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1. ITacnopT donga onenounnIx cpencTs

1.1. O61acTe npuMenenus

QOHIl ONEHOYHBIX CPEACTB  JUIA [IPOBE/ICHUSUTOTOBOM ~ ATTECTAWKM  OOYYaArOIIUXCS
[PEIHA3HAYCH UL NIPOBEPKM PE3YTBTATOB OCBOCHHS 10 OCHOBHOM IIpOrpaMMe JOMOJHATEIHHOTO
IPO(ECCHOHATEHOr0 06pa3oBanys (LOBHIIEHHe KBaIH(UKaLEK) 10 JOIDKHOCTH CITyarnero 21299
«JleTonpOU3BOAUTENH .

IIporpammansyyaercs B Teuenue 2 Hemes.

Dopma aTTeCTalKH: IK3aMEH.

QOHJI ONEHOYHBIX CPEACTB IIO3BONAET OLCHUTH JNOCTUKEHHEOOyUAIOIMUMHUCIOOIHX 1
OPO(ECCHOHATBHBIX KOMIIECTCHIHI:

Ob6mue KoMmeTeHIHH (OK):

OK 1. ITonumars cymHocTs 1 COLMATBHYIO 3HAYMMOCTE CBOEH Oymymelt npodeccuu, TposBiaTs k
HeH yCTOHYMBBIN HHTEpEC,

OK 2. OpranusossiBath COGCTBEHHYIO [eSTETBHOCTS, ONPEAENATE METOABI M CIIOCOGHI BHITIONHEHUS
NMPO(ECCHOHANBHBIX 3a/1at, OLEHHBATH HX 5 )EKTHBHOCTS 1 Ka4yeCTBo;

OK 3. Peats npo6nemel, OLeHHBATE PHCKH M IPHHHAMATS PCIICHHS B HECTAHNAPTHBIX CUTYALIHAX:,

OK 4. OcymecTensaTh MOUCK, aHATH3 W OLIeHKY MH(OPMALK, HEOOXOMMMOM IS MOCTAHOBKH M
PEICHHS MPO(ECCHOHANBHBIX 38/1a4, IPOMECCHOHATBHOTO H IHIHOCTHOMO pa3BHTHS;

OK 5. Hcnons3osats MH(OPMaIMOHHO-KOMMYHHUKALIHOHHBIE TEXHOTOTHH IUTSL COBEPIUEHCTBOBAHMS
NpOdeCCHOHATEHON AeATENBHOCTH;

OK 6. PaGotath B KOJUIEKTHBE M KOMaHJE, 0BeCIeunBaTE ce crioyeHue, 3PEeKTHBHO 06IAThCs C
KOJIIeraMH, PyKOBOZICTBOM, MOTPeOUTENSIMU;

OK 7. CamocrosTensHo ompenensts 3amaun NMPOECCHOHATBHOTO M JIHYHOCTHOTO PA3BUTHS,
3aHUMAThCs CaMOOOPA30BAHUEM, OCO3HAHHO TIAHMPOBATE MOBBIIICHHE KBaNU(DUKALIHM;

OK 8. BbITh FOTOBEIM K CMEHE TeXHOJOTHIA B PO(EeCCHOHATBHOMN IeSTENBHOCTH,
ITpodeccnonannanie KoMneTeHIUH (IIK):

[IK.01 CrocobHocTs KBamuGpHIEPOBAHHO H3y4aTh, TOJKOBATh ¥ IPUMEHATH Ha MPAKTHKE
TTONOKCHUSA HOPMaTHBHBIX IIPABOBBIX aKTOB B JIEJIONPOM3BOICTBA;

[IK.02 TOTOBHOCTL K BBIIOTHEHHIO JOJDKHOCTHBIX O00s3aHHOCTEH 110 OCYIIECTBIICHHIO
ACATENBHOCTH B chepe Tpyma: pa3paboTKa JOKYMEHTAIIHH OpraHM3alliy; BEACHUE TOKYMEHTAIUH,
CHCTEMATH3AIMS 1 aHAIM3 JNOKYMEHTOOO0pPOTA; NPUMEHEHHE HOPMATHBHBIX IIPaBOBBIX AKTOB H
METOANYIECKUX PEKOMEHIAlNK; 0OecIIieYeHie KaYeCcTBA BENCHHUS JIEIIOIPOU3BOICTBA;

IIK.03 Crnoco6HoCTh 06ecreunTs coGIEOICeHHE TpeOOBaHMH TPYIOBOrO 3aKOHONATEIHCTBA
Poccuiickoit Oenepanum;

[IK.04 CnocoGHOCTh HCIOIB30BATH [IONy9CHHBIE 3HAHWS B IPaKTHYECKOM pabore:
CACTCMATH3HPOBATH ¥ AHATM3UPOBATH HOPMAaTHBHEIE TPEOOBAHUS K BEICHHUIO JIENIOIIPOU3BOICTBA

B pesymprare 0CBOEHMS OCHOBHOI IIPOTPaMMBI  JOIIOJIHUTENBHOTO NPO(heCCHOHATBHOTO
00pasoBaHuUs 110 HOJIKHOCTH ciTysKarero 21299 «J1eoTIPON3BOIUTENE »0O Y IAIOIIHECS [OKHbI:
MMeTs npakTHYeCKHii ONBIT B pelneHnn CIICAYIOLIUX BOIIPOCOB:

- IPHEM ¥ TIepBHYHAst 00pab0TKa BXOMSIIUX JOKYMEHTOB;

- TpPCABAPHTENBHOE DPACCMOTPEHHE W COPTHPOBKA JOKYMEHTOB Ha PETUCTPUPYEMBIEC H
HEPETUCTPUPYEMBIE;

- MOATOTOBKA BXOSIIMX JOKYMEHTOB VIl PACCMOTPEHHUS PYKOBOIUTEIIEM:;

- PETUCTpalMs BXOAAIIUX TOKYMEHTOB;

- OpTaHM3aIHs JOCTABKY JOKYMEHTOB UCIIOTHHTEISIM;,

- BeJIeHHe 0a3sbl JTaHHBIX JOKYMEHTOB OPTaHH3ALUH;

- BEJICHHE HH()OPMALOHHO-CIIPABOYIHOH PaGoTHL;

- 00paboTKa U OTIPaBKa HCXOAIIMX JOKYMEHTOB;

- OpraHusaids paboTHI [0 PETUCTPALHH, YUETY, XPAHEHHIO ¥ Iepeiade B COOTBETCTBYIOIIHE
CTPYKTYPHEIC IIOJPA3NEICHUS] JOKYMEHTOB TEKYIIETO AEN0NPOU3BOICTRA;

- KOHTPOJIb UCIIOJHEHUS IOKYMEHTOB B OPraHU3aIlHH.

Ymersn:



- paboratk co Bceii COBOKYITHOCTEIO PIH(I)OpMaIII/IOHHO-,ZIOKYMCHT&IH/IOHHBIX pecypcos
OpraHU3aIuy;

- HOJIb30BAThCS Oa3aMy NaHHEIX, B TOM YHCIIe YAaJIeHHO;

- TIOTB30BATELCA CIIPABOYHO-IIPABOBBIMU CHCTEMaMHu;

- HOJB30BATECS  ABTOMATH3MPOBAHHBIM CHCTCMaMH y4eTa, PErHCTpalyH, KOHTPOIII u
HH(bopMauHOHHo-cnpaBquban CHCTEMaMH TIpU paboTe ¢ JOKyMeHTaMu OpraHM3aIHH;

- IPUMEHSTE COBPEMEHHEIE HH(bopManHOHHo-KOMMyHHKauHOHHLIe TEXHOJIOTUH 7Sl pabOThI
C IOKYMEHTaMH, B TOM YHCJIE [UIS ee ONTUMU3AILIUK U ITOBEIIICHUS s dexruBHOCTH;

- IPAMEHSITE IPAaBUJIA PYCCKOTO SA3BIKA;

- IIPUMCHATE HaBBIKM CKOPOCTHOTO MHCHMAL.
3HaTh:

- HOPMaTHUBHBIE IIPaBOBBIE aKTEI U HOPMaTHBHO-METOAHMYECKHE AOKYMEHTEI, OIpEeAeIISIOnTHe
TIOPANIOK MOKYMEHTalHOHHOIO 06ecreyeH s YIIpaBICHHUS,

- CIPYKTYpY OpraHM3alluM, pyKOBOACTBO CTPYKTYPHBIX TIOpa3eeHH i,

- COBPEMEHHBIC HH(POPMALHOHHbIE TEXHOIOTH PaboTsI ¢ TOKyMeHTaMHu;

- HOPSIIOK paboTh! ¢ JOKyMeHTamu;

- CXEMBI IOKYMEHTO000pOTa;

= CHCTEMBI CKOPOCTHOTO MTHCHMa;

- IPaBUIIa paboThI ¢ BXOASIIHMH, HCXOIIAINUMH U BHYTPEHHUMHU JIOKYMEHTaMHU;

- IPaBUJIA OPTaHU3alHH U (HOPMBI KOHTPOJIsL HCTIOTHEHHS JOKYMEHTOB B OpraHU3aluu;

- THIIOBBIE CPOKH MCIIOTHEHHS JIOKYMEHTOB;

- IPHHOMIIBI PabOTHI CO CPOKOBOA KapTOTEKOii;

- HA3HAYCHUE U TEXHOIOTHsI TEKYILETro U IIpENYIPENUTENBHOTO KOHTPOJISL;

- IIpaBUJIa COCTABIICHUS aHATUTHUECKUX CIIPaBOK IO OpraHU3alMH paboTHI ¢ IOKYMEHTaMH U
KOHTPOJIFO UCTIONHEHHUS] IOKYMEHTOR;,

- IIpaBUTIa NOKYMEHTAHOHHOT0 06eCIeueH s ACSATELHOCTH OPraHU3aIlUH;

- BUIIBI IOKYMEHTOB, HX Ha3HAYECHHUE;

- TPEOOBAHUSL, IPEXBABIIIEMBIE K AOKYMEHTaM B COOTBETCTBUU ¢ HOPMATHBHBIMU IIPaBOBBIMH
aKTaMH U rOCyJapCTBEHHBIMHA CTaHIapTaMu;

- TIPaBHIIA COCTaBICHUS U OGOPMICHHS HH(bopMauHOHHo-cnpaBquer, OpraHU3allHOHHBIX,
YIPABIEHYECKUX TOKYMEHTOB;

- lIpaBUTIa CO3NAHUS U BeACHHS 6a3 NaHHBIX CIIy’K€OHBIX IOKYMEHTOB B OpraHu3aIuy;

- CHCTEMBI 3JIEKTPOHHOTO JOKYMEHTO000pOTa;

- TIPaBUIIA K CPOKH OTIPABKU MCXOISAIIHX JIOKYMEHTOB;

- TpeOOBAHUSI OXPAHEI Tpyza.

1.2. ITokaszareau ouenku Pe3ynbTaToB 00ydeHns

Bun 7
PesyanTars o6yuenns .
JAucuuninne: IPOMEKY TOIH O
(OK, IIK)
aTTeCTAlUN
KoMmnerorepusre Texnonoran s OK4,5,7.8. 3
ayer
ZCIIOIIPOU3BOICTBE. IIK 4,
T 0K2,3,6,7. C—
pyzoBoe mpaso. TK 1. - TIK 4.
. OK 1.-OK 8. 3ager
HenonponssoacTso B OpraHu3aIuy. TK 1. — TIK 4.
Opranwmsanus Tekymero XpaHEeHHS OK 1- 0K 3,. OKS. Baptar
JOKYMEHTOB IIK 2, TIK 4,
Oprauuzanus 00pabotku nen s OK 1,2,5,7. 3
ayer
L [IOCIIEAYIOIIETO XPAHEHUS IIK 1,2,4.




2. Bonpoch! 47151 OLEHKH Pe3y IbTATOBOCBOEHHU 110 0CHOBHOH MporpamMme 0N0IHATEILHOT0
npodeccHoHAIbHOro 00pazoBaHus

JMucuumiuaa «KoMnboTepHbIE TEXHOJIOTHH B 1€J10TIPOH3BO/ICTBEN:

PaGoyee MECTO SPrOHOMEKA M OpraHu3alus TpyAa JeI0MPOU3BOATEIL.

KitaccuduKays cpesicTB OPITEXHUKH U 00IIHe IIPUEMbI HACTPOHKH OPTTEXHUKH.

I[IporpamMmmHoOe o0ecreueHue B AENONPOU3BOJICTBE.

KoMMyHHKAIIMOHHBIX TEXHOTIOTHH B ACTOTIPOU3BOICTEE.

[Touck u 0T60p HHPOPMAIUH B KOMITBIOTEPHBIX CETAX.

[IpaBHiIa COCTAaBICHUs TOKYMEHTOB H OCHOBHBIE €TO PEKBH3UTBI.

OcobenHocTH rpadudaeckoro HHTEpdetica 1 BO3MOXKHOCTH TabIMYHOTO PeaKTopa.

Berpoennbie GyHKIME TaOMMIHOTO PEAaKTOpa.

Pa6oTa ¢ 6a3aMH JaHHBIX B TAOIMYHOM peIaKTOpe.

Hucuuniauna «Tpyaosoe mpaBo»:

MeToz IPaBOBOTO PETYJIHPOBAHUS TPY/IOBBIX OTHOIICHHH.

[ToHSITHE «TPYIOBOE OTHOIIEHHE) U UHbIE OTHOIIEHHS, CBA3aHHBIC C TPYIOM

[ToHSITHE ¥ 3HAYEHHE IPHHIIAIIOB TPYIOBOTO IIPaBa, X CBA3b ¢ TPeOOBAHHAMH
HYKOHOMMYECKHX 3aKOHOB OpraHM3aliy Tpyaa.

O611enpaBoBkle, OTpacieBbIe, BHYTPHOTPACIICBEIC IPHHIHAIIBI TPYOBOTO IpaBa

[ToHSTHE HCTOYHUKOB TPYHAOBOTO [PaBa, HX KIacCH(QUKalks ¥ BHIBL.

CooTHolenue 3akoHoarensctea PO u cyosexkros PO o Tpyne.

EuucTBO 1 quddepeHnpanys IpaBoBoro peryIMpoBanus TpyAa.

Ponb cyaeOHO# IPaKTHKH 10 TPYIOBBIM JIENlaM B [PaBOIPUMEHUTENIBHOM e TeIIbHOCTH.

OCHOBHBIE HCTOUHUKH MEKIyHAPOHO-IIPABOBOT0 PETYIHPOBaHUS TPy/ia.

[ToHsTHE ¥ 3HAUEHHE TPYIOBOTO JOTOBOpa.

CpOK TPYZIOBOTO OTOBOPA, HCIIBITATENbHBII CPOK. BHJIBI TPYHOBEIX OTOBOPOB, HX
KJ1acCU(UKaLIHsL.

TTopsi/IOK 3aKITIOUEHHUS TPYI0BOTO IOTOBOPA.

Odopmienne nprema Ha pabory.

TpynoBas KHIXKa pabOTHHKA.

V3MeHenue TpyAOBOrO AOrOBOPA.

[lepeBoj, OTCTpaHeHHe OT paboTsL. [Ipexparnenue TpyA0BOro 10roBopa. PactopxeHue
TPYZOBOTO JIOTOBOpA 110 HHUITHATHBE PabOTHHKA, paboToaTers, a TakKe 1Mo 00CTOATENBCTBAM, HE
3aBHCSIIAM OT BOJIM CTOPOH.

IToHSTHE MePCOHATBHBIX JAHHBIX paboTHEKA, 00paboTKa NaHHBIX, IIepe/aya. 3amuTa
TIEpPCOHANBHBIX JAaHHBIX PaOOTHUKA.

JNucnunauna «IeJonpou3BoACTBO B OPraHU3aum»:

TToHATHE [ETOIPOU3BOICTBA i COBPEMEHHBIE TPEOOBAHUA K €T0 OpraHU3alUH.

BrusHue HaydYHOH OpraHu3ald TpyJda | BHCAPCHHA COBpeMeHHOM OGQHCHOW U
BLIUMCIIMTETEHON TEXHUKH Ha TEXHOIOTHIO JEIONPOU3BO/ICTRA.

DTamsl pa3BHTHS AETONPOM3BOJICTBA U CEKPETAPCKOH ciyx6s1 B Poccui.

Wndopmanuss 1 HOKyMeHT. DenepanbHEIA 3aKOH «06 madopmanuu, HHGOPMATH3AIUN H
3amuTe HHPOPMaUU».

UudopMarMonHas, KOMMYHWKATHBHAs, COIMalbHAst, KyJIbTypHasd, yIIpaBIeHYECKas,
IIpaBOBasi, UCTOPHYECKAS U pyrie QYHKIMH JOKYMEHTOB.

TTomsTre TOKyMeHTHpoBaHus. OCHOBHBIE CIIOCOOBI IOKYMEHTHPOBAHHA.

Marepuanbable HOCHTENH HHGpopManuu. TeKcToBbIe, rpadudecKie, MaIlMHOYHTACMbIE
JIOKYMEHTHI, GOTONOKYMEHTBL

[oCyapCTBEHHbIE CTAHaPTHI Ha YHADHUIMPOBAHHBIE CHCTEMBI IOKYMEHTALHH.

CocraB yHHGHIPOBAHHBIX CHCTEM JIOKYMEHTAIMH.

OYHKIMOHANBHBIE ¥ OTPACIIEBIC CHCTEMbI JOKYMCHTAINH.

TpeboBanus K 0OPMIICHHIO TOKYMEHTOB.



odopmiteHHIO.

Honmuunsre u mommoxase OKYMEHTBL.

Buner panscuduramun JIOKYMEHTOB,

Iopsnok odopmienus u BbIIa9H KOIIHH JOKYMEHTOB.

Opranusanuonnsie dopMEI renonponssoncTsa,

Cryx6a noxymenramuonsoro obecnieuenus YUPaBIICHHS, OCHOBHas 3ajauya, byHKIHH,
THIIOBBIE CTPYKTYPEI, JOKHOCTHOH COCTAB,

[Tonsitne AOKYMEHTOOO0POT, OGIIME TPHHIMIIL! OpraHu3aluM JJOKyMEHT0060pOTa, ero
CTPYKTYpa, HEOOXOAUMOCTE yYeTa 06beMa JMOKYMEHTO060poTa.

Hopmatusubie AOKYMEHTBI,  perIaMeHTHpPYIOLIHe OPTaHH3aluio  TOKYMEHTO060poTa.
Komnerorepusarus JOKYMEHTO060pOoTA.

IIpuem u nepBoravampHas 00paboTka MoKyMeHTOB,

Peructpauus moxymentor kax cOCTaBHast 49acte TexHonorum JIOY, 6Gamx JAHHBIX O
JIOKYMEHTaX OpraHH3alyy,

DopMEI perucTpanuu (KypHaibHas, KapTouHas, aBTOMAaTH3UPOBAHHAA), UX JOCTOHHCTBA u
HEJIOCTAaTKH.

I/IthopMauHOHHo-cnpaBoqnax paboTa B ycrmoBusx IPUMCHEHHS KOMIIBIOTEPHBIX TEXHOOTHIA.

Opranuzanus CHIPABOYHO-HH(POPMAIHOHHOM paGoTE o ACHCTBYIOIIEMY 3aKOHOJIATETBCTRY
Po.

Honpasnenenue ciyxosr ACTIOTIPOU3BOJICTBA, OCYINECTBILIIONIES KOHTPOJIb UCIIONTHEHHUS, ero
¢ynxuun, npaga.

Upuanumne: oprasusammy KOHTPOJIS.

Hopmatusnsre AOKYMEHTEI, YCTaHABIUBAIOIIUE TUIIOBEIE CPOKH HCIOJIHEHUS.

Texnonorus Befenms KOHTPOJIS.

AHaJH3 UCTIONTHEHHS AOKYMEHTOB B yUPeKICHHUH.

[Iporiece nprema u 00paboTKK MCXOMSIIIX JIOKYMEHTOB.
Aucumnianna «Opranmsanus TEKYINEero XpaHeHHSs JOKYMEHTOB:

Oprauusanus sKeIepTHsH eHHOCTH JIOKYMEHTOB.

O6mmue TpeboBaums k CHCTEMAaTH3alluK JJOKYMEHTOB,

Homenknarypa nen.Ocrosrgre IpaBuiIa GOPMUPOBAHHUS e,

OmnepatuBHOe Xpanernue JMOKYMEHTOB H JIeJI.

IMoaroroska nen x ApPXUBHOMY XpaHeHHio. CocTaBieHue BHYTPEHHEH OIUCH OKYMEHTOB H
3aBEPUTEIBHOMN HaIIHCH.

CocraBnenue u oopmiteHHe omucel ner.

Iepenaya nen B apxus. IIpo6nemsr Texymero XPaHEHUS JOKYMEHTOB,
Hucunnanna «Opranusanus 00paboTkm xen s IIOCJIETYIOMEro XpaHeHU M

HoxyMeHTambHEIE 1 apxuBHble honnkl. Kiraccupuxarms JIOKYMEHTOB.

Opranmsauus 1oxymeHTOB B apXuBe.

OKCIIepTH3a IEHHOCTH AOKYMECHTOB 1 KOMILIEKTOBAHHE apXHBA.

Obecnieyenne COXPaHHOCTH JIOKYMEHTOB apXHBa. CoBpemenHBle TexHOTOrHK obecreueHust
COXPaHHOCTH TOKYMEHTOB

Y4er 1okyMeHToB B apxuBe. Hayuno-cripaBounsrit anmnapar apXuBOB.

Bunst apxuBHBIX cripaBounmKos,

Hanpasnenus u opmer HCTIOIB30BaHUS apXUBHBIX JIOKYMEHTOB.

Hudpopmanmonnoe o6ecrneuenme JCATCILHOCTH apXuBa.




3. Kputepuu oneHuBaHUS Pe3yJIbTATOR 0CBOECHHSI 0CHOBHOI NporpamMme AOMOJTHUTEIbHOTO
npodeccHoHaTLHOro 06pa3oBaHus

OueHKa«0TINYHOY

1. ['my6okoe 1 mpounoe ycBoeHue [IPOTPaMMHOI0 MaTepuaa.

2, TodHOCTE M 060CHOBAHHOCTE BBIBOJIOB.

3. Tou4HbIe, ONHBIE ¥ JIOTHYHEIE OTBETHI HA OMOTHATEBHbIC BOIIPOCBHL.

Onerka«xopomo»

1. Xopormee 3HaHHE IPOrPAMMHOTO Martepuaa.

2 He TouHOCTE /MM HEOGOCHOBAHHOCTD BBIBOJIOB.

3 HeTounsle u/mny HemonmHbIe OTBETH! Ha MOIIONHATEILHELE BOIIPOCEI.

OrneHKa«yI0BAETBOPHTEIBHO»

1. [ToBepxHOCTHOE ycBOEHME IIPOrPaMMHOTO MaTepHAIa.

2. Henocratouno momnzoe wusmosenue TEOPETHUYECKOro BOIIpOCA 3K3aMEHAI[MOHHOTO
Oumnera.

3. 3aTpyIHEeHHe B INIPUBEICHHH IIPAMEPOB,  MOATBEPKIAIOMUX TEOPETHYECKHUE
TIOJIOXKEHHSL.

4. Haimyue merounocreit B ymorpe6nenun TEPMHUHOB, KJIaCCH(PUKAIIHHA.

5. Heymenwne uetko cdopMymupoBars BEIBOIEL

6. HeTouHble OTBETHI Ha JOTONHHTEILHBIC BOIIPOCHI.

OueHKa«HeyJ0BJIETBOPHTEIBLHOY

L. He3nanne 3naunrensHoi vactu IIPOTPaMMHOI0 MaTepHaa.

2. Heymenwne BEIIEUTS ITaBHOE, CHENIATH BBIBOIE! U 00o0menus.

3. HenpaBuibHEIE OTBETHI HA OMONHUTEIbHBIC BOIIPOCEI.



