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Pazges 1. O0mue moJioxeHus

1.1. Hacrosimast ocHOBHasi mpodeccruoHanbHas oOpa3oBaTebHas MporpaMma CpeIHEero
npodeccuonanbHoro obpasosanusi (manee — OIIOII CIIO, obOpa3oBarenbHas MporpaMma),
peanu3yemass B bBalIKMpCKOM  WMHCTUTYTE€  COLMAIBHBIX  TEeXHONOTWH  (uimane)
OO0pa3oBaTenbHOTO YUpEXKACHUS NPO(COI030B BHICIIET0 00pa3oBaHus «AKaaeMus Tpyaa U
conanbHbIXx oTHomeHui» (manee — BUCT, Wuctutyr) mno cnemumansHocTH 46.02.01
JlokyMeHTalMoHHOEe o0ecrieueHue YyIpaBieHUs U apXHMBOBEIEHHUE, yTBepkaeHHoro llpukazom
Munrnpocernienus: Poccuu ot 26 arycra 2022 roma Ne 778 (nanee — ®I'OC, ®I'OC CII0O).

OIIOIl  ompenenseT  PEKOMEHIOBAaHHBIH 00BEM W COACP)KAHHE  CPEIHETO
npodeccuoHanbHOTO  OoOpazoBanusi mo  cnenuanbHocTH  46.02.01  JlokymMeHTamoOHHOE
o0ecrieyeHUe  YIpaBJIEHHUsS U apXUBOBEJIEHHUE, IUIAaHUPYEMbIE  PE3YJbTaThl  OCBOEHUS
00pa3oBaTeNbHON MPOTPaAMMBI, IPUMEPHBIE YCIOBHU 00pa30BaTEIbHON AEATEIHHOCTH.

OIIOII pa3paborana i peaau3anuu 00pa3oBaTEIbHON MPOrpaMMbl Ha 6a3¢ OCHOBHOTO
obmiero obpazoBanuss OcHOBHasi mpodeccuoHanbHas oOpa3oBaTellbHas MporpaMma (manee —
oOpa3oBaTenbHas MporpaMma), peanusyeMas Ha 0a3e OCHOBHOro o0Imero o0pa3oBaHus,
pa3paboTana o00pa3oBaTeIbHONW OpraHu3aluell Ha OCHOBE TPEOOBAHUN COOTBETCTBYIOIIMX
denepanbHBIX TOCYJAPCTBEHHBIX 00pa30BaTEeNbHBIX CTAHAAPTOB CPEIHEro OOIIET0 M CPEeIHEro
poECCHOHAIBHOTO 00pa3zoBaHUs u MOJIOKEHU N benepanbHON OCHOBHOM
00mIeo0pa3oBaTeIbHOM MPOTPaMMBl  CPETHEr0 O0IIero O0pa3oBaHUs, a TaKkKe C Y4YETOM
M0JIy4aeMOM CIIeUaNbHOCTH CPEAHETO NMPOPECCUOHAIBHOIO 00pa30BaHMsL.

OIIOIT CIIO exeromHo ImepecMaTpuBaeTCd W OOHOBISIETCS B YaCTU COJICPIKAHUS
yueOHBIX TUIAaHOB, COCTaBa M COACPNaHMs padOYMX MPOrpaMM JUCIHILIUH, pabOoYuX MpOorpaMm
npoecCHOHANBHBIX MOJYJEH, MporpaMMmbl IMPOU3BOJACTBEHHON (MPEAAUIIIIOMHON) MPaKTUKU,
METOJUYECKIX MAaTEpPHUaIoB, 00ECIIEUHBAIOIINX KAYECTBO MOATOTOBKH 00YYarOMINXCS.

1.2. HopmaTuBHBIE TOKYMEHTHI:

— GenepanbHbiii 3ak0H OT 29 pgexadbpst 2012 r. Ne 273-®3 «O6 o6pa3oBaHuud B
Poccuiickoi denepanuny;

— Ilpukaz Munnpocsemenuss Poccunm ot 26 asrycra 2022 roma Ne 778 «O06
YTBEPXKJICHUH (eAepabHOTO TOCYAApCTBEHHOro0 00pa30BaTEIbHOTO CTaHIAapTa CpEIHEro
npodecCHOHAIBHOTO  oOpa3oBanus 1o  crenuanbHocT  46.02.01  JloxymeHTarmoHHOE
oOecrnieueHre yrpaBIeHUs] U apXUBOBEJCHUE;

— IIpukas MuHucrepcTBa IIPOCBEILECHUS Poccuiickoii denepannu
or 24.08.2022 Ne 762 «O06 yrBepxxaenun Ilopsaka opraHu3alMd M OCYLIECTBICHUS
o0pa3oBaTeNbHON  JAEATENbHOCTH MO  00pa3oBaTelbHBIM  IporpamMmaM  CPEIHEro
npodeccuoHanIbHOro 00pa30BaHUs;

— IIpuxa3z Munnpocsemenuss Poccun ot 08 Hosi6pst 2021 1. Ne 800 «OO6 yTBepkaeHUN
[Topsinka mpoBeneHUs TOCYAApPCTBEHHOW WTOTOBOM aTTeCTalldd TI0 00pa30BaTEeIbHBIM
IporpaMMam CpeaHero npogeccuoHaIbHOTr0 00pa30BaHuUs»;

— IIpuxa3z Muno6pnayku Poccun Ne 885, Munnpocsemmenust Poccuu Ne 390 ot 5 aBrycra
2020 1. «O mnpakTHYECKON TOATOTOBKE oOydaromuxcs» (Bmecte ¢ «llonmoxxkeHuem o
MPAKTUYECKON MOATOTOBKE 00yUYaIOLIUXCSI»;

— IIpuka3 MuHucrepcrsa Tpyna M couMalbHOM 3amuTel Poccuiickont ®denepanuun
or 15 wmrons 2020 r. Ne 333u (3apeructpupoBan MuHHCTEpCTBOM IOCTHIIMU Poccuiickoi
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Oeneparuun 15 wions 2020 1., peructpanuonusiii Ne 58957) «O06  yTBepiKICHHH
npodeccnoHanbHOro craHaapra «CHernuatucT mo OpraHu3alMOHHOMY U JTIOKYMEHTAIIHOHHOMY
00ecneueHNIO YIIPaBIEHUS OpraHu3alein»,

— IIpukaz MuHucTepcTBa TpyJda M couMalbHOW 3ammThl Poccuiickoit ®denepanuu
or 18 mapra 2021r. Ne 140 (3apeructpupoBaH MUHHUCTEPCTBOM IOCTHLMU Poccuiickoi
Oeneparunn - 21 anpenst 2021 1., peructpanuoHHeid  Ne  63193) «O06  yrBepkIeHUU
npodeccuoHaIbHOro cTanaapTa «CrnenuaiucT apXxuBay;

— Ilpukaz Mwunobpunayku Poccum ot 17.05.2012 N 413 (pen. ot 12.08.2022) «O6
YTBEPXKICHUH (eAepaTbHOTO TOCYAapCTBEHHOTO 00pa30BaTEeNbHOIO CTaHAApPTa CPEAHETO
obmero oopazoBanus» (3aperucrpupoBano B Muntocte Poccuu 07.06.2012 N 24480);

— IIpuka3z Munmnpocsemenuss Poccun Ne 371 ot 18.05.2023 «OO6 yTBepkaeHUU
denepanbHOl  00pa3oBaTeNbHOW  TPOTPAMMBI  CpeAHEro  o0mero  oOpa3oBaHUS
(3apeructpupoBano B Munrocre Poccun 12.07.2023 N 74228);

— VYcraB OVII BO «<ATuCO»;

1.3. Ilepeuenb cokpanieHui, ucnoib3yeMbix B Tekcre [1OI1:

®I'OC CIIO — ®enepalbHblil TOCYJApPCTBEHHBII 00pa30BaTeNbHBIM CTAaHIAPT CPEIHErO
poeCCHOHAIBHOTO 00pa30BaHUs;

OIIOII — ocHoBHas ipoeccuoHanbHast 00pa3oBaTeNbHas IPOrpaMma;

OK — 00111e KOMIETECHINH;

[1IK — npodeccronanbHble KOMIETEHIINN;

CT" — connanbHO-TYMaHUTAPHBIA 1TUKIT;

OII — o6menpodeccnoHaNbHBIN ITUKIT;

IT — npodeccrnoHaabHBIN UK,

[TA — npoMexyTOUuHas aTTecTalus;

VII — yueOGHast mpaKkTHKa;

[T — npon3BOACTBEHHAS IPAKTHUKA;

[TT1- I[Tpon3BoACTBEHHAS MTPAKTUKA 10 TPOMUIIIO (IPESATUIUIOMHAS ),

I1C — npodeccronanbHbIN CTaHAAPT;

T® — tpynosas pyHKIMSA;

OT® — o6006meHHas TpynoBast QyHKIHS;

M/IK — MexauCIUIUIMHAPHBIN KYpC;

IIM — npodeccroHanbHbIA MOTYIIb;

OII — obmenpodeccronambHas IUCHUTUINHA;

1D — neMOHCTpalMOHHBIN SK3aMEH.

I'MA — rocynapcTBeHHast UTOrOBasi aTTECTALIMS.

Pa3nea 2. O01mas xapakTepucTHKAa 00pa3oBaTe/bHON MPOrpaMMbl

Kpanudukarus, mnpucBauBaemas BbIIYCKHUKaM  0Opa30BaTeNbHONW  MPOrpamMMbl:
CHELHATHCT MO JOKYMEHTAIIUOHHOMY 00ECIIEUeHUIO YIIPaBIEHUS U apXUBHOMY JIEITy.

ITpu pazpabotke oOpazoBatensHOU nporpamMmel BUCT ycranaBnuBaeT HanmpaBiIeHHOCTb,
KOTOpasi COOTBETCTBYET CHELMAIIBHOCTH B LIEJIOM, C yueToM cooTBeTcTByromel 11011



ITomyyenue oOpa30BaHus MO CHELUATBHOCTU JIOMYCKAETCS TOJIBKO B MPO(ECCHOHATBLHON
00pa3oBaTeNbHON OpraHU3aK WK 00pa30BaTENIbHOM OpraHMU3alluy BBICILIETO 0Opa30BaHUS.

®opmbl 00ydeHUs: OYHAS, OYHO-3a04YHAsL, 3a0UHAsl.

IMpu peammzammu [MIICC3 BUCT BmnpaBe NpUMEHATh pa3IUYHbIe 00pa30BaTeNbHBIC
TEXHOJIOTUM, B TOM YHCIE OHIEKTPOHHOE OOy4YeHHWE M JHCTAHIMOHHBIE 00pa3oBaTEeIbHbIC
TEXHOJIOTHH.

IIpu oOyueHMM /MLl C OIrpaHUYEHHBIMM BO3MOXKHOCTSIMM 3JI0pOBbSI 3JIEKTPOHHOE
o0yuyeHHe M JUCTAaHIMOHHbIE 00pa30BaTeIbHbIE TEXHOJOTHH IPEIyCMATPUBAIOT BO3MOKHOCTh
npuema-nepesadu MHGopMaum B JOCTYIHBIX Ul HUX (opMax.

O0veM mporpaMMbl 1O OCBOCHHIO MPOTPaMMBI  CPEIHEro MpoeCcCHOHATBLHOIO
oOpa3oBanusi Ha 0a3e OCHOBHOTO 0OWIEr0 00pa3oBaHUS C OJHOBPEMEHHBIM IOJyYeHHEM
cpeanero odmiero oOpaszoBaHus: 4428 YacoB akaAeMHUYECKUX YacOB, CO CPOKOM OOy4YCHHS
2 roga 10 mecaues.

Paspnen 3. Xapakrepucruka npoeccCioHAIBHOM 1eATeJIbHOCTH BbIIYCKHHKA
3.1. O61acTh mpohecCHOHANBHOH IeATeNbHOCTH BBITYCKHHKOB: 07 AJIMUHMCTPaTHBHO-

yIpaBiieHYecKast ¥ O(UCHAS eI TeIbHOCTD.
3.2. CooTBeTCTBHE BUIOB JICATEILHOCTH MPO(ECCHOHATBHBIM MOTYJISIM:

HanmenoBanue BUIOB A€STSIBHOCTH HammeHnoBaHue npodeccnoHaTbHBIX
MOJyJIer
1 2
Bunabl nesrensHOCTH
Ocy1ecTBIEHHE OPraHU3allUOHHOIO U IOKYMEHTAIUOHHOT'O [IM.01 OcyectBieHue
obecreueHus JesTETPHOCTH OpraHu3allun OpraHU3aIMOHHOTO

U JOKYMCHTAIUOHHOT'O obecrnieucHuUs
ACATCIIbHOCTHU OpraHru3alun

Opranu3aius apXuBHON pa0OTHI MO JJoKyMeHTaM opranu3zaruii | [IM.02 Opranuzanys apxuBHON
pasIuYHBIX POPM COOCTBEHHOCTH paboThI

0 TOKYMEHTaM OpraHU3aIlii
pa3auuHBIX GOPM COOCTBEHHOCTH

Ilepeyenn 00001MIEHHBIX TPYAOBBIX (PDYHKIMI M TPYAOBBIX QyHKINI,
HMeEIOIIMX OTHOLIeHNe K NPo¢ecCHOHAIBLHOI e TeJIbHOCTH BHIITYCKHUKA
no cneyuaJbHoOcTH 46.02.01 /lokyMeHTallMOHHOE 00ecneyeHue YpPaBJIeHus!
U apXMBOBeJeHHe

! Mpuxas MunncTepcTBa Tpyaa M COLMAIBHOI 3amuThl Poccuiickoit denepamuu ot 29 centabps 2014 r. Ne 667
«O peectpe mnpodeccCHOHATBHBIX CTaHIAPTOB (MEpeYHe BHUIOB  JCSITEILHOCTH)»  (3apeTHCTPHPOBAH
MunucrepcTBoM rocTrin Poccuiickoit @enepanuu 19 Hostops 2014 ., peructpanuonbiit Ne 34779).
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MOKYMEHTAIlMOHHOE U
MH(OPMAIHOHHOE
obecnieyeHne

eI TENIbHOCTH
PYKOBOIUTEIIS
OpraHu3aIuu

Ne Kon n naumenoBanue Kon u naumenoBanue
n/m | [IC, peKBU3HUTHI YTBEPKIACHUS OTo® Kon u naumenoBanue TO
07.002 I1C «Cneunanuct mo OT® A A/01.3 IIpuem u pacnpenencHue
OpraHU3allMIOHHOMY U Opranu3aliiOHHOE Tese(OHHBIX 3BOHKOB
NTOKYMEHTAlUOHHOMY o0OecrieueHue OpraHu3alu
00eCIeueHUI0 YIIpaBICHUs MEeATENbHOCTH A/02.3 Opranuzanus paboThl ¢
OpraHu3aluein, OpraHu3aIu [MOCETUTEISIMU OpraHU3aALNI
YTBEPKJICH IIPUKA30M 1A/03.3 Brimonnenue
Muntpyna Poccun ot ot KOOPAUHUPYIOIIHX U
15.06.2020 N 333n o0ecrieunBarOIUX (YHKIIHIHA
(3aperucrpuposano B Muntocre (OTd B B/01.5 Opranu3zanus paboTsl ¢
Poccun 15.07.2020 N 58957) I[OKYMGHT&HI/IOHHOC TOKyMEHTaMH
obecrieenne B/02.5 Opranu3anus TEKyLIEro
1 {IEATCIIEHOCTH XpaHEHUS JOKYMEHTOB
Oprati3atiit B/03.5 Opranu3zarus 00paboTKu
e JI71S1 TOCJICTYIOIIETO XPAaHSHHS
OTD C C/01.6 Oka3zanue momMoum
Opranu3allioOHHOE,  [PYKOBOAMTEIIO B IUTAHUPOBAHUH

pa6oqer0 BpPCMCHHU

C/02.6 IlnanupoBanue pabouero
ITHSI cCeKpeTapst

C/03.6 Opranmuzanus TenepOHHBIX
IIEPErOBOPOB PYKOBOIHUTEILS

C/04.6 Opranusanus
KOMaHJIMPOBOK PYKOBOIUTEIS

C/05.6 Opranusanust paboThl ¢
IMOCETUTCIIAMU B HpI/ICMHOI\/JI
[PYKOBOJIUTECIIA

C/06.6 Opranu3aius IOAroTOBKH,
MPOBEJCHUS U 00CITY>KUBaHUS
KOH()EPEHTHBIX MEPOIIPHUITHIA

C/07.6 Opranuzaiusi HCTIOJTHEHUS
[pELLIEHHH, OCYIIECTBICHUE
KOHTPOJISI UCTIOJIHEHUS TOPYYEHU I
[PYKOBOJUTENS

C/08.6 Opranusamus u
nojep)anue GyHKIMOHAIEHOTO
[pabo4ero mpocTpaHcTBa
MpUeMHON 1 KabuHeTa
PYKOBOUTEIIS




C/09.6 Pa3zpaboTKa JIOKaTbHBIX
HOPMATUBHBIX aKTOB,
[PETIIAMEHTHPYIOLIUX paboTy
cekperaps

C/10.6 CocrasiieHue u
odopMIICHHE yIIpaBICHYECKON
ITOKYMEHTAI[U!

C/11.6 Opranuzanus paboThI C
NTOKYMEHTaMH B IIPUEMHOMN
[PYKOBOJUTENS

C/12.6 Opranuzanmsi XpaHeHUs
TOKYMEHTOB B IPUEMHOM
[PYKOBOJUTES

C/13.6 O0Oecrieuenue
[pyKoBOIUTEIS MH(OpMALIHEH

C/14.6 Opranu3amus
MH()OPMAIIMOHHOTO
B3aUMO/ICHCTBHUS PYKOBOUTEIS C
MO/pa3ACICHUSIMA 1
TTOJDKHOCTHBIMH JIMIIAMH
OpraHu3aIH

07.012 «Crienanuct apxuBay,
YTBEPKJICH MPUKA30M
Muntpyna Poccun 18 mapra
2021 r. Ne 140n
(3apeructpupoBaHo B
Mumntocte Poccun 21.04.2021 N
63193)

A XpaHeHue,
KOMILIEKTOBaHHE, yUET
U MCII0JIb30BaHME JET
(TOKyMEHTOB) apXHBa

/A/01.5 Opranuzaiusi OCTOSHHOTO
XPAHCHUS aPXUBHBIX JIEIT
(IOKyMEHTOB)

IA/02.5 KoMmmuiekroBanue
APXUBHBIX el (IOKYMEHTOB)

A/03.5 YyeT apXuBHBIX JIE]T
(10KyMEHTOB)

2 IA/04.5 Opranu3zanus
MCTIOJIb30BAaHUS ApXUBHBIX 1€
(10KyMEHTOB)
A/05.5 Xpanenue,
KOMILIEKTOBAHUE, YUET U
MCIIOJIb30BaHUE 1IN (JIOKYMEHTOB)
BPEMEHHOI'O XpaHEeHHUs
Pa3nea 4. TpeOoBaHus K pe3y1bTaTaM 0CBOCHHS 00pa30BaTeIbHON NPOrPaMMbI
4.1. O0uue KOMIEeTeHIMU
Kox ®opmymposka 3HaHuA, yMeHUs
KOMIIeTeHIUH KOMIIeTeHIIUH
OK 01 Bribupats cioco6st YMeHus: pacrio3HaBarh 3aJa4y W/Win npoodiemMy B
peleHus 3aaa4 poeCCHOHATLHOM H/MITH COLIMATILHOM




npohecCHOHATBLHOM
ACATCIIbHOCTHU
MMPUMCHHUTCIILHO K
Ppa3InYHbIM KOHTCKCTaM

KOHTEKCTE; aHAJIM3UPOBATh 3a/1a4y U/WIH
mpo0JIeMy | BBIACISATH €€ COCTaBHBIC YaCTH,
OTIPEICIIATh ATAIbBI PEUICHUS 33/1a4H; BBISIBISTH U
3¢ PEKTUBHO UCKaTh HHPOPMALINIO, HEOOXOTUMYIO
JUISL pEIICHUS 3aa91 W/ WU TTPOOJIEMBI,
COCTABJIATH IUIaH JICUCTBUS; ONIPEICTIATh
HEO0OXOMMBIEC PECYPCHI; BIAACTh aKTYaIbHBIMU
MeToAaMH paboThl B MPOGeCCHOHATBHON U
CMEXHBIX c(hepax; peain30BbIBATh COCTABICHHBIN
TUTaH; OIIEHUBATh PE3YJIbTAT U MOCIIEICTBUS CBOUX
JIEUCTBUH (CaMOCTOSATEIIHFHO WIIH C TIOMOIIBIO
HAaCTaBHUKA)

3HaHUs: aKTYyaIbHBIN MPOGeCCHOHANBHBIA U
COILIMANIBHBIM KOHTEKCT, B KOTOPOM MPUXOAUTCS
paboTaTh U KUTh; OCHOBHbIE UCTOYHUKHU
uH(pOpPMaLIUU U PECypCHI JUIS PEIICHUs 3a/1a4 U
po6JieM B Tpo(hecCHOHATTLHOM H/HITH
COLIMAIBHOM KOHTEKCTE; aJITOPUTMBI BBITIOJTHEHUS
paboT B npodecCHOHANTBHOM U CMEKHBIX
007acTsix; MeTo bl paboThI B IIpoheccnoHaIbHON
U CMEXHBIX cepax; CTPYKTypy IJIaHa Jiis
pellIeHus 3a/1a4; MOPSII0K OLIEHKH Pe3yJIbTaTOB
pelieHus 3aaa4 npodeccuoHaNbHON 1eITeIbHOCTH

OK 02

Hcnonw3oBars
COBpPEMEHHBIE CPEJICTBA
MOMCKA, aHAJIN3a U
WHTEPIPETAI
uH(pOopMaluu U
nH(pOpMaIlMOHHbBIE
TEXHOJIOTHH JIJIs1
BBINIOJIHEHHUS 33124
npodeccuoHaNbHOM
JeSTeTbHOCTH

YMeHusi: onpeaeaTh 3aJa4n Ul IOMCKa
nH(pOpMaLKK; OTIPEAEIAThH HEOOXOqUMbIE
MCTOYHUKU MH(OpPMaINK; TUIAHUPOBAThH MPOLIECC
MOMCKA; CTPYKTYPUPOBATh MOJIydaeMyIO
nH(pOpMaLIMIO; BBIACIATH Hanbosiee 3HaYUMOE B
nepevyHe MHPOPMAaLMK; OLIEHUBATH MPAKTUUYECKYIO
3HaYMMOCTb PE3YJIbTAaTOB MOUCKA; OPOPMIIATH
pE3yJIbTaThl TOMCKA, IPUMEHATH CPEACTBA
MH(GOPMALIMOHHBIX TEXHOJIOTUN IS peIIeHUs
IpoeCCHOHATBHBIX 33]1a4; UCIIOJIb30BaTh
COBPEMEHHOE IIPOrpaMMHOE 00€CIICUEHHE;
MCIIOJIb30BaTh Pa3JInYHbIE IIU(PPOBBIE CPEICTBA
JUTSL pelieHus MpodeccnoHanbHbIX 3a/ad.

3HaHUs: HOMEHKJIATYpa HH(POPMAIMOHHBIX
MCTOYHUKOB, IPUMEHSEMBIX B TPO(heCCHOHATEHON
JeSITeTbHOCTH; IPUEMBI CTPYKTYPUPOBAHUS
uHpopmanuu; popmar opopMIIeHUs Pe3yIbTATOB
NoncKa MHPOPMAIIUH, COBPEMEHHBIE CPEJICTBA U
yCTpOHCTBa HH(GOPMATH3AINHN; TIOPSIIOK HX
NPUMEHEHHS U TIPOTPaMMHOE 00ecTieYeHuE B




npo¢eCCHOHATLHOMN IEATEIEHOCTH B TOM YHCIIE C
UCTIOJIb30BaHUEM LU(POBBIX CPE/ICTB.

OK 03 IInanupoBats 1 YMeHusi: onpenensaTh akTyaaIbHOCTh HOPMAaTUBHO-
peaan30BbIBATH IIPaBOBOM JOKYMEHTAIMH B IPOpECCHOHATBHON
COOCTBEHHOE JEeSITEIbHOCTH; IPUMEHSATh COBPEMEHHYIO
npodeccuoHaIbHOE U HAY4YHYIO IPO(eCcCHOHANBHYIO TEPMUHOJIOTHIO;
JUYHOCTHOE Pa3BUTUE, | ONPENEIATh U BEICTPAUBATh TPACKTOPHHU
NPEANPUHIMATENBCKYIO | TPO(ECCHOHATBHOTO PA3BUTHUSA U
JESTENILHOCTD B camM000pa30BaHUsl; BBISIBISTH JOCTOUHCTBA U
npodeccuoHaIbLHON HEZ0CTaTKU KOMMEPUYECKOMN UJIeU; IIPE3EHTOBATh
cdepe, UCTIOTB30BAThH UJEU OTKPBITUSL COOCTBEHHOTO JIENA B
3HAHUS 110 PUHAHCOBOH | MPOodeCCHOHATBHON ACSITETbHOCTH; OPOPMIISTH
IPaMOTHOCTH B OM3Hec-IJIaH; pacCCYMTHIBATh pa3Mephl BHIILIAT 110
Pa3JINYHBIX )KU3HEHHBIX | MPOLIEHTHBIM CTaBKaM KPEJUTOBAHUS; ONPEACIIATH
CUTYalMsIX. MHBECTULMOHHYIO [TPUBJIEKATEIbHOCTh

KOMMEpUYECKUX UJEeH B paMKax
podeccuoHANBHOM e TeIbHOCTH; IPE3EHTOBATh
Ou3HeC-ueI0; ONPEAEATh UCTOUYHUKU
(uHaHCUPOBaHUS

3HaHus: coiepKaHue aKTyaIbHONH HOPMAaTUBHO-
[IPaBOBOW JOKYMEHTAIMH; COBPEMEHHAsl Hay4YHast
U npodeccuoHanbHasi TEPMUHOJIOTUS; BO3MOXKHBIE
TPAaeKTOPUH NMPO(HECCHOHAIBHOTO PA3BUTHUS U
camM000pa30BaHusl; OCHOBBI
MPEIIPUHIMATENBCKOHN IEITETFHOCTH; OCHOBBI
(uHaHCOBO I'PaMOTHOCTH; MpaBuja pa3padboTKu
OM3HEeC-TIaHOB; TIOPSIOK BBICTPAUBAHHS
NPE3CHTAINH; KPeIUTHBIE 0AHKOBCKHE MTPOTYKTHI

OK 04 O¢pdexTuBHO YMeHusi: opraHu30BbIBaTh pabOTy KOJJICKTUBA U
B3aUMO/IEIICTBOBATH U KOMaH/Ibl; B3aMO/JICHICTBOBATh C KOJIJIETaMH,
paboTaTh B KOJUIEKTUBE | pYKOBOJICTBOM, KJIMEHTaMH B XOJI€
U KOMaHie podeccuoHaNbHON e TeIbHOCTH

3HAHMA: [ICUXOJIOTMYECKHE OCHOBBI J1€ATEIbHOCTH
KOJJIEKTHBA, ICUXOJIOTMYECKUE OCOOEHHOCTH
JIMYHOCTH; OCHOBBI MTPOEKTHOMN EATEIIEHOCTH

OK 05 OcylecTBIATh YCTHYIO | YMEHHsI: TPAaMOTHO M3JIaraTb CBOU MBICIIH U

U TUCHbMEHHYIO
KOMMYHHKAITUIO Ha
rOCYJapCTBEHHOM
s361Ke Poccniickoi
denepannu ¢ y4eToM
0COOEHHOCTEH
COIIMAJIBHOTO U

0pOPMIISITh TOKYMEHTHI 110 PO eCCHOHATBHON
TEMAaTHUKE Ha TOCYIapPCTBEHHOM SI3BIKE, IIPOSBIISATD
TOJIEPAHTHOCTH B paboyeM KOJIJIEKTUBE

3HaHusA: 0COOEHHOCTH COIMAIBHOTO U
KYJIBTYPHOTO KOHTEKCTA; MpaBuia 0hOpMIICHHS
JIOKYMEHTOB ¥ TIOCTPOEHUS YCTHBIX COOOIICHUI




KYJIBTYPHOT'O KOHTEKCTA

OK 06 [IposiBIATH YMeHusi: ONMCHIBATh 3HAUUMOCTh CBOEH
rpa)KAaHCKO- CHEIHAIbHOCTH; IPUMEHSITH CTaHIAPTHI
NaTPUOTUIECKYIO AHTUKOPPYIIIUOHHOTO MOBECHUS
MO3HIINIO, 3HaHUSA: CYIIHOCTh TPAXKAAHCKO-TIATPUOTHUECKON
JIeMOHCTPHPOBATh MO3UIINH, OOIICUETIOBEYECKUX IEHHOCTEIH;
OCO3HAHHOE MOBEJECHUE | 3HAYMMOCTH NMPO(ECCHOHATILHON JCATEIBHOCTH 110
Ha OCHOBE npodeccuu (CreruanbHOCTH); CTAaHIAPTHI
TPaAULIMOHHBIX AHTUKOPPYIIIMOHHOTO TIOBEJICHUS U MOCIIE/ICTBUS
POCCUHCKHX JTYXOBHO- ero HapyIIeHUs
HPAaBCTBEHHBIX
IICHHOCTEH, B TOM YHCIIC
C y4eToM
rapMOHU3AIUH
MEKHAIIMOHAIBHBIX U
MEXPETUTHO3HBIX
OTHONICHUI, TPUMEHSATD
CTaHJapThI
AHTUKOPPYIMLIHUOHHOTO
MIOBEICHHS

OK 07 CopeiicTBOBaTh Ymenus: coOa0aTh HOPMbI IKOJIOTUYECKOM
COXpPaHEHHIO 0€30MacHOCTH; OTIPENENATh HAPaBICHUS
OKpY’KaloIIen Cpesl, pecypcocOepekeHns B paMKax
pecypcocOepexeHHIo, npodecCuoHaNBHOM e TENbHOCTH 110
OPUMEHSTH 3HaHUs 00 CHEHUATbHOCTH OCYIIECTBIISATH PabOTy C
U3MEHEeHUHU KJIMMara, co0JTI0/IEHNEM MTPUHITUIIOB OE€PEKITNBOTO
TIPUHIIUIIBI MIPOM3BOJICTBA; OPTaHU30BbIBATH
OEpEKITUBOTO PO ECCUOHANIBHYIO JIEATEILHOCTh C yUYETOM
IPOM3BOJICTBA, 3HaHUI 00 N3MEHEHNN KIIMMAaTHIYECKUX YCIOBHIA
3¢ (HeKTUBHO peruoHa.

NIeiCTBOBATH B 3HaHus: paBUIIa 3KOJIOTHYECKON 0e30IacHOCTH

Ype3BbIUaiiHBIX IpU BeIGHUH NMPOo(ecCHOHAIBHON AeITeNbHOCTH;

CUTYyalHAX OCHOBHBIE PECYPCHI, 33/IeIICTBOBAaHHBIC B
npoeCCHOHATBLHOM 1eATeNbHOCTH; yTH
o0ecrieueHHs pecypcocOepeKeHNs; TPUHIUITBI
OepeKITMBOTO MPOU3BOJICTBA; OCHOBHBIE
HaIpaBJICHUS] U3MEHEHUS KIIMMATHUECKUX
YCJIOBUM pETHOHA.

OK 08 Hcnonb30BaTh cpeicTBAa | YMeHHs: UCIOIb30BaTh (PU3KYIBTYpHO-

(bu3nUecKoil KyIbTypsl
JUISL COXpaHEHUS U
YKpEIUIEHUS 3J0POBbS B

03JIOPOBUTEIbHYIO JAEATEIbHOCTD JJIs YKPEIUICHUs
310POBbS, JOCTUKEHUS KU3ZHEHHBIX U
po(ecCHOHANBHBIX IIeNIeH; TPUMEHSTh
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npoiiecce
npohecCHoHATBLHOM
JESITEIIBHOCTH |

MO IJIEPKAHUS
HEOOXOIMMOTO YPOBHS
bu3nIecKou
MOJITOTOBJICHHOCTH

panroHaIbHBIE IPUEMBbI IBUTATENIbHBIX (YHKIUH
B IPO(eCCHOHATIBHOM 1A TEILHOCTH;
MOJIb30BAThCS CPEACTBAMU MPOPHUIAKTHKI
NIEpEHAIPSKEHUS, XapaKTEPHBIMU AJIs1 JaHHON
CIEUAIBHOCTH

3HaHusA: poiib GU3NYECKON KYIbTYPHI B
00LIEKYIBTYPHOM, ITPO(EeCCHOHATBHOM U
COIIMAIbHOM Pa3BUTHUU YEJIOBEKA; OCHOBBI
3JI0POBOTO 00pa3a KU3HU; YCIOBUS
po(hecCHOHATILHOM IS TEIIbHOCTH U 30HBI PHCKA
(U3UIECKOTO 3/10pOBBS I CHEIHATBHOCTH,
cpencTBa MPOPUITAKTHKY TIepEeHATIPSKEHUS

OK 09

ITonw3oBaThCsA
npodecCHOHATbHON
JTOKyMEHTaIue Ha
roCyJapCTBEHHOM H
WHOCTPAHHOM SI3bIKAX

YMeHusi: TOHUMATh OO CMBICI YETKO
MIPOM3HECEHHBIX BbICKa3bIBAaHUI HAa N3BECTHHIC
TeMbl (mpodeccroHaIbHBIC H OBITOBBIC),
MMOHMMAThH TEKCTHI Ha 0a30BbIC IPOPECCUOHATHLHBIC
TEMbI; Y9aCTBOBATh B JHAJIOTAaX HA 3HAKOMBIE
o01re 1 mpo¢eCcCuOHAIbHBIE TEMBI; CTPOUTH
MIPOCTHIE BBICKA3bIBaHUs O ce0e 1 0 CBOEH
npoecCHOHaNBHOM NeATEIbHOCTH; KPAaTKO
000CHOBBIBaTh U OOBSICHITH CBOU JICUCTBUSA
(TexylIue U MIaHUPyeMbIe); MUCATh IPOCThIC
CBSI3HBIE COOOIIEHUS HA 3HAKOMbIE WU
MHTEpeCcyoIre MpodeccnoHalbHbIE TEMBI

3HaHUsA: IPaBIIIA TIOCTPOCHUS TIPOCTHIX
CJIO’KHBIX TIPETIOKEHUN Ha PO ECCHOHATTEHBIE
TEMBI; OCHOBHBIE 00IIIEYOTPEOUTEIBHBIE TITaroJbl
(OpITOBas M podeccuoHaIbHAs JEKCHKA);
JIEKCUUYECKUI MUHUMYM, OTHOCSIIIUICS K
OINHCAHUIO NTPEIMETOB, CPEJICTB U MPOLIECCOB
npodeCCHOHATBLHOMN 1eATENbHOCTH; OCOOCHHOCTH
MIPOU3HOUICHHUST; TIPABUIIA YTEHHS TEKCTOB
MpoeCCHOHAILHON HAIIPaBICHHOCTH

4.2. lIpodeccnonaibHbIE KOMNETEHIUH

Kon u
Buasl
HAHMEHOBaHHUeE IToxa3aTenn ocBOCHHMS KOMIIETEHIIMH
AeATEeJbHOCTH

KOMIIeTeHIIUH
OcyniecTBiieHUE K 1.1. HaBbiku
opraHu3aoHHoro | OcymecTBIsATh MOJIy4eHUs1 Heo0X0UMON HH(pOpMaLuU U
u npuéM-nepenavy nepesay CaHKIIMOHUPOBAaHHOUM HH(oOpManuu ¢
JIOKYMEHTAIMOHHOT | YIPaBJIEHYECKOM HCIIOJIb30BaHUEM CPEICTB HHPOPMAIIMOHHBIX U
0 obecrieueHHs uHpopMaun KOMMYHHKAI[MOHHBIX TEXHOJIOTHH
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NEATEIbHOCTU
OpraHu3aluu

C TIOMOIIBIO CPENICTB
UH(POPMALIMOHHBIX

u
KOMMYHHUKAIIHOHHBIX
TEXHOJIOT U

YMmenus:

HCIIOJIb30BaTh CPEJCTBA HHPOPMAITMOHHBIX U
KOMMYHHKAITUOHHBIX TEXHOJIOTHIA JUIS
MOJTyYeHUS U Tiepeaadn nHGOpMaIuy;

BECTH M HCIIOJIB30BaTh B pab0Te 0a3y KOHTAKTOB
OpraHH3aIuy;

BECTH YUYETHBIC PErUCTPAIMOHHBIC (POPMBI,
MCII0JIb30BaTh UX ISl HHOOPMAIIMOHHON PabOThI
¥ pabOTHI O KOHTPOJTIO UCIIOJIHEHUS IOPYUCHUH;
YCTaHABIIMBATh U MOJACPKUBATH KOMMYHUKAIIUN
B IIPOILIECCE JIETTOBOTO OOIICHHUS C MTOMOIIBIO
cpencTB MHPOPMAIMOHHBIX U
KOMMYHHKAITMOHHBIX TEXHOJIOTHIA;

CTJIQKUBATh KOH(MIMKTHBIC U CIIOKHBIC CUTYalluU
MEKJIMYHOCTHOTO B3aUMOJIEHCTBHS,

coOIr0aTh CIy)KEOHBIN ITUKET;

obecrnieunBaTh UHPOPMAIIMOHHYIO 0€30MaCHOCTh
JIESITSIIBHOCTH OPTraHu3allnu.

3Hanun:

HOPMAaTHUBHBIE IPABOBbIE aKThl Poccuiickon
®enepanuu B chepe THPOPMALMOHHBIX U
KOMMYHMKAI[MOHHBIX TEXHOJIOTHH;
CTPYKTYpa OpraHu3aiuu, e€ 3a1aun 1 QyHKIUY;
IIpaBUJIa IPOBEJCHMS I€TIOBBIX I1EPETOBOPOB;
9THKAa JIEJIOBOr0 OOIIEHHUS;

IIpaBHJia PEYEBOTO ITUKETA;

IpaBUJia NOJJIEPKAHUS U PA3BUTUSA
MEXJIMYHOCTHBIX OTHOIIECHUH;

TpeOOBaHUs OXPaHBI TPYa.

IK 1.2.
KoopaunuposaTsb
paboTy npreMHO
PYKOBOJIUTEIS, 30H
npremMa pa3ImIHbIX
KaTeropui
MIOCETUTENEH
OpraHu3aIu

HaBbixn

KOOpJUHAIMK PabOThl MPUEMHOMN PYKOBOIUTEINS
Y 30H IIpUEMA Pa3INYHbIX KaTeropui
MOCETUTEIIEN OpraHnu3alun

YmMmenus:

BCTPEYATh MOCETUTEIIEH, MTOTYy4aTh NEPBUYHYIO
UH(OPMAIIHIO O TIOCETUTENSAX, YCTAaHABINBATh
MOPAJOK IMpUEMa I pa3InYHbIX KaTErOpHUil
IMOCETUTEIICH;

BECTHU YUYETHBIE PETHUCTPAIMOHHBIE POPMBI IO
npuéMy nocetuTenei u ohopMIIATh TPOMYCKa,
BECTH IIPUEM, TIepelayy U OTIPABKY
JIOKYMEHTOB;

OpraHW30BBIBATh M OPOHUPOBATH MEPETOBOPHBIC
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KOMHATBI;
CEpBUPOBATH YaiiHbIC (KOGEHHBIC) CTONHI B
oduce;

IIPUMEHSTH B paboTe cpeacTBa
MH(OPMALIMOHHBIX U KOMMYHUKAIIHOHHBIX
TEXHOJIOTHIi;

MPUHUMATH MEPbI IO COXPAHEHUIO
KOH(pUICHIIMAIIBHON HH(OpPMAIUU B X0J1e
IIpUéMa IOCETUTEIICH.

3HaHus:

HOPMAaTHUBHBIE IIPAaBOBbIE aKThl Poccuiickon
denepanuu 1o 3ammTe HHGOPMAIIUU U padboTe C
oOpallleHUsIMU TpaXk/iaH;

CTPYKTypa OpraHHu3alliy U pacrpeaenecHue
GYHKIMI MEXKIY CTPYKTYPHBIMH
MOJIpa3/ICICHUsMHU U CIIeIIMATTUCTaMH;

NpaBUjIa OPraHU3aLUH IPUEMA TIOCETUTEICH;
STUKET ¥ OCHOBBI MEXKTYHAPOIHOTO MPOTOKOJIA;
9THKA JIEJIOBOr0 OOIIEHHUS;

IpaBUJIa PEYEBOTO ITUKETA.

IIpaBujIa CEPBUPOBKHU YaiHOTO (KO(eiHOT0)
CTONA;

TpeOOBaHUS OXPAHBI TPY/IA.

IIK 1.3. Bnagets
HaBBIKAMH
TUTAHUPOBAHUS
pabouero BpeMeHu
PYKOBOJMTEIIS U
ceKpeTaps

HaBbiku
IUTAaHUPOBAHUS pabOyYero BpeMEeHU PYKOBOJUTENS
1 pabouero JHs cekpeTraps

Ymenus:

BbIOMPATh (OPMBI IIIAHUPOBAHUS U 0POPMIIATH
IUTAHUPOBIIMK (OpraHaiizep) pyKOBOAUTENS U
ceKkperaps;

yCTaHaBJIMBATH 1€, OTPENIENATh
MPUOPUTETHOCTD U 0YEPENHOCTD BBITOTHEHHS
pabot u 3 PeKTUBHO pacnpenensTh padbouee
BpEMSI;

COTJIACOBBIBATh BCTPEUYH U MEPOTIPUSTHS U
BHOCHUTB MH(OPMAIUIO B IIIAHUPOBIIUK
(opranaiizep);

UH(POPMHUPOBATH PYKOBOAMUTEINS O MPUOIMKEHUN
BPEMEHH U pPETrJIaMeHTe 3alUIaHUPOBAHHBIX
BCTPEY U MEPOTIPHUATHIA;

BBIOMPATh ONTUMAJIbHBIE CTIOCOOBI BHEIITHETO U
BHYTPEHHET0 HH(POPMUPOBAHHS O TNITAHUPYEMBIX
MEPOTIPUATHSIX;
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obecrneunBaTh HHPOPMAIIMOHHYIO 0€30MaCHOCTh
JESITEIIbHOCTH OpraHu3alluy;

IIPUMEHSITH B paboTe cpeacTBa
WH(OPMAIIMOHHBIX U KOMMYHHKAITHOHHBIX
TEXHOJIOT .

3HaHusn:

HOpPMaTHUBHBIE ITPaBOBbIC aKThl Poccuiickoi
®denepanuu B chepe HHPOPMAITMOHHOM
0€30I1acHOCTH;

CTPYKTypa ¥ crienu(rka OCHOBHOU
JIeATETbHOCTH OpraHU3alllu;

OCHOBBI YIIPABJICHUSI BpEMEHEM;

IpaBuJia IPOBEJCHHUS JIEJIOBBIX [1IEPETOBOPOB;
ATHKA JETOBOTO OOIIECHUS;

TpeOOBaHUS OXPAHBI TPY/IA.

[1K 1.4.
Ocy1iecTBISITh
MOJITOTOBKY JIETIOBBIX
M0E3JI0K
PYKOBOTUTEIIS

U JIPYTUX
COTPY/HHUKOB
OpraHu3aIu

HaBbiku
OPraHu3alMKU JEIOBBIX MOE3A0K PYKOBOAUTENS
U JIPYTUX COTPYIHUKOB OpraHU3aluu

Ymenus:

COCTaBISATh U OPOPMIIATH JOKYMEHTHI IS
JIETIOBBIX TIOE3/0K;

OCYLIECTBIISATh TPEBEI-TIOAEPIKKY IETOBBIX
MOE3/10K;

COTJIaCOBBIBATh C IPUHUMAIOLIEH CTOPOHOMN
MIPOTOKOJI TUTAHUPYEMBIX MEPOIIPUITUN U
(GhopMHUpPOBATH MPOTPAMMY JICIOBOM TTOE3/IKH;
HCIIOJIb30BaTh CPEJCTBA HH(POPMAIIMOHHBIX U
KOMMYHHKAI[UOHHBIX TEXHOJIOTUH JUIs
oOecrieyeHns B3aUMOJICHCTBHSI C PYKOBOAUTEIEM
BO BpEM €ro JIEJI0BOU IOE3/IKH;

0pOpPMIIATH OTUETHBIE TOKYMEHTHI O J1€J0BOM
MTOE3/IKE.

3HaHus:

HOPMAaTHBHBIE NPABOBbIE aKThl Poccuiickon
®denepanuu B cepe opraHu3aiuu JAeJI0BON
MOE3/IKH;

MOPSII0K MOJATOTOBKH U IOKYMEHTHPOBAHUS
JIETIOBOM IIO€3/IKH;

MHTEPHET-PECYPCHI Il OCYILIECTBICHUS TPEBEI-
MOAJICPKKH JIETOBBIX TIOE3/0K;

ATUKET U OCHOBBI MEXKTyHAPOIHOTO TIPOTOKOJIA;
STHKA JIEJIOBOI0 OOIIEHNUS;

TpeOOBaHUS OXPaHBI TPY/IA.
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I[IK 1.5. Bnagers

HaBbiku

criocobamu OpraHu3aluy U NOAEPKaHUs (PYHKIIMOHAIBHOTO
OpraHu3aIu pabouero nmpocTpaHcTBa
pabouero Ymenust:
POCTpPaHCTBA OpPraHU30BBIBAaTh paboyee MECTO B COOTBETCTBUU
IPUEMHON U ¢ TpeOOBaHUAMHU SPIOHOMHUKHU U KYJIBTYpBI
KaOuHeTa TpyAa;
PYKOBOJUTENS oOecrieunBarh pabouee MEeCTO 1
¢byHKIHMOHATBHOE paboyuee MPOCTPAHCTBO
HEOOXOMMBIMHU CPEACTBAMH OPraHU3aIMOHHOMN
TEXHUKHU, MEOEIIBIO U KaHLIETSIPCKUMHU
MPUHAIIICKHOCTSAMU;
HOJIEP>KUBATh CPE/ICTBA OPraHU3allMOHHON
TE€XHUKU
B pabo4yeM COCTOSIHUU.
3Hanus:
TpeOOBaHUS OXPaHBI TPY/IA, TPOU3BOACTBEHHON
CaHHMTAPHH, IPOTUBOIIOXKAPHOH 3aIUTHI;
OCHOBBI IIPAaBMWIIBHOM OpraHu3aluy Tpyaa u
METO/bI MOBBILIEHUS er0 3()(HEKTUBHOCTH;
BUJIbl OPraHU3ALMOHHON TEXHUKH U TOPSIIOK
paboTHI C HEM.
IIK 1.6. Hasbixkn
OcymiecTBiATh OpraHu3aIuy MOATOTOBKH U IPOBEICHUS
paboty 1o KOH()EPEHTHBIX MEPOIPHUATHIH, 0OecriedeHnst
MOJITOTOBKE MH(POPMAIIMOHHOTO B3aMMOICHCTBHS
Y TIPOBEJICHUIO PYKOBOJUTEIS C MOJIPA3ACICHUSIMH H
KOH(EepEeHTHBIX JOJDKHOCTHBIMU JIMLIAMH OpTaHU3aluu
MEpPOIIPUATHH, Ymenus:
o0ecrieunBaTh OpraHU30BBIBATH MPOLIECC MOATOTOBKH U
UH(POPMALIMOHHOE NpOBe/IeHUE KOH(EPEHTHOIO MEPOIIPUSTHUS
B3aWMO/ICHCTBHE WH/IUBUYAIIEHO
PYKOBOJTUTEIS U B COCTaBe paboveid TPyIIIbI;

C Toipa3eICHUSIMU
U JOJIXKHOCTHBIMHN
JIMIIAMU OpPTaHU3aIHH

JOKYMCHTHPOBATH PA3HBIC 3TAIIbI ITPOLCAYPhI
MMOATOTOBKH U ITPOBCACHUA KOH(l)epeHTHOFO
MEpONPUATHS;

COOJTIOJIaTh STUKET U OCHOBBI MEXTYHAPOTHOTO
POTOKOJI,

OCYILECTBIISATH cOOp, 00paboTKy MHpOpMaLuy,
CHCTEMaTH3AIIHIO MTOTyYaeMbIX U IepeIaBacMbIX
JAHHBIX;

OCYIIECTBIIATH MPOBEPKY TOCTOBEPHOCTH,
IIOJIHOTHI
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¥ HETIPOTUBOPEUUBOCTH JTAaHHBIX, UCKITIOUCHHE
nyOnupoBaHus HH(OPMAIIUH;

IPUMEHATH HH(POPMAIIMOHHO-
KOMMYHHUKAIIHOHHBIE TEXHOJIOTHH.

3HaHusn:

HOpPMaTHUBHBIE ITPaBOBbIC aKThl Poccuiickoi
denepanuu B chepe HHPOPMAIIHH;

KOMIUIEKC OPTaHU3aIMOHHO-TEXHHUECKUX
MEPOTPHUSTHIA 10 TIOATOTOBKE U ITPOBEICHUIO
KOH()EPEHTHBIX MEPOIPHSITHIA,

npaBuia OPOPMIICHHS JOKYMEHTOB,
CO3/aBacMbIX

B IIPOLIECCE MOATOTOBKH U MPOBEACHUS
KOH(EPEHTHOTO MEPOIPUSITHS,

ATUKET U OCHOBBI MEXKIYHAPOIHOTO MPOTOKOA;
ATHKA JETOBOTO OOIIECHUS;

COCTaB BHYTPCHHUX M BHEIITHUX
WH(OPMAIMOHHBIX TOTOKOB;

CTPYKTypa OpraHHU3aINH U MTOPSTIOK
B3aWMO/ICVCTBUS OAPA3ACICHUN;

METOIbl 00paOOTKH U 3alUTHI HHPOPMAIIHH C
MPUMEHEHHUEM CPEJICTB HHGOPMAIIMOHHBIX U
KOMMYHHKAITMOHHBIX TEXHOJIOTHIA;
TpeOOBaHUS OXPAHBI TPY/IA.

I1IK 1.7. OpopMasTs
OpraHu3alMOHHO-
pacrnopsiAuTeIbHbIE
JIOKYMEHTBI U
OpraHU30BBIBATH
paboTy ¢ HUMH, B TOM
quCIIe C
HCII0JIb30BaHUEM
ABTOMAaTU3UPOBAHHBI
X CHCTEM

HaBbikn

odopMIIeHUS] OPTaHU3AIMOHHO-
pactopsIIUTENbHBIX

JIOKYMEHTOB M OpraHu3aius paboTsl C HUMH, B
TOM YHCJIE C UCTIOJIb30BAaHUEM
aBTOMATHU3HPOBAHHBIX CHCTEM

Ymenus:

COCTABJIATH MPOEKTHI OPraHU3AIMOHHBIX,
pacropsaUTeIbHBIX U HH)OPMAIIIOHHO-
CIPaBOYHBIX IOKYyMEHTOB, B TOM YHCIIE
JIOKYMEHTOB, COJIEPKAIINX KOH(PUACHITHAIEHYIO
UHOPMALIUIO;

0(OpMIIATH OpraHU3aluOHHO-
pacropsuTeIbHbIe JOKYMEHTbI (OpUTUHAIIBI U
KOIIHN);

CKaHUPOBATh, KOMMMPOBATh U KOHBEPTHUPOBATH
JIOKYMEHTHI B pa3InIHble POPMATHI;
OCYIIECTBIISATH TIPOBEPKY MPOEKTOB TOKYMEHTOB
Ha COOTBETCTBHE TPaBUIIaM JICJIONIPON3BO/ICTBA;
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NPUHUMATD U TIPOBOAMUTH NEPBUUYHYIO 00pabOTKY
BXOJISIIIUX JOKYMEHTOB;

MIPOBOJIUTH MIPEBAPUTEILHOE PACCMOTPEHUE
BXO/ISIIIUX U BHYTPEHHUX JOKYMEHTOB;
PErucTpupoOBaTh BXOIAIINE, UCXOSAIIUE U
BHYTPEHHUE IOKYMEHTBHI;

KOHTPOJIMPOBATh MapLIPyTU3ALUIO
JIOKYMEHTOIIOTOKOB B OpraHU3aliH
(cornmacoBanue, MOANMMCAHUE, YTBEPKICHNUE,
peructpars, 03HaKOMJICHHE 1 UCTIOJTHEHUE
JIOKYMEHTOB) ;

OCYILIECTBIISATH CPOKOBBIM KOHTPOJIb UCTIOJIHEHHS
JIOKYMEHTOB;

OCYILECTBIISATh MOATOTOBKY U OTIIPABKY
UCXOJALINX IOKYyMEHTOB;

COCTaBJIATh OTYETHI U AaHAJTUTUYECKHE CIPABKU
00 MCIIOJIHEHUH JJOKYMEHTOB;

BECTH WH(POPMAIIMOHHO-CIIPABOYHYIO paboTy
10 JIOKYMEHTaM;

OCYILIECTBIISATH pabOTy C OpraHU3aIMOHHO-
pacropsaNTEIbHBIMI JOKYMEHTAMHU

B aBTOMATU3UPOBAHHLIX CUCTCMAX.

3Hanusa:

HOPMAaTHBHBIC MPAaBOBBIC aKThl Poccuiickoi
®denepanuu B chepe IeI0mpoOUu3BOJICTBRA;
JIOKAJIBHBIC HOpMaTI/IBHBIG aKThI,
periiaMeHTUPYIOLTUE A TEIHbHOCTh CITYKObI
JIeJIOTIPOU3BOJICTBA U €€ PaOOTHUKOB,
OpraHU3aIMIO BEJICHHUS JIEJIONPOU3BOJICTBA;
COBpeMeHHbIe HH(OPMALIMOHHBIE U
KOMMYHUKAIIMOHHBIE TEXHOJIOTHH, IPUMEHSIEMBIE
B paboTe ¢ JOKYMEHTaMH;

CTPYKTYypa OpraHU3aINH, PyKOBOJICTBO
CTPYKTYPHBIX MOApPA3ACIICHN, 00pa3Ilbl
HOHHHCCﬁ JIAIL, UMCIOIIUX npaBo IIOoAIINCaHUus N
YTBEPKIAECHUA TOKYMEHTOB,

Y OTPAHUYEHUS 30H UX OTBETCTBEHHOCTH;
MpaBUjIa PyCCKOIO A3bIKA;

TpeOOBaHUS OXPAHBI TPY/IA.

1K 1.8. Odopmiisats
JOKYMEHTHI 110
JMYHOMY COCTaBY U
OpraHU30BBIBAThH

HaBbixu

odopMIIeHUS TOKYMEHTOB TI0 JINYHOMY COCTaBY
W OpraHu3aIy paboThl C HUMHU, B TOM YHCIIE C
HCIOJIb30BAHUEM aBTOMATU3UPOBAHHBIX CUCTEM
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paboTy ¢ HUMH,

B TOM YHCJIE C
UCIIOJIb30BaHUEM
ABTOMATU3UPOBAHHBI
X CHCTEM

Ymenus:

o0ecreynBaTh COXPaHHOCTh MEPCOHATBHBIX
JTaHHBIX pa0OTHUKOB;

OpPraHU30BBIBATH IOKYyMEHTOOOOPOT 1O
IPEJCTAaBICHUIO JOKYMEHTOB I10 IEPCOHATY B
rOCyJapCTBEHHbIE OPIaHblI;

OpraHU30BBIBAThH IOKYMEHTOOOOPOT IO YyUYETY
U JIBUKEHUIO PAOOTHUKOB;

BECTH BOMHCKHI y4ET paOOTHUKOB,;

BECTH yu€T pabouero BpeMeH! pabOTHUKOB;
0OpMIIATH OpPraHU3alUnOHHO-
pacnopsAUTENbHbIE JOKYMEHTBI 110 IUYHOMY
COCTaBYy;

BECTH PETUCTPALIMIO, YUET, OTIEPATUBHOE
XpaHEeHHE JIOKYMEHTOB 110 JUYHOMY COCTaBY;
BECTH JJOKYMEHTAIUIO, T0ATBEPKAAIOLLYIO
CBE/ICHUS

0 TPYJOBOM JESITEILHOCTU U TPYAOBOM CTaXe
PabOTHHUKOB;

(dbopMHUpOBATh JTMYHBIE JIe)Ia pAOOTHUKOB,
0(pOpMIISITH JieN1a [0 JIUYHOMY COCTaBYy JAJIs
nepeaavu

B apXMB OpraHMU3alluy;

paboTaTh CO crielualIn3uPOBaHHBIMU
MH(POPMALIMOHHBIMH CUCTEMaMH U 6a3aMu
JTAaHHBIX 110 BEJACHUIO YUETa U JBHXKEHUIO
PabOTHHKOB.

3unanusa:

HOpPMAaTHBHBIE IIPAaBOBbIE aKThl Poccuiickon
®denepannu B chepe TPYAOBLIX OTHOIICHU;
JIOKaJIbHbIE HOPMATHUBHBIE AKTHI,
pETIIaMEHTUPYIOIHUE TPYAOBBIE OTHOLLIEHUS;
COBpeMeHHbIe HH()OPMALIMOHHO-
KOMMYHUKAIMOHHbIE TEXHOJIOTHH, IPUMEHSIEMbIE
B paboTe ¢ JOKyMEHTaMH 10 JINYHOMY COCTaBY;
CTPYKTYypa OpraHu3aiiu, pyKOBOACTBO
CTPYKTYPHBIX ITOAPA3IAECICHUI;

MpaBuJIa IEJIONPOU3BOICTBA;

MPaBUJIa PYCCKOTO S3BIKA;

STHKAa JACIOBOr0 OOIICHUS;

TpeOOBaHUS OXPAHBI TPY/IA.

IIK 1.9.
OpraHu30BbIBATH

HaBbiku
OpraHu3aIMy TEKYIIETrO XpaHEHUs T0OKYMEHTOB,
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TEKYIIEe XPaHCHHE
JIOKYMEHTOB,
00paboTKy e st
OIIepaTUBHOIO

U apXUBHOTO
XpaHEHUs, B TOM
YHCIIE C
UCIIOJIb30BaHUEM
ABTOMATHU3UPOBAHHbI
X CUCTEM

00paboTKH A€ sl OIIEPATUBHOTO U APXUBHOTO
XpaHEHHs1, B TOM YHCIIE C UCTIONIb30BaHUEM
aBTOMAaTU3MPOBAHHBIX CUCTEM

YMenusn:

paszpabaThiBaTh HOMEHKJIATYPY eI
OpraHu3aIuy;

MIPOBEPSITH MPABMIBHOCTD 0()OPMIICHHS
IIOKYMCHTOB U OTMECTKHU 06 HUX UCIIOJIHCHUHN
nepen ux GopMupoBaHUEM B JEJIO JJIS
MOCIIEAYIOIIETO XpaHeH s ; POPMUPOBATH JeNa,
KOHTPOJIUPOBATH MPaBUILHOE U CBOEBPEMEHHOE
pacrnpeiefieHre 1 MOAIMBKY IOKYMEHTOB B Jiea
B COOTBETCTBUHU C HOMEHKJIATYPOH JEIT;
MIPOBEPATH CPOKU XPAHEHHS TIOKYMEHTOB,
COCTaBJIATH IPOTOKOJI pabOThI AIKCIIEPTHOM
KOMUCCHH T10 TIOJITOTOBKE JOKYMEHTOB K
nepeaayue B apxus;

COCTABJIATH aKT O BBIACJICHUHA K yHI/ILITO)KeHI/IIO
IIOKYMCHTOB, HC ITOJIC)KAIIIUX xpaHeHmo;
COCTaBJISITh aKT 00 YHUUTOXEHUH IOKYMEHTOB;
OCYIIECTBIISITH TIOJTHOE WJIM YaCTHYHOE
odopMIICHHE JIe] BPEMEHHOTO, ITOCTOSIHHOTO,
JIOJITOBPEMEHHOTO CPOKOB XPaHEHHS,
COCTaBIISITh OMUCHU eIl CTPYKTYPHBIX
MoApa3AesIeHUd MOCTOSTHHOTO, I0JTOBPEMEHHOTO
CpOKOB XpaHCHI/ISI JJIA nepez[atm JCII B apXI/IB
OpraHu3aIuy;

MPUMEHSTHh HH(OPMALIMOHHO-
KOMMYHHKAITMOHHBIE TEXHOJIOTHH MPHU paboTe ¢
JIOKYMEHTaMHU.

3Hanus:

HOpPMAaTHBHBIE IIPAaBOBbIE aKThl Poccuiickon
®denepanuu B chepe IeI0mMpOru3BOICTBA U
apXUBHOTIO JIENIa;

JIOKaJbHbIE HOPMATHUBHBIC aKTHI,
perIaMEHTUPYIOIINE BEICHUE ACIONPOU3BOICTBA
U TIepeiauy J1e7l B apXUB OpraHu3allly;

BUJIBI HOMEHKJIATYp Jell, o01Ire TpeOboBaHus K
HOMEHKJIaType e, MOPsA0K paboThl C HEl;
nopsI0K GopMUPOBaHUS U 0popMIIeHUS Ael,
crieniuduka GopMUPOBAHHS OTIEITBHBIX
KaTeropuil e,

MpaBWIa XpPaHEHUS 1€, B TOM YHCIIE C
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JOKYMEHTaMH OIpaHHYEHHOT'O JI0CTYIIA;
IpaBUJjIa BbIIAYM U MCIIOJB30BaHMS JOKYMEHTOB
13 c(OPMHUPOBAHHBIX JICIT;

MOPSI0K UCIIOJIb30BaHUS TUTIOBBIX MIIH
BEJIOMCTBEHHBIX TIEpEUHEH TOKYMEHTOB,
OIIpEJICIICHNUs] CPOKOB XpaHEHHS B TIpOIIecce
OKCHEPTH3bI IICHHOCTU JIOKYMEHTOB;

BUJIBI OMTUCEH JeT1 OpraHU3aIyu 1 MOPSI0K
paboThI

C HUMH,

TpeOOBaHUS OXPAHBI TPY/IA.

Opranuzanust
ApXUBHOI pabOTHI
0 TOKyMEHTaM
OpraHu3arui
pa3nuuHbIX hopm
COOCTBEHHOCTH

[K 2.1.
OcCylecTBIISTh
KOMIUIEKTOBaHUE
ApPXUBHBIMHU JIeJIaMU
(ToxymMeHTaMu)
apXvBa OpraHU3aINH

HaBbiku

y4acTHs B KOMIJIEKTOBAHUM APXUBHBIMU JE€JIAMU
(ToKyMeHTaMH) apXuBa OPraHU3aINH

Ymenus:

paboTaTh ¢ moapa3aeIeHUsIMU/OpraHu3alusIMu
HMCTOYHUKAMU KOMILICKTOBaHUS apXUBa;
MIPUHUMATh apXUBHBIC JIeJ1a (JIOKYMEHTHI) Ha
IIOCTOSIHHOE WJIM JIOJIFOBPEMEHHOE XPaHEHUE;
Y4acTBOBATh B MPOBEACHUU IKCIIEPTU3HI
LIEHHOCTH Pa3JIMYHbIX TUIIOB U BU/IOB
JIOKYMEHTOB B COOTBETCTBUU C BHYTPEHHUMU
periiaMeHTaMH OpraHu3alluy;

MPUMEHSTh B pab0oTe peKOMEHAAlUU SKCIIEPTHO-
MPOBEPOYHON KOMHUCCUU WJTN SKCIIEPTHOMN
KOMHCCHH OpPTaHHU3aI1H;

MIPUMEHSTD MEPEYHH C YKa3aHUEM CPOKOB
XpaHEeHus el (J0KyMEHTOB);

coOr0aTh HOPMAaTHUBHBIE CPOKH XPAHEHUS JEI
(ITOKyMEHTOB);

BECTU Y4YET HCTOYHUKOB KOMILIEKTOBAHUS
apxuBa;

HCII0JIb30BaTh MEPEAOBOM OTEUECTBEHHBIN U
3apyOEKHBIN OMBIT MO KOMIUIEKTOBAHUIO apXUBa
JenamMu (JIOKYMEHTaMHM ) TIOCTOSTHHOTO U
JTIOJITOBPEMEHHOTO XPaHEHNS,

HCIOJIb30BaTh COBPEMEHHBIE
aBTOMAaTU3HPOBaHHBIC, HHPOPMAIIMOHHBIE U
TEJIEKOMMYHUKAIITUOHHBIE TEXHOJIOTUH
JIOKyMEHTHPOBAHHBIX chep NesTeNbHOCTH
OpraHu3alu.

3HaHusn:
HOPMAaTHBHBIE PAaBOBbIE aKThl Poccuiickon
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denepanuu B chepe IeT0mponu3BOICTBA U
apXUBHOTO JIENIa;

HAay4YHO-METOJAMYECKUE KPUTEPUH IKCIIEPTUIbI
LIEHHOCTHU Pa3JIMYHbIX TUIIOB U BUIOB JIEJ
(TOKYMEHTOB);

TEOPETUYECKUE U METONYECKUE aCIIEKThI
KOMILIEKTOBAHMS M KCIIEPTU3bI IIEHHOCTH BCEX
BUJIOB JOKYMEHTOB;

BU/JIbI, PA3HOBUIHOCTH U ()OPMATHI BCEX BUIOB
JIOKYMEHTOB;

VHU(PUITUPOBAHHYIO CUCTEMY OpraHU3allMOHHO-
pacropsIUTEIIbHON JOKYMEHTALINH;

CTaHAapThl 0POPMIICHUS OpraHU3aAUOHHO-
pacnopsIUTENbHON JOKYMEHTALINH;

CIOCOOBI M TEXHOJIOTUU IOKYMEHTUPOBAHHUS
pa3IMYHBIX BUJOB MPOQecCcroHalIbHON
JIeATEIbHOCTH;

OpraHU3aIMOHHBIC TPUHIUIIBI KOMIUICKTOBAHUS
Jien (IOKYMEHTOB) OTPaHUYEHHOTO JIOCTYIIA;
TpeOOBaHUS OXPaHbI TPY/IA.

[IK 2.2. Bectu yuér
ApPXUBHBIX el
(IIOKyMEHTOB), B TOM
qrcie

C MCITOJIb30BaHHEM
ABTOMATH3UPOBAHHEI
X CHCTEM

HaBbixu

BEJICHUS Y4ETa apXUBHBIX JIeN (JOKYMEHTOB), B
TOM YHCJI€ C MCIOIB30BaHUEM
ABTOMATU3UPOBAHHBIX CUCTEM

YmMmenus:

MOJIE30BATHCS YUYETHBIMU JOKYMEHTAMH B paMKax
AJIEKTPOHHBIX HH(POPMAIIMOHHBIX CHCTEM
JIOKyMEHTHPOBAHHBIX c(hep NeATeITBHOCTH
OpraHu3aIuy;

MOJIb30BATHCS CEPTUDUIIMPOBAHHBIMU
aBTOMAaTHU3HPOBAaHHBIMU CUCTEMaMU
JIOKyMEHTHUPOBAHHBIX chep NesTeNbHOCTH
OpTaHM3AINH 110 YYETY, pETUCTPAIIUN, KOHTPOITIO
nen (IOKYMEHTOB);

0JIb30BATHCS WH(OPMAITMOHHO-CIIPABOYHBIMHU
CHUCTEeMaMH JJOKyMEHTHPOBAHHBIX chep
JESITEIbHOCTH OpraHu3alluy;

BECTH CIPABOYHO-TIOMCKOBEIE CPEICTBA K
aApPXUBHBIM JIeJIaM (JIOKYMEHTaM);

BECTH YUET CTPaxoBOro PoHIa apXUBHBIX JIET
(TOKyMEHTOB);

MIPUMEHSITh HOPMAaTHBHEIC PAaBOBBIC aKTHI,
JIOKQJIbHBIC HOPMATHBHBIE aKThI OPTaHU3AIUH H
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METOJMYECKHUE TOKYMEHTHI B 00JIacTH y4éTa
apXUBHBIX A€l (JOKyMEHTOB);

BHOCHUTbD MPEAJIONKEHUS TT0 COBEPIIICHCTBOBAHUIO
METOJIMYECKOT0 00eCIIeYeHHS YIETa Pa3HbIX
BHJIOB JJOKYMEHTOB B JIOKYMEHTHPOBAaHHBIX
chepax IeaTeIbHOCTH OpraHU3aIHH.

3HaHusn:

HOPMAaTHUBHBIE IIPAaBOBbIE aKThl Poccuiickon
®enepanyu B chepe AeT0NPOU3BOICTBA U
apXUBHOIO JI€1a;

METOJIMYECKHUE IOKYMEHTHI i HallMOHAJILHBIC
CTaHAapThl B 00JacTu yuéra JOKYMEHTOB U
JIOKyMEHTHUPOBAHHBIX cep NesTeIbHOCTH
OpraHu3aIuy;

OTEUYECTBEHHBIC U 3apYyOEIKHbIC
cepTu(GUIMPOBAHHBIC CHCTEMBI
aBTOMATH3MPOBAHHOTO YUETa apXUBHBIX JIEJT
(1OKyMEHTOB);

TpeOOBaHUS K yUETY 0CO00 IIEHHBIX U
YHHUKAJIbHBIX apPXUBHBIX JeI] (JOKYMEHTOB);
CPOKH BBITIOJTHEHUS pabOT MO Y4ETY apXUBHBIX
nen (I0KyMEHTOB);

o011Me MPUHIMIBI y4ETa U KOMITJICKTOBAHHUS JIEJ
(IOKyMEHTOB) OIPaHUYEHHOTO JJOCTYIIA;
TpeOOBaHUS OXPaHBI TPY/IA.

I1K 2.3.
OcyiecTBISITh
XpaHCHUE apXHBHBIX
nen (I0KyMEHTOB)

C IOCTOSIHHBIM
CPOKOM XpaHCHHS U
10 JTMYHOMY COCTaBY
B apXHBE
OpraHu3aIiu

HaBbixku

OCYILIECTBIICHUS XPAHEHUS APXUBHBIX JIE]T
(ITOKYMEHTOB) C MOCTOSIHHBIM CPOKOM XPaHEHUS
Y T10 JUYHOMY COCTaBY B apXUBE OpraHU3aluu

Ymenus:

CHCTEMaTH3UPOBATh Jefia (JOKYMEHTHI);
pa3MeniaTth apXUBHbIE Jiea (JOKYMEHThI) Ha
MeCTax XpaHEHHs B COOTBETCTBUH C
HOPMaTUBHBIMH TpeOOBaHUSAMU B 001acTU
apXHWBHOTO JIeJ1a U YIPaBJICHUS JOKYMEHTaMH,
co0JII0/1aTh HOPMATHBHBIE PEKUMBI XpaHEHHUS
ApXUBHBIX €T (JIOKYMEHTOB) Ha JTIOOBIX
HOCHUTEIISIX;

MIPOBOJIUTH MTPOBEPKY MOJTHOTHI COCTaBa
apXHWBHBIX JOKYMEHTOB B €IMHHIIAX XPAHCHHUS;
MIPOBOJIUTH OTIMCAaHUE APXUBHBIX JIEIT
(TOKyMEHTOB);

COCTaBIISITh CIIPAaBOYHO-TIOUCKOBBIE CPEACTBA K
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apXUBHBIM JIeJIaM (JIOKYMEHTaM);

BECTHU YUYET U KOHTPOJIb BBIJJAYN APXUBHBIX JEI
(IOKYMEHTOB) U3 apXUBOXPAHUIIUIIA U UX
BO3BpATa;

BECTH YYET U KOHTPOJIb MEepeavn eI
(TOKYMEHTOB)

B rOCYJIapCTBEHHBIN/MYHUITUTIATBHBIA apXUB UK
Ha MHOE BHEITHEE XpaHEeHHe U mpuéma Jiel ¢
BHEITHETO XPaHCHHUS,

MIPOBONTH MOJIUCTHYIO MPOBEPKY (PU3HUECKOTO
COCTOSIHUS ieJT (JOKYMEHTOB);

pa3bICKUBATh HEOOHAPYKEHHBIE Jie1a
(TOKYMEHTHI);

3alUIIaTh HH(HOPMALMOHHBIE PECYpPChI apXHUBa
OT HECAaHKIIMOHUPOBAHHOTO JIOCTYTIA.

3HaHunA:

HOPMaTUBHbIE MPaBOBbIe aKTbl Poccuiickoim
®enepanyn B chepe AeT0NPOU3BOICTBA U
apXUBHOTO JI€Na;

HOpMaTHBHBIE IIPaBOBbIE aKThl Poccuiickoi
denepanuu B 001acTH HHPOPMAILIHH,
MH(POPMALIMOHHBIX TEXHOJIOTUH, 3aIIUTHI
uHGOpMAaLUU U IEPCOHATIbHBIX JAHHBIX,
nudpoBoit TpanchopManuu;

HOPMAaTHUBHBIE IPABOBbIE aKThl Poccuiickon
®enepannu B 00JaCTH KOH(DUIEHIIUAIBHOCTH
uH(popMaLnu;

[IpaBUJia XpaHEHUs /1] (TOKYyMEHTOB) B
COOTBETCTBUU C UX TUIIAMH;

Hops10K (OPMHUPOBAHHUS TOKYMEHTOB B
KOMIUIEKTBI, TPYIIIbI, TUIIBI;

TpeGoBaHuUsA K 0)OPMIIEHHUIO JOTOBOPOB Ha
peain3alnio YCIyTr BHEIIHETO XpaHEHHUs JIe
(TOKyMEHTOB);

CPOKH BBIIIOJTHEHUS padoT;

TpeOOBaHUS K YCTAaHOBJICHHBIM HOpMam
BBIpaOOTKH;

TpeOOBaHUs OXPaHBI TPYIA.

[IK 2.4.
Ocy1iecTBISTh
XpaHEeHHe,
KOMIIJICKTOBaHHC,

YYET U

Hasbiku

o0ecrieyeHNs XpaHeHUs, KOMITJIEKTOBAaHUs, yuéTa
u

MCIIOJIb30BaHUs 1€l (IOKyMEHTOB) BPEMEHHOTO
XpaHEHUs
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HCIIOJIb30BaHUE Ae
(IOKYMEHTOB)
BPEMEHHOT'0
XpaHEHUS

Ymenus:

OpPraHU30BBIBATH U 00ECTICUNBATH XPaHEHHE JET
(10KYMEHTOB) BPEMEHHOT'O XPAHECHHUS
OpraHHu3aly B TPAAULIMOHHOM U B 2JIEKTPOHHOM
BUJIC;

KOHTPOJIMPOBATh Pa3pabOTKy CTPYKTYPHBIMU
HOJPa3/IeIEHUSIMH OMMCEN U aKTOB O BBIJEICHUN
Ha YHMUYTOXEHHUE /i1 (JOKYMEHTOB) BPEMEHHOI'O
XpaHEHUs B TPAJULIMOHHOM U B 3JIEKTPOHHOM
BU/IE;

(bopMHpOBATH €AUHUIIBI XPAHEHUS IOKYMEHTOB
JUISL UX TIOCJIEIYIOIIETO pa3MELICHUs B apXUBE
OpraHu3aluy;

COCTaBJIAThH CIIPAaBOYHO-TIOMCKOBBIE CPE/ICTBA K
aApXUBHBIM JIeJIaM (JIOKyMEHTaMm);

OCYILECTBIIATh MOUCK /1€ (JOKYMEHTOB)
BPEMEHHOI'0 XpaHEHHUs B MPOLIECCE UX XPAHEHUS
B CTPYKTYPHBIX [TOJIpa3/JICJICHUSAX U apXUBE
OpraHu3aluy;

OCYIIECTBJISATh METOJUYECKOE PYKOBO/ICTBO
OopraHu3anueil XxpaHeHus Aei (J0KyMEHTOB)

B CTPYKTYPHBIX MOAPA3JeICHUSIX OPraHU3aluu;
OKa3bIBaTh CTPYKTYPHBIM MOPA3/IEIEHUSIM
IPAaKTUYECKYIO TIOMOIIb B OpraHU3aluu
XpaHeHus Ael (JOKYMEHTOB);

pa3pabaThIBaTh CIIpaBOUYHO-UH(POPMAIIOHHBIE
JIOKYMEHTBI 110 OpTaHU3allu1 UCII0JIb30BaHUS Jell
(IOKyMEHTOB) BPEMEHHOI'O XpaHEHUS B
CTPYKTYPHBIX NOJIpa3/ieNICHUsIX U apX1Be
OpraHu3aluy;

IIPOBOAMTH IKCIIEPTU3Y LIEHHOCTH JEJI
(TOKyMEHTOB) BpEMEHHOI'O XpaHEHUs,
NEepeaHHBIX B APXUB;

OTPEEINATh CPOKU XpaHEHUS /e (JOKyMEHTOB)
BPEMEHHOI'O XpaHEHUS;

oOecreunBaTh 3aIUTY Je1 (JOKYMEHTOB)
BPEMEHHOI'O XpaHEHUs B OPraHu3aluu OT
HECaHKLMOHMPOBAHHOIO JOCTYTIA WIH
YHUYTOXKEHHUS;

POBOJUTH (pU3HUYECKOE YHUUTOKEHHUE JelT
(TOKyMEHTOB) BpPEMEHHOTO XpaHEHMSI C
UCTEKIIMMH CPOKaMH XPaHEHHUs [1OCIIe
COTJIACOBaHUs CO CTPYKTYPHBIMHU
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MOIpa3/IeICHUsIMUA OpTaHU3aIIH;
0opOpPMIISITh YIETHBIE TOKYMEHTHI 00
YHUYTOXKEHUHU 1] (IOKYMEHTOB) BPEMEHHOTO
XpaHEHUs C HCTEKIIMMHU CPOKAMU XpaHEHUS
COBMECTHO CO CTPYKTYPHBIMHU
noapasaeneHuAMM opraHm3saLmm.

3HaHuA:

HOPMAaTHUBHBIE IIPAaBOBbIE aKThl Poccuiickon
®enepanyu B chepe AeT0NPOU3BOICTBA U
apXMUBHOIO JI€J1a;

HOPMAaTHUBHBIE IIPABOBbIE aKThl Poccuiickon
®enepanyy B 001aCTH 3aILUTHI IEPCOHAIBHBIX
JIlaHHBIX;

HOpPMaTHUBHBIE ITPaBOBbIE aKThl Poccuiickoii
®enepanyu B 00:1acTH KOH(DUICHINAIBHOCTH
uH(popMaLuu;

METOJIMYECKHE JOKYMEHTHI U HallHOHAJIbHBIE
CTaHAapThl B 00JaCTU JEJIONPOU3BOJICTBA U
apXHUBHOIO JIEJ1a;

METOAMKA pa3padoTKU (GOpM yUETHBIX
JIOKYMEHTOB B TPAJULIMOHHOM U B 3JIEKTPOHHOM
BU/JIE;

IpaBUjIa CUCTEMATH3ALMU U KI1aCCU(PHUKALIMU
JIOKYMEHTOB;

0COOEHHOCTH OpraHU3AIMK XpaHEHUS eI
(IOKyMEHTOB) Ha Pa3IMYHbIX HOCUTEISX;
KPUTEPUU OTIpeIeNIEHUs IICHHOCTH J1e
(TOKyMEHTOB) /17151 1ajibHEHIIero XpaHeHus Win
YHUUYTOKEHUS;

TpeOOBaHUs K MpolleccaM YHUUYTOXKEHHUS
uHpOpMAaLUU B TPAJIUIIMOHHOM U 3JIEKTPOHHOM
BU/IE;

TpeOOBaHUS OXPaHbI TPY/IA.

[IK 2.5.
OcCymiecTBISITh
UCTIOIb30BaHUE
APXUBHBIX eI
(IIOKyMEHTOB), B TOM
qucie ¢
UCIIOJIb30BaHUEM
ABTOMATH3UPOBAHHBI
X CHCTEM

HaBbiku

OCYIIECTBIICHUS UCTIOIb30BAHMS APXUBHBIX JIETT
(TOKYMEHTOB), B TOM YHKCJIE C UCTIOJIb30BaHUEM
aBTOMAaTU3UPOBAHHBIX CUCTEM

Ymenus:

CHCTEMaTH3UPOBaTh U 0000IATh CBEJICHUS O
COCTaBE M COJICPKAHUN apXUBHBIX eI
(TOKyMEHTOB);

UCTIOJTB30BaTh HH(POPMAITMOHHBIE TEXHOJIOTHU B
001aCTH CO37]aHUS CIIPABOYHO-TTOMCKOBBIX
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CPEJICTB apXUBa U TIOKYMEHTHPOBAHHBIX cep
JIeATETbHOCTH OpraHU3allNH;

(GhopMHUPOBATH OCHOBHEIE U BCIIOMOTATEIILHBIC
BU/IbI ADXUBHBIX CIIPABOYHUKOB B 3JIEKTPOHHOM
dopme;

MOJrOTaBIUBATh NHPOPMAIIMOHHBIE IOKYMEHTHI
IO 3ampocam IMoJb30BaTeNei pa3IuYHbIX
KaTeropuil.

3HaHun:

HOPMAaTHUBHBIE IIPAaBOBbIE aKThl Poccuiickon
deneparun B cepe IeI0MPOU3BOICTBA;
HOPMAaTHUBHBIE IIPABOBbIE aKThl Poccuiickon
®enepanyy B 001aCTH 3aILUThI IEPCOHAIBHBIX
JlaHHBIX;

METOAMYECKHE JJOKYMEHThI B 001aCTH
UCIOJIb30BAaHUS U ITyOIIMKALUU apXUBHBIX /1€
(1OKyMEHTOB);

cepTuuIrpoBaHHbIE THPOPMAILIMOHHO-
IIOMCKOBBIE CUCTEMBI B 00J1aCTH pa3pabOTKU
Hay4YHO-CIIPaBOYHOIO arapara
JIOKYMEHTHPOBaHHBIX c(hep NesITeIbHOCTH
OpraHu3alLuy;

CPOKH BBINIOJHEHUS PabOT IO OpraHu3aluu
UCIOJIb30BAHUS ApXUBHBIX /1€ (JOKYMEHTOB);
OpraHU3al[MOHHbIE TPUHIUIIBI UCTIOIb30BAHUS
JIOKYMEHTOB OIPaHUYEHHOI0 JIOCTYTIA;
TpeOOBaHUS K MOJITOTOBKE APXUBHBIX CIIPABOK U
BBIIMCOK U3 ApXUBHBIX IOKYMEHTOB;
TpeOOBaHUs OXPaHBI TPY/a.
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Marpuna coorBeTcTBUsI BUAOB AesiTeabHOcTH 10 PI'OC CIIO Buaam npodeccuoHaIbHOT
NesiTeIbHOCTH MO NPo¢ecCHOHAIBHBIM CTaAHAAPTAM

HanmeHoBaHMe BUIOB
ACATCJIbHOCTH U

Kox v HanmenoBaHue

OPraHvu3alMOHHOI0 U TOKYMEHTAIUOHHOT'0
o0ecrevyeHust AECATCJIbHOCTH OPraHu3anuuu

[1K 1.1. OcymecTBisaTh npuéM-niepeady
yIpaBJIeHYE€CKOM nH(popManuu

C IIOMOIIbIO CPEJICTB

MH(pOPMAaLMOHHBIX

1 KOMMYHHUKALIMOHHBIX TEXHOJIOIHH

I1K 1.2. KoopaunupoBaTh paboTy NpHEMHOM
[PYKOBOIUTENS, 30H

IpreMa pa3IndHbIX

KATeTOpHil OCETUTENIEN OpraHU3alNY;

[1K 1.3. Braners HaBbIKaMu IJIaHUPOBAHMS
paboyero BpeMeHu
[PYKOBOJMTEIS U CEKpeTaps;

npogeccuoHaIbHBIX IC, OT®, T®
KOMIICTEeHIMIA:
BI1 1. OcyurecTBjieHne 07.002 IIC  «Cnenuajucr 1o

OPraHU3aUMOHHOMY U JOKYMEHTAIIHOHHOMY
o0ecrie4eHNI0 YIIPABJIEHUS] OPraHu3amnuein»
OT® A OpranuzannoHHoe o0ecrieueHne
MesATeTbHOCTH OpraHU3alNH

A/01.3 [Ipuem u pacnpenencHue TeIePOHHBIX
3BOHKOB OpraHU3aI[u1

OT® C Oprann3alluOHHOE, TOKYMEHTAllHOHHOE U
H(pOpMaLIMOHHOE 00ecrieueHne AeITeIbHOCTH
[PYKOBOJMTEIIS OpraHu3aIuu

C/03.6 Opranu3zaiyst TesieOHHBIX IEPErOBOPOB
PYKOBOJIUTEIS

OT® A OpranuzaimoHHOE 00eCIICUCHHE
esITeIbHOCTH OpraHU3aIuH

A/02.3 Opranuzanus paboThl C TOCETUTENSIMHU
OpraHu3aIu

OT® C OpranusaiioHHoe, JOKYMEHTAlUOHHOE U
MH(pOpMaIMOHHOE 00ECTICUCHHE IeITEIbHOCTH
[PYKOBOJUTENSI OpraHU3a[uu

C/05.6 Opranuzanusi paboThl C TOCETUTEIISIMH B
MPUEMHON PYKOBOAMUTEIS

OT® C OpranuszaniuoHHOE, JOKYMEHTAlMOHHOE U
nH(pOpMaIMOHHOE 00eCTIeYeHHUE eI TEIbHOCTH
PYKOBOJIUTEIST OPTaHU3AIIH

C/01.6 OxazaHue NOMOIIM PYKOBOAUTEIIO B
TUTAHUPOBAHUH Pa0OYEeTo BpeMEHU

C/02.6 ITnanupoBanue pabovero AHs CeKpeTaps

OT® C OpranuszaniioHHOE, JOKYMEHTAlMOHHOE U
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[1K 1.4. OcyiecTBasiTh MOATOTOBKY
IIEJIOBBIX TIOE37]0K PYKOBOIUTEIS
W IPYTUX COTPYAHUKOB OpPraHU3aIUu;

[1K 1.5. Bragets cioco6amu opraHu3aiuu
[pabouero MpoOCTpaHCTBA MPUEMHON U
KaOMHETa PYKOBOJIUTEIIS;

[1K 1.6. OcymiecTBasTh paboTy 1Mo
MOATOTOBKE

Y IPOBEJICHUIO KOH(PEPEHTHBIX
MEpOIPUATHIA, 00ecrieunBaTh
MH(OPMALIMOHHOE B3aMOJICHCTBHE
[PYKOBOJMTEIIS C MOAPA3ACICHUSIMU
U JOJIKHOCTHBIMU

ITUIIaMU OpraHu3aluy,

[1K 1.7. OdopmasaTs
OpraHU3aLMIOHHO-PACIIOPSAAUTEIbHBIE
TTOKYMEHTBI 1 OPraHU30BBIBaTh padoTy ¢
HUMH, B TOM YHCJIE C UCIIOJIb30BaHUEM
ABTOMATHU3MPOBAaHHBIX CUCTEM;

MH(pOpPMALMOHHOE 00ecTIeYeHHE ACATEIbHOCTH
PYKOBOJIUTEISI OPraHU3aIIH

C/04.6 Opranuzamysi KOMaHIHPOBOK
PYKOBOJTUTENS

OT® C OpranuzanoHHOE, JOKYMEHTAIlMOHHOE U
MH(pOpMaIMOHHOE 00ECTICYCHHE IeITEIIbHOCTH
[PYKOBOJIMTEIISI OPraHUu3aIuu

C/08.6 Opranu3zaiysi 1 noAep:KaHue
(yHKIIMOHAJIHLHOTO pabovero MpocTpaHcTBa
MPUEMHON 1 KaOMHETa PYKOBOIUTEIISI

OT® A OpranuzaimoHHoe 0OecTieueHHne
IMesSATeTbHOCTH OpraHU3aAlNH

A/03.3 BeinonHeHne KOOPAMHUPYIOMIHUX U
oOecrieunBarOmuX QyHKIUI

OT® C Oprann3aluOHHOE, TOKYMEHTAMOHHOE U
1H(}OpMaLOHHOE 00ecrieueHUE AeATEIbHOCTU
[PYKOBOIHUTEIISI OpTraHU3aI[uN

C/06.6 Opranu3anus NOArOTOBKH, IPOBEICHUS U
00CTyKUBaHUST KOHPEPEHTHBIX MEPONPUITUN
C/13.6 ObecnieueHre pyKOBOAUTENS
nHpopMmaren

C/14.6 Opranuzamus ”HPOPMAITTOHHOTO
B3aMMOJICHCTBHS PYKOBOIUTEINS C
MOIpa3/ICIICHUSIMU U JIOJDKHOCTHBIMH JTUT[AMHU
OpraHu3aIuu

OT® B /lokymeHTallmOHHOE O0ecrieueHue
esITeIbHOCTH OpraHU3aluH

B/01.5 Opranusanus paboTsl ¢ JOKyMEHTaMU
OT® C OpranuszaniioHHOE, JOKYMEHTAIlMOHHOE U
MH(pOPMaLMOHHOE 00ecieueHHE AEeATeNbHOCTU
PYKOBOJIUTEISI OPTaHU3AIIH

C/07.6 Opranu3zanus UCIIOJIHEHUS PEIIEHUH,
OCYILIECTBJICHHE KOHTPOJISI MCIIOJIHEHMSI
MOPYYEHUN PYKOBOIUTENS

C/09.6 PazpaboTka JOKaIbHBIX HOPMATUBHBIX
AKTOB, PErJIaMEHTUPYIOIINX paboTy cekpeTaps
C/10.6 CocraBnenue u opopmiieHUE
YIIpaBJIEHYECKOH TOKyMEHTAllUU

C/11.6 Opranuzanust paboThl C TOKYMEHTaMU B
MIPUEMHON PYKOBOJUTEIS
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I1K 1.8. Odopmusars

TTOKYMEHTBI 110 THYHOMY COCTaBY U
OPraHU30BBIBATH PAOOTY C HIMH,

B TOM YHCJIE C HCIIOIb30BaHHEM
ABTOMATH3UPOBAHHBIX CHCTEM,;

I1K 1.9. Oprann3oBsIBaTh TEKyIEE
XpaHEHHE JTOKYMEHTOB, 00pa0OTKY 1€ AJIst
OIIEPATUBHOTO U ApXUBHOTO XPAaHEHHUS, B
[TOM YHUCJIE C HCIIOJIb30BaHHEM
ABTOMAaTU3HPOBAHHBIX CUCTEM

OT® B JlokymeHTanIMOHHOE oOecrieueHne
NMEesITeIbHOCTH OPTaHN3aIluN

B/02.5 Opranuzanus TEKyImero XpaHeHus
ITOKYMEHTOB

OT® B JlokymeHTanIMOHHOE oOecrieueHune
MesATeTbHOCTH OpraHu3aluu

B/03.5 Opranusaius 00pabOTKu aem s
MOCJICIYIOIIEro XpaHSHUSs

OT® C OpranuzanuoHHOE, JOKYMEHTAIMOHHOE U
MH(pOpMaIMOHHOE 00ECTICYCHHE IeITEIbHOCTH
PYKOBOIUTEISI OpraHU3aI[uu

C/12.6 Opranuzanus XpaHeHHsI TOKyMEHTOB B
MPUEMHON PYKOBOIUTEIS

B/l 2. Opranusauusi apxuBHOii paGoThl 1O
TOKYMEHTaM OpraHu3aiuii pa3IndHbIX (Gopm
CO0CTBEHHOCTH

[IK 2.1. OcymecTBisiTh KOMIUIEKTOBaHUE
apXUBHBIMH JIeJIaMU (JIOKYMEHTaMH1) apXuBa
OpraHu3aIluy,

[IK 2.2. Bectu y4é€r apXuBHBIX Jel
(1OKyMEHTOB), B TOM qHUCIIe c
VCII0JIb30BAHUEM aBTOMATHU3UPOBAHHBIX
CHUCTEM;

[1K 2.3. OcymecTBiIATh XpaHEHUE apXUBHBIX
nen (IOKYMEHTOB) C TMOCTOSTHHBIM CPOKOM
XpaHEHUsl U 1O JIMYHOMY COCTaBY B apXUBe
OpraHu3aluy;

[IK 2.4. OcymecTtBiiTh  XpaHEHUE,

07.012 «Cneuuaauct apxuBa»

OT® A XpaHeHue, KOMIUIEKTOBaHUE, yUET U
MCIIOJIb30BaHUE JIeJl (JIOKYMEHTOB) apXHBa
A/02.5 KomrIuieKToBaHNE apXUBHBIMH JICTTaMH
(TOKyMEHTaMH) apXuBa,

OT® A Xpanenue, KOMIUIEKTOBAaHUE, YUET U
MCIIONIb30BaHuUE JIeT (IOKYyMEHTOB) apXHBa
A/03.5 YueT apXUBHBIX JIeJT (IOKYMEHTOB);

OT® A XpaHeHne, KOMIUIEKTOBaHUE, YUET U
MCTIOJIB30BaHUE e (JIOKYMEHTOB) apXHBa
A/01.5 Opranu3aiys NOCTOSIHHOTO XpaHEHHS
APXUBHBIX €1 (JIOKyMEHTOB);

A/02.5 KommiieKkToBaHUE apXUBHBIX JI€]
(1I0KYMEHTOB)

A/03.5 YueT apXUBHBIX J1e] (TOKyMEHTOB)
A/04.5 Opranu3amys UCTIONIE30BaHUS APXUBHBIX
nen (T0KyMEeHTOB);

OT® A XpaneHue, KOMIUIEKTOBaHUE, YUET U
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KOMIUIEKTOBaHHME, YYET U UCIOJIb30BaHUE
1el1 (JOKYMEHTOB) BpEMEHHOI'O XpaHEHUS,

[IK 2.5. OcymecTBisiTh HUCIOJIb30BaHUE
apXUBHBIX J€J1 (JOKYMEHTOB), B TOM YHCJIE C
HCII0JIb30BAHUEM ABTOMATHU3UPOBAHHBIX
CHCTEM.

MCII0JIb30BaHUE /1€ (IOKYMEHTOB) apXHBa
A/04.5 Opranu3aiys UCIIOIb30BaHUS apPXUBHBIX
e (IOKyMEHTOB);

A/05.5 XpaHeHne, KOMILICKTOBaHUE, YUET U
MCTIOJIb30BaHUE JIeJl (JIOKyMEHTOB) BPEMEHHOI'O
XpaHEeHUsI.

OT® A Xpanenue, KOMIJIEKTOBaHUE, YUET U
MCII0JIb30BaHUE /1€ (IOKYMEHTOB) apXHUBa
A/04.5 Opranuzaiys UCIIOJIb30BaHUS APXUBHBIX
e (IOKyMEHTOB);
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Pasznen 5. Ctpykrypa u coaep:kanue 00pa3oBaTeJbHOH NPOrpaMMbl

[Tonyyenue cpennero npodeccruoHanbHOr0 00pa3oBaHUs Ha 0a3e OCHOBHOTO OOIIEro
00pa30BaHus OCYIIECTBIISIETCS C OJHOBPEMEHHBIM IOJIyY€HHUEM CPEIHEro o0Iero oopa3zoBaHus
B IIpelenax COOTBETCTBYIoLIEH oOpa3oBarenbHoi mporpamMMbl CIIO. B stom ciyuae
obOpazoBarenbHass  mporpamma  CIIO  paspabarbiBaeTcsi Ha  OCHOBE  TpeOOBaHMIA,
cootBercTByOIX PI'OC COO um PI'OC CIIO um monoxeHuit ¢enepaabHON OCHOBHOM
00111e00pa30BaTEeILHON MPOTrpaMMBbI CpeIHEro 0011Iero oopa3zoBanus, a Takxke ¢ yaerom [TOOII.

I[Ipu sToM B yuyeOHOM 1UIaHE oOpaszoBaTenbHOW mporpammbel CIIO dopmupyercs
0011e00pa3oBaTeIbHBIN ITUKII.

Crpyxrypa nporpammsl [IIICC3 Britouaer cienyromiye yueOHbIe Kb

- COHH&J’IBHO-FYMEIHHT&pHHfI;

obmenpodeccuoHabHBIN;

- npodeccHuoHaATbHBIN;

U pa3Jieibl:

- ydeOHas MPaKTHKA;

- TPOU3BOACTBEHHAs MPAKTUKA;

- TOCYJapCTBEHHAs UTOTOBAsi aTTECTAIHS.

O6s3atenbhas yacth [IIICC3 mo yueOHBIM IUKIIAM cocTaBisgeT He O6osnee 70 mpoOEeHTOB
OT 0011ero o0beMa BpeMEHH, OTBEJICHHOTO Ha UX OCBOCHUE.

BapuartuBHas yacth (He MeHee 30 TPOILIEHTOB) JaeT BO3MOXKHOCThH JaJbHEHIIIETO
pa3BuTUsA OOMMX W TPO(ECCHOHATBHBIX KOMIIETCHIIMM, B TOM YHCJIE 3a CUET PaCHIMPECHHS
OCHOBHEIX BHJOB JEATCILHOCTH, BBEJCHUS JOIOJHHUTCIBHBIX BHJOB JICITCIBHOCTH, a TaKKE
po(heCcCHOHABHBIX KOMIICTCHIIUN, HEOOXOUMBIX JUISI O0ECTICUeHUsI KOHKYPEHTOCITOCOOHOCTH
BBITTYCKHUKA B COOTBETCTBUU C MOTPEOHOCTSIMU PETHOHATIBHOTO PhIHKA TPY/IA, @ TAKXKE C YUETOM
TpeboBaHuil IM(POBOI SIKOHOMUKH.

CootHomienne obs3atensHOM u BapuaTuBHOW uacTu [IIICC3 ycraHoBiIeHO y4eOHBIM
mwiagoM OITOII CIIO.

CtpykTypa 00pa3oBaTeILHON MPOTPaMMBbI O06Bem 00pa3zoBaTeIbLHOM MPOTPAMMBI,
B aKaJICMHUYCCKHUX Hacax

JucuumiuHel (MOLyIN) He menee 1476
[TpakTka He menee 432
['ocynapcTBeHHast UTOTOBast aTTECTAIUS 216

OO6mmuit 00bemM 00pa3oBaTeIbLHON MPOrPAMMBI:

Ha 0a3e cpeHero o01ero oopa3oBaHms 2952
Ha 0a3e OCHOBHOrO 00IIero oOpa3oBaHUs, 4428
BKJIIIOYAs.  MOJy4eHHE CpPEIHEero  oO0IIero
o0Opa3oBaHUs Ha OCHOBE
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TpeGoBaHUH (eneparbHOr0 rocy1apCTBEHHOTO
00pa30BaTeNLHOTO CTaHJapTa CPEeIHETO
obmero oopa3oBaHus

Oo6meobpazoBarenbublil ki sBasercs yacteio OIIOIT CITO, xoTtopast BKIItOYaeT B ceos
oOsi3arenbHbIe 001Ie00pa3oBarenbHble AUcUUIUIMHEL yuyebnoro miaana OIIOIT CITIO na Gaze
OCHOBHOT'O 00111eT0 00pa3oBaHus, a TAaK)Ke HHIUBUIYaJIbHBIN MPOEKT C BBIACICHUEM OTACIbHBIX
4acoB B Y4eOHOM ILIaHE.

OOmieoOpa3oBaTeinbHblil LMK ~JOJDKEH COJAEpXKaTh  CleNylolue  0o0s3aTelbHble
oOmieoOpa3oBaresbHble  JUCHMIUIMHBL:  «Pycckuil  s3pik», «JIureparypay, «MartemaTukay,
«MHocTpanubiii  sA3b1Kk», «MHpOpMaTukay, «Dusukay, «Xumus», «buonorus», «cropus»,
«O6mecTtBo3Hanuey, «l'eorpadusy», «®Pusnyeckas KyiabTypa», «OCHOBbI 0€30MacHOCTH
KU3ZHEJECSATEIIbHOCTI.

[Ipu OCBOEHUU COLIMAJIbHO-TYMaHUTapHOTO, o0mienpoeccHoOHaTFHOTO u
po(heCCHOHATLHOTO IHUKJIOB (J1ajiee - y4eOHbIC IUKIIBI) BBIACISACTCS 00BEM YUCOHBIX 3aHSTHIA,
NPaKkTUKHA (B MPo(heCcCHOHATIEHOM IIUKIIE) B CAMOCTOSATEIBHON PaOOTHI.

Ha npoBesnenue yueOHbBIX 3aHATUH M MPAKTUKU Bbliensercs He MeHee 70 MPOLEHTOB OT
o0bema y4eOHBIX LIMKIIOB 00pa30BaTeIbHON MPOrpaMMbl B 0OUHOHN opMe oOyueHus, He MeHee 25
IPOLIEHTOB - B OYHO-3a04HOM (Gopme oOyueHust 1 He MeHee 10 mpOIeHTOB - B 3a04HOU (opme
o0OyueHusl.

B ydeOHBIE IUKIBI BKIIOYAETCS MPOMEXKYTOUHAs aTTecTals OOy4aromIUXCs, KOTopas
OCYIIECTBIISIETCS. B pPAaMKaX OCBOCHMSI YKa3aHHbIX LIMKIOB B COOTBETCTBUM C (POPMOH,
ompeAeNsIeMoil  0o0pa3oBaTeIbHOW  OpraHW3alueil, W  OICHOYHBIMH  MaTepuajaMu,
MO3BOJIAIOIIMMU  OLICHUTh JIOCTH)KEHUE 3allJIJaHUPOBAHHBIX IO OTAEIbHBIM JUCLUILUIMHAM
(MOZyNIsIM) U IPAKTUKaM Pe3yJIbTaTOB O0YUYEeHHUS.

O0s3arenbHas 4YacTb COLMAIBHO-TYMAaHUTAPHOIO ILMKIA 0Opa3oBaTENbHOM HpPOTrpaMMBI
JOJDKHA — TIpeAycMarpuBaTh W3ydeHHe cienyromux gucuuruind:  "Heropust  Poccun",
"MHOCTpaHHBIN A3BIK B npodeccuoHaTbHON JESATEIBHOCTH ', "be3onacHOCTb
xKusHenesTenbHocTH", "®usznueckas KynbTypa', "OCHOBBI O€peXIMBOro IMpPOHU3BOJACTBA",
"OcHoBBI (PMHAHCOBON I'PAaMOTHOCTH" .

O6mmit o6beM muCHUIUIMHBL "bBe30macHOCTh >KU3HENEATETLHOCTH" B OYHON (dopme
00y4deHHUsl HEe MOXKET ObITh MEHee 68 akaJleMUYEeCKUX YacoB, U3 HUX HA OCBOEHHE OCHOB BOCHHOM
ciykObl (151 IOHOIIEH) - He MeHee 48 akaJeMUYECKHX 4acoB; JJI MOATPYII JEBYILIEK 3TO
BpeMs MOXKET OBITh MCIIOJIb30BaHO HA OCBOEHHE OCHOB MEIUIIMHCKUX 3HAHUH.

HucuuruinHa "®usudeckas KyJapTypa' CcHocoOCTBYeT (OpPMHPOBAaHUIO —(DU3HUYECKOM
KYJBTYpBl BBITYCKHHKA M CIIOCOOHOCTH HANpaBJIEHHOTO HCIIOJIb30BAaHUS CPEACTB (prusnueckon
KYJBTYPBI U CHOPTA JUI COXPAHEHUS U YKPEIUIEHUS 3[J0POBbs, CUXO(PHU3MUECKON MOATOTOBKE K
poeCCHOHAIBHON JEATENHHOCTH, IPEAYNPERKACHUIO TPOPECCHOHATHHBIX 3a00JICBaHHIA.

Jns oOyuarommxcss MHBAIUIOB W JIUI[ C OIPAaHUYEHHBIMH BO3MOXXHOCTSIMU 3/10pPOBbS
oOpa3oBaTenibHas OpraHM3alisl YCTAHABIMBAET OCOOBIM MOPSAOK OCBOEHHUS JMCLUILIMHBI
"®u3nyeckas KylnbTypa' ¢ y4€TOM COCTOSIHUS UX 370POBBS.
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OO6s3arenbHass 9acTh 00MmMENPOGEeCCHOHATHHOTO IMKJIA 00pa30BaTEIbHON MPOTrpaMMBbI
JIOJDKHA TPeAyCMaTpuBaTh H3Y4YEHUE CIEAYIOUIUMX IUCHUUIUIMH: "DKOHOMHUKA OpraHuzanuu',
"Menemxment", "lIlpodeccrnonanbHas 3THKAa M OCHOBBI jeioBoro oomenus", "lIpaBoBbie
OCHOBBI Tpo(eccuoHanbHOM nesTensHocTH", "MH(pOpMaluOHHBIE M KOMMYHHUKAllMOHHBIC
texHonorun", "Pycckuii s3bIk B mpodeccruoHanbHON aesTenbHOocTH', "KommbroTepHas
00paboTKa JOKYMEHTOB".

[Ipodeccnonanbuplii UK 00pa30BaTENbLHOM MPOrpaMMBbl BKIIOYAET MpodeccHoHaIbHbIe
MOJ1yJId, KOTOpbIe (GOPMHUPYIOTCSI B COOTBETCTBUH C BUAAMHU JESTEIBHOCTH, IPEAYCMOTPEHHBIMU
nynktom 2.4 ®I'OC CIIO, a Takxe [ONOJHUTEIbHBIMU BHJIAMHU  JEATEIBHOCTH,
cpopmupoBanubiMu BUCT camoctositensHo. B cocraB mpodeccnoHabHOTO MOIYJST BXOIHT
OIMH WIA HECKOJBKO  MEXKIUCLUIUIMHAPHBIX  KYpCOB, KOTOpbIE  yCTaHABIMBAIOTCS
oOpa3oBaTenbHON  opraHm3anmei  camoctosrenbHo ¢ ydetom  [IOOII.  Ob6wvem
poeCCHOHATBLHOTO MOAYJIS COCTABIAET HE MeHee 4 3aUeTHBIX eANHUII.

[IpakTuka BXOOUT B Mpo(ecCHOHANBHBIN LHMKJI U MMEET CIEAYIOIIUe BUIbBI - ydeOHas
MpPaKTUKa M IPOU3BOJICTBEHHAS MPAKTHKA, KOTOpbIE peanu3yrTcs B (opme MpakTHUYeCKOn
MOATOTOBKUA. YueOHasT M TPOM3BOACTBEHHAs IMPAKTUKUA PEaNU3yIOTCS KaKk B HECKOJIbKO
NEPUOOB, TaK M PACCPEAOTOUEHHO, YEPEAYSACh C YU4eOHBIMU 3aHATUSMHU. THIBI MPAKTUKU
ycTaHaBnuBalTcss MucTuTyToM camocrositenbHo ¢ yuetoM [TOOIL.

Hemn u 3amaud ¥ GOpMBI OTYETHOCTH MO KAXKIOMY BHIY MPAKTUKH OINPENCISIOTCS B
nporpammax npaktuku https://ufabist.ru/sveden/education/.

ATTecTtanus 1Mo UTOraM MPOU3BOACTBEHHON NPAKTUKH MPOBOJUTCS C Y4YeTOM (WJIM Ha

OCHOBAHUH) PE3yJIbTATOB, IOATBEPKACHHBIX TOKYyMEHTAMU COOTBETCTBYIOIUX OpraHU3aLuii.

BUCT npenocraBisier MHBAJIUAAM U JIMLIAM C OTPAHUYEHHBIMU BO3MOXKHOCTSAMU 3/10POBbS
(1o MX 3asiBIIEHUIO) BO3MOXKHOCTh 0OydeHHs 10 00pa3oBaTeNbHOM MporpaMme, y4UThIBaroOIeH
0COOEHHOCTH MX MCUXO(QHU3UUECKOT0 pa3BUTHUS, HHIUBUAYAJIbHBIX BO3MOXKHOCTEH W HpHU
HEOOXO/MMOCTH  OOECNEeUMBAIONIEH KOPPEKIMI0O HapyIIeHUH pa3BUTUS U COLHUAIBHYIO
aJanTalyio YKa3aHHbIX JIMII.

HaumenoBanusi y4eOHBIX ITUKIIOB, pa3eioB, MOJyJied, 00beM yueOHON Harpy3ku
oOyuaromierocsi (B TOM 4ucie 00s3aTeNIbHbIX Y4€OHBIX 3aHATUM), HAUMEHOBAHUS JMCLMILIMH,
MexaucuuIuIMHapHbeIx KypcoB (MJIK), xoabl popMupyeMbIX KOMIETEHIIMH KakK 00s3aTesIbHOM,
tak u BapuatuBHOM yactu OIIOII IIIICC3 B coorBerctBUM ¢ PI'OC CIIO 3akpemieHsl B
yaeonom mane (https://ufabist.ru/sveden/education/).

5.1. KanenaapHblii yueOHblii rpaguk

Kanenmapueiii y4eOHBIN Tpaduk Tpymm, oOydarommxcs mo cneruanbHoctn 46.02.01
JlokyMeHTalMoHHOE O0ecreyeHne YIpaBJIEHUsS M apXUBOBEJCHHE, COCTAaBIISIETCd Ha Haydajo
KaXXI0ro y4eOHOTO rojla Ha OCHOBE Y4YeOHBIX IJIAaHOB COOTBETCTBYIOIIUX (hopM oOydeHHs u
MO3BOJISIET OPTraHMU30BaTh y4eOHBIN mporiecc B cooTBeTcTBUM ¢ TpeboBanusmu GI'OC CIIO mo
BUJaM Y4eOHOI pabOThI, IEPEUHIO JUCIUILTNH, 00beMY Harpy3Ku CTYACHTOB.

Kanenmapuseiii yueOHbI Tpaduk odopmisercs Ha y4eOHBI ToJ B BHUIE CBOJHOTO
yueOHoro rpaduka mo rojaM Habopa, B KOTOPOM YKa3bIBAIOTCS MPOIOJIKUTEIBHOCTD U TIEPUOIBI
oOydeHus MO y4eOHBIM ITUKIAM, y4eOHOW M MPOM3BOACTBEHHON MPAKTHKH, MPOMEKYTOUHOMN
aTTecTallld, TOCYJapCTBEHHOHN aTTecTallui U KaHUKYJ.
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KanennapHsiii yaeOHbIN rpaduK COCTaBISAETCS B HEJEAX.

OO011ast TpOIOIKUTENBHOCTh KAaHUKYI B yueOHOM rony coctasiser 8 - 11 Henenb, B TOM
quclie HE MEHEe 2-X Hellelb B 3MMHUI NIEPUO/I.

Cpok momydeHus: oOpa3oBaHHs IO 00pa3oBaTENbHON MporpaMMe B OUYHOW (opme
00y4YeHHs, BHE 3aBUCUMOCTHU OT IPUMEHSIEMBIX 00pa30BaTeIbHBIX TEXHOJIOTHA, COCTABIISCT:

Ha 0a3e cpeaHero obmiero oopazoanus - 1 rox 10 Mecsies;

Ha 6a3e OCHOBHOTO 0011ero oopazopanus - 2 roga 10 mMecsiies.

B kanengapHom yueOHOM rpaduke ycTaHaBIMBAIOTCS NEPUOABI O0yUeHUS! — y4eOHBIE I'OJIbI
(xypebl). OnuH yueOHbIN o (Kypc) paBHsETCsS 52 HenensMm (TPOJOJKUTEIBLHOCTh MOCIETHETO
Kypca MOXXeT ObITb MeHee 52 HeJlelb).

B pamkax yueGHOrO rosa (Kypca) BBIACISIOTCS EPHOABI 00YUEeHUS — CEMECTPBI.

Cpoku W MPOAOIKHUTEIBHOCTh MPAKTUK U TOCYIAPCTBEHHOW UTOTOBOM aTTecTaluu
yctaHaBnuBaroTcs ucxois u3 tpedoBanuit ®I'OC CIIO k ux npoAaoIKUTEIBHOCTUA B HEJIEIAX.

5.2. Y4eOHbIii 1aH

VY4eOHblii mraH 00pa3oBaTeNbHON  IPOrpaMMbl  CPEAHET0  MPOECCHOHATHHOIO
oOpazoBanus crnenuansHocTd 46.02.01 JlokyMeHTallMOHHOE OOecleueHue YIpaBleHUs U
ApXUBOBEICHHE OIpEAeIseT MepeueHb, TPYAOEMKOCTh, MOCIEA0BATEIHHOCTh U paclpeesieHre
0 TIeproaaM O0yUYeHUS YIeOHBIX MPEAMETOB, KYPCOB, TUCIUIUIHH (MOIYJICH), MPAKTUKH, HHBIX
BUJIOB Y4€OHOM IeATENBHOCTH U (DOPMBI IPOMEKYTOUHON aTTECTallUK O0YyUYaOIUXCSl.

VYyebnslii muan pa3zpaboran Ha ocHOBe CTPYKTYphl, 3ajanHon DPI'OC COO u ®I'OC
CIIO mno cnenuanbHoctu 46.02.01 JlokymMeHTaMOHHOE OO€cleUYeHUE YIpaBJICHUS U
apXUBOBECHHUE.

OO0muit 06beM akaJeMUYEeCKHMX YacOB Ha OCBOCHHE 0011e00pa3oBaTeNbHOTO MK
coctaBiisieT 1476 akageMHUUECKHUX YacOB.

O6beM 00pazoBaTeNbHON HArpy3kd OOYYArOIIMXCs HE MPEBBIMAeT 36 aKaJeMHYeCKHX
yaca B HENENI0, M BKJIIOYAeT BCE BHJABI padOTHl BO B3aUMOJCWCTBUU C MEJAroruyecKuM
pabOTHUKOM M CaMOCTOSTENbHYIO Y4eOHYIO paboTy;

OO0beM BpeMEeHHM Ha M3Y4YEHHE yYEOHBIX NUCHUIUIMH (MOIyJeil) BO B3aWMOAEUCTBUU C
MeJaroru4ecKuM pabOTHUKOM COCTaBIIsIET HE MeHee 32 4acoB;

KonnuecTBo 3K3aMeHOB B Ipoliecce MPOMEXKYTOUYHOM aTTecTaluu OOydarouuxcs He
MpeBBIIIaeT § 7K3aMEHOB B y4eOHOM TOly, @ KOM4YecTBO 3a4eToB - 10. B yka3anHoe Konn4yecTBoO
HE BXOJIST PK3aMEHBI U 3a4€Thl 0 (pU3nvecKor KynbType U QPaKyIbTaTUBHBIM YY€OHBIM Kypcam,
TUCIUILIHAM (MOYJTISIM);

[IpakTudeckas MOATOTOBKA OCYIIECTBIAETCS MPHU HU3YYEHHUU Y4YEOHBIX MPEIMETOB,
JUCLUIUINH, TpoQecCHOHAIbHBIX MOAyJel, Yy4eOHOM U TNpPOU3BOACTBEHHON MPaKTUKH,
MPOU3BOJICTBEHHON TMPEINIUIOMHON TPAKTHKH, TMPETyCMOTPEHHBIX YYE€OHBIM IIAHOM I10
CHEIHAIbHOCTH.

PabGoune mnporpammsl npodecCHOHANBHBIX MOAYJIEH W JIUCHUIUIMH TIPUBEICHBI B
[Tpunoxenusx 1, 2 k OIIOIL

5.3. PaGouasi nporpaMma M KaJleHIapHbIii IVIaH BOCIIUTATEIbHOI padoThl

Bocnutanne o00ydammmuxcs TpU OCBOGHHHM HMH 00pa30BaTeIbHONW MPOrpPaMMBI
OCYIIIECTBIISIETCS. HA OCHOBE BKIIFOUAEMBIX B 00pa30BaTEIbHYIO MMPOrpaMMmy padodeil mporpaMMbl
BOCIUTAHMUS ¥ KaJleHJAApHOrO IUIAaHAa BOCHUTATENBbHONM paboThl, pa3zpabaThiBaeMbIX U
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YTBEPKAAEMbIX C y4ETOM BKJIIOYEHHBIX B COOTBETCTBYIOIIYIO NMPUMEPHYI0 00Opa30BaTEIbHYIO
porpaMMy, BKJIIOYCHHYIO B PEeCTp MPUMEPHBIX 00pa3oBareibHBIX mporpamm (manee - I10I1),
OpPUMEPHOM pabodeld mporpaMmbl BOCHHTAHUS W MPUMEPHOTO KAaJICHIApHOTO IIJIaHA
BOCIIUTATEIHLHON paboTHI.

5.3.1. Llenu u 3a7auu BOCOUTAHUS O0YYaIOIMXCS TIPU OCBOCHUU UMHU 00pa3oBaTeIbHON
MIPOrPaMMBI:

Lenbp paboueil mporpaMMbl BOCIHMTaHUS — JMYHOCTHBIX PE3YJIbTaTOB OO0yYarOIIUXCH,
MPOSBISIONIUXCS B Pa3BUTUM UX [O3UTUBHBIX UYYBCTB M OTHOLIGHUH K POCCUICKUM
rpaxxaaHckuM (0a30BbIM, OOIIEHAMOHAIBHBIM) HOPMAaM M ILIEHHOCTSIM, 3aKpEIJIEHHBIM B
Koncrutyun Poccuiickoii @enepanuu, ¢ yaeToM Tpaaulvid U KyJIbTyphl cyObekTa Poccuiickoit
®denepany, CHEUAINCTOB CPEIHETO 3BEHA, ONPEAEIICHHBIX OTpacieBbIMM TPEOOBaHUSAMU
(KOprOpaTUBHOM KYJIbTYpOI).

3anaum:

— (opmupoBaHUE E€IMHOTO BOCIUTATEIBHOIO MPOCTPAHCTBA, CO3AAIOIIETO pPABHbBIE
YCIIOBUS AJIsL Pa3BUTHUS 00ydaroumxcs npodeccrnoHanbHOi 00pa3oBaTeIbHON OpraHU3allNHg;

— opraHuzanusi BCEX BHJOB [ESATEIbHOCTH, BOBJICKAIOIIEH OOyJarommxcs B
00IIECTBEHHO-IIEHHOCTHBIE COLIMATTU3UPYIOIIUE OTHOILICHUS;

— (opmupoBanue y oOydaronuecs npodeccnoHaIbHON 00pa30BaTEIBHON OpraHU3aIuu
O0IIMX IIEHHOCTEH, MOPAJIbHBIX U HPABCTBEHHBIX OPUEHTHPOB, HEOOXOIUMBIX JUISI YCTOWYHBOTO
Pa3BUTHUSI TOCY1APCTBA;

— YCWJICHHE BOCIHTATEIILHOTO BO3JIEHCTBHS Ojarojmaps HENPEpPBIBHOCTH Ipolecca
BOCITHTAHHUS.

PaGouass mporpamma BOCIHTaHUS M KaJCHIAPHBIM IJ1aH BOCHUTATENbHON pabOThI MO
cneruanbHocT 46.02.01 JlokymeHTalmoHHOE oOOecIedeHue YIpaBICHUS U apXUBOBEACHUE
SBIISIOTCS YacThIO TIPOrpaMMbl BOCIIUTaHUsI 00pa30BaTEIbHONW OpraHU3alMK U MPEICTaBICHBI B
IMpunokenuu 4, a Takke Ha caire https://ufabist.ru/sveden/education/eduop/.

Paznen 6. YciaoBus peanuszanuu o6pa3oBaTe/ibHOM NPOrpaMMbl

6.1. MatepuaiabHO-TEXHUYECKOE M Yy4eOHO-METoIuYeckoe obecreueHne o0pa3oBaTeIbHON
MIPOrPaMMBI

TpeOoBaHus K MaTepUAIBHO-TEXHUYECKOMY U Y4eOHO-METOJUYCCKOMY OOCCIICUYCHHIO
peaymzanuu 00pa3oBaTeIbHON MPOTrpaMMBbl yeTaHOBIICHBI B cooTBeTcTBYIOIEeM PI'OC CIIO.

Cocras MaTepUaTbHO-TEXHUIECKOTO u y4e0HO-METOIMIECKOTO o0ecrieueHus,
UCIIOJB3yeMOr0 B 00pa3oBaTelbHOM IIpoliecce, ompexaensercs B I[lpuinoxeHun 3 u paboumx
nporpaMmmax JUCIHILIHH (MOTyJIeH).

[lepeyenr cnenuanbHBIX TNOMEMICHWM  [OJii  TPOBEACHMS] 3aHATUA  BCEX  BHUJIOB,
MPEeAYCMOTPEHHBIX 00pa30BaTEILHON MPOTrpaMMOit

KaOunernl:

COLMAJIbHO-?KOHOMHUYECKHUX U YIIPABICHUYECKUX TUCLIUIUINH;

WHOCTPAHHOTO s3bIKa B MPO(EeCCHOHABHOM 1eATENbHOCTH;

PYCCKOTO s13bIKa B MPO(hecCHOHANBHOM 1eATeThbHOCTH;

MpaBoOBOTO obecreueHus MpodhecCHOHATHHOM IeATeTbHOCTH;

JIOKYMEHTAITMOHHOTO O0ECIIeUEHUS YIIPABJICHHUS;
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apXWBOBEICHUS;

npoeccCHOHALHOM TUKU U OCHOB JIETIOBOTO OOIICHMS;
OpraHM3aIlH CEKPETaPCKOro 00CTyKUBAHUS;
0E30IMaCHOCTH KU3HEACATEILHOCTH;

METOJIUYECKHUN.

JlaGoparopuu:

KOMITBIOTEPHOH 00pabOTKH JTOKYMEHTOB;
WH(POPMAIIMOHHBIX ¥ KOMMYHUKAITMOHHBIX TEXHOJIOTUH;
ApXUBHOTO JIENa;

OpraHu3anuu paboThl C JOKYMEHTAMH,

CUCTEM DJICKTPOHHOTO JJOKyMEHTO000pOTa;

yueOHasi KaHIIeTSPHUsL.

CrnopTHBHBIH KOMILIEKC.

3agbi:

— OMOIMOTEKA, YUTATBHBIH 3aJ1 C BBIXOJIOM B HHTCPHET;
— aKTOBBIII 3all,

U ap.

Hepequb MaTCpraAJIbHO-TEXHUYCCKOT'O obecrieyeHus: u NEpCUYCHDb HGO6XOIII/IMOFO
KOMIUIEKTa JIMIIEH3MOHHOTO M CBOOOJHO PACHpPOCTPAHSIEMOr0 HPOTrPaMMHOIO 00ECIEeYEeHUs
npencranieH B [Ipunoxenun 3.

6.2. [IpakTryeckas MOArOTOBKA O0yUYaIOUINXCS

IIpakTyeckass MOJArOTOBKA HAalpaBieHa Ha COBEPILICHCTBOBAHWE MOJEIU INPAKTHKO-
OpPUEHTHPOBAHHOTO O0Y4YEeHHUs, YCUIIEHUE POJIM paboToaaTenei MpH MOArOTOBKE CIEUATUCTOB
CPEIHEro 3BEHa IyTEeM pacIIMpEeHUss KOMIIOHEHTOB (4acTeil) oOpa3oBaTelbHBIX MPOrpamM,
MpelyCMaTPUBAIOLIMX MOJEIIMPOBAHUE YCIIOBUM, HEMOCPEACTBEHHO CBS3aHHBIX C Oyayuien
npodeccuoHaNbHOM  AESITETbHOCTBIO, a TakkKe O0OecledeHHusl YCIOBUM JUIsl IOJIy4yeHUs
00y4JarIUMHUCS MPAKTUUYECKUX HABBIKOB M KOMIIETEHILIUH, COOTBETCTBYIOIMX TpPeOOBaHMSIM,
peIbsABIIEMbIM Pa0OTOAATENAMU K KBAIM(UKALMSIM CIIEHUATNCTOB, padOYuX.

OO0pa3oBarenbHas 1€ATEIBHOCTh B (JOPME MPAKTUYECKOH MOATOTOBKHU:

— peanmusyercs MpH MPOBEICHUH MPAKTHUYECKUX W JIAOOPATOPHBIX 3aHATHUH, BBITOJHEHUH
KypcoBOTro mpoeKkTHpoBanusi s crnenuanbHoctd 46.02.01 JloxkymeHTanmoHHoe oOecnedeHue
YIPaBJICHUS U apXUBOBEICHUE, BCEX BUJIOB MPAKTHUKU M UHBIX BUAOB yUeOHOU AESTETLHOCTH;

— IpelycMaTpuBaeT  JEMOHCTpAallMI0O  NPAKTUYECKUX  HABBIKOB,  BBIMOJHEHUE,
MOJIeJMPOBaHUE OOYUYaAIOIIMMUCS OMPEIEIEHHBIX BHUJIOB PAa0OT MJsl pelIeHUsl MPaKTUYECKUX
3aJa4, CBSI3aHHBIX ¢ OyAyliel mpodecCHOHaIbHON IEATENbHOCTHIO B YCIOBUSX, TPUOIMKEHHBIX
K peaJbHBIM ITPON3BOICTBEHHBIM;

— BKJIOYaeT B ce0d OTHeNbHBIE JIEKIMH, CEMUHApbl, MacTep-KJIAcChl, KOTOpHIE
MpeayCMaTpUBAOT  Tepenady  oOydalommmcs  yuyeOHoM — mHpopMmamuu, HeoOX0IuMOn
JUISL  TIOCNIEAYIOLIErO BBIMOJHEHUS pPAa0dOT, CBSA3aHHBIX C Oyaymied npodeccruoHanbHON
JESITENIbHOCTBIO.
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OO6pa3oBarenbHas AESITENbHOCTh B (pOpME MPAaKTHUUECKOM MOATOTOBKM OpPraHM30BaHa
Ha 2,3 Kypcax OOy4eHHs, OXBaThiBas AMCIUILIMHBI, MPOPECCHOHATBHBIE MOIYJIH, BCE BUIBI
MPAKTUKH, PEAYCMOTPEHHBIC YU4COHBIM TUIAHOM 00pa30BaTeIbHON MPOTPAMMBI.

[IpakTuueckass TMOATOTOBKA OpPraHU3YeTCs B  CHCIHUAIBHBIX IOMELICHUAX U
CTPYKTYPHBIX TMOJPA3ACICHUSIX O00pa3oBaTEIbHOM OpraHu3alud, a TakkKe B CIEHHAIBHO
000py/I0BaHHBIX OMELIEHUAX (Ha pabouynx MecTax), Ha OCHOBAaHUH JIOTOBOpPA O MPAKTHYECKON
MOJMOTOBKE 00YYaOIIUXCS.

6.3. 'ocynapcTBeHHAst HTOTOBAsI ATTECTALIUS

locynmapcTBeHHass WTOroBasi aTTECTALUsl OCYLICCTBIISICTCS B COOTBETCTBUU ¢ llopsakom
nposeaenus ' NA.

['ocynapcTBeHHass HTOTOBAsI aTTECTALIUS O0YYAIOLIMXCS IPOBOIUTCS B CIEAYIONICH opme:
JIEMOHCTPAIIMOHHBIN 3K3aMEH | 3allliTa TATUIOMHOTO MPOeKTa (paboThI).

[Iporpamma TMA  Bkimrowaer oOmue  cBeneHUs; TpeOOBaHHUA K  MPOBEICHHIO
JCMOHCTPAIIMOHHOTO JK3aMEHA; ONWCAHUE OpPraHW3allMd W IPOBEICHUS 3alIUThl JUIUIOMHOTO
npoekTa (padotsl). [Iporpamma ['MA nipencraBneHa B IpriIoKeHUH .

6.4. llpuMeHeHue »HIIEKTPOHHOTO OOydYeHHUS U JTUCTAHIIMOHHBIX O00pa30BaTENIbHBIX
TEXHOJIOTUI

[IporpamMMma coueraeT oOy4yeHHe B 00pa30BaTeIbHON OpraHu3alliyd U Ha paboyeM MecTte
Ha 0a3ze paboTomaTels ¢ MIMPOKUM HCTIOIH30BAaHUEM B 00yICHHH NU(PPOBBIX TEXHOJIOTHH.

CrneunansHocts  46.02.01  JlokymeHTallMOHHOEe  oOecredeHue  yIpaBieHUs U
apxuBOBe[cHHE He BXomuT B Ilepedenp mpodeccuu cpemHero MmpogecCHOHATBHOTO
oOpa3zoBaHus, peaym3anus 0O0pa30BaTEIbHBIX MPOTPAMM IO KOTOPHIM HE JOMYyCKaeTcs ¢
MPUMEHEHUEM HCKJIIOYUTEIHHO AJIEKTPOHHOrO OOyuYeHHs, JUCTAHIMOHHBIX 00pa3oBaTeNbHBIX
TEXHOJIOTUI M JOIMycKaeTcss K OOy4YeHHI0 C TMPUMEHEHHEM JJEKTPOHHOro OO0y4YeHUs u
JTUCTAHIIMOHHBIX 00Pa30BaTEIbHBIX TEXHOJIOTHUH.

[Ipu peanuzauu oOpa3oBaTeIbHON MPOTrPaAMMbI IPUMEHSIOTCS SJIEKTPOHHOE 00YUYECHHE U
JTUCTAaHIIMOHHBIE O00pa3oBaTeIbHBIE TEXHOJIOTHH TIPH peadu3aluu 00I11e00pa3oBaTEIHLHOM
MOATOTOBKU U MPOPECCHOHATBHON MOATOTOBKH.

6.5. KagpoBsle ycnoBusl peanu3aiui 00pa3oBaTeIbHON TPOTPaMMBI

TpeboBanust K KaJpoBbIM YCIOBHUAM peajM3allMd 00pa30BaTeIbHOW MPOTrpaMMBI
ycraHoBieHsl B cooTBeTcTBYOmEM PI'OC CIIO.

Peanuzanuss  oOpa3oBaresnbHOM  mMporpaMMmbl  oOecneunBaeTcs — MeJarorn4eckuMu
pabornukamu BUCT, a Taxke nuIamu, MPHUBICKAEMBIMH K peaiau3aluud o0pa3oBaTeIbHOU
NporpaMMbl Ha YCJIOBHUSAX TPaXIAHCKO-TIPAaBOBOTO JIOTOBOPA, B TOM 4YHCIE U3 YHCIA
pykoBomuTeneii W paOOTHWKOB OpraHU3alMii, HaNpaBlIeHHE JEATEIbHOCTH KOTOPBIX
COOTBETCTBYeT oOmactu  mpodeccuoHanpbHOW  AestenpbHOCTH 07  AJMUHUCTpPaTHUBHO-
ylpaBiieHYecKass © OQUCHAs NeATeNbHOCTh, M WMEIONIMMH CTaX paboThl B JaHHOM
poeCCHOHAIBHON 00JIaCTH HE MEHEee TPeX JIeT.

KBanmuduxarmms nenarornueckux padbotHukoB BHCT oTBeuaeT KBaU(HUKAITMOHHBIM
TpeOOBaHUSIM, YKa3aHHBIM B KBATH(PUKAIMOHHBIX CIHPABOYHHKAX W (MIH) MpodeccHOoHATbHBIX
cTa”aapTax (Mpy HAIUYHH).
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Ilenarornueckue paOOTHHUKM, TpPUBJIEKAEMble K pealau3aluu  o0pa3oBaTeIbHOU
IpOTPaMMBbI, IOJy4YalOT JOMOJHHUTENbHOE MNpodeccrHoHalibHOe 00pa3oBaHHE MO IMpOorpamMmam
MOBBIIICHUS KBAJTU(HUKAIMY, B TOM YHCcIe B (pOpMe CTRXXKUPOBKH B OPraHU3ALUAX, HAIIPABICHHUE
NeSITeTbHOCTH KOTOPBIX COOTBETCTBYET o0Ojactu mpodeccuoHanbHO AestensHoctn 07
AJIMUHHCTpPAaTUBHO-YIIPaBICHUECKas U O(UCHAS JeSITEIHHOCTD, HE PEXe OJHOTO pa3a B TPH roja
C Y4ETOM PACHUIMPEHMsI CIEKTPa IPOPeCcCHOHATBHBIX KOMIIETEHIIUH.

Jlons nenarorud4eckux paOOTHUKOB (B NMPHUBEIEHHBIX K IEJIOYUCIECHHBIM 3HAUYEHUSIM
CTaBOK), 00€CIEUNBAIOLINX OCBOCHHE 00yJarOIUMUCS TPO(HECCHOHAIBHBIX MOAYJIEH, UMEIOLIUX
OIBIT AEATENIBHOCTH HE MEHEEe TPeX JIeT B OpraHU3alMsIX, HalpaBJIeHUE JIEATEIbHOCTH KOTOPhIX
COOTBETCTBYeT  obOmactTu  mpodeccuoHanpHO  nesitenbHOCTH 07  AIMUHUCTPATUBHO-
ylpaBieH4YecKass M O]uCHAs NEsATeIbHOCTb, B OOLIEM YHCIE NeNarornyecknx pabOTHUKOB,
peanu3yonMXx MporpaMMbl MPO(ECCHOHAIBHBIX MOIYJeH 00pa3oBaTeNbHONW MPOrPaMMBbI,
COCTaBJIsIET HE MEHEE 25 POLEHTOB.

6.6. duHaHCOBBIE YCIOBHS peaau3ali 00pa30BaTeIbHON IPOTrpaMMBI

IIpumepHble pacueTbl HOPMATHBHBIX 3aTpaT OKa3aHMUsA TOCYIAPCTBEHHBIX YCIYT I10
peanu3anuy 00pa3oBaTeIbHON MPOrpaMMBbl

PacueTsl HOpMaTHBHBIX 3aTpaT OKa3aHHMs TI'OCYAAPCTBEHHBIX YCIyr IO pealu3aluu
00pa30BaTebHOI MpOrpaMMbl OCYIIECTBIISIIOTCSI B COOTBETCTBUM C METOAMKOW ONpenesieHus
HOPMATHBHBIX 3aTpaT Ha OKa3aHUE rOCYNapCTBEHHBIX YCIIYT MO peau3alii 00pa3oBaTeIbHbBIX
IpOoTpaMM CpPEIHEro MPOo(hEeCCHOHATBLHOTO 00pa3oBaHus MO MpodeccusiM (CIEeNUaNTbHOCTAM) U
YKPYIHEHHBIM TpymnmnaMm mpodeccuii (crenuanbHOCTe), yTBepkIaeMbple MUHIPOCBEIICHHS
Poccuu exxeronno.

duHaHCcOBOE o0ecrneyeHne pean3aluu 00pa30BaTEIbHOM IPOrpaMMsl, OIpeeIeHHOe
B COOTBETCTBUU C OIOJDKETHBIM 3aKoHOJaTenbCcTBOM Poccuiickoit @enepaunu u denepanbHbIM
3akoHOM OT 29 gexabps 2012 No 273-03 «O6 oOpazoBanuu B Poccuiickoit denepanuny,
BKJIIOYAeT B ceOs 3aTpaThl Ha OIJIaTy TpyJa MpenojaBareieidl U MacTepoB MPOU3BOACTBEHHOTIO
oOydeHuss ¢ ydeToM oOecreueHus ypoBHS CpeaHed 3apaboTHOM IUIaThl MEeIaroru4ecKUx
PabOTHUKOB 3a BBIIOJIHIEMYIO MU y4eOHYIO (TIPEno1aBaTeNbCcKyt0) paboTy U Apyryto padoTy B
cootBeTcTBUU ¢ Yka3om I[Ipesunenta Poccuiickoit @eneparuu ot 7 mas 2012 r. Ne 597 «O
MEPONPUATHUSIX IO PeaTU3alluK TOCYIaPCTBEHHON COLUATbHON MOJIUTUKI.
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