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1. IlosicHuTeIbHAsA 3anHcKa K paGoyeil mporpamme
npodeccronanbHoro obydenns no npodpeccun «Cexperapb-MaAIIHHHCTKA»

Pabowas  mporpamma mpodeccHoranmbHOro — 00ydeHHs ~— Tpodeccuu
«Cekperapb-MalIMHUCTKA» Kox mpodeccur 26353 paspaboraHa Ha OCHOBE
QefepanbHOrO  rocyJapcTBeHHOro  o0Opa3zoBaTensHOrO — CTaHaapra 10
COENHAJLHOCTH  cpeaHero  npodeccuoHanbHoro  obpaszosanms  46.01.03
«Cexperapb-MalllMHUCTKA»,  yTBepikAeHHoro  Ilpukaszom  MunucrtepcTsa
obpaszoBanns um Hayku P® ot 2 aprycra 2013 r. Ne 639 «O6 yTBepkieHun
(denepalbHOr0O TOCYAapCTBEHHOro OO0pa30BaTeNBHOrO CTaHAApTa CPEIHEro
npodeCCHOHAIBHOTO obpaszoBaHus o npodeccuu 034700.03
Jlenonpon3BoauTenb» (C H3MEHEHUAMM U JIOTIOJIHEHUSIMH ).

IIporpamMma apantupoBaHa k ycnousM AHIIOO «Kabapauno-bankapckuit
KOJUIEDK KOOIIEpallyH, SKOHOMHUKH H IIpaBa».

Ifene wu3ydyeHHS @porpaMMbl: pa3BUTHE Yy O00y4aromUXCs JIMYHOCTHBIX
Ka4yecTB, a Takke (OpPMUpOBaHME OOLIEKYJILTYPHBIX YHHMBEPCAIbHBIX H
Npo(ecCHOHANBHBIX KOMIIETEHIINH B COOTBETCTBHH C TpeOOBaHUSIMH HOPMaTHBHO-
IPaBOBOH JOKYMEHTAIUH 110 MPOodeCCHOHATBHOMY 00y4eHHIO.

3agauu oOydeHus: AaTh 0OydaromMMCs HeOOXOOUMBIN ypOBEHb 3HAHWH s
BBIIIOIHEHWE OPTaHU3alMOHHO-TEXHHYECKHX (QYHKIHH MO TOKYMEHTALHOHHOMY
obecriedeHnIo IesTelbHOCTH NPEeanpHATHS (yIpekIeHus, opranu3annd, GupMsl)
pasHbIX cep U pazHbIX HopM COOCTBEHHOCTH.

Cognepxanre pabodeil mporpaMMbl NpeACTaBIEHO OSCHATEIBHON 3aMACKOH,
pabounM y4eOHBIM IJIaHOM, pabo4YMMHM NporpaMMaMH y4eOHBIX TPEIMETOB,
IIaHUPYEMBIMH pe3yJbTaTaMd OCBOEHUS paboueit mnporpamMMmsl, YCIOBHAMH
peaim3anuy paboueidl NporpamMmbl, CHCTEMOH OLEHKH pe3yJIbTaTOB OCBOECHMS
paGouei mporpaMmel, yd4eOHO-METONHIECKHMH MaTepHalaMH, 06ecreduBaroIUMH
peanu3anuio paboueil IporpaMmsl.

Pabounii y4eOHBIH NIaH COAEPKUT MepedeHb yueOHBIX npeaMeToB 6a30Boro,
CIEeNHATBHOI0 ¥ Npo(hecCHOHATBHOrO MUKIOB C YKa3aHWeM BpEMEHH, OTBOAUMOIO
Ha OCBO€HHE Y4eOHBIX IIPEIMETOB, BKIIIOYas BPEMA, OTBOJAUMOE Ha TEOPETHYECKHE
¥ IPaKTUYECKAE 3aHATHS.

PaGouue nporpamMMbl yueOHBIX NpPEIMETOB PaCKPhIBAalOT PEKOMEHIYEMYIO
NOCIe10BaTENbHOCTh U3YUYEHUS PA3/IENOB | T€M, a TaK)XKe pachpenelneHue y4eOHbIX
YacoB I10 pa3jiesiaM | TeMaM.

Ycnosust peanmmszanuu pabodeil mporpaMMbl COIEPIKAT OpraHU3alHOHHO-
nefarorudyeckue, KagpoBbie, WH(DOPMAMOHHO-METOAWYECKHE M MaTepHaIbHO-
TeXHH4YecKHe TpeboBaHHsA. Y4eOHO-MeToAM4YeCKHe Marepuaibl 00ecnevHuBaroT
peanu3anuio paboyer NporpamMMmsl.

Pabouas mporpamma mpemycMaTpHBaeT JOCTaTOYHEIM Uil (OPMHPOBaHHS,
3aKPEIUICHUS] M pPa3sBUTUA NPAKTHHECKWX HABBIKOB W KOMIIETEHIHH o06Bbem
NPAKTHKH.

Kypc paccuntan Ha 40 uyacoB, B ToM uucie 10 4acoB TEOpPETHYECKOIrQ
obyuenns, 19 gacoB mpakTHdYecKoro obydeHms, 9 wacoB y4eOHOM TpaKTUKH, 2
Jaca OTBEIECHO KBAMM(QUKAUUOHHBIN 5Kk3ameH. KomudecTBo 9acos, OTBOAMMOE Ha
U3y4YeHHE OTAEIbHBIX TEM INpPOrpaMMbl, MOCIEAOBATENBHOCTh HX H3yYEHHS B
Cilyyae HEOOXOAMMOCTH paspelIaeTcsi H3MEHSTh IIPH YCIOBHH, YTO IIporpamMma
OyZeT BHINOIHEHA MOMHOCTHIO 110 COAEPIKAHUIO U 06IIeMy KOJTHYECTBY YacoB.



O6yuenue npodeccun «Cekperapb-MalIlHHACTKA» OCYILIECTBISAETCH B LENAX
obecrieueHns COLMAIBHOM aJanTalWd K PBHIHKY TpyAa, (GopMUpOBaHHA
TOJIOYKUTENNLHOW MOTUBAIMH K TMOMy4YeHHIO MpodeccHoHanbHoro obpa3oBaHHs U
npodeccuu, rapaH TUPYIOLIeH TPYA0yCTPOHCTBO.

K koHuy oOyuenusi kakabii oOy4yaeMbldi [OJIKEH yMETh CaMOCTOSTEIBHO
BBITIOHATE BCE paboTHI, NPeIyCMOTpPEHHbIE KBaNU(pUKAITHOHHON
XapaKTEePUCTHKOM, TEXHOJOTMYECKAMH YCIOBHAMU U HOPMaMH, YCTaHOBJIEHHBIMH
Ha IpeAnpHsITHH (OpraHU3aliy ).

VY4eGHas rpymnmna npu IPOBENEHHH 3aHATHI (HOPMHUPYETCs YHCICHHOCTHIO 10
15 genosexk. [TpogomKUTENBHOCTE Y4eOHOr0 Yaca TEOPeTUYECKUX U MPAKTHYECKHX
3aHATUH cocTaBjseT | akameMudeckuit yac (45 MHHYT).

TeopeTnueckue W NpPaKTHYeCKUWE 3aHATHA IPOBOAATCS B CIELHAIBHO
o0opynoBaHHOM KabuHeTe.

OcBoenue paboueii 06pa3oBaTelbHOM MPOrpaMMbI, B TOM YHCIE OTAEIbHOH
YacTH WM BCero obsema ydeOHOro mpeamera, Kypca, NUCHHUIUIMHBI (MOIYJIs)
00pa30oBaTelbHOM MPOTrpaMMBbl, CONMPOBOXKIAETCH NPOMEXYTOYHOM aTTecTalneH
oOy4arommxcs, MPOBOAUMON B (opMax 3a4eTOB U 3K3aMEHOB 33 CUET BPEMEHH,
OTBEJIEHHOI'0 Ha yKa3aHHbIE IPeIMETHL.

WToroBasi arrectanysi MPOBOJHUTCS IO OKOHYAHHH Kypca IpPaKTHYECKOro H
TeopeTH4YecKoro o0ydeHus B Gpopme KBamuGUKaHOHHOr0 3K3aMeHa.

OK3aMeH H 3a4eThl MPOBOAATCS C HCHOJb30BAaHHEM MaTepHaIOB
IIPOMEXYTOYHON W UTOrOBO# aTrectanuu. [1o pe3ynbTaTaM MTOrOBOW aTTECTALMH
BBIIa€TCH CBHIETENLCTBO 00 YPOBHE KBAMM(UKALMA YCTAHOBICHHOr0 00pasia.

Ifene HacTOsme# mporpaMmMel — mOpodeccHoHanbHass  MOATOTOBKA
00yJaromMXCcsa CTapliMX KIacCoB 001eodpa3zoBaTenbHBIX YYpeXKOSHHH 110
npodeccun  «Cexkperaphb-MaimEucTKa». OCHOBHBIMHE 3aJadaM¥  IPOrPaMMbI
ABIAIOTCA: (OPMUpOBAaHHE Yy CTapLISKIACCHUKOB COBOKYIHOCTH 00mMHUX H
Npo(eCcCHOHANBHBIX KOMNETeHIUH, HEOOXOAUMBIX pabOTHHKY, BBITOIHSIOIIEMY
NOJKHOCTHBIE 0053aHHOCTH J1€JI0TPOU3BOAUTEIS.

2. TpeGoBaHHs K NOArOTOBKe 00y4alOmHXCH MO MporpamMme
«CexpeTapb-MalNIHHHCTKA

B y4eGHOM niiaHe mporpamMmsl npodeccrOHaNbHON noaroToBku «Cekperaps-
MalllMHUCTKA» IpeAcTaBleHbl obmenpodeccHoHalbHbIe H IPOPECCHOHAIBHBIE
y4eOHbIe HUKJIBL.

OcHoBo#t podeccHOHANBHOr0 00yYeHHs ABISAETCS KypC TEOPETHUYECKOTO U
OpakTHYeCKoro obydenus 1o mnpeameraM «OCHOBBI [I€IONPOH3BOICTBAY,
«OpranusanMoHHas TeXHWKa», «OCHOBBI peNAKTHpPOBAHHsS JOKYMEHTOBY,
«Komneroteproe IeNONpPOU3BOACTBOY, «IIporpammuoOe obecneuenue
AOeTONpOMu3BOMUTEN,  «JlOKyMeHTanuoHHOe  obecrevyeHHe  AEATENBHOCTH
opranmsanuu». [IpakTmka mnpexcraBiaser coboit BuA ydeOHOM HeATENBHOCTH,
HaOpaBlIeHHOH Ha (OpMHMpOBaHME, 3aKpeIUICHHe, pa3BUTHE TPAKTHIECKHX
HaBBIKOB U KOMIIETEHI[MH B IIPOLIECCe BHIMOIHEHUS ONMpelelleHHBIX BHOOB pabor,
CBSI3aHHBIX ¢ OyayInel npodeccHOHANBHOM AeSTeNbHOCThI0. ITocne10BaTeIbHOCTS
M3Y4YCHHUS TEeM TpOrpaMMbl, OTBEJEHHBIX Ha W3y4eHHE, MOXKHO, B Clydae
HEOOXONMMOCTH, H3MEHATh NPH YCIOBHHM, YTO NpOrpaMMa OyAeT BBINOJIHEHa
nosnHocTeio. IloBTopenne y4ebHOro Marepmana, 3a4eThl, KOHTPOJBHBIE PabGOTEL,
NPOBOMATCS 3a CYET Yy4eOHOro BpEeMEHH, OTBEIEHHOr0 Ha HM3yYeHHE JaHHOTO



npeaMera. B pesynpTare OCBOGHMS TNporpaMMbl O0y9arOIIMECs BBIIOJIHSAIOT
odopmiieHHe OpraHU3alMOHHO-PACTIOPSAATENBHBIX JOKYyMeHTOB coryiacHo «["OCT
P 7.0.97-2016. HaumonaneHei#i crangapr Poccuiickoit ®enepauud. Cucrema
CTaHJapToB 10 uHpopMaiuy, OMOIMOTEYHOMY H H3IATENLCKOMY Jeiy.
Opranu3anoHHO0-pacnopAAUTEIbHAS JNOKYMEHTaL}sl. TpeboBanus K
oopmiieHno noKyMeHTOB» (yTB. IIpmkazom Poccrammapra ot 08.12.2016 Ne
2004-cT) (pen. ot 14.05.2018).

B pesynsrare aHamm3a npoecCUOHANBHOIO CTaHAapTa U COMOCTABICHHUS €To
TpeboBanmii ¢ TpeboBanusMH DPI'OC, ExwHbM Tapu(HO-KBATH(QHKAHOHHBIM
CIIpaBOYHUKOM paboT U mpodeccuit paboumx, ompeneneHbl COOTBETCTBYIOIIWE
3HaHWSA M YMEHHs, IOoIieXxamue (OPMHUPOBAHHIO IIPU OCBOEHHH IIPOrPaMMbI
npodeccun «CexkpeTapb-MalIMHACTKAY.

OO6yuarommuecss, OCBOMBIIHE NPOrpaMMy IpOGECCHOHATBHOW MOArOTOBKH,
JOJKHBI 0071a1aTh 0OIUMHE KOMITETEHIUAMH:

> NOHMMAaTh CYIIHOCTh M COLHAJbHYH 3HAa4MMOCTh H3y4aeMoOi
npodeccuu, IPOSBISTE K Hell YCTONYUBEIM HHTEPEC;

> OpPraHU30BBIBaTh COOCTBEHHYIO IE€ATENBbHOCTb, MCXOIsS W3 LEIH H
CI0CO00B €€ JOCTHKEHHS, ONPENEICHHBIX PYKOBOIUTEIIEM;

> aHaIW3ApOBaTh pabovyr0 CHTYyallMIO, OCYHIECTBIATh TEKYIUHMH W
HTOTOBBIH KOHTPOJb, OLIEHKY H KOPPEKIHIO COOCTBEHHOH [EATEIBHOCTH, HECTH
OTBETCTBEHHOCTD 3a pe3yJIbTaThl CBOel paboTsl;

> OCyIIECTBIATh  MNOMCK  HHQOpMamuW,  HeoOXomuMmod i
3¢ peKTUBHOrO BHINONHEHNS MPO(eCcCHOHATBHBIX 3a1a4.

> UCIMOJb30BaTh HH()OPMAIUOHHO-KOMMYHUKALMOHHLIE TE€XHOJIOTHH B
npopeCCHOHANBHON AEATECIbHOCTH.

» pabotate B KoMaHAe, 3(¢eKTUBHO o0Owmarecs C KOJUIEraMy,
PYKOBOACTBOM, KITMEHTaMH.

B mpomecce ocBoeHMs ~nIporpaMMbl oOydaroliuecss NPHOOpETaroT
npodeccHoHaNbHBIE KOMIICTEHLIMH, COOTBETCTBYIOIIME OCHOBHBIM  BHIaM
Npo¢eCcCHOHANBLHON AeSTeTbHOCTH:

> IpHOOpETAIOT HAaBBIK METO/A MEeYaTH;

> OCBaMBAOT NIPUEMBI TEXHUKH ITHCHMA;

> BBIMOJHSIOT 0)OpPMIIEHHE MAIMHOMUCHBIX PaboT;

> OCYILIECTBIISIOT BBITIOJIHEHHE IPOCTHIX U CIIOXKHBIX Tabnui B Word

> OCYIIECTBIISIOT [IOCTPOCHUE U pacdeT MPOCTBIX U CIOKHBIX TabIuIl B
Excel;

> JOJDKHBI yMETh [IOJb30BaThCS TEXHUYECKOW M HOPMATHBHOM
JOKyMEHTaIlUeH;

» BBITIOJIHSAOT JOKyMEHTHPOBaHHE YIIPaBIeHYECKOU AesITeIbHOCTH;

» 3HAIOT e[WHbIE TpeOOBaHWS M TNpaBuia OQOPMIIEHUS NOKYMEHTOB,
CTaHJapThl;

> 3HAIOT TpeOOBaHUS OE30MacHOCTH TPYAQ, KIACCH(MKAIUIO CPENCTB
OpPrTEXHUKH U 00paboTKH 10KYMEHTOB;

> OCYIIECTBISAIOT PeNaKTHPOBAHHE TOKYMEHTOB;

» NpHOOPETarOT 3HaHHUS [T0 OpraHU3aluU paboThI ¢ JOKYMEHTAMH;

» OCYWIECTBIISAIOT PETUCTPALMIO U KOHTPOIb UCTIOTHEHHAS JOKYMEHTOB;

B pesymerare  m3ydenus  nporpammsl  «CeKpeTapb-MalIMHHCTKa»
obydaromuecs J0/KHbBI 3HATh:
- OEeHCTBYIOIlME HOpPMaTHBHBIE IIPaBOBBIE AaKThl, ¥ HOPMATHBHO-



METOAHYECKHE HOKYMEHTHI, ONpeleNfiomde TMOpSAoK [IO0KyMEHTalHOHHOTO
obecriedeHus ynpaBiIeHus;

- OCHOBHble  TONOXKeHWs  EAWHOR  rocygapCTBEHHOH — CHCTEMBI
IEeI0NpPOU3BOICTBA;

- COBpeMeHHBIe HH(OPMAallMOHHBIE TEXHOIOTHH PabOoThI C TOKYMEHTaMH;

- OCHOBHBIe BHIB paboT nO HHMGOPMAIMOHHO - NOKYMEHTAHOHHOMY
obcmyuBaHHIO B cepe yIpaBleHHUs;

- MOPSIOK M MpaBHU/a HH(POPMALKHOHHO-I0KYMEHTAllHOHHOrO 0becreyeHus u
obcmyxuBanus paboThl PyKOBOAHWTENS NPEANPHATHS WM €0 MOIPa3IeNIeHus,

- CTaHIAapThI YHAQUIUPOBAHHOH CHCTEMBI OpraHu3allHOHHO-
pacnopsAATENbHON TOKYMEHTAlINH;

- mpaBuia pabOThl C BXOASIIMMH,  HCXONSIIMMHM M BHYTPEHHHUMH
JNOKyMEHTaMH;

- TpaBWJIa OpraHM3alUd WU (OPMBI KOHTPOJIS UCHOJHEHHS IOKYMEHTOB B
OpraHM3alluy;

- OCHOBBI JENONPOU3BOJACTBA; BHJbI, Ha3HAYCHHE M NIPaBHIia COCTABICHHA H
0 OpMIIEHHS TOKYMEHTOB;

- PYKOBOASINWE W HOPMATHUBHbIE NOKYMEHThI, OTHOCSIIHECS K BEIECHHIO
JIeNIONIPON3BO/ICTBA;

- BHABI K TOpANOK paboTel €  JOKYMEHTAaMH  OpraHW3alldi,
KOpPPECIIOHICHIIUEH ;

- Topsagok (GopMHpOBaHUS [el B COOTBETCTBHH C YTBEPXKIECHHOH
HOMEHKJIaTypO#; IpaBuia XpaHeHUs NOKyMEHTOB,;

- OCHOBBI pE€IAaKTHUPOBaHUS TEKCTOB CIIy’)K€OHBIX JOKYMEHTOB U IPYrHX
MaTepHaJIoB; TpeOOBaHUS K TEKCTY JOKYMEHTOB;

- COBpEMEHHbIE€ BHIbl OpPraHMU3AIMOHHONW TEXHWKM M KOMIBIOTEPHOrO
obecrieueHus; Ha3HAYEGHHWE, [PaBWJIAa WCMONB30BAHHSA W  TEXHUYECKOTO
00CITyKUBaHUS;

- COBpeMeHHBle HMH()OPMALMOHHbIE TEXHOJIOTUW, TIPUMEHSEMbIE IIpH
JOKYMEHTUPOBAaHWH ¥ OpraHuU3anudu paboThl C JOKYMEHTaMu;

- IpaBHJIa OpraHu3aluy Tpyaa U pabodero Mecra.

B  pesynprare  m3yuenus  mporpamMmbl  «CekpeTapb-MalIHHHCTKA»
o0yuJaromuecs JOJKHbI YMETh:

- NpPUMEHATH 3HAHWA, YMEHHS M HaBBIKM B CBOEH TPOQECCHOHATLHOM
NesATeIbHOCTH;

- paboTaTh co BCeil COBOKYNHOCTBIO MH(MOPMAIIMOHHO-I0KYMEHTAIIMOHHEBIX
PECYPCOB OpraHU3allNH;

- TPHHUMATh M PEruCTPUpPOBaTh KOPPECHOH/EHIIMIO, HAMPAaBIATH €€ B
CTPYKTyPHBIC TIOpa3/ielIeHNS;

- OCYWIECTBINTh  JOKYMEHTAllMOHHOe  ofecreyeHwe  JIEeATEILHOCTH
OpraHu3allkH;

- TPHHAMAaTb M PETUCTPUPOBaTh MOCTYNAIOUIYIH0 KOPPECTIOHAEHIIHIO,
HAnpaBJIATh €€ B CTPYKTYpHBIE OAPa3IeNeHHs] OpraHN3aliH;

- paccMaTpuBaTh NOKYMEHTBl U MEpelaBaTh MX HA HCIOIHEHHE C YYETOM
Pe30IIONHH PYKOBOJUTENIEN OpraHi3alluH;

- OTHPaBISATh HMCMOJHEHHYIO JOKyMEHTAIllHIO ajpecaraM C IPUMEHEHHEM
COBPEMEHHBIX BUJIOB OPTaHU3AUUOHHOM TEXHUKH;

- OCYIIECTBIATh JOKYMEHTHDOBaHHE U OPraHM3alMOHHYIO 06paboTKy
JIOKYMEHTOB.



3. CTPYKTYPA U COJAEP)KAHUE YYEBHON AUCLHUILIUHBI

3.1. O6béM yueOHO# THCINNIMHBI H BHAbI y1e0HOMH padoThl

Buj yuebnoii paborsi KoanvecTBo 4acoB

MaxkcnmansHas yyeOHas Harpyska (Bcero) 40
Ob6s3aTepHas ayauTopHas yuebHas Harpy3ka (BCero)
B TOM YHCJIE:

TEOPETUIECKUE 3AHATHA 10

MIPAKTHYECKUE 3aHIATHS 19

yueOHas mpakTuKa 9
WTorosas arrectanus B GopMe KBAIHM(GHUKALMOHHOIO 9K3aMeHa 2

3.2 YueOHO-TeMaTHYeCKHE ILUIAHBI H COAepPKaHHE IPOrPaMM

npodeccHoHaIbHON NOAToTOBKH MO npodeccnn «Cexperapb-MalIHHACTKAY.

3.2.1. Yue6Ho-TeMaTHYeCKHH IJIaH B COJAEPKaHHE NPOrPaAMMbI
OI1.03 «OcHoBBI J€10NPOH3BOACTBAY

B Tom 4umciae I
Beero
Ne o/ HaunmenoBaHHe pa3aeioB, TeM aacop | TEOPETHUECKHE NpaKTHYECKHE
JAHATHNA 3aHATHN
119 HopwmatusHo-MeToaMueckas 6asa 1 1
JIeIONIPOU3BOICTBA |_
2. | Buasl 1 Ha3HaYeHHE CITyKEOHBIX 1 |
JIOKYMEHTOB
UTOI'O 2 | 1 1
3.2.2. YueOHO-TeMaTHYeCKHH IJIAH H COJEPKAHHE NIPOrPaAMMBI
OI1.04 «OpraHu3anHOHHAN TeXHHKA)»
T B Tom uncie
Beero
Ne o/m HanmeHoBaHHE pa3eioB, TeM qacop | TEOPETHYUECKHE | MpaKTHYeCKHE
3AHATHSA 3aHATHSA
1. CpencrBa XxpaHeHUs., IOUCKa U 1 1
TPAHCIIOPTUPOBAHKUS JOKYMEHTOB.
2 OnpenenneHue, Ha3HAYCHHE 1 1
CPEACTB OPITEXHUKH.
HUTOI'O 5 2 | 1 1
3.2.3. Y4yeOHO-TeMaTHYeCKHH NJIaH H coepKaHHe NPOrpaMMBbl
OIL0S «OcHOBBI peJaKTHPOBaAHHS J0OKYMEHTOB»
[ B Tom uncie
Ne o/ HaunMeHoBaHHE €JIOB, T Beero
paseoB, TeM aacop | TEOPETHYECKHE | MPAKTHYECKHE
3aHATHS 3aHATHA
1. | CrpaBouHsie U3JaHu4 110
PYCCKOMY S3BIKY ¥ IIPaKTHYECKON 1 1
CTaTHUCTHKE
2. | PenaxtupoBanue ciryxeOHBIX 1 1
MAaTepHaJioB, JOKYMEHTOB
UTOI'O 2 1 1




3.2.4. YueOHO-TeMaTHYeCKHH NJIaH | CoAepKaHHE NPOrpaMMbl
OI1.07 «KomnbioTepHoe 1e10NPOH3BOACTBOY

' B Tom uncae
Bcero
Nen/m | HammeHnoBaHme pa3ieioB, TeM qacop | TEOPeTHUECKHE —[ NPaKTHYECKHE
3aHATHA 3AHATHS
1. | Texnomorus o6paboTku
TEKCTOBOM HHGOpMALIHH 3 1 5
(TEKCTOBBIH ITPOLIECCOD
Microsoft Word)
2. | Cucrema MEKTPOHHBIX TaOIHIL
. 1 1
Microsoft Excel
UTOI'O 4 1 3
3.2.5. YueOHO-TeMaTHYeCKH NJIAH ¥ COAEepPKAaHHE NMPOrPaMMBbI
OI1.08 «IIporpammMHoe obecnevyeHne AeJONPOH3BOAHTEIR
B ToM 4ncie 3
Bcero l
Ne n/n | HanmeHoBaHHe pa3jesioB, TeM qacop | TeOPeTHIeCKHe NpaKTHYeCKHe
3AHATHS 3AHATHSA
1 Microsoft Office: ocHOBHBIE 5
MIOHATHS, COLEPIKAHHE, 1 1
HanpaBJIeHUs
2 Coznanue npe3eHTaluii B cpeae 1 1 '
PowerPoint ;
HUTOI'O: 2 1 1

3.2.6. YueOHO-TeMaTHYECKHH NJIaH H COAep:KaHHe NPOrpaMMbl
IIM 01.M/IK. 01.01. «lokymeHTannOHHOE 00ecneyeHHe 1eATeIbHOCTH

OpraHM3alHu»

Ne oi/m

HaunmeHoBaHHE pa3aejioB, TEM

Bceero
4acoB

B Tom uncie

TEOPETHYECKHE ODpaKTHYECKHE
3AHHTHH 3aHATHH

HopmaTtueHO-MeToaMueckas 6asa
JEIONPOM3BOICTRA

1

1

O61mue TpeboBaHus K
OpraHU3alMé M YCJIOBUSM Tpy/ia
pabotHMKOB cayx0n1 JIOY

JIOKyMEHT Kak pe3yJbTar Tpy/a B
yIIpaB/IeHYECKOH AEATEIHHOCTH.
MHorodyHKIHOHaIBHOCTh
nokymenrta. lOpuangeckoe
3HAYECHUE IOKYMEHTA.

IlonaTue 06 ynupukauuu u
CTaHJapTU3ALIHH.

OO6ume npaBuia opraHu3aum
IOKyMeHTo000pOoTa B
Y4pEeXKIECHHH.

I'pynnsl 1OKyMEeHTOB B
JOKYMEHTAIBHOM 00ecneYeHnn

YUPEKACHHUS: BXOAAIIHE H
HCXOIIHUE, BHYTPECHHHE; UX
ocobeHHOCTH.




[Tpuem u nmepBuuHas o6paborka
BXO/ISIINX JOKYMEHTOB.
Perncrpanus ¥ MHAEKCALMS
nOKyMeHTOB. OTMETKH Ha
NOCTYNAIOUIMX AOKYMEHTaX.

DOopMBI pEIrUCTPALIANA:
XKypHalbHasi, KapTO4Hasi.
aBTOMAaTU3MPOBaHHAS.

OdopMmiIeHHE PEKBU3UTOB
noxkymeHnToB. ©opmynsap-obpasern
OPJ1

10

Bupael 1 HazHaueHHe OJ1aHKOB.
TpeboBaHusa K JOKyMEHTaM IIpU
HX U3TOTOBJICHUH

UTOTIO:

10

IIM 02. «/lokymeHTHpOBAHHE H OPraHH3allHOHHAs 00paboTKa JOKYMEHTOB)

3.2.6. YueOHO-TeMaTHYEeCKHH NJIAH H COAepKAHHE NPOrpaMMbl

MK 02.01. «<Oprasu3anusi H HOPMATHBHO-TIPABOBbIE OCHOBBI

APXHMBHOIO JeJ1a»
l B Tom uHcae
Beero
Nen/n | HammeHoBaHHe pa3jiesioB, TeM aacop | TEOPeTHUECKHE NpaKTHYIECKHE
3aHATHSA 3AHATHS

1 HopMaTuBHO-IIpaBOBEIE OCHOBEI 1 1

apXWBHOI'O Aefna
2 Y4eT TOKYMEHTOB B apXuBax 1 1
3 NudopmaTuzanus apxuBHOTO 1 1

Jiena

| ATOrO 3 ] 1 2

IIM 02. «/lokymeHTHPOBaHHE H OPraHH3aNHOHHAs 00paboTKka AOKYMEHTOB»

3.2.7. Y4ueOHO-TeMaTHYeCKHH IJIaH H CoAepsKaHHe POrpaMMBbI

MK 02.02. «OGecniedenne cOXpaHHOCTH JOKYMEHTOB)

Ne o/

Bceero

B ToMm uncie

=

HanmenosaHne pa3iejoB, TEM 9ACOB TE€OpeTHYECKHE NpaKTHYeCKHe
3AaHATHH 3aHATHHA
1 APpXHUB OpraHW3alyH. 1 1 1
2 YHHYTOXKEHHE JOKYMEHTOB H 1 1
Jlell, He MOAJIeKamMX .
XpaHECHHMIO.
3 XpaHeHHe JOKYMEHTOB B 1 1
apXUBE OpPraHU3allHH.
UTOI'O 4 | 1 3




Conepxanue yde6HOMH NPpaKTHKH

Ne HauvenoBanue TeMbl Koa-Bo
TeMbI 4acoB
IIM 01. MK.01.01.JokymMeHTannoHHOe o0ecnieueHne e Te/IbHOCTH OPraHn3alug
1 HrcTpykTak o Texnuke 6e3omacHocTH Ha paboyeM Mecte. HopMaTHBHO- 1
MeToamyeckas 0a3a Ie0npOn3BOACTBA
2 JIOKyMEHT KaK pe3ylbTar TpyAa B YIPaBIEHYECKOH JeATeIbHOCTH. 1
MHorobyHKIIHOHATBHOCTS JOKYMeHTa. FOpHuaugecKoe 3HaYeHUE JOKYMEHTA.
3 ['pynnsl JOKYMEHTOB B JOKYMEHTAILHOM 00SCIICUEHUH YUPEKICHHUS. 1
4 IIpuem u nepeudHas 06paboTka BXOAAMAX JOKyMEHTOB. Perucrpauns u 1
HHAeKcaus JOKYMeHTOB. OTMETKH Ha NOCTYNAIOMMX JOKYMEHTAX.
IIM 02. «/lokyMeHTHpOBAHHE H OPraHH3alHOHHAasA 00paboTka J0KYMEHTOB»
MJIK 02.01. «Opraau3anms # HOPMATHBHO-NIPABOBbIC OCHOBbLI APXHBHOIO Jejia»
1 HopMmaTHBHO-TPABOBbIE OCHOBBI apXMBHOTO JIefa 1
2 Y4eT JOKYMEHTOB B apXuBax 1
3 WrdopmarH3anms apXuBHOTO Jena
IIM 02. «/lokyMeHTHpOBAHHE H OPraHH3aHOHHAN 00paboTKa 10KYMEHTOB»
MJIK 02.02. «ObecnedeHne COXpAHHOCTH JOKYMEHTOB»
1 ApXHB Oprasu3alyu. 1
2 KoMmutekToBaHuUE apXHBa OpraHH3aliy. :
UTOI'o 9

4. Kputepuu oueHABAaHASA 3HAHUI U YMeHHH

KoHTpouss 1 OleHKa pe3y/IbTaToB OCBOEHHS IIPOrpaMMBI IIPOYECCHOHATBHOIO
00y4eHHs OCYIIECTBIAIOTCS NpernoaaBaTeleM B Ipoliecce IPOBENSHMs 3aHATHH,
OLICHUBAHWS CaMOCTOSTENbHBIX PaboT, TECTUPOBAHHUS, BRIOIHEHUS KOHTPOILHbIX
paboT, MpaKkTHYecKHX paboT, BBHINONHEHHS OOYYAOMIMMHCS WHAMBHIYAIbHBIX
3aaHui, a TaK JX€ KOMHCCHEH 110 OKOHYaHHIO INporpaMMbl B IpoOIECCe
NPOXOXKACHHS O0yJaroIIUMHCS KBATHM(QHKAIMOHHOIO 5K3aMEHa, COCTOSIIETO H3
TEOPETHIECKOro U MPAKTHYECKOro 3a/iaHuA.

4.1. KpAaTepuH oeHKH NOJY4eHHbIX 3HAHHH H Y()PEeKTHBHOCTH Y4eOHOH
NporpamMMsl N0 YCTHBIM OTBeTaM Ha KOHTPO./IbHbI€ BONPOCH]

Ouenka S5 («OTJHYHO») BBICTABJIAETCS MPU YCIOBHU TOYHOTO U TIOJIHOTO
OTBETa Ha BONPOC H OTBeTAa Ha MONOJHHUTENbHBIE BONpPOCHL. IIpE 3TOM
YYHTBIBAE€TCS HE TOIBKO O0OBeM oOTBeTa, HO W yMeHHe oOyuarouerocs
NpodecCHOHATFHO AapryMeHTHPOBAHO W3JaraTh MaTepuall, WUTIOCTPHPOBATE
TEOPETHYECKHE BBIBOJbI NMpUMepamMd Ha npakTtuke. [Ipu m3noxeHuW Marepuana
TaKJ)Ke OLIEHUBAETCS YMEHHUE CTPOUTH JIOTHYECKOE YMO3aKTIOYEHHE.,

Onenka 4 («xopomo») BEICTaBJISETCS TIPH YCIOBHH ITPABHIBHOIO OTBETA HA
BOIIPOC, HO IPM HE3HAYUTEIbHBIX HETOYHOCTSX OTBETa, KOTOphIe OOydarommuics
BOCIIOJIHSAET, OTBeYas Ha JOMOJHHUTENbHbIE BONPOCH MPENnoAaBarTels, dTO
M03BOJIAET BOCCTAHOBUTH IIEIOCTHYIO KapTUHY OTBETA.

Ouenka 3 («ynoBIETBOPHTENLHO») BBICTABSETCS IIPA YCIOBHH B
OCHOBHOM IIPaBHJIBHOTO OTBETA Ha MOCTABJICHHBIE BOMPOCHI, HO HECIOCOOHOCTH
00y4aroIerocs OTBETUTh Ha TOMOMHUTEIBHBIE BOIPOCH], HEUETKOCTH OTBETA.

Ouenka 2 («HeylOB/IETBOPHTENBHO») BBHICTABIAETCA IIPH  YCIOBHH
HeTpaBHJIBHOTO OTBETA Ha IMOCTaBJIEHHBIH BOIPOC, 3a OTKa3 OT OTBETA 110 MPHYHHE




HE3HaHHs BOIIPOCa, 38 HECAMOCTOSATENIbHYIO ITOATOTOBKY K OTBETY.

4.2. Kpurepuu OLeHKH MOTY9eHHbIX 3HAHHHA H 3 PeKTHBHOCTH yIeGHOi
IporpaMMsbl 0 OTBeTaM Ha KOHTPOJbHbIEe BONPOCHI B (Jopme TecTOB H
3K3aMeHAIMOHHBIX OH/IETOB

DK3aMeHallMOHHBIH OUIET COCTOUT U3 5 BONPOCOB.
3a xax/blii NIpaBUJIbHBIA OTBeT BeIcTaBiAeTcs | 6anin. CoOTBETCTBEHHO, NIPH
NPaBHJIBHBEIX OTBETAX HAa BCE IISATh BOMPOCOB OMileTa BHICTABIAETCS OLEHKa S

(«oTIMYHO»), TIpH YeTHIpeX IMPABHIBHBIX OTBETaX BBHICTaBISAETCH OLEHKA 4
(«xopommo») u T.11.

4.3. Kpurepuu OneHKH NOJYyYeHHBIX YMEHHH H 3¢ deKTHBHOCTH Y4eOHOH
NpOrpaMMbl MO BHIMOJIHEHHIO MPAKTHYECKHX 3aJaHHH

[NpakTHyeckue 3agaHus TO3BONSIOT OLECHATE YMEHUS 00y4arOIUXCs.

OlneHWBaHWe  BBITIOJHEHHS  NPAKTHYECKOro  3ajaHus  IPOM3BOAMUTCH
NpenoiaBaTelieM BU3yabHBIM CIIOCO00M IO NATHOAUIBHOM CHCTEME.

B nmnepuon wW3ydeHWs IOUCHHWIUIMHBI TpenofaBaTel]b BeieT TabmMily
MOHHMTOpHHTAa Ka4yeCcTBa 3HAHWH 10 BCeM OOYYarOIMMCs, HCIOJb3ys BapUaHTEI
KOMITOHOBKH 3K3aMEHAIIMOHHBIX OWIIETOB IO NMPOWIEHHBIM TeMaM, YTOObl MMETh
BO3MOXKHOCTb COOTHECTH YJAydIIEHHe HIM YXyAUIEHWe KadyecTBa 3HaHWi
HHIWBHIYAJIBHO N0 KaKIOMY y4YalleMycCs W NPHUHATH PELIEHHE O BBICTABJICHUH
OLIEHKH TEKYILEH YCIIeBAEMOCTH I10 MATHOAUIBHON CHCTEME.

5. KoHTpoJIb 0CBOEHHS KOMIETEHLHH

B pe3yiabTateé arrecTallid 1o npoq)eccnn OCYHIECTBIAETCA KOMIIJIEKCHAA

IPpOBEPKa CIeAYHOIUX KOMIIeTEHIIUM:

Ne Hanmenosanue IokasaTear OleHKH @opma KOHTPOJIH
KOMIIeTeHITHH pe3yabTara
3. IIK 1.1. TpuruMaTs u | - cobmonenne npasui OT u Th npu OueHka pe3ynbTaToB
PErucTpHPOBAaTE  MOCTYMAIOMIYIO | MPOBEACHWH paboT: HeATENBHOCTH
KOPPECHOH/CHIIHIO, HANPABIAThL €€ | - IEMOHCTPALA HABBLIKOB ofbyyaroimxcs B ponecca
B CTPYKTYpPHBIE MOApPA3[CNEHMA | 3PrOHOMMHYECKOH Oprasu3aumu OCBOGHHA
OpraHu3aliiy pabouero mecTa: obpazopaTebHOH
- IEMOHCTpalys HABBIKOB MpHeMa IpOrpaMMal:
JOKYMEHTOB, MOCTYyNarmux Ha - IIPH BbITIOJTHEHHH H
OYMaKHBIX H AMEKTPOHHBIX 3AMIHTE MPAKTHYECKHX
HOCHTEJIAX: pabor:
-JIEMOHCTpAI|sA HAaBBIKOB PabOTHI C - IPH BBINONHEHHH PaboT
COBPEMEHHBIMH CPEACTBAMH Ha pa3sAHYHbLIX 3Tanax
OPITEXHHKH, yueOHOM MPaKTHKA:
Cobmonenue npasui NpHeMa. - TIpH TIPOBEIEHHN: l
nepBHYHOH 00pabOTKH H PETHCTPALMK | TECTHPOBAHMIA, 3a4YeTa,
BXOIAIIAX TOKYMEHTOB: JK3aMeHa
- IEMOHCTpALIMA HAaBLIKOB
oopMIEHHs PazIHYHBIX
PerucTpalnoHHsX GopM
MOCTyTAoIei TOKyMeHTaluH
4. K 1.2, PaccmarpuBathk | - IeMOHCTpaLMs HaBbIKOB oOpabGoTkn | OmeHka pe3y/isTaToB
OOKYMEHThI ¥ TNepeJaBaTh MX Ha | JOKYMEHTOB B COOTBETCTBHM C IeATENbHOCTH
HCIOJHEHHE C YYeTOM DE3OMIOLHH | PE30IOLHeH PyKOBOAUTENA H ofydaroluxcs B nporuecca
p)’KOBD}IHTB.I]eﬁ OpTraHH3alHA | TNepenavy HX HCIIOJHHUTENAM C OCBOEHMA |
| cooTBETCTBYIOMIEH OTMETKOMH; o0pas3oBaTensHON |




perucTpauHoHHO#H dopMe.

MporpaMMal:

- TIpH BBITIONHEHAH W
3allATe NPaKTHYECKHX
pabor;

- MTPH BbITIOJIHEHHH paboT
Ha pasNMYHBIX Tanax
yueOHO#H NpaKkTHKH;

- [IPH MPOBEIEHAH:
TECTUPOBAHUIH, 3a4eTa,
IK3aMeHa

K 1.3. Odopmnars
pPEerMCTpalMOHHbIE KAapTO4kH H
co3gaBaTh OaHK JAHHBIX

- IOEeMOHCTpALHs HaBbIKOB
ohopmnenus PEerHCTPaLIHOHHBIX
KapToYeK 10KYMEHTOB:
-AEMOHCTpalMA HABBIKOB CO3[aHHA
Oanka pgaHHBIX Ha OyMakHBIX W
3J€KTPOHHBIX HOCHTE/IAX

OreHKa pe3yasTaToB
NeATeNbHOCTH
ofy4Jaroluxcs B mpouecca
OCBOEHHS
oOpa3oBaTe/bHOM
OporpamMMal:

- MPH BBIMONTHEHHA 1
3alUTe NPaKTHIECKHX
pabor;

- IPY BHINOTHEHAHM padoT
Ha pasiHYHBIX 3Tanax
yueOHOH MpaKkTHKH:

- TOpH  MNpOBEACHWM
TECTHPOBaHHIH, 3ayera,
IK3aMEHa

IIK 1.4. Bectn kapToTeKy ydera
TPOXOXKIAEHHAS  JOKYMEHTAIBHBIX
MaTEpHAIOB

- [EMOHCTpallki HABHIKOB BEIEHHS
KapTOTEKH  ydeTa  NpPOXOKIEHHA
JNOKYMEHTANBHBIX ~ MATEpHATIOB  C
TIPUMEHEHHEM CpPEICTB COBPEMEHHOH
OpITEXHHKH.

OueHKa pe3yIbTaToB
JeATEILHOCTH
ofyvarommxcs B npouecca
OCBOEHHA
obpa3oBare/bHOH
NPOrpaMMBbI:

- TIPH BhIMOIHEHHH H
3aMATE MPAKTHYECKHX
pabor;

- IpH BLITIOJIHEHHH paboT
Aa Pa3TAYHEIX Tanax
yueOHOM MPakTHKH;

- MNpH  NPOBENEHHH:
TECTUPOBAHMIA, 334eTa,
3K3aMeHa

IK 1.5. OcymecTBnaTe KOHTPOIb
3a NPOXOXK/ICHHEM IOKYMEHTOB

- mnpodecCHOHANBHBIH mOAXOD K
OCYMECTBICHHIO KOHTpOJIs 3a
TIPOXOAIEHUEM TOKYMEHTOB;

- OCYIIECTBIEHME KOHTpOis 32
NPOXOXKIEHAEM M HCHOJHEHHEM
NOKYMEHTOB.

OueHKa pesynsTaToB
JeATeNbHOCTH
obyqaromuxcs B MpoLecca
OCBOCHHA
obpa3oBaTe/IbHOMH
NPOTPaMMBI:

- TIPY BHINOJTHEHAH H
3ALIMTE NMPaKTHYECKHX
pa6or;

- TIpH BHINONHEHHH paboT
Ha pa3iH4YHbIX 3Tanax
yueOHOH NpaKTHKH,

- MpPH NpPOBEIEHHH:
TECTHPOBAHHH, 3avyera,
3K3aMECHa

TIK 1.6. OTrpaBiaTe HCNOIHEHHYIO
NOKyMEHTAlMIO  ajpecaraM ¢
TNIPAMEHEHHEM COBPEMEHHEIX BHIOB
OPITEXHUKH

- npodeccHOHANBHBIN
pafote Ha KOMNEIOTEPE;
- NIEMOHCTpalMd HABBIKOB OTIPABKH
HCIIOTHEHHBIX TOKYMEHTOB ampecaTam
C NPUMEHEHHEM COBPEMEHHBIX BHIOB
OpPITEXHHKH.

nogxon K

OneHka pe3ynbTaToB
NeATENLHOCTH
obyuatolmixcd B mpolnecca
OCBOEHHSA '
o6pazoBaTenbHO i
HpOrpaMMBIl:

- IIpH BBITTOJHEHHH H
3JaIATe PAKTHYECKHX
pabot:

- MIPH BLIMONHEHUHA paboT
Ha Pa3IM9HbIX STamnax
y4e6HOH MPaKTHKY;

- TpH  TIPOBENCHWM: |




KOHKPETHBIX BHJIOB.

JOKYMEHTOR I10 UX BHAaM. (yHKIIHAM:
: JAEMOHCTpALUA HABBIKOB
othopmiieHus cayKeGHbIX TOKYMEHTOB
C NMPUMEHEHHEM COBPEMEHHBIX BHIOB
OPITEXHUKH;

- BBITIOTHEHHE
BEPCTKH.

KOMITLIOTEPHOH

1

TECTHPOBaHWIA, 3aueTa,
IK3aMeHa
9, ITK 1.7. Cocrtanate u 0GOpMAATL | -  TPaMOTHOE  COCTABICHHE u | OueHKa pe3ynsTaToB
cryxkeOHBIE JOKYMEHTBI, | MTPo(ecCHOHATBHOE othopMieHue | JeATENLHOCTH
MaTepHaldbl C  HCIO/Nb30BAaHHEM | AOKYMEHTOB! obydaromuxcs B mpouecca
(dopmynapos JOKYMEHTOB | - mpod)eccHOHaTbHOE (HJOPMHPOBAHHE | OCBOEHHSA

obpasoBaTenbHOM
TPOrpamMmMbi:

- MPH BhIMOJHEHHH U
3alHTe NPaKTHIECKHX
pabor;

- TPH BBITIOJTHEHAH paboT
Ha pa3/IMYHbIX JTanax
y49e6HO# NpakTHKH;

- Opd  OpOBEICHHH:
TECTHPOBAHMH, 3adera,
3K3aMeHa

10. MK 2.1. ®opMuposaTsh nena

| - JEMOHCTpaLHuA HABBIKOB

dhopmMupoBanHsA el B COOTBETCTBHH C
TpeGoBaHHAMY

OneHka pe3yaLTaToB
OEATE/IBHOCTH

ofydaromuxcs B npouecca !

OCBOEHHA
ofpazoBaTenbHOM
TIPOTPaMMBI:

- TIPH BBIMOJIHEHHH H
3alIHTE MPaKTHYECKHX
pabor;

- MPH BBINOJHEHHH paboT
Ha Pa3NM9HBIX 3Tamax

| COOTBETCTBHH C TpeOOBaHUAMM:

- (opmupoBaHHE W WCTIONL30BAHHE
KaTajoros APXHMBHBIX jonnos
OpraHu3aliiy B COOTBETCTBHM c
TpeGORBaHMAMU;

- COCTABAEHME M HCMONL3OBAHWE
MyTeBOAUTENEH o apXHRY
OpraHW3alfM (3NEKTPOHHBIH BapHaHT)

y4e0HOM NpaKTUKH;
- OpH MPOBEIEHHM:
11. IIK 2.2. O6ecneymBate ObICTpHIH | - (opMupoBaHHe M Hcmonb3oBaHue | OlLieHKa pe3y/bTATOR
TIOHCK JTOKYMEHTOB KaPTOTEK  @PXWBOB  CTPYKTYPHBIX | JEATETLHOCTH
nojpasjieNeHdit  opraHusaMu B | obyyarommuxcs B Ipollecca

OCBOEHHUA
obpasoBaTenbHOH
TPOrPaMMBbl;

- TIPH BHITIO/IHEHUH H
3alUTE NPAKTHYECKHX
pabor:

- TIPH BRINONHEHUH paloT
Ha Pa3IHYHbIX ITanax
yueOHOH MpaKkTHKH;

- TIPY NPOBEIEHHH:

6. Hadopmaunonnoe obecnedenne o0oyuyeHus
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