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BBEJIEHUE

denepanbHbIi roCyAapCTBEHHBIN oOpa3oBaTeIbHBbIH CTaHJapT CpeIHEero
npogeccuoHanbHOro  obpazoBanust mo crneuuangbHocTH  46.02.01  «/lokymeHTannoHHOE
o0ecrieueHNe YIpaBJIECHUs W apXUBOBEAEHUE», YTBEPKIACHHBIM IpHKa3oM MuHHUCTEpCTBA
npocsemeHust PO or 26 asrycra 2022 r. Ne 778, mpeamonaraer ocBOe€HHE OOyJarONIMUCS
00pa3zoBaTeNbHON MPOrPaMMBbl B COOTBETCTBUU C KBaJIM(PUKAIIMEN CrealIncTa CpeJHero 3BeHa
«CTIELIMATTUCT 110 JOKYMEHTAIlMOHHOMY O0ECIIeUeHHIO YIIPABICHHUS U apXUBHOMY JIEITY».

Llenpro w3ydeHUs] MPOQPECCHOHATBHBIX AUCHUILUINH W MOIYIEH IO CHEeIHaTbHOCTH
46.02.01 «/lokymeHTanmoHHOE OOECIeUeHUE YIPaBICHUS W AapXUBOBEACHUE) SBISACTCS
pa3sBUTHE y CTYACHTOB JIMYHOCTHBIX KayecTB, a Takke QopMupoBaHue oOHMX U
npodeCcCHOHATBHBIX KOMIETCHIIMM B cooTBercTBUM ¢ TpeboBanusmu DPI'OC CIIO mo
CTEINAIBHOCTH.

Ilpu cocraBieHMHn pabOYMX MOPOrpaMM JUCHUIIMH (MOIyled) YIUTHIBAIKCH
copMyIMpOBaHHbIE B CTaHJAapTe o0lme U MpodeccHoHabHbIE KOMIETEHIIMH, HaXoAsIHecs B
TECHON MEKIMCIUIIIIMHAPHON CBS3H.

IMPO®ECCHOHAJIBHASA THHOATOTOBKA (IIII)

OBIIAA XAPAKTEPUCTUKA PABOYMX ITPOI'PAMM YYEBHBIX
JUCHUATLIMH U ITPO®ECCUOHAJIBHBIX MOIYJEA

PaGoune nporpammbl y4eOHBIX TUCHUILUIMH (MOAYJEH) SIBISIFOTCS YAaCThiO IPOrpaMMBbl
IOATOTOBKH CIIENIUAINCTOB cpeaHero 38eHa B coorBeTcTBUM ¢ PI'OC no cnenuansHocTr CITO
46.02.01 «/lokymeHTanimOHHOE OOECIIeUeHHUE YIPABJICHUSI U apXHUBOBEIACHHUEY, YTBEPKICHHBIM
npuka3zoM MuHuctepcTBa npocsemenust PO or 26 asrycra 2022 r. Ne 778.

OcymecTBiieHHEe  pealn3alnuu pabounx  TporpaMM  OPEIYCMOTPEHO  Ha
rOCYJJapCTBEHHOM SI3bIKE.

OcBoeHME  AMCUUILIMH  (MOXIyleH)  CONPOBOXKAAETCA  TEKYIIMM  KOHTPOJIEM
YCIIEBAEMOCTH H IIPOMEKYTOUHOH aTTecTanueld 00yJaronmxcs.

JcuumimMesl  (MOIYNIH) BXOAAIME B 00pa30BaTENIbHYIO MPOrpaMMy OOeCHeueHHBI
y4eOHO-METOIMUECKON TOKYMEHTAITUECH.

B pabouux mporpammax y4deOHBIX AMCHUIIMH (MOIYNeH) 4YeTKo chOpMyIMpOBaHbBI
KOHEYHBbIE TpeOOBaHMS K pe3ylbTaTaM HMX OCBOCHHMS: KOMIIETEHIUSAM, IpHOOpeTaeMoMy
IPAKTUYECKOMY OIIBITY, 3HAHUSAM U YMEHUSM.

Paboune nporpammsel npodeccroHaTbHBIX MOTYIEH BKIIOYAIOT TPOBEACHUE YICOHOU U
IIPOU3BOACTBEHHON IIPAKTUKU.

CopepxaHue BceX S3TaloB MPAKTHKU OIpenensercs TpeOOBaHUSAMM K YMEHMSIM U
MPaKTUYECKOMY OIBITYy mpodeccuoHanbHoro Moayias B coorBerctBuu ¢ ®I'OC CIIO mo
cnenuansHocT 46.02.01 «/lokymMeHTammOHHOE OOecrevyeHrne yIpaBJIeHUs U apXUBOBEICHUEY,
YTBEPKIEHHBIM IpuKazoM MuHucrepctBa npocsemmeHus PO or 26 asrycra 2022 r. Ne 778 un
IpPOrpaMMoi podecCHOHaIbHOIO MOIYJIS.

CopnepxaHue M pe3ylbTaT MPAKTUKU, MPOBOJAMMON B paMKax HpodeccuoHaIbHOIro
MOJIYJIsl COTJIACOBAH C OpraHU3alUAMU, TPEIOCTABIISIONIMMHI MECTa PAKTHK 00YyJaroMMCS.



VYueOHasi mpakTuKa MPOBOJUTCS Ha 0a3ze KoJUIe[kKa, a MPOU3BOACTBEHHAs IPAaKTUKa Ha
0a3e opraHu3alui, HalMpaBJIEHUE ACATEIbHOCTH KOTOPOH COOTBETCTBYET MPOQUIIIO I OJIOTOBKH
o0ydJarorerocs.

@OoHBI OIIEHOYHBIX CPEICTB MpodecCHOHANBHBIX MOAYJEH BKIIOUAIOT CPEACTBA OI[EHKU
NEPCOHAIBHBIX JOCTHKEHUH, OOYJaloUMXCS TIOJIYYEHHBIX MPU MPOXOKAECHUM IPAKTUKUA B
paMKax Mpo(ecCHOHAIBHOIO MOIYNsA. ATTECTalUs 110 UTOTaM y4eOHOW MPaKTUKU MPOBOJUTCA
Ha OCHOBAHMUH aTTECTALIMOHHOTO JIMCTA, aTTECTAIlUs 110 MPOU3BOJICTBEHHON MPAKTUKE C YIETOM
(MM HAa OCHOBAHUHU) pE3yNbTAaTOB, MOATBEPKACHHBIX JOKyMEHTAMH COOTBETCTBYIOIIMX
opraHu3anuil (aTTeCTAllMOHHBINA JHUCT MO MPAKTUKE, OTYET O MPOXOXKJIEHUU MPAKTUKU, THEBHUK
M0 MPAKTUKE, XapaKTePUCTHKA C MECTa MPOXOXKIACHUS TPAKTUKH ).

[lpu dopmupoBanuu GoHIa OLIEHOUHBIX CPEJCTB MPOXOKACHUS MPAKTUKU MPOIeaypa
OLICHKM OOHMX U MNpoecCHOHAIBbHBIX KOMIIETEHLMI OIpeAensieTcs COBMECTHO C
OpraHu3alUsAMHU, IPEJOCTABISIOIMMU MecTa MPAKTUK 00yJaroIMCsl.

@®opMBl  OTYETHOCTH W  OIIGHOYHBIH  Marepual MPOXOXKACHUS  IPAKTUKU
pa3pabaTbiBaeTCs U COTVIACOBBIBAETCS C OpPraHU3AlMSAMH, IPEIOCTABISIONIMMH MECTa MPAKTHK
00yJarOIMCH.

[Iporpamma y4eOHOM AMCIUTIIMHBI UMEET CIEAYIOIIYIO CTPYKTYPY:

TUTYIBHBIA JTUCT
JIuct cormacoBanus
Conepxxanue
1. Obmas xapakTepucTrka pabodeit mporpaMMbpl y4eOHOM TUCITUTIINHBI
1.1. MecTto IuCHUILUIMHBI B CTPYKTYp€ OCHOBHOM MNpo(ecCHOHAIbHON 00pa3zoBaTesIbHOMN
POrPaMMBI
1.2. llenp u maHUpyeMbI€ pe3yJIbTaThl OCBOCHUS IUCIIATIIINHBI:
2. CTpyKTypa U coaep>kaHHue YUeOHO! JUCITUTIITMHBI
2.1. O6beM yueOHOM JUCHMIUIMHBI U BH/IbI yueOHOM paboThI
2.2. TemaTuueckuil MiIaH U coAepKaHNE yIeOHON IUCIHUIIIHHBI
3. YcnoBus peanu3anuy IporpaMMbl Y4eOHON U CITHTIITUHBI
3.1. TpeGoBaHMs K MUHUMAJIbHOMY MaT€pHAIbHO-TEXHUUECKOMY 00ECTICUCHUIO
3.2. UudopmarninoHHoe o0ecrieyeHre peaan3aliy MporpaMMel
4. KOHTpOJb U OLIEHKA PE3YJIbTATOB OCBOEHUS YUeOHON MUCIUTIINHBI
4.1. Kputepuu orieHKH 1 (POPMBI OIEHHUBAHUS PE3YIHTATOB O0yICHUS.
4.2. Marepuaibl TEKyIIETO KOHTPOJIS YCIIEBAEMOCTH O00YyJarOIMXCS.
4.3. Meronsl M CpeacTBa MpPUMEHsSEMbIe B TIpOLlecCe MPOBEACHUS IMPOMEKYTOUHON
aTTeCTalUH.
4.4. TunoBble OLIECHOYHBIE MaTEPHAIIBI TPOMEKYTOUHON aTTECTALIMH.
4.5. Illkana oneHUBaHUA.
4.6. Kputepru OLIEHKH TPOMEKYTOUHOM aTTECTAIlUH.
4.7. OnieHOouHbIE MaTEPUAJIbI IPOMEXKYTOUHOM aTTeCTalluN

[Tporpamma nmpodeccHoHaIbHOIO MOIY/S UMEET CIEAYIOUIYIO CTPYKTYPY:
TUTyIBHBIA JTUCT
Jlucr cormacoBanus
Conepxxanue
1. O0miast xapakrepucTHKa pabodeil mporpammbl MPoQeccuoHaTbHOTO MOIYIS



1.1. Llenp u nmaHupyeMbIe pe3ybTaThl OCBOCHHS MPOPECCHOHATEHOTO MOIYIIS
1.1.1.TlepeyeHr OOIMX KOMITETCHITUI
1.1.2. Ilepeuens npodeccroHaIbHBIX KOMITETCHINI
1.1.3.B pe3ynabpTaTe 0CBOEHUS MPO(YECCHOHAIBHOTO MOJIYJIS CTYACHT JIOJDKEH:
MPAKTHYCCKUH OTBIT, yMEHUSI, 3HAHUS
1.2. KonnuecTBo yacoB, OTBOAMMOE Ha OCBOEHHUE MPO(eCCHOHATBHOTO MOYIS

2. CtpykTypa M cofiepkaHue NpodeccuoHaTbHOTO MOJTYIIS

2.1. Ctpykrypa mpodecCHOHATBPHOTO MO
2.2. Tematuueckuii TIaH u cofiepkanme MPO(HeCCHOHATBHOTO MOJIYIIS

3. YcnoBus peanuzanuu mporpaMmmbl TpodeccruoHaIbHOTO MOIYIS

3.1. TpeOboBaHMA K MUHHUMAIILHOMY MaTEPHUAITLHO-TEXHUYECKOMY 00ECIICUCHHTO
3.2. MUadopmaninonHoe oOecrieueHre peaan3aii MporpaMMel

4. KOHTpOJIb 1 OLIEHKA Pe3y/IbTaTOB OCBOEHHUS MPO(eCCHOHATBHOTO MOIYIS

4.1. Kputepuu o1ieHKH U (POPMBI OIEHUBAHUS PE3YIbTATOB O0yICHUSI.

4.2. Marepualibl TEKYIIETO KOHTPOJISI YCIIEBAEMOCTH 00yJarOIIXCS.

4.3. Metonpl M CpelncTBa INpPUMEHSEMbIE B TIPOIECCe MPOBEIACHHS IPOMEXKYTOUHON
aTTeCTaIUu.

4.4. TunoBble OLICHOYHBIE MaTepUaIbl IPOMEXKYTOYHOM aTTECTALINH.

4.5. [llkana oneHNUBaHUSL.

4.6. Kputepuu oLleHKU IPOMEXYTOYHON aTTeCTallHH.

4.7. OueHo4HbIe MAaTEPUAIIBI TPOMEXKYTOUHOM aTTeCTallUU

4.8. TlepeueHb BOMPOCOB, BEIHOCHMBIX Ha 9K3aMEH KBAJIA(PUKAITUOHHBII

COILIUAJIBHO-TYMAHUTAPHBIV ITAKJI (CT'II)

AHHOTAIUA INPOI'PAMMBbI JUCHUITJIMHBI
CI'il.01 UICTOPUA POCCHUHU
Mucnummna «Ucropust Poccun» BxoguT B CoLManbHO-TYMaHUTAPHBIA  ITUKI

po(eCCHOHANBHOM MOATOTOBKH.

B pesynbrate uzydeHus yueOHOU AMCIUIIIUHBI 00YyJarOIMIICS TOMKEH YMETh:
OPHEHTHPOBATHCS B COBPEMEHHON 3KOHOMHMYECKOH, MOIMTHIECKON M KyIbTYpHOM cHUTyalmu B Poccrm
U MHUpE;

BBIBIITH B3aUMOCBSI3b OTEUECTBEHHBIX, PETHOHAJBHBIX, MHPOBBIX COLMAJIHEHO-9KOHOMHYECKHX,
HOJIUTHYECKUX U KYJIbTYPHBIX MPOOJIEM;
NPOTHBO/IEHCTBOBATH NOMBITKAM (aTbCUPUKAIMN MCTOPUIECKHX (HAKTOB.

B pesynbrare m3ydeHus yueOHOM qUCIUIUIMHBI 00yJaloUMiics JOKEH 3HATh:
ocHoBHbIe HampaByieHus pa3Butusi Poccum (CCCP) Bo BTOpoil mosioBuHe XX M mepBOM
yetBepTH XXI BB.;

CYIIHOCTh W IPUYMHBI JOKAIbHBIX, PETMOHAIBHBIX, MEXIOCYIapCTBEHHBIX KOH(UVIMKTOB BO
BTOpOl mnosioBuHe XX — mnepBod uerBept XXI B., OUEHMBATH pPOJIb CTPAHBI B HX
paspelcHuH;

OCHOBHBI€ ITPOLECCHI MOJUTUUECKOTO U SIKOHOMUUYECKOTO Pa3BUTHUS CTPAHbI U €€ PETUOHOB;
OCHOBHBIC HAIIPABJIICHUs OTEUYECTBEHHOM BHENIHEH IIOJUTHUKM C BEAyLMMH MHUPOBBIMHU
nepxasamu, OOH, HATO, EC u npyrumu MexayHapoJHBIMH OpTaHU3aLlHsIMHU;



— O pOJIM HayKH, KyJIbTypbl M DPEIUIMM B COXPAaHEHUHM U YKPEIUIEHUH OTCUECTBEHHBIX
HAIlMOHAJIBHBIX U TOCYAAPCTBEHHBIX TPAIULINI;
— COACpKaHUC N HABHAYCHUC BaXKHEHIIIMX IMMPaBOBLIX U 3aKOHOAATCIBHBIX AKTOB.
MakcumanpeHast ydeOHas Harpy3ka OOY4aroIIerocss MpU OCBOCHHMM JTUCHUIUIMHBL 50
YacoB.
dopma MPOMEXKYTOUHON aTTECTALHU: 3a4eT € OLe HKOM

AHHOTAIUA INPOI'PAMMBbI JUCHUITIJIMHBI
CI'I1.02 ”HOCTPAHHBIN SI3bIK B TIPO®ECCUOHAJIBHON JIEATEJILHOCTH
Hucuummaa «/HOCTpaHHBINA S3BIK B MPO(ECCHOHATIBHON NIESATEIBHOCTH» BXOAUT B
ConuanbHO-TyMaHUTAPHBIN LUK TPO(ECCUOHANBHOM MOATOTOBKH.
B pesynbrate 0cBOSHUS AMCLUILINHBI O0YJaOMMICS JOIKEH YMETh:
— TIOHMMAaTh OONIMH CMBICI YETKO NPOU3HECEHHBIX BBICKA3bIBAHUN Ha W3BECTHBIE TEMBbI
(mpodeccronanbHbIE U OBITOBBIE);
— TIOHUMATBTEKCTHI Ha  0a30BbIe MPOQEeCcCHOHATIBHBIE TEMBI,;
— Y4acTBOBATH B JJMAJIOTaX Ha 3HAKOMbIE O0IMe U MPodecCHOHAIbHBIE TEMBI;
— CTPOUTH NPOCThIE BBICKA3bIBAHUS O ceOe U 0 CBOEH MpodeccuoHabHON IesITeIbHOCTH;
— KpaTko 0OOCHOBBIBATH M OOBSICHUTH CBOU JCHCTBUS (TEKyILIME U INIAHUPYEMBIE);

— IHCATh MPOCTHIC CBSI3HBIE COOOICHUST Ha 3HAKOMBIC WJIH UHTEPECYIOIIME
npodeccruoHaIbHBIC TEMBIL;

— BecTH Oecemy (Bwio4as TeleOHHBIE TIEPEroBOPhI) HAa HWHOCTPAHHOM S3bIKE Ha
MOBCEIHEBHBIC U TPO(ECCHOHAIBHBIC TEMBI;

— BCTpe€YaThb OCETUTEINIEH;
— OCYLIECTBJIATH TPEBE-MOJAEPHKKY IEIOBBIX IOE3/10K;

— BCCTHU IICPCIIMCKY HA NHOCTPAHHOM S3bIKE.
B PE3yIbTaTC OCBOCHUA N CIHIUTIIINHBI o6yqafonm171c51 JOJDKCH 3HATh:

— TpaBUJIa TOCTPOCHUS IPOCTHIX U CIIOKHBIX  MPEATOKEHUN Ha TPO(eCCHOHAIBHBIE TEMBI,
—  OCHOBHBIC O0IICYTOTPEOUTEIBLHBIC T1aroiibl (ObITOBast U TPodecCHOHAIBHAS JIGKCHKA);
— JIEKCUYECKUW MHHHUMYM, OTHOCSIMWCS K OMNHUCAHUIO MPEIMETOB, CPEACTB U MPOLIECCOB
podeCCHOHATBLHON EATEIIEHOCTH;
— 0COOEHHOCTH MPOU3HOILCHHUS CJIOB;
— IIpaBuUJa YTEHUS TEKCTOB MPOQEeCCHOHAIbHON HAMPaBIEHHOCTH;
— (paspI-KuIIe IS BEACHUS O€Ce/bl M IEPENUCKH Ha HHOCTPAHHOM SI3BIKE;
— OCOOCHHOCTH IEPEBO/Ia JJOKYMEHTOB C HHOCTPAHHOTO S3bIKA;
— IpaBuJa OpraHU3alUU IPUEMa TOCETUTENCH;
— TOPSI0K MOJATOTOBKU JIETOBOM MOE3IKH.
MaxkcuManpHas ydeOHas Harpyska OOy4aromerocsi mpu OCBOCHUM JUCHHUIUIMHBL 142
yaca.
dopMa MPOMEKYTOUHOU aTTECTALUU: IK3AMEH

AHHOTAIMA INPOI'PAMMBbI JUCHUITIJIMHBI
CI'i.03 BE3OITACHOCTB KU3HEJIEATEJIBHOCTH

MJucnumuimaa  «be3onmacHOCTb  KM3HEAEATENbHOCTH»  BXOoAMT B CoLManbHO-
TYMaHUTAPHBIN UK MPOopecCHOHATbHON MOATOTOBKH.
B pesynbrare OCBOCHHS IMCHMIUIMHBI OOYYAIOIMHCS JIOJKEH YMETh:



— OpraHH30BbIBATh U IPOBOAUTH MEPONPHUATUS MO 3alTE HACEJICHHS OT HEraTUBHBIX
BO3/ICHCTBUN YPE3BbIYAHBIX CUTYALIUH;

— IpeANpUHUMATh NPOPUIAKTHYECKHE MEPBI JJIsl CHHUXKEHUS YPOBHS OIACHOCTEH paziIM4HOIo
BMJIa U UX MOCIEACTBUN B TPO(PECCHOHANBHOM JIEATENbHOCTU U OBITY;

— HCIOJIb30BaTh CPEJICTBA WHAWBUIYAIbHON M KOJUIEKTUBHOMW 3allMTHI OT OPYKHSI MacCOBOIO
MOPAXKEHHUS;

— TNPUMEHSTH NEPBUYHBIE CPEICTBA OKAPOTYIICHHUS;

— OpHUEHTUPOBATBCS B IMEpPEYHE BOEHHO-YYETHBIX CHEHHAIBHOCTEH U CaMOCTOSATEIbHO
OIIPEAEIATh CPEIU HUX POJACTBEHHBIE NOJIY4EHHOM CIEMAIbHOCTH;

— TIPUMEHATh NPOQPECCUOHAIBHBIE 3HAHUS B XOJE HCIOJHEHUs O00A3aHHOCTEH BOCHHOMU
CIIy’kObl Ha BOMHCKHUX JIOJDKHOCTSIX B COOTBETCTBHUU C [TOJIy4EHHO CIIeLUaIbHOCTBIO;

— BIaAeTh croco0amMu OECKOH(WIMKTHOrO OOIICHUS U CaMOpEryilsiUM B IOBCEAHEBHOMN
JEATEIbHOCTH M SKCTPEMAIBHBIX YCIOBUSIX BOEHHOMH CI1yXOBlI;

— OKa3bIBaTh MEPBYIO OMOIIb TOCTPAAABIIHIM.

B pesyapTate OCBOEHUS TUCIUIIIMHBI 00YJaIOIMIACS JOKEH 3HATH:

— IPUHLHUIBI 00ecTieyeHUs yCTOWUNBOCTH OOBEKTOB SKOHOMUKH, TPOTHO3UPOBAHUS PA3BUTH 5
COOBITUH Y OIIEHKM TOCIEJICTBUH TpPU TEXHOTEHHBIX UPE3BBIYAWHBIX CUTYaIHsIX
U CTUXUMHBIX SBJICHUSX, B TOM 4YHCIIE B YCJIOBMSX MPOTUBOACUCTBUS TEPPOPU3MY KaK
CEphE3HOM yrpo3e HallMOHAIBHOU Oe3omacHocT Poccuu;

— OCHOBHBIE BHJbI MOTCHUHMAJIbHBIX OMNACHOCTEW M MX MOCIEACTBHUS B MPO(ECCHOHAIBHOM
JEATEIbHOCTH M OBITY, IPUHIIAIIBI CHUKEHHS BEPOSTHOCTH UX peaTu3alliu;

— OCHOBBI BOGHHOM CITy>kObl 1 00OPOHBI TOCYAPCTBA;

— 33/1a4d ¥ OCHOBHBIE MEPOIIPUSITUSI TPAXKIaHCKOM 000POHBI;

—  CIIOCOOBI 3alMThl HACEJICHUS OT OPYXKHUS MacCCOBOTO IMOPAKEHHUS;

— Mepbl NOKapHOM 0e30macHOCTH | IpaBujia O€30MacHOTO0 MOBEACHHUS MpHU IOXKapax;
OpraHu3alvIo U MOPAIOK IPU3bIBA IPaKJaH HA BOGHHYIO CIY)KOY M IOCTYIUIEHUs Ha HeE B
JTO0OPOBOIBHOM TTOPSIIKE;

— OCHOBHBIE BUJIbI BOOPYKEHHUSI, BOGHHOM TEXHUKH U CHELUAIBHOIO CHAPSHKEHU S, COCTOSIIX
Ha BOOPYXEHHUM (OCHAILCHUU) BOMHCKUX IOJpa3JelieHud, B KOTOPBIX MMEIOTCS BOEHH O-
y4eTHBIE CHEIHAIBHOCTH, pojacTBeHHBbIe crnernuanbHocTssM CIIO; obnacte mpuMeHeHus
MOJIy4aeMbIX HPO(PECCHOHAIBHBIX 3HAHUM MpPU HCIOIHEHUHM OOS3aHHOCTEH BOEHHOMN
CITYXOBI;

— 005acTh NPUMEHEHUs MOJIy4aeMbIX HpPO(ECCHOHANBHBIX 3HAHUN TIpPU MCIOIHEHUH
00513aHHOCTEH BOGHHOM CITYKOBI;

— TOPSIOK U MPaBUJIa OKa3aHUs EepPBOM TOMOLIM [TOCTPaIaBLIMM.

MakcumainpHas yueOHas Harpy3ka oOydaroIerocsi Ipu OCBOCHUH AUCLUUILIUHBL: 73
yac.

dopma MPOMEKYTOUYHOM aTTECTAlUH: 3a4eT € OLle HKOM

AHHOTAIDUA INPOI'PAMMBbI JUCHUITJIMHBI
CI'u.AB.04.01 ®UBNYECKASA KYJbTYPA

Jucnuminna «®usndeckas KyabTypa» BXoIuT B ColuaibHO-TYMaHUTApHBINA ITUKI
po(eCCUOHANBHOM MOATOTOBKH.

B pesynbraTte 0CBOSHMS IMCHUIIIMHBI O0yJarolmics 10JIKEH yMETh!
— OpraHu30BbIBaTh pabOTy KOJUIEKTUBA U KOMAaH/Ibl;
— B3aMMOJICHCTBOBATh C KOJUIETaMH, PYKOBOJICTBOM, KIIMEHTAaMH B X0/€ MPO(eCCHOHATBHOM

JEATEIIBHOCTU



— HUCHOJB30BaTh (PU3KYIBTYPHO-030POBHUTENBHYIO JIESITEIBHOCTD JUIS YKPETICHUS 3[J0POBBS,
JTOCTHIKEHU S )KU3HECHHBIX M TIPOPECCHOHATBHBIX IIEIIEH;

— TPUMEHSTH palMOHAIBHBIE TIPUEMBI [BUTATENBHBIX (YHKIUNA B TpodeccHnoHATEHON
NeATeNIbHOCTH; M10JIB30BAThCS CpeAcTBaMHU npoUITaKTUKU HepeHanpsHKeHus,
XapaKkTepHBIMHU VISl JaHHOU mpodeccrui (CreuanabHOCTH).

B pesynbraTe 0CBOSHUS IMCIUTIIMHBI O0YJarOIMKCs TOJKESH 3HATH:

— TICUXOJIOTHYECKHE OCHOBBI JESTEIFHOCTH KOJUJICKTUBA, TICHXOJIOTHYECKHE OCOOEHHOCTH
JMYHOCTH; OCHOBBI IIPOEKTHOM JIESITENIBHOCTH

— poib (U3NYECKOH KyIbTYphl B OOIIEKYIBTYPHOM, MPO(PECCHOHATBHOM H COIHAIBHOM
Pa3BUTHH YETIOBEKA,

— OCHOBBI 3J0POBOTO 00pa3a )KU3HM;

— ycioBUS TPO(ECCHOHAIBHON JAEATETbHOCTH M 30HBI PUCKA (PU3MYECKOTO 370pOBBS IS
npodeccuu (CreuaTbHOCTH);

— cpezacTBa MPOQMIIAKTHKA TTEepPEHATPHKEHUS.

MaxkcuMmanbHasi ydeOHasi Harpy3ka OOydaroIerocsl Mpu OCBOGHWM aucHUIInHbL: 130

YacoB.

dopma MpOMEKYTOUHOW aTTECTAIMH: 3a4eT ¢ Ole HKOM

AHHOTAIIUSI ITPOI'PAMMBbI JTUCHUITIJIMHBI
CIr'u.AB.04.02 AJAITUBHAS ®U3UYECKASA KYJbTYPA
JucuunnuHa «ApantuBHas — (u3nyeckas KyinbTypa» BxoguT B CouMaibHO-
TYMaHUTAPHBIA MUK TPOPECCHOHATEHON MTOATOTOBKH.
B pesynbraTte 0CBOSHUS AMCHUIIIMHBI O0YJaroIMics T0JIKEH YMETb:

— OpraHH30BBIBAThH pabOTY KOJIJIEKTUBA M KOMaH/Ibl;

— B3aMMOJIEWCTBOBATh C KOJUIEraMM, PYKOBOJCTBOM, KIMEHTaMU B XOJ€ MpoQecCHOHATbHON
JeATeTbHOCTH

— HCIOJB30BaTh (DU3KYIBTYPHO-O030POBUTEIBHYIO JCATEIBHOCTD Ul YKPETUICHUS 3[0POBBS,
JOCTHXKEHUS )KU3HEHHBIX U MPOQEeCCHOHATBHBIX 11eNeH;

— TPUMEHSTh palMOHAIbHbIE TPUEMBbl JBUTATEIBHBIX (YHKIMI B mNpodeccuoHanbHON
NEeATEIIbHOCTH; I10JIb30BATHCS CpeAcTBaMu npOoUIAKTUKA HepeHaI psUKeH U,
XapaKTepHBIMHU JUTS TaHHOM Mpodeccuu (CreuaibHOCTH).

B pesynbrate 0CBOCHUS IUCHUIIIMHBI O0YyJaroIMics T0JKEH 3HATh:

— TIICUXOJIOTUYECKHE OCHOBBI [ESTEJIbHOCTU KOJJICKTHBA, ICUXOJOTMYECKHE OCOOCHHOCTH
JIMYHOCTH; OCHOBBI IPOEKTHOM AEATEIbHOCTH

— poiib (UBMYECKON KYJIbTYphl B OOHICKYIHTYPHOM, MPO(PECCHOHATHPHOM U COIMAIBHOM
Pa3BUTHUU YEIIOBEKA;

— OCHOBBI 3J0pPOBOT0O 00pa3a )KHU3HH;

— ycloBUsSI MPO(ECCHOHANBHON AEATETbHOCTH M 30HBI PUCKA (PU3MYECKOTrO 310pOBBS UL
npodeccu (CnenuagbHOCTH );

— cpencTBa NPOQHIAKTHKA TIEPEeHATPSDKCHHS.

MaxkcuMmanpHasi ydeOHasi Harpy3ka OOydaloIerocst Mpu OCBOGHHUM aucHuIInHbl: 130

YacoB.

dopma MPOMEXKYTOUHON aTTECTALlUM: 32a4eT € OLle HKOM



AHHOTAIUA INPOI'PAMMBbI JUCHUITIJIMHBI
CI'll.05 OCHOBBI BEPEXXJINBOI'O ITPOU3BOJACTBA

Jucuunnmnaa «OCHOBBI  OepexJIMBOro MPOM3BOACTBa» BXoauT B ColMalbHO-
TYMaHUTAPHBIN UK MPOopecCHOHATBbHOM MOATOTOBKH.
B pesynbrare OCBOCHHS IMCHMIUIMHBI OOYYArOIMKCS JIOJKEH YMETb!

— IUIAHUPOBATh, OPTraHU30BaTh W MPOBOJUTH MEPONPHUATHS IO pPEATU3ALUH TMPUHIIUIIOB
OepeKITMBOTO TTPOU3BOJICTBA;

— NOJBb30BATBCA  HHCTPYMCHTAMU 6epe)KJ'II/IBOFO npou3BOACTBa B HpO(I)ECCHOHaHBHOﬁ
JACATCIIbHOCTH

B pesynbrare OCBOCHWS IUCHUIIIMHBI OOYYarOIIMKACS TOJKECH 3HATh:
— coxaepxaHue u GopMbl OEpEKINBOTO ITPOU3BOJICTBA;
— TIPUHLHUIBI, METOJIBI 1 HHCTPYMEHTHI OEpEeKITMBOTO MTPOU3BOICTBA
— QITOPUTM BHEAPEHUS UHCTPYMEHTOB OEpEKIMBOTO MPOU3BOJICTBA B IEATENHLHOCTD Odrica

MakcumanpHasi yueOHasi Harpy3ka oOydaroIerocsi Ipyu OCBOSHUH AUCHUIIIUHBEL: 45
4YacoB.

@opma NPOMEKYTOUYHOM aTTECTAL[UK: 32a4€eT C OLe HKOM

AHHOTAIUA INPOI'PAMMBbI JUCHUITJIMHBI
CI'11.06 OCHOBBI ®THAHCOBOI I'PAMOTHOCTHA

Hucnuminaa «OcHOBBl  (MHAHCOBOM TpaMOTHOCTU» BxoauT B  ColuanbHO-
TYMaHUTAPHBIN UK MPO(eCCUOHATBHON IMOITOTOBKH.
B pesynprare OCBOEGHMS IUCHUIUIMHBI OOY4JarOIMICS JIOJIKEH YMETh:

— TIpPUHUMATh palMOHAJbHBIE (UHAHCOBBIE peIleHUs B cdepe ympaBieHUS JHUYHBIMU
¢uHaHCaMy,

— TUIAHUPOBATH U MIPOTHO3UPOBATH OYAYIIME JOXOJbI U PACXObI TUYHOTO OFO/IKETA;
— CTaBUTh CTPATETMYECKUE 33J1aUM ISl JOCTHIKCHUS TMIHBIX (MHAHCOBBIX IIEJICH ;

— TIIOHMMaTb JIMYHYK0 OTBETCTBEHHOCTb 3a pEIICHUsA, IPUHUMAEeMble B IIPOLECCE
B3aUMOJIEHCTBUS C (UHAHCOBBIMHU MHCTUTYTaMHU;

— HaXOOUTh UCTOUYHHMKH MHQOpMANU TSt TPUHATHS Y(PHEKTUBHBIX (DMHAHCOBBIX PEILICH UM
B pesynmprare OCBOCHWS AUCITUTLINHBI OOYIAFOIIHMIICS TOJKEH 3HATH!

— OCHOBHBIE NPUHLUIIBI SKOHOMHYECKOH JKM3HU OOILECTBA: POJb JEHET B CeMbe U OOIIECTBE,
IIPUYMHBI U TOCJIEACTBUS H3MEHEHHUE JOXOI0B U PACXOJ0B CEMBU;
— POJb rOCyAapcTBa B DKOHOMHUKE CEMBH;
— OCHOBBI B3aUMOJECUCTBUS C KPEAUTHBIMU OpraHu3all UsiMHU;
— TIPUHIHUIBI QYHKIMOHUPOBAHUS (PMHAHCOBOI CHCTEMBI COBPEMEHHOTO TOCYAapPCTBA;
— OCHOBBI YNPABJIEHUS] HAJIOTOBBIMH IIJIATEKaMU C L[EJIbI0 CHUYKEHHUSI HAJIOTOBBIX PacXo0B B
YCIIOBUSIX COOJIIOZCHUSI HAOTOBOW TUCIIUTIIIMHBI
MakcumainpHasi yaeOHast Harpy3ka 0Oydaromierocsi pu OCBOCHHUH TUCIUTIIINHEL: 48
YacoB.
®opma NPOMEKYTOYHOHN aTTECTALUK: 32a4€eT C OLe HKOM

AHHOTAIIUA INPOI'PAMMBbI JUCHUITJIMHBI
CI'.07 SKOJOI'MYECKHE OCHOBbBI ITPUPOAOITIOJIb30BAHUA
Jucuuninaa «9KOHOMHYECKHE OCHOBBI TPUPOIONOIb30BaHUs» BXOIUT B CollMaIbHO-
TYMaHUTAPHBIN UK MPOoPecCHOHATbHON MOATOTOBKH.
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B pesynbraTe ocBoeHMs yaeOHON TUCIHUIIITUHBI O0yJIarOIMHACS T0HKCH YMETh:

— HCIOJIB30BAaTh IMPCACTABJICHUA O B3aUMOCBA3UM OpPraHU3MOB H CPCABI oOUTaHHSA B

po(eCCUOHANBHOM IESTETbHOCTH.

B pesynbrate ocBOeHUS yueOHOM TUCIUTIIMHBI O0YJarOIMKACs TODKEH 3HATh:

COCTOSTHUE TIPUPOTHBIX pecypcoB PocCHY M MOHUTOPHHT OKPYKAIOIIEH Cpelbl;

9KOJIOTMYCCKHUEC MMPHUHIMUIIEI PAIMOHAJIBHOI'O ITPHUPOJO0ITOJIE30BaAHM A.
KonudyectBo dYacoB Ha OCBOSHHE MPOTPAMMEI IUCIHUILIAHBI: 66

qacCoB.

dopma MPOMEKYTOUHOM aTTECTAllUM: 3a4eT C OLle HKOM.

AHHOTAIUA IPOI'PAMMBbI JUCHUITJIMHBI
CI'i.08 IM®POBAA DKOHOMUKA
Hucnuminna «lludpoBasg sxkoHOoMuKa» BXoAUT B CoLMaNbHO-TYMaHUTAPHBIN LUK

npodeccroHaTbHON MOATOTOBKH.

B pesynbrate ocBoeHMS yueOHOW AUCHHUIUIMHBI O0yJalONMCs JOIKEH YMETh:
BOCIIPUHUMATh HW3MEHEHHS B VYCIOBHUSX MPOU3BOJACTBA, PHIHOYHONW DJKOHOMHKH H
MpeIPUHIMATEIBCTBA;

IPUMEHSTh MOJICNTbHO-aHATTUTHYECKHE U WH(HOPMaAITMOHHO-KOMMYHHKAIIHOHHBIE
TEXHOJIOTUU TOMJCPKKA TMPUHATUS PEUICHHH B COLMAIbHO-3KOHOMHUYECKUX CHCTEMAax B
YCIOBUSX I (POBOI AKOHOMUKH;
aHaIM3UpPOBaTh, CHUCTEMATU3UPOBATh U  0000LI@ATH, HSKOHOMUYECKHE SBJICHUS U
MPOLIECCHI, MPOUCXOSIIE B OOIIECTBE C ILENbI0 UX MPUMEHEHHUs B PAa3IUYHBIX chepax
NeATEIIbHOCTH;
MOJIb30BATHCSl CEPBUCHBIMU U MPUKIAAHBIMU IIPOTPAMMaMHU
MPUMEHSTh OCHOBHBIE TIPUHIUITBI paboThl ¢ WH(OpMaIuei B ro0aTbHBIX KOMITBIOTEPHBIX
CeTsX;
HaXOJUTh M UCIIOJIB30BATh HEOOXOIMMYIO SKOHOMUUYECKYIO WH(POPMAIIUIO.

B pesynbrate ocBOCHUS yUeOHON MTUCHUILIMHBI O0YJalOUMiCs TOMKEH 3HATh:
COBPEMEHHbIE TEXHOJIOTUU UPPOBON SKOHOMMKH;
TEOPETHYECKUE U MPAKTHYCCKHE HABBIKM B 00JaCTH (hOPMHUPOBAHUS U PA3BUTHS TU(DPOBOH
SKOHOMHMKHA ¥ YIPAaBICHUS €€ CTPYKTYpHBIMH KOMIIOHEHTaMH Ha 0a3e NpHUMEHEHUs
COBPEMEHHBIX  MH(POPMALIMOHHBIX  TEXHOJOTMH M  aJeKBaTHOIO  MCIIOJIBb30BAHUS
WHGOPMAITMOHHBIX PECYPCOB U (JaKTOPOB;
TEOPETUUYECKE OCHOBBI i 3aKOHOMEPHOCTH (DyHKIIMOHHPOBAHUSI PHIHOYHON SKOHOMHKH;
oOmme MpUHIUINBI paboThl C KOMIBIOTEPOM KaK CpPEACTBOM YIpaBJIEHUs WHGpOpMaIUen;
OCHOBHBIE METO/IbI PA0OTHI ¢ MH(pOpMAaIIHeH B TI100aTbHBIX KOMITBIOTEPHBIX CETSX ;
3aKOHO/IaTeNILCTBO 110 OXpaHe aBTOPCKUX IPaB.

KonuyectBo 4acoB Ha OCBOEHHE MPOTrpaMMBbl AUCHUILINHBL: 47 4acosB.

®opma NPOMEKYTOYHOM aTTECTAl[MH: 32a4€eT C OLle HKOM
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OBIIENPO®ECCHOHAJILHBI TINKJI (OIILY)

AHHOTAIIUA IPOI'PAMMBI JUCIHUIIJIMHBI
OII.01 9KOHOMHUKA OPI'"AHU3AIIMA
Jucnuminaa «OKOHOMHKA OpraHu3allh» OTHOCHTCS K OOILENnpoQeccCHOHaTbHOMY

LUKy TpoQecCHOHATBHON MOATOTOBKH.

B pesynbrare 0CBOEHUS AMCIUIUINHBI O0YJaIOIMICS TOTDKEH YMETh:
MPOM3BOIUTH PACUYETHI IO OCHOBHBIM M OOOPOTHBIM CPEJICTBAM TIPS PUSTHS;
COCTaBJIATH MPOCTEHIIMI OU3HEC-TIIaH 33/1aBaéMOT0 MIPEANPUATHUS;
OCYIIECTBJISITh MPOCTEHIIE pacyeThl 10 KapaM U 3apadOTHOM IJ1aTe;
pacCUMTHIBATh UBJCPKKA TPOM3BOACTBA M CEOECTOMMOCTH TMPOAYKIUHU (YCIyr) IO
3aJlaHHbIM [1apaMeTpam;
PaccCUMTHIBATH LIEHY Ha MPOIYKIUIO;
olleHUBaTh YQHPEKTHBHOCTD JESITEIFHOCTH OpPTraHU3aAIHH
B pesynbrate 0CBOSHUS IMCHUTIIMHBI O0YJarOIMKCs TOJKEH 3HATh:
0a30BbI€ TOHATUS JUCIUIUINHBL;
OOILyI0 XapaKTepUCTUKY TPYIOBBIX PECYpPCOB;
MOHSATHE, CYIHOCTh U POJIb HAYYHO-TEXHUIECKOTO MPOTpecca B pa3BUTHH OpPraHU3aIUH;
OCHOBHBIE 9KOHOMHWYECKHE MTOKa3aTeI OpraHu3alii;
OCHOBHBIE OPTaHU3AIHOHHO-TPABOBbIE (JOPMBI TPEITPUSTHI;
OCHOBHBIE HAIIPABJICHH I MHHOBAI[MOHHOH ITOJINTHKA
MaxkcumarnpHas ydeOHas Harpy3ka OOydJaromierocss Mpyd OCBOCHUH JAWCITUIIIUHEL: 73

qaca.

dopma IPOMEKYTOUHON aTTECTALUU: 32a4€eT ¢ OLle HKOM

AHHOTAIIUA IMPOI'PAMMBI JIUCIUTIIJIMHBI
Omi.02 MEHE/IZKMEHT
Hucnuminaa «MeHeIKMEHT» OTHOCHTCS K  o0menpodeccuoHalbHOMY — LIUKITY

npodecCuOHaTbHON MOATOTOBKH.

B pesynbraTte 0CBOSHUS IMCHUIIIMHBI O0YJaroIMics T0JIKEH YMETh:

CJIeZIOBaTh MPUHIIMIIAM yIIPABICHHUS;
VIIPABJISITh KOHQIUKTAMU M CTPECCAMH B Mpoliecce MpodecCuOHaATBHOM ACSITETbHOCTH;
YCTaHABJIMBATh )KMU3HEHHBIE MIJIAHBI,

000CHOBaHHOCTb BbIOOpA HEeoOxoAnMOoMn uHpopMauu JUISt BBIITOJTHEHUS
npodecCHOHANBHBIX 33/1a4, MPO(eCCHOHATBHOTO W IMYHOCTHOTO PAa3BUTHS;
paboTaTh B KOJUIEKTUBE M KOMaH[E, YPPEeKTUBHO OOIIATHCS C KOJUIETaMH, PYKOBOJICTBOM;

Opatb Ha ce0st OTBETCTBEHHOCTh 3a pabOTy YJIEHOB KOMaHIbI (MOAYMHEHHBIX), PE3yJIbTaT
BBITTOJIHEHU S 3aJaHUs

B pesynbrare 0CBOEHUS AMCIUIUIMHBI O0YJaOMiCs TOJKEH 3HATh!
XapaKTepHbIE YEePTHI COBPEMEHHOTO MEHE/KMEHTA;
(yHKIIMY MEHEIKMEHTA;
CYILIHOCTb U OCHOBHBIC 3JICMEHTBI TUIAHUPOBAHHMSL;
CrocoObl MOTUBALIMH K TPYAY;
OpraHU3alMOHHBIE CTPYKTYPhI YIIPaBIICHUS,
OCHOBHBIE IIPUHIUIIBI U TIOAXO0/IbI K YIIPABJICHUIO;
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— TPOUECC NPUHATUS U PEATM3ALIMHU YIIPABIECHYECKUX PELICHU I

MaxkcumanpHasi yueOHas Harpy3ka OOydaromierocs NMpu OCBOSGHUM AMCIUIIIUHBL: 72
yaca.

dopMa MPOMEKYTOUYHOU aTTECTALMU: IK3AMEH

AHHOTAIIUS TIMPOI'PAMMBbI JJUCHUIIVIMHBI
OIIL.03 MPO®ECCUOHAJIBHASA 2OTHUKA U OCHOBBI JEJOBOI'O
OBIIEHUSA
Jucuunnuna «[IpodeccruoHanbHas 3THKAa U OCHOBBI JIEJIOBOTO OOIIEHHUS» OTHOCUTCS K
obmenpodeccuoHaTbHOMY ITUKITY TPOGECCHOHATBFHOM MOATOTOBKH.
B pesynbraTte 0CBOSHUS AMCHUIIIMHBI O0YJaroIMics T0JIKEH YMETh:
— YCTaHaBJMBaTh M NOJICPKHUBATh KOMMYHUKAIlMM B IIpOIECCE€ [EI0OBOTO OOLICHUS C
MTOMOIIBIO CPeACTB MH(OPMALIMOHHBIX U KOMMYHUKAIIMOHHBIX TEXHOJIOTHH;
— CIVIaKMBaTh KOHQIMKTHBIE U CIOXHBIE CUTYAI[MU MEKITMYHOCTHOTO B3aMOIEHCTBUS;
— CcoOMI0aaTh CIy)KeOHBIH STUKET;
— BCTpPEYaTh MOCETUTENICH, MOIyYaTh MEPBUYHYIO HH(POPMALIMIO O TTOCETHTEISX,
— CcepBUpOBaTh YaliHbIE (KOQelHbIe) CTOJBI B OdHcCe;
— COIVIACOBBIBaTh BCTPEUYM U MEPONPUATHS W BHOCUTH HMHGOPMALMIO B IJIAHUPOBLIMK
(opranaiizep);
— BbIOMpaTh ONTHUMAJIbHBIE CIIOCOOBI BHEUIHEI0 U BHYTPEHHET0o WHQGOPMUPOBAHUS O
MIJIAHUPYEMBIX MEPOTIPUSATHSX;
— CONJIACOBBIBAaTh C IPUHHUMAIOIIEH CTOPOHOM NPOTOKON IUIAHUPYEMBIX MEPONpPUSATHH U
(bopMHpPOBaTh IPOrPaMMy JETOBOH MOE3IKH;
— OpraHM30BBIBaTH IMPOLECC MOATOTOBKM M MPOBENEHHE KOH(PEPEHTHOTO MEpPOMPUSITUS
MH/IMBUIYaJIbHO M B COCTAaBE pab0o4el IrpymIibl;
— COONI0JaTh STUKET U OCHOBBI MEXIYHAPOJAHOTO IPOTOKOJIA;
— BJAJIETh aKTyaJIbHBIMU MeTO/1aMH paboThl B TPO(PECCHOHAIBHOM U CMEXHBIX cepax;
— oIpenenaTh HeoOXOAUMbIE HCTOUYHUKHU MH(QopMaIuu;
— OIpeneNATh aKTyaJlbHOCTh HOPMAaTHBHO-IIPABOBOM JOKYMEHTAllMU B IpodeccCHOHaIbHON
NEeSITeIbHOCTH ;
— Ompenenartb W BBICTPaWBaTh  TPACKTOPHH  MPO(PECCHOHATBHOTO  PAa3BUTHSA U
camMo00pa3zoBaHUs
— OpraHu30BBIBATH PA0OTY KOJJIEKTHBA U KOMAHJbI;
— B3aUMOJICIICTBOBATh C KOJUIETaMH, PYKOBOACTBOM, KIMEHTAaMH B X0/i€ IPO(ECCHOHAIBHOM
NEeSITEIbHOCTH;
— TIPaMOTHO M3J1araTb CBOM MBICIIH;
— TPOSIBJIATH TOJIEPAHTHOCTD B paboyeM KOJIJICKTUBE;
— OIKUCBHIBATh 3HAYUMOCTh CBOEH podeccun (CrenuanbHOCTH);
— TPUMEHATH CTaHAAPThl AHTUKOPPYNIIMOHHOTO MOBEACHHUS;
B pesynbraTe oCcBOEHUS AUCIUTLUIMHBI 00YJaIONMICS TOJDKEH 3HATh:
— IIpaBUJIa IPOBEICHUS IEIOBBIX IEPETOBOPOB;
— 3THKa JICJI0OBOr0 OOILCHUS,
— IIpaBUJIA PEUEBOIO ITUKETA;

— HpaBuJia IOAACPIKAHUA U PA3BUTHSA MCIKIIMIHOCTHBIX OTHOMCHHﬁ;
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— 3TUKET U OCHOBBI MEXIyHAPOIHOTO MPOTOKOJIA;
— TMpaBuUJIa CEPBUPOBKH YaHOTO (KO(EWHOT0) CTOJIA
— aKTyaJIbHBIM TpodecCHOHANbHBIA M COLMAIBHBIA KOHTEKCT, B KOTOPOM IPUXOAUTCS
paboTaTh M KUTH;
— OCHOBHBIE€ MCTOYHHUKA MHGPOPMALMM M PpECypChl Ul pelleHHs 3a1ad U I[poliieM B
npodheCcCHOHATLHOM U/WITH COIUATbHOM KOHTEKCTE;
— COAEpKaHME AKTYaJIbHOM HOPMATHBHO-IIPABOBOM JTOKYMEHTALIUH;
— IICHXOJIOTUYECKHE OCHOBBI JIEATEIbHOCTH KOJIJIEKTHUBA,
— IICUXOJIOTHYECKHE OCOOCHHOCTH JIUYHOCTH;
— 0COOEHHOCTH COLIMAIIBHOTO U KyJIBTYPHOTO KOHTEKCTa;
— CYIIHOCThH TPaKJAHCKO-MaTPUOTHUYECKON MO3UIINH, OOIICUETOBEUECKIX [IEHHOCTEH;
— 3HAYUMOCTb IpodeccHOHaNbHON NEATETBHOCTH MO Mpodeccuu (CrenuanbHOCTH ),
— CTaHJapThl aHTUKOPPYHIIIMOHHOI'O OBEACHUS U TIOCIEACTBHS €r0 HapyleHU s
MaxkcumanpHasi ydeOHas Harpy3ka OOYdJaromierocss Mpd OCBOSHUH JAUCIUIIIUHBL: 72
yaca.
dopMa IPOMEKYTOUHON aTTeCTAllUN: IK3aAMeH

AHHOTAIIUA ITPOI'PAMMBbI JUCIHUITJIMHBI
OIILI.04 ITPABOBBIE OCHOBBI TIPO®ECCHOHAJIBHOM
JAEATEJIBHOCTHU
Hucuunnmnaa «lIpaBoBble OCHOBBI NPO(MECCHOHANBHON JEsTENIbHOCTHY» OTHOCHTCA K
o01enpodeccHoHaTbHOMY LUKITY MPO(ecCHOHaTbHON MOATOTOBKH.
B pesynbraTte 0CBOSHMS IMCHUIIINHBI O0yJarolmics T0JIKEH YMETh!
— ONpEeNeNaTh aKTyaJlbHOCTh HOPMAaTHBHO-IIPABOBOM JOKyMEHTAlMU B MpodecCHOHAIbHOMN
JEATEIIBHOCTH,
— HCIMOJB30BATH MPABOBYIO NH(MOPMAIINIO B TPO(ECCHOHATIBHOMN AEATETbHOCTH;
— 3alMINATH CBOM IIpaBa B COOTBETCTBUU C TPYAOBBIM 3aKOHOATEIECTBOM;
— IPUMEHATH CTaHAPThl aHTUKOPPYIILIM OHHOT'O IIOBE/ICHHUS,
— IPUHUMATh MEpbl MO COXPaHEHWIO KOH(QUIACHLIHAIbHOW MH(POpPMALUM B XoJe Npuéma
TTOCETHTENICH

— ofecneyrBaTh COXPAaHHOCTh IEPCOHATBHBIX JAHHBIX PAOOTHUKOB.
B pesynbrate 0CBOSHUS AU CHUIIINHBI O0YJarOIMKiCs TOJKEH 3HATh:

— COICpKaHME AKTYaJIbHOM HOPMATHUBHO-IIPABOBOM JOKYMEHTALUU;

— CTaHAApThl AaHTUKOPPYILHOHHOI'O IOBEACHUS U TIOCIEACTBHS €T0 HApYLLIEHUS;

— HOpMaTHUBHBIC MpaBOBbIe akThl Poccuiickoit denepanum B cdepe wHPOPMAIMOHHBIX H
KOMMYHHMKAIIHOHHBIX TE€XHOJIOTHII;

— HOpMaTHUBHBIC MPaBOBbIe akThl Poccuiickoii denepanuu mo 3anmre HHPOpMAaIUU U padboTe
C OOpalleHUSIMU TPaXKIaH;

— HOpPMaTHMBHBIC TpaBOBbIe akThl Poccuiickoiri @Denepanuu B cdepe HHEGOPMAIIMOHHON
0e30MacHOCTH;

— TpeOOBaHUs OXpaHbl TPYAA;

— HOpMAaTHUBHBIC TpaBOBbIe akThl Poccuiickoit denepannu B chepe opraHu3aluu JEIOBOU
ITOE3/IKH;

— HOpMaTUBHBIE IPaBOBKIE akThl Poccuiickoit @enepanuu B chepe nHpopmanny;
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— HOpMaTUBHBIE IPaBOBHIE akThl Poccuiickoit @enepanuu B chepe AeI0NpOU3BOJICTBA;
— HOpPMAaTHBHBIC TPAaBOBKIE akThl Poccuiickoit Denepamnuu B chepe TPyIOBbIX OTHOIICHHH;
— JIOKaJIbHbl€ HOPMAaTHUBHbIE aKThl, PEINIAMEHTHPYIOIIME TPYAOBbIE OTHOIICHUS;
— HOpPMAaTHUBHBIEC TPABOBKIC aKThI Poccuiickoit Deneparuu B cdepe apXMBHOTO JeTa;
— HOpMaTHUBHBIE MpaBoBble akTbl Poccuiickoit ®exepaunu B 001acTH KOH(UICHIIMAIBHOM
WH(pOpPMAIUHY U 3alMTHI TEPCOHATBHBIX TAHHBIX.
MakcumanpHas ydeOHasi Harpy3ka OOyYaromerocs MpH OCBOSHHHM JIHCIHUIUIAHBL 88
YacoB.
dopMa IpOMEKYTOUHON aTTECTALUU: IK3aAMEH

AHHOTAIIUSA IMPOI'PAMMBbI JJUCLHUIIVIMHBI
OIll.05 THPOPMAIIMOHHBIE U KOMM YHUKALIMOHHBIE
TEXHOJIOI'MA
Huctnmmnaa «MHPOpMannoHHBIE 1 KOMMYHUKAIIHOHHBIE TEXHOJIOTHH» OTHOCHUTCS K
o0mepoecCHOHAIEHOMY IUKITY MPOQeCCHOHATBHON MOTOTOBKH.
B pesynbraTte 0CBOSHUS IMCHUIIINHBI O0yJarolmics T0JIKEH YMETh!
— pacmo3HaBaTh 3aJjady W/WiM 1pobieMy B NIPOPECCHOHAIBHOM H/WIM  COLUATIBHOM
KOHTEKCTE;
— aHATU3WPOBATH 33/1a4y W/WIIH MPOOJIEMY U BBIIENIATH €€ COCTaBHBIC YaCTH;
— OIpeNeNATh HTAIbI PEUICHHS 33/1a4H;
— BBIABJIATH U 3(PPEKTUBHO MCKAaTh MH(OPMAIMIO, HEOOXOIUMYIO ISl PEeLieHUs 3aa4u U/UiH
poOJIEMBI;
— COCTaBIIATH IJIAH JICHCTBHU,
— ONpeneNniaTbh HEOOXOAUMBIE PECYPCHI;
— BJAJIETh aKTyaIbHBIMH METOaMHU paboThl B IPO(ecCHOHATIBHON U CMEXHBIX cepax;
— peaJn30BbIBATh COCTABJICHHBIN IJIaH; OLICHUBATH PE3YJbTAT U MOCIEICTBUS CBOUX JCHCTBUMA
(caMOCTOSATENBHO WJIM C IOMOILBIO HACTABHUKA);
— OIpeneNATh 337a4M [yl IOUCKa HHPOPMaLNH;
— ONpeneNaTh HEOOXoAUMbIE UCTOYHUKN UH(OPMaLIUH;
— IUJJAaHUPOBATh IIPOLECC TOUCKA;
— CTPYKTYypHUpOBaTh IMOJIy4aeMyr0 MHOOPMAIIHIO;
— BBLAENATH HauOoJee 3HaYMMoe B IiepevHe UH(opMaIuu
— OLIEHUBATh IPAKTUYECKYI0 3HAYMMOCTb PE3yIbTaTOB IIOMUCKA,;
— oopMIIATE pe3ynbTaThl MOUCKA, IPUMEHATh CPEJICTBA MH(MOPMAILIMOHHBIX TEXHOJIOTHH s
peeHus npodeccuoHanbHbIX 3a/1a4;
— HCIOJB30BATh COBPEMEHHOE IPOTPAMMHOE 00eCTIeUeHHE;
— HCMOJB30BATh pa3InyHble LU (POBBIE CPEACTBA IS PEILeHHs TPOPeCcCHOHAIBHBIX 3a/1a4;
— HCMOJB30BaTh CpEACTBA HH(MOPMAIIMOHHBIX M KOMMYHMKALMOHHBIX TEXHOJOTUH JUIs
MOJIy4E€HU U epeadu HHPOopMalLHy;
— BECTHU U HCIOJI30BaTh B paboTe 06a3y KOHTAKTOB OpraHu3alllH;
— yCTaHaBJIMBAaTh M MOJAJEPKUBATh KOMMYHMKALIMM B IIPOLIECCE JIEIOBOTO OOUICHUS C
MOMOIIBIO CPEICTB UHMOPMAITMOHHBIX 1 KOMMYHUKAIIMOHHBIX TEXHOJIOTHH;
— obecreynBaTh HHPOPMALIMOHHYIO 0€3011aCHOCTD AEATEIbHOCTH OPraHU3alHH;
— TPUMEHSATH B paboTe cpeacTBa MH(POPMALIMOHHBIX 1 KOMMYHHUKAIIMOHHBIX TEXHOJIOTHIH;
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— BBIOMpaTh (OPMBI TJIAHUPOBAHUS B OQOPMIISITh TIJIAHUPOBIIMK (OpraHai3ep) pyKOBOIUTEIS
U CeKpeTaps;
— OCYIIECTBJISITH TPEBEJN-TIOJICPIKKY JETOBBIX MOE3/I0K;
— HCIONB30BaTh CpencTBa WHGOPMAIIMOHHBIX M KOMMYHHKAIIMOHHBIX TEXHOJOTUN IS
o0ecrieueHus B3aUMOICHCTBHS C PYKOBOJUTENIEM BO BPEMs €ro Je0BOM MOE3/IKH;
— OCYIIECTBIATHL cOOp, 00paboTKy WHQPOpPMANMK, CHUCTEMATHU3AMUI0 IOJIYy9aeMbIX U
repeiaBaeMbIX JTaHHBIX;,
— CKaHUPOBaTh, KOMMMPOBATH M KOHBEPTUPOBATH JOKYMEHTHI B Pa3UyHbIe (POPMATEHI.
B pesynbraTte 0CBOCHHS AUCHHUILUIMHBI 00yJaIONMIACS JOHKEH 3HATH!
— aKTyallbHBIM TpodecCHOHANbHBIA M COLMAIBHBIA KOHTEKCT, B KOTOPOM MPHUXOIUTCS
paboTaTh M KUTh;
— OCHOBHBIE€ HCTOYHHKA WHGPOPMALMM M PECYpChl JUIS peIleHUs 3a1ad u IMpoOiieM B
npodeccuoHaTbHOM U/UITU COLIMAIbEHOM KOHTEKCTE;
— aJITOPUTMBI BBIMOJHEHUS paboT B TpodeccroHaIbHONU U CMEKHBIX 00aCTAX;
— MeToJbI paboThl B MPOoeCCHOHATEHOM U CMEXHBIX cdepax;
— CTPYKTYypy IUIaHA JJIsl PEUICHHS 3a/1a4;
— TIOPSZIOK OLEHKH PE3YJIbTAaTOB PEIICHUS 3a/a4 MPO(eCCHOHATBHON IESTeTbHOCTH;
— HOMEHKIaTypa HWHQPOPMAIMOHHBIX HWCTOYHUKOB, IPUMEHSIEMBIX B MpodecCHoHaTbHOU
NeSITeTbHOCTH;
— TpUEMBI CTPYKTYPUPOBaHUS WH(pOpMAIIUY;
— (dopmar odopMieHHS pe3yabTaTOB MOHMCKa HHGOpPMAalMHM, COBPEMEHHBIE CpPEACTBA U
ycTpoicTBa HHpOpMaTH3aIH;
— TOpSANOK UX TPUMEHEHHS W TporpaMMHOe oOecriedyeHne B  MpodeccCHOHaTbHON
NeSITeIbHOCTH B TOM UK CJIE C UCIIOIb30BAHNEM ITU(PPOBBIX CPEJICTB;
— HOpMaTuUBHBIE TpaBoBble akThl Poccuiickoit @exepanuu B cdepe MHPOPMALMOHHBIX U
KOMMYHHKAITHOHHBIX TEXHOJIOTHIA;
— HOpMAaTHUBHBIC TpaBOBBIE akThl Poccuiickoit ®enepanum B cdepe wHEOHOPMAITMOHHON
0C30I1aCHOCTH;
— TpeOOBaHUS OXPaHbI TPYAA;
— HuTepHer-pecypchl ISl OCYLIECTBICHUS TPEBE-MOIICPKKH ATOBBIX MOE3/0K;
— MeTobl 00pabOTKK M 3alMThl HHQPOPMALIMU C IPUMEHEHUEM CPEACTB MH(OPMAIMOHHBIX U
KOMMYHHKAIITHOHHBIX TEXHOJIOTHIA;
— COBpEeMEHHbIe MH(MOPMAIMOHHBIE U KOMMYHUKAIIMOHHBIC TEXHOJIOTUH, MPUMEHSIEMEBIE B
paboTe ¢ JOKyMEHTaMH.
MakcumanpHasi ydeOHasi Harpy3ka OOy4aromerocs mpH OCBOSHUHW JUCHHUIUIMHBL 94
yaca.
dopMa TPOMEKYTOUHON aTTeCTAllUK: KOMILIE KCHBII 3a4eT ¢ OLeHKOM

AHHOTAIIAS ITPOI'PAMMBI JUCLAILIVHBI
OII11.06 PYCCKHM SI3bIK B TIPO®ECCUOHAJIBHOM JESATEJIBHOCTH
I[I/ICI_[I/IHJ'II/IHa «PyCCKHﬁ A3BIK B HpO(beCCI/IOHaHLHOfl ACATCIBHOCTHU ) OTHOCUTCA K
obmenpodeccuoHaTbHOMY ITUKITY TPOGECCHOHATBFHOM MOATOTOBKH.
B pesynbrate 0CBOSHUS IMCHUTIINHBI O0YJaroIMics T0JIKEH YMETh!

— BJAJETh IpaBHIIaMH pyccKol opdorpaduu, MyHKTyallluH, CTUITMCTUKY;
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— IpOAYLUPOBATh MUCBMEHHBIH TEKCT ¢ COOJIOJEHHEM TpeOOBaHUN O(QULIMATIBHO-IEI0BOIO
CTHIISL;

— HCIIOJB30BaTh OCOOEHHOCTH S3bIKAa JIOKYMEHTOB: CTUJIMCTUYECKH MAapKUPOBAHHYIO JIEKCHKY
U TEPMHUHOJIOTHIO, pEYeBbIEe KIHMINE M IUTaMIIbl, YCTOHYMBBIE OOOPOTHI, IJIAroJbHOE
yIpaBJlieHUE, IpaBuja ynoTpeOIeH s PONUCHBIX U CTPOYHBIX OYKB U T.J.

— mpodeccuOHaIbHO COCTaBIATh, OPOPMIIATH U PENAKTUPOBAThH JIEIOBbIE OyMaru ¢ y4eToMm
COBPEMEHHOM MIPAKTUKHU IIHCHMA;

— II0JIb30BATHCS CIIPAaBOYHOM JINTEPATYPOH;

— BJIQJIETh KYJITYpOH pEUU IpH IIpUEME IOCETUTETIEH.

B pesynbraTte 0CBOSHUS IMCHUIIIMHBI O0yJaroIMics T0JKEH 3HATh:

— OCHOBHBIE€  KaHpPbl  OQUIMANBHO-ZIEIOBOIO  CTWJIS,  COAEp)KAaHUE U CTPYKTYpY
(GyHKIMOHAJIBHO-  CTUJIMCTHYECKOTO MPOCTPAHCTBA  JEJIOBOTO  SI3bIKA, KOMIIO3HIUIO
JIOKyMEHTHOTO TEKCTa,

— TpaJuLUM TMCBMEHHOTO pEYEBOr0 IOBEACHUSA B  JEIOBOM KOMMYHHUKAaTHUBHOM
IIPOCTPAHCTBE;

— CBOJ HpaBWJI pycckod opdorpaguu M MyHKTyallMM, OTBEYAIOIMX COBPEMEHHOMY
COCTOSIHUIO PYCCKOTO SI3bIKA;

— COBPEMEHHBIC HOPMBI YCTHOW U IIMCBMEHHOM peuH;

— TpaBWJIA, OTPAaXKAlOIe CTHJIMCTUYECKOE MHOrooOpasue M JUHAMHYHOCTH COBPEMEHHOM
peuHr U IeN0BOro MHUChMA;

— IpaBHJIA PEUEBOIO ITUKETA;

— chnenu@uKy peaakTopcKko paboThI C TEKCTaMU JIEJIOBOU JOKYMEHTAITUU

MaxkcumanbsHasi ydaeOHass Harpy3ka OOydaroerocst Ipu OCBOSCHWUU AUCHUIIUHBL 102
yaca.
dopma MPOMEKYTOUYHON aTTECTAUH: IKIAMEH

AHHOTAIIUA TTPOI'PAMMBI JUCHUIIVIMHBI
OIll.07 KOMIIBIOTEPHASAI OBPABOTKA JOKYMEHTOB
Huctnmmaa  «KommberotepHass ~— 00paboTKa ~ JOKyMEHTOB»  OTHOCHUTCS K
o01enpodeccHoHaTbHOMY LUKITY MPO(ecCHOHaTbHON MOATOTOBKH.
B pesynbraTte 0CBOSHMS IMCHUIIIMHBI O0yJarolmics 10JIKEH YMETh!
—  BBIIOJHATH TPEOOBAHMS 10 OXpPaHE TPYJa U TEXHUKE O€3011aCHOCTH;
— OpraHM30BBIBAThH paboyee MECTO JJIi MAKCUMaIbHO 3(PPEeKTUBHON pabOThI;
— TpodecCHOHAIBHO OCYIIECTBIIATH HAa0Op, hopMaTHpoBaHME, BEIBOJ HA TI€YaTh, COXpAaHEHHE
TEKCTOBOU U 1M (poBON HHPOPMALIUM HA TEPCOHATIEHOM KOMITBIOTEDE;
— 4YWTaTh, MOHUMATh U HUCIHPABIATH MPOEKTHI JOKYMEHTOB, C HCIIOJIb30BAaHUEM CIPAaBOYHO-
MIPaBOBBIX CHCTEM;
— TIUTaHUpOBaTh pabodyee BpeMs, HWCIONB3YsS MPEACTABICHHBIE 3alaHUs, IPOTPAMMHOE
o0ecrieyeHre U HCXOTHYIO IOKyMEHTAIUIO;
— BBIOMpATh TEXHOJIOTUIO CO3AHUS JOKYMEHTA.
B pesynbraTte 0CBOSHMS IMCHUIIINHBI O0yJarolmics T0JKEH 3HaTh:
— TIPaBWJI IO OXpaHE TPyJa M TEXHUKE OE30IIacHOCTH;
— TIpaBWJI OpPraHU3alUK pabodero MecTa CeKperapsi U pyKOBOJUTEIS,
— PYCCKOH M JaTWHCKOW KIaBHATYPhl MEPCOHAIBHOTO KOMIIBIOTEPA;
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— mpaBuJl 0pOPMIICHHS] TEKCTOBBIX IOKYMEHTOB Ha MEPCOHAIBHOM KOMITBIOTEPE.
MakcumainpHas ydeOHas Harpy3ka OOy4aromerocs mpH OCBOSHUH JUCHHUIUIMHBL 94
yaca.
dopMa NPOMEKYTOUHOU aTTECTAIlMU: KOMILJIE KCHBIM 3a4eT C Ole HKOM

HHOTAIIUA NIMTPOI'PAMMBbI JTNCIIMITVIMHBI
OIll.08 TEXHUYECKHME CPEJACTBA YIIPABJIEHUSI B O®UCE U
AEJIONNPOU3BOACTBE
HMucnuminna «TexHuueckue cpeicTBa ynpaBji€HHS B OQUCE U AEIONPOU3BOJCTBEN
OTHOCHTCS K 00IIeTIpO(eCCHOHATBHOMY HUKITY MPOQPecCHOHATBHON MOATOTOBKH.
B pesynprare OCBOEGHHS TUCHUILIMHBI OOYYarOIMIICS JIOJMKEH YMETh:

— TMPaBUIIBHO MOJOMPATHh TEXHUYECKHUE CPEACTBA OHUCHOM IEITEILHOCTH;

— HCIIOJIb30BaTh Ha MPAKTHKE PA3IMYHbIE TEXHUUECKHE CPEJICTBA YIIPABICHHUS.

— COCTaBJIATh BCE BU/JIbI IOKYMEHTOB, HUCIIOJb3Ysl TEXHUUECKUE CPEACTBA.

B pesynbrare OCBOEHMS IMCHUIIIMHBI O0yJaronmics T0JKEH 3HATh:

— OCHOBHbBIE TEXHUYECKHE CPEICTBA OPUCHOMN AEATENbHOCTH;

— TIOHATHS ¥ TEPMUHOJOTHIO B paboTe TEXHUYECKUX CPEACTB, UX (PYHKIMOHAIbHbBIE
BO3MO>XHOCTH;

— eauHble TpeOOBaHUS K JOKYMEHTHPOBAHMIO YIIPABJIECHUECKON JESITEIbHOCTU U OpraHu3alun
paboT ¢ JOKYMEHTaMH C IIeJIBIO0 YHOPSAOYEHHUs IOKYMEHTOO0OOpOTa, CO3JaHHs YCIOBHUM
aBTOMATU3UPOBAHHON 00pabOTKMU JOKYMEHTALIMU U MOBBIIICHUS d(MpeKTUBHOCTH ammapara
YIIpaBJICHUS;

— KOMIIBIOTEPHBIE TEXHOJIOTUH I10 CO3/IaHUIO IOKYMEHTOB.

MakcumanpeHas ydeOHas Harpy3ka OOydarolerocs mpH OCBOCHMHM JUCHMIUIMHBL 37
4acoB.
dopma MPOMEXKYTOUHON aTTECTALMU: 3a4YeT ¢ OLe HKOM

AHHOTAIUSI ITPOT'PAMMBbI JUCHUITJIMHBI
OINIL.09 OCHOBBI ITPOEKTHOM JEATEJbHOCTH
Jucnumivaa «OCHOBBI MPOEKTHOM JESITeTbHOCTH OTHOCHUTCS K
o0mmenpodeccHoHaTbHOMY HUKITY MPO(ecCHOHaTBHOMN TTOTOTOBKH.
B pesynbrare OCBOCHHS IUCHHMIUIMHBI OOYYAIOIMICS JOJDKEH YMETB:

— GopMyIHpOBaTH TEMy HCCIICIOBATCIIbCKOM HM  IPOCKTHOW pabOThI, JOKA3hIBaTh ee
aKTyaJIbHOCTb;

— COCTaBJSTh WHIUBUAYaIbHBIN IJIaH UCCIIEIOBATENLCKON U MPOEKTHON paboThI;

—  BBIJCIATH OOBEKT U MPEIMET UCCIIETOBATEILCKOM U MPOESKTHOW PalbOTHI,

—  ONpPEeNeNsTh IeIb U 33]1a41 UCCIIE0BATEIBCKON U MPOESKTHOW paboTHI;

— CaMOCTOSATEIBLHO pa3padaThiBaTh CTPYKTYPY MPOEKTa, JENIaTh aHATIUTHYECKYI0 00paboTKy
TEKCTa;

— paboraTh ¢ pPa3NTUYHBIMH HMCTOYHUKAMH, B TOM YHCIE C TEPBOUCTOYHHKAMH, TPAMOTHO HX
IUTUPOBATh, OQOPMIISITh OMOIIMOTparIECKHE CCBIJIKU, COCTABJIATh OMONMMOTpagUUECKUi CITHCOK
o pobmueme;

— BBIOMpaTh W TPUMEHSTH HA TMPAKTUKE METOABl HCCIEAOBATEIBCKON JIeATEIIbHOCTH

aJICKBAaTHBIC 3aJa4yaM HMCCIICAO0OBaHUA,
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— oQopMIIATE TEOpEeTHYECKHE U OKCIEPUMEHTANbHbIE pe3ylIbTaThl MCCIEIOBATEIbCKON H
MPOEKTHON pabOTHl MCCIEIOBAHMS C MOMOIIBIO OMHUCAHUS (HAKTOB, COCTABJICHUS MPOCTHIX
Tabnuil, rpadukoB, GOPMYITHPOBAHHS BBIBOJIOB. OMOIMOTrpaduio, IUTATHI, CCHUIKH, YePTEKH,
CXeMbI, (DOPMYIIBI.

— TIPOBOJUTH UBMEPEHUS C MOMOIIBIO PA3TUYHBIX TPHUOOPOB;

—  BBINIOJHSTH TUCHMEHHBIE MHCTPYKIIH TIPAaBHII 0€3011aCHOCTH.

B pesynbrare OCBOCHHS IUCHHUIUIMHBI OOYYAIOMMICS JOJDKEH 3HATH!

—  THUIBI ¥ BUJBI IPOCKTOB;

— TpeboBaHUS K CTPYKTYpE MPOEKTa;

— OCHOBBI METOJIOJIOTHH MCCIIEIOBATENILCKON U MMPOEKTHOM AESITEIbHOCTH;

— CTPYKTYpYy U mIpaBuia oGopMIIeHUs HCCIIEA0BATEIbCKON U MPOEKTHON pabOTHI.

MakcumanpsHasi ydeOHasi Harpy3ka OOy4aromerocs mpH OCBOCHHHM IUCHHMIUIMHEBL 36

YacoB.

dopMa MPOMEKYTOUHOM aTTECTAIlUU: 3a4eT C Olle HKOM

MPO®ECCUOHAJIBHBIN LILIKJT (T1LY)

AHHOTAIIUA ITPOI'PAMMBI ITIPO®PECCUOHAJIBHOTO MOAYJIA

IIM.01 OCYIIECTBJIEHUE OPTAHU3AIIMOHHOI'O U JOKYMEHTAIMOHHOI'O
OBECHEYEHUSA AEATEJIBHOCTH OPI'AHU3ALIMU

[Tporpamma mpodeccuonansHoro moaynst 1IM.01 OcymectBienne opraHu3almOHHOTO
U JIOKYMEHTAIIMOHHOTO 00eCTeueH s IeSITeNbHOCTH OpraHu3allii MO3BOJIIET OCBOUTH OCHOBHOM
BUJ jesaTenbHOCTH: OCyIeCTBIIEHNE OPraHU3allMOHHOTO M JIOKyMEHTALlMOHHOIO OOeCTIeUeHMs
JEeSITeTbHOCTH OPTaHU3alu1, U COOTBETCTBYIOLE NMPOPEeCCHOHAIbHBIE KOMIIETEHIUH :
K 1.1 OcymecTBusaTs npuéMm-Tiepesady yrpaBiIeHUECKO HH(POPMALMH C MOMOIIBIO CPEICTB
UH(OpMAIIMOHHBIX 1 KOMMYHHKALIMOHHBIX TEXHOJIOTUI
[1K 1.2 KoopauHupoBath pabOTy MPUEMHON PYKOBOAMTEINS, 30H MPHUEMa PA3IMIHBIX KATETOPU I
IIOCETUTENIEN OpraHnu3aluu
[IK 1.3 Bragers HaBbIKaMM IUIAHUPOBAHUSI pab0OUero BpEMEHU PYKOBOAUTENSI U CEKpeTaps
IIK 1.4 OcymecTBiasTh MOATOTOBKY AEJIOBBIX IMOE310K PYKOBOAMTEIS U APYTHUX COTPYIHUKOB
OpraHu3anuu
[IK.1.5 Bruagers cmocobamu opraHuzanuu pabouyero mpocTpaHCTBa MPHUEMHONW M KaOMHeTa
PYKOBOJIUTEIIS.
[1IK.1.6 OcymecTBasTh paboTy MO MOATOTOBKE U MPOBEICHUIO KOH(PEPEHTHBIX MEPONPHUSITHIH,
oOecrieunBaTh HMHGPOPMALMOHHOE B3aMMOJCHCTBUE PYKOBOJIUTENS C MOJPA3ACICHHUIMUA H
JIOJPKHOCTHBIMHM JIMIIAMU OpTaHU3aLHH.
[IK.1.7 OdopmMisaTs OpraHU3aMOHHO-PACTIOPSAUTEIBHBIC JIOKYyMEHTBI W OpPraHH30BHIBATh
paboTy ¢ HUMH, B TOM YHKCJIE C UCIIOIB30BAaHNEM aBTOMATU3UPOBAHHBIX CHCTEM.
[K.1.8 OdopmisTh JOKYMEHTHI 11O JIMYHOMY COCTaBY M OpPraHU30BbIBATh pabOTy C HUMHU, B TOM
YHCIIE C UCIOJB30BAHNEM aBTOMATU3UPOBAHHBIX CUCTEM.
[1K.1.9 Opranu3oBbiBaTh TEKYIIEe XpaHEHUE TOKYMEHTOB, 00pabOTKy el JUIsl OepaTUBHOTO U
apXWBHOI'O XpaHEHUs, B TOM YHCJIE C UCIIOJIb30BAHUEM aBTOMAaTU3UPOBAHHBIX CUCTEM.
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C nemnero OBJIAJICHUA OCHOBHBIMU BHJAAMH JOCATCIBHOCTH W COOTBETCTBYIOIIMMU

npo(eCCHOHANBHBIMA KOMITETCHITUSMHE OOYyJalonMiicss B XOZ€ OCBOEHUS MPOQecCHOHAIBHOTO

MOAYJIA OOJIKCH:
HMETb HpaKTl/l‘leCKHﬁ OIIbIT B:

MOJIyd4eHUsl HeoOXoAUMON MHGOPMallUKM U TMepeaayll CaHKIMOHWPOBAHHON MHMOpPMAaLUH C
MCIIOJIB30BAHNEM CPEJICTB HH(POPMALIMOHHBIX U KOMMYHUKAITMOHHBIX TEXHOJIOTHMN.
KOOpJMHAIMU PabOThl MPUEMHOM PYKOBOJAUTENS M 30H MpUEMa DPA3IMYHBIX KaTeropuit
ITOCETUTEIIEH OPTraHU3aLUH.

IIJIAHUPOBAHU S PaO0OYEro BPEMEHHU PYKOBOJIUTENS U PabOYero JHs ceKpeTapsl.

OpraHU3aliy JEJIOBbIX MOE3/J0K PYKOBOAUTENS U APYIUX COTPYAHUKOB OpraHU3allUuH.
OpTaHU3aIiy U ToAepKaHus QyHKIIMOHATIBHOTO pabovero mpoCcTpaHCTBa.

OpraHu3alliy TOJTOTOBKM W TIPOBEIACHUS KOH(PEPEHTHBIX MEPONPHUITUN, OOeCTIeUeHHS
MH(OpPMamOHHOTO B3aMMOAEHCTBUS PYKOBOAUTENS € MOJAPA3ACICHUSIMU U JOJKHOCTHBIMU
JIMLAMU OpPTaHU3aLHH.

oQopMIIeHHs] OpraHU3alOHHO-PACIOPAAUTENBHBIX JOKYMEHTOB U OpraHU3alluu paboThl C
HHUMH, B TOM YHCJIE C UCIIOJIb30BAHNEM aBTOMATU3HPOBAHHBIX CHCTEM.

oopmiIeHHsT TOKYMEHTOB IO JHMYHOMY COCTaBY M OpraHU3aluu pabOThl ¢ HUMH, B TOM
YK CJIE C UCIIOJIB30BAHNEM aBTOMAaTU3UPOBAHHBIX CUCTEM.

OpraHu3alliy TEKYILEro XpaHEHUs JOKyMEHTOB, 00paOOTKu aen [yl ONepaTUBHOIO U
apXMBHOTO XpaHEHMs, B TOM YHCJIE C UCIIOJIb30BAHUEM aBTOMATU3UPOBAHHBIX CHCTEM.

yMeTb:

OpraHM30BbIBaTh pabouee MECTO B COOTBETCTBUH C TPEOOBAHUSIMU SPITOHOMUKHU U KyJIbTYPbI
Tpyna;

oOecrieunBaTh paboyee MeCTO U (PyHKIIMOHAIbHOE padouee MPOCTPAHCTBO HEOOXOAUMBIMU
CpeACTBaMU OpPraHU3allMOHHON TEXHUKU, MEOETbI0 ¥ KaHLIETSPCKUM U MPUHAIEKHOCTIMH;
MO/IEP>)KUBATh CPEACTBA OPTaHU3AlMOHHON TEXHUKH B paO0YEM COCTOSHUU;

IPUMEHSTH B pab0oTe CpeAcTBa MH(POPMAIIMOHHBIX U KOMMYHUKALIMOHHBIX TEXHOJIOTU;
HCIOJIb30BaTh CPEACTBA HH(OPMAIMOHHBIX M KOMMYHMKALIMOHHBIX TEXHOJOTMM JUIs
MOJTy4eHUS U Tiepeadn nH(opManuu;

YCTaHABIUBATh W MOAJCPKUBATh KOMMYHUKAIIMM B MPOLECCE JEIOBOTO OOLICHUS C
MOMOIIIBIO CPEICTB UH(OPMAIIMOHHBIX 1 KOMMYHUKAIIMOHHBIX TEXHOJIOTHIA;

OCYILECTBJISATE  cOOp, 00paboTKy uHQOpManMM, CUCTEMaTH3alMI0 IOJIy4aeMblX U
IepeiaBaeMbIX JaHHBIX;

OCYLIECTBJISITh NPOBEPKY JOCTOBEPHOCTH, IIOJHOTBI M HENPOTUBOPEUYUBOCTH JAHHBIX,
UCKIIIOYeHHE TyOnupoBaHus HHPOPMALIUH;

CIJIQXKUBATh KOH(WIMKTHBIE U CIOKHBIE CUTYAI[UU MEXIMYHOCTHOTO B3aMMOAEH CTBHUS;
COOJIIOJIATh 3TUKET U OCHOBBI MEXIYHAPOAHOTO MPOTOKOJIA;

obecrieunBaTh MH(GOPMALIMOHHYIO 0€30MaCHOCTD JAEATEIbHOCTH OpraHU3alHH;

BECTHU U MCIOJIb30BaTh B pab0oTe 0a3y KOHTAKTOB OpraHu3alllH;

BECTH YYETHBIE PETHUCTPAIIMOHHBIE (HOPMBI, HCIIOIB30BAaTh WX JUIS HHGOPMAIIMOHHON
paboThl U pabOTHI 110 KOHTPOJIIO UCIIOJIHEHUS TOPYYEHUH;

BCTpeyaTh IIOCETHTENEH, IMOoJydaTh IEpPBUYHYI0 HHQPOPMALMI0O O IOCETHTENsX,
yCTaHaBJIMBATh NOPAAOK MpUEMa Ul Pa3InUHbIX KATETOpUM MOCETUTENe MPUHUMATh MEPbI
110 COXpaHEHHIO KOH (U ICHIINATbHOW HH(POPMALIMH B X0JIe MPUEMA IIOCETUTENCH;

20



BECTH YUY€THBIE pErucTpaluoHHble (OpMBI MO NpUEMY IoceTuTesned U O(OPMIATh
MIPOITYCKa;

OCYIIECTBJIATh MPUEM, TIepeiady U OTIPABKY TOKyMEHTOB;

OpPraHM30BBIBaTh U OPOHUPOBATH IEPETOBOPHBIE KOMHATHI;

cepBUpOBATH YaliHbIE (KOQeliHbIe) CTOJIBI B OdHCe;

BBIOMpATh (POPMBI IUTAHUPOBAHUS U OGOPMIIATH TIAHUPOBIMK (OpraHai3ep) pyKOBOAUTEIS
U CeKpeTapsi;

YCTaHABIIMBATh II€JIH, OINPENENATh MPUOPUTETHOCTh U OYEPENHOCTD BHITIOJHEHUS PadoOT U
3((heKTUBHO pacipenessaTh padouee Bpems;

COIJIACOBBIBATh BCTPEUYM M MEPONPUATHS U BHOCUTH HHGOPMALMIO B IJIAHUPOBLIMK
(opranaiizep);

nH(OPMUPOBATH PYKOBOAMTENSI O MPHOIMKEHUN BPEMEHH U PETJIaMEHTE 3aIJIaHUPOBAHHBIX
BCTPEY U MEPOIPUATHI;

BBHIOMpATh ONTHMAIbHBIE CHOCOOBI BHEIIHEr0 W BHYTPEHHEro HMHQPOPMHPOBAHUSA O
MJIaHUPYEMBIX MEPONPUSTHSIX;

COCTaBJIATH U OOPMIISITH TOKYMEHTHI JIJISl ISTIOBBIX MOE3/I0K;

OCYIIECTBIISITh TPEBEIN-TIOJICPIKKY JCTOBBIX ITOE3/I0K;

CONJIACOBBIBATh C IPUHUMAIOLIECH CTOPOHOW IIPOTOKOJI INIAHUPYEMBIX MEPONPHUATHH U
(opMHpPOBATH TPOrpaMMy JETOBOI MOE3IKH;

HCIOJIb30BaTh CPEACTBA HH(OPMAIMOHHBIX M KOMMYHUKALIMOHHBIX TEXHOJOTMM JUIs
obecrieyeHHs B3aMMOAEHCTBUSA C PyKOBOAUTEIEM BO BpEMs €ro JIeJI0BOM MOE3/IKH;
0OpMJIISATH OTUYETHBIE TOKYMEHTBI O JITIOBOM MOE3/IKE.

OpPTraHM30BBIBaTh MPOIECC IOATOTOBKA M TPOBEJCHHE KOH(PEPEHTHOTO MEpPOMpPUSTHUS
WHJUBUTyalIbHO U B COCTaBe paboueil rpymimsl;

JOKYMEHTUPOBATh Pa3HbI€ ATAIbl MPOLEAYPbl MOATOTOBKM M MPOBENEHUS KOH(EPEHTH OT0
MEpOTIPUSTHS;

COCTABJIATh TPOEKTHl OPraHW3aLHMOHHBIX, PACHOPSIUTENBFHBIX W HHGOPMAIMOHHO-
CIIPAaBOYHBIX JOKYMEHTOB, B TOM YHCIIE JOKYMEHTOB, COAEPKAIMX KOH(UICHIIMAIBHYIO
HHPOPMAITUIO;

o(opMIIATE OpraHU3alMOHHO-PACTIOPSIUTENIbHBIE JOKYMEHThI (OPUTUHAIBI M KOIIUN);
CKaHHUPOBaTh, KONUPOBATH H KOHBEPTUPOBATH JOKYMEHTHI B Pa3JIMYHbBIE (OPMATHI;
OCYIIECTBJISITh ~ IPOBEPKY IMPOEKTOB  JOKYMEHTOB Ha  COOTBETCTBHE  IpaBUJIaM
JIeTIONPOU3BO/ICTBA;

MPUHUMATh U IPOBOJUTH EPBUUHYIO 00pabOTKy BXOAAIMX JOKYMEHTOB;

IPOBOAMTH IIPEIBAPUTEIBHOE PACCMOTPEHUE BXOAANIMX U BHYTPEHHHX JOKyMEHTOB;
PETHCTPUPOBATH BXOAAIIHE, UCXOSIME U BHYTPEHHHE TIOKyMEHTHI;

KOHTPOJHMPOBATh MapIIPYTU3AIMI0 JIOKYMEHTOIIOTOKOB B OpraHW3alllH (COTIIaCOBAaHHME,
MOJANKCAaHUE, YTBEP)KICHHE, PETUCTPALIKS, O3HAKOMIICHUE U UCIIOJIHEHUE JJOKYMEHTOB);
OCYILECTBJISITh CPOKOBBIM KOHTPOJIb UCIIOJIHEHUS JOKYMEHTOB;

OCYILECTBJIATE 00pabOTKy M OTIPABKY UCXOISIIMX TOKyMEHTOB;

COCTABJIATh OTYETHI M AHATTMTHYECKHE CIIPABKU 00 UCIIOJIHEHUH IOKyMEHTOB;

BeCTU MH(OPMALIMOHHO-CIIPABOYHYIO pabOTy 110 JOKyMEHTaM;

OCYIIECTBJISATH  paboOTy C  OPraHM3alHOHHO-PACHOPSAWUTENBHBIMA — JOKYyMEHTAaMH B

ABTOMATHU3UPOBAHHBIX CUCTCMAX;
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obecrieynBaTh COXPAaHHOCTh 1EPCOHANIBHBIX JAaHHBIX PAOOTHUKOB;

OpPraHU30BBIBaTh JIOKyMEHTOOOOPOT IO NPEJACTABICHHUIO JOKYMEHTOB I10 IEPCOHANIY B
rOCyIapCTBEHHBIEC OpPIraHBbl;

OpPraHM30BBIBATh JOKYMEHTOOOOPOT MO Y4ETY M IBHIKEHUIO paOOTHUKOB;

BECTH BOMHCKHH yu4€T pabOTHUKOB;

BECTH y4€T paboyero BpeMeH! pabOTHUKOB;

o(opMIIATE OpraHU3aIMOHHO-PACIOPSIUTENbHbIE JOKYMEHTHI 110 INYHOMY COCTaBY;

BECTHU PETUCTPALMIO, YUET, OIIEPATUBHOE XPAaHEHUE JOKYMEHTOB 110 JINYHOMY COCTABY;
BECTH JOKYMEHTALIMIO, IIOATBEPKAAIOUIYI0 CBEICHUS O TPYAOBOM JAEATEIBHOCTH U
TPYZAOBOM CTa)ke pabOTHHKOB;

(dopMHpOBaTh JMYHBIE Jiejla PaOOTHUKOB; OQOPMIIATH Jeja IO JIMYHOMY COCTaBY JUis
Iepenayy B apXuB OpraHU3aluu;

paboTarh co cenuaIu3upoBaHHBIMU HH(OPMALM OHHBIMU CUCTEMAaMH U 0a3aMM ITaHHBIX I10
BEJICHUIO yU€Ta U IBM)KEHUIO paOOTHUKOB;

pa3pabaThiBaTh HOMEHKIATYPY JIeJl OpraHU3aliu;

MIPOBEPSATH MPaBUIBHOCTh OGOPMIICHUS JOKYMEHTOB M OTMETKH 00 MX MCIOJHEHHUH Iepes
ux (opMHpOBAHHMEM B JIEJI0 VIS MOCJIEAYIOLIETO XpaHEHUs;

dopMupoBaTh Jiena, KOHTPOJIMPOBATh IPABHIIBHOE M CBOEBPEMEHHOE PpAaCIpENe/CHUE U
MOJIIMBKY JOKYMEHTOB B Jiejla B COOTBETCTBUU C HOMEHKIIATYPOU JI€;

MPOBEPATh CPOKH XpaHEHUs JOKyMEHTOB, COCTaBJATH IIPOTOKOJN PAaOOTHI AKCIEPTHOM
KOMMCCHH T10 IIOJTOTOBKE JTOKYMEHTOB K II€peaaye B apXuB;

COCTAaBJIATH AKT O BBIIEJICHUU K YHUUYTOKEHHIO JIOKYMEHTOB, HE IOAJIEKAIMX XPaHEHHUIO;
COCTaBJISATh AKT 00 YHUUTOXEHUU JIOKYMEHTOB;

OCYILECTBJISATh MOJIHOE MJIM YacTUYHOE O(OPMIIEHHE JeJI BPEMEHHOIO, IOCTOSHHOIO,
JOJIFOBPEMEHHOTO CPOKOB XpaHEHMUS;

COCTaBJIATh ONMUCU JEN CTPYKTYPHBIX IOAPA3ACICHUN IOCTOSHHOIO, JOJTOBPEMEHHOIO
CPOKOB XpaHEHHUS Ul IIEpeladyu A€l B ApXUB OPraHU3allHu.

3HATb:

HOpMaTHBHBIE TNpaBoBble akThl Poccuiickoit ®exepauun B chepe MHPOPMALUOHHBIX U
KOMMYHHMKAIIMOHHBIX ~ TEXHOJOTHH, 1o 3aumTe HHGOpMauuu, HHOOPMALMOHHON
0€30MmacHOCTH, TI0 padboTe ¢ OOpaIcHUSIMHA TPaXKIaH, M0 OPTraHU3alNU ACTIOBON MOE3IKH, B
cepe IenONpoOM3BOJICTBA U APXMBHOTO Jena, B cepe peryaupoBaHUs TPYHIOBBIX
OTHOILICHUH;

JIOKaJbHBIE  HOPMATHBHBIE  aKThl, PEMIAMEHTUPYIOIME  JEATENbHOCTh  CITYXKObI
JIeJIONPOU3BOJICTBA U €€ paOOTHUKOB, OPTaHU3aLMI0 BECHUS AEJIONPOU3BOICTBA, ITepeaady
JIeNl B apXUB OpraHU3alliy, a TAKKE PENIAMEHTHPYIOLUME TPYIOBbIE OTHOIICHMUS;

CTPYKTYpy oOpraHuzanuu, e€ 3amaud W (QyHKUUH, pacmpeneneHue GQyHKIUH MEKTy
CTPYKTYPHBIMU TOJpPa3IeICHUsIMU U CTICIIUATNCTAMU;

TpeOOBaHUs OXpaHbl TPYyAa, TPOU3BOJICTBEHHON CAHUTAPU U, TIPOTUBOI0KAPHOH 32U THI;
OCHOBBI IPaBWJIbHON OpraHU3alUM TPyJa U METOAbl IMOBBILIEHHUS €ro 3(QPEeKTUBHOCTH;
OCHOBBI YIIPaBJICHUSI BPEMEHEM,;

BH/Ibl OPraHU3ALIMOHHON TEXHUKU U IpaBujia paboThl C HEl;

MeTO/Ibl 00pabOTKU U 3aIMTHl HHMOPMALUK ¢ TPUMEHEHUEM CPEJICTB MH(QOPMAIIMOHHBIX U
KOMMYHHMKAIIUOHHBIX TEXHOJIOTHIA;
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— COBpeMeHHble MH(MOPMAlMOHHBbIE U KOMMYHUKAIIMOHHBIE TEXHOJIOTHH, MPUMEHSEMbIE B
paboTe ¢ JOKyMEHTaMH, B TOM YHCJIE 10 JINUHOMY COCTAaBY;

— OTUKET U OCHOBBI MEXIyHApPOJHOTO MPOTOKOJIA;

— OTHUKY JIEIOBOTO OOIICHUS;

— TIpaBUJIA PYCCKOTO SI3bIKA;

— IpaBUJIAa PEUYEBOTO ITUKETA;

— IpaBuUJIa MOJACPKAHUS U PA3BUTHUS MEXKINYHOCTHBIX OTHOLICHU I

— IIpaBUJIA IPOBEJIECHHUS AEIOBBIX IIEPETOBOPOB;

— IIpaBUJIa OpraHU3alUU IpUEMa TOCETUTENEH;

— TIpaBHJIa CEpBUPOBKH YaifHOTO (KOEHHOTr0) CTONA;

— MOPSAIOK MOATOTOBKU U JOKYMEHTHUPOBAHUS JIEJIOBOM MOE3/IKH;

— HHTtepHeT-pecypchl 17151 OCYIIECTBICHUS TPEBEI-TIOJAEPKKHI JEIOBBIX MOE30K;

— KOMIUIEKC OPraHM3alMOHHO-TEXHUYECKUX MEPOIPUITHI MO MOATOTOBKE U IPOBEACHUIO
KOH(EPEHTHBIX MEPOIPHUSITUI;

— 1mpaBusia oQOpPMIIEHUS] TOKYMEHTOB, CO3JaBa€MbIX B IMPOIECCE MOJATOTOBKU M MPOBEACHUS
KOH(EPEHTHOTO MEPONPHUSATHS;

— COCTaB BHYTPEHHHUX M BHEIIHUX WH(POPMAIITOHHBIX TOTOKOB;

— PYKOBOJCTBO CTPYKTYPHBIX MOJpa3/ieieHuii, 00pa3iibl MOAMUCEH U1, UMEIOLMX MPaBO

— TOJIMCAHUS U YTBEPKACHUS TOKyMEHTOB, U OTPAHUYEHHUS 30H UX OTBETCTBEHHOCTH;;

— BHUJIBI HOMEHKJIATYp JeJI, o0mme TpeOoBaHMus K HOMEHKIIAType JIeI, OPSA0K paboTh ¢ HEl;

— mopsiaok ¢dopmupoBaHust U odopmiieHus e, crnenuuky (GOpMUPOBAHUS OTICIBHBIX
KaTeropuiu el

— IpaBuUJIa XpaHEHHUS JIeJ, B TOM YUCIIE C JOKyMEHTaMU OTPAaHUYEHHOTIO JOCTYIIA;

— TMpaBUJia BBIJIAYM M HCIOJB30BAaHUSA JOKYMEHTOB M3 CGHOPMHUPOBAHHBIX J€d; IMOPSIOK
WCIIOJIb30BAHUS THUIIOBBIX WJIM BEJAOMCTBEHHBIX MEPEYHEH JOKYMEHTOB, OIpEICIICHUS
CPOKOB XpaHEHHs B IIPOLIECCE IKCIEPTU3BI IEHHOCTH JOKyMEHTOB;

— BUJIBI OIUCEH JIeNT OpraHu3aIiu U MOPSIOK PadOTHl C HUMH.

KonnyectBo yacoB Ha OCBOEHHE Mporpammbl IpodeccuoHaIbHOro MOayds (¢
y4eTOM TIPaKTHKH): 664 yaca.
dopma IPOMEKYTOUHOM ATTECTALMU: IK3aAMEeH KBAJIH (P MKALMOHHBI .

AHHOTAIUA INPOI'PAMMBI IPO®ECCUOHAJIBHOTI'O MOAYJIA
1IM.02 OPT AHM3AIINA APXUBHOM PABOTHI IO JOKYMEHTAM
OPITAHM3ALIUIA PA3JIMYHBIX ®OPM COBCTBEHHOCTU

[Tpodeccuonanbusiii Moaynb [IM.02 «Opranu3amust apXuBHOW pabOTHI IO JOKyMEHTaM
OpraHu3aIuil pa3muIHbIX GOPM COOCTBEHHOCTH» BXOJHUT MPO(eCCHOHATBHBIN ITUKIL.

[Tporpamma mpogeccuonansHoro moaynst 1IM.02 Opranuzanust apXuBHOW paboTHI MO
JOKyMEHTaM OpraHM3alluii pa3NuyHbIX (OpM COOCTBEHHOCTH IIO3BOJISIET OCBOMTH BUJT
nesrenbHocTd (BJ1): Opranmsamms apxuBHOW pabOThI 1O JOKYMEHTAM OpraHM3ali pa3iMaHBIX (Gopm
COOCTBEHHOCTH I COOTBETCTBYIOIIME POQEeCcCHOHAIbHBIE KOMIETCHIINH |
[IK 2.1. OcymecTBIaTh KOMIUIEKTOBAaHHE apXUBHBIMU JeflaMU (JOKyMEHTaMH) apXuBa
OpraHU3allyu.

[IK 2.2. Bectu y4é€r apXuBHBIX Jel (JOKyMEHTOB), B TOM YMCIE C MHCIOJIb30BAHUEM
aBTOMAaTU3UPOBAHHBIX CHCTEM
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I[IK 2.3. OcymmecTBasTh XpaHEHHE AapXWBHBIX el (JIOKYMEHTOB) C IOCTOSHHBIM CPOKOM

XpaHCHHUA U 110 TUYHOMY COCTABY B apXHMBC OpraHu3alnuu

[IK 2.4. OcymecTBasATh XpaHEHHE, KOMIIJICKTOBAHHE, YUET U UCIIOIB30BAHME JIEN (JOKyMEHTOB)
BPEMEHHOTO XpaHEeHUs

[IK.2.5 OcymmecTBasTh MUCHOJIB30BAHUE AapXUBHBIX M€ (JIOKyMEHTOB), B TOM YHCIE C

HCIIOJIB30BAHUEM aBTOMATU3HPOBAHHBIX CUCTCM

C LHCJIBO  OBJIAAICHUA OCHOBHBIM BHUJAOM ACATCIBHOCTH U COOTBCTCTBYHOIIMMU

npodeccuoHalbHBIMA KOMIIETEHLIMSMH OOy4JaronMics B XOA€ OCBOCHUS MPO(eCcCHOHAIBHOIO

MOAYJISL TOJIKEH:
HMeTh IPAKTHYECKU ONBIT:

OCYILECTBJISITh ~ KOMIUIEKTOBAHHME  ApXMBHBIMU  JIelaMH  (JOKYMEHTaMH)  apXuBa
OpraHu3alu

BECTH Y4YET apXUBHBIX Jel (JOKYMEHTOB), B TOM 4YHCJIE€ C HCIOJIb30BAHUEM
aBTOMAaTU3UPOBAHHBIX CHCTEM

OCYILECTBJIATh XPAHEHHUE apXUBHBIX A€ (JIOKyMEHTOB) C IMOCTOSSHHBIM CPOKOM XpaHEHHS U
I10 JINYHOMY COCTaBY B apXHB€ OpraHU3aluu

OCYILECTBJISITh XPAaHEHHE, KOMIUIEKTOBAHUE, Y4ET U HCIOJB30BaHHE Jes1 (JOKYMEHTOB)
BPEMEHHOI'0 XpaHEHUs

OCYLICCTBJIICHHE MCIOJIb30BAHUE ApXUBHBIX Jiel1 (JOKyMEHTOB), B TOM 4YHCIE C
M CI0JIb30BAaHMEM aBTOMATHU3UPOBAHHBIX CUCTEM

yMeTb:

paboTaTh ¢ moapa3AeIeHUsIMU/OpTaHU3AIUIMHI UCTOYHUKAMU KOMIUIEKTOBAHHS apXUBa,
NPUHUMATh apXUBHBIE Jiela (JOKyMEHTbI) Ha IOCTOSIHHOE HJIN JIOJTOBPEMEHHOE XpaHEHHE,
y4acTBOBaTb B IIPOBEJCHUM DKCIEPTU3bl IEHHOCTH pa3IM4YHBIX THUIIOB U BHUJOB
JIOKyMEHTOB B COOTBETCTBUHU C BHYTPEHHUMHU pPErJIaMEHTaMU OpraHU3allNu;

MPUMEHSATH B paboTe peKOMEHJalli SKCIIEPTH O-IIPOBEPOUYHON KOMUCCHUU UIIU SKCIIEPTHOM
KOMMCCHM OpTaHU3allNH;

MIPUMEHSTH IEPEUHU C YKa3aHUEM CPOKOB XpaHEHUs Jiell (IOKyMEHTOB);

co0JII0/1aTh HOPMATUBHBIE CPOKU XpaHEHHUs el (JIOKYMEHTOB);

BECTHU Y4ET UCTOUHHUKOB KOMIIJIEKTOBAHUSI apXUBa;

HCIIOJIb30BAaTh TEPEIOBOM OTEUYECTBEHHBIM W 3apYOEKHBI OIBIT MO KOMILICKTOBAHHIO
apxuBa JielaMHy (JOKyMEHTaMU) IIOCTOSSHHOTO U JI0JIFTOBPEMEHHOTO XpaHEHUS;
HCII0JIb30BaTh COBPEMEHHBbIE aBTOMaTU3UPOBAHHBIE, uH(opMamoOHHBIE u
TEJIEKOMMYHHKAIIMOHHBIE ~ TEXHOJOTMHM  JIOKYMEHTUPOBAHHBIX cdep  JeATETBHOCTU
OpraHu3aIuu.

MOJIb30BAThCSl YUETHBIMH JIOKYMEHTaMH B paMKaxX »3JEKTPOHHBIX WHQPOPMAIlMOHHBIX
CHCTEM JIOKYMEHTHPOBAHHBIX Cep AesTEIbHOCTH OpraHu3alliy;

I10JIb30BAThCS cepTH(UIIMPOBAHHBIMU ABTOMATU3UPOBAHHBIMH CUCTEMaMHU
JOKyMEHTHUPOBAHHBIX cdep MeATeTbHOCTH OpraHu3aluyd 1o YuéTy, pEerucTpainuu,
KOHTPOJIIO JIeN (IOKyMEHTOB);

M0JIb30BaThCsl MHOOPMAITMOHHO-CIIPABOUYHBIMA CHUCTEMaMH JOKyMEHTHPOBAHHBIX cdep
JEeSITEIbHOCTU OpraHU3aluu;

BECTH CIIPABOYHO-TIOMCKOBBIE CPEJICTBA K APXHUBHBIM JIeJIaM (JJOKyMEHTaM);

BECTHU YUET CTPAxXOBOTo (hOH/Ia apXUBHBIX 1€ (JIOKYMEHTOB);
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IIPUMEHSTh HOPMAaTUBHbIE IIPABOBbIE aKThl, JIOKAJIbHbIE HOPMATHBHBIE AKThl OPraHU3allHU U
METOJIMYECKHE JOKYMEHTBI B 001acTH y4€Ta apXMBHBIX J€J1 (JJOKyMEHTOB);

BHOCHUTb NPEIJIOKEHUS IO COBEPIICHCTBOBAHMIO METOJMYECKOro obOecredeHus: ydéra
Pa3sHbIX BUJOB IOKYMEHTOB B JOKYMEHTHPOBAHHBIX c(epax AesTeIbHOCTH OpraHU3aLHH.
OpPraHM30BBIBaTh U OOEcCHeuYMBaTh XpaHEHHE el (JOKyMEHTOB) BPEMEHHOIO XpaHEHUS
OpraHu3aliy B TPAAUIIMOHHOM U B 3JIEKTPOHHOM BU/IE;

KOHTPOJINPOBATh Pa3pabOTKy CTPYKTYPHBIMHM MOJpa3ACICHUSMU ONUCEH M aKTOB O
BBIZICTICHUM HA YHUYTOKEHHUE JeN (JOKYMEHTOB) BPEMEHHOTO XpaHEHHUs B TPaJIUIIMOHHOM
U B 3JIEKTPOHHOM BH/IE;

(bopMHpPOBaTh €IUHULBI XpPAaHEHUs IOKYMEHTOB JIsi MX IOCJIEIYIOIIEro pa3MEIlCHUs B
apXyBeE OpraHu3aluH;

COCTaBJIAITh CIIPaBOYHO-IIOMCKOBBIE CPECTBA K APXUBHBIM Ji€1aM (JIOKyMEHTaM);
OCYIIECTBJIATH MOUCK A€M (JIOKYMEHTOB) BPEMEHHOI'O XpaHEHUs B MPOLIECcCe UX XpaHEHUs B
CTPYKTYPHBIX MOJpa3AeiCHUSIX U apXUBe OpraHU3all1H;

OCYILECTBJISITh METOJMYECKOE PYKOBOJCTBO OpraHM3allMed XpaHEHHUs Jel (JOKyMEHTOB) B
CTPYKTYPHBIX TOJIpa3/eieHUsAX OpraHu3alni;

OKa3bIBAaTh CTPYKTYPHBIM IOJpa3A€ICHUSAM MPAKTUYECKYIO TIOMOIIb B

OpraHu3alliy XpaHeHUs A€ (JOKyMEHTOB);

pa3pabaTbiBaTh  CIPAaBOYHO-WH(OPMALMOHHBIE  JOKyMEHTHl IO  OpraHU3aLMU
UCIONb30BaHUs  Jie1  (JOKyMEHTOB)  BPEMEHHOIO  XpaHEHUS] B  CTPYKTYPHBIX
IOApa3eNeHUSIX U apXUBE OpraHU3aluy;

MPOBOJUTDH SKCIEPTU3Y LIEHHOCTH eI (JOKyMEHTOB) BPEMEHHOIO XpaHEHHU s, IIepeJaHHbIX
B ApXUB;

OIIpeNIeNIATh CPOKHU XPAHEHHUsI A€ (JIOKyMEHTOB) BPEMEHHOTIO XPAHEHHUS;

o0ecrieunBaTh 3alMTy J€1 (JOKYMEHTOB) BPEMEHHOIO XpaHEHHUsI B OpraHU3alHMH OT
HECAHKIMOHUPOBAHHOTI'O JOCTYIa UJIM YHUUTOXKEHHUS,

IPOBOAUTH (DM3UUECKOE YHUUYTOKEHHE [eNl (JIOKyMEHTOB) BPEMEHHOIO XpaHEHHs C
UCTEKUIIMMH  CPOKAaMM  XpaHEHMsl  [IOCJI€  COIVIaCOBAaHUSA  CO  CTPYKTYPHBIMHU
nojApas/ieNieHusIMU OpraHU3aluu;

oopmIIATE yu€THBIE JOKYMEHTHI 00 YHHUUYTOXECHHH M€l (JOKYMEHTOB) BPEMEHHOTO
XpaHEHUs C HUCTEKIIMMM CpPOKAMHM XpaHEHUs COBMECTHO CO  CTPYKTYPHBIMH
MO/Ipa3/eJIEHUsIMU OpraHU3aLHH.

CHCTEMAaTU3UPOBaTh U O00OOIATH CBEIEHUS O COCTaBE M COAEPKAHUU apXUBHBIX JIEI
(ITOKyMEHTOB);

MCIOJIB30BaTh MH(OPMAIIMOHHBIE TEXHOJIOTHH B O0JIACTH CO3JaHMS CIIPABOYHO-TIONCKOBBIX
CPE/CTB apxXuBa U JOKYMEHTHUPOBAHHBIX cep IesATeIbHOCTH OpraHU3aIuu;

(GopMHpPOBaTh OCHOBHBIE U BCIOMOTaTelIbHbIE BHJAbl AaPXUBHBIX CIIPAaBOYHHUKOB B
AIEKTPOHHOU (opMe;

MO/ATOTABJIMBATh MH(OPMAIIMOHHBIE JOKYMEHTHI IO 3allpocaM IOJIb30BaTeNel pa3IuuHbIX
KaTeropui.

3HAThb:

HOpMaTUBHBIE MpaBoBbIe akThl Poccuiickoii ®deneparuu B cdepe IEIOMpPOn3BOACTBA U
apXUBHOIO JIENA;

HAaYYHO-MCTOAUYCCKHUEC KPUTCPUU ISKCICPTU3bI ICHHOCTU PA3JIMYHBIX THIIOB U BHUIOOB ACJI
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(TOKyMEHTOB);

TEOPETUYECKUE U METOJIMYECKUE aCIEKThl KOMIIJIEKTOBAHMS U DKCIIEPTU3bl LIEHHOCTU BCEX
BHJIOB IOKYMEHTOB;

BH/IbI, PA3HOBUJIHOCTHU U (JOpMaThl BCEX BUOB JOKyMEHTOB;

YHUQPHUIIUPOBAHHYIO CUCTEMY OpPTraHU3allMOHHO-PACIOPSIUTENbHON TOKYMEHTAIUH;
CTaHAapThl OPOPMIICHUS] OPraHU3ALMOHHO-PACTIOPSAUTETLHON JOKYMEHTALINH;

CHOCOOBl W TEXHOJOTMHM JOKYMEHTHPOBAHHUS pPa3IMUHBIX BHUIOB MpodeccroHanbHON
NESITEbHOCTH;

OpraHU3allMOHHbIE MPUHIUIIBI KOMILUIEKTOBAHUS JeN (JOKYMEHTOB) OIPAaHUYEHHOIO
JIOCTYIIA;

TpeOOBaHUsI OXpaHbl TPy/a.

HOpMaTUBHBIE MpaBOBbe akThl Poccuiickoii deneparuu B cdepe IeI0MpoOr3BOACTBA U
apXUBHOTO JIENIa;

METOJIUYECKHE TOKYMEHTHI M HAllMOHAJIbHBIE CTaHIAPTHI B 00NACTH y4€Ta TOKYMEHTOB H
JOKyMEHTHPOBAHHBIX cep AEATETbHOCTH OpraHU3allNu;

OTE€UYECTBEHHBbIE M 3apyOeKHbIE CEPTU(HUIIMPOBAHHBIE CHCTEMbl aBTOMATH3MPOBAHHOIO
y4€Ta apXuBHBIX A€l (JOKyMEHTOB);

TpeOOBaHUS K YUETY 0C000 IEHHBIX U YHHKAJILHBIX aPXUBHBIX JIEN (JIOKYMEHTOB);

CPOKH BBITIOJIHEHHS pa0OT MO YUETY apXUBHBIX Jel (TOKYMEHTOB);

oO0IMe MPUHIUIBI y4€Ta U KOMIJIEKTOBaHUS JIe] (IOKYMEHTOB) OTPaHUUYEHHOTO JIOCTYIA;
TpeOOBaHUsI OXpPaHbI TPYAA.

HOpPMaTUBHBIE MpaBOBbIe akThl Poccuiickoii ®deneparmu B cdepe IeI0MpOr3BOACTBA U
apXUBHOTO JIENIa;

HOPMAaTHUBHBIE TPABOBBIC aKThl Poccuiickoit deaepariuu B 00J1aCTH 3aMTH TIEPCOHATBHBIX
JAHHBIX;

HOpPMaTUBHBIE MPAaBOBBIE akThl Poccuiickoit deaepanuu B 00J1acTH KOH(PUACHITMATIBHOCTH
nHpopmanuu;

METOJIUYECKHUE TOKYMEHTHI M HAIIMOHAIBHBIE CTAHAAPTHl B 00JaCTH JEIOMPOU3BOJICTBA U
apXUBHOTO JIEINA;

MeTOJMKa pa3paboTku (OpM Y4ETHBIX JOKYMEHTOB B TPAAMIIMOHHOM M B AJIEKTPOHHOM
BUJIE;

MpaBUJIa CUCTEMATU3AIUH U KIacCU(DUKAIIUU TOKYMEHTOB;

0CcOOEHHOCTH OpraHU3aIlMU XPAaHEHUS e (JIOKyMEHTOB) Ha pa3IMYHbIX HOCUTEISX;
KPUTEPUHU OMpPENETEHUs] LIEHHOCTH JAeN (JOKYMEHTOB) JUIsl JAJIbHEHIIEro XpaHeHUs WU
YHUYTOKEHHUS;

TpeOOBaHUs K MpoleccaM YHUUTOXKEHUS WHQOpMAIUU B TPAJAULIMOHHOM M 3JIEKTPOHHOM
BUJIE;

TpeOOBaHUSI OXpaHbl TPy/A.

HOPMAaTUBHBIE TIPABOBHIE akThl Poccuiickoit @eneparuu B chepe AeTONPON3BOICTBA;
HOpMAaTUBHBIE TPaBOBHIE akThl Poccuiickoit @eneparuu B 001aCTH 32Tl TEPCOHATBHBIX
JAHHBIX;

METOJMYECKHE JOKYMEHThl B 00JacTH HCIOJIb30BAaHUSA W IMYOJIMKALlMM ApXUBHBIX JIEN

(1OKyMEHTOB);
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— CcepTU(MUUPOBAHHbIE HH(MOPMALIMOHHO-TIOUCKOBBIE CUCTEMbl B 00JacTu pa3paboTKu
Hay4HO-CIIPaBOYHOTO arnmapara JOKyMEHTUPOBAaHHbBIX cep IeATeIbHOCTH OpraHu3allui;
— CPOKM BBIITOJIHEHUS padOT 110 OpraHU3alui UCIIOJIb30BAaHU S apXUBHBIX JIEN (JOKYMEHTOB);
— OpraHHU3alMOHHBIEC IPUHIIUIIBI KCIIOJIB30BAHUA JOKYMEHTOB OTPaHUYEHHOIO TOCTYIIA;
— TpeboBaHUs K MOATOTOBKE apXUBHBIX CIIPABOK M BBIITUCOK U3 APXUBHBIX JOKYyMEHTOB;
— TpeOOoBaHUs OXpaHbI TPYJa.
KonnyectBo 4yacoB Ha OCBOEHHE Hporpammbl IpodeccuOoHaNIbHOro Moayds (¢
Y4ETOM MpaKTUKK): 533 yaca.
®opma NPOMEKYTOYHOH aTTECTALUK: IK3aMeH KBAJIN( MKALMOHHbI .

AHHOTAIUA ITPOI'PAMMBI ITPO®ECCUOHAJIBHOT'O MOIYJIA
1IM.03 BBIITIOJTHEHUE PABOT IO OJJHOM NI HECKOJIbBKUM
MMPO®ECCUAM PABOUYUX, JOJIKKHOCTAM CIOYXKALIUX

[Mpodeccuonansubiii Moaynbs [IM.03 «BeimonHeHne paboT MO OJHON MM HECKOIBKUM
npodeccusiM pabounx, MOKHOCTSIM ciyxkanmx (BeimomHeHune pabot mo paboueit mpodeccuu
CEKpEeTaph)» BXOIUT MPOPECCHOHATBHBIN UK.

[Mporpamma mipodeccuonanpaoro moxyst [IM.03 BeimonHeHue padoT Mo OJHOW WIH
HECKONBKHM TpodeccusM pabouuX, MJOMKHOCTAM CHY)KalMX TO3BOJSIET OCBOUTH BUJT
nesitenbHocTH (BJl): BeimonHeHne paboT 1Mo OJHOM MM HECKOJBKUM IMpodeccHsiM padouuXx,
JOJKHOCTSIM CITY)KallMX U COOTBETCTBYIOIMX MPO(EeCCHOHAIBHBIX KOMIIETEHITUMN:

IIK 1.1 OcymecTBiare npuém-mepenady yrpaBiIeHUECKOM MHGPOPMALMKM C MOMOIIBIO CPEICTB
UHQOPMAITMOHHBIX U KOMMYHUKAIIMOHHBIX TEXHOJIOTUN

[IK 1.2 KoopauHupoBath paboTy NpUEMHON pPyKOBOJIUTENS, 30H MIpUEMa pa3INUYHbIX KATETOPUI
IIOCETUTENIEN OpraHUu3auu

[1K 1.3 Briagets HaBBIKAMU IUIAaHUPOBAHUS pab0YETro BpEMEHU PYKOBOJUTEINS U CEKpeTaps

IIK 1.4 OcymecTBaaTh MOATOTOBKY JETOBBIX MOE3J0K PYKOBOJIUTENSI U JPYTUX COTPYIHUKOB
OpraHu3aluu

[IK.1.5 Brnagers cmocobamu opraHuzanuu pabouyero NnpocTpaHCTBAa MPUEMHONM M KaOMHeTa
PYKOBOJIUTEIIS.

[IK.1.6 OcymecTBisars paboTy MO MOATOTOBKE M NMPOBENCHUIO KOH(EPEHTHBIX MEPONPHITUH,
oOecrieunBaTh HMHGPOPMALIMOHHOE B3aUMOJICWCTBHE PYKOBOIUTENS C TOAPAICTICHUSAMU U
JIOJIKHOCTHBIMU JIMIIAMU OpTaHU3al1uH.

IIK.1.7 OdopmMisaTh OpraHU3alMOHHO-PACTIOPSAUTEIIBHBIC JIOKYMEHTBI W OPraHH30BHIBATh
paboTy ¢ HUMH, B TOM YHCJIE C UCIOIb30BaHNEM aBTOMAaTH3UPOBAHHBIX CHCTEM.

I1K.1.8 O¢opMiaATh JOKYMEHTHI 0 JINYHOMY COCTAaBY U OpraHU30BBIBATH pabOTy ¢ HUMH, B TOM
YHUCJIE C UCIOJIB30BAaHNEM aBTOMATU3UPOBAHHBIX CHCTEM.

[TIK.1.9 Opranu3oBsiBaTh TEKyIlee XpaHEHUE JTOKyMEHTOB, 00pabOTKy /e JUIsl OepaTUBHOTO U
apXWBHOTI'O XpaHEHUs1, B TOM YHCJIE C UCIIOJIb30BAHUEM aBTOMAaTU3UPOBAHHBIX CUCTEM.

C uenpl0 OBJAACHUS OCHOBHBIMH BHUJAMHU JEATEIBHOCTH M COOTBETCTBYIOLMMHU
npodeccuoHaNbHBIMA KOMIIETEHLIMSIMH OOy4JaloUMiics B XOA€ OCBOEHUS MPO(ecCHOHAIBHOIO
MOJTYJISl TOJIKEH:

HMeTh NPAKTHYECKHUIl ONBIT B:
— TOJydeHHUsI HeoOXoauMor WHGOPMAIUU U Tepelayll CAaHKIIMOHUPOBAHHON MHQOpMAIIHH C
M CII0JIb30BAaHUEM CPEJCTB MH(OPMALIMOHHBIX U KOMMYHUKAIITMOHHBIX TEXHOJIOTHH.
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KOOpJAMHAIUU paboThl MPUEMHOM PYKOBOJAUTENS M 30H NpUEMA PA3IMYHBIX KaTEropui
IIOCETUTEIIEH OPraHU3aL1H.

IUTAHUPOBAHU S pabouero BpPEMEHU PYKOBOJUTEINS U PaboUero JTHs CeKpeTapsi.

OpraHM3allNy JEI0BBIX NT0E3/J0K PYKOBOAUTENSA U APYIUX COTPYAHUKOB OpraHU3alluH.
OpraHu3aliy U NoAepKaHus (PyHKIIMOHATIBHOTO pabovyero mpoCcTpaHCTBa.

OpraHu3alliy TOJTOTOBKM W IIPOBEICHUSI KOH(EPEHTHBIX MEPONPUITUH, oOecreyeHus
WHGOPMAITMOHHOTO B3aMMOICUCTBUS PYKOBOJIUTENS C TTOAPA3ACICHUSIMA U JOHKHOCTHBIMU
JIMgaMu OpraHu3alnuu.

oopmIIeHHsT OpraHM3alMOHHO-PACHOPSAANTEIBHBIX TOKYMEHTOB U OpPraHU3aluKu paboThI ¢
HUMH, B TOM YHCJIE C UCIOJIb30BAaHHEM aBTOMATH3UPOBAHHBIX CUCTEM.

oopMIIEHHsT TOKYMEHTOB IO JMYHOMY COCTaBY M OpraHu3aluu paboThl ¢ HUMH, B TOM
YHCIIE C UCIOJIb30BAHNEM aBTOMAaTU3UPOBAHHBIX CUCTEM.

OpraHu3alliy TEKYILEro XpaHEHUs JOKyMEHTOB, 0OpaOOTKu Jaen JUis ONepaTHBHOTO H
apXMBHOTO XPaHEHUS, B TOM YHCJIE C UCIIOJIB30BAHNEM aBTOMATU3UPOBAHHBIX CHCTEM.

yMeTb:

OpPTaHM30BBIBATh pabouee MECTO B COOTBETCTBHH C TPEOOBAHUSIMU DPTOHOMHUKHU U KYJIBTYPHI
Tpyaa;

obecrieynBaTh pabodee MecTo U (yHKIHMOHAIBHOE paboyee MPOCTPAHCTBO HEOOXOAUMBIMU
CpEICTBaMH OPTraHU3aIMOHHOM TEXHUKH, MEOCITbIO M KaHIENIPCKUMHU TPUHAIICKHOCTIMHY;
MOICP)KUBATh CPEACTBA OPTAaHU3AIMOHHON TEXHUKH B Pa00YEM COCTOSHUU;

MPUMEHSITH B padoTe cpeacTBa MH(POPMAMOHHBIX I KOMMYHUKAIITMOHHBIX TEXHOJIOTHIA;
MCIOJIB30BaTh CpeACTBa HWH(OPMAIMOHHBIX W KOMMYHUKAIIMOHHBIX TEXHOJNOTHH JUIS
MOJIy4eHHUs U epeiaun HHpopMalli;

yCTAHABJIMBATh M TOJIEPKUBATh KOMMYHHKAIIMW B TIPOLIECCE JEIOBOTO OOIEHUs C
MTOMOIIIBIO CPEICTB UHMOPMAITMOHHBIX 1 KOMMYHUKAIIHOHHBIX TEXHOJIOTHH;

OCYIIECTBIISITH  cOOp, 00pabOTKy WHQOpPMAIIUK, CHCTEMATHU3ANHIO IOJy9aeMbIX U
nepeaBaeMbIX JaHHBIX;

OCYIIECTBIISTh TPOBEPKY JOCTOBEPHOCTH, IIOJHOTHI M HEMPOTUBOPEYHUBOCTH JIAHHBIX,
HCKITIOUCHHE TyOnupoBaHusi WHGOpMAIIUH;

CTIIa)XKUBATh KOH(IMKTHBIC U CIIOYKHBIC CUTYaIlMH MEXIIMYHOCTHOTO B3aUMO/ICHCTBS,
COOJTIOIATh STUKET U OCHOBBI MEXKITYHAPOIHOTO TTPOTOKOJIA;

obecrieynBaTh HHPOPMALIMOHHYIO 0€30M1aCHOCTD AEATEIbHOCTH OPraHU3aLUH;

BECTH U UCIOJIb30BATh B pab0Te 0a3y KOHTAKTOB OpraHU3allUH;

BECTH YYETHBIE pETrUCTpPAllMOHHBIE (JOPMBI, MCIOJIB30BaTh WX Ul MHGOPMAIIMOHHON
paboThl U pabOTHI IO KOHTPOJIIO UCIIOTHEHUS TOPYYEHUH;

BCTpeYaTh TIOCETHTENEH, TONydaTh MEpPBUYHYID HHQPOPMAIMI0O O TOCETHTENSX,
YCTaHaBIUBATh MOPAAOK MPUEMA ISl pAa3IUYHBIX KATETOpU MOCETUTENEH MPUHUMATDH MEPHI
110 COXpaHEHHIO KOH (M ICHIIMATbHOW HH(POPMAIIMH B X0/1¢ TIpUEMa IMOCETHTENEH;

BECTH YYETHBIC PETHCTPAIlMOHHBIE (OPMBI 1O TNPUEMY TNOCETUTENEH M O(OpPMISATH
MPOITYCKa;

OCYIIECTBJIATh MPUEM, TIepeiady U OTIPABKY TIOKyMEHTOB;

OpPraHM30BBIBATh U OPOHUPOBATH 1EPETOBOPHBIE KOMHATHI;

CepBUpOBATH YaliHbIe (KOQeliHbIe) CTOJIbI B OdHCE;
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BBIOMpATh (POPMBI IUTAHUPOBAHUS U OGOPMIIATH TUIAHUPOBUMK (OpraHan3ep) pyKOBOAUTENS
U CeKpeTapsi;

YCTaHABIIMBATh IIENIU, OINPENENATh MPUOPUTETHOCTh U OYEPENHOCTD BHITIOJHEHUS PaboOT U
3(h(deKTUBHO pacnpeessaTh pabouee BpeMms;

COTJIACOBBIBATh BCTPEUM M MEPONPUSTUS U BHOCUTHh HHMOPMALMIO B TUIAHHUPOBIIMK
(opranaiizep);

nH(OPMUPOBATH PYKOBOAMTENS O MPUOIMKEHIU BPEMEHH U PErlaMeHTe 3allJIaHMPOBAaHHBIX
BCTPEY U MEPONPUSATHUI;

BBIOMpATh ONTHMANIbHBIE CIOCOOBI BHEIIHEr0 U BHYTPEHHEr0 HHQOPMHUPOBAHUS O
IJIAHUPYEMBIX MEPOIPUATHUSX;

COCTaBJIATh U 0OPMIIATH TOKYMEHTBI JJIs IEJIOBBIX MOE3/I0K;

OCYLIECTBIISITh TPEBEI-TMOAEPHKKY JI€TOBBIX OE3/10K;

CONJIACOBBIBATh C IPUHUMAIOLIEH CTOPOHOW IIPOTOKOJI INIAHUPYEMBIX MEPONPHUATUH U
(dopMHpOBaThH MPOTrpaMMy JETOBOM MOE3/IKH;

UCIIONB30BaTh CpeICcTBa HHGPOPMAIMOHHBIX M KOMMYHHMKAIIMOHHBIX TEXHOJOTUN s
o0ecrieueHHs B3auMOJIEHCTBHS C PYKOBOJUTENIEM BO BPEMs €r0 JEI0BOM MOE3/IKY;
oopMIIATE OTYETHBIE TOKYMEHTHI O JIETIOBOW MOE3JIKE.

OpPTraHM30BBIBaTh MPOIECC IOATOTOBKA M MPOBEJACHHE KOH(PEPEHTHOTO MEpONPHUATHS
WHJIMBUIYaJIbHO M B COCTaBE paboyeii rpyIIibl;

JOKyMEHTHUPOBATh pa3Hble dTalbl MPOLEAYPhl MOATOTOBKU M MPOBEACHHS KOH(PEPEHTHOTO
MEPOTIPUSITHS;

COCTABJIATh TPOEKTHl OPraHW3ALMOHHBIX, PACHOPSIUTENBHBIX W HH(POPMAIIMOHHO-
CIPaBOYHBIX JOKyMEHTOB, B TOM YHCJIE JOKYMEHTOB, COJEpXKAIMX KOH(UICHIIUATHHYIO
nHPOPMAITHIO;

oGopMIIATH OpraHU3alMOHHO-PACIIOPSAUTEIbHBIE TOKYMEHThI (OpUTHHANBI U KOTTUN);
CKaHMPOBATh, KOITUPOBATH M KOHBEPTHUPOBATH JIOKYMECHTHI B pa3TUIHBIC (DOPMATHI;
OCYLIECTBJISITb ~ NPOBEPKY IPOEKTOB  JOKYMEHTOB Ha COOTBETCTBHUE  IIpaBHJIaM
JIeTTOTIPOU3BOJICTBA;

MPUHUMATD U IPOBOAUTH IEPBUUHYIO 00pa0OTKY BXOISAIMX JOKyMEHTOB;

MIPOBOJIUTH MTPEABAPUTETHLHOE PACCMOTPEHHE BXOJSAIMX U BHYTPEHHUX IOKYMEHTOB;
PEruCTPUPOBATH BXOJAIIME, UCXOAIME U BHYTPEHHUE JJOKyMEHTHI;

KOHTPOJINPOBATh MAapLIPYTU3aLUI0 JOKyMEHTOIIOTOKOB B OpraHM3aluy (COITIacCOBAHMUE,
MOJAINKCAaHUE, YTBEP)KICHHE, PETUCTPALIUs, 03HAKOMIICHUE U UCIIOJIHEHUE JJOKYMEHTOB);
OCYILIECTBJISITh CPOKOBBIM KOHTPOJIb UCHIOJIHEHU S TOKYMEHTOB;

OCYHLIECTBIISITh 00pabOTKY U OTHPABKY UCXOMASANMX JTOKYMEHTOB;

COCTaBJISATh OTUYETHI U AHATTUTUYECKUE CITPABKU 00 UCTIOIHEHUHU IOKYMEHTOB;

BECTH MH(OPMALIMOHHO-CIIPABOYHYIO pabOTy 10 JOKyMEHTaM;

OCYIIECTBJIATh  paboTy C  OpraHU3alMOHHO-PACHOPSAUTENBHBIMA — JOKYMEHTAaMH B
aBTOMATU3MPOBAHHBIX CUCTEMAX;

o0ecrieunBaTh COXPaHHOCTh EPCOHATBHBIX JAHHBIX PAOOTHUKOB;

OpraHH30BBIBaTh JOKYMEHTOOOOPOT MO MPEJCTABJICHUIO JOKYMEHTOB IO IEPCOHAy B
rOCy/lapCTBEHHBIE OpIraHbl;

OpPTraHM30BBIBATH JOKYMEHTOOOOPOT IO YUETY U JIBUIKCHHIO PAOOTHUKOB;

BECTH BOMHCKHH yU4€T pabOTHUKOB;
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BecTU yu€T pabouero BpeMeHU pabOTHUKOB;

oGopMIIATH OpraHU3alMOHHO-PACIIOPSAUTEIbHBIE TOKYMEHTHI 110 TMYHOMY COCTaBY;

BECTHU PEruCTpaluio, yu€T, OepaTUBHOE XPaHEHHUE JOKYMEHTOB 10 JUYHOMY COCTaBY;
BECTH JOKYMEHTAI[MI0, IOATBEPKAAIOIYI0 CBEJIEHUS O TPYIOBOM [EATENIBHOCTH H
TPYZOBOM CTa)ke pabOTHHUKOB;

dopMUpoBaTh JMYHBIE Jeia pabOTHUKOB; OQOPMIIATH JAefa MO JTUYHOMY COCTaBY st
repenayu B apXuB OpraHH3aluy;

paboTaTh CO CrenHaTu3uPOBAHHBIMU HH(POPMAIMOHHBIMH CHCTEMaMH1 1 0a3aMH TAHHBIX I10
BEJICHUIO yU€Ta U IBH)KEHUIO paOOTHUKOB;

pa3pabaThiBaTh HOMEHKIATYPY 1€ OpraHu3aluy;

MPOBEPSTH MPABUIBHOCTh OQOPMIICHUS JTOKYMEHTOB U OTMETKH 00 WX MCIOJHEHHH Mepes
ux GOpMUPOBAHUEM B JIEJIO JJIS TOCIEAYIOIIETO XpaHEHUS;

(dopMHpOBaThH JieNa, KOHTPOJIMPOBATh MPABUIBHOE M CBOEBPEMEHHOE paclpesielieHue |
MOAIMBKY JOKYMEHTOB B JIEJIa B COOTBETCTBUU C HOMEHKIIATYpOU JET;

MIPOBEPSATh CPOKM XpaHEHHUs JIOKyMEHTOB, COCTaBJSATh MPOTOKOJ pPabOThl HKCIIEPTHOM
KOMMCCHH 10 MIOJITOTOBKE JIOKYMEHTOB K Iepeaaye B apXuB;

COCTaBJISATh AKT O BBIACTICHUU K YHUUTOKEHHUIO JOKYMEHTOB, HE MOJIeKAIMX XPaHEHUIO;
COCTABJIATH aKT 00 YHUUYTOXKECHHUH JTOKYMEHTOB;

OCYIIECTBJISITh TOJIHOE MJIM YacTUYHOe O(OpMIIEHHE Jel BPEMEHHOTO, IOCTOSHHOTO,
JOJITOBPEMEHHOTO CPOKOB XpaHEHMUS;

COCTaBJISITh OMHUCH JEN CTPYKTYPHBIX MOJpa3/ieieHUNl MOCTOSHHOIO, JIOJTOBPEMEHHOTO
CPOKOB XpaHEHHs JJIsl epefauu Jesl B apXuB OpraHU3alluH.

3HATh:

HOpPMaTHUBHBIE TIpaBOBbIe akThl Poccuiickoit @exepanuu B cdepe MHPOPMAIUOHHBIX U
KOMMYHHMKAIIMOHHBIX ~ TEXHOJOTHH, MO 3aumTe HWHGOpMauuu, HHOOPMALMOHHON
0€301acHOCTH, TI0 padoTe ¢ OOpAaICHUSMHU TPAXKIAAH, TI0 OPTaHU3AIUU JACTIOBOM MOE3/KH, B
chepe AETMOMPOU3BOJCTBA M AapXUBHOTO Jena, B cdepe perymupoBaHUS TPYIOBBIX
OTHOIIICHHH;

JIOKaJbHbIE ~ HOPMATHUBHBIE  AaKThl, PENIAMEHTUPYIOIME  JESTEIbHOCTh  CITYXKObI
JICIIOTIPOM3BOJICTBA M €€ paOOTHUKOB, OPTaHU3ALIMIO BEJCHUS JICJIONPON3BOJICTBA, ITepeaady
JIeNl B apXUB OPraHU3AIUH, & TAKKE PENIAMEHTUPYIONME TPYIOBbIC OTHOIICHHUS;

CTPYKTYpy oOpraHuzanuu, e€ 3amaud U (GyHKUUH, pacmpeneneHue GQyHKIUM MEKITy
CTPYKTYPHBIMU TOJpPa3IeNICHUsIMU U CIIEIIUAINCTaMU;

TpeOOBAHUS OXPaHBI TPY/IA, MPONU3BOJICTBEHHON CAHUTAPHUH, TPOTUBOIIOKAPHOU 3aIHTHI;
OCHOBBI TPAaBWJIBHONW OpTaHW3allMM TPyJa W METOJBI TMOBBIIMICHHUS €ro d(PPEeKTHBHOCTH;
OCHOBBI YIIPaBJICHUS BPEMECHEM,;

BH/Ibl OPTaHU3AI[MOHHOM TEXHUKHU U MpaBuia paboThI C HEWl;

METO/Ibl 00pPabOTKU M 3aIMTHl HHGOPMAIIUKA ¢ TPUMEHEHUEM CPEJICTB WHPOPMAITMOHHBIX U
KOMMYHHKAITHOHHBIX TEXHOJIOTHIA;

COBpEMEHHbIE MH(POPMAIIMOHHBIE W KOMMYHUKAIMOHHBIE TEXHOJOTHH, MPUMEHSEMbIC B
paboTe ¢ JOKyMEHTaMH, B TOM YHCJIE TIO JINYHOMY COCTaBY;

STUKET U OCHOBBI MEXIyHAPOIHOTO MPOTOKOJIA;

ATHKY JIEJIOBOTO OOIICHUS;

MpaBHJIa PYCCKOTO SI3BIKA;
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— IpaBUJIAa PEUYEBOTO ITUKETA;

— IpaBUJIA IOJACPKAHUS U PA3BUTHUS MEKINYHOCTHBIX OTHOLICHU I

— IpaBUJIa IPOBEAEHUS IETOBBIX IEPETOBOPOB;

— IIpaBUJIa OpraHU3alUU IpUEMA ITOCETUTENEH;

— TIpaBHJIa CEpBUPOBKH YaifHOTO (KOEHHOr0) cTONa;

— TMOPSANOK NOATOTOBKU U JOKYMEHTHUPOBAHUS JI€I0BOM MOE3/IKH;

— HHTtepHeT-pecypcChl 7151 OCYIIECTBIEHUS TPEBEN-TIOJAEPHKKHI JEIOBBIX MOE30K;

— KOMIUIEKC OPraHM3alMOHHO-TEXHUYECKUX MEPOIPUITUI 1O NOATOTOBKE U IPOBEACHUIO
KOH()EPEHTHBIX MEPOIPHUSATHUI;

— mnpaBmwia oQOpMIICHUS TOKYMEHTOB, CO3/aBaE€MbIX B MPOIIECCE MOATOTOBKH U MPOBEICHUS
KOH(EPEHTHOT0 MEPOIPUSATHUS;

— COCTaB BHYTPEHHHUX M BHEIIHUX WH(POPMAIITOHHBIX TOTOKOB;

— PYKOBOJCTBO CTPYKTYPHBIX MOJIpa3/ieieHu i, 00pa3iibl MOAMUCEH UL, UMEIOLMX MPaBO

— TIOANMCAHUSA U YTBEPXKAECHUS JOKYMEHTOB, U OTPAHMYEHHUS 30H UX OTBETCTBEHHOCTH;

— BU/JIBI HOMEHKJIATYp JeJI, o01me TpeOoBaHus K HOMEHKIIAType JIeJ, TOPSI0K paboTh ¢ HEl;

— mnopsanok ¢opmMupoBaHUsS U OQOpMIEHHS A€, creuuuKy (HOPMUPOBAHUS OTAEITBHBIX
KaTeropuu el

— IpaBUJIAa XpPaHEHHUS JIe€J], B TOM YUCIIE C JOKyMEHTaMHU OTPAaHUYEHHOTIO JOCTYIIA;

— TIpaBWJia BbIJIAYM M HCIOJIB30BAHUS JOKYMEHTOB M3 CGHOPMUPOBAHHBIX J€d; IMOPSIOK
UCIIOIb30BAHUSl THUIIOBBIX MJIM BEJIOMCTBEHHBIX IE€pEYHEH JOKYMEHTOB, OIpEAEICHUS
CPOKOB XpaHEHHs B IIPOLIECCE IKCIIEPTU3BI IEHHOCTH JOKyMEHTOB;

— BHJIbI OMUCEH JIeNT OpraHu3aliy U MOPsIOK PadOThl C HUMH.

KonnmyectBo yacoB Ha OCBOEHHE Mporpammbl MpodeccHOHaIbHOro MOAYI (¢
ydgeToM mnpakTuku): 270 yacos.
dopma IPOMEKYTOUYHOM ATTECTALMU: IK3aAMEH KBAJIH( MKALMOHHBI .

AHHOTAIIAS ITPOI'PAMMBI YYEBHOM U ITPON3BOJICTBEHHON
INPAKTUKHA

[lopsimok opraHu3aly W TPOBEICHUS MPAKTUKA OOYYAIOIMXCS OMpEACsieH MPUKa30M
MunucrepcrBa obpasoBanus U Hayku P® m MunucrepctBa npocseueHust PO or 05 aBrycra
2020 1. Ne 885 /390 «O mpakTuyecKoi MOATOTOBKE OOYUAIOIIXCSI».

[Ipaktnueckass TOArOTOBKA MpPU MPOBEACHHU MPAKTUKA OpPraHU3yeTCs IyTeM
HEIMOCPEJCTBEHHOTO BBIMIOJHEHUSI OOYJAOIMMICS OMPEICICHHBIX BUIOB PabOT, CBSA3aHHBIX C
Oymymeli mpodeCcCHOHANBHOMN AEATENbHOCTBIO.

OO0pazoBarenpHas nporpamMmma Mpearnosaraet MPOXOKIACHUE y4eOHOM n
MPOU3BOJICTBEHHON MPAKTUKU. Y4eOHas MpaKTHKa B KOJIUYECTBE 4 HEAENb pean3yeTcsi B
KOJUTEJKEe, 4YepeaysiCh C HWHBIMH  KOMIIOHEHTaMH  00Opa30BaTenbHOM  IPOrpamMMbl
(paccpemoToueHO) B COOTBETCTBHHM C KAJICHAAPHBIM YYEOHBIM TPAPUKOM U YU4ECOHBIM ILJIAHOM.
[lpon3BoACTBEHHAs TMpakTHKa B KOJMYECTBE &8 HEIENb peain3yeTcs HEMpPephIBHO B
OpraHU3aIUAX, CBSI3AHHBIX C OyayIeld MpoQecCHOHATBHON IESATEIEHOCTHIO

IF'OCYJAPCTBEHHASI UTOI'OBASI ATTECTALIMS BbBIITY CKHUKOB.
dopMoil TOCYTapCTBEHHOHW HWTOTOBOHM arTtecrauu 1o cremuanbHocTH  46.02.01

«I[OKyMGHTaI_II/IOHHoe obecrieucHue YIpaBJICHUSA 151 APXUBOBCIACHUC) SABJIACTCA
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JIEMOHCTPALlMOHHBIA 3K3aMeH M JUIUIOMHas paboTa. ['ocymapcTBeHHas MUTOroBas arTecTalus
3aBepUIaeTcsd MPUCBOECHUEM KBANM(UKALIMU CHEUUATUCTAa CPEAHEr0 3BEHA «CHELHAIUCT IO
JIOKyMEHTAI[MOHHOMY OOECIeUeHHUIO YIpaBJIeHHUs U apXuBHOMY Jeny». llopsaok mposeneHus
TOCY/IapCTBEHHOM MTOTOBOM arTtecTauuu periameHTupyercs Ilpukazom MwuHOpoCBeeHUs
Poccun ot 08 HOs10pst 2021 1. Ne800 «O6 yrBepxknenuu Ilopsaka mpoBeaeHUs TOCyIapCTBEHHON
UTOTOBOM aTTecTallMM MO 00pa3oBaTeNbHBIM MPOrpaMMaM CpeIHEro MnpodeccuoHaTIbHOTO
oOpazoBaHus» (3apeructpupoBan MuHucrepctBom foctuniuu Poccuiickoit ®enepanuu 07
nekabpst 2021 1., peructpauuoHHbld Ne 66211). TpeboBaHus K coaepkaHHIO, O0bEMY U
CTPYKTYype IMIUIOMHON palOThl, W JEMOHCTPAIMOHHOMY 3K3aMEHY KOJUIC/K OIpENeNsieT B
OporpaMMe TOCYIapCTBEHHOH MTOroBOM arrecrauu M (OHAAX OLIEHOYHBIX CPEACTB,
pa3zpaboranHbIX B cooTBeTCTBUH ¢ TpeboBanusmMu GI'OC CIIO nmo crienuaibHOCTH.

3amaHus A JIGMOHCTPAllMOHHOTO — JK3aMeHa  pa3pabaThIBalOTCS HAa  OCHOBE
npo(eCCUOHANBHBIX CTAHAPTOB U C YUETOM OIICHOYHBIX MaTepuanoB, pazpadoTanHbix PI'BOY
JAIIO  «MHcTuTyT pa3BUTUsA IPOPECCHOHAIBHOTO  00pa30BaHUsS», IpPU  YCIOBUU HAIUUUsA
COOTBETCTBYIOLIMX MPOPECCUOHATBHBIX CTaHAaPTOB U MAaTEPHAJIOB.

B xome 'MA oueHuBaercs cTeneHb COOTBETCTBUS CPOPMUPOBAHHBIX KOMITETCHIIUH
BBIMYCKHUKOB TpeboBanusM @I'OC. [IA opraHu30BBIBacTCS KakK JIEMOHCTPAIUS BHITYCKHUKOM
BBITTOJIHEHUS OTHOTO MJIM HECKOJIBKMX OCHOBHBIX BUJIOB JIEATEIbHOCTH 110 CHEIHUATBHOCTH.

K rocymapcTBEHHONW MTOrOBOM aTTECTAallMU JOIMYCKAIOTCS JIMIA, BBINOJIHUBIIME
TpeOOBaHMUs, MPEIyCMOTPEHHBIE MPOTPaMMON M YCHEIIHO MPOIISANME BCE MPOMEKYTOUHBIE
aTTECTAllMOHHBIC MCIBITAHUS, MPEIyCMOTPEHHbIE MporpaMMaMy Yy4eOHBIX AMCLMIUIMH MU
npodeccuoHanbHbBIX Moxyned. HeoOxoaumbIM — yclioBHEM Jonycka K TOCyJapCTBEHHOM
WUTOTOBOM aTTeCTalluy SBJIAETCS NIPEJICTaBICHUE JOKYMEHTOB, IOATBEPKIAIOIMX OCBOEHHUE
oOydaronmMcs KOMIIETEHUUH IpU H3YdeHHM TEOPETHUYECKOro MaTepuala M IMPOX0KICH MU
MPAKTUKU 110 KaKJIOMY U3 OCHOBHBIX BUJIOB IPOPECCUOHATIBHOM AEATEIbHOCTH.

B xome rocynapCTBEHHOM HWTOTOBOM aTTeCTAllMd 4ICHAMU T'OCYAApCTBEHHOMN
JK3aMEHAIlMOHHOM  KOMHCCHUM  IIPOBOJUTCS  OLEHKA  OCBOEHHBIX  BBIIYCKHUKAMU
IpO(eCCUOHANBHBIX U OOIMX KOMIIETCHIIUH B COOTBETCTBUM C KPUTEPUSMH, YTBEPKICHHBIMU
00pa30BaTENbHBIM YUPEXKJICHUEM I10CJIE MPEIBAPUTEIBHOIO IOJIOXKUTEIBHOIO 3aKIOYEHUS
paboTronaresnei.

Jlunam, mpoleqIMM COOTBETCTBYIOLEe OOydeHHE B MOJHOM O00BEME M aTTECTALHUIo,
00pa30BaTeIbHBIMU YUPEKICHUSAMH BbLAAIOTCS JOKYMEHTBI TOCY/IapCTBEHHOIO o0pasiia.
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