AnHOTanusa K padoueii nporpamme ITM. 02. [lokymMeHTHPOBaHNe H OPraHNU3al{OHHAS

1.1.

o0padoTKa AoKyMeHTOB 1o npodeccun 46.01.03 [TeonpousBoauTe/ib

ecTo npogecCHOHA/ILHOT0 MOJYJIsSl B CTPYKTYpe npodeccroHanbHoM
o0pa3oBaTe/IbHOH MPOrpaMMBl.

[TpodeccronaneHplii Mopyns IIM. 02. [loKkymMeHTMpOBaHMe U OpraHW3aljUOHHAas
00paboTKa JOKYMEHTOB BXOZUT B IMPOGeCCHOHATBHBIN UKL

1.2. IInanupyeMsle pe3y/ibTaTbl 0CBOCHUSA JUCLUII/IMHBI:

OO01ue KOMIIeTeHIIHH

[ToHMMaTh CYLIHOCTb U COLMA/ILHYIO 3HAUMMOCTh OyayiLei mpodeccuu, MposiB/IsTh K Hell

OK1 YCTONUMBLIN UHTEPEC.
OK 2 OpraHuU30BBIBaTH COOCTBEHHYO A€SITeTbHOCTD, UCXO/IS U3 1Ie/TU M CTIOCOO0B ee I0CTHKEeHUs,
orpe/ie/IeHHbIX PYKOBOJUTEJIEM.
Ananmi3vpoBaTh pabouyro CUTYario, OCYILeCTB/ISATh TEKYLH 1 UTOTOBBI KOHTPOJIb, OLIEHKY
OK 3 Y KOPPEKL[HI0 COOCTBEHHOM JiesTeTbHOCTH, HECTH OTBETCTBEHHOCTD 3@ pe3yJ/IbTaThl CBOeH
paboThL.
OK 4 Ocy1iecTB/sATh MOUCK MH(POpMAIK, He0OX0MUMOH 71 3PPEKTUBHOTO BBITTOTHEHUS
npodecCHOHaNIBHBIX 3aJau.
OK 5 Hcnonb30BaTh HHPOPMALIMOHHO-KOMMYHUKALMOHHBIE TeXHOJIOTUH B MPO(eCCHOHAMbHON
JlesITe/IbHOCTH.
OK 6 Paborats B KoMaH/ie, 3¢eKTUBHO 061I[aThCsI C KOJIeTaMy, PYKOBO/ICTBOM, K/IMEHTaMH.
OK 7 VCroHATh BOMHCKYHO 00513aHHOCTB™(2), B TOM UKCJIe C TIPUMEHEHHEM IOy YeHHBIX
npodeCCHOHANIBHBIX 3HAHUM (/151 IOHOLIeH).
IIpodeccronanbHbBIe KOMIIETeHIUH
IK 2.1 PopmMupoBaTh Aena
K 2.2 O6ecrieunBaTh OBICTPBIN MOUCK JOKYMEHTOB 10 HAyYHO-CIIPABOYHOMY arlnapary
) (kapTOTEeKaM) opraHv3aliu.
K 2.3 CucreMaTU3upoBaTh U XPaHUTh JOKYMEHTHI TeKYLero apXusa.
K 2.4 O6ecrieunBaTh COXpPaHHOCTb NPOXO/siiel ci1y)KeOHOM JOKYMeHTAL|H.
I1K 2.5 ['oTOBUTE ¥ TlepesiaBaTh JOKYMEHThl HA aDXHWBHOE XpPaHeHHe.
I1K 2.6 O6ecrieunBaTh COXPAHHOCTb ADXUBHBIX JOKYMEHTOB B OPraHU3aL[UH.
JIMyHOCTHBIE pe3y/ibTaThl pealu3alMMIpPorpaMMbIBOCIUTAHUs (0eCKpUNmopbl)
JIP1 Oco3Haromuii ce6si rpaykIaHUHOM U 3aLIUTHUKOM BEJTUKOM CTPaHBL.
[MposiBsitOIIMI aKTHBHYIO I'PaKAAHCKYIO MO3ULIMIO, JeMOHCTPHPYIOLMI IPUBEP;KEHHOCTh
TIPUHLIMIIAM UYeCTHOCTH, TTOPSIZI0YHOCTH, OTKPBITOCTH, 5KOHOMUUECKH aKTUBHBINA U
JIP2 yUacCTBYHOILLUI B CTYZE€HUYeCKOM U TePPUTOPHA/ILHOM CaMOYTIpaB/ieHUH, B TOM UHMC/ie Ha
yCIOBUSIX 0OpPOBOIBLYECTBA, TPOJYKTUBHO B3aUMO/IeMCTBYIOIMIA 1 yUaCTBYIOILUHA B
J1esITeIbHOCTH 00IL[eCTBeHHBIX OpPraHH3ariui.
Cobtroparo1iuii HOpMBI ITPABOTIOPSIJIKa, CIeYIOIIMI HlealaM TPaKJaHCKOTo 00IIIecTBa,
obecrnieueHust 6e30MacHOCTH, TpaB ¥ CBOOO/ rpaxkaH Poccum.
11P3 JlosinbHBIN K YCTAaHOBKAM U TIPOSIBJIEHUSIM TIPeZiCTaBUTesel CyOKyIbTYp, OTJIMUYAIOLIUM UX OT

TPyNM C JeCTPYKTUBHBIM U IeBUaHTHBIM IOBeJieHEM.
[leMOHCTpPUPYIOLL{MI HENpUSITHE U NpeAyTIPEXXIAIOLIUNA COLaIbHO OMIaCHOe I10Be/ieHue
OKpY’KaroLuX.




JIP4

[posiBrsitOILMK U JeMOHCTPHPYIOILIMI YBa)keHUe K JIFOASM TPY/ja, 0CO3HAIOLUH L{eHHOCTh
COOCTBEHHOTO TPYy/a.

Crpemsiuiics K GOpMUPOBAaHUIO B CETEBOU Cpefie TMYHOCTHO U MPOGeCcCHOHATBEHOTO
KOHCTPYKTHUBHOTO «I1(POBOTO C/iefia».

JIP 5

[leMOHCTpUPYIOLMI TPUBEP>KEHHOCTh K POJHOM Ky/IbTYpe, HCTOPUUeCKOM MaMsATH Ha OCHOBe
mo6Bu K PoziviHe, poZHOMY HapoAy, Majioi POJJUHe, MPUHSATHIO TPAJULIMOHHBIX LIEHHOCTeH
MHOT'OHaLMOHAaNbHOr0 Hapoga Poccuu.

JIP6

HPOFIBJIHI-OH_[I/II\/'I YBaXXeHHUE K JII0AAM CTapIIero rokKo/ieHruA U TOTOBHOCTD K YUYdCTHUIO B
CO].[HaHLHOﬁ noanep>kKe U BOJIOHTEPCKUX ABVXXEHUAX.

JIP7

Oco3HaroI{i MPUOPUTETHYIO [IEHHOCTh JIMUHOCTH Ue/I0BEKa; YBaXKaroIui COOCTBEHHYIO U
YY)KYI0 YHUKA/JbHOCTD B PA3/IMYHBIX CUTYAIUSIX, BO BCeX (POpMax v BUJAX AesTeTbHOCTH.

JIP8

[NposiBrsitoIMK U JeMOHCTPUPYIOIIMI yBa)keHHe K Ipe/iCTaBUTesIsIM pas3/IuYHbIX
3THOKY/IbTYPHBIX, COLIabHbIX, KOH(PeCCUOHAIBHBIX U UHBIX IPYIIIL.

ComnpuuacTHBIN K COXpaHEeHUI0, TIPEYMHOXKEHHUIO U TPaHC/SIUY KYIbTYPHBIX TPaZULIMHI 1
L[EHHOCTEe} MHOTOHALIMOHA/IbHOTO POCCUMCKOTO TOCYAapCTBa.

JIP9

Cobmro/1arotuil ¥ TiporaraH/IvpyroIIUi MpaBUia 3,0poBoro 1 6e3omnacHoro obpasa XXu3HH,
CII0pTa; NpeyNpeX Aoy 1100 Mpeo/0/IeBaoIIMi 3aBUCUMOCTH OT a/IKorosis, Tabaka,
TICUX0AKTUBHBIX BEIIECTB, a3apPTHBIX UTP U T.J.

CoxpaHsIIoLHii TICUX0JIOTUYeCKYH YCTOWYUBOCTb B CUTYaTHBHO CJI0XKHBIX /I CTPEMHUTEIBHO
MEHSIFOLIXCS CUTYaLUsIX.

JIP10

3aboTsAImuiics 0 3aluTe OKpY)Karolei cpesibl, COOCTBEHHOU M Uy>KOH 6€30MacHOCTH, B TOM
ymcie udpoBoi.

JIP11

[MposiBnisitOIIMH yBa)keHHUe K 3CTeTUYeCKUM IIeHHOCTSIM, 00/1a/Iatoliyii OCHOBAMU 3CTETHUECKOMH
KYJIbTYPBI.

JIP12

[MpuHuMaroIIUii ceMeiiHble IIeHHOCTH, TOTOBBIM K CO37IaHHIO0 CeMBbH U BOCTIUTAHUIO JleTel;
JIEMOHCTPUPYIOLIUH HETIPUSTHE HACWIUS B CEMbE, YX0Za OT POJUTETHECKON OTBETCTBEHHOCTH,
OTKa3a OT OTHOIIIeHUH CO CBOUMU JeTbMHU U UX (PMHAHCOBOT'O COJIEPKaHMUS.

JIMYHOCTHBIE pe3y/IbTaThl

peain3aluy NporpaMmbl BOCITMTAHHSA, OIIpe/je/IeHHbIe 0TPAC/IEBBIMHA TpEﬁOBaHI/IHMI/l K A€e/10BbIM

KadaueCTBaM JIMYHOCTH

JIP13

ITeMOHCTpPUPYIOIIHMIM TOTOBHOCTE U CTTIOCOOHOCTH BECTH [TUAJIOT C IPYTUMU JTFO/IbMU, I0CTUTaTh
B HEM B3aMMOITOHUMAHUS, HAXO/IUTh 0OIIIe 11e/Th U COTPYAHWYATH [IJIst UX JOCTYDKEHUS B
rpodeCcCUOHATBLHOM [JIesiTeTbHOCTH

JIP14

T[TposIBAISAIOIIMI CO3HATeIbHOE OTHOIIEHNE K HelPepPLIBHOMY 00pa30BaHMUIO KaK yCIOBHIO
yCITelHoM podeccHoHaTBLHOMR U 001IeCTBEHHOH [1eTeTbHOCTH

JIP 15

I[MposiensoIi rpaXkJaHCKOe OTHOIIIeHHe K MPo(eCcCHOHAMbHOM [ieATeIbHOCTH Kak K
BO3MOYKHOCTH JINUHOTI'O YUACTHS B PeIlIeHHH 00IIeCTBEeHHBIX, TOCY/AAPCTBEHHBIX,
00IIeHal[MOHAIEHBIX ITPo0/IeM

JIP 16

[TpuHUMAFOIIMI OCHOBBI KOJIOTMUeCKOU Ky/IbTYPhl, COOTBETCTBYIOIIE COBPeMeHHOMY
YPOBHIO 3KOJIOTMYEeCKOTO MBILIIEHNs, IPUMEHSFOIIWI OTIBIT SKOJIOTMUeCKU OPHEeHTHPOBAHHOMN
pedieKCMBHO-0LIEHOYHOM 1 MPAaKTUYeCKOH J1esITelTbHOCTH B KM3HEHHBIX CUTyaLUsIX U
rpodeCcCUOHATBLHOU eI TeTbHOCTH

JIP 17

BrimonHsromyii mpodeccroHanbHbIe HaBBIKU B cdepe Ze/IoNpor3BO/CTBa U
JIOKYMeHT000b0poTa.

JIP 18

Pemmaroruii mpodeccroHabHBIE 3a/Iauk TOCPEZCTBOM MPUMEHEHUsI HOpMaTUBHO-TIPAaBOBBIX
JIOKYMEHTOB.

JIP 19

[MTpro6bpeTarolyii HaBBIKK OIleHKU WH(opMariuy B MG POBOH cpejie, ee J0CTOBEPHOCTS,
CIIOCOOHOCTY CTPOMTH JIOTMYeCKHe YMO3aK/II0UeHHs] HA OCHOBAHWH MOCTYMAIOLIei
vHGOPMaLMK U JaHHBIX.

JIP 20

I[MposiBnisitoIKi LIEHHOCTHOE OTHOLIEHUE K KyJ/IbTYpe U UCKYCCTBY, K KY/IbType Peud U Ky/IbType
MOBeJleHNs], K KpacoTe U FapMOHUMU.




JIP 21

[TposIB/SIFOIIMI LIEeHHOCTHOE K CBOEMY 3/J0POBBIO U 3/10POBbI0 OKpy»Katoiux, 307K u 3mo0poBoii
OKpy>KarolLelt cpesie U T.[.

JINYHOCTHBIE Pe3y/IbTaThl Peau3alii NPOrpaMMbl BOCIUTAHMS, OIIpe/e/IeHHbIe CYy0'beKTOM

Poccuniickoit ®epepanun(KpacHoaapckuii Kpaii)

[Mpu3HaroUil 1IeHHOCTh HelpephIBHOTO 00pa30BaHUsl, OPUEHTHUDPYIOIIUICS B U3MEHSIOLEMCS
PBbIHKe Tpy/a, u3berarouuii 6e3paboTHLIbI, YIIPAB/ISIOLIMK COOCTBEHHBIM MPO(eCcCHOHATBHBIM

JIP 22 o o o
pa3BuTHeM, pedUIeKCUBHO OLeHHBAIOUIUNA COOCTBEHHBIM >KU3HEHHBIM OIBIT, KPUTEpHU
YCIELIHOCTH
JIP 23 JKOHOMHYECKH aKTHBHBIN, TIPeIPUUMUMBLIN, TOTOBBIN K CAM0O3aHATOCTH
JINYHOCTHBIE pe3y/bTaThl peaqu3aliii NPOrpaMMbl BOCIIUTaHUS,
omnpe/ie/IeHHbIe K/IKUYeBbIMH PadoToAaTe/IsIMH
JleMOHCTpUpYIOIUH TOTOBHOCTb M CIIOCOOHOCTb BECTH [UAJOr C JPYIMMH JIIOABMH,
JIP24 JIOCTUraTh B HEM B3aUMOIOHUMAaHHS, HAXOJUThb OOIWe 1ed W COTPYAHUYATh I/ UX
JIOCTHKEHUsI B IPO(heCcCOHABHOM JiesITeIbHOCTH
P25 [MposiBnisitOIIMi CO3HATebHOE OTHOLIEHHE K HerlpephIBHOMY 00pa30BaHMIO KaK yC/IOBUIO
YCIEITHOM TpoheCCHOHATBHON U 00111eCTBEHHOH JeATe/TbHOCTH
[posiBrsitoLMi TPakAaHCKOe OTHOIIeHHe K IPodeCcCHOHaIBHOM [esITelIbHOCTH KaK K
JIP26 BO3MOYXKHOCTH JIMUHOTO YUACTHS B PEIIeHHUH O0ITIeCTBEHHBIX, TOCY/IAPCTBEHHBIX,

ob11leHaIMoHaBHBIX TPo6JieM

JINYHOCTHBIE pe3y/1bTaThbl peda/IM3adllUMH NTPOrpaMMbl BOCIIUTAHUA, OIIpe/je/iIeHHbIe Cyﬁ'BEKTaMI/I

oOpa3oBaTe/IbHOTO MPoLecca

[TpoekTHO MBIC/IALIMH, 3P heKTUBHO B3aUMO/[eHCTBYIOIIMI C U/leHaMU KOMaH bl U

JIP27 COTPYZHHYAIOIIWI C APYTUMH JIFOAbMH, [1eMOHCTPUPYIOLIWI podeccroHaIbHY0
JKU3HECTOMKOCThb

1IP28 [NpensTcTByOLMI AelCTBUAM, HallpaB/IeHHbIM Ha yilleM/leHHe IIpaB UK yHIDKeHue
JIOCTOVHCTBA (B OTHOLIIEHWH ce0sl WY IPYTUX JIF0fel)
[IposBsIOIMI SMIATHIO K JIMLAM Pa3HbIX KaTerOpHi, BbIPaKAIOL[1I aKTUBHYIO IPaXKJaHCKYIO

1IP29 TIO3HWLMIO, YUaCTBYIOIIMH B CTy/JleHYeCKOM CaMOYIIPaB/IeHNH, B [1eSITeTbHOCTH OOIeCTBeHHBIX

OpFaHHBBHHﬁ, d TaKXKe HEKOMMepUeCKUX OpFaHHBHHHﬁ, 3dMHTepeCOBAHHLIX B Pa3BUTHUU
rpa>XaaHCKOro O6U.[8CTBa M OKd3bIBaAOIIKX TMOAAEPKKY HYKAAFOIMMCA

JIP30

[IpyuHUMaroIUH U TPaHC/IUPYIOLUM Ky/IbTYPY BHELIHEro BU/a, UMUPKa [1e/I0IPOMU3BOJUTeIS




2. CTPYKTYPA U COJAEPXKAHVE YYEBHOU JVICITUTL/IMHBI

2.1. O6bemM yueOHOM JUCHUIUTAHBI U BH/bI y4eOHOH padoThI

O6bemM BpeMeHH,
OTBE/[eHHBII Ha 0CBOEHHE

HaumeHoBaHus MEeX/AMCIMIIMHAPHBIX
Bcero
Kopp! npodeccuoHa/IbHBIX paspesioB yacos KypCOB
KOMIIeTeHIHit npogecCHOHA/IEHOT0 Oo6s3aTebHast BT
MoAy I ay/(uTOpHasi npax.
yueOHast
3aHATUA
Harpyska
IIM.02. lokyMeHTHpOBaHHe 1 OpPraHu3anoHHas odpadoTka 456 306 66
AOKYMEHTOB.
I1K 2.1-2.6 MJK 02.01
Opranusanus ™ 162 48
HOPMaTHBHO-TIPaBOBbIe
OCHOBBI apXHBHOI0 Jieyia
MJK 02.02
ObecrnieyeHne 214 144 18
COXPaHHOCTU
JOKYMEHTOB
YueOHast MpaKkTHKa 360 360 360
ITpousBoacTBeHHas 216 216 216
MpaKTHKa
BCET'O | 1032 882 642




MunucrepcTBo 00pa3oBaHus, HAYKH U MOJIOAEIKHOH moauTuku KpacHoaapckoro kpas
['ocynapcTBeHHOE OO )KETHOE NPO(ECCHOHANBHOE 00pa30BaTENbHOE yUPEKICHUE
KpacHonapckoro xpas
«Y CIIEHCKUH TEXHUKYM MEXaHH3alH 1 NPodeCCUOHATBHBIX TEXHOIOTHH»

PABOYAS [IPOI'PAMMA YYEBHOM JUCIHHIIJIMHBI
o0meobpaszoBaTenbHoro nukiaa OIL.0S OcHoBbl perakTHpPOBaHHUS
AOKYMEHTOB
no npogeccun

46.01.03 /Ie1ionpou3BOANTE/b

Cpoxk o0yuenusi: 2 rona 10 mecsiuen

2022 r



PACCMOTPEHO YTBEPXJAIO
Meroanueckoii komMuccueit Hupextop I'BIIOY KK YTMuIIT

HpeﬂcegaTe:nb MK

. 14,.’,,, ) (,///":,'
// M.H. Komaposa
30 aBriycra 2022r

PACCMOTPEHA
IeJarorn4ecKuM COBETOM
(mpotokou o1 31 aBrycra 2022 r Ne 1)
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Pabouas nporpamma yue6noit mucummanasr OI1.05. OCHOBEI PEAaKTHPOBAHUSA JOKYMEHTOB
paspaborana Ha ocHOBe (enepaIbHOTO rOCYIaPCTBEHHOIO 00pa3oBaTENBLHOrO CTAaHAAPTA CPEIHEro
npodeccuoHanbHoro 06pazoBaHus Mo npodeccun 034700.03 enonpousBoaurens, YTBEPKIEHHBIH
npukasom MunuctepcTBa oOpa3oBanuss M Hayku P® or 2 agrycta 2013 r. No 639,
3aperucTpuposansoro B Munrocte P® 20 asrycra 2013 r., perucTpanuonnbiii Homep Ne 29509, q
M3MCHEHHAMH W 0TONHEHUaMHE oT 28 mapta 2014 r., 17 mapra 2015 r.; IpodECCHOHANBHOTO
cTanaapra "CleuuanicT 0o OpraHu3auuoHHOMY | AOKYMEHTAUMOHHOMY 00€CHEeYEHUIO YIIPaBIeHUs]
OpraHu3aluen”, yTBEPKACHHOIO IPUKA30M Muntpyna Poceun ot 06.05.2015 N 276m,
3aperucTpuposantoro B Mustocre Poceun 02.06.2015 N 37509); TpeOOBaHUH K KOMIETEHLUH

«JlokymeHTauMoHHO® ObecTieyeH e YIpaBiIeH s 1 ApXUBOBE/ICHUEY (MIPE3CHTALMOHHAs) BCTYIIMIIH B
cuay ¢ 2016

YkpynuenHas rpymnna 46.00.00 Hcropus u apXeosorus
Opranmauus paspaboruux:

locynapetBennoe  GlomketHoe  mpodeccuoHatpHOE 00pa3oBaTeNbHOE  yupexkICHHE
Kpacnoaapekoro kpast «Ycrnencknit TeXHHKYM MEXaHM3ALMU 1 PO ECCHOHATBHBIX TEXHOIOTH»

PaspaGoTyukn

IIpenonasarens [BIIOY KK YTMulIT 3am. mupektopa o YIIP TBIIOY KK VTMuIIT
) A.B. Porauesa B.C.HukynuHa

Penensenrni

I'BIIOY KK AFOT I'BIIOY KK AMTT

Ilpenonasarens yueGHBIX pucHumINH IIpenonasatens yue6ubIX aucHumInE

MpohecCHOHANLHOrO HUKIA MO MPO(ECCHOHAIBHOTO MUKNA MO CHENHaTbHOCTH

crnennaibiocT 46.02.01 JlokyMeHTaMoHHOE
Qggqﬁgk;%ggc YIPaBJIEHUS H apXUBOBEIEHHE,

TR alinpus
. A

M.O.CutHuk




COJEPXAHUE

1.ITACITIOPT ITPOI'PAMMEI ITPO®ECCHUOHAJIBHOT'O MO YJIA

2.CTPYKTYPA 11 COOEPXAHUE ITPO®ECCHUOHAJIBHOI'O MO YJIA
3.YCJIOBUA PEAJIM3AINN TTPO®ECCHUOHAJIBHOI'O MOAYJIAd IIM.02
JOKYMEHTHUPOBAHUNE n OPI'’AHM3ALNOHHASA OBPABLOTKA
JOKYMEHTOB

4. KOHTPOJIb n OLEHKA PE3YJIbTATOB OCBOEHUIA
[MPO®ECCUOHAJIBHOI'O MOAYJIA IIM.02 AOOKYMEHTUPOBAHUE U
OPTTAHN3ALIMOHHASA OBPABOTKA TOKYMEHTOB

12



1. TIACIIOPT PABOYEN ITPOT'PAMMBbI

1.1. IlosicHuTennbHafA 3alHCKa

Pabouass mporpamMma mnpodeccuoHansHOro wmoayns IIM. 02. [loKyMeHTHpOBaHHE W
opraHu3aioHHass 00paboTKa /IOKyMEHTOB $IB/SIETCS UaCTbi0 OCHOBHOW TMpodecCHoHaIbHOU
oOpa3oBaTesnbHON TMpOrpaMMbl  CPeAHero TPOQeCcCHOHATBbHOTO  00pa30BaHMsI  TIPOTPAMMBI
MOATOTOBKA  KBa/MU(PUIIMPOBAHHBIX  paboumx,  cayxamux 1o  npodeccun  46.01.03
[Henonpoussouresb.

1.2. O6snacTs npuMeHeHHUs padoyeil MPOrpaMMbI

Pabouas mporpamma mpodeccuoHampHOro Moayns IIM. 02/lokymMeHTHpOBaHWE U
opraHu3alioHHasi 00paboTKa [OKYMEHTOB MOXeT ObITh MWCIO/Ib30BaHa TP OOYYeHUM 10
nporpaMMaM JIOTIO/THUTEIbHOTO0  00pa30BaHusl, TIOBBIIEHUS KBa/TU(PUKALUH, [1€PerioArOoTOBKY,
orepe’karorero o0yueHust Mo npogeccuu [1eonpou3BoAnTeb.

YpoBeHs 06pa3oBaHusi: OCHOBHOe 0011iee WK cpefiHee oOiriee.

OrmbIT paboTHI: He TpebyeTcs.

1.3. Mect
0 npodeCcCHOHATBHOT0 MOJY/IAA B CTPYKTYpe npodecCHOHA/TbHOM 00pa30BaTe/ IbHOM
NMporpamMmsl.

[Tpodeccronanbueii Mogyas [TM. 02. [lokyMeHTHpOBaHKe M OpraHu3aloHHas 00paboTka
JIOKYMEHTOB BXOJUT B MPO()eCCUOHAIbHBIN [IUKIIL.

1.4. Ilesu 1 3a/jaum U3yueHHUsi NPodeccHOHATBHOT0 MO/YJISL.

C 1uenblo OBMaJleHUs] yKa3aHHbIM  BHJOM TpodecCHOHaNbHOW  JesiTeTbHOCTU U
COOTBETCTBYIOIUMHA OOLUMH U TPO(MeCCHOHA/TLHBIMU KOMIIETEHIIUAMU OOYYarouiCs B XO/e
y3ydyeHuss npodeccuoHanbHoro wmogyas [IM.02. [JokyMmMeHTHMpOBaHHWe U OpraHM3alOHHast
obpaboTka mOKyMeHTOB fjo/bkeH ocBouTh BII/].1 OpraHusanysi 1 HOpMAaTHBHO-TIPAaBOBbIE OCHOBBI
apxuBHOTrO flena, BI1/]. 2 ObecrieueHre COXpaHHOCTH JOKYMEHTOB:

B pe3ynbraTe n3yueHus mpodecCcuoHaTbHOT0 MOYJ/Isi 00YUarOLIUIACS JOJDKEH:
HMeTh MPAaKTHYeCKUH OMBbIT:

- JOKyMeHTHPOBaHUS U JOKYMEHTALMOHHON 00pabOTKY JOKYMEHTOB KaHIe/sIpiy (apXuBa).
yMeThb:

¥Y1- npoBepsiTh NMPaBUIBLHOCTb OPOPMIIEHHS JJOKYMEHTOB;

¥Y2- cuctemMaTr3upoBaTh U XpPaHUTh JOKYMEHTBI TEKYILIErO apX1Ba;

¥ 3- ¢popmupoBaTh CIIpaBOYHBIN arrapaTt, 06ecreurnBaroIuii ObICTPBIN TIOUCK I0KYMEHTOB;

Y4-ocyiecTBisATh 3KCIEPTU3Y [OKYMEHTOB, TOTOBUTb U TMepejaBaTh JOKYMeHTa/bHble
MaTepyasbl Ha XpaHeHHe B apXUB.

3HaTh:
31- ocHOBHBIe TI0/10KeHUs1 EAMHOM rocyjapCTBEHHOM CUCTEMBI [1e/I0NPOM3BO/[CTBa;

32- BU/ibl, PyHKLIMY JOKYMEHTOB, [paBWIa UX COCTaB/IeHUsl U 0(hOpMJIeHUS;
33- nopsI0K JOKyMEeHTHUPOBaHUsl MH(GOPMAaLMOHHO-CIIPABOYHBIX MaTepHUaJoB.



OO0mue KOMIIeTeHIHH

[ToHMMaTh CYLJHOCTh U COLMA/IbHYIO 3HAUMMOCTh Oy/yiei mpoheccu, MPosiB/IsTh K Hel

OK1 YCTOMUMBBII HHTepec.

OK 2 OpraHn30BbIBaTh COOCTBEHHYIO /1esiTeTbBHOCTb, UCXOAS U3 e/ U CII0COO0B ee OCTHKeHM,
orpe/ie/IeHHbIX PYKOBOJUTEJIEM.

Anam3vpoBath pabouyro CUTYar|Io, OCYIIeCTB/ISTh TEKYLMI U UTOTOBBIN KOHTPOJIb, OLIEHKY

OK 3 Y KOPPEKLHI0 COOCTBEHHOM JiesTe/TbHOCTH, HECTH OTBETCTBEHHOCTD 3@ pe3y/bTaThl CBOeH
paboTEHL.

OK 4 Ocy1iecTB/sATH MOUCK UH(POPMAIUY, HeoOX0TUMOH 7 3P PEKTUBHOTO BBITTOTHEHUS
ripodecCHOHaNBHBIX 3aJau.

OK 5 HWcronb30BaTh MHPOPMALIMOHHO-KOMMYHUKAL[MOHHBIE TEXHOJIOTUH B MPOGeCCHOHATLHON
JesITeNlbHOCTH.

OK 6 Paborath B KOMaH/ie, 3 eKTUBHO 001I[aThCs C KOJIIeTaMU, PYKOBO/ICTBOM, K/IMEHTaMHU.

OK 7 WcronHsTh BOMHCKYH 00513aHHOCTB*(2), B TOM UMC/le C IPUMeHeHHEeM T0JTyYeHHBIX
1podecCUOHANBHBIX 3HAHUM (7151 FOHOLIeH).

IIpodeccuonanbHble KOMIIETEHIUH
I1K 2.1 PopmMupoBaTh fiena
K 2.2 O6ecrieunBaTh OBICTPBIN MTOUCK JOKYMEHTOB 10 HAyYHO-CIIPaBOUYHOMY arlrapary
) (kapToTeKaM) OpraHv3alyu.
IIK 2.3 CucTeMaTU3MpOBaTh ¥ XPAHUTh JOKYMEHTHI TEKYIIETO apXUBa.
I1K 2.4 Ob6ecreurBaTh COXPAHHOCTD MPOXOSIIEN CTYKEOHOM JOKYMEHTALUH.
I1K 2.5 ['oTOBUTH U Tlepe/iaBaTh JOKYMEHThI HA aDXUBHOE XpaHEeHHe.
I1IK 2.6 Ob6ecrieunBaTh COXPAHHOCTb ADXUBHBIX JOKYMEHTOB B OpPraHU3aL[|H.
JIMYHOCTHBIE pe3y/IbTaThl peaTu3alMUNpPOrpaMMbIBOCIIUTAHNSA (0eCKpUNmMopbl)

JIP1 Oco3Haromuii ce6si rpa’kAaHUHOM U 3aLIUTHUKOM BEJTUKOM CTPaHBI.

[MposiBrisitOIIMI aKTUBHYIO I'PKAAHCKYIO MO3ULIMIO, JeMOHCTPUPYIOLLUiI [IPUBEP;KEHHOCTh
IIPUHLIAINAM YeCTHOCTH, [IOPSAJ0YHOCTH, OTKPBITOCTH, 3KOHOMHUYeCKH aKTUBHBIN U

JIP2 Y4aCTBYIOIIMI B CTy/IeHYeCKOM M TeppPUTOPHA/ILHOM CaMOYTIpaB/ieHnH, B TOM UMCIe Ha
YCI0BHSIX J0OPOBOIBLYECTBA, MPOJYKTUBHO B3aUMO/IeMCTBYIOILMIA M yUaCTBYIOILUH B
ZlesITeNTbHOCTH 001eCTBEHHBIX OpraHr3aL[|i.

Co6troiaro1rii HOpMBI ITPABOTIOPSIIKa, C/IeYIOIINI HlealaM TPaXKJaHCKOTo 00IIecTBa,
obecrnieueHust 6e30MacHOCTH, TPaB M CBOOO/ rpaxkaH Poccum.

1P3 JlosiMbHBIM K YCTAaHOBKAM U TIPOSIBJIEHUSIM TIPeCTaBUTeNeld CyOKY/bTYp, OTJIMUAIOIIUI UX OT
TPYNI C AeCTPYKTUBHBIM U IeBUaHTHBIM TIOBeieHUEeM.

[leMOHCTpYPYIOLLIMII HENpUSTHE U NIPeAyNpPeXKJA0LIUM COLMaTBEHO ONIaCHOe TI0Be/leHue
OKpY’KaroLuX.
[MposiBasiroIuii ¥ 1eMOHCTPUPYIOLIUH yBaXkKeHUe K JTIF0/IIM TPY/a, 0CO3HAIOIINM 1[eHHOCTh

P4 COOCTBEHHOTO TPYy/a.

Crpemsimuiicst K GOpMUPOBaHUIO B CETEBOM Cpefie TMYHOCTHO U MPO¢eCcCHOHANbHOTO
KOHCTPYKTHUBHOTO «1I()POBOTO CJiefiax.
[JleMOHCTpHpPYIOLIMI PUBEP>KEHHOCTb K POJHOM Ky/IbTYpe, UCTOPUUECKOM MaMsATH Ha OCHOBe

JIP 5 nr00BY K PoziviHe, poZIHOMY Hapo/ly, MaJiol pO/IUHe, PUHSATHIO TPAIUITMOHHBIX 1IEHHOCTeH
MHOI'OHaLIMOHa/IBHOTO HapoZa Poccun.

PG [MposBrsitoIKi yBa)KeHUe K JIF0JsIM CTapllero OKOJIeHUsI U TOTOBHOCTD K yUacTHIO B
coLManbHOM MoAIep/KKe M BOJIOHTEPCKUX [BHKEHUSIX.

7 Oco3HaroI1i MPUOPUTETHYIO LeHHOCTb JIMYHOCTH Ue/I0BEKa; YBaXKAIOIIN COOCTBEHHYIO U
Yy)KYH0 YHUKaQJIbHOCTb B Pa3/IMUHbIX CUTyaLUsiX, BO BceX popMax M BUJax JesiTeJIbHOCTH.
[MposiBrisitoIMi U IeMOHCTPUPYIOLMM yBa)KeHHe K Mpe/[CTaBUTe/IsIM Pa3/InuHbIX

P8 STHOKYJIbTYPHBIX, COLIMAIbHBIX, KOHPECCHUOHANBHBIX U UHBIX TPYIII.

ComnpHuuacTHbIN K COXpaHEeHUIO, TIPEYMHOXKEeHHUI0 U TPAaHC/ISILUY KYJIbTYPHBIX TPaZULIUN 1
LIeHHOCTell MHOIOHALIMOHAIbHOTO POCCUMCKOT0 TOCyAapCTBa.




JIP9

Cobmrofarotuii ¥ mporaralAMpyoInii paBU/a 30pOBOTro U Oe3omacHoro obpasa XKu3HH,
CTIOPTa; TPeyTPeKAAIOIHMIA TUO0 MPeo0IeBalOIINii 3aBUCUMOCTH OT aKoroJist, Tabaka,
TICUXO0AKTUBHBIX BEIIECTB, a3apPTHBIX UT'P U T.J.

CoxpaHSIOIIMH MCUX0/IOTUUECKYI0 YCTOWUMBOCTE B CUTYaTUBHO CJIOXKHBIX U CTPEMHUTETEHO
MEHSFOLLIXCST CUTYaLUsIX.

JIP10

3a00TSIIUIICS O 3al[UTe OKPY’KAOIe cpe/ibl, COOCTBEHHOM M Uy>KOM 6e30T1acHOCTH, B TOM
ynce UudpoBoil.

JIP11

[MposiBnisitoIyil yBa)keHWe K 3CTeTUYeCKUM LIeHHOCTSIM, 00/1a/iatoIiuii OCHOBaMM 3CTEeTHUUYECKOM
KY/IbTYDBI.

JIP12

[MpuHMMatoIMii ceMelHble LIEeHHOCTH, TOTOBBIN K CO3/IaHUI0 CeMbU U BOCITUTaHUIO JleTel;
JIeMOHCTPUPYIOIIUI HEeMpUsATHe HaCUIUsS B CeMbe, yX0/a OT POAUTE/IbCKOW OTBETCTBEHHOCTH,
OTKa3a OT OTHOIIIeHU CO CBOUMU ZIeTbMHU U UX (PMHAHCOBOTO COJIePKaHMUS.

JINYHOCTHBIE pe3y/1bTaTbl

pea/iM3aliii NMporpaMmbl BOCIIUTAHHA, OIpeJe/I€eHHbIE 0TPAC/IEBBIMHA TPQGOBHHI/IHMI/I K Ae/10BbIM

KadeCTBaM JIHMYHOCTHU

JIP13

ITeMOHCTPUPYIOIIUI TOTOBHOCTh U CTIOCOOHOCTD BECTH JTUAJIOT C IPYTUMH JIFOABMH, TOCTUIaTh
B HEM B3aMMOTIOHUMAaHUs, HAXOJUThb 0O0IL1e LieJId U COTPYAHUYATE [Jisl UX JOCTIKEHUS B
rpodecCUOHATLHOM [JiesiTeTbHOCTH

JIP14

I[TposiBAsOIMIMI CO3HAaTeIbHOEe OTHOIIEHNE K HelPepLIBHOMY 00pa30BaHMIO KaK yCIOBHIO
YCITeNHON TpodeCcCUOHATBHON 1 001I[eCTBEHHOH /IeSITeTbHOCTH

JIP 15

IMposiB/isTIOINME TpaXkJaHCKOEe OTHOILIEHHE K MpodhecCHOHaTBHOM [ieaTeIbHOCTH KaK K
BO3MOYKHOCTH JINUHOT'O YUAaCTHS B PeIlIeHHH O0ITIeCTBEeHHBIX, TOCYAPCTBEHHBIX,
o0I1eHalMOHAIBHBIX ITP0O0/1eM

JIP 16

[IpuHMMatOIHMi OCHOBBI 5K0JIOTHYeCKOM Ky/IbTYPhl, COOTBETCTBYIOIIel COBpEMEHHOMY
YPOBHIO 3KOJIOTUYECKOTO MBILLLJIEHUS], TIPUMEHSIIOIIUN OMBIT 5KOJ0rMUYeCKU OPUEeHTUPOBaHHOM
pedUIeKCUBHO-01[eHOYHOM U TTPAKTUUECKOU JesITeTbHOCTH B )KU3HEHHBIX CUTYal[UsIX U
ripodecCOHaIbHON JesiTeJTbHOCTH

JIP 17

BhInonHsiroIuii mpodeccroHabHbIe HABBIKK B Cepe /1e/I0Npor3BO/CTBA U
JOKyMeHT0000poTa.

JIP 18

Pemaromuii npodeccrioHanbHbIe 331a4y IOCPeACTBOM NIPUMeHeHHsI HOpMaTHBHO-TTPABOBBIX
JIOKYMEHTOB.

JIP 19

[MTpro6peTaroiyii HaBBIKK OLieHKU WH(opMaruy B LM POBOM cpejie, ee JOCTOBEPHOCTS,
CMOCOOHOCTH CTPOUTD JIOTUUECKHE YMO3aK/TFOUeHHs Ha OCHOBAHWH MOCTYTAroIIeH
vHGbOPMAIUH U ITAHHBIX.

JIP 20

[MposiBnisitoIIyMi LIEHHOCTHOE OTHOIIEHUE K KYJIbTYPe U UCKYCCTBY, K KY/IbType PeUd U Ky/IbType
MOBe/IeHNsI, K KpacoTe 1 FrapMOHHH.

JIP 21

[posiB/stOIINIA LIEHHOCTHOE K CBOEMY 3/I0POBBIO M 37J0POBbI0 OKpy»Karorx, 307K 1 370poBoit
OKpY)KaroLei cpefie U T.J.

JInuHOCTHBIE pe3y/jibTaThbl ped/In3aliMi INIPOrpaMMbl BOCITUTAHHUA, OIIp€E/je/I€eHHbIE CY6'1>EKTOM

Poccniickoit @epepanun(KpacHogapckuii Kpaii)

[pu3HaIOIIMIA L{eHHOCTh HETPePLIBHOTO 00pa30BaHusl, OPUEHTUPYIOLIUICS B U3MEHSIIOILEMCST
PBIHKE TpYy/a, n30eraroiuii 6e3paboTHIIbI, YIPaBISIONIUN COOCTBEHHBIM MPOGheCCHOHATbHBIM

JIP 22 M o o
pa3BuTHeM, pe(IeKCUBHO OLIeHMBAIOIMI COOCTBEHHBIA >KW3HEHHBIM OMBIT, KPUTEPUU
YCIIeIIHOCTH
JIP 23 OKOHOMUYECKH aKTUBHBIN, pe/IIPUMMUMBbII, TOTOBBIN K CAMO3aHATOCTU
JIMYHOCTHBIE pe3y/IbTaThl peajTu3afuy NPorpaMMbl BOCIIUTaHHS,
omnpe/ie/ieHHbIe K/IIOUeBbIMH padoToAaTe/ IsIMH
JleMOHCTPUDYIOILUH TOTOBHOCTH M CIIOCOOHOCTH BECTH [WAJOr C JPYTMMH JIIOABMH,
JIP24 JoCTAraTh B HEM B3aUMOIOHMMaHMs, HaxXOJUTh oOIiue e M COTPYJHUYATh A1 UX
OCTH>KEHUS B TIPO(heCCOHATBEHOM JesTeTbHOCTH
P25 I[TposiBrsiOIIKMi CO3HaTeIbHOE OTHOIIEHNE K HelpepbIBHOMY 00pa30BaHMI0 KaK yCIOBHIO

YCITeNHON TpodeCcCHOHATBHOM 1 001I[eCTBEHHOH /IeSITe/TbHOCTH




IMposiBasiroIMiA TpaXk/JaHCKOe OTHOIIIeHHe K MPodeCcCHOHATBHOM /IeATeTbHOCTU KakK K
JIP26 BO3MOYKHOCTH JINUHOT'O YUYaCTHsI B PellleHHH 00IIeCTBEeHHBIX, TOCYAAPCTBEHHBIX,
ob11IeHaIMOHaBHBIX TPo6JIeM

JINUHOCTHBIE pe3y/IbTaThl peaTu3aliy NPOrpaMMbl BOCIIUTAHHS, ONpe/ie/IeHHbIe Cy0beKTaMHu
oOpa3oBaTe/ILHOI0 Mpolecca

[TpoekTHO MBICTALIMN, 9()(HEKTUBHO B3aUMO/eMCTBYIOLMI C U/leHaMU KOMaHZbI U
JIP27 COTPYJHUUAIOIINN C APYTUMH JIFOABMU, AeMOHCTPUPYIOIMINIA TIPOdeCCUOHATEHYIO
>KU3HECTOWKOCTh

HPEHHTCTBYI-OU_]Hﬁ AEﬁCTBHHM, HallpaBJ/IEHHBIM Ha YyIIleMJIEHWE T1paB WIK YHW)KEHHEe

JIP28 N
JIOCTOVMHCTBA (B OTHOIIIEHUH Cce0sl WY IPYTUX JIF0/IeH)

[MposiB/isitOIIMI SMIATHIO K JIMLIAaM pa3HbIX KaTeropuii, BbIPXKAIOLMIM aKTUBHYIO MPak/JaHCKYH0
TMO3ULIMIO, YUACTBYIOIIWI B CTYZeHYeCKOM CaMOYTIPaB/ieHHH, B AeSTebHOCTUA 00IL[eCTBeHHBIX
OpraHv3ali, a Tak)ke HEKOMMepUYeCKUX OpraHr3alii, 3aMHTepeCOBaHHbBIX B PA3BUTUU
TPaK/IaHCKOTO 00111eCTBa M 0Ka3bIBAIOIIMX TOAEPKKY HY>KIAIOIUMCS

JIP29

JIP30 [TprHUMarOIIMH U TPaHC/IMPYIOLUNA Ky/IbTYPY BHELIHero BUja, UMU/pKa J1eI0TIpOH3BOUTEIS

1.4. KoinuecTBO 4acoB Ha 0CBOeHHE NMPOrpaMmbl NPoecCHOHAILHOTO0 MOAYJISL.
MakcuManbHass yuyeOHasi Harpy3ka oOyuarorierocss 446 yacoB, B TOM UHC/I€ ayJUTOPHOM
Harpysku 306 yacos.



2. CTpykTypa paboueii nporpamMmsl npogecciuoHaabHoro moayasa ITM.02.
JloKyMeHTHpPOBaHNe H OPraHU3alioHHasi 00padoTKa JOKYMEHTOB.

O0beM BpeMeHH,
OTBe/IeHHBII Ha 0CBOEeHHE

HaumeHoBaHus MeXXAHCLIUITMHAPHbBIX
Bcero
Koas! npodeccnoHanbHBIX pasfiesioB yacos KYpPCOB
KOMIIeTeHIUH npodeccHoHaILHOT0 Oési3arenbHan BT
MOAYIA ayAuTOpHas npaxr.
yueOHast
3aHATHA
Harpyska
IIM.02. lokyMeHTHpOBaHHE M OPraHU3alMOHHAsA 00padoTKa 456 306 66
JOKYMEHTOB.
MK 2.1-2.6 M/IK 02.01
Opranun3anus u 242 162 48
HOpPMAaTHBHO-TIPaBOBbIE
OCHOBBI apXHBHOTI0 Jieia
MJK 02.02
ObecneueHne 214 144 18
COXPaHHOCTH
JIOKYMEHTOB
YueOHas mpakTHKa 360 360 360
ITpou3BoacTBeHHas 216 216 216
NPaKTUKa
BCET'O | 1032 882 642




3.YcnoBus peanusanum npogeccuonanbHoro moaysas ITM. 02. lokymMeHTHpOBaHue U
opraHu3anoHHasA 00padoTKa JOKyMeHTOB.

Pabouasi mporpamMma rmpodeccroHasibHOTO Moayns IIM. 02. [lokyMeHTHpOBaHHEe U
opraHu3aryioHHasi 00paboTka [JOKyMeHTOBpeaan3yeTcsi B COOTBeTCTBUM € TpeboBaHusmMu OIT'OC
CIIO k marepuanbHOMY 00ecrieyeHuto.

3.1. MaTepua/IbHO-TEXHUYECKOe o0ecreyeHmne

Peanmu3auusi mporpamMmel  TipodeccrioHanbHoro moayns [MTM. 02 [IoKyMeHTUpOBaHUE |
OpraHu3aroHHast obpaboTka JOKYMEHTOB
KabuHeTaxIrpogeCcCHOHATBHBIX AUCLUTUIMH U J1ab0paTOpUsIX:

O0opyaoBaHHe yueOHOr0o KaOMHeTa«ApPXHBOBeJeHHe» W Pa00OUHUX MeCT:

- yuebOHasl, MeTOMUeCKasi, ClipaBOYHas JIMTeparypa,
- KOMIUIEKT yueOHO-Har/IsiIHBIX TOCOOMIA;

- TUIIeH3WOHHOe TPOrpaMMHoOe obecrieueHue:

- OTIepalioHHasi CUCTEeMa;

- QHTUBUPYCHasl IPOrpaMma;

- IIporpamma-apxuBarop;

- MSOffice.

TexHuuecKkue cpejCcTBa 00yueHNs:
[TepcoHasbHBIE KOMITBIOTEPBI C IOCTYTIOM K ceTu VIHTepHeT;

Ckanep;
[IpunTep.

ITporpamMMHoe obecrieyeHue:

MS OfficeXP

naket OpenOffice (LibreOffice)

nporpamMmMa MicrosoftOutlook

riporpamMmMa MicrosoftFax

riporpammel Skype, SIP, QIPInfinum
nporpamMbl WinRAR, AdobeAcrobatReader
nporpamMma ABBY'Y FineReader

OCyLIEeCTBJ/IACTCA

B

yueOHbIX



YueOHast TPaKTHKa pean3yeTcs B 1abopaTopusix «/JOKyMeHTOBe/ieHHe» U «YueOHasi KaHL[e/IIpUsi», OCHaIIle

OOopysoBaHHe U HHCTPYMeHThI Ha 1 o0yuyaromerocs

Ne HanMeHoBaHUe MO3HLIUN Tex. onucanue No3uLMHA
1 | KomneroTtep C IpeJyCTaHOBJIEHHOW CIIPABOYHO-NPABOBOW CUCTEMOU
2 | IIporpammHOe obecrieueHue, TEKCTOBBIA MPOLIeCCOD, 37eKTPOHHAs Tab/IuIIa,
Kabenu fy1si coejMHEHMsI C IPUHTEPOM
3 | [IpunTep Ha dopmat A-4
1 mpuHTEp MOKET OBITh YCTAHOBJIEH Ha 2 pabounx MecTa
4 | Ckanep N/1aHLLIeTHbIM, ¢popmaT A-4
1 ckaHep MOJKeT ObITb YCTaHOBJIEH Ha 2 pabOUYMX MecTa, BO3MOXKHO HCTI
Moy
5 | JIbIpoKos Ha 2 OTBEepCTHs, C OTpaHUUXTeNIeM, DYYHOU
6 | JloTok ajyig Gymaru Ha opmaT A-4, Ha yCMOTpeHHe opraHu3aropa
7 | Kop3uHa jij11 Mycoa Ha YCMOTpEeHHe OpraHv3aropa
8 | Jlamma HacTo/IbHas Ha YCMOTpeHHe OpraHv3aTropa
9 | ®new-HoCUTEb 8Gb USB 2.0
10 | Croiika/60KC HACTOJIbHBIN JU1s TIaNKU-perucTpaTopa, Ha gopmt A-4

PacxoaHbie MaTepuasibl Ha 1 00yuaromerocsi

1 | mapukoBas pyyka CUHSIsl/UepHasi rlacra

2 | mpocToM KapaHzjalll

3 | INanka -peructpaTop Ha opmaTt A-4

4 | Ilanka-cKopoclluMBaTeb TI71aCTUK

5 | ITanka-ckopocluvBaTesb KapTOH

6 | kneit [IBA BO3MOJKHO KJIel-KapaHZalll WY XKUJKUN C KUCTOUKOM

7 | Tounnka

8 | Bymara dopmar A-4

9 | Crenuiep c gon. Ckobamu

10 | HoxxHULbI

11 | dalinoBble Manku Ha opmaTt A-4

12 | AHTHCTenIep

1 | Cton pabouwmii Pa3mephl JoCTaTOUHBIe A1 pa3MellieHrs 000pyJ0BaHus, UM UCTIOB30

JU1s1 OPUCHOUM TeXHUKU

2 | Ctyn

1 | candeTku Bra)kKHbIe TUTeHnJecKue
O0OopyroBaHHe NpenojaBaTesis

1 | KomIbrOTEp

2 | OkpaH

3 | I[IpoekTop

2 | M®Y dopmara A4 TIpUHTEep/CKaHep/KOI1p

4 | Jlotok ayisi ymar Ha gopmar A-4

5 | Croiika/60KC HaCTO/IbHas Ha gopmar A-4

6 | ®dnew-HOCUTEND 8Gb USB 2.0

1 | Pabouwmii cton

2 | Ctyn

3 | Crenax s JOKYMEHTOB mkad /i JOKYMeTOB

Jlono/THUTeTbHBbIE TPe0OBAaHUsI K 00ecieyeHU0

1 | Touka nojKIto4YeHus GecripoBO/THOTO internet
2 | JocTym K CripaBOYHO-

TIPaBOBOM CUCTEME
3 | Touku moAK/IOUeHUS 220B




‘ 4 | Touku nogkmtouenus 220B




JIaGoparopus «/[0KyMeHTOBeJeHUsI»:

KOMITIEKT ~ yueOHO-MeTOZMUEeCKUX MaTepUuasioB, METOJUUYeCKHe pPEeKOMEHJAlUK U
pa3paboTky;

WHCTPYKTUBHBIN MaTepHar;

0.1aHK08bILI Mamepuan:

O6pas3el] UHCTPYKIUH T10 Je/IONPOU3BOICTBY

O6pas3er; opopmieHus rpukasza O61ecTBa (C KOHCTaTHUPYIOIel YacThIO)

O6pa3ser; opopmiierus ripukas3a O61iecTBa (63 KOHCTaTUPYIOIIeH YacTH)

OG6pas3er] 6/1aHKa COr/IacOBaHUsI TIPOEKTa MPHKa3

O6pa3er 6s1anka micsMa OO11iecTBa C YT7I0BBIM PACIIO/IOKEHUEM PEKBU3UTOB

OG6pa3er; 6s1anka ITporokosa O6iiecTBa

O6pas3er] oopM/IeHHsT HOMEHK/IATYPhI J1eJT

dopma peecTpa pacChUIKU

JIabopaTopusi «YueOHasA KaHIeIAPHUA»:

pabourie MecTa o KOJTMUEeCTBY 00yUatOIXCS;

pabouee MeCTO Mpero/jaBaTeis;

KOMIUIEKT ~yueOHO-MeTOJMUeCKUX MaTepHalioB, METOJUUeCKHe peKOMEHJAlud |
pa3paboTKy;

MHCTPYKTUBHBIM MaTepHar;

0/1aHKO0@bIll Mamepuai:

dopMa aKTa MPOBEPKH HATMUMSI U COCTOSTHUS JIe]T

O6pas3el] oopM/IeHHsT KaPThI-3aMeCTUTEIS /T

dopma akTa 0 BbIJjaue /ieJl BO BpeMEeHHOe TI0/Ib30BaHUe

O6pas3er] oopM/IeHHSs JTUCTA — 3AMECTUTEIS JOKYMEHTa

dopma nmcTa — 3aBepuTeNs Jenia

dopma 06/I0>KKH J1e/1a OCTOSIHHOTO ¥ BpeMeHHOTo (cBbIiiie 10 j1eT) XpaHeHust
dopMa BHYTPEHHEH OMMCH JJOKYMEHTOB [IeJ1

dopMa OIMHUCH Jies1 CTPYKTYPHOTO MO/Ipa3/ie/ieHust

dopMa aKkTa O BbIIE/IEHUH K YHUUTOXKEHHIO JOKYMEHTOB, He TIO//IeXAI[UX XPaHEHUIO

3.2. O6mue TpeGoOBaHHUs K OPraHU3alUH Y4eOHOH MPaKTHKH

YT1.02 YueOHasi MpaKTHKa SIB/ISIETCSI COCTABJISIIOIIEH YacTblO0 TPO(eCCUOHANTBHOTO MOAYJIS
I[IM.02. [JoKymMeHTHpOBaHHWE ¥ OpraHMW3allMOHHasi 00paboTKa JOKyMEHTOBU peain3yercs B
riporiecce U3yuyeHust podeccruoHaaIbHOTO MOAY/JIS.

YuyebHasi TpakTWKa TPOBOJUTHCS 00pa3oBaTesibHOM OpraHu3aliedl Tpd  OCBOEHUM
o0yyaroIMucs NpoQecCHoHanbHBIX KOMIIETeHL[MM B pamMKax MpodecCcoHaNbHBIX MOAy/ed U
MOTYT peajM30BbIBaTbCSl KaK KOHLIEHTPUPDOBAHHO B HECKOJIBKO IIepUOJOB, TaK, W
paccpefjoTOueHO, uepefysiCb C TeOpeTUYeCKMMM 3aHSATHSIMU B paMKaX MpodecCHoHaIbHbIX
MOy /el.

3.3. HNudpopmanuoHHoe obecrieyeHre o0yueHHss NPoGecCHOHATBHOTO MOJYJIA
IIM.02./loKyMeHTHPOBaHHE U OpPraHU3alMOHHAasi 00Pad0TKA JOKYMEHTOB.

3.3.1. IlepeueHb YyueOHbIX HW3/aHMii, VIHTepHeT-pecypcoB, /OTOTHUTE/THHOU
JIMTepaTyphl.

OcHoBHas /iMTeparypa:

1. Xopxopguna T.U.; oy pen. byposoit E.M. Opranusanusi apXMBHOU U CIIPaBOYHO-
vH(popMalMOHHOW paboThl M0 JOKyMeHTaM OpraHv3aly: yuyeOHMK [Jis CTy[. YYpeXAeHUd



cpen. ipod. obpa3oBanus: B 1.2 u./ bypoBa E.M.,— M.: M3naTebcKuii LeHTp «AKajgemusi», 2018
rof.

Jlono/IHUTe/IbHAsA IUTepaTypa:

1. KombiBanoB A.C. ApxuBHoe jmeno. C6opHUK (emepanbHbIx HOpM. M.: KHura
cepBuc,2018 rop,.

2. BoBkorpy6 O.B., ®uonosa JI.P. ApxuBoBezieHrne. Yue6Hoe rocobue. ITensa: M3a-
Bo I1I'Y, 2017 rog,.

3. IlpuBanoB B.d.O6ecrieueHre COXPAHHOCTH [JOKYMEHTOB TIPU  BBITIOJIHEHUH
apXMBHBIX paboT. MeTtoguueckue pekomeHzaanmu. M.: BHUMIA/T 2018 rog,.

4. Tlpusanor B.®.O0ecrieueHre COXPAaHHOCTH apXWMBHBIX JAOKYMEHTOB Ha OyMasKHOM
ocHoBe: Metoauueckoe nocobue/Pocapxus.-M.: BHUNIAT 2018 rog,.

5. YnbsauHa E.A., flkumenko A.C. ApxuBoBezieHue. KoHcrekT yiekiuii. M.: Briciiee
obpa3oBanue, 2017 rof,.

6. JKykoBa M.II. OkcrmepTu3a LEHHOCTA yIIpaBJeHYECKUX [TOKYMEHTOB U
KOMIL/IEKTOBaHME MMH TOCYZApCTBEHHBbIX apXWBOB (Teopusi U Metoguka) / PocapxuB. M.:
BHUNOAL 2018 rog,.

7. AsrokpatoB B.H. U3 nctopum ueHTpanusauuu apxuBHoro gena B Poccun (1917-
1918 rr.) // OTeuecTBeHHbIe apxuBbl. 2017 o[,

8.  Awmmanros HO.H. Hosbii1 apxuBHbil 1ieHTp (PLIXMHW) // KenTasp. 2017 rog,

9. benanuna JI.U., Jlapuna B.I'., XumunHa H.M. HayuHo-crmipaBOUHBIM anmapar B
OBIBIIIMX MAPTUHMHBIX apXMBaX: COCTOSIHHE U TIePCTIeKTUBBI pa3BUTHs // OTeueCTBEHHbIE apXUBBHI.
2017 rop,.

10. beikoBa T.A. Ilopsamok XpaHeHUs [OKYMEHTOB B [e/IONIPOM3BOACTBE M UX
TIOJTOTOBKA K TiepeZiaue B apxuB obiriectBa.// CoBpeMeHHbIe TEXHOJOTHU [J1eJIOTPOM3BOACTBA U
nokymeHToobopota Ne3 2018 roz.

11. JKykoBa M.II. OkcnepTu3a LIeHHOCTU JOKYMEHTOB COBPEMEHHBIX YUpeXX/eHHH,
opraHusaryi, npegnpusatuid / OteyectBeHHble apxuBbl. 2017 rog.

12. UWmnozemmnera 3.1, Kypnoco H.[I. HoBoe BpeMs - HOBble TIPOOIEMBI.
KomriekToBaHHe TOCYZapCTBEHHBIX ApXWBOB JOKYMEHTaMHM OOIeCTBEHHBIX [BWKeHUH //
OrteuectBeHHbIe apxuBbl. 2017 rof.

HopmaTuBHO-ipaBoBbIe aKThl PD:

1. Koucrutyuus P® (Cratbsa 65 mpuBoAuTCsA C yyeToM YKa3oB [Ipesugenta PP or
09.01.1996 N 20, or 10.02.1996 N 173, ot 09.06.2001 N 679, or 25.07.2003 N 841,
@®ezepasbHbIX KOHCTUTYLMOHHBIX 3aKOHOB OT 25.03.2004 N 1-®K3, ot 14.10.2005 N 6-®K3, ot
12.07.2006 N 2-®K3, ot 30.12.2006 N 6-DK3, ot 21.07.2007 N 5-DK3);

2. T'paxpaHckui rpoleccyanbHbid Kogeke Poccuiickoit @epepanuun” ot 14.11.2002 N
138-y3esax u OuOMMOTEKaX, OpraHM3alsax PoOCCUHCKOW akafleMud HayK, YTB. IIPUKa30M
MuHucTepcTBa Ky/AbTypbl U MAacCOBBIX KOMMYHHKauui Poccuiickoii ®epnepaiuu 18 siHBaps
2007 r. Ne19.-M.,2007.186c.

3. TOCT P 7.0.8-2013. [enonpou3BOACTBO M apXWBHOe Jen0. TepMHHBI |
orpeiesieHusl.

4. TOCT P 7.0.97-20016. YHuULMpPOBaHHble  CUCTeMbl  JIOKyMEHTALUU.
YHubUIMpOBaHHAsI CUCTEMa OpPraHU3al[MOHHO-PACTIOPSAUTE/ILHON JOKyMeHTaluu. TpeboBaHus
K oopM/IeHHIO 10KyMeHTOB. — M.: HalloHanbHbI# ctadgapt PO, 2003.

5. T'OCT P MCO 30300-2015. Cucrema cTaHAapTOB 10 MHPOPMaLMU, 6UOIUOTeYHOMY
Y U3/1aTe/IbCKOMY ZleTy. YTipaBjieHue foKyMeHTamMu. OOIire IMoI0KeHUs.

6. IlocraHoBnenve IlpaButenbctBa P® “O mnopsifke BeZOMCTBEHHOIO XpaHEHWUs
JIOKYMEHTOB M OpraHusaluu ux B fenornpousBozcTtBe”. 3 mapta 1993 r. // OteuecTBeHHbIe
apxuBbl. 1993. Ne 3.

7. TlocraHoBnenue IlpaButensctBa P® “O co3ganuu Poccuiickoro rocysapcTBeHHOTO
apxuBa Hay4YHO-TeXHUYeCKoW JJoKyMeHTaluu” // OTeuecTBeHHble apxuBbl. 1995. Ne 4. C. 37.



8. TlocraHnoBnenue [IpaButensctBa P® “O denepanbHbIX rOCyAapCTBEHHBIX apXUBax”.
15 mapra 1999 r. // OteuectBeHHble apxuBbl. 1999. Ne 7. C. 3-4.

9. TlocranoBnenue IlpaButenbctBa P® “O06 yTtBepxzaeHun [losokeHus o
TocynapcTBeHHOM apXxuBHOM ciy>kO0e Poccun”. TlosmokeHne o ['ocygapCTBEHHOW apXWBHOMN
cny>x6e Poccun. 22 nekabpsi 1992 r. // OteuectBeHHble apxuBbl. 1993. Ne 2. C. 3-7.

10. Yka3 Ilpe3uzgenta P® “O6 ytBepkaenuu I[Tonmoxxenus 06 ApxuBHom doHzme PO u
[Monoxxenust o I'ocyapcTBeHHON apxuBHOU ciy»be Poccuu. TTonoxkenue 06 ApxusHom DoH/e
PO.

11. OcHoBHbIe TTpaBH/Ia PabOTHI apXHUBOB OpraHu3alyii. — M.: Pocapxus, 2002.

12. OpraHu3aLMOHHO-PacIoOpsiAUTe/IbHbIE  TOKYMeHThl. TpebGoBaHWsT K 0GhOpPMIIEHHIO
NoKyMeHTOB: Metoy pekomeHzgaumu 1o BHeapeHuto ['OCT P 6.30-2003 / M.: Pocapxus;
BHUNOAL, 2005.

13. TonokeHue O TIOpsiIKE M CPOKaxX XpaHeHWsl JOKYMEHTOB aKI[MOHEepPHBbIX OOIeCTB: YTB.
rioctaHoB/ieHreM dejiepaTbHON KOMUCCHH TI0 PBIHKY LieHHbIX Oymar Poccuu ot 16.07.2003 Ne 03-
33/mc // JenonpousBoacTBo B Poccuiickoit Peneparuu : ¢6. HOpMaTHUB.AOKyMeHTOB. — M.,2006.

14. TlpaBuna paboThI TO/b30BaTe/ell B UMTA/JbHBIX 3ajlaX TOCYJAPCTBEHHBIX apXHBax
P®.M,, 1998

NudopmanuoHHbie CalThI
1. http://www.statearchive.ru - T'ocygapcTBeHHbiii apxuB Poccuiickoit Pepepanyu

(TAPD).

2. http://www.rusarchives.ru/federal/rgada/index.shtml - Poccuiickuii
rocy/lapCTBeHHbIN apxXuB ApeBHUX akToB (PT'AJIA).

3. http:/www.fgurgia.ru - Poccuiickuii ToCy/apCTBeHHbI HCTOPUYECKUM apXUB
(PTUA).

4. http://www.rusarchives.ru/federal/rgvia/index.shtml - Poccuiickuii rocyiapCcTBeHHbIN
BOeHHO-ucTopuueckuii apxus (PI'BUA).

5. http:/www.rgavmf.ru/ - PoccuiicKuii rocy/japCTBeHHbIM apXWB BOEHHO-MOPCKOTO
¢nora (PTABM®).

6. http://www.rusarchives.ru/federal/rgae/index.shtml - Poccuiickuii rocysapcTBeHHbIH
apxuB 5KOHOMUKHU (PI'AD).

7. http://www.rgali.ru - Poccuiickuii rocyiapCTBeHHbIM apXvB JIUTepaTyphbl U UCKYCCTBA
(PTAJIN).

8. http://www.rusarchives.ru/federal/rgva/index.shtml - Poccuiickuii rocyapcTBeHHbIN
BoeHHbIM apxuB (PI'BA).

9. http://www.rusarchives.ru/federal/rgiadv/index.shtml - Poccuiickuii
rocy/lapCTBeHHbIN uctopuueckui apxus [lansHero Boctoka (PTVIA/IB).
10. http://www.rusarchives.ru/federal/rgantd/index.shtml - Poccuiickuii

roCy/lapCTBeHHbIN apXUB HAyYHO-TeXHUYeCKoU foKymeHTauuu (PITAHT/).

11. http://rgantd.ru - Caiit PTAHT/I.

12. http://www.rgantd-samara.ru/ - Caiit ¢dunuana PTAHT/I B r. Camapa.

13. http://www.rusarchives.ru/federal/rgafd/index.shtml - Poccuiickuit rocyfapcTBeHHbIH
apxuB (poHogokymeHTOB (PTAD/I).

14. http://rgakfd.ru - Poccuiickuii TocCyJapCTBeHHbIN apXUB KHWHO(OTOJ0KYMEHTOB
(PTAKD ).

15. http://www.rusarchives.ru/federal/rgani/index.shtml - Poccuiickuii rocyiapcTBeHHbIH
apxuB Hoselilet ucropuu (P'AHN).

16. CIIC KoucynbranTt Ilntoc, 'apanT

17. CIIC KoHcynbranTt [Imtoc, I'apant



http://www.rusarchives.ru/federal/rgani/index.shtml
http://rgakfd.ru/
http://www.rusarchives.ru/federal/rgafd/index.shtml
http://www.rgantd-samara.ru/
http://rgantd.ru/
http://www.rusarchives.ru/federal/rgantd/index.shtml
http://www.rusarchives.ru/federal/rgiadv/index.shtml
http://www.rusarchives.ru/federal/rgva/index.shtml
http://www.rgali.ru/
http://www.rusarchives.ru/federal/rgae/index.shtml
http://www.rgavmf.ru/
http://www.rusarchives.ru/federal/rgvia/index.shtml
http://www.fgurgia.ru/
http://www.rusarchives.ru/federal/rgada/index.shtml
http://www.statearchive.ru/

4. KoHTpO/Ib U OLIeHKa pe3y/IbTaToB 0CBOeHHs mnpodeccroHanbHOro Moy s IIM.02 /loKkymMeHTHpOBaHHEe M OpraHM3aljMoOHHas o0paboTka
AOKYMEHTOB.

OueHka pe3ysbTaTOB  OCBOEHMs Iporpammsl  npodeccuoHanbHOoro  Mopayns IIM.02.  JlokyMeHTHMpOBaHHWe M OpraHM3allMOHHas
00paboTKaZJ0OKyMeHTOBOCYIIECTBIISIOTCS T10 3aBEPILIEHHI0 TIPOX0K/AeHNsT yueOHOM 1 MPOM3BOJCTBEHHOM MMPAKTUKY Ha KBaTM(UKAIIMOHHOM JK3aMeHeB X07ie
KOTOpPOro, B paMKaX KOMIUIEKCHOTO TpaKTU4YeCcKoro 3afilaHusi, obyuatomiuiics geMoHcTpupyeT ocBoeHHble [IK u OK B yc/10oBUsIX, MpPUOMMKEHHBIX K
TPYZ0BOH JleITe/IbHOCTH.

KOJbl wu copjepxaHde NPHOOPETEHHOr0 TMPAKTUUECKOr0 OMNbITA H Kopp! 1 cojep)xaHue yMeHHH U 3HAHUHT DopMBbI M METOABI KOHTPOJIA ¥ OL{eHKH
0CBaMBaeMbIX NPo¢)ecCHOHAIBHBIX H 001X KOMIIeTeHIHI

TIM.02 loKyMeHTHpPOBaHHE U OPraHM3aHOHHAsA 00pa0doTKa JOKYMEHTOB.

IIpakTHuYecKuH OnbIT - TIPOBEPATh  TPaBUIBHOCTE  odopmiieHUs | TeKymuil  KOHTPO/b  3HAHHUM:  YCTHBIN
JIOKyMeHTHpPOBaHHUs U JOKYMeHTal[uOHHOM 060paboTKM JOKYMEHTOB KaHLIeNspUM | JIOKYMEHTOB; (dpoHTanbHEIN) ompoc, TpoBepouHas paborta
(apxuBa). - CHUCTEeMaTH3MpOBaTh W XPaHWUTh [JOKYMEHTHI | (TeCcTHpOBaHHe)

OK 1-7 TeKyLLero apxusa; MpakTUueckass  paboTa,  YCTHBIM  OMpOC,
IIK 2.1-2.6 - ¢hopMHUpOBaTh CIIPaBOYHbIN anmapart, | UHAUBUZYya/lbHbIe 3a/laHusl, KAPTOUKU-3aJaHUs.
JIP 1-30 06ecrieunBatoIINi OBICTPBINA TTOUCK JOKYMEHTOR;

-OCyL1eCTBJIATb JKCIIepTU3y AOKYMEHTOB, PyGE)KHin/’I KOHTPOJIb 3HAHUM: KOHTPOJIbHbIE
rOTOBUTH u nepenaBaTb AOKYMeHTa/IbHbIe paﬁOTbI, T€CTUPOBAHME,3KCIIEPTHAA OLl€HKa I10

Marepuasbl Ha XpaHeHHe B apXUB. pe3yJsibTaTaM IPOXOXK/ieHHsl TIPOM3BO/|CTBEHHOM
- OCHOBHBIe N0/10)keHus1 EAMHOM rocyfapcTBeHHOM | MpakTUKM, 3alljuTa oOT4yeTa I10 pe3yJ/bTaTaM
CHCTeMBI [Ie/IONPOX3BO/[CTBa; TIPOXOXK/IeHNsI TIPOM3BOZCTBEHHON IIPAKTHKeE,
- BUZBI, GYHKLMY IOKYMEHTOB, ITpaBUIa UX npoBepoyYHasi paborta
cocCTaB/eHus ¥ 0OPMIIeHHUS;
- TIOpSI/IOK IOKYMEeHTHPOBaHUs WH(OpPMaLMOHHO- HToroBbIi KOHTPOJIb:
CTpaBOYHBIX MaTepHasoB. IOuddepeHLIIpoBaHHBIN 3a4eT;

OK3aMeH;

KpanvvKaloHHbIN 5K3aMeH
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