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1. Obmne noJ1oxKeHns

1.1. OO0Onactb NpUMEHEHHS YU XapaKTEPHCTHKA IPOrpaMmbl

Ha ceromasiHuUil 1eHb OCHOBHBIM crioco0OM MNpejcTaBieHus HHpopmalun Ha
moGOM  COBpeMeHHOM npeanpustun  sBaserca Jgokyment. [lpu pabore ¢
JOKYMEHTAMH €KEJIHEBHO MPUXOAWTCS pemarh OObLIOH KOMIIEKC BOIIPOCOB,
CBSI3AHHBIX C PervcTpainueil BXOAAIIMX, HCXOAUINX M BHYTPEHHHX JIOKYMEHTOB, €
MOANMHMCAHUEM, COIJIACOBaHWEM, OTIpaBkod, QopmupoBaHueM HX B Jena,
onpe/ieNieHHeM CpPOKOB XpaHeHus, nepejaveii B apxup nubo yHuytoxeHuem. B
moGoii OpraHu3alMK co BpeMeHeM BeTaeT rpobiieMa cucTeMaTH3aliy, 00paboTku u
Ge30nmacHoOro XpaHeH s 3HaYNTeNbHBIX 00beMOB HHPOPMALIMH.

B mnocieanue rojbl Onarojaps TOSBIEHMIO HOBBIX HH(MOPMAlMOHHBIX
TEXHONOTHIi, TPUMEHEHHS! BO3MOMKHBIX OHJIANH-CEPBHCOB MOABUIACH BO3SMOKHOCTD
NoBbICUTE  3(P(PEKTHBHOCTL  TPYJAOBOH  JEATENBHOCTH, B TOM  4MClIe H
COBEpLICHCTBOBATH paboty ¢ JokymenTamu. Ilpumenenne OepeiiuBbIX TeXHOJIOTHH
B paGoTe ¢ JOKYMEHTaMHU MOMOTalOT MPaBHIbHO COKPATHTh BPeMs HEOOXOIHMOE U1
[TOMCKA, MOBBICHTH TOYHOCTE H CBOEBPEMEHHOCTh HHOOPMAIHM, & TAKKEe YCTPAHUTh
ee U30BITOYHOCTE.

CoBpeMeHHasi CHTyallHs B MMPE XapakTepH3yeTcs CO3JJaHMEeM M pasBUTHEM
CTELHANBHBIX OHJIAHH-CCPBHCOB, «TOYEUHBIX» HH()OPMALIHOHHBIX CHCTEM, NIPOrpaMm
M cHCTeM OOCTYKMBAHMS COLMANLHO-IPABOBBIX H HHQOPMALMOHHO-TIOHCKOBBIX
3aMPOCOB; MacIITaGHbIM BHEAPEHHEM CHCTEM JIEKTPOHHOTO JOKYyMEHTO0OO0pOTa,
nepeojioM B 1uQpoBoil ¢opmaT NOKYMEHTaIbHOH JeATEIbHOCTH OpraHH3alliH.
Takum o6pa3oM, aKTyalbHOCTE 00ecreYHBaeTcs ero MOCTOSHHOM MoOjiepHH3aLHeH B
COOTBETCTBMHM C Pa3sBMTUEM H3YYaeMbIX MPOIPAMMHBIX PELICHHH H TEXHOJIOIHH,
MCIIONB3YEeMbIX B paboTe ¢ 0KyMeHTaMH.

[Tporpamma npodeccHoHaIBEHOTO o0y4enus 1o npogeccun
«Jlenonpon3BOAMTENB»  AaeT  BO3MOKHOCTH HPHOOPECTH  TEOPETHYECKHE H
pAKTHYECKHE YMEHHs, HeoOXOIUMble JUIs TpaBOMEPHOH JEATENHHOCTH Ha
npoecCHOHATEHOM YpOBHeE, obecreuuBalonieM NPOH3BOJCTBEHHYIO
KOMITETEHTHOCTEL paboTHHKA.

[TporpaMma npelyCMaTpUBaeT 03HaKOMIIEHHE C HOPMATHBHO-PaBOBOH 6a30H
IeTIONPOM3BOACTBA U OHJIANH-cepBUCAMM JUIsl paboOThl € JIOKYMEHTaMM; CO3MaHH
MHTEPAKTHBHEIX [Mpe3eHTAlMH; ¢ WHCTpYMEHTaMH OepexminBbIX TEXHOJIOTHH B
JIeONPOM3BOACTBE M NPOEKTHPOBAHMA ONTHMANBHBIX JIOKYMEHTOIOTOKOB W
MapuipyTOB JJOKYMEHTOB.

[TperMyIIeCTBAMM [POTPaMMbl  SABJAIOTCA €€  HAaChIIEHHOCTh, BBICOKAs
UH(pOPMATHBHOCTh TIPH KOMIAKTHOCTH H JIAKOHMYHOCTH COJIEPXKaHUs YueOHBIX
pasjenos, a TaKKe [PAKTHKOOPHEHTHPOBAHHOCTE. MHHOBALMOHHOCTE JIAHHOH

LIPY ]



MPOrpaMMel COCTOMT B TOM, 4YTO OHA OpPUEHTHpPOBAHA Ha Mpo(ecCHOHANBHBIH
CTAHAAPT yIlpapieH4eckoi jestenbHocTH «CHEHaNUCT [0 OpPraHu3allHOHHOMY H
JIOKyMeHTaUMOHHOMY — o0ecrieyeHHio  ylpaplieHuss opraiuszaumeii». Ilpn ee
paspaboTke y4TeHO cojeplkaHue cieyomux o0000LeHHbIX TPYAOBBIX (YHKINI
npodecCHOHANLHOrO  CTaHjapra:  OpraHH3alHOHHOE,  JIOKYMEHTalHOHHOe H
uHpopmanHonHoe obecneyetue AeATeNbHOCTH PYKOBOIUTENN OpraHH3aluH.

1.2. Ilens nporpaMMsel

Llensio peanusaluuy NporpaMMel — ABiAeTca GopMHpoBaHUe y 00y4aromuxcs
npoecCHOHANBHLIX 3HAHMHA, YMEHHMH M IIPaKTHYECKOro ONbiTa Nno npodeccHu
({HEHGHPOHBBD,I[HTEJIB)} C YHETOM Hp{}(l]ECCH{)HaHBHDFD craniapra CHEL[HEU]HCT Jily
OpraHH3alHOHHOMY M JOKYMEHTALHOHHOMY  oOecriedeHHio  ynpaeieHHs
opranusaumer (yrB. npukazomMm MuHHcTepcTBa Tpy/Ja M COUHaNBHOH 3ammTel @ ot
15.06.2020 r. Ne333u) © kBanupukauMOHHBIX TpeboBaHuil (yTBepHKIEHHBIX
nocraHosgenuem Muntpyna P® ot 2lasrycra 1998 r. Ne37 no [AomKHOCTH
«JlenonponsBoauTENb?,

1.3. 3a5ia4u NporpaMmel:

- O3HAKOMJIEHME €  aKTyalbHOH  HOpPMarMBHO-METOJMYeckoil  Dazoii
JOKYMEHTAllHOHHOTO obecrneyeHus; YHHQHUIUPOBAHHBIMH CHUCTEMAMH
JOKYMEHTAUMH M [PaKTHYeCKUMM  [pUeMaMH  O(QOpMIIEHMS  KOHKPETHBIX
JIOKYMEHTOB;

- paclIMpeHue W NpHoOpeTeHHe 3HAHMH 110 HCNOJB30BAHHIO COBPEMEHHBIX
HHQOPMAIMOHHBIX TeXHOJOrMA i pabdoTel ¢ JOKYMEHTAMH W XpaHeHus
HH(pOpMALHH;

- pacIMpeHHe 3HaHMH ¥ yMeHWH npHMeHeHHs OepeicIMBBIX TeXHOJIOTHH |
MHCTPYMEHTOR OepeKIIMBOTO IMPOM3BOJICTBA B padoTe ¢ JOKYMEHTaMH;

- OKazaHue WHOOPMALIHOHHO-METOAMYECKOH, KOHCYIbTAllMOHHOH NOMIEPHKKH
npu paspaboTKe nmpoekTa npouecca padoThl ¢ AOKYMEHTaMH, periaMeHTHPYIOLIero
OJIHO W3 HAIIPABJIECHUH JesTeJIbHOCTH OpraHu3aliiu.

[Iporpamma npohecCHOHAIEHOIO 00yYeHH 1o npodeccuu
«JlenonpousBouTENEY paspaboTana HA OCHOBE:

- MepepanpHoro 3akona ot 29 nexadps 2012 r. Ne 273-03 «0O06 obpazosaHuM
B Poccuiickoit Menepanmmy;

- [Ipukaza Munucrepcrea npocBemennus Poccuiickoin depepauuu  OT
26.08.2020 No 438 «O0 yrteepknenun [lopsigka opraHuzaldd M OCYLIECTBIEHHS
oOpa3oBaTeNnbHOH /IeATEeNLHOCTH 10 OCHOBHBIM HporpaMMam mpodeccHoHanbHOro
o0yueHHAN;

- ITocranosnenuss IlpasurensctBa P® or 11.10.2023 Ne 1678 «O06



yreepaieHuHd  IIpaBui  nNpUMEHEHHMsl  OpPraHM3alMsAMH,  OCYIIECTBIAIOLIMMH
00pazoBaTeNbHyI0  JIeATENIBHOCTE, JMEKTPOHHOrO  00Y4YeHHA, AHCTAHLHOHHBIX
obpaszoBaTeNbHBIX TEXHOIOTHIT NPy peanusaluyu 00pa3oBaTeNIbHBIX IPOrpaMm»;

- [Tpukaza Munnpocsewenns PO or 14.07.2023 Ne 534 «O0 yrBepKiAeHHH
Ilepeunss npodeccuii  pabouux, JODKHOCTEH  CiOyKauldx, [0  KOTOPBIM
ocylecTBiseTcs npodeccuonanbHoe 00yueHHEeN,

- TpeboBaHuii, yKkasaHHblX B KBamu(uKallOHHOM CIIPABOYHHMKE AOKHOCTEH
pYKOBOjMTENEH, CIENHATUCTOB W JAPYTHX ChyKaumx 4-e¢ u3jianue (yTBEpKICH
nocranorjienneM Muntpyna PO or 21 asrycra 1998 r. Ne 37, no 1omkHOCTH ApYrux
CIYKAIIMX (TeXHUYeCKnX ucronuteneit) lenonponssoauTes;

- Ilpukasa MunucTepcTBa TPyja H couuanbHol samutsl PO ot 15.06.2020
No 333 «O06 yreepkuenuu npodeccHoHansHoro cragjaapra «Crnequanuct 1o
OpraHM3alMOHHOMY ¥ JIOKYMEHTalMOHHOMY  OO€CHeuYeHHio  YIpaBieHus
OpraHu3aluen»;

- Verasa [oeynapcrBenHoro OrOKETHOTO YYpelkJeHHs JIONOJHHTENBHOIO
npoeccuonansHoro odpasopanus «Kysdacckui perHoHaBHBIH HHCTHTYT Pa3sBUTHA
npodeccHoHaIbHOr0  00pasoBaHus» MMeHM Amad-rensjsl  MonjarassieBuya
Tyneesa.

1.4. Ilnanupyemble pe3yabTaThl OCBOEHHS NPOrpaMMBbI

B coortBercTBMM ¢ TpebOBaHMAMHM, YKazaHHRIMH B KsanuduxannoHHOM
CTHPABOYHHMKE JOJKHOCTE pyKOBOAMUTE/EH, CIICIHAIMCTOB H APYTUX CIyiKalMX 4-e
u3nanue (yrsepieH nocranosienyeM Muntpyna P® or 21 asrycra 1998 r. Ne 37, B
pesyJbTaTe OCBOCHMs I[POrpamMMbl MPodeccHoHaTbHOro ofyyeHus odyyaiomuecs
Q0NHCHBI 3HAMb!

- IOCTAHOBJICHHUS, PACIOPAKEHUs, MNpPHKa3el, JpyrHe pYKOBOIALIHE H
HOPMATHBHBIE JIOKYMEHTBI BBIIIECTOAIMX H JPYTHX OPraHoB, KacalolMecs BeICHHA
JIeNIONPOMU3BO/ICTBA B OpraHH3alliy;

- OCHOBHBIE [OJOKEHAA Enunoii rocyjiapcTBeHHON CHCTEMBI
JIEJIONPOM3BOJICTBA; CTaHJApPThl  YHU(MHUIMPOBAHHOW CHCTEMBI OpraHM3alHOHHO-
pacropsAuTebHOH IOKYMEHTALIMH,

- CTPYKTYPY OPTraHH3aLMK | e NoJpas/ie/IeHHit;

- OPAIOK KOHTPOJIs 38 MPOXOKIEHHEM CIIYKeOHBIX JIOKYMEHTOB;

- 3aKOHOJIATENLCTBO O TPy/ie 1 oxpane Tpyna Poccuiickoii (denepaiin;

- IpaBWiia BHYTPEHHEro TPY/OBOI0 PAacHOpsjiKa; NpaBujia W HOPMbI OXpPaHbI
TPy/a, TeXHUKH Ge3011aCHOCTH, NPOM3BOJICTBEHHON CAHUTAPUH H IIPOTHBONOKAPHOM
3aLHTHL.

B pesyiprare OCBOGHHS TporpamMmbl 00yvaloWuHces JOJKeH OCBOUThH
BBITIONIHEHHE MPElyCMOTPEHHOM npodeccHoHanbibM cranaaprom Crienyuanuct no



OpPraHW3allMOHHOMY M JIOKYMEHTAlMOHHOMY  OOECNeYeHHIO  yIpaBIIeHHs

oprauusanueii, 06o61enHol Tpy1oBoi dyHkuuu A OpraHusallHOHHOE obecneyenue
JesSTeTbHOCTH OpraHH3aliu:

Tpynosas dvukius A01/3: Ilpuem u pacnpesenenue TeneOHHbIX 3BOHKOB
OpraHu3aliy

Tpynossie ielicTBHA [Nepenanpasienne TenehOHHBIX 3BOHKOB PYKOBOJCTBY H
COTPYAHHKAM OPraHH3aliH

Perucrpaliis DocTynaomnx TenedoHHbIX 3BOHKOB

[Tonyuenne neobxomumoit nudopmaiui u nepeaya
CAHKIHOHHPOBAHHOI HEpopMaLMK 110 Tenedony

HeoGxoanmMbie Menons30Barh TEXHHYECKHE H MPOrpaMMHBIE CPeCTBAa I
YMEHHS [POBE/ICHHS TOIOCOBOI MK BU/IEO-KOH(PEepeHIl-CBA3H
Wcnonp3osars CPEACTBa KOMMYHHKAHOHHOH OPITEXHHKH [
nonyueHns U nepenauu nHopmauu

BecTn yueTHble perucTpaHoHHEe (opMbl, HCIONL30BATE HX U1
uuQopManHoHHoi paboThl

Y eTaHABIMBATE KOHTAKT ¢ CODECEAHHKOM, [TOUICPKHBATE H
pasBHBaTh A€10BYIO Oecely B npouecce TeNeOHHBIX NeperoBopos
Craaxusarh KOHQIHKTHBIE H CIOMKHBIE CHTYAIHH MEHIHIHOCTHOIO

B3aHMOIeiiCTBHA
Cobmonars cnyaedHbIH THKET
Heobxonumsie DyHKIHH, 381344, CTPYKTYPa OpraH{3aliii, ee CBA3H
3HAHUA [pagnna B3auMoeHCTBHA C IapTHEPAMH, KIINEHTAMH, CPEICTBAMH

MaccoBoii HEdopMalHH

Druka fenosoro obmenns

ITpaenna peuesoro STHKETA

TpeboBanus oxpansl Tpyaa

[Ipasmia 2auTsl KOHGUICHIMANBHOM ciyKeOHOl HEOpMATTH

Tpynopas Qynkums A02/3:  Oprauusaums paGoTer ¢ IOCETHTENIMU
OpraHu3amm
Tpyaossle neficTaus Berpeua nocerutesneit, moiyuenne nepeHYHOH nHGopMain o
[OCETHTENAX H TIOMOITE B OPraHM3allii HX MPHEMa PYKOBOAHTENCM
H COTPY AHHKAMHE
Benenue KypHaia 3alHCH NOCETHTENEH
Yuer noceTuteneii 1 o(opMISHHE IIPOMYCKOB
CojieficTBHE ONEPATHBHOMY PACCMOTPEHHIO NPOCHD H NPEIOMKEHHH
[IOCETHTENEH
[Ipuem u nepeaya JOKYMEHTOB [OCETHTENEH PYKOBOACTBY H
COTPYAHHKAM OpPraHH3alHu
Opranuszanns 1 GpOHHPOBAHKE EPErOBOPHEIX KOMHAT

Heolxonumeie O0maTeca ¢ [OCeTHTEIAMHI
YMEHH Hcnons3oBarh YCTAHOBICHHbIE NIPABHIIA H [IPOLETY PbI
KOMMYHHKAIHH BHYTPH OpraHu3aiHy




Bectu yuernbic (JopMBL, HCIOIB30BATE HX U1 paboThl
Co3aBarts NONOKHTENLHEN HMHJUK Oprani3aliH

LIpuHHMaTE MEPEL [0 Pa3peIeHHIO KOHQIHKTHEIX CHTY alHi
[MpumensTh HHPOPMAITHOHHO-KOMMY HHKAIIHOHHEIC TEXHOIOTHH
ObecrneunBaTh KOHGUICHIHAILHOCTE HHGOPMALHH
Heobxonumeie [Tparuna opraHu3aiiy IpHeMa NoceTHTENeH

3HAHHS [lpasuna aenosoro odmeHus

CTpyKTypa opraHi3aluy H pacnpeieienne QYHKIHH Mexmy
CTPYKTYPHEIME [OApa3/IeleHHAMH H CTICIHATHCTAMM

[Tpapuiia Oprauu3aiuy NpHeMos B oduce

[Ipasuna cepsrpoBKky Haiinoro (Kodeinoro) crona

[Npasina NpUroTOBNEHHA H M01aYH ropauuX HAMHTKOB M 3aKYCOK K
HHM

DTHEA Jen0BOro obIIeHns

ITpaBuna peuesoro 3THKETa

Tpeboranus oxpaHs! Tpyia

[Tpasmia 3alHTE KOH(UASHIHANBHOI ¢y xebHoli nudopMaly

Tpynosas  dyuxums  A03/3:  Beimonnenwe  KOOPAWHHPYIOUMX W
obecneyuBaoUMX Py HKIHH
Tpynossie pelicTens Besienue skypHaia pa3se3/io paboTHHKOB OpranH3aiiy
Koopaunaius paboTsl KyPbCPOR H BOJHTENEH OpraHu3aui
Bezenue JxypHaia pazbes3 0B KyphepoBs OpPrani3allii H MapIipyToB
BOJIHTENEH
Cocrasnenne Cnpaskit 0 pazbessiax paboTHHKOB, KYPEEPOB H
MapLpyTax BOAMTE/ICH OpraHu3aniu
Heobxoaumeie CoCTaBIATE H BECTH YHETHBIEC JIOKYMEHTHI
YMEHHA [TpuMeHATE CPe/ICTRA KOMMYHHKALIHY JUIA Nepe/ladn nopyeHuii
PYKOBOIMTENA H COTPYIHHKOB OpraHu3alnH
IpumenaTs coBpeMenHbIe cpe/icTsa cOopa, 00paboTKH M nepenadn
HH(pOpPMALHH
OleHHBATE PE3YIBTATE B PAMKaX MOCTABICHHBIX 3a7a4
OcymecTsAATh KOHTPO/b HCTIONHECHHA NOPYUCHHH PYKOBOIHTENA

COTPYAHHKAMH
Heobxomumeie [lpaBuna peyeporo 3THKETa
3HAHHA OrHKa AenoBoro odeHns

Tpebosanug oxpane! Tpyaa

[pasuna 3auTsl KoOHQHIEHIHANBHOI cayxeOHOH HHpOopMAalKH
CTpyKTypa OpraHH3alMH | pactpe/iesieHHe GyHKIHH MeKLy
CTPYKTYPHBIMH HOIPa3ieIeHHAMH B CIEIHATHCTAMH

1.5. Kareropus o0y4alonmxcs
K ocBoeHHIO ITporpamMMbl JOIYCKalOTCs:

1)  snmua, obyudaionmiecs IO OCHOBHBIM  00Ie0Opa3oBaTelbHbIM
nporpammam (10 - 11 knacesr);



2)  auua, obywaioumecs 10 obpa3oBaTenbHBIM  [POrpaMMaM CIIO,
Mpe/lyCMaTPHBAIOIIHM MOy YEHHE CPEHETO ob1ero obpa3oBaHus;

3) numa, WMelollde  cpeanee npoeccHoHaNbHOE W/MaW  BEICILIEE
obpazoBaHue (IOTBEPXKIACTC JOKYMEHTOM rocylapcTBeHHOTO 00Opasua);

4) CTY/IEHTBI, MAarHCTPaHThbl, ACIHPAHTLI obpaszoBaTelbHbIX oprasu3alui
BBICIIETO M CPEIHEro MpodecCHOHaIbHOTo obpazoBaHHs.

1 6. Cpok ¥ TPYA0EMKOCTE NPOrPaMMBI

Cpok ofyuenHs cOCTaBJIACT OT 3 mezelb (NpH YCIOBUH /10 8 4acoB 3aHATHI B
jleHp) 10 3 MecslleB B 3aBHCHMOCTH OT oGbemMa ayuTopHOl (KOHTAKTHOH) paboTEI.
Jletanu3upoBanHble  CPOKH  OOyueHMs —COINIACOBBIBAIOTCA M YTBEPKAAKOTCH
PACHOpPSKEHIEM PYKOBOJIHTEIS OpraHH3allii. O6uas TPYA0EMKOCTh IPOrpaMMBbl —
144 akajeMmpueckux daca, (4 3.€.), B OUHO-3204HOH dopme obyueHusi, ayMTOpHAs
(konTakTHas) paboOTa COCTABISCT 127 akagemuueckux uacos, arrecrauus — 17
axamemudeckux uacos  (Ilpukas MunucTepcTsa [POCBEUIEHHA Poccuiickoit
deneparuu Ne 438 or 26 asrycra 2020 roma «O0 yTBepXKIeHHH TOPAJKA
OpraHu3alid M OCYIIECTBICHHUA o6pazoBaTebHON NesTeNbHOCTH 110 OCHOBHBIM
mporpaMmaM  MPO(ECcCHOHATBHOTO obyuenus»,  Ilpukaz ~ MunucTepeTsa
npocsemenusi Poceuiickoilt Denepauun Ne 534 ot 14.07.2023 «O0 yTBEpKIACHHH
npodeccuit  padoyHX, JOIDKHOCTEH  CIyXKal|X, 70 KOTOPbIM OCYMICCTBIACTCA
npogeccHoHansHoe obyuenuer). OOyueHne MOKeET ObITH  pealH30BaHO C
MCTIONb30BAHHEM DJIEKTPOHHBIX —00pa3oBaTelbHBIX PECYPCOB, JIUCTAHLIHOHHBIX
narhopm 00ydeHHs] KaK MOJHOCTBIO (MCKJIIOYHTENBHO), TaK M YacTHYHO (cT. 16
denepanbioro 3akona Ne 273-03).

1.7. dopMbl 06PA30BATEIIBHOM JIEATEIBHOCTH ¥ THIIbI 3aHATHH

KonTaxthas paota 00yyarommxces ¢ neJaroruieCkuMu paboTHuKamM# ¥ (UiH)
MUAMH, IPHBIEKaeMBIMI 00pa3oBaTebHOM opranu3alMeil K peaqu3anny nNporpaMm
npodeccHOHaNbHOTO OOyHeHHs Ha HHBIX YCJIOBHAX = (opMa  OCYLIECTBICHHS
o6pazoBaTeNbHOH ACATEILHOCTH 1O peanu3yemMoil nporpamMme IpogeccHoHanbHOro
o0y4eHus.

Llenb OpraHM3aiii KOHTAKTHOH paGoTel — ofecreyeHHe KauecTsa obyueHus,
[TO3BOJISIONIEr0 OyAyIeMY BBIITYCKHHKY YCIEIIHO paborars B M30paHHOM chepe
NEeATENBHOCTH.

KourtakTHas pabora MOXKeT MpOBOAMTBCA C HMPHMCHEHHEM 9NEKTPOHHOIO
o0yueHHs,  JHCTAHIIHOHHBIX obpazoBaTelIbHbIX rtexnonoruii,  Ilnardopma
JMCTAHIIMOHHOTO 00YYEHHMs ONpeNesIeTCH opraHu3auued.

O65BEM KOHTAKTHOH paboTel ONpeAesaeTCA oGpasoBaTeNbHOl opranu3aLmei ¢
yueToM TpeboBanui CTpyKTYpOii porpaMMBbl.

Kontakrhasi paborta BKIOYaeT B cedsi:
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3aHATHA  JEKUHOHHOrO THma (JeKUMH W HHbBle ydyeOHBIE 3aHATHS,
NpelycMaTpUBaloIMe  [PeUMYIIEeCTBEHHYIO nepejady y4ebHoil  undopMmaumu
MeJJarorueckiMi padOTHMUKAMH OpraHM3aliy ¥ (HiIH) JTMIAMH, IPUBJIEKAeMBIMH K
peanMsauMM MpPOrpamMmMbl  MpoeccHOHANBHOro 00y4eHHMs HA MHBIX YCIIOBMSX,
oDyvarolHMes), U (WIH) 3aHATHA CEMHHAPCKOTO THNA (CEMMHApBI, MMPAKTHYeCKHe
3aHATHA ¥ MHBIC AHAIOTHYHEBIE 3aHATHS), U (MJIH) TPYNNOBLIE KOHCYILTAMH, H (MIIH)
MHIMBHJIyalbHYIO paboTy oOydalommxes ¢ IMeJarorHveckumu paboTHHKaMH
OpraHM3auMu # (MJM) JIMLAMM, [PUBJIeKaeMBIMH OpraHusaluell K peanHsalyH
MPOrpaMmel NIPO(ECCHOHANILHOIO O0YYeHHs Ha HHBIX VCIOBHSX (B TOM 4YMcie
HHJHBHYaJlbHBIE KOHCYIIBTALUH );

BpeMs, OTBOJHMOE Ha KBaIH(UKAIIMOHHEIN 3K3aMeH;

HHIOHBHAYAlILHBIC KOHCYJ/ILTallHH H HHBIC }-"-IEGHLIE JAHATHA,
NpeaycMaTpuBalOLIMe HHIUBHyalbHyl0 paboTy mnexaroruveckoro paboTHHKA c
oOyyaromumcs (B TOM 4YHC/IE PYKOBOACTBO BBINYCKHBIMH KBaqH(MHKAIMOHHBEIME
pabotamu).

B pamxax o2neKkTpoHHO-00pasoBaTeNbHOM cpelbl KOHTakTHas pabGora
00y4alomuXes ¢ NeflarorHyeckuMy pabOTHHKAMHK BKIIIOYaeT B cehs:

JNIEKLHH ¥ MHBIE yueOHBIe 3aHATHS, PeyCMaTPUBAIOIIHE TPEHMY IIECTBEHHYIO
nepefady yyeOHol uHdopManuy nefarornyeckuM paboOTHHKOM ¢ HCIONL30BaHHEM
3IIEKTPOHHO-00pa30BaTeNIbHON Cpe/ibl OpraHH3aLHm;

JAHATHA CEMHHapCKOro THIA (GEhﬂiHapH, NpaKkTHYECKHE 3aHATHH, W HHEIE
dHaJlorM4HbIE EHHETHH), PEATHIYEMEIC Cc HCIOIB30BaAHHUEM HIEKTPOHHO-
o0pa3zoBaTe/IbHOM Cpejibl OpraHU3aIim;

IPYNIOBBIE KOHCYJIbTALMH, HHIMBH/IYANBHBIE KOHCYJILTALUY U HHEIe yueOHEIe
3aHATHA, NPOBOJIMMBIE C HCIIOJIB30BAHHEM 3JIEKTPOHHO-00pa3oBaTENILHONH Cpebl
OPraHHi3alty 1 TENCKOMMYHHKAIHOHHELX TE}{HDHDFHE;

MpOMEXYTOUYHYHD aTTeCTalHio Gﬁ}”—IaH}I_U.HXCH H HTOIOBYH) AaTTeCTallHIO
oﬁyqammuxcﬂ C HCITOJLROBAHHEM SJIEKTPGHHD-USPHEDB&TEHBHGﬁ Cpelbl
OpraHH3alHH;

HUHBIE BHJIBI yuebHoii JIedTelILHOCTH (rpu HeoOX0IMMOCTH),
npesycMaTpuBalolIie rpyrnoByo WiH HHIHBHAYaAILHYIO paboTy ¢ Nefaroruuyeckum
pabOTHMKOM, TpPOBOJMMBIE € 3JIEMEHTAMH SJIEKTPOHHOMH(DOPMALHOHHBIX M
KOMMYHHKaIITHOHHEBIX TE:KHG.HGI‘Hﬁ;

OopraHusallis, MojAepalMis W [OCIEAYIONMH  aHaiM3  KOJUIEKTHBHBIX
obcysenui no npobiemMaTHke QUCUMIUIMEEL (MOLyJIs) Ha Gopyme/ B yate; BeaeHME,
MOJiepalvs W aHajJH3 ONpPOCOB IO NpodieMaTHKe AMCHMIUIHHBEI (MOAYNS) W/HIH
OTIPOC-MOHHTOPHHIT B 2JIEKTPOHHOH HHGOpPMaLMOHHO-00pa3oBaTeJbHOI cpejie Ha
caiTe OprabMsaliH, oOprabHHdsanua  COBMECTHRIX MEMJIHCIHINTHHAPHEIX W/unm
MCHPETHOHANBHBIX OHJIaHH Mepunpnﬂ'mﬁ, MpOoBOOHMBIX € HCIOJL30BAHHEM
TEXHONOTUH BHEO TeNleKOH(epeHIuii 1 1p.

Pacnucanue y4yeOHBIX 3aHATHI, NPOBOAMMEIX B (JOpMe KOHTaKTHOH paboThl,
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peanusyemoil 1porpamme (GopMupyercss B COOTBETCTBHM C y4YeOHBIM IUIaHOM M
THIIOBEIM  KajieHaapHeiM  y4eOHbIM  rpadukoM. Jlomyckaercs — cocTaBleHHE
pacrucanis OTAeNBHO IS pasHeIX (OpM KOHTAKTHOH paboTEL.

1.8. VeaoBus peaiuzaliy mporpaMmel

Jinsi peanuzaniy MporpamMMbl CO3/IAIOTCS OpraHH3alMOHHO-TIelarOTHYecKHe,
Ka/ipoBEle, HHOPMALIHOHHO-METOJAMYECKHE H MaTepHalIbHO-TEXHHYECKHe YCIOBHS,

OpranusalHOHHO-IEJarOrHYecKHe YCIIOBUS peall3aliy [PorpamMmbl JOJIKHBI
obecreunBaTh B MOIHOM 00bEME COOTBETCTBHE KadyecTBa MOArOTOBKH 00y4atommxcs
YCTaHOBJICHHBIM TPeOOBaHHSIM.

Ilpn M3y4eHHH [POTPAMMBI HCIHOJB3YIOTCA METOOUKH TpenojasaHus,
NpeAronaratonMe BMECTe ¢ TPajANIHOHHBIMH JIEKIHOHHO-CEMHHAPCKUMH 3aHATHAMH
pellcHHe CAYIUATeNsMH BBOJHBIX 3a/ad [0 pasjesaM OporpaMmsl, 3aHATHA C
pacnpejeJieHleM POJICBBIX 3a/laHUil MEXTy CIyLIATE/IAMH, MPYNIOBYIO (KOMaHAHYIO)
paboTy, NpHMEHEHHEe ayHOBU3YalIbHBIX CpPEeJCTB OOydeHHs, y4eOHO-HAIJIANHBIX
nocoOuii.

[1pooIBKUTENBHOCTE Y4eOHOro Yyaca TeOpPeTHYECKUX M ITPAKTHYECKUX 3aHATHIH
cocrasnser | akageMmuyeckui dac (45 MHHYT).

Kanpogsie VCIIOBHS peanu3alnuu nporpaMmal obecnieynsatoTes
kB UKalMel nmeaaroruyeckux pabOTHHKOB OpPraHM3aliM, OCYLIECTBIIOMICH
00pa3oBaTelibHyi0 JeATelIbHOCTb, KOTOpas JOJKHA OTBEYaTh KBAIH(QUKALMOHHBIM
TpeGOBaHMsIM, YKAa3aHHBIM B KBAJIH(QUKALMOHHBIX CIpABOUHMKax M (WiH)
npoeccHoHaNbHBIX — craHgaprax (npu sHamuuuu). Taioke U peanusanuu
nporpaMMel  npodeccHonanpHoro  o0y4eHHs  MOrYT  OBITH  HPUBIEYCHEI
npejcTaBUTEIH paboTonarene.

HMHpopMaIMOHHO-METOAMYSCKHE  YCIOBHA  pEaNM3alMd  IPOrpaMMebl
BKJIIOYAIOT: KaJleHAapHbIH yuebGHsIil rpaduk, yueOHO-TeMaTHUeCKHii nnaH, pabouyio
yuebHyI0 mporpamMmy, METOAMWYEcCKHe MarepHansl W pa3paboTK, a TaKKke
pacnucaHde 3aHaTHH, paspabarsiBaemMble M yTBEpKAaeMble OpraHuzaluei,
ocylIecTRIsOnEel obpasoBare/bHyl0 JeATeNBHOCT, B COOTBETCTBHM ¢ THIIOBOM
porpamMmMoii npoecCHOHAILHOIo 00yYeHH .

MarepHaibHO-TEXHUYECKHE YCIOBHS Peanu3alluy MporpaMMbl 00ecreunBaioT
o0paszoBaTebHYy0 NeATENBHOCTD OpraHu3aliu, OCYIIECTBIIAIONLY IO
06pa3oBaTeNbHYIO JeATeILHOCTE (B TOM 4HCIe HajluuHe B COOCTBEHHOCTH WM Ha
MHOM 3aKOHHOM OCHOBaHMM 3/1aHHH, [OMELUEHMH, HMEIOUX MaTepHalbHO-
TEXHHYECKOE OcHalleHHe, HeoOXonuMoe Uil INpPOBEJEHHA TEOPETHYCCKHX H
MPaKTHYECKUX 3aHATHIA).

ITepeuens HeoOXOUMOr0o 00OPY/IOBAHHS
1. OBopy/joBaHHbIE AYJIWTOPHH — CTONBI, CTYJbs, JIOCKA C MArHHTHOH
MOBEPXHOCTEIO ¥ HabopoM npucnocodneHuit Ui KpervieHus: JeMOHCTPAHOHHBIX
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MATEPHAJIOB, SKpaH (Ha IITAaTHBE MM HABECHOMH);
2. Komneiorep;

3. MynbTHMEIHANIPOEKTOP;

4, Harnapaele mocoOus: Qororpaduu, Tabmuipl; Keicel, BUACOpparMeHTh,
MaTepraibl JUIst IEOBBIX HIP ¥ IPYNIOBLIX AUCKYCCHIL,

OneHoyHbIMH MaTepHalaMy T0 IporpamMme SBJSIOTCS: THIOBBIE 3aaHui,

KOHTpOJIbHble paboThl, TECTHl M JpyrHe OLEHO4YHBIE CPeJCTBA, [03BOJIOmIIE
OLIEHUTD 3HAHHS, YMEHUS U YPOBEHb KBATH(DUKALMH CITyIaTeNe.

MeToauuecKuMH MaTEpHATAMK K NporpamMme ABisioTes yueOHas juteparypa
U METOMUeCKHe MocoOus, olpe/elseMbie B COOTBETCTBUH C THIIOBOH NpOrpaMMoii

2. Copaepaanue nporpamMmbl

2.1. KanenapHblii yueOHbIH rpa MK 1o nporpaMmme

Mecauw | Ausapn Pespant Mapt Anpens

Henenwn 1 2314567891011 |12]13|14]|15]16 17
1 = |=|=|=|=|=|=|=]0 8] 0 4] (4] 4] [§] o 0
Mecansr | Maii Hionb Hrone ABrycr

Henenu 181920212223 |24 (2526|2728 |29 |30|31]|32)33 34
'| o 0 H = = = = —] = = = = = ] =

Mecais Cenrabpb

Hemennn | 35 | 36 | 37 | 38 | 39 |40 |41 [42[43 [44 [ 45|46 |47 |48 |49 [ 50 | S5I
| ===

Hcnonsayerces ciepyioee obo3HadeHue, rie

0 — TeopeTHyeckoe obydeHue (HeJeNnu Ui TeOpeTHYecKoro o0y4eHus, B T.4.
mozyis 10. ITpoussojicTBeHHas NpaKkTHKa «S1 — e/I0NpOU3BOAUTENE)

¥ — HTOTOBAs aTTecTalys (HeueNs HTOTOBOH aTTecTalu!)
= — oOy4eHHe OTCYTCTBYET.

2.2. YyeOublii n1ad




Ne

HaumeHnoBaHue pasaenos H TeM

AyIHTOpHEIE 3aHATHSA

=
=
2 E v 3 g
g £ 3 = 2 o o ;g S
288| 5| PEf | EE| ¢
S&¥| E | EE:s | 5| ¢
B | 5| E88 | 3E| B
= f, " L=
=
Teoperngeckoe obyuenne 40 24 12 4
1 OcHOBHBIE MOHATHA JENONPOH3BOACTBA 3 2 0 1 3a4er
2 Jlenogoii atuker 11 6 4 I 3a4eT
3 Oxpana Tpyaa 3 2 0 1 3a9€T
4 ApPXHBHOE JIEJI0 11 6 4 1 3a4eT
5 OCHOBBI PeJIaKTHPOBAHUSA JIOKYMEHTOR 12 8 4 0 3a4eT
llpodeccnonansubiii Kype e 40 49 9
6 | Obume npasuna ofopmiIeHHs 14 6 6 2 zayer
JOKYMEHTOR
7 Opranmsanms ceKpeTapeKoro 18 8 8 2 3aver
obcayKuBaHUA
8 Texuuueckue cpeicTBa YIpaBIeHHd B 8 4 3 1 3auer
ouce
9 BHIBI JOKYMEHTOB 26 10 14 2 3ager
10 | lponssoacrsennas npaxTuka «H — 32 12 18 2 3a4eT
JAEJ0NPON3BOAHTEILY
11 | Koncyastanus 2 2 0 0
12 | Hrorosas aTrecranus 4 0 0 4 IKIAME
(kBaan@guKaUHOHHBIH YK3aMen) H
HTOI'O: 144 54 73 17
2.3. VuyebHo-TeMaTHYECKHIi T11aH
No Haumenopanne paszenoB i TeM AYIUTOPHEIE 3aHATHA =
£
n/m 5 ° g E_
528 = S F 5 2
SE8| | & 5 E 5 -
) ) = u B =
B | = | §88| ZE &
= =k ©
Teopernueckoe obyuenne 40 24 12 4
1 Moayas 1. OcHoBHBIE HOHATHS 3 2 0 k 3auer
AeJ0NPOUIBOICTBA
1.1 | Jenonpon3soacTso — 0JIHA H3 1 1 0 0
GyHKIMI ynpasieHus
1.2 | Tpeborauns, npenbasiseMble 2 1 0 1 3a4er

JOKYMEHTaM
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2 Moayas 2. Tenonoii yruker 11 6 4 1 3aueT

2.1 Dereruka. Ituka. Ceprl neficTeus 1 | 0 0
ITHKETa

2.2 | Kynerypa obmenns B 2 1 1 0
npodeccHoHaNBHOH chepe

2.3 | KoudmikTsl, HX NPHYAHEL 2 1 1 0
CTpaTerts OBe/IeH s

2.4 | Umumx. Kynerypa peun 1 1 0 0

2.5 | Kyaerypa telehoHHOro pasrogopa 2 1 1 0

2.6 | Jlenosoii npoTOKON 3 1 | 1 3auer

3 Moayas 3. Oxpana Tpyaa 3 2 0 1 3auer

3.1 | Opranmnsanus paboTel o oxpane 1 1 0 0
TPYIa Ha NPeIIpPHATHH

3.2 | OcHOBHBEIE TOHATHS 0D 2 1 0 1 3aqer
0e20MIaCHOCTH ANEKTPHYECKOTO TOKA.
OcHOBHBIE NOHATHA O NOKAPHOH
fesonacHoCcTH ¥ NOPAJIOK JeHCTBHA
paborHukoB npu noxape. [puemsl
OKazaHnus nepeoii nospagedbHoi
MEIHIHHCKOH MOMOLIH

4 Mojayas 4. ApxusHoe j1e10 11 6 4 1 3aueT

4.1 | OcHOBHEIE NOHATHH, TIPOIECCH] 11 6 4 1 3a4eT
APXHBHOIO Jena

5 Moayae 5. OcHoBbr 12 8 4 0 3aqer
pPeIaAKTHPOBAHNSA JOKYMEHTOB

5.1 | OcuoBel peflaKTHpOBaNus 12 8 4 0 B—
JIOKYMEHTOB
Ipodecenonanenniii Kype 98 40 49 9

6 Moayas 6. O6mue npasmuia 14 6 6 2 3a4eT
oopmiaenns JOKYMEHTOB

6.1 | TpeGosanus odopmieHns 14 6 6 2 3ager
JIOKYMCHTOB.

7 Moayas 7. Opranuzannsa 18 8 8 2 aver
CEKPETAPCKOro 0hC IV KHBAHNS

7.1 | Cekperapb B CTPYKTYPE YOpPaBISHAS 4 2 2 0

7.2 | Opranusauus paboThl cexperaps 14 4] (4] 2 3a4er

8 Moayas 8. Texunueckne cpeacraa 8 4 3 1 3a4erT
yipasJjeHns B opuce

8.1 | Odmucuele cpencrea pabotsl ¢ 4 2 2 0
JNOKYMEHTaMu

8.2 | Cpencrea aIMHHHCTPATHBHO — 4 2 1 1 3a4er
yIpaBIcHYECKOi CBAZN

9 Moayas 9. Buabl 10KyMenToB 26 10 14 2 3a4eT

0.1 | Opranu3aliHOHHBLIE JOKYMEHTEI 9 4 5 0

9.2 | PacopanuTenbHBIe JOKYMEHTH 9 4 5 ]

9.3 | Uudopmaunonno- cnpasoynsle 8 2 4 2 3aueT
JIOKYMEHTHI

10 | Moayas 10. lIponseoacreennan 32 0 30 2 3auer
npakTika «¥ —
AEJIONPOH3BOAHTE L)

10.1 | Benenue noxkymentoobopota 5 0 3 2 sayeT




10.2 | Ilpuem 1 nepeuunas obpaborka 5 0 5 0
BXOJIALIHX JOKYMEHTOR

10.3 | Perucrpanns JOKyMEHTOB. 3 0 5 0
Perucrpanuonssie GopMel 1 HX
3aMoHEHHE.

10.4 | ObpaboTKa HCXOIANHX TOKYMEHTOR 3 {0 3 0

10.5 | INopsaaok MpoXoKAEHHS BHY TPEHHUX 3 0 3 0
JIOKYMEHTOB

10.6 | KonTpons HelonHeHHS JTOKYMEHTOB 3 0 3 0
H IIOpY4YeHuii, crparouHas padboTa
N0 AOKYMEHTaM

10.7 | Homenknatypa nen 1 nopanox 4 0 4 0
paboTkl
¢ Heil

10.8 | dopMupoBanue u XpaHeHHe e, 2 0 2 0
NepCOHMIBHBIC JaHHEIE

10.9 | Iloaroroska u nepejaqa jen Ha 2 0 2 0
XPAHEHHE B aPXHB

11 Koneyasranus 2 2 0 0

12 HroroBas aTrecTanus 4 0 0 4 IK3AMEH
(KBaAHHKAMOHHBIIE YK3aMEeH)
HTOI'O: 144 54 73 17
2.4. Pabouas nporpamMma
Moayas 1. OcHoBHbIE TOHSITHS 101 POH3BOCTBA.
Tema 1.1. JdeaonpoussogcrBo — oaua u3 dQynknuii  ynpasjeHus.

JenonpousBoACcTBO, Kak caMocTosATeNbHas oTpacib. [lepuojasl pasBuTHs M
pedopMUpOBaHHS, XapaKTePHCTHKA M MCTOpPHYECKHE OCOOEHHOCTH (OpMHUpOBaHHS
JEJIONPON3BOICTBA, HM3MEHEHHE ero CTPYKTYPbl B 3aBHCHMOCTH OT COLMAabHO-
SKOHOMHYECKMX  TPEANOCEIIOK, TEeXHHYECKHX BO3MOKHocTeH. CoBpemeHHOe
JEONPOU3BOJCTBO: LeJH, 3alayd M OCHOBHbIE NpHHUMIBL [ocynapcreeHHasn
cuctema JIOY. HopMbl 1 MeTO/(Bl 3aKOHOAATENILHOIO PEryjMpoBaHHs JIedTeIbHOCTH
B chepe JOKyMeHTalMoHHOro obecnevenus ynpapnenus. Ciyxbda JJOY: cymHocTs,
jajadyd ¥ (GYHKIHH, CTPYKTYpa, IlpaBa W orBercTBeHHOCTb. JlomkHOCTHOH WM
TEXHHYECKH cOCTaB pabOTHHKOB, (PYHKIHOHAIBLHDIE 0053aHHOCTH.

Tema 1.2. TpeGoBauus, npeabssiasemble Joxkymentam. Hudopmanmonno-
cpaBouHOe obecreueHue NPEANPUATHS, Kak  BaKHEHIee YCIOBHE €ro
(DYHKIMOHMpOBaHHUSA B YCIOBHSX phIHKa. JlOKyMeHT, ero omnpezenenue, (yHKIHH.
Buael gokymenToB B Jenonpouspojcree. Kiaccudukanmu HX no  Bugam
JIeSTeIBHOCTH TPEeANPHATHA, 10 HA3HAYEHWIO, COAEPIKAHMIO, TPOHCXOKICHHIO,
HocuTesaMm uudopmaund. Tpebopanus, npeabssiaseMble K JokyMmentaMm. Ilpouenypa
MOATOTOBKH ¥ COIJIACOBAHHMS TIPOGKTOB JIOKYMEHTOB. MYHKIHH JIOKYMEHTOB.
IloxgrotoBka AOKYMeHTAa. 3HavyeHHe J[OKYMEHTOB B YIIPaBICHYECKOH INpaKTHKeE,
MpaBoBbie 0CODEHHOCTH MAOKyMeHTHpoBaHus. llonsTve OnaHK HOKyMeHTa, ero

14




3HaueHue ¥ Wcronb3opaHue. [IpaBuna odopmienuss pexeusuToB  OlaHKa.

[IpoexTupoBanue ONaHKOB  JOKYMEHTOB  YUPEHJICHHH  pasiuuHBEIX  (QoOpM
COOCTBEHHOCTH.

Moayas 2. lesiosoii aTuker.

Tema 2.1. Derernxa. Druxa. Cdepnl aeiicTBHs JITHKeTa. ICTETHKA.
ObnacTy JCTETUUECKOH JeATeNLHOCTH 4YelloBeKa DCTeTHHMeCKHH BKyc. DTHKA.
Ilosesienne wuwenoreka; mnpasuna W HopMmel. HpasctBenHsle TtpeGoBaHus K
npo)eCCHOHAILHOMY MOBEIEHHIO: BEXIIMBOCTh, TAKTHYHOCTE, A00pOKenaTebHOCTh
u ap. Otuket. Cheprl 1eaTeILHOCTH 3THKETA.

Tema 2.2. Kyabrypa obmennss B npodeccuoHalbHoii  cdepe.
Kommynnkanms. Dtuker B genosom obmerHu. Ctunu obinerus. OCHOBHbIE NpaBHIla
MOBEJIeHYecKOro 3THKeTa: NPHBETCTBHA, 3HaKOMCTBa W Ap. Hopmel oTHomeHwuil B
KoinekTuBe. OTHOWIGHHA PYKOBOAHTENA H MNOAYHHEHHBIX. MEKIHYHOCTHBIC
KOHTaKkThl. Opranusanus J1e0BEIX KOHTaKTOB.

Tema 2.3. Konduukrbl, HX NpHYHHBI: cTpaTerus noseienusi. Hopmbr
oTtHoweHHH. KOHQMUKTBI, UX NPUYUHBL, CTPATErHs MTOBEACHHS [TOPaKEHHS.

Tema 2.4. Umnpx. Kyawstypa peun. Cocrapnsiomme MMHIDKA: BHEIIHUHA
o0NIMK, MaHepsl MOBeNeHHs, pedb, yMmeHHe obmarkes ¢ moasMu. CocraBneHue
BHENIHero o0JMKa JeN0BOro 4eloBeKa: KOCTIOM, IpHYecKa, akceccyaphl, MakusiK,
OcaHKa, noxojka, kecThl. OcHOBHbIE TpeDOBaHWS K pEYH: TOH, APTHKYISALMS,
MPOM3HOLIEHHE, POMKOCTh, TOYHOCTh B 1ojibope cios. PedeBoil 3THKET B JIEJI0BOM
obleHnH. DNeMeHTh! pedeBoro 3Tukera: (opMbel oDIIEHHs, W3N0KeHHe IpockO,
BBIpAKEHUE NPH3HATEIbHOCTH, CII0CODLI ApryMEHTALlHH B [I€JI0BBIX CHTYaIIHAX.

Tema 2.5. Kyabsrypa TeseoHHOro pasrogopa. DTHKET B JEIOBOM JMajlore
no tenedony. TpeboBanus K CcoOUEpPKAHMIO NENOBBIX TeNe(OHHBIX pa3roBOPOB;
OCHOBHBIE 1eMeHThl auanora. CTpykrypa ¥ CTHIB OpHIHAIBHOH Tele(OoHOrpaMMBl.
TpeboBanus Kk 4acTHRIM pasroBopam 1o Tenedony B Aen0BoH 00CcTaHOBKE.

Tema 2.6, desoBol nporoko/, IIoHATHE «IeNOBOH MPOTOKOI»; €ro poib B
MOBEJICHUH JIEJIOBBIX BCTpeY (rneperoBopos, npueMon). CymHocTs AenoBoil Oecelbl.
Buner Oecen. Iloproroska Oecesnsl. MeTojsl, HCIONB3yeMble B pasHBIX ITanax
JienoBoii becepl. ITHKET J1enoBoH becetsl.

Moayas 3. Oxpana Tpyaa.

Tema 3.1. Opranuzauusi paborsl 1m0 oxpaHe TpPyaa Ha HpPeANPHSTHH.
OO0umme npHHUMIBL OpraHu3auuyu paboThl MO OXpaHe Tpyla Ha NpeAnpHsITHH.
Cnyx0a oxpassl Tpyaa, ee (QyHKUMH ¥ ocHOBHBIE 3a1a4u. [Iposenenue o0y4yenus u
MHCTPYKTaXka 110 OXpaHe TpyJa Ha NpepHiTHH.

Tema 3.2. OcHoBHbie NOHATHS 00 0e30NACHOCTH YIEKTPHYECKOro TOKA.
OcHoBHBIE TOHATHS © NOKApHOii 0e30MacHOCTH M NOPSIOK  JieicTBHS
paboTHHKOB npH noxape. [lpuembl oxkasanus nepsoil MeIHUHHCKOH OMOLUH.
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[lonarue anexrpobesonacHocty. JleHcTBHE 2JEKTPHYECKOTO TOKA M 3JEKTPHYECKHX
nojeil Ha OpraHusM denoBeka. THNHYHBIE CHyyad [OPaYKeHHsl YellOBeKa
JNMEKTPHYECKHM TOKOM. TexHH4YeckHe W OpraHH3allHOHHBLIE MEpONpHATHA I10
obecrieuenuio odnexTpobesonacHocTH. MuauBMayansHple CcpejcTBa 3allluT IIPH
pabore B anextpoycraHoBkaxX. IIpwumHbl BO3HHKHOBEHMs moxapoB. OCHOBHEIE
nopaxkatouiue (axkTopel npu noxape. Mepel npenynpexaeHus noxapos. [opamok
XPaHEeHHs. [OXKApOoOollacHbIX BemlecTB M MarepHanoB. OfecrniedeHue MOMENIECHHI
cpencTBaMu noxaporyiueHud. [lpaBuna nosis30BaHHS IMEPBHYHBIMH CPEACTBAMM
NOJKApOTYILICHHs, MeCTa MX pacnoioxenus. [TpHemsl okazanus nepeoii noppayedHOl
MeHLIHHCKOH nomous. OcHOBHBIE cocoObl NPoBe/leHHA HCKYCCTBEHHOTO JBIXaHHsA
U HEeNpsAMOT'O Maccaka cep/ila MpH oKasaHHH J10BpaYyeOHO MOMOLLH.

Moayas 4. ApxusHoe 1e10.

Tema 4.1. OcHoBHBIE MOHSTHS, NPOLECCH] APXHBHOIO jJea. YIpaBlIeHHE
apXHBHBIM JienoM. OpraHu3zanusi XpaHeHHs JOKYMEHTOB B apxuBax. Pexum u
crmocoOBl  XpaHeHMsi ApXMBHBIX JIOKYMEHTOB, Y4YeT JIOKYMEHTOB. OKCIepTH3a
HEHHOCTH AoKyMeHToB. CHcTeMa Hay4HO-CIIPaBOYHOrO anmnapara.

Moay.s 5. OcHoBBI peJaKTHPOBAHUS JOKYMEHTOB.

Tema 5.1. OcuHoBbl peaakTHpoBanus Aokymentos. [lonsatue o
[MpaKTH4eC KOi CTHIHCTHEC. OcHOBHBIE MOJIOMEHHA  CTHIIHCTHKH, JIEKCHKH,
(pazeonorun. Crienansyas jiexkcuka. Tepmunonorus. OQUiHanbHO-JE10BOH CTHIIE.
OcHoBHBIe nonoxeHus opdorpaduyd ¥ MOPQPOJOTrHH C EMEHTaMH NPaKTHYeCKOH
CTHIHCTHEH. TexHHKa pPeOaKTHPOBAHHA TCKCTOR,

IlpodeccHonanbnbiii Kype
Moayab 6. Obmue npasnia oGopmIeHHA JOKYMEHTOB.

Tema 6.1. Tpebosanuss oQpopMICHHS  JOKYMEHTOB. PeKBHU3HTEHI
yIpaBieH4YeckuX [JokymeHToB M HX odopmienue. TpeGosanue Kk odopmiaenuio
JokyMeHTOB. OdopMileHHEe PEKBU3HTOB.

Moayab 7. Opranusanusi ceKpeTapekoro 00cay:KHBaHus.

Tema 7.1. Cexperaps B cTpyKkType ynpasienus. Cexperapb B COBpeMEHHOH
cTpykType ynpasnenusi. CoBpeMeHHbIC KATErOpHH ceKpeTtapeil u npodecCHOHANIbHBIE
TpeboBanus k HuM. Oynkuuu cexperaps. Hopmatnerno-meroauyeckas 6aza pabotel
cexperaps. JIoJDKHOCTHAA HHCTPYKIIMSA CEKpeTapsi.

Tema 7.2. Opranusauus padorsi cexperaps. TpeGoBaHus K opraHuszaluu |
obopynopanuio pabodero mecra. TexHMYeCKHe CpeicTBA B OpraHuU3alMu
nesrenbHOCTH cexperaps. [lmanuposanue ¥ opraHusanus padodero JHs ceKpeTaps.
[Inanuposanne pabodero aus pykosoautens. Opranuszaiys npouecca COBMECTHOH
paGorel. OcHoBHble (opMmbl paboThl cekperaps ¢ JokymeHTamu. TpeboBaHus K
pabote cexperaps ¢ KOH(HICHIMANLHBIMU JOKyMeHTaMH. besnokymeHTalbHbIe
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tdopmbl paboTel cexperaps. YuacTHe cekperaps B MOJIOTOBKE W 0OCHYKHBAHHH
coelanui, koHhepenuuii. Opranusauus npuema aenerauuii. Opranuzanus npHeMa
nocerurened. OO0A3aHHOCTH  ceKpeTaps IO  OpraHM3alMH  KOMaHIHPOBOK
pykoBoguTens ¥ noceruteneid. Opranuzauusa W BeJcHHE Tele(QOHHBIX EPEroBOPOB.

Henosas nepenucka. Jlenosas M KoprnopaTHBHas KyJbTypa. B3aumooTHOMIEHHs
cekperaps ¢ pabOTHUKaMH OpraHu3alkH.

Monyas 8. Texuuyeckue cpejcTsa ynpagsienust B opuce.

Tema 8.1. Odmucueie cpeacrsa paborel ¢ aoxkymentamu. Hasnauenue,
Be1OOp, Knaccupukanus cpencrs oducHod TexuHuku. Cpexacrsa obpaborku
nokymentoB. Cpejncrsa XxpaHenust JokymeHToB. CpejicTBa  CKaHMpOBaHHA
noKymMeHToB. CpelicTBa KONHPOBaHHs JIOKYMEHTOB.

Tema 8.2. Cpeacrsa aJIMHHHCTPATHBHO-YNPABJICHYECKOH  CBS3H.
Knaccupukanus cucreM aIMHHUCTPATHBHO-YNpaBlieHUecKod cBa3u. CHcTeMsl
rnepejiauyl HeJJOKYMEHTHPOBAHHOH HH(DOPMAILHH.

Moayas 9. Buabl 10KyMeHTOB.

Tema 9.1. Opranuzanuonnsie JOKyMeHThl. 3HavyeHwe M oOujas
XapaKTepucTHKa OPraHM3allMOHHON NOKYMEHTalMy, ee BHBI, cepa NpUMeHeHHs
(ycTaBsl, MOJOMKEHMS, IITATHOE paclnucaHue, NpaBHlia BHYTPEHHEro pacropsjka,
HNOJUKHOCTHBIE MHCTPYKUMKM padoTHukoB. IlpaBopoit craryc y4pexieHHs H €ro
3aKpPEINICHHE B YCTABC HIIH TMOMOMKCHHH. TpEﬁDBEIHHH K COCTaBJICHHIO H GIPDPMHﬁHHI‘D
OpraHu3alMOHHON JIOKYMEHTALIHH.

Tema 9.2. PacnopsiainTenbHbie J0KyMeHTbL [loHsTHe «pacnopsauTenbHble
JOKYMEHTBLY» H HX BHbIL. K.TIEICCHC}JHKE[].LHH 3TOH IpyImbl JOKYMEHTOB B COOTBETCTBEHH
C MONMHOMOYHAMHE OPraHOB YIIPABICHHA H KGMHETEHI.IHEI? JOIKHOCTHRIX JIMIIL. BH,IIBI
pacnopaIHTENEHEBIX JOKYMCHTORE. (Q0sA3aTeNIBHOCTL COOTBETCTBHA COICpAaHHAa H
o(opMIIeHHs JTOKYMEHTOB JIeHCTBYIOLIEMY 3aKOHOAATEILCTBY, HOPMATHBHEIM aKTaMm
BRILISCTOALIHX OpraHoB VYIHpaBJcHHA H BSIOMCTBEHHLIM IIpPpaBOBEIM  AKTaM,
pernaMeHTHpylomuM pabory ¢ jgokymeHtamu. OcoOeHHOCTH HW3NOMKEeHHs TeKcTa
PacHOpAAUTENbHBIX  JOKYMEHTOB, OTpa)KeHHe paclopsAAUTENbHBIX, BIACTHBIX
MOJIHOMOYMH B TEKCTE JIOKYMEHTOB. POk NPHUKa30B 10 OCHOBHOMH JIEATENBHOCTH IS
onepaTHBHOrO ynpasineHus. TpeboBaHus Kk TekcTy npukasa. [IpaBuia noAroToBKH H
oopmIleHHA NPHKA30B IO JHYHOMY cocTaBy. Pollb KoJleKca 3aKOHOB O TpyHe JUist
MOArOTOBKH KaJpPOBBIX IIPHKA3Z0B.

Tema 9.3. MHundopmauunonHo-cnpaBounble JAoKyMeHTol. [lonsrue
«uH(pOPMAIIMOHHO-CIIPABOYHBIE JMOKYMEHTL» MW HX BMJbl. 3HA4YEHHe JTOH IpPYIIIbl
JOKYMEHTOB JUIsi peuleHHs OlepaTHBHBIX BONpPOcoB W o0meHa wuHbOpMaLMei.
OcobennocTH  MOArOoTOBKH M odopmieHds  MH()OPMAIlMOHHO-CIPABOYHBIX
NoKyMeHTOB. MH(pOpMallHOHHBIE CIIPABKH, JOKIAAHBIE H O0BACHHTEbHEIE 3aIHCKH.
Ocobennoct oopmnenus aktos. [lonarue «ciyxeOHble NUCbMa» M 00JACTh HX



npuMeHeHus. CTpyKTypa Tekcra ciykeOHOrO NMCbMa, BHIOBOE MHOrooGpasue
nepenucky. MHHIMAaTHBHEIE W OTBETHBIE IHCHMA, TelerpaMMBbl, Telie(hOHOrpaMMEL.

Mony.ib 10. IIponssoacrBennasn NpaKTHKA «s1 -
ACAOTIPOH3BOHTENE!»

Tema 10.1. IlonaTHe u BegeHue J10KYyMeHTO000pOTA.

Teopemunecrkuit acnexm: JIoKyMeHTOODOPOT, JAOKYMEHTOMOTOKH, HX BHJILL
PanmonaneHeiii nokymentoobopor. Obbem pgoxyMentoobopora. LlentpanuzosanHas,
JeleHTpalH30BaHHas M CcMemaHHas ¢opma JeNoNpou3BOACTBA B OpraHM3alliH.
(OcHOBHBIE 3TallBl JIOKYMeHTO000pOTA.

Ilpaxmuyeckuti  acnexm: Opranusanus JIOKyMEeHTooOOpoTa Mo BHAAM
nokymentoB. CocrasieHHe M oQopmieHHe JHYHBIX OKYMEHTOB: 3asBICHHE,
pestome, asrobHorpadus, pacnucka, 10BepeHHOCTb.

Tema 10.2. ITpuem 1 nepeuunasi 00padoTKa BXOAAUIHX JOKYMEHTOB.

Teopemuueckuu acnexm: Bunel pabor, BeIMONHAEMBIX 1pH o0paboTke
MOCTYNAoLIeH KoppecnonjieHIMH.  IlpeaBapuTenbHOe — paccMOTpeHHE — H
pacnpelieleHHe JOKYMEHTOB. JIOKyMeHTEI, MOCTyIalolllie Ha pacCMOTpPeHHE
pykoBojcTBa. JlOKyMEHTBI, HarpaBifeMmble B CTPYKTYpHBIE IOJpas/ielleHusa, He
Tpebyrolue pesoiouud pykosoycTsa. JIoOKyMeHTEl, He TpeDylollHe perucTpalyy.
ITpumepHEIi nepeveHs JOKYMEHTOR, He MOUIeKaluX perucTpaiiH.

IHpakmuueckuii acnexm. Ilpuem mnocrynawroimux aokymentos. OdopmieHue
KypHaia yuéta BXOIALIMX JOKyMeHToB. OTnpaBka KOppecroHAeHIUH ajjpecaTaM.

Tema 10.3. Perncrpauus nokymenton. Pernerpaunonnbie ¢gopmbl u
MX 3an0JHeHHe.

Teopemuueckuu acnexm: POpMBI pEeruCTpallMu: KypHajlbHas, Kapro4Has M
aBToMaTH3upoBaHHas (snexTponnas). Popma KypHama pervcTpaliy BXOMIAIIHX,
HCXOMAANMX M BHYTPeHHHMX JokymeHToB. llopspox 3amonHeHHs KypHana
perucrTpauny. @opma  perucTpalMoHHON  Kaproukd. [lopsamox — 3amosiHEHHS
PErHCTPallHOHHONH KapTo4kH. Perucrpanus NOKYMEHTOB Ha KOMIIBIOTEpE. IJTarbl
perucTpanmu.

ITpakmuueckuii  acnexm:  Peructpauuss  NOCTYNAOUMX  JIOKYMEHTOB.
3anoHeHHE PErHCTPALIMOHHLIX (GopM (FKypHANbHAs, KApTOYHAas, JIEKTPOHHAsA).

Tema 10.4. O6padorka HEXOASIIHX IOKYMEHTOB.

Teopemuueckuii acnexm: Dransl 00pabOTKH MCXOAAUMX AOKyMEHTOB. Cxema
paboThI ¢ MCXOMALMMH JOKYMeHTaMu. CornacoBaHie HCXOMAIMINX TOKYMEHTOB.

[Ipaxmuueckuii acnexm: o(QOPMHTEL JKYyPHal y4€Ta MCXOAAIIHX AOKYMEHTOB.
OrnpaBka [OKyMEHTalldM ajpecaraM, C [PHMCHECHHEM COBPEMEHHBIX BHJIOB
oprrexuukd. llramn jna perucrpaiuu  fokymenTos. Odopmiende KOHBEPTOB
OTIpaBIseMbIX JOKYMEHTOB.

Tema 10.5. Iopsaok npoxoAaeHns BHYTPEHHHX J0KYMEHTOB.
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Teopemuueckuii acnexm: CocrapieHue H o(OPMICHHE MPOEKTa JOKYMEHTa,
BH3HpOBaHKe, coracopanue. Cxema NpoxXoxKIeHHs BHYTPEHHHX A0KYMEHTOB.

Ilpaxmuueckuil acnexm: NPOBEPHTL NPABHIILHOCTE COCTABIIEHHE JOKYMEHTOB.
Cornacoeate W yTBepJMTH  (NOAMMCATB)  JOKYMEHT  PYKOBOIHTEJIEM.
3aperucTpHpoOBaTh JOKYMEHT B JKypHaJe y4yeTa.

Tema 10.6. Konrpoas wucnodHenusi QOKYMEHTOB H MOPYYeHHId,
crnipaBoyHasi paboTa 1o JOKyMeHTaM.

Teopemuyueckuu acnexm: KoHTposnb, 10 CYHIECTBY, KOHTPOJ 3a CPOKAMM
ucronHeHus. CpokoBsast Kaproreka. TUNOBBIE W HHAHBHAYaIbHBIE CPOKH
HCTIOJNIHEHHA. DTanbl KoHTpod. MH(opMalnoHHO-ClipaBoYHbIE KAPTOTEKH.

Ipakmuuecku acnexm. NPOBEPUTL CBOEBPEMEHHOCTb J0BEACHHs JIOKYMEHTA
A0 Hcnonuurend. IlposepsTs W perynuMpoBaTh XOJ HCIONHEHHA JOKYMEHTOB
(mopyyenuii). CHUMATH C KOHTPOJIA JOKYMEHTHI (OpyyYeHs).

Tema 10.7. Homenkaarypa el H nopsiiok padoTs! ¢ Heil.

Teopemuyecxkuu acnexm: HomeHknatypa fen, ee HasHaueHHe. BHIsI
HOMEHKIIATYp: THIOBas, MpuUMepHas, WHAuWBHIyanbHas. Homenknatrypa Jen
CTPYKTYPHBIX 1I0j{pa3/ieleHli, cBojiHas HoMeHKnatypa. Cocrasnenue n opopmieHne
HOMEHKJIATYPhI J1ell.

lpaxmuyueckun acnexm: CocraBleHHe HOMEHKJIATYPbI JeJL.

Tema 10.8. @opmuposanune u Xpanenue jeJ, NepcoHalbHbIe JaHHbIE,

Teopemuneckuu acnexm: Dopmuposanue jen, odopmieHue oOIOKKH Jena.
Ilpusnaku rpynnupoBKM JOKyMeHTOB Jena. TpeboBaHusa, KoTopble HEOOXOAHMO
cobmoaark npu GopmupoBanun nen. XpaHenue nen. Jluer — samecturens, kapra —
3amMecTuTelb Jena. [lepconansHele JaHHEBe.

lpaxmuyecxuit acnexm: @opMUpOBaHHE IOKYMEHTOB B JI€J10.

Tema 10.9. IloaroToBKka H Nepe/iaya jiej Ha XpaHeHHE B APXHB

Teopemuueckuit acnexm. Odopmnenne nen. Cocrasnenue onuceii. [Topsmox
rnepejadyn JOKYMEHTOB B apxMB opranusauuu. Ilopsjok nepegadd JIOKYMEHTOB Ha
rOCy/IapCTBEHHOE XpaHEeHHe.

lpaxmuveckuti acnexm: OdopmieHHe aen Uit apxXHBHOTO XpaHeHHd,
repejiaya Jies B apxus.

3. @opMbI ATTECTALHH H OUEHOMHBLIE MATEPHAJIBI

3.1. I'lpoMeskyTOUHAS aTTeCTaLMs.

Peanusaiiisi  OCHOBHBIX  [porpaMM  NPO(ECCHOHANBHOTO  0OydYeHHs
CONPOBOJKIAETCs  MPOBEICHHEM IIPOMEXKYTOYHOH arrecTauuu  olydarolmxcs.
IlpomexkyTouHas arrecralius MMpOBOJUTCA B (JOpMe BBINOIHEHHS THIIOBBIX KEHCOB,
JAEMOHCTPALHHY TIONYYEHHBIX 3aJaHii W (MIM) TECTHPOBAHMSA 110 KKIOMY MOJLYJIIO
}”—IEEHD-TEMETH‘IECK(}I‘D [naHa

Onucanue opraHuM3aliy TPOMEXKYTOUHOH arTecTauuu, (GOpM M NPaBHI
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OLICHHBAHHMA JOCTH)KEHMS [JIAHHPYEMBIX Pe3yNbTaToOB (KOMMeTeHUHH) OCBOSHHS

[pOrpaMMBL:
Ne Haumenopanue dopma | Ouenounoe GopMel Kpurepun
JUCHMNIHHLY TeMbl | KOHTPONS | CpefcTBO OLEHHBAHHA OlLIEHHBAHHA
(zauer/ (TecT, (zauet/ He 3aueT; /mKams
IK3AMEH ) YCTHBIE/ | HEYJOBICTBOPHTE OLICHABAHMS
MHCBMEHHBI nbHO/
€ OTBETHI 110 | YJIOBIETBOPHTENE
NEpPEeYHIO HO/ xoporo/
BOITPOCOB, OTNHYHO
KOHTPOJIEHA
# pabora,
NPOEKTHAA
paboTa u
1p.)
Teopernueckoe ocpoeHHe yueOHOIT AHCLMILUIMHEL OCYLIECTBET
ody4uenue NpenoasareieM B NPOLECCe NPOBEASHHA 3aHATHI

1 OcHOBHBIE TOHATHA 3a4er TECT 3ayer/ He 3a4eT | «3aver» -
JIENONPOH3BOACTBA BBITIOJIHEHHE

2 | Jenosoii aTHKET 3auer TECT sauet/ He 3aqer | paboTHI He MeHee

3 Oxpana Tpyna 3a4eT YCTHBIE sager/ He zader | 35%

OTBETHI 110 «He 3aer -
NEpPeUHIO BBINONIHEHHE
BOIMPOCOB paboTel MeHee

4 | ApxuBHOE Jeno JaueT TECT sayer/ He zauer | 35%
[IpodrecenonanbubIil
Kype

6 | OGumue npasina 3ayer VCTHEIE 3ayer/ HE 3a4eT | «3auery -
ohopmienne OTBETEHI [0 BEITOJIHEHHE
JIOKYMEHTOB nepedHIo paboTEI He MeHee

BOIIPOCOR 55%

7 | Opranusauus 3a4eT yCTHEIE 3auer/ He 3a4eT | «HEe 3a4eT -
CEKpEeTapecKoro OTBETHI 110 BBINOJIHEHHE
obemyKHBanng MEepeyHio paboTsl MeHee

BONPOCOR 55%

8 | Texnuueckue 3a4er TECT 3auer/ He 3a4er
CpeJICTBa YIIPABIICHHSI
B otuce

4 BHIEI JOKYMEHTOB 3a9€T TECT 3auer/ He 3a4eT

10 | Opranuzauus paboTer 3a4eT TECT 3auer/ He 3a4eT
¢ IOKYMEHTAMH

11 | KoncyasTanns - - - -

12 | Mrorosas arrectauna | 2IK3aMeH TECT: HEYIOBNIETBOPHTE | MpeJCTABICHEL B
(kBanmuQuIHPOBAHILI [PAKTHYECK NEHO/ Tabnuue
it aK3aMeH) ad yacTe | yaosnersopHTels | « Kpurepun

HO/ Xopouro/ OLIEHHBAHHA
OTIHYHO KOMIIETEHIIHH,
OnUCcaHHE LKA
OLICHHBAHHS NIPH
NPOBEACHHH




KBaTH(pHIMpOBAHH
Oro 3K3aMeHa)

3.2. Mtoroeas aTTecTanus.

OO6yuenue 3aBepiiaeTcs HTOTOBOH arrectaumeif B ¢opMe KOMILIEKCHOTO
KBaNH(HKALKHOHHOrO 3k3aMeHa. KBannHKalHOHHBIA HYK3aMeH IPOBOMUTCA JUIs
OIpe/ie/IeHHs COOTBETCTBHSI M0JIyUYeHHBIX 3HAHUI, YMEHHIT 1 HABBIKOB ITPOrpaMMe.

KpanndukaumoHubiii sK3aMed BKmovaer B ce0f NMPaKTHYECKYIO HacTh M
NpoBepKy TeopeTHyeckux 3HaHuil. K nposenenuio KpanudHKAMOHHOIO 3K3aMeHa
MPpHBACKAIOTCS npeacraBuTend paborojarened, wux oObeaunennit  (IIpukas
Munucrepcera npocselienus Poccuiickoii ®Pepepaunun ot 26 asrycra 2020 roaa
Ned38 «O6  yrBepikieHHH  MOpsjika OpPraHM3aliH M OCYLIECTBIEHHS
oOpaszoBaTe/bHOH JAEATELHOCTH 110 OCHOBHEIM NporpaMMaM NpoeccHOHaNnbHOTOo
o0ydeHHI» ).

3.3. IlpoBepka TeopeTHYeCKHX IHAHUM
[lposepka TeopeTHueckux 3HaHMii 10 InporpaMme peajnusyercsi B (opme
MTOrOBOI'O TECTHPOBAHMS W pPellleHus Kelica Mo cly4aifHoMy BEIOOpY.

3.4, [lpakTudeckas 4yacTh KBAlHQUKAIIHOHHOIO HK3aMeHa
[Tpaktueckas wacts npeacrasiser coboit Tpu 3agaHusA: (QopMHpOBaHHUE

APXHBHOIO JieJa, JIEMOHCTPAIHIO0 HABBIKOB CEKPETapcKOro o0CIy KHBAHUS, OKA3aHUs
nepBoii 10BpadeOHOH MOMOIIH H OCHOB 0e30MacHOCTH JKH3HEIEATEeIbHOCTH,

B pamkax snexkTpoHHO-00pa3oBaTENBHONH Cpe/ibl MTOrOBOE TeCTHpPOBaHHE
MPOBOAKTCA C MOMOIIBIO CHCTEMBI 2JIEKTPOHHOTO 00yUeHHs, a 3all|Ta PaKTHYECKOH
HacTH — B PeXKHUME BHICOKOH(EPEHIUH.

Htorosoe rnpejicTapieHHe MPaKTHYECKOH YacTH JIOMYCKaeTCs B MHHU-TPYIIIax
WIIH B napax.

MaxcumanbHOe BpeMs BBITIOJIHEHHS 3a/laHus — 3 aKaJleMH4ecKux Jaca.

Kputepun W 1mkansl oueHHBaHuWA: npejacrasiensl B Ttabnune «Kpurepuu
OLIEHHBAaHWs KOMIIETEHIMH, ONHCaHHe [IKajl OIIeHHBaHHs TIPH [IPOBEJIEHHH
KBAIM(UKAITHOHHOTO IK3aMeHay.

Kputepuu oneHuBaHUs KOMINETEHIMH, ONHCAHHWE IIKajl OLEHUBAHUS TNpH
I[TPOBCICHHH KB&HH{I)HKEHHDHHDFG IK3aMEeHAa.

Hxanw He ocsoena Ocpoena Ocsoena B Ocsoena
HACTHYHO OCHOBHOM NOJIHOCThIO
Heynosaerso Yanosaerso Xopomo Oranuno
PHTEILHO PHTEILHO
3HaTh hparmenTapubie Obue, Ho He Ciopmupopannsl | ChopMHpoBaHHBIE
IHAHHS W CTPYKTYPHPOBAH | €, HO CHCTEMATHYECKHE
MNOHUMAaHHE HBIC 3HAHUA H coJepKalIHe 3HAHUA, r1yboKoe
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ColepHanHs HOHHMaHHE OT/IC/IbHBIE MOHHMaHHE
OCHOBHBIX TEM cofepaHus 1npodIeMs! B CoJIepHaHNA
Kypca. OCHOBHBIX TEM HAHHAX H OCHOBHBIX TEM
JHCHHIUTHHBI(MOZL | Kypca, JAOCTATOHHO Kypca.
yiist). JHCHHIUTHHEL riydokoe JlucHmIHHEL
OreyreTBHe (Momyns) NOHHMaHHe (mMomynsa)
3HaHHH H COACPIKAHHA
NOHUMAHHA OCHOBHBIX TeM
COepKaHnd Kypea,

OCHOBHBIX TEM JUACLMITTHHBI
Kypea, (Moys)
JIMCHHIUTHHBI(MOJL

yust)

Ymets Orcyrerene B ocnosnoM Copmupopannst | [TonHocTs0
chopMupoBaHHEIX | COPMHUPOBAHHEL | € YMEHHA [0 copMHpOBaHHbIE
YMEHHI/ JaCTHYHO | € YMEHMA 10 OCHOBHBIM TEMAM | YMEHHS 110
OCBOEHHBIE OCHOBHBIM Kypca, OCHOBHBIM TEMaM
YMEHHS 110 TEMaM Kypca, JIMCIHIITHHEL Kypea,
OCHOBHBIM TEMaM JIHCHHILIHHBI (Monynsa). B JIHCHHTLTHHEI
Kypea, (Monyns). B HENnoM (Momyns)
JTHCLHITTHHBI LEIOM yCIentele, Ho
(MoOayas) YCIeibIe collepaaiue

YMEHHH, 110 OTJeNNbHEIE
OCYIIECTBIAEMEI | npobensl

€ He

CHCTEMATHYECKH

Bnaners Chopmuposanubix | Chopmupopann | Haseiku no CdopmupopanHbie
HABBIKOB/ bI€ HABKLIKK 110 OCHOBHBIM TEMAM | HABBIKH M0
YACTHYHO OCHOBHBIM Kypca, OCHOBHBIM TEMAM
cthopMupoBaHHEIe | TeMaM Kypea, JTHCLIHITTHHBL Kypeca,

HABBIKH, JHCIHIUTHHEI (mMoayn#). B JIHCLHIUTHHEI

(pparmenTapHoe HX | (Moayns). B [EJOM Yenemnoe | (Momxys).

NPHMCHCHHC CI0M NpHMCHCHHC Yenemnoe 1
ycneiHele HABBIKOB, HE CHCTEMATHYECKOE
HABBIKH, HO cojiepxanee NpHMEHEHHE
NpHMEHAEMBIE HE | OTAENbLHEIE HAaBBIKOB
cHCTeMAaTHYeCKH | npobenk

Pelienne HTOTOBOM arTecTallMOHHON KOMHCCHH (PHUKCUPYETCs B IIPOTOKOJIE.

4. OprauusaiHoOHHO-NIearoru4yecKyue yCJ0BHS peaju3alu NporpaMmbl

4.1. Kasposoe obecrieyeHHe NporpaMmel

Peanmzaumst nporpaMmsl npodeccHoHanbHoro o0ydeHus obecrieunBaeTcs
felarorMYecKUMH  KajpaMu o0pa3oBarellbHOM OpraHM3aliiy, a TakKe JIHIAaMH,
NpHUBIEKAEMBIMH K peanuzaliid  obpazoBaTellbHON TporpaMMmbl  Ha  YCIOBHAX
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rPaXI@HCKO-IIPABOBOrO  JIOFOBOpa, B TOM YHCIE M3 9YHCIAa COTPYAHHKOB
OpraHu3auuii, JesATelbHOCTh KOTOPBIX CBf3aHA C HANpaBICHHOCTBIO IPOTrPaMMEI
npo()ecCHOHANIBHOTO 00Y4eHus.

Kpanmuduxauusa nenarornyeckux paboTHUKOB 00pa3zoBaTebHONH OpraHH3aLUH
OTBEYAET KBaJH(UKALMOHHBIM TpeOOBaHHAM, YKa3aHHBIM B KBAIH(HMKALHOHHBIX
CIPaBOYHHUKAX H/HIH MpodecCHOHANBHBIX cTaHAapTax (MpH HATHYHH).

4.2. YueOHO-MeTOAHYECKOE obecrnieyenue " uH(QOpPMALIHOHHOE
COTIPOBOKIEHHE

- [IeYaTHbIE pa3laTouHble MaTepHabl JUIs ClyiaTeseH;

- nnpoheccHOHANbHAsA JTHTEPATypa;

- OTpacjieBble U JAPYTHe HOPMATHBHBIE JJOKYMEHTBI;

- 3JIEKTPOHHBIE PECYPChI;

- [lpukaz Muntpyna Poccun ot 15.06.2020 Ne333n «O6 yrBepmieHuu
npoeccHoHanbHoro  crangapra «CrnenHansucT 10 OpraHH3aUHOHHOMY W
JTOKYMEHTALHOHHOMY 00eCIe4eHHIO YIIPaB/IeHHs OpraHH3aluei»,

4.3. MarepHalbHO-TeXHHYECKHEe YCIOBHS pealH3alii porpaMmMbl
Cpenennss 00 ocHanieHHOCTH 00pa3zoBaTesNbHOrO Impoiecca y4eOHLIMH
KaOMHeTaMH, CHIeLHAIN3HPOBaHHEIM 000pY10BAHUEM.

YueOHble KabuHeTsI: ayiutopus — 1.5,

Tpenuunrossie kadunHeTsl: ayauropus — 1.1.

OGopynosanue yueGHoro kabuHera u pabounx mect Kabunera:
- OCaJI0YHBIE MECTa 110 KoJIndecTBY o0y4aroImxcs;

- pabouee MeCTO Mpenoaasaress;

- 00opyioBaHHe 1 TEXHOJIOTHYeCcKoe OCHalleHHe pabounx MecT;
- CIipaBOYHAas W HOPMATHBHAs JOKYMEHTALIH;

- HArNgaHBIe TOCO0HS MO KaxJ10i TeMe o0yueHus;

- KOMILIEKT y4eOHO-MeTOAMYECKOH JOKYMEHTAIHH.
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