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1. TACIIOPT PABOYEM NTPOTPAMMBI
NPO®ECCHOHAJIBHOI'O MOIYJIS

ITM.01 JoxymenTanHoHHOe obecneyeHne JesiTeIbHOCTH OPraHu3aHu
1.1. OGsracTe npuMeHeHns1 paboyeil MporpamMmel
PaGouas mporpamMma mpodheccHOHAIBHOrO MOJY/IS SBJISETCS YaCTHI) OCHOBHOM
npogeccruoHanbHol o6pasoBatensHON mporpammer CITO - mporpaMMsI MOIro-
TOBKM KBaJH(UIMPOBAHHBIX pabodmx, CciIyXamux B cooTBeTcTBHU ¢ PI'OC 1mo
npodeccun CIIO 46.01.03 [lenonpousBoauTes BXOAAIIEH B COCTaB YKPYITHEH-
HOM rpymnmsl mpodeccuit 46.00.00 Mctopus u apxeosorus.

B YaCTH OCBOEHMS OCHOBHOTI'O BHJa NpodeccHoHalbHOM mestensHocTH (BIT):
[MoxymenTanuonnoe obecnedenne JesiTeTbHOCTH OPraHU3alHHd U COOTBET-
CTBYIOLIMX IpodeccroHanbubx Kommerenmuwmit (I1K):

IIK 1.1 IlpunumaTe M PErHCTPHPOBATH IIOCTYIAIOLIYI0 KOPPECIOHEHIIHIO,
HAIPaBJIATE €€ B CTPYKTYpPHBIE MOIpa3/ielIeHusT OpraHu3al(iy.

1K 1.2 PaccMatpuBaTh JOKYMEHTHI U IepelaBaTh X Ha MCIOJHEHHE C yUETOM
PE30IIIOLIUY PYKOBOAUTENIEH OpraHu3aIliH.

I1K 1.3 OdopMIsaTh perucTpaioHHbIe KAPTOYKY U CO34aBaTh OaHK JAHHBIX.
1K 1.4 BecTn KapTOTEKy y4eTa IPOXOXKICHHUS JOKYMEHTAIBHBIX MaTEPHAIIOB.
ITK 1.5 OcymecTBasTs KOHTPOIb 32 IPOXOXKAEHHEM JOKYMEHTOB.

I1K 1.6 OTnpaBiaTe UCTIOTHEHHYIO HOKYMEHTALMIO afpecaTaM ¢ MpUMeHeHHeM
COBPEMEHHBIX BUJIOB OPraHU3allMOHHON TEXHHKH.

IK 1.7 CocraBiare u opOopMIATE CiTyKeOHBIE TOKYMEHTBI, MaTepHalbl C HC-
10/1b30BaHneM QOPMYIISIPOB JOKYMEHTOB KOHKPETHEIX BHIIOB.

Pabouyas mporpamMma mpodecCHOHATEHOTO MOYJIS MOXET OBITH MCIIOIB30Ba-
Ha B NPO(QeCCHOHANBHON MOATOTOBKE B 00JIACTH AENOMPOHM3BOCTBA NPH HATHYHUH
OCHOBHOr0 061mero o6pasosanus, ONEIT pabGoTs! He TpebyeTcs.

1.2. Ilesqn ¥ 3aaa4u NpodecCHOHATBLHOr0 MOAYJISt — TPeGOBAHUSA K pe3yJibTa-
TaM OCBOEHHS NPodeccHoHATLHOT0 MOIYJIsA
C mensro oBnafeHUs yKa3aHHBIM BHIOM IPOGhECCHOHAIBHON AeATENbHOCTH
H COOTBETCTBYIONUIMMH NPO(hECCHOHANBHBIMA KOMIETEHIUSIMUA OOyJaroITuiics B
XO0Zle OCBOEHUS NPO(eCCHOHAIBHOTO MOIYJIS JIOJIKEH:
HMETL NPAKTHYECKHH OIBIT:
-JIOKyMEHTALMOHHOIO 00ECTIEYeHHS IeATENIEHOCTYA OPraHU3alIliH;
yMeTh:
- IPUHHAMATh, PErHCTPUPOBATh, YUUTEIBATE ITOCTYIAIOIINE JOKYMEHTEI;
- IPOBEPSTH IPABUIBHOCTE O()OPMIIEHHUS JOKYMEHTOB;
- BECTH KapTOTEKY y4eTa [IPOX0XKIEHUS IOKYMEHTaIbHEIX MaTepUaoB;
3HATh:
- OCHOBHEI€ ITOJIOXKEHUS EIMHON rocy1apCcTBEHHON CUCTEMBI eI0NPON3BOJICTBRA;
- BUIBI, (DYHKIIMY JOKYMEHTOB, [IPaBUJIA UX COCTABICHHS U 0DOPMIIEHNUS;
- MIOPSLIOK IOKYMEHTHPOBAHUS HHPOPMAITMOHHO-CIIPaBOYHBIX MATEPUAIIOB;



- IpaBHJIa JIEIOBOI0 ATUKETA U JI€JI0BOr0 OOIISHHUS.
1.3. PexomenayemMoe KOJHYECTBO YacOB HAa OCBOoeHHe pabouyell mporpamMmsi
npodeccHOHAIBLHOI0 MOAYS:
Bcero — 1254 yaca, B TOM 4HCIIE:
MaKCHMAaTbHOW yueOHOU Harpy3ku obydaroiierocs —1254 yaca, BKIIIoYas:
e (o0s3aTenbHOM ayquTopHOH yueOHo# Harpy3ku obydaromierocs — 350 gacos;
B TOM YHUCIIE MPaKTUIecKoi noaAroToBku 350 vacos;
® CaMOCTOsATeNbHOM paboThl oOyvaronierocs — 160 gacos;
e yueOHOU mpakTHKK — 564 yaca;
® [IPOM3BOJICTBEHHOM mpakTuku — 180 "acos.
® B TOM YHCJE MPAKTHYECKOH 1oAroToBKH 564 yacos; 180 gacos.

ITpomexyTodHas aTTecTalys IPOBOJUTCS B (popMme:

JuddepennnpoBannblii 3auer -YI1.01 yueOuas npaktuka IIM.01 JloxymenTa-
nuoHHOe obecmedeHue nestenbHOcTH opranuzanuuy; I111.01 ITpoussopcrBeHHas
npaktrka [IM.01 JlokymeHTanmonHnoe obecredeHue AesITeIbHOCTA OpraHU3alltH.
Ox3amen - MJIK.01.01 JloxkymeHTaloHHOE obOeclieueHue eATeIbHOCTH OpraHu-
3aIUH.

Ox3amen kBaauukauuonusblii - [IM.01 JloxymeHTanmonHoe obecnevenue nes-
TEIBHOCTH OpraHU3aLHiH.



2. PE3YJIbTATBI OCBOEHHUSA ITPO®ECCUOHAJIBHOI'O MOJIYJISI

PesynbTaroM oCBOSHHS IPOGECCHOHATBEHOIO MOLYIS SBISIETCS OBJIANCHHIE
00y4aroIMMHUCS BUIOM TIPO(ECCHOHANBLHON NeATeNbHOCTH J{0KyMEHTAHORHOE
obecriedeHre AEATENBHOCTH OPraHW3aLMK, B TOM 9HCIE NPOoQeCCHOHATbHBIMM
(ITK) m o6mmmu (OK) KoMIIeTeHITHsIME:

2.1.

Ilepeuens 00mMX KOMITETEHIIHN

Kon

HanmenoBanue o6mux KoMmeTeHImii

OK 1.

[lonnmare CymHOCTP M COLMANBHYIO 3HAYMMOCTh CBOEH Gyxyrmeit npodeccun,
TIPOSIBIIATE K HEH YCTOHYMBEIM HHTEpEC.

OK 2.

Opranu3oBEIBaTE COOCTBEHHYIO JESTEILHOCTD, HCXOAS U3 LEH U CIIOCOB0B ee JI0-
CTHIKEHUS, OIIPEACTICHHBIX PYKOBOJIMUTEIIEM,

OK 3.

AHaIM3UPOBATL Pabovyl0 CHUTYAIMIO, OCYIIECTBISTh TEKYIIHH M HTOTOBEIA KOH-
TPOJIb, OLCHKY ¥ KOPPEKITHIO COOCTBEHHOM NEATEIEHOCTH, HECTH OTBETCTBEHHOCTH
3a pe3yJIbTaThl CBOEH paboTEHL

OK 4.

Ocymecteiats nouck uHGoOpManmu, Heo6XoMMON 1Ta 3h(HEKTHBHOTO BBIIOIHE-
HUS IPO(ECCHOHANBHBIX 3a/1a4.

OK 5.

Ucnonezosars HH(POPMAMOHHO-KOMMYHHUKAIMOHHEIE TEXHOJOTHH B npodeccuo-
HaJIbHOH JeATEIIEHOCTH.

OK 6.

PaBotars B xomanze, 3(heKTHBHO 0GMATECS ¢ KOJLIEraMH, PYKOBOICTBOM, KIIHEH-
TaMH.

OK 7.

HcronmaaTe BOUHCKYIO 00432HHOCTB, B TOM YHCIE ¢ NPHMEHEHHEM IIOTydeHHBIX
npodeccHOHaNbHBIX 3HAHHH (115 FoHOEH).

JInuHOCTHBIE PeE3YJIBTaThI
PEeATHIANMNH IIPOrpaMMbI BOCIITHTAHHSA

JIP 4,

IIposIBISAIONME ¥ JIEMOHCTPHPYIOIIUH YBaXKeHHWE K JIOASM TPYHA, OCO3HAOLIHIA
LIEHHOCTE coGeTBeRHOro Tpyna. Crpemsmuiicss Kk GOPMUPOBAHMIO B CETEBOH cpesie
JIAYHOCTHO U NPO(ECCHOHATEHOIO KOHCTPYKTHBHOTO «ITH(MPOBOTO CIIEIa.

JIP 7.

OcozHaromu# NpHOPHTETHYIO NEHHOCTH JIMYHOCTH YeTOBEKA; YBaXKAIOMMHA COO-
CTBEHHYIO M 4yXYIO YHHKAIbHOCTh B Pa3IMYHBEIX CHUTyalHsX, BO Bcex dopmax u
BHJIaX AEATEILHOCTH,

Cob6moarormuit ¥ IponaraHupPyONUi TpaBrIa 310pOBOTO U HE30IaCHOr0 obpasza
KHU3HH, CIOPTa; IPENyNpPEKAAIOINHE JTHO0 MPeoIoIeBalOIMUi 3aBHCUMOCTH OT all-
Koross, Tabaka, MCHXOAKTHBHBLIX BEIIECTB, a3apTHBIX WUrp ¥ T.1. CoXpaHSIommit
HCHXONOTHIECKYIO YCTOWYHBOCTE B CUTYaTHBHO CIIOXKHBIX MJIH CTPEMHUTENBHO Me-
HSFOIIMXCS CHTYAITHSX.

JIP 10.

3aboTsmuiicss 0 3amuTe OKPYKAIOMIEH Cpeisl, cOOCTBEHHON M TyKOH Oe30IacHo-
CTH, B TOM HYHCJIE IIH(PPOBOIL.

JIP 11.

IposBnsaromui yBa)K€HHE K 3CTETUYECKHM IIEHHOCTAM, 0OIafarommit OCHOBAMH
3CTETHYECKON KYJIBTYPEIL.

JIndHOCTHBIE Pe3yabTaThI
peajii3alilui 1NporpamMmMbl BOCIIHTAHHA,

OnpeaeJeHHbIE 0TPac/IEeBBIMHA Tpeﬁonaﬂmmm K JEJI0BBIM Ka9eCTBAM JJHYHOCTH




JIP 13. Cobmomatomuit B cBoell mpodeccroHaIbHOH AEATENPHOCTH ITUUECKUE NPHHIIATIB:
YeCTHOCTH, HE3aBUCHMOCTH, MPO(ECCHOHATBHOIO CKENTHIIM3MA, [IPOTHBO/CHCTBHS
KOPPYIIIMM M 3KCTPEMH3MY, 0Onanaromuii CHCTeMHBIM MBIIUICHUEM U yMCHHEM
IIPUHHUMATH PELIEHNE B YCIOBUIX PUCKA U HEONIPEICICHHOCTH.

JIP 14. TOTOBBI COOTBETCTBOBATH OXHIAaHMAM paboTomaTeneii: IPOEKTHO-MBICIIAIIHHI,
5 GEKTHBHO B3AMMO/IEHCTBYIOUMI C UICHAMM KOMAH[bl M COTPYAHMYAIOMHME C
JPYTMMH JIOBMHM, OCO3HAHHO BBIIONHSIONIMM MpodeccroHanbHbIe TpeOOBaHMS,
OTBETCTBEHHBIH, IYHKTyalbHBIN, AMCLAILIHHAPOBAHHBIN, TPYIO0MOOMBBIA, KPHTH-
gecKy MBICISINAN, HalleJeHHBI Ha JIOCTIKCHHME IIOCTABICHHBIX IENeH; JeMOH-
cTpHpYIOImHil TPo)EeCCHOHATLHYIO KU3HECTORKOCTS.

JIP 15. OTKpPHITEIH K TEKYIIMM M IIEPCHIEKTUBHBIM W3MEHEHIAM B MHpPE TpyAa U npodec-
CH.

JInuHOCTHBIE PE3yJIbTATHI
peaJH3aIHMH OPOrpaMMbl BOCIHHTAHMS, onpeaeneHHbie KpacHoxapckuM Kpaem

JIP -KK 1. | IIpusHarommii eHHOCTh HEIPEePBIBHOr0 00pa3oBaHusl, OPUEHTHPYIOIIUICS B H3ME-
HSFOIIEMCS PHIHKE Tpy/ja, usberaroruii 6e3pabOTHIbL YIPaBIIOMKEA COOCTBEH-
HBIM TPO(ECCHOHATBHBIM Pa3sBUTHEM; Pe(pIEKCHBHO ONEHMBAIOIIMN COOCTBEHHBIA
YKU3HEHHBINA OIIBIT, KPHTEPUU JIMUYHOH YCIIEIIHOCTH.

JIP -KK 2. | DKOHOMHYECKH aKTHBHBIN, IPeIIPUHMYHBLINA, TOTOBBIA K CAMO3aHATOCTH.

2.2. TlepeyeHb mpodecCHOHATBHBIX KOMIETEHIIUH

Kop HauMeHOBAHME BHIOB AeATEILHOCTH ¥ MPofiecCHOHANbHBIX KOMIIETEH MM

IIK 1.1. [IpuHUMATH U PErMCTPHPOBATH IOCTYIAIOIIYIO KOPPECTIOHACHIMIO, HANPAaBIATh €€
B CTPYKTYPHBIE I10/Ipa3/IeIeHus OpraHu3alyu.

[IK 1.2. PaccmarpuBaTh JOKYMEHTHI M II€PE/IaBaTh X HA MCIOIHEHHE C Y4€TOM PEe30JIONHH
pyKOBOAUTEIEH OpraHu3aliu.

ITK 1.3. OhopMIIsTh PETHCTPAIIMOHHBIE KAPTOUYKH M CO3/1aBaTh OaHK JIAHHBIX.

I1K 1.4. BecTH KapTOTEKy y4yeTa IPOX0KICHUS JOKYMEHTAIBHBIX MATCPHAIOB.

TIK 1.5 OcymiecTBIATs KOHTPOJIb 38 IPOXOKICHHEM TOKYMEHTOB,

[IK 1.6. OTnpaBiaATh HCIOJHEHHYIO JOKYMEHTAIMIO ajipecaTam C IPUMEHEHHEM COBPEMEH-
HBIX BUJOB OpraHU3allAOHHON TEXHUKH.

[1K 1.7. CocTaBiars B 0QOpMIIATE CIy)KeOHBIe JOKYMEHTBI, MATEPHAIIBI C HCIIOJIB30BaHUEM
(bopMyJIsPOB JOKYMEHTOB KOHKPETHBIX BHJIOB.
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4. YCJIOBHUS PEAINBAIIUN TPOPECCUOHAJBHOI'O MOY JIsA

4.1. TpeGoBanusd K MHHHMAJbHOMY MaTepHAJbHO-TEXHHYECKOMY olecnede-
HHUIO
Peanu3zammst mpodecCHOHAIFHOTO MOYJIA IpeAoaracT HaTuuue kaOuHera
«JlokyMeHTaIOHHOE 00ecIieueHne YIIpaBIeHUus, JabopaTopuu: «YyeOHas KaH-
LENAPUIN.
[IpakTudeckas MOATOTOBKA IPOXOJIUT:
MJIK 01.01 [JoxymeHTanroHHOE obecrieueHue AesSTeIbHOCTH OpraHu3alii — Ka-
OuneT Jl0KyMEHTAIMOHHOTO o0ecTIeYeHus yIpaBieHus u Jaboparopuu «YdeOHas
KaHLESAPUSI.
VI1.01 Vyebnas npaktuka mo [IM.01 JloxymeHTanmonHoe o0ecredeHue aesTeb-
HOCTH OpraHU3aluy — B TabopaTopuu «YueOHas KaHLIEISpUs».
[TI1.01 ITpoussoncreenHas mpaktuka mo [IM.01 JloxymeHTanmoHHOe obecreue-
HUE JIEITeTbHOCTH OpraHU3aliy - Ha MPEeANpUATULX.
O6opynoBanue ydeOHOTO KabuHeTa U pabouux MecT KabuHeTa NOKyMEH-
TAI[AOHHOT0 00eCIeueHus yIpaBIeHHs:
- I0CaJI0YHBIE MECTa 10 KOJUYECTBY 00yqarOIuxcs;
- paboyee MecTO IpenofaBaTells
TexHuueckue cpesicTBa 00ydeHHS:
- CTeH[IbI,
- UHTepaKTUBHAs JI0CKa;
- ayIUTOpHas JOCKa,;
- MyJIbTUMEIAATIPOEKTOP;
- KOMITBIOTEP C JTHLEH3WOHHBIM IIPOrPaMMHEIM 00ecIieueHUEM.
Ob6opynoBanue JiabopaTopun «YdueOHass KaHLEIAPUI»:
- IIEPCOHAIBHBIE KOMITBIOTEPHI I 00y9arouxcs;
-pabodee MecTO IpernogaBaTells;
TexHuyeckue cpencTsa 00ydeHHS:
-MyJTBTAMEIUWHBINA IPOEKTOP;
-UHTEPAKTHUBHAS JIOCKa;
-TeXHHYECKHE CpefcTBa 00pabOTKU JOKYMEHTOB;
-00pa3is! hopM 3aronHEHUs JOKYMEHTOB.
Peanmmzanus mpodecCHOHANIBHOIO MOIYJIS MPENNoaracT o0g3aTelbHY0 IIpo-

W3BOJICTBEHHYIO ITPAKTHKY.

4.2. UadopmanunonHoe obecniedenue o0y4eHHs

Ilepeyens pexomeHayeMbIX y4eOHbIX H3Aanuii, MHTEpHET-pECYpCOB, A0MOJI-
HHUTEJIbLHOH JIHTEepPaTyphbl

OcCHOBHBIE HCTOYHHUKHU:

1.Kopuees, W. K. JlokyMeHTallMOHHOE obecrieuenne yrpapieHus + TecTsl B 9BC
: yueGHMK ¥ NMPaKTHKyM JUlsi cpeHero mpodeccuoHansHoro obpasosanus / M. K.
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Kopuees, A. B. Ilmenko, B. A. Mamypues. — 2-e u3g., nepepab. U Jom. —
Mocksa : M3garensctBo FOpaiit, 2019. — 384 c.

/Kopuees U.K. JlokyMeHTaIlHOHHOE 0OeCIeueHre YIpaBIeHus: y4eOHUK i MpaK-
TUKYM JUIS CpejiHero mnpodeccruoHansHoro obpaszosanms/ UK. Koprees, A.B.
[Tmenxo, B.A. Mamrypres . — 2-y u3f., nepepab. u gomn. — Mocksa: UspatenscTso
FOpaiit, 2020. — 384 c. — (IlpodeccuonansHoe obpaszosarue). — TekeT: Hemocpe-
CTBEHHBIN.

JloronHUTEIbHBIE HCTOYHUKH

1. Kysnenos, W. H. JJokyMeHTaIHOHHOE Obecedenye ynpasieHus. JlokymeH-
TOOOOPOT ¥ AENONPOM3BOJCTBO : Y4eOHMK U MPAKTUKYM JJIs CPETHETO Ipo-
(heccuonansHoro obpazosanus / M. H. Kysuenos. — 3-e us., nepepab. u
non. — Mocksa : M3parenscrso FOpaiir, 2019. — 462 c. /Ky3nenos H.H.
HoxymeHTalmonHOe obecnedernue ymnpasienus. JIoKyMeHTO060pOT H [eno-
NPOU3BOJCTBO: Y4EOHHMK M IPAKTUKYM IS CPEIHEro IpodeccHoHAIBHOTO
obpasosanus/ M.H. Kysneuno — 3-e usn., nepepa6. u gom. — Mocksa: Wsna-
TenscTBO FOpaiit, 2020. — 462 c. — (Ilpodeccronansroe o6pasoBanue). —
TekcT: HenmocpeACTBEHHBIMN.

2. 'OCT P 7.0.97-2016. «HaunoHAaIbHEI crangapt Poccutickoii ®eneparuu.
Cucrema cTaufapToB mo HHGbOpMALWH, GUGIHOTEUHOMY H U31aTENBCKOMY
aery. OpraHu3alvOHHO-PAcTIOpAUTeNbHAsS AOKyMeHTaus. TpeGoBaHus K
oopmienHIo noKyMeHTOB» (yTB. IIpukasom Poccranmapra ot 08.12.2016 N
2004-cT) BetynuBImii B cuiny ¢ 01.07.2018 .

3. XKypnan «/lenompou3BOACTBO U JOKYMEHTOOBOPOT Ha [IPEATNPUATHIY, KOM-
ekt 2019, 2020, 2021 r.
4. XKypnan «Cekperapb-pedepent», kommmaext 2019, 2020, 2021 r.

HuTepuer-pecypcenl
1. Mudopmanyronno npasosoit nmopran KOHCYJIBTAHT IUIIOC - 3a-
KOHOJIATEIBCTBO (KOJEKCHI, 3aKOHEI, YKa3bl, TOCTaHOBIeHus) PD, aHa-
JIATHKA, KOMMeHTapuy, Ipaktuka. (http://www.consultant.ru/)
2. XKypuan «/lenonpousBoACTBO i JOKYMEHTOOGOPOT Ha MPEAIPUATHI
https://delo-press.ru
3. XKypnan «Cexpetapp-pedepenr - https://www.profiz.ru/

4.3. O6mue TpeGoBaHHSA K OPraHU3aNHHU 06Pa30BATENLHOTO npomnecca
IIpenogaBanue MJIK. 01.01. JloxymMeHTalMOHHOE ObOecIeueHue NesTebHOCTH
opranuzamuy no [IM.01 JloxymeHTanmoHHOEe obeceueHue NesaTeIbHOCTH opraHu-
3al[UM UMEET NPaKTHYECKYIO HAIPaBIEHHOCTb.
Mg 3aKperieHHsl TEOPeTUHYeCKUX 3HAHUH M MpHOOPETeHHS HEOGXOIHMMBIX
IPaKTHIECKUX HABBIKOB NPEAyCMaTPUBAOTCS Nab0paTOpHbBIE W PAKTHYECKHE 3a-
HATHA, KOTOPBIE IPOBOJATCS TIOCIe U3y4YEHHS COOTBETCTBYIOLIMX TeM. [l pa3Bu-
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THsI aKTHBHOCTH 00y9aroIMXcs B IIPOrpaMMe TPELyCMOTPEHO BBITTOIHEHHE CaMo-
CTOSATENBHBIX Pa0OT.

ITpenonasanne MJIK. 01.01. JlokymMeHTannoHHOE obeclieueHne NesTebHOCTH
opranusanuy o IIM.01 JlokymeHTan@oHHOe 06ecieueH e IesTebHOCTH OpraHu-
3allM{ MTPOBOJUTCS B TECHOW B3aWMOCBS3H C JPYTHMH 00IIEpodhecCHOHATBHBIME
auctummaaamMu OIL 03 OcnoBel memompowusBoactsa, OIT.04 OprarusanmoHHas
Texnrka, OIL05 Ocnosel penakTupoBanus nokymentos, OIL01 JlenoBas KymbTy-
pa.

B nponecce usygenns [TM.01 [lokyMeHTaIMOHHOE 00eCIeUeHUe NesITeNbHOCTH
OpraHU3allvy IMIPENOAaBaTelM U MacTepa IIPOU3BOACTBEHHOTO OOyYEHUS HCIIOJNb-
3YIOT aKTUBHEIE (DOPMEI TIPOBEJCHUS 3aHATHI C IPUMEHEHHEM 3IEKTPOHHBIX 00-
Pa30BaTENbHBIX PECYPCOB, JENOBBIX W PONIEBBIX UIP, aHATU3A [TPOU3BOICTBEHHEIX
CHUTYAIiii, ICHXOJIOTHYECKUX M MHBIX TPEHHWHIOB, TPYIIIOBEIX JUCKYCCHI B code-
TaHWHU C BHEAYAMTOPHOM’ paboToit Iyt GOpMUpPOBaHWS ¥ Pa3BUTHS OOIIUX M IPO-
(ecCHOHATBHBIX KOMITETEHIIUH 06y YJaromuxcsl.

Bo Bpemsi camMOCTOSTENBHON IOATOTOBKU OOydaroInuecs: 006ecredeHsl J0CTy-
[IOM K ceTd MUHTepHeT.

Vuebnas npakruka YIL.01 mo IIM.01 JlokyMeHTammoHHOE obecredenne nes-
TEIBHOCTH OpPraHU3alMy MPOBOJUTCA Ha Oa3e yueOHOro 3aBeqeHus — B 1abopaTo-
PHSIX: JOKYMEHTOBEICHHUE; yaeOHasI KaHIIeIIAPHSL

ITpoussoycTeennas npaktuka [111.01 mo TIM.01 JoxymenTanuoHHOe obectre-
YEeHUE AeATeTbHOCTH OPraHu3alliy IPOBOIUTCA Ha IPEAIPHUSITUAIX FOPOIa U PErH-
oHa, PyKOBOJICTBO OCYIIECTBIISET PYKOBOJHUTENb [IPAKTHKMA OT y4eGHOro 3aBejie-
HHS, & TAKIKE PYKOBOJAMTEND IPAKTUKH OT IIPEIIPUSITHS.

®opwmoii artectanuu o I[IM.01 JlokymeHTauoHHOE 00€eCIIedeHHe NeITelbHO-
CTH OpTaHW3allWH SBJIAETCS IPOBEIECHNE POMEKYTOYHOM aTTECTAIUH:

- B (Qopme sk3amena no MJIK 01.01 JokymeHnTanuonHoe obecriedeHue nes-
TEJIbHOCTU OpraHU3allHH;

- B Qopme nuddeperurpoBaHHbX 3a4eToB o YIL.O1 ygebHas mpakTuka u
ITT1.01 ITpomssoncreenHas npakrtuka o ITM.01 JlokymeHTanmoHHOe obecreue-
HUE JesITeIbHOCTH OpraHH3alli;

- B (Gopme sKk3amena kBamudukanroHHoro [IM.01 JJokymMeHTanuoHHOE 06ec-
IIeYEeHHE IeATEIBHOCTH OpraHU3alluu.

4.4. Kagposoe oGecniedenne 0Gpa3oBaTebHOI0 Nponecca

TpeboBanus K KBATH(PHKATUH neJaroru4ecKux (uHXKEeHepHO-
NeJarori4ecKux) KaJapoB, o0ecneYHBAMIHX OOy4YeHHE IO MEKIHCIHILIH-
HAPHOMY Kypcy (Kypcam):

Peanusaiys ocHOBHOH IpodecCHOHAIBHON 00pa3oBaTeIbHOM MPOrpaMMBl 110
npodeccun CITO obecneunBaeTcs mearoriuyecKuMH KaJpaMy, UMEIOIIAME BEIC-
mee mpodeccHoHaTbHOe 00pa3oBaHWe, COOTBETCTBYIONIEE IPOQUIIO MOYJIS
ITM.01 JToxymMeHTalmoHHOE OOeCIIeueHUE eATEIbHOCTH OpraHu3aliy | rmpodec-
cuu CI1O 46.01.03 [denonpousBOAUTENb.

TpeboBanus k KBanH(UKAIUU TEIarorHYeCKUX KaJpoB, OCYIIECTBIISIONIMX
PYKOBOJACTBO NMPAKTHUKH.
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HusxeHepHo-ieJaroru4ecKuii cocras.

OmnbIT AEATENBHOCTH B OpraHH3aIMsIX COOTBETCTBYIOLIEH IPOQecCHOHAIBHOM
chepsl sBisieTcs 00sg3aTeNbHBIM IS [IPENoAaBaTelled, 0TBEYArOIIUX 33 OCBOCHHE
ofy4Jarormumcs MpoGecCUOHAIBHOIO IIUKIIA, IIPENOaBaTeI U MacTepa IIPOU3BO/I-
CTBEHHOTO OOy4YeHHs MPOXOAST CTXKUPOBKY B IPOQHUIBHBIX OpPraHM3aLMAX HE

pexe 1 pasa B 3 roja.

5. KOHTPO.Ib 1 OIEHKA PE3YJbTATOB OCBOEHHA IIPOPECCH-
OHAJIBHOT'O MOAYJIAA (BUJA NPOPECCHOHAJBHOU AEATEJIb-

HOCTH)

PesyabTaTsl
(ocBoennsie nmpodeccuo-
HAJIbHbIe KOMIIETEHIIHH)

OcuoBHBIE TOKA3ATETH
OIIEHKH pe3y/IbTaTa

DopMbI H METObI KOH-
TPOJIA M OLEHKH

[IK 1.1. IIpuruMaTs u peru-
CTPHPOBATH TTOCTYIAONILYIO
KOPPECIIOHICHITHIO, HalpaB-
JIATH €€ B CTPYKTYPHBIE TIOJI-
pasIeneHus OpraHU3anm.

Oprasuzanus J0KyMeHT0000-
POTa B OPraHU3AIMHA C HCIIOb-
30BaHHUEM COBPEMEHHBIX BH/IOB
OpraHU3alMOHHON TEXHUAKH.
TodHOCTE B CKOPOCTH BBIIOJ-
HEeHHS pabOoTHI IPH PerrucTpa-
UM [TOCTYNAaroIIeH Koppe-
CIIOH/ICHIIHH.

IIpoBeieHre Ka4eCTBEHHOTO
aHaIm3a [Py MOCTYIICHUH
KOPPECIIOHICHITHH U PacIpe-
JIeJICHUH €€ 10 THIIaM H BHIAM.
[TpaBunbHEIH BEIOOP cocoboB
oprasu3anuy paboThl ¢ IOCTY-
HaroIe# KOPPeCIOHASHIUEH.
Pacuer u cobnroienne CpokoB
JUTS CBOEBPEMEHHOTO HaIlpaB-
JIEHUS. KOPPECTIOHICHIUH B
CTPYKTYPHBIE IOJpa3ieIeHHsI
IIPEAIIPUSTHSL.

TounocTs u rpaMOTHOCTE
o(opMITEHHS KYPHAJIOB PETH-
CTpaLMH KOPPECTIOHICHITHH.

[1K 1.2. PaccmarpuBaTh TOKY-
MEHTBHI U TIepeiaBaTh X Ha
MCTIOJTHEHHUE C YIETOM pPe30-
JIIOLIMY PYKOBOJHTENEH opra-
HHU3AIHAH.

AHanuM3 nocTymarome# JIOoKy-
MEHTAllUM C Y4YeTOM CpPOKOB
U1 HCIIOJTHEHHAS.

Todgnocts W CKOpPOCTH pac-
CMOTPEHHS JOKYMEHTOB.
KauectBo ucmonHeHWs IOKy-
MEHTOB C YYETOM PE30JIOIUHI
PYKOBOJHUTEINIEH PeAIPUSTHSL.
["'pamotHOE odopmieHne J10-
KyMEHTALIHH.

OxcnepTHOe HaOMOACHHE H
OIICHKA BBIIOJHEHHA yueh-
HO-TIPOM3BOJICTBEHHBIX  pa-
6ort.

OKcnepTHAsA OIEHKa MPaKTH-
HeCKHUX 7§ yueOHo-
IPOM3BOJICTBEHHBIX PaboT.

MK 01.01 JloxymernTanu-
OHHOe ofecrieueHue Jies-

TCIIPHOCTH OpPraHHU3alHy -
SK3aMECH

VIL.01 Yyebnas nmpakTuka -
nuddepeHIIpOBaHHEBIN 3a-
9eT;

[1I1.01 [IpousBoacTBEHHAS
npakTuka- guddepenumpo-
BaHHBIN 3aYET,

[IM.01 JJoxymeHTanHOHHOE
obecreueHne AeATEIbHOCTH
OpraHu3alfy - 5K3aMeH KBa-
nuQHUKAIMOHHEIR
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IIK 1.3. OdopmMaaTs peru-
CTpaIMOHHbIE KAPTOUKH H CO-
3aBaTh OAHK JaHHEIX.

Onpenenenne BHIOB U CIIOCO-
60B odhopMICHUS perHcTpanu-
OHHBIX KapTOUeK.
Ompenienenue U BEIOOP CIIOCO-
0oB mpH co3aHuK OaHKa JaH-
HBIX.

Beibop panuoHalIbHEIX CIOCO-
60B co3nanus 6aHKa JaHHBIX U
KapTOTEKH.

[TK 1.4. Bect: KapTOTEKY y4e-
Ta MPOXO0JKICHUS JOKYMECH-
TAJTbHBIX MaTEPHAIIOB.

Onpepenenne AOKyMeHT0060-
poTa B YYpEKICHHH, pasfeie-
HUE HA TOTOKH: BXOIAIMHUX H
CO3/1aBaeMbIX JOKYMEHTOB.
BeiGop cmoco6oB o06paboTku
MOCTYTIAIOIUX JOKYMEHTOB.
TodHOCTE pErHCTpalii U WH-
JIEKCAITMH JOKYMEHTOB.
Oprasusanyss  perucTpanuu
NOKYMEHTOB.

TodHOCTE TPOXOKAECHUS CO-
3/1aBAEMBIX IOKYMEHTOB.
TouHOCTE HCHOJIHEHHS [IOKY-
MEHTOB ¥ pacydeT CpOKOB HC-
IIOJTHEHHS IOKYMEHTOB.

ITK 1.5. OcymecTBIsTh KOH-
TPOJIb 32 TIPOXOXKICHAEM JI0-
KYMEHTOB.

OcymecTBIeHHE KOHTPOIIA 3a
IPOXOKIAEHUEM JOKYMEHTOB.

ITK 1.6. OTpaBasTh HCIOM-
HEHHYIO JOKYMEHTAIUIO aape-
caTaM C MPUMEHEHUEM COBpE-
MEHHBIX BHIOB OpraHu3allu-
OHHOM TEXHHUKH.

BriGop TexHonoruit cbopa, me-
penadd, HaKOIUIeHHs, oOpa-
0OTKH, XpaHEHUS, IIPEJCTaBIIE-
HHs, WCIOJIB30BaHAA HH(OP-
Maruu.

[IpodeccnorampbHOE  IOJB30-
BaHHE ITIEPCOHAILHBIM M KOp-
MOPAaTHBHBIM KOMITBIOTEPOM.
[MpaBuwibHE  BEIOOD  TIpO-
rPaMMHBIX CPEICTB aBTOMATH-
3MPOBAHHOI'0 pabodero Mecra.

1K 1.7. CocraBuirs 1 ohopm-
JATE CITyKeOHbIE TOKYMEHTEL,
MaTepUalsl ¢ HCIIOIb30BaHHEM
bopMyIIPOB JOKYMEHTOB
KOHKPETHBIX BAMIOB.

CocraBnenue, pelakTHpOBa-
HHe 1 0(hOpMIIEHHE OpraHu3a-
[HOHHO-PACTIOPSI AU TEIBHOM
JNIOKyMEHTAIlUH, CO3/[aBacMOH B
OpraHM3all|My, COTTIaCHO Tpe-
6oBanusM ['ocy1apCTBEHHBIX
craggaptoB ('OCT) mo
oopMIIEHHIO TOKYMEHTOB C
HCIIOTBE30BAaHUEM: COBPEMEH-
HEIX BUJOB OpraHU3aliOHHOH
TEXHUKH.

Cobmonenue npasun Tb mpu
UCTIONB30BaHUM OpraHM3aIld-
OHHOM TEXHHUKH.
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