1

YACTHOE NTPOPECCHUOHAJIBHOE OBPA3OBATEJIBHOE YUYPEXJIEHUE
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2 roga 6 Mecs1eB Ha 6a3e cpeqHero o0mero o0pa3oBaHus
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1. OBIIASI XAPAKTEPUCTUKA PABOYEM ITPOI'PAMMBI
MNPO®ECCHUOHAJIBHOI'O MOAYJIA

1.1. Iesb 1 MecTO NPO(PecCHOHATBLHOTO0 MOYJISAA B CTPYKTYpe 00pa30BaTe/ibHOM NPOrPaMMbl
ey Momyns: ocBoeHHE BUaA aesTebHOCTH «OcBoenune mpodeccuu "J{enonpon3BoanuTess' ».

[Tpodeccuonanpusiii Mmoaynb [IM.03 OcBoenne npodeccun "Jlenonpon3BoauTens" BKIIOYCH B
00s13aTeNIbHYIO YacTh MPO(PECCHOHATBLHOTO IIMKIJIa 00pa30BaTeIbHON IPOTPAMMBI.

1.2. Ilnanupyemble pe3yJbTaThbl 0CBOeHHSI NPOGeCCHOHATIBHOT0 MOTYJIS
Pesynprathl OCBOGHHS MPO(ECCHOHAIBHOTO MOXYJS COOTHOCATCS C IUIAHUPYEMBIMH
pe3yJibTaTaMi OCBOCHHsI 00pa30BaTeNIbHOI MPOrpaMMBbI, IIPEICTABICHHBIMU B MATPUIIE KOMITETEHITUI
BbIycKkHUKa (pa3zaena 4.3 ITOII-1I).
B pe3ynbrate ocBoeHUs MpodeCcCHOHaTBLHOT0 MOAYIISA 00YJarOIIUNACS JOKEH:

Kon Ymers 3HaTh Baaners HaBbIKAMU

OK,

IIK

OK.01 | pacriozHaBatb 3a/1a4y | aKTyaJbHbII
u/unm npobiiemy B | IpoheCcCHOHATEHBIN U
npo¢ecCHOHATILHOM COLMAJIbHBIA KOHTEKCT, B
u/unu COITMAIFHOM | KOTOPOM PUXOIUTCS
KOHTEKCTE, paboTaTh U KUTb
aHAJM3UPOBAThH U | CTpyKTypa  IJJaHa  JJs
BBIJIENIATE €€ COCTaBHBIE | PELICHMS 3a/1a4, AJITOPUTMbI
9acTH BBIMIOJIHEHUST  pabor B
OIpeNeNATh 3Tansl | NpodecCHoOHAIbHON "
pereHust 3aJauM, | CMEXHBIX 001acTsIX
COCTaBIISAITh IUTaH | OCHOBHBIE UCTOYHUKHU
JIeWCTBUS, PEaTM30BbIBATh | HHQOPMAIIMA W PECyPCHI
COCTaBJICHHBIN IUIaH, | JUIs pelIeHus 3aaad W/Win
OTIpeeIATh npo0iem B
HE0OXOTUMBIE PECYPCHI npodeccuoHalbHOM  W/WIH
BBISBJIATh U 3(PPEKTUBHO | COMAIBHOM KOHTEKCTE
UCKaTh UH(POPMALIUIO, | METO/bI paboThI B
HE00X0IUMYIO JUtst | Ipo¢heCcCUOHATIbHOM "
peleHust 3aJaud  WM/MIM | CMEXHBIX cdepax
po0GsIeMbI MIOPSJIOK OLICHKHU
BJAJeTh  aKTYAJIbHBIMU | PE3yJIbTAaTOB peleHus
MeToJlaMu  paboThl B | 337a4 MpodeccroHalbHOMI
npogeccuoHaIbHON U | 1eATeNbHOCTH
CMEXHBIX chepax
OLIEHUBATh pe3yibTaT U
MOCIIEACTBUS CBOUX
JNENUCTBUN
(caMOCTOATENTHHO WM C
MIOMOIIII0 HACTABHUKA)

OK 02 | onpenenatrh 3amadd [Jis | HOMEHKJIATypa
MOMCKa uHpOpManuy, | UHOOPMAITHOHHBIX
IUIaHUPOBATh IpOLECC | UCTOYHUKOB,
TIOUCKaA, BBIOMPATH | IPUMEHIEMBIX B
HEOOXOMMBbIC UCTOYHUKH | TPOECCHOHATTbHON
uHpOopMaIuu JeSITeTbHOCTH




HanoOoJee
nepeyHe

BBIJICIIATh
3HaYMMOE B
nHpopManuu,
CTPYKTYypUPOBAThH
MOJTy4aeMyO
nH(pOpMaIIHIO,
opopMIIATH
MIOUCKa
OLICHUBATh MPAKTUYCCKYIO
3HaYMMOCTb PE3YJIbTAaTOB
MOMCKA

pe3yabTaThl

HpI/IMeHHTB CpeI[CTBa
HHGOPMALIMOHHBIX
TCXHOJ’IOFI/II;'I JUUIA peHICHI/Iﬂ
poheCCHOHATBHBIX
3a1a4

HCIIOIB30BaTh
COBPEMEHHOE
IIPOrpaMMHOE
obecrieueHue B
npodeCcCHOHATBLHOM
NEATEIbHOCTH

UCIOJIb30BaTh Pa3jNyYHbIe
uudpoBbie CcpeacTBa It

IIPUEMBI
CTPYKTYpUPOBaHUS
nHpopmauu
¢dopmar
PE3yNbTaToB
uH(pOopMaIU
COBPEMCHHBIE CPEJCTBA U
YCTPOMCTBA
UHPOPMATH3ALUH, TTOPSIOK
UX MPUMEHEHHS
IporpaMMHOE 00ecrieyeHne
B npogeccuoHaTbHON
JEATeIILHOCTH, B TOM YHUCIIE
i (poBbIE CpeaCcTBa

odopmiteHHS
HIOMCKa

pereHus
po¢eCCUOHATBHBIX
3azaq

OK 03 | oprann3oBbIBaTh THIIOBEIE METO/IbI u
COOCTBEHHYIO COCco0BI BBITIOJTHEHUS
JeSITeTbHOCTh, OLIEHUBATDH | MPO(ECCHOHATBHBIX 3314
ee 3(deKTUBHOCTh U | COAEepKAaHUE  aAKTYyalbHOM
Ka4ecTBO HOPMAaTHBHO-TIPABOBOM
OTIPEAETSATh UCTOYHUKHU U | TOKYMEHTAIlUU
aKTyaJbHOCTb COBpEMEHHasi Hay4yHas |
HOPMAaTHBHO-TIPABOBO npogeccuoHaIbHast
TOKYMEHTAITUH B | TEPMUHOJIOTHS
npodeccuoHaIbHON BO3MOXHBIE  TPAaEKTOPUHU
NeSITeIbHOCTH npodeccrnoHalbHOTO
IPUMEHSATh COBPEMEHHYIO | Pa3BUTHS u
Hay4HYIO caMm000pa3oBaHUs
po¢eCcCUOHATBHYIO OCHOBBI ~ TIPAaBOBOM |
TEPMUHOJIOTHIO (UHAHCOBOW TPAMOTHOCTH
OTIpeNeNATh U | -CTPYKTYpYy JMYHBIX
BBICTPAWBaTh TPACKTOPHH | TOXOJOB W PAaCXOJIOB,
npo¢eCcCOHATBLHOTO npaBuiIa COCTaBIICHUS
pa3BUTHS U | IHYHOTO W CEMEWHOTO
camMoo0pazoBaHus OroKeTa;
COCTABIISITh  PA3JIMYHBIC | -OCOOCHHOCTH  Pa3IMIHBIX
MIPABOBBIE JIOKYMEHTHI OAHKOBCKMX U CTPaXOBBIX
-IJJAHUPOBATh  JIMYHBIC | IPOJYKTOB M BO3MOXKHOCTH

JOXOAbl W PaCXOJbl,
MPUHUMATh (UHAHCOBBIE

nux HUCITOJIBb30BaHUA B
npodeCCUuOHATHHON




pelICHHUS, COCTaBIISATh
JINYHBINA OIO/IKET;
-MCII0JIb30BaTh
pa3zHooOpasue
(bMHAHCOBBIX
WHCTPYMEHTOB JUISt
yIpaBICHUS JTUYHBIMH
¢uHaHCAMM B LEJAX
JOCTHOKEHHS

NEeSTeNbHOCTH W JIIS
yIPaBICHUS JTUYIHBIMU
(buHaHCaMU;

(uHAHCOBOTO
Oyaromnoyyuus, ¢ y4eToM
¢duHaHCcOBOU
0€30MacHOCTH
OK 04 | opranu3oBbiBaTh palOTy | MICUXOJOTUYECKUE OCHOBBI
KOJUIEKTHBA U KOMaH bl NeSITeIbHOCTH KOJUIEKTHBA
B3alMO/ICIICTBOBATH C | ICUXOJOrHYECKHE
KOJIJIETaMH, 0COOCHHOCTH JIMYHOCTH
PYKOBOJICTBOM, OCHOBBI IIPOEKTHOM
KIIMEHTaMH B X0JIe | ASITeTbHOCTU
npodeccnoHaTBEHOM
JeSITeIbHOCTH
OK 05 | rpaMOoTHO u3MaraTh CBOU | MpPaBHIIA odopMIIeHUS
MBICIE U OQOPMIIATH | TOKYMEHTOB
JIOKYMEHTBI 1o | mpaBuia MIOCTPOEHUS
npodeccnoHanbHOM YCTHBIX COOOIICHMIA
TeMaTHKe Ha | 0COOEHHOCTH COLMAIBHOTO
rOCYAapCTBEHHOM SI3bIKE | U KYJIbTYPHOTO KOHTEKCTa
MIPOSIBIISATH
TOJIEPAaHTHOCTH B pabouem
KOJJIEKTHBE
OK 06 | mposiBAsITE  Tpa’kJaHCKO- | CYIIIHOCTb IPaKJIaHCKO-
MaTPUOTHYECKYIO MaTPUOTUYECKON MO3ULUU
MO3ULUIO TPaIUIINOHHBIX
JEMOHCTPUPOBATh 00111e4eI0BEYECKIX
OCO3HAaHHOE TOBEJICHHE LIEHHOCTEW, B TOM 4HCIE C
OMKCHIBATH  3HAYUMOCTH | YUETOM rapMOHU3aIUN
CBOEH CIleluanbHOCTH MEXHAIIMOHATBHBIX u
MPUMEHITh  CTAHJAPTHI | MEKPEIUTHO3ZHBIX
AHTUKOPPYIMIIMOHHOTO OTHOIIECHUH
MOBE/ICHUS 3HAYUMOCTb
npodeccroHanbHOM
JeSITeNIbHOCTH 1o
CIEIUAIBHOCTH
CTaH/IapThI
AHTHUKOPPYIIIUOHHOTO
MOBE/ICHUS U TOCJE/ICTBUS
€ro HapyleHus
OK 07 | cobmonath HOpPMBI | IpaBUjIa  AKOJIOTMUYECKOM
HKOJIOTMYECKOI 0€30MMacHOCTH NP BEICHUU
0e30MmacHOCTH npodeccroHanbHOM
OTIpe/ICIISATh HAIPaBJICHUS | IEATEIbHOCTH

pecypcocOepexeHust B




pamKax
npodeccnoHaTbEHOMI
JeSTeTbHOCTH o
CTCUATBHOCTH
OpraHU30BBIBATH
poheCCUOHATTEHYIO
JeSITeTbHOCTD c
co0IIr0IcHIEM
MIPUHITUIIOB OEPEKITUBOTO
MIPOU3BOJICTBA
OpPraHU30BBIBAThH
poheCCHOHATTEHYIO
JESTEeIbHOCTh C YYETOM
3HaHUH 00 WM3MEHEHHUH
KIIMMAaTUYECKUX YCIIOBUM

OCHOBHBIC pecypchl,
3aJ1€ICTBOBAaHHbIE B
npodecCuoHaIbHON
JeSTEIIbHOCTH

MyTH obecrieueHus
pecypcocOepekeHmst
NPUHIUIBL  OEPEKITHMBOTO
MIPOU3BOJICTBA

OCHOBHBIE  HamIpaBlICHUS
M3MEHEHUS KIIMMAaTHYeCKUX
yCIIOBUI peruoHa

npaBujia  TMOBEICHHUS B
Ype3BhIYAITHBIX CUTYAIUSIX

peruona
3¢ PeKTUBHO N1eHCTBOBATH
B YpE3BBIYANHBIX
CUTYyaLUsX

OK 08 | ucnonp3oBaTh poiib ¢buzngeckoit
(GU3KyIBTYpHO- KYJIBTYpBbI B
037JOPOBUTEIILHYIO OOLIEKYJIbTYPHOM,
JesITeIbHOCTD Ui | mpogecCHOHATbHOM u
YKpEIUIEHUs  3JI0pOBbS, | COLUAIBLHOM pa3BUTUN
JNOCTUKEHMSI SKM3HEHHBIX | YEIOBEKa
u po(hecCHOHANIBHBIX | OCHOBBI 37]0pOBOr0 00pa3a
nenen YKA3HU
MIPUMEHSITh yCIIOBUS
palnMoHalbHble  MPHEMBI | MTPodhecCHOHAIBHON
JIBUTATEIbHBIX QYHKIUM B | 1€ATEILHOCTH U 30HBI
npodeccuoHaTbHON pucka ¢bu3nveckoro
JeSITEIbHOCTH 3lI0pOBbS 1S JAHHOMU
II0JIB30BATHCS CPEACTBAMM | CIIELIMATIBHOCTU
poUIaKTUKH cpeactBa  NpoQUIAKTHKU
NIEpPEHAIPSKECHMUS], IIEpPEHAIPSKECHUS
XapaKTepHBIMU JUIS
JTaHHOU
npo¢eCcCuoHATBHON
JESITEIBHOCTH

OK 09 | nonumate oOUIMII CMBICIH | IpaBUiIa IIOCTPOECHUS
YETKO  IPOM3HECEHHBIX | IPOCTBIX M CJIOXHBIX
BBICKa3bLIBaHUU Ha | IpeIOKEHU I Ha
U3BECTHBIE TEMBI | IPOPECCHOHATILHBIE TEMBI
(nmpodeccuoHanbHblE U | OCHOBHBIC
OBITOBEIE), MOHUMATh | 0OLIEYNOTPEOUTENbHBIE
TeKCTbl ~ Ha  Oa3oBble | rmarosnbl  (ObITOBasE |
npodeccuoHaIbHbIE TEMBI | PO eCcCHOHATbHAS
y4acTBOBaTh B JHANOrax | JIEKCUKA)

Ha 3HAKOMBIE OOIHE U
npodeCCuOHAITBHBIC TEMBI
CTPOUTH MPOCTHIC
BBICKa3bIBaHMS O ceOe U O

JIEKCUYECKUH  MHUHUMYM,
OTHOCSIIIIUUCS K ONHUCAHUIO
MpPEAMETOB,  CPEACTB U
MPOIECCOB




cBoei npodeccrnoHaIbHOM
NeSTeIbHOCTH

KpaTKo OOOCHOBBIBATH H
OOBSICHATH CBOU JICHCTBUS
(Texymmume u
IJIAHUPYEMBIE)

MUCaTh MPOCTHIC CBSI3HBIC
COOOIIEeHUsT HA 3HAKOMBIC
WA WHTEPECYIOIINE
npodeccrnoHabHBIE TEMBI

npodecCuoHaTbHON
JeSTEIIbHOCTH
0COOEHHOCTH
MIPOU3HOIICHHUS

MpaBUja YTEHHUS TEKCTOB
npodeccroHabHOM
HaIpPaBICHHOCTH

IIK 3.1.
IIK 3.2.
IIK 3.3.
IIK 3.4.
IIK 3.5.

- I[PUHHUMAaTb apXHUBHLIC

nena  (DOKyMEHTBI) Ha
MOCTOSTHHOE WIN
JOJITOBPEMEHHOE
XpaHCHHE;

- y4acTBOBAaTh B
MPOBEJICHUU IKCIICPTHU3BI
EHHOCTH pa3INnIHbBIX
THIIOB u BUJIOB
JIOKYMEHTOB B
COOTBETCTBUH c
BHYTPCHHUMHU
periaMeHTaMu
OpraHH3aIlIH;

- co0ITI01aTh
HOpPMATHBHBIC CpOKHU
XpaHCHHS nen
(1OKyMEHTOB);

- pa3Meniath apXUBHBIC
nena  (JOKYMEHTBI) Ha
MeCTaXx  XpaHEHUS B
COOTBETCTBUU c
HOPMAaTHBHBIMH
TpeOOBaHUSIMU B 00JACTH
aApXUBHOTO nena "
YIIpaBJICHUS
JOKYMEHTaMH;

- co0I01aTh
HOPMATHUBHBIC  PEKUMBI

XpaHEHUs apXUBHBIX JeI
(mIOKyMEeHTOB) Ha JFOOBIX
HOCHTETISX;

- TPOBOAWTH ONHCAHHE
apXHUBHBIX nen
(TOKYMEHTOB);

- MIOJTb30BATHCS
CIPaBOYHO-TIONCKOBBIMHU

- 337124 apXUBHOH CITY>KOBI B
Poccuiickoit deneparuu;
apXUBHBIX
yupexaeHuii B Poccuiickoit
®enepanuu;

- IPU3HAKH KJ1accupukanuu

- CHCTCMbI

JOKYMEHTOB  APXHBHOIO
dhonma Poccuiickoit
®enepanuu;

- PpEeKHM H  CIHOCOOBI
XpaHEeHUs ApPXHUBHBIX
JOKYMEHTOB, HUX Yy4YeT U
MOPSJIOK ~ WCIOJIb30BaHUS
AeI1;

- Hay4HO-CIIPaBOYHBIN
anmapar K JIOKyMEHTaM
apxuBa.

- 3(p¢deKTUBHO  OIECHUBATH
uHpopMaIno, HEOOXOIUMYIO
JUIS  pEIIeHHs] 3aJaydl WU

pOOJIEMBI

- IUIaHWPOBATh  MpPOIECC
TIOUCKaA, UCIIOJIb30BaTh
COBPEMEHHOE  MPOrPaMMHOE
obecrieueHne

- IPUMEHSTh COBPEMEHHYIO
HAYYHYIO IPO(ECCHOHATBHYIO
TEPMHUHOJIOTHEO
B3aUMO/ICHCTBOBATh c
KOJUIETaMH,  PYKOBOJCTBOM,
KITHEHTaMH B X0J1e
npo¢eCCUOHAIBHON
JIESITSIIBHOCTH

- oopMIIATH JTOKYMEHTHI TIO
MpOoPECCUOHAIBHOW TEMaTHKeE
Ha rOCyJIapCTBEHHOM SI3bIKE

- CTPOHTH MIPOCTHIE
BbICKa3bIBaHUSI O cebe U o
cBOEM npodeccroHanbHON
JeSATEIEHOCTH

- OCYWIECTBISATH DKCIEPTHU3Y
LIEHHOCTH JIOKYMEHTOB, BECTH
otbop JIOKYMEHTOB Ha
XpaHEHHE W YHHYTOXXEHHE,
JOKYMEHTHPOBATh PaboTYy;

- oopMIIATH nerna
MOCTOSTHHOTO "
JIOJITOBPEMEHHOTO CPOKOB
XpaHEHHs Uil Tepenadd B
apXWB OpraHHU3aIIH;

- COCTaBIIITh  ONHCH  JIeN
MIOCTOSTHHOTO "
JOJITOBPEMEHHOT O CPOKOB
XpaHEHHS.




CpCACTBAMU K ApXHUBHBIM
nenam (JOKyMeHTaM);

- GopMHpOBaTH EIUHUIIBI
XpaHeHUsT  JIOKyMEHTOB
UIE WX TOCIEAYIOIIEro
pasMeleHsi B apXHBE

OpraHM3aLuH;
- OCYLIECTBJIATH IOHUCK
nel (IOKyMEHTOB)

BPEMEHHOI'O XpaHEHUsl B
Mpoliecce MX XpaHEHHUs B
CTPYKTYPHBIX
MOApa3ACICHUSIX U apXUBE
OpraHu3alluy;

- IOArOTABJIMBATh
nH(pOpMaIMOHHBIE
JOKYMEHTHI IO 3a1pocam
MoJIb30BaTeliei
Pa3IIMYHBIX KAaTETOPHIA.

2. CTPYKTYPA U COAEP KAHUE IMTPOPECCUOHAJIBHOTI'O MOAYJIA

2.1. TpynoeMKoCTh OCBOEHUSI MOAYJIfA

Buj yueOHoii padoThl O0bem B yacax

O0bem o0pa3oBaTe/IbHON NPOTrPaMMBbI 182
B T.4. B popMe NpPaKTHYECKOH MOATOTOBKHU 110
B T. 4.

TEOPETUUYECKUE 3aHATUS 48
mabopaTOpPHBIE U IPAKTUIECKUE 3aHATHS 64
IIpakTuka 36
CamocrosiTensHas padoTta 22
[TpomexyTouHas aTTecTanus (IK3aMeH) 12

2.2. Crpykrypa npo¢eccCHOHAJTbHOTO MOAYJS
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3.1.-
IIK
3.5
OK
01-
OK
09
K ApXuBHOE /110 100 50 82 | 72 10 18
3.1.-
IIK
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npodeccuu "JlenonponszBoauress"
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2.3. Cogepxanne npogeccuoOHAILHOTO MOTYJIS

Oo0bem, ak. 4. / Kot .
B TOM YHCIe KOMIIeTeHIHIA,
Haumenosanue Cone 0 (bopmuponarnuio
AepaaHue y4eOHOro marepuaa u ¢popmMbl OPraHU3anHH JeSITeTbHOCTH B (hopme
pa3/iesioB U TeM o0yyaromuxcst NPAKTHYEeCKOH KOTOPBIX
OATOTOBKM, CrocooCTBYeT
K. . 3JIEMEHT
NPOrpamMMbl
1 2 3 4
MJIK 03.01 /lenonpouzeoocmeo
Pa3nea 1. /lejonpou3BoaCTBO KAK CHCTeMA PadOThI ¢ JOKYMEHTAMH
Tema 1.1. Conep:kanue 1
Teoperuxo- 1./lenonpou3BoACTBO: II€JIM, 33Ja4¥ U OCHOBHBIC MPUHIUIBI. OCHOBHBIC TOHSATHUSA
NpPaBoOBbIC U JIEJI0NPOU3BOJICTBA. OK 01- OK 09
HOPMATUBHbIE 2. [onstust «rHGOpPMALIHSI» U «TOKYMEHT», X CBs3b. DyHKIIMU HoKyMeHTa. CBOMCTBA 1 MK 3.1-TIK 3.5
OCHOBBI U IpU3HaKU JoKyMeHTa. Knaccugukanus 10KyMeHTOB.
AeJIONPOU3BOJACTBA
Conepxanue 1
Tema 1.2. [Tonatue cucrembl AokyMmMeHTanuu. OCHOBHBbIE  (DYHKIMOHAJIBHBIE CHCTEMBbI OK 01- OK 09
CucreMbl nokymeHtanuu B Poccuiickoit  ®enepanuu.  YHUPUIIUPOBAHHBIE  CHCTEMBI 1 K 3.1 - TIK 3.5
AOKYMEHTAIlUH nokymeHrtanuu. OoOmepoccuiickue Kiaccu(UKaTopbl TEXHMKO-DKOHOMHYECKOH H o '
collMaJIbHON MH(OpPMaLIUH.
Pa3nea 2. [IpaBnia noaroroBku v ogopmiieHus OTAeJIbHbIX BUI0B JOKYMEHTOB
Conepxanue 6/4
l'ocynapcTBeHHbIE CTaHIAPTHI HA JOKYMEHTALMIO. 3aKOHOJATelIbHbIE U HOpMaTHUBHbBIE
aKThl, YCTaHABJIMBAIOLIME MpaBuia ohopMieHUss TokyMeHTOB. OOmme TpeboBaHUs K
Tema 2.1 CO3/IaHUIO JOKyMeHTOB. HopmaTuBHBIE TpeOOBaHUS K COCTaBY PEKBU3UTOB IOKYMEHTOB ) OK 01- OK 09
Cranpaprusauus u ux opopmienue. Bunpl n HazHaueHue 6;aHKoB. TpeboBaHus Kk OJaHKaM TOKYMEHTOB. IIK 3.1.-TIK 3.5
Cxembl pacroyioKeHHs] PEeKBU3UTOB JOKYMEHTOB W TpaHHIIbI 30H Ha ¢opmare A4,
npomecea IIPOOJILHOTO U YTJIOBOTO OJIAHKOB.
JAOKYMCHTHPOBARMI g on umcate NPAKTHYECKUX 3aHATHI U JIa0OpATOPHBIX padoT 4 OK 01- OK 09
IIK 3.1.-TIK 3.5
IIpakTuyeckoe 3ansitue Nel. OdopmieHHe cXeM pacHoJIOKEHUS PEKBHU3UTOB ’ OK 01- OK 09
JOKYMEHTOB M TpaHMlbl 30H Ha (¢opmare A4, MPOAOIBHOTO U YIJIOBOrO OJAHKOB. IIK 3.1.-TIK 3.5
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Odopmienne peKBU3UTOB TOKYMEHTOB. PekBU3UThI 1oKkyMeHTa. CXeMbl pacioIoKEeHUs
PEKBU3UTOB. MEXCTPOUHBIE HHTEPBAJIbI, HCIIOJIb3YEMbIE IPU OPOPMIICHIH PEKBU3HUTOB.
pudTsl, ncnonb3dyemble a7 opopmIiIeHUsT PEKBU3UTOB

IIpakTnyeckoe 3ansaTue Ne 2. OdopmiieHne 6J1aHKOB TOKyMEHTOB ) OK 01- OK 09
IIK 3.1.-TIK 3.5
Conepxanue 4/2
W3yuenne  mnakeTa  OpraHU3allMOHHBIX  JIOKYMEHTOB  OpraHu3auuu.  Bunuel
Tema 2.2 OpPraHMU3allMOHHBIX JIOKYMEHTOB (YCTaBbl, IIOJIOKEHUS, IpaBWJla, HHCTPYKIHH). 5
. XapakTepucTuKa OCHOBHBIX BUJOB OPraHU3aIl[MOHHBIX JOKYMEHTOB. CTpYyKTypa TEKCTA. OK 01- OK 09
OprannzannoHHas I
pasmia oopmitenusi. OcoOeHHOCTH 0(OPMIICHHSL. IMK 3.1.-TIK 3.5
AORyMeHTatHA B ToM 4unciie MpaKTHYeCKUX 3aHATHH M 1a00paTOpHBIX padoT 2
IIpakTnuyeckoe 3ansitue Ne 3. OdopmiieHHe OpraHU3allMOHHBIX JOKYMEHTOB (110 5
BEIOODY).
Conep:kanue 8/4
PacniopsiiuTenbHble TOKYMEHTHI, U3/JaBa€Mble B YCJIOBUAX €AMHOJIMYHOIO MPUHATHUSA
pemieHui (IpUKa3bl, pacloOpsKEHUs, YKazaHus). PacropsaurenbHble JOKYMEHTHI,
U3/1aBaeMble B YCIIOBUSIX KOJUJIETMaJbHOCTU (IIOCTaHOBJIEHMUs, perieHus). Haznauenue 2
nokymeHToB. CTpykTypa TekcTta. CoctaB pekBu3nuToB. [IpaBuiia opopmiienus. Iopsmok
COTJIACOBAHUS IPOEKTa JOKYMEHTA U €ro NOJIIUCaHUs.
Tema 2.3. [IpoTrokon kak 0OcOOBIN BHJI JTOKYMEHTa, OTHOCSAILIUICS K pa3HbIM CHCTEMaM WU OK 01- OK 09
Pacnopsiaurenbuas I1 Brimucka 13 npotokona 2 K 3.1.-TIK 3.5
[ - EO)ICI/ICTGM&M nokyMeHTauuu. [lonHble 1 KpaTKre MPOTOKOJBI. p . 1. .
OISl MPOTOKOJIA.
B ToM 4unciIe MPAaKTHYECKHUX 3AHATHH M 1a00paTOpHBIX pador 4
IpakTuyeckoe 3ansitue Ne 7. CocraBnenue, opopMiIeHHE U PeIaKTUPOBAHKE TTPUKa3a )
110 OCHOBHOM AESITEIbHOCTH, PACIOPSIKEHUS], YKa3aHMsl, PEIICHUS.
IIpakTuyeckoe 3auaTue Ne 9. [lopsiiok opopmiieHHs, COCTABICHUS U PeITaKTUPOBAHUS )
IIPOTOKOJIOB M BBHIITUCOK U3 HUX.
Tema 2.4. Conepxanue 12/8
CnpaBouHo- 1. Bunel  cnpaBouHO-MHQOPMAIIMOHHOM  JTOKYMEHTAllMH,  XapaKTEepHUCTHKa,
uHopmanmonHas u | ocobenHoctu. CtpykTypa Tekcra. CocrtaB pekBu3HTOB. llpaBuina odopmiieHus u OK 01- OK 09
CIIPABOYHO- noanucanus. Ilopsaok odpopMieHHss U pelaKTUPOBAHUSI CIIPABOYHO - aHAJIUTUYECKOM 2 [IK 3.1.-TIK 3.5
aHAJINTHYeCKAs nokymeHrtaruu. Ilopsaok odopmieHuss U peJakTHUPOBAHUS CBOJIOK, 3aKIIOUEHHH,

AOKYMCHTaAUUA

OT3BIBOB, nepequﬁ " CITMCKOB.
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2. lenoBas nepenucka. Bunpl nuceM: ciyxebHOe MUCbMO, IEPEUCKa € 3apyOeKHBIMU

naptaépamu. OcHOBHBIE BHJABI CioyxeOHbIX muceM. Ctpyktypa Tekcra. CocraB 2
pexBu3uTOB. [IpaBua opopmiienus u noanucanus.
B ToM yHcile IpaKTHYeCKUX 3aHATHI U J1a00paTOPHBIX padoT 8
IIpakTuyeckoe 3ansaTue Ne 10. Odbopmienue ciyxebHas 3aIUCKH, JOKJIATHON )
3aMUCKU M OOBSCHUTEIHHOMN 3aIMCKHU.
IIpakTuyeckoe 3ansaTue Ne 11. OpopmieHue akToB, CIPaBOK, 3asIBJICHHI. 2
IIpakTnyeckoe 3ansaTue Ne 13. Cocraienue u opOpMICHHUE Pa3HBIX BUAOB JEIOBBIX 4
nuceM (1o BBIOODY)
Conep:kanue 8/6
KanpoBast mokymeHTamusi Kak 4acTh yIPaBJIEHYECKOW mokymeHTammu. OOmme
TpeOOBaHUST K  COCTaBJICHMIO  KaJpPOBBIX  JOKYMEHTOB.  lcmonb3oBaHue
yHAU(DUIUPOBAaHHBIX (OPM TMEPBUYHOW YYETHOW TOKYMEHTAIMH 10 Y4YeTy TpyAa. 2
Tema 2.5 TpeboBanust Kk OQOPMIICHHUIO KAAPOBBIX AOKYMEHTOB. OcoOeHHOCTH odopmileHus OK 01- OK 09
JIOKyMEHTHPOBAHHE | JOKYMEHTOB II0 JMYHOMY COCTaBY. K 3.1.- [K 3.5
Ka/JIpoBoii padoThI B ToM 4nciie npaKTHYECKHUX 3aAHATHH U JJA00PaTOPHBIX padoT 6 o ’
IpakTuyeckoe 3ansaTue Ne 15. O6mue npasmia 0ohOpMIICHHS TPYAOBOTO TOTOBOpa 2
IIpakTnuyeckoe 3ansTue Ne 16. OdopmieHue NpukKa3zoB MO JUYHOMY cCOCTaBy (O )
IpreMe Ha paboTy, epeBoJie, OTIYCKE, YBOJIbHEHUH, TUCHUIUIMHAPHOM B3bICKAHUN)
IIpakTnueckoe 3ansitue Ne 18. OopmieHue u BeJileHHe JIMYHOTO Jiena pabOTHHUKA. 2
IIpoMeskyTOUHasI aTTECTALUSA -
CamocrosiTesibHas padoTa 12
Bcero: 52/24
MJIK 03.02 Apxuenoe oeno
Pa3nes 1. ApxuBHOe €710
Tema 1.1. Coaepixanue 5/0
Beenenue. ApXHBHOE €0 — OTpacib TOCYJapCTBEHHOW nesTenbHocTH. OOIIMe CBEeAEeHUS O 2
OcHoBHbIE ITANBbI npeamere. Ero 3amaun u 3naduenue i oBiajgeHus npogeccueit. [Ipeamer 1 oCHOBHBIE
pa3BUTHS MIOHSITHSI ApXUBHOTO JIEJa. OK 01- OK 09
apXMBHOIO /1eJ1a U Hctopus nosiBneHus 1 pa3BuTus B Poccun apxvBOB M apXMBHOT'O JI€)1a: BOSHUKHOBEHHE 3 K 3.1 - [IK 3.5

apXuBOB

apxuBoB B JlpeBHel Pycu, pa3BuTue ceTM apxuBOB B PycCKOM LIEHTpaJM30BaHHOM
roCyJlapCcTBE, TOSIBJIIEHHE HCTOpUUYeCKUX apxuBoB B XVIII Beke, HakomieHue
TEOPETHYECKOTO U MPAKTUYECKOTO OIbITa B 00J1acTh apxuBHOTO jAena B XIX — Hauane
XX Beka. ApXUBBI U apXMBHOE J€JI0 B COBETCKHUI NeproJ. APXUBbI U apXUBHOE JEJIO0
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Poccun B 1990—2000-¢ rr. Poccuiickue apXHUBBI U apXHWBHOE JIE€JI0 HA COBPEMEHHOM
JTarne.

Tema 1.2. Conep:kanue 3/0
HopMmatusHo- CoBpeMeHHOE apxXuBHOE 3aKkoHonaTenbcTBO Poccun. PenepanbHblii  3aKOH  OT 3
npasoBas 0a3a 22.10.2004 Ne 125-®3 «O06 apxuBHoM 1ene B Poccuiickoit deneparuny. FOpuanyeckas OK 01- OK 09
apXMBHOM OTBETCTBEHHOCTH 33 HApYILLIEHNUE apXUBHOI'0 3aKOHOJATENIbCTBA. I[IK 3.1.-TIK 3.5
NAeATEeJIbHOCTH B
Poccunu
Tema 1.3. [IpaBoBbie | Conepxanue 17/14
OCHOBEI Opranu3zanus JOKYMEHTOB B mpenenax ApxuBHoro ¢onma Poccuiickoit Denepanuu. 3
OpraHu3aumu Ilonatue u cocrtaB apxuBHOro ¢onga. OmnpeneneHue TIpaHMIl apXUBHOTO (oHaa
JAOKYMEHTOB BruroueHne nokymMeHTOB B coctaB ApxuBHOro (ouma Poccwiickoit denepanuu.
APXHBHOFO ponna 9KcnepTH3a IIEHHOCTH JOKYMCHTOB. I OCyJapCTBCHHAsl U HETOCydapCTBEHHAs 4acTU
Poccuiickoii ApxuBHoro ¢onna. [ToHsTHE U BUIBI apXMBHBIX TOKYMEHTOB. [IpaBoBOE IMOJIOKEHUE OK 01- OK 09
Denepanun ApPXUBHBIX JOKYMEHTOB. IIK 3.1.-TIK 3.5
B ToM 4unciie MpaKTHYeCKUX 3aHATHH 14
IIpakTnueckoe 3anaTtue Ne 1 VYcraHoBieHue (OHIOBOH MPUHAMAIEKHOCTU 6
JIOKYMEHTOB
IIpakTnueckoe 3ansiTMe Ne¢ 2. BbimonHeHue paboOT MO ONpEAETCHHUI0 IEHHOCTU 8
JIOKYMEHTOB. DKCIEPTH3a LIEHHOCTH JOKYMEHTOB M0 NEPEYHSIM.
Pa3nes 2. Opranusanusi 1esiTeJbHOCTH apXUBOB OK 01,
Tema 2.1. Conepxanue 13/8 OK 02
Yupasienue ®denepanpHas apxuBHas ciy0a Poccuiickoit deneparmm.
APXUBHBIM CeTb rocy1apCTBEHHBIX U MyHHIIMIIAJIBHBIX apXxuBOB Poccuiickoit denepanuu. pyrue
AeJIoM XpaHWIHILA JOKYMEHTOB apxuBHoro ¢ponaa Poccuiickoit ®deneparum.
denepanbHble apxuBbI. ['ocyaapcTBeHHbIE apXUBHI CyObeKTOB Poccuiickoit @enepanuu 5
(pervoHanbHbIE apXUBbl). MyHUIMNAIbHBIE AapXUBbl. BenOMCTBEHHbBIE AapXUBBI,
OUONIMOTEKM W My3€H, OCYLIECTBISIONINE TMOCTOSHHOE XpaHEHHE JOKYMEHTOB
ApxuBHoro ¢onga Poccuiickoit ®@enepanuu. Herocynapcrsennbsie apxubl. CocraB
JOKYMEHTOB M OCHOBHbBIE (DYHKITUH apXHBOB.
B ToM 4nciie NpaKTHYECKHUX 3aHATHH 8
IIpakTnueckoe 3ansitue Ne 3. CpaBHUTENBHBIN aHAJIN3 ACSITEIbHOCTH apXUBOB Pa3HBIX ]

BHJIOB HAa OCHOBE MaTepuasioB ouIIHaIbHBIX caliToB apxuBoB Poccuiickoit denepanuu.

Pasznen 3. Opranuzanum XpaHeHUsl, KOMILIEKTOBAHUSA, Y4eTa M HCIO0JIb30BAHNSA JOKYMEHTOB APXHMBHOI0O
¢onna Poccuiickoii Degepanum B apxuBax
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Tema 3.1 Conepxanue 5/0
o [TonsitTue o xomruiekToBaHWM. [IOHATHE «HMCTOYHMK KOMIUIEKTOBaHUs». Kpurepuu
Kowmnaextosanue ONpeleeHUs] UCTOYHUKOB KOMIUIEKTOBAaHUS TOCYJIAapCTBEHHBIX U M I/II_II/II'II)aJ'II)I-II)bIX OK 01- OK 09
apxuBa P yAap g i 5 TIK 3.1.- TIK 3.5
apxuBOB. VICTOYHMKM KOMILJICKTOBaHHS apXWUBOB opranm3aiuii. [lonsarue o dopmax
rpreMa JOKyMEeHTOB. BbIOOpOUHEIil MpueM T0KyMEHTOB.
Conepxanue 11/6
Cozanue ONTHMAalbHBIX YCIOBUW XpaHEHHUS apXHUBHBIX JOKYMEHTOB. TpeOoBaHUS K
T 32 3MaHUSIM W TOMEUIEHUsAM apxuBa. TpeOoBaHuMA K OOOpPYIOBAHHMIO APXHUBOB.
ema 3.2.
o HopmaTuBHBIE pexuMBbl XpaHEHUS! apXUBHBIX IOKYMEHTOB. PazMelienre JOKyMEHTOB B
raHu3auus
P 1 apxuse. [lepBuunbie cpencTBa XxpaHeHus. TonorpaduyecKkue yKa3aTel. 5
XpaHeHU OO0mmue TpeOOBaHU K BEIEHHUIO y4YeTa apXMBHBIX JTOKYMEHTOB. YUETHBIE €IMHUIILI B OK 01- OK 09
JOKYMEHTOB B P 1 P M ' IIK 3.1.-TIK 3.5
apxHBe. Vier apxuBe. CucTeMa y4eTHbIX IOKYMEHTOB apxuBa. [locTaHOBKa Ha y4YeT U CHATHE C yueTa
P ’ ApPXUBHBIX JOKYMEHTOB.
AOKYMEHTOB apXHBa v
B ToM 4nciie npaKTHYeCKUX 3aHATHI 6
IIpakTuyeckoe 3ansitue Ne 4. TonorpadupoBanue. OdopmiieHne pabIKOB KOPOOOK, 6
crerutakedt u mkadon. Odopmienne nohoHI0BON U MOCTETAKHON KapTOUeK.
Conepxanue 9/6
Tema 3.3 3HaueHue CUCTeMbl HAyYHO-CITPABOYHOTO armapara K JoKyMeHTaM ApXuBHOTo (poHa,
Mma 3.3.
C ee (YHKIMM U COCTaB CHUCTEMBbl HAy4YHO-CIIPABOYHOrO ammaparta. THmbl W BUIBI
HCTEeMa HAY4YHO- o
y ApPXUBHBIX CIPAaBOYHHUKOB. ApXHBHBIC ONMUCH. Buapl omuceill; 0OBEKTHI OMHCAHUA. 3
CHPABOHHOIO OcHoBHBIE TpeOOBaHMS K ONMHMCAHHWIO apXUBHBIX JOKyMeHTOB. Katamoru B apxuBe OK 01- OK 09
annapara (HCA) k ' ' K 3.1.-TIK 3.5
ABTOMaTH3UPOBAaHHBIE HH()OPMAIIMOHHO-TTONCKOBBIE CHCTEMBI.
AOKYMEHTaM =
B ToM unciie npakTHYECKUX 3aHATHH 6
apxuBa =
IIpakTuueckoe 3ansaTue Ne 5. McnonszoBanue HCA ams OpICTpOro moucka apXuBHOU 6
vH(pOpMaInuy Ha CaliTe apXuBa.
Conepxanue 9/6
HcnonHenue 3ampocoB rpak/laH M OpraHU3alMi COLMATBHO-IIPABOBOTO XapakTepa.
Tema 3.4. Hcnonws3oBanne MOKYMEHTOB B CpelcTBax MaccoBod uH(opmaruu. [loaroroBka 3
Hcnonb3oBanue MH(POPMAIIMOHHBIX ~MEPONPUATHI: BBICTABOK (B TOM YHCJIE BHUPTYAJIbHBIX), OK 01- OK 09
apXUBHBIX KoH(epeHnwii u ip. Beimaua 7oKyMeHTOB 17151 pabOThI B UMTATLHOM 3aJIe apXHBa. IK 3.1.- TIK 3.5
AOKYMEHTOB B ToM 4nciie NPAKTHYECKUX 3aHATHI 6
IIpakTuyeckoe 3ansaTue Ne 6. I[lopsgok odopmieHuss crnpaBOK MO JTOKYMEHTaM 6
apXxuBa.
IIpome:kyTouHasi aTTecTanms -
CamocrosiTesbHasi padoTa 12
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Bcero: 82/50
YuyeOHasi npaKkTHKA 36
Buasl pabot
1. HpI/IeM U perucTpanusd HOCTyHa}OHICI\/'I KOppCCIIOHACHIINN, HAITPABJICHUC €€ B CTPYKTYPHBIC IMOAPA3ACIICHUS.
2. Opranuzanusi COOCTBEHHOH [EATENBHOCTH, WCXOAS W3 IENH W CHOCO00B ee OCTIKEHHS, ONpEeAeTCHHBIX
PYKOBOJHTEIIEM.
3. OdopmieHne perucTpaHOHHBIX KaTOYeK M CO3MaHue OaHKa JaHHBIX.
4. BseneHue KapTOTEKHU y4eTa NPOXOKICHUS JOKYMEHTAJIBbHBIX MAaTEPHAIOB.
5. OcymiecTBieHNe KOHTPOJIS 32 MPOXOKIECHUEM IOKYMEHTOB.
6. OrtmnpaBka HCIONHEHHOW NOKYMEHTAlMU aJpecaTaMm C MPUMEHEHHEM COBPEMEHHBIX BUJOB OPraHU3allMOHHOMN
TeXHUKH. OK 01- OK 09
7. CoctaBnenue u 0o)OpMIICHHE CITYKEOHBIX TOKYMEHTOB, MATEPHAIIOB C HCIIOJIB30BaHUEM (DOPMYIIIPOB JOKYMEHTOB HK 3.1.- 1K 3.5
KOHKPETHBIX BUIOB.
8. dopmupoBaHue A€l
9. OOecneueHue OBICTPOrO NOHUCKA JOKYMEHTOB [0 Hay4HO-CIPaBOYHOMY ammapaTry (KapToTeKam)
OpraHu3aIuu.
10. CucremaTu3zanus 1 XpaHeHUE JOKYMEHTOB TEKYILErO apXH1Ba.
11. OGecnieueHne COXpaHHOCTH MPOXOASIIECH CITy)KeOHOH TOKyMEHTALUH.
12. [loaroToBka 1 nepeaadya JOKYMEHTOB Ha ApXUBHOE XpaHEHHUE.
13. ObecrnieyeHre COXPAaHHOCTH ApPXUBHBIX JIOKYMEHTOB B OpraHHU3aIlUH.
Pekomenodyemasn gpopma npomercymounon ammecmayuu — IK3ameH 12
Bcero nmo IIM 03 OcBoenue npogeccun "JlearonpousBoaurein' 182
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3. YCJIOBUSA PEAJIM3ALIUU MTPO®ECCHUOHAJIBHOI'O MOAVYJIA
3.1. MatepuajibHO-TEXHHYECKOE O0ecreyeHne

KabuneTrsl 06€30macHOCTH KU3HEIAEATEIbHOCTH, KPUMHHAIMCTUKH, CIEIUATIbHON TEXHUKH,
OTHEBOM MOJTOTOBKH, TAKTUKO-CIIEIIMATBHOM MOArOTOBKH, epBoi MeauiuHckon nomotu 3 TTOIT-IT.

KpumuHanmucTuueckuii MOJUTOH, TTOJIMTOH I OTPaOOTKH HaBBIKOB OIEPATUBHO-CITYKEOHOM
JESTEIILHOCTH B COOTBETCTBUU C MTPO(UIIEM TTOITOTOBKH, OCHAIIEHHBIE B COOTBETCTBUH C TIPUIIOKEHUEM
3 ITIOII-II.

ba3pl mpakTHKK (MacTepcKue/30HbI MO BUAAM pabOT), OCHAIEHHBIE B COOTBETCTBUU C
npunoxenuem 3 [TOI1-11.

3.2. YyeOHo-MeTOANYECKOE 00ecreueHne

Jlnst peanm3aiiui IporpaMMbl OMOIHMOTEUHBIH (OHJ] 00pa30BaTENBHON OpPraHU3aIlluK JOJKEH
UMETh TICYaTHBIC W/WIM DSJEKTPOHHBIC OOpa3oBaTelbHbIC W HWH(POPMAIIMOHHBIE PECYpChl IS
UCIIONIb30BaHUsI B oOpaszoBareinpbHOM Tporecce. [lpu  dopmupoBanmm OubimoTeunoro Qouaa
00pa30oBaTeNIbHON OpraHW3aIlii BHEIOMpACTCS] HE MEHEe OJHOTO HM3JAaHUS W3 IMEPCUMCICHHBIX HIKE
IIe4yaTHbIX I/I3I[8,HI/II71 n (I/IJII/I) OJICKTPOHHBIX I/IBI[aHI/Iﬁ B Ka4€CTBC OCHOBHOT'O, IIPX 3TOM CIIMCOK MOXET
OBITh JTOTIOJIHEH HOBBIMHU M3/IaHUSIMH.

3.2.1. OcHOBHBIE NeYATHBbIE U/WJIN 3JIEKTPOHHbIE U3TAHUS

1. 3axaposa, H. A. ['ocymapcTBeHHbBIE, MyHUITUTIAIEHBIC APXUBBI M apXUBBI OPraHU3aINH :
yuebHoe nocobue st CI1O / H. A. 3axapoBa. — CaparoB, Mocksa : [Ipodobpa3oBanue, At
ITu Ap Meaua, 2024. — 166 c. — ISBN 978-5-4488-2195-0, 978-5-4497-3504-1. — TexcrT :
anexTpouHsii // L{udposoit obpazoBarenbubiit pecypc IPR SMART : [caiiT]. — URL:
https://www.iprbookshop.ru/142536.html

2. 3aiiuesa, E. B. Jlenonpon3BoacTBO U JOKYyMEHTOOOOPOT B CHCTEME rOCY1apCTBEHHOTO U

1.

MYHHIIMIIATBEHOTO yrpaBieHus : yaueonoe nocodue ans CIIO / E. B. 3aitnesa, H. B. 'onuaposa.
— 3-e u3n. — Caparos : [IpodobpazoBanue, 2024. — 176 c. — ISBN 978-5-4488-1122-7. —
Texkcr : anexrponnsiii // Lludposoit obpazosarenbubiii pecypc IPR SMART : [caiiT]. — URL:
https://www.iprbookshop.ru/139528.html

3. HoxymenTanmoHnHoe obecnieueHue ynpasieHus. Cocrapienrne 1 0OpMIICHUE TETOBBIX
nokyMeHTOB : yueOHoe nmocodue st CITO / cocraButenu E. U. bammakosa. — 2-¢ w3, —
CaparoB, Mocksa : [IpodoOpazoBanue, At [1lu Ap Menua, 2024. — 144 c. — ISBN 978-5-
4488-2168-4, 978-5-4497-3412-9. — TexcT : anexkrponnsiit // Ludpooit o6pazoBarenbHbIM
pecypc IPR SMART : [caiit]. — URL: https://www.iprbookshop.ru/142218.html
JlonoTHUTeIbHbIE HCTOYHUKH

3aitniea, E. B. Jlemompow3BOACTBO W JTOKYMEHTOOOOPOT B CHCTEME TOCYJapCTBEHHOTO |
MYHUIIMIIAJILHOTO yIpasiieHus : yaeOHoe nocoodue st CI1O / E. B. 3aiiuesa, H. B. 'onuapoBa. —
3-e u3a. — Capatos : [IpodoOpazoBanmne, 2024. — 176 ¢. — ISBN 978-5-4488-1122-7. — Tekcr :
anexktpoHHed // I[ludposoit obpazoBarenbubiii pecypc IPR SMART : [caiir]. — URL:
https://www.iprbookshop.ru/139528.html

. JoxyMmeHTanmoHHoe obecnieueHne yrnpasieHus. CocraBieHne 1 0(hOpMIICHUE JETOBBIX JOKYMEHTOB
: yaue6Hoe mocobue s CIIO / cocraButenu E. U. bammakoBa. — 2-e u3n. — CapatoB, Mocksa :
[TpodobpazoBanue, At [Tu Ap Menua, 2024. — 144 c. — ISBN 978-5-4488-2168-4, 978-5-4497-


https://www.iprbookshop.ru/139528.html
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3412-9. — Texcrt : anexTponHsblit / Ludpooit obpazoBarensuslil pecypc IPR SMART : [caiit]. —
URL: https://www.iprbookshop.ru/142218.html
JlonoJIHUTeIbHbIEe HCTOYHUKH

3. JoxymeHTtanuoHHoe o0ecnieuenue ynpanienus. CoctaBieHue u oopMIIeHHE AETOBBIX
TOKyMeHTOB : yueOHoe mocooue miist CI1O / cocraputenu E. U. bammakoBa. — 2-€ u3m. —
CaparoB, Mockaa : [IpodobpazoBanue, Aii [1Tu Ap Menua, 2024. — 144 ¢. — ISBN 978-5-4488-
2168-4, 978-5-4497-3412-9. — Tekcr : anekrponsbiit // Lludposoit oOpazoBatenbublit pecypc [PR
SMART : [caiiT]. — URL: https://www.iprbookshop.ru/142218.html

3.2.2. JlonoJHUTEIbHbIE HCTOYHHKHU

HOpMaTI/IBHO-HpaBOBI)Ie HCTOYHHUKHU

Pecypcol nHpOpMALIMOHHO-TEIEKOMMYHUKAUMOHHOM ceTn «AHTEepHeT»:

Odunuansuslii caiit Konctutynmonsnoro cyna Poccuiickoit @enepanuu: http://www.ksrfiru .

Od¢uunansuslii caiit BepxoBnoro cyna Poccuiickoit ®@enepauuu: http://www.vsrfiru .

Odurmanpusiii caidt [Ipesunenra Poccuu: http:// www.kremlin.ru .

Od¢uunansuslii caift [IpaButensctBa Poccun: http://www.government.ru .

Odunuanpublii  calT  MuHuctepctBa  BHyTpeHHuUX aen  Poccuiickoit  ®expepanuu:

http://www.mvd.ru .

6. OdunmansHelii caiiT ['ocynapcTBeHHON HHCTIEKIINH O0€30MacHOCTH JOPOKHOTO ABHKeHUS MB/]
Poccum: http://www.gibdd.ru .

7. Od¢unmansHblil caiT MuHucTepceTBa roctuiun Poceniickoit deneparuu: http://www.minjust.ru

kW

8. Od¢unmanbHbIit caur I'enepanbHON IIPOKYpaTypsl Poccuiickoit denepannu:
http://www.genproc.gov.ru .

9. OdunmansHas >MeKTpoHHas Bepcus OroieteHs «CoOpaHue 3akoHoAarenbcTBa Poccuiickoi
®enepanun»: http:// www.szrfiru .

10. TocynapcTBeHHas cucremMa mnpaBoBoil wuHpopmanmu «Odunumanehelii  MHTEpHET-IOpTAN
paBoBOM MHpopMarum»: http://www.pravo.gov.ru .

11. Hayunas snextponHas 6ubnuoteka http://www.elibrary.ru .

12. Cyne6nsiit genaprament npu BepxosHom Cyne Poccuiickoit denepanuu http://www.cdep.ru .

13. Tlopran npaBoBo# cTaTucTHKY http://crimestat.ru .

14. http://www.rsl.ru — Poccuiickas ['ocyaapcTBenHas 6ubnrorexa.

15. http://www.nlr.ru — Poccuiickas HanuoHaIbHas1 OMOINOTEKA.

16. http://www.cyberleninka.ru — Hay4nas snektponnas 6ubmmoreka «KubepiaeHUHKAY.

HNupopmanuoHHBbIE TEXHOJIOTHH, HCIOJIb3yeMble MPH pPeau3alii NPaKTHKHU, BKIOYAs
NporpaMMHoe odecrieyeHne, HHPOPMAIMOHHbIE CIIPABOYHbIEC H MOMCKOBbIE CHCTEMBbI

IIporpammHoe o0ecnieuenune

1. Cucrema gucranimonHoro ooyuenus Moodley;

Cucrema aBToMarmu3anuu oopazoBanus «Anekc-BY3»;
ABTOMaTU3MpOBaHHAasI HHTErpupoBaHHas Oudanoreunas cucrema (AMBC) «Meramnpoy;
Cucrema BugeokondpepenIcnszu « TrueConfh;
Cuctema npoBeieHUs OHJIaliH-ceMUHapoB (BeOuHapoB) «BigBlueButtony;
OmneparmonHas cuctema «Astra Linux Common Edition» penus «Openy;
AHTHBHUpPYCHOE NTporpaMMHoOe obecrnieueHune «Kaspersky Endpoint Security mist pabounx
CTaHLUU U CEPBEPOBY;
Microsoft Office 2010 Professional Plus;
9. LibreOffice.

Noawnbkwd

*


http://www.ksrf.ru/
http://www.vsrf.ru/
http://www.kremlin.ru/
http://www.government.ru/
http://www.mvd.ru/
http://www.gibdd.ru/
http://www.minjust.ru/
http://www.genproc.gov.ru/
http://www.szrf.ru/
http://www.pravo.gov.ru/
http://www.elibrary.ru/
http://www.cdep.ru/
http://crimestat.ru/
http://www.rsl.ru/
http://www.nlr.ru/
http://www.cyberleninka.ru/
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Ba3bl JAAHHBbIX, nH(l)opMaunonﬂo-cnpaBqume H IMTOUCKOBbIC CUCTEMbI

1. Cucrema aBTOMATHUYECKOMH HA HAJIUYHUE

«AxaTumaruar.BY3».

MPOBEPKU  TEKCTOB

3aUMCTBOBaHUN

2. Iudposas 6ubmuoreka «[PRsmarty.
3. DJEeKTpOHHBbIN NMepUOINYECKuil cripaBouHuK «Cuctema ["apanTy.
4. CnpaBounas npaBoBas cucrema «Koncynbrantllinrocy.
5. HuTerpupoBaHHBI Hay4dHBIM HMH(POpPMaMOHHBIN pecypc eLibrary.ru (6aza maHHBIX
PUHII u napopmManroHHO-aHAIUTHYECKAs cucTeMa «Science Indexy).
4. KOHTPOJIb 1 OHEHKA PE3YJBbTATOB OCBOEHUSA
MNPO®ECCHUOHAJIBHOI'O MOAYJIAA
Kon K DopMbI
MK, OK PUTEPUH  OLEHKH  pe3yJibTaTa (moka3aTejd  OCBOEHHOCTH KOHTPOJISI H
KOMIIeTeHIIH )
MeTO/IbI OLIEHKH
OK 01 | Pacnoznaer 3amauy w/mid 1poOjieMy B NpOPECCHOHAIBPHOM W/HIN
COIIMAIbHOM KOHTEKCTE, aHAIM3UPYET U BHIJIEIACT €€ COCTaBHBIC YaCTH. - Tecmuposanue;
Omnpenensiet 3Tarbl peIeHus 3a7a91, COCTABIISCT TUIaH NeHCTBUs, pean3yeT | OyeHnka
COCTaBIJICHHBIH ITIJIaH, OTIPeeNsieT HE0OX0IMMBbIE PECYPCHI. pe3yibmamos
BrisBnsieT u 3 pexTuBHO HIeT HHPOPMAIIHIO, HEOOXOAUMYIO IS PEIICHUS | OesimenibHOCmU
3aJla4¥ W/ WU TIPOOJIEMBIL. ooyuawuxcs 6
Brnaneer akTyanbHbBIMH METOIaMH PaOOTHI B TPOGECCHOHATLHON U CMEXKHBIX | npoyecce
cdepax. 0c60eHUs
OrneHuBaeT pe3ylibTaT M MOCJIEACTBUS CBOMX JEHCTBUH (CaMOCTOSITEIBHO | 06pa308amenbHo
WJIH C IOMOIIbI0 HACTABHHKA). U npO2PaMMbL:
OK 02 | Onpenensier 3amaud Ais TMoucka WHGOpMAIWU, IJIAHUPOBATh MPOLECC | — Ha
MIOKCKA, BIOMPAET HEOOXOAMMbIE UICTOYHUKU HH(POPMAIIHH. NPAKMUYECKUX
Beigenser HanOosiee 3HaUMMOE B TepedHe WH(GOPMAIUHU, CTPYKTYPHUPYET | 3aHAMUSIX,
noy4yaemyro uHdopmaiuio, ohopmIsieT pe3yabTaThl MOUCKA. — npu
OrneHNBaET MPAKTUICCKYIO 3HAYUMOCTh PE3YJIbTATOB ITOMCKA. 8bINOIHEHUU
[Ipumensier cpeacTBa HH(OPMAIMOHHBIX TEXHOJOTUH Ul pelleHus | pabom na
po¢eCCUOHAIBHBIX 3a]1a4. DA3TUYHBIX
I/ICHOJIB3yeT COBPEMCHHOC IporpaMMHOC o0ecrnieueHue B | omanax yqe6H0ﬁ,
npodeccuoHaNbHOM e TENbHOCTH. npouU3800CMEeHH
Hcnomeszyer  pasnuueble  OU(POBBIE  CPEACTBA Ul PEUICHHMS | 01l npaKmuKu;
npodeccHoHATBHBIX 33/1a4. - npu
OK 03 | Opranu3syeTr cOOCTBEHHYIO JIEATENILHOCTD, OLIEHUBAET €€ dPPEKTUBHOCTD U | nposedenu
KauecTBO. 3auumol
Onpenensier  WUCTOYHUKA W aKTyalbHOCTh  HOPMATHBHO-TIPABOBOU | omuemog no
JOKYMEHTAITUH B TIPOPECCHOHATBHON JCSITEILHOCTH. Yyuebnot,
HpI/IMeHSIeT COBPEMECHHYIO HAYYHYIO Hpod)eCCI/IOHaJ'II)HyIO TCPMHHOJIOTHIO. npou:;*godcmgeuu
Omnpenenser U BBHICTPAMBAET TPAEKTOPUM IPOYECCHOHANBHOTO PasBUTHA M | 0uf npaKmux;
caMmo00pa3oBaHuUs. — npu
CocTaBiseT PAa3JIMYHBIC ITPABOBBIC JOKYMCHTHI. npogedeyuu
[InanupoBaTh JUYHBIE JOXOABI W PACXOJbl, MPUHUMATh (UHAHCOBBIC | HK30MEH0E O
peacHusd, COCTaBJIATh JINYHBIN GIO,ZL)KGT; npOd)ECCUOH(ZﬂbH
Braneer — akTyanbHbIMH  MeTOZAMH  pabOTBl € PasHOOOPA3HBIMHU | oy MOOYIO, 6
(MHAHCOBBIMU MHCTPYMEHTAMH C y4eTOM (prHaHCOBOI 0€30MacHOCTH. m.u. 6 popme
OK 04 | Opranuzyet paboTy KOJUIEKTHBA U KOMaH/IbI. OeMoHCmpayuon
BSaHMOHeﬁCTByeT C KOJUIEraMH, PYKOBOJACTBOM, KIHEHTAMH B XOIC | yoco sK3amena /
npodeccuoHaNIbHOM NesTEIbHOCTH.
OK 05 | I'pamoTHO wW3maraer CBOM MBICIM HW  0GOPMIIIET JTOKYMEHTBHI  TIO
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npodeccnoHalbHOM TeMaTUKE Ha TOCYJaPCTBEHHOM SI3bIKE.
[TposiBiIsieT TONEPAHTHOCTH B pabo4yeM KOJUICKTHBE.

OK 06

[IposiBisieT rpakaaHCKO-NIATPUOTUYECKYIO ITO3ULIUIO.
JIeMOHCTpHUPYET OCO3HAHHOE ITOBECHUE.

OnuceiBaeT 3Ha4MMOCTb CBOEH CIIELIUAIBHOCTH.
[IpuMeHseT cTaHIapThl AHTUKOPPYILIMOHHOIO ITOBEACHUS

OK 07

Cobmo1aeT HOPMBI IKOJIOTUYECKOM 0€30IacCHOCTH.

Onpenensier HaIpaBJICHUS pecypcocOepexeHus B pamKax
npodeccnoHanbHOM e TENIbHOCTH 10 CIIeUaIbHOCTH.

Opranuszyet npodecCHOHaIbHYIO AeATEeIbHOCTD C COOJII0IEHUEM ITPUHIIUIIOB
OepeKIIMBOr0 IPOU3BO/ICTBA.

Opranusyer npodecCHOHATBHYIO JAEATEeIBHOCTh C YYeTOM 3HaHUM 00
NU3MCHCHHUU KIIMMATUYCCKUX YCJ'IOBI/If/'I peruoxa.

D dexTUBHO NEHCTBYET B UYPE3BHIYANHBIX CHTYAIIHSIX.

BJI&I[GGT IIpaBOBbBIMH OCHOBaMH I“OCYI[apCTBGHHOf/'I IIOJIUTUKU B oOsacTu
OXPaHbl OKPY>KAIOILIECH CpeIbl;

HpI/IHI/IMaeT yY4aCTuC B BBIABJICHHUHM H IMPECCUHCHHU AAMHWHUCTPATUBHBIX
MIpaBOHAPYIICHHUI B 00JIACTH OXPaHbI OKPY>KAIOLIEH Cpefibl;

OK 08

Hcnonb3yer  GU3KYIbTYPHO-O3JOPOBUTENIBHYIO  JESATEIBHOCTh VIS
YKPEIUIEHUs! 370pOBbs, JOCTUKEHHUS >KU3HEHHBIX U HPOQPecCHOHATbHBIX
neneu.

[Ipumensier  palMOHaJbHBIE IPUEMBbl  JBUTaTENbHBIX  (QYHKUMH B
PO ECCHOHAIBHON ACATEIHBHOCTH.

[Tonp3yercs cpeacTBaMu MpOMUIAKTUKY MEPEHANPSIKEHUS], XapaKTEPHbIMU
JUISL JaHHOU TTpo(eCCHOHANBHOMN AeATeITbHOCTH.

[IpyHuMaer yuyacTue B NPAKTHUECKHUX 3aHATUSAX MO oO0mied (usnueckon
MTOJITOTOBKE;

[IpyHuMaer ydyactve B IMPAKTHUECKUX 3aHATHUAX MO (U3NYECKOM, M3y4uB
CITy’KeOHO-TIPUKIAHON pazfeln (0oeBble MpreMbl 60pbOBI);

OK 09

[Tonumaer oOWIMI CMBICT YETKO MPOM3HECEHHBIX BBICKA3bIBAaHMM Ha
U3BECTHBIE TeMbI (MpodeccCHOHaNbHbIE U OBITOBBIE), TOHUMAET TEKCThl Ha
0a30BbIe MPO(HEeCCHOHATBLHBIC TEMBI.

VYdacTByeT B Iuajiorax Ha 3HaKoMble o01I1e U MpodecCHOHAIbHBIE TEMBI.
Crpout mpocThle BbICKa3blBaHUSI O ce0e M O cBoeil mpodeccHoHaIbHOU
JEeSITeTbHOCTH.

Kpatko o6ocHOBbIBae€T M OOBACHAET CBOU JeWCTBUA (TEKyllMe U
TTAHUPYEMEBIC).

[Tumrer mpocThie CBS3HBIE COOOIIECHHUS HA 3HAKOMBIC WM WHTEPECYIOIINE
poeCCUOHATHHBIE TEMBI.

IK 3.1.

Ocy1ecTBiieHnEe TpHeMa, IEPBUYHON 00pabOTKH U perucTpaluu
MOCTYMNAOUIeH KOPPECTIOHIEHIMH, B TOM YHUCIIE C UCIIOIb30BAHUEM
aBTOMATHU3UPOBAHHBIX CHCTEM

[IK 3.2.

Benenue 6a3bl 1aHHBIX JOKYMEHTOB OpraHU3alM1 U CIIPAaBOYHO-
MH(POPMALMOHHYIO paboTy MO HUM

[IK 3.3.

OcymiecTBieHne COCTaBIEHHS U 0(POPMIICHHUS CITyKEOHBIX JOKYMEHTOB Ha
OCHOBE TPeOOBaHUI COBPEMEHHBIX HOPMATHUBHBIX PABOBHIX AKTOB

I1IK 3.4.

dopmMupoBaHUE JeNla B COOTBETCTBHH C HOMEHKJIATYPOH JIeN U TIpaBUIIaMHU
dhopmMupoBaHUs €I

IIK 3.5.

Ocy1ecTBlIeHHE TEKYILETO XPAaHEHUsI, yUeTa U UCIIOJIb30BaHUS JIE]
(1OKYMEHTOB).

npogheccuonavm
020 IK3aMeHa
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