AHHOTAIIUS PABOYEM ITPOT'PAMMBI
YYEBHOUW MIPAKTUKHA
IIM.02 «OPTAHMU3ALIUA U TEXHOJIOI'UA PABOTBI C
KOHOUJEHIHUAJIBHBIMU JOKYMEHTAMM»

1.1 Ob6sacTh NpUMEHEHUS POrPAMMBbI:

Pabouas nporpamma y4eOHOM MPaKTUKU TPOPECCUOHATHEHOTO MOIYJIS SIBISIETCS
yacThio [IporpaMmbl MOATOTOBKY CHEIMATIMCTOB CPEAHETO 3B€HA B COOTBETCTBUU C
®OI'OC no cneumansbHocTH 10.02.01 OpraHu3anusi U TEXHOJOTHS 3ALIUTHI
uHpopMaMUd B YAaCTM OCBOCHMS OCHOBHOIO BHJAa NpodecCHOoHaTbHON
nestenbHoctr  (BITJ]): TIM.02 Opranu3anuss M TeXHOJOrHsi pPadoThl ¢
KOH(UIEHINATbHBIMH JOKYMEHTAMM_U COOTBETCTBYIOIINX MPO(ecCHOHATbHBIX
kommneteHiui (I1K):

IIK 2.1. Y4yacTBOBaTh B MOJATrOTOBKE OPraHU3AIMOHHBIX W PACHIOPSIUTEIIBHBIX

JIOKyMEHTOB, PErNIAMEHTHPYIONTUX padOTy 1O 3aIIUTe HHPOPMAIIUH.

IIK 2.2. YyacTBOBaTh B OpraHM3allid W OOECIEYHWBATH TEXHOJOTHIO BEICHUS
KOH()HJIEHIUAJIBLHOTO JAEJIONPOU3BOICTBA

IIK 2.3. Oprann3oBbIBaTh JOKYyMEHTOOOOPOT, B TOM YHCJIE JIEKTPOHHBIH, C y4eTOM
KOH(PUACHIIUATBHOCTU UH(POPMAITUH.

IIK 2.4. Opranu3oBbiBaTh apXHUBHOE XpaHEHUE KOH(MUIEHIIUATBHBIX JOKYMEHTOB.
MK 2.5. ObopmiiaTh JOKYMEHTAIHMIO 110 ONEPATUBHOMY YIPABJICHUIO CPEJCTBAMU
3amuThl THGOPMAIIMH U TIEPCOHATIOM.

IIK 2.6. Bectu yuyet paboT ¥ KOHTPOJIb OOBEKTOB, MOAJIEKAIIUX 3AIIUTE.

IIK 2.7. IToaroraBnuBaTh OTYETHYIO JOKYMEHTAIIUIO, CBSI3AHHYIO C SKCILTyaTaluen
CPEZICTB KOHTPOJISL U 3aIlUThl HH(POPMALIIH.

IIK 2.8. [IokyMEeHTHPOBATh XOJ U PE3YJIbTAThI CIIY>KEOHOTO paccae0OBaHuUs.

IIK 2.9. Mcnionp30BaTh HOPMaTUBHBIE ITPABOBBIE aKThl, HOPMATUBHO-METOIMUECKUE
JIOKYMEHTBI U CITPABOYHYIO TOKYMEHTAIMIO T10 3aluTe HHHOPMAIIIH.

[Iporpamma y4eOHON MpPaKTHUKUA MPOGHECCUOHATHLHOTO MOAYJISI MOXKET OBIThH
UCIIOJIb30BaHA B  JIOMOJHUTEILHOM  MPOGECCHOHATBPHOM O00pa3oBaHWHM U
npo(ecCHOHaTBHOM MOATOTOBKE PAOOTHUKOB B 00JACTH JIOTUCTUKHU U CKIIAICKOTO
X03STUCTBA MPU HATMYUU CPEAHETO (TIOJTHOTO) 0011ero oopa3zoBanus. OMbIT paboOThI
He TpeOyeTcs.

1.2. leau u 3agaun MoayJisl — TPeOOBaHMSA K Pe3yJIbTATAM OCBOCHUS MOXYJIS
C uenpio OBNAJCHUS YKa3aHHBIM BUJIOM IPO(ECCHOHATBHON eITeIbHOCTH
U COOTBETCTBYIOLIUMHU MNPOPECCHOHATBHBIMU KOMIETEHLIUAMU OOydaroIuiics B
X0JI€ OCBOEHUSI MPOPECCHOHATBHOIO MOJTYJISL JOJIKEH:
HMETh NPAKTHYECKHI ONbIT:
¢ BeneHusi ydyera U odopMieHHMS OyMaXHbIX W MAIIMHHBIX HOCHUTENEH
KOH()HIEHINAIbHON HH(POPMALINH;
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paboThI c uH(OPMAITMOHHBIMU CUCTEMAMU AJIEKTPOHHOTO
JIOKyMEHTO000pOTa;

yMeTh:

L 4

UCIIOJIb30BaTh B MPO(hEeCCUOHATBHOU eATeIbHOCTH HOPMATHUBHBIC PABOBHIE
aKThl B 00JacTH WH(POPMAIMOHHON 0€30MacHOCTH U 3alTuThl HH(pOpMAITUH,
a TaKke HOPMAaTHUBHBIE METOAMYECKHE AOKYMEHThl DenepanbHON CITyKObI
oe3onacHoctu PO, OenepanbHOM CiTy>KObI 10 TEXHUYECKOMY U SKCIIOPTHOMY
KOHTPOJIIO B IAHHOU 00J1acTH;

pa3zpabaThiBaTh HOPMATUBHO-METOJIMYECKHE MATEpUaibl IO PErilaMeHTALMH
CUCTEMbI OPTaHU3ALMOHHON 3aIUThl HH(OPMAIUH;

JOKYMEHTUPOBATH XOJ1 U PE3YNbTATHI CIIYKEOHOTO pacciaeOBaHMs;
OTIpEEIATh COCTAaB JOKYMEHTUPYEMOU KOH(UIeHIINAIbHON HHPOpMAIIIH;
HOJIrOTaBINBaTh, U3/1aBATh U YUYUTHIBATH KOH(UICHIIMATBHBIE JOKYMEHTHI,
COCTaBJISITh HOMEHKJIATYpy KOH(pUIEHIIUAIBHBIX JEIT;

dbopmupoBaTh U OPOPMIIATH KOH(DUICHIIUATIBHBIE J1ET1a;

OpraHu30BbIBATL U BCCTU KOH(l)I/II[eHL[I/IaJ'IBHOe ACJIOIIPONU3BOACTBO, B TOM
4HCJIe C UCIOJIb30BAHMEM BBIUMCIUTECIBHON TCXHUKMU,

UCIIOJI30BaTh CUCTEMBI 3JIEKTPOHHOI'O TOKYMEHTOO0O0pOTa;

3HAThb:

*

OCHOBHBIC HOPMATHBHBIC IPABOBBIE aKThl B 00JacTH HWH(GOPMAIIMOHHON
0€30MacHOCTU W 3aluThl MH(pOpMAIMK, a TakKKe HOPMATHUBHbBIC
METOJUYECKHE JOKyMeHThl dDegepanibHOM City»0bl Oe3onacHoctu PO,
denepanbHOM CHyKObI MO TEXHUYECKOMY M 3KCIHOPTHOMY KOHTPOJIIO B
JTaHHOH 00JIaCTH;

MIPaBOBBIC OCHOBBI 3alIUThl KOH(DUACHIIMATLHON HHQpOpMAIUK IO BHIAM
TaWHBbI;

MOPSJIOK  JIUIIEH3UPOBAHUS  JICATCILHOCTH TI0 TEXHUYECKOH  3amuTe
KOH(UACHIIMATbHONU HH(pOpMAITUH;

IMPpaBOBBIC OCHOBLI ACATCIBHOCTH HOI[paSI[GHeHI/Iﬁ 341U ThI I/IH(i)OpMaI_[I/II/I;

IPAaBOBYIO OCHOBY JIOMyCKa M JOCTyNa TIEepCOHalla K 3alUIIacMbIM
CBEJICHHMSIM;
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IIPABOBOE PETYJIMPOBAHUE B3aMMOOTHOLIEHUN aIMUHUCTPALIMU U TIEPCOHAIIA
B 00J1aCTH 3aIIUTHl HHPOPMAIIUH;

CHUCTEMY MPaBOBON OTBETCTBEHHOCTH 3a YTEUKy HHGPOPMAIMH U YTpaTy
HOcHTelNel nHpopmaiuu;

IIPpaBOBBIC HOPMLI B obOnacTu 3al1IUThI HHTGHHGKTY&HBHOﬁ CO6CTBCHHOCTH;

MOPSJIOK  OTHECCHHMS HMHPOpManuu K paspsaay KoH(HICHIHATbHON
uHpopManmy;

HNOpANIOK pa3pabOTKH, yyeTa, XpaHEHUs, Pa3MHOXKEHUS U YHHUYTOXXEHHS
KOH(QUACHIUAIbHBIX I0KYMEHTOB;

OpraHM3alMio KOHPUAECHINAIBLHOIO JOKYMEHTO000pOTA;
TEXHOJIOTHUIO padOThI C KOH(UIEHINATbHBIMHU TOKYMEHTAMH;

OpraHU3AIMIO YJIEKTPOHHOTO JJOKYMEHTO000pOoTa

1.3. KosmnyecTBO 4YacoB Ha OCBOeHHME TNPOrpaMMbl Y4eOHOH NPAKTHKH
Npo(deccCHOHAIBLHOI0 MOAYJIS:
MaKcHMallbHasl yueOHasi Harpy3ka oOyuatoierocst — 72 yaca.



1. PE3YJBbTATHI OCBOEHHUS YYEFHOM MPAKTUKH
MPOPECCHUOHAJIBHOI'O MOAYJIA

PesynpTaTromMm OCBOEHHS mporpamMmbl  MPO(ECCHOHATBHOTO  MOMIYJIS
ABJISIETCSL OBJAJCHHE OOyYaroUMMUCA BUAOM NPO(PECCHOHATBHON IeATEIbHOCTH

Yuyactue B IJIAHUPOBAHWKW W OpPraHv3aliuy [2&6OT 110 00€ecCIeYeHUIO 3allIUThI
I/IthOHMagI/II/I, B TOM YUCJIC HpOd)GCCI/IOHaJ'IBHBIMI/I n O6I_HI/IMI/I KOMIICTCHIIUAMM .

Kon HanmeHoBaHue pe3ybTaTa 00yUeHUs
K 2.1 Y4yacTBOBaTh B TOJATOTOBKE OPTraHU3AIIMOHHBIX W PaCHOPSIATEIBHBIX
"' | JOKyMEHTOB, PETJIAMCHTHPYIONTUX padO0Ty 10 3aIMTe HHPOPMAIIHH.
K 2.2 VYyacTBOBaTh B OpraHM3allud U OOECIEYMBATh TEXHOJOTHUIO BEICHUS
"~ | I1emonpou3BOJICTBA C YU4ETOM KOH(PUIACHIIMATBHOCTH HH(POPMAITHH.
K 2.3 Opranu3oBbIBaTh JOKYMEHTOOOOPOT, B TOM YHCIE JJIEKTPOHHBIN, C

Y4ETOM KOH(MHICHIIMAILHOCTH HHPOpMAITHH.

[1K 2.4 | Opraau3oBbIBaTh apXHMBHOE XpaHEHHE KOHOUACHIIMATbHBIX JOKYMEHTOB.

K 2.5 OdopMIIATh TOKYMEHTAITUIO 10 ONEPATUBHOMY YIIPABICHUIO CPEICTBAMU
"~ | 3amuTHl ”HPOPMAIIUH U TTIEPCOHAIIOM.

I1K 2.6 | Bectu yueT paboT U KOHTPOJIb 00BEKTOB, MOICKAIIMX 3aIUTE.

K 2.7 IToaroraBnuBath OTYETHYIO JTOKYMEHTAIIHIO, CBSI3aHHYIO c
" | OKCcIuIyaTamuen CpeacTB KOHTPOJIS 1 3allUThl HH(GOPMAITUH.

11K 2.8 | JIoOKyMEHTHPOBATh X0 M PE3YJIbTAThI CIYKEOHOT0 pacciieI0BaHusI.

HUcnonb30oBaTh ~ HOpMATUBHBIE  NPABOBBIE  aAKThl,  HOPMATHUBHO-
[IK 2.9 | MmeToanMYeCcKHE NOKYMEHTBHI M CHPABOYHYIO JOKYMEHTALMIO MO 3allUTe
nH(pOPMaIIHH.

[ToHumaTh CYIIHOCTP U COLMANIBHYIO 3HAYUMOCTH CBOEH Oymaylein
npodeccun, o07agaTh BBICOKOM MOTHBAlMEl K  BBIMOJHEHUIO
npodeccuoOHaIbHOW  ACSATEeIbHOCTH B objactu  obecredeHus
MH(GOPMAIIMOHHON 0€30IaCHOCTH.

OK 1.

Opranu3oBbIBaTh COOCTBEHHYIO JI€ATEIIBHOCTh, BBIOMpPATh THIIOBBIC
OK 2. | MeTonbl B CITIOCOOBI BHIIOJTHEHUS TPO(ECCHOHATBHBIX 3a/1a4, OIICHUBATH
uX 3 (HEKTUBHOCTH M Ka4€CTRBO.

[IprHMMaTe pemeHus B CTaHIAPTHBIX M HECTAHNAPTHBIX CUTyalUsAX U
HECTH 3a HUX OTBETCTBEHHOCTb.

OK 3.

OcymiecTBiATh MOUCK M HUCHOJIb30BaHUE WH(pOpMAIMU, HEOOXOJIUMOMN
OK4. |nmns  »ddexTtuBHOrO  BHINMOJHEHHUS  NPodecCHOHANBHBIX  3ajad,
po(heCCUOHATIBHOTO U JIMYHOCTHOTO Pa3BUTHSIL.

Hcnonb3oBaTh I/IH(l)OpMaI_[I/IOHHO-KOMMYHI/IKaHI/IOHHI)IG TCXHOJIOTHHU B

OK 5. .
npo(heCcCUOHATILHOM JeSITEIbHOCTH.
OK 6 PaGoTtaTh B KOUIEKTHBE ¥ KOMaH 1€, 3P PEKTUBHO 00MIATHCS C KOJUIETaMH,
" | pyKOBOJCTBOM, TOTPEOUTEIISIMH.
OK 7. bpate Ha ce0s OTBETCTBEHHOCTb 32 pPabOTy 4YJIEHOB KOMAaHMAbI

(IOYMHEHHBIX ), Pe3YAbTAT BRINOTHCHUS 33 JaHUMH.




CamocTosiTenbHO  OTMpENEeNsaTh  3a7aud  MPOQPECCHOHATBHOTO U

OK 8. | IMYHOCTHOrO pa3BUTHS, 3aHMMAThCS CaMOOOpa30BAHUEM, OCO3HAHHO
IJIAHUPOBATh MOBBIIICHUE KBATH(UKALINY.
OK 9 | OPHEHTHPOBAaThCA B  YCIHOBUAX YaCTOH CMEHBI TEXHOJNOTMH B
npodeCCUOHATILHON JIeATeIbHOCTH
OK 10 [IpumensaTh MaTeMaTUYECKUI armapar U1 peLIeHus
" | mpodeccuoHaNbHBIX 3a/1a4.
OK 11 OneHuBaTh 3HaYMMOCTh IOKYMEHTOB, IPUMEHSEMBIX B
" | mpodeccroHaIbHOM 1eTENbHOCTH
OK12. OpHUeHTHUPOBATHCA B CTPYKTYpe (eaepanbHbIX OPraHOB UCIIOJIHUTEIbHON

ITaCTH, 00CCIICUNBAOIINX HHPOPMALMOHHYIO 0€30I1aCHOCTD.




