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Paznen 1. O6mue nosoxenus
HopmatuBHbIe OCHOBaHHS IS pa3pabOTKH MPOrpaMMel IpOoGECCHOHATEHOrO 06YUYEHHS MO
npodeccuun 21299 JlenonpousBomuTens (C JEMEHTaMH JESTETBHOCTH CeKpeTaps) B paMKax
peanusanii [pUOPUTETHOro mpoekra «IllyTeBka B KHM3HB IIKOJBHUKAM [lOMOCKOBBSI —

HOJTy49eHHEe MPOPECcCCHH BMECTE C aTTECTATOM

— OenepanbHbiit 3ak0H o1 29.12.2012 r. Ne273-®3 «3akon 06 o6pazosanuu B Poccuiickoii
Denepanuny;

— Ilpukas MunucrepcTBo obpa3oBanus U Hayku Poccuiickoi ®enepanun ot 2 mrons 2013 r.
N 513 «O6 ytBepxaeHuu mnepedns npodeccuit paboumx, JODKHOCTEH CiyXkKalmx, Io
KOTOPBIM OCYINECTBIAETCS podeccuonanbHoe obyuenue» (B pel. Ilpukazos MunobpHayku
Poccun ot 16.12.2013 r. N 1348, ot 28.03.2014 r. N 244, or 27.06.2014r. N_695, ot
03.02.2017r. N 106);

— Ilpuka3 MunucrepctBo obpa3oBanus u Hayku Poccuiickoit @enepamuu or 18.04.2013 r. N
292 «O6 yTBepXKIEHHH TOpSJKA OpraHW3alMd M OCYIIECTBIEHHS 06pa3oBaTeNIbHOMN
JEATEIbHOCTA 110 OCHOBHBIM IIporpamMmaM npodecCHOHATBHOro o0ydeHus» (B pej.
ITpukazor MunoGpuayxu Poccun ot 21.08.2013 N 977, ot 20.01.2015 N 17, ot 26.05.2015
N 524, o1 27.10.2015 N 1224);

— Meromuyeckue  peKkOMEHJAIMM MO  pa3pabOTKe  OCHOBHBIX  IPOhecCHOHATBHBIX
06pa3oBaTeNbHBIX MPOrPAMM U JIONOIHHTEIBHEIX TPO(ECCHOHATBHBIX IPOrPAMM C YUETOM
COOTBETCTBYIOIIMX  NPO(ECCHOHATBHBIX  CTAaHAApTOB  (YTBepXJIeHBI  MHHHCTPOM
obpa3oBanus U Hayku Poccuiickoit ®enepartuu 22.01.2015 r. Ne J1JI-1/058H);

— IIpodeccuonanbHbIN CTaHAapT «CriendanucT no OpraHU3alMOHHOMY "
JOKYMEHTAIlMOHHOMY  00€CNEeYeHHIO  yIpaBleHHs OpraHu3aluei»,  yTBEPIKICHHbIH
npHKa3zoM MUHHCTEpCTBA Tpy/Aa U COLMaIbHOH 3aumThl Poccuiickoit Denepanuu oT «6»
Mmast 2015r. Ne 276m.

[Ton npodeccuoHabHBIM 00YYEHHUEM IO IporpaMMam MpodeCCHOHAIBHOM MOIOTOBKH 110

npodeccusiM pabouux M JOJKHOCTAM CIYyXKalMX MOHMMaercs npodeccronanbHoe obyueHue
M1, paHee He UMEBIIUX Mpodeccun paboyuero UM A0IKHOCTH CITyKallero.

[Tpodeccnonanbaoe obyuyeHHe MO mporpaMmam IMpo(ecCHOHAIBHOM MOATOTOBKH I10
npodeccusM paboymx, OOJDKHOCTSM CIIyXallUX B IHpeienax OCBOCHHMs 00pa3oBaTebHOM
IIporpaMMbl CpefHero obrero obpa3oBaHusl HalpaBICHO HA NPHOOpETEHHE 3HAHHMM. YMEHHH,
HAaBBIKOB, B TOM YHCJIC JJIA paﬁorb[ C KOHKPETHBIM OGOP}’I[OB&HHeM, TEXHOIIOTHAMH, anmaparHoO-
IPOrpaMMHBIMH ¥ WHBIMH NPOGECCHOHAIBHBIMY CPEJICTBAMH, NOJIyYEHUE YKa3aHHBIMH JIMIIAMH
KBaTM(UKAIMOHHBIX Pa3psiZioB, KIIACCOB, KaTeropuii mo mpodeccuu paboyero WiH JOHDKHOCTH
ciyxamiero 6e3 m3MeHeHus ypoBHsi obpasopanus. IIpodeccuonanbHoe oOydeHume B paMKax
peanusaluu npuopuTeTHOro mpoekra «IlyTeBka B JKH3HB IIKOJbHMKaM [loaMOCKOBBS —
noaydyeHue NpodecCHH BMECTE C aTTECTATOM» OCYIIECTBIAETCS 3a CYET CPEACTB Gro/uKeTa
MockoBCKO# 061aCTH.

ITporpamma npodeccuonansroro ooydenus peamusyercs B [I00 ['BIIOY MO «YexoBckuit
texaukym». Opranumsanus npodeccuonanpHoro obydenus B [I00  pernmameHTHpyercs
IPOrpaMMoii po(ecCHOHABHOr0 00y4eHHs, B TOM 4MC/IE y4eOHBIM IUIAHOM, KalleHJapHBIM
yae6HBIM TpadukoM, pabouMMK IPOrpaMMaMi JMCHHIUIMH M TPO(ECCHOHAIBLHBIX MOJYJICH,
JIOKaJTbHBIMHM HOpMaTHBHO-1paBoBbIMHA akTamMu [100, pacrucanueM 3aHsITHH.

OcroBHBIME (popMamu TPO(ecCHOHATBHOTO O00y4YeHHs SBISIOTCS TEOPETHYECKHE H
IpaKkTHYECKME  3aHATHS, [POM3BOACTBEHHOE OoOydenwe. IIpakTHyeckue 3aHATHA —H
IIpOM3BOJICTBEHHOE ~ oOydenwe ocymectpisercs II0O ¢ ydeToM  yCTAaHOBICHHBIX
3aKOHOJATELCTBOM Poccuiickoii Deepaliiy OTpaHHYEHHH 10 BO3pACTy, MOy, COCTOSHHMS

3JI0pOBBsI 00yYarOIIUXCS.




Oco0eHHOCTBIO peanu3aluy JaHHOIO MPOEKTa SBISETCS CTPYKTYpPHPOBAaHHE COZECPIKAHHE
00y4eHuss B aBTOHOMHBIC OpPraHW3AlMOHHO-METOJMYECKHE 6lOKH-MOAymH.  Moayms —
HEJIOCTHBIM HAOOp TMOIEXKAlMX OCBOCHHIO YMEHHWM, 3HAHWM, OTHOIICHHH ¥ ONBITA
(komneTeniui), omucaHHBIX B (opMe TpeGoBaHMH NPO(PECCHOHANTBHOrO CTAHAApTA IO
npoeccur, KOTOPBIM JIOJDKEH COOTBETCTBOBATH OOYYAIOIMHCA 1O 3aBEPIICHHH MOJIYJIS, H
NPEACTABJIAIONMA COCTABHYIO 4acTh Oonee obmed Qynxmuu. Momymu dopmupyroTes Kak
CTPYKTYpHasi €JMHUIA y4eOHOro IIaHa no mpodeccHu; Kak OpraHM3alMOHHO-METOHYecKas
MEKIUCIMIUIMHApHAs CTPYKTypa, B Buie Habopa pasfeioB M3 pasHBIX JMCIMIIIMH,
00beIMHAEMBIX IO TEMAaTHYECKOMY IPU3HAKY 6a30i; MM KaK OpraHM3alHOHHO-METOIHYeCcKast
CTPYKTYpHas €IMHHIa B pamkax mnpodeccHoHanbHOM mnporpamMel. Kaxapii Momyib
OIICHUBAETCS U OOBIYHO CEPTHOHUIUPYETCH.

B yuebHOM mpoliecce HCIONB3yeTCsl MAaTEPHAIBHO-TEXHHYECKast 6a3a M KaJpOBbIE PECYPCHI
I1OO.

Ocobrie ycoBust fomycka K paborte: IOMycK K pabGoTe B COOTBETCTBHM C JEHCTBYIOIIHM
3aKOHO/IATEILCTBOM M HOPMATHBHBIMHM JIOKYMEHTaMH oOpraHu3aiuu (otpaciu). IIpoxoxneHue
00s3aTeNbHBIX W IEPUOJNYECKAX OCMOTPOB (0OCIe[0OBaHUM), a TaKKe BHEOYEPEIHBIX
MEJHMIIMHCKHX OCMOTpOB (0Ocie/0oBaHMH) B TOpsJAKE W B Clydasx, YCTaHOBJIEHHOM
3aKOHOaTenbcTBOM Poccuiickoit Denepanuu.

HopMaTHBHBIH CPOK OCBOEHMS IIPOTrpaMMBbI TPOGECCHOHATBHOTO 00yUeHHs U [IPUCBAMBaEMasi
KBanupukanus npuBeeHs! B Tabime 1.

Tabmuna |
MunumansHbIH HaumenoBanue IIpucBariBaeMbli Cpox ocBoeHUs
yPOBEHb 00pa3oBaHusl, KBanupuKanyu pazpsiz IpOrpaMMBbI B
HEeoOXOIUMBI J1IsI IIOJITOTOBKH ouHOH opme
npuema Ha obyueHue 0OyueHus
8 kiaccoB HenonpousBoaurens (¢ 5 216 yacos
3JICMCHTaMH OCATCIIBHOCTH
cekpeTapsi)

Ilepeyenn cokpamenuii, ucnoib3yembix B Tekcre [MI1O:
ITOO - npodeccuonanbHas obpazoBaTebHas OpraHu3alus
[1C - npodeccroHaNbHbIN CTaHIAPT;
1K - npodeccnoHaibHas KOMIIETEHIINS,

[TM - npodeccroHanbHbIA MO b,

MJIK - MexauciunInHapHbiid Kypce:

TTA - npomexyTo4Hasi arrecTaius;

HA - utoropas arrecranus,

IO - mporpaMma npodeccHoHaTbHOTo 00y YeHH S
OT® - o6obmenHas TpypoBas GyHKIMs™

T® - Tpynosas pyHkms*

T]1 - TpynoBoe neiicTBue™

*MeToIMuecKHe PEKOMEHIAIKH 110 pa3paboTke MpoPecCHOHAILHOIO CTaHapTa (Y TBEPXKICH
npukazom Muntpyaa Poccun ot 29 anpens 2013 r. Nel70n)




Pa3jen 2. O6mas XapakTepacTHKA IPOrpamMMbl poheccHOHATBHOI0 obydeHus

O6beM mporpaMMel POQECCHORANBEHOrO 06YUYeHHS, peamsyemoit Ha 6Gaze ITOO, no
IPOhECCHH WITH JOIDKHOCTH CITyXKaIero: 216 akageMHueckux 4acos.
OO6y4enue ocymecTisiercs ¢ yd4eToM TpeGOBaHMIA npodeCcCHOHAIHOIO CTaHAapTa
«CHenuaiicT 1o OpraHM3alHOHHOMY M JOKYMEHTALHOHHOMY OGECICYEHHIO YIIpaBJICHUS
OpraHu3ailien», yTBEpKICHHBIM NpuKa3oM MusuUCTEpPCTBA TpyJa ¥ COLHAJILHOH 3alUTHI
Poccuiickoii ®enepanmu ot «6» mMasg 2015r. Ne 276H.
KBanmpukauus, nprcanBaemas BTy CKHHKaM 06pa3oBaTebHOM IIPOrPaMMBI:

= ACJIONIPOHU3BOHUTEIb.

CBs13p 00pa3oBaTelbHOI POrpaMMBI POGECCHOHATLHOTO 00y4eHus ¢ npodeccHoOHaTBHBIMA
CTaHZapTaMH IIpeJICTaB/IeHE! B Tabuie 2.

Tabmma 2 — Cpa3p 06pasoBaTenbHON MPOrpaMMbl  PO(ECCHOHATHHOTO ofOyueHus ¢
NPO(eCCHOHAIBHBIME CTaHapTAMU

HaumeHnoBaHue nmporpammel
npodeccuoHambHOTO
obyueHus

HaumenoBanue npodeccuoHansHOro
cTraHjaapra
(0OJTHOTO WIJTH HECKOJILKHX )

YpoBeHs (1101ypOBEHB)
KBAJTM(UKALUH

1

2

Jenonpoussoaurens (¢
JJIEMEHTaMHU JeATEIbHOCTH
ceKkperaps)

CroenmamucTr 10 OpraHW3allMOHHOMY U
JIOKYMEHTAllHOHHOMY obecneyeHuIo
ylpaBJIeHHAS Opra"u3anuei»,
YTBEPXKJICHHBIA INpuKa3zoM MuHucTEpCcTBa
TpyZAa W COIMAIbHOM 3aiuThl Poccuiickoi
Denepanuu ot «6» mast 2015r. No 276H.

Ln

|

Onmcanvie 0600mMEHHBIX TPYMOBBIX (YHKLHiA, BXOAAMMX B NPOhECCHOHATBHBIN CTAHAAPT

npeJcTaBieHo B Tabiuie 3.

Tabmuua 3 — Onrcanre 0606IMEHHBIX TPYIOBBIX (yHKIMH, BXOAAIINX B MPO(ECCHOHATBHBIH

CTaHaapT

O600611eHHbIE TPYIOBBIE (YHKLHH

Kon HaumeHnoBanue YpoBeHb KBaTH(HUKAIIHH
A OpranuzanuoHHOe 3
obecriedyeHue  JIEATEIHLHOCTH
OpraHu3aliu
B JlokymMeHTanmonHoe 5
obecrieueHHe  JIEATEIBHOCTH
OpraHu3alyiu

6




Paspen 3. PaspaGorka nporpaMMel mpodeccHOHANBHOTO o0y1enust ¢ yucroM TpeGopanHii
npogeccHOHAILHOro CT2HJApPTA «CnennanucT  nO  OPraHH3ANMOHHOMY  H
AOKYMEHTAUMOHHOMY  00eCHEeYeHHI0 yNpaBAeHHH OPraHH3aNueiDy, yTBEpHKACHHBIH

_ npukazoM MunHcTepeTBa Tpyaa W conmaabHoM 3amuthl Poccriickoii Pencpannn oT «b»
i mast 2015r. Ne 276n.

XapakTepucTHKa 0006 meHHbIX TPYIOBBIX PYHKDMI

Cexpemapv-aomunucmpamop

Tpynosas dynxuus: xog A/01.3 — IIpuem v pacnpeneneHue Tee(POHHEBIX 3BOHKOR OPTAHH3ALMH

Tpynoseie
JCHCTBHA

Ilepenanpasnenne TenedOHHBIX 3BOHKOB PYKOBOJICTBY K COTPY AHHKAM
OpTraHH3aIHK

Perrcrpauns mocrynaioiiux reieOHHbBIX 3BOHKOB

Homyuerne neobxonumoit uH(OPMaLHE K TTepeaTa CAHKIMOHHPOBAHHOM
HHEGOPMALHH 110 Tenedony

Heobxomumer
€ YMEeHHS

Henons30BaTh TeXHUYECKHE B IPOTPAMMHbIE CPEICTBA ISt IPOBEICHAS
FOJIOCOBOH WM BUACO-KOH(DEPEHTI-CBI3H

Wcnonkbaoears cpencTa KOMMYHUKALMOHHON OPTTEXHHIKM T TIOIYYCHHUS W
nepefadd uHhopManHu

BecTa ygeTHble perncTpalMosHbIe GOPMBL WCITOIB30BATD HX U
UHQOPMALHOHHOH paboTHI

YCranaBiuBath KOHTAKT ¢ COGECETHUKOM, MOANEPKUBATD 1 PA3BUBATE ICTIOBYIO
Beceny B nporecce TeneOHHBIX IIEPETOBOPOB

CrroaxnBaTs KOHGIMKTHEIE ¥ CITOKHEIE CUTYAITHA MEKIHIHOCTHOTO
B3aUMOACHCTEHS

Cobmopath CIryKeOHbli 3THKET

Heobxomumel
€ SHAHWS

3ajaun, QYHKIMY, CTPYKTYPY OPraHu3alMK, €€ CBI3H

[IpaBuia 3auMonedCTBHS ¢ TAPTHEpaMH, KyeHTaMu, CMU

2THKA DeI0BOro oOmeHHS

HpaBHna peYCBOIO 3THKETA

TpeboBanus oxpausl Tpyaa

IIpaguna 3aiKThl KOHGHASHIHABHOMN CITyXeOHOM uH(pOpManuK

Tpynosas dyukuus: xox A/02.3 — Opranusanust paboThi ¢ IOCETUTENAMH OPTaHA3ALMA

Tpynoebre
JcicTRIg

Bcerpeua noceTuTenei, nomydueHne nepBruHoi nHGOPMAINH 0 NOCETHTENIX H
NOMOIIE B OPraHM3alliK HX IpHeMa PYKOBOJHTENEM H COTPYAHUKAMH

Benenue xypHaa 3alucH IoceTHTeneHi

Yder noceTuTeaeH U ofopMACHAE MPOITYCKOB

CogaeiicTere oNepaTHBHOMY PACCMOTPEHHIO TIPOCED H TIpeIOMKEHHi
IOCETHTEHEH

ITpuema n nepemada JOKYMEHTOR TIOCETHTENEH PYKOROACTRY H COTPYAHHKAM
OpraHusanuu

Oprarmzanus u 6pOHIPOBAHME IEPETOBOPHBIX KOMHAT

Cepsrposka vaifHoro (rkodeitnoro) crong B odmce

IIpuroroBnenyue HAMWTKOB (Yai, xohe, MPOXIaIHTEILHEIE HATMTKH)

HeobxoaumMel
€ YMEeHH

O0IaTsECa ¢ TOCETUTENIME

Hcnonesorars YCTAaHOBIICHHBIC TTpABUJIa H IPOICIY PR KOMMYHHKAIlHH BHYTPH
OpraHH3allH#




Bectn y4ernsie ()OpMBI, HCIIOJIB30BaTh HX JUIsl PAGOTHI

Co3aBath MOJIOKUATEILHBIH HMH K OpraHHA3aliy

[IpuHEMaTh MEPHI IO pa3peIeH 0 KOHDIMKTHBIX CHTY Al

[IpuMeHs TS MHPOPMAIIMOHHO-KOMMYHUKAIIMOHHEIE TEXHOIOTHH

O6ecneunBaTh KOHOHIECHIHATEHOCTh HHPOPMAIHK

Heo6xonumel
€ 3HaHus

HpaBHna OpraHu3allii IpHeMa MOCETUTENIEH

IIpaBuna enoBoro obmeHus

CrpyKkTypa OpraHu3alliy U pacrnpesieieHne QYHKIMH MEKITY CTPYKTYPHBIMH
HOJpa3JeNeHUSIMU ¥ CIICITHATHCTAMH

IIpaBuna opranu3aiuu npueMoB B ouce

ITpaBusia cepBUpOBKH YaliHOTO (KOdeHHOro) crona

IIpaBuia mpUroTOBIICHHS U [10JIa4U FOPSYMX HAMMTKOB M 3aKYCOK K HUM

DTHKA AEI0BOro OOIMIEHUS

HpaBHJ'IB. PEHEBOI'O STHKETA

TpeboBanust oxpaHsl TpyJa

ITpaBuna 3anmmThl KOHUICHIIHAIBHOM CITyKeOHOM uHOpMaIUK

Tpynosas dynkims: kog A/03.3 — BemoHEHHE KOOPAMHUPYIONIMX U 0OECIIEUHBAOIINX

GbysKImi

Tpynossie Benenue xypHana pa3be3ioB pabOTHHKOB OpraHu3aluu

JIeHCTBUS Koopaunaius paboThl KypbepoB M BOAMTENEH OpraHu3aiuu
Bezenue xxypHaiia pa3pe3/IoB KyphepOB U BOIUTEICH OpraHu3alliu
CocraBieHue ClIpaBKH 0 paszbesjiax paboTHHKOB, KYPEPOB W MapIIpyTax
BOJUTEIIEH OpraHu3aluu

Heo6xoaumbl | COCTaBNIATh H BECTH YUETHBIC JOKYMEHTBI

€ YMEHHUS [IpuMeHATH cpe/icTBa KOMMYHHKAIMH IS TIepeadd MOPYUYEHHH pyKOBOIUTEIsS
U COTPYIHHUKOB OpraHu3aluu
[IpumMeHsTh cOBpeMeHHBIE cpeacTBa cbopa, 00paboTku u nepeaayu HHGpOpMaLUU
O1eHUBaTh pe3yJIbTaThl B paMKaX NOCTABJICHHBIX 3a/1a4
OcyiecTBIATh KOHTPOJIb HCIIOJHEHUsI MOPYYEHUH PYKOBOJUTENS COTPY AHUKAMH

HeobGxonumer | [IpaBuiia peyeBoro sTukera

€ 3HaHUs ITHKA JET0BOI0 O0IIEHHUS
TpeboBanus 0XpaHbl Tpyaa
ITpasuiia 3amuTel KOHGUACHIMAIBLHON CITy)XeOHOH HHOpMaLUH
CrpykTypa OpraHu3alliy ¥ pacipeeicHue QyHKIHH MEeXIy CTPYKTYPHBIMH
NoApa3IeNIeHUsSIMH U CIIeIHAITUCTaMU

Henonpouseooumeins

Tpynosas pyuxuus — B/01.5 Opranusanust paboThl ¢ JOKyMEHTAMH

Tpynossie ITpuem u nepuyHast 06paboTKa BXOJAIUX JOKYMEHTOB

JIeWCTBHUSA [TpenBapuTeIbHOE pPAacCMOTPEHHE M COPTHPOBKAa JOKYMEHTOB Ha

PErHCTPUPYEMbIE U HE PETUCTPUPYEMBIE

[ToAroTOBKA BXOASIIUX JOKYMEHTOB JUIS PACCMOTPEHUS PYKOBOAHTEIEM

PerucTpaiys BXOAAIIHX JIOKYMEHTOB

0pF8HH3aLIHSI JOCTABKH JOKYMEHTOB HCIIOJIHHUTEIISAM

Benenue 6a3pl JaHHBIX JOKYMEHTOB OpraHH3alliy

Benenne nH(OpPMAIMOHHO-CIIPAaBOYHOH pabOThI

O6paboTKa ¥ OTHpaBKa UCXOMANIMX TOKYMEHTOB

Oprasusanys paboThl 10 PETHCTPAlMK, y4YeTy, XpPaHeHHIO W Tepeade B




COOTBETCTBYIOIHE CTPYKTYPHbIE IO/IPA3/CIeHHUs JTOKYMEHTOB TEKYIEro
JIEJIONPOU3BOJICTBA

KOHT]JOJ'[B HMCITOJIHEHHMS NOKYMEHTOB B OpraHu3alliu

Heob6xomumbie
YMEHHS

Pa6orath co Beelt COBOKYIHOCTBIO MH(POPMAITHOHHO-I0KYMEHTALHOHHBIX
PECYpPCOB OpraHH3aIMu

[Tonb30BaTeCs 6a3aMu JAaHHBIX, B TOM YHCJIE Y AQJICHHBIMH

[Tomp3oBaTeCs CIIpaBOYHO-IIPaBOBBIMH CHCTEMaMH

ITomp30BaTECs aBTOMATH3MPOBAHHBIMY CHCTEMAMH y4eTa, PETHCTPAIIHH, KOHTPOIIS
1 HH(OPMAIIMOHHO-CIIPABOYHBIMH CHCTEMAMH P paboTe ¢ JOKyMEHTaMH
OpraHu3al{H

[IpaMEnATEL TEXHONOTHHA IS pabOTEI C JOKYMEHTAMH, B TOM YHCIIE IS €€
ONTUMH3ALMH U NOBBIIEHUS YPPEeKTHBHOCTH

Heob6xomumele
3HAHUS

HopmaTuBHbIE TPaBOBEIE aKTHI B HOPMATUBHO-METOIMYECKHE JTOKYMEHTHI,
OIPEJCIAIOIINE NOPSIOK IOKYMEHTAIMOHHOIO 00eCeueH s YIIPaBICHUs

CrpykTypa OpraHu3anuu, pyKOBOJICTBO CTPYKTYPHBIX T10JIpa3/ie/ieH

Cospemennbie HH(pOpPMaHOHHbIE TEXHOJIOTHH pabOThI ¢ JOKYMEHTaMH

ITopsinok paboThl ¢ AOKYMEHTAMH

CxeMb1 nokymMeHTOO60pOTA

[IpaBuiia paboThI ¢ BXOAAIIAMH, HCXOIAIIMME M BHY TPEHHUMHE JIOKYMEHTAMHU

[IpaBuna opranu3aiuu U GOPMBI KOHTPOJISE HCIIOJHEHMS IOKYMEHTOB B
OpraHH3aIHH

Tumnossie CPOKH HCIIOJIHCHHUA JOKYMEHTOB

[IpuHIunB paboThl CO CPOKOBOM KAPTOTEKOM

Ha3nauenue ¥ TEXHOJIOIUS TEKYIETO U MPEAYIPEAUTEILHOIO KOHTPOJIS

Hpaapma COCTaBJICHHUA aHAJIMTHYCCKHUX CIIPABOK IO OpraHyu3aiuu paﬁDTbI C
AJAOKYMEHTAMH H KOHTPOJIKO HCIIOJIHEHH S JTOKYMECHTOB

HpaBHna JOKYMEHTAIlHOHHOT O obecrieyeHHs JIeITeILHOCTH OpradHH3aliiu

Bunsr JOKYMEHTOB, HX Ha3HA4YCHHUC

T]JCﬁOBaHP‘ISI., NpeabABIACMBIE K JOKYMEHTaAM B COOTBETCTBHH C
HOpPMAaTHBHBIMH aKTaMH H I'OCYIapCTBCHHBIMH CTaHJapTaMH

[IpaBuna coctaBiieHuss u odopmileHus HHYOPMALMOHHO-CIPABOYHBIX,
OpraHHM3allMOHHBIX, YIIPABICHYECKHUX JOKYMEHTOB

[IpaBuna co3anus u BeneHus 0a3 TaHHBIX CITY)KEOHBIX JOKYMEHTOB B
OpraHu3anuu

Cucremsl AJICKTPOHHOT'O ,uoxymeurooﬁopora

npaBHHa H CPOKH OTIIPABKH HCXOSIIHX NOKYMCHTOB

TpeboBanus oxpaHsl Tpyaa

Tpynosas yukius — B/02.5 Opraau3anus TeKyImero XxpaHeHus JJOKyMEHTOB

Tpynoseie
JEeUCTBUS

Pa3paboTka HOMEHKJIATYPBI JIe]l OpraHU3aluu

[TpoBepka NpaBHIBHOCTH OOPMIICHHS JOKYMEHTOB H OTMETKH 00 HX HCIIOJHEHHH
niepe/1 ux (HOPMHUPOBAHUEM B JIEJIO JUIS IOCIEAYIOIEro XpaHeHUs

(DODM}’JTHIJOBaHHC 3aroJIOBKOB JI€JI H OIIPEICIICHHE CPOKOB HX XpaHEHHS

DopMUpOBaHHE JIe]

KOHTPOJIB IIpaBHJIBHOI'O U CBOEBPEMEHHOI'O pacripeiejiCHus H IMOAITHBKH

JOKYMEHTOB B JI€jIa




Heobxonumbie
yMEHus

Opranu3oBeiBaTh paboTy MO y4eTy, XpaHEHHIO U Ilepe/iade B COOTBETCTRYIOIIEE
CTPYKTYPHOE MOJPA3/JENCHHUE TOKYMEHTOB TEKYINET0 JEeJIONPOU3BO/ICTBA

OcymiecTBIsATS METOAMYECKOE PYKOBOICTBO AEJIONPOU3BOICTBOM B OPraHH3aIHK,
KOHTPOJIMPOBATh NPABHIIbHOE (JOPMHUPOBaHKE, XpPaHEHHE H CIAYy JIeJl B APXUB

Pa3pabaTeiBaTh HOMEHKIIATYPY Jie] CTPYKTYPHOTO MOPA3IeIeHUsI

Vcnionb30BaTh HOMEHKIIATYPY /€T IIPH M3YYEHHH CTPYKTY Dbl OpraHH3alHH,
COCTaBJICHHH OIIUCEH JIel

OpranusossiBath paboTy no GOPMHPOBAHHUIO €] B COOTBETCTBHHU C YTBEPXKICHHOM
HOMEHKJIaTypOM JIeI OpraHHu3aluu

[IpaBuIbHO B CBOEBPEMEHHO (HOPMHPOBATH IOKYMEHTHI B JIENIa C YUETOM HX
crieruuKu

CHCTGM&THSHPOB&T]: JAOKYMECHTEI BHYTPH JgJia

O6GecnieunBaTh COXpaHHOCTD H 3alllHTY NOKYMEHTOB OpraHM3alluu

[IpumensaTs HHPOPMAIMOHHO-KOMMY HUKAIHOHHBIE TEXHOJIOTHH JITIsl pabOoTHI ¢
JNOKYMEHTaMH

Heob6xonumbie
3HaHHA

HopmaTuBHBIE IpaBOBBIE aKThl © HOPMAaTHBHO-METOIMYECKHE JTOKYMEHTHI,
ONpEETIAIONIHNE TOPSIOK JOKYMEHTAIIHOHHOTO 00eCIeYeH sl YIpaBIeH sl

Bujib1 HoMeHKIIaTYp, 06uHe TpeboBaHuS K HOMEHKIIATYPE, METOIHKA €€
COCTaBJICHHS U 0QOPMIICHUSI

IIpaBuia cornacoBaHusi HOMEHKJIATYPBI JI€JT C BEIOMCTBEHHBIMH apXUBaMH U
OKCIIEPTHOM KOMHCCHEH

[Topsiiox hopmupoBanus u odhopmiieHus aei, cneiuduka GopMUpPOBAHUS
OT/ICIILHBIX KaTEerOpHA Jelt

HpaBuna XpaHCHHs ACII, B TOM YHCIIE C JIOKYMEHTAMH OTPAaHUYCHHOTO JI0CTYyNa

HpaBHna BblJIa4YH U HCIOJIB30BaAHHA NJOKYMCHTOB H3 ccbopmnposannmx Jen

Tpeboranusi oxXpaHsbl Tpya

Tpynoas gyuxius — B/03.5 Opranuzanus 06paboTKy e IS MOCe Iy OIIero XpaHeHust

Tpynossie
JelcTBUA

Hpoaepxa CPOKOB XpaHEHHA JOKYMECHTOB, COCTABJICHHUE IIPOTOKOJIA paﬁorm
BKCHepTHOﬁ KOMHCCHH I10 ITIOATOTOBKE JOKYMEHTOB K XPaHCHHIO, aKTa O
BBIJCICHHH K YHHYTOXCHHIO JOKYMCHTOB, HC MOJICHKAIITHUX XPaHCHHIO

CocraBieHHe BHYTPEHHEH ONHMCH A€l Ul 0000 LIEHHBIX JOKYMEHTOB

O(bOPMJIeHHe A1 NOCTOAHHOT'O, HOJITOBPEMEHHOT'O CPOKOB XpaHCHHA

OdopmiieHre 00JIOKKHA el TOCTOSHHOTO, JOJITOBPEMEHHOIO CPOKOB
XpaHEHUst

CocTaBieHHE OIKCH JIeJI TOCTOSIHHOT'O, JOJTOBPEMECHHOI'O CPOKOB XpaHCHHUSA

Ilepeaya ey B apXuB OpraHU3alHu

Heobxogumeie
YMEHUs

[Tons3oBaThCst NEPECUYHAMH JOKYMEHTOB H aHAJIM3HPOBATh (baKTH‘ICCKOC
COJIEp)KaHHE HMEIOIITUXCA B JI€JIE JOKYMEHTOB IIpH OIIPEACIIEHHH CPOKOB HX
XpaHCHHSI

OdopMIISTE JOKYMEHTHI SKCIIEPTHOH KOMHUCCHH

Odopmitsts 06I0KKH JIe] IIOCTOSHHOTO ¥ BPDEMEHHOI'O CPOKOB XpPaHEHHS B
COOTBETCTBHH C TPEOOBAHUSAMHE IOCYAAPCTBEHHBIX CTAH1apTOB

Heobxonumeie
3HAHHS

HOpMaTHBHbIe IIpaBOBbIC aKThl H HOPMATHBHO-METOAHICCKHUE JOKYMEHTRI,
OIPEACIIAIINHNE NMMOPAJOK JOKYMEHTAIIMOHHOI'O obecrieyeHus YIIpaBJICHHS

Kpurepuu pasziesieHus JOKyMEHTOB Ha TPYNIIBI B COOTBETCTBUH C [IEHHOCTHIO
uHpopMaInH, cojiepiKaIeics B HUX

HO])SIJ]OK HCIIOJB30BAHHSI THIIOBBIX HIH BEIOMCTBEHHBIX ﬂepechﬁ
JOKYMEHTOB, OIIPEJICIICHHS CPOKOB XPaHEHHUS B IPOIECCE SKCIIEPTHIEL INEHHOCTH
JOKYMEHTOB

TTopsiIoK cO3/1aHKs, OPraHU3allHA | JJOKYMEHTHPOBaHHs paboThI SKCIIEPTHOH
KOMHCCHH
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IlpaBuinia cocraBieHus B yTBEPKIACHUS IIPOTOKOIA PAGOTHI IKCIIEPTHON KOMHCCHH

HpaBHJ'la COCTaBJICHHUS M YTBEPIKIACHHUSA aKTa O BBIJICIIEHHH JIOKYMEHTOB, HE
MOJIEXKAIIHX XPaHCHUIO

IIpaBuia TexHuueckoi 06paboTKH U MOTHOTO 0)OPMIIEHHS €T TOCTOSHHOTO H
BPEMEHHOI'0 CPOKOB XpaHECHHUS

HpaBHHa COCTaBJICHHS OITHMCH €)1 ITOCTOSSHHOTO ¥ BPEMEHHOI'O CPOKOB XpaHEHHS B
COOTBECTCTBHH C )IeﬁCTBYIOLL{I/IMH HOPMATHBHO-METOJUYECKHUMH JOKYMCHTAMH

[IpaBuna nepenauu 1en B apXUB OpraHU3aliu

TpeboBanust oxXpaHsbl Tpyaa

CootsercTBre onucanus KBalupukanuu B npodeccuoHanbHoM cranaapre « Crienuanct no

OpPraHH3allMOHHOMY M JIOKYMEHTAIMOHHOMY 00eCIeYeHUIO
YTBEDKICHHBIA TIpUKa3oM MuUHHCTEpCTBA TpyJa M COLMAILHON

@enepanuu ot «6» mMast 2015r. No 276H.
¢ Tpe6OBaHHAMH K pe3y.JibTaTaM MOATOTOBKH 10 PorpaMMe npodeccHoHaILHOIo

3alIuThl

yIpaBJIEHUs OpraHu3anuei»,

Poccuiickoi

o0y4eHus
O600mennbIe Tpynosbie GpyHKIHH
TPY/0BbI€
bynxknun
Koo A HaUMEHOBaHHe YPOBEHB HaMMEHOBaHHE KO/ YPOBEHB
KBaTU(hHKALIMH (noaypoBeHs)
KBaMU(UKALMU
Opranuzaumonnoe | [Tpuem u 3 ITpuem u /01.3 3
obecnieueHue pacnpe/ieneHue pacrnpeenceHue
AEATENEHOCTH TenedOHHBIX TeneOHHBIX
OpraHu3aiuu RGHOB 3BOHKOB
OpraHu3AIHH OpraHH3aluu
Opranuzanus 3 Opranuzaiius A/02.3 3
paboTel ¢ pabotsi ¢
MOCETUTENSIMH MOCETUTENIIMH
OopraHHsaluHr OpraHUv3alHH
Beimonuenue 3 BeinonHeHue A/03.3 3
KOOPAMHHUPYIOLIUX KOOPAMHUPYIOLIUX U
2 obecrneyrBaroLIHX
obecreyrnBaroLIKX byHKLHH
dyHKLHH
Kon B HaWMEHOBaHHe YPOBEHB HaHMEHOBaHHe KOJI YPOBEHb
KBaIM(UKALIHH (nomypoBeHs)
KBaJTH(HUKALIMH
I[OK}’MCHTalIHOHH OpTaHHBEI.LlHH 5 OpraHmauHa B/01.5 5
66 obeoreaeHie || PaboTELS paboTsl ¢
JIOKYMEHTaMHu JIOKYMEHTaMH
ACATEIIHOCTH Opranusanus 5 Opranusarns B/02.5 5
OpraHu3aiuu TEKYLIETO TEKYLIETO
XpaHECHHUS XpaHEHus
JIOKYMEHTOB JIOKYMEHTOB
Oprauu3anus 5 Opranusanust B/03.5 5

00paboTKH Je
UL
MOCJIEAYIOIIETO
XpaHEHHS

00paboTKku aen s
HOCJIEAYIOIIETO
XpaHEeHUS
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Pasnen 4. Ilianmpyembie pe3yibTaTel OCBOGHHS NPOrPaMMBI npogeccHOHATBLHOIr0
o0yuenusi ¢ yduerom TpeGOBaHHMII TNpPOdecCHOHAILHOIO cranaapra «Cneumajuer no
OPraHM3alMOHHOMY H JOKYMEHTAIHOHHOMY o0ecne4eHHI0 yNpaBJIeHHsl OpraHH3aIMei,

YTBePKIAeHHBIH NpuKazom MHHHCTEPCTBA TPYJa M CONMANBHON 3ammThl Poccmiickoii
Denepanun ot «6» mas 2015r. Ne 276m.

OcHoBHas 1eb BHIA NPOGECCHOHANBHOMN JIeSTeNbHOCTH: peaiusaiusa 00eCIeYnBarOIHX
byskuuit  ynpapnenuss opraHusanmelf; BHeIpeHHE JyYIIHX TEXHHYECKHUX pa3paboTok #
HOBEHIINX TEXHOJIOTHH B 0OeCIIeYeHNe yIIpaBIeH s OpraHu3aiue

Onpeienienne pe3ynbTaToOB OCBOCHHS MPOrpamMM NMpoghecCHOHATBHOTO 00yueHus Ha OCHOBE
npoeccnoHaNBHOro cranaapra « CHeMaIucT 1o OpraHu3allHOHHOMY H JIOKyMEHTAIHOHHOMY
00eCreyeH IO ypaBieH|s OpraHu3almeil», YTBepKIeHHbIH npukazoM MuHuCTEpCTBa Tpyla |
conHanbHOM 3ammTel Poccuiickol @epeparun ot «6» mMas 2015r. Ne 276H.

Tabmuna 4
[TpodeccronanbHbIi
i [Iporpamma npodeccruoHanbHOTO 00yYeHMs
CTaHaapT

Crnenuanucrt mo JlenonpousBoanuTeN®b

OpraHHU3allMOHHOMY H

JOKYMEHTAIHOHHOMY

obecrieyeHHIO yIpaBiIeHus

OopraHus3anuen

JlokyMeHTalnoHHOE JlokyMeHTaIoHHOE ObecIeYeHue

obecricueHue JEeATEeTbHOCTH OpraHu3aIliH

JIeATEIILHOCTH

OpraHM3anuu

Opranusanusi paboTsI ¢ Opranusanus paboTs! ¢ JOKYMEHTaMH

JIOKYMEHTaMH

Tpynosoe neiicTeue npoQeCcCHOHANBHEIN cTaHIapT «CHelHaTuCT MO0 OPraHU3alMOHHOMY H
JNOKYMEHTAIMOHHOMY  ODECIEUEHHIO  YIpPABJICHHS  OpraHU3aidei,
YTBEPXKJICHHBIH IpHKa3oM MuHHCTEpCTBA Tpy/Ja U COLHATBHON 3alUTHI
Poccuiickoit @epepanuu ot «6» mast 2015r. Ne 276H.

Ymenue npoeccHoHaNbHbIH cTanaapT «CrIenuanicT 1Mo OpraHM3alUOHHOMY H
JOKYMEHTAIlAOHHOMY  ODECHEeueHHIO  yNpaBIE€HHS  OpraHH3alHen»,
YTBEPXKACHHBIH MpHKa3oM MuHHCTEpCTBA TpyJa H COIHAIBHOM 3aIUTHI
Poccuiickont @enepanuu ot «6» mas 2015r. Ne 2768.

3Hanue npodeccuoHabHbl cTaHAapT «CHenManucT 1Mo OpraHW3alHOHHOMY H
JOKYMEHTAllUOHHOMY  O0ECHEeYeHHIO  YIIpaBJIeHHS  OpraHu3aluei»,
YTBEPXKACHHBIA NMpHKa3oM MHHHCTEPCTBA Tpy/Ja U COLMAIBHOH 3aIlUTHI
Poccuiickoit ®enepanuu ot «6» mast 2015r. Ne 276H.

Oprauusanus TeKyIero Opranusanus TeKyIIero XpaHeHus JJOKyMEHTOB

XpaHEHHS JOKYMEHTOB

Tpynosoe neiicTBue npodeccHoHanbHbIi cTaHaapT «CrnenuanicT 10 OpraHu3allMOHHOMY H
JIOKYMEHTAIlHOHHOMY  0O€CIeueHHIO  YIpaBICHHS  OpraHU3aIHe.
YTBEpKICHHBIH MpHKa3oM MUHHCTEPCTBA TPyJa U CONMAIBHOM 3aIMTEI
Poccuiickoit @eneparyn ot «6» Mast 2015r. Ne 276H.




YmMmenne

npodeccHoHanbHb cTaHAapT «CHEeNMaNTUCT 10 OpPraHM3allHOHHOMY H
AOKYMEHTAl[AOHHOMY  OOECNEYEHHIO  YIpaBIE€HHS  OpraHu3anuei,
YTBEPXKIECHHBIA NpPHKa3oM MHHHCTEpCTBA TpyJa H COIMAIBLHOM 3alUThl
Poccuiickoit @enepanuu ot «6» mast 2015r. Ne 276H.

3HaHue

npodeccHoHanbHb cTaHaapT «CHEeMHaTCT 110 OPraHU3alMOHHOMY H
JOKYMEHTAllAOHHOMY  OOECIIEYeHMIO  YIpaBJeHWs  OpraHu3aimei»,
YTBEPXKACHHBIH IMpHKa3oM MUHHCTEpPCTBA TPyJa U COIHAILHOM 3alHThI
Poccuiickoi ®@enepammu ot «6» mast 2015r. Ne 276H.

Opranuzanus 06paboTku
JIeJT JUISL TIOCJIEYFOIIEr0
XpaHEHUsl

Opranusanus 06paboTKH Jel IS MOCIeIYIOIEro XpaHeH s

Tpynogoe jelicTBre

npodecCHoHaNbHbI cTanaapT «CHeHaTuCT 10 OPraHU3al[MOHHOMY H
NOKYMEHTAlMOHHOMY  OOECHEUCHUIO  YNpPaBIEHHS  OpraHu3aluen,
YTBEPKIECHHBIH NpHKa3oM MuHHCTEPCTBA TpyAa ¥ COLMATLHOM 3aIUATHI
Poccuiickoii @enepanmu ot «6» mas 2015r. Ne 276H.

YMmenue npodeccHoHaIbHEIN cTanaapT «CHenuanieT 1Mo OpraHu3alMOHHOMY M
JIOKYMEHTAlUOHHOMY  OOECIIEYeHHMIO  YTpaBlIeHHS  OpraHu3alhei»,
YTBEPXKIECHHBIN NpHKa3oM MuHHCTEPCTBA Tpyda W COLHAIBHON 3aIlUTHI
Poccuiickoii ®enepanuu ot «6» mast 2015r. Ne 276h.

3HaHue npodeccHoHanbHbIH cTaHaapT «CrenManucT Mo OpraHu3alHOHHOMY H

JOKYMEHTAllHOHHOMY  O0€CIe4eHMIO  YNpaBICHHS  OpraHu3alkei»,
YTBEPKJECHHBIM NpHKa3oM MUHHCTEPCTBA TpyJa U COINMAIBHOM 3aIUTHI
Poccuiickoii ®enepaiuu ot «6» mas 2015r. Ne 276H.

Conepxanue nporpaMMbl NMPO(ECCHOHAIBHOIO 00yYEHHsS! ONpEeNseTcss Ha OCHOBE
YCTQHOBJIEHHBIX KBATH(PUKAIIMOHHBIX TPeOOBaAHMIA.




Pazpen 5. Crpykrypa nporpamMmel npogeccHoHaILHOro o6yyenns
5.1. YueGubiii mian

Tabmuna 5
O6bem mporpamMMsl pohecCHOHATLHOro 06yYeHNs B
aKaJIeMMYECKHX Jacax
Bceer Pabora obyuyarommuxcs BO
Unnex H 0 B3aHMO/ICHCTBUH C Pe
. AUMCHOBAHHE SR utKOMCH,}IyeMbI
3ansatus no MJIK PR Halaa
[IpakTux
TEOPHH | NIPAKTHYECKHE H
3aHSATHS
1 2 3 4 5 6 7
IIM. Opranu3zanuonHoe 108 46 32 30 1
01 obecnieueHue
AeATETbHOCTH
OpraHu3anuu
MJIK | Benenue B 36 22 14 ---
01.01 | mpodeccuro
MJIK | Opranu3zamus 36 18 18 ---
01.02 | pabotsi ¢
HOCETHTEISIMH U
BE/ICHUE
TeneHOHHBIX
3BOHKOB
MJIK | Pabora c I1O 6 6 --- -
01.03 | Microsoft Office
YIL.O1 | YuyebHas npakTHKa 30 --- — 30
IIM. | Hoxkymenranuonnoe | 102 24 48 30
02 obecreyeHnue
AeATEeIbHOCTH
OpraHu3anun
MJK | Opranu3zaims 36 8 28 -
02.01 |pabotsl c
JOKYMEHTaMHU
MJIK | Pabora ¢ [1O 6 6 --- --- 2
02.02 | komnberOTEpa
MJIK | Opranusanus 30 10 20 -
02.03 | Texymiero xpaHeHuUs
JIOKYMEHTOB U
00paboTku Aexn s
MOCJIEYIOLIETO
XpaHEeHHUs!
VI1.02 | YyeGHast mpakTHUKa 30 — --- 30
Hrorosas 6 --- - 6 2
TA.00 | ATTEcTANS B BH/Ie
KBATH(PUKANHOHHO
ro 3K3aMeHa
Hroro: 216 70 80 60
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5.3. TemaTn4eckuii mjiaH

Tabnuua 6
HaumeHOBaHMe Coneprxanne yu4eGHOro Matepyana U OpMbl OPraHM3aliy AesTeIbHOCTH 06y yarommxcs O6BeM
pa3aenoB ¥ TeM B Yacax
L. 2. 3,
MM 01. Opranu3anuonHoe obecrieyeHHe AesiTe/IbHOCTH OPraHu3auuu 108
MJIK 01.01 JTo/mKHOCTHBIE 00S3aHHOCTH cekpeTaps-aenonpoussoautens. [popeccronanbupiii cranaapr. [podeccHonanshas 3THka cexperaps- 36

Beenenue B npodeccuro

nenonponsBonuTens. JlenoBod crwib cekperaps-aenonpoussoautens. Kparkas uctopus nenonpoussoactea. OpraHM3alHOHHO-
MpaBOBbI€ JOKYyMEHTBI [EJONPOM3BOACTBA. YCIOBHA TpyJa CeKkperaps-aenonpousBoautens. Opranusauus ero pabouero Mecra.
Texuuyeckoe ocHaiueHue pabouero mecta. OCHOBHBIE BHJBI Opr. TEXHHKH W mnpaBuia paGoTsl ¢ Heid. [lomsTwe opranmzaumii
(yupexnenit, npeinpuaATyi), MX Kiaccudukauus. OpraHu3alMOHHas CTPYKTypa OpraHu3alnii (yupeskIeH|i, NpeAnpusTHiA).

OcHogsl e0Boro obuenus. [cuxonorus muuHoctu. [losenenue auunocty. O6mme npapuia stukera. OCHOBBI KOH(IHKTOIOTHH.

B TOM 4HC/Ie NpaKTHYECKHUX padoT: 14
1. H3ydeHue THIIOBBIX OPraHU3AlHOHHO-TIPABOBEIX JJOKYMEHTOB OpraHu3aluu
2. Paborta ¢ OprrexHuKou
3. ®akTopsl, 3aTpyAHAIONIHE 00IIeHHE
4, Tlcuxomorudeckoe TecTupoBanue no reme «IIcuxonorus THYHOCTHY
5. Paspabotka stuueckoro Kojekca cexperapsi-Z1€1010pOU3BOIUTENSA
6. AHamu3 KOHQJIHMKTHBIX CUTYalUuH
B TOM uHc/ie KOHTPO/IBHBIX paboT: TECTUPOBAHHUE MO MOJYJIIO 1
MJIK 01.02 ®opmel genosoro obmenus. Jlenosas Oecena. [lenoBele mneperoBopbl. JlenoBas auckyccus. [lenoBele coOpaHHs W COBELIAHHS. 36
Opranusauus pabothi ¢ | Ty6upunbie BbicTyUIeHus. [IpaBiia BeaeHHs TeneOHHBIX neperosopos. [lenosas nepenucka. Pabora ¢ obpalieHHsIMH rpakiaH.
MMMM“”MﬁmMM”::Ex Ocobennocti HepepbanbHOro obuenus. OpraHu3ailys AeJ0BOrO 3aBTpaka, obena, yxwuHa. Ilpasuna cepeupoBkd crona. [Ipauia
3BOHKOB IPUIOTOBJIEHHA U MOJIa4H FOPSYMX HAMMTKOB H 3aKYCOK.
B ToM umncne npakruyeckux pabor: 18

[IpueM KiIMeHTa U yCTAHOBJIEHHE IIEPBUYHOIO KOHTAKTa
ITy6nuunoe BICTYILICHHE

CepsupoBka crona

Buze! o6patenuit rpaXkaan U X perucTpanus
Opranuzanys J1eJI0BOro COBEIaHus

[IpoBesieHre MO3roBOro mMTYpMa

Benenne TeneoHHBIX pazroBOpoB

L sl e

(g

1
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MJIK 01.03 Bosmoxknoctd Word. OcHosel pabotsl ¢ fokymentamu Word. Mutepdeiic Word. @opmatuposanue B Word. O6sextsi Word. 36
Pa6ora ¢ I10 Microsoft | BosmosxnocTr Excel. @opmarnpoanue B Excel. Beoa u o6pabotka nanueix B Excel. Jluarpammsr B Excel. BoamoskHOCTH B
WMMM%%MMP P PowerPoint. PaboTa co ciiaiiamH, :womﬁmvmo¢:mzx B PowerPoint. Pa6ota ¢ Tabnuuamu B PowerPoint.PaGora ¢ aynuo-, Buneo B
PowerPoint. Pabora ¢ anumaumei B PowerPoint. OcHoBbl paboTsl ¢ 6azamu 1aHHbIX. OCHOBHbIE 06BEKTHI 6a3bl JaHHBIX. 3aMIPOCHI.
Pa6ora ¢ 3anpocamu. MHAEKCHPOBaHHE JaHHBIX.
B ToM 4HcIIe IpaKTHKA: 30
1. Bsox texcra B Word 12. Beoa u obpaboTka 18. Co3zmanue THIIOBOM 22. Co3nanue npocreiiiieit
2. BeoigeneHue TeKcTa. naHHbIX B Excel Npe3eHTall|iU B 6a3bl B Microsoft
3. Otcryn 13. Pazpaborka TabmmiL. PowerPoint Access
4. ®opmaTtHpoBaHHE 14. Pabota ¢ popmytamu 19. JlobaBienue kaptuHok, 23. Co3nanue 6a3sbl
TexcTa 15. IlocTpoenue u 3BYKa, BUJIEO, JIAHHBIX, COCTOSAIIEH M3
5. Cnucku pelakTHpOBaHUE JUarpamMm JBYX Tabiuil
6. Bcraska pucyHKa JIAarpaMm 20. Ilpumenenune 24. Co3pianue 3anpocoB K
7. Pucosanue B Word 16. Pabora co cnickamMu 1epexoioB, 3¢ dexTon rOTOBOM 0aze JaHHBIX
8. Pabora ¢ Tabnunamu 17. Co3nanue u aHMMallU{
9. KonoHTHUTYIIBL IPUMEHEHHE CBOJIHBIX 21. Ilpumenenue
10. Hymepauus cTpaHui TabIuIl THIIEPCCHLIOK
11. CCBUIKM M THIIEPCCHUIKH
1M 02. JIoOKyMeHTAHOHHOE 0DecreYeHHe AesATeJIbHOCTH OpPraHu3aHi 102
MK 02.01 ITonsTue nokymentoB. Knaccudukauus noxymMeHToB. PekBu3uTel JokyMeHTOR. CripaBOuHO-HH(OPMALIMOHHBIE JOKYMEHTBI U ITpaBuia 36
Oprasusauus padoTel € | yy odopmnenns. CrpaBOYHO-aHATATHYECKAS IOKYMEHTALMS M NpaBuia ee oGOpMIeHHs. PacriopsyiuTebHas AOKyMEHTaluus M
AOR S npaeuna ee opopmieHus. [LiaHoBas 1oKyMeHTauus U npasuia ee opopmienus. OTyeTHas JOKyMEHTALMs W NpaBHiIa ee opopmiIeHuUs.
Kaaposas IoKkyMeHTal|s U rpaBuiia ee 0)OpMJIICHHS.
B Tom uncne npaktuyeckux pabor: 28
1. Odopmienue cripaBOYHO-MHPOPMALMOHHBIX IOKYMEHTOB
2. OdopmieHne CripaBOYHO-AHATUTHYECKOMN OKYMEHTAIlHH
3. OdopmieHne pacnopsIuTEILHON JOKYMEHTAIIHH
4. OdopmireHre pacnopsIuTeNLHON TOKYMEHTAIIUHA
5. OdopmieHne MIaHOBOM JOKYMEHTAIMH
6. OdopmieHue OTYETHON TOKYMEHTAIMH
7. Odopmiienre KagpoBOH JOKYMEHTAIMH
MJIK 02.02 Buzer nporpammuoro o6ecneuennus. Knaccudukauus I10. Cucremuoe I10. Ipuknaanoe I10. YeraHoka IO Ha KOMIBIOTEp H €ro 36

Pa6ota ¢ ITO Microsoft

obHoBnenre. Bupycel. AHTHBHpYyCHBIE nporpaMMbl. 3ammura MHGOpMALMM Ha BCEX JTamax JOKyMeHToobopora. CoBpeMeHHbIe
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Office (OneNote, MS
Qutlook, Skype,

KOMMBIOTEPHbIE U HH(OPMALMOHHBIE TEXHOJOTHH. O6MeH 2IEKTPOHHBIMH IOKYMEHTAMH. BHenpenne cucremsl 3MEKTPOHHOIO
JIOKyMEHT0060pOTa (CHM). OpranusaiMs XpaHEHHs! JEKTPOHHBIX JOKYMEHTOB. ApXHUBALIMS. [Iporpamma Fine Reader. Pafora ¢

Publisher) nporpaMmamu OneNote, MS Qutlook, Skype, Publisher. N
B ToM umncnie npakTHKa: 30
1. YcraHoBka onepalOHHbIX 5. YcraHoBKa aHTHUBHPYCHBIX 9. Pabota B 06yyaromeii mporpamme
CHCTEM Ha KOMIIBIOTED [IporpaMm Klava
2. VYcranoska ooroBieHHH OC 6. Hacrpoiixa 0OHOBIEHU I 10. Pabota ¢ onaiin-Tpenaxepamu
3. VYcranoska npuksiajgsoro 10 7. CxaHMpOBaHHE KOMITBIOTEpA Ha 11. Pabora ¢ mporpammoti Fine
4. CkauMBaHHE U YCTAHOBKA BUPYCBI Reader
JlpaiiBepoB 8. Hacrpolika aBTOMaTu4eckoro 12. Pa6ora c I10 Microsoft Office (OneNote,
CKaHHpPOBaHU A MS Qutlook. Skype, Publisher)
MJIK 02.03 HUndopmarms. Oranuue aokymenTa ot uidopmauud. Obme npasuna pabotel ¢ uHdopmanmeii. Obiume npasuIa OpraHu3aLmH 30
Oprauusanys TEKYWETO | nokymentoobopota. Popmbl perucTpaiiii 10KyMeHToB. CxeMbl 06paboTKH BHYTPEHHHX H BHELIHHX 10KyMeHTOB. HoMeHkiaTypa sen.
wmw“m”””:nmwmﬁ“_om a @opmuposanue jiei. [IpaBuia cucreMaTu3alMy OTAETbHBIX 10KYMeHTOB. Cpoku XpaHenus jen. [ToAroToBka aen Kk nocieayromemy
TOCNIEIYIOIIEro XPaHeHHIO M Hcnob30BaHHi0. PaboTa ¢ KOH(HIEHIMAIBHBIMH JIOKYMEHTaMH.
XpaHeHus B Tom uucnie mpakTuyeckux pabor: 14

1. Ilpuem u ob6paborka nocTynarommux 10KyMEHTOB

Perucrpaiiust ToKyMeHTOB

OdopmireHre HOMEHKIIATYPBI 181

Odopmienne nen

CocrasiieHre akTOB O nepeaye Jiel B apXHB, Ha YHHUTOKEHHE
M3yyenne 3akona «O 3aimmre nepcoOHATLHBIX JaHHBIX»

2 9

!
L

SIS
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Pa3zjen 6. Pazpa6orka npouexyp KOHTPOJISI H CPEACTB OLEHKH Pe3yIbTATOB 00y4eHHS 10
nporpamme npogeccHoOHaILHOr0 00yIeHHs
Ilpp ocBoeHnmu nporpamMmbl HPOMECCHOHAIBHOTO OOydYeHHs OlEHKA KBaTH(DUKAIHH
IPOBOAMUTCS B paMKax IPOMEKYTOUYHOM M HTOroBoM arrectaruu. @opMel, NMepUOIMYHOCTH U
NOPSIIOK  MPOBEACHUS  NMPOMEKYTOUHOM — arrecranMu  ofydarommxcs 10 mnpodeccuu
Jlenonpou3BouTeNh YCTAHABIMBAIOTCS OPraHM3allkel, OCYNIECTBISIONMEH 06pa3oBaTEIbHYIO
JEATENBHOCTD, CAMOCTOSTEIBHO
@opMO¥ UTOrOBOM aTTECTAllMM SBISIETCS KBATH(MHKAIMOHHBIA SK3aMEH, KOTOPBIA BKITFOYAEeT
B ce0s NpakTHYECKyl0 KBaNTU(PHUKAIUOHHYIO paboTy M MPOBEPKY TEOPETHMUYECKHX 3HAHMH B
npenenax KBalu(pUKaIMOHHBIX TpeOOBaHMIA, YKa3aHHBIX B KBAJIM(HMKAIIMOHHBIX CIIPABOYHHKAX,
¥ (W) npoecCHOHATHHBIX CTAHJAPTOB IO COOTBETCTBYIOMMM mpodeccusiM paboumx,
JOJDKHOCTAM  citykamux. K HTOroBod arrectalmé [JOMYCKAIOTCS JIAI@, BBITOJHHMBIIUE
TpebOBaHus, NMPEIyCMOTPEHHBIE NTPOrpaMMoil npodeccruonansuoro obyuenus. K nposeaeHuio
KBAIU(DUKAIMOHHOTO  9JK3aMeHa  IMPHBIEKAIOTCS  TPEACTaBUTENHM  paborojarenei, HX
obbenuuenuit. Hroropas arrecraumsi JO0/DKHA OBITh OpPraHM30BaHa Kak JIEMOHCTpaIuUs
BBIIYCKHUKOM BBITNIOJTHEHHUSI OJIHOTO WJIM HECKOJIBKMX OCHOBHBIX BHIOB JIEATEIBHOCTH IIO
npodeccuu. JIussi UTOroBOM aTTecTalMu o0Opa3oBaTesbHON Opranusaimedl paspabaTbiBaeTcs
IporpaMma MTOroBOH aTTecTaiuy U GoHab! onieHouHbIX cpeacTs (ITpunoxenue 1). Comepixanue
3a/1aHU# KBaTM(DUKAIHOHHOTO 9K3aMeHa J0JDKHO COOTBETCTBOBATH PE3YJILTATAM OCBOCHHS BCEX
npoecCHOHABHBIX MOJYJIeH, BXOASIHMX B 00pa30BaTENbHYIO MPOrpaMMy. ATTECTALHOHHOM
KOMHMCCHEH TPOBOJAMUTCS OIEHKAa OCBOEHHBIX OOYYarOIIMMHCS 3HAHHH, YMEHHH., HAaBHIKOB B
COOTBETCTBHM € o0Opa3oBaTe/IbHOM MporpaMMoi M corjlacoBaHHBIMH ¢ paboTomarenem
KPUTEPHSIMH.
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