PELUEH3USI
Ha 00pa3oBaTeIbHYIO IPOrpamMmy
JOMNOJIHUTEIBHOTO NPodecCHOHANLHOro 06pa30BaHus O NPOrpaMMe
«1C: Byxranrepusi»

HAlpaBJIeHHOCTh MPOrPaMMbl — MOBBILLIEHHE KBATH(PHKALIMH
ObpasosaresnbHoe yupexkaeHue: ocynaperenHoe GrOKETHOE YUpeKIeHHe
JIOTIOJIHUTEILHOTO NpoheccHoHanbHOro odbpaszosanus «CTaBponosbekuii
PErHOHAILHBIN PECYPCHBIN LEHTP»

(MuuepanoBoackuii Gpunman)

[lpennoxkennas ans  peleH3MpOBaHUA NpoOrpaMMa  JAOMOIHHTEILHOrO
npoeccHOHANBHOTO  00pasoBaHMs MO  MpoOrpaMme «1C:  Byxrantepusi»
COCTaBjieHa B COOTBETCTBUH ¢ MNpodecCHOHANbHBIM cTaHzapToMm «byxrantep»
(yrBepxkaén npukasoM MuHHCTEpPCTBA TPy/Ja U COLMAIBHOM 3amuTel Poccuiickoi
Denepauun ot 22 gexabps 2014r. Ne. 1061H) u DemepaibHbIM 3aKOHOM O
Oyxrantepckom yuere ot 06.12.2011 Ne 402-®3, crares 7 u (CobGpanne
3aKoHonarenbcTBa Poceuiickoit denepaumn, 2011, NeS0, cr. 7344; 2013, Ne27, cr.
3477, Ne30, cr. 4084, Ne 52, c1. 6990; 2014, Ne45, cr. 6154) . [Iporpamma coctout
U3 TOSCHUTENBbHOH 3alMCKH, PacKpbIBAIOLIEH LEIW BHAA TNPOPECCHOHANBHOM
AEATENBHOCTH, (QYHKIMOHANBHYIO KapTy BHAA NMPO(ecCHOHANBHOMN IesTeIbHOCTH,
XapaKTepucTHKY O0O0OOIUEHHBIX TPYAOBBLIX (YHKUMH, TpeboBaHWH K OOIIMM M
npodecCHOHANBHBIM KOMIIETEHIIMAM 10 pe3ysbraTaMm o0ydeHus, y4eOHOro niaHa,
y4eOHO-TemMaTHYeCKoro ruiaHa M mnporpammsel. [lporpamma Bkimoudaer B cels
OCHOBHBIE TEMBbI, OINMpPEAENAIONIHe HANPaBIEHHOCTh MOArOTOBKH O0YyYaloIuXCs.
ConepxarenibHasi 4aCTh MPOrPaMMbl PaCKphITa J0CTATOYHO TOITHO.

[lporpamma oTBewaer  npeAbABACHHBIM TpeOOBaHUAM K COHEPKAHUIO
o0pa3oBaTeIbHOr0O MUMHHMYMa.

Peunensupyemass  obpaszoBarenbHas  nporpamMma  IpejHasHavyeHa  Juis
NOBBILIEHHS KBaJIW(UKALKMK CrnenuanucToB B obnactu OyXraaTepckoro y4era.
Bun obpaszoBanus — mnosbilieHne kanudukaumu. Popma oOyueHus ouHas,
HanpaBlIeHHOCTh OOyuYeHHss — KOHTaKTHas, C TPUMEHEHHEM JJIeKTPOHHOTO
o0y4YeHHMss W JMCTAHLUMOHHBIX O0Opa3oBaTelbHbIX TEXHONOrHH. MUHUMANbHBII
YpoBeHb 00pa3oBaHMs Il NPUHUMAEMbIX Ha OOyueHHe — MMEIOLIMX CpejHee
npodeccrHoHanabHoe M (MJIK) BbiCIIee oOpa3oBaHue, a TakXKe JIHLA, MOoJyyaroume
cpeaHee npogeccroHalibHOe U (HIK) Bbiciiee 00pa3oBaHue.

[Ipeanonaraemsiii cpok oOyueHuss MO JgaHHOM nporpamme — 72
aKaJeMHYecKHX 4acoB.

Llens Kypca — npuobperenne oOUMX NPOPECCHOHANBHBIX KOMIETEHLMH Mo
nporpamme «1C: Byxranrtepus».

OObuMe KoMIeTeHIMM 00yYaloOIUXCs HallpaBIeHbl HA YMEHHE:

- OpPraHU30BLIBATH COOCTBEHHYIO J€STENLHOCTh, MCXOAS M3 LelH M
crocoOOB ee AOCTHKEHHS, ONPEAeIeHHBIX PYKOBOIUTENIEM;

— aHalM3MpoOBaTh paboYyr) CHTYaLMIO, OCYLUECTBIATH TEKYUHH U
MTOTOBBIN KOHTPOJIb, OUEHKY W KOPPEKLHIO COOCTBEHHOM AEATENbHOCTH, HECTH
OTBETCTBEHHOCTb 32 pe3yibTaThl cBoel paboThi;

= OCYILIECTBJIATh  MOMCK  HMHpOpMalH, HeOOXOAUMON ISt
3¢ eKTUBHOTO BHIMOIHEHUS NPOQeCCHOHANILHBIX 3a/1a4;



- paborate B kKomaHzge, 3(@exTUBHO O00WATHCS ¢  KOJJIerami,
PYKOBOJICTBOM, KIIHEHTAMH.

[Ipodeccnonasibrble KOMNETEHIMH HAMpPaB/IeHbl Ha (OPMUPOBAHKME YMEHMI
1 HaBBIKOB:

1. JlokymeHTaunoHHoe obecreueHne AesTeTbHOCTH OpraHn3aliuiu:

1.1. NnpuHUMATh U PErHCTPUPOBATH MOCTYTIAIOLLYIO KOPPECTIOHIEHLIMIO,
HanpaBJIATh €€ B CTPYKTYPHbBIE [101pa3/ie/ieH|si OpraHu3ammm;

1.2. paccmaTpuBaTh IOKYMEHTHI H TIepeiaBaTh UX HA UCTIOTHEHHE C YYETOM
Pe30IIOLHH PYKOBOAMTE/ISH OpraHu3aiiuu;

1.3. opopmIsiTh perHcTpalMoOHHbIC KAPTOUKK U CO3/1aBaTh OAHK JaHHBIX;

1.4. BeCcTH KapTOTEKy y4eTa MPOXOKICHHUS JOKYMEHTAIbHbIX MATEPHAJIOB;

1.5. ocyniecTBAsTE KOHTPOIIb 3a MPOXOKAEHHEM JTOKYMEHTOB;

1.6. oTNIpaBsiTh HCMOMHEHHYIO JOKYMEHTALMIO ajipecaTam ¢ NpUMeHEeHHEeM
COBPEMEHHBIX BHJIOB OPraHM3aLIMOHHON TEXHHKH;

1.7. cocTaBisaTh 1 0QOpMIATH CiTykeOHbIe JOKYMEHTbI, MaTepUallbl ¢
MCIIOJIb30BaHUEM (POPMYIISIPOB JOKYMEHTOB KOHKPETHBIX BH/I0B.

2. JIokyMeHTHPOBaHUE M OpraHu3allHOHHas 00paboTKa JOKYMEHTOB:

2.1. popmuposats aena;

2.2. obecrieuuBaTh OBICTPAIN MOUCK JTOKYMEHTOB I10 HAYHHO-CIIPABOYHOMY
anmnapary (KapToTekam) opraHu3aliuu;

2.3. CUCTEeMaTHU3UpPOBATh H XPAHHUTh JOKYMEHTHI TEKYILEro apXuBa;

2.4. obecrieunBaTh COXPAHHOCTD NPOXOJALLIEH cllyKeOHOH NOKYMEHTALIMH;

2.5. rOTOBUTH M NepelaBaTh JOKYMEHThbI Ha apXUBHOE XpaHEHHE;

2.6. obecnieunBaTh COXPAHHOCTH APXMUBHbIX JIOKYMEHTOB B OpraHH3aluu.

YuebHo-MeTOAMYeCKOe o0ecrevyeHHe COAEePKUT OCHOBHOH  repeveHsb
JAUTEPATYPAhi.

IlpoBeneHHsblii 3KCNEpTHLIH aHanu3 AaHHOW 00pa3oBaTesNbHOH NpOrpamMmbl
MpUBET K CHEAYIOIIMM BBIBOJAAM - CTPYKTYpa, oopMiIeHHE W coaepKaTebHas
4acTh Ilporpammel COOTBETCTBYET TpeboBaHuAM AEHCTBYIOLIETO
3aKOHOJATeNbCTBA W HOPMAaTHBHO  TNPaBOBBIM  akTaMm B o0iactu
npoheccuoHanbHOro 0dy4eHusl.

Kourponb  3HaHMH W KOMMETEHLMH OCYIIECTBIAAETCS € IIPHMEHEHHEM
TeKyluX GopM KOHTpoOIs: TecTupoBaHue. Mrorosas arrectauus NpPOBOAMUTCS B
dhopme 3ayera.

Takum oOpasom, peuensupyemas Ilporpamma cocraBieHa Ha BBICOKOM
npodeccronanbHoM ypoBHe. JlaHHas nporpamMma MoOxeT ObITh peKOMeH0BaHa
AJSE peaniM3alMH B YUYPEKAEHHAX JONOJTHHTENLHOIO NpodeccHoHaAIBLHOTO
obpazoBaHus.

Tupexrop IBIIOY
W.B. Maneer



