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1. HEJIN U 3AJAYUN OCBOEHUSA JUCIUIIVIUHBI

Heabto wu3ydyenusi [IM.03 BpbinosiHeHue padoT 1O OAHOW WIH HeCKOJIBKHM
npogeccusiM padouMX, JOJLKHOCTAM CJAYKAIMX SBISIETCS OBJIAJICHHE YKa3aHHBIM BHJIOM
JeATEIbHOCTH U COOTBETCTBYIOIIMMU IPO(ECCHOHANBHBIMA KOMIIETEHIIUSAMH B peE3yJbTaTe
OCBOCHHUS MPO(PeCCHOHATTBHOTO MOIYIISI.

3amauu MoayJisi: 1aTh 0OydalOIMMCs HEOOXOIMMBIH YPOBEHb 3HAHHM Ul BBIIOJHEHUE
OPTaHM3aIMOHHO-TEXHUYECKIUX (PYHKIHMH MO TOKyMEHTAalMOHHOMY OOECICUCHHIO JEATEIbHOCTH
npeanpustus (yIpeKIeHHs, oOpraHuzanuu, ¢GuUpMbl) pasHbIX cdep ©u  pasHeIX QopMm

COOCTBEHHOCTH.

2. MECTO JUCHUIVIMHBI B CTPYKTY PE OIIOII CIIO

[IM.03. BeinmonHeHue paboT MO OJHON HJIM HECKOJBKUM MpodeccusiM pabdouuXx,
JOJDKHOCTSAM ~ CIy)KalldX BXOAUT B  COCTaB  INpo(ecCHOHAIBHOrO  y4yeOHOro  IHUKIA,
poeCCHOHANBHBIE MOJTYITH.

M3ydenuio mnpodecCHOHaIbHOIO MOAYAS TMPEAIIECTBYET HU3y4eHHE CIeIyFo M X
TMCHUIIMH: «/{oKyMeHTamOHHOE O0eCIeueHHe ympaBieHus», «OpraHu3anus CeKpeTapcKoro
oOcyxuBaHus», «['ocygapcTBeHHast U MyHULIUIAIBHAS CiIyxk0a», «IpodeccnonanpHas sTHKa U

IICUXOJIOTHA ACTIOBOIO 00 IICHU D).

3. TPEBOBAHHUsSA K PE3YJIbBTATAM OCBOEHUAA COAEPXAHUA
JUCHUIIUHBI

[lporiecc wu3ydeHuss NpodecCHOHAIBPHOTO MOAYNS HampaBiieH Ha (GOpMUPOBaHUE
AJEMEHTOB cienyroumx kommnereHuuid B cootBerctBuM ¢ PI'OC CIIO no pganHoM
CHEeUaJTbHOCTH |
a) 00 numx kommneTteHuii (OK)
OK 1. Ilorumarh CynHOCTh U CONHATBHYIO 3HAYUMOCTh CBOEH Oymyiel nmpodeccuu, MposBIIsiTh
K HEl YCTOMYMBBIN UHTEPEC.
OK 2. Opranu3oBbBaTh COOCTBEHHYIO JEATEIBHOCTh, BRIOUPATh TUIIOBBIE METOIBI M CITIOCOOBI
BBITIOJIHEHU S TPO(ECCHOHANBHBIX 334, OLICHUBATh UX
3(ppeKTUBHOCTD U KAYECTRO.
OK 3. IlpuHumath pelieHuss B CTaHJAPTHBIX M HECTAHJAPTHBIX CUTYyallMsX U HECTH 3a HHUX
OTBETCTBEHHOCTb.
OK 4. OcymecTBIsATh TOUCK U UCITOJIB30BAaHKE HHPOPMALIUH, HEOOXOAUMOU 115t (e KTUBHOTO
BBINIOJIHEH U TPOECCHOHAIBHBIX 33124, PO (ECCHOHAIBHOTO U

JIMYHOCTHOT'O Pa3BUTHUA.



OK 5. Mcnonp3oBarh HH(GOPMAIIMOHHO-KOMMYHUKAIMOHHBIE TEXHOJIOTUH B MPOdecCHOHaTbHON
JEeSITETbHOCTH.
OK 6. PaboTathb B KOJUIEKTUBE U KOMaH 1€, 3 (PeKTUBHO OOLATHCS C KOJIJIETaMH, P YKOBOJICTBOM,
NOTPEOUTENSAMHU.
OK 7. Bpath Ha cebs OTBETCTBEHHOCTH 32 pabOTy YIEHOB KOMAaH[Ibl (MOAYMHEHHBIX), PE3Yy/IbTaT
BBITIOJIHEHUS 3aJaHUH.
OK 8. CamocrosiTenbHO ONpeAessaTh 3aJaud MPOQecCHOHATBHOIO U JUYHOCTHOTO Pa3BUTHA,
3aHUMAaThCsl CaMOOOPa30BAHUEM, OCO3HAHHO IUIAHUPOBATh MOBBIIIEHNE KBAJIM (DU KA U.
OK 9. OpuentupoBaTbCs B YCIOBHUSAX YacTOM CMEHBI TEXHOJOTHH B MPOPeCCHOHAIBHOM
JIeSITEIIbHOCTH.
0) npo¢ eccuonanbubIX komneTe Hiui (1K)
[IK 3.1. IlppyHuMaTh U PEruCTPUPOBATH MOCTYHMAOLIYI0O KOPPECIIOHJCHIINIO, HAMPABIATh €€ B
CTPYKTYpHBIE ITOApa3eIeHUs OpraHU3alluu.
1K 3.2. OdopmisaTh peTuCTpallMOHHBIC KAPTOUKU U CO3/IaBaTh OaH K JAHHBIX.
[IK 3.3. Ocy1ecTBAsSTh KOHTPOJIb 33 MPOX0KJEHUEM IOKYMEHTOB.
I1K 3.4. OTnpaBnsTh UCIOJHEHHYIO JOKYMEHTALMIO ajipecaTaM ¢ MPUMEHEHHEM COBPEMEHHBIX
BHJIOB OPraHU3alMOHHON TEXHUKH.
IIK 3.5. CoctaBnate U oQOpMIIATH CIIY)K€OHbIE JOKYMEHTBI, MaTepHalbl C HCIOJb30BaHHEM
GopMyIIpOB JOKYMEHTOB KOHKPETHBIX BUJIOB.
[IK 3.6. ®opmuposars gena.
[IK 3.7. CucremaTu3npoBaTh U XpaHUTh JTOKYMEHTHI TEKYIIETO apXUBa.
1K 3.8. O6ecnieunBaTh COXpAaHHOCTb MPOXOALIECH CITYyKEeOHON JOKYMEHTALUH.
I1K 3.9. 'oToBUTH M IIEpenaBaTh JOKYMEHTHI Ha apXUBHOE XpaHEHHE.
[IK 3.10. ObecnieunBaTh COXpaHHOCTh APXUBHBIX JOKYMEHTOB B OpraHU3aLHH.
B pe3ynabrare ocBOEHUS IUCLUIIMHBI 00Y4aro I ecs JOJKHBI :
HMeTh NPaKTH4Ye CKUM ONBIT:
JOKYMEHTHPOBAHUSA U TOKyMEHTALIUOHHOM 00pabOTKu JOKYMEHTOB OpraHU3alUU.
Ymers:

- IPUHUMATh, PETUCTPUPOBATD, YUUTHIBATH MOCTYIAIONME JOKYMEHTHI;

IIPOBEPSTH NPaBUILHOCTh OPOPMIIEHUS TOKYMEHTOB;

BCCTU KAPTOTCKY y4C€Ta IMPOXOKICHUA JOKYMCHTAJIbHBIX MATCPHUAJIOB,

CUCTCMATHU3UPOBATb U XPAHUTDH JOKYMCHTBI TCKYILCTO apXUBa,

- opMUpOBaTH CIIPABOUHBIN annapar, 00eCreunBaONMi ObICTPBIN MOKCK TOKYMEHTOB;

OCYHICCTBJIATH SKCIICPTU3Y JOKYMCHTOB, TOTOBHUTH U IIEPCAaBaTh JOKYMCHTAJIbHBIC MaTCpUaJIbl
Ha XpaHCHUC B apXUB.

3HATh:



OCHOBHBI€ I10J10’KeHUs ENMHON TOCYIapCTBEHHOM CUCTEMBI IEI0IPOU3BOICTBA;
BU/JIbI, QYHKIIMU TOKYMEHTOB, IPAaBUJIa UX COCTABIICHUS U OOPMIICHHUS;
HOPAA0K JOKYMEHTHPOBAaHUS MH(OPMAIIMOHHO-CIIPAaBOYHBIX MAaTEPUAJIOB;

IMpaBuJia J€JIOBOT0 3TUKETA U ACTIOBOT'O O6IH€HI/I$I.

4. OFBEM YUYEBHOM JVICIUTIJIUHBI

MaxkcuMmainpHasi yaeOHast Harpy3ka oOydaro1merocs: — 246 gac., BKIO4Yas:

OO0s3arenpHas aymuTopHas yaeOHas Harpy3Kka ooydaromerocs — 176 gac.;

CamocrosrenbHas padora obydatomierocst — 70 gac.;

[IpounsBoacTBEHHAs MpakTHUKa — 36 4dac.

Conepxanue o0ydeHue 1mo npohecCuoHaATbEHOMY MO YITIO :

IIM.01

Opranu3zanusi JOKyMeHTAIIHOHHOIO YIIPABJICHUS H
() YHKIMOHMPOBAHMS OPraHU3alMu:

MJIK.03.01.

Beimonaenue pabot mo npodeccun «J{emonpon3BoauTenny

I1I1.03

ITpousBoicTBEHHAs MTpaKTUKa (10 MPO(UITIO CIeIMATBHOCTH)

[Tpoeccuonanbhbiil MOIYab peanusyercs B V-VI cemectpax. @opma MpoMex yTOUHOMH

aTTeCTalluu — Sk3aMeH (KBayv pukarnoHHsiil) B VI cemectpe.




