AHHOTALNUA
K PABOYEM ITPOT'PAMME ITPO®ECCHOHAJBHOI'O MOY.JISI
I[IM.05 BBIITIOJIHEHHUE PABOT 110 ITIPO®ECCHUU
CHYXKAWEI'O JEJONMPONU3BOJAUTEJIb
42.02.02 U3paTenbckoe aeJ10
yriy0JieHHOH MOATOTOBKH

1. MecTo AUCHUIIMHBI B CTPYKTYpe NPOrpaMMbl MOATOTOBKH CIELUAINCTOB
CpeJHero 3BeHa

PaGouass mporpamma  mnpodeccHOHAaNbHOTO  MOAYJS  SIBISIETCS  YacCThIO
obpazoBaTenpbHOM TporpaMMbl B cooTBeTcTBHM ¢ PI'OC mo cnernuansHocTH 42.02.02
W3narenbckoe €10 B YacTU OCBOEHUS OCHOBHOIO BHJA MNPOQecCHOHATBHON
nestenbHocTu (BILT):

I[IK 5.1 IlpuHMMaTe W pPErMCTPUPOBATH MOCTYHAOIIYI0 KOPPECHOHACHIIUIO,
HaIPaBJISITh €€ B CTPYKTYPHBIE MOApa3AeICHUs OpraHU3alUu.

IIK 5.2 PaccmaTpuBaTh JTOKYMEHTHI M NpENaBaTh MX HA MCIOJHEHHE C y4ETOM
PE30JIOLNH PYKOBOIUTENEH OpraHu3aliu.

IIK 5.3 Bectu KapTOTEKy y4deTa IPOX0XKACHUSA JOKYMEHTAIbHBIX MATEPHAIIOB.

IIK 5.4 OcymecTBasTs KOHTPOJIb 33 IPOXOKICHUEM JOKYMEHTOB.

[IK 5.5 Ob6ecrieunBaTh OBICTPBIN MOUCK JOKYMEHTOB 0 HAYYHO-CIIPABOYHOMY
anmnapary (KapToTekaM) OpraHu3aluu.

IIK 5.6 OtnpaBisiTh MUCHOJHEHHYIO JTOKYMEHTAIMIO aJipecaTaM C MPUMEHEHHEM
COBPEMEHHBIX BUJOB OPraHU3ALMOHHON TEXHUKH.

[TK 5.7 Ocy1iecTBisTh TOKYMEHTHPOBAHUE CITYKEOHBIX IOKYMEHTOB, MAaTEPUAIIOB
C MCMOJb30BaHuEM (HOPMYJIISIPOB JTOKYMEHTOB KOHKPETHBIX BU/IOB.

[IK 5.8 ®opmupoBats nena.

[IK 5.9 CuctemaTu3npoBath U XpaHUTh JOKYMEHTHI TEKYIIETO apXHBa.

I1IK 5.10 Ob6ecnieunBath COXpaHHOCTh MPOXOASIIEH CYKEOHON JOKYMEHTALIUU.

IIK 5.11 I'oToBUTH M NlepeaaBaTh TOKYMEHTHI HA apXUBHOE XpaHEHUE.

[IpodeccronanbHbli MOAYJIb BXOIUT B MPO(PECCHOHAIBHBIA LUK MPOTPaMMBI

IOoArOTOBKHU KB&J’H/I(I)I/IL[I/IPOBEIHHBIX CIICHuaaIncCToOB.

2. llesiu ocBOEHMSI AM CHMILJINHBI

HCHB - OBJIaACHHC HpO(i)eCCHOHaHBHOIZ ACATCIBHOCTBIO M COOTBCTCTBYHOIIIMMH



HpO(l)CCCI/IOHaJILHBIMI/I KOMIICTCHIIUAMUAU O6yanOH_II/IMC$I B Xo0ae OCBOCHUA
HpO(i)@CCI/IOHaIII)HOFO MOOYJIA «BpimonHeHue pa60T 110 JOJDKHOCTHU

ACJIOIIPOU3BOIUTCIIA»

3. TpeboBanusi K pe3yjibTaTaM OCBOCHHS JUCHMUILJIMHBI

C menpro OBIAJACHUS yKa3aHHBIM BHUJOM MPOGECCHOHAIBHOW ACATEIBHOCTH H
COOTBETCTBYIOIIMMHU MPO(PECCHOHATBLHBIMUA KOMIIETCHIIUSMH, OOYYaIOIIMIiCs B XOJAE
OCBOEHHUS MPO(HECCHOHATHEHOTO MOTYJISI TOJKEH:

HMeTh NMPAKTUYECKUH ONbIT:

- JOKYMEHTHUPOBAaHHS U JOKYMEHTAI[MOHHON 0OpabOTKH JOKYMEHTOB CIY>KObI
JOY.

YMeTh:

- IPUHUMATh, PETUCTPUPOBATH, YUUTHIBATh MOCTYHAIOIINE IOKYMEHTHI;

- MPOBEPSTH MPABUIBHOCTh O(POPMIICHUS TOKYMEHTOB;

- BECTH KapTOTEKY yueTa MPOXOKICHUS TOKYMEHTAIbHBIX MAaTEPHUAIIOB;

- CUCTEMATU3UPOBaTh U XPAHUTh JOKYMEHTHI TEKYIIIETO apXHUBa;

- (QopmupoBaTh CIPaBOYHBIN ammapar, O0O0ECHEUYMBAIOIINN OBICTPBIA TMOUCK
JIOKYMEHTOB;

- OCYHIECTBJISITh ~ DKCHEPTH3Yy JOKYMEHTOB, TOTOBUTh H  IIepeaaBaTh
JIOKYMEHTAJIbHbIE MaTEpHUaJibl Ha XpAaHCHUE B apXUB.

3HATh:

- HOPMaTHBHBIC MTPABOBBIC AKTHl U JIOKYMEHTHI 110 BEJACHUIO JICJIONPOU3BOACTBA B
OpraHu3allNi;

- OCHOBHBIE TOJIO)KEHHSI EAMHON TOoCyapCTBEHHOM CUCTEMBI IETONPOU3BO/ICTBA;

- CTaHJapThl YHU(DHUIIMPOBAHHOW CHCTEMBbI OPraHU3aIMOHHO-PACIIOPSIUTCIBHON
JIOKYMEHTAIUH;

- BUABL, (YHKIMH JOKYMEHTOB, TIpaBWJIa COCTaBJIeHHWS W OQOPMIICHHUS WX
5JIEMCHTOB;

- OCHOBBI OpraHu3allly TPy/a.

3a cyeT 4acOB BAPMATHBHOM YACTH CTYAEHT H0JIKEeH

HMeTh NPAKTHYECKHI ONBIT:

— JAOKYMCHTAIITUOHHOT O obOecreyeHus ACATCIIBHOCTU OpraHU3alHuH.



yMeThb:

- [IPUHUMATD, PETUCTPUPOBATH, YUUTHIBATDH IIOCTYIIAIOIIUE JOKYMECHTHI,

— IPOBEPATH NPABMIBHOCTH O(POPMIIEHHS TOKYMEHTOB;

— BECTH KapTOTEKY y4eTa IIPOXOKIACHHS JOKYMEHTAIbHBIX MaTEPUAIOB.
3HATh:

— BU/JIbI, QYHKLIMU JOKYMEHTOB, IPABUJIA UX COCTABIEHUS U 0(hOPMIIEHHUS;

- IMOpAA0OK TOKYMCHTUPOBAHUA I/IH(bOpMaI_II/IOHHO'CHpaBO‘lHBIX MaTCcpHalioB.

4,  KomnereHnuu oOydawuuxcsi, (opmMupyemMble TNpPH  OCBOEHHH

npodgeccHoHATBLHOI0 MOAYJIS

Kon HaunmeHoBaHue pe3yJibTaTa 00y4YeHUst

IIK 5.1 [IppyHrMaTe W PErMCTPUPOBATH MOCTYMAKOUIYI0 KOPPECHOHACHIMIO,
HaIpPaBJIATh €€ B CTPYKTYPHBIE ITOIPA3IEIeHNs OPraHNu3aluu

[IK 5.2 PaccmaTtpuBaTh JOKYMEHTHI M IIpelaBaTh WX HA HCIOIHEHUE C YYETOM

PE30ITIOIMH PYKOBOJIUTENEH OpraHu3aiuu

IIK 5.3 BecTtu kapToTeKy y4eTa NMpoX0oKICHUS JOKYMEHTAIbHBIX MaTepHaIOB
I[IK 5.4 Ocy1mecTBaATh KOHTPOJIb 33 IPOXOKIACHUEM JOKYMEHTOB
IIK 5.5 OOGecrieunBaTh OBICTPBIA MOWCK JIOKYMEHTOB [0 HAyYHO-CIIPABOYHOMY

amnmaparty (KapToTekam) opraHu3aiuu

[IK 5.6 OTrpaBnsATh UCIOJHEHHYIO JOKYMEHTALMIO aJpecaTaM C NPUMEHEHUEM
COBPEMEHHBIX BUJIOB OPraHU3allMOHHON TEXHUKHU

IIK 5.7 OcymiecTBasTh JIOKYMEHTHUPOBAHHUE CITyKeOHBIX JIOKYMEHTOB,

MaTEpHUAJIOB C HCIOJIH30BAaHUEM (HOPMYIISIPOB JOKYMEHTOB KOHKPETHBIX

BHJIOB

[IK 5.8 ®opMupOBAaTh J1ei1a

I[IK' 5.9 CucremMaTU3UpOBATh U XPaHUTh JOKYMEHTHI TEKYILETO apXHUBa

IIK 5.10 OObecnieunBaTh COXPAHHOCTH MPOXOJSINEH CITYKEOHON JOKYMEHTAIUN

IIK 5.11 ['oToBUTh W TepedaBaTh JOKYMEHTHI Ha apXUBHOE XpaHCHHE B
OopraHu3anuu

OK 1 [loHuMaTh CYIIHOCTH M COLMAJIbHYIO 3HAYUMOCTh CBOEH Oynyieit

npodeccuu, IposBIATh K Hel yCTONYUBBIA HHTEpEC



OK 2

OK3

OK 4

OK 5

OK 6

OK 7

OK 8

OK9

OpFaHI/ISOBLIBaTL CO6CTB€HHyIO ACATCIBHOCTD, ONPCACIATH MCTOAbI H
CIIOCOOBI  BBITIOJIHCHHS HpO(i)eCCI/IOHaJ'H)HBIX 3ajJad, OLOCHHMBATb HX

3¢ (PEeKTUBHOCTH U KAYECTBO

Pemare mpoOnembl, OIEHWBATH PHUCKH W TIPUHUMATH PEIICHU!
HECTaHAAPTHBIX CUTYaIHSIX

OcymiecTBisATh NOUCK, aHAIW3 M OLEHKY HH(pOpMalUU, HEOOXOIUMOM
JUIsT  TIOCTAHOBKM W pemeHuss  NpodecCHOHANbHBIX  3ajad,
npohecCruOHANBHOTO U JIMYHOCTHOTO Pa3BUTHS

PaGotatp B KOJUIEKTHBE W KOMaHIE, OOECIEeYMBaTh €€ CIUIOYCHHE,
3¢ PeKTHBHO 0OIIATHCS C KOJUIETaMH, PYKOBOACTBOM, TIOTPEOUTEIIAMH
PaGotath B KOJUIGKTMBE W KOMaH/AE, OOECIEUMBATH €€ CIUIOYCHHE,
3¢ (PeKTHBHO 0OIIATHCS C KOJUIETaMH, PYKOBOICTBOM, TTOTPEOUTEIIAMH
CraBUTh 1€, MOTHBHPOBATh  JACSATCIBHOCTh  TOJYMHEHHBIX,
OpPraHU30BBIBaTh U KOHTPOJIUPOBATH MX palbOTy C MPUHSATHEM Ha cebs
OTBETCTBEHHOCTH 3a PE3YJIbTAT BHITIOJHEHUS 3aJaHUI

CaMOCTOSITENFHO ~ ONpENeNsATh  3aJadud  Npo(EecCHOHATBHOTO U
JUYHOCTHOTO Pa3BUTHUS, 3aHUMAThCS CaMOOOpa3oBaHHEM, OCO3HAHHO
TUTAHUPOBATH TIOBBIIIICHUE KBATU(UKAIINH

BBITh TOTOBBIM K MEHE TEXHOJIOTHH B IPO(EeCCUOHAIBHOMN eI TETbHOCTH

5. ConepskaHue IUCHHUILIHHBI

Paznen 1. Opraam3anusi JOKyMeHTOOO0OpOTa

Paznen 2. Xpanenue 10OKyMEHTOB

Paznen 3. O6paboTka e 11t MOCIEaYIOIIETO XpaHSHUS
Pasznen 4. Jlenonpon3BoACTBO MO IMYHOMY COCTaBY
Paznen 5. KomnbroTepusanus 1e10ponu3BOACTBA

HpOI/IBBOHCTBCHHaﬂ IMpaKTHUKa.

6. KosimuecTBO 4acoB Ha 0CBOEHHE NPOTrPaMMbl NPOPEeCCHOHAIBLHOT0 MOXYJIS

Bcero - 328 yacos, B TOM 4HCJIE:

MaxkcumansHON y4eOHOM Harpy3ku odydatomierocst — 256 gaca, BKIIOYast:



00s13aTeIbHOM ayTUTOPHOHN yaeOHOH Harpy3ku oOyyaromerocs - 171 gac,
BapuaTUBHas yacTh 21 yac;
CaMOCTOSITEILHOM pab0Thl 00yUaromerocs - 85 4acos;

[Ipon3BoACTBEHHOM MPAKTUKHU — 72 4aca.

PazpaboTunk O.10. PerkkoBa



