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1.1. Hacrosmas mnporpamMma TOJITOTOBKH CIEIMATUCTOB CpPEIHEr0 3BeHa (Jaee
IMTIICC3) mo cnemuanpHOocTH 46.02.01 «JlOKyMEHTAIIMOHHOE OOCCIICYCHUE YIPABICHUS H
apXUBOBEACHHUE» CpelHero mnpodeccHoHaIbHOr0 o0pa3oBaHMsl pa3padoTaHa Ha OCHOBE
benepanbHOro ToCyJapCTBEHHOTO 00pa30BaTEIbHOIO CTaHIAPTa CPEIHEr0 MPOPECCUOHATBHOTO
oOpazoBanus 1o crneuuanbHocTu 46.02.01 «JlokyMeHTanmoHHOE O0OecneYeHue yIpaBlICHUs U
apXHUBOBEICHME», yTBepxkAcHHOro IIpukasom MunucrepcrBa mnpocsemenus Pocculickon
®enepanuu ot 26 aBrycra 2022 r. Ne 778 (manee ®I'OC CIIO).

[Iporpamma MOATOTOBKH CHEIMATUCTOB CPEAHEro 3BeHa mo crnernuanbHocTu 46.02.01
«JlokymeHTallMOHHOE oOecreueHrne YINpaBiICHUS W apXUBOBEACHUE» PErJaMEHTHPYET LeH,
OKHJaeMble Pe3yJIbTaThl, COJIEPKaHUE, YCIOBUS U TEXHOJIIOTMH pean3aluu 00pa3oBaTeIbHOro
mpolecca, OlEHKY KauyecTBa MOJATOTOBKU BBITYCKHUKA IO CHEIHMAIFHOCTA U BKJIIOYAET B CEOs:
y4eOHbIN TuTaH, paboune mporpaMmbl Y4eOHBIX KypCOB, IPEAMETOB, AMCHUUIUIMH (MOIYJeH) u
JIpyrue Marepuanbl, OO0eCreyrBarolie KadyecTBO IOJATOTOBKM OOYYArOIIUXCSA, a TaKxkKe
OporpaMMbl Y4eOHOW W TPOU3BOJCTBEHHON NPAKTUKH, KaJCHIAApHBIA y4deOHBIH rpaduk u
METOINYECKUE MaTepUaIbl, oOecrnieunBaronye peanzanuio COOTBETCTBYIOLEH
00pa3zoBaTeNbHON TEXHOJIOTUH.

[Iporpamma, peanusyemasi Ha 6a3e OCHOBHOTO 0O0IIero oOpa3oBaHuUs, pa3paldaThIBACTCS
o0Opa3oBaTeNnbHOIl OpraHu3anuell Ha OCHOBe TpeOoBaHUIl ¢eaepanbHOr0 TOCyAapCTBEHHOIO
o0Opa3oBarenbHOr0 craHgapra cpeaHero oodmero ob6pazoBanus u GIOC CIIO ¢ yuerom
nonydaemoil cneruanbHocTH 46.02.01 «JlokymeHTalMOHHOE OOecreueHnue ynpaBiIeHUs u
apxuBoBeaeHue» u Hacrosmen [TIICC3.

1.2. HopmaruBHble OCHOBaHHS JUIsI pa3paOOTKM OCHOBHOM 0Opa3oBaTelbHON
MIPOTrPaMMBbI:

- ®denepanbHblii 3akoH oT 29 aekabps 2012 1. Ne 273-®3 «O06 oOpa3oBaHuH B
Poccuiickoit ®eaeparumy;

- [Tpuka3 MunucrepctBa npocsenienus Poccuiickoit ®eneparuu ot 26.08.2022 r.
Ne 778 «OO0 yTBepxkaeHuu (eaeparbHOro rocylapcTBEHHOIO 00pa30BaTeNbHOTO CTaHIapTa
cpenHero npodeccuoHaIbHOTO 00pazoBanus no crnennanabHocTh 46.02.01 «/lokymeHTannonHoe
oOecrieyeHHe yNpaBICHUS W apXUBOBEACHHME» (3aperucTpupoBaH MHHHUCTEPCTBOM IOCTUIMH
Poccuiickoit ®enepanuun 30.09.2022 Ne 70318);

- ITpuka3z Munmnpocsemenuss Poccunm ot 24 asrycra 2022 1. Ne 762 «O06
yrBepkaeHnH Tlopsiika opraHuzalu M OCYIIECTBIECHUS 00pa3oBaTeNbHOM IESITEIbHOCTH IO
00pa3oBaTeNbHBIM IIporpaMmMam CpEIHETO npo¢eCcCOHAIBLHOTO 00pa3oBaHUD)
(3apeructpupoBan MuHucTepcTBOM focTuiuu Poccuiickoit @eneparnuu 21 centsdps 2022 r.,
peructpannoHHbiii Ne 70167);

- IIpukaz Munnpocsemenus Poccun ot 08 HosOps 2021 r. Ne80O «OO0
yrBepkaeHnu  Ilopsiaka  mpoBeneHUs  roCylapcTBEHHOM — MTOTOBOM — aTTeCTallid 10
00pa3oBaTeNbHBIM IporpaMmam CpEIHETO npo¢eCcCHOHATBLHOTO 00pa3oBaHUD)
(3apeructpupoBan MunucrepctBoM toctuiiuu Poccuiickoit @enepanuu 07 nexabpst 2021 r.,
peructpannoHHbIi Ne 66211)

- [Tpuka3z MunoOpuayku Poccun u Munnpocsemenus: Poccun ot 05 aBrycra 2020
r. Ne 885/390 «O mpakTH4eckoil IMOATOTOBKE OOydYaroOmMXcs»  (3aperucTpUpOBaH



MunucrepctBoM toctuuun Poccuiickoit ®eneparnu 11 centsOpst 2020 r., perucrpaunoHHBIN
Ne59778);

- [Ipuka3z MuHucTepcTBa Tpy1a U coLManbHOM 3amuThl Poccniickon denepanuu ot
06 mas 2015 roma Ne 276 m "OO yrBepxkaeHuU mpodeccuoHabHOro cranmapra 07.002
Crneuuanyct MO OPraHU3allMOHHOMY U JOKYMEHTAallMOHHOMY OOECIEeUEHUIO YIpaBlICHUs
opraam3anueit" (3apeructpupoBan MunucTepcTBoM roctuiuu Poccutickoit @enepanuu 02 ntoHs
2015 roxa, per.Ne 37509).

1. 3. [lepedenb cokparieHuil, UCTIOIB3YEMBIX B TEKCTE MPOTrPAMMBI TIOJTOTOBKU

CIEIMAJINCTOB CPEAHETO 3BEHA:
OI'OC CIIO — denepanpHblil rOCy1apCTBEHHbBIN 00pa30BaTeIbHbIN CTAHJAPT CPEAHETO
npodeccuoHanbsHOro 00pa3oBaHus;
[MIICC3 — nporpamMma NOoAroTOBKU CHELIUATIMCTOB CPETHETO 3BEHA;
MJIK — MeXIuCUUILITMHAPHBIA KYpC;
[IM — npodeccuoHanbHbII MOYIb;
OK — o0111e KOMIIETEHIIUY;
[TIK — npocdeccuonanbHble KOMIIETEHIINH;

Pazgen 2. O0mas xapakTepuCTHMKAa NPOrpaMMbl NMOATNOTOBKH CHENHAJMCTOB CpPeIHEro
3BeHa

KBanmnduxamus «Crenuanuct mo JTOKyMEHTAIMOHHOMY OOECIIEUEHHIO YIpPaBIECHUS H
apXMBHOMY JIeJy» I[pPHCBaMBAaeTCsl BBIMYCKHUKaM IPOrpaMMbl TOJATOTOBKU CIIELUAINCTOB
CpEelHero, peanu3yeMod Ha 0a3e OCHOBHOTO 00mero o0pa3oBaHHs, B COOTBETCTBHH C
KBaJTM(UKAIMEH CIEeNUaTUCTa CPEJHEr0 3BEHa «CHEHMAJIMCT MO JIOKYMEHTAllMOHHOMY
o0ecreyeHno YIpaBlIeHUs U apXUBHOMY Jedy», ykazaHHoW B Ilepeune crernuanbHOCTEH
CpefHero NpoQecCHOHAIbHOIO O00pa30BaHMs, YTBEPXKAEHHOM NpHUKa3oM MMHHCTEpCTBA
npocsenieHuss Poccuiickoit @eneparun or 17 mas 2022 r. N 336 (3apeructpupoBaH
MunucrepctBoM roctuiiuu Poccuiickoit @eneparuu 17 utonst 2022 ., peructpanoHHbd N
68887), ¢ M3MEHEHUsSIMH, BHECEHHBbIMU NpuKa3oM MuHHcTepcTBa mnpocsemieHus Poccuiickoit
®enepanuu ot 12 mas 2023 r. N 359 (3apeructpupoBan MunuctepcTBoM rocTulMK Poccuiickoit
Oenepannn 9 utons 2023 r., peructpanuonubiii N 73797).

@opmbl  monyyeHHst 00pa3oBaHUS:  JIOMYyCKaeTcs TOJBKO B IpoQecCHOoHaTbHOM
o0pa3oBaTeNbHONW OpraHM3aluu WK 00pa30BaTENbHONW OpPraHM3aLMU BBICIIET0 00pa30BaHUA
®opma o0yueHHs: OUHasl.

O6wvemM 00pa3oBaTeNIbHOM MPOTrpaMMBl, peannu3yeMoil Ha 0a3e OCHOBHOI'O OOIIEro
oOpa3oBanus: 4428 akaJeMHUECKUX Yaca.

Cpok moyueHus 00pa3oBaHus 0 00pa30BaTEIHLHON MPOTpaMMe, peain3yeMoi Ha 0ase
OCHOBHOTO 00111eT0 00pa3zoBanus: 2 roga 10 mecsres.

TpynoemMkocTs 00pa30BaTeNbHON MPOrpaMMbl Ha 6a3e OCHOBHOTO O0IIEro 00pa3oBaHMs:

OO0ydeHne 10 AUCIIUIUIMHAM M MEKIUCITUTUTMHAPHBIM KypcaM 103 nen.

YueOHas nMpakTHKa 12 uwen.

HpOI/I3BO,I[CTBeHHa$I MMpaKTUKa




ITpomexxyTouHas aTTecTaIys 6 men.
I'ocyaapcTBeHHast HTOTOBAs aTTECTALHS 6 nen.
Kanukynsproe Bpems 24 wen.
HUroro 147 men.

[Tpu oOyyeHnr MO MHIMBUAYAILHOMY IJIaHY CPOK MOJY4YEHHs 00pa30BaHHs COCTABIISIET
He Ooyiee cpoka MONMy4deHHs OO0pa30BaHMs, YCTAHOBICHHOTO JUIsi OYHOW (DOPMBI OOYUYEHHS TIO
CMEUATILHOCTH.

[Tpu 0OyueHnn 1Mo MHAMBHUYaTLHOMY Y4eOHOMY IUTaHy 00yYarOIIUXCsl MHBAINU/IOB U JIHIL
C OrpaHMYCHHBIMH BO3MOKHOCTSIMH 3/I0POBbSI CPOK ITOJMYYEHHUS OOpa30BaHUS MOXKET OBITH
yBenuueH He Oosiee 4eM Ha | roa MO CpPaBHEHUIO CO CPOKOM MOJY4YEHMsI OOpa30BaHUS,
YCTaHOBJICHHOTO JIJIsl OYHOM (pOpMBI 00yHUEHHS 10 CIIEIHATbHOCTH.

Pa3nen 3. XapakTepucTuka npogeccuioHAIbHOI 1eITeJIbHOCTH BBITYCKHIUKA

3.1. Obaacte  npodeccHOHAJIBHON  J1eITEJILHOCTH 07

AJIMUHUCTpPAaTUBHO-YIIpaBIeHUECKass W OQUCHas AesaTenbHOCTh (Tabnuma npuinokeHus K

BBIITYCKHUKOB:

npukazy MuHUCTepcTBa Tpyda U colManbHOM 3amuThl Poccuiickoit deneparuu ot 29 ceHTAOps
2014 r. N 6671 "O peectpe CTaHJIapTOB (ME€pe4yHe BUJOB
npodeccCHoHaNbHOM AesITeTbHOCTH)" (3apeTUCTPUPOBaH MUHHUCTEPCTBOM IOCTUIIMU Poccuiickoii
Oeneparn 19 HosiOpst 2014 r., peructpanuonnsiii N 34779), ¢ u3MeHeHUEM, BHECEHHBIM

npodeccuoHalIbHBIX

npukazoM MuHuUCTEpCTBa Tpyna M colpaibHOM 3amuThl Poccuiickoit denepanuu ot 9 mapra
2017 1. N 2541 (3apeructpupoBan MuHuctepcTBoM roctuiuu Poccuiickoit ®enepanuu 29
mapta 2017 r., peructpaunonusiii N 46168)).

BbInyCKHUKN MOTYT OCYIIECTBIATh TPO(ECCHOHATBHYIO ACSITEIbHOCTD B IPYTUX 00J1acTsIX
npodeCcCHOHATIBHON JesATeNbHOCTH U (Win) cdepax NpoPecCHOoHaTbHON IesITeNbHOCTH MpU
YCIOBUM COOTBETCTBHUSI YPOBHS MX O0pa30BaHMs U IMOJyUYEHHBIX KOMIETEHIUH TpeOOBaHUAM K
KBaJTM(PHUKAIUU pabOTHHKA.

3.2. CootBeTcTBHE npogeccuoHAJIbHBIX MOaYyJIel NPHCBANBAEMbIM

KBATH(PUKALUAM:

HanmenoBanve ocHOBHBIX | HanmMeHoBanwme npodeccnoHaIbHBIX MOIYIICH U HaumenoBanune

BHJIOB JICSTCIIBHOCTH MEXIUCLUIUIMHAPHBIX KyPCOB KBanM(pukanuu 6a3oBon
HOATOTOBKU

OcyecTBiieHne [IM.01 OcymecTBieHrne OPTaHU3AIMOHHOTO U CITEIIUAJTUCT TI0
OpPTaHU3aIMOHHOTO U | JOKYMEHTAllMOHHOTO 00ecreueHns 1esITeIbHOCTH JIOKYMEHTAI[HIOHHOMY
JIOKYMEHTAllMOHHOTO OpraHu3anuu o0ecIeYeHNIO

obecrneueHus ACATCIIBHOCTH
OopraHusanuun

MJIK.01.01 JloxymeHTaluOHHOE oOOecIeueHue

YIpaBIICHUS
MJK.01.02 Opranuzanus paboThI c
3JIEKTPOHHBIMU TOKYMEHTaMHU

MJK.01.03 Opranuzanus CEKPETAPCKOro
00CITy)KUBaHUS

MJK.01.04 JlokyMeHTalMOHHOE OOecreveHre
KaJIpOBOM CITY>KOBI

yIpaBIeHUs U
aApXUBHOMY JIETY



consultantplus://offline/ref%3DE755AF0DFCDEDDA1A9523EEF6AB2C246369EECE9E0F59FEFC7C18FCFFF2693C6C37DED58F57894F6F9074B8149D3BD8A866C2F6CE8561FEAPBj0F

Opranu3zanys apXxuBHON
paboTHI IO JOKYMEHTaM
OpraHu3alMi Pa3TUIHBIX
(hopM COOCTBEHHOCTH

[IM.02 Opranuzanus apxXUBHOH paboOTBl TIO
JOKYMEHTaM OpraHu3aluil pasiauyHbBIX  (QopM
COOCTBEHHOCTU

MJK.02.01 Opranuzanus u
IIPaBOBBIC OCHOBBI APXHUBHOI'O JI€N1a
MJK.02.02 T'ocynapcTBeHHBIE, MyHHIIUTIAIBHbIE
apXUBBI M aPXHUBBI OpraHU3aIN

HOPMATHUBHO-

M/K.02.03 Mertoauka u MpaKkTHUKa
apXUBOBE/ICHHUS

M/K.02.04 ObGecnieucHue COXPaHHOCTHU
JIOKyMEHTOB

CIIELIHAIIUCT IO
JIOKYMCHTAI[HOHHOMY
o0ecIieYeHUIO
yIpaBJICHUS U
ApPXUBHOMY JICITY

OcBoeHME BUIOB Pa0OT 110
OJTHOM MIIM HECKOJIbBKUM
npodeccusiM paboumx,
JOJDKHOCTSIM CITY KaIIUX

[IM.03 BeimomHeHne paboOT 1O ONHOW WIH
HECKOJILKAM TIpOodecCHsIM pabodnX, MTOJDKHOCTIM
CITy KaIIX

MJIK.03.01 Bemonnenne pabotr 1o paboueit
npoheccuu cekpeTapb

CIIELHAIIUCT IO
JIOKYMCHTAIIHOHHOMY
00ecIIeYeHHIO
YIpaBIECHUA U
ApPXUBHOMY JICITY

Paznen 4. TpeGoBanusi K pe3yjbTaTaM OCBOEHHSI OCHOBHOIi 00pa3oBaTe/LHOI
NMPOrpaMMbI
4.1. O0mue KOMIEeTEeHIUU

=
|
5 E Popmyanposka 3HaHusA, YMEHHHA
2 KOMIIeTeHIIN U
=
2
OK 01 Bri6upath criocoObt Ymenus:
pelieHus 3aaa4y pacro3HaBath 3a/1a4y W/ WK npobieMy B mpodecCHOHAIEHOM
podecCHOHANTBHON W/WIIM COLMAILHOM KOHTEKCTE; aHAIM3UPOBaTh 3a/1a4y W/WIN
JIeSITEITbHOCTH npo0JeMy U BBIICTATH €€ COCTaBHBIE YacTH; ONPE/ICIATh
MIPUMEHUTENEHO 9TaIlbl PEIICHHS 33]]a9H; BBISBIATH U 3(PEKTHBHO HCKATh
K Pa3JIMIHBIM KOHTEKCTaM MH(POPMALUIO, HEOOXOIUMYIO JIJIsl PELLICHUS 3a1a4H W/HITH
MpoOJIEeMBbI; COCTABIISTH IJIaH JICHCTBHUS; ONPEACISAT
HEOOXOIUMEBIE PECYPCHI; BIAJICTh aKTYaIbHBIMH METOAAMHU
paboThI B PO eCCHOHATEHON U CMEKHBIX cepax;
pealn30BbIBaTh COCTABIICHHBIN IJIaH; OLIEHUBATh PE3YJIbTaT U
MTOCJIEICTBUS CBOWX NEUCTBHMA (CaMOCTOATEIHLHO FITH C
TTOMOIIBI0 HACTABHUKA)
3nanus:
aKTyaJbHBIA MPOPECCHOHATHLHBIN B COITUANBHBIA KOHTEKCT, B
KOTOPOM IPUXOIUTCS paboTaTh U KUTh; OCHOBHBIE HCTOYHUKHU
MH(POPMALIUK U PECYPCHI AJIs peIlieHHs 3a1a4 U Ipo0JieM B
po(heCCHOHATIBHOM H/HJTH COILHAIbHOM KOHTEKCTE;
aITOPUTMBI BBITIOJHEHHS paboT B MpodeccnoHaIbHON U
CMEXHBIX 00JIACTSX; METO/IbI Pa0OTHI B TpodecCHOHaTbHOM U
CMEXHBIX cepax; CTPYKTYpY IUIaHa IJIs pelIeHus 3a1ad;
MOPSAZIOK OIIEHKH Pe3yJIbTaTOB PEIICHNUS 3a1a4
npodeccnoHaTbHON AeATETbHOCTH
OK 02 | Hcnonb3oBaTh YMeHusi: onpeaensTh 3a0aun i IOUCKa HH(POPMAaLIUH;
COBpPEMEHHBIE CPEJICTBA oIpeesIATh He0O0X0AUMBIE UCTOYHUKY HH(pOpMaIuy;
MIOKCKa, aHAJIN3a TUTAHUPOBATH NTPOLIECC TIOUCKA; CTPYKTYPHUPOBATH MOTyIaeMyIOo
Y MHTEPIIpETAN MH(OpPMAIHIO; BBLACIATH HanboJIee 3HAYNMOE B IEPEYHE

6




uHpopManum,

1 nH()OpMaITHOHHBIE
TEXHOJIOTHH JJIs
BBITIOJTHEHHUS 33124

WH(POPMAITUH; OIICHUBATH MPAKTHYECKYIO 3HAUUMOCTh
PE3yIbTaTOB MOKCKA; OOPMIIATH PE3YIbTATHI ITOMCKA,
MPUMEHSATH CPEICTBAa HH(DOPMAIIMOHHBIX TEXHOJIOT MM IS
pelIeHus TpoPeCcCUOHANILHBIX 3a/1a4; HCIIOJIb30BaTh

npoeccroHaTbHOM COBPEMEHHOE IPOrpaMMHOE 00eCTICUCHHE; CTIONb30BaTh

JESITEIbHOCTH pas3n4HbIe (G POBBIE CPEICTBA TS PEIICHUS
podeCCUOHATBHBIX 3a/1a4.
3HaHus: HOMEHKIATYpa HHPOPMAIIMOHHBIX HCTOUHHKOB,
MPUMEHSIEMBIX B MPO(ECCHOHATBHOM AEATENbHOCTH; PHEMBI
CTpYKTypupoBaHus uHpopmanuu; hopmaT ohopMICHHUS
pe3yIbpTaTOB MOKCKa MH()OPMALIMHU, COBPEMEHHbIE CPEICTBA U
yCTpoicTBa HHPOPMATH3ALMH; TOPSAOK UX MPUMEHEHHUS U
IporpaMMHOe o0ecTieueHre B TpodecCHoHaTbHOM
JESITETPHOCTH B TOM YHCJIE C UCTIOJIb30BaHUEM LU(PPOBBIX
CPEACTB.

OK 03 [InanupoBath YMeHusi: onpenesnsaTh aKTyalbHOCTh HOPMAaTUBHO-TIPABOBOM
Y PEaIN30BBIBATh JOKYMEHTAIMH B TPO(ECCHOHATIBLHOM NesITeTbHOCTH;
cOOCTBEHHOE MPUMEHSTh COBPEMEHHYIO HayuHYIO IPO(ecCHOHATBHY IO
npodeccroHanpHOE TEPMHHOJIOTHIO; OTIPEACIATh M BBICTPANBATh TPACKTOPUH
U JIMYHOCTHOE pa3BHUTHE, npodeccroHaIbHOrO Pa3BUTHS U CaMOOOPa30BaHMUS; BBIBIIATD
NpeANPUHUMATEIBCKYIO JIOCTOWHCTBA M HEJIOCTATKU KOMMEPYECKOH UJIEH;
JeATENbHOCTD NPE3CHTOBATH UJICH OTKPHITHS COOCTBEHHOTO Jeia B
B IpodeccroHaIbHOI npodecCHOHANBHON A TeNbHOCTH; 0hOpMIIATH OM3HEC-TUIAH;
cdepe, HCIOIB30BaTH PAaCcCUUTHIBATH Pa3MEpPhI BBIILIAT [0 MPOLEHTHBIM CTaBKaM
3HAHUSI 10 IPaBOBOM U KPEJIUTOBAHHMS; ONPEEIISATh HHBECTUIIMOHHYIO
(MHAHCOBOH PAMOTHOCTH | TIPHUBJIEKATEILHOCTh KOMMEPUYECKHUX H/ICH B paMKax
B Pa3JIMUHBIX )KU3HEHHBIX | MPO(ECCHOHAIBHOM IeSATEIFHOCTH; IPE3EeHTOBATh OM3HEC-
CUTYaIHsX WJICI0; ONIPEIeIISITh NCTOYHUKN (PMHAHCHPOBAHMUSI

3HaHusA: coepKaHNe aKTyalbHOH HOPMaTHBHO-IIPAaBOBON
JOKYMEHTAIMH; COBpEMEHHasl Hay4Hasi 1 IpodeccHoHaIbHas
TEPMUHOJIOTHS1; BO3MOXKHBIE TPAEKTOPUH MPOECCHOHATIBHOTO
Pa3BUTHA M CaMOOOPa30BaHU; OCHOBBI
peANPUHUMATEIBCKOM IESITEIbHOCTH; OCHOBBI (PMHAHCOBOM
IpaMOTHOCTH; TIpaBujia pa3padOTKu OM3HEC-TIIIAHOB; MOPSIIOK
BBICTPauBaHU IPE3CHTALNN; KPEIUTHbIE 0aHKOBCKUE
MIPOJYKTHI

OK 04 D¢ pexTuBHO YMeHus1: OpraHu30BbIBATH PabOTY KOJUIEKTUBA U KOMAH/IbI;
B3aMMO/ICHCTBOBATD B3aMMOJIEIICTBOBATD C KOJUIETaMH, PYKOBOACTBOM, KIIMEHTaMH B
u paborath X0JIe TPO(hEeCCHOHAITBHOH NESTEIbHOCTH
B KOJUIEKTUBE U KOMaHEe 3HAHUSA: TICHXOJIOTUYECKUE OCHOBBI JICTEITEHOCTH

KOJIJICKTHBA, TICUXO0JIOTHYECKHE OCOOCHHOCTH JINYHOCTH;
OCHOBBHI HpOGKTHOﬁ ACATCIBbHOCTHU

OK 05 OCyIIecTBIATh YCTHYIO YMeHusi: TpaMOTHO U3J1araTh CBOM MBICIIH ¥ 0O()OPMIISTh
" MMMCbMEHHYIO JOKYMCEHTHI 110 HpO(i)eCCI/IOHa.HI)HOI‘/'I TEMATUKE Ha
KOMMYHUKAIIUIO roCcyapCTBEHHOM A3BIKE, IPOABIATH TOJICPAHTHOCTH B
Ha TOCY/IaPCTBEHHOM SI3bIKe | paboyeM KOJUIEKTHBE
Poccuiickoit @enepannu ¢ | 3HAHUA: 0OCOOCHHOCTH COLIMAIBHOTO M KYJIBTYPHOT'O
y4ETOM 0COOEHHOCTEN KOHTEKCTa; MpaBuiIa 0(popMIIeHUs] JOKYMEHTOB
COIMAJIBHOTO Y MTOCTPOEHHUS YCTHBIX COOOIIEHHI
U KyJIbTYPHOT'O KOHTEKCTa

OK 06 | IIposiBisITH rpaXkJaHCKO- YMeHnus: OnuchIBaTh 3HAYMMOCTB CBOEH CIIEIMANBHOCTH;

MaTPUOTHUYECKYIO
HO3UIIUIO,
JIEMOHCTPHPOBATh

MPUMCHSATH CTAHAAPTHI AHTUKOPPYIIITUOHHOT'O ITOBCACHUA

3HAHUS: CYNHOCTH IPAXKAAHCKO-TIATPHOTHICCKOM TTO3UIINH,
00I1eYEI0BEYECKUX [IEHHOCTENH;




OCO3HaHHOE TIOBEICHUE
Ha OCHOBE TPaIUITHOHHBIX
POCCUICKUX TyXOBHO-
HPaBCTBEHHBIX LIEHHOCTEH,
B TOM YHCIIE

C y4€TOM rapMOHU3aINH
ME)KHAI[OHAJIbHBIX

U MEKPETUTHO3HBIX
OTHOIIIEHUH, MPUMEHSTh

3HAYMMOCTh IPO(ECCHOHATBHOH AEATEILHOCTH 10
CIELHNATIbHOCTH;

CTaHAapTHl aHTUKOPPYIIIMOHHOTO TIOBEAEHUS U MTOCTIEICTBUS
€ro HapyIleHus

CTaHAAPTHI
AQHTUKOPPYILIMOHHOTO
TIOBE/ICHHS
OK 07 ConeiicTBOBaThH YMenusi: coOJIF01aTh HOPMBI DKOJIOTHUECKON 0€301TaCHOCTH;
COXPAHEHHMIO OKPYKAIOIEH | OMpenensTh HalpaBICHHs peCypcOCOepEKeHNS B paMKax
cpensl, npogecCHOHANBEHON JIESITEIBHOCTH IO _CHEIUAILHOCTH,
pecypcocOepeKeHuto, OCYILIECTBIIATH PadOTY ¢ cOONIOIEeHHEM TIPUHIIUTIOB
NPUMEHSITh 3HAHUS OepeKIIMBOTO MPOU3BOJICTBA OPraHU30BHIBATh
00 U3MEHEHNH KJIMMAaTa, npodeCcCHOHAIBHYIO IS TEIBLHOCTD C YIETOM 3HaHUH 00
NPUHLMIIEI OEPEKITNBOTO W3MEHEHUH KIIMMAaTHYEeCKUX YCIOBUI pernoHa
IIPOU3BOJCTBA, 3HaHUs: TpaBUIIa YKOJIOTHYECKON O€30MaCHOCTH MTPU BEACHUU
3 eKTUBHO NeHCTBOBATE B | MPo(eCCHOHAIBHOMN JESTENLHOCTH; OCHOBHBIE PECYPCHI,
YPE3BLIYANHBIX CUTYALUsIX | 3a/1efiCTBOBAHHBIC B IPOPECCUOHATBHOM eI TEIbHOCTH;
MyTH obecrieueHus pecypcocOepeKeHus; MPUHLIUTIBI
OeperKIIMBOro MPOU3BOICTBA; OCHOBHBIC HAIIPABIICHUS
M3MEHEHUS KIIMMATUYEeCKUX YCIOBUI pernoHa
OK 08 | Mcnosnb3oBaTh cpe/cTBa YMeHus: ucnoib30BaTh PU3KYIBTYPHO-03J0POBUTEILHYIO
(bu3NYecKol KyIbTYPBI ISl | ACATEILHOCTH JUIS YKPETUICHUS 30POBBS, JOCTHXCHUS
COXpaHEeHHsI JKU3HEHHBIX U TIPO(ecCHOHaNbHBIX IETe;
Y YKpETJICHHS 310POBbS NPUMEHSTh pallMOHAIbHBIE IPHUEMBI IBUTATEIILHBIX (PYHKIIUH B
B TIpoLiecce npodecCHOHAIBHON 1eATEbHOCTH;
npodeccroHaTBbHOM MIOJIb30BATHCSI CPEICTBAMU MPOPUIIAKTHKH ITePEHANPSHKESHUS,
JESITeIbHOCTH XapakTepPHBIMH JJIS TAHHOH CHennuaibHOCTH
U TIOJLACPKaHUS 3HaHus: posib GU3NIECKON KYIbTYPhI B OOIIEKYJIETYPHOM,
HE00X0IMMOT0 yPOBHS npodeCCHOHAIBHOM M COLMAIIBHOM Pa3BUTHH Y€JIOBEKA,;
bm3nyeckon OCHOBBI 3/I0pPOBOT0 00pasa XH3HH; yCIOBUS
HOATOTOBJIEHHOCTH npodecCHOHANTLHON JIESITENEHOCTH U 30HbI PUCKa
(PU3NYECKOTO 37I0POBBS IS CIIEIUALHOCTH;
cpeAcTBa NPOQHIAKTUKHI EPEHANPSIKEHUS
OK 09 ITonb30Batecs YMeHMs: TOHUMATH OOIINIT CMBICI Y€TKO MPON3HECEHHBIX
npodeccroHaTBLHOM BBICKa3bIBAaHHI HA U3BECTHBIE TEMBI (TPOPECCHOHANBHBIC H
JIOKyMEHTaIHeH OBITOBBIE), TOHUMATh TEKCTHI Ha 6a30BbIE MPOQEeCcCHOHAIEHBIE

Ha rocyaapCTBEHHOM
1 MHOCTPAHHOM SA3bIKax

TEMBI; Y4aCTBOBATh B JUAJIOrax Ha 3HAKOMBIE 001IHe

1 po¢eCCHOHANBHBIC TEMBL;

CTPOMTH MPOCTHIE BBICKA3bIBaHUS O ceOe 1 0 CBOEH
npodecCHOHAIBHON IeATENTbHOCTH;

KpaTKO 00OCHOBBIBATH M OOBSICHATH CBOM ICUCTBUS (TEKYyIIHE
U IJIAaHUPYEMBIE);

MUCaTh MPOCTHIE CBSI3HBIE COOOIIEHNS Ha 3HAKOMBIE TN
MHTEpeCyomHe MpodecCHOHAIBHBIE TEMBI

3nanus:

MIpaBUIIa IIOCTPOSHHUS TIPOCTHIX M CIIOKHBIX TIPEJITIOKCHUI Ha
po(hecCUOHATBHBIC TEMEI,

OCHOBHBIC O0IICYITOTPEONUTENBHBIC TJIaroIbl (OBITOBAS U
poheCcCUOHANTBHAS JICKCHKA);
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JIEKCUYECKUIA MUHUMYM, OTHOCSIIITUICS K OITUCAHUIO
MPEJIMETOB, CPEJICTB M MPOIIECCOB MPOPEeCCHOHATEHOM
JIESATEIILHOCTH; 0COOCHHOCTU TIPOU3HOIICHUS;
MpaBUIIa YTSHUS TEKCTOB MPO(HECCHOHATBHOM
HAIPaBJICHHOCTH

4.2. IlpoeccnoHaibHbIe KOMIETEHIIHH

Bunsi Koa n IToxka3aTesi 0CBOCHHSI KOMIICTCHIIHU
AesATeIbHOCTH HaNMeHOBaHMe
KOMITETCHIUH

BJ] 01 MK 1.1. [pakTuyeckuii OMBIT: TOJIYYCHUE HEOOXOAUMOU
Ocy1ecTBieHue OcymecTBisiTh uHpOpMAaLlMM W TepeAada  CaHKUMOHUPOBAHHOU
OpPraHU3alMOHHOTO U | MpHUEM-TIepeady nH(pOpMaIuu c HCIOJIb30BaHNEM CPEICTB
JIOKYMEHTAI[HIOHHOTO YIIPaBIICHYECKOU UHGOPMALMOHHBIX 1 KOMMYHHUKAIIMOHHBIX TEXHOJIOTHH
obecrieueHust HHPOPMAITUH C
JIESTEINBHOCTH [IOMOUIBIO CPENICTB YMeHus: MCHONB30BaTh CPEACTBA MHGOPMALMOHHBIX U
Opranu3amnun MH(QOPMALMOHHBIX U | KOMMYHUKAIIMOHHBIX TEXHOJOIHM [UIs TMONyYEHHS |

KOMMYHI/IKEIHI/IOHHLI
X TEXHOJIOTHH

nepefayn WH(GOPMALMU; BECTH W UCIOJIB30BaTh B
paboTte 0a3y KOHTAaKTOB OPraHU3allMH; BECTHU YUETHBIC
perucTpanvonHble  (OPMBI, HCHONB30BATh UX JUIA
UHQOPMAIMOHHOH pPadOTBl W PabOTHl MO KOHTPOJIO
UCTIOJTHEHUS MOpYyYeHuil; yCTaHAaBIUBATh u
MOJJICP)KUBATh KOMMYHHUKAIMM B IIPOIECCE JIEIOBOTO
OOIIeHnsT C TOMOIIBIO CPEACTB WH(MOPMAIMOHHBIX H
KOMMYHHKAIIHOHHBIX TEXHOJIOTHIA; CTTI&KUBATh
KOH()JIMKTHBIE M CIOXXHBIC CHTYallMd MEXKIMYHOCTHOTO
B3aUMOJICHCTBHS; COOMIONATh  CITy)KEOHBIH  OTHKET;
obecrnieunBaTh MHPOPMAIHOHHYIO 0e301acHOCTh
JIeSITEIIbHOCTH OPraHu3aliH.

3HaHMA: HOpPMAaTHBHBIE IPaBOBbIE akThl Poccuiickoit

Qenepatun = B cdepe  MHPOPMALMOHHBIX U
KOMMYHHKaIIMOHHBIX TEXHOJIOTHIA; CTPYKTypa
opraHuzanmu, e€ 3agauyn W QYHKIWW; T[paBHia

MIPOBEICHUS JIENOBBIX IIEPErOBOPOB; 3THKA JIEIOBOTO
oOLIeHNs; TpaBWiIa pPEYeBOro ITHUKETa; IpaBUIIa
MOJIIePKAHMS u pa3BuTHA MEKITNIHOCTHBIX
OTHOULICHUH; TpeOOBaHMS OXPaHbl TPYJa.

K 1.2.
Koopaunuposats
paboty mpueMHOI
PYKOBOJMTENS, 30H
MIpHeMa Pa3InIHBIX
KaTeropuit
noceTuTenen
OpraHu3aIyu

IIpakTu4eckunii ONbIT:
Koopaunanus paboTsl MPUEMHON PYKOBOIUTEINS U 30H

npuéma Ppa3IMYHBIX KaTeropuu IIOCETUTEIIEH
OpraHU3aLnU

Ymenus: BCTPEYATh IIOCETUTEINEH, II0JIy4aTh
MIEPBUYHYIO WHPOPMAITHIO 0 MTOCETUTEIIAX,
yCTaHaBIMBAThb MOPALNOK Ipuéma I Pas3InYHBIX
KaTeropui IIOCETUTEJIEH; BECTU Y4ETHBIE

perucTpanronHbie GOpMbI 10 MPHUEMY IOCETUTENCH H
opopMIIATE mTpoOMycKa; BeCTH NpUEM, Mepenadyy Hu
OTIIPaBKYy JIOKyMEHTOB; OpPraHH30BbIBaTh u
OpOHHMpOBATh TEPErOBOPHBIE KOMHATHI; CEPBUPOBATH
yaitHple (KOQEHHbIC) CTONBI B OQHCE; NPUMEHATH B
pabote CpencTaa UH(POPMALIMOHHBIX u
KOMMYHHUKAI[UOHHBIX TEXHOJOTUH; MPUHUMATH MEPHI IO
COXPaHEHUIO KOHPHUICHIUAILHOW HHPOPMALUU B XOJ€E
npuéma oCETUTENEH.
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3HaHMA: HOpMAaTHBHBIE NPaBOBBIE akThl Poccuiickoit
Oenepannu 1Mo 3amuTe WHOOpPMAIMK W paboTe C
oOpalleHusIMH TpaXIaH, CTPYKTypa OpraHu3alud |
pactpenenenne  (GyHKUUH; MEXAYy CTPYKTYPHBIMU
MOJpa3IeNICHUSIMU U CIIELUAINCTAMU;

[IpaBUIa OpPraHU3alUu NMpUEMa MOCETUTEIEH; 3TUKET U
OCHOBBI MEXJyHAPOJIHOTO MPOTOKOJA; ITHKA JIEJIOBOTO
0O0IIEeHNs; IPaBUiIa PEIEBOTO ITHKETA.

MpaBUia CEPBUPOBKU 4YaliHOTO (KOQeiHoro) cromna;
TpeOoBaHMsI OXpaHbl TPYIa.

I[IK 1.3.

Bnanets HaBBIKaMU
ITAHUPOBAHUS
pabouero BpeMeHH
PYKOBOIUTENS
ceKpeTaps

[pakTnyeckuii ONBIT: TUIAHUPOBAaHHE  PabOYETro
BPEMEHH PYKOBOJUTENS U pPaOOUETo IHS CEKpeTaps

Ymenusi: BeIOMpaTh  (OPMBI  IUIAHUPOBAHHUSA U
0oOpPMIIATH TUIAHUPOBINUK (OpraHaiizep) pyKOBOIAUTENS
u CCKpCTap, YCTaHaBJIMBAaTb e, OIIpEaACIATh
MPUOPUTETHOCT M OYEPEIHOCTH BBHINOJTHEHHS paboT n
s dexTrBHO pacmpenensiTh pabouee BpeMs;
COTJIaCOBBIBATL BCTPE€UM W MCPOIPUATUA W BHOCUTH
uHQOpManMio B IUIAHUPOBHIMK  (OopraHaisep);
nH()OPMUPOBATh  PYKOBOIHUTENS O  NPUOIMIKCHUN
BPEMCHU M PCIJIaMCHTC 3all/lTaHMPOBAHHBIX BCTPEY H
MEpOTPUATHI; BBIOMpATh  ONTUMANBHBIE  CIIOCOOBI
BHEIIHETO W  BHYTPEHHET0 HWH()OPMHUPOBAHUS O
TUTAHUPYEMBIX MEpOIPHUSITHIX; o0ecrieynBaTh
UHQOPMAITHOHHYIO 0e30macHOCTh JEeSATETLHOCTH
OpraHu3alMy; TIpPUMEHSITh B  paboTe  CpejcTBa
MH(OPMAIMOHHBIX 1 KOMMYHHKAIIHOHHBIX TEXHOJIOTHI

3HaHMsA: HOpMATHBHBIE MPaBOBBIE aKThl Poccuiickoii
®denepanuu B chepe nHPOPMAIIMOHHON 0€30MIaCHOCTH;
CTPYKTypa M creuuduka OCHOBHOW JeATeIbHOCTH
OpraHM3allM{; OCHOBBI YIIPABJICHUS BPEMEHEM;

MpaBUjia TPOBENEHUS NEJIOBBIX IEPEroBOPOB; 3THKA
JIeJIOBOTO 0OLIeHNSs; TpeOOBaHMUs OXPaHbl TPYIa.

IIK 1.4.
Ocy1ecTBIATh
MTOATOTOBKY

JIEJIOBBIX  IOE3II0K
PYKOBOAUTENS H
JPYTUX

COTPYTHUKOB
OpraHu3aluu

IIpakTHyeckuii oNbIT: OPraHU3aNys ACJIOBBIX MOE3I0K
PYKOBOIUTENS M APYTHX COTPYAHUKOB OpraHU3aLIH

YMeHusi: COCTaBIsATh U OQOPMIISTH JOKYMEHTBI JIJIsI
JICJIOBBIX TIOE3/I0K; OCYIIECTBIIATh TPEBEJI-TIOIICPKKY
JISJIOBBIX TIO€3/I0K; COTJIACOBBIBATH C IMPHHUMAIOIICH
CTOPOHOM IPOTOKOJ IUIAHUPYEMBIX MEPONPUITHN H
(hopMHpPOBaThH IPOTPaAMMY JI€JIOBOH MOC3/IKH;
HCIOJIb30BATh cperncTBa MH(POPMAITMOHHBIX u
KOMMYHHKAIIMOHHBIX TEXHOJIOTHHA I OOeCTeueHUs
B3aUMOJICUCTBUSL C PYKOBOJMUTEIEM BO BPEMS €T0
JIEJIOBOM TTOE3AKH; 0QOPMISATh OTYETHBIC JOKYMEHTHI O
JIETIOBOH MOE3JIKE.

3HaHMA: HOpMaTHBHBIE NPaBOBbIE akThl Poccuiickoit
Oenepanuu B chepe opraHu3alnm AEI0BON HOE3IKH;
MOPAJOK TOATOTOBKM M JOKYMEHTHPOBAHHS JEIIOBOU
moe3aku; HWHTepHeT-pecypchl Uil  OCYIIECTBICHHUS
TPEBEN-NOJAEPKKHU AETIOBBIX MOE310K; ITUKET U OCHOBBI
MEXAYHapOJHOTO  TNPOTOKOJIA;  JTHKAa  JIEJIOBOIO
ob1eHust; TpeOoBaHUS OXpaHbI TPyIA.

[IK 15.
criocobamu

Bnanets

IpakTHyeckuii ONBIT: OPraHU3aIMs U TOAACPKAHUC
(YHKIIMOHATBHOTO paboyero MpoCcTpaHCcTBa
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OpraHu3alyn YMenusi:  OpraHu3oBbIBaTb  padouee  MecTO B
pabouero COOTBETCTBHM C TpeOOBAaHMSAMH JPrOHOMHUKH |
IIPOCTpPaHCTBA KyJnbTypbl TpyHa, oOecneunBaTh pabodyee MecTo |
MIPUEMHOH U ($yHKIIOHATbHOE pabouee MPOCTPAHCTBO
KaOuHeTa HEOOXOMMBIMH CcpencTBaMu OpraHU3aIHOHHOM
PYKOBOIUTENS TEXHUKH, MeOeIbIo 51 KaHIEISIPCKUMHA
MIPUHAJIEKHOCTAMUY; MOJEPKUBATH cpencTaa
OpPraHU3allMOHHOM TEXHUKH B pabOYEeM COCTOSHUU.
3HaHusA: TpeOoBaHUS OXpaHbI TpyAa,
MPOU3BOJICTBEHHOW  CaHUTapuH, MPOTUBOMOXKAPHOU
3allUTHl; OCHOBBI TNpPaBWJIBHOM OpraHM3alluy TpyJaa U
METOABl TOBBbIMIEHUA ero 3()(EeKTUBHOCTH; BHIBI
OpPTaHU3AMMOHHON TEXHUKH ¥ MTOPSIIOK PabOTHI C HEH.
[IK 1.6. IIpakTHYecKuil OMBIT: OpraHU3alUs MOATOTOBKH U
Ocy1iecTBIATh MIpOBeIeHNE KOH(EpEeHTHBIX MEpOTIPUSTHH,
paboty o obOecrieueHne  WHGPOPMAIMOHHOTO  B3aMMOJICHCTBUS
[IOATOTOBKE U PYKOBOIUTENSA C MOAPA3ACICHUSIMH W JOJDKHOCTHBIMU
[IPOBE/ICHUIO JIMIIAMH OpTaHHU3alUU
KOH()EepEeHTHBIX YMeHusi: OpraHU30BBIBATH IPOILECC TMOATOTOBKH U
MEPONPUATHH, IIPOBEICHE KOH(EpPEHTHOTO MEPONPHSITUS
o0ecreunBaTh WHJMBHIYyaJIbHO W B cCoCTaBe pabodeil TPYIIIbI;
HHQOpMAIMOHHOE JOKYMEHTHUpPOBaTh  pa3Hble  3Tambl  MPOLETYpPHI
B3aHMO/JICIICTBHE ITOATOTOBKH u MIPOBEACHUS KOH(EPEHTHOT 0
PYKOBOIUTETS C MEpOIIPUSITHS;  COONIOAAaTh  ITHKET W OCHOBBI
MOJPa3ICICHUAMA U | MEKAYHAPOJHOTO MPOTOKOJA; OCYIIECTBIATH cOOp,
JOJPKHOCTHBIMU 00paboTKy WHPOPMAITUH, CHUCTEMAaTU3AIHIO
JIUIIAMHA [IOJIy4aeMbIX U NE€PEIaBacMbIX AaHHBIX; OCYLIECTBISAThH
OpraHu3alyu MIPOBEPKY JIOCTOBEPHOCTH, TTOJTHOTHI u
HETPOTHBOPEUNBOCTH JTAHHBIX, HCKITIOUEHHE
IyOIIMpOBaHUS nHdopManumy; MIPUMEHATH
nH()OPMAITMOHHO-KOMMYHHUKAIIMOHHBIE TEXHOJIOTHH.
3HaHMsA: HOpMaTHBHBIE TPaBOBBbIE aKThl Poccuiickoit
Qenepatun = B cdepe  uMHPOPMALUM;  KOMILIEKC
OpPraHU3allHOHHO-TEXHUYECKUX  MEPONPHUATHH o
MIOJITOTOBKE u MIPOBEACHUIO KOH(EpeHTHBIX
MEpONpUATHH; mpaBwia OQOPMIICHHS JIOKYMEHTOB,
CO3/1aBAEMBIX B IPOLIECCE NMOATOTOBKH M IPOBEICHMUS
KOH(EPEHTHOTO MEPONPHUSTUS; OITHKET U  OCHOBBI
MEXIYHApOJHOTO  TPOTOKONA;  JTHKAa  JIEJIOBOTO
OOIIEHUs;  COCTaB  BHYTPEHHHX M BHELIHHX
WH(POPMALIMOHHBIX MTOTOKOB; CTPYKTypa OpraHu3alu 1
MOPSAJOK B3aUMOJCHCTBUS TOAPA3JEIECHUNA; METO/AbI
00pa®OTKM W 3amuThl HHQOpPMAIMA C TpPUMEHEHHEM
cpeacTB HWHMOPMAINMOHHBIX W KOMMYHHKAIMOHHBIX
TEXHOJIOTHi; TpeOOBaHUs OXpaHbl TPYAA.
IIK IIpakTHYecKkuil onbIT: opopMIIEHHE OpPraHU3aIMOHHO-
1.7. OdopmsTsb pacHoOpsiANTENBHBIX ~ JOKYMEHTOB W OpraHu3anus
OpTaHU3aIMOHHO- paboThl ¢ HUMH, B TOM YHUCIIE C
pacropsUTeNIbHbIC | UCIIOIb30BAHUEM aBTOMATHU3UPOBAHHBIX CUCTEM
NOKYMCHTBI K YMeHus1: COCTaBIATh THPOEKTHl OPraHMU3ALHMOHHBIX,
OpPTaHU30BbIBATH pacTIOpSIIUTENBHBIX W WH(POPMAIIHOHHO-CIIPABOYHBIX

paboTy ¢ HUMH, B
TOM YHCIIE C
HCTIOJIb30BaHHEM

JIOKyMEHTOB, B TOM YHCJIE JIOKYMCHTOB, COJICPIKAIIIX
KOH(UICHIINATBHYIO UHGpOPMAIIHIO; ohopMIIATH
OpraHu3aIMOHHO-PACTIOPSTUTEILHBIC JIOKYMCHTBI
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ABTOMATU3UPOBAHHLL
X CHCTEM

(opUrMHANBI ¥ KOMUH); CKAaHUPOBATh, KOIMPOBATh U
KOHBEPTHPOBATh IOKYMEHTHI B pa3iIH4YHbIe (hOpMaThI;
OCYIICCTBJIATh IPOBEPKY IMPOCKTOB JOKYMEHTOB Ha
COOTBETCTBHE MIPABHJIAM JISIIONPOU3BOJICTBA;
MIPUHUMATh W TPOBOJIUTH TEPBHYHYI0 00pabOTKy
BXOJISIIUX JIOKYMEHTOB; MPOBOJUTH MPEABAPUTEIBHOES
PaccMOTPEHUE BXOAIIUX U BHYTPSHHUX JIOKYMEHTOB;
PETUCTPUPOBATH BXOJAIINE, HCXOASIINE U BHYTPECHHHE

JIOKYMEHTHI, KOHTPOJIMPOBATH MapIIpyTH3AIHIO
JIOKYMCHTOIIOTOKOB B OpraHM3anuu  (COrjacoBaHUE,
MO/INIKMCaHUE, YTBEpXKACHUE, 03HAKOMIICHUE u

WCTIONTHEHNE JOKYMEHTOB); OCYIIECTBISITH CPOKOBBIN
KOHTPOJIb UCIIOJIHEHUSI JTOKYMEHTOB; OCYIIECTBISTh
MOATOTOBKY M OTIPABKY HCXOISIINX JOKYMEHTOB;
COCTaBJATh OTYETHI W AHAJUTHYECKHE CIIPaBKUA 00
WCTIOTHEHUH JJOKYMEHTOB;

BECTH  HWH(POPMAIMOHHO-CIIPABOYHYKD  paboTy o
JIOKYMEHTaM; OCYIIECTBISTh pabOTy C OpraHU3aIlHOHHO-
pactopsAUTETHHBIMU JIOKYMEHTaMHU B
ABTOMATHU3UPOBAHHBIX CUCTEMAaX.

3HaHUs: HOpPMATUBHBIC NPABOBbIE aKThl Poccuiickoil
@enepaiu B cdepe ENONPOU3BOJICTBA; JIOKAIbHbIE
HOPMATHUBHBIC aKThI, PCTIIaMCHTUPYIOIUEC ACATCIILHOCTD
cykObl ~ JemoTmpomM3BOJACTBA W €€  pabOTHUKOB,
OpraHHU3alMIo BE/ICHUS JEJI0IPOU3BO/ICTBA;
COBpPEMEHHBIE nH(pOpMaIMOHHEIE 5
KOMMYHHUKAIIMOHHBIE TEXHOJIOTHH, TPHUMEHSEMbIE B
pabore ¢ IOKyMEHTaMH; CTpPYKTypa OpraHH3aluH,
PYKOBOJICTBO CTPYKTYPHBIX IIO/Ipa3/ielieHui, o0pasisl
HOI[HI/ICCﬁ Jiul, MUMCIOHIUX IIpaBO MOAIMMCAHHUA U
YTBEP)KICHUSI JOKYMEHTOB, M OTPAHMYEHHUs] 30H HX
OTBETCTBEHHOCTH; npaBWiia  PyCCKOTO  SI3BIKA;
TpeOOBaHMsI OXpaHbI TPYJIA.

MK 1.8. OhopmusaTs
JOKYMEHTBI T10
JUYHOMY COCTaBY H
OpraHM30BbIBATh
paboty ¢ HuMH, B
TOM

qHcie ¢
HCIIONIb30BaHUEM
ABTOMAaTH3UPOBAHHBI
X CUCTEM

[pakTuyeckuii onbIT: 0QopMiIeHHE TOKYMEHTOB IO
JMYHOMY COCTaBY M OpraHM3alysi pabOThl C HUIMHU, B TOM
YHCJIE C HCII0JIb30BAaHUEM aBTOMATH3NPOBAHHBIX CUCTEM

YMenusi: od0ecneynBaTh COXPAaHHOCTBh IEPCOHAIIBHBIX

JaHHBIX paOOTHHKOB; OpraHHU30BBIBATH
JIOKYMEHTOO0OOPOT MO TPEACTABICHUIO JOKYMEHTOB I10
TIepPCOHATY B roCy/IapCTBEHHEIE OpTraHbI;

OpPraHM30BBIBATH  JIOKYMEHTOOOOpOT 1O Y4€Ty W
IBIDKEHHIO  Pa0OTHWKOB; BECTH  BOMHCKHMHA  y4ET
paboTHMKOB,  BecTH  y4€T  pabodyero  BpeMeHH
pabOTHHKOB; oopmiATh OpraHU3alMOHHO-
pacnopsiANTENbHbBIE JOKYMEHTHI 110 TMYHOMY COCTaBY;
BECTH PETrHCTparuio, yd4éT, ONepaTUBHOE XpaHEHHE
JIOKYMEHTOB 1o JTMYHOMY COCTaBYy; BECTH
JOKYMEHTAIMIO,  MOATBEPXKJAIOLIYI0  CBEIEHHS O
TPYAOBOWH  NEATETBHOCTH W TPYIOBOM  CTaxe
paboOTHHKOB; (DOPMHUPOBATEH JINYHBIC Aciia paOOTHHKOB,
oopMIIATE Aea 1O JIMYHOMY COCTaBy IS IIepejauu B
apXxuB OpraHH3aLNN; pabotath co
CHETMaTN3NPOBAHHBIMU MHPOPMALTMOHHBIMHU
cucTeMaMy M 0a3aMy JaHHBIX TI0 BEACHHIO y4éTa W
JBIKEHHIO PaOOTHUKOB.
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3HaHMA: HOpMAaTHBHBIE NPaBOBBIE akThl Poccuiickoit
®enepannu B chepe TPYAOBHIX OTHOIICHHUIA; JIOKATbHbIE
HOPMAaTUBHBIE aKTbI, pErJaMEeHTHPYIOLIUE TPYyIOBBIE

OTHOILIEHUS; COBpEMEHHBIE WHPOPMALTUOHHO-
KOMMYHHUKAIlUOHHBIE TEXHOJIOTHH, IPHUMEHSEMbIE B
pabore ¢ JOKyMEHTaMH II0 JIMYHOMY COCTaBy;

CTPYKTypa OpTraHU3allid, PYKOBOICTBO CTPYKTYPHBIX
MoJIpa3/ielicHHi; MpaBuiia JeIONPON3BOJICTBA; NPaBUIa
PYCCKOTO SI3BIKa; STHKA JIETIOBOTO OOIICHHUST; TPEOOBAHHS
OXpaHbl Tpy/a.

IK 1.9.
Oprann3oBBIBaTH
TEKyIllee XpPaHCHUE
JIOKYMEHTOB,
00paboTKy nen ajs
OTIEPATUBHOTO U
apXHUBHOIO
XpaHcHus, B TOM
qHCIe c
HCIIOJTh30BAaHUEM
ABTOMATU3MPOBAaHHBL
X CUCTEM

IpakTHyeckmii  ombIT: OpraHu3alnusg  TEKYIIETO
XpaHEeHUsT  JIOKyMEHTOB, oOpa®oTka  jenm s
OTICPAaTHBHOTO W apXMBHOTO XPAHEHHsS, B TOM YHCIIE C
WCTIOJTb30BaHUEM aBTOMATH3UPOBAHHBIX CHUCTEM

YMeHnusi:  pazpabaTblBaTh ~ HOMEHKJIATYpy  Jell
OpraHH3ali{; MPOBEPSTh NPABUIBHOCTH OGOPMIICHUS
JOKYMEHTOB U OTMETKH 00 HMX HCIIOJHEHHH Hepea UX
(opMHpOBaHHEM B JICJIO JUIS TIOCIIEAYIOIIEr0 XpaHeHNS;
(bopMupoBaTh Jena, KOHTPOJIUPOBATh IMPABHIBHOE W
CBOCBPEMEHHOE  paclpefeieHHe  H  IOIIINBKY
JIOKYMEHTOB B JIeJla B COOTBETCTBHU C HOMCHKJIATYpPOM
Je7;  TPOBEpATh CPOKM  XpaHEHHs  JIOKYMEHTOB,
COCTaBJISITh MMPOTOKOJ PabOTHI IKCIIEPTHOM KOMUCCHH TI0
MOATOTOBKE TOKYMEHTOB K Iepeqade B  apXuB,
COCTaBJIATb AKT O BBIACJICHUM K  YHHUYTOXCHUIO
JOKYMCHTOB, HE IIOMJICKAINX XPaHCHHIO; COCTABJIATH
aKT 00 YHUYTOXKCHHH JOKYMEHTOB; OCYLICCTBIISTH
IIOJIHOE WJIM YaCTHYHOE O(opMIIeHHE Jiesl BPEMEHHOIO,
HIOCTOSIHHOTO, JIOJITOBPEMEHHOTO CPOKOB ~XpaHCHHS;
COCTaBIISITh OMKCH €71 CTPYKTYPHBIX MOJAPa3eieHHUit
MOCTOSIHHOTO, JTOJITOBPEMEHHOTO CPOKOB XPaHEHHsI VIS
nepeaayu JA€j1 B apXuMB OpraHusanvv, MOIPUMCHATH
UH(OPMAIMOHHO-KOMMYHHKAIIMOHHbIE TEXHOJIOTHH IPH
pabote ¢ JOKyMEHTaMH.

3HaHMsA: HOpMaTHBHBIE TPaBOBBbIE aKThl Poccuiickoit
@enepamu B cepe IeTONPOU3BOJICTBA U APXUBHOTO
Jena; JIOKAJIbHBIE HOPMATUBHBIE aKTBhl,
pErIIaMEHTHPYIOIUE  BEICHHE JEIIONPOU3BOACTBA U
nepegady Jed B ApXWB  OpraHU3allid;  BUJBI
HOMEHKJIATyp 1ell, o0mmue TpeOoBaHUsl K HOMEHKIIAType
Jiell, IOPSIIOK paboTHI ¢ Hell; MopsaoK (GopMUpOBaHUS U
opopmienuss  gen, cnenuduka  HopMUpOBaHUSL
OTJICNIBHBIX KAaTEropuil NIeN; MpaBWila XpaHEHUs M€, B
TOM 4YHUCJIE C JOKYMEHTaMH OIPAHMYEHHOIO JOCTYIa;
IpaBuja BbIIAYM M MCHOJb30BaHUA JOKYMEHTOB W3
cOPMHPOBAHHBIX  JIeN;  TOPSIIOK  MCIIOJB30BAHUS
TUIOBBIX WM BEIOMCTBEHHBIX NEpEYHEH IOKYMEHTOB,
OIIpEeEIICHNs] CPOKOB XPAHEHHUS B IPOLIECCE DKCIEPTU3BL
LICHHOCTH JIOKYMEHTOB; BUJIbI OIACEN A€l OPraHU3aluu
U TIOPAJOK PabOTHI C HUMH;

TpeOOBaHMsI OXpaHbl TPYJA.

Opranu3zanus
apXUBHOU PabOTHI IO
JIOKYMEHTaM

IIK 2.1.
OcCyIecTBIATh
KOMIUIEKTOBAHUE

I[MpakTHYecKuil ONBIT: Yy4acTHE B KOMILUICKTOBAHUH
APXUBHBIMH JleIIaMu (moxymMeHTaMM) apxuBa
OpraHu3alyu
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OopraHu3anuin
PasTHIHBIX (OpM
COOCTBEHHOCTH

APXUBHBIMU JICJIAMHU
(moxymeHTaMM)
apxuBa
OpraHu3aIuu

YMenus: paboTath ¢ MoapasaeeHUsIMH /
OpraHU3alMIMU UCTOYHUKAMH KOMIUICKTOBAHUS
apxuBa; IPUHUMATh apXUBHBIE Jiefia (JIOKYMEHTHI) Ha
IIOCTOSIHHOE WJIH AONTOBPEMEHHOE XPaHEHHUE;
y4acTBOBaTb B IPOBEIEHMU SKCIEPTH3bl LIEHHOCTU
Pa3NUYHBIX THIIOB U BUJOB JOKYMEHTOB B COOTBETCTBUU
C  BHYTPEHHMMH  pEIJIaMEHTaMH  OpraHU3aluy;
IPUMEHATh B paboTe PEKOMEHAALMH 3KCIEPTHO-
MPOBEPOYHON KOMHUCCUM WM HKCHEPTHOM KOMHUCCUU
OpraHM3aluY; IPUMEHSTD NIEPEUHH C YKAa3aHUEM CPOKOB
XpaHeHus aen (I0KyMEHTOB);

coOyroaTh HOPMATHBHBIE CPOKHM  XpaHEHHs  Jell
(mOKyMeHTOB); BECTHU yuér HUCTOYHUKOB
KOMIUIEKTOBAaHHUS apXKBa; HCIONb30BaTh MEPEIOBOI
OTEUYECTBEHHBIN u 3apyOeKHBII OIBIT no
KOMIUIEKTOBAaHUIO apXWBa JelaMH (JOKYMEHTaMH)
ITOCTOSAHHOI'O )41 JOJITOBPEMCHHOT'O XpaHCHUA,
HCIONB30BaTh  COBPEMEHHBIE aBTOMAaTH3WPOBAHHBIE,
nHGOPMALUOHHbIE u TEJIEKOMMYHHKALMOHHBIE
TCXHOJIOTMN JOKYMCHTUPOBAHHBIX c@ep JACATCIIbHOCTU
OpraHu3alyy.

3HaHMA: HOpMATUBHBIE PaBOBBIE aKThl Poccuiickoit
®denepanuu B cepe ATONPOU3BOACTBA U APXUBHOTO
JieNa; HayYHO-METOANYECKUE KPUTEPUH DKCIIEPTU3HI
LEHHOCTH Pa3IMYHBIX TUIIOB U BUJOB JIEJ
(IOKYMEHTOB); TEOPETHUECKHIE U METOTUICCKUE
ACMEKThl KOMITJIEKTOBAHHUS U 3KCIIEPTHU3HI LIEHHOCTH
BCEX BHUJIOB JIOKYMEHTOB; BH/JIbI, PA3HOBUHOCTH U
(hopmatsl Bcex BUAOB JOKYMEHTOB; YHU()UIIMPOBAHHYIO
CHUCTEMY OpPraHU3alMOHHO-PACIIOPSIIUTENBHOM
JOKYMEHTAIIMU; CTaHAapPThl 0popMIIeHUS
OpraHU3aLMOHHO-PACIIOPAIUTENBHON IOKYyMEHTALUY;
CHOCOOBI U TEXHOJIOTMH JJOKYMEHTHUPOBAHUS PA3IHUHBIX
BUJIOB NMPO(HECCHOHATBHOM AEATEIIHOCTH;
OpraHU3allMOHHBIE PUHITUITBI KOMITJIEKTOBAHUS €T
(TOKYMEHTOB) OTPaHUYEHHOT'0 OCTYTA; TPEOOBAHUS
OXpaHbI TpyJa.

IK 2.2.

Bectu yuér
APXUBHBIX JIET
(TOKYyMEHTOB), B TOM
YHCIIe C
UCTIONIb30BaHUEM
ABTOMAaTH3UPOBAHHBI
X CUCTEM

IIpakTH4Yeckuii ONBIT: BeleHUE Yy4ETa apXUBHBIX JIET
(TOKyMEHTOB), B TOM HYHCJIE€ C HCIOIH30BAHUEM
ABTOMATU3UPOBAHHBIX CUCTEM

YMeHusi: 110Ib30BaThCS y‘léTHLIMI/I JOKYMCHTaAMHU B
paMKax OJICKTPOHHBIX I/IH(i)OpMaIII/IOHHBIX CHCTEM

JOKYMEHTHUPOBAHHBIX C(bep JACATCIIBHOCTH
OpraHusanuun, I10JIb30BaTbHCA CepTI/I(l)I/IL[I/IPOBaHHBIMI/I
ABTOMATU3UPOBAHHBIMU CUCTEMaMHU

JOKYMCHTUPOBAHHBIX C(I)ep JACATCIIBHOCTH OpraHu3alnu
o y4é€Ty, perucTpamuy, KOHTPOIIO Ael (JOKYMEHTOB);
TTOJTb30BATHCS WH(POPMAITMOHHO-CIPABOYHBIMH
CUCTEMaMU OOKYMCHTHPOBAHHBIX C(bep ACATCIIBHOCTU
OpraHu3alliy; BECTH CIIPABOYHO-TIONCKOBEIE CPEICTBA K
ApXUBHBIM  JeliaM  (JIOKyMEHTaM), BeCTH  yu€T
CTpaxoBoro (oHIa apXWBHBIX Jell (JIOKYMEHTOB);
MPUMEHSITh HOPMaTHBHBIC ITPABOBBIC aKThI, JIOKAIbHbBIC
HOPMATHUBHBIC AaKThl OPraHW3allil H METOJANYCCKUE
JIOKYMEHTBI B oOyacTh yd4éra apXUBHBIX JI€T
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(I[OKYMGHTOB); BHOCUTH MMPCAIOKCHUA 10
COBCPUICHCTBOBAHUIO MCTOOHUYCCKOI'O obecrnieycHUs

yuéTa pasHbIX BHJIOB JIOKYMCHTOB B
JIOKYMEHTHPOBAHHBIX chepax JIESITEIEHOCTH
OpraHH3aIMy.

3HaHMA: HOpMaTHBHBIE TPaBOBbIE akThl Poccuiickoit
Qenepan B cdepe ETONPOU3BOACTBA M aPXHUBHOTO
JieNa; METOAMYECKHE JOKYMEHTHl U HallMOHAJbHbIE
CTaHZapTel B oOmactTh y4éra JOKYMEHTOB U
JOKYMEHTUPOBAaHHBIX chep JIESATEIIbHOCTH
OpraHu3allly; OTEUECTBEHHbIE U 3apyOeKHBIE
CepTU(QHULIMPOBAHHBIE CHUCTEMBl aBTOMATH3HMPOBAHHOTO
yaéTa apXuBHBIX JeN (IIOKyMEHTOB); TpeOOBaHUS K
ya€Ty 0c000 IEHHBIX W YHUKAIBHBIX ApXUBHBIX €T
(TOKyMEHTOB); CPOKH BBINOJIHEHUS pPa0OT MO Y4ETy
ApXMBHBIX e (JOKYMEHTOB); OOIIME MPUHIUIEBI y4éTa
Y KOMIUIEKTOBaHUS NieN (JIOKYyMEHTOB) OTPaHHYCHHOTO
JOCTyTIa; TPeOOBAaHUS OXpaHBI TPY/A.

[IK 2.3.
Ocy1ecTBIATh
XpaHCHHUEC apXUBHBIX
ne (IOKyMEHTOB) ¢
ITOCTOSTHHBIM
CPOKOM XpaHEHHUS U
T10 JINYHOMY COCTaBY
B apXHBE
OpraHu3aIyu

IIpakTHYeckHii ONBIT: OCYIIECTBIECHUE XPaHEHUS
apXMBHBIX €7 (JOKYMEHTOB) C MOCTOSHHBIM CPOKOM
XpaHEHUs] M 1O JHMYHOMY COCTaBy B  apXHBE
OpraHH3aLU

YMeHuUs1: CHCTEMATH3UPOBATH JieTa (JIOKYMEHTHI);
pasMemniath apxXuWBHBIC Jefla (JOKYMEHTBI) Ha MeCTax
XpaHeHHsT B COOTBETCTBUM C  HOPMATHBHBIMU
TpeOOBaHMsIMA B  OOJIACTM  apXWMBHOI'O Jiella |
yHOpaBJieHHs] JOKYMEHTaMH; COONI0JaTb HOPMaTHBHBIC
PEXUMBI XpaHEHHWs] apXUBHBIX A€l (JOKYMEHTOB) Ha
JMOOBIX HOCHTENAX; TPOBOJUTH MPOBEPKY IOIHOTHI
COCTaBa apXUBHBIX JOKYMEHTOB B €IMHHMIAX XPAaHCHUS;
MPOBOJUTH OIMCAHWE APXUBHBIX 1€l (JOKYMEHTOB);
COCTaBJATh  CIPABOYHO-TIOUCKOBBIE  CpPEACTBA K
ApXUBHBIM JefIaM (JOKYMEHTaM);

BECTH YY€T W KOHTPOJIb BBIAAYM apXUBHBIX €T
(mOKyMEHTOB) U3 apXMBOXPAHUJIUILA U UX BO3BPATa;
BECTH YUYET M KOHTPOJb Iepeadyn /el (JIOKyMEHTOB) B
roCyJapCTBEHHBIH/MYHULIMIIAIBHBIA apXUB WK HA HHOE
BHEIIHEE XpaHEeHHWEe M TmpuéMa Jel C BHELIHEro
XpaHCHUS; MIPOBOJTUTH MOJIUCTHYIO MPOBEPKY
(pU3MIECKOro COCTOSHUS JeT (JOKYMEHTOB);
pa3bICKMBaTh HEOOHapy)XEHHblE Jena (IOKyMEHTBI);
3amumarb WHGOPMALUMOHHBIE PpEecypchl apxXuBa OT
HECAHKIMOHUPOBAHHOI'O JOCTYIIA.

3HaHMA: HOpMaTHBHBIE TPaBOBBIE aKThl Poccuiickoin
Oenepanuu B cdepe IeIONPOU3BOJICTBA U APXUBHOTO
Jlefla; HOpPMATUBHBIE TMpaBOBbIE akThl Poccuiickoi
®deneparyu B obnactu HHGOpMAaIu, HHOOPMAIIHOHHBIX
TEXHOJIOTHH, 3aIIUThl MHPOPMALMU U TEPCOHATBHBIX
JaHHBIX, OU(QPOBOH TpaHCHOPMALUKM;, HOPMATHBHBIC
nmpaBoBbIe akThl Poccuiickoit ®enepanmmm B 00J1acTH
KOH(HUICHINATBHOCTH MH)OPMAIIH; MpaBuiIa
XpaHeHusi Jiell (JOKYMEHTOB) B COOTBETCTBHHM C HX
TUMAMH; TOPSJOK  (QOpPMUPOBAaHUS JOKYMEHTOB B
KOMIUIEKTBI,  TPYNNbl,  TUOB;  TpeOOBaHHA K
0oOpMJIGHUIO JIOTOBOPOB HA peaM3alui0  yCIyT
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BHEIIHETO XpaHEHUs JAen  (JOKYMEHTOB); CPOKH
BBIMIOJIHEHU padoT; TpeOOBaHUS K YCTAHOBICHHBIM
HOpMaM BBIPaOOTKY;

TpeOOBaHMsI OXpaHbI TPYJA.

K 2.4.
Ocy1ecTBIsATh
XpaHeHue,
KOMIUIEKTOBaHHE,
YUY€T 1
HCIOJIb30BaHUE JeT
(IOKyMEHTOB)
BPEMEHHOTO
XpaHeHUs

[pakTuuecknii  ombIT:  obOecriedeHHe  XpaHEHUS,
KOMIUISKTOBAaHHS, y4€Ta ¥  HWCHOJB30BaHUS el
(IOKYMEHTOB) BPEMEHHOT'O XpaHEeHHUS

YMenusi: OpraHu30BBIBaTH U 00ECIEUMBATH XpaHEHHE
Jeln (IOKYMEHTOB) BPEMEHHOTO XpaHEHHs OpraHu3aluu
B TPaIUIMOHHOM H B  JJIEKTPOHHOM  BHJE;
KOHTPOJIHPOBATh pa3paboTKy CTPYKTYPHBIMH
MoJpa3feicHuIMHA ONUCEH W aKTOB O BBIACICHHH Ha
YHUUYTOKEHHE e (TOKYMEHTOB) BPEMEHHOTO XpaHEHHS
B TPaJUIMOHHOM U B DJIEKTPOHHOM BH/IE;

q)OpMI/IpOBaTL CAWHUIIBI XPAHCHUA OOKYMCHTOB JId UX
MIOCJICTYIOIETO pa3MeIIeHHs B apXHBE OpraHU3alnmy;
COCTaBJIATH ~ CHPABOYHO-TIOMCKOBBIE  CPEICTBA K
apXUBHBIM JieJlaM (JIOKyMEHTaM); OCYIIECTBISATh MOMCK
nen (DIOKyMEHTOB) BPEMEHHOTO XpaHEHUs B Ipolecce
UX XPaHCHMS B CTPYKTYPHBIX HOAPA3ICICHUSIX U apXHBE
OpraHu3allvy,

OCYILECTBIISITh METO/INYECKOe PYKOBOZCTBO
OopraHm3aneldl  XpaHeHWs Jaed  (TOKyMEHTOB) B
CTPYKTYPHBIX TOIPA3ICICHUSIX OpraHH3aIIHT;

OKa3bIBaTh CTPYKTYPHBIM NoApa3IeNICHUsIM
NPaKTUYECKYI0 MOMOIb B OpTaHU3AIlMA XPaHEHUS el
(moxKyMeHTOB); pa3pabartsiBaTh CIPaBOYHO-

UHQOpPMAaIMOHHBIE  JIOKYMEHTHl 110  OpTraHU3aluu
UCTIOJB30BaHMUsT A€ (JOKyMEHTOB)  BPEMEHHOIO
XpaHEHUs] B CTPYKTYPHBIX IOAPA3JEIICHUSX U apXUBe
OpTraHM3alll{; TPOBOIAUTH 3KCHEPTH3Y IIEHHOCTH el
(TOKyMEHTOB) BpPEMEHHOTO XpaHEHHs, MEpPEAaHHBIX B
apXUB; OMPEAEIATh CPOKU XpaHEHHS e (JOKYMEHTOB)
BPEMEHHOTO XpaHEHWs; OO0ecleynBaTh 3alUTy Jell
(IOKYMEHTOB) BPEMEHHOTO XPAHCHUS B OPTaHHU3AIUN OT
HECAHKIIMOHMPOBAHHOTO JOCTYyNa WM YHHYTOKCHHUS,
IIPOBOJIUTH ¢uznyeckoe YHUYTOXKEHUE Jie
(TOKyMEHTOB) BPEMEHHOTO XpaHEHHS C MCTEKIIUMHU
CPOKaMH  XpaHEHUS  TIOCIIEé  COTJIACOBAaHUS  CO
CTPYKTYpPHBIMHU TIOJpa3/IeJICHUAMU OPTaHN3aLINN;
oopMIIATh YYETHBIE HTOKYMEHTHI 00 YHUUTOXXKEHHH AET
(TOKyMEHTOB) BPEMEHHOTO XpaHEHHS C HCTEKIIUMH
CPOKaMH XpaHEHUs COBMECTHO CO CTPYKTYPHBIMH
0/Ipa3ieICHUSIMHI OpraHU3ally.

3HaHMA: HOpMaTHBHBIE TPaBOBBIE akKThl Poccuiickoi
@eneparn B cepe IENONPOU3BOJICTBA U APXHBHOTO
JieNa; HOpMaTHBHBIE TIpaBOBbIE akThl Poccuiickoit
®denepanyuy B 00JIaCTH 3aLUTHI IEPCOHATIBHBIX JTaHHBIX;
HOpPMAaTHUBHBIE NpaBoBble akThl Pocculickoit @enepanuu
B o0jmactTd  KOHQUACHUMAIBLHOCTH  HH(OpManuu;
METOJINYECKHE TOKYMEHTBI U HallMOHAJIbHBIE CTaHIapThI
B o00JacTu [AEJIONpPOM3BOACTBA U APXMBHOIO JIEJIa;
METOJMKa Pa3paboTku (GopM yUYETHBIX JOKYMEHTOB B
TPaIUIMOHHOM H B OJJIEKTPOHHOM BHJE; IIpaBHUIIA
CHCTEMAaTH3alNH U KJIACCU()UKAIINHI JOKYMEHTOB;
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OCOOCHHOCTH OpTaHM3aIMH XPAaHSHWUSI JIeN (JOKYMEHTOB)
Ha pa3MYHBIX HOCHUTEISAX; KPUTEPHH OIpeIeTeHuUs
LIEHHOCTH el (IOKYMEHTOB) I JalIbHEHIIEro
XpaHCHUS WU YHUUYTOXKEHHUSI, TPEOOBaHMS K TpoIieccamM
YHUUYTOXKEHUSI WHPOpMAIMA B TPAAWIAOHHOM |
3JIEKTPOHHOM BHJIE; TPEOOBAHHS OXPaHbI TPYIa.

[IK 2.5.
Ocy1ecTBIATh
HCIIONTb30BaHUE
ApXMBHBIX JIEIT
(TOKyMEHTOR), B TOM
qucie ¢
HCIIONTb30BaHUEM
ABTOMATU3MPOBAaHHBL
X CUCTEM

ITpakTnyeckmii OIIBIT: OCYILIECTBIICHUE
HCIOJB30BaHMsI ApPXUBHBIX JeN (IOKYMEHTOB), B TOM
YUCJIE C UCIIONIB30BAaHUEM aBTOMATU3HPOBAHHBIX CUCTEM

YMenusi: CHCTEMaTH3UPOBaTh U 0000IIaTh CBEICHUS O
COCTaBe W COJEpPKaHWH apXHUBHBIX /€N (JOKyMEHTOB);
HCTONB30BaTh ~ MH(POPMAIIMOHHBIE  TEXHOJOTMH B
o0nacTH CcO3[aHUsl  CIPAaBOYHO-TIOUCKOBBIX CPEACTB
apxuBa W JOKYMEHTHPOBAHHBIX c]ep IesTelIbHOCTH
OpraHu3aLny; ¢dbopMHpOBaTH OCHOBHEIE 51
BCIIOMOT'aTCJIbHBIC BH/Jbl APXHWBHLIX CIIPABOYHUKOB B
AIEKTPOHHOM thopwme; ITO/ITOTABIINBATh
nH(OPMAITMOHHBIE JIOKYMEHTBI 1o 3arpocam
M0JIb30BATENEH PA3TMUHBIX KATETOPUH.

3HaHus: HOPMATUBHBIE MPaBOBbIE aKThl Poccuilckoit
®denepanuu B chepe AETONPOU3BOACTBA; HOPMATHBHBIC
npaBoOBbIe akThl Poccuiickoit denepanuu B obnactu
3alIUThl  MEPCOHANBHBIX  JAHHBIX;  METOJUUYECKHE
JOKYMEHTBHI B 00JIACTH MCIOJIB30BAHUS U ITyOIMKaLUU
ApXMBHBIX JIeN (JOKYMEHTOB); CepTH(UIMPOBaHHbBIE
UH()OPMAIIMOHHO-TIONCKOBBIE ~ CHCTEMBI B 001acTu
paspaboTku Hay4YHO-CIPaBOYHOIO amnrmapara
JOKYMEHTHUPOBAHHBIX cdep JIESTENBHOCTH
OpraHM3alli¥;  CPOKM  BBIIIOJHEHUS ~ pabdOT Mo
OpraHu3alyn HCIIOJIb30BaHUs apXUBHBIX Jen
(1OKyMEHTOB); OpraHu3alOHHbIC MIPHHLIVIIB]
WCIIOJIb30BaHMsI JOKYMEHTOB OTPaHHMYEHHOT0 JOCTYIIA;
TpeOOBaHUsI K TIOATOTOBKE apXUBHBIX CIPABOK U
BBIMUCOK W3 AapXMBHBIX JIOKYMEHTOB; TpeOOBaHUS
OXpaHbl TPyAa.

OcBoeHne BUIOB
paboT 1o OHOW Wi
HECKOJBbKHNM
npodeccusiM padbouux,
JOJDKHOCTSIM
CITyKAIIX
(BrimonHenue padot
o paboueit
npodeccuu ceKpeTapsb)

K 1.1.
Ocy1ecTBIATh
npuéM-nepenaqy
yTpaBJIEHUYECKON
nHpOpPMAaLUH C
ITOMONIBIO CPE/ICTB
nH(OPMAITMOHHBIX U
KOMMYHHUKaIIMOHHBI
X TEXHOJIOT U

IIpakTHYecKHil ONBIT: TONXy4YeHHE HEOOXOTUMON
uHpOpMaLlMM W TepeAada  CaHKUMOHUPOBAHHOU
nHpOpPMAITUH c UCIIOJIb30BaHUEM CpPEACTB

I/IH(I)OpMaI_[I/IOHHLIX 1 KOMMYHHKAITMOHHBIX TEXHOJIOTHI

YMeHusi: MCIONB30BaTh CPEACTBA MH(POPMALMOHHBIX U
KOMMYHHUKAIIMOHHBIX TEXHOJIOTHMH IJIsi TONXYy4eHHUs U
nepenayn  MHGOpPMAIMKM, BECTH U HCIOJb30BaTh B
pabore 0a3y KOHTAKTOB OpraHM3alldd; BECTU YUETHBIE
perucTpauronHsie  (OPMBI, HCHONB30BaThb UX IS
WHPOPMAIIMOHHONW paboThl W paboThl MO KOHTPOIIO
HCITOITHEHUS MIOPYYEHUI; YCTaHABJIMBATh 51
MOJACP’KUBATh KOMMYHHUKAIIMM B MPOLECCE JEIOBOIO
OOIIEHUsI ¢ TIOMOIIBIO CPEJCTB WH(POPMAIMOHHBIX |
KOMMYHUKAITUOHHBIX TeXHOJ’IOFHﬁ; CrJIa’)KNBaTh
KOH(JINKTHBIE U CIOXXHBIE CUTYAL[MH MEXJIMYHOCTHOTO
B3aMMOJCHCTBUS; COOMIOAATh  CIIY>KEOHBIH  OTHKET;
obecrieunBaTh WH()OPMAITOHHYIO 0e3011acHOCTh
JESITeIbHOCTH OpraHr3alyu.
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3HaHMA: HOpMAaTHBHBIE NPaBOBBIE akThl Poccuiickoit
ODenepannn B chepe HH(POPMAITHOHHBIX u
KOMMYHHKaIIMOHHBIX TEXHOJIOTH; CTPYKTypa
opraHuzanuu, e€ 3agauyn W QYHKUWW; [paBHia
IIPOBECHUS [IEJIOBBIX IIEPErOBOPOB; 3THKA JIEJIOBOTO
oOIIeHus; TpaBWiIa PEUYEBOIO OITUKETa; IpaBHIia
TIOAJIEPKAHUS u pa3BUTHUA MEKITNYHOCTHBIX
OTHOLICHUH; TpeOOBaHMS OXPaHbl TPYA.

K 1.2.
KoopaunupoBaTh
paboTy TpHUEMHOM
PYKOBOAUTETS, 30H
MIpHeMa Pa3InIHBIX
KaTeropuit
TOCETUTEIEN
OpraHu3aIyu

IIpakTu4eckuii oNbIT:

Koopounanmsa paGoTel mpuéMHON PYKOBOIWUTENS U 30H
npuéma pa3IUYHbIX KaTeropuu MIOCETUTEIIEH
OpraHu3alyn

Ymvmenus: BCTpeYaTh TIOCETHUTEIICH, MOJIy4aTh
MIEPBUYHYTO WH(POPMAITHIO 0 MMOCETUTEIIAX,
yCTaHaBHI/IBaTB HOp}II[OK anéMa JJIA pa3HHqHBIX
KaTeropuii [IOCETUTEIIEH; BECTU y4ETHBIE

perucTpanoHHble (GOpMBI MO MPUEMY TOCETHTENCH H
opopMIISITE TpOMyCKa; BECTH NpUEM, TMepenady Hu
OTIIPaBKYy JOKYMCHTOB; OpPraHu30BbIBATH u
OpOHHMpPOBATh MEPETOBOPHBIE KOMHATBHI, CEPBHPOBATH
yaifHple (KO(QeiHbIe) CTONB B OQucCe; NPUMEHSITh B
pabote cpezcTBa UH(POPMALMOHHBIX T
KOMMYHHUKAIIMOHHBIX TEXHOJIOTHH; MPUHUMATh MEPHI 1O
COXpaHEHWI0 KOH(UACHIIMANbHON HH(pOpManuu B X0me
IIpuEéMa IOCETUTENEH.

3HaHMA: HOpPMAaTHBHBIE IPaBOBbIE akThl Poccuiickoil
Qenepanuu mo 3amuTe HHGOpManuu U pabore C
oOpalleHusIMA TpaXJaH, CTPYKTypa OpraHH3alud |
pacnpenenenie  (QYyHKIHH; MEXAYy CTPYKTYPHBIMH
MOIPa3AeICHUSIMH U CIIEIIUATIUCTAMU;

MpaBWJia OpraHU3alUU NpUEMA TMOCETUTEIIEH; STUKET U
OCHOBBI MEXIyHApPOJHOTO MPOTOKOJA; ITHKA JIEJIOBOTO
OOIIEHUSI; TPaBUiIa PEIEBOTO STHKETA.

npaBWiia CEPBUPOBKH uYaifHOro (kodelHoro) croma;
TpeOOBaHMsI OXpaHbl TPYJA.

IK 1.3.

BuajieTs HaBbIKAMU
TUTAHUPOBAHUSI
pabouero BpemMeHH
PYKOBOJIUTEINS U
cekperapst

IpakTuuyeckuit  omBIT: IUIAHUPOBaHHE  pabouero
BpPEMEHH PYKOBOJUTENS U pabouero JHs ceKperaps

YMmenusi: BeIOMpaThb  (QOpMBI  IUIAHUPOBAaHUS U
oopMIIATh MIAHUPOBIIUK (OpTaHai3ep) pyKOBOJUTEIS
W CeKpeTaps; yCTaHABIMBATHb LEJH, OMIPEIENATh
MIPUOPUTETHOCTh U OYEPENHOCTH BBIMOJIHEHHST PaboOT U
3¢ GEeKTUBHO pacnpenensiTh pabouee BpeMS;
COTJIACOBBIBATh BCTPEYM W MEPONPUATHS W BHOCHTH
nHpOpMALlMI0O B IUIAHUPOBHIMK  (OpraHaizep);
WHPOPMHUPOBATh  PYKOBOAUTENS O  NPUOIIKECHUU
BPEMEHH W pETJIaMEHTE 3aIUIaHWPOBAaHHBIX BCTPEY M
MEpOIPHUITHN; BBIOMPATh ONTHMAJbHBIE  CITIOCOOBI
BHEIIHETO Y  BHYTpEHHEro HMH()OPMHUpPOBAaHUS O
IUTAHUPYEMBIX MEPOTPHUATHUSIX; o0ecrieunBaTh
nH(pOPMAIMOHHYTO 0e301acHOCTh JESITENbHOCTU
OpraHu3alM{; MOpPUMEHATH B  pabdoTe  cpeacTsa
WH(POPMALMOHHBIX 1 KOMMYHHUKAIIMOHHBIX TEXHOJIOTHI

3HaHMsA: HOpPMAaTHBHBIE MPaBOBBIE aKThl Poccuiickoit
Oenepanuu B chepe nHPOPMAIIMOHHON 0€30T1aCHOCTH;
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CTpyKTypa U croenuduka OCHOBHOH JIEATSILHOCTH
OpraHu3alliy; OCHOBBI YIIPABIICHHS BPEMEHEM;
MpaBUiIa TPOBENCHHS JCIOBBIX IEPETOBOPOB; ITHKA
JIEJIOBOTO OOIICHHUS; TPeOOBAaHUS OXpaHbI TPyJa.

K 1.4. I[pakTHyeckuii ONbIT: OPraHU3aMsl JETOBBIX MOE3A0K
OcymecTBisiTh PYKOBOIUTEINS U IPYTUX COTPYAHUKOB OpraHU3alun
HOATOTOBKY YMeHUs: COCTaBIATh U OPOPMIIATH TOKYMEHTHI IS
ACIOBBIX  IIOC3NOK | nejoBBIX MOE3I0K; OCYIIECTBIATH TPEBEI-TIOIIEPKKY
PYKOBOIUTEIIA U | nenoBBIX MOE3/I0K; COTJIACOBBIBATH C MPUHHUMAIOIIEH
Apyrux CTOPOHOM MPOTOKOJ IUIAHUPYEMBIX MEPONPUITHN H
COTPYIHUKOB (hopMHpOBAThH MPOrPaMMy JIEIOBOH MOE3IIKH;
Opranusanyu HCIIOJIb30BaTh cpencTBa UH(POPMALMOHHBIX u
KOMMYHHUKAIIMOHHBIX TEXHOJIOTHHA AJisl oOecreyeHus
B3aMMOJCHCTBUSI C PYKOBOAUTENEM BO BpEMs €To0
JIeNIOBOH 1Moe3Ku; 0OpMIIATh OTUETHBIE JOKYMEHTHI O
JI€JI0BOM TIOE3/IKE.
3HaHUs: HOPMAaTUBHBIE NPABOBbIE aKThl Poccuiickoil
®denepanyu B chepe OpraHu3alnu JAI0BON TOE3IKHU;
HOPSIIOK TIONTOTOBKM M JIOKYMECHTHUPOBAHUS JICIIOBOM
noe3nky; VHTepHET-pecypchl Ui OCYILECTBIICHHUS
TPEBEN-NIOAECPKKH AETIOBBIX MOE3I0K; ITHUKET U OCHOBBI
MEXIYHApOJHOTO  MPOTOKONA;  OTHKAa  JEJOBOTO
oOuieHus; TpeOOBaHUs OXPaHBI TPYAA.
I[IK 15. Bnanmers | [IpakTHYecKHii ONBIT: OpraHM3alMs W TOIEP KaHUE
criocobamu (yHKIHOHATBHOTO Pab0ovYero MpoCcTpPaHCTBa
OpraHu3alu YMeHusi:  OpraHu3oBbIBaTH ~ pabodee  MeCTo B
pabouero COOTBETCTBHHM C TpPEOOBAaHUSMH DPrOHOMHKH U
HPOCTPaHCTBA KyJIbTYpBl Tpyaa; oOecrieunBaTh pabodee MeECTO U
NPUEMHOH 1 (byHKUIMOHAIBHOE pabouee IIPOCTPAHCTBO
KabuHeTa HE00XOIMMBIMU cpeAcTBaMU OpraHU3allMOHHON
PYKOBOIHUTEIIA TEXHUKH, MeOeIbro u KaHLEIAPCKAMHI
MIPUHAAJICKHOCTSIMH; MOJIAEP’KUBATh cpencTsa
OpraHU3aIIMOHHON TEXHUKH B pa00YeM COCTOSHHH.
3nanusn: TpeboBaHUsI OXpaHsbI TpyIa,
MIPOU3BOJACTBEHHONW  CAaHUTapWH, HPOTUBOINOXKAPHON
3alIUTHl; OCHOBBI NPAaBWJIBHOM OpraHu3alMd TpyAa U
METO/bI TOBBIMEHUST ero A((EKTUBHOCTH; BHJBI
OpraHU3aIMOHHON TEXHUKH H TIOPSJIOK PaOOTHI C HEil.
TIK 1.6. IpakTHyecknii OMbIT: OpraHU3alMs TMOATOTOBKU U
OcymecTBisATh MIpOBEJICHHUE KOH(EepEeHTHBIX MEpOTPUSITHH,
paboty o obOecrieueHne  WH(MOPMAIMOHHOTO  B3aWMOJIECHCTBHS
MOJITOTOBKE U PYKOBOIUTENSI C MOAPA3ACICHUSIMH U JOJHKHOCTHBIMU
MIPOBEJCHUIO JIWIIAMH OpPTaHu3aliu
KOH()EPEHTHBIX YMeHusi: OpraHW30BBIBATH TMPOIECC IOJITOTOBKA U
MEPOIIPUATUH, [IpOBEACHUE KOH()EepPEHTHOTO MEPONPHUSITHUS
o0ecrieunBaTh WHJWBUAYAIbHO M B cocTaBe paboueil Tpymmsl;
nHQOpMaLMOHHOE JOKYMEHTUPOBATh  Pa3Hble  dTambl  MPOIEILyPHI
B3aUMOJICHCTBHE MOJITOTOBKU u MIPOBEJICHUS KOH(EPEHTHOT0
PYKOBOIUTEIS C MEpONpHATHS;  COONIONaTh  3TUKET W OCHOBBI
MOJpa3ICICHUMA U | MEKAYHAPOJHOTO MPOTOKOJNA; OCYIIECTBISTE  cOop,
JIOJDKHOCTHBIMU 00paboTKy WH(pOPMAITUH, CUCTEMATU3ALHIO
JULAMHA MOJTy4aeMbIX W TMEepeAaBaeMbIX JaHHBIX; OCYIIECTBIITH
OpraHu3anuu MIPOBEPKY JOCTOBEPHOCTH, MIOJTHOTHI u
HENPOTHBOPEYUBOCTH JJAHHBIX, UCKJIIOYEHHE
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IyOIMpOBaHUS nH}opManuy; MIPUMEHSTD
nHGOPMALMOHHO-KOMMYHUKAIIMOHHbIE TEXHOJIOTHH.

3HaHus: HOPMAaTHUBHBIC TPAaBOBBIC aKTHl Poccuiickoit
Oenepanimn B chepe  mHPOpMANHUH;  KOMIUIEKC
OpPTraHU3alMOHHO-TEXHUUECKHX  MEPONpHUSTHH o
ITOATOTOBKE u MIPOBEICHUIO KOH(EPEHTHBIX
MEpOIPHUITHH; TpaBWia OQOPMIIEHUS JIOKYMEHTOB,
CO3/1aBa€MbIX B TPOLIECCE MOATOTOBKM M IPOBEACHMUS
KOH(EPEHTHOTO MEPONPHUSTUS; OITHKET U  OCHOBBI
MEXIYHApOJHOTO  TPOTOKONA;  OJTHUKAa  JIETIOBOTO
oOIIeHns;  COCTaB  BHYTPEHHMX H  BHEIIHHAX
WH(POPMALMOHHBIX MTOTOKOB; CTPYKTypa OpraHu3aluf 1
MOPSAOK B3aUMOJCHCTBUS TOApA3JEIEHUNA; METOAbI
00pabOTKH ® 3amuThl MHOOPMAUK C MPUMEHEHHUEM
CpCAcCTB I/IH(I)OpMaHI/IOHHBIX U KOMMYHUKAIIMOHHBIX
TEXHOJIOTHIA; TpeOOBaHUS OXPAHBI TPY/IA.

IK

1.7. Odopmists
OpraHU3alMOHHO-
pacropsIUTeIbHBIE
JOKYMEHTBI 1
OpraHH30BbIBATH
paboTy ¢ HUMU, B
TOM YHCJIE C
HCTIONIb30BaHUEM
ABTOMAaTH3UPOBAHHBI
X CHCTEM

IMpakTHyeckuii onbIT: 0POpMIIEHHE OpPraHU3AIOHHO-
pacmopsaMTENbHBIX ~ AOKYMEHTOB M OpraHu3aunus
pa6OTI)I C HUMH, B TOM YUCJIC C

HCII0JIb30BAHUEM aBTOMATU3UPOBAHHBIX CUCTEM

YMeHusi: COCTaBIATH MPOEKTHl OPraHU3aLUOHHBIX,
pacTopsANTENILHBIX W MH()OPMAIIMOHHO-CIIPaBOYHBIX
JOKYMEHTOB, B TOM YHCJI€ JOKYMEHTOB, COIEPIKAIIUX
KOH(HUICHIIHATBHYIO nH(OPMAITHIO; opOpMIIAT
OpraHM3alMOHHO-PACIIOPSIIUTEIIbHbBIE JOKYMEHTBI
(opurnHaNBl U KOMUH); CKaHUPOBATh, KOIMPOBATH U
KOHBEPTHPOBATh JJOKYMEHTHI B pa3in4HbIe (hOpMaThl;
OCYILECTBIISITh IPOBEPKY HPOEKTOB JIOKYMEHTOB Ha
COOTBETCTBUE IIpaBUJIaM J€JIONPOU3BOJICTBA;

NPUHAMATh W TPOBOJWTH TEPBUYHYIO  00paboTKy
BXOJSIIUX JOKYMEHTOB; MPOBOJIUTH MPEABAPUTEIBHOE
paccMOTpeHne BXOJSAIINX U BHYTPEHHUX JOKYMEHTOB;
PETUCTPUPOBATH BXOJAIINE, UCXOJSIINE U BHYTPCHHHUE

JOKYMEHTBI; KOHTPOJIMPOBATh MapIIpyTH3ALHIO
JOKyMEHTOIIOTOKOB B  OpraHM3aliu (COIJIacOBaHME,
MOJITIMCaHHe, YTBEp)KIEHNE, 03HAKOMJIEHHE u

UCTIOJTHEHHE JOKYMEHTOB); OCYIIECTBISATH CPOKOBBIHM
KOHTPOJb HCIOJIHEHUS JOKYMEHTOB; OCYILECTBIATH
MIOATOTOBKY M OTMPAaBKYy HCXOISIIMX JTOKYMEHTOB;
COCTaBJIATh OTYETHI W AHAJUTHYECKHE CIIPaBKH OO0
HCIIOJTHEHUH JOKYMEHTOB;

BECTH  HH(QOPMALMOHHO-CIPAaBOYHYIO  paboTy 1o
JOKYMEHTaM; OCYIECTBIISITh pa0OTy C OpraHU3aIMOHHO-
pacTopsauTEbHBIMU JIOKyMEHTaMH B
ABTOMATHU3HPOBAHHBIX CUCTEMAX.

3HaHMA: HOpMATHBHBIE TPAaBOBBIE aKThl Poccuiickoit
Oenepanin B cepe 1eNONPOU3BOJICTBA; JIOKATBHBIE
HOPMAaTHUBHBIE AKTHI, PEIVIAMEHTUPYIOIINE EATENBHOCTh
cyObl  JICIONPOU3BOJACTBA W €€  pabOOTHHUKOB,
OpTraHU3aLNI0 BEICHUS JIEIIOTIPOU3BOJICTBA;
COBpPEMEHHBIE nH(pOpMaLMOHHEIE u
KOMMYHMKAIlMOHHBIE TEXHOJOTHH, IPUMEHSEMBIE B
paboTe C [OKYMEHTaMH; CTPYKTypa OpraHU3alLluH,
PYKOBOJICTBO CTPYKTYPHBIX IOApa3/AeieHUI, 0OpasLbl
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MOANUCEN JUI, HWMEIOIMUX TMpaBo MOJANUCAHUS U
YTBEP)KICHUS JOKYMEHTOB, U OrPaHUYCHHS 30H HX
OTBETCTBEHHOCTH; MpaBUjla  PYCCKOTO  S3BIKA;
TpeOOBaHMsI OXpaHbI TPYJA.

[IK 1.8. Ohopmnare
JOKYMEHTHI TI0
JMYHOMY COCTaBY U
OpraHH30BbIBATH
paboTy ¢ HUMU, B
TOM

qHCIIe ¢
UCTIONIb30BaHUEM
ABTOMAaTH3UPOBAHHBI
X CHCTEM

[pakTnyeckuii onbIT: 0opMiIeHHE AOKYMEHTOB IO
JMYHOMY COCTaBY U OpraHM3aLMsl PabOThI C HUIMHU, B TOM
YHCJIE C HCII0JIb30BAHUEM aBTOMATU3UPOBAHHBIX CUCTEM

YMmenusi: obecrnevrnBaTh COXPaHHOCTh MEPCOHAIBHBIX
JaHHBIX pabOTHHKOB; OpraHHU30BHIBATH
JIOKYMEHTO00OPOT IO MPEJCTABICHUIO TOKYMEHTOB TI0
MepcoHay B roCyJapCTBCHHBIC OpraHsbl;
OpPraHM30BBIBATH  JTOKYMEHTOOOOpOT MO Y4€Ty W
JBIDKCHUIO  paOOTHUKOB; BECTH  BOWHCKHHA  Yy4€r
paboTHMKOB,  BecTH  y4€T  pabodyero  BpEeMEHH
PabOTHUKOB; 0 OpMIIITH OpraHu3aIMoOHHO-
pacrnopsAUTENIbHBIE TOKYMEHTHI 110 JITYHOMY COCTaBY;
BECTH PETHCTPAIUio, yUYET, ONEpaTHBHOEC XpPaHCHUE
JOKyMEHTOB Mo  JUYHOMY COCTaBYy; BECTH
JOKyMEHTAIMIO,  TIOATBEPXKIAIONIYI0  CBEIICHHUS O
TPYJOBOW  JEATENBHOCTH M TPYJAOBOM  CTaXe
paboTHUKOB; (HOPMUPOBAThH JUUYHBIC Jieja PaOOTHUKOB;
oopMIIATE /Iea 1O JINYHOMY COCTaBy ISl IIepe/ladu B
apXxuB OpraHu3allvy; pabortath co
CTCIUATN3UPOBAHHBIMU WHPOPMAITUOHHBIMH
cucreMamMu W 0azaMu JaHHBIX 1O BEJCHUIO y4€Ta W
JIBHOKEHHUIO pAaOOTHHUKOB.

3HaHMA: HOpPMAaTHBHBIE INpPaBOBbIE aKkThl Poccuiickoit
®denepanuu B chepe TPYAOBBIX OTHOLICHHUH; JIOKaIbHbIE
HOPMAaTHBHBIE AaKThl, PETIAMEHTUPYIOIINE TPYJIOBbIE
OTHOUICHUS; COBpEMEHHbBIE nHPOPMALULOHHO-
KOMMYHHUKAIIMOHHBIE TEXHOJIOTHH, TPHUMEHSEMbIE B
paboTe ¢ JOKyMEHTaMH IO JINYHOMY COCTaBy;
CTPYKTypa OpTaHU3aLMH, PYKOBOACTBO CTPYKTYPHBIX
MoJpa3esieHNii; NMpaBuiIa AEJIONPOM3BOJCTBA; NpaBUIia
PYCCKOTO S3bIKa; 3TUKA JIEJIOBOI0 OOLIEHNUS; TPEOOBAHUS
OXpaHbl TpyAa.

K
Opranu3oBsIBaTH
TEKyIllee XpaHEeHHE
JIOKYMEHTOB,
00paboTKy men s
OIIEPaTUBHOTO U

1.9.

ApPXHUBHOI'O
XpaHeHus, B TOM
YUCJIE c
HCITOJIb30BAHUEM
aBTOMAaTU3HUPOBAHHBI
X CUCTEM

IIpakTHyeckuii  ONBIT:  OpraHM3aUusl  TEKYLIETO
XpaHeHus1  JOKyMEHToB,  oOpaOoTka  gem s
OTIEpaTHBHOTO M apXMBHOTO XPAaHEHWS, B TOM YHCIE C
WCTIOJTb30BaHNEM aBTOMATH3UPOBAHHBIX CHCTEM

Ymenus: paspabareiBaTh  HOMEHKIATypy el
OpraHu3aliy; TPOBEPSTh MPABHIBLHOCTH OPOPMIICHUS
JOKYMEHTOB M OTMETKM 00 WX HCIIOJIHEHWH Tepes MX
(hopMHpOBaHUEM B JEJI0 IS OCIEAYIOIIEr0 XpaHEeHNUS;
(¢opmHpoBaTh JieNla, KOHTPOJIMPOBATH IPABUIBHOE W
CBOEBPEMEHHOE  pacIipelieIeHre u MOJIIIINBKY
JIOKYMEHTOB B JIella B COOTBETCTBMM C HOMEHKJIATYpOn
JIeJI; TpPOBEPATH CPOKH  XPAHEHUS  JOKYMEHTOB,
COCTABIISITH MPOTOKOJI PA0OTHI IKCIIEPTHOW KOMHUCCHH TIO
[IOATOTOBKE JOKYMEHTOB K IIepelaye B apXHB;
COCTaBIATh AaKT O BBLACICHUM K YHHUYTOKEHHIO
JIOKYMEHTOB, HE TOIJIeKAIUX XPaHEHHWIO; COCTAaBIAThH
akT 00 YHHYTOXXEHHH JOKYMEHTOB; OCYIIECTBIATH
MIOJIHOE WIIM YaCTUYHOE O(opMIIeHHE JeJ BPEMEHHOTO,
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MMOCTOSIHHOTO, JTOJITOBPEMEHHOTO CPOKOB XPaHEHHS;
COCTaBIIATh OIUCH JET CTPYKTYPHBIX IOJpa3/IeieHNuit
MOCTOSIHHOT'O, AOJTOBPEMEHHOTO CPOKOB XpaHEHHUS st
nepeayd JAel B apXWB OpraHU3aluM; NPUMEHATH
nH(pOPMAIMOHHO-KOMMYHHUKAIIMOHHbIE TEXHOIOTUH TIPU
paboTe ¢ JOKyMEHTaMH.

3HaHus: HOPMAaTHUBHBIC TPABOBBIC aKTHl Poccuiickoit
Oenepanuu B cdepe IEIONPOU3BOJICTBA U APXUBHOTO
Jena; JIOKaJIbHBIE HOpPMAaTHBHBIE aKTBHl,
pEeTIaMEeHTHPYIOLINEe BEJeHHE JENONPOU3BOJACTBA U
nepeadyy A€l B apXWB  OpPraHU3alWd;  BHIBI
HOMEHKJIATYyp 1el, oOmmue TpeOGoBaHUs K HOMEHKIIAType
ZIeJ1, TIOPSIIOK paboThI ¢ HEel; OpsIoK GOopMUPOBAHHS U
opopmienuss  gmen, cnenuduka  HopMHUpOBaHUSL
OTZEIBHBIX KaTETOpUM Jei; NpaBUila XPaHEHUs Jel, B
TOM YHCJIE C JOKYMEHTaMH OTPaHWYeHHOTO JOCTYIIA;
MpaBWJIa BBHIJAYM W WCIIOJNIB30BAaHUS JOKYMEHTOB W3
c(OPMUPOBAHHBIX  JIEJ;  TOPSJIOK  HCIIOJb30BaHUS
TUTIOBBIX WM BEIOMCTBEHHBIX TEpEYHEH IOKYMEHTOB,
OTIpeIeTIeH sI CPOKOB XPaHEHHUS B MPOIIECCe IKCIEPTUREI
LICHHOCTU JOKYMCHTOB, BHUbL onucen ACJI OpraHu3alunu
U TIOPSAZOK PabOTHI C HUMH;

TpeOOBaHMSI OXPaHBI TPY/IA.

Pa3zjnen 5. CTpykTypa 0CHOBHOI 00pa30BaTeIbHON MPOrpaMMbl

5.1. Y4yeOHbIi m1aH

VY4eOHbIil TIaH IporpaMMbl MOJATOTOBKU CHELMATUCTOB CPEJHET0 3BEHA CPEIHEro

npoecCHOHaNBFHOTO 00pa30BaHuUs OMpEAeseT NepedeHb, TPYIAO0EMKOCTh, MOCIEeI0BATEILHOCTD
U pacrpeieJIeHHe Mo nmepruoiaM o0ydeHus: yueOHbIX MPeMETOB, KypPCOB, AUCIUILINH (MOIYIIEH),
MPAKTUKH, UHBIX BHUJIOB Y4€OHOU AESITETbHOCTH OOydarommxcs U GOpMbl UX MPOMEKYTOUHOM

aTTCCTalluu.

VYuebubiii mman mo cnenuansHocTH 46.02.01 «JlokymeHTanoHHOe oOecrneueHue

yIpaBJIEHUs] U apXUBOBEJIEHHE» COCTaBleH B cooTBeTcTBUU ¢ TpeboBaHusmMu PI'OC CIIO no
cneunanbHocT 46.02.01 «lokymeHTallMOHHOE oOecrieueHe yNpaBlIeHUs] U apXUBOBEICHUEY,
yrBepxkacHHoro Ilpukazom MuHnncrepcrBa npocsemieHust Poccuiickoit ®epepanuu ot 26

asrycra 2022 r. Ne 778 (Ilpunoxenue 1).

5.2. KasienaapHblii y4eOHbI# rpauk
Kanennapusiii yueOHbIi rpaduk npencrasiex B [Ipunoxenun 1.

5.3. Pa6ouyasi nporpaMMa BOCIIUTAHUSI U KAJI€HAAPHBII NJIaH BOCIUTATEIbLHOM

padoThI

PaGouas mporpamMma BOCIIMUTAHUA HAIIPABJICHHA HA Pa3BUTHUC JINYHOCTU 06yqa101ueroc;1,

MO3BOJIACT CO3AaBaThb YCJIOBHA I €T0 CaAMOONPCACICHUA U COLHAIM3allui B O6IJ.ICCTB€ Ha

OCHOBC COIHMOKYJIbTYPHBIX, AYXOBHO-HPAaBCTBCHHLIX L[GHHOCTefI U TNPUHATBIX B pOCCHﬁCKOM

oOuiecTBe MpaBWJI U HOPM TMOBEJCHHS B MHTEpecax 4ejaoBeKa, CeMbH, OOLIeCTBa U roCyAapCcTBa,

dbopMupyeT y 00y4daromuxcsi 4yBCTBa MaTPUOTU3MA U IPaXTaHCTBEHHOCTH, YBAXKEHHSI K TAMSITH
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3amUTHUKOB OTeuecTBa U MoAaBuraMm repoeB OredecTBa, K 3aKOHY U MPABOIMOPSAIKY, YETOBEKY
TpyJa U CTapuieMy MOKOJCHHIO, B3aUMHOIO YBa)KE€HUS, OEPEKHOTO OTHOLICHHS K KyJIbTYPHOMY
HACJIETUIO U TPAJUIMsIM MHOTOHAIMOHAIBLHOTO Hapoaa Poccuiickoit denepaluu, K Npupoje u
OKpYXalolleu cpere.

Pabouast mporpamma BocnuTanus 1o crenuanbHocTH 46.02.01 «/lokymeHTarmoHHoe
oOecrieueHrne YIPABJICHUS M apXWBOBEACHHE» II03BOJSET CHOPMUPOBATH y OOyYAIONTUXCS
obmue xomrereHuu, npeaycmorperasie @I'OC CIIO, oBnaneHre KOTOPHIMH OCYIIECTBIISICTCS
B IIPOLIECCE MPOBEICHUS C HUIMH BOCIIUTATENIbHOM JIEATEIbHOCTH.

[Iporpamma cOCTOMT U3 MHBAPUAHTHOM, BAPUATUBHON U JOMOJHUTEIHLHON YacTeu.

WNuBapuanTHas 4acTh MO3BOJSET CPOPMUPOBATH 0A30BBIC IIEHHOCTH, OCHOBAaHHBIC Ha
TPAAUITMOHHBIX M aKTyaJIbHBIX 3aJ]a4aX BOCIIUTAHUS U COIMATN3ANN 00YyUYaIOIIHUXCSI.

BapuaTtuBHas dwacte pabodell mporpamMMmbl chopMHpOBaHA C Y4ETOM KOHTCKCTHBIX
YCIIOBUH KOJIJIEIKA M OTPAXKAET 3a/1a4H TyXOBHO-HPABCTBEHHOTO BOCIIUTAHUS O0yUYaOIUXCS.

Meponpusitusi, BHECEHHbIE B JOIMOJHUTEIbHYIO YacCTh, MO3BOJSIOT CPOPMHUPOBATH
o0lIye KOMIIETEHIIMM B  COOTBETCTBHM CO  CHENU(PHUKON Koulemka U Oynmymien
pohecCuoHaNBHOM NesTeNbHOCTHIO 00YUaIOIerocs..

Bocnurarensnas pabota mpoBOAUTCS B COOTBETCTBHHM C MPOTPAMMOM BOCIHMTAHHS B
TE€YeHHE y4eOHOTro roja.

Pabouvas mporpaMma 1o BOCIUTaHUIO BKIIFOUAET CIICAYIONINE PA3IeIIbL:

1. Oco6ennoctu opranuzyemoro B [10 AHO "Komnemxk "Kangpsr mis nudpoBoii S3KOHOMHUKH"
BOCIIUTATEIBHOIO MpoLecca.

2. llenb ¥ 3a71a4i BOCTIUTAHUS.

3. Bugpl, popmel 1 comepikaHue IesiTeIbHOCTH.

4. KanengapHo-TeMaTHUECKH IJIaH BOCIIUTATEIbHON pabOThI.
5. Pe3ynbTaThl 0CBOEHMSI TPOrPaMMBbl BOCIIUTAHUSI.

6. Meronuueckoe obecrieueHre MPOTPaMMbl BOCTIUTaHUSI.

B pasmene «OcoGennoctu opranuzyemoro B I[IO AHO "Komnemx "Kampsr s
M(ppoBOH 3KOHOMHUKHU" BOCHUTATEILHOTO IPOLIECCay» JaeTcs KpaTKOe ONMUcaHue crenupuku
JEeSITEIbBHOCTH B c(hepe BOCIUTAHUSA, OCOOEHHOCTH COLMAIBHOTO OKPY)KEHHUS OOydaroluXcs B
KOJIJIeJKE, EPEUUCISIIOTCS COLMAIbHbIE TApTHEPHI, aHATTU3UPYIOTCSI OCOOEHHOCTH KOHTUHIEHTA
00yYaromuxcs, NepeYrCISIOTCS MPUHIUIBI U TPAJAULUN BOCIIUTAHUS, KOTOPbIE MPAKTHUKYIOTCS B
ITO AHO "Komnemx "Kaapsl 11 U poBoil 5KOHOMUKH".

Paznen «lenp ¥ 3amaum BoOCIMTaHUS» HaNpaBieH Ha JMYHOCTHOE pAa3BUTHE
oOyyaromuxcs; MpHOOLIEHHEe K POCCHUWCKUM TPAAMLIMOHHBIM JTYXOBHBIM IE€HHOCTSIM,
(dopmupoBaHUe Y 00y4arOIUXCs OCHOB POCCUHCKON MACHTUYHOCTH.

B pasgene «Bunsl, ¢popmbl U copepikaHuE AEATEIBHOCTHY IMEPEYUCISIOTCS CIIOCOObI
JIOCTHKEHUS TIOCTABJIEHHBIX LI€Jed M 3a7ad BOCHUTAaHMs. Pa3nen cocTOMT M3 MHBapUaHTHBIX,
BapUaTUBHBIX U JOMOJHUTENIbHBIX MOJIYyJIEH, KaXbl U3 KOTOPHIX OPUEHTUPOBAH HA OJHY U3
MOCTaBJIEHHBIX 3a]]a4 BOCIUTAHUS U COOTBETCTBYET OJHOMY M3 HAIpaBJIEHUN BOCHHUTATEIHHON
paboTHLI.

KanengapHo-TeMaTndeckuii IJIaH BOCIMTATENbHOW paOOThI OMpEeNnseT IepeyeHb
IPOBOJIUMBIX MEPONPUATHIA, (POPMBI M CPOKU UX TPOBEIICHHS.

B pasmene «Pe3ynbraThl OCBOEHHS MPOTrpaMMbl BOCHUTAHMS) JAaeTCsl aHAINU3
BOBJICYEHHOCTH  OOy4yarolmMXCsl B  IPOBEAECHHBIE  MEPONPUATHS M KaK  pe3yJbTar
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chopMupoBaHHOCTH ycTaHOBIEHHBIX @I'OC 10 crenuanbHOCTH OOIUX KOMITETEHITUH.
Paznen «Metoauueckoe obecrieueHre nporpaMMbl BOCIIUTAHUS» COJICPHKHT:
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— wuH(popmammonHoe obecriedeHre (ydeOHble mocoOuMs ©  JAp.), y4eOHO-METOIUYECKUE
peKOMeH 1y, pabouue TeTpaau, CIIPAaBOYHHUKH, CIIOBapH, KHHO- H BUJCOPPArMEeHTHL;

— QJITOPUTMBI JIEATEIHHOCTH (MHCTPYKIIMOHHBIE KapThl, JEMOHCTPAIIMOHHBIC U Pa3/IaTOYHBIC
MaTepHAIIbI);

— KOHTPOJIbHO-U3MEPHTEIIbHBIC MaTepPHaJIbl (TECTOBBIC 3a/IaHUS, AaHKETHI U JIP).

5.4. CTpykTypa M 00beM NIporpaMmbl NOATOTOBKH CHEIHATHCTOB CPeHero 3BeHa
no cnenuaabnoctn  46.02.01 «/lokymeHTanuoHHOe oOecreyeHHe YNPABJCHUS W
apXuBOBe/ICHHE»

O0bem
HNupexc CtpykTypa 00pa3oBaTejibHOIi IPOrpaMMbl 0bpasoBateLHOI
NMporpamMMmsI B
aKaJeMHIYeCKHX Yacax

on O01eodpa3zoBaTejibHasi MOATOTOBKA 1476

COO Cpennee o0uiee oopazoBanue 1476
COO0.01 | ba3zoBble TUCUUIUINHEI 827
C00.02 | [IpoduiabHBIE TUCITUTUTAHBI 598
C00.03 | Ilpemmaraemere OO 51

nn IpodeccuonanbHasi HOATOTOBKA 2952
Ccryg ConuyanbHO-TYMaHUTapHBIN UK 629
OIIL] OomenpohecCHOHATBHBIN UK 669

mm [IpodeccronanbHBIN UK 1438
I'MA l'ocynapcTBeHHast UTOTOBAsT aTTECTAITUS 216

O0wmmii 00beM 00pa3oBaTEJBLHON MPOrPAMMBI 4428

[lepeyens u pesynbTaThl OOYYEHHUS KypCOB, MPEAMETOB, IUCIUIUIMH W MOIYJeH
MPEACTABJICHBI B IPUIIOKEHUSX:
— AHHOTAITMH AMCIHUILIAH 00111e00pa3oBarenbHoil moarotosku ([Ipunoxenue 2);
— JlucumrminHbl npodeccuoHaIbHOM 00pa3oBatenbHOM porpamMmsl (IIpunokenue 3).

Pazgen 6. YeaoBus peanuzauum o6pa3oBaTe/ibHOI NPOrpaMMbl
6.1. TpeGoBanusi K MaTepHAJIbHO — TEXHHYECKOMY OCHAIIEHUIO HNPOrpamMMbl

MOATOTOBKM CIIeMAJHMCTOB CpeHero 3BeHa

Komnemx  MHOroypoBHEBOro  Nnpo()ecCHOHAJILHOTO  O0Opa3oBaHMsl  pacrojaraer
MaTepHaIbHO-TEXHUUECKOM 0a30i, oOecneuuBarolieil NpOBEJEHHE BCEX IPeIlyCMOTPEHHBIX
y4eOHBIM IUIAHOM BHJIOB J1a0OpaTOPHBIX padOT, MPAKTUYECKUX 3aHATUH, AUCHMUILTUHAPHOM,
MEXIUCHUIUTMHAPHOM M MOJIYJIbHOM MOJITOTOBKH, Y4€OHOW MPAaKTUKH, KOHCYJIbTALUHA, B TOM
YHClie TPYNIOBBIX U MHIUBUAYAJIbHBIX, TEKYIEro KOHTPOJISI, MPOMEXYTOUHON aTTecTaluu, a
TaK)Ke MIOMEIIEHUS NI CAMOCTOSITEIIBHONU padoThI, JTA0OPATOPHH, OCHAIIIEHHBIE 000PYI0BAaHUEM,
TEXHUYECKUMHU CpEICTBAMU OOy4eHHS U MaTepuallaMH, YYHUTHIBAIOIIUMH TpeOOBaHUS
MEXyHapOJHBIX CTaHAAPTOB.

MarepuanbHO-TeXHHUECKass 0a3a COOTBETCTBYET JCHCTBYIOIIMM CAaHUTAPHBIM U
IIPOTUBONOXKAPHBIM HOPMaM.

PecypcHoe oOecreuenne o00pa3oBaTebHOM MpOrpaMMbl  (POpMHUPYETCsT Ha OCHOBE
tpeboBanuii, onpeaensemMbix @I'OC CITO mo crenuanbHOCTH U MPeIyCMaTpUBACT HATMYNE:
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KaOuHernI:

CONHAJIBHO-3KOHOMHUYCCKUX U YIIPABJICHUCCKUX JUCIUIIINH,

WHOCTPAHHOTO sI3bIKA B MPO(EeCCHOHATLHOM IeATEIHHOCTH;

PYCCKOTO s13bIKa B TPO(hEeCCHOHATLHOM JIeATEIBHOCTH,

IIpaBOBOI'O obecreyeHus HpO(l)eCCHOHaHBHOfI JACATCIIbBHOCTH,

JIOKYMEHTAIIMOHHOTO 00ECIICUCHHS yIIPABIICHUS;
ApXUBOBE/ICHHUS;
po(ecCHOHATLHOM ATUKU M OCHOB JIEJIOBOT'O OOIICHHS,

opraHu3alr CEKPETAPCKOIo O6C.]'Iy>KI/IBaHI/I${;

0€30I1aCHOCTH KU3HEICATEIEHOCTH,

METOINYECKHUI.

JlabopaTopuu:
KOMITBIOTEPHOH 00pabOTKH TOKYMEHTOB;

I/IH(l)OpMaI_II/IOHHBIX 1 KOMMYHUKAIIMOHHBIX TeXHOHOFHﬁ;

APXHUBHOI'O AcJIa,
OpraHu3annun pa6OTBI C JOKYMCHTAMU;
CUCTCM JJICKTPOHHOI'O I[OKYMCHTOO60pOTa;

yueOHasi KaHUEJSpus.

CnopTHBHBIH KOMILIEKC:
CnopTuBHBIN KOMILIEKC.

3ajbI:

OubIMoTeKa, YNTaIHHBIN 3aJ1 C BBIXOJOM B ceTh IHTEpHET;
AKTOBBI 3all.

6.1.1. OcHanlenue KaOUHETOB:

Kaouner «CO].[I/IaJIbHO'3KOHOMI/I‘-IeCKI/IX N YIIPaBJCHYCCKUX JUCHUILIUH, OCHAIIICHHBIM:

obopyoBaHueM: paboyue CTOJN U CTYJ IO KOJUYECTBY OOydaroImMxcs, padodee MecTo
npernoaaBaTels;

TEXHUUYECKUMHU CPEJICTBAMU O0yUEHUS: IEPCOHANBHBIN KOMITBIOTEP, PUHTEDP, MPOEKTOP,
WHTEPAaKTUBHAsI IPUCTABKa K JOCKE WM MHTEPaKTUBHAS JOCKA.

Ka0uner « MHOCTpaHHOTIO A3bIKA B PO ecCHOHANBHOM JesiTeIbHOCTH, OCHALLICHHBII:

O60py,Z[OBaHI/IeMI pa60q1/Ie CTOJI U CTYJ IO KOJIMYCCTBY o6yqarou11/1xc;[, pa6oqee MECTO
mpernoaaBaTeid;

TCXHUYICCKUMHU CPCACTBAMU O6y‘{eHI/IHI HepCOHaHBHBIﬁ KOMIIBIOTCP, IIPUHTEP, IIPOCKTOP,
HWHTCPAKTUBHAA MPUCTABKA K JOCKC UJIM UHTCPAKTUBHAA JOCKA.

KaoOuner «Pycckoro sizbika B npog)ecCHOHATBHOM AeATEIbHOCTH, OCHAIICHHBIN:

o0opyaoBaHHEM: pabOYue CTON U CTYJ MO KOJIUYECTBY OOydaroluxcs, paboyee MECTO
[IpEenoiaBaTelis;

TEXHUYECKUMHU CPEJICTBAMU OOyUEHUS: IEPCOHABHBIN KOMITBIOTEP, IPUHTED, TPOEKTOP,
VHTEPAKTUBHAS IIPUCTABKA K JJOCKE WJIM UHTEPAKTUBHAS 1OCKA.
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Kaouner «IlpaBoBoro odecneyeHusi npogeccHoHaNbHOI e TeJJbHOCTH», OCHAIIICHHBIN:

00opyI0BaHHEM: paboYUe CTOJI M CTYJI IO KOJWYECTBY 0OydaroUIMXcs, paboyee MecTo
MIPENOIABATEIS;

TEXHUYECKUMHU CPEJICTBAMU O0yUEHUS: IEPCOHAIBHBIN KOMITBIOTEP, IIPUHTED, TPOESKTOP,
WHTEpaKTUBHAs IPUCTABKA K JIOCKE UJIM UHTEPAKTUBHAS J10CKA.

Kaouner «/lokyMeHTAIMOHHOIO 00ecnieYeHHusl yIPaBJIeHUsD», OCHAIIICHHBIN:

o0opynoBaHueM: pabouue CTON U CTYN IO KOJIMYECTBY OOydarouIuxcs, pabouee MeCTo
npenoaaBaTesis, CUICTEMbI XpaHEHHUsI [1eNl B yueOHOM KaHLIEApUH;

TEXHUYECKUMHU CPEJICTBAMHU OOYYEHHs: MEPCOHAIBHBIA KOMIIBIOTEp, HMPUHTEP, CKaHED,
KOITMUPOBaIbHBIN anmnapar wiu MOV, mpoekTop, HHTEpaKTUBHAs MIPUCTABKa K JOCKE WIIN
MHTEPAaKTUBHAsI TOCKA.

KaOuner «ApxuBOBeJIeHUsD>, OCHAIIICHHBIN:

000pYyIOBaHUEM: CTOJIBI M CTYJIbS, MIKa(bl, CTEIUIAXKH, JOCKA, MHTEPAKTHBHAS IIPHCTABKA
K TOCKEe/MHTEpaKTUBHAA JOCKA, TPOEKTOP, KOHIUIIOHED;

TEXHUYECKUMHU CPEACTBAMH: IMEPCOHAIbHBIA KOMIIbIOTEp (IIPOrpaMMHOE OOecredeHue:
TEKCTOBBIM  pelgakTop, IpaBoBasg  0a3a  JaHHBIX, CHUCTEMa  3JIEKTPOHHOI'O
JIOKYMEHTOO0OpOTa, TMPOTPaMMHBIA MPOAYKT, peanu3ylIuid (QYHKIUH apXuBa
OpraHM3aIiy, JOKaJbHAs CEeTh, BBIXOJ B TNO0AJbHYIO CETh), MHOTO(YHKIIMOHAIHHOE
YCTPOMCTBO (TIPUHTEP, CKaHEP, KOIIUP).

Kaouner «IlpodeccnoHa/ibHOI 3THKH M OCHOB 1€J10BOI0 0011eHHsD, OCHAIIIEHHBIN:

obopynoBaHueM: paboyue CTOJ U CTYJ IO KOJUYECTBY OOydaroImMXcs, padodee MecTo
npernoaaBaTeds;

TEXHUUYECKUMHU CPEJICTBAMU O0yUEHUs: IEPCOHANBHBIN KOMITBIOTEP, MPUHTEP, IPOEKTOP,
MHTEPAaKTUBHAsI IPUCTABKa K JOCKE WM MHTEPaKTUBHAS JOCKA.

Ka0uner «Opranusanum ceKpeTapcKoro 00c/1y>KuBaHHUsD», OCHAILICHHBIN:

obopynoBaHueM: paboyre CTOJ U CTYJI MO KOJUYECTBY OOydarommxcs, padodyee MecTo
npernojaBaTess, CHCTEMbI XpaHEHHUsI JIe)l B yueOHOM KaHIIeNspUH;

TEXHUYECKUMHU CPEJICTBAMH OOYYEHMS: MEPCOHAIbHBIM KOMIIBIOTEpP, NMPHHTEP, CKaHEp,
KOIMUPOBaIBbHBIN annapar wim M@V, mpoekTop, HHTepaKTUBHAs MPUCTAaBKa K JOCKE WU
WHTEPAaKTUBHAS TOCKA.

Kaouner «be30nacHOCTH KH3HEAEATEILHOCTH), OCHAIIIEHHEIN:

o0opyoBaHueM: pabouue CTOJ U CTYJ MO KOJMYECTBY oOyyaromuxcs, pabodyee MecTo
npenogasarens, npotrusoraz ITI-7, pecnuparop P-2, 3ammrsbii koctiom JI-1,
0O1IeBOMCKOBOM 3alUTHBIA KOCTIOM, OOIIIEBOMCKOBOM NMPUOOP XMMHUYECKOM pa3BEIKH,
KOMIIac-a3UMYT, UHAUKATOP PaJUOAaKTUBHOCTH, UHIWBUYaJbHBIM MEPEBA30YHBIN MaKET
HUIIII-1, %ryT KpoBOOCTaHABJIMBAIOIINMN, anTeuka MHANBUAYyanbHas 1. AW-2, koMmmiekT
IIPOTUBOOKOTOBBIA, WHAMBHIYyaJbHBbIM mnpoTtuBoxumuueckuid naker MIIII-11, cymka
caHUTapHas JUlsl OKa3aHus NepBoi nomoiu noapasaeneHusam cui 'O (nmpukas Ne 611 ot
08.02.2013), HOCWIIKM IUIalIeBbIe, TPEHAKEP-MAHEKEH B3pPOCIOr0 MOCTPANABILIETO
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«Anekcanap-2-0.1» (romoBa, TOpc) s OTPaOOTKH TPUEMOB CEpIACYHO-IETOYHOMN
peaHuManuu (CO CBETO3BYKOBBIM HMHIMKATOPOM), CTEHJI-yTOJIOK MapkepHblil «TexHuka
0e30macHOCTH. Y CTpOMCTBO, cOOpka U pa3dopka aBTomara AK-74. HopMaTtuBbl», CTEHT
«IIpnubopel paaMallMOHHOW U XMMHUYECKOW pa3BeIKW», MakeT aBromara KaamHukosa
(cOopHO-pa30OpHBIA), y4eOHO-TPCHHUPOBOUHBIM KOMIUIEKC OTHEBOW  MOATOTOBKH
Crpenen-1/AK (maccorabaputhbii makeT AK), crenn «OpraHusanvoHHas CTPYKTypa
Boopyxénnbix cun Poccuiickoit @enepauun», creHn «CpeactBa WHAMBUIYAIbHOW U
TpyNIOBOM 3alIUTh), CTeH]l «CpeacTBa 3allUThl OPraHOB JbIXaHUS (MHIUBUAYaIbHbIC
CPEICTBA 3allUThI)», CTEHJ «YCTaBbl. 3aKOH BOCHHOH CiyxObl. BoeHHass mpucsray,
MarHUTHO-MapKepHass Jocka «MakeTbl YOEXKHUIl M MPOCTEHIINX YKPBITUH» C
KOMIUTICKTOM (DOJIHIA ¥ TEMATHYECKUX MarHUTOB.

TEXHUYECKUMH CPEACTBAMHU OOYUEHHS: TIEPCOHATIBHBIN KOMITBIOTEP, IPUHTEP, TPOCKTOP,
WHTEpaKTUBHAs MPUCTaBKA K JIOCKE WJIM MHTEPAKTUBHAS JOCKa.

Kaouner «MeToandecknii», OCHAIIICHHEII:

obopynoBaHueMm: pabouee MECTO IO KOJMYECTBY METOJIUCTOB, CHUCTEMbI XPaHEHUS
y4e0HO-METOINYECKON JJOKYMEHTAIUH;

TEXHUYECKMMH  CPEICTBAMH:  IIEPCOHAIBHBIM  KOMIBIOTEp,  NPUHTEP,  CKaHep,
KOIMPOBAJIbHBIN ammapat wiu MOY.

6.1.2. OcHareHue TOMEIICHHH, 33/ICHCTBOBAHHBIX ITPU OPTaHU3AIUNA CAaMOCTOSTSIILHOM

1 BOCIUTATEIbLHOMN pa6OTBI.

Kaouner «bubJmnorexa, YuTAJIBHBIN 32J1 ¢ BIX0J0M B HHTEPHET)»

obopynoBaHueM: pabouee MecTo OuOMUMOTEeKaps, CTEUIaXu OWONIMOTEUHbIE IS
XpaHEeHHUs, CTeNIaKu OMOIMOTeUHbIe IEMOHCTPAIIMOHHBIE, PA00OYHEe CTOJIBI M CTYJbs AT
oOy4aromuxcsi.

TEXHUYECKUMH  CpPEJCTBAMHU:  IEpPCOHAIBbHBIM  KommbloTep  (pabouee  MecTo
O6ubnuoTekaps), MepCOHANbHbIE KOMIBIOTEPHl ISl OOYYarOIIMXCs, MPUHTEp, CKaHEep,
IIPOEKTOp, MHTEPAaKTUBHAs IPUCTaBKa K JOCKE WM HHTEPAKTHUBHAas  JIOCKa,
KOIUpOBabHBIN amnmapaT wim MOV, noctyn k cetu Internet, 10oCTyIl K 3JIEKTPOHHBIM
OMOTMOTEYHBIM CUCTEMAM.

AKTOBBIH 32J1

6.1.3 OcHamenue abopatopuit

JladopaTopusi «kKoMmnbroTepHoii 00padOoTKM JOKYMEHTOB), OCHAIIICHHAS:

000pyIOBaHUEM: TOCAJOYHBIMU pabOuYMMH MecTaMU (B KOMIUIEKTE: KOMITBIOTEPHBIN
CTOJ U MOABbEMHO-TIOBOPOTHOE KPECIO) MO KOJUYECTBY CTYIEHTOB, pabOUYMM MECTOM
IpernoiaBaTess, IOCOOUAMU U MOAEIAMHU, yUeOHOM OCKOH, KOHAUIIMOHEPOM;
TEXHUYECKUMHU CpPEACTBAaMHU OOYYEHHUs: KOMIbIOTEpaMHu (IO KOJMYECTBY IOCATOYHBIX
mecT + 1 Ha paboudeM cTolie mpenoaBaresi), C BO3MOKHOCTBIO BBIX0JIa B JIOKAJIbHYIO U
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rI00aNbHYI0 CETH, MYJIbTUMEIUHHBIM TPOEKTOPOM, MHTEPAKTHBHOM TOCKOM/IKpaHOM,
CKaHEepOM, CETEeBbIM MPUHTEPOM/MDY | yHHUUYTOXRHUTEIEM OyMmaru.

JlaGoparopusi « MHGoOpMANMOHHBIX U KOMMYHMKAIIMOHHBIX TEXHOJIOIMI1», OCHAIIICHHAS:

obopynoBanueM: 15 pabouux mecT + pabodyee MECTO MPENOJaBaTENs, OCHAIIEHHBIX
KOMITBIOTEPHBIMH CTOJIAMH M TI0JIbeMHO-TTIOBOPOTHBIMH KPECIaAMHU;

TEXHUYECKUMHU CpPEACTBAMU OOYUYEHUS: MEePCOHANbHBIA KOMIIBIOTED Ha Kaxaoe pabouee
MECTO:

C  YCTAaHOBJIGHHBIM  MPOTpaMMHBIM  OOECHe4YeHHEeM:  OIepalroHHas  CHCTEMa,
AHTUBHPYCHAsl IIporpamMma, TeKCTOBBIM, TaOnuuHbld pemakTop, CYBJI, mporpamma ajis
co3manus mnpe3eHTanuii, [lepconanbublii MHGOPMAIMOHHBIN MeHeIXKep ¢ (YHKIUIMU
nouyroBoro kiveHra u (Groupware, apxXuBaTOpbl, MPOrpaMMbl CKAHUPOBAHMS,
KOHBEPTHUPOBaHUS (HAIIIOB,

C JIOCTYIIOM B IJIOOAJIbHYIO CE€Th MHTEPHET, B JIOKAJIbHYIO CEThb y4e€OHOrO 3aBEICHMS, B
CIIPaBOYHO-TIPABOBYIO CUCTEMY U 3JIEKTPOHHO-OUOIMOTEUYHYIO CUCTEMY;
MYJIbTUMEANIHOE 000pYyI0BaHKE: IPOEKTOP, MHTEPAKTUBHAS JOCKA;

IIPUHTEP, CKAHEP, KOIUPOBAJIbHBIM anmapar uiu MOVY.

JlaGopaTopusi KAPXHBHOI0 /ieJIa», OCHAILICHHAs! 000PYI0BaHHEM:

CTOJIBI W CTyJbs, MmIKadbl, CTEJUIAXH, JOCKA, WHTEPAKTHBHAS MPUCTABKAa K
JIOCKE/MHTEPAKTUBHAS JJOCKA, MPOEKTOP, KOHJAUIIMOHED;

TEXHUYECKUMHU CPEACTBAMH: IMEPCOHATBHBIA KOMITbIOTEp (IIPOrpaMMHOE OOecredeHue:
TEKCTOBBIM  peJakTop, TMpaBoBasg  0a3a  JaHHBIX, CHCTEMa  JIIEKTPOHHOTO
JIOKYyMEHTOO0OpOTa, TMPOTPaAaMMHBIA  MPOAYKT, peanu3yrImuid (QYHKIMH apXuBa
OpraHu3aIiy, JIOKAJbHAs CETh, BBIXOJ B TJ00AIbHYIO CE€Th), MHOTO(PYHKIIMOHAIHHOE
YCTPOMCTBO (NpPUHTEpP, CKaHEp, KOMHP), YHUYTOXKUTEIb JOKYMEHTOB (ILIpenep),
WHCTPYMEHTBHl M MaTepHaNIbl JIJISi MPOIIMBKA JOKYMEHTOB (MEXaHMYECKHUE U PYUHBIC):
MPOIIMBHOE YCTPOMCTBO, JBIPOKOJIBI HA JIBA W YETHIpE MPOKOJA, IIWJI0, WIJIA, KApTOH
«apxuBHBIN cTangapT™ 230x320 MM ¢ OUTOBKOH (IO JTMHUU cTUOA), HUTH JUIS TOIIUBKU
JIOKyMEHTOB JlaBcaHo-mranenbHsle JIII-210, medars u mTammbel Ui 3aBEpEHHs
apXMUBHBIX CIIPABOK, KOMUW M BBIMUCOK (OTMETKA O 3aBEPEHHHM KOMHUHU JOKYMEHTOB,
mramn «Konusi»)

JladopaTopusi «Opranu3anuu padoTsl ¢ JOKYMEHTaMW», OCHAIIIEHHAs 000PYI0BAaHHEM:

NEPCOHAIBbHBI  KOMIBIOTEP, IOABEMHO-TIOBOPOTHOE  KpEecio IO  KOJUYECTBY
oOy4aromuxcsi, MpUHTEP, CKaHEp, KOMUPOBAIbHBIN amnmnapar, (akCUMUIIbHBIA ammapar,
muHu ATC, mHOrodyHkuuoHaibHOoe ycTpoiictBo M®VY (mpunTep, ckaHep, KOIHp,
CpelcTBa CBS3M), OyMaroyHHUTOXHUTENb U OyMarope3aTelbHOE yCTPONCTBO, TAMUHATOD,
Opourtoparop, KOHBEPTOBCKpBIBATENb, KaHIENAPCKHE TeyaTH (OTTHCK II€4aTH) |
mramnsl 1 00paboTKH JOKYMEHTOB (OTMETKa O MOCTYIJIGHWH, OTMETKa O KOHTpOJe),
Manasi ~ KaHIemspus 1O  KOJMYECTBY  OOydYalomIMXCsi B COOTBETCTBUH  C
UHQPACTPYKTYPHBIM JTHCTOM.

IlepcoHanbHbIE KOMITBIOTEPHI:
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C JIOCTYTIOM K JIOKaJIbHOH CeTH y4eOHOro 3aBeJeHUs, II100aJIbHON CETH MHTEpPHET, Clipa-
BOYHO-IIPAaBOBON CHCTEME, FIEKTPOHHBIM OMOINOTEYHBIM CUCTEMAM;

pOTrpaMMHOE OOecTeYeHre: TEKCTOBBIN, TaOMMYHBIN penakTop, mporpaMMa CO3IaHus
npesentaimii, CYBJl, mepcoHanbHbIi WHPOPMALMOHHBIM MeEHEemKep C (QYyHKIUIAMH
o4yToBOro kiaveHrta u (Groupware, CUCTeMa 3JIEKTPOHHOIO JIOKYMEHTOO0O0pOTa,
apXuBaTop, IIPOrpaMMbl CKAaHUPOBAaHUS U KOHBEPTHUPOBAHUSA JOKYMEHTOB, IPOTrPaMMBbl
JUIsl IOATOTOBKH TOKYMEHTOB K II€peladye B apXUB.

JlaGopaTopus «CucTeM 3JIEKTPOHHOTO TOKYMEHT0000POTAa), OCHAIIICHHAs 000y I0BaHHEM:

NIEPCOHAIBHBI  KOMIIBIOTEP, IMOABEMHO-IIOBOPOTHOE  KPECIO IO  KOJUYECTBY
oOyJaromuxcs, MpUHTEpP, CKaHep, KOMUPOBAJIBHBIN ammapar, (pakCUMHUIBHBIN ammapar,
mMuHu ATC, mHOrodyHkuuoHanbHOe ycTpoiictBo M®Y (mpuHTep, CKaHep, KOIup,
CpEJICTBA CBS3H),

OyMaroyHU4TOXXKUTENIb W OyMaropesarelbHOE YCTPOMCTBO, JIaMUHATOp, OpoIlroparop,

KOHBEPTOBCKpBIBAaTENb, KaHIEIAPCKUE TMe4yaTH (OTTUCK T[e4yaTH) W IITaMIbl IS

00pabOTKM JOKYMEHTOB (OTMETKAa O TOCTYIUICHUH, OTMETKAa O KOHTPOJIE), Majas

KaHIEISPUs 0 KOJHMYECTBY OOYYArOIIMXCS B COOTBETCTBUU C HH(PPACTPYKTYPHBIM

JIMCTOM.

IlepcoHaIbHBIE KOMIIBIOTEPBL:

® C JIOCTYIIOM K JIOKAaJbHOH CeTH y4eOHOTO 3aBeleHHs, II00aJbHON CETH HMHTEPHET,
CIIPaBOYHO-IIPABOBOM CHCTEME, 3JIEKTPOHHBIM OMOIMOTEUHBIM CHCTEMAM;

e [porpaMMHOE OOeclieyeHue: TEeKCTOBBIN, TAOIUYHBIA peJaKTop, IporpaMMa Co3JaHus
npesentaimii, CYBJl, nepcoHanbHblii MHPOPMALMOHHBIM MeHekep ¢ (QYyHKIUSAMU
nmoutoBoro kiumeHta u Groupware, cHUCTeMa OJJIEKTPOHHOTO JOKYMEHTOOOOpOTa,
apXuBaTOp, IPOrpaMMbl CKAHUPOBAHUS U KOHBEPTUPOBAHUSI IOKYMEHTOB, IPOIPaMMBI
JUISI IOATOTOBKH JIOKYMEHTOB K II€pe/ladye B apXUB.

JlaGopaTopus «YueOHasi KaHUeASAPHUS», OCHAILIEHHAs: 000PYI0BaHUEM:

NEPCOHAIBHBI  KOMIIBIOTEP, IMOABEMHO-IIOBOPOTHOE  KPECIO IO  KOJUYECTBY

oOy4aromuxcsi, MPUHTEP, CKaHEp, KOMUPOBAIbHBIN amnmnapar, (akCUMUIbHBIA ammapar,

muHu ATC, mHOrodyHkuuoHaibHOe ycTpoiictBo M®VY (mpuHTep, ckaHep, KOIHp,

CpEICTBA CBsI3U), OyMaroyHU4YTOXKHUTENIb U OyMaropesareiabHOe YCTPOHCTBO, JTAMUHATOP,

Opourtoparop, KOHBEPTOBCKpBIBATENb, KaHIENAPCKHE TeyaTH (OTTHCK Ie4aTH) |

mTamnsl 1 00paboTKH JOKYMEHTOB (OTMETKa O MOCTYIJIGHWH, OTMETKa O KOHTpOJe),

Manas ~ KaHIemsApus 1O  KOJMYECTBY  OOydYaloUIMXCsi B COOTBETCTBUH  C

UHPPACTPYKTYPHBIM JTHUCTOM.

ITepcoHabHBIE KOMIIBIOTEPHI:

® C JIOCTYNIOM K JIOKaJbHOH ceTH y4eOHOro 3aBeJieHHs, INI0OaNTbHOM CETH WHTEpHET,
CIPaBOYHO-TIPABOBOM CHCTEME, JIEKTPOHHBIM OUOIMOTEYHBIM CUCTEMAM;

e [IporpaMMHOE OOecredeHre: TeKCTOBbIHM, TaOJINYHbIM peAaKkTop, MporpaMma co3IaHusl
npesentaimii, CYBJl, mepcoHanbHblii MHPOPMALMOHHBIH MEHEKep ¢ (QYHKIHSIMU
OYTOBOro kimeHra u Groupware, cucreMa 3JEKTPOHHOTO IOKYMEHTO00O0poTa,
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apXuBaTOp, MPOrpaMMbl CKAHUPOBAHUS M KOHBEPTHPOBAHUS TIOKYMEHTOB, IIPOTPaMMBbl
JUTSl IOATOTOBKHU JJOKYMEHTOB K TI€pe/iaue B apXuB.

6.1.4. CiopTHMBHBIII KOMILJIEKC, OCHAIIICHHBIH:
— o00opyIOBaHMEM: THMHACTHYECKHE KOBPUKH, MSI4YH, CKakKajdkd, (QUTHEC-PE3UHKH,
0o1u0aphbl, TAaHTEIIN, TSKEIbIC MIYU, MSYU JIJI OOJIBILIOTO TEHHUCA;
— TEXHUYECKHMH CPEJICTBAMH OOYUYCHHUS: MY3BIKAJIbHBIA IEHTP, CEKYHIAOMEp, HU(poBas
BUIcOKamepa, LupoBoii hoToanmapar, KOMIIBIOTED.
JlomyckaeTcst 3aMeHa 000pyI0BaHUS €r0 BUPTyaIbHBIMHA aHAJIOTaMH.

6.1.5 TpeGoBaHus K OCHALIEHUIO 023 MPAKTHK
Peanmzanust o0pa3oBaTenbHONW MPOTPaMMBI TPEATIONAraeT 00sM3aTeNbHYI0 YYEOHYI0 U

MPOM3BOJICTBEHHYIO TIPAKTHKY.

VYyebnas npaktuka Oyaet peanusoBbiBathes B MmacTtepckux 110 AHO "Komnemx "Kamnpsi
Ui 1U(GPOBOM SKOHOMUKHU" U MOTpeOyeT HaIM4us 000pylOBaHUS, UHCTPYMEHTOB, PACXOIHBIX
MaTepHaoB, 00ECIIEUMBAIOIINX BBIIIOJHEHUE BCEX BUAOB PadOT, ONpPENEICHHBIX COJEpKaHUEM
nporpaMm npogecCHOHaAIbHBIX MOJYyJIEH, OTBEUYAIOIIEro NOTPEOHOCTSIM OTPaciii U TPEOOBaHUSIM
paboToaaTenex.

[Ipou3BoacTBEHHAss TpPAaKTUKa peaM3yeTcs B OpraHu3alusx Jo0oro mpoduis,
o0ecreynBaIIUX  JeATeNbHOCT,  oOydarommxcst B HpodeccnoHanbHol — obmactu 07
AJMUHUCTpPAaTUBHO-yIIpaBlieHYeCKasi U 0(UCHAs 1EATEIbHOCTb.

OOopynoBaHne TPEANPUATHA W TEXHOJOTHYECKOE OCHAIIEHHWE pabodmx MecT
IPOM3BOJICTBEHHOH NMPAKTHUKU COOTBETCTBYET COAEPIKaHUIO MPOPECCUOHATBHOM AEATEIbHOCTH U
JlaeT BO3MOXKHOCTb OOYYaroleMycsi OBJIJIeTh MPO(ECCHOHANBHBIMU KOMIIETEHIIMSIMU 110 BCEM
BUJAM JIEATEJIIbHOCTH, IMPEIyCMOTPEHHBIMH HPOTPaMMOM, C HCIHOJb30BAHHEM COBPEMEHHBIX
TEXHOJIOTUH, MarepuanoB U obopynoBaHusa. OOOpymOBaHHE MOXET OBITh 3aMEHEHO €ro
BUPTyaJIbHBIMHU aHAJIOTaMHU.

6.2. TpeboBanus K yuedOHO-MeTOANYECKOMY OOecrieYeHHI0 00pPa30BaTeIbHOI
NpOrpamMmblI

6.2.1. bubmuoreuHbIi (HOH]T KOJUTEPKAa YKOMIUIEKTOBAH MEYaTHBIMU M3IaHUSMH U (VIJTH)
AIIEKTPOHHBIMU HW3JIAHUSMHU MO KaXJ0H AMCHUIUIMHE (MOAYII0) M3 pacuera He MmeHee 0,25
IK3EMIUTSIpa KaXI0TO U3 W3JaHHUH, YKa3aHHBIX B Pa0OYMX MpOrpaMMax JUCIUTUTHH (MOIYJIeH) B
KayecTBE OCHOBHOM JHMTEpaTyphl, Ha OJHOTO OOYYaroIerocsi U3 4ucia JIHI, OJHOBPEMEHHO
OCBaMBAIOIINX COOTBETCTBYIOILIYIO JUCIUIUIMHY (MOIYIb).

B cimyuae Hamuuus  JIEKTpOHHONW  MH(OPMAIMOHHO-00Pa30BaTENbLHOW  Cpebl
JIONTyCKaeTcsl  3aMeHa IeyaTHoro OuOmuoreyHoro (oHIAa MOPEAOCTaBICHHEM  IpaBa
OJIHOBPEMEHHOTO JIOCTyIa HE MEeHee 25 MPOLEHTOB, 00yJaroumxcs K Hu(poBoil (3JEKTPOHHO)
o6ubnmnoTexe.

OO6yuaromumcst obecriedeH J0CTyn (YOAJICHHBIM JOCTYI), B TOM 4YHCJIE B ClIydae
IPUMEHEHHs 3JIEKTPOHHOTO OOydYeHUs, AMCTAHIMOHHBIX OOpa30BaTENbHBIX TEXHOJOTUH, K
COBPEMEHHBIM TNpO(EecCHOHANBHBIM 0a3aM JaHHBIX ¥ HWH(GOPMALMOHHBIM CIIPAaBOYHBIM
cHCcTeMaM, COCTaB KOTOPBIX OMpeAessieTcss B pabo4YrX MporpaMMax JUCHUIUIMH (MOIYJeH) U MpH
HE00X0IMMOCTH OOHOBJISIETCSI.

OOpazoBarenbHasi mporpaMma 00ecreunBaeTCsl Y4eOHO-METOANYECKON TOKyMEHTAIeH
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M0 BCEM y4eOHBIM JUCIHUILINHAM (MOIYJIISIM).
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6.2.2. O0yuaromuecss HHBAJIU/BI W JIUIA C OTPAHUYCHHBIMA BO3MOYKHOCTSIMU 37I0POBbSI
oOecrieYeHbl MeYaTHBIMU W (WJIM) 3JIEKTPOHHBIMHM YYCOHBIMH H3JaHUSIMH, aJalTHPOBAHHBIMU
IIPH HEOOXOIMMOCTH ISl OOYUYCHHSI YKa3aHHBIX 00yJarOIIUXCS.

6.2.3. Ilepeyenp  HE0OXOAUMOTO CBOOOJTHO

KOMIIJICKTA JIMICH3MOHHOI'O n

pacmpoCcTpaHseMOro MPOrPaMMHOT0 00ECIICYCHHUS, B TOM YHCIIE OTEYECTBEHHOTO MTPOU3BOICTRA.

Ne HaumeHnoBaHme TMIIeH3MOHHOTO U CBOOOIHO Kon n HanmeHoBaHue Konnuect
n/m PacnpocTpaHseMoro NporpaMMHOro Y4eOHO TMCIUTIIHHBI BO
o0ecne4eHns, B TOM YHCJI¢ 0TEYECTBCHHOI0 (MoxyJist)
MPOU3BOJICTBA
IIporpamMmmHoe oGecnieyeHne 001ero HA3HAYEHUS B
1. Omeparonnple  cucteMbl it obecreuenus | 1IM.O1 - [IM.03, COOTBETCTB
(YHKIMOHUPOBaHUS MPOrpaMMHBIX cpenacts obmero | OIMLL.01 - OITL.09, 1207 c
u mnpodeccuonaabHoro obo3HaueHus Ha pabouux | CI'L.01 - CT'LL.03, KOJIN4ECTB
MecTax IpernojaBaTesieli 1 00yJaronuxcs CT'LI.05 - CT'LL.08, oM
2. [laker cranmapTHeIX oducHbIX mnpmiokennd st | [IM.01 - TIM.03, aBTOMAaTH3
paboThl ¢ JOKyMeHTamH, TaOmuiamu, ©Oazamu | OITLI.01 - OIILL.09, MPOBAHHBIX
JAHHBIX U T.II. CI'Ll.01 - CI'11.03, pabounx
CT'L1.05 - CT'L1.08, MECT B
3. [Iporpammer mpocMoTpa TeKCTOBbIX u rpaduueckux | [IM.01 - TIM.03, KabuHere
JIOKyMEHTOB OIILL.01 - OITLL.09, HITH
CI'L1.01 - CT11.03, naboparop
CI'LL.05 - CT'L1.08, uu
4. [IporpammeI-apxuBaTOpsI [IM.01 - TIM.03,
OIIL1.01 - OIILL.09,
CIa.o1 - Cr.os,
CI'1.05 - CT'11.08,
5. WuTepHeT-Opay3eps! (He MEHEe JIBYX) [IM.01 - TIM.03,
OIIL1.01 - OIILL.09,
CIa.o1 - Cr.os,
CI'.05 - CT'1.08,
6. AHTHBUPYCHBIE POTPAMMEI (HE MEHEE JBYX) [IM.01 - TIM.03,
OIIL1.01 - OIILL.09,
CIa.o1 - Cr.os,
CI'1.05 - CT'IL.08,

6.3. Tpe6oBaHUs K NPAKTHYECKOI MOATO0TOBKe 00y4al0UXCs

6.3.1. IlpakTuueckass TMOATOTOBKA IpPH pealM3allud 00pa3oBaTENbHBIX MPOrpaMM
cpeaHero mnpodeccHoHaIbHOrO 00pa3oBaHMs HAINpaBlICHA Ha COBEPIIEHCTBOBAHUE MOJIENU
NPaKTUKO-OPUEHTHUPOBAHHOTO OOYYEeHMs, YCHJIEHHE poJii paboToiareneid NMpH MOJITOTOBKE
KBAJTM(UIIMPOBAHHBIX PA00YHX, CITY)KAIIHX, CIICIAATMCTOB CPEAHETO 3B€HA IYTEM PACHIHPEHHS
KOMITOHEHTOB (4YacTell) o0pa3oBaTeIbHBIX IMPOTpaMM, IPEIyCMaTPUBAIONINX MOJEINPOBAHHE
YCIIOBHi, HEMOCPEICTBEHHO CBS3aHHBIX C Oynymeil mpodecCHOHAIbHOW AeATeTbHOCTHIO, a
TaKXKe O0eCredeHus] YCIOBUH sl TOJMy4deHHs OOyYarONIMMHUCS TPAKTUYECKUX HABBIKOB U
KOMIIETEHIINH, COOTBETCTBYIOIIMX TpPeOOBaHUAM, TPEABABISIEMbIM pPabOTONATENAMH K
KBAJTM(HUKAIMUAM CIEIUAINCTOB, PA0OYHX.

6.3.2. O6pa3oBarenbHas AATEIBHOCTD B (POpME MPAKTHUECKOM MOATOTOBKH:

—  peamm3yercs MpU TPOBEICHHM IPAKTUUECKHMX U J1a0OPAaTOPHBIX 3aHATHH,
BBINIOJIHEHUH KYpPCOBOTO NPOCKTHPOBAHHUS, BCEX BHUIOB MPAKTUKM M HMHBIX BHJIOB Yy4eOHOM
NeATENIbHOCTH;
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—  IpeayCcMaTpUBAaeT  JIEMOHCTpPALMIO  IPAKTHMYECKUX  HABBIKOB,  BBINOJIHEHHE,
MOJICJIMPOBAaHUE OOY4YaIOMMHCA ONPEAETICHHBIX BUAOB PA0OT Ui PELICHHs MPaKTHUYECKUX
3ajiay, CBSI3aHHBIX ¢ Oyayliel NpodecCHOHAIbHON NesTEIbHOCTBIO B YCIOBUAX, PUOIMKEHHBIX
K peajbHbIM IIPOU3BO/ICTBEHHBIM;

- MOXET BKJIIOYaTb B ce0s OTHENbHBbIC JIEKLIMH, CEMUHAapbl, MacTep-KJIacChl,
KOTOpbIE MPEeayCMaTPUBAIOT Iepenady oOydarommmcs y4ueOHoM uHpopManuu, HeoOXOAMMOM
JUId  TIOCJIEAYIOUIET0 BBIOJHEHMs paboT, CBSA3aHHBIX C Oyaymed mnpodeccuoHanbHOM
JeATEeNIbHOCTBIO.

6.3.3. OOpasoBarenbHas JACATCIBHOCT B (opMe MPAKTUYECKOW IMOJATOTOBKH
OpraHusyercs Ha BceX Kypcax O0OydeHus, OXBaThlBas IUCLMIUIMHBL, NPO(ecCHOHaNbHbIE
MOJYJHM, BCE BHUIbl MPAKTHKH, IPEAYCMOTPEHHBbIE Y4YeOHBIM IIJJaHOM 00pa30BaTENIbHOM
[IPOrpamMMBl.

6.3.4. IIpakTiueckasi MoJAroTOBKA OPTaHU3yeTCsl B YUEOHBIX, Y4€OHO-TTPON3BOICTBEHHBIX
1a0opaTopusax, MACTEPCKHUX, YYEOHBIX IIOJMIOHAX, y4eOHBIX 0a3ax MpPaKTUKH, a TaKXKe B
cHenuajlbHO 00OpYAOBaHHBIX MOMEIIEHUAX (pabouux MecTax) NpOoQUIbHBIX OpraHM3alUi Ha
OCHOBaHMU [IOTOBOpa O TMPAKTUYECKOH MOATrOTOBKE OOYYarOIIMXCS, 3aKII0YaeMOIo MEXIy
oOpa3oBaTeNbHOW  oOpraHuzanued W NpoUIbHOM  OpraHu3anueil, OCyLIECTBISIONIECH
JeSITeIbHOCTD 110 MPO(MUIII0 COOTBETCTBYIOIEH 00pa30BaTeIbHON MPOrPaMMBI.

6.3.5. Pe3ynbpTarhl OCBOCHHS O0Opa30BaTENbHOW MPOrpaMMbl (€€ OTIENBHBIX YacTeid)
OLICHUBAOTCS B PAMKax MIPOMEKYTOUYHOM U rOCYAapCTBEHHOM UTOTOBOM aTTECTAllUH.

6.4. Tpe6oBaHus K KaJApPOBbIM YCJIOBMSIM peajH3allid NPOrpaMMbl MOATOTOBKH
CIEelATUCTOB CPeIHero 3peHa

Peanuzanuss ocHOBHOW o00pa3oBaTenbHOM Mporpammbsl 1o cnenuagbHocTH 46.02.01
«/lokymeHTallmoHHOEe  oOOecrieuyeHHe YNpaBJIEHUS M apXUBOBEJIEHHE»  OCYLIECTBISETCS
npenoaaBaTesiMu yueOHOro 3aBEJICHUS, a TaKXKe JUIAMH, IPUBJIEKAEMbIMUA HAa UHBIX YCIOBHSIX,
B TOM YHCJI€ M3 4YHCIa PYKOBOJIWUTENEH W pPaOOTHUKOB OpraHU3AIMA COOTBETCTBYIOIICH
npodeccuoHanbHON chephl.

KBanuduxamus negarornyeckux paOOTHUKOB 00pa3oBaTENIbHON OpraHU3aluu JOJKHA
OTBEYaTh KBAJU(PHUKAIMOHHBIM TpeOOBaHMUSIM, yKa3aHHBIM B EjquHoM kBanudukanmoHHOM
CIPAaBOYHUKE JIOJDKHOCTEH PYKOBOIUTENEH, crielaaiucToB U ciayxamux (ganee - EKC), a takxe
npodeCCHOHATBLHOM CTaHAapTe (MpU HAJTUYUH).

[Tenarornyeckue pabOTHUKH, YYaCTBYIOIIME B peau3allii 00pa3oBaTeIbHON IPOrpaMMBl,
MOJYYaloT JOMOJHUTENbHOE MpOo(ecCHOoHaNbHOE O0pa3oBaHHE MO IMPOrpaMMaM IOBBIIICHUS
KBaM(UKAMM, B TOM 4YHclie B (opMe CTaXHUPOBKM B OpPraHMU3alMsIX, COOTBETCTBYIOIIEH
npodeccuoHaibHOW cdepsl HEe peke | pasa B 3 Toga ¢ y4eTOM paCIIMPEHHs CIIEKTpa
pohecCuOHATBHBIX KOMIIETEHIIUH.

Jlons menarornyeckux pabOTHUKOB (B TPUBEIEHHBIX K LEIOYUCIEHHBIM 3HAYCHUSIM
CTaBOK), 00€CIeUHNBAIOLINX OCBOCHHE 00YUJaIOIIMMHUCS TPOPECCHOHATIBHBIX MOAYJIEH, MMEIOIIIX
OTBIT JIEATETLHOCTH HE MEHee 3 JIET B OpraHM3alusAX, HANpaBJICHUE AEATEIbHOCTH KOTOPBIX
COOTBETCTBYeT oOmactu  mnpodeccuoHanbHoil  nestenbHocTH 07  AJMHMHHCTPAaTHBHO-
yhnpaBieH4YecKass M O(HCHas NeATEIbHOCTh, B OOLIEM 4YHCIE MeNarornyeckux pabOTHUKOB,
peanu3yomux o0pa3oBaTeNbHyI0 IPOrpaMMy, JOJKHA ObITh HE MEHee 25 POLIEHTOB.
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6.5. HopmaTuBHBIe 3aTpaThl OKa3aHUSI TOCYJAPCTBEHHBIX YCJIYI MO peaJn3aluu
OCHOBHOI1 00pa3oBaTeIbHOI POrpaMMbl

PacyeTrsl HOpPMATHBHBIX 3aTpaT OKa3aHUsA TOCYJApCTBEHHBIX YCIYr IO pean3alyy
00pa30BaTEeIbHOW MPOrpaMMbl OCYLIECTBISIETCA B COOTBETCTBUU ¢ METOOUKONW ompeseneHus
HOPMATUBHBIX 3aTpaT Ha OKa3aHUE TOCYAApPCTBEHHBIX YCIYT IO pealln3alui 00pa3oBaTEIbHBIX
IIpOrpaMM CpPeAHEero MnpogecCHOHAILHOr0 00pa3oBaHUs IO mpodeccusM (CIenUaIbHOCTAM) U
YKPYIHEHHBIM TpynmaM npodeccuii (cnennanbHocTei), yrBepskaeHHoil MunoOpuayku Poccun
27 nosiopst 2015 r. Ne AII-114/18BH.

HopmatuBHBIe 3aTpaThl Ha OKa3aHHWE TOCYAAPCTBEHHBIX YCIYT B cdepe o0pa3oBaHuUs 10
peanu3anuu 00pa3oBaTeIbHON MPOrpaMMbl BKIIIOYAIOT B ceOsl 3aTpaThl Ha OIUIaTy TpyJa
npernojiaBaTesaei 1 MacTepoB MPOU3BOACTBEHHOIO OOYyYEHHUS C y4eTOM O0eCHedeHUs ypOBHS
cpeaHel 3apa0OTHOM IaThl MEJArorudyeckKux pabOTHUKOB 3a BBHIMOJIHAEMYIO HMH Y4eOHYIO
(mpemomaBaTeNbCKy0) paboTy W Apyryro paboTy B COOTBETCTBHM ¢ YkasoM I[Ipesumenra
Poccuiickoit @enepanuu or 7 mas 2012 r. Ne 597 «O meponpusTHsX MO peanu3aluu
roCcy/apCTBEHHON COLIMAIbHOM MONIUTUKI.

Pazgen 7. ®opmupoBanue (oHIAA OLEHOYHBIX CPeICTB /IS IPOBedCHUs
rOCyapCTBeHHOH MTOrOBOM AaTTeCTAMM M OPraHM3alUsl OLEHOYHBIX NpPOLEAYyp IO
nporpamMmme

dopmoii TOCYyIapCTBEHHOW WTOrOBOM arrectauu mo crnenuansHoctd  46.02.01
«/loxyMeHTannoHHOE o0ecrieueHUe  yNpaBICHUS 151 apXUBOBEJICHUE» ABJISIETCS
JEMOHCTPALlMOHHBIA 3K3aMeH M JUIUIoMHas paborta. ['ocynapcTBeHHasi MUTOroBasi aTrTecTallus
3aBepuIaeTcs MPUCBOCHHEM KBaTM(UKAIMKM CIEHUANNCTA CPEJHEr0 3BEHA «CIEHUANINCT IO
JIOKYMEHTAllMOHHOMY OOECIIEUEeHHUIO YNpaBIECHUS U apXMBHOMY Jeny». llopsok mpoBeneHUs
rOCy/apCTBEHHOW MTOrOBOM arTecranuu periameHntupyercs Ilpukazom MuHnpocBenieHus
Poccum ot 08 Hos6pst 2021 r. Ne800 «OO ytBepkaenuu [lopsaka npoBeneHns rocy1apcTBEHHON
UTOTOBOM arrecTaiuu Mo 00pa3oBaTelIbHBIM MPOTrpaMMaM CpPEJHEro MNpo(ecCHOHANIBHOTO
oOpa3oBaHus» (3aperucTpupoBaH MuHnuctepctBoM toctuuuu Poccuiickoit ®enepauuu 07
nexabps 2021 r., peructpaunoHHbld Ne 66211). TpeOoBaHusi K coiepxaHuio, o0beMy H
CTPYKTyp€ JAMIIJIOMHOM paboOThl, U JEMOHCTPALIMOHHOMY 3K3aMEHY KOJUIEIK OIpeleisieT B
porpaMMe TOCYJapCTBEHHOM MTOrOBOM arrecTaliii U (OHAAX OLEHOYHBIX CpEICTB,
pa3zpaboTaHHbIX B cooTBeTCTBUH C TpeboBanusmMu OI'OC CIIO mo cnenuanbHOCTH.

3amaHus Uil IEMOHCTPAllMOHHOIO  d9K3aMeHa  pa3pabaThiBalOTCd HAa  OCHOBE
npo¢eCCHOHATIBHBIX CTAHAAPTOB U C YYETOM OLIEHOYHBIX MaTepuajoB, pazpaboraHHsix PI'BOY
IO  «MuCcTUTYT pa3BuTHS NPOGEeCcCHOHATHHOTO O0pa30BaHUs», TPH YCIOBUU HATWYHS
COOTBETCTBYIOIIUX MPOPECCHOHATBHBIX CTAHAAPTOB U MaTEPHAJIOB.

B xonme I'MA oueHuBaercsi CTeNeHb COOTBETCTBUS C(HOPMUPOBAHHBIX KOMIIETEHIIHMA
BbIMycKHUKOB TpeboBanusiM ®I'OC. 'MMA opranu3oBbIBaeTCSl Kak JEMOHCTPALIUS BBIITYCKHUKOM
BBITIOJTHEHUS OJJHOT'O MJIM HECKOJIBKMX OCHOBHBIX BUJIOB I€ATEIBHOCTHU IO CHEUAIIBHOCTH.
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