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Pa3zgen 1. O0niue moio:KeHust

1.1. Hacrosimas mnporpaMMa IOArOTOBKHM CIELUUAINCTOB CpPEOHEr0 3BeHa (nasee
[MMICC3) mo cnemmansHoctu 46.02.01 «/lokymeHTanmoHHoe oOecreyeHne YIpaBICHUS U
ApPXUBOBEACHHUE» CPEIHEro MpOoPEeCCHOHATBHOTO O00pa3oBaHUs pa3padoTaHa Ha OCHOBE
(benepasbHOro rocyIapcTBEHHOI0 00pa30BaTEIbHOTO CTAHIAPTA CPETHETO MPOPECCHOHATHLHOTO
obpazoBanus 1no crnenuadbHOCcTH 46.02.01 «J/lokyMeHTanMOHHOE OOecCreYeHUe YIpaBJICHHUS U
apXuBOBeJCHUE», yTBepxKaeHHoro Ilpukazom MunHucTepcTBa mpocBemeHus Pocculickoit
Deneparun ot 26 aBrycra 2022 r. Ne 778 (manee ®I'OC CIIO).

[IporpamMmma MOATOTOBKH CIEIHAIMCTOB CPEIHEro 3BeHa 1o crenuanbHocTH 46.02.01
«/lokyMeHTallMOHHOE OOECTICUCHUE YIPABICHUS W ApPXHBOBEICHHUE)» PETIAMEHTHPYET IIEIIH,
OKU/IaeMbI€ PE3YNbTaThl, COACPKAHUE, YCIIOBHS M TEXHOJIOTUH PEAM3aluu 00pa3oBaTeIbLHOIO
mporecca, OlEeHKY KadecTBa MOJATOTOBKH BBIMTYCKHHMKA IO CIIEIHUATHHOCTH U BKIIOYAET B CeOs:
yueOHBIN TUTaH, pa0oyue MporpamMmbl YIeOHBIX KypCOB, MPEAMETOB, MUCIUIUIHH (MOIyIeH) U
Ipyrue Martepuainbl, OoOecrnedyMBarollie KayecTBO IOATOTOBKM OOYYarolIMXCs, a Takke
nporpaMMbl  y4eOHOM W TPOU3BOJCTBEHHOM NPAKTUKH, KaJICHIAPHBIM y4eOHbIH Tpaduk u
METOINYECKUE MaTepUaIbL, obecrnieunBaromie peanu3aiuio COOTBETCTBYIOLIEH
00pa3oBaTeNbHON TEXHOJIOTHH.

[Tporpamma, peanmsyemasi Ha 06a3e OCHOBHOTO 00IIero oOpa3oBaHus, pa3pabaThIBacTCs
o0pa3oBaTeNbHON OpraHu3aleil Ha OCHOBE TpeboBaHMid (efepalbHOTO TOCYTapCTBEHHOTO
o0pa3oBarenbHOr0 craHgapra cpeaHero oomiero ob6pazoanuss u OI'OC CIIO ¢ yuerom
nosyyaemoil cnenuanbHoctT 46.02.01 «/lokymeHTannoOHHOE oOOecreueHue yrnpaBiaeHUs U
apxuBoBejaeHue» u Hacrosmen [TIIICC3.

1.2. HopmaTuBHBIE OCHOBaHHUS [UIsi pPa3pabOTKU OCHOBHOM 00pa3oBaTeNbHON
MIPOTPAMMBI:

— ®enepanbHbiii 3akoH 0T 29 nmekabps 2012 1. Ne 273-03 «O6 obOpazoBaHuHU B
Poccuiickoi denepanumny;

— [Tpuka3 MunuctepcTBa npocsenieansi Poccuiickoit @enepamuu ot 26.08.2022 r.
Ne 778 «OO0 ytBepxieHuH (¢enepaabHOro rocyJapCTBEHHOIO 00pa30BaTENIbHOTO CTaHAapTa
cpenHero npodeccuoHanbHOro 0opasoBanus no crnennansHocTu 46.02.01 «/lokymeHTanmoHHOe
o0ecrieyeHne yNpaBlIeHUS U apXUBOBEJCHUE» (3aperucTpupoBaH MMHUCTEPCTBOM IOCTHIIMU
Poccwuiickoit ®enepanuu 30.09.2022 Ne 70318);

— [Ipukaz Munnpocsemienus Poccuum ot 24 aBrycra 2022 1. Ne 762 «O0
yrBepkaeHnH Tlopsiika opraHu3alMd M OCYLIECTBIEHHS 00pa30BaTEIbHOW NEATENBHOCTH IO
00pa3oBaTeNbHBIM nporpaMMam CpEeaHero npo¢ecCHOHATBLHOIO 00pa3oBaHU»
(3apeructpupoBan MuHnuctepcTBoM toctuiun Poccuiickoit @enepannu 21 centsops 2022 r.,
peructpannoHHbIi Ne 70167);

- [Tpuka3 Munmnpocsemenuss Poccum ot 08 Hos6ps 2021 1. Ne800 «O6
yrBepxkaeHnn  Ilopsinka  mpoBeneHHs  TOCYJapCTBEHHOHM  WTOTOBOM  aTTecTalMu IO
00pa3zoBaTebHBIM rporpaMmmam CpEIHEro poQeCCHOHATEHOTO 00pazoBaHU»
(3apeructpupoBan MunHHCTepcTBOM tocTHIMU Poccuiickoit deneparuu 07 nexabps 2021 r.,
perucrparroHHbIi Ne 66211)



- [Tpuka3 Muno6pHayku Poccun u Munmnpocsemenust Poccun ot 05 aBrycra 2020
r. Ne 885/390 «0O mnpakTHYECKOH TMOJArOTOBKE OOy4aromuxcs»  (3aperucTpupoBaH
MunucrepctBoM toctunimu Poccmiickoit ®@enepanuu 11 centsOpst 2020 r., perucTparmOHHBINA
Ne59778);

— [Ipuka3 MuHuctepcTBa TpyAa U coluaibHOM 3amuThl Poccuiickoit denepannu ot
15 wurons 2020 roma Ne 333 "OO yrBepxknennu mnpodeccrmonampHoro crangapra 07.002
Crneuuanuct MmO OpraHU3allMOHHOMY M JOKYMEHTAIlHOHHOMY OOECIEUEHHUIO YIpaBICHUS
opranuzaiueit” (3apeructpupoan MunucrepcTsoM octuimu Poccutickoit @enepannu 15 uromns
2020 rona, per.Ne 58957).

- [IpumepHoOit 0Opa3oBaTeIBLHON MPOTrpaMMON CpemHero IpodecCHOHATBHOTO
obpazoBanus 1o cnernuanbHocTH 46.02.01 JlokymeHTanmoHHOEe oOeclieueHrue YIpaBJICHUS W
apXMBOBEJICHUE,  YTBEPXKACHHOW  mpoTokojoM  DenepanbHOr0  y4eOHO-METOAMYECKOTO
0o0BbeTMHEeHUS B CHCTEeMe cpeltHero npogdeccruonansHoro oopasosanus no YI'TIC 46.00.00
o1 06.10.2022 r. Ne 4 (3apeructpupoBaHa B roCy/1apCTBEHHOM PEECTPE MPUMEPHBIX
obpazoBarenbHbIX nporpamm npukazom O@I'BOY IT1O UPITO Ne I[1-162 ot 07.04.2023,
perucTpannoHHbIi Homep 70)

1. 3. [lepeueHb cOKpanIieHHii, UCTIOIb3YEMBIX B TEKCTE MPOTrPaMMbl IOJTOTOBKU
CIIELUAJIMCTOB CPEIHETO 3BEHA:
OI'OC CIIO — denepanpHblil rocy1apCTBEHHBIN 00pa30BaTeNbHbIN CTAaHAAPT CPEAHETO
PO eCCHOHAIBHOTO 00pa30BaHUs;
[TIICC3 — mporpaMMa noJAroTOBKY CHEHAINCTOB CPEAHETO 3BEHA,;
MK — MeXAuCUMIUIMHAPHBIA KYpC;
[IM — npodeccroHanbHbIN MOIYIIb,
OK — 001111e KOMIIETEHIINH
[1K — npodeccronanbHble KOMIETEHINH;

Pazgesn 2. O0masi XapakTepuMCTHKAa NPOrpaMMbl NOATOTOBKH CIHEHHAJNCTOB CpeIHero
3BeHa

Kanndpuxamus «Cnenuanuct mo JOKyMEHTAlMOHHOMY OOECHEYEHUIO YIpaBICHUS U
apXMBHOMY JIely» HPHCBAMBAECTCsl BBIMIYCKHUKAM IPOrpaMMbl MOJITOTOBKH CIIELIMATIHCTOB
CpelHero, peanu3yeMod Ha 0a3e OCHOBHOTO OOIero oOpa3oBaHUs, B COOTBETCTBUU C
KBaJTM(UKAMEH CIEeNUATUCTa CPEAHEr0 3BE€HAa «CHEeLHATUCT MO0 JIOKyMEHTAllMOHHOMY
o0eCreyeHNnI0 YNpaBlIeHUsT M apXMBHOMY Jely», ykazaHHoW B Ilepeune cnenuambHOCTEH
CpeHero NpoQecCHOHATBHOIO O00pa30BaHMsA, YTBEPXKIAEHHOM IpUKa3oM MuHHUCTEpCTBa
npocsenieHust Poccuiickoit ®epepanuun ot 17 mas 2022 r. N 336 (3apeructpupoBaH
MunucrtepctBoM toctuiimu Poccuiickoin @enepanuu 17 utons 2022 r., peructpaiioHHbIn N
68887), ¢ M3MEHEHUsMHU, BHECEHHBIMH IpHKa3oM MuHucTepcTBa mpocBeuieHus Poccuiickoit
®Oenepannu ot 12 mast 2023 r. N 359 (3apeructpupoBadn MUHHCTEpCTBOM IOCTHITNN Poccuiickoi
Oenepannn 9 utons 2023 r., peructpannonusiii N 73797).

@opmMbl  monyyeHHs  OOpa30BaHUS: JIONYCKAaeTcs TOJNBKO B NMpodhecCHOHAIbHOM
00pa3oBaTeNbHONW OpraHM3alUd MM 00pa30BaTeNbHONW OpPraHM3allMM BBICIIETO OOpa30BaHUS
®opma o0yueHHs: OUHasl.



O0beM 00pa3oBaTEIPHOM MPOTPaMMBI, peaau3yeMoil Ha 0a3e OCHOBHOTO OOIIIero
oOpa3oBanus: 4428 akageMHUECKUX Yaca.

Cpok mosydeHus: 00pa3oBaHus 110 00pa30BaTeIbHON MporpamMme, peaan3yemMoil Ha Oase
OCHOBHOTO 0011ero oopaszoBanusi: 2 roga 10 mecsiies.

TpynoeMkocTh 00pa30BaTENIbHOM MPOrpaMMbl Ha 6a3e OCHOBHOTO OOIIEro 00pa3oBaHMs:

OOy4eHre N0 AUCIUTUIMHAM U MEKIUCIUTUTMHAPHBIM Kypcam 91 nen.

VYueOHast mpakTHKa 16 nen.

HpOI/ISBOHCTBCHHaH MMpaKTHUKa

[IpomexyTouHas aTTecTanus 6 men.
I'ocynapcTBeHHast HTOroBasi aTTecTalys 6 Hen.
Kanukynsproe Bpems 24 uen.
Hroro 147 nen.

[Ipu 00yvyeHuH 1o MHAMBUAYAIBHOMY IJIAHY CPOK IOJIy4€HUs 00pa30BaHUs COCTABIISIET
He Oosiee cpoka IMONYYCHHsI 00pa30BaHUs, YCTAHOBJIICHHOTO Ui OYHOW (POpMBI OOyUEHHUS IO
CHEIHUATBHOCTH.

[Tpu 0OyueHHH 1O UHAMBUYATBHOMY Y4eOHOMY IUIaHY O0YYarOIIUXCS MHBAIUIOB U JIUI]
C OTpaHMYCHHBIMH BO3MOXXHOCTSIMH 3JIOPOBBSI CPOK TIOJYYEHHs OOpa3oBaHUS MOXKET OBbITh
yBEIIMYEeH He Oojiee 4eM Ha | ToJ 1O CPaBHEHHIO CO CPOKOM TIOJYYEHHUs O00Opa3oBaHMS,
YCTaHOBJICHHOT'O JUISI O9HOHN ()OPMBI OOYICHUS 110 CIICIIUATHHOCTH.

Pa3nen 3. XapakTepucruka npoeccuoHAIbLHOM 1eATeJIbHOCTH BbINYCKHUKA

3.1. Oo0aactp  npodecCHOHANBHONH  JAEATEJBHOCTH  BBIYCKHHMKOB: 07
AJIMUHHCTPAaTHBHO-yIIpaBicHYecKass u o¢ucHas nesrenbHocTh (Tabiuia npuiokeHHus K
npukazy MuHUCTEepCTBa TpyAa U colMaibHOU 3amuThl Poccuiickoit @eaeparuu ot 29 ceHTs0ps
2014 r. N 6671 "O peectpe mnpodecCHOHATBHBIX CTaHAApPTOB (NIEpPEUYHE BUJIOB
poQeCCHOHAIBHON IeITeNIbHOCTH)" (3aperucTpupoBad MUHHCTEPCTBOM tocTulinK Poccuiickoit
Oeneparn 19 Hos1Ops 2014 r., peructpammonusiidi N 34779), ¢ u3MeHEeHHEM, BHECEHHBIM
npukazoM MUHHCTEPCTBA TpyJa M COLMaIbHOM 3amuThl Poccuiickont denepaunn ot 9 mapra
2017 r. N 2541 (3apeructpupoBaH MunucrepctBoM toctuiu Poccuiickoit denepauun 29
maprta 2017 r., peructpannonssiii N 46168)).

BbIMyCKHUKN MOTYT OCYIIECTBIIATH MPO(PECCHOHANBHYIO IEATEILHOCT B APYTUX 00JIacTAX
npodeCCHOHAIBHON AesTenbHOCTH U (W) cdepax NnpodecCHOHATHHOM IeATEILHOCTH TpPHU
YCIIOBUU COOTBETCTBHUS YPOBHS UX OOpa30BaHUS U MOJYYEHHBIX KOMIIETEHIUN TpeOOBaHUSAM K

KBasM(UKauyu paboTHHKA.

3.2. CooTrBercTBHE npogeccHOHAIBHBIX MOAYyJIel NPUCBAUBAEMbIM
KBaJIM(puKauusam:
HanmeHoBaHME OCHOBHBIX HanmMenoBaHue mpodecCHOHAIBHBIX MOITYJIeH U HaunmenoBanue
BHJIOB JICATENBHOCTH MEXIUCIUIUIMHAPHBIX KypCOB KBaJMpUKauu 6a30BOi
MIOATOTOBKH
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OcymiecTBieHue
OpTraHU3aIMOHHOTO u
JIOKYMEHTAIIHOHHOTO
oOecrieveHus AeITeIbHOCTH
OpraHH3aIuy

[IM.01 OcymecTBieHUE OPraHU3aIMOHHOTO U
JIOKYMEHTAIIHOHHOT'O 00ECIIEYCHUS JISATEIILHOCTH
OpraHu3aluu

CIIELIUAIIUCT 110
JIOKYMEHTAIIHOHHOMY
o0ecreyeHnIo
YIpaBJICHHS U
APXUBHOMY JIEITY

Opranuzanysi apXuBHOH
paboTsI IO JOKYMEHTaM
OpraHu3aluil pa3IudHbIX
(hopM COOCTBEHHOCTH

[IM.02 Opranuzanust apxuBHOH paboTHl 1O
JOKYMEHTaM OpraHM3aluil pa3nu4HbX (HopM
COOCTBEHHOCTH

CIIELIHAIIUCT 110
JOKYMCHTAIIHOHHOMY
o0ecreYeHHIO
YIpaBJICHHS U
APXUBHOMY JIEITY

BrimonHenue pabor mo
OJHOW WJIM HECKOJIBKUM
npodeccusM paboumnx,
JOJDKHOCTSIM CITYKaIluX

[IM.03 BeimomHeHue pabOT TO OJHOW WK
HECKOJILKUM TIpodeccrsM pabodnX, TOIKHOCTIIM
cayxamux (BeimonaHeHre paboT MO OXHON WITH
HECKOJIEKUM MpodeccusmM padouymXx, JODKHOCTIM
CITy>KaIuX «Cexperapb-aIMIHHACTPATOPY,
BrimonaeHne paboT 1Mo OIHOM MIIM HECKOJBLKHM
npodeccusiMm paboUnX, MOIKHOCTSAM CITY)KaIUX
«[Tactoptucty)

CIIELIHAIIHCT 110
JOKYMCHTAIIHOHHOMY
o0ecreYeHHIo
YIpaBJICHHS U
ApXHBHOMY JIEITy

Pasnen 4. TpeGoBanuss K pe3yabTaTaM OCBOCHHSI OCHOBHOH 00pa3oBaTe/IbHOM
MPOrpaMmabl
4.1. O01mue KOMIETEeHITUH
=
:
E % @opmy mpoBka 3HaHus, yMeHUs
= KOMIIETEHI[UH
=
2
OK 01 Br16upath crioco0st Ymenus:
peleHus 3a1a4y pacro3HaBath 3ajiauy U/uiM mpoodsieMy B Mpo(heCcCHOHATBHOM
poheCCHOHATBHOMN W/WJH COLIMAIbHOM KOHTEKCTE; aHAJIM3UPOBATh 33j1auy U/HJIH
IEATENBHOCTH npo0JeMy U BBIZCTATH €€ COCTABHBIC YaCcTH; ONPE/ICIATh
MIPUMEHHUTEIIBHO 3Tarbl PEIICHUs 33J1a4H; BhISBIATH U 3()()EKTUBHO MCKATh
K pa3IUnIHBIM KOHTEKCTaM UHGOPMAITUIO, HEOOXOIUMYIO IS PEIICHUS 3a1a4¥ U/ UK
MPOOJIEMBbI; COCTABIIATH MJIaH JICHCTBHUS; ONIPECISATh
HEOOXOIUMBIEC PECYPChI; BIIA/IETh AKTYyaTbHBIMH METOIAMU
paboThI B PO eCCHOHAILHOM U CMEKHBIX cdepax;
peaM30BbIBATh COCTABIICHHBIN TJIaH, OLICHUBATH PE3YJIbTAT U
MOCIICACTBUS CBOMX JE€HCTBHI (CaMOCTOSITEIbHO HIIH C
MTOMOIII0 HACTABHUKA)
3Hanusa:
aKTyalbHBIH NPO(EeCCHOHATTLHBIN U COIUATBHBIN KOHTEKCT, B
KOTOPOM TMPHUXOTUTCS paboTaTh U )KHUTh; OCHOBHBIE HICTOYHUKH
nHGOPMAIIUH U PECYPCHI [T PEIICHUS 3a/1a4 U [IPo0JieM B
po(heCCHOHATBHOM H/HITH COITUAIEHOM KOHTEKCTE;
aJITOPUTMBI BBITIOJIHEHUS pa0OT B IPO(ECCUOHAILHOW U
CMEXHBIX 00JIaCTIX; METOJIBI pAOOTHI B MTPOPECCHOHANBEHON U
CMEXHBIX cepax; CTPYKTYPY IUIaHa JijIs PEIICHUs 3a/a4;
MOPSZIOK OIICHKH PE3yJIbTATOB PEIISHUS 3a/1a4
po(heCCHOHATIBHOMN IESTEIbHOCTH
OK 02 Hcnons3oBaTh YMeHus1: onpenessaTh 3a1a4u i1 TOUCKa HHGOPMAIIUH;
COBpPEMEHHBIE CPE/ICTBA OTIpEICIIATh HEOOXOIMMbIE UCTOYHUKY UH()OPMAITUH;
MOMCKA, aHAIN3a TUTAHUPOBATH MPOIIECC MOKUCKA; CTPYKTYPUPOBATH MOIYIaEeMYHO
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U MHTEPIpETAINN
uHbOpMAaIUH,

1 MH(OPMAIIMOHHBIC
TEXHOJIOTHH JIJIS
BBITIOJTHEHHMS 3a/1a4

MHGOPMAITUIO; BRIJCIATH HanOoJiee 3HAYUMOE B IIEPEUHE
WH(OPMAITUY;, OIIEHUBAThH TPAKTHUYECKYIO 3HAYUMOCTb
pe3yJIbTaTOB MOKUCKA; OOPMIIATH PE3YJIbTAThI TOUCKA,
MPUMEHSTH CPEJCTBA MH(OPMAITMOHHBIX TEXHOJIOTHH JIs
petnreHus mpoQecCHOHANBHBIX 33/1a4; HCIIOIb30BaTh

npodeccuoHaNbHON COBPEMEHHOE MPOrpaMMHOE 00€CIIEUCHNUE; UCI0Ib30BaTh

JeSITeTbHOCTH pasnu4Hble UU(POBLIC CPEACTBA ISl PELICHUS
npodecCHOHANBHBIX 3a]a4.
3HaHuA: HOMEHKJIATYpa HHPOPMAIIMOHHBIX HICTOUYHHUKOB,
IPUMEHSIEMBIX B IPOQECCHOHAIBHON AEATEIbHOCTH; IPUEMBbI
CTpYKTypupoBaHus nHGopMmaruu; GopMaTt opopMICHUS
Pe3yIbTaTOB IOMCKA HH(OPMALIUH, COBPEMEHHBIE CPEICTBA U
ycTpoiicTBa HHpOpMaTH3aLUH; TOPAAOK UX IPUMEHEHHS 1
nporpaMMHoe obecreueHre B mpodhecCHOHaIbHOMI
JESTEeIBHOCTH B TOM YHCIIE C UCTIONIb30BaHHEM IH(POBBIX
CPEICTB.

OK 03 [InanupoBath YMeHusi: onpeaensaTh aKTyaqlbHOCTh HOPMATUBHO-IIPABOBOI1
U peajn30BbIBaTh JOKYMEHTAIMH B TPO(ECCHOHATILHOM NesITebHOCTH;
coOCTBEHHOE MPHUMEHSTh COBPEMEHHYIO HayYHYIO IPo(ecCHOHATBHYIO
npodeccuoHaNIbHOE TEPMUHOJIOTHIO; OIIPEICIISITh U BHICTPANBaTh TPACKTOPHH
Y JINYHOCTHOE Pa3BUTHE, npo¢eCCHOHANBLHOTO Pa3BUTHSI U CaMOOOPa30BaHUsl; BEISIBIISTH
MpeTPUHUMATENBCKYIO JIOCTOMHCTBA U HEJIOCTaTKH KOMMEpPUYECKON UlIeH;
JESITeTbHOCTh MIPE3EHTOBATh UACH OTKPBITHS COOCTBEHHOTO Jeiia B
B IPO(heCCUOHATBHOMN po(heCCUOHANBHON IEeATEIbHOCTH; 0(POPMIIATH OM3HEC-TIIaH;
cdepe, UCIOIB30BATh paccUYUTHIBATH pa3MephI BHITLIAT 110 MPOLEHTHBIM CTaBKaM
3HaHUsI 110 IPABOBOM U KpEeINTOBAHHUS; ONIPEAEIATh HHBECTULIMOHHYIO
(MHAHCOBOM IPaMOTHOCTH | IPUBJIEKATEIILHOCTH KOMMEPUECKUX UIEH B paMKax
B Pa3IMYHBIX KHU3HEHHBIX npodecCHOHANBEHON ACATENFHOCTH; IPE3EHTOBATh OM3HEC-
CUTYyalusix UJCI0; ONIPEIEIISITh HCTOYHUKY (PMHAHCUPOBAHMUSI

3HaHus: COEPKAHNUE aKTyaIbHOM HOPMATHUBHO-TIPABOBOM
JIOKYMEHTAIIMH; COBpEMEHHasl Hay4Has ¥ IpodeccHoHaTbHasT
TEPMUHOJIOTYS; BO3MOXKHBIE TPAEKTOPUH MPOPECCHOHATEHOTO
PasBUTHS U caMOOOPa30BaHHUSI; OCHOBBI
IpeANPUHUMATEIBCKOM IESITEIbHOCTH; OCHOBBI (PMHAHCOBOM
IpPaMOTHOCTH; TIpaBUJIa pa3pad0TKU OU3HEC-TIIAHOB; TIOPSIJIOK
BBICTPauBaHMS NPE3EHTALNH; KPEAUTHbIE OaHKOBCKHUE
IPOIYKTHI

OK 04 | DddexruBHO ‘YMeHus1: OpraHu30BbIBaTh padoOTy KOJUIEKTHBA W KOMAaH/Ib;
B3aMMO/IEWCTBOBATh B3aUMOJIEHCTBOBATh C KOJUIEraMH, PYKOBOJICTBOM, KITHEHTAMH B
u paboTath x071e Npo(heCcCHOHANIbHON eATEIbHOCTH
B KOJUIEKTUBE U KOMaH/Ie 3HAHUA: ICUXOJIOTUYECKHUE OCHOBBI AEATEIILHOCTH

KOJUIEKTHBA, IICUXO0JIOTHYECKHe 0COOEHHOCTH JINYHOCTH;
OCHOBBI ITPOEKTHOM JeSITETbHOCTH

OK 05 OCyIIECTBIATE YCTHYIO YMeHus: rpaMOTHO M3JIaraTb CBOU MBICIH U 0(OPMIIATD
Y MIACBMEHHYIO JOKYMEHTBHI 110 Ipo(hecCHOHaIbHOIM TeMaTrKe Ha
KOMMYHHKAIIHIO rOCYJIapCTBEHHOM SI3BIKE, MPOSIBIISITH TOJIEPAHTHOCTH B
Ha rOCyJapCTBEHHOM SI3bIKE | paboyeM KOJUUIEKTHBE
Poccuiickoii @enepanuu ¢ | 3HAHUSA: 0COOCHHOCTH COLMAIBHOTO U KYJIbTYPHOTO
Y9eTOM OCOOEHHOCTEH KOHTEKCTA; MMpaBmia 0popMIIEHUS TJOKYMEHTOB
COLIMAIBHOTO Y TIOCTPOEHHS YCTHBIX COOOIIEHUI
Y KYJIbTYPHOT'O KOHTEKCTa

OK 06 [IposaBasATh rpaskgaHCcKo- YMeHusi: ONUCBHIBATh 3HAYMMOCTh CBOEH CIIEIUAIBHOCTH,

MaTPUOTUYECKYIO
MO3ULIUIO,

IIPUMEHSATh CTAHAAPTHI AHTUKOPPYILHMOHHOTO MOBEICHUS

3HaHUsI: CYITHOCTH TPAKIAHCKO-TIATPHOTUICCKON TTO3HITHH,
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JIEMOHCTPHUPOBATH
OCO3HAHHOE IIOBEICHUE

Ha OCHOBE TPaJUIIUOHHBIX
POCCUICKUX TyXOBHO-
HPaBCTBEHHBIX LIEHHOCTEH,
B TOM 4HCIIe

C Y4ETOM rapMOHU3aIUN
MEXHAIMOHAIIbHBIX

U MEXPEJIUTHO3HBIX
OTHOILIEHUH, TPUMEHATh

00111e4eNI0BeYeCKX IEHHOCTEH;

3HaYMMOCTh TPO(PECCHOHATFHON AESITETHHOCTH 110
CIICLUATBLHOCTH;

CTaHJAPTHl AHTUKOPPYNIIMOHHOTO TTOBEACHUS U MOCIIEICTBUS
€ro HapymeHus

CTaHJapTHI
AHTUKOPPYILIMOHHOTO
IIOBEJICHUS
OK 07 | CozeiicTBoBaTh YMenusi: cobI10AaTh HOPMBI 3KOJIOTHYECKOM O€30MacHOCTH;
COXPAHEHHUIO OKPYKAIOIIEeH | OMpeleNsaTh HapaBJICHUs pecypcocOepekeHHs B paMKax
cpenpl, npodecCHOHANBHON AEATENBHOCTH IO _ CHEIMAIBHOCTH,
peCypcocOepeKeHuIO, OCYIIECTBIATH PabOTy C COOJIIOICHHEM MTPUHIIUIIOB
MMPUMCHATH 3HAHUA 6epe>1<n1/IBoro IIPOU3BOJACTBA OPraHU30BLIBATH
00 M3MEHEeHNH KJINMAaTa, po(hecCHOHANBHYIO AESITEIHHOCTh C YI€TOM 3HAHUN 00
NPUHLMIIEI OEPEKITNBOTO M3MEHEHUH KIMMATHYECKUX YCIOBUM perHoHa
MIPOM3BO/ICTBA, 3HaHuUs: IPaBUIIa SKOJIOTUIECKOM 0€30acHOCTH MIPH BEICHUH
3} dexTHBHO AEHCTBOBATH B | MPOECCHOHATBHOMN IESITELHOCTH, OCHOBHBIE PECYPCHI,
Ype3BBIYAHBIX CUTYyallusAX | 3aJeiiCTBOBaHHBIC B MPO(ECCUOHANTBHON ACATEILHOCTH;
MyTH obecrieueHus pecypcocOepeeHus; TPUHIIUTIBI
OepeKIIMBOTO MTPOU3BOJICTBA; OCHOBHBIC HANPABIICHHUS
M3MEHEHUS KIIMMAaTHYEeCKUX YCIOBUI peruoHa
OK 08 Hcnonb3oBaTh cpelicTBa YMeHus1: UCTIONB30BATH (PU3KYIHTYPHO-03JOPOBUTEIHHYIO
(1)H3H‘ICCKOI71 KYJIbTYPbI JJI1 ACATCIIBHOCTD AJId YKPCIUICHUS 300POBbs, JOCTUKCHUS
COXpaHEHUs JKU3HEHHBIX M MTPO(ECCHOHANBHBIX 1ISJICH;
Y YKPEIUICHUS 310POBbS NPUMEHSTh palOHaJIbHbIE IPUEMBI IBUTATENIbHBIX (DYHKLUH B
B TIpoIriecce npodecCHOHANBEHON IeATENLHOCTH;
npodecCHOHANEHON MOJIb30BAThCS CPEJICTBAMH MPOQUIAKTHUKY MTEPEHANPSIKEHHS,
JeSITeIbHOCTH XapakTepHBIMH ISl JaHHOH _ CIIeHUAJIbHOCTH
Y TIOJIep KaHusl 3HaHuA: posib GU3NUECKON KYIBTYPHI B OOIEKYIBTYPHOM,
HEOOXOTUMOTO YPOBHS npo¢eCCHOHANTEHOM M COMAILHOM Pa3BUTHH YeJIOBEKa,
¢buznyeckon OCHOBBI 3/I0pOBOT0 00pa3a >KU3HH; YCIOBUS
MOATrOTOBJIEHHOCTH npodecCHOHANBHON IEATEIbHOCTH U 30HBI PUCKa
(DU3UYECKOTO 3I0POBBS JIJIS CIICIIUATBHOCTH;
cpeAcTBa PO UITAKTHKY IepeHANPSHKEHUS
OK 09 ITonp30BaThCs YMeHus: TOHUMATh OOIIUI CMBICI YETKO IPONU3HECEHHBIX
npodeccuoHaNbHON BBICKa3bIBaHUI Ha U3BECTHBIEC TEMBI (Ipo)ecCHOHAIbHBIE U
JIOKyMEHTaIuen OBITOBBIC), TOHUMATh TEKCTHI Ha 0a30BbIe POdecCHOHATTEHBIE

Ha roCyJapCTBEHHOM
Y MTHOCTPAaHHOM SI3BIKaX

TE€MBI, y4aCTBOBATh B JUAIOraX Ha 3HAKOMEIE OOIITHE

U IPpOeCCHOHABHBIC TEMBI,

CTPOUTH MPOCTHIE BBICKA3bIBaHUA O ce0e 1 0 CBOEH
po(heCCHOHAIBHOM IEATEIIbHOCTH;

KpaTKo 00OCHOBBIBATH M OOBSCHSITH CBOU JACHCTBHS (TEKYIIHE
U TJIAHUPYEMBIC);

IMUCaThb IMPOCTHIC CBA3HBIC COO6IIICHI/I$[ Ha 3HAKOMBIC NI
HHTEpEeCYIUe MPOheCCHOHATBHBIC TEMBI

3Hanus:

MpaBuJia TIOCTPOCHHMSI TPOCTHIX M CIIOXKHBIX MPEIIOKESHUN Ha
po(heCCHOHAIBHBIC TEMBI;

OCHOBHBIE 00IIEYIOTPEOUTENNBHEIE IIIarojbl (OBITOBAs U
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npodecCuOHaIbHAS JCKCHKA);

JIEKCUYECKUH MUHUMYM, OTHOCSAIIUHUCS K OMHUCAHUIO
MPEIMETOB, CPEJCTB U MPOIECCOB MPOPECCHOHAIBHOM
JIESATEIILHOCTH; 0COOCHHOCTU TPOU3HOIIICHHUS;
MpaBWjIa YTEHUS TEKCTOB IpodeccHoHaIbHOM
HaIlpaBJICHHOCTH

4.2. lIpodeccuonanbHble KOMIIETEHIIUN

Buapbl Koa n Iloka3aTesin 0CBOCHHMSI KOMIIETEHMHU
AesITeILHOCTH HANMEHOBaHHe
KOMIETEeHINHU
OcymecTBiieHne K 1.1. HaBbikM: monydeHre HEoOXOAMMOW WHGOpMAIUN |
OpraHu3alMoHHOro M | OCyIIecTBIATh nepefaya  CaHKIMOHMPOBAaHHOM  MH(oOpMamuu  C
JOKYMEHTAIIHOHHOTO | MpHEM-TIepeaady WCTIONB30BaHUEM  CpPeACTB  HMH(MOPMALMOHHBIX |
o0ecrieyeHust yIpaBieHUECKON KOMMYHHKaIIMOHHBIX TEXHOJOTHI
JeSITeIbHOCTH uH(opManuu ¢ YMeHusi: UCIIONB30BaTh CPEACTBa MHPOPMALIMOHHBIX U
OpraHu3alyu IIOMOILBIO CPEJICTB KOMMYHHUKAIIMOHHBIX TEXHOJOTHHA [UISI TIONYYCHUS U

WHPOPMALIMOHHBIX U
KOMMYHHUKAIHOHHBI
X TEXHOJIOT U

nepenayn  MH(GOpPMAIMK; BECTH U KCIOJIB30BaTh B
paboTte 6a3y KOHTAaKTOB OPTaHW3ALMH; BECTH YUYETHBIC
perucTpanonHble  (OPMBI, HCIOJIB30BaTh HUX UL
WHPOPMALIMOHHONH paboThl M PabOTBl 1O KOHTPOJIO
HCIIOJIHEHUS NOPY4YECHUH; YCTaHaBJIUBATh 5
MOJJIeP)KUBaTh KOMMYHHKALMM B IIPOIECCE JEIIOBOTO
OOIIEHUSI C TIOMOUIBIO CPEACTB MH(POPMAIMOHHBIX H
KOMMYHUKAIIUOHHBIX TCXHOHOFHI;'I; CIjIa’KuBaThb
KOH()JIMKTHBIE W CIOKHBIE CHTYallMH MEXJIMYHOCTHOTO
B3aWIMOJCHCTBUS; COONIOJATh CITy’)KEOHBIH  OTHKET;
o0ecrneunBaTh “H(OPMAITUOHHYIO 0e30MacHOCTh
JeSTeIIbHOCTH OPTaHN3alHH.

3HaHMsA: HOPMAaTHBHBIE INpaBOBBIE akThl Poccuiickoi

Oeneparin = B chepe  MHDOPMAIMOHHBIX |
KOMMYHHKAIIMOHHBIX TEXHOJIOTHIA; CTpYKTypa
opraHm3anmy, e€ 3agaud W (QYHKIHMW; TpaBUiia

OpoOBEACHUS MACJIOBBIX IIEPEroBOPOB; IOTHUKA JACJIIOBOIO

oOLIeHNs; MpaBWiIa pPEYeBOro ITHUKETa; IpaBmIIa
MO ACPIKAHUS u pa3BUTHUS MEXKIIMYHOCTHBIX
OTHOUICHUH; TpeOOBaHMsI OXPaHbl TPYJa.
IIK 1.2. Hagbiku: Koopaunanus paboThI HpUEMHOU
Koopauauposats PYKOBOAMTENS M 30H NpuEMa pazUYHBIX KaTeropuit

paboTy IpueMHOM
PYKOBOIUTEIIS, 30H
MpHreMa pa3InIHbIX
KaTeropuii
IIOCETHUTENEN
OpraHu3aIuu

IOCETUTEIICH OopraHu3anuu

YmeHus: BCTpeUaTh MTOCETUTEIIEH, MOJTy4aTh
MIEPBUYHYIO UH(POPMAITUIO 0 MTOCETUTEIISIX,
YCTaHABIMBATh TMOPSAOK TpUEMa IS Pa3ITUIHBIX
KaTeropuit MOCETUTENEH; BECTU Y4ETHBIE

peructpanroHHble (OPMBI IO TPUEMY TIOCETUTENEH U
oQOopMIIATh TIPOIMYCKAa; BECTH NpUEM, TMepernady Hu
OTIIPaBKY JIOKYMEHTOB; OpraHHU30BHIBATh u
OpOHMpPOBATh IEPErOBOPHBIE KOMHATBI; CEPBHPOBAThH
yaitHple (Ko(eliHbie) cTOjBl B O(uce; NMPUMEHATH B
pabore CpencTBa UHPOPMAITUOHHBIX u
KOMMYHHKAIIMOHHBIX TEXHOJOTUI; MIPUHUMATh MEPHI 110
COXPaHEHUIO KOH(HJICHIIMATbHOW HH(OPMAIIUU B XOJIE
npuéma NoCEeTUTENEH.
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3HaHMsA: HOpMAaTHBHBIE NpaBOBBIE akThl Poccuiickoit
@epeparn Mo 3amuTe HHGOpPMAIMU U paboTe C
oOpalleHUsIMA TPaXkJaH; CTPYKTypa OpraHu3alufl H
pactpenenenre  (QYHKOWH; MEXAYy CTPYKTYPHBIMU
MOJpa3eIeHUSIMU U CIIELUAINCTAMU;

[IpaBUIa OpPraHU3aluU MpUEMaA MOCETUTENEH; 3TUKET U
OCHOBBI ME&XJYHAPOJHOTO MPOTOKONA; 3THKA JEII0OBOTO
OOIIEeHUSI; TPaBUiIa PEUEBOTO STHKETA.

MpaBuja CEPBHUPOBKH dYaitHOTo (KOQeHHOoro) croia;
TpeOOBaHMsI OXPaHBI TPYJa.

IIK 1.3.

BnageTs HaBBIKaMu
TIAHUPOBAHUS
pabouero BpeMeHU
PYKOBOIMTENS
cekpeTaps

HaBbiku: IJIaHUPOBaHWE  paboyero  BpEeMEHU
PYKOBOJUTEISI M pabovero JIHs ceKpeTaps
Ymenusi: BoIOMparh  GOpMBI  IDIAHUPOBAHHUS |

0oQOpMIIATH TIIAHUPOBINUK (OpraHaif3ep) PyKOBOAUTEIS
W CeKpeTaps; yCTaHaBIUBATh LENd, ONPEICNsATh
MPUOPUTETHOCTD M OYEPETHOCTH BBINOIHEHHS paboT U
a¢hekTuBHO pacnpenensiTs pabodee BpeMS;
COTJIaCOBBIBATL BCTPE€UM H MCEPOIPHATHA W BHOCHUTH
uHpOpMaLMI0O B ITUIAHUPOBIIMK  (opraHaisep);
nH()OPMUPOBATE  PYKOBOAHMTENS O  MPHOIIKEHUH
BPEMEHH M pErIaMeHTe 3aIIaHUPOBAHHBIX BCTpeY H
MEpPONPHUATHH; BBIOMpPaTh ONTUMAIbHBIE  CIOCOOBI
BHEIIHETO W  BHYTPEHHETO HMH(MOPMHUPOBAHHA O
TUTAHUPYEMBIX MEpOTIPUATHUSX; obecrieynBaTh
WHPOPMALMOHHYIO 0e30macHOCTh JeSITeIbHOCTH
OpraHu3aluy; IpPUMEHSITh B  paboTe  CpencTBa
UH(OPMAIMOHHBIX 1 KOMMYHHKAIIHOHHBIX TEXHOJIOTHI

3HaHUs: HOpPMAaTUBHBIE NPAaBOBBIC aKThl Poccuiickoil
®denepanuu B chepe HHPOPMAIIMOHHON 0€30MaCHOCTH;
CTPYKTypa ¥ CHEIU(PHUKA OCHOBHOW JEATEILHOCTH
OpraHu3allii; OCHOBBI YIIPABICHHUS BPEMEHEM;
npaBujia MPOBEACHUA [JCJIOBBIX IIEPETOBOPOB;
JICJIOBOTO OOIIEHMS; TPeOOBaHMsI OXpaHbl TPY/Ia.

O9THUKa

IIK 1.4.
Ocy1ecTBIATh
MIOATOTOBKY
JIEJIOBBIX  IIOE€3/0K
PYKOBOAMTES u
JIPYTUX
COTPYTHHUKOB
OpraHH3alnn

Haspixu: OpraHu3anus JIeTTOBBIX MOE3]10K
PYKOBOJHTEJISI U IPYTHX COTPYAHUKOB OpraHU3ALIH

YMeHnusi: COCTaBIATh M O(QOPMIISITH JTOKYMEHTHI st
JICJIOBBIX TIO€3/I0K; OCYIIECTBIIATh TPEBEI-IIOMEPIKKY
JICTIOBBIX TOE3/I0K; COTJIACOBBIBATH C MPUHUMAFOIIEH
CTOPOHOM IIPOTOKOJI IUIAHUPYEMBIX MEPONPUATHNH MU
(hopMHUpPOBATH IPOTrPaMMYy JICJIOBOH IMOC3/IKH;
HCIIOJIB30BATh cpezcTBa HHPOPMAITUOHHBIX 5
KOMMYHHKAIIMOHHBIX TEXHOJIOTUH s obecrnedeHus
B3aHMOI[eI>'ICTBH$I C pyKOBO}Z[I/ITe.HeM BO BpeMﬂ ero
JIETIOBOM MOe31KK; OPOPMIISTh OTUETHBIC TOKYMEHTHI O
JIEIIOBOM TTOE3/IKE.

3HaHMsA: HOPMATHBHBIE TPABOBBIE akThl Poccuiickoit
Oepnepanuu B chepe OpraHu3aIiiy JSI0BOH MOC3IKH;
MOPAJOK TOATOTOBKH W JIOKYMEHTHUPOBAaHHUS JAEIOBOMI
noe3aky; MHTepHET-pecypchl Uil OCYLIECTBIICHUS
TPEBEN-TIOAAECPKKH JIETOBBIX MTOE3/I0K; STHKET U OCHOBBI
MEXAYHapOJHOIrO  IMPOTOKOJA;  3THKAa  JIEJOBOIO
o01eHust; TpeOOBaHMs OXpaHbl TPYAA.

IIK 1.5.
crocobamu

Bnanerts

HaBbIku: OpraHu3anus u TO/IepKAHNE
(hyHKIIMOHATKLHOTO pabovYero MpoCTPaHCTBA
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OpraHH3aLNN
pabodero
MIPOCTPAHCTBA
IIPUEMHON U
KaOuHeTa
PYKOBOAHTENS

YMeHusi:  OopraHu3oBBIBaTH  pabouee  MeCTO B
COOTBETCTBHH C TpEOOBaHWSIMH DJPrOHOMUKH H
KyJlIbTypbl Tpyna; oOecmeunmBaTh pabouee MeECTO H
(hyHKITMOHATBHOE pabouee MIPOCTPAHCTBO
HE0OXOTUMBIMU CpEeICTBaMHU OpTraHU3aIMOHHOMN
TEeXHHKH, MeOeIbIo " KaHLEISIPCKUMHU
MIPUHAJICKHOCTAMU; MOJICPKUBATH cpeacTBa
OpPTraHHU3aIMOHHON TEXHUKHU B pa00YeM COCTOSHHH.

3HaHust: TpeOOoBaHM OXpaHBI TpyZa,
MPOU3BOJICTBEHHOW  CaHUTApUH, MPOTUBONOXKAPHOU
3aIlIUTHI; OCHOBBI MPAaBWIBHOW OpraHu3aluud Tpyna Hu
METOJIBI  TOBBHIMIEHUS ero 3()(PEeKTHBHOCTH; BHUIBI
OpraHU3aIMMOHHON TEXHUKH U TIOPSIOK PabOTHI ¢ HEH.

[IK 1.6.
Ocy1ecTBIATh
paborty 1o
MOJITOTOBKE U
MIPOBEICHUIO
KOH()EpPEeHTHBIX
MEpONPUATHH,
obecrieunBaTh
HHPOPMALIMOHHOE
B3auMOJIeiCTBUE
PYKOBOJIUTEIIS C
noApas3AeIeHUsIMA U
JOJKHOCTHBIMH
JULIaAMHU
OpraHu3alnn

HaBbikn: opraHuzanus TOATOTOBKHM U TPOBEIECHUE
KOH(EPEHTHBIX MEpONpUATHH, o0ecrieueHue
WH(OPMAITMOHHOTO B3aWMOJICHCTBHSI PYKOBOIHUTENS C
moapasfefieHusIMH W JOJDKHOCTHBIMH  JIMIIAMHU
OpraHM3aluu

YMeHusi: OpraHU30BBIBATH IPOLECC MOATOTOBKH U
MIpOBEICHHUE KOH(epeHTHOTro MEPOTIPHUATHUS
WHAWBUAYaTbHO H B CcOcTaBe paboueil Tpymmbl;
JOKYMEHTHpPOBaTh  pa3Hble  JTambl  MPOLEAYpPHI
MOJTOTOBKU u MIPOBEICHUS KOH(EPEHTHOTO
MEpONpHATHS;  COOMIONaTh  3TUKET M OCHOBBI
MEKAYHApPOJHOTO IPOTOKOJA; OCYIIECTBIATH cOOp,

00paboTKy WH(pOpMAIIHH, CHUCTEMAaTU3AIINI0
MOJTyYaeMBIX U TIepe/laBaeMbIX JAaHHBIX; OCYIIECTBISTH
IPOBEPKY JOCTOBEPHOCTH, TIOJTHOTHI 17§
HENPOTUBOPEUUBOCTH JAHHBIX, UCKITIOUCHHE
IyOnMpoBaHUsS nH(pOpMAIHH; MIPUMEHSTh

WHPOPMAITMOHHO-KOMMYHHUKAIIMOHHBIE TEXHOJIOTHH.

3HaHMA: HOpPMAaTHBHBIE NPaBOBBIE akThl Poccuiickoit
Qenepatun = B cdhepe  MHPOpPMALUM;  KOMILIEKC
OpPraHHU3aLHOHHO-TEXHUYECKUX MEpOIPHUATUI o
IIOATOTOBKE u MIPOBEACHUIO KOH(EpPEHTHBIX
MEpONPUATHH; TpaBwia OQOPMICHHS JIOKyMEHTOB,
CO3/1aBa€MBIX B MpOLECCE NMOATOTOBKH U MPOBEACHHUS
KOH(EPEHTHOTO MEpPOTPHUSTUS; OITHKET W  OCHOBBI
MEXIYHAPOAHOIO  IPOTOKOJA;  ATUKA  JEJIOBOTO
OOIIEHUs;  COCTaB  BHYTPEHHUX W BHEIIHUX
WH(POPMALMOHHBIX OTOKOB; CTPYKTYpa OpraHU3alUU U
MOPSAJOK B3aUMOAEHCTBUS TOAPA3JEICHUNA; METO/AbI
00paboTKK W 3amuThl WHOOPMAIUN C TpPUMEHEHHEM
cpeactB HMHGOPMALMOHHBIX M KOMMYHHMKALIMOHHBIX
TEXHOJIOTHI; TPeOOBAaHUS OXPaHbI TPYAA.

IK 1.7.
OdopmasTs
OpraHu3aIMOHHO-
pacnopsIuTeNbHbBIE
JTOKYMEHTBI H
OpraHu30BbIBATh
paboty c HEMH, B
TOM HYHCIIE C
UCIIOJIb30BAaHUEM

HaBbikn: oopmiienue OpraHu3alOHHO-
pacrlopsaMTENbHBIX ~ JOKYMEHTOB M OpraHu3auus
paboThl ¢ HUMU, B TOM YHUCIIE C

MCIIOJIb30BAaHNEM aBTOMATH3MPOBAHHBIX CHCTEM

YMeHHsl: COCTaBISITh MPOCKTHl OpPraHW3alMOHHBIX,
pacropsAuTeNbHBIX W MH(GOPMALMOHHO-CIIPABOYHBIX
JOKYMEHTOB, B TOM YHCJIE JOKYMEHTOB, COJIEPIKAIITUX

KOHQUJICHIINATBEHYIO UHQOPMAITHIO; opopMIIATH
OpTraHU3alMOHHO-PACIOPSIIUTEIbHbIC JIOKYMEHTBI
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ABTOMATU3UPOBAHHBI
X CHCTEM

(opUrMHANBI ¥ KOMNWH); CKaHUPOBaTh, KOIHPOBATH U
KOHBEPTHPOBATh IOKYMEHTHI B pa3IM4YHbIe (hOpMaThI;
OCYIICCTBJIATh IPOBEPKY MPOCKTOB JOKYMECHTOB Ha
COOTBETCTBHE MIPABHJIAM JICIIONPOU3BOJICTBA;
MIPUHAMATh W TPOBOAUTH TIEPBUYHYIO 0OpadOTKy
BXOJISIIUX JIOKYMEHTOB; TPOBOJUTH TPEIBAPUTEIHHOE
PacCMOTPEHUE BXOAIUX U BHYTPEHHUX JIOKYMCHTOB;
PETHCTPUPOBATH BXOSINUE, UCXOASIINE U BHYTPCHHUC

JIOKYMEHTHI; KOHTPOJINPOBATh MapIIpyTH3AIIIO
JIOKYMEHTOIIOTOKOB B OpraHu3aluu  (COrJlacOBaHUE,
MOANHCAHHUE, YTBEPKJICHUE, 03HaKOMJICHHUE u

WCTIOTHEHNE JTOKYMEHTOB); OCYIIECTBISITH CPOKOBEII
KOHTPOJIb HCIIOJIHEHUS JIOKYMEHTOB; OCYIIECTBIISTH
MOATOTOBKY M OTIPaBKY HCXOIAIIUX JIOKYMEHTOB;
COCTaBJATh OTYETHI W AHAIWUTHYECKHE CIpPaBKH 00
WCTIOTHEHUH JOKYMEHTOB;

BECTH  WH(POPMAIIMOHHO-CIIPABOYHYIO  paboTy 10
JIOKYMEHTaM; OCYIIECTBIIATh pabOTy ¢ OpraHU3aIMOHHO-
pacnopsANTENTbHBIMU JIOKyMEHTaMHU B
ABTOMATU3UPOBAHHBIX CUCTEMAX.

3HaHMsA: HOpMAaTHBHBIE MpaBOBBIE akThl Poccuiickoit
@Denepanu B cepe IENONPOU3BOICTBA; JIOKAJIbHbIE
HOPMAaTHUBHBIE aKThI, PErTTaMEHTHPYIOIHUE AEATEIBHOCTD
cIyxObl ~ JENONpOM3BOACTBA U €€  PabOTHHUKOB,
OpraHH3ALHIO BEJCHUS JIEJIOIIPOU3BOICTBA;
COBPEMEHHBIE MH()OPMAIIIOHHbIE u
KOMMYHUKAIIUOHHBIE TEXHOJIOTMM, IPUMEHSEMBIE B
pabore ¢ JOKyMEHTaMH; CTPYKTypa OpraHu3aliH,
PYKOBOJCTBO CTPYKTYPHBIX IOAPAa3AENCHUM, 00pa3ibl
MOANUCEN JHI, HUMEIOIIMX MpaBO TMOJANHCAHHAA U
YTBEPKJEHUS JIOKYMEHTOB, M OlpPaHUYEHHs] 30H UX
OTBETCTBEHHOCTH; IIpaBHIIa pyccKoro SI3BIKQ;
TpeOOBaHMsI OXpaHbl TPYJa.

[K 1.8. Opopmrsts
JOKYMEHTBI T10
JIUYHOMY COCTaBY U
OpraHU30BbIBATH
paboty c HEMH, B
TOM

qucie ¢
HCTOJIb30BaHIEM
ABTOMATHU3UPOBAHHEI
X CHCTEM

HaBpixku: odopmiieHHE JOKYMEHTOB 10 JINYHOMY
COCTaBY M OpraHM3aIus padOThl C HUIMH, B TOM YHCIIE C
HCIIOJIb30BAHUEM aBTOMAaTH3HPOBAHHBIX CUCTEM

YMeHusi: oOecreynBaTh COXpPAaHHOCTb NEPCOHAJIBHBIX

JTAHHBIX pabOTHHKOB; OpraHU30BbLIBAThH
JOKYMEHTO00OpOT 1O TMPEJICTABICHUIO JOKYMEHTOB TI0
MepCcoHaITy B rOCy/IapCTBEHHBIE OpTraHHbI;

OpPTraHU30BBIBATH  JIOKYMEHTOOOOPOT MO Y4€Ty W
NBIDKEHUIO  paOOTHHUKOB; BECTH BOWMHCKHH  YyU4&€T
paboTHuKOB;, BecTH  yu€T  pabodyero  BpEMEHHU
pabOTHUKOB; oopmATe OpraHHU3alMOHHO-
pactopsiANTENbHbBIE TOKYMEHTHI TIO JJMYHOMY COCTaBY;
BECTH PETUCTpAINIO, YYET, ONEepaTUBHOE XpaHEHHE
JIOKYMEHTOB o JTUYHOMY COCTaBy; BECTH
JOKYMEHTAllUIO,  IOATBEPXKAAIOLIYI0  CBEIEHHUS O
TPYAOBOM  NEATENHHOCTH W  TPYAOBOM  CTaxe
paboTHUKOB; (HOPMHUPOBATEH JIMUHBIE Jeia PAaOOTHHUKOB;
oopMIIATE AeNa Mo JIMYHOMY COCTaBYy JJIsl Tepedayd B
apxuB OpraHu3alvy; paborath co
CIEIMATN3NPOBAHHBIMU WH(POPMALUOHHBIMH
cucreMaMM M 0a3aMM JJaHHBIX MO BEICHHIO y4€Ta |
JIBIDKEHHUEO PAaOOTHUKOB.
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3HaHMsA: HOpMAaTHBHBIE NpaBOBBIE akThl Poccuiickoit
®denepannu B chepe TPYAOBbIX OTHOIICHHH; JIOKAIbHBIC
HOPMAaTUBHBIE aKThl, PETIIAMEHTUPYIOIINE TPYIOBbIE

OTHOILIEHUS; COBpPEMEHHBIE WHPOPMAITUOHHO-
KOMMYHHMKALIMOHHBIE TEXHOJOI'MM, TPUMEHSIEMbIE B
pabore ¢ [OOKyMEHTaMH IO JIHYHOMY COCTaBy;

CTPYKTypa OpraHu3allid, PYKOBOACTBO CTPYKTYPHBIX
Moipa3Jic/icHUi; MpaBuiIa JISIONPOU3BOJICTBA; MPaBHiia
PYCCKOTO S3bIKa; ATHKA JIEIIOBOTO OOIIEeHHs; TpeOOBaHUS
OXpaHbI TPY/JIa.

MK 1.9.
Opranm3oBBIBaTh
TEKyIee XpaHeHUE
JOKYMEHTOB,
00paboTKy men s
OTICPATUBHOTO U
apXUBHOIO
XpaHCHHA, B TOM
qucie c
HCTOJIb30BaHHEM
ABTOMATU3UPOBAHHBI
X CUCTEM

HaBbiku: OpraHH3aIys TEKYIIEro XpaHEHUS
JIOKYMEHTOB, 00pa0oTKa 1en Uid OIEepaTHBHOTO W
apXMBHOTO XPaHEHUS, B TOM YHCJE C HCIOIb30BAHUEM
ABTOMATHU3UPOBAHHBIX CHCTEM

YMmenusi:  pa3pabareiBaTh ~ HOMEHKIATYpy A€l
OpraHM3alMy; IPOBEPATh NPABHILHOCTH O(OpMIICHUS
JOKYMEHTOB M OTMETKH 00 WX HMCHOJHCHHH Iepea UX
(dbopMupoBaHHEM B JEJI0 IS HOCJIEIYIONIEr0 XPAHEHNUS;
(dbopMupoBaTh Jena, KOHTPOJIHPOBATH IPABWIEHOE U
CBOCBPEMEHHOE  paclpelesieHne M IOJUIMBKY
JOKYMCHTOB B Ji€Jla B COOTBETCTBUH C HOMCHKJIaTypOfI
Jell; TPOBEPSATb CPOKHM  XpaHeHHs JOKYMEHTOB,
COCTaBIIATH MIPOTOKOJI pabOTHI SKCIEPTHONW KOMHCCHH TI0
MOJTOTOBKE JOKYMEHTOB K IiepeAade B apXuB;
COCTaBJIATbL AKT O BBIACJICHUHM K YHHUUYTOXCHHIO
JOKYMEHTOB, HE IOJJISKAIINX XPAHEHHIO; COCTABISATH
akKT 00 YHWYTOXXEHHH JOKYMEHTOB; OCYIIECTBIIATh
MOJTHOE WIIM YacTHYHOE O(GOpMIICHHE AEN BPEMEHHOTO,
MOCTOSIHHOTO, JIOJITOBPEMEHHOTO CPOKOB  XPaHCHHS;
COCTaBIIATh OMHCH €T CTPYKTYpPHBIX HOApa3/IeICHHUIN
MOCTOSIHHOT'O, JIOJITOBPEMEHHOTO CPOKOB XPaHEHUS ISt
nepeaayn A€ B apXHUB OpraHu3alvuv, MOIPpUMCHATH
nH(pOPMAMOHHO-KOMMYHHKAIIMOHHBIE TEXHOJIOTUH TIPH
paboTe ¢ JOKYMEHTaMHU.

3HaHMsA: HOpMAaTHBHBIE MpaBOBBIE akThl Poccuiickoit
denepanuu B cdepe IeIONPOU3BOJICTBA U APXUBHOTO
Jena; JIOKaJIbHBIE HOpPMaTHBHBIE aKTHlI,
pEerIaMEeHTHPYIOIUE BEICHHUE JCIONPOM3BOIACTBA U
nepegady  JeJ B apXWUB  OpPraHM3alUu;  BHJIBI
HOMEHKJIATyp Jell, o0Imue TpeOOBaHUs K HOMEHKJIaType
JielT, IOPSJIOK paboThI ¢ Hell; MopsIoK (hOPMHUPOBAHUS
opopmienus  gmen, cnenupuka  (HOPMHUPOBAHUS
OTJENBHBIX KAaTErOpHH [ell; MpaBHJla XpaHEHHs [N, B
TOM YHCJIE C JOKYMEHTaMH OIPaHMYEHHOIO JOCTYIIA;
IpaBUja BBbLIAYM M MCIOJIb30BaHHUS JOKYMEHTOB W3
cOPMHPOBAHHBIX  JIeN;  TOPSJIOK  HMCIIOJIb30BaHUSI
TUIIOBBIX MJIM BEJIOMCTBEHHBIX INE€pPEUHEH TOKYMEHTOB,
OIIpPENEIICHNs CPOKOB XPAHEHUS B IIPOLIECCE SKCIIEPTU3BI
LIEHHOCTHU JTOKYMEHTOB; BUJIbI OIMCEN JI€]1 OPTaHU3aLuU
U TIOPAJOK PabOTHI C HUMH;

TpeOOBaHMsI OXpaHbl TPYJa.

Opraam3anus
apXuUBHOW pabOTHI IO
JIOKyMEHTam

TIK 2.1.
OcyIiecTBIATH
KOMIUIEKTOBaHHUE

HaBpIku: ydacTue B KOMIUIEKTOBAHUU APXUBHBIMU
JIeTaMu (JTIOKYMEHTaMH) apXuBa OpraHu3allnu

YMmenusn: pa6OTaTB C moApasaCIICHUAMN /
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OpraHu3alui
pasTUIHBIX HOpM
COOCTBEHHOCTH

APXUBHBIMU JCTIaMHU
(moxkyMeHTaMu)
apxuBa
OpraHU3alun

OpTaHU3alMsAMU HCTOYHUKAMH KOMIICKTOBAHHS
apxuBa; IPUHUMATh apXUBHbIC Jiela (JOKYMEHTbI) Ha
MOCTOSIHHOE JTH IOJTOBPEMEHHOE XPaHEHHE;
y4acTBOBaTb B NPOBEACHUM OKCHEPTH3Bl LEHHOCTH
Pa3NUYHBIX TUIIOB U BUJOB JOKYMEHTOB B COOTBETCTBHUU
C  BHYTPEHHHMM  perjaMeHTaMH  OpraHHM3alLuH;
OpUMEHSITh B paboTe pPEeKOMEHIAIMH 3KCIEPTHO-
MPOBEPOYHONH KOMHCCHH HJIM 3KCIEPTHOW KOMHCCHUH
OpraHU3ally; IPUMEHATh IEPEUHH C YKa3aHHEM CPOKOB
XpaHeHus e (JOKYMEHTOB);

coOMoaTh HOPMATHBHBIE CPOKM  XpaHEHHs el
(mOKyMeHTOB); BECTH yaér HMCTOYHHKOB
KOMIUICKTOBAaHMs apXHBa; HCIOJIb30BaTh IIEPEIOBOM
OTEYECTBEHHBIN u 3apyOeKHBIN OTIBIT o
KOMIUIEKTOBAaHUIO apxXuWBa JellaMd  (JIOKyMEHTaMH)
IIOCTOSIHHOTO W JOJTOBPEMEHHOI'O  XPaHEHUS;
WCTIONB30BaTh  COBPEMEHHBIE aBTOMATU3UPOBAHHBIC,
I/IH(bOpMa]_[I/IOHHLIC u TCJIICKOMMYHHUKAIIUOHHBIC
TEXHOJIOTMH JTOKYMEHTHUPOBAHHBIX Cep esTEeIbHOCTH
OpraHu3ally.

3HaHMA: HOpMATUBHBIE PAaBOBBIE aKThl Poccuiickoit
®enepannu B cdepe AeTOMPOU3BOACTBA U ApXUBHOTO
Jena; HayYHO-METOIUYECKHE KPUTEPUU SKCIEPTU3BI
LIEHHOCTH Pa3INYHbIX TUIIOB U BUJIOB /1€
(IOKYMEHTOB); TEOPETHIECKUE U METOIUIECCKUE
ACIEKThl KOMIUIEKTOBAHUS U SKCIEPTU3bI LIECHHOCTH
BCEX BHUJIOB JOKYMEHTOB; BU/Ibl, PA3HOBUIHOCTH U
(dhopmartsl Bcex BUIOB JOKYMEHTOB; YHU(UIIMPOBAHHYIO
CHUCTEMY OPTraHHU3aLUOHHO-PACTIOPSAUTEIBHON
JIOKYMEHTAIINH;, CTaHAapPTHl 0(hOpMIICHHS
OpraHU3allMOHHO-PACTIOPSAANTEIHHON TOKYMEHTAIUH;
CIIOCOOBI M TEXHOJIOTHUHU JIOKYMEHTUPOBAHUS Pa3TUIHBIX
BHJIOB MPO(peCcCHOHATHHOMN IEeATEhHOCTH;
OpraHU3allMOHHbBIE TPUHITUITBI KOMITJIEKTOBAHUS €T
(TOKYyMEHTOB) OrpaHUUEHHOIO JOCTYIIA; TPeOOBAHMUS
OXpaHbl TpyJa.

IIK 2.2.

Bectu yuér
APXUBHBIX JIENT
(TOKyMEHTOB), B TOM
qucie ¢
HCTOJIb30BaHHEM
ABTOMAaTHU3UPOBAaHHBI
X CHCTEM

HaBbiku: BeieHHe yu€Ta apXUBHBIX Jell (JOKYMEHTOB),
B TOM YHCJIC C HUCIOJIH30BAHUEM aBTOMATHU3WPOBAHHBIX
CHUCTEM

YMeHusi: I0Jb30BaTHCS y‘léTHLIMI/I JAOKYMCHTaAMU B
paMKax QJICKTPOHHBIX I/IH(l)OpMaHI/IOHHI)IX CHUCTEM

JOKYMCHTHUPOBAHHBIX c@ep JCATCIIbPHOCTH
OpraHumsanuvn; I10JIb30BaATbLCA CepTI/I(l) HIHUPOBAHHBIMHA
ABTOMAaTU3UPOBAaHHBIMU cucTeéMaMu

JOKYMEHTHPOBAHHBIX c(ep AeATEITLHOCTH OpPTaHU3aIuu
o y4€Ty, perucTpann, KOHTPOIO el (JIOKyMEHTOB);
MOJIb30BATHCS MH()OPMAIOHHO-CITPABOYHBIMHU
CHCTEMaMH JIOKYMEHTHPOBAHHBIX cep JeqarenbHOCTH
OpraHM3allNY; BECTH CIIPABOYHO-TIOMCKOBBIE CPEICTBA K
apXMBHBIM  JelaM  (JOKyMEHTaMm); BECTH  Y4€T
cTpaxoBoro (oHza apxXxuBHBIX JAed  (JAOKYMEHTOB);
MPUMEHSTh HOPMATHBHBIC MPABOBBIE AKThI, JIOKAIbHBIE
HOPMAaTUBHBIE AaKThl OPraHU3alMH W METOIUYECKHUE
JNOKYMEHTBl B obnmacth yuéra apXuBHBIX JeT
(TOKYMEHTOB); BHOCHUTh MPEJIOKEHUS 1o
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COBCPUICHCTBOBAHUIO METOAUYCCKOI'O obecrieueHus

yuaéra pasHBIX BUJIOB JIOKYMEHTOB B
JIOKYMEHTHPOBaHHBIX cepax JIESITSIILHOCTH
OpraHH3alHH.

3HaHusl: HOpPMATHBHBIC IIPABOBBIC aKTHl Poccuiickoit
Qenepan B cepe IEIOMPOU3BOICTBA M aAPXUBHOTO
Jena; METOIUYECKHEe JOKYMEHTHl M HallMOHAJIbHBIE
CTaHAapTel B o0macth yu€ra JOKYMEHTOB H
TIOKYMEHTHPOBaHHBIX chep JeSITETFHOCTH
OpTaHM3alli{;  OTCUECTBEHHBIE W  3apyOeKHbIE
CepTHU(QHULMPOBAHHBIE CHUCTEMBl ABTOMAaTH3HPOBAHHOTO
y4€ra apXuBHBIX el (IOKyMEHTOB); TpeOOBaHUS K
y4€Ty 0c000 IEHHBIX W YHUKAIBHBIX ApPXUBHBIX el
(IOKYMEHTOB); CpPOKHM BBIIOJHEHHUs PadOT MO YYETy
APXUBHBIX JIeN (IOKYMEHTOB); OOIIUE MPUHIIUITBI Y4ETA
W KOMIUIEKTOBaHUS el (JOKYMEHTOB) OTPaHUYEHHOTO
JIOCTyNa; TpeOOBaHMsI OXPaHbI TPyJa.

IIK 2.3.
Ocy1ecTBIATh
XpaHEHUE apXHUBHBIX
ne (IOKyMEHTOB) ¢
IMOCTOSHHBIM
CPOKOM XpaHEHUS U
10 JIMNYHOMY COCTaBYy
B apXUBE
OpraHM3alNN

HaBbiku: OCYHICCTBJICHUEC XPaHCHUA AapXUBHBIX JCJI
(MTOKYyMEHTOB) C TIOCTOSTHHBIM CPOKOM XpaHEHHsS U IO
JMYHOMY COCTaBY B apXHBE OpPraHU3aIlNU

YMeHusi: CHCTEMaTU3UPOBATS Jieia (IOKYMEHTBI);
pa3Meliath apxXuBHbBIE Jena (JOKYMEHTBhI) Ha MecTax
XpaHeHUs! B  COOTBETCTBUM C  HOPMATUBHBIMH
TpeOOBaHMSIMH B  OOJNaCTH apXHWBHOTO Jlena |
yhpaBieHuS TOKYMEHTaMH; COOJ0AaTh HOPMATHUBHBIE
PSXUMBI XpaHEHHMsI apXUBHBIX A€l (ZOKYMEHTOB) Ha
JMOOBIX HOCHUTENSIX; NPOBOIUTH MPOBEPKY ITOTHOTHI
COCTaBa apXUBHBIX TOKYMEHTOB B €IWHHUIIAX XPaHEHMS;
MIPOBOAAUTH ONMCAaHUE ApPXMBHBIX [el (JI0KYyMEHTOB);
COCTaBIISITH ~ CIIPABOYHO-TIOUCKOBBIE  CPEINCTBA K
apXUBHBIM JieJIaM (JOKYMEHTaM);

BECTH YY€T W KOHTPOJb BBIIAYM AapXMBHBIX JIEI
(1OKyMEHTOB) M3 apXMBOXPAaHMIUILA U UX BO3BPATa;
BECTH Y4ET M KOHTPOJIb Nepenadu Jel (JOKyMEHTOB) B
rOCYJJapCTBEHHBIN/MYHHUIIUTIAILHBIA apXUB WK HA UHOE
BHEIIHEE XpaHeHHe W npuéma Jel C BHEILIHEro
XpaHCHUS; MPOBOJUTH MOJIMCTHYIO MIPOBEPKY
(hU3UIECKOTO COCTOSHUS JIeT (JOKYMEHTOB);
pa3bICKMBaTh HEOOHApYXEHHBbIE Jiena (JIOKYMEHTBI);
3amyIarb WHGOPMALMOHHBIE PECcCypchl apxuBa OT
HECAHKIMOHUPOBAHHOIO JOCTYIIA.

3HaHMsA: HOpMATHBHBIE TMpaBOBBIE akThl Poccuiickoit
@denepanuu B cdepe IeIONPOU3BOJICTBA U APXUBHOTO
JieNla; HOpMaTHBHBIE IpaBOBBIE akThl Poccuiickoit
®eneparyu B ob6nactu HHGOpMAIIUK, HHPOPMAITMOHHBIX
TEXHOJIOTHH, 3alUThl WHPOPMAIUK U TEPCOHATBHBIX
JNaHHBIX, UUQPOBOH TpaHcHOpMalK; HOPMATUBHBIE
nmpaBoBble aKkThl Poccuiickori ®eneparyu B o0nactu
KOHQUJICHIINATEHOCTH nH(popMaIuy; IpaBuIa
XpaHeHusi el (JOKYMEHTOB) B COOTBETCTBUM C HX
TUIIAMH; TOPSAOK  (HOPMHUpPOBAaHUS JOKYMEHTOB B
KOMIUIEKTBI,  TPYNIbI,  TUMB;  TpeOOBaHHA K
O(QOpPMIIEHHIO JIOTOBOPOB Ha peau3aliio  YCIyT
BHEIIHETO XpaHEHWs Jen  (JOKYMEHTOB); CPOKH
BBITIOJTHEHUS paboT; TpeOOBaHHUS K YCTaHOBJICHHBIM
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HOpMaM BBIPaOOTKH;
TpeOOBaHMS OXPAHBI TPYAA.

[IK 2.4.
OcyIecTBIATh
XpaHEeHue,
KOMIUIEKTOBaHUE,
Y4€T U
HCTIONBb30BaHHE JIET
(mOKyMeHTOB)
BPEMEHHOTO
XpaHEHUS

HaBpiku: oOecrieueHHe XpaHEHHs, KOMIDICKTOBAHUS,
yuéTa U UCIOJIb30BaHUs Jie (JIOKYMEHTOB) BPEMEHHOTO
XPaHCHIS

YMeHusl: OpraHu30BBIBaTh M 00ECIIEUNBATH XpaHEHHE
Jen (JOKYMEHTOB) BPEMEHHOTO XpaHEHHUS! OpraHU3aluu
B TPagUIMOHHOM H B  JJIGKTPOHHOM  BHIE;
KOHTpPOJIMPOBATh pa3paboTKy CTPYKTYpPHBIMH
MOIpa3/IeNICHUsAMH OTMCEe M aKTOB O BBIICICHUH HA
YHAYTOXKEHHE TN (IOKYMEHTOB) BPEMEHHOTO XpaHEHHsI
B TPaJUIMOHHOM U B DJICKTPOHHOM BH/IE;

(bopMUpOBaTH ETUHUIBI XPAHEHUS JTOKYMEHTOB JJISI X
HOCJIEAYIOLIET0 pa3MeIIeHUs B apXUBE OpraHU3aLlug;
COCTaBIISITh ~ CIIPABOYHO-TIOUCKOBBIE  CpEICTBA K
apXUBHBIM JleJIaM (JOKyMEHTaM); OCYIIECTBIISTH MOUCK
JeNn (TOKYMEHTOB) BPEMEHHOTO XpaHEeHHs B IPOIecce
HUX XpaHEHHUs B CTPYKTYPHBIX IOAPA3ACICHUAX U apXUBE
OpraHu3allny;

OCYIIECTBIATh METOYECKOe PYKOBOJCTBO
opraHuzanMedl  xpaHeHWs JAenl  (JOKyMEHTOB) B
CTPYKTYPHBIX IIOJAPA3IACICHUAX OpraHu3aIiu;

OKa3bIBaTh CTPYKTYpPHBIM NOJpa3aeICHUAM
MIPaKTHUYECKYI0 TIOMOIIb B OpPTaHU3allUU XpaHEHUs A€l
(mOKyMEHTOB); pa3pabartbiBaTh CIIPaBOYHO-

nHPOPMALMOHHBIE  JOKYMEHTHI 110  OpraHU3auluu
WCTIONB30BAaHUSA  AeN  (AOKYMEHTOB)  BPEMEHHOTO
XpaHECHUS! B CTPYKTYPHBIX IOJPA3/ICICHUSX U apXUBE
OpraHu3alli; MPOBOAWTH AKCIEPTH3Y LEHHOCTH el
(IOKyMEHTOB) BPEMEHHOTO XpaHEHUs, IEpelaHHbIX B
apXuB; ONpPEAENATh CPOKH XpaHEHHUsS el (IOKyMEHTOB)
BPEMEHHOTO XpaHEHUsI; o0ecreunBaTh 3alUTy el
(1OKyMEHTOB) BPEMEHHOI'O XpaHEHHUS B OPraHU3ally OT
HECaHKIMOHUPOBAHHOTO JIOCTYNa WM YHUUYTOXCHUS;
MIPOBOJUTH ¢duznueckoe YHUUTOXKEHUE Jen
(1IOKyMEHTOB) BPEMEHHOI'O XpaHEHHUS C HCTEKIINMH
CPOKaMHM  XpaHEHUS  IIOCJII€  COIJIACOBAaHHS €O
CTPYKTYPHBIMH TOJIPpa3/IeIEHUSIMUA OpPTraHU3aIlny;
oopMIIATh YIETHBIE TOKYMEHTHI 00 YHUYTOXEHHUH eI
(IOKyMEHTOB) BPEMEHHOI'O XpaHEHHUs] C MCTEKIIUMH
CpPOKaMH XpaHEHHsS COBMECTHO CO CTPYKTYpHBIMH
[0JIpa3/Ie/IeHUsIMU OpraHU3alum.

3HaHMsA: HOPMAaTHBHBIE INpaBOBBIE aKThl Poccuiickoi
Oenepan B cepe IEIOMPOU3BOJICTBA M aAPXUBHOTO
Jlefla; HOpPMATHBHBIE TMpaBOBbIe aKkThl Poccuiickoi
Oenepanuy B 00J1aCTH 3aIUTHI IEPCOHATBHBIX JTaHHBIX;
HOpPMAaTHUBHBIE MPpaBoBbIe akThl Poccuiickoit denepanuu
B o0nmactd  KOHPHICHIMAILHOCTH  HMH(OpMAINY;
METOAMYECKHE JOKYMEHTHI U HAllMOHAIBHBIC CTAHIAPTHI
B 00JIacTH JENIOTNPOU3BOJCTBA W APXUBHOTO Jieja;
METOJIMKa pa3paboTKu (GOopM YUYETHBIX JOKYMEHTOB B
TPaAWIIIOHHOM W B DJJIEKTPOHHOM BHJE;, TIpaBUja
CUCTEMAaTH3allUU U KIACCU(PHUKAINH JOKYMEHTOB;

0COOCHHOCTH OpTaHM3AINY XPaHSHHS el (JIOKyMEHTOB)
Ha pa3INYHBIX HOCUTEIBIX; KPHUTEPUU OIpPEICICHUS
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LIEHHOCTH Jen  (JMOKyMEHTOB) I JajbHEHIIEro
XPaHCHHS WIN YHUYTOXCHUS; TPeOOBAaHUSA K TIpoIleccam
VHUYTOXKCHUS MHGOpPMAlM B TPAJUIMOHHOM |
AJICKTPOHHOM BHJIC; TPSOOBaHUS OXPaHbI TPYAA.

MK 2.5.
Ocy1iecTBIsATh
HCIIOJIb30BaHUE
APXUBHBIX JIEN
(mOKyMEHTOB), B TOM
qucie ¢
HCIOJIb30BaHUEM
ABTOMATH3UPOBAHHEI
X CUCTEM

HaBpIkH: OCYyIIECTBICHUAE HCIOIB30BAHUS APXHBHBIX
nen (IOKyMEHTOB), B TOM YHCIIE C FWCIIOJIb30BaHUEM
ABTOMATHU3UPOBAHHBIX CHCTEM

YMeHuUsI: CUCTEMAaTU3UPOBATh U 0000IIATh CBEACHUS O
COCTaBe W COACpPKaHWH APXHUBHBIX Je1 (JIOKyMEHTOB);
WCTIONB30BaTh  WH()OPMAIMOHHBIE  TEXHOJIOTHH B
0o0NacTH CO31aHHMS CHPABOYHO-TIOMCKOBBIX CPEICTB
apxuBa W JOKYMEHTHPOBAHHBIX cep AeATeTbHOCTH
OpTraHM3aIINN; (hopmMupoBaTh OCHOBHBIC u
BCIIOMOTaTEIIbHBIC BHJIBI APXUBHBIX CIPABOYHUKOB B
ANIEKTPOHHOM bopwme; MOJr0TaBJINBaTh
nH(OPMAITMOHHBIE TIOKYMEHTBI o 3ampocam
MOJIb30BATENEH Pa3IMUHBIX KATETOPUIl.

3HaHMsA: HOpMAaTHBHBIE NpaBOBBIE akThl Poccuiickoit
@eneparu B cdhepe AETONPOU3BOACTBA; HOPMATUBHBIC
mpaBoBble akThl Poccuiickoit ®Penepammu B 00JacTH
3alIMUThI NEPCOHAIBHBIX JaHHBIX; METOANYECCKUEC
JOKYMCHTBI B 00JIaCTH HCIIOJIB30BAHUS U Hy6J'H/IKaHI/II/I
ApXUBHBIX JeNl (JOKYMEHTOB); CEepTHU(HUIMPOBAHHEIC
MH(OPMAITMOHHO-TIONCKOBBIE  CHCTEMBI B 00JIacTH
pa3paboTku Hay4YHO-CIIPAaBOYHOIO amnmapata
JOKYMEHTHPOBAaHHBIX chep JEATEIIbHOCTH
OpraHu3allid; CPOKM  BBIIOJHEHHS  paboT 1o
opraHusanuu HUCIIOJIB30BaHUs APXUBHBIX i) §
(IOKYyMEHTOB); OpraHu3alOHHbIE TIPUHIUIIBI
HCHOJB30BaHMs JOKYMEHTOB OIPaHHUYEHHOTO JOCTYIIa;
TpeGOBaHI/ISI K TIIOATOTOBKC ApXHMBHBIX CIIpaBOK U
BBIITUCOK W3 AapXHMBHBIX JIOKYMEHTOB; TpeOOBaHMUs
OXpaHsbl TpyJa.

Beimonaenune padbot o
OZIHOM 1581051
HECKOJIBKUM
npodeccusiM paboUmX,
JOIKHOCTSIM
CITYKaIInX

BeinonHeHre paboT no
OJTHOM WA
HECKOJIbKHM
npodeccusiM padbouux,
JIOTDKHOCTSIM
CITyKalux
«Cexkperapsb-
aJIMHUHHACTPATOP

MK 1.1.
Ocy1ecTBIATh
npuém-nepenaqy
YIIPABJICHYECKON
nH(pOpMAaIUH ¢
ITOMOIIBIO CPE/ICTB
MH(OPMAIIMOHHBIX U
KOMMYHHKAIIMOHHBI
X TEXHOJIOT U

Hapixku: mnonyyeHne HeoOxogumoil uHGoOpmMauuu u
nepefaya  CaHKIMOHMPOBAaHHOM  MHQOpMamuu  C
WCTIONB30BAaHMEM  CPeACTB  HMH(OPMAIMOHHBIX |
KOMMYHHKAIIMOHHBIX TEXHOJIOTUH

YMeHusi: UCTIONb30BaTh CPEACTBa MHPOPMALIMOHHBIX U
KOMMYHHKAIIMOHHBIX TEXHOJOTHH MJISl TOJNyYeHHS |
nepeaayn WHGOpPMAIMK; BECTH W HUCIOJNB30BaTh B
pabore 0a3y KOHTAKTOB OpraHM3allM{; BECTU YUYETHBIC
perucTpaudoHHsie  (OPMBI, HCHONB30BaTh HX JUIf
WHPOPMAITMOHHONW paboThl M PabOTBl 1O KOHTPOJIO
WCTIOTHEHUS MOpYYEHUil; yCTaHABIIUBATh u
MOJAEP’)KMBATh KOMMYHHUKAIlMd B TpPOLECCE JeI0BOTO
OOIIEHUs] C TIOMOUIBIO CPEJCTB WH(POPMAIUOHHBIX |
KOMMYHHKAIIMOHHBIX TEXHOJIOTHIA; CTJI&KUBATh
KOH(JIMKTHBIE U CJIOXKHBIE CUTYallud MEXKIMYHOCTHOTO
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B3aMIMOJICHCTBUS; COONIOJATh CITY>)KEOHBIH  ITHKET;
obecreunBaTh nH(pOPMAITHOHHYIO 0e30macHOCTh
JIESTSIILHOCTH OPTaHu3alliu.

3HaHMsA: HOpMAaTHBHBIE NpaBOBBIE akThl Poccuiickoit
Oenepannn = B cthepe WHQOPMAITMOHHBIX U
KOMMYHHKAIIHOHHBIX TEXHOJIOTHH; CTPYKTypa
opranuzanuu, e€ 3agauyn W (QYHKUWH;, TpaBHia
IIPOBEACHUS JEJIOBBIX IIEPErOBOPOB; 3THKA JAEJIIOBOTO
oOIIeHus; IMpaBWiIa pPEYEBOr0 ITHKETA; IpaBHia
MOAJEPKAHUS u pa3BUTHUSA MEXIJINYHOCTHBIX
OTHOUICHUH; TpeOOBaHMsI OXPaHBl TPYJa.

IK 1.2.
Koopaunuposath
paboTy IpUEMHOI
PYKOBOAUTETS, 30H
TIpHeMa Pa3InIHbBIX
KaTeropuii
MOCETUTEIIEN
OpraHM3alNN

IIpakTHU4yeckunii ONBIT:

Koopanaanusa paboTel mpuéMHON PYKOBOIUTENS W 30H
npuéma pa3IUYHBIX KaTeropuil MIOCETUTEIIEH
OpraHH3alUU

Ymvmenus: BCTpEYaTh ITIOCETHUTEIICH, MOJIy4aTh
MEPBUYHYIO WH(POPMAITIIO o MMOCETHUTEIISX,
yCTaHABIMBATh TMOPSAOK TMpUEMa IS Pa3TUIHBIX
KaTeropui IIOCETUTEIIEH; BECTH Y4ETHBIE

perucTpanonHbie GopMBl O MPUEMY TOCETHTENCH U
opopMisTE TpomycKa; BecTH TNpUEM, TMepenady Hu
OTIIPABKY JOKYMCHTOB; OpraHu30BbLIBATH u
OpOHHMpPOBATH MEPETOBOPHBIE KOMHATHI, CEPBHPOBATH
yaitaple (kodeiiHbie) cTomsl B oduce; NMPUMEHATH B
pabote cpeacTsa WHQOPMAITUOHHBIX u
KOMMYHHUKAIMOHHBIX TEXHOJIOTHH; NPUHUMATH MEPHI IO
COXpaHEHWI0 KOH(HUIEHIMaTLHOH HH()OPMAIIUU B XO/e
npuéma OCETUTENEH.

3HaHMsA: HOpMAaTHBHBIE NpaBOBBIE akThl Poccuiickoit
Qenepanm o 3amuTe uHGOpMaMU W paboTe C
OOpalleHUsIMH TPaXJaH; CTPYKTypa OpraHu3alu |
pacnpenenienrie  QYHKOWH; MEXAy CTPYKTYPHBIMU
MOJpa3/eNICHUSIMU M CIIEUAINCTAMU;

MpaBWIa OpPraHU3aluu MpHEMa MOCETUTEIEH; 3TUKET U
OCHOBBI ME@XIYHApOIHOTO MPOTOKOJIA; ITUKA JEIOBOTO
OOIIeHNS; IPaBUJIa PEYEBOr0 ITHKETA.

MpaBUJia CEPBHPOBKU daiHOTO (KO(eHHOro) cTona;
TpeOOBaHMsI OXPaHBI TPY/IA.

IK 1.3.

Brianers HaBBIKaMH
TUTAHUPOBAHUS
pabodero BpeMeHH
pyKoBOIUTEINS U
cekperaps

HaBbikn: IUTAHUpOBaHWE  paboyero BpEMEHH
PYKOBOIUTENS U paboyvero JIHS ceKpeTaps

YMmenusi: BeiOMpaTh  (OpPMBI  IUIAHUPOBAaHUA U
0(hOpMIISTH TUIAHMPOBILYK (OpraHai3ep) pPyKOBOIHUTEIS
W CeKpeTaps; yCTaHaBIUBATh IICNH, OINPEICIATH
MPUOPUTETHOCTh U OYEPETHOCTD BBIOIHEHUSI paboT M
3¢ HEKTUBHO pacnpenensiTh pabouee BpeMS;
COTJIACOBBIBATH BCTPEYM W MEPOINPHATHS U BHOCHUTH
nHpopManMi0o B IUIAHUPOBHIMK  (OpraHaisep);
nHPOPMHUPOBATb  PYKOBOIUTENS O  NPHONMKEHUH
BPEMEHH W perjamMeHTe 3alUlaHUPOBAHHBIX BCTPEY M
MEpOTPHUITHH; BHIOMpPaTh ONTHUMAIbHBIE  CIIOCOOBI
BHEIIHETO W  BHYTPEHHEro HMHGOPMHPOBAaHUS O
TUTAHUPYEMBIX MEPONPHITHSX; o0ecrieunBaTh
nH(OPMAITMOHHYIO 0e30macHOCTh JeSITeTbHOCTH
OpraHu3alMy; TPHMEHITh B paboTe  CpescTBa
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I/IH(I)OpMaL[I/IOHHLIX 1 KOMMYHUKAIIUOHHBIX TEXHOJIOTHHA

3HaHusI: HOpPMAaTHBHBIC IIPABOBBIC aKTHl Poccuiickoit
Odenepanuu B chepe HHPOPMAITMOHHON 0€30MaCHOCTH;
CTPYKTypa M CHEIU(pHUKa OCHOBHOW JEATEIbHOCTH
OpraHu3alliy; OCHOBBI YIIPABICHHUS BPEMEHEM;

MpaBWiIa TPOBEACHUS JICIOBBIX TIEPETOBOPOB; 3THKA
JICIOBOTO OOIIIEHHs; TPeOOBAHUS OXPaHbI TPY/IA.

IIK 1.4. HaBbiku: OpraHu3aius JICTIOBBIX 0E3JI0K
Ocy1ecTBasTh PYKOBOIUTENS U APYTUX COTPYAHUKOB OpraHU3ALIN
HNOArOTOBKY YMeHusi: COCTaBIATH U OGOPMIIATH JOKYMEHTHI IS
ACIOBBIX  IIOC3JI0K | nejoBBIX IMOE3/A0K; OCYLIECTBISTH TPEBEN-TIOANCPKKY
PYKOBOAUTEIIA W | 1enoBBIX TMOE3/I0K; COIJIACOBBIBATH C MPUHUMAIOIICH
Apyrux CTOPOHOM IIPOTOKOJI IUIAHUPYEMBIX MEPONPUATHA U
COTPYAHUKOB (hopMHpOBaTH IPOTPaMMYy IEJIOBOH TTOE3IKH;
OpraHusanuu HCIIONIb30BaTh cpencTaa WHPOPMAITUOHHBIX u
KOMMYHHUKALIMOHHBIX TEXHOJIOTMH MAsi oOecredeHust
B3aMMOJCHCTBUSI C PYKOBOAUTENIEM BO BpEMS €ro
JIeTIOBOM TMOe3AKH; OPOPMIISTh OTUETHBIC TOKYMEHTBI O
JECJIOBOU MOE3JKE.
3HaHUsA: HOPMAaTUBHBIE NPAaBOBBIC aKThl Poccuiickoil
®enepannu B cepe OpraHu3anny AeTOBOH TTOE3IKH;
MOPSIIOK TOATOTOBKH M JIOKYMEHTHPOBAaHUS JIENIOBOI
noe3nky; MHTepHeT-pecypchl Ui OCYLIECTBJICHUS
TPEBEN-TIOAEPKKH IENOBBIX [10€310K; 3TUKET ¥ OCHOBBI
MEXAYHapOJHOTO  IMPOTOKOJA;  3THKAa  JIEJIOBOTO
o01IeHNsI; TpeOOBaHMs OXpaHbI TPYAA.
IIK 1.5. Buagers | HaBbiku: opraHuzanys u NOAACpKAHUE
criocobaMu (hyHKIIMOHATBHOTO pab0Yero MpOCTPaHCTBA
OpraHusanin YMeHnusi:  OpraHM3oBBIBaTH ~ pabouee  MeCTO B
pabouero COOTBETCTBUUM C  TpeOOBaHUSIMM OPrOHOMUKU U
HPOCTPAHCTBA KyJBTYpbl Tpyda; oOecrmednBaTh pabouee MeCTO H
TIPUEMHOHN 1 (hyHKIIMOHATBHOE pabouee MIPOCTPaHCTBO
KabuHera HEOOXOIMMBIMHA cpeacTBaMu OpraHU3aIMOHHON
PYKOBOZUTE/IA TEXHHKH, MeOeIbIo u KaHLEISIPCKUMHU
MIPUHAAJIEKHOCTSIMH; MOJIEP’KUBATh cpencrTsa
OpTraHU3aIIMOHHOW TEXHUKH B pad0YeM COCTOSHHHU.
3nanus: TpeOoBaHUS OXpaHBbI Tpyna,
MIPOM3BOJCTBEHHON  CaHWTapuH, MPOTHUBONOXKAPHOH
3alIUTHI; OCHOBBI NPAaBHJIBHOM OpraHu3alud Tpyda H
METOABI TMOBBIICHUS ero 3()(EeKTUBHOCTH; BUJBI
OpTraHU3aIMOHHOW TEXHUKH U MOPSIOK PadOTHI C HEH.
TIK 1.6. HaBpiku: opraHuzauus MOOATOTOBKU U IHPOBEICHUE
Ocy1ecTBasTh KOH(EPEHTHBIX MEPOTIPHUSTHH, oOecrieueHue
paboty o UH()OPMAITMOHHOTO B3aUMOJCHCTBUS PYKOBOIUTEIS C
MOJITOTOBKE U MoJpa3eNieHusIMA M JOJDKHOCTHBIMH  JIUIIAMHU
MIPOBEICHUIO OpraHu3alyu
KOH(EPEHTHBIX YMeHusi: OpraHW30BBIBATH MPOIECC IOJITOTOBKH U
MEpONPUATHH, [IPOBE/ICHHE KOH(EPEHTHOTO MEPOIIPUATHUS
o0ecrieunBaTh WHAWBUAYaTbHO H B cOocTaBe paboueil TpyImsl;
WHPOPMAIIMOHHOE JNOKYMEHTHPOBAaTh  pPa3Hble  dTalbl  MPOLELYPHI
B3aUMO/IENCTBHE MOJIrOTOBKU u MPOBEJICHUS KOH(EPEHTHOTO
PYKOBOJUTEIS C MEpONpHATHS;  COOMIONaTh  3TUKET W OCHOBBI

NOApa3ACICHUIMU U

MEXJIYHApOJHOTO TMPOTOKOJA; OCYHIECTBISTH COOp,
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JOJKHOCTHBIMU
JTUTIAMH
OpraHu3aluu

00paboTKy uH(pOpMAIIHH, CHCTEMAaTU3aIUI0
MOJTy9aeMbIX W TepPeaBacMbIX JIAHHBIX; OCYIICCTBIISATH

MIPOBEPKY JIOCTOBEPHOCTH, MOJTHOTBI u
HEMPOTHUBOPEUYUBOCTH JTAHHBIX, WCKJTFOUCHUC
IyOnmMpoBaHUs nH()OpMaITIy; MIPUMCHSTH

I/IH(l)OpMaHI/IOHHO -KOMMYHHKalIlUOHHBIC TEXHOJIOI'UH.

3HaHMsA: HOpMAaTHBHBIE NpaBOBBIE akThl Poccuiickoit
Qenepatin = B chepe  MHPOpPMALUHM;,  KOMILIIEKC
OpPraHU3aLHOHHO-TEXHUYECKUX MEPOIPHATUI o
IIOATOTOBKE u IIPOBEACHHIO KOH(EPEHTHBIX
MEpONpHATHH; TpaBuia oQOPMICHHS JOKYMEHTOB,
CO3/1aBAEMBIX B MpOLECCE NOATOTOBKH W IPOBEACHUS
KOH(EPEHTHOTO MEpPONPHUATUS; ITHKET U OCHOBBI
MEX/IYHAPOAHOIO  IPOTOKOJA;  3TUKA  JEJIOBOTO
OOIIEHUs;  COCTaB  BHYTPEHHUX M BHEIIHUX
nHGOPMALMOHHBIX TOTOKOB; CTPYKTYpa OpPraHU3aLMU U
MOPSAJOK B3aUMOAEHCTBUS TMOAPA3JAEICHUNA; METOAbI
00pabOTKM M 3aIIUTHl WHPOPMAIUK C MPUMEHEHHUEM
cpeactB HMHGOPMALMOHHBIX M KOMMYHHMKALIMOHHBIX
TEXHOJIOT'Mi; TpeOOBaHUs OXpaHbl TPYAA.

[K 1.7. Opopmasts
OpTaHU3alMOHHO-
pacnopsauTeNbHbIC
JOKYMEHTBI U
OpPTaHU30BbLIBAThH
paboTy ¢ HUMH, B
TOM YHCJIE C
HCTOJIb30BaHHEM
aBTOMAaTH3NPOBAHHBI
X CHCTEM

HaBbixn: oopmitenue OpraHU3alMOHHO-
pacHopsiANTENbHBIX ~ JOKYMEHTOB M OpraHu3alus
paboThl ¢ HUMH, B TOM YHUCIIE C

HCIIOJIb30BAaHHUEM aBTOMAaTH3HPOBAHHBIX CUCTEM

YMeHusi: COCTaBISTh MPOCKTHl OpPraHW3alMOHHEIX,
pactopsIUTENbHBIX W HMH()OPMAIMOHHO-CIPABOYHBIX
JTOKYMEHTOB, B TOM YHCJIE JJOKYMEHTOB, COJEPIKaIIX
KOHQUICHIUAITEHYIO UHQOPMAIHIO; oopmiATe
OpTaHU3aIMOHHO-PACTIOPSITUTEbHEIC JOKYMEHTBI
(opurMHaNBI W KOMWH); CKaHWPOBaTh, KOMHPOBATH H
KOHBEPTHPOBAThH IOKYMEHTHI B pa3IM4YHbIe (hOpMaThI;
OCYIIIECTBIISTh TIPOBEPKY NPOEKTOB JOKYMEHTOB Ha
COOTBETCTBHE IPABUIIAM JIEJIOIPON3BO/ICTBA;
OpPUHUMATh ¥ TPOBOAUTH MNEPBHYHYIO 00pabOTKY
BXOJISAIINX JIOKYMEHTOB; MPOBOJUTH MpeBapUTEIHHOE
paccMOTpPEHUE BXOSIINX M BHYTPEHHHUX JJOKyMEHTOB;
PETHCTPUPOBATh BXOJSIIHME, UCXOASAIINE M BHYTPEHHHE

JIOKYMEHTBHI; KOHTPOJIUPOBATH MapIIpyTU3ALHUIO
JIOKYMEHTOIIOTOKOB B OpraHu3anuu (COrjlacoBaHUE,
MOANKMCAHKE, YTBEPKIEHHUE, O3HAaKOMJICHUE u

HCIIOJIHEHUE JIOKYMEHTORB); OCYIIECTBIISITH CPOKOBBIH
KOHTPOJIb HUCIIOJIHCHHUA HOOKYMCHTOB; OCYIICCTBIATH
MOJITOTOBKY W OTIPAaBKYy HCXOIAIIUX JIOKYMEHTOB;
COCTaBIIATH OTYETHI W AHAJIMTUYCCKUE CIPaBKU 00
HCIIOJITHCHUU JOKYMCEHTOB,

BecTd  MHGOPMAIMOHHO-CIIPABOYHYIO  paboTy 10
JIOKYMEHTaM; OCYIIECTBIISATh pabOTy ¢ OpraHU3aIMOHHO-
pacropsAauTCIbHbIMA JOKYMCHTaMU B
ABTOMATU3UPOBAHHBIX CUCTEMAX.

3HaHMsA: HOpMaTHBHBIE INpaBOBBIE akThl Poccuiickoit
Oenepanu B cdepe IeIONPOU3BOJICTBA; JIOKAJILHBIE
HOPMaTHBHBIE aKThI, PErJIAMEHTHPYIOIINE AeATEIHHOCTD
CIyXOBI  JEJNONPOM3BOJACTBA W €€ paOOTHHKOB,
OpraHHU3aLHIO BEJICHUS JIEIIOIPON3BO/ICTBA;
COBpEMEHHBIE WHQOPMaIMOHHBIE u
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KOMMYHHKAIIMOHHBIE TEXHOJIOTHH, TPHUMEHJIEMbIE B
pabore C JOKyMEHTaMM; CTPYKTypa OpraHu3alliH,
PYKOBOJCTBO CTPYKTYPHBIX TOJpa3ieNeHui, 00pa3isl
MOANKMCEN JHI, HWMEIOIMX TMPaBO TOANHCAHUA MU
YTBEP)KICHHUS AOKYMEHTOB, M OTPAHWYEHHUS] 30H HX
OTBETCTBEHHOCTH; paBuiIa PYCCKOro S3BIKA;
TpeOOBaHMsI OXPaHBI TPYJa.

[IK 1.8. Opopmmsts
JTOKYMEHTHI TI0
JMYHOMY COCTaBY U
OpTaHU30BbLIBATH
paboTy ¢ HUMH, B
TOM

qUCIIe ¢
HCTOJIb30BaHHEM
aBTOMAaTH3HUPOBAHHbI
X CUCTEM

Hasbiku: O(I)OpMJ'IeHI/IG AOKYMCHTOB 110 JIMYHOMY
COCTaBy U OpraHU3al A pa6OTLI C HUMH, B TOM YHUCJIC C
HCITIOJIb30BAHMEM aBTOMATU3UPOBAHHBIX CUCTEM

YMenusi: oOecrneynBaTh COXPAaHHOCTH IEPCOHATBHBIX
JTAHHBIX pabOTHHUKOB; OpraHN30BbIBATh
JOKYMEHTOOOOPOT 1O MPEJICTABICHUIO JOKYMEHTOB IO
MepcoHaty B roCyJapCTBEHHBIC OpraHbl;
OpPTraHU30BBIBATH  JTOKYMEHTOOOOPOT MO Y4€Ty W
NBIDKCHUIO  pa0OTHHUKOB; BECTH BOWHCKHU  YUET
paboTHMKOB;, BecTh y4€r  pabodero  BpeMEHHU
PaOOTHUKOB, oopMIIATh OpraHU3alUOHHO-
pacropsAUTEbHBIC TOKYMEHTHI MO THYHOMY COCTABY;
BECTH pPETUCTPAIMIO, Y4YET, ONEPaTHBHOEC XpaHCHUE
JOKYMEHTOB ~ TIO0  JIMYHOMY  COCTaBy; BECTH
JOKYMEHTAIMIO,  TOATBEPKAAIOUIYI0  CBEIEHHS O
TPYIOBOH  JESATEIBHOCTH W TPYJOBOM  CTaxKe
pabOTHUKOB; (POPMHUPOBATH JIMYHBIC Jcja PAaOOTHUKOB,
oopMIIATE Aena Mo JMYHOMY COCTaBy HJIsl Tepefadud B
apXxuB OpraHu3aIvy; paboTtath co
CTECIUATN3UPOBAHHBIMU UHPOPMAITUOHHBIMH
cucreMaMH M 0a3aMH JIaHHBIX MO BEJCHHI0 Yy4€Ta |
JIBIOKCHHUIO PAOOTHHUKOB.

3HaHUs: HOpPMAaTUBHBIE NPAaBOBBIC aKThl Poccuiickoil
®enepanyu B cepe TPYAOBBIX OTHOIICHUH; IOKabHEIE
HOPMATUBHLBIC aKTbl, PETIAMCHTUPYIOUNIUE TPYAOBLIC
OTHOLICHUS; COBpEMEHHbBIE nH(POPMALMOHHO-
KOMMYHHKALIMOHHBIE TEXHOJIOTHH, TIPUMEHSIEMbIE B
paboTe C JOKyMEHTaMH IO JIMYHOMY COCTaBy;
CTPYKTypa OpraHH3aliH, PYKOBOJACTBO CTPYKTYpPHBIX
MoJpa3/esieHii; MpaBuiIa AEJIONPOM3BOJCTBA; NMpaBUIIa
PYCCKOTI'O s13bIKa; 3THKA JICIIOBOTO OOIIEHUS; TPEOOBaHUS
OXpaHbl TpyJa.

IIK 1.9.
Opranu3oBBIBaTH
TEKyIllee XpaHCHUE
JIOKYMEHTOB,
00paboTKy aemn mis
OIepaTUBHOIO U

ApXUBHOTO
XpaHeHus, B TOM
YHUCJIE Y
HCII0JIb30BAHUEM
aBTOMAaTHU3HUPOBAHHBI
X CUCTEM

HaBbiknu: OpraHusanusa TCKYLICTO XpaHCHUSA
AOKYMCHTOB, 06pa60TI<a ACH UIA  OIICPAaTUBHOTO H
APXXWBHOT'O0 XpaHCHUA, B TOM YHUCJIC C UCIOJIE30BAHUCM
AaBTOMATU3UPOBAHHBIX CUCTEM

Ymenus: pa3pabaTeiBaTh ~ HOMEHKIATypy  Jel
OpraHM3alliY; TPOBEPATH MPABUIBLHOCTH O(OpMIICHHS
JOKYMEHTOB U OTMETKH 00 WX HCIOJHEHUM Iepe]] HX
(hopMHpOBaHUEM B AEJIO VIS MOCIEAYIOIETO XPaHEeHUS;
¢dopmupoBaTh Jena, KOHTPOJIHMPOBATh MNPABMIIBHOE H
CBOEBPEMEHHOE  pacIpeesieHne U TOAIUBKY
JIOKYMEHTOB B JIeJla B COOTBETCTBUU C HOMEHKIATYpOU
JIeJI;  TIPOBEPATh CPOKHM  XPAaHEHUs JOKYMEHTOB,
COCTaBJISITh MMPOTOKOJ PaOOTHI AIKCIEPTHON KOMUCCHH TIO
MIOATOTOBKE JOKYMEHTOB K Tepeade B apXWB;
COCTaBISITh AKT O BBIICICHHMH K YHHUYTOKEHHUIO
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JOKYMEHTOB, HE MOMJISKAIIUX XPAHECHUIO; COCTaBIATH
akKT 00 YHHYTOXKEHHH IOKYMECHTOB; OCYIIECTBIIATH
MOJTHOE WJIM YacTUYHOE O(QOpMIICHHE JIeNl BPEMEHHOTO,
MOCTOSIHHOTO, JTOJITOBPEMEHHOTO CPOKOB XpaHCHUS;
COCTaBIIATh ONHCH €N CTPYKTYPHBIX HOApa3/IeIeHHUN
MIOCTOSTHHOTO, JTOJTOBPEMEHHOTO CPOKOB XpaHEHHS JUIS
nepeayn JAeil B apXWUB OpPraHU3alMM; HPUMEHSTDH
HHPOPMALMOHHO-KOMMYHHUKAIIIOHHBIE TEXHOJIOTUH TIPU
paboTe ¢ JOKYMEHTaMHU.

3HaHusl: HOpPMATHBHBIC IIPABOBBIC aKTHl Poccuiickoit
Oenepanyu B cdepe IEIONPOU3BOJICTBA U APXUBHOTO

zena; JIOKaJIbHBIE HOPMAaTHBHBIC aKThI,
perfIaMeHTHPYIOIINE BEAeHHE JeNONPOU3BOJACTBA U
mnepegady Jed B apXWMB  OpPraHM3allMU;  BHJBI

HOMEHKJIATyp Jedl, o0mmune TpeOoBaHHs K HOMEHKIIaType
Jies1, TIOPSIIOK paboTHI ¢ Hell; MopsAaoK (hOpMHUPOBAHUS U
opopmienuss  gmen, cneuupuka  (HOPMHUPOBAHUS
OTICNBHBIX KaTerOpHil Nell; MpaBWiia XpaHEHHs [Iell, B
TOM YHCJIE C JOKYMEHTaMH OTPaHHYEHHOTO IOCTYTIa;
NpaBWia BBIAAYM WM HCIOJB30BAaHHUS JIOKYMEHTOB U3
cOPMHUPOBAHHBIX  JIeN;  TOPSIOK  HCIOJIb30BaHUS
THITOBBIX WJIM BEJIOMCTBEHHBIX IEpPEeYHEll JOKyMEHTOB,
OIIpEe/ICIIEHHs] CPOKOB XPAaHEHUsSI B ITPOIIECCE IKCIICPTH3EI
LHEHHOCTH JIOKYMEHTOB; BUIbI ONMCEH /1€ OpraHu3anuu
U TIOPAJIOK PabOTHI C HUMH;

TpeOOBaHMsI OXPaHbI TPY/IA.

BrimonaeHue paboT mo
OJTHOM 158051
HECKOJIBKUM
npodeccusiM paboUmX,
JOIKHOCTSIM
CITyKaIInX
"[TacnopTtuct”

IIK 1.1.
Ocy1ecTBIATh
NpuéM-Tiepesagy
YIIpaBICHUYECKOU
nHpOpPMALIUH C
IIOMOILIBIO CPEJCTB
nHPOPMALMOHHBIX U
KOMMYHHKAIIMOHHBI
X TEXHOJIOTUI

HaBpiku: monydeHre HeoOXOoAuMoW WHGOpMAIUN |
nepefaya  CaHKIMOHMPOBAaHHOW  WHOpMamuu  C
UCTION30BAaHWEM  CpeACTB  MH(MOPMAIIMOHHBIX U
KOMMYHHUKAIMOHHBIX TEXHOJIOTHH

YMeHusi: UCTIONB30BaTh CPEJCTBa MHPOPMAIIMOHHBIX U
KOMMYHHKAIIMOHHBIX TEXHOJOTHH JJIsi TIONyYeHHS U
neperadyd  MHPOPMAIMK;, BECTH W HCIOJIB30BaTh B
paborte 6a3y KOHTAKTOB OpPTraHHM3AIlMH; BECTU YYETHBIC
perucTpanoHHbie  (GOPMBI, HCHONB30BaTh WX JUIS
nH(MOPMAITMOHHON pPaboTel W PabOTHI 1O KOHTPOIO
UCTIOJTHEHUS MOpYYeHUH; yCTaHaBJINBATh "
MOJIIEP’)KUBATh KOMMYHHUKAIIMKA B TPOIEcce JIEIOBOTO
OOIIEHUSI C TIOMOUIBIO CPEACTB WH(POPMAIMOHHBIX |
KOMMYHHUKaIIMOHHBIX TEXHOJIOTHIA; CTJIQXKUBATh
KOH(JIMKTHBIE U CIIOKHBIE CUTYalluu MEXIMYHOCTHOTO
B3aMMOJICUCTBUSA; COOJIOAATh  CIIY)KEOHBIH  ITHKET;
obecrnieunBaTh MH(OPMAITUOHHYFO 0e301acHOCTh
JeSTeIIbHOCTH OPTraHN3alHH.

3HaHMsA: HOPMATHBHBIE TPABOBBIE akThl Poccuiickoit
Qenepaunn B chepe WH(GOPMAITMOHHBIX U
KOMMYHHKAIIHOHHBIX TEXHOJIOTHH; CTpYKTypa
opranuzanuu, e€ 3agaun W QYHKIUHW;, [paBHia
MIPOBEACHUS JEJIOBBIX IIEPErOBOPOB; 3THKA JEIIOBOTO

oOIIeHUs; MpaBWiIa pPEYEeBOr0 ITHKETa; MpaBHia
MOJIACPIKAHUS u pa3BUTHUS MEXIIMYHOCTHBIX
OTHOUICHUH; TpeOOBaHMsI OXPaHBI TPYJA.
K 1.7. Opopmnsate | HaBbiku: oopmiienue OpraHu3aIoOHHO-
OpTraHU3alMOHHO- pacrlopsaMTeNbHBIX ~ JOKYMEHTOB M OpraHu3auus
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pacropsAauTeNIbHBIC
JIOKYMEHTBI 1
OpPraHU30BbLIBATH
paboTy ¢ HUMH, B
TOM YHCJIE C
HCIIOJIb30BAaHUEM
ABTOMATH3UPOBAHHBI
X CHCTEM

pa6OTBI C HUMH, B TOM YHUCJIC C
HCIIOJIB30BAHMEM aBTOMATU3UPOBAHHBIX CUCTEM

YMeHHsl: COCTaBISITh MPOCKTHl OpPraHU3alMOHHBIX,
pacmlopsAuTeNbHBIX W MH(GOPMAaIMOHHO-CIIPABOYHBIX
JOKYMEHTOB, B TOM YHCJIE€ JOKYMEHTOB, COIEPIKAIIUX
KOH(HICHIIHATHHYIO WH()OPMAITHIO; 0pOpPMIIATH
OpTraHU3aIIMOHHO-PACTIOPS TUTEIbHEIC JOKYMEHTBI
(opuruHanbl ¥ KOMHUH); CKAaHUPOBaTh, KOMHUPOBATH M
KOHBEPTHPOBAThH IOKYMEHTHI B pa3IM4yHbIe (hOpMaThI;
OCYIIIECTBIISITh TIPOBEPKY MPOCKTOB JOKYMECHTOB Ha
COOTBETCTBHE TIpaBUJIaM JIeJIONIPOU3BOJICTBA;
OpPUHUMATh W TPOBOAWUTH TEPBUUHYIO 00pabOTKy
BXOJISIIUX JIOKYMEHTOB; TPOBOJUTH TPEIBAPUTEIHHOE
paccMOTpeHHe BXOSIINX U BHYTPEHHUX JOKYMEHTOB;
PETUCTPUPOBATH BXOSIIUE, UCXOASAIINE U BHYTPEHHHE
JOKYMEHTBI; KOHTPOJIHPOBATh MapIIpyTU3AIHIO
JIOKYMECHTOIIOTOKOB B OpraHu3aliu (COriiacoOBaHHUE,
MOJKCaHNe,  YTBEPXKICHHWE,  O3HAKOMJICHHE U
WCTIOJIHEHHE JOKYMEHTOB); OCYIIECTBISITH CPOKOBBIN
KOHTPOJIb HCIIOJHCHHSI JTOKYMEHTOB; OCYIIECTBISATh
MNOATOTOBKY MW OTHPAaBKYy HUCXOAAINIUX OOKYMCHTOB,
COCTaBIAThL OTYETHI M aHAJIUMTHYECKHE CIIpaBKU 06
HCTIOJTHEHUH JOKYMEHTOBR;

BecTH  WH(GOPMAIMOHHO-CIIPABOYHYI0  paboTy 1o
JOKYMEHTaM; OCYIECTBISTh PadOTy ¢ OpraHu3alluOHHO-
pacrnopsAUTELHBIMU JIOKYMECHTaMH B
ABTOMATH3UPOBAHHBIX CHCTEMAX.

3HaHMsA: HOpMAaTHBHBIE INpaBOBBIE akThl Poccuiickoit
@enepann B cdepe AETONPOU3BOJCTBA; JIOKAIBHBIC
HOPMAaTHUBHBIE aKThI, PErTTaAMEHTHPYIOIHUE AEATEIBHOCTD

CIIy>)kObl ~ JETIONpOM3BOACTBA U €€  PabdOTHHKOB,
OpraHU3aluIo BEJICHUS JIEJIONPOU3BOJICTBA;
COBpPEMEHHbBIE MH()OPMAIOHHbIE u

KOMMYHHKAIIUOHHBIE TEXHOJOIMH, IPUMEHSIEMBIE B
paboTe ¢ JOKyMEHTaMH; CTPyKTypa OpraHH3alluH,
PYKOBOJICTBO CTPYKTYPHBIX TOJIpa3/IeNeHui, 00pa3ibl
MOANMCEN JMI, HWMEIIIMUX MpaBO TMOAMNHCAHUA M
YTBEpXKAECHUS JOKYMEHTOB, M OTpPaHMYEHHs] 30H HUX
OTBETCTBEHHOCTH; MpaBuia pycckoro SI3BIKQ;
TpeOOBaHMsI OXpaHbl TPYJa.

[IK 1.8. Odopmists
JOKYMEHTBI TI0
JUYHOMY COCTaBY H
OpraHM30BHIBATH
paboty c HEMH, B
TOM

qHcie ¢
HCHOJIb30BaHUEM
ABTOMATH3UPOBAHHEI
X CUCTEM

HaBpixku: odopmiieHHEe JOOKYMEHTOB 10 JIMYHOMY
COCTaBY U OpraHM3aIus padOThl C HUMH, B TOM YHCIIE C
HCIIOJIb30BAaHHUEM aBTOMAaTH3UPOBAHHBIX CUCTEM

YMeHusi: oOecreynBaTh COXpPAaHHOCTb INEPCOHAJIBHBIX

JTaHHBIX PabOTHUKOB; OpraHU30BbIBaTh
JIOKyMEHTOOOOPOT IO TPEICTABIICHUIO TOKYMEHTOB II0
IIEPCOHAITY B roCyJapCTBEHHBIC OpraHsbl;
OpPTaHHM30BBIBaTh JOKYMEHTOOOOPOT 10 Y4€Ty H
JIBHKCHUIO PaOOTHUKOB; BECTH BOMHCKHMHA  yu€T
paboTHMKOB, BecTh y4€r  pabodero  BpEeMEHHU
PaOOTHUKOB; oopMITATH OpraHU3alUOHHO-

pacHopsIIUTENbHBIE JOKYMEHTBI 110 INYHOMY COCTAaBY;
BECTH PETUCTPALMIO, Y4YET, ONEPATHUBHOE XPaHEHUE
JIOKYMEHTOB 110 JIMYHOMY COCTaBY; BECTH
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JOKYMEHTAIMIO, MOATBEPXKIAIONIYI0  CBEACHHUS O
TPYAOBOM  NEATENHHOCTH W  TPYAOBOM  CTaxe
paboOTHUKOB; (POPMHUPOBATH JIMYHBIC Jeja PAaOOTHUKOB,
oopMIIATE €A TI0 JIMYHOMY COCTaBY IS Mepeadd B
apxXuB OpTraHM3aINu; paborartp co
CTHEeTHATN3NPOBAHHBIMU WH(OPMAITMOHHBIMA
cucTeMaMy M 0a3aMM JaHHBIX 110 BEJACHUIO y4éra U
JIBUKCHHIO PAOOTHHKOB,

3HaHusI: HOpPMATHBHBIC TIPABOBBIC aKTHl Poccuiickoit
®enepanny B cepe TPYAOBBIX OTHOIICHHI; TOKATbHBIC
HOPMATHUBHBIC AaKThI, PErVIAMEHTUPYIOIINE TPYAOBHIC
OTHOIIICHUST; COBpEMEHHBIE nH(OPMAITIOHHO-
KOMMYHHKAIIHOHHBIE TEXHOJOTHH, TPUMEHSEMbIE B
paboTe ¢ JOKyMEHTaMH IO JIMYHOMY COCTaBy;
CTPYKTypa OpraHu3alid, PYKOBOJCTBO CTPYKTYPHBIX
mozpa3ieNieHui; mpaBuiIa JIEIONPON3BOICTBA; MPaBHIIa
PYCCKOTI'O s13bIKa; 3THKA JISIIOBOTO OOIIEHUS; TPEOOBaHUS
OXpaHbl TPyJa.

[IK 1.9.
Opranus3oBbIBaTh
TeKyIllee XpaHeHHe
JIOKYMEHTOB,
00paboTKy Aemn mms
OIIEPaTUBHOIO U

ApXHUBHOTO
XpaHEeHHs, B TOM
YHUCIIE c
HCIIONb30BaHUEM
aBTOMAaTU3UPOBAHHBI
X CUCTEM

HaBbiku: OpraHm3alysi  TEKyIIero  XpaHeHHs
TIOKYMEHTOB, 00pa0oTKa [en Juid ONepaTHBHOTO U
ApXMBHOTO XPaHEHUs, B TOM YHCJE C MCIOJIb30BaAHUEM
ABTOMATU3UPOBAHHBIX CUCTEM

Ymenusi:  pazpabareiBaTh ~ HOMEHKJIATYpY el
OpraHM3alMy; TMPOBEPATh NPABHIBHOCTH O(OpMIICHUS
JOKYMCHTOB W OTMCTKU 06 X HCIIOJIHCHHU Hepea HUX
(bopMupoBaHHEM B JI€JI0 IS IOCJIETYIONIET0 XPaHEHHUS;
(dbopMupoBaTh Jena, KOHTPOJIMPOBATH IPABUIEHOE U
CBOEGBPEMEHHOE  pacmpeieliecHne W MOJIIUBKY
JOKYMCHTOB B Ji€Jla B COOTBETCTBUHU C HOMCHKJIaTypOfI
Je7; TpPOBEPATh CPOKH  XPaHEHUS  JOKYMEHTOB,
COCTABIISITH MMPOTOKOJI paOOTHI SKCIIEPTHONH KOMUCCHH TI0
MOJITOTOBKE JOKyMEHTOB K Iiepefiadye B apXuB;
COCTaBIIAITh aKT O BBIICICHHMH K YHHYTOKCHHIO
JOKYMEHTOB, HE IOJJISKAIINX XPAHEHHIO; COCTaBISThH
aKT 06 YHUUYTOXCHUU JOKYMEHTOB;, OCYUICCTBIIATH
MOJIHOE WJIM YaCTHYHOE O(GOpMIICHHE e BPEMEHHOTO,
MOCTOSIHHOTO, JIOJITOBPEMEHHOTO CPOKOB  XPaHEHHS;
COCTABIJISITh OIUCU JI€]l CTPYKTYPHBIX IOAPa3JIEICHUI
MOCTOSIHHOT'O, JIOJITOBPEMEHHOTO CPOKOB XpaHEHUS IS
meperadyd el B apXUB OPraHU3allMi; HPUMEHSTh
WHPOPMAITMOHHO-KOMMYHUKAIIHOHHBIE TEXHOJIOTUH TIPU
paboTe ¢ JOKYMEHTAMHU.

3HaHMsA: HOPMAaTHBHBIE NpaBOBBIE akThl Poccuiickoi
@denepanuu B cdepe IeIONPOU3BOJICTBA U APXUBHOTO
nena; JIOKaJIbHbIE HOpPMAaTHUBHEIE aKTHl,
perjIaMeHTHUPYIOIIME BEICHUE JEJIONpPOM3BOJACTBA U
nepegadyy JAel B apXuUB  OpraHM3aluH;  BUABI
HOMEHKJIATyp e, o0mue TpeOGoBaHUS K HOMEHKIIAType
Jiell, TIOPSIJIOK paboTHI ¢ Hell; mopsyIoK (hOpMUPOBAHUS U
opopmienuss  gmen, cneuupuka  HOPMHUPOBAHMSA
OTICNBHBIX KaTeropuil Nell; MpaBWiia XpaHEHHs Iell, B
TOM YHCJIE C JOKYMEHTaMH OTPAaHHYEHHOIO OCTYIIA;
MpaBWiIa BBIJAYM W HCIOJNB30BAHHS JOKYMEHTOB W3
cOPMHUPOBAHHBIX  JeN;  HOPSOOK  HMCIOJIb30BaHUS
TUIOBBIX HMJIM BEJOMCTBEHHBIX INEpeYHel JOKYMEHTOB,

25




onpeeieHs] CPOKOB XPAaHEHUS B MPOIECCE IKCIIEPTU3BI
IIEHHOCTH JIOKYMEHTOB; BHUJIBI OIUCEH JET OpTaHu3aIliu
Y TIOPSIIOK PabOTHI ¢ HUMU;
TpeOOBaHMsI OXPaHbI TPYJIA.

Pa3zgea 5. CTpykTypa 0CHOBHOI 00pa30BaTe/JIbHOM MPOrPaMMBbI

5.1. YueOHBIH IIaH

VY4eOHBIM TIaH MPOTPaMMBI MOJTOTOBKH CIICIIHAIIMCTOB CPEIHETO0 3BEHA CPEIHETO
po(hecCHOHATLHOTO 00pa30BaHUs OMPEACIISET MePEYCHb, TPYAOEMKOCTh, MMOCIECI0BATCILHOCTD
U pacrpeie]IiCHHe Mo mepuoiaM o0ydeHus: y4eOHBIX MPEAMETOB, KypCOB, TUCITUILIAH (MOIYJICH ),
MPAKTUKH, UHBIX BHUJIOB YU4E€OHOU ACSITENLHOCTH OOy4arommxcs U (OPMBI UX TMPOMEKYTOUHOM
aTTecTaluu.

Vuebnsiii 1nan no crnenuanbHocTH 46.02.01 «/lokyMeHTanmOHHOE oOecredeHue
yIpaBIeHUS U apXHBOBEJIEHUE» COCTaBleH B cooTBeTcTBHH ¢ TpeboBaHusimu OI'OC CIIO mo
cnenuansHoctu 46.02.01 «/lokymeHTalonHoe oOecriedeHre yIpaBieHHs] U apXUBOBEACHUEY,
yrBepxkaeHHoro Ilpukazom MunucreperBa mnpocBemienus Poccuiickoit ®epepanuu ot 26
asrycra 2022 r. Ne 778 (Ilpunoxenwue 1).

5.2. KasienagapHblii yuyeOHblii rpauk
Kanennapuseiii yueOHbIN Tpaduk npeacrasieH B [Ipuioxenun 1.

5.3. Pabo4ue nporpaMmbl y4eOHBIX JMCHHMILUINH U MPO(eCCHOHATBHBIX MOy JICH

Paboune mporpamMmbl y4eOHBIX IUCLMIUIMH (MOJYJEH) SIBISIOTCA COCTaBHOW YacThIO
o0pa3oBarelibHbIl  MPOrpaMMbl UM ONPEACISIOT  COACPXKAHME JUCHMIUIMH  (MOAyJei),
3alJIaHUPOBAaHHBIE Pe3yJIbTaThl OOYYEHHs, COCTaBHbIE 4acTH y4deOHOro mporecca, GOopMbl U
METO/Bl OpraHu3alMyd y4eOHOro TMpollecca W KOHTPOJSl 3HAHWUH OOydJarouuxcs, y4eOHO-
METOJAMYECKOE H  MaTepHaJbHO-TEXHHUECKOe o0ecredeHne ydeOHOro mporecca 1o
COOTBETCTBYIOILIMM JUCIHUILIMHAM (MOIYJISIM).

COBOKYNHOCTH 3aIlJIaHUPOBAHHBIX PE3YJIbTATOB OOYYEHHS MO JUCUUIUIMHAM (MOIYJISIM)
oOecnieunBaeT (POpMUPOBAHME Y BBITYCKHUKA BCeX KoMIeTeH1uH, ycraHoBneHHbIX PI'OC CIIO.

AHHOTaIMM paboynx MporpaMM NpoQeccuoHanbHbIX MOIYIeH U Y4eOHBIX TUCIIUILUIMH
oOpa3oBaTenbHON TporpaMmsl no cnenuaibHocTH 46.02.01 «/lokymeHTanmonHoe oGecrieueHue
yIpaBJIeHUs W apXuBoBeldeHHe» mpuBeneHbl B Ilpwnoxenusx 2, 3, 4, u 5 x IIOIIl mo
CTHEeHATBHOCTH.

5.4. Paboyasi nporpaMMa BOCIMTAHUS M KAJeHIAPHBIN MJIaH BOCIUTATEIbHOM
padoThbI

Ienp paboueii mporpaMmbl BOCIIUTAHUS — Pa3BUTHE JTUYHOCTH, CO3JIaHUE YCIOBUM IS
CaMOOITPENETIEHNS] U COLMAIM3ALMU Ha OCHOBE COLMOKYJIBTYPHBIX, JYXOBHO-HPaBCTBEHHBIX
[IEHHOCTEH M TPHUHSITHIX B POCCHIMCKOM OOIIECTBE MPaBHJI M HOPM TOBEICHHUS B HMHTEpEcax
YeloBeKa, CEeMbH, OOIIecCTBa M TOCyAapcTBa, (GOpMUpOBaHHWE Yy OOyUYaIONMIUXCS YYBCTBA
MaTpUOTHU3MA, TPAKJAHCTBEHHOCTH, YBAXKECHHS K MaMATH 3alIMTHUKOB OTe4YecTBa W MOABUTAM
I'epoeB OtedecTBa, 3aKOHY M MPaBONOPANKY, YEIOBEKY Tpyla M CTaplIeMy IOKOJICHUIO,
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B3aUMHOTO YBAXKCHMs, OEPEKHOIO0 OTHOLIEHHS K KYJIbTYpHOMY HACIEIUI0 M TPaTULMSIM
MHOTOHAalMOHAJIBHOTO Hapoaa Pocculickoit @enepanuu, Npupoae U OKPYKAOLIEH Cpele.

Pabouas mporpamMMa BOCIUTAaHMS M KaJCHIAPHBIA IUIAH BOCIHMTATENLHOW pabOTHI 1O
CHeMaJIbHOCTH NpesacTaBieHsbl B [Ipunoxennsax 9 u 10.

5.5. CTpykTypa M 00beM NporpaMmbl NOATOTOBKH CIEHUATHCTOB CPeJHEro 3BeHa
no cnenuaiapnoctn  46.02.01 «/lokymeHTanmoHHOe o0ecmeyeHHe YNPABJICHUS W
apXuBOBe/ICHUE»

O0bem
HNupexce CTpykTypa o0pa3oBaTebHON NMPOrpaMMbl obpazoBateLHoi
NporpaMMsI B
aKaJeMHYeCKHX Yacax

(0111 Oo0ureo0pa3zoBaTeibHASI MOATOTOBKA 1476
COO | Cpeanee o01iee odpa3oBaHue 1476

OVII | Obs3arenbHble y4eOHbBIC TTPEAMETHI 1342
JAVII | lonosHUTENbHBIE YYEeOHBIC TPEAMETHI 134
I IIpodeccnonaibHas MOATOTOBKA 2952
Cru ConmansHO-TYMaHUTAPHBIN ITHKIT 468
OIIL] | O6memnpodeccnoHaTbHBIN UK 556
M [IpodeccrnonanbHbIN UK 1712
I'MA lNocymapcTBeHHast UTOTOBast aTTECTAITHS 216
O6muii 00eM 00pazoBaTeTbHOI MPOTPAMMBI 4428

Pa3zgen 6. YciaoBus peanu3anuu 00pa3oBaTeibHON MPOrpaMMbl
6.1. TpeGoBanusi K MaTepHAJIBHO — TEXHHYECKOMY OCHAIIEHHIO MNPOrPaMMbI
MOATOTOBKHM CIeLMAJIHMCTOB CPeIHero 3BeHa

Komnemx  MHOroypoBHeBoro  mpo(ecCMOHAaIBbHOTO  00pa3oBaHUS  pacloJiaraet
MaTepuaIbHO-TEXHUYECKOM 0a30ii, oOecreuynBaronieil MpOBEIEHUE BCEX MPEIyCMOTPEHHBIX
y4eOHBIM IJIAHOM BHUJOB J1a0OPAaTOPHBIX padOT, MPAKTHYECKUX 3aHATHM, IUCHUIUIMHAPHOM,
MEXIUCIUTUTMHAPHON W MOJYJIbHOM TOATOTOBKH, y4e€OHOW MPAKTUKH, KOHCYIbTAllMi, B TOM
quclie TPYMIOBBIX W UHANBUAYAIbHBIX, TEKYIIETO KOHTPOJS, MPOMEXKYTOYHOW aTTeCTalluu, a
TaKXe MOMELICHHUs Il CAMOCTOSITENIbHON paboThl, 1TaOOpaTOPHH, OCHAIIEHHbIE 000PYA0BaHUEM,
TEXHHYECKUMU CpeACTBaMH OOydeHHs ¢ MaTepuajaMmH, YYUTHIBAIOIIMMU TpeOOBaHUS
MEX1YHapOJHBIX CTaHAApPTOB.

MartepuanbHO-TeXHUYECKass ©0a3a COOTBETCTBYET JIEHCTBYIOIIMM CAaHUTApHbIM H
MPOTUBOMNOXKAPHBIM HOPMaM.

PecypcHoe oOecrneuenne 00pa3oBaTebHOM TPOrpaMMbl (POPMHUPYETCST HAa OCHOBE
tpeboBanuii, onpeaensieMbrx @I'OC CIIO no crenuanbHOCTH U IpeycMaTpuBaeT Halln4ue:
KaOunersi:

COLIMAJIbHO-3KOHOMMUECKUX U YIPABIECHUYECKUX JUCLMILINH,
MHOCTPAHHOTO S3bIKa B MPO(ECCUOHALHON AEATEIbHOCTH,;
PYCCKOTO si3bIKa B MPO(EeCCHOHATIBHOM IeSTENbHOCTH;
paBOBOTO obOecreueHus mpohecCHOHATBHON IeATeTbHOCTH;
JIOKYMEHTAIlMOHHOTO 00eCieueHus yIpaBJeHHUs,
apXUBOBECHMUS,
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poeCCHOHAIBHON ATUKHA U OCHOB JICJIOBOTO OOIIECHNS;

OpTraHMU3aINH CEKPETAPCKOTo 00CTyKUBAHUS;
0€30MaCHOCTH KU3HEAEITEILHOCTH,
METOIUYCCKHH.

JlabopaTopum:

KOMIIBIOTEPHON 00pabOTKH JOKYMEHTOB;

I/IH(i)OpMaHI/IOHHI)IX 1 KOMMYHUKAIIUOHHBIX TCXHOHOFHﬁ;

APXHMBHOTIO J¢Ja,

OpraHu3annuun pa6OTBI C JIOKYMEHTaMH,

CHCTEM DJIEKTPOHHOI'O IOKYMEHTO000POTa;
yueOHasi KaHUEJSpUs.

CnopTuBHBINH KOMILJIEKC:

CnopTHUBHBIN KOMILIEKC.

3aJIbl:

6I/I6J'II/IOT6K8., YHATaAJbHBIN 341 C BBIXOJ0OM B CCThb I/IHTepHeT;

aKTOBBII 3all.

6.1.1. OcHaltenre KaOMHETOB:

KaoOuner «COIII/IaHbHO-3KOHOMPI'leCKHX H YIIPABJCHYCCKHUX TUCHUIITTHHY, OCHAIIICHHBIH:

O60py,[[OBaHI/ICMI pa60‘II/IC CTOJ U CTYJ IO KOJHUYCCTBY o6yqa}0umxc;1, pa60qee MECCTO
npernoaaBaTeCJIs;

TCXHUYCCKHUMU CPCACTBAMHU o6yquH$[: HepCOHaHbHBIﬁ KOMIIBXOTEP, IIPUHTCP, IIPOCKTOP,
HHTCPAKTHBHAA IIPUCTABKaA K JOCKC HJIM HHTCPAKTUBHAA NOCKA.

KaoOuner «MHOCTPaHHOrO AI3bIKA B NPO(eCCHOHAIBHOM AeITeJIbHOCTH», OCHAIICHHBII:

o0opyJoBaHUEM: paboyre CTOJN M CTYJ MO KOJMYECTBY OOydaroluxcsi, pabouee MecTo
IpenoaaBaTes;

TEXHUYECKUMHU CPEJICTBAMU OO0YUYEHMSI: IEPCOHATIbHBIA KOMIBIOTED, PUHTEP, MPOEKTOP,
MHTEPAaKTUBHAsI IPUCTABKA K JOCKE NI UHTEPaKTUBHAs JOCKA.

Kao0uner «Pycckoro si3pika B IpoecCHOHAIBLHOM JesITeIbHOCTH», OCHALLICHHBIN:

o0opyJoBaHUEM: paboyre CTOJN M CTYJ MO KOJMYECTBY OOydaroluxcsi, paboyee MecTo
IpenoaaBaTes;

TEXHUYECKUMHU CPEJCTBAMHU OO0YUEHHUSI: IEPCOHAIbHBIA KOMIIBIOTEP, IPUHTEDP, MIPOEKTOP,
MHTEPAaKTUBHAsI IPUCTABKA K JOCKE NI UHTEPaKTUBHAs JOCKA.

Kaouner «IIpaBoBoro o6ecnedenus npohpecCHOHAIBLHOM AeATeJIbHOCTH», OCHAIEHHBIN:

obopymoBaHueM: pabodyue CTOI W CTYJ MO KOJUYECTBY OOyYaromuxcsi, pabouee MecTo
MpernoaaBaTens;

TeXHUYECKUMH CPEACTBAMU OOYUEHHS: TIEPCOHATBHBIN KOMIBIOTEP, MIPUHTED, TPOCKTOP,
HHTCPAKTUBHAA ITPUCTABKA K JJOCKC NJIM MHTCPAKTUBHAA JOCKA.

Kaouner «/lokyMeHTAHMOHHOTO0 00ecnevyeHusl yIPaBJICHHU, OCHALLCHHBIN:
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obopynoBaHueM: pabo4yue CTON M CTYJ MO KOJMYECTBY OOydaromuxcs, pabodee mMecTto
IperoIaBaTessi, CACTEMbI XpaHEHHUS JIe]l B Y4eOHOW KaHICISIPUH;

TEXHHUYECKUMHU CPEACTBAMH OOYUYCHUS: MEPCOHAIBHBI KOMIBIOTEP, MPUHTEP, CKAHED,
KOTMPOBAJIBHBIN anmapar uin M®Y, mpoekTop, UHTEpaKTUBHAS TIPUCTABKA K JJOCKE WJIH
UHTEPaKTHBHAS JOCKA.

KabOuner «ApXuBOBeJIeHUN», OCHAIIICHHBII:

000pYZIOBaHUEM: CTOJIBI M CTYJIbS, IIKA(]bI, CTEIAXHU, JOCKA, MHTEPAKTUBHAS IIPHCTAaBKa
K JOCKe/MHTEpaKTUBHAA JOCKA, TPOEKTOP, KOHAUIIMOHED;

TEXHUYECKUMHU CPEJICTBAMU: MEPCOHAIBHBIA KOMIBIOTEP (IIPOrpaMMHOE OOecredeHue:
TEKCTOBBI  penakTop, TMpaBoBas  0a3a  JaHHBIX, CHCT€Ma  3JEKTPOHHOTO
JIOKyMEHTOO0O0pOTa, TMPOTrpaMMHBIA  TMPOIYKT, peanusyoumii (QyHKUHKM apXxuBa
OpraHM3aliy, JIOKaJIbHAas CETh, BBIXOJ B TJI00AJIbHYIO CETh), MHOrO(YHKIHOHAIbHOE
YCTPOMCTBO (IPUHTEP, CKaHEP, KOIIUP).

Kaouner «IlpodeccnoHaIbHOM 3THKH U OCHOB /1€J10BOT0 001IeHUsD», OCHALICHHBIM!

o0opynoBaHueM: pabo4yue CTON U CTYJ MO KOJMYECTBY OoOydaromuxcs, pabodee MecTo
IIPEIoAaBaTelIs;

TEXHUYECKUMH CPEACTBAMHU OOYUEHHS: MEPCOHAIBHBIN KOMIBIOTEP, MPUHTEP, MPOEKTOP,
VHTEPAKTHUBHAS IIPUCTABKA K JOCKE WJIM UHTEPAKTUBHAS J1OCKA.

KaOunner «Opranusanuu ceKpeTapckoro 00Cc/aIyKuBaHus», OCHAILICHHBIN:

o0opyJoBaHuEM: paboyue CTOJ M CTYJ IO KOJMYECTBY OOydaroluxcsi, paboyee MecTo
IpernoJiaBaTessi, CHCTEMbl XpaHEHUsI Jiell B y4eOHON KaHLeNsApUn;

TEXHUYECKUMH CPEJCTBAMHU OOYYEHMs: NMEPCOHAIbHBIA KOMIIBIOTEP, NMPUHTEP, CKaHED,
KONMPOBaJIbHBIN anmapar win MOV, npoekTop, MHTEpaKTUBHAsI IPUCTABKa K TOCKE WM
WHTEPAaKTUBHAsI TOCKA.

Kaouner «be3onmacHocTu AKU3HEACATCIBbHOCTH, OCHAILICHHBI:

o0opyJoBaHUEM: paboyre CTOJN M CTYJ MO KOJMYECTBY OOydaroluxcsi, paboyee MecTo
npenojasarens, mnporuBoraz [TI-7, pecnupatop P-2, 3ammurtHblii koctiom JI-1,
00I11€BOIMICKOBOI 3allIUTHBIN KOCTIOM, OOIIEBONCKOBON NMpHOOp XMMHUYECKOH pa3BEeIKH,
KOMIIac-a3UMYT, UHAUKATOP paAHMOAaKTUBHOCTH, UHIMBUYalbHBIA NMEPEBSI30UHbIN MaKeT
UIIII-1, XryT KpOBOOCTaHABIMBAIOIINM, aniTeuka MHAUBUAyabHas 1. AW-2, koMIiekT
IIPOTUBOOKOTOBBIN, WHAMBUAYAIbHBIM npoTtuBoxumudeckuid mnaker HWIIII-11, cymxka
CaHUTapHas JUlsl OKa3aHUs NepBoi nomoiy nojapasaeneHusm cui I'O (mpuxa3 Ne 611 ot
08.02.2013), HOCHUIKM TIIAIIEBBIE, TPEHAKEP-MAHEKEH B3POCIOT0 TOCTPATABIIETO
«Anekcanap-2-0.1» (romoBa, Topc) A OTPaOOTKH MPUEMOB CEPACYHO-TETOUHON
peaHuManuu (co CBETO3BYKOBBIM MHAMKATOPOM), CTEHJI-YTOJOK MapkepHbId «TexHuka
6e30macHOCTH. Y CTpOHCTBO, cOopka U pazbopka aBromara AK-74. HopmaTtusbl», cTeHa
«[Ipubops! panuanMOHHOH M XMMHUYECKOM pa3BeAKH», MakeT aBromara KamamHukoa
(cOopHO-pa30opHBIii), Y4EeOHO-TPEHUPOBOUYHBIM KOMIUIEKC OTHEBOW  MOJATOTOBKH
Crpenen-1/AK (maccorabaputhbiii Maker AK), crenn «OpraHuzanudoHHas CTPYKTypa
Boopyxéunbix cun Poccuiickoit denepanun», crea «CpeiacTBa WHIUBUIYAIBHOU W
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IpyNIOBON 3aIIUThI», cTeH] «CpeacTBa 3alllUThl OPraHOB JbIXaHUS (MHAMBHUIYyalbHbIE
CpeACTBa 3alUTHI)», CTEHJ «YCTaBbl. 3aKOH BOCHHOH CIy>KObl. BoeHHas mpucsray,
MarHUTHO-MapKepHass Jocka «MakeTsl YOEXKHII M MPOCTEHIINX YKPBITUH» C
KOMILIEKTOM (DOJTUI ¥ TEeMAaTUUYECKUX MAarHUTOB.

TEXHUYECKMMHU CpPEICTBAaMM OOYUYEHHMS: IIEPCOHANBHBIN KOMIBIOTEP, IPUHTEDP, IPOEKTOD,
WHTEpaKTUBHAs IIPUCTABKA K JIOCKE UJIM UHTEPAKTUBHAS JIOCKA.

Kabouner «MeToaudeckuii», OCHAIIEHHBIN:

obopynoBaHueM: paboyee MeCTO MO KOJMYECTBY METOAHMCTOB, CHUCTEMBbI XpaHEHUS
y4eOHO-METOIUYECKON TOKYMEHTALINY;

TEXHUYECKMMH  CPEICTBAMHU: TEPCOHAJBbHBI  KOMIIBIOTEp, TPUHTEp, CKaHep,
KOIMPOBaJIbHBIN anmapar wiu MOY.

6.1.2. OcHallleHue NOMEIEHUH, 3a7€ICTBOBAHHBIX [IPU OPraHU3AlUU CAMOCTOSITEIbHOM

Y BOCIIUTATEIBLHOUN pabOTHI.

Kaouner «bu6mnorexka, YuTAJIbHBINA 32J1 ¢ BBIX0JI0M B HHTEPHET)

obopymoBanueM: paboyee MeCcTO OHOIMOTEKaps, CTEUIaXH OWOIMOTCUHBIC IS
XpaHEHHS, CTEIUIAKU OMOIMOTEUHBIC IEMOHCTPAIIMOHHBIE, pA00YHE CTOJIBI M CTYJIbS JUISI
oOyJaromuxcsi.

TEeXHUYECKUMH  CPEJICTBAMM:  TMEPCOHAIBHBIM  KOoMmmbloTep  (pabodee  MecTo
OubnroTekaps), MEPCOHAIBHBIC KOMITBIOTEPHI ISl OOYYalOIIMXCS, MPUHTEP, CKaHEp,
NPOCKTOP, HMHTEPAKTHBHAS TMpPHCTAaBKa K JOCKE WM WHTEPAKTHBHAs JIOCKa,
KOIMPOBaJbHBIN anmapar wim M®VY, nocrtyn k cetu Internet, 1ocTym K 3JEKTPOHHBIM
OMOTMOTEYHBIM CUCTEMAM.

AKTOBBIHA 321

6.1.3 OcHnatenue abopaTopuit

Jladoparopus «KoMnbioTepHoii 00paGoTKH JOKYMEHTOB), OCHAIIICHHAS:

00Opy/OBaHUEM: TMOCAAOYHBIMU DPAOOUMMHU MeCTaMH (B KOMIUIEKTE: KOMIIBIOTEPHBIN
CTOJ U MOIABbEMHO-TIOBOPOTHOE KPECIO) MO KOJUYECTBY CTYIEHTOB, pabOUYMM MECTOM
MIPEno/iaBaTeis, MOCOOUsIMU U MOJIETISIMU, Y4€OHOM TOCKOW, KOHTUITMOHEPOM;
TEXHUYECKMMHU CpPEACTBaMHU OOYYEHHUs: KOMIbIOTepaMu (10 KOJUYECTBY MOCATOYHBIX
MecT + 1 Ha paboyem cToJie MpenoiaBaTesi), C BO3MOKHOCTBIO BBIX0/1a B JIOKAJIbHYIO U
IJI00aNbHYIO CETH, MYJIbTUMEIUNHBIM IPOEKTOPOM, MHTEPAKTHUBHOW JIOCKOI/3KpaHOM,
CKaHepoM, ceTeBbIM IpUHTEpoM/MDY | yHruTOXKMTETIEM OyMaru.

JlabopaTopus « MH(pOpMALIMOHHBIX H KOMMYHHUKAIMOHHBIX T€XHOJIOTHID>, OCHAILEHHAS:

obopynoBanueM: 15 pabGoumx mecT + pabodee MeCTO MpenoaaBaTeNsi, OCHAIICHHBIX
KOMIIBIOTCPHBIMU CTOJIaMHU U ITOABEMHO-ITIOBOPOTHBIMU KPECIIaMU;

TEXHUYECKUMHU CpeACTBAMM OOy4YeHUS: MMEepPCOHANIbHBI KOMIIBIOTEpP Ha Kaxk[oe pabouee
MECTO:
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C  YCTAaHOBJICHHBIM  MpPOrPaMMHBIM  OOECIICYCHHEM:  OIEpalMOHHAs  CUCTEMA,
AHTUBHPYCHAs MporpamMma, TeKCTOBBIA, TaOnuuHbi penaktop, CYB]I, mporpamma mms
co3manus mnpe3eHTanuii, [lepcoHanbHbIl HHPOPMAIIMOHHBIM MEHEIKep ¢ (PYHKUHUSIMU
nouyroBoro kjimeHra u QGroupware, apxXMBaTOpbl, MPOrPaMMbl CKaHUPOBAHUS,
KOHBEPTUPOBaHUSA (HAIIIOB,

C JIOCTYIIOM B TJI00aJbHYIO CETh MHTEPHET, B JIOKAJbHYIO CETh y4e€OHOIO 3aBEICHHUS, B
CIPABOYHO-TIPABOBYIO CUCTEMY U 3JIEKTPOHHO-OUOIMOTEUHYIO CHCTEMY;
MYJIbTUMEANITHOE 000pyI0BaHUE: IPOEKTOP, HHTEPAKTUBHAS JOCKA;

IIPUHTED, CKaHEP, KOMMPOBAIbHBIN anmnapar uinu MOY.

JladopaTopusi «KApXMBHOI0 J1eJ1a», OCHAIIICHHAs] 000PYI0BaHUEM:

CTONBI M CTydbs, wIKabl, CTEUIAXH, JOCKA, HHTEPAKTHBHAS TPUCTaBKa K
JOCKE/MHTEpAaKTUBHAS JOCKA, IIPOEKTOP, KOHTUIIHOHED;

TEXHUYECKUMH CPEJCTBAMH: IMEPCOHAIBHBIA KOMIIbIOTEp (IIpOorpaMMHOE obecriedeHue:
TEKCTOBBIM  pedakTop, 1paBoBasg  0a3a  JaHHBIX, CHUCTEMa  3JEKTPOHHOIO
JOKYMEHTOO00pOTa, TMPOTPaMMHBIA  MPOAYKT, peaNM3ylOmmid (QYHKIUH apXuBa
OpraHu3aliy, JOKalbHAas CETh, BBIXOJ B TIIOOAJIbHYIO CETh), MHOTO()YHKIIMOHAIBHOE
YCTPOMCTBO (NPUHTEpP, CKaHep, KOMHpP), YHUUTOXKUTEIb JOKYMEHTOB (IIpezep),
MHCTPYMEHTBl U MaTepHalbl AJsl MPOIIUBKH JAOKYMEHTOB (MEXaHHYECKHE M PYUHBIE):
MPOIIMBHOE YCTPOMCTBO, JIBIPOKONBI HA JIBA U YETHIPE MPOKOJIA, IIMIIO, WIJa, KapTOH
«apxuBHBIH cTanaap™ 230x320 MM ¢ OUroBKOH (ITO JTUHUU CrUOa), HUTh JUIsl TTOAIIUBKA
JIOKYMEHTOB JaBcaHo-mtaneiabuble JIII-210, mewarb W 1ItamMnbel A8 3aBepeHUs
ApXUBHBIX CIIPABOK, KONUN M BBIIUCOK (OTMETKAa O 3aBEPEHUU KOIUHU JOKYMEHTOB,
mramn «Komusi»)

JlaGopaTopusi «Opranu3anum padéoThl ¢ JOKYMEHTAMM», OCHAIlIEHHast 000py/I0BaHUEM:

MEPCOHANBHBI  KOMIBIOTEP, IOABEMHO-TIOBOPOTHOE  KpPECIO MO  KOJIMYECTBY
oOyJaronuxcsi, pUHTEpP, CKaHEp, KONMHUPOBAJIBHBIM ammapar, (pakCUMWIbHBIN ammapar,
muHu ATC, mHOrodyHkuunoHanpHOe ycTpoicTBOo MOV (mpuHTEp, CKaHep, KOIHUp,
CpeZCTBa CBsI3U), OyMaroyHHUUYTOXKUTENb U OyMaropesaresibHOe yCTPOICTBO, JJaMUHATOD,
OpolItoparop, KOHBEPTOBCKpBIBATENb, KaHLEISAPCKHE TMedaTh (OTTUCK NeyaTH) H
mITaMibl A1 00pabOTKU JOKYMEHTOB (OTMETKA O MOCTYIUIEHHH, OTMETKA O KOHTPOJIE),
Majas ~ KaHLeIsApus 1O  KOJMYECTBY  OOydyaromMXCsi B COOTBETCTBHHM  C
UH(QPaCTPyKTYPHBIM JICTOM.

IlepcoHanbHbIE KOMIIBIOTEPHI:

C JOCTYIIOM K JIOKQJIBHOW CEeTH Yy4eOHOrO 3aBe/IeHUs, IN100aIbHOI CeTH MHTEPHET, CIpa-
BOYHO-TIPAaBOBOU CHCTEME, FIEKTPOHHBIM OMOINOTEYHBIM CUCTEMAM;

IporpaMMHoOe oOecredeHHe: TEeKCTOBBIM, TaOIMYHBIA pEeNakTop, MporpaMma CO3JAaHUS
npeseHTtaumii, CYBJl, mepcoHanbHbIii MHPOPMALIMOHHBIA MEHEIKEpP C (QYHKUMSIMU
noytoBoro kiueHta u Groupware, cHcTeMa BIIEKTPOHHOTO JOKYMEHTOOOOpOTa,
apXuBaTop, IPOrpaMMbl CKaHUPOBAaHUS U KOHBEPTUPOBAHMS JIOKYMEHTOB, IIPOIPaMMBI
JUISl IOATOTOBKH IOKYMEHTOB K II€pEladye B apXUB.
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JladopaTopusi «CucTeM 3JIEKTPOHHOTO TOKYMEHT0000P0TAa», OCHAIIIEHHAs 000Dy I0BAaHUEM:

[IEPCOHAIBHBIA  KOMIIBIOTEpP, IMOJBEMHO-IIOBOPOTHOE  KPECIO MO  KOJIHMYECTBY
oOyJaronuxcsi, MpUHTEep, CKaHEep, KOMHUPOBAJBHBIN ammapar, (pakCUMIIbHBIN ammapar,
mMuan ATC, mHOrOodyHKIHMOHaIBLHOE YyCTpoicTBO MDY (mpuHTEp, CKaHep, KOIMHD,
CpEJICTBA CBS3H),

OyMaroyHM4YTOXKUTEIb U OymaropesareiabHO€ YCTPOWCTBO, JIAMHUHATOP, OpPOIIIOPATOp,

KOHBEPTOBCKpbIBaTeNb, KaHIENAPCKUE TMeyaTH (OTTUCK TeyYaTH) U ILITaMIbl JUIs

00pabOTKM JOKYMEHTOB (OTMETKAa O MOCTYIUICHHH, OTMETKa O KOHTpOJIE), Mauas

KaHIETSApUS 10 KOJIHYECTBY OOYYAIOMIMXCS B COOTBETCTBHHM C WH(PACTPYKTYypHBIM

JIUCTOM.

[IepcoHasibHBIE KOMITBIOTEPHI:

® C JIOCTYIIOM K JIOKaJbHOW CETH Y4eOHOrO 3aBe/IeHHs, INI00ATbHON CeTH UHTEpHET,
CIPaBOYHO-IIPABOBOM CHCTEME, JIEKTPOHHBIM OUOIMOTEUYHBIM CUCTEMAM;

e TIporpamMMHOE oOecIieueHue: TeKCTOBbIM, TAOJIMYHBIN PeIaKTOp, MPOrpaMMa CO3TaHUS
npeseHtaumii, CYBJl, nepconanbHblii nHGOpMALIMOHHBIA MeHEmKep ¢ (QYHKIUAMU
noutoBoro kiaueHta u (Groupware, cHCTeMa 3JIEKTPOHHOTO JOKYMEHTO00OpoTa,
apXHUBaTOp, IPOrpaMMbl CKAHUPOBAHUS U KOHBEPTUPOBAHUS JOKYMEHTOB, IPOrPaMMBbl
JUIsl IOATOTOBKM JOKYMEHTOB K II€pe/iaue B apXHUB.

JlaGopaTopus «YueOHasi KaHUEJSIPHUs», OCHAIICHHAS 000PYIOBAHUEM:

NEPCOHAJbHBIII  KOMIIBIOTEP, MOABEMHO-IOBOPOTHOE  KpPECIO IO  KOJUYECTBY
00yJaromuxcsi, TPUHTEP, CKaHEp, KOMUPOBAIBHBINA ammapar, (akCUMIUIBHBIA ammapar,
vuan ATC, MHOrodyHKIIMOHANBHOE YcTpoiicTBO M®Y (mpuHTEp, CKaHep, KOIHP,
CPEJCTBA CBsI3U), OyMaroyHUUYTOKUTENb U OymMaropes3aTresibHOE YyCTPOUCTBO, JJaMUHATOD,
Opomrtoparop, KOHBEPTOBCKpHIBATENb, KAHIEISAPCKHE TIe4aTh (OTTUCK TIeYaTH) H
mITaMibl A1 00pabOTKH JOKYMEHTOB (OTMETKA O MOCTYIUIEHHH, OTMETKA O KOHTPOJIE),
Masasi ~ KaHLeNspus 10  KOJUYECTBY  OOydYaloUIMXCS B COOTBETCTBUM  C
UHPPACTPYKTYPHBIM JTHCTOM.

[IepcoHasbHBIE KOMITBIOTEPHI:

® C JOCTYIIOM K JIOKaJbHOW CE€TH y4yeOHOro 3aBeJeHUs, IiI00aqbHON CEeTH HHTEPHET,
CIPaBOYHO-TIPABOBOW CHCTEME, DIIEKTPOHHBIM ONOIMOTEYHBIM CUCTEMAM;

e [IporpamMMHOe oOecriedeHre: TEKCTOBbIHM, TaOJNYHBIM pefakTop, MporpaMma Co3AaHus
npeseHtauuii, CYBJ], nepcoHanbHblii MHDOPMALMOHHBIA MeHemkep ¢ (YHKIUSIMU
nmoutoBoro kiueHta u (Groupware, CHCTEMa JJIEKTPOHHOTO JOKYMEHTO00OpOTa,
apXuBaTop, IPOTPaMMbI CKAHUPOBAHHS 1 KOHBEPTHPOBAHUS JOKYMEHTOB, ITPOrPaMMBI
JUTSL TIOJITOTOBKH JJOKYMEHTOB K ITepeaue B apXuB.

6.1.4. CnopTHBHBII KOMILIEKC, OCHAIIICHHBIH:
00OpyIOBaHMEM: THUMHACTUYECKHE KOBPHKH, MSYH, CKaKaJKd, (QUTHEC-PE3UHKH,
60a10apbl, TAHTENH, TSXKEIbIe MSIUU, MU 17151 OOJIBIIOTO TEHHHCA;
TEXHUYECKHUMHU CPEICTBAMH OOYUYEHHsS: MY3BIKIbHBIN IEHTP, CeKyHAOMep, mudpoBas
BHJIeOKaMepa, ITuGpoBo oToarmapaT, KOMIBIOTED.
JlomyckaeTcst 3aMeHa 000pYAOBaHUS €0 BUPTYaTbHBIMU aHAIOTaMHU.
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6.1.5 TpeGoBaHus K OCHAIIEHHIO 023 NPAKTHK
Peanunzanus oOpa3oBaTenbHONW MpPOrpamMMbl MpeAnoiaraeT o0sA3aTelIbHYI0 Y4eOHYI U

IPOM3BOJICTBEHHYIO IPAKTHUKY.

VYyebnas mnpaktuka OyaeT peanu3oBbiBaTbcsi B Mactepckux KMIIO PAHXul'C u
norpe0yeT Hau4uusi 000pYyJI0BaHUs, HHCTPYMEHTOB, PACXOIHBIX MaTEPUAIIOB, 00ECIICUNBAIOIINX
BBINIOJIHEHHE BCEX BUIOB paldOT, OMPEAETICHHBIX COJEPKAHUEM MPOrpamMm MpoQecCHOHATBHBIX
MOJTyJIeH, OTBEUYAIOMIETO MOTPEOHOCTSIM OTPACITH U TPEOOBAHUAM pabOTOIATENICH.

[Ipou3BoACTBEHHAs TpPAKTUKAa pealM3yercss B OpraHu3aluusax Jro0oro mpodus,
o0ecreynBamIIUX  JEATeNbHOCTh  oOywaromuxcs B mnpodeccruonanbHoit  obmactu 07
AJIMUHUCTpPATHBHO-YIIpaBICHUECKast U OPHUCHAs IeATEILHOCTb.

OOopynoBanue TPEANPUATHIA W  TEXHOJIOIMYECKOE OCHAIlEHHEe pabouumx MeCT
MIPOM3BOJICTBEHHOH MPAKTHKH COOTBETCTBYET COJIEPIKAHHIO MPO(ECCHOHAIBHOM NeSITETLHOCTH U
JIaeT BO3MOXKHOCTh OOYYaIOIIEMYCsl OBJIQIETh NMPO(ECCHOHAIBHBIMUA KOMIIETCHIIUSIME TI0 BCEM
BUJAM JICATEIBHOCTH, IMPEIyCMOTPEHHBIMH MPOTPAMMOM, C HCIOIB30BaHUEM COBPEMEHHBIX
TEXHOJIOTUH, MarepuanoB W oOopynoBanusi. OOopymoBaHHE MOXET OBITH 3aMEHEHO €ro
BUPTYaIbHBIMU aHAIOTAMHU.

6.2. TpeGoBaHus K yueOHO-MeTOANYECKOMY o0ecredeHNI0 00pa30BaTeIbHOM
NMPOrpaMmbl

6.2.1. bubnuoteunslii GoHA KOJUIEIKa YKOMIUIEKTOBAH MEUYAaTHBIMU U3JIaHUSMU U (WIJIH)
SJIEKTPOHHBIMU H3/IaHUSMHU M0 KaXJOW AMCHUIUIMHE (MOAYNI0) u3 pacuera He meHee 0,25
AK3EMIUIApa KaXI0TO U3 U3JJaHUH, YKa3aHHBIX B pa00YMX MpOTrpaMMax AUCHUIUINH (MOAyIeil) B
KayecTBE OCHOBHOM JIUTEPATypbl, HA OJHOT0 O0YyYarolerocss U3 4ucia JHl, OJHOBPEMEHHO
OCBAMBAIOIINX COOTBETCTBYIONIYIO JUCIUIUTHHY (MOIYIb).

B cnywae Hamuuus ~ SJEKTPOHHOW  MHQPOPMAIMOHHO-00PA30BATEIBLHON  CPEJbI
JIOTIyCKaeTcsl 3aMeHa IedaTHoro OubiamoredHoro (QoHAa MpeloCTaBIEHHWEM  IpaBa
OJTHOBPEMEHHOT0 JI0CTyIa He MeHee 25 MPOLEHTOB, 00yJaromuxcst K HU(POBOi (371€KTPOHHOM)
oubnuoreke.

OOyuaronumMest obecriedeH Ja0ocTyn (yAaleHHbI JOCTym), B TOM 4HCIE€ B cllydyae
NPUMEHEHHs DJIEKTPOHHOTO OOyuYeHUs, AMCTAHIMOHHBIX OOpa30BaTEeNbHBIX TEXHOJOTHH, K
COBPEMEHHBIM TIPO(ECCHOHATBHBIM 0a3aM JaHHBIX W WH(GOPMAIMOHHBIM CHPAaBOYHBIM
CUCTEMaM, COCTaB KOTOPBIX OIpeeisieTcsl B paboynx MporpaMMax JUCHUIUIMH (MOyJIel) U Tpu
HEO00XO0IUMOCTU OOHOBIISETCS.

O6pazoBaTenpHasi mporpamma 00ecleunBaeTCsl yueOHO-METOUYECKON TOKYMEHTAINe
10 BCEM YUEOHBIM TUCIUILTUHAM (MOAYIISIM).

6.2.2. OOyuaromuecss UHBAIUIBI U JIMIA C OTPAHUYCHHBIMU BO3MOXKHOCTSIMHU 3/10POBbBSI
o0ecreveHbl MeYaTHBIMU U (WJIH) DJEKTPOHHBIMU YYeOHBIMHU HW3JIAaHUSMU, aAaNTHUPOBAHHBIMU
IpY HEOOXOIUMOCTH [Tt O0yUeHHsI YKa3aHHBIX 00yUYarOIMIUXCsl.

6.2.3. Tlepeuenp HEOOXOAUMOTO  KOMIUICKTA  JIMIIEH3UOHHOTO ©  CBOOOJHO
pacnpocTpaHsSeMOoro MPorpaMMHOI0 00eCredeHts, B TOM YHCJIe OT€YECTBEHHOTO ITPOU3BO/JICTRA.

Ne HanmeHnoBaHue JUIIEH3HOHHOI0 H CBOOOIHO Koa u HanMeHOBaHMe Koaunuect
n/n pacnpocTpaHseMoro NPporpaMMHOro Y4eOHOi TUCIHUIIIMHBI BO
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of0ecrneyeHusi, B TOM YHcJe 0Te4YeCTBEHHOI 0 (MonxyJin)
MPON3BOJICTBA
IIporpammHoe oGecriedeHne 001IEero HAa3HAYEHHU B
1. OneparnmonHele  cuctembl it obecneuenus | [IM.O1 - [IM.03, COOTBETCTB
(GYHKIMOHUPOBaHUS porpaMMHBIX cpencts obmero | OI1.01 - OIL.08, 1501 c
1 npodeccHoHaIbHOro 0003HaYeHus Ha padouux | CI.01 - CT'.05. KOJIIYECTB
MecTax MpenojaBaresieil 1 00yJaromxcst oM
2. Ilaker cranmapTHeIX O¢uCHBIX mnpuiaoxkenuit ans | [IM.01 - TIM.03, aBTOMATH3
paboThl ¢ JokymeHTamu, Tabmunamu, ©Oaszamu | OI1.01 - OI1.08, HPOBAaHHBIX
JAHHBIX U T.II. Cr.o1-Cr.os. pabouunx
MecT B
3. [IporpamMmer pocMoTpa TEKCTOBBIX UM rpaduueckux | [IM.01 - TIM.03, KabuHeTe
JIOKYMEHTOB OI1.01 - OI1.08, HIIA
Cr.01 - Cr.05. naboparop
4, [IporpaMMmeI-apXuBaTOpHI [IM.01 - TIM.03, un
OI1.01 - OI1.08,
Cr.o1 - Cr.os.
5. WuTepueT-Opay3epsl (He MeHee IBYX) [IM.01 - TIM.03,
OI1.01 - OI1.08,
Cr.o1-Cr.os.
6. AHTHBUPYCHBIE IPOTPAMMEI (HE MEHEE ABYX ) [IM.01 - TIM.03,
OI1.01 - OI1.08,
Cr.01 - Cr.os.

6.3. TpeGoBaHus K MPAKTUYECKOI MOATOTOBKE 00y4al0INXCS

6.3.1. Ilpaktuyeckas MOATOTOBKA IIpH pealn3aluud 00pa30BaTENbHBIX IPOrpamMm
cpeaHero mnpodeccHoHaNbHOrO O0pa3oBaHUS HANpaBiI€HAa HAa COBEPLICHCTBOBAHHE MOJENU
IPAaKTUKO-OPUEHTHUPOBAHHOIO OOYYEeHHUs, YCHJICHHE pojii paboToaaresiell IMpH IOJIrOTOBKE
KBAJTM(PHULIHUPOBAHHBIX PabOYMX, CIYKAIIUX, CIEHHUAINCTOB CPEIHEr0 3BeHa MyTeM pacIIUpeHUs
KOMIIOHEHTOB (4dacTeil) 00pa3oBaTelIbHBIX MpPOrpamMM, MpPeayCMaTpPUBAIOLUINX MOJEINPOBAHNE
YCIIOBUHM, HEMOCPEJCTBEHHO CBS3aHHBIX C Oynymied mnpoecCHOHAIbHOW IesTeNbHOCThIO, a
TaKXKe 00ecredeHus] YCIOBUH IS TOJTYYEeHHUS OOyYAroIIMMUCS TPAKTHUYECKUX HABBIKOB H
KOMIIETEHIIM, COOTBETCTBYIOIIMX TpPEOOBAaHUIM, TMPEIBSIBISIEMBIM pabOTOMATEIsIMA K
KBAJTM(PHUKALMAM CHEIUATUCTOB, PA0OYHX.

6.3.2. O6pazoBaresbHas AeATEIbHOCTD B (hOpME NMPAKTHUECKONW OATOTOBKU:

- peanu3yercss NpH MPOBEJCHUM MPAKTUYECKUX M Ja0OpaTOPHBIX 3aHATH,
BBINOJIHEHUH KYPCOBOTO MPOEKTHPOBAHUS, BCEX BMJOB MPAKTUKU W HHBIX BUIOB Y4eOHOH
NeSITeTbHOCTH;

- npeycMaTpuBaeT JEMOHCTPAI[MI0 TPAKTUYECKUX HABBIKOB, BBIOJHEHHE,
MOJIEJTMPOBAaHUE OOYUYaAIOIIMMUCS OMNPEIEIIEHHBIX BHUJIOB pabOT AJs pelleHus MPaKTUYECKUX
3aJa4, CBSI3aHHBIX ¢ OyAylIei mpodecCHoHaIbHON IEATENbHOCTIO B YCIOBUAX, TPUOIMKEHHBIX
K peaJbHBIM ITPON3BOICTBEHHBIM;

- MOXET BKJIIOYaTh B ce0sl OTHeNbHbIE JIEKIMH, CEMHHAphl, MacTep-KJIaccChl,
KOTOpbIE MpeayCMaTpUBAIOT Iepenady oOyuarommmcss yueOHoW MH(pOpMaluu, HeoOXO0AuMon
JUIS  TIOCJIEAYIOIIETO BBIOJHEHUS paboT, CBSA3aHHBIX C Oyaymed mnpodeccHoHalIbHON
JESATENBHOCTBIO.

6.3.3. OoOpazoBatenbHas JeATENBHOCTH B  (GoOpMe MPAKTHUYECKOH MOJArOTOBKHU
OpraHu3yercss Ha BCeX Kypcax oOOydYeHHs, OXBaThIBas IHCIUIUIMHBL, TPO(ECCHOHATBHEIC
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MOJIyJIM, BCE€ BHJbl MPAKTUKU, MPEAYCMOTPEHHBIE Y4YEOHBIM IUJIAaHOM 00pa30BaTEIbHOMN
IIPOrPaMMBI.

6.3.4. IlpakTiyeckasi MoArOTOBKa OPraHU3yeTCsl B YUeOHBIX, YI€OHO-TIPOM3BOICTBEHHBIX
nabopaTropusix, MAacCTepCKHX, Y4EOHBIX MOJUTOHAX, YYeOHBIX 0a3ax NPAKTHKH, a TaKXke B
CHEeUHaTbHO O0OPYAOBAaHHBIX MOMEMIEHHUIX (pabounx mecTax) MpOoMIBHBIX OpraHU3aluid Ha
OCHOBaHUHU JOTOBOpAa O MPAKTHUYECKON IMOATOTOBKE OOYYAIOMIMXCS, 3aKII0YaeMOT0 MEXay
oOpa3zoBaTelbHOM  OpraHm3anueidd ©  NpodUIBHON  OpraHu3alMei, OCYIIECTBISIOMEH
JEeSTENIbHOCTD 10 MPOUIII0 COOTBETCTBYIOLIEH 00pa30BaTeIbHOM MPOrPaMMBI.

6.3.5. Pe3ynbrarhl OCBOEHHS OOpa30BATEIBHOM MpOrpaMMbl (€€ OTIEIbHBIX YacTei)
OLICHUBAIOTCS B pPAMKax IPOMEKYTOUHOW U TOCYAapCTBEHHOM UTOTOBOM aTTECTALlUH.

6.4. Tpe6oBaHus K KaAPOBbIM YCJOBHSAM pPeajiM3allil MPOrpaMMbl MOAT0TOBKH
CIeHHATHCTOB CPeIHero 3BeHa

Peanuzamuss OCHOBHOM 00pa3oBaTeNbHOW mporpaMMbl 1o crneruaibHocTH  46.02.01
«JlokyMeHTalluoOHHOEe ~ OOecrieyeHHe yIpaBJIEHUS M apXUBOBEJCHME»  OCYLIECTBISETCA
IpenoiaBaTesiMi y4eOHOro 3aBe/IeHHs, a TAK)KE JIMIIaMH, TIPUBJIEKAEMbIMUA Ha UHBIX YCIOBUSX,
B TOM YHCJIE€ M3 YUCIAa PYKOBOAUTENEH W pabOOTHUKOB OpraHM3alUil COOTBETCTBYIOIIEH
poheccuoHanbHON chephl.

Kpanudukanms megarorndeckux padOTHHUKOB 00pa3oBaTENbHONW OpraHM3alUU JIOJDKHA
OTBEYATh KBAJU(PHUKAIMOHHBIM TpeOOBaHMUAM, YKa3aHHbBIM B EanHOM KBaTM(pUKAIIOHHOM
CIPAaBOYHMKE JODKHOCTEM pyKOBOJIUTENEH, CIEMATUCTOB U ciayxamux (nanee - EKC), a taxoke
po)eCCHOHAIBHOM CTaHaapTe (MIPU HATHYWH).

[Tenarornyeckue pabOTHUKH, yJacTBYIOIIKE B peanu3aluu o0pa30BaTeIbHONW IPOrpaMMBl,
[OJIY4aloT JIOMOJHUTENIbHOE MpodeccHoHanbHOe 00pa3oBaHHE MO MpOorpaMMaM MOBBIIICHUS
KBaJM(UKAMK, B TOM 4Hcie B (OpMe CTaKUPOBKM B OpraHM3allUsAX, COOTBETCTBYIOLIECH
npodeccuoHaabHOM cepbl He pexxke | pa3a B 3 roga ¢ ydyeToM pacIIMPEHHUs CHEKTpa
poeCCHOHATBHBIX KOMITETECHITHH.

Jlonst memarorn4eckux paOOTHUKOB (B MPUBEIACHHBIX K IIEJIOYMCICHHBIM 3HAYCHUSIM
CTaBOK), 00€CIEeYNBAIOIINX OCBOCHHE 00yUYaroIUMUCS TPO(YECCUOHATIBHBIX MOy e, UMEIOIINX
OTBIT JIETENFHOCTH HE MEHee 3 JIET B OpraHW3aIisaX, HalpaBJICHUE NESTEITHHOCTH KOTOPBIX
COOTBETCTBYeT obOsacTu  mnpodeccuoHanbHOM  AesrenbHocTH 07  AJAMUHUCTpPaTHBHO-
ynpaBiieH4YecKass M o(ucHas JesITeIbHOCTb, B OOLIEM YHWCIIE MeJaroru4eckux pabOTHUKOB,
peanu3yronmx o0pa3oBaTeNbHYI0 IPOrpaMMy, JODKHA ObITh HE MEeHee 25 MPOIIEHTOB.

6.5. HopmaTuBHBIe 3aTPaThl OKAa3aHUS TOCYAAPCTBEHHBIX YCJIYI MO peain3aluu
OCHOBHOM 00pa30BaTeJIbHON NPOrpaMMbl

PacueTsl HOpMaTHBHBIX 3aTpaT OKa3aHWS TOCYJAapCTBEHHBIX YCIYI IO pealn3aluu
0o0pa3oBaTeNbHOI MPOrpaMMbl OCYIIECTBISIETCS B COOTBETCTBUU ¢ MeTOAMKOI ompeneneHus
HOPMATHBHBIX 3aTpaT Ha OKa3aHHE roCyJapCTBEHHBIX YCIYT MO peaau3anuu 00pa30BaTeIbHBIX
IporpaMM CpPEIHEro MpogecCHOHATBLHOr0 00pa3oBaHMs MO MpodeccusM (CrenuaabHOCTIM) U
YKPYIHEHHBIM TpyIaM npodeccuil (crenuanbHocTel), yrBepxkaenHoi Munoopuayku Poccun
27 Hos6ps 2015 . Ne AII-114/18BH.

HopmatuBHBIE 3aTpaThl Ha OKa3aHUE rOCYJapCTBEHHBIX YCIYyr B cdepe o0pa3oBaHUs 110
peanu3anuy 00pa3oBaTeNbHON MPOrpaMMBbl BKJIIOUAIOT B ceOs 3aTpaTbl Ha OIUIATy TpyAa

35



npenojaBaTesieil 1 MacTepoB MPOU3BOACTBEHHOTO OOYYEHHsI C y4eTOM OOecledeHHs] ypPOBHS
cpeaHell 3apaOOTHOM IUIATHI MEAATOTHYECKUX PAOOTHUKOB 32 BBIMOIHIEMYI0 MMM Y4EOHYIO
(mpenoiaBaTeNbCKy0) paboTy W JAPYyryio paboTy B coOTBeTCTBHHM ¢ YKa3zom IlpesmmeHra
Poccuiickoit @enepanuu or 7 mas 2012 1. Ne 597 «O wmeponpuaTusx IO pean3aluu
rOCyJapCTBEHHOMN COIMATbHON TOJTUTUKI.

Pasnen 7. dopmupoBaHue (POHAA OIEHOYHBIX CPEACTB JJs1 TMPOBeIXeHMs
roCyAapCTBEHHONl WTOrOBOM AaTTeCTAIlMM M OPraHU3alMs OLECHOYHBIX MNpoueayp IO
nporpamMmme

@dopMmoii TOCYHapCTBEHHOW WTOTOBOM arTecTamuu 1o crnemuanbHocTH  46.02.01
«/loxymMeHTalMOHHOE obecrieyeHne VIpaBICHUsT U apXUBOBEACHUE»  SIBISETCS
JIEMOHCTPAIIMOHHBIN PK3aMeH M JUIUIOMHas pabora. ['ocynapcTBeHHass MTOTOBasi aTTECTAIHS
3aBepIIacTCS MPUCBOCHHEM KBATM(UKALMKM CIHEIHATINCTa CPEIHEr0 3BEHA «CIEHUAINCT 10
JOKYMEHTAI[MOHHOMY OOECIICUEHUIO YIpaBIeHUS W apXUBHOMY Jeny». llopsaok mpoBeaeHus
roCyJapCTBEHHON HWTOrOBOM arrectauuu periaaMmentupyercs Ilpukazom MwuHDpocBeleHus
Poccun ot 08 HOoa6pst 2021 r. Ne800 «O6 yrBepxaenuu [lopsnka mpoBeneHus: rocy1apCTBEHHON
UTOTOBOW aTTecTalii MO 0O0pa3oBaTelIbHBIM MpPOTpaMMaM CpeaHEero MpodeccruoHalbHOTO
oOpazoBanus» (3apeructpupoBan MunHcTepcTBOM toctunimu Poccuiickoin ®enepanuu 07
nekabps 2021 1., peructpaunoHHbli Ne 66211). TpeOoBaHus K coaepkKaHHIO, O0bEMY U
CTPYKTyp€ IHUILJIOMHON paboThl, U AEMOHCTPALMOHHOMY JK3aMEHY KOJUIEDK ONpEIesseT B
IporpaMMe TIOCYJapCTBEHHOM MTOTOBOM arTecTaliud M (QOHJAX OLIEHOYHBIX CpEICTB,
pa3zpaboTanHblXx B cooTBeTcTBUUM ¢ TpeboBanusmMu OPI'OC CIIO no cnenuanabHOCTH
(ITpunoxxenus 6, 7 u 8).

3amaHusi UIA JIEMOHCTPAIIMOHHOTO  JK3aMeHa pa3palaThIBalOTCSI Ha  OCHOBE
npo¢eCCHOHATIBHBIX CTAHAAPTOB U C YUETOM OLEHOYHBIX MaTepuanoB, padpadbotanHbix ®PI'BOY
JIIO  «MHCTUTyT pa3BUTUS NPO(PECCHOHANBHOTO  00pa30oBaHUsA», MpPHU YCIOBUHM HAJINYMA
COOTBETCTBYIOIUX NMPOPECCHOHATBHBIX CTAaHJAPTOB U MaTEPHAIIOB.

B xone T'MA oueHuBaercsi CTENEHb COOTBETCTBUS CPOPMUPOBAHHBIX KOMIIETEHIIMN
BbIMycKHUKOB TpeboBanusM ®I'OC. 'MMA opranu3oBbIBaeTCs KaK JAEMOHCTPALMS BBIITYCKHUKOM
BBITIOJTHEHUSI OJJHOT'O MJIM HECKOJIBKUX OCHOBHBIX BUJIOB JIEATEIBHOCTH 110 CIEIIMAIBHOCTH.
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