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1. [Taciopt padoueit mporpammsl [IM 03 «Oprauuzanusa 0OV u
(GYyHKIIMOHUPOBAHUS OpTaHU3AIUN

1.1. O6nacTh NPUMEHEHHUS TPOTPAMMBI

PaGouas mporpamma mnpodeccmoHampHOTO MOAYJIsA (mamee  pabodas
nporpamMma) — SIBISIETCA 4acThlo paboyeil OCHOBHOM mpodeccruoHaIbHOM
oOpazoBarenbHOl Tporpammbl B coorBeTcTBUM ¢ PI'OC mno cnemnumanbHOCTH
(cnenmanbHocTsAM) CIIO 46.02.01 «JlokyMeHTallMOHHOE 0OecTieueHne yIpaBieHus U
apXUBOBEICHUEY
B YaCTH OCBOEHHUSI OCHOBHOTO BHJa IpoeccrnonanbHoil nedarenpnoct (BIT):
NEeATEIbHOCTh B CEKpeTapuarax, Ciayk0ax JOKyYMEHTalMOHHOTO OOecredeHus,
KaJpOBBIX CIY)0ax U apXMBOB TOCYJApPCTBEHHBIX OpraHax M YUpEKICHHIA, B OpraHax
MECTHOTO CAaMOYIPABJICHHs, HErOCYJAapCTBEHHBIX OpraHu3aiusx Bcex (opMm
COOCTBEHHOCTH.

U COOTBETCTBYIOLIUX MpodeccuoHanbHbix kommereHui (I1K):

1. opopmnATe ¥ pErHCTPUPOBATH  OPTaHU3ALMOHHO-PACIIOPSIUTEIBHEIE,
KOHTPOJMPOBATH CPOKH MX UCTIOTHECHHS,

2. CaMOCTOSITEIBHO paboratb C JOKYMEHTaMH, CoJIep KaIIMU
KOH(QUACHIIMATHHYIO HHPOPMAIUIO, B TOM YHCIIE C JOKYMEHTaMH T0 JINYHOMY
COCTaBYy;

3. OCymIecTBIATH TeaehOHHOE 00CITyKUBaHUE, TPUHUMATh U MIepeiaBaTh (PaKchI;
[Iporpamma mpodeCcCHOHATIBHOTO MOJIYJSI MOXET OBbITh HCIIONb30BaHA B

JOTIOTHUTEIPHOM ~ MPO(ECCHOHAILBHOM ~ O00pa3oBaHMM W MpodecCHOoHaTbLHOM
MOJATOTOBKE pAOOTHUKOB B O0JAcCTH JAEJIIONPOM3BOJACTBA W apXHMBHOIO Jeia
rOCyIapCTBEHHBIX U HErOCYIapCTBEHHBIX OPTaHU3AINAIX BCEX POPM COOCTBEHHOCTH,
IPU HAIWYUU CpeTHETO (ITOJIHOTr0) 001Iero 00pa3oBaHusl.

Taxxe MoxeT ObITh HCIOJIb30BaHA B JIOMOJHHUTEIBHOM IMPodeccHOHAITBEHOM
00pa30BaHMH IO TOJPKHOCTH CEKPETaph PYKOBOIUTEIIS.
OmnsIT paboTHI HE TpEOyeETCH.

1.2. llenu u 3agaun MOTyJIsl — TPEOOBAHUS K pe3yJibTaTaM OCBOCHUS
MOy IS

C 1enplo OBJIAJICHUS YKAa3aHHBIM BUJOM NPO(ECcCCHOHANBHON AESITENbHOCTU U
COOTBETCTBYIOIIUMH MPO(ECCUOHATBHBIMU KOMMETEHIIMSAMU OOYyYarOUIUiCsa B XOJI€
OCBOEHUS MPOPECCUOHATBHOIO MOYJISL JOJIKEH:

NmeTh MpakTUYECKUid OTIBIT:
— Tlo cocraBnenuto u 0HOPMIICHUIO JOKYMEHTOB 10 JUYHOMY COCTaRY;
— Ilo cocraBiennro 1 0hOPMIICHHIO OPTaHU3AIMOHHO-PACTIOPSAUTEILHBIX
JIOKYMEHTOB;



YMETh:

3HaThb:

[Io cocraBnennto u OGOPMIICHUIO HHPOPMAIIMOHHO-CIIPABOYHBIX
JOKYMEHTOB.

IPOU3BOJIUTh KOMIBIOTEPHBI HAO0Op TEKCTOBOM uHMOpMaAIUu C
MPUMEHEHUEM METOJUKH CJENOro JAECATUNANBIEBOIO METOJa Ha
KJIaBHAType NEPCOHATBHOIO KOMIIBIOTEPA;

COCTaBIISITh M OGOPMIISTH CIy>KEOHBIE JOKYMEHTHI B 3JIEKTPOHHOM U
OyMa>KHOM BHUJIE C MPUMEHEHHEM CPEJICTB KOMITbIOTEPHOU TEXHUKH;
UCIIOJb30BaTh BO3MOXHOCTH TeKcTOoBOro mporeccopa WORD npu
COCTaBJICHUH IOKYMEHTOB.

OCHOBHBIE  DJJIEMEHTBI  yCTPOMCTBA  KOMIIBIOTEPHOM  KJIABUATYPBHI,

pacnosioxkeHue OyKB U 3HAKOB;

npaBuiia 0(hOPMIIEHUS TEKCTOBBIX JOKYMEHTOB;

Tp€6OBaHI/I}I K OpraHHu3aluu pa6oqer0 MCCTa oOIIcpaTopa H IIpaBHJIA
TEXHUKH 0€30IMaCHOCTH IIpu pa60Te C KOMHBI-OTepHOﬁ TGXHHKOﬁ;

NEPpEUCHb HOPMATHUBHLBIX JOKYMCHTOB, HCO6XOI[I/IMI->IX pIRIb: | O(i)OpMJ'ICHI/IH u
COCTaBJICHUA OIIPCACIICHHBIX BUA0OB JJOKYMCHTOB

1.3. PekoMeHnyeMOe KOIMYECTBO YaCOB HA OCBOCHUE MPOTPAMMBI
po¢heCCUOHATBHOTO MOTYJIS:

MaKCUMaJbHOW yueOHOM Harpy3ku oOyuatomerocs — 102 gaca, Bkitoyasi:

00s13aTeNbHON ayIUTOPHON yueOHOM Harpy3ku odydaromerocs — 20 4acos,

CaMOCTOSTEIILHON paboThl 0OydJaromerocs — 82 4acos;



2. Pe3ynbTaThl 0CBOCHUS MPO(PECCHOHATTBHOTO MOIY IS

Pesynbratrom ocBoeHust paboueld mporpammbl MpodeCCHOHATBLHOTO MOJYJIs
SBIISIETCSL OBJIaJICHUE OOYYArOIMIMMHCS BUAOM MPOPECCHOHATBHON JEATEIBHOCTH IO
OpraHM3ally JOKYMEHTAIIMOHHOTO OOecTieueHus ynpapieHus U QyHKIHOHUPOBAHUS
opranuzanuu, B ToMm uucie mnpodeccuonansubiMu (IIK) u  obOmumu  (OK)
KOMITETEHLIHSMHU:

Kon HaumenoBanue pe3ynbraTa 00yueHUs
[IK 1.5 opOopMIIATE U PETUCTPUPOBATH OPTraHU3ALUOHHO-PACHIOPSIAUTEIbHBIC
JIOKYMEHTBI, KOHTPOJMPOBATh CPOKH UX MCIOJHEHUS;
[IK 1.7 CaMOCTOATENbHO  paboTaTh €  JIOKYMEHTaMH,  COAEpKaIIUMU

KOH(HICHIIMATIbHYI0 HH(POPMALIMIO, B TOM YHCJIE C JTOKYMEHTaMH IO
JUYHOMY COCTABY;

I[IK 1.8 OCYILECTBIISITh TeJIepOHHOE OOCITY)KUBaHUE, MPUHUMATh U TIepeaBaTh
(dakcol;

OK'1 MOHUMAaTh CYIIHOCTh W COIMAIBbHYI0O 3HAYMMOCTh CBOEHM Oymyriei
npodeccun, MposIBIATH K HE YCTOMYUBBIA UHTEPEC;

OK 2 OpraHU30BbIBATH COOCTBEHHYIO JCSTEIBHOCTb, BBHIOMPATH TUIIOBHIE

METOJbl U CIOCOOBI BBINOJHEHUS MNPOPECCHOHAIBHBIX 3ajad,
OLICHUBATh UX 3(PPEKTUBHOCTH U KAUYECTBO;

OK 3 IIPUHAMATh PEUIEHUS B CTAHIAPTHBIX U HECTAHNAPTHBIX CUTYyaLHUsSIX U
HECTH 32 HUX OTBETCTBEHHOCTD;

OK 4 OCYIIECTBJISITh TIOMCK M HCMOJb30BaHHe WHPOpMaIUU, HEOOXOIUMON
st 9(pPEeKTUBHOTO  BBHIMOJHEHHS  NMPOGECCHOHANBHBIX  3ajad,
po(ecCHOHaTBFHOTO U JINYHOCTHOTO Pa3BUTHS;

OK 5 UCIOJIb30BaTh HH(POPMAIIMOHHO-KOMMYHHUKALlMOHHBIE TEXHOJOTUU B
poheCCHOHAIBHON JISITEIIbHOCTH;

OK 6 paboTath B KOJUIEKTMBE M B KOMaHJe, 3(PPEeKTUBHO oOmIaThCcs ¢
KOJIJIETaMU, PYKOBOJICTBOM, MIOTPEOUTEISIMU;

OK 7 Opatb Ha ce0s OTBETCTBEHHOCTh 3a pabOTy 4YJIEHOB KOMAaHJbl

(MOIYMHEHHBIX), 32 PE3YJIbTAT BBIIOJIHEHUS 3aJaHU;

OK 8 CaMOCTOSITENIbHO ~ OMPENeNisaTh  3a7add  Npo(EecCHOHATBLHOTO U
JUYHOCTHOTO Pa3BUTHS, 3aHUMAThCS CaMO0Opa3oBaHUEM, OCO3HAHHO
TJIAHUPOBATH MOBHITIICHUE KBATM(DUKAIUY;

OK9 OPUEHTHUPOBATHCS B YCIOBUSAX YACTOM CMEHBI TEXHOJIOTHUH B
npodeccuoHanbHOM eI TeIbHOCTH;




3. CTpyKTypa u cojepkaHue npoPecCuoHaTbHOTO MOTYJIs

3.1 TemaTuueckuii iad npodecCuoHaIbLHOTO MOIYJIS

O0BbeM BpeMEHH, OTBEICHHBII HA OCBOEHUE

[IpakTuka
MEXAUCIUIUIMHAPHOTO Kypca (KypcoB)
Oo6s3arenbHas ayautopHas | CaMOCTOSITENbH
[TpousBoacTs
ydeOHast Harpy3Ka ast pabora
Bcero 5 5 eHHas (1o
HACOB oOyyaronierocs obydaromerocs | v, o6uqq poduITo
Ko HaunmenoBanus (maxkc. 4acoB CHEIUATILHOC
npodeccroHanb MK yueoHas B T.4., TH),
HBIX Hpoq)eCCI/IOHaJIbHor Hazpy3Ka B 6B T.9. KypcoBa B BT.9., 4acoB
KOMITeTEHIHi 0 MOTYIA y cer | J1abopatopH i cer | Kypcosa (ecnu
0, | bIe pabOTHI U 0, |spabora| Bc | Camo
NPaxKmux paboTta npeoycmomp
4aco | MPaKTHYECKU yaco | (IpOeKT | er | cTosAT
u) (TpoekT eHa
B ¢ 3aHATHS, B ), 0, | eapHa
), paccpedomo
4acoB yacoB | 4a S
4acoB YyeHHas
co | padot NpaKmuxa)
B a P
1 2 3 4 5 6 7 8 9 10 11
IK 1.5 -1.7 MJIK 03.01
TexHnonorus
COCTABJICHUSI U
oopmIieHuUs
dop 256 | 102 20 - | s2 | - 38| - :
JIOKyMEHTOB
AIIEKTPOHHBIM
crtocobom (KOJI)
Bcero: 256 102 20 - 82 36 - -




3.2. Conepxxanue o0yuenus 1o [IM 03 «Texnonorust coctaBiieHus: 1 0hOpMIICHUS JOKYMEHTOB
ANEKTPOHHBIM CTIOCOOOM)

HanmenoBanue
po(hecCuOHaTBFHOTO Coneprxanne yueOHOro MaTrepuaia, 1abopaTopHbie pabOThl U
moayis (IIM), MIPaKTUYECKUE 3aHATHUS, CAMOCTOsATENbHAs paboTa O6LeM TaCOB YpoBeHb
MEXIUCIUIUTMHAPHBIX oOyuaronuxcsi, KypcoBasi paboT (IpoeKT) (ecau OCBOEHMS
kypcoB (MJIK), paznenos npeoycmMompeHtul)
U TEM
1 2 3 4
MJIK 03.01 TexHomnorust coctaBieHus: 1 0pOpMIICHUS TOKYMEHTOB JIEKTPOHHBIM 102
cnoco0oM
Tema 1.1. [TpakTuueckue paboThbl 4
Kommnrerorepnas [Ipaktnueckas pabdora Ne 1. «CocraBieHue u 2
oOpa0oTka nokymeHToB |1. | opopmiteHne aHKETbl, pe3loMe, aBToOuorpadumu, 2
110 TUYHOMY COCTaBY XapaKTEPUCTHKN
[Ipaktiueckass pabota Ne 2. «CocraBieHue u 2
2. | obopMIleHHE JTUYHOTO 3asBJICHUS O IPUEME, MIEPEBOJIE U 2
YBOJIbHEHUUN
Tema 1.2. [TpakTuueckue paboThbl 4
Kommnrsrotepnas 3 | Ilpaktuueckass pabora Ne 3. «CocraBneHue u 9 2
oOpaboTka oopmIIeHHE TPUKA30B MO JUIYHOMY COCTaBY»
pacnopsIAUTEIbHBIX 4 | Ilpaktuueckas pabora Ne 4. «CocraBneHue " 2
MNOKYMCHTOB opopMiieHUE TpHUKa3a, PACHOPSHKEHHS] MO OCHOBHOM 2
TSI TEIIEHOCTI
Tema 1.3. [IpakTrueckue paboThbl 2
KomnbrotepHas 5 |IIpaktnueckas pabora Ne 5. «CocraBieHue " 2
o0paboTka oopMIieHHE TIPOTOKOJIA U aKTa» 9
OpraHU3alMOHHBIX
JTIOKYMEHTOB




Tema 1.4 [TpakTdeckue paboThI 10
KomnberotepHas 6 |IIpaktnueckas pabora Ne 6. «CocraBieHue u 5
0o0paboTka oopMIIEHHE JIMYHOMN CIPABKM»
UH(OPMAIIMOHHO- 7 | IIpaktnueckass pabora Ne 7. «CocraBineHue u 2
CIIPaBOYHBIX JJOKYMEHTOB oopmiieHrEe MH(OPMALMOHHOU CIIPABKI
8 | IIpaktmueckass pabora Ne 8. «CocraBneHue u 9
oopmIIeHHE TelerpaMMBbl, Telne(OHOTpaMMBbD»)
9 |IIpaktuueckas pabora Ne 9. «CocraBieHue u 2
oopMIIeHHE Pa3JIMYHBIX BUJIOB TUCEM»
1 |IIpaktuueckas pabora Ne 10. «CocraBienue u 9
0 | opopmieHne AOKIAAHON M OOBSICHUTEIBHON 3aIIHCOKY
OO6s3arenpHas ayAUTOpHAs Harpy3Ka 20
CamocrosiTenbHas (BHEAyIUTOPHAs) padoTa MpU U3y4eHUH NpodhecCHuOHATBHOTO
monyisa «TexHomorust coctaBieHus: 1 0(GOPMIICHHS TOKYMEHTOB JIEKTPOHHBIM
Crocooom»
Buasl pabort:
OdopmieHre aTTecTallmOHHOTO JIUCTa PaOOTHHUKA
Odopmienue aucTa Mo y4ery KaapoB
Odopmienue TpyJ0BOro J0ropopa
OdopmiieHne TOKHOCTHOW UHCTPYKITUU
OdopmieHre 00I0KKH JTUIHOTO JIeiIa
Odopmnenue nen 82

OdopmieHre nmprKasa v BBIITUCKH MPHUKa3a 0 CO3aHUU KOMHUCCHH T10 aTTECTaIlNH

pabounx MecT

OdopmiieHne BBIBOJOB aTTECTALIMOHHON KOMUCCUU

OdopmiieHre CBOJKH O COCTaBE TPYAOBBIX PECYPCOB

TemaTuka caMoCTOSTENbHON (BHEAYAUTOPHO ) pabOTHI:

KommbroTepnas 06paboTka JOKyMEHTOB MO JUYHOMY cocTaBy (Tema 1.1)
KommbroTepnas o6paboTka pacnopsauTeabHbix JokyMeHToB (Tema 1.2)
KomnberotepHas 00paboTka opraHu3alMOHHbIX JOKyMeHTOB (Tema 1.3)
Kommerotepuas 06pabotka nHpopmamoHHo-cripaBouHbIX JokyMeHTOB (Tema 1.4)




4. YcnoBus peanuzanuu padoueit mporpaMmbl podhecCUOHATBLHOTO
MOIYJIs

4.1. TpeboBaHus K MUHUMaJIbHOMY MaTepHAIbHO-TEXHUUECKOMY
00ECTIEYEHUIO
Peanusamus mporpaMMbl MOZYJISl TIPENONIaracT HaJuuue yueOHOro KaOMHeTa
«Kabuner nHPOPMAITMOHHBIX TEXHOJIOTHUII».
O6opynoBanre y4eOHBIX KaOMHETOB
— [I0CAJJ0YHBIE MECTA M0 KOJIMYECTBY 00YyUaIOIUXCS;
— pabouee MecTo IMpenoaaBaTess
— KOMIUIEKT Y4€OHO-HAIJISIHBIX OCOOUIA
— KOMILJIEKT OJJAaHKOB TEXHOJOTUYECKON JOKYMEHTALINH;
— KOMIUIEKT Y4eOHO-METOANYECKON IOKyMEHTALIUN;

TexHuueckue cpecTsa 00yueHus: KOMIBIOTED.
O06opynoBaHKE U TEXHOJOTHUECKOE OCHAIICHUE PaO0UUX MECT:
Mopenu ynpaBieHYECKUX JTOKYMEHTOB, allbOOMBbI YHH(PUUIMPOBAHHBIX (POpM
JIOKYMEHTOB, KOMIUIEKCHI pE€abHbIX JOKYMEHTOB;

4.2. NudopmanimoHHoe o0ecrieueHrue 00y4eHust

[lepeueHb peKOMEHIyEMBIX YUeOHbIX U3AaHui, IHTepHEeT-pecypcoB,
JOTIOJIHUTENBHOM JINTEPATYPHI

OcnoBublie uctounuku 1o [IM 03 «Texnonorus coctaBieHus: U 0hopmIeHUS
JOKYMEHTOB 3JIEKTPOHHBIM CIIOCOOOM))

1. Aungpeesa, B.W. J[leiaompousBoacTBo: opranumszanus u Bemenue [Tekcr]:
y4eOHO-TIPaKTHIECKOE mocodue.- 5-¢ u3j., nmepepad.- M : KHOPVYC, 2018 .

2. bonsmaxkoBa, H.. Cekperapckoe neno / H.W. boasmakora, T.M. [Iuauruna,
«Denukc», Pocros-nHa-lony, 2013

3. TOCT P 6.30-2016 VYHuduuupoBaHHbIE CHUCTEMBI  JOKYMEHTAIUH.
YHuduuupoBanHas cucrema OpraHu3alUOHHO-PACTIOPSAUTEIILHON
ToKyMeHTaluu. TpeboBaHus K 0pOpMIICHUIO JOKYMEHTOB.

4. Jloponuna, JI.A. JlokymeHTanmoHHOe oOecrnieuenue ymnpasieHus [Tekcr]:
yueOoHuk u npaktukym mns CIIO / JILA. loponuna, B.C. Upurukosa .- M :
FOpaiit, 2018 .

5. Ky3nenoBa, T.B. [emompousoacrso // T.B Ky3nernosa, «YmpapineHue
nepconaiomy», 2013.

6. TpyxanoBuu, JI.B. CrpaBouHUK 1O KaJpoBOMY Jenomnpous3BojctBy. / JI.B.
Tpyxanosuuy, [[.JI. Ilyp. M. U3natensctBO «/leno u cepBucy, 2015.



JIoTOTHUTEbHBIE HCTOYHUKH MPOPECCHOHATHHOMY MOAYIIO « TeXHOIO0THs
COCTaBJICHUS U O(DOPMIICHHSI IOKYMEHTOB JIEKTPOHHBIM CIIOCOOOM)
HuTepHeT-pecypc no npodeccruoHaabHOMY MOYI0 « TeXHOIOrus COCTaBICHUS U

oopMIIEHUS JOKYMEHTOB JICKTPOHHBIM CITOCOO0OM

1. http://www.rus-lib.ru/book

2. http://www.termika.ru/dou/magd vy.php



http://www.rus-lib.ru/book
http://www.termika.ru/dou/magd_y.php

4.3. O6urue TpeOboBaHuUs K OpraHU3ali 00pa30BaTEIbHOTO
nporecca

MakcuManbHbli 00bEM yueOHOM Harpy3ku OOydaromierocs cocraBisier 54
aKaIEeMUYECKHUX 4Yaca B HEJENI0, BKIIOYas BCE BUABI ayJUTOPHOW U BHEAYAUTOPHOU
y4eOHOHM Harpy3Ku Ipu o4HO# (hopMe NoTydeHHsl 0Opa30BaHUs COCTABIIET 36 4acoB
B HEAENI0, BKIIOYAas BCE BHJABl AYJUTOPHOM HArpy3kd W MPOU3BOACTBEHHOTO
oOy4JeHwUS.

OcBoeHne MNpoQecCHOHANBHOIO MOAYJS PEKOMEHAYETCS IOocie HU3yYeHUs

[IM 01 «Opranuzamus 1OV 1 QyHKIIMOHUPOBAHUS OPTaHU3AIUNY.

4.4. KaapoBoe obecreyeHre o0pa3zoBaTeIbHOrO Mpoliecca

TpebGoBanus Kk kBaTUpUKAIMKU EAArOTMYECKUX (MHKEHEPHO-TIEarornuecKux)
KaJIpoB, 00€CIEUMBAIOIIMX OOyUYEHHE MO MEXKIUCIUIUIMHAPHOMY Kypcy (Kypcam):
HAJIMYHUE BBICIIETO PO(ECCHOHATFHOTO 00pa30BaHusl, COOTBETCTBYIOIIETO MPO(UITIO
Moayisi «TexHOoorus cOoCTaBiieHUs W OQOpPMIICHUS JOKYMEHTOB SJICKTPOHHBIM
criocooom (KO)».

NuxeHnepHO-MeIarorTHYecKuid  COCTaB: JIUIJIOMHUPOBAHHBIC CHCIHAIUCTHI —
MIPEToIaBaTeNId MEKIUCIMIUIMHAPHBIX KYpCOB, a Takke o00menpodecCuoHaTbHbBIX

JUCLIMITIIINH.



5. KonTposb u olieHKa pe3yabTaToB OCBOSHHUS MPO(PECCUOHATBHOTO
Moy (Busa mpodecCuOHaIbHON e TETLHOCTH)

Pe3ynprarsl
®opMBI U METOIBI
(oCBOCHHBIE OcCHOBHBIE TTIOKa3aTEIU OICHKU
KOHTPOJIS U
npodeccuoHaNbHbIC pe3ynbTara
OLICHKH
KOMIIETEHIIUH )
oopmiATh U peructpupoBath | CocTaBieHHE PEKBU3UTOB, | Texyuuil
OpraHU3alMOHHO- UCIIOJIb3YEMBIX IIPU | KOHMPOTIb 8
pacnopsAuTEIbHbIE opopmiieHUn  BCEX  BUIOB | hopme:
JOKYMEHTbI, KOHTPOJIUPOBATH | JOKYMEHTOB; - 3auumol
CPOKH MX UCIIOJIHCHHS, CocraBneHue u OQOPMIICHUE | NPAKMUYECKUX
PErHCTPALMOHHBIX KYPHAJIOB; | 3aHAMULL
KOHMPOTIbHBIX
camMocToATeNbHO paboTaTh c | CocTaBieHUE PEKBH3HUTOB, | pabom,
JOKYMEHTAMH, COJEPKAIUIUMU | UCIIOJIb3yEMBbIX npu | Pybescnuii
KOH(pHIEHIIHAJIBHYIO oopMieHUn JUYHBIX | KOHMPOIb 8
uH(pOpMaIMIO, B TOM YHUCIE C | JOKYMEHTOB; Qopme: -
JOKYMEHTaMU MO JINYHOMY Keanugurayuonu

COCTaBY;

OCYHIIECTBJIATh  TenedoHHOE
oOcy>KMBaHUE, MIPUHUMATH U
nepenaBaTh (akKchl;

CocraBnenue u odopmieHue
TenedoHOrpamMm B
TPaJAUIIIOHHOM u B
AIIEKTPOHHOM BUJAX;
CocraBnenue u odopmieHue
PETUCTPALIMOHHBIX  JKYPHAJIOB
dhaxcorpamm.

blll IK3AMEH




@®opmMbl U METOABI KOHTPOJIA U OLEHKUA pPe3yJbTaTOB OOYy4YEHHUS IOJKHBI

IIO3BOJIATH IIPpOBCPATH y

00yJaroIMXCs

HC TOJIBKO

c(hOpMHUPOBAHHOCTHU

HpO(beCCI/IOHaJILHI)IX KOMHCTGHHHI?I, HO W Pa3BUTHUC O6HII/IX KOMHGTCHHI/II\/’I )41

06CCHC‘II/IBaI-OHII/IX 159,¢ YMCHHﬁ.

®opmsbl 1
PesynbraTsl
OcHOBHBIE TOKA3aTEN OLICHKU METO]IbI
(ocBOCHHBIE OOIIIHE
pe3ynbTaTa KOHTPOJIS U
KOMITETCHITHH )

OIICHKH
IHOHUMAaTb CYIIHOCTb H | — IEMOHCTpalMs HHTEpEeCca K | M nmepnpemayu
COLMAJIBHYIO 3HAYUMOCTb | Oynymiel npodeccun A pe3yibmamos

cBoell Oynmymed mpodeccun,
IIPOSIBJISITh K HEM YCTOWUYUBBIN
MHTEpEC;

OpraHU30BHIBATH
COOCTBEHHYIO  JI€SITEILHOCTD,
BBIOMpATh THUIIOBBIC METOIBI M
CIIOCOOBI BBITIOJIHEHUS
npoeCCHOHANBHBIX  3ajad,
OlIeHUBATh WX 3(P(HEKTUBHOCTH
U KayeCTBO;

OueHuBanue PaBUIBLHOCTH
COCTaBJICHHSI U OQOPMIIEHUSI BCEX
BUJIOB JIOKYMEHTOB JAESTEIbHOCTU
IpeIpUITHS;

IIPUHAMATh pemeHus B
CTaHJAPTHBIX u
HECTAHJAPTHBIX CUTyalUsX WU

JTIOKa3bIBAET MPaBUIIBHOCTh
BbIOOpA PEKBU3UTOB JUIS
ohopMIICHUSI PA3TUYHBIX BHJIOB

HECTH 3a HUX | TOKYMEHTOB B COOTBETCTBUU C
OTBETCTBEHHOCTb; ycanoBusimu 'OCTa

OCYHICCTBIIATE ~ TOWCK U | — 3(PEeKTUBHBIN HOUCK
MCIIOJIb30BaHNE MH(OPMALUH, | HEOOXOAUMON HH(POPMALIUH;
HEo0X0uMOH AL | — UCIIOJIL30BAHUE Pa3IM4YHBIX
3(Q(EKTUBHOrO  BBHITOJHEHMS | HCTOYHHKOB, BKJTFOYAS
HpO(l)CCCI/IOHaJ'IBHBIX 3ajJa4, DJIEKTPOHHEIE
po¢eCCUOHATILHOTO u

JIMYHOCTHOTO PA3BUTHS;

HCMOJIb30BaTh Coznaet JIOKYMEHTBHI c
nH()OpPMAITMOHHO- MPUMEHEHUEM KOMITBIOTEPHOU
KOMMYHUKAIIMOHHBIE TEXHUKHU

TEXHOJIOTUU B | PabGoTaer ¢ nokanbHOU CEThIO
poheCCHOHAIBHOM

JEATEIBbHOCTH,

paboTath B KOJUIGKTUBE M B | B3aUMOJICHCTBHE c
KOMaH/ie, ¢ pexTrBHO | 0OyUaIOIUMUCH,

o0aTeCs €  KOJUJIEramH, | MpenoaaBaTessiMU B X0J1e
PYKOBOJICTBOM, oOyueHus

MOTPEOUTEIISIMU;

HabO00eHull  3a
0esimeIbHOCMbIO
obyuarouezocs 8
npoyecce
0C80eHUs.
obpazosamenvi
OU NPocpammol




Opath Ha ce0st
OTBETCTBEHHOCTh 3a paboTy
YJICHOB KOMaH/IbI
(MOMYMHEHHBIX), 32 PE3yIbTaT
BBITTOJIHCHUS 3aJIaHMM;

caMoOaHaJIn3 u KOppEeKIus
pe3yabTaTOB COOCTBEHHOM pabOThI

CaMOCTOSITEIIEHO ~ OTIPENENSTh
3amauu MpoeCCUOHATBHOTO U

JIMYHOCTHOTI'O Pa3BUTHA,
3aHHUMATbCsA
CaMOO6paBOBaHI/I€M,
OCO3HAaHHO IIJIAaHUPOBATb

ITOBBIINICHUC KBEUII/I(i)I/IKaI_[HH;

OpraHu3anys  CaMOCTOSTEIBHBIX
3aHATHAN pu U3y4YECHUHU
1po(heCcCHOHATIEHOTO MOAYJIS

OPUEHTUPOBATHCA B YCIOBUSIX
JacTOM CMEHBI TEXHOJIOTHI B
npo¢heCCUOHAIBHOM
JIeSITEIHOCTH;

aHaJI13 HOPMATHUBHO-
METOINYECKON JINTEPATYPHI B
00J1acTh IOKYMEHTAIlMOHHOTO
oOecreyeHus: yupaBJICHHUS;




