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Ob6pasoBareinpHas porpaMmma CpeIHero npoQecCHoHaIbHOro 00pa3oBaHus
I'bIIOY PO «PKPHIIT» cocraBnena Ha OCHOBE (pefepalbHOI0 roCyAapCTBEHHOI'O
o0pa3oBaTeILHOrO CTaHjapTa CpefHero NnpohecCHoHANLHOro o0pa3oBaHUs IO
cnenuansHoct  46.02.01 JlokyMeHTanmoHHOe oOOecredeHrue YIpPaBICHUS U
ApXUBOBECHUE  YTBEPKIEHHOIO IpUKa3oM MuHUcTepcTBa  IIPOCBEIEHUS
Poccuiickoit ®@exeparuu ot 26 asrycra 2022 r. Ne778; paccmorpeHa Coserom
pomuteneil (3aKOHHBIX IIpeJCcTaBUTeNel) HECOBEPUIEHHOJIETHUX CTYIEHTOB -
IPOTOKOI OT « A9 » #rguss 2026 T. No 5, Crynendeckum COBETOM - IPOTOKOJ
OT « 4 »__ wywws 2026 7. Ne 5, Meroaudeckum COBETOM, NPOTOKOJ OT
«30 »_ampeny 2026 T. Ne £ ; cornacoBana ¢ paboTonaTensMu.

Opranusanus - pa3paboTuuK:

rocylapCTBeHHOe  OrKeTHOe ImpodeccHoHanbHOe  00pa3zoBarebHOE
yUpexKIeHNe PocroBckoit obnactu «PocroBckuii-Ha-{ony KOJIITE K

paguodIeKTPOHUKH, HHOOPMAIIMOHHBIX U MPOMBIIUIEHHBIX TexHoaorui» (I'BITOY
PO «PKPUIIT»).
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1. OBIHIUE ITOJIOKEHU S

Hacrosimass oOpazoBaTenbHasi mporpamMma CpeAaHero mnpodeccruoHaIbHOTo
obpazoBanus (nanee - OI1 CI1O) no cnenuansrocTr 46.02.01 JIoKyMeHTAallMOHHOE
oOecrieueHHWE yIOpaBJICHUS W  apXMBOBEACHHE, pa3paboTaHa Ha OCHOBE
dbenepaibHOTO  TOCYIApCTBEHHOTO  00pa30oBaTEIbHOTO CTAaHAApTa CPEIAHETro
po¢heCCUOHAIBHOTO 00pa3oBaHUs 1o CHEIUAIBHOCTH 46.02.01
JlokyMeHTaIlMOHHOE 00ecTieueHrEe YIIPaBICHUS U apXUBOBEICHHUE, YTBEPKIACHHOTO
[Tpukaszom Munucrepcrta npocsenienus Poccuiickoin denepanuu ot 26 aBrycra
2022 1. Ne778 (manee — ®I'OC CIIO) u ¢ ydyerom mpuUMEPHONU 00pa3oBaTEIHHOU
MIPOTPaMMBbI, BKIFOYCHHOU B PEECTP MPUMEPHBIX 00pa30BaTEIbHBIX TPOTPaAMM.

OII CIIO onpenensieT peKOMEHIOBAHHBIA O0BEM M COAEPKAHUE CPEIHETO
po¢heCCUOHAIBHOTO 00pa3oBaHUs o CIEUATIBHOCTH 46.02.01
JloKyMeHTaImoOHHOEe OOecTeueHNe yIpaBlIeHUsI U apXUBOBEACHUE, TUIAHUPYEMBbIC
pesynbratel ocBoeHus OII CIIO, ycrnoBust oOpa3zoBaTenbHOM AESTEIBHOCTH.

OII CIIO pa3paborana jisi peanu3anud oOpa3oBaTeIbHON MpOrpaMMbl Ha
0a3ze OcCHOBHOro oOmiero oOpa3oBaHMsS Ha OCHOBE TpeboBaHMM (eneparbHOTOo
rOCy/IapCTBEHHOI'O 00pa30BaTEIbHOrO CTaHAApTa CPEAHEro oOIero oopa3oBaHus,
C Yy4eTOM TMOJIOKEHUN ¢eaepanbHoil 00pa30BaTeIbHON MPOTPAMMBI  CPETHETO
obmero  ob6pazoBanmss u  D®I'OC  CIIO  cnemmansHoctn  46.02.01
JlokymMeHTaIlMOHHOE 00ecTieueHre YIPABICHUS U apXUBOBEICHHE.

1.1. HopmaTtuBHo-npaBoBasi ocHoBa pazpadorku OII CIIO

HopmaTtuBubiMu nokyMentamu 111 pa3padotku OI1 CIIO sBnsroTcs:

1. ®enepanbubiii 3akoH Poccuiickoit denepanuu ot 29 nekadbps 2012 roga
No 273-03 «O06 obpazoBanuu B Poccuiickoit @enepanumy.

2. Ilpukaz Munnpocsemenus P® or 26.08.2022 1. Ne778 «O06
YTBEPKACHUU (PEeepaIbHOTO TOCYAapCTBEHHOIO OOpa30BaTEIbHOIO CTaHJapTa
cpemaHero mpodeccuoHaabHOrO0 o0pazoBaHus 1o cnenuranbHocTH  46.02.01
JIoKyMeHTaIlMOHHOE 0OecTieueHUe YIIPABICHUS U apXUBOBEICHUEY.

3. Ilpukaz MunoOpHayku Poccun Ne 885, Munnpocsemenus Poccun Ne390
or 05.08.2020 «O mpakTUYECKOW TOATOTOBKE OOyYAIOMIMXCH» (BMECTE C
«IlonoxeHnem o MPaKTUYECKOM MOATOTOBKE 00YUAIOIIUXC»).

4. Tlpuxaz Munnpocsemienuss Poccun ot 18.05.2023 Ne371 «O6
yTBEpXKJIeHun (deaepaibHO 00pa30BaTEIbHON MPOTpaMMbl CpPEIHEr0 OOILEero
o0pa3oBaHUs.

5. IIpuka3z Munobpuayku Poccun ot 17.05.2012 Ned13 «OO0 yTBepkaeHUH
dbenepaabHOro rocy1apCTBEHHOI0 00Pa30BaTEILHOTO CTaHapTa CPEAHETO OOIIETO
o0Opa3oBaHUs.

6. Ilpuxaz MunnpocBemenuss Poccum ot 24.08.2022 No762 «O6
yrBepxkaeHun llopsiaka opraHu3anud W OCYIIECTBJICHHUA 00pa3oBaTeIbHOU
JESITEIBHOCTH 110 00pa30BaTeNIbHbIM MporpaMmaM CpeaHero NpogecCHOHaIbHOTO

oOpa3oBaHUsI».
7. llpukaz Munnpocsemenus Poccun ot 22.03.2021 Nell5 «O6

3



yTBepkaenun Ilopsinika opraHuM3aliu M OCYLIECTBIEHHUS 00pa3oBaTEIbHOU
NEATETPHOCTH TI0  OCHOBHBIM  00IIe0Opa3oBaTeIbHBIM  MpoTpaMMaM -
oOpa3oBaTeIbHBIM TpOTPaMMaM HAYaJIbHOTO OOIIET0, OCHOBHOTO OOIIETO H
CpeIHero 0011ero 00pa3oBaHuUs.

8. Ilpukxaz Munnpocsemienuss Poccum ot 08.11.2021 Ne800 «O6
yTBep)kaeHnn Ilopsiaka npoBeneHus: rocyapCTBEHHONM WTOTOBOW aTTECTALMHU IO
o0pa3oBaTeIbHBIM MPOrPaMMaM CPETHETr0 MPOPECCHOHATIEHOTO 00pa30BAHMS.

9. IlIpodeccuwonampubii  crangapt  46.02.01  JlokymeHTallMOHHOE
oOecrieueHUE yMOpPaBICHUS U  APXUBOBEJCHUE, YTBEPXKICHHBIM MpHUKa30M
MuHucTepcTBa Tpyla H  colMalibHOM 3amuThl  Poccuiickor  denepanuu
«Cnenuanuct apxuba» oT «18» mapra 2021 r. Nel40H, 3aperucTpupOBaHHBIN
MunucrepctBoM toctuiiuu (per. Ne63193 ot «21» anpens 2021 r.).

10. IIpodeccuonanbubiii  cranmapt 46.02.01  JlokymeHTaIlMOHHOE
oOecrieueHUE yOpaBICHUS W  apXUBOBEJCHHUE, YTBEPXKACHHBIM MpUKA30M
MuHucTepcTBa TpyAaa W CONMAIbHOM 3ammuThl  Poccuiickoin  ®Penepanun
«Crnenuanuct Mo OpPraHU3alMOHHOMY M JOKYMEHTAIlMOHHOMY OO€CIICUCHUIO
yIpasiieHus opranuzanuein» ot «15» utonst 2020 r. Ne333H, 3aperucTpupOBaHHBIN
MunucrepctBoM roctuiuu (per. Ne58957 ot «15» urong 2020 r.).

11. TlocTanoBneHue I'7aBHOrO rocygapCTBEHHOrO CaHUTApHOTO Bpaua PO
ot 28.09.2020 Ne 28 «OO0 ytBepxkaeHuu canutapubix mpaBui CII 2.4.3648-20
«CaHUTapHO-3MUIEMHUOJIOTHUECKIE TPEOOBAHMS K OpraHU3AlMsIM BOCIUTAHUS U
oOy4eHHs, OTJbIXa M 03J0pOBIICHUs AeTel 1 Mojoaexu» (Bmecte ¢ «CII 2.4.3648-
20. CanutapHble TPaBUIIA...»).

12. TIpukaz ®I'bOY IO UPIIO ot «07» ampens 2023 1. Ne 162-IT «O6
YTBEPKIACHUA [IpumepHou o0Opa3oBaTenbHOI IIPOrpaMMBbl CpEIHEro
poheCCHOHAIBHOTO o00pa3oBaHUs 1o CIICIIMATIBLHOCTH 46.02.01
JlokyMeHTaIlmoHHOE 00eCTICUeHUE YIIPABJICHUS U apXUBOBEIICHUEY .

13.  VYcraB  TOCYmZapCTBEHHOTO  OIOMKETHOTO  MPO(PECCHOHATBEHOTO
oOpazoBaTenpHOr0 YyupexiaeHus PocTtoBckoit obnactu «PocToBckuii-Ha-/loHy
KOJUISDK ~ PaJAMODJIEKTPOHUKH,  MH(POPMAIMOHHBIX W MPOMBIIUICHHBIX
TEXHOJIOTUID.

14. JloxanpHble HOPMAaTHBHBIE AaKThl T'OCYJAapCTBEHHOIO OIOJKETHOIO
mpoecCHOHaNBHOTO  00pa30BaTEIBHOTO  yupexkaeHuss PocToBckoil obiactu
«PoctoBckuit-Ha-J{oHY KOJIEMK  PagUOdTIEKTPOHUKH, WHOOPMAIMOHHBIX U
MPOMBIILICHHBIX TEXHOJIOTHII.

1.2. Yuacrue padoroaareineii B pazpadorke u peamuzanuu OIl CIIO

CotpynuudectBo padotomateneit u I'BIIOY PO «PKPUIIT» 3akmrouaercst B
papaborke wu peamusaruu  OIl  CIIO mno cnemuansHoctn  46.02.01
JlokyMeHTaIlmoHHOEe 0OecTieYeHUe YIIPaBICHHs U apXUBOBEICHUE, MO CJICIYIOIIUM
OCHOBHBIM HaIlpaBJICHUSIM:



- yyactue pabotonareneil B pOopMHUPOBaHUN U KOPPEKTUPOBKE COAEPIKAHUS
OII CIIO;

- ydqacTue npeacTaBuTeneit paboroaareneit B onenke coaepxkanus OIl CIIO;

- pEelieH3UPOBaHNE YUYEOHO-METOINUECKON TOKYMEHTAIINH;

- TMpakTU4Yeckoe OoOy4deHHe CTYACHTOB Ha pabouumx wmecTtax B (opme
MPAKTHYECKON OJATOTOBKY;

- TMpuBJeueHue padoTodareneili B KayecTBE BHEIIHUX OJKCIEPTOB IMIPH
IPOBEICHUH MTPOMEKYTOYHOHN aTTecTaluy 00ydJarouMxcs 1Mo mpodhecCHOHAIbHBIM
MOJYJISIM (9K3aMEHBI KBaJTU(UKAIIMOHHBIE, SK3aMEHBI [T0 MOYJISIM);

- coryacoBanue IIporpamMmbl rocyapCTBEHHOW HTOTOBOM aTrTecTaluud U
(OHIIOB OLIEHOUHBIX CPENICTB JAJISl TOCYAAPCTBEHHOM UTOTOBOM aTTECTAlNU;

- yudacThe paborojaTeneii B TOCYJapCTBEHHOW HMTOTOBOW aTTeCTalluu
BBIITYCKHHUKOB;

- TPYJOYCTPOICTBO BBHIITYCKHHUKOB,

- obecrieueHne aJanTaly BEIITYCKHIUKOB Ha MTPOU3BOJICTBE.

1.3. Ilepeyennb coxkpanieHuii, ucnoab3zyemsix B Tekcre OII CIIO:

®I'OC CIIO — ®enepanbHblil rOCyIapCTBEHHBI 00pa30BaTEIbHbIA CTAHAAPT
cpeaHero nmpohecCUOHAIBHOTO 00pa30BaHus;

OIl CIIO — o6pa3oBarenbHasi mporpaMma cCpeaHero npodeccuoHaIbHOTO
oOpa3oBaHus;

MK — MeXIUCIUIUIMHAPHBIN KypC;

[IM — npodeccroHanbHBIN MOIYJIb;

OK — o0mme KOMITETCHITNH;

[1K — mpodeccronanbHble KOMIETEHITUY;

I'MA — rocynapcTBeHHAsi UTOrOBasi aTTECTAIHSA;

2 — 1eMOHCTpALIMOHHBIN YK3aMEH,;

JP (AIT) — numtomHas paboTa (IUIIIOMHBINA TPOEKT).

2. OBIAA XAPAKTEPUCTHUKA OII CIIO

2.1. Hean OII CITIO

OIl CIIO mpexacraBisieT co0OOM KOMILIEKC OCHOBHBIX XapaKTEPUCTHUK
oOpazoBanust  (oObeM,  cojepkaHWe,  IUIAHUPYEeMble  pe3yJdbTaThl) |
OpPTraHU3AIMOHHO-TICJATOTUYECKUX ~ YCIOBUM, KOTOPBIA TIPEACTaBICH B BHIE
y4eOHOro IJIaHa, KaJeHAapHoro yueOHoro rpaguka, paboynx nporpamMm y4eOHbIX
NpEeIMETOB, KypCOB, JAWCHUIUIMH (MOMAyJeW), TMPaKTUK, OICHOYHBIX U
METOJMYECKUX MaTepUaioB, pabodyr0 MporpamMMy BOCTIHTAHUS M KaJleHAapHBIN
IUTaH BOCIIUTATEILHOU PabOTHI.

OII umeeT cBOEH LETBIO pa3BUTUE Y 00YUAIOIIUXCS TUYHOCTHBIX KaYeCTB, a
Takke QopmupoBaHue OOMMX ©  TPOPECCHOHAIBHBIX KOMIICTCHIIMH B
cootBeTcTBHE ¢ TpeboBarussMu PI'OC CIIO nmo maHHOM CHEIMAaTbHOCTH.

B OIl CIIO UCIIOJIb3YIOTCS METOJNKHU IPENoJaBaHUs
00111e00pa30BaTeIbHBIX TUCIUTINH C y4eToM npodeccuoHaIbHON



HAIPaBJICHHOCTH U TTPUHITUIIBI:
- HHTETPAINS;
- UHTeHCU(PUKAITNS;
- nudpoBU3aITHS;
- mpoeccroHanu3anus.

2.2. llonyuyenue oopazosanus no OIl CI1IO

Cpox nosyuenust oopazoanust no OIl CIIO B ounoit popme oOyuenus: OI1
CIIO no cneunanbHocTy 46.02.01 JIoKyMEHTalIMOHHOE O0ECIIEYeHUE YIpaBICHUS
U apXMBOBE/ICHUE U MPUCBaMBaeMas KBanu(uKaIys mpuBOASITCA B TaOIuUIIE.

YpoBeHb 00pa3zoBaHus, HanmenoBanue Cpok monaydeHust
HEOOXOMUMBIN IS KBaJIu(UKAINH o6pazosanus o OIT CIIO B
npuema Ha o0ydeHue ouHOM opme 00yueHus
o OI1
OCHOBHOE€ 00111e€ CIICIIMAJIUCT IO 2 roma 10 mecsiieB
oOpa3oBaHue JOKYMEHTAIUOHHOMY
00eCIIeUeCHHUIO
YIPaBJICHUS
apXWBHOMY JICTTY

O6bem MIPOTPaAMMBI 1o OCBOCHHIO IIPOTPAMMBI CPEIHETO
npodecCUOHAIBHOTO 00pa3oBaHus Ha 0a3e OCHOBHOI'O OOIIEro OOpa3oBaHUS C
OJIHOBPEMEHHBIM TMOJy4YeHUEM CpeaHero obuiero oOpaszoBanus: 4428 wyaca u
cocTaBysieT 123 Heaenu, B TOM UHCIIC:

Crpyxkrypa OII CITIO 0O6wéMm OII CIIO,
B aKaJl. yacax
Jucrunnunasl, MJIK 3510
[IpakTuka 702
['ocynapcTBeHHast UTOTOBasi aTTECTALIMS 216
Hroro 4428

OO6pazoBartenbHas MporpaMMa peaiM3yeTcs Ha TOCyJAapCTBEHHOM SI3bIKE
Poccuiickon denepanum.

2.3. TpeGoBaHusi K AOUTYPUEHTY

Jlst 00yuenus npuHUMaloTes rpaxaane Poccuiickoit denepanyu, nMeromme
OCHOBHOE o01ee oOpaszoBanue. [IpueM ocyIecTBiseTcss Ha OOIIEIOCTYITHON
OCHOBE.




3. XAPAKTEPUCTHUKA

MMPO®ECCHOHAJIBHOM JEATEJBHOCTH BBIITY CKHUKA

3.1. Ob6aactp mnpodeccHOHATHHON 1eSITeIbHOCTH BbIMYCKHUKOB: 07

AMUHHUCTpATUBHO-yIpaBleHUYecKast 1 OUCHAS 1EATEIbHOCTb.

3.2. CooTBercTrBHE l'lpO(l)eCCI/IOHaJILHLIX MOI[yJIeﬁ nmpucBanBacMbIM
KBAJIH(PUKALMAM:
Kpanmuduxamms
cneyuanucm no
HanmenoBanne oCHOBHBIX BUJIOB | HanMeHoBaHME MPOPECCHOHANBHBIX | OOKYMEHMAYUOHHOMY
JeATETbHOCTH Moayiei obecneueHuo
ynpasieHus u
APXUBHOMY ey
OcyuiecTBieHue IIM.01 OcymecTBiieHne OCBanBaeTCs
OpraHu3aIMOHHOIO U | OpPraHMU3allMOHHOIO u
JOKYMEHTALOHHOTO JOKYMEHTAIIHOHHOTO obecrieueHust
obecrnevyeHus nesiTenbHOCTH | ACATCIIBHOCTH OpTaHu3aliny
OpraHu3aIu
Opranunzanus apxuBHOH padoTsl 1o | [IM.02 Opranuzanus apXuBHOW pabOThI OCBauBaeTCA
JOKYMEHTaM OpraHHu3aluil | 1o JIOKyMEHTaM OpraHu3aIui
pa3NIu4HbIX POpM COOCTBEHHOCTH pa3nuYHbBIX GOPM COOCTBEHHOCTH
Ocgoenne pabor 1o pomwkHoctd | [IM.03  BeimonHeHne paGoT 1O | AEIONPOU3BOIUTEINH
CIy>KaIlero (21299 | nomxmoctn  cmyxamero (21299
J1enonpon3BoIUTEIb) Jlenonpoun3BoauTeNhb)

4. INTIAHUPYEMBIE PE3YJIBTATBI OCBOEHUA OII CIIO

B pesynbrare ocBoenus OII CIIO oOyuaromuecs AOJKHBI OBJIAJICTh
CJIEIyIONMMH OCHOBHBIMH BHuJamMu Tpodeccuonansuoit aestenbHoctu (BILJ),
obuumu (OK) u npodeccronansubimu (I1K) kommeTeHIIusIMH.

4.1. O0uIMe KOMIEeTeHINH
CrnenmuaiiictT 10 JOKYMEHTAI[AOHHOMY OOECIICUCHUIO YMpaBICHUS W
aApXWBHOMY JI€NTy TOJDKEH 00J1a/1aTh CASAYIOMUMHE OOIIMMHI KOMIIETECHITUSIMU:

Kon DopMyJIHPOBKA KOMIIETCHIIUU [Tokazarenu 0OCBOEHUS KOMIIETCHIIUN
OK 01 Breibupate cnocoObl pelieHust 3ajnad | YMeHHUs:
npodeccuoHaIbHON JeSATeIbHOCTH | -  pacmo3HaBaTh  3ajadyy  W/WIH
IIPUMEHUTEIBLHO pa3IuYHbBIM | IpobiieMy B MpodeccnoHaTbHOM W/WIH
KOHTEKCTaM COLIMAJIbHOM KOHTEKCTE;
- aHaJNM3UpoOBaTh  3ajadyy  W/WIu
npobieMy U BBIICHATH €€ COCTaBHBIE
4acTH;




- OIPEIENATh dTAlbl PEIICHUS 3a7a4u;
- BBIBIATH M J(P(EKTUBHO UCKAThH
uHpOpMaLMIO,  HEOOXOAMMYIO IS
pEIIeHUS 3a/1a4u U/WUIH TIPOOJIEMBI;

- COCTABIIATH ILJIaH JICHCTBHUS,

- OIpeneNiaTh HeOOXOIUMBIE PECYPCHI;

- BIAQJETh AaKTyaJbHBIMH METOJaMHU
pabotel B mpodecCHOHATBHOW U
CMEXHBIX chepax;

- peanu30BBIBATH COCTABJICHHBIN IUIaH;
OLICHUBATh PE3YJbTaT M TOCIEACTBUS
CBOMX JIEUCTBUN (CAMOCTOSTEIHHO WM
C OMOIIbIO HACTABHUKA)

3HaHusn:

- aKTyaJbHBIH TNPO(ecCHOHAIBHBIA |
COLIMANIBHBIM KOHTEKCT, B KOTOPOM
MIPUXOJUTCS PabOTATh U )KHTH,

- OCHOBHBIE UCTOYHHMKH HUH(OpMAINK U
pecypcel  JUIs  pemieHHs 3ajad U
npobjeM B MpodeCCHOHATBHOM H/WITH
COLIMAIIBHOM KOHTEKCTE;

- aNropUTMbI BBIOJHEHUS paboT B
npoQeCcCUOHAIBHON u CMEXHBIX
001acTIX;

- METOJIbI pabOTHI B PO eCCHOHATHHOM
U CMEXHBIX cdepax;

- CTPYKTYpY IUIaHa JUTs peIIeHus 3a/ay;
- TOpPSIOK  OICHKH  Pe3yJibTaToB
pemeHuss 3ama4  MpodheCCHOHATLHOU
JIESITENIbHOCTH

OK 02

Hcnonp30BaTh COBPEMEHHBIE CpPEINCTBA
NOMCKA, aHajlu3a W MHTEpIpeTaluu
uHpopMauu U MHGPOPMALMOHHbBIE
TEXHOJIOTUM JUIS BBIMOJIHEHUS 3ajad
poeCCHOHAIBHON JEATEHHOCTH

Ymenus:

- ompenenaTh 3adayd Uil TIOMCKa
uH(popMaLnu;

- ONpeAeTATh HEOOXOMMbIE UCTOUHUKHU
uH(popMaLnu;

- IUTAHUPOBATh MPOLECC TOUCKA;

- CTPYKTYpPHpOBaTh  TOJIY4aeMYIO
UH(pOPMALIHNIO;

- BBIIENSATHL HauOolee 3HAYMMOE B
nepevyHe HHPopMaluu;

- OILICHUBATh MPAKTUIECKYIO
3HAYMMOCTb PE3YJIbTATOB MTOUCKA;

- odopmiATh pe3ynbTaThl IMOUCKA,
PUMEHSTh CpezcTBa
WHPOPMAIIMOHHBIX  TEXHOJIOTHH IS
peleHus mpoecCUOHANBHBIX 3a/1a4;

- UCTIOJTB30BaTh COBpPEMEHHOE
porpaMMHoOe oOecrieueHue;

- HCIONB30BaTh pa3jIMyHbIe IH(PPOBHIE
CpezcTBa ISt peLeHus
poeCCHOHAIIBHBIX 3a1a4




3HaHus:

- HOMEHKJAaTypa WH(QOPMAIMOHHBIX
HUCTOYHHUKOB, PUMEHSIEMBIX B
poeCCUOHATILHOM JIeATEILHOCTH;

- MIPUEMBI CTPYKTYPHUPOBAHUS
nHpopMmanuu;

- dopmar odopMmieHHS pe3yIHTATOB

novcka uHGOpPMAIlMU, COBPEMEHHBIC
cpencTaa U YCTpOMCTBA
nH(pOpMaTU3ALINY;
- TOpAJOK UX  TOPUMEHEHUs U
MPOrpaMMHOE obecrieueHue B
npo(ecCHOHAILHON  JIeATeIbHOCTH B
TOM  4YWCI€ C  HCIOJb30BAaHUEM
1M (POBBIX CPEACTB
OK 03 IImanupoBars u peanu30BbIBAaTh | YMEHHS:
coOCTBEeHHOE  MpOoEeCCHOHATBHOE | | - OTIPENIETISATh aKTyaJbHOCTh
JUYHOCTHOE pa3BUTHE, | HOPMATUBHO-TIPABOBON JIOKyMEHTAILIUU

MPEIIPUHAMATEIBCKYIO JIEATEIBHOCTh B
npodecCuoHATbHON chepe,
UCIIOJIb30BaTh 3HAHUS 110 IPABOBOM U
(UHAHCOBOW TPaMOTHOCTH B Pa3JIMYHBIX
YKU3HECHHBIX CUTYaIUsX.

B IIpO(heCcCHOHANIBHOM 1€ TENbHOCTH;

- IPUMEHATb COBPEMEHHYIO HAyYHYIO
podheccuoHaNbHY0 TEPMUHOJIOTHIO;

- ompeAensTb M BBICTpAaUBaTh
TpaeKTOPUU po(hecCuOHATILHOTO
pasBUTHS U CAMOOOPa30BaHMS;

- BBISIBJIATH JOCTOMHCTBA U HEIOCTATKU
KOMMEpUYECKOil uaeu;

- TPE3eHTOBAaTh  HJEH  OTKPBITUS
COOCTBEHHOTO nena B
PO eCCUOHAIBHON JEATETHHOCTH;

- oopMIIATH OM3HEC-TIJIaH;

- PacCUMTHIBATH pPa3MEphl BBIIUIAT I10
MPOLIEHTHBIM CTaBKaM KpEIUTOBAHUS;

- OTIpeNIeNATh WHBECTUITUOHHYIO
MPUBIIEKATEIbHOCTh KOMMEpYECKHUX
uaed B pamkax MpogeccHOHaTbHOU
NeSITeTTbHOCTH;

- IPE3EHTOBATh OM3HEC-UJIEIO;

- OIpPECaACIIATh NCTOYHHUKHN
(dbuHaHCUPOBaHUS

3HaHus:

- cozepKaHue aKTyaJbHON
HOPMAaTHUBHO-TIPABOBOM JOKYMEHTAIIUH;
- COBpEMCHHAaA Hay4YHas n
npodeccuoHagbHast TEPMUHOJIOTHS;

- BO3MOJKHBIE TPaeKTOpUU
npoeCCUOHATBHOTO  Pa3BUTUA U
caMo00pa30BaHMs;

- OCHOBBl  IpPEANPUHUMATEIHLCKON
JIeSITEIIbHOCTH;

- OCHOBBI (PMHAHCOBOM TPAMOTHOCTH;
- MpaBwJIa pa3pabOTKH OM3HEC-TIIIAHOB;




- HOPAAOK BBICTpaMBaHUA NPC3CHTALINN,
- KpCAUTHBIC OaHKOBCKHE IMPOAYKTHI

OK 04 OddexTuBHO  B3aMMOJCHCTBOBATH ¥ | YMEHHUSI:
paboTaTh B KOJUIEKTUBE U KOMaH]1e - OpraHu30BbIBaTh PadOTy KOJUIEKTHBA
Y KOMaH/1bl;
- B3aUMOJICIICTBOBaTh C KOJUIEraMu,
PYKOBOJCTBOM, KJIMEHTaMHU B XOJ€
1po¢eCCHOHATIBHOM 1S TEIbHOCTH
3HaHun:
- IICUXOJIOTUYECKUE OCHOBBI
JIeSITEIIbHOCTH KOJJIEKTUBA,
IICUXOJIOTUYECKUE 0COOEHHOCTH
JIMYHOCTH;
- OCHOBBI IPOEKTHOH J1eSITEITbHOCTH
OK 05 OcCy1IecTBISATh YCTHYIO U IMHCBMEHHYIO | YMeHHUs:
KOMMYHHUKAIIMI0 Ha TOCYAAapCTBEHHOM | - TPaMOTHO M3JlaraTh CBOU MBICIU H
s3pike Poccuiickoit @enepanuu ¢ yueToMm | opopMIIsiTh JIOKYMEHTBI o
0ocoOeHHOCTeH COLMAJIBHOTO U | IpoecCUOHATIBHON  TeMaTHKe  Ha
KYJbTYPHOI'O KOHTEKCTA rOCy/IapCTBEHHOM  SI3bIKE, TPOSIBIISITH
TOJIEPAaHTHOCTh B pabouyeM KOJJIEKTUBE
3HaHun:
- OCOOGHHOCTM  COLHMAIBHOIO U
KyJIbTYPHOI'O KOHTEKCTA;
- mpaBuia ooOpMIIeHHS JTOKYMEHTOB U
IIOCTPOEHHUS YCTHBIX COOOIIEHUN
OK 06 IIposBisaTh IPAXKIAHCKO- | YMEHHS:
NaTPUOTHYECKYIO MO3UIMIO, | -  ONWCHIBAaTH  3HAYUMOCTb  CBOEHU
JEMOHCTPUPOBATh OCO3HAaHHOE | CIIELIUAIIbHOCTH;
MOBE/ICHHE HAa OCHOBE TPAJAMIMOHHBIX | - MPUMEHSITh CTaH/IapThI
POCCUICKHX JyXOBHO-HPABCTBEHHBIX | aHTUKOPPYILIMOHHOTO MOBEJACHUS
LIEHHOCTEH, B TOM UYHCJIE C YYETOM | 3HAHMA:
rapMOHM3allM  MEXHALMOHAJIBHBIX U | - CYIITHOCTh IpaX<1aHCKO-
MEXXPETUTHO3HBIX OTHOLIEHMH, | TATPUOTHIECKOM MO3ULUH,
IPUMEHSITh CTaHJAPTHI | OOIIEYEIOBEUECKUX LIEHHOCTEH;
AQHTUKOPPYIIIMOHHOTO NTOBEACHUS - 3HaYUMOCTh  NPOQEeCcCCHOHATbHON
JESATEIBHOCTH 1o npodeccun
(crienMaabHOCTH);
- CTaHAApTBl AHTUKOPPYINLHUOHHOIO
MOBEICHUA U TOCJIEICTBUS  €ro
HapyLICHHUS
OK 07 CopelicTBOBaThH COXPAHEHHUIO | YMeHMs:
OKpYyXarouieu cpensl, | - coOJIoAaTh HOPMBI JKOJIOTHYECKOH

pecypcocOepeKeHUI0, MPUMEHSITh 3HAHUS
00 W3MEHEHMHM KJIMMaTa, TNPUHIIMIIBI
OepexIIBOro IIPOU3BO/ICTBA,

s heKTUBHO JIeiCTBOBATH
Ype3BBIYANHBIX CHTYAITUSIX

B

0e30macHOCTH;

- OTpeNieNiTh HarpaBJICHUS
pecypcocOepekeHust B pamMKax
npoeCCUOHATIBHON JIEATENILHOCTH  T10
CHENHATBHOCTH OCYIIECTBISTE paboTy
c co0JIr0IcHHEM NPUHIUIIOB
OepeXITMBOTO TTPOU3BOICTBA;

- OpraHU30BBIBaThH MPO(EeCcCHOHATBEHYIO
JISSITETIbHOCTh € YYETOM 3HaHWi 00
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HU3MCHCHHUM KINMAaTHUYCCKUX YCHOBI/II\/'I

pEeruoHa
3HaHus:

- npaBmiIa IKOJOTUIECKOU
0e3omacHoOCTH npu BEJICHUU

poeCCUOHATILHOM JIeATEILHOCTH;

- OCHOBHBIE PECYPCHI, 3a/IcHICTBOBAHHBIC
B IPO(ECCUOHATILHOM JIeATEIILHOCTH;

- IIyTH obecrieueHHs
pecypcocOepeKeHuUS; TIPUHITUTIBL
OepeKIIMBOTO MPOU3BOICTBA;

- OCHOBHBIC HAIPaBJICHUS H3MCHCHUS
KJIMMATHYECKUX YCIOBUI PerHoHa

OK 08 Hcnons3oBaTh cpeAcTBa (U3HUECKON | YMeHHUsI:
KYJIBTYpBI ISt COXpPaHEHUS uj- HCII0JIb30BATh (bU3KyIbTYypHO-
VKpEIUIeHUusT 3JI0pOBbS B  Ipollecce | 03JOPOBUTEIBHYIO JAEATEeIbHOCTh IS
npo(eCCUOHANIBHOM ~ JIEATENbHOCTH U | YKPEIJICHUS]  370pOBbs, JIOCTHIKEHUS
NOJAJEPKAaHUSI HEOOXOAMMOIO YpOBHS | )KM3HEHHBIX M Mpo(dhecCHOoHATbHBIX
($u3nYECKOil MOArOTOBIEHHOCTU Lenen;
- TIPUMEHATH palMOHAJbHBIC MPUEMBI
JIBUTATEIbHBIX byHKIUH B
npodeccuoHaNbHON e TEIbHOCTH;
- I10JIb30BaThCS CpeacTBaMHu
npounakTUKu NepeHaINpPsKEeHHUS,
XapaKTePHBIMU TUTS TaHHOM
CHEIHUAIbHOCTH
3HaHus:
- poiab (U3MYECKOH KYJIBTYpbl B
00IIEeKYTBTYPHOM, MPOohecCHOHATHFHOM
U COIIMAJIbHOM Pa3BUTUH YEIIOBEKa,
- OCHOBBI 3/J0pOBOI0 00pa3a )KU3HHU;
- yCIIOBUS npogeccuoHaIbHON
JIeSITEIIbHOCTH u 30HBI pHuCcKa
¢duznveckoro 3/10pPOBbSI ISt
CHEIUAIBHOCTH, CpeacTBa
PO UIAKTUKY TIEPEHANIPSHKCHHUS
OK 09 [Tonb30BaTbCs npodeccuoHanbHOM | YMeHus:

HOKYMGHTaHHCﬁ Ha TroCyAapCTBCHHOM H
HHOCTPAaHHOM A3bIKax

- TIOHMMaTh OOIIMI CMBICI YETKO
NPOM3HECEHHBIX  BBICKA3bIBAHWN  Ha
U3BECTHBIE TeMbI (MPO(eCCHOHATBHBIC
u OBITOBBIE), TOHWMATh TEKCTHl Ha
0a30BbIe IPOPECCUOHATILHBIE TEMBIL;

- y4acTBOBATh B JHAIOTaX HA 3HAKOMBIE
o0mrue u npodeccruoHalbHBIE TEMBI,

- CTPOHMTH MPOCTHIC BBICKA3BIBAHHUS O
cebe u O cBoel MpodeccuoHaTbHON
JCSITETbHOCTH,

- KpaTKo OOOCHOBBIBaTh M OOBSCHATH
cBOM JCHCTBUS (Texytue u
IUTAHUPYEMBIC);

- IIUCaTh MPOCTHIE CBSI3HBIC COOOIICHUS

11




Ha 3HAaKOMbIE WJIM HHTEPECYIOLIUE
npodeccuoHabHbBIE TEMBI

3Hanun:
- IpaBWIa IOCTPOEHUS MPOCTBIX U
CII0’KHBIX IIPEIIOKEHU N Ha

poeCCUOHATILHBIC TEMBI;

- OCHOBHBIE O0OUICYyNOTpPEOUTEIHHBIC
TJIaroJibl (6p1TOBAsS u
npodeccnoHanbHas JIEKCUKA);

- JICKCHYECKHI MUHHMYM,
OTHOCSIIIUICS K OMHMCAHHUIO MPEIMETOB,
Cpe/CTB u IPOIIECCOB
npodeccCHOHALHOM IeATEIBbHOCTH;

- 0COOCHHOCTH TMPOU3HOIICHUS;

- npaBuiia YTCHHUSI TEKCTOB
poheCCUOHATILHON HAITPABICHHOCTH

4.2. lIpodeccnonaibHbIe KOMIIETEHIIUN

CHGI_[HEUII/ICT 10 AOKYMCHTALIMOHHOMY 00eCIICUCHHUIO YIIPpaBJIICHUA U
ApXUBHOMY JOCIIY  OOJIKCH 06JI21I[aTI> CICayrOIMHU HpO(i)eCCI/IOHaJIBHBIMI/I
KOMIICTCHIUAMHA, COOTBCTCTBYIOIIIMMHA BUAAM ACATCIbHOCTH:

OcHoBHbIE BUIbI Koxa u HaumeHoBaHue ITokxazarenn 0OCBOEHMSI KOMIIETEHIIUU
JESTEIBHOCTH KOMIIETEHI[IH
OcymiecTBicHHE IIK 1.1. OcymecrBnsats | HaBbIku
OpraHU3alMOHHOrO ¥ | NpUEM-TIepeiaqy MOJIy4eHHUsl He0OX0AUMON MH(pOpMaLNK
JOKYMEHTALMOHHOrO | YIIPABIEHUECKOM U Tepejayd  CaHKIMOHUPOBAaHHOU
obecrieyeHus uHpopMalui C TMOMOIIBIO | HHPOPMAITII c HCIIOJIb30BaHUEM
JeSITeIbBHOCTH CpeAcTB HMH(OPMAIMOHHBIX | CPEICTB MH(POPMALIMOHHBIX U
OpraHu3aIuu u KOMMYHMKAIIMOHHBIX | KOMMYHHUKAIIMOHHBIX TEXHOJIOTHH
TEXHOJIOTUI Ymenus:
- UCIIOJIb30BATh CpeacTBa
MH(POPMALMOHHBIX U

KOMMYHUKAIIHOHHBIX TEXHOJOTHH ISt
MOJIy4YeHHUS U Nepeslaur HHPOpMaLny;

- BECTH U HCIIOJB30BaTh B pabote 6a3y
KOHTAKTOB OpraHU3aliH;

- BECTH Y4YETHBIE PETUCTPAIIOHHBIE
dopmBl,  HUCHONB30BATh  UX  JJA
nH(pOpMalMOHHON pabOTHI U PabOTHI MO
KOHTPOJIIO HCTIOJIHEHHSI TOPYUYCHUIA;

- yCTaHABJIMBAaTh U MOJJEP’KUBATH
KOMMYHMKAIlMM B TPOIECCE JIE€I0BOIO
oOlmIeHNsT ¢ TOMOUIbI0  CPENCTB
MH(POPMALIMOHHBIX U
KOMMYHUKAIIHOHHBIX TEXHOJIOTHIA,

- CIJaXxuBaTb  KOH(DIUKTHBIE U
CIIOXKHBIE CUTYyallMM MEXIUYHOCTHOTO
B3aHMMOJICHCTBUS;
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- coOMI01aTh CIIYXEeOHBIN ITUKET;

- obOecrieunBath  MHPOPMAIIMOHHYIO
0e30macHOCTb JeSITeTbHOCTH
OpraHu3aIu

3HaHus:

- HOpMATHBHBIC  IPABOBBIC  aKTHI
Poccmiickoit ®enepanmu B cdepe
UH(POPMAIMOHHBIX u
KOMMYHHKAITMOHHBIX TEXHOJIOTHIA,

- CTPYKTypa OpraHu3amuu, e€ 3a1a4u u
GyHKIUY;

- TpaBWwia TPOBEIACHHUS  JICIOBBIX
MIEPEroBOPOB;

- 9THKA JICJIOBOTO OOIICHUS;

- IPaBWJIA PEUCBOTO ITHKETA;

- TpaBWja MOMJCPXKAHUS W PA3BUTHUS
MEKJIMYHOCTHBIX OTHOIICHUN;

- TpeOOBaHUs OXpaHbl TPyia

I[IK 1.2. KoopaunupoBaTh

paboty MIPUEMHOM
PYKOBOJUTEIISA, 30H TpreMa
pa3InYHBIX KaTeropuii

IIOCETUTENIEW OPraHu3alun

HaBbixu

KOOpIUHALIMHT paboThI MPpUEMHOMN
PYKOBOAUTEA 51 30H npuéMa
pPa3IMYHBIX KaTEropvil IOCETUTEeH
OpraHu3aluu

YMenus:
- BCTpe‘IaTI) HOCGTI/ITGJIGﬁ, HOJIy‘IaTI)
[IEPBUYHYIO nH(pOpMaIIHIO 0

MOCETUTENSIX, YCTAaHABIMBATH TOPSIOK
npuéMa I pasIMYHBIX  KAaTerOpHi
MMOCETHUTEIIEH;

- BECTH Y4YETHBIE pPETUCTPALMOHHbIE
dopmMbl TO TIpHEMY TIOCETUTENEH U
0OpPMIIATH MPOIYCKa;

- BeCTH MpuéM, Tepefady W OTHpPaBKY
JIOKYMEHTOB;

- OpraHu3OBBIBATH H OpPOHHUPOBATH
NepEeroBOpHbIE KOMHATHI;

- cepBUpOBaTh 4YaiiHble (KO(eHHBIC)
CTOJIBI B opuce;

- TpPUMEHATh B paboTe cpencTBa
MH(OPMALIMOHHBIX u
KOMMYHHKAITMOHHBIX TEXHOJIOTHIA,

- TPUHUMATh MEpPHl MO COXPaHCHHIO
KoH(MUISHIMATFHOW uHpOpManuu B
X0J1e MpUEMa MOCETUTENEN

3HaHu:
- HOPMATHBHBIC  TPABOBBIE  AKTHI
Poccuiickoii @enepaunu 10  3aluTe
nHpopMmaruu u paboTe ¢ 0OpaIeHUsIMI
TPaXKJIaH;
- CTPYKTypa OpraHu3ayu u
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pactipenenienue  QYHKIOUH — MEXIY
CTPYKTYPHBIMH  HOJPA3ACICHUSIMA U
CHeHATNCTaMH;

- [paBWwia OpraHu3auudd  npuéma
MMOCETUTEIICH;
STUKET M OCHOBBI MEXIYHapOIHOTO
MPOTOKOJIA;
- 9THKA JIeJIOBOr0 OOIICHHMS;
- IpaBUJIa PEUEBOI0 ITUKETA;
- IIpaBHJla  CEPBUPOBKM  YaWHOIO
(kodeliHoro) crona;
- TpeOOBaHUS OXPAHBI TPyIa
[IK 1.3. Bnagets HaBbikaMu | HaBbIKH
IUIAHUPOBaHUs  paboyero IJIAHUPOBaHUSI  paboyero  BpPEMEHH
BPCMCHH PYKOBOIUTCIA W | pykoBoauTedss u  pabodero  JHS
CEKpeTapsa ceKperaps
Ymenus:
- BbIOMpaTh (OPMBI TUTAHUPOBAHUS U
0hopMIIATH TJIAHUPOBIIUK
(opramnaiizep) PYKOBOJIUTENS u
cekperapsi;
- yYCTaHaBIMBATh II€NIM, OMPEACIATh
MIPUOPUTETHOCTH u 0uepEAHOCTD

BBITIOJIHCHHUS paboT u  3PPeKTHBHO
pacnpenenstb pabouee Bpems;

- COTJIACOBBIBATh BCTpeuu u
MEPOTIPHUATHS ¥ BHOCUTH WH(OPMAITHIO
B IUTAHUPOBIIMK (OpraHaiizep);

- uH(pOpPMUPOBATh PYKOBOAHUTENS O
NpUOIKEHU BPEMEHU W PETJIaMCHTE

3arIaHUPOBAHHBIX BCTpeY u
MEPOIIPUATHH;

- BBIOMpaTh ONTHMAIbHBIE CHOCOOBI
BHEIIIHETO " BHYTpPEHHETO
UHOOPMUPOBAHHUSI O  IUIAHUPYEMBIX
MEPOTIPUATHSIX;

- oOecrneunBaTh MH(POPMALNUOHHYIO
0€e30IacHOCTD ESITENLHOCTH
OpraHu3aluy;

- TpUMEHATh B paboTe CcpelncTBa
MH(OPMALIMOHHBIX u
KOMMYHHUKAIIMOHHBIX TEXHOJIOTUI
3HaHus:

- HOPMATHBHBIE  TPABOBHIE  AKTHI
Poccuiickoit ®enepauuu B cdepe

nH(pOpMaIMOHHOM 0€30MacCHOCTH;

- CTPYKTypa u crenuduka OCHOBHOMH
JIESITSIIBHOCTH OpraHu3aIliy;

- OCHOBBI YIIPABJICHUS BPEMEHEM,;
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- IpaBuia
[IEPErOBOPOB;
- 9THKA JIEJIOBOr0 OOIIECHHMS;
- TpeOOBaHUs OXpaHBI TPY/IA.

MMPOBCACHUA JACJIOBBIX

I[IK 1.4. OcymecTBisiTh
MOATOTOBKY JIETOBBIX
MOE370K PYKOBOJIUTENS U
JIPYTUX COTPYAHUKOB
OpraHu3aluu

HaBbixu

OpraHu3aluu JICIIOBBIX MOE310K
PYKOBOJIUTENISI U JIPYTHX COTPYIHHKOB
OpraHu3aluu

YMenus:

- COCTaBJIATh U OPOPMIISATH TOKYMEHTHI
JUISL IEJTOBBIX TIOE3/10K;

- OCYWIECTBISTH  TPEBEN-TIOJICPIKKY
JIETIOBBIX MTOE3/10K;

- COTJIAaCOBBIBATH C
CTOPOHOH  TPOTOKOJ  IUIAHUPYEMBIX
MEpPOIPUATHH u ¢dbopmupoBath
IporpamMMy JIeJIOBOH MOE3/IKH;

- UCTIOJIb30BaTh cpeacTaa
UH()OPMAIIMOHHBIX u
KOMMYHHUKAI[HOHHBIX TEXHOJOTUN ISt
obecrieueHHss  B3aUMOJCHCTBUS €
PYKOBOJIUTENIEM BO BpPEMsI €T0 JIEIIOBON
HOC3/IKH;

- ohopMIIATH OTYETHBIE TOKYMEHTHI O
JIEJIOBOM IOE3/IKE

MPUHUMAIOIIECH

3unanusa:

-  HOpMaTHBHBIE IPaBOBBIC
Poccuiickoit  ®@epepannn B
OpTraHH3aIiH JIeJI0BOM MOE3IKH;
- TTOPSITOK [TOJITOTOBKH 51
JIOKYMEHTHUPOBAHHUS JIEIIOBOU MOE3KH;

- UHTEPHET-PECYPCHI IS
OCYIIIECTBIICHUS TPEBEI-TIOIIICPKKI
JIETIOBBIX TMOE3/I0K;

- OTHKET W OCHOBBI MEXITYHApPOIHOTO
MPOTOKOIIA;

- 9THKa JEJIOBOr0 OOIIEHUS;

- TpeOOBaHUS OXPAHBI TPY/IA.

aKTBI
ctepe

[K L.5.
cnocobamMu  OpraHu3aluu
pabouero IPOCTPaHCTBA
npueMHOM U KaOuHeTa
PYKOBOJUTES

Braaners

Hagbiku
OpraHu3aluu u
(GYHKIIMOHATILHOTO
IIPOCTPAHCTBA

MOAJIEP>KaHUS
pabouero

Ymenus:

- OpraHu3oBbIBaTh paboyee MeECTO B
COOTBETCTBUU c TpeOOBaHUAMH
OPrOHOMMKHU U KYJIBTYPBI TPYJQ;

- obecreunBaTh pabodee MeCcTo U
GyHKIIMOHATIBHOE pabouee
MPOCTPAHCTBO HE0OXOTMMBIMH
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cpeacreamu OpraHU3alMOHHON
TE€XHUKU, MeOenbl0 U KaHLEIIPCKUMU
IIPUHAJIEKHOCTSIMU;

- MOAJEP/KUBATH CpencTBa
OPraHu3alMOHHOMN TEXHUKHU
B pabo4yeM COCTOSIHUU

3HaHuA:

- TpeOoBaHMS  OXpaHbl  TpyJa,
IIPOU3BOJCTBEHHOU CaHUTapuH,

IIPOTUBOIIOKAPHOU 3aLIUTHL;

- OCHOBBI IPaBUJIBHOM OpraHu3aluu
TpyJa M METOJbl IOBBIILIEHUS €Tr0
s pexTUBHOCTH;

- BHUJbl OPraHU3allMOHHON TEXHUKU MU
MOPSAIOK pabOThI C HEN

I[IK 1.6. OcyuecTBisiTh
paboTy MO TOJATOTOBKE H
MIPOBEJICHUIO
KOH(EPEHTHBIX
MEpONPUATHH,
obecrieunBaTh
nH(pOpMaLIMOHHOE
B3aUMO/ICVICTBUE
PYKOBOIUTENS c
MoApa3AeICHUSIMHU u
JTIOJKHOCTHBIMHU TUIAMHA
OpraHu3aIu

HaBbixu

OpraHu3aiuu IMOJITOTOBKHU u
MIPOBEJICHUS KOH(EPEHTHBIX
MEpONPUATHIA, obecreyeHus
WH()OPMAIIMOHHOTO  B3aMMOJICHCTBHS

pykoBoguTeisd € HOAPA3ACICHUSAMU U
JOJDKHOCTHBIMU JIMIAMU OpraHu3anuu

Ymenus:

- OPraHU30BbIBATh MPOIECC TOATOTOBKU
u MPOBEACHUE KOH()EPEHTHOTO
MEPOTPHUATHS WHINBUAYATHHO

U B cocTaBe pabouell Tpynibl;

- JOKyMEHTHPOBATh pa3HbIe O3Talbl
NpPOLEAYpPhI TOJATOTOBKU U TPOBEIACHUS
KOH(EpPEeHTHOTO MEPOIIPHSATHS;
- co0mojarb 3THKET U

MEXYHAPOIHOTO MTPOTOKOIA;
- OCYyILECTBIAATH cOOp, 00paboTKy
uH(popMaluuy, CUCTEMATU3ALMIO
MOJTy4aeMbIX M MepeIaBaeMbIX JTaHHBIX;
- OCYIIECTBIIATh MPOBEPKY
JIOCTOBEPHOCTH, TIOJTHOTBI
U HEMPOTHBOPEYUBOCTH  JAHHBIX,
UCKITIOYCHUE TyOIMpPOBaHUS
uH(popMaLnu;

- PUMEHSTh nH(pOopMaIMOHHO-
KOMMYHHUKAI[MOHHBIC TEXHOJIOTHH

OCHOBBI

3HaHuA:

-  HOpMaTHBHbIE  IPaBOBBIE
Poccuiickoit  ®Pexepauun B
uH(popMaLnu;

- KOMILIEKC OpraHH3alMOHHO-
TEXHUYECKUX MEpPOPUITHIA (¢
IIOJITOTOBKE u IIPOBEJIEHUIO

AKTBhI
chepe
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KOH(EPEHTHBIX MEPOTIPUITUH;
- mnpaBuia OQOPMIICHUS JIOKYMEHTOB,
CO3/1aBacMbIX B IIPOIIECCE MTOATOTOBKH U

MIPOBECHUS KOH(EpPEeHTHOTO
MEpPOIPUATHS;

- OTHKET U OCHOBBI MEXIYHapOJHOIO
IIPOTOKOJIA;

- 3THKA JE€JIOBOT0 OOIIECHH;

- COCTaB BHYTPEHHHUX M BHEUIHHX
WH(OPMAIIMOHHBIX TOTOKOB;

- CTPYKTypa OpraHHu3aluu U MOPSI0K
B3aWMO/ICVCTBUS IOAPA3AECICHUN;

- MeroAbl O00pabOTKM ¥  3aIIUTHI
uH(pOpMallUi C TPUMEHEHHUEM CPEJICTB
MH(OPMALOHHBIX u
KOMMYHHKAITMOHHBIX TEXHOJIOTHIA;

- TpeOOBaHUsI OXpaHbI TPY/a.

IK 1.7. OdopmnaTs

OpraHu3alMOHHO-
pacnopsiAuTEIbHbIC
JIOKYMEHTBI

u

OpraHU30BBIBATH PaldOTy C
HUMH, B TOM 4HCJC

HUCIIOJIB30BaHHEM
ABTOMATHU3HUPOBAHHBIX
CHCTEM

C

HaBbixu

ohopMIICHHUS OpraHu3aloOHHO-
pacropsAIUTENIbHBIX ~ JOKYMEHTOB H
opraHuzaisi paboThl C HHUMH, B TOM
YHCIIe c HCIIOJIb30BaHUEM
ABTOMATU3UPOBAHHBIX CUCTEM

Ymenus:

- COCTaBIISITh MIPOCKTHI
OpraHU3alMOHHBIX, PACHIOPSAUTENBHBIX
" MH(POPMAIMOHHO-CITPABOYHBIX
JJOKYMEHTOB, B TOM YHCJI€ JIOKyMEHTOB,
CoZIepKaIINX KOH(UIEHINATBHYIO
UH(pOPMALIHNIO;

- 0hOopMIIATH OpraHU3aIMOHHO-
pacropsiuTeIbHbIe JOKYMEHTBI
(opUrHMHaIbI U KOMHH);

- CKaHHMpOBaTh,  KOMHPOBaTh |
KOHBEPTHPOBATh JOKYMEHTBI B
pas3inuHble popmarsl;

- OCYUIECTBJIATH IPOBEPKY IPOEKTOB
JOKYMEHTOB Ha COOTBETCTBHE
IpaBUjIaM JeJONPOU3BOCTBA;

- IPUHUMATH U TPOBOJUTH TEPBUYHYIO
00paboTKy BXOASIINX TIOKYMEHTOB;

- MIPOBOJIUTH npeaBapUTeNbHOE
paccMOTpeHHe BXO/ISIINX U
BHYTPEHHUX JOKYMEHTOB;

- PETUCTPUPOBATH BXOJISIINE,
UCXOJAIINE U BHYTPEHHHUE JJOKYMEHTHI,

- KOHTPOJHPOBATH MapIIPYTH3AIHIO
JOKYMEHTOIIOTOKOB B OpraHHM3aluu
(cormacoBaHme, MOJMMCAHNE,
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YTBEPKIACHHE, perucrpanus,
03HAKOMJICHHE u UCIIOJTHEHUE
JIOKYMEHTOB);

- OCYIIECTBIISITh CPOKOBBIA KOHTPOIIb
UCIIOJTHEHUS JIOKYMEHTOB;

- OCYyIIECTBJISATH  MOJATOTOBKY U
OTMPABKY UCXOSIINX JIOKyMECHTOB;

- COCTaBJISITh OTYETHI U AHATUTHYECKUC
CIPaBKHU 00 UCIOJIHEHUU JOKYMEHTOB;

- BecTH WH(OPMAIMOHHO-CIIPABOYHYIO
paboTy Mo TOKyMEHTaM;

- OCYILECTBIISATD pabory c
OpraHU3aIMOHHO-PACTIOPSAUTENbHBIMU
JIOKyMEHTaMHd B aBTOMAaTH3HPOBAHHBIX
CUCTEeMax

3HaHus:

-  HOPMATHBHBIC  IPABOBBIE  AKTHI
Poccuiickoit  ®Denepanun B cdepe
JIETIONIPOU3BO/ICTBA;

- JIOKaJbHbIE HOPMATHUBHBIE  aKTBHI,
periiaMeHTHPYIOLIne NEeSATEIbHOCTh
CIY>KOBl ~ JCJIONPOM3BOACTBA U €&
pabOTHUKOB, OpPraHU3aIUI0 BEACHUS
JIETIONIPOU3BO/ICTBA;

- COBpeMeHHbIe HH(OPMAlMOHHBIE U

KOMMYHUKAITMOHHBIE TEXHOJIOTHH,
MIPUMEHSEMbIE B pabote C
JIOKYMEHTaMHU;

- CTPYKTypa OpraHu3alui,
PYKOBOJICTBO CTPYKTYPHBIX

HOHpaSI[eHeHHﬁ, O6pa3I_IBI HO,[[HI/ICCI\/'I
JiL, MMCIONIHUX MpaBO MOANHWCAHUA U

YTBCPIKACHUA JAOKYMCHTOB,
u OrpaHU4YCHUA 30H nx
OTBCTCTBCHHOCTH,

- IpaBUJIa PYCCKOT'O SI3bIKA;
- TpeOOBaHUsI OXpaHbI TPY/A.

ITIK 1.8. Odopmisath
JOKYMEHTBl TI0 JIHYHOMY
COCTaBy M OpraHU30BHIBAThH
paboTy ¢ HHMH, B TOM
Yuciae C HCIOJIb30BaHUEM
ABTOMATH3UPOBAHHBIX
cucTeM

HaBbiku

oopMIICHHUST JOKYMEHTOB IO JTHYHOMY
COCTaBy M OpraHuzamuu paboThl C
HHUMH, B TOM YHUCJE C HUCIOIb30BAHHEM
aBTOMATU3HPOBAHHBIX CHCTEM

Ymenus:

- o0ecrneunBaTh COXPAaHHOCTh
NEPCOHATBHBIX JAHHBIX paOOTHHUKOB;

- OpraHu30BBIBaTh JOKYMEHTOOOOPOT
[0 TPEACTABICHUIO JIOKYMEHTOB IIO
HepCOHAIY B rOCyJIapCTBEHHBIC
OpTraHBbl;

- OpraHM30BbIBaTh JOKYMEHTOOOOPOT
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1o y4€Ty ¥ JIBMKEHUIO PAaOOTHHUKOB;

- BECTU BOMHCKUHN YyU€T paOOTHUKOB;

- Bectd y4€r paboyero BpeMeHHU
PaOOTHHKOB;

- opopMIIATH OpTraHU3aIMOHHO-
pacnopsiAMTeNIbHble  JTOKYMEHTHI IO
JMYHOMY COCTaBY;

- BECTH perucrparuio, yuér,
OIIEpPaTUBHOE XpaHEHHUE JTOKYMEHTOB 10
JUYHOMY COCTaBY;

- BECTH JOKYMEHTAIHIO,
MOJITBEP K IAIOIIY IO CBEICHUS
0 TPYJOBOI JEATEILHOCTH U TPYIOBOM
cTake paOOTHHUKOB;

- dopMupoBaTh  JIMYHBIE  J€Na
PaOOTHHKOB;

- 0OpMIIATH JIeTIa TI0 TUYHOMY COCTaBYy
TUIst nepeaadn
B apXUB OpraHHU3aIUy;

- paboTaTrh CO cHEIHaAIN3UPOBAHHBIMU
UH(OPMALIMOHHBIMU ~ CUCTEMaMH |
0a3aMu JTaHHBIX TI0 BEIEHHUIO y4€Ta U
JIBUKEHHUIO paOOTHUKOB

3HaHuA:

-  HOPMATHBHBIC  IPAaBOBBIE  AKTHI
Poccuiickoit  ®depepanun B cdepe
TPYIOBBIX OTHOLICHU;

- JIOKaJbHBIE HOPMATHUBHBIE  aKTBHI,

peTIIaMEHTUPYIOIIE TPYAOBbIE
OTHOIIICHUS;

- COBpEMEHHble  HH(OpPMaIMOHHO-
KOMMYHUKAIIMOHHBIE TEXHOJIOTHH,
IIpUMEHSIEMbIE B pabote C
JIOKYMEHTaMH 10 JIMYHOMY COCTaBY;

- CTPYKTypa OpraHu3alui,
PYKOBOJCTBO CTPYKTYPHBIX
MOApa3IeJICHNN;

- IpaBwWJIA JICJIOTIPON3BOICTBA;
- IpaBUJIa PYCCKOTO SI3bIKA;

- 9THKa JEJIOBOr0 OOIIEHUS;

- TpeOOBaHUS OXPAHBI TPyIa

IIK 1.9. Opranu3oBbiBaTh
TEKyIIee XpaHEeHHe
JIOKYMEHTOB, 00paboTKy
Jen Uil ONEepaTUBHOTO U
ApXMBHOTO XpaHEHHUs, B TOM
Ylycle C UCMOJIb30BAaHUEM
ABTOMATH3UPOBAHHBIX
cHCTEM

HaBbixkn

OpraHW3aIlliil  TEKYyIIEero  XPaHCHHS
JTOKYMEHTOB, 00pabOTKH Jaen  Juis
OTIEPATUBHOTO M apPXWBHOTO XPaHCHHSI,
B TOM YHCJIE C HCIOJIb30BAaHUEM
ABTOMATHU3HPOBAHHBIX CHCTEM

YMmeHnus:
- pa3pabaThiBaTh HOMEHKIATYpy el
OpraHu3aIuy;
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- HPOBEPSThH NPaBUIBHOCTD
oopmiieHHsT OKYMEHTOB M OTMETKH
00 HMX UCHOJHEHUH Tepen  HxX
dopmMupoBanueM B JeN0 A
MOCJIEYIOIIETr0 XpaHEHHUS,;

- (opMHpOBaTh Jea, KOHTPOJIUPOBATH
NpaBUIIbLHOE u CBOEBPEMEHHOE
pacnpezeneHue u HOJIIINBKY
JIOKYMEHTOB B JieJla B COOTBETCTBHH C
HOMEHKJIATypOH JIeIT;

- TpOBEpATh  CPOKM  XpaHEHUS
JOKYMEHTOB, COCTaBJIATh  IIPOTOKOJI
paboThl  HKCHEPTHOW KOMHUCCHH IO
HOJTOTOBKE JIOKYMEHTOB K Ieperadye B
apXuB;

- COCTaBIIITh aKT O BBIACICHUHA K
YHUYTOKCHUIO JIOKyMEHTOB, HE
MOJUIeKAINX XPAHECHUIO;

- COCTaBJIATH AaKT 00 YHHUYTOKCHUU
JIOKYMEHTOB;

- OCYILECTBIISThH MOJTHOE WM YaCTHYHOE
odopmiieHre nen BPEMEHHOTO,
HOCTOSTHHOTO, JOJITOBPEMEHHOTO
CPOKOB XpaHEHHS;

- COCTaBIATH ONHUCH JeJ CTPYKTYPHBIX
MOAPAa3ACIICHAN IIOCTOSIHHOTO,
JIOJITOBPEMEHHOTO  CPOKOB ~ XpaHEHHUs
JUIS  Tepegayd el B apXuB
OpraHH3aluy;

- NPUMEHSTh nH(pOpMaIMOHHO-
KOMMYHUKAI[HOHHBIC TEXHOJIOTUH TPU
paboTe ¢ TOKyMeHTaMu

3HaHus:

- HOPMAaTUBHBIC IMPaBOBLIC AKThI
Poccuiickoit ®enepauuu B cdepe
JIEJIOTIPOU3BOJICTBA U APXUBHOTO JIETIa;

- JIOKaJbHblE HOPMATUBHBIE  AaKTHI,
periiaMeHTHPYIOIINe BEJICHHE
JIEJIOTIPOU3BOJICTBA M Tiepenavyy JAell B
apXuB OpraHU3aIVH;

- BUABl HOMEHKJIATYp Jen, oOiue
TpeOOBaHUSI K HOMEHKIAType Jed,
MOPSIOK pabOTHI C HEl;

- MOPSII0K (dhopMupoBaHUS u
odopmIIeHHS nen, crienuduka
(GbOpMUPOBAaHUS OTIEIBHBIX KaTerOpuid
ACIL;

- IpaBWJIa XpaHEHUs JIeJI, B TOM YHCIIE C
JOKYMCHTaMHM OIrpaHUYCHHOI'O AOCTYIIA,
- HpaBuJjia BbLJAYM W HCIIOJIB30BAHUSA
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JIOKYMEHTOB U3 C(HOPMUPOBAHHBIX JEIT;
- TOPSAZOK HCIOJIb30BAHUS THIIOBBIX
WIH BEJIOMCTBEHHBIX nepeyHei
JOKYMEHTOB,  OTPEJCICHUS  CPOKOB
XpaHEHUsI B IMPOLECCE OKCIECPTHU3BI
[EHHOCTH JJOKYMEHTOB;

- BUIBI OINHKCEH el OpraHm3alu u
MOPSIIOK paboThI
C HUMH,

- TpeOOBaHUS OXPAHBI TPY/IA.

Opranuzanust

apXUBHON pabOTHI O

JIOKYMEHTaM
OpraHu3aun
Pa3JIMYHBIX
COOCTBEHHOCTH

hopm

I[IK 2.1. OcymecTBisiTh

KOMILJICKTOBAHUE
apXUBHBIMHU
(ToxymeHTaMu)
OpraHHU3aLuH

JeJaMu
apxuBa

HaBbiku

y4acTus B KOMILJIEKTOBAHUH
apXMBHBIMH  JieJIaMH  (JOKYMEHTaMH)
apXvBa OpraHu3aluu

Ymenus:

- pabortartb c
Moipa3iesieHUsIMU/OpraHu3aUsIMU
HMCTOYHUKAMU KOMILICKTOBaHUS apXUBa;
- OpUHMMATh  apXUBHBIE  Jela
(IOKyMEHTBI) Ha TOCTOSHHOE WU
JOJITOBPEMEHHOE XPaHEHUE;

- y4acTBOBaTh B TPOBEICHUU
OKCIEPTU3bl  IICHHOCTH  Pa3jMYHbIX
TATIOB W  BHUJIOB JOKYMEHTOB B
COOTBETCTBUU c BHYTPEHHUMU
periiaMeHTaMH OpTraHu3allly;

- TIPUMEHATH B PaboOTe pPEKOMEHIAIUU

JKCIIEPTHO-TIPOBEPOYHOU KOMHUCCHH
W JKCIIEPTHOMN KOMUCCUHU
OpraHu3aluy;

- MNOPUMCHATH ICPEYHHM C YKa3aHUEM
CPOKOB XpaHEHHs JeJ1 (JIOKyMEHTOB);

- coOmoJaTh HOPMAaTUBHBIE CPOKHU
XpaHeHus Ael (JOKYMEHTOB);

- BCCTH yLIéT HNCTOYHUKOB
KOMIIJICKTOBAaHUA apXKUBa,
- HUCIIOJBb30BaTh HepeI[OBOﬁ

OTEUECTBEHHBIH U 3apyOeHBIH OIBIT
[0 KOMIUIEKTOBAaHHUIO apXuBa JCIIaMU

(TOKyMeHTaMH ) MOCTOSIHHOTO "
JIOJITOBPEMEHHOTO XPaHEHUS;

- HCIOJIb30BaTh COBpEMEHHBIE
aBTOMATHU3UPOBAaHHbIE,
MH(pOpMaLMOHHbIE u
TEJIEKOMMYHUKALIMOHHBIE TEXHOJIOTHH
JIOKYMEHTHPOBAHHBIX cdep

ACATCIIBHOCTH OpPraHU3alinuu

3Hanus:
-  HOPMATHBHBIC TIPABOBHIE  AKTHI
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Poccmiickoit ®enepauuu B cdepe
JIeJIONPOU3BO/ICTBA U APXUBHOTO JIEN1a;
- HAy4YHO-METOJUYECKHE KPUTEPUHU
HKCHEPTH3bl  LIEHHOCTH  PA3JIMYHBIX
TUIIOB U BUJIOB J€J (JIOKyMEHTOB);

- TEOPETMYECKHME M  METOJUYECKue
aCTICKTHI KOMILJICKTOBAHUS u
HKCHEPTH3bl LIEHHOCTH BCEX BUJIOB
JIOKYMEHTOB;

- BUJABI, PA3HOBUAHOCTU H (OpMAaThI
BCEX BUJIOB JIOKYMEHTOB;

- yHH(PULIUPOBAHHYIO CUCTEMY
OpraHU3alMOHHO-PACIOPSAAUTEIBHOM

JIOKYMEHTAIUH;

- CTaHIaPThI oopMIICHHS
OpTraHU3aIMOHHO-PACTIOPSATUTESIILHOM
JIOKYMEHTAIUH;

- CHOCOOBI Hu TEXHOJIOTUH

JOKYMEHTUPOBAHUSl PA3JIUYHBIX BUIOB
PO eCCUOHAIBHON JEATEIHLHOCTH;

- OpraHru3allMOHHBIC IMPUHIUIIBI
KOMIUICKTOBaHUsL Jien  (JIOKyMEHTOB)
OTPAHUYEHHOTO JIOCTYTIA;

- TpeOOBaHUs OXpaHbl TPyIa

I[IK 22. Bectu yuér
APXUBHBIX nen
(IOKyMEHTOB), B TOM YHCJIE
c WCTIOJIH30BaHUEM
ABTOMATU3UPOBAHHBIX
CHCTEM

HaBbiku
BeJeHUS  ydu€Ta  apXUBHBIX  JeI
(IOKyMEeHTOB), B TOM 4YHCle C
HCIIOJIb30BaHNEM aBTOMATHU3WPOBAHHBIX
CUCTEM

Ymenus:

- IIOJIb30BATHCS YYETHBIMU
JIOKYMEHTaMH B paMKaX 3JIEKTPOHHBIX
MH(OPMALIMOHHBIX CUCTEM
JIOKYMEHTUPOBAaHHBIX chep

JeSITeTTHHOCTH OpTaHN3aIlnHg,
- TIONIb30BAThCS CEPTHUPHUIIMPOBAHHBIMHU
aBTOMaTU3MPOBAHHBIMU cucTeMaMu
JIOKYMEHTHPOBAaHHBIX cdep
JeSITeIbHOCTH OpraHu3alli Mo YYETy,
perucTparum, KOHTPOJIIO nen
(IOKYMEHTOB);

- [OJb30BaThcsl  MH(OPMALMOHHO-
CIPaBOYHBIMU cucTeMaMu
JIOKYMEHTHPOBAaHHBIX cdep
JeSITeTIbHOCTH OpraHu3aIuig;

- BECTH CIPaBOYHO-TIONCKOBBIC
CpeAcTBa K  apXWUBHBIM  JellaM
(ToxymeHTaMm);

- Becth Yy4€T cTpaxoBoro ¢oHma
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apXUBHBIX /el (JOKYMEHTOB);

- NPUMEHSTh HOPMAaTHBHBIE IPABOBbHIE
aKThI, JIOKAIBHBIE HOPMATHUBHBIC AKTHI
OpraHu3aluu u METOIUYECKHE
JIOKYMEHTHI B 00JIACTH y4€Ta apXUBHBIX
nen (IOKYMEHTOB);

- BHOCHUTH MIPEIIOKEHUS o
COBEpUICHCTBOBAHUIO ~ METOJUYECKOTO
obOecrieyeHnss ydéra pasHBIX BHUJIOB
JOKYMEHTOB B JIOKyMEHTUPOBAHHBIX
cdepax AeSITeTbHOCTA OpraHU3aIuu

3Hanusa:

- HOpPMAaTHBHBIC  IPABOBBIC  AKTHI
Poccmiickoit ®enepanmu B cdepe
JICIIONIPOM3BO/ICTBA M APXHUBHOI'O JIeIa;

- METOIMYECKHE  JOKYMEHTBHl U
HAI[MOHAJFHBIC CTAaHAAPTHI B 00JACTH
yuéTa JIOKYMEHTOB u
JIOKYMEHTHPOBAHHBIX chep
JIESITCIIBHOCTH OpPraHu3alliu;

- OTCUSCTBEHHBIE ©  3apyOexHBIC
cepTu(UIMPOBAHHbBIC CHUCTEMBI
ABTOMATHU3MPOBAHHOTO YUETA apXUBHBIX
nen (I0KyMEHTOB);

- TpeboBaHUs K Y4ETY 0C000 IICHHBIX U
YHHUKAITbHBIX apXHUBHBIX el
(ToKyMEHTOB);

- CPOKH BBINIOJHEHHS PA0OT MO YUETY
ApXUBHBIX €T (JOKyMEHTOB);

- o0mme TpUHOUNBI  y4€Ta |
KOMIUIEKTOBaHHUSI Jien  (AOKYMEHTOB)
OTPAaHWYEHHOTO JIOCTYTIA;

- TpeOOBaHUS OXPAHBI TPyIa

I[IK  2.3. OcyuecTBusiTh
XpaHEHUE AapXUBHBIX JIET
(ITOKyMEHTOB)

C TOCTOSSHHBIM  CPOKOM
XpaHEeHUsI U TO JIMIYHOMY
COCTaBy B apXuBe
OpraHu3aIuu

HaBbixku

OCYIIECTBIICHHUSI XPAHEHHUSI APXHUBHBIX
nen  (IOKyMEHTOB) C  TMOCTOSHHBIM
CPOKOM XpaHEHUS M MO JIMYHOMY
COCTaBY B apXMBE OpraHU3aLNU

Ymenus:

- CHUCTEMAaTHU3UPOBATH nena
(I1OKYMEHTHI);

- pa3Meniarhb apXUBHBIE nena
(TOKyMEHTBI) Ha MeCTax XpaHEHHUs B
COOTBETCTBUU c HOPMAaTHUBHBIMH
TpeOOBaHUSIMU B 00JAaCTU apXUBHOTO
JieNa U yIpaBJIeHHs TOKyMEHTaMU;

- COOJI0/IaTh HOPMATUBHBIE PEKUMBI
XpaHEHUs! apXUBHBIX J1e1 (JOKYMEHTOB)
Ha JIIOOBIX HOCHUTEIAX;
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- TNPOBOAUTH TPOBEPKY  IOJHOTHI
COCTaBa AapXUBHBIX JIOKYMEHTOB B
eIMHUIIAX XPaHEHUS;

- IPOBOJUTH ONHUCAHHE APXUBHBIX AEI
(I10KYyMEHTOB);

- COCTaBJIATb CIPABOYHO-TIOMCKOBBIC
CpeAcTBa K  apXWMBHBIM  JieJlaM
(moKyMeHTaMm);

- BecTH YYE€T M KOHTPOJIb BbLAAYU
apXUBHBIX A€l  (JIOKyMEHTOB) U3
apXMBOXPaHWIUIIA U UX BO3BpATa;

- BECTU YYET U KOHTPOJIb Nepeadyn e
(TOKYMEHTOB) B
rOCy1apCTBCHHBIN/MYHUITUITATLHBIHA
apXuB WM Ha UHOE BHEIIHEE XpaHEHUE
U mpuéMa el C BHEIIHErO XPaHEHUS;

- TPOBOAUTH TOJHCTHYIO TPOBEPKY
¢du3nyeckoro COCTOSIHUSA b1 ()
(TOKyMEHTOB);

- pa3bICKMBaTh HEOOHApy)KEHHBIC Jera
(IOKyMEHTBHI);

- 3alUIIATh nHGOPMaIMOHHbBIE
pecypchl apxuBa oT
HECaHKIIMOHUPOBAHHOTO JOCTyTa

3HaHuA:

- HOpMAaTHBHBIE  TIPaBOBBIE  AKTHI
Poccuiickoit ®enepauuu B cdepe
JIeITOTIPOU3BO/ICTBA U APXUBHOTO JIENIa;

- HOpMaTHBHBIE  IIPaBOBbIE  AKThI
Poccuiickoit ®enepanun B obnactu
uHpopManuy, MH(POPMALMOHHBIX
TEXHOJIOTHH, 3almuThl HHQOpMAIH W
NEPCOHATBHBIX  JAaHHBIX, LUPPOBOH
TpaHcopmaluy;

- HOpMaTHBHbBIE  IIPaBOBbIE  AKThI
Poccuiickoit ®enepanuu B obnactu
KOH(HIEHIIMATBbHOCTH HHPOPMALINY;

- MIpaBUJIa XpaHEHHs Jel (JOKYMEHTOB)
B COOTBETCTBHH C MX THIIAMHU;

- TMOPAI0K (OPMHUPOBAHUS JOKYMEHTOB
B KOMIUIEKTHI, TPYIIIBI, TUIIBL;

- TpeGoBaHus K  O(pOPMIICHUIO
JIOTOBOPOB Ha  pealM3aliio  YCIyT
BHEIIIHET0 XpaHeHUs JIeJT (JIOKyMEHTOB);
- CPOKH BBINIOJTHEHHS padoT;

- TpeOOBaHHSI K  YCTaHOBIICHHBIM
HOpMaM BbIpaOOTKH;

- TpeOOBaHUS OXPAHBI Tpyia
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I[NIK 2.4, OcyiecTBisiTh
XpaHeHue,
KOMIUIEKTOBaHUE, YYE€T U
MCII0JIb30BaHUE zen
(IOKyMEHTOB) BpPEMEHHOIO
XpaHEHUs

Hasbixn
o0ecrieueHus XpaHEHUs,
KOMIUICKTOBAaHUs, ydéra u

HCIIONB30BaHUS  JIen  (JOKyMEHTOB)
BPEMEHHOT'O XpaHEHUS

YmMmenuns:
- OpraHm30BbIBaTh W 00€CIEeYNBATH
XpaHEHHe bi (| (1O0KYMEHTOB)

BPEMCHHOI'O XpaHCHMS OpPTaHHW3aIliy B
TPAJAUIIMOHHOM U B 3JIEKTPOHHOM BUJIC;
- KOHTPOJIMPOBATh pa3paboTKy
CTPYKTYPHBIMHU oJIpa3eICHUIMU
OIMCEH M aKTOB O BBIJCIICHUU HAa
YHUYTOXKEHUE Ien (1OKyMEHTOB)
BPEMEHHOTO XpaHeHUs B
TPAJUIIMOHHOM U B 3JICKTPOHHOM BH/JIC;
- (GopMHPOBATh EIMHHIBI XPAHCHUS
JOKYMEHTOB JIII HMX IOCIIEAYIOIIETO
pa3MeNICHHsI B ApXUBE OPraHU3aINu;

- COCTaBJIATh CIPABOYHO-ITOMCKOBBIC
CpencTBa K ApPXUBHBIM Jeaam
(ToxymeHTaMm);

- OCYILECTBIISATh ITOMCK zen
(TOKyMEHTOB) BPEMEHHOT'O XPAaHCHHS B
npoIecce UX XPaHEHUsI B CTPYKTYPHBIX

HOJpa3AeIeHUsIX " apxuBe
OpraHu3alum;

- OCYIIECTBIIATh METOINYECKOe
PYKOBOJICTBO OpraHM3aluedl XpaHEeHUs
zen (1OKyMEHTOB)

B CTPYKTYpPHBIX  MOJpAa3AEICHUIX
OpraHu3aluy;

- OKa3bIBaTh CTPYKTYPHBIM
HOJPa3/IeJIEHUSIM MPaKTUYECKYIO
[IOMOLIb B OpraHM3alMM XPAaHEHUS eI
(1oKyMEHTOB);

- paspabarbIBaTh CIIPaBOYHO-
MH(OPMALIMOHHBIE  JTOKYMEHTHI IO
OpraHM3alMy  HUCIOJb30BaHUSA [l
(IIOKyMEHTOB) BPEMEHHOI'O0 XpaHEHUsS B
CTPYKTYPHBIX  MOJpA3[ClICHUsAX WU
apXuBe OpraHU3allNH;

- MIPOBOJUTH KCIEPTU3Y LIEHHOCTU el
(IOKyMEHTOB) BpPEMEHHOI'O XpPAHEHUS,
NepeaHHbIX B apXUB,;

- OIpelNeNsATb CPOKM XpaHEHUs JAel
(TOKyMEHTOB) BPEMEHHOT'O XpaHEHMUS;

- obecrnieunBaTh 3aIIUTy Jen
(TOKYMEHTOB) BPEMEHHOTO XPAaHCHHS B
Opra”Hu3aluu OT
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HECAHKIIMOHMPOBAHHOTO JIOCTyNa WIN
YHHUYTOXKCHHUS

- POBOANTH (PU3UYECKOE YHUUTOXKECHUE
e (TOKYMEHTOB) BPEMEHHOT'O
XpaHEHHUsT C HCTEKIIMMH CPOKAMHU
XpaHEHUsI TIOCJIE COTJIACOBAaHUS  CO
CTPYKTYPHBIMHU NOJpa3IeIICHUSIMH
OpraHu3aIum,

- ohopMIIATH YUYETHBIE JTOKYMEHTHI 00
VHUYTOXKEHUH  JIed1  (JIOKYMEHTOB)
BPEMEHHOTO XPAaHEHUS C MCTEKIIMMU
CpPOKaMH XpaHEHUS COBMECTHO CO
CTPYKTYPHBIMHU MOpa3ICICHUSIMH
OpraHu3aIu

3HaHus:

- HOpPMATHBHBIC  IPABOBBIE  AKTHI
Poccuiickoit  ®Denepanun B cdepe
JIEJIOTIPOU3BOJICTBA U APXUBHOTO JIETIa;

- HOpPMATHBHBIC  IPABOBBIE  AKTHI
Poccuiickoit ®eneparuu B obmactu
3aIUTHI IEPCOHATBHBIX JTAHHBIX;

- HOpMaTHBHBIE MPaBOBBIE  AKTHI
Poccuiickoit ®enepanuu B obnactu
KOH(UICHIMATEHOCTH HH(OPMAINY;

- METOAMYECKHE  JOKYMEHTHI U
HAI[MOHAJIbHBIE CTaHAApPTHl B 00IacTU
JIEJIOTIPOU3BOJICTBA U APXUBHOTO JIENIa;

- METOJUKa pa3paboTKu (popM yUETHBIX
JOKYMEHTOB B TPAJUIMOHHOM MU B
AJIEKTPOHHOM BH/IE;

- TpaBWia  CUCTEMaTu3aluuu U
KJIacCU(PUKAIMK IOKYMEHTOB;

- OCOOCHHOCTH OpTaHU3aIllUU XPaHEHUS
nen  (AIOKYMEHTOB) Ha  pa3iu4HBIX
HOCHUTEISIX;

- KPUTEPHUH OTPEIEICHUS [IEHHOCTH eI
(ITOKyMEHTOB) TS TanbHENIIEro
XpaHEHUS WIH YHUUYTOXKCHHUS;

- TpeOoBaHUs K rporeccam
YHUYTOKEHUS uHbOpMaIUu B
TPAAUITMOHHOM U AJICKTPOHHOM BH/IE;

- TpeOOBaHUS OXPAHBI TPY/IA.

IIK 2.5. OcymecTBiasTh
UCTIONIB30BaHUE  APXUBHBIX
nen (JIOKyMEHTOB), B TOM
YHcle C WCIOIb30BaHUEM
ABTOMATH3UPOBAHHBIX

HaBbixkn

OCYIIIECTBIICHUS HACIIOIb30BAHUA
apXMBHBIX JIeJ (JOKYMEHTOB), B TOM
qHCIIe c HCITOJIb30BaHIEM

ABTOMATU3HUPOBAHHBIX CUCTCM

26




CHUCTEM

YMeHus:

- CHCTeMaTH3UpoBaTh MW 00001aTh
CBEJICHHWSI O COCTaBe U COJCPKAHHUH
aApXUBHBIX eI (JOKYMEHTOB);

- HCIOJIB30BaTh  HMH()OPMALMOHHBIC
TEXHOJIOTMH B 00JacTH  CO3JaHHs
CIIPaBOYHO-TIOMCKOBBIX CPEJICTB apXHBa
u JIOKYMEHTHPOBAHHBIX chep
JIESITCIIBHOCTH OpPraHu3aliy;

- (dhopmupoBarth OCHOBHBIC u
BCIIOMOTATENIbHbIC  BHJIbI  aPXHUBHBIX
CIIPAaBOYHHUKOB B DJIEKTPOHHOH QopMme;
- TOJrOTaBIMBaTh HH(OPMAIMOHHBIC
JIOKYMEHTBI o 3arpocam
10JIb30BATEJICH Pa3IMUHbIX KaTErOPHIA

3HaHus:

- HOpPMATHBHBIC  IPABOBBIE  AKTHI
Poccuiickoit  ®Denepanun B cdepe
JIeJIOTIPOU3BO/ICTBA;

- HOpPMATHBHBIC  IPABOBBIE  AKTHI
Poccuiickoit ®eneparuu B obmactu
3aIUTHI IEPCOHATBHBIX JTAHHBIX;

- METOJAMYECKHEe JOKYMEHTHI B 00JacTu
HCIIOJI30BaAHUS " myOJIuKaIu
apXUBHBIX €T (IOKyMEHTOB);

- cepTuuIrpOBaHHbIE
UH(OPMAIIMOHHO-TIOMCKOBBIE CHCTEMBI
B o0mactu  pa3pabOTKH  HAy4YHO-
CIIPaBOYHOIO ammapara
JIOKYMEHTHPOBAHHBIX chep
JIeATEeTbHOCTH OpraHU3allNH;

- CpOKM BBINIOJIHEHUs paboT 1o
OopraHu3aIu HCIIOJTH30BaAHUS
apXUBHBIX €T (IOKyMEHTOB);

- OpraHU3aIMOHHbBIC TIPUHITAITBI
HCIIOJIb30BaHUS JIOKyMEHTOB
OTPAaHUYEHHOTO JIOCTYTIA;

- TpeOOBaHMS K IMOATOTOBKE apXUBHBIX
CIIPaBOK H BBIMHCOK W3 apXUBHBIX
JIOKYMEHTOB;

- TpeOOBaHUS OXPAHbI TPY/Ia.

5. CTPYKTYPA OII CI1O

5.1. Y4yeOHBIN IUIaH

VYuebnwit mman OIl CIIO 46.02.01 [loxyMmeHTalmoHHOE oObOecnedeHue
ONpeneNseT NEepPeuYeHb, TPYIOEMKOCTb,
MOCJICIOBATEIPHOCTh W paclpelnelieHne 10 TMepuojaM OOydYeHHs KypCOB,

YIIpaBJICHUA n APXHUBOBCIACHUC
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JUCUMIUIMH ~ (MOJYyJIeH), TPaKTUKWA, WHBIX BHJIOB YYEOHOW JeATEebHOCTU
oOy4Jaroruxcss ¥ (GOpMBI UX MPOMEKYTOYHOW aTTECTAllUd U TOCYIAPCTBEHHOU
WTOTOBOM aTTECTALINH.

YueOHbIll TUIaH  ompenensieT  KAueCTBEHHbIE M KOJIMYECTBEHHBIC
XapaKkTepUCTUKU 00pa30BaTENIbHOM MporpaMmel o crnenuaibHoctu CIIO:

- 00BEMHBIEC TTapaMeTphl YUeOHOM HArpy3KH B IICJIOM, IO T0J1aM OOyYCHHS U
0 CEMeCTpam;

- MEepeUCHb YUYEOHBIX MPEIMETOB, JTUCHUIUIUH (MOJYJIEH) U UX COCTaBHBIX
anemeHnToB (M/IK, yueGHO# 1 TpOU3BOICTBEHHOMN MIPAKTHUK);

- TIOCJEJOBATEIBLHOCTh M3YUYEHUsS YYCOHBIX NPEAMETOB, JUCIMILUIMH
(Monmynei);

- BUIbI YUCOHBIX 3aHSATHH;

- pacmpenesieHrue pa3IudHbIX (GOpPM MPOMEKYTOUHON aTTECTAIMH 10 ToJaM
OoOy4eHHsI U 110 CEMECTPaM;

- 00BbEMHBIEC TOKa3aTeIM MOJTOTOBKM W TPOBEJCHUS TOCYIapCTBEHHOM
WTOTOBOM aTTECTAIlUM.

Peanuzanus Y4EOHBIX 00111e00pa30BaTEIbHBIX JTUACIUTLIAH
00111e00pa30BaTEILHOTO IMKJIA OCYIIECTBIISIETCS NapalieIbHO C peaiu3aiuei
Y4EOHBIX AMCIUIUIMH OO0UIenpodeCCUOHAIBHOTO LUKJIA C 1EJbI0 HMHTErpaluu
Y4EOHBIX JTUCHUIUIUH U MPAKTUK.

Yuebublii mimaH mno crnennanbHOocTH  46.02.01  JloKyMEHTallMOHHOE
oOecrieueHue yrnpaBleHUs U apXUBOBEJICHHUE MPECTABICH B IPUIOKEHUH 1.

5.2. KanenpapHublii yueOHbIH rpadpux

B kanenmapHoMm yueOHOM TpaduKe YKa3bIBaeTCs IOCIEN0BATEIbHOCTD
peamuzaiuu  OIl CIIO no cnenuaneHoctu  46.02.01  [JokyMeHTallmoHHOE
o0ecrieyeHre yIpaBJIeHUsI U apXUBOBEACHUE IO TOAaM, BKJIOYas TEOPETUUYECKOE
oOydyeHHe, TMpaKTUKH, MPOMEXKYTOUHbIE M TOCYJapCTBEHHYI0 HMTOTOBYIO
aTTeCTallu, KAHUKYJIbL.

Kanenmapuenii  yueOHbIE  Tpaduk 1o  crmeunuanbHocTH  46.02.01
JIoKyMEeHTaIlMOHHOE O0ecreyeHre yIpaBJICHUs] U ApXUBOBEIACHUE MPEICTABIEH B
IIPUJIOKEHUH 2.

5.3. PaGouyasi nporpaMmMa BOCIIMTAHUA

Llens paboueil mporpaMMbl BOCIUTAaHUS — PA3BUTHUE JIMYHOCTH, CO3JaHHE
YCJIOBHUM ISl CaMOOMpPEIETICHUSI U COLMANIM3allMd HA OCHOBE COLIMOKYJIBTYPHBIX,
JTlyXOBHO-HPABCTBEHHBIX LIEHHOCTEW U MPUHATHIX B POCCUIICKOM 0OI1I€CTBE MPABUII
U HOPM TMOBEICHUSI B MHTEpecax YeJOBeKa, CeMbM, O0IlIecCTBa W TOCyJapCTBa,
dbopmupoBaHre y OOydYaroHIMXCS 4YyBCTBa MAaTPUOTH3MA, TI'PaKIaHCTBEHHOCTH,
YBOKEHUSI K NaMATH 3amUTHUKOB OTedyecTtBa W monasBuram I'epoeB Oreuectsa,
3aKOHY W IPaBOMNOPSAIKY, YEJIOBEKY TpyJa M CTapLIEMy MOKOJEHHUIO, B3aUMHOTO
yBaXXEHUs, OEpPEeKHOTO OTHOIICHHUS K KyJbTYpPHOMY HACJICAMIO W TPATUIUSM
MHOTOHAIIMOHAJIBHOrO Hapoaa Poccuiickon Denepanuu, Opupoae U OKPYKAOIIEH
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cpere.

3anauu:

— YCBOEHHE OOYYarolMMUCSA 3HAHUM O HOpMaxX, JYXOBHO-HPABCTBEHHBIX
IIEHHOCTSX, KOTOPhIE BBHIPAOOTAIO POCCHUUCKOE OOIIECTBO (COMMAIBHO 3HAYMMBIX
3HaHUN);

— (opMupoBaHuEe U pa3BUTHE OCO3HAHHOTO TO3WTHUBHOTO OTHOIICHHS K
IIEHHOCTSM, HOpMaM U TPaBUJIaM MMOBEICHUS, IPUHATHIM B POCCUUCKOM OOITIECTBE
(MX OCBOEHHE, MIPUHITHE), COBPEMEHHOIO HayYHOTO MHUPOBO33PEHUS, MOTHBAIIUU
K TPYZly, HENPEPHIBHOMY JJUYHOCTHOMY U MPOPECCUOHATIBHOMY POCTY;

— MpUOOpPETEHUE COIMOKYJbTYPHOIO OIbITAa TOBEACHHS, OOIICHUS,
MEXJIMYHOCTHBIX M COLIUANIBHBIX OTHOIIEHUN, B TOM YHUCJIE€ B MPO(PECCUOHAIBHO
OpPUEHTHUPOBAHHOM JIEATETLHOCTH,

— TIOJIFOTOBKAa K CaMOCTOSITENIbHOM TPO(EeCCHOHATBHON NEATeTbHOCTH C
Y4ETOM TMOJy4aeMoil KBalU(pUKAIUK (COLMATbHO-3HAYMMBIA OMBIT) BO 0OJ1aro
CBOEH ceMbH, HapoJia, PouHbI U TOCy1apCcTBa;

— MOATOTOBKA K CO3/IaHUI0 CEMbU U POXKICHUIO JCTEH.

PabGouas nporpamMma BOCIIUTAaHMS TIPEACTaBICHA B MPUIIOKEHUH 3.

5.4. KajieHJapHbIH IUIaH BOCIUTATEILHOU PadOTHI
B kxanengapHOM IiaHe BOCHHUTATEIBHOM PaOOTHI OIMHUCHIBAIOTCS CHUCTEMBI
BO3MOXHBIX (DOPM U cIOCOOOB pabOTHI C O0YYAIOIIMMHUCS.

KaﬂeHIIapHBIﬁ IUIaH BOCHUTATEIILHOMN pa6OTI)I IMpCACTABJICH B IIPUJIOKCHUU
4.

6. YCJIOBUA PEAJIN3ALIMUA OII CITIO

6.1. TpeOoBaHusi K MaTepHAIbHO-TeXHHMYeckOMYy oOecneueHuro OII
Clio

I'BIIOY PO «PKPUIIT» pacnonaraer marepuaibHO-TEXHUYECKOW 0a3oM,
obOecrnieunBaroNIeil peayin3aln y4eOHOro mpolecca U BOCIUTATEIILHOU pabOThl B
coorBeTcTBUM ¢ TpeboBanusimu DOI'OC CIIO 1o chnenuanbHOCTH U
COOTBETCTBYIOIIUM CAHUTAPHO-TEXHUYECKUM HOPMaM.

CrnenuanbHble TMOMEIICHUS] TPEACTABIAIOT CO00M yueOHbIe ayAuTOpUH,
7abopaTopuu, MAacTEpCKUE, OCHAILEHHbIE O00OpYJAOBAHHEM, TEXHUYECKUMU
cpelncTBamMu OOYYEHHMsI JJI MPOBEJCHUS 3aHSATUN BCEX BHUJIOB, MPEAYCMOTPEHHBIX
OIT CIIO, B TOM umuclie TPYNIOBBIX U WHIUBUAYAIbHBIX KOHCYJIBTAIIMM, & TaKKe
JUISL TIPOBEJICHHS] TEKYIIEro KOHTPOJS, MPOMEXKYTOUHOW M TOCYJApCTBEHHOU
UTOTOBOM arTecTaluy, NOMENIEHUS Uil OpraHu3aluyd CaMOCTOSATENBHOU W
BOCITUTATEIHLHOU PaOOTHI.

[Iepeuens cnenraabHBIX TOMEIICHHI:

KaOunersnr:

— Pycckoro s3bIKa;

— Wcropuwu;
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— MaTreMaTnuecKux AUCIUILINH;

— I'eorpaduu;

— buonoruu;

— Undopmaruku;

— Du3ukwy;

— XUMUU;

— MHOCTpaHHOTO fA3BIKA;

— ConManbHO-7’KOHOMUYECKUX U YIPABICHUYECKUX TUCLUILINH;
— MHOocTpanHOTO 53bIKa B MPOGECCHOHATBHON JEATEILHOCTH,
— Pycckoro si3b1ka B mpo¢eCCuOHAIBHON AESTENbHOCTH;

— IIpaBoBoro o6ecnedenus npohecCuoOHATBHON e TEIbHOCTH;
— JlokyMeHTaumoHHOTo 00ecreYeHus YIpaBICHUS;

— ApXHWBOBEIICHUS;

— [IpodeccronanbHOM 3TUKN U OCHOB JIEJIOBOTO OOIIEHHUS;

— OprasHu3anmu CeKpeTapcKoro o0CIyKUBaHUS;

— be30macHOCTH KU3HEAECATEIBHOCTH;

— Meronnueckuil.

JlaGopaTopun:

— KomnbrotepHoil 00paboTKH JOKYMEHTOB;

— MHpopMaLIMOHHBIX U KOMMYHHUKAIIMOHHBIX TEXHOJIOTHIA;
— ApPXUBHOTO JI€JIa;

— Opranuzanuu paboThl C TOKyMEHTAMU;

— CucreM 31eKTPOHHOTO JJOKYMEHTO000pOTa;

— YueOHas KaHILIETApus.

CnopTuBHBINA KOMILJIEKC.

3aiabl:
—bubnmoreka, YMTaANBHBIN 3aJ1 C BEIXOJIOM B HHTCPHET;
—AKTOBBIN 3411,

Bce Buapl ydeOHOW AesATEILHOCTH OOYYalOIIUXCS, MPEIyCMOTPEHHbIC
y4eOHBIM IUIAHOM, BKJIIOYas MPOMEKYTOUYHYH0 M TOCYJApPCTBEHHYH) HTOTOBYIO
aTTECTaIINIO, JOJIKHBI OBITH 00ECIIEUEHbI PACXOIHBIMU MaTepUaiaMH.

[Tomewmennss i OpraHu3alvid  CaMOCTOSATEIBHOM W BOCIIMTATEIIbHOU
paboThl OCHAIEHbI KOMIBIOTEPHOM TEXHUKOM C BO3MO>KHOCTBIO MOJKIIOYEHUS K
HH(POPMAITMOHHO-TEJICKOMMYHHUKAIIMOHHOM ceTu «THTepHeTY.

Peanuzammst OIl  CIIO mpenmonaraer oO0s3aTeNbHYIO yYEeOHYIO H

MPOU3BOJICTBEHHYIO MMPAKTHUKY .
VYuebnasa npaktuka peanusyercs B Mactepckux ['BIIOY PO «PKPUIIT» u
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UMEET B HAJIWYMM OOOpYJOBaHME, HWHCTPYMEHTBHI, PpAacCXOIHbIE MaTepuabl,
o0ecreunBaoIIre BHITIOJHEHHE BCEX BUIOB PAaOOT, OMPECICHHBIX COJIep:KaHueM
nporpaMM npo¢eCcCHOHATBHBIX MOIYJICH.

IIpon3BOACTBEHHAsI MPAKTHUKA PEAIM3YETCS B OpPraHU3AIUAX, HAIIPaBJICHUE
JESATEIIBHOCTH KOTOPBIX COOTBETCTBYET MPOMUITIO OJATOTOBKH 00yYarOIIUXCSL.

O6opynoBanue opranu3aluil ¥ TEXHOJIOTHYECKOE OCHAILIEHHUE paboUnX MECT
MPOU3BOJICTBEHHOM NPAKTUKH COOTBETCTBYET COJICPKAHUIO MPOQPECCHOHATIBHON
JEeSATEIbHOCTH u JaeT BO3MOXHOCTb oOyyaromiemycs OBJIAJIETh
npoecCHOHANbHBIMU ~ KOMIIETEHIIMSIMM IO  BCEM  BHJAM  JICSITEJIbHOCTH,
IPELYCMOTPEHHBIX MPOTPAMMOM, C HCIIOJIb30BAHUEM COBPEMEHHBIX TEXHOJOTHIA,
MaTepHajaoB U 000PYI0BaHUS.

6.2. TpeboBanus k yueOHo-MeToan4ueckomy odoecneuenuro OII CIIO

I'BIIOY PO «PKPUIIT» oOecrieueHO HEOOXOOAUMBIM KOMIUIEKTOM
JUUEH3UOHHOTO TPOrPAMMHOTO 00ECIEYEHHUSI.

bubmuoteunsiii poun I'BIIOY PO «PKPUIIT» ykoMIIeKTOBaH MMe4aTHBIMU
U3IaHUAMH U (WJIM) DJIEKTPOHHBIMU M3JaHUSIMUA 10 KaXJIOH JHUCUUILIMHE
(Mogymo) u3 pacdera He MeHee 0,25 sK3eMIUsipa KaXI0ro W3 W3AAHUH,
yKa3aHHBIX B pabO4YuX MporpaMMax JUCIHHUIUIMH (MOAYJIEi) B Ka4eCTBE OCHOBHOMU
JUTEpaTypbl, Ha OAHOro oOydaloIlerocs U3 4YHclIa JIUL, OJHOBPEMEHHO
OCBAMBAIOIINX COOTBETCTBYIOILYIO JUCHUIUIMHY (MOIYJIb).

3amena mneuyatHoro Oubimoreynoro ¢ouna ['BIIOY PO «PKPUIIT»
IIPENOCTABIICT IIPaBO OJHOBPEMEHHOIO JOCTyla HE MeEHee 25 NpOLEHTOB
oOyyarommxcst K Hu(ppoBoit (3J1EKTPOHHOM) OMOIHOTEKE.

OIT CIIO obecnieunBaeTcsi y4eOHO-METOIUUECKOM TIOKYMEHTAIMel 10 BCEM
y4eOHbIM AUCIUIUVIMHAM (MOJIYJISIM), BUAAM MPAKTHUKU, BHJIAM TOCYJAapCTBEHHOU
WTOTOBOM aTTECTALINH.

B pabouux mnporpammax y4yeOHBIX MPEIMETOB, IUCLUUILIMH (MOIYJIEH),
MPAKTUK YETKO C(HOPMYITMPOBaHbI TPEOOBAHUS K PE3YyJIbTATAM UX OCBOCHHS.

Paboune mporpammel 0011€00pa3oBaTeNbHOrO LUKIa coxepxar 10 40 %
o0béMa B BHUJE MPUKIATHBIX MOAYJIEH U MPAKTUKO-OPHUEHTHUPOBAHHBIC 3aHSATHUS
oonee 40%.

B yueOHO-MeTOnMYECKHMX  KOMILIEKCAX  MCIOJB3YIOTCS  LHUQPOBBIC
NeJaroru4eckue TEXHOIOTUH.

VYTBepKIeHHbIE B YCTAaHOBIEHHOM IOpsiIKE pabouue mporpaMmbl y4eOHbIX
MpPEAMETOB, TUCHHUIUIMH (MOYJIEH ), MPAKTUK HAXOAATCA B IPUIIOKEHUSX 5,6.

Ounenka kayectBa ocBoeHuss OII CIIO Bkirodaer TEKyIIUA KOHTPOJIb
YCIIEBAEMOCTH, NPOMEKYTOUHYI0 U TOCYJAapCTBEHHYIO HWTOTOBYIO AaTTECTallUU
oOy4Jarommxcs.

OM no OIT CIIO ¢opmupyeTcs U3 KOMIUJIEKTOB OIICHOYHBIX MaTepUaJiOB
TEKYLIEro KOHTPOJISA, IPOMEKYTOUYHOM, U TOCYJAPCTBEHHOU UTOIOBOM aTTECTALIUM.

OueHouHble MaTEpUAIbl HAXOATCS B MMPUIIOKEHUU 7.

Meroaunueckue MaTepHuabl, o0ecreunBaronye peann3anuio
00pa30BaTeNbHOM MPOrPAMMBI, MPEACTABIECHBI B IPHIIOKEHUH §.
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OOyuarorecss WHBAIMIbI W JIMLA C OTrPAaHUYECHHBIMH BO3MOYKHOCTSIMHU
3JIOPOBBSI O0OCCIICUEHBI TICUYATHBIMHA HJIM 3JICKTPOHHBIMH YYCOHBIMU HW3JIaHUSMHU,
aJIalITAPOBAHHBIMK ~ MPU  HEOOXOAMMOCTH  JiI1  OOydYeHHWs  YKa3aHHBIX
00y4Jarommxcs.

6.3. TpeOoBaHMA K NPAKTUYECKOH MOATOTOBKE 00yUAKOIINXCS
[Ipaktrueckas moxaroroBka npu peanuzauuu OIl CIIO nHanpasnena Ha

COBEPILIEHCTBOBAHUE MOJICNIA MPAKTUKO-OPUEHTUPOBAHHOTO OOYUYEHUs, YCUIICHUE
poiu paborodaTenied MpPU MOATOTOBKE CIEUUATUMCTOB CPEIHET0 3BEHA ITyTeM
pacumpenust  komnoHeHtoB  (wacteit) OII  CIIO, npemycMarpuBaromas
MOJICIMPOBAaHUE  YCIIOBUM,  HEMOCPEACTBEHHO  CBSI3aHHBIX C  Oyaymien
npodeCCUOHANIBHONW  JACSATENbHOCTBIO, a TakKe OOeCreyeHus YCJIOBUM st
NOJIy4eHUs]  OOydYaloIMMHCS  MPAKTHUYECKMX  HABBIKOB W KOMIIETEHIUH,
COOTBETCTBYIOIIIMX  TpeOOBaHUAM, MPEABSIBISIEMBIM  paboOTOHATENsIMU K
KBaJIM(UKALUAM CIIEHUATUCTOB.

I'BITIOY PO «PKPUIIT» camocTosiTenbHO TpOEKTUpYyeT peanuzaruio OI1
CIIO u ee oTmenbHBIX YacTedl (IMCUUIUIMHBI, NPOPECCHOHATIBHBIE MOJYJIH,
MEXIUCUUIUIMHAPHBIE KYypChl, MpakTHKa M Jpyrue KOMIIOHEHThI) B (opMme
paKkTUYecKord moArotoBku ¢ yderoM TpeboBanuii ®PI'OC CIIO u cneunduku
MOJy4aeMOM CIENUATIBHOCTH.

OO6pazoBaTenbHas A€ATEIbHOCTh B (POpME MPAKTUYECKOM MOATOTOBKH:

- peanu3yeTcsl MU MPOBEICHUM MPAKTUUYECKUX M Ja0OpaTOPHBIX 3aHATHUH,
BBIMIOJITHEHUH KYpPCOBBIX paOOT (MPOEKTOB), BCEX BUIOB MPAKTUKH U MHBIX BUIOB
y4eOHOM AESITENbHOCTH;

- TIPEeyCMaTPUBAET JEMOHCTPALMIO MMPAKTUYECKUX HABBIKOB, BBIIIOJIHEHHE,
MOJICJIMPOBAaHUE OOYYAIOIMIMMUCS OINPEICICHHBIX BUIOB pabdOT sl pelIeHus
MPaKTUYECKUX 3aJa4, CBSI3aHHBIX ¢ Oyayiiel npodeccuoHaIbHOM NeITeTbHOCThIO
B YCJIOBUSIX, TPUOJIMKEHHBIX K pEaIbHbIM MPOU3BOJICTBEHHBIM.

OOpa3oBarenbHast JEATEIBHOCTh B (POpME NPAKTHUUECKON MOArOTOBKU
OpraHM30BaHa Ha BCeX Kypcax OOyd4eHMs, OXBaThiBas AMCLUILIMHBI,
npodeccuoHanbHble MOAYJH, BCE BHJbI MPAKTUKH, MPEAYCMOTPEHHbIE yUE€OHBIM
mianom OIT CITO.

[IpakTrUueckast MOAroTOBKa peaanu3yeTcs:

- B 'BIIOY PO «PKPUIITy;

- B OpraHU3alusaX, OCYUIECTBISIOMUX AesTesbHOCTh 1o npoduiio OIT CIIO,
B TOM 4YHCIE€ B CTPYKTYPHOM [MOJAPA3JEICHUH MNpOoPUIbHON OpraHu3aiuy,
IIPEIHA3HAYEHHOM Ul MPOBEIEHUS MPAKTUYECKOW MNOJATOTOBKM Ha OCHOBAaHUU
noroBopa, 3akmogaemoro Mexay ['BIIOY PO «PKPUIIT» u mpodunbHOi
OpraHu3alyeH.

32



enu u 3agaun, nporpammel U Gopmbl oT4eTHOCTH onpenenstorcs ['BIIOY
PO «PKPUIIT» no kaxxgoMy BUAY IPAKTUYECKON MOJATOTOBKH, CAMOCTOSATEIBHO.

6.4. TpeOoBaHMS K OPraHU3AUNH BOCIIMTAHUSA 00YUAOIINXCS

Bocnuranne odyuaromuxcs npu ocsoeHur umu OII CIIO ocymiecTBisieTcs
Ha OCHOBe BKIIOYaeMbix B Hactosmyto OIl CIIO paboueit mnporpamMmbl
BOCITUTAHUs KaJICHJAPHOTO MJIaHa BOCIIUTATEIHLHOM PaObOTHI.

Pabouyro mporpaMMmy BOCHUTaHUS U KaJCHIAPHBIM MJIaH BOCIUTATEIHHOM
pabotel [ BIIOY PO «PKPUIIT» pa3zpabarbiBaeT U yTBEPKIAAET CAMOCTOATEIBHO C
y4eTOM MPUMEPHBIX paboueld MporpaMMbl BOCIUTAHUS U KaJIEHJAPHOTO ILJIaHA
BOCITUTATEIHHOU PabOTHI.

B paspabotke paboueil mporpaMMbl BOCHHUTAHHUS M KaJCHAAPHOTO IUIaHA
BOCIIUTATEIbHOM pabOThl MPUHUMAIOT Y4YacTHUE COBETHI OOYyYarOUIUXCsl, COBETHI
ponuTeneil (3aKOHHBIX MPEACTABUTENEH) HECOBEPIICHHOJETHUX, MPEACTaBUTEIH
paboToaaTemnei.

6.5. TpedGoBanus k kaapoBbIM ycjaoBusaM peaausauuun OII CITIO

Peanuzaumss OIl CIIO oOecneunBaercs Megaroru4ecKuMu paOOTHUKAMH
['BIIOY PO «PKPUIIT», a Takxke nuiamu, npusiekaeMbiMu K peanuzanuu OI1
CIIO Ha WHBIX YCJIOBUSIX, B TOM YHUCJIE U3 YHCJIa PYKOBOJIUTENIECH U PaOOTHUKOB
OpraHu3aluii, HaNpaBJICHHE JESATEIBHOCTH KOTOPBIX COOTBETCTBYET 0O0JACTH
npodeccruonanbHoit  aesrenbHocTH 07  AJZMUHUCTpAaTUBHO-YIIpaBJICHUECKass U
oducHasi AESITEIBHOCTh, 1 UMEIONIUX CTaX padOThl B JAaHHOU MPOQPECCHOHATBHOMN
o0nactu He MeHee 3 JieT.

KBanmudukanus NEeJarornuecKux pPabOTHUKOB OTBEYAET
KBATM(UKAMOHHBIM ~ TpeOOBaHMUSM, YKa3aHHBIM B  KBATM(PUKAIMOHHBIX
CIIpaBOYHHUKAX.

[lenarornueckue paOOTHUKH, NpuBiekaeMble Kk peanuszauuu OIl CIIO,
MOJIy4aroT JOMOJHUTEIbHOE Tpo(deccroHambHOe 00pa3oBaHHE MO IMporpammam
MOBBINICHUS KBATH(PUKAIIMKA, B TOM YUCIIE B ()OPME CTAKUPOBKU B OPraHU3AINSAX,
HaIpaBJICHUE ACSATETLHOCTH KOTOPBIX COOTBETCTBYET 001acTH MPodheCCUOHAIBHON
nesitenbHOoCTH 07 AJIMHHUCTPAaTUBHO-YIIPABJICHUECKass U OoucHas NesATeTbHOCTD,
He pexe | pasa B 3 roja ¢ y4eTOM pacIIMpeHUsl CIEeKTpa MpodecCHOHAThHBIX
KOMITCTCHIUN.

Jlonst  mepgarornyeckux — paOOTHHUKOB, OOCCIEUMBAIONIUX  OCBOCHHE
oOy4JaronuMucs: mpoheCcCHOHANTBHBIX MOIYJIEH, UMEIOIINX OIBIT AEATEIHHOCTH HE
MeHee 3 JIeT B OpraHM3alusX, HampaBlieHHWE JIESITEIbHOCTH KOTOPBIX
COOTBETCTBYET obnactu npodeccruoHanbHOM NEeATETbHOCTU 07
AJIMUHUCTpATUBHO-yIIpaBlieHUecKass U o(uCHasi NESATEIbHOCTh, B OOIIEM YHCIIEC
MeJJaroTMYeCKUX paOOTHUKOB, OO0ECIEUUBAIOIIMX OCBOCHHUE OOYyYarOIIMMUCS
npodeccuonanbubix MoayJien OII CITO, cocraBisier He MeHee 25 MTPOIIEHTOB.
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6.6. TpedoBanus k puHaHcoBbIM ycaoBusaM peanusanuu OII CITO

PacueTsl HOpMATHBHBIX 3aTpaT OKa3aHUS TOCYAAPCTBEHHBIX YCIyT TIO
peanu3anuyu 00pa30BaTEIBLHOM MPOTPAMMBI OCYIIECTBISIOTCS B COOTBETCTBUU C
MeTonukoil onpeaeieHnss HOPMAaTUBHBIX 3aTpaT Ha OKa3aHWE TOCYIapCTBEHHBIX
yCIIyT o pea3anuu o0Opa3oBaTeIbHBIX porpamMm CpEIHEeTO
npodecCHOHaTbHOTO  00pa3oBaHusl 1O MpodeccusiM (CIEeNUaTbHOCTIM) U
YKPYIMHEHHBIM  TpynmaM  npodeccrmii  (CHenuanbHOCTEH),  YTBEpKIAacMbIC
Munnpocsenienus: Poccun exxeromHo.

®uHaHCcOBOEe oOecreyeHue peain3aluu o0pa3oBaTeNbHON MPOrpaMMBbl,
OTIPEJICTICHHOE B COOTBETCTBUM C OIOJXKETHBIM 3aKOHOJATEILCTBOM Poccuiickoit
Oeneparun 1 DenepaabHbIM 3akoHOM OT 29 nekabps 2012 Ne 273-d3 «O06
oOpa3zoBanuu B Poccuiickoit @enepannny», BKIOYaET B ce0s 3aTpaThl Ha OILIATY
TpyJla TpernojaBareiiei U MacTepoB IMPOU3BOACTBEHHOTO OOYYEHHSI C Y4YETOM
o0OecrieueHus1 YpOBHS CpeiHEN 3apaOO0THOM MIIATHI MEIarOTMYECKUX PaOOTHUKOB 32
BBITIOTHSAEMYI0 UMH y4eOHYIO (TIpEenojaaBaTelbCcKyt0) padoTy U Apyryio padoTy B
cooTBeTcTBHM ¢ YKa3om IIpesunenta Poccutickont ®eneparnuu ot 7 mast 2012 r. No
597 «O meponpusATHIX MO peaTu3alii rOCyJapCTBEHHON COLMAIBHON MOJTUTHKID.

7. MPOT'PAMMA I'OCYJAPCTBEHHOM UTOIOBOI
ATTECTAIINHU

locynapctBennast wuroroBast arrectamusi (nmainee — [HA) sBasercs
oOs3aTenbHON JuIsi 0oOpaszoBaTenbHbIX opranmzaiuii CIIO. OHa mpoBOIUTCS TIO
3aBEpIICHUM  Bcero Kypca oOyuenms mo  cnenuanbHoctn  46.02.01
JlokyMeHTaIlMOHHOE OOecTieueHne yrpaBieHusi u apxuBoBeaeHue. B xoxe A
OIICHMBAETCS  CTEMEeHb  COOTBETCTBUS  CHOPMUPOBAHHBIX  KOMIIETEHIUI
BBINTYCKHUKOB TpeboBanusm @I'OC.

l'ocynapcTBeHHass wWTOTrOBas aTrTecTaluu 1o crenuaiabHoctn  46.02.01
JIOKyMEHTaIlMOHHOE O00ECTeYeHHE YIPABICHUS U APXUBOBEIAECHUE IMPOBOJIUTCS B
(dbopme TEMOHCTPALIMOHHOIO AK3aMEHa U 3alIUThI JUIIJIOMHOTO PabOTHI.

TpeOoBaHus K colepkaHUIO, 00bEMY U CTPYKTYpe AMILUIOMHON pabOThl U
MOPSAZIOK TPOBEACHUA AeMOHCTpannoHHOro 3k3ameHa ['BIIOY PO «PKPUIIT»
ompeneneHsl B IIporpamMme rocymapCTBEHHOM MTOrOBOW — aTTECTALMU 10
CHEIUATIBHOCTH C YYETOM JAEHCTBYIOMIETO 3aKOHOAATENBCTBA (MIPUIIOKEHUE 9).

OueHouyHble MaTepuanbl JAEMOHCTPAIMOHHOTO JK3aMeHa  (KOMILIEKT
OIICHOYHOM JOKyMEHTAIlMU) BKJIIOUYAET KOMIUIEKC TpeOOBaHWW IJIsi MPOBEACHUS
JEMOHCTPAIIMOHHOTO ~ 3K3aMEHa, IepeueHb OO0OpYyIOBaHUS U  OCHAIICHUS,
pPacXOJHBIX MAaTE€pUaOB, CPEICTB OOyYEeHUS M BOCIUTAHUS, NMPUMEPHBIA TUIaH
3aCTPOMKU TIUIOMIAJKA JEMOHCTPAIMOHHOTO 5JK3aMEHa, TPEOOBaHUS K COCTaBY
HKCIIEPTHBIX TPYII, UHCTPYKIMHU MO TEXHHUKE O€30MacHOCTH, a TaKke 00pasiibl
3aJIaHU.

IIporpamma I'MA ytBepxkmaercs ['BIIOY PO «PKPUIIT» nocine
00CYy>X/IeHHsI Ha 3acCelaHMM NEeAarormueckoro CoBeTa ¢ y4acTHeM Ipejacenarenei
['DK, mocie yero IOBOAUTCA O CBEICHHS BBITYCKHMKOB HE IO3JHEE, YEM 3a
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miecTh MecdieB qo Havaiaa [ UA.
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