MunucrepcTBo oOpa3oBanus U Hayku [lepmckoro kpast
["ocynapctBenHoe 610pkeTHOE TpodecCHOHANTBHOE 00pa30BaTebHOE YUPEKIEHHE
«Ilepmckuii KOLIEIK NPeANPHHHMATENLCTBA H CEPBHCAY

N A 0¥ A7
Kl A 5
h”’ﬂtmuua@o p
R b5 U 1V B O
Tl

OCHOBHASI OBPA30OBATEJIBHAS IIPOI'PAMMA
CPEJHEI'O ITIPOPECCUOHAJIBHOI'O OBPA30OBAHUS

YpoBens npodeccrnonanbHoro obpazoBanus
CpenHee npodeccuonanbHoe odpazoBaHue

Oo6pa3oBaTesbHas nporpamma
[OJArOTOBKH CIIELMAIMCTOB CPEIHErO 3BeHa

CneuuajbHOCTD
46.02.01 JOKYMEHTAIIUMOHHOE OBECIIEYEHHUE YIIPABJIEHUSI U
APXUBOBEJIEHUE

KBanupukauus BbinyckHuka
Crienuasnuct no JOKyMEHTalHOHHOMY 00€eCIieueH IO YIIpaBjieH s H
apXMBHOMY ey

2023 roa



Paszgea 1. O0miue mojioxkeHus

1.1. Hacrosmas o6pa3oBarenbHas nporpamma (ganee — OIl) mo cnenmansaocTy 46.02.01
JlokyMeHTalMOHHOE oOecreueHre YIpaBICHHUs M apXUBOBEJIEHHE pa3paboTaHa Ha OCHOBE
(benepaabHOro rocy1apcTBEHHOI0 00pa30BaTEIbHOIO CTaHIapTa CPEIHEr0 NPOoPecCHOHATBHOIO
obpazoBanus 1o cnenuaidbHocTH 46.02.01 JlokyMeHTanmMoHHOE oOecreueHrue yIpaBJiICHUS U
apXuBOBEACHUE, YTBepkAeHHOT0 [Ipuka3som Munnpocsemenus Poccun ot 26 aBrycra 2022 rona
Ne 778 (nanee — ®I'OC CII0O).

OII onpenensieT peKOMEHIOBaHHBIH 00BEM U COJIEPIKAHUE CPEIHETO MPOPEeCCHOHATHHOTO
oOpazoBanusi mo crneuuanbHoctd 46.02.01 JlokymMeHTanMOHHOE oOOecreueHue YIpaBiICHUsS
U apXMBOBEJICHUE, INIAHUPYEMBIE pPe3yJIbTaThl OCBOEHUS 00pa30BaTEIbHON IPOrPaMMBbl, YCIOBUS
00pa30BaTeIbHON JAEATEIbHOCTH.

OIl paspabGorana i peanu3anuu 00pa3oBaTeIbHON MpOrpaMMbl Ha 0asze cpelHero
obmero oOpa3oBaHUsI.

OOpazoBarenbHas porpamma, peaiuzyemas Ha 0a3e OCHOBHOTO OOIIEro oO0pa3oBaHUS,
paspabarbiBacTCsl 00pa30BaTEIbHONW OpraHW3alMeil Ha OCHOBE TpeOoBaHUU (eaepatbHOrO
rOCyIapCTBEHHOT0 00pa30BaTEIFHOIO CTaHAapTa cpeaHero oodmero oopazoanus u PI'OC CITO
¢ yueToMm noirydaemoii crienraibHocty 1 Hactosimieit OI1 CITO.

1.2. HopmatuHble ocHOBaHus i1 pazpadbotku OIl:

— ®OepnepanbHblii 3aK0H 0T 29 nexadps 2012 r. Ne 273-D3 «O6 o6pazoBanuu B Poccuiickoii
Denepanuny;

— IIpuka3z Munnpocsemenusi Poccun ot 08 ampens 2022 r. Ne 153 «O6 yTBepkaeHHA
[Topsinka pa3paOOTKH OCHOBHBIX OOpa30BaTEIbHBIX MPOrpaMM CPEIHEro MpoQecCHOHAIbHOIO
o0pa3oBaHMs, MMPOBEJIEHUS MX 3KCIEPTU3bl U BEACHUS PEECTpa OCHOBHBIX OOpa30BaTEIbHBIX
IIPOrpaMM CpeTHEro NpoecCHOHATBLHOTO 00pa30BaHU»;

— IIpuxa3 Munnpocseuienus Poccun ot 26 aBrycra 2022 rozna Ne 778 «O06 yTBepk1eHUN
(benepaabHOro rocy1apcTBEHHOI0 00pa30BaTEIbHOTO CTaHAApTa CPETHEr0 NPOoPecCHOHATBHOTO
oOpazoBanus mno cneuuansHoctd 46.02.01 JlokyMeHTanMOHHOE obOecreueHue yIpaBiIeHUs
Y apXUBOBEJICHUEY;

— [Ipukas MuHucrepcTBa MIPOCBEILEHUSA Poccuiickoit denepanuu
or 24.08.2022 Ne 762 «O06 yrtBepxkaeHuu Ilopsaka opraHuzaiul U OCYIIECTBJICHUS
o0Opa3oBaTeNbHOW  JEATENbHOCTH O  0Opa3oBaTeNbHBIM  MPOTrpaMMaM  CPEIHEro
npo¢ecCHOHATBHOI0 00pa30BaHUAY;

— [Ipuka3 Munnpocsemenusi Poccuu ot 08 Hos16pss 2021 r. Ne 800 «OO0 yTBep)kaeHUH
[Topsinka mpoBeneHHs TOCYAApCTBEHHOW MTOTOBOM aTTeCTallMd 1O  00pa3oBaTeNbHBIM
porpaMMaM CpeHEro NpoQeccuoHaIbHOI0 00pa30BaHUY;

— [Ipuka3 Muno6pnayku Poccuu Ne 885, Munmnpocsemenust Poccuu Ne 390 ot 5 aBrycra
2020 r. «O npakTH4ecKoil moAroToBKe ooyuaronmxcs» (BMecte ¢ «IlomoxxeHrnem o mpakTuyeckoi
HOJTrOTOBKE 00YUaIOIINUXC»;

— IIpukaz MuHucTepcTBa Tpylda M COUMAIBbHOW 3ammTel Poccuiickoir Penepauuu
or 15 wmrona 2020 r. Ne 333 (3apeructpupoBaH MuHHCTEPCTBOM locTuLMU Poccuiickoin
@Oenepaumu 15 mronst 2020 1., perucrpanumonsbiii  Ne 58957) «OO0  yTBepKACHUU



npodeccuonanbHoro crapaapra «CrenuaiicT M0 OPraHU3allMOHHOMY U JIOKYMEHTAIllHOHHOMY
00ecIeueHUI0 YIpaBIeHUs OpraHu3aueny,

— IIpukaz MuHucTepcTBa TpylJa M COUMAIBbHOW 3ammThl Poccuiickoir Penepauuu
ot 18 mapra 2022r. Ne 140m (3apeructpupoBaH MHUHHCTEPCTBOM IocTUlMH Poccuiickoi
Oeneparunn - 21 anpenst 2022 1., peructpanuoHHbid  Ne  63193) «O06  yTBepxkaeHUU
npodeccnoHanbHOTO cTaHaapTa « CIeIHaUCT apXUBay.

1.3. Ilepeuens cokparnieHuii, nCroib3yembix B Tekcte [TOI1:

@I'OC CIIO — denepanbHbIii TOCYJAPCTBEHHBIN 00pa30BaTeIbHBIN CTAaHAAPT CPEIHErO
poQeCCHOHAIBHOTO 00pa30BaHU;

OII — ocHoBHas 0Opa3oBaTelibHas IPOrPaMMa;

OK — 0011111€ KOMIIETEHIINH;

I1IK — npodeccrnoHanbHbIe KOMITIETCHITUH;

JIP — TMYHOCTHBIE PE3YIbTATHI

CT" — connanbHO-TYMaHUTAPHBIN 1TUKIT;

OII — obmenpodeccuoHaTbHBINA UK,

I1 — npodeccnonanbHbII UK,

MK — MexAuCUuIIMHAPHBIN KYPC;

[IM — mpoeccrnoHanbHbIi MOAYIb;

OII — oOmenpodeccronanbHas IUCHUIUINHA;

I'MA — rocynapcTBeHHas UTOTOBasi aTTECTAIHS.

Paznen 2. O0mas xapakTepucTUKa 00pa3oBaTeIbHON MPOrpaMMbl

KBamudukarnms, mnpucBauBaeMmas BBIIYCKHHKaM 0Opa30BaTeNbHOW  MPOTPaMMBI:
Cnenuanuct
10 JOKYMEHTAIMOHHOMY 00€CIIeueHHIO YIPABICHUs U apXUBHOMY JIETy.

IIpu pa3zpaborke 0Opa3oBaTeNbHOW NPOTrpaMMbl  OpPraHU3alUsl  YCTAHABJIMBAET
HalpaBJIEHHOCTh, KOTOPasi COOTBETCTBYET CHEMAIbHOCTH B IEJIOM.

[Tonmyuyenue oOpa3oBaHus MO CHELUATBHOCTH JIOMYCKAeTCs TOJIBKO B MPOpecCHOHATLHON
00pa3oBaTenbHON OpraHu3aIui WK 00pa30BaTEIbHONW OpraHn3aIlii BBICIIET0 00pa30BaHUs.

®opmbl 00ydeHUs: OYHASL, OYHO-3A04YHAs, 3a0UHASI.

O0bemM 00pa3oBaTeNbHONW TIPOrpaMMBbI, pealu3yeMod Ha 0a3ze cpemHero oOIIero
oOpazoBanuss 1o kBaduukanuu: CHequalucT MO0 JOKyMEHTAlMOHHOMY 00€CleYeHHI0
yIpaBJIEHUS U apXUBHOMY JienTy —2952 akaJjeMUYeCcKHX Jaca.

Cpoxk monyueHHst 00pa3oBaHusi IO 00pa3oBaTENbHON MpOrpaMMe, peau3yeMoil Ha 6ase
cpeanero oOmiero oOpa3oBaHuss Mo kBanudukanuu: CHeNUaIUCT MO JIOKYMEHTAllMOHHOMY
00eCreyeHNIo yIpaBiIeHus: U apXuBHOMY Jienty — 1 roxa 10 mecsues;

O0veM TporpaMMBI 10 OCBOSHHIO TPOTPAMMBI  CPEIHETO TPOPECCHOHATHLHOTO
o0pa3oBaHus Ha 6a3e OCHOBHOI'O 00111ero 00pa30BaHUs C OJHOBPEMEHHBIM MOJTYyYEHUEM CPETHETO
oOmiero oOpazoBaHusi: 4428 4YacoB akaJeMMYECKUX 4YacoB, CO CpPOKOM OOyuyeHus
2 rona 10 mecses.



Pa3znea 3. XapakrepucTuka npogecCHOHAILHOMN AeSITeJIbHOCTH BbINYCKHUKA

3.1. O61acTh mpohecCHOHANBHON AeATeNbHOCTH BBITYCKHHKOB: 07 AJIMUHMCTPaTHBHO-
yrpaBieH4YecKas U O(puCHAs JeSITeIbHOCTD.
3.2. CooTBeTCTBHE BUIOB JICATEIILHOCTH MPO(PECCHOHATBHBIM MOTYJISIM:

HaumenoBanue BUI0OB AeATEIbHOCTH HaumeHnoBanue npodeccHoHaTbHBIX
MoayJein
1 2
Bunsl nesreapHocTi
Ocy1iecTBlIeHNE OPraHU3alMOHHOTO U JOKYMEHTAITMOHHOTO I[IM.01 OcymiecTBienue
oOecrieueHust IeATEIbHOCTH OpTaHU3aIUN OpraHU3aAIMOHHOTO

Y JOKYMEHTAIIMOHHOTO O0eCTIeueHUs
JIEATEILHOCTH OPTraHU3aAINH

Opranun3zanyst apxuBHOM padoThl MO JOKyMeHTaM opranuzauuii | [IM.02 Opranu3zanms apXuBHOM
Pa3IUYHBIX POPM COOCTBEHHOCTH paGoTHI

10 JOKYMEHTaM OpraHu3aluil
Ppa3TYHBIX GOPM COOCTBEHHOCTH

OceoeHue 61008 pabom no 0OHOU UU HECKONIbKUM npogheccuam | -
PaboOuUX, OOIIHCHOCMAM CILYHCAUIUX

Pasnea 4. [liianupyemblie pe3yIbTaThl 0CBOCHHUsI 00Pa30BaTeIbHOM MPOrPaMMbI

4.1. O0wmme KOMIIETEHIINA

Kon
®opmyIMpPOBKA
KOMIIETEeH 3HaHus, yMeHUsI
KOMIIeTeHIUH
uu
OK 01 Br16upats criocoOb1 YMeHus1: pacro3HaBaTh 3a/1a4y W/WIH Mpooiemy
pelIeHus 3a1a4 B Mpo¢eCCHOHATHFHOM H/WJIH COITUATEHOM
npodeccuoHaIbHON KOHTEKCTE; aHAIM3UPOBATh 3a/1a4y W/WIH
JeSITEIbHOCTH poOJIeMy U BBIICTISTH €€ COCTaBHBIE YacTH;
IPUMEHHUTEIBHO K OTIPEETISATH ATAMBI PEIICHHS 33/1a4H; BBISIBISTH U
pa3IMYHBIM 3¢ (eKTUBHO UCKaTh HHPOPMAIHIO,
KOHTEKCTaM HEOO0XOIUMYIO JUIS PELICHUS 3a]aud U/ UK

MPOOJIEMBI; COCTABIISITh IJIaH IEHCTBUS;
OTIpeIeNIATh HEOOXOIUMBIE PECYPCHI; BIIAJETh
aKTyaJIbHBIMH METO/IaMU pabOTHI B
npodeccuOHaTbHON M CMEXHBIX cepax;
pean30BbIBaTh COCTABICHHBIN TUIaH; OLICHUBATh
pe3ysbTaT U MOCIEICTBUS CBOMX AEHCTBUIM
(caMOCTOSATENTHHO UJIH C MTOMOIIBIO0 HACTABHUKA)

! Npukas MunncrepcTBa Tpyaa U coluanbHOM 3ammThl Poccuiickoit denepamun ot 29 centsiops 2014 r. Ne 667w
«O peectpe npoheccHoHaIbHBIX CTaHIAPTOB (IIEpEYHE BUOB JEIATEIILHOCTH )» (3aperucTpupoBaH MHUHHUCTEPCTBOM
roctuin Poccutiickoii @eneparyu 19 Hos0ps 2014 ., peructpannonusii Ne 34779).
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3HaHUA: aKTyalbHBIN MPO(ecCHOHANBHBIN U
COLMAJIbHBIA KOHTEKCT, B KOTOPOM IPUXOAUTCS
paboTath M KUTh; OCHOBHBIC HCTOUHUKHU
nHGOpMaLUU U PpECYpPChl Ul PELIeHUs 3a1a4 1
mpo06ieM B podecCuOHAIEHOM H/HITH
COLMAJIbHOM KOHTEKCTE; aJITOPUTMBI
BBINOJIHEHUS paboT B MPoeCCHOHATIBHON U
CMEXHBIX 00J1aCTsAX; METO/IbI PAOOTHI B
npoecCHOHATTLHON M CMEXHBIX cepax;
CTPYKTYpY IUIaHa [yl PELICHUs 3a1a4; MOpsI0K
OLIEHKHU PE3yJIbTATOB PELICHHUs 3a1a4
po¢eCCUOHATILHOM 1EATEIbHOCTH

OK 02

Hcnonp3oBathb
COBpPEMEHHBIE CpPE/ICTBA
MIOMCKA, aHaJIu3a U
UHTEPIIpETaluU
UHpOpPMALIUHU U
nH(pOpPMaIMOHHbBIE
TEXHOJIOTHH IS
BBITIOJTHEHHUSI 3a/1a4
npodeCCHOHAIBHON
JESITEIIbHOCTH

YMeHusi: onpenensaTh 3aJa4u IS IIOMCKa
uH(OpMaIHH; ONPEesaTh HEOOXOAUMbIC
MCTOYHHKH MH(POPMAIIHMH; IJIAHUPOBATH MPOIECC
MOKUCKA; CTPYKTYpPHPOBATH MOJIY4aeMYIO
UH(POPMAIIHIO; BBIJICIATH HanOOIee 3HAYMMOE B
nepeyHe HHPOPMALUK; OLCHUBATH
MPaKTHYECKYIO 3HAYMMOCTh Pe3yJIbTaTOB MOMCKA;
0(hOpMIIATH PE3yJIbTAThI MOUCKA, IPUMEHSTH
cpencTBa HHPOPMAIIMOHHBIX TEXHOJIOTUH ISt
pelieHus poecCHOHANTBHBIX 3a/1ay;
UCIIOJIb30BaTh COBPEMEHHOE ITPOTrPaMMHOE
obecrieueHne; UCI0JIb30BaTh Pa3INIHbIC

U pOBBIC CPEACTBA /IS PEIICHUS
npodeccHoHaIbHBIX 3a/1a4.

3HaHUs: HOMEHKJIaTypa HH(OPMAIIMOHHBIX
WCTOYHHUKOB, IPUMEHSEMBIX B
po¢eCCUOHATILHOMN 1ATEIbHOCTH; IIPUEMBbI
CTpyKTypupoBaHus uHdopmauuu; popmar
oopmieHHs pe3yIbTaToOB MMOMCKA HHPOPMALINH,
COBpPEMEHHBIE CPEJICTBA U YCTPONCTBA
nH(pOpMaTHU3ALUY; TTIOPSIOK UX IPUMEHEHUS U
MporpaMMHOE 00€eCIieueHUE B
npo¢ecCHOHATLHOM 1eATEILHOCTH B TOM YHCIIE C
HCII0JIb30BaHUEM ITU(PPOBBIX CPEJCTB.

OK 03

IInanupoBats 1
pean30BhIBATh
CcOOCTBEHHOE
npodeccuoHanbHOE U
JUYHOCTHOE Pa3BUTHE,
peINPUHIMATEIBCKY
10 JICITCIILHOCTh B
npodheccCHoHaNBHOM
chepe, UCTIOIB30BAThH
3HaHUS 110 PUHAHCOBOI
IPaMOTHOCTH B
pa3JInYHbBIX

YmMmenua: ONpeACIIATh aKTYAJIbHOCTDH
HOPMAaTUBHO-IIPAaBOBOM JOKYMEHTAllUU B
po¢eCCUOHAIBHON AeATEHFHOCTH; IPUMEHSTh
COBPEMEHHYIO HayuHYIO MPO(ECCHOHATBHYIO
TEPMUHOJIOTUIO; ONIPECACTIATE U BRICTpanUBaTh
TPaeKTOPUH NMPO(HECCHOHATBHOTO PA3BUTHS U
CaMOO6pa3OBaHI/I$[; BBIABJIATH 1OCTOMHCTBA U
HEJ0CTaTK! KOMMEPUECKOHN HJIeN; TPE3EHTOBATH
UJIeN OTKPBITHSL COOCTBEHHOTO Jieja B
poeCCUOHATILHOMN 1eATEbHOCTH; 0(hOPMIIATh
OM3HEC-TIJIaH; pacCYUTHIBATh pa3Mephl BBIILIAT IO
IIPOLIEHTHBIM CTaBKaM KPEAUTOBAHUS;
OIIPENIeNIATh HHBECTUIIMOHHYIO




KHU3HCHHBIX

IIPUBJIEKATEIILHOCTE KOMMEPYECKUX UACH B

CUTYyaIUSIX. paMKkax npo¢eCcCUuOHATBHON JIEATETLHOCTH;
MPE3EHTOBATh OU3HEC-UJICI0; ONPEIEISTh
HWCTOYHUKU (PMHAHCUPOBAHMS
3HaHus: cofepKkaHue aKTyaIbHO HOpMaTUBHO-
MPaBOBOM JOKYMEHTAIIMU; COBPEMEHHAs Hay4Has
1 IpoeCCHOHAIIbHASI TEPMUHOJIOTHUS;
BO3MOXXHBIE TPACKTOPUU TTPO(HECCUOHATTLHOTO
Pa3BUTHUSA U caMOOOPa30BaHMsI; OCHOBBI
MpEANPUHUMATENIBCKOM J1eITeIbHOCTH; OCHOBBI
(hMHAHCOBOW I'PaMOTHOCTH; TIpaBuja pa3paboTKu
OW3HEC-TIAHOB; MOPSIIOK BEICTPAUBAHUS
MPE3CHTAINH; KPEAUTHBIC OAHKOBCKUE TTPOTYKThI
OK 04 Db dexTnBHO YMeHus: OpraHu30BbIBaTh pabOTy KOJUIEKTHUBA U
B3aMMOJICMCTBOBATh U | KOMaH/Ibl; B3aUMOJICHCTBOBAThH C KOJJIETAMH,
paboTarh B KOJUIEKTUBE | PYKOBOJCTBOM, KIIMEHTAMH B XOJI€
Y KOMaH/Ie poeCCUOHAIBHON JIEATEILHOCTH
3HaHMsI: TICUXOJIOTUYECKHNE OCHOBBI
NESATEIbHOCTH KOJJIEKTUBA, IICUXOJIOTHYECKUE
0COOEHHOCTH JIMYHOCTH; OCHOBBI ITPOCKTHOM
e TeTbHOCTH
OK 05 OcCymIeCcTBISTh YCTHYIO | YMEHH: TPaMOTHO M3JIaraTh CBOU MBICIIU U
Y IIUCbMEHHYIO 0 OpMIITH JOKYMEHTHI 10 MpodheCCHOHATBHON
KOMMYHHUKAIUIO Ha TEMaTHKe Ha TOCY/IapCTBEHHOM SI3BIKE,
roCyJJapCTBEHHOM MPOSBIISATH TOJIEPAHTHOCTH B pabouem
sa3b1ke Poccuiickon KOJUIEKTUBE
denepannu ¢ y4eToM
0cobeHHOCTEH 3HaHusA: 0COOCHHOCTH COIMAIIBHOTO H
CONUAJIBHOT'O 1 KyJbTYPHOT'O KOHTEKCTA; TIpaBuiia opopmMieHus
KYyJIbTYPHOI'O JIOKYMEHTOB U IMIOCTPOEHHSI YCTHBIX COOOIICHHIA
KOHTEKCTa
OK 06 [TposiBiATH YMeHusi: OUChIBATh 3HAYUMOCTh CBOEH
TPaKJIaHCKO- CHELUATbHOCTH; TPUMEHSATh CTAaHAAPThI
MaTPUOTUUYECKYIO AQHTUKOPPYIIIMOHHOTO TTOBEIACHUS
TIO3HIHIO, 3HaHMA: CYIIHOCTH TPaKJaHCKO-
JIEMOHCTPHUPOBATH

OCO3HAHHOE ITIOBEJACHHE
Ha OCHOBE
TPaAUIIMOHHBIX
00I11eYeIOBEYECKUX
LICHHOCTEH, B TOM
YUCJIE C YIETOM
rapMOHM3aLUU
MEKHAIIMOHAJIBHEIX U
MEXPEJIUTUO3HBIX
OTHOIIICHUH,
MPUMEHATH CTaHIaPThI
AHTUKOPPYMIIMOHHOTO
IMOBEICHUS

NaTPUOTUYECKOH MO3UINH, 00IIEYeTOBEYECKUX
LIEHHOCTEN; 3HAYUMOCTh TPO(HEeCCUOHATILHOM
JEeSTeNLHOCTH 10 Mpodeccu (CIenaaTbHOCTH);
CTaHJApPTHl AaHTUKOPPYIIIHOHHOTO TIOBEJICHUS U
MOCTIEJICTBHS €r0 HapyIIeHHS




OK 07 CopeiicTBOBaTh YMenus: co0m01aTh HOPMbI SKOJIOTHYECKOM
COXpaHEHHIO 0€30MacHOCTH; ONPEACISATh HAIlPaBICHUS
OKpY>KaromIen cpepl, pecypcocOepexeHns B paMKax
pecypcocOepexeHHo, | MPoeCCHOHAIBHOM IESITEIBHOCTH 1O
NPUMEHSTH 3HaHUS 00 | CHEIHAIBLHOCTH OCYIIECTBIATH PadOTy C
U3MEHEHHUH KJIMMaTa, COOJII0IEHIEM TIPHHIUIIOB OEPEKITNBOTO
HPUHIUITBL MIPOU3BO/ICTBA; OPTaHU30BHIBATD
OepexIIMBOTrO poQeCcCHOHATIBHYIO IESTENBHOCTD C YIETOM
[IPOU3BOJICTBA, 3HaHU# 00 N3MEHEHUN KIMMAaTHYECKUX yCIOBUNA
a3 pexTuBHO pervoHa.

ACUCTBOBATL B 3HaHus: PaBUIIA SKOIOTUYECKOH Ge30I1aCHOCTH

HpC3BBITANHBIX IIPY BeJICHUHU MPO(ECCUOHAITBHON JIESTEIbHOCTH;

CHTyallisix OCHOBHBIE PECYPCHI, 33/1eICTBOBAHHBIE B
npodecCHOHATILHOM IeATeIbHOCTH; Iy TH
o0ecrieyeHns: pecypcocOepekeHus ; IPUHITUITBI
OepexXIIMBOTO MPOU3BO/ICTBA; OCHOBHBIC
HaIpPaBJICHUS U3MEHEHUS KIMMAaTHIECKUX
YCJIOBUI perHoHa.

OK 08 Hcnonb3oBathb YMeHus: ucnosab30BaTh GUKYJIBTYPHO-
cpeactBa GU3NYECKOH | 03JOPOBUTENBFHYIO JESITEIBHOCTD IS
KyJBTYPBI 15 YKPETUICHUS 30POBbSI, TOCTHKEHHS )KU3HEHHBIX
COXpaHEeHHS U 1 Ipo(eCCHOHANBHBIX IIeJICH; MPUMEHSATh
YKPEIUICHHS 30POBbs | pallMOHANBHBIC IPUEMBI IBUTATEIBHBIX (QYHKIHN
B TIIpo1iecce B PO ECCHOHATILHOMN e TETbHOCTH;
npodeccuoHaIbHON MI0JIb30BaThCS CPEACTBAMU MPOPUIAKTUKI
NeSITETHHOCTH U NepeHaNPsHKEHNS, XapaKTePHBIMU [T JTAHHOM
HOJ/IepPIKaHUS CMEeLHAIbHOCTH
HEOOXOMMOT0 YPOBHA | 3yanyg: pons dusHIeckoii KyIETypEI B
(busiraeckoii OO0IIEKYIbTYpPHOM, MPO(PECCHOHATBHOM U
TIOATOTOBICHHOCTH COIIMAJILHOM Pa3BUTHHU YEIOBEKa; OCHOBBI

3JI0pOBOT0 00paza )KU3HHU; yCIOBUS
poheCCHOHATTLHOMN JIeATENIEHOCTH M 30HBI PUCKa
(U3MYECKOTO0 3710POBBS ISl CIIELUATBHOCTH,
cpeacTBa MPOQHIAKTUKH TTEPEHATIPSKEHUS

OK 09 [Tonp3oBaTbCs YMeHusi: MOHUMaTh OOIINI CMBICIT YETKO
npodeccuoHaIbHON MIPOU3HECEHHBIX BBICKA3bIBAaHUN Ha U3BECTHBIE

JIOKYMEHTallUue Ha
TrOCYIapCTBEHHOM U
WHOCTPAHHOM SI3bIKaX

TeMbl (IpodecCHOHaIbHbIE U OBITOBBIE),
MIOHUMATh TEKCThI Ha Oa30BbIe
npodeccuoHanbHbIe TEMBbI; Y4aCTBOBAThH B
JMajorax Ha 3HaKOMbI€ O0IIUe U
npodeccuoHanbHbIe TEMbI; CTPOUTH IPOCTHIE
BbICKa3bIBaHUS O ce0e U 0 CBOEH
npodeccnoHabHOM 1eATENbHOCTH; KPaTKO
00OCHOBBIBAaTh U OOBSICHATH CBOU JACUCTBUS
(Texkylue U MiIaHupyeMble); MUCaTh MPOCThIE
CBSI3HBIE COOOIICHUS Ha 3HAKOMBIE WIIN
UHTEpeCyIoe NpoQeccuoHalIbHbIE TEMbI

3HaHUA: IPaBUJIA IOCTPOEHUS IPOCTHIX U
CJIO’KHBIX MPEJI0KEHUN Ha TpoecCHOHATIBHBIE




TEMBI; OCHOBHBIE 00IIeyOTpeOUTEIHHBIC
riarosibl (ObITOBast U MpodeccroHanbHas
JIEKCUKA); JICKCUYECKU MUHUMYM, OTHOCSIIIHICS
K OTHMCaHUIO MPEJMETOB, CPE/CTB U MPOILIECCOB
npodeccCHoHALHOM 1A TEIIbHOCTH; 0COOCHHOCTH
MIPOU3HOIICHHUS; IPABUJIA YTEHUS TEKCTOB
npodeccHoHaATLHON HAIIPABICHHOCTH

4.2. TIpodeccroHanbHbIE KOMIICTCHIIUN

Koa un
Buani
HAHMEHOBaHUe Iloka3aTenu 0CBOeHHSI KOMIIETEHIIUH
AeATeTbHOCTH
KOMIeTEeHI[UH
OcymiecTBiieHHE K 1.1. HaBbiku
opranuzaioHHOr | OcyliecTBIsATh MOJIy4eHUs He00X0UMOi nH(OPMALIUU U
0 npuéM-niepeady | HEPeIaun CaHKIMOHUPOBAHHOM uH(pOpMaInU C
- yIIPaBIEHYECKOH WCIOJIb30BaHUEM CPEJICTB I/IHCI)Opi\/IaI_II/IOHHLIX u
KOMMYHHUKAITUOHHBIX TEXHOJIOTHM
JOKYMEHTAIMOHH | WHPOpMAITUU
Ymenus:
oro oOecreyeHus: | ¢ MOMOIIBIO
HCIIOJIb30BaTh CPEICTBA MH(POPMAIIMOHHBIX U
JeSITeIbHOCTH CPEICTB o
KOMMYHHUKAITUOHHBIX TEXHOJIOTHH [Tl TIOTYICHHSI
OpraHu3aluu MHGOPMALMOHHBIX | Mepeaun HHOPMALIIH,
n BECTH U UCIIOJIb30BaTh B paboTe 0a3y KOHTAKTOB
KOMMYHUKAIIOHH | OpraHu3aluu;

BIX TEXHOJIOTUU

BECTH YUETHBIE PETUCTPALUOHHBIE (OPMBI,
HCIOJIb30BATh UX JUIsl UH(OPMALIMOHHON paboThl U
paloThI 10 KOHTPOJIIO UCTIOHEHUS TOPYUEHUI];
YCTaHABJIMBATh U TOJIJICPKUBATH KOMMYHUKAIIUN B
Ipolecce J1e70BOro 0OLIeHNs ¢ TIOMOILIbIO CPE/ICTB
WH()OPMAMOHHBIX H KOMMYHHKAITMOHHBIX
TEXHOJIOTHIA;

CTJIaKUBATh KOH()IMKTHBIC U CIIOKHBIE CUTYalluu
MEXJIMYHOCTHOTO B3aUMOJICHCTBHS;

coOJr01aTh CITy>KEOHBIN YTHKET;

obecrieunBaTh HHGOPMAITMOHHYIO 0€3011aCHOCTh
JeSITeIbHOCTH OpraHU3aIUH.

3HaHuA:

HOPMAaTHUBHBIE MPABOBBIE aKThl Poccuiickon
®enepanyn B chepe HHPOPMALMOHHBIX U
KOMMYHHKAIIUOHHBIX TEXHOJIOTHIA;
CTPYKTYpa OpraHu3anuu, e€ 3a1auu U QyHKIUY;
IIpaBWJIa IPOBEJEHUS JI€JIOBBIX IIEPETOBOPOB;
JTHKA JIEJIOBOTO OOIIEHHUS;

IIpaBWJIa PEUEBOTO ITUKETA;

MIpaBWJIa MOAJEPKAHUS U Pa3BUTHS
MEXJINYHOCTHBIX OTHOIIEHU;

TpeOOBaHUs OXpaHbI TPYJIa.




IK 1.2.
Koopaunuposarts
paboTy npueMHoOU
PYKOBOJUTEIIS,
30H

npruemMa
Pa3IMYHbIX
KaTeropuu
IIOCETUTENEN
OpraHu3aLu

Hasbiku

KOOpIUHAIMK pabOThl MPUEMHON PYKOBOAUTENS U
30H IpUEMA Pa3JIMYHBIX KATETOPUNA IIOCETUTENEH
OpraHu3alyu

Ymenus:

BCTpEYaTh MOCETUTENEH, MTOTy4aTh IEPBUUHYIO
MH(OPMALIHIO O TTOCETUTENSAX, YCTAaHABIUBATD
MOPSAOK MPUEMA JUIS PA3IIMYHBIX KaTEropui
MIOCETHUTEIICH;

BECTHU YUETHBIEC PETUCTPALIMOHHBIE (POPMBI 110
npuéMy TIOCEeTUTENEH U 0POPMIIATH MPOITYCKa;
BECTHU NpUéM, Iiepesiady 1 OTIPaBKy JOKYMEHTOB;
OpPTraHU30BBIBATh U OPOHUPOBATH MIEPETOBOPHBIC
KOMHATBI;

CEepBUPOBATh YaliHble (KO EHHbIE) CTOJIBI B 0(uce;
MPUMEHSTH B paboTe cpeacTBa MHPOPMALMOHHBIX
1 KOMMYHHKAIIHOHHBIX TEXHOJIOTU;

MIPUHUMATH MEPHI 110 COXPAHEHUIO
KoH(pUIEHIMaTbHON nH(popManuu B Xoe npuéma
IIOCETUTENEH.

3Hanusa:

HOPMaTHBHBIC MIPAaBOBBIC aKThl Poccuiickoii
®denepanuu 1o 3ammTe HHGOPMAITUU U padboTe ¢
oOpaIieHUsAMHU IPaK/IaH;

CTPYKTYypa OpraHU3allMK U pacipeiesieHue
(GyHKIUN MEXIY CTPYKTYPHBIMU
MOAPA3ACIICHUSIMU U CHIEIIUATNCTAMM;

MpaBUjia OpraHU3alMK MPUEMa MOCETUTEIICH;
STUKET U OCHOBBI MEKTyHApPOJHOTO TPOTOKOIA;
JTHKA JEI0BOr0 OOIIEHNUS,

MpaBUjia PEUEBOrO STUKETA.

MpaBHJIa CEPBUPOBKU YaHOTO (KOQEiHOoro) cToma;
TpeOOBaHUS OXpaHbI TPy/a.

IIK 1.3. Baagets
HaBBIKAMH
TUTAHUPOBAHUSI
pabouero BpeMeHH
PYKOBOJIUTEIS U
cekpeTaps

HaBbIkn
TJIAHUPOBaHUS pabovYero BpeMeH! PyKOBOIUTENS U
pabodyero JHs ceKpeTaps

Ymenus:

BbIOMpATh (OPMBI IIJIAHUPOBAHUS U 0QOPMIIATH
TUTAHUPOBIIMK (OpraHaiizep) pyKoBOAUTENS U
ceKperaps;

YCTaHABIJIMBATh LEJIN, ONIPEAEIATH IPUOPUTETHOCTD
1 04epETHOCTD BHIOJIHEHUS paboT U 3PHEeKTUBHO
pacripenenats pabodyee BpeMms;

COTJIACOBBIBaTh BCTPEUYU U MEPOIPUSITHS U BHOCUTD
nH(}OpMaIINIO B MJIAHUPOBIIMK (OpraHaiizep);
UH(POPMHUPOBATH PYKOBOJUTENS O MPUOIMIKEHUH
BPEMEHH U perjaMeHTe 3allJlaHUPOBAaHHBIX BCTPEY
U MEPOIIPHUSITHH;




BBIOMPATH ONTUMANIBHBIE CIIOCOOBI BHEIIIHETO U
BHYTPEHHETO UHPOPMHUPOBAHUS O TUIAHUPYESMBIX
MEPOTPUSITHSIX;

obecrieunBaTh HHGOPMAIIMOHHYIO 0€3011aCHOCTh
NeSTeIbHOCTH OpraHU3aIuy;

MPUMEHSTH B paboTe cpeacTBa MHPOPMAITMOHHBIX
1 KOMMYHHKAITHOHHBIX TEXHOJIOTUH.

3HaHus:

HOpPMAaTHUBHBIE MTPABOBBIEC aKThl Poccuiickoi
Oenepanun B chepe HHPOPMAITHOHHOM
0€e30I1aCHOCTH;

CTPYKTypa U criennduka OCHOBHOU AESITENbHOCTU
OpraHu3alluy;

OCHOBBI YIIPABIICHUSI BPEMEHEM;

MpaBUJia IPOBEICHUS IETTOBBIX MTEPETOBOPOB;
JTHKA JIEJIOBOTO OOIIEHHS;

TpeOOBaHUS OXpaHbI TPY/a.

IIK 1.4.
Ocy1iecTBIATH
MOATOTOBKY
JIETIOBBIX TIOE3/I0K
PYKOBOAUTEIIS

U APYTUX
COTPYHUKOB
OpraHu3alu

HaBbIku
OpPraHu3alMu JAEJIOBBIX MOE310K PYKOBOIUTENS
U JPYTUX COTPYJIHUKOB OpraHU3alUU

Ymenun:

COCTaBJISITH M OPOPMIISITH JJOKYMEHTHI JJIS IEJTOBBIX
MOE3/I0K;

OCYIIECTBIISITH TPEBEI-MOICPKKY JETOBBIX
IOE3JI0K;

COTJIaCOBBIBaTh C MPUHUMAIOLIEH CTOPOHOM
MIPOTOKOJI TUTAHUPYEMBIX MEPOTIPUSITHI U
(hopMUpOBATh MPOTPAMMY JIE€JIOBON MOE3/KH;
WCIIOIB30BaTh CPEACTBA MH(DOPMAITMOHHBIX U
KOMMYHHKAIIMOHHBIX TEXHOJOTUN JIst
obecrieueHns B3aUMOJICHCTBUS C PYKOBOJAUTEIIEM
BO BpEMs €ro JIEJIOBOM MOE3/IKH;

oQOpMIISTH OTUYETHBIE TOKYMEHTHI O IeJIOBOM
MOE3JIKE.

3Hanusa:

HOpPMAaTHUBHBIE ITPABOBbIE aKThI Poccuiickon
®denepanuu B chepe OpraHu3aIim JeJI0BOr
MMOE3IKH;

TOPSIIOK TIOJITOTOBKH M IOKYMEHTUPOBAHUS
JIEIIOBOM ITOE3/IKU;

WHTEPHET-PECYPCHI JUTsl OCYIIECTBICHHS TPEBEII-
MOA/ICPKKH JIETIOBBIX MOE3/0K;

STUKET U OCHOBBI MEXKTyHAPOJHOTO TPOTOKOIA;
JTHKA JIEJIOBOT0O OOIIEHHUS;

TpeOOBaHUS OXpaHbI TPy/a.

TIK 1.5. BaageTts
cocobamu

HaBbikn
OpTraHMU3aINH U MOAEpKaHus (YHKIIMOHATLHOTO
pabouero MpoCcTpaHCcTBa
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OpraHMu3aLu
pabouero
IIPOCTPAaHCTBA
IIPUEMHOH U

YMenus:

OpraHu30BBIBAaTh pabouee MECTO B COOTBETCTBUU
¢ TpeOOBaHUSAMU SPTOHOMUKH M KYJIBTYpPhI TPYAQ;
obecrieunBaTh paboyee MeCTO M (PyHKIIMOHAIEHOE
pabouee MPOCTPaHCTBO HEOOXOIUMBIMU

KaOuHeTa N

CpeACTBaMHU OpPraHU3AIMOHHON TEXHHUKH, MEOEIbIO
PYKOBOAUTEIIS

U KaHIEJIAPCKUMU IPUHAUIEKHOCTIMM;

MOJIIEP>KUBAThH CPEICTBA OPraHU3AIMOHHON

TEXHUKU

B pabo4YeM COCTOSIHHH.

3HaHuA:

TpeOOBaHUs OXpaHbl TPY/a, IPOU3BOACTBEHHON

CaHWUTApPUH, IPOTUBOIIOKAPHOM 3aIUTHI;

OCHOBBI PaBUWJIBHOM OpraHu3aluy TpyAa u

METO/BI TOBBIIEHHS ero 3(peKTuBHOCTH;

BUJIbl OPTaHU3AIMOHHON TEXHUKH U TIOPSIIOK

paboTHI C HEW.

IIK 1.6. Hasbikn

OCyILECTBIATH OpraHu3aIH MOJATOTOBKH U IPOBEICHUS
paboTy 1o KOH(EPEHTHBIX MEPONPHUATUH, OOecrieueHus
[IOLTOTOBKE MH(GOPMAIIMOHHOTO B3aNMOACHCTBUS

PYKOBOJUTEIS C NOAPa3AEICHUAMU U
U TIPOBEJICHUIO

JOJKHOCTHBIMU JIMIIAMH OPTaHU3aLUuU
KOH(EPEHTHBIX

bep . Ymenus:
MEpPOTIPHUSTHIA,

OpPraHU30BBIBATH MPOLIECC MTOJATOTOBKH U
obecrieunBarh NPOBEIEHNE KOHPEPEHTHOTO MEPOIPHATHUS
I/IH(bOpMaIII/IOHHOG WHIUBAAYaJIbHO
B3aUMOJICICTBUE U B cocTaBe pabouell rpymibl;
PYKOBOJUTENS JOKYMEHTHPOBaTh pa3Hble 3Talbl IPOLETYPhI
c MOJITOTOBKH U TIPOBENICHHUSI KOHPEPEHTHOTO
noapasaenenusvy | M opOHPHATHA,

Y JIOJKHOCTHBIMU
JUAMHA
OpraHu3aIu

COOJIFOIaTh ITUKET U OCHOBBI MEXIyHAPOJHOTO
MIPOTOKOJIA;

OCYILECTBIATH cOOp, 00paboTKy MHpOpMaLUHY,
CHCTEMaTH3aINI0 TIOyYaeMbIX U MepeaBacMbIX
TaHHBIX;

OCYIIECTBIISITH MPOBEPKY JOCTOBEPHOCTH, TIOJTHOTHI
Y HETIPOTUBOPEUNBOCTHU JIAHHBIX, UCKITIOUEHHE
nyOnupoBaHUs HHPOPMALIHH;

MPUMEHATh HH(OPMAIIMOHHO-KOMMYHHKAIIUOHHbIE
TEXHOJIOTHH.

3HaHuA:

HOPMAaTHUBHBIE MPABOBBIE aKThl Poccuiickon
®eneparun B chepe HHPOpMALIUY;
KOMIUIEKC OPraHNu3allMOHHO-TEXHUYECKUX
MEPOIPUATHUH 110 MOATOTOBKE U IPOBEIECHUIO
KOH(EPEHTHBIX MEPOIPUSITHIA;
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npaBwia 0OPMIICHUS TOKYMEHTOB, CO3/JaBAEMBIX
B IIpOLIECCE MOJATOTOBKHU U MPOBEACHUS
KOH(EPEHTHOTO MEPOIPUATHUS;

STUKET U OCHOBBI MEXIyHAPOAHOTO IPOTOKOJIA;
9THKA JIEJIOBOT0 OOIIEHHS;

COCTaB BHYTPEHHUX M BHEUTHUX WH()OPMAIMOHHBIX
MIOTOKOB;

CTPYKTypa OpraHHU3aINH U TOPSTOK
B3aUMOJICCTBUSI IOAPA3ACICHU;

METO]IbI 00pa0OTKH U 3aITUTHI HH(POPMAIIUHU C
MIPUMEHEHHUEM CPEJICTB MHGOPMAIIMOHHBIX U
KOMMYHHKAIMOHHBIX TEXHOJIOTHIA,

TpeOOBaHUs OXpaHbI TPY/Ia.

MK 1.7.
OdopmisaTe
OpraHU3aIMOHHO-
pacropsIUTeIbHbBI
e

JOKYMEHTBI U
OpPTraHU30BBIBATH
paboTy ¢ HUMH, B
TOM YHCJIE C
WCIOJIb30BaHUEM
aBTOMATHU3HPOBAH
HBIX CHCTEM

HaBbiku

o opMIICHHUS OpTraHU3AIMOHHO-PACTIOPSTUTEIIEHBIX
JOKYMEHTOB M OpraHu3aiusi padoThl C HUMH, B TOM
YHUCJIE C UCIIOJIb30BAaHUEM aBTOMATU3HPOBAHHBIX
CHCTEM

Ymenus:

COCTABIISATh MPOEKTHI OPTraHU3aIMOHHBIX,
pacnopsauTeIbHbIX U MHOOPMAIIMOHHO-
CIPAaBOYHBIX JOKYMEHTOB, B TOM YHCJIE
JIOKYMEHTOB, COJIepKallluX KOHPHUAECHINATBHYIO
UH(POPMAIIHIO;

0(opMIIATH OpraHNU3aLMOHHO-PACTIOPSAUTEIbHbIE
JIOKYMEHTHI (OpUTMHAJIBI U KOIIHH);

CKaHMPOBAaTh, KOIMPOBATh U KOHBEPTHPOBATH
JOKYMEHTHI B pa3In4yHble (popMaThl;
OCYIIECTBIISITH POBEPKY MPOEKTOB JOKYMEHTOB Ha
COOTBETCTBHE ITPaBHUIIaM JIEJIONPOU3BO/ICTBA;
MPUHUMATh U IPOBOAUTH NEPBUUHYIO 00pabOTKy
BXOJISIIUX JJOKYMEHTOB;

MIPOBOJIUTH MPEIBAPUTEIEHOE PACCMOTPEHNE
BXOJISIIIUX U BHYTPEHHUX JOKYMEHTOB;
PErUCTPUPOBATh BXOAIINE, UCXOASIINE U
BHYTPEHHHE JIOKyMEHTBI;

KOHTPOJUPOBATh MapUIPyTHU3ALIUIO
JTOKYMEHTOTIOTOKOB B OpTraHU3aIiH (COTJIacOBaHHE,
MOJITMCAHNE, YTBEPKJICHHE, PErHCTpaLus,
03HAKOMJICHHE M UCTIOJTHEHUE JOKYMEHTOB) ;
OCYILECTBIISATH CPOKOBBIM KOHTPOJIb HCIIOTHEHUS
JOKYMEHTOB;

OCYIIECTBIISITH TIOATOTOBKY U OTIPABKY
UCXOJALINX JTOKYMEHTOB;

COCTABIISITh OTYETHI U AHATUTUIECKHUE CIIPABKU
00 HCIIOJIHEHUH JOKYMEHTOB;

BECTH WH(OPMAITHOHHO-CIIPABOYHYIO pabOTy

0 JOKYMEHTaM;
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OCYIIECTBIISATh pabOTy C OpraHU3alMOHHO-
pacopsAUTEIbLHBIMUA JOKYMEHTAMU
B aBTOMAaTU3UPOBAHHBIX CUCTEMAX.

3HaHuA:

HOPMAaTHUBHBIE IPABOBBIC aKThl Poccuiickon
®enepanyn B chepe AeI0NPOU3BOICTBA;
JIOKaJIbHbIE HOPMATUBHBIE AKTBHI,
periIaMeHTHPYIOIUE IS TENbHOCTh CIIYKObI
JIEJIONPOU3BOJICTBA U €€ paOOTHUKOB,
OpPraHMU3aLMIO BEACHUS JCIIONPOU3BOCTBA;
COBpEMEHHBIE HHPOPMALIMOHHBIE U
KOMMYHHMKAIMOHHBIE TEXHOJIOTUH, IPUMEHSAEMBIE
B paboTe ¢ JOKYMEHTaMHU;

CTPYKTypa OpraHU3allu, PyKOBOACTBO
CTPYKTYPHBIX HOJpa3esieHu, 00pa3ibl MoAnucei
JIMLI, UMEIOLIUX [TPaBo MOANKUCAHUS U YTBEPKIACHUS
JIOKYMEHTOB,

1 OTpaHUYEHUS 30H UX OTBETCTBEHHOCTH;

IIpaBUJIa PYCCKOT'O SI3bIKA;

TpeOOBaHMS OXpaHbl TPY/IA.

IK 1.8.
OdopmisaTs
JOKYMEHTBHI 110
JUYHOMY COCTaBY
Y OpraHU30BHIBATh
paboTy ¢ HUMH,

B TOM YHCJIE C
UCIIOJIb30BAHUEM
ABTOMATH3UPOBAH
HBIX CHCTEM

HaBbiku

o opMIICHUS JOKYMEHTOB I10 JITYHOMY COCTaBY H
OpraHu3ayy paboThl C HUMH, B TOM YHCIIE C
HCIIOJIB30BAHUECM aBTOMaTI/BI/IpOBaHHLIX CUCTEM

Ymenus:

o0ecreynBaTh COXPaHHOCTh MEPCOHATBHBIX
JAaHHBIX paOOTHUKOB;

OpPraHU30BBIBATh IOKYMEHTOO0OPOT MO
MIPE/ICTAaBICHHIO IOKYMEHTOB IO ITEPCOHATY B
roCy/1apCTBEHHBIE OPTaHBbI,

OpPraHU30BBIBATH JOKYMEHTOOOOPOT MO YUETY
U IBUKEHHIO paOOTHUKOB;

BECTH BOMHCKHH yu€T paOOTHUKOB,;

BECTH YUET pabodyero BpeMeH! pabOTHUKOB;
0(hopMIIATH OpraHNU3aLMOHHO-PACTIOPSAUTEIbHbIE
JIOKYMEHTHI 10 JINYHOMY COCTaBYy;

BECTHU PETUCTPALUIO, YUET, ONIEPATUBHOE XPaHEHHE
JIOKYMEHTOB 10 JIMYHOMY COCTaBY;

BECTH JIOKYMEHTAIIHIO, TOATBEPKIAIOILY IO
CBEICHHUS

O TPYJOBOH AESITEILHOCTH U TPYAOBOM CTaXKe
pabOTHUKOB,;

(hopMHUpOBaTH JTUYHBIE JIe]Ia paOOTHUKOB;
o(opMIIATH Jerna 1Mo JIMYHOMY COCTaBY JIJIst
nepenavyu

B apXUB OpraHHU3aluH;
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paboTath CO crienuaIn3upPOBAaHHBIMHU
MH(GOPMALMOHHBIMH CUCTEMaMM U 0a3aMu JTaHHBIX
10 BEJICHUIO yU€Ta U ABIKCHHUIO PaOOTHUKOB.

3HaHus:

HOpPMAaTHUBHBIE MTPABOBBIEC aKThl Poccuiickoi
®denepanun B chepe TPyIOBBIX OTHOIICHUI;
JIOKaJIbHbIE HOPMATUBHBIE aKThI,
periaMeHTUPYIOIIKE TPYIOBbIE OTHOIICHUS;
COBpeMEHHbIE HH(OPMALIMOHHO-
KOMMYHHKAIMOHHBIE TEXHOJIOTHH, IPUMEHSIEMbIC B
paboTe ¢ JOKyMEHTaMU 0 JUYHOMY COCTaBY;
CTPYKTypa OpraHHu3allu, PyKOBOACTBO
CTPYKTYPHBIX MOJPa3ACIICHHI;

MpaBUJIa JeIONPOU3BOICTBA;

MpaBUJIa PYCCKOTO SI3bIKA;

JTHKA JCJIOBOI0 OOIICHNS;

TpeOOBaHUS OXpaHbl TPy/a.

IK 1.9.
Opranu3oBbIBaTh
TEKyIee XpPaHCHHE
JIOKYMEHTOB,
00paboTKy nen
JUTSL OTICPATUBHOTO
U apXUBHOTI'O
XpaHeHUs1, B TOM
qucie ¢
HCIIOJIb30BaHUEM
aBTOMATHU3HPOBAH
HBIX CUCTEM

HaBbiku

OpPraHU3alMyU TEKYIIETrO XPAHEHUS IOKYMEHTOB,
00paboOTKH ACII ISl ONIEPaTUBHOTO U apPXUBHOTO
XpaHEHHUs], B TOM YHUCJIE C UCIIOJIb30BaHUEM
ABTOMATU3UPOBAHHBIX CUCTEM

Ymenus:

pa3pabarbiBaTh HOMEHKJIATYPY JJI OpTraHU3aI1H;
MPOBEPSITH MPABMIHLHOCTH 0(hOPMIICHUS
JIOKYMEHTOB M OTMETKH 00 MX UCIOTHEHUH Mepe]
ux GOPMHUPOBAHUEM B JIEIIO JIJISl TTOCIIETYIOIIETO
XpaHeHus; (OpMHUPOBATH JieNa, KOHTPOJIUPOBATh
MPaBUIILHOE ¥ CBOEBPEMEHHOE pacIpeiesieHue u
MOAIIMBKY JOKYMEHTOB B JI€Ja B COOTBETCTBHH C
HOMEHKJIaTypOM JIelT;

MIPOBEPSITh CPOKU XPAaHEHUsI JOKYMEHTOB,
COCTaBJISITH TPOTOKOJ pabOTHI HKCIIEPTHOM
KOMMCCHH 1O MOATOTOBKE JOKYMEHTOB K Iepeaaue
B apXWB;

COCTABJISITh aKT O BBIJIEJIEHUN K YHUUTOKEHUIO
JIOKYMEHTOB, HE TOJJISKAIINX XPAHECHUIO;
COCTaBJIATh aKT 00 YHUUYTOKEHHH JOKYMEHTOB;
OCYLIECTBJISTh MOJHOE WM YaCTUYHOE
odopMIIeHHE JIET BPEMEHHOTO0, ITOCTOSTHHOTO,
JOJICOBPEMEHHOTO CPOKOB XPaHEHUS;

COCTABJISITH OIHMCH JIeT CTPYKTYPHBIX
MoApa3AeIeHU MOCTOSTHHOTO, 10JTOBPEMEHHOTO
CPOKOB XpaHEHUs JUTsl TIepeIadyu Ie7T B apXUB
OpraHu3alky;

MIPUMEHATHh HHPOPMAITMOHHO-KOMMYHUKAIIHOHHBIE
TEXHOJIOTHH MPHU paboTe C TOKyMEHTaMHU.

3Hanug:
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HOPMAaTHUBHBIE IPABOBbIE aKThI Poccuiickon
®enepaunu B chepe 1e10Mpou3BOICTBA U
apXHUBHOTO JIeNIa;

JIOKaJIbHbIE HOPMATUBHBIE aKThI,
periIaMeHTHPYIOIUE BeICHHE JAeONPOU3BOICTBA U
nepenavy Jejl B apXuB OpraHU3aIiiy;

BUJIbl HOMEHKJIATYP 1€, 001ue TpeOoBaHus K
HOMEHKJIAType JeJl, HOPSAOK paboThl ¢ Hell,
nopsAnok hopMUpOBaHUA U opopmIIeHUS A€,
cnenuduka GOpMUPOBAHUS OTACTBHBIX KATETOPUN
e,

MpaBUJIa XpPaHEHUS JIeJl, B TOM YHCIIE C
JIOKYMEHTaMHU OTPaHUYEHHOTO TOCTYIA,

MpaBUJIa BBIIAYH U MCIIOJIb30BAHMS JOKYMEHTOB M3
c(hOpMHUPOBAHHBIX JIE;

MOPSAIOK MCIOIB30BAHUS TUIIOBBIX WIN
BEJIOMCTBEHHBIX TIEepEUHEH TOKyMEHTOB,
OTIpeJIeJIeHUs] CPOKOB XpaHEHHUs B TIPOIIECCE
9KCIIEPTHU3BI IEHHOCTU JOKYMEHTOB;

BU/JIBI OITUCEH JIeJT OpraHU3aIiH U MOPSIOK pabOThI
C HUMH,

TpeOOBaHUS OXpaHbl TPy/a.

15



Opranuzanus
apXUBHOU pabOTHI
10 JIOKYMEHTaM
OpraHu3anui
pa3nuyHbIX HopMm
COOCTBEHHOCTH

MK 2.1.
Ocy1iecTBIAThH
KOMIUICKTOBAHHE
aApXUBHBIMH
JeTaMH
(TOKyMEHTaMH )
apxuBa
OpraHu3aIu’

Hasbikn

y4acTusi B KOMIUIEKTOBAaHUU apXUBHBIMU JIEJIaMU
(mOoKyMeHTaMM) apXuBa OpraHu3aIuu

Ymenus:

paboTaTh ¢ noapazeNeHUIMU/OpraHu3alusIMu
HMCTOYHUKAMU KOMIUIEKTOBAHUS apXUBa;
MIPUHUMATh apXUBHBIE JIea (JOKYMEHThI) Ha
IIOCTOSIHHOE WUJIM J10JITOBPEMEHHOE XPaHEHUE;
y4acTBOBATh B IIPOBEACHUU SKCIIEPTU3bI LIEHHOCTU
Pa3IMYHbBIX TUIIOB U BUJIOB IOKYMEHTOB B
COOTBETCTBUM C BHYTPEHHUMH perjiaMeHTaMu
OpraHu3alIiy;

MPUMEHSATH B pab0oTe PEeKOMEHIAIIH SKCIEPTHO-
MIPOBEPOYHON KOMUCCUU WIIH SKCIIEPTHOMN
KOMHUCCUH OpPTraHU3allNy;

MIPUMEHSITH [IEPEUHU C YKa3aHHEM CPOKOB
XpaHeHus Ael (JIOKyMEHTOB);

cOOIOAaTh HOPMATHUBHBIE CPOKH XPaHEHHUS JIE
(1OKyMEHTOB);

BECTH YUYET UCTOUHHUKOB KOMILJIEKTOBAHMSI apXUBa;
HCIOJIb30BaTh NMEPEIOBON OTEUECTBEHHBIN U
3apyOeKHBIN OIBIT O KOMIUIEKTOBAHHUIO apXHBa
nenamMu (JIOKyMEHTaMH) TOCTOSTHHOTO U
JIOJITOBPEMEHHOI'O XpaHEHUS;

HCII0JIB30BAaTh COBPEMEHHBIE
aBTOMATHU3HPOBAaHHBIE, THPOPMAIIMOHHBIE U
TEJIEKOMMYHUKALIMOHHBIE TEXHOJIOTUN
JIOKYMEHTUPOBAHHBIX c(ep AesTeIIbHOCTH
OpraHU3aIHH.

3HaHuA:

HOPMAaTHUBHBIE MPABOBBIE aKThl Poccuiickon
®enepanyn B chepe AeT0NPOU3BOACTBA U
apXMUBHOTIO JIENA;

HAay4YHO-METOANYECKUE KPUTEPUU SKCIIEPTU3BI
LIEHHOCTH Pa3JIMYHbIX TUIIOB U BUJIOB JIET
(mOKyMEHTOB);

TEOPETHYECKUE U METOINYECKHUE ACTIEKTHI
KOMILUIEKTOBAHUS U KCIIEPTU3bI IEHHOCTH BCEX
BHJIOB IOKYMEHTOB;

BUJIbI, PA3HOBUIHOCTH U (hOpMAaThl BCEX BUJIOB
JIOKYMEHTOB;

YHUGUIUPOBAHHYIO CUCTEMY OpPraHU3allOHHO-
pacnopsAUTEIbHON JOKYMEHTAIUH;

CTaHIapThl 0POPMIIEHUSI OpTaHU3ALIOHHO-
pacnopsAUTEIbHON JOKYMEHTALUY;
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CIOCOOBI ¥ TEXHOJIOTUHU IOKYMEHTHPOBAHUS
pa3IMYHBIX BUIOB IPOPECCHOHATILHON
NeSTeNILHOCTH,

OpTraHU3aIMOHHBIC TIPUHIIUITEI KOMIUICKTOBAHHUS
nen (JOKyMEHTOB) OTPAaHUYEHHOTO JIOCTYTIA;
TpeOOBaHUs OXpaHbI TPYIA.

IIK 2.2. Bectn HaBbiku

yUET BEJICHUSI YUETa apXUBHBIX JIeT (JIOKYMEHTOB), B TOM

APXHBHBIX €1 YHUCJIE C UCIIOIb30BAHNEM aBTOMATHU3UPOBAHHBIX
CHCTEM

(10KYMEHTOB), B
TOM YUCIIC

YMenus:

MOJIb30BaThCsl YUYETHBIMU JOKYMEHTAMH B paMKax
JIEKTPOHHBIX HH(OPMAIIMOHHBIX CUCTEM
JOKYMEHTHPOBAaHHBIX c(hep ACITEeTBHOCTH
OpraHu3aIuy;

MOJIb30BAThCS CEPTUPUIIMPOBAHHBIMU
aBTOMaTU3UPOBAHHBIMU CUCTEMaMHU
JOKYMEHTHPOBAaHHBIX c(hep ACITEeTBHOCTH
OpraHu3alMK [0 YUETY, pErUCTPallui, KOHTPOIIIO
1ell (JOKyMEHTOB);

M0JIb30BaThCsl MHPOPMALMOHHO-CIIPABOYHBIMU
CHCTEMaMH JOKYMEHTHPOBAaHHBIX cep
NesITeIbHOCTH OpraHu3aliig;

BECTH CIIPABOYHO-TIOMCKOBBIE CPEJICTBA K
aApXUBHBIM JIe1aM (JIOKyMEHTaMm);

BECTH YUET CTPAXOBOT0 (POHIA APXUBHBIX 1€
(1OKyMEHTOB);

IIPUMEHSATh HOPMATUBHBIE ITPABOBBIE AKTHI,
JIOKaJIbHbIE HOPMATHUBHBIE aKThI OPTaHU3AINN
METOAMYECKHE JOKYMEHTHI B 00acTH y4éra
apXUBHBIX €1 (JIOKyMEHTOB);

BHOCHTB MPEAJIOKEHUS [0 COBEPILIEHCTBOBAHUIO
METOAMYECKOTO 00eCTIeUeHHs yuéTa pa3HbIX BUOB
JIOKYMEHTOB B JIOKYMEHTHPOBAHHBIX chepax
JeSITeTbHOCTH OpTaHU3aIUH.

C UCITIOJIb30BAHHEM
ABTOMATH3UPOBAH
HBIX CUCTEM

3Hanusa:

HOpPMAaTHUBHBIE ITPABOBbIE aKThI Poccuiickon
®denepanun B chepe IeT0NMPOU3BOICTBA U
apXUBHOTO JIENa;

METOANYECKHE JOKYMEHTHI U HallUOHATIbHBIC
CTaH/apTHl B 001acTH y4éTa JOKYMEHTOB U
JIOKYMEHTHPOBAHHBIX C(hep AeSITEIbHOCTH
OpraHu3alluy;

OTEUECTBEHHBIC U 3apyOCIKHBIC
cepTU(UIIPOBAHHBIE CUCTEMBI
ABTOMATU3MPOBAHHOTO YUETA apPXUBHBIX JEI
(mOKyMEHTOB);

TpeOOBaHMS K YUETY 0CO00 IEHHBIX M YHUKATBHBIX
apXUBHBIX A€l (JOKYMEHTOB);
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CPOKH BBHITIOTHEHHS pa0OT MO yUETY apXUBHBIX T
(TOKYMEHTOB);

o0IIHe MPUHITUIBI YUETA U KOMIUICKTOBAHUS JIEJT
(TOKyMEHTOB) OIpPaHHYEHHOTO JIOCTYTIA;
TpeOOBaHUS OXpaHbI TPY/A.

IK 2.3.
Ocy1iecTBIAThH
XpaHEeHHE
apXUBHBIX JET
(TOKYMEHTOB)

C MOCTOSTHHBIM
CPOKOM XpaHCHHSI
Y TI0 JTNYHOMY
COCTaBYy B apXHBE
OpTraHu3aIu

HaBbixkn

OCYIIECTBJICHUS XPAHCHUS apXHUBHBIX JIEIT
(IOKyMEHTOB) C IIOCTOSIHHBIM CPOKOM XPAaHEHHUS U
I10 JINYHOMY COCTaBY B apXHBE OpraHU3AINH

Ymenus:

CUCTEMAaTHU3UPOBATh Jieja (JOKYMEHTHI);
pa3MeniaTth apXUBHbIE Jiea (JOKYMEHThI) Ha
MeCTaX XpaHEHHUsI B COOTBETCTBUH C
HOPMAaTUBHBIMH TpeOOBaHUSAMU B 001acTU
apXUBHOTO JieJla U yIpaBICHUS T0KyMEHTaMU;
CO0JIF0IaTh HOPMATHBHBIE PEKUMBI XPAHEHUS
APXUBHBIX el (JIOKyMEHTOB) Ha JIIOOBIX
HOCHUTEIISIX;

MIPOBOAUTH MPOBEPKY MOTHOTHI COCTaBa APXUBHBIX
JOKYMEHTOB B €IUHHIIAX XPAHCHHUS,

MIPOBOJIUTH OMMCAHUE APXUBHBIX JIEIT
(moKyMEHTOB);

COCTABIISATH CIIPABOYHO-TIOMCKOBBIE CPEJICTBA K
apXUBHBIM JIe1aM (JIOKyMEHTaMm);

BECTH YUET U KOHTPOJIb BBIIAYHM apXUBHBIX JIEIT
(IOKyMEHTOB) U3 apXUBOXPAHIIUIIA U UX
BO3Bpara;

BECTH YUET U KOHTPOJIb NIEPEAYH AET
(1OKyMEHTOB)

B TOCYJIapCTBEHHBIN/MYHHUIIUIIATBHBIA apXUB HITH
Ha MHOE BHEIIHEEe XpaHEeHUe U mpuéma Jiel ¢
BHEIITHETrO XpaHEHUS;

MIPOBOJIUTH MOJIMCTHYIO MPOBEPKY (pU3HUECKOTO
COCTOSIHUS J1€71 (IOKYMEHTOB);

Pa3bICKUBATh HEOOHAPYKEHHBIE eTa
(1OKyMEHTBHI);

3anumaTh HHHOPMAIIMOHHBIE PECYPCHI apXUBa OT
HECAHKIIMOHUPOBAHHOTO JIOCTYTIA.

3Hanusn:

HOPMaTMBHbIE NpPaBoBble aKTbl Poccuiickom
®denepanun B chepe eT0MPOU3BOICTBA U
apXUBHOTO JIENa;

HOPMAaTHUBHBIE MPABOBBIE aKThl Poccuiickon
®denepanuu B 0671aCTH HHPOPMAIIHH,
MH(POPMAITMOHHBIX TEXHOJIOTUM, 3aIIATHI
MH(OPMAILIUY U TIEPCOHATBHBIX JaHHBIX, TU(GPOBOI
TpaHchopmanuy;
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HOPMAaTHUBHBIE IPABOBbIE aKThI Poccuiickon
®enepanun B 001acTH KOH(PUICHIIMATBHOCTH
uH(pOpMAIHH;

IIpaBUJIa XpPAaHEHMs el (IOKYMEHTOB) B
COOTBETCTBHUH C UX THIIAMHU;

NnopsAA0K (POPMUPOBAHUS JOKYMEHTOB B
KOMIUIEKTBI, TPYIIIBI, TUIIBL;

TpeGoBaHUs K 0(h)OPMIICHHUIO TOTOBOPOB Ha
peanu3aluio yCJIyr BHEIIHErO XpaHeH s el
(1OKYMEHTOB);

CPOKH BBIIIOJIHEHUS PadoOT;

TpeOOBaHUS K YCTAHOBJIEHHBIM HOPMaM
BBIPaOOTKH;

TpeOOBaHUs OXpaHbl TPYIa.

IIK 2.4.
OcyiecTBiATh
XpaHeHHe,
KOMILIEKTOBAaHHUE,
YYET U
HCIOJIb30BAaHUE
nen (JOKyMEHTOB)
BPEMEHHOI'O
XpaHeHus

HaBbiku

obecrieueHus XpaHEHUs, KOMILJIEKTOBAHHUS, YUETa U
WCIOJIb30BaHUSA 1M (JOKYMEHTOB) BPEMEHHOTO
XpaHeHus

Ymenus:

OpPraHU30BBIBAaTh U 00ECIIEUMBATh XpaHEHUE /1€
(IOKYMEHTOB) BPEMEHHOT'0 XPAaHEHUSI OpraHU3alNH
B TPAJULIMOHHOM U B 3JIEKTPOHHOM BH/IE;
KOHTPOJIMPOBATH Pa3pabOTKy CTPYKTYPHBIMH
MOJIPa3/IeIeHUsIMU OIIMCEN U aKTOB O BbIJICIIEHUU
Ha YHUYTOXKEHHE JIeN (JOKYMEHTOB) BPEMEHHOIO
XpaHEHUs B TPAJULMOHHOM H B 3JIEKTPOHHOM
BU/IE;

(bopMHUpPOBATh €AMHUIBI XPAHEHUS TOKYMEHTOB IS
UX MOCJIEIYIOIIET0 pa3MEIIeHUs B apX1Be
OpraHM3aluy;

COCTaBJIATh CIIPABOYHO-TIONCKOBBIE CPEACTBA K
apXUBHBIM JIeJ1aM (JOKyMEHTaMm);

OCYILECTBIIATh MOUCK J1eN (JIOKyMEHTOB)
BPEMEHHOI'0 XpaHEHUs B IIPOLECCE X XPAHEHUS B
CTPYKTYPHBIX NIOJIpa3ACICHUSAX U apXUBE
OpraHu3aIuiy;

OCYIIECTBIATH METOANYECKOE PYKOBOICTBO
opraHusalei XxpaHeHus aei (J0KyMEHTOB)

B CTPYKTYPHBIX [TOIPA3/IEJIEHUSAX OPTaHU3alNH;
OKa3bIBaTh CTPYKTYPHBIM NOJIpa3AcICHUAM
MIPaKTUYECKYIO MOMOIIb B OPraHU3aIK XPAaHEHUS
nen (TOKyMEHTOB);

pa3pabarbIBaTh CIPaBOUYHO-UH(POPMAIIIOHHBIE
JOKYMEHTBI 110 OPTaHU3alluK UCIIOJIB30BaHuUs Ael
(1OKyMEHTOB) BPEMEHHOI'O XpaHEHUS B
CTPYKTYPHBIX NIOJIpa3AcIECHUSAX U apXUBE
OpraHu3aIuy;
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MIPOBOJUTH IKCIIEPTUIY IEHHOCTH IS
(ITOKYMEHTOB) BPEMEHHOTO XPaHEHHUSI, IEPEIaHHbBIX
B apXUB;

OTIPENIENIATh CPOKU XPAHEHHUS JIeJT (JIOKyMEHTOB)
BPEMEHHOT'O XpaHCHUS;

obecrieuynBaTh 3alIUTy JeT (JOKyMEHTOR)
BPEMEHHOI'O XpaHEHUS B OPraHU3AIHH OT
HECAHKIIMOHUPOBAHHOTO JIOCTYIIA WU
YHUYTOXKCHUS;

MIPOBOANTH (PH3UUECKOE YHHUTOKEHUE 1T
(TOKyMEHTOB) BPEMEHHOTO XPaHEHHUSI C
HCTEKITUMH CPOKAMU XPAHCHHUS MTOCIIC
COTJIACOBAHUS CO CTPYKTYPHBIMH
MO/Ipa3IeICHUSIMHA OpTaHU3aIUH;

ohopMIATh YyUETHBIE TOKYMEHTBI 00 YHHUTOXCHUU
nel (TIOKyMEHTOB) BPEMEHHOT'O XpaHEHHUS C
UCTEKIIUMHU CPOKAMHU XPAHEHUSI COBMECTHO CO
CTPYKTYpPHBIMH NOAPA3Ae/1eHUAMMN OPraHMU3aLMUK.

3HaHus:

HOPMAaTHUBHBIE NPABOBBIE aKThl Poccuiickon
denepanun B chepe IeT0NPOU3BOICTBA U
apXUBHOIO JIEJIa;

HOpPMAaTHUBHBIE MTPAaBOBBIEC aKThl Poccuiickoi
®depepannu B 001aCTH 3aUTUTHI IEPCOHATBHBIX
JIaHHBIX;

HOpPMaTHUBHBIE ITPABOBbIE aKTHI Poccuiickon
Oenepanun B 001aCTH KOHPUIECHITUATEHOCTH
uH(pOpMaIHH;

METOANYECKHE JOKYMEHTHI U HallUOHATIbHBIC
CTaHJIapThl B 00J1aCTH ACIOMPOU3BOACTBA U
apXUBHOIO JIEJIa;

MeTOJIMKa pa3paboTKu (opM yUETHBIX TOKYMEHTOB
B TPAJUIIMOHHOM U B DJIEKTPOHHOM BU/IE;
MpaBUjia CUCTEMATU3AINH U KIacCUPUKAITII
JIOKYMEHTOB;

0COOEHHOCTH OpraHU3alUK XPaHEHUS el
(IOKyMEHTOB) Ha Pa3TUYHBIX HOCUTEIISX;
KpPUTEPUU ONPEACIICHUS IEHHOCTH eI
(IOKyMEHTOB) sl AaNbHEHIIIET0 XPaHEHUS WK
YHUYTOXKCHHS;

TpeOOBaHMS K MPOIIECCaM YHHUUTOXKCHUS
nH(OPMALIUY B TPATUITUOHHOM H SJIEKTPOHHOM
BUJIC;

TpeOOBaHUS OXpaHbI TPy/a.

IIK 2.5.
Ocy1iecTBIATH
WCIIOJIb30BaHUE

HaBbixku

OCYIIIECTBJIEHUS UCITOIb30BaHUS APXUBHBIX JIETT
(IOKyMEHTOB), B TOM YHCJIE C UCMOIb30BaHUEM
ABTOMATU3UPOBAHHBIX CUCTEM
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ApPXUBHBIX eI
(10KYyMEHTOB), B
TOM YHCJIE C
HCIIOJIb30BAaHUEM
aBTOMATH3UPOBaH
HBIX CUCTEM

Ymenus:

CHCTEMaTH3HPOBATh U 0000IIATh CBEACHUS O
COCTaBe U COJIEP)KAaHUU APXUBHBIX JIETI
(TOKYMEHTOB);

WCIOJIh30BaTh MH(POPMAITMOHHBIC TEXHOJIOTHH B
o0JacTu CO37aHMsI CIPABOYHO-TIOMCKOBBIX CPEICTB
apX¥Ba U JIOKYMEHTHPOBAHHBIX cep
NeSTeIbHOCTH OpraHU3aIuy;

(hopMHpPOBATE OCHOBHBIE M BCIIOMOTATEIILHBIC
BH/IbI ADXUBHBIX CITPABOYHUKOB B DJIEKTPOHHOMN
(opme;

MOATOTABIIMBATh NH(POPMAITMOHHBIE IOKYMEHTHI 110
3arpocam IoJIb30BaTEICH Pa3IMYHbIX KaTEerOpUH.

3HaHus:

HOPMAaTHUBHBIE NPABOBBIE aKThl Poccuiickon
®enepanun B cepe AeI0NPOU3BOICTBA;
HOpMaTHBHBIE IPaBOBbIE aKThl Poccuiickoit
®denepanyu B 001aCTH 3aIIUTH IEPCOHATBHBIX
JTAHHBIX;

METOAMYECKHE JOKYMEHTHI B 00JacTH
UCIOJIb30BAaHUS U ITyOIMKALMU apXUBHBIX /1€
(1OKyMEHTOB);

cepTU(PHULIMPOBAHHbIE HHPOPMALIMOHHO-TTOMCKOBBIE
CHCTEMBI B 00JIaCTH pa3pabOTKH HAyIHO-
CIPAaBOYHOTI'O anmnapara JOKyMEHTUPOBAaHHBIX cep
JeSITeTbHOCTH OpTaHU3aIliH;

CPOKH BBITIOJTHEHHUSI Pa0OT 110 OpraHU3aIin
HCIOJIb30BAHUS apXUBHBIX /1€ (JOKYMEHTOB);
OpraHU3aIMOHHBIC TIPUHIIUITEI UCTIOJIH30BAHUS
JOKYMEHTOB OI'paHHMUYEHHOI'0 JI0CTYTa;

TpeOOBaHUS K TOATOTOBKE APXUBHBIX CIIPABOK U
BBINHUCOK U3 apPXUBHBIX IOKYMEHTOB;

TpeOOBaHUs OXpaHbl TPYJIa.
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Pazgen S. Ctpykrypa o0pa3oBaTesibHOI MPOrpaMMbl
5.1. Ctpykrypa OII 0e3 006111€00pa30BaTe/ILHOIO UKJIA:

KO HanmenoBanus Y/MAK/IIM
Cr'.00 CounajJbHO-TYMAHUTAPHBIN IUKJI
Cr.o1 Uctopus Poccuu
CT.02 WHocTpanHbIi A3BIK B TPOGECCUOHATBHON AEATEIbHOCTH
CT.0o3 be3onacHOCTb KU3HEAEATENBHOCTH
Cr.o4 dusnueckas KyiabTypa
CT.os OcHOBBI OEpEXKIIMBOTO MPOU3BOACTBA
CT.06 OcHOBBI (PMHAHCOBON I'PaMOTHOCTH
OI1.00 OomenpodgeccHoOHATbHBI UK
OI1.01 DKOHOMMKA OpraHU3aALHH
OI1.02 MeHnemxkMeHT
OI1.03 [IpodeccronanbHast 3TUKa U OCHOBBI JI€JI0BOTO OOLIEHUS
OI1.04 IIpaBoBbIE OCHOBBI TPO(PECCUOHANBHOMN IEATETLHOCTH
OII1.05 HNudopmanroHHble 1 KOMMYHHKAIIMOHHbBIE TEXHOJIOTUU
OII.06 Pycckuii s3bIK B TpoecCHOHaNBbHOM JesITeIbHOCTH
OI1.07 KomnerotrepHast 06paboTka TOKyMEHTOB
I1. 00 IMpodeccuonaibHbIi MUK
IIM. 01 OcyuiecTB/IeHHE OPraHU3ALMOHHOI0 H JOKYMEHTAIMOHHOI0
olecreyeHusi AesITeIbHOCTH OPraHU3aHHI
MJZIK 01.01 JIoKyMeHTalMoOHHOE 0OecTieueHne ypaBlieHus
MK 01.02 Opranuzanus padoThl C 3JIEKTPOHHBIMH JIOKYMEHTAMU
MK 01.03 Opranuzaius CeKpeTapcKoro 00CITyKUBaHUS
M/IK 01.04 JloKkyMeHTaIlMOHHOE 00ECTICUEHHE KAIPOBOM CITY>KOBI
VII. 01 Y4yeOHasi npaKkTHKA
IIII. 01 IIpousBoaCTBEHHAs NMPAKTHKA
IIM. 02 Opranu3anus apXuBHOH padoOTHI 10 JOKYMEHTAM OpPraHu3alui
pa3JIM4YHbIX (OPM COOCTBEHHOCTH
MK 02.01 Opranu3zanys 1 HOpMaTUBHO-IIPABOBBIE OCHOBBI APXUBHOTO /1A
MJIK 02.02 I'ocynapcTBeHHBIE, MyHULIUIIAJIBHBIE APXUBBI U apXUBbI OpraHU3aLUil
MJIK 02.03 Mertoauka 1 MpakTUKa apXUBOBEACHUS
M/IK 02.04 ObecrieueHre COXpaHHOCTH JOKYMEHTOB
YII1.02 YuyeOHas npakTHKa
I1I1. 02 IIpou3sBoaCTBEHHAS NMPAKTHKA
IIM. 03 OcBoeHue BUI0B padoOT MO OHOI MJIM HECKOJbLKHUM MPodeccusim
PadoUHX, JOJKHOCTSM CIYKAMX
VYII. 03 YuyeOHas NPAKTHK
III1. 03 IIpou3BoaCTBEeHHAS MPAKTHKA
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KO HanmenoBanus Y/MAK/IIM

1T IIpousBoaCTBEHHAs NPAKTHKA
(mpeaunJIoMHast)
A IIpomeskyTOUHAs aTTeCTALMS

BapuaTnBHas yacTb 00pa3oBaTeIbHOM IPOrpaMMBbl
I'NA.00 TocynapcTBeHHasi UTOrOBasi aTTeCTALMS

5.2. Pabouas mporpaMma BOCIUTAHUS

Llenu u 3a1a4y BOCIUTAHUSA 00YyYaOLIMXCS IPU OCBOCHUU UMHU 00pa30BaTE/IbHON IPOrpaMMBbl:

Ilenp pabodeld mporpamMMbl BOCHHTAaHUS — CO3/IaHUE OPraHU3aLMOHHO-TIEAATOTMYECKUX
yCIOBUH 17151 POPMUPOBAHUS IMUHOCTHBIX PE3YJIBTATOB 00YUYAIOIIMXCS, IPOSBISIIOIUXCS B PA3BUTHH
UX MO3UTHUBHBIX YyBCTB U OTHOLIEHUH K POCCUHCKUM I'pa)k1aHCKUM (6a30BbIM, OOIEHAIIMOHAIEHBIM)
HOPMaM M LIEHHOCTSIM, 3aKkperi€HHbIM B Konctutynuu Poceniickont denepanuu, ¢ y4eToM TpaauLui
U KyJbTyphl cyObekTa Poccuiickoit denepanuu, AeI0BBIX KaUeCTB CIELHUAINCTOB CPEIHErO 3BEHA,
OIIpe/IeNIEHHBIX OTPacleBbIMU TPEOOBaHUAMHU (KOPIIOPATUBHOM KYJIBTYpOil).

3ajgauu:

— (hopMupoBaHHE €AMHOTO BOCIUTATEIBHOIO MPOCTPAHCTBA, CO3/AIOILEI0 PaBHBIE YCIOBHS
JUIs pa3BUTUS 00yUaroImuxcs NpopeccnoHaaIbHON 00pa3oBaTeIbHON OpraHu3aluy;

— OpraHu3aiys BceX BHJIOB JIEATEILHOCTH, BOBJEKarollel o0ydaromuxcs B 0OLIECTBEHHO-
LIEHHOCTHBIE COLUAIN3UPYIOIINE OTHOLICHHUS,

— (opMupoBaHue y oOydaronmxcs NpodecCHOHAIbHOW 00pa3oBaTeIbHON OpraHU3aluu
o0HIMX LEHHOCTEH, MOpaJbHBIX U HPABCTBEHHBIX OPUEHTHPOB, HEOOXOAMMBIX JUIsl YCTOWYMBOTO
pa3BUTHS FOCYapCTBa;

— YCWUJIEHHE BOCHUTATEIBbHOTO BO3JEWUCTBUS Oyarojaps HENpPEphIBHOCTH Ipoliecca
BOCIUTAHMSL.

Pa3neu 6. Yciaosus peasnszanuu 00pa3oBaTeibHON NPOrpaMMbl

6.1. TpeGoBaHUS K MAaTepUATBHO-TEXHUYECKOMY 00ECTIeUeHUI0 00pa30BaTeIbHOM MPOTrpaMMBbI

6.1.1. CneunanbHble MOMEIICHUS JOJDKHBI MPEICTABIATH COO0OM y4eOHbBIE ayIuTOpUU IS
MIPOBEJICHUS 3aHATHH BCEX BHJIOB, NMPEAYCMOTPEHHBIX 00pa30BaTEIBLHONW MPOrPaMMOi, B TOM YHCIIE
TPYNNOBBIX U WHANBUAYAIBHBIX KOHCYJIBTAIIUH, TEKYIIIETO KOHTPOJS ¥ MPOMEKYTOYHON aTTeCcTalluy,
a TaKKe MOMEIICHHUS JUTSI CAMOCTOSATEIbHON W BOCITUTATEIILHOW pabOThI, MACTEPCKHE U JTabOpaTOPHH,
OCHAaIlleHHBbIE ~ O0OpYy/IOBAaHUEM, TEXHMYECKHMHU CpEACTBAMH OOy4eHHS M  MaTepuaami,
VYHUTHIBAIOITUME TPEOOBAHUS MEXKTyHAPOHBIX CTAHIaPTOB.

IlepedyeHb cienMaJbHbIX MOMeIIEHUI

KaOunersbi:

COIMATTbHO-9KOHOMHYECKUX M YIPABIECHYCCKUX AUCIUILINH;
MHOCTPAHHOTO fA3bIKA B MPO(eCcCHOHATBHOM 1eATeNbHOCTH;
PYCCKOTO s13bIKa B TPO(HEeCCHOHATLHOM IS TEIBHOCTH,
paBOBOTO obecreueHns MpodhecCHOHATBHON EATETbHOCTH;
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JIOKYMEHTAIIMOHHOTO 00eCIIeYeHUs yIPaBIICHHUSI;
apXUBOBE/ICHUS;

po)eCCHOHAIBHON ATUKHA U OCHOB JICJIOBOTO OOIIECHNS,
OpTraHMU3aINHN CEKPETAPCKOTo 00CITyKUBAHHUS,
0€30I1aCHOCTH JKU3HEACATEILHOCTH;

METOIUYCCKHH.

JlabopaTopum:

KOMIIbIOTEPHOM 00pabOTKHU 1I0KYMEHTOB;
UH(POPMALIMOHHBIX 1 KOMMYHHUKAITMOHHBIX TEXHOJIOTHH;
apXHUBHOTIO JIeN1a;

opranu3zanuu paboThl ¢ JOKyMEHTaMH;

CHCTEM 3JICKTPOHHOI'0 IOKYMEHTO000pOTa;

yueOHasi KaHUEJSpusl.

CnopTHBHBI KOMILIEKC?,

3aanl:

— OMOJIMOTEKA, YUTAIBHBIN 3aJ1 C BEIXOJIOM B MHTEPHET;
— aKTOBBIH 3all,

u JIp.

6.1.2. MarepuaabHO-TEXHHUUYECKOE OCHAIICHUE KaOWMHETOB, JIAOOpAaTOpPHi, MACTEPCKUX U 0a3
npaktuku 1o cneuuanbHoctd  46.02.01 JlokymeHTauMOHHOE OO€ecliedeHue yIpaBiIeHUs U
apXUBOBEJICHHUE.

OOGpa3zoBarenpHasi OpraHu3alus, pealn3yrollas mporpamMmy Mo crnenuanbHoctu 46.02.01
JIoKyMeHTallMoHHOe  oOecreueHre yOpaBleHUsT MW apXHBOBEIEHHWE, [IOJDKHA pacrojararb
MaTepuaIbHO-TEXHUYECKON 0a30ii, 00ecreunBaroIiei MpoBeIeHHE BCEX BHUJIOB JUCIHUIUIMHAPHON U
MEXIUCHUIUIMHAPHON TOJATOTOBKH, JIa0OpATOPHOM, TMpakTU4Yeckoi paboOThl  OOydYarommxcs,
MPEAYCMOTPEHHBIX YYEOHBIM IUJIAHOM W COOTBETCTBYIOIIEH JEHCTBYIOIIMM CaHUTApPHBIM U
MPOTUBOMNOXKAPHBIM TpaBUJIaM W HOpPMaM B pa3pe3e BBIOPaHHBIX TpaeKTopuil. MUHUMaIBHO
HeoOxoauMmeIit 1t peanusaruu OOIT nepeueHb MaTepUaTbHO-TEXHUYECKOTO 00€CTIeUeHUs, BKIIIOUAET
B ceOsi:

6.1.2.1. OcHaimenue KaOMHETOB

Kabunetsl «ConnanbHO-9KOHOMUYECKUX U YIPaBIECHUYECKUX AUCHUILIINHY, «HOCTpaHHOTO
s3bIKa B PO(hecCHOoHaNbHOM AeaTeTbHOCTY, «PyccKoro si3bika B Mpo¢eCCUOHATBHON IEATETbHOCTI,
«IIpaBoBoro obecrnieueHus: mpohecCUOHATHEHOU EATEIBHOCTHY, «JlOKyMEHTallMOHHOTO 00eCTIeYeHHs
yopaBlieHus», «ApxuBoBeneHus», «lIpopeccuoHanbHOW 3TUKM U OCHOB JEJOBOTO OOIICHHSY,
«OpraHmzanum CeKpeTapckoro oOCTyKHUBaHUS» OcHalleHbl Crennaan3upoBaHHON MeOenplo U
CHUCTEMBI XpaHEHUsS, TEXHUYECKHUMH CPEJICTBAMH U JACMOHCTPAIIMOHHBIMH Y4eOHO-HATJISITHBIMH
nocoOusIMu

Kabuner «be30macHOCTH KU3HEAESITEIHHOCTI.
Ne \ HanmeHoBaHHE 060py10BAHHS"
| CnenuanusupoBaHHas Mebesib M CHCTeMbl XpaHeHUs

‘ Texuugeckoe Ol'II/ICElHI/IC4

2 O6pasoBaTenbHas OPraHU3allds 1yl pealn3alid yueOHoH JucuumIMHbl "dusndeckas KyabTypa" J0JKHA PacroaraTh
CITIOPTUBHOM HH(MPACTPYKTYPOid, 00eCTIeunBarOIIeH MPOBEICHNE BCEX BUIOB MPAKTUIECKUX 3aHATUH, TPETYCMOTPEHHBIX
Y4eOHBIM TIJIAHOM.

Crmmcox  000OpyZOBaHHS JOMOJHAETCS 00pa3oBaTeNIbHOW  opraHuzanuedd Tpu  (HOPMHPOBAHWHM  OCHOBHOH
npodeccrnoHaTLHOM 00pa3oBaTEbHON MPOTPAMMBI.
* TexHMYECKOE ONMCAHWE NAETCS OOPA30BATENLHON OpraHM3alMedl caMOCTOATENBHO TPH (POPMUPOBAHMU OCHOBHOM
npodeccHoHaIBEHOM 00pa30BaTeIbHOM MPOTrpaMMBbl.

3
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OcHoBHOe 000opyrOoBaHHe

1 | paGoyme CTOI M CTYJI O KOJUYECTBY OOYHAFOIIMXCS

2 | pabouee MeCTO IpenogaBaTess

3 | mporusoras ['TI-7

4 | pecniupatop P-2

S | 3amuTHbIN KocTioM JI-1

6 | 00IIEBONCKOBOM 3aIIIUTHBINA KOCTIOM

7 | oOu1eBOHCKOBON MPUOOP XUMUYECKOH pa3BeaKH

8 | KoMIac-a3umMyT

9 | MHAMKATOP PAJIMOAKTUBHOCTH

10 | unauBUAYaNbHBINA nepeBs3ounblii naker MIII-1

11 | )XKryT KpOBOOCTAHABJIMBAIOITUI

12 | anreuka naguBuayanpHas 1. AU-2

13 | KOMILIEKT MPOTHBOOYKOTOBBII

14 | yaauBuayanbHBIN TpoTHBOXUMUYecKkuid makeT MIIIT-11

15 | cymka canutapHas Ajsl OKa3aHUs EPBO MOMOIIU
noapazaenenusim cuii ['O (mpuka3 Ne 611 ot 08.02.2013)

16 | HOCWIKH IJIaIIeBhIE

17 | TpeHak€p-MaHEKEH B3POCIIOro MOCTPAIaBIIETO «AJIEKCaHIP-

2-0.1» (ronoBa, Topc) (WK ero aHaJIoT) I OTPA0OTKH
IIPUEMOB CepeUHO-IErOYHON peaHuMaluH (Co
CBETO3BYKOBBIM HHJIUKATOPOM)

18 | crena-yrosnok mapkepHsblil « TexHuka 6€30MacHOCTH.
VYerpoiictBo, cOopka u pazdbopka aBromara AK-74.
Hopmarusbny

19 | crenn «IIpubopsl pauallmOHHONW M XUMHUYECKOU Pa3BEIIKI
20 | maket aBromara KananiaukoBa (cOOpHO-pa300pHBIii)

21 | yueOHO-TPEHUPOBOYHBIA KOMILJIEKC OTHEBOH MOTOTOBKH
Crpenen-1/AK (maccorabaputhsiii maket AK) umm ero
aHaJor

22 | crenn «Opranu3alMoHHas CTPYKTypa Boopyx EHHBIX cui
Poccuiickoit @eaepanum»

23 | crenn «CpecTBa HHIUBUAYATBHON M TPYIIIOBOM 32T
24 | crenn «CpencTBa 3alllUThl OPraHOB JIBIXAHUS
(MHIUBHIyaTbHBIE CPEJICTBA 3AIIUTHI)»

25 | crenn «YcraBbl. 3aKOH BOCHHOM ci1y>kObl. BoeHHas mpucsiray
Il Texuunuyeckue cpeacTna

OcHoBHOe 000pyrOBaHHe

1 | mepcoHaIbHBIA KOMIBIOTED 2
2 | mpuHTEp 1
3 | mpoekTop 1

6.1.2.2. OcHameHne NOMENEHNH, 3aJ€CTBOBAHHBIX IIPU OPTraHU3AIMKM CaMOCTOATEIBHON H
BOCIIUTATEIHHON pabOTHI.

Kabuner «bubnmoreka, YnTabHBINA 321 C BBIXOJAOM B MHTEPHET» OCHAIICH NEPCOHATBHBIMH
KOMIIbIOTEpaMU U OMOIUOTEUHBIM (DOHIOM.

6.1.2.3. OcHamenue 1aboparopuit

Jlabopatopun  «KomnbroTepHoit — 00pabOTKHM  JOKyMEHTOB», «MH(MOpMAlMOHHBIX U
KOMMYHUKAI[MOHHBIX TEXHOJOIMIH», «APXUBHOrO nena», «OpraHusanuu padoTsl ¢ JTOKYMEHTaMM»’
«CHcTeM 3JIEKTPOHHOTO JIOKYMEHTO00OpoTa», «YdeOHas KaHUENsSpHUs» OCHALICHb DPaOOYNMH
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CTOJIAMU U CTYJI 110 KOJIMYECTBY O0YUYaIOUIMXCS OCHAIIEHHbIE KOMIIBIOTEPHBIMU CTOJIAMH M IIOJIbEMHO-
MOBOPOTHBIMH ~ KpECllaMH, TEPCOHAIBHBIMH KOMIIBIOTEpAMHM Ha Kaxaoe pabouee MeCTO: C
YCTaHOBJIEHHBIM IPOTrPAMMHBIM OOECIIEYEHHEM: ONIEPALIMOHHAs CHCTEMa, aHTUBUPYCHAsl IPOrpaMMma,
TEKCTOBBINA, TabnnuHblli pepaktop, CYB/I, nporpamma miis co3aHusi Npe3eHTalMi, apXuBaTopsbl,
IIpOrpaMMbl CKaHUPOBAHHUS, KOHBEPTUPOBaHUA (PANIOB,C JOCTYIOM B ITIO0AIIBHYIO CETh UHTEPHET, B
JOKAJbHYI0 CeTh Y4YeOHOro 3aBENCHHs, B CIPABOYHO-TIPABOBYIO CHCTEMY H 3JIEKTPOHHO-
O6ubnuoreynyro cucreMy. B yaboparopusix ycTaHOBIEHO HEOOXOAMMOE OCHOBHOE O0OpYZOBaHHE:
npuntep/MOY

6.1.2.4. OcHamienre 0a3 MPaKTHK

Peanmusanuss o0pa3oBarenbHOM NPOrpaMMBbl  IMpeAroyiaraeT o0sM3aTeNbHYI0 YYeOHYI0 H
IIPOU3BO/ICTBEHHYIO IIPAKTHUKY.

YyeOHast NpaKkTUKa pealn3yeTcs B MAaCTEpCKUX NpoecCHOHATBHON 00pa3oBaTeIbHOM
opraHuzaiuu M TpeOyeT Hanuuus OOOpYJOBaHUsS, HHCTPYMEHTOB, PAacXOJHBIX MaTepHasos,
00eCTIeYNBAOIINX BBHIIIOJHEHHE BCEX BHJIOB pPa0OT, OINpPENENCHHBIX COACpPKaHUEM MPOTrpaMM
npoeCCHOHATBHBIX ~ MOJYJIEH, OTBEYAIOLIero IMOTPEOHOCTSAM  OTpaciu U TpeOOBaHUIM
paboToaTeen.

[Ipon3BojaCTBEHHAss NpaKTUKa pealu3yeTcs B  OpraHu3anusax Jroboro  mnpoduis,
00eCTIeYNBAIOIINX JESITEILHOCTh 00YJAOMUXCsl B IPOPECCHOHATBHON 00JIACTH aJMHUHUACTPATHBHO-
yIpaBJIeHYeCKOI U 0PUCHON NesITeTbHOCTH.

OOGopynoBaHue  MPEANPHUSATAA M TEXHOJOTHYECKOE  OCHAIICHHME  pabouux  MECT
IIPOM3BOJICTBEHHON IPAaKTHUKU JIOJUKHO COOTBETCTBOBAaTh COJAEPIKAHUIO MPOQecCHOHATBHOM
JESITeTBbHOCTH U JaTh BO3MOKHOCTB 00y4aroeMycst OBJIa1eTh MPO(ecCHOHATBHBIMA KOMIIETCHIIUSIMH
10 BCEM BHJaM JEATEIbHOCTH, IPEYCMOTPEHHBIMU NIPOIPaMMOM, C UCIIOIb30BAHUEM COBPEMEHHBIX
TEXHOJIOTUH, MaTepUAJIOB U 00OPYIOBAHUSI.

6.1.3. Jlomyckaercs 3aMeHa 000pY0BaHUS €r0 BUPTYyaJIbHBIMU aHAJIOTaMHU.

6.2. TpeboBaHus K y4eOHO-METOIUIECKOMY 00ECTIeYeHNI0 00pa30BaTeIbHON IPOTPAMMBI

6.2.1. bubnuoreunslii GoHa 00pa3oBaTENbHON OpraHU3alUU JOJDKEH OBITh YKOMILJIEKTOBAaH
MeYaTHBIMU M3AAHUSMHU U (WIK) 3JEKTPOHHBIMH W3JaHUSAMHU MO KXKIO0H MUCIHITINHE (MOIYIIO) W3
pacuera He MeHee 0,25 sK3eMIUIgpa KaKAOro M3 H3JIaHMM, YKa3aHHBIX B pabouux HporpamMmax
JTMCIUIUIAH (MOAyJel) B Ka4eCTBE OCHOBHOM JINTEPATYPHI, HA OJHOTO 00YYaroIIerocs U3 4rcia Juil,
OJTHOBPEMEHHO OCBAMBAIOLIUX COOTBETCTBYIONIYIO JUCIUIUIUHY (MOIYJIb).

B ciywae Hanmuums 3IeKTPOHHON HH(DOPMAIMOHHO-00Pa30BaTENLHONW CPEIbl JIOMYCKASTCS
3aMeHa Ie4aTHOro OubiMoTeyHoro (oHaa MpeaocTaBIeHUEM IpaBa OJHOBPEMEHHOIO JIOCTYyIa He
MeHee 25 MPOIEHTOB 00yJarOIINXCS K ITU(POBOM (3IEKTPOHHON) OMOINOTEKE.

OOyuaronmMes J0JKeH ObITh 0OecredeH AOCTyH (yIaleHHBIA JOCTYI), B TOM YHCIE B CIydae
MPUMEHEHHST AJIEKTPOHHOTO OOYy4YeHHs, AWCTAHIIMOHHBIX OOpa30BaTEeIbHBIX TEXHOJOTHH, K
COBPEMEHHBIM MpPO(eCcCHOHANBHBIM 0a3aM JaHHBIX U WH(OPMAIMOHHBIM CIIPABOYHBIM CHCTEMaM,
COCTaB KOTOPBIX OMpefensercs B pabodyux MporpamMmax AUCHUIUIMH (MOIyJied) U TMOIJIEKHUT
OOHOBJICHHIO (IIPH HEOOXOIUMOCTH).

OOpazoBarenbHass ~ TporpaMMa  JIOJDKHAa  OOecIeYMBaThesi  y4eOHO-METOIMUYECKON
JOKyMEHTAIUeH 1o BceM YUeOHBIM TUCIUILITUHAM (MOIYJISM).

6.2.2. OOyuaromyiecss WHBAIMIBI M JUIA C OTPAaHWYEHHBIMH BO3MOXKHOCTSIMHU 370POBBS
JOJDKHBI  OBITh  OOECTeYeHbl TNe4YaTHBIMM M (W) DIEKTPOHHBIMH Y4YeOHBIMH H3AHUSMH,
aIanTHPOBAHHBIMH TIPU HEOOXOTUMOCTH IS O0yUSHHSI YKa3aHHBIX 00YYaIOIIHXCSl.

6.2.3. [lepeyeHp HEOOXOIMMOTO KOMILIEKTA JTUIIEH3MOHHOTO U CBOOOHO PAcIIpOCTPAHIEMOTO
TIPOrPaMMHOTO 0OECTIEYeHH s, B TOM YHCIIe OTEUeCTBEHHOTO TIPOM3BOACTRA B [Ipunoxkenu 6..°

6.3. TpeboBaHus K MPaKTUYECKON MOATOTOBKE O0YUAIOIIUXCS

> VkasplBaeTcs NpPU HaIMYMU U HEOOXOJMMOCTH TIPMMEHEHHS MPOrPAMMHOTO OOECTIEUeHHs B COOTBETCTBUM C
kBanu¢ukanuen BeimyckHuka CI10
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6.3.1. IlpakTrdeckasi MOArOTOBKA MPH peaau3anui 00pa30BaTEIbHBIX MPOrPaMM CPEIHETO
npoeCCHOHATBFHOTO 00pa30BaHMs HANpaBlieHA Ha COBEPIICHCTBOBAHME MOJEIH IPAKTUKO-
OPHUEHTUPOBAHHOTO  OOydYeHHWs,  yCWIeHHWe  poinu  paboTojareneil  Npu  MOATOTOBKE
KBaJIM(HUIMPOBAHHBIX PAO0YMX, CIYXKAIIUX, CHEIHAINCTOB CPEAHEr0 3BEHA ITyTeM paCIIUpEHUs
KOMIIOHEHTOB (4acTeil) o00pa3oBaTeNbHBIX MPOTrpPaMM, MPEAyCMATPUBAIOIINX MOJIEIUPOBAHUE
YCIIOBUH, HEMOCPEICTBEHHO CBS3aHHBIX ¢ Oynymieil npodecCHOHaIbHONW AEATENbHOCTBIO, a TaKXkKe
obecrieyeHus: yCaOBUN JAJIs MONYy4EHUS OOYYarolMMMCSA MPAKTUYECKUX HABBIKOB M KOMIIETEHIMH,
COOTBETCTBYIOIIMX  TPeOOBAHUAM, MpPEIbSBIAEMbIM  padoToAaTeNIIMU K  KBaIM(UKALMIM
CIELUAIUCTOB, PA0OYHX.

6.3.2. OOpa3oBarenbHas OpraHU3alUsl CAMOCTOSTEIBHO MPOCKTHPYET peau3aluio
00pa3oBaTeNbHON MPOTPAMMBI U €€ OTJENBHBIX YacTel (AUCIUILTNHBI, MEXAUCIUILIMHAPHBIE KYPCHI,
npodeccHoHaTbHBIE MOAYJIH, TPAKTUKA U IPYTHE KOMIIOHEHTHI) B (hOpME MPAKTUIECKOM MTOATOTOBKH
¢ yaerom TpeboBanuiit ®I'OC CIIO u crienuuky morydaeMoi CrienualbHOCTH.

6.3.3. O0Opa3oBaTenbHas ASSITENLHOCTh B (POpME MPAKTUYECKON MOATOTOBKHU:

— peanu3yercss IpU MPOBEJCHUU IMPAKTUYECKUMX U JAOOpAaTOPHBIX 3aHSTUM, BBITOJHEHUU
KypCOBOT'O TIPOEKTHPOBAHUS, BCEX BHJIOB IMMPAKTHKH U MHBIX BUAOB Y4eOHO AEATEIHHOCTH;

— MpeAyCcMaTpUBAET JEMOHCTPALMIO IPAKTUYECKUX HABBIKOB, BHIIIOJHEHHE, MOJAEIUPOBAHNE
00yYaroIMMUCs ONPEACICHHBIX BUAOB Pa0OT Ul PEIIeHHs MPAKTHYECKHX 3a/1ad, CBA3aHHBIX C
Oynymieli mpoPecCHOHAIBHON JEATeIbHOCTBRIO B YCIIOBUSAX, MPHOMMKCHHBIX K peallbHBIM
MIPOU3BO/ICTBEHHBIM;

— MOXKET BKJIIOYaTb B €0 OTHENIbHBIE JIEKLUH, CEMHHAphl, MacTep-KIacChl, KOTOpPbIE
MpeAyCMAaTPUBAIOT — TIepefady oOydaromuMmcs y4eOHOW uHpOpManuu, HEOOXOIUMON s
MOCJIEAYIOIIErO BHIMOIHEHUsI paboT, CBSI3aHHBIX ¢ OynyIiel npodeccnoHalbHOM 1eATeNbHOCTBIO.

6.3.4. O6pazoBarenbHas JeITEeIbHOCTh B (hOpMe MPaKTUUECKOM MOJTOTOBKH MOKET OBITh
OpraHu30BaHa Ha JIOOOM Kypce OOy4deHHs, OXBaThbIBas JUCLHUIUIMHBL, MPOPECCHOHATbHBIE MOIYJIH,
BCE BHJIbI TPAKTUKH, IPEAYCMOTPEHHBIE Yy4eOHBIM IUIaHOM 00pa30BaTEIbHONW MPOTPaMMBI.

6.3.5. IlpakTuueckas MOArOTOBKa OpPraHU3yeTcs B Yy4eOHBIX, Y4eOHO-ITPOM3BOICTBEHHBIX
1a00paToOpUsIX, MACTEPCKUX, YUeOHO-ONBITHBIX XO3sICTBaX, yU4eOHbIX MOJMIOHAX, y4eOHbIX Oa3ax
NPAaKTUKH ¥ HHBIX CTPYKTYpPHBIX IOJPA3/ICICHUsAX 00pa30BaTENbHON OpraHu3alii, a TaKkKe B
CHelHabHO O00OpYy/OBaHHBIX MOMEUIEHHUSX (pabouux MecTax) MNpPO(UIbHBIX OpraHu3aluil Ha
OCHOBaHMM JOrOBOpa O TMPAKTUYECKOH MOATOTOBKE OOYYAlOIIMXCS, 3aKJII0UYaeMOro MEXIy
o0pazoBaTenbHON OpraHu3amueil 1 NpoGUIbHON OpraHU3aIel, OCYIIECTBISIONIEH AeATeTbHOCTH TI0
poUITI0 COOTBETCTBYIOIIEH 00pa3oBaTeIbHOM MPOrpaMMBbI.

6.3.6. Pe3ynbTarel ocBOeHUS 00pa30BaTeNIbHON MPOTrpaMMBI (€€ OTIEeNbHBIX YacTei) MOTyT
ObITh OLIEHEHBl B pPaMKax IPOMEXYTOYHOH U TOCYJapCTBEHHOH HTOTOBOW aTTeCTallH,
OpPraHU30BaHHBIX B (OPME AEMOHCTPALIMOHHOTO SK3aMEHa.

6.4. TpeGoBaHMsI K OpraHU3ANNN BOCITUTAHUS 00YUAFOIIINXCS

6.4.1. Bocrnuranme oOydarOmmxcs TPH OCBOCHHHM HMMH OCHOBHOM 0O0pa3oBaTEIbHOU
MIPOrpaMMbl OCYLIECTBIISIETCS HA OCHOBE BKJIFOUAEMBIX B HACTOSIIYIO0 00pa30BaTeIbHYIO MPOTrPAMMY
paboyeii mporpaMMbl BOCIIUTAHUS U KAJIEHIaPHOTO TUIaHa BOCIIUTATEIbLHON PabOTHI (MIpUIIOKEHHE 3).

6.4.2. Pabouyio mporpaMMy BOCHHMTaHUS M KaJCHIAPHBIA TUIAH BOCIUTATEIbHON paboThI
oOpa3oBaTenbHasl OpraHu3alUs pa3padaTblBa€T M YTBEPXKAAET CAMOCTOSTEIBHO C YYETOM
paboueii mporpaMMbl BOCIIUTaHUS U KAJICHAAPHOTO IJIaHA BOCTIUTATEILHON pabOTHI.
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6.4.3. B paspaborke paboueld mporpaMMbl BOCIHTAHHS ¥ KAJICHIAPHOTO TUIaHA
BOCIIUTATENbHON pabOThl MMEIOT NPaBO MPHUHUMATh YYacTHE COBETHI OOYYAIOIIMXCS, COBETHI
poauTenen, mpeJAcTaBuTeNn paboToaaTenei u (Mian) ux o0beIuHEHUN (ITPU UX HATTUYHH).

6.5. TpeGoBaHus K KaJpOBBIM YCIOBUSM peaIn3alii 00pa3oBaTeIbHON MPOrpaMMbl

6.5.1. Peanuzanust 00pa3oBaTeNbHONW MpOrpaMMbl 00eCHeuMBaeTCs IeNarorndecKuMu
paOOoTHHKaMu 00pa30BaTEILHOM OpraHu3alMy, a TaKXKe JIMLIAMH, NPUBJIEKAEMbIMU K pealn3aluu
00pa3oBaTeNbHON MPOrpaMMBbl Ha YCIOBUAX I'PAXIaHCKO-IIPABOBOrO OI0OBOPA, B TOM YHCIIE U3 YHUCTIA
pyKoBoauTeNell ¥ paOOTHUKOB OpraHU3alMii, HalpaBlIeHUE AEATEIbHOCTH KOTOPBIX COOTBETCTBYET
obnactu npodeccuoHabHOW AedarenbHOcTH 07 AIMUHHCTpAaTHBHO-yNpaBiieHYeCKas U O(ucHas
JeSITeIbHOCTD, U HIMEIOLMMHU CTaX PadOTHI B JAHHOU MPO(ECCHOHANTBHOM 00JIaCTH HE MEHEee TPeX JIeT.

KBamudukanus mnegarornyeckux pabOTHUKOB 00pa30BaTENbHOM OpraHu3alMy  JOJDKHA
OTBEYATh KBATH()HUKALMOHHBIM TPeOOBAaHUAM, YKa3aHHBIM B KBaTH(DHUKAIMOHHBIX CIIPABOYHHUKAX U
(unmm) mpodeccHOHANBHBIX CTaHAApTaX (TIPU HATHYUH).

[Tenarornyeckue pabOTHUKH, MPHUBIIEKAEMbIE K peau3aliiyd 0O0pa3oBaTeIbHOM MPOrpamMMsl,
JIOJKHBI T10JTy4aTh JOMOJHUTEIbHOE IpodeccnoHaabHoe 00pa3oBaHue MO MPOrpaMMaM MOBBIICHHS
KBaJIM(HUKALMK, B TOM 4HUCle B (OpPME CTAKUPOBKM B OPraHU3ALMAX, HANpPABICHUE JESATEIbHOCTH
KOTOPBIX COOTBETCTBYEeT 00jacTu mpodeccuoHanbHOM aAedarenbHocTH 07  AJMHHUCTPATHBHO-
yrpaBieH4YecKas U o(pucHas AeATeIbHOCTh, HE PeXKEe OJHOTO pa3a B TP IO/ C YYETOM PaCIIUPEHUs
crieKTpa npodhecCHOHATBHBIX KOMITETCHIINH.

Jlonst memarorn4eckux pabOTHUKOB (B MPUBEACHHBIX K LEIOYHCICHHBIM 3HAYCHUSM CTaBOK ),
00eCTIeYNBAOIIUX OCBOCHHE OOYYaIOMMMHUCSH MPO(HECCHOHAIBHBIX MOJYJCH, HWMEIONIMX OIIBIT
NeSITeIbHOCTH HE MeHee TpeX JeT B OpraHu3alMsix, HalpaBieHHEe JesTeIbHOCTH KOTOPBIX
COOTBETCTBYET 00JacTu npodeccHoHaIbHON esTenbHOCTH 07 AIMUHUCTPAaTUBHO-YTIpaBIeHYeCcKas 1
oucHas neqATeNnbHOCTb, B OOILIEM YHUCIIE MEeAarormyeckux pabOTHUKOB, PEaM3YIOMIUX MPOTrPaMMBI
npodeccHOHATBHBIX MOy el 00pa3oBaTeNbHOI MPOrpaMMBbl, JODKHA ObITH HE MEeHee 25 MPOLIEHTOB.

6.6. TpeboBanus kK pUHAHCOBBIM YCIOBUSM pealn3aluu 00pa3oBaTeIbHON MPOrpaMMbl

6.6.1. PacueTsl HOPMATHBHBIX 3aTpaT OKa3aHUS TOCYAAPCTBEHHBIX YCIYT MO peaH3aliu
06pa3oBaTenbHOI MPOrpaMMbI°

PacueTrs HOpMaTHBHBIX 3aTpaT OKa3aHUS TOCYIApCTBEHHBIX YCIYr TIO0 peau3aliu
00pa3oBaTeNbHONW TPOTPAMMBI  OCYIIECTBIISIOTCS B COOTBETCTBUM C METOAMKON OmpeeneHus
HOpPMATHBHBIX 3aTpaT Ha OKa3aHWE TOCYJapCTBEHHBIX YCIYT MO peaau3aluu o00pa3oBaTeIbHbBIX
porpaMM CpeAHEro Npo(ecCHOHANBHOTO 00pa3oBaHUS MO MpodeccusM (CHEHHaTIbHOCTIM) H
YKPYIHEHHBIM IpymnnaM npodeccuil (cnenuanbHocTel), yTBepkaaemMble MuHIpocsemenus: Poccun
€KETr0/IHO.

O®uHaHCOBOE OOECIIEYeHHE peau3alii  00pa3oBaTENFHONW IMPOTPaMMBI, OIPEIEICHHOE
B COOTBETCTBHMU C OFO/DKETHBIM 3aKOHOJATeNhCTBOM Poccuiickoit deneparnu u denepalbHBIM
3aKoHOM OT 29 nmexabpst 2012 Ne 273-D3 «O6 obpazoBanuu B Poccuiickoit deneparumy, BKIIOYAET B
ceOs1 3arpaThl Ha OIUIATy TpyJda NpernojaBaTelield W MacTepoOB MPOU3BOJICTBEHHOTO OOyUYCHHS
C ydyeroM oOecredyeHUs YPOBHS CpelHeid 3apaboTHOM miaThl MeJarorn4eckux pabdOTHHKOB
3a BBINOJHIEMYI0 UMH Y4eOHYIO (IIperoiaBaTeNbCKyl0) paboTy U Jpyryro paboTy B COOTBETCTBHUH
c YkazoMm Ilpesunenra Poccuiickoit @enepaunu ot 7 mas 2012 r. Ne 597 «O meponpustusax
10 peaIn3alyy rocy1apCTBEHHON COLMATIBHON MOJIUTUKH.

6 OGpaSOBaTeJ'H)HaH opranmsanus nNpuBOAUT PaCUCTHYIO BEJIMYMHY CTOUMOCTHU YCIIYT' B COOTBETCTBUU C
PCKOMEHAAIUAMU q)ez[epanf,ﬂmx 1 pETUOHAJIIbHBIX HOPMATUBHBIX JOKYMCHTOB.
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Pa3nes 7. ®opMupoBaHHe OLEHOYHBIX MATEPHAJIOB /I NIPOBEJCHHUS TOCYy1apCTBEHHOMI
UTOI0BOI aTTeCTALMHU

7.1. T'ocynapcrBeHHass uroropas arrectauus (manee — ['MA) sBisercs o0si3aTenbHON IS
obpazoBatenpHbix opranuzanuii CI1O. Ona mpoBoaMTCS MO 3aBEPUICHUH BCETO Kypca OOydYeHHS
10 HarpasJieHHIo noAroToBku. B xone 'MA oueHuBaercs cTeneHb COOTBETCTBUS CPOPMUPOBAHHBIX
KOMITETeHITMH BbIMyCKHUKOB TpeboBanusmM OI'OC CIIO.

7.2. BBIIIyCKHUKH, OCBOUBILINE IPOrPAaMMBbI IOATOTOBKHU CHELIMAIMCTOB CPEAHET0 3BEHA, CIAI0T
' A B popme JeMOHCTPAIIMOHHOTO 3K3aMeHa U 3alHUThI AUIIOMHOTO ITpoekTa (padoter). TpedoBaHus
K COZIEP)KaHUI0, 00bEMY U CTPYKTYpPE AUIUIOMHOM paboThl 00pazoBaTeIbHAasi OpraHU3aIs ONPEIesIeT
camocTosTenbHo ¢ yuerom [1OI1.

[ocymapcTBeHHass WTOrOBas AaTTECTAallMsl 3aBEpIIACTCS NPHUCBOCHHUEM  KBaTU(UKAIIH
crenuanucTa cpeaHero 3seHa: CHeruajiucT Mo JOKYMEHTAalMOHHOMY OOECIEUEHUIO YIPaBJICHUS U
apXUBHOMY JEIy.

7.3. Jlns rocynapcTBEHHOW MTOrOBOM aTTecTalMd 0Opa3oBaTeNbHOM OpraHu3anuen
pas3pabarbIBaeTCsl IpOrpaMMa rocy1apCTBEHHOM NTOIOBOM aTTeCTallMy U OLIEHOYHbIEC MaTEPUAIIbI.

7.4. OneHounble MaTepuaybl [uid mnpoBeaeHus ['MA BKIOYalOT THUMOBBIE 3afaHUs I
JEMOHCTPALIMOHHOIO  9K3aMEHa, MpPUMEpbl TEM JUIUIOMHBIX paboT, ONHMCaHHE MPOLEAYD
U yCIIOBHM IPOBEJECHUS FOCYAAPCTBEHHOW UTOIOBOM aTTECTAllMH, KPUTEPUH OLICHKHU.

Ouenounble MaTepuansl 1uid nposeneHus I MA npuBeneHbl B IPUIOKEHUH
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