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1. TIACIIOPT PABOYEM NPOT'PAMMBI
NPO®ECCUOHAJBHOI'O MOJY.JIS

ITM.02 [TokymeHTHpOBAaHHE H OPraHA3aLHOHHAS 00paboTKa JOKYMEHTOB

1.1. O6aacTe npumeHenust paGoyeil porpaMMebl
Pabouas mporpamMma npohecCHOHAIBHOTO MOIYIIS SBISIETCS 9ACTHIO OCHOB-
HOH IpoQeccuoHanbHol 06pasoBaTensHoM nporpammer CIIO - mporpamMMs! moz-
FOTOBKH KBaIM(HUIIMPOBAHHEIX pabouux, ciayXamux B cooTBeTcTBHH ¢ ®I'OC 1o
npodeccuu CIIO 46.01.03 JlenonpornsBoauTeNs BXOASIIEH B COCTaB YKPYITHEHHOMN
rpymmsl npogeccuit 46.00.00 Mcropus u apxeosorus.

B 4YaCTH OCBOEHHS OCHOBHOIO BHAAQ IMPO(ECCHOHAIBLHON NeSTeTbHOCTH
(BITH): JoxymeHTHpOBaHME H OpPraHH3aANHOHHAS 00paboTKa JOKYMEHTOB, U CO-
OTBETCTBYIOIUX MPodeccHoHaTbHEIX Kommerennui (TTIK):

IIK 2.1. ®opmupoBats nena
IIK 2.2. OGecrieunsats GBHICTPEIH MOHCK TOKYMEHTOB [0 HAyYHO-CIPABOYHOMY
arrapary (KapToTekaM) OpraHu3aliH.
IIK 2.3. CucTeMaTH3UpOBaTh U XPaHUTH JOKYMEHTHI TEKYIIETO apXHBa.
IIK 2.4. OGecmieunBaTh COXPaHHOCTD IIPOXOIALIEH CITyXeBHOH JOKyMEHTAIIHH.
IIK 2.5. I'oToBuTh ¥ epeiaBaTh JOKYMEHTHI Ha apXHBHOE XpaHEHHE.
IIK 2.6. OGecreynBath COXpaHHOCTH apXUBHEIX JOKYMEHTOB B OPTaHM3aIHH.
PaGouas nmporpamma Ipo)eCCHOHAIBHOIO MOIYJIS MOXET OBITH HCIIOJIB30BAHA
J71s TIOBBINICHUS KBATH(QUKALIUK U TPO(ECCHOHATBHOM I1eperoAroTOBKE pabOTHHKOB B
0bJacT HOKyMEHTUPOBAHHUs M OPTraHH3aLMOHHON 06paboTKY MOKYMEHTOB TIPH HAIIH-
YHH CpeliHero (MoaHoro) obmero o6pazoBanus. OublT paboTsl He TpebyeTcs.
1.2. Iean u 3aaa4u 1poecCHOHATLHOrO MOAY.ISI — TPEOOBAHAS K Pe3y.JbTaTaM
OCBOEHHS NPOdeCcCHOHATBLHOTO MOIYJIs
C wenbro OBNaJeHNs yKa3aHHBIM BHAOM NPohecCHOHATBHOMN IeSTeNbHOCTH H
COOTBETCTBYIOMIMMH IPO(ECCHOHATHHEIMUA KOMIIETEHIIUAMY OOYJYaroOLIHics B XOmIe
OCBOEHHS NIPO(PECCHOHANBEHOTO MOIYISL JOJIKEH:
HMETHb NPAKTHYeCKHH ONbIT:
JNOKYMEHTHPOBaHUS U IOKyMEHTAIIHOHHOM 006paboTKU TOKyMEHTOB KaHLEIApuy (ap-
XUBa);

yMeThb:
- IPOBEPATH IPaBUIILHOCTE O(OPMIIEHHS JOKYMEHTOB;

- CHCTEMaTH3UPOBATh U XPAHUTH JOKYMEHTHI TEKYIIETO apXHBa;

- GOpMHUPOBATE CIIPABOYHBIN ammapar, 00ecedUBarOIIH OBICTPBIN MOUCK JOKYMEH-
TOB;

- OCYIUECTBJIATH 9KCIIEPTH3Y NOKYMEHTOB, TOTOBUTH H II€PeaBaTh JOKyMEHTAILHEIE
MaTepHaJIbl Ha XpaHEHHE B apXUB;

- obecneyusams COXpaHHOCMb U 3aUJUMY OOKYMEHMOE OP2AHUSAYUL,

- cocmaenamoe opmel yuemHuix 0OKYMEHMO8 apXuea,

- ocyujecmenames KOMNAEKMOBAnue apxueéa OOKYMeHmamu apxuenozo ¢onoa P® u
Opy2UuMU apxXuHolMu OOKYMEHMAMU,



- NPUMEHAMYb UHPOPMAYUOHHO-KOMMYHUKAYUOHHBIE MEXHONO2UU O pabomuwl ¢ 0o-
KYMEeHmMamu.

3HATh:

- OCHOBHEIE TIOJIOkKEHMS EIMHOM rocy1apcTBEHHON CUCTEMBI IETOIPOU3BOJICTBA,;

- BUJIBI, PYHKIUH JOKYMEHTOB, [IPaBUIIa X COCTABIEHHS B ODOPMIICHIS,

- TIOPSA/IOK JJOKYMEHTHPOBaHMs HH(OPMAIMOHHO-CIIPABOYHEIX MaTepruaioB

- opeanusayuio yuema 0OKYMeHmos apxuerozo gonoa PP u opyaux apxusHeix 0oKy-
MeHmMOo8 8 apxuee;

- (hopmpl yuemHbvIX OOKYMEHMO8 apXusd,

- OpeaHU3AYUIO KOMWIEKMOBAHUS apXusa OOKYMEeHmamu apxusnozo @onoa PO u
Opy2uMU ApXUEHbIMU OOKYMEHMAMU,

- UHGOPMAYUOHHO-KOMMYHUKAYUOHHBIE MEXHON02UU OSl pABOMbL C OOKYMEHMAMU.

1.3. PexoMenayemMoe KOJHYECTBO YACOB HA OCBOEHHE IPOrpaMmbl mpodeccuo-
HAJIbHOT0 MO/YJIf:
Bcero — 589 yacos, B TOM 4HC]IE:
MaKCHMAaJIbHOM yueOHoM Harpy3ku obydatomerocs —S89 yacos, BKIoyast:
00sa3aTenbHOM ayIuTOpHOM yueOHO! Harpy3ku obydaromerocs — 484 yaca;
B TOM YHCIIe B HOpMe MPaKTUIECKOH MOAroToBKU-484 uacos

CaMOCTOATENLHON paboTsl oOyuatomierocs —105 gacos;
yueOHOM NpakTHKH — 228 Jaca;
TIPOU3BO/ICTBEHHON IIPaKTUKHU — 36 JacoB;
B TOM 4YHMCIIE B (hOpME ITPAKTHIECKOH TOAr0TOBKY 228 yacoB, 36 4acos.

[TpoMexyToUYHas aTTeCTAIHsI IPOBOAUTCA B (hopMe:

JduddepennupoBannbiii 3ayer - YI1.02 ygebnas npaxruka 1IM.02 JlokymeHTHpO-
BaHHE U OpraHmsammonHas oOpaborka mokymeHTos; [II1.02 IIpomsBoxcTBeHHAas
npaxtuka [IM.02 JIokyMeHTHpOBaHNUEe U OpraHu3al[MoHHas 00paboTKa JOKyMEHTOB.
Ix3amen - MJIK.02.01 Opranuzanus 1 HOpMATUBHO-IIPABOBBIE OCHOBBEI apXHBHOI'O
Jena.

Jx3amMeH kBajaupuxanuonubli - [IM.02 JloxyMeHTHpOBaHUE W OpraHU3allMOHHAS
00paboTka TOKYMEHTOB.



2. PE3YJIbTATBI OCBOEHUS TPOPECCUOHAJBHOT'O MOIY.JIS

Pe3ynbTaToM OCBOEHHS IIPO(GECCHOHANBHOTO MOXYJSL  SIBISETCS  OBJIAICHHUE
00y49aronMMUCs BHIOM MPOoQeCcCHOHAIBHON IesTenbHOCTH «JJOKyMEHTHpOBaHWE W
OpraHM3alioHHas o0paboTka IOKyMEHTOB», B TOM 4YHCIE MPOHECCHOHANBHEIMU
(TIK) u o6ummu (OK) koMIeTeHIHsIMHu:

2.1. Ilepeuens 0OMMX KOMIIETEHIIHIA:

Kon HaunMenoBaHHe 06IIMX KOMIETEHIIH
OK.1. IToruMaTe CymIHOCTE M COLMANBHYIO 3HAYMMOCTh CBoeit Oymyme#t mpodeccuw,
IIPOSIBJIATE K HEM YCTOMYUBLIN MHTEpEC
OK 2. Opraunu30BEIBaTh COOCTBEHHYIO AEATEIBHOCTH, HCXOMsS U3 IEIH M CIOCcO00B ee
JOCTHIKEHHS, OIIPENIEJIEHHBIX PYKOBOJUTEIEM
OK 3. AHanu3upoBaTh pabOYyl0 CHTYalMIO, OCYIIECTBISATh TEKYIIHM MTOrOBBIA

KOHTPOJIb, ONOEHKY H KOPPEKIHIO cobcTBeHHOM HEATEIIEHOCTH, HECTH
OTBETCTBEHHOCTE 34 PE3YJIBTATEL cBOCH pa60TLI

OK 4. OcymectBnare momck HHpoOpManuu, ©HeoOxomumolt it 3¢deKTHBHOrO
BEITTOJTHEHHS TPOEeCCHOHATBHBIX 33129

OK 5. Hcnonb3opats HHPOPMallMOHHO-KOMMYHHUKAITHOHHBIE TEXHOJIOTHH B
Ipo(eCcCHOHANBHON IeATeTbHOCTH

OK 6. PaGorate B komannue, 3pdexTHBHO 00IATECS € KOIUIETaMH, DPYKOBOICTBOM,
KITACHTaMH

OK 7. VcronHATh BOMHCKYIO 00A3aHHOCTD, B TOM HHCIIe C IPHUMEHEHHEM MOJIyYeHHBIX

npodecCHOHANBHBIX 3HAHAH (I FOHOIIEH)

JIn4HOCTHBIE Pe3yabTaThI
peaiu3anuy NPOrpaMmMbl BOCIIHTAHUS

JIP 4 [TposBmstonMiA ¥ NEMOHCTPUDPYIOIIUHN YBaKEHHE K JIFOASM TPYAd, OCO3HAIOIIHK
[IEHHOCTh coOCTBEeHHOTO TpyHAa. CTpemsimuiics K GOpMUPOBAHUIO B CETEBOM Cpeie
JIMYHOCTHO U NPOGEeCCHOHAIBHOI0 KOHCTPYKTHBHOTO «IIA(POBOTO ClIeay.

JIP 5 JIeMOHCTpUPYIOIUI NPUBEPIKEHHOCTh K POAHOM KYJIBTYpe, HCTOPHYECKOH
namMATH Ha OCHOBe JroOBH K Pojune, poaHOoMy Hapomy, Maloi poguHe, IPHHATHIO
TPaJMIIMOHHEIX IEHHOCTEH MHOIOHAIIMOHAILHOr0 Hapoda Poccum.

JIP 7 Ocosparomuif OPHOPHTETHYIO IEHHOCTH JIAYHOCTH YEJIOBEKA; YBayKarOIHH
COOCTBEHHYIO M UYXKYIO YHUKAITBHOCTh B Pa3IMYHBIX CHUTyalMsX, BO Bcex opmax
U BUJIAX JEATEIBHOCTH.

JIP 9 Cobmoparomuit ¥ IponarasiupyOUIHi NpaBmiia 3J0pPOBOTO ¥ Ge30macHOro
obpasa KW3HH, CIOpTa; Opexynpexjaromui mubo  mpeomoseBaromuit
3aBHCHMOCTH OT aJIKOTO0IIs, TabaKa, IICHX0aKTHBHEIX BEIECTB, a3aPTHBIX UT'P | T.I.
Coxpassromui IICHXOJIOTHYECKYIO YCTOHYHBOCTE B CHTYaTHBHO CIIOKHBIX WJIH
CTPEMHTENFHO MEHSIOIIMXCS CUTYaIUsX.

JP 10 3aboTsmmiicss O 3alIdTe OKpYXKalomeW Cpeibl, COOCTBEHHOH U  dUyiKoH
fe3omacHOCTH, B TOM 9HCIIE ITH(QPOBOH.

JJP 11 [TposBrsromuit yBaxKeHHe K 3CTETHYECKHM LEHHOCTAM, 00IafaroImuii OCHOBaMH
3CTETHYECKON KyIbTYPHL.

JIM4HO0CTHEIE PE3YALTATHI
peaqH3alHuH IIPpOrpaMMbI BOCITHTAHUH,
OIIpeac/Ji€eHHbIE 0TPACJI€BbIMH TpeﬁoBaHHﬂMH K JCJOBBIM Ka4eCTBaAM JJHYHOCTH




AP 13

Cobmoparonii B cBoe# IpoeCCHOHATBHON NESTeTbHOCTH 3TUYECKHUE IPUHIIUITHL:
YEeCTHOCTH, HE3aBUCHMOCTH, NpPO(EeCCHOHANIBFHOIO CKENTHIM3MA, IPOTHBONEHCTBUS
KOPPYIIMH U 3KCTPEMHU3MY, 001a1aiomuii CUCTEMHBIM MBIIUICHHEM U YMEHUEM IIPH-
HHMATh PEllIeH’e B YCIOBUSIX PUCKA U HEONPEHEICHHOCTH.

JIP 14

I'oTOBEIl COOTBETCTBOBATH OXMIAHUSIM paboTomaTeNell: NMPOEKTHO-MBICIAIINH, 3¢-
(EeKTUBHO B3aMMOEHCTBYIONIHI C WieHaMU KOMAHIEI U COTPYAHUYAIONIMN C APYTUMHI
JTFOJIPMM, OCO3HAHHO BBIIONHMIONME mnpodeccuoHanbHble TpeOOBaHMS, OTBETCTBEH-
HBIH, ITyHKTYanbHBIHA, AMCITMIIIIMHUPOBAHHBIN, TPYIOMIOOUBBIH, KPUTUYECKH MBICIIS-
IIMH, HaleleHHbIH Ha JOCTHIKEHHE IOCTAaBIECHHBIX LeNeil; AeMOHCTPUPYIOMIMA Ipo-
(hecCHOHATBHYIO JKH3HECTOUKOCTB.

JP 15

OTKpBITEIH K TEKYITAM ¥ NEPCIEKTUBHBIM H3MEHEHHUSIM B MHpE TPyia U npodeccuii.,

JIn4HOCTHBIE Pe3yIbTATHI

pean3anuy NPorpaMMbl BOCIIUTAHMS, onipeaeaenHbie KpacHogapekum kpaem

JIP -KK 1. | IlpusHaromuii NEeHHOCTh HEMIPEPHIBHOTO 00pa3oBaHus, OPUEHTUPYIOIIUNCS B H3MEH -
IOMEeMCs pBIHKE TpyJa, usberaromuii 0e3paboTHIbI;, YIPaBISIOMEANR COOCTBEHHBIM
npodeccHOHATBHEIM Pa3BUTHEM; Pe(IEKCHBHO OLEHHBAIONIUHA COGCTBEHHBIN KU3HEH-
HEIH OIIBIT, KPUTEPHH JIMUHOU YCIENTHOCTH.

JIP -KK 2. | OKOHOMHYECKH aKTUBHBIHN, IPEITPHAMYHBELA, TOTOBBINA K CAMO3aHATOCTH.

2.2. Ilepeuens npodecCHOHAIBHBIX KOMIIETEHI[HIA:

Kon Haumenopanue npoeccHOHATBHBIX KOMIIETEHIAN
TIK.2.1 @opmupoBaTH Aena
K 2.2 ObecrieunBarh GBICTPBIH MOMCK JOKYMEHTOB IO HAYYHO-CIPABOYHOMY aIlIiapaTy
(xapToTeKaMm) OpraHu3aIlix
IIK 2.3 CucreMaTu3upoBaTh ¥ XpaHUTH JOKYMEHTHI TEKYIIETO apXUBa
[IK 2.4 ObecrneunBaTh COXPAHHOCTE MPOXOAAIIEH CITykeOHOH JOKYMEHTAIIHN
11K 2.5 ['oToBuTE M NIEpeaBaTh JOKYMEHTBI HA APXUBHOE XpaHEHHE
IIK 2.6 OGecneunBaTs COXpaHHOCTH apXUBHBIX JOKYMEHTOB B OpraHU3aIuK
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4. YCJOBUS PEAJIMBAIINUA TPOPECCUOHAJIBHOI'O MOAYJISA

4.1. TpeboBanusi K MUHHIMAJbHOMY MaTepHAJIbHO-TEXHHYECKOMY obecieye-
HHIO

Peanmusanus npodeccrnoHaIbHOTO MOIYIIS TPEAoiaraeT Haliuue yaeOHOro
kaOuHeTa K APXUBOBEICHUEY.

IIpakTrdeckast MOArOTOBKA MMPOXOINT:
MJIK 02.01 Oprasusanys 1 HOPMaTHBHO-IIPABOBBIE OCHOBBI @pXHBHOTO Jelia U
MJIK.02.02 Obecnieyenre COXpaHHOCTH JOKYMEHTOB— KaOMHeT ApXUBOBEIECHUS U
nabopaTtopus «JloKyMeHTOBeIeHU s
VI1.02 YuebHas npaktuka mo ITM.02 JloKyMEeHTHpOBaHWE H OpraHW3alHOHHAs
00paboTKa JOKYMEHTOB — B JlabopaTopusx: JJokyMeHTOBeneHUsS U Y4ueOHas KaH-
LETISPHSL.
I1I1.02 ITpousBojcTeeHHas npaktuka 1o 11IM.02 JlokyMeHTHpOoBaHNWe W OpraHu3a-
[IUOHHAsA 00pabOoTKa TOKYMEHTOB - Ha MIPEANIPUITHSAX.
Ob6opynosanue yae6HOro KabuHeTa 110 KOIUYeCTBY 00y4JaroIiXCs:

-CTOJI yYeHHUYECKUH;

-CTYJI Y4€HUYECKHII;

-CTOJI YYUTEIIbCKUN;

-CTYJI yYUTEIIbCKUN;

Texnuueckue cpencrTea o0ydeHUS

-KOMITBIOTEP C JIMLIEH3HOHHBIM IPOrPaMMHBIM 00€CIIeYeHUEM U MyJIbTUME I~
TIPOEKTOP;

- UHTepaKTUBHAA JOCKa

- IPUHTEP.

- HarJsgHbIe T0COOHS.

OGopynoBaHue J1ab0paTOPHUH 10 KOJIUIECTBY 00yUArOIIMXCS:
-CTOJI YYCHUYECKUN;

-CTYJI YICeHUYECKHM;

-CTOJI yUUTEIIbCKUN;

-CTYJI YYUTEIbCKHM;

- cpezcTBa Ay 00paboTKHU U IIPOINMBKY TOKYMEHTOB;

- 00pasIpl 3aM0HEHHBIX (JOPM JOKYMEHTOB;
-yHUGDUIUPOBAaHHEIE (DOPMBI JOKYMEHTOB.

4.2. UadopmanuoHHoe obecnieueHrne o0y4eHus
Ilepevyens pexomMeHayeMbIX y4eOHBLIX H3AaHuii, UaTepHeT-pecypcos, A0moJi-
HUTEJbLHOH JIHTepaTyphl
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OcHOBHBbIE HCTOYHHKH:

1.

Opranuzanus apxXUBHON U CIIPaBOYHO-UH(OPMAIIMOHHON paboTHI 110 JOKY-
MEHTaM OpraHu3auuu: yued. s cTyn. YupexmeHwd cpei. mpod. obpaszo-
Banus: B 2 4. 4 1/ E.M. Byposa, T.U. Xopxopauna; nox pex.E.M. Byposoii.
— 3-e u3n., crep. — M.: M3narensckuii HeHTp «AkaneMus», 2019. — 336 c.
Opranu3zanus apXUBHOM U CIIPaBOYHO-MH(DOPMALMOHHON paboThI IO JTOKY-
MEHTaM OpraHM3auuu: ydeld. Ans cTyl. YupexaeHud cpeld. mpod. oGpaso-
BaHui: B 2 4. U 2/ E.M. Byposa,E.B. Anekceesa, JL.II. Adanaceena, A.E.
Ponuonosa; nox pen.E.M. Byposoii. — 3-e uzn., crep. — M.: M3marenbckuii
1eHTp «Axanemus», 2019. — 400 c.

ﬂOHOJIHHTEJIbele HCTOYHHKH:?

1.

2.

Packun JI.W. Meronuka u mpakTHKa apxuBoBeneHus: yueOHux g CIIO,
M.: UsparensctBo FOpaiit, 2019 r. —339 c.

@enepanbHbli 3aK0H 0T 22 okTa0ps 2004 . N 125-03 "O6 apxuBHOM feie
B Poccuiickoii @enepannu (¢ U3MEHEHUSAMH U JOMOJHEHUIMH).

. 3aKoH PO OT 21 WO 1993 i N 5485-1

"O rocymapcTBeHHOM TaiiHe" (C H3AMEHEHHSIMH U JIOTIOJIHEHUSAMH ).
yaap

. ITonoxenue o DenepaibHOM apXWBHOM areHTCTBE (C M3MEHEHHAMH M J0-

MIOJTHEHUSIMH ).

. Ilpuka3s Munkynstypsl Poccun ot 31.03.2015 N 526 "O6 yrBepxaeHuU

IIPaBUJI OpraHu3aluy XpaHeHWs, KOMIUIEKTOBaHUS, yueTa M UCITOIb30BaHusI
IOKyMeHTOB ApxuBHOro Qonnaa Poccutickoit Demeparuu u Apyrux apXus-
HBIX JOKYMEHTOB B OpraHax IoCyJapCTBEHHOH BIIACTH, OpraHaX MECTHOI'O
camoyImpasiieHus 1 opraauzanusix” (3apeructpupoBano B Muniocte Poccuu
07.09.2015 N 38830)

IIpukas @enepanpHOro apxuBHOro areHTcTBa ot 2 Mapra 2020 r. N 24 "O6
yTBepKaeHuH IIpaBun opranu3anuy XxpaHeH!s, KOMIUIEKTOBAHMSI, ydeTa U
HCTIONB30BaHMUS TOKyMEHTOB ApXuBHOTO (poHna Poccuiickoit Denepaliuu u
ApyTUX apXWBHBIX JOKYMEHTOB B I'OCYapCTBEHHBIX ¥ MyHHIIMIAIBHBIX ap-
XHUBAX, My3esaX U 0ubnuorekax, HAyYHBIX OpraHu3aIuax"

HNuTepHer-pecypebi:

1. Apxwussl Poccuiickoit Akajiemun Hayk — http://arran.ru

2. Bceepoccuiickui Hay4HO-UCCIIEA0BATEIBCKUN HHCTHTYT JOKYMEHTOBE-
nenus v apxusHoro gena (BHUAMJIAJT) — https://vniidad.ru

3. TocypmapcrBenHEIi apxuB Poccuiickoit ®enepanuu —
https://statearchive.ru

4. XKypnan «/lenonpou3BoACTBO U JOKYMEHTOOG0POT Ha IPEITPUSITHI
https://delo-press.ru

5. XKypnan «Cexpetaps-pedepenr - https://www.profiz.ru/

6. Mudopmannonso-mnpaBoBoi moprai «I apanr.ru» — http://ivo.garant.ru
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7. Odunmansubiil cait OenepanbHOro apXMBHOIO areHTCTBA -
http://archives.ru/

8. Ilopran «Apxussl Poccum» - http://www.rusarchives.ru/

9. PoccHiicKuii rocynapcTBeHHBIN apXyuB KHHO(OTOJOKYMEHTOB —
http://www.rgakfd.ru

10.Poccuiickuii rocy1apcTBEHHBIN apXyUB HAYYHO-TEXHUYECKOW JOKyMEH-
tauu — https://rgantd.ru

4.3. O6mmue TpeGOBaHUS K OPraHU3alHH 00pa30BaTeILHOIO Nponecca

Ipenomasanue [TM.02 JloKkyMeHTHpOBaHUE U OpraHU3alMOHHAs 00paboT-
Ka JOKYMEHTOB HMeeT IPAKTHUECKYIO HallpaBIEeHHOCTS.

Jis 3aKpeIIeHus TEOPeTUYECKUX 3HAHWH W MpHOOpeTeHHs HeoOXoau-
MBIX [IPAKTUIECKUX HABBIKOB IIPEyCMaTPUBAIOTCS IPAKTHYECKHe 3HAHMs, KOTO-
pble MTPOBOSTCS MOCIe U3Yy4eHUs COOTBETCTBYIOIIUX TeM. LI pasBUTHA TBOpYE-
CKOM aKTHBHOCTH O0y9aromuxcs B IporpamMme IpeayCMOTPEHO BBINOJIHEHHE ca-
MOCTOSITENIEHBIX padoT.

I[Mpenopasanue [TM.02 JJoKkyMeHTHPOBaHYE U OpraHu3aluoHHas o6pabor-
Ka JIOKYMEHTOB IPOBOAUTCS B TECHOM B3aMMOCBSI3H C IPYTMMHU oOmienpodeccuo-
HansHeMu aucimmumaame: OI1.05 OcHoBEI pemakTupoBanus JokymeHToB, OIL.04
Oprasu3zaiioHHas TEXHUKA.

B mpomnecce nzyuenus [IM.02 ucmons3yroTcst akTUBHBIE (POPMBI IIpOBEIe-
HUS 3aHATHHA ¢ IPUMEHEHUEM 3IIEKTPOHHBIX 00pa30BaTeNIbHBIX PECYPCOB, AEIOBEIX
U pPOJIEBBIX HI'P, WHAMBUIYAIBHBIX W TPYIIIOBBIX IIPOEKTOB, aHAIM3a MPOU3BOI-
CTBEHHBIX CHUTYAIlHii, IICUXOJIOTHYECKUX U UHBIX TPEHWHIOB, IPYIMIIOBBIX JTUCKYC-
cuif B COYETaHWH C BHEAyIUTOPHOMN paboToit A1 GOpMUPOBaHHS U Pa3sBUTHs 00-
IIUX ¥ TPO(ECCHOHATBHBIX KOMIIETEHIUH 00yJaromXxcsl.

Bo BpeMsl caMOCTOSTENIFHON OATOTOBKY 0bydaronuecs obecriedeHsl 10~
CTyIoM K ceTd «VIHTepHeT.

V4ebHas NpakTruKa NPOBOAUTCS Ha 6a3e ydeOHOro 3aBejieHus B 1aboparo-
pusix: JlokymeHToBeneHus U YdeOHas KaHIeIApus. PyKOBOACTBO rpyImod ocy-
IIeCTBIISET IIperoaBaTelb.

®opmoit poMexxyTodHoH arrectaryu mo IIM.02 JlokymMeHTHpOBaHHE H
opraHM3alMoHHas 006paboTka IOKYMeHTOB sBisfercs mposegenue: mo MJIK
02.010pranu3anusi ¥ HOPMATUBHO-TIPABOBEIE OCHOBBI apXMBHOT'O Jle/la — SK3aMe-
Ha, MJIK 02.02 O6ecrieuerne COXpaHHOCTH JOKYMEHTOB — i hepeHIInpOBaHHO-
ro 3ayera; o YI1.02 YuebHas npaktuka - qudhepernupoBadaoro 3adera, [TT1.02
[Ipon3BoACTBEHHAS TIpaKkTHKa - IuddepeHnupopanHoro 3a4era, mo 1IM.02 - ak-
3aMeHa KBATU(UKALMOHHOTO.

4.4. KagpoBoe oGecnievenue 06pa3oBaTeJbHOr0 Iponecca
TpeGoBanus K KBaJJHPHKANHH neJarorH4ecKux (MHKEHEPHO-
MmeJarormyecknux) Kajapos, o0ecrevHBAIOMHUX OOy4yeHHE MO MeKIHCHHILIH-
HAPHOMY Kypcy (Kypcam):
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Peanu3zanys OCHOBHOM IpodeccHOHaNbHOM 00pa3oBaTenbHOR MPOrpaMMEbl 110
npodeccun CIIO obecneunBaeTcs IegaroruyecKUMHI KaJapaMy, UMEIOIMMHU BBIC-
mee IpodeccHoHalbHOe 00pa3oBaHME, COOTBETCTBYIOUIEE IPODHIO MOMYIS
I[IM.02 JTokymMeHTHpOBaHUE W OpraHM3alMOHHad 06paboTka JOKYMEHTOB W IIPO-
deccuu CIIO 46.01.03 [Ienonpou3BOAUTENb.

TpeGoBanus x KBanM(UKAIKMU HEAarOTHIECKUX KaApOB, OCYIIECTBIAIONIHUX
PYKOBOJICTBO ITPAKTUKH.

NuxeHepHo-nexaroruyecKuii cocras.

OnbIT HeATeNbHOCTH B OpPraHU3alMsAX COOTBETCTBYIOLIEH MpodecCHOHaNbHOl
cheps! sBIAeTCS 06s3aTENBHBIM IS [IPEo/iaBareieil, OTBEHYATONIUX 332 OCBOCHME
obyJaromumMest TpoPECCHOHANTBHOTO IMKIIA, STH IIPENoAaBaTelld i MacTepa Ipo-
U3BOJICTBEHHOTO 00y4eHHUS NPOXOIAT CTAKUPOBKY B HMPOQUIBHEIX OpraHU3aIlHsaxX

He pexe 1 pasza B 3 roga.

5. KOHTPOJIb 1 OIEHKA PE3YJBTATOB OCBOEHUS ITPODPECCH-
OHAJIbHOI'O MOAYJIsA (BUAA ITIPO®ECCHOHAJIbHOM JEATEJIb-

HOCTN)
PesyabTaTsl DopMbI H MeTO-
OcHoBHBIE IIOKA3ATE/H OLEHKH
(ocBoenHblIe IpodeccHOHANILHBIE - AbI KOHTPOJIA H
KOMIIETEHIIHH) pesy OIleHKH
IIK 2.1. ®opmupoBaTs gena. Cobmonenne mpasun Kraccuuxa- | DKcnepTHOE
UM JOKYMEHTOR. HaOIoIeHHE U

JleMOHCTpanusi yMEeHHl ¥ HABBIKOB
1m0 (OPMHUPOBAHHIO Pa3IUYHBEIX BH-
JIOB JIEJL.

CocraBnenne u odopmieHue HO-
MEHKIIATYPbI 1€ OpraHu3aruy.
@OopMHPOBAaHHUE JIET B COOTBETCTBUE
C YTBEPKACHHONH HOMEHKIIATYpOii.
Obecrieuenre COXpaHHOCTH [T B
TEKYIIEM JEJIONPOU3BOJICTBE C HC-
MTOJIE30BAHUEM COBPEMEHHBIX BHIOB
OPraHu3alMOHHON TEXHAKH.

IIK 2.2. O6ecneunBars OBICTPHIf
IIOWCK JIOKYMEHTOB II0 HAY4HO-
CIpaBOYHOMY ammapary (KapTore-
KaM) OpraHHU3alliH.

Cobmonenne mpasun (GopMUpoBa-
HHSL HayYHO-CIIPABOYHOIO anmapara.

IIK 2.3. CucreMaTH3HpOBaTE H
XPaHUTh JOKYMEHTBI TEKyIIEero ap-
XHBa.

OcymecTBlIEHHAE MTOATOTOBKU €N K
nepenade Ha apXUBHOE XpaHEHHE.
OcymecTBrienne  palMOHAIBLHOIO
pasMeIIeHuss JOKYMEHTOB B apXwH-
BOXPaHUJIHIIIE.

3Hanune TEXHOJIOTHH mpueMa-
nepenavd JIOKYMEHTOB Ha XpaHe-
HHE.

OIlEHKa Ha Teope-
TUYECKHAX U TIpak-
TUYECKUX 3aHATH-
X, TIPH BBIIIOJIHE-
HWM BHEAYAUTOP-
HOM caMoCTOsI~
TENbHOU paboTel U
y4eOHo-
IIPOU3BOICTBEH-
HBIX pabor
MJIK.02.01 Opra-
HHU3alHsd ¥ HOpMa-
THBHO-IIPABOBEIE
OCHOBBI apXUBHOI'Q
Jena — 5K3aMeH
MIK.02.02 Ob6ec-
TIEUeHHE COXpaH-
HOCTH JOKYMEHTOB
— mupdepeniupo-
BAaHHBIN 3a4eT
VI1.02 mo IIM.02 —
nudbepeHmIpo-
BaHHBIM 3a4eT
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CocraBneHne OCHOBHEIX YYeTHBIX
JIOKYMEHTOB apX#Ba.

Cobmosienue npaBun cucTeMaTn3a-
LMY ¥ XPAaHEHHUSI JOKYMEHTOB.

IIK 2.4. OG6ecneunBars coxpan-
HOCTB IPOXOIAIIEH cayxebHoMH 1o-
KYMEHTAI[HH.

Cobmosienne mpasmir XpaHeHus J0-
KyMEHTaIluu

IIK 2.5. T'otoBuTs ¥ mepenasathb
JOKYMEHTHI Ha apXHBHOE XpaHEHHUE.

Cobmonenne npasyi IOATOTOBKA H
Iepeavyi MaTepualioB Ha XpaHEHWe
B apXWB.
OcymecTpnenne HpaBuIbHOTO Xpa-
HEHHS 7€l B TEKyINEeM JEJIONpOU3-
BOJICTBE.

IIK 2.6. O6ecreunBars coxpaH-
HOCTB apXMBHBIX JJOKYMEHTOB B Op-
raHU3aIAn

Colmosienre mpaBuiI COXpaHHOCTH
ApXHBHBIX JOKYMEHTOB.

III1.02 mo IIM.02 -
madbepeHIEpo-
BaHHBI 3a9€T
IIM.02 — xBaym-
(GUKaMUOHHEBIA K-
3aMeH

©OpMBEI ¥ METOJEI KOHTPOJISL M OLEHKH DPe3yIbTaToB O0yYeHHs HOIKHEI

IO3BOJIATE TIPOBEPATH Yy OOYYaIOIIMXCS He

TOJIBKO

cOpPMHPOBAHHOCTH

IPO(ECCHOHATIBHEIX KOMIETEHIMH, HO M pasBUTHE OOIHX KOMIIETeHIIUH 1

00€CTIeYHBAIOIIHIX HX YMEHHUIHA.

PesyabsTaTel
OcHoBHBIE TOKA3ATENH OIEHKH DopMBI H METOABI
(ocBOEHHBIE 00IMUE KOMIIETEH-
pesyabTaTa KOHTPOJISI A OII€eHKH
1M H)
OK.1. IToHUMaTH CYIIHOCTH W JeMoHcTpaims MHTepeca K | OKclepTHOe HaGmO-
COLIMANBHYIO 3HAYMMOCTH | Oy ryImeii mpodeccuu. fICHAC ¥ ONCHKA HA
2 " TEOPETUYECKUX U
cBoeit 6 el npodeccun
YAy ” ap (,i,) 2 MIPaKTHYECKHX 3aHf-
IIPOSIBIIATE K HEHM YCTOMYUBEIL THSX, TpH BEIIONHE-
MHTEpEC HUHM BHEAyIuTOPHOM
OK 2. Opranusossisats | [IpaBuisnas OpraHW3aLHs | CaMOCTOSTEBHOMN
COOCTBEHHYIO  JZIEATENBHOCTS, | COGCTBEHHOM pabotel u  y4eGHO-
MCXOJI U3 LIEIH U CII0COG0B €€ | MpodecCHOHATBHOM Hpgmﬂommemm
anor
JMOCTHKEHUSA, ONpPENEIeHHBIX | IeATeIbHOCTH. P
PYKOBOZUTEIEM IlocranoBka 1erneit u BEIGOp

METOM OB €€ NOCTHXEHHUS.

Beibop wu  npumenenue
METOJI0B 51 Ccroco0oB
pelreHus

IpodecCHOHANBHEIX 3a1ay B
obmactu
JOKYMEHTAIOHHOI0
00CITy)KHUBaHWA yIIpaBIEeHHUS.
Onenka s¢dextuBHOCTH U
Ka9eCTBa BBIMOJTHEHHUS.
JleMoHCTpanus npaBunbHOI
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MMocCjIenoBaTCIbHOCTH BO

BpeMsI BBIIIOTHEHUS
MIPAKTUYECKUX 3aHSTUI.

OK 3. Ananmu3upoBath | AHanu3 paboueil cUTyaluu

pabouyro CUTYallHIo, | B obsactu

OCYyIIECTBISTh TeKyIIUH | JOKYMEHTaHOHHOTO

UTOTOBBIM KOHTPOIIb, OILICHKY
U KOPPEKUHUI0 COOCTBEHHOM
IeSITeIbHOCTH, HECTH
OTBETCTBEHHOCTh 3a
pe3yJIbTaThl CBOEH paboThI

00CIyKMBaHUS yIIPaBICHHSL.
Onpenenenue  alropuT™a
JEeNCTBUM B ITaHHOU
CUTYyallUH.
OcymecTBieHne TeKyIlero
U  WTOTOBOIO  KOHTPOIA
eI TeIbHOCTH.
CamMoaHami3 W KOPpPEeKIIHs
BBITIOJTHSIEMOM

TesTeTFHOCTH.
OtBeTcTBEeHHOE
BBITIOJTHEHHE CBOEH paboTHL.

OK 4. OcymecTBiiaTe mouck | O dHeKTUBHBIHA TIOMCK

uabopMalu, HeoOXOTUMOH
TUTS 3¢ HeKTUBHOTO
BBITTOJTHEHUS
npoecCHOHANBHBIX 3a/1a4

HeoOxoauMol HH(OopMauu.
Hcnionp30BaHre Pa3IMYHbIX

HCTOYHHUKOB, BKJTFOJAsT
3JIEKTPOHHEIE.
Brnagenue  wMeromamMu |
criocobamu IIOUCKa
uHDOpMAaITIH.

Ocy1necTBieHue OLIEHKU
3HAYMMOCTH  WH(pOpMALUK
bbb BBIITOJIHEHUS
npodecCHOHATBHBIX 321a4.
Hcnons3oBanue
HHQOpMAlH KaK CpelcTBa
3(h(}EeKTUBHOTO BBITOIHEHUS
podecCHOHATBHBIX 3a/1a4.

OcymectBiienue
camMo00pa3oBaHuA u
TIOBBILIEHUS YPOBHS

npodecCHOHATBHBIX 3HAaHUI.

OK 5 Hcnonp3oBath | Bnagenue  mepcoHalIbHBIM
HHGOPMAIHOHHO- KOMITBIOTEPOM.
KOMMYHHKAIIMOHHBIE Hcnons3oBaHue
TEXHOJIOTHI B | IpOrpaMMHOTO
npodeccruoHaTbHON obecrieyeHuss B PpEIICHUU
JIESATEILHOCTH npodhecCHOHANBHBIX 331a4.
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Hcnons3oBanue B
poeCcCHOHATLHOR
JeSATETbHOCTH CpencTB
OpPraHu3alMOHHON TEXHUKH.
OcymiecTBienue amanusa u
OLEHKH HMH(QOpMAaIUH ¢
HCTIONIB30BaHUEM
UHGOPMAaIHOHHO-
KOMMYHHUKAITHOHHBIX
TEXHOJIOTHA.

OK 6. Paborats B kxomaHze, | Crioco6HOCTE K
5G(EeKTUBHO  00mATECA ¢ | KOJUIEKTHBHOM pabore,
KOJJIETaMH,  PYKOBOJCTBOM, | A€MOHCTpAIHS HaBBIKOB
KIIMEHTaMHU IIPO(ECCHOHAIEHOTO
o0meHHss ¢  Koluleramuy,
PYKOBOZICTBOM.

OK 7. Hcnonaars BomHCKYIO | CIOCOGHOCTS IIPOSIBIISITE
0053aHHOCTB, B TOM 4YHCIE C|4YyBCTBO IATPUOTH3MA U
IPUMEHEHUEM  IONy4YeHHEIX | 1060Bb K Pommne
Ipo(eCCHOHANBHEIX  3HAHUH
(U1 FOHOILIIEH )

DOpPMBI TEKYIIEro KOHTPOJIS M MPOMEKYTOYHON aTTeCTAIUH i oOyJarommxcs
MHBAJIM/IOB ¥ 00Y9arOIIUXCs ¢ OTPAHMIEHHBIMH BO3MOYKHOCTIMHA 37I0POBbS YCTAHAB-
TABAIOTCA C yHCTOM HMHIMBHTYalbHBEIX INCHXOQH3MYECKHX OCOOGEHHOCTEH (YCTHO,
IIACbMEHHO Ha Oymare, IUCbMEHHO Ha KOMIIBIOTEpE, B (opMe TECTHPOBAHUA U T.IL.).
IIpy HEOGXOMMOCTH TIPETyCMOTPEHO YBeTHUCHNE BpEMEHHU Ha IOJIFOTOBKY, a TaKKe
IIPEOCTABICHHE TOIIOTHUTELHOTO BPEMEHH JIJIS [IOATOTOBKM OTBETA.
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