[loKyMeHT NoAnucaH NpoCToil 3NeKTPOHHOM NOANMUCHI0
NHbopmaums o Bnagenbue:

®WNO: Hurmatynnuna Tansung AntadosHa
[omkHocTb: [upekTop

[ata nognucanus: 12.02.2025 08:6EPA30BA’]

YHUKaNbHbIN NDOERAMMHBIN KITHOY:

'EJIBHOE YYPEXJIEHUE ITPO®COIO30B

72a47dcchea NEBLSIMINS7 3660d030bf21969a

BBICHIET'O OBPA30OBAHUA
ANEMUA TPYJAA U COHUAJIBHBIX

OTHOIIEHUI»

BAIIKAPCKAN MHCTUTYT COIUAJIBHBIX TEXHOJOIMI

(pusmadn)

YTBEPXJIEHA

VYuensim CoBetom BUCT (punuana)
OVII BO «ATuCO»

IIpencenarens

Yuenoro coBera BUCT (dunuana)
OVII BO «<ATuCO»
T.A. Hurmarynnvaa

OCHOBHASA OBPA3OBATEJIBHASA ITPOI'PAMMA
CPEJHET'O NPO®ECCHUOHAJIBHOI'O OBPA3OBAHUSA —
IHPOI'PAMMA ITOATOTOBKH CIHHEIIUAJIMCTOB CPEJAHEI'O

3BEHA

10 ClI€NUaJIbHOCTHU:

46.02.01 loxkyMeHTAMOHHOE o0eceyeHre yIPaBJIeHUsl M ApXUBOBeIeHHe

[IpucBanBaemas KkBamuUKaIU:

CIEeNUAJMCT M0 JOKYMEHTALIMOHHOMY O0ecrie4eHHI0 YIIPaBJIeHUs 1

apXMBHOMY J1eJ1y

2024 ron



Conepxkanue

Pazgen 1. OBIHIUE IMOJIOKEHMSI ............coooiiiiiiiiiiiiie et 5
Pasznen 2. OBIIIASI XAPAKTEPUCTHUKA OBPA3OBATEJIbBHOM TPOTPAMMEI ....... 6
Pasznen 3. XAPAKTEPUCTUKA TPO®ECCHUOHAJBHOM JEATEJIBHOCTH
BBIIIYCKHUKA . ... ...ttt e e n e e n e n e nneeennes 6
Paznea 4. TPEBOBAHMS K PE3YJIBbTATAM OCBOEHHUS OFPA3OBATEJIBHON
TTPOTDPAMMBIL ...ttt ettt b e bbb e et e e sbe et e et e e enbeenaeeenns 8
O R 01570512 (ol X0 ) Y08 (< =3 064 0 GO 8
4.2. IIpo(heCCHOHATBHBIC KOMITETEHIIHH ... ...vvesvisreseessesssesseesseassesssesseassesssessessnsssessseassesseessesnesnes 11
4.3, JIMTHOCTHBIE PE3YITBTATDI ...veeuvvtesstrtesstesesssesessseeesstesesssesssssesssssesssssesssssesssssssssssessnssesssseesnnssees 22
Pasnen 5. TPEBOBAHUS K CTPYKTYPE OBPA3BOBATEJBHOM ITPOT'PAMMGBI ....23
ST A (10) 1317 8 1 01 ) S TP OP TR PP RTRPP 23
5.2. KaneHIapHBINA YIEOHBIA TPAPIIK ... .e.vveuriererieesiinieesieesreassesieesseessesseesseassesseesneesesneesseenesneennens 26
5.3. Pab0Yast MPOTPAMMA BOCTIATAHHMSL ... ..vvveessreesssreesssnessssesssssssssssesssssesssssesssssesssssssssssessnssessnsesssnns 33
5.4. KanenaapHbIil 171aH BOCTTUTATEIIBHOM PAOOTBL......vveuviereeririeieesireesieesnreesnee s e snee e snessnee e 33
Paznen 6. YCJIOBUS PEAJIM3ALIMA OBPA3OBATEJBHOM ITIPOT'PAMMBI............. 33

6.1. TpeGoBanust K MaTepUATEHO-TEXHUIECKOMY 00€CIIEUeHUI0 00pa30BaTeIbHON MPOTrpaMMBbI 33
6.2. TpeGoBaHus K y4eOHO-METOIUUECKOMY 0OecTieueHII0 00pa3oBaTebHOM

1 0T0) 012 DY 0105 P 37
6.3. TpeGoBaHMS K IPAKTUYECKOMN MOATOTOBKE OOYUAFOIIMXCS . « v enveteeneaneeaneenaenneaneannnnnn 39
6.4. TpeOoBaHUS K OPraHU3ALMHI BOCITUTAHUS OOYUAIOILIMXCSL ..vvvvveereesreessreessessnneessnesneessnssneenes 40
6.5. TpeboBaHUs K KapPOBBIM YCIOBUSM peaTu3alli 00pa30BaTEIbHON MPOTPAMMBI ................ 40
6.6. TpeboBanust K (UHAHCOBBIM YCIIOBUSM PEATH3aUN 00pa30BaTEIbHON MPOTPAMMEI............ 41

Paznen 7. POPMUPOBAHUE OLIEHOYHBIX MATEPHUAJIOB JIISI TPOBEJIEHUS
TOCYJAPCTBEHHOM UTOTOBOM ATTECTAIIMM .............c.ooveeeeiveieeeeeeeeen 41



Pa3zgea 1. O0mume mojokeHus

1.1. Hacrosmas ocHoBHast mpodeccuoHanbpHas oOpa3oBaTelbHas MporpaMMa CpPeIHEro
npodeccuonanbHoro obpasosanus (manee — OIIOII CIIO, obOpa3oBarenbHas MporpaMma),
peanuzyemass B balIKupckoM — MHCTUTYTE€  COIMAIbHBIX  TeXHOJOruil  (Quinane)
OO0pa3oBaTenbHOrO YUPESKICHUS MPOQCOI030B BHICIIEr0 00pa3oBaHUS «AKageMusi Tpyna |
conanbHbIX oTHomeHu» (manee — BUCT, HWactuTyr) mo cnenumanpHocTH 46.02.01
JlokyMeHTaIMoHHOe OOeCTeYeHne YIpaBlIeHUsI U apXUBOBEICHHE, YTBEPKICHHOTO [Ipmkazom
Mumnrnpocernierus: Poccuu ot 26 arycra 2022 roma Ne 778 (nanee — ®I'OC, ®I'OC CIIO).

OIIOIl  ompenenser pPEKOMEHIOBAHHBI  00BEM W COAEP)KAHUE  CPEIHEro
npodecCHOHAIBHOTO  oOpa3oBaHuss 1o  cnenuanbHocTH  46.02.01  JlokyMeHTaIlMoOHHOE
o0OecrieueHUEe  YIpaBJICHHUsS U apXUBOBEJIEHUE, IIAHUPYEMbIE  pE3yJIbTaThl  OCBOEHUS
00pa3oBaTesIbHOI MPOrpaMMbl, MPUMEPHBIE YCIOBHS 00pa30BaTeIbHON ACSITEILHOCTH.

OO6pasoBarenbHasi mporpaMmma MpeaCcTaBiIseT co00i KOMIUIEKC OCHOBHBIX XapaKTEPUCTUK
oOpazoBanus (00beM, cojaep:kaHHe, IJIaHUPyeMble pe3ylbTaThl) W  OpPTraHU3allMOHHO-
NEeIarorMYecKiX YCJIOBUHM, KOTOPBIM MPEACTaBICH B BHUAE YYeOHOrO IUIaHA, KaJeHAApHOTO
yaeOHoro rpaduka, pabodux mporpamm y4eOHBIX MPEIMETOB, KYpPCOB, NUCHUILUIMH (MOIYJICH),
UHBIX KOMIIOHEHTOB, OLIEHOYHBIX W METOAMYECKHX MATEpPHAaJiOB, a Takke pabouell mporpamMmbl
BOCIHUTAHMS, KaJCHIApHOTO TIJIaHa BOCIUTATENbHOW paboThl, (GopMm aTTecranuu, KOTOpHIC
pa3MenieHsl B 3JEKTPOHHOM  MH(OpPMAMOHHO-0Opa30BaTENbHOM  Cpele  UHCTUTYTa
(https://ufabist.ru/sveden/education/).

OIIOIT CIIO exeromHo mepecMaTpUBAaeTCI W OOHOBISICTCS B YACTH COICPKAHUS
yueOHBIX TUIAHOB, COCTaBa M COJAEpKaHUs pabo4YMX MPOrpaMM AMCHUILIUH, pabodYuX MporpaMm
po(eCcCHOHANIBHBIX MOJYJIEH, MpOorpaMMbl MPOU3BOACTBEHHOM (MPEAJUIIIIOMHOMN) MpaKTHKH,
METOJUYECKIX MaTepHUaIoB, 00eCIEUNBAIOIINX Ka4eCTBO MOATOTOBKU 00YyJarOIINXCSl.

1.2. HopmartuBHble ocHOBaHUS 1 pa3padotku [1OI1:

— QOepgepanbHblii 3ak0H OT 29 npekabps 2012 1. Ne 273-®d3 «O6 oOpa3zoBaHuu B
Poccuiickoit denepanuny;

— Ilpukaz Munnpocsemenust Poccum ot 26 asrycra 2022 roma Ne 778 «O0
YTBEpXKACHUH (PeeparbHOr0 TOCYAapCTBEHHOTO O00pa30BaTENbHOIO CTAaHIAPTa CPEIHEro
npodecCHOHAIBHOTO ~ oOpa3oBanus 1o  cnemuaidbHocT  46.02.01  JlokymMeHTaIlMoHHOE
o0ecrieyeHue yrpaBleHUs] U apXUBOBEJICHHUEY;

— [Ipukas MuHucrepcTBa [IPOCBEILEHUSA Poccuiickoit denepannu
or 24.08.2022 Ne 762 «O06 yrBepxkaenun Ilopsaka opraHuzaiu U OCYIIECTBIICHUS
o0pa3oBaTeNbHON  JAEATENbHOCTH MO  o0Opa3oBaTeNbHBIM  MporpaMmaM  CpPEIHEro
npo¢eCCHOHATBLHOTO 00pa30BaHUSI,

— IIpuka3 Munnpocsemenust Poccuu ot 08 Hos1Opst 2021 r. Ne 800 «O06 yTBepxkneHun
[Topsinka mpoBeneHUS TOCYAApPCTBEHHOM WTOTOBOM aTTeCTallid 1O 00pa3oBaTeIbHBIM
porpaMMaM CpeHero NpoQeccuoHanbHOTo 00pa3oBaHUAY;

— IIpuxa3z Muno6prayku Poccun Ne 885, Munmnpocsemenust Poccun Ne 390 ot 5 aBrycra
2020 r. «O mpakTH4yeckod mOAroTOBKE oOywaroumxcs» (Bmecre ¢ «llomoxenuem o
NPAaKTUYECKOH MOATOTOBKE 00YJaIOLIUXCS;

— IIpuka3 MunucrepcrBa Tpyna M COLMAIbHOM 3amuThl Poccuiickont ®enepanuun
or 15 wmronma 2020 r. Ne 333u (3apeructpupoBaH MUHHUCTEPCTBOM IOCTHIIMU Poccuiickoi
Genepaumu 15 mronst 2020 1., perucrpanumonsbii  Ne 58957) «OO  yTBepKACHUH
npodeccuoHanbHOro cranaapra «Crenuanuct Mo OpraHu3aliOHHOMY U JIOKYMEHTAalHOHHOMY
00€CTIeYeHNIO YIIPaBIICHUS OpraHu3auen»;

— [Ipuka3 MuHucrepcrBa Tpyda M COLHANbHOM 3ammTel Poccuiickont ®enepanun
or 18 mapra 2021r. Ne 140 (3apermctpupoBaH MUHHCTEPCTBOM FOCTUIMH Poccuiickoit
Oeneparunn 21 anpenst 2021 r., perucrtpaunonssiii  Ne  63193) «OO0  yTBepkaeHUH
poeCCHOHAIBHOTO cTaHapTa «CTIEIUaIiuCT apXuBay;
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— IIpuka3 Munobpuayku Poccum ot 17.05.2012 N 413 (pen. ot 12.08.2022) «O06
YTBEPXKICHHH (eepaibHOTO TOCYAapCTBEHHOTO 00pa30BaTEeNbHOIO CTaHAApTa CPEIHETO
obirero oopazoBanus» (3aperucrpupoBano B Muntocte Poccuu 07.06.2012 N 24480);

— Ilpukaz Munnpocemenuss Poccum Ne 371 or 18.05.2023  «O06 yTBepkacHUH
denepanpHOl  00pa3oBaTeNbHONW  MpOrpaMMmbl  CpeAHero  o0mero  oOpa3oBaHUS»
(3apeructpupoBano B Muntocte Poccun 12.07.2023 N 74228);

— VYcraB OYII BO «ATuCOy;

— Jpyrue HopMaTuBHBIE akThl Poccuiickoit denepannu, Pecybnuku bamkoproctan u
Nuctutyra.

1.3. Ilepeuennb cokpaieHui, ucnosb3dyemsix B Tekcre [TOI1:

OI'OC CIIO — denepanbHblii TOCYIAPCTBEHHBIN 00pa30BaTEIbHBINA CTaHIAPT CPEIHETO
po(hecCHOHATLHOTO 00pa30BaHUS;

OIIOII — ocroBHas npodeccruoHanbHas 00pa3oBaTeIbHas IPOrpamMma;

OK — 00111e KOMIIETCHINH;

I1IK — npodeccrnoHanbHbIe KOMITIETCHITUH;

JIP — nTMYHOCTHBIC PE3YJIbTATHI;

CT" — counanbHO-TyMaHUTAPHBINA LIUKIT;

OII — obmenpodeccuoHaIbHBINA ITUKI;

IT — npodeccrnoHaabHbIN UK,

MK — MeXAuCUUTUIMHAPHBINA KYpC;

[IM — mpodeccrnoHanbHbIi MOAYIb;

OII — obmenpodeccuonanbHass AUCHUTUINHA,

JD — neMOHCTpallMOHHBIN YK3aMEH.

I'MA — rocynapcTBeHHast HUTOrOBasi aTTECTALIMS.

Pa3nesa 2. O6mas xapakTepucTHKa 00pa30BaTeIbHON MPOrpaMMbl

KBamudukamms, mnpucBauBaeMas BBIIYCKHUKaM 0Opa30BaTeNbHOW  MPOTPaMMBI:
CHELHAIHCT M0 JOKYMEHTAllUOHHOMY O0ECIIEYEHUIO YIIPAaBIICHUS U apXUBHOMY JIEITy.

[Ipu pazpabotke obpa3zoBarenbHON nporpammbl BUCT ycTaHaBiMBaeT HapaBlIe€HHOCTb,
KOTOpPasi COOTBETCTBYET CIELUAIBHOCTH B IIEJIOM, ¢ yuyeToM cooTBeTcTBytomiei [1OI1.

[Tonyuyenne oO6pazoBaHus MO CHENUATBHOCTH JOIYCKAETCs TOJBKO B MPO(eCcCHOHAIbHOM
00pa3oBaTeNbHON OpraHu3alK WIK 00pa30BaTEIbHOW OpraHU3aIMK BBICILIET0 00pa30BaHUS.

®opmbl 00ydeHUs: OYHASL, OYHO-3a04YHAs, 3a0UHAsI.

ITpu peamuzammu IIICC3 BUCT BnpaBe NpuUMEHATh pa3iuuHble 0Opa3oBaTelbHBbIE
TEXHOJIOTUM, B TOM WYHCIE DJIEKTPOHHOE OOy4YeHHWE W IUCTAaHIIMOHHBIE 00pa3oBaTelIbHbIC
TEXHOJIOTHH.

[Ipu oOyyeHMM NHIl C OTPAaHWYCHHBIMH BO3MOKHOCTSMH 3JI0POBBS DIIEKTPOHHOE
o0yuyeHHe M JUCTAaHIMOHHBbIE 00pa3oBaTeIbHbIE TEXHOJIOTHUH MPEIYyCMATPUBAIOT BO3MOKHOCTh
nprema-repenadu nHGpopMaIu B JOCTYITHBIX U HUX (opMax.

OO0bvem o00OpazoBaTenbHOM MNpOrpamMMbl, pealuzyeMoil Ha 0a3ze cpegHero oOIIero
oOpazoBanuss 1o kBadu@ukanuu: CHenuajucT Mo JOKYMEHTAMOHHOMY 00€CleYeHHIo
yIIpaBJIEHUS U apXUBHOMY Jeny —2952 akaJjleMUYeCcKHX Jaca.

Cpox mony4deHusi 00pa3oBaHus 10 00pa30BaTEILHON MPOrpaMMe, peaan3yeMoil Ha Oasze
cpeanero oOmiero oOpa3oBaHuss Mo kBanudukanuu: CHENUANIUCT MO JOKYMEHTAIlMOHHOMY
o0ecreueHnIo yrpaBiaeHus U apxuBHOMY Aeny — 1 rox 10 mecsies;

O0veM mporpaMMbl 1O OCBOCHHMIO HPOTPAMMBI  CpEeIHEro MNpoQecCHOHATHLHOIO
oOpa3oBaHusi Ha 0a3e OCHOBHOTO 00IIero o0pa3oBaHUS C OJHOBPEMEHHBIM MOJyYEHHUEM
cpeaHero ooduiero obpaszoBaHus: 4428 YacoB akaJAeMHUYECKUX YacoOB, CO CPOKOM OOy4YeHHS
2 rona 10 mecsies.



Pasznes 3. XapakrepucTuka npogecCuoHaAIbHOM AeSITeJIbHOCTH BbIIYCKHUKA

3.1. O6macTb mpodecCHOHANBHOI JIeATETPHOCTH BBITYCKHUKOB: 07 AMHHHCTPATHBHO-
yrpaBieHYeCKast U OUCHAS IeATETHHOCTb.
3.2. CoOTBETCTBHE BUIOB ACSITEILHOCTU MPO(hecCnOHATbHBIM MOAYJISIM:

HaunmeHoBaHue BUIOB A€ATENBHOCTH HaumeHoBanue npodeccuoHalbHbIX
MOZyJEeR
1 2
Buasl gestensHOCTH
OcymecTBIieHHE OPraHU3AIOHHOTO U JIOKYMEHTAITHOHHOTO I[IM.01 OcymecTBienne
o0ecreyeHus e TeIbHOCTH OpraHu3aluu OpraHU3alMOHHOTO

U IOKYMCHTAIlUOHHOT'O obecrieueHuUs
JCATCIIBHOCTHU OpraHnu3aliii

Opranuszaius apXuBHON pabOTHI M0 JoKyMeHTaM opranm3anmii | [IM.02 Oprannzanus apxuBHON
pa3IuuHBIX GOPM COOCTBEHHOCTH paboThI

10 JOKYMEHTaM OpraHu3alui
pa3TYHBIX POPM COOCTBEHHOCTH

OcgoeHue 61008 pabom no o0Hou uiu Heckonvkum npogpeccusm | I1IM.03 OcBoeHne BUIOB padoOT 1Mo
Pabouux, OOIHCHOCMAM CIYIHCAUUX npodeccuu 20190 ApxuBapuyc

Ilepeuyens npogecCHOHAIBLHBIX CTAHIAPTOB, COOTHECEHHBIX C
(eepaLHBIM rocy1apcTBEHHBIM 00Pa30BaTeIbHBIM CTAHIAPTOM MO
crnennagabHoCcTH 46.02.01 [lokyMeHTALMOHHOE O0ecnieyeHHe YIIPABJIeHNs U apXHBOBeAeHHe

Kon
po(heCCUOHATBHOTO HaumenoBanue npodeccnoHaabHOro CTangapTa
CTaHIapTa
[Ipuka3z MunucrepcTBa Tpyaa U COUUAIBbHOM 3a1uThl Poccuiickoit
®enepaunu ot 15 uronsg 2020 r. Ne 3331 «O06 yTBEpKIeHUN
npodeccuoHansHOro cranaapra «CrHenuanucT Mo OpraHu3alMOHHOMY H
07.002 JTIOKYMEHTAIIMOHHOMY 00€CTICUCHUIO YIIPABICHUS OpPTraHU3aIuei»

(3apeructpupoBan MunuctepcTBoM octuninu Poccuiickoit @enepanuun
15 urons 2020 r., peructpanrionnsiii Ne 58957)

IIpuka3s MunucrepcTBa TpyZa U COUMAIBHOM 3a1uThl Poccuiickoit
®eneparnyn ot 18 mapra 2021 1. Ne 1401 «O06 yTBepX)/1eHUN
07.012 npodeccuoHaIbHOr0 cTaHAapTa «CrennanucT apXuBay
(3apeructpupoBan MunuctepcTBoM roctuiinu Poccutickoii deneparun
21 ampens 2021 r., peructpannoHsblii Ne 63193)

ITepevyenb 0000MIEHHBIX TPYAOBBIX (PYHKIUI M TPYAOBBIX QyHKIIUI,
HMEHIIHMX OTHOLIEHHE K IPO(ecCHOHAIBLHON 1eATeIbHOCTH BBIITYCKHUKA
1o crnenuajJbHoCcTH 46.02.01 /loKyMeHTallHOHHOE 00ecieYeHne YIpaBJIeHUus
W ApXMBOBeJCHHE

! Npukas MunncrepcTBa Tpyaa U coluanbHOM 3amuthl Poceuiickoit ®enepamun ot 29 centsiops 2014 r. Ne 667w
«O peectpe mTpo(ecCHOHANBHBIX CTAaHAAPTOB (IepedHe BUAOB  JESITEIBHOCTH)»  (3apeTHCTPHPOBAH
MumnucrepcrBoM roctuimn Poccuiickoit enepannn 19 Hostops 2014 1., peructpannonusiii Ne 34779).
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n/n

HanmenoBanue
npoecCHOHALHOTO CTaHAapTa

O06001eHHas

TpynoBasi G yHKIHSA
(OTD)

Tpynosas ¢pynkuus (TD)

[TpodeccronanbHBIN cTaHAAPT
«CHoenuaiuct 1o
OpTraHU3aIIOHHOMY U
NTOKYMEHTAl[HOHHOMY
00ECTIEYCHHUIO yIPaBICHU
OpraHu3aluen», yTBepKIeH
npukazom Muntpyzaa Poccun ot
ot 15.06.2020 N 333Hn
(3apeructpupoBano B MuHiocte
Poccun 15.07.2020 N 58957)

J/ToxymeHTamoHHoe
obecrieueHne

eI TeIbHOCTH
OpraHu3aIu

Opranuzanus padoTsI ¢
TTOKYMEHTaMH

Opranuzanys TEKyILEro XpaHeHus
NTIOKYMEHTOB

Opranuzanus 00paboTKu Aem AJis
MOCJICTYIOMIETO XPaHCHHSI

Opranu3anyuoHHOE,
IIOKYMCHTaLII/IOHHOG nu
MHG(OPMAIMOHHOE
oOecrieyeHue
IIEeITENIbHOCTH
PYKOBOAUTEA
OpraHu3aIuu

Oxa3zaHye MOMOIIY PYKOBOANUTEIIO
B IJIJAHUPOBAHUM pabovero
BpPEMEHHU

[TmanupoBanue paboyero THS
cekpeTaps

Opranuzanus TenepOHHBIX
[IEPErOBOPOB PYKOBOIUTEILS

Opranu3zanys KOMaHAMPOBOK
[PYKOBOUTEIS

Opranuzanus padoThI ¢
MOCETUTEISIMUA B IIPHEMHOMN
PYKOBOAUTENS

Opranu3zanys noAroToBKH,
MIPOBEJICHUS M 0OCITY)KUBAHUS
KOH()EPEHTHBIX MEPOIPHUITHIA

Opranu3zanus UCTIOTHEHUS
[PEILICHHIA, OCYIIICCTBIICHHE
KOHTPOJISI UCITOJTHEHU ST TIOPyUYEHU N
[PYKOBOJIUTEIIS

OpraHuzanus u noajaepx aHue
(hyHKIIMOHATILHOTO pabovero
[POCTPaHCTBA MPUEMHOM U
KaOuHEeTa pyKOBOJIUTEIS

PazpaboTka JOKaIbHBIX
HOPMaTHBHBIX aKTOB,
[perIIaMeHTHPYIOIUX paboTy
ceKpeTaps

CocraBieHue 1 opopmiieHHEe
YIIPaBJICHYECKON TOKYMEHTAIlUU

Opranuzanus paboTsl ¢
TOKYMEHTaMH B IIPUEMHOM
[PYKOBOIUTENS

Opranu3zanus XpaHeHus
ITOKYMEHTOB B IIPUEMHOM
YKOBOJIUTEIISI

[TpodeccuonanbHblif cTanAapT
«CriennanucT apxuBay,

YTBEPXKACH NMPUKA30M

XpaHeHue,
KOMILIEKTOBaHUE, YUET

1 UCITOJIB30BAHHUC JICTT

Opranuzanysi HOCTOSIHHOTO
XpaHEHUs! apXUBHBIX /eIl

(IOKyMEHTOB)




63193)

Muntpyna Poccun 18 mapra
2021 r. Ne 140u
(3apeructpupoBaHo B
Mumntocte Poccun 21.04.2021 N|

(TOKYMEHTOB) apXHBa

KomrmiekToBaHne apXUBHBIMU
nesaMu (IOKyMEHTaMH) apXuBa

YueT apXUBHBIX JIeJ (JOKYMEHTOB)

OpraHu3anys UCIOIb30BaHUS
QPXUBHBIX J€J1 (IOKYMEHTOB)

XpaHeHue, KOMIUICKTOBAHUE, YUeT
U MCII0JIb30BaHME eIl
(10KyMEHTOB) BPEMEHHOI'O
XpaHEHMSI

Paznea 4. [liianupyemblie pe3yJibTaThbl 0CBOEHHS 00pa30BaTeIbHON POrpaMMbl

4.1. O01Me KOMIETEeHIINHU

Kox
KOMIIETeHLIMH

DopMyIMPOBKA
KOMIIETeHIIU U

3HaHusA, yMeHUs

OK 01

Br16upath criocoOsbI
peleHHs 3a1a4
npodecCHOHAILHON
JeSITeIIbHOCTH
MPUMEHHUTEIHHO K
Pa3InYHBIM KOHTEKCTaM

YMeHuUs: pacrio3HaBaTh 3aaqy U/Wid mpodieMy B
npodeccnoHaTbHOM W/UITU COLUATBHOM
KOHTEKCTE; aHAJIM3UPOBATh 3a/1a4y U/UIIH
poOJIeMy | BBIACIATH €€ COCTaBHBIC YaCTH;
OTIPE/CIISATE ATAIBI PEIICHHS 3a/1a49H; BBISBIIATH U
3¢ eKTUBHO UCKaTh HHPOPMAIUIO, HEOOXOAUMYIO
JUTSL PEIICHUS 33]Ia4H W/WJITH POOIIEMBI;
COCTaBJIAThH IJIaH JACUCTBUS; ONIPEICISTh
HEO0OXOIMMBIC PECYPCHI; BIAICTh aKTyaIbHBIMH
MeTOoJIaMu paboThI B MPOPECCHOHATBHON U
CMEXKHBIX c(hepax; peain30BbIBATh COCTABICHHBIN
TJIaH; OIEHUBATh PE3YNbTaT U MOCIEICTBUS CBOMX
JENUCTBUM (CaMOCTOSITENIBHO UJIH C TIOMOIIIBIO
HACTaBHUKA)

3HaHMA: aKTyalbHbIN NPOPECCHOHATBHBIN U
COLMAJIbHBIA KOHTEKCT, B KOTOPOM IPUXOAUTCS
paboTaTk M KUTh; OCHOBHBIE HCTOUHUKHU
nH(OpMaIMU U peCypChl Ul PEeLIeHus 3a1a4 1
npo0JieM B MPoPECCHOHAIIBHOM W/UITH
COLIMAJIbHOM KOHTEKCTE; aJlTOPUTMBbI BBITTOJIHEHHS
pabot B npodecCHOHATHHON U CMEKHBIX
00J1acTsIX; METOABI pabOTHI B MPO(ecCHOHAIBHOM
Y CMEXHBIX cepax; CTPyKTypy IUIaHa JIs
peleHus 3a/1a4; HOPsA0K OLIEHKU pe3yIbTaToB
peteHws 3a/1a4 TpodeCCHOHATBHON IeATEIIbHOCTH

OK 02

Hcnonb3oBath
COBPEMEHHBIE CPENICTBA
MOKCKa, aHaJIn3a U
MHTEPIIPETALIUN
uH(pOpMaluu U
UH(POPMaIMOHHbIE

YMeHus: onpenensaTh 3aauu sl IorcKa
nH(pOpMaIIMHY; ONIPEENIATh HEOOXOIUMbIE
WMCTOYHUKU MH(OPMaLIMK; TUTAHUPOBATh MPOLIECC
IIOMCKA; CTPYKTYpPUPOBATh MOJIYyYaEMYIO
nH(}OpPMaILINIO; BBIIENATH HanboIee 3HAUNMOE B
nepeyHe HHPOpPMalnu; OLEHUBATh NTPAKTUYECKYIO




TEXHOJIOTUH IS
BBITIOJTHEHMS 32/1a4
npodeccuoHanbHOM
JIeATeTbHOCTH

3HAYUMOCTb PE3YJIbTATOB IMOUCKA; OPOPMIIATH
pe3yabTaThl MOMCKA, IPUMEHSTh CPEJICTBA
MH(OPMALIMOHHBIX TEXHOJIOTHI JIJIs1 peleHUs
npoeCCHOHANIBHBIX 3a]1a4; UCTIOIb30BATh
COBPEMEHHOE MTPOrpaMMHOE 00eCIIeueHHE;
WCIOJIb30BaTh Pa3IMYHbIC TU(POBBIE CPEACTBA
JUIS pelieHus: NpodhecCuOHANbHBIX 3a/ay.

3HaHMA: HOMEHKJIATypa HHPOPMAIIHOHHBIX
WCTOYHUKOB, IPUMEHSAEMBIX B MPO(HECCHOHALHON
JEATEIIHOCTH; IPUEMBI CTPYKTYPHPOBAHHS
uHpopmanuu; popmat opopMIICHUS PE3YIbTATOB
MOMCKa NH(POPMAINH, COBPEMEHHBIE CPEJCTBA U
ycTpoicTBa HH(POPMATU3ALNN; TTOPSIIOK HX
NPUMEHEHHS ¥ IPOrpaMMHOE 00ecTiedeHue B
poeCCHOHATLHOMN IEATEIFHOCTH B TOM YHCIIE C
UCIIOJIb30BaHUEM II(PPOBBIX CPECTB.

OK 03 [TnanupoBath u YMeHusi: onpeaensiTs akTyallbHOCTh HOPMATHBHO-
peann3oBbIBaTh MIPaBOBOM JJOKYMEHTALH B IPO(eCCHOHATBHON
COOCTBEHHOE IEATEIILHOCTH; IPUMEHSTh COBPEMEHHYIO
npodecCHOHATBLHOE U HAYYHYIO IPO(ECCHOHATBHYIO TEPMHHOJIOTHIO;
JUYHOCTHOE Pa3BUTHE, | ONPEIEISATh U BHICTPAUBATh TPACKTOPUU
NPEANPUHIMATENBCKYIO | TPOPECCHOHATBHOTO PA3BUTHUS H
JIeATEIIbHOCTD B caM000pa30BaHMs; BBISBISTH JJOCTOMHCTBA U
npodeccuoHaTBLHON HEIOCTaTKA KOMMEPYECKOH HJeH; PEe3eHTOBATh
cdepe, UCTIOTB30BATH U/Ieu OTKPBITUSL COOCTBEHHOTO JIeNia B
3HaHUS 0 GUHAHCOBON | MPO(ECCHOHAIBHON AEITEIbHOCTH; 0(POPMIIATH
IPaMOTHOCTH B OW3HeC-TUIaH; PacCUYNTHIBATh Pa3Mephl BHIILIAT I10
pa3IMYHBIX KU3HEHHBIX | MPOLIEHTHBIM CTaBKaM KPEIUTOBAHUS; ONPEICIISATh
CUTYaIUSIX. WHBECTHIIMOHHYIO TIPUBIICKATEIBHOCTh

KOMMEPYECKHX HJIEH B paMKax
npoeCCHOHATILHOM 1eATEIbHOCTH; IPE3EHTOBATh
OM3HEC-UJEI0; ONPEACIIATh HCTOUYHUKH
(uHaHCUPOBAHUS
3HaHuUsA: coiep)KaHNe aKTyaJTbHOH HOPMAaTHBHO-
MIPaBOBOW JOKYMEHTAIMH; COBPEMEHHAsl Hay4Hasi
1 ipoeccuoHaNbHAs TEPMHHOJIOTHST; BO3MOXKHBIE
TPaeKTOPUU NMPO(HECCHOHAIBHOTO PA3BUTHS U
caM000pa30BaHMsI; OCHOBBI
NpEeIIPUHUMATEIbCKOMN 1€ TeIbHOCTH; OCHOBBI
(UHAHCOBOW TPAMOTHOCTH; TIPaBHJIa pa3padOTKU
OM3HEC-TINIAaHOB; MOPSA0K BBICTPauBaHUS
MPE3eHTAINH; KPeIUTHBIE OAHKOBCKHE MPOTYKTHI
OK 04 A dexTuBHO YMeHusi: OpraHu30BbIBaTh PA0OTY KOJJIEKTHBA U

B3aMMOJICIICTBOBATh U
paboTaTh B KOJIJIEKTUBE
U KOMaHJie

KOMaH/Ibl; B3aUMO/IECTBOBATh C KOJUIETaMH,
PYKOBOJCTBOM, KJIMEHTaMH B X0JI€
npodeccoHaNbHOM eI TENbHOCTH

3HaHHUA: TICUXO0JOTUUYECKIE OCHOBEI JCATCIIBHOCTH
KOJIJICKTHBA, IICUXOJIOTHYCCKUC 0COOEHHOCTH
JIMYHOCTHU, OCHOBBI HpO@KTHOﬁ JACATCIIbHOCTH




OK 05

Ocy1ecTBIATh YCTHYIO
U TUCHMEHHYIO
KOMMYHHUKAITUIO Ha
rOCy/IapCTBEHHOM
s3p1ke Poccuiickoi
denepaunu C y4eToM
0COOEHHOCTEH
COIIMAJIBHOTO U
KYJIbTYPHOTO KOHTEKCTa

YMeHuUs1: TPaMOTHO U3J1araTh CBOM MBICIU U
0QOpMIISTH TOKYMEHTHI 110 MPOdECCHOHATHHON
TEMaTHUKE Ha FOCYapPCTBEHHOM SI3bIKE, TPOSBIISTH
TOJICPAHTHOCTbH B Pa0OYEeM KOJIJICKTHBE

3HaHuUsI: 0COOEHHOCTH COLMAILHOTO U
KYJIBTYpHOT'O KOHTEKCTA; MpaBuiia 0(hopMIeHUs
JIOKYMEHTOB U ITOCTPOEHUSI YCTHBIX COOOIIEHU I

OK 06 [IposBiATH YMeHusi: OUChIBaTh 3HAYUMOCTh CBOEH
IpaKIaHCKO- CIIEUATIbHOCTH; IPUMEHSTH CTaH/IaPThI
NaTPHOTUYECKYIO AQHTUKOPPYIIIUOHHOTO MTOBECHUS
TIOSHLHIO, 3HaHMA: CYIIHOCTh I'PaKAAHCKO-NATPHOTUIECKON
ACMOHCTPHPOBATDH O3UIIUH, OOIIEYETOBEYECKUX [IEHHOCTEIH;
OCOSHAHHOC HOBEACHNC | syayuyvocTh MpohecCHOHALHOM e TENBHOCTH MO
Ha OCHOBC npodeccun (CHENUaNbHOCTH); CTAHAAPTHI
TpaZINIIHOHHBIX AQHTUKOPPYIIIUOHHOTO MOBEACHUS U TIOCIICICTBHS
POCCHACKHX JIYXOBHO~ | or6 yapyrerus
HpPaBCTBEHHBIX
[IEHHOCTEH, B TOM YHCIIe
C yueTom
rapMOHH3aLUH
MEKHAMOHAIBHBIX U
MEKPEIUTHO3HBIX
OTHOUICHUH, TPUMEHSTh
CTaH/IapThI
AQHTUKOPPYMIIHOHHOTO
HOBE/ICHUSI

OK 07 CopeiicTBOBaThH YMeHusi: coOaroaaTh HOPMbI IKOJIOTUYECKON
COXPaHEHHIO 0€30MacHOCTH; ONPEACISATh HAIlPaBICHUS
OKpY’KalomIen Cpesl, pecypcocOepexeHns B paMKax
pecypcocOepexeHHIo, npodeccnoHaNbHOM e TENBHOCTH 110
NPUMEHSTh 3HaHHSI 00 CTEUANTBHOCTH OCYIIECTBISTH paboTy ¢
MU3MEHEHHNH KJIMMarTa, COOJII0/IEHHEM TIPHHIUIIOB OEPEKITUBOTO
TPUHIIHATIBI MPOM3BOICTBA; OPraHNU30BbIBATh
OepeKIMBOrO poQeCCHOHATBHYIO JEITEIEHOCTD C YIeTOM
IPOM3BOJICTBA, 3HAHHUW 00 U3MEHEHUH KJIMMATHYECKUX YCIOBUIMA
3P PEeKTUBHO peruoHa.

ACHCTBOBATD B 3HaHusA: IpaBUIa SKOJOTHYECKOH 6e30MacHOCTH

Hpe3BbIMalHbIX NPU BEJICHUU MPOYECCHOHANBLHOMN IS TeITbHOCTH;

R OCHOBHBIE PECYPCHI, 33/1e/ICTBOBAHHBIE B
poeCCUOHANBHON NeATETHLHOCTH; IyTH
o0ecreyeHus pecypcocOepekeHust; MPUHIIUITBI
OepeKITMBOTO TPOU3BO/ICTBA; OCHOBHBIE
HaIpaBJICHNs] H3MEHEHHUST KIIMMATHYEeCKUX
YCJIOBUM pETrHOHA.

OK 08 Hcnonb30BaTh cpeicTBa | YMEHMs: UCIIOIb30BaTh (GPU3KYIBTYPHO-

buznyecKoil KyabTypbl
JUIS COXpaHEHMsI U

O3JOPOBUTCIbHYIO ACATCIIbHOCTD IJIA YKPCIIJICHUSA
3A0POBbA, JOCTUKCHUA JKU3HCHHBIX U




YKpEeIIEHUs 3J0POBbS B

npodeccnoHaNbHBIX 1eNIel; TPUMEHSTh

mporiecce paloHaIbHbIC TPUEMBI IBUTATEIbHBIX (DYHKITUH

npoQeCcCuOHaTBHON B IPO(ECCUOHATILHOM I TEIILHOCTH;

JESITEIIBHOCTH | MIOJIB30BAThCS CPEIICTBAMU TPODUITAKTUKA

TOJICPIKaHUS NepeHaNPsHKCHUS, XapaKTePHBIMHU IS JTaHHOM

HEOOXOUMOTO YPOBHSL | CIICIUATBHOCTH

(usmaeckoit 3HaHUA: POIb PUBNYCCKON KYIbTYPHI B

IOATOTOBICHHOCTH 00IIEKYIBTYPHOM, IPO(YECCHOHATBLHOM U
COLIMAJILbHOM Pa3BUTHH YEJIOBEKA; OCHOBBI
3I0pPOBOTO 00pa3a )KU3HU; yCIOBUS
npodeccoHaABHOM IeATEIBHOCTH M 30HBI PUCKA
(U3NYECKOTO 310POBBS ISl CIICIHATLHOCTH,
CpeacTBa MPOPUIAKTHKY MepEHATPSHKESHUS

OK 09 [Tonp3oBaThCA YMeHusi: TOHUMATh OOIIUNA CMBICIT YETKO
npoecCHOHATBLHOM MIPOU3HECEHHBIX BBICKA3bIBAHUI HA U3BECTHBIE

JIOKyMEHTaluen Ha
roCyJapCTBEHHOM H
WHOCTPAHHOM SI3bIKaX

TeMBbI (MpodecCHOHANTBHBIC U OBITOBBIC),
MMOHUMATh TEKCTHI HA OA30BBIC
npodeccuoHanbHbIe TEMBI;, Y1aCTBOBAThH B
JMaliorax Ha 3HaKOMbIE OOIIHNE U
npo¢eCCHOHATILHBIE TEMBI;, CTPOUTH IPOCTHIE
BBICKa3bIBaHUs 0 cebe U 0 cBoei
poeCCHOHATTLHOMN IEATEILHOCTH; KPATKO
000OCHOBBIBaTh U OOBSICHATH CBOM JIEHCTBUS
(Texkylue U MIaHupyeMble); MUCaTh IPOCThIE
CBSI3HBIE COOOIICHNS Ha 3HAKOMBIE WU
MHTEPECYIOHEe TPOPEeCCHOHATHLHBIE TEMBI

3HaHMA: [IpaBUIIA IOCTPOCHHUS ITPOCTHIX U
CIIOKHBIX TPEAJIOKECHNN Ha TPOPECCHOHATIHLHBIE
TEMbl; OCHOBHBIE 00I1eYOTPEOUTEIbHBIE IJ1ar0JIbl
(ObITOBas M MpoecCuOHAIbHAS JIEKCHKA);
JIEKCUYECKUI MUHUMYM, OTHOCSIIIUICS K
OIHCAHMIO MTPEIMETOB, CPEJICTB U MTPOLIECCOB
npo¢ecCHOHATLHOMN 1eATENbHOCTH; OCOOCHHOCTH
IMPOU3HOIICHUS, ITPpaBUJIa YTCHUSA TECKCTOB
npo¢ecCHOHAILHON HANIPaBIEHHOCTH

4.2. [IpodeccnonaibHbIE KOMNETEHIUH

Bunabi Ko u
HaMMEHOBaHHe IHoka3aresu 0CBOCHHS KOMIIETEHIIUU
AEATEeJbHOCTH

KOMIIETeHI[ U
OcymiecTBieHne IIK 1.1. HaBbIku
OpraHu3aruoHHoro | OCymecTBiATh MOJIy4eHus: HeoOXouMoi nHOpMaLIUU U
u npuéM-nepeaaqy nepeayn CaHKIIMOHUPOBAHHOM HH(OpMaIyu ¢
JOKYMEHTAIlMOHHOT | YIIPaBJICHYECKOU WCIIOIb30BaHUEM CPECTB MH(POPMAITMOHHBIX U
0 obecrnieyeHus MHpOpMALUU KOMMYHUKAIIMOHHBIX TEXHOJIOTUI
JIEATeIIbHOCTH C IOMOIIBIO CPENICTB | YpeHus:
OpraHusanuu HH(OPMAIOHHBIX HCIIOIB30BaTh CPECTBA HHYOPMALIMOHHBIX U

u

KOMMYHHKAIIMOHHBIX TCXHOJIOT 205N
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KOMMYHHUKAITHOHHBIX
TEXHOJIOTUH

MOJIy4eHUs U Tiepeaun nHPOpMaIuy;

BECTH U HCIIOJIb30BaTh B paboTe 6a3y KOHTAKTOB
OpraHH3aI;

BECTH YUYETHBIC PETUCTPAIMOHHBIE (JOPMBI,
WCIIOJIB30BATh UX JJIsl HHOOPMAITMOHHON pabOThI
1 pabOThI IO KOHTPOJIIO HCIIOTHEHUS TOPYICHUN;
yCTaHABIUBATh U MOJICP)KUBATH KOMMYHHKAITUU
B IIPOIIeCCe JICTIOBOTO OOIICHHUS C IIOMOIIBIO
CpeacTB MHPOPMAITUOHHBIX U
KOMMYHHKAITMOHHBIX TEXHOJIOTHIA;,

CTJIQXKUBATh KOH(DJIMKTHBIC U CIIOKHBIC CUTYaI[UN
MEXJIMYHOCTHOTO B3aWMO/ICHCTBUS;

coOJTr0/1aTh CITY>KEOHBIN YTHKET;

obecnieunBaTh NH()OPMANIMOHHYIO 0€30ITACHOCTh
JeSTEIbHOCTH OpTraHU3aIiu.

3Hanun:

HOPMAaTHUBHBIE NPABOBBIE aKThl Poccuiickon
®enepanyn B chepe HUHPOPMALMOHHBIX U
KOMMYHMKAIIMOHHBIX TEXHOJIOTHH;
CTPYKTypa OpTraHu3auy, e€ 3a1a4i U QyHKIUH;
IIpaBWJIa IPOBEJEHUS JI€JIOBbIX I1IEPETOBOPOB;
9THKA JIEJIOBOIO OOIIECHUS;

IIpaBUJIa PEYEBOI0 ITUKETA,

IIpaBUJIa NOAJEPKAHUS U Pa3BUTHUSA
MEXJINYHOCTHBIX OTHOIIEHU;

TpeOOBaHMS OXpaHbI TPY/IA.

IIK 1.2.
Koopaunuposatb
paboty mpuemMHOI
PYKOBOAMTEIS, 30H
pHeMa pa3IuYHbIX
KaTeropui
IIOCETUTENIEH
OpraHu3aluu

HaBbiku

KOOpJUHAIMK pabOThl IPUEMHON PYKOBOIUTEIS
Y 30H IpUEMA PA3JIMYHBIX KAaTErOpUn
IOCETUTENIEN OpraHU3aLNN

Ymenus:

BCTpEYaTh NOCETUTENIEH, TI0JTy4YaTh IEPBUYHYIO
MH(}OPMALIHIO O TOCETUTENSAX, YCTAaHABINBATD
MOPAIOK IpUéMa ISl pa3InYHbIX KaTErOpUi
MOCETUTEIIEH;

BECTH YUETHBIE PETUCTPALIMOHHBIE (POPMBI TIO
npuémy noceturene u oHopMISTh IPOMYCKa;
BECTHU NPUEM, TIEpeady U OTIPABKY
JIOKYMEHTOB;

OpPraHU30BBIBATH U OPOHUPOBATH N1EPETOBOPHBIE
KOMHAaTBhI;

CepBHUpOBAThH yaiiHble (KO(EitHbIE) CTONBI B
oduce;

MIPUMEHSTH B paboTe cpeacTBa
MH(POPMAIIMOHHBIX 1 KOMMYHUKAITMOHHBIX
TEXHOJIOTHIA;

MIPUHUMATh MEPHI IO COXPAaHEHUIO
KOH(HISHIIMATbHON HH(OpMAINH B XOIe
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IIpuéMa IOCETUTEIICH.

3HaHuA:

HOPMAaTHUBHBIE IPABOBbIE aKThl Poccuiickon
®enepanu 1o 3amure HHGopMaLuu 1 padore ¢
o0palIeHUsAMU TPaKIAH;

CTPYKTypa OpPraHU3aLMH U PACIIPENCICHUE
(GyHKIMN MEXIY CTPYKTYPHBIMU
MI0/Ipa3/JICJIEHUSMHU U CIIELIUATUCTAMY;

IIpaBWJIa OpraHu3aly puéma oceTUTeNeH;
9THKET U OCHOBBI MEXIyHAPOJIHOIO IIPOTOKOJIA;
9THKA JIEJIOBOT0 OOIIEHHS;

IIpaBUJIa PEUEBOT0 ITUKETA.

MIpaBUJIa CEPBUPOBKH YaHOTO (KO(EHHOTO)
CTOJIA;

TpeOOBaHUS OXpaHbl TPY/a.

IIK 1.3. Bnagets
HaBBIKAMH
TUTAHUPOBAHMS
paboyero BpeMeHu
PYKOBOIUTEIS U
cekperaps

HaBbiku
IJIAaHUPOBAHUS paboyero BpeMEHU PYKOBOAUTENS
1 pabouero AHs cekperaps

Ymenus:

BBIOMPATH (POPMBI TNITAHUPOBAHUS M OPOPMIIATH
TUTAHUPOBIIMK (OpraHaiizep) pyKoOBOAUTENS U
CeKpeTaps;

yCTaHABIUBATh 1I€JIU, ONIPEACTATh
MPUOPUTETHOCTHh U OYEPEMHOCTH BBIITOJIHEHUS
pabot u 3pPeKTUBHO pacnpenessaTh padouee
BpeMS;

COTJIACOBBIBATh BCTPEUH U MEPOIIPHUATHS U
BHOCHUTH HH(POPMAIIHIO B TNIAHUPOBIITUK
(opranaiizep);

WH()OPMHUPOBATH PYKOBOJUTEINS O MPUOTUKEHUH
BPEMEHH H PETIIAMECHTE 3aINTAaHUPOBAHHBIX
BCTpPEY U MEPOIPUATHUH;

BBIOMPATh ONTUMAJIbHBIE CIOCOOBI BHEIITHETO U
BHYTpPEHHEro HHGOPMHUPOBAHUS O TNTAHUPYEMBIX
MEPOTPHUITHSIX;

obecrnieunBaTh HH(POPMALIMOHHYIO 0€30MaCHOCTh
JEeSTeIbHOCTH OpraHU3aIiy;

MIPUMEHSITH B paboTe cpeacTBa
WH()OPMAMOHHBIX H KOMMYHHKAITHOHHBIX
TEXHOJIOTHIA.

3Hanusa:

HOpPMAaTHUBHBIE ITPABOBbIE aKThI Poccuiickon
Oenepanun B chepe MHPOPMAITMOHHON
0e30IMacHOCTH;

CTPYKTYpa ¥ crerudrKka OCHOBHON
JIEATEIIbHOCTH OpTraHu3alllH;

OCHOBBI YIIPABJICHUS BPEMEHEM;;

MpaBUjia IPOBEICHUS IETTOBBIX NTEPETOBOPOB;
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9THKA JEI0BOTO OOIICHUS,
TpeOOBaHMS OXpaHbI TPY/IA.

IIK 1.4.
OcCylecTBIISITh
MOATOTOBKY JIEJTOBBIX
MOE3I0K
PYKOBOJIUTEIIS

U APYTHUX
COTPYAHHKOB
OopraHu3aIu

HaBbIku
OpraHMu3alMu JEJIOBBIX MOE30K PYKOBOAUTENS
U IPYTUX COTPYIHUKOB OpraHu3alliu

YMenus:

COCTaBJIATh U OQOPMIIATH TOKYMEHTBI IS
JICJIOBBIX IOE3/0K;

OCYLIECTBIIATH TPEBEI-IIOIEPIKKY IETOBBIX
MOE30K;

COIJIaCOBBIBATh C IPUHUMAIOLIEN CTOPOHOU
IIPOTOKOJI IUTAHUPYEMBIX MEPOIIPUITUN U
(GbopMHUpPOBATh IPOrpaMMy J€JI0BON MOE3IKHU;
HCIO0JIb30BATh CPEACTBA HHPOPMALMOHHBIX U
KOMMYHHUKAIIMOHHBIX TEXHOJIOTUN IS
o0ecreyeHns B3auMOJICHCTBUS ¢ pyKOBOAUTEIEM
BO BPEMs €0 JeJI0BOU MOE3KU;

oopMIIATH OTUETHBIE TOKYMEHTHI O JICIIOBOU
MIOE3KE.

3HanuA:

HOPMAaTHUBHBIE NPABOBbIE aKThl Poccuiickon
®enepanun B chepe opraHuzalum J1eJ10BoH
MIOE3KY;

MOPAIOK IIOATOTOBKY M IOKYMEHTUPOBAHHUS
JIEJIOBOM MOE3IKU;

UHTEPHET-PECYPCHI ISl OCYLLECTBICHUSI TPEBEII-
IIOJIIEPIKKH JIEJOBBIX IIOE3/10K;

9THKET U OCHOBBI MEXIyHAPOIHOTO IIPOTOKOJIA;
JTHKA JIEJIOBOTO OOIIEHHUS;

TpeOOBaHUs OXpaHbl TPY/a.

IIK 1.5. Bnagetb
crocobamu
OpraHu3aIuu
pabouero
MPOCTPAHCTBA
IIPUEMHOMN U
KaOMHETa
PYKOBOJIUTENS

HaBbiku
OpTraHH3aINH U TOePKaHus (YHKITHOHATBHOTO
pabouero MpoCcTpaHCTBa

Ymenus:

OpraHU30BBIBAaTH pabouee MECTO B COOTBETCTBUU
¢ TpeOOBAHUSMU SPTOHOMHUKH U KYJIBTYPHI
Tpyaa;

obecrieunBaTh pabouee MeCTO 1
¢$yHKIMOHATIBHOE paboyee MPOCTPAHCTBO
HEOOXOMMBIMU CPEACTBAMHU OPTraHU3AIMOHHON
TEXHUKHU, MEOEIBIO M KaHLEISIPCKUMHU
MIPUHAIICKHOCTSAMU;

MOJIIEP>KUBATh CPEICTBA OPraHU3AIMOHHON
TEXHUKU

B pabo4YeM COCTOSTHHH.

SHanug:
TpeOOBaHMS OXPaHbI TPY/Ia, TPOU3BOACTBEHHOM
CaHUTAPHUH, MPOTUBOIOKAPHOH 3aIUTHI;
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OCHOBBI TIPAaBWIILHOW OpTaHU3alluH TPYAA U
METO/IbI TTOBBIIICHHS eT0 3P (HEKTUBHOCTH;
BUJIbl OPTaHU3AIMOHHON TEXHUKH U TIOPSIIOK
paboTHI C HEW.

IIK 1.6.
OcCylecTBISITh
pabory no
IIOJITOTOBKE

Y TIPOBEJICHUIO
KOH(EPEeHTHBIX
MEPOIIPHUATHH,
obecneynBaTh
UH(POPMALIMOHHOE
B3aUMOJICUCTBHE
PYKOBOJIUTES

C TOJIpa3ieICHUSMHU
M TOJDKHOCTHBIMU
JUIAMU OpTraHu3aIuu

HaBbIku

OpraHu3aly MOATOTOBKH U IPOBEIECHUS
KOH(EPEHTHBIX MEPOTIPHUATHINA, OOeCTIeUeHU s
MH(GOPMALIMOHHOI'O B3aUMOACHCTBUS
PYKOBOJIUTEIS C MMOIPA3ACICHUAMU U
JOJKHOCTHBIMU JIMIIAMH OPTaHU3aLUuU

Ymenus:

OpPTraHU30BBIBATH MPOLIECC MTOJATOTOBKH U
MpOBeIeHNE KOH(DEPEHTHOTO MEPOTIPHUSTHS
WH/IMBUYaIbHO

U B COCTaBe paboyYeil rpyIIbl;
JOKYMEHTHUPOBATh Pa3HbIC 3TaIbl MPOLICTYPbI
MOJITOTOBKH U TIPOBEJICHHUSI KOHPEPEHTHOTO
MEpOTPUSITHS,

COOJIFOIATh STHKET U OCHOBBI MEXTYHAPOIHOTO
MPOTOKOIA,

OCYIIECTBIISATH cOOp, 00paboTKy MHPOpPMALIUH,
CHCTEMATH3AIIHIO TIOJTYyYaeMbIX U MepeaBacMbIX
JIAHHBIX;

OCYIIECTBIISATH MPOBEPKY JOCTOBEPHOCTH,
MTOJTHOTBI

Y HETIPOTUBOPEUNBOCTH JIAHHBIX, UCKITFOUCHHE
nyOnupoBaHus HHPOPMAIIHH;

MPUMEHSTh HH(OPMAITHOHHO-
KOMMYHHUKAIIIOHHBIE TEXHOJIOTHH.

3Hanus:

HOPMAaTHUBHBIE MPABOBBIE aKThl Poccuiickon
Oenepanun B chepe nHPOpMAITIH;

KOMILIEKC OPTaHU3alMOHHO-TEXHUYECKHUX
MEpONPUITHI MO MOATOTOBKE U MPOBEAECHUIO
KOH(EPEHTHBIX MEPOIIPHSITHIA;

npaBmiia 0pOPMIICHUS JTOKYMEHTOB,
CO3JaBacMBIX

B MPOIIECCE MOJATOTOBKHU U IPOBEICHUS
KOH(EPEHTHOTO MEPOTIPUSITHUS;

STUKET U OCHOBBI MEKIyHAPOJHOTO IPOTOKOIIA;
JTHKA JIEJIOBOTO OOIIEHHUS;

COCTaB BHYTPEHHUX M BHEITHUX
MH(POPMAITMOHHBIX TTOTOKOB;

CTPYKTypa OpTaHU3AIHNH U TTOPSTOK
B3aUMOJICHCTBUS MOAPA3ICICHUN;

METO]IbI 00paOOTKH U 3aIUTHI HH(POPMAIIUHU C
MIPUMEHEHHUEM CPEJICTB MH(DOPMAITMOHHBIX U
KOMMYHHKAITUOHHBIX TEXHOJIOTH;
TpeOOBaHUS OXPaHbI TPY/A.
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IIK 1.7. Odopmnsts
OpraHu3aIMOHHO-
pacropsiAuTeIbHbIC
JOKYMEHTHI U
OpPraHU30BBIBAThH
paboTy C HUMH, B TOM
qHcIe ¢
UCTIOJIb30BaHUEM
ABTOMATH3UPOBAHHEI
X CHCTEM

Hasbiku

oopmieHHsT OpraHu3aIOHHO-
pacropsIuTeIbHbIX

JOKYMEHTOB M OpTraHu3aIus paboThl C HUMH, B
TOM YHCJIE C UCII0JIb30BaHUEM
aBTOMaTU3MPOBAHHBIX CUCTEM

Yvennsn:

COCTaBJISITh IPOSKTHI OPTraHU3AI[MOHHBIX,
paciopsANTENbHBIX M HH()OPMAIIMOHHO-
CIIPaBOYHBIX JIOKYMEHTOB, B TOM YHCIIC
JIOKYMEHTOB, COJICPKAINUX KOHPUICHIUATHHYIO
nH(pOpMAIIHIO;

0pOpMIIATH OpPTraHU3aIMOHHO-
paciopsANTENbHBIC JOKYMEHTHI (OPUTHHAIBI U
KOIIUN);

CKaHUPOBATh, KOMMUPOBATH 1 KOHBEPTHPOBATH
JIOKYMEHTBI B pa3jINdHbIC (OpPMATHI;
OCYIIECTBIISITH IPOBEPKY MPOCKTOB JOKYMEHTOB
Ha COOTBETCTBHE IMPABUIIAM JIEIIONPOU3BOJICTRA;
MIPUHUMATH U IPOBOAUTH MEPBUUHYIO 00paOOTKY
BXOJIAIIUX JTOKYMEHTOB;

MIPOBOJIUTH MPEBAPUTEIHHOE PACCMOTPECHHE
BXOJIAIIMX U BHYTPEHHUX JOKYMEHTOB;
PErUCTPUPOBATH BXOSIINE, UCXOISIINEC U
BHYTpPEHHUE JTOKYMEHTHI;

KOHTPOJIMPOBATH MAPIIPYTH3AIHIO
JIOKYMEHTOIIOTOKOB B OpraHU3aluu
(cormacoBanwue, MOANMKUCAHNE, YTBEPKICHUE,
perucTpanms, O3HaKOMJICHUE ¥ UCIIOJTHEHUE
JTIOKYMEHTOB) ;

OCYIIECTBISTH CPOKOBBIM KOHTPOJIb HCTIOTHEHUS
JTIOKYMEHTOB;

OCYIIECTBISTH OJATOTOBKY U OTIIPABKY
UCXOJSIINX JTOKYMEHTOB;

COCTaBJISATh OTYETHI M AHATTUTHYECKHE CITPABKU
00 UCTIOTHEHUH JIOKYMEHTOB;

BeCTH MH(POPMAITMOHHO-CIIPABOYHYIO PadOTy
0 JIOKyMEHTaM;

OCYIIECTBIISTh pa0OTy C OPraHU3aMOHHO-
pacnopsANTETbHBIMUA JJOKYMEHTAaMHU

B aBTOMAaTU3UPOBAHHBIX CHCTEMaX.

3Hanus:

HOPMAaTHUBHBIE MPABOBBIE aKThl Poccuiickon
®denepannu B chepe 1e10Mponu3BOICTBA;
JIOKaJIbHBIE HOPMATUBHBIE aKTHI,
peraaMeHTHPYIOIINE eI TEIbHOCTD CITYKObI
JIeTIOTIPOU3BOICTBA U €€ paOOTHHUKOB,
OpraHU3alMIO BEECHUs JeIONPOU3BOJCTBA;
COBpEeMEHHbIe HHPOPMALIMOHHBIE U
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KOMMYHHUKAI[IOHHBIC TEXHOJIOTHHU, IPUMECHSIEMBIC
B paboTe ¢ JOKyMEHTaMHU;

CTPYKTYpa OpTaHu3aIiK, PyKOBOJICTBO
CTPYKTYPHBIX TIOJIpa3AeiieHUH, 00pa3iibl
MOJITUCEH JIUII, UIMEIOIIHMX TPABO MOIITHUCAHUS U
YTBEPXKIECHUSA JOKYMEHTOB,

1 OIrpaHUYCHUA 30H UX OTBETCTBCHHOCTH,
MpaBUJIa PYCCKOTO SI3bIKA;

TpeOOBaHUs OXpaHbI TPY/Ia.

1K 1.8. Odopmiisate
JOKYMEHTHI 110
JMYHOMY COCTaBY U
OpraHu30BBIBAThH
paboTy C HUMH,

B TOM YHCIIE C
UCTIOJIb30BaHUEM
ABTOMATH3UPOBAHHEI
X CHCTEM

HaBbiku

odopMIIEHUS TOKYMEHTOB 110 INYHOMY COCTaBY
Y OpraHu3aIiy paboThl C HUMU, B TOM YHUCJIE C
HCMOJIb30BAHUEM aBTOMATU3UPOBAHHBIX CUCTEM

YMenus:

o0ecreynBaTh COXPaHHOCTh MEPCOHATBHBIX
JTaHHBIX paOOTHHUKOB;

OpPraHU30BbIBATH JOKYMEHTOOOOPOT MO
IIPEJCTABICHUIO JOKYMEHTOB 110 IEPCOHAITY B
rOCyJJapCTBEHHbIE OPTraHbl;

OpPraHU30BBIBAThH TIOKYMEHTOO0OPOT O YUETY
U IBUKEHHIO paOOTHUKOB;

BECTU BOMHCKUH Y4ET paOOTHHUKOB;

BECTU YUYET pabovyero BpeMeHu pabOTHUKOB;
oopMIATH OpraHU3alMOHHO-
pacropsuTeIbHbIE JOKYMEHTHI 110 TUYHOMY
COCTaBYy;

BECTHU PETUCTPALUIO, YUET, ONIEPATUBHOE
XpaHEHUE IOKYMEHTOB 110 INYHOMY COCTaBY;
BECTH JIOKYMEHTALIHIO, TOATBEPKIAIOILYIO
CBEICHHUS

O TPYJOBOH AESITETbHOCTH U TPYIOBOM CTaXe
PabOTHHKOB;

(bopMHpOBATh JTMYHBIE JIeJ1a pAOOTHUKOB;
oQOopMIIATH JeN1a IO JTUYHOMY COCTaBY JJIst
neperadyu

B apXUB OpraHU3aluu;

paboTaTh co crenualIn3upOBaHHBIMU
MH(OPMALIMOHHBIMU CUCTEMAMHU U Oa3aMu
JAaHHBIX 110 BEACHUIO YUETA U IBUIKEHUIO
pabOTHUKOB.

3Hanusa:

HOpPMAaTHUBHBIE ITPABOBbIE aKThI Poccuiickon
®denepannu B chepe TPyAOBBIX OTHOIICHUI;
JIOKQJIbHBIE HOPMAaTUBHbBIE AKTHI,
PETIaMEHTUPYIOIINE TPYAOBBIC OTHOIICHUS
COBpeMeHHBbIE HH(POPMAIIMOHHO-
KOMMYHUKAIlMOHHbIE TEXHOJIOTHH, IPUMEHSIEMBIE
B paboTe ¢ JOKYMEHTaMU 10 JUYHOMY COCTaBY;
CTPYKTypa OpraHu3aluu, pyKOBOJCTBO
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CTPYKTYPHBIX ITOAPA3ACIICHUN;
TIpaBUIIa JCIIONPOU3BOICTBA;
MIpaBUJIa PYCCKOTO SI3BIKA;
9THKA JIEJIOBOT0 OOIIEHHUS;
TpeOOBaHUS OXPAHBI TPY/IA.

IK 1.9.
OpraHu3oBbIBaTh
TEKYIee XpaHCHHE
JIOKYMEHTOB,
00paboTKy Jem Jyist
OIIEPaTHBHOTO

Y apXUBHOI'O
XpaHEHUs, B TOM
YHCIIE C
UCIIOJIb30BaHUEM
ABTOMATH3UPOBAHHLbI
X CUCTEM

HaBbiku

OpraHu3alMKU TEKYIEro XpaHEHUs IOKYMEHTOB,
00paboTKH AeI AJIsk OTIEPATHBHOTO U APXUBHOTO
XpaHEHHUsI, B TOM YHUCJIE C UCIIOJIb30BaHUEM
ABTOMATU3UPOBAHHBIX CUCTEM

Yvennsn:

paspabaThiBaTh HOMEHKJIATYPY A€l
OpraHu3aIlNH;

MIPOBEPSTH MPABUIBLHOCTH OPOPMIICHUS
JIOKYMEHTOB M OTMETKHU 00 WX MCTIOJHEHUHN
nepen ux GopMupOBaHUEM B JIEJIO JJIs
MOCIIEAYIONIEro XpaHeHus; GOpMUPOBATH JIea,
KOHTPOJIMPOBATH MPABUILHOE U CBOCBPEMEHHOE
pacupeneneHne u NOAINBKY JOKYMEHTOB B Jiejla
B COOTBETCTBUU C HOMEHKJIATYPOH JIET;
MIPOBEPSATH CPOKU XPaHEHUS TOKYMEHTOB,
COCTABJISITH IPOTOKOJ pabOTHI HKCIIEPTHOM
KOMHCCHUH 10 TOJIFOTOBKE JJOKYMEHTOB K
repeaayde B apxuB;

COCTaBJISITh aKT O BBIACTICHUH K YHUUTOKCHHUIO
JIOKYMEHTOB, HE MOJIJIeKAIINX XPaHEHHIO;
COCTABIISATh aKT 00 YHUYTOXXEHUU JIOKyMEHTOB;
OCYILIECTBISThH MOTHOE WIIM YACTUYHOE
odopmIIeHHE AT BPEMEHHOTO, IIOCTOSTHHOTO,
JOJICOBPEMEHHOTO CPOKOB XpaHEHUS;
COCTABJISITH OMKCH JIeT CTPYKTYPHBIX
MOAPAa3ACIEHUN MOCTOSIHHOTO, I0JTOBPEMEHHOTO
CpOKOB XpaHeHI/ISI JJI nepez[atm IS B apXI/IB
OpraHu3aIlNH;

MIPUMEHSTHh HH()OPMALIMOHHO-
KOMMYHHKAITMOHHBIE TEXHOJIOTUH MPHU paboTe ¢
JIOKYMEHTaMHU.

3Hanusa:

HOpPMAaTHUBHBIE ITPABOBbIE aKThI Poccuiickon
®denepanuu B chepe eT0MpOru3BOICTBA U
apXUBHOIO JIEJIA;

JIOKaJIbHbIE HOPMATUBHBIE aKThI,
pEerIaMEHTHPYIOIINE BEICHUE ACIIONPOU3BOIACTBA
U Tepeiavy A€ B apXUB OPraHU3aluu;

BHJIBI HOMEHKJIATYp JeJI, 001mue TpeOOBaHUS K
HOMEHKJIATypE e, MOPSI0K pabOThI C HEH;
nopsAI0K GopMUPOBaHUS U OhopMIIEHUS A€,
cnenuduka GOpMUPOBAHUS OTACTHHBIX
KaTeropuii J1el;
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MpaBHJIa XpaHEHHS JIeJT, B TOM YHCIIE C
JOKYMEHTaMH OTPaHHYSHHOTO JIOCTYIIA;
MIpaBHJIa BBIIAYH U MCIIOJIb30BaHUS TOKYMEHTOB
13 c(OPMHUPOBAHHBIX JICIT;

MOPSI0K UCTIOJIB30BaHUS TUTTOBBIX WU
BEJIOMCTBEHHBIX MIEPEUHEH JOKYMEHTOB,
OIIpEJIeJICHUS] CPOKOB XPaHEHUs B TIPOIIECCE
9KCHEPTHU3bI ICHHOCTH JJOKYMEHTOB;

BH/JIBI OTTCEH JIEJT OpTraHU3aI[UH U MTOPSIOK
paboThl

C HUMU,

TpeOOBaHUS OXPAHBI TPY/IA.

Opranuzanus
apXUBHOU pabOTHI
10 IOKYMEHTaM
OpraHu3arui
pa3nuuHbIX hopm
COOCTBEHHOCTH

[K 2.1.
Ocy1iecTBISITh
KOMILICKTOBaHUE
APXUBHBIMH JISTAMH
(ToKkymMeHTaMu)
apxuBa OpraHU3aluu

Hasbiku

y4acTusl B KOMIUIEKTOBaHUU apXUBHBIMU JI€JIaMU
(1oKyMEHTaM1) apXuBa OpraHU3alU

Ymenus:

paboTaTh ¢ MoApa3IeICHUSIMU/OPraHUu3aluIMU
HMCTOYHUKAMU KOMIUIEKTOBAHUS apXUBa;
MIPUHUMATH apXHUBHBIC JieIa (IOKYMEHTHI) Ha
IIOCTOSIHHOE WJIU JI0JIFTOBPEMEHHOE XPaHEHUE;
y4acTBOBAaTh B IPOBEACHUU SKCIIEPTU3BI
LIEHHOCTH Pa3IMYHBIX TUIIOB U BUOB
JIOKYMEHTOB B COOTBETCTBUM C BHYTPEHHUMU
periaaMeHTaMH OpraHu3aluu;

MPUMEHSTH B pab0Te peKOMEHAAINH SKCIIEPTHO-
MPOBEPOYHON KOMHUCCUHU WUJIA SKCIIEPTHOM
KOMUCCHUY OpPTraHU3allNY;

MIPUMEHSTH NIEPEUHHU C YKa3aHUEM CPOKOB
XpaHeHus Ael (JIOKyMEHTOB);

co0II0AaTh HOPMATHUBHBIE CPOKU XPaHEHMSI JIE
(1OKyMEHTOB);

BECTU YYET HCTOYHUKOB KOMITJIEKTOBAHUS
apxuBa;

HCII0JIb30BaTh NIEPEJOBON OTEUECTBEHHBIN U
3apyOexHBIN OMBIT 10 KOMIUIEKTOBAHUIO apXHUBa
Jenamu (JOKyMEHTaMH) IOCTOSIHHOTO U
JOJITOBPEMEHHOIO XPaHEHUS;

HCII0JIb30BAaTh COBPEMEHHBIE
aBTOMATHU3HPOBAaHHbIE, THPOPMAIIMOHHBIE U
TEJIEKOMMYHHUKALIMOHHBIE TEXHOJIOTUN
JIOKYMEHTUPOBAHHBIX c(ep AesTeIbHOCTH
OpraHu3alyH.

3HaHus:

HOPMAaTHUBHBIE MPABOBBIE aKThl Poccuiickon
®enepanyn B chepe AeTONPOU3BOACTBA U
apXHUBHOIO JIEJIA;
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HAyYHO-METOINYECKUE KPUTEPHH IKCTICPTH3HI
[IEHHOCTH PA3JIMYHBIX THIIOB U BUIOB JEI
(1OKyMEHTOB);

TEOPETUYECKHE U METOJINYECKUE aCTICKThI
KOMIUICKTOBAHHUS M SKCIIEPTU3bI IEHHOCTH BCEX
BUJIOB JIOKYMCHTOB;

BUJIbI, PA3HOBHIHOCTH U ()OPMAThI BCEX BHJIOB
JOKYMEHTOB;

YHU(DUITUPOBAHHYIO CUCTEMY OPTaHU3aI[MIOHHO-
pacropsIUTeIbHON TOKyMEHTAIINH;

CTaHJapThl 0pOPMIICHHST OPTaHU3AIUOHHO-
pacropsIUTeIbHON TOKyMEHTAIUH;

CTIOCOOBI ¥ TEXHOJIOTUHU IOKYMEHTHPOBAHUS
pa3IMYHBIX BUIOB IPOPECCHOHATIBHON
NeSITeIbHOCTH;

OpTraHU3aIMOHHBIC TPUHITUITHI KOMIUICKTOBAHUS
nen (TOKYMEHTOB) OFPAaHHMUYEHHOTO JTOCTYIIA;
TpeOOBaHUs OXpaHbI TPYIA.

[1K 2.2. Bectu yuér
APXUBHBIX el
(IOKYMEHTOB), B TOM
qrcie

C MCITOJIb30BaHHEM
ABTOMATU3UPOBAHHBI
X CHCTEM

HaBbiku

BeJICHUS y4ETa apXUBHBIX Jied (JOKYMEHTOB), B
TOM YHCJIE C UCIIOJIH30BaHHEM
ABTOMAaTU3UPOBAHHBIX CUCTEM

Ymenusn:

M0JIb30BaThCsl YUETHBIMH JOKYMEHTAMH B paMKax
9JIEKTPOHHBIX HH()OPMAIIMOHHBIX CUCTEM
JTOKYMEHTHPOBAHHBIX c(ep ACITEITBHOCTH
OpraHu3aIHH;

M0JIb30BAThCS CEPTHPUIIMPOBAHHBIMU
ABTOMATH3HUPOBAHHBIMH CHCTEMaMHM
JTOKYMEHTHPOBAHHBIX c(ep ACITETbHOCTH
OpTaHu3aIiK 10 YUETY, PETUCTPAIIUU, KOHTPOIIO
nen (I0KyMEHTOB);

MOJIb30BaThCsl HHPOPMAITMOHHO-CITPABOYHBIMU
cHCTEMaMH JJOKYMEHTHPOBaHHBIX chep
JeSITeJIbHOCTH OpTaHU3aIlIH;

BECTH CITPABOYHO-TTIOMCKOBBIC CPEICTBA K
apXHUBHBIM JIeJIaM (IOKYMEHTaM);

BECTH YUET CTPaxOBOTO (POHA APXUBHBIX JEIT
(IOKyMEHTOB);

MIPUMEHATh HOPMATHBHBIE ITPABOBBIC aKTHI,
JIOKaJIbHbIE HOPMATHUBHBIC aKThl OPraHU3aIUU U
METOAMYECKUE JOKYMEHTHI B 00J1aCTH yuéra
apXHUBHBIX JeJT (IOKYMCHTOB);

BHOCHTb TPEJIOKCHHS IO COBEPIIEHCTBOBAHUIO
METOMYECKOT0 00ecTIeUeHHs yu€Ta pa3HbIX
BHJIOB JIOKYMEHTOB B JJOKYMEHTHPOBAHHBIX
chepax AeITeTBHOCTH OpraHU3aI|H.

SHanug:
HOpPMAaTHBHBIE ITPABOBBIE AKThI Poccuiickon
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®enepannu B chepe 1e10Mmpou3BOICTBA U
apXUBHOTO JIeN1a;

METOJIMYECKUE IOKYMEHTHI i HallHOHAJIbHbIE
CTaHJapThl B 001acTy yuéTa J0KyMEHTOB U
JIOKYMEHTUPOBAHHBIX cep AesTeIIbHOCTH
OpraHu3aIuiy;

OTEYECTBEHHbIE U 3apyOeKHbIC
CepTHU(PHUIUPOBAHHBIE CUCTEMBI
ABTOMATHU3MPOBAHHOTO Y4€Ta apXUBHBIX el
(TOKYMEHTOB);

TpeOoBaHUS K yUETY 0CO00 IEHHBIX U
YHUKQJIbHBIX apXUBHBIX J€J1 (JOKYMEHTOB);
CPOKH BBIIIOJHEHHUS PA0OT MO YUETY apXUBHBIX
nen (TOKyMEHTOB);

o0IIMe TPUHIMIIBI YU4€Ta U KOMIUICKTOBAHUS /1€
(1OKyMEHTOB) OrPaHUUYEHHOTO JJOCTYIIA;
TpeOOBaHMS OXPaHbI TPY/Ia.

IIK 2.3.
Ocy1iecTBISATh
XPaHEHUE apXUBHBIX
neln (I0KyMEHTOB)

C IIOCTOSTHHBIM
CPOKOM XpaHEHUs 1
0 TMYHOMY COCTaBY
B apXHBE
OpraHu3aIu

HaBbiku

OCYILIECTBICHUS XPAaHEHUS apXUBHBIX €T
(IOKYyMEHTOB) C MIOCTOSTHHBIM CPOKOM XPaHEHUS
U 110 JINYHOMY COCTaBY B apXMBE OpraHU3alNU

Ymenus:

CUCTEMATU3UPOBATh Jiea (JOKYMEHTHI);
pa3Meniath apXUBHbIE Ji€a (JOKYMEHThI) Ha
MECTax XpaHEHUs B COOTBETCTBUU C
HOPMaTUBHBIMH TpeOOBaHUSAMU B 001acTU
apXUBHOTO JI€JIa U YIIPaBJICHUS T0KYMEHTaMU;
CO0JIF0IaTh HOPMATHBHBIE PEKUMBI XPAHEHUS
ApXUBHBIX el (IOKYMEHTOB) Ha JFOOBIX
HOCHUTEJISX;

MIPOBOAUTH MPOBEPKY MOJTHOTHI COCTaBa
apXWBHBIX JOKYMEHTOB B €MHUIIAX XPAHCHUS;
MIPOBOJIUTH OMIMCAHUE APXUBHBIX JIEIT
(1OKyMEHTOB);

COCTaBJISITh CIPABOYHO-TIONCKOBBIE CPEICTBA K
apXUBHBIM JIelaM (JOKyMEHTaMm);

BECTH YUET U KOHTPOJIb BBIAAYM aPXUBHBIX /1€
(TOKyMEHTOB) M3 apXWBOXPAHWJIHIIA U UX
BO3BpAaTa;

BECTH YUET M KOHTPOJIb TIEPEAYH AENT
(1OKyMEHTOB)

B TOCYJIapCTBEHHBIN/MYHHUIIUTIAIBbHBIA apXUB HITH
Ha MHOE BHEIIHEEe XpaHeHue U mpuéma Jiel ¢
BHEIIIHEr0 XpaHEHUs;

MIPOBOJIUTH MOJIMCTHYIO MPOBEPKY (PU3HUECKOTO
COCTOSIHUS JieT1 (TOKYMEHTOB);

pa3bICKUBaTh HEOOHAPYKEHHBIE JIea
(I1OKyMEHTHI);

3aIunaTh HHQOPMAaIMOHHBIE PECYPChI apXHBa
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OT HCCAHKIITMOHUPOBAHHOI'O AOCTYIIA.

3HaHus:

HOpPMaTMBHble NPaBOBble aKTbl Poccuiickol
®denepanyn B chepe AeTONPOU3BOACTBA U
apXUBHOTO €114,

HOpPMAaTHUBHBIE MTPABOBBIC aKThl Poccuiickoi
®denepanuu B 006J1acTH HHPOPMAIIHH,
MH(OPMALIMOHHBIX TEXHOJIOTHH, 3aIIUTHI
MH(OPMAILIUY U TIEPCOHATBLHBIX JIAHHBIX,
uupoBoii TpaHchopMaLIUH;

HOPMAaTHUBHBIE IIPABOBbIE aKThl Poccuiickon
®enepanuu B 06J1aCTH KOHPHUISHINATBHOCTH
nHpopManuu,

MpaBWJIa XpaHEHus Jel (JIOKyMEHTOB) B
COOTBETCTBHUH C UX TUIIAMU;

OpsAI0K (OPMUPOBAHNS JOKYMEHTOB B
KOMIUICKTBI, TPYIIIIbI, THIIBI,

TpeOOBaHUS K OOPMIIEHUIO JOTOBOPOB HA
pealIi3alyio YCIYT BHEIIHEr0 XpaHEHUS e
(IOKyMEHTOB);

CPOKH BBITIOJTHEHHUS padoOT;

TpeOOBaHUS K yCTAHOBJICHHBIM HOPMam
BBIPaOOTKH;

TpeOOBaHUS OXPaHBI TPY/Ia.

I1K 2.4.
Ocy1iecTBiIsITh
XpaHEHHeE,
KOMILJIEKTOBaHUE,
y4€T U
HCIIOJIb30BaHUE JIE]T
(TOKyMEHTOB)
BPEMECHHOTO
XpaHEHUs

HaBbiku

o0ecrnie4yeHns XpaHeHus, KOMIUIEKTOBaHUs, yuéTa
u

HCI0JIb30BaHUs €)1 (IOKYMEHTOB) BPEMEHHOT'O
XpaHeHus

YMenns:

OpraHU30BBIBATh U 00ECIICUNBATH XPAHEHUE T
(IOKYyMEHTOB) BPEMEHHOTO XpaHEHHS
OpraHU3aIMH B TPAJUIIMOHHOM U B DJIEKTPOHHOM
BUJIC;

KOHTPOJIMPOBATH Pa3pabO0TKy CTPYKTYPHBIMU
MOAPAa3ACIICHUSIMU OIUCENU U aKTOB O BBIACIICHUN
Ha YHUYTOXEHHE JIeN1 (JOKYMEHTOB) BpEMEHHOTO
XpaHEHUs B TPAAULIMOHHOM U B JIEKTPOHHOM
BHJIC;

(hopMHUPOBATH €IMHUIIBI XPAHEHUS IOKYMEHTOB
JUTSL MIX TIOCJIEIYIOLIEro Pa3MEIlIeHUs B apXUBE
OpraHu3aluy;

COCTAaBJISITh CIIPABOYHO-TIOMCKOBBIE CPEJICTBA K
apXHUBHBIM JIeJaM (JIOKYMEHTaM);

OCYIIECTBISTH TIOUCK JIeN (JOKYMEHTOB)
BPEMEHHOT'0 XpaHEHUs B MPOIIECCE UX XPAHCHHS
B CTPYKTYPHBIX MOJIpa3JICICHUSAX U apXUBE
OpraHu3ally;
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OCYILIECTBIISTH METOANYECKOE PYKOBOJICTBO
opraHu3zaiueil XxpaHeHus e (JOKyMEHTOB)

B CTPYKTYPHBIX MOJPA3ICIICHUSX OPTaHU3AINM;
OKa3bIBaTh CTPYKTYPHBIM TOIPA3ACICHUSM
MIPAKTUYECKYIO TOMOIIb B OpraHU3aIiu
XpaHeHus Ael (I0OKyMEHTOB);,

pa3pabarbIBaTh CIPaBOUYHO-UH(POPMAIIIOHHBIE
JOKYMEHTBI [10 OpTaHU3alliy HCIIOJIb30BAHMS eI
(TOKYMEHTOB) BpEMEHHOT'O XpaHEHUS B
CTPYKTYPHBIX TIOJIpa3ACICHUSX U apXUBE
OpraHu3aINH;

MIPOBOJUTH IKCIIEPTU3Y LIEHHOCTH eI
(TOKyMEHTOB) BPEMEHHOT'O XpaHEHHUS,
MepelaHHbIX B ApPXUB;

ONPEJIEIATh CPOKU XpaHEHUS JIe (JJOKYMEHTOB)
BPEMEHHOT'O XPaHCHUS;

oOecrnieunBaTh 3alUTy Jel (JOKYMEHTOB)
BPEMEHHOI'O XpaHEHUs B OPraHU3allH OT
HECAaHKIIMOHUPOBAHHOTO JIOCTYIIA HITH
YHHUYTOKEHUS;

MPOBOJIUTH (PU3MUECKOE YHUUTOKEHHE JeIT
(IOKyMEHTOB) BPEMEHHOT'O XpaHEHHUS C
HCTEKITUMH CPOKAMU XPAHCHHUS ITOCIIC
COTJIACOBAHUS CO CTPYKTYPHBIMU
MO/Ipa3IeICHUSMU OpraHU3aIUH;

oGOpMIIATh YIETHBIC JOKYMEHTHI 00
YHUUYTOXKEHUU €T (IOKyMEHTOB) BPEMEHHOTO
XPaHEHUs C HCTEKIIUMHU CPOKAMHU XPaHCHUS
COBMECTHO CO CTPYKTYpPHBIMH
noApasaeneHUAMM opraHM3aLmm.

3Hanus:

HOPMAaTHUBHBIE MPABOBbIE aKThl Poccuiickon
®enepannu B chepe 1e10mpou3BOICTBA U
ApXUBHOTIO JIEJIa;

HOpPMaTHUBHBIE ITPABOBbIE AKTHI Poccuiickon
®denepanuu B 001aCTH 3aIIUTHI TEPCOHATBHBIX
JTaHHBIX;

HOpPMaTHUBHBIE ITPABOBbIE AKTHI Poccuiickon
®enepanyu B 06J1aCTH KOHPUICHINATBHOCTH
nH(popMaLuu;

METOJIMYECKNE TOKYMEHThI U1 HAIHOHAJIbHBIE
CTaHJapThl B 00J1aCTH ACTOMPOU3BOACTBA U
apXUBHOTIO JIEIIA;

MeTOJIMKa pa3paboTKu GopM yUETHBIX
JIOKYMEHTOB B TPAJUIIMOHHOM U B 3JIEKTPOHHOM
BUJIC;

MpaBUjia CUCTEMATU3AINH U KIacCUPUKAITII
JIOKYMEHTOB;

0COOCHHOCTH OpPraHU3alliy XpaHEHUS eI

22




(IOKYMEHTOB) Ha pa3IMYHBIX HOCUTEIISX;
KPUTEpUU ONpPEIeTICHUS IEHHOCTH JIeJT
(mOKyMEHTOR) /151 TAJTbHEHIIIETO XPAHCHHUS HITH
YHUUYTOXKEHUS;

TpeOOBaHUS K POIECCaM YHUUTOXKECHHUS
nH(OPMALIUY B TPATUITUOHHOM H SJICKTPOHHOM
BH/IE;

TpeOOBaHUS OXPAHBI TPY/IA.

IIK 2.5.
OcCylecTBISITh
HCIOJIL30BaHUE
APXHUBHBIX JICIT
(I0OKYMEHTOB), B TOM
YHUCIIE C
HCIIOJIb30BaHUCM
aBTOMAaTHU3UPOBAHHBI
X CHCTEM

HaBbixkn

OCYH_IGCTBJICHI/IH HUCITIOJIB30BAHUS apXI/IBHBIX pi(S2) |
(TOKYMEHTOB), B TOM YHCJIE C UCIIOJIb30BAaHUEM
ABTOMATU3HPOBAHHBIX CHCTEM

Ymenus:

CUCTEMAaTHU3UPOBATh U 0000IIATh CBEACHUS O
COCTaBE€ U COJEPKAHUU apXUBHBIX JIE]
(1OKyMEHTOB);

HCIIOJIb30BaTh WH(OPMAIIMOHHBIC TEXHOJIOTUU B
o0JacTu co3qaHusl CIPAaBOYHO-TIOMCKOBBIX
CPEICTB apXWBa M IOKYMCHTHPOBAHHBIX chep
JEeSTEIbHOCTH OpraHu3aluy;

(hopMHPOBATh OCHOBHBIE M BCIIOMOTATEIIbHBIE
BH/Ibl QDXMBHBIX CIIPABOYHUKOB B 3JIEKTPOHHOMI
hopme;

MOATOTABIIMBATh NH(POPMAITMOHHBIE IOKYMEHTHI
I10 3arpocam MoJIb30BaTeNIel Pa3InyHbIX
KaTeropui.

3Hanus:

HOpPMaTHUBHBIE ITPAaBOBBIC aKThl Poccuiickoi
denepanun B chepe 1eT0NPOrU3BOJICTBA;
HOpPMAaTHUBHBIE ITPABOBbIE AKTHI Poccuiickon
®denepanuu B 001aCTH 3aIIUTHI TEPCOHATBHBIX
JTAHHEIX

METOJIMYECKUE TOKYMEHTHI B 001aCTH
WCTIOIB30BaHUS U MTYOJIMKAIIUU apXUBHBIX JIEJT
(1OKyMEHTOB);

cepTuduIrpoBaHHbIE HHPOPMAIIMOHHO-
MTOMCKOBBIE CUCTEMBI B 00J1aCTH Pa3pabOTKu
HAay4YHO-CIIPAaBOYHOTO ammapara
JOKYMEHTUPOBAHHBIX cep AeATEIbHOCTH
OpraHu3ally;

CPOKH BBITIOTHEHHS pabOT MO OpraHU3aIuu
WCIOJIb30BaHUs APXUBHBIX el (JIOKYMEHTOB);
OpraHU3alMOHHbIE TPUHIUIIBI UCTIOIb30BAHUS
JIOKYMEHTOB OTPAaHUYEHHOTO JIOCTYTIA;
TpeOOBaHMS K MOATOTOBKE aPXUBHBIX CITPABOK U
BBITIMCOK U3 apXUBHBIX IOKYMEHTOB;
TpeOOBaHUS OXPAHBI TPY/IA.
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CoorBercTBHE NPOdQecCHOHATBHBIX KOMIIETeHIHIT
®I'OC CIIO 46.02.01 JokyMeHTAMOHHOE O0ecliedeHUe YIIPABJIEHUSI M ApXUBOBeleHne
00001IeHHBIM TPYAOBBIM QYHKIUSIM IPO(eCCHOHAIBHBIX CTAHIAPTOB

P1'OC CIIO

Crneuunanuct no
JOKYMEHTALHOHHOMY
00ECTIEYECHHUIO YIIPaBIICHUS U
apXHWBHOMY €Ty TOTOBHTCS K

IpodeccnonanbHblii CTAHAAPT,
00001IeHHbIe TPYAOBbIe pyHknuu (OTD)

odecrnevyeHHus AesATeJIbHOCTH OpraHm3anuu

[1K 1.1. OcymiecTBisATh npuéM-niepeiady
yIpaBJIeHYE€CKOM nH(popManuu

C IIOMOIIbIO CPEJICTB

MH(pOPMALMOHHBIX

1 KOMMYHHUKALIMOHHBIX TEXHOJIOTHH

[1K 1.2. KoopaunupoBath paboTy IprUeMHOI
PYKOBOJUTENS, 30H

rpueMa pa3IndHbIX

KaTerOpHi MOCETUTEIICH OpraHU3allNH;

[1K 1.3. BnageTs HaBbIKaMM MJIAaHUPOBAHUS

paboyero BpeMeHu

[PYKOBOJMTEIISA U CEKpeTaps;

[1K 1.4. OcyiecTBasiTh MOATOTOBKY
TIEIOBBIX TIO€3I0K PYKOBOIUTEIS

W IpYTUX COTPYAHUKOB OpPraHU3alUN;
[1K 1.5. Branets ciocobamu opranu3aiuu
paboyero nmpocTpaHCTBa MPUEMHOM U
KaOuHeTa pyKOBOJUTES;

[1K 1.6. OcymiecTBiath paboTy 1o
MOATOTOBKE

Y TIPOBEJICHUIO KOH(PEPEHTHBIX
MEepOTPUSITHI, 00ecTieYnBaTh
MH(OPMAIIMOHHOE B3aMOJICHCTBHE
[PYKOBOJMTEIIS C TTOAPA3ACICHUSIMU

U JIOJDKHOCTHBIMU

ITUIIaMU OpTraHu3alIuy,

I1K 1.7. Odopmnsarts
OpraHU3aIMOHHO-PACTIOPSATUTETHHBIC
NTOKYMEHTBI U OPTaHU30BBIBATH PA0OTY C
HUMH, B TOM YHCJI€ C UCITOJIb30BAaHUEM
ABTOMATU3HPOBAHHBIX CHCTEM,;

[1K 1.8. OdopmnsaTh

ITOKYMEHTHI 110 JIMYHOMY COCTaBy U

CJIeIYIOIIUM

BHIAM JeATeJLHOCTH:
B 1. OcyuiecTBienne [IC «CneunajucT N0 OPraHu3aluOHHOMY U
OPraHU3AIMOHHOIO H IOKYMEHTALHOHHOTO  |3oKyMEeHTAIIHOHHOMY obeceYeHIIo

yIpaBJieHHsl OpraHu3anuein»

OT® B JlokymMeHTAIIHUOHHOE 00ecredyeHue
NesiTeIbHOCTH OPTraHU3aAlNH

B/01.5 Opranuzanus paboThI C TOKYMCHTAMH;
B/02.5 Opranuzanus TeKymero XxpaHeHus
ITOKYMEHTOB,

B/03.5 Opranuzarus 00pabOTKH AeI IS
MOCIICAYIOMIETO XPAaHCHHUS.

OT® C OpranuszannoHHoe,
NOKYMEHTAallHOHHOE U HH(OPMALIMOHHOE
o0ecneyeHue 1eATeJbHOCTH PYKOBOIUTEIIsA
OpraHu3anuu

C/01.6 Oka3aHre MOMOIIIN PYKOBOJUTENIO B
TUTAHUPOBAHUH PabOYeTo BPEMEHHU;

C/02.6 TlnanupoBanue pabouero AHs CeKpeTaps
C/03.6 Opranu3zaiust TesieOHHBIX TEPErOBOPOB
PYKOBOAUTES
C/04.6 Opranuzaiysi KOMaHIHPOBOK
PYKOBOAUTES
C/05.6 Opranuzarust pabOThI C IIOCETUTEIIIMU B
NPUEMHON PYKOBOIUTEIIS
C/06.6 Opranu3arysi o ArOTOBKH, TIPOBEICHUS U
00CITyKMBaHHsI KOH(PEPEHTHBIX MEPOIPUSITUI
C/07.6 Opranu3aiysi UCTIOJIHEHHS PEIICHHH,
OCYIIECTBICHHE KOHTPOJISI HCIIOTHEHHSI
MOPYYEHUN PYKOBOIUTENSA
C/08.6 Opranuzanus v nojaepanue
(YyHKIIMOHATIHLHOTO pabovero MpoCcTpaHCTBA
NPUEMHON M KaOMHETa PyKOBOIUTEIIS
C/09.6 Pa3paboTka JIOKaIbHBIX HOPMATHBHBIX
AKTOB, PETJIAMEHTHPYIOLINX paboTy ceKpeTapst

C/10.6 CocraBienue u opopmIIeHUE
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OpPraHU30BBIBATh PaOOTY C HUMH,

B TOM YHUCJIE C UCIIOIb30BAHUEM
ABTOMAaTU3HPOBAHHBIX CUCTEM;

[1K 1.9. Oprann3oBsIBaTh TEKyILEE
XpaHEHHE JIOKyMEHTOB, 00pabOTKy 1€l A
OIIEpaTUBHOTO U APXMBHOI'O XpaHEHHUs, B
TOM YHCJI€ C UCII0JIb30BAaHUEM
ABTOMATHU3UPOBAHHBIX CUCTEM

YIIPaBICHYECKON JOKYMEHTAIINH

C/11.6 Opranuzamyst pabOTHI C JOKyMEHTaMH B
MPUEMHON PYKOBOIUTEIIS

C/12.6 Opranuzamysi XpaHeHUs] JOKYMEHTOB B
MPUEMHON PYKOBOIUTEIIS

B/l 2. Opranuszaunusi apxuBHOii padoThI MO
IOKYMEHTaM OpraHu3auuii pa3jiu4HbIX GopM
COOCTBEHHOCTH

[IK 2.1. OcyuecTBasTh KOMIUIEKTOBAaHUE
apXUBHBIMH JIeJIaMU (JIOKYMEHTaMH1) apXuBa
OpraHu3aluy,

[IK 2.2. Bectu yd4é€T apXuBHBIX JeiI

(1OKyMEHTOB), B TOM 4qHUCIIe c
VCTIO0JIb30BaHUEM aBTOMAaTH3UPOBAHHBIX
CHUCTEM;

[1K 2.3. OcyiecTBasTh XpaHEHUE APXUBHBIX
nen (IOKYMEHTOB) C TMOCTOSTHHBIM CPOKOM
XpaHEHUsl U 10 JINYHOMY COCTaBYy B apXHUBE
OpraHu3aluy,

[1K 2.4. Ocy1ecTBIATh XpaHEHHe,
KOMILUIEKTOBaHUE, Y4YET W HCIOJIb30BAHUE
nel (I0KyMEHTOB) BPEMEHHOT'O XpaHEHUS,
[IK 2.5. OcyumecTBiiTh HUCHOJIb30BaHUE
ApXUBHBIX JIe] (JOKYMEHTOB), B TOM YHCJIE C
WCII0JIb30BaHUEM ABTOMATU3UPOBAHHBIX
CHCTEM.

IC «Cnenuajuct apxuBa
OT® A XpaHeHHne, KOMILICKTOBaHHUE, y4eT 1
HCIOJIb30BaHUeE e (10KYMEHTOB) apXuBa

A/01.5 Opranuzamus IOCTOSHHOTO XPaHEHHUs
APXUBHBIX €)1 (IOKYMEHTOB);

A/02.5 KomIieKTOBaHHE apXUBHBIMU JI€JIaMU
(IOKyMEHTaMH) apXuBa,

A/03.5 YueT apXuBHBIX JieJT (IOKYMEHTOB);
A/04.5 Opranuzaiys UCIIOJIb30BaHUS APXUBHBIX
e (I0KyMEHTOB);

A/05.5 XpaHeHne, KOMILICKTOBAHUE, yYET U
MCIIOJIb30BaHUE J1eT (JOKYMEHTOB) BPEMEHHOTO
XPAHCHUSI.

B/l 3. OcBoenne BuI0B PadoT Mo OIHOI WM
HEeCKOJIbKHM npodeccusim padounx,
TOJIZKHOCTSIM CJTYKALMX «KAPXHBAapHYC»

[IK 2.1. OcymecTBasTh KOMIUIEKTOBaHUE
apXUBHBIMH JielaMH (JIOKyMEHTaMM) apXuBa
OpraHu3aluy;

[IK 2.2. Bectm y4é€r apXuBHBIX J€l

(1OKyMEHTOB), B TOM qHUCIIe c
VICII0JIb30BAHUEM aBTOMATHU3UPOBAHHBIX
CHCTEM;

[1K 2.3. OcymiecTBiIATh XpaHEHUE apXUBHBIX
nen (IOKYMEHTOB) C TOCTOSTHHBIM CPOKOM
XpaHEHUs U 10 JINYHOMY COCTaBY B apXUBE
OpraHu3aluy,

I[IK  24. OcymecTBiiTe  XpaHEHUE,
KOMIUIEKTOBaHHME, YYET U UCIOJIb30BaHUE
1el1 (JOKYMEHTOB) BPEMEHHOI'O XpaHEHUS,
[IK 2.5. OcymecTBiATh HCIOIb30BAHNUE
ApPXUBHBIX 1€ (JOKYMEHTOB), B TOM YHCJIE C
MCII0JIb30BAHUEM aBTOMATHU3UPOBAHHBIX
CHCTEM.

[1C «Cnenuanuct apxusa»
OT® A XpaHeHne, KOMIUICKTOBaHHUE, y4eT H
HCI0/1b30BaHKe J1e]1 (10KYMEHTOB) apXuBa

A/01.5 Opranu3zaiys NOCTOSIHHOTO XpaHEHHS
APXUBHBIX JIeJT (JIOKYMEHTOB);

A/02.5 KomruiekToBaHHE apXUBHBIMHU JICTIaMH
(TOKyMEHTaMH) apXuBa,

A/03.5 YdeT apXUBHBIX JieJ (IOKYMEHTOB);
A/04.5 Opranu3zalys UCIOJIb30BaHHs APXHUBHBIX
e (10KyMEHTOB);

A/05.5 XpaHeHue, KOMIUICKTOBaHHE, YYET U
MCTIOJIB30BaHUE JIEN (JIOKYMEHTOB) BPEMEHHOTO
XpaHEeHUSI.

25




4.3. JIMYHOCTHBIE Pe3yJbTAThI

JInYHOCTHBIE Pe3yJIbTATHI
peain3aiuu NPorpaMMbl BOCHUTAHUSA
(Oeckpunmopbwi)

Kox amyHoCTHBIX
pe3yJabTaToB
peaau3zamuun
NMPorpamMmMbl
BOCIIUTAHUSA

Oco3natomuii cebs rpaxknanuHom Poccum m 3ammtHHKOM OTedecTsa,
BBIP@)KAIOUIMH CBOIO POCCUHMCKYK) MICHTUYHOCTb B IOJMKYJIBTYPHOM
U MHOTOKOH()ECCHOHAIBHOM POCCHICKOM OOIIECTBE W COBPEMEHHOM
MHUpPOBOM coobiecTBe. Co3HarOIuUi CBOE €IMHCTBO ¢ HapoaoM Poccuw,
¢ PoccuiickuM rocynapcTtBoM, IE€MOHCTPUPYIOLIUNA OTBETCTBEHHOCTH
3a paszButue cTpaHbl. [IposBistomuii roToBHOCTh K 3amure PoauHsl,
CIIOCOOHBIN apryMEHTUPOBAHHO OTCTAWBaTh CYBEPEHUTET U JIOCTOMHCTBO
Hapona Poccun, CcoXpaHATP M 3aIUMINATE HCTOPUYECKYIO TPaBAY
0 Poccuiickom rocynapcrse

JP 1

[TposBIISIIOIINI AKTUBHYIO TPAXKIAHCKYIO MO3UIUI0O Ha OCHOBE YBAKCHUS
3aKOHAa U TMPaBOINOpsIKA, MpaB M CBOOOA COTpaxkiaH, YyBaKEHUs
K MCTOPUYECKOMY U KyJIbTypHOMY Hacienuto Poccun. Oco3HaHHO
U JESITENIhbHO BBIPAKAIOIIUN HENpUATHE AUCKPUMHUHAIMU B OOIIECTBE
[0  COUMAIbHBIM,  HALMOHAIbHBIM,  PEIMTMO3HBIM  IPU3HAKAM;
JKCTpEMH3Ma,  TEPpPOpU3MA,  KOPPYIIUH,  aHTHTOCYAApCTBEHHOM
nesitenibHOCTH.  OOnajalomuid  ONBITOM — IPaXAAHCKOW — COLMAIbHO
3HAYUMOW  JAEATeNbHOCTH (B CTYJAEHYECKOM  CaMOYMpaBICHUH,
JTOOpOBOJIBUECTBE,  OKOJOTUYECKHX,  IPUPOJOOXPAHHBIX,  BOEHHO-
NaTPUOTHYECKUX M JIp. OOBEOUHEHMSX, AaKIUAX, MPOrpaMMax).
[Tpunumaromuii  ponb u30uparenss M ydyacTHUKA  OOLIECTBEHHBIX
OTHOIICHMH,  CBSI3aHHBIX C  B3aUMOJICHCTBMEM C  HAPOJIHBIMH
n30paHHUKaMU

JIP 2

JIeMOHCTpUPYIOIIUN  MPUBEPKEHHOCTh  TPAJULMOHHBIM  JTyXOBHO-
HPaBCTBEHHBIM IIEHHOCTSM, KyJbType HaponoB Poccun, npuHmmMmam
YECTHOCTH, MOPSALOYHOCTH, OTKPBITOCTH. JIEUCTBYIOIIUI U OLIEHUBAIOIINI
CBOE IIOBEJCHUE U IOCTYIIKHM, MOBEACHUE M MOCTYIKH JPYTUX JIOAEH C
MO3ULIMKA  TPAAMLMOHHBIX  POCCHUHCKHX  JTYXOBHO-HPAaBCTBCHHBIX,
COLIMOKYJIBTYPHBIX LIEHHOCTEW U HOPM C y4€TOM OCO3HAHMS IOCIIEICTBUI
NOCTYNKOB. ['OTOBBIN K /1€710BOMY B3aUMOJEHCTBHIO U HE(POPMaTbHOMY
OOLICHUIO C TPEICTaBUTENSMU Ppa3HbIX HApOAOB, HAIMOHAIbHOCTEH,
BEPOMUCIIOBENAHUM, OTJIMYAKOIIMA MX OT YYaCTHUKOB TIpyII C
JECTPYKTUBHBIM M JEBHAHTHBIM INOBEACHUEM. JIeMOHCTpHUpyrOIMi
HENPUATUE  COLUAIbHO  ONAaCHOIO  IIOBEIEHUA  OKPYXKAIUX U
IIPEAYIPEKTAFOIINI ero. [IposBasrommii YBaOXCHUE
K JIIOJSAM CTapUIEro IOKOJEHUS, TOTOBHOCTh K YYacCTHIO B COLIMAIBLHON
ITOJJICPKKE HY)KTAIOIIMXCS B HEH

JIP 3

IIpostBnsromuii M AEMOHCTPUPYIOIIMM YBa)KEHHE K TPyAY 4eEIIOBEKa,
OCO3HAIOIIUN IIEHHOCTh COOCTBEHHOIO TpyAa U TpyJda APYIHX JIHOJEH.
OKOHOMUYECKH aKTHBHBIN, OPHEHTUPOBAHHBII Ha OCO3HAHHBINA BHIOOD
cdepsl podecCHOHATBLHON JEeSITEIbHOCTH C YYETOM JIMYHBIX JKU3HEHHBIX
IUIAHOB, TOTPEOHOCTE CBOEH CEeMbH, POCCHIICKOro  OOIecTBa.
BeIpaxxaronmit OCO3HAaHHYIO TOTOBHOCTH K MOJIy4YECHUIO
npoeCCHOHATBLHOTO 00pa30BaHUsl, K HEMPEPhIBHOMY 00pa30BaHUIO

JIP 4
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B TEUeHUE KU3HU J[eMOHCTpUPYIOIIUH TO3UTUBHOE OTHOLICHUE
K  PEryJIupOBaHMIO  TPYAOBBIX  OTHOmIEHUH. OpUEHTUPOBAHHBIN
Ha caM000pa3oBaHue U MPOo(eCCHOHATBLHYIO NIEPENOATOTOBKY B YCIOBHIX
CMEHBl TEXHOJIOTMYECKOTO YKJIaJa M COMYTCTBYIOIIMX COLMAIbHBIX
nepemeH. Crpemsmuiics K JOPMUPOBAHUIO B CETEBOM Cpeie TMYHOCTHO
U Ipo(heCcCHOHANTBHOTO0 KOHCTPYKTUBHOTO «IIM(POBOTO cIiea

JleMoHCTpUpYIOIIUMI  HPUBEPKEHHOCTH K  pOAHOW  KYJbTYypE,
UCTOPUYECKONW TaMsATH Ha OCHOBe IoOBM K Poamue, Hapomy, Manou
pOIMHE, 3HAHUS €r0 HCTOPUU MU KYJIbTYpbl, IPUHATHE TPAAULMOHHBIX
LEHHOCTEN MHOTOHAlMOHAJIBHOTO Hapoaa Poccuu. Beipaxkaromuid CBORO
STHOKYJIBTYPHYIO HJEHTHYHOCTH, CO3HAIOLIUI ce0si maTpuoTOM Hapoia
Poccun, JEATEIIbHO BBIPAKAIOIINI 4yBCTBO IIPUYACTHOCTHU
K MHOTOHalMoOHaJlbHOMY Hapoay Poccuu, xk Poccuiickomy OTtedecTBy.
[IposBistromnii LIEHHOCTHOE OTHOLLIEHUE K HACTOPUYECKOMY
U KyJIbTYPHOMY HaclIeIni0 HapoaoB Poccuu, K HALIMOHAILHBIM CUMBOJIaM,
npa3JHuKaM, T[aMsITHUKAM, TPaJUIMsAM HapoOJIOB, MPOKUBAIOIIMX B
Poccun, k cooTedecTBEHHHMKAM 3a pPYOEKOM, MOIIACPKUBAIOLINN HUX
3aMHTEPECOBAHHOCTh B COXPAaHEHHWH OOIIEPOCCHIMCKON KYyIbTYpHOU
MJICHTUYHOCTH, YBAXKAIOIUI UX MpaBa

JIP S

OpueHTHpPOBaHHBI Ha MPO(ECCHOHATBHBIC JOCTHKEHUS, JEATEIHBHO
BBIDAKAIOLIMI  [MO3HABaTEJbHbIE  WHTEPECHl C  y4eTOM  CBOUX
CHOCOOHOCTEH, 00pa3oBaTeNbHOTO M MPO(ECCHOHAIBHOTO MapIIpyTa,
BBIOpAHHOW KBaTM(UKAIIII

JIP 6

Oco3HaOmMil ¥ AEATENBHO BbIpAXXKAIOUUH HPUOPUTETHYIO LIEHHOCTh
KaXJ0M 4YEeIOBEYECKOW JKHU3HU, YBAXKAIOWIMK JIOCTOMHCTBO JIMYHOCTHU
KQKIOr0 YelIOBeKa, COOCTBEHHYIO M UYXYIO YHHKaJIbHOCTh, CBOOOIY
MHPOBO33PEHYECKOr0 BbIOOPA, CAMOOIIPEIETICHHUS.

[TposiBnsitomuii  6epeXIMBOE M UYYTKOE OTHOIIEHHE K PEeIUTHO3HOM
MPUHAJIC)KHOCTH KaXXJ10T0 YeJI0BEKa, MpEaYNPEIUTENbHBIN
B OTHOILLIECHHUH BBIPAXKEHUS IIPAB U 3aKOHHBIX UHTEPECOB APYTUX TN

JIP 7

[IposiBnsromniA U IEMOHCTPUPYIOIINNA YBA)KEHHE 3aKOHHBIX HHTEPECOB
U IIpaB NPEICTaBUTENICH pa3IMYHBIX OSTHOKYJIBTYPHBIX, COLUAIbHBIX,
KOH()ECCHOHANIBHBIX TPYMNI B POCCHICKOM OOINECTBE;, HAIMOHAIHHOTO
JIOCTOUHCTBA, PEJIUTHO3HBIX YOSKIEHHH C Yy4ETOM  COOJIIOJICHUS
HEOOXOJUMOCTH 00ecredeHs KOHCTUTYLIMOHHBIX IMpaB U cB00OOA
rpaxzaad. IloHMmaromuii W JAEATENBHO  BBIPAXKAIOIUN  LIEHHOCTh
MEXPEJIINTHO3HOIO0 M MEXHAIMOHAIBHOIO COIJIACHs JIFOACH, TpaKaaH,
HapozoB B Poccun. BsIpakaroluii CONpUYacTHOCTb K IPEYMHOKEHUIO U
TPaHCISALUUU KYJIbTYPHBIX TPAJAMLMNA M LIEHHOCTEH MHOIOHAIMOHAJIBLHOTO
POCCHUICKOTO rocyapcrBa, BKJIFOUEHHBIN
B OOIIIECTBEHHbIEC MHUIIMATHBbI, HAIIPABJICHHbBIE HA UX COXPAaHEHUE

JIP 8

CozHamuii  [EHHOCTh  JKW3HHM,  370pPOBbsI M 0OE30MAaCHOCTH.
ColOmrofaromuiik ¥ MPONAraHJAMPYIONIUN  3J0pPOBBIM  00pa3  KU3HHU
(3mopoBOe THUTaHHE, COONIOIEHUE TUTHUEHBI, PEXKUM 3aHSITUA U OTABIXA,
buzndeckas AKTHUBHOCT ), JIEMOHCTPHUPYIOIIUI CTpEMJICHHE
K (U3MUecKoOMy COBEpIICHCTBOBaHMIO. [IposBisfommii co3HATENbHOE
U 00OCHOBAaHHOE HEMPHUATHE BPEIHBIX MPUBBIUEK M  OMACHBIX
HAKJIOHHOCTeW  (KypeHHe, yIOTpeOJeHHe aJKOToJsl, HapKOTHKOB,
TICUXO0AKTUBHBIX BEIIECTB, a3apTHBIX UTP, JIIOOBIX (OpPM 3aBUCHUMOCTEH),
JECTPYKTUBHOTO MOBEJICHNS B 00IIECTBE, B TOM YHCIE B IIU(PPOBOH cpesie

JIP 9
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bepexxnmuBo oTHOCSMMIICS K NPUPOAHOMY HACIEAUIO0 CTPaHbBl U MHUPA,
MPOSIBIISIONIUN CPOPMUPOBAHHOCTD SKOJIOTHUECKON KYIbTYyphl HA OCHOBE
MOHUMAaHUS BIIUSTHUS COLIMAJIbHBIX, SKOHOMMYECKUX
U T1po(hecCHOHAIBHO-TTPON3BOICTBEHHBIX IPOLIECCOB HAa OKPY)KAIOLIYIO
cpeny. Bblpaxaronuii nesTeabHOe HENpUATHE ACHCTBUM, MPUHOCSIIMX
Bpel  NpPUPOAE, PACHO3HAIOUIMA  OMACHOCTH  Cpenbl  oOWUTaHMS,
NpeNyNnpexaalouil  pUCKOBAaHHOE  IOBEACHHE JAPYTUX  TIpaKIaH,
MOMYJISIPU3UPYIOMUNA  CIIOCOOBI  COXpaHEHHsI TMAaMSTHUKOB MPUPOIBI
CTpaHbl, peruoxa, TEPPUTOPUH, MOCEJICHHS, BKJIFOUEHHBIH
B 00111€CTBEHHbIC MHUIIMATUBBI, HAIIPABJICHHBIC HA 3a00TY O HUX

JIP 10

[TposiBnstomnid yBaXKEHHE K JCTETHUYCCKHUM IIEHHOCTSM, OOJIaTaroIIui
OCHOBaMHU  3CTETMYECKOM  KyJIbTypbl. KpuUTHYECKM  OLEHHUBAOLIUI
U JICSITEIBHO MPOSBIISIOINAN MTOHUMAHUE SMOILMOHAIIBHOTO BO3JCHCTBUSA
HCKYCCTBA, €r0 BJIUSHHUS Ha JYIIEBHOE COCTOSIHUE U IOBEICHUE JIKOJCH.
bepexxyinBO OTHOCAIIMICSA K KyJIbType Kak CpEICTBY KOMMYHHUKAIUU
U CaMOBBIPDOKEHHS B OOIIECTBE, BBIPAKAIONINN CONMPUYACTHOCTH
K HPaBCTBEHHBIM HOpMaM, TPaguUUsM B HCKyccTBe. OpUEHTHPOBAHHBIN
Ha COOCTBEHHOE CAaMOBBIpQXEHHE B pPa3HBIX BHJAX MCKYCCTBA,
XyJI0’KECTBEHHOM TBOPYECTBE C YYETOM POCCHUHCKHX TpPaTULIUOHHBIX
JyXOBHO-HPABCTBCHHBIX  IICHHOCTCH, 3CTETUYECKOM  OOYCTpOMCTBE
COOCTBEHHOTO  ObITa. Pazgensiommii  IIEHHOCTH  OTEYECTBCHHOI'O
U MHUPOBOIO XYJIOKECTBEHHOI'O HACJIEAMWs, POJIM HAPOJIHBIX Tpagulul
U HapOJHOTO TBOPYECTBA B MCKYCCTBE. BbIpakarolMil LIEHHOCTHOE
OTHOUIEHUE K TEXHUYECKOW U MPOMBIIIJIEHHON 3CTETUKE

JIP 11

[IpuHuMarommii  poccHiicKMe TpPAJULHUOHHBIE CEMEWHbIE IEHHOCTH.
OpueHTUpOBaHHBIM Ha CO3JaHUE YCTOMYMBOM MHOTOACTHOM CEMbH,
MOHMMaHHE Opaka Kak COr3a MYXYHHBl U SKCHIIUHBI JUIS CO3JaHHS
CEMbH, POXKICHHUS M BOCHUTAHUS ACTEH, HENPUATHS HACWUIIUS B CEMbBE,
yXoJa OT pOAUTENIBCKON OTBETCTBEHHOCTH, OTKa3a OT OTHOILUEHUH
CO CBOMMH JICTbMU U MX (DMHAHCOBOTO COJICPIKAHUS

JIP 12

JIM4HOCTHBIE pe3y/IbTaThl peajn3aluy NPOrpaMMbl BOCIIUTAHMSA,

onpeaecJIcHHbIC OTPAaC/JI€EBbIMU TptEﬁOBaHl/lﬂMI/l K 1€¢JIOBBIM Ka4YeCTBaM JIMYHOCTH

]_—[eMOHCTpI/Ipy}OH_II/II\/'I TOTOBHOCTb M CIIOCOOHOCTh BECTH Auajior ¢ Apyrumu
JIOAbMH, JOCTHUI'aTh B HEM B3aMMOIIOHMMAaHUs, HAXOJHUTDH 06IIII/I€ e 1
COTPYAHUYATD AJIA UX JOCTHIKCHUS B HpO(l)eCCHOHaHLHOﬁ ACATCIIBHOCTHU

JIP 13

[IposiBnsroniA ~ CO3HATENBHOE  OTHOLIEHHE K  HENPEPHIBHOMY
0o0pa30BaHUI0 KaK YCJIOBUIO  YCIHEIIHOM mpodeccHoHanbHOM U
OOLIECTBEHHOM AESITEIbHOCTU

JIP 14

[TposiBnsitolIMil  IpaKAAHCKOE  OTHOIIEHHWE K  Ipo(decCHOHAIbHOU
JEATEIIBHOCTH KaK K BO3MOXXHOCTH JIMYHOTO Y4YacTHs B PELIEHUU
00I111eCTBEHHBIX, TOCYIAPCTBEHHBIX, OOIICHAIIMOHAIILHBIX MPOOJIeM

JIP 15

['oTOBBIIi COOTBETCTBOBATH OXHUJAHUSM paboTomateneit: 3)PexKTUBHO
B3aWMOJICUCTBYIOIIMI C 4YJI€HaMH KOMaHIbl W COTPYAHUYAIOIIHMI C
OPYTMMH JIFOJIbMH, OCO3HAHHO BBIMOJHSIIONIMNA MPOQPECCHOHATBHBIE
TpeOOBaHMs, OTBETCTBEHHBIN, WHHUIIMATUBHBIN, JIUCIUTUTMHUPOBAHHBIN,
TPYJAOTIOOUBBIN, KPUTHUECKU MBICISIINN, HAIEICHHBI Ha JOCTHKEHUE
MOCTABJICHHBIX  IEJIeH;  JACMOHCTPUPYIOIIMK  MPOPECCHOHATBHYIO
J)KHU3HECTOMKOCTD

JIP 16
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ColOmoaromuii B CBOe mpodecCHOHATBbHON JEATENHPHOCTH ITHUYECKHE

NPUHIUIBL YECTHOCTH, HE3aBUCUMOCTH, MPOQPECCHOHATBHON YHCTOTHI, JIP 17
00BEKTUBHOCTH, OECIIPUCTPACTHOCTH U MPaBUJIA JI€JI0BOTO MTOBEICHHUS

[TposiBsronuii 6epeXHOE OTHOIIEHUE K COXPAHHOCTU M UCIOJIB30BAHUIO

MHUPOBOT'O JOKYMEHTAJIBHOTO HACIEAMs JIP 18
IIposiBnsromni LIECHHOCTHOE OTHOILIEHUE K KYJIbType M HCKYCCTIBY, K JIP 19

KYJIBTYPE peuH U KyJIbType NOBEIeHHUs, K KpacoTe U TrapMOHUU
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Paznen S. TPEBOBAHUSA K CTPYKTYPE ITIPOI'PAMMBbI
INOATOTOBKH CIIEMAJIMCTOB CPEJJHEI'O 3BEHA

[Tonydenue cpegHero mnpogeccuoHaNbHOrO OOpa3oBaHMs Ha 0a3e OCHOBHOI'O OOIIETro
00pa30oBaHUs OCYIIECTBISIETCS C OAHOBPEMEHHBIM TOJTyYEHUEM CpeHEro o0Iero oopasoBaHus
B TMpelenax COOTBETCTBYHOIIEH oOpa3oBarenbHoi mporpammbel  CIIO. B srtom ciydae
obOpazoBarenbHass  mporpamma  CIIO  paspabarbiBaeTcsi Ha  OCHOBE  TpeOOBaHMIA,
cootBercTByOIX PI'OC COO u PI'OC CIIO um monoxeHuit ¢enepaabHO OCHOBHOM
0011eo0pa3oBaTenpHOM MPOrPaMMBI CpeHETo 001Iero oopa3oBanus, a Takxke ¢ yaerom [IOOIIL.

I[Ipu sToM B yuyeOHOM TIaHE oOpazoBaTenbHOM Tmporpammbel CIIO  dopmupyetcs
00111e00pa3oBaTeNIbHBINA UK.

Crpykrypa nporpammel [IIICC3 BkiItouaer cieayromme

y4eOHBIC ITUKIIBL:

- COIMAIIbHO-TYMaHUTAPHBIN;

- obmenpodeccuoHabHbIN;

- npodeccuoHaNTbHBIN;

Y pa3Jieibl:

- ydeOHas MPaKTHKA;

- TPOU3BOACTBEHHAs MPAKTUKA;

- TOCYJapCTBEHHAs UTOTOBAsi aTTECTAIHSI.

O6s3atenbhas yacth [IIICC3 mo yueOHBIM IUKIIAM cocTaBisgeT He O6osnee 70 mpoEeHTOB
0T o01m1ero oobeMa BpeMeHH, OTBEICHHOTO Ha X OCBOCHHE.

BapuatuBnas uwacte (He MeHee 30 mMpOIEHTOB) AaeT BO3MOXKHOCTH JallbHEHIIIEro
pa3BuTUsA OOHMX M TPO(ECCHOHATBHBIX KOMIETEHIMNA, B TOM YHCJE 3a CUET PaCHIMPECHHS
OCHOBHBIX BHUJOB JAESITEIbHOCTHU, BBEACHMS JOMOJHUTEIBHBIX BHUJIOB JIEATEIBHOCTH, a TaKKe
po(heCCHOHATLHBIX KOMIICTCHIIUN, HEOOXOUMBIX JUISI O0ECTICUeHUs KOHKYPEHTOCITOCOOHOCTH
BBIITYCKHHUKA B COOTBETCTBHH C MOTPEOHOCTAMHU PETUOHAILHOTO PhIHKA TPYa, @ TAKKE C YIETOM
TpeOoBaHUI TUPPOBOI SIKOHOMHKH.

CootHomienne obs3atensHOM u BapuaTuBHOW yacTu [IIICC3 ycraHoBieHO y4eOHBIM
mwraaoM OITOIT CITO.

CtpykTypa 00pa3oBaTeILHON MPOTPaMMBbI O061Bem 00pa3zoBaTeIbLHOM MPOTPAMMBI,
B aKa/IEMMUYECKHUX Yacax

JucuuniuHel (MOIyIH) He meunee 1476
[TpakTuka He menee 432
['ocynapcTBeHHass UTOroOBasi aTTeCTalus 216

OO0umii 00beM 00pa30BaTENbHOM MPOrPaMMBbI:

Ha 0a3e cpemHero o01ero oopa3oBaHms 2952

Ha 0a3e OCHOBHOrO OOIIEro o00pa3oBaHU, 4428
BKIIOYasi  MOJIyUEHHWE CpeIHEero  OOIIero
o0Opa3oBaHUs Ha OCHOBE
TpeboBaHuil heaepabHOTO TOCYIapCTBEHHOTO
00pa3oBaTeNLHOTO CTaHJIapTa CPEIHETO
obmrero oopa3oBaHus
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Oo6meobpazoBarenbhblil Mk ABasercsa yactbio OIIOIT CITO, xoTopas BKitoyaeT B ce0st
obsi3aTenpHBIE O0IeoOpa3zoBarenbHble AucHUIUMHBL yaeOHoro miana OIIOIT CITIO na Gaze
OCHOBHOT'0 00111eT0 00pa30BaHus, a TAK)Ke MHIUBHUIYaJIbHBIH IPOCKT C BBIJCICHHEM OTIEIbHBIX
4acoB B y4eOHOM IIJIaHe.

OO0meoOpa3oBaTeNbHBIN MK JIOJDKEH  COJIEpKaTh  Clenylomme  o0s3aTenbHbIe
oOmieoOpasoBarenbHble TUCHUILUIMHBL: «Pycckuit  s3bik», «Jlutepatypa», «Maremarukay,
«HOCTpaHHbI s13bIK», «HpOpMaTHKay, «Duszmkay, «Xumus», «buomorus», «cropus»,
«O06mectBo3Hanue», «leorpadusy», «Dusnyeckas KyiabTypa», «OCHOBBI 0€30MaCHOCTH
KU3ZHEJECATEIIbHOCTHY.

[Ipu OCBOEHUU COLIMAJIbHO-TYMaHUTapHOTO, oOuienpodeccuoHanbHOro u
po(heCcCHOHANLHOTO IHUKIIOB (J1ajee - y4eOHbIC IUKIIBI) BBIACISACTCS 00BEM YUCOHBIX 3aHSTHIA,
MPaKTUKH (B TPO(HECCHOHATEHOM ITUKJIE) M CAMOCTOSTEILHON pabOTHI.

Ha npoBenenue yueOHBIX 3aHATUH M MPAKTHUKU Bblnessiercs He MeHee 70 MpoLeHTOB OT
00beMa y4eOHBIX ITMKIIOB 00pa30BaTeILHOM IPOrpaMMbl B 0O4HOU (popme oOydeHus1, He MeHee 25
IPOIICHTOB - B OYHO-3204HOM (opme oOyueHus u He MeHee 10 IpOIEeHTOB - B 3a04HOU (opme
o0OyueHusl.

B ydeOHBIE IUKIBI BKIIOYAETCS MPOMEXKYTOYHAS aTTECTAlUs OOyJYaroMIMXCs, KOTOpas

OCYIIECTBIISIETCS. B pPaMKaX OCBOCHMSI YKa3aHHBIX LIHMKIOB B COOTBETCTBUM C (POPMOM,
ompeensIeMoil  0o0pa3oBaTeNbHONW  OpraHMW3alieil, W  OICHOYHBIMH  MaTepHallaMH,
MO3BOJIAIOIIMMHU  OIICHUTh JIOCTIDKEHHE 3allJITAHUPOBAHHBIX IO OTAEIbHBIM JTUCIUILIMHAM
(MOIyJISIM) U TIPAKTHKaM PE3yJIbTaTOB O0yUYEHUS.
OO6s3aTenbHas YacTh COIMAIBHO-TYMAHUTAPHOTO LIKKJIAa 00pa30BaTEeNbHOM MPOTrPaMMBI JI0JKHA
MpeaycCMaTpuBaTh U3ydeHue cienyromux aucuuruini: "Mctopus Poccun", "MHOCTpaHHBIN S3BIK
B mnpodeccuoHanbHON aesTenbHOCTH", "bezonmacHocTh ku3HenmesrenbHocTH", "du3nyeckas
KyneTypa", "OCHOBBI OepexxuBoro mpon3BoacTa', "OCHOBHI (PHHAHCOBOM IpaMOTHOCTH" .

O6mwmit 006beM aUCHMIUIMHBI "Be30macHOCTh JKM3HEAEATEILHOCTH" B OYHOW (opMme
00y4eHHUsl He MOXKET ObITh MEHEe 68 aKaJleMUYECKUX YacOB, U3 HUX HA OCBOEHHE OCHOB BOCHHOM
ciyxObl (nnsi roHOIIeH) - He MeHee 48 aKkaJeMUYeCKHX YacoB; JJIsS MOATPYII JEBYILIEK 3TO
BpEMsI MOXKET OBbITh UCIIOJIb30BAHO HA OCBOEHUE OCHOB MEAUIIMHCKUX 3HAHUH.

Hucuunnuna "dusnueckas KyabTypa" cmocoOCTByeT (GopMHUpoBaHUIO —(QHU3UUECKOH
KYJIBTYpPbI BBIITYCKHUKA U CHOCOOHOCTH HaIlpaBJIEHHOI'O HMCIOJIb30BaHUS CPEACTB (pU3MuecKoi
KYJIBTYPBI U CIIOPTA I COXPAaHEHUS U YKPETUIEHUS 3/I0POBbs, MCUX0(PHU3NIECKON MOATOTOBKE K
poeCCUOHAIBHON JEATENHHOCTH, IPEAYIIPEKACHUIO TPOPECCHOHATIBHBIX 3a00JIEBAHMIA.

Jns oOyyaromuxcss MHBAIUIOB W JIUI[ C OTPAaHUYCHHBIMH BO3MOXKHOCTSMHU 37I0POBBS
oOpa3oBaTesibHasi OpraHM3alisl YCTAHABIMBAET OCOOBIM MOPSAOK OCBOEHHUS JAMCLMIIIMHBI
"®uznyeckas KyJbTypa' ¢ y4eTOM COCTOSIHUS UX 310POBbS.

OO6s13aTenbHasg yacTh 001IENPOo(eCcCHOHAIBHOTO IHMKJIa 00pa30BaTEIbHONW MPOrpamMMbl
JOJKHA TIpelycCMaTpuBaTh HM3y4eHHUE CIEAYIOUIUMX AMCHUILINH: "DKOHOMHKA OpraHu3anuu',
"Menemxment", "lIpodeccroHanbHas 3THKa U OCHOBBI jenoBoro oOmenus", "IIpaBoBbie
OCHOBBHI TpodeccuoHanbHoll  nestenbHOCTH", "MH(pOpManmoHHbBIE W KOMMYHUKAIIMOHHBIC
texHojorun", "Pycckuii s3bIk B mnpodeccuoHanbHON aearenbHocTH", "KommbroTepHas
00paboTKa JOKYMEHTOB".

[IpodeccnonanbHblii UK 00pa30BaTEIbLHOM MPOrpaMMBbl BKIIIOYAET MpodeccHoHaIbHbIE
MOJYJIH, KOTOpbIE (POPMHUPYIOTCS B COOTBETCTBUU C BUJAMHU J€SITEIBHOCTH, IPEYCMOTPEHHBIMU
nynktom 2.4 ®I'OC CIIO, a Takxe [ONOJHUTEIbHBIMH BHJIAMH  JEATEIIBHOCTH,
cpopmupoBanubiMu BUCT camocTositensHo. B coctaB mpodeccHoHabHOrO MOIYJSl BXOIHT
OIMH WJIH HECKOJIIbKO  MEXKIUCHUIUIMHAPHBIX  KYpCOB, KOTOpbI€  yCTaHaBIMBAIOTCS
oOpa3oBaTenbHON  opraHm3anmei  camoctosrensHo ¢ ydetom  [IOOII.  Ob6wvem
npoheccCuoHaNBbHOTO MOAYJISI COCTaBIISIET HE MeHee 4 3a4eTHBIX eUHUII.
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[IpakTka BXOAMT B NMPO(ECCHOHAIBHBIA IMKJI M UMEET CIEAYIOIIMe BUAbI - ydeOHas
IPaKTUKa M IPOM3BOJICTBEHHAs INPAKTHKA, KOTOPbIE pPealu3yloTcss B (opMe MPaKTHUECKOU
NOJATOTOBKU. YueOHas ¥ MPOW3BOJACTBEHHAs NPAKTUKH PEATH3YIOTCS Kak B HECKOJIBKO
IEpUOJIOB, TaK U PacCPeOTOYEHHO, YepeAysACh C Y4EOHBIMU 3aHATUSAMH. THUIIBI NPAaKTUKU
yctaHaBnuBawoTcss Muctutyrom camocrositensHo ¢ yueroM [TOOIL.

Ienun u 3amaun ¥ GOpMBl OTYETHOCTH IO KAXJIOMY BHMIY HPAKTUKHU ONpPENEISIOTCS B
nporpammax npaktuku https://ufabist.ru/sveden/education/.

ATTecTanys 1o WUTOraM IPOU3BOJCTBEHHONW HPAaKTUKU HPOBOJUTCS € Y4eToM (WIM Ha
OCHOBaHUU) PE3yJIbTaTOB, IOATBEPKACHHBIX JOKYMEHTAMU COOTBETCTBYIOINX OpraHU3aIUil.

BUCT npenocrapiser MHBAIUAAM U JIMIAM C OTPAHUYEHHBIMU BO3MOKHOCTSAMU 3/10POBbSI
(Mo WX 3asBICHHIO) BO3MOXKHOCTH OOyuUeHHs 10 00pa30BaTeNbHON NpOrpaMMe, yUUTHIBArOIIEH
O0COOEHHOCTH MX MCUXO(PHU3UYECKOr0o pa3BUTHUS, HHIUBUAYAJIbHBIX BO3MOXKHOCTEH W IpU
HEOOXOMMOCTH  OOECIIEUMBAIONICH KOPPEKLUHMIO HApyIICHHH pa3BUTHS M COLHMAIBHYIO
a/IalTalMio0 YKa3aHHbIX JIMIL.

HanmeHnoBanus ydeOHBIX IIMKJIOB, pa3[elioB, MOXyJeH, o0beM ydeOHOW Harpy3ku
oOyyaroierocsi (B TOM 4Hclie 00s3aTeIbHBIX Y4EOHBIX 3aHATHI), HAMMEHOBAHUS JAMCLUIUIUH,
MeXIUCIUTUTMHAPHBIX KypcoB (MIK), xoapl hopMUpYyEeMbIX KOMIIETCHIMN KakK 00s3aTeIbHOMH,
tak 1 BapuatuBHol wyactu OIIOII IIICC3 B coorBerctBuu ¢ ®PI'OC CIIO 3akpemnseHsl B
yueOHoM mane (https://ufabist.ru/sveden/education/).

5.1. Kanenpapubiii yueOHblii rpaguk

Kanenmapuspiii y4eOHbI Tpaduk Tpymm, oOydarommxcs no cneruanbHoctu 46.02.01
JlokyMeHTalMoHHOE 00ecneYeHUe YIpPaBJIEHUS M apXUBOBEACHME, COCTABIISIETCS Ha Haydajo
KaX/10ro y4eOHOro roja Ha OCHOBE Y4EOHBIX IJIJAHOB COOTBETCTBYIOILUX (OpM OOy4eHHUs u
MO3BOJISIET OPraHMU30BaTh yueOHBIN mporecc B cooTBeTcTBUM ¢ TpeboBanusmu GI'OC CIIO no
BUJaM y4yeOHOM paboThl, HEPEUHIO JUCLUIUINH, 00beMY Harpy3KH CTYJEHTOB.

Kanennapueiii yueOHblll rpaduk odopmisercs Ha y4eOHBIM roJ B BHUJE CBOJHOIO
yueOHoro rpaduka 1o rojgam Habopa, B KOTOPOM YKa3bIBAIOTCS MIPOAOJKUTEIBLHOCT U IEPUO/IBI
o0ydeHus Mo y4eOHbIM IMKJIaM, y4eOHOH M NMPOM3BOACTBEHHON MPaKTHUKH, MPOMEXYTOUHOMN
aTTeCTalluy, TOCYIapCTBEHHON aTTeCTallui U KaHUKYIL.

KanennapHsiii yueOHbIN TpaduK COCTABIISAETCS B HEAETAX.

OO011ast TPOIOIKUTENBHOCTh KAaHUKYI B y4eOHOM rojly cocTtapisieT 8 - 11 Henenb, B TOM
YHClie HE MEeHee 2-X Helledb B 3MMHUI MepHo/I.

Cpok monydeHuss obOpa3zoBaHMs MO 00pa3oBaTelbHOIl IporpamMme B O4YHOH (opme
00y4eHus1, BHE 3aBUCUMOCTH OT PUMEHSAEMBIX 00pa30BaTEIbHBIX TEXHOJIOTUM, COCTAaBIISIET:

Ha 6aze cpeaHero obiero oopasosanus - 1 rox 10 mecsities;

Ha 0a3e OCHOBHOTO 001IeT0 00pa3oBanus - 2 roja 10 MecsIies.

B kanennapHoM yueOHOM rpaduke ycTaHaBIMBAIOTCS NMEPUOABI 00yUYeHUs — yueOHbIE TO/IbI
(xypcsl). OnuH yueOHbIN Tof (Kypc) paBHsETCs 52 HenensiM (MPOJOJIKUTENbHOCTD MTOCIETHETO
Kypca MOXeT ObITh MeHee 52 HeJlelnb).

B pamkax yueOHOro rosa (Kypca) BBIACISIOTCS IEPUOJIbI 00YUEHUS — CEMECTPBI.

Cpoku U MNpONOIDKUTENBHOCTh IPAKTUK M TOCYJAapCTBEHHON WTOTOBOM aTTeCTalluu
ycTaHaBnuBarTcs ucxos u3 tpedoBanuit @I'OC CIIO k ux mpogoIKUTEIHPHOCTH B HEJIEIAX.

5.2. YueOHblii m1aH

VY4eOHblif maH 00pa3oBaTeNbHON  IPOrpaMMbl  CPEAHETO0  MPOPECCHOHATHHOIO
oOpazoBanus creruansHocTH 46.02.01 JlokymeHTanmoHHOe oOecreueHre YIpaBlIeHUs H
apXUBOBEICHHE OIpEAEIseT NepeueHb, TPYA0EMKOCTh, OCIEA0BAaTEIbHOCTh U paclpeesieHne
10 MeproaaM 00ydeHusl yueOHbIX NMPEeIMETOB, KYpPCOB, IUCIUILIUH (MOAYJIEH), MPaKTHKH, HHBIX
BUJIOB YU€OHOM JIeATENbHOCTH U (POPMBI IPOMEXKYTOUHON aTTECTAlMHU 00Y4arOIINXCSl.
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VYuebHblil muaH pa3paboTaH Ha OCHOBE CTPYKTYphl, 3aganHoii PI'OC COO u ®I'OC
CIIO mo crmenuansHOCTH 46.02.01 JloKyMeHTaIMOHHOE OOECreYeHUue YIpaBJICHUS U
apXUBOBEJICHHUE.

OOumii oO6beM akaJeMUYECKUX YacoB Ha OCBOEHHE O00Ie00pa30BaTEIbHOIO IUKIA
cocraisieT 1476 akageMHUECKHUX 4acoB.

O0bem 00pa3zoBaTeabHOM Harpy3ku OOydarOUIMXCsl HE MpeBbIIIaeT 36 akaJgeMHUYeCKHUX
yaca B HENENI0, W BKJIIOYAET BCE BHUIBI PAaOOTHI BO B3aUMOJCHCTBUU C IEJAarOrH4eCKUM
PaOOTHUKOM M CAMOCTOSITEIILHYIO yU4eOHYIO PaboTy;

OObemM BpeMeHM Ha M3Y4YeHHE Y4EeOHBIX AMCUUIUIMH (MOIYJEi) BO B3aMMOJEHCTBHH C
IelarornyeckuM paboTHUKOM COCTaBIISIET HE MeHee 32 4acoB;

KonnuecTBo 3K3aMEHOB B IIpOLIECCE IPOMEKYTOUHOM aTTECTAllMM OOyYarolMXcs He
IPEBBIIIAET § 9K3aMEHOB B Y4€OHOM To/ly, a KOJIM4ecTBO 3a4eToB - 10. B ykazanHOe KoJm4ecTBO
HE BXOJAT SK3aMEHBI U 3a4€ThI 10 (PU3UUECKOM KyJIbType U (PaKyIbTaTUBHBIM YU€OHBIM Kypcam,
JTUCIUTIINHAM (MOJIYJISIM);

[IpakTuyeckas TOArOTOBKAa OCYHIECTBISCTCA TNPU H3YYEHUH YYEOHBIX IPEIMETOB,
JUCLUMIUIMH, TNpo(ecCHOHANbHBIX MOAYJNEH, Yy4eOHOH M IPOU3BOACTBEHHOW HPAKTUKH,
IIPOU3BOJICTBEHHONW MPEAJUIIJIOMHON MpPaKTUKU, MPEIyCMOTPEHHbIX Y4YEOHBIM IIJJAHOM IO
CHELHUaTbHOCTH.

5.3. Pabouasi nporpamMMa BOCIIMTATEIbHOMH PadoThI

Bocnuranne oOywaromuxcsi HOpU OCBOGHMHM MMH 00pa3oBaTeIbHOM IMPOrpaMMbl
OCYIIIECTBJISIETCS. HA OCHOBE BKJIFOUAEMBIX B 00pa30BaTeIbHYIO porpamMmy padbodeil mporpamMmmbl
BOCIIUTaHUsI M KAJIEHJAPHOIO IUIaHA BOCIUTATEIbHOM paboOThl, pa3pabaThiBa€MBIX U
YTBEPKAAEMbBIX C yYETOM BKJIIOYEHHBIX B COOTBETCTBYIOILYIO NMPUMEPHYI0 00pa30BaTEIIbHYIO
IporpaMMy, BKJIIOUEHHYIO B PEECTp NMPUMEPHBIX 0Opa3oBaTenbHbIX Iporpamm (nanee - [1OI1),
npuMepHOM pabouell mporpaMmbl BOCIHUTAaHUS U IPUMEPHOrO KaJE€HJIApPHOIO IJIaHa
BOCIIUTATEIbHON paboThI.

5.3.1. Llenu u 3a7a4u BOCHUTAHUS O0YYAIOLINXCS TP OCBOSHUHM MUMHU 00pa30BaTEIbHOM
POTrpaMMBI:

Lenbp paboueit mporpaMMbl BOCIHMTAaHUS — JMYHOCTHBIX PE3YJIbTaTOB OOyYaroIIMXcs,
IPOSBISIOIIMXCS B Pa3BUTUM MX MO3UTUBHBIX YYBCTB M OTHOLIEHUH K POCCHUICKUM
rpaxxaaHckuM (0a30BbIM, OOIICHALIMOHAIBHBIM) HOPMAaM M IIEHHOCTSIM, 3aKpEIUIEHHBIM B
Konctutyun Poccuiickoit @eneparuu, ¢ yaeToM TpaJulMid U KyJIbTyphl cyObekTa Poccuiickoit
®enepalyy, CHEMUAINCTOB CPEJAHETO 3BEHA, ONPEIENIEHHBIX OTpaciieBbIMH TpPeOOBaHUSAMU
(KOpIOpaTUBHON KYJIbTYPOH).

3anaumn:

— (opMHUpOBaHME €JUHOIO BOCIUTATENBHOIO MPOCTPAHCTBA, CO3AAIOLIETO paBHBIE
YCIJIOBHS IJIs1 Pa3BUTHS 00yYAOIIMXCSI MPOo(heCcCHOHATBHOM 00pa30BaTEIbHOM OpraHU3alIuy;

— oOpraHuzanys BCeX BUJIOB JEATEIbHOCTH, BOBJIEKawolell oOydarommxcs B
00LIECTBEHHO-IIEHHOCTHBIE COLIMATTM3UPYIOLNE OTHOILICHUS;

— (¢opmupoBaHue y oOyuaromuecs: mpopeccHOHaTIbLHON 00pa30BaTeNbHON OpraHu3aluu
OOLINX [IEHHOCTEH, MOPaJIbHBIX U HPABCTBEHHBIX OPUEHTUPOB, HEOOXOJUMBIX JJIl YCTONYHUBOIO
pa3BUTHUS TOCY1apCTBa;

— YCHJIEHHE BOCIIMTATEeJIbHOIO BO3JAEUCTBUS Ojarogapsi HENPEPHIBHOCTH Ipolecca
BOCIIMTAHHUS.

5.3.2. PaGouast mporpaMma BOCIIUTAHHUS 10 criennaibHOCTH 46.02.01 JlokymMeHTalmoHHOE
oOecrieueHue yIIpaBICHUS u apXUBOBEICHUE IIpeJICTaBJICHA caiite
https://ufabist.ru/sveden/education/eduop/.

5.4. IlpuMepHBIii KaJeHJapHbIN TUIaH BOCIUTATEIbHON paboThI
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Kanenpmapuelii  1iaH ~ BoOcHHTaTeNbHOM — paboTel  crmeumanbHocTH  46.02.01
JlokyMeHTalMOHHOE OOecrieueHre YNpaBICHUS U apXUBOBEJIEHHE ONpEIENseT MPaKTHYECKYIO
peanu3alMio mejaed M 3agad BocnuTaHus. KajneHIapHbId IJIaH BOCIHMTATENBHOW pPaOOTHI
npecTaBicH Ha caiite https://ufabist.ru/sveden/education/eduop/

Pa3neu 6. YcaoBus peasmzanuu 00pa3oBaTeibHON NPOrpaMMbl

BUCT pacnonaraer Ha mpaBe COOCTBEHHOCTH WJIM HWHOM 3aKOHHOM OCHOBAaHUU
MaTepUaIbHO-TEXHUUYECKON 0a30ii, oOecmeunBaroIiell MPOBEACHHE BCEX BHUIOB Yy4eOHOU
NESATENIbHOCTH ~ OOydaroluxcsi, BKJIOYas MPOBEIEHUE JEMOHCTPAIIMOHHOTO  HK3aMeHa,
MPEyCMOTPEHHBIX Y4eOHBIM TU1aHOM, ¢ yaeTom [1OI1.

6.1. TpebGoBaHusi K MaTepUATBLHO-TEXHUYECKOMY OOECIEYeHUI0 00pa30oBaTeIbHOMN
porpamMMbl

6.1.1. CneumnaibHple IOMEIICHUS TIPEICTABIAIOT COOOW ydeOHBIC ayIUTOPHH IS
MPOBEJICHUS 3aHATUN BCEX BHJIOB, NPEIyCMOTPEHHBIX 00pa30BAaTEIbHOW MPOTPaAaMMON, B TOM
YyClie TPYMIOBBIX U MHAWBUYATbHBIX KOHCYJIbTAIMMA, TEKYIIETO KOHTPOJSI U MPOMEKYTOUHOMN
aTTeCTallid, a TaKXKe IMOMEIICHUS ISl CAMOCTOATEIBLHOW paboThl, MACTepCKHE U JTabOpaTopuu,
OCHAIIIEHHBbIE 00OpYyJOBaHHEM, TEXHUYECKUMHU CpEACTBAaMU OOy4YeHUsT M MaTepuaiami,
YVUUTHIBAIOIIMMHE TPEOOBAHUS MEXKIYHAPOIHBIX CTAaHIAPTOB.

Hepeqeﬂb cnentaJbHBLIX OMelleHn it

Kabunersi:

COIMAIbHO-9)KOHOMHYECKUX U YIPABICHYSCKUX JAUCIUILINH;
WHOCTPAHHOTO SI3bIKA B MPO(EeCCHOHAIBHON IeATeTbHOCTH;
PYCCKOTO s13bIKa B PO ECCUOHATBHO I TEITLHOCTH,
paBoBOrO obecreueHus MPoecCHOHATBHON NeSATEIFHOCTH;
JOKYMEHTAIMOHHOTO 00SCIICYCHHUs YITPABIICHHSI,
aApXUBOBE/ICHHUS,

npodeccnoHaNbHOM STUKU U OCHOB JIETIOBOTO OOIIEHHUS;
OpraHH3aINK CEKPETAPCKOTo 00CTYKUBAHUS;

0€30MaCHOCTH KU3HEICATEIbHOCTH;

METOINYESCKHUH.

JlabopaTopuu:

KOMIIBIOTEPHON 00pabOTKH TOKYMEHTOB;
I/IH(l)OpMaIII/IOHHI)IX N KOMMYHHUKAIIMOHHBIX TeXHOJIOFPII;'I;
apXHUBHOTO JIeN1a;

opraHu3au paboThl ¢ JOKYMEHTaMH;

CHCTEM 3JIEKTPOHHOTO JOKYMEHTOO00POTa;

yueOHasi KaHUESIpusl.

CnopTHBHBIH KOMILIEKC.
3agbi:
— OuOIMOTEeKa, YUTATIBHBIH 3aJ1 C BBIXOI0M B HHTEPHET;

— aKTOBBIM 34,
U Jp.
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6.1.2. MaTepuaibHO-TEXHUYECKOE OCHAIlCHHE KaOMHETOB, J1JaOOpaTOpHil, MAaCTEPCKUX U
6a3 mpakTuku no crneruanbHocTH 46.02.01 JlokyMeHTanrMoHHOe OOecredeHUe YIpaBJICHHUS U
apXUBOBEJCHHUE.

BUCT pacrnionaraer maTepralbHO-TEXHHUYECKOW 0a30#i, oOecreunBaroieii mpoBeacHUE
BCEX BHJIOB JHUCHUIUIMHAPDHOW W  MEXKIUCIMIUIMHAPHON MOJTOTOBKH, J1a0OpaTOpHOM,
MpaKTU4YEeCKOH  paboThl  OOyYaromMXCs, MNPEeIyCMOTPEHHbIX  y4eOHbIM  IUIAHOM U
COOTBETCTBYIOILIEH AECHCTBYIOLUIMM CaHUTAapHBIM M NPOTUBOIIOKAPHBIM IPaBWJIaM M HOpPMaM B
paspe3e BBIOpPAHHBIX TpaeKTOpud. MwuHHUMaNbHO HeoOXomuMmbli s peanusanuu  OITOIT
nepevyeHb MaTepHaIbHO-TEXHHUECKOTO 00ECTIeYeHHS, BKIIFOUAET B CEO:

6.1.2.1. OcHaleane KaOMHETOB

Kabuner «ConuanbHO-3KOHOMUYECKUX U YIIPABIEHUECKUX JUCHUIUIMHY.

Ne ‘ HanmenoBanue 060py10BaHus> ‘ TexHu4ecKkoe onmcanme

| CnenmanusupoBanHasi MeGeJib M CHCTEMbI XpPaHEHUsI

OcHOBHOe 000py10BaHNE

1 | paGoune CTON U CTYJ O KOJIUYECTBY OOYUAIOUIHXCS

2 | pabodee MECTO IIPENo1aBaTelIs

JlonoiHUTeIbHOE 000pY/I0BaHHE

Il Texunyeckue cpeacTna

OcHoBHOe 000py/I0BaHHe

HepCOHaHBHBIﬁ KOMIIBIOTCP

IIPUHTED

IPOEKTOP

AIWIN

HHTCPAKTHBHAA IIPUCTABKa K JJOCKC HJIN HHTCPAKTUBHAA
JOCKa

Kaouner «I/IHOCTpaHHOFO sA3bIKa B HpOCI)CCCHOHaHLHOﬁ ACATCIIBHOCTH

Ne ‘ HanmenoBanue 060py10BaHHS" TexHUYECKOE ONUCaHue”

| Cneuuaau3upoBaHHas Medeb H CUCTeMbl XpPAHEHHUSI

OcHoBHOe 000pyrOBaHHe

1 | paGoume cTOa M CTYN IO KOJIMYECTBY O0YUAIOIIUXCS

2 | pabodee MecTO IpernoaaBaTes

JlonoyiHUTEeIbHOE 000pY/I0BaHHE

Il Texunueckue cpeacTaa

OcHoBHOE 000pyrOBaHHe

NIEPCOHAIBHBIN KOMITBIOTED

IPUHTEP

IPOEKTOP

AIWINPEF

WHTEPAKTHBHAS MIPUCTABKA K JIOCKE WM WHTCPAKTHBHAS
IIOCKa

Kabuner «P YCCKOTI'O s3bIKa B HpO(I)eCCI/IOHaJ'ILHOI‘/’I ACATCIIBHOCTH»

No ‘ HanmMeHoBaHHE 060pyIOBAHUS® ‘ TexHUUECKOE OnMcaHne’

2 Cnucok 000pyNOBaHUs JIOTIONHSETCS 00pa3oBaTeNbHONW opraHusaueil npu  (POPMHUPOBAHMM OCHOBHOM

npogecCHOHANBHON 00pa30BaTEIIEHON POTPAMMEBL.
3 Cmucox o06opynoBaHHs IOHONHSAETCA 00pa3oBaTeNbHOH OpraHM3aluedl IpH (OPMUPOBAHMH OCHOBHOI
npogecCHOHANBHON 00pa30BaTEIIEHON POTPAMMEBL.
4 TexHMUECKOE ONMMCAHKE JaeTCs 00pa30BATENbHON OpraHu3alueil caMoCTOSTENBLHO IIPH (OPMUPOBAHHU OCHOBHON
npodeccnoHamsHOM 00pa3oBaTEIbHON MPOTPAMMBL.
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| CnennanusupoBanHasi MeGeJib M CHCTEMbI XPaAHEHHSA

OcHOBHOe 000py10BaHNE

1 | paGoume CcTON M CTYIN MO KOJIMYECTBY O0YUAIOIIUXCS

2 | pabouee MeCTO mpernoaaBaTes

JlonostHuTE/ILHOE 000PYI0BAHUE

Il Texunyeckue cpeacraa

OcHoBHOe 000opyr0oBaHHe

1 | mepcoHaabHBIA KOMIBIOTED

IIPUHTED

2

3 | mpoekTop

4 | UHTEpaKTUBHAS MPUCTABKA K JOCKE MM UHTEPAKTHBHAS
JI0CKa

JlonosiHuTe/ILHOE 000PYI0BAHUE

Kabuner «IIpaBoBoro obecnieuenus npodeccuoHalbHOM EeATETbHOCTH .

Ne ‘ HaumeHnoBanue 060py1oBanus’ ‘ Texuuueckoe onucanue’

| CnenuanusupoBanHasi Mmebesib M CHCTeMbl XpPaHEeHHs

OcHoBHOe 000py/10BaHNE

1 | pabGoume CcTOJ U CTYJ MO KOJIUYECTBY 00YUAIOIIUXCS

2 | pabodee MecTO MpernoaaBaTes

Il Texunyeckue cpeacTaa

OcHoBHOe 000py/I0BaHHe

1 | nepcoHaabHBIH KOMIBIOTED

MPUHTED

2

3 | mpoekTop

4 | UHTEpaKTUBHAS MPUCTABKA K JOCKE MM UHTEPAKTHBHAS
JI0CKa

KaGuner ((I[OKYMCHTS.I_II/IOHHOFO obecneueHUs YIIpaBJICHUA»

0

Ne ‘ HanmenoBanue 060pyI0BAHHS" TeXHHYECKOE ONICaHHe"

| Cﬂelll/IaJII/I3l/Ip0BaHHaﬂ Me0eJIb U CHCTEMbI XPaHECHHUSA

OcHoBHOe 000py/I0BaHNE

1 | pabGoune CTON U CTYJ O KOJIMYECTBY 00YYaIOLINXCS

2 | pabodee MecTO IpernoaaBaTes

3 CHUCTCMBI XpaHCHUS ICIT B yqe6H0ﬁ KaHICJISIpHUUN

Il Texunueckue cpeacTaa

OcHoBHOe 000py/I0BaHNE

5 Cnmcok 060pylOBaHMsS JIOTIONHAETCS 0Opa3oBaTeNbHONW OpraHuzaueil npu  (OPMHUPOBAHMM OCHOBHOM

npodeccnoHaTsHOM 00pa30BaTENBHON MPOTPAMMBI.
® TexHuueckoe onMcaHue JaeTcs 00pa30BaTEbLHOM OpraHU3aliel CaMOCTOATENIBHO MIPH (POPMUPOBAHMM OCHOBHOM
npodeccnoHansHOM 00pa30BaTENBHON MPOTPAMMBI.
7 Cmucox o06opynoBaHHS IOHOIHSAETCA 00pa3oBaTeNbHOH OpraHM3aluedl IpH (OPMUPOBAHMH OCHOBHOI
npogecCHOHANBHON 00pa30BaTEILHON POTPAMMEBL.
8 Texuuueckoe omucaHue AaeTcsl 0Opa30BaTENbHOM OpraHu3alueil caMoCTOATENBHO MIPH (OPMHUPOBAHUM OCHOBHOM
npogecCHOHANBHON 00pa30BaTEIIEHON POTPAMMEBL.
® Cmucox o060pynoBaHHs IOHOIHSAETCA 00pa3oBaTeNbHOH OpraHM3aluedl IpH (OPMUPOBAHMH OCHOBHOI
npogecCHOHANBHON 00pa30BaTEIIEHON POTPAMMEBL.
10 Texnuueckoe onucanue AaeTcs 06pa3oBaTEIbLHOM OpraHu3alueil cCaMOCTOATENBHO MTPH (OPMUPOBAHUH OCHOBHOM
npodeccnoHamTsHOM 00pa30BaTENBHON MPOTPAMMBI.
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1 | mepcoHambHBIN KOMIBIOTED
2 | npuatep/MOY
3 | ckanep/ MDY
4 | xonmpoBayIbHBIN anmapat/MOY
5 | IpoeKTop
6 | MHTepakTHBHas MPHUCTaBKa K JOCKE WM HHTEpaKTHUBHAs
JIOCKa

Kabuner « ApXHBOBEICHUS».

Ne ‘ HaumenoBanue 060py10BaHus TexXHUYECKOE ONICaHHe

| CnenmanusupoBanHasi MeGeJib M CHCTEMbI XpPaHEHUsI

OcHOBHOe 000py/10BaHNE

1 | pabGoune CTON U CTYJ O KOJIUYECTBY OOYUAIOUIHXCS

2 | pabodee MeCTO MpenoaaBaTes

3 | apXxuBHBIC KA

4 | oducHBIE CTEIIAKHI

JlonoJiHUTeIbHOE 000pY/I0BaHHE

Il Texunyeckue cpeacraa

OcHoBHOe 000py/10BaHHE

1 | nepcoHaabHBIH KOMIBIOTED
2 | npuntep/MOY
3 | ckanep/MOY
4 | xonupoBanbHbIN anmapar/MOY
S | IPOEKTOp
6 | MHTepaKTUBHAS MpPHUCTaBKa K JOCKE WM HHTEPAKTHBHAS

JIOCKa

Kabunet «I[IpodeccnonanbHOM STUKH U OCHOB JCJIIOBOTO OOIIICHUSI.

Ne | HanMeHOBaHKE 000Py/IOBAHHS | Texnnueckoe ommcanne™

| Cﬂelll/IaJII/I3l/Ip0BaHHaﬂ Me0eJIb U CHCTEMbI XPaHECHHUSA

OcHoBHOe 000py/I0BaHNE

1 | pabouure cTOJ M CTYJ IO KOJUYECTBY O0yUaIOIIUXCS

2 | pabouee MeCTO IpenoaBaTess

Il Texunueckue cpeacTaa

OcHoBHOEe 000pynOBaHHe

NIEPCOHAIBHBIN KOMITBIOTED

HPUHTEP

IPOEKTOP

ArIWINPF

HWHTCPAKTUBHAA IMPUCTABKA K JOCKC UJIW UHTCPAKTUBHAA
JOCKa

Kabuner «Opraau3anun ceKpeTapcKkoro 00CITyKUBAHUS.

11 Cnmcox 060Opyn0OBaHMs JIOTIONHSETCS OOpa30BATENBLHON OpraHuzamuedl 1pu  (OPMUPOBAHMH OCHOBHOM

npogecCHOHANBHON 00pa30BaTEILHON POTPAMMEBL.
12 TexHudeckoe ONHCAHHUE OAaeTCs 00pa30BaTENIbHOM OpraHu3amyel CaMOCTOATENIBHO PH (OPMHUPOBAHUK OCHOBHOM
npogecCHOHANBHON 00pa30BaTEIIEHON POTPAMMEBL.
13 Cmomcox 00opymoBaHMs JOHONHSETCS OOpa30BaTENbHON OpraHmsamuell nopu (GOPMHPOBAHUHM OCHOBHOI
npogecCHOHANBHON 00pa30BaTEIIEHON POTPAMMEBL.
14 Texnudeckoe ONMcaHue AaeTcs 00pa30BaTENIbLHOM OPTraHMU3aMeN CAMOCTOSTEIHHO NpK (GOPMUPOBAHUM OCHOBHOM
npodeccnoHamTsHOM 00pa30BaTENBHON MPOTPAMMBI.
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15 16

Ne \ HanmeHoBaHue 000pya0BaHUs \ TexHHUYECKOE ONMCaHne

| Cnenmanu3upoBanHas MebesIb M CHCTeMbl XpPaHEHHS

OcHoBHOe 000opyr0oBaHHe

1 | paGouwre CTON M CTYJ MO KOJUYECTBY O0yUArOIIMXCS

2 | pabodee MECTO IIPEno1aBaTelis

3 | cucTeMbl XpaHeHHs JIe)1 B y4eOHOW KaHIeNIpUU

Il Texunyeckue cpeacraa

OcHoBHOe 000opyr0oBaHHe

1 | nepcoHanbHbII KOMIBIOTEP
2 | npuatep/MOY
3 | ckanep/ MDY
4 | xonmmpoBaIbHBIN anmapat/ MOV
S | IPOEKTOp
6 | uHTepakTHBHas IMpPUCTaBKAa K JOCKE WM HHTEpaKTHUBHAs

JIOCKa

Kabuner «be30nacHOCTH XKHU3HEIEATEIbLHOCTI.

Ne ‘ HanmenoBanue 060py10BaHus TeXHHYECKOE ONICAHHE™

| CnenuanusupoBanHasi Mmebesib M CHCTeMbl XpPaHEeHHs

OcHoBHOe 000py/10BaHNE

1 | pabouwrie cTON M CTYJ MO KOJUYECTBY O0yUYaIOLTUXCS

2 | pabouee MeCTO IpenogaBaTess

3 | mporuBoras I'TI-7

4 | pecimuparop P-2

S5 | 3amuTHBIN KocTioM JI-1

6 | 00IIEBOMICKOBO 3aIIUTHBINA KOCTIOM

7/ | 00111E€BONCKOBOI PUOOP XMMUYECKON pa3BeIKU

8 | xommac-a3uMyT

9 | MHAMKATOp PaTMOAKTUBHOCTH

10 | unauBuAyanbHbIN nepeBs3ounsblii naket UIIIT-1

11 | )XryT KpOBOOCTaHABIMBAIOIIUI

12 | anreuka nHaMBHAYyanbHas 1. AW-2

13 | KOMIJIEKT MPOTHUBOOKOTOBBIN

14 | unauBuayansHbIN TpoTBOXUMUYeckuid maket WUITIT-11

15 | cymka canuTapHas 1 OKa3aHUS MEepBOil MOMOIIN
noapazaenenusm cuit ['O (puka3 Ne 611 ot 08.02.2013)

16 | HOCWJIKH MIIalIeBbIe

17 | TpeHaxxé€p-MaHEKEH B3pOCIIOro MOCTPaaBILIETO
«Anekcanap-2-0.1» (romoBa, Topc) (MU €ro aHAJIOT) IS
0TpabOTKH MIPUEMOB CepJICUHO-TIErOYHON peaHuMaluu (co
CBETO3BYKOBBIM MHJIMKATOPOM)

15 Cnmcox 06opynoBaHus JIOTIONHSETCS 0OPa30BATENBLHON OpraHuzamueil 1pu  (OPMUPOBAHMH OCHOBHOM

npogecCHOHANBHON 00pa30BaTENBEHON MPOTPaMMEL.
16 Texnugeckoe oNMcaHHE OaeTCs 06pa30BaTENbHOM OpraHu3ayell CaMOCTOATENBHO IpH (GOPMHUPOBAHUH OCHOBHOM
npogecCHOHANBHON 00pa30BaTEIIEHON POTPAMMEBL.
17 Cmmcox 00opymoBaHMs JOHONHSETCS OOpa30BaTENbHON OpraHMsamuell nopu (GOPMHPOBAHUHM OCHOBHOM
npogecCHOHANTBHOM 00pa30BaTEIILHON IPOTPAMMEBL.
18 Texuudeckoe ONMCaHUE AaeTcs 00pa30BATENILHOM OPTraHU3aMeN CAMOCTOSTEIHHO NpK (GOPMUPOBAHUM OCHOBHOM
npodeccnoHamTsHOM 00pa30BaTENBHON MPOTPAMMBI.
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18 | crena-yronok mapkepHsbiid « TexHruKa 6€301macHOCTH.
YcrpoiicTBo, cOopka u pazbopka aBromara AK-74.
Hopmatusbi»

19 | crenn «IIpubopsl pagaiMOHHON U XUMUYECKOU Pa3BEIKM»

20 | maker aBromara KamamnukoBa (cOOpHO-pa300OpHBI)

21 | yueOHO-TPEHUPOBOYHBIN KOMITJIEKC OTHEBOM MOJITOTOBKH
Crpenen-1/AK (maccorabaputhsiii Mmaketr AK) uiu ero
aHaJjor

22 | crenn «OpraHu3aloHHas CTPYKTypa BoopykEHHBIX cui
Poccniickoit denepanum

23 | crenp «CpecTBa MHIUBUIYAIBHOM M TPYIIIOBON 3aIIUTHI)

24 | crenn «CpeacTBa 3alluThl OPTaHOB JBIXaHUS
(MHAMBUAYAJIbHBIE CPEJCTBA 3AIUTHI)»

25 | crenp «YcraBbl. 3aKOH BOGHHOU CTy»KObI. BoeHHast
TIPHUCSTA)

26 | MarHUTHO-MapKepHas Jocka «MakeTsl yOexKuI u
IPOCTEHIINX YKPBITUI» C KOMILJIEKTOM (poiuii u
TEMATUYECKUX MarHUTOB

Il Texunueckue cpeacraa

OcHoBHOe 000py/10BaHHE

1 | nepcoHaabHBIH KOMIBIOTED

MPUHTED

2

3 | mpoeKTop

4 | UHTepaKTHUBHAS MTPUCTABKA K JIOCKE WJIH HHTESPAKTHBHAS
JIOCKa

Kabouner «MeToINYECKUI.

19 20

Ne ‘ HanmeHnoBaHue O60py,Z[OBaHI/I${ ‘ TexHUYecKoe OIMMCcaHue

| Cﬂelll/IaJII/I3l/Ip0BaHHaﬂ Me0eJIb U CHCTEMbI XPaHECHHUSA

OcHoBHOe 000py/I0BaHNE

1 | pabouee MecTO MO KOJMYECTBY METOJUCTOB

2 CUCTCMbI XpPAHCHU yqe6HO'MeTOHquCKOﬁ JAOKYMCHTallun

JlonoTHUTEIbHOE 000PYI0BaHHE

Il Texunueckue cpeacraa

OcHoBHOe 000py/I0BaHNE

1 | npuntep/MOY

2 | ckanep/MOY

3 | konupoBayIbHBIN anmnapar/MOY

6.1.2.2.  OcHamieHue  TNOMELIEHUH,  3aJCHCTBOBAHHBIX  NIpU  OpraHU3aLUU
CaMOCTOSITENILHOM M BOCITUTATENILHON paOOTHI.
Kabuner «bubnnoreka, YuTaqbHBIN 3aJ1 C BEIXOJOM B HHTEPHET)

Ne ‘ HanmenoBanue O6Opy,Z[OBaHI/15121 ‘ Texuugeckoe Ol'II/ICELHI/IC22

¥ Cnmcox o6GopynoBanust JIOMONHSETCS 0OPa30BATENLHON oOpraHuzamueil 1pu  (OPMUPOBAHHM OCHOBHOM
npodeccronabHOI 00pa30BaTENLHOM NPOrPaMMBL.
20 TexHUUECKOE ONTMCAHKE JAETCS 0OPa30BaTENbHON OpraHu3alueil CaMOCTOATENLHO MPH (POPMUPOBAHMU OCHOBHOM
npodeccronabHOI 00pa30BaTENLHOM NPOrPaMMBL.
2l Cnucok 060OpyJOBaHMS JIOMOIHSETCS 00pa3oBaTeNbHON oOpraHusanuell Npu  (GOPMUPOBAHUHM OCHOBHOI
npodeccnoHamTsHOM 00pa30BaTENBHON MPOTPAMMBI.
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| OcHoBHOE 000py/10BaHHUE

1 | paGouee mecTo OHOIMOTEKAPS

2 | cremutaxxu OMOIMOTEUHBIE ISl XpaHEHUS

3 | cremtaxku OMOIMOTEYHBIE IEMOHCTPAIIMIOHHBIC

4 | pabouue CTONBI U CTYJNbSI ISl O0yYarOIIIXCsl

Il Texnuuyeckue cpeacTBa (npu HeoOX0OUMOCMU)

OcHoBHOe 000opyr0oBaHHe

MIEPCOHATBHBIN KOMITBIOTEp (pabodee MecTo OMOIMOTeKapS])

NEPCOHATIbHBIC KOMIIBIOTEPHI I o6yqa}01unxc>1

npuntep/ MOY

ckanep/ MDY

KONMPOBaJIbHBIN anmapat/MOVY

IPOEKTOP

N0 AR WIN|EF

HHTEPAKTUBHAA IIPUCTABKa K JOCKC UJIKM HHTCPAKTUBHAA
JOCKa

8 HJOCTYII K 2JICKTPOHHBIM OMOJMOTEUYHBIM CHCTEMAM

6.1.2.3. OcHaiuenue naboparopuit
Jlabopatopust «KoMIploTepHOit 00paOOTKH TOKYMEHTOBY.

Ne ‘ HanmenoBanye 060py/10BaHUST> ‘ TexHUdeCKOE OMucaHue>”

| CnenmanusupoBanHasi Medesib M CHCTEMbI XpPaHeHUS (1pu HeoOX0OUMOCH)

OcHoBHOe 000py/10BaHNE

1 | pabouwrie cTON M CTYJ MO KOJUYECTBY O0yUaAIONTUXCS

2 | paboyee MeCTO MpenoaaBaTes

3 | mapkepHas J0CKa

JlonoTHUTEIbHOE 000PYI0BaHHE

Il Texnuyeckue cpeacTBa (npu HeoOXOOUMOCMIUL)

OcHoBHOe 000py/I0BaHHE

HepCOHaHBHBIﬁ KOMIIBIOTECP

npuHrep/MOY

ckaHep/ MDY

KONUPOBaJIbHBIN annapat/MOV

IPOEKTOP

OO WINF

WHTEPAKTHBHAS MIPUCTABKA K JIOCKE WJIM WHTCPAKTHBHAS
IIOCKa

7 | yHHUYTOXUTENb OyMaru

JlabopaTtopus «MHDOpMAITMOHHBIX 1 KOMMYHUKAIITMOHHBIX TEXHOJIOTHI.

Ne ‘ HanmenoBanue O60pyI[OBaHI/I$I25 ‘ Texuugeckoe Ol'II/ICEIHI/Ie26

| CneunanusupoBanHasi MeGeJib M CUCTEMbI XPaAHEHUS (1pU He0OX0OUMOCMU)

22 TexHu4eckoe OMUCAHHUE IAeTcs 00pa30BaTeNIbHOM OPraHu3aMel CaMOCTOSTEIBHO NPy (GOPMUPOBAHUM OCHOBHOM
npodeccnoHaTsHOM 00pa30BaTENBHON MPOTPAMMBI.
2 Cmucox 000pymoBaHMS JOHONHSETCS OOpa3oBaTeJbHOHM OpraHu3amueli npu (QOPMHPOBAHHM OCHOBHOM
npogecCHOHANBHON 00pa30BaTEILHON POTPAMMEBL.
24 TexHI4Ieckoe OIHCAHKUE JAeTCs 00pa30BaTEbHOM OpraHu3ayell caMoCTOATENEHO IpH (GOPMHUPOBAHUH OCHOBHOM
npogecCHOHANBHON 00pa30BaTEIIEHON POTPAMMEBL.
% Chnucok 000pymoBaHMS JOHONHSETCS OOpa30BaTeNbHON OpraHusamuell opu (GOPMHPOBAHHUHM OCHOBHOM
npogecCHOHANBHON 00pa30BaTEIIEHON POTPAMMEBL.
% Texnudyeckoe OMUCAHHUE AAaeTcs 00pa30BaTENIbHOM OPraHu3aMel CaMOCTOSTEIBHO NpK (GOPMUPOBAHUM OCHOBHOM
npodeccnoHamTsHOM 00pa30BaTENBHON POTPAMMBI.
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OcHOBHOe 000py10BaHNE

1 | paGoure CTON U CTYI O KOJIUYECTBY OOYUaIOLINXCS
OCHAII[CHHBIE KOMIIBIOTEPHBIMHU CTOJIAMH M OJbEMHO-
OBOPOTHBIMH KpECJIaMu

2 | pabodee MECTO IPEno1aBaTelis

Il Texnuuyeckue cpeacTBa (npu HeoOX0OUMOCMU)

OcHoBHOe 000opyr0oBaHHe

1 | mepcoHanbHBIA KOMIBIOTEP HA Kaxa10€ paboyee MEeCTo:

C YCTaHOBJICHHBIM MPOTPAMMHBIM 00€CTICYCHUEM:
ONEpPALMOHHAs CUCTEMA, aHTUBUPYCHAs [IpOrpaMma,
TEKCTOBBIN, TabnmuHbIi pepakrop, CYB/I, mporpamMma st
co3naHus npe3eHTanui, [lepconanbHbI HHOOPMAITMOHHBIH
MeHeKep ¢ QYHKIMSIMU OYTOBOTO KiueHTa u Groupware,
apXHUBaTOPBI, IPOIPaMMbl CKAHUPOBAHHUsI, KOHBEPTUPOBAHUS
daitnos,

C JIOCTYIIOM B IJI00QJIbHYIO CE€Th HHTEPHET, B JIOKAIbHYIO
CeThb yu4eOHOTO 3aBe/IeHHs, B CIIPABOYHO-TIPABOBYIO CUCTEMY
U DJIEKTPOHHO-OUOIMOTEUHYIO CHCTEMY

npuntep/ MOY

ckanep/ MDY

KONHMPOBaIbHBIN anmapat/MOVY

IPOEKTOP

OO~ |WIN

HHTCPAKTHBHAA IIPUCTABKaA K JJOCKC HJIN HHTCPAKTUBHAA
JOCKa

JlaGoparopus « ApXUBHOTO JIenay.

27 8

Ne ‘ HanmenoBanue 000pyaoBaHuUs ‘ TexXHHYECKOE ONICAHHE?

| CnenmanusupoBanHasi Medesib M CHCTEMbI XpaHeHUs (1pu HeoOX0OUMOCHiL)

OcHoBHOEe 000pynOBaHHe

pa6oq1/Ie CTOJI U CTYJI 110 KOJIMUCCTBY o6yqa}01unxc;1

paboyee MeCTO MpernoaBaTersl

apXUBHbIE MIKA(bI

0(HUCHBIE CTEIIAXKHU

MapKCpHas HOCKa

YHUYTOXUTEb JOKYMEHTOB (IIIpeiep),

~NOOIHAWIN|EF

WHCTPYMEHTHI H MaT€PHAIIBI JJISl TIPOITUBKU JIOKYyMEHTOB
(MexaHWYeCKHEe U pyUYHbIE):

oo

MPOIIMBHOE YCTPOMCTBO

©

ABIPOKOJIBI Ha JIBa U YCTHIPC ITPOKOJIa

10 | mmMI0 MO KOJMYECTBY 00yYarOIIUXCS

11 | uryia mo KOIMYECTBY 00yYarOIIMXCs

12 | xapToH «apxuBHBIA cTangapT™» 230x320 MM ¢ OuroBKOH (110
JMHUU CTH0A) IO KOJUYECTBY 00yUarOIIUXCsI

13 | HUTB AJIS TOIIUBKY JTOKYMEHTOB JIABCAHO-IIITAIICTHHBIC
JIII-210 o xoauuyecTBy 00yJaromuxcs

2l Cnmcok 06Opy/OBaHMs JIOTIOJIHSETCS OOpa30BATENBLHON OpraHuzamueidl 1pu  (OPMUPOBAHMH OCHOBHOM

npogecCHOHANBHON 00pa30BaTEIIEHON POTPAMMEBL.
28 TexHudyeckoe OMUCAHHUE AAeTCs 00pa30BaTENIbHOM OPraHU3aMel CaMOCTOSTEIHHO NPy (GOPMUPOBAHUM OCHOBHOM
npodeccnoHaTsHOM 00pa30BaTENbHON MPOTPAMMBI.
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14 | meyarb U MITAMIIBI 711 3aBEPEHMS APXUBHBIX CIIPABOK,
KOIUI U BBIUCOK (OTMETKA O 3aBEPEHUU KOIHUU
JOKyMeHTOB, mtamn «Konusy);

JlonoyiHUTeIbHOE 000pY/I0BaHHE

Il Texnnueckue cpeacTBa (npu Heo6x00UMOCmu)

OcHOBHOe 000py/10BaHNE

1 | mepcoHanbHBII KOMIBIOTEP HA KaXk10€ paboyee MeCToO C
YCTAHOBJICHHBIM IIPOI'PAMMHBIM 00€CIICUEHUEM:
OIlepallMOHHAsl CUCTEMA, AaHTUBUPYCHAs porpamma,
TEKCTOBBIH, CCTEMa 3JIEKTPOHHOTO0 JOKYMEHTO000pOTa,
IPOTPAMMHBIN TPOAYKT, PEaTU3yIOMUi (PyHKIIMN apXuBa
OpraHu3aluy;

C JIOCTYIIOM B IVI00QJIbBHYIO CETh UHTEPHET, B JIOKAJIbHYIO
CeTh y4yeOHOro0 3aBeJIeHHs], B CIIPAaBOYHO-IIPABOBYIO CUCTEMY
U 3JIEKTPOHHO-OMOINOTEUHYIO CUCTEMY

npuntep/ MOY

ckanep/ MDY

KONHMPOBaIbHBIN anmapat/MOY

IPOEKTOP

OO~ WIN

HHTCPAKTUBHAA ITPUCTABKA K JOCKC UJIM UHTCPAKTUBHAA

J0CKa
Jla6oparopus «Oprauus3aniy paboThl ¢ JOKYMEHTAMU»>.,

Ne ‘ HanmeHnoBaHue O60py,Z[OBaHI/I${ ‘ TexHuueckoe OHI/IC&HI/IG3O

| Cneninanu3upoBanHasi MebesIb M CHCTEMbI XpPaHeHUS (1pu HeoOX0OUMOCm)

OcHoBHOe 000py/10BaHHE

1 | pabGoure mecTa 00yJarOIIUXCsI

pa6oqee MCCTO IIPCIIOAaBaTCIIsA

0(HUCHBIE CTEIIAXKHU

AW

H0IbEMHO-ITOBOPOTHOE KPECIIO MO KOJIHUYECTBY
00y4armuxcs

6YMaFOYHI/I‘ITO)KI/ITCJ'H)

OymaropesaTeslbHOe YCTPOICTBO

JaMUHATOP

Oporropatop

O |||

KOHBCPTOBCKPLIBATCIIb

10 | xaHHEnspcKue nevaT (OTTUCK MeYaTh) U IITaMIIbI IS
00paboTKH JOKYMEHTOB (OTMETKa O TIOCTYIIEHUH, OTMETKA
0 KOHTPOJIE)

11 | manas KaHIENAPHUS MO KOJIMUYECTBY 00YyJarOIIUXCS B
COOTBETCTBUU C HHPPACTPYKTYPHBIM JTHCTOM

JlonoyiHUTeIbHOE 000pYAOBAHHE

Il Texunueckue cpeacTBa (npu HeoOXooUMocmu)

OcHoBHOe 000py/10BaHKE

2 [1epeuucnsemces Ons kasxicooti us 1a60pamopul.
%0 TexHuueckoe onucaHue AaeTcs 06pa3zoBaTe/IbHON OpraHu3alueil cCaMoCTOATENLHO MPH (JOPMUPOBAHHU OCHOBHOM
npodeccnoHamTsHOM 00pa30BaTENBHON MPOTPAMMBI.

42



1 | mepcoHanbHBIN KOMIBIOTEP HA KAXKI0€ pabouee MecTo:

C IOCTYIIOM K JIOKaJTbHOU CETH y4eOHOTO 3aBEACHHSI,
rJ100abHOM CeTH MHTEPHET, CIIPAaBOYHO-TIPABOBON CHUCTEME,
AJIEKTPOHHBIM OMOIMOTEYHBIM CHCTEMaM;

porpaMMHOe oOecriedeHe: TeKCTOBbIH, TaOINYHBIN
penaxkTop, nmporpamma co3nanus npeszenranuii, CYBb/I,
NepPCOHAIbHBIN HHPOPMALIMOHHBIN MEeHEeIKep ¢ QYHKIUAMU
MOYTOBOTO KiIeHTa u Groupware, CHCTeMa JJICKTPOHHOTO
JIOKYMEHTO000pOTa, apXUBaTOpP, MPOrpaMMbl CKAaHUPOBAHUS
¥ KOHBEPTHUPOBAHUS JOKYMEHTOB, IPOTPAMMBI JIJIsI
MOJIFOTOBKU JJOKYMEHTOB K Iepejjaue B apXuB.

npuntep/ MOY

ckanep/ MDY

KONHMPOBaJIbHBIN anmapat/MOVY

Ol wiN

MHOTO()YHKITHOHAJIBHOE yCTpoiicTBO MDY (mpuHTED,
CKaHep, KOIUP, CPEJICTBA CBSA3H)

[op}

IPOEKTOP

7 | “HTEepaKTHBHAS MPHUCTABKA K JIOCKE WM MHTEPAKTHBHAS
JocKa

Jlaboparopus «Cuctem 3JI€KTPOHHOTO JTOKYMEHTO000pOTa.

Ne ‘ HanmenoBaHye 060py/I0BaHUS ‘ TexXHHYECKOE ONICAHHE

| CnennanusupoBanHasi Medesib M CHCTEMbI XpaHeHUS (1pu HeoOX0OUMOCH)

OcHoBHOe 000py/10BaHHE

1 | paboune Mecta oOydaronMXxcs

2 | paboyee MeCTO MpenoaaBaTes

w

MI0/TbEMHO-TTOBOPOTHOE KPECJIO 110 KOJIUYECTBY
00yJaronmxcs

6YM8.FOYHI/I‘ITO)I(I/ITGJIB

OymMaropesareibHOe YCTPOHCTBO

JIJAMUHATOp

OpornropaTop

KOHBCPTOBCKPBLIBATCIIb

OV O~

KaHIIETSIPCKHE MeyaTH (OTTUCK MEeYaTH) U IITaMITbI JIs
00pabOTKH JOKYMEHTOB (OTMETKA O TMOCTYIIJIEHUH, OTMETKA
0 KOHTPOJIE)

10 | manast KaHIEISIPUS TI0 KOJMYECTBY O0YUArOIINXCS B
COOTBETCTBUM ¢ HHPPACTPYKTYPHBIM JIHUCTOM

JlonoTHUTEIbHOE 000PYI0BAHHE

Il Texunueckue cpeacTBa (npu Heo6x00UMOCMU)

OcHoBHOe 000py/10BaHKE

1 | nepcoHanbHBII KOMIBIOTEP HA KaXk10€ paboyee MecTo:
C JIOCTYTIOM K JIOKQJIbHOW CETH y4eOHOTr0 3aBEJICHHUS,
r7100aJIbHOM CeTH HHTEPHET, CIIPaBOYHO-TIPABOBOM CHCTEME,

31 Cnmcox 060Opy0OBaHMs JIOTIOJHSETCS OOpa30OBATENBLHON OpraHuzamuedl 1pu  (OPMUPOBAHMH OCHOBHOM

npogecCHOHANBHON 00pa30BaTEIIEHON POTPAMMEBL.
32 Texnudeckoe ONUCAHUE AaeTcs 00pa30BATENILHOM OPraHU3aMeN CaMOCTOSTEIHHO NpK (GOPMUPOBAHUM OCHOBHOM
npodeccnoHamsHOM 00pa3oBaTEIbHON MPOTPAMMBL.
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3IEKTPOHHBIM OHOIMOTEYHBIM CHCTEMAM;

porpaMMHOe 0OecriedeHue: TeKCTOBBIH, TaOIMIHBIN
penakTop, nporpamma cosaanus npesenrauuii, CYB/I,
NepCOHAIBHBIN HH(OPMAIIMOHHBII MEHEKEP ¢ (PYHKIUSAMH
ouYTOBOro KiineHTa u Groupware, CCTeMa JIEKTPOHHOTO
JOKYMEHTO000pOTa, apXUBATOP, IPOrPaMMbI CKaHUPOBAHHS
Y KOHBEPTHUPOBAHUS JOKYMEHTOB, IPOTPAMMBI JIJIsI
MOJITOTOBKU JJOKYMEHTOB K Tepeaue B apXuB

npuaTep/MOY

ckanep/MOY

KOIMUPOBAIBHBIN ammapat/ MDY

gl lwinN

MHOTO()YHKIIMOHAIIbHOE YCTpoiicTBO MDY (mpunTep,
CKaHep, KOIUp, CPEACTBA CBsI3H)

(o]

IPOEKTOP

7 | “HTEepaKTHUBHAs MPHUCTABKA K JIOCKE UJIM UHTEPAKTUBHAS
JIocKa

JlabopaTopus «YueOHast KaHUIETSIPUS».

33 34

Ne ‘ HanmeHnoBaHue O60py,Z[OBaHI/I${ ‘ TexHUYeCcKOe OIMMCcaHue

| Cnennaniu3upoBaHHasi MedeJIb M CHCTEMbI XPaHEHHS (11pu HeoOX0OUMOCmiu)

OcHoBHOe 000py/I0BaHHE

1 | pabGoune mecTa 00yJarOIIUXCsI

2 | pabodee MECTO IIPEMo1aBaTelIs

w

MO TLEMHO-TTOBOPOTHOE KPECIIO IO KOJINICCTBY
00y4armuxcs

6YM8,FOYHI/I‘~ITO)KI/IT€JH)

OymaropesaTesibHOE YCTPOICTBO

JaMUHATOP

OporrtopaTop

KOHBCPTOBCKPBIBATCIIb

OOV O~

KaHICIIPCKUE ICYATH (OTTI/ICK HeanI/I) 1 ITaMIIbI OJIs1
00paboTKH JOKYMEHTOB (OTMETKA O MOCTYIJIEHUH, OTMETKA
0 KOHTPOJIE)

10 | mManas kaHIENApHS MO KOJIMYECTBY 00YyJaIOIIUXCS B
COOTBETCTBUU C HHPPACTPYKTYPHBIM JTCTOM

JlonoyiHUTEeIbHOE 000pY/I0BaHHE

Il Texuuueckue cpecTBa (npu HeoOX0OUMOCmu,)

OcHoBHOE 000pynOBaHHe

1 | mepcoHanbHBINA KOMIBIOTEP HA Kax10€ paboyee MecTo:

C JIOCTYTIOM K JIOKaJIbHOW CeTH y4eOHOTro 3aBeJIeHUS,
rJ100abHOM CeTH MHTEPHET, CIIPaBOYHO-TIPABOBON CHUCTEME,
AIIEKTPOHHBIM OMOITMOTEUHBIM CHCTEMAM;

porpaMMHOe o0ecredeHne: TeKCTOBBIN, TaOJINIHBII
peaaxkTop, nporpamma co3nanus npezenraunii, CYBb/],

3 Cnmcox 060py0BaHMs JIOTIONHSETCS OOpa30BATENBLHON OpraHuzamuedl 1pu  (OPMUPOBAHMH OCHOBHOM

npogecCHOHANBHON 00pa30BaTEIIEHON POTPAMMEBL.
34 Texuudeckoe ONUCAHUE AaeTCs 00pa30BATENILHOM OPraHU3aMeN CAMOCTOSTEIHHO NpK (GOPMUPOBAHUN OCHOBHOM
npodeccnoHamsHOM 00pa30BaTENBHON MPOTPAMMBI.
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NIePCOHATBHBIN NH()OPMAIIMOHHBII MEHEKEP ¢ (PYHKIUSAMH
MOYTOBOTO KieHTa u Groupware, CHCTeMa JJIEKTPOHHOTO
JOKYMEHTO000pOTa, apXUBATOP, IPOTPAMMbI CKAHUPOBAHHMSI
¥ KOHBEPTHUPOBAHUS JOKYMEHTOB, IPOTPAMMBI JIJIsI
MOJITOTOBKH JJOKYMEHTOB K IIepeJiaue B apXHB

2 | npuatep/MOY

3 | ckanep/ MDY

4 | xonmpoBaybHBIN anmapat/MOY

5 | MHOTOdYHKIIMOHANIbEHOE YcTpoiicTBO MDY (mipunTED,
CKaHep, KOIHUP, CPEJICTBA CBSI31)

6 | (hakCUMUIBHBIN anmapar

7 | muan-ATC

8 | mpoekTop

9 | uHTepaKTUBHAS MIPUCTABKa K JJOCKE MM HHTEPAKTUBHAS
JI0CKa

6.1.2.4. Ocnamenue 6a3 IPaKTUK

Peanuzamust 0Opa3oBaTeNbHOM MPOrpaMMbl TMPEAIOJIaraeT 00s3aTeNbHYI0 YYEOHYI0 U
MPOM3BOJICTBEHHYIO IPAKTHUKY.

VYyebHas mpakTHKa peaju3yeTcss B MACTEPCKUX MPOQPECCHOHAIBHONW 00pa3oBaTeIbHOM
OopraHuzaii ¥ TpeOyeT Haimu4usi 00OpYyJOBaHWS, WHCTPYMEHTOB, PACXOIHBIX MaTepHajoOB,
00eCTIeYnBarOIINX BBIOJIHEHHE BCEX BHIOB PaldOT, OMPEAETCHHBIX COACpKaHHEM MPOTrpaMM
npoECCUOHATBLHBIX MOJYJICH, OTBEYAIOIIEro TOTPEOHOCTSIM OTpaciu ¥ TpeOOBaHUAM
paboTtoaaTenei.

[Ipou3BojacTBEHHAss TpPAaKTUKa peEAIM3yeTcs B OpraHu3alusx Jo0oro mpoduis,
o0ecreunBaOInUX  JEATEIBHOCTh  OOyJalommxcs B HpOQecCHOHAIbHONH  00iacTH
aJIMUHUCTPATHBHO-YIIPABICHYECKON M OPUCHOM NESTEITLHOCTH.

OOopynoBaHnue TPEANPUATHIA W TEXHOJOTMYECKOE OCHAIEHHWEe pabodnmx MecT
NPOU3BOJICTBEHHON TPAKTHUKU JOJDKHO COOTBETCTBOBATH COJEPKAHHMIO MPOo(ecCHOHANbHOM
NEeSTeTPHOCTH M JaTh BO3MOXKHOCTH ~ OOYYarOIIEMYCSl OBJIAJETh MPOQeCcCHOHATHHBIMH
KOMIIETEHIIMSIMA 10 BCEM BHJAM JIEATEIbHOCTH, NPEAYCMOTPEHHBIMU IPOrpaMMOM, C
UCTIOJIH30BAaHUEM COBPEMEHHBIX TEXHOJIOTHIA, MATEPHAJIOB U 00OPYIOBAHHUSL.

6.1.3. Jlomyckaercst 3aMeHa 000pYJ0BaHUs €ro BUPTyaJbHBIMU aHAJOTaMHU.

6.2. TpeboBaHMs K yueOHO-METOIMUECKOMY O00ECTIeYeHHI0 00pa30BaTEIbHON MPOTPaMMBI

6.2.1. bubmuoreunsiii ¢GoHI 00pazoBaTeNbHOW  OpraHW3alMKd  JIOJDKEH  OBIThH
YKOMIUIEKTOBAaH TEYaTHBIMU M3JaHUSIMH U (MJIU) SJICKTPOHHBIMU U3JAHHUSAMH 10 KaKIOu
JucuuInHe (MoIyio) U3 pacdyera He MeHee 0,25 sK3eMIuIsIpa Kaxa0ro U3 U3IaHuH, YKa3aHHBIX
B pabouyux MporpamMmax JUCIUIUIMH (MOJyJIeil) B KauecTBe OCHOBHOW JIMTEPATyphl, HA OJHOTO
oOyyJaromerocsi U3 4rcia JIMI, OJHOBPEMEHHO OCBAMBAIOIINX COOTBETCTBYIOMIYIO AMCIUTUIMHY
(MOyIB).

B cnywae Haimuus  9AeKTpoOHHOM — MHGOPMAIIMOHHO-00pPAa30BATEIIBHOM  CpPEbI
JIONyCKAaeTCsl  3aMeHa  [e4yaTHOro OuOimoreyHoro (QoHJa MpeloCTaBICHHEM  IpaBa
OJIHOBPEMEHHOT'O JIOCTYIa HE MeHee 25 MPOLEHTOB o0yyaroumxcs K HuppoBoi (371eKTPOHHOMN)
o6ubnuoTteke.

OO6yuaromumcst obecriedeH a0cTyn (yAaJICHHBIA JOCTYI), B TOM YHCJIE€ B Clydae
OPUMEHEHHS DJIEKTPOHHOTO OOydYeHUs, IUCTAHIIMOHHBIX OOpa30BaTENIbHBIX TEXHOJIOTHH, K
COBPEMEHHBIM TIPO(ECCHOHATBHBIM 0a3aM JaHHBIX W WH(GOPMAIMOHHBIM CIPAaBOYHBIM
cHCTeMaM, COCTaB KOTOPBIX OIpeIeNsseTcss B pabo4yux MporpamMMax JUCHMIUIMH (MOIyJei) u
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MOJITIC)KUT OOHOBJICHHUIO (TIPU HEOOXOTUMOCTH).

OO6pazoBaTenpHas mporpaMma 00ecIeunBaeTCsl yueOHO-METOIUYCCKON JTOKYMEHTAIMeH
M0 BCEM y4€OHBIM TUCHUILUIMHAM (MOAYJISIM).

6.2.2. OOyuaromyecss MHBAJIUABI U JIMLA C OTPAHMYEHHBIMU BO3MOKHOCTSIMH 3JIOPOBBS
(mpu WX HAIMYUHM) OOECTICUYEHBbI TEYATHBIMU W (HMJIM) JJIEKTPOHHBIMH y4EOHBIMU HW3JIaHUSMHU,
aJaNTUPOBAHHBIMU MPU HEOOXOJUMOCTH /JIsi O0yUeHUs yKa3aHHBIX 00y4YarOUINXCS.

6.2.3. Ilepeuenp HEOOXOAMMOTO  KOMIUJIEKTa  JIMIICH3MOHHOIO ¥  CBOOOIHO
pacmpocTpaHsieMOro MpOrpaMMHOrO  oOecredyeHus, B TOM  4YHCJIE OTEYECTBEHHOIO
npousBocTBa.

Jr:‘}‘-’n HaumeHoBaHuUe JMIEH3HOHHOTO Kox 1 HanmeHoBaHpe | KOJIHYECTBO
" cB000/IHO PacnpoCTPaHsAEMOro | y4eOHOMH TUCHUTIINHBI
MPOrpamMMHOr0 obOecredyeHusi, B TOM 4YHCJe (MonxyJis)
0TeYeCTBEHHOT0 MPOM3BO/ICTBA

1 Moit Ouc OOpa3zoBaHHE WIH €r0 aHAJIOT IMIM.01 Opranuzanus

JOKYMCHTAlMOHHOT'O

obecrieyeHus yrpaBIeHUsI
1 (YHKIIMOHUPOBAHHUSI
OpraHM3aINH,

OI1.05 NuadopmanroHnsie
¥ KOMMYHHUKAIIMOHHbIC
TEXHOJIOTUH

2 Moii Ocuc. [Toura wium ero aHajaor [IM.01 Opranuzanus
JIOKYMEHTAI[HOHHOTO
obecrieyeHus yrpaBIeHUsI
1 QYHKIIMOHHPOBAHUSI
OpraHM3alyy,

OI1.05 NuadopmanronHble

1 KOMMYHHKAIIlUOHHBIC
TEXHOJIOTHH

3 Buneopenakrop Movavi uim ero anaior IIM.01 Opranu3zanus
JOKYMCHTAIlMOHHOT'O
obecrieyeHus yrpaBJIeHHsI
1 QYHKIIMOHUPOBAHHUSI
OpraHM3alvy,

OI1.05 Uudopmanronssie
Y KOMMYHUKAIIHOHHbIE

TEXHOJIOTHH
4 ABBYY FineReader 14 IIM.01 Oprauuzanus
Business wiu ero axasior JIOKYMEHTAI[HOHHOTO

obecrieyeHus yrpaBJIeHHsI
1 QYHKIIMOHUPOBAHHUSI
OpraHu3aIvH,

[IM.02 Opranuzanus
ApXUBHOMH U CIPaBOYHO-
UHPOPMALTTOHHON
paboThI 10 AOKyMEHTaM
OpraHu3aIvH,

OI1.07 KommbrotepHast

% VkasplBaeTcs NpM HAIMYMM M HEOOXOJMMOCTHM IIPMMEHEHHS IIPOrPAMMHOIO OOECIEYeHHs B COOTBETCTBHMH C
kBamuduxanueii Bermyckauka CI10
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00paboTKa TOKyMEHTOB,

OI1.05 udopmannoHHbIe
1 KOMMYHHKAIIHOHHbBIC
TEXHOJIOTHH

1C: Ipeanpusitue 8.
Kondurypamms
«Joxymentoobopot ITPODy i ero aHaior

IIM.01 Opranunzanus
JOKYMEHTAI[HOHHOTO
obecrieueHus yIpaBIeHUS
1 QYHKIIMOHNPOBAHHUS
OpraHu3aIyH,

[IM.02 Opranm3amus
apXUBHOM U CIIPABOYHO-
WH()OPMAITHOHHON
paboThI IO JOKYMEHTaM
OpraHu3alluy,

OI1.05 Nudopmanronnsie
Y KOMMYHUKAIIHOHHbIE
TEXHOJIOTHH

Effector saver unu ero aHajior

I[IM.01 Opranuzanus
JIOKYMEHTAIIHOHHOTO
obecrieyeHus yrpaBIeHUsI
1 (YHKIIMOHUPOBAHHUSI
OpraHu3alyy,

[IM.02 Opraunuzamus
ApXUBHOMU U CIIPABOYHO-
WHPOPMAITUOHHON
paboTHI IO

JIOKYMEHTaM
OpraHu3alyy,

OI1.07 KomnbroTepHas
00paboTKa TOKYMEHTOB,
OIL.05

NudpopmannonHsl
€ 1 KOMMYHHKAI[HOHHBIE
TEXHOJIOTUH

Microsoft Office
Professional Plus 2013
HNJIN €ro a”HaJior

IIM.01 Opranuzanus
JOKyMEHTAI[HOHHOTO
obecrieueHuns! yrpaBieHuUs
1 (pyHKIMOHHPOBaHUS
OpraHu3aIvH,

OI1.07 KommnprotepHast
00paboTKa TOKyMEHTOB,
OI1.05 UuadopmanronHsie
1 KOMMYHUKAIIMOHHEIE
TEXHOJIOTUH

Microsoft Office Standard 2013 wnu ero anasnor

[IM.01 Opranuzanus
JIOKYMEHTAI[HOHHOTO
obecrieyeHus yrpaBieHus
1 QYHKIIMOHUPOBAHMS
OpraHu3aIyH,

OI1.07 KommnbrotepHast
00paboTKa TOKYMEHTOB,
OI1.05 Uudopmanmronnsie
Y KOMMYHHUKAIIHOHHbIE

47




TCXHOJIOTHH

9 Windows 7 Professional,
8 Professional, 8.1,
8.1 Professional, 10 Pro uau ero anamor

I[IM.01 Opranm3amus
JIOKYMEHTAI[HOHHOTO
obecrieueHus yrpaBlIeHUs
1 QYHKITHOHUPOBAHHSI
OpraHu3aIvH,

OI1.07 KommproTepHaas
00paboTKa JIOKyMEHTOB,
OI1.05 UuadopmainoHHbIe
Y KOMMYHUKAIIMOHHBIC
TEXHOJIOTHH

10 | Kaspersky Endpoint
Security ms 6usHeca PaciipeHHBIH WIH €10
aHaJor

IIM.01 Opranunzanus
JOKYMEHTAIIHOHHOTO
obecrieueHus yrpaBIeHUsS
1 QYHKIIMOHNPOBAHHUS
OpraHu3aIyH,

OI1.07 KommnprotepHast
00paboTKa TOKyMEHTOB,
OI1.05 NuadopmanroHnsie
Y KOMMYHUKAIIHOHHEIE
TEXHOJIOTHH

11 | BOC CO/] deno uiu ero aHajaor

[IM.01 Opranuzanus
JIOKYMEHTAI[HOHHOTO
obecrieyeHus yrpaBIeHHsI
1 (YHKIIMOHUPOBAHHUSI
OpraHM3aINH,

OI1.05 Nudopmanronnsie
¥ KOMMYHHUKAIIMOHHbIC
TEXHOJIOTUH

12 | CIIC Koncynbrant [Tntoc wnu ee ananor

I[IM. 01 Opranuzauus
JIOKYMEHTAI[HOHHOTO
obecrieyeHus yrpaBJIeHUsI
1 QYHKIIMOHUPOBAHHUSI
OpraHM3alvy,

[IM.02 Opranuzanus
ApXHUBHOM U CIIPaBOYHO-
WH(POPMAITUOHHOM
paboThI 10 JOKyMEHTaM
OpraHu3aIvH,

OII.07 KommnerotepHas
00paboTKa IOKYMEHTOB,
OI1.04 [IpaBoBBIC OCHOBBI
poheCcCHOHATBHOMN
JeSITeTbHOCTH,

OI1.05 Uudopmanronnsie
Y KOMMYHUKAIIHOHHbIE
TEXHOJIOTHH

6.3. TpeboBaHMs K MPaKTUYECKON MOJATOTOBKE 00YJarOIIUXCs

6.3.1. Ilpaktuyeckas TNOATOTOBKAa TMpH pealu3aldyd 00pa3oBaTeNbHBIX MPOrpaMM

CpCaHCTO HpO(beCCHOHaHBHOFO 06pa3OBaHI/ISI HallpaBJICHa Ha COBCPHICHCTBOBAHUC MOICIN

MMPAKTUKO-OPUCHTHPOBAHHOTO OGy‘-ICHI/IH, YCUIICHUC POJIA pa60T0naTeneI71 npu MNOATOTOBKC
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CHELMAINCTOB CPEJHEr0 3BEHa IIyTEM PacIIUpPEHUs KOMIIOHEHTOB (YacTeil) oOpa3oBaTeIbHbBIX
nporpaMM, MpPeAyCMaTPUBAIOIIUX MOJEIUPOBAHUE YCIOBHUW, HETOCPEJACTBEHHO CBS3aHHBIX C
Oyaymieit mpodeccuoHaNbHON NIEeATENbHOCTBIO, a TaKXKe 00ECTIeUeHHs YCIOBHM JUIs TIOTYYESHUS
00y4aromuMHUCs TPAKTHUYECKUX HABBIKOB M KOMIICTCHIIMH, COOTBETCTBYIOLIMX TpPeOOBAaHUSM,
IPEIbABISEMBIM pabOTOAATEISIMH K KBATU(UKAIMAM CIEIUATNCTOB, PA0OOYHX.

6.3.2. BUCT camocTosTeIbHO MPOSKTHPYET pean3aliio 00pa30BaTeIIbHONW MPOTPaMMBbI
U ee OTACIbHBIX dYacTell (AMCLUIUIMHBI, MEXAUCLUUILUIMHAPHBIE KYpChl, MpO(ecCHOHaIbHbIE
MOJYyJIM, IPAaKTUKA U JIpyrHe KOMIIOHEHThI) B (OpME HPAKTUYECKOH IMOATOTOBKH C YYETOM
tpeboBanuit ®I'OC CIIO u cienuduky MoaydaeMoi CrieruaibHOCTH.

6.3.3. OOpa3oBarenbHas ACATEIBHOCTD B (hOpPME MPAKTHUECKONU OATOTOBKU:

— peanu3yeTcs IPU MPOBEIECHUH PAKTUYECKUX U JJAOOPAaTOPHBIX 3aHATHUI, BBIIIOJHEHUN
KypCOBOI'O IPOEKTUPOBAHUS, BCEX BUJIOB IIPAKTUKH U MHBIX BUAOB Y4eOHON AEATEIbHOCTH;

— IpeIycCMaTpuBaeT  JEMOHCTpPAlMI0  NPAKTHYECKUX  HABBIKOB,  BBINOJIHEHHE,
MOJICJIUPOBAaHKE OOYYaIOLIMMUCS ONPEAETICHHBIX BUAOB PA0OT Ui PELICHMs MPaKTHYECKUX
3ajiay, CBSI3aHHBIX ¢ Oyaymiel npodecCHOHabHON NeSTEIbHOCTBIO B YCIOBUAX, MPUOIMIKEHHbBIX
K peajbHbIM IIPOU3BO/ICTBEHHBIM;

— MOJKET BKJIIOYaTh B ce0sl OTHENbHbIC JIEKLMU, CEMUHApbl, MAaCTep-KIacChl, KOTOpPbIE
npeaycMaTpuBaOT nepeaady oOydarommmces ydeOHoM uH(opManuu, HEOOXOOUMON Jis
HOCJEIYIOEro  BBINOJHEHHUS  paboT, CBs3aHHBIX C  Oyaymed — npodeccruoHalbHON
JeSITeTbHOCTBIO.

6.3.4. ObOpa3oBarenbHast ACATEIBHOCTh B (hOpME MPAKTHUECKOW MOJITOTOBKH MOMKET
OBITH OpraHM30BaHa Ha JIOOOM Kypce OOy4deHHs, OXBAThIBasl JUCHUIUIMHBL, PO(eCcCHOHATbHbIC
MOJYyJH, BCE BHUABI TMPAKTHKH, MPEIYCMOTPEHHBIE Y4YeOHBIM IIJJAHOM 00pa30BaTENbHOM
POTrpaMMBlI.

6.3.5. IlpakTuyeckas TOArOTOBKA  OpraHu3yercs B  Y4eOHbIX, Yy4eOHO-
NPOM3BOJICTBEHHBIX J1a00OpaTOpUsAX, MAaCTEPCKHX, Y4YeOHO-OMBITHBIX XO3AHCTBaX, Y4EeOHBIX
MOJIMTOHAX, Y4eOHbIX 0a3ax NMpakTUKW M MHBIX CTpYKTypHbIX BUCT, a Takke B crnenuanbHO
000pYyJIOBaHHBIX TMOMELIEHUX (pabouyux MecTax) HMPOQMIBHBIX OpraHM3alliii Ha OCHOBAaHUU
JIOTOBOPA O MPAKTHYECKOW MOJITOTOBKE 00YUAOUINXCS, 3aKITF0UYaEMOT0 MEX Ty 00pa30BaTeIbHOM
opranuszanuel 1 npouiIbHONW OpraHU3aluell, OCYIIECTBISIONIEH NeATeIbHOCTh M0 MPOQUII0
COOTBETCTBYIOIIEH 00pa30BaTEIbHOI MPOTPaMMBI.

6.3.6. Pe3ynmbpTaThl OcBOEHHS 00pa30BaTENBHON MPOTpaMMBbl (€€ OTIEIBHBIX YacTei)
MOTYT OBITh OLIEHEHBI B paMKaxX MPOMEXYTOYHOM M TOCYyAapCTBEHHOW HTOrOBOM aTTecTaluH,
OpPraHU30BaHHBIX B ()OpME JEMOHCTPALIMOHHOTO SK3aMEHa.

6.4. TpeboBaHMsI K OpraHU3allMU BOCIUTAHUS 00yJarOIUXCs

6.4.1. Bocniutanue oOydYaronuxcsi MpPHU OCBOCHHH HMMHU OCHOBHOW 0OO0Opa3oBaTEIbHOM
MpPOrpaMMbl  OCYIIECTBIISIETCS HAa OCHOBE BKJIIOYAa€MBIX B HACTOSIIYI0O 00pa3oBaTENbHYIO
nporpammy pabodeil mporpaMMbl BOCITUTAHUS M KaJIEHJAPHOTO TIaHa BOCIIUTATEIIbHON PaboTHI,
npeJCTaBICHHBIX Ha caiite https://ufabist.ru/sveden/education/eduop/.

6.4.2. PaGouyto mporpaMmy BOCITUTAHUS W KaJEHAAPHBIN TUIaH BOCITUTATEIHFHOW pabOThI
oOpa3oBaTenbHass OpraHW3aIMsa pa3padaThIBACT W YTBEPKAAET CAMOCTOSTENHHO C YYETOM
MIPUMEPHBIX paboveil MporpaMMbl BOCTUTAHUS U KaJIEHJAPHOTO IJIaHa BOCITUTATEILHON pabOoTHI.
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6.4.3. B paspaborke paboueld mMporpaMMbl BOCIHUTAHHMS U KAJICHIAPHOTO IIIaHa
BOCIIUTATEILHOM pabOThl MMEIOT MPABO NMPUHUMATh YYacCTHE COBETHI OOYYAIOIIMXCS, COBETHI
poauTeNel, IpeCTaBUTeNu paboroaarenei u (Wim) nx o0beAMHEHUH (TIPU UX HATHMYUH).

6.5. TpeboBaHMs K KaJJpOBBIM yCIOBUSM pean3alui 00pa3oBaTeIbHON MPOrpaMMbl

6.5.1. Peanmuzamus 00pa30BaTeNbHOM MPOTPaMMbl OOECIIEYMBAETCS IEAArOTHYECKUMHU
pabdotnukamu BUCT, a Taxke nuaMu, NPHUBJICKAEMBIMH K peaau3alui 00pa3oBaTeIbHOM
IporpaMMbl Ha YCJIOBHUSX TI'PaXKJaHCKO-IPAaBOBOTO JOTOBOpa, B TOM YHCIE W3 4YHCIA
pykoBoauTeneii u  pabOTHUKOB OpraHu3alldi, HampaBiIeHHE JESATeNIbHOCTH  KOTOPBIX
COOTBETCTBYeT obmactu  mpodeccuoHanmpHoi  nestenbHoctd 07  AIMUHUCTPATUBHO-
yhnpaBiieH4YecKass M OQHUCHAA JeATENbHOCTh, M HMEIOUIMMH CTaX paboThl B JaHHOM
npoecCHOHANBLHOM 00JIaCTH HE MEHEE TPEX JIeT.

Kpamudukamms nenarorndeckux pabotHukoB BUCT orBewaer kBanuukannmoOHHBIM
TpeOOBaHUSAM, YKa3aHHBIM B KBAJH(PHKAIIMOHHBIX CIPAaBOYHUKAX M (WIM) MPOPECCHOHATBHBIX
cTaHgapTax (Ipu HAJTUIUH ).

[legarornyeckue paOOTHHMKHM, TPUBICKAaEMble K peajdu3aluud  00pa30BaTeIbHOM
MPOrpaMMBbI, MOIYYarOT AOIMOJHUTENbHOE MpodeccnoHanpHoe 00pa3oBaHHE IO IMPOrpaMMaM
MOBBILICHHS KBATU(UKAIINK, B TOM YHCIe B (hOpMe CTAXKUPOBKH B OpraHU3AIMIX, HAIIPABJICHUE
NEeSITeTPHOCTH KOTOPBIX COOTBETCTBYET o0O0Ojactu mpodeccuoHampHOH AestenpHocTH 07
AJMUHUCTpPAaTUBHO-YIpaBiieHYeCKast U 0(pUCHAas AESITEIbHOCTD, HE PEKE OJTHOTO pa3a B TP roa
C YYE€TOM PACUIMPEHHSI CIIEKTPa MPOPEeCCHOHATHHBIX KOMITETEHITHIA.

Jlons meparornyeckux pabOTHUKOB (B IPUBEIEHHBIX K IEJIOUYHUCICHHBIM 3HAUYEHUSM
CTaBOK), 00€CIeYNBAIOIINX OCBOCHHE 00YyJalOIUMUCS TPO(HECCHOHATBHBIX MOIYIEH, HMEIOIINX
OTIBIT JIEATEIHHOCTH HE MEHEE TPEX JIET B OpraHu3alusaX, HAlPaBIeHUE JESTEIbHOCTH KOTOPBIX
COOTBETCTBYeT obOmactu  mpodeccuoHanpHOi  nestenbHocTd 07  AIMUHUCTPATUBHO-
ylpaBiieHYecKass M o(uCHas NesATeIbHOCTb, B OOILIEM 4YMCIE MeNarornyeckux pabOTHUKOB,
peaM3yoUMX MporpaMMbl MPO(EeCCHOHAIBHBIX MOJYyJeH 00pa3oBaTeNbHONW MPOrpaMMBbl,
COCTaBJIsieT HE MEHee 25 MPOLEHTOB.

6.6. TpeboBaHus K PUHAHCOBBIM YCIOBHSM peaH3aliy 00pa30BaTeIbHON MPOTPaMMBI

6.6.1. [IpumepHBIe pacyeThl HOPMATHBHBIX 3aTPAaT OKa3aHUS TOCYJAPCTBEHHBIX YCIYT IO
peanuzanuu 06pazoBaTeIbHON MPOTrpaMMBbl

PacyeTrsl HOpMATHMBHBIX 3aTpaT OKa3aHUs TOCYHApPCTBEHHBIX YCIYr IO pealn3aluu
00pa3oBaTeNbHOW MPOrpaMMbl OCYIIECTBISIIOTCS B COOTBETCTBUM ¢ MeETOIUKOM ompeaeneHus
HOPMATHBHBIX 3aTpaT Ha OKa3aHUE rOCYNAapCTBEHHBIX YCIIYT MO peaau3alii 00pa3oBaTelbHbIX
porpaMM CpeIHEro MpogecCHOHATbHOI0 00pa3oBaHMs MO NnpodeccusM (CHenUanbHOCTAM) U
YKPYIHEHHBIM TpymnmaMm npodeccuil (crnennanibHOCTel), yTBepkaaemble MMHMIPOCBEIEHUS
Poccum exerogHo.

®dunHaHcoBoe obOecliedeHHe peaau3alry 00pa30BaTeIbHOW MPOrpaMMBI, ONpeAeIeHHOE
B COOTBETCTBHUH C OIOKETHBIM 3aKOHOJATENhCTBOM Poccuiickoii denepanun nu denepaibHbIM
3akoHOM OT 29 nekabps 2012 Ne 273-®3 «O6 obpazoBanuu B Poccuiickoii deneparyny,
BKJIIOYAeT B ce0s 3aTpaThl Ha OIJIaTy TpyJa MpenojaBareieidl U MacTepoB MPOU3BOICTBEHHOTO
o0y4yeHHsT € y4yeToM oOOecleyeHusi YpOBHS CpeaHel 3apaboTHOM miaThl IMeJaroruvyeckux
pabOTHUKOB 32 BBINOJHAEMYIO MU y4eOHYIO (TIPEroAaBaTesIbCKyt0) paboTy U Apyryio padboTy B
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cooTBeTcTBUU ¢ YKa3zoMm Ilpesmmenta Poccuiickoit @enepauun ot 7 mas 2012 r. Ne 597 «O
MCpOHpI/IHTI/IHX 10 peanmaunn FOCyl[apCTBeHHOI\/'I COLII/IaJII:HOfI ITIOJIMTUKN ).

Pazgen 7. @opMupoBaHHMe OLEHOYHBIX MATePHAJOB ISl NPOBEIEHUsA
roCcy/1apCcTBeHHOH UTOrOBO aTTecTalluu

7.1. T'ocynapcTtBenHas utoroBas arrecranus (naiee — ['MA) npoBoauTcCs Mo 3aBEPIICHUN
BCEro Kypca oOydeHus mo creruaibHocTH. B xome 'MA onieHuBaeTcs creneHb COOTBETCTBUS
c(hopMUPOBAHHBIX KOMITETEHIINH BBITYCKHUKOB TpeboBanusm ®I'OC CIIO.

7.2. BBITYCKHUKH, OCBOMBIIHNE MPOTPaMMBbI MOJITOTOBKH CHEIMATMCTOB CPETHETO 3BEHA,
caarot 'A B hopMe 1eMOHCTPAIIMIOHHOTO 3K3aMeHa U 3aIUThI IUMJIOMHOTO MPoeKTa (paboThl).
TpeboBaHust K coaep)kaHuio, 00beMy U CTpyKType auriomMHoi pabdotrel BUCT onpenensier
camocroaTesibHO ¢ yueroM [TOII.

l'ocymapcTBeHHass MTOroBasi aTTECTAlMs 3aBEPIIACTCS NPUCBOCHUEM KBAJTH(PHKAIMN
CIIELUATIUCT 1O 3€MJIEYCTPOMCTBY.

7.3. Jns rocynapcrBeHHoil utoroBoil arrecrauuu BUCT paspabareiBaeT mporpammy
roCyJapCTBEHHON UTOTOBOM aTTECTALlMM U OLIEHOYHbIE MaTEPHAJIbI.

7.4. OueHounble Marepuaibl Uil npoBeneHus [IA BkiIro4aroT TUIIOBBIEC 3aJaHUS JUIS
JEMOHCTPAIIMOHHOTO JK3aMEeHa, MPUMEpbl TEM JAMIUIOMHBIX paboT, ONUCAaHUE MPOLEAYyp U
YCJIOBUM MPOBEACHUS IOCYTAPCTBEHHONW UTOTOBOM aTTECTALlMU, KPUTEPUH OLICHKH.

Onenounble  Martepuanbl  Juiga  npoBeneHuss [MMA  mpuBenmensl  Ha  cailte
https://ufabist.ru/sveden/education/eduop/.
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