCKJIIOUeHHE AyOIMpoBaHus HHPOPMALTUH

MPUMEHSTH HH(OPMAITHOHHO-
KOMMYHUKAIIMOHHBIE TEXHOJIOTHH.

3Hanud:

HOpMaTHUBHBIE IPaBOBbIE akThl Poccuiickoi
Denepanyu B chepe nHPOpMaIH

KOMILIEKC OPraHU3allMOHHO-TEXHUYECKUX
MEPOIPHUSITHN TIO TIOJITOTOBKE M MPOBEICHHIO
KOH()EPEHTHBIX MEPOTIPUSTHHA

npaBuiIa 0QpopMIIEHHUS JOKYMEHTOB,
CO03/1aBaE€MbIX B IpoIlecce MOATOTOBKH U
IIPOBEICHNUS KOHPEPEHTHOI'O MEPOIIPUSATHSI

OTHUKET U OCHOBBI MEKAYHAPOIAHOI'O IPOTOKOJIA

3THKA JIEJIOBOTO OOLLIEHUS

COCTaB BHYTPEHHMUX M BHEUTHUX
nH(OPMALMOHHBIX TOTOKOB

CTPYKTypa OpraHu3alu 1 NOpsAI0K
B3aMMOICHCTBUS NOJpa3IeNeHUu

METOJIbI 00PaOOTKH M 3alUThl HH()OPMAIIUY C
MPUMEHEHUEM CPE/ICTB UH(POPMAIIMOHHBIX
KOMMYHHUKAIIMOHHBIX TEXHOJOTHH

TpeOOBaHMS OXPaHbI TPYJA.

IIK 1.7. Odopmasats
OpraHU3alMOHHO-
pacropsIuTeIbHbIE
JOKYMEHTHI U
OpTraHU30BBIBATH
paboTy ¢ HUMH, B TOM
qHCIIe C
HCTOJIb30BaHUEM
aBTOMATH3MPOBAHHBIX
crcTeM

HaBbIku

O(I)OpMJ'ICHI/ISI OpTraHHu3alluOHHO-
pactiopAAUTCIbHBIX TOKYMCHTOB 1
OopraHu3anus pa6OTI>I C HUMH, B TOM YHCJIC C
HCII0JIb30BAHUEM AaBTOMATU3UPOBAHHBIX
CHUCTEM

YMmenus:

COCTaBJIATh MIPOEKTHI OPraHU3aMOHHBIX,
pacmopsANTENbHBIX 1 HHOOPMAIIMOHHO-
CIIPaBOYHBIX JIOKYMEHTOB, B TOM YHUCIIE
JOKYMEHTOB, COJIEp)KAIINX KOHPHICHIIHAIBEHYIO
UHQOPMAITHIO

oopMISITE OpraHU3aluOHHO-
pacnopsuTeNbHbIE TOKYMEHTHI (OpUTHHAIIBI U
KOITHH)

CKaHHNpPOBaTb, KOIMUPOBATH U KOHBEPTHUPOBATH
JOKYMCHTBGI B PA3JIMYHBIC Q)OpMaTBI

OCYHICCTBJIATH MMPOBCPKY MPOCKTOB JOKYMCHTOB
Ha COOTBCTCTBUC IpaBUJIiaM JACJIONPOU3BOJCTBA

[IPUHUMATH U MIPOBOUTH IEPBUYHYIO
00pabOTKy BXOJSIINX JOKYMEHTOB

OPpOBOAUTH NPCABAPUTCIIBHOC PACCMOTPCHUEC
BXOASAIUX U BHYTPCHHUX JOKYMCHTOB

pETUCTPUPOBATH BXOJIAIINE, UCXOISAIINE U
BHYTPEHHUE JIOKYMEHTHI

KOHTPOJIHMPOBATh MaPIIPYyTU3ALHIO
JIOKYMEHTOIIOTOKOB B OpTaHU3allui
(cornacoBaHue, NOINCAHNE, YTBEP)KICHHUE,
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perucTpanus, 03HaKOMJICHHE U HCIIOJTHEHUE
JIOKYMEHTOB)

OCYILICCTBJIATH CpOKOBI)II‘/'I KOHTPOJIb
HCMOJIHCHHUA JOKYMCHTOB

OCYIIECTBJISTH MMOATOTOBKY U OTIIPABKY
HCXOJSIIINAX TOKYMEHTOB

COCTaBJISATh OTUETHI U aHAJIUTHUCCKHUC CIIpaBKHU
00 MCIIOTHEHUU JOKYMCHTOB

BECTH MH(POPMAIIMOHHO-CIIPABOYHYO paboTy 10
JIOKYMEHTaM

OCYIIECTBIISITH pabOTy C OPraHU3alMOHHO-
pacnopsiANTENIbHBIMU JJOKYMEHTaMH B
ABTOMATHU3HPOBAHHBIX CHCTEMAX.

3Hanud:

HOPMAaTHUBHbBIE IPAaBOBbIE aKThl Poccuiickoit
@epneparyu B chepe NeI0npou3BOACTBA

JIOKaJIbHbIe HOPMAaTUBHBIE aKTHI,
periIaMeHTHPYIOIINE AeSTEIbHOCTD CIIy>KOBbI
JeJIOTIPOU3BOJICTBA U €€ paOOTHHKOB,
OpraHM3alMI0 BEJICHUs ISJIONPON3BOICTBA

COBpEeMEHHbIC HH(OPMALIUOHHBIE U
KOMMYHHKAIIHOHHBIE TEXHOJIOTHH,
npUMeHseMbIe B paboTe ¢ JOKyMEHTaMu

CTPYKTYypa OpraHu3aIiu, pyKOBOJICTBO
CTPYKTYPHBIX NOpa3AeeHUH, 00pa31Ibl
MTOATKCEN JINL, UIMEIOIUX MPaBO MOANHUCAHUA U
YTBEpPKACHUS JOKYMEHTOB, U OTpaHUYEHUSI 30H
UX OTBETCTBEHHOCTH

IIpaBUJia PYCCKOI'O SA3bIKA

TpeOOBaHMS OXpaHbI TPY/IA.

1K 1.8. Odopmisats
JOKYMEHTHI T10
JMYHOMY COCTaBYy U
OpTraHU30BBIBATH
paboTy ¢ HUMH, B TOM
qHCIIe C
HCTOJIb30BaHUEM
aBTOMATH3UPOBAHHBIX
cucTeM

HaBbIkH

oopMIIeHHS JOKYMEHTOB 10 JIMYHOMY
COCTaBy M OpraHM3aluy paboThl C HUMHU, B
TOM YHCIIE C UCIIOIb30BaHUEM
aBTOMAaTU3MPOBAHHBIX CUCTEM

YMmenus:

00ecrneunBaTh COXPaHHOCTh EPCOHATBLHBIX
JIAHHBIX PaOOTHHUKOB

OpTraHHU30BEIBATh IOKYMEHTOOOOPOT 110
MPEACTABICHUIO JOKYMEHTOB IO [IEPCOHATY B
TOCYJapCTBEHHBIC OPTaHbI

OpPTraHU30BbIBATH JOKYMEHTOOOOPOT 10 YUETY H
JBIKEHHIO Pa0OOTHHKOB

BECTH BOMHCKUH Y4ET paOOTHUKOB

BecTH y4€T pabodero BpeMeH! pabOTHUKOB

0o OpMIIATH OPraHU3aIMOHHO-
pacmopsAUTENIbHBIE TOKYMEHTBI 110 JINIHOMY
COCTaBy

BECTH PETUCTPALMIO, YUET, OTIEPATUBHOE
XpPaHEHUE JOKYMEHTOB I10 JIHYHOMY COCTaBY

BECTH JIOKYMEHTAIIUIO, TIOATBEPIKIAIOIIYIO
CBEJICHHS O TPYJOBOH NCATSIBHOCTH U
TPYIOBOM CTaKe pabOTHHUKOB
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(hopMHpOBATH TMYHBIE JIeNIa pAOOTHUKOB

oopMIISTE J1ena 1o JINYHOMY COCTaBY JIJIs
nepeaady B apXyuB OpraHU3aIuu

paboTaTh CO CrieHaIu3UPOBAaHHBIMU
MH(POPMAIIMOHHBIMH CUCTEMaMH U 6a3aMu
JAHHBIX MO BEICHUIO YYETA U ABHIKCHUIO
pabOTHUKOB.

3Hanud:

HOpMaTHUBHBIE IIPaBOBbIE akThl Poccuiickoi
Qenepanmu B cepe TPYIOBBIX OTHOIIECHHUH

JIOKAJIbHBIC HOPMATHUBHBIC AKThI,
PErNIAaMCHTUPYIOIHUEC TPYAOBBIC OTHOIICHU A

COBpPEMEHHbIE HH(OPMALUOHHO-
KOMMYHHKAIIHOHHBIE TEXHOJIOTHH,
npUMeHseMbIe B paboTe ¢ JOKyMEHTaMH 110
JIMYHOMY COCTaBY

CTPYKTypa OpraHu3aliy, PyKOBOJICTBO
CTPYKTYPHBIX IOApa3aeIeHUN

IpaBuJia JCJI0IIPOMU3BOACTBA

IpaBUJIa PyCCKOIO sI3bIKa

STHKA JIEJIOBOT'O OOIIEHUS

TpeOOBaHMS OXpaHbI TPY/IA.

IK 1.9.
Opranu3oBbIBaTh
TEKyIIee XPaHCHHE
JOKYMEHTOB,
00paboTKy Jen s
OIEPATHBHOTO U
apXHMBHOTO XpaHEHHUS,
B TOM YHCJIE C
UCTIOJIb30BaHUEM
ABTOMATU3UPOBAHHBIX
CHCTEM

HaBbIkn

OpTraHHU3aIMH TEKYIIETO XPAHCHUS
JIOKYMEHTOB, 00pabOTKH Je IS
OTIEPATHUBHOTO W APXHUBHOTO XPAHCHHUS, B
TOM YHCJIE C UCIIOIL30BaHUEM
ABTOMATHU3MPOBAHHBIX CHCTEM

YMmenuns:

pa3pabarTbiBaTh HOMEHKJIATYPY A€l
OpraHu3alyu

TPOBEPSATH MPABUIBHOCTH OPOPMIICHHS
JIOKYMEHTOB U OTMETKH 00 WX UCTIOJIHEHHN
nepea ux (GOpMUPOBAHUEM B JIEJIO VIS
MOCJIEAYIOLIETO XpPaHEHUsI

(hopMupoBaTh Jieaa, KOHTPOJIUPOBAThH
HPaBUJIBHOE M CBOEBPEMEHHOE PACIpe/Ie/ICHUE
1 MOJIIIUBKY JIOKYMEHTOB B Jiejia B
COOTBETCTBHHU C HOMEHKJIATYPOH JieJ

IIPOBEPSTH CPOKH XPaHEHUS TOKyMEHTOB,
COCTAaBJISITH IPOTOKOJI pabOTHI SKCIEPTHOM
KOMHCCHH T10 MIOATOTOBKE JOKYMEHTOB K
repeJiadye B apxuB

COCTAaBJIATH aKT O BBIACJICHUU K YHUYTOXKCHHUIO
JAOKYMCHTOB, HC NOJICI)KAIIINUX XPAHCHUIO

COCTaBIIATh aKT 00 YHUYTOXCHUU NOKYMCHTOB

OCYIIECTBJIATH MTOJIHOE WM YaCTUIHOE
oopmMIiieHre en BpeMEHHOT0, IIOCTOSHHOTO,
JIOJITOBPEMEHHOT'O CPOKOB XPAHEHUS

COCTaBJISITh OIIUCH JIENT CTPYKTYPHBIX
MOApa3/AeIECHUN IOCTOSHHOTO,
JOJITOBPEMEHHOI'O CPOKOB XPaHEHUS AJIS
nepeslauy Jell B apXUB OpraHu3alyu
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MPUMEHATH HH(OPMAITHOHHO-
KOMMYHHKAI[HOHHBIC TEXHOJIOTHHU TIPH
paboTe ¢ TOKyMEHTaMHU.

3HAHUA:

HOpMaTHUBHBIE IPaBOBbIE aKkThl Poccuiickoi
Oenepannu B chepe ASTONPONU3BOICTBA U
apXMBHOTO Jiea

JIOKaJIbHbIC HOPMATUBHbBIC AKTHI,
perIaMEeHTHUPYIOIINE BEICHUE
JIEJIONPON3BOJICTBA U TIepeiavy e B apXHB
OpraHu3aluu

BUJBI HOMEHKJIATYp JIe, 001Iie TpeOOBaHHS K
HOMEHKJIAType Jell, IOPsiIoK paboThl ¢ Hel

ropsIok popmMupoBaHus B 0HOPMIICHUS e,
cnernuduka GOpMUPOBAHUS OT/ICITBHBIX
KaTeropuu Jen

IpaBuja XpaHECHU I€J1, B TOM YHCJIE C
JOKYMCHTAMHU OI'PaHUYC€HHOT'O JOCTYIIa

npaBuia BBIAAYM U UCIIOJIB30BaHUS JOKYMECHTOB
13 CQOPMUPOBAHHBIX JIEJ

MOPAAOK UCIIOJIBb30BaHUA TUIIOBBIX UJIU
BCIOMCTBCHHBIX HGpC‘IHGfI JOKYMECHTOB,
OIpEACIICHUA CPOKOB XpaHCHHA B IIPOLECCE
OKCHICPTU3bI HCHHOCTH NOKYMCHTOB

BUJIBI OITHCEH JIeTT OpTaHU3AIMH 1 TOPSIOK
paboTHI C HUMH

TpeOOBaHMS OXPaHbI TPYJA.

Opraauzanus
ApXUBHOI pabOTHI
0 TOKyMEHTaM
Opra"u3anun
pa3nu4HbIX hopm
COOCTBEHHOCTH

IK 2.1.
Ocy1iecTBIATH
KOMILUIEKTOBaHHE
ApXUBHBIMH JIeJIaMH
(moxymeHTaMu)
apxuBa OpraHu3aluu

HaBbIku

y4acTHs B KOMIJIEKTOBAHUHU apXUBHBIMU
JiesiaMu (JIOKyMEHTaM1) apXuBa
OpraHu3aIuu

YMmenuns:

pa60TaTI> C HO,I[paB,[[eHeHI/IHMI/I/ OopraHu3anusiMunu
HNCTOYHUKAMU KOMIIJICKTOBAHUA apXWBa

[IPUHMMATh apXHUBHBIE JIea (JIOKYMEHTHI) Ha
MIOCTOSIHHOE MJIU JIOJITOBPEMEHHOE XpaHEHHE

Yy4acCTBOBATh B IIPOBCICHUHN SKCIICPTU3BI
HEHHOCTHU PAa3JIMYHBIX THUIIOB U BUI0B
AOKYMCHTOB B COOTBCTCTBUU C BHYTPCHHUMU
perilaMCHTAaM1 OpraHu3anu

TIPUMEHSTH B pab0oTe peKOMEH AN YKCIIEPTHO-
MPOBEPOYHON KOMUCCHUM WIIA IKCIIEPTHOMN
KOMUCCHH OpPraHU3aluu

MIPUMEHATH NEPEYHH C yKa3aHHEM CPOKOB
XpaHeHus nen (HOKYMEHTOB)

co0JIF0IaTh HOPMATHBHBIE CPOKU XPAHEHHMS JIE
(TOKyMEHTOB)

BECTH Y4ET UCTOYHUKOB KOMIUIEKTOBAHUS
apxuBa

HCTOJIb30BaTh MEPEIOBOM OTE€UECTBEHHbIN U
3apyOeKHBIH OIBIT IO KOMIUICKTOBAHUIO apXHBa
JIeIaMu (JIOKyMEHTaMH ) TTIOCTOSTHHOTO U
JIOJITOBPEMEHHOI'O XPaHEHHUS
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HCIIOIb30BATh COBPEMEHHBIE
aBTOMATHU3HPOBaHHbIE, THPOPMAIIMOHHBIE U
TEJICKOMMYHUKAIIMOHHBIE TEXHOJIOTUU
JIOKYMEHTUPOBAHHBIX chep AesTeIIbHOCTH
OpraHH3alMH.

3HAHUA:

HOpMaTHUBHBIE IPaBOBbIE akThl Poccuiickoi
Oenepannu B chepe ASTOIPON3BOIACTBA U
apXMBHOIO JieJia

HayYHO-METOJUYCCKUE KPUTCPUH SKCIICPTH3BI
LIEHHOCTH Pa3JINYHBIX TUIIOB U BUJIOB JC]
(TOKyMEHTOB)

TEOPETHUECKHE U METOIMICCKHIE aCITCKTHI
KOMILIEKTOBAHUSI U SKCIIEPTU3HI IIEHHOCTU BCEX
BH/JIOB JTOKyMEHTOB

BH/IBI, PA3HOBUIHOCTH H (hOPMATHI BCEX BHUJIOB
JIOKYMEHTOB

YHU(DHUIIMPOBAHHYIO CHCTEMY OpraHH3aIlMOHHO-
PacTOPSANTENHHON TOKYMEHTAIIH

CTaHAapThl 0OPMIICHHS OPraHU3aLMOHHO-
pactopsiANTENBHON TOKYMEHTAIH

CHOCOOBI ¥ TEXHOJIOTHU IOKYMEHTUPOBAHHUS
Pa3NUYHBIX BUIOB MIPOPECCHOHAIBHON
JESTENBHOCTH

OpraHU3aIMOHHBIC IPUHITUIIBEI KOMILIEKTOBAHUS
Jie (IOKYMEHTORB) OrpaHMUYEHHOTO JOCTYyIIa

TpeOOBaHMS OXpaHbI TPY/IA.

IIK 2.2. Bectn yuér

APXUBHBIX nen
(IOKyMEHTOB), B TOM
quclie c
HCIIOb30BAaHUEM
ABTOMATU3UPOBAHHBIX
CUCTEM

HaBbIkH

BEJICHMS Y4€Ta apXUBHBIX JEJI
(1OKyMEHTOB), B TOM YHUCJIE C
MCIIOJIb30BaHUEM aBTOMATU3UPOBaHHBIX
CUCTEM

YMmenuns:

I10JIb30BATHCS YYETHBIMU JTOKYMEHTAaMU B
paMKax 3JeKTPOHHBIX HHPOPMAIIOHHBIX
CHCTEM JIOKYMEHTUPOBAHHBIX chep
JeATEIbHOCTH OPraHU3aluu

MOJTb30BAThLCS CEPTUDUIIMPOBAHHBIMHU
ABTOMATU3UPOBAHHBIMU CUCTEMaMHU
JIOKYMEHTHPOBAHHBIX c(ep AeATeTLHOCTH
OpTraHM3aINU 10 YUETY, pETHUCTPAIIHH,
KOHTPOITIO JIeJ (IOKyMEHTOB)

MOJIb30BATHCS HH(OPMAIIMOHHO-CIIPABOYHBIMU
cHCTeMaMHt JOKyMEHTHPOBAaHHBIX cep
JIESITEIBHOCTH OpraHu3aluu

BECTH CIIPABOYHO-TIOMCKOBBIE CPENICTBA K
ApPXUBHBIM JIeJIaM (JIOKyMEHTaMm)

BECTH YYET CTPaxoBOTO (OHJa APXUBHBIX JEIT
(TOKyMEHTOB)

MIPUMEHSATh HOPMATHBHBIC PABOBbIC AKTHI,
JIOKaJIbHbIC HOPMATHBHBIE aKThl OPTaHU3aIluU 1
METOJINYECKHE TOKYMEHTHI B 00JIacTH yuéra
APXHUBHBIX JIT (TOKYMEHTOB)
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BHOCHTD MPCAJIONKCHUS 110
COBEPILICHCTBOBAHUIO METOJHYECKOTO
oOecrieyeHus yu€éra pa3HbIX BUIOB
JOKYMEHTOB B JOKYMEHTHPOBAHHbBIX chepax
ACATCIIBHOCTH OpraHu3aluu.

3HAHUA:

HOpMaTHUBHBIE IPaBOBbIE akThl Poccuiickoi
Oenepannu B chepe ASTOIPON3BOIACTBA U
apXMBHOTIO Jiea

METOAMYECKUE TOKYMEHTHI U HAITMOHAJILHBIC
CTaHJIapPThI B 00JIACTH yUETa IOKYMEHTOB H
JIOKYMEHTHPOBAHHBIX cep AesITeTFHOCTH
OpraHu3aluu

OTEYECTBEHHBIC 1 3apYOCIKHBIE
cepTU(UIUPOBAHHBIE CHCTEMBI
aBTOMAaTH3MPOBAHHOTO YUE€Ta apXUBHBIX JeIT
(TOKyMEHTOB)

TpeOOBaHMs K YUETY 0CO00 IICHHBIX U
YVHHUKAJIBHBIX apXUBHBIX JIeN (JOKYMEHTOB)

CPOKH BBITIOJTHEHHUS Pa0OT MO YUETY apXUBHBIX
Jiet (IOKYMEHTOB)

0O0II1e MPUHIIUITEI YUETa U KOMIUICKTOBAHUS
Jien (TOKYMEHTOB) OTPaHIMYEHHOTO JOCTYIIa

TpeOOBaHMS OXpaHbI TPY/IA.

IK 2.3.
Ocy1iecTBIAThH
XpaHEHHE apXUBHBIX
nen (TOKYMEHTOB) C
MOCTOSIHHBIM CPOKOM
XpaHEHUS U TI0
JTUYHOMY COCTaBY

B apXHBE
OpraHHU3aIu

HaBbIkn

OCYHICCTBJICHUA XPAHCHUA apXUBHBIX AOCIT
(I[OKYMCHTOB) C ITOCTOSTHHBIM CPOKOM
XpaHCHUA U 110 JIMYHOMY COCTAaBY B apXHBC
OopraHu3aln

YMmenus:

CHUCTEMAaTHU3HUPOBAThH JieJia (JOKYMEHTHI)

pa3Meniath apxXuBHBIE Jefa (JOKYMEHTHI) Ha
MECTax XpaHEeHHUs! B COOTBETCTBUH C
HOPMAaTUBHBIMHU TPeOOBaHUSIMU B 00J1aCTH
ApXUBHOTO JieNla M YIPaBIEHHS JOKYMEHTaMH

cO0JIF01aTh HOPMATHBHBIE PEKUMBI XPAHECHUS
APXUBHBIX JIeN (JOKYMEHTOB) Ha JTFOOBIX
HOCHUTEJISAX

IIPOBOANTH MPOBEPKY MOIHOTHI COCTaBa
APXMBHBIX IOKYMEHTOB B €IMHUIIAX XPaHEHHUS

MIPOBOJUTD ONMCAHNE APXUBHBIX AEI
(TOKyMEHTOB)

COCTAaBIISITH CITPaBOYHO-TIOMCKOBBIE CPEJICTBA K
ApXMBHBIM JieJiaM (JIOKYMEHTaM)

BECTH YYET U KOHTPOJIb BbIJaYM apXUBHBIX JIEJI
(TOKYMEHTOB) M3 apXHUBOXPAHWIIUIIA U UX
BO3BpaTa

BECTH YUET U KOHTPOJIb TIEPEIayuu e
(TOKyMEHTOB) B
rOCyIapCTBEHHBIN/MYHUIUITAILHBIA apXUB WU
Ha MHOE BHEIIIHEE XPaHEeHUE U ITpréMa JIes C
BHEITHETO XpaHEHUS

MIPOBOJUTH NOJHMCTHYIO IPOBEPKY (PUZUUECKOTO
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COCTOSTHHS JIeJ (TOKyMEHTOB)

pa3bICKMBATh HEOOHAPYKECHHBIE JIeIa
(IOKYMEHTBI)

3amuuaTh UHOOPMAIIMOHHBIE PECYPChI
apXMBa OT HECAHKIIMOHUPOBAHHOTO

JOCTYTIA.

3HAHUA:

HOpMaTHUBHBIE IPaBOBbIE aKkThl Poccuiickoi
Odenepanuu B cepe ASTONPOU3BOJICTBA U
apXMBHOTO Jieia

HOpMaTHUBHBIE IIPaBOBbIE akThl Poccuiickoi
®denepanuu B 061actu vHGOpPMALINH,
WHPOPMALMOHHBIX TEXHOJIOTHH, 3aIUTHI
nHGOPMALIUH U TIEPCOHATIBHBIX NaHHBIX,
QpoBoii TpaHchOpMaITUH

HOPMATHBHBIE IIPaBOBBIE aKThl Poccuiickoi
®enepanyu B 001acTH KOHPHUIEHITMATEHOCTH
rH(pOpMaIuu

IIpaBUJIa XpaHEHUs el (JOKYMEHTOB) B
COOTBETCTBHH C MX THUIIAMHU

MOPSI0K (POPMUPOBAHMS JOKYMEHTOB B
KOMIIJICKTBI, TPYIIIbI, TUIIBI

TpeOoBaHMsI K 0OPMIICHHUIO IOTOBOPOB Ha
peanu3almio yCIyr BHEITHETO XpaHEeHUs el
(TOKyMEHTOB)

CPOKH BBIIIOJIHEHHS PadOT

TpeOOBaHMsI K yCTAHOBJICHHBIM HOpMaM
BBIpa0OTKH

TpeOOBaHMS OXpaHbI TPY/IA.

K 2.4.
Ocy1iecTBIAThH
XpaHCHHE,
KOMILJICKTOBaHUE,
YU€T U
UCIIOJIb30BAHUE JIETT
(1OKyMEHTOB)
BPEMEHHOTO
XpaHCHHS

HaBbIkH

ObecnieueHust XpaHeHHsI, KOMIICKTOBAHUS,
yué€Ta 1 UCTIONIb30BaHUsI JIeN (JOKYMEHTOB)
BPEMEHHOI'O XpaHEHUs

YMmenus:

OpTaHU30BBIBATH M 00ECTIEYNBATH XPaHEHHE JIE
(1OKyMEHTOB) BPEMEHHOI'O XpaHEHHUS
OpraHu3allu B TPAJULMOHHOM U B
3IIEKTPOHHOM BHJIE

KOHTPOJIUPOBATh Pa3paboTKy CTPYKTYPHBIMU
M0/Ipa3ieICHUSIMHU OITUCEN U aKTOB O
BBIIETICHIH HA YHUYTOKEHHUE J1eN (AOKYMEHTOB)
BPEMEHHOI'O XpPAaHEHHUS B TPAJIULIMOHHOM U B
3IEKTPOHHOM BUJE

(hopMHUpOBaThH €NUHUIIBI XPAHEHUS JOKYMEHTOB
JUTSL IIX TIOCJICYIOIIETO Pa3MEIICHUS B apXHUBE
OpraHU3aInN

COCTAaBIISAITH CIIPAaBOYHO-TIOMCKOBBIE CPEACTBA K
ApXMBHBIM JieJiaM (JIOKYMEHTaM)

OCYIIECTBIIATH IMOHCK JIe1 (JOKYMEHTOB)
BPEMEHHOTO XPaHEHHS B TIPOIIECCE UX XPAHEHHS
B CTPYKTYPHBIX MOAPA3EIECHUAX U apXUBE
OpraHu3aluu

OCYIICCTBJIATE MECTOANYCCKOC PYKOBOJICTBO
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OpraHu3alMeH XpaHeHHsI JIe (TOKyMEHTOB)

B CTPYKTYPHBIX MOAPA3EIECHUSX OpraHu3aIiu

OKa3bIBaTh CTPYKTYPHBIM TIO/Ipa3ieiICHUIM
MIPAKTHUYECKYIO TIOMOIIb B OPTaHU3alluu
XpaHeHus 1en (HOKYMEHTOB)

pa3pabaThIBaTh CIIPAaBOYHO-MHPOPMAITMOHHBIC
JIOKYMEHTBI TI0 OpTaHHU3aIMY UCTIOIb30BAHUS
Jiet (IOKyMEHTOB) BpEMEHHOTO XPaHCHUS B
CTPYKTYPHBIX TOJPA3JICIICHUSX U apXUBE
OpraHusaluu

MPOBOJIUTH IKCIIEPTU3Y LICHHOCTH ACIT
(IOKYMEHTOB) BPEMEHHOI'0 XpPaHECHHSI,
IepelaHHbIX B ApXHB

OTIPEAETISATH CPOKHU XPaHEHUS e (JOKYMEHTOB)
BPEMCHHOT'O XPaHCHU

o0ecreYnBaTh 3aIUTy JIel (IOKYMEHTOB)
BPEMEHHOT'O XPAHEHUsI B OPraHU3aluH OT
HCCAHKIMOHUPOBAHHOI'O IOCTYIIa UJIN
YHUUTOXKCHUA

MPOBOIUTH (PU3HYECKOE YHHUTOKCHUE JIeTT
(MTOKyMEHTOB) BpEMEHHOTO XpaHEHHS C
UCTEKIINMHU CPOKaMHU XpaHEHHS T0CIe
COTJIACOBAHMSI CO CTPYKTYPHBIMH
MIOJIpa3/ICICHUSIMH OPTaHU3aIAN

oopMIATH YyUETHBIE TOKYMEHTHI 00
YHUUYTOXKEHUU e (IOKyMEHTOB)
BPEMECHHOT'O XpaHEHUS C UCTEKITUMHU
CpPOKaMU XpaHEHHUsI COBMECTHO CO
CTPYKTYPHBIMH ITOAPA3ICTICHUSIMH
OpraHH3aIlHH.

3HAHUA:

HOPMATHBHBIE ITPaBOBBIE aKThl Poccuiickoi
Denepanuu B chepe AeTONPOU3BOACTBA U
apXUBHOTO Jena

HOPMATHBHBIE ITPaBOBBIE aKThl Poccuiickoi
Oeneparyu B 00J1aCTH 3aIIUTHI TEPCOHATBHBIX
JTAHHBIX

HOPMAaTHUBHBIE MIPaBOBbIE aKThl Poccuiickoit
®denepanyu B 001acTH KOHDHUICHITMATBHOCTH
nHpOpMaLUH

METOANYECKUE TOKYMEHTHI U HAllMOHAJIbHBIE
CTaHIAPThI B 00JIACTH JICIIONPOU3BOJICTBRA U
ApPXHUBHOTO JIea

MeTOAMKa pa3paboTku (HopM yUETHBIX
JIOKYMEHTOB B TPAIULIHOHHOM U B 3JIEKTPOHHOM
BHJIE

npaBuiia CUCTEMATHU3allU U KHaCCI/I(i)I/IKaHI/II/I
JOKYMCHTOB

0COOCHHOCTH OpPTaHU3AINN XPaHSHHS eIl
(IOKYMEHTOB) Ha pa3INIHBIX HOCUTEIISTX

KpUTEPUH OTIPEeNIETICHNS IEHHOCTH JIe
(IOKYMEHTOB) AJISl NAJIbHEHIIIET0 XpaHEeHUs UIIH
YHAYTOXKEHUSI

TpeOOBaHMsI K MPOIleccaM YHUYTOKCHHS
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WHPOPMAIIUH B TPAJTUITUOHHOM H DIIEKTPOHHOM
BH/JIE

TpeOOBaHMs OXPaHbI TPYJA.

IK 2.5.
Ocy1iecTBIAThH
WCIIOJIb30BaHUE
APXUBHBIX JIEIT
(IOKyMEHTOB), B TOM
qucie ¢
WCIIOJIb30BaHUEM
ABTOMATHU3HPOBAHHBIX
CHCTEM

HaBpixn

OCYIIECTBIICHUS MCIIOIH30BAHUS APXUBHBIX
nen (TOKYMEHTOB), B TOM YHUCIIE C
HCIOJIb30BAaHUEM aBTOMATHU3HPOBAHHBIX
CHCTEM

YMmenus:

CUCTEMAaTHU3UPOBATh U 0000INATH CBEICHUS O
COCTaBE U COJICP)KaHUU apXUBHBIX JEIT
(TOKyMEHTOB)

HCTOIB30BaTh HHPOPMATHOHHBIE TEXHOJIOTHU B
001acTH CO3/IaHUS CIIPAaBOYHO-TTOUCKOBBIX
CpPEZICTB apXMBa M JOKYMEHTHPOBAaHHBIX cep
JeSITEIbHOCTH OPraHHu3aliu

(hopMUPOBaTH OCHOBHBIE M BCIIOMOTaTEJIbLHBIC
BUJIbl aDXUBHBIX CIIPABOYHUKOB B 3JIEKTPOHHOU

thopme

HOJrOTaBIUBATh HH(OPMAIIMOHHBIE
JOKYMEHTHI 110 3a1IpocaM M0JIb30BaTeIen
pa3JINYHBIX KATETOPHM.

3HaHuA:

HOPMAaTHUBHBIE NIPAaBOBbIE aKThl Poccuiickoi
@epneparyu B chepe NeI0npou3BOACTBA

HOPMATHUBHBIE ITPaBOBBIE aKThl Poccuiickoi
Denepanuy B 00J1aCTH 3aIUTHI IEPCOHATBHBIX
JTAHHBIX

METOJIUYECKUE JOKYMEHTHI B 00JIaCTH
UCIIOJIb30BaHMS U IYOJIMKAIUN apXUBHBIX JIEJT
(TOKyMEHTOB)

cepTUQHULIUPOBaHHBIE HH)OPMALIMOHHO-
TIOMCKOBBIE CUCTEMBI B 00JIaCTH pa3paboTKu
HAy4YHO-CIIPABOYHOTO arapara
JOKYMEHTHPOBAaHHBIX c(ep AesTeTbHOCTH
OpraHM3alyuu

CPOKH BBITOJIHEHHUS pabOT MO OpraHU3aIUU
WCTIONTE30BAHUS APXHUBHBIX JIeJl (JIOKYMEHTOR)

OpraHu3alMOHHBIC IPUHIUIIBI UCITIOJIB30BAHUA
JOKYMCHTOB OI'PaHUYCHHOI'O JOCTYyIIa

Tpe6OBaHI/I$I K IOATOTOBKE apXMBHBIX CITPABOK M
BBITTMCOK M3 AapXUBHBIX TOKYMCHTOB

TpeOOBaHMS OXpaHBI TPY/IA.
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Paszgea 5. Ctpykrypa o0pa3oBaTeibHOI MPOrpaMMbl

5.1. Y4eOHbIii TUIaH 10 IpOorpaMmMe MOJATOTOBKH crieruaaucToB cpeanero 3eeHa (ITIICC3)

@opMbI B Pacnipenesenne 00s13aTe1bHOM (AyAHTOPHOIT) HATPY3KH MO KypcaM
TMPOMEe Ky TOYHOI Koua-Bo E O0s3aTesIbHbIE Y4eOHbIe
aTTecTalHu KOHTPOJIBHBI = 3aHATHS IPH 3209HOI
(pacmipezeneHue o X paéot 5 dhopme 00yuenns
Kpycam) g - I kypce II kype III kype
% HanmenoBanue UMKIIOB, pa31esioB, o ; L% B TOM YHCIIE ) BT 4. B T.4. BT.U.
= JAMCHMILINH, TPOgecCHOHATBHBIX 5 ] = 2% > - & ¥ ¥ 2 & g ¥ = § = [ = o
= mony.ieil, MJIK, npaktuk s 5 E g g g £ g E E £ A E E| EA o El 57
o 3 Z g 5 = g > g 2| z|e | z|e gl z|e
= S & = S ~ 9 o = ol & 5] S| s < S| S 5 S| =
5 =, : 3 52| 99 o 8 = e| £ g © R ° ol 9| = ° | 2] =
] o Q< T 2 = S xl E'x S| O = = o5 =l e = o S0 Y = . | o
= = = = <3} T o ZE ©E & o Q 2| =2 8 S 2| =2 Q =% 2| 3
< 3 = 5 3 9 ) Q S E 9 E - 5 2 9 g = | = Q = S| Z Q ) = | =
2 1) - ] 8 ] 5 [aa) [3) E E_ ; < = 9 [==] = ol 2 /M = ol & M 8 ol 4
s | g 2| 2| g4 ¢ 73 53 | £5 5| £l 5| £l % §| <&
N 5 o 8 3 o9 £ o E¢9 > = a > = A =&
= == ' s | & A s | & s | B
£4 5 o = S 2 =% &l = © | £ | £ G| £
< |51 y 5] g 15) I S| 3 & S| 3 S| 3
© M 5 o g |g ~ 2l 5| gl =51 S =S
= te} I} te} O
@ © | F S o
1 2 3 4 5 6 7 8 9 10 11 | 12 | 13 14 15 | 16 | 17 | 18 | 19 | 20 | 21 | 22 | 23 | 24 | 25 | 26
15 1 18 24 1 e = 2 ey 20 2 Lc2 L 72 | 88 | 10 0 88 | 72 | 7 0 90 (70 | 7
TO.00 TeopeTnyeckoe ooyueHue 2 0 2 8 6 2 0 0 0
. 0 0 8 8 1 588 66 30 36 0 36 520 50 | 24 | 26 | 5 6 0 6 1 10 4 6 2
orcs.oo ConMaibHO-TYMAHUTAPHbIH HUKJI
Cr.ol HUcropust Poccun 1 1 54 8 6 2 2 44 8 6 2 1
VHoCTpanHEIi A3LIK B 1.2, 3 1 160 | 22 | 2 | 20 20 | 138 |14 |2 |12 1] 6 6| 1] 2 2 |1
Cr.o2 podeCCHOHAIBHOM AESTENFHOCTU 3
Cr.o3 Be3onacHOCTh KHU3HENESSTENIBHOCTH 3 1 70 8 4 4 4 62 8 4 4 1
CI.04 Dusnueckas KyabTypa 1 140 4 4 136 4 2 2
CI.05 OCHOBBI OEpEKIIBOTO MPOU3BOJICTBA 1 1 60 6 4 2 2 54 6 4 2 1
CI'.06 OcHOBBI (PHAHCOBOW TPAMOTHOCTH 1 1 60 8 6 2 2 52 8 6 2 1
DKonozueckie 0CHO8bL 1 1 44 10 4 6 6 34 10 4 6 1
Cr.o7 npupoOOnONIbL308aHUs
) 5 | o | 4 | 8 o |o68a | |68 |62 |0 |62]556|72|28|a4|a|s0|36|14]3]|8|ala]n
OI1.00 O6menpodeccHoHATbLHBIH UK 0
OI1.01 DKOHOMHUKA OPTaHU3aALUI 2 1 84 18 12 6 6 66 18 12 6 1
OI1.02 MeHemKMEHT 1 1 70 10 6 4 2 60 10 6 4 1
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HpO(l)eCCHOHaJ'IBHaH OTUKaA U OCHOBBI

OI1.03 JIETIOBOT0 OOIICHUS 64 10 6 4 6 54 10 6 4
IIpaBoBbIie OCHOBBI IPO(ECCHOHATBHOI 2 70 12 8 4 4 58 12 8 4
OI1.04 JIeATEeNbHOCTH
HuopMarioHHELe H 9 | 16 | 4 | 12 12| 74 | 16| 4 |12
OI1.05 KOMMYHHKAIIHOHHbIC TEXHOIOTHH
Pycckuii s13bIK B Ipo)ecCHOHATBHOM 1 36 18 10 3 8 68 18 | 10 8
OI1.06 JIeATEeNbHOCTH
KowmmneioTepHas 06pabotka 90 18 2 16 16 72 18 2 | 16
OI1.07 JIOKyMEHTOB
Tocyoapcmeennas u MyHUYUNANbHAS 60 16 12 4 4 44 16121 a
OI1.08 cnyarcoba
OI1.09 OcHo8bl ynpasnenus nepcoHanom 3 70 12 8 4 4 58 4 4 8 4 4 1
132 28 15 11 42 10 14
TIM.00 IIpodeccuoHaNbHBINH UK = 0 4 4 0 e 8 e il 4 L | 92 2 5 | G £
MMLOI | Joymecthaenue opramiamontioro | -, 570 | 2 |66 | 52 | 20| ¥ | 360 | 38 | 20 | 18 20| 0 |20 80 | 46 | 34 | 2
. M JOKYMEHTAIHOHHOTO 00ecIeyeHust 8 0
JesiTeIbHOCTH OPraHu3aIHH
MJK.01.0 JlokyMeHTannoHHOe obecrieyeHne 1 218 58 20 18 | 20 | 40 160 38 | 20 | 18 20 20
1 yIpaBJIeHus
MJK.01.0 Opranusanusi paboTsl ¢ 3 90 20 10 10 10 70 20 10 | 10 1
2 9JIEKTPOHHBIMH JIOKYMCHTAMH
MHKO 1.0 OpraHu3aum{ CEKpPETapCKOro 3 90 30 20 10 14 60 30 20 10 1
3 00CITy)KHBaHUSI
MJK.01.0 JlokyMeHTaunoHHOE obecreyeHne 3 100 30 16 14 14 70 30 16 | 14 1
4 KaJIPOBOH CITyKOBI
YILO1 VyeOHast TmpaKTHKa 36 36
IponsBojcTBEHHAs TIPAKTHKA (T10 36 36 36 36
T1I1.01 TPOGHITIO CIIEIUAIBLHOCTH)
Oprann3anusi apXHBHOMH padoTHI IO 10 66 38 0 12 278 0 0 0 8 2 | 32 20 5
1M.02 JOKYMEHTAaM OpraHu3anuii 4 454 4 2 7 415 14 1
Pa3In4HbIX (POPM COOCTBEHHOCTH
MJIK.02.0 | OpraHu3sanys ¥ HOpMaTHBHO- 2 30 24 16 3 8 56 24 | 16| 8
1 [PaBOBbIC OCHOBBI APXUBHOTO JIeNIa
MJIK.02.0 | TocymapcTBeHHBIE, MyHUIIATIAILHBIE 2 30 24 18 6 6 56 24 | 18| &
2 ApXHBBI M apXUBbI OPTraHU3aLHi
MAK.02.0 2 122 | 36 | 18 | 18 30 | 86 36 | 18 | 18
3 MerosiKa U IPaKTHKa apXHBOBEICHHS
MJK.02.0 ObecnieueHne COXpaHHOCTH 3 100 20 14 6 6 80 20 | 14 6 1
4 JIOKYMEHTOB
VIL.02 VuebHast IpaKTHKA 36 36
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[IpousBoncTBEHHAsT MpPaKTHKA 3 36 36 36 36
T111.02 ( 110 TPOIIIIO CIIENAILHOCTH)
IM.03 Boinosinenne padoT 1o oaHoM Wik 2 2 0 296 42 22 20 0 165 110 0 0 0 0 0 0 0 42 | 22 | 20 0
HECKOJIbKHM mpodeccusiv pagounx,
JOJKHOCTSIM CJTYZKALTHX
Beinonsesne paboT o JODKHOCTH
ciyxauiero Crieliauct 1o
11\4£[K.03.0 OPrAHH3ALHORHOMY H 3 152 | 42 | 22 | 20 12 | 110 42 | 22| 20
JTIOKYMEHTalIHOHHOMY 00€CTICYCHHIO
yIpaBJeHHUs OpraHu3auuen
VII1.03 VYueOHasi mpakTHKa 3 72 72 72
IIpou3BONCTBEHHAS TIPAKTHKA 3 72 72 72
111.03 ( Mo mpoUIIIO CIIeNHATBLHOCTH)
Ilpou3BoaCTBEHHAN MPAKTHKA 4
TIAITL.00 (nMpeaMIIOMHAsT) 144 H
THA.00 TocynapcTBenHasi HTOroBast 216 6
aTTecTaus H
295 48 25 20 52 182 16 16 16
HUTOro: 15 18 24 > 0 > ) 20 6 2 0 80 | 80 10 0 68 | 92 0 60 | ## 7
KoncyabTanuu no 4 yaca Ha Kax/10ro 00y4aomerocsi B rojx Jqucuunane 1 MAK 13 8 10
TocyaapcTBeHHAsi HTOrOBast ATTECTANUS Y4eOHON HPaKTHKH/IPOU3BOACTBEHHOM 144 216
1. unsiomHas pa6oTa + 1eMOHCTPALMOHHBIH IK3aMeH IpaKTHKH
1.1 BoinoJsiHeHne TUNJIOMHO¥ padoThI - MPEJUIMIIOMHOM IPAKTHKH 144
¢ 17 mas 2027 r. mo 14 mrons 2027r. (4 Hemenw). § SK3AMEHOB
1.2 3amuTa AMIUIOMHO# PaGoThI +1eMOHCTPALMOHHBII IK3aMeH 2]
¢ 15 uronst 2027 r. mo 28 utons 2027 r. (2 Henenn). 324€TOB, Au(. 3a4€TOB 5 5
KOHTp. paboThI 10 7 7
KYPCOBbIE paboThl 1
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5.3. Kanennapuslit yueOHbII rpadux

I'paduk yueOGHOrO nmpouecca no HegeJasiMm
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5.4. PabGouas mporpamMmma BOCITUTAHUS

5.4.1. llens m 3ama4ul BOCHUTAHHUS OOYYAIOIIMUXCS MPU OCBOCHHH WMHU 00pa3oBaTEIbHON
IIPOrPaMMBI:

Lenp paboyeil mporpamMmbl BOCIMTAHUS — CO3/1aHUE OPIraHU3ALMOHHO-TIENArOrMYeCcKuxX
ycioBuM Ui (OPMUPOBaHUS JUYHOCTHBIX PE3YyJIbTATOB OOYYAIONIMXCA, MPOSBIAIOMIUXCSI B
pPa3BUTUU HX TO3UTHBHBIX UYBCTB U OTHOLICHUI K POCCUHCKHM TpakJaHCKUM (0a30BBIM,
oOlLIeHallMOHAIBHBIM) HOPMaM U IIEHHOCTSIM, 3akpemiéHHbiM B Kouctutynuu Poccuiickoit
deaepanun, ¢ y9€TOM TPAAHUIUN U KYJIBTYpbl cyObekTa Poccuiickoii Denepanuu, 1eI0BbIX Ka4eCTB
KBUTU(UIIMPOBAHHBIX Pa0OYMX, CIYKAIIMX/CICIUAINCTOB CPEIHEr0 3BEHA, OMPEICIICHHBIX
OTpacJIeBbIMU TPEOOBAHUSIMU (KOPIIOPATUBHON KYJIBTYpPOIN).

3anaumu:

— (popMUPOBAHUE €IMHOTO BOCIIUTATEIBHOIO MPOCTPAHCTBA, CO3/IAIOLIET0 PABHBIE YCIOBUS
JUTSL pa3BUTHS 00Y4JaOIIUXCs MPOPECCUOHANBHON 00pa30BaTeIbHON OpraHu3aIuy;

— OpraHu3alus BCeX BUIOB JAEATEIHHOCTH, BOBJEKAIOLIEH 00ydaromuxcs B 0OIIEeCTBEHHO-
[EHHOCTHBIE COIIMAIM3UPYIOIINE OTHOIICHHUS;

— ¢opmupoBaHue y oOydaroumxcs MNpogecCHOHANbHON 00pa30BaTENIbHON OpraHU3aIiu
O0LIMX LIEHHOCTEW, MOpAIbHBIX U HPABCTBEHHBIX OPUEHTHPOB, HEOOXOAMMBIX JUIsI YCTOWYMBOTO
Pa3BUTHUSI TOCY1APCTBA;

— YCWJICHHE BOCIHTATEIILHOTO BO3JCHCTBUSL  OJlarofapsi HENPEephIBHOCTH  IpoIecca
BOCITMTAHUS.

5.4.2. Pabouas mporpamMma BOCHHMTAaHUS U KaJE€HAAPHBIM IUJIaH BOCHHUTATENbHOM paboThI
npezcraieHsl B [Ipunoxenun.

Pa3neu 6. Ycaosus peaanzanuu 00pa3oBaTebHON MPOrpaMMbl

6.1. TpeOoBaHusg K MaTepUAIbHO-TEXHUYECKOMY OO€CleYeHHI0 00pa3oBaTeIbHOMN
[IPOrpaMMBlI.

a) creuuanbHble MOMEIICHUs JOJDKHBI TPEACTaBIATh COOOH ydeOHbIE ayIuTOpHH,
nabopaTtopuy, MacTepCKue, OCHAIllEHHbIE 000pYy/I0BaHUEM, TEXHUUECKUMHU CpeACTBaMH OOydeHHUS
JUI TIPOBEJICHUS 3aHATUH BCEX BHUJIOB, MPEAYCMOTPEHHBIX 00pa3oBaTEeIbHOM MPOrpaMMOM, B TOM
YUCJI€ TPYNIOBBIX M WHIWBHAYAJIbHBIX KOHCYJBTAllMW, a TakKKe Ui IPOBEIACHUS TEKYILEro
KOHTpOJIA, IIPOMEXYTOYHOM M TOCYNApCTBEHHOW WTOrOBOM AaTrTeCTAllMM, IIOMEILUECHUS I
OpraHMU3aIi CaMOCTOSATEIbHON U BOCIIUTATENIBHOM paboThI;

0) Bce BUABI yueOHOH JesITeabHOCTH O0y4aromuXxcs, MPeayCMOTPEHHbIE YUEOHBIM IUIaHOM,
BKJIIOYasi MPOMEXKYTOUHYI0O M TOCYIJapCTBEHHYIO MTOIOBYIO aTTECTAllMIO, JOJDKHBI OBITh
o0ecreyeHbl pacX0IHBIMU MaTepHaIaMu;

B) TTOMEIICHUS ISl OPTaHU3AIUN CAMOCTOSITEIBHOW U BOCIIUTATEILHON paOOThI TOJKHEI OBITH
OCHAIIIEHbl KOMITBIOTEPHON TEXHHKOW C BO3MOXKHOCTBIO TMOAKIIOYEHUS K HH()OpPMAIIMOHHO-
TeJIeKOMMYHUKaIMOHHOW cetu "HMHTepHer" wm oOecrnedeHHeM [JOCTyrma B JJICKTPOHHYIO
nH(OPMaIIMOHHO-00pa30BaTENBHYIO Cpeay 00pa30oBaTeNbHON OpraHu3anuu (Ipy HATUYHH ),

I') JOMyCKaeTcs 3aMeHa 000pyI0BaHMs €r0 BUPTYaJIbHBIMHU aHAJIOTaMU;

1) oOpa3oBaTellbHAs OpraHM3aIlysl OJDKHA OBITH oOecredeHa HEOOXOIUMBIM KOMILIEKTOM
JMIIEH3UOHHOTO W CBOOOJHO pacCIpOCTPaHSEMOr0 MPOTPAMMHOTO OOECIIEYCHUsI, B TOM YHCIIC
OTEUYECTBEHHOT'O TTPOU3BO/ICTBA;
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€) TpU WCIOIB30BAaHUH B 0OpPA30BaTEIBHOM IPOIIECCe MEYATHBIX W3JaHUN OMOTMOTEeUHBIN
doHn nmomwkeH OBITh YKOMIUIGKTOBAaH II€YaTHBIMU M3JaHUSIMH U3 pacyera He Menee 0,25
AK3EMIUISIpa KaKJIOT0 M3 HM3JaHUM, YKa3aHHBIX B pabouMx MNporpaMmax AUCHUIUIMH (MOIyJei),
OpaKTHUK, Ha OJHOro oO0yyaromierocss W3 4Wciaa JUI, OJHOBPEMEHHO OCBAaHMBAIOIIUX
COOTBETCTBYIONIIYIO TUCHHUIUIUHY (MOJIYJIb), TPOXOASIINX COOTBETCTBYIOIIYIO IPAKTUKY;

) B KaueCTBE OCHOBHOM JIMTEpaTyphl 00pa3oBaTeIbHasi OpraHU3alMsl UCIOIb3yeT YUeOHUKHY,
yuebHbIe mocobus, npexycmorpenusie OITOIN.

3) B cllyyae HaJM4Wsl JICKTPOHHOW MH(POPMAIMOHHO-00pa30BaTEIIbHOW CPEMIbI JOIMYCKACTCS
3aMeHa Ie4yaTHoOro OMOIMOTeUHOro (POHIA C PEeIOCTABICHNEM MTpaBa OAHOBPEMEHHOIO JOCTYIa He
MeHee 25 MPOIEHTOB 00yJarIKXCcs K IUGPOBOM (IIEKTPOHHON) OMOINOTEKE;

1) oOydarommmcs J0/DKeH ObITh oOecreueH AO0CTym (yHajdeHHBIA JOCTYM), B TOM YHCIEC B
cilydae TIPUMEHEHUS DIICKTPOHHOTO OOyYCHHMS, AUCTAHIIMOHHBIX 00Pa30BaTENIbHBIX TEXHOJIOTHHU, K
COBPEMEHHBIM NMPO(ecCHOHAIBHBIM 0a3aM JaHHBIX ¥ HH()OPMAIMOHHBIM CIPAaBOYHBIM CHCTEMaM,
COCTaB KOTOPBIX ONpEACsSeTCS B pabO4YMX MpOrpaMmax JUCIHHIUIMH (MOAYJICH) U TOJJICHKHT
0OHOBIIEHHIO (ITPY HEOOXOTUMOCTH);

K) oOyyarolyecs: HHBaJIUAbI U JIUIa C OTPAaHUYEHHBIMU BO3MOXKHOCTSIMHU 37J0POBbSl JTOJDKHBI
OBITH 00ECTICYCHBI MTeYaTHBIMU U (WJIN) AJIEKTPOHHBIMU Y4EOHBIMU M3IaHUSMH, alalTHPOBAHHBIMU
pU HEOOXOIUMOCTH [yl 00yUeHHsI yKa3aHHbIX 00y4aroInuxcs;

) oOpasoBarenbHasi TporpaMMa JIOJDKHA  00ecneumBaThCs — y4eOHO-METOAMYECKOM
JOKyMEHTalMeil Mo BceM YYeOHbIM JUCHUIUIMHAM (MOIyNsiM), BHJaM NPAKTHKH, BHUIaM
rOCyIapCTBEHHOW UTOTOBOM aTTECTAIUN;

M) pEKOMEHJAallMd [0 MHOMY MaTepHajJbHO-TEXHUYECKOMY U Yy4eOHO-METOAMUYECKOMY
o0ecrneveHnIo peanusanuu oopazoBaTenbHON nporpammsl onpeaenstores OITOIL.

IIepeyensb cienMaabHbIX MOMELIEHU I

KaOunersr:

CounanbHO-3KOHOMHYECKUX U YIPABICHUECKUX JIUCLIUILINH;
NuoctpanHoro s3bika B MpodeccruoHalbHOM e TeNbHOCTH;
Pycckuit 361K B Ipo(hecCHOHATBHON JesITeNbHOCTH;
[TpaBoBoTO 06€ECcTIeueHUs MPOdheCCUOHATBLHON NeITeTbHOCTH;
JIOKYMEHTAIIMOHHOTO O0ecTeueHus yIIpaBIeHUS;
ApXUBOBEICHUS;

[TpodeccnoHanbHOM STUKN H OCHOB JIEJIOBOTO OOIICHMS;
OpraHu3zaium CeKpeTapcKkoro 00CIyKUBaHHUS,

be3onacHoCTH XKU3HEAEATENBHOCTH;

JlabopaTopumn:

KomnbroTepHoit 00pabOTKH T0KyMEHTOB;
NudopManinoHHBIX 1 KOMMYHUKAITMOHHBIX TEXHOJIOTHH;
ApXUBHOTO J€Na;

Opranu3zanuu paboThl ¢ JOKyMEHTaMU;

CucreM 371€eKTPOHHOTO TIOKYMEHTO000pOTa;

VY4ueOHas KaHUEIAPHSL.

CnopTUBHBII KOMILJIEKC:
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3anbr:
bubnuoreka, unTaabHbIN 321 C BBIXOJOM B HHTEPHET
AKTOBBII1 3a1

6.1.2. MarepuaibHO-TEXHUYECKOE OCHAIIICHUE KaOMHETOB, 1abopaTopuid, MacTepCKUX U 0a3
MPAKTUKU IO CHICIUAIBHOCTH.

OOpazoBatenbHass OpraHu3allus, peanu3yias mporpaMmy mo cneruanbHocTH 46.02.01
JlokyMeHTalMoHHOe oOOecIeuyeHrue VYIpaBiIeHUS W apXUBOBEACHHUE JIOJDKHA pacIoiararhb
MaTepHaIbHO-TEXHIUUECKOM 0a30ii, oOecreunBarolei mpoBeIeHHe BCEX BUOB TUCIUILTMHAPHON U
MEXIUCUUIUIMHAPHON TMOATOTOBKH, J1a00OpaTOPHOM, MpakTUYecKOW paboThl O0y4aroumxcs,
IPEIyCMOTPEHHBIX Y4E€OHBIM IUIAHOM M COOTBETCTBYIOLIEH JEHCTBYIOIIMM CaHUTapHBIM U
MPOTUBOMOXAPHBIM TMpaBWJIaM M HOpPMaMm B pa3pe3e BBIOPAHHBIX TpaeKTopuil. MuHHUMaIBHO
HeoOxomumblid st peanm3aruu OITOIT mepeueHs MaTepUaTbHO-TEXHUYECKOTO OOECTICUCHUs
BKJIIOUYAET B ceOsi:

6.1.2.1. OcHarenue KaOMHETOB
Kabuner «ConnanbHO-9KOHOMUYECKUX M YITPABICHYCCKUX AUCITUTUIMH.

Ne HaumenoBanne 060pyaoBanus

pabodne CTOJ U CTYII 10 KOJIMYECTBY 00YJaIOIIUXCS

pabodee MeCTO MperoiaBaTes

HepCOHaJ'IBHHﬁ KOMIIBIOTCP

IIPUHTED

POEKTOp

AIWINFLIN P

HWHTCPAaKTUBHAA MPHUCTABKA K JOCKC NJIM MHTCPAKTUBHAA JOCKA

KaGuner ((I/IHOCTpaHHOFO s3bIKa B HpO(beCCHOHaHLHOﬁ ACATCIIBHOCTH

Ne HaumeHnoBanue o0opy1oBaHus

1 | paGouue CTON U CTYJ IO KOJMYECTBY 00yUaOIINXCS

2 | paboyee MECTO MpenoaaBaTes

IIEPCOHAIBHBIN KOMITBIOTED

IIPUHTEP

1
2
3 | mpoekTop
4 HMHTCPAaKTUBHAA MPHUCTABKa K JOCKC NJIM MHTCPAKTUBHAA JOCKaA

Kabuner ((PYCCKOFO S3bIKa B HpO(bCCCHOHaHBHOﬁ JACATCIIBHOCTH»

Ne HaumenoBanne o60opyaoBanus

1 | paGouue CTOI U CTYJ O KOJUYECTBY O0yUaIOUINXCs

2 | paboyee MECTO MpenoaaBaTes

MTEPCOHAIBHBIN KOMITBIOTED

IIPUHTED

1
2
3 | mpoekTop
4 | nHTEepaKTUBHAs MPUCTaBKa K JOCKE MM MHTEPAKTUBHAs JOCKA
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Kabuner «IIpaBoBoro obecnieueHust mpohecCHOHATLHON AESTEIbHOCTI Y.

Ne HaumenoBanue 000pyaoBaHus

1 | paGoune CTOJ U CTYJI IO KOJUYECTBY O0YUaAIOIIUXCS

2 | paboyee MECTO MPETNOAABATEIS

HepCOHaHBHBIﬁ KOMITBIOTEP

IIPUHTED

1
2
3 | mpoekTop
4 | UHTEepaKTHBHAs MPUCTABKA K TOCKE WJIM UHTEPAKTHBHAS JOCKA

Kabuner «JloKyMeHTAaIMOHHOTO 00ECTICYeHHS YIIPABIICHUS»

z

HaumenoBanue 060pynoBanus

pabodme CTOJ U CTYII 10 KOJIMYECTBY 00YJaIOIIUXCS

paboyee MeCTO MpernoiaBaTest

CUCTCMBI XPaHCHUA ACII B y‘le6HOI7I KaHICIIAPHUH

IIEPCOHAIBHBIN KOMIIBIOTED

npuHTep/MOY

ckanep/ MDY

KOMUPOBaJIbHBIH anmapat/MOVY

MIPOEKTOP

OO WINFPIWIN|F-

HMHTCPAKTUBHAA MMPHUCTABKA K JOCKC NJIM MHTCPAKTUBHAA JOCKA

Kabuner «ApXuBOBEICHU.

=

HaumenoBanue 060pyaoBaHus

pa60qI/Ie CTOJI ¥ CTYJI 11O KOJIMYCCTBY 06yqa}om1/1xc;1

pa60qee MCCTO IIPCIIOAaBaTCIIsA

apXuBHbIE MIKa(dbI

o(HICHBIE CTEIUTAKHU

IIEPCOHAIBHBIN KOMITBIOTED

npuntep/MOY

ckanep/ MDY

KOMUPOBaNbHBIH anmapat/MOY

POEKTOP

ola|lhw| N R~ w(N|-

HMHTCPAaKTUBHAA MPHUCTABKa K JOCKC NJIM MHTCPAKTUBHAA JOCKaA

Kabunet «IIpodeccnonanbHOM STUKH U OCHOB JICJIOBOTO OOIIICHHSI.

Ne HaumeHnoBanue o00opy10BaHus

pa60q1/Ie CTOJI U CTYJI 1O KOJIMYCCTBY 06yqa10m14xc;{

pabodee MeCTO MmpernoiaBaTesis

HepCOHaHLHBIﬁ KOMIIBLIOTCP

IIPUHTED

IIPOEKTOP

AIWNFPN -

HMHTCPAaKTUBHAA MPHUCTAaBKa K JOCKC NJIM MHTCPAKTUBHAsA JOCKaA

Kabuner «Opranu3anuu cCeKpeTapcKkoro 00CIyKUBaHUS.

| Ne | HaumeHnoBanue o00opy10BaHus
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1 | paboume CTON M CTYJI O KOJUYECTBY OO0 YIAFOIIHXCS

2 | pabouee MecTo mperoaBaTess

3 | cucTeMbl XpaHeHUs Jiesl B y4eOHOW KaHIeNsIpun

1 | nepcoHanbHBIM KOMIIBIOTED

2 | npuatep/MOY

3 | ckanep/ MDY

4 | konupoBaibHbIN anmapat/MOY

5 | mpoekTop

6 | MHTEepaKTHBHAs MPUCTABKA K JJOCKE WJIM MHTEPAKTUBHAS JTOCKA

Kabuner «be3onacHOCTH KHU3HEEATEIbHOCTH.

Ne HaumenoBanue 060pyaoBanus

1 | paGoume cTON ¥ CTYJ MO KOJMYECTBY O0YHArOIIUXCS

2 | pabouee MECTO MmperoaBaTess

3 | mporusoras I'TI-7

4 | pecriupatop P-2

5 | 3ammTHBIA KocTiIoM JI-1

6 | 0OLIEBOMCKOBOMN 3aIIMTHBIA KOCTIOM

7 | oO1mEeBOKWCKOBOW NPUOOP XMMHYECKON pa3BEeIKU

8 | xoMmac-a3uMyT

9 | MHOMKATOP PaIMOAKTUBHOCTH

10 | unmBuAyaneHBIN nepeBs3ounblii naker MUII-1

11 | )XryT KpOBOOCTaHABIMBAIOIIUI

12 | anteuka nHmuBUAYyansHas 1. AU-2

13 | KOMIJIEKT MPOTHUBOOKOTOBBIN

14 | unnuBUaYyanbHBIN npoTHBOXUMUYeckuil maket MITIT-11

15 | cymka canutapHas Ais oka3zaHus nepBoi oMoy noapaszaenenusm cui 'O (mpuxas Ne 611
ot 08.02.2013)

16 | HOCMIIKH TUTaIeBBIE

17 | TpeHaxx&€p-MaHEKeH B3pOCIOro mocTpajasiuero «Anexkcanap-2-0.1» (roaosa, Topc) (wiu ero
aHaJIoT) U1l OTPAOOTKH MPUEMOB CEPICUHO-TETOYHON peaHNMAaIUH (CO CBETO3BYKOBBIM
WHKATOPOM)

18 | crena-yronok MapkepHbiil «TexHuka 0e301macHOCTH. Y CTPOCTBO, cOOpKa U pa3dopka
aBTomara AK-74. HopmaTusb»

19 | crenn «IIpubOpHI paualmOHHON U XUMHUYECKON Pa3BEIIKI»

20 | maket aBromara KanamnaukoBa (cOOpHO-pa300pHBIif)

21 | yueOHO-TPEHUPOBOUHBINA KOMILJIEKC OrHeBOM moarotoBku Crpenen-1/AK (maccorabapuTHbIN
makeT AK) unu ero ananor

22 | crenn «Opranu3alnMoHHas cTpykrypa Boopyxénnbix cun Poccuiickoit deneparmm»

23 | crenn «CpencTBa HHIMBHUIYaJTbHON M TPYIIIOBOW 3aIIUTHDY

24 | crenn «CpeJcTBa 3allUThl OPraHOB JbIXaHUs (MHAMBHIyalIbHbIE CPECTBA 3ALUTHI))»

25 | creHn «YcTaBbl. 3aKOH BOSHHOMU CITyKObI. BoeHHast mpucsra

26 | MarHUTHO-MapKepHas JocKa «MakeTbl YOKHIIl ¥ MPOCTEHIINX YKPBITUI» ¢ KOMIIJIEKTOM
donmii 1 TeMaTHIECKUX MarHUTOB

1 | mepCOHANbHBIA KOMITBIOTED

2 | mpunTEp

3 | mpoekTop

4 | MHTEepaKTUBHAs MPHCTaBKa K JOCKE MM MHTEPAaKTUBHAS JIOCKa
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Kabuuer «MetogudyecKuiny.

No HaunmenoBanune o0opyaoBaHus
1 | paGouee MeCTO MO KOJIMYECTBY METOUCTOB

2 | cucteMbl XpaHeHHs y1eOHO-METOAMYECKOM TOKYMEHTallUN

1 | mpuatep/MOY

2 | ckanep/MOY

3 | konupoBanbHEIA anmapat/MOY

6.1.2.2. OcHaleHne NOMEeLEHHH, 3a€1ICTBOBAHHBIX IIPU OpPraHU3alluy CaMOCTOSITEIbHON U

BOCITMTATEIbHOM pa6OTBI.

Kabuner «bnbimoTreka, YnTaJIbHBIN 3a]1 ¢ BBIXOJIOM B HHTEPHET)

z

HaumenoBanue O60py,Z[OBaHI/I${

pabouee mecTo 6uOIHOTEKAPS

CTeJIaKU OMOJIMOTEUHBIE JJIA XpaHCHHA

cTeIaXKu OMOIMOTEYHbBIE JACMOHCTPAalOHHBIC

pabouue CTOJIBI U CTYJIbS JAJIsl O0YJarOIUXCsl

TIePCOHAIbHBIN KOMITbIOTED (pabouee MecTo OubInoTeKaps)

ICPCOHAJIBHBIC KOMIIBIOTCPHI JJIA 06yqa}omnxca

npuHTep/MOY

ckanep/ MDY

KOMUPOBaNbHBIN annapat/ MOV

IIPOEKTOP

HMHTCPAKTUBHAA MPHUCTABKA K JOCKC NJIM MHTCPAKTUBHAA JOCKA

ONO|OIHPDWINFPRIWIN -

HAOCTYII K 3JICKTPOHHBIM OMOIMOTEYHBIM CUCTEMAM

6.1.2.3. OcHamenue nabopatopuit
JlabopaTtopus «KoMIbproTepHON 00pabOTKH JOKYMEHTOB.

z

HaumeHnoBanue o0opy1oBaHus

pabouue CTOJ U CTyJ 10 KOJMYECTBY 00yJaroImuxcs

pa60qee MCCTO NPCIOAaBaTCIIsA

MapKCpHasa OCKa

IIEPCOHAIBHBINA KOMITBIOTED

npuntep/ MOY

ckanep/ MDY

KONMpoBaJbHBIN anmapat/MOVY

IIPOEKTOP

HWHTCPAKTUBHAA MPHUCTABKA K JOCKC WJIM MHTCPAKTUBHAA NOCKA

N[OOI WINIFPIWN|E-

YHUYTOXKUTENb OyMaru

JlabopaTtopus «MHDOpMAITMOHHBIX 1 KOMMYHUKAIITMOHHBIX TEXHOJIOTHII.

HaumeHnoBanue o00opy10BaHus

pabouue CTOJI U CTYJI IO KOJTMYECTBY 00YUaIONIUXCSl OCHAIIIEHHBIE KOMITHIOTEPHBIMH
CTOJIAaMHU U MOABEMHO-TIOBOPOTHBIMU KpeCcIaMu

pabouee MecTo penogaBaTens

NEPCOHAIbHBIN KOMIIBIOTEP HA KaX10€ pabouee MeCTo:

C YCTaHOBJIEHHBIM IPOTPAMMHBIM 00€CIIEUEHNEM: ONIEPAIlIOHHAs CUCTEMa, aHTUBUPYCHAs
nporpamma, TeKCTOBbIH, TabmuuHbIi penaktop, CYB/I, mporpamma st co3manus
npe3eHTaiyii, IlepconanbHbli HHGOPMAMOHHBIN MEHeIKep ¢ QYHKIMSIMHA TOYTOBOTO
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kinueHTa u Groupware, apXuBaTOPbl, IPOrpaMMbl CKAHUPOBaHMSI, KOHBEPTUPOBaHUS (ailsios,
C IOCTYIIOM B IJIOOQJIBHYIO CETh HHTEPHET, B JIOKAJLHYIO CETh YUeOHOTO 3aBE/ICHUS, B
CIPAaBOYHO-TIPABOBYIO CUCTEMY U DJIEKTPOHHO-OUOIMOTEUHYIO CUCTEMY

npuntep/MOY

ckanep/ MDY

KONMpOoBasbHBIN anmapat/MOY

IIPOEKTOP

OO IWIN

HWHTCPAKTUBHAA MPHUCTABKA K JOCKC NJIM MHTCPAKTUBHAA NOCKA

JlabGopaTopust «ApXHBHOTO JIeJIay.

=

HaumenoBanue 000pyaoBaHus

paboyrie CTOJ U CTYI MO KOJINYECTBY O0yUaIOIUXCSI

paboyee MeCTO MpernoiaBaTes

apXuBHbIE MIKa(bI

O(ICHBIE CTEIUTAKHU

MapKepHasl JOCKa

YHUUYTOXKUTENb TOKYMEHTOB (1Ipenep),

HHCTPYMCHTBI U MaTCPUAJIbI AJId MIPOIIMBKH JOKYMCHTOB (MGX&HH‘IGCKI/IC n py‘-IHI)IC)I

MIPOLITUBHOE YCTPOMCTBO

OO |NOOTAWIN| -

ABIPOKOJIbI HA IBA U YCTHIPC MMPOKOJIa

[HEN
o

IIHJIO ITO KOJHNYCCTBY o6y11aroumxc;1

[EEY
[EEY

UIJ1a 0 KOJMYECTBY 00yYaromuxcs

[EEN
N

KapTOH «apXuBHBIN cTaHaapt» 230x320 MM ¢ OUTOBKO# (110 JTMHUH cTH0a) IO KOJIHMYECTBY
00yyaromuxcs

13

HUTD JJIs1 TIOJIITUBKY JIOKYMEHTOB JaBcaHo-1mranenbubie JIII-210 mo konudyecTBy
00y4aromuxcs

14

neyaTb U WTaMIIbl JJIA 3aBEPCHUA apXUBHBIX CIIPABOK, KOITMI 1 BBIIHCOK (OTMGTKa (0)
3aBCPCHUHN KOIIMHU JOKYMCHTOB, IITAMIT ((KOHI/IH»);

MEpPCOHANBHBIN KOMIIBIOTEP Ha KaXk/10€ paboyee MECTO C YCTaHOBJIEHHBIM IPOrPaMMHBIM
o0ecrieyeHrneM: OnepalMoHHas CUCTEMa, aHTUBUPYCHAs IPOrpaMMa, TEKCTOBBIN, CHUCTEMa
AJEKTPOHHOTO JJOKYMEHTO000POTa, MPOrpaMMHBINA POAYKT, PeaTu3yomui GpyHKInN
apx¥Ba OpraHU3alnY;

C JIOCTYIIOM B INI00JIbHYIO CETh UHTEPHET, B JIOKAJIbHYIO CETh YU€OHOI0 3aBE/ICHMUS, B
CIPaBOYHO-TIPABOBYIO CUCTEMY U 3JIEKTPOHHO-OUOIHMOTEUHYIO CUCTEMY

npuHTep/MOY

ckanep/ MDY

KOMUPOBaJBHBIN annapat/ MOV

IIPOEKTOP

OO IWIN

HWHTCPAKTUBHAA NMPHUCTABKA K JOCKC WJIM MHTCPAKTUBHASA NOCKA

Jlaboparopus «Opranu3aiiui paboThl ¢ JOKYMEHTaMI.

=

HaumenoBanue o60opynoBanus

paboune MecTa 00yJaroImxcs

pabodee MeCTO MmpernoiaBaTelis

0o(UCHBIE CTEITAXH

NMOABECMHO-TOBOPOTHOC KPECJIO MO0 KOJIMUCCTBY 06yqa}oumxc;1

OyMaroyHMUYTOKUTENb

Oymarope3aTesbHOE YCTPOICTBO

JIAMUHATOP

OportopaTop

O O|INO OB WIN|F-

KOHBEPTOBCKPHIBATEIIb
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10

KaHIEJSIPCKUE TIeYaTH (OTTUCK MeYaTH ) U MTaMIIBbI 1711 00pabOTKH JOKYMEHTOB (OTMETKA O
MOCTYIJICHUU, OTMETKA O KOHTPOJIE)

11

Mastasi KaHIIeJISIpHs M0 KOJIMYECTBY 00Yy4arOIIUXCsl B COOTBETCTBUH ¢ MHGPACTPYKTYPHBIM
JIUCTOM

MEePCOHANBbHBIN KOMITBIOTEP Ha Kax10€ paboyee MecTo:

C IOCTYTIOM K JIOKaJIbHON CeTH Y4eOHOT0 3aBeACHUs, II100aIbHON CETH HHTEPHET,
CIPaBOYHO-TIPABOBOI cUCTEME, JIEKTPOHHBIM OUOIMOTEUHBIM CUCTEMAM;

MPOrpaMMHOE 0OeCIIeueHUE: TeKCTOBBIN, TAOIMYHBIA PEIaKTOP, TPOrpaMMa CO3/IaHuUs
npesenranuii, CYB/], nepconanbHbIil HHGOPMAIIMOHHBIA MEHEDKEP ¢ QYHKIMAMU
MOYTOBOTO KiIMeHTa U Groupware, cucTeMa 3JeKTPOHHOTO IOKyMEHTO000pOTa, apXUBaTOp,
MIPOrpaMMbl CKAHHUPOBAHUS U KOHBEPTUPOBAHUS JOKYMEHTOB, IPOrPaMMBI JIJIsl IIOJTOTOBKU
JIOKYMEHTOB K Tepeaue B apXuB.

npuHTep/MOY

ckanep/ MDY

KOMUPOBaNbHBIN annapat/ MOV

MHOTo(yHKIIMOHaJIbHOE ycTporicTBO MDY (mpuHTEp, CKaHep, KOMUP, CPEJICTBA CBS3H)

IIPOEKTOP

N[OOI W

HHTCPAKTHBHAA IIPUCTABKA K JOCKC WJIM MHTCPAKTHUBHAA JOCKaA

Jlaboparopus «Cuctem 3JIE€KTPOHHOTO TOKYMEHTO000pOTa.

HaumenoBanue 0060pyaoBaHus

pabourie MecTa 00yJaroumxcs

pabodee MeCTO MperoiaBaTes

10TbEMHO-TTIOBOPOTHOE KPECIIO M0 KOJINYECTBY O0yUYaAIOUIUXCS

6YMaFOYHI/I‘-ITO)KI/ITeHB

OyMaropesaTeiabHOe YCTPOHCTBO

JJaMUHATOP

OpomnropaTop

KOHBCPTOBCKPLIBATCIIb

©o|lo|N|o|u|slw|NF|Z

KaHIIETSIPCKUE meyaTH (OTTUCK MeYaTH) U IITAMIIbI ISl 00pabOTKH TOKYMEHTOB (OTMETKa O
MOCTYIJIEHUU, OTMETKA O KOHTPOJIE)

MaJlast KaHICJIPUs IO KOJINYCCTBY 06yqa}om1/1xc;1 B COOTBCTCTBUU C I/IH(I)paCTPYKTypHLIM
JIUCTOM

NepCOHAIBHBIN KOMIIBIOTEP HA KaX10e pabouee MecTo:

C JIOCTYTIOM K JIOKQJIbHOW CETH y4eOHOTO 3aBeICHMS, TTI00aTbHON CETH HHTEPHET,
CIPaBOYHO-TIPABOBOM CHCTEME, IIEKTPOHHBIM OMOIMOTEYHBIM CUCTEMAM;

MporpaMMHOE oOecTieueHue: TEKCTOBbIN, TAOIMYHBIA pelakTop, IPOrpaMMa CO3/1aHus
npeszenrtaimii, CYB/I, nepconanbHbli HHGOPMALMOHHBIN MEHeKep ¢ QYHKIUSIMU
MOYTOBOTO KiIMeHTa 1 Groupware, CUCTEMa AJIEKTPOHHOTO JOKYMEHTO000pOoTa, apXuBaTop,
IIPOrpaMMbl CKAHUPOBAHUS U KOHBEPTUPOBAHUS JOKYMEHTOB, IPOIPaMMBI JIJISl IOATOTOBKU
JIOKYMEHTOB K IIepeiade B apXuB

npuntep/ MOY

ckanep/ MDY

KONMpoBaJbHBIN anmapat/MOVY

MHOTO()YHKITMOHAIbHOE yCTpoiicTBO MDYV (mpuHTEp, CKaHep, KOMUP, CPEACTBA CBS3H)

MIPOEKTOP

N[OOI Wi

HWHTCPAKTUBHAA NMPHUCTABKA K JOCKC WJIM MHTCPAKTUBHAA NOCKA

Jlaboparopus «YueOHast KAaHIICISIPHUS.

HaunmenoBanme o0opyaoBaHus

paboune Mecta 00yJaronmxcs
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pabouee MecTo penogaBaTens

MMOABEMHO-TIOBOPOTHOC KPECJIO 110 KOJIMUCCTBY 06yqafoumxc;1

OyMaroyHU4YTOKUTEINb

OyMaropesaTeiabHOe YCTPOHCTBO

JJaMHUHATOP

OporropaTop

KOHBCPTOBCKPLIBATCIIb

OO |NOOT|B~|W(N

KaHIEJSIPCKUE TIeYaTH (OTTUCK MeYaTH ) U IITaMIIBI JIJ11 00pabOTKH JOKYMEHTOB (OTMETKA O
IIOCTYIUIEHUH, OTMETKA O KOHTPOJIE)

[EEN
o

Mastasi KaHIIeJISIpHs 0 KOJIMYECTBY 00Y4arOIIMXCsl B COOTBETCTBUH ¢ HH(GPACTPYKTYPHBIM
JIUCTOM

JlononnumenvHo 6 hopmy 3anucebl8aromcs umeroujeecst 8 HalIuduy 06opyoosanue ¢ opyumu
MeXHUYeCKUMU XapaKmepucmukamu, opy2oe 0bopyoosatie, UCnoab3yloueecs 8 0aHHOM
xabuneme

1 | mepcoHanbHBIN KOMIIBIOTEP HA Ka)KJ0€ pabouee MecTo:

C IOCTYIIOM K JIOKQJIbHON CeTH y4eOHOI0 3aBeeHNUs, II100aJIbHON CETH UHTEPHET,
CIPaBOYHO-IIPABOBOI cUCTEME, 3JIEKTPOHHBIM OUOIMOTEUHBIM CUCTEMAM;

IIporpaMMHOe oOecrieueHue: TeKCTOBbIHM, TaOJMUHBIN peJakTop, IporpaMMa Co3aHHs
npesenTanuii, CYB/l, nepcoHanbHblil HHQOpMALIMOHHBIA MEHEIKEP ¢ QYHKUUAMU
MIOYTOBOTO KiineHTa U Groupware, cucTeMa 3JeKTPOHHOTO IOKyMEHTO000pOoTa, apXuBaTop,
[IPOrpaMMbl CKAHUPOBAHUS U KOHBEPTUPOBAHUS JOKYMEHTOB, IPOIPaMMBI JIJIsl IOJrOTOBKU
JOKYMEHTOB K Ilepejiaue B apXUB

npuatep/ MOY

ckanep/ MDY

KonupoBasibHbIN anmnapat/MOVY

MHOTO()YHKITHOHAJIBHOE yCTpoiicTBO MDYV (mpuHTEp, CKaHep, KOMUP, CPEACTBA CBSI3H)

(aKCUMHUIIBHBIN anmapar

muan-ATC

POEKTOp

OO |NOOTBAWIN

HWHTCPAKTUBHAA MPHUCTABKA K JOCKC NJIM MHTCPAKTUBHAA JOCKA

6.1.2.4. OcHamenue 6a3 MpakTUK

Peanuzanuss oOpa3oBaTenbHOW NpOTrpaMMbl MpEAINoyiaraeT o0sS3aTeNbHYI0  Y4eOHYIO
U IPOU3BOJICTBEHHYIO ITPAKTHUKY.

VYuyebHas NpakTUKa peau3yercss B MacTepCcKHX MpodhecCHOHAIbHOW 00pa3oBaTeabHON
OpraHu3aiii ¥ TpeOyeT Hamuuusi 00OpyIOBaHHS, WHCTPYMEHTOB, DPACXOJHBIX MAaTEpHAIOB,
o0ecTeunBarOIINX BBIOJHEHHE BCEX BUAOB palbOT, ONpPEACTCHHBIX COJIEp)KAHHEM IPOrpaMM
npodecCHOHANBHBIX ~ MOJAYJIEH, OTBEYAIOIIEro IMOTPeOHOCTSIM OTpacid U TpeOOBaHUSAM
paboToaartene.

[Ipou3BoacTBEHHAss MNpPaKTUKAa pealu3yeTcss B  OpraHu3anusx Jo0oro  mpoduis,
o0ecreynBalOIUX  JESATEIBHOCTh  OOyuarommxcst B mpodeccuoHambHOW — obmactu: 07
AJIMUHUCTpPAaTUBHO-YIIpaBJIeHYEeCKast U opUCHAs 1eSATeNbHOCTb.

OOopynoBaHue NPEeONpPUATHH M TEXHOJOTMYECKOE OCHAIleHHe padouyux  MecT
NPOU3BOACTBEHHONW MPAKTHKH COOTBETCTBYET COJCP)KAHHIO NMPO(GECCHOHATBHON NESTETbHOCTH U
JaeT BO3MOXHOCTh OOydaloIeMycCsl OBIQJETh MPOPECCHOHATBHBIMA KOMIETEHIHSAMH IO
OCHOBHBIM BHAaM JesaTenbHOCTA B cO0TBETCTBUU ¢ PI'OC CIIO ¢ ncnonb30BaHUEM COBPEMEHHBIX
TEXHOJIOTUI, MaTepHUaJIOB U 000PYJOBAHHS.

6.1.3. JlomyckaeTcs 3aMeHa 000pYAOBaHUS €0 BUPTYaJIbHBIMU aHATIOTaMHU.
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6.2. TpeGoBaHus K y4eOHO-METOAUICCKOMY 00ECIIEUCHUIO 00pa30BaTEIIbHON MPOTPaMMBbI

6.2.1. bubnmoteunslii poHx 06pazoBaTENHLHON OpPraHU3alUU JIOJKEH ObITh YKOMIUIEKTOBAaH
MEeYaTHBIMU HM3JAaHUSMU U (WJIM) DJIEKTPOHHBIMU U3JIaHUSIMH MO KaXIOW AUCHUIUIMHE (MOIYIIIO)
u3 pacyera He MeHee 0,25 sK3eMIUIsIpa KaXI0TO U3 U3JaHUHN, YKa3aHHBIX B pabOouuX MporpamMmax
JUCIUIUIAH (MOJyJIei) B KaueCTBE OCHOBHOW JHUTEPATyphl, HA OJHOTO OOYYAIOIIErocs W3 YHCIia
JIU1, OAHOBPEMEHHO OCBAMBAIOIINX COOTBETCTBYIOIIYIO IUCHHUIUIMHY (MOIYJIb).

B ciayyae Hanmuuus 31eKTpOHHOW WMH(GOPMaLMOHHO-00pa30BaTEeNbHOM Cpebl TOMyCKaeTcs
3aMeHa Me4YaTHOro OubaMoTeyHoro (oHAa MpeAOoCTaBICHHEM IIpaBa OJHOBPEMEHHOrO JOCTyIa
HE MeHee 25 MPOIEHTOB 00yJarmuxcs K U poBoi (JIEKTPOHHOKH ) OnbIHnoTEKE.

OOyJarommMcs JODKEH ObITh oOecrmedeH AOoCTyn (yOaJCHHBIH IIOCTYI), B TOM YHCIE
B Cllydae MPUMEHEHHUs SJIEKTPOHHOTO 00y4YeHHs, AUCTAHIIMOHHBIX 00pa30BaTENbHBIX TEXHOJIOTHH,
K COBPEMCHHBIM IIPO()ECCUOHATBLHBIM 0a3aM JaHHBIX ¥ HHPOPMAIIMOHHBIM CIIPABOYHBIM CHCTEMaM,
COCTaB KOTOPBIX OIpeAeNseTcss B padouMx MporpamMmax AUCHHUIUIMH (MOAYJNEH) M TOJJICKUT
OOHOBIICHUIO (TPY HEOOXOAMMOCTH).

OOpazoBatenbHass ~ OporpamMma  Jo/bkKHa — oOecreuuBaThcsl — y4eOHO-METOIUYECKOU
JIOKyMEHTAIMel Mo BceM y4eOHBIM TUCHUTUIMHAM (MOIYJISIM).

6.2.2. OOyyaromyecss WHBAIUIAb M JUIA C OTPAHUYEHHBIMU BO3MOKHOCTSMH 3]I0POBBS
JOJKHBI OBITh 00ECHEYeHbl TMEYaTHBIMH W (WJIM) OJJIEKTPOHHBIMH yYCOHBIMU H3JIaHUSMH,
a/IalITUPOBAHHBIMH TTPU HEOOXOIMMOCTH Ul OOyUSHHS YKa3aHHBIX 00YUYaIOIIHXCSl.

6.2.3. [lepeuenn HE00X0IMMOro KOMIUIEKTa  JIMIIEH3UOHHOI'O u cBO0OO/IHO
pacmpocTpaHseMOro IpOrpaMMHOTO 00ECTIeUeH s, B TOM YHCIJIe OTEYECTBEHHOTO IIPOU3BO/ICTBA.

-N}-’ HaunmeHnoBanue JMIEH3UOHHOIO Kox u HanMeHoBanue | KOJIHYECTBO
Ty C¢B0O0OIHO PACpPOCTPAHAEMOr0 | y4eOHOM JUCHUNIMHBI
NpPOrpaMMHOro obOecnevyeHusi, B TOM YHCJIe (MoayJin)
0TEe4eCTBEHHOI0 MPOU3BO/ICTBA
1 Moii Oduc OOpa3oBaHHE UK €O aHAJIOT [IM.01 Opranunzanus
JIOKYMEHTAIIHOHHOTO

o0ecriedeHus! yIpaBJIeHUs
1 GYHKIMOHUPOBAHUS
OpraHM3aIyy,

OI1.05 Muadopmanmonnsie
1 KOMMYHUKAI[IOHHbIE
TEXHOJIOTHH

2 Motii Oduc. Iloura nnm ero aHanor [IM.01 Oprannzanus
JOKYMEHTAIIHOHHOTO
o0ecriedyeHus ynpaBlieHUs
1 (pyHKIMOHUPOBAHUS
OpraHu3allvy,

OI1.05 Mudopmarmonnsie
Y KOMMYHHUKAI[HOHHBIE
TEXHOJIOTHH

3 Buneopenakrop Movavi uim ero aHaimor I[IM.01 Opranu3arus
JIOKYMEHTAI[IOHHOTO
obecrniedeHus yrpaBieHUs
" QyHKIIMOHUPOBAHUS
OpraHH3allvH,

OI1.05 UudopmartmoHHbIe

1 KOMMYHUKAalTUOHHBIC
TCXHOJOT N

4 ABBYY FineReader 14 [IM.01 Opranuzanus
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Business wiu ero asainor

JIOKYMEHTAI[HOHHOTO
obecrniedeHus yrpaBieHUs
1 QYHKIIHOHUPOBAHUS
OpraHu3allvy,

IIM.02 Opranu3arus
apXMBHOM U CIIPABOYHO-
nHpOpMAITHOHHON
paboTHI IO JOKYMEHTaM
OpraHu3allvy,

OI1.07 KomnetoTepHast
00paboTKa TOKyMEHTOB,
OI1.05 UudopmarmoHHbIe

1 KOMMYHHUKAallTUOHHBIC
TCXHOJOTHUHU

1C: [Ipeanpusrue 8.
Kondwurypanus

«dokymenroobopot [TPOD» unu ero aHanor

I[IM.01 Opranuzanus
JIOKyMEHTAIIMOHHOTO
o0ecrieyeHus! ynpaBJIeHUs
U GYHKIIMOHUPOBAHHS
OpraHu3aIny,

IIM.02 Opranuzanus
ApXHUBHOU U CIIPABOYHO-
nH(OPMAITMOHHOM
paboThI 0 JOKyMEHTaM
OpraHu3allvy,

OI1.05 NudopmanmoHHbIe
1 KOMMYHUKAI[IOHHbIE
TEXHOJIOI'nnu

Effector saver unu ero aHaior

I[IM.01 Opranuzarus
JOKYMEHTAILIHOHHOTO
o0ecriedeHus! yIpaBJIeHHUs
1 GYHKIMOHUPOBAHUS
OpraHu3allvy,

IIM.02 Opranu3arus
APXHUBHOMU U CIIPABOYHO-
UHQOPMAITTOHHOH
paboThI IO

JOKyMEHTaM
OpraHu3alvy,

OI1.07 KommeroTepHast
00paboTKa TOKYMEHTOB,

OI1.05

WNudopmannoHHbI
€ 1 KOMMYHHKaLlMOHHBIE
TEXHOJIOTHH

Microsoft Office
Professional Plus 2013
HUJIN €ro aHaJior

[IM.01 Oprannzanus
JIOKYMEHTAIIHOHHOTO
oOecrniedyeHus yrpaBieHUs
1 QYHKIIMOHUPOBAHUS
OpraHu3allvy,

OI1.07 KomnetotepHast
00paboTKa TOKYMEHTOB,
OI1.05 UudopmartmoHHsIe

1 KOMMYHUKAallUOHHBIC
TCXHOJOTHUHU

Microsoft Office Standard 2013 wim ero agaiaor

[IM.01 Opranunzanus
JOKYMEHTAI[MIOHHOTO
o0ecredeHusl yIpaBJIeHHs
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1 QYHKIIMOHUPOBAHUS
OpraHu3allvy,

OI1.07 KoMmproTepHas
00paboTKa TOKYMEHTOB,
OI1.05 Mudopmanmronnsie
1 KOMMYHUKAIIMOHHbIC
TEXHOJIOTUH

Windows 7 Professional,
8 Professional, 8.1,
8.1 Professional, 10 Pro wiu ero anamor

IIM.01 Opranu3arus
JOKyMEHTAIIHOHHOTO
obecrniedeHus yrpaBieHUs
1 QYHKIIMOHUPOBAHUS
OpraHu3allvy,

OI1.07 KomnetoTepHast
00paboTKa TOKyMEHTOB,
OI1.05 NudopmanmoHHbIe

1 KOMMYHHUKallTUOHHBIC
TCXHOJIOTHUHN

10

Kaspersky Endpoint
Security aust 6u3Heca PaciimpeHHbIN WM €r0 aHaJIoT

[IM.01 Opranunzanus
JOKYMEHTAIIHOHHOTO
oOecrieyeHus! ynpaBJIeHUs
U GYHKIIMOHUPOBAHHS
OpraHu3alny,

OI1.07 KoMnberoTepHas
00paboTKa TOKYMEHTOB,
OI1.05 Mudopmanmonnsie
¥ KOMMYHHUKAIMOHHbIC
TEXHOJIOTHH

11

90C CO]1 Heno wiu ero aHajaor

[IM.01 Opranunzanus
JOKyMEHTAIIHOHHOTO
o0ecrieyeHus! yrpaBiIeHus
1 (pyHKIMOHUPOBAHUS
OpraHu3allvy,

OI1.05 Mudopmanmonnsie
¥ KOMMYHHUKAIMOHHbIC
TEXHOJIOTHH

12

CIIC Koncynprant [lnroc unm ee ananor

I[IM. 01 Opranuzanus
JIOKYMEHTAI[HIOHHOTO
obecrniedeHus yrpaBieHUs
1 QyHKIIMOHUPOBAHUS
OpraHu3aIlNu,

IIM.02 Opraau3arus
ApXHUBHOMU U CIIPABOYHO-
WHPOPMAITUOHHON
paboTHI IO TOKyMEHTaM
OpTraHH3aIHH,

OI1.07 KomnetotepHast
00paboTKa TOKyMEHTOB,
OI1.04 IIpaBoBBIE OCHOBBI
npodeccnoHanbHON
JIESTeITHLHOCTH,

OI1.05 UudopmarmoHHsie

1 KOMMYHUKAallUOHHBIC
TCXHOJOT N

6.3. TpeGoBaHUs K MPAKTUIECKOM MOITOTOBKE 00yUarOIIHXCS
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6.3.1. [IpakTrueckas MOATOTOBKA MPH peaM3allid 00pa30BaTEIbHBIX MPOrPaMM CPEIHETO
npoeCCHOHATBLHOTO 00pa3oBaHMs HANpaBiIeHAa Ha COBEPIICHCTBOBAHWE MOJENU IPAKTHKO-
OpPUEHTHPOBAHHOTO OOYYEHHs, YCWJIEHHE poju paboTomaresieil Npu MOATOTOBKE CIIEHUAINCTOB
CpPEIHEr0 3BEHA IIyTeM paclIMpeHHs KOMIOHEHTOB (4acTtell) oO0pa3oBaTeNbHBIX MPOTPAMM,
NpeIyCMaTPUBAIOIINX MOJAETHPOBAHKUE YCIOBHW, HEMOCPEACTBEHHO CBSA3aHHBIX C Oyaymei
npoeCCUOHATBHON  JEATENIBHOCTBIO, a TakkKe OOeCHeYeHMs YCIOBHM JUIsl  MOJIydyeHus
00y4aroIMMHUCS TMPAKTUYECKUX HABBIKOB M KOMIIETEHLHUH, COOTBETCTBYIOILUX TPeOOBaHUSAM,
IpeIbsBIAEMbIM pab0OTOAATEISIMU K KBATU(PHUKALMAM CHELIMAINCTOB.

6.3.2. OOpa3oBarenbHas  OpraHu3alUsl  CaMOCTOSITENbHO  IPOEKTUPYET  peaTu3alMio
00pa30oBaTeNbHONW MPOrpaMMbl M €€ OTICNBHBIX YacTe (AMCHUIUIMHBI, MEKAMCUUIUIMHAPHBIC
Kypchl, TpoQecCHOHATbHBIE MOAYNIH, NPAKTUKa U JpPYrHe KOMIIOHEHTBI) COBMECTHO C
paboronarenem (podwIbHON oOpraHu3anueil) B (opmMe MPAKTHUIECKOH TMOIrOTOBKH C yYETOM
tpeboBanuit ®I'OC CIIO cnenmdukn momyyaeMoil crieuaibHOCTH.

6.3.3. OGpa3oBarenpHas IeATEILHOCTh B (HOPME MPAKTHYECKOM MOTOTOBKH:

- peanu3yercss Ha pabodyeM MecTe mpennpuarus padoronatens (IpouiIbHON
OpraHu3aliK) P MPOBEJCHUN MTPAKTUYECKUX U JT1a00PATOPHBIX 3aHATHH, BBHIIOJIHEHUN KYpCOBOTO
IPOEKTUPOBAHUS, BCEX BHJIOB IPAKTUKK U UHBIX BUIOB y4eOHO! AEATEIbHOCTH;

- npeaycMaTpuBaeT — JIEMOHCTPALMI0  MPAKTHYECKHMX  HABBIKOB,  BBITIOJHEHUE,
MOJICITIUPOBAHIE O0YJAIOIIMMHUCS OIPEICIIEHHBIX BUAOB paboT sl pelIeHHs IPAaKTUIEeCKUX 3ajad,
CBSI3aHHBIX C Oyaymed mnpohecCHOHANBHOW EeSTETbHOCTBI0 B YCIOBHUSX, MPHOIMKEHHBIX
K peaJbHBIM ITPOU3BOICTBEHHBIM;

- MOYKET BKJIIOYaTh B ce0si OTJeNbHBIE JIEKIIMH, CEMUHAPbI, MacTep-KIacChl, KOTOPbIE
npeaycMaTpuBaloT — mepenady — oOyvaromumcs  ydeOHOW — umH(popmanuu, — HEoOXO0IUMOMH
JUIs  TIOCNIEAYIOIIErO  BBINOJIHEHUs paldoT, CBA3aHHBIX C Oyaymed mnpodeccuoHalbHON
JeSITebHOCTBIO.

6.3.4. O6pa3zoBarenbHas JIEATEIbHOCTh B (hOpMe MPAaKTUUYECKOH MOATOTOBKU JIOJKHA OBITh
OpraHu3oBaHa Ha JIIOOOM Kypce OOydeHHs, OXBaThiBas AMCHUIUIMHBI, MEXKIUCIUTUTMHAPHBIC
MOJYJH, TTPO(eCCHOHATFHBIE MOJYJIH, BCE BBl MPAKTHKH, MPEIYCMOTPEHHBIE YY€OHBIM TJIAHOM
00pa30BaTeIbHOI MPOTrpamMMBl.

6.3.5. [IpakTuyeckast MOATOTOBKA OPraHU3yeTCs] B Y4YEOHBIX, Y4E€OHO-TIPOM3BOJCTBEHHBIX
71a00paToOpUAX, MACTEPCKUX, YUCOHO-OMBITHBIX XO3s5CTBAX, YU€OHBIX MOJUIOHAX, YUeOHBIX Oa3ax
NOPaKTUKA M MHBIX CTPYKTYPHBIX THOJpa3JeNeHus X 00pa3oBaTeNbHON OpraHu3aliM, a TakKe
B CIEUUMAIBHO OOOpPYIOBAHHBIX TMOMEIIEHUAX (pabouyux MecTax) NPOPHIBHBIX OpraHu3alui
Ha OCHOBaHMM JIOTOBOpa O MPAKTUYECKOH MOArOTOBKE OOYYArOIIMXCS, 3aKIH0YaeMOro MEXIY
oOpa3oBaTenbHON  opraHuzamueili 1 npoduiabHOM — opraHumszaumei  (paboroparernem),
OCYIIECTBIISIONIEHN 1eATeIbHOCTD MO MPOQUIII0 COOTBETCTBYIONIENH 00pa30BaTeIbHOM MPOTrpamMMBbl.

6.3.6. PesynmbTaThl 0OCBOCHHSI 00pa30BaTENbHON MPOrpaMMBbI (€€ OTIENBHBIX YacTeil) MOTYT
OBITh OLIEHEHbl B paMKax IPOMEXKYTOUHOM M TOCYJAapCTBEHHOM MTOTOBOM aTTecTaluu,
OpPraHU30BaHHBIX B (JOpME JEMOHCTPAIIMOHHOTO 9K3aMeHa MPOQHILHOIO YPOBHS, B TOM YHCJIE Ha
pabouem Mecte pabotoaarens (MpoPpHUILHON OpraHU3aAIIN).

6.4. TpeboBaHMs K OpraHU3alMU BOCIUTAHUS 00yJarOIUXCsl

6.4.1. Bociutanue oOyyaromuxcsi MpU OCBOCHMM HMMH OCHOBHOH 00pa3oBaTeiabHOMN
OpOrpaMMbl  OCYILECTBJIIETCSI HAa OCHOBE BKJIIOYAaEMbIX B HACTOSLIYI0 00pa3oBaTENbHYIO
nporpaMMmy padoueii mporpaMmsl BOCIIUTaHUS U KQJIEHAAPHOTO TUIaHA BOCHIUTATEIHOW pabOTHI.

6.5. TpeGoBaHuUs K KaapOBBIM YCIOBUSM peau3aiii 00pa30BaTeIbHON MPOrpaMMBbl
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6.5.1. Peanmuzamuss  0Opa3oBaTeNbHONW MpOTpaMMbl  00€CIIeUrBAETCS  TEAaroruaecKuMu
paboTHHKaMu 00pa30BaTENbHON OpraHU3aIllK, a TaKKe JIMIAMH, MPUBJICKAEMBbIMU K peau3aliu
o0pa3oBaTeNbHONW MPOrpaMMbl Ha HWHBIX YCIOBUSIX, B TOM YHCJIE M3 4YHCIAa PYKOBOAUTENIEH
U pabOTHUKOB OpraHM3allUi, HANpPaBICHHE ACATEIBHOCTH KOTOPBIX COOTBETCTBYET o01acTu
npodeccuoHanbHOM  nestenbHOCTH: 07  AJIMUHHCTpPAaTHBHO-yNpaBleHYEeCKass M OQHCHas
JeSITeIbHOCTD, M UMEIOIIMMU CTaXXK paOdOThl B JAHHOH MPOQECCHOHATLHON 00J1acTH HE MEHEe Tpex
JIeT.

KBanudukarms megaroruueckux pabOTHUKOB 0O0pa3oBaTeIbHONM OpraHU3ally JOJDKHA
0TBeYaTh KBAIM(UKAMOHHBIM TPEOOBAHUSM, YKa3aHHBIM B KBAJU(HKAIIMOHHBIX CIIPABOYHHUKAX
U (n1m) podecCHOHANBHBIX CTaHAapTax (MPH HATNYHHN).

PaboTHHKHM, TpUBIEKaeMble K pealu3alud O00pa3oBaTEIbHONH IMPOrPaMMbl, JTOJKHBI
MOJy4aTh JOMOJHUTEIbHOE TpOo(ecCHOHANbHOE 00pa3oBaHWE IO MpOrpaMMaM IOBBIIICHHUS
KBATM(HUKAIIMA HE peXe OJHOTO pa3a B TPH TOAa C YYETOM pacCIIMpeHHs CIEeKTpa
npOopECCUOHATBLHBIX KOMIICTCHIIMH, B TOM 4YHCiIe B (OPME CTOKUPOBKM B OpraHU3aIlMsX,
HAIpaBJICHUE JICATEIILHOCTH KOTOPHIX COOTBETCTBYET 00JIACTH MPO(ECCHOHAIBLHON JCATEIbHOCTH,
a Takke B JApyrux obmnactax mnpodeccHoHanbHOW — AesTenbHocTH U (wnm)  cdepax
npopECCUOHATILHON JICATEIIBHOCTH TIPU  YCJIOBUU COOTBETCTBHUS TIOJYYCHHBIX KOMITCTCHIIUH
TpeOOBaHUAM K KBATH(UKAIIUH IT€arornaeckoro paboTHUKA.

Jlons memarorndeckux pabOTHUKOB (B TMPUBEACHHBIX K IEIOYHCICHHBIM 3HAYCHHUSIM
CTaBOK), MMEIOMIMX ONBIT JEATETLHOCTH HE MEHEe TpeX JIET B OpPraHM3alusX, HalpaBlICHUE
JEeSITETbHOCTH KOTOPBIX COOTBETCTBYET 00JacTH Npo(ecCHOHANBHOW AEATENbHOCTH, B 0OIIeM
Yyuciae  Nelarorudeckux  pabOTHHMKOB,  OOECHEUMBAIOIIMX  OCBOEGHHE  OOy4YarOIIMMUCS
npodeCCHOHATBHBIX MoJTynei o0Opa3oBaTeNnbHOI IPOTPaMMBI, JIOTIKHA OBITh
HE MeHee 25 NPOLIEHTOB.

6.6. TpeboBaHMs K (UHAHCOBBIM YCIOBUAM pealn3aluy o0pa30BaTeIbHOW MPOTpaMMBI

6.6.1. Pacuetsr HOPMAaTHUBHBIX 3arpar OKa3aHUd roCyJ1apCTBEHHBIX ycIayr
0 peayn3anuy 00pa3oBaTeNIbHOMN MPOrpaMMbl

Pacyerbl HOpMaTHMBHBIX 3aTpaT OKa3aHHs TOCYJAapCTBEHHBIX YCIyr [0 pealu3aluu
o0pa3oBaTeNbHOIl MpOrpaMMbl B COOTBETCTBUU C HANpaBIECHHOCTBIO W KBaIM(pUKaIMen
OCYILECTBIISIIOTCS B COOTBETCTBUU ¢ [lepeyHeM M cOCTaBOM CTOMMOCTHBIX IpyIIl Mpodeccuid u
CHeUHaTbHOCTEH MO TOCYJapCTBEHHBIM YCIyraM IO peaju3allMd OCHOBHBIX NMpOo(hecCHOHAIbHBIX
00pa30oBaTeNbHBIX TMPOrPaMM  CpPEAHEro MNpoEeCCHOHATBLHOIO 00pa3oBaHUS — MPOTrpaMM
MOJTOTOBKM CIIEIUAUCTOB CPEJHEro 3BEHAa, MTOTOBBbIE 3HAYEHHS M BEJIMYMHA COCTABIISIOLIMX
0a30BBIX HOPMATUBOB 3aTpaT IO TOCYJAapCTBEHHBIM ycCIyraMm [0 CTOMMOCTHBIM TpyIniam
npodeccuil U CHenuanbHOCTEH, OTpaciieBble KOPPEKTUPYIOUIHNE KO3(PPHUIMEHTH U MOPSAOK HX
NpUMEHEeHHS, yTBEpKaaeMbie MHUHIIpOCBemeHus: Poccuu exeroiHo.

OdunHaHcoBoe oOOecreueHrne peanu3alud 00pa3oBaTeNbHON MPOrPAMMBI, OIpPENeIeHHOE
B COOTBETCTBMM C OIO/KETHBIM 3aKoHojaTenbcTBOM Poccuiickoit ®enepanuu u denepanbHbIM
3akoHOM OT 29 nekabpst 2012 Ne 273-03 «O6 obpazoBanuu B Poccuiickoit deneparyny», BKIIOYAET
B ce0sl 3aTpaThl Ha OIUIATy Tpyda NIpenojaBaTeiel M MacTepoB MPOU3BOACTBEHHOI'O OOydeHUS
C yyeroM o0ecreyeHus YpOBHS CpefHel 3apaboTHON TmaThl MEJarormyeckux pabOTHUKOB
3a BBITIOJIHSEMYIO HMH YYEOHYIO (ITPENO01aBaTeNIbCKyI0) padoTy U IPYyryo paboTy B COOTBETCTBUU
¢ Yka3zom Ilpesumnenra Poccuiickoit deneparuum ot 7 Mas 2012 r. Ne 597 «O meponpustuax
M0 pean3aluu TOCYJaPCTBEHHON COIMAIbHON MOTUTHUKI.
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Paspnen 7. ®opMupoBaHue OLICHOYHBIX MaTepHaJIoB I NMPOBEACHUS
rocy1apCcTBeHHOM UTOrOBOM aTTECTALUM

7.1. T'ocynapctBenHas utoroBas arrectanus (manee — ['MA) sBasercs oOs3arenbHol. OHa
MIPOBOJIUTCS no 3aBEPIICHUU BCETO Kypca o0yuyeHus
no HampasiieHH0 noarotoBku. B xome ['MA  oueHuBaeTcss CTENEHb  COOTBETCTBUSA
c(hOpMUPOBAHHBIX KOMITETEHITNI BBITYCKHUKOB TpeOboBanusm OI'OC CIIO.

7.2. BBINYCKHUKH, OCBOMBIIKE MPOrpPaMMbl MOATOTOBKH CIIELMAIMCTOB CPEIHEr0 3BEHA,
cnator A B dopme 1eMOHCTPAIMOHHOTO SK3aMEHa M 3allUThl TUIUIOMHOTO HpoeKkTa (padoThl).
TpeboBanusi K COJAEpPKAaHHMIO, OO0BEMY W CTPYKTYpe AMIUIOMHOTO TIpoekTa (paboThl)
oOpa3oBaTeibHasl OpraHu3als ONpeiesieT CaMOCTOATEIbHO.

l'ocynapcTBeHHass WTOroBas arTecTalUsl 3aBeplIaeTcs MPUCBOCHHEM KBalu(pUKalUU
CIEIHAJINCTa CPEJHETO 3BE€HA: CHEILUAIUCT MO JOKYMEHTAI[MOHHOMY O0€CIEYEHUIO YIIPABICHUS U
ApXUBHOMY JIEITY.

7.3. [ns rocyaapCTBEHHOM WTOTOBOM arTecTalMd 00pa30BaTENIbHON OpraHu3anuein
pa3pabaThIBaeTCs IporpaMmma rocy1apCTBEHHOW UTOTOBOM aTTECTAIlMU U OIICHOYHBIE MaTepUaIbI.

7.4. Copnepxanue ['MA BkIOYaeT CTPYKTYpy OIICHOYHBIX MAaTEpHANIOB, KOMILIEKC
TpeOOBaHUI M pEeKOMEHAAlW{ A MPOBEACHHUS JIEMOHCTPAIMOHHOTO 3K3aMeHa MNpOoQUIBHOTO
YPOBHSI, OPTaHU3AIIMIO U ITPOBEICHUE 3AIIUTHI TUTIIOMHOM mpoekTa (paboThl).
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AAIAHG, |

YACTHOE OBPA30OBATEJIBHOE YYPEXJIEHUE
NPOPECCHOHAJIBHOI'O OBPA3OBAHUA
GAIMAJHO-YPAJIBCKHUHU I'OPHBIN TEXHUKYM»

IIpuiaoxenne 1
K OIIOII o cnenuansHOCTH

46.02.01 JoxymMeHTaIMOHHOE 00eCTIeYeHNE YIIPABICHHUS U apXUBOBEICHUE

Manuua KOMIIeTeHIInii BBIITYCKHUKA

46.02.01 JoxymeHTallMOHHOE 00€ECIIEYeHNE YIIPABICHUS U apXUBOBECHHUE

Iepmb, 2024 1.



TpynoBbie pyHKUIMH

Buanl gesreannocty B coorBercrBuu ¢ PI'OC CIIO
no cnenuaJbHoOcTH 46.02.01 JlokyMeHTaLlMOHHOE
olecrneyeHne ynpaBJeHUsl U apXUBOBeJleHHe

B COOTBETCTBHU OcyuiecTBiienune Opranu3anusi apxXuBHOI
¢ npo¢ecCHOHAIBLHBIMYU CTAHAAPTAMM (MJIM HHBIMU HOPMATUBHBIMU OPraHU3alMOHHOTIO U padoThI MO JOKYMEHTaM
AOKYMEHTAMH) AOKYMEHTAIHOHHOT0 OPraHu3auMii pa3IuYHbIX
o0ecrnevyeHus1 1eAITEJIbHOCTH ¢opm cobcTBEeHHOCTH
OpraHu3anuu
IIC 07.002 CienquaJucT N0 OPraHUu3aMOHHOMY M IOKYMEHTALIHOHHOMY 1 2
o0ecrieyeHNI0 yIPpaBJIeHUs1 OpraHu3amnueit
A/01.3 IIK 1.1 K 2.1
OpranuzanoHHOE 00ecredeHue A TeIIbHOCTA OpraHu3aIiu A/02.3 MK 1.2
A/03.3 K 1.3 K 2.5
IIK 1.6
B/01.5 IK 1.7 K 2.1
JlokyMeHTaIlMOHHOE 00eCTICUeHHE JIEATeTbHOCTH OpraHU3aluu B/02.5 MK 1.8 1K 2.2
B/03.5 K 1.9 1K 2.3
K 2.4
IIC 07.012 Cnenmanuct apxusa
A/01.5 K 1.9 [IK 2.3
K 2.4
A/02.5 IIK' 1.9 [IK 2.1
1K 2.3
XpaHeHHe, KOMILUIEKTOBAHUE, YYET U UCIIOIb30BAHUE JIE] A/03.5 IIK 1.9 [IK 2.2
(1OKyMEHTOB) apxuBa 1K 2.3
A/04.5 K 1.9 K 2.3
K 2.4
A/05.5 K 1.9 [IK 2.4
IIK 2.5

O6o3nauenns: [1C — npopeccuonansubiit cranaapt; OTD — 0606menHas TpynoBas pynkius; TO — TpynoBas GyHKIHS
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YACTHOE OBPA3OBATEJIBHOE YUPEKJEHUE
IMPO®ECCHUOHAJIBHOI'O OBPA30OBAHUS
GAIAJTHO-YPAJIbBCKHUHM I'OPHBIV TEXHUKYM»

T

[Mpuioxenne 2 llporpaMmbl npodeccuoHATBLHBIX MOTYJIei

Ipuioxenne 2.1

k OIIOII no cennaabHOCTH
46.02.01 lokymeHTaIIMIOHHOE OOecTieyeHHe YIIPaBICHUS U apXUBOBEICHUE

PABOYASA ITPOI'PAMMA ITPO®PECCHOHAJIBHOI'O MOAYJIA

«IIM.01 OcyurecTB/IeHHE OPTAHNU3ANMOHHOIO U JOKYMEHTAIIMOHHOI0 00ecreyeHust
NeSITeIbHOCTH OPTraHu3aAIUuN»

Ilepmb, 2024 ron



COJEP)KAHUE

. OBIIASI XAPAKTEPUCTHUKA PABOYEM ITPOT' PAMMBI
IMPO®ECCHUOHAJIBHOI'O MOAYJIA

. CTPYKTYPA U COAEPXAHUE
IMPO®ECCHUOHAJIBHOI'O MOJAYJIA

. YCJIOBUs PEAVIM3AIIMU TPOPECCUOHAJIBHOI'O

MOJY.JISI

. KOHTPOJIb 1 OHEHKA PE3YJbTATOB OCBOEHMUSA
MPO®ECCHUOHAJIBHOI'O MOAYJIA



1. OBIIIASI XAPAKTEPUCTHUKA PABOUYEHN ITPOT'PAMMBI
HNPOPECCHUOHAJBHOI'O MOAYJsA
«IIM.01 OcymecTBIeHHE OPTAHU3AIMOHHOTO
U JOKYMEHTAIMOHHOT0 00ecneyeHus JesiTeJIbHOCTH OPTraHu3aiumn»

1.1. Heab 1 muianupyeMbie pe3yJbTaThl 0CBOeHHS MPOdecCHOHAIBLHOT0 MOTYJIS

B pesynbrate u3ydeHus npodecCHOHANTBHOTO MOIYJS OOYYaroIIMiCS IODKEH OCBOUTH
OCHOBHOM BU JACATCIBHOCTU «OCYIICCTBJICHUC OPraHu3allMOHHOIO0O W AJOKYMCHTAIlMOHHOI'O
obOecrieueHHs ACSITETLHOCTH OPTaHU3AIMU» W COOTBETCTBYIONIUE €My OOIUE KOMIICTCHIIUU H
npodeccuoHaNbHbIe KOMIETEHIINH:

1.1.1. Tlepevenp 00X KOMITETESHIUI

Kon HanMeHoBanue 00X KOMIETEHIINHA

OK 01 Br1bupath ciocoOsI penienus 3aaad npo(ecCHOHAIBHON JesITeIbHOCTH
MPUMEHHUTEIHHO K Pa3IMYHBIM KOHTEKCTaM.

OK 02 | Ucnonb30BaTh COBPEMEHHBIE CPE/ICTBA IIOUCKA, AHAIM3A U UHTEPIIPETALIUU
uH(popMalnu, 1 UHOOPMALIMOHHBIE TEXHOJIOTUHU IS BHITIOTHEHUS 3a7a4
1po(hecCHOHATILHON e TENbHOCTH.

OK 04 DddexTuBHO B3auMoIeHCTBOBATh U pabOTaTh B KOJUIEKTHBE U KOMaHJIE.

OK 05 | OcymecTBasTh YCTHYIO U MHCbMEHHYIO KOMMYHUKALIMIO HA TOCYJapCTBEHHOM $SI3bIKE
Poccuiickoii @enepaiiu ¢ yueToMm 0COOEHHOCTEN COLUAIBLHOTO U KYJIbTYPHOTO
KOHTEKCTA.

OK 09 | [Tonb3oBarbest mpodecCHOHANBHOM TOKYMEHTalUel Ha TOCYJapCTBEHHOM U
MHOCTPAHHOM $I3bIKaX.

1.1.2. Tlepevens npodeccnoHaNbHBIX KOMITETCHIINN

Kon HanmenoBaHnue BUAOB AeATEJILHOCTH H NPOGECCHOHATBHBIX KOMIIETEHIUI

B/ 1 Ocy1iecTBiIeHNEe OPraHU3aMOHHOTO ¥ JOKYMEHTAMOHHOTO 00eCIeueH s
JeATEIbHOCTH OpraHUu3aluu

IIK 1.1. | OcymecTBiaTh NpuéM-riepeiady ynpaBieHuYeCcKod HHPOPMALIMU C TOMOILBIO CPECTB
UH(POPMALIMOHHBIX 1 KOMMYHUKAIIMOHHBIX TEXHOJIOTHH.

[IK 1.2. | KoopaunupoBaTh paboTy NPUEMHON PYKOBOAUTENS, 30H MIPHEMA Pa3IMUHbIX
KaTeropuil MOCETUTENEH OpraHN3aIiu.

I[IK 1.3. | BnageTs HaBbIKaMu IJIAHUPOBAHUS pab0YETro BpEMEHN PYKOBOIUTENISI U CEKpeTapsl.

[IK 1.4. | OcymecTBISTh TOATOTOBKY JEJIOBBIX MOE3A0K PYKOBOAUTENS U IPYTUX COTPYIHUKOB
OpraHu3aIuHg.

IIK 1.5. | Baagets ciocobamu opranuszaiuy padbodero mpocTpaHcTBa MPUEMHON U KaOMHETa
PYKOBOJIUTEIIS.

IIK 1.6. | OcymecTBiATh paboOTy MO MOATOTOBKE U MPOBEIECHUIO KOH()EPEHTHBIX MEPONPHUATHIA,
oOecrieuynBaTh HHPOPMALIMOHHOE B3aUMOIEHCTBHE PYKOBOIUTEIIS C
MOJPa3JIeIEHUSIMH U JTOJDKHOCTHBIMH JIMIIAMU OPTaHU3ALHH.

I[IK 1.7. | OdopMasTh OpraHn3allMOHHO-PACTIOPSAUTEIbHBIE TOKYMEHTHI M OPTaHU30BbIBATh
paboTy ¢ HUMH, B TOM YHUCJIE C UCIOIb30BAaHUEM aBTOMATHU3UPOBAHHBIX CUCTEM.

I[IK 1.8. | OdbopmMisiTh JOKYMEHTHI TIO IMYHOMY COCTaBY M OPTaHH30BBIBATH PabOTy ¢ HUMH, B
TOM YHCJIE C UCTIOJIb30BAaHUEM aBTOMATU3UPOBAHHBIX CUCTEM.

IIK 1.9. | Opranu3oBbIBaTh TEKYIIEE XpaHEHNE JOKYMEHTOB, 00pabOTKY A€ ISl OTIepaTUBHOTO
Y apXUBHOT'O XPAHEHHUS, B TOM YHCJIE C UCIIOJIb30BAaHHEM aBTOMAaTH3NPOBAHHBIX
CHUCTEM.




1.1.3. B pe3ynbraTe ocBO€HUS NMPO(EeCCHOHATBHOTO MOt 00yYarOIIUIACS TOJKEH:

Bnanets
HaBBIKAMHU

MoJTy4yeHus: Heo0X0oAuMol HHGOPMAIIK U NepeIavu CAaHKIIMOHUPOBAHHOMN
UH(OPMALIUHU C UCIIOJIB30BAHUEM CPEJICTB MH(POPMAITMOHHBIX U
KOMMYHUKAI[MOHHBIX TEXHOJIOTUH.

KOOpJMHAIMK PaOOThl MPUEMHON PYKOBOAUTEINS U 30H IpUEMA pa3IMUHbIX
KAaTerOpyil IOCETUTEIIEN OpraHU3alMH.

IUTAHUPOBAHMs pab0Yero BpeMEHU PyKOBOJIUTENS U pabodero JHS CeKpeTapsl.

OpraHU3alMy JEJIOBbIX [TOE310K PYKOBOIUTENSA U APYTUX COTPYAHUKOB
OpraHu3aluu.

OpTraHM3aINH U MOAEpKaHus QYHKIIMOHAIHHOTO pabodero mpoCcTpaHCTBa.

OpraHu3alUK [TOArOTOBKH U IPOBEIEHHSI KOHPEPEHTHBIX MEPONPUATHH,
obecrieyeHnss HHPOPMALMOHHOTO B3aMMOACHCTBHS PYKOBOIUTEIIS C
NOAPAa3ACICHUAMU U JOJDKHOCTHBIMU JIMLIAMY OPraHU3alUu.

o opMIIEHHS OpraHU3aMOHHO-PACIOPAIUTENBHBIX JOKYMEHTOB U
OpraHu3aiuu padboThl ¢ HUIMM, B TOM YHUCIIE C UCIIOJIb30BaHUEM
ABTOMAaTU3MPOBAHHBIX CUCTEM.

O(i)OpMJ'IeHI/IH AOKYMCHTOB I10 JIMYHOMY COCTaBy U OpTraHHU3allun pa6OTLI C
HUMH, B TOM YUCJIC C UCITIOJIL30BAHUCM aBTOMATH3UPOBAHHBIX CUCTCM.

OpraHu3aly TEKYIIETO XPaHEHHs JOKYMEHTOB, 00pabOTKH e Jist
OIEPATUBHOI'O U apXMBHOI'O XPaHEHMs, B TOM UHUCIIE C UCIIOIb30BAHUEM
ABTOMATHU3UPOBAHHBIX CHCTEM.

YMmeTs

OpraHu30BBIBaTh paboyee MECTO B COOTBETCTBUU C TPEOOBAHUSAMHU
OPrOHOMMKH U KYJIbTYpbI TPYAA

oOecreunBarh pabouyee MeCTO M (PyHKIIMOHAIBHOE paboyee MPOCTPaHCTBO
HEOOXOUMBIMU CPEJICTBAMU OPTaHU3AllMOHHOW TEXHUKH, MEOEIIbIO U
KAHLEJIPCKUMU TPUHAMICKHOCTIMU

MNoAACPKUBATL CPCACTBA OpFaHI/I3aHI/IOHHOﬁ TCXHHUKU B pa60qu COCTOSIHHH

MPUMEHSTH B paboTe cpeAcTBa HH(DOPMAIIMOHHBIX 1 KOMMYHHKAITMOHHBIX
TEXHOJIOTUH

UCIIOJIb30BaTh CPEICTBA MH(POPMALIMOHHBIX U KOMMYHHUKAIIHOHHBIX
TEXHOJIOTHH JUIsl MOJTY4YEeHHsI U Ilepeiadl HHPOopMaluu

YCTaHABJIMBATh U NOAJEP)KUBATh KOMMYHUKALMU B IIPOLIECCE JEIOBOIO
0O0IIEHUS C TIOMOIIBIO CPEJICTB UHPOPMAIIMOHHBIX U KOMMYHHUKAITMOHHBIX
TEXHOJIOTUH

OCYIIECTBISATH cOOp, 00paboTKy HHPOPMAIUH, CUCTEMATH3AIUIO TOTY4aeMBIX
Y TIepETaBaAEMBbIX JTAHHBIX

OCYIIECTBIIATH TPOBEPKY JTOCTOBEPHOCTH, ITOJIHOTHI U HEIIPOTUBOPEUNBOCTU
JAHHBIX, UCKIIFOUEHUE TyOIupoBanus HHGOpMaluu

CTIIQXXUBATh KOH(DIUKTHBIEC U CIOXKHBIE CUTYAI[UH MEKIMYHOCTHOTO
B3aMMOJICHCTBHSA

CO6J'IIOI[E[TL OTUKCT U OCHOBBI MCIKKAYHAPOJHOI'O MPOTOKOJIA

obecrieunBaTh HHGOPMAITMOHHYIO 0€301TaCHOCTH JACSITEIHHOCTH OPTaHU3aIluN

BCCTH U UCIIOJIb30BAThH B pa60Te 6a3y KOHTAKTOB OpraHu3alunu

BECTH YUYETHBIE PErHCTPAIIMOHHBIE (POPMBI, UCTIOIH30BATh UX IS
nH()OpPMaAITMOHHOM pabOTHI M pabOTHI 1O KOHTPOJIIO UCTIOTHEHUS TOPYICHHI

BCTpEYaTh MOCETUTENEH, MTOTydaTh MEPBUUHYIO HH(OPMAIIHIO O TIOCETUTEIISX,
yCTaHaBIIMBATh MOPSAJOK MpUEMA TS pa3InYHBIX KaTEerOpUi oceTuTeNnen
IPUHUMATh MEPHI [0 COXPAHEHUIO KOH(UACHIMAIBHOM HHPOPMALIUU B X0J1€
npuéma noceTuTenen

BECTH YUETHBIC PETUCTPALIMOHHBIC (POPMBI 110 IPUEMY TTOCETUTENICH U
0hOpMIIATH MMPOMyCKa




OCYLIECTBIIAT IPUEM, IIEpPelady U OTIPABKY JOKYMEHTOB

OpPraHU30BBIBATH M OPOHUPOBATH MEPETOBOPHBIE KOMHATHI

CEepBUPOBATh YaiiHbIC (KO(DEHHbBIC) CTOJBI B 0drice

BBIOMPATh (GOPMBI INTAHUPOBAHUS M 0(OPMIIATH IIIAHUPOBIIUK (OpraHansep)
PYKOBOJAUTEIS] M CEKpeTapst

YCTaHABIIMBATH IEJIH, ONPEACISATh IPUOPUTETHOCTh U 0YEPETHOCTD
BBITIOJIHEHHS pa0boT 1 9P PEKTUBHO pactpeesisaiTh pabouee Bpems

COTJIACOBBIBATh BCTPEYH U MEPOIIPHUATHS U BHOCUTHh HH(DOPMAIIHIO B
TJIAHUPOBINHUK (OpTraHaii3ep)

UH(POPMHUPOBATH PYKOBOAMUTEIS O MPHOIMKEHUH BPEMEHH U PETJIAMEHTE
3aIJIaHUPOBAHHBIX BCTPEY U MEPONPUATUI

BbIOMPATh ONTHUMAJIbHBIE CIIOCOOBI BHELTHETO U BHYTPEHHETO
UH(OPMHUPOBAHUS O TUTAHUPYEMBIX MEPOTIPUSITHIX

COCTaBJIATh U O(bOpMJ'IHTb HJAOKYMCHTHI U1 JEJIOBBIX ITOC3I0K

OCYIICCTBJIATH TPCBCII-IIOAACPIKKY ACJIOBBIX IMOC3O0K

COIJIACOBBIBATh C MPUHUMAIOLIEH CTOPOHOM MPOTOKOJI IIIAHUPYEMBIX
MEpONPUATHIA U (OPMHUPOBATH MPOTPAMMY JETOBOH MOE3AKH

UCIIOJIb30BaTh CPEICTBA MH(POPMALTMOHHBIX U KOMMYHHKAIIMOHHBIX
TEXHOJIOTHH J1s1 oOecrieueHus! B3aUMOIEUCTBUS C PYKOBOJIUTEIEM BO BpEMsI
€ro J1eJI0BOY NOE3AKU

0hOpMIIATH OTYETHBIC TOKYMEHTBI O JICJIOBOM MOE3/IKE.

OpraHU30BBIBATh MPOLECC MTOATOTOBKH U IPOBEIEHNE KOHPEPEHTHOTO
MEPONPUSITHSI UHIUBUAYAIbHO U B COCTaBe paboueil Irpymniibl

JOKYMCHTHPOBATE PA3HBIC 3TAIIbl ITPOLUCAYPHI IOATOTOBKU U MMPOBCACHUA
KOH(bepeHTHOFO MCPOIIPUATHS

COCTABJISITh IPOEKTHI OPTaHU3AIIMOHHBIX, PACTIOPSAUTEIbHBIX U
WH(OPMAIIMOHHO-CIIPABOYHBIX TOKYMEHTOB, B TOM YHCJIE IOKYMEHTOB,
coJiepaiux KOHPUACHIIMATbHYI0 HHPOPMAITHIO

0(OPMIIATH OpraHU3aLMOHHO-PACTIOPATUTEIbHbBIC TOKYMEHTHI (OPUTHHAIBI U
KOIUN)

CKaHUPOBATh, KOMMUPOBATh U KOHBEPTHUPOBATH JOKYMEHTHI B pa3IMUHbIE
¢dbopMmaThl

OCYHICCTBJIATDH MPOBEPKY IMMPOCKTOB JOKYMCHTOB Ha COOTBCTCTBHUE IIpaBUJIaM
JACJIOMPOU3BOJACTBA

MNPUHHUMATH U IPOBOJUTH IICPBUIHYIO 06pa60T1<y BXOIAIHNX JOKYMCHTOB

IMPOBOAUTDH MPEABAPUTCIIBHOC paCCMOTPEHUC BXOAAIINX U BHYTPECHHUX
JOKYMCHTOB

PEruCTpUpOBATb BXOAAIINEC, UCXOAIIUC U BHYTPCHHUC JOKYMCHTEIL

KOHTPOJIMPOBATh MapIIPYTU3ALIHUIO JOKYMEHTOIIOTOKOB B OpraHU3aIlluu
(cormacoBaHue, MOAMKUCAHHUE, YTBEPKACHNE, PETUCTPALIHS, O3HAKOMJICHHE U
MCIIOJTHEHUE JOKYMEHTOB)

OCYHICCTBJIATDH CpOKOBLIfI KOHTPOJIb UCITOJIHCHHUA JOKYMCHTOB

OCYIIECTBIISATH 00pabOTKY U OTIPABKY UCXOISIINX TOKYMEHTOB

COCTaBJISATh OTYETHI U aHAIMTUYECKHE CIIpaBKH 00 MCIIOTHEHUH JOKYMCHTOB

BECTH MHPOPMAIIMOHHO-CIIPABOYHYIO pabOTy MO JOKYMEHTaM

OCYIIECTBIISITH pPa0OTY C OPraHU3aLMOHHO-PACTIOPSIUTEIbHBIMU TOKYMEHTAMHU
B ABTOMATU3UPOBAHHBIX CHCTEMAaX

o0ecneynBaTh COXpPaHHOCTh NEPCOHAIBHBIX JAHHBIX PAOOTHUKOB

OpPraHU30BBIBATH JIOKYMEHTOOOOPOT MO MPECTABICHUIO JOKYMEHTOB I10
IIEPCOHANLY B TOCYJAPCTBEHHBIC OPraHsbl

OpPraHU30BBIBATH JTOKYMEHTOOOOPOT MO YUYETY M JBHXKEHUIO PAOOTHHKOB




BECTH BOMHCKHH y4ET paOOTHUKOB

BeCTH y4€T pabouero BpeMeHH pabOTHUKOB

0(hOpMIIATH OPraHU3AIMOHHO-PACHOPAIUTEIbHbIEC JOKYMEHTBI 110 TUIHOMY
COCTaBYy

BECTH PErUCTPALHIO, YUET, OIIEPATUBHOE XPaHEHHE JOKYMEHTOB II0 JINYHOMY
COCTaBYy

BECTH JJOKYMEHTAIIHIO, MTOATBEPKIAIOIIYIO CBEICHHS O TPYIOBOM
JESTEIIbHOCTH U TPYAOBOM CTa)Ke paOOTHHUKOB

dbopMUpOBATh JUYHBIE Jiesa paOOTHUKOB

0oOpMIIATH Je1a Mo JINYHOMY COCTaBY JJIsl IEpPe/lavuy B apXHB OpPraHU3aluu

pa6OTaTb CO CriCUAJIM3UPOBAHHBIMHA I/IH(bOpMaI_[I/IOHHBIMI/I CUCTEMAaMH U
b6azamu JaHHBIX I10 BEACHUIO yqéTa U ABHXKCHHIO pa6OTHI/IKOB

pa3pabaTbIiBaTh HOMEHKJIATYPY JI€J1 OpraHu3aluu

MPOBEPATH MPABUIBHOCTH OPOPMIICHUS JOKYMEHTOB  OTMETKHU 00 HX
WCTIOJTHEHUH TTepe UX GOPMUPOBAHUEM B JICJIO JJIS MTOCIEAYIOMETO XPaHCHHS

dbopMupoBaTh Jena, KOHTPOJIUPOBATH MIPABUIIBHOE U CBOEBPEMEHHOE
pacnpenesieHue U NOAIIMBKY IOKYMEHTOB B JI€Jla B COOTBETCTBHH C
HOMEHKJIATypOH el

MIPOBEPSITH CPOKH XPaHEHUS JOKYMEHTOB, COCTABISATH MPOTOKOJ PaOOTHI
SKCHEPTHONM KOMUCCHH T10 IOJITOTOBKE JJOKYMEHTOB K II€pe/iaue B apXHB

COCTaBJIATH AKT O BBIACIICHHUU K YHUYTOKCHHUIO JOKYMCHTOB, HC ITOAJICKAIINUX
XPaHCHUIO

COCTAaBJIATH aKT 00 YHUYTOKCHHUU NTOKYMCHTOB

OCYIICCTBJIATH MOJHOC UJIKM YaCTUYHOC Oq)OpMJ'ICHI/Ie ACJI BpPEMCHHOTO,
IMMOCTOSAHHOI'O, JOJTOBPEMCHHOT'O CPOKOB XpAaHCHUSA

COCTaBJIATDH OITMCHU ACJT CTPYKTYPHBIX nonpas)]eneHHﬁ IMIOCTOAHHOTIO,
HAOJITOBPEMCHHOI'O CPOKOB XPaHCHUA JJI NICPCAavun JCJI B apXUB OpraHrU3alluu.

3HaTh

HOpMAaTHBHBIE MPaBOBbIE akThl Poccuiickoit denepannu B chepe
UH(OPMALIMOHHBIX U KOMMYHHUKAITMOHHBIX TEXHOJIOTUM, IO 3aIUTE
uHpopmaiuu, nHGOPMAITMOHHON 0€30MaCHOCTH, MO paboTe ¢ oOpalIeHUsIMHU
rpaXkaaH, 0 OpraHU3alluy IeJI0BON TOE3/KH, B chepe IeTonporu3BOICTBA U
aApXUBHOTO JieJia, B chepe peryIrmpoBaHus TPYIOBBIX OTHOIICHUN

JIOKaJIbHbIE HOPMATHBHBIE aKThI, PETJIAMEHTUPYIOLIHE AESITEIbHOCTD CITYKOBbI
JIEJIONPOU3BOJICTBA U €€ paOOTHUKOB, OPraHU3AINI0 BEACHUS
JIEJIONPOU3BO/ICTBA, IIepeiady JeJl B apXUB OpraHU3aliy, a TAaKKe
perjJaMeHTHPYIOIIKEe TPYAOBbIE OTHOIIEHUS

CTPYKTYpPY OpraHu3anuy, e€ 3a1au 1 QyHKIMHU, pacrpeiereHne GyHKIni
MEXJly CTPYKTYPHBIMHU NOJIpa3eIEHUsIMU U CIIeIUaINCTaMU

TpeOOBaHUS OXpaHbl TPYy/a, TPOU3BOICTBEHHON CaHUTAPHUH,
IIPOTHUBOIIOXKAPHOW 3aILNTHI

OCHOBBI MPABUJIHLHON OpTaHU3AIMH TPYa ¥ METO/IbI TIOBBIIIICHUS €T0
s dexTuBHOCTH

OCHOBBEI YITPABJICHUS BPEMCHEM

BUJIBI OPT: AHU3ALMOHHON TEXHUKH U IIpaBHJIa pa6OTBI C Hel

MeTO/16I 00pa0OTKH M 3alTUTHI HHPOPMAIIUK C TPUMEHEHUEM CPEICTB
WH(OPMAIIMOHHBIX U KOMMYHHUKAIIMOHHBIX TEXHOJIOTUN

COBpPEMEHHbIE HHPOPMALIMOHHBIE U KOMMYHUKAIIMOHHBIE TEXHOJIOTUH,
npUMeHsieMble B paboTe C JOKYMEHTaMH, B TOM YHCJIE [0 JUYHOMY COCTaBY

OTUKCET U OCHOBBI MCXKAYHAPOJHOI'O IMPOTOKOJIA

ATHUKY JICJIOBOTO OOIICHHUS

IIPABHJIa PYCCKOTO SI3bIKA




IIPaBHJIa PEYEBOr0 ITUKETA

IpaBujia NOAACPKAHWA U Pa3BUTHA MCKIIMIYHOCTHBIX OTHOIIICHUN

IpaBujia IPOBEACHUS JCJIOBEIX IIEPETOBOPOB

IIpaBHJIa OpraHU3alMK NpUEMaA OCETUTEIEH

IpaBuJIa CEPBUPOBKHU YatHOTO (KOQEHHOTO0) CTOIa

MOPAJOK NOATOTOBKHU U JOKYMCHTHUPOBAHU A [[GJIOBOﬁ IMOC3 KN

HHTCPHET-PECYPCHI AJI1 OCYIICCTBICHUA TPEBEI-IIOAACPIKKHN OCTOBBIX IMOE3JOK

KOMIUIEKC OPraHU3alMOHHO-TEXHUYECKUX MEPONIPUATUH 110 IIOATOTOBKE U
IPOBEICHUIO KOH(DEPEHTHBIX MEPOIIPUATHI

npaBuiia 0OpMIICHUS JJOKYMEHTOB, CO3/JaBa€MbIX B MPOIECCE MOATOTOBKH U
MIPOBEJICHUS] KOHPEPEHTHOTO MEPOTIPUSITHUS

COCTAaB BHYTPCHHUX W BHCIIHUX I/IH(bopMaI_[I/IOHHBIX IIOTOKOB

PYKOBOJCTBO CTPYKTYPHBIX MOJIpa3/ieJIeHUuI, 00pa31ibl MOAMUCEH I,
MMEIOLIUX IIPABO MOAINMCAHUA U YTBEPKIACHUS JOKYMEHTOB, U OrPAaHUYEHUS
30H UX OTBETCTBEHHOCTH

BUIbI HOMEHKJIATYP JIel1, 001IMe TpeOOBaHUs K HOMEHKJIATYpE JIeI, TIOPSIIOK
paboThl ¢ HEM

nopsAaok ¢popMupoBanus U opopmieHus aen, cneunduxky hopMUpPOBaHUS
OTAEJIBHBIX KaTETOPUIl JelI

IIpaBuJjia XpaHCHUs [CJI, B TOM YUCJIC C JOKYMCHTAMHU OI'PaHUYCHHOI'O0 JOCTYIIa

IMpaBuJjia BbIAa4M U UCIIOJIb30BaHUA JOKYMCHTOB U3 C(I)OpMI/IpOBaHHLIX ACII

MOPAAOK UCIIOJIB30BAHUA TUIIOBBIX UJIW BEAOMCTBCHHBIX Hepequﬁ
JAOKYMCHTOB, OIIPCACIICHUA CPOKOB XpAHCHU B IIPOLECCE SKCIICPTU3BL
HCHHOCTH NOKYMCHTOB

BHU/JIBI OKCEN €I OpraHu3ali U NOpAa0K pa6OTBI C HUMM.

1.2. Koin4ecTBO 4acoB, 0OTBOJAUMOE Ha 0CBOCHHE TPO(PECCHOHATBLHOTO MOLYIs

Bcero yacos 570
B TOM 4ucIe B popMe IpakTuyeckoi noarorosku 150

N3 Hux Ha ocBoenne MJIK 498
B TOM YHCJIE cCaMOCTOsITeNIbHas padoTa 360
NpPaKTUKH, B TOM yHcie yueOHas 36
MIPOU3BOJICTBEHHAS 36
[TpomexyTouHast aTTECTANNS - IK3AMEH




2. CTPYKTYPA U COAEP) KAHUE TPO®PECCUOHAJIBHOTI'O MOAYJA

2.1. CtpykTypa npoecCHOHAJIBLHOI0 MOLYJISI

O0beM POheCCHOHATBHOTO MOYJIS, aKaIEMUUESCKHUX YaCOB

O6yuenne no MJIK
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© % B TtoMm uncnie Hpaicrikn
S =
&g = & S =
Konast mpodeccroHanbHBIX U Haumenoanue pa3aenon Bcero, Sa E E < = = Z =
OOIIIX KOMITETEHITH po(heCcCHOHATBHOTO MOIYJIS 4acoB =g = § = 2 S s S =
2 g Beero g K E % 5.8 2 S | VueGmas | Ilponseoxcteenmas
= E SES| g & | 28
: S & S 2 2 °
5 = = S =
IIK 1.1, IIK 1.5, Pazgen 1. lokymMeHTaIIOHHOE
[IK1.6,1IK1.7, TIK 1.9 obecrnedeHue yrpaBieHUs
OK 01, OK 02, OK 03, OK 218 40 58 18 20 160
04, OK 05, OK 09
IIK 1.1, IIK 1.5, Paznen 2 Opraamuzanus paboTh
[IK 1.6, 11K 1.7,TIK 1.9 C DJIEKTPOHHBIMH TOKyMEHTaMHU
OK 01, OK 02, OK 03, OK %0 1o 20 110 70
04, OK 05, OK 09
K 1.1, IIK 1.2, Paznen 3 Opranuzanus
K 1.3, 11K 1.4, 11K 1.5 CEKPETapCKOTo 00CITy KUBAHHS
OK 01, OK 02, OK 03, OK %0 14 430 10 60
04, OK 05, OK 09
MK 1.1, IIK 1.2, Pazpen 4. JokymMeHTallMOHHOE
MK1.4,11K 1.7, T1IK 1.8 obecrieueHne KaapoBoi
OK 01, OK 02, OK 03, OK | crtyxGer 100 14130 14 70
04, OK 05, OK 09
YueOHast IpakTHKa 36 36 36
[Ipon3BoaCcTBEHHAS TTPAKTHKA
(110 PO HITIO CHIEIUATILHOCTH ), 36 36 36
4acoB
[TpomMexyTouHas aTTecTarus
Bcero: 570 36 36




2.2. TemaTnueckuii IJIaH U coiep:kaHue npodeccuonaibHoro moay.s (IIM)

HanmeHnoBaHue pa3iesioB u
TeM NPO(PecCHOHAIBLHOT0
moay.Js (IIM),
MEKTUCIUIITHHAPHBIX
kypcos (M/IK)

Conep:xaHue y4eOHOT0 MaTepuaJia, JadopaTopHbie padoThl U NPAKTHYECKHE 3aHATHSA,
caMoCTosiTeJIbHAsI yueOHast padoTa 00y4aromuxcs, KypcoBasi padbora

Oo0beMm,
aKa/l. 4acoB, B
TOM YHCJI€e B

dopme
NMPAKTHYECKOM

NOATOTOBKH,
aKaj. 4acoB

Pa3nen 1. JlokyMeHTHPOBaHNe U OPraHU3aLUA PadOThI ¢ 0PUUMAIBLHBIMU JOKYMEHTAMU

218/40
M/IK 01.01 lokymeHTanInOHHOE 00ecnedeHne ynpaBieHust
Tema 1.1. Conep:xkanue
OcHOBHbIE IOHATHS, [TonsTue o nucuurmae. ctopuyeckoe pa3BUTHE U COBPEMEHHOE COCTOSIHUE JE€TONPOU3BOICTBA.
TEPMHUHOJIOTHSA 1 BzaunmocBs3ps nHpopMaImu U 1okyMmeHTa. OyHKIUU AeTONPOU3BOAUTENS B anllapaTe yIpaBJiIeHuUs.
onpeaeaeHus
[Tonsitue o nokymenTe. @yHKIMHU ToOKyMeHTa. [IpodeccruonanbHble TEPMUHBI U OTIPE/IETIECHUS. %
Yuuduxanus u ctannaprusanus. Cucremsl JokymeHtanuu. Cucrema OP/L. 'ocynapcTBenHble
cranaapTsl Ha cuctemy OP/I.
Knaccudukanus nokymentos. bymara nokymenTa, e€ ¢popmarsl.
Dopmymsp-oopazer; OP[. dopmynsap qoKyMeHTa.
IMpakTuyeckue 3aHATHS
Dopmynsp-obpazen. Cxembl pacioyioKeHNUs PEKBU3UTOB JTOKYMEHTOB U IpaHMIIbI 30H Ha popmarte A4, 4
MPOJIOIBLHOTO U YTIIOBOTO OJIAHKOB.
Tema 1.2. Conep:xkanue
IlpaBuia opopmirenus bnank, Buas! 61aHKOB. PekBU3UTHI 00111er0 O1aHKa U MpaBuiia ero opopMiIeHus. YTI0BOH U MPOIOIbHBIN
pexBusuros OP/I. BapUAaHTBHI. 40

HNudopmannonHo-
CIIPABOYHbIE JOKYMEHTBI

PexBu3uTHI OJ1aHKa KOHKPETHOTO BUA ToKyMeHTa. [IpaBuma ero ohopmiieHusl.
PexBusut «Anpecar». PEKBU3UT «3arojaoBOK K TEKCTY». 3alUCKHU: BUJIbl U Pa3HOBUHOCTH.




Buemnue noxnagansie 3anucku. [IpaBuna opopmienus pekBusuta «TekcT qokymenta». OgopmieHue
a03aleB TEKCTa, Hymepauus ad3ales. S3bIK U CTUIb JOKYMEHTOB.

Bryrpennue noknaaneie 3anucku. [IpaBuna opopmienus pekBuznta «OTMETKA O MPHIIOKEHUI,
«[Tommuce.

Cryxebnble 3anucku. [IpaBuna opopmienus «OTMETKH 00 HCTIONHUTEINE ToKyMeHTay. [IpaBuna
o opMIICHHS PYKOTIMCHBIX PEKBU3UTOB Ha JIOKYMEHTE.

PYKOHI/ICHOC O(bOpMJ'IeHI/Ie JAOKYMCHTOB: O6I>5ICHI/ITGJ'ILHa$[, cny>1<e6Ha51 3aI1nucCKa, 3asABJICHUC.

Crnpaska. O0s3aTenbHble PEKBU3UTHI, TpaBuiia opopmiieHus. PekBusut «lleuatsy.

Hosepennocts. Pacniucka. Tpadapernsie nokymeHTsl. O0s13aTeNIbHBIC pEKBU3UTHIL. [IpaBuiia odopmieHusI.

Teneponorpamma. Tenerpamma. @akcorpamma. OGsi3aTeNbHBIC peKBU3UTHL [IpaBuiia odopmieHus.

HpaKaneCRue 3aHATUA

Co3nanue obmero 6;1aHKa opraHu3anuy, 6JaHKa KOHKPETHOTO BHJIA JOKYMEHTA, CTPYKTYPHOTO
NOJIpa3ieJIEHus, TOJPKHOCTHOTO JINLA, C YIJIOBBIM U IIPOIOJIBHBIM PACIIONI0XKEHUEM PEKBU3UTOB.

Odopminenne peKBU3UTOB «AJipecar» U «3arojl0oBOK K TEKCTY».

Odopmnenue pekBusnuTa « TeKCT JOKyMEHTay.

Odopmnenne «OTMETKH O MIPUITIOKESHUI.

Odopmnenue pekBusuta «lloamnucey.

OdopmIieHue 3aKCcoK, CIIPaBOK, TOBEPEHHOCTEH, PACIIHCOK, TeIe(hOHOTPaMM.

OdopmieHne pyKONUCHBIX PEKBU3UTOB Ha JIOKYMEHTE.

Odopmienue TpadapeTHBIX TOKYMEHTOB.
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Tema 1.3.
HNudopmannonHo-
CIIpaBOYHbIE

aokymeHThl. Ciy:keOHbIe
NUCbMA, X PA3HOBHIAHOCTH

Coaep:xkanue

Bunger u Pa3HOBUIHOCTH CJ'IY)KC6HLIX nuceM. biaank nuceMa.

PaboTa ¢ roroBeiMu Ostankamu iuceM. Odopmiierue nucem Ha popmare AS.

Bunet u pazHoBUHOCTH Cily:ke0HBIX nceM. [Tucbmo-mipock6a, mucbMo-3amnpoc, MUCbMO-OTBET.

Buns! v pasHOBUAHOCTH CITyKeOHBIX nceM. COnpoBOaUTENbHOE MUCHMO. ["apaHTHIiHOE MTHCHMO.

30




Buns! v pa3sHOBUAHOCTH CITy>KeOHbIX TceM. [IncemMo-TpeboBaHme, MICbMO-0TKA3.

Bupl v pasHOBUAHOCTH cy)eOHBIX uceM. [TuceMo-npurinamenune. [Tucemo-noznpasnenne. [Tucemo-
0J1aroJTapHOCTb.

Bunet u paznoBugHOCTH cny)eOHbIX uceM. [TuceMo-u3Bemnienue. [lncbMo-noaTBEpKACHHE.
HudopmaninoHHOE TUCHMO.

HpaKaneCRne 3aHATUA

Cosznanue 6:1aHKoB nuceM. PaboTa ¢ ToTOBBIMU OJIaHKAMU OpraHU3aIlHH. 8
Odopmnenune nHGOPMAITMOHHO-CIIPABOYHBIX JOKYMEHTOB.
Tema 1.4. Conep:xkanue
PacniopsiiureiibHbIe [Tpuxas. [lonarue o nokymente. O0s13aTeNnbHbIC PEKBU3UTHI, IPABUIIA COCTABICHUS U O(DOPMIICHUSI.
JOKYMEHTBI, H31aBaeMble
Bu3bl coriacoBanus NpoeKkTa JOKyMEHTA.
HA NPUHIUIAX eAUHOHAYATUSA
NPUHSTHS peenyii OTMmeTKa 0 HAJIMYUH NIPUIIOKEHHUS B PACTIOPSAIUTENBHBIX JOKYMEHTaX.
Bu3bl 03HaKOMIIEHHS € TOKYyMEHTOM. 36
Beinucka u3 npukaza. Konus nokymenta. OTMeTKa o 3aBepeHUN KON JOKYMEHTA.
CoBmecTHbIi npukas. [IpaBuiia cocraBnenus U 0(popMIIEHUS TIOKYMEHTA.
Pacnopspxenue. [lonstre o nokymente. O0s3aTenbHble peKBU3HUTHI, IPAaBUIIa COCTABICHUS U
oopmiteHuHs.
Vkazanue. [lonstue o nokymente. O0s3aTenbHble pEKBU3UTHI, IPABHIIA COCTABICHUS U 0OPMIICHHUSL.
IIpakTHyeckue 3aHATHSA
OdopmiteHne pacnopsAUTENbHBIX JTOKYMEHTOB.
8
OdopmiteHne BBIITUCKU U3 PacTiopsIUTEIHLHOIO TOKYMEHTa ¥ KOITUU JOKYMEHTA.
Ckpennenue (IponMBKa) KOMUU JOKYMEHTa
Tema 1.5. Coaep:xkanue
JlokyMeHTbI KOMHUCCH I 26

H KOJJICTHAJIBHBIX OPraHoB

[TocranoBnenue. Pemenue. [lonsarue o nokymentax. O0s3aTebHbIEC PEKBU3UTHI, IPaBHJIa COCTABICHUS U
oopmiteHHs.




[IpoTokomn. [Tousitre o gokymente. O0s13aTeIbHbIE PEKBU3HUTHI, IPABUIIA COCTABICHUS U O)OPMIICHHS.

Brimicka u3 IMPpOTOKOJIA. Komus IMPpOTOKOJIA.

AkT. [Tonstue o nokymente. Bunpl aktoB. O0s3aTeNbHbIe PEKBU3HUTHI, IPaBUIIa COCTABJICHUS U
opopmienus. [loanucek nokymenta. ['pud yrBepxaeHus qokymeHnTa. Busbl o3HaKOMIICHUS.

HpaKaneCRne 3aHATUA

OdopmiieHne npoTOKoIIa, TOCTAHOBIICHHS, PELICHHUS, aKTa

Od¢opmieHue BHITUCKU U3 TPOTOKOJIA.

Tema 1.7.

3agauu u pyHKuuM
CJIYKOBI 1€JI0NPOU3BOACTBA.
Oprann3zanuoHHble
JTOKYMEHTBI

Conepxanue

Ponb u mecto CJ'Iy>K6BI JACJIOIIPpOU3BOJCTBA B pa60Te arrapara yrnpaBJICHUS. Baﬂaqn n (bYHKI_II/II/I CJ'Iy>K6BI
JACJIOIIPOU3BOJACTBA. HOpMaTI/IBHO'MCTO,I[I/I‘IeCKI/Ie AKTbI, pCTIIAMCHTHUPYIOIINC pa60Ty C JOKYMCHTaMH.

Hopwme! Bpemenu Ha padotsl o IOY. Pacyer ynciieHHOCTH Ci1yKObI 1€710IPOU3BOJICTBA

VYupenutenbHble JOKyMeHTHI. JIokanbHble HOpMaTHBHBIE akThl. [loHATHE 0 HoKyMeHTax. O0sA3aTenbHbIe
PEKBU3UTHI,

OCHOBHBIE pa3zensl. [IpaBuna cornacoBanus u yreepxkaenus JIHA. IIpasuna opopmieHus
MHOTOCTPAaHUYHBIX JOKYMEHTOB.

Huctpykius o nenonpousBoacTBy. [lorstue o nokymente. O0s3aTebHbIE PEKBU3UTHI, OCHOBHBIC
paszensl, MpaBuiia COCTaBJICHUS, OPOPMIICHUS U BBEJICHUSI B ICUCTBUE U3/JaHUEM TIPUKa3a.

Jorosop. O0s13aTenbHbIE PEKBU3UTHI, OCHOBHBIE Pa3/IeIbl, TpaBuiia 0hopMIICHUSI.
Ocob6ennoctu oopmiteHus pekBuzuTa «lloamuce.

JlomkHOCTHAs MHCTPYKIMS Aenonpoussoautens. OcHoBHbIE pasjensl. [IpaBuna cocraBnenus,
oopMIIEHUS U BBEJICHUS B IEUCTBUE PYKOBOJIUTEIEM.
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IIpakTHyeckue 3aHATHSA

O(I)OpMJICHI/IC OpraHHU3allMOHHBIX JOKYMCHTOB.

O(l)OpMJ'IeHI/Ie pacnopsAauTCIbHBIX JOKYMCHTOB, BBOJAIINX B HeﬁCTBHe, HU3MCHAIOIIUX WJIN OTMEHAIOIINX
OpTraHHU3allMOHHBIC TOKYMCHTHI.

CkperuieHue (ITpOIIMBKa) OpUTHHANIA JOKYMEHTA




Tema 1.8. Conep:xkanue

Opranuzanus padoTsI CoBpeMeHHBIE TEXHOJIOTUH OPraHU3aliK IEIOIPOM3BOICTBA.

¢ IOKYMEHTaAMHU ®opmbl pabOTHI ¢ JOKyMeHTaMU. [ToHATHE «TOKYMEHTOOOOPOT» M €r0 OpraHu3aIysl.
[TonsiTHE «TOKYMEHTOMOTOKMY. OneporpaMmsbl JOKYMEHTOIIOTOKOB: BXOASIIHNE, UCXOIAIINE 1
BHYTPEHHUE IOKYMCHTEI.

MapuipyTuzanus 10KyMEHTOIIOTOKOB:
BXOJISIIIINE, UCXOIAIINE, OOpallleHHs] Tpak/laH, BHYTPEHHHE (3aIMMCKHU, TIPUKA3BI).

Perucrpanus J0OKyMEHTOB — 3HaYCHUE U 3a1a4U.
@opMEBI perucTpanuu J0KyMeHTOB. JKypHanbHas, KapTOYHast U aBTOMAaTU3UPOBAaHHAS (DOPMBIL.

Perucrpanus BXoasiero 10KyMeHTOMOTOKA: IEpBUYHAsE 00padO0TKa, MPeIBAPUTEIILHOE PACCMOTPEHHE,
NPUKpEIUICHHE CKaH-KOINH, OTIIPaBKa Ha PaCCMOTPEHHUE a/ipecaTy, GUKCAHS PE3OTIOIHH.

PGFI/ICTpaHI/IH HUCXOAAIICTO JOKYMCHTOIIOTOKA: CIIPABKHU, IIMCbMaA, 3alITMCKH, BBIIIUCKHU, ,HY6J'II/IKaTbI.

PGFI/ICTpaHI/IH BHYTPCHHCTO JOKYMCHTOIIOTOKA: 3alTUCKU, 3aABJICHUA pa6OTHI/IKOB, IIPpUKa3bl, aKThI,
IMPOTOKOJIBI.

KOHTpOJIB HCIIOJIHCHUA NTOKYMCHTOB. Buapr KOHTPOJIA. CpOKI/I KOHTPOJIA.

Howmenkunarypa nen. Buasl Homenkiatypsl. [IoHsITHE O JOKYMEHTE, €ro 3Ha4EHHE.

[TpaBuna cocraBieHus 1 0(pOpMIIEHHS] HOMEHKIIATYPbI J1eJ1 CTPYKTYPHOTO nojapasaeneHusa. CocraBieHue
1 o(hopmIIeHHE CBOJHONW HOMEHKJIATYpPhI €]l OPraHu3aluy U BBIITUCOK /71l CTPYKTYPHBIX [O/Ipa3IeIeHUH.
3aKkpbITHE HOMEHKJIATYpHI Aei. MITorosas 3anuch K HOMEHKJIAType Aell.

Onpenenenue CpokoB XpaHEHUs JOKYMEHTOB U zien 1o Ilepeunto. @opmupoBanue nen. XpaHeHue Jei.

DKkcnepTusa IeHHOCTH JokyMeHTOB. Odopmnenue nen. Onucu aen. [loarotoBka 10KyMEeHTOB K Tiepeayue
B apxuB. [loaroToBka gesn BpeMEHHOI0, TOCTOSIHHOTO U JIOJITOBPEMEHHOTO CPOKa XpaHEHHUs K Mepeiadye B
apXxuB.

CocTaBiieHHE OIUCH JEII.

IMpakTuyeckue 3aHATUS

Perucrpanus BXoAsIMNX JOKYMEHTOB B AJIEKTPOHHOM XypHaiie B Ta0auuHOM penakrope.




Peructpaiiys 1 KOHTPOJIb UCIIOIHEHUS HCXOSAIIUX JOKYMEHTOB B DJIGKTPOHHOM JKypHaje B Ta0inaHoM
penakrope.

Perucrpanus 1 KOHTPOJIb UCTIOTHEHUS! BHYTPEHHHX IOKYMEHTOB B AJIEKTPOHHOM KypHase B TabmuuHom
penakrope.

CocraBiicHHE 3ar0JI0BKOB ACJI OpraHu3alunu

OdopmieHne HOMEHKIATYPHI JIeI.

OdopmieHne UTOroBOM 3anucu K HOMEHKIJIAType JIel.

Odopmnenne o6moxku aena nocne HJI (1715 onepatuBHOTO epuoaa XpaHeHHs )

OdopmieHne 1 IpoIIMBKa A€ IS epeiayu Ha apXUBHOE XpaHEHUE

Odopmienue onucei TOKyMEHTOB U JIEII.

Pa3nen 2. Opranusanus paéoThl ¢ JOKYMEHTAMH B ABTOMATH3HPOBAHHBIX CHCTEMAaX

90/10
MK 01.02. Opranuzanusi padoTsl € 3J1eKTPOHHBIMH J0KYMEHTAMHU
Tema 2.1. Coaep:xanue
Mpasusa padoTel 3aKoHO/IaTeIbHbIE HOPMATUBHBIC aKThI B C(hepe pabOTHI € IIEKTPOHHBIMU IOKYMEHTAMH
C IOKYMeHTaMu o
Pabota B mouToBbIX cepBucax. [IpaBuiia 3JIEKTPOHHOW TIEPEIHCKH.
HA YJIEKTPOHHBIX HOCUTEJISAX 36
OnekrponHas nmoxnuck. Buapl, Ilopsaok nomyuenus. [IpaBuna 3ammrsl.
TpeboBanus k pekBU3NTY «OTMETKA 00 ANIEKTPOHHON MOANMCH TIPH BU3YATH3ALUH JIEKTPOHHOTO
JOKYMEHTA, TOMUCAHHOT0 JIEKTPOHHOM MO MUCHIO
[MpaBuna opopmieHust «OTMETKH O MPHIOKESHUI» HA AJIEKTPOHHBIA HOCUTEIb.
IIpakTHyeckue 3aHATHSA
OTmpaBKa ¥ MOJIyYEHHE SJCKTPOHHOTO COOOIICHUSI, SICKTPOHHOTO TOKYMEHTA. 4
OdopmiieHue 10KyMeHTa, MOMHCAHHOTO YJICKTPOHHOM MOIUCHIO
Tema 2.2. Conep:xkanue
Opranuzanus padoThI [Moustue o cucremax D10 u ECM-cucremax. 44

¢ IOKyMEHTaMH

[IpaBuiia mapuipyTuszanuu 10KyMeHTOnoTokoB B cuctemax 310 u ECM-cucremax.




B AaBTOMATU3UPOBAHHBIX
CHUCTEMAaX 3JICKTPOHHOI'O
}IOKYMeHT0060p0Ta

[IpaBuna opraHu3anuy JOKYMEHTOO0OPOTa BXOAAIIEro JokyMeHTonoroka B CO/I.

[TpaBuiia opranuzanuu JOKyMEHTO000poTa ucxoasuiero qokymenronoroka B CO/J1. OrnpaBka
JIOKyMEHTOB

[IpaBuiia opranuzanuu JOKyMEHTO000pOTa BHYTPEHHET0 JoKyMeHTonoToka B CO/I.

Pacniopsimutenbabie qokymeHnTsl B CO/1. [IpaBuia opranuzanuu JOKyMEHTOO0O0POTa C MPUKA3aMH.

Pa6ora ¢ obpamenusimu rpaxaan B CO/I. [IpaBuia opranu3auu T0KyMEeHTO000poTa oOpalieHui
IpaKiIaH.

HpaBI/ma MOATOTOBKU 3JICKTPOHHBIX JOKYMCHTOB K Ca4€ B apXUB.

WNnpopmannonHo-cpaBoyHas padota o fokymenram B COJ1

IIpakTH4yecKkue 3aHATHA

PeFI/ICTpaHI/IH 1 KOHTPOJIb UCITIOJIHCHUS BXOAAINNUX NOKYMCHTOB B CBI[ OpFaHI/I3aHI/I$[ I[OKYMCHTOO60pOTa
BXOAIIECTO JOKYMCHTOIIOTOKA.

Perucrpanus u KOHTPOJIb UCTIOTHEHUS UCXOIAIMX JoKyMeHToB B CO/I. Opranuzarus
JIOKYMEHTO000pOTa UCXOSIIETO JOKYMEHTOIIOTOKA.

Peructpanus 1 KOHTPOJIb UCIIOJHEHUS! BHYTPEHHUX J0KyMeHTOB B CO/I. Opranuzanus
JIOKYMEHTOO00pOTa BHYTPEHHETO JOKYMEHTOIOTOKA.

Perucrparnus u KOHTpOJIb UCTIOTHEHUsT oOparneHuit rpaxkaan B COJ1. Opranuzanus TOKyMeHTO000poTa
oOpalieHuit TpakaH.

HO}IFOTOBKa JOKYMCHTOB K II€p€aAa4Y€ B apXuB.

Co3naHue 2JIeKTPOHHOTO apX1Ba JOKYMEHTOB.

Pa3nen 3. OpranuszanmnoHHoe odecneyeHue AeATeJILHOCTH OPraHU3aluu

MK 01.03 Opranu3anust CeKpeTapcKoro 00cIy:KuBaHUs

90/14

Tema 3.1.

Conep:xkanue

Cekperapb B COBPEMEHHOW CTPYKTYPE YIPABIICHHUS.

HopmatuBHo-MeToquueckas 0a3za KBIM(UKAIMOHHBIX TPEOOBAHUH K MTPOPECCHH.
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Poanb npodeccun cekperaps
B CTPYKTYpe CJIy:KObI
AeJI0NPOU3BO/ACTBA

HpaKaneCRne 3aHATUA

DYHKIMU U TOHDKHOCTHBIC 00SI3aHHOCTH CEKPETapsi B 3aBUCUMOCTH OT KaTErOPHU CEKPETAPCKOTO
00CITy’)KUBaHUSI.

JlomKHOCTHAS MHCTPYKIIMS CeKpeTaps, 0COOEHHOCTH pa3padOTKU.

Tema 3.2.

OpraHuszanus u ycJI0BUsl
Tpyaa cekperapsi

Conep:xkanue

OproHomMuueckue TpeOOBaHUS K YCIOBUAM TPYAA CEKpeTapsi.

OcHarenue orica OpraHu3almOHHO-TEXHUIECKUMHU CPEJICTBAMHU.
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IIpakTH4yecKkue 3aHATUA

OpraHmauI/m pa6oqer0 MECTa B COOTBCTCTBHUHU C Tpe6OBaHI/I$IMI/I SPTOHOMHKHU U KYJIIBTYPBI TpYyAda

XapaKTepI/ICTI/IKa u KJIaCCI/I(bI/IKaIII/Iﬂ TCEXHUYCCKHUX CPCACTB, UCITOJIB3YCMBIX B ACATCIIbHOCTU CCKPCTAPAL.

CpencTBa NoAroTOBKU, U3TOTOBJIEHUS U 00paOOTKHU JOKYMEHTOB.

Cpe,[[CTBa KOIIMPOBAHUSA U PA3BMHOXKCHHUS.

CpencTBa XpaHeHHs U TPAHCIIOPTUPOBKHU UH(POPMALHH.

Tema 3.3.
AJIMHMHHCTPATHBHBIE
(ynxuuu cekperaps

Coaep:xkanue

Opranuzanus paboTsl NPUEMHOMN

Oco6eHHOCTH CITyKeOHOTo Tene(hOHHOTO pa3roBopa.

Cpe,[[CTBa aI[MI/IHI/ICTpaTI/IBHO'YHpaBHqueCKOﬁ CBsA3MH.

Opl" aHU3alus rpueMa nocetruteneil. Buasl HpI/IéMa, YuceT HOCCTHTCHCﬁ, CO3JaHUC 0a3 JaHHBIX.

30

IMpakTuyeckue 3aHATHS

[TpaBuiia BegeHust TeI€POHHOTO pa3roBopa.

Oducnas ATC. OcHOoBHBIE (YHKIIUHU U ITPABUIIN UCTIOIb30BAHUSI.

Cpe,Z[CTBa (baKCHMHHBHOﬁ nepeaayn COO6H.[€HI/II7L DaKkCUMUIIbHBIN arrapar, npapuija €ro HpuMCHCHH.

OcoOeHnHoCTH pabOTHI cEKpeTapsi ¢ pa3InYHBIMU KaTETOPUSIMH MTOCETUTETCH.

PaGoTa cexperaps ¢ oOpalieHusIMA rpaXKaaH.




CepBucHbIE (YHKIIUU CEKPETAPSL.

Tema 3.4.
Opranu3zanuoHHbIe

Conep:xanue

OpFaHI/I3aHI/IH U IIOATrOTOBKA ,Z[CJ'IOBOﬁ IIOE3 KU

U MH(pOpMALHOHHBbIE = 30
[ToaroroBka u o6caykMBaHuEe KOHOEPEHTHBIX MEPOTIPHATHIA.
(pyHKIUHU cexpeTaps
CoBemanme Kak BUJ yIIPaBJIEHYECKOH JeSITEIbHOCTH.
IIpakTH4yecKkue 3aHATHA
CocraneHnue 1 0popmIIeHHE IPOrPpaMMbl KOMaHIMPOBKH.
Tpesen-nojiepxka A€10BOH MOE3/1KH PYKOBOIUTEIIS. )
Opranuzanys 1 IpoBeIeHUE IPOTOKOJIBHBIX MEPOIIPUATHIL B ouce.
[ToaroToBka pa3nmUYHBIX TUIIOB COBEIIAHUN M UX OOCITYy)KUBaHHE.
Pabota cexperaps 10 HHPOPMALMOHHOMY 00CTYKUBAaHUIO PYKOBOAUTEIIS.
Tema 3.5. Coaep:xanue
PQyHKIHH ceKpeTaps OO111e BONPOCH! INIAHUPOBAHMS M OpraHU3aluy pabovyero BpeMeH . 10
10 MJIAHUPOBAHMIO paboyero
[TmanupoBaHue M OpraHu3anus padovdero JHS PYKOBOJUTEIS U CEKpeTaps
BpeMeHH
IIpakTHyeckoe 3aHsATHE
CoBpeMeHHbIE METO/IbI INITAHUPOBAHUS pabOYero BpeMeH!
[TmanupoBanue pabovero JHs CEKpeTapsl. 2
[TnanupoBanue padouero aHs pykooautens. CornacoBanue pexxuma padotsl. [InanupoBanue
MEPOIIPHUATHI, YTOUHEHHE TOPYYEHU.
Paznen 4. lokyMeHTHPOBaHHE U OPraHU3aMs PadOThI ¢ KAAPOBBIMHU IOKYMEHTAMH
100/14
M/K 01.04. lokymMeHTaIMOHHOE 00ecniedeHne KaAPOBO CIIYKObI
Tema 4.1. Conep:xkanue
HopmaruHnbie npaBoBbie akThl Poccuiickoit denepannu B chepe TpyI0BBIX OTHOLICHUH 20

JlokanpHBIC HOPMATUBHBIE aKThI IO TIEPCOHATY: 0053aTeNbHBIE U He0Os3aTeNbHbIe ((PaKyIbTaTHBHBIC)




HopMmaTtuBHO-nIpaBoBoe
peryJiupoBaHue
TPYAOBbIX OTHOILIEHMIH

ITopsimok npencTaBiaeHus: JOKYMEHTOB 110 IIEPCOHAY B TOCYJapPCTBEHHBIE OPraHbl

[Topsimox cOopa, 00pabOTKH, U3MEHEHHUS M YHUUTOKEHHUS IEPCOHAIBHBIX JaHHBIX PAOOTHUKOB.

HOpHI[OK BCACHWA BOMHCKOI'O YU€Ta B OpraHu3almu.

[Topsimok BeeHUs yuera pabodero BpeMeH! paOOTHUKOB.

HpaKaneCRne 3aHATUA

O(bOpMJ'IeHI/Ie OTUCTOB B I'OCYAAapCTBCHHBIC OPraHbI.

Odopmnenue coriacust Ha 00pabOTKy MEPCOHATBHBIX TaHHBIX. 4
Odopminenue nakera JOKYMEHTOB [0 BOUHCKOMY YUeTYy.
Odopmnenue tabens yuera pabodero BpeMeHH.
Tema 4.2. Conep:xkanue
Komiuiexe 10KkymMenToB [Topsimok nokymeHTHpoBaHus mpuema Ha paboty. CocraBienue oruetoB C3B.
10 YCTAHOBJICHHIO 20
. | YueTHble TOKyMEHTHI IO IEPCOHAITY.
TPYAOBBIX NPABOOTHOIIEHUIA
M3MeHeHne nepCcoHaNbHBIX TaHHBIX pAOOTHHKOB
I[pakTuyeckne 3aHATHS
Odopmienue TpyaoBoOro 10roBopa.
3anonHeHne yHU(DUIUPOBAHHBIX (HOPM MEPBUYHON YUETHOM JOKYMEHTAIUH.
2
Odopmienue Tpy10BOH KHIKKH, THYHOW KapTOYKU, TUIHOTO JIENa.
CocraBnenue otuera C3B-T/I.
CocraBnenue u opopMieHHE pUKaza 00 N3MEHEHUHN TIEPCOHATBHBIX JaHHBIX PAOOTHHKA.
Tema 4.3. Conep:xkanue
Kommuiexc 10KymMeHToB [Topsimok TOKyMEHTHPOBaHUS TIEpeBOIa pabOTHUKA HA IPYTYIO paboTy.
1O IBUKEHHIO KaJpOB
[Topsiiok TOKyMEHTHPOBaHUS KOMaHIUPOBaHUSI PAOOTHUKOB. 36

[Topsimok TOKyMEHTHPOBAHUS MTPEIOCTABIICHUS OTITyCKa pAaOOTHHUKY.

[Topsimok TOKyMEHTUPOBAHUSI MOOLIPEHUS PAOOTHUKOB




HOpSIIIOK JOKYMCHTHPOBAHUS BHIHCCCHUA JUCHUITIIMHAPHBIX B3BICKAaHUH

IpakTnyeckue 3aHATHS

3anonHenue yHU(GUIUPOBAHHBIX (HOPM NEPBUYHON YUETHOM JOKYMEHTAIUH.

Odopmienue nepeBoia pabOTHUKA HA APYTYIO paboTy.

Odopmiienne KOMaHIUPOBAHUSA PAOOTHUKOB.

Odopmnenne npeaocTaBiIeHUs OTITyCKa PaOOTHHKY.

Odopmrnenue noourpenus pabOTHUKOB.

O(bOpMJ'IeHI/Ie BBIHCCCHHA NUCHUIITIMHAPHBIX B3BICKaHHUH.

Tema 4.4.

KoMmmuieke 1okyMeHTOB

M0 PaCTOP:KEeHUI0

TPYAOBBIX NPABOOTHOIIEH Ui

Conep:xanue

[Topsiiok TOKyMEHTHPOBAHUS YBOJIbHEHUS pAOOTHUKOB.

HOpHI{OK MOATOTOBKHU ACJI 11O JINYHOMY COCTABY K IIEpeAavu€ B apXrUB OpraHU3allun
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3. YCJIOBUSA PEAJIM3AIIMU TPO®ECCHUOHAJIBHOI'O MOYJIA

3.1. g peanu3auuyM NpPOrpaMmbl NPO(PecCHOHATBLHOr0 MOAYJSl JOJKHBI ObITh
NpexyCMOTPEHbI CJleAyolHe CleHaJbHbIe OMeleHUs

KabuHeTsl: TOKYMEHTAIMOHHOTO O0eCHeueHHs yIpaBICHUs, OPTaHU3alUNd CEKPETapCKOTo
00CITy’)KMBaHUs, OCHAIlEHHbIE B COOTBETCTBUMU ¢ 1. 6.1.1.2 oOpa3oBaTenbHOM HpPOrpaMMbl IO
CHEHUATBHOCTH.

Jlaboparopuun: opraHu3auud  pabOTbl C  JOKYMEHTaMH, CHUCTEM  DJIEKTPOHHOTO
JIOKyMEHTOO0OpOTa; YydeOHAas KaHICNSApHsS, OCHAIICHHbIE B cooTBercTBUM ¢ 1. 6.1.2.3
00pa3oBaTeNbHON MIPOTPAMMBI IO CIIEIIHATLHOCTH.

3.2. UnpopMmannoHHoe obecniedeHHe peajn3alui NPorpaMmMbl

JIng peanuzanmy mporpaMMbl  OMOMMOTEYHBIH (QOHI 00pa3oBaTENBHON OpraHU3aNU
JIOJDKEH MMETh IeYaTHBIC W/WIIM 3JIEKTPOHHBIE 00pa3oBaTeNbHbIE W MH(MOPMAIOHHBIE PECYpPCHI,
JUIS. UCTIOJIb30BaHusl B oOpaszoBarensHOM mporecce. [lpu ¢hopmupoBannu 6ubmmoreuHoro donga
00pa3oBaTeNIbHON OpraHU3allMy BHIOMPAETCSI HE MEHEE OHOTO M3JaHUS U3 NMEPEUUCICHHBIX HUXKE
NeYaTHBIX W3JaHUH M (WIM) DIIEKTPOHHBIX HM3/aHMH B KAa4eCTBE OCHOBHOTO, NPH 3TOM CIIHUCOK
MOET OBITh JIOTTOJTHEH HOBBIMH U3IaHUSIMH.

3.2.1. OcHOBHbBIE MeYATHbIE U YJIEKTPOHHbIE H3TaAHUS

1. Ao6ynamse . I'. JoxymeHTallmOHHOE OOECIEUEHUE YIPABICHUS] TEPCOHATIOM: YUY€OHUK U
NPakTUKyM Ui cpeaHero mpodeccuoHanpHoro obpasosanust / JI. I'. AOymamze, U. b.
Beimpsokkuaa, B. M. MacnoBa. — 2-¢ u3j., nepepad. u gon. — Mocksa: U3narenscerBo KOpaiiT,
2022. — 370 c¢. — (ITpodeccuonanbHoe obpasosanue). — ISBN 978-5-534-15076-6. — Tekcr:
anextpouHbii / DBC FOpaiit [caiit]. — URL.: https://urait.ru/bcode/487121.

2. AntyxoBa, H.®. Cucrtempl 3JEKTPOHHOTO JOKYMEHTOOOOpoTa: ydeOHoe mocobue /
AntyxoBa H.®., [I3t06enko A.JL., Jlocera B.B., UeunkoB FO.b. — Mocksa: KnoPyc, 2022. — 201
c. — ISBN 978-5-406-02705-9. — URL.: https://book.ru/book/936560. — TekcT: 3neKTpOHHBIIA.

3. Kopaees, U. K. JlokymeHTarimoHHOE 0OecrieueHre YIpaBICHUS: YI€OHUK U IPAKTUKYM ISt
cpenuero npodeccuonansHoro oopazosanus / U. K. Kopuees, A. B. ITmenko, B. A. Mamrypries. —
2-e w3n., mepepab. m gom. — MockBa: WzmarensctBo [Opaiir, 2022. — 384 c. —
(ITpodeccuonanpuoe obpazoBanue). — ISBN 978-5-534-05022-6. — Tekct: anexktponHslit / IBC
FOpaiir [caiit]. — URL: https://urait.ru/bcode/472550.

4. Kacbsanosa, I'. 1O. [lenmonpousBojacTBo u apyrue acmnekTsl pabotsl cexperaps / I.1O.
KacpsHoBa — 7-e u3z., nepepad. u non. — Mocksa: U3narensctBo Abak, 2020. — 304 c.

3.2.3. lonoJHUTEIbHbIE HCTOYHHKH

Annpeea B.WM. [lenonmpou3BojCTBO: OpraHu3anus W BEACHHE: YYEOHO-TIPAKTUUECKOE
nocobue / AuapeeBa B.M1. — Mocksa: KuoPyc, 2020. — 294 c¢. — ISBN 978-5-406-00580-4. —
URL: https://book.ru/book/934225. — TekcT : 3eKTPOHHBIH.

Amnsoposa C.II. Oprannsamnust Tpyna roCyAapCTBEHHBIX M MYHULHIAIBHBIX CIYXalUX :
yuebHoe nocobue / C.I1. AnzopoBa, C.I'. ®enopuykoBa. — Mocksa : UHOPA-M, 2022. — 160 c.
— (Boicmee obpazoBanue: bakanaBpuar). - ISBN 978-5-16-016369-7. - TekcT : AIeKTpOHHBIH. -
URL: https://znanium.com/catalog/product/1151473. — Pexwum f0CcTyma: 1Mo MOANKUCKE.

Bynat P.E. JlokyMeHTalMOHHOE OOecIieueHue yIpaBiIeHUs: IepCoHaNIoM: yaeOHoe ocodue /
P. E. bynar. — MockBa: UHOPA-M, 2019. — 234 c. + Jlon. marepuansl [[DIeKTpOHHBIN
pecypc]]. — (Bwicmiee oOpa3oBanme: bakanmaBpmar). - ISBN 978-5-16-010318-1. - Tekcr:
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snektpounsii. - URL: https://znanium.com/catalog/product/1007087. — Pexum mocrtyma: 1o
TIOJIIIHCKE.

I'yryeBa T.A. KonduneHnmansHoe aenonpon3BoacTBo: yaeoHoe mocobue / T.A. I'yryesa.
— 2-¢ wu3n., mepepab. m gon. — MockBa: MUHOPA-M, 2022. — 199 c. — (Cpennee
npodeccuonansHoe obpazoBanue). - ISBN 978-5-16-016585-1. - Tekcr: snekrponHsii. - URL:
https://znanium.com/catalog/product/1191331. — Pexxum ocTyma: 1o moAIucKe.

I'ycapoBa M.H. OpranuzanuonHo-uH()OPMAIIMOHHOE ¥ JOKYMEHTAIIMOHHOE OOecredeHue
JeSITeIbHOCTH PYKOBOJIUTEISA: yueOHO-MeTonuueckoe nmocodoue / M. H. I'ycaposa, C. B. I'opky.
— Mocksa: PTY MHPDA, 2022. — 106 c.— Tekcr : amekTpoHHbIi / JlaHb : 3JIEKTPOHHO-
oubmmoreunas cucrema. — URL: https://e.lanbook.com/book/176556. — Pexum noctyma: s
aBTOPU3. II0JI30BATEIICH.

HenonpousBoacteo: ydeonuk / T.A. beikoBa, JIL.M. Bsmosa, HO.M. Kykapuna, JI.B.
CankuHa; o obur. pea. gou. T.A. beikoBoit. — 4-¢ u3n., nepepad. u qon. — Mocksa : UH®PA-
M, 2022. — 393 c. + Jlon. marepuansl [[DnektponHbiii pecypc]]. — (Bbicuiee obpa3oBanue:
bakanaBpuar). — DOI 10.12737/1014190. - ISBN 978-5-16-014992-9. - TeKcT: 3IE€KTPOHHBIH. -
URL.: https://znanium.com/catalog/product/1014190. — Pesxum 10CTyma: Mo MOAIMUCKE.

Hoponuna JI.A. JlokymMeHTallMOHHOE 0OecIiedeHe YIpaBIeHUs: YI€OHUK U MMPAKTUKYM AJIs

cpennero npodeccuoHanbHoro odpazoBanus / JILA. Jloponuna, B. C. UputukoBa. — Mocksa:
UznatensctBo FOpaiit, 2022. — 233 c¢. — (IIpodeccuonanbuoe obpazoBanue). — ISBN 978-5-
534-05783-6. —  Tekct: oanmektponusid //  OBC  IOpait  [caiit] —  URL:

https://urait.ru/bcode/473802.

KonduaennuanpHoe 1e10NpOn3BOICTBO U 3aLIUIICHHBIN JIEKTPOHHBIH JOKYMEHTOOOOPOT:
yueOnuk / H.H. Kynses, A.C. émymkun, T.B. Konnpamosa, A.I'. ®abpuunoB; nmoa oOm1. pe.
H.H. KynseBa. - 2-¢ wm3a., mepepad. m gom. - Mocksa : Jloroc, 2020. - 500 c. - (Hosas
yHHUBepcHuTeTckas OmoOmmoreka). - ISBN 978-5-98704-711-8. - Tekct : snekrponnsii. - URL:
https://znanium.com/catalog/product/1212394. — Pexxum ocTyma: mo moImucKe.

Kopnees MN.K. Texuuueckue cpenctBa ynpasienus: yuyeOonuk / M.K. Kopuees, I'.H.
Kcannomymno. — Mocksa : UHOPA-M, 2019. — 200 c. — (Bricuiee obpa3oBanue: bakanaspuar). -
ISBN 978-5-16-003620-5. - Texcr : DIIEKTPOHHBIH. - URL:
https://znanium.com/catalog/product/991843. — Pexxum g0CcTyma: 1Mo MOAMUCKE.

Ky3nenmor W.H. JlokymeHTanmoHHoe oOecneyeHue yrpaBieHus. JJoKymMmeHTOoOOpoT u
JIEJIIONPOU3BOJCTBO: YUEOHUK M MPAKTUKYM Ul CpeAHEro mpodeccruoHanbHoro oopasosanus / U.
H. Ky3nenoB. — 3-e u3za., nepepad. u gon. — Mocksa: M3narensctBo FOpaiit, 2022, — 462 c. —
(ITpoeccuonansroe odpazosanue). — ISBN 978-5-534-04604-5. — Texcrt : anexkrponHslii // DbC
FOpaiir [caiiT]. — URL: https://urait.ru/bcode/470020.

KysnenoB U.H. JlokymeHTanioHHOe OOecrieueHne YMpaBJICHUS MEPCOHAJIOM: YYEOHHK MU

NPakTUKyM sl cpefHero mnpogeccuoHansHoro obpasosanust / U. H. KysnemoB. — Mockaa:
NznarensctBo HOpaiit, 2019. — 521 c. — (Ilpodeccuonansuoe obpazoBanue). — ISBN 978-5-
534-04451-5. — Tekcr : oanekrponned //  OBbC  IOpaiit [caiit]. — URL:

https://urait.ru/bcode/444432.

Opranuzanust cekperapckoro obcmyxuBanun: DYMK / B.B.Tanaxos, O.b. Hazapenko,
[OnexTponHoe yueOHoe wu3manme]. — (Cpennee mpodeccuonampHoe oOpazoBaHue - TekcT:
anekTponHsi. - URL: https://www.academia-moscow.ru/catalogue/5411/347093/  Aptuxyn
m3nanusd: 601817641

[TaBnoBckass O.1O0. IlpaBoBoe obecredueHne KaapoBOrO JACIIONPOU3BOACTBA: y4eOHOE
nocobue s By30B / O.1O. I1aBnoBckas. — Mocksa : UznarensctBo FOpaiit, 2022. — 213 ¢. —
(Beicmiee o6pazoBanue). — ISBN 978-5-534-11565-9. — Tekct: anexrponnsiii / ObC HOpaiir
[caitr]. — URL.: https://urait.ru/bcode/476289.

82


https://urait.ru/bcode/473802

CocHoBass A. AccucreHt pykoBoautens. Jlalipxaku mnpodeccuu: KHUTA-TPEHHHT / A.
CocnoBas. - Cankr-llerepOypr: Ilutep, 2022. - 208 c. - ISBN 978-5-4461-1489-4. - Tekcr:
anekTponHbii. - URL: https://znanium.com/catalog/product/1817493. — Pexum noctyna: mo
TIOJIIIHCKE.

MumoB O.B. CoBpemMeHHbIE TEXHOJOTUM W TEXHHYECKHE CPEACTBa WH(POpPMATHU3ALUU:
yuebnuk / O.B. HlumoB. — MockBa : MHOPA-M, 2022. — 462 c. + [lon. marepuaisl
[[DnexTponnsblii pecypc]]. — (Cpeanee mnpodeccronanpbHoe obOpazoBanue). - ISBN 978-5-16-
017112-8. - Tekcr : anextponnsiid. - URL: https://znanium.com/catalog/product/1764799. — Pexxum
JIOCTYTIA: TI0 TIOATHCKE.

[llyBanoBa H.H. OcHOBBI AemOmpoM3BOACTBA: YYCOHHK M TMPAKTUKYM JJII CPEIHErO
npodeccuonansHoro oopazosanus / H.H. IllyBanosa, A.}O. BanoBa; non obmieit penakuueii H.H.
[llyBamoBoit. — 2-¢ m31., nepepad. u gon. — Mocksa: U3narensctBo HOpaiit, 2022. — 428 ¢. —
(ITpodeccuonanbuoe obpazoBanue). — ISBN 978-5-534-11014-2. — Tekct: anexktponHslit // IBC

IOpaiir [caiit]. — URL.: https://urait.ru/bcode/469548.

4. KOHTPOJIb 1 OHEHKA PE3YJIBTATOB OCBOEHMUSA

IMPO®PECCHUOHAJIBHOI'O MOAYJIA

Kon u HaumeHoBaHne
npodecCHOHATBHBIX U
00IIMX KOMITCTEHIIHH,
(bopMHpYEMBIX B paMKax
MOJTYyJIst

Kputepuu onenku

Metonsl onieHkHn

I1K 1.1. OcymecTBisATh
npuém-tepenavy
yIpaBIEHYECKON
MH(pOpPMaLIUU C TOMOILBIO
cpeacTB MHGOPMAIIMOHHBIX
Y KOMMYHUKAIIMOHHBIX
TEXHOJIOTUH.

[Tony4yeHne HE0OX0 MO
uHpoOpMaLKH U Iiepegaya
CaHKI[MOHUPOBAHHOU
uH(pOpMaInU ¢
HCIIOJIb30BAaHNEM CPEJICTB
WH(POPMAIIMOHHBIX U
KOMMYHUKaI[MOHHBIX
TEXHOJIOTUI

KoHTpo:b BbINOJIHEHUS
MIPAaKTHYECKUX 3aJaHUMH.

Y CTHBIN WIH TECTOBBINA KOHTPOJIb
TEOPETUYECKUX 3HAHUM.

AHanus 1 OLEHKa peleHu i
MPOOJIEMHBIX CUTYALIUH.
[IpoBepounbie pabOTHI IO KaXK10M
TEME.

IIK 1.2. KoopauHaupoBarts
paboTy nmpueMHOI
PYKOBOJUTEIIS, 30H IIpuemMa
pa3IMYHBIX KaTeropuii
MTOCETUTENIEN OPraHU3aLUN.

Koopaunanus paboTsl
MPUEMHON PYKOBOAUTEIS U 30H
npuéMa pa3IMuHbIX KaTeropuii
ITOCETUTENIEN OpraHu3alun

KoHTposb BeIOTHEHUS
MIPAaKTUYECKUX 3aJaHUMN.

Y CTHBIN WK TECTOBBIN KOHTPOJIb
TEOPETUYECKUX 3HAHUMH.

AHanu3 1 OleHKa peleHun
POOJIEMHBIX CUTYaIHH.
[TpoBepouHbie pabOTHI IO KaXKIOM
TEME.

IIK 1.3. Bnanetsb
HaBBIKAMHU TUTAHUPOBAHHUS
pabouero BpeMeHU
PYKOBOAUTENS U

[TnanupoBanue paboyero
BpPEMEHU PYKOBOJUTEINS U
pabouero qHS cekperaps

KOHTpO.HI: BBITIOJTHCHU S
MPAKTUYECKUX 3aIaHHI.

Y CTHBIN WK TECTOBBIN KOHTPOJIb
TEOPETUYECKUX 3HAHUM.
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CeKpeTapsl.

AHanu3 1 OlleHKa peleHui
MPOOJIEMHBIX CUTYAITHH.

[IpoBepouHbIe pabOTHI 1O KAXKIOM
TEME.

I1K 1.4. OcymiecTBasiTh
MOATOTOBKY JIEJTOBBIX
MOE3/I0K PYKOBOJIUTENS U

JIPYTUX COTPYIHUKOB
OpraHH3aIiu.

Opranu3anus 1eJ0BbIX MOE3J0K
PYKOBOIUTES

U IPYTUX COTPYAHUKOB
OpraHu3aIu

KoHTpo:b BbINIOJIHEHUS
MIPAaKTUYECKUX 3aJaHUMN.

Y CTHBIN WIH TECTOBBI KOHTPOJIb
TEOPETUYECKUX 3HAHUM.

AHanu3 U OLIEHKAa pelIeHU
MPOOJIEMHBIX CUTYaIHH.
[IpoBepouHbie pabOTHI IO KaXK 101
TEME.

ATtTecTauus 1no
IIPOU3BOACTBEHHOMN

IPAKTHKE.

IIK 1.5. Bnanets
croco0aMu OpraHu3aIuu
pabouero nMpocTpaHcTBa
IPUEMHOM U KaOuHeTa

OpraHmauHs{ " IOAJACPIKAHUC
(G yHKIIMOHAIBHOTO paboydero
IPOCTPaHCTBA

KoHTposb BbINOIHEHUS
IIPAaKTUYECKUX 3aJaHUM.

VY CTHBIN WM TECTOBBIN KOHTPOJIb
TEOPETUYECKUX 3HAHUM.

PYKOBOZUTCILA. AHanu3 1 OlleHKa peleHui
npoOJIEeMHBIX CUTyalUH.
[IpoBepounbie pabOTHI MO KaXKIOM
TEME.

IIK 1.6.

OcymiecTBisITh paboTy 1Mo
MIOJITOTOBKE U TIPOBEICHHIO
KOH()EPEHTHBIX
MEPOIIPHUSATHH,
o0OecrieunBaTh
MH(pOpPMaLlMOHHOE
B3aUMO/IeHiCTBHE
PYKOBOJUTEIIS C
MOJIpa3IeNIeHUs MU U

Opranuzanys NoAroTOBKH U
IIPOBEJICHNE BHYTPEHHUX U
BHEUTHUX KOH(EPEHTHBIX
MEPOTIPUSITHI, 0OeCTIEeUeHUE
MH(OPMaLIMOHHOTO
B3aMMOJICHCTBUS pPyKOBOIUTEIS
C TIOJpa3ACNEeHUSIMU 1
JOJIKHOCTHBIMHU JIMIIAMU

KoHTposb BeIOTHEHUS
IIPAKTUYECKUX 3aJIaHUMN.

Y CTHBIN WM TECTOBBIN KOHTPOJIIb
TEOPETUYECKUX 3HAHUMU.

AHanm3 1 OleHKa peleHun
POOJIEMHBIX CUTYaIHH.

[IpoBepounbie pabOTHI MO KaXKA0H
TEME.

ATTecTanus 1mo

JOJDKHOCTHBIMH JIULIAMU OPTanisatiy. MPOM3BOJICTBCHHON

OpTaHM3AINH. TIpaKTHKe.

IK 1.7. OdopmieHue opraHU3aIMOHHO- KoHTpos N —
Odopmirsits PactOpAUTCEIBHBIX MIPAaKTUYECKUX 3aJaHUMN.
OpraHH3allMOHHO= JIORYMCHTOB 1 OpTafisatini YCTHBIN WM TECTOBBIA KOHTPOJIb
pacIopsINTEbHBIE paboThI C HUMH, B TOM YHUCIIE C

JOKYMEHTHI U
OpraHU30BBIBATh PabOTy C
HUMH, B TOM YHUCIIE C
UCTIOJIb30BaHUEM

HUCIIOJIB30BaHHUEM
ABTOMAaTHU3UPOBAHHBIX CUCTEM

TEOPETUYECKUX 3HAHUH.

ABHanmu3 W OIEHKA
MPOOJIEMHBIX CUTYaIHH.

peleHnit

[TpoBepounbie pabOTHI IO KaXI0#
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ABTOMAaTH3UPOBAHHBIX TEME.

CHUCTCM. ATtTtecTamnus o
IPOM3BOJICTBEHHOMN
MIPAKTHKE.

I1K 1.8. Odopmiienne JOKYMEHTOB 110 KonTpoas BBITIOJTHEHUS

OdopMIsTh JOKYMEHTHI IO
JUYHOMY COCTaBY U
OpraHU30BBIBATH PabOTy C
HUMHU, B TOM YHUCJIE C

JIMYHOMY COCTaBYy U
opranu3zaius paboTsl C HUMH, B
TOM YHCJI€ C UCIIOJIb30BaHUEM
ABTOMATHU3UPOBAHHBIX CUCTCM

MPaKTUYECKHUX 3aJIaHUM.
YCTHBIN WM TECTOBBIM KOHTPOJIb
TEOPETUUYECKUX 3HAHUM.

AHanu3 W OIEHKAa pelIeHUi

HCITOJIb30BAHNEM MPOOJIEMHBIX CUTYyAITHH.
aBTOMATH3NPOBAHHbBIX I[IpoBepounsie pabOTHI MO KakIO0M
CUCTEM. TeMe.
ATtTtecranus o
MIPOU3BOACTBEHHOMN
IIpaKTHUKE.
IIK 1.9. Opranu3zanus TeKyuero KonTtposb BbIOTHEHUS

OpranuzoBbIBaTh TEKYIIIEE
XpaHEHHE JTOKYMEHTOB,
00paboTKy Jen st
OTIEPATUBHOTO U
apXUBHOT'O XpaHEHUs, B
TOM YHCIIE C

XpaHCHUs JOKYMCHTOB,
00paboTka aein ist
OIICPaTUBHOI'O U APXUBHOI'O
XpaHCHUA, B TOM YHUCJIIC C
HCIIOJIb30BaHUEM
ABTOMATHU3UPOBAHHBIX CHCTEM

IMPAKTUYICCKUX SaHaHHﬁ.

Y CTHBIN WM TECTOBBIA KOHTPOJIb
TEOPETUUECKUX 3HAHUM.

AHanu3 U OLIEHKAa pelIeHU
MPOOJIEMHBIX CUTYALIUH.

[IpoBepounbie pabOTHI IO KaXK101

MCII0JIb30BaHUEM TeMe.
aBTOMATHU3UPOBAHHBIX
ATtTecTanus no
CHUCTEM. o
IIPOM3BOJCTBEHHON
MIpaKTHUKE.
KoHTpo:b BbinoNIHEHUS
MIPAKTHYECKUX 3aJaHUH.
OK 01. Y CTHBIN WM TECTOBBIN KOHTPOJIIb

BeiOupats cioco6st
peleHus 3aaa4
npodeccCuoHaANBHOM
JeSITeIbHOCTH
NPUMEHUTEIBHO K
Pa3INIHBIM KOHTEKCTaM;

Br160p crioco6a penienust 3a1au
poQeCCHOHATBHON
ACATCIIBHOCTH IPUMCHUTEIIBHO
K Pa3JIMYHbIM KOHTCKCTaM

TEOPETUYECKUX 3HAHUMU.

AHanm3 1 OleHKa peleHun
MPOOJIEMHBIX CUTYAIIUH.
[TpoBepouHbie pabOTHI MO KaXKIOM
TEME.

ATTecTanus 1mo
MPOU3BOJACTBEHHOMN

MPaKTHUKE.

OK 02.

Hcnonb3oBath
COBpPEMEHHBIE CpeICTBA
MIOWCKA, aHaJIN3a U
UHTEpIpeTalun
uHpOpMaLnH, 1
UH(POPMAaLOHHbIE

Hcnons30BaHne COBPEMEHHBIX
Cpe/CTBa TIOWCKA, aHAIN3a U
MHTEpIpeTaluy HHpOpMaIuy,
Y MCTIOJIb30BaHKE
UH(POPMAIIMOHHBIX TEXHOJIOTHI
JUTSL BBITIOJTHEHUS 32144
npo¢eCCHOHATBHON

KOHTpOHL BBITIOJTHCHU A
MPaAKTUYCCKUX 3aJIaHuil.

Y CTHBIN WM TECTOBBIN KOHTPOJIIb
TEOPETUYECKUX 3HAHUH.

AHanu3 U OLIEHKA pelIeHUI
MPOOJIEMHBIX CUTYaIHH.

[IpoBepouHbie pabOTHI TTO KAXKIOM
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TCXHOJIOTUH OJId
BBITIOJIHCHUA 3a4a4

JACATCIIBHOCTH.

TEME.
ATTecranus 1o

npodeccuoHaIBLHON IPOM3BOJICTBEHHOM
JeATENILHOCTH; MPaKTHUKE.

OK 04. B3aumoneiictBue u pabota B KoHTpo:b BbINIOJIHEHUS
D heKTHBHO KOJUIEKTUBE U KOMaH/Ie NPaKTHYECKHUX 3aJaHUM.

B3aMMOJICHCTBOBATh U
paboTaTh B KOJIJIEKTUBE H
KOMAaH/IC;

Y CTHBIN WM TECTOBBIN KOHTPOJIb
TEOPETUUYECKUX 3HAHUM.

AHanus 1 OLeHKa peleHui
IPOOJIEMHBIX CUTYaIUH.
[IpoBepouHbie pabOTHI 1O KAXKIOM
TEME.

ATTecranus 1mo
MIPOU3BOACTBEHHOMN

IIpaKTHUKE.

OK 05.

Ocy1ecTBISATh YCTHYIO U
NHCbMEHHYIO
KOMMYHHUKAIHIO Ha
rOCY/IapCTBEHHOM SI3bIKE
Poccutickont @enepaunu ¢
y4eToOM 0CcOOeHHOCTEH
COIMATIBHOTO U
KyJbTYPHOT'O KOHTEKCTa

OcymiecTBieHne YCTHOH U
MMACEMEHHOMN KOMMYHUKAaIIUA HA
roCyJ1apCTBEHHOM SI3bIKE
Poccuiickoit @enepannu ¢
y4eTOM 0COOEHHOCTEN
COLMAIBHOIO U KYJIBTYPHOI'O
KOHTEKCTa

KonTtposb BbIOTHEHUS
MPaKTUYECKHUX 3a/IaHUM.

Y CTHBIN WM TECTOBBIA KOHTPOJIb
TEOPETUUECKUX 3HAHUM.

AHanu3 U OLIEHKAa pelIeHU
MPOOJIEMHBIX CUTYALIUH.
[IpoBepounbie pabOTHI IO KaXK101
TEME.

ATtTtecranus no
IPOU3BOACTBEHHOM

MPaKTHKE.

OK 09.

ITonp30BaTbCs
npodeccuoHaNbHOM
JIOKyMEHTalen Ha
TOCYJapCTBEHHOM U
MHOCTPAHHOM SI3bIKaX

Ucnonp3oBanne
npodeccHoHaNbHOM
JIOKYMEHTAIIUU Ha
TOCYJapCTBEHHOM U
HHOCTPAaHHOM A3bIKax

KoHTposb BeIOTHEHUS
MPAKTUYECKUX 3aIaHHI.

Y CTHBIN WM TECTOBBIN KOHTPOJIIb
TEOPETUYECKUX 3HAHUM.

AHanm3 1 OleHKa peleHun
MPOOJIEMHBIX CUTYaIHH.
[TpoBepouHbie pabOTHI MO KaXKIOM
TEME.

ATTecTanus 1mo
MPOU3BOJACTBEHHOMN

MPaKTHKE.
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1. OBIIIASI XAPAKTEPUCTHUKA PABOYEN ITPOT'PAMMBI
MMPO®ECCHUOHAJIBHOI'O MOAYJIA
«IIM.02 Opranu3anusi apXuBHOH padoThI 10 JOKYMEHTAM OPraHu3auuii pa3JIn4HbIX (popM
COOCTBEHHOCTH»

1.1. Henp n niianupyemblie pe3yJIbTaThl 0CBOEHUsI NPO¢ecCHOHATBHOI0 MOAYJIA

B pesynbrate u3ydeHus npo(ecCHOHATBHOTO MOIYJS OOYYaIOMIMHCSA TOJDKEH OCBOUTH
OCHOBHOH BHJ| JEATEIIBHOCTH «OpraHu3alus apXUBHOHW pabOThl MO JOKyMEHTaM OpraHu3alui
pa3nu4HbIX (OpM COOCTBEHHOCTH» U COOTBETCTBYIOUIME €My OOI[fe KOMIETCHIUH U
npodecCHOHATIbHbIE KOMIETEHLIU:

1.1.2. TlepeueHp OOUIMX KOMIIETCHIIMNA:

Kon HauMenoBanue 00X KOMIETEHIIMIA

Bri6upats ciocoObl perienust 3a1a4 npopeCcCHOHANBHON AeSITETbHOCTH
MIPUMEHHUTEIHHO K Pa3IMYHbIM KOHTEKCTaM

OK 01

Vcnonb30BaTh COBpEMEHHBIE CPE/ICTBA MOMCKA, AHAJIN3a U UHTEPIIPETAL[IH
OK 02 nHpopManuy, 1 THPOPMALMOHHBIE TEXHOJIOTUH IS BBITIOJHEHUS 3a/1a4
poecCHOHATILHOM 1eATeIbHOCTH

OK 04 D¢ dexTuBHO B3aUMOICHCTBOBATH U Pa0OTATh B KOJIEKTUBE U KOMaH/IE

OcyMiecTBIATh YCTHYIO U MUCbMEHHYI0O KOMMYHHUKAIIMIO HA TOCYITAPCTBEHHOM SI3BIKE
OK 05 Poccuiickoit @eaeparuu ¢ yuéToM 0COOEHHOCTEH COLIMATBLHOTO
U KYJIbTYPHOT'O KOHTEKCTa

[Tonb3oBatbes mpodeccnoHanbHOM TOKyMEHTalMel Ha ToCy1apCTBEHHOM
1 MHOCTPAHHOM $A3BbIKaX

OK 09

1.1.2. Tlepedens npodeccnoHaNbHBIX KOMITETCHIINN

Kon HaumeHoBaHue BH/IOB 1eATEIbHOCTH U MPO(ecCHOHAIBHBIX KOMITeTeH Uil
BJI 2 Opranu3zanys apXuBHOM pabOTHI 10 TOKYMEHTaM OpraHu3alui pa3InyHbIX GopM
COOCTBEHHOCTH
K 2.1 Ocy1miecTBIATh KOMIUIEKTOBAHWE apXUBHBIMHU JieflaMH (JOKYMEHTaMH) apX1Ba
" | opranuzanuu
K 2.2 Bectu y4ét apxuBHBIX A€ (IOKYMEHTOB), B TOM YHUCIIE C UCIIOIb30BAHUEM
" | aBTOMaTU3UPOBAHHBIX CHCTEM
K 2.3 OcymiecTBIATh XpaHEeHUE apXUBHBIX €T (JOKYMEHTOB) C IIOCTOSSHHBIM CPOKOM
" | XpaHEHHS U [0 JMYHOMY COCTaBy B apXUBE OpraHU3aIuU
K 2.4 OcymiecTBIATh XpaHeHNE, KOMIUIEKTOBAHHE, YIET U HCITOJIb30BaHHE eI
" | (10KyMEHTOB) BPEMEHHOTO XpaHEHHS
K 2.5 Ocy1ecTBISTh UCIIOJIB30BAHNE aPXUBHBIX JIeJT (IOKYMEHTOB), B TOM UHCIIE
" | c UCTIONIP30BAHMEM aBTOMATU3UPOBAHHBIX CUCTEM
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1.1.3. B pe3ynbTaTe ocBoeHHS MPO(HECCHOHATHEHOTO MOIYIISI 00 yJAFOIITHICS JOTIKEH:

Bnanets
HaBBIKAMHU

KOMIIJICKTOBAaHUA apXHBHBIMU JCJIaMHU (,Z[OKYMCHTaMI/I) dpXHBa OpraHru3aliiu

BEJICHUS YUE€Ta apXUBHBIX JIe] (JOKYMEHTOB), B TOM YHCJIE C UCIIOJIb30BAaHUEM
ABTOMAaTU3MPOBAHHBIX CUCTEM

OCYIIECTBJICHUS XPAHCHUS apXUBHBIX JIeJl (JOKYMEHTOB) C IOCTOSIHHBIM CPOKOM
XpaHEHHUs U 110 JINYHOMY COCTaBY B apXHMBE OpraHu3alu

XpaHCHU A, KOMIIJICKTOBAHMI, yqéTa M UCIIO0JIb30BaHMsA JICII (IIOKYMeHTOB)
BPEMCHHOI'O XpaHCHU A

HCIIOJIb30BAHHUA apXUBHBIX JCJI (ILOKyMeHTOB), B TOM YHCJIC C HCIIOJIb30BAHUEM
ABTOMAaTU3HUPOBAHHBIX CUCTEM

VYMeTh

paboTaTh ¢ moapa3eIeHUsIMU/OpraHu3alusIMyI UCTOYHUKAMU KOMILIEKTOBaHUS
apxuBa

IIPUHUMATh apXUBHbIE J1eN1a (JIOKyMEHTBI) Ha TIOCTOSIHHOE WJIN J1I0JITOBPEMEHHOE
XpaHeHue

Y49aCTBOBATh B ITPOBCACHHUU SKCIICPTU3BI HEHHOCTH PA3JIMYHBIX TUIIOB 1 BUIOB
JOKYMCHTOB B COOTBCTCTBHMU C BHYTPCHHHUMMU PCTIIaMCHTAMU OpraHru3allvn

IIPUMCHATD B pa60Te PECKOMCHAAIU BKCHepTHO-HpOBCpO‘IHOﬁ KOMHUCCHHU HUIIN
3KCH€pTHOﬁ KOMHCCHUHN OpPraHu3aluu

IMPUMCHATH NICPCYHU C YKA3dHUECM CPOKOB XPAHCHUS JCJI ()IOKYMCHTOB)

co0JII0JaTh HOPMATHBHBIE CPOKU XPAHEHUS JIeN (JIOKYMEHTOB)

BCCTH yqu HCTOYHHUKOB KOMIIJICKTOBAHUS apXHBa

HCIOJIb30BATh MEPEIOBON OTEUECTBEHHBIN U 3apyOEKHBIN OIBIT IO
KOMIUIEKTOBAHMIO apXMBa JeJIaMU (JIOKYMEHTaMH ) IOCTOSIHHOTO U
JIOJICOBPEMEHHOI'O XpaHEHUs

HCIIO0JIh30BaTh COBPEMEHHBIE aBTOMATU3UPOBAHHBIE, UHPOPMAIIMOHHBIE U
TEJIEeKOMMYHUKAIIMOHHBIE TEXHOJIOTUU JOKYMEHTHPOBAHHBIX CEp AeSATeIbHOCTH
OpraHu3alMH.

CHCTEMAaTHU3HPOBATh Jieja (JOKYMEHTHI)

pa3MeIarb apXuBHEIE Jiefia (JOKYMEHTHI) Ha MECTaxX XpaHEHHUs! B COOTBETCTBUU C
HOPMAaTUBHBIMH TPEOOBaHUSMHU B 00JaCTH apXUBHOTO Jieia U YIIPaBICHUS
JIOKYMEHTaMH

COOJTI0IaTh HOPMATUBHBIE PEXKUMBI XPaHEHHsI apXUBHBIX JIeN (JOKYMEHTOB) Ha
JTFOOBIX HOCUTEIIAX

IIPOBOJUTH IPOBEPKY MOJIHOTHI COCTaBa apXUBHBIX JOKYMEHTOB B €IMHUIIAX
XpaHEeHUs

IIPOBOAUTDH OITMCAHUC APXUBHBIX JCJI (IIOKYMCHTOB)

COCTABJISITh CIIPABOYHO-IIOMCKOBBIC CPCACTBA K ApXUBHBIM JICJIaM (I[OKyMeHTaM)

BECTHU YUYET U KOHTPOJIb BbIJAUYN aPXUBHBIX JIeJT (JOKYMEHTOB) U3
apXMBOXPaHWIMILA U UX BO3BpaTa

BECTHU YUYET U KOHTPOJIb Mepeaayu e (IOKyMEHTOB) B
rOCyJJapCTBEHHbIN/MYHUIIMIIATBHBIN apXUB UM Ha HHOE BHELITHEE XpaHEHUE U
Iprué€mMa JIeJ1 C BHEITHEr0 XpaHEeHUs

IPOBOAUTD NMOJHMCTHYIO IIPOBCPKY (I)I/I3I/I‘-ICCKOTO COCTOSIHHA OCJI (I[OKYMCHTOB)

pa3bICKUBaTh HEOOHAPYKEHHBbIE Jiena (JOKYMEHTHI)

M0JIb30BaThC YUYETHBIMH IOKYMEHTAMHU B paMKaX 3JE€KTPOHHBIX
MH(OPMALIMOHHBIX CUCTEM JTIOKYMEHTHPOBAHHBIX cpep AeaTeIbHOCTH
OpraHu3aluu

MOJIb30BATHCS CEPTUPHUIIMPOBAHHBIMU aBTOMATU3HPOBAHHBIMU CHCTEMAaMHU
JOKYMEHTUPOBAHHBIX C(ep ACATEITBHOCTH OPTaHU3aIUH 110 YUETY, pETUCTpaIluH,
KOHTPOJTIO J1eJT (IOKYMEHTOB)

101




MOJIb30BaThCs MH(OPMAIIMOHHO-CIIPABOYHBIMU CUCTEMaMHU JOKYMEHTHPOBAHHBIX
cdep nesTeIbHOCTH OpraHu3alun

BCCTHU CITPAaBOYHO-IIOMCKOBBIC CPEACTBA K ApXUBHBIM JI€JIaM (I[OKYMCHTaM)

BECTH YUYET CTPaxoBOro (POH/A APXUBHBIX JIe] (TOKYMEHTOR)

MPUMEHSTh HOPMATHBHBIC ITPABOBBIC AKThI, JIOKAIIbHBIC HOPMATUBHBIC aKThI
OpraHHU3aIfy U METOUYCCKUE IOKYMEHTHI B 00JIACTH y4ETa apXUBHBIX JIE
(JTOKyMEHTOB)

BHOCHTb MPEJIOKEHUS IO COBEPIICHCTBOBAHUIO METOIMYECKOT0 00eCIeUCHUS
yuéTa pa3HbIX BUIOB JOKYMEHTOB B JOKYMEHTUPOBAHHBIX c(hepax NesTeIIbHOCTH
OpraHu3alu

3aIunaTh HH(HOPMAaLMOHHBIE PECYPChI apXHUBa OT HECAHKIIHOHUPOBAHHOTO
JIOCTyTA.

OpraHU30BbIBATb U obOecrieynBaTh XPaHCHHUC €1 (,Z[OKYMCHTOB) BPCMCHHOI'O
XpaHCHUA OpraHru3alv B TPAAUITMOHHOM U B 3JICKTPOHHOM BHUJIC

KOHTPOJIMPOBATh pa3pabOTKy CTPYKTYPHBIMU MOJIpa3e/IEHUsIMU ONUCEN U aKTOB O
BBIJICJICHUU HAa YHUUTOKEHUE JeJT (JIOKYMEHTOB) BPEMEHHOT'O XpaHEHHs B
TPaJUIIMOHHOM U B 3JICKTPOHHOM BUJIE

(hopMUPOBATH EAMHUIIBI XPAHEHHSI IOKYMEHTOB JJIs1 UX MOCIIEIYIOIIEro
pa3MelICHNs B apXUBE OpraHu3aluu

COCTABJIATH CIIPABOYHO-IIOMCKOBBIC CPC/ICTBA K ApXHWBHBIM JICJIaM ()IOKYMCHTaM)

OCYILIECTBIIAThH MOUCK JIeN1 (JOKYMEHTOB) BpEMEHHOI'O XpaHEHUs B IIPOLIECCE UX
XPAaHEHMS B CTPYKTYPHBIX [TOAPA3ACICHUAX U apXUBE OpraHU3aluu

OCYHICCTBIIATE MCTOANYCCKOC PYKOBOJICTBO opraHmauHeﬁ XpaHCHUA OCJT
(I[OKYMCHTOB) B CTPYKTYPHBIX ITOAPA3ACIICHUAX OpraHu3alllun

OKa3bIBaTb CTPYKTYPHBIM IMOAPA3ACIICHUAM IMPAKTHYCCKYIO ITIOMOIIb B
OopraHu3al XpaHCHUA OCIT (,Z[OKYMCHTOB)

pa3zpabaThiBaTh CIIPABOYHO-UH(OPMAIIMOHHBIEC JJOKYMEHTHI 110 OpraHU3aINH
WCIOJIb30BaHUS el (IOKYMEHTOB) BPEMEHHOT'O XpaHEHHS B CTPYKTYPHBIX
MOJIpa3/ICIICHUSIX U apXUBE OPraHU3aUI

MIPOBOAUTD SKCIIEPTU3Y LIEHHOCTHU eI (JOKYMEHTOB) BpEMEHHOI'O XpaHEHUS,
IIEpEAAHHBIX B apXUB

OTIpEeEIISATh CPOKU XpaHEHUs /1€ (TOKYMEHTOB) BPEMEHHOT0 XpaHEeHUs

obecneunBaTh 3alIUTYy ACJI (I[OKYMeHTOB) BPEMCHHOT'O XpaHCHHA B OpraHu3allun
OT HCCAHKIMMOHHWPOBAHHOI'O AOCTYIIA NI YHUUYTOXCHUS

IIpOBOAUTDH (I)I/IBI/I‘-ICCKOG YHUYTOKCHUC CIT (I[OKyMCHTOB) BPEMCHHOI'O XpaHCHUA C
HUCTCKIIMMHU CPOKaMHU XpPaHCHUA ITOCJIC COTIIaCOBAHUA CO CTPYKTYPHBIMHA
noApasACJICHUAMU OpraHnu3aliin

oQOpMIIATH YUETHBIE JOKYMEHTHI 00 YHUUTOXXEHUH JIeJT (IOKYMEHTOB)
BPEMEHHOI'O XPaHEHUs C UCTEKIINMHU CPOKAMU XPaHEHUSI COBMECTHO CO
CTPYKTYPHBIMH MO/Ipa3JICICHUSIMH OpraHu3aIuu.

CUCTeMAaTHU3UPOBATh  0000IIATh CBEACHUS O COCTaBE M COACPKAHUH apXUBHBIX
nen (TOKyMEHTOR)

HUCIIOJIB30BaTh I/IH(I)OpMaI_[I/IOHHLIC TEXHOJIOTHH B 00JIaCTH CO3aaHus CIIPaBOYHO-
IMOMCKOBBIX CPEACTB apXuBa U TOKYMCHTHPOBAHHBIX C(bep JACATCIIBHOCTH
OopraHu3anun

q)OpMI/IpOBaTB OCHOBHBIC U BCTIOMOT'aTCJIIbHBIC BUIbI ApXUBHBIX CIIPAaBOYHUKOB B
AJIEKTPOHHOU (hpopme

IIoAroTraBJIvBaATh I/IH(l)OpMaLII/IOHHLIC AOKYMCHTEHI I10 3al1poCaM oJIL30BaTenei
Pa3IMYHBIX KaTETOPHIA.

3HaThb BU/JIbI, PASHOBUAHOCTU U d)OpMaTBI BCCX BUJIOB JOKYMCHTOB
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KPUTEpUU ONpEIeTCHUS IEHHOCTH /1Nl (IOKYMEHTOB) JUIsl TalIbHEUILIEr0 XpaHEHUS
WJIN YHUYTOXKCHUS

MeTOoJIMKa pa3paboTKu (GopM yUETHBIX TOKYMEHTOB B TPAIUIIMOHHOM U B
3JIEKTPOHHOM BHJIE

METOJINYCCKUE JIOKYMEHTBI B 00JIACTH UCIIOIb30BaHUS U IMyOJUKALUN apXUBHBIX
nen (TOKYMEHTOB)

MCTOAUYCCKUEC NOKYMEHTBI 1 HAHMOHAJIBHBIC CTAHAAPTEI B obnacTu
ACJIOMPONU3BOJACTBA U APpXMUBHOI'O ACJIa

MCTOANYCCKUEC NOKYMEHTBI 1 HAIMOHAJIBHBIC CTAHAAPTEI B obnactu yqéTa
JOKYMCHTOB U JOKYMCHTHUPOBAHHBIX C(i)ep ACATCIIbBHOCTH OpraHru3aliun

HAyYHO-METOJAUYECKUE KPUTEPUHU IKCIIEPTU3BI IICHHOCTH Pa3UYHbIX TUIIOB U
BHJIOB JIeJ1 (TOKYMEHTOB)

HOPMATUBHBIC IIPABOBLIC AKThI Poccuiickoit d)ezlepam/m B oOJ1acTu 3allINThI
ICPCOHAJIBHBIX JaHHBIX

HOpPMAaTHBHBIE TIPaBOBBIE aKThl Poccuiickoii @eneparnyu B 001acTu nHGOpMAIHH,
MH(GOPMALIMOHHBIX TEXHOJIOIUH, 3aIUThl UHPOPMALIMU U NEPCOHANIbHBIX JaHHBIX,
1dpoBoi TpaHchopManuu

HOpMaTHUBHBIE MpaBoBbIe akThl Poccuiickoit deneparuu B odnactu
KOH(UICHIIMATLHOCTH WH(OpMAaIIUN

HOpPMaTHUBHBIE MpaBoBbIe akThl Poccuiickoit denepanuu B chepe
JIEJIONPOU3BOJICTBA U APXUBHOTO JI€a

HOpMaTHUBHBIE MpaBoBbIe akThl Poccuiickoit denepanuu B chepe
JIEJIONPOU3BOJICTBA

oO01Ire MPUHIUIBI y4ETa U KOMIUIEKTOBAHUS JIeN (AOKYMEHTOB) OTPaHHMYEHHOTO
JocTyna

OpraHU3alMOHHbIE TPUHIUIIBI UCTIOIb30BAHUS IOKYMEHTOB OTPAaHUYEHHOTO
JocTyna

OpraHnu3allMOHHBIC ITPUHIIUIIBI KOMIIJICKTOBAHUA OCII (,Z[OKy'MeHTOB)
OIrpaHMYCHHOI'0 NOCTYyIIa

0COOEHHOCTH OpraHU3aluy XpaHEHUs /1] (JOKYMEHTOB) Ha Pa3IMYHBIX
HOCHTETISIX

OTEUYECTBEHHbIE U 3apyOEKHbIE CEPTUPHUIIMPOBAHHBIE CUCTEMbI
aBTOMAaTH3MPOBAHHOTO Y4€Ta apXUBHBIX JIeN (JIOKYyMEHTOB)

IOPAJOK q)OpMI/IpOBaHI/IfI JOKYMCHTOB B KOMIUJICKTEI, I'PYIIIBI, TUIIbI

IIpaBHJia CUCTCMATHU3AllUN U I(J'IaCCI/I(bI/IKaI_II/II/I JOKYMCHTOB

MpaBUJIa XpaHEeHUS J1e] (JIOKYMEHTOB) B COOTBETCTBUU C MX TUITAMH

cepTHU(GHUIHUPOBaHHBIE HH(POPMAITMOHHO-TTOUCKOBBIE CUCTEMBI B 00JIACTH
pa3paboTKy Hay4YHO-CIIPABOYHOTO arlnapara JOKYMEHTUPOBAHHBIX cdep
JESTEIbHOCTH OpraHu3aluu

CIOCOOBI ¥ TEXHOJIOTHH JIOKYMEHTUPOBAHUS PA3IMYHBIX BUJIOB
npoeccCHoHANBLHOM eI TENbHOCTH

CPOKH BBHITIONTHEHHS pa0dOT MO OpraHU3aI[UHU HCIIOIH30BAHMS APXUBHBIX JIE]T
(TOKyMEHTOB)

CPOKH BBIIOJHEHHUs pabOT MO YUETY apXUBHBIX JIeJT (JIOKYMEHTOB)

CPOKH BBINIOJTHEHHSI paboT

CTaHJapTHl 0(hOPMIICHHUSI OPTaHU3AMOHHO-PACTOPSAUTEIBHON JTOKYMEHTAIIH

TECOPETUYCCKNEC U MCTOANYCCKUEC aCIICKThl KOMITJICKTOBAHUA U SKCIIEPTU3BI
HCHHOCTH BCCX BUAOB JTOKYMCHTOB

TpeOoBaHus K 0POPMIICHUIO IOTOBOPOB Ha pEaIM3allMI0 YCIYT BHEITHETO
XpaHeHUs el (IOKyMEHTOB)
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TpGGOBaHI/IH K IOATOTOBKC apXMBHBIX CIIPABOK U BBIMTUCOK U3 apXUBHBIX
JOKYMCHTOB

TpeOOBaHUs K MpoIeccaM YHHUTOXKCHHUS HH(DOpMAIUK B TPAJAUIIMOHHOM U
3JIEKTPOHHOM BHUJIE

Tpe60BaHI/I5[ K YCTaHOBJICHHBIM HOpMam BBIpa6OTKI/I

TpeOOBaHUS K YUETY 0CO0O0 IICHHBIX M YHUKAJIbHBIX aPXUBHBIX 1] (JIOKYMEHTOB)

TpeOOBaHUs OXpaHbI TPyJIa

YHU(DUITUPOBAHHYIO CUCTEMY OPTraHU3aI[MOHHO-PACIOPSAUTEIBHOM
JOKYMEHTalUH.

1.2. Kosim4ecTBO 4aCOB, 0TBOAUMOE HA OCBOEHHE NMPO(eCCHOHATBHOT0 MOAYJIS

Bcero yacos 454
B TOM 4HCJIe B (hOpMEe MPAKTUIESCKON OATOTOBKH 122

N3 nux Ha ocBoenne MJIK - 382
B TOM YHCJIE CaMOCTOsITeIbHAs paboTa 278
MPAKTUKHU, B TOM 4Hcie yueOHas 36
MIPOM3BOJICTBEHHAS 36
[TpoMexxyTodHast aTTeCTAIHS - YK3aMEH
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2. CTPYKTYPA U COAEP KAHUE MTPOPECCUOHAJIBHOT'O MOAYJIA

2.1. CTpykTypa npo¢ecCuoHAIBLHOT0 MOAYJIsI

O06weM npoheccHoHaTFHOT0 MOIYJIA, aK. Jac.

Oo6yuenue mo MJIK

=
i
§ IIpakTuku
o O B TOM 4HUCJIC
28
o
Kompl npodeccroHanbHbIX U HaumenoBanus pasnenos Bcero, sy ); K B 5 § 3 .
OOIMIMX KOMIETEHITHIA po¢eCCHOHATBHOTO MOIYIIS gac. : g é § = % ’g\ % o E E
. B = =
5 E eero % E E E % % é ;‘ g VYuebHas IIpousBocTBeHHAs
g &%35 ¢8| S&| g¢
: 27| 28| £7| &E
1 2 6 7 8 10 11
K 2.1, [IK 2.2 Pazpen 1. Opranuzanus u
OK 01, OK 02, OK 04, OK | HOpMaTHUBHO-IIPaBOBbIC OCHOBBI 80 8 24 8 56
05, OK 09 apXUBHOTIO JieJia
T1IK 2.1, 11K 2.2, Pazpen 2. T'ocyagapcTBeHHsble,
OK 01, OK 02, OK 04, OK | MyHUIUIIAJIbHBIC aPXUBBI U apXUBBI 80 6 24 6 56
05, OK 09 OpraHu3anui
IIK 2.3, 11K 2.4, IIK 2.5 Pazgen 3. Meroanka u mpakTHKa
OK 01, OK 02, OK 04, OK | apXuBOBEIACHUSA 122 30 36 18 86
05, OK 09
TIK 2.3, 11K 2.4, IIK 2.5 Paznen 4. OGecnieueHre COXPAHHOCTH
OK 01, OK 02, OK 04, OK | AOKyMCHTOB 100 80 20 6 80
05, OK 09
VY4eOHast IpakTHKa 36 36 36
[IpousBoacTBEHHAs TPAKTHKA 36 36 36
IIpomexxyTouHas aTTecTanus
Bcezo: 454 ‘ ‘ 36 36
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2.2. TemaTnueckuii IJIaH U cofiep:kanue npodeccuonaabHoro moayJs (IIM)

HaunmeHnoBanue O0béMm, akaj. 4. / Kon IIK, OK
pa3aenoB U TeM B TOM 4ucJjie B popme
Nnpo(ecCHOHAIBLHOIO Copaepxanne yue0HOro MaTepHaJia, JJabopaTopHbie padoThl H MPAKTHYECKHE 3aHATHS, NPaKTHYeCKOH
moayas (IIM), caMocTosiTeIbHAsl yueOHas padoTa 00y4alonuxcs, KypcoBas padora (IpoeKr) MOAr0OTOBKH, aKa. 4.
MeKIMCIMIIIHHAPHBIX MMH. MaKc.
kypcoB (MJIK)
1 2 3 4
MJK 02.01. Opranu3anusi 1 HOpPMATHBHO-TPABOBbIE 0CHOBBI APXUBHOTIO JejIa 3
Tema 1.1. Conep:xaHue 80/8
Beenenne B IIM u Beenenue B npenMer. OCHOBHBIE TEPMUHBI U ONPECICHHUS. 20 MK 2.1, 11K 2.2
MJK. UcTopus Css13b ¢ pyruMu o01enpodeccnOHaTbHBIMU U CTISITUATEHBIMA JUCIATUITHHAMA OK 01, OK 02,
BO3HUKHOBEHMS Hcropust BO3HUKHOBEHUS apXUBOB B [[peBHell Pycu OK 04. OK 05
apXUBHOI Hcropus apxusHOro nena B Poccuiickoi umnepun OI’< 09 ’
AeSITeJbHOCTH B HcTopust apXUBHOTO Jiea B COBETCKHI MEPHO
Poccuu PazButne apxusHoro aena B Poccuiickoit @enepauuu
Tema 1.2. Conepxanue
HopmarusHo- ApXWBHOE TIPaBO U apXUBHOE 3aKOHOJATEIHCTBO 30 MK 2.1, TIK 2.2
npasoBas 0a3a OTHYECKUI KOJIEKC apXUBUCTOB OK 01, OK 02,
apXUBHOIi IIpaBoBBIE OCHOBBI PEryJIMPOBAHUS APXUBHON AEATEILHOCTH OK 04, OK 05,
JAesiTeJIbHOCTH B Oenepanbhbiii 3akoH oT 22.10.2004 Ne 125-03 «O0 apxuBHoM zaene B Poccuiickoit @eneparum» OK 09
Poccun Cucrema ynpasiieHHUs] apXMBHBIM JiennoM B Poccun. @enepaibHOE apXMBHOE ar€HTCTBO
B ToM yncie NpaKTHYeCKUX 3aHATHI M 1a00pPaTOPHBIX padoT 8
PaboTa B mpaBoBOii Oa3e ¢ HOpMAaTHBHO-TIPAaBOBBIMU JJOKYMEHTaMHU B cpepe apXHBHOTO Jieia
Tema 1.3. Conep:xanue
Opranuszanus Opranu3zaium T0KyMeHTOB ApxuBHOTO QoHaa Poccuiickoii deneparinu 30 MK 2.1, 11K 2.2
ApxuBHOTo poHga CoBpemeHnHsIit coctaB ApxuBHoro (ponaa Poccuiickoit deneparum. OK 01, OK 02,
Poccuiickoii Knaccudukanus noxkymento ApxusHoro Gponja Poccuiickoit ®enepanun OK 04, OK 05,
®enepanun KommnexkroBanue ApxusHoro (onna Poccuiickoit @enepanuu. OK 09
CnycKH HCTOYHUKOB KOMIUIEKTOBAaHUS
ApxuBHas 3apyOexxHas Poccruka
MJIK 02.02. I'ocynapcTBeHHbIe, MyHMIIUNIAJIbHbIE APXUBbI M APXMBBI OPraHU3al Uil 80/6
Tema 2.1. Conepxanue
Buabl apxuBoB B Bujpl 1 pa3HOBUIHOCTH apXUBOB. [ 0Ccy1apCTBEHHBIC apXUBBI: BUJIBI, 3371a4H, (YHKIIUH 40 MK 2.1, 11K 2.2
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Poccun

Certb (henepalIbHBIX TOCYJAPCTBEHHBIX apXUBOB

MyHHIIMTIANBHBIE apXUBBI: BUIIBI, 33/1a4d, (PYHKIITHA

BenomcTBeHHBIE apXUBBI: BHIIBL, 331291, GYHKIHU. Jleno3urapHoe XpaHeHHe
ApPXUWBBI OpraHu3aIuii: BUIBL, 33291, (YHKIIAN

[IpumepHbie onoxxeHws 06 apxuBax. CTpyKTypa apXuBa

Opranuzanus Tpy/a nepcoHaia

B ToM 4mciie npakTHYeCKUX 3aHATHI M J1a00pPaTOPHBIX padoT

Pabora B cetn HTEpHET, B TOM 4Kcie Ha nmopTaine ApxuBsl Poccuu:
MOWCK Pa3IMYHBIX MO paHTy (YPOBHIO) U MPOMUIIIO apXUBHBIX YUPEKICHUN;
odopmIiIeHne pe3yIbTaTOB OMCKa B Tabnwuie «I[puMepsl apXuBOB»

OK 01, OK 02,
OK 04, OK 05,
OK 09

Tema 2.2.
JKcneprusa
LEHHOCTH
AOKYMEHTOB

Conepxanue

Opranuszanus T0KyMEHTOB B apXUBe

(moxyMeHTanbHBIN, apXUBHBIH, CTPaxOBOH (OHIBI U (POH/ ITOIE30BaHU)
OKcrepTH3a EHHOCTH JOKYMEHTOB: 3aJja4, IPUHIHIBI, KPUTEPHU
Buapl s5KciepTHBIX KOMUCCHIA.

Odopmienne pe3yabTaToB SKCIEPTH3bI IEHHOCTH JOKYMEHTOB

Bung! Ilepeuneil JOKYMEHTOB C YKa3aHUEM CPOKOB XPaHEHUS

N3yuyenune Tunosoro Ilepeunst ¢ ykazaHuEM CPOKOB XpaHEHUs

40

TK 2.1, TIK 2.2

OK 01, OK 02,

OK 04, OK 05,
OK 09

B Tom uncie npakTHYECKUX 3aHATHIA M J1a00PATOPHBIX PadoT

Nzyuenue [lepedns TUMOBBIX yIPaBICHYECKUX apXUBHBIX TOKYMEHTOB, 00Pa3yIOMINXCs

B IIPOIIECCE JAESTENFHOCTH TOCYAapCTBEHHBIX OPraHOB, OPraHOB MECTHOTO CaMOYIPaBICHHS

Y OpTraHu3alni, C yKa3aHUEM CPOKOB UX XPaHEHUS

N3zyyenue IlepeyHst TUIIOBBIX apXUBHBIX JOKYMEHTOB, 00pPa3yIOLUINXCs B HAYYHO-TEXHUUECKON
Y TIPOU3BOJICTBEHHON AESITEIBHOCTH OpraHU3aliii, ¢ yKka3aHHEM CPOKOB XPaHEHUS
YcTaHOBIEHNE CPOKOB XpaHEHHUS 3ar0JI0BKOB JIENT M TOKYMEHTOB 110 THUITOBBIM NEPEUHSIM

MK 02.03. MeToauka ¥ NPaKTHKAa AapXHMBOBeeHUsI

122/30

Tema 3.1.
JlokaabHbIe
HOPMATHBHbIE
JOKYMEHTBI apXuBa

Coaepxanue

YcraBbl apxuBHBIX yupexaeHui. [lonoxenuns 06 apxusax. MHCTpykuuu mo pabore ¢
JIOKyMEHTaMH1

ITonoxxenne 06 3xcriepTHON KoMuccuu. [ImansI-rpaguku mpuéma aem oT CTPYKTYPHBIX
MIOAPA3/IEICHUI U epeady el Ha FOCyAapCTBEHHOE XPAHEHUE U NIPEICTABICHUS CBOIHBIX
pa3lIeoB ONUCEN B apXUB

10

MK 2.3, TTK 2.4,

MK 2.5

OK 01, OK 02,

OK 04, OK 05,
OK 09

Tema 3.2.
Homenkaartypa e

Conepxanue

Homenkiarypa nen opranuzaiiui: Ha3HaueHue, QyHKIMH. BUIbI U TUTTBI HOMEHKIIATYPHBI JCIT.

20

K 2.3, 11K 2.4,
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KnaccuduxkaryionHas cxemMa HOMEHKIJIATYPBI JeIT
ITopsamox paboOTHI ¢ HOMEHKIATYPOH [IENl OpraHu3aluy — ICTOYHIKA KOMITJIEKTOBAHUS
APXUBHOTO YUPEXKICHUS

B ToMm unciie mpakTHYECKUX 3aHATHI U J1a00PATOPHBIX padoT

BHyTpeHHee 1 BHCHIHEE COIIaCOBAHUEC, MMOPAAOK YTBEPKACHHUA HOMCHKIIATYPBI AEJT
OpraHu3any — UCTOYHHUKA KOMIIJICKTOBaHUA apXHUBHOT'O YUPCIKACHUA

CocrapicHue u O(bOpMJ'IeHI/IC HOMCHKJIATYPbI €I OpraHru3aliy — UCTOYHUKA KOMITIJICKTOBaHHUSA
APXUBHOTO YUPCIKICHUSA

3aKpI)ITI/IC, COCTaBJICHHUC U O(i)OpMJ'IeHI/IC HUTOTOBOM 3aIlUCH K HOMCHKJIATYpE ACJI OpraHru3aluu —
HNCTOYHHUKA KOMIUICKTOBAHHUA apXUBHOI'O YUPCIKIACHUA

K 2.5
OK 01, OK 02,
OK 04, OK 05,
OK 09

Tema 3.3.
Odopmienue
apXUBHOIO Jeja

Conepxanue

IlonroroBka e K apXUBHOMY XpaHEHHIO
CocTaB y4€THO-CITPAaBOYHBIX JOKYMEHTOB apXHUBHOIO J€a

20

B Tom uncie npakTHYEeCKUX 3aHATHIA M J1a00pPaTOPHBIX padoT

Hywmeparnus 11cToB apXUBHOTO J1era.

CocraBnenue 1 ohopmiIeHHE BHYTPEHHEH OIUCH U JINCTA-3aBEPUTENSI ApPXUBHOTO Jeia
Cocrapnenue u opopMIICHUE KapThI-3aMECTUTEI, JINCTA UCIIOJIL30BAaHHS apXUBHOTO JIeNa
CocraBnenue 1 ohopMIICHHE PEKBU3UTOB 00JI0XKKH apXUBHOTO JeJia

IIpourBKa apXUBHOTO Aela

TK 2.3, TIK 2.4,
K 2.5
OK 01, OK 02,
OK 04, OK 05,
OK 09

Tema 3.4.
Iepenaua
JOKYMEHTOB
HAa apXMBHOE
XpaHeHHUe

Conep:xanue

[Mopsiok mepenaun JOKYMEHTOB Ha apXUBHOE XpaHEHHE.

ApXUBHAS OIUCH: Ha3HAYEHHE, PYHKIMH, BH]IBI

[Mopsinox odopmiieHHst 1 pabOTHI C APXUBHON OMHCHIO.

Onwcy J1en CTPYKTYPHBIX MOpa3ieNieHAN

Onwcu en opraHu3anuu:

HIOCTOSIHHOTO XpaHEHHs, 110 JINYHOMY COCTaBY, BDEMEHHOT'O CpOKa XpaHeHus cBbime 10 jer
Onwcu 37eKTPOHHBIX A€l (Z0KyMEHTOB) OpraHn3alin

Brinenenne 10KyMEHTOB K YHHUTOXESHHUIO

30

B ToM 4mcie npakTHYeCKUX 3aHATHI 1 1a00pPaTOPHBIX padoT

Cocrasienue u ohopMIIEHHE OITUCH JIeT CTPYKTYPHOTO TOIpa3 ielICHHS

Cocrasienue u ohopMIICHHE OITUCH e OpTaHU3aIH

CocraBienue 1 ohOpMIICHHE aKTa O BBIICIEHUH K YHUUTOXEHUIO apXUBHBIX JOKYMEHTOB,
HE NOIeKAIUX XPaHEHUIO

TK 2.3, TTK 2.4,
TK 2.5
OK 01, OK 02,
OK 04, OK 05,
OK 09

Tema 3.5.

Conepxanue
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Y4éT 10KyMeHTOB B
apxuBe

Y4€T NTOKYMEHTOB B apXUBE: MPUHIIUIIBI, CUHUIIBI YUéTa, YIETHBIC (DOPMBI
Buibl OCHOBHBIX apXHBHBIX CIIPABOYHHKOB. APXHUBHAS 9BPUCTHKA
Cucrema HCA: Ha3HaueHue, BUIBI IIONCKOBBIX CHCTEM

20

B ToMm unciie mpakTHYECKUX 3aHATHI U J1a00PATOPHBIX padoT

W3yueHne cocTaBa U 3aroIHEHUsT OCHOBHBIX YUETHBIX ()OpM apxuBa (KHHUTra yI&Ta MOCTYIUICHHSI
Y BBIOBITHSA €T (JOKYMEHTOB), TUCT (pOHAA, peecTp omuceH, CICOK (OHIOB)

[IK 2.3, 11K 2.4,
[IK 2.5
OK 01, OK 02,
OK 04, OK 05,
OK 09

Tema 3.6.
Hcnoan3oBanue
JOKYMEHTOB apXuBa

Conep:xanue

Opranun3zanys HCIO0Ib30BaHUS JOKYMEHTOB apXHBa: HOPMATHUBbI, LeIH U (YOPMBI
JocTyn K apXUBHBIM JOKyMeHTaM. Beliaua TOKyMEHTOB BO BPEMEHHOE I0JIb30BaHUE
Bupl 3anpocoB ¥ CpOKH UX BBITTOTHEHHUS.

IIpenocraBneHre OTBETOB Ha 3alpOChl: ApXUBHBIE CIIpaBKa, KOMKS, BBIIIHUCKA

VYuéT 1 aHaIM3 UCIIONb30BAaHUS APXUBHBIX IOKYMEHTOB

22

B Tom unciie npakTHYECKUX 3aHATHIA M J1a00PATOPHBIX PadoT

Cocranienue u 0popMIIEHHE apXUBHOM CIIPaBKU Ha COIMAIFHO-TIPABOBOM 3a1poc
CocraBnenue 1 ohopMIICHHE OTPULIATEIILHOTO OTBETA HA apXUBHBIN 3apoc
CocraBnenue 1 ohopMIICHHE aKTa O Bblaue A€ (JOKYMEHTOB) BO BpEMEHHOE M0JIb30BaHUE

MK 2.3, TIK 2.4,
TK 2.5
OK 01, OK 02,
OK 04, OK 05,
OK 09

MK 02.04. O0ecneuyeHue COXpAHHOCTH JOKYMEHTOB

100/6

Tema 4.1.
YcioBust XxpaHeHUst
AOKYMEHTOB

Conep:xanue

[IpobGiieMa coxpaHHOCTH TOKYMEHTOB B apxuBax. OCHOBHBIE MIOHSATHS U TEPMUHBI
TpeboBaHus K 37aHUSAM U TIOMeleHHIM apxuBa. O00pyI0BaHNE apXHUBOB
[ToHsATHE «pEXKUM XPAHEHUS TOKYMEHTOBY.

CyI1ecTBYOIIHE PEKUMBI XPAHSHHS TOKYMEHTOB

Pa3smenenue 70KkyMeHTOB B apxuBe. Tororpadgpuueckue yka3aTeiu

[IpobGiiema xuIeHHs JOKYMEHTOB, MEpPHI 0€301TaCHOCTH U 3aIlUTHI.

Bnusinue nepeMenieHusl JOKYMEHTOB Ha UX COXPAHHOCTb

30

Tema 4.2.

I[IpoBepka HaIMUMA U
COCTOSIHMA
AOKYMEHTOB B
apxuBax

Coaepxanue

HpOBCpKa HaJINUYIUA U COCTOSAHUSA JOKYMEHTOB B apXHUBC
P €3YyJIbTAThI IIPOBCPKU HAIINYUSA U COCTOSAHUA JOKYMCHTOB
HOpﬂ,I[OK pa6OTBI 110 BBIABJICHHIO HOBpe)K,Z[éHHLIX JAOKYMCHTOB

24

B ToM 4ncie npakTHYeCKUX 3aHATHI M 1a00pPaTOPHBIX padoT

CocraBienue u ohopMIICHHE aKTa MPOBEPKU HATTMYHS U COCTOSHHS JJOKYyMEHTOB
Cocrasnenue u ohopmiieHre akTa 00 yTpaTe apxXHUBHBIX JIOKYMEHTOB
Cocrasienue u ooOpMIIEHHE aKTa O HEUCIIPABUMBIX MMOBPEXKICHUSX JOKYMEHTOB

TeMma 4.3.

Conepxanue

109




KouncepBauus u

HpOBepKa TEXHHUYCCKOTO 1 (1)I/I3I/IKO-XI/IMI/IIIGCKOI‘O COCTOSAHUSA apXUBHBIX JOKYMCHTOB.

pecTaBpanus [IpoGnema cTapeHus: TOKyMEHTOB, «yTacaHHUE TEKCTa» 26
JAOKYMEHTOB KoHcepBanus u pectaBpaiiusi apXuBHBIX JOKYMEHTOB.
CriocoOBI BOCTIPOM3BEICHUS M BOCCTAHOBJICHHSI TOKYMEHTOB

Tema 4.4. Conep:xanue

CoxpaHHOCTb IIpoGiema coXpaHHOCTH ANEKTPOHHBIX TOKYMEHTOB 20

JTOKYMEHTOB XpaHenne u 00paboTKa JOKYMEHTOB Ha CHEINATbHBIX HOCUTEIISX

HA CHENUATbHBIX

HOCHUTEJISAX

Y4yeOHasi npaKkTHKA 36

I[Ipou3BoacTBeHHASI MPAKTUKA 3
454

Bcero
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3. YCJIOBUSA PEAJIM3AIIMU ITPO®ECCHUOHAJIBHOI'O MOAYJIA

3.1. Jlns peaaum3anMM NpPOrpaMMbl NPo(ecCHOHAJBHOTO MOAYJS T0JLKHBI OBbITh
NPeIyCMOTPEHBI CJIeIyIOLINe CIeNHATbHbIE TIOMELIeHUsI:

Kabuner apxuBOBeIeHHUs, OCHAIIEHHBIA B COOTBETCTBUHM C M. 6.1.1.2 oOpa3zoBaTenbHOU
HPOrPaMMBI IO CIIEIHAIBHOCTH.

Jlaboparopusi apxMBHOTO Jiesia, OCHAIEHHAs: B COOTBETCTBUH C II. 6.1.2.3 oOpa3zoBaTeabHON
IPOrPaMMBI IO CIIEIHATBHOCTH.

3.2. UuopmaninoHHOe o0ecneyeHHe peain3aliu MPOrpaMMbl

Jns  peanu3anudyd OporpaMMbl  OMOMMOTedHBbIM (oHA 00pa3oBaTeNbHOM OpraHU3aluu
JIOJDKEH MMETh TIeUaTHBIE W/WIM JIEKTPOHHBIE 00pa3oBaTeibHbE U MHPOPMALMOHHBIE PECYPCHI,
JUIS MICTIONIb30BaHUs B oOpaszoBarenbHOM mporiecce. [Ipu dopmupoBannu 6ubnnoTeyHoro ¢Gonga
00pa30oBaTeNbHON OPraHM3allMN BHIOMPAETCS HE MEHEE OJHOTO M3/aHUs U3 MEePEUNCICHHBIX HIKE
NEYATHBIX HM3JaHUN M (MJIM) SJCKTPOHHBIX M3JaHUH B KA4eCTBE OCHOBHOTO, MPU 3TOM CIHCOK,
MOET OBITh JIOTTOJTHEH HOBBIMH U3IaHUSIMH.

3.2.1. OcHoBHbIE MeYaTHbIE U3AAHUSA

1. Opranuszanus apXuBHOM M CIPaBOYHO-UH(POPMALMOHHONW pPabOTHl MO JOKyMEHTaM
opranm3aiuu [TekcT]: y4eOHUK [UIsI MCIOJNIB30BaHUS B y4eOHOM IIpoliecce 00pa30BaTeIbHBIX
YVUPEXKIEHUHN, peaTu3yIoIMX MPOrpaMMbl CpPEIHEro MpodecCHOHANBFHOTO O0pa3oBaHHs IO
crieruanbHOCTH "J[OKyMEHTallMOHHOE OOecreYeHne yIpaBieHUsT W apXuBOBeacHHe»: [B 2 4.] /
[bypoBa E. M., Xopxopauna T. W.]; mox pen. E. M. bypoBoit — 3-e u3a. crep. — Mocksa:
Axanemus, 2019. (IlpodeccuonansHoe obpazoBanue. [Ipodeccruonansubiii Mmoayns). Y. 1. — 2019.
—336 c. ISBN uznaunns: 978-5-4468-5976-4. ISBN toma: 978-5-4468-5974-0.

2. Opranuzanus apXMBHOM H CIPaBOYHO-MH(POPMAIMOHHOW pabOThl MO JOKyMEHTaM
opranm3aiuu [Tekct] : yuyeOHHMK i1 KCIONB30BaHUA B Y4eOHOM TMpolecce 00pa3oBaTeIbHBIX
VUPEXKIEHUHN, peaTu3yIoNINX MPOrpaMMbl CpPeIHEro MpodecCHOHANBFHOTO O0pa3oBaHHs IO
crienuanbHOCTH "JloKyMeHTaIlMOHHOE OOECIeYeHHE YIpaBJICHUs W apXWBOBEICHHE». [B 2 4.| /
[BypoBa E. M., Xopxopmuna T. WN.]; mox pen. E. M. BypoBoii. — 3-¢ u3n. crep. — Mockga:
Axanemusi, 2019. — (Ilpodeccuonansuoe odpazoBanue. [Ipodeccuonanpubiii Moayis). U. 2 / [E. M.
byposa, A. Il. AdanaceeBa, E. B. AnekceeBa, A. E. Pognonosa]. — 2019. — 400 c. ISBN: 978-5-
4468-5975-7

3. Packmu, JI. M. Meronuka W TpaKTHKa apXHWBOBEICHUS: YYCOHUK JUISI CPEIHETrO
npodeccuonanibHoro odbpaszoBanust / [I. . Packun, A.P.CokonoB. — MockBa: M3naTenbCcTBO
FOpaiit, 2022. — 339 ¢. — (IIpodeccronanbHOe 0Opa3zoBanue). — TEKCT: HEMMOCPEACTBCHHBINA. —
ISBN 978-5-534-02419-7.

3.2.2. OCHOBHBIE 3JIEKTPOHHbIE U31AHUA

1. Packun, J[. 1. Metomuka W mpakTHKa apXWBOBEACHHS: YUYEOHUK [JII CPEIHETrO

npodeccuonansHoro obpazoanus / JI. U. Packun, A.P.CokomoB. — Mocksa: M3natenbcTBo
FOpaiir, 2022. — 339 c. — (IIpodeccuonansuoe obpazoBanue). — ISBN 978-5-534-02419-7. —
Texkcr: AIIEKTPOHHBIN  // O6pasoBarenbHas wiargpopma  FOpaiit [caiT]. —

URL.: https://urait.ru/bcode/492546
3.2.3. JlonoJHUTEIbHbIE HCTOYHHUKH (1pU He0OX00UMOCU)
1. bacakoB, M.U., JlokymeHTanimoHHoe oOecrieueHrne yrpaBieHus (C OCHOBaMH

apxuBoBeJieHns): yueonoe nocodue ais CIIO / M.M. bacakoB. — Mocksa: U3narensctBo KuoPye,
2022. —216 c. — Tekcr : Henocpenctennubiid. — ISBN: 978-5-406-09983-4.

98



2. Bypoga, E. M., MypasseBa, H. A. CripaBOYHHUK 110 apXUBHOMY ey I paOOTHUKOB
opranuzaruii. — (Cepust «YrpasieHdeckas 6e3omacHocTby / moj oomr. pea. A. b. besboponosa). —
M: Tepmuxka, 2018. — 396 c. — Tekcr : HenocpeacTBenHbid. — ISBN: 978-5-6040204-4-9.

3. Beperexuna, C.B., HerocynapcTBeHHbIe CTPYKTYPBI U ayTCOPCHHT B apXUBHOM JI€JIe
: moHorpadus / C.B. Beperexuna. — MockBa: MU3narensctBo Pycaitae, 2022. — 128 ¢. — Tekcr :
HernocpenctBeHHsblin. — ISBN: 978-5-4365-8006-7.

4, Eropos, B.I1.,, CnuapkoB, A.B. OOecnedeHue COXpPaHHOCTH, pECTaBpalUs H
KOHCEpBalusl JOKYMEHTOB: yueOHoe nocobue. — C.-116.: Jlans, 2022. — 220 c. — ISBN: 978-5-507-
45047-3.
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4. KOHTPOJIb U OHEHKA PE3YJIbTATOB OCBOEHMUAA

IMPO®ECCHUOHAJIBHOI'O MOAYJIAA

Kon u HaumeHOBaHUE
poeCCHOHATBHBIX
1 OOIIMX KOMITETEHIUI,
hopMHUpyeMBbIX
B PaMKaX MOJYJIS

Kpurepuu onenku

MeTtobl OLICHKH

[IK 2.1. OcyuiecTBasiTh
KOMILIEKTOBaHHE
apXUBHBIMU JI€JIaMU
(1oxymMeHTaMH1) apXuBa
OpraHu3aluu

CO3I[21HI/IC JIOKAJIbHBIX HOPMATUBHBIX
JIOKYMEHTOB Y ITPOTOKOJIOB 3aCEIaHUI
9KCIIEPTHON KOMHUCCHU OpTaHU3aI1H.
[IpoBeaenue s3xcnepTU3bI IECHHOCTH
JIOKYMEHTOB OpraHu3alluu.

AHanu3 u oLeHKa
pelieHnit TpoOIEMHBIX
CUTYalUH, mpHU
BBITIOJIHCHUH
MPAKTUYECKHUX PadoT.
TectupoBanue.
3auétel mo MJIK,
aTTecTanus 1o
MIPOU3BOJCTBEHHOMN
IIPAKTHKE; FK3aMEH
KBaJIM(DUKAIIMOHHBIH O
1M 02

[IK 2.2. Bectu yuér
apXUBHBIX JeJl
(1OKyMEHTOB), B TOM 4HCJIE
C UCIOJIb30BaHUEM
aBTOMATU3HPOBAaHHBIX
CUCTEM

Y4ér apXUBHBIX JeJ] (JOKYMEHTOB)
MTOCTOSIHHOTO M BPEMEHHOTO XPAHCHHUSI.
Yuét GoHIO0B U OnUCceH apXUBHBIX JIEIT
(moxymMeHTOB). YUET BBIJIaYH apXHUBHBIX
nen (I0KyMEHTOB) U3
apXWBOXpaHWINIIA U UX BO3BpaTa.
Y4€T U KOHTPOJIb Mepeiadll APXUBHBIX
nen (TOKYMEHTOB) B TOCY/IapCTBEHHBIN/
MYHHIIUTTATBHBIA apXUB WM Ha HHOE
BHEIIIHEE XPAaHEHHUE. YUET U PO3BICK
HeOoOHapYXEHHBIX J1eT (JOKYMEHTOB).
Benenwne nen ¢ponmon

TectupoBanue.
Onenka o uroram
BBITIOJTHEHUS
MPAKTUYECKUX padoT.
3auétel mo MJIK,
aTTecTanus 1o
IIPOU3BOJICTBEHHON
MIpPaKTUKE

[IK 2.3. OcymiecTBasTh
XpaHEHUE apXUBHBIX /1T
(1IOKyMEHTOB) C
MOCTOSTHHBIM CPOKOM
XpaHEHUS U 110 JIMIHOMY
COCTaBY B apXHUBE
OpraHHU3aIu’

Coznanue onuceil 1en (JOKyMEHTOB)
OpraHu3alMK MOCTOSIHHOTO CPOKa
XpaHEeHHUS U 110 JINYHOMY COCTaBY.
Pazmerienne apXUBHBIX /1€
(1IOKyMEHTOB) B apXUBHBIX
XPaHWIUIIAX B COOTBETCTBUU C
BBIOpAHHOM cXxeMOM KilacCU(pUKalUu 1
cucTeMaTH3aluu Aei (JOKYMEHTOB).
Coznanne u oOecrieueHne peKuMOB
XpaHEHUs apXUBHBIX /1T
(moxymentoB). [IpoBepka Hanmuuus u
COCTOSIHUS apXUBHBIX /1€
(moxymeHTOB). BrisBrienue u y4ér
apXUBHBIX el (JOKYMEHTOB),
TPeOYIOIMUX PECTaBPAIIMOHHOM,
KOHCEPBAIIMOHHO-TIPO(PUIAKTHUECKON U
TexHu4deckoi oopaboTku. [logroroBka
yCIIOBUH sl 00ecTieueHust

AHamu3 ¥ oIleHKa
pelieHnit mpoOIeMHBIX
CUTyaluH, IIpu
BBITIOJTHCHUH
MPAKTUYECKHUX padoT.
TectupoBanue.
3auétel mo MJIK,
aTTeCTaIus 1o
MIPOU3BOCTBEHHOMN
MPaKTHUKE; YK3aMEeH
KBTU(DUKAIIMOHHBIH 110

IIM 02
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COXPAHHOCTH apXUBHBIX JEJ
(10KYMEHTOB) B 0COOBII NIEPHO] U
Ype3BbIYANHBIX

cutyanusx. OCyIiecTBiIeHUE KOHTPOJIsS
JBUKCHUS apXUBHBIX JIE1
(TOKYMEHTOB) ¥ UX (PU3UYECKOTO
cocrosiHus. [logroToBka u nepenaya
aApXUBHBIX el (IOKYMEHTOB)

B rOCY/IapCTBEHHBIN/ MyHHUIIUTIAIbHBIN
apXUB WJIK Ha MHOE BHEIIHEE XPaHEHUE

IIK 2.4. OcyuiecTBisTh
XpaHEeHHeE,
KOMILJIEKTOBAHUE, YUET U
UCIOJIb30BaHUE JIeJT
(1OKyMEHTOB) BPEMEHHOI'O
XpaHEHUS

VYuér onuceit aesn BpeMEHHOTO
XpaHEHUs! CTPYKTYPHBIX
MOJIpa3JieJICHui OpraHu3aiuy B
TPaJIULMOHHOM U B 3JIEKTPOHHOM BH/JIE.
Cucremaru3zanus e (JIOKYMEHTOB)
BPEMEHHOI'O XpaHEHUsl, IPUHATHIX OT
CTPYKTYPHBIX MOAPA3ACIICHUMA
OpraHu3aliy, JUIs pa3MeIICHUS B
XPaHWINILE apXUBa OPTaHU3AIUH.
KoHTposb BeI1aun B oniepaTUBHOE
MOJIb30BaHUE JIeN (IOKYMEHTOB)
BPEMEHHOI'O XpaHEHUs U UX BO3BpaTa.
[IpoBenenue

SKCHEePTU3bI LEHHOCTH eI
(TOKYMEHTOB) BPEMEHHOTO XpaHEHUS B
apxuBe opranuzauuu. [logroroska nen
(1OKyMEHTOB)

BPEMEHHOI'0 XpaHEHUs1, IPUHATHIX OT
CTPYKTYPHBIX MOApPa3ACIICHU, Ha
yHuutoxeHue. Co3nanue akToB O
BBIJICJICHHH Ha YHUUYTOXKECHHE JIETT
(IOKyMEHTOB) BPEMEHHOTO

XpaHEHHS C UCTEKITUMHU CPOKaMH,
MIPUHSATHIX OT CTPYKTYPHBIX
MOJIpa3IeJICHUI

AHanu3 1 OLICHKa
pelieHnit TpoOIEMHBIX
CUTYalHH, Ipu
BBITIOJTHCHUH
MPaKTUYECKUX PadoT.
TectupoBanue.
3auétel mo MJIK,
aTTecTaIus 1o
MIPOU3BOJCTBEHHOMN
MPaKTHUKE; HK3aMEeH
KBaJTU(DUKAIIMOHHBIH O
M 02

IIK 2.5. OcyuiecTBisTh
UCTOJIb30BAHUE APXUBHBIX
nen (TOKyMEHTOB), B TOM
qHcIe ¢ UCTI0JIb30BaHHEM
aBTOMATH3MPOBAHHBIX
cCHCTEM

[Tonnepxka B akTyaJIbHOM COCTOSIHUHU
ANEKTPOHHBIX HH(POPMAIIMOHHO-
MOMCKOBEIX

CHCTEM apXHBa B JOKYMEHTHPOBAHHBIX
chepax IeaTeIbHOCTH OpraHU3aIHH.
CocrapieHue CpaBOYHO-TIOUCKOBBIX
CPEJIICTB K apXUBHBIM JIe]IaM
(moxymeHTaM), y4TEHHBIM B apXUBE U B
JTIOKYMEHTHPOBAHHBIX chepax
JEeATEeIbHOCTH OpTraHU3alliH.
[ToaroroBka OTBETOB Ha 3aMPOCHI
apXUBHBIX A€l (IOKYMEHTOB).
[ToaroroBka paboTHI OJIB30BATENCH B
YUTAIBHOM 3aJI€ apX1Ba

AHan3 ¥ olleHKa
peleHuii mpoOIeMHbIX
CUTyalui, npu
BBITIOJTHEHUH
MPAKTUYECKUX PadoT.
TectupoBanue.
3auétel no MJIK,
aTTecTanus 1o
MPOU3BOJACTBEHHOMN
IIPAKTHKE,;

JK3aMEH
KBJTU(DUKAIIMOHHBIH 110

IIM 02

OK 01. Beibupats criocoOb1

Br16op criocoba pereHus 3anaqd

KOHTpOJ'Ib BBITTOJIHECHU A

101




pelieHus 3a1a4
npodeccnoHaTbHOM
JEATSILHOCTH
MNPUMCHUTCIIBHO K
pa3IUYHBIM KOHTEKCTaM

npodeccrnoHalbHOM 1eATEeNbHOCTH
MIPUMEHUTEIBHO K PA3IUYHBIM
KOHTEKCTaM

MPAKTUYECKUX 3aJaHUM.
Y CTHBIN NI TECTOBBIN
KOHTPOJIb TEOPETUUECKUX
3HAHUIA.

Amnanus u onecHKa
perieHui TpoOIeMHBIX
CUTYaLH.

ITpoBepounsbie pabOTHI IO
KQKI0U TEME.
ATtTtecranus 1o
MPOU3BOJACTBEHHOM
MpaKTUKE.

OK 02. Mcnonb3oBaTh
COBpEMEHHBIC CPEIICTBA
MOKCKA, aHaTIN3a U
HWHTEPIIPETAIIAH
nHpopManuu, u
nH(POPMAIOHHBIE
TEXHOJIOTUH ISt
BBITIOJTHEHHUS 3134
npodeccnoHanbHOM
JeSATSIIHOCTH

Hcrosp30BaHre COBPEMEHHBIX
CpeacTBa [OUCKA, aHAIM3a U
UHTEpIpeTanuy nHdopmaruu, u
MCTOJIb30BaHNE HH()OPMAITHOHHBIX
TEXHOJIOTUH JIJIs BBIMOJTHEHHUS 32124
poheCCHOHATTLHON IEATEIIEHOCTH.

KonTpoJib BeIMmoIHEHUS
MPAKTUYECKUX 3aJaHUI.
Y CTHBIN WK TECTOBBIN
KOHTPOJIb TEOPETUUECKUX
3HAHUH.

AHanu3 U OlleHKa
pereHuid mpoOIEMHBIX
CUTYaLHM.

[TpoBepouHbIe pabOTHI 1O
KaXX10i1 TeMe.
ATTtecTtanus 1o
MPOU3BOJACTBEHHOMN
MPaKTHKE.

OK 04. DdpdexTuBHO
B3aMMOJICHICTBOBATh U
paboTaTh B KOJUIEKTHBE U
KOMaH/1e

B3aumogeiictBue u pabora B
KOJIJIEKTUBE U KOMAaHJIe

KoHTpoib BBITIOTHEHUS
MPaKTUYECKUX 3a/IaHU.
Y CTHBIN NN TECTOBBIN
KOHTPOJIb TEOPETHUECKUX
3HAHUIA.

AHanus u oreHka
pelieHnuit mpoOIeMHBIX
CUTYalHi.

[TpoBepounsbie pabOTHI IO
KaXJ0il TeMe.
ATTecTamnus mo
MIPOU3BOCTBEHHOMN
MPaKTHKE.

OK 05. OcyiecTBasiTh
YCTHYIO ¥ TUCHMEHHYIO
KOMMYHHKAIUIO Ha
TOCYJapCTBEHHOM SI3BIKE
Poccutickoit denepanuu ¢
y4€TOM 0COOCHHOCTEH
COLIMAJIEHOTO U
KYJIbTYPHOT'O KOHTEKCTa

Ocy1iecTBiIeHHE YCTHOM U MICBMEHHOU
KOMMYHHKAIIUU Ha FOCY1apCTBEHHOM
sa3bike Poccuiickon denepanyu ¢
y4ETOM 0COOCHHOCTEN COIUATBHOTO H
KYJIbTYPHOI'O KOHTEKCTA

KoHTpoJib BBITTONTHEHUS
MPAKTUYECKUX 3aJaHHI.
VY CTHBIN WIH TECTOBBIN
KOHTPOJIb TEOPETHUECKUX
3HAHUH.

AHanus u olieHKa
pereHui mpoOIeMHBIX
CUTYaLH.

[TpoBepouHbIe pabOTHI IO
KaXI0U TEME.
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ATtrecranus 1o
MPOU3BOJACTBEHHOMN
MPaKTHUKE.

OK 09. ITonp3oBaThCs
npodeccnoHaTBLHOM
JTOKyMEHTAIMen Ha
rOCy/IapCTBEHHOM U
WHOCTPAHHOM SI3bIKax

Hcnons3zoBanue nmpodeccnoHaIbHOM
JIOKYMEHTAIMU HA TOCYIapCTBEHHOM U
HMHOCTPAaHHOM SI3BbIKAX

KonTpoJib BeIMOSIHEHUS
IIPAKTHUYECKUX 3aaHUM.
Y CTHBIN NI TECTOBBIN
KOHTPOJIb TEOPETUUECKUX
3HAHUIA.

AHaJn3 U OlleHKa
peleHnit IpoOIEMHBIX
CUTYalH.

[TpoBepouHbIe pabOTHI 1O
KaXX10i1 TeMe.
ATtTtecranus 1o
MPOU3BOJACTBEHHOM
MPaKTUKE.
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PABOYASA ITPOI'PAMMA ITPOPECCHOHAJIBHOTI'O MOAYJIA

«IIM.03 BpinosiHeHHne padoT MO OJHOH MJIH HECKOJIBKUM NpodeccusiM padodux, J0JKHOCTAM
CIYKALU X))
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Ilepmb, 2024 ron
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IIM.03 BBIIOJTHEHUE PABOT IO OTHOM WX HECKOJbKAM IPO®ECCHUSAM
PABOYMX, JOJIKHOCTAM CIHYKALIUX

CreyuaJucT 10 OPraHu3alMOHHOMY H JOKYMEHTAIIHOHHOMY 00eCIeYeHUI0 YIIPABJICHUSA
OopraHusaumen

1. IMacnopT paGouyeii mporpaMmbl NPogecCHOHATBHOT0 MOTYJIS
11  O6aacTs npuMeHeHHUs1 padoyeii MporpaMmbl

Pabouas mporpamma npoecCHOHAIBLHOIO MOJYJIS SIBJISETCS YacThiO MPOrpaMMbl OATOTOBKU
crienuanucToB cpeanero 3BeHa B cooTBerctBuM ¢ PI'OC CIIO mo cnemumansHocTH 46.02.01
JlokyMeHTaIMoHHOE O0ecrieueHre ypaBiIeHusl U apXUBOBEJCHNUE B YACTU OCBOEHUSI OCHOBHOTO BUAA
npodeccuonanbHoit  aesrenbHoctd (BIIJ]): TexHonorus BeIMOdHEHUS paboT 1o mpodeccun
Crenuanuct 1O  OpPraHM3allMOHHOMY U JIOKyMEHTAllUOHHOMY  OOECIEUYEHHUIO  YIpaBJICHUS
OpraHu3aIUEN.

1.2. Ilesn u 3a1a4m MOIYJIs — TPEOOBAHMSA K Pe3yJIbTATAM OCBOEHHS MOTYJIsI

C uenpl0 OBIAAEHUS  YKa3aHHBIM  BHJIOM  Mpo(deccHOoHANbHON  JeSITeNbHOCTH U
COOTBETCTBYIOIIUMHU TPO(HECCUOHATBLHBIMA KOMIETCHIMSIMH OOYYAIOIIUNUCS B XOJC OCBOCHHS
po(hecCHOHATBEHOTO MOAYJISI TOJIKEH:

MMCTb HpaKTI/I‘leCKI/Iﬁ oneIT |1 - JAOKYMCHTUPOBAHUA U HOKYMGHTaHHOHHOﬁ O6pa6OTKI/I
MOKYMCHTOB OpraHu3anunuu

YMETh 1. —nOpuUMEHATHh HOpMATHBHbBIE IPABOBBIE AKThI B YIIPABIEHYECKOM
e TEIIBHOCTH;
2. - TOATOTaBIMBATH MPOEKTHI YIPABICHUYECKIX PEIICHHIA;
3. — oOpabaTbIBaTh BXOJAIINE M UCXOASIINE JOKYMEHTHI,

CUCTCMATU3UPOBATH UX, COCTABIATH HOMCHKIIATYPY A€ U
(bOpMPIpOBaTL JAOKYMCHTEI B JICJI1a;

4. —paboTaTh B CUCTEMax JJIEKTPOHHOTO JOKYMEHTOOOOpPOTa;
5.  — HCTOJbh30BaTh B YIPaBIECHUYECKON EATEIHHOCTH COBPEMEHHBIE
KOMITBIOTEPHBIC TEXHOJIOTHH;
6. - IPUMEHATh HOPMATHBHO-TIPABOBHIE AKThI, COJEPIKAIINE HOPMBI
TPYJOBOIO MPaBa;
7. - pa3pabarbIBaTh MIPOEKTHI OpraHU3aIOHHBIX,
PacTIOPSIUTEIBHBIX WU WHPOPMAITMOHHO-CIIPABOYHBIX JOKYMEHTOB 10
[EpPCOHAIY.

BHATH 1. - HOpPMaTUBHO-TIPABOBBIC AKTHI B 00JIACTH OpraHU3aIluU
YIIPaBJICHUYECKOM JEATEIIbHOCTH;
2. — MpaBujia MOATOTOBKH KaIPOBBIX JOKYMEHTOB;
3. — OCHOBHBIE MPaBUJIa XpaHEHUS U 3alUThI CIIYKeOHOM
MH(pOpMAaIINY;
4. — CHUCTEMY XpaHEeHUs U 00padOTKU JOKYMEHTOB.

1.3 Kotu4ecTBO 4acoB Ha OCBOEHHE MPOrpaMMbI MPO(ecCHOHATIHLHOTO MOTYJISI:
Bcero - 296 yaca, B TOM YHCIIE:
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Ha ocBoeHne MJIK — 152 4
caMoCTOsITeNbHON paboThl oO0yyvaromerocst —110 gacos;
y4deOHasl MpakTuka — 72 9

MIPOU3BOICTBEHHAS IPAKTHUKA — 72 YacoB.

2.

Pe3yJILTaTLI O0CBOCHUSA HpO(l)eCCI/IOHaJ'[LHOFO MOAYyJIsd

Pe3ysibTaToOM OCBOEHHMSI NMPOrpaMMbl NPO(ecCHOHAJBLHOIO MOIYJS SBJISETCS OBJIaJICHUE
00ydJarmUMHUCS BUAOM MPOPECCHOHATBHON JEATETHbHOCTH TEeXHOJOTUsS BBIMOJIHEHUS pabdoT IO
npodeccun CrenuanaucT Mo OpraHU3alMOHHOMY M JIOKYMEHTAllMOHHOMY O0ECIEUYEeHUIO YIpaBICHUS
opranm3ainueii, B Tom uucie npodeccunonanbubiMu (I1K) u o6mmmu (OK) koMrneTeHIusIMu:

Kon HaumeHoBaHUe BUIOB 1€ATEJILHOCTH U MPO(ecCHOHAIBbHBIX KOMIIeTEHIIHI
B 3 TexHosiorusi BbInosiHeHHs1 padoT nmo npogeccuu CrnenuaaucT mo
OPraHU3alMOHHOMY U JOKYMEHTALHOHHOMY 00ecrieYyeHHI0 YIpaBJieHus!
opraHm3anuen
I[IK 1.1 |KoopauHupoBath paboTy opraHuzanuu (IpuEMHON PYKOBOIUTENS), BECTH HPUEM
[TOCETUTENIEH.
IIK 1.3 |OcymmecTBisTh HOATOTOBKY JICIOBBIX MTOE37I0K PYKOBOIUTENS M JPYTUX COTPYAHUKOB
OpraHMu3aLum.
I[MIK 15 |OdopmisiTe U perucTpupoBaTh OPraHU3ALUOHHO-PACIIOPAIUTEIbHBIE JTOKYMEHTHI,
KOHTPOJUPOBATH CPOKU MX MCTIOJHEHHS.
I[IK 1.6 |OOpabateiBaTh BXOAALIME M HCXOJAIIME JTOKYMEHTBI, CUCTEMaTH3UpOBaTh  UX,
COCTaBJIATh HOMEHKJIATYpy A€l U (POPMUPOBATh JOKYMEHTHI B J€JIa.
I[IK 1.7 |CamocTosiTenbHO paboTaTh C JAOKYMEHTaMH, COJEp’KallMMH KOH(UIEHIHAIbHYIO
MH(pOPMAIINIO, B TOM YHUCIIE C JOKYMEHTAaMH I10 JITYHOMY COCTaBY.
IIK 1.8 |OcymecTBnaTh TenepoHHOE 00CTyKMBaHNUE, IPUHUMATh U NIepe1aBaTh (PAKCHI.
I[IK 1.9 |OcymecTBisTh HOATOTOBKY JIEJI K Iepeaaye Ha apXMBHOE XpaHEHHE.
[IK 1.10 |CocraBisiTh ONUCH [€J, OCYIIECTBISATH IMOATOTOBKY Jiel K Iepenadye B apXuB
OpraHu3alK U MYHHUIIMIIATbHbBIE APXUBBI.
I[IK 2.1 |OcymecTBasTh SKCIEPTH3y HEHHOCTH JOKYMEHTOB B COOTBETCTBUHU C JEHCTBYIOIIUMHU
3aKOHOJIATEIILHBIMH aKTaMH 1 HOPMAaTHBaMHU.
IIK 2.2 |BecTtu paboTy B cuCTeMax 3JIEKTPOHHOTO JOKYMEHTOO00POTA.
IIK 2.3 |Pa3zpabaTbiBaTh M BECTH KiaccU(UKATOpBI, TaOETM W Jpyrue CHPaBOYHUKU II0
JTOKYMEHTaM OpraHH3aIlHH.
HIIK 111 |Becmu pabomy no pazpabomxe u oghopmienuio OOKyMeHmayuu no nepCcoHay
Kon HaumenoBaHue 001MX KOMIICTEHIUH
OK 1. [[loHuMaTh CYIIHOCTb M COLMAIbHYIO 3HAYMMOCTb CBOeH Oynymiei mnpodeccum,
[TPOSIBJIATH K HEW YCTOWYMBBINA MHTEPEC.
OK 2. |Opranm3oBath COOCTBEHHYIO JACSATEIBHOCTD, BEIOUPATH TUITOBBIE METOJIBI U CIIOCOOBI
BBINOJIHEHUS MPO(EeCCHOHANIBHBIX 33124, OLICHUBATh UX () ()EKTUBHOCTH M KaYeCTBO.
OK 3. [[IpuHUMAaTh pemieHus B CTAHJAPTHBIX U HECTAHIAPTHBIX CHTYallUsX U HECTH 32 HUX
OTBETCTBEHHOCTb.
OK 4 OcyIecTBIsATh TOMCK W HUCIONB30BaHUE HMH(GOPMALUH, HEOOXOJUMOM ISt
" pddexTrBHOTO BBHIMOTHEHUS 33/1a4 TPO()ECCHOHATHLHOTO U JIMYHOCTHOTO Pa3BUTHS.
OK 5 OcymiecTBIsATh TOMCK W HCIONb30BaHHE HHGPOPMAIMM, HEOOXOAMMOW IS
" pddexTrBHOTO BBHIMOTHEHUS 33]1a4 MPO(HECCHOHATBLHOTO U JIMYHOCTHOTO Pa3BUTHA.
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PaGoTaTh B KOJJIEKTMBE M KOMaHzAe, O(G(GEKTHBHO oOO0IAThcs C KOJUIEraMH,

OK 6.
YKOBOJICTBOM, IIOTPEOUTEIIEM.

OK 7 bpath Ha ce0s OTBETCTBEHHOCTH 3a PAa0OTy YJICHOB KOMaHABI (MOMYNHEHHBIX),
' €3yJIbTAT BBINOJIHEHUS 3a/JaHUM.

CaMOCTOATENbHO ONpPEAeATh 3a1aud NPOPECCHOHATBHOTO M JHMYHOIO pPa3BHUTHA,

OK 8. 3aHUMAaThCI  CaMOOOpa30BaHMEM,  OCO3HAHHO  IUIAHUPOBATh  IIOBBIIICHHE
KBaTH(DUKAIIH.

OK 9. OpHEeHTHPOBATHCS B YCIOBUSAX YacCTOM CMEHBI TEXHOJOTHH B IMPO(EeCCHOHATBLHOM
NeATebHOCTH.
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2. CTPYKTYPA U COAEP KAHUE ITPO®ECCHOHAJIBHOT'O MOAYJISA

2.1. CTpykTypa npo¢ecCuoHAIBLHOT0 MOAYJIsI

0O0BeM npodeccHoHaTFHOTO MOYJIS, K. Yac.
5
e O06yuenue no MK
° [IpaxTuku
o 5 B TOM YHCIIE
2R
o S =
Komp! mpoheccrHoHaNBHBIX 1 HanmeHoBaHus pasienon Bcero, = ); % B é g §
OOIIMX KOMIICTCHITHIA npo¢eCCUOHATBHOTO MOTYJIsS gac. : 2 i § = a’g % o g =
£ 9 Bcero o F =l x & £ £ e 3
m Z S E X 3 o 33 ¥ g YyeOHas [IpousBoncTBeHHas
g 52§ S2| 5&| 8¢
5 e a ” 2 E o 2 E
o — =}
=4 S = £ = g =
= = =~ < 8 =
1 2 3 4 5 6 7 8 9 10 11
K 2.1, 11K 2.2 Paznen 1. BeimosHeHue pabort 1o
OK 01, OK 02, OK 04, OK | TOJDKHOCTH CJTy’Kallero
«CrieraaucT 1o OpraHu3aluOHHOM
05, OK 09 1 p 1 Y| 152 12 42 20 110
U JOKYMEHTAIIHOHHOMY
00ecCneveHuIo yIpaBIeHus
OpraHu3aluen»
VYueOHas npakTHKa 72 72 72
[Ipon3BoacTBEHHAs MPAKTHKA 72 72 72
IIpomexxyTouHas aTTecTanus
Bcezo: 296 ‘ ‘ ‘ ‘ 72 72
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2.2.TemaTnyeckuii mjaaH mnpodeccuonanbHoro wmoayas IIM.03 BsbinonHenue padoT 1O OAHOWH WJIM HECKOJIbKHM Hpodeccusim

paboYuXx, T0JLKHOCTSIM CJIYKAIMX

HaumeHnoBanue O0beM yacoB/ B
pa3zesioB TOM YHCJIe B
Conep:kanue yueOHOro MaTepuaJia, NPaKTHYECKHE 3AHATHS, CAMOCTOAITEIbHAsA padoTa CTy1eHTOB
npogeccHoHATBHOIO (popme
monyJas (IIM), NMPAKTUYECKOM
MEKIUCIUTITHHAPHBI NMOATOTOBKHU
x kypcoB (MAK) u
TeM
1 2
M/IK 03.01 BoinoJsiHeHue paGoT MO JOKHOCTH cay:kamero «Crnenuajuct no OpraHu3alioOHHOMY U IOKYMEHTAIIMOHHOMY 152/20
o0ecre4eHUIO YIIpaJleHUsI OPraHu3anmein»
Tema 1. Conepxanue 16
/le;10npOU3BOACTBO 1. | Jenonmpou3BoaCTBO Kak OJHA U3 PYHKLIUN yIIpaBICHUS.
KaK 07HA U3 PyHKIUI 2. | Ucropus pa3Butus nenonpousBoacTsa B Poccun.
yIpaBJieHusl. 3. | Lenu, 3a1auu nenonpon3BOICTBA, CBA3b C IPYTUMH JUCHUTUTMHAMH.
4. | OCHOBHBIC OHSTHS «TOKYMEHT», BUJIbI TOKYMEHTOB, X Ha3HAUYCHUE U T.11.
Tema 2. Coaep:xanue 30
Opranuzanusi 1 Beenenue. Ponp mpodeccun [enonmpousBomurens. 3HaueHwe mpodeccuu it
cay:x0b1 JIOY Ha OpraHu3allMy YOpaBJleHUs Ha nOpeanpustud. HopmaTuBHBIE MpaBOBBIE aKThl H
NpeanpusiTuu HOPMAaTHUBHO-METO/IUYECKUE TOKYMEHTHI, ONPEEISIOINE MOPSI0K
JOKYMEHTAIllMOHHOT'O 00eCTIeYeHMs! yIIpaBJICHUsI.
2. HopmaTuBHbIE TpaBOBBIE aKTHl 1 HOPMATHBHO-METOIUYECKUE JOKYMEHTHI,
OTpeAeNONINe MOPAIOK JOKYMEHTAIMOHHOTO 00eCTIeYeHHs! YIIPaBICHUSI.
3. [TpaBuia TexHUKH 6€30MacCHOCTH Ui JlenonpousBoauTess OxpaHa Tpyaa,
6e3omacHOCTh Tpyaa. Pabouee mecto. Opranuzanus pabouero Mecra
JIEJIOTIPON3BOAUTEIS
4. Crpykrypa cinyx6s1 JJOY Ilonstue crpykrypsl OV, NpUHIMITEI TOCTPOSHHS
CTPYKTYpHI cy>k0b1 IOY Ha pazsnmudIHBIX TPEIIPUITUIX
S. JlomxHOCTHBIE 00s13aHHOCTH JienonpousBoauTens [lepeuenb 3HaHUI, KOTOPBHIMU T0JIKEH
00naiaTh AeNTOMpPON3BOANTENh. JJOIKHOCTHBIE 00sI3aHHOCTH U TIPaBa.
OTBETCTBEHHOCTD AEJIONPON3BOINUTEIS.
IIpakTHYecKHe 3aHATUSA 7

1 ‘ Pabora ¢ mpodeccrnoHanbHbIM cTaHAApTOM «CHEIHaTUCT M0 JTOKYMEHTAIlMOHHOMY
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00€eCIIEYEHUIO

PaboTa c HOPMAaTUBHO-METOAUYCCKUMHU JOKYMECHTAMHU ACIOIIPON3BOACTBA.

OdopmieHne opranu3aIiOHHON CTPYKTYpHI ity 061 IOV ..

Pemrenne 3aaa4 110 OonpeaAcICHNUIO YUCIICHHOCTHU CJ'Iy>K6I)I

Pa3pa60TI<a MAaKC€TOB OCHOBHBLIX OPraHMU3allMOHHO-IIPABOBBIX JOKYMECHTOB CJ'Iy>K6I)I .

Pa3paboTtka Tabenst u anp6oma popM TOKYMEHTOB.

3HAKOMCTBO C JIOJKHOCTHOM MHCTPYKIMEN 1EIONPOU3BOJUTEIS.

Tema 3. OcHOBHbBIE
TpeOOBaHMS K
COCTABJICHUIO U
0(pOpMIICHHUIO TIOKYMEHTOB

oJiep:KaHune

ITonsTue AOKYMCHTA. HpaBI/IJ'Ia O(bOpMJ'IeHI/ISI JOKYMCHTOB

Odopmrnenne pekBU3UTOB U O1ankoB qokymeHToB 110 'OCT P 7.0.97-2016

WP IAINoIOA~ WD

TpeboBaHMs K TEKCTY TOKYMEHTA

16

IIpakTH4yecKkue 3aHATHA

Od¢opmieHre OCHOBHBIX PEKBU3UTOB JIOKyMEHTOB.

O(bOpMJ'IeHI/Ie JOIOJHHUTCIIbHBIX PCKBU3UTOB.

[TpoexTrupoBanue 0J1aHKOB C IPOAOIbHBIM PACIIOI0KEHUEM PEKBU3UTOB.

HpOCKTI/IpOBaHI/IC OJIAaHKOB C YTJIOBBIM PACTIOJIOKCHUECM PCKBU3UTOB.

SEESIES NN

[TpoexTupoBanue obmiero 0gaHka , OJaHKa MUCbMa, OJIaHKa KOHKPETHOTO IOKYMEHTA.

Tema 4.0cHOBHBIE BHADI
TOKYMEHTOB

Coaep:xanmne

1.

Knaccudukanus cinyxeOHOM JOKYMEHTAllMU: OpraHU3allMOHHbIE, PACIOPSIUTENbHBIE,
CIPaBOYHO-UH(OPMALIMOHHBIE, JOKYMEHTHI 110 TUYHOMY COCTAaBY.

2.

OpFaHI/I3aHI/IOHHBI€ AOKYMCHTHI - YCTaB, IMOJIOKCHHA, IIpaBUJia, IITATHOC paCliMCaHucC.
OcoOeHHOCTH cocTaBieHUs U 0()OPMIIEHUS.

OpraHu3aloOHHbIE JTIOKYMEHTBbl - HWHCTPYKIMHU. (OCOOEHHOCTH COCTaBi€HUS U
oopmiteHHs.

PaCHOPSIJIHTeHI)HBIe JOKYMCHTBI, U31aBACMBIC Ha OCHOBC CAMHOHAYAIWA: NPUKA3bl U

BBITIMCKa HW3 IIpUKa3a, pacCIlOPsAKCHUSA, YKa3aHUs. HpaBI/IJ'Ia HUX COCTaBJICHHUA I/IO(i)OpMJIeHI/IH .

PaCI'IOpSI)]I/ITeJ'IBHBIe JOKYMCHTHI, nsaaBacMbIC Ha  OCHOBC KOJUIETUAaJIbHOCTH:
IMMOCTAaHOBJICHU A, PCIICHU. HpaBI/ma UX COCTAaBJICHHUA U O(I)OpMHCHI/ISI.

CnpaBouHO-MH(pOPMALMOHHAsT  JIOKYMEHTAallMs. BuIpl, TOpaBWiIa COCTaBICHUS U
oopmiteHHs.

40

7. \ CocraBnenue 1 0pOpMIICHHE aKTOB.
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8.

[TpoToxoi u BeinKcka U3 npoTokoia. CoctaBienue u opopmIeHHE.

9. | Cayxebnble muchma. CocraBieHrue 1 0pOpMIICHHE Pa3IMYHBIX BUIOB ITHCEM.
10. | CocraBnenue u 0OpMIICHHE CITYKEOHBIX JOKIATHBIX U O0BICHUTEIBHBIX 3AITHCOK
11. | CocraBienue, ohopmIIeHHE, IPUEM H ITepeaada TenepoHorpamm
12. | JlokyMeHTanus 1o JIUYHOMY COCTaBY: BUIIbI, TPEOOBaHUs K O()OPMIICHUIO H XPAHEHHIO.
13. | Bunsl 3asBiieHuit mo TM9HOMY cocTaBy. OcoOeHHOCTH 0(hOpMITCHUSI.
14. | Bunsl mpuka3oB 1o TUYHOMY coctaBy. OcobeHHOCTH 0(hOpMIICHUSI.
15. | TpynoBas KHIKKA: OQOpPMIICHHE, XpPaHECHHUE.
16. Odopmiienue omeparuu: «puéM Ha pabOTy», «IIEpeBOJ Ha IPYIYIO paboTy»,

«IPEAOCTABICHUEC OTITYCKa», «YBOJIbHCHUC).

17. | CocraBienue u opopMIICHHE YUYPEAUTEIBHBIX IOKYMEHTOB ( yCTaB, MOJIOKCHUE 00
OpraHu3aliK, yIpeAUTEIbHbIN J0r0BOp).

18. | CocraBnenue u opopMIICHUE TOJKHOCTHON HHCTPYKLIUHU J1€JIOTPOU3BOIUTEIS.

19. | CocraBnenue u opopMIICHHE IITATHOTO PACIUCAHUSL.

20. | CocraBiieHue u 0pOPMIICHHUE PACTIOPSTUTEIIEHBIX JIOKYMEHTOB (pEIICHUE).

21. | CoctaBneHue 1 0popMIICHUE PACTIOPSIUTENbHBIX JOKYMEHTOB (TIPHUKa3).

22. | CocraBneHue 1 0pOpPMIICHHE PACTIOPSIIUTENLHBIX JOKYMEHTOB (BBIITMCKA U3 TTPHUKA3a) .

23. | CocraBnenue 1 0popMIICHHE PaCTIOPSITUTEIBHBIX TJOKYMEHTOB (PacropsbKeHHeE).

24. | CocraBneHue 1 opopMIIeHHE pacTIOPIUTEIbHBIX TOKYMEHTOB (IOCTAaHOBIICHHE).

25. | CocraBnenue 1 0pOpMIICHHE PaCTIOPSIUTEFHBIX JOKYMEHTOB (YKa3aHHeE).

26. .| CocraBneHue 1 0pOpPMIICHHE CITYKEOHBIX TOKYMEHTOB (ITUCHMO).

27. | CoctaBineHue 1 0popMIICHHE CITYKEOHBIX TOKYMEHTOB (TIPOTOKOJT)

28. | CocraBnenue 1 ohopMIIeHHE CITPABOYHO-UH(OPMALIMOHHBIX IOKYMEHTOB (CIpaBKa)

29. | CocraBnenue u 0hopMIICHHE CITPABOYHO-WH(OPMAIIMOHHBIX JIOKYMEHTOB (aKT)

30. .| Odopmienue aBroOuorpaduu, pesrome.

31. .| OdopmieHHE 3asBICHAS O IPUEME Ha paboTy.

32. . | OdopmiteHre TPYJA0BOTO JIOTOBOPA.

33. .| Odopmienne TuuHON KapTOUKu paboTHHUKA GopMbI T2 .

34. | 3amonHEHWE TPYIOBOW KHIDKKH NMpH NpuéMme Ha paboTy. BHeceHme mcrpaBlieHHWd U
U3MEHEHUH B TPYAOBYIO KHUXKKY.

35. .| Odopmienue noouipeHus: pabOTHHKA.

36. | OdopmieHne NpPUKa30B MO TUIHOMY COCTaBY.
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37. | OpopmieHue TOKYMEHTOB IIPH IpHUeMe Ha padoTy.
38. | OpopmieHue TOKYMEHTOB MPH NIEPEBOJIC HA IPYTYIO PadoTy.
39. | OchopmiieHre JOKYMEHTOB IIPH MPEIOCTABICHUH OTITYCKOB.
40. | OdopmiieHre TOKYMEHTOB IIPH YBOJIbHCHUM.
Tema 5. Oprannzanus Coaep:xanue 24
padoThI ¢ JOKYMEHTAMU 1. | OcHOBHBIC dTAMbBl ¥ MPUHIIMITE OPTAaHU3ALNN JOKYMEHTO000pOTA.
2. | IlpueMm noctynaromux 10KyMeHTOB. OpraHnusaius J0CTaBKU IOKyMEHTOB.
3. | Peructpamust  nokymeHTOB. Perucrtpamms — ucxomsmmx — JOKyMeHTOB.  JKypHan
pEerucTpanu UCXOAAIIUX JOKYMEHTOB.
4. | [IpaBwiia v CPOKH OTIIPABKH UCXOMSIINUX JOKYMEHTOB. CrI0COOBI OTIPABKH UCXOISAIIIX
JIOKYMEHTOB.
5. | IloHATHs ¥ BUIIBI BHYTPEHHUX JOKYMEHTOB. Perucrpaius BHyTpeHHUX JOKYMEHTOB.
IIpakTH4yeckue 3aHATHA
4
1. | Opraam3amnus npuemMa, pacCMOTPEHUS U PETHUCTPAIH JOKYMEHTOB.
2. | KoHTpOJIb HCTIOTHEHUS IOKYMEHTOB A CIIEKTHI B KOHTPOJIC HCIIOJTHCHHUS JIOKyMEHTOB.
TumnoBbie CPOKH UCTIOTHEHUS IOKYMEHTOB.
3. | CocraBneHue xxypHaia perucTpaluy BXOISAIINX JOKYMEHTOB.
4. | CocTaBiieHHE )KypHaJIa OCYIIECTBICHUS KOHTPOJISI UCTIOTHEHUS OpraHH3aIllMOHHO-
paclopsSANTENbHBIX TOKYMEHTOB.
5. | CocraBnenue xxypHaia UCXOAIIENH KOPPECTIOHCHIINH.
6. | Opranusanus paboThl ¢ BHyTPEHHUMH TOKyMEHTAMHU.
Tema 6. IToaroroska geak | Conep:xanue 26
nocJjenyiouemMy xpaneiuw | 1. | 3agaun v 5Tanbl SKCIEPTU3HI IEHHOCTH JOKYMEHTOB. JKCHEPTHHIE KOMHCCHH.
2. | Odopmnenue nen .OdopMieHre BHYTpEHHEN ONMUCH TOKYMEHTOB jiefa . CocTaBieHue
OTIHCH JIeTT
3. | XpaHeHue Jen B TEKYIIEM JICTONPOU3BOJICTBE.
4. | OcHOBHBIE TOHATHS 00 apXHUBHOM XpaHeHUH. [lepenava nen B apxus.
5. | CocraBieHne akTOB O BBIIEICHUN JOKYMEHTOB K YHUUTOKEHHUIO.
IMpakTuyeckue 3aHATUS
1. 4

CocraBneHue IIprKasa O CO3JIaHUU BKCHCpTHOﬁ KOMHCCHUH. INYHOMY COCTaBY. Pabora ¢ MNEepCUHAMU

YIPaBIEHYCCKUX JOKYMEHTOB C YKa3aHUEM CPOKOB UX XpaHCHHUS
onu mnoreneduu T
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Odopmnenne 00I0KKH A€ MOCTOSHHOTO CpoKa, BpeMeHHOTro (cBbire 10 ner)
xpanenus. CocrapieHue onuce, opopmiIeHIEe UTOTOBOM 3aIHCH, JTUCTA-3aBEPUTEIIS JIeIT
IIOCTOSIHHOTO CPOKA XPaHEHHUsI.

[ToxroroBka u mepefaya JOKYMEHTOB Ha XpaHeHue B apxuB. Odopmienue Beiaun aena u Jlucra-
3aMECTHUTEI.

CocraBienue u opopmieHre AKTa O BbIICICHUN K YHUUTOKEHUIO JIOKYMEHTOB.

YueOHasi NPAKTHKA 72
Ipou3BoACTBEHHAS NPAKTHKA 72
296

Bcero:
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3. YCJIOBUA PEAJIMBAIIUU ITPOI'PAMMBI NPOPECCUHOHAJBHOI'O MOAYJISA

1.1. Tpe6oBaHusi K MUHUMAJIbHOMY MATePHATbHO-TEXHUYECKOMY 00ecredYeHUuI0

Peanuzanus MIPOrpaMMBbl MOTYJIS obecrieyeHa HaJIM4UeM KaOuHeTa

«JlokymeHTanmoHHOE 0OecrieueHre YIpaBICHU».

O6opynoBanue yueOHOro kaOuHeTa:

—  KOMIUIGKT y4e0HO — METOAUYECKOH, 3aKOHOJIaTeTbHON U HOPMaTHUBHOMN
JOKYMEHTAITUH;

—  HarJIsIHbIC TOCOOMUS;

—  JIMIIEH3HOHHOE NMpOorpaMMHOe obecrneueHue npodeccruonaibHoro HazHaueHus (Koncynbrant
[Tmroc);

— Texuuyeckue cpeactpa o0yueHus kaOuHeTa:

—  KOMIIBIOTEPHI;

—  MHOTO(YHKIHMOHAIILHOE YCTPOMCTBO;

—  MallliHA JUIsl yHUYTOXCHUS OyMard,

—  OpoUIIOpOBANIBbHBIN alapar;

—  pe3ak ans Oymaruy;

—  KOMIUIEKT y4eOHO-METOJMYECKOM JOKYMEHTAIIUH.

—  HarIIHbIC OCOOHUS;

1.2. HWudopmauuoHHoe odecneyeHue 00y4eHus

Ilepeyens pexkoMeHayeMbIX y4eOHbIX U31aHMii, HNuTepHeT-pecypcos,
AOMOJTHUTEJbHOU JINTepaTypbl

OcHOBHBIC HCTOYHUKHU:

1. brikoBa, T. A. JlokyMeHTanmoHHOE o0OecIieueHne yrpaBiieHus (IeTOMPOU3BOICTBO): yueO.
nocoOue IS CTYJICHTOB 00pa30BaTeNbHBIX YUpeKICHUH cpen. mpod. odpaszoBanus / T. A. beikoa, T.
B. Ky3nenosa, JI. B.

Cankuna; o obm. pen. T. B. Ky3nenosoit. — 2-e u3a., nepepa6. u non. — Mocksa: UHOPA-M,
2021. — 304 c. — URL: https://znanium.com/catalog/product/1141796 (mata obpamenus: 01.06.2023). —
Pexxum noctyna: ais 3apeructpup. unrareneid 9bC. — TekcT: aIeKTpOHHbIN.

2. I'maguii, E. B. JloxymeHTarmoHHoe oOecliedyeHue ympaBieHus: y4ed. mocoOue s
CTYJICHTOB  00pa3oBaTENbHBIX  YyupexkIeHuil cpea. npod. obpasoBanus / E. B. ['maguit. —
MockBa: PHUOP: HMH®PA-M, 2020. - 249 c. — URL:

https://znanium.com/catalog/product/1065817 (mara oOpamenus: 01.06.2023). — Pexum
nocryna: uis 3apeructpup. unutareneit ObC. — TeKkcT: 3neKTpOHHBIH.

JlomostHUTEIbHBIE HCTOYHUKN:
1. I'yryeBa, T. A. KorduaeHmanpHoe AETONPOU3BOACTBO: yuel. Mmocodue ais CTYJIECHTOB

o0pa3oBaTeNbHBIX y4YpekAeHuil cpen. npod. odOpasosanus / T. A.'yryesa. — 2-e uzn., nepepad.
u jom. — MockBa: UHOPA-M, 2021. — 199 ¢. — URL: https://znanium.com/catalog/product/1191331

(mata obpamenus: 01.06.2023). — Pexum goctyma: ans 3apeructpup. uutareneit ObC. — Tekcrt:
3JIEKTPOHHBIM.

2. 3BepeBa, B. II. Opranmzamuss u TexHOIOTUS PAOOTHI € KOHQUACHIHATHLHBIMU
JOKyMEHTaMu: y4eb. i CTyJeHTOB 00pa30BaTeNbHBIX YUpekaeHUi cpea. mpod. odpasosanus / B. II.
3BepeBa, A. B. HazapoB. — Mocka: KYPC: HWH®PA-M, 2020. - 320 c¢. - URL:

https://znanium.com/catalog/product/1078083 (mara obpamenusi: 01.06.2023). — Pexxum nmoctyma: mmus
3apeructpup. ynurtaresed IbC. — TekcT: 3IeKTPOHHBIN.

3. Ka6amos, C. FO. Opranuszamus o0IIero U CrenualbHOro JEIONPOM3BOJICTBA B OpraHax
MECTHOTO CaMOYIpPaBJICHUS: yue0. 1mocodue mjisi CTYJACHTOB 00pa30BaTENbHBIX YUPESKIACHHUHN Cpel. Tpod.
obpazoBanus / C. FO. KabamoB. — Mocksa: NHOPA-M, 2022. — 421 c.
- URL:
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https://znanium.com/catalog/product/1855469 (mara oOpamenus: 01.06.2023). — Pexum
nocryna: uis 3apeructpup. unutareneil ObC. — TeKkcT: 31eKTpOHHBIH.

4. Mambikun, A. C. ApxuBHoe Jeno B cyxae: yded. Ilocobme s CTyIneHTOB
00pa3oBaTeNbHBIX yUpexKICHHUH cpe. mpod. oopazoBanus / A. C. MaMbIKUH. — 2- € U3]1., JIOI. U UCIP. —
Mocksa: PI'VII, 2020. — 219 c. — URL: https://znanium.com/catalog/product/1190638 (nara oOpamenus:
01.06.2023). — Pexxum noctyna: ains 3apeructpup. untareneit DbC. — TekcT: aneKTpOHHbIH.

5. Oco0OeHHOCTH OpraHU3alMOHHO-TEXHUYECKOT0 OOecreueHusi CyqeOHON IesITeIbHOCTH:
y4e0. mocodue i CTYACHTOB 00pa30BaTeIbHBIX yUPeKACHHUH cpen. mpod. oopaszosanus / aBT.-cocT. E.
B. T'epacenko. — Mocksa: PI'VII, 2020. — 284 ¢. — URL.: https://znanium.com/catalog/product/1689603
(mara oOpamenus: 01.06.2023). — Pexxum pocryna: mis 3apeructpup. umrareneir ObC. — Tekcr:
AJIIEKTPOHHBIN.

HNHTepHeT-pecypcebl:

1. [apant: uH(OpManMOHHO-TIpaBoBoi moptan: cait. — URL: http://www.garant.ru (mara
obparmenusi: 01.06.2023). — TekcT: 3MEKTPOHHBIM.
2. 'AY TocynapctBennsiii apxuB Kysbacca: caiit. — URL: http://arhiv42.ru/(nara

obpamienus: 01.06.2023). — TekcT: 3MEKTPOHHBIM.

3. KoncynpranT [lntoc: HagexxHas npaBoBas nojajepxka: Jlenonpou3BoacTo: cant. — URL:
http://www.consultant.ru/law/podborki/theme-deloproizvodstvo/ (mara o6pamenus: 01.06.2023). —
TekeT: 2IeKTPOHHBIN.
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4 KOHTPOJIb 1 OIEHKA PE3YJBbBTATOB OCBOEHUA
HPOPECCHUOHAJIBHOI'O MOAYJIA

Oo6mas/npodeccuoHanbHast

Tun oneHoYHbIX

, JOIMOJIHUTEJIbHASA Paznen/Tema .
MepPONpPHUSITHIA
KOMIIeTeHIIUSA
OK 01-09 Pa3gen 1-6
T
K 1.1-1.9 Pa3zgen 1-5 COTHPOBATHE
B
[IK 2.1-2.5 Pa3gen 1-6 PITOJIHCHIE .
IPAKTUYCCKUX 3aTaHHH
[IK 1.1-1.9
[K 2.1-2.5 Bce paznensl, TEMBI. DISaMeEr

11
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YACTHOE OBPA3OBATEJIbBHOE YYPEKAEHUE
INPOPECCHOHAJBHOI'O OBPA30OBAHUA
GAIMAJHO-YPAJIBCKHUU I'OPHBIM TEXHUKYM»

IIpunosxenne 3. IlporpamMmbl yueOHBIX AUCHHUIINH

Ipuioxenne 3.1
K OIIOII o crienuansLHOCTH

46.02.01 JoxymeHTannonHoe obecrieueHme
yIpaBICHUS U apXUBOBEICHUS

PABOYASI IIPOTPAMMA YYEBHOM JUCIATLJIMHBI

«CT'.01 UCTOPUSI POCCHUN»

Iepmb, 2024 1.



COJEP)KAHUE

. OBIIASI XAPAKTEPHCTHKA PABOYEI ITIPOTPAMMEI
YYEBHOM JUCLUAILIUHBI

. CTPYKTYPA U COJEPKAHUE YUEBHOM
JUCHUIINHBI

. YCJIOBUSA PEAJIM3AIIMA YYEBHOM JUCITATLIIMHBI

. KOHTPOJIb Y OLIEHKA PE3YVJIbTATOB OCBOEHUSI
YYEBHOM JUCLUAILIUHBI



1. OBIIASI XAPAKTEPUCTHUKA PABOUYEN ITPOT'PAMMBI YYEBHON
AACHUITIINHBI
«Cr'.01 HCTOPUSA POCCUN»
1.1. MecTO AUCHUIJIMHBI B CTPYKTYPe OCHOBHOI 00pa3oBaTe/ibHOM NPOrpaMMbl:
VyeOnas nucuummHa «CI.01 Hcrtopuss Poccum» sBisercs o0053aTe€abHOM 4YacThIO
conuanbHo-rymanutaproro mukia OIIOII B coorBerctBun ¢ ®I'OC CIIO mo cnenuanabHOCTH
46.02.01 JIokyMeHTalMOHHOE 00OeCcIIeuYeHNE YIPABJICHHS U apXUBOBEICHUS.

Ocoboe 3HaueHne nucHMUIUIMHA uMmeeT npu GopmupoBanuu u pazputud OK 01, OK 02,
OK 04, OK 05, OK 06, OK 09.

1.2. Heas u niIaHupyeMble pPe3yJbTAaThl 0CBOCHUS JUCIHUIJIMHBI:
B pamkax mporpamMmbl y4eOHOW JUCHUTUTHHBI 00YYaIOMUMUCS OCBAUBAIOTCS YMEHUS H

3HAHUA
Kona IIK, YmMmenus 3Hanusn
OK

OK 01, OPHEHTUPOBATHCS B COBPEMEHHOM OCHOBHBIC HampasjeHus pa3Butus Poccun

OK 02, SKOHOMUYECKOH, OJTUTUYECKON 1 (CCCP) Bo BTOpOIi monoBuHe XX H

OK 04, KyJbTYpHOU cutyaunu B Poccun u niepBoii uerBepTu X XI BB.

OK 05, MHpE

OK 06, BBISIBJISITH B3aMOCBSI3b CYILIIHOCTb U IPUYUHBI JIOKAJIbHBIX,

OK 09 OTEUYECTBEHHBIX, PETHOHAIIbHBIX, PErMOHANIbHBIX, MEKI'OCYJaPCTBEHHBIX
MHPOBBIX COLUAIIBHO- KOH(JIMKTOB BO BTOPOH MOJIOBUHE XX —
SKOHOMUYECKHUX, TOJTUTUUECKUX U nepBoit uerseptu XXI B., OLIECHUBATH POJIb
KYJIbTYPHBIX IPpOOJIEM CTpaHbl B UX pPa3pelIeHUH
MIPOTUBOICUCTBOBAThH NOMBITKAM OCHOBHBIE IIPOLIECCHI TOJIMTUYECKOTO U
¢banbcupuKauu KCTOPUUECKUX HKOHOMUYECKOTO Pa3BUTHS CTPAHBI U €€
(hakToB. PETHOHOB

OCHOBHBIE HaIlpaBJICHUs OTEUECTBEHHON
BHEUIHEW MTOJINTUKH C BEAYLITUMHU
mupoBbiMH JiepskaBamu, OOH, HATO, EC
U IPYTUMH MEXKTyHapOIHBIMU
OpraHu3ausIMu
0 pOJIM HAYKH, KYJIBTYpPbI ¥ PEIIUTUU
B COXPaHEHHUHU U YKPEIUICHUH
OTEUYECTBEHHBIX HAIIMOHAIBHBIX U
roCyJ1IapCTBEHHbIX TpaJuLIUN
coJiep’KaHue M Ha3HauYeHUE BaXKHEUIITUX
IIPABOBBIX U 3aKOHOAATEIbHBIX AKTOB.




2. CTPYKTYPA U COJAEP)KAHUE YYEBHOM U CIHUILIMHBI

2.1. O0beM yueOHOI IMCUMIIVIMHBI M BUABI Y4eOHO0#l padoThI

Bup yueOHoii padoThl O0bem B yacax
O6beM 00pa3oBaTeNbHOI MPOrpaMMbl y4eOHON AUCIUTIITMHBI 54

B T.4. B (hOpMe MPAKTHUECKOMN MOArOTOBKU 2

BT. U..

TEOpPETHYECKOE 00yUeHre 6
MPAKTUYECKHE 3aHITHS 2

CamocrosiTenpHas pabora 44




2.2. TemaTnuyeckuii IVIaH U CO/iep:KaHNe Y4eOHOH AUCHHUIIINHBI

Konanl
Oo0beM, ak. 1/ .
KOMIICTCHIIUH,
B TOM YHCJIE (1)0 oBa
MHPOBAHH
HaumenoBanue B hopme PMHP
Conep:xkanue y4eOHOro Marepuasa u GopMbl OPraHU3aAMUM AeSITeJILHOCTH 00y4a0IIMXCS . 10 KOTOPBIX
pa3iesioB H TeM NPAKTHYECKOMH
crnoco0cTByeT
NOJArOTOBKH,
3JIECMEHT
aK. 4.
NPOrpaMMbl
Pa3gen 1. Beankas OreuecrBennas BoiiHa 1941 — 1945 rr. 6
Tema 1.1. Conep:xanue yueOHOro MaTepuaJia 2 OK 01, 02, 04,
HauaJjo 1. Mexaynapoanas 06cTaHoOBKa B KOHIE 30-X TOI0B. BHYTpEHHSS U BHEIIHAS OIMTHKA 05, 06, 09
Besmmkoi eBpomneiickux crpas. «I[lakt MonoroBa — Pud6entponay» Hauano Bropoit MmupoBoii BoiiHbl. COoBETCKO-
OrevyecTBeHHOM | puHCKas BoitHA. Bxokmenue pecnyosnuk [pubantuku, CeBeproii BykoBunbl u beccapabuu B cocta
Boiinbl. IlepBrrii | CCCP.
ITall BOHHBL. 2. Oxonomuueckoe pazButue CCCP HakaHyHe BOMHBI: Pa3BUTHUE IPOMBILUIEHHOCTH, TPAHCIIOPTA
3 b 2
JHEPreTUKHU U CEIBCKOT0 X034lcTBa. BoopyxkeHHbIe CHilbl cTpaHbl B KOHIE 30-Xx Havane 40-X ronoB.
3. Hananenune I'epmanun Ha CoBerckuii Coro3. YIpaBiieHHEe CTpaHOU B epuoJ BoiHbI. [lepecTpoiika
SKOHOMMKH Ha BOCHHBIN J1aJ. COBETCKHI ThUI M NAPTU3aHCKOE ABUKEHHE B TOJbI BOIHBI.
4. butBa 3a Mocksy, 010kana Jlennnrpazna, Heynaun 1942 rona. Co3nanue U ykperieHue
AHTUTUTJIEPOBCKOM KOATHIIMH.
Tema 1.3. Coepkanue y4eGHOro MaTepuaia 2 OK 01, 02, 04,
Kopennoii 1. Cranuurpajackas 6MTBa — Ha4al0 KOPEHHOTO Tepesioma B BoiHe. Kypckas OutBa, popcupoBaHue 05, 06, 09
nepejioM B JlHenpa, ocBoOOXKIeHNE TEPPUTOPHUH cTpaHbl. COBETCKasi 3KOHOMHUKA U HayKa B T'OJ[bl BOMHBI.
Besnkoii Wneonorus narpuotusma. Pycckas [IpaBociaBHas iepkoBb B TOBI BOWHEL Terepanckast
OteyecTBeHHOH | xoudepenmus 1943 . 2
BOiiHE U
2. OcBoboxaenue ctpan EBpomnbl oT HeMerko-(parmmcTckux 3axBaTuukoB (Pymbiaus, bonrapus,
0CBOOOKICHHUE
OrocnaBus, Benrpus, Asctpus, YexocnoBakus). butsa 3a bepnaun. Kanutymsus ['epmanun.
crpan EBponsl. . V-
IToGena B Benukoit OteuecTBEHHOH BOIHE.
Tema 1.4. Utorn | Conep:xxanue yueOHOro Marepuajia 2 OK 01, 02, 04,




Bropoii 1. Sintunckas (Kpeimckas) u [lorcnamekas (Bepnunckas) konpepennun. Okkynanus ['epManu. 05, 06, 09
MHPOBOW U [TocneBoeHHOE YCTPOKCTBO MUpA. OK 01, 02, 04,
Benukoit o
_ | 2. Pasrpom munuTapucTckoil Snonnu. AmepukaHnckas ataka Ha Xupocumy 1 Haracaku. 05, 06, 09
OreuyecTBeHHOM o N
N Kanurynauusa Anonuun. OxoHnuanue Bropoit MUpOBOI BOMHBI.
BOIiH.
Moc/ieBoeHHOe 3. Utoru u nocneactsus Benukoit OreyecTBeHHOM BOWHBIL. [loTepu coBeTCKO apMun 1
YCTPOHCTBO rpaxjaaHckoro HaceneHus. Tepputopuanbhbie npuodperenus Coserckoro Corosa. Ilocnencrus
MHpa BOMHBI JUIsl COBETCKOIM SKOHOMHUKH (IIPOMBILIUIEHHOCTb, CEJIBCKOE X035 CTBO, TPAHCIIOPT). 2
Penarpuanus coperckux rpaxaad Ha Ponuny, 60pp6a ¢ BOOpYKEHHBIMH aHTUCOBETCKUMHU
HAIlMOHAJMCTUYECKUMHU OpraHu3alusIMu. MyKecTBO U repOu3M COBETCKOTO Hapo/ia B T'O/ibl BOMHBI.
3. Hropubeprckuii iporiecc. Cy/1 HaJl HAITMCTCKUMHU BOCHHBIMH MPECTYMTHUKAMH U PEIICHUS
Hropub6eprckoro tpubyHana.
4. Can-®pannucckas konpepennus. Cozpanne OOH. OcCHOBHBIE CTPYKTYPBI U PYKOBOJISIIIUE OPTaHbI
OOH. Ilpeanoceuiku k Hayaiy «X0J0IHON BOWHBI».
Paznen 2. CCCP B konue 40-x — Hayase 80-x rr. XX Beka. 16/2
Tema 2.1. Coaeprxanue yueOHOI0o MaTepuasa 4 OK 01, 02, 04,
Buyrpennss u 1. CoBeTckas MOJUTHYECKAs CHCTEeMa Toce BoHbL. Penpeccun konna 40-x — Havana 50-X rT. 05, 06, 09
BHEIIHAA «Jlenunrpaackoe aenoy», «Jleno EBpelickoro aHTudammucTckoro KOMuTeTa» u «Jlemo Bpadeii».
TOJIMTHKA Jluckyccus 0 MaTpuoTU3ME U KOCMOTIONIUTU3ME.
CCCP 1945- 2. BoccraHoBnenue 1 pa3BUTHE HAPOAHOIO X03sicTBa Mociie BOMHbI. OTMEHA KApTOYHOU CUCTEMBI.
1953 rr.
53 PazButue snepretuku. CoBerckas 000pOHHAs MPOMBIIUIEHHOCTh — co3/1aHue saepHoro opyxus (M.B. 6
Kypuaros u A.[l. CaxapoB). BoccranoBnenue ropojioB u cen. Jlenexnas pedpopma 1947 r.
3. Baemnss nonmutuka CCCP nocne BoitHbl. [JJoktpuna Tpymana. «XomoaHas BOWHa» U
BO3HUKHOBeHUe OunossipHoro mupa. Coznanue 61oka HATO. bepnunckuit kpusuc 1948 r.
[Iposo3rnamenue OPI" u I'JIP. Bo3uukHoBenue COB. Packon B COBETCKO-IOTOCIABCKUX OTHOIIEHUSX
(M. Bpo3 Turo). Otnomenus ¢ KHP, Buzur Mao 1[331yna B CCCP.
B ToM 4unciie NPaKTHYECKUX U JJA00PATOPHBIX 3aHATHIA 2
[IpakTuueckoe 3anatue Ne 1: moAroToBKa cOOOLIEHUH 10 U3y4yaeMoil TeMe.
Tema 2.2. Coaep:xanue yueOHOIro MaTepuasa 4 OK 01, 02, 04,




Buyrpennss u
BHELIHASA
NOJIMTHKA
CCCP 1953-
1964 rr.

1. Cmepts U.B. Cranuna. bops0a 3a Biacts B pykoBoacTse. Ycrpanenue JIL.II. bepuun. «HoBblil Kype»
I""M. Manenkosa. [Ipuxox k Biactu H.C. Xpymesa. XX cbe3n KIICC, pazBeHuaHue «KyjabTa
nuyHocTHy CTainHa, Hayalo MOJUTUKY peabuiuTaluu. «AHTUNIAPTHIHAS Tpynna» MoJoToB,
Manenkos, Karanosuu. Ycunenne nuunoit Biactu H.C. Xpymiesa

2. [IpeoOpa3zoBanus B 00meCTBEeHHO-TTOMUTHYECKOU cepe. Cozmanue coBHapxo30B. HoBas
nporpamMma HapTHH, TE3UC O MOCTPOSHUH KoMMyHH3Ma K 1980-my r. HanmonanbsHO-TOCY1apCTBEHHOE
pa3BUTHE CTPaHbI, peaOUIUTALIUS PEIPECCUPOBAHHBIX HAPOJAOB. AHTHUPEIUTHO3HAS KaMIIaHUSI.

3. Pa3BuTHE COBETCKOr0 HAPOIHOTO XO35AMCTBA: arpapHas NOJUTUKA (KyKypy3Has KaMIIaHus),
neHexHas peopma 1961 r., MaccoBO€ KUIHITHOE CTPOUTEIHCTBO.

4. KynbrypHas ku3Hb cTpanbl. «OtTenensby. [loBbieHne poiau o0eCTBEHHBIX TBOPUYECKUX
opranu3zanuii. HoBble TEHICHIMH B JIUTEPATYPE, UCKYCCTBE M apXUTEKType. JJoCTHIKEHUsT COBETCKOU
Hayku: kocmoHastuka (C.I1. Kopoines), aBuactpoenue, cynocrpoenue. CoBeTCKHE Jiaypearsbl
HoGenesckoii mpemumu.

5. BHemHss nonuTuKa: MUpHbIe HHULMATUBBI COBETCKOI'O PYKOBO/ICTBA Ha MEXIyHApPOAHOH apeHe.
Busut H.C. Xpymesa B CLIIA. Opranuzauus Bapmasckoro norosopa (1955 r.). [lonasnenue
BoccTanus B Benrpuu (1956 r.). bepnunckuii kpusuc 1961 r. u crpourensctBo bepnuHckol CTEHBI.
Kapub6ckuit kpusuc 1962 r., otHomenus ¢ Ky6oii (®. Kacrpo). BzaumooTHoenus ¢
COLIMAJIMCTUYECKUMH U Pa3BUBAIOLIMMUCS CTPaHAMH.

B Tom uucie NPAKTHIECCKUX U J'IaﬁOpaTOPHI)IX 3aHATHIA

ITpakTryeckoe 3ansaTre Ne 2: MOJArOTOBKA COOOIICHHUI O N3y4yaeMOl TeMe.

05, 06, 09

Tema 2.3.
Buyrpennss

W BHEIIHSS
MOJIUTHKA
CCCP B koH.
60-x Hau. 80-x
IT.

Conep:xanue yueOHOro MaTepuaJa

1. OrcraBka H.C. XpymeBa 1 n3aMeHeHHs B COBETCKOM pykoBozcTse. [Ipuxox k Bnactu JI.U.
bpexuesa.

2. A.H. KocbIruH 1 peopMHpOBaHUE HAPOAHOTO X03s1iicTBa. TpyAHOCTH B Pa3BUTUU COBETCKON
SKOHOMMKH U MOMBITKU UX NPEOJOJICHUS.

3. CounalibHO-TIOJIUTUYECKOE pa3BUTHE cTpaHbl. «Pa3BuToil counanusm». Koucrurynus CCCP 1977
r. CoranpHasi TOJIMTHKA COBETCKOTO TocyaapcerBa. uccunentckoe amwkenue (A. Caxapos, A.
CoJKEeHUIIBIH U JIP.)

OK 01, 02, 04,
05, 06, 09




4. KynpTypHOE pa3BUTHE CTpaHbl. Pa3zBuTHE COBETCKOW HAyKH. Y CIIEXH B 00JACTH KOCMOHABTHKH.
Pa3Butne nutepatypsl, kuneMartorpada, 6anera. AnbTepHaTUBHAs KylIbTypa. Pa3BuTHe cucteMsl
obpaszoBanus. MockoBckas Omummuana 1980 .

5. BHenHss NoauTHKA: «pa3psiika MEKIYHApOJHON HalpsHKEHHOCTH». OTHOIIEHHS €O CTpaHaMU
3anazaa. /[oroBop o HepacnpoCTpaHEHUU SAEPHOTO Opyxusi. BoeHHO-CTpaTernyeckuii mapurer.
Jorosopst OCB — 1 1 OCB — 2. XenbCHHKCKOE coBellanue 1o 6e3onacHoctu B EBporie. OTHOIICHHS
C COIIMAJIMCTUYECKUMU cTpaHaMu — «JlokTpuHa bpexxneBay. Yxyamenue otnomenuii ¢ KHP.
«[Ipaxxckas BecHa» U BBOJ COBETCKMX BOMCK B UexocnoBakuto. OTHOLIEHUS C pa3BUBAIOILUMUCS
CTpaHaMU, BBOJI COBETCKUX BOMCK B A(raHUCTaH U OKOHYAHHUE MOJIUTUKH «Pa3PSIKU.

6. Cmepts JLLU. Bpexnesa. FO.B. Anuapomnos u K. Y. Uepnenko Bo rinase CoBerckoro Corosa.

B TOM unciIe NIPaKTHYECKUX U JTA00PATOPHBIX 3aHATHI

[IpaxTuueckast padora Ne 3: moAroToBka COOOLIEHUH 110 U3y4aeMOl TEME.

Pasznean 3. CCCP B

1985 — 1991 rr.

Tema 3.1. CCCP

Conep:xanue yueOHOro MaTepuasa

B 1985 - 1991 rr.
IlepecTpoiika.

1. N36panune M.C. I'opbaueBa ['enepanpabiM cexperapem LK. Anpensckuit uienym LK KITCC.
«Yckopenuey, «[ macHoctb» u «llepectpoiika». KagpoBsie n3aMeHeHUs B pyKOBOJICTBE CTPAHBI.

2. HoBble yepThl B 5KOHOMHYECKON MOIUTUKE. 3aKOH «O0 MHIUBUAYABHON TPY10BOM
JesITeIbHOCTH». AHTHAJIKOTOJIbHAsI KaMITaHUS: TIJTFOCH M1 MUHYCBI. ABapust Ha YepHoObuIbCKOM ADC.

3. «HoBoe MpblIIIIeHre» BO BHEIIHEH MONUTHKE. BBIBOI cOBETCKHX BOMCK U3 AdraHucrana.
Cogercko-amepukaHckue oTHomenus. JJorosop o PCM/I.

OK 01, 02, 04,
05, 06, 09

Tema 3.2. CCCP

Conep:xanue yueOHOro MaTepuaJa

B 1985 — 1991 rr.
Pacnag CCCP.

1. Hauano nepectpoiiku obmectBeHHbIx oTHomeHui B CCCP. [Tomutnyeckue pedopmsl. [1epBbiii
ChE3]1 HAPOJHBIX JEMyTaTOB. MeXpernoHanapHas JeNyTaTcKas rpymnmna. Y YpexIeHne mocTa
IIpesunenta CCCP.

2. Harmonanehuseie npo6iemsl B CCCP. Hauano mexHannoHanbHbIX KoHMIKTOB. b.H. Enbuun u
6opnba 3a poccuiickuii cyBepenutet. 36panue b.H. Enpuuna [Mpesunenrom PCOCP.

3. Bomnpoc o coxpanennu Cotro3a. Pedepenaym 17 mapra 1991 1. u ero uroru. «HoBo- OrapeBckuii»

MPOLIECC, TOATOTOBKA HOBOTO COIO3HOTO JOTOBOPA. «ABIYCTOBCKUN MyTY» - MOJUTHYECKHUM Kpusuc 19




— 22 aBrycrta 1991 r. Ynpa3gHeHue cor3HON rocy1apCTBEHHOCTH. beloBeKckue cornameHus 1
co3nanue CHI'. OrcraBka
M.C. I'op6aueBa 25 nexabps 1991 r.

Pa3znen 4. BuyTpennsisi BHemnsis noautuka Poccuiickoii @enepaunu B konue XX — nepBoii yerBeptu XXI Beka

16

Tema 4.1.
Poccniickasi
denepanus B
KoHIue XX B.

Conep:kanue y4eOHOIro MaTepuaa

1. CraHOBIIEHHsI HOBOT'O KOHCTHTYIIMOHHOTO CTposi B Poccuu. DxoHomuueckue pedopmel E. [Maitnapa.

AHTUKPU3HCHBIE MEPBI U PHIHOYHBIE ITpeoOpa3oBanus. [IpuBaTusanus rocyjapcTBEHHOM
cobctBenHoctH (A.b. Uybaiic). [IpaBurensctBo B.C. YUepnombipauna. boprba ¢ undmsmeii 1992-
1998rr. KpumuHanu3zanusi 5KOHOMUYECKOMN KU3HHU.

2. Konctutyunonnsiii kpusuc 1993r. [Ipunarue HoBoit KoHCTUTYLIMM, €€ HCTOPUYECKOE 3HAUCHUE
(1993 r.). Pa3ButTHe nonuruueckoi cucremsl. Poccuiickue noautuieckue naptuu. OO11ecTBeHHO-
nonutraeckoe pazputue Poccun B 1994-1996 rr. Bropoe npesunentcrso b.H. Enpiuna.
Oxonomuueckuit kpuzuc 1998 r. [Ipasurenscto E.M. IIpumakosa.

3. MexHaunoHanbHble oTHoLEeHUs B Poccun. denepatuBHblil 1oroBop. BoeHHsie aelicTBus Ha
Tepputopun YedeHckol pecryOauky. XacaBlOpTOBCKUE COTJIAIICHHUS.

B Tom umncie MNPAKTUIECCKUX U ﬂaﬁopaToprlx 3aHATHH

OK 01, 02, 04,
05, 06, 09

HpaKTqucxoe 3aHsTue Ne 4: IIOATOTOBKA COO6H.[€HPII>1 o I/I3y‘IaeM0ﬁ TEMC.

Tema 4.2.
Poccuiickas
®enepanusa B
nepBoi
yerBepTH XXI
B.

Conep:xanue yueOHOro MaTepuaJa

1. OrcraBka b.H. Enpuuna. B.B. Ilytun — [Ipesunent Poccuiickoii @enepanun. Ykpemnienue
rocynapctBeHHOCTH. O0ecrneueHne rpaxkJJaHcKoro cornacus B o0mectBe. KonTpreppopuctuueckas
onepanus B Yeune. DkoHomudeckas nonutuka. Harmonansaeie npoekthl. Poct poccuiickoro BBII.
[Ipesunent [.A. Measenes u npoaomkenue pegopm. Baecenue nomnpaBok B Koncturyruio (2008 r.)

2. [Ipesunentckue BeiOopsl 2012 1 2018 1. Boccoenunenue Kprima ¢ Poccueit. [lencunonnas
pedopma 2019 r. Peanuzanus HannoHaIbHBIX TPoeKTOB 10 2024 1. [TonpaBku B Konctutynuro (2020
r.). CoBpeMeHHbIE POCCUHCKHE MOIUTHYECKUE TAPTUH.

3. CoBpeMeHHas poccuiickas KyJabTypa: HayKa, JInteparypa, uckyccrso. Onumnuana 2014 8 Coun.
Yemnuonat mupa o ¢pyrodony B 2018 r.

B ToM 4unciie NPaKTHYECKUX U JJA00PATOPHBIX 3aHATHIA

OK 01, 02, 04,
05, 06, 09




[TpakTryeckoe 3ansTre Ne 5: MOArOTOBKA COOOIICHHIA IO N3y4aeMOi TeMe. 1
Tema 4.3. Conep:kanue y4eOHOIro MaTepuasa 8 OK 01, 02, 04,
Breumnsist 1. Poccuiicko-aMepuKaHCKUe OTHOLIEHU. J[oroBopsl 0 cokpamenun Boopyxenuii (CHB 1, 11, 111). 05, 06, 09
IOJIMTHKA Ornomenus ¢ 610koM HATO, neuskenne HATO na Boctok. Yuactre Poccun B MEXKIyHAPOIHBIX
Poccuiickoi opranuszanusx (OBCE, Coser Espornbl). OtHomenus ¢ Espomneiickum Coro30M.
Denepanum B
XX 2. Poccus Ha nocrcoBerckoM npoctpanctse. OtHowmenus co ctpanamu CHI'. Co3znanue O/IKD. 6
KOHIIe - .
. Coro3noe rocynapcrso Poccuu u benopyccuu. EBpasuiickoe 5KOHOMHUYECKOE COOOIIECTBO.
nepBoii
verBeprn XXI 3. OrHomenus co crpanamu Asuu (Kurait, Uanus, Beetnam u ap.) lllanxaiickas opranusanus
BeKa corpynuuuectsa. BPUKC. Boennas onepanus B Cupuiickoit ApaOckoil pecmyOuuke.
B TOM unciIe NIPaKTHYECKUX U JT1A00PATOPHBIX 3aHATHI
[IpakTuueckoe 3anatue Ne 6: MOAroTOBKa COOOIIEHUI 10 H3y4aeMoii TeMe.
IIpomeskyTouHas arTecTaums
Bcero: 94




3. YCJIOBHUA PEAJIN3AIIMA YYEBHOM JUCIHUILIVHBI

3.1. Ans peanu3anuu mporpamMMbl y4eOHOU JUCIUTUIMHBI JOJDKHBI OBITH IPEAYCMOTPEHBI
CJICAYIONIHE CIeIHaTbHbBIC TOMEIICHUS:

Kabuner «CounanbHO-3KOHOMHUYECKUX U YIPABICHUYECKUX TUCLUIUINHY», OCHALCHHBIN B
COOTBETCTBUH C II. 6.1.2.1 0O6pa3zoBaTEIBLHON MPOTPaAMMBI TIO CIICIIUATBHOCTH.

3.2. UnpopMmannoHHOe obecrniedeHne peajn3alui NPorpaMMbl

Jis peanu3anuu mporpaMmbl  OMONMMOTEYHBIH (POHA 00pa30BaTENbHON OpraHU3aLUU
JIOJDKEH MMETh Ie4aTHbIe W/UJIHM JIEKTPOHHBIE 00pa3oBaTelbHble U HH()OPMAIIMOHHBIE PECYPCHI
JUIS UCIIOJIb30BaHUs B 0Opa3oBatesibHOM npouecce. [Ipu popmupoBanuu 6ubanoreunoro Gonaa
0o0pa30oBaTebHONW OpraHu3alueil BbIOMpAeTCs HE MEHEe OJIHOTO M3JIaHUs M3 IEepedHCIIEHHBIX
HIDKE IeYaTHBIX M3JaHUM M (WIM) 3JEKTPOHHBIX M3JaHUHA B KauecTBE OCHOBHOTO, NPH 3TOM
CIIMCOK, MOXKET OBbITh JJONOJHEH HOBBIMH U3/IaHUSIMH.

3.2.1. OcHoBHBIC MEYATHBIC U3TAHUSA

1. AptemoB B.B., JIyobuenkoB FO.H. Uctopus: yueObuuk (U1 Bcex CreUanbHOCTEH
CIIO) — M.: U3natenbckuii neHTp «Axagemusi», 2020

2. Hcropus Poccun: yueOHMK M NPaKTHUKYM Ui CpPeIHEro npogeccrOHaIbHOIro
obpazoBanusi/ K. A. ComoBeeB [u ap.]; mom pemakmueit K. A. ComoBreBa. — MockBa:
UznatenbcrBo FOpaiit, 2022. — 252 ¢. — (IIpodeccuonansuoe odpazopanue). — ISBN 978-5-
534-01272-9.

3. KacesanoB, B. B. MHcropus Poccuu: yuebHOoe mocoOue i CpemHero
npodeccuonanbHoro oopasosanus / B. B. KacesinoB. — 2-e u3n., mepepad. u nom. — MockBsa :
NznarensctBo FOpaiit, 2022. — 255 c. — (IIpodeccronansnoe obpazoBanue). — ISBN 978-5-
534-09549-4.

4. Kupunnos, B. B. Hcropus Poccun: ydeOHUK A5 cpeHero npogeccuoHanbHOTo
obpasosanusi / B. B. Kupumnos, M. A. bpasuna. — 4-¢ uza., nepepad. u gom. — Mockaa :
NznarensctBo FOpaiit, 2022. — 565 c. — (IIpodeccunonansnoe oOpazosanue). — ISBN 978-5-
534-08560-0.

S. Kupunnos, B. B. Uctopust Poccun B 2 u. Yacts 1. [lo XX Beka: yuyeOHUK A
cpenHero npodeccuoHanbHOro oopazosanus / B. B. Kupwmios. — 8-¢ uzn., mepepad. u jgorm. —
Mocksa : U3natensctBo IOpaiit, 2022. — 352 c. — (IIpodeccronansHoe obpa3zoBaHue). —
ISBN 978-5-534-08565-5.

6. Kupunnos, B. B. Ucropust Poccun B 2 4. Hacts 2. XX Bek — Hauvano XXI Beka:
y4eOHUK sl cpeaHero mpodeccuoHanbHOTO oOpazoBanus/ B. B. Kupwmnos. — 8-e wm3n.,
nepepad. u norn. — Mocksa : UznarensctBo FOpaiit, 2022. — 257 c¢. — (IIpodeccronanbhoe
obpaszosanue). — ISBN 978-5-534-08561-7.

7. Crenanoga, JI. I'. Ucropust Poccun. [Ipaktukym: yueOHOE mocoOue JUIsl CpeIHEro
npodeccuonanibHoro obpazoBanus / JI. I'. CrenanoBa. — MockBa: W3marensctBo IOpaiit,
2022. — 231 c. — (IIpodeccuonansHoe oopazoBanue). — ISBN 978-5-534-10705-0.

8. ®upcos, C. JI. Ucropust Poccuu: yueOHUK yisi cpenHero mpodeccCHOHaTbHOTO
obpazoBanus / C. JI. ®upcoB. — 2-e u3n., ucnp. u gon. — Mocksa : UznatensctBo Opaiir,
2022. — 380 c. — (IIpodeccuonansuoe oopazoBanue). — ISBN 978-5-534-08721-5.

3.2.2. OCHOBHBIE 3JIEKTPOHHbIE U3IaHUSA
1. 3ewmrmos, b. H. Vcropust oredecTBeHHOr0 rocyaapcTsa u npasa. CoBeTCKUil nepuos :

yaeOHnoe nocodue mist cno / b. H. 3emmnos. — 3-e u3a., crep. — Cankr-IlerepOypr : Jlans, 2023.
— 216 ¢. — ISBN 978-5-507-47150-8. — TekcT : 3neKTpoHHBIA // JIaHb : DJIEKTPOHHO-

oubnmmoreunas cucrema. — URL: https://e.lanbook.com/book/332681 (mara oGpamieHus:
20.07.2023). — Pexxum foctyrma: ajis aBTOpU3. MOJIb30BaTENICH.
2. Ucropust Poccun: ydeOHMK M TPaKTUKYM I CpeaHero mpodeccHoHaTbHOTO

obpazoBanus / K. A. ConosweB [u ap.] ; mox pemakuuerr K. A. ConoBheBa. — MockBa:


https://e.lanbook.com/book/332681

N3znarensctBo HOpaiit, 2022. — 252 c. — (IIpodeccronansnoe oopazoBanue). — ISBN 978-5-
534-01272-9. — Texcr: anekTponHbIi // ObpazoBarenbHas iargopma FOpai [caiit]. — URL:
https://urait.ru/bcode/470180.

3. KacesnoB, B.B. MHcropus Poccum: ydyeObHOe mocobue Il CpeaHero
npodeccuonansHoro oopazosanus / B. B. KacesiHoB. — 2-¢ u3., nepepad. u mon. — Mockaa :
MznarensctBo HOpaiit, 2022. — 255 ¢. — (IIpodeccuonanproe odbpazoanue). — ISBN 978-5-
534-09549-4. — Texkcr: anexTpoHHbIi // ObpazoBatenbHas miatdopma FOpaiit [caiit]. — URL:
https://urait.ru/bcode/474888.

4. Kupunnos, B. B. Uctopust Poccun B 2 4. Yacts 1. [lo XX Beka: yuyeOHUK aist
cpennero npodeccuoHanbHoro oopazoanus / B. B. Kupuinos. — 8-e u3z., nepepab. u gom. —
Mocksa : M3parensctBo FOpaiit, 2022. — 352 c. — (IIpodeccuonanproe obpazoBaHue). —
ISBN 978-5-534-08565-5. — Tekct: anexrponnsiii // OOpa3zoBarenbHas rmiatdopma FOpait
[caitr]. — URL.: https://urait.ru/bcode/471503.

5. Kupumnos, B. B. Uctopust Poccun B 2 4. Hactp 2. XX Bek — Havano XXI Beka:
y4eOHHK sl cpenHero mpodeccuoHanbHOro obpazoBanusi/ B. B. Kupwmnos. — 8-e wu3n.,
nepepad. u non. — MockBa : M3garensctBo HOpaiit, 2022. — 257 c. — (IlpodeccronanbHoe
obpazoBanue). — ISBN 978-5-534-08561-7. — Texkct: anektpoHHBIH // OOpa3oBarenbHas
wiatdopma FOpaiit [caiit]. — URL.: https://urait.ru/bcode/471504.

6. Kupumos, B. B. Ucropust Poccuu: yueOHUK 115t cpeHero mpogeCCHOHaIBHOTO
obpazoBanus / B. B. Kupumios, M. A. bpaBuna. — 4-¢ wu3a., nepepadb. u jgomn. — Mockaa .
WznatenberBo FOpaiit, 2022. — 565 ¢. — (IIpodeccnonanbaoe oopazoBanue). — ISBN 978-5-
534-08560-0. — Tekcrt: anexkrponnslii // O6pazoBarenbHas mwiardopma FOpaiir [caiit]. — URL:
https://urait.ru/bcode/470181.

7. CrenanoBa, JI. I'. Uctopus Poccuu. [lpaktukym: ydaebHOe mocobue asisi CpeiHero
npodeccuonansaoro obpazopanus / JI. I'. CremanoBa. — MockBa: W3natensctBo FOpaiir,
2022. — 231 c. — (IIpodeccuonanbHoe obpazoBanue). — ISBN 978-5-534-10705-0. — Texkcr:
anekTpoHHbld  //  OOpazoBatenpHass  miatdgopma  IOpaitr  [caiit]. —  URL:

https://urait.ru/bcode/475018.
8. Tpomnos, U. A. Uctopus : yueOnuk s cno / . A. TponoB. — 2-e u3n., crep. —

Cankr-IlerepOypr : Jlawp, 2023. — 472 c¢. — ISBN 978-5-507-46402-9. — TekcT :
AJIEKTPOHHBIN // Jlanb : 3JIEKTPOHHO-OMOIMOTEYHAS cucrema. — URL:
https://e.lanbook.com/book/308750 (mara obOpamenus: 20.07.2023). — Pexkum mocryma: s
aBTOPH3. NIOJI30BATEIICH.

9. @upcos, C. JI. Uctopus Poccun: yueOHUK Uil cpelHEro mpodeccHoHanIbHOTO
obpazoBanus / C. JI. ®upcoB. — 2-¢ u3x., ucnp. u jgorn. — Mocksa : M3mgarensctBo FOpaiit,
2022. — 380 c. — (IIpodeccuonansHoe oOpazoBanue). — ISBN 978-5-534-08721-5. — Texkcrt:
anekTpoHHbld  //  OOpazoBatenpHass  miatdpopma  IOpaitr  [caiit]. —  URL:

https://urait.ru/bcode/473749.

3.2.3. JlonoJTHUTEIbHbI€ HCTOYHUKHU

1. Hogeiimas oteuectBeHHass ucropus XX — Had. XX| BB. B 2-x kuurax. M.:
«Bnamocy, 2014.

2. http://www.iprbookshop.ru/ — DnekrporHo-61bIMOTEUHAs CHCTEMA

3. http://slovari-online.ru/cat/ucropuyeckmii-ciosaps/0.htm — CroBapu

4. http://www.hist.msu.ru/ER/index.html - Bubmuoreka 3IEKTPOHHBIX PECYpPCOB
ucropuyeckoro ¢axkyiabrera MI'Y.

5. http://www.iprbookshop.ru/ — DnexTpoHHO-OMOIMOTEYHAS CHCTEMA.

6. http://www.openspace.ru/ - BcemupHas 1udpoast 6M0IHOTEKA

4. KOHTPOJIb 1 OLIEHKA PE3YJBbTATOB OCBOEHMUAA
YYEBHOU JUCIHUATLTAHBI


https://urait.ru/bcode/475018
https://e.lanbook.com/book/308750
https://urait.ru/bcode/473749
http://slovari-online.ru/cat/исторический-словарь/0.htm
http://www.hist.msu.ru/ER/index.html
http://www.openspace.ru/

Pe3yabTarsl 00yyeHus Kpurepum oueHku MeToabl OLIEeHKH

Hepeqeﬂb 3HaHHﬁ, O0CBauBa€MbIX B paMKaXxX JUCHUIIJIUHbI

OCHOBHbBIE HaIlpaBJICHUSA «OTan4HOY - ®opMbI KOHTPOJISI 00y4YeHHUSI:

passutusi Poccuu (CCCP) Bo
BTOpOM 1OJ0BUHE XX U
nepBoi yerseptu XXI BB.;
CYILIHOCTh ¥ IPUYHUHBI
JIOKaJIbHBIX, PETMOHAJIbHBIX,
MEXKIOCYJapCTBEHHBIX
KOH(DIIMKTOB BO BTOPOit
NnoJjoBUHE XX — NepBOM
yerBepTd XXI B., OIIEHUBATH
pOJIb CTPaHbI B UX
pa3penieHuu;

OCHOBHBIE ITPOLIECCHI
MOJINTUYECKOTO U
SKOHOMMYECKOTO Pa3BUTH
CTpaHbl U €€ PErHOHOB;

OCHOBHBIE HaIPABIICHUS
OTEUECTBEHHOI BHEIIIHEH
MOJMTUKH C BETYIIUMH
MHUPOBBIMU JI€p’KaBaMH,
OOH, HATO, EC u npyrumun
MEXTyHAPOIHBIMH
OpraHu3alUsIMY;

O POJIM HAYKH, KYJIbTYpPbI U
PEUruy B COXpaHEHUH U
YKPEIUIEHUU OTeUeCTBEHHBIX
HAIIMOHATbHBIX U
rOCYJapCTBEHHBIX TPAAULIUH;
coJiepKaHue U Ha3HAuYEHUe
BaXHEUIIINX MPABOBBIX U
3aKOHOJIATEITFHBIX aKTOB.

TEOPETUYECCKOE
coJiepKaHue Kypca
OCBOEHO ITOIHOCTBIO, O€3
po0esIoB, yMEHHS
copMHPOBaHBI, BCE
IPEIYCMOTPEHHBIE
porpamMMoil yaeOHbIe
3a/1aHKs BBIIOJIHEHEI,
Ka4yeCTBO UX BBLIIOJIHEHHUS
OLIEHEHO BBICOKO.

«Xopomio» -
TEOpPETHIECKOe
coJiep>KaHue Kypca
OCBOEHO IOJIHOCTBIO, 03
po0OeoB, HEKOTOPHIE
yMEHHUsI c(hOpMHUPOBaHBI
HEJ0CTaTOYHO, BCE
PEyCMOTPEHHBIE
porpamMmoii yueoHble
3aJJaHUs BBITTOJIHEHHI,
HEKOTOpbIe BUJIbI 331aHUI
BBITTOJIHEHBI C OIIMOKaMH.
«Y 10BIETBOPUTEIILHO) -
TEOPETHUECKOE
coJiepKaHue Kypca
OCBOEHO YaCTUYHO, HO
MpOoOEIbI HE HOCAT
CYLIECTBEHHOI'O
XapakTepa, He00X0IUMbIE
yMeHHUsI paboThI ¢
OCBOCHHBIM MaTEpHAJIOM B
OCHOBHOM C()OpMHPOBaHBI,
OOJIBIIIMHCTBO
MIPEyCMOTPEHHBIX
porpamMmoii ooydeHus
y4eOHBIX 3aJaHU
BBITTOJIHEHO, HEKOTOPBIE U3
BBITTOJTHEHHBIX 33 JaHHUN
COJIEp>KaT OLTUOKHU.

«HeynoBneTBOpUTEILHO»
TEOPETUYECKOE
CoJIep’KaHue Kypca He
OCBOEHO, HEOOXOUMbBIE
YMEHHS HE

JIOMAIIHKUE 3aaHus
POOJIEMHOTO XapaKTepa;

NPaKTUYECKHUE 3aaHus TI0
pabote ¢ nndopmanuei,
JOKYMEHTaMHU, JTUTePaTypOii;
DopMbI OLIEHKHU
pPe3yJbTATHBHOCTH O0y4YeHUsI:
TpaaulUMOHHAA CUCTEMA
OTMETOK B 0ajliax 3a KaKIyro
BBITIOJIHEHHYIO padoTy, Ha
OCHOBE KOTOPBIX BBICTABIISCTCS
UTOoroBast OTMETKaA.

MeToabl OLIEHKH pe3yjabTaToB

o0yueHus:

MOHUTOPUHT POCTa
TBOPYECKOMN

CaMOCTOATCIBHOCTHU U HABBIKOB

MIOJIy4Y€HHUsI HOBOTO 3HAHMUS
KaXKIbIM 00yUarolmmcs,
dbopmupoBaHKe pe3ybTaTa
MMPOMEXKYTOUYHOM aTTECTALUH
10 JUCLUIUINHE, B TOM YHCIIE
Ha OCHOBE CYMMHUPOBAHHUS
PE3YJIBTaTOB TEKYLIETO
KOHTPOJISL.




c(OpMHPOBAHBI,
BBIMOJIHEHHBIC YICOHBIC
3a/IaHus coJiepKat rpyobie
OIIUOKH.

Ilepeuensb ymeHnuii, 0cBauBaeMbIX B pAMKaX JMCHUIIHHbI

OpUEHTHUPOBATHCS B
COBPEMEHHOM
3KOHOMHYECKOH,
MOJUTUYECKON U KYJIbTYPHOM
cutyauuu B Poccun u mupe;

BBISIBJISITH B3aUMOCBSI3b
OTEYECTBEHHBIX,
pEeTHOHATBHBIX, MEPOBBIX
COIIMAIIEHO-9KOHOMHYECKHUX,
MOJUTUYECKHUX U KYJIbTYPHBIX
npo0iem;
MPOTUBOJICHCTBOBATH
nomnbITKaM (aabcurukanuu
UCTOPUYECKHUX (PaKTOB.

«OTIHYHO» -
TEOPETHUIECKOE
coJiepKaHue Kypca
OCBOEHO IOJIHOCTBIO, 0€3
poOeIoB, yMEHHS
chopMUPOBaHEI, BCe
MPe1yCMOTPEHHbBIE
porpamMMmoil yueOHbIe
3aJlaHus BHITIOJTHCHBI,
KaueCTBO WX BBIITOJTHCHUS
OLICHEHO BBICOKO.

«Xopomio» -
TEOpPETHUYECKOe
coJiep’KaHue Kypca
OCBOCHO IIOJIHOCTBIO, 0€3
po0OeoB, HEKOTOPHIE
YMEHHS CPOPMUPOBAHBI
HEJIOCTaTOYHO, BCE
MPe1yCMOTPEHHbBIE
MPOrpaMMoOil yueOHbIe
3a/laHus BBITIOJIHEHBI,
HEKOTOPBIC BUJIBI 3a/TaHUH
BBITIOJTHEHBI C OLTHOKaMH.
«Y TIOBIIETBOPUTETIHHO) -
TEOPETUUECKOE
coJiep>KaHue Kypca
OCBOEHO YaCTHYHO, HO
poOeIbl HE HOCST
CYLIECTBEHHOT'O
XapakTepa, He00X0IUMbIE
yMeHHUsI paboThI ¢
OCBOEHHBIM MaTEPHUAJIOM B
OCHOBHOM C(hOpMHPOBAHBI,
OOJIBIIUHCTBO
MIPETyCMOTPEHHBIX
porpaMMoit 00ydeHHS
y4eOHBIX 3aJJaHUIN
BBITIOJTHEHO, HEKOTOPBIE U3
BBITIOJTHEHHBIX 3a/1aHUN
coJiepKaT OUTHOKH.

«HeynoBneTBOpUTEIEHO»
TEOPETUIECKOE

@®opMbI KOHTPOJIsI 00y4eHU S

JIOMAIITHUE 3a1aHUS
poOJIEMHOTO XapaKTepa;
MPaKTUYECKUE 3aJaHus IO
pabote ¢ undopmanuei,
JIOKyMEHTaMHU, JINTEPaTypoil;
DopMBbI OLIEHKHA
pe3yJbTATUBHOCTH 00y4eHUsI:
TpaaulMOHHAA CUCTEMA
OTMETOK B OaJlax 3a Kaxmayko
BBHITMIOJTHEHHYIO paboTy, Ha
OCHOBE KOTOPBIX BBICTABIISETCS
UTOronasa OTMETKaA.

MeToabl OLleHKH pe3yJibTaTOB
o0yueHus:

MOHHUTOPHUHT POCTa TBOPUECKOM
CaMOCTOSATEILHOCTH U HABBEIKOB
MOJTy4EHUSI HOBOTO 3HAHUS
KaXKJIbIM O0yJaroIIuMCsl,
dbopmupoBaHKe pe3ybTaTa
MIPOMEKYTOUHOM aTTECTaluu, B
TOM YHCJIC Ha OCHOBE
CYMMHPOBAHHUS PE3yIbTaTOB
TEKYIIEro KOHTPOJISL.




CoJiep>KaHue Kypca He
OCBOEHO, HEOOXOUMBIE
YMEHHUS HE
c(OpMHPOBAHBI,
BBITIOJTHEHHBIC Y4COHBIC
3aJIaHus COJICPIKAT IpyObIe
OIITHOKH.




e ) YACTHOE OBPA30BATEJIbHOE YUPEK/JIEHHUE
s MPO®ECCHOHAJILHOTO OBPA30BAHMSI

«BAMMATHO-YPAJIbCKHM IT'OPHBII TEXHUKYM»

‘
Y
A

AATAZH G,
w3 ¥

R PR TT

Ipuioxenne 3.2

K OIIOII o crienuanbHOCTH

46.02.01 JloxymeHTallMOHHOE O0ecrieYeHUE
YIPaBJICHUS U apXHUBOBEICHHE

PABOYAS TIPOTPAMMA YYEFHOM JUCIATIIAHBI

«CT'.02 THOCTPAHHBIN A3BIK B IPO®ECCUOHAJBHON JEATEJIBHOCTH»

Ilepmb, 2024 1.



COJEP)KAHUE

. OBIIASI XAPAKTEPUCTHKA PABOYEI TIPOTPAMMEI
YYEBHOM JUCLUAILIUHBI

. CTPYKTYPA U COJEPKAHUE YUEBHOM
JTUCHUIINHBI

. YCJIOBUA PEAJIM3AIIMA YYEBHOM JUCITATLIIMHBI

. KOHTPOJIb Yl OIEHKA PE3YJIbTATOB OCBOEHUS
YYEBHOM JUCHUILINHBI



1. OBIIIASI XAPAKTEPUCTUKA PABOUYEN IPOTPAMMBbI
YUYEBHOM JUCIUTLINHBI
«CT.02 THOCTPAHHBIH S13bIK B MIPO®ECCHUOHAJBHOU JESATEJIBHOCTN»
1.1. MecTO AUCHUIJIMHBI B CTPYKTYPe OCHOBHOI 00pa3oBaTe/ibHOM NPOrpaMMbl:
VYueOHas «CrI'.02
JESATEeTLHOCTHY SIBIIACTCS 00s3aTEIbHOM YacThiO0 colMalibHO-TyManutapHoro mukiaa OITOIT B
cootBercTBUU ¢ PI'OC CIIO mo cnenumansHocTH 46.02.01 JlokymeHTanmoHHOe oOecrieueHne
YIpaBJICHUS U apXHUBOBEJICHHE.

Ocoboe 3HaueHHe nucHHUIUIMHA uMeeT npu GopmupoBanuu u pazputuu OK 01, OK 02,
OK 04, OK 05, OK 09.

JUCLIUIUINHA WHocTpanHbplii  s3bIK B MPO(ECCHOHATBLHON

1.2. IIe.m: H INIAHUPYEMBIC PE3YyJbTAaThl OCBOCHUA IUCIHUIIJINHBI:

B pamkax nporpaMmbl yueOHOM TUCIMIUIMHBI 00YyYaIOIIMMHUCS OCBAUBAIOTCS YMEHUS

U 3HaHUsA
Kona IIK, YmMmenus 3Hanusn
OK
OK 01, MOHMMATbH OOLIUI CMBICI YETKO IIpaBUjIa IOCTPOECHUS IIPOCTHIX U
OK 02, IIPOU3HECEHHBIX BBICKA3bIBAHUM HA CJIO’KHBIX MPEITIOKEHUN Ha
OK 04, poeccuOHAIIbHBIE OBITOBBIE TEMBI npo¢ecCHOHATHHBIE TEMBI
OK 05, HOHUMAaTh TEKCThl Ha 6a30BbIe U OCHOBHBIE 001IEYyIOTPEOUTENbHBIE
OK 09, po(hecCuOHANIbHBIE TEMBI riarosibl (ObITOBast M MpoeccrHoHaIbHAsS
IK 1.1, JICKCUKA)
IIK 1.2, | crpouTh pOCTHIE BHICKA3BIBAHKS O JEKCHYECKUI MUHUMYM, OTHOCSIIIIUICS K
IIK 1.4, | cebe u o cBOEi MPOdecCHOHATBHOM OMKCAHHIO TPEJMETOB, CPEIICTB U
IIK 1.7 JEATEITbHOCTH MIPOLIECCOB MPOPECCHOHATBHON

ACATCIIBHOCTHU

y4acTBOBATh B IMAJIOTax Ha OOIIHeE U
po(eCCHOHAIBHBIC TEMBI

0COOEHHOCTHU IMPOU3HOIICHUSA CIIOB

KpaTKO OOOCHOBBIBATH U OOBSICHATH
CBOH JIENCTBUS

MpaBHJIa YTEHUS TEKCTOB
1po¢eCCUOHAIBHON HANPABIECHHOCTH

MUCaTh MPOCTHIE CBSI3HBIE COOOIIECHUS
Ha 3HAKOMBIE UITH UHTEPECYIOIINE
npohecCHOHANBLHBIE TEMBI

(I)pa3BI'KJ'II/II_He JJIs1 BEACHU A 6606,[[]:1 u
NEPCIHUCKN HAa MHOCTPAHHOM S3BIKC
0COOEHHOCTH NnepeBoJia JOKYMCEHTOB C
WHOCTPAHHOT'O SA3BIKA

BecTH Oeceny (BkItouas TenedoHHbIC
MEPETOBOPHI) HA MHOCTPAHHOM SI3BIKE
Ha TIOBCETHEBHBIC U
po(eCCHOHATBHBIC TEMBI

MpaBujia OpraHu3aluy pueMa
OoCeTUTeNe

BCTpPCHATH MoCeTUTeINeH

TOPAIOK IMMOATOTOBKU JIEIIOBOM ITOE3/IKH.

OCYIIECTBIISATh TPEBEI-TIOACPKKY
JIEJIOBBIX IOE3/10K

BECTHU MEPCIIMCKY HA MHOCTPAHHOM
SA3BIKE.




2. CTPYKTYPA U COJAEP)KAHUE YYEBHOM U CIHUILIMHBI

2.1. O0beM yueOHOI IMCUMIIVIMHBI M BUABI Y4eOHO0#l padoThI

Bup yueOHoii padoThl O0bem B yacax
O6beM 00pa3oBaTeNbHOI MpOrpaMMbl y4eOHON AUCIUITITUHBI 160

B T.4. B )OpM€ NMPAKTHUUECKOM IMOATOTOBKH 20

BT. U..

TEOpPETHYECKOE 00yUeHre 2
MPAKTUYECKHE 3aHITHS 20

CamocrositenbHas paboTa 138




2.2. TemaTn4yecKuii IUVIaH U coJlepPKaHUE Y4eOHOM TN CHUIITTUHbBI

HauMmenoBanue
pa3aesioB U TeM

Conep:xanue yueOHOro MaTepuasia v (pOpMbl OPraHU3aANNHU AeATeIbHOCTH
00y4Jarouuxcs

Oobem, ak. 4. /
B TOM YHCJIe
B (hopme
NpaKTU4YecKoii

MNOATr0OTOBKH, aK. 4.

Koabl koMneTeHuuid,
¢dopMmupoBanuio
KOTOPBIX
crnocoo0cTByeT
3JIeMeHT MPOrpaMMbl

Pa3nen 1. OcHOBHO¥ KypcC

Tema 1.1. Coaeprxanue yueOHOro MaTepuasa OK 01, OK 02, OK
AHITITHHACKHAHI 3HaYCHHUE aHTJIMICKOTO s3bIKa B COBpeMEHHOM 0011iecTBe. COIManbHbIA aHTTTUHCKUM. 04, OK 09, IIK 1.1,
SI3bIK B AHTIIUHACKUIN A3BIK TSI IEJIOBOTO O0IIEeHHs. 3HAKOMCTBO C MapTHEpaMu 0 OM3HECY. [IK 1.2
COBPEMEHHOM BHemHuil BuA ¥ TM4HbBIE Ka4ecTBa CEKpeTapsl. 20
o01IecTBe. I'pammaruueckuii Mmarepuan: Imarossl to be, to have (got), there is/are. Mecroumenus.

Aprukim.

B ToM 4unciie NpaKTHYeCKUX 3aHATHH

IIpakTnueckoe 3ansaTHe Ne 1 3HaueHNe aHIVIMICKOTO A3bIKa B COBPEMEHHOM

o6mectBe. ConUaabHbIA aHTIIUHACKHI.

IIpakTnueckoe 3ansitue Ne 2 AHITTUICKUM A3BIK AJIS 1€7I0BOTO OOIIEHHs. 3HAKOMCTBO

C MapTHEpaMu 1o OU3HECY.

IpakTuyeckoe 3anaTue Ne 3 BuenmHuit Bu cekperapsi. 1

IIpakTnueckoe 3ansaTre Ne 4 JInuHble KauecTBa ceKpeTapsl. 1
Tema 1.2. Coaep:xanue yueOHOro MaTepuasa OK 01, OK02, OK
Crpanbl 1 AHTI053bIYHBIE CTPaHbl U UX cTonulbl. [lonmuTHueckuii ctpoit BenmukoOpuranum. 04, OK 09, IIK 1.2,
0oJibIIME HocronpumevarensHocty Jlonnona. [onmurnueckuii crpoit Poccun. I[IK 1.4
ropozja. HocronpumeyarenbHOCTH MOCKBBL. MO pOgHOM ropos. 30

I'pammarrueckuit matepuain: [IpuTskaTenbHbIN NaleK CYyIIECTBUTENbHBIX.

MHOXECTBEHHOE YHCIIO CYIICCTBUTCIIbHBIX. ApTI/IKJ'II/I C FeOFpa(bI/I‘-IeCKI/IMI/I Ha3BaHUSIMU.

[Tpocroe HacTosIIEE, IPOIIE/IIEe U OyIyIee BPEMS.

B ToM 4mciie NPAKTHYECKUX 3aAHATHI

IIpakTnueckoe 3ansaTue Ne 5,6 Crpansl Mupa. AHIVIOSI3BIYHBIE CTPAHBl U UX CTOJIHIIBI.

IIpakTuuyeckoe 3ansitue Ne 7,8 [Tonutnueckuit crpoit BenukoOpuranum.




IpakTuyeckoe 3auaTue Ne 9 JloctonpumeuarenbHocT JIoH0HA.

IIpakTnueckoe 3ansaTue Ne 10,11 [Tonurnueckuii crpoit Poccumu.

IIpakTuyeckoe 3ansaTue Ne 12 JloctonpumeyaTeabHOCTH MOCKBBI.

IIpakTuyeckoe 3ansaTue Ne 13 Moii poaHoii ropo.

Tema 1.3.
Mos Oynymas
npodgeccus.

Conep:xanue yueOHOro MaTepuasa

[Mpodeccuu u kapbepHbIid pocT. JJOIKHOCTHBIE 00sI3aHHOCTH CEKpeTaps. Y CTPOMCTBO
Ha paboty. HamrcaHue pe3toMe U COIPOBOAUTEIBHOTO MUchbMa. [ToaroroBka u
IPOXO0XKIEHHE COOECEI0BAHUS.

I'pammatudeckuii Matepuaa: Mectoumenust SOmMe, any, no, much, little, many, few.
IIpocroe mpouieaiee BpeMs.

20

B ToM yuc/ie MPaKTHYeCKUX 3aHATHH

IpakTuyeckoe 3ansitue Ne 14 IIpodeccuu u KappepHBIN POCT.

IIpakTnueckoe 3anaTue Ne 15 /lomkHOCTHBIE 003aHHOCTU CEKpeTapsi-
aZIMMHHCTpATOpA.

IIpakTnueckoe 3ansaTue Ne 16 /lomxHOCTHBIE 00I3aHHOCTH CEKpeTapsi-
JEIIOTPOU3BOIUTEIIS.

IpakTuyeckoe 3anaTue Ne 17 JlomKHOCTHBIE 005I3aHHOCTH CEKpeTapsi PyKOBOIUTENS.

IIpakTnueckoe 3ansaTue Ne 18 Opranuzanus pabodyero Mecra ceKperapsi.

IpakTuyeckoe 3anaTue Ne 19 OducHoe o6opynoBanre. OPUCHbIC IPUHAIICIKHOCTH.

IIpakTuyeckoe 3ansaTue Ne 20 YcrpoiicTBo Ha paboTy.

HpaKanecxoe 3ansaTue Ne 21 Hanucanue PE31OME U CONIPOBOAUTEIIBHOTO MMUCbMA.

IIpakTnueckoe 3ansaTue Ne 22 [ToAroToBka u NpoxoxJaeHHe cOOECEeOBaAHMUS.

OK 01, OK 02, OK
04, OK 05, OK 09,
K 1.1, IIK 1.7

Tema 1.4.
B oteie.

Conep:xaHue y4eGHOro MaTepuaJia

30

Tunel oTeneit v ycinyru, KOTOpbIE OHM NpeuIararoT. Tuisl HomepoB. bpoHupoBaHnue
HOMEpA B OTEJIE.

B pecropane. Tpaaunmonnas ena B CILIA, Benuko6putanuu u Poccun.
I'pammarrueckuit matepuain: [Ipunarounsie ycioBus U BpeMeHu. [IpunararensHbie u
Hapeuus. CTEeneHn CpaBHEHUS NPUJIaraTelbHbIX U HApEUnil.

B ToM 4nciie NPAKTHYECKHUX 3aHATHH

IIpakTuyeckoe 3ansaiTue Ne 23,24 Tunsl oTenieid U yCIyTrd, KOTOPbIE OHU MPEJJIAraroT.

OK 01, OK 02, OK
04, OK 05, OK 09,
K 1.1, IIK 1.2




IpakTuyeckoe 3anaTue Ne 25 Tunbsl HoMepoB. bpoHupoBaHue HoOMepa B OTelle.

IIpakTnueckoe 3ansaTue Ne 26 bponupoBanue HoMepa B OTelIE.

IpakTuyeckoe 3ansiTue Ne 27 B pecropane.

IIpakTuyeckoe 3ansaTue Ne 28 Tpagunronnas ena B CIIIA n BenukoOputanumu.

IIpakTnueckoe 3ansaTue Ne 29 Tpanuunonsas ena B Poccun.

Tema 1.5.
Ilyremecreus.

Conep:xanue yueOHOro MaTepuaJia

26

[TyremectBus. Buasl Tpancnopra. [lyremectsue Ha camonere. bpoHupoBaHue 6MI1eToB
Ha camozet. B asponopry. [lyremectBue Ha noesae. Moe nyremectsue. Opranuzanus
JICIIOBOM MOE3/IKH.

FpaMMaTI/I‘{eCKI/Iﬁ MaTcpura: HaCTOSIH_[ee, nmpomeamee, 6yz[ymee IMPOJOJI>KCHHOC BPEMHI.

Bripakenue to be going to do. ITpemmoru.

B Tom umncie NMPaAKTHICCKHUX 3aHATHIA

IIpakTnueckoe 3ansaTue Ne 30 [lyremectBusa. Buasl Tpancnopra.

IIpakTuyeckoe 3anaTue Ne 31 [lyremectBue Ha oesze.

IIpakTnyeckoe 3anaTue Ne 32 [lyremectsrue Ha camoIeTe.

IIpakTHyeckoe 3ansaTue Ne 33 B asponopry.

IpakTuyeckoe 3ansaTue Ne 34,35 bponupoBanue OMIETOB Ha CaAMOJIET.

IIpakTnueckoe 3ansaTue Ne 36 Moe nyremiectsue.

IIpakTuyeckoe 3anaTue Ne 37,38 Opranuzanus 1e10BOM NOE3AKH.

OK 01, OK 02, OK
04, OK 05, OK 09,
IIK 1.1, IIK 1.4, TIK
1.7

Tema 1.6.
KomMmanuu n ux

CTPYKTYpa.

Conep:xanue yueOHOro MaTepuaJa

Kommepueckue opranuszanuu. Ucropust komnanuu. CTpyKTypa KOMITaHUH.
[Ipe3enTanus KOMNaHUU.

I'pammartnueckuit MmaTepuan: MojansHbie riaroisl. Hactosmiee, npomeninee, Oyayiiee
3aBeplICHHOE BpeMs. Hacrosmiee 3aBepuieHHOE NPOJOJIKEHHOE BPEMSL.

B ToM 4mciie NPAKTHYECKUX 3aAHATHI

IIpakTuyeckoe 3ansaTue Ne 39 Kommepueckue opranuszanuu.

IIpakTnueckoe 3ansaTue Ne 40,41 Vicropus koMnaHuu.

IpakTuyeckoe 3ansaTue Ne 42,43 CTpykTypa KOMIAHUU.

IIpakTuyeckoe 3ansaTue Ne 44,45 [Ipe3eHTanus KOMIIaHHUH.

CamocrosiTesibHas padoTa 00y4arOIMMXCs

OK 01, OK 02, OK
04, OK 09, TIK 1.2




[ToaroToBUTH Npe3eHTaLM0 KOHKPETHOW KOMIIAHUH — UCTOPUS, IPOAYKLIHS, CTPYKTYypa.

Pa3gen 2. AHIJIMHACKHN AJ14 A€JIOBOr0 O0ICHNA.

Tema 2.1. Conep:kanue y4eOHOIro MaTepuaa OK 01, OK 02, OK
JlejioBasi [Tonsitue «aenosas nepenucka». CtTuiiv ¥ BUIbI uceM. Opas3pl-KIuie s JET0BBIX 04, OK 05, OK 09,
nepenucka. nuceM. 3anpoc, OTBET Ha 3alpoc, MPeAIoKeHue, NucbMo-pekiamanus. [luceMa s 6 IK 1.1, IIK 1.7

OpraHM3aLMH JIETI0BOM MOE3KU. DIEKTPOHHBIE TUChMA.
I'pammaTrueckuii Matepuan: CtpasarenbHbIN 3a510T.

B Tom 4ucie MNPaKTUIECCKUX 3aHATHIA

IIpakTuyeckoe 3ansaTue Ne 46 [lonsitue «/lenoBas nepenuckay. 1

IMpakTnyeckoe 3ansaiTue Ne 47 CTUIM ¥ BUJIBI TTHCEM. 1

IIpakTnueckoe 3ansaTue Ne 48 ®paspl-Kiulie JUisl 1€I0BbIX [TUCEM.

IIpakTnueckoe 3ansaTue Ne 49 3anpoc.

IIpakTnueckoe 3ansaTue Ne 50 OtBer Ha 3ampoc.

IIpakTuyeckoe 3ansaTue Ne 51 [Ipennoxenue.

IIpakTuyeckoe 3ansaTue Ne 52 [Tucemo-pexnamanus.

IIpakTnueckoe 3anaTue Ne 53 [Iucbma 11 opraHu3anuy 1€710BOM MOE3KH. 1

IIpakTnueckoe 3ansaTue Ne 54 Dy1eKTpOHHbBIE MHCHMA. 1

CaMmocrosiTe1bHasi padoTa o0y4arommxest

CocTaBuTh MCHMA - 3aIIPOC, OTBET Ha 3aIPOC, MHCbMO-PEKIIAMALIUIO 110 33JaHUIO. 1
Tema 2.2. Coaeprxanue yueOHOro MaTepuasa OK 01, OK 02, OK
HesoBasi JlenoBas BcTpeua. BoicTaBku U sipMapku. YdacTve KOMIAHUM B BbICTaBKe. JlenoBbie 04, OK 09, IIK 1.1,
BCTpeva. neperoBopsl. I[Ipuem noceturenen. 6 K 1.2

I'pammaTnueckuii Matepuain: CoriacoBaHue BpEMEH.

B Tom uucie MNPaAKTHIECCKUX 3aHATHH

IIpakTnueckoe 3anaTue Ne 55 Ilens nenosoii Bcrpeun. dpaszpl-kiuie. 1
IIpakTuyeckoe 3ansaTue Ne 56,57 BricraBku u sipMapku.

IIpakTuyeckoe 3anaTHe Ne 58,59 Yuactue koMmaHnH B BBICTaBKE. 1
IpakTuyeckoe 3ansaTue Ne 60,61 JlenoBbie MeperoBOpsI. 1

IMpakTuyeckoe 3ausaTue Ne 62 [IpaBuia npremMa MoCETUTENEH.

IIpakTnyeckoe 3anaTue Ne 63 [Ipuem nocerurenei.




Tema 2.3. Conep:xaHnue yueOHOIro MaTepuasa. OK 01, OK 02, OK
Benenue [IpaBuna Benenus teneoHHbIX neperoBopoB. dpassi-kiume. [IpreM 3BOHKOB B 04, OK 09, TIK 1.1
Tes1eOHHBIX OTCYTCTBHH pyKoBoAuTelNs1. HazHaueHue u nepeHoc BCTpeu. 20
1eperoBopoBs. I'pammarunueckuii matepuan: KocBenHas peusb.

B TOM umciIe NIPAKTHYECKUX 3aAHATHI

IpakTuyeckoe 3ansaTue Ne 64 [IpaBuna BeneHus Tesie)OHHBIX EPETOBOPOB. 1

IIpakTnyeckoe 3ansaTue Ne 65 @paspl-kiuiie.

IIpakTuyeckoe 3anaTHe Ne 66,67 [IpreM 3BOHKOB B OTCYTCTBUU PYKOBOIUTENS. 1

IIpakTuyeckoe 3anaTne Ne 68,69 Haznauenue u nepeHoc Bcrpeu.
IIpomeskyTouHas arTecTaums
Bcero: 160




3. YCJIOBHUA PEAJIN3AIIMA YYEBHOM JUCIHUILIVHBI

3.1. Ans peanu3anuu mporpamMMbl y4eOHOU JUCIUTUIMHBI JOJDKHBI OBITH IPEAYCMOTPEHBI
CJICAYIONIHE CIeIHaTbHbBIC TOMEIICHUS:

Kabuner «MHOCTpaHHOTO 53bIKa B MPOGECCHOHATBHON NEATEIILHOCTH Y, OCHAIICHHBIN B
COOTBETCTBUH C II. 6.1.2.1 0O6pa3zoBaTEIBLHON MPOTPaAMMBI TIO CIICIIUATBHOCTH.

3.2. UnpopMmannoHHOe obecrniedeHne peajn3alui NPorpaMMbl

Jis peanu3anuu mporpaMmbl  OMONMMOTEYHBIH (POHA 00pa30BaTENbHON OpraHU3aLUU
JIOJDKEH UMETh MeYaTHbIC W/WIIN JIEKTPOHHBIE 00pa30BaTeNIbHbIC M HH)OPMALMOHHBIE PECYPCHI,
JUISL MCTIONIB30BaHMs B 0Opa3oBarenbHOM mporecce. [Ipu dopmupoBannu 6ubamoreyHoro Gponaa
00pa3oBaTeNIbHON OpraHM3alell BRIOMpAaeTCsl He MEHee OJHOTO W3JaHus U3 IEePEYHCICHHBIX
HIDKE TEYaTHBIX M3AaHUH W (WIM) DIEKTPOHHBIX M3JaHUI B KayecTBE OCHOBHOTO, IIPU ITOM
CIHCOK, MOXET OBITh IOTIOJTHEH HOBBIMH U3IaHUSIMU.

3.2.1. OcHOBHBIE T€YATHBIE H3TAHUS

1. KomecuukoBa H.H., Jlanmnosa I'.B., leBatkuna JI.LH. AuHrnuiickuii S3bIK s
menemkepoB = English for Managers: yde6Hoe nocoOue Juisi CTYJICHTOB YUPEKICHUI CPETHEro
npodeccuoransHOro o0pazoBanwms. — 12-¢ u3m., crep. — M.: M3naTenbckuii ICHTP «AKaICMHUSI,
2019. — 304 c. ISBN 978-54468-8079-9

2. Xapuenko M.I'., ManaxoBa E.b. AmHrmmiickuii s3pik. YdeOHOe mocoOue 1O
(GOopMHPOBAHNIO TPAKTUIECKUX HABBIKOB BEJICHUS JIEJIOBOM NEPENICKH: yaeOHoe mocodue. — M.
KHOPVYC, 2022. — 142 c. — (bakanaspuar). ISBN 978-5-406-07919-5

3.2.2. OcCHOBHBIE 3JICKTPOHHbIC U3IAHUSA

1. Ky3pmenkoBa, }0. b. Aurnuiickuii s361K. OCHOBBI pa3rOBOPHON MPAKTHKHU : YUEOHUK
s cno / FO. b. Ky3pmenkoBa, A. I1. Ky3smenkoB. — Cankr-IlerepOypr : Jlans, 2021. — 184 c.
— ISBN 978-5-8114-7946-7. — Tekct : >nmeKTpoHHbIH // JIaHB : 3JEKTPOHHO-OMOIHOTEUHAs
cucrema. — URL: https://e.lanbook.com/book/178059 (nmara oOpamenus: 20.07.2023). —
Pexxwm nocTtyna: st aBTOpHU3. TIOIB30BATENEH.

2. Ky3pmeHnkoBa, 0. b. Aurnuiickuii si361k. OCHOBBI pa3roBOpHOU MpakTUkH. KHura juist
npenogaBarens : yaeOunuk mis cmo / HO. B. Ky3emenkosa, A. I1. Ky3pMmeHkoB. — 2-¢ u31., cTep.
— Cankr-IletepOypr : Jlanb, 2023. — 132 c¢. — ISBN 978-5-507-47834-7. — TekcT :
aneKkTpoHHBIH  //  JlaHb : JNIEKTPOHHO-OMOIMOTEYHasT ~ cucTtemMa.  — URL:
https://e.lanbook.com/book/339809 (mara oOpamenus: 20.07.2023). — Pexxum nmoctyma: aist
aBTOPH3. NIOJIb30BATEIICH.

3. Maneuxkas, O. I1. Aarnuiickuii s3sIk : yaeOHOe mocodue st cro / O. I1. Manernkas,
N. M. Ceneuna. — 3-e usn., crep. — Cankrt-IlerepOypr : Jlanb, 2023. — 136 ¢. — ISBN 978-
5-507-45432-7. — TekcT : 3neKTpoHHBIH // JlaHb : 3MEeKTpOHHO-OMONIMOTEUHAs CcHUCTeMa. —
URL.: https://e.lanbook.com/book/269894 (mara obpamienus: 20.07.2023). — Pexum goctyma:
JUIsS aBTOPH3. MOJIb30BATENCH.

3.2.3. lonoJHUTEeIbHbIE HCTOYHUKH

1. Aunpuenko A.C. Business English : yuedHoe mocobue. — PoctoB-na-/lony: Taranpor:
NznarensctBo FOxHOTO (henepanpHoro yHuBepcuteta, 2019. — 146 c. ISBN 978-5-9275-3131-8

2. ManbkoBckass 3.B. AHrIMiCKHMA S3BIK B CHUTYyalMsX TOBCEIHEBHOTO JEIOBOTO
obmenus: yaeoHnoe nmocooue. — M.: UHOPA-M, 2022. — 223 c¢. — (Cpennee mpodecCHoHATbHOE
obpazoBanue). ISBN 978-5-16-014149-7 (print) ISBN 978-5-16-107175-5 (online)

3. HenoBoe anMuHucTpupoBaHue: Business Administration (BUpTyaiabHBIH HMPaKTUKYM).
VYposenb oOpazoBanus: [Ipodeccun cpennero mnpodeccuoHaTbHOTO 00pa3oBaHUsA. APTHUKYII
uznanus: 601619101, Bunx uznanus: DneKTpoHHOE yueOHOE U3IaHuE


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/
https://e.lanbook.com/book/178059
https://e.lanbook.com/book/339809
https://e.lanbook.com/book/269894

4. Kaszaposa E.M. Test Your Business English Secretarial (TecroBsie 3amanust s

MPOBEPKU 3HAHUS JICKCUKH TIO CICIUAIBLHOCTH MEHEKep oduca) [DIeKTpOHHBIA pecypc|:
MeToaudeckoe mocobue. — 3-¢ u3md., crep. — M.: ®JIMHTA, 2019. — 40 c. ISBN 978-5-9765-

2003-5

5. Raymond Murphy English Grammar in Use. — Fifth edition. - Cambridge, 2019. ISBN

9781108457682

6. Planet of English: yueObnuk anrmuiickoro s3pika st CIIO/ beskoposaiinas I'. T.,
Koitpanckas E. A., Cokonosa H. 1., Jlappuk I'. B. — M.: U11 Axanemus, 2017. — 256 c.

7. AHTIMHACKUI s3BIK I KOJUIe/pkei: yaeonoe mocodue mis CIIO / T.A. KapmoBa. —
Mocksa: KHOPVYC, 2016. — 281 c.

8. AHMIMIICKUI S3BIK JIJIST SKOHOMHUYECKUX crernuanbHocteii: yuyeonuk / A.Il. ['omy6es,
N.b. CmupuoBa, H.A. Kadraitnosa, E.B. Monaxosa. — M.: KHOPYC, 2016. — 396¢c. —

(CIIO)

9. Planet of English. Social&Financial Services Practice Book. Auriwmiickuii s3bIK.
[TpakTukym s mpodeccuil U crnenuaibHOCTeH coluaibHO-3KoHOMHYecKkoro npoduis CIIO/
JlaBpuk I'.B. — M. U1 Axanemus, 2016. — 96 c.

10. DBanc B, Jyau x, Grammarway 2. MsnatensctBo Express Publishing, 2016. —

532 c.

11. www.macmillanenglish.com - unTepHET-pECypc ¢ MPAKTUYECKUMH MaTepHaIaMu JJIst

(dhopMHUpPOBaHUS M COBEPIIICHCTBOBAHUS BCEX BHIO-PEUEBBIX YMEHHI 1 HABBIKOB.

4. KOHTPOJIb 1 OHEHKA PE3YJBbTATOB OCBOEHMUSA

YYEBHOM JUCLUATLIUHBI

PesyabTaTnl 00yyeHus

Kpurepun onenkn

MeToabl OIEHKH

Hepeqenb 3HaHHﬁ, 0CBaAaMBACMbIX B paMKaxX THCHUIIJIMHBI

IIPaBHJIa TIOCTPOCHUS TTPOCTHIX
U CIIOKHBIX MIPEATIOKEHUHN Ha
poeCCHOHAIbHBIEC TEMBI;

OCHOBHBIE
0011eynoTpeOuTEIHHBIC
riarofisl (ObITOBAS U
npodecCuoHaIbHAS JIEKCHKA);

JIEKCUYECKUI MUHUMYM,
OTHOCSIIIUICS K ONTUCAHUIO
IPEIMETOB, CPEICTB U
IpOIIecCOB MPO(hecCHOHATEHON
NeSITeTTHHOCTH,

0COOEHHOCTH MPOU3HOLLIECHUS
CJIOB;

NpaBUJia YTCHUS TEKCTOB
npodecCHoHaNBHOM
HaIlpaBJICHHOCTH;
(pa3zsI-KuIIe 11 BEACHUS
Oecebl M EPENUCKU Ha
MHOCTPAHHOM SI3BIKE;
0COOEHHOCTH TepeBoa
JOKYMEHTOB C HHOCTPAHHOTO
SI3bIKA,;

YPOBEHb OCBOCHHUS
y4eOHOro MaTepuana;

YMCHUEC UCITIOJIB30BATh
TEOpeTUYECKHUe 3HAHUS U
MPAKTUYCCKUEC YMCHUA ITPHU
BBITIOJTHEHUH
poQ)eCCHOHANIBHBIX 3a71a4;

YpOBEHB
c(hOpMUPOBAHHOCTH
00X 1
npodeccHoHaNTbHBIX
KOMIIETCHITAH.

OreHka pe3yabTaToB
BBIMTOJIHEHUS IPAKTUYECKUX
pabor.

OneHka pe3yiabTaTOB YCTHOTO U
MMCBMEHHOTO OMpoca.
OueHka pe3yabTaToB
TECTUPOBAHUSI.

OrueHka pe3yabTaToB
CaMOCTOSITENIbHOM pabOTHI.
OrueHka pe3yabTaToB
BBITIOJTHCHHS JTOMAIITHUX
3aJaHuH.




MpaBuJjIa OpraHU3aINK MpHUeMa
IMOCETUTEIICH;

MOPSIIOK ITOJATOTOBKH JISJIOBOM
MOE3JIKH.

Ilepeyenb ymeHuii, 0cBanBaeMbIX B pAMKaX JHCIUIIHHBI

MOHUMATH OOIITUI CMBICI YETKO
MIPOM3HECEHHBIX BHICKA3bIBAHUI
Ha MpodeCCHOHATbHBIC
OBITOBBIE TEMBI;

MIOHUMATh TEKCTHI Ha 6a30BbIC U
npoQeCCUOHATILHBIC TEMBI;
CTPOHTH IPOCTHIC
BBICKa3bIBaHUS O ceOe U 0 CBOCH
npoeCCUuOHATBLHON
JIESITCIIBHOCTH;

y4acTBOBATh B JIMAJIOTaX Ha
obmue 1 mpodeCCHOHAIbHBIC
TEMBI,

KpaTko 00OCHOBBIBATh U
OOBSICHSITH CBOM JICHCTBHUS;
MUCaTh MPOCTHIE CBSI3HBIC
COOOIICHHUS Ha 3HAKOMBIC HITH
WHTEPECYIOIIHE
npoecCuOHANbHBIE TEMBI;
BeCTH Oecenly (BKIIOUas
TeneOHHBIC TIEPETOBOPHI) Ha
WHOCTPaHHOM $SI3bIKE Ha
MTOBCETHEBHBIC U
npodecCuOHANbHBIE TEMBI;
BCTpPEUYATh MOCETUTENEH;

OCYIIIECTBIISATh TPEBEII-
MOJJIEPAKKY JI€JIOBBIX MMOE3/10K;
BECTHU MEPENUCKY Ha
WHOCTPAHHOM SI3BIKE.

JIEMOHCTPALS YMEHHUS
HOTIOJIHATH CJIOBAPHBIN
3arnac ¥ CaMOCTOSITEIIbHO
COBEPILECHCTBOBATH
YCTHYIO U IUCBMEHHYIO
peusb;

JIEMOHCTPALMS YMEHHUS
OIIPELEIATH CBOIO
ITO3ULIMIO ¥ U3J1araTh CBOU
MBICJIM Ha HHOCTPaHHOM
A3BIKE;

ACMOHCTpalunsa YMCHHA
00IIaThCs YCTHO H
IIMCBMCHHO Ha
WHOCTPAaHHOM SI3bIKE Ha
poeCCUOHAIbHBIC TEMBI;
ACMOHCTpalunsa YMCHHA
OIKCHIBATH 3HAYUMOCTh
cBoel mpodeccun Ha
WHOCTPaHHOM SI3bIKE.

OLICHKA pe3yJIbTaTOB
BBITIOJIHEHUS IPAKTUYECKUX
pabor;

OLICHKA pe3yJIbTaTOB YCTHOI'O U
IIMCBMEHHOT0 OIIPOCa;

OLICHKA pe3yJIbTaTOB
TECTUPOBAHUS,

OLICHKA pe3yJIbTaTOB
CaMOCTOSITENIbHOM paboTHI;
OLICHKA pe3yJIbTaTOB
BBITIOJTHEHUS JIOMAIIHUX
3aJlaHuM,

OLICHKA pe3yJIbTaTOB
IIPOBEJICHHOTO SK3aMEHa.
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. OBIIASI XAPAKTEPHCTHKA PABOYEI ITIPOTPAMMEI
YYEBHOM JUCLUAILIUHBI

. CTPYKTYPA U COJEPKAHUE YUEBHOM
JUCHUIINHBI
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. KOHTPOJIb Y OLIEHKA PE3YVJIbTATOB OCBOEHUSI
YYEBHOM JUCLUAILIUHBI



1. OBILIASI XAPAKTEPUCTHKA PABOUE# TPOIPAMMBbI
YYEBHOM JUCHUILINHEI
Cr'.03 BE3OIACHOCTb KU3HEJESTEJILHOCTH

1.1. MecTo cuMIVIMHBI B CTPYKTYPe OCHOBHOM 00pa30BaTe/IbHOM NPOrpaMMbl:

VYyebOuas

mucnumaa  «CI0.03

bezonacHocth

KHU3HCACATCIIBHOCTHY  SABJIACTCA

00s13aTeIbHON YacThio coruaibHo-rymManuTapHoro 1ukina OIIOIT B coorBerctBuum ¢ ®I'OC

CIIO mo crmenuansHOCTH 46.02.01 JlokyMeHTaIMOHHOE OOECIeYeHHUEe YIpaBJICHUS U
apXUBOBECHHUE.
Ocoboe 3HaueHue AUCLUILTNHA UMeeT npu GopmupoBanuu u pazsutun OK 01, 02, 04,
07.
Hean 1 niIaHupyeMble pe3yJabTAThl 0CBOCHUS TUCIHHUILINHBI:
B pamkax mporpamMMmbl y9eOHOW TUCIUIUIMHBI OOYYAIOIIMMHUCS OCBAWBAIOTCS YMEHUS
Y 3HaHUs
Kon IIK, YMeHus 3HaHud
OK
OK 01 | pacno3naBath B mpo(heCCHOHATHLHOM | aKTyalbHBIN po¢eCCUOHATIbHBIN u
U COIMAJIbHOM KOHTEKCTE 3aJaud | CONMAIBHBIA  KOHTEKCT  MOJJICpXKAHUS

u/umd  TpoOJIeMbl, OTHOCSIIHECS K
Kpyry 3agad w/wim  mpoOieMm
noJiIep KaHusi OE30MACHBIX YCIOBHI
JKU3HEEATEIbHOCTH, B TOM 4YHCIIE
1pu Bo3HUKHOBeHHH YC

0e30macHbIX YCIIOBHM >KH3HEIESTEIbHOCTH,
B TOM YHCJI€ IpU BOZHUKHOBEeHUH YC

aHAJTM3UpPOBaTh 3a7adyy M W/WIK | OCHOBHbIE HCTOYHMKM HMHPOpPMALUU U
pOoOJIEMBI, OTHOCSIIHECS K | pecypchl AJi peleHus 3ajad oOecrneueHus
IpeaMeTHOM 00nacTu 6e30macHOCTH | O€30MacHOCTH  JKU3HEIESTENbHOCTH B
KU3HEICSATENbHOCTH, U  BBIACIATH | IPOPECCHOHAIBHOM u COLIMaJIbHOM
COCTaBHbIE YaCTH MOJOOHBIX 3aj]ay | KOHTEKCTaX:  MPUHLUIBL, HpaBWwiIa U
u/unm poOem TpeOboBaHusi ~ 0€30MacHOrO0  TOBEJEHUS,
3aIIUTHI oT OTacHoCTe| npu
OCYIIECTBIICHUU npodeccuoHanbHOMI
nesitenbHOCTH U B YC
BBISBIATH M 3(P(PEKTUBHO HCKATH | PU3NOIOTUYECKUE IIOCJIEICTBHS

nH(popMaIuio, HEOOXOIUMYIO s
pemeHuss 3amad  W/WIM - TpoOIemM
nojjep>kaHusi 0€30MacHBIX YCIOBUN
JKU3HEIEATEILHOCTH, B TOM YHCIIE
1ipu Bo3HUKHOBeHHH YC

BO3JICUCTBHUS HA YEJIOBEKA TPAaBMUPYIOLIUX,
BPEIHBIX U MOpaXkaromux GaKkTopoB

COCTaBJISITh I1aH NEICTBUI, | aNTOPUTMBI U MPUEMBI 3aIIUTHI YeJIOBEKa U
OIIpEACIIATh pecypcehl, | cpesl  oOMTaHUsT ~ OT  HEraTHBHOTO
IIPOrHO3UPOBATH pe3ynbTaThl | BozaencTeus npu YC

peain3allMi  COCTaBJIEHHOTO IJaHa

nojajep>kaHusi 0e30MacHbIX YCIOBUMN

KHU3HEICATEIIBHOCTH, B TOM 4YHCIIE

1py BO3HUKHOBeHNN YC

BJAJIeTh CIIOCOOHOCTHIO NPUHUMATDH | AITOPUTMBI W TNPUEMbl  JCWCTBUH IO
pemeHuss 1Mo IeJeco00pa3HBIM | TpakaaHckon obopone u B UC

nevictusim B UC

BIaJeTh METOJaMM 3aIlUThl  OT | OCHOBBI o0ecreueHus BOCHHOM
BpeIHBIX U omacHbIX (akTopoB YC, | 6e30macHOCTH rocyapcTBa (11 IOHOLICH).
3alIMThl  YelloBeKa M Cpelsl

oOuTaHus oT HEraTUBHOI'O




BozaeictBuss npu  UYC  mpuemsl
JEHUCTBUM TIO TPaXKJTaHCKON 000pOHE
u B YC.

OLICHUBATh PE3YJIbTAT U MOCIECACTBUS
CBOUX JICUCTBUU MO PEUICHUIO 3a/1a4
u/uni  mpoOieM  MOAJepKaHUsA
0e30MacHbIX yCIIOBUI
KU3ZHECSITCIIbHOCTH, B TOM YHCIIE
1pu Bo3HUKHOBeHUHU YC.

OCHOBEI 3HAHUM (171

JIEBYIIICK)

MCAUIIMHCKUX

OCHOB
BOCHHOM
rocyaapcTBa  (1uist

Bnagets 3HAHUSIMH
obOecrieyeHus
0e30IMacHOCTH
FOHOIIICH).

Brnanets
MEIULMHCKUX
JIEBYIIEK)

3HAHUAMU
3HAHUH

OCHOB
(s

OK 02

ONpEeNeNIATh 3aJaud il TIOUCKa
nH(popManuy, coJieprkaren
aKTyaJbHbIC CBEJICHUS 0

0€30IIaCHOCTH KXKU3HEAEATEIbHOCTHA

HOMEHKJIATYpY HH()OPMALMOHHBIX
UCTOYHUKOB, TMPUMEHSIEMBIX B  cdepe
0€30I1aCHOCTH KU3HEAEATEIbHOCTH:
HOPMAaTUBHO-TIPAaBOBBIC AKTBI
beaepanbHOro, PErHOHAILHOT0, JOKAILHOI'O
YPOBHEH, PETyIHPYIOIIHE ACSITEILHOCTh B
chepe 0€30IACHOCTH KHUIHEACITCIbHOCTH,
OCHOBBI KOHTPOJIS M ympaBieHUs B chepe
obecrneyeHus 0e30macHOCTH
KU3HEAEATEILHOCTH 51 3aIUATEI

OKPY’KaIOIIEeH cpeibl

OTIpeeIsATh HEOOXO/IMMBIC | IPUEMBI CTPYKTYpUPOBaHUS HH(OpMAIu,
MCTOYHUKHM HMH(OPMAIMK COIJIACHO | coAep Kalleit aKTyaJbHbIE Hay4HbIe
HOMEHKJIAType  MH(POPMAIMOHHBIX | CBEICHUS 0 0e30MacHOCTH
HCTOYHUKOB, NPUMEHSEMBIX B cepe | KU3HEeIeATeTbHOCTH, u bopmartsl
0€30MaCHOCTH KUZHEACATENILHOCTH | 0OPMIICHHS (yctHOE coo011eHue,
NUCbMEHHOE  COOOIEHHE, 3JIEKTPOHHBIN
KOHTEHT U T.II.) JAHHON HHOpMaIiu
IPUMEHSATh IpPUEMBI | IOPSAOK  NPUMEHEHHUs COBPEMEHHBIX
CTPYKTYpHUPOBaHUS nH(pOpMalLIUK | CPECTB U YCTPOHCTB MH(pOpMaTU3aLUU U
s CO3JIaHMS YCTHBIX U | IMPPOBBIX HHCTPYMEHTOB B O0eCleYeHUH
HHUCbMEHHEBIX coOoOIIeHNI, | 0€30IaCHOCTH JKU3HENESITEILHOCTH u

JJIEKTPOHHOTO KOHTEHTa U T.II. B
IpoLecce OCBOEHUs MH(OpMaluu o
0€30MaCHOCTH KHU3HEIeTeIbHOCTH

3alIMThl OKPYXKAIOIIEH Cpelbl B IpoLecce
peueHust 3a71a4 COLIMAIbHOMI "
po(hecCHOHALHOM e TENbHOCTH

npumensitb WKT wu  uudpossie
WHCTPYMEHTBI JUIsl PELIEHUs 3aj]ad,
CBSI3aHHBIX C MPOPECCHOHATBHBIM
KOHTEKCTOM obecrieyeHus
0€30IMaCHOCTH  KU3HEIEITEILHOCTH
Y 3alIUThl OKPY>KAIOIEN CpeJibl

UCTIOJIB30BATh COBPEMEHHOE
IpOrpaMMHOE obecrieyeHue,
paznuuHble TU(QPOBBIE CPEACTBA IS
MIOJIy4YEHUs uHpopManuy,
MO3BOJISIONICH: HWACHTH(HUINPOBATH
OCHOBHbIE OIAaCHOCTH cpenbl
OOWTaHMS  YEJIIOBEKa, OICHUBATh

PUCK HUX pcain3dallii NPUHUMATb




pemieHust 1Mo I[eJIeco00pa3HbIM
nevictBusaM B YC  pacno3HaBath
JKH3HCHHBIC HapyIIEHUs npu
HEOTJIOKHBIX COCTOSIHUSIX M TPAaBMax

OK 04 OpraHU30BBIBATh PA0OTY KOJUICKTHBA

HICUXOJIOTUYECKHE OCHOBBI JIESITEILHOCTH
TPYAOBOI'O KOJUJICKTHUBA, IICHUXOJOTHYCCKUC
0COOCHHOCTH JIMYHOCTH B chepe TPyHOBOM
JACATCIIbHOCTH, AKTYaJIbHBIC JJIsA
MHHUMU3AIMH ONacHOCTe! 1 3 (HEeKTUBHOTO
ynpasienus puckamu YC Ha paboyem mecte

1 KOMaH/JbI U B3aHMOﬂCﬁCTBOBaTB

OCHOBBI ~ TNIPOEKTHOH  JEATEIBHOCTH B
KOJIJICKTHBE W KOMAaHJIe 110 PEUICHUIO 3a]1a4
MHHHAMH3AIUU OMACHOCTEH U 3PPEKTUBHOTO
ynpasneHus puckamu YC Ha pabouem mecte
Ha OCHOBE TPUHLIUIOB 3(PPEKTUBHOTO
B3aMMOJICHCTBHS IO CO3JJAaHHIO YEIIOBEKO- U
NPUPOIO3ALIUTHON Cpebl OCYILECTBICHUS
poECCHOHAIIBHON e TETHHOCTH

c KOJUIETaMH, PYKOBOJICTBOM,
KJIMCHTAMM JJIs1 CO3JaHMS YSIOBEKO-
u MIPUPOI03AITUTHOM cpelbl
OCYIIECTBJICHUSI MPOPECCUOHATBHON
IEeITEIbHOCTU

OK 07 | addexTurHO NEHCTBOBATH B
YpPE3BBIYANHBIX CHUTYaIHSIX,
COOJII0/IaTh HOPMBI  IKOJIOTUYECKON
0€30MmacHOCTH Ha pabovyeM MecTe

MOPSIIOK  JIEWCTBUM B YpPE3BBIYANHBIX
CUTYalUsX, HOPMBI IKOJIOTMYECKON
0e301acHOCTH npu BEJICHUU
po¢eCCHOHATILHOM 1€ TEeIbHOCTH

COJIECTBOBATh IIPAKTUYECKOMY
OCYHLIECTBIICHUIO UJEU OEpEKINBOrO
MIPOM3BOJICTBA 332 CYET MUHUMU3ALIUN
yrpo3bl ~ TOTEPb,  BBI3BIBAEMBIX
HapylLIeHUssMH HOpPM 0€30I1acHOCTU
KHU3HENEATeNIPHOCTH Ha  paboueM
MecTe

crocoObl MHUHUMU3ALMK  YTPO3bl TOTEPb,
BBI3BIBAEMBIX HApYHICHUSIMH HOpM
0€30IMacHOCTH  JKU3HEAEATEILHOCTH  Ha
paboyeM MecTe W OMACHOCTh HapyIIECHUs
HOpPM 0€30TacHOCTH JKH3HEACATEITHHOCTH
UL peanmu3allid  UJIeH  OepexIIMBOrO
MIPOU3BOJICTBA

2. CTPYKTYPA U COJAEP)KAHUE YUYEBHOW JUCIUILINHBI

2.1. O0bemM yueOHOM AMCUMIIMHBI M BUbI Y4e0HO# padoThI

Buj yue6Hoii padoThl O0bem B yacax
O6beM 00pa3zoBaTeNIbHOM MPOTrpaMMbl y4eOHON AUCIMUITIUHBI 70

B T.4. B (hOpMe MPaKTHUECKOH MOITOTOBKH 4

BT. U.:

TEOpeTHUYECKOe 00yueHne 4
[IPAaKTUYECKUE 3aHATUS 4
CamocrostenbHas pabora 62




2.2. TemaTnuyeckuii IVIaH U CO/iep:KaHNe Y4eOHOH AUCHHUIIINHBI

O0beM, aK. 4/ B TOM

Koapl koMmeTeHIniA
H JUYHOCTHBIX
pe3yabTaToB,

HaumeHoBanmue Copep:xanue yuyeOHOro Mmatepuaja 1 GopMbl OPraHu3aluu e TeJIbHOCTH yucie B popme
pa3aenoB U TeM o0yvarommxcst NMPaKTHYeCKOH qmprol?;;i?;mm
NMOJATOTOBKH, aKaj. 4
crnoco0cTByeT
3J1EMEHT MPOrpaMMbl
1 2 3 4
Paznen 1. Be3onacHOCTD KU3HENEATETLHOCTH B YPe3BLIYAITHBIX CUTYAI[UAX 30/2
Tema 1.1. Conep:xanue yueOHOro MaTepuaJia
YpesBblyaiiHbie Hemn w 3amaum wu3ydeHWs AucUUIUMHBL. [loHsTHE W O00Imas KiacCUpHUKAIIL
CUTYallMl MUPHOT'O Yype3BbIYaiHBIX cUTyauui. Upe3BbluaiiHble CUTYalldH HNPUPOIHOIO U TEXHOTECHHOTO
BpPEMEHHM M 3allMTa OT | Xapakrepa. UpesBblyailHble CUTyallid COLMAIIBHOIO IPOMCXOXKJIEHHUS. Teppopusm u 10
HHX Meppl 1O ero  mpeaynpexaeHdro.  OCHOBBI — HOXapoOe30MacHOCTH U
ANEKTPOOE30aCHOCTH OK 01, OK 02,
B TOM unc/ie NTPAKTHYECKUX 3aHATHI OK 04, OK 06, OK 07
IIpaktrueckoe 3ansTHe Ne 1. IlpaBuna moBefeHHs B 4pe3BBIYAMHBIX CHUTYaIUSX
IPUPOAHOrO U TEXHOTEHHOI'O XapakTepa 1
[TpaxTruaeckoe 3arstre Ne 2. [IpaBuna 6e30macHOTO MOBEACHUS TIPH yTPO3e
TEPPOPUCTHUECKOTO aKTa
CamocTrosiTeibHasi padoTa 00y4Yalommxcs
Tema 1.2. Conep:xanue yueOHOro MaTepuaJa
Crioco0bI 31U THI SnepHoe opyxwme u ero mopaxarommue (akTopbl. J[eHCTBUS HacelneHWs B ouare
HacCeJIeHUs OT OPYKHUS | SJIEPHOTO TIOpaKeHUs. XHUMHUYECKOe OpYyKHMe M €ro xapaktepuctuka. JlewcTBus
MAaccoBOI0 MOPaKeHUs | HAaCeJIEeHHs B o4are XUMHUYecKoro nopaxenusa. CpeacTsa WHANBUAYATBHON 3aIIUTHI
HaCEJICHUS 10
buonoruueckoe opykue W €ro xapakrepuctuka. JleifictBue HacenmeHus B odare OK 01. OK 02
OMOJOTMUECKOro TMOpaKeHHWs. 3aliuTa HaceleHUs Ipu PATUOAKTHBHOM U OK 04 OI’< 06 OI’< 07
XUMHYECKOM 3apaKeHHH MecTHOCTH. Cpe/icTBa KOJUIEKTHBHOM 3aIIHUTHI HACEIEHUS ’ ’
B ToM umcie npakTHYeCKUX 3aHATHI
IIpakTudeckoe 3ansatue Ne 3. [IpaBuiia moBeeHUs U ACUCTBUS B OUare XUMHUYECKOTO
1 OMOJIOTHYECKOTO MOPAKEHUS 1
[Ipaktrueckoe 3aasaTue Ne 4. Mcroyib30BaHUE CPENCTB MHANBUAYATHLHON 3alATHI OT
nopaxaromux paxtopos npu YC
CamocTrosiTeqibHasi pab0oTa 00y4alOIIMXCS -
Tema 1.3. Conep:xanue yueOHOro MaTepuaJa OK 01, OK 02,
OpranuzanuMoHHble U | YCTOWYMBOCTh PabOThI 0OBEKTOB SKOHOMHKH B YpE3BBIYAWHBIX cUTyanusx. Emunas 10 OK 04, OK 06, OK 07




NMPaBOBbIE OCHOBBI
o0ecneyeHus
0e30macHOCTH
JKH3HEIEeATEeILHOCTH B
4pe3BbIYAHHBIX
CUTYaIUsAX

TOCY/IapCTBCHHAs CHUCTEMa MPEIYNPESKICHUS | JTUKBUIAIMHA  YPE3BBIYAWHBIX
cutyaruii (PCUC). ['ocymapcTBeHHBIE CITy>KOBI IO OXpaHe 3/10pPOBbs U 0€30MaCHOCTH
rpaXJaH

[ToHsiTHE U OCHOBHBIE 3a/1a4W TPAXKIAHCKOH 000poHbl. OpraHu3aluoHHas CTPYKTypa
rpaxaaHckoil 00opoHbl. OcHOBHBIE Mepompusatusi, npoBomumbie ['O. [leiicTBus
HaCeJIeHHS 10 CUTHAJIaM

B TOM uMciie NpaKTHUYECKUX 3aHATHI

[Mpaktuueckoe 3anarue Ne 5. IlpaBuna moBeaeHWs] M JEHCTBHS IO CHTHAjIaM
rpakJaHCKOH 000pOHBI

CamocTosiTeJIbHAasi padoTa 00y4Yalonuxcst

Pa3znen 2. OcHOBBI BOEHHO#i CJIYKObI H MeTUIIUHCKON MOATOTOBKH 40/2
Moayab «OCHOBBI BOCHHOM CJIYKOBI» (1715 IOHOLIEH) 40/2
Tema 2.1. Coaeprxanue yueOHOro MaTepuaJia
OCHOBBI BOCHHOH HopmartuBHo-TipaBoBasi 6a3a obecriedeHnss BOeHHOW Oe3omacHOCTH Poccuiickoit
0e3onacHOCTH Oenepannn, GyHKIIMOHUpOBaHUS ee BoopyxeHHBXx CHI W BOSHHOW CIyXOBI 10
Poccuiickoii rpaxiaaH OK 01, OK 02,
Denepauuu Opranusaius 00oponsl Poccuiickoi deneparuu OK 04, OK 06, OK 07
B Tom uncie npaKkTHYeCKUX 3aHATHI
[TpakTrueckoe 3aasitTue Ne 6. O0mas puzndeckast U CTpoeBasi MOATOTOBKA 1
CamocTrosiTesqibHasi padoTa 00y4Yarommxcs
Tema 2.2. Conep:xanue yueOHOro MaTrepuaJia
Boopy:xennbie Cuiibl | Pycckasi BoeHHas cuiia — OT KHSDKECKUX JIPYKHH J0 PaKeTHO-KOCMHUYECKUX BOMCK.
Poccuiickoit Hasnauenue u 3agaun BoopyxeHnbsix Cun 10
Denepanuu CoctaB Boopyxenubix Cui. PykoBoacTBo u ynpasiaenue BoopyxennsiMu Crunamu OK 01. OK 02
Pedopma Boopyxkennsix Cui POCCI/II/ICUKOI/I ®enepannu 2008-2020 rr OK 04, OI,C 06, OI,C 07
B ToM ymcie npakTHYeCKNX 3aHATHI
IIpakTrueckoe 3ansaTue Ne 7. Bunel BoopyxkeHnsix Cui, pona BOWCK, HCTOPUS UX
CO3J1aHMsI, MX OCHOBHBIE 33/1a41
CamocTrosiTesibHasi padoTa 00y4yarommxcs -
Tema 2.3. Conep:xanue yueOHOro MaTepuaJa
Bounckas [lonsiTvie W CyITHOCTH BOWHCKOHM 00s3aHHOCTH. BowWHCKMiA yueT rpaxnaH. [Ipu3siB
00SI3aHHOCTH B rpakJiaH Ha BOCHHYIO CIIYKO0Y
Poccuiickoi MeauIMHCKOE OCBHICTENBCTBOBAHME U 00C/ICIOBAHME IPaKIaH IIPU MOCTAHOBKE MX 5 OK 01. OK 02
Denepanun Ha BOMHCKHH yYeT Y IPY IPU3bIBE HA BOEHHYIO CIIYKOy OK 04 OI’( 06 OI’( 07
Obs3arenbHas 1 JOOPOBOJIbHAS MOATOTOBKA IPaKJIaH K BOGHHOM CITyK0Oe ’ ’
B ToM uncie npakKTHYeCKUX 3aHATHI
[Ipaktnueckoe 3anstue Ne 8. OOs3arenbHas MOATOTOBKA TPaKIaH K BOEHHOM 1

CITy)0e

CamocTosiTeibHAasi padoTa 00yYalonuxcs




Tema 2.4.
CHMBO0JIbI BOUHCKOT
yecTH. boeBble

Conep:xanue yueOHOro MarepuaJia

BoeBoe 3HamMs 4YacTH — CHMBOJ BOMHCKOH 4YecTH, J00JeCTH U cjaBbl. boeBble
Tpaguu BoopyskeHHbIX cun PO

TpaauIuu OpaeHa — MOYeTHBIC HArpajabl 32 BOMHCKUE OTIMYHUS B OOI0 M 3aCiyTH B BOCHHOM 5 OK 01. OK 02
Boopy:xkennbix Cui ciyx0e. Puryanst Boopyskennsix Cun Poccniickoit @eneparuu OK 04 OI’< 06 OI’< 07
Poccun ITaTproTH3M 1 BEpHOCTH BOMHCKOMY A0ATy. pyk6a, BOHCKOBOE TOBAPHUIIIECTBO ’ ’
B TOM uMciie NTpaKTHUYECKUX 3aHATHI
[Mpaktuueckoe 3ansitue Ne 9. BowHCKMe 3BaHUSI W BOCGHHAas (QoOpMa OJCHKIBI
BoeHHocayxaux Boopyxennsix Cun Poccuiickoit @eneparyu
CamocTrosiTesibHasi padoTa 00y4yalomuxcs
Tema 2.5. Conep:xanue yueOHOT0 MaTepHaJa
OpranuzanuoHHble 1 | BoeHHas cinyx0a — 0coObIi BHJI TOCYAapCTBEHHOM cyObl. BOMHCKHE TOKHOCTH U
NMPaBoOBbIE OCHOBBI 3BaHMs BOGHHOCHYKaluX. [IpaBoBoii cTaTyC BOEHHOCTYXAIIUX
BOCHHOIA CJ1y:KObI B [lpaBa u  obOs3aHHOCTH  BoeHHOCayxamux. CoumanbHoe — oOecreueHue
Poccuiickoit BOCHHOCTYXanmx. Havano, cpok ¥ OKOHYaHWE BOCHHOH CIy»Obl. YBOIBHEHHE C 10 OK 01, OK 02,
Denepanuu BOCHHOU CITy:KOBI OK 04, OK 06, OK 07
[TpoxoskaeHue BOEHHOH CyXOBl MO MpHU3BIBY. BoeHHas ciyk0a MO KOHTPAKTY.
AJpTepHAaTHBHAS TPAXKAAHCKAs CIyX0a
B TOoM uMciie npaKTHUYECKUX 3aHSATHI
IpakTrueckoe 3anstre Ne 10. O0riast Gusnyeckas ¥ CTpOeBas MOAroTOBKa
CamocTrosiTesibHasi padoTa 00yYaroIMXxcs
Moayab «OcHOBBI MEAUIMHCKUX 3HAHUIH» ()15 eBYIIeK) 40/2
Tema 2.1. Coaeprxanue y4eO0HOr0 MaTepHuaJia
OO0uue npaBuia Onenka cocTossHUs ocTpagasero. OOIIas XapakKTepuCTHKa TOPAKEHUH OpraHu3Ma
OKa3aHus NMepBoii YeNoBeKa OT BO3JIEHCTBHUS OMAacHbIX GakTopos. OOIIHe MpaBuiia 1 MOPSIO0K OKa3aHHsI
MOMOIIH MepBOM MEAUIIMHCKOM MOMOIIHN 15
IlepBasi mOMOIIb NP Pa3IMIHBIX OBPEXKIECHHUIX M COCTOSHUAX OpPraHu3Ma
TpanciopTHass KMMMOOMIM3aUMs W TPAHCIIOPTHPOBAHUE IIOCTPAJABIIUX IIPH
Pa3IMYHBIX MOBPEKICHUAX
B TOM uMc/ie NTpaKTHYECKUX 3aHATHI 1 OK 01, OK 02,

IIpaktuueckoe 3anstue Ne 6. IlepBast momomip NpHU OTCYTCTBHM CO3HAHUS, INPH
OCTaHOBKE JIbIXaHHs U OTCYTCTBUH KpOBOOOpaleHust (OCTaHOBKE CepALa)

IIpaktnueckoe 3anarue Ne 7. [lepBas momols OIpy HApYKHBIX KPOBOTECUEHUSX, [IPU
TpaBMax pas3jIMuHbIX obOjacTeil Tena

IIpaktuueckoe 3anstue Ne 8. [lepBas moMoIIb IPU 0KOTaxX U BO3ACHCTBUU BHICOKUX
TeMIIepaTyp, IpU BO3ICUCTBUU HUZKUX TEMIIEPATYP

[Ipaktrueckoe 3austue Ne 9. IlepBasi momMoImp MPH MOMAAaHUH WHOPOIHBIX TEN B
BEPXHHUE JIbIXaTEbHBIE MYTH, IPU OTPABIECHUSIX

CamocTrosiTeqibHasi pab0oTa 00y4alOIIMXCS

OK 04, OK 06, OK 07




Tema 2.2.

Conep:xanue yueOHOro MarepuaJia

IIpoduniaakTuxa N3 wucropum wHGEKITMOHHBIX  Oome3Hedl. Kimaccndukamums  HHOEKITHMOHHBIX

HH(eKINOHHBIX 3aboneBanuii. O0mye mpu3Haku HHQEKITMOHHBIX 3a00IeBaHNN

3a00J1eBaHMIi BoznymHo-kanensHble wHOekmn. JKemymouHo-kuiieuHble uHpeKnuu. [lumiessie 15 OK 01, OK 02,
oTpaBiicHHs OaKTEPUANTBHBIMU TOKCHHAMHU OK 04, OK 06, OK 07
OO01ve MPUHITATIEI MPOGUIAKTHKHA HH)EKITHOHHBIX 3a001eBaHNi
B TOM uMciie npaKTHYECKUX 3aHATHI
IpakTrueckoe 3anstre Ne 10. [IpaBuina rocnuranu3anui HHQEKIIMOHHBIX OOJTBHBIX 1
CamocTrosiTeibHasi padoTa 00y4al0IMXCS -

Tema 2.3. Coaeprxanue yueOHOro MaTepuaJia

Oobecneuenne 3mopoBee W GakTopel ero (GopMHUPOBaHMI. 3TOPOBBIM 00pa3 JKU3HH U €ro

310poBOro 00pasa COCTaBIISIONIHE 10

JKU3HHU

JBurarenbHasi akTUBHOCTh U 370pOBbe. [IuTanue u 310poBbe. BpeaHbie NpUBBIUKY.
®dakTops! prucka. [ToHsiTHE 00 UMMYHHTETE U €T0 BUIAX

B Tom uncie npakTHYeCKHX 3aHATHI

[Ipaktnueckoe 3anarue Ne 11. CocraBieHne WHAUBUAYAJbHBIX KapT 30POBbS C
PECKUMOM JTHA, I“pa(pI/IKOM IUTaHHA C BOBMOXHOCTBIO OTCJIC)KNBATh CBOU ITOKAa3aHU

CamocTosiTeibHas padoTa 00yyalonuxcs

OK 01, OK 02,
OK 04, OK 06, OK 07

IIpome:kyTOUHAs aTTeCTALU

Bcero:

70




3. YCJIOBUS PEAJIN3AIIMU YYEBHOM U CHUILIVHBI

3.1. [ns peanu3anmuu NPOrpaMmMbl Yy4eOHOH JUCUMILIMHBI OJIKHBI OBITh
NpeIyCMOTPEHbBI CJIeAYyolIHe CelHaAJIbHbIe OMeIeHUs

Kabuner «be3onacHOCTH XHU3HEIEATCILHOCTHY, OCHAIEHHBIH B COOTBETCTBHU C II.
6.1.2.1 oOpa3oBarenbHON NPOrPaMMBI IO CHEIIUATBHOCTH.

3.2. UnpopMmanoHHOe obecnedeHne peajn3alui NPorpaMMbl

Jlia peanuzanuu MporpaMMbl OUOIMOTEUHBINH (GOHI 00pa3oBaTeNbHON OpraHu3aluu
JIOJDKEH MMETh MeYaTHbIe W/UIIH AJIEKTPOHHBIE 00pa3oBaTelbHble U MH()OPMAIIMOHHBIE PECYPCHI
JUTSL KCTIOJIb30BaHMs B 0Opa3oBaTenbHOM mporecce. [Ipu dopmupoBanuu 6udianorednoro Gonga
00pa3oBaTelIbHONM OpraHu3alueld BhIOMPAETCS HE MEHEE OJHOr0 M3JIaHUS U3 MEePEeUUCICHHBIX
HUKE TEeYaTHBIX U3JaHUM M (WJIK) 3JIEKTPOHHBIX W3/aHUN B KA4eCTBE OCHOBHOTO, MPHU ITOM
CIIUCOK MOXET OBITh JOTIOJIHEH HOBBIMU M3/IaHUSIMHU.

3.2.1. OcHOBHBbI€ NIeYaTHbIE U3TAHUS

1. be3omacHOCTh KU3HEACATENBHOCTH: YYEOHUK U TPAKTUKYM Ui CPEOHEro
npodeccuonansHoro obpazosanust / C. B. AbGpamosa [u mp.]; mox obmel pemakmuein B. I1.
Conomuna. — Mocksa:FOpaiit, 2022. — 399 c. — (Ilpodeccuonansuoe obpazoBanue). — Tekcr:
HEIIOCPEICTBEHHBIMN.

2. benos, C.B. be3onacHocTb XU3HEACSITENPHOCTH U 3allUTa OKPYKAIOIIEH Cpeibl
(texHocepHas Oe3omacHOCTh) B 2 4. YacTh 1: y4yeOHMK mjisg cpeaHero mnpodecCHOHaIbHOTO
obpazoBanusi / C. B. benos. — 5-e uzn., nepepab. u gomn. — Mocksa : FOpaiit, 2020. — 350 c. —
(ITpodheccronansrnoe oOpazoBanue). — TeKCT: HEMOCPEICTBEHHBIM.

3. benos, C.B. be3onacHoCTh >XM3HEAEATEIHLHOCTH M 3alllUTa OKPYXKAIOLIEH Cpebl
(texnocepnas 6e3omacHocTh) B 2 4. YacTe 2: y4yeOHHMK aJisi cpeaHero mpodeccruoHaIbHOTO
obpaszoBanus / C. B. benos. — 5-e u3z., nepepadb. u nomn. — Mocksa : FOpaiit, 2022. — 362 c. —
(ITpodeccuonanbHoe o6pa3oBanue). — TEeKCT: HEMOCPEICTBEHHBIM.

4. Kapsxun, B.M. be3omacHOCTh >KHU3HENEATENHHOCTH: YYEOHHK M TPAKTHKYM JUIS
cpennero mnpodeccuonanbHoro oobpaszoBanus/B.U.Kapskun, W.M.Hukynuna, — 3 e w3z,
nepepad. u qom. — Mocksa: FOpaiit, 2022 — 313 c. (IIpodeccuonansnoe ObpazoBanue). —TeKcT:
HEIOCPEICTBEHHBIMN.

5. Koconanosa, H.B. bezonacHocts xusnenestensHoctu. [Ipaktukym: yuebHoe mocodue
/" H. B. Koconanoa, H. A. Ilpoxonenko. — MockBa: KuoPyc, 2021. — 156 c. —
(ITpoeccronansHoe 0Opa3oBaHue). —€KCT: HEMOCPEICTBEHHBIM.

6. Muctok, M.H. OcHOBBI MEAUITUHCKUX 3HAHUMN: YUYEOHUK U MPAKTHKYM ISl CPEIIHETO
npodeccuonansHoro obpazosanus / M. H. Muciok. — 3-e usn., nepepabd. u mom. — Mocksa
:FOpaiit, 2022. — 499 c. — (IlpodeccronanpHoe oOpazoBanue). — ISBN 978-5-534-00398-7. —
TekcT: HemocpeICTBEHHBIH.

7. OcHOBBI BOCHHOU cTyKObI: yueOHuK / B.}O. Mukprokos, B.I'. IllamaeB. — 2 —wm3j.,
nepepad. u gon. — MockBa: KHOPYC, 2021. — 506 c. (Cpemnee mnpodeccruoHalIbHOE
obpazoBanue) — TekcT: HEMOCPEACTBEHHBIH.

8. OcCHOBBI MEIUWIIMHCKUX 3HaHWK (aHAaTOMHs, (PU3MONOTHUS, TUTHEHA YEeIOBEKa U
OKa3aHHWe TEePBOM MOMOIIH TPHU HEOTIOXXHBIX COCTOSHHSX): ydeOHOoe mocooue; mox pexn. M. B.
I'aiiBoponckoro WM. B. TaiBoponckuii, I'. M. Huuunopyk, A. W. TaiiBoponckuii, C. B.
BunorpagoB — 3-¢ u3n., ucnp. u gomn. — Cankr-Ilerepoypr : CmenJlur, 2021. — 311 ¢. —
(ITpoeccronansHoe oOpa3oBanue). —€KCT: HENOCPEICTBEHHBIMH.

9.PezunkoB, E.A. be3omacHOCTh KHU3HEAEATETBHOCTH: YYEOHUK JUIsI CPETHEro
npodeccuonansHoro odpasosanus/E.A. Pe3unkos, A.B. Ps3annesa. — 2-e u3z., nmepepad. u JOII.
—  Mockpa:  HOpaiit, 2022-639c.  (IlpodeccuonaibHoe  oOpa3oBaHue).  —IeKCT:
HEIMOCPEICTBCHHBIMN.

10.CyBopoBa, I''M. Tlcuxomornueckne OCHOBBI O€30MMACHOCTH: YYECOHHK M TMPAKTUKYM
Ui cpeaHero npodeccuonansHoro oodpasosanus / [.M.CyBopoBa. — 2-e u3[., UCHP. U JIOM.—
Mocksa:  FOpaiitr, 2022 — 182 c.(IlpodeccuonanbHoe  oOpa3oBaHue). —TeKcCT:
HEMOCPEICTBEHHBIN.



3.2.2. OcHOBHbBIE JJICKTPOHHBIE U3IaHUS

1. besomacHOCTh XHU3HEnEATeTbHOCTH : yueOHuMK 1y cmo / H. B. I'opekora, A. T.
@etucos, E. M. Meccunesa, H. b. ManyiinoBa. — 3-e u3za., crep. — Cankr-IlerepOypr : Jlanb,
2023. — 220 c. — ISBN 978-5-507-45693-2. — TekcT : anekTpoHHbli // JlaHb : 37eKTpOHHO-
oubmuoreunas cucrema. — URL: https://e.lanbook.com/book/279821 (mata oOpamieHus:
03.08.2023). — PesxkuM mocTyma: 1uis aBTOPH3. MOJIb30BATENCH.

2. be3omacHOCTh KH3HEIEATEIbHOCTH : yueOHuk it cro / H. B. ToppkoBa, A. T.
®etucos, E. M. MeccuneBa, H. b. ManyiinoBa. — 3-¢ usn., crep. — Cankr-IletepOypr : Jlansb,
2023. — 220 c. — ISBN 978-5-507-45693-2. — TekcT : 21eKTpoHHbIH // JIaHb : JIEKTPOHHO-

oubnmmoreunas cucrema. — URL: https://e.lanbook.com/book/279821 (mata oGpamieHus:
18.07.2023). — Pexxum gocTyma: s aBTOPHU3. TOIb30BaTENICH.
3. be3zonacHocTh xku3HenmesrenbHocTH. IlpakTkym : ydeOHoe mocobue / B. A.

bonnapenko, C. U. Eprymenko, B. A. JlenuxoBa — Mocksa : UL PUOP, HULl NH®PA-M,
2019. — 150 c. — Tekcr: snexrponnsiii. — URL: https://znanium.com/catalog/product/995045
(mata oopamenwus: 02.07.2021).

4. be3onacHOCTh  JKU3HEACATCIILHOCTU: YYEOHMK ¢ TMPAKTUKYM JUIS  CPEIHEro
npodeccuonansHoro obpazosanmsi / C. B. AGpamoBa [u np.]; mox oOmiel pemakmueit B. I1.
Conomuna. — Mocksa :FOpaiit, 2022. — 399 c. — (IIpodeccuonansnoe obpazoBanue). Tekcr:
JIEKTPOHHBIA // DnekTpoHHas OubmmoreyHas cucrema FOpaiir [caiit]. — URL:
https://urait.ru/bcode/469524 (nara obpamenus: 02.02.2022).

5. benos, C. B.be3onacHOCTh >XH3HEAEATEILHOCTH M 3alllUTa OKPY>KAIOIIEH CpeIbl
(TexHocepHas Oe3omacHocTh) B 2 4. Yacte 1: yuyeOHMK miisg cpemHero mpodeccHoHaIbHOTO
ooOpasopanusi / C. B. benos. — 5-¢ m31., nepepad. u momn. —Mocksa :FOpaiit, 2020. — 350 c¢. —
(ITpodeccuonanbuoe obOpazoBanue). — TekcT: AnmeKTpoHHBIH // OOpazoBaTenbHas miaaTdopma
IOpaiir [caiit]. — URL.: https://urait.ru/bcode/453161 (nara obparenus: 22.02.2022).

6. benos, C. B.be3onacHOCTb XU3HENEATENILHOCTH M 3alUTa OKpYXKaroIlel cpeabl
(texHocepnas 6e3omacHocTh) B 2 4. YacTh 2: y4yeOHHMK aJisi cpeaHero mpodeccruoHaIbHOTO
obpaszoBanus / C. B. benos. — 5-e u3a., nepepad. u gon. — Mocksa: FOpaiit, 2022. — 362 c. —
(ITpodeccuonanvuoe oOpazoBanue). — TekcT: anexTpoHHbI // OOpaszoBarenbHas ImiaTGopma
FOpaiit [caiit]. — URL: https://urait.ru/bcode/492045 (nata obparenwus: 22.02.2022).

7. Muxkprokos, B.IO., OcHoBbl BoeHHOU ciyx0bl : yueOHUK / B.}O. Muxprokos, B.I'.
[IlamaeB. — MockBa: KnoPyc, 2021. — 505 c. —URL:https://book.ru/book/941500 (nara
obparenust: 26.02.2022). — TekcT: 2M€KTPOHHBIM.

8. Muctok, M. H. OcHOBBI MEAMIIMHCKUX 3HAHUM : yUeOHUK U MPAKTUKYM JUISI CPETHETO
npodeccuonansHoro obpazoanus / M. H. Muciok. — 3-e usn., nepepad. u jmon. — Mocksa
:FOpaiit, 2022. — 499 c. — (IlpodeccuonanbHoe obpazoBaHue). — TeKcT : 3MEKTPOHHBIN //
DnexkTponHas OubaroTeuHas cucrema HOpaiit [caiit]. — URL: https://urait.ru/bcode/433458
(mata obpamenwus: 10.08.2021).

9. Muxamwmuan, A. M. bBe3omacHOCTh KHU3HEACITCILHOCTH M OXpaHa TpyJda Ha
npousBojcTBe : yueOHoe mocobue mns CIIO / A. M. Muxauwmuau. — CapatoB, Mocksa :
[TpodobOpazosanue, At [Tn Ap Menma, 2021. — 111 ¢. — ISBN 978-5-4488-0964-4, 978-5-4497-
0809-0. — TekcT: 3neKTpOHHBIH // DnekTpoHHO-OubMoTeyHas cucremMa IPR BOOKS: [caiiT]. —
URL: http://www.iprbookshop.ru/100492.html (mata oOpamenus: 10.08.2021). — Pexum
JIOCTyIIa: JJIsl aBTOpU3Hp. nonb3oBarenei. - DOI: https://doi.org/10.23682/100492

10. PomunonoBa, O. M. Menaunko-O6nonornyeckue OCHOBBI Oe3omacHocTd. OxpaHa
TpyAa: YyueOHHMK Jis cpefaHero mnpodeccuoHanbHoro obpaszoBanus/ O. M. Ponnonosa,
. A. CemenoB. —Mockaa :lOpaiir, 2022.— 441 c.— (IIpodeccuonanpHoe o0Opa3zoBaHue). —
Texcr:  snmektponHsld  //  OOpa3zoBatenpHass  miardgopma  FOpaiit  [calfiT]. —
URL.: https://urait.ru/bcode/491234 (nata oopamienus: 22.02.2022).

11.  Hlupoxos, 0. A. 3amuTa B Upe3BbIYAIHBIX CUTYAIUAX U TPaKJaHCKas 000poHa :
yaebnoe nocoodue s cro / FO. A. lupokoB. — 2-e uza., ucnp. u gomn. — Cankr-IletepOypr :
Jlanb, 2023. — 556 c¢. — ISBN 978-5-8114-9508-5. — Tekcrt : snexTpoHHbId // JlaHp :
aJIeKTpoHHO-OMOmnoreunas cuctema. — URL: https://e.lanbook.com/book/293030 (mata
obpamtenus: 18.07.2023). — Pexxum mocrtyma: i aBTOPU3. MOJIB30BaTEICH.



https://e.lanbook.com/book/279821
https://e.lanbook.com/book/279821
https://urait.ru/bcode/453161
https://urait.ru/bcode/492045
https://doi.org/10.23682/100492
https://urait.ru/bcode/491234
https://e.lanbook.com/book/293030

3.2.3. JlonoJTHUTEIbHbI€ HCTOYHUKH

1.bezomacHocts B TexHocdepe:  Bceepoccuiickuii  HaydHO-METOAMYECKUH U
uH(OpPMAIIMOHHBIN KypHa [DnekTponHbii pecypc]. URL: http://www.magbvt.ru.

2.0dunnansHbIi CaiT MUC PO [D1eKTpOHHBIN pecypc].
http://www.mchs.gov.ru.

3.CyBopoBa, I'. M. Meroaunka oOydeHHs] O€30IaCHOCTH KU3HEIEATCILHOCTH : y4eOHOE
nocobue s cpenHero npodeccuonanbHoro obpasosanus / I'. M. CyBoposa, B. JI. 'opuuesa. —
2-e H31I., UCIp.
u non. — MockBa :FOpaiit, 2020. — 212 c¢. — (IIpodeccuonanbroe obpazoBanue). — Tekcr:
JJICKTPOHHBIA // DnexktpoHHas Oubnumoreunas cucrtema IOpait [caiit]. — URL:
https://urait.ru/bcode/452850 (nara obpamenus: 10.08.2021).

4. CyBoposa, I'.M. [Icuxosoruyeckne OCHOBBI 0€301TaCHOCTH: YUCOHHUK U TIPAKTUKYM JISI
cpennero mnpodeccuoHanbHoro obpazosanusi / ['M. CyBopoBa. — 2-¢ u3Ad., HCIp. U JOIM.—

URL:

Mocksa: OpaiiT,2022 —
HEIIOCPEICTBEHHBIMN.

182

c. — (IIpodeccuonanpHoe

oOpaszoBaHme). —

Texkcr:

5. DHimkoneaus 0€30MacHOCTH JKU3HEAEATEeIbHOCTH [DnekTponnsiid pecypc]. URL:
http://bzhde.ru (mata oopamenus: 10.08.2021).

4. KOHTPOJIb 1 OHEHKA PE3YJIBbTATOB OCBOEHMUAA

YYEBHOM JUCLUATLIUHBI

Pe3yabTaThl 00yuyeHus

Kpurepun oueHku

MeToanl OEHKH

Hepeqeﬂb 31—[3HI/Iﬁ, 0CBaUBACMbIX B paMKaXx JUCHUIIJIHHBI

AKTyaJIbHBIN
npodeccuoHaNbHBIHI

M COIMAJIbHBIA  KOHTEKCT
MOIEP>KaHUS 0e30MacHbIX
YCHOBUN KU3HEACATEIbHOCTH,
B TOM qucIie npu
BO3HMKHOBeHHU UC;
OCHOBHbBIE UCTOYHUKHU
uH(pOpMaLlUl U PECypehbl JUIs
peleHus

3a1a4y obecrieueHus
0e30MacHOCTH
KU3ZHEICATSIIBHOCTH B
npodheccCuoHaTFHOM u
COLMATEHOM KOHTEKCTaX:
MIPHUHIIUIIBI, paBuIIa u
TpeOoBaHUS 0e30MacHOro
MOBE/ICHUS, 3aIUTHI oT
OMacHOCTEN npu
OCYILIECTBIICHUH
npodeCCHOHATBHON
nesitenbHoCTH 1 B UC;
(bU3HOTIOTHYECKIE
MOCTIEACTBHSI BO3JICHCTBUS HA
yeJioBeKa TPaBMHUPYIOIIHX,
BPEIHBIX W  TOPAKAIOIIUX
(baxTOpoB;

QITOPUTMBI U TIPHEMBI 3aIIUTHI
4eJIoBEeKa U Cpelbl OOMTaHMSA
OT HETaTHBHOTO BO3/EHCTBUS
npu UC;

B pEIlEeHUuU y4eOHBIX 33134
MOAIepKAHUS 0e30MmacHbIX
YCIOBUU KU3HEACATEIbHOCTH, B
TOM YHCJI€ TP BO3HUKHOBEHUH
UC,  nmeMoHCTpUpyeT  3HaAHUE
TIOHSATHM: 6e30macHOCTb
KU3HEJEATENIbHOCTH, YEJIOBEKO- U
MPUPOJIO3ALIUTHASL JIESITEIBHOCTb,

BOCHHAs OIIaCHOCT,
Yype3BbIYaiiHas CUTYyanus,
M0kapo0e30MacHOCTb,

JIEKTPOOE30MIaCHOCTb,  OPYXKHE

MacCCOBOT'O IMOPAKCHHA,

cpeacrTBa I/IH,Z[I/IBI/I,Z[yaHBHOﬁ n
KOJIJICKTUBHOM 3allUThl HACCIICHUA
OT OpPYKHA MaCCOBOI'O IMOPAKCHUH,

MUHHUMHA3AIHS OITACHOCTEH,
yIpaBJICHHE pHUCKaMU uc,
IKOJIOTHYECKasT 0€301MacHOCTh
OCYIIIECTBICHUS
npodecCuoHATBHOM
NesSTeNnbHOCTH. J[ns  roHOIIeH:
BOCHHAsI ciyxo0a, BOGHHas

JesITebHOCTD, LIEHHOCTH BOEHHOU
CITyXOBI, CTpO€Bas TOJTOTOBKA,
OTHeBas IMOATOTOBKA, (puU3HUecKast
MOJrOTOBKA  BOEHHOCITY’KAIIIETo.
Jdns  neBymiek:  Ae3uH(EKIus,
JIe3UHCEKIIMs, JepaTauus, nepBas
(moBpauecOHas) TTOMOIIIb,
3JI0pOBBII 00pa3 )KU3HU;

[IncebMeHHBIM M YCTHBIN
oIpoc. [optdoano
y4eOHBIX JIOCTHKEHUH.
TectupoBanue.
Kelic-meTopl.
OLICHUBAHUSI PELICHUM.
3amura npoeKToB.
3amura  3JIEKTPOHHBIX
KOHTEHTOB.
I'paduueckue
MpOTrpaMMHUPOBAHHBIC
3aganus (rpadguyeckuit
JTUKTaHT, IU(PPOBO
JIUKTAHT)

Pa6ora ¢ xnrogamu.
3anaHus TE3UCHOTO
Xapakrepa.

Meton «KBauty.

Meton
BHEKOHTEKCTHBIX
omepanuii ¢ 0a30BBIMU
MIOHSATUSAMH.

KontponsHo-
U3MEPUTEIIbHBIE

METO/bI OLICHKH
MPOAYKTOB yueOHo-
II03HABATEIILHOU
NESTEIIBHOCTH,
MIPaKTUKyEMBbIE B
pamKax TEXHOJIOTMH

pa3BUTHUSI KPUTUYECKOTO



http://bzhde.ru/

AITOPUTMBI U IPUEMBI
JEUCTBUM 10 Tpa)kJaHCKON
ob6opone u B UC;

OCHOBBI obecrieueHus
BOCHHOM 0€30MacHOCTH
rocyaapcTna (st FOHOIIEH ),
OCHOBBI METUIIUHCKUX 3HAHUM
(151 IeByIIEK)

HOMEHKJIATYPY
UH(POPMAIIMOHHBIX
UCTOYHUKOB, IPUMECHSEMBIX B
chepe 0e30MacHOCTH
KU3HEICATSIIEHOCTH
HOPMAaTHUBHO-TIPABOBBIC
benepasbHOTO,
PETHOHAIBHOTO,  JIOKAIBHOTO
YPOBHEH, peryIupyromue
JEeSITeITbHOCTD B chepe
0€30MacHOCTH
KHU3HEICATCIILHOCTH, OCHOBBI
KOHTPOJISI W yIPaBJICHUS B
chepe obecrieueHus
0€30MacHOCTH
KHU3HEICATSIILHOCTH u
3aIIUTHI OKPYXKAFOIICH CPEJIbI;
OPUEMBl  CTPYKTYPHPOBAHUS
uHpopMaluu,  cojaepKaleit
aKTyaJlbHbIE Hay4YHbIC
CBElleHHA O 0e30MacHOCTH
KU3ZHEJESATEIILHOCTH, u
dbopMmaTsl oopMIIeHUS
(yctHOE coo01ieHue,
MMHUCbMEHHOE cooO11eHue,
AIIEKTPOHHBI KOHTEHT U T.II.)
JaHHOW nH(pOpMaINK;

AKThbI

MICUXOJIOTHYECKHE OCHOBBI
JEATETLHOCTH TPYIOBOTO
KOJIJIEKTUBA,
[ICUXOJIOTHYECKHE
OCOOEHHOCTH  JHUYHOCTH B
chepe TPYIOBOM
NESITeIbHOCTH,  aKTyaJlbHbIC
JJISL MHUHHUMH3alIun

omacHocTe u 3PPEKTUBHOTO
ynpasienuss puckamu YC Ha
pabouem mecTe;

OCHOBBI IIPOEKTHOMN
JESITEIIbHOCTH B KOJUIGKTHBE U
KOMaHJIe 10 pEeIICHUI0 3a/1a4y
MHUHUMHA3ALHAN ONaCHOCTEU
1 3¢p(HEKTUBHOTO YIPaBICHUS
puckamu UYC Ha pabouem
MECTE Ha OCHOBE INPUHLUIIOB
3¢ pexTUBHOTO

WCIOJIb3YeT MPUHLUIIBI, MPaBHIIA,

TpeOoBaHUs 6e30macHoro
MOBEICHHS, 3aIUTHI
oT OIIaCHOCTEH npu
OCYIIECTBIICHUH
npodeccnoHabHON eATeTbHOCTH
u B ugG; MOJIb3YyeTCs
HOMEHKJIaTypOi
WH(POPMAIIMOHHBIX ~ MCTOYHHKOB,
MIPUMEHSIEMBIX B chepe
0e301acHOCTH
KHU3HECATCIILHOCTH, TPUMEHSET
NPUEMBbl  CTPYKTYPUPOBaHUS U
pa3HooOpa3HbIe bopmartsr
MIPEJICTABICHHS uHpOpMaIIUH,
coJepxKalein aKTyaJbHBbIC
Hay4HbIC CBEJICHUS
0 0e301acHOCTH
KHU3HEICATCILHOCTH, IPUMEHSET
3HAHUS 0 npaBUiIax
HKOJIOTUYECKON 0e30MacHOCTH, O
MIPUHITUTIAX 3¢ peKTUBHOTO
B3aUMOJICHCTBHUSL MO CO3JaHHIO
YeJIOBEKO- M TPUPOA03aIIUTHON
cpenbl OCYILIECTBIICHUS
npodeccnoHanbHOM
NesITeTbHOCTH, 0
TICUXOJIOTHYECKUX
PEKOMEHIAlUSAX [0 OpTraHU3alNN
JeSITeIbHOCTH TPYZOBOTO
KOJUJICKTHBA M JIMYHOCTH B IS
MUHUMH3AIUNA ~ ONACHOCTeH U

ynpasineHuto puckamu UYC Ha
paboueM MecTe; JIEMOHCTPUpPYET
3HaHWE MpaBWI  Je3UH(EKINH,
JI€3UHCEKLINH, JiepaTanum,
OKa3zaHusl NepBOH (J10BpaueOHOMN)
MIOMOIIY, BEAEHUSA  30pPOBOTO
oOpaza KU3HU; IrPaMOTHO
NPUMEHSET 3HaHUE aJITOPUTMOB
JNENUCTBUAN

1o rpaxkaanckoit odopoune u B UC,

3allUTEe 4YEeJOBEKa U Cpe.bl
o0HTaHUA oT HEraTUBHOTO
BO3/ICUCTBUA npu qcC;
HMCIOJb30BaHUSI COBPEMEHHBIX
CpEICTB

U YCTPOWCTB MH(OPMATU3AIUH U
UU(@POBBIX ~ HMHCTPYMEHTOB B
obecneueHUH 0€30IacHOCTH
JKU3HEIEATENLHOCTH M 3alUTHI
OKpY>Karollen CpeJibl;

MOJIB3YeTCSl  aKTYaJIbHBIMH  JIJISt
obecneucHUs 0€30I1aCHOCTH
JKA3HEIEATEILHOCTH

MBIIIIJICHUSI.

Onenka pelieHni
CUTYallMOHHBIX 3a/1a4.
Habmtonenune 3a
AKTUBHOCTBIO u
Pe3yIbTaTUBHOCTHIO
y4yacTUsi B  JIETIOBBIX
urpax.
Kpurepuanpho-
OLICHOYHBIE JIUCTHI
c(hOpMUPOBAHHOCTH
MIPAaKTUYECKUX YMEHUN
[kanel  caMOOLIEHKH
c(hOpPMUPOBAHHOCTH

IMPAKTUYCCKUX YMCHI/Iﬁ




B3aUMOJICUCTBHUA II0 CO3JaHUIO
4yeJIOBEKO-
W TPUPOJO3AMUTHON Cpebl

OCYIIECTBIICHUS
npodecCHOHAIbHON
JIeATEIIbHOCTH

MOPSJIOK EUCTBUN B
YpEe3BBIYAMHBIX  CUTYaIHSX,
npaBuja 9KOJIOTHYECKOM
0€30MacCHOCTH IPU  BEJIECHUU
npodecCHOHAIbHON
JIEATEIIbHOCTH;

CIIOCOOBI MMHHAMU3AIAU
yrpo3bl TIOTEPh, BBI3BIBAEMBIX
HapYIICHUSAMU paBUI
0e301macHOCTH
JKU3HEAEATENLHOCTH Ha
paboueM MecTe M OMACHOCTh
HapYIICHUS MpaBUII
0e301macHOCTH
JKU3HEAEATENLHOCTH ibit:
pea3anuu ujaeu

6epe)KJII/IBOFO IIPpOU3BOJICTBA

peKOMEHJalUusAMA 10  YYery
O0COOCHHOCTEH JIMYHOCTU B cdepe
TPYAOBOH J€ATEIbHOCTH;
JEMOHCTPUPYET 3HAHUE
Bo3MOxHOcTed npumeHenus: UKT
U TUQPPOBBIX HHCTPYMEHTOB JIJIst
MOMCKA AaKTYyalbHBIX CBEICHUH O
0e30macHOCTH

KU3HENEATEIIBHOCTU

JEMOHCTPUPYET 3HaHUE
BO3MOXHOCTEN IIPUMEHEHUS
IIPUEMOB MUHHUMH3ALUU

OMMACHOCTH HApYIICHHUS TPaBUI
0e30macHOCTH
KU3HEIEATEILHOCTH JUISt
peaM3anvii  UACH OCPEHITMBOTO
IIPOU3BOJICTBA

Hepeqeﬂb yMeHHﬁ, 0CBaAaUBACMbIX B paMKaXx JUCHUIIJIHHBI

pacno3HaBaThb B
poeCCHOHATHPHOM

U COLMAJIbHOM  KOHTEKCTE
3ajaul  W/und  1poOJeMmsl,

OTHOCALIMECS K Kpyry 3ajad
U/UiaM mpobsieM mojajepKaHus

0e30MmacHbIX YCIIOBUI
KU3HEJCATCIIBHOCTH, B TOM
quclie TpH BO3HUKHOBEHUU
qc;

aHAIM3UPOBATh  3aJadyy |
u/nnm po0JieMBl,
OTHOCSIIIKECS K TPEAMETHON
obnactu 0e30MmacHOCTH
KU3ZHEESATEIILHOCTH,

U BBIJICNATH COCTABHBIC YACTH
M0TI00HBIX 3a/1a4 W/Am
npo0Jem;

BBIABIATE M 3((HEKTUBHO
HCKaTh nHpopmaruio,
HEOOXOMUMYIO ISl pelIeHUS
3amay A/ pobemM
MOIJIEP>KaHUS 0e30MacHbIX

YCHOBUU KU3HEACATEIbHOCTH,
B TOM YHCIe npu
BO3HUKHOBeHNH YC;

COCTaBIISIThL IUJIAH JICHCTBUM,

ONpeAesaTh pecypchl,
MIPOTHO3UPOBATh  PE3YIbTAThI
peanu3anyu  COCTaBJIEHHOIO
IIaHa noJiepKaHus

B xone BeinonHeHus
MPAKTUYECKUX 3aJaHHUI
JEMOHCTPHUPYET YMEHHE
pacro3HaBarh B
npodeccrnoHaTbHOM

Y COIMATTLHOM KOHTEKCTE 3a7a9n
W/unu mpoOJIeMbl, OTHOCSIIUECS K
KpyTy 3a/1a4 u/uim npooiem
nojep>KaHusi 6e30MacHBIX
YCJIOBUM KU3HEIESITEIbHOCTH, B
TOM YHCJIE TTPU BOSHUKHOBEHUU
UC u BBITOJHATH MTPaBUIIA
TTOBEICHUS

B UPE3BBIYANHBIX CHTYaIHIX
MPUPOJTHOTO ¥ TEXHOTEHHOTO
XapakTepa, a TAKKe JeUCTBUSA 110
CUTHAJIaM TPaKJaHCKOW 0OOPOHBI
Y IPUMEHEHUIO CPEJICTB
WHUBUAYAIBHOMN 3aIIUThHI

oT nopaxatomux ¢akropos u UC;
JEMOHCTPHUPYET IPaMOTHOE
MIPUMEHECHHE TTPABHIT
WCIIOJIb30BAaHUS CPEJICTB 3alTUTHI
OT OPYKHSI MACCOBOTO

MOPaXKECHHUS;

IrPaMOTHO OCYUIIECTBIIIET aHAJIU3
3aJaud U W/HWIM  TPOOJIEMBI,
OTHOCSIIMECS] K MPEIMETHOM
obnactu 0e30rmacHOCTH
KHU3HEICSATEIbHOCTH, BbIIETISIS
COCTaBHBIC YaCTH MOJTOOHBIX 3a/1a4

HaOmronenue

3a MPOIECCOM yueOHO-
[M03HAaBaTEJIbHOM
JIEATEIBHOCTH
00y4aromuxcs B X0/1e
JICKITUH ¥ MPAKTUICCKUX
3aHITHH.

AHann3 U olleHKa
MPOTYKTUBHBIX
pE3yNbTaTOB
BBITIOJIHEHUS
MPaKTUIECKON PabOTHI




0e30macHbIX YCIIOBHMA
KU3HCACATCIIbHOCTH, B TOM
YHpclIe TP BO3HHUKHOBEHHUH
yc;

BJIAJICTh CIOCOOHOCTBIO
IpUHUMATL  PELICHHUS 110

1IE/IECO00Pa3HBIM  JICHCTBHSAM
B UC;
BJIQJIETh METOAAMHM 3alUTHl OT

BpPEIHBIX
u omacHeiXx (aktopoB UYC,
3aIIUThHI 4eJloBeKa
U cpeabl  oOuTaHUS  OT
HEraTUBHOTO BO3JICHCTBHS

npu YC; npuemsl JeHCTBUN
[0 TpakJaHCKOl 000OpOHE U B
qcC.

OIICHUBATh  pE3yJIbTaT W
MOCJIEACTBHUS CBOUX IEHCTBUUI
[0 PELIEHUIO0 3aJay W/UIu

npo0emM MoAIepKAHUS
0e30macHbIX YCIIOBHIA
KU3HECACATCIIbHOCTH, B TOM
YHclie P BO3HUKHOBECHUH
qcC.

Bnagerp 3HaHHSIMH  OCHOB
oOecrieyeHus BOCHHOM
0e30MacHOCTH  ToCyAapcTBa

(17151 roHOLIEH ).

Brnaners 3HaHUSAMU OCHOB
MEUIIMHCKUX 3HAHUM (17151
JIEBYIIIEK)

ompenenaTb  3agaud Ui
IIOUCKA uHpopMaluu,
coJiepKalieit aKTyallbHbIE
cBelleHUus O  0e30macHOCTH
KHU3HEIEATSILHOCTH;
OTIpeNeNsTh HE0OXO0IUMbIE
WUCTOYHUKHA nHpOpMAIUN
COI'JIACHO HOMEHKJIaType
MH(OPMaLMOHHBIX
UCTOYHUKOB, IPUMEHIEMBIX B
chepe 0€30MacHOCTH
KHU3HEIEATENbHOCTH;
MPUMCHSITh TIPUEMBI
CTPYKTYPHUPOBaHUS

uHpopManuu I CO3MaHUS
YCTHBIX U THCbMEHHBIX
COOOIlleHUH,  DJIEKTPOHHOTO
KOHTEHTa W T.I. B Ipolecce
OCBOCHHMS  MH(pOpMAIUA O
0€e301acHOCTH
KHU3HEICSITEbHOCTH;
npumensaTb UKT u undpossie
WHCTPYMEHTBl Uil pEelIeHUs

u/unu pooem;

KOPPEKTHO  OIpeAeNseT 3ajadu
e MIOMCKA UHpopMaLuy,
cozepxKalei aKTyaJbHbIC
CBEJICHUS 0 0€e3011acHOCTH
KHU3HCACATCIIbHOCTH U

HE00X0AUMBIE UCTOYHUKHU
uH(pOopMaIu COIJIACHO

HOMEHKJIAaType HH()OPMAIIMOHHBIX
HMCTOYHUKOB, TMPHUMCHSIEMBIX B
chepe 0€301acHOCTH
KU3ZHEIESITeIIbHOCTH;
PE3yJIbTaTUBHO
UHGOPMAIIMOHHBIHA HOUCK
CBEICHMI, HEOOXOOUMBIX  JUIS
pemeHust 3ama4 u/wim  1pobiem
Mo//Iep>KaHuUs 0e30MacHbIX
YCIOBUMI JKU3HEIEATEIIbHOCTH,
B TOM YHCJIC TIPH BO3HUKHOBECHUU
uc;

CO3J1aCT KAYECTBEHHBIC YCTHBIC
U THUCBMEHHBIE  COOOIIEHUS,
JNIEKTPOHHBIC KOHTCHTHI W T.IL,
rPaMOTHO  TPUMEHSST  [PUEMBI
CTPYKTYypUPOBaHUS WH(OPMAITUH;
JEMOHCTPUPYET HUKT-
KOMITETEHTHOCTh B PCIICHUS
3anad, CBSI3aHHBIX c
popeCCHOHATBHBIM  KOHTEKCTOM
obecrieyeHus 0e30MacHOCTH
KUZHEACSITCIIBHOCTA ¥ 3allUThI
OKpY’Karollleu cpesl;

HCIIOJIb3YyeT COBPEMEHHOE
IpOrpaMMHOE o0ecrieyeHue,
pasnuuHble LU(POBBIE CpPEJCTBA
TUTST
TOJTyYEHUS
I103BOJIAIOIICH:
UICHTHPUIIIPOBATH OCHOBHBIE
OMMACHOCTH  CpeAbl  OOUTaHUS
YEJIOBEeKa, OIEHWBATh PHUCK WX
peanu3anuu; NPUHAUMATh PEeIICHUs
0 1EJIECO00Pa3HBIM JACHCTBUAM B
qcC.

npasulbHo  COCTaBIseT  IUIaH
JNEUCTBUM, OIPENENAT pecypcehl,
MIPOTHO3ZUPYET pe3yabTaThl
pealu3ainyy COCTaBICHHOTO TUIaHa
Mo e KaHUS 0€e30I1acHBIX
YCIIOBUHN KU3HENCATEIHLHOCTH, B
TOM 4YHCJI€ TpU BO3HUKHOBEHUU
UC; xoppexmno OCyHIECTBISET
OLICHKY pe3ynbrara u
MOCJIEACTBUN CBOUX JACHCTBHM IO
pelieHuto 3agad W/uim mpolem

BBITIOJIHACT

uH(popMaIuuy,




3ajad, CBSI3aHHBIX c
po(hecCHOHATLHBIM
KOHTEKCTOM oOecrieyeHust
0€30MacHOCTH
KU3HEICATEIIEHOCTH U
3aLIUTHl OKPYXKAIOIIEH CpeJIbl;
UCIIOJIB30BaTh ~ COBPEMEHHOE
nporpaMMHOe  obOecreueHue,
pas3nyHbIe ppoBbIC
cpeAcTBa  JUISL  TOJYYEHHUs
UHPOPMAIIUH, TTO3BOJISIONICH:
UICHTU(PHUIUPOBATH OCHOBHBIC
OMACHOCTH Cpelbl OOWTaHUS
YeNoBeKa, OIICHWBATh PUCK UX
peau3aluu; PUHUMATD
pelIeHus 10 LEeIeCO00pa3HbIM
NEUCTBUAM B (O
pacro3HaBaTh KU3HCHHBIC
HApyIIEHUS MPH HEOTIOXKHBIX
COCTOSIHUSIX U TPaBMax

Opraiu30OBLIBATb pa60Ty
KOJUNICKTUBA W KOMaHJAbI H
B3aMMO/ICHCTBOBATH

C KOJUIETaMH, PYKOBOJCTBOM,

KIMACHTAaMU Ui CO3JaHus
YeIIOBEKO- u
MPUPOI03AIUTHOMN Cpensl
OCYIIIECTBIICHUS
npodeccuoHanbHOM
JIeSITEIIBHOCTH;

PUMEHSTh npaBuia
MOBEJICHUS B YPE3BHIYANHBIX
CUTYyaIHIX MPUPOJIHOTO,
TEXHOTCHHOTO U COIUAIBHOTO
Xapakrepa.

3¢ (PeKTUBHO JEHCTBOBATH B
YpEe3BBIYANHBIX  CHTYaIUsX,
co0ro1aTh HOPMBI
HKOJIOTHYECKOH 0€30macHOCTH
COIEHCTBOBATE
NPaKTUYECKOMY
OCYIIIECTBIICHUIO uaeu
OepexIIMBOTO  MPOU3BOJCTBA
3a CYeT MUHUMU3AINN YTPO3bI
MOTEPB, BBI3BIBAEMBIX
HapyIICHUSIMU PaBUIT
0e30MacHOCTH
KHU3HEACITSITLHOCTH Ha

pabouem mecTe

TO/ICPKAHUS 0€e30I1acHBIX
YCIIOBUHN KM3HENCATEIHHOCTH, B
TOM 4YHCJIe TpU BO3HUKHOBEHUU
ucC.

B curyammsx  AenoBeIX  urp,
UMHUTUPYIOIIUX JIEITEIBHOCTh TI0
CO3/IaHHUIO YeJI0BEKO- U
MIPUPOJO3ALUTHOM  Cpelbl  Ha
paboueM MecTe pe3yJbTaTHUBHO
Opranmsyer paboTy KOJIIEKTHUBA
U KoMmMaHael W 3(PPeKTHBHO
B3aUMOJICHUCTBYET

C  KOUIeTaMH,  PYKOBOJCTBOM,
KIIMEHTAMA Ha OCHOBE TIPaBHII
OCCKOH(DIMKTHOTO ITOBEICHHUS;
JIEMOHCTPHPYET IrpaMOTHOE
MIPUMEHEHUE HOpM
IKOJIOTHYECKON 0e30macHOCTH Ha
paboueM MecTe;

JIEMOHCTPHUPYET YMEHHE
pa3pabarbIBaTh CUCTEMY MEp I10
MUHUMU3ALUN YTPO3bI OTEPD,
BBI3BIBACMBIX HAPYIICHUSIMU
MpaBmI 6€30MacCHOCTH
KU3HECATCILHOCTH Ha pabodeM
MecTe

JList ieByIek: 1eMOHCTPUPYET
MPUMEHEHHE aIrOpuTMa
pacro3HaBaHUS KU3HCHHBIX
HapYIICHU MTPH HEOTJIOKHBIX
COCTOSTHUSIX

Y TpaBMax.

0eMoHcmpupyem ymeHue
MIPOBOAUTH MEPOIIPUSATHS

0 JIe3uH(EKINH, IE3NHCEKITUH,
JiepaTalii COCTaBIISITh
WHIMBUIYATbHBIE KapThI 370POBBSI
C peXUMOM JHs, Tpaduxom
MMATAHUS C BO3MOXHOCTBIO
OTCII)KUBATh CBOU TMOKA3aHUS;
OKa3bIBaTh MEPBYIO
(moBpauebHYI0) TOMOIIH MTPH
HEOTJIOKHBIX COCTOSTHUSIX

Y TpaBMaTU3Me.

JI71s1 FOHOIIIEH: BBITIOTHATH
YIPaXHEHUS] U KOMaHbI IO
(bu3nueckoil, crpoeBoit
MOATOTOBKE;_pa3pabaThIBaTh U
OCYIIIECTBIISTEH POTpaMMy
CaMOIIOATOTOBKH Oy TyIIIEro
MPU3bIBHUKA K OCYIIIECTBICHUIO
BOCHHOM IEATEIbHOCTH;
OKa3bIBaTh MEPBYIO
(moBpauebHYI0) TOMOIIIH
MTOCTPAJAABIINM.
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YACTHOE OBPA3OBATEJIbBHOE YYPEKAEHUE
INPOPECCHOHAJIBHOI'O OBPA3OBAHUA
GAIMAJHO-YPAJIBCKHUU I'OPHBIM TEXHUKYM»

IIpuaoxenne 3.4
Kk OIIOII mo cnenuansHOCTH

46.02.01 JoxymeHTanImoHHOE 0OecrieueHne
YIIpaBICHUS U apXUBOBEIACHUE

PABOYAS TIPOTPAMMA YYEBHOM JUCITATLIIAHBI

«CT'.04 PUSNYECKAS KYJIbTYPA»

Iepmb, 2024 1.



COJEP)KAHUE

. OBIIASI XAPAKTEPUCTHKA PABOYEI TIPOTPAMMEI
YYEBHOM JUCLUAILIUHBI

. CTPYKTYPA U COJEPKAHUE YUEBHOM
JTUCHUIINHBI

. YCJIOBUA PEAJIM3AIIMA YYEBHOM JUCITATLIIMHBI

. KOHTPOJIb Yl OIEHKA PE3YJIbTATOB OCBOEHUS
YYEBHOM JUCHUILINHBI



1. OBILIASI XAPAKTEPUCTUKA PABOUE# TPOIPAMMBbI
YYEBHOM JUCHUILINHEI
«CT.04 ®UBUYECKAS KYJbTYPA»

1.1. MecTo AuCHMILVINHBI B CTPYKTYpPe OCHOBHOI 00pa3oBaTe/IbHOI IPOrpaMMBbl:
VyeOnas qucuuminHa «CI'.04 ®dusnueckas KyiabTypa» SBISETCS 00s3aTEIbHON YacThIO

coruanbHo-rymanuTapuoro nukia OIIOII B coorBerctBun ¢ ®I'OC CIIO no cnernuaibHOCTH

46.02.01 JokymMeHTaIIMOHHOE O0ecTieYeHne YIPaBICHUS U apXUBOBEICHUE.

Ocoboe 3HaueHne qucIUILIHA uMeeT pu popmupoBanuu 1 pazputur OK 08, OK 04.

1.2. leas ¥ IuIaHUpyeMble Pe3yJbTATbl 0CBOEHHS JUCUMILIUHbI:
B pamkax nporpamMmbl yueOHON AUCHUIIIMHBI 00yYaIOUIMMUICS OCBaUBAIOTCS YMEHUS

Y 3HaHUs
Kon IIK,
Ymenus 3nanus
OK

OK 04 OpraHU30BBIBATH PA0OTY KOJUIEKTUBA U | TICUXOJIOTUYECKHE OCHOBBI
KOMaH/Ibl; B3aUMO/ICCTBOBATH C JIeATETLHOCTH KOJUIEKTHBA,
KOJUIETaMH, PYKOBOACTBOM, KJIUCHTAMH | TICHXOJIOTUYECKUE OCOOCHHOCTH
B X0/1€ podecCuOHANTbHON JIMYHOCTH; OCHOBBI IIPOEKTHOMN
JeSITeIbHOCTH JeSITEIIbHOCTH

OK 08 UCIOJIb30BaTh (PU3KYIBTYPHO- poib GU3UYECKON KYIbTYPHI B

03/I0OPOBUTEIBHYIO AEATSILHOCTD IS
YKPEIUICHUS 37I0POBBS, TIOCTHKCHUS
KU3HCHHBIX ¥ MPO(HECCHOHATBHBIX
1eJIei; IPUMEHSTh PAllHOHAIbHBIC
MIPUEMbI JBUTATCIbHBIX (YHKITHI B
po¢eCCuOHAIBHON eATETLHOCTH;
MOJTb30BAThCS CPEACTBAMU
npOoGUIAKTUKY TIepEHANPSHKSHUS,
XapaKTePHBIMU JIJIS TaHHOH npodeccuu
(ciennanbHOCTH)

OOIIEKYJIBbTYPHOM, IPO(ECCHOHATBHOM
U COLIMaJIbHOM Pa3BUTHUU UEIOBEKA,
OCHOBEI 37I0pOBOT0 00pa3a KU3HHU;
ycioBHs podeccuoHambHOM
JIESITEIILHOCTH M 30HBI PUCKA
(U3UYECKOTO0 370POBbs IS MPOpeccuu
(criennanbHOCTH); CpeACTBa
npOoQUTAKTUKY TIEPEHANIPSHKCHUS




2. CTPYKTYPA U COJAEP)KAHUE YYEBHOM U CIHUILIMHBI

2.1. O0beM y4eOHOM TMCHUIIMHBI U BHAbI YU4eOHOIl padoThI

Buj yueOHoi1 padoThl O0bem B yacax
O0beM 00pa3oBaTEeNIbLHON MPOTpaMMBbl yUeOHON AUCIMITITUHBI 140

BT. 4.:

TeopeTu4ecKoe o0ydyeHune 4

MPAKTUYCCKUC 3aHATUA

caMOCTOsTeNIbHas paboTa 136

HpOMe)Ky'TOIIHaH aTTcCTanuusa




2.2. TemaTnyeckuii IJIaH U Co/lep:KaHMe Y4eOHOM AU CHMIIIMHBI

Konanl
O0nem, ak. 4. / .
KOMIIeTeHIUIA,
B TOM 4HcJjIe
Conep:kanue y4eOHOro MaTtepuasa u GopMbl OPraHU3anUM AeATeIbHOCTH ¢dopmupoBanuio
HaumenoBanue B popme
o0yyaromuxcst . KOTOPBIX
pa3aesioB U TeM NPAKTHYeCKOMH
crnocodcTByer
MOJAr0OTOBKH,
3JIeMeHT
aK. 4.
NporpaMmbl
Paznen 1. OcHOBBI 3HAHUI 110 PU3NYECKOH KYJIbTYpe 12
Tema 1.1. Counanbno- | Conepxxanue y4eOHOro MaTepuasa 2
OmoJsiorn4ecKue duznyeckas KyabTypa B OOMIEKYIbTYpHOM U TPO(ECCHOHATBLHOM MOJATOTOBKE CTYIEHTOB.
OCHOBBI pU3HYECKON | B TOM umc/ie MPAKTHYECKHX 3aHATHI 8
KYJbTYpPbI Ilpakmuueckoe 3anamue Ne 1 OcHoBBI 370poBOT0 00pa3a ku3Hu. dusndeckas KyabTypa 2
B 00€CIIEYEHHUH 3/I0OPOBBSL.
Ilpakmuueckoe 3auamue Ne 2 TIcuxonorudeckne OCHOBBI YIeOHOTO Tpyia U OK 04, OK 08
MHTEJUIEKTYaJIbHOH AeaTesnbHoCcTU. CpencTBa (U3NYECKO KYIbTYphl B pETyIMPOBAHUN 4
paboTOCITOCOOHOCTH.
Ilpakmuueckoe 3anamue Ne 3 O01mas pu3zndeckas U creluaibHas MoAr0TOBKA B CUCTEME 9
(hU3UYECKOTO BOCITUTAHUSI.
Ilpakmuueckoe 3anamue Ne 4 TIpodeccroHaibHO-IPUKIIAAHAs (U3MYECKas NOArOTOBKA. | 2
Paszpen 2. Jlerkas ataeruka
Tema 2.1. KpoccoBasi | Comep:xanue y4eGHOr0 MaTepuasia 18
NMOAroTOBKA OOyuenne TexHHKe Oera Ha KOPOTKHUE JUCTAHIIUU C HU3KOTO, CPETHETO M BHICOKOTO
crapta. OOyueHue TEXHUKE MpbIKKa B AMUHY ¢ MecTa. [loBbimenue ypoBus ODII
(cneumanpHble OeTOBBIC yIpakHEHHs) Pa3BUTHE U COBEpIIEHCTBOBaHUE (DU3NIECKUX
ka4ecTB (ObICTPOTHI, KOOPMHAIMH JIBUKECHUH, JIOBKOCTH U T. II.)
B ToM 4unciie MPAKTHYECKUX 3aHATHH 18
Ilpakmuueckoe 3auamue Ne 5-6 Cnipunatepckuii 6er. CTapThl U3 pa3IMYHBIX UCXOIHBIX OK 04. OK 08
nonoxxeHuid. Ctaptosblii pasros. ber 60 u 100 meTrpoB. PazBuBaTh CKOPOCTHO-CUIIOBBIE 4 '

kadecTBa. Yuet 6era 100 MmeTpoB Ha pe3ysbTar.




Ilpakmuueckoe 3anamue Ne 7-8 [Ipbpkok B 1iiuHy ¢ MecTa. MHOTOCKOKHU. YeTHOYHBIN
oer. CrieruasibHbIe OErOBBIC U MPBDKKOBBIC YIIPaxXHEHUS. Pa3BUTHE CKOPOCTHO-CHIIOBBIX
KauecTB. YUeT NPbDKKA B JUIMHY C MECTa Ha pe3yNbTar.

Ilpaxmuueckoe 3anamue Ne 9-10 KpoccoBas moaroroBka — 0er B paBHOMEPHOM H
nepeMeHHoM TteMie. Y ckopenue. @unuimposanue. Pa3purue BBIHOCIMBOCTH. YUeT: Oer
1000 meTpoB ¢ yuetom Bpemenu. ber 2000 meTpoB 6e3 ydyera BpeMeHH.

Ilpakmuueckoe 3anamue Ne 11-12 Dcradertnsiii 6er. CnenuanbHbie OEroBbie U
MPBDKKOBBIC YIIpaXHEHHsI. Pa3BUBaTh KOHAMIIMOHHBIC CIOCOOHOCTH M BBIHOCIUBOCTb.
KoHTponbpHOE TecTHpOBaHKE ISl OLEHKU (PU3HUYECKON MOTOTOBJICHHOCTH.

Paznea 3.

Oo0mas ¢pusnyeckasi NOAr0TOBKA

14

Tema 3.1.
OO0mepa3BuBalonue
yIpaKHeHust

Coaep:xanue y4eOHOro MaTepHuaJia

OO6miepa3BUBAIONINE YIIPAKHEHUS IS pa3BUTHS CUJIbI, KOOPAMHAIIMY JABM>KCHUH, THOKOCTH
U JJOBKOCTH

B Tom umncie MPAKTUHICCKUX 3aHATHIl

14

Ilpakmuueckoe 3anamue Ne 13 Cunoas noaroroBka. O01epa3BUBaOIIMe yIPaAKHEHUS C
TSOKENBIMU Mstdamu. KpyroBasi TpeHUPOBKA ISl pa3BUTHS CUITBI U 001 BHIHOCIIHMBOCTH.

Ilpakmuueckoe 3anamue Ne 14-15 CxopocTHO-CHIIOBasI MOATOTOBKA. BapraHThI
yenHouHoro Oera. Kommieke yrnpaxHeHUH Ui pa3BUTUS CUIIbl U ObICTPOTHI. [IppikKH coO
CKaKaJIKOM.

Ilpakmuueckoe 3anamue Ne 16-17 Kpyrosas tpeaupoBka. OPY. berossie 1 npeKKOBBIE
ynpaxkHeHus. Dctadersl. KoHTpoipHOE TeCTUpOBaHME IJIsl OLIEHKU (PU3NUECKOM
HOATOTOBJICHHOCTH (KOHTpOJIbHAs paboTa)

OK 04, OK 08

Paznen 4.

OO0mepa3BuBaMe TMMHACTHYECKHE YIIPAKHEHHUS HA MecTe U B IBHKEHUH, C
npeaMeTamMu U 0e3 npeaMeToB

14

Tema 4.1.
I'mmHacTHka ¢
OCHOBAMH
aKpo0aTuKu

Conep:kanue y4eOHOIro MaTepuaa

Nzyuenune snemenToB akpobatuku. CocTaBiaeHHe akpoOaTUIECKIUX KOMOMHAIIHNA.
CoBepIIIeHCTBOBaHHE OCHOBHBIX aKpOOATUYECKUX DIIEMEHTOB

B ToM 4nciie NpaKTHYECKHUX 3aHATHH

14

Ilpakxmuueckoe 3anamue Ne 18 CtpoeBbie yrpakHeHus. O01epa3BUBaOIINe
yIpaXHEHUS] Ha MECTE U B JIB)KEHUU 0€3 MpeAMETOB. YpaxHeHUs B apax. Pa3BuBarh
CHJIOBBIE CITOCOOHOCTH ¥ KOOPMHAIHUIO.

Ilpakmuueckoe 3anamue Ne 19 O061iepa3BuBarolye ynpaxxHeHs! ¢ IpeaMeTaMH,

OK 04, OK 08




KOMOHMHAIIMH YIIPAXHCHUH ¢ 00pydYaMH, CKaKaJIKou, MsuamMu. Pa3BuBaTh CKOPOCTHO-
CHJIOBBIE CIIOCOOHOCTH.

Ilpakmuueckoe 3anamue Ne 20 OOmepa3BUBaIONINE YIPAKHEHUSI C ITOBBIIIICHHOMN
aAMIUTATYION JJISl pa3IMIHBIX CYCTAaBOB. Y IPAKHEHUS C MapTHEPOM. Pa3BUBaTh T’MOKOCTS.

Ilpakmuueckoe 3anamue Ne 21-22 YnpaxHeHUsI B paBHOBECHH M YIIOpax Ha
TMMHACTUYECKOM CKaMeKe. YIpaKHEHUs Ha CONPOTUBJIEHUE. Pa3BUBaTh KOOpIMHAIUIO.
KonTponbnas pabora

Ilpakmuueckoe 3anamue N 23-24 AxpobGaTrueckue 3J1eMeHThl. Xopeorpaduyeckas
pasmunka. CoeJMHEHNE PA3IMYHBIX JIEMEHTOB B CBS3KU. Pa3BHBaTh KOOPAMHALIUIO U
rHOKOCTh. YUeT TeXHUKH BBIIOJHECHUS aKPOOATHUECKOMN CBS3KH U YIPOKHCHHUS B
PaBHOBECHUH.

Pazpea 5.

TexHuveckue NPUEMBbI UTPHI B HACTOJILHBINH TEHHHC

14

Tema 5.1.
HacToabHBINH TEHHHUC

Coaep:xanue y4eOHOro MaTepHuaJia

TexHuka 0e30MaACHOCTH HA 3AHATHUSX M0 HACTOJBLHOMY TEHHHCY.

CrennanbHble yIpa)kxHeHUs TeHHUCHCTA. O3HaKOMJIEHHME ¢ BUJJAMH XBaTa PAKETKU.
TexHuka OTOMBAHMS MsUa «TOTYKOMY (ThIdKOoM). OCHOBHBIC (PU3UUECKHE KaueCTBa
TEHHHMCHUCTA U UX CIELUATIbHOE Pa3BUTHE.

B Tom umncie MPAKTUHICCKUX 3aHATHI

14

Ilpakmuueckoe 3anamue Ne 25-26 Taktuueckue aevictBus. rpa B Hama/ieHuu, Urpa B
3amute. [IpaBuiia Urpel B HACTOJBHBIN TEHHUC.

Ilpakmuueckoe 3anamue Ne 27 YuebHas urpa. Pazsutue ObICTPOTHI M pEaKIHH.

Ilpakmuueckoe 3anamue Ne 28-29 CoueTaHne MpUEMOB, TEXHUKO-TAKTUYECKUX TEHCTBUIA.
[TpuemM-nepenaua, HanagaOMUK yaap. Y4eOHO-TPEHHUPOBOYHAS UTPa

Ilpaxmuueckoe 3anamue Ne 30 PazButue KOOpMHAIMOHHBIX CIIOCOOHOCTEH. Yyer
TEXHUKH TI0Ja4, MpHeM-Tiepeada, HanaJalonui yap, 3aluTa.

OK 04, OK 08

Pazpgea 6.

Mleinunr

28

Tema 6.1.
Purmuueckasn
THMHACTHKA

Coaep:xxaHue yueOHOro MaTepuaJia

O3HakoMJIeHHE, pa3yuyuBaHUE, COBEPILIEHCTBOBAHNE KOMILJIEKCOB KPYrOBOM TPEHHUPOBKH,
KOMIUIEKCOB IIEHINHTa

B ToM 4nciie NPAKTHYECKUX 3aHATHI

28

Ilpakmuueckoe 3anamue Ne 31-33 CtrimzoBanHbie KoMIIekcsl OPY 1 TaHIeBaIbHBIC
JIBVDKCHHUSL.

OK 04, OK 08




Ilpakmuueckoe 3anamue Ne 34 Komruiekc oOmiepa3BUBaIONIEro XapakTepa 1mo
QHATOMHUYECKOMY MPUHILHUIY. YTIPAKHEHUS 1JIs1 MBI TYJIOBHINA, CIIMHBI, TO3BOHOYHHUKA,
OPIOIITHOTO Mpecca, MBI HOT.

IIpakmuueckoe 3anamue Ne 35 Komruiekc OPY ¢ nokanbHbIM BO3/ICHCTBUEM HA
OCHOBHBIC MBIIIICYHBIC TPYIIIIHL.

Ilpakxmuueckoe 3anamue Ne 36-37 KoMIuiekc ynpaxHEHUH ¢ OTATOLUICHUEM. Y IPaXKHEHUS
C TaHTEISIMH. Y IPAKHEHUSI C TAPTHEPOM.

Ilpakmuueckoe 3auamue Ne 38-39 Koppurupyromias rumaactuka. Komruieke
YIPAKHEHUH HISHIIMHTA 110 KOPPEKTHPOBKE GHUrypbl. Komiiiekchb 001iepa3BUBaroOIIEro
BO3JICUCTBUS.

Ilpakmuueckoe 3anamue Ne 40-42 TIpodunakTrka IpaBUILHON OCAaHKH M M3SIIHON
moxoaku. KoMImieke yrpaXHSHHA TSl MBI CIUHBI U HOT. TecToBBIE yIIPaKHEHHUS 110
OLIEHKE TUOKOCTH | MOJIBUKHOCTH B CyCTaBaXx.

Pasznen 7.

As3poduka

40

Tema 7.1. Aspoouxa

Conep:xanue yueOHOro MaTepuaJia

Brinonsenue O6H.[Cpa3BI/IBaIOIJ_[I/IX ynpaxcHeHI/Iﬁ B COUYCTAaHHNHU C TaHLICBAJIbHBIMH
JABHKCHHUSAMHU Ha OCHOBEC 0a30BEIX IIAroB noa My3bIKAJIbHOC COIMPOBOXICHHUE, pa3yuUnBaHUC
0a30BBIX IIAr0B aBpO6I/IKI/I OTACJIBbHO U B CBA3KaxX

B ToM 4mciie NpaAaKTHYECKUX 3aHATHIA

40

Ilpakmuueckoe 3anamue Ne 43-44 Benenue B a3poOuky. ba3oBble maru kiaccuueckon
a’poOUKH, COETMHEHUE X B IPOCThIE KOMOMHALINH.
3aHsTHsI C HU3KOW yIapHON Harpy3KoM.

Ilpakmuueckoe 3auamue Ne 45-46 Kitaccuueckast a3poOuka. TaHIICBAIbHBIC SJICMEHTHI U
Ooree cioxHas xopeorpadus. PazHooOpasue crunuzanuii. 3aHATHS CpeHe
NHTCHCUBHOCTHU.

Ilpaxmuueckoe 3anamue Ne 47-48 OO0miepa3BUBaIOINE YIPAKHEHUS B TIOJI0XKEHUU CTOS,
CUJIA, JIeXkKa. Y IPAXKHEHUS Ul PYK U TUIEYEBOTO MosAca. Y IpaKHEHHUs U4 TYJIOBUIIA U
meu. YnpakHeHus Ul HOr. Tecmogbie ynpasiCHeHus Ha CRUHY, 2UOKOCMb.

Ilpakmuueckoe 3anamue Ne 49 Ourbon. CuoBas adpoOHKa Ha BCE OCHOBHBIE MBITIICUHBIC
TPYIIBI C KCTIONIH30BaHUEM Pa3IMdHOro obopynoBanus. KonrponsHas pabora.

Ilpakxmuueckoe 3anamue Ne 50-51 AspoOuka ¢ UCTIONB30BaHUEM CTEM-IIIAT(HOPMBI.
bazoseie maru cren a’dpobuku. CoeqnHeHne X B TIPOCThIE KOMOMHAITUH.

OK 04, OK 08




Ilpakmuueckoe 3anamue Ne 52 Cten-a’3poOuka Ha OCHOBE Xopeorpaguu cpeaHen

CJIO)KHOCTH, COCTABJICHUE PA3JIMYHBIX KOMOMHAIUH 10 a’poOUKe. 2
Ilpakmuueckoe 3anamue Ne 53-54 KannaneTuk (KOMIUICKC YIIPaKHEHUM JUTsl BCEX YacTen
Tena). YNpaXHEHUS U3 Pa3IMYHbIX BUOB BOCTOUYHBIX THMHACTHK U CHIEIIHATLHBIX 4
JIbIXaTeNIbHBIX YIPaKHEHUH.

Ilpakmuueckoe 3anamue Ne 55-56 [unarec. YpakHeHUS HA KOPPEKLUIO OCAHKH,
yKpeTieHue BHYTPUMBIIIIEUHOTO KOpCceTa, MpopaboTKa MOBEPXHOCTHBIX U TITYOMHHBIX 4
MBIIIII.

Ilpakmuueckoe 3anamue Ne 57-58 CtpeTunHr. YnpaxHeHUs Ha pa3BUTHE THOKOCTH,
YBEIIMYCHUE CTENICHH MTOJIBMYKHOCTH CYCTaBOB. Tecmosbie Ynpaj)cHeHus no oyenke 4
2UOKOCIU U NOOBUNCHOCIU 8 CYCINABAX.

Ilpakmuueckoe 3auamue Ne 59 Mukc-adpoOuka. IEeMEHTHI U3 Pa3HBIX CTUJICH adpPOOHKH. 2
Tecmuposanue cuno8o n0020mMo8KU.

Ilpakmuueckoe 3anamue Ne 60 dutnHec B odrice. YrpaxHeHUs U1 pabOTAIONTUX B 9

noJioxkeHnu cuis. JnddepeHmpoBaHHbIif 3a4eT.

Bcero:

140




3. YCJIOBHUA PEAJIN3AIIMA YYEBHOM JUCIHUILIVHBI

3.1. Jlng peanu3anuy nporpaMmsl y4eOHOH AUCIMIUIMHBI JOJDKHBI OBITH IIPEIYCMOTPEHEI
CIICIYIOIIHE CIIEUATbHbIE TOMEICHHUS:

CropTHBHBIN KOMIUIEKC, OCHALICHHBIH B COOTBETCTBHM € M. 6.1.2.1 oOpa3oBarenbHOI
IPOTPAMMBI IO CHIEIIHATLHOCTH.

3.2. UnopmanmonHoe odecneyeHne peaau3anun NporpaMmmbl

Jia peanuzauuu nporpaMMmbl OuOIMOTEYHBIH (OHI 00pa30BaTENbHON OpraHU3aluU
JOJIKEH MUMETh MeYaTHbIe W/WIN 3JIEKTPOHHBIE 00pa3oBaTeNbHbIe U HH(GOPMAIIMOHHbBIE PECYPCHI
JUTSL KCTIOJIb30BaHMs B 0Opa3oBaTenbHOM mporecce. [Ipu dopmupoBanuu 6udianorednoro Gpouaa
00pa3oBaTesibHOM OpraHu3aluell BHIOMPACTCs HE MEHEE OJHOr0 M3JIaHUS U3 MEePEeUUCICHHBIX
HIDKE TMEYaTHBIX M3JaHUN W (WJIM) DJIEKTPOHHBIX M3JIaHUKA B KaueCTBE OCHOBHOIO, MPU 3TOM
CIIUCOK MOXET OBITh JOMOTHEH HOBBIMH M3JaHUSIMHU.

3.2.1. OcHoBHbIE NMeYaTHLIE H3TAHUA

1. ®wuzuyeckas KynpTypa: ydeOHOe mocoOue [Uisi CpelHero MpoQpecCHOHATBHOTO
obpazoBanus / E.B. KoneeBa [u np.] ; mox penakmueii E.B. KoneeBoit. — 2-e usn., nepepab. u
norn. — Mocksa: U3narensctBo FOpaidt, 2022. — 599 c¢. — (IIpodeccuonansHoe o6pazoBanue).
— ISBN 978-5-534-13554-1.

2. AmtsaoB, FO.H. ®usundeckasi KyabTypa: y4eOHHK I CPETHETO MPOdECCHOHATBLHOTO
obpazoBanus / FO.H. AmnsnoB, W.A. Ilucemenckuii. — 3-¢ w3a., ucnp. — Mocksa:
WznatenberBo HOpaiit, 2022. — 493 ¢. — (IIpodeccnonansuoe obpazosanue). — ISBN 978-5-
534-02309-1.

3. Mymnep, A.b. ®usnuueckas KynbTypa: Yy4eOHHK M TPAKTUKYM JUIS CpPEIHETro
npodeccuonansHoro obpazosanusi / A.b. Mymnep, H.C. daauukuna, FO.A. Boramenko. —
MockBa: U3narensctBo FOpaiit, 2022. — 424 c. — (IlpodeccuonansHoe oOpa3oBaHHE). —
ISBN 978-5-534-02612-2.

4. bypyxun, C.®. Metonuka oOyueHus ¢uznueckoil Kynbrype. ['MMHacTuka: yueGHOe
nocoowue I cpeHero npodeccuoHanbHoro oopasosanus / C. @. Bypyxun. — 3-e u3j., ucnp. u
non. — Mocksa: UznarensctBo FOpaiit, 2022. — 173 ¢. — (IIpodeccuonanbroe o6pa3oBaHue).
— ISBN 978-5-534-07538-0.

3.2.2. OcHOBHBIE YJIeKTPOHHBbIE U3IAHUS

1. Bapnamos, I'. b. bazoBast moaroroBka k ciade HopmMaTuBoB komruiekca I'TO : yuebHOe
nocobue mis cro / I'. b. bapnamos, A. I'. Illapraes, C. B. bagnyeBa. — Canxkrt-IletepOypr :
Jlanb, 2022. — 144 ¢. — ISBN 978-5-507-44133-4. — Tekcrt : snexktpoHHbIA // JlaHb :
JJIEKTPOHHO-OMOMMoreunass cucrema. — URL: https://e.lanbook.com/book/255971 (nara
obparmenus: 19.07.2023). — Pexum goctyna: AJis aBTOPHU3. MOJIH30BaTENEH.

2. be36oponos, A. A. IlpakTudeckue 3aHATH 110 BoJei0omy : yueOHOe mocodue /yis Cro
/ A. A. be3bopomoB. — 2-¢ mu3n., crep. — Cankr-IlerepOypr : Jlans, 2023. — 92 ¢. — ISBN
978-5-507-46032-8. — TekcT : aneKTpoHHBIN // JIaHb : 2EeKTPOHHO-OMOIMOTEYHAsE CUCTeMa. —
URL.: https://e.lanbook.com/book/295940 (mara obpamierus: 19.07.2023). — Pexum goctyma:
JUIS aBTOPU3. MOJIb30BaTENCH.

3. be3boponoB, A. A. ®usnueckas KyJabTypa: IPAKTUYECKUE 3aHATHS MO OacKeTOoIy :
yuebHoe nocobue s cro / A. A. bez6oponos, C. A. besboponos. — Canxrt-IletepOypr : Jlans,
2023. — 112 ¢. — ISBN 978-5-507-45206-4. — TekcT : sneKkTpoHHBIN // JIaHb : 3JE€KTPOHHO-
oubmuoreunas cucrema. — URL: https://e.lanbook.com/book/292841  (mata oOpaiieHus:
19.07.2023). — Pexum gocTyIa: IjIsl aBTOPHU3. TOJIb30BaTEIIEH.

4. Kypun, A. B. Boneii6on. Texuuka urpsl : yuebnoe nocodue s cro / A. B. Xypus.



https://e.lanbook.com/book/255971
https://e.lanbook.com/book/295940
https://e.lanbook.com/book/292841

— 3-e usn., crep. — Cankr-IletepOypr : Jlanp, 2023. — 56 ¢. — ISBN 978-5-507-46039-7. —
Texkcr : oanektponHsld // Jlaub : onekTpoHHO-OMOMoTeuHas cuctema. — URL:
https://e.lanbook.com/book/295964 (mara oOpamenus: 19.07.2023). — Pexxum nmoctyma: s
ABTOPH3. MOJIb30BATEIICH.

5. Konogaios, B. JI. backer6on : yuebnoe mocodue mist crio / B. JI. Konosanos, B. A.
[Torogun. — 2-e usn., crep. — Cankr-IletepOypr : Jlans, 2023. — 84 ¢. — ISBN 978-5-507-
45947-6. — Tekct : anmexTpoHHbIH // Jlanb : snekTpoHHO-OMOIMOTeyHast cuctema. — URL:
https://e.lanbook.com/book/292049 (mara obpamenus: 19.07.2023). — PexxuMm gocryma: s
aBTOPU3. II0JI30BATEIICH.

6. CagoBHukoBa, JI. A. ®dusmnueckas KylbTypa s CTYJCHTOB, 3aHUMAIOIIUXCS B
CHeUHaTbHON METUIIMHCKOHN Tpymme : ydyeOHoe mocobue misa cmo / JI. A. CamoBHukosa, JI. A.
CanoBHukoBa. — 2-¢ u3l., crep. — Cankr-IletepOypr : Jlans, 2021. — 60 c¢. — ISBN 978-5-
8114-7201-7. — TexcT : neKTpoHHBIN // JlaHb : 3neKTpoHHO-0MOaoTeyHast cucrema. — URL:
https://e.lanbook.com/book/156380 (mara obOpamenus: 19.07.2023). — Pexum nmocrtyma: mist
aBTOPU3. IIOJI30BATEIICH.

3.2.3. JlonoJtHUTEIbHbIE HCTOYHHKH

1. AmnsnoB, FO.H. ®wusuueckas  KynbTypa: y4eOHHK AN CpPEAHEro
npodeccuonansHoro obpazosanus / FO.H. Amnsnos, U.A. [Tucemenckuit. — 3-e u3A., ucmp. —
MockBa: U3narensctBo FOpaiit, 2022. — 493 c. — (IlpodeccuonansHoe oOpa3oBaHuE). —

ISBN 978-5-534-02309-1. — Tekct: anextpoHHbIi // OOpazoBatenbHas 1uiatdopma FOpaiit
[caitr]. — URL.: https://urait.ru/bcode/471143.

2. Bypyxun, C.®. Metoanka o0yueHus: PU3NUECKON KYIbTYype. I'mmuacruka:
yaeOHoe rmocodue Il cpeanero npodeccuonanbaoro oopazosanws / C.d. bypyxun. — 3-e usf.,
ucnp. u jon. — Mocksa: M3parensctBo FOpaiit, 2022. — 173 c¢. — (IIpodeccuonansHoe
oOpazoBanue). — ISBN 978-5-534-07538-0. — Texkcr: anexrponnslii / ObOpa3oBarenbHas
maropma FOpaiit [caiir]. — URL: https://urait.ru/bcode/471782.

3. Mymnnep, A.b. ®usndeckas KyabTypa: y4eOHUK M TPAKTUKyM JJsl CPEIHETro
npodeccuonansHoro obpazosanus / A.b. Mymnep, H.C. daauukuna, FO.A. Boramenko. —
Mocksa: U3patensctBo FOpaiit, 2022. — 424 ¢. — (IlpodeccuonanbHoe obpa3zoBaHue). —
ISBN 978-5-534-02612-2. — Tekct: snexTpoHHbIH // OOpazoBatenpHas tuiatdopma FOpaiit
[caitT]. — URL.: https://urait.ru/bcode/469681.

4. ®uznyeckas KynbTypa: yuyeOHOE MOcOOMe A CPEeAHEro MNpogecCHOHATbHOIO
obpaszoBanus / E.B. Koneesa [u np.]; nox penakuueit E. B. KoneeBoil. — 2-e u3na., nepepal. u
nor. — Mocksa: UznarensctBo FOpaiit, 2022. — 599 ¢. — (IlpodeccuonanbHoe 0OpazoBaHue).
— ISBN 978-5-534-13554-1. — Tekcr: anexTponHslii // OOpa3oBatensHas miardopma FOpait
[caiit]. — URL.: https://urait.ru/bcode/475342.

5. HHUT CI'AY dopma agoctyna B Uutepnere: http://cnit.ssau.ru

6. O6pasoBarenbHas mwiathopma FOpaiit https://urait.ru

4. KOHTPOJIb 1 OHEHKA PE3YJIbTATOB OCBOEHMUS

YYEBHOU JUCIHUATLIAHBI
Pe3yabTaThl 00y4yeHus ‘ Kpurepun ouenku MeToabl OLlEHKH
ITepevyenb 3HaHMI, 0CBAMBAEMBIX B PAMKAX M CHHUIIIMHbBI
du3nueckas KyabTypa B 3HATh OCHOBBI (PU3MYECKON | KOHTPOJIbHBIC 331aHUs, TECTHI,
OOIIEKYIbTYPHOU U KYJIBTYpBbI, €€ CYILIHOCTh U | IPOBEPKA PE3yJIbTATOB
npodeCCHOHAIBHON neHHoctu. Mimets CaMOCTOSITEIbHOU PabOThI
MOATOTOBKE CTYJEHTOB. IIPEJICTaBICHUE O
CTPYKTYyp€



https://e.lanbook.com/book/295964
https://e.lanbook.com/book/292049
https://e.lanbook.com/book/156380
https://urait.ru/bcode/475342

npogeccuoHaTBHO-
JIMYHOCTHOI'O pa3BUTHUA B
nporiecce GU3NIECKOro
BOCIIMTaHUA.

COLIMATIbHO-0MOIOTUYECKUE
OCHOBBI (PU3UYECKON KYJIbTYPHI.

3HATh CPENICTBA
buznyecKoil KyabTyphl U
cropTa B
COBEPLICHCTBOBAHUU
(bYHKIMOHATBHBIX
BO3MOHOCTEN OpPraHu3Ma.
Nmets npencrasieHue o
C10c00ax MOBBIIIEHUS
YCTOHYMBOCTH OpraHU3Ma
YeNoBeKa K Pa3IMyHbIM
YCIIOBUSIM BHEIIHEH CpeJibl.

KOHTPOJIbHBIEC 3a1aHus, TECTHI,
[POBEPKA PE3YIIHTATOB
CaMOCTOSTEIILHOM PabOTHI,
HaOJII0ICHUE 3a IeITECILHOCTRIO
o0yyaromuxcst Ha y4eOHbIX
3aHATUAX.

OCHOBEI 3JI0POBOTO 00pa3a
)ku3HU. Pusnyeckas KyabTypa B
o0ecre4eHnH 3/10pOBbS.

3HaTh OCHOBHBIE
coctasisitonue 30K u
TpeOOBaHUS K €r0
opranuzanuu. [Tonumars
3HaYE€HHE CAMOBOCIIUTAHUS
u
CaMOCOBEPILIEHCTBOBAHUS

B 30K.

KOHTPOJIbHBIE 3a/1aHUS, TECTHI,
MPOBEPKA PE3YIbTATOB
CaMOCTOSITENIbHOI paboThI,
HaOJII0/IEHUE 32 1EATEIbHOCTBIO
00y4aromuxcs Ha y4eOHBIX
3aHATHSIX.

MICUXOJIOTMYECKHE OCHOBBI
yueOHOro TpyJa u
WHTEJUIEKTyAJIbHON
nesitenpHOCTH. CpencTa
(bu3n4ecKoil KyIbTyphl B
peryJIMpoBaHUU
paboTOCTIOCOOHOCTH.

3HATb OCHOBHBIC ITPUYNHBI
HU3MCHCHUA
NCUX0(U3NIECKOTO
COCTOSAHUA B IICPUO]
CECCHHM, a TAKXKE KPUTEPUHU
HEPBHO-?MOLIMOHAJIBHOTO
YTOMJICHHUSL.

KOHTPOJIBHBIC 3aIaHUA, TCCTHI,
MPOBEPKA PE3YIIbTATOB
CaMOCTOSITENIbHOI paboThI,
HaOJIFOEHUE 3a IEATEIHLHOCTRIO
o0yyaromuxcst Ha y4eOHbIX
3aHATHSX.

oOmras ¢puznyeckas u
CIicuajbHas ImoaAroroBka B
cucreMe (HU3NIECKOTO
BOCIIUTAHUS.

3HATH ENH U 3a7a4i
oO1u1eil u crienuanbHON
(M3UYECKON MOATOTOBKH,
¢buznyeckrue cnocoOHOCTH
YeNoBeKa U X
COBEpILIEHCTBOBAHUE.
HmeTs mpeacTaBieHue o
dbopMax u MeToax
(U3M4IEeCKOro BOCIIUTAHUS.

KOHTPOJIbHBIE 3aJJaHHs, TECTHI,
IIPOBEPKa Pe3yIbTaTOB
CaMOCTOSITENIbHOI paboThI,
HaOJIFOEHUE 3a IEATEIFHOCTHIO
00ydJaronuxcst Ha y4eOHBIX
3aHATHIX.

poQeCCHOHAIBHO-TIPUKIIaTHAS
du3uIecKas moAroTOBKa.

3HATh CPEJICTBA U METOIbI
HAINpaBJICHHOTO
(dbopMupOBaHUS:
npodeccuoHaIbHO
3HAYMMBIX JBHUTaTCIbHBIX
HaBBIKOB,
po(hecCHOHATEHO BaXKHBIX
bu3HYECKUX U
MICUXUYECKUX KauecTB, a

KOHTPOJIbHBIE 3aJJaHHs, TECTHI,
IIPOBEPKA PE3yIbTAaTOB
CaMOCTOSITENIbHOI paboThI,
HaOJI0IeHNE 32 IEATEITBHOCTHIO
o0yyaromuxcst Ha y4eOHbIX
3aHSATHSIX.




TaK>Ke METOIBI
YCTOMYUBOCTH K
po(hecCHOHATLHBIM
3a00J1€BaHUSAM.

[mpaBujia 0a30BBIX BHOOB CIIOPTa

3HAaTb TCXHUKY U IIpaBUJIa
HN3y4aCMbIX BUIOB CIIOpTaA.

KOHTPOJIbHBIE 3aJJaHHs, TECTHI,
IIPOBEpKa Pe3yIbTaTOB
CaMOCTOSITENIbHOM pabOTHI.

Hepeqenb 3HaHHi7[, O0CBaUBACMbIX B paMKaX JUCIHUIIJIHNHbI

UCTIOJIb30BaHuE (pU3HUecKon
KYJIbTYpPbI B OpraHU3alu
3I0pOBOT0 00pa3a KU3HU U
AKTUBHOI'O OTJIbIXA.

YMCHUEC UCITIOJIB30BATh
pasHooOpa3HbIe POPMBI U
BU/IBI (DU3KYIBTYPHOR
JIeATEIILHOCTH IS
OpraHHU3alUH 3J0POBOTO
o0pa3a >KU3HH, aKTHBHOTO
OT/AbIXAa U JOCYTA;

OLIEHKA TEXHHUKH, CAa4Ya
KOHTPOJILHOTO HOPMAaTHBa,
HPAaKTUYECKUE 3aHATHS,
HaOJI0IeHUE 32 I TEIbHOCTHIO
00y4Jaromuxcs Ha y4eOHBIX
3aHATUAX, 3a4ET

HOJJICPKAHUEC
paboTocIocOOHOCTH U
npodusakTuka npodieM co
3JI0POBBEM.

BJIQJICHUE COBPEMEHHBIMH
TEXHOJIOTHUSIMU
VKPETUICHUS U COXPAHCHUS
3JI0POBBS, TOJACPKAHUS
paboTOCIIOCOOHOCTH,

PO UITAKTUKHI
peynpexIeHus
3a00JICBaHUM, CBI3aHHEIX C
y4eOHOM 1
MPOU3BOJACTBEHHOMN
JIESITEIIBHOCTBIO;

OIIEHKA TEXHHUKH, CAa4Ya
KOHTPOJILHOTO HOPMAaTHBa,
NPaKTUYECKHUE 3aHATHS,
HaOJI0IeHUE 32 I TEIbHOCTHIO
00y4Jaromuxcs Ha y4eOHBIX
3aHATUAX, 3a4ET

OCYHICCTBJIICHUEC CAMOKOHTPOJIA
IIpU 3aHATUAX CIIOPTOM U
(1)I/I3I/I‘IGCKI/IMI/I YIIPA)KHCHUAMHA

BJIaJIeHHE OCHOBHBIMHU
croco0amMH CaMOKOHTPOJIS
WHIUBUIYaIbHBIX
IIOKa3aresnen 310pOBbs,
YMCTBEHHOU U (PU3NYECKOU
paboTOCIOCOOHOCTH,
(bu3NYECKOT0 pa3BUTHUS U
(UBUYECKUX KAYECTB;

OLICHKA TEXHUKH, clada
KOHTPOJIBHOT'O HOPMAaTHUBA,
MPAKTUYECKUE 3aAHATUS,
HaOJII0ICHUE 32 IeTEILHOCTHIO
00ydJaronuxcst Ha y4eOHBIX
3aHATHUSAX, 3a4ET

BJaJiIcHHE (PU3NIECKUMU
yIpaKHEHUSIMU PA3HON
(byHKIMOHATBHON
HaIpaBICHHOCTH

Bla/ieHue QU3HUECKUMU
VIpaXHEHUSIMHU Pa3HOM
GyHKIIMOHATBEHOU
HaIpPaBJICHHOCTH,
UCTIOJIb30BaHUE HX B
pexxuMe yueOHOU u
MPOU3BOJACTBEHHOMN
JESITETTHHOCTH C TIEITBI0
npopUIaKTUKU
nepeyTOMIICHHS U
COXPAHEHUS BBICOKOM
paboTocrnocoOHOCTH;

OLlIEHKa TEXHMKH, cAaya
KOHTPOJIBHOT'O HOPMAaTHUBA,
MPAKTUYECKHUE 3aHSTHUS,
HaOJIFOEHNE 3a IEATEIFHOCTRIO
00ydJaronuxcst Ha y4eOHBIX
3aHATHUAX, 3a4ET

BJIAJACHUEC TEXHUYCCKNMU
npueMamMu 1 IBUTaTCIIbHBIMU

BJIa/ICHUE TEXHUYECKUMU
prUeMaMu U

OIICHKA TEeXHUKH, c/ladya
KOHTPOJIBHOI'O HOPMAaTHUBA,




nefcTBUAMHU 0a30BBIX BHUIOB
criopTa.

JIBUTaTEIIbHBIMH
JIEUCTBUSAMU 0a30BBIX
BHJIOB CIIOPTA, aKTUBHOE
MIPUMEHEHUE UX B
COPEBHOBATEIIHHOM
JIeITEIbHOCTH, TOTOBHOCTH
K BBIIIOJIHEHUIO
HopmatuBoB [ ' TO

NPAaKTUYCCKHUE 3aHATHS,
HaOJII0ICHUE 3a IeITECILHOCTRIO
o0yyaromuxcst Ha y4eOHbIX
3aHATHAX, 3a9ET
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YYEBHOM JUCLUAILIUHBI

. CTPYKTYPA M COJIEP)KAHUE YYEFHOHI
JUCHUIIVIMHBI

. YCJIOBUA PEAJIM3AIIMA YUYEBHOM JUCIUATLIIMHBI

. KOHTPOJIb Y OLIEHKA PE3YVJIbTATOB OCBOEHUSI
YYEBHOM JUCLUAILIUHBI



1. OBILIASI XAPAKTEPUCTUKA PABOYEN IPOTPAMMBI
YYEBHOM JUCHUILINHEI
«CT.05 OCHOBBI BEPEKJIMBOT'O ITIPOU3BOJCTBA»

1.1. MecTO AUCHUIJIMHBI B CTPYKTYPe OCHOBHOI1 00pa30BaTe/ibHOM NPOrpaMMbl:

VyeOnas pucuuiuimHa «CI.05 OcHoBBI OepeXIMBOrO IPOU3BOJCTBAY» SIBISIETCA
00s13aTeIbHON YacThio coruaibHO-rymManuTapHoro 1ukia OIIOIT B coorBerctBuu ¢ ®I'OC
CIIO mo crmenuampHOCTH 46.02.01 JloKyMEHTAIlMOHHOE OOECIeYeHUEe YIpPaBJICHUS U
apXUBOBECHHUE.

Ocoboe 3HaueHHe nucHHUIUIMHA uMeeT npu GopmupoBanuu u pazputuu OK 01, OK 02,
OK 03, OK 04, OK 05, OK 06, OK 09.

1.2. Heasb u niiaHupyeMble pe3yJbTaThl 0CBOEHUS JUCIUIJIMHBI:
B pamkax nporpaMmmbl yueOHOM TUCIMIUIMHBI 00YyYaIOIIMMHUCS OCBAUBAIOTCS YMEHUS
Y 3HAHUS

Kox IIK, OK | Ymenusn 3HaHHuA

OK 01 IJIAHUPOBATh, OPraHU30BaTh U cojiepanue U GOpMbl

OK 02 IIPOBOJUTH MEPOIIPUATHS 110 OEpEeKITMBOTO ITPOU3BOICTBA

OK 03 peaM3aIiy MPUHITUIIOB OEPEHKITMBOTO

OK 04 MPOU3BOACTBA

OK 05 MOJIb30BaTHCA UHCTPYMEHTAMU MIPUHIIHAITE], METOJIBI 1

OK 06 OEpEKITUBOTO MMPOU3BO/ICTBA B MHCTPYMEHTBI O€PEXKITUBOTO

OK 09 npohecCHOHANBEHOM NesTeNbHOCTH MIPOU3BOJICTBA
AJITOPUTM BHEIPEHUS
WHCTPYMEHTOB OEpPEexIIUBOTO
MIPOU3BOJICTBA B JEATEIHHOCTD
oduca

2. CTPYKTYPA U COJAEPXKAHUE YUEBHOM JUCIIUILINHBI

2.1. O0beM y4eOHOI TMCHUIIMHBI U BUABI Y4eOHOH padoThI

Buj yueOHoit padoThI O0bem B yacax
O6bem 06pazoBaTenbHOM NporpaMmMbl y4eOHON AUCHUIUINHBI 60

B T.4. B opMe MPaKTUUECKOI MOATOTOBKHU 2

BT. Y..

TeopeTudecKoe o0ydeHne 4
MPAKTUYECKHE 3aHSITHS 2
[IpomexxyTouHas arrectanus




2.2. TemaTn4yecKHuil IUVIaH U coJep:KaHue YUeOHOM TMCUMILTHHBI

Konanl
O0nem, ak. 4. / .
KOMIIeTeHIHIA,
B TOM 4HcJjIe
¢dopmupoBanuio
HaumeHoBaHue Conep:kanue yuyeOHOro marepuasa u GopMbl OPraHu3anuM JAesiTeJIbHOCTH B opme
. KOTOPBIX
pa3/1esioB U TeM o0yuarommxcsi NPaKTHYeCKO P
crnocodcTByer
MOJATOTOBKH,
3JIeMEHT
aK. 4.
NMpOrpamMmbl
BBenenue Conep:xanue yueOHOro MaTepuaJia OK 01-OK 06
B Oepe:kiinBoe Tpaguimonnoe u 6epexnBoe NPou3BoACTBO [IOHATHS «TIPOU3BOACTBOY, «pa3/ieicHIE OK 09
MPOU3BOJCTBO Tpyaay, «TpaullMOHHOE U OepeKIIMBOE MPOU3BOACTBOY. Dunocodus «bepexiuBoro
npou3BoJicTBa». McTopus 6epexxinuBoro nponsBoactsa. [IpousBoactenHas cucrema ToHoOTh
. 6
(TPS). Cucrema J1AO Toitora: 14 npuHIMIIOB MEHEIXKMEHTA KoMmaHuu. Maeun paznenenus
tpyna (. Teitnop) u kouseitepuoit coopku (I'. ®opn). [onamuiinsiii annapam u 6azosas
MePMUHONIO02USL OEPENHCIUBO20 NPOUIBOOCMEA
B ToM yHc/ie MPaKTHYECKUX 3aHITHH U 1a00pPaTOPHBIX padoT
[Tpaktuueckoe 3ansatue 1. [IpousBoacTBenHas cucrema Toyota: n3ydeHre NPUHIUIIOB U
uHctpyMmeHToB TPS (ToyotaProductionSystem)
Pa3nen 1. ®unocodus GepexIUBOro Npou3BoACTBA
Tema 1.1. Coaep:xaHue yueOHOro MaTepuasia OK 01-OK 06
MpuHIENBI [IpuHtuIBl 6epexTMBOTO MPON3BOACTBa. B3anmooTHomenne 3aka3uuk - [TocTaBmimk OK 09
0epeKIUBOro (moIHOE 0CO3HAHUE TOTO, YTO HYXKHO 3aKa34MKy, MTHOBEHHAs PeakIusl Ha U3MEHEHHE
NMPoOU3BOJCTBA TpeboBaHuil 3aka3urka). JIroau - camblil IIEHHBIN aKTUB KoMmanuu. KapTupoBaHue moToka
co3nanus neHHoctu. VSM (ValueStreamMapping); mocTpoeHre IpOou3BOACTBEHHOTO MoToka | 10
Ha paboueM ydacTke. OCHOBHBIE XapaKTEPUCTUKU OEPEKIUBOTO IPOU3BOJICTBEHHOTO
notoka. [TpuHIHITEI OepeKITMBOTO MPOU3BOACTBA. KapTHpOBBHUE MIOTOKA CO3/IaHUS
nennocreit. Bertsrusatomee (pull), Bertasikuarotiee (push) mpon3BoacTBo
Tema 1.2. Buabi u | ConeprxaHue y4eOHOro MaTepuasa OK 01-OK 06
KJaccupuKanus Bunel moteph, MX UCTOYHUKHU U CIIOCOOBI X ycTpaHeHus. [loTepu: mepenponsBoacTBO, 10

noreps

JIMIITHUC IBUKCHUA, HCHYXXHAA TPaHCIIOPTUPOBKA, U3JIMITHUC 3aI1aChlI, HU30BITOUHAS




o0paboTka, oxuganue, nepenenka/ 6pak. Cucrema 3M: Myna, Mypu, Mypa. Ynpasnenue
pabo4rM MPOCTPaHCTBOM

B ToM 4unciIe NPaKTHYeCKUX 3aHATHH M J1a00paTOpHBIX padoT

[IpakTuueckoe 3anatue 2. YcTpaHeHUE U MPEAOTBPALLIEHUE TOTEPD

Pa3zgen 2. UHCTPYMeHTHI 0€pe:KIMBOro MpPOM3BOJACTBA

Tema 2.1. Cucrema | Conep:kanue yueOHOro MaTepuajia OK 01-OK 06
5S 5S — cucrema pannonanuzanuu padouyero mecta. [lonarue "Cuctema 5S". Coptupyit —

Cobmronait nopsanok — Coaepxu B unctore —Cranaaptuszupyii — CoBepIICeHCTBYH.

[TpakTryeckue cnocoObl UX peaTn3altu: METO/ PIBIKOB, MeTo 1 TeHel. Cucrema 5S kak

OCHOBa JJIs Kaii3eH U crioco0 noBblmeHus 3¢ dekTuBHOCTH. OTCYTCTBHE NOPsAKA KaK

UCTOYHHUK IIOTEPb.

B TOM umciie NIPAKTHYECKUX 3AHATHIA M J1Aa00PATOPHBIX PadoT

[IpakTryeckoe 3anstue 3. Opranuzanus pabo4dero Mecra 1o cucreme 5S

[Mpaktrueckoe 3austue 4. Cucrema «Touno-soBpemst -JIT» (Just-in-time); Baxxnocts

cucreMsl «T04HO BOBpeMs»
Tema 2.2. Bpems Coaep:xanue yueOHOro MaTepuaJia OK 01-OK 06
takTta. [luty OCHOBHbBIE XapaKTEPUCTUKU OEPEKITMBOI0 MPOU3BOIACTBEHHOIO IOTOKA U €r0 MapaMeTphl: OK 09

BpeMs TakTa (BpeMs LIUKJIa, BpeMs BBINOJIHEHU 3aka3a). CTaHAapThl KauecTBa U CTaHAAPTHI

nporecca. CTanaapTusupoBanHas padota. Bpems takra. CTaOUIbHOCTh U HECTAOMIIBHOCTD

nukita. 3Haunmas padora. [luknuyeckas padora oneparopa. CTaHIapTHBINA HE3aBEPIICHHBIN

3aznen. Bpems nukina. XpoHoMmeTrpax. bianku cTraH1apTU3MPOBAHHON PaOOTHI

B ToM 4unciIe NPAKTHYECKUX 3aHATHH M 1a00paTOpHBIX padoT

ITpakTryeckoe 3ansatue 5. CtannapTuzanus 1eHCTBUNA pabOTHUKA
Tema 2.3. Coaep:xanue yueOHOro MaTepuasa OK 01-OK 06
Bydepnbie n [TonsiTue OydepHBIX U CTpaxoBbIX pecypcoB. Bubl OydepHbIX 1 cTpaXxoBbIX PECYPCOB U UX OK 09
CTpaxoBble ucnoip3oBanue. [IpenmyiecTBa npuMeHeHNsT JAHHOTO BHJIA PECYPCOB
pecypchbl
Tema 2.4. Coaeprxanue yueOHOro MaTepuaa OK 01-OK 06
KoHTpoabHbIE KoHTposnbHbIe MOKa3aTesu 1 UX YPOBHH. 8IIaroB 1o padboTe ¢ KOHTPOJIbHBIMU MOKA3aTESIMH. OK 09
NOKa3aTeJIu. Omnpenenenne KOHTPOJIBbHBIX MOKa3aTenel. 3HaueHue MIaHepoK B paboTe oduca.

Ilnanepku

Pexomenpanuu 1o MMPOBCACHHUIO IJIAHCPOK




Tema 2.5. Kaiinzen- | Kaii3eH — 1oaxoa K IOCTOSHHBIM yiIyqlleHUsAM. [[oHATHE TOCTOSIHHBIX YIIy4IllEHUH, OK 01-OK 06
MepPONpPHATHS orinuue Kaiinzen u Kalipuo. Bosiieyenue nepcoHasna B IOCTOSHHBIC YIIYYILICHHUS. 8 OK 09
Opranu3zanys CUCTEMbI IOJA4U U PEATU3ALUU IPEIUI0OKEHUN 110 YIIYYILIEHUIO.
MatepuanbHOE U HEMaTepUaIbHOE MOOIIPEHHE.
[IpakTrueckoe 3ansTue 6. PazpaboTka 3TanoB Kaia3eH-MepOpUsITHIA
Pa3znea 3. Peasm3zauusi npuHIMIIOB OepexanBOro opuca
Tema 3.1. Conep:xanue yueOHOro MaTepuaJia OK 01-OK 06
IIpakTuka [Tpununs! BU3yanu3anuu padoyero Mecta. OTIu4ns TPAAULMOHHOTO Odrca OT OK 09
BU3YaJbHOIO oepexximBoro o¢uca. [IpaBuina UMEHOBaHUS MAIOK C JOKYMEHTaMH. AynuT pabodero mecra. | 4
ylpaBJieHUS KanOan ans 3aka3a kaHIENAPCKUX npuHaanexHocTeil. Co3aaHue BU3yalnbHOTO oduca
Tema 3.2. Conep:xanue yueOHOro MaTepuaJia OK 01-OK 06
Cospnanne cucrembl | KanbGan-cucrema JOKyME@HTOOOOpOTA, BRIpaBHUBAaHKE paboueii HArpy3KH, OK 09
JAOKYMEHT0000p0Ta | CTaHAaPTH3MPOBAaHHAS paboTa, BU3YyabHBINA MUTY. THCTPYMEHTHI IPU CO3aHUN 4

OepeKITMBOM CHCTEMBI IOKYyMEHTO000pOTa

HpOMe)KyTO‘lHaH aTrecranus

Bcero:

60




3. YCJIOBHUA PEAJIN3AIIMA YYEBHOM JUCIHUILIVHBI

3.1. JInsa peanu3anuy nporpaMMbl y4eOHOH TUCIUIUTNHBI JOJDKHBI OBITh MTPEAYCMOTPEHBI
CJICAYIOIINE CIeUalbHbIe TOMEIICHUS:

Kabuner «CounanbHO-3KOHOMHUYECKUX U YIPABICHUYECKUX TUCLUIUINHY», OCHALICHHBIN B
cooTBeTcTBUH ¢ 1. 6.1.2.1 00pa3oBaTeNbHON IPOTPAMMBI IO CHEIHATHLHOCTH.

3.2. UnopmanmonHoe odecneyeHne peaau3anun NporpaMmmbl

Jia peanuzanuu MporpaMMbl OUOIMOTEUHBINH (GOHI 00pa3oBaTeNbHON OpraHu3aluu
JOJIKEH UMETh IIeYaTHbIC 1/WIK 3JEKTPOHHBIE 00pa3oBaTeIbHble U UHPOPMALIMOHHBIE PECYPCHI,
JUTSL KCTIOJIb30BaHMs B 0Opa3oBaTenbHOM mporecce. [Ipu dopmupoBanuu 6udianorednoro Gpouaa
00pa3oBaTesbHONM OpraHu3alueldl BhIOMPAETCS HE MEHEE OJHOr0 M3JIaHUS U3 MEePEeUUCICHHBIX
HUKE MEYaTHBIX M3JaHUM M (WIM) AJIEKTPOHHBIX M3JaHUNW B Ka4€CTBE OCHOBHOIO, IPU ITOM
CITMCOK, MOXECT OBITH JOITIOJIHEH HOBBIMU U3JaHUAMMU.

3.2.1. OcHOBHBIE TeYATHLIE U3aHUA

1. Bywmek, JI. bepexnuBoe mpou3BOJICTBO: Kak M30aBUTHCS OT MOTEPh U JAOOUTHCS
npouBeranus Bameil komnanuu / [xeiimc Bymek, J[ouuen [xoHc; mep. ¢ anri. - 12-e usg. -
Mocksa: Anbsnuna [Ta6mumep, 2018. - 472 c.

2. Jlarikep JIx. Jlao Toyota: 14 mpuHUMIIOB MEHEIKMEHTa BeAyLIEH KOMITAHMU
mupa / JIx. Jlaiikep. — M.: M3natensckas rpymnma «Toukay, 2018. — 400 c.
3. Tennunr, Jl., aun, 3., 2012. bepexxnuBbiii opuc: ycTpaHEeHHE OTEPb BPEMEHH U

neHer, nep. ¢ anri. [A. 3anecosoii, T. 'yrmaH]. - 5-¢ u3a. - M.:AnpniunHa [Ta6numep, 2019. - 322
c.

4, DKOHOMHKA TpyAa: YYEOHUK IS CpeAHero mpodeccuoHaaIbHOTO oOpa3oBaHus /
M. B. CumonoBa [u ap.]; moa obuieit penakuueir M. B. CumonoBoii. — MockBa: M3narenscTBo
FOpaiit, 2022. — 259 c.

3.2.2. OCHOBHBIE 3JICEKTPOHHbIC U3IAHUA

1. Bypnamesa, O. [1. OcHOBBI GepeXITUBOro MPOU3BOACTBA : yueOHOE Mocodue s cIo /
3. I1. Bypramesa. — 2-¢ u3j., crep. — Cankr-IlerepOypr : Jlanb, 2023. — 76 ¢. — ISBN 978-
5-507-45505-8. — TekcT : 271eKTpoHHBINH // JlaHb : 3JIeKTpOHHO-OMONMOTEYHAs CHUCTeMa. —
URL.: https://e.lanbook.com/book/271253 (mata obpamierus: 03.08.2023). — Pexxum goctyma:
JUISL aBTOPH3. MOJIb30BaTENCH.

2. Vnpasnenue 3amacamMu: MHOTO(AKTOpPHAs ONTUMHU3AIUS TMPOIEcca IMOCTABOK:
yueOHUK g cpenHero mpodeccuonanbHoro obpaszoBanus / I. JI. Bponmenkuii, B. JI. ['epamu,
A. B. Komuk, W.T. Hlumgmockuii. — MockBa: WzmatenbetBo FOpaiir, 2021. — 322c¢c. —

(ITpoeccronansroe obpazoBanue). — ISBN 978-5-534-10776-0. — TexcTt: »1neKTpOHHbIN //
O6pasoBarenbHas iathopma KOpaiir [caiit]. — URL: https://urait.ru/bcode/475248

3. Xaz0ymnatoB, T. M. Menemkment. Kypc neknmii ¥ MpakTHYECKUX 3aHIATHH @ yaeOHOe
noco6wue s cnio / T. M. Xa30ynatos, A. C. Kpacaukosa, O. B. lIumkuH. — 3-e U31., cTep. —
Cankr-IlerepOypr : Jlamp, 2023. — 240 c. — ISBN 978-5-507-46696-2. — TekcT :
AIEKTPOHHBIN // JlaHpb : AJIEKTPOHHO-0MOIMOTEIHAS cucreMma. — URL:
https://e.lanbook.com/book/316982 (mara oOpamenus: 03.08.2023). — Pexxum nmoctyma: st
aBTOPH3. MTOJIb30BATENEH.

4. DKOHOMHKa  OpraHW3alui: Y4eOHMK W  TPAKTHKYM  JUII  CPETHETro
npodeccuonansHoro  obpazoBanusi/  A. B. Komelmkun [u ap.]; moxm  pemakuuei
A. B. Konprmikuna, C. A. CmupHoBa. — MockBa: MszmatensctBo HOpaiir, 2021. — 498 c. —
(ITpodeccuonansroe obpazoBanue). — ISBN 978-5-534-06278-6. — TekcT: »neKTpoHHBIH //
O6pasoBarenbHas wiatdopma KOpaiir [caiit]. — URL: https://urait.ru/bcode/474223.

o. DKOHOMUKaA TpyJa: Y4eOHHK Al cpelHero mpogecCHOHaIbHOro oOpa3zoBaHus /

M. B. CumoHoBa [u np.]; mox obmieit pexakiueir M. B. CumonoBoii. — Mocka: M3gatenbcTBo
FOpaiit, 2022. — 259 ¢. — (IIpodeccuonansuoe obpazoBanue). — ISBN 978-5-534-13411-7.



https://e.lanbook.com/book/271253
https://urait.ru/bcode/475248
https://e.lanbook.com/book/316982
https://urait.ru/bcode/474223

— Texker:
https://urait.ru/bcode/497484

anekTpoHHbI // OOpaszoBarenbHas 1uiatdopma IOpaiit [caiit]. —

3.2.3. JlonoJTHUTEIbHbI€ HCTOYHUKM:

1. bpayn, Mapk I'pam. 3a pamkamu cOaJlaHCHPOBAaHHOW CHCTEMBI TOKasarelen
[TekcT]: Kak aHATMTUYECKHE ITOKA3aTeNIM MOBHIIAOT 3(P(EKTUBHOCTD YIPaBICHUS KOMITAHUEH /
Mapk I'pam bpayn; [nep. ¢ anrin. Y. Uneunoii]. - Mocksa: Onumn-busnec, 2012. - XXIV, 220 c.

2. WNman, M. Kaiigzen: kmod K ycrexy smoHCKkux kommanuii / Mmam M.; Ilep.
I'yrman T. - 9-e u3n. - MockBa: Anbn. busznec byke, 2016. - 274 c.

3. Cunro,

Cureo.

beicTpas  nepenananka:

PeBosmroninonHas

URL:

TCXHOJIOTUA

ONTUMU3AIMH IPOU3BOACTBa: Tiep. ¢ anriL. / C. Cunro. - M.: Anpnuaa busnec bykc, 2006. - 344

C.

4. KOHTPOJIb 1 OHEHKA PE3YJBbTATOB OCBOEHUSA

YYEBHOM JUCLUATLIUHBI

PesyabTaThl 00yyeHus

Kpurepun onenkn

‘ MeToabl OIEHKH

Hepeqenb 3HaHI/Ii71, O0CBaUBACMbIX B paMKax IUCHUIIJIMHBI:

coJiepKaHue 1 hopMel
OepeKIIMBOro MPOU3BO/ICTBA;
HPUHIUIIBI, METObI U
UHCTPYMEHTHI OEpEeXIINBOTO
IIPOU3BO/ICTBA;

QJITOPUTM BHEAPEHUS
MHCTPYMEHTOB O€pexIINBOrO
IIPOU3BOJICTBA B I€ATEIBHOCTh
oduca

Ilepeuensv ymenuil,
oceaueaemuix

6 PAMKAX OUCUUNTIUHDL
IUTAHUPOBATh, OPTaHU30BATh U
POBOJUTH MEPONPHUATHS 1O
peanu3aly TPUHIUIIOB
OepeKIIMBOr0O MPOU3BO/ICTBA;
MI0JIb30BATHCSI MHCTPYMEHTAMHU
OepexKIIMBOro MPOU3BO/ICTBA B
npodeCCHOHATBHON
JeSITeTbHOCTH

OLieHKa YCTHBIX OTBETOB, YUaIlIUXCA:
OtMmetka "5" cTaBUTCS, €CIIN CTY/IEHT:

TIOJIHO M3JIaraeT U3y4eHHbIN
MaTepHa,

0OHapyXHBaeT MOHUMAaHUE
MaTepuaia, MokeT 000CHOBATh CBOU
CYXKJICHUsI, MIPUMEHHUTH 3HAHUS Ha
MpaKTUKE, PUBECTH HEOOXOTMMBIE
MPUMEPHI HE TOJBKO MO y4eOHUKY, HO
1 CaMOCTOSTEILHO COCTABIICHHEIC;

W3J1araeT MaTepHal Mnocie10BaTeIbHO
Y TIPaBUJIBHO C TOYKHU 3pEHUSI HOPM
JUTEPATYPHOTO S3bIKA.

OtmeTtka "4" cTaBUTCS, €CITU CTYACHT
JTa€T OTBET, YIOBJIECTBOPSIOIINAN TEM KE
TpeOOBAHUSAM, YTO U ISt OTMETKH "5",
HO JomycKaeT 1-2 ommOKu, KOTOphIe
caM e UCIpaBIIsIeT, U 1-2 HeouéTa B
MOCIIEJOBATEIIbHOCTH U SI36IKOBOM
0(pOPMIICHUH U3TIaraeMoro.

OtMmetka "3" cTaBUTCS, €CIIA CTYAEHT
00HapyXMBAET 3HAHKE W IOHUMAaHHE
OCHOBHBIX ITOJIOKCHHI TAHHOM TEMEI,
HO: U3JIaraeT MaTepuai HEMOJHO U
JIOTTyCKAeT HETOYHOCTH B OTIPEJICTICHUHN
MOHITHI WIH POPMYITHPOBKE MPABUIL;
HE yYMeeT JOCTaTOYHO TTyOOKO U
JIOKa3aTeJIbHO 000CHOBAThH CBOU
CYXKJIEHUSI M TIPUBECTH CBOU MPUMEPHI;
W3JIaraeT MaTepual
HEIOCJIeI0BATEILHO U IOITyCKAET
OIMOKH B SI3IKOBOM O(DOPMIICHHH

NunuBuayanbHbl U
(bpoHTAJIbHBIC
OTIPOCHI;
IIpoBepka
BBITIOJTHCHUS
o0yJarouMucs
JIOMAITHUX
3aJIaHHI;
IIpoBencHue
TEKYILETO,
pyOEeXHOTO U
MIPOMEKYTOUHOTO
KOHTPOJISI.

Onenka
JeSITENIbHOCTD
oOydJaronuxcst BO
BpEMsI IPOBEICHUS
3aHSATHS

IIpoBepka
BBITIOJTHEHUS
o0yJaronuMucs
JOMAaIITHUX 3aJaHnui
TecToBbIE OIIPOCHI
3aueTHas pabora




U3J1araeMoro.

OtmeTtka "2" cTaBUTCS, €CIIU CTYACHT
0oOHapyXMBaeT HE3HAHKE OOJIBIIICH
4aCTU COOTBETCTBYIOIIEH TEMBbI
M3y4aeMOro MaTepuaina, JOMyCcKaeT
ommOKu B (HOPMYIUPOBKE
ompezieNIeHUuH 1 MpaBuIl, HCKaXaIOIIHe
UX CMBICII, OE€CIIOPSAIOUHO U
HEYBEPEHHO M3JlaraeT MaTepuall.
Otmerka ("5", "4", "3") moxer
CTaBUTBCS HE TOJIBKO 32
eIMHOBPEMEHHBIH OTBET (KOr1a Ha
MIPOBEPKY MOATOTOBKH YUCHHKA
OTBOJUTCS OIpE/IeJICHHOE BpeMs ), HO U
3a paccpeloTOYEHHBINH BO BPEMEHH, T.€.
3a CyMMY OTBETOB, IaHHBIX YUEHUKOM
Ha MPOTSHKEHUU YpOKa (BBIBOAUTCSA
MOYPOYHBIN 0AJUT), IPU YCIIOBUH, SCITH
B IIPOLIECCE YPOKA HE TOJIBKO
3aCIyLIIMBAINCh OTBETHI yYaIIErocs, HO
U OCYILECTBIISUIaCh IPOBEPKA €r0
YMEHHUsI IPUMEHSTH 3HAHUS Ha
MPaKTHKE.
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YACTHOE OBPA3OBATEJIbBHOE YYPEKAEHUE
INPOPECCHOHAJBHOI'O OBPA30OBAHUA
GAIMAJHO-YPAJIBCKHUU I'OPHBIM TEXHUKYM»

Ipuioxenne 3.6
Kk OIIOII mo cnenuansHOCTH

46.02.01 JoxymeHTanImoHHOE 0OecrieueHne
YIIpaBICHUS U apXUBOBEIACHUE

PABOYAS TIPOTPAMMA YYEBHOM JUCITATLIIAHBI

«CI.06 OCHOBbI ®UHAHCOBOM 'PAMOTHOCTH»

Iepmb, 2024 1.



COJEP)KAHUE

. OBIIASI XAPAKTEPUCTHKA PABOYEM ITPOTPAMMBI
YYEBHOM JUCHUILINHBI

. CTPYKTYPA U COJEP)KAHUE YYEBHOI
TACIHATITAHBI

. YCJOBUSA PEAJIM3ALIMA YYEFHOM TUCHUILIUHBI

. KOHTPOJIb 1 OLIEHKA PE3YJIbTATOB OCBOEHMS
YYEBHOM JUCLUATIINHEBI



1. OBILIASI XAPAKTEPUCTHKA PABOUE# TPOIPAMMBbI
YYEBHOM JUCHUILINHEI

«CI.06 OCHOBbI ®UHAHCOBOM 'PAMOTHOCTH»

1.1. MecTO JUCUMILIIMHBI B CTPYKTYpPe OCHOBHO# 00pa30BaTe/IbHOM NMPOrpaMMbl:

VYyebHas JUCHHIIAHA

«CTI'.06 OcHOBEI

(bHHaHCOBOﬁ TpaMOTHOCTH»  ABJIACTCA

00sA3aTenpHOM 4YacThlo couManbHO-rymManurapHoro nukia OIIOII B coorBerctBun ¢ PI'OC

CIIO mo

crnermanpaoctT  46.02.01

apXMBOBEJICHHUE.
Ocoboe 3HaueHHWE AUCUUIUIMHA HMEeT Mpu (OPMHUPOBAHMM M PA3BUTHU OOIIUX
xomrerenmii: OK 01, OK 02, OK 03, OK 04, OK 05, OK 06, OK 09.

JIOKyMEHTAaIIMOHHOE ~ OOECIeYeHne YIpaBlICHUS U

1.2. I_[e.m, U IVIaHUPYEMBbIE PE3yJbTaTbl 0CBOCHUA THCHUIIJIMHDI

B paMKax IIporpaMMbl yqe6H0171 AUCHUITIIMHBI 06y‘~IaIOH_II/IMI/IC$I OCBanBANOTCs YMCHUA

U 3HaHUSA

Kon IIK, YMeHus 3HaHud
OK

OK 01 IIPUHUMATh PallMOHAJIbHbIE OCHOBHBIE IPUHLIUIIBI SKOHOMUYECKON KU3HU
OK 02 (uHaHCOBBIC penieHus B cepe | oOIecTBa: poiib ACHET B CEMbE U OOIIECTBE,
OK 03 yIIpaBJICHUs TUYHBIMU IPUYMHBI U TOCIEICTBHS U3MEHEHHE JJ0XO0A0B U
OK 04 buHaHCAMU PacxoI0B CEMBHU POJIb FOCYAAPCTBA B YKOHOMUKE
OK 05 CEeMbHU
OK 06 IJIAaHUPOBATh U OCHOBBI B3aUMOJIEUCTBUS C KPEIUTHBIMU
OK 09 IIPOrHO3UPOBATh OyayIIHe OpraHu3alusIMI

o0XO0ObI 1 paCXO)II)I JIMYHOT' O
Oroxera

CTaBUTb CTpaTErnYecKue
3a1a4M JUIsl JOCTHKEHUS
JIMYHBIX (PUHAHCOBBIX IIeNei

MPUHLMIBI PYHKIIMOHUPOBaHUs (PHAHCOBOM
CHUCTEMBI COBPEMEHHOI'0 FOCYAapCTBa

IMOHUMATh JTUYHYIO
OTBETCTBEHHOCTH 3a PEUICHUS,
IIPUHUMAEMBbIE B IPOLIECCE
B3aNMOJECHCTBHS C
(MHAHCOBBIMU UHCTUTYTAMHU

OCHOBBI YIIPABJICHU HAJIOTOBBIMU IJIATCIKAMU C
HECJIBbIO CHUXKCHUA HAJIOTOBBIX PACXOJ0B B
YCII0BHUAX CO6J'IIO,Z[€HI/I$I HaAJIOTOBOM OUCIIUILIMHBI

HaxOJUTh UCTOYHUKU
uH(bOpMAaLIUY I TPUHSITUS
3¢ PeKTUBHBIX (UHAHCOBBIX
peLIeHHI




2. CTPYKTYPA U COJIEP)KAHUE YUEBHOM JUCIHUILIAHBI

2.1. O0beM yueOHOI IMCUMIIMHBI M BUABI Y4eOHO0#l padoThI

Buj yueOHoi1 padoThI O0bem B yacax
O6bem 006pa3oBaTenbHOM MPOrpaMMbl y4eOHOW AUCIUIUINHBI 60

B T.4. B (hOpMe MPaKTHUECKOH MOITOTOBKH 2

BT. 4.:

TEOPETHYECKOe 00yUueHne 6
NPAaKTUYECKUE 3aHATHS 2
IIpomexxyTodHas arrecranus




2.2. TemaTn4yecKHuil IUVIaH U coJep:KaHue YUeOHOM TMCUMILTHHBI

Oo0bem, ak. 4. / Kot .
B TOM HHCe KOMIIeTeH Ui,
HanMenoBamme Copaepxxanue yuyeOHOro Mmarepuasa u GopmMbl OPraHU3aANMUM 1eSITeTbHOCTH B (hopme ¢popmupoBanuro
00y4Jarouuxcs . KOTOPbIX
pa3/iesioB U TeM NPAKTHYeCKOH
OATOTOBKH, Croco0CTBYeT
AK. 4. 3J1eMeHT
NMPOrpamMMbl
Tema 1. OcHOBBI Copep:kanue y4eOHOIro MaTepuaa OK 01 - OK 06
JINYHOTO 3HaKOMCTBO ¢ KypcoM. Kparkas xapakTepucTika nzydaemoro kypca. [Ipunstue pemenuit OK 09
¢punancoBoro 0 Tu4HOM puHaHcupoBaHUH. OmpeneseHue ejei, moadop anbTepHaTuB. AKTUBBI U
IIAHNPOBAHUS naccuBbl. Jloxoael U pacxoibl. CoCTaBlI€HHUE TEKYILErO U NEPCIEKTUBHOIO JIMYHOTO 10
¢bunancoBoro 6romkera. OCHOBHbIE HCTOUYHUKH J10X0/1a. TUIIHYHBIE YPOBHU JI0XOA0B U
pacxo/I0B B TeUEHHE KU3HH yesoBeka. CocTaBIeHHE TEKYIIETO JINYHOTO (PMHAHCOBOTO
TJIaHa.
B ToM 4unciie MpaKTHYeCKUX 3aHATHH M J1a00paTOpHBIX padoT
IpakTuyeckoe 3ansTue 1. CocTaBlIeHHE U aHAJIN3 CEMEHMHOT0 OIO/KeTa
Tema 2. bankmn, Coaep:xaHue yueOHOro MaTepuaJia OK 01-OK 06
0aHKOBCKHE Posnp 6aHKOB B npoliecce MpUBJIEUYEHUS U pa3MelleHns (PMHAHCOBBIX pecypcoB. Kpeaur:
onepauuu. Kpeaur | yciosus nonydeHus 1 Bo3Bpata kpenuta. Buasl kpenura. CTOUMOCTb KpeauTa. 10
U ero BUJbI YMeHblIeHne CTOUMOCTH KpeauTa. Mnoreka
B ToM 4mnciIe MPAKTHYECKHUX 3aHATHH M 1a00paTOpHBIX padoT
IIpakTnueckoe 3ansTHe 2. PacueT OCHOBHBIX (PMHAHCOBBIX HAaYMCIIEHUI 5
IIpakTnueckoe 3ansitue 3. Bujbl 6aHKOBCKUX KapT
Tema 3.®oupoBblii | Conep:xkaHue yueOHOro Marepuasa OK 01-OK 06
pbiHOK. Buasbi PeiHok 1ienHbIx Oymar. Llennast 6ymara. Akiusi, o0aurarus, AMBUICH I, OObIKHOBEHHBIE 10
LeHHBIX Oymar AKIIMH, IPUBHIICTMPOBAHHBIC aKIIMH, KOHTPOJIBHBIN MTAKET aKIUH.
Tema 4. Hanoru. Coaepxanue yueOHOIro MaTepuaa OK 01-OK 06
HaJioroo6s10:xxenne | [lonstue Hanora u coopa. DnemeHTs! Hasora. Hanoroo0mnoxxenue puandeckux u
puznyecknx opuandeckux auil. O6s3aHHOCTH HajlororaTenbiiika. OTBETCTBEHHOCTH 3a 10
HECBOEBPEMEHHOE UCIIOJIHEHHE 00s3aHHOCTEH HaJIoromiaTeNbIKa
B ToM unciie npakTHYECKUX 3aHATHI U JJAa00PaTOPHBIX padoT
IIpakTnyeckoe 3ansaTne 4. OnpeeseHne 3JIEMEHTOB HaIora
Tema S. Pucku Conep:xaHue yueOHOro MaTepuaJa OK 01 - OK 06




O6bem, ak. 4. /

Koanl

KOMIIeTeHIIUIA,
Coaep:xxanue yueOHOro MaTepuaJa M (pOpMbl OPraHU3aALMU AeATeIbHOCTH B ToM fucie ¢popmupoBanuo
HaumenoBanue y B popme
o0yuyamuxcsi . KOTOPBIX
pa3aesioB U TeM NPaKTHYEeCKOI
Crmocoo0cTByeT
NMOAr0OTOBKH,
3JIeMEeHT
aK. 4.
NPOrpamMMbl

MOTEPH JAeHer 1 DKOHOMHUYECKHE MOCIIEJCTBUS HETPEABUICHHBIX COOBITHIA: 0OJIe3HEH, aBapUid, TPUPOTHBIX 10 OK 09
HMYIIeCTBA. KaTakau3MoB. CTpaxoBaHue, BUJbl cTpaxoBaHusl. OCHOBHBIE IIOHATHS CTPAXOBOI'O PhIHKA.
CrtpaxoBaHue B ToM unciie npakTHYECKUX 3aAHATHI U JJA00PaTOPHBIX padoT

IIpakTuyeckoe 3ansTue S. ccnegoBanue: 4To U Kak MOKHO CTPaxoBaTh (PU3HUECKOMY

JUILY
Tema 6. Coaep:xanue y4eOHOIro MaTepHuaJia OK 01 - OK 06
Ilencuonnoe IlencHOHHBIN BO3pacT M rocyAapCTBEHHOE IIEHCMOHHOE obecnieueHue. Bo3moxkHocTu OK 09
crpaxoBanue B P® | neHcuonHoro HakorseHus. Bunpl nencuii B PO: cTpaxoBas meHcus o CTapocTH, 10

CTpaxoBas MMEHCHsI IO MHBAJIMTHOCTH, CTPAXOBasi IEHCHUS T10 CIIy4ar0 OTePU KOPMUJIBIIA,

HAaKOIMTEJIbHAS IEHCHSL.

B TOM 4ynciie NPAKTHYECKUX 3aHATHI M J1a00PATOPHBIX PadoT

IIpakTHyeckoe 3anATHE 6. Pacuer Oyaymmx MEHCHOHHBIX BBITLIAT, UCTIOIL3YS

MIEHCUOHHBIN KaJbKYISITOP
IIpome:kyTouHas aTTecTanus
Bcero: 60




3. YCJIOBHUA PEAJIN3AIIMA YYEBHOM JUCIHUILIVHBI

3.1. [ns peanu3anmuu NPOrpaMmMbl Yy4eOHOH JUCUMILIMHBI OJIKHBI OBITh
NpeayCMOTPEeHbI cJIeAyoIue clieliaJbHble OMelleHUs:

Kabuner «CounanbHO-3KOHOMHUYECKUX U YIPABICHUYECKUX TUCLUIUINHY», OCHALICHHBIN B
cooTBeTcTBUH ¢ 1. 6.1.2.1 00pa3oBaTeNbHON IPOTPAMMBI IO CHEIHATHLHOCTH.

3.2. UnopmanmonHoe odecneyeHne peaau3anun NporpaMmmbl

Jia peanuzanuu MporpaMMbl OUOIMOTEUHBINH (GOHI 00pa3oBaTeNbHON OpraHu3aluu
JOJIKEH UMETh MeYaTHbIe W/WIIK 3JIEKTPOHHbIE 00pa3oBaTelibHble U MH(GOPMAIMOHHbBIE PECYPCHI
JUTSL KCTIOJIb30BaHUs B 0Opa3oBaTenbHoM mporecce. [Ipu hopmupoannu 0ubiuoreunoro ¢ponaa
00pa3oBaTesbHONM OpraHu3alueldl BhIOMPAETCS HE MEHEE OJHOr0 M3JIaHUS U3 MEePEeUUCICHHBIX
HHNXKE IICYATHBIX I/I3IIaHI/II71 n (I/IJII/I) SJICKTPOHHBIX I/ISIIaHI/II\/JI B Ka4€CTBC OCHOBHOIO, Ipu 3TOM
CITMCOK, MOXECT OBITH JOITIOJIHEH HOBBIMU U3JaHUAMMU.

3.2.1. OcHOBHBIE TeYATHLIE U3aHUA

1. BormameBckuii, A. OcHoOBbI (uHaHCOBOH rpamorHocTH: Kparkuit kypc /
borpamesckuii A. - M.: AnpniuHal laGimumep, 2018. - 304 c.

2. KynmukoB, JI. M. OCHOBBI 3KOHOMHYECKOW TCOPHH: YYCOHUK I CPEIHETO
npodeccuonansHoro obdpazosanus / JI. M. KynukoB. — 3-e uza., nepepad. u gon. — Mockaa:
WznatenberBo FOpaiit, 2022. — 371 ¢. — (IIpodeccnonanbaoe oopazoBanue). — ISBN 978-5-
534-03163-8.

3. ®unancoBas rpaMOTHOCTH: yueOnuk / 10. P. Tymansn, O. A. Mmenko-Ilanykosa, A.
H. Kosznos [u nap] ; HOxuwiii ¢enepanbhblii yHuBepcurer. - PoctoB-Ha-/lony; Taranpor:
WznatensctBo FOxHOTrO henepanpHoro ynusepcurera, 2020. - 212 c.

4. ®puiyiep, A.B. OcHOBBI (pMHAHCOBOW IPaMOTHOCTH: ydeOHOE TOCOOUe Ui CPEHEro
npodeccuonanbHoro oopazosanus/ A.B. ®puiiep, E.A. TapxanoBa. — MockBa: U3parenbcTBo
[Opaiir, 2022. — 154 c.

3.2.2. OcHOBHbIE 3JIEKTPOHHbIE U3IAHUS

1. Basum, A. A. OcHoBbl 5koHOMUKH / A. A. Bazum. — 3-e usn., crep. — CaHKT-
[TerepOypr : Jlanb, 2023. — 224 c¢. — ISBN 978-5-507-46203-2. — Tekct : 31meKTpOHHBIH //
Jlanb : anekTpoHHO-OMOIMoTeunas cuctema. — URL: https://e.lanbook.com/book/302279 (nata
oOpamienus: 25.07.2023). — Pexxum foctymna: i aBTOPU3. MOJIb30BaTENEH.

2. KynukoB, JI. M. OcCHOBBI 3KOHOMHUYECKOH TEOpUHU: Y4YEOHHK ISl CpEIHEro
npodeccuoransHoro oopazosanus / JI. M. KynukoB. — 3-e u3n., mepepab. u jgon. — Mocksa :
UznarensctBo FOpaiit, 2022. — 371 c. — (IIpodeccuonansnoe obpasosanue). — ISBN 978-5-
534-03163-8. — Tekcr: anexrponHbIi // O0pa3zoBatenbHas miatdpopma FOpaiit [caiit]. — URL:
https://urait.ru/bcode/468411

3. [Tanckos, B. I'. Hanoru u Hanoroo6noxenwne. [Ipaktukym: yue6HOE mocoOue s
cpenHero mnpodeccuoHanbHoro obpazoBanusi/ B. T Ilanckos, T. A.JleBouknHa. — MockBa:
WznatenberBo FOpaiit, 2022. — 319 ¢. — (IIpodeccronanbaoe oopazoBanue). — ISBN 978-5-
534-01097-8. — Texkcrt: anextponHslii // O6pazoBatenbHas mnatdopma IOpaiit [caiit]. — URL:
https://urait.ru/bcode/469486

4. Ilymuna, H. B. OcHOBBI mnpennpuHUMAaTenbcTBA W (PUHAHCOBOM TPaMOTHOCTH.

[Tpaktukym / H. B. I[lymuna, I'. A. bannypa. — Cankr-IletepOypr : Jlanp, 2023. — 288 c. —
ISBN 978-5-507-45254-5. — Texkcr : amekTpoHHBIN // JlaHb : 3JIEKTpOHHO-OMOIMOTEUHAS
cucrema. — URL: https://e.lanbook.com/book/292901 (mara oGpamienus: 04.08.2023). —
Pexxum noctyma: 11 aBTOpU3. I0JIb30BATEIICH.

5. ®dunancoBoe mpaBo. [IpakTukym: ydeOHOe TmocoOWe JIg  CpPeaHEro
npodeccuonanbHoro  obpasoBanusi/ E. M. Ammapuna [u ap.];  TOA  peakiuent
E. M. Ammapunoii, E. B. TepexoBoii. — 2-¢ u3n., nepepad. u gon. — Mocksa: U3garenbcTBo



https://e.lanbook.com/book/302279
https://e.lanbook.com/book/292901

Opaiit, 2022. — 300 c. — (IIpodeccuonansuoe obpazosanue). — ISBN 978-5-534-08817-5.

— Tekct: nanextponnsld // OOpaszoBarenbHas tutatrgopma FOpait [caiit]. — URL:
https://urait.ru/bcode/470974

6. Opuipiep, A. B. OcHOBBl (pUHAHCOBOW TPaMOTHOCTH: Y4eOHOE IMOCOOHe s
cpenHero mpodeccuonansHoro odpazosanmsi/ A. B. @purep, E. A. TapxanoBa. — Mockaa:

MznarensctBo HOpaiit, 2022. — 154 ¢. — (IIpodeccuonanproe odpazoanue). — ISBN 978-5-
534-13794-1. — Texkcr: anexTpoHHbIi // ObpazoBatenbHas ardgopma FOpaiir [caiit]. — URL:
https://urait.ru/bcode/466897

3.2.3. JlonoJiHUTEIbHbIE HCTOYHHUKH:

1. Borpamesckuii, A. OcHoBbl ¢uHaHCOBONH TpamoTHOcTH: Kparkuit kypc /
Bormamesckuii A. - M.:Anprinaa [Ta6mumep, 2020. - 304 c.:

2. ®unaHcoBoe mpaBo. llpaktmkym: y4eOHOe TocoOWe IS CpPEeIHEro
npodeccuonanbHoro obpaszoBanus / E. M. Ammapuna [u n1p.]; monm pemakumeir E. M.
AnmapuHoi,

E.B. TepexoBoii. — 2-e u3n., nepepad. u gon. — Mocka: U3znatensctBo FOpaiit, 2020. — 300

C.

3. 'ananos, B. A. ®unancel, neHexHoe oOpatieHune U kpeaut: yueOnuk / B.A. T'ananos.
- 2-e m3a. - MockBa: ®opym: UTHOPA-M, 2022. - 416 c.

4. KOHTPOJIb 1 OHEHKA PE3YJIBTATOB OCBOEHMUAA

YYEBHOM JUCLUAILIVUHBI

Pe3yabTaThl 00yyeHus

Kpurtepun onenkn

MeToabI OLIEHKH

Ilepeyennb 3HaHMIA,
0CBaHBaeMbIX B paMKax
AUCHHUTLTHHBI

OCHOBHBIE PUHITUIIBI
HYKOHOMUYECKOU KU3ZHU
oO1ecTBa: poJib JIEHET B
CEMbE U 00IIECTBE, MPUUMHBI
Y TIOCJIC/ICTBUS N3MCHCHUE
JIOXOJIOB U PacX0JIOB CEMBH;
pOJIb TOCYZJapCTBa B
YKOHOMUKE CEMBH;

OCHOBBI B3aUMOJICHCTBUS

C KpeIUTHBIMU
OpTraHHU3aIUsIMHU,

TIPHHITAITHI

(G YHKIIMOHUPOBAHUS
(HMHAHCOBOW CHUCTEMBI
COBPEMEHHOT'0 rOCYAapCTBa;
OCHOBBI YIIPaBIECHUS
HAJIOTOBBIMH ILIATEKAMU C
[EJTbI0 CHIDKEHUST HAJIOTOBBIX
pPacxo/ioB B yCIOBUSX
COOIIOIEHUS HAJIOTOBOM
JUCIUTIIAHBI

O1neHka yCTHBIX OTBETOB, YUalUXCS:
OtmMmetka "5" cTaBUTCS, €CIIU CTYIEHT:
IIOJIHO M3JIaraeT N3y4eHHbIN
MaTepua, JaET NpaBUIbHOE
OIIPEAEIIEHHOE S3bIKOBBIX MTOHSITH;
oOHapyX1BaeT IOHUMaHUE
MaTtepuaia, MoXeT 000CHOBAaTh CBOU
CYXJECHHUsI, IPUMEHHUTDh 3HAHUS Ha
MIpaKTUKE, IPUBECTU HEOOXOJUMbIE
MIPUMEpPHI HE TOJBKO MO YUEOHHUKY, HO
U CaMOCTOSITENIEHO COCTaBJICHHBIE;
U3JIaraeT MaTepuanl
IIOCJIEZI0BATEIBHO U IIPABUIIBHO C
TOUYKH 3PEHUSI HOPM JINTEPATYPHOTO
A3BIKA.

Otmetka "4" cTaBUTCH, €CIIA CTYACHT
JAET OTBET, YAOBJIETBOPSIOIINMA TEM
e TpeOOBaHUSAM, UTO U JUIsl OTMETKU
"5", HO momyckaeT 1-2 omuoKu,
KOTOpBIE CaM K€ HCIIpaBIIseT, U 1-2
HEeZ04Y€ETA B [IOCJIE0BATEILHOCTH U

S3BIKOBOM O()OPMIICHUHU M3JIaraeMoro.

Otmetka "3" craBUTCS, €CIIM CTYJIEHT
0oOHapy)XHBaeT 3HAaHUE U TOHUMaHHNE
OCHOBHBIX ITOJIOJKCHMI TAHHOM TEMEI,

NunuBuyanbHbl 1
(bpoHTaNbHBIE OMPOCHI,;
IIposepka
BBITTOJIHEHUS
oOy4armuMucs
JOMAaITHUX 3aJaHUi;
IIpoBeneHune
TEKYIIEro,
pyOexHOTO U
MIPOMEKYTOUYHOTO
KOHTPOJIA



https://urait.ru/bcode/466897

Ilepeyenb ymeHui,
0CBaHBaEMbIX

B paMKax JUCHUILIAHBI
MPUHUMATH PAIIHOHATHHBIE
(buHaHCOBbBIE pELICHHS B
cdepe ynpapieHUs JINYHBIMU
¢dbuHaHCAMH,

IUTAHUPOBATh U
MIPOTHO3UPOBATH OyIyIIHe
JIOXOJIBI M PACXO/IbI JINYHOTO
OIOIKETA;

CTaBUTh CTPATETUUYCCKUE
3a[a4u JUIS JOCTHKEHUS
JMYHBIX (DUHAHCOBBIX IIEJeH;
- IOHUMATbh JTUYHYIO
OTBETCTBEHHOCTb 32 PEIICHHUSI,
MPUHUMAaEMBbIE B Ipoliecce
B3aUMO/JICUCTBUS C
(MHAHCOBBIMU MHCTUTYTAMHU;
- HaXOJIUTh HCTOYHUKH
uHGOpMALIUY JJIST IPHHSTUS
3 PeKTUBHBIX (UHAHCOBBIX
peleHnit

HO:

u3JaraeT MaTepuai HeroJHO U
JIOITyCKAaeT HETOYHOCTH B
OTIpeIeICHU Y TIOHITUN HITH
(opMyIMpOBKE MPaBUI;

HE yMeeT J0CTaTOYHO INTyOOKO U
JI0Ka3aTelbHO 000CHOBATh CBOU
CYXJIEHUS U IIPUBECTH CBOU
MIPUMEPHI;

u3JaraeT MaTepual
HETOCJIEIOBATENILHO U JIOITYCKaeT
OLIMOKH B SI36IKOBOM O(OPMIICHUH
U3J1araeMoro.

OtMmetka "2" cTaBUTCS, €CIIA CTYACHT
oOHapyXMBaeT He3HAHHE OOJbIIICH
YaCTU COOTBETCTBYIOLIECH TEMbI
M3y4aeMoro marepuaia, J0IyCcKaeT
omunOKH B (HOPMYITHPOBKE
ONPENIEIICHUI U IIPaBUI,
MCKaXXAOIUE UX CMBICT,
0ecropsiIoUHO U HEYBEPEHHO
u3JjaraeT MaTepuall.

Otmertka ("5", "4", "3") MmoxeT
CTaBUTHCS HE TOJIBKO 32
€/IMHOBPEMEHHBIH OTBET (Korjaa Ha
MPOBEPKY MOATOTOBKH yICHUKA
OTBOJIUTCS ONPEICTICHHOE BPEMsI), HO
1 32 PacCpPeIOTOYEHHBI BO BPEMEHH,
T.€. 32 CyMMY OTBETOB, JaHHBIX
YYEHHKOM Ha MPOTSHKEHUH YpOKa
(BBIBOZIUTCSI TOYPOYHBIH Oat), mpu
YCJIOBHH, €CJIM B IIPOIECCE YPOKa He
TOJILKO 3aCITYIINBAINCh OTBETHI
y4allerocs, Ho ¥ OCYyIECTBIIACh
MIPOBEPKa €ro yMEHHsI IPHUMEHSITh
3HaHUS Ha IPAKTHKE.

OrueHka 1eaTeNbHOCTH
00ydJarImuxcs

BO BpeMs
MIPOBEJICHUS 3aHSATHUS
[IpoBepka
BBITIOJTHEHUS
00yJaronuMHUCs
JIOMAIITHUX 3a/IlaHui
TecToBbIe OIIPOCHI
3ayerHas paboTa
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COJAEP)KAHUE

. OBIIASI XAPAKTEPUCTUKA PABOYEN IPOrPAMMBI
YYEBHOM JUCLUILIUHBI

. CTPYKTYPA U COJEP)KAHUE YYEBHOI
JTACIHATITAHBI

. YCJOBUSA PEAJIM3ALIMA YYEBHOM JUCHUILINHBI

. KOHTPO.JIb U OLIEHKA PE3YJIbTATOB OCBOEHHUS
YYEBHOM JUCLUATIINHBI



1. OBIIASI XAPAKTEPUCTHUKA PABOYEN ITPOT'PAMMBI YYEFHOHN
JANCHUIIVIMHBI CT'.07 9KOJIOI'MYECKHUE OCHOBBI ITPUPO/JOITIOJIb30OBAHUSA

1.1. MecTo y4eOHOIi TUCHMIVIMHBI B CTPYKTYpe 00pa3oBaTeIbHOI MPOrpaMMbl CpeIHero
npogdeccuoHAJIBLHOT0 00Pa30BAHUA:

VYuebnas mucuurmumna CI.07 Dkomoruyeckue OCHOBBI IMPHUPOJOINONB30BAHMS TMPHHAIICKHUT K
CouumansHo-rymanutapaomy 1ukiy (CIN.00) (BapuaTtuBHas 4acTh).

1.2. esb 1 mu1aHnpyemble pe3yJbTAThl OCBOEHHUS YUeOHOM JUCUMIIJIMHBI:

Conepxanne ydeOHoW muctumanabl  CI.07 Dxomormueckue OCHOBBI MPHPOJIOTIONB30BAHUS
CHOCOOCTBYET (POPMUPOBAHUIO CICAYIOIINX KOMIIETEHIIN

OK 01. Beibupatb croco0bl penieHus 3a1a4 npodecCHOHAIBHOM eATeIbHOCTH NPUMEHHUTEIBHO K
Pa3INYHBIM KOHTEKCTAM;

OK 04. D¢ dexTnBHO B3aMMOIEHCTBOBATH M pa0OTaTh B KOJUICKTHBE U KOMaH/IE;

OK 07. CopneiicTBOBaTh COXpPaHEHHMIO OKPYXAIOUIEH Cpelbl, pPecypcocOepexeHHI0, MPUMEHSITh
3HaHUS 00 M3MEHEHHWH KJIMMaTa, MPUHLIUIBI OepeXIMBOrO MPOU3BOACTBA, YPPEKTUBHO JEHCTBOBATH B
Ype3BbIUANHBIX CUTYALUIX.

1.3. TpeOoBanus K pe3yibTATaM OCBOCHUS YU4eOHOM TUCHMIIINHBI:
B pesynbpraTe n3yueHus o0s3aTenbHON 4acTU Y4EOHOr o KA 00y4aromuics J0KEeH
ymembv:

- QaHAJIM3UPOBATh U MPOTHO3UPOBATH  SKOJOTMYECKHE  IMOCHEACTBUS  PA3JIMYHBIX  BUJOB
IPOU3BOJICTBEHHOMN AESITEIbHOCTH;

- aHAJIM3UPOBATh MPUUMHBI BOBHUKHOBEHUS KOJOIMUYECKHX aBapuil U KaTacTpod;

- BBIOUPATh METOJIbl, TEXHOJOTHUH M ammaparbl YTUIM3ALUU T'a30BbIX BBIOPOCOB, CTOKOB, TBEPABIX
OTXOJI0B;

- IPUMEHATH CTaHAAPThl AHTUKOPPYIIIMOHHOTO MIOBEJICHHUS;

- ONIPEAEIIATD YKOJIOTUYECKYIO IPUTOAHOCTD BBIITYCKAEMON IPOAYKIINH;

- OLIGHHMBATh COCTOSTHUE 3KOJIOTUHU OKPY’KAIOLIEH cpeibl Ha MPOU3BOICTBEHHOM O0OBEKTE;

3HamMb:

- BUJIbI U KJTacCU(UKAINIO PUPOJHBIX PECYPCOB, YCIOBHUS YCTOMUUBOTO COCTOSIHUSI SKOCUCTEM;

- 33J1a4M OXpaHbl OKPYXKAIOIIEH Cpellbl, IPUPOJAOPECYPCHBIM MOTEHIMAI U OXpaHseMble IPUPOJIHBIE
tepputopun Poccuiickon ®@enepanny;

- OCHOBHBIE HCTOYHUKHU M MacIITaObl 00pa30BaHUs OTXOA0B POU3BOICTBA;

- OCHOBHbIE HCTOYHHMKM TEXHOTE€HHOTO BO3JEHCTBUS Ha OKPYXKAIOLIYI0 Cpeay, CIocoObl
NPEJOTBPALCHUS W YJIaBIMBAaHUS BBIOPOCOB, METOABI OYMCTKU TPOMBIIUIEHHBIX CTOYHBIX BOJ,
MPUHILIMIBL pa0dOThI anmnapaToB 0OE3BPEKMBAHUS U OUYHUCTKH Ta30BBIX BHIOPOCOB U CTOKOB, OCHOBHBIE
TEXHOJIOTUHM YTHIIU3AI[MH I'a30BbIX BEIOPOCOB, CTOKOB, TBEP/IBIX OTXO0/I0B;

- TNPUHIUIBl pa3MEIIeHUs] MPOU3BOJACTB PA3IMYHOIO THIA, COCTaB OCHOBHBIX IMPOMBIIIJIEHHBIX
BBIOPOCOB M OTXO/I0B Pa3IMUYHBIX POU3BOJICTB;

- TpaBOBBIE OCHOBBI, MpPaBUia U HOPMBI NMPUPOAOIOJIB30BAHUSA U IKOJIOTMUECKONH 0€30MacHOCTH;
CTaH/IapTOB aHTUKOPPYNLIHOHHOTO MTOBEACHHUS;

-  TNPUHOUIOBL U METOJbl PAlMOHAIBHOIO MPHUPOJONOIB30BaHUS, MOHUTOPUHIA OKpYXKarouleH
CPEJIbL,AKOJIOTMYECKOI0 KOHTPOJISI M KOJIOTMYECKOT0 PETYIUPOBAHUS.

14. IIpome:xxyTouHasi aTrecTanus NpoBoauTcs B popme 3auera.



2. CTPYKTYPA U COAEP)KAHUE YYEBHOM JUCIUILINHBI

2.1. O6beM yueOHOH TUCHHUIJIMHBI H BUAbI Y4eOHOH padoThl

Bun yueOHo# padoThl O0bem B yacax
O0beM yueOHOM THCHUIIINHBI 44
BT. 4..
JICKITHH 4
MPAKTUYECKHUE 3aHATHA 6
CamocrositenbHas paboTa 34
IIpomexxyTouHast aTTeCTALMUSA




2.2. TemaTH4eCKHUii NJIaH U coiepxkaHue yueOHo qucuuminubl CI'.07 Dkoornyeckne 0CHOBBI MPUPOI0NOJIH30BAHUSA

HaumenoBaHue Coaep:xkaHue y4eOHOro MaTepuasia, NpakTHYeCKUe 3aHATHS, O0bem Koambt
pa3iesioB U TeM camMocTosiTeJibHasi padora 4acoB/ B | KOMIIETEH
popme 107071
NpaKTUye
CKOM
NOJAr0TOB
KH
1 2 3 4
Pa3znen 1. OcobGeHHOCTH B3auMOAelCTBHSI MPUPOIBI H 00IeCTBA. 36/4
Tema 1.1. Conep:xanue yueOHOro MmaTtepuaJjia (JeKuus) OK 01, OK
IIpupoansie pecypent |1. Beenenue. Y ciioBus ycToiunBoro coctossHus skocucteM. Onpenenenue, BUasl 1 pazmepHocts [1/1K. 10 04,
U paloHAJIbHOE 2. Ilpupomueie pecypchl W UX Kiaccuukanus. 3amadd  OXpaHbl OKPYXKAroOIIeH Cpensl, OK 07
NPHPOIONOJIb30BaHUE [IPUPOJOPECYPCHBINA MOTEHIIMAT U OXPaHsIeMble IPUPOAHbIE TeppuTtopun Poccuiickoii @eneparuu.
I[IpakTuyeckoe 3ansitue Nel 1
W3yyeHne METOIMKH MOJICYETa CPOKA UCUEPIIaHHsI HEBO30OHOBUMBIX PECYPCOB
Tema. 1.2. Conep:xxanue yueOHOro MmaTtepuajia (JeKIHs)
3arpsi3HeHue 1. 3arpsi3HeHHE OKpPYKAIOIIEH CPEeIbl. 10
OKpy:Kalouei cpeabl 2. OCHOBHbIC HCTOYHHKH M MacCIITaObl 00pa30BaHMs OTXOJOB MPOM3BOACTBA. OCHOBHBIC UCTOYHHKHU
TEXHOIC€HHOI'O BO3JEMCTBUSI Ha OKPYKAIOILYIO CPELy.
IIpakTH4eckoe 3ansaTHE No2
Omnpenenenne KOJIMUeCTBa aHTPONOTEHHBIX 3arPsS3HEHUN, TIOMAAIONINX B OKPYKAIOIIYIO Cpely B 1
pe3ynbTare paboThl ABTOTPAHCIIOPTA.
Tema 1.3. Conep:xanue yueOHOro Mmatepuajia (JeKuus)
IIpuponooxpannbiii  |1. CiocoObl mpeoTBpaIeHHs U yIaBIUBAHUS BEIOPOCOB, IPUHIIUITE pAOOTHI allliapaToB
MOTEHIUA 00€3BpEKMUBAHUS U OYUCTKH Ta30BBIX BBIOPOCOB XUMUYECKUX MPOU3BOJICTB, OCHOBHBIE TEXHOJIOTUH
YTHIIH3a1UH Ta30BbIX BEIOPOCOB. 12
2. MeToibl OYMCTKH POMBIIIUICEHHBIX CTOYHBIX BOJI, IPUHITUIIBI pa0OTHI allllapaToB 00e3BPEKUBAHUS U
OYHUCTKU CTOKOB XUMUUYECKHX  MPOU3BOJICTB, OCHOBHBIE TEXHOJIOTUH YTHIIM3ALUU CTOKOB.
3. 3aXOpOoHEHHE U YTUIN3AIUS TBEPIBIX OTXO/IOB.
4. OCHOBHBIE TEXHOJIOTUN YTUIU3ALUU TBEPIBIX OTXO/IOB.
IIpakTnyeckue 3anaTus Ne3
3ananue 1. OnpeneneHue KayecTBa BOAbIL. 2

3amanne 2. HopMupoBaHue KauyecTBa OKPYIKAIOIICH CPEIbl.




Bananue 3. Oxpana atMocepHOTo BO3/yXa

Pa3nes 2. [IpaBoBble 1 connaibHble BONPOCHI MPUPOAONOJIL30BAHUSA

Tema 2.1. Copaepxxanue y4eOHOro marepuaJia (JIeKnus) 8/2

I'ocynapcrBennbie u  |1. [IpuHIUIB 1 METOABI MOHUTOPHHTA OKpY>Katolei cpeabl. [IpHHIUIBI 1 METOIBI IKOJIOTUYECKOTO 8

o01IeCTBEeHHbIE KOHTPOJIS U SKOJIOTHYECKOr0 PETyJINPOBAHUS.

OpraHu3aunuu 1o 2. TocynmapcTBeHHble M OOLIECTBEHHBbIE OpraHU3alUMd 10 MPEAOTBPAIICHUIO Pa3pyLIAIONINX

NpeJ0TBPALeHHI0 BO3JICUCTBUI HA IPUPOLTY.

paspylIanImMx IIpakTuyeckne 3ansitus Ned

BO3/leiicTBMII HA 3ananue 1. MexayHapogHoe COTPYJHHUYECTBO B PEIICHUU TPOOJIEM MPUPOIONIOIb30BAHHMSL.

Npupoxy 3ananue 2. M3yuenue denepanbHbix 3akoHOB «OO0 oxpaHe okpyxarouiei cpeab», «O caHUTapHO- 2
AIUIEMUOJIOTMYECKOM OJIaronoayyu HaceaeHUs.

CamocrosiTesibHasA padoTa 34

IIpome:xxyTouHasi aTTecTanus: 3a4eT

Bcero: 44




3. YCJIOBHSA PEAJIN3AIIMA ITIPOT'PAMMBI YUEBHOM JUCIIUILIMHBICT.07
IKOJIOI'MYECKHUE OCHOBBI TIPUPO/JOITIOJIb30BAHUA

3.1. Jlns peanu3anuu NporpaMmbl y4eOHO THCHMILINHBI 10JKHBI ObITH MPETyCMOTPEHbI:
1) xabunet ConpanbHO-TYMaHUTAPHBIX TUCIUILIHH,

2) TEXHUYECKHE CPEACTBA OOyUECHHUS:

- TIPOEKTOp;

- JKpaH;

- KOMIIBIOTED;

3) mporpamMMHbBIE Cpe/CTBA:

- MS Word;

- MS Power Point.

3.2. NudopMmanuoHHoe odecrieueHne peaju3alui MPorpaMmbl

OcHoBHas1 JIuTepaTypa:

1. Acradwesa, O. E. DkoJgoruueckue OCHOBBI MPUPOIOIOIB30BAHUS : YUYCOHUK JJISI CPEIIHETO
npodeccuonanbHoro oopazosanus / O. E. AcradeeBa, A. A. ABpamenko, A. B. [lutprok. — 2-e u3n.,
ucrip. U gom. — MockBa : MsnmarensctBo [Opaiir, 2023. — 376 c¢. — (IIpodeccuonansHoe
obpazoBanue). — ISBN 978-5-534-15994-3. — Tekcr : anekrpoHHblii // Obpa3oBaTenbHas miarhopma
IOpaiir [caiit]. — URL.: https://urait.ru/bcode/523597.

2. Kysnenos, JI. M. Dkonorudeckre OCHOBBI HPUPOAOINOIB30BAHUS : YUYCOHUK IJIsi CPEIHETrO
npodeccuonanbHoro  obpaszosanusi /  JI. M. Ky3ueroB, A. lO. llImMbikoB ; mox  penakiueiiB.
E. Kypoukuna. — 2-e u3a. — Mocksa : U3garensctBo FOpaiit, 2023. — 334 c. —(IIpodeccuonanbuoe
obpazoBanue). — ISBN 978-5-534-17671-1. — Tekct : anextponHsbii // OOpa3oBarenbHas miardpopma
FOpaiit [caiit]. — URL: https://urait.ru/bcode/533518.

3. XBan, T. A. Dxomoru4eckne OCHOBHI TPUPOAONOIB30BAHUS : YYEOHWUK MJISI CPETHETO

npodeccuonanpHoro obpazoBanust / T. A. XBaH. — 7-e wu3fd., mepepad. u jgom. — Mocksa :
WznarensctBo FOpaiit, 2023. — 278 ¢. — (IlpodeccunonansHoe obpazoranue). — ISBN 978-5-534-
16564-7. — Tekct : osnekrponnslii // OOpasoBarensHas minardopma IOpaiit [caiit]. — URL:

https://urait.ru/bcode/531290.

JlonoJHUTEIbHbIE HCTOYHUKH:

1. Tynsakosa, O. B. Dxonorus: yueOHoe nocodue mis CIIO / O. B. Tynsakosa. — 2-e uzn. —
CaparoB: [IIpodobOpazoanme, 2020. — 95 c¢. — ISBN 978-5-4488-0158-7. — Tekcr:
JJIEKTPOHHBIN//DNEKTPOHHBIH pecypc nudpoBoil obpazoBatenbHOl cpeasl CIIO PROFo6pa3zoBanue:
[caiiT]. — URL.: https://profspo.ru/books/105786

2. Bcepoccuiickoe obmectBo oxpansl npupoasl. — URL: https://voop.spb.ru/

3. HayuHo-nomynsipHbIii )xypHai «Dkoiorus u xu3ub». — URL: http://www.ecolife.ru/

4. DnexTpoHHas dKoyoruueckas oudmuorexka. — URL: https://ecology.aonb.ru/

5. https://urait.ru/ - O6pa3oBarenbhas miathopma «FOpaiT».

CnpaBoyHble NPaBOBbIe CHCTEMBbI:
1. KoncynbranT [lmtoc


https://profspo.ru/books/105786
https://voop.spb.ru/
http://www.ecolife.ru/
https://urait.ru/
https://urait.ru/catalog/spo?utm_term=minprosvet_prof&utm_campaign=quarantine&utm_medium=email&utm_source=newsletter

4. KOHTPOJIb ! OIIEHKA PE3YJbTATOB OCBOEHUS YUYEFHOM JUCIUILINHBI
Cr.07 9KOJIOI'MYECKHUE OCHOBBI ITPUPOJO0ITIOJIB30OBAHUA

KoHTpoib 1 olleHKa pe3ysIbTaTOB OCBOCHUS yUEOHOM NUCIUILTUHBI OCYIECTBIISCTCS
IperoaaBaTesieMB MPOIECCE MPOBEICHUS YICOHBIX 3aHATUI M TPOBEPKU BHITIOTHEHUS CAMOCTOSATEIHHON
paboTHI.

Pe3yabTarhl 00y4eHus Kpurepum oueHkn MeTo/bl OLlEeHKH
[l lepeuens 3Hanuu, oceausaemvix 8 |[KOTIUYHOY - TEOPETUUECKOE - caMmocTosTenbHasIpadboTa
pamkax oucyuniuHol. cojiepaHue Kypca OCBOCHO MPaKTUYECKUE 3aHATHS,
- BUIBI U KJIACCU(PUKALTHIO MOJTHOCTBIO, 06€3 poOeIoB,
[IPUPOJIHBIX PECYPCOB, YCIOBUS  [yMEHUS C(hOPMHPOBAHBI, BCE
YCTOMUYMBOI'O COCTOSIHUS MpEeAYyCMOTPEHHBIE POTPAMMOM
PKOCHCTEM; yaeOHbIC 3a/TaHUS BHITTOJTHEHBI,

- 337]a41 OXPaHbl OKPYXKarolen KayeCTBO UX BBIIIOIHEHUS OLICHEHO
Cpelibl, MPUPOTOPECYPCHBII BBICOKO.

MOTEHIINAI U OXPaHsIeMbIe

[PUPOJIHBIE TEPPUTOPUHI «XOpOI1I0» - TEOPETUUECKOE
Poccuiickoit deneparuu; CoZiEpKaHue Kypca OCBOEHO

- OCHOBHBIC HCTOYHHUKU U MOJIHOCTBI0, 0€3 MpoOeIoB,
MacITaObl 00pa30BaHUs OTXOJIOB  [HEKOTOPhIe C(hOPMUPOBAHBI
MMPOU3BOJICTBA- OCHOBHBIE HEJI0CTaTOYHO,BCE

MCTOYHHUKH TEXHOTCHHOTO MPEAYCMOTPEHHBI
BO3/ICUCTBUS HA OKPYKAIOIIYIO enporpaMMoi yueOHbIe 3a/1aHus
Cpeny, - CIIOCOOBI BBITIOJIHEHBI, HEKOTOPBIE BUIBI
MpEeAOTBPAIEHUS U YIABIUBAHUS [3a/IaHUI BBITIOJIHEHBI C OTUOKAMH.
BBIOPOCOB,

- METOJIbI OYUCTKUIIPOMBITINICHHBIX (Y IOBJIETBOPUTEIILHOY -
CTOYHBIX BO/I, TEOPETHYECKOE COAEepIKaHNE

- IIPUHIIAIIBI paOOTHI aNMapaToB  [KypcaoCBOEHO YACTUYHO, HO
00e3BpeKUBAHUSI U OYHCTKU MPOOEINBbI HEHOCAT CYIECTBEHHOTO
ra30BbIX BRIOPOCOB U CTOKOB, XapakTepa, He00X0IMMbIE YMEHUS
OCHOBHBIE TEXHOJIOTHUYTHIIN3AIUU [pa0OTH COCBOEHHBIM MaTEPHAIOM
ra30BbIX BHIOPOCOB, CTOKOB, B OCHOBHOM

TBEPJBIX OTXOJOB;IPHUHIUIIBI chopMupoBaH
[Pa3MEIEeHUSTPOU3BOICTB b1,00JTBIIMHCTBO

[Pa3IMYHOTO TUIIA,COCTAB MpeAyCMOTPEHHBIXITPOTPaMMOM
OCHOBHBIXITPOMBIIIIIICHHBIX 00ydeHus1 yaeOHbBIX3aTaHUI
BBEIOPOCOB U OTXOJIOB PA3IUYHBIX  [BHITIOTHEHO, HEKOTOPBICH3
MPOU3BO/ICTB; BBITIOJTHCHHBIX 33JIJaHUN COIEpKAT
- IPAaBOBBIC OCHOBHI, IIPAaBUJIA U |OLINOKH.

HOPMBI TIPUPOIOTIOTH30BAHUS 1

PKOJIOTHYECKON O€30IaCHOCTH; «HeynoBneTBOpUTENBLHO -

- CTaH/IapTOB TEOPETHYECKOE COICpIKaHNE
AQHTUKOPPYILIUOHHOTO KypcaHe OCBOCHO, HEOOXOJIUMBIE
ITOBEICHUS, yMeHUs He chOpMUPOBAHBI,

- MPUHLUIBI U METOJbI BEITIOJTHEHHBIC yUeOHbIE 3aJaHus
PaIMOHATBHOTO cojiepkaT TpyObIe OIOKH.
[PUPOIOTOIB30BAHMS,

MOHHUTOPUHTA OKPYKAIOIIEH

Cpelibl, SKOJIOTUYECKOTOKOHTPOIS

1 SKOJIOTMYECKOTOPETYJIMPOBAHUS.




[lepeuenv ymenuti, 0c6auBaeMvlx 8pAMKAX
OUCYUNTUHDBL

- aHaAJM3UPOBATh U IPOTHO3UPOBATH
HKOJIOTHYECKUETIOCIEICTBHS Pa3IMYHbIX
BUIOBIIPOU3BOICTBEHHON

- aHAJTM3UPOBATH MPUYUHBI
BO3HUKHOBEHUS HKOJIOTUYECKUXaBapuil U
KaTtacTpod;

- BBIOMPATh METOIbI, TEXHOJIOTUU U
AmmapaTblyTHIIN3alUU Ta30BBIX BEIOPOCOB,
CTOKOB, TBEP/BIX OTXO/I0B;

- TPUMEHSTH CTaHIApPTHI
QHTUKOPPYILHOHHOTO

MIOBEJICHUS;

- OMpeAeIATh HKOJIOTHYECKYIO
MPUTOJHOCTH BBIITYCKa€MOW- OIICHUBATh
COCTOSTHEIKOJIOTUH OKPY>KaIOIIEeH cpeibl
Ha [POU3BOICTBEHHOM OOBEKTE;
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YACTHOE OBPA3OBATEJIbBHOE YYPEKAEHUE
INPOPECCHOHAJBHOI'O OBPA30OBAHUA
GAIMAJHO-YPAJIBCKHUU I'OPHBIM TEXHUKYM»

IIpuaoxenne 3.7
Kk OIIOII mo cnenuansHOCTH

46.02.01 JoxymeHTanImoHHOE 0OecrieueHne
YIIpaBICHUS U apXUBOBEIACHUE

PABOYAS ITIPOTPAMMA YYEBHOM JUCIATIJIMHBI

«OI1.01 9DKOHOMMUKA OPTAHU3ALIUN»

Ilepmb, 2024 1.



COJEP)KAHUE

. OBIIASI XAPAKTEPUCTHKA PABOYEI TIPOTPAMMEI
YYEBHOM JUCLUAILIUHBI

. CTPYKTYPA U COJEPKAHUE YUEBHOM
JTUCHUIINHBI

. YCJIOBUA PEAJIM3AIIMA YYEBHOM JUCITATLIIMHBI

. KOHTPOJIb Yl OIEHKA PE3YJIbTATOB OCBOEHUS
YYEBHOM JUCHUILINHBI



1. OBILIASI XAPAKTEPUCTUKA PABOUE# TPOIPAMMBbI
YYEBHOM JUCHUILINHEI
«OI1.01 S)KOHOMUKA OPTAHU3ALMN»

1.1. MecTO AUCHUIJIMHBI B CTPYKTYPe OCHOBHOI 00pa3oBaTe/ibHOM NPOrpaMMbl:

Vyebnas pucummmna «OI1.01 DOxoHomuka opraHuzanuu» SBISETCS 00s13aTeIbHOMN
yacTeto obmenpodeccuonanbHoro 1wkiaa OIIOII B coorBerctBuM ¢ DPI'OC CIIO 1o
crienanbHOCTH 46.02.01 JlokyMeHTAIlMOHHOE 00ECTICUCHHE YITPABICHUS U apXUBOBE/ICHHE.

Oco0oe 3HaueHue AMCLUMILIUHA UMEET MpH (POPMUPOBAHUU U PA3BUTHH KOMIETEHIIMIMA
OK 01, OK 02, OK 03, OK 04, OK 05.

1.2. leab ¥ IuIaHMpyeMble Pe3yJbTATbl OCBOEHHS JUCUMILIUHbI:

B pamkax mporpamMmbl yueOHON AUCIUILTMHBI 00yJaIONUMUICS OCBAUBAIOTCSI YMEHUS M 3HAHUS

Kona IIK, | Ymenus 3HaHHA

OK

OK 01 HPOU3BOIUTH PACUETHI 10 OCHOBHBIM U | 6a30BbI€ MOHATUS JUCLUIUINHBI

OK 02 00OPOTHBIM CPEACTBAM MPEATIPHUSITHS

OK 03 COCTaBJIATh MpOCTEHIINi Ou3Hec-aH | OOILYIO XapaKTEPUCTUKY TPYAOBBIX
OK 04 3aJ1aBa€Moro NpeAnpusiTUs pecypcoB

OK 05 OCYILECTBIIATH MPOCTEHIINE pacueTsl MOHATHUE, CYUTHOCTb U POJIb HAYYHO-
IIK 1.3 10 KaJipaM U 3apabOTHOM 1iaTe TEXHUUYECKOI'0 Iporpecca B pa3BUTUU
IIK 1.8

OpraHnu3alnn

pacCUUTHIBATD U3JIEPKKHU MPOU3BO/ICTBA
1 ce0eCTOMMOCTH MPOAYKLUH (YCIYT)
110 33JJAaHHBIM MapaMeTpam

OCHOBHBIC DKOHOMHNYCCKHE ITOKa3aTCIIn
OopraHu3anuunu

pacCUUThIBATh HCHY HA MPOAYKIIHUIO

OCHOBHBIE OPraHU3allHOHHO-TIPABOBHIE
(G opMBbI IpeANPUATUI

oLleHUBaTh 3(PPEKTUBHOCTD
JEeSITeTbHOCTH OPTaHU3aIIH

OCHOBHBLIC HAITPaBJICHU
I/IHHOBaIII/IOHHOI\/JI IIOJIMTHKH

2. CTPYKTYPA U COJAEPXKAHUE YUEBHOM JUCIIUILINHBI

2.1. O0beM yueOHOI JMCUMIIVIMHBI M BUABI YU4eOHO# padoThI

Buj yueOHoit padoThl

O0BeM B yacax

O0bem 00pa3oBaTeIbHOM MPOrpaMMbl YIeOHOM AUCIUTUINHBI 84
B T.4. B (hOpMe MPaKTHUECKOM MOITOTOBKH 6
BT. 4..

TeopeTuIecKoe oOydeHne 12
NPaKTUYCCKHUE 3aHATHS 6
Camocmosmenvras paboma 66

[IpomexxyTouHas arrectanus




2.2. TemaTn4yecKHuil IUVIaH U coJep:KaHue YUeOHOM TMCUMILTHHBI

Koanl
O6nem, ak. 4. / .
KOMIIeTeH Ui,
B TOM 4HcJIe
Conep:kanue y4eOHOro Marepuasa u GopMbl OPraHu3anuM AesITeJIbHOCTH ¢dopmupoBanu
HaumenoBanue B popme
00y4Jaroumuxcs . 0 KOTOPBIX
pa3/iesioB M TeM NPaKTHYeCKOMH
crnoco0cTByer
MOJAr0TOBKH,
3JIeMEeHT
aK. 4.
NPOrpaMMmblI
Paznea 1. Xo3siiicTByommii cy0beKT B YCJ10BHSAX PIHOYHOM IKOHOMUKH 10
Tema 1.1. Coaep:xxanue yueOHOro MaTepuaJia OK 01-OK 05
Opranuzanus Kak IIK 1.3
XO0351fiCTBYIOIINI CYObEeKT B IlonsiTHE «OpraHu3anys», BHYTPEHHSA U BHEIIHSA cpeaa opranusanuu. GakTopsl, 4
YCJIOBUSIX PHIHOYHOI OKa3bIBAIOLIUE BIMSHUE HA I€ATEIbHOCTh OpraHU3aluu
JIKOHOMMKH.
Tema 1.2. Opranmzaunonno- | Coaep:kanue yueOHOro Matepuajia OK 01-OK 06
npasoBbie GopMbl [TpaBoBbIe (POPMBI XO3SUCTBYIOMINX CYObEKTOB. KoMMepueckrne 1 HeKOMMEpUECKHe 6 K 1.3
X0351fICTBYIOIINX CYObEKTOB opranu3zaiuu. JlIOKyMeHTBbI, pEeryIUpYIOLIie OpraHU3alliOHHO-TIPABOBbIE (HOPMBI
NPEANPUATUI
Pa3nen 2. JxoHoMHYecKHEe PecypPChl PeaNnpusTHsI 2412
Tema 2.1. OcHoBHBbIe cpeacTBa | ConepxxaHue y4eOHOro MaTepuasia OK 01-OK 06
[TonsiTue, knaccugukanus, y4eT U OlleHKa OCHOBHBIX CPEACTB. AMOpTU3alUs U U3HOC | 8 K 1.3
OCHOBHBIX CPEJICTB.
B TOoM 4nciIe NPaKTHYECKUX 3aHATHI H J1a00paTOPHBIX padoT
[TpakTuyeckoe 3anstue 1. Pacuer aMOpTU3allMOHHBIX OTYMCICHUNA U OCTATOUHON 1
CTOMMOCTH OCHOBHBIX CPEJ/ICTB
Tema 2.2. O60poTHbBIE Conep:xxanue yueOHOro MaTepuaJia OK 01-OK 06
cpeacraa CocraB u knaccuukamnys 000pOTHBIX CPEJCTB, UCTOUHUKH (POPMHUPOBAHUSL. 8 IIK 1.3, [IK
[Toka3zarenu 060poTHBIX cpeacTB. Omnpenenenue GpakTuyeckon ceGeCTOMMOCTH 1.5.
Tema 2.3. Tpynosbie pecypebl | CocTaB M CTpYKTypa KaapoB npeanpusatus. [lokazaTenn aBuxeHNs TpyIOBBIX 8 OK 01-OK 06
pecypcoB. K 1.3, IIK 1.8




B TOoM 4nciie IpaKTHYECKUX 3aHATHI U J1a00paTOPHBIX padoT

[Tpaktuyeckoe 3anstue 2. Pacuetr cymMMbl 3apab0THOI myiaTel pabOTHUKAM 1
OpraHu3aluu
Pa3nen 3. MapkeTHHIoBas 1esiTeJIbHOCTH OPraHU3aAlUH 10
Tema 3.1. MapkeTHHI: ero Conep:kanue y4eOHOT0 MaTepuaJia OK 01-OK 05
e U GyHKIuu MapketuHr, ero ocHOBBI. [IoHSATHE U KOHUENIMY MAapKETUHTa 4 IIK 1.3
Tema 3.2. UnnoBanmonnasa u | Cogep:kanue yueOHOro Matepuajia OK 01-OK 05
HMHBECTUIIMOHHASA MOJUTHKA CymHoCTh ¥ KinaccuduKanysi HHHOBAIuil. IHHOBAIMOHHAS CTPATET sl U 6 IIK 1.3
OpraHu3anuu WHBECTUIIMOHHAS MTOJIUTUKA IPEIITPUSITHS.
Pa3znen 4. OcHOBHbBIE NTOKA3ATEJIM 1€ATEILHOCTH OPraHU3anu 26/4
Tema 4.1. U3nepxku Coaep:xxanue yueOHOro MaTepuaJia OK 01-OK 05
NnpeanpusTus HA W3 nepxku npou3BOACTBa, BUABI U3aepkeK. [loHsaTue «kanpKyasnus u 8 K 1.3, IIK 1.8
NPOU3BO/JCTBO U OOpalleHne KaJIbKYJIMPOBAaHUEY». METOIbI KaJIbKYIUPOBAHUS IPOTYKIHH
B TOoM uMciie NpaKkTHYeCKUX 3aHATHI U JTA00PATOPHBIX padoT
[TpakTiueckoe 3austue 3. Onpenenenue cebecTOMMOCTH TpoAyKIUU (padoT) 1
Tema 4.2. Illenoo0pa3zoBanue Coaep:xxanue yueOHOro MaTepuaJia OK 01-OK 05
Ha NpeanpUATHH CymHocTh ¥ QyHKIIMH [EHBI KaK 9dKOHOMHYECKOH KaTeropuu. CucTeMa IeH U X 4 K 1.3
kjaccuukanus. OakTopsl, BIUSIONINE HA YPOBEHD 1IEH.
Tema 4.3. @uHaHChI Copaepxxanue ydyeOHOro MaTepuasa OK 01-OK 05
OpraHu3anuu. HcTouHnky (PMHAHCOBBIX PECYpCOB OpraHM3aluu. BHyTpeHHNE 1 BHELIHHE 8 IK 1.3
UCTOYHUKHU (puHaHCcHupoBaHMsl. COOTHOLIEHHE COOCTBEHHBIX U 3a€MHBIX CPEZCTB.
Kpenut u kpenuTHas cucrema.
[TpakTueckoe 3ausitue 4. Pacuem cmoumocmu UCnonb308aHUS 3AeMHbIX CPEOCME 1
Tema 4.4. IlpudbLib u Conep:xanue yueOHOro MaTepuaJia OK 01-OK 05
PeHTa0e/IbHOCTD [TpuObLIb OpraHu3auu (MpeaArnpHusaTHs) - OCHOBHOW MMOKa3aTeb pe3ybTaTOB 6 K 1.3

XO35ICTBEHHOM J1eATeNbHOCTH. BhIpyuka, 10X0/1bl U TPUOBLIL OpraHU3aLUuN
(mpenmpusartus). Pacnpenenenue npubbu B opranu3anuu. PeHrabenbHOCTh —
nokasaresb 3¢ (HeKTUBHOCTH paboThl opranu3anuu. [lokazaTenu peHTa0eIbHOCTH.
Pacuer ypoBHs peHTa0eNbHOCTH OpraHu3aiy (IPeANpUsITUs) U TpoaAyKIuH. [TyTu
MOBBILICHHS peHTa0EIbHOCTH.

B TOoM uMciie NpakTHYeCKUX 3aHATUHI M J1A00PaTOPHBIX padoT




[IpakTuueckoe 3ansaTre 5. OnpeaeneHre NpUOBUIH OPraHU3AIUIH 2
Paszgea S. IliianupoBaHue AeSITEJIbHOCTH OPraHM3alMU 14
Tema 5.1. busnec- Conep:kanue y4eOHOT0 MaTepuaJia OK 01-OK 05
IVIAHUPOBaHUe busHec-11aH kak o/iHa U3 OCHOBHBIX ()OpM BHYTPU(GUPMEHHOTO TUIAHUPOBAHHUS. 14 I[K 1.3, TIK 1.8
CrtpykTypa Ou3Hec-IUIaHa: XapaKTepUCTHKA MPOAYKIIUU U YCIYT, OIIeHKa cObITa,
aHaJIN3 KOHKYPEHIIMH Ha PBIHKE; CTpaTerusi MapKeTUHTa; IJIaH MPOU3BOJICTBA;
IOPUIMYECKUN TUTaH; OIICHKA PUCKA U CTpaxoBaHue; ((MHAHCOBBIN TUTaH (OFO/IKET);
CBOJIKa KOHTPOJIbHBIX MMOKa3aTeseil.
IIpomexyTOUHASI ATTECTALUA
Bcero: 84




3. YCJIOBHUA PEAJIN3AIIMA YYEBHOM JUCIHUILIVHBI

3.1. Jlns peanu3anuu nporpaMMbl y4eOHOM AUCHUIIIMHBI JOJHKHBI OBITH MPEAYCMOTPEHBI
CIIEYIOIINE CHEIUAIbHBIE IOMEIIECHHUS:

Kabuner «ConuanbHO-5KOHOMHYECKHX M YIIPABICHYECKUX JUCIUIUINHY, OCHAIICHHBIN B
cooTBeTCTBUH ¢ 1. 6.1.2.1 00pa3oBaTeNbHON IPOTPAMMBI IO CHEIHATHLHOCTH.

3.2. UndopmanmonHoe odecnevyeHne peaau3amun NporpaMmmbl

JIns peanuszanuu mporpamMmbl OMOIMOTEUHBIH (OHA 00pa3oBaTENBHON OpraHU3alNuU
JIOJDKEH MMETh MeYaTHbIC W/UJIH 3JIEKTPOHHBIE 00pa3oBaTebHbIe M HH(POPMALIMOHHBIE PECYPCHI
JUIS ICTIOJIb30BaHUs B 0Opa3oBatenbHoM npouecce. [Ipu popmupoBannu 6udbarnorednoro Gonaa
00pa3oBaTeNIbHOM OpraHM3alell BHIOMPACTCs HE MEHEE OJHOTO M3JaHUs U3 NEePEUUCICHHBIX
HUXKE IIC€YATHBIX I/I3IIaHI/II‘/JI n (I/IJ'H/I) SJICKTPOHHBIX I/I3I[aHI/II\/JI B Ka4C€CTBC OCHOBHOIO, IIpHU 3TOM
CIIHCOK, MOET OBITh JIOTIOJTHEH HOBBIMH U3IaHUSIMU.

3.2.1. OcHOBHBIE T€YATHBIE H3AHUS
1. Moxkuii, M. C. DKOHOMHKA OpraHU3alii: YUeOHUK U MPAKTUKYM [UIsI CPEIHEro
npodeccuonansHoro obpazoBanus / M. C. Mokwuii, O. B. AzoeBa, B. C. BaHOBCKuii; 10X

penakuueit M. C. Mokusi. — 4-e u3n., nepepad. u pon. — Mocksa : U3marensctBo FOpaidt,
2022. — 297 c. — (ITlpodeccuonansHoe odbpazoBanue). — ISBN 978-5-534-13970-9.
2. OCHOBBI DKOHOMHKH OpraHU3allMd: YYEeOHHK U TPAKTUKYM IS CPEIHEro

npodeccuonaibHOro oopazoanus / JI. A. Yannaesa [u np.] ; mox penakmueit JI. A. YangaeBoi,
A. B. lllapkoBoil. — 3-e u3z., nepepad. u gon. — Mocksa : UznarensctBo FOpaiit, 2022. —
344 c. — (ITpodeccuonanproe odpazobanue). — ISBN 978-5-534-14874-9.

3. OCHOBBI KOHOMHKH OpraHu3auuu. IIpakTukym: yuebHOe rmocobue st CpeIHero
npodeccuonansHoro oopazosanus / JI. A. Uangaesa [u ap.] ; mox penakuueit JI. A. Uannaesoit,
A. B. lllapkoBoii. — Mocksa: UznatenbctBo FOpaiit, 2022. — 299 c. — (IlpodeccronanpHoe
obpazoBanue). — ISBN 978-5-9916-9279-3.

4, DKOHOMHKA OpTraHHW3alliy: Y4eOHUK JUId CpeaHero mpodecCHOHaTbHOTO
obpazoBanusi/ E. H. KnoukoBa, B. W. Ky3uenos, T.E. IlnatonoBa, E.C.[lapga; mox
penakuueit E. H. KnoukoBoii. — 2-e u3a., nepepad. u gon. — Mocksa : U3natensctBo FOpaiiT,
2022. — 382 c. — (IIpodeccuonansHoe oopazoBanue). — ISBN 978-5-534-13799-6.

5. DKOHOMHUKAa  OpraHu3aldu: Yy4eOHUK ©  TPAKTUKyM JUISI  CPEIHEero
npodeccuonansHoro obpazoanust / A. B. Kompmmkwn [u np.] ; mom pemakmueit A. B.
Konpmmkuaa, C. A. CmupuoBa. — MockBa: UzmarensctBo FOpaiit, 2022. — 498 c¢. —

(ITpotheccronansHoe oopazoBanue). — ISBN 978-5-534-06278-6.

3.2.2. OCHOBHBIE 3JIEKTPOHHbIE U3IAHUA

1. Baszum, A. A. OcHOBBI 5KOHOMHKH : YueOHMK a7 crio / A. A. Bazum. — 3-e usn.,
crep. — Cankr-IlerepOypr : Jlanb, 2023. — 224 c¢. — ISBN 978-5-507-46203-2. — Tekcr :
anekTpoHHbIE  //  Jlanb : JJIEKTPOHHO-OMONIMOTEYHAass ~ cucTemMa.  — URL:

https://e.lanbook.com/book/302279 (mara oOpamenus: 03.08.2023). — Pexxum nmocryma: st
aBTOpU3. MOJIb30BATEIICH.

2. Bocko6oitnukos, FO.E. Oxonomerpuka B Excel. Monenu BpeMEHHBIX PSJIOB : Y.
nocobue / FO. E. BockoOoitnukoB. — 2-¢ u3n., crep. — Cankr-IletepOypr : Jlanp, 2023. — 152
c. — ISBN 978-5-8114-4863-0. — TekcT : snekTpoHHbIH // JlaHb : 3JIeKTpOHHO-OMOIMOTEUHAS
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https://e.lanbook.com/book/302279

cucrema. — URL: https://e.lanbook.com/book/126706 (mara oOpamenus: 03.08.2023). —
Pexxum noctyma: 11 aBTOpU3. I10JIb30BATEIICH.

3. 3arpanoBckas, A. B. CucreMHblil aHanu3 JESTEIBHOCTH OpraHU3alUu.
[TpakTukym : yueOHOEe Tocobme mnst cro / A. B. 3arpanoBckas. — 2-¢ u3n., crep. — CaHKT-
[TerepOypr : Jlanb, 2023. — 220 c. — ISBN 978-5-507-47894-1. — TekcT : 31€KTPOHHBIH //
Jlanb : snekTpoHHO-OMOMoTeunas cucrema. — URL: https://e.lanbook.com/book/332099 (nata
obpamenus: 03.08.2023). — Pexum goctyna: AJiss aBTOPHU3. MOJIb30BaTEICH.

4, Moxwuii, M. C. DKOHOMHKa OpTraHM3allii: Yy4eOHUK U MPAKTUKYM JUIsI CPETHETO
npodeccuonaibHoro odpaszoBanusi / M. C. Mokuii, O. B. A3oea, B. C. MBaHOoBCKuii ; 101

penakmueir M. C. Mokusa. — 4-e uzn., mepepab. u gon. — Mocksa : M3marensctBo FOpaiit,
2022. — 297 c. — (IIpodeccuonanproe oopazoBanue). — ISBN 978-5-534-13970-9. — Tekcr:
eKTpoHHBIH  //  OOpaszoBarenpHass  miatdpopma  HOpait  [caiir]. —  URL:
https://urait.ru/bcode/469434.

5. OCHOBBI YKOHOMHKH OpraHu3anuu. [IpakTukym: yueOHOE 1mocodue sl CpeHero

npodeccuonaibHOro oopazoanus / JI. A. Yanngaesa [u ap.] ; mox penakmueit JI. A. YangaeBoi,
A. B. lllapkoBoit. — Mocksa: UznatenbctBo FOpaiit, 2022. — 299 c. — (IlpodeccuonansHoe
oOpazoBanue). — ISBN 978-5-9916-9279-3. — Tekcr: anexkrponnsii // OOpa3oBaTenbHas
wiatdopma tOpaiir [caiit]. — URL: https://urait.ru/bcode/471048.

6. OCHOBBI DKOHOMHKH OpraHU3alM{: YYEeOHWK M TIPAKTHKYM ISl CPEIHETO
npodeccuonansHoro oopazosanus / JI. A. Uanmnaesa [u ap.] ; mox penakuueii JI. A. Yannaesoid,
A. B. lllapkoBoii. — 3-¢ u3g., mepepad. u pon. — Mocksa : U3narensctBo FOpaiit, 2022. —

344 c.— (IlpodeccuonanmbHoe oOpazoanue). — ISBN 978-5-534-14874-9. —  Teker:
NeKTpoHHBIH  //  OOpazoBarenbHas  matgopma  FOpaiir  [caiit]. —  URL:
https://urait.ru/bcode/484242.

7. OKOHOMUKA OpraHu3aliM: Y4eOHMK JUIsl CpelHero mnpodecCHOHANIbHOTO

obpazoBanusi/ E. H. KnoukoBa, B. U. Ky3ueuos, T.E.Ilnaronosa, E.C.[lapna; mnon
penakmueii E. H. KitoukoBoit. — 2-e u3g., mepepad. u momn. — Mocksa : M3mparensctBo FOpaiit,
2022. — 382 c. — (Ilpodeccuonanpaoe odpazoBanue). — ISBN 978-5-534-13799-6. — Texkcr:
anekTpoHHbld  //  OOpazoBatenpHass  miatdgopma  IOpaitr  [caiit]. — = URL:
https://urait.ru/bcode/469692.

8. DKOHOMHKAa  OpraHu3aluu: y4eOHMK H  TOPaKTUKyM ISl CPEIHEero
npodeccuonansHoro obpazoanust / A. B. Kompmukwa [u gp.] ; mon penakumeir A. B.
Konpimkuna, C. A. CmupHoBa. — MockBa: MszgarensctBo IOpaiit, 2022. — 498 c. —
(ITpodeccuonanproe obpazosanue). — ISBN 978-5-534-06278-6. — Tekcr: anekTpoHHBIN //
O6pasosarenbHas iatdopma KOpaiit [caiit]. — URL: https://urait.ru/bcode/474223.

9. OKoHOMHUKa (QUPMbI. MeXIUCIUIUIMHAPHBINA aHaIu3 : yuyeOHuk s cno / B. U.
laiinyk, I1. C. Jlememenko, B. JI. Cekepun, A. E. I'opoxoBa. — 2-¢ m3a., crep. — CaHKT-
[TeTepOypr : Jlawp, 2021. — 420 c. — ISBN 978-5-8114-7880-4. — TekcT : 3JIEKTPOHHBIH //
Jlanb : anekTpoHHO-OMOIMoTeunas cucrema. — URL: https://e.lanbook.com/book/166931 (nata
obpammenust: 03.08.2023). — Pexxum gocTyma: A aBTOPHU3. MOJIb30BATEICH.

3.2.3. JlonoJTHUTEIbHbIe HCTOYHUKH

1. KonnpatseBa 1.B. DxoHomuka npeanpusatus. Y4ueobnoe mocooue — Jlann, 2022, —
232c.

2. Macneuu, T. II. DOxoHomHKa opraHu3anuu: Y4YeOHMK i1 OakajgaBpoB /
T.I1. Macnesuuy ; nox pen. E. H. Kocapesoii. - Mocksa: Jlamkos u K, 2019. - 330 c.


https://e.lanbook.com/book/126706
https://e.lanbook.com/book/332099
https://urait.ru/bcode/469692
https://urait.ru/bcode/474223
https://e.lanbook.com/book/166931

3. ®puaman, A. M. DkoHOMHKa opranmu3anuu: yaeOHuk / A. M. ®puaman. — Mocksa:
PUOP : UHOPA-M, 2022. — 239 c¢. — (Cpennee npodeccruonaabHoe 00pa3oBaHue).

4. KOHTPOJIb U OLIEHKA PE3YJIbTATOB OCBOEHUSI
YYEBHOM JUCHUILINHEI

PesyabTaTsl 00yyeHus

Kpurepun onenkn

MeToabl oleHKH

Ilepeyensb 3HaAHMIA,
0CBaMBaeMbIX B PaMKax
AUCHMILINHBL:

0a30BbI€ OHATUS TUCIUILINHBI,
00LIYI0 XapaKTepUCTUKY
TPYIOBBIX PECYPCOB;
MOHSITHE, CYLTHOCTb U POJIb
Hay4YHO-TEXHUUYECKOT O
nporpecca B pa3BUTHH
OpraHu3aluy;

OCHOBHBIE SKOHOMUYECKHE
MOKa3aTeNIM OPraHU3aluu;
OCHOBHBIE€ OpPraHU3alMOHHO-
MPaBOBbIE (POPMBI
HPEANPUITHH;

OCHOBHbIE HaIlpaBJICHUS
MHHOBAIIMOHHOM MMOJIUTUKH

Ilepeyenb ymeHmui,
0CBaNBaeMbIX B paMKax
AUCUMILIUHBI:
MIPOU3BOJIUTH PACUETHI 110
OCHOBHBIM U 000POTHBIM
CpeACTBaM IPEATPHUSITHS;
COCTABJISAITh IPOCTEUIINI
Ou3HecC-IUIaH 3a1aBaeMOro
peNpUsTHS;
OCYILECTBIISATH MpOCTEHIINe
pacyeTsl 1o KaJapam 1
3apaboTHOII m1are;
PacCUHUTHIBATH U3JICPKKU
MIPOM3BOJICTBA U
ce0ecTOMMOCTH TPOAYKIIMH
(ycayr) mo 3a1aHHBIM
napameTpam;
paccuuThIBaTh IIEHY Ha
MPOAYKIHIO;

OLIeHUBATh 3()(HEKTUBHOCTH
NeSITEIbHOCTH OPraHU3aIH

O1neHka yCTHBIX OTBETOB,
yUalmxcs:

OtMmeTka "5" craBUTCS, €Clu
CTYJICHT:

MOJIHO M3JIaraeT 3y4eHHbIN
MaTtepua;
00HapyXMBaeT MOHUMAHUE
MaTepuaia, MoKeT 000CHOBATh
CBOM CYKJICHUS, IPUMCHUTH
3HAHUA Ha MPAKTUKE, IPUBECTH
HE00XO0UMbIE TPUMEPHI HE TOJIBKO
0 JIEKLUHU, HO ¥ CAMOCTOSATEIHHO
COCTaBIICHHBIE;

u3Naraet MaTepuanl
MOCJIEIOBATEIBHO U MPABUIBHO C
TOYKH 3PEHUS HOPM JINTEPATYPHOTO
SI3BIKA.

Otmetka "4" cTaBUTCH, €CIIA
CTYZIEHT JA€T OTBET,
YAOBJIETBOPSIOIINNA TEM KE
TpeOOBaHUSM, UTO U JUISI OTMETKHU
"5", HO momyckaeT 1-2 omuoKu,
KOTOPBIE CaM K€ HCIIPaBIIsieT, U 1-2
HeJI0uéTa B MOCJIEI0BATEILHOCTH U
A3BIKOBOM O(hOpMIIEHUHU
W3JIaraeMoro.

Otmerka "3" cTaBUTCH, €CIIA
CTYJEHT OOHapy>KHMBaeT 3HaHUE U
MOHMMAaHUE OCHOBHBIX MOJIOKEHUH
TEMBI, HO:

W3JIaraeT MaTepHall HeTIOJTHO U
JIOTTyCKaeT HETOYHOCTH B
ONpEACIICHUN MMOHITUI WU
(bOopMyIUPOBKE;

HE YMEET JIOCTATOYHO TIIYOOKO U
JIOKa3aTeThbHO 000CHOBATH CBOU
CYXKJIEHUSI U TIPUBECTH CBOU
IPUMEPHI,

M3Naraet MaTepuant
HEIOCJIe0BaTEIbHO U I0IyCKaeT

[IpoBeneHue ycTHBIX U
MUCHMEHHBIX OIPOCOB;
[IpoBepka BBITOTHEHUS
o0yJarouMucs
JIOMAalTHUX 33JIaHuil;
[IpoBenenue
TEKYIIEro, pyoexHOTro
U IPOMEXKYTOYHOTO
KOHTPOJIAL.

OreHka pe3ynbTaToB
BBITTOJTHEHUS
NpaKkTUYECKUX padoT
OreHka MpaBMIBHOCTH
u
apryMEHTHPOBAHHOCTH
IIPUMEHEHHUSI [ICHOBOU
MTOJTUTHKH

3ayeTHas paboTa




OLIMOKH B S3bIKOBOM O(hOpMIIEHUH
M3J1araeMoro.

Otmerka "2" cTaBUTCH, €CIIN
CTYJCHT OOHApYyKMBAET HE3HAHUE

OOJIBIIIEH YacTH COOTBETCTBYIOMIEH
TEMBbI U3y4aeMOro MaTepuara,
JIOTTYCKaeT OLINOKHU B
(bopMyITUpPOBKE OMpeIeIeHUH 1
MpaBUJI, HCKAXAIOIHUE UX CMBICT,
OecIopsI0YHO U HEYBEPEHHO
u3JiaraeT MaTepuall.

Ormertka ("5", "4", "3") MmoxeT
CTaBUTHCS HE TOJIBKO 32
€IMHOBPEMEHHBIN OTBET (KOoTrJa Ha
MPOBEPKY MOATOTOBKHU YUCHHKA
OTBOJUTCS OIPE/ICTICHHOE BPEMS ),
HO U 3a paccpeoTOUEHHBIN BO
BpPEMEHHU, T.€. 32 CyMMY OTBETOB,
JAHHBIX YICHHKOM Ha TIPOTSKCHHUH
ypoOKa, NpY YCIIOBUH, €CITU B
MpoI1iecce Ypoka HE TOJIBKO
3aCIyLIINBAINCH OTBETHI
y4aIerocsi, HO ¥ OCYyIIECTBIISAIACh
MIPOBEPKA €ro yMEHUs IPUMEHSITh
3HAHUS Ha MPAKTUKE.

OrieHKa MUCbMEHHBIX OTBETOB,
YYaIIUXCA:

Otmetka "5" cTaBUTCH, €CIIA
CTYJICHT:

CTYIeH cOOI01aeT
YCTaHOBJICHHBIN aTOPUTM
peLIeHus 3alaHNl;
0oOHapyXUBaeT MOHUMaHUE
MaTepuaia, MOKeT TPUMECHHTD
3HAHUS Ha TIPAKTHKE;

BCE PACUETHI BHITIOJTHCHBI
apu@MeTHIeCKH BEPHO.

Otmerka "4" cTaBUTCH, €ClIU
CTYJEHT J1aéT OTBET,
YIOBJIETBOPSIONINI TeM XKe
TpeOOBaHUSM, UTO U JUISI OTMETKHU

"5", Ho momyckaet 1-2 Hegouéra B
MOCJIEI0BATEIHHOCTH PELICHUS
3aJaHUH.

OtMmeTka "3" cTaBUTCS, €CIU
CTYJEHT OOHapy>KHUBAeT 3HaHUE U
MOHMMAHUE OCHOBHBIX MOJIOKEHUN




TEMBI, HO:

penienue He monHoe (Menee 60%);
B PELICHUH 3aJaHUI JOITYLIECHO
00JIbI1I0€ KOJIMYECTBO
apu(pMETUYECKHUX OIHOOK;
peleHue 3a1aHusI
HETOCJICI0BATEIILHO U JIOITYCKAeT
OIMOKH B S36IKOBOM O(OPMIICHUH
U3JIaraeMoro.

Otmerka "2" cTaBUTCH, €CIIN
CTYJICHT OOHApYyKMBAaeT HE3HAHUE
Oosbllel YacTu
COOTBETCTBYIOIIETO pa3zeia
U3y4aeMoro Marepuana, JOImycKaeT
apupMeTUYECKHE OITUOKN
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COJEP)KAHUE

. OBIIASI XAPAKTEPHCTHKA PABOYEI ITIPOTPAMMEI
YYEBHOM JUCLUAILIUHBI

. CTPYKTYPA U COJEPKAHUE YUEBHOM
JUCHUIINHBI

. YCJIOBUSA PEAJIM3AIIMA YYEBHOM JUCITATLIIMHBI

. KOHTPOJIb Y OLIEHKA PE3YVJIbTATOB OCBOEHUSI
YYEBHOM JUCLUAILIUHBI



1.1. MecTo ucuMIVIMHBI B CTPYKTYPe OCHOBHOM 00pa30BaTe/IbHOM IPOrPaMMBbI:

VueOnas mucimminaa «OI1.02 MenemxMeHT

1. OBILIASI XAPAKTEPUCTUKA PABOYEN IPOTPAMMBI
YYEBHOM JUCHUILINHEI
«OI1.02 MEHE)KMEHT»

46.02.01 JIokyMeHTaOHHOE 0OecIeueHre yIPaBJICHHS U apXUBOBEICHHE.

Oco0oe 3HaueHue JUCHUIINIMHA UMCCT IIpU (bOpMHpOBaHI/II/I U pa3BUTUHU KOMHGTCHHHﬁZ

OK 01, OK 02, OK 03, OK 04, OK 05, OK 06, OK 09.

1.2. IIe.m: H INIAHUPYEMBIC PE3YyJbTAaThbl 0OCBOCHUA TUCHUIIIMHBI:

B pamkax nporpaMmmbl yueOHOM TUCIMIUIMHBI 00YyYaIOIIMMHUCS OCBAUBAIOTCS YMEHUS

Y 3HAHUS
Kona IIK, | Ymenus 3HaHHuA
OK
OK 01 ClIeZIOBATh MPHUHIIAIIAM YIIPABJICHUS | XapaKTepHBIC YEPThl COBPEMEHHOTO
OK 02 MEHE[PKMEHTA
OK 03 yIPaBIATh KOHPIUKTAMU U (GYHKIIMN MEHE)KMEHTa
OK 04 CTpeccaMu B Ipoliecce
OK 05 poeCCUOHAITBHON JIEATEITLHOCTH
OK 06 YCTaHABIIMBATH KM3HEHHBIE [UIAHBI | CYIIHOCTh ¥ OCHOBHEIE 3JIEMEHTHI
OK 09 TJIAaHUPOBAHUS
HK 1.1 000CHOBaHHOCTH BBIOOpA CIocoObI MOTUBAIIUH K TPYLY
IIK 1.2 He00X0qUMOM HH(GOPMALMH IS
K 1.3 | pemonnenus npodeccuoHanbHbIX

3aaay, HpO(i)CCCI/IOHaJ'IBHOFO 151
JIMYHOCTHOI'O Pa3BUTHA

paboTaTh B KOJJIEKTHBE U KOMaH/IE,
3¢ (HeKTHBHO 00IIaThCs ¢ KOJIIETaMH,
PYKOBOJICTBOM

OpraHU3alMOHHBIE CTPYKTYPHI
yIpaBIEHUS

OpaTh Ha ce0s1 OTBETCTBEHHOCTH 3a
paboTy YWIEHOB KOMaH/IbI
(TTOYMHEHHBIX ), pe3yJIbTaT
BBIIIOJIHCHUS 3a1aHUA

OCHOBHBIE PUHIIMIIBI U TIOAXO/IBI K
YIpaBICHUIO

MPOLECC NPUHATUSA U pealu3alun
YIPABJICHUYECKUX PEIICHUI

SABIIIETCA  00SA3aTEIbHOM YacThIO
obmenpodeccuonanpHoro 1ukiaa OIIOIT B coorBerctBHM ¢ ®I'OC CIIO mo crnenualbHOCTH




2. CTPYKTYPA U COJAEPXKAHUE YUEBHOM JUCIIUILIVHBI

2.1. O0beM y4eOHOM TMCHUIIMHBI U BHAbI YU4eOHOIl padoThI

Buj yueOHoi1 padoThI O0bem B yacax
O0bem o0pa3oBaTeIbHOI NPOrpaMMbl Y4eOHOM JMCIHUIITHHBI 70

B T.4. B (hopMe NPaAKTHYECKOH MOATOTOBKH 2

BT. 4.:

TEOpETHYECKOe 00yUeHne 6
NPAaKTUYECKUE 3aHATHS 2
Camocmosmenvras paboma 60
IIpoMe:kyTOUHasI aTTeCTALUSA




2.2. TemaTn4yecKHuil IUVIaH U coJep:KaHue YUeOHOM TMCUMILTHHBI

Konanl
Oo6neMm, akan. 4. / .
KOMIIeTEeHI Ui,
B TOM 4MHcJje B
¢dopmupoBanuio
HaumenoBanue Conep:kanue yuyeOHOro marepuaja u (opMbl OPraHU3aANUM JAeITeJIbHOCTH dopme
. KOTOPBIX
pa3/esioB U TeM o0yyaromuxcst NPaKTHYeCKOMH P
crnocodcTByer
NOATOTOBKH,
3JIeMEeHT
aKaj. 4.
NPOrpamMMmsbl
1 2 4
Pa3nen 1. CymHocTh M XapaKkTepHbIe YepThl COBPEMEHHOI0 MeHeI:KMeHTA 20
Tema 1.1. Coaep:xanue yueOHOro MaTepuaJia OK 02
Mertonosornyeckue | CymHOCTh U coepxkaHue NoHsaTust «MenemkmenTy. Llenn u 3agaun MeHeHKMEHTA. OK 03
OCHOBBI OCHOBHBIE KaTETOPUU MEHEI)KMEHTA: CUCTEMA YIPABICHUS; OOBEKT U CYOBEKT OK 09
MEeHe:KMeHTa YIpaBJeHUS; BHYTPEHHSS U BHEILIHAS Cpesla CUCTEMbI yrpaBieHus. OCHOBHbIE 8
3aKOHOMEPHOCTH U MPUHLIMIIBI MEHEKMEHTA. COBpEMEHHbIE TEHICHIIUN PAa3BUTHUS
MEHEKMEHTA.
Tema 1.2. Coaepixanue y4eOHOro MaTepuaa OK 01-OK 06
IBOTIOIHUA OBONIOIUSA MEHEIDKMEHTA: YCIIOBUS U IPEAIIOCHUIKM BO3HUKHOBEHMSI MEHEKMEHTA.
yIpaBJieHYeCKOil Hayunsie mkonsl MenemxmenTa: Hayunas mxona ynpasnenus (. Teinop),
MBICJIH Bropokpatuueckas mikosna ynpasienus (M.Bebep), AiMuHUCTpaTHBHAS LIKOJIA
ympasieHus (A.Daitons), [llkona yenoBeyeckux otHomeHnui (3.Mniio), llIkona 12
noBeqeHYecKux Hayk (A.Macnoy, ®@.['epudepr). CoBpeMeHHbIE TTOIXO0/IbI K YIIPABJICHUIO:
CUCTEMHBIN MOJXOJ, IPOLECCHBIN MOAX0/I, CHTYallMOHHBIN MOAX0A. XapaKTepUCTHKA
HAIlMOHAJIbHBIX MOJEJIEH MEHEIKMEHTA.
B ToM 4unciIe NPpaKTHYeCKHUX U JIA00PATOPHBIX 3aHATHI
IIpakTnueckoe 3ansaTHe 1. CpaBHUTENbHAS XapaKTEPUCTUKA OCHOBHBIX HaYUHBIX IIKOJI
MEHEI)KMEHTa 1
IIpakTnyeckoe 3ausTHe 2. BoisiBIeHHEe 0OUINX YePT U pa3InyMii OCHOBHBIX MTOIXO0JIOB B
MEHEIKMEHTE
Pa3nes 2. OcHOBHBIC (PYHKIIMM MEHeIKMEHTA 26




Tema 2.1. Coaeprxanue yueOHOro MaTepuaa OK 01-OK 06
CyuHocTb 1 [ToHsATHA NIIaHUPOBAHUA U IIPOTHO3UPOBAHUS B OpraHu3anyu. [[puHIMIbI IUTAHUPOBAHMUS: K 1.1
OCHOBHbIE MIPUHIUIIBI €TUHCTBA, YYaCTHUsl, HEIPEPHIBHOCTH, THOKOCTH, TOYHOCTH. MHCCHS U LIENN 6
3JIeMEeHTBbI opranuzanuu. Mepapxus neneid. Buabl iiaHupOoBaHUs: CTPATETUYECKOE, TAKTUYECKOE,
IIAaHMPOBAHUSA ornepaTuBHOE (Tekyiee). Tunossie GOPMBI IJIAHOB.
Tema 2.2. Conep:kanue y4eOHOro MaTepuaa OK 01-OK 06
Opranusannonnsie | Opranu3anoOHHbIC TOJIHOMOYHS. Pa3nuyHbie TUIIBI OPraHU3aMOHHBIX CTPYKTYD. K 1.3
CTPYKTYPBI [TpunsTHe pemeHus o BEIOOpE CTPYKTYPbI OpraHu3anuu. JlenerupoBanue noJiHOMOYUN U 6
ylpaBJieHUS OTBETCTBEHHOCTb. KiltoueBble MpaBuiia JeJ1erupoOBaHuUs IOJHOMOYMM.
Tema 2.3. TpynoBas | Cogep:kanne yueOHOro marepuajia OK 01-OK 05,
MOTHBALUA CymHocth noHATHS MOTHUBalMsA. MoTuBaius 1 MoTUBUpOBaHUE. CTUMYJIBI U MOTHUBBI. OK 09
MepcoHaia Crumynupoanue. Crioco0sl MOTUBALMU TTepcoHana. OCHOBHbIE JIEMEHTHI K 1.1, IIK 1.3

MOTHBAIIMOHHOTO MpoIlecca: BOZHUKHOBEHUE OTPEOHOCTEM, BUIBI TOTPEOHOCTEH, TOUCK 8

MyTel ycTpaHeHus MOTPeOHOCTEH, ONpeIeieHHE 1eiel (HanmpaBIeHus ) 1eUCTBHH,

OCYILIECTBIICHUE JICHCTBUS, MOJIYyUYEHHE BOZHATPAXKICHUS 3a OCYILECTBICHHUE JEHCTBUS,

YCTpaHEHHE MOTPEOHOCTH.

B TOM unciie IPAKTHYECKUX U JIA00PATOPHBIX 3aHATHIA:

IIpakTnyeckoe 3anaTne 3. MoTuBanus nepcoHaia K TpyZAOBOM A€ATEIbHOCTU
Tema 2.4. Coaepixanue y4eOHOro MaTepuaa OK 01-OK 05
Konrtpous B [ToHsiTHE M CYHITHOCTH KOHTPOJIS KaK (YHKIUU MEHEKMEHTa. TpeboBaHUsSI-KpUTEPUI K 1.1
cucreme KOHTpOJIsl. BHEIHMIT 1 BHYTpEHHHUI KOHTPOJIb. POPMBI KOHTPOJIA: IPEABAPUTENBHBIN, 5
MEHEeI)KMEeHTa TeKyIMi, ntorosslii. Heratusueie popmsl koHTposid. [ToBeneHueckue acrekTsl KOHTPOJIS.

Otanbl KOHTPOJsi. CaMOKOHTPOJIb.

B ToM 4nciIe NPaKTHYECKHUX U J1A00PATOPHBIX 3aHATHIL:

IIpakTnuyeckoe 3ansitue 4. OcyiecTBICHHE KOHTPOJIS 3a pab0TOI KOJUIEKTUBA 1

WCIIOJTHUTENEH
Pa3zgea 3. OcHOBHBIE IPOLIECCHI B YIIPABJIEHYECKOM AeSITeJIbHOCTH 24
Tema 3.1. IIpouecc | Conepxxanue yueOHOro Marepuajia OK 01-OK 06
NPUHATHUSA [lonsaTtue ynpaBneHueckue pemeHus. Posp pemenuit B nporecce ynpasiaeHus. CynHOCTb K 1.1, IIK 1.3.
YHPaBJICHYECKUX pewenust u ero Buabl. Kiaccuduxanus ynpasieHueckux pemeHuit. TpeboBanus, 6
peleHui IIPEBABISAEMBIE K KAUECTBY YIPABIEHYECKOTO PEIIECHU. JTaIbl IIpoLecca MPUHATUS




pelieHnii. AHaIu3 pe3yabTaToB 110 IPUHATHIM PELICHUSM U BBEIEHUE U3MEHEHU B
CUCTEMY YIIPABJIICHUS Ha OCHOBE 3TUX PE3YJIbTATOB

B Tom 4ncie NPaAKTUIECCKUX U ﬂaﬁopaTopnblx 3aHATHIL:

IIpakTuyeckoe 3ansaTHe S. OTpaboTKa nporecca MPUHATHS YIIPABICHUYESCKUX PEIICHUI

Tema 3.2. [Ipouecc | Coaepxkanue yueOHOro MaTepuasia OK 01-OK 06
KOMMYHUKAaLIUH B [TonsaTus ynpaBiaeHYeCKOW HHPOPMALIUU U YIIPABIEHYECKUX KOMMYHUKauil. TpeboBaHus IIK 1.1 -TIK 1.3
OpraHu3anuu yIpaBiieHYecKoil nHpopmarmu. KoMMyHHKauy MeX 1y OpraHu3anueil 1 BHEIIHEH CpeIoi.

KoMMyHMKaIIMOHHBIH Mpoliecc BHYTpU OpraHu3alui. Buabl 1 poau opraHn3aliMOHHBIX 8

KOMMYHHUKaui. KOMMyHUKallMOHHBIE KaHAJIBI, UX EMKOCTb. POpMaIbHBIE U

HedopMalibHble KOMMYHMKAIIUU B OpraHusanusx. Posib HHPOPMALMOHHBIX TEXHOIOTUN B

YIPaBIECHYECKMX KOMMYHHKAIUIX.
Tema 3.3. IIpouecc | Coaep:kanmne yueOHOro Mmarepuajia OK 01-OK 06
PYKOBOACTBA [TonsiTHie pyKOBOACTBA U BJIACTH. Y IPABJIEHUE YEJIOBEKOM U yripaBieHue rpynmnoi. Ctuiu IK 1.1
OpraHmM3anmen PYKOBOJICTBA, X XapaKTEPUCTUKU U 0COOEHHOCTH. DaKTOPBbI, BIUSAIOLINE HA CTUIIb 4

ynpasienusi. Bracts u muaepctBo. Jlnaep u komanna. [Iporece hopMupoBaHust KOMaH bl
Tema 3.4. IIpouecc | Coaep:kanue yueOHOro MaTepuasia OK 01-OK 05
yHpaBJICeHUSA CymHocTs 1 kiaccudukanus KoHGIUKToB. [IpuurHbl BO3HUKHOBEHUS KOH(IMKTOB. IK 1.1
KOH(IMKTaMH U Konduukr kak npornecc u ero stamnsl. CTpareruu npeoojJeHust KOHQIMKTOB. MeToabl 8 [IK 1.2
cTpeccamu yrpaBiieHUs] KOHQAUKTaMu. DyHKIMOHATIBHBIE M JUC()YHKIIMOHAIBHBIE OCIECTBHS

koH(pauKkTOB. [ToHsATHE M TpU3HaKu cTpecca. CrocoOb! YIIpaBIeHUs CTPECCaMU.

B ToM 4unciie NpakTHYeCKUX U J1A00PATOPHBIX 3aHATHIA:

IIpakTnueckoe 3ansaTHe 6. PazpenieHne KOHQIUKTHBIX CUTYallui B OpraHU3aluu
IIpomexyTouHasi aTTECTALMA
Bceero: 70




3. YCJIOBHUA PEAJIN3AIIMA YYEBHOM JUCIHUILIVHBI

3.1. lng peanu3zanuy nporpaMMsl y4eOHON AUCIMIUIMHBI JOJDKHBI OBITH ITPEYCMOTPEHBI
CJICAYIOIINE CIeUalbHbIe TOMEIICHUS:

Kabuner «CounanbHO-3KOHOMHUYECKUX U YIPABICHUYECKUX TUCLUIUINHY», OCHALICHHBIN B
cooTBeTcTBUH ¢ 1. 6.1.2.1 00pa3oBaTeNbHON IPOTPAMMBI IO CHEIHATHLHOCTH.

3.2. UnopmanmonHoe odecneyeHne peaau3anun NporpaMmmbl

Jia peanuzanuu mporpaMMbl O6uOiIHOTeUHbINH (oHI 00pa3oBaTeNbHON OpraHu3aluu
JOJIKEH UMETh IIeYaTHbIE W/IIIK 3JIeKTPOHHBIE 00pa3oBaTeibHble U HH(POPMALIMOHHBIE PECYPCHI,
JUTSL KCTIOJIb30BaHUs B 0Opa3oBaTenbHoM mporecce. [Ipu hopmupoannu 0ubiuoreunoro ¢ponaa
00pa3oBaTesIbHOM OpraHu3anuell BHIOMpACTCs HE MEHEE OJHOr0 M3JIaHUS U3 MEePEeYUCICHHBIX
HHNXKE IICYATHBIX I/I3IIaHI/II71 n (I/IJII/I) SJICKTPOHHBIX I/ISIIaHI/II\/JI B Ka4€CTBC OCHOBHOI'O, IIpHU 3TOM
CITMCOK, MOXECT OBITH JOITIOJIHEH HOBBIMU U3JaHUAMMU.

3.2.1. OcHOBHBbIE TIeYaTHbIE U3TAHUS

1. HNBanoa U.A. MeHemKkMeHT: y4eOHMK U TPAKTUKYM s CPEIHEro
npodeccuonansHoro oopazosanusi / M. A. BanoBa, A. M. CepreeB. — Mocksa: M3narenbcTBo
FOpaiir, 2022. — 305 ¢. — (ITpodeccunonanbroe odpazoBanue). — ISBN 978-5-9916-7906-0.

2. Menemxment. [Ipaktukym: yueOHOE mocoOue /it cpeHero npodecCHoHaIbHOro
obpazoBanusi / 1O. B. Ky3unenoB [u np.]; mom pemaknueit O. B. KysnemoBa. — Mocksa:
WznatenberBo FOpaiit, 2022. — 246 ¢. — (IIpodeccnonanbaoe oopazoBanue). — ISBN 978-5-
534-02464-7.

3. MeHeKMEHT: y4eOHHUK IS cpefHero mnpodeccHoHanbHOro obpa3oBanus /
1O. B. Ky3neuos [u ap.] ; nox penakueit FO. B. Ky3nenoBa. — Mocksa: U3narensctBo IOpaiir,
2022. — 448 c. — (IIpoeccuonansHoe oopazoBanue). — ISBN 978-5-534-02995-6.

4. KopotkoB, D. M. MeHemKMEHT: y4eOHUK A CpeaHero mpodecCHOHaIHLHOTO
oOpaszoBanusi / 3. M. KopotkoB. — 3-e wu3z., mepepad. um jgom. — Mocksa: M3naTenscTBo
FOpaiir, 2022. — 566 c. — (IIpodeccuonansHoe oopazoBanue). — ISBN 978-5-534-08046-9.

3.2.2. OcHOBHbIE 3JIEKTPOHHbIE U3IAHUS

1. UBanoBa, W.A. MeHemxMeHT: y4eOHMK M  MHPaKTUKyM Ui CPEIHEro
npodeccuonanbHoro oopazosanusi / M. A. isanosa, A. M. CepreeB. — MockBa: U3narenbcTBo
FOpaiit, 2022. — 305 c. — (IIpodeccnonansuoe obpazoranue). — ISBN 978-5-9916-7906-0.
— Texkct: osnextpoHsblii // OOpa3oBarenbHass minatgopma HOpaiir [caiit]. — URL:
https://urait.ru/bcode/471003.

2. KopotkoB, O.M. MeHemKMeHT: y4yeOHUK sl CpeaHero mpodecCHOHaIBLHOIO

oOpazoBanusi / 3. M. KopotkoB. — 3-e wu3z., mepepad. u jgom. — Mocksa: M3naTenscTBo
FOpaiit, 2022. — 566 c. — (IIpodeccnonansnoe obpazoranue). — ISBN 978-5-534-08046-9.
— Tekct: »anextponasld // OOpaszoBarenbHas tutatrgopma FOpait [caiit]. — URL:

https://urait.ru/bcode/469833.
3. Menemxment. [IpakTukym: ydeOHOE TocoOue st cpeaHero MpodecCHOHaTBHOTO

obpazoBanusi / 1O. B. Ky3uenoB [u nap.]; mom pemakmueit HO. B. KysnenoBa. — Mockaa:
WznatensctBo FOpaiit, 2022. — 246 c¢. — (IIpodeccuonansuoe odpazoBanue). — ISBN 978-5-
534-02464-7. — Texcrt: anextponnslii // O6pazoBatensHas muatdopma FOpaiit [caiit]. — URL:
https://urait.ru/bcode/471002.

4. MeHeKMEHT:  y4eOHHK Ui cpeaHero  mpodeccrHoHanbHOro  obpasoBanus /
IO. B. Ky3renos [u 1p.] ; nox penakuuent 0. B. Ky3nenosa. — Mocksa: U3natensctBo HOpaiip


https://urait.ru/bcode/469833

2022. — 448 c. — (IIpodeccuonanpHoe obpazoBanue). — ISBN 978-5-534-02995-6. — Tekcr:

amekTpoHHBIH  //  OOpaszoBarenpHass ~ muatdpopma  FOpaiit  [caiit] —  URL:
https://urait.ru/bcode/472002.

5. PepkuxoB, C.H. Menemxment. Komiuiekc oO0y4arommx cpeacts :  y4eOHo-
metogudeckoe mocooue / C. H. PepkukoB. — Cankr-IlerepOypr : Jlanp, 2023. — 168 c. —
ISBN 978-5-8114-3549-4. — Texcr : smekTpoHHBIM // JlaHb : 37€KTpOHHO-OMOIMOTEUHAS

cucrema. — URL: https://e.lanbook.com/book/206498 (mara oGpamenus: 03.08.2023). —
Pexum noctyna: asist aBTOpU3. MOJIb30BATENCH.
6. Xa3oynatoB, T. M. Menemkment. Kypc nekiuii 1 mpakTHYeCKUX 3aHATHH : ydeOHOE

nocobwue s cno / T. M. Xa30ynaros, A. C. Kpacaukosa, O. B. [llumkun. — 3-e u3j., cTep. —
Cankr-IlerepOypr : Jlamb, 2023. — 240 c. — ISBN 978-5-507-46696-2. — Tekcr
eKTpoHHBIH  //  JlaHb : JNIEKTPOHHO-OMONMMOTEYHAasT ~ cuUcTeMa.  — URL:
https://e.lanbook.com/book/316982 (mara obOpamenus: 03.08.2023). — Pexxum jpoctyma: s
ABTOPH3. MOJIb30BATEIICH.

7. Hapenko, A. C. YnpasieHue npoektamu : yuedHoe nmocoodue mst cro / A. C. LlapeHko.
— Camnkrt-IlerepOypr : Jlawp, 2021. — 236 c¢. — ISBN 978-5-8114-7567-4. — Tekcrt :
3JICKTPOHHBIN // JlaHb : AJICKTPOHHO-OMOIMOTEYHAS cucrema. — URL:
https://e.lanbook.com/book/176879 (mara oOpamenus: 03.08.2023). — Pexxum jpoctyma: s
aBTOPU3. IIOJI30BATEIICH.

8. LlBerkoB, A. H. OcHOBBI MeHeKMeHTa : yueOHuk ais cro / A. H. I[BetkoB. — 3-¢
usn., crep. — Cankr-IlerepOypr : Jlans, 2023. — 192 ¢. — ISBN 978-5-507-46697-9. — Texkcr
9JeKTpoHHBIM  //  Jlamb  :  oanmekTpoHHO-OMOnamoreunas  cuctema. —  URL:

https://e.lanbook.com/book/316985 (mara obOpamenus: 03.08.2023). — Pexxum nmoctyma: st
ABTOPH3. MOJIb30BATEIICH.

3.2.3. JlonoJTHUTEIbHbI€ HCTOYHUKM:

1. bacosckuii, JI. E. MenemkmenT: yue6Hoe nocobue / JI. E. bacoBckuit. - 2-e usg.,
nepepad. u gon. - Mocka: UHOPA-M, 2019. - 256 c. - (Bsiciiee obpazoBanue: bakanaBpuar).

2. Kopones, B. . OcHoBBI MeHeKMEHTa: yueOHOe 1ocolue / o1 pea. J-pa dKOH. HayK,
npod. B. 1. Koponesa. — Mocksa:Maructp: UHOPA-M, 2022. — 624 c.

3. Menemxment: yueOHWK s By3oB/ FHO.B.Kysuemor [u np.]; monm pemakiueit
10.B.Ky3nenoBa. — Mocksa: M3aarensctBo IOpaiit, 2020. — 448c.

4. KOHTPOJIb 1 OHEHKA PE3YJBTATOB OCBOEHMUAA

YYEBHOU JUCIHUATLIAHBI
Pe3yabTarsl 00yyeHus Kpurepum oueHku MeToabl OlIEeHKH
Ilepeyens 3HAHUIA, O1neHKa yCTHBIX OTBETOB, yYalUXCs: WNHnuBuyansHsl U
0CBaWBaeMbIX B paMKax Otmetka "5" cTaBUTCS, €CIIM CTYACHT: | (DpOHTAJIBHBIE
AUCHHUILINHBI: IIOJIHO U3JIaraeT U3y4eHHBIN OIIPOCHI;
XapaKTepHbIE YEPTHI Marepuain, [IpoBepka
COBPEMEHHOI'0 MEHE/KMEHTA; | OOHapyXHBaeT NOHUMaHHE BBITIOJTHEHUS
(GYHKIIMM MEHEJKMEHTA; MaTepuaia, MoXeT 000CHOBAaTh CBOU oOyJaromumucs
CYILHOCTb U OCHOBHBIE CY’KJICHHUs, IPUMEHUTD 3HAHUS Ha JIOMAITHUX 33JIaHUl;
JJIEMEHTHI IUNTAHUPOBAHUS; IIPAKTHUKE, IPUBECTH HEOOXOAUMBIE ITpoBencHue
CHOcOOBI MOTUBAIMH K TPYZY | IPUMEPHI HE TOJIBKO MO y4eOHUKY, HO | TEKYIIETO,
OpPraHU3alMOHHBIE CTPYKTYPBI | M CAMOCTOSITENBHO COCTABICHHBIE; pyOeKHOTO 1
yIpaBJICHUS; M3JIaraeT MaTepHUall OCJIEI0BATEIbHO | IPOMEKYTOUYHOIO .
Z



https://e.lanbook.com/book/206498
https://e.lanbook.com/book/316982
https://e.lanbook.com/book/176879
https://e.lanbook.com/book/316985

OCHOBHBI€ MTPUHIIUIIBI 1
MOAXO/bI K YIIPABJICHUIO
MPOLIECC MPUHATHUS U
pean3alnyy ynpaBIeHUIECKUX
penieHui

Ilepeyenb ymeHui,

0CBaMBaeMbIX B paMKax

AUCUMIITUHBI:

CJIeZIOBaTh MPUHLIMAIIAM
yIpaBJICHUS;

yIpaBJIATh KOHPJIUKTAMH U
CTpeccaMu B MpoILecce
npodeccruoHaIbHON
NeSITeTbHOCTH;

yCTaHaBJIMBATh KU3HEHHbIE
TUTaHBL;

O6ocHOBaHHOCTH BbIOOpA

HE00X0IMMOW HHPOPMALTUU

JUIs1 BBITTOJIHEHUSI

npodeccuoHaNbHBIX 3a/]a4,

po¢eCCHOHATIBHOIO U

JMYHOCTHOTO PA3BUTHUS;

PabGoTaTh B KOJUIEKTUBE U
KoMaH1e, 3P (HEKTUBHO
00IIaThCA C KOJIJICraMH,
PYKOBOJICTBOM

bpatb Ha cebs
OTBETCTBEHHOCTH 32 PabOTy
YJIEHOB KOMaH/IbI
(TTOMYMHEHHBIX ), PE3YJIbTAT
BBITTOJTHEHUS 3a/1aHUS

Y IPAaBWJIBHO C TOYKH 3pEHUSI HOPM
JUTEPATYPHOTO SI3bIKA.

Otmetka "4" craBUTCS, €CJIM CTYJIEHT
TAET OTBET, YAOBJIETBOPSIOIINM TEM Ke
TpeOOBAHMAM, YTO U I OTMETKH "5",
HO JiomycKaeT 1-2 ommOKu, KOTopble
caMm ke UcHpaBisieT, u 1-2 Henouéra B
MOCJIeI0BATEILHOCTH U SI3IKOBOM
o OpMIIEHHHU U3TIaraeMoro.

OtmeTtka "3" cTaBUTCS, €CIIU CTYACHT
oOHapyXHUBaeT 3HaHHE U TOHUMAaHUE
OCHOBHBIX IIOJIOKCHHI TAaHHOM TEMEI,
HO:

M3JIaraeT MaTepuas HEeMOJIHO U
JIOTTYCKaeT HETOYHOCTH B OIpe/ICTICHUH
MOHATHIA WM POPMYITUPOBKE ITPABUIT,
HE YMeeT JI0CTaTOYHO TITyO0KO U
JI0Ka3aTesIbHO 000CHOBATh CBOU

CYXKJICHUS U IPUBECTU CBOU MIPUMEPHI;
u3naraet MaTepuan
HETIOCJIeI0BATEIBLHO U JIOMYCKAET
OIMOKH B SI36IKOBOM O(OPMIICHUH
M3JIaraeMoro.

OtMmertka "2" cTaBUTCS, €CIIA CTYACHT
0oOHapyXKMBaeT HE3HAHUE OOJIbIIIEH
YaCTH COOTBETCTBYIOIIEH TEMBbI
M3y4aeMoTro MaTepHaia, JOMyCcKaeT
olMOKH B (hOPMYITHPOBKE
ONpEACIICHUI U MPaBUJI, HCKAKAOIIUE
WX CMBICII, OECTIOPSIIOUHO U
HEYBEPEHHO HM3JIaraeT MaTepual.
Otmertka ("5", "4", "3") moxkeT
CTaBUTBHCS HE TOJIHKO 32
€IMHOBPEMEHHBIN OTBET (KOTrJa Ha
MIPOBEPKY MOJTOTOBKH yUYEHUKA
OTBOJIUTCS ONIPEACIIEHHOE BPEMs), HO U
3a paccpeI0TOYCHHBIN BO BpEMEHHU, T.€.
3a CyMMY OTBETOB, JAaHHBIX YYEHUKOM
Ha MPOTSDKEHUH YPOKa (BBIBOJIUTCS
MOYPOUHBIN 0aJuT), MPH YCIOBUH, €CITU
B MPOIIECCE YPOKA HE TOJIBKO
3acCIIyIIMBAINCh OTBETHI yUalllErocsi, HO
Y OCYIIECTBIISIACh IPOBEPKA €T0
YMEHHUSI IPUMEHSATH 3HAHUS HA
TIPaKTHKE.

Kpurepuu onieHku TecTOB:
Bonee 84%- onenka 5
ot 71-83 %- onenka 4
otr 61-70% - ouenka 3
Menee 60% - oneHka 2

KOHTPOJIS.

Ouenka
NesITeIbHOCTH
00yJaromerocst BO
BpEMsI IPOBEACHUS
y4eOHBIX 3aHATUI

[IpoBepka
BBITIOJTHEHHSI
00yJaroIuMucs
JOMAITHUX
3aJaHuN

TecToBbIE OIIPOCHI

3aueTHas pabora
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1. OBILIASI XAPAKTEPUCTUKA PABOYEN IPOrPAMMBI
YYEBHOM JUCLUAILIUHBI
«OI1.03 TIPO®ECCUOHAJIbHASI D TUKA U OCHOBBI IEJTOBOI'O OBLLIEHU 51»

1.1. MecTo McuMIVIMHBI B CTPYKTYPe OCHOBHOM 00pa30BaTe/IbHOM NPOrpaMMbI:

VYuebnass mucuummmHa «OI1.03 TlpodeccmonanpHass 3THKa W OCHOBBI JIEJIOBOTO
oOImeHus» SBISIETCS 00s3aTeNbHOM YacThio oOmenpodeccuoHanpbHoro nukima OIIOIT B
coorBerctBUn ¢ DPI'OC CIIO no cnemuansHoctu CIIO 46.02.01 JlokymeHTalMOHHOE

obecneyeHne YIIPABJICHUA U apXUBOBCIACHUC.

Oco0oe 3HaueHHe JUCHUIINIIMHA UMCECT IIpU (bOpMI/IpOBaHI/II/I U pPa3sBUTHH KOMHGTCHHI/Iﬁ

OK 01, OK 02, OK 03, OK 04, OK 05, OK 06, OK 09.

1.2. I_[e.m, U IVIAaHUPYEMBbI€ PE3yJabTaTbl 0CBOCHUA TUCHUIIJIMHDBI:

B pamkax mporpamMmbl y4eOHOUM TUCIUIUIMHBI OOYYArOIIUMHUCS OCBAMBAIOTCS YMEHUS

1 3HAHUS
Kon IIK, YMeHus 3HaHud
OK
K 1.1 yCTaHABIMBATh U MOJICP)KUBATD MpaBuJjIa IPOBEICHUS JISTOBBIX
K 1.2 KOMMYHUKaIM{ B POLIECCE JIEIOBOTO MIEPEroBOPOB
[IK1.3 0OIIIEHUS C TTOMOIIBIO CPEJICTB
IIK 1.4 UH(POPMALMOHHBIX U
IIK 1.6 KOMMYHUKAIMOHHBIX TEXHOJOTUI
OK 01 CTIIQXXUBaTh KOH(PIUKTHBIEC U CIOXKHBIE | STHUKA JAEIOBOTO OOIIECHUS
OK 02 CUTYAIMU MEXJIMYHOCTHOTO
OK 03 B3aNMMOIEHCTBUA
OK 04 COOJIIO/IATh CITYXKEOHBIM STUKET IpaBUJia PEYEBOTO ITHKETA
OK 05 BCTpeUaTh MOCETUTENEH, MOTy4aTh MpaBuIIa MOIICPKAHUS U PA3BUTUSA
OK 06 MIEPBUYHYIO HHPOPMAITUIO O MEKJIMYHOCTHBIX OTHOIIIEHHUI
OK 09 HOCETUTENSIX

CEpBHUPOBATH YaliHble (KO(EHHbIE)
CTOJIBI B oduce

9TUKCT U OCHOBBI MCKAYHApPOJHOI'O
IIPOTOKOJIa

COTJIaCOBBIBATb BCTPCUU U
MEpONPHUATHS U BHOCUTH HH(POPMALIHIO
B IUTAHUPOBIIMK (OpraHaiizep)

IIpaBUJjIa CEPBUPOBKYU YAWHOTO
(xodeitHoro) cromna

BBIOMPATH ONTHUMAJIbHBIE CITOCOOBI
BHEIIHETO U BHYTPEHHET O
UH(POPMHUPOBAHUS O TUIAHUPYEMBIX
MEPONPUITHIIX

aKTYyaJIbHBIA PO eCCUOHATBHBIN 1
COIIMAJIBHBIN KOHTEKCT, B KOTOPOM
INPUXOJUTCS paboOTaTh U KUTh

COIIACOBBIBATh C MPUHUMAIOIIEH
CTOPOHOM MPOTOKOJI INTAHUPYEMBIX
MEpONPHUATHI U POPMUPOBATH
MPOTPAMMYy JI€JIOBOM MOE3K1

OCHOBHBIE UCTOYHHUKH HH(pOpMALIUU
U PECypChI JUIsl pelIeHus 3a/1a4 U
npo6ieM B mpopecCHOHATLHOM
W/WJIM COITMAJIbBHOM KOHTEKCTE

OpTaHHU30BBIBATE ITPOLECC ITOATOTOBKHU
U TIPOBEJICHNE KOH(PEPEHTHOTO
MCPONPUATHA UHAUBUAYAJIBHO U B
cocraBe paboueil rpynmsl

colepKaHUE aKTyaJIbHOMN
HOPMAaTHUBHO-IIPAaBOBOMU
JIOKYMeHTaIII/II/I

CO6J'IIO,I[3TI) 9THUKET U OCHOBBI
MCKAYHAPOIHOI'O NPOTOKOJIa

IICUXOJIOTHYECKHUE OCHOBBI
JACATCIIbHOCTH KOJIJICKTHBA,

BJIAJICTh aKTyaJIbHBIMU METOIAMH
paboTsl B Tpo(heCCHOHATLHOM U

MICUXOJIOTHYECKHE OCOOEHHOCTH
JIUMYHOCTHU




CMEXHBIX cepax

OTIPEICIIATh HE0OXOIUMbIC UCTOUYHUKHU
nHpopmanuu

0COOEHHOCTH COLUAJIBHOIO U
KYJIBTYPHOT'O KOHTEKCTa

OIIPEJICTISTh aKTYaIbHOCTh
HOPMaTUBHO-IIPABOBOM TOKYMEHTAIIUH
B IpO(eCCHOHATBHOMN 1S TETbHOCTH

CYIIHOCTh I'PaXIaHCKO-
aTPUOTUIECKOM MMO3HUIIHH,
0011[eUEI0BEUECKUX LIEHHOCTEN

OIIPENIENIATh U BHICTPAUBATh TPACKTOPUHU
po(hecCHOHATLHOTO Pa3BUTHS U
camMo00pa30BaHMs OPraHU30BHIBATH
paboTy KOJUIEKTHBA U KOMaH/Ibl

3HaYUMOCTb TPOPECCUOHATHHON
JEeSITeILHOCTH 110 Mpoeccuu
(cienManbHOCTH)

B3aUMO/ICHCTBOBATh C KOJIEraMH,
PYKOBOJCTBOM, KJIMEHTAMHM B X0J1€
npodecCuOHaNBHOM e TeIbHOCTH
IrPaMOTHO U3JIaraTh CBOM MbICIIU
MPOSBIISATH TOJEPAHTHOCTH B paboueM
KOJJIEKTHBE

CTaH/IapThl aHTUKOPPYIIIHOHHOTO
MOBEJICHUS U TIOCIIEJICTBUS €TO
HapYIICHUS

OIKCHIBATh 3HAYUMOCTh CBOCH
npodeccuu (CneruaabHOCTH)

IIPUMEHSATH CTaHAAPTHI
AHTHUKOPPYILIMOHHOTO MTOBEJICHHUSI.

2. CTPYKTYPA U COJAEPXKAHUE YUEBHOM JUCIIUILIVHBI

2.1. O0beM yueOHOI IMCUMIIMHBI M BUABI YU4eOHO0#l padoThI

Buj yueOHoit padoThI

O0BeM B yacax

O0bem o0pa3oBaTebHOI MPOrpaMMbl Y4eOHOM JMCIUIITHHBI 64
B T.4. B JopMe NpaKTH4YeCKOH NMOATOTOBKH 6
BT. U.:

TEOpPETUYECKOEe 00yIeHNE 6
MPAKTUYECKUE 3AHATUSA 4
Camocmosmenvras paboma 54

[IpomexxyTouHas arrectanus




2.2. TemaTn4yecKHuil IUVIaH U coJep:KaHue YUeOHOM TMCUMILTHHBI

Koanl
O0nem, akaj. 4. .
KOMIIeTeH Ui,
/ B TOM 4HcJIe B
¢dopmupoBanmnio
HaumeHoBaHue Conep:xkanue yuye0HOro marepuaja u (pOpMbl OPraHu3aNuN AesITeJIbHOCTH dopme
. KOTOPBIX
pa3/iesioB U TeM o0y4yaromuxcs NPaKTHYeCKOMH d
crnoco0cTByer
MOATO0TOBKH,
3JIeMEeHT
aKasj. 4.
NPOrpaMmbl

Pa3nean 1. [IpodeccuonanbHas ITUKA U 1€J10BOI ITHKET 28
Tema 1. Coaep:xxanue yueOHOro MaTepuaJia OK 01, OK 02,
IIpodeccnonanbuas | 1. @yHKIMH, POJIb K MECTO STUKU B CUCTEME HayK, B KYJIbType YeJIOBEUECTBA. OK 03, OK 04,
ITHKA: CYIIHOCTh, ['ymaHucTHUECKOE COAEp)KaHUE MOPAJId U HPAaBCTBEHHOCTH. OK 05, OK 06,
OCHOBHBIE 2. llpodeccronasnbHast 3THKa KaK BHIPaXKEHHE HPABCTBEHHOTO [IPOrPECca YeI0BEYECTBa, KaK OK 09
KaTeropuu, reHe3suc | 0oCo3HaHME KyJIbTYPHO-TYMaHUCTHYECKOTO Ha3HAaUYeHUs npodeccuu. Y cioBus 12
U Kjaaccupukanus BO3HHUKHOBEHUSI, ICTOPHUYECKOE PA3BUTHE U CHIEHH(HKa MPo(ecCHOHANTBHON MOpaln
BH10B 3. Kareropuu npodeccnoHaaIbHON MOpaIH B TUKH.

4. DTHKa roCyJapCTBEHHOTO CITY’KaIIEro.

B TOM 4Hc/Ie IPAKTHYECKUX H JIA00PATOPHBIX 3aHATHI

[Tpaktudeckoe 3anstue 1. [IpaBoBas u 3THYECKas perIaMeHTaUs CITy)KEOHOTO MTOBEICHUS 1

TOCYJAPCTBEHHBIX CITY)KaIIHX.
Tema 2 Copepxanue yueOHOro Mmarepuasa OK 01, OK 04,
Iruker 1 UMUK B | 1. [IoHsATHE O KYyNBTYype MOBeAeHUS U dTHKeTe. [IpuHIMIIEL, (YHKIINU, BUJIBI THKETA. OK 05, OK 06,
npogeccuoHalbHOM | KoHKpeTHBIE POPMBI TIPOSIBICHUS STHKETA: STUKET IPUBETCTBHS, TIPESIICTABICHUS, OK 09
KyJbType JHYHOCTH | 00paIleHus; TOBEICHNE B ODUIIHATBHBIX YIPSIKIACHUAX M OOIICCTBEHHBIX MECTaX. 10 IK' 1.1, IIK 1.2,

3. DcTeTuka BHEIHEero 06amKka. UMUK CIeUaNncTa, ero 3J1eMEHThI, COCTABISIONINE IIK 1.4

Kaxkaoro sneMenTa. OCHOBHBIE BUJIBI JIpecc-Koa.

B ToM 4nciie NpaKTHYECKUX U J1a00pATOPHBIX 3aHATHIH

[Tpaktuyeckoe 3anstue 2. BuzutHas kaprouka. [IpaBuna opopmieHns u UCIIONb30BaHMS. 1
Tema 3 Coaep:xxanue yueOHOro MaTepuaJia OK 01, OK 02,
JesoBoit nporoxkoa | 1. OcHOBBI MeXAyHAapOIHOTO MTPOTOKOJIA U 3THKETa. [ 'ocyaapcTBeHHOE, CiTyKeOHOe U 6 OK 04, OK 05,




IIPOTOKOJIbHOE CTAPILINHCTBO.

2. IlpaBuita opranu3anuy U MPOBEICHUS JEJIOBBIX IEPETOBOPOB U IPYI'MX IIPOTOKOJIBHBIX
meponpusTiid. Opunnanbabie puéMsl. Buabl npuéMoB. CTONOBBIN 3THKET.

OK 06, OK 09
IIK 1.2, IIK 1.3,
I[IK 1.4, IIK 1.6

Pa3gen 2. OcHOBBI €1

OBOI'0 OOIIIEHU ST

36

Tema 4

ITHYEeCKHEe HOPMbI

1eJ10BOM
KOMMYHHUKALMHU

Conep:kanue y4eOHOT0 MaTepuaJia

1. OGmienue B cucTeMe MEKIMYHOCTHBIX U OOIIECTBEHHBIX oTHOMIEHUH. ColnaibHas podib.
Knaccugukanus obmenns. Buapl, pyaknun oduienns. CTpyKTypa U cpecTBa OOIIEHHS.

2. O0mieHne KaKk BOCIIPUATHE JIIOJBMHE JAPYT Apyra (mepuentuBHas ctopona). [lonstue
couuanpHON nepuenuuu. GakTopsl, OKa3bIBaOIINE BIUSHUE HA BOCIPUSITHE.
[Icuxonornueckue MeXaHU3Mbl BOCIIPUATHSL.

3. OOmieHue KaKk B3auMo/ielicTBHE (MHTEPAaKTUBHAS CTOPOHA). THITBI B3aMMOICHCTBUS:
Koonepamus 1 KoHKypeH1us. [lo3unnu B3auMoieiicTBuUs B pyciie TPAHCAKTHOI'O aHAJIU3a.
BzaumopeiicTBue Kak OpraHu3aius COBMECTHOM AEATEIbHOCTH.

Oobmenne kak 00MeH nHpopmanmel (KOMMyHUKAaTUBHAs cTOpoHa). OCHOBHBIE SJIEMEHTHI
KOMMYHHKainu. BepOanpnas kommyHukanusi. KommyHnukatuBHble Oapbepbl. HeBepOanbHas
KOMMYHHKAI¥s. Bupl, mpaBuiia 1 TEXHUKHU ciymanus. TolxepaHTHOCTh Kak CPEeCTBO
NOBBIIICHUS 3 (PEKTUBHOTO 00IIeHUs. [ pymoBoe NpUHITHE PELICHUI.

26

B TOoM 4nc/Ie IPaKTHYECKUX U J1a00PATOPHBIX 3aHATHI

[TpakTrueckoe 3ansATHE 3. AHAJIN3 MPAKTUYECKUX CUTYallUi yIIpaBICHYECKON 3TUKH.

OK 01, OK 02,
OK 04, OK 05,
OK 06, OK 09,
K 1.1, IIK 1.2,
K 1.3, IIK 1.4

[TpakTrueckoe 3ausTue 4. @opMbl AET0BOrO OOIIEHUS U UX XapaKTepUCTUKU. JlenoBas
Oecena. IlpaBuna BeneHus oecenpl. POopMbI IOCTAHOBKU BONPOcoB. Ilcuxonornueckue
0COOEHHOCTH BE/ICHHUS JIEJIOBBIX AUCKYCCUHN U MMYOJINYHBIX BBICTYIIJICHUI

Tema 5
Kondaukre n
CIoco0bI X

npeaynpexIeHus u

pa3penenus

Coaep:xanue yueOHOro MaTepuaJia

1. KoH(pauKT, ero cynHocTh 1 OCHOBHBIE XapaKTEPUCTUKU

2. Oco0eHHOCTH AMOLIMOHAIBHOIO pearupoBaHus B KOHQUKTax. [IpaBuna noBeneHus B
KoH(pMKTaxX. BausHue TonepaHTHOCTH Ha pa3pelieHne KOHQIUKTHON CUTYaIl|H.

10

B ToM 4nciie NpaKTHYECKHUX M J12a00PATOPHBIX 3aHATHH

HpaKTI/IquKOC 3aHgATUC 5. AHAIu3 MMPOU3BOACTBCHHBIX KOH(I)JII/IKTOB 1 COCTABJICHUC
AJIrOpUTMa BbIXOAA U3 KOH(I)HHKTHOﬁ CUTyalluH.

OK 01, OK 04,
OK 05, OK 06,
OK 09.

K 1.1, IIK 1.2,
K 1.4

HpOMe)KyTO'lHaH aTTecTauusa

Bcero:

64




3. YCJIOBUS PEAJIM3AIIMA YYEFHOM JUCHUATIIAHBI
3.1. Ans peanus3anuu mporpamMMmbl y4eOHON JUCHUIUIMHBI JOJDKHBI OBITH PEAYCMOTPEHBI
CIIEYIOIINE CHIEIUAIbHBIE IOMEIIECHUS:
Kabuner «[IpodeccronanbHasi 3THKa U OCHOBBI JEJIIOBOTO OOIICHHS», OCHAIICHHBIN B
COOTBETCTBUH C II. 6.1.2.1 0O6pa3zoBaTEIBLHON MPOTPaAMMBI TIO CIIEIIUATBHOCTH.

3.2. UndopmanmonHoe odecneyeHne peaau3anun NporpaMmmbl

Jlia peanuzanuu MporpaMMbl OUOIMOTEUHBINH (GOHI 00pa3oBaTENbHON OpraHu3aluu
JOJIKEH UMETh IIeYaTHbIE W/WIK 3JIEKTPOHHBIE 00pa3oBaTeibHble U HHPOPMAIIMOHHBIE PECYPCHI,
JUIS UCTIOJIb30BaHUs B 0Opa3oBarenbHoM npouecce. [Ipu popmupoBannu 6udarnorednoro Gonaa
00pa3oBaTesbHOM OpraHu3alueld BhIOMPAETCS HE MEHEE OJHOr0 M3JIaHUS U3 MEePEeYUCICHHBIX
HMXC IICYAaTHBIX I/ISIIaHI/Iﬁ n (I/IJII/I) SJICKTPOHHBIX I/I3[[aHl/Iﬁ B Ka4C€CTBC OCHOBHOTO, IIPU 3TOM
CITMCOK, MOXECT OBITH JOITIOJIHEH HOBBIMH U3JJaHUSIMU.

3.2.1. OcHOBHBIE T€YATHBIE H3AHUSA

1. Kepnakoa, M. b. [lenoBoe oOuieHue: y4yeOHMK W MPAKTUKYM MIJiS CPEAHETrO
npodeccuonansHoro  obpaszoBanusi/ M. b. Kepnakoa, U. A. PymsnneBa. — Mockaa:
WznatenberBo FOpaiit, 2022. — 370 ¢. — (IIpodeccnonanbaoe oopazoBanue). — ISBN 978-5-
534-07978-4.

2. Ponpiruna, H. HO. DTuka nenoBbIX OTHOILIEHUH: Y4€OHHUK M MPAKTUKYM JJIS
cpennero mnpodeccronanbHoro odbpaszosanusi/ H. 0. Pompirmaa. — MockBa: W3marenscTBo
FOpaiir, 2022. — 431 ¢. — (ITpodeccunonanbroe odpazoBanne). — ISBN 978-5-534-11048-7.

3. Ckubunkas, U. FO. JlenoBoe oOmieHue: y4yeOHMK M MPAKTUKYM I CPEIHEro
npodeccuonanbHoro  obpaszoBanus / W. FO. Ckubunkas, 3.I. Ckubuukuil. — Mocksa:
NznarensctBo FOpaiit, 2022. — 247 c. — (IIpodeccuonansnoe oOpazoBanue). — ISBN 978-5-
534-09063-5.

4. Co6onbpHNKOB, B. B. DTHKa 1 11cuxoiorus AeI0BOTro 00IIeHus : yueOHOoe mocoone
st cpennero mpodeccuonanbHoro obpazosanus / B. B. CobonsaukoB, H. A. Koctenko ; mopg
penakmueii B. B. Co6onbHHUKOBAa. — 2-¢ u31., mepepad. m aom. — MockBa: M3gatenscTBo
FOpaiit, 2022. — 202 ¢. — (ITpodeccuonanpHoe oopazosanne). — ISBN 978-5-534-06957-0.

3.2.2. OcCHOBHBIE 3JICKTPOHHbIC U3IAHUSA

1. Eropos, B. I1I. JlunigoMaTuyeckuii MpoTOKOI U ATUKET : yuyeOHoe mocobue s cro / B.
I1. Eropos, A. B. CnunbkoB. — Cankr-IlerepOypr : Jlanp, 2022. — 208 c. — ISBN 978-5-
8114-8464-5. — TexkcT : neKTpoHHBIN // JlaHb : aMeKTpoHHO-0MOIHoTeyHast cucrema. — URL:
https://e.lanbook.com/book/193354 (mata obpamenus: 03.08.2023). — Pexum goctyma: yis
aBTOPH3. NIOJIb30BATEIICH.

2. XKepuakoBa, M. B. JlenoBoe oOmeHne: y4eOHHK W TPAKTHKYM JUIS CPEIHETO
npodeccuonansHoro  obpaszoBanusi/ M. b. KepnakoBa, U. A. PymsnneBa. — Mocksa:
UznarensctBo FOpaiit, 2022. — 370 c. — (IIpodeccuonansnoe obpasosanue). — ISBN 978-5-
534-07978-4. — Texcrt: anextponHslii / O6pazoBatenbHas muatdopma FOpaiit [caiit]. — URL:
https://urait.ru/bcode/474773.

3. OBcsinHukoBa, O. A. DTHKa TOCYJAapCTBEHHON CIYXObl W TOCYAapCTBEHHOTO
ciyxariero : yaeonoe nocobue mist cno / O. A. OBcsuankoBa, M. B. boyapaukoB. — 2-¢ 3.,
crep. — Cankr-IlerepOypr : Jlanp, 2023. — 280 c. — ISBN 978-5-507-47121-8. — TexkcrT :
AJICKTPOHHBINA // JlaHb : AJIEKTPOHHO-OMOIMOTEYHAS cucreMma. — URL:
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https://e.lanbook.com/book/193354

https://e.lanbook.com/book/339659 (mara obOpamenus: 03.08.2023). — Pexxkum mocryma: s
aBTOPU3. II0JI30BATEIICH.

4. Poppiruna, H. FO. DTHKa 1€M0BBIX OTHOLICHUN: YU€OHUK U MPAKTUKYM ISl CPEAHETO

npodeccuonansaoro obpaszoBanusi / H. HO. Pogpirmaa. — Mocksa: WsnmatenbctBo FOpaidr,
2022. — 431 c. — (IIpodeccuonanproe oopazoBanue). — ISBN 978-5-534-11048-7. — Texcr:
anexkTpoHHbd  //  OOpasoBarenpHas  1arpopma  FOpaiit  [caiit] —  URL:

https://urait.ru/bcode/477850.

5. Cxkubunkas, HW. 0. [enoBoe oOmieHne: ydyeOHWK W TMPAKTHKYM i1 CPEIHETO
npodeccuonanibHoro  oopazoBanus /  W. FO. Ckubunkas, 3.I. Ckubunkmit. — MockBsa:
WznatenbcrBo FOpaiit, 2022. — 247 ¢. — (IIpodeccuonansuoe odpazopanue). — ISBN 978-5-
534-09063-5. — Tekcr: anexTpoHnHsIii // ObpazoBatenbHas miatdopma FOpaiit [caiit]. — URL:
https://urait.ru/bcode/474137.

6. CobonpHUKOB, B. B. DTHKa 1 ICUXOJIOTHSI 1€JI0BOTO OOIICHMS : ydeOHOE mocoOue st

cpennero mpodeccuonanbHoro obpaszoBanusi/ B. B. CobonsuukoB, H. A. Koctenko; mnon

penakuueir B. B. CobonbHuKOBa. — 2-¢ u3Ad., nepepad. m jom. — MockBa: M3gaTenbcTBO
Opaiit, 2022. — 202 c. — (Ilpodeccuonanpuoe obpazoanue). — ISBN 978-5-534-06957-0.
— Texkct: oanektponnbii // OOpazoBarenvHas miargopma FOpaitt [caiit]. — URL:

https://urait.ru/bcode/474165.

7. YcanoBa, O. I'. KynpTypa mnpodecCHOHaIBHOTO pPEYEeBOrO OOIICHHS : Yy4eOHO-
MeToaudeckoe nocooue st cro / O. I'. YcanoBa. — 2-e u3n., crep. — Cankr-IletepOypr :
[Tmanera My3sbiku, 2023. — 92 c. — ISBN 978-5-507-46934-5. — Tekct : 31neKTpOHHBIH //
Jlans : amexkTpoHHO-OMOMMOTeuHas cucrema. — URL: https://e.lanbook.com/book/326102 (nata
oOpamienus: 03.08.2023). — Pexxum foctymna: i aBTOPU3. MOJIb30BaTEIEH.

8. Sxynuuena, O. H. Ilcuxonorus obmenus : yueOnuk ans crno / O. H. SIkynuueBa, A.
I1. IlpoxodseBa. — 4-e uzn., crep. — Cankr-IlerepOypr : Jlans, 2023. — 224 ¢. — ISBN 978-
5-507-46668-9. — TexkcT : 271eKTpoHHBINH // JlaHb : 3JIeKTpOHHO-OMONMOTEYHAs CHUCTeMa. —
URL.: https://e.lanbook.com/book/314819 (mara obpamierus: 03.08.2023). — Pexum goctyma:
JUIsl aBTOPH3. TOJIb30BaTEIIEH.

3.2.3. JlonoJtHUTEIbHbI€ HCTOYHUKH:

1.  Pynenko, A.M. IIpodeccuonanpHas 3TMKa M HCHXOJOTHs AEIOBOTO OOIIEHUS:
yuebHuk / Pynenko A.M., nox pen., Cambirun C.M. — Mocksa: KnoPyc, 2022. — 232 c.

2.  Cob6onpHUKOB, B. B. DTHKa U IcUX0NOTHS AETOBOTO 00IIeHUs : ydeOHOe mocobue
JUIs cpeaHero npogeccuoHanbHoro oopazosanus / B. B. Cob6onpaukos, H. A. Koctenko ; mox
penakmueir B. B. CobonpHUKOBA. — 2-¢ W31., mepepad. u gom. — Mocksa : M3mareiascTBo
[Opaiir, 2022. — 202 c.

3. Komesas, U. I1. IIpodeccnonanpHas STHKA ¥ TICUXOJIOTHS JIEIIOBOTO OOIICHUS :
yaeonoe nmocooue / N.I1. Komepas, A.A. Kaake. — Mocksa : ®OPYM : UHOPA-M, 2022. —
304 c.

4.  Ilcuxonoruss  oOmeHWs:  y4yeOHMK M  TPAKTUKYM  JUIL  CPEIHEro
npodeccuonansHoro obpazoBanus bopo3guna I'.B., KopmuoBa H.A.; mox obmieit penakuueit
Bopozaunoit I'.B. M.: U3narensctBo IOpaiit, 2022. — 463 c. — ISBN 978-5-534-00753-4. —
Tekcr: anexkrpounsiii // DBC FOpaiit [caiit]. — URL: https://urait.ru/bcode/469702

5. Ilemamoa, I''M. OCHOBBI J3THKM H TICHXOJOTHH TpodhecCHOHaTHLHON
nestenbHOCTH:  ODYMK  (97eKTpOHHBIM — y4eOHO-METOAUYECKUNA  KOMIUIEKC) /YPOBEHb
obpazoBanusi:  [Ipodeccun  cpeaHero  mpodeccMoHabHOTO  oOpa3oBaHus/,  Mockaa:
N3narensctBo Akamemust, 2022 2


https://e.lanbook.com/book/339659
https://urait.ru/bcode/477850
https://e.lanbook.com/book/326102
https://e.lanbook.com/book/314819

6.  UYepssimona, JI. U. [lcuxonmorus oOmieHus: 3TUKA, KyJIbTypa U dTHKET JIETIOBOTO
obOmenus: ydeOHOe Tocobme s cpeaHero mnpodeccuoHabHOrO oOpaszoBanus / JI. W.
UepnbimoBa. — Mocksa: M3narensctBo FOpaiit, 2022. — 161 c¢. — (IIpodeccuonanbroe
obpazoBanue). — ISBN 978-5-534-10547-6. — Texkcr: anextponnsiii // 9BC FOpaiit [caliT]. —
URL: https://urait.ru/bcode/475816

4. KOHTPOJIb M OIIEHKA PE3YJIbTATOB OCBOEHMSI
YYEBHOM JUCHMUILIMHBI

Pe3ysabTarsl 00yyeHus Kpurepum ouenkn MeToabl OLlEeHKH

Hepeqem, 3HaHHﬁ, 0CBAUMBACMBIX B paMKax JUCIHHUIIJIHHBI

OCHOBBI [CI0BOM STHKH, «OTAMYHO» - TEOPETUUECKOE YCTHBIN UJIM TECTOBBIN
ATUKETA U KYJbTYPHI ICJIOBOTO | COAEpKaHUE Kypca OCBOEHO KOHTPOJIb TEOPETHU-
00IIICHUS, MOJIHOCTHI0, 0€3 MpoOeIioB, YECKHUX 3HAHUM;
0COO0ECHHOCTH yMEHUS CHOPMUPOBAHBI, BCE OLICHKA PE3YJIbTaTOB
pod)eCCHOHAIBHON ATUKH NPeyCMOTPEHHBIE POrPaMMOK BBIIIOJIHEHMS IIPAKTU-
CIIy)KalllnX TOCYJapCTBEHHBIX U y4€OHbIE 3a1aHKs BBIIOJIHEHBI, 4ecKoi paboThl;

HHBIX KayeCTBO UX BBIIOJIHCHHS AHAJH3 ¥ OLCHKA
OpraHU3aMOHHO-IIPAaBOBBIX OIICHCHO BBICOKO. peleHuii mpo6IeMHBIX
bopM yupexaeHU 1 «XO0poIIo» - TEOPETUYECKOE CUTYaLHiA.
OpraHu3aIui; CcoEp)KaHuE Kypca OCBOCHO 3aImTa

B3aUMOCBS3b 06IJ_ICHI/I$I IIOJIHOCTBIO, oe3 Hp06eHOB, CaMOCTOSTEIILHOM

U JICATEIIBHOCTH, HEKOTOPBIC YMCHU A pa60TBI;

c(hopMHPOBaHbI HEJOCTATOYHO,
BCE IIPEyCMOTPEHHBIE
pOrpaMMoil yueOHbIe 3a/1aHUs

1enu, GyHKIUHU, BUJIbI U YPOBHU
OOIIICHUS;

JIEJIOBBIE UTPHI.

TCXHUKHU U ITIPUCMBI O6IJ.I€HI/I$I,
BBITIOJITHCHBI, HCKOTOPBLIC BUABI

MpaBUJIA CIIYIIAHUS], BEACHUS B
3aJJaHU¥ BBIIOJHEHBI C OIIUOKAMHU.

Oecenpl, yOeXKICHNUS;
«Y IOBJICTBOPUTEIILHO) -

TEOpETUYECcKOe COAepKaHue Kypca
OCBOEHO YaCTHYHO, HO TIPOOEITBI

ATHUYECKHUE MTPUHIIUITBI
OOIIICHUS,

HNCTOYHHWKHU, IPUYIHUHBI, BUJbI U
HE HOCST CYIIECTBEHHOTO
CIOCOOBI pa3perieHus

XapakTepa, He0OXOAUMBIE YMEHUS
KOH(JIUKTOB. pakerepa, ™

paboThl C OCBOEHHBIM MaTEPHAIIOM
IPUEMBbI CAMOPETYIISLINU B

B OCHOBHOM C()OPMHUPOBAHBIL,
mporecce ooIeHus

OOJIBLITMHCTBO MPEYCMOTPEHHBIX
porpamMMoii 00ydeHus: yaeOHbIX
3aJJaHUN BBITTOJIHEHO, HEKOTOPBIE
U3 BBIIOJIHEHHBIX 3aJJaHUI
COJIEpKaT OIIHNOKH.
«HeynoBneTBOpHUTETHHOY -
TEOPETUYECKOE CO/IepI)KaHue Kypca
HE OCBOEHO, HEOOXOIUMEIE
yMeHus He c(OPMHUPOBAHBI,
BBINOJIHEHHBIE YU€OHbIC 3a/1aHUS
cozepkar rpyobie OIIMOKH.




Hepeqenb YMeHHi/'I, 0CBaMBACMbIX B paMKaxX TUCIHUIIJIMHBI

cobiro1aTh TpeOOBaHUS
po(heCcCHOHATTLHOM ATUKU U
COBPEMEHHOTO 3THUKETA;

coOroAaTh MPOTOKOJI AETOBBIX
BCTPEY U ITUKET C YUETOM
HallMOHAIBHBIX U
KOPIIOPATUBHBIX OCOOEHHOCTEH;

OpraHU30BBIBATH JICTIOBBIC
Oecebl, COBECIAHMS U
HIEPErOBOPBI;

PeaTM30BBIBATH TIPUHIIATIBI
3(PEKTUBHOTO TETOBOTO
oOLIeHMS;

[IPUMEHSTh TEXHUKY U TIPUEMBI
3¢ (heKTHBHOTO OOIICHMS B
npoQecCHOHAIBHON
JIESITEIIBHOCTH;

HCIIOJIb30BaTh IIPHEMBI
CaMOpETYJISIIAN TTOBENCHUS B
poIecCe MEKITMIHOCTHOTO
00IIIeHHUS.

«OTIUYHO» - TCOPETHUECKOE
coJIepiKaHue Kypca OCBOCHO
MOJIHOCTHIO, 0€3 MpoOeIIoB,
yMeHHS ChOPMHUPOBAHBI, BCE
IIPEyCMOTPEHHBIE IPOTPaMMOM
yueOHbIC 33JJaHUS BBITOJHCHBI,
KA4eCTBO UX BBITOJIHCHUS
OIICHEHO BBICOKO.

«X0pOoIII0» - TEOPETUIECKOE
CoJIepKaHne Kypca OCBOCHO
MTOJIHOCTBIO, 0€3 MpoOeIoB,
HEKOTOPbIC YMEHUS
c(hopMUpPOBaHBI HEJJOCTATOYHO,
BCE TPEyCMOTPEHHBIC
mporpamMmoil yueOHbI€ 3aJaHus
BBITIOJTHEHBI, HCKOTOPBIE BHUJIBI
3aJJaHUH BBIITOJIHCHBI C OIIMOKAMHU.

«Y IOBJIETBOPUTEIILHOY -
TEOPETUYECKOE CO/IepP)KaHue Kypca
OCBOCHO YaCTHYHO, HO TIPOOEITBI
HE HOCST CyIIECTBEHHOTO
XapaxkTepa, He00X0IMMbIE YMEHHUS
paboThI ¢ OCBOCHHBIM MaTepUAJIOM
B OCHOBHOM c(hOpMHUPOBaHBHI,
OOJIBLIIMHCTBO MPEyCMOTPEHHBIX
nporpamMmoil o0ydeHus: yaeOHbIX
3aJJaHU BBITTOJIHEHO, HEKOTOPHIE
U3 BBIITOJIHEHHBIX 3aJJaHUI
coJiepkKat OLINOKH.

«HeynoBneTBOpUTENBHOY -
TEOPETUUECKOE COJIepKaHne Kypca
HE OCBOEHO, HEOOXOIUMEIE
yMeHHsI He c()OpPMUPOBAHBI,
BBITIOJTHCHHBIC Y4eOHBIC 3a1aHUS
coJiepkaT rpyOblie OMIUOKH.

OLICHKA pe3yJIbTaTOB
BBITTOJIHEHUS
MIPaKTUYECKON pabOTHI;
JICTIOBBIE UTPHI.

3a4ét/
nuddepeHIpoOBaHHBIN
3ayer.
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1. OBILIASI XAPAKTEPUCTUKA PABOYEN IPOrPAMMBI
YYEBHOM JUCLUAILIUHBI
«OI1.04 IPABOBBIE OCHOBBI TPO®ECCHUOHAJIBHOM JEATEJIBHOCTU»

1.1. MecTO AUCHUIJIMHBI B CTPYKTYPe OCHOBHOI 00pa3oBaTe/ibHOM NPOrpaMMbl:

VYyeonas mucuumumnaa «OI1.04 IIpaBoBble OCHOBBI NPO()ECCHOHATBLHON JESITEIBHOCTH
SBIIIETCSL 00s13aTeNbHON 4acThio obOmenpodeccuonanbaoro mukia OIIOIl B cooTBEeTCTBUU C
®OI'OC CIIO mno cnermuanpHocTH 46.02.01 JloKyMEHTAIIMOHHOE OOECTICUCHHE YIpaBICHUS W
apXHUBOBECHUE.

Oco0oe 3HaueHue AMCLUMILIUHA HUMeeT MpH (GOPMUPOBAHUU U PA3BUTUU KOMIIETCHIIUN
OK 01, OK 02, OK 03, OK 06.

1.2. Heab 1 JIaHUpyeMble Pe3yJbTAThl 0CBOCHUS THCHHUILINHBI
B pamkax mporpaMMmbl y4eOHOW TUCIUIUIMHBI OOYYAIOIIMMHUCS OCBAWBAIOTCS YMEHUS

Y 3HaHUs
Koa IIK, | Ymenus 3Hanus
OK
OK 01 OIpeEIIATh aKTyaJIbHOCTh coJiep’KaHue aKTyaJbHOM HOPMaTHUBHO-
OK 02 HOPMaTUBHO-TIPABOBOM MIPaBOBOM JTOKYMEHTALIMHU
OK 03 JIOKYMEHTalluu B
OK 06 npoeccroHabHOM IeATENbHOCTH
IIK'1.7. | ucrnonb3oBatk MpaBoOBYIO CTaHIapThl aHTUKOPPYILILOHHOTO
IIK 1.8. | nuapopmanyro B npoecCHOHANBHON | MOBEJCHUS U TIOCIIEACTBHS €r0 HapyIICHUS
IIK 1.9. NEeATEILHOCTH
IIK 2.1. | 3ammmars cBoM pasa B HOPMAaTHUBHBIE NIPABOBbIE aKThl Poccuiickon
I1K 2.3 ®enepannu B chepe MHPOPMAIIMOHHBIX U

COOTBETCTBHUU C TPYAOBBIM
3aKOHOJATEIbCTBOM

KOMMYHUKAIITMOHHBIX TEXHOJIOTUI

IMPUMCHATH CTaHAAPTBL
AHTHKOPPYIIIUOHHOI'O TIOBEACHU A

HOPMAaTHUBHBIE MPABOBBIE aKThl Poccuiickon
denepanuu 1o 3anmre HHGOPMaLUU U
pabote ¢ oOpalieHus MU rpakJiaH

MIPUHUMATh MEPBI 110 COXPAHEHUO
KOH(UIeHIMaNbHON HH(popMaLuy B
X0J€ IpréMa MOCETUTEIIEH

HOPMAaTHBHBIE IIPaBOBbIE aKThl Poccuiickoin
®denepanuu B chepe nHPOPMaITUOHHOM
0e30ImacHOCTH

obecneunBaTh COXPAaHHOCTb

IMECPCOHAJIBHBIX TaHHBIX pa6OTHI/IKOB .

TpeOOBaHUs OXPaHBI TPyIa

HOPMAaTHBHBIE IIPAaBOBbIE aKThl Poccuiickon
denepanuu B cepe opraHu3aIuu AeI0BON
HOE30KHU

HOPMAaTHUBHBIE MPABOBBIE aKThl Poccuiickon
®eneparyu B chepe HHPOpMaIuu

HOPMAaTHBHBIE NPAaBOBbIE aKThl Poccuiickon
®eneparyu B cepe 1eI0npOr3BOICTBA

HOPMAaTHBHBIE NPAaBOBbIE aKThl Poccuiickon
denepanyu B chepe TPYIOBBIX OTHOIIECHHUH

JIOKAJIbHBIC HOPMATHUBHBIC aKThI,
PErJIaMCHTHUPYIOIINUEC TPYAOBBIC OTHOICHUS

HOPMAaTHUBHBIE MPABOBBIE aKThl Poccuiickon
deneparyn B chepe apXUBHOTO Jiena

HOPMAaTHUBHBIE IIPABOBbIE aKThl Poccuiickon
denepanuu B 001acTi KOHPUICHITUATHHOM

MHPOPMAILIUU 1 3aLUTHI IEPCOHATBHBIX
JAHHBIX.

N




2. CTPYKTYPA U COAEPXKAHUE YUEBHOM JUCIIUILINHBI

2.1. O0beM y4eOHOM TMCHUIIMHBI U BHAbI YU4eOHO#l padoThI

Buna yueOHoii padoThl O0Bem B yacax
O6beM 00pa3oBaTesIbHOM MPOTrpaMMbl y4eOHON AUCIUITITUHBI 70

B T.4. B GOpMe NMPaKTUUECKOI MOATOTOBKHU 4

BT. U..

TeopeTudeckoe oOydeHue 8
MPAKTUYECKUE 3AHATHUSA 4
Camocmosmenvras paboma 58
[IpomexxkyTouHas arrecrauus




2.2. TemaTn4yecKHuil IUVIaH U coJep:KaHue YUeOHOM TMCUMILTHHBI

Koanl
Oo6neMm, akan. 4. / .
KOMIIeTeHIM,
B TOM YHCJIE B
¢dopmupoBanmnio
HaumenoBanue Conep:xkanue yueOHOro marepuaja u ¢opMbl OpraHu3anum AesiTeJJbHOCTH dopme
. KOTOPBIX
pa3aesioB U TeM o0yvyarumuxcst NPaKTHYEeCKOI P
crnoco0cTByer
NOJATOTOBKH,
3JIeMEeHT
aKaj. 4.
NPOrpamMmMbl
Pa3nen 1. 3navyenne npasa B npogecCHOHAIBbHOM 1eTeIbHOCTH. 16
Tema 1.1. Cucrema Coaep:xxanue yueOHOro MaTepuaJia 5 OK 01-OK 03
POCCHIiCKOro mpaBa.
[TonsiTve u cyniHOCT IpaBa. 3HAUEHUE PaBa B PEryJIMPOBAHUN OOIECTBEHHBIX
OTHOIIEHH U MPO(EeCCHOHANBHON esITeIbHOCTH. [[paBOBbIE HOPMBI, HHCTUTYTHI.
Otpacau poccuiickoro Ipasa.
Tema 1.2. O0mas Coaep:xanue yueOHOro MaTepuaJia OK 01-OK 03
XapaKTepuCTUKA 5
NPaBOOTHOLLIECHHH B
npogeccuoHaIbHOU
cepe.
[TonsiTie U mpU3HaKKU MPaBOOTHOMIEHUH. OCHOBHBIE 3JIEMEHTHI TPABOOTHOIIICHUH. BUIbI
IIPAaBOOTHOLIEHUH B MpodeccnoHanbHo fesaTenbHocTH. [IpaBoCcyObEKTHOCTh YHaCTHUKOB
IIPaBOOTHOLIEHUH B npodeccnonanbHoil cdepe. [IpaBoBoii craTyc hrU3MUECKUX JINLL,
IIPABOBOM CTATYC FHOPUINYECKHUX JIUL] U OPraHOB rOCYy1apCTBEHHON BIACTH.
Tema 1.3. IIpaBoBbie | Coaepxkanue y4eOHOIo MaTepuasa 3 OK 01-OK 03

aKThI B
npogeccuoHAIbHOU
AesITeJIbHOCTH.

Cucrema npaBoBbIX akToB B Poccuiickoii @enepanun. Knaccudukanys HopMaTUBHBIX
MIPABOBBIX aKTOB: IOPUANUYECKas CUIIa, IPEeIMET MPaBOBOT0 peryInupoBaHus, cgepa
pacnpoctpaneHus. [IpaBoBbie akThl eiepalibHbIX OPraHOB BJIACTH, OPTaHOB
rocy/1apCTBEHHOU BIacTH cyObeKTOB PD, MyHUIIMTIANbHbBIE IPABOBBIE AKTHI.

IToHsiTHE (CIPaBOTBOPYECTBO» U €r0 OCHOBHBIE dTallbl. [10psAI0K MOATOTOBKY U IPUHATUS




denepanbHbIX 3aK0HOB. [lopsiiok mpuHATHA TPaBOBBIX akToOB lIpesnnenrta PO.
[ToaroToBKa HOPMATHUBHBIX MPABOBBIX aKTOB (heZiepalIbHBIX OPraHOB UCTIOIHUTEIILHON
BiacT. ['ocynapcTBeHHAs perucTpanus akToB (hefepaibHbIX OPraHOB UCTIOIHUTEIILHON
Biactu. [IpaBoBoe perynupoBaHye NOArOTOBKA HOPMATUBHBIX aKTOB CyObeKTOB PD u
MYHHIIMIIAJIbHBIX HOPMATUBHBIX IIPAaBOBBIX AKTOB. JleliCTBHE HOPMAaTUBHBIX aKTOB BO
BPEMEHH, B IPOCTPAHCTBE, 10 KPYTY JIULL.

JleiicTBrE€ HOPMATHUBHBIX aKTOB BO BPEMEHH, B IIPOCTPAHCTBE, 110 KPYTy JIMII.

B Tom unciie NpaKTHYECKHUX 3aHATHH 4

Ilpakmuueckoe 3anamue 1. OnpeneneHue aKkTyalbHOCTH HOPMaTUBHO-TIPABOBOM 1

JIOKYMEHTAIMU B MPOPECCUOHATBHON JIeATEIbHOCTH
Pa3nen 2. OcHOBBI KOHCTUTYHHOHHOTO npaBa Poccuiickoit Pegepanmu. 8
Tema 2.1. Coaep:xxanue yueOHOro MaTepuaJia OK 01-OK 03
Koncruryunonnoe 5
YCTPOMCTBO OPraHoB
BJacTtu PO.

[Tonsitue Konctutynuu PO u ee mecto B cucreme 3akoHoAaTenbcTBa. OCHOBBI

KOHCTUTYIIHOHHOTO cTposi Poccuu. CrucremMa opraHoB rocyJapCTBEHHOM BIACTH.

[Tpesunent P®. 3akoHonaTenbHas1, UCTIOTHUTENbHAS U cyeOHas BiacTh B PO.

[TpaBooxpanuTenbHble opranbl. Opransl Bnactu cyobekToB PO 1 mecTHOTO

CaMOYIIpaBJICHHUS.
Tema 2.2. IlpaBa u Conep:xxanue yueOHOro MaTepuaJia 4 OK 01-OK 03,
00513aHHOCTH OK 06
Yyes10BeKa U IIpaBoBoii craryc muuHocty B Poccniickoit denepanuu. I'paxnanctso PO. Jlnunsle,
rpaskiaHuHa. MOJINTUYECKHE, SKOHOMUUECKHE, COITMATIbHBIE M KYJIbTYPHBIC ITpaBa U CBOOOIbI UETIOBEKA

u rpaxnanuHa B PO. Konctutymonnsie o0s3annoctu. [IpaBoBast KynsTypa.

B ToM 4nciie NpaKTHYECKUX 3aHATHH 2

Ilpakmuueckoe 3anamue 2. MexaHu3M pealid3aiyy MpaB ¥ CBOOO YeJI0BeKa U 1

rpakJIaHUHA
Paszgea 3. [IpaBoBoe peryjimpoBaHue TPYAOBbIX IPABOOTHOILIEHHA. 16
Tema 3.1. Copepxanue yueOHOro MmaTepuasa 4 OK 01-OK 03
XapakrepucTuka [TonsiTue TpynoBoro npasa. MIcTOUHUKH TpynoBOro npasa. TpyqoBble MPAaBOOTHOLLICHHUS. K 1.8




TPYAOBBIX
NPaBOOTHONIEHHIA.

CyOBeKTHI TPYIOBBIX IPABOOTHOLICHUH. TPYyI0BOil TOrOBOP Kak OCHOBA TPYAOBBIX
npaBooTHomIeHuil. O0mue TpeboBaHUs K COAEPKaHUIO TPYI0BOro gorosopa. [lopsmox
3aKIIF0YEHHs ¥ O(OPMIIEHUS TPYIOBOTO JOroBopa. M3MeHeHre U IpeKpalieHue TPyJ0BOro
noroBopa. CoXpaHHOCTh MEPCOHATBHBIX JaHHBIX PAOOTHHUKOB.

B ToM umciie npakTHYeCKUX 3aHATHI

Hpakmuqec'xoe 3anamue 3. ObecneycHme COXPAaHHOCTH IIEPCOHAJIBHBIX JaHHBIX

pabOTHUKOB
Tema 3.2. [IpaBoBoe | CoaepxaHue y4eOHOI0 MaTepuasa OK 01-OK 03
peryjMpoBaHue [TonsiTue u Buapl pabodero BpeMmeHu. Pexxumel pabouero Bpemenn. Bpems otapixa. IIK 1.8
padoyero BpemMeHu, [TonsTue u Buap! oTyckoB. JlokymMeHTanmonHoe oopmieHue ornycka. HopmupoBanue
BpeMeHH OTAbIXa U Tpyaa. [IpaBoBoe peryiupoBaHue CiIy>KEOHBIX KOMaHIUPOBOK.
OILIATHI TPYAA. [TonsiTue 1 Bub! omuiaThl Tpyaa. ['ocyrapcTBeHHbIE rapaHTHH IO OILIaTe TPy/Ia.

KomneHcaloHHble BBIIUIAThl pAOOTHUKAM.
Tema 3.3. IlpaBoBoe | Coaep:kaHue y4eOHOr0o MaTepuasa OK 01-OK 03,
peryJiupoBanue [TonsiTvEe MUCIMIUIMHBI TPYAa U BHYTPEHHETO TpYAOBOro pacnopsaaka. [Toompenus OK 06
JMCHUILIMHBI TPyaA pabotHUKOB. [TOHATHS ¥ BUIBI TUCIUILTMHAPHON OTBETCTBEHHOCTH paOOTHUKOB. Buib IIK 1.8
U MaTepuaIbHOM JUCLUIUITMHAPHBIX B3bICKaHUH. [Tops 0K IpUMEHEHHs U CHATUS AUCLUILIMHAPHOTO
OTBETCTBEHHOCTH. B3bICKaHUA. MaTepuanbHas OTBETCTBEHHOCTb CTOPOH TPYAOBOTO 10roBopa. Buel

MaTepUaIbHONW OTBETCTBEHHOCTH.
Tema 3.4. Oxpana Copepxanue yueOHOro Mmarepuasa OK 01-OK 03
TpyAa. 3amura [TonsiTve u conepkaHue MPaBOBOr0 MHCTUTYTa oXpaHbl Tpyaa. [IpaBa n o0g3aHHOCTEN K 1.8

TPY/AOBBIX MPaB
rpaxaaH.

paboTHHKOB U paboTonaresneit B chepe oxpaHsl Tpyaa. Opranuszaius OXpaHbl TPyaa.
[Topsiiok pacciiefoBaHUS M yueTa HECUACTHBIX CIIy4aeB Ha MTPOU3BOJICTBE.
["ocymapcTBEHHBIN KOHTPOIb U HAJI30P 32 COOIIOIEHUEM TPYIOBOTO 3aKOHOJATENLCTBA.
3amuTa TpyIOBBIX MpaB rpaxkaaH npodceorozamu. CamozanmTa TPyJOBBIX MPaB.
NuauBuayalbHbIE U KOJUIGKTHBHBIC TPYIOBBIE CIIOPHI.

B ToM 4nciie NpaKTHYECKUX 3aHATHH

IIpakTH4yeckoe 3ansaTHeE 4. 3aIIUTA [TPAB B COOTBETCTBUH C TPYIOBBIM
3aKOHOJATEIbCTBOM.

Pa3nes 4. OcHOBHBIC 3aKOHOJATEJIbHBIC AKTHI 0 IPABOBOM O0ecnie4eHuH NPo(ecCHOHATBHOM AeATEJIbHOCTH

CJIYKAIIMX.




Tema 4.1. Copepxxanue yuyeOHOIro MmarepmuaJia 5 OK 01-OK 03,
I'ocynapcrBennas u OK 06
MYHHIUNATLHASA [TonsiTe «rocymapcTBeHHas ciyx0a». Cucrema rocyapcTBeHHOH ciyxO0bl B Poccuiickoii
cay:kda Kak BU] ®enepanun. HopmatuBHO-IIpaBOBOE PEryIMpOBaHUE T'OCYAAPCTBEHHOMN 1
Npo(ecCHOHAIBHON | MyHUIIMNAIBHOH cykO0bl. OTiIMYKE ClIy’)KeOHOT0 KOHTPAKTa OT TPYJOBOT'O I0TOBOPA.
AesATeTIbHOCTH. ATTecTranys rocyJapCTBEHHBIX CIYKalIHX.
Tema 4.2. IIpaBa u Copepxxanue yueOHOIr0 MaTepuasa 4 OK 01-OK 03,
00sI3aHHOCTH [TpaBa 1 003aHHOCTH TOCYAAPCTBEHHBIX (MYHHIMIIAIBHBIX) CayXauux. OrpaHu4eHus u OK 06
rocy1apcTBeHHbIX 3arpeThl rocyIapCTBEHHOH ciy)Obl. [IpaBoBO€E peryarpoBaHre IPOTUBOACHCTBH
(MYHHIMIIAJTBHBIX) KOPPYIIIMH HA TOCYIapCTBEHHOM U JIOKAJIbHOM ypOBHE. Mepbl MpoUIakTHKH
CJay:Kaumx. KOPPYIILMOHHOI'O IIOBEJICHUS TOCYAapCTBEHHBIX CITyKalllUX.
B TOM uHciIe IPAKTHYeCKUX 3aHATHI 2
IIpakTnyeckoe 3ansTHe 5. [IpuMeHeHre CTaHIAPTOB AaHTUKOPPYILIMOHHOTO ITOBE/ICHUS B 1
rocy/1apcTBeHHOM cityx0e P®.
Pa3nean 5. [IpaBoBoe peryiaupoBanue npohecCHOHAILHOM 1eATEJIbHOCTH B 00J1aCTH IPAKIAHCKUX 18
NMPaBOOTHOIIEHUIA.
Tema 5.1. Coaep:xxanue yueOHOro MaTepuaJia 6 OK 01-OK 03

I'paxxnanckoe npaso.
Kommepueckue n
HEKOMMep4YecKue
OpraHu3auM.

I'paskjaHCcKKe PAaBOOTHOIIEHUS: CYOBEKThI, 00BEKTHI, cojiepxkaHue. McTouHuKu
rpaxkJilaHckoro npasa. [I[pumMeHeHne HOpM TpakIaHCKOTo MpaBa B MpodecCHOHATBbHON
nesTeNIbHOCTH. OpraHn3alioHHO-TIPaBoOBbIE (OPMBI FOPUANUECKUX L. OpraHbl
yIIpaBJICHUS FOPUIMYECKOTO JINIA. Y UYpeAUTENbHbIC JOKYMEHTHL. JInlieH3upoBanue
nesitenbHOCTH. HecocrositenbHOCTH (0aHKpOTCTBO). KoMMepueckue ropuandecKue JInia.
XapaKkTepuCcTHKa OCHOBHBIX ()OPM: XO35IIICTBEHHBIE TOBAPHUIIIECTBA M OOIIECTBA,
roCyJapCTBEHHbIE U MYHUIUNAJIbHBIC YHUTAPHbIE MPpenpusaTHs. OUInasl,
NPEeJCTaBUTENLCTBA, 00BEIMHEHHS FOPUINYECKUX L. OpraHu3aliOHHO-TIPAaBOBbIE
(bopMBI HEKOMMEPUYECKHX IOPUINUECKUX JIHI. XapaKTepUCTUKA (DOHJIOB, yUpExAECHUH,
oOrmiecTBeHHbIX opranuzanuil. [IyonnyHo-npaBoBble 00pa3oBaHUs B CHCTEME
TpaXkTaHCKUX TPaBOOTHOIICHUH.

B ToM unciie NpaKTHYECKUX 3aHATHH

HpaKTH‘IeCKOC 3aHATHE 6. lcnonp30Banmne TpaXXJaHCKOI'O 3aKOHOJATCIIbCTBA JJIA
peiCHUA HpO(I)eCCI/IOHaJIBHBIX 3aJadyu




Tema 5.2. IIpaBo Copepxxanue yuyeOHOIro MmarepmuaJia 2 OK 01-OK 03
cOOCTBEHHOCTH Ha ITpaBo cOOCTBEHHOCTH: OCHOBHOM MHCTUTYT I'paxkaaHckoro npasa. CoJaep:kaHue npasa IIK 2.1
AOKYMEHThI cobctBenHocTH. [IprnobpeTenne u npexparieHue npasa COOCTBEHHOCTH.
HH(pOpPMaLMOHHBbIE WuTennexryanbHas coOCTBEHHOCTD. [IpaBo coOCTBEeHHOCTH HA MH(POPMAIIIOHHBIE
pecypcsl. pecypcbl ¥ IOKYMEHTHUPOBaHHYIO nHpopmManuio. [IpaBo coOCTBEHHOCTH Ha JOKYMEHTHI

ApxusHoro ¢onaa PO®. [IpaBoBoe perynupoBaHue UCIIOIb30BAHUS HA JOKYMEHTAX

rOCy/IapCTBEHHBIX U O(UIIUAIBHBIX CHUMBOJIOB, (PUPMEHHOTO HAMMEHOBAHUS OpraHU3alluu.
Tema 5.3. Conep:xanue yueOHOro MaTepuaJia 6 OK 01-OK 03
I'paxnancko- Cnenku: onstue, BUabl, Gopmbl. [IoHATHE «TpaKIaHCKO-TIPABOBOM JOTOBOP». BUIbI IIK 1.9
NPaBoOBOM J0T0OBOP B | 10roBOpoB. TpeboBanus Kk 0ohopMIIEHUIO JOrOBOPOB. [TopsI0K 3aKITIOYSHUS IOTOBOPOB.
npogeccnonanbHoil | JloroBop Aeno3UTapHOTO XpaHeHus JokyMeHToB ApxuBHoro (pouaa PD. [IpoTokomnsl B
AesATeJbHOCTH. CUCTEME IPa)KIaHCKO-TIPABOBBIX IOTOBOPHBIX OTHOIIEHUHN. Perienus coOpanuii.

HopmaTtuBHbie TpeOOBaHUS K CPOKAM XPAHEHUS TPaKIaHCKO-TIPABOBBIX JJOTOBOPOB.

['ocynapcTBeHHbIE KOHTPAKTHI. [ paxaaHcKo-IpaBoOBbIE 005S3aTENbCTBA.

[TpencTaBUTENBCTBO U TIOBEPEHHOCTD. [ paxkaaHcKo-1IpaBoBasi OTBETCTBEHHOCTh. 3allUTa

MMYILLIECTBEHHBIX U JIMYHBIX HEUMYILECTBEHHBIX TPaB.

B ToM 4mc/ie IpaKTHYeCKUX 3aHATHI 2

IIpakTyeckoe 3ansiTue 7. icnonvsosanue panrcoancko2o 3aKk0H00amenbcmea os

3auumovl UMYUECTEEHHbIX U TUYHBIX HeUMYUECNEEHHbIX NPA8
Pa3nes 6. OcHOBHBIC HANIPABJICHUS AAMUHUCTPATHBHO-IIPABOBOE PEryJTMPOBAHNS IIPABOOTHOLICHUH 10
Tema 6.1. O0mas Conep:xanue yueOHOro MaTepuaJia 4 OK 01-OK 03
XapaKTepUuCTUKA AJMUHUCTpaTUBHBIE (yIIpaBieHUeCKHe) MpaBoOTHOIIEHNS. CyObeKThl U HCTOUHUKH
aJJMMHHUCTPATHBHBIX | IPAaBOBOTO PEryJIMpPOBaHUS. 3a7auu, IPUHIHUIIBL, U METOABl aIMUHUCTPATUBHOIO IIpaBa.
NPaBOOTHOLIEHHIA. W cTOYHUKH U CYyOBEKThl aIMUHUCTPATUBHOTO MTpaBa. AJAMUHUCTPATUBHbIE (POPMBI U

METO/Ibl pEAIN3ALIMY FOCYIapCTBEHHOIO YIIPABICHUS. A IMUHUCTPATUBHOE

IIPaBOHAPYUIEHHE, ET0 IOPUANUYECKUN COCTAB U BUABI. AJIMUHHUCTPATUBHAS

OTBETCTBEHHOCTh. CHCTEMa aAMMHHUCTPATUBHBIX HaKa3aHUI. A IMUHUCTPAaTUBHAs

OTBETCTBEHHOCTbH B c(pepe JeTONPOU3BOACTBA U APXUBOBEACHHUS.
Tema 6.2. Conep:xanue yueOHOro MaTepuaJia 4 OK 01-OK 03
AamunucrpaTuBHble | HazHaueHue u cylHOCTh aIMUHUCTPATUBHBIX PETJIAMEHTOB, UX 3HAUEHHE B K 1.7
periiaMeHTbl perjiaMeHTaluu Ae10npon3BoicTBa. OCHOBHBIE TPeOOBaHUS K pa3pabOTKe U COIEPIKAHUIO




OCYLIeCTBJICHHSA aJIMAHUCTPATUBHBIX PETJIAMEHTOB OCYIIECTBICHUS TOCYAaPCTBEHHBIX (DYHKINN U
roCy/1apCcTBeHHBIX IIPEIOCTABIIEHUS TOCYIaPCTBEHHBIX YCIIYT.
byuxkumii u [IpaBoBOE perynupoBanue paboTsl ¢ 00paleHUIMHU TpakaaH. Buabl oOpaieHuii.
NpeaoCcTaBJICHUSA [Topsi10K ¥ CPOKH pacCMOTPEHUsI OOPAIICHUH TPaXKAaH.
roCyAapCTBEHHBIX B ToM Yuc/ie NpaKTHYeCKUX 3aHATHI 2
yCayr. IIpakTnyeckoe 3ansaTue 8. Vcnoiap3oBaHne 3aKOHOIATENIBCTBA B OPraHU3aLUU PaOOTHI C 5

oOpallleHUsIMU TpaXkiaH
Pa3nea 6. IIpaBoe peryiupoBanue B cpepe nHpopmManum, 1eJ10NPOU3BOACTBA U APXUBOBE/ICHUS. 12
Tema 6.1. IlpaBoBoe | CoaepkaHue yueOHOI0o MaTepuasa 6 OK 01-OK 03
peryJiupoBaHue [TonsiTre 1 BUIBI JOKYMEHTUPOBaHHOU nH(popmanuu. [IpaBoBoe perynupoBaHue nopsaka K 1.7, IIK 1.8,
AOCTYNA K HPEOCTAaBIICHHUS U UCTIOIb30BaHUSA MH(OPMAIMK O JeSITEIbHOCTH OpPraHoOB IIK 2.3
JOKYMEHTHPOBAHHOM | rOCYJapCTBEHHOM BIACTH U MECTHOTO caMoyIipaBieHus. [IoHsTHe U BUIBI
HH(popManunu. KOH(pUIeHIMaabHOI nHpopmaruu. IIpaBoBoil pexxuM HHPOpPMALIMU, OTHECEHHON K

rocynapcTBeHHou TaiiHe. [IpaBoBoii pexxuM MHPOpMaLU, OTHECEHHON K KOMMEPYECKOM

taitre. [IpaBoBO# pexxuM HHPOPMALINK, OTHECEHHOH K CITyKeOHOM TaifHe.

[Ipodeccuonanbuas taitHa. [IpaBoBOM peXUM MEPCOHATBHBIX JaHHBIX. 3allUTa

uHpOpMaLUN

B ToM 4nciie NpaKTHYECKHUX 3aHATHI

IIpakTnyeckoe 3ansaTHe 9. CoxpaHeHne KOH(QUIEHIMANBHON HHPOPMALIUU B X0J1€

npuéma moceTuTeNen
Tema 6.2. IIpaBoBoe | Conep:xxaHue yueOHOro MaTepuasa 2 OK 01-OK 03
peryJupoBaHue [TpaBoBbIE OCHOBBI CTAaHAAPTU3ALMU U €€ MECTO B CUCTEME TEXHUUECKOIO PETYIUPOBAHUS. IIK 1.7
CTAHAAPTHU3ALUM U HopmatuBHble TpeOOBaHUS K pa3pabOTKe CTaHIapTOB U OOIIEPOCCUICKUX
YHH(PHUKAILUH B kiaccu¢ukaropos. HannonanbHble cTaHAApTHI B 007aCTH TOKYMEHTOBEICHUS U
AeJIONPOU3BOACTBE H | apXUBOBEJICHUS. YHU(PUIIMPOBAHHbBIE CUCTEMbI JOKYMEHTALIUH.
apXHBHOM J1eJIe.
Tema 6.3. IlpaBoBoe | CoaepxkaHue y4eOHOIo MaTepuasa 2 OK 01-OK 03
peryJiupoBaHue ITonsATHE «ONIEKTPOHHBIN TOKYMEHT» U €T0 3aKPEINICHHE B HOPMATUBHBIX AKTaX K 1.7, TIK 2.3.
HCI0JIb30BAHUSA Poccutickoit @enepanuu. DNeKTpOHHAS MOANUCH KaK yCIOBUE MPUAAHUS IOPUINIECKON
MHPOPMALMOHHO- CHUJIBI DJIEKTPOHHOMY JOKYMEHTY. DesiepasibHbIe 1IeJIEBbIE TPOrpPaMMBbl KaK ITpaBoBast
KOMMYHHUKAIMOHHBIX | OCHOBA BHE/IPEHUS HH(POPMALMOHHO-KOMMYHUKAIIMOHHBIX TEXHOJIOTUH B CUCTEMY




TEXHOJIOTHIi B
JeJIONPOU3BOACTBE U
apXUBHOM JeJie.

roCyJapCTBEHHOTO U MyHUIIMNIAIBHOTO yripaBieHus. [IpaBoBoe perynupoBanue
MPEIOCTABIICHUS TOCYJAPCTBEHHBIX YCIYT U OCYIIECTBICHUS TOCYIapCTBEHHBIX (DYHKITUH
B QJIGKTPOHHOH (hopMe. OpraHu3aius ydera apXuBHbBIX JIE] C TPUMEHEHUEM
WH(OPMAIIMOHHBIX TEXHOJIOTHH.

IIpomeskyTouHas aTTecTaums

Bcero:

70




3. YCJOBUSA PEAJIN3AIIMM YYEBHOM JUCIHUILIVNHBI

3.1. Ans peanu3amnuu mporpamMMbl y4eOHOU JUCIUTUIMHBI JOJDKHBI OBITH IPEAYCMOTPEHBI
CJICAYIONIHE CIeIHaTbHbBIC TOMEIICHUS:

Kabuner «CounanbHO-3KOHOMHUYECKUX U YIPABIEHUYECKUX IUCLUUIUINHY», OCHALCHHBIN B
COOTBETCTBUH C II. 6.1.2.1 0O6pa3zoBaTEIBLHON MPOTPaAMMBI TIO CIICIIUATBHOCTH.

3.2. UnpopMmannoHHOe obecnedeHne peajn3alui NPorpaMMbl

Jns peanu3zauuu nporpammbl OMONIMOTEUHBIH (QOHA 00pa3oBaTENbHON OpraHu3alUu
JIOJDKEH MMETh e4aTHbIE W/WUJIM 3JIEKTPOHHBIE 00pa30BaTelibHble U HH(POPMALMOHHBIE PECYPCHI
JUI UCIIOJIb30BaHUs B 0Opa3oBaresnbHOM npouecce. [Ipu popmupoBanuu 0ubauoreyHoro Gpoxaa
0o0pa3oBaTeIbHONW OpraHu3alueil BbIOMpaeTcs HE MEHEe OJHOI0 M3/IaHUs U3 INEePEeUMCICHHbIX
HIDKE IMeYaTHBIX M3JaHUM M (WIM) 3JEKTPOHHBIX M3JaHUH B KayecTBE OCHOBHOI'O, IPU 3TOM
CIIUMCOK, MOXKET OBITh JOMOJIHEH HOBBIMU M3JaHUSIMHU.

3.2.1. OcHoBHBIC MEYATHBIC U3TAHUSA

1. Bonkos, A. M. IlpaBoBbie OCHOBBI MPOQPECCUOHANBHON NEATEIbHOCTH: YUeOHUK
JUISL CpenHero npodeccruoHanbHOro obpasoBanus / A. M. BonkoB. — MockBa: M3marenscTBo
FOpaiir, 2022. — 274 ¢. — (ITpodeccunonanbroe odpazoBanue). — ISBN 978-5-534-10131-7.

2. Kanyctun, A. fl. IlpaBoBoe obecrieueHne mpodecCHOHATBHON esSTeTbHOCTH:
yu4eOHUK M MPaKTUKyM [UIsl cpenHero mpodeccuoHansHoro obpaszoBanusi/ A. S. Kamyctus,
K. M. BenukoBa; mox penakmueid A. S. Kanycruna. — 2-¢ m3a., nepepab. u mom. — MockBa:
UznatenbctBo FOpaiit, 2022. — 382 c¢. — (IIpodeccuonansuoe odbpazopanue). — ISBN 978-5-
534-02770-9.

3. [TpaBoBoe oOecneueHne NPOPECCHOHANBHON JAEATENBHOCTU: YUYEOHMK s
cpennero mnpodeccuonanbHoro oOpaszoBanusi/ B. W. ABmuiickuii [u ap.]; moa pemaxkuuen
B. . ABauiickoro. — 4-e u3a., nepepab. u nomn. — Mocksa: M3narensctBo FOpaiit, 2022. —
333 ¢. — (Ilpodeccuonanproe oopazopanne). — ISBN 978-5-534-04995-4.

4. [IpaBoBoe oOecneueHne NPOPECCHOHANBHON JAEATENBHOCTU: YUYEOHMK H
INPaKTUKYyM Ui cpenHero mnpodeccuoHaabHoro oOpazoBanusi/ A. Il. AnsboB [ ap.]; mon
obmieit penakuuent A. I1. Ans6oa, C. B. Hukomokuna. — 2-e uza. — MockBa: M3natenbcTBo
FOpaiit, 2022. — 458 ¢. — (IIpodeccronanpHoe oopazosanne). — ISBN 978-5-534-13592-3.

3.2.2. OcHOBHbIE 3JIEKTPOHHbIE U3IAHUS

1. Bonkos, A. M. IIpaBoBble OCHOBBI NMPO(ECCHOHAIBHOM AEATENbHOCTU: YUeOHHUK
U cpenHero mnpodeccruoHanbHoro obpaszoBanus / A. M. BonkoB. — Mocksa: M3aarenbcTBo
KOpaiit, 2022. — 274 c. — (IIpodeccuonansuoe obpazoBanue). — ISBN 978-5-534-10131-7.
— Texkct: osnextponsbii // OOpasoBarenbHas mnatgopma IOpaiir [caiit]. — URL:
https://urait.ru/bcode/474897.

2. Kanyctun, A. 5. IlpaBoBoe oOecredeHne npoecCUOHAIbHON AEsITeNTbHOCTHU:
Y9eOHMK W TPaKTHKyM IJIsi cpenHero mnpodeccunoHanbHOro obpazoBanus / A. 5. Kanmyctus,
K. M. Benukosa ; mon penaknueir A. S. Kanyctuna. — 2-e w3z, nepepad. n jgon. — Mockaa:
WznarensctBo FOpaiit, 2022. — 382 c. — (IIpodeccuonansnoe obpasosanue). — ISBN 978-5-
534-02770-9. — Texkcrt: anextponnslii // O6pazoBatenbHas mnatdopma FOpaiit [caiit]. — URL:
https://urait.ru/bcode/469525.

3. [IpaBoBoe obecmeueHre TPOGHECCUOHATHLHOW MNEATEeIBHOCTH: YYEOHUK s
cpennero mpodeccuoHaabHOoro oOpaszoBanmsi /| B. W. ABmuiickuii [u ap.]; mom pemakuuen
B. U. ABnuiickoro. — 4-e u3z., nepepad. u gom. — Mocksa: M3gatensctBo HOpaiit, 2022, —
333 c.— (Ilpodeccrnonanmpuoe oOpazoanue). — ISBN 978-5-534-04995-4. — TCKCTZZ



anexkTpoHHbd  //  OOpasoBarenpHas  miarpopma  FOpaiit  [caiit]. —  URL:
https://urait.ru/bcode/469700.
4. [IpaBoBoe oOecmeueHne MpPo(hecCHOHATBHON  JCSITENPHOCTH: YYEOHWK U

NPakTUKyM Ui cpeaHero mnpodeccruonansHoro odpasoBanusi/ A. Il. Ans6oB [u ap.]; mox
obmeit penakuuenr A. I1. Ans6oBa, C. B. Hukomokuna. — 2-¢ uzn. — MockBa: M3narenbcTBo
IOpaiir, 2022. — 458 c. — (Ilpodeccuonansuoe obpazoanue). — ISBN 978-5-534-13592-3.
— Tekct: »anextponsnbld // OOpasoBarenbHas tuiatrpopma FOpant [caiit]. — URL:
https://urait.ru/bcode/470051.

5. Xapauux, I'. . CiennanbHas olleHKa yCIOBUH TpyJa : yaeOHOe TocoOue st CIio
/T'. N. Xapaunx, 3. H. AGunbraposa, I11. FO. Aburoa. — 2-¢ uzj., crep. — Cankr-IletepOypr :
Jlanp, 2023. — 184 c. — ISBN 978-5-507-46666-5. — TexkcT : anexkTpoHHbIi / Jlanp :
ANIEKTPOHHO-OMONMoTeynass cucrtema. — URL: https://e.lanbook.com/book/314813 (mara
obpamenusi: 03.08.2023). — Pexum goctyna: AJis aBTOPU3. MOJIb30BATENCH.

3.2.3. lonoJiHUTEJIbHbIE HCTOYHUKH
1. AnncumoB, A. II. IlpaBoBoe obecrnieueHrne NPO(HECCUOHATHLHOW JEATCIIEHOCTH:
y4eOHUK U MPAKTUKYM U1 cpeAHero npodeccuonansHoro oopasosanus / A. I1. Anucumos, A.
5. PeokenkoB, A. FO. Yukunbauna; noj penakuuei A. 5. PeokenkoBa. — 4-e usg., nepepad. u
non. — Mocksa: U3znatensctBo FOpaiit, 2020.
2. Muxaiinenko, E. M. I'paxxaanckoe npaBo. O01mas 4acTb: y4eOHUK U MPAKTUKYM
U1 cpeaHero npodeccruonanbsHoro odpazosanus / E. M. Muxaiinenko. — 2-¢ u3jl., nepepad. u
norn. — Mocksa: U3narensctBo IOpaiit, 2022.

4. KOHTPOJIb 1 OHEHKA PE3YJIBTATOB OCBOEHMUAA
YYEBHOU JUCHUTNJIAHBI

PesynbTaTsl 00yyeHus Kpurtepun onenkn MeTtoabl OneHKH

Hepeqenb 3HaHHﬁ, 0CBaAaMBACMbIX B paMKax THCHUIIJIMHBI

COAEp)KAHUE AKTYAIbHOMN «OTIUYHO» - TEOPETHIECKOE NuauBunyanbHbIe
HOPMAaTHBHO-IIPABOBOH COZIEp’)KaHUE Kypca OCBOCHO MOJHOCThIO, | U (pouTanbHbIe
AOKYMEHTALNN; 0e3 npobenoB, yMeHHs cPOPMHUPOBaHbl, | OMPOCHL;
CTaHJapThI BCE MPETYCMOTPEHHBIE POTrPaMMOi TecroBbie
AQHTUKOPPYIIIUOHHOTO y4ueOHbIe 3aJaHHs BBINIOJIHEHBI, KAUeCTBO | 3a/laHus;
TIOBEJICHHS U TIOCJICACTBUS €r0 | X BBIOJHEHUS OIIEHEHO BBICOKO. ITpoBeneHue
HapyIeHus, «XOpomIo» - TEOPETHIECKOE MIPOMEKYTOYHOTO
HOPMAaTHBHBIC TIPABOBBIC aKTHl | COJIEP’KaHKE Kypca OCBOCHO IMOJTHOCTBIO, | KOHTPOJIS.
Poccuiickoii @enepanyu B 6e3 Mpo0eoB, HEKOTOPhIE YMEHHUS

cdepe HHPOPMALTMOHHBIX U c(OpMHPOBaHBI HEAOCTATOUYHO, BCE

KOMMYHHKAIIHOHHBIX MPEyCMOTPEHHBIE IPOTPaMMOi

TEXHOJIOTH;, yueOHbI€ 3aJaHHsI BBITIOJHEHBI,

HOPMATUBHBIE IPABOBbIE aKThl | HEKOTOPBIC BUIbI 3a/IaHHIi BBIOIHEHBI C

Poccuiickoii deneparuu mo OmIUOKaMH.

3aluTe I/IH(bOpMaI_[I/II/I " pa60Te «y,Z[OBJ'IeTBOpI/ITeJ'II)HO» - TCOPECTUUCCKOC
C O6paH_IeHI/I$IMI/I rpaxxaaH; COACpIKaHUE Kypca OCBOCHO YaCTUYHO,
HOPMAaTUBHBIE IIPABOBBIE AKTHI HO Hp06eJIBI HC HOCAT CYHICCTBCHHOTI'O
Poccuiickoi CbeﬂepaHI/H/I B XapakTepa, HEOOXOUMBIC YMEHUA

N



https://urait.ru/bcode/469700
https://e.lanbook.com/book/314813

cdepe nHGOpPMAITUOHHON
0€30I1aCHOCTH;
TpeOOBaHUS OXpaHbI TPYA;

HOPMAaTUBHBIC MTPABOBBIC AKThI
Poccniickoit denepanuu B
cdepe opraHu3aIuy JAeI0BOH
MOE3/IKH;

HOpPMAaTHUBHBIE [TPABOBbBIE aKThI
Poccniickoit denepanuu B
chepe nadopmanuu;
HOpPMAaTHUBHBIE [TPABOBbBIE AKThI
Poccuiickoit denepainu B
chepe 1e10npoOr3BOICTBRA;
HOPMAaTUBHBIC ITPABOBBIC AKThI
Poccniickoit denepanuu B
chepe TpyIOBBIX OTHOILICHHU;

JIOKAJIbHBIE HOPMATUBHbIE
aKThbl, pErJIaMEHTUPYIOLINE
TPYAOBBIE OTHOLLICHUS;

HOPMATHBHBIC IPABOBHIC aKThI
Poccuiickoit denepainu B
chepe apXUBHOTO JIeNIa;
HOPMAaTHBHBIC MPABOBHIE AKThHI
Poccniickoit denepanun B
001acTH KOH(UACHIUATEHON
nH(GOpPMAIIUU U 3aIIUTHI
MIEPCOHAIIbHBIX TAHHBIX.

paboThI ¢ OCBOCHHBIM MaTEPUAJIOM B
OCHOBHOM C()OPMHUPOBAHBI,
OOJIBIITMHCTBO MPETyCMOTPEHHBIX
porpamMmoii 00y4eHus: yaeOHbIX
3aJJaHU BBINOJIHEHO, HEKOTOPBIE U3
BBINOJIHEHHBIX 33JJaHUH coiepKar
OLLIMOKHU.

«HeynoBneTBOpUTEIBHOY -
TEOPETUYECKOE COEPKAHUE Kypca He
OCBOEHO, HEOOXOIUMbIE YMEHUS HE
c(OpMHUPOBAHBI, BBINOJIHEHHbIE YUeOHbIE
3aJJaHus COJIEPKAT ITPyObIe OIHOKH.

Hepeqeﬂb yMeHHﬁ, 0CBaAaMBACMbIX B paMKax JUCHUIIJIHHBI

ONpCACIIATh aKTYaJIbHOCTb
HOPMAaTHUBHO-TIPABOBOM
JOKYMCHTAIUH B
npodecCHoHaNBHOM
NeSITeTIbHOCTH,

UCIIOJIb30BATh IPABOBYIO
uHpOpMaIIHIO B
npodecCHoHaNBHOM
NeSITeTTbHOCTH,

3alMINaTh CBOM ITPaBa B
COOTBETCTBHUH C TPYIOBBIM
3aKOHOJIATEITLCTBOM;
HNPUMEHSATH CTAaHJApPTHI
AQHTUKOPPYMIIHOHHOTO
MIOBEJICHHUS;

NPUHUMATh MEPHI 110
COXPaHEHHIO

«OTINYHO» - TEOPETUUECKOE COACPIKAHNE
Kypca OCBOEHO MOJIHOCThIO, O€3
po06esoB, yMeHus cOpMUPOBaHbI, BCE
MIpe1lyCMOTPEHHbIE MPOTrpaMMoii yueOHbIE
3a/laHus BBIMOJIHEHbI, KAYECTBO UX
BBITIOJTHEHUS OLIEHEHO BBICOKO.

«XO0po1I0» - TEOPETHUECKOE COJIEPIKAHHE
Kypca 0OCBOCHO MOJHOCTHIO, 0€3
poOesIoB, HEKOTOPHIE YMEHUS
c(OpPMHPOBAHBI HEAOCTATOYHO, BCE
MIpelyCMOTPEHHbIE POTpaMMOii yueOHbIe
3aJJaHMs BBINOJIHEHBI, HEKOTOPBIE BHJIBI
3aJaHNI BBIIIOJIHEHBI C OIIMOKAMH.

«Y 1OBIIETBOPUTEIHHOY - TEOPETHUECKOE
coJiep’KaHue Kypca OCBOEHO YaCTHUYHO, HO
MpOoOEIbl HE HOCST CYIIECTBEHHOTO
XapakTepa, He0OXOJMMbIe YMEHUS

Onenka
pe3yabTaToB
BBITTOJIHEHUS
MIPAaKTUYECKOU
paboThI;

Habmoaenue 3a
XOJ0M
BBLIIOJIHEHUS
MPAKTUYECKOU
paboTHI;

[IpoBepka
pe3ynbTaToB
BBLIIOJIHEHUS
CaMOCTOSTEIILHO
5
(BHEAYIUTOPHOIN)
paboThI 2




KOH(UICHIIHATBLHOM
uHpOpMaLnHU B X0/1e TpUéMa
IMOCETUTEIICH;

o0ecrieuynBaTh COXPaHHOCTh
NIEPCOHATBHBIX JaHHBIX
PaOOTHHKOB.

paGOTBI C OCBOCHHBIM MaTCpuraIoOM B
OCHOBHOM C(hOPMHUPOBAHBI, OOJIBITHHCTBO
IPEAYCMOTPEHHBIX IIPOrPaMMON
o0y4yeHHs yuyeOHBIX 3a/1aHUI BBHITIOJIHEHO,
HEKOTOPBIC U3 BHIMIOJIHEHHBIX 33 JaHHI
COJIEp>KaT OLTHOKH.

«HeynoBneTBOpUTEIBHOY -
TEOPETUUECKOE COJIEPIKaHUE Kypca HE
OCBOEHO, HEOOXOIUMbIE YMEHUSI HE
c(hOpMHUPOBAHEI, BHITIOJIHEHHBIC YUSOHBIS
3aJJaHus COJIepKAT IpyObIe OIHOKH.

o0y4Jaronuxcs;
[IpoBenenue

MIPOMEXKYTOUHOTO
KOHTPOJISL.
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1. OBILIASI XAPAKTEPUCTUKA PABOYEN IPOrPAMMBI
YYEBHOM JUCLUAILIUHBI
«OI1.05 THOPOPMALIMOHHBIE 1 KOMMYHHUKAINMOHHBIE TEXHOJIOT UW»

1.1. MecTo McuMIVIMHBI B CTPYKTYPE OCHOBHOMH 00pa30BaTe/IbHOM NPOrpaMMbl

VYyebnas nucuummnaa «OI1.05 MudopmanmoHHbie 1 KOMMYHUKAIIMOHHBIE TEXHOJIOTHN
SBIIIETCSL 00s13aTeNbHON 4acThio obmenpodeccuonanpuoro mukia OIIOIl B cooTBEeTCTBUU €
®OI'OC CIIO mno cnenumanpHocTH 46.02.01 JloKyMEHTAIIMOHHOE OOECIICUCHHE YIpaBiICHUS W
apXHUBOBECHUE.

Ocoboe 3HavYeHHE MUCHHUIUIMHA UMEET NpH (GOPMHPOBAHUHM M PAa3BUTHUU KOMITCTCHITHI
OK 01, OK 02.

1.2. Heab 1 JIaHUpyeMble Pe3yJbTAThl 0CBOCHUS THCHHUILINHBI
B pamkax mporpaMMmbl y4eOHOW TUCIUIUIMHBI OOYYAIOIIMMHUCS OCBAWBAIOTCS YMEHUS

U 3HaHUsA
Kona IIK, YmMmennn 3Hanus
OK

OK 01 pacro3HaBaTth 3a/a4y W/WiH aKTyaJIbHBIN MpodeccroHaIbHBIN U
po6eMy B Ipo(hecCHOHANBHOM | COLMATIbHBIN KOHTEKCT, B KOTOPOM IPUXOIUTCS
W/WJIN COITMAIEHOM KOHTEKCTE paboTaTh M KHUTh
aHAJIM3UPOBATh 33Ja4y U/WIH OCHOBHBIE UCTOYHUKH UH(POPMALIUU U PECYPCHI
poOJIeMy U BBIIEIATD €& JUIsl pelIeHus 3a/1a4 U IpodJieM B
COCTaBHbIE YaCTH 1po¢eCCHOHATILHOM H/UIIN COLIMATIbHOM

KOHTEKCTE

OTIPEJIeNIATh ATAIlbl PELICHUS aJITOPUTMBI BBITTOJIHEHUS paboT B
3aJ1a4uu pohecCHOHAILHOM U CMEXHBIX 00JIaCTIX
BBISIBJIATh M 3()()EKTUBHO UCKATh | METOJIbl pabOThI B MPO(eCcCHOHATBHOMN U
nH(pOpMaIINI0, HEOOXOTUMYIO JUISl | CMEXHBIX cepax
peleHus 3a1a4n 1/ 1iu
POOIEMBI
COCTABJIATH IJIaH JeHCTBUS CTPYKTYpY IJIaHa JJIsl peLIeHus 3a1a4
onpeesaTh HeOOXOAUMbIC
pecypcesl
BJIaJIeTh aKTyaJIbHBIMU METOJIaMH | MOPSAZIOK OLIEHKH PE3YJIbTaTOB PELIeHUs 3aau
paboThl B TPOPECCHOHAIBHON 1 PO ECCUOHAIBHON JESTEIHHOCTH.
CMEXHBIX chepax
peanu30BbIBATh COCTABJICHHBIN
TU1aH
OLICHUBATh PE3yJbTaT U
MOCJIEACTBHS CBOUX AEHCTBUI
(camMOCTOATENHEHO WITH C
MIOMOIIIBIO HACTABHUKA).

OK 02 ONPEIENATh 3a/1a4u IS IOUCKA HOMEHKJIaTypa HH(GOPMaIIMOHHBIX

uHpopMauu

HMCTOYHUKOB, MPUMEHSIEMBIX B
poeCCHOHATBHON JEATETHHOCTH

OTIpeNIeNIATh He0OX0IUMbIe
VCTOYHUKU MH(pOpMaLIUU

IIPUEMBI CTPYKTYPHUPOBaHUS HH(DOpMAITUH

IJIAHUPOBATh NPOLIECC TIOUCKA

dbopMmat opopmIieHUsT Pe3yTBTATOB MOUCKA
nHpOpMAIINU, COBPEMEHHBIE CPEIICTBA U
yCTpOHCTBa HH(OpMATH3ALIUN

CTPYKTYPHUPOBATH MOTY4IaeMYyIO
nHpOpMaINIO

MOPSAIOK UX IPUMEHEHUS U POrpaMMHOE
oOecrieyeHne B NpoQeccuoHaIbHOM




ACATCIIBHOCTHU B TOM YHCJI€ C UCITIOJIB30BAHUEM
U (PPOBBIX CPECTB.

BBIJICIIATH HanOoJee 3HaYMMOe B
nepeyHe NHPOpMauu

OLICHUBATh MPAKTUYCCKYIO
3HAYUMOCTD PE3yJIbTATOB IMOUCKA
oopMIISITE pe3yiIbTaThl IOUCKA,
MIPUMEHSITh CPEJICTBA
WH(POPMAIIMOHHBIX TEXHOJIOTHIA
JUTSL peleHust Tpo(hecCuOHATLHBIX
3aa4

MCII0JIb30BaTh COBPEMEHHOE
porpaMMHoOe obecrieyeHue

HCIIOJIb30BATh PA3IMYHBIC
U POBBIC CPEACTBA JIJIS
penreHus nmpodeccrnoHaIbHBIX
3ajau.

IK 1.1

UCIIOJIb30BATh CPEJCTBA
MH(QOPMAIIMOHHBIX U
KOMMYHHUKAITHOHHBIX TEXHOJIOTHI
IS TIOJTyYEHUS M TIepeiaun
nHbOpMaIu

HOPMAaTHUBHBIE IPABOBbIE aKThl Poccuiickon
®enepanyu B chepe THPOPMALMOHHBIX U
KOMMYHUKAI[MOHHBIX TEXHOJIOTUI

BECTH U HCIIOJIb30BaTh B paboTe
0a3y KOHTAaKTOB OpraHU3aluU

TpeOOBaHUS OXPAHBI TPY/A.

yCTaHaBIUBATh U MOCPKUBATh
KOMMYHUKAIUHU B TIpoliecce
JIeJI0OBOTO OOIIEHHS ¢ TOMOIIBIO
cpenctB HHGOPMAITMOHHBIX U
KOMMYHUKAIIMOHHBIX TEXHOJIOTUN

obecrnieunBaTh HHHOPMALIUOHHYIO
0€30MacHOCTb AESATEIILHOCTHA
OpraHH3aIlHH.

IIK 1.3

BbIOMpATh (OPMBI IIITAHUPOBAHUS
1 0(hOpMIIATh TUIAHUPOBILUK
(opranaiizep) pyKOBOAUTEIS U
ceKpeTapsi

HOPMAaTHBHBIE PABOBbIE aKThl Poccuiickon
®enepanyu B chepe HHPOPMALMOHHOM
Oe3onacHocTH

o0ecnieunBaTh HH(HOPMALIMOHHYIO
0€301acHOCTb JeSITeIbHOCTH
OpraHu3aIH

TpeOOBaHUS OXPaHBI TPY/IA.

IIPUMEHSATH B paboTe cpeicTBa
MH(OPMALIMOHHBIX U
KOMMYHHKAIIMOHHBIX
TEXHOJIOTHH.

IIK 1.4

OCYUIECTBIISITh TPEBEI-
TTOJIEPKKY JICTOBBIX MOE3/I0K

MHTEPHET-PECYPCHI IS OCYIIECTBICHUS
TPEBEI-TIOIIEPIKKHU JICTOBBIX MOE3/I0K

WCII0b30BaTh CPEACTBA
MH(OPMALIMOHHBIX U
KOMMYHUKAIIMOHHBIX TEXHOJIOTUI
st o0eceueHust
B3aMMOICHCTBUS C
PYKOBOJMTEIIEM BO BPEMS €T0
JIEJIOBOM ITOE3IKHU.

TpeGOBaHI/I}I OXpaHbI TpyHaa.

IIK 1.6

OCYIIECTBJISITH COOp, 00pabOTKy

METObl 00pabOTKHU M 3aLIUThI HH(YOPMAILIMH C
2




nH(pOpMaIINY, CUCTEMATU3AIUIO
[IOJIyYaeMBbIX U IepeaaBaeMbIX
JAHHBIX

PUMEHEHHEM CPEICTB MHPOPMALMOHHBIX U
KOMMYHHKAIIUOHHBIX TEXHOJIOTMH

MPUMEHATH HH(OPMAITHOHHO-
KOMMYHUKAIIMOHHBIE TEXHOJOIUH

TpeOOBaHUS OXPAHBI TPY/IA.

IIK 1.7

MPUMEHSTH HH(POPMAITMOHHO-
KOMMYHUKAIMOHHBIE TEXHOJIOTUH

COBpEMEHHbIE HH(POPMALIMOHHBIE U
KOMMYHUKAI{MOHHBIE TEXHOJIOTHH,
IIPUMEHSIEMbIE B padOTE C TOKYMEHTAMU

CKaHUPOBATh, KOMUPOBATH U
KOHBEPTUPOBATH JJOKYMEHTHI B
paznuuHbie popMarThl.

TpeOOBaHUS OXPAHBI TPY/IA.

2. CTPYKTYPA U COJAEPKAHUE YUEBHOM JUCLUILIMHBI

2.1. O0beM y4eOHOM TMCUUILIMHBI U BU/IbI Y4eOHOH padoThl

Buj yueOHoii padoThl

O0beM B yacax

O0bem o0pa3oBaTe/IbHOI NPOrpaMMbl Y4eOHOH 1M CHHUIIJIMHbI 90
B T.4. B (popMe MPaKTHUECKOi MOATOTOBKH 12
B TOM YHCJIC:

TeopeTudeckoe o0ydeHne 4
MPaKTUYECKHUE 3aHATUS 12
Camocmosimenvhas paboma 74

[TIpomexxyTouHas arrecranus




2.2. TemaTn4yecKHuil IUVIaH U coJep:KaHue YUeOHOM TMCUMILTHHBI

Oo0beMm, akaj. 4. / Koner .
B TOM UHCIIE KOMIICTCHIINH,
HaumenoBanue pa3aesioB u Conep:xanue yueOHOro Marepuaa u (pOpMbl OPraHU3aANNHU AeATeTbHOCTH B opme (popripoBario
TeM o0y4Jarouuxcs NPaKTHYeCcKOM HOTOPLIX
NMOATrOTOBKH, aKa/. enocoderByer
3JIEMEHT
* nporpaMmel
Paznen 1. ABTOMATU3ALUA UHOOPMAIIMOHHBIX ITPOLHECCOB. KOMIIBIOTEP 10 OK 01,
Tema 1.1. Coaep:kanue y4eGHOro MaTepuaia OK 02
YcrpoiicTBo H B ToM 4unciie MpaKTHYeCKUX 3aHATHH M J1a00paTOpHBIX padoT
NPUHIMIIBLI Pa0OThI KommbroTep kak cpecTBO aBTOMaTH3auU HHGOPMAITMOHHBIX MTPOLIECCOB 4
KOMIIbIOTEPa OyHKIMOHAIBHBIE YCTPOKWCTBA KOMIIBIOTEPA
[Tpuémbl paboThl B crangapTHbIX porpammax OC: rpadudeckoM U TEKCTOBOM
penakropax
Tema 1.2. Conep:xanue yueOHOro MaTepuasa
IIporpammuoe B ToM 4uciie MpaKTHYeCKUX 3aHATHH M J1a00paTOpHBIX padoT
ob0ecreyenune OcHOBHbIE OHATHS TPOTPAMMHOTO 0OecTIeYeHUsI KOMIBIOTEPA
KommnbTepa. PaitnoBast | OnepanMoHHbIe CHCTEMBI. VX BHIbI U rpaduueckuii uHTEpdEiic 5
CHCTEMA XPAHECHUS @aitnoBas cucrema. Onepanuu Haja (aitiiamu
HHpopManUH CucremaTtu3zanus ”HGOpPMAIUH C TIOMOIIBIO MAMOK U (ailyioB.
Pabota c ¢aitmamu u kataisoramu
Pabora B ctannaptabeix nporpammax OC: TEKCTOBBIE, TpapUUecKue.
PA3JIEJI 2. IPUKJTA/THOE U CUCTEMHOE ITPOT'PAMMHOE OBECIIEYEHUE 36 OK 01, OK 02,
Tema 2.1. Coaep:xanue yueOHOro MaTepuaJia K 1.1, ITIK 1.7
Cpeacrsa v TexHos10orud | B TOM unciie NpakTHYeCKUX 3aHATHIA U J1a00PATOPHBIX PadoT
CO31aHUA U 00PaA0OTKHU Hacrpoiika natepderica TEKCTOBOTO peakTopa, mapaMeTpoB CTPAHUIIBI.
TEKCTOBOI HH(popManuu | OhopMIIEHHE MHOIOCTPAHUYHBIX JOKYMEHTOB 18

Hacrpoiika untepdeiica TekcroBoro penakropa. Hactpoiika mapamMeTpoB CTpaHUIIbI.

HacTtpoiika pe:xuMoB neuaTi TEKCTOBOTO JoKyMeHTa. Pabota ¢ mpuHTEpOoM.

[Tpuémsl penaktupoBanus Tekcra. [IpoBepka opporpaduu TekcTa B TEKCTOBOM




penakTope.

dopMaTupoBaHUE JOKYMEHTOB B TEKCTOBOM pelakTope. Mi3meHeHnue CBOMCTB
CHMBOJIOB, TapaMeTpoB ab3aleB U cTpaHulbl. Ileyats JOKyMeHTa.

dopmaTtupoBaHe TOKYMEHTOB B TEKCTOBOM penakrope. Mi3MeHeHue napaMeTpoB
ab63areB. YcraHoBKa no3unuii Tadyssiuu. Padora co crimckamu.

BcraBka rpadguueckoro n300paxeHusi B TEKCT, U3MEHEHHE €ro MOJI0KEHUS Ha
crpanuie. TeXHOIOTHs BCTAaBKH B JOKYMEHT 00beKTa SmartArt.
BcraBka CHOCOK B TEKCT JOKYMEHTA B TEKCTOBOM PENAKTOPE.

OcHoBHbIe TpUEMBI paboThI ¢ Tabmuamu. KonrekctHsie BKiIagku KoHnetpykrop u
Makert Juis paboThl ¢ TaOJIULAMH B TEKCTOBOM PElaKTOpe

Pa3znuunbie npuémel paboThl ¢ TabIUIIAaMH B TEKCTOBOM pefakTope. CopTUpoBKa
JaHHBIX B Tabnuile. Beruncienus B Tabnunax

Paz0Ouenne TekcTa Ha KOJIOHKU B TEKCTOBOM PEIAaKTOPE.

q)OpMaTI/IpOBaHI/Ie MHOT'OCTPAHUYHOT'O JOKYMCHTA B TCKCTOBOM PCAAKTOPC

Pabora co cTuismu. CO3IIaHI/Ie ABTOMATHYCCKOI'O OIJIaBJICHUA B MHOT'OCTPAaHUYHOM
HAOKYMCHTC B TCKCTOBOM PCAAKTOPC

Tema 2.2.

CpencrBa

U TE€XHOJIOTHH PadOTHI
€ YJIEKTPOHHBIMH
TadIHMIaAMH

Coaep:xanue yueOHOro MaTepuaJia

B ToM 4unciIe NPAKTHYECKHUX 3aHATHH B 1a00paTOPHBIX padoT

Coznanue Tabnuil B TaOIMYHOM pellakTope U uX popmatupoBanue. TUIBI JaHHBIX,
WCTIOJIB3yEeMBIX B TAOJMYHOM PEIAKTOPE

Beinonnenue pacy€roB B 3JeKTPOHHBIX Tabnunax. ®opmynsl. AOGcomoTHas U
OTHOCHTEJIbHAS aJipecanys

CDYHKI_II/II/I, HCIIOJIb3YCMbIC B Ta0JIUYHOM peaaKkTope. Pabora co crimckamu.

Coznanne u popmMaTupoBaHUE IIEKTPOHHBIX Ta0OMIl. THITBI TaHHBIX,
HCIIOJIB3YEMBIX B TAOJIMYHOM PEIAKTOPE.

BrinonHenue pacu€ToB B 3JIEKTPOHHBIX Tabnunax. @opmyssl. AGCoMOTHAS U
OTHOCHTEIIbHAS aipecarus

cDyHKI_II/II/I, HCIIOJIb3YCMbIC B Ta0JIUYHOM peaaKTope

HOCTpOCHI/Ie U pCHaKTUPOBAHUEC JUAT'PAMM

Hactpolika 1ucTOB KHUTH Ha M€YaTh.

12

Tema 2.3.

ConeprxaHue y4eGHOro MaTepuaJia




Texuogaorus OLE.
Co3znanue OLE-
00BLEKTOB

CrnenanbHast BCTaBKa ()parMeHTa JOKyMEHTa B APYroi JOKYMEHT

BcraBka cBsi3aHHBIX OOBEKTOB B IOKYMEHT

BcraBka gparmenra ¢aiina TabauMuHOTO peakTopa B JOKYMEHT TEKCTOBOTO
penaKTopa ¢ yCTaHOBKOH CBS3H

B TOM umciIe NIPAKTHYECKUX 3AHATHIA M J1Aa00PATOPHBIX padoT

Coszanue TeKCTOBOTO JIOKYMEHTA B MPIIIOKCHUH-KIMEHT 1 BcTaBka OLE-00bekToB
U3 MPUJIOKEHHUS CepBepa

Cosznanue cripaBoK U HHPOPMAIIMOHHO-aHATTUTHYECKUX 0030pOB B IPHUIIOKEHUU -
kiueHT 1 BctaBka OLE-00BEKTOB M3 MPUIIOKEHUS cepBepa

COSI[aHI/Ie CIIpaBOK H I/IH(i)OpMaI_II/IOHHO'aHaJ'II/ITI/I‘leCKI/IX 0630p0B B IIPUJIOKCHU U -
KIIMCHT U BCTaBKa CHapKHaﬁHOB U3 IIPUJIOKCHUS CCPBEpa

Tema 2.4.
Pa3pa6oTka u
CONMPOBOKIEHHE

HH(OpPMaLMOHHBIX 0a3

JAHHBbIX

Conep:xanue yueOHOro MaTepuaJa

[Tonsitue b/l u CYB/. 3arpyska, uatepdeiic CYBJ. Tabnuunas ctpykrypa b/I.
IToms, 3anucu. Tunbel JaHHBIX. ITOHITHE KITFOYEBOTO OIS

®opwmsl, 3ampockl 1 0TuéThl B CYB/I, X Ha3HaueHue u criocoObl CO3AaHMUS.
Coznanue cBsI3u MEXy TaOIHUIIaMU C TIOMOIIBbIO MacTepa MoACTaHOBOK

B TOM umciie NIPAKTHYECKUX 3AHATHIA M J1a00PATOPHBIX PadoT

Coznanne tabmui B CYB/I. YcraHoBka CBOMCTB TOJIeH U CBsI3eH MEXIy TaOIHIlaMHu.

BBon u nmpocmoTp gaHHBIX B pexkume «Tadmuiay

®opwmsl, 3ampockl U 0TuéThl B CYB/I, nx Ha3HaueHUe U COCOOBI
co3nanus. CozaHue CBSI3U MEX]y TaOJIHUIIaMU ¢ TIOMOIIIBIO MacTepa MoACTaHOBOK

Co3nanue B/l ¢ ucnonszoBanueM ¢Gopm, 3ampocos u otuéroB B CYB/I.

PA3JIEJI 3. CPEACTBA INIEPEJJAYH DJIEKTPOHHbBIX JOKYMEHTOB 1 OBECIIEYEHUE UX

COXPAHHOCTH

Tema 3.1. Coaep:xanue yueOHOro MaTepuasa

IIporpammsl CkaHnpoBaHHE JOKYMEHTOB € ITIOMOIIBIO CTaHAAPTHOrO Npuioxenus OC
CKaHUPOBaHMSI IIporpaMMbI-apXxuBaTOpBl. YTAKOBKA U paclIakKOBKA apXHUBOB

AOKYMEHTOB H
KOHBEPTHPOBAHHSA
(aiiios

CxaHMpOBaHHUE U PACIIO3HABAHNUE TEKCTA C IOMOIIBIO CIEUAIN3UPOBAHHOIO
nporpamMmHoro obecneuenus. Koppexruposka rekcra. Konepruposanue ¢aitnon

B ToM umciie npakTHYECKUX 3aHATHI U JJa00pPaTOPHBIX padoT

PacnioznaBanue nHGoOpMAaIK ¢ TOMOLIBI0 TPOrpaMM CKaHUPOBAHUSI.

OK 01, OK 02,
K 1.1, IIK 1.6,
K 1.7.




Konsepruposanue ¢aiinon

IIporpamMmbI-apXuBaTOpPBL. YIIAKOBKA U PACIIAKOBKA APXUBOB

PA3JIEJI 4. CO3JJAHUE U PEIAKTUPOBAHUE I'PA®UYECKHUX U MYJIbTUMEJIUMHBIX 3 OK 01, OK 02,
OBBEKTOB IIK 1.1, IIK 1.4,
Tema 4.1. Conep:kanue y4e0OHOIro MaTepuaa [IK 1.6
IIpencraBiienne Co3znanue npe3eHTauu B creruanuzupoBadnaom 11O a1 moAroToBKH npe3eHTaruii.
HH(poOpManuu ¢ OcHoBHbIe THIIBI (haiinoB. Pexxumsl mpocMoTpa. Beibop 1mabiiona u TeMsl Ci1aiijoB
IMOMOILIBLIO CPEACTB K npe3eHTanuu. MzMeHenue makera ciaiaos
uHorpapuku Hcnons3oBanue runepccsllok B pe3eHranuy. Hactpoiika aHnManuu Tekcra 8

1 00beKTOB. [lo6GaBiieHNe IEPEX00B MEKIY cllaiilaMu

Paznuunble cpeactBa cozianus HUHGOrpadukH.

Busyanusanus u npeacraBieHue 10KIana

B ToMm 4uciie MpaKTHYeCKUX 3aHATHH M J1a00paTOpHBIX padoT

Br16op maboHa ¥ TEMBI CITaliIOB K MPE3eHTAIMH B crienuanu3upoBanHoM [10 ms

MOJrOTOBKHM Ipe3eHTanuii. Co3ganue coocTBeHHOro mabsioHa. M3menenue

MakeTa ciaaiI0oB

Pa6ota co cnaiijamu. BectaBka 00beKTOB Ha Cllaiijl, ”3BMEHEHHE UX TOJI0XKEHUS.

VYpasieHue cI0osMHU cliania 2

Hcnons30BaHne runepcchlIok B pe3eHTanuu. Hactpoiika aHnManum Tekcra

1 00bekTOB. JloOaBieHNE Mepexo10B MKy claijamMu. BeraBka 3Byka M BUJIEO.

Hactpoiika npe3eHTanuy Ha MoKa3, yupasisieMas JOKJIaJUUKOM U B

aBTOMATUYECKOM PEXHUME
Paznen 5. TEXHOJIOI'US CO3JAHUSA U TIPEOBPA3OBAHUA HHOOPMALIMOHHBIX OBBEKTOB | 14 OK 01, OK 02,
Tema 5.1. Coaepixanue yueOHOro MaTepuasa IIK 1.1, IIK 1.6,
IlepconuduuupoBannbie | Mcrnons3oBaHue MacTepa CIUSHUS IS PACCHUIKU JTOKYMEHTOB MK 1.7
PaCChIUIKH € MOMOIIbIO Coznanue pacCchlIKU € OMOIIBIO (PYHKUINHU CIUSHUS 8

bynxuumn causaaus

Co3nanue Oeifjika ¢ TOMOIIBIO MacTepa CIUSHUSL

Hcnonp3oBaHue Ma0JIOHOB U cnenuaibHOM BCTaBKU IIpu CO3aaHNU PACCBIIIKU
AOKYMCHTOB C IIOMOIIbBIO (I)YHKLII/II/I CIIMAHUA

B ToM umciie npakTHYECKUX 3aHATHI U JJa00pPaTOPHBIX padoT

Co3nmanne nuceM-npuriIameHnii, mo3apasiaeHuil. Micronb3oBanue Mactepa CIUsSHAS




JUIs1 IEpCOHU(UIIMPOBAHHON PACCHIIIKU TOKYMEHTOB.

Vcnonp3oBanue MacTepa CIUSHUS U1 NEPCOHU(DUITUPOBAHHOMN PacChUTKU
nokymeHToB. Co3janne KOHBEpTOB, OCHKel, KyBEpPTHBIX KapTOUEK.

Hcnonb3oBaHue MacTepa CIUSHUS IS IEPCOHU(UIIMPOBAHHOMN PaCChUIKU
nokyMeHToB. Co3/1aHHe TUCEM TMO3IpaBJICHU, HATOMUHAHU, BUSUTHON KapTOUKH,
KYBEPTHON KapTOUKHU.

Tema 5.2. TexHoaorus

Conep:xaHue yueOHOro MaTepuaJia

aBTOMATH3aLUH Co3nanue mabIoHOB CIIPABOYHO-UH(DOPMAIIMOHHBIX JOKYMEHTOB. DJIEMEHTHI
CO31aHUA U YIPABIICHUS COAEPIKUMBIM.
HCMOJIb30BAHMS Co3naHue mabJ0HOB paclopsIUTENbHBIX JOKYMEHTOB, pa3padoTka ¢popm 0
noxkymeHnToB. Illa6onbI Pa6ora c ma6nonamu. Pa3zpaborka 3amumEHHON AIeKTPOHHON (OPMBI TOKyMEHTA
AOKYMCHTOB CoBMecTHas paboTa HaJl MPOCKTOM JOKYMEHTA B PEXKHME PEIICH3UPOBAHUS
B ToMm 4uciie MpaKTHYeCKUX 3aHATHH M J1a00paTOpHBIX padoT
Coznanue 1mabI0HOB 3alMCOK, IPOTOKOJIA, CIIPaBKU, IPHUKa3a C yCTAHOBKOU
3alUTHI CIYKEOHOI0 MUChMa, TOKJIaJHOM 3aIMCKH, PACIIOPSKEHUS, aKTa
CoBmecTHas paboTa Ha/l IPOEKTOM I11a0JI0OHA IPUKA3a, CIIPABKH.
PA3JIEJI 6. KOMIIBIOTEP KAK CPEJCTBO KOMMYHUKAIIUU U JOCTYII 14 OK 01, OK 02,
K UH®OPMAILINOHHBIM PECYPCAM. JIOKAJIBHBIE U I''IOBAJIBHBIE CETH nK 1.1, 11K 1.3.,
Tema 6.1. Coaepixanue yueOHOIro MaTepuasa K 1.4.,1IK 1.6.,
CeTH ¥ MHTEPHET. [TpuMeHeHre JIOKATBHBIX U TJI00aJIbHBIX KOMIIBIOTEPHBIX CETEH Ui 0OMeHa 4 MK 1.7
HNudpopmannonHo- uHpopmanueit. [lonckoBeie cucremsl MHTepHeTa. 3amura nHGopMauu
MOMCKOBbIE CHCTEMBI. PaboTta ¢ pa3nuuHBIMU CIIPAaBOYHO-TIPABOBBIMU CUCTEMAMU
Ionck nudopmanun B B ToM 4uciie MpaKTHYeCKUX 3aHATHH M J1a00paTOpHBIX padoT
Pa3IMIHBIX CNPABOYHO- | Bo3MOXHOCTH MOUCKA HH(OPMAaLIK B UHTEPHETE
NPaBOBBIX CHCTEMAX [Touck nHpopmauu B opuLuaTbHBIX UHTEPHET-UCTOUYHUKAX.
[Touck nHpopManuy B pa3IMUHBIX CIIPABOYHO-TIPABOBBIX CHCTEMAax
Tema 6.2. IlouToBbIC M Coaeprxanue yueOHOro MaTepuasa
00J1aYHBbIE CEPBHUCHI B Hcnons30BaHKe MOYTOBBIX CEPBUCOB: BU/IbI, IPABUJIA PETUCTPALIMH, TPaBUIIA
pabote ¢ 1OKyMeHTaAMH 3aIHTHI 4

CepBI/ICI-J O6J'I21‘IHBIX TeXHOJ'IOFI/II\/'I, ITIO3BOJIAIOIIINC OpFaHI/I?;OBaTB JIOKYMGHTHOG n
0€3T0OKyMEHTHOE 00CITYKUBAaHHE




[MpumeneHne 006IaYHBIX XPAHWIHIL JAHHBIX JUTISI ONTHMH3AIMH PAOOTHI
C JOKYMEHTaMu

B ToM 4unciie MPaKTHYeCKUX 3aHATHH M J1a00paTOpHBIX padoT

CoBMmecTHas paboTa 10 OpraHu3aluu JOKYMEHTHOTO U 6€3 JIOKYMEHTHOTO 1
00CITyKHBaHUS C IPUMEHEHHEM 00JIAUHBIX TEXHOIOTHI
Tema 6.3. CoBpemennnie | ComeprkaHue y4eOHOT0 MaTepuaja )
NMPOrpamMmblI- CoBpeMeHHbIE POrpaMMblI-IUIAHUPOBILHKH
TIAHUPOBIINKH B ToM 4unciie MPaKTHYECKUX 3aHATHH M J1a00paTOpHBIX padoT
[TnanupoBanue paboyero AHA PYKOBOAUTENS U CEKpETapsi C MOMOUIBIO
COBPEMEHHBIX MTPOrpaMM-IIaHUPOBILIUKOB
Tema 6.4. Cpeacrea UT | Conepxxkanue yueOHOro Mmarepuajia
TEXHOJIOTHIl IpH CucteMbl OpOHHPOBAHUS OUIIETOB M OTEJICH. 4
OPraHM3alMHU AeJI0BbIX Pabora ¢ reomaHHBIME
MOE310K PYKOBOAUTEIA. | B TOM YHC/Ie MPAKTUYECKUX 3aHATHH U JIA00PATOPHBIX padoT
OcyiecTBiieHne TpIBell- [TonOopka peiica u oTens MO 3alaHHBIM [TapaMeTpam. 1
MOAACPIKKH Onpenenenue reoJaHHbIX
IIpome:kyTouHas arTecTanus
Bcero 90




3. YCJIOBHUA PEAJIN3AIIMA YYEBHOM JUCIHUILIVHBI

3.1. JIns peanu3anuu nporpaMMbl y4eOHOM AUCHUIUIMHBL JOJHKHBI OBITH IPETyCMOTPEHBI
CJEIYIOLIME CIIEHHUATIbHBIE TOMEILIEHUS

Jlaboparopus «MHDOpMAIMOHHBIX ¥ KOMMYHUKAIIMOHHBIX TEXHOJIOTHI», OCHAIIICHHAS B
COOTBETCTBUH C II. 6.2.1.3 006pa3oBaTEIbHON MPOTPaAMMBI TIO CIIEIIUATBHOCTH.

3.2. UnpopMmannoHHOe obecnedeHne peajn3alui NPorpaMMbl

Jis peanu3anuu nporpammbl  OMONIMOTEUHBIH (QOHA 00pa3oBaTENbHOM OpraHMU3aLUU
JIOJDKEH UMETh IeYaTHbIe U/UIIH 3JIEKTPOHHbIE 00pa3oBaTeIbHbIe U MHPOPMALIMOHHbIE PECYPCHI,
JUI UCIIOJIb30BaHUs B 0Opa3oBatesbHOM npouecce. [Ipu popmupoBanuu 6ubanorednoro Gponaa
o0pa3oBaTeIbHONW OpraHu3alueil BbIOMpaeTCs HE MEHEE OJIHOTO M3JaHUs M3 IEepedHCIIEHHBIX
HIDKE IeYaTHBIX M3JaHUM M (WIM) 3JEKTPOHHBIX M3JaHUHA B KauecTBE OCHOBHOIO, NPH 3TOM
CIIUMCOK, MOXKET OBITh JOMOJIHEH HOBBIMU M3JaHUSIMHU.

3.2.1. OcHOBHBIE NleYaTHbIE H JIEKTPOHHbIE U3TAHUS

1. I"aBpmiioB M. B., Kinumo B. A. Madopmarrka u nHGOPMAIIMOHHBIE TEXHOJOTHH.
Y4eOHuk mis cpeaHero npodeccuonansHoro oopasopanus / M. B. I'aspuiios, B. A. Kimmmos. —
4-¢ wu3n., mepepab. u gom. — MockBa: M3marenbctBo [Opaiir, 2022. — 383 c. —

(ITpodeccuonansuoe obpazoBanue). — ISBN 978-5-534-03051-8. — TekcT: 21eKTpOHHBIN //
OBC HOpaiit [caiit]. — URL: https://urait.ru/bcode/469424

2. KammpikoBa, C. B. Pabora ¢ Tabnumamu Ha npumepe Microsoft Excel : yaeOHOoe
nocobue s crio / C. B. Kanmeikosa, E. FO. fApomesckas, . A. UBanoBa. — 3-e u3a., crep. —
Cankr-IlerepOypr : Jlams, 2023. — 136 c¢. — ISBN 978-5-507-47099-0. — Tekcr
aNeKkTpoHHbIE  //  Jlanb : JIEKTPOHHO-OMONIMOTEYHAass ~ cucTemMa.  — URL:

https://e.lanbook.com/book/328529 (mara obOpamenus: 03.08.2023). — Pexkum jpoctyma: s
ABTOPH3. TOJIb30BATEIIEH.

3. Konowmeituenko, A. C. MHpopMalliOHHbIE TEXHOJOTHUU : yueOHOE MOcoOue s
crno / . — 2-e u3., nepepad. — Caunkr-IlerepOypr : Jlanp, 2021. — 212 ¢. — ISBN 978-5-8114-
7565-0. — Tekcr : amektponHbId // JlaHb : 3neKTpoHHO-OMOMMOTEeYHas cucrema. — URL:

https://e.lanbook.com/book/177031 (mara oOpamenus: 03.08.2023). — Pexxum nmoctyma: mist
aBTOPH3. NIOJIb30BATEIICH.

4. Kyns, T. I1. UndopManimoHHbIE TEXHOJIOTUU U OCHOBBI BEIYMCIUTEILHON TEXHUKH
: yaeonuk juist crio / T. I1. Kynb. — 2-¢ u3a., crep. — Cankt-IlerepOypr : Jlanp, 2023. — 264 c.
— ISBN 978-5-507-47035-8. — Tekct : »nekTpoHHbIH // JIaHb : 3JIEKTPOHHO-OMOIMOTEUHAs
cucrema. — URL: https://e.lanbook.com/book/322484 (nata oGpamenus: 03.08.2023). —
Pexum noctyna: st aBTOpuU3. MOJIb30BATENEH.

5. Kynpusnos JI. B. MWudopmanuonHoe obecrieyeHne mnpodheccuoHalIbHON
NEeSITeIbHOCTH: YYEOHMK M TPaKTHUKYyM Ui CpeaHero mnpodeccHoHalIbHOro 0o0pa3zoBaHus/
YueOHUK U TPaKTUKYM JIJIsl cpeaHero npodeccuoHanpHoro oobpazosanus / [I. B. KynpusHoB. —

Mocksa: M3marensctBo FOpaiit, 2022. — 255 ¢. — (IIpodeccuonansuoe obOpa3oBaHue). —
ISBN 978-5-534-00973-6. — Tekct: anektponnsid // DBC HOpaiit [caiiT]. — URL:
https://urait.ru/bcode/470353

6. [TnotnukoBa, H. I'. Mudopmartnka u wuHYOPMALHOHHO-KOMMYHHKAIIMOHHbBIE

texHonoruu (MKT) : yuebnoe mocobue / H. I'. [TnotaHukoBa. — Mocksa: PUOP: UHOPA-M,
2022. — 124 c¢. — (Cpennee npodeccuonanbHoe oopaszosanue). - ISBN 978-5-369-01308-3. -

Tekcr: ANEKTPOHHBIN// 9BC Znanium [caiT]. — URL:
https://znanium.com/catalog/product/1229451 (mata oOpamenus: 04.08.2022). — Pexum
JOCTYTIA: 1O TIOJIITUCKE.

7. [TyroBkuH, A. B. OCHOBBI TOCTpOEHHS HH(POKOMMYHHKAIIMOHHBIX CETEH W

cucteM : yueOHoe mocodue ais cro / A. B. IlyroskuH, /. A. ITokamectos, . B. KprokoB. — 2-¢
u3., crep. — Cankr-IletepOypr : Jlanp, 2022. — 176 ¢c. — ISBN 978-5-507-44168-6. — Tekc2


https://e.lanbook.com/book/328529
https://e.lanbook.com/book/177031
https://e.lanbook.com/book/322484

ANEKTpOoHHBIH  //  Jlamp @  3nekTpoHHO-OMOnmMoTeuHas  cucrema. —  URL:
https://e.lanbook.com/book/209141 (mara obpamenus: 03.08.2023). — Pexxkum mocryma: s
aBTOPU3. II0JI30BATEIICH.

8. CoseroB, b. 5. HMudopmanmoHHbIE TEXHOJOTHU: TEOPETUUYECKHUE OCHOBHI :
yuebnuk mis crno / b. 5. Coseros, B. B. IllexanoBckuit. — Cankr-IlerepOypr : Jlanp, 2021. —
444 c. — ISBN 978-5-8114-6920-8. — Tekct : snexkTtpoHHbId // JlaHb : AJIEKTPOHHO-
oubmuoreunas cucrema. — URL: https://e.lanbook.com/book/153674 (mata oOpaiieHus:
03.08.2023). — PesxkuM mocTyma: i aBTOPH3. MOJIb30BATENICH.

9. Tpopumo B. B. Hudopmaruka B 2 T. Tom 1: YueOHMK a1 cpemHero
npodeccuonanbHoro odpasosanus / B. B. Tpodhumos. — 3-¢ uza., nepepad. u qomn. — Mockaa:
WznatensctBo FOpaiit, 2022. — 553 ¢. — (IIpodeccuonansuoe obpazosanue). — ISBN 978-5-

534-02518-7. —  Texkcr: onekrponnei //  ObC  HOpait [caiit] —  URL:
https://urait.ru/bcode/471120
10.  ®eporoBa, E. JI. HMHpopManMOHHBIE TEXHOJIOTHH B MNPOPECCHOHATHHOU

nesTeNlbHOCTH: yaeOHoe nocodue / E.JI. denoroBa. — MockBa: POPYM: UHOPA-M, 2022. —
367 ¢. — (Cpennee npodeccuonanbHoe obpazoBanue). - ISBN 978-5-8199-0752-8. - Tekcrt:
anektpoHHbiit // DBC Znanium [caiit]. — URL: https://znanium.com/catalog/product/1786345
(mata obpamenus: 04.08.2022). — Pexxum gocTyma: 1o mojmucke.

3.2.2. JlonoJIHUTEIbHbIE HCTOYHHKH

1. Anexkcee  A.Il.  COopHuk  51a0OpaTOpHBIX  pabOT MO  AUCIUIUIMHE
«Mudopmaruka», wyacte 2: VYdyeOHOe mocobOue. VYueOHOe IMocobMe 10 JIUCHUILIAHE
«upopmarukay, U1t cTyIeHTOB niepBoro Kypca crieransHoctei 10.03.01 n 10.05.02 YuebHoe
nocobue mo aucuuiuimHe «MH(popMaTHKay, IS CTYIEHTOB IEPBOrO Kypca CIEHUAIbHOCTEH
10.03.01 u 10.05.02 / AnekceeB A.Il. — Mocksa: COJIOH-IIp., 2017. — 256 c.: ISBN 978-5-

91359-220-0. -  Tekctr:  osmektponssii/ ObC  Znanium  [caiit]. -  URL:
https://znanium.com/catalog/product/881455. — Pexxwum gocTyra: 1Mo mommcKe.
2. bensesa. T.M. MaremaTtuka u uaopmaruka: yueOHuk u npaktukym ais CIIO /

T. M. bensesa [u ap.]; non pemakuueit B. J[. DnpkunHa. Y4eOHUK U MPAaKTUKYM JUISL CPEAHETO
npodeccuonansHoro oopazosanus / T. M. bensiea [u np.]; nox penakuueit B. /1. Dnpkuna. —
2-¢ wu3A., mepepab. u mon. — MockBa: MznmatensctBo IOpaiit, 2022. — 402 c. —
(ITpodeccronansroe obpazoBanue). — ISBN 978-5-534-10683-1. — TekcT: 37€KTPOHHBIN //
3BC HOpaiit [caiit]. — URL: https://urait.ru/bcode/469943

3. Kenposa I'.E. [u np.] Uudopmaruka ans ryMaHuTapueB: Y4eOHUK M MPAKTUKYM
JUIs cpeniHero npodeccuonanbHoro oopasosanus. [lon penakiueii I'. E. Kenposoit. — Mocksa:
WznatenberBo FOpaiit, 2022. — 439 c¢. — (IIpodeccnonansuoe obpazosanue). — ISBN 978-5-
534-10244-4. —  Texkcr: osmektponusii //  3BC  HOpaitir  [caiit]. —  URL:
https://urait.ru/bcode/475550

4. Hosoxwunos O.I1. Mudopmaruka B 2 4. Yacte 1: yueOnuk mma CIIO / O. IL
HoBoxwinos. YueOnuk mist cpeanero npodeccunonanpbHoro oopazosanwms / O. I1. HoBoxuinos. —
3-¢ u3n., mepepab. u npom. — MockBa: W3parensctBo IOpaiit, 2022. — 320 c¢. —
(ITpodeccronansrnoe obpazoBanue). — ISBN 978-5-534-06372-1. — TekcT: 37IEKTPOHHBINA //
3BC IOpaiit [caiit]. — URL: https://urait.ru/bcode/474161

5. [TonoB A.M. Undopmatrka n matemaruka: yueOHUK u npaktukym ans CIIO / A.
M. Ilonos, B. H. Cotnukos, E. . Haraesa, M. A. 3aiities; mog pexn. A. M. [lonoBa YueOHUK U
MPAKTUKYM JUIsl cpeAHero npodeccuoHanbHoro odpasosanus / A. M. Ilonos, B. H. CoTHukos,
E. U. Haraea, M. A. 3aiiuieB; nox penakuueii A. M. ITonoBa. — 4-e u3n., nepepab. u nom. —

Mocksa : UznatensctBo FOpaiit, 2022. — 484 c¢. — (Ilpodeccnonansuoe oOpazoBaHue). —
ISBN 978-5-534-08207-4. — Tekcr: osnextponusii / OBC IOpaiir [caiit]. — URL:
https://urait.ru/bcode/469437

6. CoseroB b.f. MH}opManmoHHbIE TEXHOJOTHHM: YYEOHMK JUIsI  CpPEIHEro

npodeccuonanbHoro oopazosanus / b. f. Coseros, B. B. IlexanoBckuii. — 7-¢ u3., nepepad. u
nor. — Mocksa: U3narensctBo HOpaiit, 2022. — 327 ¢. — (IlpodeccuonanpHoe 06pa30BaHHe)2.


https://e.lanbook.com/book/209141
https://e.lanbook.com/book/153674

— ISBN 978-5-534-06399-8. — Tekct: snekrponnbnii / ObC paiir [caiit]. — URL:
https://urait.ru/bcode/469425

1. Tpodumor B.B. MnpopmanionHbie TEXHOJIOTHH B SKOHOMHUKE U YIIPABJICHUH B 2
4. Yactp 1: yuebnuk mis CIIO / B. B. Tpodumos [u ap.]; mox pexa. B. B. Tpopumosa. YueOHmK
IUTst cpeaHero npodeccronanbHoro oopaszosanus / B. B. Tpodumos [u ap.] ; mox penakuueii B.
B. Tpodpumona. — 3-e u3a., nepepad. u non. — Mocksa: M3znarensctBo FOpaiit, 2022. — 269 c.
— (Ilpodeccnonansroe obpazoBanue). — ISBN 978-5-534-09137-3. — Tekcr: 251eKTpOHHBIH //
OBC IOpaiir [caiit]. — URL.: https://urait.ru/bcode/475059

8. CrpaBouno-npaBoBasi cuctema «Koncynprant [Imtocy. Odunmansusiii caitt CIIC
«Koncynbrant miocy [Inexkrpornsiid pecype] . URL: http://www.consultant.ru/

9. CnpaBouHo-nipaBoBas cuctema «['apant» [Dnekrponusiii pecype] . URL:garant.ru

10. CnpaBouno-nipaBoBas cucteMa «Koncopuuym Kozaeke» [DnekTpoHHbIN pecypc] .
URL: Konekc - [Ipodeccuonansusie cripaBodnbie cuctemsl - Koneke (kodeks.ru)

11. OdunuanpHplii  caiT mporpaMMmbl JUisi  pacmo3HaBaHusi TekcTa ABBYY

FineReader. Odunuaneueiii caiit kopmopamuu Adobe. [Dnekrponnsiii  pecypc] URL:
https://www.abbyy.com/ru-ru/Finereader/

12. Odummansueri cadt Microsoft Office. CnpaBka. Odunmaneaeiii caitt Microsoft
[Dnextponnslii pecypc] . URL: https://support.office.com/
13. Odummansueiii caiit komnanmu Google. CnpaBka Google. [DneKTpOHHBIH

pecypc] URL: https://support.google.com
14. Odunmansusiii cait Anaexc-guck [Dnektponnbiii pecypc] URL: Anaexc./luck
(yandex.ru).

15. Odummaneueiii caiit OO6mako Mein. [DnekrponHbni pecype] URL: Oo6nako
Mail.ru

16.  Cucrema oHaiiH-OpOHUpPOBAHUS OTeNeH «ByKHHTY. OdunmanbHpIil  caiiT
Booking.com [Dnektponnsiii pecypc] URL: https://www.booking.com/index.ru.

17.  Cepsuc cpaBHeHUs 1ieH Ha otenu «TpuBaro» Od¢unumanbubiii caiit Trivago.
[OnexTponnslii pecypc] URL: https://www.trivago.ru/

18.  Cepsuc 6ponupoBanus oteneit «Xorenc» OdunuanbHBINT caiit Hotels
[DnexTponnsiii pecype] URL: https://ru.hotels.com/

19.  Cucrema cpaBHeHHS IIeH Ha oTesn «Pymrypy» OdunnanbHbIi cauT
Roomguru [DnexTponnsiii pecypc] URL: https://www.roomguru.ru/Hotels/Search

20. CepBuc cpaBHEHUS 1I€H Ha OTENN «XOTEITYK OdunnanbHbIi cauT

Hotellook [nextponnsiii pecypc] URL: https://hotellook.ru/

21.  OAO «PX]». Odurnmanerserii caiit [Dnekrpornbiii pecypce] URL: IMaccaxxupam
(rzd.ru)

22. Cucrema noucka aBuabuiaeToB oHnaiH «bunets! mmoc»  OduiuanbHbIl  callT
Biletyplus [Dnextponnsiii pecypc] URL: http://biletyplus.ru/

23. CucreMa 3aka3a KeJle3HOJIOPOKHBIX OmieToB omiaiH OdunuanbHbiil cait Tutu
[OnexTponnslii pecypc] URL: https://www.tutu.ru

24, lNazera  «Muadopmaruka»  m3gatenbckoro goma  «llepBoe  ceHTAOPs»

[Dnextponnslil pecypc]. URL: https://inf. 1september.ru
25.  Kypman «MHpopmatnka u oOpasoBanue» [dnekTponHbldi pecypc]. URL:
http://infojournal.ru


https://urait.ru/bcode/475059

4. KOHTPO.JIb U OLIEHKA PE3YJIbTATOB OCBOEHMSI
YYEBHOM JUCLUAILIUHBI

PesyabTaThl 00yyeHus

‘ Kpurtepun onenkn

MeToabI OIEHKH

Hepeqem, 3HaHHﬁ, 0CBAMBACMbIX B paMKax JUCIHHUIIJIHHBI

aKTyaJIbHBIN MPO(heCCHOHATBHBIN U
COLIMATIbHBIN KOHTEKCT, B KOTOPOM
MIPUXOJUTCS PadOTATh U )KUTb;
OCHOBHBIC HCTOYHUKH WH(GOPMAIIUU U
pecypcehl AJisl pelIeHus 3a/1a4 U Ipobiem
B IPO(eCCHOHATBHOM H/WIH
COLIMAIBHOM KOHTEKCTE;

AITOPUTMBI BBITIOTHEHUS paboT B
po(hecCHOHANBEHOM U CMEXKHBIX
001acTIX;

MeTO/IbI PabOTHI B TPO(hEeCCHOHATBEHOM U
CMEXHBIX chepax;

CTPYKTYpY ILIaHa JJIsl peUICHHUs 3a/ad;
HOPSI/IOK OLIEHKHU Pe3yJIbTaTOB PEIICHUS
3a/1a4 MpoQeCcCHOHAILHON
NESITEIbHOCTH;

Homenknarypa nHbopMamoHHbIX
HUCTOYHUKOB, IPUMEHSIEMBIX B
npodecCHOHATBLHOM 1€ TeNTbHOCTH;
MPUEMBI CTPYKTYPHUPOBAHUS
uH(pOopMaLnu;

dbopmat ohopmIIeHHS PE3yIbTaTOB
NovcKka MHPOPMAIINHU, COBPEMEHHBIE
CpEACTBA M YCTPOMCTBA
uH(pOpMaTU3AIINY;

MOPSATOK UX TPUMEHEHUS U
nporpaMMHoOe oOecrieyeHue B
npo¢eCcCHOHATBHOM 1eTETLHOCTH B TOM
YHCIIe C UCTIOIb30BaHUEM LU(PPOBBIX
CPEICTB;

HOPMATUBHBIC ITPABOBBIC AKThI
Poccutickoii ®enepanuu B chepe
WH(OPMAIIMOHHBIX U
KOMMYHHKAITHOHHBIX TEXHOJIOTHIA;
HOPMATUBHBIE MTPABOBBIE AKTHI
Poccuiickoit ®eneparuu B chepe
nH(pOpMaIMOHHOM 0€3011aCHOCTH;
TpeOOBaHUS OXpaHbI TPY/A;
HMHTEPHET-PECYPCHI JIIsl OCYILIECTBICHUS
TPEBENI-NIOIICPHKKHU JEIOBBIX MOE3/10K;
METOJIbI 00PAOOTKH U 3aLTUTHI
uH(pOpPMAaLIUU C TPUMEHEHHEM CPE/ICTB

«OTIHYHO» -
TEOPETUYECKOE CO/ICPIKAHUE
Kypca OCBOCHO IOJIHOCTBIO,
6e3 nmpoOenoB, yMeHUs
c(OpMHPOBAHEI, BCE
NPEAyCMOTPCHHBIC
porpamMmoil yueOHbIe
3aJJaHHS BBITIOJIHEHBI,
Ka4eCTBO MX BBITOJIHCHHUS
OLICHEHO BBICOKO.
«X0poII10y» - TEOPETUIECKOE
coJiepKaHue Kypca OCBOSHO
MOJIHOCTBIO, 0€3 MpoOeoB,
HEKOTOPbIC YMEHHUSI
chOopMHUPOBAHBI
HEI0CTaTOYHO, BCE
MPEyCMOTPECHHBIC
nporpamMmoil yueOHbIe
3a7[aHus BBITIOJIHEHBI,
HEKOTOPbIE BUIBI 3aJaHUI
BBIMTOJTHEHBI C OITUOKAMHU.
«Y IOBIETBOPUTEIILHO) -
TEOPETUYIECKOE CO/IePIKaHNE
Kypca OCBOCHO 4aCTHYHO,
HO TIPOOEITB He HOCST
CYILIECTBEHHOT'O XapaKkTepa,
HEOOXOJMMBIC YMEHHUS
paboThI C OCBOGHHBIM
MaTepuasioM B OCHOBHOM
c(hOpMUPOBAHBI,
OOJIBIITUHCTBO
MPEyCMOTPEHHBIX
porpaMMoi 00yueHHs
y4eOHBIX 3aJaHU
BBITIOJTHEHO, HEKOTOPHIE U3
BBITTOJTHEHHBIX 3aaHUM
coJiepKaT OITUOKH.
«HeynoBrneTBOpUTEIHHOY -
TEOPETUIECKOE CO/ICPIKaHUE
Kypca He OCBOEHO,
HE0O0XOAMMbIE YMEHUS HE
c(OpMHPOBAHBI,

Kaknmu
poLeaypamMmu
MIPOU3BOUTCS
OLICHKA:

YeTHBIN onpoc
TecToBbIi KOHTPOJIb




UH(POPMALIMOHHBIX U
KOMMYHHKAITHOHHBIX TEXHOJIOTHIA;
COBpEMEHHbIE HH(POPMALMOHHbIE U
KOMMYHHUKAIIHOHHBIE TEXHOJIOTHH,
IpUMEHsIEMbIE B pab0Te C JOKYMEHTaMHU.

BBITIOJTHEHHBIC yUeOHbBIE
3a/IaHus coJiepKat rpyobie
OILIUOKH.

Ilepeyenb ymeHuii, 0cBanBaeMbIX B PAMKaX JUCIUIIHHBI

pacro3HaBath 3a/1a4y W/UiM npodiemMy B
po(hecCHOHATTLHOM H/HITU COIUATBbHOM
KOHTEKCTE;

aHAJM3UPOBATh 3a]1a4y U/UIIH IPodIemMy
U BBIICTATH €€ COCTaBHBIC YaCTH;
OTIpEeIATh ATAIbI PELICHUS 3a/1a4H;
BBISIBIIATH U 9(PPEKTUBHO HCKATh
uH(pOpMaILIKI0, HEOOXOTUMYIO IS
pellieHus 3aa4u U/ Uil mpoOIeMbl;
COCTaBJIATDH ILIAH JICHCTBUS,
OTIpeNIeNATh HEOOXOIUMBIE PECYPCHI;
BJIAJICTh aKTyaJIbHBIMH METOIaMH
paboTeI B MpodeccrnoHaIbHON 1
CMEXHBIX chepax;

pealn30BbIBATh COCTABICHHBIN TUIAH;
OILICHUBATh PE3YJbTAT U MOCIEICTBUS
CBOMX JICHCTBHIA (CAMOCTOSTENLHO I C
MOMOII[bIO0 HACTABHHKA);

OTIpEeNIeNATh 3a7auM JUIsl TOUCKA
uH(pOopMaLnu;

OTIpeNeNATh HEOOXOIMMbIE HCTOUHUKHU
uH(popMaLuu;

TUTAHUPOBATH MPOIIECC TTOUCKA,
CTPYKTYpHUPOBATH MOJIy4aEMYIO
UHPOPMALINIO;

BBIIETISITH HanboJiee 3HaYMMoe B
nepeyHe HHGpopmaIuy;

OIICHUBATh MPAKTHYECKYIO 3HAYNMOCTh
pe3yJIbTaTOB MOKCKA,

0(OpMIIATH PE3yIbTaThI OMCKA,
MPUMEHSITh CpeICTBAa MH(POPMAITMOHHBIX
TEXHOJIOTHH JIJIsl peIIeHUs
npodeCCHOHATBHBIX 3a/1a4;
UCIIOJIb30BaTh COBPEMEHHOE
pOrpaMMHOE 00ecTIeYeHHE;
UCTIOJIB30BaTh Pa3IMUHbIC IIH(PPOBHIE
CpEeICTBA JJISl peLICHUS
pod)eCCHOHANIBHBIX 3a71a4;
UCTIOJIb30BaTh CPE/ICTBA
UH(POPMALIMOHHBIX U
KOMMYHHKAITIOHHBIX TEXHOJIOTHH IS

«OTIHYHO» -
TEOPETUYECKOE CO/IePIKaHUE
Kypca OCBOCHO IMOJIHOCTHIO,
6e3 mpoOenoB, yMeHUs
c(hOpMUPOBAHEI, BCE
MPEyCMOTPECHHBIC
porpamMMoi yaeOHble
3aJJaHHS BBITIOJIHEHBI,
Ka4eCTBO MX BBITOJHCHHUS
OLIEHEHO BBICOKO.
«X0po1I0» - TEOPETUIECKOE
coJiepKaHue Kypca OCBOSHO
MTOJIHOCTBIO, 0€3 MpoOeoB,
HEKOTOPbIC YMEHUS
chopMHUPOBaHBI
HEI0CTaTOYHO, BCE
MPe1yCMOTPEHHbBIE
MPOrpaMMoOil yueOHbIe
3aJIaHus BBITIOJTHCHBI,
HEKOTOPBIC BUJIBI 3aJIaHUH
BBITIOJTHEHBI C OIITHOKaMH.
«Y 10BIETBOPUTEIILHO) -
TEOPETUYECKOE CO/IePIKaHUE
Kypca OCBOCHO YaCTUYHO,
HO MpoOesbl HE HOCAT
CYILIECTBEHHOT'O XapakTepa,
HE0OXOIMMbIE YMEHHUS
paboTHI C OCBOCHHBIM
MaTepHaiOM B OCHOBHOM
c(hOpMUPOBAHBI,
OOJIBIIUHCTBO
MIPETyCMOTPEHHBIX
MporpaMMoii 00y4deHus
y4eOHBIX 3aJaHU
BBITIOJTHEHO, HEKOTOPHIC U3
BBITIOJTHEHHBIX 3/ IaHAN
coJiepKaT OUTHOKH.
«HeynoBneTBOpUTEIHHOY -
TEOPETUYECKOE CO/IePIKaHUE
Kypca He OCBOEHO,
HE0O0XOAMMbIE YMEHUS HE

Onenka pe3ynbTaToB
BBITIOJIHCHUS
[IPAaKTUYECKON
paboThI
DKcnepTHOoe
HaOJIroeHue 3a
XOJIOM BBITIOJTHEHUS
MPAKTUYECKOMN
paboThI
IIpomexxyrounas
aTTecTaIus




NOJyYEHHUs U Mepeaun HHPOpMaLny;
BECTH U HCIIOJIB30BaTh B paboTe 6azy
KOHTAKTOB OpraHU3aliH;
yCTaHaBJIMBATh U MOJCP)KUBATH
KOMMYHHKAIMH B IIPOLIECCE EI0OBOIO
OOIIEHUS C TOMOILBIO CPECTB
UH(POPMALMOHHBIX U
KOMMYHHKAIIMOHHBIX TEXHOJIOTHIA;
oOecrieuynBaTh HHPOPMALTMOHHYIO
0€30MacCHOCTb 1€ATEIbHOCTH
OpraHu3aIuy;

NPUMEHSTH B paboTe cpecTBa
UH(POPMALIMOHHBIX U
KOMMYHHKAIIMOHHBIX TEXHOJIOTHIA;
BbIOMPATh GOPMBI INITAHUPOBAHUS U
0hOpMIIATH IUIAHUPOBIIMK (OpraHaisep)
PYKOBOJUTENS U CEKpeTaps;
OCYILECTBIISITH TPEBEI-TIOAICPIKKY
JIETTOBBIX MOE3/I0K;

UCTIOJIB30BaTh CPE/ICTBA
MH(OPMaLIMOHHBIX U
KOMMYHHUKAIIMOHHBIX TEXHOJIOTUI J1s
o0ecrieyeHns B3aUMOJICHCTBHS €
PYKOBOJUTENIEM BO BpeMsl €ro JIeT0BOM
MO€3]IKH;

OCYIIECTBIISATH cOOp, 00pabOTKyY
nH(pOpMalii, CUCTEMaTU3aLIUIO
MOJTy9aeMbIX U MepeaBaeMbIX JaHHBIX;
CKaHMPOBATh, KOIUPOBATh U
KOHBEPTHPOBATh JOKYMEHTHI B
pasnu4Hble pOpMaThI.

c(OpMHPOBAHBI,
BBHITIOJTHEHHBIC yUeOHbBIE
3a/IaHusl coJiepKat rpyobie
OIIUOKH.




1

AIAZIH
Ky Dy,

\)
&

Wil Fop,
W "y, A
v ,_;”/"/

-

e YACTHOE OBPA3OBATEJBHOE YUPEX/JEHUE
' NMPO®ECCHUOHAJBHOI'O OBPA3OBAHUS
BAIAJTHO-YPAJIbCKHUM I'OPHBIV TEXHUKYM»

A

R

Ipuiaoxenne 3.12
K OIIOII o crienuansLHOCTH

46.02.01 JloxymeHTallMOHHOE O0ecrieYeHUE
YIPaBJICHUS U apXHUBOBEICHHE

PABOYAS TIPOTPAMMA YYEBHOM JUCITATLIIAHBI

«OI1.06 PYCCKH SI3BIK B TIPO®ECCUOHAJBHOM JEATEJIbHOCTH»

Ilepmb, 2024 1.



COJEP)KAHUE

. OBIIASI XAPAKTEPHCTHKA PABOYEI ITIPOTPAMMEI
YYEBHOM JUCLUAILIUHBI

. CTPYKTYPA U COJIEP’)KAHUE YUYEBHOM
JUCHUIINHBI

. YCJIOBUSA PEAJIM3AIIMA YYEBHOM JUCITATLIIMHBI

. KOHTPOJIb Y OLIEHKA PE3YVJIbTATOB OCBOEHUSI
YYEBHOM JUCLUAILIUHBI



1. OBIIIASI XAPAKTEPUCTHUKA PABOYEN ITPOT'PAMMBI
YYEFHOU JUCIHUATIIAHBI
«OIL 06 PYCCKHMH A3BIK B TIPO®ECCUHOHAJBHOMN AEATEJIBHOCTH»

1.1. MecTo McuMIVIMHBI B CTPYKTYPe OCHOBHOM 00pa30BaTe/IbHOM NPOrpaMMbI:

Vuebnas mucumminHa «OIL06 Pycckmii s3bIKk B MpoecCHOHANBHON JeSTETbHOCTH

SBJISICTCSL 00s13aTeNIbHOM 4YacThio obmenpodeccrnonansaoro 1ukiaa OITOIT B cooTBeTcTBUU C
®OI'OC CIIO no cnenumanpHOocTH. 46.02.01 loKymMeHTaImoHHOE oOecleueHrue yNpaBlICHUsS WU
apXUBOBECHHUE.

Ocoboe 3HaueHue JUCLUIUIMHA UMeET Npu (OPMHUPOBAHUU M PA3BUTHHM KOMIIETEHIUM
OK 01, OK 02, OK 04, OK 05, OK 09.

1.2. Hean 1 niiaHupyeMble pe3yJbTAaThl 0CBOEHUS TUCIHUILJIMHBI:
B pamkax mporpaMMmbl y4eOHOW TUCIUIUIMHBI OOYYAIOIIMMHUCS OCBAWBAIOTCS YMEHUS

Y 3HaHUs
Kona IIK, | Ymenus 3HAHHUA
OK
OK 01 BJIaJIeTh NIPaBUJIAMH PYCCKOM | OCHOBHBIE KaHPbl OQHUIIMATBHO-/I€JI0BOTO CTHJIA,
OK 02 opdorpaduu, MyHKTYaIHH, coJZiepKaHue U CTPYKTYPY GyHKIMOHAIBHO-
OK 04 CTUJIMCTUKHU CTUJIMCTUYECKOTO IPOCTPAHCTBA AEJIOBOIO SA3bIKa,
OK 05 KOMITO3UIMIO JOKYMEHTHOT'O TEKCTa
OK 09 MUCbMEHHBIN TEKCT C TPaJULMK THCbMEHHOIO PEYEBOI0 MOBEACHUS B
IIK 1.2. | cobmoaennem TpeboBaHU JIEJIOBOM KOMMYHUKAaTUBHOM IPOCTPAHCTBE
IIK 1.7. oQUIMATBEHO-/IETIOBOTO CTHIIS
IIK 1.8 HCIOJIb30BATh 0COOEHHOCTH CBOJI IIpaBMJI pycckoi opdorpaduu u

sI3bIKa IOKYMEHTOB:
CTHITUCTUYECKH
MapKHPOBAHHYIO JIEKCUKY U
TEPMHUHOJIOTHIO, pEUYEeBBIE
KJTUILE ¥ IITAMIIBI,
yCTOHYHMBBIE 000POTHI,
IJIar0JIbHOE yIIpaBlieHHE,
MpaBuja yrnoTpeodaeHus
MIPOMMCHBIX M CTPOYHBIX
OYKB U T.J.

IMYHKTyalluu, OTBCHAIOIIUX COBPEMCHHOMY
COCTOSIHHUIO PYCCKOI'O A3bIKa

po¢eCCHOHAIBHO
COCTAaBIISATh, 0(OPMIIATH U
penaKkTUPOBATH JIEIIOBBIE
Oymaru ¢ yuetoMm
COBPEMEHHOM MPAKTUKU
UChMa

COBPEMEHHBIE HOPMBI YCTHON M MMCBbMEHHOMN peun

II0JI30BATHCS CIIPABOYHOU
JIUTEpPaTypou

ImpaBHjia, OTPAXKAOIHNE CTUIIUCTUICCKOC
MHOFOO6p8.31/IC 1 TMHAMHW4YHOCTb COBpCMCHHOI\/'I
PE€UIMn 1 ACJIOBOTO IMHUCbMa

BJIA/IETh KYJIbTYPOH pe4H Npu
IIpUEME TOCETUTEIICH.

IIpaBHJIa pEYCBOI'O 3TUKCTA

cnenuuKy peaakKTOPCKOi paboThI ¢ TEKCTaMHU
JIEJIOBOM JJOKYMEHTAIIUH.




2. CTPYKTYPA U COAEPXKAHUE YUEBHOM JUCIIUILINHBI

2.1. O0beM yueOHOI IMCUMIIIMHBI M BUABI Y4eOHO0# padoThI

Bua yueOHoii padoThl O0bem B yacax
O0bem 00pa3oBaTeJIbHOM MPOrPpaMMbI Y4eOHOM TUCIATIIUHbI 86

B T.4. B popMe NpPaKTHYECKOH MOATOTOBKH 8

BT. 4.

TEOpeTUIecKoe o0ydeHne 10
NPaKTUYECKHUE 3aHATHS 8
Camocmosmenvras paboma 68
[IpomexxyTouHas arrecrauus




2.2. TemaTn4yecKHuil IUVIaH U coJep:KaHue YUeOHOM TMCUMILTHHBI

Konanl
Oo0nem, akan. u / .
KOMIIeTeH U,
B TOM 4YHcJje B
¢dopmupoBanunio
HaumeHoBaHue Conep:kanue yueOHOro MaTtepuasa u GopMbl OPraHU3aAnUuM AeITeJIbHOCTH dopme
. KOTOPBIX
pa3/iesioB U TeM o0yuyarommxest NPaKTHYeCKOMH P
crnocodcTByer
NOATOTOBKH,
3JIeMEeHT
akaja. 4
NPOrpaMMmblI
Paznesn 1. Ctuim peun 4
Tema 1.1. Conep:xanue yueOHOro MaTepuaJia 4 OK 01
Cruin peumn. CoBpeMeHHBIH pycCKUil TUTEPATYPHBIN S3bIK U ero cTHin. O0Ias XxapakTeprucThKa OK 02
OdunuanbHo- o(umaNBEHO-ET0BOTO CTUJISI PEUH, €T0 OJACTHIICH U sKaHpoB. McTtopus OK 04
AeJI0BOM CTHJIb dbopmupoBanus 0PpHUIHATEHO-AETOBOTO CTUIIS. CTUIMCTHYECKHE OCOOCHHOCTH SI3bIKA OK 05
peun. JIEJIOBBIX OyMar. OK 09
K 1.2.
K 1.7.
IK 1.8.
Paznes 2. Hopmbl TUTEpaTypHOro si3bIKa B 1€JI0BOM JOKYMEHTALUH 40
Tema 2.1. Coaep:xanue y1eOHOro MaTepuasa 8 OK 01
Jlekcuueckue Br160p cnoBa. Jlekcuueckas coueraeMocTh. PeueBas n30biTouHocTs. [lneonasm. OK 02
HOPMBI B [1€/10BO# TaBronorus. PeyeBas HeqocTato4yHOCTH. [IapOHUMBI B cCOCTaBe 1€10BOM JIEKCUKH. OK 04
AOKYMEHTAaIUH. VYnorpebieHue 3aMMCTBOBaHUM B J1€510BO peun. Mcnonp3oBanue Gppa3eonornyeckux OK 05
CPEICTB B TEKCTaX JOKYMEHTOB. OK 09
B TOM umHciIe NPAKTHYECKUX 3aHATHIi U J1a0OPATOPHBIX PadoT 1K 1.2.
IIpakTnueckoe 3ansaTne Ne 1. PenakTpoBaHue TOKyMEHTOB: BBISIBICHHE IK 1.7.
JIEKCUYECKUX OIIHUOOK. 2 IIK 1.8.
IIpakTnueckoe 3ansaTue Ne 2. [Iposepounast paboTa no NpoieHHOMY MaTepHany
Tema 2.2. Conep:kanue y4eOHOIro MaTepuaa 8 OK 01
Mopdgoaoruyeckne | OcoOeHHOCTH yNOTPEOICHNS UMEH CYIIECTBUTENBHBIX B IOKYMEHTax. TpyaHOCTH B OK 02
HOPMBI B /1€J10BOM yIOTpeOJICHUH UMEH CYIIECTBUTENLHBIX, CBA3aHHBIE C KaTeropuei poja, yucia. OK 04




JOKYMEHTAIUH. CKJIOHEHHE UMEH CYIIECTBUTEIBHBIX COOCTBEHHBIX. OCOOCHHOCTH YIIOTpEOIeHUS OK 05
MECTOMMEHHUH B ToKyMeHTax. OcoOOEHHOCTH yIOTpeOICHHS YUCTUTENbHBIX U OK 09
COYETAaHWN UMEH YUCIUTENBHBIX C UMEHAMU CYILIECTBUTEIIbHBIMH. K 1.2.
B ToM uHcIIe NPAKTHYECKUX 3aHATHI U JJA0OPaTOPHBIX PadoT MK 1.7.
IpakTuueckoe 3ansitue Ne 3. PeqakTupoBanue JOKYMEHTOB: BBISBICHHE OLIMOOK, IIK 1.8.
CBSI3aHHBIX C YIIOTPEOJICHUEM UMEH CYIIECTBUTENIbHBIX. 5
IIpakTuyeckoe 3ansitue Ne 4. PejakTupoBanue J0KYMEHTOB: BBISIBJICHHE OLIHOOK,
CBSI3aHHBIX C YNOTPEOJICHNEM UMEH YUCIUTEIBHBIX 1 MECTOMMEHHUH.
Tema 2.3. Coaeprxanue yueOHOro MaTepuasa 14 OK 01
CuHTakcH4ecKkue [Ipennoxuoe u GecripeasiokHOE ynpasieHue. Beibop mpesiora u najaexxHoi (GopMsl. OK 02
HOPMBI B /1eJI0BOI [IpousBonusie nmpennoru. [Tagex qOMOTHEHHS MIPH IJ1arojax ¢ OTPUILIAHUEM. OK 04
JAOKYMEHTAIUH. HanusbiBanue nmanexeil. YpasiieHue Ipyu OJHOPOJHBIX WICHAX MPESIOKEHUS. OK 05
CormnacoBanue cKa3yeMoro ¢ MOAJIEkKalIuM, B TOM YUCJIE U C OJHOPOAHBIMU OK 09
noiexkanumMu. CoriiacoBaHue ONpeIeNieHU ¢ CyIeCTBUTEIIbHBIMU. Y TIOTpeOIeHUE [IK 1.2.
MIPUYACTHBIX U JIEEIPUYACTHBIX 000POTOB B IOKyMEHTax. TpyaHble ciiydau K 1.7.
000c00JIeHUS OTIpeIelIeHUI 1 00CTOATENbCTB. [lapaiensHbie CHHTAaKCHISCKUE IIK 1.8.
KoHCTpyKkuuu. CoriiacoBanue npuiioxkeHui. Tpyaabie cirydan 060co0IeHHs
MIPUIIOKEHUHN.
B ToM 4HnciIe NPAKTHYECKUX 3aHATHH M 1a00paTOpPHBIX pador
IIpakTnueckoe 3ansiTue Ne 5. I'naroibHOe 1 UMEHHOE YIIpaBJIEHUE B TEKCTaX
JTOKYMEHTOB.
IIpakTnueckoe 3ansaTue Ne 6. CoriiacoBaHue cKa3yeMoro ¢ MoJIeKaIuM:
CTHIIMCTUYECKHE OIMNOKN B TEKCTaX IOKYMEHTOB. )
IIpakTnueckoe 3ansaTue Ne 7. YnorpeOieHue napajuieabHbIX CHHTAKCHYECKUX
KOHCTPYKIIUH B TEKCTaX JOKYMEHTOB.
IIpakTnyeckoe 3ansitue Ne 8. CoriiacoBanue NpUIIOKEHUH U OTIpeieIeHui:
CTHJIMCTUYECKHE OIIMOKU B TEKCTAaX IOKYMEHTOB.
Tema 2.4. Copep:xanue yueOHOTO MaTepuana 10 OK 01
Hopmel B TOM unciie NPAKTHYECKUX 3aAHATHI 1 J1a00PaATOPHBIX padoT OK 02
NnpaBoNuCcaHusI B IIpakTnueckoe 3ansaTue Ne 9. Tunuunsie opporpaduueckue omnOKH B TEKCTaX OK 05
NeJI0BOiA CITyXeOHBIX JOKYMEHTOB. OK 09




AOKYMEHTAIMH. IIpakTnyeckoe 3ansiTue Ne 10. TunuuHble TyHKTYallMOHHBIE OITMOKH B TEKCTAaX K 1.7.
CIIy’>K€OHBIX JOKYMEHTOB. K 1.8.
IIpakTnyeckoe 3ansaTue Ne 11. [IpoBepounas pabora 1o npoiIeHHOMY MaTepuay.
Pasznea 3. [IpaBuiia ogpopmiieHrsi HAUMEHOBAHMH B TEKCTAaX JOKYMEHTOB 16
Tema 3.1. Conep:kanue y4eOHOIro MaTepuaa OK 01
IIpaBuia [IpaBuna opopmiieHHss HOMEHKIATYpHBIX HauMeHoBaHui. [IpaBuna opopmienus OK 02
oopmiieHUA anpecara. [IpaBmia opopmiieHHss HAUMEHOBAHUH BHIa JOKYMEHTA M 3ar0JIOBKA. 16 OK 05
HAUMEHOBAaHUH B [TpaBumna opopmiieHHs JaT, KaJeHJapHbIX CPOKOB, BpeMeHH. [IpaBuna opopmienns OK 09
TeKcTax quced. K 1.7.
JAOKYMEHTOB. B ToM 4uciie MpaKTHYeCKUX 3aHATHH M J1a00paTOpHBIX padoT [IK 1.8.
IIpakTnueckoe 3ansaTue Ne 12. YnorpebiieHrne nponucHoi OYKBBI B J€JIOBOM
JOKYMEHTAIUH.
IIpakTnuyeckoe 3ansitue Ne 13. PenaktupoBanue ciry>keOHbIX JOKYMEHTOB.
IIpakTnueckoe 3ansaTue Ne 14. [IpoBepounas paboTta 1o npoiIeHHOMY MaTepuay.
Pa3nen 4. Co3nanue TeKcTa JOKYMEHTAa 24
Tema 4.1. Conep:xanue yueOHOro MaTepuaJia 10 OK 01
Kommno3nunonnsie | KoMno3uius 10KyMEeHTOB: Jorudeckasi, GopManbHasi, peKBU3UTHAS, OK 02
0COOCHHOCTH nHpopmanroHHas. COOTHECEHHOCTh KOMIIO3HMILIUH € THUIIOM JToKyMeHTa. CriocoObl OK 05
AOKYMEHTOB. U3JI0’KEHUs MaTepuana B TokyMeHTe. Copa3MepHOCTb 4acTel TOKyMEHTA. OK 09
PyGpukanus. IK 1.7.
B ToM 4uciie MpaKTHYeCKUX 3aHATHH M J1a00paTOpHBIX padoT IIK 1.8.
IIpakTnueckoe 3ansaTue Ne 15. PenaktupoBanue ciy)keOHbIX JOKYMEHTOB.
IIpakTnuyeckoe 3ansitue Ne 16. [IpoBepounas pabora o npoiiIecHHOMY MaTepuaiy.
Tema 4.2. Coaep:xanue yueOHOro MaTepuasa 12 OK 01
Cocrasienue CayxeOHble TOKyMEHTBI: THIIOJIOTHUSI, 00pa31bl, s13bIK0BOE opopmieHre. OcobeHHOCTH OK 02
TeKCTOB COCTaBJICHUS TEKCTOB PACIOPSIAUTEIbHBIX, OPraHU3aMOHHO-TIPABOBBIX, OK 05
JOKYMEHTOB. MH(OPMALIMOHHO-CITPABOYHBIX TOKYMEHTOB. OCOOEHHOCTH COCTaBICHUS TEKCTOB OK 09
HesoBast JUYHBIX JIEJIOBBIX Oymar. JlenoBbie muchbMa: pa3sHOBHIHOCTH, IIPABHJIA COCTABJICHMUS, IIK 1.7.
Mepenucka. YCTOMYHBBIE A3BIKOBBIE KOHCTPYKIIMH. IIK 1.8.
B ToM 4HnciIe IPaKTHYECKUX 3aHATHH M 1a00paTOpHBIX padoT
IIpakTnyeckoe 3ansaTue Ne 17. CoctaBieHHe U CTHIINCTUYECKAs! IPABKA JOKYMEHTOB. | 2




IIpakTnueckoe 3ansaTue Ne 18. CocraBieHue U CTHIIMCTUYECKAs PAaBKa JIEIOBbIX
IIHCEM.
IIpakTuyeckoe 3ansaTue Ne 19. [Iposepounast pabota 1o npoiicHHOMY MaTepHay.

IIpomeskyTouHas aTTecTaums

Bcero:

86




3. YCJIOBUS PEAJIMBAIIMN YYEFHOM JUCHUTIJINHBI
3.1. Ans peanu3anuu mporpamMMbl y4eOHON JUCHUIUIMHBI JOJDKHBI OBITH PEAYCMOTPEHBI
CIIEYIOIINE CHIEIUAIbHBIE IOMEIIECHUS:
Kabuner «Pycckoro si3pika B TPO(ECCHOHATBHOW IESATSIbHOCTHY, OCHAIICHHBIN B
COOTBETCTBUH C II. 6.1.2.1 0O6pa3zoBaTEIBLHON MPOTPaAMMBI TIO CIIEIIUATBHOCTH.

3.2. UndopmanmonHoe odecneyeHne peaau3anun NporpaMmmbl

Jlia peanuzanuu MporpaMMbl OUOIMOTEUHBINH (GOHI 00pa3oBaTENbHON OpraHu3aluu
JOJIKEH UMETh NIeYaTHbIe W/UIN 3JIeKTPOHHbIE 00pa3oBaTeIbHbIe U MHPOPMAIIMOHHBIE PECYPCHI,
JUIS UCTIOJIb30BaHUs B 0Opa3oBarenbHOM npouecce. [Ipu ¢popmupoBanuu 6ubauoreqHoro Gpoxaa
00pa3oBaTesbHOM OpraHu3alueld BhIOMPAETCS HE MEHEE OJHOr0 M3JIaHUS U3 MEePEeYUCICHHBIX
HMXXC II€YaTHBIX I/ISIIaHI/Iﬁ n (I/IJII/I) SJICKTPOHHBIX I/I3[[aHI/Iﬁ B Ka4C€CTBC OCHOBHOI'O, IIPU 3TOM
CITMCOK, MOXECT OBITH JOITIOJIHEH HOBBIMH U3JJaHUSIMU.

3.2.1. OcHOBHBIE T€YATHBIE H3AHUSA

1. [omyGeBa, A. B. Pycckuii si3pIK U KyJabTypa pedu: y4eOHUK M TPAKTUKYM JUIS
cpennero  mpodeccuoHanpHoro  oOpazoBanusi/  A.B.TlonybeBa; mon  penakuuei
A. B. T'onmy6eBoii. — Mocksa: MUznarensctBo HOpaiit, 2020. — 386 c. — (IIpodeccronanpHoe
obpazoBanue). — ISBN 978-5-9916-7623-6.

2. NBanoBa, A. 0. Pycckuil Si3bIK B 1€JI0BOM TOKYyMEHTALUU: YYEOHUK U MPAKTUKYM
U1 cpenHero mpodeccrnoHanbHOro obOpaszoBaHus / A. lO. MiBanoBa. — 2-¢ u3z., mepepabd. u
nmorm. —  MockBa:  UWsmarenbctBo  FOpaiit, 2022.— 187 c.—  (IlpodeccuonansHoe
obpazoBanue). — ISBN 978-5-534-13860-3.

3. Mapsea, M.B. Pycckuii s3Ik B 1e710BOM qokymeHTaruu: yued. / M.B. Mapbea.
— M.: UH®PA-M, 2022. — 323 c. — (Cpenuee npodeccruoHaabHoe 00pa3oBaHUE).

4. Paxmanun, JI.B. Ctunuctuka AenoBOM peyd M pelaKTHUPOBAHHE CIYXKEOHBIX

JIOKYMEHTOB: yueb. nocobue / JI.B. Paxmanun. — 3-e usn., crep. — M.: ®JIMHTA: Hayka, 2019.
— 256 c. — (Ctunuctuyeckoe Hacaenue).

S. Tpodumona, O.B. OcHoBsl fenoBoro nuckma: yued. nocodue / O.B. Tpodumosa,
E.B. Kynuuk. — 5-e u3n., crep. — M.: ®JIMHTA, 2019. — 304 c.

3.2.2. OCHOBHBIE 3JIEKTPOHHbIC U3IAHUSA

1. ["aBpuiioBa, H. A. Pycckuii s3bIK ¥ KyJabTypa peuu : yueOHoe rnocobue jyist cro /
H. A. I'aBpunoBa. — 3-e u3na., crep. — Cankr-IlerepOypr : Jlanp, 2022. — 264 c. — ISBN 978-
5-8114-9229-9. — TekcT : 3neKTpoHHBIA // JlaHb : 3IEKTPOHHO-OMOIMOTEYHAs CUCTeMa. —

URL: https://e.lanbook.com/book/189325 (mara oOpamienus: 03.08.2023). — Pexum goctyna:
JUIS1 aBTOPH3. TIOJIb30BATEIICH.

2. ['onyGeBa, A. B. Pycckuii si3bIK U KyJabTypa peud: y4eOHUK M HPAKTUKYM JUIS
cpennero  mpodeccuonampHOro  obpazoanusi/  A.B.TomybeBa;, mom  pemakuuein
A. B. T'ony6eBoii. — MockBa: UznatensctBo Opaiit, 2020. — 386 c. — (IIpodeccuonansroe
obpazoBanue). — ISBN 978-5-9916-7623-6. — Texkcrt: snextpoHHBIN // OOpa3oBarenbHas
miatdopma IOpaiit [caiit]. — URL: https://urait.ru/bcode/449718.

3. WBanoBa, A. 0. Pycckuii Si3bIK B 1€I0BOM TOKyMEHTALUU: YY€OHUK U MPAKTUKYM
JUId cpefHero mpodeccuoHanbHoro obpaszoBanusi / A. }O. MBanoBa. — 2-e u3n., mepepal. u
morm. —  MockBa:  MsmarenbctBo  Opaiit, 2022.— 187 c.—  (IlpodeccuonansHoOe

obpaszoBanue). — ISBN 978-5-534-13860-3. — Texkcrt: snexTpoHHbI // OOpa3oBarenbHas
mwiatdopma FOpaiir [caiit]. — URL.: https://urait.ru/bcode/475543.

4. Mapsesa, M. B Hayunslit ctuib pycckoro s3bika. [Ipaktukym : yaeOHOe mocodue
s cio / M. B. MapeeBa. — 1-¢ u3n. — Cankr-IletepOypr : Jlans, 2023. — 116 ¢. — ISBN
978-5-8114-5994-0. — TekcT : aneKTpoHHBIN // JIaHb : 3MEeKTPOHHO-OMOIMOTEYHAsI CUCTEMa. —
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https://e.lanbook.com/book/189325

URL: https://e.lanbook.com/book/147235 (nara oOpamienus: 03.08.2023). — Pexum goctyna:
JIJIs aBTOPU3. TTOJIH30BATENECH.

S. Pycckwmii si3p1k U KyabTypa peur. [Ipaktukym. CroBapb: y4eOHO-IIPaKTHUECKOE
nocobue s cpeaHero npodeccuonanbHoro oopasosanus / B. 1. Uepnsik [u np.] ; mox obOmei
penakmueit B. [I. UepHsik. — 2-¢ uzn., nepepabd. m mon. — Mocka: M3marensctBo HOpaiiT,
2022. — 525 c. — (IIpodeccuonanpHoe obpazoBanue). — ISBN 978-5-534-03886-6. — Tekcr:
anekTpoHHbI  //  OOpaszoBarenpHass — miatdopma  FOpaiir  [caiit] —  URL:
https://urait.ru/bcode/469605.

6. Pycckuii s3pIK W KynbTypa pedd: Y4eOHMK U TPAKTHKYM JUISI CPEIHEro

po¢)eCCHOHAIBHOTO obpazoBanHus / B. 1. Yepnsik, A. W. Jlynes, B. A. Edbpemos,
E. B. Cepreea; mox obmeli pegakiueit B. JI. Uepusik. — 4-e usn., nepepad. u gon. — Mocksa:
MznarensctBo Opaiit, 2020. — 389 ¢. — (IIpodeccuonanproe odpazoanue). — ISBN 978-5-
534-00832-6. — Tekcr: anexTponHsIii // ObpazoBatenbHas miatdopma FOpaiit [caiit]. — URL:
https://urait.ru/bcode/452346.

3.2.3. JlonoJiHUTEIbHbI€ HCTOYHUKM:

1. KynbTypa yCTHOW W THCHMEHHOW peYd JEJIOBOTO 4YeJOBEKAa: CIIPABOYHHK-
npaktukym / H.C. Boguna [u ap.] — 23-e uzn. — M.: ®JIMHTA: Hayxka, 2020. — 320 c.

2. Pycckuii s3bIk ¥ KynbTypa peud. I[Ipaktukym. CioBaph: y4eOHO-TIPaKTUYECKOE
nocobue it cpeaHero npodeccuonanbHoro oopazopanus / B. JI. UepHsk [u ap.] ; mox obmiei
penakmueit B. JI. Uepnsk. — 2-e u3n., nepepad. u jgorm. — Mocksa: M3natenscrBo FOpaiit,
2022. — 525 c. — (IlpodeccuonansHoe odbpazoBanue). — ISBN 978-5-534-03886-6.

3. Pycckuii s3pIK W KyJdbTypa pedyd: Y4eOHMK M TPAKTUKYM JUIsI CPEIHErO

npodeccuonansHoro obpazoanus / B. JI. Uepnsk, A. U. [yneB, B. A. Edpemon, E. B.
Cepreesa; mopa obOmieii penakmueit B. JI. Uepnsk. — 4-e uza., nepepabd. u gomn. — Mocksa:
NznarensctBo HOpaiit, 2020. — 389 c. — (IIpodeccuonansHoe obpazoanue). — ISBN 978-5-
534-00832-6.

4. KynbTypa yCTHOH M MMCBMEHHOM peuu /e7I0BOro YeloBeKa: CIpaBOYHUK- IPAKTHUKYM /
H.C. Boauna [u ap.] — 23-e uzn. — M.: ®JIMHTA: Hayka, 2020. — 320 c.

Pozenrans, J.O. CrnpaBoYHHK 1O PYCCKOMY S3BIKYy: NpPaBOMHCAaHHUE, MPOWU3HOIICHHE,
autepatypHoe peaaktupoBanue//[.O0. Poszenrans, E.B. J[xanmxakosa, H.II. Kabanosa. 11-e
W3]1., Ucrpa. u jom. — M.: AUPUC-nipecc, 2020. — 496 c.

4. KOHTPOJIb 1 OHEHKA PE3YJBTATOB OCBOEHMUAA

YYEBHOM JUCIHUILIWHBI
Pe3yabTaThl 00yyeHUs ‘ Kputepuu ouenkn MeTtoab! OlleHKH
IlepeyeHb 3HAHMIi, 0CBAHUBAEMBIX B PAMKAX JIUCHHUIJIMHBI
OCHOBHBIE KaHPbI opunuambHo- | «OTIUIHO - OIICHKA Pe3yJIbTaTOB YCTHOTO U
JIEITOBOTO CTHJISI, COJIEPKAHUE U | TEOPETHUECKOE MMUCBMEHHOTO OTPOCa;
CTPYKTYPY (PYHKIIMOHATBHO- coJiepKaHue Kypca OIIEHKA PE3yJIbTaTOB
CTHITUCTHYECKOTO OCBOCHO IMOJTHOCTBIO, 0€3 BBITIOJTHEHUS MPAKTHYSCKUX
MIPOCTPAHCTBA JIEJIOBOTO SI3bIKA, | MPOOETOB, YMEHHS pabor;
KOMITO3UIUIO JOKYMEHTHOTO c(hopMHUPOBaHEI, BCE OIICHKA Pe3yJIbTaTOB
TEKCTa; PEeyCMOTPECHHBIE MIPOBEPOYHBIX PadOT;
TpaaUuLIMU TUCEMEHHOIO poTrpaMMoil yueOHbIe OLICHKA PE3YyIbTaTOB
pPCUCBOro NOBCACHUA B ACJTIOBOM | 3aJlaHH BBITTIOJIHCHEI, BBITIOJIHEHUS TECTOBBIX



https://e.lanbook.com/book/147235
https://urait.ru/bcode/452346

KOMMYHUKATHBHOM
POCTPAHCTBE;

CBOJI IIPABWJI PYyCCKOMN
opdorpaduu 1 MyHKTyaluu,
OTBEYAIOIIUX COBPEMEHHOMY
COCTOSIHHIO PYCCKOTO SI3bIKa;
COBpPEMEHHBIE HOPMBI YCTHOH 1
IHCEMEHHOW PeyH;

IpaBUiIa, OTPAXKAIOIINE
CTUJIMCTUYECKOE MHOTOOOpa3ue
U JTUHaAMHUYHOCTb COBpeMCHHOI\/JI
pcyuu 1 ACJTIOBOTO MUCbMaA,
IpaBUJia PEYEBOTO STHKETA;
crienuQuKy peraKTOpPCKOM
paboTHI C TEKCTAMH AETIOBOH
JOKYMEHTAIHH.

KaueCTBO WX BBIITOJIHEHUS
OLICHEHO BBICOKO.
«Xopomuo» -
TEOPETUUECKOE
coJiep’kaHue Kypca
OCBOEHO IMOJHOCTHIO, 6€3
po0OeIoB, HEKOTOPbIE
yMeHHs cPOPMHUPOBAHBI
HEJ0CTaTOYHO, BCE
PeIyCMOTPEHHBIE
IIPOrpaMMoil yueOHble
3aJlaHUs BHIIOJTHCHBI,
HEKOTOpBIE BUJIBI 3a/IaHUH
BBITIOJTHEHBI C OLTHOKaMH.
«Y IOBJIETBOPUTEIIHHO) -
TEOPETUUECKOe
coJiep’KaHue Kypca
OCBOCHO YaCTHYHO, HO
poOeJIbl HE HOCST
CYILLIECTBEHHOI'O
XapakTepa, He00X0IUMbIe
yMeHHsI paboThI ¢
OCBOEHHBIM MaTEpHAaiOM B
OCHOBHOM C()OPMHUPOBAHBI,
OOJBIINHCTBO
MIPETyCMOTPEHHBIX
porpamMmoit o0ydeHust
y4eOHBIX 3aJaHu
BBITTOJIHEHO, HEKOTOPHIE U3
BBITIOJTHEHHBIX 3a/1aHUN
COJIepIKaT OLIUOKH.
«HeynoBneTBOPUTENBHOY -
TEOPETUYECKOE
coJiep’kaHue Kypca He
OCBOEHO, HEOOXOIUMBIC
YMCHHUS HE
c(hopMUPOBaHBI,
BBHITIOJTHEHHBIE yUeOHbBIE
3aJlaHus COJEpKaT rpyonIe
OIIINOKHU.

3aJaHUM;
9K3aMEH

HepequL yMeHHﬁ, 0CBaAaMBACMbIX B paMKax TUCIHUIIJIMHBI

BJIAZIETh IPABUJIAMH PYCCKOM
opdorpaduun, mMyHKTyaIuH,
CTHITUCTUKH;

MPOAYLHUPOBATH MUCbMEHHBIN

«OTamuHOY -
TEOPETUIECKOE
coJiepKaHue Kypca
OCBOEHO ITOJIHOCTBIO, 0€3

OIIEHKa PE3yJIbTaTOB
BBITIOJTHEHUS PAKTHYECKUX
pabor;

OIICHKA Pe3yJIbTaTOB




TEKCT ¢ COOJII0OICHHEM
TpeGoBaHul OpUIHATIHHO-
JIETIOBOTO CTHIIS,
HCIIOJIb30BaTh OCOOCHHOCTH
SI3bIKA IOKYMEHTOB:
CTHJINCTHYECKH
MapKUPOBAaHHYIO JICKCHKY U
TEPMHHOJIOTHIO, PEYCBBIC

KJIIMIIC U ITaMIIBI, YCTOI\/JI‘-II/IBBIC

000pOTHI, TIAroJbHOE
yIpaBleHHE, TPaBUIIa

yrmoTpeOIeHUs MPONUCHBIX U

CTPOYHBIX 6YKB U T.AO.

npoeccCuoHaNbHO COCTABIIATS,
0(OpPMIISITh U PEIAaKTUPOBATH

JIeNIoBble OyMaru ¢ y4eTomMm
COBPEMEHHO NPAKTUKH
IIMCHbMA;

IIOJIB30BaThCs CIIPABOYHOU
JUTEPaTypou;

BIIQJIETh KYJIbTYPOU pedH IpH

Impueme MMOCETHUTEJIEH.

npo0esoB, yMEHHS
chopMHpOBaHEI, BCE
PeIyCMOTPEHHBIE
IIPOrpaMMoil yueOHbIe
3aJJaHHs BBITTOJIHEHHBI,
Ka4eCTBO UX BBHITIOJTHCHUS
OILIGHEHO BBICOKO.
«Xopo1ioy -
TEOPETUYECKOE
coJiepKaHue Kypca
OCBOEHO ITOJIHOCTBIO, 0€3
IpO0EIIOB, HEKOTOPHIE
YMEHUS CPOPMHUPOBAHBI
HEJIOCTaTOYHO, BCE
PeyCMOTPEHHBIC
pOTrpaMMOil yueOHbIC
3aJIaHHS BBITIOJIHEHBI,
HEKOTOPBIC BUBI 33/1aHUI
BBITTOJIHEHBI C OIINOKAMH.
«Y IOBJIETBOPUTEIBHOY -
TEOpPETUYECKOE
coJiepKaHue Kypca
OCBOEHO YaCTHYHO, HO
MPOOEIbI HE HOCST
CYIIECTBEHHOT O
XapakTepa, He00X0/IMMbIe
yMeHHUsI paboThI ¢
OCBOCHHBIM MaTEpHAIIOM B
OCHOBHOM C()OPMHUPOBAHBI,
OOJBIINHCTBO
IPEIyCMOTPEHHBIX
porpaMMoil o0yueHus
yueOHBIX 3aJaHH
BBIITOJIHEHO, HEKOTOPHIE U3
BBITTOJIHEHHBIX 3aJJaHUN
COJIEpKaT OIIHNOKH.
«HeynoBneTBOpUTEITHHO
TEOpPEeTUYECKOe
coJiepKaHue Kypca He
OCBOEHO, HEOOXOIUMBIE
YMEHUS He
c(OopMHpOBaHBI,
BBINTOJIHEHHBIC YYeOHBIE
3aJIaHusI COJIEPIKAT IPyOBIe
OILINOKH.

MIPOBEPOUHBIX padoT;
OLIEHKA PE3yJIbTaTOB
BBITTOJIHEHUS TECTOBBIX
3aJaHNM;

IK3aMEH.
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COJAEP)KAHHUE

. OBIIASI XAPAKTEPHCTHKA PABOYEI ITIPOTPAMMEI
YYEBHOM JUCLUAILIUHBI

. CTPYKTYPA U COJEPKAHUE YUEBHOM
JUCHUIINHBI

. YCJIOBUSA PEAJIM3AIIMA YYEBHOM JUCITATLIIMHBI

. KOHTPOJIb Y OLIEHKA PE3YVJIbTATOB OCBOEHUSI
YYEBHOM JUCLUAILIUHBI



1. OBIIIASI XAPAKTEPUCTHUKA PABOYEN ITPOTPAMMBI
YYEFHOU JUCIHUATIIAHBI
«OI1.07 KOMIIBIOTEPHASA OBPABOTKA TOKYMEHTOB»

1.1 MecTo AMCUMILIMHBI B CTPYKTYPe OCHOBHOI 00pa30BaTe/IbHOI MPOrpaMMbl:

VYueonas aucrumumHa «OI1.07 KommberotepHas o0paboTka JOKYMEHTOBY» SIBIISICTCS
o0s3aTensHOM YacThio obmenpodeccruonanpHoro mukia OITOIT B coorBerctBum ¢ ®I'OC CITO
no crneruanbHocTh 46.02.01 JlokyMeHTalmmOHHOE 00ecTIeueHre YIIPABICHHS U apXUBOBEICHNE.

Ocoboe 3HaueHue aucuuIuinHa uMmeeT npu GopmupoBannu u pazsutuu OK 01, OK 02,

OK 04.

1.2. leab ¥ IuIaHUMpPyeMble Pe3yJbTAThI 0CBOEHHS TUCIHMIIUHBI:
B pamkax nporpamMmbl yueOHON UCIUTIIMHBI 00yYaIOIIMMICS OCBaUBAIOTCS YMEHHUS

Y 3HAHUS
Kona IIK, | Ymenus 3HaHHuA
OK
OK 01, BBITIOJTHATH TPEOOBAHUSA IO OXpaHe MPaBUII IO OXpaHE TPYyJla U TEXHUKE
OK 02, TpyJa U TEXHUKE 0€3011aCHOCTU 0€3011acHOCTH
OK 04, OpraHU30BBIBATH pabouee MECTO JJisi | MPaBWJI OpraHu3aIuu pabovyero Mecrta
[IK 1.5 MakcUMaJbHO 3 (HeKTUBHON pabOThl | ceKpeTaps U PyKOBOAUTENS

podecCHOHATEHO OCYIIECTBIIATh
Habop, (hopMaTUPOBaHKE, BHIBOJ Ha
revyaTh, COXPAaHCHUE TEKCTOBOU U
nudposoii nHbpopMaIuu Ha
MEPCOHATHHOM KOMIIBIOTEPE

PYCCKOM U JIATUHCKOW KJIaBUATYpPBI
NEPCOHATBHOTO KOMIIBIOTEPA

YUTaTh, IOHUMATh U UCIPABIIATH
IIPOEKTHI IOKYMEHTOB, C
HCIIOJIb30BAHUEM CIIPABOYHO-
IIPABOBBIX CHCTEM

npaBui 0OPMIIEHHS TEKCTOBBIX
JIOKYMEHTOB Ha I€PCOHAIbHOM
KOMIIBIOTEPE.

IUTaHUPOBaTh pabouee Bpems,
UCIOJIBb3YS IPECTaBICHHbIE
3aJJaHus, IPOrpaMMHOe oOecTiedeHne
1 UCXOJHYIO JOKYMEHTAIUIO

BBIOMPATH TEXHOJIOTUIO CO3JIaHUS
JIOKYMEHTA.




2. CTPYKTYPA U COJIEP)KAHUE YUEBHOM JUCIHUILIAHBI

2.1 O0béM yueOHOI TMCUUTIMHBI U BU/IbI YU4eOHOH padoThl

Buj yueOHoi1 padoThl O0bém B yacax
O6beM 06pa3oBaTebHOI MPOrpaMMbI Y4eOHOI U CIHILITHHBI 90
B T.4. B opMe NPAKTUHYECKOH NMOATOTOBKH 16

B TOM 4YHUCJIC:

TEeOopeTu4ecKoe o0ydyeHue 2
MPAKTUYECKHUE 3aHITUS 16
Camocmosmenvras paboma 72

HpOMe)Ky'TOIIHaH aTTcCTaluusa




2.2. TemaTuyecKkuii MJIAH U coJep:KaHue YUeOHOM THCIMILTHHBI

Konanl
Oo6bem, ak. 9. / KOMIIETEHIIHIA,
HaumeHnoBanue B TOM YHCJIE ¢popMupoBanuio
Conep:kanue y4eOHOT0 MaTepHuaJa
pa3aeioB B (popme KOTOPBIX
. U ()OPMBbI OPraHU3ANUM JAeSITEJIbHOCTH 00y4aK0IIMXCS npaKTHYecKoi crocoBeTByeT
noaAroToBKH, ak. 4. 3JIEMEHT
nmporpamMmmabl

Pa3zpen 1 Opranusanysi KOMINbIOTEPHOH 00Pa00TKH JOKYMEHTOB 8/1
Tema 1.1 Coaep:xanue yueOHOro MaTepuaJia 8 OK 01,
CoBpemeHHbIe CoBpeMeHHbIE TEXHUYECKUE CPEACTBA CO3aHHsI TEKCTOBBIX JOKYMEHTOB OK 02,
TeXHUYECKHEe Lenu u 3agaun yaeOHOU TUCHUIITUHBL. Poib qUCIUIUIMHBL B PO eCcCHOHAIBHOM OK 04,
CpeacTBa CO3JJaHUA | IIOATIOTOBKE CIICIIHAJIUCTA. COBpeMeHHBIe aBTOMAaTU3UPOBAHHBIC CPEJICTBA CO3aHUA K 1.5
TeKCTOBBIX TEKCTOBBIX JOKYMEHTOB.
AOKYMEHTOB [TpaBuiia TeXHUKH 0€30MAaCHOCTH M TUTHEHUYECKUE PEKOMEHIAINU TP UCTIOJIb30BAHUU

cpenctB KT B npodeccnoHanbHOM 1eATeTbHOCTH.

B TOM YHCJI€ TPAKTUYECKHUX U JTa00OPaTOPHBIX 3aHSITHI:

B Tom unciie npakTHYECKUX 3AHATHI U J1a00pPaTOPHBIX PadoT

IIpakTuyeckoe 3ansaTue 1. Opranuszamus pabouero MecTa u Tpyaa oneparopa. 1
Paznen 2 OcBoeHue, NpUMEHeHHE  COBEPIICHCTBOBAHNE HABBIKOB 20/4

«CJIENOro» AecATUNAIBIEBOr0 MeTo/1a Habopa
Tema 2.1 OcBoenne | ConeprkaHue y4eGHOro MaTepuasa 16 OK 01,
KJIABHATYPbI OcBoeHMe KJIaBUaTyphl IEPCOHATBHOIO KOMITbIOTEpaA (pyccKuil mpudr) OK 04,
TEePCOHAILHOTO Cxema knaBuatypbl. «Crenoii» 1ecaTUNanbIeBblii METO] KIIaBHATYPHOTO Habopa, ero IK 1.5
KOMIIbIOTEpPa BO3MOXXHOCTH, IpeUMYyIecTBa U 3 (HEKTUBHOCTb.

(pyccknii mpudr)

BykBBI 1 3HaKM MpeNMHAHUS PYCCKOH KilaBUaTypsl. Micnonb3oBanue knasum Shift u
Caps Lock.

B Tom unciie npakTHYECKHUX M J1aA00PATOPHBIX 3aHATHM:

BrimonHeHne yrpakHEHUH Ha OCBOCHHE TEXHUKH M CKOPOCTH KOMITBIOTEPHOTO Habopa




TEKCTOBOW MH(OpMALIHK 1T0 OCHOBHOMY PSAY KIIABUATYPHI.

IIpakTnyeckoe 3ansTue 3. BoinonHenue ynpaxHeHU Ha OCBOCHHUE TEXHUKH U CKOPOCTH
kommbioTepHoro IlpakTuyeckoe 3anaTue 2. Habopa TEKCTOBOW MH(POPMALIUH 110
OCHOBHOMY U BEpXHEMY psi/iaM KJIaBUATYpBbI.

IIpakTuyeckoe 3ansaTHe 4. BrinonHeHue yrnpaxHEHUH HA OCBOEHUE TEXHUKU U CKOPOCTHU
KOMIIBIOTEPHOTI0 Habopa TeKCTOBOM MH(OpPMAILIMK [0 OCHOBHOMY, BEPXHEMY U HHXKHEMY
psiaM KJIaBUATYypHI.

IIpakTHyeckoe 3aHsTHe 5. BoimonHenue ynpaxHeHU Ha OCBOCHUE TEXHUKH Habopa
TEKCTOBOH M U(PPOBON MHPOPMALIUH C UCTIOIB30BaHUEM 3HAKOB IIPEMMHAHUS U AP
Y4EeTBEPTOIO psAJia KJIIABUATYpPHI.

Tema 2.2
Od¢opmiienue
mudposoro
MaTepuaJia

Coaep:xxanue yueOHOro MaTepuaJia

Odopmnenne nudpoBoro Marepuana

Ludpsr apadckue. Pumckue uncna. Bunsr qpodeii. MHOro3HaYHBIE YUCTA.

OcBoenne Tabauyvl cumeo106; 3HAKH, yIOTpeOIsieMble ¢ nuppamH.

Pabora ¢ nanensro Cnucox (HyMEpOBaHHbBIN, MAPKUPOBAHHBIN )

B TOoM unciie NpaKTHYeCKUX U J1a00PATOPHBIX 3aHATHI

IIpakTHyeckoe 3ansTHe 6. YorpebieHnue yncen apabCKUX U PUMCKUX B TEKCTOBBIX
paborax. [TapameTpsl HyMEepOBaHHBIX, MAPKUPOBAHHBIX CITUCKOB.

OK 01,
OK 02,
OK 04,

Pa3zgen 3

OcHoBHbIE npasuJjia (l)OpMaTHpOBaHI/Iﬂ TEKCTa

16/3

Tema 3.1
TpeOoBanus K
0(popMJICHUIO
CTPAHUILBI

Conep:xaHue y4eOHOro MaTepuaJia:

TpeboBanus kK 0(OPMIIEHUIO CTPAHULIBI

Pabota ¢ manenbto [TapameTpbl cTpaHUIIBL.

Pab6ota ¢ nanenbto AG3an. HazHaueHne GyHKIMOHAIBHBIX KIaBHILEH.
PaGora ¢ ObICTphIMU KJIaBHUILIAMHU.

B ToM 4nciie npaKTHYECKHUX M J1A00PATOPHBIX 3aAHATHI

IIpakTuyeckoe 3anaTHE /. YIOTpeOieHne 00UIEyIOTPEOUTENBHBIX COKPAIIEHHUI B
TEKCTOBOM JJOKYMEHTE.

OK 01,
OK 02,
OK 04

Tema 3.2
Odopmiaenue

Coaep:xanue yueOHOro MaTepuaJia

OdopmieHne 3aroIOBKOB U MMOJ3ar0JIOBKOB K TEKCTY.

OK 01,
OK 02,




3aroJIOBKOB M [TpaBuiia opopMIICHHUS 3ar0JIOBKOB U TI0[3aT'0JIOBKOB. OK 04
N0/13ar0JIOBKOB K B ToM 4nciie NPaKTHYeCKUX U JJA00PaTOPHBIX 3aHATHIT
TeKCTY IIpakTnyeckoe 3ansaTue 8. OhopmieHne 3aroJI0OBKOB U MOJ3ar0JIOBKOB K TEKCTY. 1
Tema 3.3 IIpuémbl | Coaep:kanue yueOHOTo MaTepHaJia: 4 OK 01,
BbICJICHUS [Tpuémpbl BbIICIEHUS OTACIBHBIX (PParMEHTOB TEKCTA OK 02,
OT/IeJIbHBIX OcHoBHBIE BUIBI IIPUDTOB. OK 04
¢parmenTon Pabora ¢ nanensto [llpughm: noquépKkuBaHue, pa3psaaka, yijaoTHEHUE, )KUPHBIA Ipu@T,
TEKRCTA NPONHCHBIE OYKBBI, MaJIble TPONUCHBIE OYKBBHI.

B TOoM unciie NpaKkTHYeCKUX U J1a00PATOPHBIX 3aHATHI

IIpakTuyeckoe 3ansaTue 9. [I[pumenenue npuémMoB BbIJENICHUS OTJEIbHBIX (PparMeHTOB 1

TEKCTOBOT'O IOKYMEHTA.
Paznen 4 Odopmitenne pa3JIMYHBIX BU/I0B TEKCTOBBIX padoT 16/4
Tema 4.1 lIpaBuia | Coagep:xxkanue yueOHOT0 MaTepHaJia: 16 OK 01,
(hopmaTrpoBaHust [TpaBuiia popMaTupoOBaHus OTAEIbHBIX PEKBU3UTOB TEKCTA OK 02,
OTAECJbHBIX [TpaBuna opopmiienus 6udbIuOrpapuueckux CBEACHUM, B T.U. YIEKTPOHHBIX PECYPCOB. OK 04
PEKBU3UTOB TEKCTA | [[papusna opopmIiieHUsI CHOCOK / CCHIJIOK Ha UCTOYHUKHU K TEKCTY.

[TpaBuiia opopmiieHrss MHOTOYPOBHEBOIO CIIUCKa. PyOpukanus Tekcra.

[TpaBuna opopmieHus: MpuUMeYaHUH, MPUITOKEHUN B TEKCTOBOM JIOKYMEHTE.

[TpaBuiia opopmileHHs MHOTOCTPAHUYHOI'O TEKCTOBOTO JOKyMeHTa. Hymepanus ctpanul.

Pabota ¢ pykonuceio. 3Haku KOPPEKTYpHOH MPaBKH.

B ToM 4nc/Ie NPaKTHYECKUX U JJA00PATOPHBIX 3aHATHI

IpakTnyeckoe 3ansaTue 10. OpopmieHne cHOCOK / OMOIMOTpaPUUECKUX CCHUIOK Ha 1

UCTOYHUK B TekcTe. OPopmileHrEe CIIUCKA UCTIOIb30BaHHBIX HCTOYHHUKOB.

IIpakTuyeckoe 3ansaTue 11. Odpopmnenue TurynpHoro aucra. OpopmiieHue 1

OTJIaBJICHUS/CO/IEPIKAHMSL.

IIpakTHyeckoe 3ansiTHe 12. BpinosHeHEe MHOTOCTPAaHUYHOTO TEKCTOBOTO TOKYMEHTA C 1

HyMepalueil cTpaHuil.

IIpakTnyeckoe 3ansaTue 13. Pabora ¢ pykonuceio. OdopmireHne TEKCTOBOTO TOKyMEHTa 1

I10CJIe KOPPEKTYPHOM MTPaBKH.




Pa3nea 5 HN3y4yenue JaTHHCKON KJIAaBHATYPbI 10/2
Tema 5.1 OcBoenne | Conepxxanue ydeOHOro MaTepuasa 10 OK 01,
KJIABHATYPbI OcBoeHue KJIaBUATyphI IEPCOHATEHOTO KOMIIbIOTEpa (JIATHHCKHHA HIpUQT) OK 04
NEePCOHAJIbHOI0 Cxema aTUHCKON KJIaBHATyphl. ByKBBI M 3HaKH IIpENUHAHUs, 0COObIe 3HAKU JTATUHCKON
KOMIIBIOTEPa KJIaBHATYPBHI.
(raTuHCKMi B ToM 4nciie NPaKTHYeCKUX U JJA00PaTOPHBIX 3aHATHIA
mpudr) IIpakTnyeckoe 3ansaTHe 14. BoinonHenue ynpaxHEeHUI Ha OCBOCHUE TEXHUKH U

CKOpPOCTH KOMITBIOTEPHOT0 HaOOpa TEKCTOBOM MH(POPMAIIUK IO OCHOBHOMY Py

KJIaBUATYyphl. BpINoaHEeHNE yrpaXKHEHUI Ha OCBOEHUE TEXHUKH U CKOPOCTU 1

KOMITbIOTEPHOI0 Habopa TeKCTOBON MH(OPMAIK [0 OCHOBHOMY U BEPXHEMY PsLy

KJIaBHATYPBHI.

IIpakTHyeckoe 3ansTHe 15. BhinonHeHNE yIpaKHEHUH HAa OCBOEHUE TEXHUKHU U

CKOPOCTH KOMITbIOTEPHOr0 Habopa TEKCTOBOM MH(POPMAIIMU TI0 OCHOBHOMY, BEPXHEMY U

HIKHEMY psAly KJIaBUaTypbl. BeilloyiHeHNE ylipa)KHEHUH Ha OCBOEHHE TEXHUKU Habopa 1

TEKCTOBOH U U(PPOBOH HHPOPMAITUH C UCTIONH30BaHHEM ITU(P U OCOOBIX 3HAKOB

4eTBEPTOrO psiJia KIaBUATYPBHI.
Paznen 6 Koncrpyuposanue Tadauig 6
Tema 6.1 Copnepxanue yueOHOro MaTepuasa 6 OK 01,
D®opmaTupoBanmne dopmaTupoBaHHe PEKBU3UTOB TaOIMIIbI OK 02,
PEKBU3UTOB PeKBU3UTBI M CTPYKTYPHOE TIOCTPOSHUE TAOIHIIBL. OK 04
Ta0IHLbI B ToM 4uciie NpaKkTHYeCKUX U J1a00pATOPHBIX 3aHATHIL:

IIpakTnyeckoe 3ansiTue 16. KoHcTpyrpoBaHue TOJIOBKY K TaOiIMLIaM: pocTas,

CJIOXHAsl, YCIIO)KHEHHAS.

IIpakTnueckoe 3ansTue 17. KonctpynpoBanue OOKOBHKA K TaOJIUIaM: TEKCTOBOM

(mpocToii, ycioXHEHHBIHN ), TU(POBOH, CMEIIaHHBIM.

[Mudposslie rpadsl B TabIMLAX.
Paznen 7 KomnblorepHasi 00padoTka 0CHOBHBIX BUI0B JOKYMEHTOB 14/3
Tema 7.1 Copepxanue yueOHOro MmaTepuasa 14 OK 01,
Komnbrorepubie KoMnbroTepHble TEXHOJIOTHH MOATOTOBKH IOKYMEHTOB OK 02,




TEXHOJIOInn
noaAroToBKHu
AOKYMCHTOB

PexBU3UTHI U CTPYKTYpHOE NIOCTPOEHUE JOKYMEHTA.

AxTtyanu3zanys “HGOpPMAIMK TOCPEICTBOM CIPABOYHO-TIPABOBON CHCTEMBI.

B ToM 4uncae NMPAKTUYIECCKUX U J'IaﬁOpaTOpHLIX 3aHSATHIA:

IIpakTuyeckoe 3ansiTue 18. KomnbroTepHas 00pab0Tka OCHOBHBIX PEKBU3UTOB

JOKYMEHTA. 1
IIpakTnyeckoe 3ansTue 19. KomnprorepHas o6paboTka OpraHu3aiioHHON 1
JOKYMEHTAIUH.

IIpakTnyeckoe 3ansaTue 20. KomnprorepHas 00padoTKa pacopsIANTEIbHON 1

AOKYMCHTAlIUU

IIpakTuyeckoe 3ansaTue 21. KomnproTepHas 00paboTka HHPOPMAITMOHHO-CIIPABOYHOM
JIOKYMCHTAIUH.

IIpakTuyeckoe 3ansaTue 22. EMIlonroroska TekcToBoro qokymenrta. Pabora ¢ makerom
MHOTOCTPaHUYHOI'O JIOKYMEHTA C UCIIOJIb30BAHUEM CIIPABOYHO-TIPABOBOW CUCTEMBI.

OK 04

HpOMe)KyTO‘lHaH aTrecranus B Q)OpMe IK3aMCHOB

BCEI'O

90




3. YCJIOBHUA PEAJIN3AIIMM YYEBHOM TUCIUILIMHBI

3.1. JIna peanusaiuy mporpaMMbl yueOHOW TUCIUIUIHHBI JOJDKHBI OBITH MPEIYyCMOTPCHBI
CIIC/IYIOIIHE CIICIUATBHBIC TOMEIICHHUS:

JIaboparopust «KoMIbl0TEpHO# 00pabOTKH JOKYMEHTOBY, OCHAIIICHHAsI B COOTBETCTBHUH C TI.
6.1.2.3 06pazoBaTeIbHON MPOTPaAMMBI IO CIICIIUATHHOCTH.

3.2 UudopmanuonHoe odecrieyeHne peajau3alui MPorpaMmmbl

Jliist peanu3anuu mporpaMMbl OUOJIMOTEYHBIH (OH 00pa30BaTEIbHON OpraHU3aIK JTOJIKCH
UMETh TICYaTHBIC W/WIIM DJIEKTPOHHBIC 00pa3oBaTelbHbIC M WH(GOPMAIMOHHBIC pPECypChl, s
WCIIONIb30BaHUS B oOpa3oBaTenbHOM mporiecce. [Ipu ¢opmupoBanun OubnamoreyHoro QoHaa
00pa3oBaTeNbHON OpraHu3anueil BRIOUPAETCs HE MEHEe OHOTO MU3JaHUs U3 MEePCUNCICHHBIX HUXKE
MEYATHBIX W3JaHWi W (WJIM) DJIEKTPOHHBIX W3JaHWH B Ka4eCTBE OCHOBHOTO, IMPH JTOM CITHCOK,
MOJKET OBITh JIONIOJIHEH HOBBIMH H3IaHHUSIMH.

3.2.1 OcHoBHbIE MeYATHEIE U3AAHUS

1. JlokymMeHTOBeleHHe: YYEOHHK M TPAKTHKYyM Ui CPEeJHEero MpodecCHOHAILHOTO
obpazoBanus / JI. A. Jloponuna [u ap.] ; mox penakmaueit JI. A. [lopoHuHoi. — 2-¢ u3g., nepepad. u
nor. — Mocksa: U3narensctBo FOpaiit, 2022. — 309 ¢. — (IIpodeccuonansHoe oOpa3oBanue). —
ISBN 978-5-534-04330-3.

2. KopueeB, W.K. JlokymeHTannoHHOe oOOeCI€YeHHE YIPABICHUSA: YYEOHHK U
NPaKTUKYM i cpeaHero mnpodeccuonanbHoro odbpaszoBanus / U. K. Kopnaees, A. B. Ilmenko,
B. A. MamypuieB. — 2-e u3m., nepepad. u gorm. — MockBa: MzmatensctBo Opaiit, 2022. —
384 c. — (IlpodeccuonanbHoe obpazobanue). — ISBN 978-5-534-05022-6.

3. Kysnenos, . H. JlokyMmeHTanimonHoe obecnieueHue ymnpasieHus. JJokymeHToo00poT
U JICNONPOU3BOJICTBO: YYCOHUK M MPAKTHKYM ISl CpelHEero MpoecCHOHANBHOrO oOpazoBaHus /
. H. Ky3nenoB. — 3-¢ wu3n., nepepad. m jgom. — Mocksa: M3ngarensctBo HOpaiit, 2022. —
462 c. — (ITpodeccuonanproe odpazosanue). — ISBN 978-5-534-04604-5.

4, Ueprtkora, E. A. Crartuctuka. ABToMaru3anus 0o0paboTku uHGOpMaIuu: ydeOHOe
nocoOue i cpenHero npogeccuoHanbHoro obpasosanus / E. A. UepTkoBa. — 2-e u31., UCIp. U
nor. — Mocksa: U3narensctBo FOpaiit, 2022. — 195 ¢. — (IIpodeccuonansHoe oOpa3oBaHue). —
ISBN 978-5-9916-9342-4.

3.2.2. OcHOBHbBIE JJICKTPOHHBIC U3IaHUS

1. AnekceeB, B.A. Undopmaruka. [Ipaktuueckue paboThl : y4. mocobue / B. A.
AnexceeB. — Cankrt-IletepOypr : Jlanp, 2023. — 256 c. — ISBN 978-5-8114-4608-7. — Texkcr :
AIEKTPOHHBIN // Jlanp : ANIEKTPOHHO-0MOIMOTEIHAS cucTeMa. — URL:
https://e.lanbook.com/book/148244 (nara oOpamenus: 03.08.2023). — Pexum gocryma: s
aBTOPH3. NIOJIb30BATEIICH.

2. BypnaeBa, O. I'. O0OpabGotka u mpencrtaBieHue naHHslx B MS Excel : ydueGHOe
nocoowue s cro / . — 2-e u3n., crep. — Cankr-IlerepOypr : Jlanp, 2022. — 156 ¢. — ISBN 978-
5-8114-8951-0. — Texkcr : 3nexTpoHHbIH // JlaHb : 3neKkTpoHHO-OuONMoTeuyHas cucrema. — URL:
https://e.lanbook.com/book/185903 (mara oOparmienus: 03.08.2023). — Pexum gocryma: s
aBTOPH3. MTOJIb30BATENEH.

3. JlokymeHTOBeIcHHE: YYEOHMK W TPAKTHKYM ISl CPEIHEro MpodecCHOHATBHOTO
obpazoBanus / JI. A. Jloponuna [u nap.] ; mox penakiueit JI. A. JlopoHuHOU. — 2-€ U31., Iepepad. u
non. — Mocksa: M3gatensctBo FOpaiit, 2022. — 309 ¢. — (IIpodeccnonansHoe oO6pa3oBaHue). —
ISBN 978-5-534-04330-3. — Tekct: anexTponHsbIi / OOpa3oBarenbHas miatdopma FOpaiT [caiT].
— URL.: https://urait.ru/bcode/469701.



https://e.lanbook.com/book/148244
https://e.lanbook.com/book/185903

4. Eropos, B. II. JlokymeHTOBeIcHHE U TOKYMEHTAIMOHHOE 00ECIieueHHe yIpaBIeHUsS
B YCJIOBHSX ITU(GPOBOM 3KOHOMHKH : yueOHoe nocodue s cro / B. I1. Eropos, A. B. CiuabkoB. —
3-e uzn., crep. — Cankr-IlerepOypr : Jlanb, 2023. — 372 c. — ISBN 978-5-507-45999-5. — Texkct
. oJeKkTpoHHbi  //  Jlamp ANEKTPOHHO-OMOMMoTeyHass ~ cucrema. —  URL:
https://e.lanbook.com/book/292970 (mara oOpamienus: 03.08.2023). — Pexum gocrtyma: s
ABTOPH3. MTOJIb30BATEIICH.

5. XKypasnes, A. E. Uadopmaruka. [Ipaktukym B cpeae Microsoft Office 2016/2019 :
yaeOHoe nocobue s cro / A. E. XKypasneB. — 4-e uzn., crep. — Cankr-IlerepOypr : Jlansp, 2023.
— 124 c. — ISBN 978-5-507-45697-0. — Tekct : anekTpoHHBIA // JlaHb : 3IEKTPOHHO-
oubnmuoreunas cucrema. — URL: https://e.lanbook.com/book/279833 (mara oOpamieHwus:
03.08.2023). — PexwuM jgocTyma: Ui aBTOPU3. TOJIb30BATEIICH.

6. 3y6oga, E. JI. Uadopmatuka u UKT : yuebroe nmocodbue mis cno / E. JI. 3yboBa. —
4-e m3n., crep. — Cankr-IlerepOypr : Jlans, 2023. — 180 c. — ISBN 978-5-507-47171-3. — Tekcr
. oNeKkTpoHHbI  //  Jlamp ANICKTPOHHO-OMOMMoTeyHas  cuctema. —  URL:
https://e.lanbook.com/book/336194 (mara oOpamenus: 03.08.2023). — Pexum pocryma: yis
ABTOPH3. MOJIb30BATEIICH.

7. KanmeikoBa, C. B. Pabora ¢ tabnumamu Ha mpumepe Microsoft Excel : yueOHOe
nocobue s cro / C. B. Kanmeikosa, E. 0. fpomesckas, U. A. MBanoBa. — 3-e u3a., crep. —
Canxkr-IlerepOypr : Jlanp, 2023. — 136 c. — ISBN 978-5-507-47099-0. — Tekcr : 37eKTpOHHBIH //
Jlanp : snekTpoHHO-OMOIMOTe4yHass cuctema. — URL: https://e.lanbook.com/book/328529 (nmata
obpamenusi: 03.08.2023). — Pexum goctyna: AJis aBTOPU3. MOJIb30BATENCH.

8. KopueeB, W.K. JlokymeHTannoHHOE OOECIICUYCHHE YIPABICHUSA: YYCOHHK U
NpakTUKyM sl cpenHero npodeccuonanproro ooOpasosanusi/ U. K. Kopuees, A. B. ITmenko,
B. A. MamypueB. — 2-e usn., nepepadb. u nomn. — Mocksa : UsparensctBo FOpaiit, 2022. —

384 c.— (IlpodeccuonanvHoe  oOpazoBanue). —  ISBN 978-5-534-05022-6. —  Tekcrt:
DIIEKTPOHHBIN / Ob6pa3oBarenbHas iatdopma IOpaiit [caiT]. — URL:
https://urait.ru/bcode/472550.

9. Kynunos, 0. W. IlpakTukym 1o ocHOBaM COBpPEMEHHON HH(OPMATHKHU : yueOHOoe

nocooue s cro / FO. U. Kynunos, @. @. ITamenko, A. 10. Kenuna. — 2-e u3n., crep. — CaHKT-
[TetepOypr : Jlanp, 2021. — 352 c. — ISBN 978-5-8114-8252-8. — Texkcr : anekTpoHHbI# // JlaHb :

JNIEKTPOHHO-OMOMMoTeynass cuctema. — URL:  https://e.lanbook.com/book/173799  (mara
obpamienus: 03.08.2023). — Pesxxum goctyna: Ajsi aBTOPH3. MOJIb30BaTENCH.
10.  Kyznenos, U. H. JlokymeHTanImOHHOE 00ecTieueHre ynpapieHus. JJokyMeHTo000poT

U JICNONPOU3BOJICTBO: YYCOHUK M MPAKTHKYM IS CpelHEero MpoecCHOHANIBHOrO oOpazoBaHus /
. H. Ky3nenoB. — 3-¢ wu3m., mepepad. m gom. — Mocksa: M3ngarensctBo HOpaiit, 2022. —
462 c.—  (IlpodeccuonanbHoe  obOpazoBanue). —  ISBN 978-5-534-04604-5. —  Tekcrt:
AIEKTPOHHBIN /l O6pa3zoBarenpHas maTdopma Opaiit [caiit]. — URL:
https://urait.ru/bcode/470020.

11.  Jlomarun, B. M. Undopmaruka : yue6nuk ans crno / B. M. Jlonarun, C. C. KymkoB.
— 2-e u3 ., uctp. u gon. — Cankr-IlerepOypr : Jlanp, 2022. — 212 ¢. — ISBN 978-5-8114-9430-
9. — Tekcr : osnektpoHHbId // JlaHb : SJeKTpoHHO-OMONMMoOTeuHass cucrema. — URL:
https://e.lanbook.com/book/221225 (nara oOpamenus: 03.08.2023). — Pexum gocrtyma: s
aBTOPH3. NOJIb30BATEIICH.

12.  UYeptkoBa, E. A. Craructuka. ABToMartuzanus oOpaboTku wHOpMAaIuu: ydeOHOe
nocooue I cpeaHero npodeccrnoHaibHOTO 00pa3zoBanus / E. A. UepTtkoBa. — 2-¢ W31., UCIIP. U
nor. — Mocksa: U3natensctBo FOpaiit, 2022. — 195 ¢. — (IIpodeccuonansHoe oOpa3oBaHue). —
ISBN 978-5-9916-9342-4. — Tekcrt: anekTpoHHbIi // O6pa3oBaTenbHas miaatdopma KOpaiit [caidr].
— URL: https://urait.ru/bcode/471306.

3.2.3. JlonoJTHUTEIbHbI€ HCTOYHUKM:
1. TOCT P 2.106-2019. Hauwmonanbnbiii crangapt Poccuiickoit ®enepanuu. Enunas
cucreMa KoHCTpykTopckod mokymentanuu (ECK]I). TexcroBbie HOoKyMmMeHTHI (YTB. U BBEIEH B

3


https://e.lanbook.com/book/292970
https://e.lanbook.com/book/279833
https://e.lanbook.com/book/336194
https://e.lanbook.com/book/328529
https://e.lanbook.com/book/173799
https://e.lanbook.com/book/221225
https://urait.ru/bcode/471306

neiicteue [Tpukaszom dDenepaabHOrO areHTCTBA MO TEXHUYECKOMY PETYIMPOBAHHIO U METPOJIOTHH
(Poccranmapt) ot 29.04.2019 Ne 176-cT).

2. TOCT P 7.0.97-2016. HammonanwHbiii ctanmapt Poccuiickoit ®enepanuu. Cucrema
uH(popMaIuy, neny (CUBUN).
Opranu3anuoHHO-PACTIOPSIUTENbHAS JOKYMEHTalus. TpeOoBaHus K O(POPMIICHHIO JOKYMEHTOB

CTaHJapTOB  IIO OUOJIMOTEYHOMY M HM3AATEIbCKOMY

(yrB. Ilpukazom @enepanbHOTO areHTCTBA IO TEXHUYECKOMY DETYJIHPOBAHUIO U METPOJIOTUU
(Poccrannmaprt) ot 08.12.2016 Ne 2004-cT).

3. TOCT 7.32-2017. MexrocyaapCcTBeHHBIH
uHdopmanuu, OuOmmoreyHomy u  wu3narenabckomy gneny (CHUBU]).

CTaHaapT. Cucrema CTaHaapTOB  II0

Otuér o0 HayyHO-
uccienoBarenbekoir padore (Otuér o HUP). Crpykrypa u mpaBuna odopmieHus (BBEIEH B
nercreue Ilpukasom PenepanbHOrO areHTCTBAa IO TEXHUYECKOMY PETyJIMPOBAHUIO U METPOJIOTUU

(Poccranmapt) ot 24.10.2017 Ne 1494-ct) (¢ [TonpaBkamu).

4. KOHTPOJIb U OHEHKA PE3YJBbTATOB OCBOEHMUSA

YYEBHOM JUCLUAILIUHBI

Pe3yabTaThl 00yyeHus

‘ Kpurtepun onenkn

MeToabI OIEHKH

Hepeqenb 3HaHHﬁ, 0CBAUBACMBIX B paMKax JUCHHUILJIHHBI

IpaBUJI 110 OXpaHe TpyJa U
TEXHUKE 0€30I1aCHOCTH;
IpaBUJ OpraHU3aluu
paboyero Mecra ceKperaps u
PYKOBOJIUTEIIS;

PYCCKOM M JTaTUHCKOM
KJIQBHATYPBI IEPCOHATBHOTO
KOMIIbIOTEPA,

paBuiI 0POPMIICHHS
TEKCTOBBIX JOKYMEHTOB Ha
NEePCOHATBHOM KOMITBIOTEpE.

«OTIMYHO» - TEOPETHUECKOE COJICpKAHHE
Kypca OCBOEHO IOJIHOCTBIO, 0€3 MpobOesoB,
yMEHUs COPMHUPOBAHBI, BCE
PEIyCMOTPEHHBIE IPOTPAMMO yueOHbIe
3aJJaHNS BHITTOJIHEHBI, KAYECTBO MX
BBITTOJIHEHHSI OIICHEHO BBICOKO.

«X0poIIO» - TEOPETHIECKOE COJIEPIKAHNE
Kypca OCBOEHO IOJIHOCTBIO, 0e3 MpoOesoB,
HEKOTOpble yMEHUs c(hOpMUPOBAHBI
HE/I0CTaTOYHO, BCE MPEYCMOTPEHHBIE
IporpaMMoil yueOHbIe 3a1aHus
BBITTOJIHEHBI, HEKOTOPBIE BHIBI 3aJJaHUN
BBITTOJIHEHBI C OIINOKAMH.

«Y IOBJIETBOPUTEIEHOY - TEOPETHIECKOE
coJiepKaHne Kypca OCBOCHO YaCTUYHO, HO
po0esbl He HOCAT CYIIECTBEHHOTO
XapakTepa, He0OOXOAUMbIE YMEHUS pabOThI
C OCBOEGHHBIM MaTe€pHajIOM B OCHOBHOM
chopMHpPOBaHbI, OOJIBIIMHCTBO
MPEIYCMOTPEHHBIX MPOTPAMMOK 00y4IEeHHUS
y4eOHBIX 3aJ]aHUH BBITTOJTHEHO, HEKOTOPHIE
13 BBIITOJIHEHHBIX 33JJaHUN COAepIKaT
OIHOKH.

«HeynoBneTBOpUTENBbHO» - TEOPETHUECKOE
coJiepKaHue Kypca He OCBOCHO,
HE00X0AMMBbIE YMEHHS HEe CPOPMUPOBAHBI,
BBINOJIHEHHBIE YUeOHbBIC 3a/1aHUS
coJiepkat rpyOblie OMIMOKH.

AHanu3 pe3ynbTaToB
TECTOBBIX 33/IaHUU.
DKCnepTHOE
HaOJIIOJICHUE U OLICHKA
3a JICUCTBUSMU
oOyyJaronuxcs Ha
MPAKTUYECKUX
3aHATUSX.

Texymuili KOHTPOJIb
NPUMEHEHUS 3HaHUI B
X0/1€ BBITTOJIHEHUS
MPAKTUYECKUX
3aaHuN.

DK3aMeH.




Hepeqenb YMeHHi/'I, 0CBaAaMBACMbIX B paMKaXx JUCHUIIJIMHBI

BBITOJIHATH TPeOOBAHUS IO
OXpaHe TpyJa U TeXHUKE
0€30I1aCHOCTH;
OpraHU30BBIBATH pabouee
MECTO AJI1 MaKCUMaJIbHO

3 pexTUBHOM pabOTHI;
npoeccuoHaIbHO
OCYIIECTBIISITH HAOOD,
¢dbopmaTrpoBaHue, BEIBOJ Ha
neyaTh, COXpaHEHHE
TEKCTOBOH 1 IIPPOBOI
uHpopManuu Ha
MEPCOHAIIBHOM KOMIIBIOTEPE;
YUTaTh, TOHUMATh U
UCIIPABIIATH MPOEKTHI
JIOKYMEHTOB, C
UCTIOJIb30BaHUEM
CIPaBOYHO-TIPABOBBIX
CHCTEM;

IUTAaHUPOBATh paboyee
BpeMsl, UCTIOJIb3YS
Ipe/CTaBICHHbIE 3aJaHNs,
nporpaMMHoe o0ecrieyeHune
U UCXOJHYIO
JOKYMEHTAIHUIO;

BbIOMpATh TEXHOJIOTHUIO
CO3JIaHUs IOKYMEHTA.

«OTINYHOY» - TEOPETUUECKOE CO/ICPIKAHNE
Kypca OCBOEHO IOJIHOCTHIO, 0e3 mpoOesoB,
yYMEHUs1 COPMHUPOBAHEIL, BCE
IpeyCMOTPEHHBIE TPOTPaMMON YaeOHBIe
3a1aHUs BBIOJHEHBI, KAYeCTBO X
BBITIOJIHEHUS OIIEHEHO BBICOKO.

«XO0pOIIoY - TEOPETHYECKOE COJICPIKaHHE
Kypca OCBOEHO IOJIHOCTHIO, €3 MpoOesoB,
HEKOTOPbIC YMEHHS COPMHUPOBAHBI
HEJI0OCTaTOYHO, BCE MPEyCMOTPEHHBIC
mporpamMmoil yueOHbI€ 3aJaHus
BBITIOJTHEHBI, HEKOTOPBIE BH/IbI 3a1aHHUI
BBITIOJTHEHBI C OIIHOKaMH.

«Y IOBIIETBOPUTEIHHOY - TEOPETHYECKOE
CoZIep’)KaHHe Kypca OCBOCHO YaCTHYHO, HO
npoOeIbl He HOCAT CYLIECTBEHHOTO
XapakTepa, He00X0AUMbIE YMEHUS pabOThI
C OCBOCHHBIM MAaTEPUAJIOM B OCHOBHOM
chopmMupoBaHbl, OOJIBITUHCTBO
IPeyCMOTPEHHBIX IPOTrPaMMOi 00ydIeHUS
y4eOHBIX 3aJ]aHUH BHITOJHEHO, HEKOTOPHIE
U3 BBITIOJIHEHHBIX 3aJIaHUH CONlepKaT
OLIMOKH.

«HeynoBneTBOpUTENBEHO» - TEOPETHUECKOE
coJiepKaHne Kypca He OCBOCHO,
HEOOXOIMMbIC YMEHUS HE CHOPMHUPOBAHHI,
BBINIOJTHEHHbBIE YueOHbIC 3aIaHUs
cojiepKaT rpyObie OIOKH.

DKCHepTHOE
HaOJro/IeHuE 3a
JIEUCTBUAMU
oOyuarolerocst B Xozie
BBITMIOJTHEHUS
MPaKTUYECKOU
paboTHI.

AHanus pe3ynbTaToB
HaOroIeHus 32
JESTEIIbHOCTHIO
oOyyJaromierocs B Xo/1e
BBITIOJTHEHUS
MPaKTUYECKOU
paboTHI.

Ornenka pe3yabTaToB
BBITIOJTHEHUS
MPAKTUYECKOU
paboTHI.

DK3aMeH.
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. OBIIASI XAPAKTEPHCTHKA PABOYEI ITIPOTPAMMEI
YYEBHOM JUCLUAILIUHBI

. CTPYKTYPA U COJEPKAHUE YUEBHOM
JUCHUIINHBI

. YCJIOBUSA PEAJIM3AIIMA YYEBHOM JUCITATIIMHBI

. KOHTPO.JIb U OLIEHKA PE3YJIbTATOB OCBOEHUS
YYEBHOM JUCLUATIINHEBI



1. OBIIAS XAPAKTEPUCTHUKA PABOYEN ITPOT'PAMMBI
YYEFHOU JUCIHUATIIAHBI

Pabouass mporpamma yueOnor muciuiuinabel OI1.08 T'ocynmapcTBeHHass U MyHHUIIMTATbHAS

cayx0a SBISETCS YacThbl0 OCHOBHOH IpOogecCHOHATbHON 00pa3oBaTeNbHOW  IPOrpaMMBI

1.1. O06.;1acTH NpUMeHeHns paGodeii MporpaMmeI

crenanbHOCTH 46.02.01. JlIokyMeHTalIMOHHOE 00ecIIeueHre YIIPaBJICHHS U apXUBOBEICHHUE.
OI1.08 I'ocynapcTBeHHAs: 1 MyHUIMIIAIBHAS CITY’KO OTHOCUTCS K 00IIeNpo(ecCHOHAIEHOMY
UKy (BapHaTHBHAS YacTh).

1.2.

Tp660BaHI/Iﬂ K pe3yJibTaTaM 0CBOCHUS yqeﬁnoﬁ AUCHUIIIINHBI

B pamkax mporpaMMbl y9eOHOM JUCIMILTAHBI 00 yJaIOIIUMUCS OCBAUBAIOTCS YMCHHUS H

3HAHUS
Kon YMmeHUs 3Hauus
IIK, OK
OK 01, pacro3HaBaTh 3amaqy W/WIY [aKTYaJlbHBIA NPOPECCUOHANBHBIN U
OK 03, OK 04, [mpobiaemMy B mpodecCHOHATBHOM |COLMATbHBIH KOHTEKCT, B KOTOPOM
OK 05,0K09 [/max  couuMaabHOM  KOHTEKCTE; [IPUXOIUTCS paboTaTh H  JKUTH;

AQHATM3UPOBATh  3ajJady  W/WIK
npoOieMy W BBIICIATH  e€

COCTaBHBIE  YacTH;  ONPEAEIATH
STamnbl PEIICHUs 3aJ]a4M; BBISBIATH U
s dexTrBHO HCKaTh

uH(pOpMaIio, HEOOXOIUMYI0 s
pelieHust 3a7a4i U/Uiau MPpOOJIEMBI;

COCTaBIISITh T1aH NeCTBHS;
ONpPEIEATh HEOO0XOINMBIE
pecypchl; BIAAETh AaKTyaJbHBIMU
METOIaMU paboThI B
npoecCHOHANPHOM M CMEKHBIX
chepax; peain30BHIBATH

COCTABJICHHBIM IUUIaH; OLIEHUBATH
pe3ynbTaT W MOCIEACTBUS CBOMX
eNCTBUM (CAMOCTOSITEIBHO WIIH C
MOMOIIbIO HACTABHHKA);

OIpPEICIIATD aKTYyaJbHOCTh

HOPMAaTHUBHO-ITPAaBOBOU

OCHOBHBIC UCTOYHHUKHU I/IH(l)OpMaHI/II/I n
pecypcel Ul pelleHHs 337ad U
pobiem B NpodhecCHOHAIBHOM
W/WIn COI[MATBHOM  KOHTEKCTE;
AJITOPUTMBI  BBITIOJIHCHHA pa60T B
npodeccoHaIbHOM U CMEXHBIX
0o0nacTsiX;  MeToAbl paboTtel B
npodeccHoHaIbHOM U CMEXHBIX
chepax; CTPYKTYpy IUIaHAa  JUIA
pelIeHusT  3aj1ad; MOPSAAOK OLEHKH

PE3yIbTATOB pemeHus 3a1a4
npodecCHOHATBLHOMN 1€ TeNbHOCTH;
COZIEpKaHue aKTyaJIbHON
HOPMAaTUBHO-IIPaBOBOU

JOKYMCHTAIUU; COBpPEMCHHAA
Hay4Hast u npodeccuoHaIbHas
TCPMUHOJIOT YIS, BO3MOJXHBIC
TPACKTOPUU npo¢ecCuoHaIBHOTO

pa3BUTHSd W camMo00Opa3oBaHUS;




TOKYMEHTAITUH B
MpoecCHOHATLHON  JeSITeNTbHOCTH;
PUMCHSTh COBPEMEHHYIO
HAYYHYIO npodeccuoHaIbHYIO
TEPMUHOJIOTHIO;  ONpEACSITh U
BBICTPANBATh TPaCKTOPUHU
NpOpECCHOHATLHOTO  Pa3BUTUSL H
camMoo0pa3oBaHus; BBISIBJIST
TOCTOWHCTBA u HEJIOCTATKU
KOMMEPUYECKOU HUCH;
MPE3CHTOBATh  HJIEU  OTKPBITHS
COOCTBEHHOTO nena B
NpopEeCCUOHATLHON  JESITeIbHOCTH;
opopMIIATH OM3HeC-TUIaH;
pacCUMTHIBATh pa3Mephbl BBILIAT IO
[POLICHTHBIM CTaBKaM
KPEIUTOBAHUS; OIPEICIISITh
WHBECTHIIMOHHYIO
[PUBJICKATECIBHOCTD

KOMMEPUYECKUX HJCH B paMmKax
MpOPECCUOHAIBHON IS TEIIbHOCTH;

PE3CHTOBATh Ou3Hec-ueHo;
OIIpeNeIIATh MCTOYHHKH
(uHaHCHpOBaHUS;

OpraHU30BBIBATh paboty
KOJIJIEKTHBA u KOMaH/Ibl;

B3aMMOJICHICTBOBATh C KOJUIETaMH,
PYKOBOJICTBOM, KIIMEHTAaMHU B XO7E
MpoPECCUOHAILHON  ICSITEIIbHOCTH
FPaMOTHO W3JIaraTh CBOM MBICIH U

0hOopMIIATH JIOKYMEHTBI o
npodecCHOHANFHOM TeMaTUKe Ha
roCy1apCTBEHHOM SI3BIKE,
MPOSIBIISITh TOJIEPAaHTHOCTh B

paboyeM KOJUIEKTHUBE;

I[IOHUMATh O6I].[I/II71 CMBICII YE€TKO
IMPON3HCCCHHBIX BBICKQ3bIBAaHUN Ha
WU3BECTHBIC TEMBI
(mpodeccuoHanbHble U  OBITOBBIE),
MOHUMaTh TEKCThl Ha 0a3oBbIE

npodeccnoHaTbHbIC TEMBI;
y4acTBOBaTh B JUANOrax  Ha
3HAKOMBIE o0mue |

npodecCHOHATIBHBIE TEMBI; CTPOUTH
MPOCThIE BBICKA3bIBaHUS O cebe U O

cBOEH poQecCHOHATBHOM
e TENbHOCTH; KpaTko
06OCHOBBIB3.TB n O6’b$ICH$ITI> CBOU
neCTBUS (Texymue u

[UIAHUPYEMBIE); THCATh IPOCTHIE
CBSI3HBIE COOOILIEHMSI HAa 3HAKOMBIE
150051 VHTEPECYIOLINE

OCHOBEI IpeATTPUHUMATEITECKON
NEeSITEIbHOCTH,; OCHOBBI  (DMHAHCOBOU
rpPaMOTHOCTH; TpaBHja pPa3pabOTKH
OW3HEC-TUIaHOB,; TOPSIIOK
BBICTPAUBAHUS Npe3eHTaINH;
KpeIUTHbIC 0AHKOBCKHE MPOILYKTHI;
MICUXOJIOTUYECKUE OCHOBBI
eI TEIbHOCTH KOJUICKTUBA,
MICUXOJIOTUIECKUE 0COOCHHOCTH
JTMYHOCTH; OCHOBBI  TIPOCKTHOM
NeATeIbHOCTH;

0COOEHHOCTH COITUAITEHOTO u
KyJIbTYpHOTO  KOHTEKCTa; IpaBHJIa
odopmieHUs JOKYMEHTOB u
MOCTPOCHHS YCTHBIX COOOILECHUIA;
MpaBUja TOCTPOCHUS TPOCTHIX U
CJIO>KHBIX MIPEUIOKEHHUH Ha
poeCCUOHATILHBIE TEMbI, OCHOBHBIC
00111eyIOTpEeOUTEIHHBIC TJ1aroJibl
(6prToBast w mpodeccroHaIbHas
JICKCHKA); JICKCHYCCKHUH MHHHUMYM,
OTHOCSIIITUICS K OTHCaHHIO
MPEIMETOB, CpPEACTB M IPOIECCOB
NpoECCUOHATILHON  JICATEIILHOCTH;
0COOEHHOCTHU IIPOU3HOILICHHUS;
MpaBuiia YTCHHUS TEKCTOB
MpoECCHOHAIIBHON HANPaBIECHHOCTH




Mpo(hecCHOHATBLHBIC TEMBI

1.3. KosmuecTBO 4acoB Ha 0cBOeHHe padoyeil MPOrpaMMbl
Y4eOHOM JUCHUIIMHBI

MaxkcumanbHast yueOHast Harpy3ka cryaeHTa 60 yacos, B TOM 4ucie:
— Teoperuueckoe odyuenuel?2 gaca,
—  CaMOCTOATEJIbHON pabOTHI CTyIeHTa — 44 4.

1.4. Hcnosb30Banue 00beMa BpeMeHH, 0TBEIEHHOr0 Ha
BAPHATHBHYIO YaCTh

Bapuarupnas yacts B 00beMe 40 yacoB HarpasiicHa:

a) Ha pacIIUpeHHWe U YIIIyOJeHWe IOATOTOBKH, OIpPEIeNieMOrd  CoIep)KaHHeM
00513aTEeNIbHON COCTaBJISIONICH B YacTH (DOPM IMOBBIIICHUS! KBATHU(PHUKAIIMUA TOCYIaPCTBEHHBIX U
MYHHIIMITAIGHBIX CITY)KaIUX;

0) Ha BKIIOYCHHE JOIMOJHUTEIBHBIX YMEHUW W 3HAHUH, HEOOXOTUMBIX IS
O3HAKOMJICHHUS C acIeKTaMu MEXIYHApOJIHO-TIPABOBOTO U OPTaHH3AI[MOHHOTO COTPYTHUYECTBA
B 00JacTd TOCYJapCTBEHHOH M MYHHIMIAIBHOW CIYXObI NMPH BO3MOXKHOM IPOJOJIKCHUU
oOpazoBaHus.

2. CTPYKTYPA U COJAEPKAHUE YYEBHOU JUCHUILINHBI

2.1.1. O0beM y4eOHOI HATPY3KHM M BHbI Y4eOHOIi padoThI CTYACHTOB NP OYHOM
dhopme 00yueHus

Buj yueOHoii padoThl O0bém B yacax
O0bem o0pa3oBaTeIbHON NPOrpaMMBbl y4eOHOM JHCHUTIHHBI 60
B T.4. B opMe NPAKTHYECKOH MOAT0TOBKHU 4

B TOM YHCJIC:

TeopeTuIecKoe oOydeHue 12
MPAKTUYECKHUE 3aHITUS 4
CamocmosmenvHas paboma 44

[TpomexxyTouHas aTTecTalus




2.2. TeMmaTu4eckuii IVIaH U coJep:KaHue Y4eOHOH JUCHUILINHBI

Koanbl HaumenoBanue pasaesioB 1 TeM Conep:xxanue y4eOHOro MaTepHuaJia, NPAKTHYECKHE 3aHATHS, O0bem
OK, IIK, caMoCTOsITeIbHAas paboTa CTy/IeHTOB 4acoB/ B TOM
JIP 4yucjie B

dopme
NPaKTHYECK
oit
MOAr0TOBKH
1 3 4
Paszgen 1. 16
HUcrtopust popmupoBanus
rocy1apCcTBeHHO
U MYHUIIHNIAJILHOM CJIY:KOBI
OK 01 Tema 1.1. O0630pHas XxapaKTepUCTUKA JOKYMEHTOB, UCIIOJIb3YEMbIX NIPU  IPOXOKICHUU 6
OK 03 I'ocynapcrBennast ciy»xba Kak rocyJapcTBeHHON city>kObl. COOTHOILIEHHE MOHATUH TpPyX W MyOJIMYHOCTH IS
OK 04 MyOIMYHO-TIPAaBOBOM MUHCTUTYT, rOCYJapCTBEHHBIX CITY>KaIlUX.
OK 05 TPYyIOBas U MyOJIUYHAs KOHIETIUS
OK 09 OTHOLIEHHUH IrOCy1apCTBEHHON
CITY>KOBI

OK 01 Tema 1.2. OcHoBHBIE JTarbl (dbopMupoBaHHsl ~ TOCYIapCTBEHHOIO  arapara 6
OK 03 CoBerckuii rocy1apCTBEHHBIN ynpasieHust B nepuoq ¢ 1917 mo 1991 roasl. CioM BpeMEHHOTo OypiKya3HOTrO
OK 04 ammapar ynpasienus 1917-1991rr. | rocynapcrBenHoro ammapata. |l Beepoccuiickuii cwe3n CoseroB. [lekper «O0
OK 05 yupexaenun Cosera Hapoausix Komuccapos», Konctutynus PCOCP 1918 r.
OK 09 Il cee3n CoBeToB. «Jlekmapamus nmpaB TPYASIIETOCS M SKCIUTyaTHPYEMOT0 Hapo1a»

u mnocraHoBneHne «O denepanbHbIX yupexaeHusx Poccuiickoii PecryOmukmy.
O6pazoBanue u pazsutue CCCP. YcraHOBiE€HHE AOTOBOPHBIX OTHOLIEHUNA MEXKIY
He3aBUCUMBbIME pecityOnukamu u PCOCP.
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HaunonansHO-TOCY1apCTBEHHOE Pa3MeKEBAHUE HaJIMUHUCTPATUBHO-
TeppUTOpUaNIbHas pedopma.

[TepecTpoiika  roCyIapCTBEHHOrO  ammapara, peopraHu3anus J1eaTeIbHOCTH
CoBeroB.
CraHOBJIEHHE COBETCKON HOMEHKJIATYPBI.
3aBepuieHHe dbopmMHupoBaHUS COBETCKOI'0 rOCYJJapCTBEHHOTI'O arlapara.
OK 01 Tema 1.3. : 4
OK 03 Opranu3anroHHO-TIpaBoBbie popMbl | CucTeMa OpraHoB IpPEACTaBUTENbCKOM BiacTu. Cbe3l HAapOAHBIX JAENYTaTOB U
OK 04 roCy/1lapCTBEHHOI'O anmapara JByXnajiaTHOro  BepxoBHoro Cogera. Koncrurynuonnsii  cyn  PO.
OK 05 yrnpasnenus ¢ 1991 roxa Koncturynmonnsiit kpusuc. BHyTpeHHSIs1 MOUTHKA.
OK 09 ®enepanbHOE coOpaHue Poccuiickoit denepanuun, cocrosiiee U3 IBYX
nanat: CoBera ®enepanuu u [ocymapcrBeHHoi Jlymbl. MexayHapoJaHbIE CBS3H
Poccun, npyuHIUIIBI BHEIIHEN OJTUTUKH.
Paznen 2. 14
T'ocynapcrBenHasn ciiyx0a: noHsiTHE,
BH/IbI. YIIPaABJICHHE
rocyJ1apCcTBeHHOM CiIy:K00i1
OK 01 Tewma 2.1. [lonsiTne  rocymapcTBeHHas  cimyk0a. CyIIHOCT M OCHOBHBIE  UYE€PTHI
OK 03 [TonsiTvie 1 cynHOCTH rocy/lapcTBEHHOW  ciy>)kObl. Buael u  kareropum  paOOTHUKOB.  ACIEKTbI 4
OK 04 roCy/1apCTBEHHOM CITy>KOBbI TOCYy/IapCTBEHHOW CIY>KOBI: COLMANbHBIA, MOIUTUYECKUH, COLUOIOTUYECKUH,
OK 05 MIPaBOBON OpPraHU3aIMOHHBIM. VYnpasnenue
OK 09 TOCyIapCTBEHHOU CITY)KOOH.
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OK 01 Tema 2.2. Bunsl rocynapcTBeHHOH CIy>KObI M TOCYAApCTBEHHBIX CIYKaIlIMX: (eaepaibHast 6
OK 03 Bunbl rocygapcTBEHHOM CITyXKOBI: ciyx0a u ciyx06a cyopexkToB Poccutickori denepanun.
OK 04 (dhenepasibHas TOCy1apCTBEHHAS [TpaBoBOI#i cTaTyC rocyaapCTBEHHOM CITYKOBI
OK 05 ciryk0a, rocyiapcTBeHHas ciryxo0a CopepxaHue KaXIOro BHJA TOCYIapCTBEHHOW CiyxObl. JIOMKHOCTHBIE JHIIA,
OK 09 cyobexToB PO, npyrue Bub 3aHMMAOINE TOCYJAPCTBEHHBIC IOJDKHOCTH Ha (elepalibHOM H PErHOHAIBHOM
rOCyJapCTBEHHOM CITYKOBI ypoBHSIX u TpeOoBaHuss Kk HuM. Ciayx0a B opraHax MpeaCcTaBUTEIbHOMH,
WCIIOJIHUTENIBHON W cyaeOHOW Biactu. J[Ba BHAa TroCyZapCTBEHHOUW CITyKOBI:
rpaxaaHcKas U MuInTapuzoBanHas. OOmedyHKIMOHATBHAS U
CreMabHas TOCy1apCTBEHHAs CITyK0a.
OK 01 Tema 2.3. [TonsaTue ynpasineHus TOCY1apCTBEHHON CITy>KOO. 4
OK 03 VYnpasieHue rocy1apCTBEHHOM OcHoBHBIE MIPU3HAKU yIpaBJIEHUS TOCYIAPCTBEHHOM CITY>K00i1
OK 04 ciry:x00u
OK 05
OK 09
Paspgea 3. 16
Oco0eHHOCTH OpraHu3aHI
roCyJ1apCTBEHHOM CIIYKObI
OK 01 Tema 3.1. 'ocynapcTBeHHbIE Ilonatus rocyaapcTBeHHble U (eaepaibHble ciyxamue. [IpaBoBoe monoxeHue 4
OK 03 CITy’KaIllMe: TOHSATHUE U BUJIbI (cratyc) (denepanbHOTO TOCYZApPCTBEHHOTO CIYXKAIEr0 H TOCYAapCTBEHHOTO
OK 04 IPaXXJaHCKOI'O CITY’KaIllero CyOBbeKTa Poccuiickoit ®enepauyu.
OK 05 I'ocynapcTBeHHble JIOJDKHOCTH U TOCydapCTBEHHBIE CITY>KOBI.
OK 09 IlepedyeHb rocyapCcTBEHHbBIX JOKHOCTEH.
OmnepaTHBHBII W BCIIOMOTATEIBHBINA COCTAaB TOCYJAPCTBEHHBIX CITY)KAIINX.
[IpakTuyeckoe 3aHsATHE 2

N3yuenune peectpa rocy1apcTBEHHBIX
CITy’KallluX: COCTABJICHNE AaHATUTUYECKON 3aITUCKH.
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OK 01 Tema 3.2. JIOIDKHOCTHOE  JIMLIO 10 aJIMUHUCTpaTuBHOMY 1npaBy Poccun. Ilpusnaku 4
OK 03 JIOJDKHOCTHBIE JIULIA B CUCTEME JOJDKHOCTHOTO JIMIA: MPEACTaBUTENb BJIACTH, aJMUHUCTPATUBHO- XO35AHCTBEHHBIE
OK 04 rOCyJapCTBEHHOH CI1y OBl 00513aHHOCTH, OPTaHU3AIMOHHO- PACTIOPSAUTEIbHAS JIeATEbHOCTb.
OK 05 KBanudukarus 10IKHOCTHBIX JIHII.
OK 09
OK 01 Tema 3.3. [TonsiTue KagpoOBOW MOJMTUKM M KaAPOBBIM MOTEHIMAT HAa TOCYAapCTBEHHOM 2
OK 03 Kanposas moimmtuka Ha ciyx06e. OCHOBHBIE CTUMYIIBI CTAOMIIBHOCTH KaJAPOB TOCYAAPCTBEHHBIX CITY)KAIIUXB
OK 04 roCyJapCTBEHHOM Ci1y»)0e rocygapcTBeHHbIX opraHax. CyObeKThl KaJpOBOW TOJUTUKH. [IpHOpUTETHI
OK 05 KaJpoBOW TOJUTUKM Ha TrocylapcTBeHHON cmyxOe. KazapoBas cutyamus Ha
OK 09 rocyapcTBeHHO ciayx0e. ObecrniedeHre 0O JHOPOJHOCTH KapoBOrO  COCTaB IO
YPOBHIO  TpodecCHOHATbHONH MOATrOTOBKM. COOTHOIIEHHE TOCyIapCTBEHHOU
KaJpOBOU MOJUTHUKU U YIPABICHUS NEPCOHAIOM B TOCYAApPCTBEHHOM
ciyxoe.
OK 01 Tema 3.4. CnocoOpl  3amemieHus  JojpkHOcTed. OCHOBHbIE — AJAMHUHUCTPATHUBHO-IPABOBbHIE 4
OK 03 VY cIIoBUS TPOXOXKIACHUS U kateropuu. OO1IMe yCcIOBUS MOCTYIUIEHHUS IPaXkJaH Ha TOCyJapCTBEHHYIO CIyXOy
OK 04 IIpEKpaLICHUs TOCYJapCTBEHHON 10 KOHTpakTy. CyxeOHbIH KOHTPAKT, KOHKYpPC, OECKOHKYpPCHOE
OK 05 CITYKOBI Ha3HAuYE€HUE Ha BaKaHTHbIE JIOJDKHOCTH T'OCYAApCTBEHHOM ciyObl. IIpoxoxxaeHue,
OK 09 MpeKpaleHue ¥ TapaHTUd  TOCYJAapCTBEHHOM  CIyXObl.  ATTecTarus
rOCYJJapCTBEHHBIX CIYKaIIHX.
OcHOBaHMsI TPEKPAIICHUS TOCYIapCTBEHHOU CITy>KOBl. MaTepuanbHas 1
aJIMUHUCTPAaTUBHAsL OTBETCTBEHHOCTh FOCYJAPCTBEHHBIX CIYXKAIHUX.
OK 01 Tema 3.5. [lonarue o cucreme npasa. [IpaBoBoe perynupoBaHHE T'OCYAAPCTBEHHOM CITY>KOBI. 2
OK 03 OcHOBHBIE TPUHIUTIBI Opranu3aii | OCHOBHBIE MIPUHITUIIB IPOXOKICHUS TOCYJAPCTBEHHOM CITy»KObI. OCHOBHEIE
OK 04 rOCYJapCTBEHHOM CITyKOBbI 4epThl W Ha3HAa4YeHHE ToCyNapcTBEHHOM ciyxObl. I[lonokeHue o HajIekamem
OK 05 BHEIIIHEM BHJI€ TOCYAAPCTBEHHBIX CITyXalllHX, OCYIIECTBISOIINX
OK 09 roCy1apCTBEHHYIO BIIACTh.
Paznen 4. 14

CraHoBJ/IeHHE H Pa3BUTHE OPTraHOB
MECTHOI0 CaMOYIPaBJICHHS
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OK 01 Tema 4.1. [onarne «MyHUIMNATIbHAS CITY>K0a». 3a1a4ll MyYHULUIATBHOM CITy)Obl. DyHKIMH 4
OK 03 OCHOBHBIE TIOHATHS MyHHUIIUITATLHOW | MYHHUITUIAIBHOMN CITIY»KOBI.
OK 04 CITy>KOBbI; OOIIME MTPUHIIUITBI [IpaBoBbIE MCTOYHMKHM MYHHULMNAIBHOW CayXObl. IIpMHLUIBI MyHUIIMIAIBHOMN
OK 05 OpraHu3aIii, COOTHOIICHUE MOHATUN | CITY>KOBI, X 3HAUYCHUE
OK 09 rOCyJapCTBEHHAs U MyHULMNIAJIIbHAS | CXO/ACTBA W OTIMYUS MYHHLIUIAIBHOTO U
ciyx0a

roCy1apCTBEHHOI'O CIIY’KaIlIEro.

[IpakTuueckoe 3anaTue 1

TpeboBaHusi K MYHULUINAJIBHBIM CIIYKAlIUM: COCTaBIIEHUE  JOJDKHOCTHOTO

mopTpera,

CPaBHHUTEIBHBIA aHAU3 C TOCYAApCTBEHHBIM CITY)KAIFM.
OK 01 Tema 4.2. IlonsatTne «rinaBa MECTHOM aAMUHUCTPAIIMW». YCJIOBHS KOHTpakTa [JId TJaBbl 4
OK 03 I'maBa MyHHIIMTIATIBHOTO MECTHOM agMuUHUCTpauuu. [loJlHOMOYMST W KOMIETEHLHS TJIaBbl MECTHOMU
OK 04 00pa3oBaHMsI B CHCTEME OPTaHOB anMuHucTpauuu. [loHstue MectHas  agmuHHcTpauus. OpraHbl  MECTHOTO
OK 05 MECTHOTO CAaMOYTIpaBJICHUS; TpaBa U | camoynpasiieHus.  IIpaBa  MyHununanbHoro  ciuyxamero.  OOs3aHHOCTH
OK 09 00513aHHOCTU MYHUIIUTIAIBbHBIX MYHHUIMIIAIBHOTO CITYXKAaILETO.

CITyKalux
OK 01 Tema 4.3. PernameHnTupoBaHue [IpaBoBas perimamMeHTalsi MyHULIUTAIBHON CITY>KOBI. 4
OK 03 MOpSAJIKa MYHULIUTIAILHOM CITYKOBI, TpeboBaHus K JOKHOCTSM MYHULMINAIBHON CIykObl. CollalibHble TapaHTUU IS
OK 04 npogeccuoHaibHast MOAr0TOBKA MYHUIUOAIBHBIX — chyxamux. [loAroroBka KaapoB JUIs TOCYJapCTBEHHOW U
OK 05 KaJIpOB JUIsl TOCYAAPCTBEHHOMN 1 MYHHUIIMITAIBHON CITYKOBI.
OK 09 MYHUIIUTIATBHON CITYKObI
1

[IpakTrueckoe 3aHsTHE

[ToaroroBka cnucka ydeOHBIX 3aBEICHHM, TJIE
npodeccoHabHO TOTOBAT MYHUIIMTIAIBHBIX U TOCYJAPCTBEHHBIX CIYXKAIIUX.
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OK 01 Tema 4.4. MexayHapoHO-TipaBoBoe U | OCHOBBI ~ MEXKIYHapOJHO-MPABOBOIO M OPraHU3alMOHHOTO  COTPYJIHHUYECTBA: 4
OK 03 OpraHU3aIMOHHOE OCHOBHBI€ ITPUHIIUIIBI, IOHSATUE CITY>KEOHON TailHbI.

OK 04 COTPYJIHUYECTBO B 00JIaCTU

OK 05 rOCYJapCTBEHHON 1

OK 09 MYHHITUTIATIEHOMN CITYKOBI B3anmozaeicTBie TOCYJapCTBEHHBIX OPraHOB M YAaCTHBIX CTPYKTYp B IpOLECCE

MEXIyHapOAHO- IPABOBOIO U OPraHU3aLMOHHOIO
COTPYJHUYECTBA B 00JaCTH FOCYAAPCTBEHHOW U MYHULIUIIATIBHON CITY>KOBI.

Bcero

60
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3. KOHTPOJIb ¥ OIIEHKA PE3YJIbTATOB OCBOEHHS YUEEHOM

TACHUTIIVHEI

Pesynomamut 06yuenus

| Kpumepuu oyenku

| Memoow oyenxu

Hepequb 3HaHI/II71, OCBaMBACMbIX B paMKax JUCIUITINHBL

HOPMAaTUBHO-IIPAaBOBOU
JTOKyMEHTALUU B
PO ECCHOHATIBHOM JEATEIbHOCTH;

[IPUMEHATH CTAHIaPTHI
AQHTUKOPPYILIUOHHOTO IIOBEICHNUS,

3aJ1a4M JUTS IOMCKa WH(POPMAITUH;
OTpeeATh HE0OXOIUMbIC
MCTOYHUKH WHPOPMAIINH;
MTAHUPOBATH MTPOLIECC MMOMCKA,

IEMOHCTPUPYET YMEHUE

CTPYKTYpUPOBATh MOJIy4aeMYyIO

OCHOBHBIE UCTOUHUKHI IEeMOHCTpHUpYeT crocoOHocTh noucka | Ilpaktuueckue
nH(pOpMaIUY, HOMEHKIIATYpa OCHOBHBIX MCTOYHUKM MH(POpPMALUU U | pabOTHI
H(GOPMALIMOHHBIX HCTOYHUKOB U pPECYpCOB JUIS PELIeHUs 3aa4 1 TectupoBanue
pecypchl AJis pellieHus 3a1a4d u npo6ieM B mpoeCCHOHATHLHOM W/UITH
11po0JIeM B IIPO(ECCHOHATBLHOM COLIMAJIBHOM KOHTEKCTE, 3HaHHUE
V/WIM COLMAIBHOM KOHTEKCTE; HOMEHKJIaTypbl HH()OPMAITHOHHBIX
HMCTOYHHKOB,;
MIPUEMBI CTPYKTYPHPOBAHHUS
MH(pOPMAIIH; CIOCOOBI |[IEMOHCTPUPYET 3HAHHUE IIPUEMOB
oopmieHnss pe3ynbTAaTOB IOWCKA [CTPYKTypUpPOBaHMs UH(OPMALIUH;
nHGbOpMAaLINY; crioco0bl 0(OpMIIEHUS PE3yJIbTATOB
MoKCKa UHPOPMALINH;
COBpPEMEHHBIE cpeacTBa U
yCTpOHCTBa UHPOPMATH3ALNY; |[IEMOHCTPUPYET 3HAHUE
MOpSZIOK ~ HMX  NPUMEHEHHS B [COBPEMEHHBIX CPEJCTB M YCTPOUCTB
poeCCHOHAILHOM ICATSILHOCTH; |[MH(POPMATHU3AINH; TOPAIOK UX
PUMEHEHUs B IPOPeCcCHOHATBHOM
NesTeNbHOCTH;
TpeOoBaHMUs K [1eMOHCTpUpyeT  3HaHWE  TPaBUII
KOH(HIEHIINATIbHOCTH JUYHON [0hopMIIEHUSI TOKYMEHTOB B Ipoliecce
nH(popManuy, XPaHEHUIO U [mpodeccuoHaNbHON 1EATENbHOCTH;
OIIEPUPOBAHUIO HePCOHAIBHBIMU
TTaHHBIMH TPaXK/IaH, XapaKTepu3yeT TpeOOoBaHUs K
KOH(UIEHIINATBHOCTH JMYHON
aKTyaJbHbIE METOABl PabOTHI B [MHpOpMaIUH, XpaHEHHIO "
Npo(eCCUOHATIBHOM ¥ CMEXHBIX [0NepHpOBaHUIO NePCOHATbHBIMU
chepax; TAaHHBIMH TPaXKJaH, OOpaTUBIINXCS 32
MOJyYEHUEM COLMAIBHBIX YCIYT, MEp
COITMAJILHOM MOJIJIEPIKKHA u
rOCYJapCTBEHHOM COLIMAJIBHOM
TTOMOIIIH;
TEeMOHCTPUPYET aKTyaJbHBIE METOJbI
paboTel B MpodeCCHOHATHHOU W
CMEXHBIX chepax;
/lepeuenv ymeHuil, 0c6AUBAEMBIX 68 PAMKAX OUCYUNTIUHDL
OIPeJIeNIATh AaKTyaIbHOCTb NIEMOHCTPUPYET YMEHUE OTIPeIeNATh DKcnepTHoe

HaOJIrOeHUE 3a
XOJOM BBITTOJTHCHHUS
MPaKTUYECKOU
paboThI.

Onenka
pE3yIBTATOB
BBITIOJTHCHUS




PaMOTHO M3JIaraTh CBOU MbBICITH U
0(hOpMIIATH TOKYMEHTBHI 110
mpodeccHoHaLHOM TEMAaTHUKE HA
rOCY/IapCTBCHHOM SI3bIKE,
IIPOABJIATH TOJICPAHTHOCTD B
pabodeM KOJUICKTHBE,

[IPUMEHSTH COBPEMEHHYIO

HAYYHYIO TPO(PECCHOHATBHYIO
TEPMUHOJIOTHIO;

B3aMMOJICHCTBOBATh C KOJUIETaMH,
PYKOBOJICTBOM, KJIMEHTAMH B XOJE
podeccnoHATEHOM ACITETBHOCTH;

y4acTBOBAaTh B TUAJIOTaX Ha
3HAKOMBIE O0LLIME U
podeccroHalbHbIC TEMBI;

OITMCHIBATh 3HAYMMOCTH CBOCH
CIICIIMAJIbHOCTH,

nH(OpMaIKIo; BBIACIIATH HAanboJee
3HAYMMOE B IIepevHe HH(POPMAIINH;
OIICHHBATh NMPAKTHICCKYIO
3HAYNMOCTH peSyﬂBTaTOB IIOHUCKaA,
IEMOHCTPHUPYET YMEHHUE TPUMECHSITh
cpencTBa HHPOPMAITMOHHBIX
TEXHOJIOTHH JIJISl pEIICHHS
MpodecCHOHANBHBIX 3a/1a4;

IEMOHCTPUPYET YMEHUE 0POPMIISTD
pE3yNbTaThl TOUCKA;

IEMOHCTPUPYET YMEHUE PUMEHSTh
CTaHIAPTHl AHTUKOPPYILIMOHHOTO
[MOBEJICHNS;

IEMOHCTPUPYET YMEHUE OINIPEAECTIATh U
BBICTPAUBATh TPACKTOPHH
MpO(PECCUOHAIIBHOTO PA3BUTHUS
camMo00pa30BaHMS;

IEMOHCTPUPYET YMEHHE IPAMOTHO
u3JaraTb CBOU MbICIH U OPOPMIIATH
TOKYMEHTBI 110 TPOo¢eCCHOHATBHON
TEMaTHKE Ha rOCYAapCTBEHHOM
SI3bIKE, IPOSBIISITH TOJIEPAHTHOCTH B
paboueM KOJUIEKTUBE;

JACMOHCTPUPYCT YMCHUC IPUMCHSATH

COBPEMEHHYIO HAYUHYIO
po¢eCCHOHATBLHYIO TEPMUHOJIOTHIO;

TEMOHCTPUPYET YMEHUE
B3aMMOJICIICTBOBATh C KOJUIEraMH,
PYKOBOJICTBOM, KJIMEHTAMHU B XOJ€
npodecCHOHATIBHOMN eITeNbHOCTH;

TEMOHCTPHUPYET YMEHUE yYaCTBOBATh
B JUaIOTax Ha 3HAKOMBIE OOIIHE U
npodeccHoHANBHBIE TEMBI,

TIEMOHCTPHUPYET OCO3HAHHOE
[HOHUMAaHNE 3HAUMMOCTH CBOEH
CIICIMALHOCTH;

HCCIIEI0BATEILCKUX
pabor.
3auér
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4. YCJIOBUS PEAJIN3AIIMA YUEBHOM JIUCITATIIVHBI

4.1. TpeGoBanusi K MUHMMAJILHOMY MATEPHAIBLHO-TEXHHYECKOMY
olecrneyeHUI0
Peanuzanus y4eOHON AMCHUIUIMHBI TpeOyeT Hanuuus y4eOHOro KaOHMHETa COIUalbHO-
HKOHOMUYECKUX JUCIHIUIUH. .

O6opynoBanue yueOHOT0 KabuHeTa:

1. noxymenTsI mist u3ydenus (MMChbMa, MOCTAHOBJIEHHS, pacropshkeHus IIpaBUTenbCTBA
Poccuiickoit @enepaunn ykaswl [Ipesunenta Poccuiickoit @enepanun, (enepanbHble 3aKOHBI
Poccuiickoit ~ ®enepanuy,  perIaMEHTUPYIOLIME — JIEATENBHOCTh  TOCYJApCTBEHHBIX U
MYHHIIMITATEHBIX CIIYK0 B Poccuiickoii Deneparium)

2. Metoauueckue peKOMEHIaLHH:
— METOJUYECKHE PEKOMEHJAINHN K BBIMOJIHEHHUIO MPAKTUYECKUX 3a/laHui MO y4eOHOM
JTUCIUILTNHE

— METOJIMYECKHE PEKOMEHJAIMA TI0  BBINOJIHEHUIO CaMOCTOATENIbHOW  PabOThI
CTYJCHTaMH IO Y4eOHOU TUCIUTUIINHE

TexHuueckue cpeacTBa O6y‘~ICHI/I${Z

1. noyr6Gyk
2. IpOEeKTOp

4.2. Undopmannonnoe odecrnedenne 00ydeHuns
JIuTeparypa M 31€eKTPOHHbIE PeCypChbl:

OcHOBHbIE HCTOYHHKH.

1. Jlemun A.A. locynapcTBeHHas ciyk06a ¥ MyHUIMNANbHAS CIyxk0a [DIEKTPOHHBIN
pecype] / A.A. Jlemun — M.. MsparensctBo IOpaiit, 2022. (https://biblio-
online.ru/book/30299182-76B6-49B1-AA46-31C7EC397E8A)

IlOHOJIHI/ITe.TIBHLIe HCTOYHUKMH:

1. Bonkosa B.B. I'ocymapcTeennas ciyx6a [DnexTponnslii pecypc] / Bomkosa B.B.,
Canduposa A.A. — M.: OHUTU-JTIAHA, 2022. (http://www.iprbookshop.ru/15344)

2. Wrnaros B. I'. TocymapcTBeHHas M MyHWIMIAIbHas ciyx6a Poccuu: ucropus u
coBpemeHHOCTh — Poctos/n//l.: 3a. Lleatp «Mapty, 2020.

3. Illepbakos FO.H. TocynapcTBeHHas W MyHHIMNAIbHas Cilyx6a. — Pocros w/Jl:
M3patensctBo «Denmkcey, 2018.

4, Nupopmanronno-npasosoii mopran TAPAHT. (http://www.garant.ru/)
5. Caiir xomnanun «KoncymnsrantlImocy. (http://www.consultant.ru)

6. Caiir MHUHHCTEPCTBA FOCTHUIUH Poccuiickoit Oeneparun  (http://
wWww.minjust.ru/
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COJAEP)KAHUE

. OBIIASI XAPAKTEPUCTUKA PABOYEI TIPOrPAMMBI
YYEBHOM JUCLUAILIUHBI

. CTPYKTYPA U COJIEP)KAHUE YYEBHOI
TACIHATITAHBI

. YCJOBHUSA PEAJIM3ALIMA YYEFHOM IUCHUILIUHBI

. KOHTPO.JIb U OLIEHKA PE3YJIbTATOB OCBOEHHUS
YYEBHOM JUCLUATLINHEBI
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|. MACIIOPT PABOYEH MPOT'PAMMBI YYEBHOM JUCIHUILIMHBI

OI1.09 OcHoBBI yIIPaBJI€HUS NEPCOHATIOM

1.1. O6aacTh npuMeHeHusi padoyeii MporpaMMbl

Pabouas mporpamma y4eOHOW JAMCIUIUIAHBI SBJISIETCS YaCThI0 OCHOBHOM MpodecCHOHANBHOM
o0pa3oBaTeNbHON MporpaMMbl M pa3paboTaHa B COOTBETCTBHH ¢ DenepalbHBIM TOCYAapCTBEHHBIM
obpazoBarenbHbiM  cTtaHgaptoM (PI'OC) mno crnenmanmbHocTn  46.02.01  JlokymeHTanmoHHOE
obecrieueHre yrpaBlIeHUS U ApXUBOBEICHUE.

1.2 MecTo y4eOHON IMCHUILUIMHBI B CTPYKTYpe 00pa3oBaTe1bHOI MPOrpaMmbl

Vyebnas qucturmiunaa OI1.09 OcHOBBI yripaBieHUsI MEPCOHATIOM BXOJUT B COCTaB IUCIMILIMH
o61enpodeccnoHaNbHOTO MUKIa 00pa30BaTeIbHOM MPOrpaMMbl (BapHaTHBHAS YaCTh)

1.3.lenu 1 3a7a4u y4eOHOM JUCHUILINHBI

Llens: ¢QopmupoBanne y oOy4arommxcs OOIIEKYJIbTYPHBIX UM MPOQPEeCcCHOHATBHBIX
KOMIIETEHIIM, HEOOXOAMMBIX ¥  JOCTAaTOYHBIX JUIA  OCYIIECTBICHHS NPOQECCHOHATBHON
NeSITeIbHOCTH B 00J1aCTH YIpaBieHUs nepcoHaioM, B coorserctBuu ¢ @I'OC CI1O

3amaun: mnpuoOpeTeHHe OOydJaromMMHCS YMEHHUS S(PQGEKTUBHO YIPABIATH TPYIOBBIMH
pecypcamMu B mporecce Npo(hecCHOHANBHOW NEATENHOCTH, 3HAHHW CO3/1aBaTh OJaronpHUsTHBINA
NICHXOJIOTHYECKUH KJIIMMAT B KOJIJICKTHBE.

1.4. TpeGoBaHus K pe3yJbTaTaM 0CBOCHHUsI y4eOHOM AUCHUIINHBI

B pesynbrate ocBoenus yueOHoU aucuumuinHbel OI1.09 OcHOBBI yripaBiieHUs IEPCOHATIOM
00yJaronuics JOJKEH:

yMeTh:

- CO3/1aBaTh OJIArONPUATHBIA ICUXOJIOTMUECKUN KIIMMAT B KOJJIEKTHBE;

- 3 GEKTUBHO YIPABIATH TPYIOBBIMHU pecypcaMu

3HATh:

- coJiepKaHue KaJJpoBOro, MHPOPMALMOHHOT0, TEXHUYECKOT'O U IIPABOBOT0 00eCIIeYeHus
CUCTEMBIYTIPaBJICHUS TIEPCOHAIIOM;

- OpPraHU3aLMOHHYIO CTPYKTYPY CIIYKOBI yIIpaBJI€HUs IEPCOHATIOM;

- oO011Me MPUHIMIIBI YIIPABJICHUS IEPCOHATIOM;

- IPUHIUIBI OpraHU3ally KaJpoBOil paboThI,

- MICUXOJIOTHYECKHUE aCeKThl YIPaBiIeHUs, CIOCOObI pa3perieHns KOH(IMKTHBIX
CUTyallull BKOJUIEKTHUBE

B pesynbrare wu3ydeHus y4uyeOHOM IUCHUIUIMHBI (HOPMUPYIOTCS mpodeccHOHATbHbIE
KOMIIeTeHI[UH, TAaKHE KaK:

I1K 1.6. OcymiecTBasiTh paboTy MO MOATOTOBKE U MPOBEACHNIO KOH()EPEHTHBIX MEPOTIPHUITHH,
obOecrieunBaTh HMH(POPMAILIMOHHOE B3aUMOJICHCTBUE PYKOBOJIUTENS C MOAPA3JCICHUSAMU U
JOJKHOCTHBIMHM JIMIIAMH OpraHU3alliy.

B PE3YIbTATC U3YUYCHHUA y‘-IC6HOfI JUCIUITIIMHBI (I)OpMI/Ip}IIOTCH oﬁnme KOMIICTCHIIMM, TaKHC
KaK:
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OK O0l. BsiOuparb cnocoObl pemeHuss 3a1ad  Npo(PEecCHOHANBHON  AEATeNbHOCTH
HNPUMEHHUTEIBHO K Pa3IMYHBIM KOHTEKCTaM.

OK 02. Hcrnonb3oBaTb COBpPEMEHHBIE CpPEICTBAa IIOMCKA, AaHaIW3a W MHTEPIpPETaluu
uHpopMalMu ¥ UHPOPMALMOHHBIE TEXHOJOTHUM JUIsl BBIIOJHEHUS 3ajad MHpoQeccHOHaTbHON
NEeSITETTLHOCTH.

OK 03. IlmanupoBaTh M pealM30BBIBATH COOCTBEHHOE MPO(PECCHOHAIBHOEC M JIMYHOCTHOE
pa3BUTHE, PEANPUHIMATEIBCKYIO AEATEIBHOCTD B MPO(PECCHOHANBHOM cdepe, NCIOIb30BaTh 3HAHUS
110 (PMHAHCOBOM I'PaMOTHOCTH B PA3JIMYHBIX KU3HEHHBIX CUTYalUsX.

OK 04. D¢ dextuBHO B3aUMOJICHCTBOBATh U PadOTATh B KOJJIGKTUBE M KOMaH/IE.

OK 05. OcymiecTBasATh YCTHYIO U NUCbMEHHYIO KOMMYHUKAIIUMIO Ha FOCYJIapCTBEHHOM SI3bIKE
Poccuiickoit deneparuu ¢ y4eToM 0COOEHHOCTEHN COLUATBHOTO U KYJIBTYPHOTO KOHTEKCTA.

OK 06. ITposBiATe rpa)aaHCKO—IaTPUOTUYECKYIO MO3MIIMIO, TEMOHCTPUPOBATh OCO3HAHHOE
MOBEJICHHE Ha OCHOBE TPAJUIIMOHHBIX OOIIEYETIOBEYECKHX IIEHHOCTEH, B TOM YHCIE C Yy4YETOM
rapMOHU3ALUM  MEXHALMOHAIBHBIX M MEXPEIUTHO3HbIX OTHOLIEHUH, MPUMEHATh CTaHAAPThI
AQHTUKOPPYIIHUOHHOTO MTOBEICHHSI

OK 09. TIlonb3oBatbcsi MNpo(hecCHOHAIBHOW JOKyMEHTAlMe Ha TroCylapCTBEHHOM U
MHOCTPAaHHOM SI3bIKAX.

I. CTPYKTYPA, COJEPKAHUE U TEMATUYECKOE ILIAHUPOBAHUE YUEBHOI1
JUCHUIINHbBI

2.1.00beM yueOHOI TMCHUITHHBI M BU/IbI y4eOHO padoThl

Bup yyeOHoii paboThI O0beM yacoB
MakcumajibHas y4eOHas Harpy3Ka (Bcero) 70
B TOM YHCJIC:
TeopeTnyeckoe 00ydeHue 8
[MPAKTUYECKHE 3aHSITUS 4
CamocTosiTe/ibHAsi BHeayIMTOPHasi padoTa (Bcero) 58
[TpomexyTouHas arTecTanus
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2.1. Conep:kaHue U TeMaTHYeCKOe MJIAHNPOBAHNE Y4eOH O TN CIUTIIHHbI

HaunmeHoBaHue
pa3iesioB U TeM /BH] Coaepxanue Oonem
4acoB
HCO/epKaHKNe
3aHATHS/
Pa3nen 1. OcHoBBI yHIpaBJ/IeHUS MEPCOHATIOM
VYpasiieHue NepcoHaIOM KaK OJlHA U3 BKHEUIINXCOCTABIISAIONINX MEHEI)KMeHTa. Hay4HbIe IKOIbI MEHEIPKMEHTA.
VYnpasieHne nepcoHaIOM KaK CreU(pUIeCKUil BI]T yITPABICHUECKOM
Tema 1.1. nestenbHOCTH. [TonsiTHe "nepconan opranuzanuu’.
Ympasnenue Ilenu m 3ana4n ynpasiaeHUs NEPCOHANOM M3yueHne pekOMEH10BaHHOU JIMTEPATYPBI.
IIEPCOHATIOM KaK HayKa CocraBnenue cxeMbl «Ilonoxxenne cyObeKTOB HOOBEKTOB YIIPABICHHS MIEPCOHATIOM B HEPAPXUUECKON CUCTEME
/Cp/ YIPaBJIEHUS OpraHu3aluen» ¢ KpaTKOM XapaKTEepUCTUKON CyObEKTOB YIIPaBIICHUS 3
Tema 1.2 N3yuenne pexkomeH0BaHHOM JInTepaTypbl. KimtoueBbie Bonpockl Temsl: [Ikoisl HaydHOTrO ynpaBieHusI.
OcHOBHBIE TOAXOBI K AJMUHUCTPAaTUBHOE yIPABIEHUE,
YIIPABJIEHUS [Ixona yenoBeUeCKNX OTHOIMICHUH. TPOIIECCHBIN MOX01. CUTYaIIMOHHBIA U CUCTEMHBIN IMOIXO/IbI B 3
[IEPCOHAIIO YIIPaBJIEHUH NepCOHAIOM. Mcronp30BaHne KOJIMUYECTBEHHBIX METOIOB B YIIPaBIEHUH NepcoHanoM. CocTaBieHne
M Tabnuibl «I[nrockl UMUHYCHI UCTIOIB30BaHUs PA3HBIX MOJXOA0B B yIIpaBieHUN». Pemienne
/Cp/ IIPAaKTHUKOOPUEHTUPOBAHHBIX 3ajay 10 BBIOOPY KOHLENIUY yrpaBieHus. CocTaBieHHEe TaOIULIbI

«OTKpBITHIE U 3aKPHIThIE CUCTEMBI YIIPABIICHUSD CYKa3aHUEM KOHKPETHBIX IIPUMEPOB YIIPaBICHUS




W3ydeHne peKOMeHJ0BaHHOM JIUTEPATYPHI.

Tema 1.3 KittoueBbie Bonpocel TeMbl: OCHOBHBIE KpPUTEPUUOTIMYNN TEXHOJIOTUHN YIIPaBJIEHUS IEPCOHAIIOM.
TexHOIOIHH AJIMUHUCTPAaTUBHbIE TEXHOJIOTHH.
yIIpaBICHHs OpranuzanoOHHbIE TEXHOJIOTHHA. DKOHOMUUYECKUETEXHOJIOrMU. COLMaIbHO- IICUXOJIOTHYECKAE TEXHOIOTHH.
IIepCOHATIOM CymHOCTHOE coJiepKaHue, UCIONIb3yEMbIE CPEACTBA U METO/IBI. COCTaBHEiHI/IeaJIFOpI/ITMa BbIOOpA TEXHOJIOTUH, CPEJICTB

/Cp/ Y METOJOB YIPABIIECHUS 11 KOHKPETHOM CUTYyallu.
Pemenue nmpakTudeckux 3a7ad HAOIPEIEICHUEUCIIONb3YEMOM TEXHOJIOTUN YIIPABICHHUS.
AHnanutuuyeckuil pa300p ynpaBiieHYECKUXCUTYaIUi
Bunsl meton10B ynpasnenus nepconanom.[Ipobiema cTUMynupoBaHus epcoHaa.
Bo3saeiicTBue Ha OCHOBE BIIACTHBIX OTHOILICHHM.
Hcnonp30BaHne 3HaHUS COLMAIBHBIX UIICUXOJIOTHYECKUX 3aKOHOMEPHOCTEN B3aUMOAEHCTBUA Mtoaei. M3yduenne
peKoMeH10BaHHOM nuTepaTypsl. CocTaBleHHE alropyuT™Ma JJisl yIpaBiIeHIla UCII0JIb30BAHUS TE€X WU UHBIX METO/I0B
ynpasiieHus. PellleHrne npakTHYecKyX 3a/1a4 Ha BIOOP METO/a YIPaBJICHUs 10 KOHKPETHYIO OpraHU3alMOHHYIO
Tema 1.4. CUTYalMI0. AHATUTUYECKUH pa300p MPOOIEMHBIXCUTYAIIMH HCIIOJIb30BaHNS METO/IOB YIIPaBIEHUSI.
MeTtonbl ynpaBiaeHus TectupoBanue no pasaeny
IIEPCOHAIIOM
/Cp/
Paznen 2. CocraBasiromue 3¢p(peKTHBHOCTH yIIPaBJIeHHS EPCOHAIOM
Tema 2.1.
[ToHsiTHE MOTHBAIMH KaK MICUXOJIOTUYECKOTO
TpynoBas MoTHBaLMsA
KAK OCHOBA (denomena. Teopuu MOTHBAIIMH — ITPOLIECCYATbHBIETEOPUH U cofiepkKaTesibHble. OCHOBHBIE 3aKOHOMEPHOCTH
MOTHBHPOBAHUS NIEPCOHATIA.
3P HEKTUBHOCTH . . .

—— JIByxdaxropHas Teopus norpedHocteit ['epridepra. Teopust morpedHocteit Mak Knemnanna. Teopus oxxuaanuit. Teopust

nepconaiom. IIpupona
UIIPUHIUIIBI TPYI0BON

MOTHBALIVH.
/J1ex/

CIIpaBCAJIMBOCTH. KOMHHGKCH&HHpOHeCCyaHBHaSI TEOpHA MOTHUBAIUU.




Tema 2.1.
TpynoBast MOTUBaLUA
KaK OCHOBa
a¢ddexTuBHOCTH
yIpaBiIeHUS
nepconaiom. [Ipupona n
IIPUHLUIIBI TPYIOBOM

W3yuenmne peKoMeH1I0BaHHOI uTepaTypsl.PazpaboTka cBo/1a OCHOBHBIX MPUHIIMIIOB MOTUBUPOBAHUS IIEPCOHANA

MOTHBAIIHH.
/Cp/
N3ydeHne peKOMEHI0BAaHHOW JIUTEPATyPBbI.
KiroueBbie Bonpocsl TeMbl: COBpeMEHHBIE TEOPUUTPYAOBOM MOTUBALIMU. Teopust cripaBeAJIMBOCTH B TPYIOBOM
Tema 2.2, moTuBaiuu. Teopus arpudynun. HoBbieHapoxaaromuecs Teopiu. MOTHBAIIMOHHBIE THITBI pAOOTHHKOB U (hOPMBI UX
Conmanbro- TPYJAOBOT'O [TOBE/ICHHUSI.
HCHXOJIOTHICCKH MoTuBalysi TBOPUYECKUX U TATAHTIUBBIXPAOOTHUKOB. OcOOEHHOCTH pabOThI ¢ CyOHOPMATUBHBIMU M HEHOPMATHBHBIMU
COCHOBBI paboraukamu. COIUATBHO- ICHXO0JIOTHYECKUE METO Bl MOTHBAIMH KOJIEKTHBOB. Pa3paboTka pekoMeHIamuii mo
Tpyaoson 3¢ HeKTHBHOMY HCIOJIB30BAHHIO 3aKOHOMEPHOCTEH COLUATBHO-IICUXOIOTUYECKOI CTOPOHBI MOTHBHPOBAHUSL.
MOTHBAINH. [IpoBesieHne aHAIM3a CUTYANMil B3aUMOICHCTBHUS C YKa3aHUEM OIMUOOK repIierniuu. Pa3paboTka anropurma
CoBpemeHHBIC UCIIOJIb30BaHUs
MOTHBAIIHOHHBIC TCOPUU COIMATBHO-TICHXOJIOTHYECKUX METOI0B MOTHBAIIMUTIEPCOHAIA
/Cp/
Pabora c pexkomMeH10BaHHOW yueOHOW TUTEpPaTYpOH.
KitoueBsie Bompockl TeMbl: MoTtuBaiuu Tpyaa. Kiaccuukanusi BUI0B MOTHBAIIMH K TPYAY: PEAKIHsl Ha IPSHUK, HA

Tema 2.3. KHYT, Ha CJIOBO, Ha TBOpYECTBO. MoTuBanus qoctuxenns. MotuBanusicoxpanenusi. CounanbHasi MOTUBAMA. 3aKOHBI,

Crpareruu u peryIupyIOIue MOBeICHUE U TPYIOBYIO aKTUBHOCTh. Pa3paboTka anropurma
IPHHIAITBIYTPABICHUS MOTHBUPOBaHHSI IEPCOHATIA B OPTaHU3AIIHH.

MIEPCOHAIOM

/Cp/




Tema 2.4.
Cucrema o0ydeHHUs U

pa3BUTHSI KaK
COCTaBJISIOIIAS
3¢ (HEeKTHBHOCTH

yIIpaBICHUS

TIEPCOHAIIO

M

/Cp/

W3yuenne pekoMeHIOBaHHOH iuTepaTypsl. KirtoueBbie BOpOCh! TeMbl: MeCTO CHCTEMBI O0YYCHUs IepcoHalia B
Pa3BUTHH NEPCOHAIA.
Cxema MOCTPOCHUST CHCTEMbI 00YUYCHHUS TIEPCOHANIAN Pe3yNIbTaThl ee BHeApeHwus. LlenecooOpa3HoCTh MpUMEHEHUS
cucteMsl o0yueHust. OrieHka
s dexTuBHOCTH 00YUCHUS TIEPCOHAIA.
CocraBieHne aropuTMa IoBbIILIEHUS
3¢ deKTUBHOCTH pabOTHI IepcoHala yepe3 oOyueHue. Pelienue npakTHYeCKUX 3aj1a4d Ha ONpe/ieICHuE MOTPEOHOCTH
nepcoHana B 00y4eHUUH TMOBBIIICHUN KBaATH(PHUKAINN. AHATUTHICCKUN pa300p yIpaBIeHUECKUX CUTYaIHH.
TectupoBanuerno paszaeny

Pa3nen 3. Opranus

AIUOHHOC U MPaBOBOC odecneuyeHue YiupaBJi€cHUA IIEPCOHATIOM

Tema 3.1.
Cucrema opranu3anuu
paboThI IO YMpPaBIECHUIO
MIEPCOHAJIOM.
[TpuHIMIIBIOpTaHU3AIH

KaJIpOBOM pabOTHI
/JTex/

Copep:xaHue CHUCTEMbI yIpaBlieHUsl epcoHanoM. JIokaabHbIe TOKYMEHTHI opraHuzauuu. [IpuHumnsr gopmupoBanus
CHCTEMBI YIIPABIICHUS IEPCOHAIIOM.
Cayx0a ynpasieHus nepcoHanom [IpuHIMITBIyIpaBIeHHS IEPCOHATIOM.

Tema 3.1.
Cucrema opranuzanuu
paboThI MO YIpPaBIECHUIO
MIEPCOHAJIOM.
[IpuHuMnBIOpraHnu3auu
KaJIpOBOM pabOTHI

N3yuyenue peKOMEHI0BAHHON JTUTEPATYPBI.
PelreHne nmpakTuueckux 3a4ad o ONPEICIICHUIO CUCTEMBI YIIPaBIECHUs [IEPCOHANIOM. Pelenue npakTuyeckux 3aaay Ha
oTpesieNIeHUE CTPYKTYPHBIXKOMIIOHEHTOB CITY»KOBbI YIIPaBICHHSI IEPCOHATIOM.

/Cp/




Tema 3.2.

KiroueBrle nokasarenu

a¢ddexTuBHOCTH

CHUCTEMBI YIIPaBIICHUS

W3ydeHne peKOMeHJ0BaHHOM JINTEPATYPHI.
KittoueBbie Bonpockl TeMbl: OCHOBHBIE MTOJXO0/IBI B OMIPEICICHUH KpUTeprueB d3(h(PEKTUBHOCTH YIIPABICHUS IIEPCOHATIOM.
OcHOBHBIE BUJIbI U METO/IbI aHATIN3A CUCTEM YIPABJICHHS IIEPCOHATIOM.
MeTtoauueckue moaxobl K oueHke 3¢ HeKTUBHOCTUTPYAOBOM AeareabHocTU. O1ieHKa 3 GEeKTUBHOCTU YIIPaBIECHUS
MIEPCOHAJIOM TI0 OCHOBHBIM IO/ICUCTEMaM opraHu3anuu. CocTaBieHUE TaOIUIIbI
«Kpurepun 3¢ (HheKTUBHOCTH yIPaBICHUSATIEPCOHATIOM

MIEPCOHAIIOM
/Cp/
N3yuenue peKOMEeHJ0BAaHHOU JIUTEPATYPBI.
KiroueBbie Bonpocs! TeMbl: Teopuu yrpaBieHUs IEPCOHATIOM U IIPaBOBOE peryinupoBaHue Tpyaa. Oomas
Tema 3.3 XapaKTePUCTHKA MPABOBOTO PETYIUPOBAHUAH JOKYMEHTAIMOHHOTO OOPMIICHHUS YIPABICHUYECKUX MIPOIECCOB B
TpaBoBoe opranu3anyu JIOKaJbHbBIE aKThl B CUCTEME YIIPABIICHUSI IIEPCOHATIOM. CocuTaBneHI/Ie TabynLpl «JIoKaabHbIE aKThI B
CUCTEME YNPABIICHUS OPraHU3aLUECH.
PETYJIMpPOBAHHE Pemenwue keiic-3aanuii o mpoOieMaM PaBOBOTOPETYIIMPOBAHUS YITPABICHYECKUX ITPOIIECCOB.
YIPABICHUS
IIEPCOHAIIOM
/Cp/
N3yuenne pexkomeHa0BaHHOM auTeparypsl. KittoueBbie BONIPOCH! TEMbI: BHYTpeHHUE JTOKaIbHBIE HOPMATUBHBIE AKTHI, UX
Bubl. OdopMieHHe BHYTPEHHUX JIOKATbHBIX HOPMATUBHBIX aKTOB. TpynoBoii 1oroBop.
HomxkuocTHas uHCTpYKIHs. [lonoxkeHue o cTpykTypHOM niojpasaenenuu. [lonoxenue o6 ornare Tpyna. Buast
Tema 3.4 HOPMAaTUBHBIX aKTOB, KOTOPBIMH B CBoeﬁvpa60Te 00s13aHBI PYKOBOJICTBOBATHCS PabOTOAATENH, TOJDKHOCTHBICIHIIA.
PernaMenTH U HpOBejleHI/Ie AHAJIUTHYCCKOU pa6OTI)I 110 J'IOK’cU'II)HEIM HOPMATUBHBIM aKTaM OpraHu3aliuu.
HOPMATHEHELS Pa3paboTka qOMKHOCTHONW MHCTPYKITHH.
JOKYMEHTEL, KOTODBIMH Cocranenue Ta0nuipl « BHyTpeHHUE JIOKaIbHBIEAKTHl M UX BUIBI». TeCTUpOBaHUE M0 pa3ieny
PYKOBOJICTBYETCS
ciyx0a ynpaBieHus
IIEPCOHAIIOM
/Cp/

[IpakTHueckoe 3aHATHE

1

BellToIHEHME MPAKTUYECKUX 3aJaHUI Ha 3aKpEIUICHUE 3HaHUH O MOAXO0aX K YIPaBJICHHUIO IEPCOHATIOM, IPUHIIUIAX U
METO/aX YIPABJICHUS, IICUXOJIOTMYECKHUX aClleKTaX MOTUBALMY U CTUMYJIUPOBAHUS TPYAOBOU IEATEIBHOCTH, IIPABOBOM
o0ecreyeHnn npolecca yrnpaBieHUs
MIEPCOHAJIOM, a TaKke (POPMUPOBAHUE YMEHUI MPUMEHATH UX JUIs PEIICHHUS MPAKTUYECKHX 3a/1a4

Pasznen 4.




KaapoBoe obecnieueHue ynpapJjieHHsi IEPCOHATIOM

Tema 4.1.
Mecrto, poib U GyHKIUA
KaJIpOBOH CITy>KOBI B
CTPYKType
NpeanpusiThs, e€
(GyHKIIMM U 3371a41
/Cp/

CyObeKThl KaapoBoi ciryO0bI. L{enu u 3amaunkaapoBoii ciyk0sl. [InanupoBanue paboThI
KaJpOBOH CITy>KObI. PoJIb 1 MECTO KaipoBOii CTyKOBIB MOJIUTUKE OPraHU3aMH. XapaKTePUCTUKA OCHOBHBIX (DYHKITHIA
KaJIpoBO# ciy:k0b1 M3yueHne pekoMeH10BaHHOM TuTepaTypsl. Pa3paboTka cucTteMbl MPUHIIMIIOB Pa0OTHI KapOBOii
CITYKOBI.
Pemenuie nmpoGieMHBIX CUTYyallMid, CBS3aHHBIX ¢ pPa00TOM KaapoBoii ciyxkO0bl. CocTaBieHHE TaOIULIbI
«DYHKIIUU KaJAPOBOU CITYKOBI»

Tema 4.2.
OneHka AesTeaTbHOCTH
KaJIpOBOM CITy’KOBbI.
Kpurepun xauectsa
paboThI CITyKOBI

[Tpobnema n3MepeHus 3aTpaT U Pe3ysIbTaTOB, CBA3aHHBIX C JIEATEIbHOCTBIO KaIPOBBIX CITYXkO.
OneHka AesTeIbHOCTH KaJpoBOil ciy:KObl. METOIUMKN OLIEHKH J1€ATENbHOCTH KaaApOoBOH ciyx0bl. OCHOBHBIE
rokaszatenu 3pPEeKTUBHOCTH
paboThI KapoBoii ciyk0bl. OnieHKa 3¢ (HEeKTUBHOCTUKOCBEHHBIMH KpUTepHsaMu. [lokazarenu kauecTBa paboThI
KaJIpoBBIX paOOTHUKOB. M3ydueHue pekoMeHj0BaHHOM uTepatypsl. KittoueBbie Bonpock! Tembl: [Ipo0iaema nzmepenus
3aTpar U pe3yabTaToOB, CBA3AHHBIX C JESITEIbHOCTHIO
KaJpOBbIX CIyk0. O1eHKa AesITeNbHOCTH KaJIpOBONCITYKObl. METOIMKY OLEHKHU AESITETbHOCTH

YHpaBJICHIA KaJpoBOH Ci1y>kObl. OCHOBHBIE TOKa3aTeH
TICpCOHATIOM s dexTuBHOCTH PabOTHI KaAPOBOH CiIyk)Obl. O11eHKa’((HEKTUBHOCTH KOCBEHHBIMU KPUTEPHUSIMU.
/Cp/ [Toka3zarenu kayecTBa pabOThI KaAPOBBIXpAaOOTHUKOB. Pa3paboTka cuctemsl Mep,
HaIpaBJIEHHBIX Ha MOBBIIEHHE YP(PEKTUBHOCTUPAOOTHI KaIPOBOU CIIyKObI
N3y4yeHne peKOMEHJOBaHHOM JINTEPATYPHI.
Tema 4.3. Kirouessie Bonpocs! Tembl: [lon6op nepconana kakcucrema. Opranu3alioHHasi CTPYKTypa CUCTEMbI Tooopa
IpodeccnonanbHbrit nepcoHaa. [IpuHIUIIBI MOCTPOCHUS

no00p nepcoHasna Kak
Ba)KHasI COCTABJISIOIIA
paboThI CITYXKOBI
yIIpaBJICHUS
MIePCOHATIOM
/Cp/

paboThI IO MOA00PY U OTOOPY MEpCOoHaa.
OcHoBHBIE cTIOCOOBI TTOMCKA KaHAuaToB. [ToHsTHE
«mpodeccuoHanbHbIN 0T00pY». McTounnkunepconana. CocTaBiieHUe CBOJIA TIPABHUIT
s dhexTrBHOrO 0TOOpa NIEpcoHana. 3anonHeHneTadbnuIbl « OCHOBHBIE CTIOCOOBI MTOUCKA
KaHAuAaToBy. PazpaboTka anropurMa nojaoopa nepconana. Pemenue keic-cuTyaruii ¢ UCIoIb30BaHUEM OCHOBHBIX
MIPUHIIMIIOB pa0OTHI MOMOI00PY M OTOOPY MepcoHana




Tema 4.4.

Ananranus rnepcoHaia B

obecrneueHUN

yIpaBICHUS

MEPCOHATIOM
/Cp/

N3yuenne peKkOMEHA0BAHHON JIUTEPATYPBI.
KittoueBbie Bonpockl TeMbl: [loHsATHE «aganTanus nepcoHanay. MeToAuKu yCKOpEeHUs U MOBbILeHUA3()PEeKTUBHOCTH
azanTanuu. YIpaBlICHHUE
ajanTanuen NepcoHala u OLIEHKa ee
s dexruBHOCTH. [lens 1 0061acTh NEHCTBUS paOOTHITIO YIPABICHUIO aanTanueil. Pemmenne opraHu3aiuoHHBIX BOIPOCOB
IIpU IIpUEME HOBOI'O COTpyAHUKA. OpraHu3anus BBEACHUS B JOHKHOCTb
HOBOTO coTpyaHuKa. CocTaBieHne cBoja npaBuid(GPEeKTHBHOTO BXOKICHUS COTPYIHUKA B HOBBIKOJUIEKTHB.
Pa3paboTka anroputMa BBeeHUS COTPYIHUKA B opranuzanuio. Pemenue
IPAKTUYECKUX KEHCOB 110 Mpo0seMe afanTaluuCOTPYAHUKOB. TeCTUpOoBaHUE 110 pa3ieiny

Paszgen 5.
NudopmanuonHoe U TEXHHYECKOE 00ecreueHue YIPaBJIeHHs MePCOHAIOM

Tema 5.1. Cucrema
MH(pOPMaLMOHHO-
TEXHUYECKOT O
o0ecrnieueHus
yTIpaBJIEHUS
nepconainom /Cp/

N3y4yeHne peKOMEHJ0BAHHOM JINTEPATYPHI.
KirroueBsie Bonpocs! TeMbl: 1 [oHATHE COMAIBHO-TICUXOJIOTMYECKOr0 KJIMMaTa B OpraHu3alyH.

Hayunble moxo/ipl, 00BACHSIOIINE COCTOSHUE COIIMATIBHO- MICUXOJIOTHYECKOT0 KIMMaTa B opranu3anuu. GakTopsl,
OTpeeNSoNINe COLUATbHO- TICUXO0JIOTHYECKUH KuMat Ha pa3HbIX ypoBHsX. Tunsl CIIK 1 ux ocHOBHbIE
XapakTepucTUKU. COCTaBIEHUE AITOPUTMA UCIIOJIB30BAHUS KOMIIJIEKCA TEXHUYECKUX CPEJICTB CUCTEMBI YIIPaBJICHHUS
nepcoHanoM. PelieHne npakTHUecKux 3a7ad Ha ONpelelIeHHe CTPYKTYPHBIX KOMIIOHEHTOB TEXHUUECKOT0 00ecieueHust
CUCTEMBI
KaJIpOBOrO MEHEJKMEHTA.

Tema
5.2.udopmarimonHoe
o0ecrieueHue
yIPaBJICHUS
nepconainom /Jlex/

Cy1HocTh, 3HaYeHUE U 0COOEHHOCTH
nH(pOopMalMOHHOTO obecrieueHus. TpeOoBaHUs, IPEAbABIsIEMbIE K Ka4eCTBY HH(POPMAIIH.
BremammHHOe ¥ MalmMHHOE HHPOPMALIMOHHOE obecrieueHre yrpasieHus. baHk JaHHBIX — IpaBUiIacOopa U XpaHEeHHUs
uHpopmanuu. PazpaboTka
MH(POPMALIMOHHOTO 00ecrieueHHs.
Pa3zpaboTka pekoMeHaaIui mo XpaHeHHIo
uHpopmanuu. Pemenne npakTMKOOPUEHTHPOBAHHBIX CUTYAIMH 110 BHEMAIIMHHOMY O0ECIIEYeHHIO YIPaBICHUs




Tema
5.2.MndpopmanonHoe
obecrieueHue
yIpaBIeHUS
nepconainom /Cp/

W3yuenne peKOMEHI0BAaHHOH JTUTEPATYPHI.

CyIIHOCTh, 3HAaY€HHE U OCOOEHHOCTH

nH(popMannoHHOTOo o0ecrieueHus. TpeboBaHus, IPEIbIBIIEMbIC K KAUYECTBY HH(POPMAIUH.
BHemammHHOe 1 MamMHHOE MHPOPMAIIMOHHOE oOecTieueHre yrpasiieHus. baHk TaHHBIX — paBUIacOopa U XpaHESHUs
uHpopmanuu. PazpaboTka
HH(POPMAIIMOHHOTO OOECTICYCHUSI.

Cocrasnenue Tabnuisl « Tunonorus

nHpOpPMAIIMOHHOTO obOecrieueHus». Pa3zpaboTkapekoMeHaamii o XpaHeHU0 HH)OPMAITHH.
Pemennie npakTHKOOPUEHTHUPOBAHHBIX CHTYAIIMI IOBHEMAITMTHHOMY 00€CIICUYCHHIO YITPaBICHUS

Tema 5.3 Kommiiekchl TEXHMUECKUX CPECTB B TEXHMUECKOMOOecieueH!H yrpasieHus. Beioop Texunueckux cpencts. HazHauenune
Texuuueckoe U COCTaB KOMIUIEKTOB 00OPY/JOBaHMS U €r0 OCHOBHBIE XapaKTEPUCTHKHU.
obecrieyeHne [TprMeHeHne MUKPOIPOLIECCOPHBIX TEXHUYECKUXCpeAcTB. PazpaboTka anropurMa noadopa
yIIpaBJICHUs KOMILIEKca 000py1oBaHUs 17151 UH(HOPMAITHOHHOTO
[IEPCOHAIOM oOecrieueHus yrpaBiieHUs
/JTex/
W3ydyeHne peKOMeHJ0BaHHOM JINTEPATYypPHI.
Tema 5.3 KoMIiekcpl TEXHUYECKUX CPEICTB B TEXHUYECKOMOOECTIEUEHUH YITpaBiieHNs. BbIOOp TEXHUUECKUX CPEJCTB.
TexHIuecKoe Ha3nauenue u cocTaB KOMIUIEKTOB 00OPYAOBAaHUS U €r0 OCHOBHBIE XapaKTEPUCTUKH.
S [TprMeHeHre MUKPOTIPOLIECCOPHBIX TeXHUUECKUX cpeAcTB. CocTaBieHue Tadbauipl «OCHOBHbBIE BUJIBITEXHUYECKUX
yIIpABIIeHHs CpeACTB oOecredeHus yIpaBIeHHs».
[epCoHATOM Pazpabotka anroputMa rmoadopa KomMIuiekca 000pyoBaHus 11t HHGOPMAITMOHHOTO 00ECTICUeHHS
/Cp/ yrpasiieHus. TecTupoBaHue 1o pa3faeny
Pa3znen 6. [Icuxosiorusi ynpasJjieHus M B3aUMO/IeiiCTBHS € EPCOHATIOM
N3ydeHue pekoMeH10BaHHOM JuTepaTypbl. CocTaBiaeHe cBoAa npaBui 3 (PeKTUBHOTOMOBEIEHUS B KOJIJIEKTHBE.
Tema 6.1 CocraBnenue
CornmanpHo- CpaBHUTENBHOU TaONULBI «3aKpbIThii U oTKphITEITHIIA CITKY. M3ydeHne coruanbHO- ICUXOI0OTHYECKOro KJIMMara
IICUXOJIOTMYECKUM

KIIMMAT OpraHu3alnnuu

/Cp/

KOHKPCETHOT'O KOJUICKTHBA C HAITMCAHWEM BbIBOAA-3aKIIFOUCHU A




W3ydeHue pekoMeH10BaHHOMU tuTepaTypbl. KitoueBbie BOIpock TeMbl: BriacTh Kak opraHu3almOHHbBIN IpoIiecc.
Hayunbie moaxo sl KONpeaeaeHuIo JUAepCTBa U BIacTu. Buibl BiacTu.
dopmalibHas U peajbHas BiacTh. Peanu3anus Bi1acTHRIX HodHOoMOuMi. CriocoOsl peanu3anuuBiactu. KoHQIMKTHI
BJIACTU U TIOTYMHEHUS.
Cocrasnenue cBoja npasui s dexkruBHoro auaepa.CocrapieHre XapaKTePUCTUKU-OMKUCAHUS (peHOMEHa

Tema 6.2 .
«xapusmbl». [IpoBenenue padboThI O ONPENEICHUIO TPUBEPKEHHOCTH ONPEICICHHOMY BUY JTUACPCTBA CIIOCIEAYIOIICH
Bnacte u nunepcTBo B . N
pa3paboTKOoil pekoMeHAalui o
OpraHu3aluu
3¢ (heKTUBHOMY YIIPaBIEHUIO.
/Cp/
N3ydenne pekOMEeHJOBaHHOM JINTEPATYPHI.
KittoueBbie Bonpocs! TeMbl: CyITHOCTh COLMATBHO-TICUXOJIOTHYECKUX aCIIEKTOB YIIpaBJIeHUs MepcoHaaoM. bazoBbie
HOIXOObI K OOBSICHEHUIO
(heHOMeHa JTMYHOCTH U TIOBEJICHUS YeJIOBeKa B opranu3aiuu. Vcrnoib30BaHne NCUXO0IOTHYECKUX METOOB U MOIX0JI0B B
YIpaBJIeHUH MepCOHATIOM. VCIOIb30BaHHE YMOIIMOHAIBHOTO, TBOPYECKOTO U JIMYHOCTHOTO IMOTSHITHAIA pA0OOTHHUKOB.
Tema 3anonHeHneTadnuibl «Tunel moguuHeHus». PazpaboTka anroputMa B3auMOoACHCTBUS yIpaBIeHIa C

6.3.Ilcuxonornyeckue
ACTICKTHI yIIPABJICHHUS
nepconainom /Cp/

He(hOopMaTbHBIMU TPYIINIAMU B OPTaHU3AIINH.
Pemrenue keiic-3aganuii Mo mpoo6JieMe UCTIOIB30BAHMS IICHXOJIOTHYECKUX 3HAHUHN B
YIpaBJICHUH MEPCOHATIOM

Tema 6.4.
Koudnukthbie
CUTYalluU B KOJUIEKTUBE
U CIIOCOOBI UX

pasperneHus
/Cp/

N3ydyeHne pekOMEeHJOBaHHOM JINTEPATYPHI.
KiroueBsie Bonpocs! TeMbl: [IoHsATHE U coepKAaHUEMEKITNYHOCTHOIO KOH(pIMKTa. Buasl
MEXJINYHOCTHBIX KOH(JIMKTOB U MOJAXOAbI K UX
pasperieHnto. Metoibl pasperienus: KoH(GIuKToB. Mcrnonb30BaHue TEXHUK pa3penieHns KOHGIUKToB. Mepsl 1o
pa3pelieHuio KOH(QINKTa B 3aBUCUMOCTUOT ero ctafuu. CocTaBieHHe CBO/IA IPABHII
3¢ PeKTUBHOTO MOBeAeHUS B KOH(pHKTe. PazpaboTkaanroputma paspemieHns KOHPIUKTHONW CUTyalluu B KOJIJIEKTHBE.
Pemennie KOHQIUKTHBIX CUTYallui C UCTIOIb30BAaHHUEM OCHOBHBIX NPUHIIUIIOB
yperynaupoBanus. TecTupoBaHue o pasaeny




HpaKTI/I‘IeCKOG 3aHATUC
2

BeinosnHenne npakTHYeCKUX 33aHUI Ha 3aKperieHHe 3HaHUH 0 coiep)KaHuM KaJIpoBOro, MHGOPMALIMOHHOTO,
TEXHUYECKOTO 00eCIeueHUs] CUCTEMBI YITPABICHHS IEPCOHATIOM, 00 OpTaHU3aLMOHHOM CTPYKTYpPE CITY>KOBI yIIpaBIICHUS
MIEPCOHAJIOM, NICUXOJIOTNYECKUX ACHEKThI YIIPaBJIEHUs, ClIoco0ax pa3pelieHnss KOH(MIUKTHBIX CUTYalUil B KOJJICKTHBE,

a Takke POpMUPOBAHUE YMEHUN MPUMEHSTD UX JJIS PEILICHHSI TPAKTHYECKIX
3a1a4

[IpakTrueckoe 3aHsTHE
3

BrImonHeHne npakTHUECKUX 3aJJaHui Ha 3aKpeIuIeHNe 3HaHUH O COAep KaHUH KaJlpoBOTo, HH(POPMALIMOHHOTO,
TEXHUYECKOI'0 U IIPABOBOr0 00ECIIeUeHHs CUCTEMbI YIPABICHUS IIEPCOHAIIOM; PUHIIMIIAX OPraHU3aluH KalpOBOM
paboThI; ICUXOJIOTMYECKUX acleKTaX yIpaBlIeHHUs, clioco0ax
pa3peleHus pa3InuHbIX YIPABICHYECKUX CUTYALMi;yMEHUN IPUMEHATD [I0JyYE€HHbIE 3HAHUS HA ITPAKTUKE, IIPU
pPELICHUN KOHKPETHBIX YIIPABICHUYECKUX 3a1a4

Bcero
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1. YCJOBMS PEAJIM3AIINN PABOYEN TIPOTPAMMBI YYEBHO
JTACIATIIAHBI

3.1. YueOHO-MeTOaUYECKOE ODecTiedeHHe YUeOHO0 TN CIUTIIHHbI
3.1.1. PexomMenayemasi 1uTepartypa

OcHoBHas1 JIUTEpPaTypa

1. Topnenko, O. A. YnpaBieHrue NEPCOHAIOM : Y4eOHUK Ui CPEIHET0 MPOPECCHOHATHLHOTO
obpazoBanus / O. A. I'opnenxko, J. B. Epoxun, T. [1. MoxaeBa. — 2-¢ u3., uctp. u gon. — MockBa
: U3marenwctBo HOpaiit, 2024. — 217 c. — (Ilpodeccuonansuoe oopazoanue). — ISBN 978-5-534-
16492-3. — Tekcr : anekrponubii // O6pasoBarenbHas miatdopma HOpaiit [caiit]. — URL:
https://urait.ru/bcode/538594 (nara obpammenus: 29.02.2024).

JlomoJIHUTEeIbHAS JIUTEPATypa
2. bazapos, T. 0. Ilcuxosorus yrpaBieHHs MEPCOHATIOM : yd4eOHOE TIOCOOHE AJIs CPETHETO

npodeccuonansHoro obpazosanus / T. FO. bazapoB. — 2-e uzn., mepepab. u gomn. — Mocksa :
WznatenberBo FOpaiit, 2024. — 386 ¢. — (IIpodeccuonanbroe oopazoBanue). — ISBN 978-5-534-
17957-6. — Tekcr : snextponnsii // OOpasoBatenbHas miardpopma FOpaiit [caiit]. — URL:

https://urait.ru/bcode/542775 (nara obpammenus: 29.02.2024).
3. MacnoBa, B. M. VYmpaBnenue mnepcoHajsoM : y4eOHHUK M MPAKTUKyM I CPEIHEro

npodeccuonansHoro obpasoanus / B. M. MacioBa. — 5-¢ m3x., mepepad. u jgon. — Mocksa :
UznatensctBo FOpaiit, 2024. — 451 ¢. — (IIpodeccuonansuoe obpazoBanue). — ISBN 978-5-534-
15946-2. — Tekcr : anexkrponubii // OO6paszoBatenbHas miardopma FOpaiit [caiit]. — URL:

https://urait.ru/bcode/536846 (mara oopamenus: 29.02.2024).
4. Mexrtuxanosa, H. H. Ynpasienue nepcoHanom: mcuxojiornyeckasl OleHKa MepcoHanua :

yueOHOoe mocobue s cpefHero mpodeccruoHanbHoro obpaszoBanus / H. H. MextuxanoBa. — 2-e
u3a., uctp. u gon. — Mocksa : U3marensctBo Opaiit, 2024. — 195 c¢. — (Ilpodeccuonansroe
obpazoBanue). — ISBN 978-5-534-13047-8. — Tekcr : anekrponnsii // OO6pa3oBarenbHas

wiatdopma KOpaiir [caiit]. — URL: https://urait.ru/bcode/542138 (nata obpamienus: 29.02.2024).
5. VYmparieHue MepcoHATOM : YU4eOHHUK W MPAKTHKYM JJIsI CPEIHEro MpoecCHOHATBLHOTO

obpazoBanust / O. A. Jlammona [u ap.] ; mox oOmieit pemaknuen O. A. JlammoBoit. — Mocksa :
NznarensctBo HOpaiit, 2024. — 406 c. — (IIpodeccuonansnoe obpazoBanue). — ISBN 978-5-534-
01928-5. — Texkcr : snektponnbiii // OOpasoBarenbHas 1wiatdopma IOpaiir [caiit]. — URL:

https://urait.ru/bcode/538149 (nara obpamenus: 29.02.2024)

3.1.2. IlepeyeHb peKOMEHIYyeMbIX AJIsl HCIOJIH30BAHUSA 0a3 TaHHBIX U
HHpopManoHHBIXpecypcoB ceTtu UHTEpHET

http://www.mevriz.ru/ http://www.rjm.ru/ http://www.new-management.info/http://www.top-
manager.ru/

http://fcior.edu.ru ®enepanbHblil HEHTP UHGOPMAITMOHHO-00Pa30BATELHBIX PECYPCOB
http://www.aup.ru/ AUR.RU A tMHUHUCTpPaTUBHO-YIIPABICHYSCKHUIA TTOPTAIT
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1. KOHTPOJIb 1 OHEHKA PE3YJIbTATOB OCBOEHMSI
YYEBHON AU CIIUITJIMHBbI

KonTponp u oleHka pe3ylnbTaToB OCBOCHUS YYEOHON IUCIMIUIMHBI OCYIECTBISETCS
Mperno/iaBaTesieM B MPoIecce MPOBEACHUS MPAKTUYECKUX 3aHATUM, TECTUPOBAHUS, BHIOTHEHUS
00y4aroIMMuUCs 3aJaHUI CaMOCTOSTEIbHON pabOThI, MPOMEKYTOUHON aTTeCTaIlUU.

4.1 KoHTpOJIb U OlIeHKA Pe3y/JIbTATOB OCBOCHHS Y4eOHOM IMCIUIITTHHBI

Pe3ysabTarsl 00yyeHus
(0CBOEHHBbIE YMEHHSI, yCBOCHHbIE 3HAHUS)

®opMbI H METO/IbI KOHTPOJISA U
OLIEHKH Pe3yJIbTATOB 00y4eHHUs

Ymeer:

- co3/laBarth  OJarompuATHBIM  ICHXOJIOTMYECKHI
KJIMMAT B KOJUIEKTUBE;

- 3QeKTUBHO YIPABIATH TPYAOBBIMU PECYPCAMHU

3Haer:

- COIep)KaHUe  KaJpoBOro,  MH(OPMAIMOHHOIO,
TEXHUYECKOIO U IIPaBOBOIO OOECIIEUEHMS] CHCTEMBI
YIIPaBJICHUS IEPCOHATIOM;

- OpraHU3aIlMOHHYIO CTPYKTYPY CITYKOBI yIIpaBICHUS
IIEPCOHAJIOM;

- o01IMe NPUHILIMIIBI YIPABJIECHUS IEPCOHATIOM;

- NPUHIMIIBI OPraHU3aLUH KaJpOBON pabOThI;

- TICUXOJIOTMYECKUE aCHEKThl YNPaBJIECHUS, CIIOCOOBI
paspelieHns: KOH()IMKTHBIX CUTYallUii B KOJUIEKTHBE

Texymui KOHTPOJIb:
- OIGHKa KadecTBa
IIPaKTUYECKUX 3a1aHUN
- OIICHKa KadecTBa BBIMOJIHECHHUS
BHEAYAUTOPHOU CaMOCTOSITEITbHON
paboThI (cocraBiieHHs TJIaHOB,
KOHCIIEKTOB, IPE3CHTAINH, TAOIHUI], CXeM
U T.I1.)
- OLICHKA pe3ybTaToOB
TECTUPOBAHUS MO WTOTaM HU3YYECHHUS
paszzenon

BBIIIOJIHCHH A
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a* YACTHOE OBPA3OBATEJIbHOE YYPEXJIEHUE
e IPOPECCHOHAJIBHOTO OBPA30BAHMS
GATIATHO-YPAJIBCKHIi TOPHBINA TEXHUKYM»
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Ilepmb, 2024 1.
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PA3JEJ 1. MACIIOPT PABOYEM ITPOT'PAMMbBI BOCIIUTAHUSA

Ha3Banmne Copep:xxanue

HanmvenoBanme | [IpumepHass pabouass mporpamma BocmuTaHus 1o crneruanbHocTH 46.02.01
MIPOrPaMMBbI JIOKyMEHTaIIMOHHOE 00eCTIeYeHNE YIPABICHHS U apXMBOBEICHUE

OcHoBanus 1 | Hacrosimass mporpamma paspaboTaHa Ha OCHOBE CIEAYIOIIMX HOPMAaTHUBHBIX
pa3palboTKu IIPaBOBBIX IOKYMEHTOB:
MPOTrpaMMBbI Konctutynusa Poccutickoit @enepaiuu;

Oenepanbubiii  3ak0H  oT  29.12.2012 Ne273-D3
Poccuiickoit deneparumy;

[Tpuka3 Munmnpocsemenusi Poccun ot 26 asrycra 2022r. Ne 778 «O06
YTBEPKACHUH (eiepabHOr0 rocy1apcTBEHHOT0 00pa30BaTeIbHOrO CTaH apTa
cpenHero mnpodeccuoHanbHOTO oOpa3oBaHus 1o crenuanbHocTH 46.02.01

HOKYMGHTaHI/IOHHOG obecnieueHue YIpaBJICHUA U apXHBOBCIACHUC)

«O06 oOpa3oBaHuu B

[lens nporpammbl | Co3laHue OpraHM3allMOHHO-NIEAArOTHYECKUX YCIOBUH Uil (POpPMHUpPOBAHUS
JMYHOCTHBIX PE3YJIbTaTOB OOYYAIOLIUXCS, MPOSBISIIOIUXCA B PAa3BUTUU UX
MTO3UTUBHBIX YYBCTB M OTHOLIEHUM K POCCUHCKUM Ipa)<1aHCKUM (0a30BbIM,
o0I1IeHaIIMOHAJIbHBIM) HOpPMaM U LIEHHOCTSIM, 3aKperIéHHbIM B KoHCTUTYIIMM
Poccuiickoit ®enepauuu, ¢ ydyeToM TpagulUil M KyJIbTypbl CyObeKTa
Poccuiickoit ®@enepanuu, IeNOBBIX KauecTB KBaJIU(UIMPOBAHHBIX pabovMX,
CITYXKAIUX/CIEHAINCTOB CPEJHEr0 3BEHA, OIPENENIEHHBIX OTPAaCICBBIMU

TpeOoBaHUSIMU (KOPIIOPATUBHOM KYJIBTYpOU).

Cpoxu 2 roga 10 mecsnen
peanusanuu
IIPOTrpaMMBbI
Ucnonuurenu | lupexrop, 3aMecTUTENM JIuUpekropa B  cdepe yuyeOHOH, ydeOHO-
IIPOrPaMMBI MIPOU3BOJICTBEHHOM, BOCIIUTATEIbHON ACATENBHOCTH, a TAKKE KypUPYIOLIUN

aJIMMHHUCTPATUBHO-XO3SICTBEHHYIO pabOTy, COTPYAHHKH Y4eOHOW 4YacTw,
3aBeAYIOIIME OTJEJICHUEM, TIPEroJaBaTesu, KypaTopbl, ThIOTOpPHI (TIpu
Hanuuuu), 4ieHbl CTyIeHYecKOoro COBETa, MPEICTaBUTENH PoIuTeNnbCcKOro
KOMHTETa (€ro aHajiora), MpeJCTaBUTENIN OpraHu3aluil — paboTomaresneii, B
MIEPBYIO OYepeib, OpraHN3aTOPhI 0a3 MPAKTHK.

Peanuzanus paGoueil mporpaMMbl BOCHUTAHUS HAIIPABJIEHA, B TOM YMCJe, Ha COXPaHEHUE U
pa3BUTHE TPAIULIMOHHBIX T1YXOBHO-HPAaBCTBEHHBIX IEHHOCTEN Poccuu: :KU3Hb, JOCTOMHCTBO, IIpaBa
U CBOOO/IbI YeNoBeKa, MaTpUOTU3M, IPaXkIaHCTBEHHOCTD, Cily)keHHne OTedecTBY U OTBETCTBEHHOCTh
3a ero cyap0y, BHICOKME HPABCTBEHHbIE MJI€AJIbI, KPEIKasi CEMbs, CO3UIATENbHBIN TPyl, IPUOPUTET
JyXOBHOTO HaJ MaTepuaibHbIM, TI'yMaHW3M, MWJIOCEPAHUE, CIPABEIIMBOCTb, KOJUIEKTUBU3M,
B3aUMOIIOMOIIb M B3aWMOYBa)XCHHE, HCTOPHYECKas MNaMATh M IPEEMCTBEHHOCTb IOKOJIECHUH,
€UHCTBO HapooB Poccun.

Jlannass  pabouas  mporpamma  BocnuTanus  (mamee —  PIIB)  paspaborana
C YyYeToM NpPEeeMCTBEHHOCTH Iienel u 3amad [IpumepHON mnporpamMmbl BOCHUTAHUS IS
o0mieo0pa3oBaTeabHbIX  OpraHu3aluii, om00peHHON pemenueM @DenepanbHOro  yueOHO-

METOJMYECKOro OO0BeAMHEHHUs To oOIieMy o0pa3oBaHHIO (YTB. MPOTOKOJIOM 3acemaHuss YMO
o obmiemy oopazoBanuto Munnpocsemenus Poccun Ne 2/20 ot 02.06.2020 1.).

Koa Tu4HOCTHBIX
pe3yJabTaToB
peaju3zanumn

JInuyHOCTHBIE pe3yJIbTAThI
peanu3anuu NporpaMmMbl BOCIIUTAHUS
(Oeckpunmopbwt)




NPOrpamMMbl
BOCHUTAHUS

OcoszHarommii  cebst rpaxaanuHoM Poccuum u  3amutHHKOM OTedecTBa,
BBIPDQKAIOIIUN CBOIO POCCHUMCKYIO WJACHTHUYHOCTh B IOJUKYJIBTYPHOM
Y MHOTOKOH(ECCHOHAILHOM POCCUICKOM O0IIECTBE U COBPEMEHHOM MUPOBOM
coobmectBe. Co3Harommii  cBoe EAMHCTBO ¢  HapoaoM  Poccum,
¢ PoccuiickuM rocynapcTtBoM, JE€MOHCTPUPYIOIIUNA  OTBETCTBEHHOCTh
3a pas3BuTHUE CTpaHbl. lIposBisromuii rOTOBHOCTH K 3amure PoauHsl,
CHOCOOHBIN apryMEHTHPOBAHHO OTCTAaWBaTh CYBEPEHUTET U JOCTOMHCTBO
Hapona Poccum, coxpaHATh W 3alUIIaTh HUCTOPUYECKYIO  IPaBay
o PoccuiickoM rocynapcrae

JIP 1

[IposiBrsitOmniE aKTUBHYIO TPAXKAAHCKYIO TIO3UIIMI0 HA OCHOBE YBAKCHHS
3aKOHAa W TIPABONOPSIKA, TpaB W CBOOOJ COTpaXIaH, YBaKCHUS
K HCTOPUYECKOMY | KyIbTypHOMY Haciequio Poccun. Oco3HaHHO
U JICATEIbHO BBIPAXKAIOIIUN HENPUATHE JUCKPUMUHAIMM B 0OIIECTBE
10 conuajibHbIM, HAIMOHAJIIBHBIM, PCIUTHO3HBIM IIPpHU3HAKaM, 3KCTPEMH3MaA,
TeppopHu3Ma, KOPPYIIIHH, AHTUTOCYJAPCTBEHHOMN JESITETIBHOCTH.
OO6aaromuii ONBITOM TPAXIAHCKON COIIMAIBHO 3HAYUMOM JI€ITEeIIbHOCTH (B
CTYJICHYECKOM  CaMOYIPaBJICHHH, JOOpPOBOJIBYECTBE,  IKOJOTHUECKUX,
IIPUPOTOOXPAHHBIX, BOCHHO-IIATPUOTUYECKUX U JpP. OObEIUHEHUSAX, aKIUIX,
nporpammax ). [IppHIMaronuil posib H30MpaTelis U yYaCTHUKA OOIIECTBEHHBIX
OTHOHIGHI/II\/JI, CBSI3aHHBIX C B3aHMOﬂCfICTBHGM C HApOJAHBIMU I/I36paHHI/IKaMI/I

JIP 2

JlemoHCTpUpYyrOIIUit MIPUBEPKEHHOCTH TPaaULIMOHHBIM JTyXOBHO-
HPaBCTBEHHBIM IIEHHOCTSAM, KyJIbType HapoaoB Poccum, mnpuHUUNamM
YECTHOCTH, MOPAJOYHOCTH, OTKPBITOCTU. J(EWCTBYIOIIMI M OLEHUBAKOUIUI
CBOE€ IIOBEJICHUE W TOCTYNKH, MOBEACHUWE U TMOCTYNKH APYTUX JIOJEH C
MO3UIIHI TPaIULIMOHHBIX POCCUNCKUX JIyXOBHO-HPaBCTBEHHBIX,
COIMOKYJBTYPHBIX LIEHHOCTEH W HOPM C YYETOM OCO3HAHMS MOCIEICTBHI
nocTynkoB. ['OTOBBI K JETOBOMY B3aUMOJICHCTBHIO W HEPOPMAILHOMY
OOILIEHHUIO C TPEJACTABUTENSIMU PaA3HBIX HApPOJOB, HAIIMOHAILHOCTEMH,
BEPOUCIOBENAHNN, OTJIIMYAIOIIUN UX OT YYACTHUKOB I'PYIII C IECTPYKTUBHBIM
W JICBUAHTHBIM IMOBEACHUEM. J[EMOHCTPUPYIOIIUA HENPUATHE COLMAIBHO
ONaCHOI'O0  IIOBEIECHUS  OKPYKAKIIMX U NPEAyNPEeKAAlOlUi  €ero.
[IposBasromnii YBaJXKCHUE
K JIIOJSIM CTaplIero IMOKOJIEHUs, TOTOBHOCTb K YYacCTHUIO B COLHUAIBHOU
MOJJEPKKE HYKJAIOIINXCS B HEM

JIP 3

[IposiBnsromniA W AEMOHCTPUPYIOIIMI yBaXE€HUE K TPYAYy YEIOBEKa,
OCO3HAIOIIMK IIEHHOCTh COOCTBEHHOTO TpyJda M TpyJda APYrHX JIHOJAEH.
DKOHOMHYECKH aKTUBHBIM, OPUEHTHPOBAHHBIN Ha OCO3HAHHBIN BBIOOP cepbl
npoeCCUOHATTLHON JEeSITEIbHOCTH C YYETOM JIMYHBIX >KU3HEHHBIX IJIAHOB,
nmoTpeOHOCTEH CBOEH CeMbH, POCCHHCKOTOo oOmiecTBa. Bripakaromniuit
OCO3HAHHYIO TOTOBHOCTb K MOJIYYE€HHUIO MPO(ECCHOHAILHOTO 00pa3oBaHus, K

HEMPEPHIBHOMY 0o0pa30BaHHIO
B TeYeHUe KU3HM  J[EMOHCTPUPYIOIUMM  IO3UTUBHOE  OTHOLICHHUE
K pEeryJIMpOBAHUIO TPYAOBBIX OTHOILIEHUH. OpueHTUPOBAHHBIN

Ha camMoo0OpazoBaHHE U TPO(ECCHOHATBHYIO TMEPENOArOTOBKY B YCIOBHSX
CMEHBI TEXHOJIOTHYECKOTO YKJIaJla M COMYyTCTBYIOIINX COIMATBHBIX TIEPEMEH.
Crpemsmuiics K (GOpMHpOBaHHIO B CETEBOM Cpele JUYHOCTHO U
poeccHOHaIbHOTO KOHCTPYKTHUBHOTO «IIM(POBOTO CIeAa»

JIP 4




JIeMOHCTpUPYIOMIMIT TPUBEPAKEHHOCTh K POJHOM KYJIbTYpe, UCTOPHUYECKOU
MaMsATd Ha OCHOBe JOOBU K PoaumHe, Hapomy, Manoil poJWHE, 3HAHUS €Tro
UCTOPUM W KYJIbTYpbl,  HPHUHATHE  TPAAMIMOHHBIX  LEHHOCTEH
MHOTI'OHALIMOHAJILHOTO Hapoaa Poccun. Beipakaronuil CBOXO S THOKYJIBTYPHYIO
UJCHTUYHOCTh, CO3HAIOIUN cebs maTpuoToM Hapoaa Poccuu, nesrenbHO

BBIpAXKAIOIINI YYBCTBO MPUYACTHOCTH
K MHOroHalMoHalibHOMY Hapoay Poccumn, k Poccuiickomy OteuecTBy.
[IposBisrommia LIEHHOCTHOE OTHOLLIEHUE K HCTOPUYECKOMY

U KyJIbTYPHOMY HaclIeAuI0 HapoJoB Poccuu, K HallMOHAIbHBIM CHMBOJAM,
IIpa3HUKaM, TaMATHUKAM, TpaauLUsIM HapoA0B, Ipoxxuparouux B Poccun, k
COOTEYECTBEHHUKAM 32 pyOeXoM, IIOJIEPKUBAIOIINNA UX 3aMHTEPECOBAHHOCTh
B COXpaHEHHH OOLIEPOCCUIICKON KyIbTYPHOH HICHTUYHOCTH, YBAKAIOIINN HX
IpaBa

JIP S

OpHEeHTUPOBaHHBI Ha MPOPECCHOHANBHBIC JOCTHKCHHS, JEATCIBHO
BBIPAKAIOLINI TTO3HABATEIbHBIC UHTEPECH C YYETOM CBOUX CIIOCOOHOCTEH,
o0pa3oBaTenbHOTO M MPOPECCHOHATBHOIO  MapuipyTa,  BBIOpaHHOU
KBaTM(UKAITUU

JIP 6

Oco3Haromuii ¥ AesITebHO BbIpaXarolui IPUOPUTETHYIO LIEHHOCTh KaXK0M
YEJIOBEYECKON JKM3HHM, YBAXKAIOIIUN JOCTOMHCTBO JIMYHOCTH KaKIOTO
YEeII0BEKaA, COOCTBEHHYIO U 4YyKYHO  YHUKQJIbHOCTb, cBobony
MHUPOBO33PEHYECKOI0 BBIOOPA, CAMOOIIPEIEIIEHUS.

[IposBnstomuii  OepekNMBOE M UYYTKOE OTHOILIEHHWE K PEJIUTHO3HOMN
IIPUHAJIEKHOCTH KaX10r0 4eJI0BEKa, IIPEeyNPEAUTENbHBIN
B OTHOILICHWH BBIPAXKEHUS IIPAB U 3aKOHHBIX HHTEPECOB IPYTUX JIIOACH

JP 7

[IposiBnsromniA W JEMOHCTPUPYIOIIMKA YBA)KEHHE 3aKOHHBIX HMHTEPECOB
W TpaB TPEACTABUTENEH pa3IMYHBIX JTHOKYJIBTYPHBIX, COIMAJIbHBIX,
KOH(ECCHOHAIBHBIX TPYNI B POCCUMCKOM OOINECTBE, HAIMOHAIHLHOTO
JOCTOMHCTBA,  PENUTHO3HBIX  yOexkJeHWd C  y4éroM  cOONoJIeHuUs
HEOOXOIUMOCTH O0eCIeYeHUs KOHCTUTYIITHOHHBIX TIPaB M CBOOOJ TpaXKIaH.
[ToHnMaromuii U AEATENbHO BBIPAXKAKOMINUNA EHHOCTh MEXPEIUTHO3HOTO U
MEKHAIlMOHAJILHOTO  cOorjlacus JIIOJEW, TrpaxiaH, HapoaoB B Poccum.
Belpakatomuii  cONpUYAaCTHOCTh K  NPEYMHOXKEHUIO U TPAHCISALUUU
KYJIbTYPHBIX TpPaIUIIMA W LEHHOCTEH MHOTOHAIMOHAJIHLHOTO POCCHUMCKOTO
rocyaapcraa, BKJIFOYEHHBIN
B 00IIIECTBEHHBIC MHUIIMATHBBI, HAIIPABJIEHHBIE HA MX COXPAHEHUE

JIP 8

Co3Haromuit IEHHOCTh JKU3HH, 340poBbs U Oe3omacHocTH.  Colmonaromui
U TpONaraHJupyolMil 370pOBbId 00pa3 KU3HU (310pOBOE MHUTAHUE,
COOJIIO/ICHHE TUTHEHBI, PeXKUM 3aHATHHA M OTAbIXa, (U3NUECKas aKTUBHOCTB),
JIEMOHCTPUPYIOIIHI CTpEMIIEHHE
K (U3MYECKOMY COBEpUICHCTBOBAaHUIO. [IposBistomuid  co3HaTeIbHOE
1 000CHOBaHHOE HETPHUATHE BPEIHBIX NMPUBBIUEK U OMACHBIX HAKIOHHOCTEH
(kypeHue, yrnoTpebieHHe alKorois, HapKOTHKOB, TICUXOAKTUBHBIX BEIIECTB,
a3apTHBIX HTP, JIOOBIX (POPM 3aBUCUMOCTEH), NECTPYKTUBHOTO TIOBEJCHUS B
00I1IeCTBE, B TOM 4KCiIe B IU(PPOBOH cpesie

JIP 9

bepexnuBo OTHOCAMMICA K NPUPOAHOMY HACJIEIHWIO CTpaHbl W MUpA,
MPOSIBISIOMINN  CHOPMUPOBAHHOCTh JKOJIOTHYECKOW KYJIbTYpPhl HAa OCHOBE
IIOHUMAaHUA BIIUSHUA CconuaJIbHbIX, 3KOHOMHYCCKUX
1 TIpo¢eCCUOHATBLHO-TTPOU3BOICTBEHHBIX MPOILIECCOB HA OKPYKAIOIIYIO CPELy.
Bripaxkaronuii  AesTEIbHOEC HENPUATHE JCHCTBUM, MNPUHOCSIIIMX Bpel

JIP 10




MPUPOJIC, PACTIO3HAIOIIMA OMACHOCTH CPEIbl OOMTAaHUS, MPEIYPERKTAFOITUN
PUCKOBAaHHOE MOBEJACHHE APYTUX TPaxkJIaH, MOMYISPU3UPYIOIIUN CIIOCOOBI
COXpAaHEHUsS MaMATHUKOB NPUPOJAbl CTPaHbl, PErUOHA, TEPPUTOPHH,
MHOCEJICHUS, BKJIFOUCHHBIN
B 00IIIE€CTBEHHBIC MHUIIMATHBBI, HAIIPaBJIECHHBIE HAa 3a00TY O HUX

[IposiBrsitomnii  yBaKEHHE K OCTETUYECKHM IIEHHOCTSM, OOJIaJaroIIHid
OCHOBAaMHM  ACTE€TUYECKOM  KyJbTypbl.  KpUTHYECKM  OIIEHUBAIOLIHI
U JEATEIbHO NPOSBISAIONIMKA NOHUMAHUE SMOLMOHAIBHOIO BO3JCHCTBUS
HUCKYCCTBa, €r0 BIUAHHUS Ha JYIIEBHOE COCTOSIHHME W TOBEJACHUE JIIOACH.
bepexyiMBO  OTHOCAIIMKCS K KyJIbType KakK CpEACTBY KOMMYHHKALIMU
W CaMOBBID@XEHHUsS B  OOIIECTBE, BBIPAKAIOIIUA  COMPHUYACTHOCTH
K HPaBCTBEHHBIM HOpMaM, TPaJULUSIM B HCKyccTBe. OpUEHTUPOBAHHBIM Ha
cOoOCTBEHHOE CaMOBBIPKCHHUE B Pa3HBIX BHIaX UCKYCCTBA, XYI0KECTBEHHOM
TBOPUYECTBE C YYETOM POCCUMCKUX TPAIMLIMOHHBIX JTYXOBHO-HPAaBCTBEHHBIX
LIEHHOCTEH, AICTETUYECKOM 00yCTpOHCTBE COOCTBEHHOTO ObITa. Paznensromuii
LIEHHOCTH OTEUYECTBEHHOT'O
U MHUPOBOTO XYJI0XKECTBEHHOI'O HAacleIus, pPOJIM HAPOAHBIX TpagULUl
U HApPOAHOIO TBOPYECTBA B MHCKYCCTBE. DBblpaxaromuid LEHHOCTHOE
OTHOIIIEHUE K TEXHUYECKOW U MPOMBIIIIJICHHON ACTETUKE

JIP 11

[IpyHuMarOmuii  pOCCUMCKHME  TPAJAMLIMOHHBIE  CEMEMHBIE  LIEHHOCTH.
OpueHTUPOBaHHBIA HA CO3[JaHUE YCTOMYMBOM MHOTOJIETHOM  CEMbH,
MMOHMMaHHE Opaka Kak COr03a MYKUYMHBI U JKCHIIMHBI I CO3JaHHUS CEMbH,
POXJIEHHUSI M BOCHUTAHUS JETEH, HENpPUATUS HACUIUs B CEMbE, yXoJa OT
POAUTENBCKOMN OTBETCTBECHHOCTH, OTKaza oT OTHOIIICHUH
CO CBOMMH JICTbMH M X (DMHAHCOBOTO COZCPIKAHUS

JIP 12

JIN4YHOCTHBIE pe3yabTaThl

peajimdanuu nNporpaMmsbl BOCIIUTAHUS, ONIPEACTCHHBIC OTPAC/JI€EBLIMU Tp660BaHI/IﬂMI/I

K 1€JJ0BBIM Ka4YeCTBaM JIMYHOCTH

CobOmromaronuii B cBOeH MPOGeCCHOHATBHOM JIESITEIbHOCTH JTUYECKHE
MPUHIIMIIBI: YECTHOCTH, HE3aBUCUMOCTH, MPOPECCHOHANBHOTO CKENTUIIU3MA,
MPOTUBOJICUCTBUSL KOPPYMIIUU U IKCTPEMU3MY, OOJAArONTUN CUCTEMHBIM
MBIIIJICHHEM W YMEHHEeM TMPUHUMATh peIIeHHe B YCIOBUSX pHUCKA U
HEOIPEIEIIEHHOCTH

JIP 13

['oTOBBIf  COOTBETCTBOBAaTh  OXKHMIAHUAM  paboTofaTenel: MPOEKTHO-
MBICISIIINY, (QQGEKTUBHO B3aMMOJICHCTBYIONIMNA C YJI€HAMU KOMaHAbl U
COTPYAHMYAIOIIMK C APYIMMH JIIOAbMH, OCO3HAHHO  BBINOJHAIOIINAN
npodeccuoHanbHble  TpeOOBaHMUS, OTBETCTBEHHBIH, ITyHKTYaJIbHBIN,
JUCLUIIIIMHUPOBAHHBIN, TPYIOJIIOOUBBIH, KPUTHYECKH MBICJISIIIHN,
HAalleJICHHbI Ha JOCTWKEHHWE IIOCTABJICHHBIX LEJIeH; JEMOHCTPUPYIOLIUN
poeCCHOHATIBHYIO KU3HECTOMKOCTh

JIP 14

OTKpLITBIfI K TCEKYIIMM MU MNEPCICKTUBHBIM HM3MCHCHHAM B MHUPE Tpyda U
npodeccuit

JIP 15




PA3JIEJT 2. OHEHKA OCBOEHUSI OBYYAIOUIMMMUCH OCHOBHOM
OBPA3OBATEJIbBHOU INTPOI'PAMMBI B YACTU AOCTWXEHUSA JIUMYHOCTHBIX
PE3YJIbTATOB

OneHka AOCTHXKEHMsI OOYYaroIlMMUCS JIMYHOCTHBIX PE3YJIbTaTOB IPOBOAMUTCA B XOJ€
peanu3anuu paboyuX MPOrpaMM MO HPOPECCHOHATBHBIM MOAYISAM M YU4EOHBIM UCIHILIHHAM,
npeaycmoTpenHbiM Hactosme OITOIT CIIO.

Kputepun olieHKH TMYHOCTHBIX PE3YJIHTaTOB 00YUAIOIIMXCS:

—  JIeMOHCTpalus uHTepeca k Oynayuiei nmpodeccuu;

—  OLIEHKa COOCTBEHHOTI'O NMPOJBUKEHUS, TMUHOCTHOTO PAa3BUTHUS;

—  TIOJIOKUTENIbHAs JWHAMHUKA B OPraHU3alUU COOCTBEHHOW Y4eOHOH AEATEIBHOCTH IO
pe3yibTaTaM CaMOOLIEHKH, caMOaHalIn3a U KOPPEKLIUH €€ Pe3yJIbTaToOB;

— OTBETCTBEHHOCTh 32  pe3ynbTaT  y4eOHOW  NEeATENbHOCTH M IOATOTOBKH
K IIpoeccrOoHaNIbHOM 1€ TeNbHOCTH;

—  TMPOSIBIICHHE BHICOKONPO(HECCHOHAIBLHON TPYIOBOW aKTUBHOCTH;

—  ydacTHe B UCCIIEI0BATEIbCKON U MPOEKTHON paboTe;

— ydacTHe€ B  KOHKypcax  TNpPO(ECCHOHAIBHOTO  MacTepCTBA,  OJMMIIAAAAX
1o npodeccuu, BAKTOPUHAX, B IPEAMETHBIX HEACTX;

— coOirosieHue STHYECKUX HOPM OOILICHHS TpU B3aUMOJCHCTBUU C OOydYaromMMUCH,
IPerno/IaBaTes MU, MaCTePaMU ¥ PyKOBOJUTEIISIMU TIPAKTUKH;

—  KOHCTPYKTHBHOE B3aHMO/ICHCTBHE B yUeOHOM KOJUIEKTUBE/OpHUTae;

—  JIEMOHCTpAIMsI HaBBIKOB MEXJIMYHOCTHOTO JIEJI0BOI0 OOILEHHsI, COLIUATBHOTO UMUJIKA;

— TOTOBHOCTb K OOIIEHHIO M B3aUMOJEWCTBUIO C JIOJABMU CaMOI0 pa3HOro craTyca,
THUYECKOH, PETMTHO3HON MPUHA/IEKHOCTH U B MHOT0OOPa3HbIX OOCTOSTENbCTBAX;

—  c(hopMUPOBAHHOCTH IPAKITAHCKOW MO3HIINHU; YIACTHE B BOJIOHTEPCKOM JIBIKEHHH;

— TPOSBICHHE MHPOBO33PEHUYECKMX YCTAaHOBOK Ha TOTOBHOCTH MOJIOJBIX JIFOJICH
K pabote Ha 6yaro OTedecTBa;

—  TpOsIBJICHHE NPABOBOM aKTMBHOCTHU M HABBIKOB IPAaBOMEPHOI'0 MOBEJCHHS, YBOKEHUS K
3akony;

— OTcyTcTBHE (DAaKTOB TPOSIBICHHUS HJICOJOTHH TEppopuU3Ma M 3KCTPEMHU3Ma Cpelu
o0y4aromuxcs;

— OTCYICTBHE COLMAIbHBIX KOH(PIUKTOB cpelud  OOy4aromuxcs, OCHOBAHHBIX
Ha MEXHALMOHAJIBHOMN, MEXXPETUTHO3HON TIOYBE;

— ydYacTHe B peaJM3alid MPOCBETHTEIHCKUX MPOTPaMM, MOMCKOBBIX, apXEOJIOTHIECKHX,
BOCHHO-UCTOPHUYECKUX, KPAEBEAUECKUX OTPSAAAX U MOJIOJCKHBIX 00bEIMHEHUSX;

—  100pOBOJFYECKHE MHUIIMATHBHI 110 TIOAIEP’KKH MHBAJIMIOB M MTPECTAPEINbIX TPaK/IaH;

— TPOSIBJICHHE HKOJIOTHYECKOM KYJIbTYphl, OEpEKHOTO OTHOLICHUS K POIHON 3emie,
NPUPOIHBIM OorarcTBaM Poccun u mupa;

—  JIEMOHCTpalMsl YMEHUH M HaBBIKOB PAa3yMHOTO IPHPOJONOJIE30BAaHUS, HETEPIHMOTO
OTHOILIEHHS K JEHCTBUSAM, IPUHOCSIIUM BpPe SKOJIOTUH;

—  JIEMOHCTpAlMsl HaBBIKOB 3/J0POBOTO 00pasza >XMU3HU M BBICOKHH YPOBEHb KYJIbTYpPbI
3JI0pOBbsI 00YUAIOIIHXCS;



—  TPOSIBICHHE KYJIbTYpPhl MOTpeOsieHrs HHPOpPMAIK, YMEHUH W HABBIKOB TMOJE30BAHUS
KOMITHIOTEPHOM TEXHUKOH, HABBIKOB OTOOpa M KPHUTHYECKOTO aHaim3a WHGOPMAIUH, YMEHUS
OPHUEHTHPOBATHCS B MH(GOPMAIIMOHHOM ITPOCTPAHCTBE;

—  ydacTHe B KOHKYypcax Mpo(eCCHOHATBLHOTO MACTEPCTBA U B KOMAH/IHBIX MTPOCKTAX;

—  TPOSBICHHE SKOHOMUYECKOH M (PUHAHCOBOW KYyJIbTYpPbI, 9KOHOMUYECKON IPaMOTHOCTH,
a TakKe COOCTBEHHOM a[CKBATHOM MO3HMIMH II0 OTHOIICHUIO K COIHAIbHO-DKOHOMHYECKOM
JIEHCTBUTCIILHOCTH.

PA3JEJ 3. TPEBOBAHUSI K PECYPCHOMY OBECIEYEHUIO
BOCIHUTATEJbHOM PABOTBI
PecypcHoe ofecrieueHre  BOCIMTATENbHOW  pa0OTHl  HANpaBICHO HAa  CO3/IaHHE

OpTraHru3allMOHHO-ICAArOTHYCCKUX yCHOBI/Iﬁ AJi1 OCYIICCTBJICHHUA BOCIIMTAHUA 06yanomecs1,
B TOM 4YMCJIe MHBAIKI0B U Jinil ¢ OB3, B KOHTEKCTE peain3aiuu 00pa3oBaTeIbHON TPOrPaAMMBI.

3.1. HopmaTuBHO-IpaBOBOE o0ecnevyeHne BOCITUTATEIbHOM padoThl

PaGouas nporpamma BOCIHUTAHUS pa3pabatbiBaeTcs B COOTBETCTBHUH
C HOPMATUBHO-TIPABOBBIMHU JIOKYMEHTaMH (elepabHBIX OPraHOB HCIIOJIHUTEIBHON BIACTH
B chepe oOpazoBanusi, TpeboBanusmMu OPI'OC CIIO, ¢ yderoM CIOXKHUBIIETOCS OIBITA
BOCIIMTATEIbHOW  JAEATEIBHOCTH M  HMEIOLMMHUCS  pecypcaMdM B IpOo(ecCHOHAIbHOU
00pa30BaTesIbHOI OpraHu3alnu.

3.2. KaapoBoe o0ecneyeHne BOCIUTATEIbHOM PadoThI

Jlist peanuzanuu pabouel mporpaMMbl BOCIIUTaHUST 00pa3oBaTeIbHAsT OpraHu3alus 10KHA
OBITh YKOMIIJICKTOBaHA KBATH(DHUIIMPOBAHHBIMU CHEIHATUCTAMH. YTIPaBIE€HUE BOCIUTATEIBHOMN
paboToil oOecreunBaeTcsl KaJIpOBBIM COCTaBOM, BKJIIOYAIOIIMM JUPEKTOpa, KOTOPBIM HECET
OTBETCTBEHHOCTh 3a OpraHu3alNI0 BOCITUTATEIbHON paboThI
B NpodeCcCHOHANTBHOM 00pa30BaTEIHLHOM OPraHU3aIlid, 3aMECTUTEIICH TUPEKTOPa, perogaBaTeeH,
MacTepOB MPOU3BOACTBEHHOT'O 00YyUEHHUs U KJIACCHBIX PYKOBOJUTENEH (KypaTOpOB).

3.4. UndopmaunonHoe odecrieyeHue BOCIUTATEILHOMH PadoThI

NudopmanmonHoe oOecrieyeHne TMpollecca BOCIHUTAHUS TPEIIojiaraeT HaIMIUe
B 00pa3oBaTeNbHON OpraHu3aluyd KOMIBIOTEPHOW U MYJIBTHMEIUWHON TEXHHKH, CPEICTB CBS3H,
JOCTYTIa K HHTEPHET-PECypcaM U CIEIUAIN3UPOBAHHOTO 000PYIOBAHHMSI.

NudopmannonHoe odbecreueHre BOCIUTAHUS CIIOCOOCTBYET OpraHHU3aIliH

—  WHPOPMHUPOBAHUS O BO3MOXKHOCTSAX y4aCTHS OOYYAIONMIUXCS B COIHAIBHO 3HAYUMOM
JIEATEIbHOCTH;

—  uHPOPMAIMOHHON M METOJMYECKON MOANEpXKKH peanu3anuud pabodeld mporpaMmsl
BOCIIMTAHUS,

—  B3aUMOJCWCTBHS B YJAJIGHHOM JIOCTYIIE BCEX YYAaCTHHKOB BOCIIHUTATENBHOTO MpoIecca
(oOyuarommxcs, MeJarorndeckux pabOTHUKOB, paboTojaTeNei, poAWTeNeld, OOIECTBEHHOCTH H
ap.).

Peanuzamust paboueil mporpamMmbl BOCIUTAaHUS JOJDKHA OBITH OTpaKeHa Ha caiite
00pa3oBaTeNbHOI OpraHu3alru.



PA3JIEJT 4. KAJIEHJIAPHBII IJIAH BOCITMTATEJILHOU PABOTEI

KAJIEHJAPHBIN IVIAH BOCIIUTATEJIbHOU PABOThHI
(46.00.00 HcTopus 1 apxeosorus)
0 00pa3oBaTeIbHON IPOTpaMMeE CPEAHETO MPOPECCHOHATBHOTO 00pa30BaHMS
no crienuanbHocTu 46.02.01 JTokymMeHTalmOHHOE 00ecrieueHre yIpaBiIeHUs U apXUBOBEACHHE



PexomeH tyeTcsl yYUThIBaTh BOCIIUTATEIBHBIN MOTEHIMA y4acTUsl CTYACHTOB B MEPOIPUATHSX, IPOEKTaX, KOHKYpPCax, aKIHsIX, IPOBOIAUMBIX Ha
YpOBHE:

Poccuiickoii @enepauuu, B Tom yncie: «Poccust — cTpaHa BO3MOXKHOCTE» https://rsv.ru/;
«bonpmas nmepemenay https://bolshayaperemena.online/;
«JIunepst Poccun» https://munepeipoccun.pd/;
«Ms1 Bmecte» (BosonTepcTBo) https://onf.ru;
OTpacieBble KOHKYPCHI MPO(ecCHOHATBHOTO MAaCTEPCTBA;
JBWKCHUS « AOMITHMITHKC);

cyobexToB Poccniickoii @enepanmu (Ipy HAIMYUU B COOTBETCTBUU € YTBEP)KIEHHBIM PETMOHAIBHBIM IJIAHOM 3HAYMMBbIX MEPOIIPUATHIN).
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https://rsv.ru/
https://bolshayaperemena.online/
https://лидерыроссии.рф/
https://onf.ru/

HanpasjieHue BocniuTareJbHOM
padoThI

Mecsan

Meponpusitue

dopMma npoBeeHUs

OTBeTCTBEHHBIE
Juna

I'pasicoancko-npasosoe u
nampuomuueckoe 60cnumanue

OKT0pb

1. Jlenb 60pBOBI €
TEPPOPU3MOM

[TpocBeTHTEIBCKAS
paborta

OxTs10pB

2. Bcepoccutiickas
HeJess 0€30MacHOCTH

JIOPOKHOTO JIBFKCHUS
(Ha4as0 OKTAOPS)

IIpocBeTuTensckas
pabora

Hos6pn

3. JleHb HapoTHOTO
€IMHCTBA

Hos6pb

4, Jlenn
lNocynapctBenHoro repba
Poccuiickoit ®enepannu (30
HOSI0ps)

Hos6pp

o. Hropub6eprekuit
nporecc, KOHKypc «bes
CPOKa JaBHOCTH»

Bebunap

Hos6pb

6. Bcepoccutickuit
KOHKYPC MOJIOICKHBIX
ABTOPCKUX MPOEKTOB U
MIPOEKTOB B chepe
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00pa3oBaHMsl, HAIPABJIEHHBIX
Ha

COLIMAJIBHO- SKOHOMHUYECKOE
pa3BUTHE POCCUNCKUX
Tepputopuit «Mos cTpana —
Most Poccus» (koHer HOSIOPsT)

Jexabpb

1. Henp Koncturynuu
12 nexabps
8. Jens ropucra

Meponpustus B
(dhopmate oHaliH

SHBaps

9. JleHb TOJIHOTO
ocBoOOxkaeHUs JIeHMHTpaga
OT (pammcTCKOM OJI0Ka B
JleHb 0cBOOOXKIEHUS
Kpacnoii apmueii
KpYIHEHIIETO «JIarepst
cmeptu» AymBuil-bupkenay
(OcBenuuma) — [lenn
MaMsITH )KepTB X0JIOKOCTa

dopmar He onpeaeneH

deBpaiib

10.  [leHsb 3ammTHHAKA
OrteuecTBa

deBpaiib

11.  Bcepoccuiickas
HCTOpUYECKast
WHTEJUIEKTyallbHas UTpa
«Bricora 102.0»

Maprt

12. JleHb BOCCOSIUHEHHS
Kpsima ¢ Poccuent

[TpocBeTuTenbekas
paborta

Armpenb

13. MexyHnapoaHas
akuus «I'eoprueBckas
JIEHTOYKAa»
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Arnpenb

14. 160 net co Hus
Poxnenns I1. A. Cronsmuna,
PYCCKOTO TOCYAapCTBEHHOTO
nesitens (14 anpens)

Arnpenb

15. JleHb mamsaTH o
TFEHOIIUJIE COBETCKOI0 Hapo1a
HaIlICTaMH U UX
MOCOOHUKAMHM B FOJbI
Benuxoit OTeuecTBeHHOI
BOMHBI

Arnpenb

16.  Bcepoccuiickast akius
«3B&31bl ['epoeB»

Maii

17. 1 mas

Maii

18. Jlenn [ToGenpr

Maii

19. 240 ner co nHA
OCHOBaHUs YepHOMOPCKOTO
¢oTa

Maii

20. 240 net co aHs
OCHOBaHUs1 YepHOMOPCKOTO
(bnora

Hronn

21. JleHb 3a1uThl geTen

[TpocBeTuTenbckas
pabora

Hronn

22. Jenb Poccuu

Nronn

23.  JleHb mamsATH U
ckopbu / MexayHapoHast
axius «CBeva maMsTH»

[IpocBetuTenbckas
pabota

ﬂyxoeuo-npaecmeennoe u
KyJiomypHo-IcmemuuecKkoe
socnumanue

CenTs6pn

1. 165 net co maug
POXKICHHS PYyCCKOTO
y4€HOT0, MUCATEINS

[TpocBeTuTenbekas
paborta
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Koncrantuna Dayapnosuya
Iuonkosckoro (1857—1935)

2. JluteparypHbrii
koHKypc 205 neT co aHs
POXKIeHHS mucaTenst Anekces
Koncrantunosuua Tosctoro
(1817-1875) 5-10 cenrsops
- BUKTOpUHA «MHOI'OJIMKUI
A.K. Toscroii ...»

CeHTs0pb

3. Mesx1yHapOoIHBIH
JICHb ITOKWJIBIX JIFOAEH

OxTs10pB

4, Konkypc N30 180
JIET CO JHS POXKJICHUS
Bacunus Bacunseuua
Bepemaruna, 26 okts0ps

[TpocBeTuTenbekas
pabora

OxkTs0pb

5.130 neT co AHS pOKIACHUS
MOATECCHI, TPO3anKa,
npamatypra Mapussl
HBanoBHsI [[BeTaeBoit
(1892-1941)

OxkTs0pb

6.Jlean otia B Poccun

OxTs160pB

7.MexyHapOIHBIN 1€Hb
MY3BIKH

Hos6ps

8. 170 net co qHA poxAEHUS
nucaress, ipaMarypra
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Jmutpus HapkucoBuua
Mamuna-Cubupsika (1852—
1912)

Hos6pb

9. denb marepu B Poccun

deBpanb

10.MexayHapoHbIN JE€Hb
poaHoro s3bika (21 ¢espains)

Mapt

11.MexnayHapoaHblii
JKEHCKUU JICHb

ITpocBeTuTeNnbCKas
pabota /moct
/mo3apaBiieHue

Maprt

12.110 net co nHS poXKAECHUS
MHcaTens v Moi3Ta, aBTopa
CJIOB TUMHOB Poccuiickoi
®enepanun u CCCP Ceprest
Brnagumuposrnua Muxankosa
(1913-2009)

Maprt

13.BceMupHslii 1€Hb TeaTpa
27 mapta

[TpocBeTuTenbekas
paborta
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Arnpenb

14.]leHb KOCMOHABTUKH, 65
set co aus 3anycka CCCP
MEePBOT0 UCKYCCTBEHHOTO
criyTHUKa 3emiu 12 anpenst

IIpocBeTurenbekas
paborta

Maii

15.JleHb caBsIHCKOM
MUCbMEHHOCTH U KYJIbTYPbI

Hronn

16.JleHb pycckoro si3bika

ronn

17./leHb ceMbH, JIFOOBU U
BEPHOCTH

Hronn

18.Jlenp MonoaeKHU

Bocnumanue 300poeozo oopasza
HCUZHU U IKOJI0ZUYECKOTL KYJIbMYPbl
(cnopmuenoe u 300posvecoepezarony
ee Hanpaegienue; IK0J102u4ecKas
HanpagIeHHocmsy)

B Teuenune rona

1. Oko-mapadon «Cnait
MaKyJaTypy — CIacu JIepeBO»
- OipHIMo6-ucTopun
CTY/ICHTOB O TOM, KaK OHH
criacaiy Npupoay

Maprt

2. Hens 3emmu (20
Mmapra) | Yac 3emmu (27
Mapta) | Jlenp 3amuTe 3emuu
(30 mapTa)

[TpocBeTuTenbckas
pabora

Armpenb

3. BcemupHBIii 1eHb
3emiu 22 anpenst

[IpocBeTuTenbckas
pabota
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Anpenb 4, BceMupHsblii 1eHb
3emin
B teuenue rona o. Bceepoccuiickas akuus

«IKOJIe)KYPHBIU 10 CTpaHE»
(ompenenuTs AaTy B TEUCHUE
roja)

Ilpogpeccuonanvno-
opuenmupyiouee Cenrsbps 1. VY nuBuTENbHAS XUMUS
Hanpaeenue (pazeumue Kapbvepvl)
Kownen centsbpst | 2.
— HaYyaJIo OKTAOPS
OxkTs0pb [IpocBeTuTenbckas
paborta
3. Mes TyHapOTHBIHI
JICHb IIKOJIBHBIX OMOINOTEK
Hos6ps 3.CtyneHt roga
JexaOpb Konkypc
STuBapp 4.JleHnp poccHiiCKOro IIpocseTurennckas
CTyJleHUecTBa 25 stHBapsI pabora
Maprt 6.
Uronb 1. [IpocBetuTenbckas
pabota
Bononmepckoe nanpaenenue Anperns 1.Jlenp OKpy>Karomeu cpeabl [TpocBetuTenbckas
(15 anpens) pabota
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B Teuenue roga

2.JIo6poBozer 59

[TpocBeTHTENBCKAS
paborta

Kynvmypno-meopueckoe
Hanpasienue

B Teuenue rona

MeponpusTus B Te4HeHUE
rojga

18
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1. CTPYKTYPA OHEHOYHbIX MATEPHUAJIOB JIUIA ITPOBEJIEHUSA
JAEMOHCTPAIIMOHHOTI'O 3K3AMEHA ITPOPUJIBHOI'O YPOBHA

1.1. CrpykTypa OLleHOYHBIX MATEePHATOB

OneHouHble MaTepUalbl JJIS IPOBENEHUS JEMOHCTPALIMOHHOTO 3K3aMeHa MpOo(UIBLHOrO
YPOBHSI BKJIIOYAIOT B ce0s KOMIUIEKT(bI) OLEHOYHOH [OKYMEHTAllMM, BapUaHThl 3aJaHUN U
KPUTEPHH OLICHUBAHMSL.

1.2. CrtpyKTypa KOMILIEKTA OLEHOYHOI JOKYMEHTAHHU

Kommiekt omnenounoit mokymentanmu (manee — KOJ[) gomxkeH Bkmodath B ceOs
CJIeIYIOIINE pa3/Ieibl:

1. Kommuiekc TpeboBanuil A1 MpOBEAEHUS IEMOHCTPALIMOHHOIO IK3aMEHa.

2. [lepeuenr o0OOpyHdOBaHUST W OCHAIICHHS, PACXOJHBIX MAaTEPHAIIOB, CPEICTB
00y4eHUsI U BOCITUTAHUA.

3. [Tnan 3acTpOMKY IJIOMIAKH JEMOHCTPAIIMOHHOIO AK3aMEHa.

4 TpeGoBaHusI K COCTaBY IKCIIEPTHBIX TPYIII.

5. WHCTpyKIIMU IO TeXHUKE 0€30MacHOCTH.

6 OO6pa3zern 3a1anus.

2. KOMILIEKC TPEBOBAHUI 1 PEKOMEH AT
JJISA MIPOBEAEHUSA JEMOHCTPAHMOHHOI'O 9K3AMEHA IMNPO®UJIBHOT'O
YPOBHA

2.1. Oprasu3anuoHHble TPeOOBAHUS:

1. JleMOHCTpalMOHHBIHN 9K3aMeH NPOQHIBHOTO YPOBHSI IPOBOAUTCS C UCHOIB30BAHUEM
KO/, BkiIt04eHHBIX 00pa3oBaTeIbHBIMKU OpraHu3alusMu B mporpammy I'HA.

2. 3aaHusl 1EMOHCTPAIMOHHOTO AK3aMEHa JIOBOJATCS JI0 TJIABHOTO DKCIEPTa B JCHbD,
MpEeIECTBYIOLINH IHIO Hayalla IEMOHCTPALMOHHOIO HK3aMEHa.

3. OO6pa3zoBarenpHasi Opranu3anus o0ecrneuynBaeT HeoOX0AUMbIe TEXHUYECKHUE YCIOBUS
JUist obecrieyeHusl 3aJaHusIMM BO BpeMsl JEMOHCTPALlMOHHOI'O SK3aMEHA BBITYCKHUKOB, UYJIEHOB
['OK, 4seHOB 3KCTIEPTHON TPYTIIHI.

4. JlemoHcTpanMoHHbI 3k3aMeH mnposoautcs B LIIAD, npeacrasisromem coboit
IUIOIIAAKY, 0OOPYAOBaHHYIO U OCHAILIEHHYIO B cooTBeTCTBHH ¢ KO/I.

5. LIITJID MoskeT pacmonaratbcsi Ha TEPPUTOPUN 00Pa30BaTENLHON OpraHU3aIiy, a TIPU
cereBoil (opme peanmzanuu 00pa3oBaTENbHBIX NPOrpaMM — TaKXKE Ha TEPPUTOPUH HHOU
OopraHu3aIy, 001aIarIe HeoOX0IMMBIMU pecypcamu i opranmn3anuu L{IT/19.

6. BBIITYyCKHUKM NPOXOJAT JEMOHCTpAalMOHHbIM dk3ameH B LIIJ[D B cocrase
9K3aMEHAIIMOHHBIX TPYIII.

7. O6pa3zoBarenbHas OpraHu3aIus 3HAKOMUT c TIJIAHOM MIPOBEACHUS
JIEMOHCTPAIIMOHHOTO 3K3aMEHa BBITYCKHUKOB, CAAIOUINX JEMOHCTPALIMOHHBIM 3K3aMeH, W JIMIL,
o0ecreynBaroIuX MPOBEJCHUE JEeMOHCTPAIIMOHHOTO K3aMEHa, B CPOK HE MO3Hee YeM 3a 5 (TATb)
pabouux JHEW A0 1aThl IPOBEICHUS SK3aMEeHa.



4

8. KonmuecTBo, o0mas miomaas ¥ COCTOSHHE MOMEIIEHUH, MPEIOCTABISIEMBIX IS
NPOBEJIEHUS  JEMOHCTPAllMOHHOTO  9K3aMeHa,  JIOJDKHBI ~ oOecreyuBaTh  [POBEJICHUE
JEMOHCTPAIIMOHHOTO 3k3amMeHa B cootBercTBUU ¢ KO/I.

9. He no3nnee uem 3a oauH pabouuii JeHb 10 JaThl IPOBEACHUS JEMOHCTPALIMOHHOTO
9K3aMeHa TIJIaBHBIM AKCIEPTOM MpOBOAUTCA MpoBepka rotosHoctu LITID B mpucyrcTBUM 4ieHOB
SKCIIEPTHON TPYIIbI, BBIIYCKHUKOB, a TakXKe TEXHUYECKOro HSKCIepTa, Ha3HAYaeMOro
OpraHu3aiei, Ha TeppuTopuH KOTOpoil pacronoxkeH LI1/ID, oTBeTcTBeHHOro 3a COONOACHHE
YCTaHOBJICHHBIX HOPM U MIPaBUJI OXPaHbl TPYJa U TEXHUKU OE30MaCHOCTH.

10. T'maBHbpIM  3kcmepToMm  ocymectBisiercss ocmorp  HIIJAD, pacnpenenenue
00s3aHHOCTEH MeXAy WICHaMU OKCHEPTHOM TPYIMIbl [0 OICHKE BBHINOJHEHUS 3aJlaHuil
JEMOHCTPAIIMOHHOTO PK3aMEHa, a TakXKe pachpejesieHne paboynx MeCT MEXAY BBITYCKHHUKaMU C
HCIIOJIb30BaHUEM Ccrioco0a ciryqaifHOi BbIOOpKH. Pe3ynbTaThl pacnpeneieHus 00sS3aHHOCTEH MEXIy
YlIeHAaMU OJKCHEPTHOM TPYNIbI M paclpeneieHus padoyux MecT MEXAY BBITYCKHHUKAMU
(UKCUPYIOTCSI TIIABHBIM 3KCIIEPTOM B COOTBETCTBYIOIIMX MPOTOKOJIAX.

11.  BbINYCKHUKHM 3HAKOMATCA CO CBOMMM pPAOOUYMMH MECTaMHM IOJ PYKOBOJICTBOM
[JIAaBHOTO JKCIIEPTa, TAKXKE TMOBTOPHO 3HAKOMSTCS C IUIAHOM IIPOBEJICHUS JIEMOHCTPAIMOHHOTO
HK3aMeHa, YCIOBUAMH OKa3aHMs MEPBUYHONU MenuunHCKor nomonu B LITJ1D. dakTt o3nakomiieHus
OTpa)kaeTcs IJIABHBIM 3KCIIEPTOM B IIPOTOKOJIE PACIIpEIEICHUS padOUUX MECT.

12. Jomyck BwimyckHUKOB B LIIIJ[D ocymecTBiaseTcs TIaBHBIM JKCHEPTOM Ha
OCHOBaHUU JOKYMEHTOB, yIOCTOBEPSIOLIUX JTUYHOCTD.

13. OO0pa3zoBarenbHas OpraHu3aius 00s3aHa He MMO3/HEE YeM 3a OJWH pabouuii ACHb 10
THS TIPOBEJCHHS JEMOHCTPAllMOHHOTO SK3aMEeHa YBEAOMHUTH TIJIABHOTO OJKCIEpTa 00 ydacTuu
B MIPOBEACHUU JIEMOHCTPAIIMOHHOTO dK3aMeHa ThIOTOpa (AaCCUCTEHTA).

2.2. Pexomenayemoe conep:xanne KOJI
Komnerenuuu, pekoMenayemblie 115 BKIOYeHus B cogepxxkanue KO/{

Kon n HaumeHoBaHue Kox n HaumenoBanue IlepeyeHb oLeHNBaEMbIX
BH/IA 1eATEeJIbHOCTH npo¢eccHOHATLHOI0 MOAYJIH, ITK

B PaMKax KOTOpPOro
ocsauBaercs B/l

B coorBercTBUM ¢ PT'OC CIIO

B/I. 1 OcymectBienue
OpraHU3alMOHHOTO U
MTOKYMCHTAIIHUOHHOT'O
oOecrnieueHus AesITeNbHOCTH
OpraHU3aAINH

[IM. 1 OcymecTBiaenue
OpraHU3alMOHHOIO U
MOKYMECHTAITUOHHOT' O
oOecreyeHus AeITeIbHOCTH
OpraHu3auu

[IK 1.1. OcymecTBasATh npueM-
repenady yrnpaBiIeHUECKON
MH(pOpMAIIUU C TIOMOIIBIO CPEJICTB
MH(GOPMAIIMOHHBIX U
KOMMYHHKAIIMOHHBIX TEXHOJIOTHH.

I1K 1.2. KoopaunupoBath paboTy
[MPUEMHON PYKOBOIUTEIS, 30H
MpreMa pa3IndHbIX KaTeropuil
[MOCETUTENEN OPraHU3alUN.

T1K 1.3. BnangeTs HaBBEIKAMH
MJIaHUPOBAHUS pPabOYero BpeMeH!
YKOBOIMTEISI U CEKPETaps.

[1K 1.4. OcyiiecTBasiTh
IMOJITOTOBKY JICJIOBBIX TTOE3]I0K
YKOBOJUTEIS U APYTUX




COTPYJHMKOB OpraHU3aluH.

1K 1.5. Bnaners cnocobamu
OpraHu3aluu padbodero
[POCTPaHCTBA IPUEMHOM U
KaOMHETa PyKOBOJUTEIIS.

[1K 1.6. OcymiecTBasTh paboTy 1Mo
[OJArOTOBKE U IIPOBEJCHUIO
KOH()EPEHTHBIX MEPOIPUITUIA,
oOecrieynBaTh HHPOPMAIMOHHOE
B3aMMOJICICTBHE PYKOBOIUTES C
[0/Ipa3AeJICHUsIMU U
OJKHOCTHBIMH JIMIIAMU
OpraHH3alIHH.

[1K 1.7. Odbopmasts
OpTraHU3aIOHHO-
[pacropsIUTeIbHbIC IOKYMEHTBI 1
OpPraHU30BBIBATH PAOOTY C HUMH,
B TOM YHUCJIC C UCIIOJIb30BAHUEM
ABTOMATHU3MPOBAHHBIX CHCTEM.

[K 1.8. OdbopMIsATh TOKyMEHTHI
M0 JINYHOMY COCTaBY U
OpraHU30BBIBATH PAOOTY C HUMHU,
B TOM YHCJIE C UCTIOJIb30BAaHUEM
ABTOMATHU3UPOBAHHBIX CHCTEM.

I1K 1.9. OpranuzoBbiBath
TeKyIIee XpaHCHHUE IOKYMEHTOB,
00paboTKy JeN U1t ONIEPaTUBHOTO
M apXUBHOT'O XPaHEHUS, B TOM
YHCIIE C UCTIONIb30BAHUEM
ABTOMATHU3UPOBAHHBIX CHCTEM.

B/I. 2 Opranu3zanus apXuBHON
pabOoThI 1O TOKyMEHTaM
OpraHu3aluil pa3auuHbIX GopM
COOCTBEHHOCTH

[1IM. 2 Opranu3zanusi apxuBHOM
paboThI 10 TOKYMEHTaM
OpraHu3anuil pa3Tu4HbIX (opM
COOCTBEHHOCTH

[1K 2.1. OcymiecTBisTh
KOMILJIEKTOBAHUE apXHUBHBIMU
nesaMu (JIOKyMEHTaM1) apXuBa
OpraHu3aIMH.

[1K 2.2. BecTH y4et apXUBHBIX
nen (TOKYMEHTOB), B TOM YHUCIIE C
MCIIOJIb30BaHUEM
ABTOMATHU3MPOBAHHBIX CUCTEM.

[1K 2.3. OcymecTBiasTh XpaHEHUE
APXUBHBIX €T (JOKYMEHTOB) C
[MOCTOSIHHBIM CPOKOM XpaHEHUS 1
10 INYHOMY COCTaBY B apXHBE
OpraHu3alMH.

[1K 2.4. OcyimecTBiATh XpaHEHUE,
KOMILJIEKTOBaHHE, yYeT U
MCIIOJIb30BaHUE JIeN (JIOKyMEHTOB)
BPEMEHHOT'O XPaHEHHS.

[1K 2.5. OcyiiecTBasiTh
VICIIOJIb30BAHNE apPXUBHBIX JICTT

(IOKYMEHTOB), B TOM YHCJIE C




IMCITIOJIB30BAHHNECM
ABTOMATH3HWPOBAHHBIX CUCTCM.

2.3. TpeboBaHusi K OLIEHUBAHUIO

MaxkcUMaJIbHO BO3MOKHOE KOJIMYECTBO OaliIOB 100

PexoMenayemasi cxeMa nmepeBojia pe3yJibTaTOB JeMOHCTPAMOHHOI0 IK3aMeHa
U3 CTOOAIBHON MIKAJIBI B NATHOAJUILHY O

Onenka

«2» «3» «“» «5»
(nsaTHOAIIbHAS 1IKAJIA)

Ouenka B 0aj1ax 0,00 - 20,00 — 40,00 — 70,00 —
(cTobdamTbHAs 1IKAJA) 19,99 39,99 69,99 100,00
2.4. Yuer B KO/l ycjoBuii Aj1s1 JIMI ¢ OTPAHMYEHHBIMH BO3MOKHOCTAMH 310POBbS

H BBIMYCKHUKOB M3 YHCJIa HeTeﬁ-HHBaHHHOB U HHBAJINJI0B

JIns  BBINYCKHUKOB W3 YHCJA JIML C OrPaHUYEHHBIMH BO3MOXHOCTSIMU 3J0POBBS
nu BBIHyCKHI/IKOB H3 Yuclia I{GTCI\/JI-I/IHBaJII/IIlOB U HHBAJIUIOB B KOI[ yLII/ITI)IBaIOTCﬂ yCJIOBI/Iﬂ,
MO3BOJIAIOIINE TIPOBOAUTH JEMOHCTPALIMOHHBIA JK3aMEH MPO(PUILHOTO YPOBHA C Yy4YETOM
0COOEHHOCTEHN U BO3ZMOXXHOCTEH TaKOM KaTEropuu JIHII.

3. OPTAHM3AIIMS W MTPOBEJEHUE 3AIIATHI JUIIJIOMHOM PABOTHI
(AUIIVIOMHOI'O ITPOEKTA)

JIMniaoMHbI TIpoeKT (paboTa) HampaBiIeH Ha CHUCTEMATU3ALMI0 U 3aKperyieHHe 3HaHUN
BBIIIYCKHMKA IO CIEUUAIbHOCTH, a TaKXe OIpe/eleHHe YPOBHS TOTOBHOCTH BBIMYCKHHUKA K
CaMOCTOSITENIbHON MPpOo(heCCHOHATBHON JesITeIbHOCTH. JIMIIIIOMHBINA MPOEKT (padoTa) mpearnoaraer
CaMOCTOSITENIbHYIO MTOATOTOBKY (HanucaHue) BBIITYCKHUKOM IIPOEKTa (paboTsr),
JIEMOHCTPHUPYIOIIETO YpPOBEHb 3HAHUU BBITYCKHMKA B paMKaX BBIOPAaHHONW TEMbI, a TaKke
c(OpMHPOBAHHOCTH €T0 MPOPECCUOHANBHBIX YMEHHUI U HaBBIKOB.

TemaTnka QUINIOMHBIX MPOEKTOB (paboT) ompenenseTcs o0pa3oBaTeIbHON OpraHU3alue.
BoinyckHUKY IpeiocTaBigeTcs MpaBo BbIOOpAa TEMbI AUILIOMHOIO MpoeKTa (paboThl), B TOM YHCIIE
IPEeUIOKEHUs CBOEH TeMbl ¢ HEOOXOMMBIM 00OCHOBAHUEM LIEJIeCO00Pa3HOCTH €€ pa3paboTKH A
MPAKTUYECKOr0 NpuUMeHeHus. Tema AUIUIOMHOro mpoekTa (paboThl) TOJIKHA COOTBETCTBOBATh
COJCPKAHUIO OJHOTO WM  HECKOJBKHUX TMPO(PECCHOHANBHBIX  MOAYJIEH, BXOJAIIUX B
00pa3oBaTeNbHYIO MPOTPaMMY CpeIHeTo MpodheCcCUOHATFHOTO 00Opa30BaHMUS.

Jlist MOATOTOBKY JUIUIOMHOTO MpoeKTa (paboThl) BRIMYCKHUKY Ha3HAyaeTcs PyKOBOJUTENb
U TIpU HEOOXOJMMOCTH KOHCYJIbTAHTBI, OKa3bIBAIOIIME BBIMTYCKHUKY METOANYECKYIO MOIEPKKY.



