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1.1. Hacrosmas mnporpamMma TOJATOTOBKM CIICIIMAMCTOB CpPEIHEro 3BEHa (Jaiee
[IICC3) no cneumnansHoctd 46.02.01 «/loxymMeHTalMOHHOE OOEcleueHrue YIpPaBJICHUS U
apXMBOBEJICHHE» CpEIHEro MpodecCHOHATbHOrO 00pa3oBaHUsl pa3paboTaHa Ha OCHOBE
(enepanbHOro rocyapCTBEHHOro 00pa30BaTENbHOIO CTaHJapTa CPEIHEro MpodeccuoHalIbHOTO
oOpaszoBanus no crneuuanbHocTd 46.02.01 «/lokymMeHTalMOHHOE OOecrieYeHHEe YIpaBJIEHUS U
apXuBOBEACHUEY», YyrBepxkAeHHOro IIpukazom MunucrepctBa npocsenieHus Poccuiickoit
Ddenepanuu ot 26 aBrycta 2022 1. Ne 778 (manee ®T'OC CIIO).

[IporpaMMa TOATOTOBKH CIICIIHAIIMCTOB CPEIHET0 3BeHa Mo creruaibHocTH 46.02.01
«JloKyMEHTallMOHHOE O00€ECIIEUEHUE YIPABICHUS M apXMBOBEACHHUE» pEIIaMEHTHUPYET LEJH,
OKUJaeMble Pe3y/bTaThl, COJAEPKAHUE, YCIOBUSA U TEXHOJIOTUU peaau3aluy 00pa30BaTebHOIO
Ipolecca, OLEHKY KauyecTBa MOATOTOBKU BBIITYCKHUKA IO CHENUAIbHOCTH M BKIHOYACT B ceOs:
y4eOHbIN MJIaH, pabo4ue MporpamMMbl y4eOHBIX KypcOB, MpPEAMETOB, AUCLUMIUIMH (MOIYNel ) U
Jpyrue Marepuasbl, OOeCleyMBalONMe KauecTBO IOJTOTOBKM OOYydalOIMXcs, a TakKe
OporpaMMbl y4eOHOH M IPOU3BOJCTBEHHOW IPAKTUKU, KaJeHJIApHbI yueOHbI Tpaduk u
METOJYECKUE MaTepuabl, o0ecrieunBarolme peann3anuio COOTBETCTBYIOILIEH
00pa3zoBaTeNbHON TEXHOJIOTHH.

Ilporpamma, peanusyemass Ha Oa3ze cpeaHero oOmero oOpa3oBaHUs, pa3padaTbIBaeTcs
oOpa3oBaTenbHOM OpraHu3anueil Ha OCHOBE TpeOoBaHUM (eaepalbHOrO TrocydapCcTBEHHOIO
o0Opa3oBaTrenpHOTO cTaHjgapra cpeaHero obOmero obOpazoBanus u ®I'OC CIIO ¢ yderom
nonydaemoit cnenuanbHoctu 46.02.01 «JlokymeHTanmoHHoe oOecreueHue YIpaBiIeHUS U
apxuBoBeaeHue» u Hacrosmen [ITICC3.

1.2. HopmartuBHBIE OCHOBaHMS Ui pa3pabOTKH OCHOBHOH 0Opa3zoBaTeIbHOMN
MPOrPaMMBbL:

- denepanpHbiii 3ak0H 0T 29 nexabpst 2012 1. No 273-d3 «O6 obpazoBaHuu B
Poccniickoit denepanumn»;

— [Tpukaz MunucrepcrBa npocseneHus: Poccuiickoit deneparnuu ot 26.08.2022 .
Ne 778 «OO0 yrBepkaeHHHM (¢enepalbHOI0 TroCyIapCTBEHHOTO 00pa3oBaTeIbHOIO CTaHAAPTA
cpenHero mpodeccuoHaIbHOTO 00pa3oBaHus 1o crnenuanbHocTH 46.02.01 «/lokymeHTanimonHOE
o0ecriedeHHe YIpPaBJICHUS U apXMBOBEICHUE» (3aperMCTpUpPOBAaH MUHHUCTEPCTBOM HOCTHIIMU
Poccuiickoit @enepanru 30.09.2022 Ne 70318);

- [lpuka3 MunnpocBemienuss Poccum ot 24 aBrycra 2022 1. Ne 762 «O6
yrBepkaeHun Ilopsiika opraHuzanuu U OCYLIECTBJIEHHS 0Opa30BaTENIbHON NEATENIBHOCTH I10
o0Opa3oBaTeIbHbBIM porpamMmmam CpEIHETO po(hecCHOHATBHOTO o0Opa3oBaHuUs»
(3apeructpupoBan MunuctepctBoMm rocturiuu Poccuiickoit ®enepaunu 21 centsops 2022 r.,
peructpannonHbiit Ne 70167);

- [lpuka3 Munnpocsemenuss Poccum ot 08 HosOps 2021 1. Ne800 «OO6
yreepkaeHun  [lopsinka mpoBeneHUs  TOCYNAapCTBEHHOW  MTOIOBOM  arTecTallMd IO
00pa3oBaTeIbHBIM nporpaMmmam CpeIHEero npodeccruoHanbHOr0 o0pa3oBaHUs»
(3apeructpupoBan MuHucTepcTBOM foctuiiuu Poccuiickoit deneparun 07 mexadbpst 2021 r.,
peructpanroHHbIi Ne 66211)

— [Tpukaz Munobpuayku Poccun m Munnpocsemenust Poccun ot 05 aBrycra 2020
r. Ne 885/390 «O mpakThueckod TMOATrOTOBKE OOyJarOImMXcs»  (3aperucTpupoBaH



MunucrepctBom toctunuu Poccuiickoit @eneparuu 11 centsiops 2020 r., perucTpariOHHBIN
No59778);

- IIpukaz MuHucTepcTBa Tpyaa U couranbHoOU 3anmThl Poccuiickon denepanuu ot
15 wrons 2020 roma Ne 333 "OO yrBepxkaeHuu mpodeccrmonanpHoro cranmapra 07.002
Cnenuanuct Mo OpraHU3allHOHHOMY U JOKyMEHTAI[MOHHOMY OOECIeueHUI0 YIpaBJICHUS
opranuzanuei" (3apeructpupoBan MunuctepcTBoM roctuiiuu Poccuiickoit @enepannu 15 urons
2020 roxa, per.Ne 58957).

- [TpumepHO# 0Opa3oBaTENBHOM MPOrpaMMON CpemHero MpodecCHOHATEHOTO
oOpazoBanusi no crneuuanbHocTH 46.02.01 JlokymeHTanmoHHOE OOecredYeHHe yIpaBJeHUs U
apXMBOBEJICHHE,  YTBEPXKICHHOW  mpoTokoiaoM  DenepanbHOro  yd4eOHO-METOIUYECKOTO
o0BeIMHEHHS B cCUCTEME cpeiHero mpodeccruonansHoro odpasopanusno YITIC 46.00.00
o1 06.10.2022 1. Ne 4 (3aperucTpupoBaHa B rocyJJapCTBEHHOM PeecTpe MPUMEPHBIX
obpazoBarenbHbIX mporpamm npukazom @I'BOY IAIIO UPIIO Ne [1-162 ot 07.04.2023,
perucTpauoHHbINA HOMep 70)

1. 3. [lepedeHb cokpameHu#, UCIOJIB3YeMbIX B TEKCTE TTPOTPAMMBI ITOJTOTOBKH
CIELNATIMCTOB CPEHETO 3BEHA.:
OI'OC CIIO — denepanbHbIN rOCYIapCTBEHHBIN 00pa30BaTeNbHbIN CTaHAAPT CPEIHETO
npodeCcCHOHaTLHOTO 00pa30BaHUS;
[IICC3 — mporpamma nMoAroTOBKU CHELHUATMCTOB CPETHETO 3BEHA,;
MK — mMexXauciuIiMHapHbli Kypc,
[IM — npodeccuoHaIbHBIN MOTYIIb,
OK — o01pe KoMIEeTEHIHN Y,
[IK — npodeccuonanbHble KOMIETEHIINH;

Paznen 2. O0mias XapakTepuCTHKA MPOrpaMMbl MOATOTOBKH CHEIUAJTHCTOB CpeIHEro
3BeHA

KBamnduxanus «CnenuaiiucT Mo JAOKYMEHTAlHOHHOMY OOECHEUYEeHHIO YIpaBJieHUS U
apXUBHOMY JENy» NPHUCBAMBACTCS BBIMYCKHUKAM TPOTPAMMBI TOATOTOBKH CHEIHANCTOB
CpemHero, peanuzyeMoil Ha 0a3e cpeaHero oOmero oOpa3oBaHUs, B COOTBETCTBHH C
KBamM(UKALMEeH CHerUaIiucTa CpPeJHEero 3BEHAa «CIEIUATNCT MO0 JOKyMEHTAI[MOHHOMY
00eCreueHHIO YIpaBJICHUS W apXUBHOMY Jely», ykazaHHoi B Ilepeune crnenuanbHOCTEH
cpemHero Mpo(ecCHOHAIBHOTO O0pa30BaHMS, YTBEPKIACHHOM IPUKAa3oM MUHHCTEPCTBA
npoceemieHust Poccuiickoit @epepanun ot 17 mas 2022 r. N 336 (3aperucrpupoBaH
MunucrepctBoM rocturiuu Poccuiickoit @eneparuu 17 utons 2022 r., peructpaiiuoHHbIA N
68887), ¢ M3MeHEHUsIMH, BHECEHHBIMU IpUKa30M MuHHCTepcTBa mpoceleHus: Poccuiickoit
®enepannu ot 12 mas 2023 r. N 359 (3apeructpupoBan MunucrepctBoM roctuiinu Poccuiickoit
®enepaunn 9 urona 2023 r., perucrpaunonsbiii N 73797).

@opMbl  moNydeHHUS OOpa3OBaHMS: JOMYCKAaeTCs TOJBKO B MPOQECcCCHOHATBHOM
00pa30BaTeNbHON OpraHHW3aIluy WM 00pa30BaTEIbHOM OpPraHW3allMHd BBICHIETO 00pa3oBaHUs
®opma o0ydeHust: OYHasl.

OO0BvemM 00pa3oBaTeNbHON MPOTPAMMBI, peaiu3yeMol Ha 0a3e cpeaHero ooOIero
oOpa3zoBanus: 2952 akaIleMHYEeCKUX Jaca.



Cpok nonydeHusi 00pa3oBaHus MO 00pa30BaTEeIbHONW MPOrpaMMe, pealnu3yeMon Ha Oasze
cpennero obmero oopazoBanus: 1 rox 10 mecsies.
TpynoeMKoCTh 00pazoBaTENBHON MporpaMMBbl Ha Oa3e cpeHero olIero 0opa3oBaHUS:

OO0yueHue 10 JUCIIMITIMHAM Y MEKIUCIMITIMHAPHBIM Kypcam 59 wen.

YyeOHast mpaKTHKa 13 ven.

HpOI/BBO,Z[CTBeHHaSI IMpaKTHUKa

JlabopaTopHo-3K3aMEHAIMOHHAST CECCHIIS 4 Hen.
['ocymapcTBeHHast UTOrOBas aATTECTAIH 6 Hen.
KannkynsipHoe Bpems 13 wen.
Htoro 95 Hen.

[lpu oOyveHWU 1O WHIUBHIYATLHOMY TIJIaHY CPOK IOJTY4eHHS] 00pa30BaHUs COCTABJISET
He OoJyiee cpoka TONydeHUs: 0Opa30BaHUS, YCTAHOBJICHHOTO JUISi OYHON (DOpMBI OOyYIEHHS IO
CIEIUATBHOCTH.

[Tpn oOydeHHH 1O WHIMBUYATBHOMY YI€OHOMY IJIaHY OOYIarONIXCsl MHBAITUIIOB U JIHII
C OI'PAaHHUYCHHBIMHU BO3MOXHOCTAMHU 3O0POBBA CPOK IMOJIYUCHUA 06pa3013aH1/1$[ MOXET OBITh
yBeNnu4YeH He Oonee 4eM Ha 1 TroJ MO CpaBHEHHUIO CO CPOKOM TMOJy4eHHUs! 0Opa3oBaHMS,
YCTaHOBJICHHOTO ISl OYHOM (POpMBI 00YUEHUSI 1O CIICIIHATLHOCTH.

Pa3neu 3. Xapakrepucruka npodg eccuoHAJIbHOM A€ TeJIbHOCTH BhINYCKHUKA

3.1. Obgacth  npoecCHOHAJILHON  JIeSITEJIbHOCTH  BBIMIYCKHUKOB: 07
AIIMHHHCTPAaTHBHO-YIIpaBJieHUYeCKass W oducHas nesrenbHOCTh (Tabnuiia NpHIIOKEHHUS K
npukazy MuHHCTEpCTBA Tpy/a U colManbHOM 3aumthl Poccuiickoit ®denepannu ot 29 ceHTIOps
2014 r. N 6671 "O peectpe mpoecCHOHANBHBIX CTaHIAPTOB (TepeyHe BHJIOB
npodeCcCuOHATBFHOMN IeITeIbHOCTH)" (3aperucTpupoBaH MUHUCTEPCTBOM IocTUIIMH Poccuiickoit
Oenepartuu 19 Hosi0ps 2014 1., perucrpanmonubiii N 34779), ¢ u3MeHEHUEM, BHECCHHBIM
npukazoM MuHHCTEpPCTBA Tpyda U coluanbHOW 3aumThl Poccuiickoit ®denepanuun ot 9 mapra
2017 1. N 254n (3apeructpupoBaH MwuHHCTEpCTBOM tocTuIluM Poccuiickoit denepannu 29
mapra 2017 r., peructpanuoHHbiii N 46168)).

BBINyCKHUKI MOTYT OCYIIECTBIATH NPO(ECCHOHANBHYIO ACATEIBHOCTh B JAPYTUX OOJIACTSIX
npodeCCHOHATBHON JesATebHOCTH W (W) cdepax mpodecCHOHAIBHONW ACSITEIbHOCTH TIPH
YCIIOBUHM COOTBETCTBHS YPOBHS MX 0Opa30BaHMS U NMOJIYYEHHBIX KOMIIETEHIIMN TPeOOBaHUSAM K

KBaNU(PUKAUKU PAOOTHHUKA.

3.2 CootrBeTCcTBHE npo¢ e CCHOHAJIBHBIX MOayJIeH NPUCBaNBaeMbIM

KBAJIH(pUKAIMAM:

HarmenoBaHue OCHOBHBIX HanmeHnoBanve npodeccroHanbHBIX MOMyJieit U HaumenoBanue

BUJIOB J€STENBHOCTU MEXIUCLMIUTMHAPHBIX KypPCOB kBayMpuKaipm 6a30Boi
HOJTOTOBKH

OcymiecTBieHne I[IM.01 OcymiecTBieHMe OpPraHM3aIMOHHOIO | CIIEIMAJIICT TI0
OpraHU3a1MOHHOTO U | TOKyMEHTAIMOHHOTO 00€CTIeUeHHS 1€ATEIbHOCTH JIOKYMEHTaLIMIOHHOM Y
JIOKYM EHTa1IMIOHHOTO opraHu3alyu o0ecTieueHIIO



consultantplus://offline/ref=E755AF0DFCDEDDA1A9523EEF6AB2C246369EECE9E0F59FEFC7C18FCFFF2693C6C37DED58F57894F6F9074B8149D3BD8A866C2F6CE8561FEAPBj0F

obecrieueHust 1eITeILHOCTH yIpaBiIeHus U
opraHv3aImn ApXUBHOMY 1Ty
Opranmzaims apXuBHOU I[IM.02 Oprammsampss  apXuBHOW pabOTBHI  TIO CTICIMATIUCT TI0
paboTHhI MO TOKyMeHTaM JIOKYMEHTaM OpraHM3aiMii pa3MdHbIX  (QopM JIOKYM EHTaIIIOHHOM Y
OpraHM3aImi pa3indHbIX COOCTBEHHOCTH obecrieueHro
(hopM coOCTBEHHOCTH yIIpaBJICHW 1
apXUBHOMY JeJy
Ocgoenre BunioB padormo | [IM.03 Beimomsenrie paboT 10 OXHON WK CMCIMATIUCT TI0
OJTHOW WM HECKOJIbKUM HECKOJILKAM TIpodeccrsiM padoduX, JODKHOCTSIM JTIOKYM EHTaIIIOHHOM Y
npodeccrsiM padoumXx, cinyxanmx (BeimonHenne pabor mo paboueit obecrieyeHro
JIOJDKHOCTSIM CITY>KaIIX npoecCul CeKpeTapb-MallIMHICTKA) yIIpaBJICHWS U
apXUBHOMY 1€y

Paznen 4. TpeOGoBaHusi K pe3yJbTaTaM OCBO€HHUsI OCHOBHOI 00pa3oBaTe bLHOM
NMporpamMMel
4.1. O6ume KoMMeTeHIUH

=
E
=
EE | ommerammn Buastu, yweuus
§
<
OK 01 Br16upaTh crioco0b Ymenus:
peleHus 3anaq pacro3HaBaTh 3a/1a9y WM podsieMy B NpodecCcHoHaTEHOM
npodeccroHaIbHON WWIN COLMAIbHOM KOHTEKCTE; aHAJIM3HPOBATH 3a7aqy W/
JeSTELHOCTH npo0JIeMy U BBIIEISITH €€ COCTaBHBIC YaCTH; ONPEACIIATh
TPYUM €HAT €JTHHO 9Tarbl PeIICHHUs 3a]a4H; BBISBIATH H 3()PEKTUBHO HCKATh
K pa3jMYHbIM KOHTEKCTaM | MHOpMaImio, HeOOXOAMMYIO IS PEIICHUs 3a7a4u Win
NpoOJIEMBbI; COCTABIATH IUIAH JEHCTBUS; OTPEIETIATh
HEO0O0XOMMBIE PECYPCHI; BIAJACTh aKTyaJbHBIMHU METOIaMU
paboThI B poheCCHOHANIBLHON M CMEXXHBIX cepax;
peanm3oBBIBATH COCTABJICHHBIN IUIaH, OIICHUBATH PE3yJbTAT U
TIOCJICICTBUS CBOMX JIEHCTBHUI (CAaMOCTOSTEIHLHO WIH C
TIOMOIIBI0 HACTABHUKA)
3HaHuq:
aKTyaJbHbINA MPO(ECCHUOHATBHBIA 1 COIMAJILHBIN KOHTEKCT, B
KOTOPOM TIPHXOAHTCSI Pa0OTATh M KUTh; OCHOBHBIE MCTOYHUKU
nHQOpMAIMK U PECypChI IS peIICHHsT 3a]1a4 U po0JieM B
Mpo(heCCHOHAILHOM W/HWIA COLMAIbHOM KOHTEKCTE;
aJITOPUTMBI BBITIOJIHEHKST PaboT B NpoheCcCHOHANBHON U
CMEKHBIX 00JIACTSIX; METO/IBI Pa0OTHI B MPO(eCCUOHATTLHON U
CMEXHBIX c(epax; CTPYKTYpy IUIaHa JJIsl peIleHus 3a1a4;
TIOPSAZIOK OLICHKU PE3yJIbTAaTOB PEIICHHS 3a/1a4
Mpo(heCCHOHAIILHOU JTeSTEILHOCTH
OK 02 Hcnonb3oBath YMeHUs: ONpeIesIATh 3a1a4u 11 TIoUcKa HGOpM aIiy;
COBpPEMEHHBIE CPeJICTBA OnpeIeIsATh HeOOXOIUMbIe HCTOYHUKH MH(OpMAaImK;
TIOMCKa, aHaJIM3a IUTAHUPOBAThH MPOLIECC TMOUCKA; CTPYKTYPHUPOBATH TIOITYIAEMYIO
Y UHTEPHpEeTaIN MHPOPMAIMIO; BBIICISATH HANOOJIEE 3HAUNMOE B MIEpeIHE
HHpOpPMATHH, MHPOPMAIMK, OLCHHBATH MPAKTHUIECKYIO 3HAYUMOCTh
1 MHPOPMAIIFIOHHBIE Pe3yJIbTaTOB MOKUCKA; OPOPMIATH Pe3yIIbTaThI IOUCKA,
TEXHOJIOTUU ISt MPUMEHITH CPeICTBA MHPOPMAIIMOHHBIX TEXHOJIOTHI IS
BBITIOJIHCHKS 337124 pemeHnst poeCCUOHATBHBIX 3a/a4; HCTIONIb30BaTh
npo¢eccroHaIbLHON COBPEMEHHOE NPOrpaMMHOE 00ecIeyeHHe; HCTIONIb30BaTh
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JesATeNHLHOCTH pas3y4Hble 1M(PPOBBIE CPEICTBA [T PEILICHHS
npodecCHOHANIBPHBIX 3a7ad.
3HaHUA: HOMEHKIATypa HHYOPMAIMOHHBIX HCTOYHHUKOB,
TPUMEHSIEMBIX B TIPO(heCCHOHAIBHON JIESITEeILHOCTH; IPUEMBI
CTPYKTYypupoBaHus nHpopMaimy; GopMaT 0QopMIICHUS
Pe3yAbTaTOB MOMCKA UHPOPMAIMH, COBPEMEHHBIE CPEACTBA U
ycTpoicTBa MHGOPMATH3ALMY; MOPSIOK UX MPUMEHEHUs U
nporpaMMHoe obecriedeHre B podecCHOHaTLHON
JIeSITEILHOCTH B TOM YHCJIE C HCTIONIb30BAaHUEM LI(POBBIX
CPEACTB.

OK 03 [InannpoBath YMeHus: onpeaeiaTh aKTyalbHOCTh HOPMaTHBHO-TIPABOBOM
U pear30BhIBATh JIOKYMEHTaIMM B TIPO(eCCUOHANBHON J1eSITENbHOCTH;
coOCTBEHHOE IPUMEHATH COBPEMEHHYIO HAYYHYIO MPO(eCcCHOHATIbHYIO
npodeccroHaIbHOE TEPMHUHOJIOTHIO; OIPEIEIATh U BHICTPauBaTh TPAEKTOPHH
1 JIMYHOCTHOE pa3BUTHE, npo(heCCHOHATBEHOTO Pa3BUTHS U CaMO0OPA30BAHNS; BBISBIATD
TpeINPUHAM AT EITbCKYIO JOCTOMHCTBA M HEJIOCTATKH KOMM epUeCKOU HIIeH;
JeATeNbHOCTD MPE3EHTOBATh WIEH OTKPHITHS COOCTBEHHOTO JeJia B
B IpO(he CCHOHATBLHON npo(heCCUOHATBHON JeATENbHOCTH; O(POPMIATH OU3HEC -IUIAH;
cdepe, UCTIONB30BATh paccUYUTHIBATh pa3Mepbl BHIUIAT TIO MPOIEHTHBIM CTaBKaM
3HAHWS 110 PABOBOW M KpeUTOBAHUS; ONpPeAeIsITh NHBECTULIMOHHYIO
(MHAHCOBOI TPaMOTHOCTH | MPUBJIEKATEIHHOCTH KOMMEPUYECKUX HIIeH B paMKax
B PA3NIMYHBIX KU3HCHHBIX npoeccHoHaNBEHON e TENFHOCTH; PE3eHTOBATH OM3HEC-
CUTYaIsIX WJIC10; ONPEAEISATh HICTOYHVKH (PUHAHCHPOBAaHHS

3HaHus: coaepKaHue aKTyaJbHON HOPMATHUBHO-TIPABOBOM
JIOKyMEHTalluM; COBPEMEHHAs Hay4YHasl M MPOQeCcCUOHaIbHAS
TEPMMHOJIOTHS; BO3MOXKHBIE TPACKTOPUU TPO(heCCHOHAILHOTO
pa3BUTHS U CaM000pa30BaHKST; OCHOBBI

Tpe AMPUHAMATETBCKON JIEeSITELHOCTH; OCHOBBI (DMHAHCOBOM
TPaMOTHOCTH; TIpaBWIa pa3padOoTKu OM3HEC-TUIAHOB; MOPSIIOK
BBICTPaMBaHUs MPE3CHT ALY, KpeAUTHbIE OaHKOBCKHE
HPOJYKTHI

OK 04 D¢ddexTuBHO ‘YMeHusi: OpraHM30BbIBaTh PA0OTY KOJUIEKTHBA U KOM aH/IH,
B3aMMOJIEHCTBOBATh B3aMMOJIEHCTBOBATH C KOJUIETaMH, PYKOBO/ICTBOM, KIIMCHTAaMH B
1 paborarhb xoJ1e TpodecCHOHATLHOM IeSITEIIHHOCTH
B KOJUIEKTHBE M KOMaHJIE 3HaHMS: TICUXOJIOTHIECKUE OCHOBBI A€ TEIHHOCTH

KOJUIEKTHBA, TICUXOJIOTHIECKHE OCOOCHHOCTH JIMTHOCTH,
OCHOBBI IIPOEKTHOM J1€SITeIbHOCTH

OK 05 OcyIecTBIATH YCTHYIO YMeHus: rpaMOTHO M3J1araTh CBOM MBICJIM W OOPMIISATH
Y TIICHM €HHYIO JIOKYMEHTBI 110 TIPO(eCCUOHATIBHOM TeMaTHKe Ha
KOMM YHHKAIIO TOCYZIapCTBEHHOM SI3BIKE, IPOSIBIISITH TOJICPAHTHOCTD B
Ha TOCYJapPCTBEHHOM SI3bIKE | pab0oyeM KOJJICKTUBE
Poccwuiickoit @eaepaimm ¢ | 3HaAHMSA: OCOOEHHOCTH COLMANILHOTO U KYJIbTYPHOTO
y4€TOM 0cOOeHHOCTEN KOHTEKCTa; paBwia O(GopMIIeHNs JOKYMEHTOB
COLMAJILHOTO 1 TIOCTPOEHUSI YCTHBIX COOOIICHHUI
1 KYJIbTYPHOTO KOHTEKCTa

OK 06 IIposiBASITE TrpaXaaHCKoO- YMeHus: OIMCHIBATE 3HAUNMOCTE CBOESH CIIeMAJIbHOCTH;
MaTPHOTHY €CKYIO MPUMEHATH CTAHIAPThl AHTUKOPPYIIMOHHOTO TIOBE I CHHUSI
TIO3HIIHIO, 3HaHuA: CYITHOCTH MPakJaHCKO-TIATPUOT MM ECKON MO3HIIHH,
JIEMOHCTPHPOBATh 0011Ie Y eJI0BeY €CKHX IICHHOCTEH;

OCO3HAHHOE TIOBEJICHHE
Ha OCHOBE TPaUIIOHHBIX
POCCHICKHX JTYXOBHO-
HPABCTBEHHBIX IICHHOCTEH,
B TOM YHCJIE

3HAYUMOCTH NPO(ECCHOHAIBLHON JIEATEIbHOCTH IO
CICIMAJIEHOCTH,

CTaHIapThl AHTUKOPPYIIMOHHOTO TIOBEACHUS U TIOCIIEICTBHS
€r0 HapyIICHHS




C y4€TOM rapMOHM3aLHN
MEKHALIMOHAJIbHBIX
U MEKPEIUTHO3HBIX
OTHOUICHUH, NPUMEHATH

CTaHIaPTHI
AHTHUKOPPYILMOHHOTO
TIOBE ICHUS
OK 07 ConeiicTBOBaTh YMeHus: co0oarh HOPMbI SKOJIOTHIECKOM 0€30MaCHOCTH;
COXPAaHEHHIO OKPY)KAIOIIEH | OmpenessTh HalpaBJICHHs pecypcocOepeskeHus B paMKax
cpensl, npoecCHOHATBEHON JIEATENPHOCTHU IO _ CIICIMATIEHOCTH,
pecypcocOepexeHHO, OCYIIECTBIIATH PabOTy C COOITIOICHIEM TIPHUHIATIOBR
MPUMEHATH 3HAHUS OepeKIIMBOro MPOM3BOACTBA OPraHM30BHIBATH
00 I3MEHEHNH KJIMMaTa, npoeCcCHOHAIBHYIO JeATEIbHOCTD C Y4€TOM 3HaHUM 00
HPUHIMIEL  GePeKITUBOrO 3MEHEHNH KJIMMAaTHYECKHX YCIIOBHI pervoHa
pOHU3BOACTBA, 3HaHMA: paBWIA YKOJIOTMIECKON 0€30MacHOCTH PU BEICHUH
a¢dekTrBHO JIeHicTBOBATH B | IPOQECCHOHATBHON JIesTEIBHOCTH; OCHOBHBIE PECYPCHI,
YpEe3BbIUANHBIX CUTYAIMsAX | 3a/IeiCTBOBaHHBIC B PO(ECCHOHALHON /e TEeHLHOCTH,
MyTH 00eCTICYCHUS PECyPCOCOePEKESHNS ; IPHHIATIHT
OepeKIMBOro MPOM3BOJCTBA; OCHOBHBIE HAIPABIICHHS
3MEHEHMs] KIIMMAaTHIEeCKUX YCJIOBUI perroHa
OK 08 Hcnonb3oBaTh cpesicTBa YMe HUSA: UCTIONB30BaTh (DM3KYJIBTYPHO-03/I0POBUTEIILHYIO
(GMBIMECcKO KyIbTYpBI A | JEATEIbHOCTD IS YKPETUICHUS 3T0POBbS, TOCTIDKCHHS
COXpaHEeHUs KIM3HCHHBIX U MPO(eCCHOHATBHBIX IIeTIe,
U YKpEIUICHUs 310pOBbs MPUMEHATH PalMOHANIbHBIE NPUEMBI ABUraTeNbHBIX (DYHKIMHA B
B IpoLecce npodeccHoHaNbHON AesATENbHOCTH,
npodeccroHaIbHOM TOJIb30BATHCS CPEICTBAMH NPOMIIAKTUKY TIepEHATPSKEHIS,
JeSTEILHOCTU XapaKTEePHBIMU JJIs JAHHOM _ CTIEIMAJIbHOCTH
U NOJ € PrKaHuA 3HaHusA: poib PBUYECKON KyIbTYPBI B OOIIEKYIHTYPHOM,
HEOOXOIMMOTO YPOBHS npo(heCCHUOHATBHOM U COLMAIBHOM Pa3BUTUU YEJIOBEKA;
pu3raeckoi OCHOBBI 3/10pOBOr0 00pa3a *KU3HH, yCIOBHs
MOJITOTOBJICHHOCTH npodeccroHaTbHON e TEIbHOCTH U 30HbI PHCKa
(U3MYECKOro 370pOBbs ISl CIIELHAILHOCTH,
cpeAcTBa NPOQIWIAKTUKN NepeHANPSKEHUS
OK 09 [Tome30BaThCs YMeHMS: TOHUMATh OOIIMIA CMBICT Y€TKO NPOM3HECEHHBIX
npodeccroHaIbHON BBICKA3bIBAHHI HA M3BECTHBIE TEMBI (TPoeCcCrOHANBHbBIE U
JIOKyMEHTa1me i OBITOBBIE), TOHUMATH TEKCTHI HAa 0a30BbIe MPOdeCcCHOHATbHBIE

Ha rocyaapCTBCHHOM
1 MHOCTPAHHOM A3bIKaX

TEeMBI; y9aCTBOBATh B IMAJIOraX HA 3HAKOMBIE 00TIHe

U nipopeccroHaNbHBIE TEMBI;

CTPOHTH MPOCTHIC BHICKA3BIBAHKS O ce0e 1 0 CBOCH
npodeCcCHOHATIFHON e TEIHHOCTH,

KpaTKo 00OCHOBBIBATH U O0BSICHATH CBOU ICHCTBUS (TEKYIIIHE
U TUIaHUPYEMBIE);

MMCATh MPOCTHIE CBSA3HBIC COOOIICHNS HA 3HAKOMBIC WITH
UHTEpecyrolye mpodecCHoHATbHBIE TEMBI

3HaHuq:

MpaBWIa TIOCTPOCHUS TIPOCTHIX U CIIOKHBIX TPEIJIOKEHHN Ha
npo)eCCHOHAITLHEIE TEMBI;

OCHOBHBIE O0IICYIIOTPEOUTEIIbHBIC Taroibl (OBITOBAS U
npo)eccroHaTbHAsI JICKCHKA);

JIEKCUIECKHUA MUHUMYM, OTHOCSITIIMKACST K OTMCaHHIO
MPEeIMETOB, CPEJICTB U MPOIIECCOB MPOQECCHOHATIBHOM
JEATEIILHOCTH, 0COOCHHOCTH MPOM3HOMICHUS

MpaBWIa YTEHUS TEKCTOB NPOdeCcCHOHATEHOM
HANpPaBJICHHOCTH
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4.2. llpo¢peccuonanibHble KOMIIETE HIIUH

Buasbl Koa n IMoka3are/iu 0CBOEHHsI KOMIETEH MU
AesTebLHOCTH HauMe HOBaHHe
KOMIIe TEH I N
OcymecTBieHue K 1.1. HaBpiku: momydenre HeOOXONMMOH HMHPOPMAIH |
opranmaiponHoro ¥ | OcCymecTBIsTh mepesada  CAHKIMOHMPOBAHHOM — HMHpOPMAIMH  C
JIOKYMEHTaIIMOHHOTO npuéM-Tiepe1avy UCTIONIb30BaHUEM  CPEICTB  MHPOPMAIMOHHBIX |
obecrieyeHus yIpaBJIeHI€CKON KOMM YHUKAIIOHHBIX TEXHOJIOI Ml
JeSITeNIbHOCTH MHpOpMAaIMHK C YMeHusI: UCTONb30BaTh CPEeICTBA MHPOPMAIIMOHHBIX U
OpraHM3aIyu MOMOIIBIO CPEJICTB | KOMMYHUKALIMOHHBIX TEXHOJOTH [UI1 TIONyYeHHs |

HMHPOPMAIMOHHBIX U
KOMM YHUKAIAOHHBI
X TEXHOJIOT UM

nepenady  wHGOpMAIWMK; BECTH W WCIONB30BATh B
pabore 0a3y KOHTAKTOB OpraHM3AIWM; BECTU YUETHBIC
perucTpalMoHHble  (OpMBI, WCTONB30BATh WX  JJIS
uHpopMaIMoHHO paboThl W PaboOTHl TIO KOHTPOJIO
VICTIOJTHSHUSI TIOpYY e HUL; YCTaHABIIMBATh u
MO/ICPXKMBATh KOMMYHHUKAIMH B TPOLIECCE JIEJIOBOTO
OOIIEHNS C TIOMOLIBI0 CPEACTB HMH(POPMAIMOHHBIX H
KOMM YHHKAIMOHHBIX TEXHOJIOTHi; CTJIAKHMBATh
KOH(DJIMKTHBIE W CIJIOKHBIE CHUTYaIlMH MEXXJINYHOCTHOTO
B3aUMOJICHCTBIS; COOMIOAATH CITY)KCOHBIH ITHKET;
obecrieunBaTh nH(pOpMAaIMOHHYIO 0e30macHOCTh
JeSITeIBHOCTH OPraHU3aIIHH.

3HaHMsA: HOpPMAaTHBHBIE NPaBOBBbIE aKThl Poccuiickoii
denepami B ctepe WHQOPMAIMOHHBIX U
KOMM YHHUKAIMOHHBIX TEXHOJIOTHIL; CTpPYKTypa
opranmaimy, e€ 3amaud W (QyHKIMM; TpaBWia
IPOBEICHUS [€JIOBBIX IEPErOBOPOB; 3THKA JEJIOBOrO
OOIICHMS; TpaBWIa pPEYeBOro JITHKETa; MpaBWiIa
MO IEPrKaHUS u pa3BUTHS MEKIIMYHOCTHBIX
OTHOIICHNH; TPeOOBaHUS OXPaHBI TPYIA.

K 1.2.
KoopauHuposath
paboTy nmprieMHOM
PYKOBOIUTEIIS, 30H
mpreMa pas3IidHbIX
KaTeropuu
roceTHurenei
OpraHm3aIin

Hasbixkn:kKoopamHaims paboTs TPHEMHOM
PYKOBOOUMTENII M 30H IpUEMa pPas3IMYHBIX KaTEeTrOpHi
TOCETUTENIeH OpraHm3aliy

YmeHnus: BCTpPEUaTh  IIOCETUTENIEH,  TONy4aTh
MIEPBUYHYIO MHPOPMATHIO 0 TOCETHUTETISIX,
YCTaHABIMBATh TOPSNOK TpuéMa Uil PasIddHbIX
KaTeropuu MOCETHUTENE; BECTHU y4€ETHBIE

perucTpalponHbie (OpMbl MO NMPUEMY MOCETHTENEH U
ohopMJIITH TPOIyCKa; BECTH MpuéM, Mepenady u
OTHpPaBKy JIOKyMEHTOB; OpraHM30BBIBATH u
OpOHMPOBATH TIEPETOBOPHBIE KOMHATHI; CEPBUPOBATH
yaiieple (koeliHpie) CcTONMBI B odwuce; MPUMEHITH B
pabote cpeacTBa MH(OPMAIMOHHBIX u
KOMMYHHKAIMOHHBIX TEXHOJIOTUH; MPUHUMATH MEphI TI0
COXPaHEHHIO KOH(UIEHIMAILHOW WHpOpMAIK B XOJe
npuéma NOCETUTEIIEH.

3HaHMsA: HOpMAaTHBHBIE NpaBOBbIE aKThl Poccuiickoit
Odenepamyt Mo  3ammre uHQopMarmu M pabore ¢
oOpalmeHNsIMUA TpaXkIaH;, CTPYKTypa OpraHM3alud u
pacnpenenenre  QYHKIMHA, MEXIY CTPYKTYPHBIMH
HOZpa3eICHISIMU U CIIELMAIUCTAMUY;

MpaBWId OpraHM3aly MPUEMA MOCETUTENIEH; ITUKET U
OCHOBBI ME)KIYHAPOIHOI0 NPOTOKOJIA; 3THKA JEJIOBOrO
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0OIIeHus; PaBWIa PeYeBOro ITHKETA.
MpaBWia CEPBUPOBKU uYaiiHoro (kodeitHoro) crona;
TpeOOBaHUsI OXpaHbI TPYAA.

IIK 1.3.

BiageTs HaBBIKAMH
IUIAHUPOBAHUSA
pabodero BpeMeHU
PYKOBOZUTEIIS U
cekperaps

HaBbikn:  nianmpoBamwe  pabodero
PYKOBOZIHTEIISI © PabOYETo THSI CeKpeTaps

BpEMEHH

YMmenus: BbIOMpaTh  (OpPMBI  IUIAHMPOBAHUA U
0(hOpMIIITH TUIAHUPOBIIMK (OpraHaiizep) pyKOBOIUTEIS
W CeKpeTaps; YCTAaHABIMBATH IICJH, ONPEICIAThH
MPUOPUTETHOCTh M OYEPETHOCTH BBITIOJHEHHSI PadOT U
3¢ PeKTUBHO pacrpeaeiiaTh pabouee BpeMS;
COIJIacOBBIBATh BCTPEUM U MEPONPUATHS M BHOCHUTH
HMHPOPMATIIO B TUTaHUPOBIIHK (opramnaiizep);
nHQOPMHUPOBATH  PYKOBOIWTENST O  NPHOJMDKCHHH
BPEMEHH M perjlaMeHTe 3aIUlaHAPOBAHHBIX BCTPEY H
MEpONPHATHI;  BHIOMPaTh  ONTHUMAJbHBIE  CIIOCOOBI
BHEIIHETO M  BHYTPEHHETO  MH(OPMHUPOBAaHUS O
IUIAHUPYEMBIX MEPOIPUSTHSIX; obecrieurBaTh
uH(pOpMaIMOHHYIO 0e30MmacHOCTh JeATENLHOCTH
OpraHm3aly; TOpUMEHITh B paboTe  cpencTsa
MH()OPMAIMOHHBIX Y KOMM YHHUKAIIMOHHBIX TEXHOJOTHH

3HaHMs: HOpPMAaTHBHBIE NPaBOBBIE aKThl Poccuiickoit
Oenepampm B chepe MHPOpMAIMOHHON OE30MACHOCTH;
CTPYKTypa U CIelM(pHKa OCHOBHOM JeSATEILHOCTH
OpraHM3alliy; OCHOBBI YIPABJICHUS BPEMEHEM;
MpaBWwia TPOBEJCHUS JICIOBBIX TIEPETOBOPOB;
JIEJIOBOTO OOMICHNUS; TPpeOOBaHKS OXpaHbl Tpy/a.

OTHKa

IK 1.4.
OCyIIeCTBIATh
TIOZITOTOBKY
JICTIOBBIX  TIO€3JI0K
PYKOBOIHTEJISI "
Apyrux

COTPY/THHKOB
OpraHM3aIin

HaBbiku: OpraHv3alys JIEJIOBBIX MOE3T0K
PYKOBOIUTEJISL U IPYTHUX COTPYAHUKOB OpraHW3alI

YMeHusi: cocTaBiATh ¥ OQOPMIATH JOKYMEHTBI JIJISI
JIEJIOBBIX I0€3[10K; OCYILUECTBIATE TPEBEN-TIOAIEPKKY
JCJIOBBIX IIOC30K, COIJIaCOBBIBATH C HpPII-IPIMElIOH.[CfI
CTOPOHOM TPOTOKON IUIAHAPYEMBIX MEPONPUSITUA U
(hopMHpOBATH MPOrpaMMy JIEJIOBOU TOS3IKY;
HCIIONIb30BATh cpencTsa MHPOPMAIMOHHBIX u
KOMMYHUKAIIMOHHBIX ~TEXHOJIOTHA il o0ecreveHus
B3aUMOJICHCTBUS C PYKOBOJUTEIEM BO BpeMs €TO
JIETIOBOM Moe3 KK, 0OPMIIATh OTUYETHBIC JJOKYMEHTHI O
JICIIOBOM TIOC3IKE.

3HaHuMsA: HOpPMATHBHBIC TPaBOBBIE aKThl Poccwuiickoi
denepaiym B cepe opraHmzaly 1€I0BOH MOE3IKY;
NOPSIIOK TIOATOTOBKU M JOKYMEHTHPOBAHUA J1E€JIOBOM
noe3nky; MHrepHeT-pecypchl ANl OCYLIECTBIICHUS
TpeBEI-TIOAJEPKKH JI€JIOBBIX MO€3]10K; 3TUKET U OCHOBBI
MEXIYHAapOLHOIO  TPOTOKONIA;  ATHKAa  JIEJIOBOTO
ob1eHnst; TpeOOBaHUS OXPaHbl TPyAa.

IIK 1.5. Bnagers
crocobaMu
OpraHu3aIn
pabouero
MPOCTPaHCTBA
NIPUEMHONH U
KaOuHEeTa
PYKOBOJIUTEIIS

HaBbiku: OpraHu3ars " TIO/1/1e pKaHNe
(YHKIMOHAILHOTO pabovero MpoCcTPaHCTBA

YMeHusi: OpraHM30BBIBATH  pabodyee MECTO B
COOTBETCTBMM C  TpeOOBAHMAMHU DJPrOHOMUKH U
KyIbTYphl Tpyna; oOecreuyrBaTh pabodee MeCTO H
(hyHKIIMOHATEHOE pabouee TPOCTPAHCTBO
HEOOXOIUMBIMH cpelicTBaMU OpraHU3aIMOHHON
TEXHHKY, MeOenio u KaHIIEIPCKIM U
TPHHAJIEKHOCTSIMY; TIOJIICP’KUBATH cpelcTBa
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OpFa}H/ISaIII/IO}H{Oﬁ TCXHUKH B pa60qu COCTOSHUM.

3HaHu: TpeOoBaHu OXpaHbI Tpyna,
MPOM3BOJCTBEHHOM  CAaHWTApHH,  NPOTHBOIOKAPHON
3aIlUTHI, OCHOBBI TMPAaBWILHOW OpraHM3ali TpyAa H
METOABl TOBBIIICHUS €ro AP(EeKTUBHOCTH, BHIIBI
OpraHM3alMOHHON TEXHMKH U NOPSAJOK paboThI C Hell.
K 1.6. HaBbikn: opraHmaiysi TMOATOTOBKM U TPOBEJICHUE
OcyImecTBIATh KOH(EePESHTHBIX MEPONPUSATHH, obecrieueHre
paboty no MHPOPMAIMOHHOTO B3aWMOJACHCTBHS PYKOBOAMTENS C
MOJITOTOBKE U noNpa3feeHsIMA W JODKHOCTHBIMH  JIMIIAMU
MPOBEICHUIO OpraHu3alyu
KOH()EPEHTHBIX YMeHHsl: OpraHM30BBIBaTh MPOLECC TOATOTOBKU U
MepOTpHATHA, MPOBEICHUC KOH(pepeHTHOTr O MEpONpHATHUS
o0ecreYmBaTh WHIMBWIYaJlbHO M B COCTaBe paboueid TpyIibl;
nH(OpMAIMOHHOE JOKYMEHTHPOBaTh  pa3Hble  3Tambl  MPOLEAYPHI
B3auUMOJIeHiCTBUE MOJITOTOBKH u MPOBE S HUS KOH(EPEHTHOrO
PYKOBOIUTEIIS C MEpOIpUITHS;  COOMIOJATh  3TUKET W OCHOBBI
NOJIPa3/IeICHHSIMU U | MEXKIYHAPOAHOTO TMPOTOKOJNA; OCYIIECTBIATH CcOOp,
JTOJDKHOCTHBIM U 00paboTKy uHpopMaImm, CHUCTEMAaTH3AIHIO
JHIAMU MOy4aeMBbIX U Mepe/laBaeMbIX JTaHHBIX; OCYIIECTBIATH
OpraHu3anyn TIPOBEPKY JIOCTOBEPHOCTH, TIOJTHOTBI 24
HETIPOTUBOPEYMBOCTH JAHHBIX, HCKITIOUCHUE
IyOnmpoBaHus uHpopMaImy; MPUMEHATD
MH(POPMAIIOHHO-KOMM YHUKAI[OHHbBIE TEXHOJIOTUN.
3HaHuA: HOpPMAaTHUBHBIE IMPaBOBBIE aKkThl Poccuiickoit
Qeneparmmt B chepe  mHbOpMAIWMK;  KOMIUIEKC
OpraHM3aIMOHHO-TEXHUIECKIX MEPONPUITHI 1o
MOJITOTOBKE u MPOBE ICHUIO KOH(pEePEHTHbIX
MEpONpUSITHI; mpaBwia O(QOpPMIICHHS JOKYMEHTOB,
CO3/1aBaeMBIX B MpOIECCE TMOATOTOBKM W TPOBEACHUS
KOH(PEPEHTHOr0  MEpONpPUATHSA; OITHKET U  OCHOBBI
MEXIIYHApOIHOTO  TPOTOKOJA;  3THKAa  JI€JIOBOTO
00111eHHS; cocTaB  BHYTPEHHHX M  BHEIIHHX
MHQOPMAIMOHHBIX TIOTOKOB; CTPYKTypa OpraHM3allld U
MOPSIZIOK  B3aUMOJCHCTBHS  TOAPA3JeICHH; METOJbI
00pabOTKM W 3aIuThl HHGOPMAIMH C TPHMCHCHHUEM
CpeACTB HHQOPMAILMOHHBIX M  KOMMYHHKAIMOHHBIX
TEXHOJIOTHH; TpeOOBaHUs OXpaHbl TPyAA.
IIK 1.7. HaBpiku: oopmIieHIE OpraHU3a1MOHHO-
OdopmasaTs pacropsIUTENBHBIX ~ JOKYMEHTOB M OpraHW3alys
OpraHM3aIMOHHO- paboThI C HUIMH, B TOM YHUCIIE C
pacriopsiuTeNbHbIe | WCTIONb30BAHNEM ABTOMATHU3HUPOBAHHBIX CUCTEM
JIOKYMEHTBI 1 YMeHHsl: COCTaBITh TPOEKTHl OPraHM3ALMOHHBIX,
OpraHU30BBIBAThH pacTIOpSIIUTENbHBIX M MH(POPMAIMOHHO-CIPABOYHBIX

paboTy ¢ HUMH, B
TOM YHCIIE C
HCTIONb30BaHIEM
aBTOMAaTH3UPOBAHHBI
X CUCTEM

JIOKyMEHTOB, B TOM YHCJIE JJOKYMEHTOB, COIePKaIIIIX
KOH(HIEHITMATIHHY O nHGOPMATIHIO; oopMIATH
OpraHU3aIMOHHO-PACTIOPSIUTEITLHBIC JIOKYMEHTBI
(opurmMHaBI W KOIKH); CKaHUPOBATh, KONMPOBATH W
KOHBEPTHPOBATh IOKYMEHTBI B pa3iIMuHbIC (POpMATHI;
OCYIIECTBJIATh MPOBEPKY MPOSKTOB JOKYMEHTOB Ha
COOTBETCTBHE MPaBIIaM JIEJIONPOU3BOICTBA;

NPUHAMATh W TPOBOAWTH TEPBHYHYIO 00paboTKy
BXOJSIIIMX JIOKYMEHTOB; TPOBOIUTH IPEBAPUTEIHHOE
paccMOTpPEHUE BXOISIIMX ¥ BHYTPEHHUX JTOKYMECHTOB,;
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PETUCTPHUPOBATH BXOASIINE, UCXOMSAIINE W BHYTPECHHHUE

JIOKYMEHTBI; KOHTPOJIMPOBATh MapuUIpyTH3aLHIO
JIOKyMEHTOIIOTOKOB B~ OpraHm3aliy (COrjacoBaHHe,
MOJIMCAHNe,  YTBEP)KICHUE, O3HAKOMJICHHE "

WCTIOJIHCHHE JTOKyMEHTOB); OCYIIECTBIISITH CPOKOBBIH
KOHTPOJIb ~ HCTIOJHEHMS JIOKYMEHTOB; OCYIIECTBIATH
MOJTOTOBKY M OTHPaBKY HCXOISANIMX JIOKYMCHTOB,;
COCTABIATH OTYETHl W AHAJIMTHYECKUE CIIPABKU 00
WCTIONHEHHH JTOKYMEHTOB;

BeCTH  WH(OPMAIMOHHO-CTIPABOYHYIO  paboTy Mo
JOKyMEHTaM; OCYIIECTBIATH padoTy ¢ OpraHU3aIFOHHO -
pacropsiIUTeTbHBIMU JIOKyMEHTaMH B
aBTOMATH3MPOBAHHBIX CHCTEMaXx.

3HaHuA: HOpPMAaTHBHBIE MpPaBOBBIE aKThl Poccuiickoit
@enepam B cepe eIONPOU3BOACTBA; JIOKAIbHBIE
HOPMAaTHBHBIE aKThI, PETJIAMEHTUPYIOIINE AESATEILHOCTD
CIyXObI ~ Jenompom3BOnCTBAa © €€  paOOTHHKOB,
OpraHM3aIMio BEJICHUS JIETIONPOU3BOACTBA;
COBPEMEHHBIE nH(pOpMAaIMOHHEIE u
KOMMYHUKAIMOHHBIE ~ TEXHOJIOTWH, TPHMEHSIEMbIe B
pabore ¢ [OKyMEHTaMy; CTPYKTypa OpraHu3alvH,
PYKOBOZICTBO CTPYKTYPHBIX TOApa3esICHUH, 00pasIbl
NOAIMCEH JIMI, WMEIOIIMX NpaBO IMOAINWCAHUI U
YTBEPXKICHUS JOKYMEHTOB, W OIPAaHWYCHHMS 30H HX
OTBETCTBEHHOCTH; MpaBWiIa  PYCCKOTO  SI3BIKA;
TpeOGOBaHUSI OXpaHbl TPyAA.

[K 1.8. Odopmaars
JIOKYMEHTBI T10
JMIHOMY COCTaBY H
OpraHM30BBIBATH
paboty ¢ HIMH, B
TOM

quCIIE C
HCTIOJIb30BaHUEM
aBTOMaTH3HPOBAHHBI
X CUCTEM

HaBbikn: odopMicHHe JOKYMEHTOB II0 JIMUHOMY
COCTaBy M OpraHmzaiwst paboThl C HUIMH, B TOM YHUCJE C
HCTIOJIb30BAHUEM aBTOMATH3UPOBAHHBIX CHCTEM

YMenusi: obecrieunBaTh COXPaHHOCTH TIEPCOHATBHBIX

JTAHHBIX pabOTHHKOB; OpraHM30BBIBATH
JOKYMEHTOO0OPOT TIO TPE/ICTABICHUIO JOKYMEHTOB IO
MIePCOHAITY B rocy/apcTBEHHbIE OpraHsbl;

OpPraHM30BBIBATH  JOKYMEHTOOOOPOT MO VY4é€Ty U
JIBIDKCHMIO  PaOOTHUKOB, BECTH BOMHCKMHA  Y4€T
paboTHHKOB, BecTH y4€T  pabodero BpeMEHH
pabOTHHKOB; oopMIATH OpraHM3aIMOHHO-
pacropsiIUTeIIbHBIC JJOKYMEHTBI [0 JINYHOMY COCTaBY;

BECTH PETUCTpAIMIO, YYET, OMNEepPaTHUBHOE XpaHEHHE
JOKYMEHTOB ~ MO  IJIMMHOMY  COCTaBy,  BECTHU
JOKyMEHTAIMIO,  TIOATBEP)KIAIOIIYI0  CBEOEHUA O
TPYJOBOH  JESATENPHOCTH W  TPYIOBOM  CTaxke
paboTHHKOB; (POPMHUPOBATH JIMUHBIE Jefla PaOOTHHKOB;
o(hopMIIATH J1eJIa TI0 JIMIHOMY COCTaBY Ul TIepeavyul B
apxuB OpraHM3alyy; paborathb co
CTCIMATM3UPOBAHHBIM U MH(POPMATMOHHBIM U
cucTeMaMH W 0a3aMu JaHHBIX TI0 BEJCHHWIO y4éTa U
JIBIDKCHUIO Pa0OTHHKOB.

3HaHMs: HOpPMAaTHBHBIC TPaBOBBIE aKThl Poccuiickoin
denepaiym B chepe TPyAOBBIX OTHOLICHUM; JIOKAIbHbIE
HOPMAaTHUBHBIE AaKThl, PEIVIAMEHTHPYIOUIUE TPYHOBBIE
OTHOILICHUS; COBpPEMEHHBIE MH(OPMaIMOHHO-
KOMMYHHKAlMOHHbIE ~ TEXHOJIOTWH, TpUMEHSIEMBbIE B
pabore ¢ JOKyMEHTaMH IO JMYHOMY COCTaBy;

CTPYKTypa OpraHu3allik, PYKOBOACTBO CTPYKTYPHBIX
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HOJpa3/eJIeHN; NpaBWiIa JEJIONPOU3BOACTBA; MpaBUIa
PYCCKOTO SI3bIKa; 3THKA JEJIOBOr0 OOIIEHNUs; TpeOOBaHMUA
OXpaHbl TpyZa.

MK 1.9.
OpraHmoBBIBaTh
TEKYyIlee XpaHeHUEe
JIOKyMEHTOB,
00paboTKy Aen IS
OTICPaTUBHOTO U
APXUBHOTO
XpaHeHHI, B TOM
qHcJie C
UCTIONIb30BaHUEM
ABTOMAaTH3UPOBAHHBI
X CHCTEM

Hasbiknu: opraHuzarys TEKYIIETO  XpaHCHHS
JIOKyMEHTOB, 00paboTKa 1ex g ONepaTUBHOTO U
ApPXMBHOTO XpaHCHMS, B TOM YHCJE C KCIIOIb30BAHHEM
ABTOMATH3UPOBAHHBIX CUCTEM

YMenusi:  pa3pabaThiBaTb  HOMEHKJIATYpy  JAel
OpraHM3al|y; MPOBEPATH IPABWILHOCTH O(QOPMIICHUS
JIOKyMEHTOB W OTMETKH 00 HX HCTOJHECHHWH Tiepe]l HX
(opMHpOBaHMEM B J€JIO JJISI TIOCTICTYIOIIETO XPaHEHN)S,
dopMupoBaTh Jena, KOHTPOIMPOBATH TPABWILHOE U
CBOCBPEMEHHOE  paclpe/ielieHie M TOJLIMBKY
JOKYMEHTOB B JieJla B COOTBETCTBHH C HOMEHKJIATYPOH
JeNl;  TPOBEPATH  CPOKM  XPAHCHWS JIOKyMEHTOB,
COCTaBISITh TPOTOKOJ PadOThI IKCIIEPTHOH KOMHCCHH TIO
MOJTOTOBKE JOKYyMEHTOB K TIiepefade B  apXWB;
COCTaBJSATb aKT O BBIICJICHAM K YHAYTOXKCHHIO
JOKYMEHTOB, HE TOJJIeKAIIMX XPAHEHWIO; COCTABIATH
aKT 00 YHMYTOXXEHUWM JOKYMEHTOB;, OCYIIECTBISThH
MOJTHOE WM YaCTUYHOE O(OpMIICHHE J1e BPEMEHHOTO,
MOCTOSTHHOTO,  JIONTOBPEMEHHOTO  CPOKOB ~ XPAaHECHHS;
COCTAaBJATH OIKCH JIeJ CTPYKTYPHBIX TOApa3/IeIeHUN
HIOCTOSTHHOT'O, JTOJTOBPEMEHHOI'O CPOKOB XpaHCHHS IS
mepefayn el B apXuB OpraHM3allMM, IPUMEHITH
MH(POPM AIMOHHO-KOMM YHHUKAIIMOHHbIE TEXHOJIOTHH  TIPU
paboTe ¢ TOKyMEeHTaMu.

3HaHMsA: HOpPMAaTHBHBIE NpaBOBbIE aKThl Poccuiickoit
@enepaipm B cdepe AEIONPOU3BOACTBA U APXUBHOTO
nena; JIOKaJIbHBIE HOpPMAaTHBHBIE aKTHI,
periaMeHTHpYIOIe BEICHHE JIEJIONPOM3BOACTBA U
nepenadyy el B apXuB  OpraHM3allMM;  BHIBI
HOMEHKJIATYDp JIeJI, 001Ire TpeOOoBaHus K HOMEHKIAType
JIeTI, TIOPSIIOK paboThI ¢ HEel; TOpsI0K (JOPMUPOBAHUS 1
opopmiieHnst  nen, — cnemmpuka  (GopMHUpOBaHUS
OT/ACIBHBIX KaTETOpHI JIEJ, TpaBiia XpaHCHUS e, B
TOM 4HCIE C JIOKyMEHTAaMHU OrpaHMYE€HHOrO IOCTYIIA;
IpaBWwia BbIAYM M HCIIONB30BAaHMSA JIOKYMEHTOB U3
c(OPMHPOBAHHBIX  JI€J;  MOPSIIOK  MCIIOJIb30BAHM
THINOBBIX WIM BEIOMCTBEHHBIX INMEpEeYHEH JOKyMEHTOB,
OmpeeNiCHNs] CPOKOB XpaHEHHS B MPOLIECCE KCTICPTH3BI
IICHHOCTH JOKYMEHTOB; BHIBI OIHMCEH ZeJl OpraHM3aIin
1 TIOPSIIOK paboThI C HUM;

TpeOOBaHMs OXpaHbl TPYAA.

Opranmaims
apxuBHOH paboTHI MO
JIOKyMEHTaM
OpraHm3aImn
pas3muHBIX (opM
COOCTBEHHOCTH

IK 2.1.
Ocy1ecTBIATh
KOMIUICKTOBaHIE
apXUBHBIMH JI€JIaMU
(moxymeHramm)
apxuBa

OpraHu3aIyu

HaBpikn: ydacTue B KOMIUIEKTOBAHWM apXUBHBIMU
Jenamu (JOKyMEHTaMHM) apXyBa OpraHu3aIif

YmMmenus: paborars ¢ moppasaeneHusIMu /
OpraHM3alsIMU UCTOYHHKAMH KOMIUIEKTOBAHUS

apxuBa; MPUHAMATh apXWBHBIE Jena (JJOKYMEHTHI) Ha
MOCTOSIHHOE WX JIOJITOBPEMEHHOE XPAHEHME;
y4acTBOBaTh B TMPOBEIEHWM O3KCIEPTU3bl LEHHOCTH
Pa3JIMYHBIX THIOB U BUIOB JJOKYMEHTOB B COOTBETCTBHHI
c BHYTPEHHIMH  pETJIAMEHTaMH  OpraHU3alWM;
NpUMEHATH B paboTe pEeKOMEHAIMK SKCIEPTHO-
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NPOBEPOYHOM KOMHUCCHUM WIM 3KCHEPTHOM KOMMCCHH
OpraHM3alyy; NMPUMEHITh NEPEUHH C YKa3aHHEM CPOKOB
XpaHeHus1 J1e (JOKyMEHTOB);

co0JIIONaTh HOPMATHBHBIE CPOKH XpaHEHWS  JIeJl

(moxymeHTOB); BECTH ya€T HCTOYHHKOB
KOMIUIEKTOBAaHMS AapXWBa; WCIIOIB30BaTh IEPEIOBOM
OTEYECTBEHHBIN u 3apyOeKHBIT OIIBIT II0
KOMIUIEKTOBAHHIO apxuBa JelaMu (JOKyMEHTaMH)
IOCTOSIHHOT'O U JIOJITOBPEMEHHOTO XpaHEeHUs;
HCTIOJIb30BaTh  COBPEMEHHbIE  ABTOMAaTU3HPOBAaHHBIE,
nH(OpMaIMOHHBIE u TEJIEKOMM YHUKALIOHHbIE

TEXHOJIOTHH JTOKyMEHTHPOBAHHBIX C(ep NeATeTbHOCTH
OpraHM3alyu.

3HaHuA: HOpMATHBHBIE NPABOBBIE aKThI Poccuiickoit
deneparmm B chepe 1eI0npon3BOACTBA U APXUBHOTO
JieNa; HAyYHO-METOINIECKIE KPUTEPHUH IKCTICPTH3BI
[EHHOCTH Pa3JMYHBIX TUIOB M BIIOB €I
(TOKyMEHTOB); TEOPETHIECKHE U METOIMY ECKHE
ACTEKThI KOMIUIEKTOBAHUS U SKCIIEPTH3BI IICHHOCTH
BCEX BUIIOB JIOKYMEHTOB; BHIIbI, PA3HOBUIHOCTH U
(hopmaThl BceX BUOB JOKYMEHTOB; YHU(DUITUPOBAHHYIO
CHCTEMY OpraHM3aIMOHHO-PACTIOPS AUT €JILHO M
JIOKyMEHTaIlM, CTAHAAPTHI OPOPMIICHHS
OpraHM3alMOHHO- PACTIOPSAUTENILHOM [JOKyMEHT ALY,
CTIOCOOBI U TEXHOJIOTHH JIOKyMEHTHPOBAHMS Pa3JIMIHBIX
BUIOB NMPO(heCCHOHATIEHON /1€ATEeIbHOCTY,
OpraHM3aliOHHbIE NPUHLMIBI KOMIUIEKTOBaHUA €71
(TOKyMEHTOB) OTpaHMYIEHHOTO JOCTYTA; TpeOOoBaHus
OXpaHbl TpyZa.

K 2.2.

Bectuyuér
ApXUBHBIX JIEJT
(1OKyMEHTOB), B TOM
YuUCTe C
UCTIONb30BaHIEM
aBTOMAaTH3UPOBAHHBI
X CUCTEM

HaBpbiku: BeeHre yuéra apXvMBHBIX €71 (JOKYMEHTOB),
B TOM YHCJIE C HCTOIB30BAHUEM ABTOMATHU3HUPOBAHHBIX
CHUCTEM

YMeHusi: 1No/b30BaThCA YUYETHBIMU JOKYMEHTAMU B
paMKax dNEKTPOHHBIX  HMHPOPMAIMOHHBIX  CHCTEM

JTOKYM €HTIPOBaHHBIX coep NESITEIbHOCTH
OpraHM3aly;  TOJb30BAaThCSA  CEPTUPHIMPOBAHHBIMU
ABTOMATHU3UPOBAHHBIMH CHCTEMaMH

JOKYMEHTHPOBAHHBIX C(ep IeATeIbHOCTH OpraHu3alin
no y4é€Ty, perucTpalyy, KOHTPOO el (JIOKyMEHTOB);
TIOJIb30BAThCS MH(OPMAIMOHHO-CIIPaBOYHBIMH
CHUCTEMaMH JOKYMEHTHUPOBAHHBIX C(ep NeATEIbHOCTH
OpraHM3aIMy; BECTH CIPaBOYHO-TIONCKOBBIE CPEICTBA K
apxXMBHBIM  JefaM  (JOKyMEHTaMm); BECTH Yy4ET
cTpaxoBoro (¢OHmZA apxXuBHBIX JeJ (JOKYMEHTOB);
IPUMEHITh HOPMATHBHBIE NPABOBBIC AKTHI, JIOKAJIbHBIE
HOPMATHBHBIE AaKTHl OpraHM3ald ¥ METOAMYECKHe
JOKyMEHTBl B o0jacTh y4d€ra apxuBHBIX JI€l

(moxymeHTOB); BHOCHTH MPEITIOAKEHUS o
COBEPILCHCTBOBAHMIO METOAMYECKOro oOecredeHus
yuéra pa3HbIX BHJIOB JIOKyMEHTOB B
JTIOKYMEHTHPOBaHHBIX ctepax eI TeIHHOCTH
OpraHM3alym.

3HaHMsA: HOpPMAaTHBHbIE NPaBOBbIE aKThl Poccuiickoit
@enepamm B cepe IETONPOM3BOACTBA U APXUBHOTO
Jena; METOAMYECKHE JOKYMEHTHl M HAIMOHAJIbHBIC
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cTaHmapTel B oOjmacTu y4éTa JOKYMEHTOB U
JIOKYM €HT HPOBAHHBIX ctep JeSATeIbHOCTH
OpraHM3aly;  OTEYECTBEHHbIE M 3apyOeKHbIe
cepTUDHUIMPOBAaHHBIE CHUCTEMBl aBTOMATH3HPOBAHHOTO
yuéra apxuBHBIX 1€l (IOKYMEHTOB); TpeOOBaHMS K
y4€Ty 0c000 IICHHBIX W YHUKQJIBHBIX apXMBHBIX JEIT
(TOKyMEHTOB); CpPOKM BBINOJHCHUS paboT Mo YUETY
ApXMBHBIX JieNl (JIOKyMEHTOB); OOIIME TPUHIMILI Y4ETa
M KOMIUIEKTOBaHUA JieN (JOKYMEHTOB) OTpaHWYCHHOTO
JI0CTYMA; TpeOOBaHN OXpPaHbI TPYyJa.

MK 2.3.
OcyIecTBIATh
XpaHEeHHE apXUBHBIX
Jen (JOKYMEHTOB) C
MOCTOSTHHBIM

CPOKOM XpaHEeHHS U
0 JINYHOMY COCTaBY
B apXuvBe
OpraHM3aIin

HaBbIKHM: OCYIIECTBICHHE XpaHCHWS ApPXUBHBIX €T
(TOKyMEHTOB) C TIOCTOSTHHBIM CPOKOM XpaHEHHSI U TIO
JIMMHOMY COCTaBY B apXMBE OpraHU3aIMH

YMeHus: CUCTEMaTu3upoBaTh Jiefa (I0KyMEHTHI);
pa3MeniaTe apxXuBHbIE Nena (JOKYMEHTHI) HA MECTax
XpaHeHHI B  COOTBETCTBHMM C  HOPMATHBHBIMH
TpeOOBaHMAMU B O0JACTH AapXWBHOTO Jejla U
yhpaBJieHUs] JTOKYMEHTaMu; COOJII0aTh HOPMAaTHBHBIE
PEKMMBI XpaHCHHMSI APXUBHBIX JieN (JOKYMCHTOB) Ha
MOOBIX HOCHUTEINISIX; MPOBOIUTH TIPOBEPKY IOJHOTHI
COCTaBa ApXMBHBIX IOKYMEHTOB B €JIMHULIAX XPAHECHUS,;
MPOBOAUTH OIMCAaHWE apXMBHBIX JIeNl (IOKYMEHTOB);
COCTaBJATH  CIPABOYHO-TIONCKOBBIE ~ CpEACTBA K
apXMBHBIM JeJIaM (JIOKyMEHTam);

BECTH Y4YET M KOHTPOJb BBAAYM apPXUBHBIX eI
(1OKyMEHTOB) M3 apXMBOXPAHWIMILIA U UX BO3BPATa;
BECTH Y4€T W KOHTPOJIL Tiepeayuu Jen (JIOKYMEHTOB) B
roCy1apCTBEHHBII/MYHULIMNATIBHBIN apXUB WIA HA HHOE
BHEIIHEE XpaHCHHE W TpuEMa JIel C BHEIIHETOo
XpaHeHHS TPOBOZTUTH TIOJIUCTHYTO TIPOBEPKY
(GU3M4ECKOro COCTOSHUA [ (JOKYMEHTOB);
pa3bICKMBaTh HEeOOHAapyXeHHbIE Jena (JIOKyMEHTHI);
3alMI@aTh MHQOPMALWMOHHBIE pECYpChl apxuBa OT
HECAHKIMOHUPOBAHHOT O JIOCTYIIA.

3HaHMs: HOpPMAaTHBHBIC NPaBOBBIE aKThl Poccuiickoit
@enepamm B cepe ETONPOM3BOACTBA M APXHBHOTO
JleNia; HOpMAaTHBHBbIC TMPABOBBIE aKThl Poccuiickoil
Odenepaim B o0nacTu vHQOpMaImy, MHOOPMAaIMOHHBIX
TEXHOJIOTHH, 3aluThl HHGOpMAIMM U MNEePCOHAJbHBIX
JAHHBIX, IMQPPOBOM TpaHChOpMAIKM; HOPMATHBHEIC
npaBoBble akThl Poccuiickoit ®Denepammm B obOmacTu
KOH(UIICHIMATbHOCTH nHpopMAaIWY; npaBmiIa
XpaHeHUS JeJ1 (JOKyMEHTOB) B COOTBETCTBHM C WX
THIAMHY, TOPSIOK  (opMHpOBaHMsI JTOKYMEHTOB B
KOMIUIEKTBI,  TPYMHNbl,  THILI,  TpeOoBaHWsI K
O0(OPMJICHMIO ~ JIOTOBOPOB ~ HAa  peaNM3al|io  yCIyT
BHEIIHETO XpaHeHWS JIe7d  (JOKYMEHTOB); CPOKH
BBIMONHEHUST paloT; TpeOoBaHMA K YCTaHOBJICHHBIM
HOpMaM BBIPaO OTK;

TpeOOBaHUSI OXpaHbl TPyAA.

IIK 2.4.
Ocy1ecTBIATh
XpaHeHue,

HaBbiku: oOecrieyeHre XpaHEHHsS, KOMIUIEKTOBaHUS,
yuéTa U UCTIONB30BaHUs e (IOKYMEHTOB) BPEMEHHOTO
XpaHEHUs
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KOMIUICKTOBaHHE,
Y4ET U
UCTIONb30BaHUE T
(IOKyMEHTOB)
BPEMEHHOTO
XpaHEHUS

YMeHusl: OpraHM30BbIBATh U 00ECHEUMBATH XPAHEHHE
nen (IOKyMEHTOB) BPEMEHHOIO XpaHeHUs OpraHu3alMH
B TPaJAMIMOHHOM ¥ B  DJEKTPOHHOM  BUIE;
KOHTPOJIMPOBATH pa3paboTKy CTPYKTYPHBIMU
MoZpa3feICHsIMU OTMCEH M aKTOB O BBIACJICHWH Ha
YHUUTOXKEHHE Je]1 (JOKyMEHTOB) BPEMEHHOIO XpaHEHHS
B TPaJAMIIMOHHOM H B 2JICKTPOHHOM BHIIE;

(bopMHpOBaTh €IVHHUIBI XPAHEHHUS! JTOKYMEHTOB IS X
TOCJIETYIOIIETO Pa3MEIICHUs B apXHBE OpraHM3ally,
COCTaBJATH  CIPAaBOYHO-TIONCKOBBIE  CpEeACTBA K
apXMBHBIM JieJlaM (JOKYMEHTaM ); OCYLIECTBIATH MOHUCK
Jen (JOKyMEHTOB) BPEMEHHOIO XpaHEHUs B IPOLIECCE
UX XpaHeHUs B CTPYKTYpPHBIX TNOAPA3ICICHUAX U apXUBe
OpraHM3alyy;

OCYILECTBIIATh METOUIECKOe PYKOBOZICTBO
opraHm3alell  XpaHeHWs el (JOKyMEHTOB) B
CTPYKTYPHBIX MOAPA3IEICHUAX OpraHU3aLuy;

OKa3bIBaTh CTPYKTYPHBIM HOApa3/1eIeHIIM
NPaKTHYECKYI0 TOMOIb B OPraHM3AIMN XPAaHCHUS /el
(JTOKyMEHTOB); pa3pabaTbIBaTh CHPaBOYHO-

HPOpMAIMOHHbIE ~ JIOKYMEHTBl 10  OpraHu3aliu
WCTIONTL30BaHUA ~ JIeN  (JIOKYMEHTOB)  BpPEMEHHOTO
XpaHeHUs] B CTPYKTYPHBIX MOJPA3ICIICHUIX M apXuBE
OpraHM3aly; TPOBOAMTH SKCTEPTU3Y LEHHOCTH J1eJ
(TOKyMEHTOB) BpPEMEHHOTO XpaHEHWS, TICPEIAHHBIX B
apXuB; ONPENENATh CPOKU XpaHCHHS NeJ (JIOKYMEHTOB)
BPEMEHHOTO XpaHeHWs; OOecne4uBaTh 3alIUTy el
(TOKyMEHTOB) BPEMEHHOI'O XPaHEHWS B OPraHM3alMM OT
HECAHKIIMOHMPOBAHHOIO  JTOCTYIA WIM YHAYTOKCHHS;
HPOBOJIUTH dmuueckoe YHUYTOKCHHE aen
(ITOKyMEHTOB) BPEMEHHOTO XpaHeHHS C WCTEKIIMMU
CpOKaMM  XpaHeHWs  TOCJie  COIJIACOBAHHSA  CO
CTPYKTYPHBIMH TO/IPa3ACJICHUSIMU OpTraHU3a1IH;
0(OpMIIATE Y4ETHBIE JOKYMEHTHI 00 YHUYTOXXCHHUH [T
(TOKyMEHTOB) BpPEMEHHOTO XpAaHEHMS C HCTEKIIMMHU
CPOKAMH XpaHEHHS COBMECTHO CO CTPYKTYPHBIMHU
TIO/Ipa3/1EICHASIMH OpraHU3aLNH.

3HaHuMsA: HOpPMATHBHBIC TPaBOBBIE aKThl Poccwuiickoi
Qenepaim B cepe IEIONPOM3BOACTBA M APXHBHOTO
Jlefla; HOpPMAaTUBHBIE TIpaBOBbIE akThl Poccuiickoit
@enepaiyy B 001aCTH 3aIUThHI IEPCOHAIBHBIX JAHHBIX;
HOpPMAaTHWBHBIE NPaBOBBIE akThl Poccuiickoil deneparmm
B o0nacti  KOHQWICHIMAIHLHOCTH  HMHPOPM ALY,
METOANYECKUE JOKYMEHTBI U HALIMOHAJIbHBIE CTaHAAPTHI
B 00JacTH JEJIONPOM3BOACTBA U ApPXMBHOTO J€JIa;
MeTO/AVKa pPa3paboTku (GopM YUETHBIX JIOKYMEHTOB B
TPaJMIMOHHOM M B DJIEKTPOHHOM BHJE; IpaBWIa
CUCTEMAaTH3alMH U KIAacCU(HUKAIM JOKYMEHTOB;
0COOCHHOCTH OpraHM3alMi XpaHSHHS 1€ (JIOKYMEHTOB)
Ha Ppa3MYHBIX HOCUTEISIX; KPUTEPHUM OIpEIeICHUS
LHEHHOCTH Jie1  (AOKYMEHTOB) JUIl  JajbHEHIIero
XpaHEeHWs] WIM YHUUTOXKEHMS; TpeOOBaHus K IpoLeccam
YHUUTOXKEHWST ~ MHpOpMAIMM B  TPAJMIMOHHOM H
SNIEKTPOHHOM BHjI€; TPeOOBaHUSI OXpaHbl TPyAA.
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MK 2.5.
Ocy1ecTBIATh
HCTIONb30BaHUE
ApXUBHBIX JIETT
(IOKyMEHTOB), B TOM
qHCIIE C
UCIIOIb30BaHUEM
aBTOMaTH3HPOBaHHBI
X CUCTEM

HaBbIku: OCYIIECTBICHHE WCTIONB30BAHMS APXUBHBIX
nen (IOKyMEHTOB), B TOM YHCIIE C HCTOJIb30BaHHEM
ABTOMATH3MPOBAHHBIX CUCTEM

YMeHHsl: CHCTEMaTH3UPOBATh U 0000IATH CBEICHHS O
COCTaBE M CONEP)KAHWA APXMBHBIX 1€ (JOKYMEHTOB);
HCTIONB30BaTh  MHQOPMAIMIOHHBIE ~ TEXHOJOTMH B
00JIaCTH CO37]aHus  CIPAaBOYHO-TIOUCKOBBIX CPENCTB
apxuBa M JOKYMEHTHPOBAaHHBIX cdep IesATeIbHOCTH
OpraHM3alyy; (opmMHUpoBaTH OCHOBHBIE u
BCIIOMOTATEJIbHBIE BHIBl APXHMBHBIX CIPABOYHUKOB B
3NIEKTPOHHOMN dopme; MO/ITOTABIIMBATD
HMHPOPMAIMOHHBIE JOKYMEHTbI 1o 3ampocam
TN0JIb30BaTENIEH Pa3IMUHBIX KaTErOpHil.

3HaHuA: HOpPMAaTHUBHBIE MPaBOBBIE akThl Poccuiickoit
@eneparym B cdepe 1eONpOM3BOACTBA; HOPMATHUBHbIE
npaBoBbie akThl Poccuiickoii ®eneparmm B obnactu
3alTHl  TIEPCOHAJBHBIX  JAHHBIX; METOAMYECKHE
JOKYMEHTBI B OOJIACTH WMCIONB30BaHUSA W MyOJMKaIN
apXMBHBIX JieN1 (JIOKyMEHTOB); CepTUDHIMPOBAHHBIC
MH(OPMAIMOHHO-TIONCKOBBIE ~ CUCTEMBI B 00JIaCTH
pa3paboTku HayYHO-CTIPaBOYHOTO amnmapara
JIOKyM €HT HPOBAHHBIX ctep JeSATEIbHOCTH
OpraHm3alli;  CPOKM  BBHIMONHEHMS  paboT 1o
OpraHu3alu HCTIONB30BAHUS apXMBHBIX nen
(moKyMEHTOB); OpraHM3aIMOHHBIC TIPHHIHTIBT
YICTIONB30BAHMS JJOKYMEHTOB OFPaHMYE€HHOTO JIOCTYTIA;
TpeOOBaHM K TMOArOTOBKE AapXUBHBIX CIPaBOK U
BBIMCOK W3 APXUBHBIX JIOKYMEHTOB; TpeOOBaHMA
OXpaHbI TpyZa.

OcBoenne BUIOB
paboT 1Mo OHOM WIH
HECKOJIbKHM
npodeccrsiM pabounXx,
JTOJDKHOCTSIM

CITy XKaIHX
(BpimonHeHne paboT
o paboueit
npod)eccH ceKpeTapb-
MAaIIHHACTKA)

K 1.1.
OCyIIeCTBIATh
npuéM-Tiepe1aay
YIPaBJIEHY €CKON
HHpOpMAIMH C
MOMOIIBIO CPEACTB
MHPOPMAIMOHHBIX
KOMM YHHUKAIMOHHBI
X TEXHOJIOTHI

HaBpiku: mnonydeHre HEOOXONMMOH HHPOPMAIMH |
mepesada  CaHKIMOHMPOBaHHOM — mHpopmamm ¢
UCTIONIb30BAHMEM  CPEJICTB  MHPOPMAILMOHHBIX U
KOMM YHUKAIIMOHHBIX TEXHOJIOTHI

YMeHus: UCTIONB30BaTh CPelCcTBA MHPOPMAIMOHHBIX U
KOMMYHHKAIMOHHBIX ~TEXHOJIOTWHA JJI  TIONMYy4YCHHS U
nepegaun  uHpOpMalMy; BECTH W HCIONIb30BATh B
pabore 06a3y KOHTAKTOB OpPraHM3allM, BECTU YUETHBIC

perucTpaloHHbie  (OpMBbI, HCIONB30BaTh WX IS
MHPOPMAIMOHHONH paboThl M paboThl TO KOHTPOIIO
WCTIOJTHEHUST TIOpYyY CHUI; yCTaHABIIMBATh u

NOJACP)KUBATh KOMMYHUKAIMM B TIPOIECCE J1EJIOBOTO
o0IIeHNs] C TOMOIIBIO CPEJCTB HMHOOPMALMOHHBIX W
KOMM YHHKAIMOHHBIX TEXHOJIOTUi; CTJIAKHMBATh
KOH(JIMKTHBIE M CJIOKHBIC CHUTYallMd MEKINIHOCTHOTO
B3aMMOJICUCTBUS;, COOJIO/IaTh CIYy)KEOHBIH OTHUKET;
obecrieunBaTh HMHPOPMAIMOHHYIO 0e30MmacHOCTh
JeSITEILHOCTH OpraHN3a NN,

3HaHMs: HOpPMAaTHBHBIC TPaBOBBIE aKThl Poccuiickoin

®denepaipyun B cepe HMH(OPM AITHOHHBIX u
KOMM YHHUKAIMOHHBIX TEXHOJIOTHIf; CTPYKTYpa
opranmaiyy, e 3amaun W (QyHKIMM; TpaBWiIa

NPOBEJICHUS [ICJIOBBIX TI€PETOBOPOB; 3THKA [EJIOBOTO
OOINECHMS; TpaBWIa pPEYeBOr0 JITHKETAa; MpaBWiIa
O/ IePrKaHUS u pa3BHUTHA MEKIIMIHOCTHBIX
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OTHOIIICHNH; TPeOOBaHUs OXPaHBI TPYIA.

K 1.2.
KoopnuaupoBaThb
paboTy mprieMHOM
PYKOBOIUTEIIS, 30H
npreMa pas3iuyHbIX
KaTeropui
HOCETUTETIEH
OpraHu3alyu

IpakTHye cKMii ONBIT:
KoopnuHatmss paOoThl NMPUEMHONW PYKOBOIUTEIS U 30H

npuéma Pa3INYHBIX KaTeropui HoceTUTeNen
OpraHu3alu

YmeHnus: BCTpPEUaTh  IIOCETUTENIEH,  TONy4aTh
MIEPBUYHYIO HUHPOPMALHIO 0 MOCETHUTETIIX,
YCTaHaBIMBaTh TOPSAOK TpuEMa U1  pa3iIMIHBIX
KaTeTOopHi NIOCETUTENIEH; BECTH y4€THBIE

perucTpalponHbie (OpMbl MO NMPUEMY MOCETHTENEH U
ohopMJIITH TPOIyCKa; BECTH MpuéM, Mepenady u
OTHpPaBKy JIOKyMEHTOB; OpraHM30BBIBATH u
OpOHMPOBATH TIEPETOBOPHBIE KOMHATBI; CEPBHUPOBATH
yaifHeie (KOodeiHpIe) CTONBI B oduce; TPUMEHITH B
pabore cpencTBa MH()OPMAIMOHHBIX u
KOMM YHUKAIIMOHHBIX TEXHOJIOTHM; NMPUHAMATh MEPhI TI0
COXPaHEHWIO KOH(PUIEHIMAILHOW WHpOpMAIK B XOJe
npuéma MoCETUTEIIEH.

3HaHMs: HOpPMAaTHBHBIC NPaBOBBIE aKThl Poccuiickoit
Oenepaip 10 3ammre wuHGOpMAaImHM W pabore C
o0OpaleHMsIMUA TpaXkIaH, CTPYKTypa OpraHm3alid u
pacmpeneneHye  (QyHKImMi; MeXIy CTPYKTYpHBIMHU
HOZIpa3eJICHISIMU U CIIELMAIUCTAMUY;

MpaBWIa OpraHM3alMy MPUEMA MOCETUTENEH; 3THKET U
OCHOBBI MEKIYHAPOIHOIO MPOTOKOJA; 3THKA JEJIOBOrO
00IIeHKs; TIPaBWIA PEYEBOrO STUKETA.

MpaBWiIa CEPBUPOBKM 4YaifHoro (kodeiiHoro) cromna;
TpeOOBaHUSI OXpaHbl TPyAA.

IIK 1.3.

Brnaners HaBRIKAMU
TUTAaHAPOBAHUS
pabodero BpeMeHH
PYKOBOAUTENS U
cekpeTaps

HaBbikn:  muanmpoBanue  paboyero  BpeMEHH
PYKOBOZIMTEISI M pabOYeTro THI CeKpeTaps

YmeHnusi: BeIOWMpaTh  (QOPMBI  IUIAHUPOBAHHMS |
0o(hOpMISITH TUIAHUPOBIIMK (OpraHaiizep) pPyKOBOAMTEIS
U CeKpeTaps; YCTAaHABIMBATh IICJH, ONPEIEIThH
MPUOPUTETHOCTh M OYEPEAHOCTH BBITIOJIHEHHU paboT H
s¢pdexTrBHO pacmpeensaTh pabouee BpeMS;
COTJIACOBBIBAaTh BCTPEYHM WM MEPONPUATHS M BHOCHTH
UHPOPMATIHIO B TUTa HUPOBIIVK (opranaiizep);
MHPOPMHPOBATh  PYKOBOAUTEIA O  NPUOJDKEHHH
BPEMEHH M perjlaMeHTe 3alUlaHUPOBAHHBIX BCTped H
MEpONPUSTHI;  BbIOMpATh  ONTHMAJIbHBIE  CIIOCOOBI
BHEIIHETO M  BHYTPEHHETO  WH(OPMHUPOBAHUA O
IUTaHAPYEMBIX MEPOTIPHATHSX; obecrieurBaTh
“HGOPMATMOHHYFO 0e30IMacHOCTh JeSITEIBHOCTH
OpraHm3aliy; TpUMEHITh B paboTe  cpencTBa
MH(DOPMAIMIOHHBIX M KOMMYHUKAIIMOHHBIX TEXHOJIOTUi

3HaHMsA: HOpMAaTHBHBIE NPaBOBbIE aKThl Poccuiickoit
denepamyin B chepe MHPOPMATMOHHONW 0€30MaCHOCTY,
CTPYKTYpa H chelM(uKa OCHOBHOW AesTEIbHOCTU
OpraHM3allfy; OCHOBBI YIPABJICHUS BpPEMEHEM;

NpaBWwia TMPOBEJACHUS JEJOBBIX IIEPETOBOPOB; ITHKA
JIEJIOBOT0 OOIIeHHsT; TpeOOBaHMs OXpaHbl TPY/IA.

IK 1.4.
OcymecTBIATh

HaBpiknu: opraHuzaiys JIEJIOBBIX MOE3 0K
PYKOBOIUTEJIS U IPYTUX COTPYAHUKOB OpPraHW3aLU
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MOJITOTOBKY YMeHusi: cocTaBiATh U OQOPMIATH JOKYMEHTBI JIJISI
JICNOBBIX ~ TOE3JI0K | JIEJIOBBIX MOE3/10K; OCYIIECTBISATH TPEeBEI-TIOAICPKKY
PYKOBOZIUTEIS U | IEJOBBIX TMOE3J0K; COIJIACOBBIBATH C TPHHUMAIOIICH
IpYrux CTOPOHOM MPOTOKON IUIAHHPYEMBIX MEPONPYSITHNA U
COTPY/IHHKOB (hopMHpOBaTH TPOrPaMMYy JIEJIOBOH TIOE3IKH;
OpraHu3alum HCTIONIb30BATh cperncrBa  MHQOPMAIMOHHBIX |
KOMMYHHMKAIMOHHBIX ~TEXHOJNOTHMH sl oOecTiedeHus
B3aUMOJIEHUCTBUSL C pPYKOBOJUTEJIEM BO BpeMs €ro
JIEJIOBOM MOe37IKK; 0OPMIIATH OTUETHBIC JOKYMEHTHI O
JIEJTOBOM MOE3IKE.
3HaHMsA: HOpPMAaTHBHBIE NPaBOBBIE aKThl Poccuiickoi
Ddenepamyiu B chepe OpraHmzaliy J1SJIOBOMN MOS3IKH;
MOPSIIOK  TIOATOTOBKA M JOKyMEHTHUPOBAHUS J1€JIOBON
noe3aky; VHTepHeT-pecypchl Il OCYIIECTBIECHUS
TPEBEN-TIOJCPAKKHU JAEJIOBBIX MOE3/10K; ITUKET ¥ OCHOBBI
MEXIYHAPOIHOTO  TPOTOKOJA;  STHUKA  JI€JIOBOTO
ob1ieHns1; TpeOOBaHUS OXPaHbl TPY/IA.
IIK 1.5. Bnaapers | HaBbiknu: OpraHmanys u MO IEP>KAHKE
criocobamu (YHKIMOHAILHOTO pabovero NpocTpaHCTBa
opranusanyi YMeHusi: OpraHM3OBBIBaTH pabodyee MeCTO B
pabouero COOTBETCTBMM C  TpeOOBaHMAMHM 3PrOHOMHUKH U
NPOCTPAHCTBA KyIbTYphl Tpyna; oOecreuyrBaTh pabodee MeECTO W
NPUCMHON 1 (yHKIMOHATEHOE pabouece MPOCTPAHCTBO
KaOuHeTa HEOOXOIUMBIMHU CpeaCcTBaMu OpraHM3aIMOHHON
PYKOBOIHTCJIA TEXHUKH, MeOelbio u KaHLIEJIIPCKUM U
MPUHAJIEKHOCTMU; MOJ AEP’KUBATD cperncraa
OpraHM3alMOHHON TEXHHKH B pab04eM COCTOSHHML
3uanus: TpeOoBaHUA OXpaHbl Tpyaa,
NPOM3BOJICTBEHHOM  CAHWTApHM,  NPOTHBOIIOYKAPHOU
3aIUTHI; OCHOBBI TPABWIHHOM OpraHM3aliy Tpyna H
METOABl TIOBBIMICHUS €T0 A3(P(EKTUBHOCTH;, BHIbI
OPraHM3aIMOHHON TEXHWKH M TIOPSJOK paboThI C Hell.
T[IK 1.6. HaBpiku: opraHmzaipsi TOATOTOBKA U TPOBEJCHUE
OcCyIIecTBIATh KOH(hE PeHTHBIX MEPONPUSTHH, o0ecrieucHUe
pabory o MH(POPMALMIOHHOTO B3aMMOJCHCTBUSI PYKOBOAMTEINS C
TIOJITOTOBKE U NOApa3eIeHNIMH W JIOJDKHOCTHBIMU  JIMLAMH
MPOBE ACHUIO OpraHu3alyn
KOH(EPEHTHBIX YMeHusl: OpraHM30BBIBATH MPOLECC TMOATOTOBKA U
MEPOIPUATHA, MPOBE IS HUE KOH(EpPEHTHOTO MEPOTIPUSITUS
obecrneunBaTh WHIVBUAYaJlbHO M B CcOcTaBe paloueil TpyIibl;
HMHPOPMAIMOHHOE JOKYMEHTHPOBaTh  pa3Hble  JTambl  MPOLEAYPHI
B3aMMOJeicTBIE TMOJITOTOBKH 71 TPOBE IS HUS KOH(hbepeHTHOTO
PYKOBOZIUTEIIS C MEpompusTHs;  COOMIOaTh  3TUKET W OCHOBBI
MOJPA3IeICHISIMI U | MEXKIYHAPOAHOTO TMPOTOKOJNA; OCYIIECTBISITH CcOOD,
A OIDKHOCTHBIMHU 00paboTKy uHbOpM I, CUCTEMAaTH3ALIMIO
JIVIAMHA MONTy4aeMbIX U Tepe/laBaeMbIX JaHHBIX; OCYIIECTBISITH
OpraHu3alu MPOBEPKY JIOCTOBEPHOCTH, TIOJTHOTBI "
HETPOTUBOPEUUBOCTH JTAHHBIX, UCKJTIOYCHUE
JyOIMpOBaHUS uHpopMaImy; MPUMEHATh

I/IH(I)OpM AIMMOHHO-KOMM YHUKAIITMOHHBIC TCXHOJIOTUH.

3HaHMs: HOpMAaTHBHBIC NPaBOBBIE aKThl Poccuiickoit

Oenepaimi B chepe  uHpOpMAIMHM,  KOMIUICKC
OpraHM3aIMOHHO-TEXHUY € CKHX MEPOTPHSTHiA 1o
TIOJI'OTOBKE u POBEICHUIO KOH(epeHTHBIX
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MEpONpUATHH; TpaBwia O(OPMIICHHS JIOKYMEHTOB,
CO37aBaeMbIX B IPOLECCE TOATOTOBKA U TPOBEICHUS
KOH(PEPEHTHOr0  MEPOIPWSTHS; OTHKET U OCHOBBI
MEXIYHAPOIHOTO  TPOTOKOJA;  STHUKA  JIEJIOBOTO
o01IeHHs; COCTaB  BHYTPEHHHX M  BHEIUHHX
MH(OPMAIMOHHBIX TOTOKOB; CTPYKTypa OpraHM3ald H
TOPSJIOK  B3aUMOJCHCTBUS TIOAPA3ICIICHUN; METOJBI
00paboTKH W 3amuThl WMHPOPMAIMU C TPUMEHEHHEM
cpeicTB MHDOPMAIMOHHBIX W KOMMYHHKAIIMOHHBIX
TEXHOJIOTUH; TpeOOBaHUs OXpaHbl TPY/A.

IK 1.7. OdopmisTe
OpraHM3aIMOHHO-
pacropsiAuTeNbHbIe
JOKYMEHTBI U
OpraHM30BBIBATH
paboTy ¢ HUMH, B
TOM YHCIIE C
HCTIONb30BaHIEM
aBTOMaTH3MPOBaHHBI
X CUCTEM

HaBbiku: ohopmIteHIE OpraHM3aIMOHHO-
pacTiopsiIUTENIbHBIX ~ JJOKyMEHTOB M OpraHHM3aIiys
PabOTHI C HUIMH, B TOM YHCIIE C

VICTIOJIb30BAHMEM aBTOMATH3MPOBAHHBIX CHCTEM

YMeHMsI: COCTaBISITh TPOEKTHl OPraHM3ALMOHHBIX,
pacHiopsANTENbHBIX ¥ MH(POPMAIMOHHO-CIPABOYHBIX
JIOKyMEHTOB, B TOM YHCJIE JJOKYMEHTOB, COIePKaIIIX
KOH(HIEHITMATIH HY O nHGOPMATHIO; oopMIATH
OpraHM3aIMOHHO-PACTIOPS TUTEITLHBIC JIOKyMEHTbI
(opurmHanmbl W KOMMHM); CKAaHUPOBATh, KOMMPOBATH U
KOHBEPTHPOBATH JJOKYMEHTHI B pa3i4Hble GOpMaThl;
OCYIIECTBIIATh TPOBEPKY NPOSKTOB JTOKYMEHTOB Ha
COOTBETCTBHE TPABIIIAM JIEJIONPOU3BO/ICTBA;

NpUHIMATh W T[POBOAWTH TMEPBHYHYI0 00pabOTKy
BXOSIIIIMX JIOKYMEHTOB; TPOBOIUTH IPEJIBAPUTEIHHOE
paccMOTpeHue BXOASIIMX M BHyTPEHHUX JIOKYMEHTOB;
PErHCTPUPOBATh BXOJSIINE, MCXOASIIME U BHYTPCHHHE

JIOKYMEHTBI; KOHTPOJIMPOBAaTh MapIIpyTH3a L0
JOKyMEHTOIIOTOKOB B OpraHm3aluy  (COIJacOBaHME,
MOATIMCAHKUE, YTBEp)KICHIE, 03HaKOMIJICHHE u

WCTIOJIHCHHE JTOKyMEHTOB); OCYIIECTBIISITH CPOKOBBIM
KOHTPOJIb ~ WCTIOJIHCHHS JIOKYMEHTOB; OCYIICCTBIISITh
NOJATOTOBKY M OTHpPaBKy HCXONSIIMX JTOKYMCHTOB;
COCTAaBJATh OTYETHI W AHAJMTHUYECKUE CIPAaBKH 00
WCTIOJTHEHUH JTOKYMCHTOB;

BeCTH  WH(OPMAIMOHHO-CTIPABOYHYIO ~ paboTy Mo
JOKyMEHTaM; OCYIIECTBIIITh Pa0OTy C OpraHU3aIHOHHO -
pacTopsIUTeJIbHBIM K JIOKYMEHTaMH1 B
ABTOMAaTH3MPOBAHHBIX CUCTEMaX.

3HaHuA. HOpPMAaTHBHBIC IPaBOBBIE aKThHl Poccuiickoit
@enepaipm B cdepe ENONPOM3BOACTBA; JIOKAJIbHBIC
HOPMATHUBHBIE AKTHI, PETJIAMEHTUPYIOIIHUE IESITEIbHOCTh
CIy)XOBI ~ JIeJIONpOM3BOACTBA M €€  pabOTHHKOB,
OpraHM3a1MIo BEJICHUA JIEJIONPOU3BOZCTBA;
COBpPEMEHHBIE MH(pOpMaIOHHbIE u
KOMMYHMKAalMOHHbIE ~ TEXHOJIOTWH, [pUMEHSIEMbIE B
pabore ¢ [OKyMEHTaMH; CTPYKTypa OpraHW3aIH,
PYKOBOICTBO CTPYKTYPHBIX MOApa3jeseHuii, oOpa3Lpl
HNOAIMCEN JIMI, KMMEKIIMMX IPaBO MOAINCAHWA U
YTBEP)KICHU JOKYMEHTOB, W OrpaHMYEHHMs 30H KX
OTBETCTBEHHOCTY; paBwIa PYCCKOIO  SI3BIKa;
TpeOOBaHUsI OXpaHbl TPyAA.

K 1.8. OdopmisaTs
JIOKyMEHTBHI TI0
JIMYHOMY COCTaBY H

HaBbiku: odopMieHrHe MTOKYMEHTOB M0 JIMIHOMY
COCTaBy ¥ OpraHmzaimst padOThI C HUIMH, B TOM YHUCJIE C
WCTIOJIb30BaHUEM aBTOMAaTH3MPOBAHHBIX CUCTEM
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OpraHM30BBIBATH
paboty ¢ HUMH, B
TOM

qHCIIE C
HCTIONb30BaHIEM
aBTOMaTH3HPOBaHHBI
X CUCTEM

YMeHusi: o0ecrieyrBaTh COXPAaHHOCTh TEPCOHAJBHBIX
JTAHHBIX pabOTHHKOB; OpraHM30BBIBATH
JIOKyMEHTOO00O0pOT MO TPEJACTABICHUIO JOKYMEHTOB IO
TIePCOHAITY B roCyZapCTBEHHBIE OpraHbl;
OpraHM30BBIBATH  JJOKyMEHTOOOOpPOT TO Yy4E€Ty W
JIBWKCHAIO PAa0OTHUKOB; BECTH BOWHCKMH  y4ET
paOoTHHMKOB, BecTH y4€T  pabo4ero BpEeMEHH
paboOTHHUKOB; ohOpMIITH OpraHM3aIMOHHO-
pacropsiiUTeIIbHbIE JOKYMEHTBI 110 JINYHOMY COCTaBY;
BECTH PETUCTPALMIO, Y4ET, ONEPATHBHOC XPaHCHHE
JOKyMEHTOB ~ TI0  JIMYHOMY  COCTaBYy;  BECTH
JOKyMEHTAIMIO,  TIOATBEPXKIAIONIYI0  CBEIEHHUI O
TPYIOBOW  JEATEJBHOCTH W  TPYIOBOM  CTaxe
paboTHUKOB; (HOPMHPOBATh JIMYHBIE Jiejla PaOOTHHKOB;
o(hopMIIITH J1eIa TIO JITYHOMY COCTaBY IS Tiepelavyu B
apXxuB OpraHM3alyy; paborath co
CIELIMATM3UPOBAHHBIM U MH()OPMAIMOHHBIMH
cucTeMaMH W 0a3aMy JaHHBIX 0 BEACHUIO y4€Ta H
JIBIDKCHHIO Pa0OTHHKOB.

3HaHMsA: HOpMaTHBHBIE IIPaBOBbIE aKThl Poccuiickoit
@enepaipy B cepe TPyJOBBIX OTHOLICHHI; JTOKaIbHBIE
HOPMATHUBHBIC aKThl, pETJIAMEHTHPYIOLIUE TPYyIOBbIE
OTHOLICHUS; COBPEMEHHBIE MH(POPM A1MOHHO-
KOMMYHHKAlMOHHbIE ~ TEXHOJIOTMH, NpPUMEHSIEMBIE B
pabore C JOKyMEHTaMHM IO JIMYHOMY COCTaBY;
CTPYKTypa OpraHM3aly, pPYKOBOJCTBO CTPYKTYPHBIX
HoZipa3/ieieHui; MpaBuia JAEJIONpOU3BOJCTBA; NpaBWIa
PYCCKOro s13bIKa; 3THUKA JEJI0BOT0O OOIIEHHs; TpeOoBaHus
OXpaHbl TPyJAa.

MK 1.9.
OpraHm30BBIBaThH
TEKyIlee XpaHeHUe
JIOKyMEHTOB,
00paboTKy Aen IJs
OIIEPATHUBHOTO U
APXUBHOTO
XpaHeHUs, B TOM
quCIIe C
UCTIONIb30BaHUEM
aBTOMaTH3HPOBAHHBI
X CHCTEM

Hasbiku: opraHuzarys TEKYIIET0  XpaHCHHS
JOKyMEHTOB, 00pa0OoTKa Jen Uil ONepaTUBHOIO H
ApPXMBHOTO XpaHEHWS, B TOM YHCJE C HCIIOJIb30BAHHEM
ABTOMATH3UPOBAHHBIX CUCTEM

YMenusi:  pa3pabaThiBaThb  HOMEHKIATYpy  JAel
OpraHM3ally; TPOBEPSATh NPAaBWILHOCTH O(QOPMIICHHS
JIOKyMEHTOB W OTMETKH 00 WX WCIIOJHCHHH TIepe] HX
(opMupoBaHHEM B J1€JI0 JUIA TOCIIETYIOIETO XPAaHSHHS;
dopMupoBaTh Jena, KOHTPOJIMPOBATH TPABWILHOE U
CBOCBPEMEHHOE  paclpefeNieHie M TOAILIMBKY
JOKYMEHTOB B JieJla B COOTBETCTBHH C HOMEHKIIATYPOH
JIe;  TPOBEPSTh  CPOKH  XpPaHEHWS  JTOKyMEHTOB,
COCTABJIATH MPOTOKOJ PaOOThI AKCTIEPTHON KOMHUCCHH TI0
MOJITOTOBKE  JIOKYMEHTOB K TIiepeJade B  apXuB;
COCTaBJATh aKT O BBIICJICHMM K YHAYTOXKCHHIO
JIOKYMEHTOB, HE TO/AJIeKALIMX XPAHCHHIO; COCTABIATH
aKT 00 YHMYTOXXEHUM JOKYMEHTOB;, OCYIIECTBISIThH
MOJHOE I YaCTUYHOE O(OpMIICHHE 1€ BPEMEHHOTO,
TOCTOSTHHOTO, ~ JTONITOBPEMEHHOTO  CPOKOB  XPAaHCHH;
COCTABISITh OIKMCH JAEN CTPYKTYPHBIX IOZpa3JIeICHHUI
MIOCTOSTHHOT'O, JTOJTOBPEMEHHOIO CPOKOB XpaHCHHS IS
mepefayn  Aell B apXuB OpraHM3alM;, IPUMEHITH
MH(POPM AIIMOHHO-KOMM YHHUKAIIMOHHbIE TEXHOJIOTMH  TIPU
paboTe ¢ TOKyMEHTaMMu.
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3HaHuA: HOpPMAaTHUBHBIE MPaBOBBIE aKThl Poccuiickoit
@enepaim B cepe ETONPOM3BOACTBA M APXHBHOTO
nena; JIOKaJIbHbIE HOPMAaTHBHBIE aKTHI,
perilaMeHTHpYIONMe BEJEHUE [eJIONMPOM3BOACTBA U
nepegady  Jed B apxXMB  OpraHM3alid;  BHJIBI
HOMEHKJIATYp e, 00IIMe TpeOOBaHNI K HOMEHKIIATYPE
JIeJ1, TIOPSIIOK pabOThI C HeW, OPSI0K (OPMHUPOBAHKS U
obopmnenuss  gen,  crempduka (hopmMupoBaHus
OT/CJIbHBIX KaTEropHi N1eJl; MpaBWwia XpaHEeHUs e, B
TOM 4YHUCJE C JOKYMEHTAaMU OrPaHMYEHHOTO JIOCTYIIA;
NpaBWIa BBIIaYW W WCTIONB30BaHUS JOKYMEHTOB U3
C(OPMHpPOBAHHBIX 1€,  TOPSIOK  HCTIONb30BAHMUS
THINOBBIX WIM BEIOMCTBEHHBIX TMEpPEYHEH TOKyMEHTOB,
OmpeieIeHNs] CPOKOB XPaHEHHSI B MPOLIECCE IKCTIEPTH3BI
IICHHOCTH JIOKYMEHTOB; BHIbI OMKCEH J1€J1 OpraHM3almu
Y TIOPSIIOK paOOThI C HUM;

TpeOOBaHM OXpPaHBI TPyIA.

Paznen 5. CTpykTypa 0CHOBHOM 00pa30oBaTe/IbHON NMPOrPaAaMMBbI

5.1. YueOHbIii IU1aH

VYueOHbIIl NIaH TPOrpaMMbl MOATOTOBKHU CIIELMATIMCTOB CPEIHEro 3BEHA CPETHEro
npodeccrnoHanbHOro 00pa3oBaHUs OMpeNeNsieT MepeueHb, TPYI0EMKOCTb, MOCIEI0BATEIbHOCTD
U pacrpesielieHHne 1o rnepruogaM o0ydeHust yaeOHbIX TPEIMETOB, KypCOB, IUCIUTUINH (MOIYyIEH ),
MPAKTUKA, UHBIX BUJOB Y4EOHOH IESITeIbHOCTH OOydarommxcs U (OPMBI UX MPOMEKYTOUHOMN
aTTecTalluH.

YueOuprii miaH mo crnemuanbHOCTH 46.02.01 «/lokymMeHTanmoHHOE oOOecIeueHue
yIpaBJIEHUS U apXWBOBEJIEHUE» COCTaBiIeH B cooTBeTcTBUM C Tpeboanusimu ®I'OC CIIO no
cnenunansHoctd 46.02.01 «/lokymMeHTaniMoOHHOE oOecriedeHne YIpaBiICHUsI U apXUBOBEACHUEY,
yrBepkaeHHoro Ilpukazom MunucrepcTtBa mpocBemeHus Poccuiickoit ®enepamuu ot 26
asrycra 2022 r. Ne 778 (Ilpunoxenue 1).

5.2. Kanennapuplii ydueOHbIi rpa uk
Kanennapuerit yaeOnblit rpaduk npencrasieH B [Ipunoxennu 1.

5.3. PaGouyasi nporpaMMa BOCHUTAHMS U KaJe HIAPHbIN IUIAH BOCIIUTATEJIbHOM
padoThI

Pabouas mporpaMma BOCIIMTAHWS HAIPABJICHHA HA Pa3BUTHE JTUYHOCTH 00yJaroIerocs,
MO3BOJISIET CO37aBaTh YCJIOBUS I €T0 CAMOOIpEIeNeHUs M COIMaau3allii B OOIIECTBE Ha
OCHOBE COLIMOKYJIBTYPHBIX, AYXOBHO-HPABCTBEHHBIX LIEHHOCTEH M NPHUHATBIX B POCCHUICKOM
0011iecTBE TpaBUJI U HOPM TTOBE/ICHUSI B MHTEPECax Ye0BeKa, CEMbH, O0IECTBA U TOCYAApCTBa,
dopMupyeT y 00yJaroImmxcs 4YyBCTBa MAaTPHOTHU3MA U TPAXKAAHCTBEHHOCTH, YBAXKCHUS K TTAMSTH
3auMTHUKOB OTedecTBa W moABUram repoeB OTedecTBa, K 3aKOHY M IPaBOIMOPSIKY, YETIOBEKY
TpyAa M CTaplieMy MOKOJEHUIO, B3AMMHOTO YBOKECHUS, OCPEKHOTO OTHOIICHUS K KYJIBTYpHOMY
HACJIEIUIO U TPAJULMSIM MHOTOHALMOHAIBHOTO Haponaa Poccuiickon denepannu, K Ipupoae u
OKpYXKaroLleH cpene.
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Pabouas mporpamma BocmuTanus mo crnenuanbHocT 46.02.01 «/lokymeHTarmoHHOe
oOecrieyeHrne YIpaBJICHHUS M apXWBOBEICHHE» I03BOJSIET CHOPMUPOBATH Yy OOYUYArOIMXCS
obume xommnereHuu, npexycmorpeHasie ®I'OC CIIO, onageHne KOTOPHIMU OCYILIECTBIISCTCS
B IIPOLIECCE POBENCHUS C HUMH BOCITUTATEIBHON AESITETbHOCTH.

[Iporpamma cOCTOUT U3 HMHBAPUAHTHOW, BApPHATUBHOMN U JOTIOJTHUTEIBHOMN YaCTEu.

WNuBapuanTHas 4acTh MO3BOJISIET cOPMUPOBATH 0a30BbI€ IIEHHOCTH, OCHOBAHHBIC HA
TPaIMLIMOHHBIX U aKTYalTbHBIX 3a7layaX BOCHUTAHUS U COLMATU3ALNHN 00yJarOIIMXCS.

BapuatuBHas dacth pabouell mporpaMmbl cQOpMHpPOBAHA C YYETOM KOHTEKCTHBIX
YCIIOBUH KOJUIEIKA U OTpaXKaeT 33/1a4M TyXOBHO-HPABCTBEHHOTO BOCIIMTAHUS O0YIAIOLIAXCSL.

Meponpustusi, BHECEHHBbIE B JONOJIHUTEIBHYIO YacTh, IMO3BOJSIOT CHOPMUPOBATH
o0lMe KOMIIETCHIIMM B  COOTBETCTBHUM CO  crnenu(ukoll  koiwiepka ©W - Oymymien
npodeccuoHanbHON AESITEIbHOCTHIO 00YJarOIIEroCs.

BocnurtarensHas paboTa MpOBOIUTCS B COOTBETCTBHHM C MPOTPAMMOIl BOCIUTAHUS B
TE€UYEeHHE YUeOHOTO Troja.

Pabouas mporpamma 1o BOCHHUTaHUIO BKIIIOYAET CIAEAYIONME pa3/ieibl:

1. Ocobennoctu opranuzyemoro B KMIIO BocnuTaTtensHOro mpoiecca.
2. llens v 3a1a4u BOCIUTAHUSL.

3. Bunpl, popmbl U conepikaHue AesTEIbHOCTH.

4. KaneH mapHO-TeMaTUYECKU TIIaH BOCITUTATENIbHOM paboTHhI.

5. Pe3ynbrarhl OCBOECHMSI TPOTPaMMbl BOCIIUTAHUSL.

6. Metoaunueckoe obecrieueHre MPorpaMMbl BOCITUTAHUSL.

B pazmene «Ocobennoctu opranm3dyemoro B KMIIO BocmuTaTensHOTO IMPOIECCay
JlaeTcsl KpaTKoe OMHUCaHHe CcHenu(UKd NesTeIbHOCTH B cdepe BOCHUTAHUS, OCOOCHHOCTH
COLIMAJIBHOTO OKPY)KEHHUS OOy4JaronmXxcsl B KOJIJIEKE, MEPEUHCIIIOTCS COLlMaNIbHbIE MapTHEPHI,
AQHAIM3UPYIOTCSI OCOOEHHOCTHM KOHTHMHTEHTAa OOYYalOUMXCS, IMEPEUUCISIOTCS MPUHLIUIBI U
TpaJuLIM1 BOCIUTaHUsL, KOTOpbIe npakTukytoTcs B KMIIO.

Paznen «llenp W 3amauyum BOCIHMTAHUSD HAINpaBIEH HA JHWYHOCTHOE pa3BUTHE
oOyJalonmxcs; TMNpUOOIIEHHE K POCCUUCKUM TPAJUIHUOHHBIM JIyXOBHBIM II€HHOCTSIM,
dopmupoBaHUE Y O0OYJaIOIMXCS OCHOB POCCUNCKOW MICHTUYHOCTH.

B pasnene «Buasl, GopMbl U copepikaHUE IESITENbHOCTU» MEPEUUCISIOTCS CIOCOObI
JIOCTH>KEHUS MOCTABJICHHBIX I€1€M W 3aJad BoCHUTaHUA. Pa3nen cOCTOMT M3 MHBApUAHTHBIX,
BAPUATUBHBIX U JIOTIOJHUTENBHBIX MOJYIEH, KaXIblil U3 KOTOPBIX OPUEHTHUPOBAH Ha OJHY M3
MOCTaBJICHHBIX 337]a4 BOCHUTAHUS U COOTBETCTBYET OJHOMY M3 HAMPABJICHUU BOCIUTATEIBHOMN
paboTHI.

KanennapHo-temaTryeckuii IjaH BOCHUTATENbHON pabOThl oOmpenenseT NepeyeHb
MPOBOIMMBIX MEPOTIPUSTHI, POPMBI U CPOKU HX IIPOBEICHUSI.

B pasnmene «Pe3ynpTaThl OCBOEHHSI MPOrpaMMbl BOCHUTAHMSD)» JIa€TCAd aHAIM3
BOBJICYEHHOCTH  OOydaloMXCs B  MPOBEIEHHBIE  MEPONpHUATHUS M  KaK  pe3yiabTaT
chopMupoBaHHOCTH ycTaHOBICHHBIX @T'OC 10 CrIenuanTbHOCTH OOIMX KOMIIETCHITUH.

Paznen «Meroanueckoe obecrieueHuEe NPOrpaMMbl BOCITUTAHUSD) COJCPIKUT:
— wuHpopmannonHoe oOecrnedyeHue (ydeOHble TmocoOus ©  1Ip.), Y4eOHO-METOIUMYECKue
peKoMeHJalnu, pabouue TeTpaan, CpaBOYHHU KU, CII0BapHU, KHHO- U BUEO(parMeHTHI;
— QJITOPUTMBI JESTENbHOCTU (MHCTPYKUHMOHHBIE KapThbl, JEMOHCTPALlUOHHbBIE U pa3JaTOYHbIE

MaTEepUaIbl);
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— KOHTPOJBHO-U3MEPUTCIIBHBIC MaTCPUAJIbI (TGCTOBBIG 3aJaHHus, aHKCThI U I[p)

5.4. CtpyKkTypa M 00b€M NPOrpaMMbl IIOATOTOBKH CIELHMAJHCTOB CpPeJHEro 3BeHa
no cnenuaapHocTH 46.02.01 «/lokymeHTanMOHHOe o0OecnedyeHWe YNPaBJICHUS M
apxuBOBe/IeHUE)

Oo0nem
Nupexe CTpykTypa 00pa3zoBaTe/ibHOI MPOrpaMMbl 00pasoBar eLHOI
NporpamMmbl B
aKaje MHYeCKHX Yacax

I IIpodeccnonanbHasi MOATOTOBKA 2952
Cryg CormmanbHO-TYMaHUTAPHBIN MK 601
OIIL[ | O6menpodeccHoHATBHBIN KT 668

M [TpodeccronanbHbIN KT 1467
I'MA | N'ocynapcTBeHHast UTOrOBasi aTTECTaLMs 216

O0umii 00 bemM 00 pazoBaTeIbLHOI MPOrPaAMMBbI 2952

HCpC‘-ICHB U PpE3YJIbTAThI O6y‘ICHI/I$I KypCOB, NpE€AMCTOB, IAUCHUIIIMH U MO,Z[ynCﬁ
IpEACTABJICHBI B IPUJIOXKCHHUAX!

—  JucrunauHs! mpodeccuoHanbHOi 00pa3oBareapHOM mporpammsl (IIprnokenue 2).

Paszne 6. YciaoBus peajmnsanuu 00pa3oBaTeIbHOM NPOrpaMMBbl
6.1. TpeOGoBaHus K MATEepHAJIbHO — TEXHHYECKOMY OCHAILCHHIO TPOrPaAaMMBbI
NMOJArOTOBKH CIENHMAJHCTOB CPe/IHero 3BeHa

Komnemx  MHOroypoBHEBOTO  Mpo(ecCHOHAIbHOTO  OOpa3oBaHHUsS  pacrojaraeT
MaTepHallbHO-TeXHUYeCKOoH 0a3o0i, obecneuMBaroliell MpPOBEICHHE BCEX MHPETyCMOTPEHHBIX
y4eOHBIM TIJJAHOM BHJIOB J1a0OPAaTOPHBIX padOT, MPAKTUUYECKUX 3aHATHH, AUCIHUILUIMHAPHOM,
MEXIUCHUIUIMHAPHON M MOZIYJIBHOM IOJATOTOBKU, y4€OHOH NpPaKTUKU, KOHCYIbTALMM, B TOM
YHClie TPYNIOBBIX U WHIUBUIYAJIBHBIX, TEKYILETO KOHTPOJIS, MPOMEXYTOYHON aTTeCTallMH, a
TaKoKe TTOMEIIEHUS ISl CAMOCTOSITEIbHONW paboThl, 1a00paTOPUH, OCHAILIEHHBIE 000PY/I0BAHHUEM,
TEXHHYECKUMH CpPEACTBAMH OOY4eHHS H MaTepuajlaMd, YYUTHIBAIOIIMMH TpeOOBaHUS
MEXIYHAPOJHBIX CTaHIAPTOB.

MarepuanbHO-TeXHMYECKass 0a3a COOTBETCTBYET JCHCTBYIOLMM CaHUTapHbIM U
IPOTHBOTIOKAPHBIM HOPMaM.

PecypcHoe obecriedenne 0O0OpazoBaTeNbHONM MporpaMMbel (OpMHpYETCs Ha OCHOBE
TpeboBanuii, onpenensieMprx @PI'OC CIIO no cnenuanbHOCTH U IPeycMaTpUBAET HATMUHE:
KaOunersr:

COLMAJIbHO-9KOHOMHYECKHUX U YIPaBICHUYECKHX JAUCIUTLINH;
MHOCTPAHHOTO 5I3bIKa B MPO(eCCHOHATbHOMN JEATEIbHOCTH ;
PYCCKOTO sI3bIKa B PO(EeCCHOHANBHOMN eSTEIbHOCTH;
IIPaBOBOTO O0ecIeYeHUs TPOPECCHOHANBHOM IESTENBHOCTH
JOKYMEHTAI[MOHHOTO 00ecrieueHus yrpaBieHus,
apXUBOBEJICHUS;

npodeCCHOHATBFHON ATUKA W OCHOB JICJIOBOTO OOIICHHS ;
OpraHU3aI[uU CEKPETAPCKOTO OOCITY)KUBAHUS;

0€30M1aCHOCTH JKU3HEAEATEIbHOCTH ;
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METOIUYECKUH.

JlabopaTopum:

KOMIIBIOTEPHOM 00pabOTKU TOKYMEHTOB;
MH(POPMAIIMOHHBIX 1 KOMMYHUKAI[HOHHBIX TEXHOJIOTHH;
ApXUBHOTO JIeNa,

OopraHu3zaiuu paboThl ¢ JOKYMEHTaMH,

CUCTEM 3JICKTPOHHOTO JOKyMEHTO000POTa,;
ydeOHasl KaHLIeNspHusl.

CnopruBHBII KOMILIEKC:

CrnopTUBHBIN KOMILJIEKC.

3aJbl:

O0uOIMOTEKa, YNTAIBHBIN 3a]1 C BBIXOJOM B ceTh MIHTEpHET;

AKTOBBIN 3all.

6.1.1. OcHaleHre KAOUHETOB

Kaounet «CO].[H&J'IBHO-Z)KOHOMI/I‘IGCKI/IX N YIPABJCHYE CKUX TUCHUILIIHHD), OCHAIIICHHBIM

o0opynoBaHueM: pabodre CTON M CTYA MO KOJIWYECTBY OOydarommxcs, pabodee MecTo
Mperno/iaBaTes;

TEXHUYECKUMH CPEJICTBAMHU OOYy4EHUS: MEPCOHAIBHBIN KOMIBIOTED, TPUHTEDP, TPOEKTOP,
MHTEPAKTUBHAS MPUCTABKA K JIOCKE MJIM HUHTEPAKTUBHAS JIOCKA.

Kaounet « MHOCTPaHHOTO sI3bIKA B PO eCCHOHAIBHOM AeATeJIbHOCTH, OCHAICHHBIN

obopynoBaHueM: pabodre CTOJI M CTYN MO KOJMYECTBY oOydaroumxcs, pabodyee MecTo
MPETo/IaBaTes;

TEXHUYECKUMH CPEICTBAMHU OOYUEHUS: IEPCOHATBHBIA KOMITBIOTEP, IPUHTEP, TPOCKTOP,
WHTEpaKTHBHAs IPUCTABKA K JIOCKE MITM HHTEPAaKTHBHAs JIOCKA.

Ka6unet «Pycckoro sizbika B po¢ ecCHOHAJIBHOM e TeJJbHOCTH», OCHAILCHHBIN:

o0opynoBaHueM: pabo4yre CTOJN M CTYJI IO KOJIMYECTBY oOydaroumxcs, pabodee MecTo
IPEroAaBaTes;

TEXHUYECKUMH CPEJICTBAMU OOY4YEHUS: IEPCOHANIbHBIN KOMIBIOTEP, IPUHTED, IPOEKTOP,
MHTEpPaKTUBHAs IPUCTaBKa K JOCKE WJIM MHTEPAKTUBHAsI 10CKa.

Kaounet «IIpaBoBoro ooecnedenusi npog ecCHOHAIbHOM AeATeJIbHOCTH, OCHAICHHBIN

obopynoBanueM: pabodrie CTOJM M CTYI MO KOJIMYECTBY OOydarommxcs, pabodee MecTo
MPETo/IaBaTes;

TEXHUYECKUMH CPEICTBAMU OOYUEHUS: MEPCOHANBHBIN KOMIBIOTEP, TPUHTED, TPOEKTOP,
WHTEPaKTHBHAs TPUCTABKA K JIOCKE MITM WHTEPAaKTHBHAs JIOCKA.

KaOuneT «/lokyMeHTAlIHOHHOTO 00ecrneveHNsl yIpaBJjie HUs», OCHALICHHbII:

o0opynoBaHueM: pabo4re CTON M CTYA MO KOJIWYECTBY OOydarommxcs, pabodee MecTo
MpEerno/iaBarTessi, CACTEMbl XpaHEHUS JIe)l B yueOHOW KaHUEsIpUH;
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TEXHUYECKMMH CpEICTBAMH OOy4EHHUs: MEPCOHAIbHBIN KOMIBIOTEP, MPUHTEP, CKaHED,
KONMpPOBAJIBHBIN anmapar i M®Y, npoekTop, MHTepakTUBHAs IPUCTAaBKa K JOCKE UJIN
WHTEPAKTUBHA I0CKA.

KaOuneT «ApxuBoOBe /e HUsI», OCHAIIICHHbIN:

000pYyIOBaHMEM: CTOJIBI M CTYJIbsI, MIKAa(bl, CTEIUIAXKH, JTOCKA, MHTEPAKTHBHAs TPHCTABKA
K JIOCKS/MHTEPAKTUBHAS JIOCKA, TPOCKTOP, KOH TUITHOHE;

TEXHUYECKUMH CPEJICTBAMU: NEPCOHATBHBIA KOMITHIOTEp (IIpOrpaMMHOE OOeCredcHUeE:
TEKCTOBBIM  pelakTop, TMpaBoBas  0a3za  JaHHBIX, CHCTEMa  DJICKTPOHHOTO
JIOKYMEHTOO0OpOTa, TMPOTPaMMHBIM  TMPOAYKT, peaTu3ylonmid  (QyHKIUKA  apXuBa
OpraHu3alliy, JIOKaJbHAS CETh, BBIXOJ B TIIOOAIBHYIO CETh), MHOTO(YHKIHOHAIBHOE
YCTPOKNCTBO (IPUHTEP, CKAHEP, KOTIHD).

Kaounet «(IIpodeccuoHanbHO 3THKH M OCHOB [1€J10BOI'0 00LLE HUSDY, OCHAIICHHbII:

obopynoBaHueM: pabodue CTOJI M CTYN MO KOJMYECTBY oOydaroumxcs, pabodyee MecTo
MPErno/IaBaTens;

TEXHUYECKUMH CPEICTBAMHU OOYUYEHUS: EPCOHANBHBIN KOMIBIOTEDP, IPUHTEDP, MPOEKTOP,
WHTEpaKTHBHAs IPUCTABKA K JIOCKE MITM MHTEPAaKTHBHAs JIOCKA.

KaOunet «Opranmsanuu ceKpeTapcKkoro 00cIyKHBAHHM», OCHAILCHHBIN:

o0opynoBaHueM: paboyre CTOJ M CTYJ MO KOJMYECTBY OOydaroumxcs, pabodee MecTo
Mperno/iaBarTesi, CACTEMbl XpaHEHUS JIeJ]1 B y4eOHON KaHIIEJIAPHUU;

TEXHUYECKUMH CPEICTBAMU OOYYEHHUsS: MEPCOHAIbHBIM KOMIIBIOTEP, MPUHTEP, CKAaHED,
KOMUPOBaJIbHBIN anmnapatr win MOV, npoekrop, UHTEpaKTUBHAs MPUCTaBKa K JOCKE MU
MHTEPaKTUBHAs JOCKA.

Kaounet «be3onmacHocTH KU3HECACHATCJIBbHOCTH, OCHAIIICHHBIM

o0opynoBaHueM: pabo4yMe CTOJN M CTYNI IO KOJIMYEeCTBY oOydaronmxcs, pabouee MecTo
npenogasarens, mnporuBoraz [TI-7, pecnuparop P-2, 3anmtHBIA KOCcTIOM JI-1,
OOIIEBOMICKOBON 3allMTHBIN KOCTIOM, OOIIEBONCKOBOM MpHUOOp XMMHUUYECKON pa3BEIKH,
KOMIIac-a3uMyT, UHAUKATOP PAAUOAKTUBHOCTH, WHIUBUIYaIbHBIN MMEPEBA30UYHBIN MaKeT
UITI-1, %ryr KpoBOOCTaHABIMBAIOUMI, anTeuka MHAMBUAYalbHas 1. AW-2, koMIuiekT
MPOTUBOOKOTOBBIM, WHAMBUAYyalbHbIA mnpoTuBoXxuMuueckuid mnaker WIII-11, cymxka
caHuTapHas AJIs OKa3aHus 1epBoi momoum noapasnaenenusm cui ['O (mpukas Ne 611 ot
08.02.2013), HOCHUIKM TMIAIIEBble, TPEHAKEP-MAHEKEH B3POCIOTO TMOCTPAAABILETO
«Anekcannp-2-0.1» (romoBa, TOpC) I OTPAOOTKM TIPUEMOB CEPJCYHO-TETOUHOM
peaHuManuu (co CBETO3BYKOBBIM HHIMKATOPOM), CTEH[-YIOJOK MapkepHbId «TexHuka
Oe3omacHocTU. YCTpoicTBO, cOopka u pazbopka aBromara AK-74. Hopmatusbl», cTeH
«[Ipubopel pamuallMOHHOW W XMMHUYECKOH pa3Belnku», MakeT aBToMara KamammukoBa
(cOopHO-pa300pHBI), y4eOHO-TPEHUPOBOUHBIA  KOMIUJIEKC OTHEBOW  IMOJTOTOBKH
Crpenen-1/AK (maccorabaputnsiii mMaker AK), crenn «OpraHuzalimoHHasl CTPYKTypa
Boopyxénnbix cun Poccuiickoit @enepanun», crenn «CpeacTtBa MHAWBUAYATbHON M
IPYNIOBOI 3almTh», cTeH] «CpencTBa 3alMThl OPraHOB JbIXaHUs (MHAWBUIYyaJIbHbIE
CpeACTBa 3aIlTHI)», CTEHJ «YCTaBbl. 3aKOH BOCHHOW CIyKObl. BoeHHas mpucsray,
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MarHUTHO-MapKepHasi Jocka «MakeTbl YyOSKHI ¢ TPOCTEHIIMX YKPBITUN» C
KOMILJICKTOM CI)OJII/II>'I 1 TEMATUYCCKUX MATrHUTOB.

TEXHUYECKUMH CPEJCTBAMHU OOYUCHUS: MEPCOHABHBIN KOMIBIOTEP, IPUHTED, TPOEKTOP,
WHTEpaKTUBHAs IPUCTaBKa K JOCKE UJIM MHTEPAaKTUBHAs I0CKA.

KaouneTt «MeToau4e cKuii», OCHaICHHBIN :

obopynoBanuem: pabodee MeCTO MO KOJIWYECTBY METOAUCTOB, CHCTEMBI XpaHEHUS
y4eOHO-METOIMUECKON JTOKyMEHTAIIHNH;

TEXHUYECKUMHM  CPEACTBAMM: IIEPCOHANBHBIM  KOMIIBIOTEP, IIPUHTEP, CKaHEp,
KOIIMPOBAJIBHBIN annapat uinu MOVY.

6.1.2. OcHailleHue MOMENICHUH, 3aJ1eCTBOBAHHBIX MMPU OPTraHU3AIM M CaMOCTOSTEIBHON

Y BOCITUTATEIHHOMN PabOTHI.

KaouneTt «bu0/moTeka, YUTAJBLHBIH 32J1 C BHIX0J0M B HHTEPHE T

obopymoBaHueM: pabodee MecTo OUOIMOTEKaps, CTEUTAKU OWOIMOTEUHBIC IS
XpaHEHUS, CTeIUTAXH OMOIMOTEYHBIE JEMOHCTPAIIMOHHBIE, pa00YHe CTOJIBI U CTYJIbS IS
00yJaroIMXCs.

TEXHUYECKUMH  CpPEJCTBAMH:  TMEPCOHAJbHBIM  KOMIblOTep  (pabodee  mecTo
OnbmMoTekaps), MEePCOHANBHBIC KOMMBIOTEPHI il OOy4Jarommxcs, MPUHTEpP, CKaHEp,
MPOCKTOp, HWHTEPAKTHBHAs IPUCTAaBKA K JOCKE WJIW HWHTEpPAKTUBHAs JIOCKA,
KOIMpOBalIbHbIM anmapar i MOV, nocryn k cetu Internet, 1ocTyn K 3JI€KTPOHHBIM
OUOIMOTEYHBIM CHCTEMAM.

AKTOBBIH 3aJ1

6.1.3 OcHamenue naboparopuii

JlaGopaTopusi «KomnbroTepHOii 00padl0TKH JOKYMEHTOB), OCHAILCHHAS:

00OpyIOBaHMEM: MOCAJOYHBIMU PA0OYMMHU MECTaMHU (B KOMILUIEKTE: KOMITBIOTEPHBII
CTOJI ¥ NMOABEMHO-IIOBOPOTHOE KPECJO0) MO KOJIMYECTBY CTYIEHTOB, PabOYMM MECTOM
npernoaaBares, MIOCOOMIMU U MOJICISIMHU, YI€OHON JOCKOH, KOHAUIIMOHEPOM;
TEXHHYECKUMH CPEJICTBAMU OOYYEHHUS: KOMITBIOTEpaMHU (TI0 KOJUYECTBY IMOCATOYHBIX
MmecT + 1 Ha pabouem cTolie mpenogaBaTens), C BO3MOKHOCTBIO BBIX0/IA B JTOKAJIbHYIO U
I100aJbHYIO CETH, MYJIbTHUMEIUIHBIM MPOEKTOPOM, MHTEPAKTUBHOM JIOCKOM/3KpaHOM,
CKaHEepoM, CeTeBBIM NMpUHTEpoM/MDY, yururoxxutenem Oymaru.

JlaGopaTopusi «AH¢opMaIMOHHBIX U KOMMYHMKAIMOHHBIX T€XHOJIOTUIDY, OCHAIIICHHAS:

obopymoBanueM: 15 paboumx mecT + pabodee MECTO MPENoJaBaTelisi, OCHAIICHHBIX
KOMIIBIOTCPHBIMU CTOJIaMH U MOABCMHO-TTOBOPOTHBIMHA KPCCIIAMM ;

TCXHUYCCKMMU CPEACTBAMU 06yquI/151: HepCOHaJ'IBHHﬁ KOMITBIOTCP Ha KaXXJ0C pa6oqee
MCCTO:
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C  YCTaHOBJIEHHBIM  HIpPOrpaMMHBIM  OOECIeYeHHEM: OIEepaliOHHAas  CHUCTEMa,
aHTUBUpYCHAs MpOrpamMMa, TEKCTOBBIN, TabmuuHbldi pemakrop, CYBJIl, mporpamma s
co3maHus mpeseHTanui, IlepcoHanbHbIil MHPOPMAIMOHHBIM MeHekKep ¢ (QyHKIUAMU
noyroBoro kimeHra u  (Groupware, apXuBaTOpbl, IPOIrPaMMbl CKaHUPOBAaHUS,
KOHBEPTUPOBAHUS Pailios,

C JIOCTYIIOM B TJIO0AJBHYIO CE€Th WHTEPHET, B JIOKAIBHYIO CETh Y4EOHOTO 3aBEICHUS, B
CIPaBOYHO-IIPABOBYIO CUCTEMY U 3JIEKTPOHHO-OUOINOTEUHYIO CUCTEMY;
MYJIBTUMEIUITHOE 000pyIOBaHUE: TPOEKTOP, MHTEPAKTUBHAS JJOCKA;

MIPUHTEP, CKaHEP, KOMMMPOBAJIbHBIN anmnapat uiu MOY.

JlaGopaTopusi «KAPXHBHOI0 /IeJIa», OCHAIIICHHAS 000PYIOBaHUEM:

CTONBI W  CTYNIbs, IIKagbl, CTEJUTaXH, JOCKAa, HWHTEpPAaKTHMBHAs MpPHCTaBKa K
JIOCKE/MHTEPAKTHUBHAS 10CKA, IIPOEKTOP, KOHAUIIMOHED;

TEXHUYECKUMH CPEJICTBAMU: MEPCOHAIBHBIN KOMIbIOTEp (IIPOrpaMMHOE OOecreueHue:
TEKCTOBBIM  peJakrop, MmpaBoBas  0a3a  JaHHBIX, CHCTEMa  BJIEKTPOHHOTIO
JOKyMEHTOO0OPOTa, MPOTPaMMHBIA  NMPOIYKT, peanusyloumid (QyHKIMH  apXuBa
OpraHu3aluy, JIOKaJbHAs CEeTb, BBIXOJ B MIIOOAIBHYIO CE€Th), MHOTIO(YHKLIHOHAIBHOE
YCTPOMCTBO (MpUHTEpP, CKaHEp, KOMHUP), YHUUYTOXKUTENb JIOKYMEHTOB (IIpezaep),
MHCTPYMEHTBl W MaTepuajbl JUIs MPOLIMBKU JIOKYMEHTOB (MEXaHMUYECKHE M PY4YHBIC):
IPOIIMBHOE YCTPOMCTBO, ABIPOKOJIBI Ha JIBa M YEThIPE HPOKOJa, IIMJIO, UIVIA, KAPTOH
«apxuBHBIA cTanaapT» 230x320 MM ¢ OMTOBKOH (11O JTMHUM CTHOA), HUTb IS MO I BKH
JIOKyMeHTOB JaBcaHo-mranenabuble  JIII-210, nmedats W wmrammsl JUisl  3aBEpPEHUS
apXUBHBIX CIPAaBOK, KOMUH M BBIMHMCOK (OTMETKA O 3aBEPEHMM KOMUHU JIOKYyMEHTOB,
mramn «Komus)

JlaGoparopuss «Opranusanuu padoThl ¢ JOKyMeHTAMW», OCHALLICHHAs 000py/10BaHUEM:

MEepPCOHATBHBIM  KOMIIBIOTEpP, MOABEMHO-TIOBOPOTHOE  KPECIO MO  KOJIHUYECTBY
oOyJarolnmxcs, MPUHTEP, CKaHEp, KOMUPOBAIBHBIN ammapar, (akCUMUJIBHBIN ammapar,
mMuHH ATC, MHOrOoQyHKIMOHAJIbHOE YCTpoiicTBO M@V (mpuHTEp, CKaHep, KOMUp,
CpeACTBa CBsI3U), OyMaroyHM4TOXUTENb U OymaropesaTeabHOe YCTPOHCTBO, JJAMUHATOD,
OpommopaTop, KOHBEPTOBCKPHIBATENIb, KaHIEISAPCKHE Te4aTh (OTTHCK TIe€4YaTH) H
IraMIbl i oOpabOTKH JTOKYMEHTOB (OTMETKA O MOCTYIUIEHUHM, OTMETKa O KOHTpOJIE),
Majnasg  KaHLeNspus 1O  KOJMYECTBY  OOYy4dalOUMXCS B COOTBETCTBUU  C
MH(PACTPYKTYPHBIM JTHCTOM.

IlepcoHanbHbIe KOMITBIOTEPHI:

C JOCTYIOM K JIOKaJIbHOM CeTH y4eOHOro 3aBe/IeHHUs], INT00aIbHON CETH MHTEPHET, crpa-
BOYHO-TIPABOBOM CHCTEME, HJIEKTPOHHBIM OMOIMOTEYHBIM CHCTEMAM;

MporpaMMHOE OOecIeueHre: TEeKCTOBBIN, TaONMUYHBIA pPEJaKTop, MporpaMma CO3IaHUS
npeseHtanuii, CYBJl, mepcoHanbHbIi WHGOPMAIIMOHHBIA MEHEMKEpP C (QYyHKIHIAMHU
nouyroBoro kinuMeHta u (Groupware, CHCTEMa 3JEKTPOHHOIO JIOKYMEHTOOOOpOTa,
apXvuBaTOp, MPOrpaMMbl CKAHUPOBAHUS U KOHBEPTHPOBAHHS TOKYMEHTOB, IPOTPaMMBbI
JUTS TIOJITOTOBKK JJOKYMEHTOB K II€pe/ayue B apXuB.
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JladopaTopusi «CucreM 3J1e KTPOHHOT0 IOKYMEHT0000poTa», OCHAIICHHAs: 000pYJI0OBaHUEM:

NEPCOHATBHBIM  KOMIIBIOTEP, IOABEMHO-IIOBOPOTHOE  KPECIO IO  KOJIUYECTBY

oOydaronmxcsi, MpUHTEP, CKaHEp, KONMHMPOBAIBHBIA ammapar, (akCUMHJIBHBIN ammapar,

Muaun ATC, MmHOrodyHKIIMOHANIBHOE ycTpoicTBO MDY (mpuHTEp, CKaHep, KOMHp,

CpEICTBA CBSI3N),

OyMaroyHW4TOXHTEIb M OymaropezaTelbHOE YCTPOWCTBO, JIAMHHATOp, OpOIIOpaTop,

KOHBEPTOBCKPBIBATENb, KAaHIEIAPCKAE TMeyaTH (OTTHCK TI€YaTH) M IOTaMIlbl s

00pabOTKM JOKYMEHTOB (OTMETKa O IMOCTYIUIGHHHM, OTMETKAa O KOHTpOIIe), Majas

KaHUESpUs 1O KOJIMYECTBY OOY4YaIOUMXCS B COOTBETCTBUU C HMH(PACTPYKTYPHBIM

JIUCTOM.

IlepcoHalIbHBIE KOMIIBIOTEPHI:

® C JIOCTYIIOM K JIOKAJIbHOH ceTH y4eOHOro 3aBeJeHMS, INI0OANTbHON CeTH MHTEpHET,
CIIPaBOYHO-TIPABOBOM CHCTEME, dJIEKTPOHHBIM OMOIMOTEYHBIM CHCTEMAaM;

® [porpaMMHOE OOeclieyeHue: TEKCTOBBIM, TAOJUYHBIN pelakTop, MporpaMmMa CO3AaHus
npesentanuii, CYBJl, nepcoHanbHblii WHQOPMAIIMOHHBI MEHeKep ¢ (QyHKIUIMHU
noutroBoro kinueHTa u Groupware, cHCTeMa 3JEKTPOHHOIO JOKyMEHTOOOOpOTa,
apXuBaToOp, MPOrpaMMbl CKAHUPOBAHUSI U KOHBEPTUPOBAHUS TOKYMEHTOB, TPOTPAMMBI
JUIS IOATOTOBKU JIOKYMEHTOB K II€pe/iadye B apXuB.

JladopaTopusi «YueOHasi KaHIeJIsIPUs», OCHAIICHHAs 000PYJIOBaHUEM:

IIEPCOHAIBHBIM  KOMIIBIOTED, ITOABEMHO-IIOBOPOTHOE  KPECIO IO  KOJIUYECTBY

oOydaronmxcsi, PpUHTEP, CKaHEp, KONMHMPOBAIBHBIA ammapar, (akCUMHUIBHBIN ammapar,

mMuHu ATC, MHOrogyHKIMOHaIbHOE YycTpoiicTBO M@V (mpuHTEp, CKaHep, KOMUD,

CpencTBa CBs3M), OyMaroyHMYTOXKUTEIh U OymMaropeszaTeinbHOE YCTPOHCTBO, JJAMHHATOD,

OponmopaTop, KOHBEPTOBCKPHIBATENlb, KaHIENMSAPCKHE TedaTH (OTTUCK TI€YaTu) U

mIramMnsl Ui 00paboTKH JOKYMEHTOB (OTMETKAa O MOCTYIUIEHWH, OTMETKa O KOHTpOJIE),

Majas ~ KaHLenspus 1O  KOJMYECTBY  OOydarolmXcsi B COOTBETCTBUM  C

UHQPaCTPYKTYPHBIM JIHCTOM.

IlepcoHanbHbBIE KOMIIBIOTEPHI:

® C JOCTYIIOM K JIOKQJIbHOH CeTH y4eOHOTro 3aBelCHHS, TNIOOATbHON CeTH MHTEpHET,
CIPaBOYHO-IIPABOBON CUCTEME, HJIEKTPOHHBIM OMOIMOTEUHBIM CHCTEMAM;

® [IpPOrpaMMHOE OOecliedeHHE: TEKCTOBBIN, TAOMUYHBINA PEAAKTOP, IIPOrpaMMa CO3JaHMs
npesentanuit, CYB/], nepcoHanpHblii MHGOPMALMOHHBIA MEHEMKEp ¢ (QYHKIUAMU
nouroBoro KiueHTa u Groupware, cHCTeMa 3JEKTPOHHOIO JOKyMEHTOOOOpOTa,
apXyuBaTOp, MPOrpaMMbl CKAHUPOBAHUS U KOHBEPTUPOBAHUS JOKYMEHTOB, IIPOIPaM MbI
JUIS IOATOTOBKHM JIOKYMEHTOB K I€pe/iadye B apXuB.

6.1.4. CnopTMBHBIH KOMILIEKC, OCHAIICHHBIN:
000opylnoBaHWEM: THMHACTHUYECKHE KOBPUKH, MSIYM, CKAKaJKd, (PUTHEC-PE3NHKH,
001mbaphl, TAHTEIHU, TSHKEIIBIE MM, MSUX JIJIs1 OOJIBINIOTO TEHHHUCA,
TEXHUYECKUMH CPEJCTBAMU OOYUCHUS: MY3BIKAJIbHBIA I[EHTpP, CEKyHIoMep, IudpoBas
BUJIeOKamepa, I1(ppoBoii poToanmnapaT, KOMIBIOTED.
JonyckaeTcs 3aMeHa 000py/I0BaHHUsI €r0 BUPTYAIbHBIMH aHAJIOTaMHU.
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6.1.5 TpeGoBaHusi K OCHAIEHMIO 0a3 MPAKTHK
Peanuzamus oOpa3oBaTenbHONW MPOrpaMMBI IMPEAIoaracT 00s3aTeNbHYI0 Y4EOHYIO H

MIPOU3BOJICTBEHHYIO TPAKTHKY.

VYuebHas mnpaxktuka Oyner peanusoBbiBaThesi B MacTepckux KMIIO PAHXul'C u
noTpelOyeT Hanmu4yusi 000pyIOBaHUs, HHCTPYMEHTOB, PAaCXOIHBIX MaTepHalIOB, 00ECIIEUNBAIOIIX
BEITIOJTHEHUE BCEX BUIOB pabOT, ONMPENEICHHBIX COACPKaHUEM IPOTrpaMM IpodeccH OHATTBHBIX
MOJyJIeH, OTBEYAIOIEro MOTPEOHOCTSM OTpaciy U TpeboBaHUAM paboToaaTeneil.

[lpousBojaCTBEHHAss MpakTUKa pealu3yeTcs B OpraHu3alusx Jro0oro mpoduis,
o0ecreunBalONMX JESTeNbHOCTh  OoOydarommxcsi B npodeccruonansHoi  obmactu 07
AIMUHUCTPAaTUBHO-yIIpaBJIeHYECKas U OQUCHAs eSITEIbHOCTb.

OGopynoBaHue TNPEANPUATHH W TEXHOJOTMYECKOE OCHAIEHHE pabodyux MecT
IIPOM3BOJICTBEHHOM MTPAKTUKU COOTBETCTBYET COJIEPHKAHUIO TPOPECCHOHAIBHOM IESATENbHOCTH U
JTaeT BO3MOKHOCTH OOydJaromeMycsi OBJIaIeTh MPO(EeCCHOHATBHBIMI KOMITIETEHIIUSIMU TI0 BCEM
BUJIAM JICSITEIBHOCTH, MPEIYyCMOTPEHHBIMU INPOTPAMMOM, C HCIOJIb30BAHUEM COBPEMEHHBIX
TEXHOJOTMH, MaTepualioB U o0opynoBaHus. OOopynoBaHHE MOXKET OBITh 3aMEHEHO €ro
BHUPTYaJIbHBIMU aHAJIOTAMH.

6.2. TpeGoBanus k yueOHO-MeTOANYECKOMY 00ecIeye HHI0 00pa3oBaTe IbHOM
NPOrpaMMbl

6.2.1. bubnuoteunslii (HOH] KOJUIEHKA YKOMIJICKTOBAH MEYaTHBIMHU M3JAHUSIMHA U (UJIH)
AJIEKTPOHHBIMU M3JAHUSAMHM [0 KaXI0M JucHUILIMHE (MOaynro) u3 pacuera He MeHee 0,25
9K3EMILISIPA KaKIOro M3 M3JaHUH, yKa3aHHBIX B paboYMX MporpaMMax AMCLUILIMH (MOIyneil) B
KauecTBE OCHOBHOW JIMTEpaTypbl, Ha OJHOIO OOy4aroLerocs M3 4Mcia JIHI, OJHOBPEMEHHO
OCBaMBAIOIIMX COOTBETCTBYIOILYIO TUCIUIINHY (MOIYIb).

B ciaywae Hammums  3NIEKTPOHHOM — MHQOPMALMOHHO-00pa30BaTENbHOM  Cpeibl
JIONyCKAaeTCsl  3aMeHa  Ie4yaTHoro OuOimoreyHoro  (oHAa  MpefocTaBIeHHUEM  IIpaBa
OJIHOBPEMEHHOTO JIOCTYIa He MEHee 25 MpOIeHTOB, 00ydJaronmxcs K LH(ppOBOH (3JEKTPOHHOM )
O6ubnmorexe.

OOyuaronmmMcst oOecrieyeH JA0cTyn (YIaJIEHHBIM JOCTyI), B TOM 4YHCIE B Clydae
IPUMEHEHHUs 3JIEKTPOHHOTO OOY4YEeHMs], IUCTAHLIMOHHBIX OOpa30BaTENIbHBIX TEXHOJIOTHH, K
COBPEMEHHBIM Mpo(decCHOHATbHBIM 0a3aM JaHHBIX M WHOOPMAIMOHHBIM CIIPAaBOYHBIM
CHCTEMaM, COCTaB KOTOPBIX OIpeNesIieTCsa B pabounx MporpaMmax JUCUHUILIMH (MOAY/IeH) U Ipu
HE00X0IMMOCTH OOHOBJISIETCS.

OOpazoBarenpHas mporpaMMma 00ecreunBaeTCs y94eOHO-METOIMUECKON JOKyMEHTAIuen
10 BCEM Y4E€OHBIM JTUCIUIIIMHAM (MOJIYIISAM).

6.2.2. OOGyuaronmecs MHBAIM/BI U JIMLA C OTPAaHUYEHHBIMH BO3MOKHOCTSAMH 370POBbS
obecrieueHpl MeYaTHBIMA M (MJIM) SJEKTPOHHBIMH yYeOHBIMU HM3IAHUSIMH, adarTHPOBAHHBIMHU
IIPU HEOOXOAMMOCTH JJIs1 00Y4EHUsI YKa3aHHBIX 00yJaroIMXCs.

6.2.3. IlepeueHb HEOOXOIMMOTO  KOMIUIEKTa JIMIIEH3MOHHOIO M  CBOOOJHO
pacnpocTpaHsIeMoro NporpaMMHOIo 00ecIiedeH ], B TOM YK CJIe OT€YECTBEHHOIO TPOU3BOJICTBA.

Ne Haume HoBaHMe TMIIEH3UOHHOTO U CBOOOTHO Ko u Hanme HoBaHue Koauuecrt
n/n pacnpocTpaHsieMoro MporpaMMHOro yue OHOM JUCIU LI HbI BO
o0ecrmeyeHusl, B TOM YK CJIe 0Te4eCTBEHHOI 0 (Moxyas)
NPOM3BOACTBA
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IIporpaMMHoOe o0ecnieyeHne 001ero Ha3HaAYeHUsl B
Oneparmonsple  cucteMbl it obecriedenws | [IM.O1 - [TM.03, COOTBETCTB
(hYHKIMOHMPOBaHKS TPOrpaMMHBIX cpeacTB obmiero | OITIL.01 - OTIIL.09, 15151 c
U mpodeccroHampbHoro obo3Hauenuss Ha padouux | CI'T.01 - CT'II.03, KOJIMIECTB
MECTax MpeTioiaBaTeiei ¥ 00 yIatonuxCs CI'l1.05 - CT'11.08, oM
[Taker crangapraeix oducHbIX mnpwiokennid i | [IM.01 - TIM.03, aBTOMAaTH3
paborel c jgokyMeHramu, TaOmmuamu, Oaszamu | OIIL[.01 - OIILL.09, MpOBaHHBIX
JAHHBIX U T.IL CI'11.01 - CT'11.03, pabounx
CT'LI.05 - CT'11.08, MECT B
[Iporpammer mpocmoTpa TeKCTOBBIX U Tpadraeckux | [IM.01 - [IM.03, KaOuHeTE
JIOKyMEHTOB OIILIL.01 - OIILI.09, I
CI'1.01 - CI'm.o3, nabopaTop
CI'TI.05 - CT'11.08, i
4. [TporpaMmbI-apXuBaTOPHI IIM.01 - TIM.03,
OI1L1.01 - OIILI.09,
CIr'a.o1 - Cru.os,
CI'l1.05 - CT'I1.08,
5. WurepHeT-0pay3epsl (He MeHee BYX) IIM.01 - IIM.03,
OII11.01 - OIILI.09,
CIr'a.o1 - CroL.os,
CI'L1.05 - CT'I1.08,
6. AHTHBUpYCHBIE MPOrpaMMBbI (He MEHee ABYX) [IM.01 - TIM.03,
OIILI.01 - OI1LL.09,
CI'1.01 - CT'L1.03,
CI'TI.05 - CT'11.08,

6.3. TpeOoBaHuUsI K MPAKTHYECKOIi MOATOTOBKE 00y4alOMXCH

6.3.1. Ilpaktuueckas MNOArOTOBKa @pH pealu3alud 00pa30BaTENIBbHBIX IMPOrPaMM
cpeaHero npodeccuoHaIbHOro 00pa30BaHUs HalpaBieHa Ha COBEPILICHCTBOBAHHWE MOJEIU
MPaKTUKO-OPUEHTUPOBAHHOTO OOYYEHHUs, YCHJIEHHE pPOJU paboToaaTesneidl Npu MOATOTOBKE
KBATH(UIIUTPOBAHHBIX pab0OUMX, CIY)KAIMX, CIIEIHUATNCTOB CPEIHEro 3B€Ha IyTeM PaCIIMpPEeHUs
KOMIIOHEHTOB (4acTeil) o0pa3oBaTelbHBIX MPOTPaMM, MPEAyCMATPUBAIOLMX MOJEIUPOBAaHUE
YCIIOBUH, HEMOCPEACTBEHHO CBSA3aHHBIX € Oyayled npodeccCHOHATbHON eATelIbHOCTBIO, a
Taloke OOeCTeueHUsl YCIOBUU ISl TONyYeHUS OOYYarOIMMHUCS TPAKTUYECKUX HABBIKOB M
KOMIETCHIIMI, COOTBETCTBYIOIMX TpeOOBaHMAM, MPEIbABISEMbIM pPadOTOdATEISIMU K
KBATU(PUKALMIM CIIELUATMCTOB, PA0OUHX.

6.3.2. OGpazoBarenpHas ACITEILHOCTh B ()OPME MPAKTUUYECKON MOTOTOBKH

- peanu3yercss TpH NPOBEICHUHM NPAKTUYECKUX U J1a0OPAaTOPHBIX 3aHSATHM,
BBIIIOJTHEHUU KypCOBOTO IPOEKTHMPOBAHUS, BCEX BHUIOB IMPAKTUKA M HMHBIX BUIOB YueOHOM
NeSITEIIbHOCTH;

- [peIyCMaTpUBAET JEMOHCTPALMIO IMPAKTUYECKUX HABBIKOB, BBINIOJIHEHUE,
MOJIETUPOBaHNE OOYYaIOIMMHCS OIPEAETICHHBIX BUJOB pabOT Ui pelieHUs MPaKTHYECKUX
3a/1a4, CBSI3aHHBIX ¢ Oyaymel npodeccuoHaIbHON eATEIbHOCTBIO B YCIOBMSX, IPUOIUKEHHBIX
K peaJIbHbIM MPOU3BOJICTBEHHBIM;

- MOXET BKIIOYaTh B ce0s OTIENbHBIC JIEKIHH, CEMHHAaphl, MacTep-KIacchl,
KOTOpBIE IpEeIyCMaTpPUBAIOT IepeAady oOydaronmmcs ydeOHoW HHpopMalMH, HEOOXOAUMOM
JUIS  TIOCJIEIYIOUIETO BBIMOJHEHUS paboT, CBA3aHHBIX C Oyaymed mnpodeccnoHanbHON
JESITEIbHOCTBIO.
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6.3.3. OOpa3oBatenbHas ACATENLHOCT, B (QOpMe MPAKTHYECKOH  ITOATOTOBKH
OpraHu3yeTrcs Ha BCEX KypcaX OOY4dEeHHs, OXBAThIBas JAWCHUILIUHBI, MPOQecCHoHaTbHbIC
MOJYIH, BCE BHJbl NPAKTHUKH, MPEIYCMOTPEHHBbIE Y4eOHBIM IIJJAaHOM 00pa3oBaTeIbHOMN
IPOTPaMMBI.

6.3.4. IlpakTiueckasi MOArOTOBKA OPraHU3YeTCs B y4€OHBIX, yI€OHO-ITPOU3BOJCTBEHHBIX
1abopaTopusx, MacTEpCKHX, Y4eOHBIX IOJMIOHAX, Y4eOHBbIX 0a3ax MpaKTUKU, a TaKKe B
CHenuanbHo 000pyIOBaHHBIX MOMEIIEHUIX (pabounx MecTax) MpOoQUIbHBIX OpraHU3aluil Ha
OCHOBAaHUHU JIOTOBOpAa O MPAKTHUYECKOW MOATOTOBKE OOYYAIOLUMXCS, 3aKIH0YaeMOro MEXIy
oOpa3oBarenpHOW  opraHm3anuedl ©  TpOoQUIIBHOW  opraHu3amueil, OCYIIeCTBISIONICH
JEeSITeTIbHOCTD 110 MPO(HIII0 COOTBETCTBYIOIIEH 00pa3oBaTENbHON MPOTPAMMBIL.

6.3.5. Pesynbrarel ocBOeHHS 0Opa30oBaTeIbHON MpOTpamMMbl (€€ OTAEIbHBIX YacTei)
OLICHUBAIOTCS B paMKax IIPOMEKYTOYHOM U rOCyJapCTBEHHONW UTOrOBOW aTTECTALUU.

6.4. TpeOoBaHus K KaApPOBbIM YCJOBHSIM PeaJIM3allUd MPOrpaMMbI NOJAT0OTOBKH
CIEeHATUCTOB Cpe/IHero 3BeHa

Peanusanust ocHOBHO#M o0Opa3oBaresnbHOM TporpaMmbl 1o cnenuansHoctd  46.02.01
«JlokyMeHTallMOHHOE ~ OOeclieyeHUue YIpaBJICHHUS M apXUBOBEICHUE)»  OCYIIECTBIISETCS
MpernoiaBaresiMi y4eOHOTO 3aBEJICHUS, a TAKKe JINIaMH, TPUBIEKAeMbIMU Ha UHBIX YCIOBUSIX,
B TOM 4YHCJIE€ M3 4YHCIA PYKOBOAMUTENEW M pabOTHHKOB OpraHU3allMii COOTBETCTBYIOLICH
npogeccuoHaNbHOM cdepsl.

KBanudukanus negarornyeckux pabOTHUKOB 00pa3oBaTENbHON OpraHU3alllU JIO0JKHA
OTBEYaTh KBAW(PHKAIIMOHHBIM TpPeOOBaHUSM, yKa3aHHBIM B EIWHOM KBaIM(UKAITMOHHOM
CIIPaBOYHUKE JOJKHOCTEN PYKOBOJUTENEH, CIEUANNCTOB U ciyxanmx (nanee - EKC), a Taxoke
npodeCcCHOHaTBFHOM CTaHAapTe (MPU HATMYIHNH ).

[lenarornyeckue pabOTHUKH, YIaCTBYIOIME B pealn3aluu o0pa3oBaTeIbHON MpOrpaMMmsl,
MOJTy4alOT JIOMOJHUTENbHOE MpodecCHOoHaIbHOE 00pa3oBaHUE IO MpPOTrpamMMaM MOBBIIICHUS
KBanu(UKaMK, B TOM uucie B (opMe CTaXUPOBKM B OpPraHMU3AIUAX, COOTBETCTBYIOIICH
npodeccuoHaabHOM cdeppl He peke | paza B 3 roga ¢ ydeTOM pacIMpPEHHUs CHEKTpa
po(heCcCHOHANBHBIX KOMIETCHIIHH.

Jonst meparornueckux paOOTHUKOB (B MPHUBEACHHBIX K I[E€IOYHMCICHHBIM 3HAUYCHUSIM
CTaBOK), 00ECIEYMBAIONMX OCBOCHUE O0yJArOIMMHUCS TPOPECCHOHATBHBIX MOIYIICH, WMEIOIIX
OIBIT JEATENBHOCTH HE MEHee 3 JIeT B OpraHu3alMsX, HalpaBJeHUE ESTEIbHOCTU KOTOPBIX
COOTBETCTBYeT obmactu  mpodeccuoHanbHON  AesrenbHocTH 07  AIMUHHCTPAaTUBHO-
yrpaBJeH4Yeckass M o(ucHas NeSTeNbHOCTh, B OOIIEM YHCIE MeJarorH4eckux paOOTHHUKOB,
peanu3yronmx o0pa3oBaTeIbHYI0 MPOTpamMMy, JOHKHA OBITH HE MEHEe 25 MPOILIEHTOB .

6.5. HopMaTHBHBIE 3aTpaThl OKa3aHUsl TOCYJAPCTBEHHBIX YCJIYr MO peaju3aluu
OCHOBHOIi 00pa3oBaTe IbHOI MPOrpaMMbI

Pacuersl HOpMATHBHBIX 3aTpaT OKa3aHHS TOCYIAPCTBEHHBIX YCIYT IO peaTu3aluu
00pa3oBaTENLHON TPOTPAMMBbI OCYIIECTBIISIETCSI B COOTBETCTBUU C METOIUKOW OIpeIeIeHUs
HOPMAaTHUBHBIX 3aTpaT HAa OKa3aHWE TOCYAAPCTBEHHBIX YCIIYT IO peaM3aluu 00pa30BaATEIIBHBIX
porpaMM CpelHero mpoecCHOHAIBHOrO 00pa3oBaHus Mo mpodeccusiM (CIeUaATbHOCTIM) U
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YKPYIHEHHBIM TpymmnaM mpodeccuid (CrenuanbHoCcTei), yrBepkaeHHor MunoOpHayku Poccnu
27 uosiops 2015 1. Ne AII-114/18BH.

HopmartuBHbIe 3aTpaThl Ha OKa3aHUE TOCYJapCTBEHHBIX YCIYT B cdepe 0Opa3oBaHUs 1O
peanu3anuy 00pa3oBaTeNbHON MporpaMMbl BKIIOYAIOT B ce0s 3aTpaThl Ha OIUIATY Tpyda
IpernojiaBareiel U MacTepoB MPOU3BOJCTBEHHOIO OOydeHHUs C y4eTOM OOECHEeueHUs! YPOBHS
cpeaHel 3apaOOTHOHM MJaThl MEAArOTMYECKUX PAOOTHHUKOB 3a BBIMOJHIEMYI0 UMH Y4eOHYIO
(mpemogaBaTenbCKylo) paboTy M Jpyrylo paboTy B COOTBETCTBUM ¢ Yka3oMm Ilpesmnenra
Poccuiickoit ®enepanun ot 7 mas 2012 1. Ne 597 «O MeponpusTHsSX MO pealn3aluu
rOCYIapCTBEHHON COLMATIBHOMN MOJIUTUKH .

Paznea 7. ®@opmupoBanue (oHIA OUEHOYHBIX CPeJACTB /Ui MPOBeJdeHHUS
roCyJapcTBEHHON WTOrOBOH AaTTeCTAMM W OPraHU3alMs OLICHOYHBIX Mpoueayp NO
nporpamMmme

®dopmoii  TOCYTapCTBEHHON WTOTOBOM aTrTecTanuu 1o cnennanbHoctn 46.02.01
«JloKyMEeHTallMOHHOE o0ecrnieueHne yIpaBJeHUs U apXMBOBEACHUE)»  SBJISETCA
JEMOHCTPALlMOHHBIM 3K3aMeH M AMIUIOMHas pabora. ['ocymapcTBeHHas MTOroBas aTrTecTanus
3aBepIaeTCs MPHCBOCHUEM KBaIM(UKAIIUKM CIEIUATNCTa CPEIHEr0 3BEHA «CHEIUaINCT IO
JOKyMEHTAI[MOHHOMY O0ECIEUeHHUIO YIpPaBJICHUS W apxuBHOMY Aeny». Ilopsnok npoBenenus
TrOCyJapCTBEHHONM MTOTOBOM arrecranuu pentameHTupyercs llpukasom MuHnpocsemeHus
Poccunu ot 08 HOs16ps 2021 1. Ne800 «O6 yrepxaenuu Iopsiaka npoBeneHus rocyjapcTBeHHON
UTOTOBOM aTTecTalluu MO 00pa3oBaTeNbHBIM IporpaMMaM CpeaHero mnpodeccuoHanbHOro
oOpazoBanus» (3apeructpupoBan MunucrepctBoM toctunuu Poccuiickoit ®denepanuu 07
nexadbpst 2021 1., peructpanuonHbiii Ne 66211). TpebGoBanus K coaepkaHuio, o0beMy u
CTPYKTYpE AMIUIOMHON paboThl, W JEMOHCTPAIIMOHHOMY SK3aMEHY KOJUIE/DK OIpeAeNsieT B
nporpaMme TOCYJapCTBEHHOW MTOrOBOM arTecTalMd M (OHJAX OLICHOYHBIX CpPEJICTB,
paspaboranHbIX B cooTBeTcTBHU ¢ TpeboBanusmu @I'OC CIIO no cnenuanbHOCTH.

3amaHus A8 JEMOHCTPAIlMOHHOTO  9SK3aMeHa  pa3pabaThIBalOTCS HA  OCHOBE
npodeCCHOHATBFHBIX CTAHIAPTOB M C YIETOM OIICHOYHBIX MaTepHaioB, pazpadbotanusix OI'BOY
A0  «MHCTUTYT pa3BUTUSA TPOPECCHOHATEHOTO  00pa3oBaHUsA», IPU  YCIOBUU  HAIWYUS
COOTBETCTBYIOLMX MPO(PECCHOHATBHBIX CTAHIApPTOB U MAaTEPUAJIOB.

B xome T'MA oneHuBaeTcsi CTemeHb COOTBETCTBUS CGHOPMHPOBAHHBIX KOMITCTCHITUM
BbINTYCKHUKOB TpeboBaHussM ®I'OC. 'MA opranu30BbIBaeTCS Kak AEMOHCTPALUSI BBIITYCKHUKOM
BBIITOJIHEHUS OJTHOTO MJIM HECKOJIBKMX OCHOBHBIX BUJIOB JIEATEIBHOCTH 110 CIEL MaIbHOCTH.
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