AHHOTALIUA
K PABOYEM ITPOT'PAMME ITPO®ECCHUOHAJIBHOI'O MOJYJISA
IIM.05 BBIITOJIHEHHUE PABOT 110 IPO®PECCUN
CIYXALEI'O AEJOITPOU3BOAUTEJIb
42.02.02 MH3parteabckoe Aes0
yri1y0JIeHHOM MOATOTOBKH
1. O0sacTb MpUMeHEHUS MPOrPaMMbIl

Pab6ouas mporpamma [IM 05 BremosnHeHue paboT MO TOJDKHOCTH JEJIOTPOU3BOIUTEIS

SBIISICTCS YacThi0 00pa30BaTENIbHOM MPOrpaMMBbI CPEIHEro MPo(eCcCHOHATBHOTO 00pa30BaHuUs -
IpPOrpaMMbl MOATOTOBKH CHELMAIMCTOB CPEAHETO 3BE€HA M COCTaBJI€HA B COOTBETCTBUM C
®denepanbHBIM TOCYIAPCTBEHHBIM 00pPa30BaTEIbHBIM CTaHIAPTOM IO crenraibHocT 42.02.02
N3narenbckoe aeno (yTB. MPUKa30M MUHUCTEPCTBA 00pa3oBaHus v HaykKu PO Ne 511 ot 12 mas
2014 r.) no mporpamMmMe yriryOJeHHOH MOATOTOBKH.
PaGouas mporpamma [IM 05 Beimonnenue pa®oT Mo JOJKHOCTH JIEIONPOU3BOAUTENS MOXKET
OBITh MCIIOJBL30BaHA B OCHOBHOM JIOTIOJIHUTEIHLHOM TIpo(deccrHoHabHOM 00pa3oBaHuu (J1ajnee —
JI1O) moBbImeHUsT KBaTU(GUKAIIMN W TEPEIIOATOTOBKHA KaJpoB B 00JIACTH CPEICTB MacCOBOM
UH(OpPMAaLIK, U31aTENBCTBA U MOJIUrpaduu MPU HATMYUH OOIIEro cpeHero oopa3oBaHusl.

2. MecTto npogecCHOHAJBLHOIO MOAYJS B CTPYKType HNPOrpaMMbl NOATOTOBKH
CIEeNMATUCTOB CPeHero 3peHa

Pabouast mporpamma mpodeccuoHaTbHOTO MOAYJIS SBISETCS YacThi0 00pa3oBaTelbHON
nporpammsel B cootBeTcTBUM ¢ PI'OC no cnennansHocty 42.02.02 M3natensckoe A€o B 4acTu
OCBOCHHSI OCHOBHOTO BU1a ipopeccroHanbHoi nestenbHoctu (BIL/):

[IK 5.1 [IpuHUMaTh U PETUCTPUPOBATH MOCTYNAIONIYI0 KOPPECTIOHICHIUIO, HAIIPABIIAThH
€€ B CTPYKTYpHbI€ MOJIpa3/iesieHusl OpraHu3aliH.

IIK 5.2 PaccmarpuBaTh AOKYMEHTBl W IIpelaBaTh HX Ha MWCIOIHEHHE C YYETOM
PE30IIIOIMY PYKOBOJAUTENEH OpraHU3aliHy.

[IK 5.3 Bectu kapTOTEKy y4eTa IPOXOKIAECHUS JOKYMEHTAIbHBIX MAaTEPHUAIIOB.

[TIK 5.4 OcyiecTBiasiTh KOHTPOJIb 32 MPOXOKICHUEM JOKYMEHTOB.

I1K 5.5 OGecnieunBath OBICTPBIA MOMCK JOKYMEHTOB [0 HAYYHO-CIIPAaBOUYHOMY arrapary
(KapTOTEKaM) OpraHU3aLUH.

I[IK 5.6 OtnpaBisiTh HMCHOJTHEHHYIO JTOKYMEHTALMIO ajapecaraM C MPUMEHEHHEM
COBPEMEHHBIX BUJIOB OPraHU3allMOHHON TEXHUKU.

IIK 5.7 OcymecTBisATh JOKYMEHTHPOBAHUE CIYKEOHBIX IOKYMEHTOB, MaTEpHUAIOB C
UCTIOJIb30BaHUEM (DOPMYIIIPOB TOKYMEHTOB KOHKPETHBIX BHJIOB.

[IK 5.8 ®opmupoBars aena.

[1IK 5.9 CucremaTu3upoBaTh U XpaHUTh JOKYMEHTHI TEKYILETO apXHBa.



ITIK 5.10 OGecrieunBaTh COXPaHHOCTH MPOXOAIICH CITY)KEOHON TOKYMEHTAITUH.

IIK 5.11 T'oToBUTh U HiepeaaBaTh JOKYMEHTHI HA apXUBHOE XpaHEHHUE.

[IpodeccroHanbHblii  MOAYIb BXOIUT B NPO(ECCHOHANBHBIM LUK MPOrpaMMbl
MOJTOTOBKU KBAJIM(PUIIMPOBAHHBIX CIIEUAIHNCTOB.

3. TpeboBaHus K pe3yJabTaTaM OCBOCHMS JUCUMUIIJIMHBI

Llens - oBnageHue mnpodecCHOHATBHON JIEATENbHOCTBIO U COOTBETCTBYIOIIMMU
npo¢eCCUOHAIBHBIMUA KOMITETEHIIMSIMA O0YYaroIUMCSl B X0J/I€ OCBOCHUS NMPOo(hecCHOHATBHOTO
Monyist «BeimonHenne paboT Mo AOHKHOCTH AETONPOU3BOIUTEINS

C 1uenpl0 OBJAJCHUS YKa3aHHBIM BHUIOM NPO(ECCHOHAIBHON JI€ATETbHOCTH U
COOTBETCTBYIOIIMMHU NMPO(ecCHOHATBHBIMU KOMIETEHIIUSMH, 00y4YalOMIMNACA B XO/I€ OCBOCHUS
po¢eCCHOHAITBHOTO MOIYJIS TOJIKEH:

HMeTh MPAKTHYECKHUH ONbIT:

- TOKYMEHTHUPOBAHUS U JOKYMEHTAIIMOHHON 00pabOTKH TOKYMEHTOB CiIy»KObI JJOY.

yMeThb:

- IPUHUMATh, PETUCTPUPOBATH, YIUTHIBATH MMOCTYMAIOIINE JOKYMEHTHI;

- IPOBEPSTH MPABUIBLHOCTH 0(OPMIIEHUS JOKYMEHTOB;

- BECTH KapTOTEKY y4eTa MPOXO0XKICHUS JOKYMEHTAIbHBIX MaTEPHAJIOB;

- CHCTEMAaTU3HPOBATh U XPAHUTh TOKYMEHTBI TEKYIIIETO apXUBa;

- (opmupoBaTh CripaBOYHEIH ammapat, 00eCeUUBAIOIIHI OBICTPHIN MOUCK TOKYMEHTOB;

- OCYUIECTBJISTh JKCIEPTHU3Y JOKYMEHTOB, FOTOBUTHh U IepelaBaTh JOKyMEHTalIbHbIC
MaTepualbl Ha XpaHEHHUE B apXUB.

3HATh:

- HOpPMAaTHBHBIE IIPaBOBBIE AaKThl W JIOKYMEHTbl IIO BEACHUIO JEJONPOU3BOJCTBA B
OpraHu3alluu;

- OCHOBHBIE MMOJIOKEeHUs1 EqUHON Tocy1apCTBEHHON CUCTEMBI JIETIONPOU3BOICTBA;

- CTaHJapThl YHU(HUIUMPOBAHHOM CHUCTEMBI OPraHU3ALMOHHO-PACHIOPSIAUTEIHLHON
JIOKYMEHTALWH;

- BUJIbI, QYHKIIMM JOKYMEHTOB, ITPaBUJIa COCTABJICHUS U 0OPMIICHUS UX JIEMEHTOB;

- OCHOBBI OpraHu3aluy Tpyza.

3a cueT 4YacoB BAPMATHBHOM YaCTH CTY/ICHT JA0JIKeH

HMeETh MPAKTUYECKUI ONBIT:

— JOKYMEHTAITMOHHOTO 00eCTIeYeHHs eSITeIbHOCTH OPraHn3alliHg.

yMeTh:

— MPUHUMATh, PETUCTPUPOBATDH, YYUTHIBATH MOCTYNAIOIINE TOKYMEHTHI;

- POBEPATH MPABUIBHOCTH OPOPMIICHUS JOKYMEHTOB;



- BECTH KapTOTEKY ydeTa IIPOXO0XKACHHS JOKYMEHTAIBHBIX MATEPUAJIOB.

3HATh:
- BU/JIbI, QYHKIIUHU TOKYMEHTOB, IPaBUJIa UX COCTABIEHUS U O(hOPMIICHUS;

- MOPSAA0K JOKYMEHTHUPOBaHHS WH(POPMAIIMOHHO-CIIPABOYHBIX MaTEPHAJIOB.

4. Komnerenuun 00y4arouuxcs, dopmupyembie npu 0CBOEHUH

npogeccuoHAJIBLHOI0 MOIYJISA

IK 5.1 [IprHUMATh U PETUCTPUPOBATH MOCTYNAIONIYIO KOPPECITOHACHIINIO, HAMPABJIATh
€€ B CTPYKTYpHBIE MOIpa3/IeICHUsI OpraHu3auu
[IK 5.2 PaccmarpuBath [IOKYMEHTBI M IIpelaBaTb HX Ha HCIOJHEHHE C Y4YETOM

PE30JIOLHNH PYKOBOAUTENIEH OpraHu3aluu

IIK 5.3 BecTu kapToTeKky ydera npoxX0oxkAeHUS TOKYMEHTAIbHBIX MAaTEpUATIOB
IIK 5.4 OcCylecTBISITE KOHTPOJIb 38 TPOXOKIECHUEM TOKYMEHTOB
I[IK 5.5 ObecneunBaTh OBICTPBI TOUCK JOKYMEHTOB [0 HAay4YHO-CIIPABOYHOMY

anmapary (KapToTeKaMm) OpraHu3aluu

IIK 5.6 OTnpaBisTh HUCHOJHEHHYIO JIOKYMEHTAlMIO ajpecaTaM C MNPUMEHEHUEM
COBPEMEHHBIX BUJIOB OPraHU3allMOHHON TEXHUKH

K 5.7 OcymiecTBIATh JOKYMEHTUPOBAHUE CIYXKEOHBIX JTOKYMEHTOB, MAaTE€pHajiOB C

UCTIOJIb30BaHUEM (POPMYIISIPOB JOKYMEHTOB KOHKPETHBIX BU/I0B

IIK 5.8 dopmupoBaTh Jiena

IIK 5.9 CucreMaTu3npoBaTh U XPAHUTh TOKYMEHTHI TEKYIIET0 apXHBa

[IK 5.10 ObecneunBaTh COXPAaHHOCTb MIPOXOAAIICH CITY>)KEOHOH TOKyMEHTaluN

K 5.11 I'otoBuTh U nEpenaBaTh JOKYMEHTBI HA apXUBHOE XPaHEHUE B OPraHU3aLuU
OK 1 [ToHnMaTh CyIIHOCTh M COIMATBLHYIO 3HAYMMOCTh CBOEH Oymymiei npodeccun,

MPOSIBIIATH K HEM YCTOMYMBBIN UHTEPEC
OK 2 Opranu3oBbIBaTh COOCTBEHHYIO JIE€ATEIBHOCTD, ONPEALINIATH METOABI M CIIOCOOBI
BBITIOJIHEHUST TPO(ECCHOHANBHBIX 3ajlady, OLEHHBaTh WX 3(PQeKTUBHOCTD U

Ka4yeCTBO

OK3 Pemate mpoOnembl, OLEHHBATh PHCKHM M NPUHUMATh  PEIICHUS
HECTaHJAPTHBIX CUTYyaLHUsIX

OK 4 OcymiecTBISITh MOUCK, aHAW3 M OIEHKY HHGOpMAIMU, HEOOXOIUMOHN st
MMOCTAHOBKH M PEIHICHHUS MPOPECCHOHAIBHBIX 3a/1ad, MPOoPEecCHOHATBHOTO W

JIMYHOCTHOT'O pa3BUTUA



OK 5

OK 6

OK7

OK 8

OK9

PaGoTaTh B KO/UIEKTHBE M KOMaH/Ie, 00ecTieunBaTh e¢ cruioueHue, 3hpPeKTuBHO
00IIaThECs ¢ KOJJIETaMH, PYKOBOJCTBOM, TOTPEOUTENIAMU

Paborarh B KOJIEKTHBE M KOMaH/IE, 00eCIIeuynBaTh e¢ CrioueHue, 3GHeKTHBHO
001aThCs ¢ KOJUIeTaMH, PyKOBOJICTBOM, ITOTPEOUTEITIIMU

CTaBUTH [IEJTH, MOTUBUPOBATH JIEATSILHOCTh TIOAYNHEHHBIX, OPraHH30BHIBATh U
KOHTPOJIMPOBATh HMX pPa0OTy C MPUHSATHEM Ha ce0s OTBETCTBEHHOCTH 3a
pE3yNIbTAT BHIMOTHEHHUS 3aIaHU i

CaMOCTOSTEIBHO OIpPENeNATh 33aJaud MPOPECCHOHATBFHOTO W JIMYHOCTHOTO
pa3BUTHS, 3aHUMAaThCs  caMOOOpa3OBaHWMEM, OCO3HAHHO  IUTAHUPOBAThH
MOBBIIICHUE KBATH(DUKAITIT

BbITh TOTOBBIM K MEHE TEXHOJIOTHI B IPOPECCHOHATBHON 1A TEIEHOCTH

5. Conepxxanue qTMCUUNIMHBI

Paznen 1. Opranusamus 1oKyMeHTO000pOTa

Paznen 2. Xpanenue 10KyMEHTOB

Pazgen 3. O6paboTka Aen Jyisi MOCIEAYIOIMIET0 XpaHEeHUS
Paznen 4. Jlenonpon3BoACTBO MO JIMYHOMY COCTaBY
Pa3nen 5. Komnbsrorepusanust 1e10npon3BoACTBa

IIpou3BOACTBEHHAs PAKTHUKA.

6. KosimuecTBO 4acoB HA OCBOEHHE MPOrpaMMbl PO(PeCcCHOHATILHOTO MOYJIS
Bcero - 328 gyacos, B TOM 4ucIe:

MaxkcumanbHOM yueOHOM Harpy3ku o0ydaromierocs — 256 yaca, BKIIOYas:
00s13aTeNIbHON ayTMTOPHOM yueOHOW Harpy3ku oOydatomerocs - 171 gac,
BapuUaTHBHaA 4acTh 21 yac;

CaMOCTOSITENIbHOU paboThl 00yyaromierocs - 85 4acos;

IIpon3BoCcTBEHHOM NTpaKTUKK — 72 yaca.

CoCTaBUTEND: O.10. PerxkoBa



