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1. MACIIOPT PABOYEM ITPOT'PAMMBI TIPO®ECCHOHAJIBHOT'O MOJYJISA

IIM 03. BbinmosiHeHue padoT MO OJXHOM WJIM HECKOJbLKUM mpodeccusivm padoumx,
AOJKHOCTSAM CJIYKAIHUX

1.1. Ob6saacTh NPpUMeHEeHHUs IPOTrPAMMBI
PabGouasi mporpamma mpodeccroHanbHOro Moayis (maisee mporpamma [IM) — siBisiercs
9acThI0 OCHOBHOMH Mpo(hecCHoHanbHOM 00pa3oBarenbHoi mporpammsel B cootBeTcTBUU ¢ I'OC mo
cnenpansHocTH CITIO 46.02.01 «JlokyMeHTaIlMOHHOE 00ECTICUCHHE YITPABICHUS U apXHUBOBEIACHUE)
(6a30BBI YPOBEHB) B HaCTH OCBOCHUSI OCHOBHOTO BHJIa MPO(ECCHOHATBHON AEATEIbHOCTH:
Opranusanusi NpoU3BOJACTBEHHOI J1eSITeJIbHOCTH CEKpeTaps
U COOTBETCTBYIOLIUX NMPO(PECCHOHATBHBIX KOMITETEHIIUH:
[1IK 1.1. KoopaunupoBaTh paboTy opraHu3anuu (IpUEMHON pPYKOBOJIUTENS), BECTU MpUEM
ITOCETUTENIEH.
[1K 1.2. OcymiecTBasTh paboTy MO MOATOTOBKE U MPOBEACHUIO COBEIIAHUM, JIETOBBIX BCTpEY,
IIPUEMOB U IIPE3CHTALIUN.
[1K 1.3. OcymiecTBasSTh MOATOTOBKY JIETOBBIX MOE3I0K PYKOBOJIUTENS U IPYTHMX COTPYAHHUKOB
OpraHu3alIiHu.
[1K 1.4. Opranu3oBsiBaTh pabouee MECTO ceKpeTapsi U pyKOBOAUTEIIS.
IIK 1.5. OdbopmisaTe U perucTpupoBaTh OpPraHU3aLUOHHO-PACIIOPSIUTENbHBIE JOKYMEHTHI,
KOHTPOJIMPOBATH CPOKH UX MCTIOTHEHHUS
[IK 1.6. OOpabarbiBaTh BXOMSIINE ¥ HCXOIAIIME JOKYMEHTBI, CHCTEMAaTH3HPOBATh WX,
COCTaBJIATh HOMEHKIJIATYpY AeT U (POpMUPOBATh JOKYMEHTHI B JeNa.
IIK 1.7. CamocrositenbHO paboTaTh € JOKYMEHTaMHU, COAEPKAIUMU KOH(MUICHIIUATHHYIO
UH(OPMAIIKIO, B TOM YHUCIIE C JOKYMEHTAaMH 110 INYHOMY COCTaBY.
1K 1.8. OcymectBnsaTh TesneoHHOE 00CTyKUBAHUE, IPUHUMATh U NepeiaBaTh (haKChl.
ITK 1.9. OcymiecTBiaTh NOATOTOBKY JI€] K IIEpefjadye Ha apXUBHOE XpPaHEHUE.
IIK 1.10. CocrtaBiarh OMHCH J€d, OCYIIECTBISATh IMOJATOTOBKY JI€ K Tepefadye B apXuB
OpraHu3aly, rOCyJapCTBEHHbIE 1 MYHUIINTIAIbHBIE APXUBBI.

1.2. Hean u 3aga4n MoayJisi — TPeOOBAHUA K pPe3yJIbTaTaM OCBOCHHMS MOLYJIs
[IpodeccuonaibHbli  MOIYJIb ~ HaNpaBJI€H HAa  OBJAJICHUE  YKAa3aHHBIM  BUJOM
npo¢eCcCHOHATBLHON AEATENbHOCTH, COOTBETCTBYIOIIMMH MPOGECCHOHATBHBIMI KOMIIETCHIIUAMU U
JAJIBHEHIITYIO COLMATHU3ALNI0 00yJarOIUXCsl.
B pesynbrare ocBoeHus MpodecCHOHANTBHOTO MOl 00yYarOIUICS TOJKEH:
HMETh npaKanecxnﬁ OIIBIT:
— OpraHu3alluyl JOKYMEHTAIMOHHOTO OO0ecledyeHuss YOpaBieHHs | (QYHKIMOHHPOBAHUS
OpraHu3aluy,
YMeETh:
— IOArOTaBJIMBAaTh IIPOEKTHI YIPABIEHYECKUX PEILICHUM;
— oOpabaTbIBaTh BXOJAIINE M HCXOAAILIME JAOKYMEHTBI, CHCTEMAaTH3MPOBATh MX, COCTABIAThH
HOMEHKJIATYpy J1e1 U GOopMHUpPOBATh IOKYMEHTHI B JI€Ta;
— TOTOBUTH U MPOBOJUTH COBELIAHMSI, JEIOBbIE BCTPEUH, IPUEMBI U IIPE3CHTALNH.
3HATh:
— HOpMAaTHBHBIE IPABOBBIE aKThl B 00JIACTH OPraHU3aLUH YIIPABIEHYECKOH 1EATEIbHOCTH
— OCHOBHBIE ITPaBHJIa XPAHEHUS U 3allUTHI CITY>)KEOHOH MH(OpMAaIIH.

Crnenuanuct 1O JOKYMEHTAIHOHHOMY OOECIICUCHHIO YIPABIEHUS, ApPXUBHUCT JOJDKEH
001a1aTh OOIIMMH KOMIIETSHIIUSIMH, BKJIIOYAIOIIUMHU B ¢€0s1 CITIOCOOHOCT:

OK 1. IloHuMaTh CyIIHOCTP W COIMAJIBHYIO 3HAYMMOCTb CBOeW Oymymed mnpodeccu,
MPOSIBIIATH K HEW YCTOMYMBBIN MHTEPEC.



OK 2. Opranu3oBbIBaTh COOCTBEHHYIO JESTEIHHOCTD, BIOMPATH THIIOBBIE METOJIBI U CIIOCOOBI
BBINOJIHEHUS TPO(ECCUOHANIBHBIX 3a/1a4, OLIEHUBATh UX Y3PPEKTUBHOCTb U Ka4ECTBO.

OK 3. [IpuHumarh peuieHusl B CTaHAAPTHBIX U HECTAHAAPTHBIX CUTYalUsAX U HECTH 3a HUX
OTBETCTBEHHOCTb.

OK 4. OcymiecTBisATh MOUCK U UCIIONb30BaHNE WHPOpMAINK, HEOOXOAUMOH Ui YPPeKTHB-
HOTO BBINOJIHEHUSI TPO(ECCUOHANBHBIX 3a/1a4, IPO(PECCUOHATBHOTO U IMYHOCTHOI'O Pa3BUTHUS.

OK 5. Hcnonb3oBaTh HMH(OPMAIMOHHO-KOMMYHHKAIIMOHHBIX TEXHOJOTHMHM B Mpodeccuo-
HAJIbHOU J€ATEeIbHOCTH.

OK 6. PabGorare B KOJUIEKTHBE M KOMaHne, 3((EeKTHBHO 0OLIaThCs C KOJUIeTaMH,
PYKOBOJICTBOM, IOTPEOUTEIISAMHU.

OK 7. Bpare Ha cebOsi OTBETCTBEHHOCTh 3a pabOTy WICHOB KOMaHABI (TIOJYMHEHHBIX),
pe3yibTaT BBIIOJHEHUS 3aJaHUH.

OK 8. CamMOCTOATENBHO ONPeAeIATh 33auu MPo(eCCHOHAIBHOTO U JIMYHOCTHOTO Pa3BUTHA,
3aHUMAaTbCs CaMOOOpPa30BaHUEM, OCO3HAHHO IJIAHUPOBATH MOBBIILICHUE KBATH(DUKALINY.

OK 9. OpueHTHpOBAThCS B YCIOBUSAX YacCTOM CMEHBI TEXHOJOTHH B MPO(heCcCHOHAIBHON
NS TebHOCTH.

1.3. Kosin4ecTBO 4aCOB HA 0CBOEHHE NMPOrPaMMbI IPO(PECCHOHAIBLHOTO MOTYJIS
Bcero — 144 yaca, B TOM 4HCIIE:

MakcHuMaibHas yueOHas Harpys3ka oOydaromerocs — 108 yacos, B ToM uucie:
o0si3arenpHas ayquTOpHas yueOHast Harpy3ka oOydaromerocs — 72 4aca;
camocTosiTenbHas pabota obyuaromerocs — 36 4acos;

MIPOU3BOICTBEHHAS MIPAKTHKA (T10 POHITIO crienuanbHOCTH) — 36 9acoB



2. PE3YJIBTATBI OCBOEHUSA ITPO®ECCHOHAJBHOI'O MOAYJIA

PesynbraToM OCBOEHHS TpOrpaMMbl MPOPECCHOHATHHOTO MOAYJS SIBISETCS OBJIAJCHHUE
00y4aromyUMuUCs BUAOM HPOPECCHOHANBHON JESITEeIbHOCTH JOKYMEHTALMOHHOTO oO0ecredYeHus
ympasieHusi, B ToM yncie npopeccuoHanbHbiMu (1K) 1 06ummu (OK) komneTeHusamu:

Kon HaumeHoBaHue pe3yjibTaTa 00y4eHUus
MK 1.1 | Koopmunuposare paboTy opraHusauuu (IIPUEMHOH PYKOBOIMTENS), BECTH IIPHEM
IIOCETUTENEeH
K 1.2 | OcymectBars paboTy 1o IMOATOTOBKE M IPOBEACHUIO COBEIAHMM, JENOBBIX BCTPEY,
IIPUEMOB U IIPE3EHTAIMH
[IK 1.3 | OCyleCTBIATh MOATOTOBKY JEIOBBIX IOE3M0K PYKOBOAUTENS M APYTUX COTPYIHUKOB
OpraHu3aluu
IIK 1.4 | Opranu3oBbiBaTh pabodyee MECTO CeKpeTaps U PYKOBOAUTENSA
MK 15 | ObopMusaTe M perucTpupoBaTh OPraHU3ALMOHHO-PACIOPAIUTENBHBIE JTOKYMEHTBI,
KOHTPOJIMPOBATh CPOKU MX UCIIOJHEHUS
[IK 1.6 | OOpabaTeiBaTh BXOAAINME M MCXOAAIIME JOKYMEHTBHI, CHUCTEMAaTU3MPOBaTh MHX,
COCTABIISITh HOMEHKJIATYPY A€ U (HOPMUPOBATh JOKYMEHTHI B Jieia
MK 1.7 | CamocrosaTensHo paboTaTh € JOKYMEHTAMH, COIEPKAIIMMHU KOH(DUIACHUMAILHYIO
nH(OPMAIIHIO, B TOM YHUCIIE C JOKYMEHTAaMH 110 JITYHOMY COCTaBY
IIK 1.8 | OcymecTBisaTh TenedoHHOE 00CTy)KUBaHUE, TPUHUMATD U TIepeiaBaTh (PaKcChI.
IIK 1.9 | OcymecTBiaTh NOATOTOBKY €M K Iepejaue Ha apXUBHOE XpaHEHUE
MK 1.10 | CocraBnare onmcu Jen, OCYWIECTBIATH MOATOTOBKY €1 K II€pefadye B apXuB
OpraHM3aliK, roCy/1apCTBEHHbIE 1 MYHUIIMTIAIIbHBIE apXHUBBI
OK 1 [ToHMMAaTh CYITHOCTH M COLIMATBHYIO 3HAYMMOCTh CBOEH OyayIiel npodeccun,
MIPOSIBJISATH K HEH YCTOWYMBBIN HHTEpEC
OK 2 OpraHu3oBbIBaTh COOCTBEHHYIO J€STEIbHOCTh, BBIOMPATh THIIOBBIE METOJIBI U CIIOCOOBI
BBITIOJTHEHUS MPOPECCHOHANBHBIX 33/1a4, OLIEHUBATh X AP(EKTUBHOCTh M KAUeCTBO
OK 3 IIpyHMMaTh peleHns B CTaHAaPTHBIX U HECTAHIAPTHBIX CUTYallUAX U HECTU 3a HUX
OTBETCTBEHHOCTb
OcyiecTBIATh MOMCK U UCTIONIb30BaHUE NH(OPMALIUK, HEOOXOAUMOMN AJIst
OK 4 3¢ (EKTUBHOTO BBITOJHEHUS TPOPECCHOHATBHBIX 3aj1a4, MPO(EeCCHOHANIBHOTO U
JIMYHOTO PAa3BUTHS
OK 5 Hcnonb30BaTh MHPOPMAITMOHHO-KOMMYHHUKAIIMOHHBIE TEXHOJIOTHUHU B
po¢eCCUOHATBHON IEATETLHOCTH
OK 6 PabotaTh B kKO/UIEKTHBE U KOMaH 1€, 3 (HEKTUBHO OOMIATHCS C KOJUIETAMU,
PYKOBOJICTBOM, ITOTPEOUTEIIMU
OK 7 Bbpatsb Ha cebs OTBETCTBEHHOCT 32 paboTy WieHOB KOMaH bl (MOAYNHEHHBIX ),
pe3yJIbTaT BBINOIHEHUS 3alaHui
OK 8 CamocToATeNbHO ONPEeNaTh 3a/1a4l TPOPECCHOHATBLHOTO M IMYHOCTHOTO Pa3BUTHS,
3aHUMAaTbCsA caMo00pPa30BaHUEM, OCO3HAHHO IIJIAHUPOBATh MOBBIIEHUE KBATH(PUKALIUU
OK 9 OpueHTHPOBATHCS B YCIOBUAX YaCTOW CMEHBI TEXHOJIOTUH B MPO(eCcCHOHAIBHOM

JACATCIIBHOCTH




3. CTPYKTYPA U COAEP/KAHUE NTPO®PECCHUOHAJIBHOI'O MOAYJIA

3.1. TemaTuveckuii mjaan npogeccuonaibHoro moayJuas (IIM) IIM 03. BeinosiHeHue padoT MO OAHON MM HeCKOJbKUM mnpodeccusiv padbo4unx,
HOJIKHOCTSM CJIYKAIHUX

O0bem BpeMeHH, OTBeICHHbIH HA OCBOEHHE

IpakTuka
MEKTHCIUTIIHHAPHOIO0 Kypca (KypcoB)
CamocrosiTeJIbHAsK
Bcero Oobs13aTesibHASE AYIUTOPHASA
pabora IIpousBoacTBeHHAsN
Koambt HaumeHnoBaHusi 4yacoB yueOHasi HArpy3Ka o0yuyawuerocs
o0yyalomerocs (o mpoduiiro
npogeccuoHaIb pa3ieJioB (maxec.
B T.Y. CIennaJabLHOCTH),
HBIX npo¢eccHOHATBHOT0 yuebHas B T.4., BT.4., | YueOHas,
o * JlabopaTopHbIe 4acoB
KOMIIETCHIIUN MOIYyJIst Hazpys3Kka u KypcoBa KypcoBasi yacoB
Bcero, padoThI U Bcero, ecniu npedycmompena
NpaKmuKu) s1 paboTa pabora
4acoB | MPaKTH4YeCKHe 4acoB paccpeoomoyeHHasl
(mpoekr), (mpoekr),
3aHSATHS, npakmuxa)
4acoB 4acoB
4acoB
1 2 3 4 5 6 7 8 9 10
MK 1.1-1.10 M 03 M/IK 03.01 - -
Opranuszanus
NMPOM3BOJACTBEHHOI 108 12 40 36
NeSTeIbHOCTH
ceKpeTapsi-MalIMHUCTKHU
IIpou3sBoacTBEHHAS 36 36
NPaKTHKA (110 NPOPuII0
CHeNUAJIbHOCTH), YACOB
Bcero: 144 72 | 40 36 | 36




3.2. Conep:xxanue ooyuenusi no [IM 03 BoinosiHeHHe padoT 1m0 0AHOH MJIH HECKOJBKUM NpodeccusiM padoduXx, J0JKHOCTAM CJIYKAIUX

M/K.03.01. Opranu3auusi NpOU3BOICTBEHHOM 1eATEIbHOCTH CEKpeTapsi-MAIIMHUCTKH

HaumeHnoBaHue pa3ae/ioB
npodeccuoHaIBLHOT0 MOAYJIsI
(IIM), Me:kTUCHUTITHHAPHBIX
kypcoB (MJK) u Tem

Copep:xaHue y4ed0HOro MaTepuaJjia, JabopaTopHblie padoThl U NPaKTHYECKHe 3aHATHA,

CaMOCTOAITeTbHASI Pa00Ta 00y4YaONIUXCsl, KypcoBasi padoT (MPOEKT) (eciu npedycmompeHbt)

O0BeM yacoB

YpoBeHb ocBoeHust

1 2 3
IIM. 03 BeinonHeHne padoT MO OQHOW MM HECKOJIbKHUM HpodeccHsM Ppadodux, JOJIKHOCTIM
CITYKAIUX
M/K.03.01 Opranu3zanus NpPoU3BOACTBEHHOM 1esITEIbHOCTH CeKpeTapA-MaIIMHUCTKHA 72
Tema 1. Coaep:kanue 2 2,3
HopMaTHBHO-MeTOIHYeCKOE 1. | O6mas xapakTepUCTHKa HOPMaTUBHO-METOJMUECKUX JOKYMEHTOB.
peryJiupoBaHHe esiTeIbHOCTH TpeboBanust K 0hOPMIICHUIO TOJDKHOCTHOW MHCTPYKIMHK CeKpeTapst
cexperaps JlaGopaTopHble paGoThI He npenycmotpeHo
IIpakTHyeckHe 3aHATHSA 2
1. | Pa3paboTka NOIKHOCTHON MHCTPYKIIHH CEKpeTaps OpraHu3aIiu
Tema 2. Coaep:xanue 6 2,3
HNndopmanuonno- 1. | Bunsl u pa3HOBUJIHOCTH JOKYMEHTOB. CHCTEMBbI yIPaBIEHYECKUX TOKYMEHTOB
JAOKyMeHTauuOHHOe obecnieyenne | 2. | [paBuia opopMIIEHHS OpraHU3AIIMOHHO-PACTIOPSIUTEIBHEIX JOKYMEHTOB
AEATEIbHOCTH OPraHU3alluu 3 [IpaBmia opopMIICHHS TIIAHOBEIX M OTYETHBIX TOKYMEHTOB
JlaGopaTopHbie paGoThI He npenycmotpeno
I[IpakTHyecKne 3aHATHSA 8
1. | CocraBnenue u opopMIIEHHE PACTIOPSANTEIBHBIX JOKYMEHTOB, H3/1aBAEMBIX B YCIIOBHAX
€IMHOJINYHOTO NPHHSATHS peIIeHUH
2. | Cocrasnenne u 0()OpMIICHHE BBIITICOK U3 PACTIOPSANTEIBHBIX JOKYMEHTOB
3. | Cocrasnenune n oopMIIEHHE IPOTOKOJIOB M BBITUCOK M3 HUX
4. | CocraByienne u 0pOpMIICHHE TUIAHOBBIX M OTYETHBIX JOKYMEHTOB
Tema 3. Conep:xanue 14 2,3
Oprannsanust 1okymenToobopora | 1. | Tlopsok JBMKSHHUS BXOASIIMX JOKYMEHTOB IT10 cTaHaapraM Bopmackuic
2. | Iopsimok paboThl C HCXOSIIMMH JIOKYMEHTaMH 110 cTanaapTam Bopnackuic
3. | Iopsinok cornacoBaHus JOKyMeHTOB. DOPMBI COTIIaCOBaHUS
4. | Iopsok ABMXEHHsI BHYTPEHHUX JIOKYMEHTOB M TEXHOJIOTHSI UX 0OPaOOTKH 110

CTaHJJapTaM BOpJ'II[CKI/IJ'IC

5. HpaBI/ma pa60TI)I C JOKYMCHTaMH Ha pa60qnx MECTax: 03HAaKOMJICHUE HCIOJIHUTEICH ¢
JOKYMCHTAaMU, NOATOTOBKAa MHUIIUATHBHBIX U OTBETHBIX JOKYMCHTOB

6. | Mndopmanmonno-cipaBoyHas pabora ¢ JOKYMEHTaMHU

7. | Cucremaru3anysi ¥ OpraHu3alys ONepaTHBHOTO XpaHeHHs JoKyMeHToB. [loaroToBka nen
K apXUBHOMY XPaHEHHUIO




JlaGopaTopHble paGoThI

He npenycmoTtpeno

IIpakTHyeckne 3aHATHS 16
1. | IIpoBepka MpaBHIBHOCTH IOCTABKH JOKYMEHTOB, LEIOCTHOCTH YIMAKOBKH ITOCTYITHBIIUX
JTOKYMCHTOB (B COOTBETCTBHUH CO CTaHIapTamu Bopiickuic)
2 | BuyrpeHHee cornacoBaHue JOKYMEHTOB, opopMicHHE BU3bI cornacoBanus. OdopmiicHue
JIUCTA COTJIACOBAHMSL.
3. | Buemnee cornacoBanue nokyMeHToB. Odopmiienue rpuda coriiacoBaHUs
4. | Cocrasienue u 0pOpMIICHAC HHAITUATUBHBIX M OTBETHBIX JJOKYMCHTOB
5. | Ompenenenue CpPOKOB HCIIOTHEHUS JOKYMEHTOB B COOTBETCTBHHY C PE30JIFOIUCH U
BBITIOJTHEHUE 3aJJaHNUW, YKa3aHHBIX B HEU
6. | OmpenmeneHue COCTaBa, CONICPXKAHUS M KOJMYESCTBA JOKYMCHTOB, OOpa3yHOIIUXCSA B
JIESITEIbHOCTH OPTaHU3AIMH JJI COCTABICHHUS HOMCHKIIATYPBI JCT
7 | CocraBieHne u OQopMICHHE HOMEHKIATYpbl neil. COCTaBIiCHHE 3aroJiOBKOB [N U
OMpeJIeICHHEe CPOKOB XPAHCHHUSI JIC]T B HOMCHKIIATYPE JeT
8. | Odopmienue obnoxek aen. CocTaBiaeHHe OMUCEH el ISl IepeJjadl uX B apXHB
OpraHu3aIiu
Tema 4 Conep:xanue 10 2,3
Opranu3anusi ceKpeTapcKoro
o0cayKuBaHHs 1. | PaGora cekpetaps B IpueMHON
2. | OpraHu3zamus COBEIIaHUHN, IIPHEMOB U MPE3CHTAINN
3. | Pabora cexperaps ¢ TerehoHOM
4. | IloarotoBKa IEIOBBIX IMOE3I0K PYKOBOIUTEIIS
5. | Pabora cekpetaps ¢ KOHPHUICHIMATBHON HHpOpManHeit
JlaGopaTopHble paGoThI He npenycmorpeno
IIpakTHyecKkue 3aHATHUSA 14
1. | CocraBneHue miaHa pabOTHI CEKpeTaps
2. | CocraBieHHEe CXEMBI B3aWMOJCHCTBHS pPYKOBOJHUTEISI M CEKpeTaps B IIpoIecce
COBMECTHOH JIeATEITBHOCTH
3. | CocraBieHue MOBECTKHY JHS COBEIIAHUS U CITUCKA YIaCTHUKOB IO OINIPEeIIeHHOH popme
4. | CocraBieHHe MPOTOKOJIOB 3aCEIaHUMA
5. | CocraBienne )ypHayia MOCETUTENEH U3 IPYTHX OpraHU3aIIiA
6. | Cocrarienue u 0hOpMIICHHE KYPHAIOB BXOSIIUX U HCXOISIIUX TeICPOHOrPaMM
7. | IlogroroBka npenBapUTEILHON IPOTPAMMEI MTOE3]IKHA PYKOBOIHUTEIIS




CamocrosiTe1bHasi padora mpu uzydenun IIM 03. M/IK.03.01
OdopmIieHre OTAENBHBIX BUIOB OPTaHU3a[MOHHO-PACTIOPSIUTENBHBIX TOKYMEHTOB.
[MoaroroBka mpe3eHTalMid, COCTAaBJICHHE KPOCCBOPIOB 10 JOKYMEHTAIMOHHOMY OOECIEUEHHIO YIpaBICHUS M CEKPEeTapCKOMY
00CITy)KHBaHUIO.

IIpumepHasi TeMaTHKA JOMAIIHUX 3aIaHUHI
K reme 1.
W3yueHne HOpPMaTHBHO-METOJUUYECKUX JOKYMEHTOB, pEriIaMEeHTHPYIOUUX paboTy cekpeTaps U IOJrOTOBKAa OTBETOB Ha BOIPOCHI,
BEITaHHEIE TIperioiaBaTenieM (padoTa ¢ KOHCIIEKTOM, YICOHOW M CIENHAaIbHON JHUTEpaTypoil Mo JOKYMEHTAI[HOHHOMY OOECIIedeHUI0 U
CEKpeTapcKoMy 00CITYKHBAHHUIO).
K reme 2
1. U3zyueHne npaBuit 0pOpMIICHHST OPTaHI3aIIMOHHO-PACTIOPSITUTEIHHBIX JOKYMEHTOB, TNIAHOBBIX M OTYETHBIX TOKYMEHTOB.
2. BrimoHeHMe 3aJaHni 0 HAX0XKISHUIO OIMHO0K B 0(pOPMIICHHHN TOKYMEHTOB.
3. BemonHeHne 3a1aHuH 10 0(OPMIICHHIO JOKYMEHTOB
4. BeinosHeHHe 3a1aHuil 10 0OPMIICHHIO U COCTABJICHHIO BHIITUCOK U3 JOKYMEHTOB.
K teme 3.
1. BrimosniHeHue 3a1aHni, CBA3aHHBIX C TPOIETYPOH COTJIACOBAHUS IOKYMEHTOB.
2. BrInonHeHue 3aaHui, CBI3aHHBIX ¢ IPUEMOM M MIEPBUYHON 00pabOTKOM JOKYMEHTOB.
3. BeimosiHeHHe 3a4aHui, CBA3aHHBIX C COCTaBICHHEM HHUIIMATUBHBIX M OTBETHBIX TOKYMEHTOB
4. BrinonHeHNe 3JaHUMH, CBSI3aHHBIX C OIpeAeTICHUE CPOKOB UCIIOJIHEHHS U UCTIOJIHEHHEM JT0KYMEHTOB.
5. BrImonmHeHWe 3a1aHMiA, CBI3aHHBIX C OTIIPAaBKOW JOKYMEHTOB.
6. BeimorHeHHE 3a1aHUH, CBA3aHHBIX C COCTaBICHHEM HOMEHKJIATYPHI I U IIOATOTOBKOMU JIeJ K XpaHCHHIO.
7. W3ydeHue TeOpeTUYECKOTr0 MaTepuaia B COOTBETCTBUU C TUAAKTUYECKUMU €JUHUIIAMU TEMbI U TOJATOTOBKA OTBETOB HAa BOIPOCHI,
BEITaHHEIC MIperoiaBaTenieM (padoTa ¢ KOHCIIEKTaM U, YIeOHOH U CTIeNUaIbHON JINTepaTypOi 0 TOKYMEHTAIIMOHHOMY 00€CIICUCHUIO H
CEKPETAPCKOMY OOCITYKHBAHHIO).
K reme 4
1. BeimonHeHue 3ajaHuil 10 COCTABIICHUIO TUIaHa PabOThI CEKpeTapsi U PYKOBOIUTEINS.
2. BolnionHeHue 3aJaHuii 0 COCTABJICHHIO TIOBECTKH JTHSI COBEIAHMS, [T0 IPOTOKOJINPOBAHUIO COBEIIAHHIA.
3. BeimosiHeHHeE 331aHUH, CBA3aHHBIX C PETHCTpAIlel BXOIIMNX M HCXOAAIINX TeJae(oHorpamMm.
4. NzyueHne TeOpeTHIeCKOro MaTepraia B COOTBETCTBUH C JUIAKTHUECKUMH €AMHUIIAMH TEMBI M TIOJITOTOBKA OTBETOB Ha BOTIPOCHI,
BBIJIaHHBIE MpenoiaBaTeneM (padoTa ¢ KOHCTIEKTaMH, YaeOHOM U crielnanbHoM JutepaTtypoit mo JJOVY).

36

Bcero MJIK.03.01
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HpOI/I3BO,HCTB€HHaSI ITIPpAaKTUKa
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Bcero
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4. YCJIOBUSI PEAJIN3BAIIUU PABOYEN ITPOI' PAMMBbBI
MPO®ECCHUOHAJIBHOI'O MOAYJIsL
4.1. MaTepuaJIbHO-TEXHHYECKOE 0O0ecneuyeHue

Peanuzanuss  mporpaMMbl  MOAYJS — OpENIoJiaraeT — Haau4Me  y4eOHOro  KaOWHeTa
«/lokymMeHTOBeieHHE U JOKYMEHTAIIHOHHOE 00ecTieyeHe YIpaBICHUS».

O06opynoBaHue KabuHeTa!
— TOCAJ0YHbIE MECTA MO KOJIUYECTBY 00YUaIOIINXCS;
— pabouee MeCTO MpenoaBaTes;
— KOMIIJIEKT OJIAHKOB OPraHU3AIIMOHHO-PACTIOPSAUTEIHLHON JOKYMEHTAITUH;
— KOMIUIEKT 3aKOHO/IATEIbHBIX H HOPMATUBHBIX JIOKYMEHTOB;
— KOMIUIEKT Y4eOHO-METOIMYECKON JTOKYMEHTAIINH;
— KOMIUIEKT 00pa3lioB OpraHU3allMOHHbBIX JOKYMEHTOB;
— KOMILIEKT 00pa3IoB pacriopsIUTeIbHbIX JOKYMEHTOB;
— KOMIUIEKT 00pa3ioB HH()OPMAIIMOHHO-CIIPABOYHBIX JOKYMECHTOB;
— KOMILIEKT 00pa3IoB KaJIpOBOM JOKYMECHTAIUH,
— KOMIUJIEKT y4eOHO-METOANYCCKIX MaTePUAJIOB;
— KOMIUJIEKT KaHIEISIPCKUX TPUHAIICKHOCTEH, HEOOXOUMBIX B paboTe CeKpeTaps.

TexHuuyeckue cpeacTBa 00ydeHHUs:
- DKpaH;
— MYJIbTUMEIUNHBIN TPOEKTOP.

4.2. UudopmanuonHoe odecrevyeHue 00ydeHust

IlepeueHb pexkoMeHayeMbIX Y4eOHbIX U3AaHuil, UHTepHeT-pecypcoB, JONMOJHUTEIbHOM
JUTEepaTypbl
OCHOBHBIE UCTOYHHUKHU:
1. TOCT P 7.0.97 «Opranu3allMOHHO-pacHoOpsIUTeNbHAsl JOKyMEeHTanus. TpeboBaHus K
0(hOPMIICHUIO TOKYMEHTOBY
2. bacakoB M.U. JlenonpousBozactso. — Poctos H//]: ®enukc, 2013.
3. Kynesa E.1O. JlokymeHTaIIMOHHOE OOECIICUCHHUE YIIPABICHUS. DIEKTPOHHOE TIPHUIIOKEHUE. —
M.: U1 Akagemus, 2015.

JlononHUTEIbHBIC UCTOYHHUKU:
1. Conory6 O.I1. Jlemompou3BOACTBO: COCTABJICHHE, pEIAKTHpOBaHHE ©  00paboTKa
JToKkymMeHTOB. — M.: Omera-JI, 2012.

HCpI/IOIlI/IquKI/IC U3aaHus: ((CHpaBO‘-IHI/IK CCKpLCTapsd U O(l)I/IC-MCHCI[)KCpa»

CnpaBouHasi HH(GOPMAIMOHHO-TIPaBOBask cuctema «l apanry.
CrnpaBouHas uH(popManoHHO-TIpaBoBas cuctema «Koncynprantllimtocy.
NHTepHeT-pecypcesl:
www.sekretariat.ru

www.top-personal.ru
www.gia.archives21.ru
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4.3. Opranu3anum o0pa3oBaTeJIbHOIO Mpoiecca

B memsx peanusanMM  KOMIIETEHTHOCTHOTO — IHOJAXOAAa IIPU  OCBOGHHUH  MOAYJA
IpeyCcMaTpUBaeTCsl MCIIOJIb30BaHNE B 00pa30BaTEIbHOM IPOIIECCe AKTUBHBIX U MHTEPAKTHBHBIX
(dbopM npoBeneHUs 3aHATUH (JIEIOBBIX U POJIEBBIX UIP, Pa300pa KOHKPETHBIX CUTYallMii), a TakxkKe
nefaroruyeckor  TexHojoruu  «MmuranuonHas mnpuéMmHas» (yuyeOHas  KaHUENApHs), TIe
IPOMCXOJUT MMHUTALMOHHOE MOJCIMPOBAHUE JESITEIbHOCTH CEKpeTaps HpPENpUsTHs CO BCEMH
npucymmMi  QyHKIMOHANBHBIMU ~ 00si3aHHOCTAMU. [Ipomecc pabotrel B «MIMHUTAanMOHHOU
npuéMHON» co3JaeT 00pa3oBaTEIbHY0 M BOCHUTATEIbHYIO Cpedy, OJaronpuUATHYIO —JJs
(GopMHpOBaHUS JIMYHOCTH CTYJIEHTOB, Pa3BUTUs HABBIKOB €aMOOOpa30BaHUs, CAMOBOCHUTAHUA,
camopeanu3anuu. Pe3ynbraToM peanu3aniy JaHHOW TEXHOJOTUHU SBISETCS MHTEIPAIMs CHCTEMBI
3HaHUH ¢ IpUOOPETEHUEM OIIbITa TPOPECCUOHATBHOMN NeSTEIbHOCTH.

Opranuzanus AeATeIbHOCTH «IIPUEMHON» 00eCTIeUnBaET PEeIICHHE CIEAYIONINX 3a1ay:

®  DPa3BUTHE HaBBIKOB MPO(ECCUOHANBHOMN NEATEIbHOCTH paboThl CEKpeTaps;

e opraHuzanus yueOHOH AEATeNbHOCTH, HANPABJICHHOW Ha aKTUBU3AIMIO 00yJYaromuXCs, IPU
pEIIeHIH UMU MPAKTHYECKUX 3a7ay;

®  Da3BUTHE KIOYEBHIX MPOPECCHOHATIBHBIX HABBIKOB — CAMOCTOSITEIBHOCTH, TBOPYECKOI'O
OTHOILEHMs K paboTe, yMEHHs NPUHUMATh peIleHus], paboThl B KOMaH i€, CIOCOOHOCTH pa3pelaTh
KOH(JINKTHI, KOMMYHHKa0CITbHOCTH.

Peanu3zanus nporpaMMbl MOZYJISI IIPEAINOJIATaeT BRINOJIHEHHE 00YJaIOUMMUCS TPAKTHYECKUX
paboT ¢ BKIIFOYEHHEM KaK 00s3aTeIbHOTO KOMIIOHEHTA MPAKTHYECKUX 33JaHUH C MCIIOIb30BaHHEM
HEPCOHAIBHBIX KOMIIBIOTEPOB.

[Tpu nmpoBeneHNH MPAKTUIECKUX 3aHATHI B 3aBUCHMOCTH OT CIIO)KHOCTH M3Y4aeMOU TeMBI U
TEXHUYECKHUX YCIOBUH BO3MOXHO JelieHHe Y4eOHOW IpyIIbl HAa MOATPYMIBI YUCICHHOCTBIO HE
MeHee § 4YeJIOBEK, YTO CIIOCOOCTBYET WHIMBHUIYaIH3allMM OOYYEHHs, TOBBIIICHUIO KadecTBa
o0OyueHusl.

OcBoeHue mporpaMMbl MOIyNsl Oas3upyercs Ha H3YyYSHHH OO0IenpodeccnoHaIbHBIX
JUCHMIUIMH ~ «DKOHOMHYECKass  TeopHs», «OKOHOMHMKA  oOpraHusanmun», «MeHeIKMEHT»,
«[ocymapcTBeHHass ¥ MyHUIMIAIbHas ciyk0a», «lIpaBoBoe obecneueHue mpodeccrnoHaTHLHON
nesrenbHOCTH», «IIpodeccuonanbHas 3THKa M MICUXOJIOTUS J1eI0BOro oOmeHus», «TexHuueckue
CpeZCTBa yIrpaBlieHUs B oduce», a Takke Ha auciumuinHax «Mapopmaruka» n «MHDOpMaioHHbIE
TEXHOJIOTUH B MPO(PECCUOHATILHON 1EATEIIEHOCTI.

4.4. KanpoBoe o0ecnieueHue 06pa3oBaTejibHOIO NMpoiecca
TpeboBanust K KBalM(UKALKUK TEJAroruuyeckux (MHKEHEpHO-TIeJarornyeckux) KaJpos,
o0ecIeunBarIMX 00yUeHHEe 0 MEXTUCIUILTMHAPHOMY Kypey (Kypcam):
HaJIMYMe BBICHIET0 NPOQEeCCHOHATBHOIO O0pa30oBaHUs MO CHEHUAIBHOCTH T'yMaHUTapHOIO
HaIpPaBJIEHUS, COOTBETCTBYIOLIETO MPOPHUITIO MOIYIIS;
TpeboBanus K KBaJM(UKAUK TEJarorMYecKuX KaJlpoB, OCYIIECTBISIONIMX PYKOBOJCTBO
IIPaKTUKOM:
—  OIBIT ACATEJILHOCTH B c(hepe yrpaBieHus U JeIONPOU3BOICTBA;
- CTaXWUpOBKa IpernojaBaTesied B COOTBETCTBYIOIIMX CTPYKTYPHBIX TMOJpa3AeiIeHHSIX
NPEeIIPUATHI U OpraHu3aluii He pexe 1 pasa B 5 jer.
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5. KOHTPOJIb 1 OHEHKA PE3YJIbTATOB OCBOEHMS TIPO®ECCHOHAJIBHOI'O
MOAYJA (BUOJA ITPOPECCUOHAJIBHOU JEATEJIBHOCTHN)

Pe3yabTarsl
(ocBoeHHbBbIE IPO(PeccHOHAIbHbIE OcHOBHBIE OKA3aTeJIM OLIEHKH pe3yJbTara
KOMIIETEHIIHH)

[IK1.1 Koopaunuposars pabory | - OpraHu3yeT npuém MmoceTUTeCH.

OpraHu3anyuu (npuemHOM | - Benér y4ér u perucTpanuio noceTuTese.

PYKOBOIMTEIS), BECTHU npueM | - JIokiaapiBaeT pyKOBOJUTEIIO O TOCETUTEINAX

IIOCETUTENEN - KoHTponupyer BbINOJHEHHE MPUHUMAEMBIX B XO€
npuéma perieHu.
- Cneput 3a O4epeqHOCThIO NpUEMA U PETIAMEHTOM
Oecelpl.

[IK1.2  OcymectBisate paboty 10 | - CocTaBIiseT MJIaH MPOBEICHUS COBEIAHUN, COOpaHMit

MMOATOTOBKE M MPOBEACHUIO COBCIIIAHUM,
JIEJTOBBIX BCTpEY, MIPUEMOB u
Mpe3eHTaIH.

U JIp.
- OnoBenaeT yuacCTHUKOB MEPOIPUSTHS.

- BpiicHSeT u JOKJIAABIBAET PYKOBOAUTEIIO O
MPUYMHAX OTCYTCTBHS HE MPHUILEANINX COTPYIHUKOB.

- T'oToBUT HeoOXonMMBIE MaTepHaibl M IOMELICHUE
JUTSL TIPOBEICHUS JICIIOBBIX TIEPETOBOPOB.

-OdopmisieT MPOTOKOJBI 3aceaHUi KOJUIETHAIbHBIX
OpraHoB.

[IK1.3  OcymectBiarb  MOATOTOBKY
JIENOBBIX  TOE3/I0K PYKOBOJUTENS W
JIPYTUX COTPYAHUKOB OPTaHHU3ALIUU.

- [lonmydaer oT pykoBOIUTENS HEOOXOJUMBIEC YKa3aHUS
10 BOMPOCaM KOMaHTUPOBKH.

- Odopmisier nmuckMa-3asBKU 0 OPOHUPOBAHUN HOMEpa
B rOCTUHUIIC.

- Cocrasiser
PYKOBOJUTEIIA.

- T'oToBUT HEOOXOMMMBIE NTOKYMEHTHI U MaTepuaibl
JUIST TETTOBOM TTOE3IKH.

porpamMmmy KOMaHIUPOBKU

[IK1.4.  OpranuzoBelBaTh  pabouee
MECTO CeKpeTaps U PyKOBOAUTENS

- YuurbiBaer TpeOOBaHMA,
OopraHu3anuy paboyero Mecra.
- PazpabaTbiBaeT BapHaHThl IUIAHUPOBKU IPUEMHOM.

- OGecnieunBaeT MakCUMalbHO KOM(OPTHBIE YCIOBHS
U1 3 GEKTUBHON pabOTHI.

- OchHamaer palOouee MecTO  cekperaps H
PYKOBOJIUTENS] HEOOXOJMMBIMH CPEJCTBAMHU TPY/Ia.

MNPpEaABABIACMBIC K

IIK 1.5 OdopmasaTe U perucTpupoBaTh
OpraHU3alMOHHO-PACIIOPSAUTENbHBIE
JOKYMEHTBI, KOHTPOJIMPOBATh CPOKH MX
HCIIOITHEHUS

- CocraBnseT OpraHu3allMOHHBIE JOKYMEHTHI 10
3aJJaHHBIM PEKBU3UTAM Ha JIFOOBIX BUJAX HOCUTEJEH.
- CocraBiseT pacnoOpsSAUTENbHbIE JOKYMEHTBI
3aJJaHHBIM PEKBU3UTAM Ha JIIOOBIX BUJaX HOCUTEJIEH.
- Cocrasisier MH(OPMALIMOHHO-CITPABOYHbBIE
JOKYMEHTBI 110 3aJaHHBIM PEKBU3UTaM Ha JIOOBIX
BUJIaX HOCHUTENEH

- BouBiser ommOku B 0()OPMIIEHHBIX JTOKYMEHTaX W
HCIPABIISET UX B COOTBETCTBYIOIIUMH MTpaBUIIaMU

- Perucrpupyer opraHun3anMOHHO-paclopsAUTEIbHBIE
JOKYMEHTBl B JKypHaJax  perucrpauuu, B
PETUCTPALIMOHHO-KOHTPOJIBHBIX KapTOUKax

- OcyuiecTBisieT KOHTPOJIb 33 CPOKAMHU MCIIOJIHEHMS

o
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JIOKYMEHTOB, MPOCTABIISAET Ha TOKyMEeHTax «OTMETKY O
KOHTPOJIE)»

I1K 1.6 O6pabaTeiBaTh BXOJAIINE U
UCXOJIAIINE JOKYMEHTHI,
CHCTEMaTU3HPOBATh X, COCTABIISATh
HOMEHKJIATYpy Ae1 U GOPMHUPOBATH
JOKYMEHTHI B Jienia

- IIpoBepsieT NpPaBUIBHOCTH JOCTABKU IIOJYYEHHBIX
JOKYMEHTOB, NpocTaBisieT «OTMETKY O MOCTYIJICHUH
JIOKYMEHTa B OpraHU3aIuIo».

- Pacmpenenser moslydeHHBIE ~ TOKYMEHTBI  Ha
PETUCTPUPYEMBIE U HEPETUCTPUPYEMBIE
- llepemaer  mOKyMEHTBI  Ha
PYKOBOJMTEIIIO OPraHU3aLUU

paccMOTpeHHe

- Ilepemaer  OOKyMEHTBHI  HUCIIOJHHTENIAM B
COOTBETCTBUH C PE3OJIIOIMEH PYKOBOAUTEILS
- OcymecTBisier IPOBEPKY HPaBUIIEHOCTH

o(opMIIEHUS OTIPABIISEMBIX TOKYMEHTOB

- OcymiecTBIIsIeT agpecoBaHNE KOHBEPTOB, BKIIA/IbIBACT
JOKYMCHTBI B KOHBCPTHI, 3aKJICUBACT KOHBCPTHI

- CocraBisieT HOMEHKJIATYpy JeJ OpraHu3aliu 10
YCTaHOBIICHHOH (opme

- [IpocTaBisieT UHACKCHI Jiel, GOPMYIHPYET 3aroJI0BKU
nen

- GopMHUpyeT IOKYMEHTHI B Jielia B COOTBETCTBHU C
ONpeCaACIICHHBIMU IIpaBUJIaMHU

- Cucremarusupyer [JOKyMEHTHI BHYTpPH Jela B
COOTBECTCTBUM C ONIPCACICHHBIMHU ITPUHIUITAMUA

I1K 1.7 CamocrosiTensHO paboTaTh ¢
JTOKYMEHTaMH, COJIEpKAIIUMHU
KOHHIEHIIMATIbHYIO HHPOPMALIHUIO, B
TOM YHCJIe C JOKYMEHTaMH I10 JTNIHOMY
COCTaBy.

- Hcnonpzyer mnpuHUMIBI pabOTBI  CEKpeTaps C
KOH(UIEHIIMATBbHBIMU JOKYMEHTaMHU.

- 3HaKOMHUTCS C OCOOCHHOCTSMM JOKYMEHTHUPOBAHMS
KOH(UICHIMAIBbHBIX CBEACHUMN.

- Pa3pabarbiBaeT miaH MEpONpHUATHIA 110 00eCIEUYCHHIO
3alUThl  KOH(PUIEHIUaIbHOM  uHpoOpMauuu U
NIEPCOHAIBHBIX JaHHBIX.

- [IpoBoauT mpoBepkH Hanuuus AOKYMEHTOB, HEl U
HocuTenell napopmau

- CocTaBJsieT akThl 10 pe3yJbTaTaM MPOBEPOK HATUUUS

u YHUUTOKEHUS JIOKYMEHTOB, coJIeprKalInX
KOH(UICHIMATBHYI0 HH()OpMaIHIO.
I1K 1.8 OcymecTBasTh TenedhoHHOEe - llpumensier nmnpaBuia BeleHUS  Telde(QOHHBIX

oOcityk1BaHHe, IPUHUMATD U
nepeaaBarh (HaKchl.

MIEPETOBOPOB MPHU BXOAIMINUX U UCXOAAIIUX KOHTAKTaX.
- CocraBnser, nepeaaéT u rnoysyyaer TeneOHOrpaMMBI.
- [lepenaér u npuHuMaeT Qaxchl.

IIK 1.9 OcyuiecTBisTh NOATOTOBKY A€
K [lepe/iaye Ha apXMBHOE XpaHEHHE

- Pacnipeensier TOKyMeHTBI IO CPOKAM XPaHEHUS

- OCylIeCTBISAET MOJIHOE WIM YaCTUYHOE 0(OpMIICHHUE
Jen

- CocTaBisieT BHYTPEHHIOK OIUCh JOKYMEHTOB i€/

- CocTaBJsieT 3aBEPUTEIbHYIO HAJIIUCh JIea

IIK 1.10 CocTaBiasgTh OIMCH JIEN,
OCYILECTBJIATH IMOJATOTOBKY A€M K
repeiaye B apXUB OpraHu3alni,
TOCYJIapCTBEHHBIE U MYHHIIUITIAJIbHBIC
aApXUBbI

- CocTaBmsieT OmHCh Ha JieNla TIOCTOSHHOTO XPaHESHHUS

- CocTaBiageTr OIMUChH Ha AcIa BpCMCHHOI'O XPaHCHUSA
(cBprre 10 meT)

- CocTaBisieT OImuch Ha AcJia 1Mo JIMYHOMY COCTaBYy

- [lepenaer nena mo onucsM B apXHB OpraHU3aAUU

14




@DOopMbI 1 METOJIBI KOHTPOJIS U OIICHKH PE3yJabTaTOB O0YUSHHS TOJIKHBI TIO3BOJISITH IPOBEPSTH Y
o0yyYaroIuxcss He TOJbKO C(HOPMHUPOBAHHOCTh NPOPECCHOHATIBHBIX KOMIIETCHIMH, HO U pa3BUTHE
00X KOMIETSHIIUHI U 00ECTIeYMBAIOIINX X YMEHUH.

Pe3yabTarsl
(ocBOEeHHBbIE 001I[He KOMIIETEHI[MH)

OcHOBHbIE MOKA3aTe/ N OIIEeHKH pe3yJibTaTa

OK.1. [loHumarhp CymHOCTb U COLIUAJIbHYIO
3HAYMMOCTb CBOCH Oymy1ieit nmpodeccun,
IIPOSIBJIATH K HEW YCTOWYMBBIN MHTEPEC.

Hanwumer scce Ha remy «Poib 1e10npon3BoCTBa B
Moel Oynyiel npodeccum»

OK.2. Opranu3oBbIBaTh COOCTBEHHYIO
JESTeIbHOCTb, ONPENENIATh METO/IbI U CIIOCOOBI
BBITIOJTHEHUS PO ECCUOHANBHBIX 3a/1a4,
OLIEHUBATh UX Y(P(PEKTUBHOCTH U KAaYECTBO.

CoctaBuT 1iad pabOTHI HaJl TPOESKTOM
(uccnenoBaHueMm)

OK 3. IIpyHuMaTh pelieHns B CTAaHAAPTHBIX U
HECTaHJAPTHBIX CUTYAIMSIX U HECTU 32 HUX
OTBETCTBEHHOCTb.

[Ipennaraer BapuaHThl pelICHUs TPOOIEMHOM
CUTYyalUH (CUTYaIlMOHHOM 3a7a41)

OK 4.0OcymiecTBidTh MOUCK U UCIOJIB30BaHUE
nHpopManuu, HeOOXOAMMOM IS

3¢ (HEKTUBHOTO BBITOITHEHHS
npodeCCUOHATILHBIX 33]1ad,
po(heCcCHOHATLHOTO M IMYHOCTHOTO PA3BUTHS

Bri6upaeT uadopmaio B COOTBETCTBHH C
3aJlaHuEM

OK.5. Ucnonb3oBath nHGOPMAIMOHHO-
KOMMYHUKAITMOHHBIE TEXHOJIOTHH JIJIsI
COBEpPIICHCTBOBaHUS MPO(HeCcCHOHATBLHOM
JIeSITEIbHOCTH.

Ucnone3yer caiitel IHTEpHETa ¥ mOI0HpaeT
MH(OPMAIIHIO IT0 COBPEMEHHBIM TEXHOJIOTHSIM
JIEJI0NPOU3BO/ICTBA, UCIIOJIB3YEMbIM B PA3JIMYHBIX
oTpaciisix aestenbHoctu PO

OK. 6. PaboTaTh B KOJUIEKTHBE U KOMAH/IE,
o0ecrnieunBaTh ee CrioueHue, 3PGHeKTUBHO
o0mIaThbes ¢ KOJIeraMu, pyKOBOJICTBOM,
OTPEOUTENSIMU.

I'pynmoBas paboTa HaJ MPOEKTOM: pacHpeesieHre
BHYTPH TPYIITBI 00s3aHHOCTEH, COCTABIICHUE IJIaHA
paboThl HaJ MPOEKTOM, OpopMIIeHHE Pe3yIbTaTOB
paboTHI HAJ MPOEKTOM

OK 7. bpatp Ha cebst OTBETCTBEHHOCTH 32
paboTy 4IeHOB KOMaH bl (MOAYUHEHHBIX ),
PE3yNIbTAT BBITOJTHCHUS 33ITaHUH.

I'paMOTHO CTaBHUT 11eNb paObOTHI. Y CTAaHABIUBAET
KPUTEpHUH yCIIeXa U OLICHKH JEATEIbHOCTH.

AnanTupyercs B U3MEHSIIOIIUXCS YCIOBUSIX,
MEHSET 11€Jb. BBINOIHAET IOCTaBICHHBIE 3a/1a4H.
JIeMOHCTpUPYET CIIOCOOHOCTH KOHTPOJIUPOBATH U
KOPPEKTHPOBATh PA0OTy KOJIJIEKTHBA.
CaMocCTOSATENbHO MPUHUMAET OTBETCTBEHHBIE
pemenus. [Ipunumaer 3¢ dexTrBHbBIE pelIeHHUs,
UCIIOJIb3YSl CUCTEMY METOJI0OB YIIPABIICHUS.
VYuurteiBaeT 0cOOEHHOCTH MEHEKMEHTA B 00JIaCTH
poQecCHOHATILHOM IeSTeIbHOCTH

OK. 8. CaMOCTOATENBHO ONPEAEIATD 33Ja4H
PO ECCHOHATBHOTO W TUYHOCTHOTO
Pa3BUTHSL, 3aHUMAThCS CAMOOOPa30BaHHEM,
OCO3HAHHO IJIAHUPOBATH TOBBIIIICHHUE
KBaJIU(DUKAITHH.

CaMOCTOSITEIbHO OPTaHU30BBIBACT U ITAHUPYET
BBITIOJTHEHHE JIOMAIIHEN padOoThl IPU U3yUYEHUU
po¢heCCUOHATILHOTO MOJYJISL.

Pa3pabarbiBaeT, aHATU3UPYET U COBEPILICHCTBYET
TUTaH JJMYHOCTHOTO Pa3BUTHS U TTOBBIIICHHS
KBaJ'H/I(bI/IKaHI/II/I 110 CIIENUaJIbHOCTHU

OK.9. OpreHTHpOBaTHCS B YCIOBUAX YACTOM
CMEHBI TEXHOJIOTHH B PO eCcCUOHATbHON
NEeATEIbHOCTH

OcBauBaeT HOBBIE POTPaMMHbBIE CPE/ICTBA,
o0ecreynBaoIue OpraHu3aluio padboTsl ¢
JOKYMEHTaMH.

OTCIIeKUBAET U UCIIOJIB3YET U3MEHEHUS
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3aKOHOJIaTEeNIbHOW U HOPMATHUBHO-CITPABOYHOM
0a3bl, periIaMeHTHPYIONIEH TOKYMEHTAllMOHHOE
obecnieueHue.

OcBanBaeT HOBBIE TEXHOJIOTUH B
npodeccnoHanbHOM e TENIbHOCTH.

[IpuMeHsieT HOPMaTUBHOE PEryJIMPOBAHUE
JOKYMEHTAI[MOHHOTO 00EeCTIeUeHUsI;
OpueHTupyeTcsl Ha MEKyHapOJHbIE CTaHIaPThHI B
o0JacT JOKYMEHTAI[MOHHOTO o0ecreueHust
YIIpaBICHUS

6. OCOBEHHOCTHU OPTAHU3AIIMU YYEBHOI'O NPOLUECCA JJI51 OBYYAIOLIUXCSA
C O'PAHUYEHHBIMH BO3MOXHOCTAMMU 3/10POBbS C HAPYIIEHUAMMU CJIYXA

5.1. Inst oOydarommxcsi U3 4ucia JHIl C OTPAHUYCHHBIMUA BO3MOXKHOCTSIMU 37I0POBbsI O0y4YeHHE
IIPOBOJIUTCSI C YUETOM 0COOEHHOCTEH MCUX0(U3NYECKOT0 Pa3BUTHUS, MHIUBUAYAIbHBIX BO3MOXKHOCTEH
U COCTOSIHUS 3/10pOBbs TAKUX 00Y4YaroLIUXCs (Jajiee - MHAUBUAYaJIbHbIE OCOOEHHOCTH).

5.2. IIpu opranuzanuu oOydeHus obecreunBaeTcs cOOII0CHIE CIeAYIOIINX

001X TpeOoBaHUIA:

oOyueHue Ui JIMIl C OTrPAaHUYCHHBIMH BO3MOXKHOCTSIMU 3JIOPOBbS B OJIHOM ayJUTOPUHU
COBMECTHO C 00yYaIONTUMHUCS, HE HMCIOIIUMHU OTPAHHYEHHBIX BO3MOXKHOCTEH 3I0POBbSI, TOITYCKASTCS,
€CIIM ATO HE CO3/1aeT TPYAHOCTEH sl 00yJarOIINXCS;

obOecrieueHre  BBITYCKAa  IMEYATHBIX  WJIM  DJIEKTPOHHBIX ~ MaTepUAIOB,  3aMEHSIOIINX
ayuoMaTepHalbl U aynohais;

MPUCYTCTBHE B ayJUTOPHUU ACCUCTCHTA, OKAa3BIBAIOIIECTO OOYyJaIONIUMCS HEO0OXO0IUMYIO
TEXHUUYECKYIO MOMOIIb C YU€TOM MX HUHIUBUAYATbHBIX OCOOCHHOCTEH (3aHATh pabouee MecTo, MOHATh
1 0OpMUTH 3a/1aHKE, OOIIATHCS C MPENO0IaBaATENEM);

MOJIb30BaHUE HEOOXOIUMBIMU OOYYarOIIMMCS TEXHUYECKHUMH CpeACTBAaMH Tpu OOyYeHHUH,
BBITIOJTHEHUH 3a/IaHUH C YI€TOM WX WHAWBHIYATBHBIX OCOOCHHOCTEH;

o0OecrieueHrne BO3MOXXHOCTH OECTpensTCTBEHHOrO JIOCTynma oOOydYaloluxcsi B ayJuTOpHH,
TyaJIeTHBIC W JPYTHE IMOMEIICHHS, a TaAK)Ke WX NPEObIBAaHMS B YKAa3aHHBIX MOMEIICHUAX; HATMYUC B
OJTHOM M3 MOMEIIECHUH, TPEeTHA3HAYCHHBIX JJIsl POBEICHUSI MACCOBBIX MEPOMPHUITHIA, HHYKIIHOHHBIX
TIETEIIb U 3BYKOYCHJIMBAIOIICH aImaparypebl.

5.3. [Ipu o0y4yeHNN IO AUCIUTUIMHE BO3ZMOKHO:

UCIOJIb30BAHUE TOMOIIM COTPYAHMKOB, NPOMIEAIINX HWHCTPYKTUPOBAHHE WM OOydeHHe,
KOMIIETEHTHBIX B a/IalTalliy HH(POPMAITUH TSI MHBATUIOB TI0 CITYXY;

o0ecrieyeHne HaJIMYMs 3BYKOYCHJIMBAIOIIEH amnmaparypbl KOJUIEKTHBHOTO IIOJI30BaHUS, MPH
HEOOXOMMOCTH TIPEIOCTABIISETCS 3BYKOYCHIIMBAIONIAs anapaTypa HHINBUAIYAIBHOTO MOJIb30BaHHMS;

OObsICHEHHE HOBOI'O MaTepHaja M MPOBEACHUE MPAKTHUECKUX 3aHATHH ¢  y4eTom
WHIUBHIYAIBHBIX OCOOEHHOCTEH 00yJaroImmxcs;

TyOonupoBaHHe HEOOXOAUMON 3BYKOBOW MH(pOpMAalNK, 00yJaroIero Marepraia TeKCTOBBIMU U
rpadu4ecKuMU M300paKEHUAMHU, 3HAKaMH WM B BUJAE IEKTPOHHOIO JOKYMEHTa, JOCTYIHOIO C
MIOMOIIIBIO KOMIIBIOTEPA;

MPEAO0CTaBICHUE 00YUYaIOIMUMCS TIpaBa BBIOOpA 3adaHUs AJISI CAMOCTOSITEIHHOW pabOTHI;
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NPEJOCTaBIEHUE MHBAIMIAM 110 CIyXy HIpU HEOOXOIMMOCTH YCIYTH C HCIOJIb30BaHUEM
PYCCKOTO JKECTOBOTO $I3bIKa, BKJIIOYas OOECIEYEeHHE JOIycka Ha OOBEKT CypAONEpEeBOAYMKA,
tudonepeBoqUMKa (B OpraHu3alMd JODKEH OBITh TAaKOW CIEUUMAIMCT B ITaTte (ECiu 3TO
BOCTpeOOBaHHAs yCIyra) WM JOTOBOP C OpraHU3alMsSMH CHCTEMbl COLMAIbHOM 3aIIUTHl WM
O0IECTBOM IIIyXHX IO IPEIOCTaBICHUIO TAKUX YCIYT B Cllydae HEOOXOAUMOCTH).

5.4. Tlpu mpoBeACHUH TEKYIIErOo KOHTPOJSI W MPOMEKYTOUYHOW aTTECTAIlMH OOECIICUYMBACTCS
coOJTI0IeHNE CIAEAYIOIMNUX TPEOOBAHMIA:

JUTSL TITYXUX ¥ CTTA0OCIBIIIANIIX, C TSDKEITBIMUA HAPYIICHUSIMUA PEUU:

o0ecrnieunBaeTcs HaJlMuMe 3BYKOYCHIJIMBAIOIIEH anmapaTypbl KOJUIEKTUBHOTO IOJIb30BAHMUS, MPU
HE0OXOIMMOCTH TIPEIOCTABIISCTCS 3BYKOYCHUITMBAIOIIAS arapaTypa HHIUBUYyaIbHOTO MTOJIb30BAHHS,

[0 MX YKEJAHWIO YCTHBIA OTBET MPU KOHTPOJE 3HAHUM MOKET NPOBOJUTHCA B NUCHMEHHOMU

dopme.
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