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BBEJIEHUE

denepanbHbIil rocyapCTBEHHBIN o0pa3zoBaTeIbHBIN CTaHIapT CcpeaHero
npodeccuonanpHoro  oOpazoBanus mo crnenmanbHOocTH  46.02.01  «JlokymMeHTanMOHHOE
oOecriedyeHne YNpPaBICHUS U apXUBOBEICHHE», YTBEPXKICHHBIM MpHKa3oM MuHHUCTEpPCTBA
npocBemieHuss PO ot 26 asrycra 2022 1. Ne 778, mpenmosiaraer oCBOCHHE OO0YYarOIIUMHCS
00pa30BaTeNbHOM NPOrpaMMbI B COOTBETCTBHH € KBAJIM(UKAIIMEH ClieuanucTa CpeJHero 38eHa
«CTIEHUAIHCT MO JOKYMEHTAIMOHHOMY OOECIICUEHHUIO YIPABICHUS U apPXUBHOMY JIEITY».

Llenbto u3yueHUs MPOPECCHOHANBHBIX TUCHUIUIMH M MOJIYJEH IO ClIenUualbHOCTU
46.02.01 «JlokyMEeHTalIMOHHOE OOECIeYCHUE YIPABJICHUS W AapXUBOBEICHUE» SBIISICTCS
pa3BUTHE Y CTYACHTOB JIMYHOCTHBIX KadecTB, a Takxke (QopMupoBaHue O0OIUX U
npodeccuoHaNbHbIX KOMIIETEHIIUH B cooTBeTcTBHUM ¢ TpeboBanusimu PI'OC CIIO mo
CHELHAIbHOCTH.

IIpu cocraBieHun pabouux MNporpaMM JUCHMIUIMH (MOAYJEH) YYUTHIBAIUCH
copMyIHpOBaHHBIC B CTaHIApTE 001IMe U MPO(ecCHOHAIBHBIE KOMIIETCHIINN, HAXOAAIIecs B
TECHON MEXIUCUUIIIIMHAPHON CBSI3U.

INPO®PECCHUOHAJIBHASA ITIOATI'OTOBKA (ITII)

OBLIASA XAPAKTEPUCTUKA PABOYUX TPOI'PAMM YUYUEBHBIX
JACHOUILIMH U TIPOPECCUOHAJBHBIX MOIYJIEN

Pabouune mporpaMMbl yuyeOHBIX AMCLUUILUIMH (MOZYJIEH) SIBISIFOTCS 4acTbiO MPOrpaMMBI
MOJATOTOBKU CHEHAIMCTOB cpeHero 3BeHa B cooTBeTcTBUM ¢ @I'OC no cnenuansaoctu CIIO
46.02.01 «JlokymMeHTalMOHHOE OOecreyeHne yIpaBJI€HUS M apXHUBOBEJCHHE), YTBEP)KIECHHBIM
npukazoM MunucrepcrBa npocseuieHust PO ot 26 asrycra 2022 r. Ne 778.

OcymecTBieHne  peanu3anuud  pabouyMx  MporpaMM  IPEIyCMOTPEHO  Ha
roCy/1apCTBEHHOM SI3bIKE.

OcBoeHne  JQUCHMIUIMH  (MOAyJiel)  CONPOBOXKIAETCA  TEKYIIMM  KOHTPOJEM
yCIIEBaEMOCTH U MIPOMEKYTOUHOM aTTecTaei 00yJaromumxcs.

JvcuuruinHel (MOJYJIM) BXOZSIIME B 00pa3oBaTelIbHYIO IMpOrpamMmy OOECTEeYEeHHBI
y4eOHO-METOAMYECKON IOKYMEHTAIIUEH.

B pabouux nporpammax ydeOHBIX AUCHMIUIMH (MOJIyJiel) 4eTKo chOopMyIHpOBaHbBI
KOHEYHble TpeOOoBaHMsSI K pe3yJbTaTaM MX OCBOEHHUS: KOMIIETEHIUSM, NpHodpeTaeMoMy
MIPaKTUYECKOMY OIIBITY, 3HAHUSIM U YMEHHSIM.

Paboune nporpammel mpodeccuoHaIbHBIX MOTYJICH BKIIOYAIOT TPOBEICHUE YUeOHOW 1
IIPOU3BOJICTBEHHOU MTPAKTHKHU.

ConepxaHue BceX OTaloB IMPAKTHKH OMNpeAessercs TPeOOBaHUSAMH K YMEHUSM U
MPAKTUYECKOMY ONBITY HpodeccuoHanbHoro moayist B coorserctBuu ¢ OI'OC CIIO mo
cneuuanbHocT 46.02.01 «lokymMeHTaliMOHHOE oOecrieueHue yNpaBJieHUsI U apXHUBOBEIACHUE,
YTBEPKICHHBIM MpHKazoM MunucrepcrBa npocsenieHuss PO ot 26 asrycra 2022 r. Ne 778 u
IporpamMmMoil npohecCHOHaIILHOTO MOJTYJIS.

ConepkaHve M pe3yabTaT NPAKTHUKH, MPOBOJUMOM B pPaMKax MPO(ecCHOHAIBLHOTO
MOJTyJISl COTJIACOBAH C OPTaHU3ALUSAMHE, TPEJOCTABIISIONIMIMHA MECTA IPAKTUK 00yUYaIOIIUMCSI.



VuyebHas npakTHKa MPOBOJUTCS Ha 0a3e KOJUIEIPKa, a MPOU3BOACTBEHHAs MPAKTUKA Ha
0a3e opraHu3alyii, HarpaBJIeHUE AEATEIBHOCTH KOTOPOH COOTBETCTBYET MPOGIIIIO MOATOTOBKU
00yJaromerocs.

@DOH/IBI OLIEHOYHBIX CPEJCTB NPOPECCHOHATBHBIX MOAYJIEH BKIIOUAIOT CPEICTBA OLIEHKU
MEPCOHATBHBIX JIOCTHKEHUH, OOYYaroIUXCs IONYyYEHHBIX IPH MPOXOXKACHUU NPAKTUKUA B
paMKax mpogecCHOHAIBHOIO MOIYJIs. ATTecTaluus IO UToraM y4eOHON IPaKTUKU MPOBOJIUTCS
Ha OCHOBAaHUM aTTECTAllMOHHOIO JIUCTA, aTTECTalUs 110 IPOU3BOACTBEHHOHN MPAKTHKE C Y4ETOM
(MM Ha OCHOBAHMHU) pE3YyJbTATOB, IOATBEPKAECHHBIX JIOKYMEHTAMU COOTBETCTBYIOLIUX
OpraHu3anyil (aTTeCTallMOHHBIN JHUCT 10 MPAKTUKE, OTYET O MPOXOXKACHUU MPAKTUKH, JHEBHUK
10 MIPAKTUKE, XapaKTEPUCTUKA C MECTA MIPOXOXKICHHSI TPAKTUKH).

[Ipu popmupoBanum GoOHAA OLEHOYHBIX CPEACTB MPOXOXKICHHS MPAKTHUKU HpPOIEIypa
OLIEHKM O00mMX © TPOPEeCcCCHOHATBHBIX KOMIICTCHIIMH ONpEAEseTCs COBMECTHO C
OpTaHU3aIMSIMH, TIPEAOCTABISIONIMMU MECTa MPAKTUK 00YYarOIIUMCS.

@opMBI  OTYETHOCTH W  OICHOYHBIH  Marepuaid  MPOXOXKICHUS  MPAKTHKH
pa3pabaTbIBacTCs U COIVIACOBBIBACTCSA C OpraHMU3aLUAMU, NPEAOCTABISIONIMMU MECTa MPAKTHK
00yYaroImuMmcs.

[Iporpamma y4eOHON AUCIUTIIMHBI UMEET CIACAYIONIYIO CTPYKTYPY:

TuTynbHBIN TUCT
JIuct cornacoBanus
Conepxanue
1. OGmas xapakTepucTuka pabouel mporpaMMbl y4eOHOM JUCHUIITHEI
1.1. MecTO AUCUUIUIUHBI B CTPYKTYpe OCHOBHOHU NpodeccHoHabHOM 00pa3oBaTeNbHON
IPOrpaMMBbl
1.2. llens ¥ TUTaHUpPYEMBIE PE3YIIbTAThl OCBOCHHS JUCIUITTHHBL:
2. CTpyKTypa u coepkaHue yueOHOM JUCIUIIIHBI
2.1. O6beM y4eOHOM TUCITUIUTUHBI U BUABI Y4eOHOI paboThl
2.2. TeMaTUYeCKHI TIJIaH U COJICPIKAHUE YICOHOM TUCIIMITITHBI
3. YcnoBus peanu3anyy mporpaMmbl Y4eOHOW TUCITUTITHHBL
3.1. TpeGoBaHusI K MUHIMAJIBHOMY MaTePUAITBHO-TEXHUIECKOMY 00€CIICUSHUIO
3.2. UadpopmanmoHHoe 00ecTieYeHnEe peain3aliui MporpaMmMbl
4. KoHTpoJib U OlLIeHKa pe3yIbTaTOB OCBOCHUS YUeOHON TUCIUTUINHBI
4.1. Kputepuu onieHKU 1 (hOPMBI OLIEHUBAHUS PE3YJIbTaTOB O0YUYEHHUSL.
4.2. TlepeyeHb BONIPOCOB, BEBIHOCUMBIX Ha IPOMEKYTOUHYIO aTTECTALUIO.

ITporpamma npodeccuoHanbHOro MOIYJIS UMEET CIEAYIOIIYIO CTPYKTYPY:
TuTyIBHBIN TUCT
JIuct coryiacoBaHust
Conepxxanue
1. OGmas xapakrepucTuka pabouei mporpaMmMbl IPOPECCUOHATHLHOIO MOTYJIS

1.1. llens 1 naHUpyeMble pe3yIbTaThl OCBOCHHUS MPO(PECCHOHATBHOTO MOYJIS
1.1.1.Tlepedyenp o0OMUX KOMIETCHIINH

1.1.2. Ilepeuens npodecCHOHANIBHBIX KOMIIETEHIIUH

1.1.3. B pe3ynbraTe 0cBOCHHS IPOPECCHOHATHLHOIO MOIYJISL CTYI€HT JOJKEH:

NPAaKTUYECKUN OIBIT, YMEHHUsI, 3HAHUS
1.2. Konn4ecTBO 4acoB, OTBOAMMOE Ha OCBOEHHE MPOPECCHOHATBHOTO MOAYJIS
2. CTpyKTypa u coaeprkanne mpo(ecCHOHaTLHOTO MOTYJIS



2.1. Ctpykrypa npoeccHoOHaTBbHOTO MOIYJIS
2.2. TemaTH4eCKHii TUTaH U COepKaHKe MPO(ecCHOHATEHOTO MOIYIIS
3. YcnoBus peamzanuy MporpamMmal pohecCHOHAIEHOTO MOYIIS
3.1. TpeboBaHust K MUHIMAIbHOMY MaTepUAIbHO-TEXHUIECKOMY 00€CIICUCHHUIO
3.2. UadopmanmonHoe o0ecrieyeHne peain3aluy mporpaMmmbl
4. KOHTpOIIb U OIIEHKA PE3YJIbTAaTOB OCBOCHUS MTPOPECCHOHATIBHOTO MOIYJIS
4.1. Kputepuu olieHKU 1 (hOpPMBI OIICHUBAHUSI PE3YJILTATOB O0yUCHHUSI.
4.2. IlepeyeHb BOIPOCOB, BHIHOCHMBIX Ha IPOMEKYTOUHYIO aTTECTAIHIO TI0
MEKAUCIUITMHAPHBIM KyPCaM U IPaKTHKAM.
4.3. IlepeyeHp BOMPOCOB, BHIHOCHMBIX Ha SK3aMEH KBAJTU(PHUKAIMOHHBIN

COLIUAJIBHO-TYMAHUTAPHBIN LIUKJI (CT'LY)

AHHOTANUA MTPOI'PAMMBI TN CHUTIJIMHBI
Cru.o1 uCtorusi POCCUH
Hucuummaa «UMcropust Poccunm» Bxogur B ConManbHO-TYMaHWUTapHBIM  LIMKI
npodeccrnoHaABHOM MOATOTOBKH.

B pesynbraTe n3yueHus yueOHOM JUCIUILIMHBI 00y4atOIUNCS JOKEH YMETh!
OPUEHTHUPOBATHCS B COBPEMEHHOM 3KOHOMHUUYECKOM, IIOJUTUYECKON U KyJIbTYpHOU cuTyauuu B Poccun
U MHPE;

— BbIBJIATH B3aUMOCBA3b OTCYCCTBCHHLIX, PCETMOHAJIBHBIX, MHUPOBBIX COHHAIIBHO-DKOHOMHYCCKHX,
MTOJIMTUYECKHUX ¥ KYJIbTYPHBIX TIPOOIIEM;
—  TPOTUBOJICHCTBOBATH MOIBITKAM (QATLCUPHUKAIINN UCTOPUIECKUX (DaKTOB.

B pesynbraTe n3ydeHus yaeOHONU TUCIUTITMHBI 00YYaIOMIUNACS TOJDKEH 3HATh:
ocHOBHbIe HampanieHust pazButus Poccum (CCCP) Bo BTOpoi mosoBuHe XX U HEepBOM
yetBepTH XXI BB.;
CYLIHOCTb U MPHUYUHBI JIOKAJIbHBIX, PETUOHAIBHBIX, MEKIOCYIaPCTBEHHBIX KOH(IIUKTOB BO
BTOpOoM mnonoBuHe XX — mnepBod dverBeptw XXI B., OLEHUBAaTH pOJIb CTPaHBl B HX
paspelleHuy;

— OCHOBHBIE IIPOLECCHI MOJTUTUYECKOTO ¥ IKOHOMHYECKOTO Pa3BUTHUS CTPAHBI U €€ PETHOHOB;
— OCHOBHBIE HAIIpaBJIECHUS OTEYECTBEHHOW BHEIIHEW ITOJIMTHKMA C BEAYLIMMU MHUPOBBIMH
nepxasamu, OOH, HATO, EC u npyrumu MexayHapOoJHbIMU OpraHU3aLUsIMU;
— O pOJIM HAyKH, KyJbTYphl U PEIUTHU B COXPAHEHUH M YKPEIUIEHUH OTEYECTBEHHBIX
HallMOHAJIBHBIX U TOCYAapCTBEHHBIX TPAINLINAN;
— CoJlepKaHUE M Ha3HAYCHUE BAXKHEHMIINX IPABOBBIX Y 3aKOHOJATEIIBHBIX AKTOB.
MaxkcuManbHasi ydeOHas Harpys3ka OOydYaromierocs MpH OCBOCHHWW JUCIUTUIMHBL 50
Yacos.
dopmMa MPOMEKYTOUHOM aTTECTAL[MU: 3a4eT ¢ OLIEHKOM

AHHOTANUA TPOI'PAMMBI INCHUITVIMHBI
CT'11.02 THOCTPAHHBIN SA3bIK B MIPO®ECCUOHAJBHOU JEATEJILHOCTH
HucuuruimHa «HOCTpaHHBIN A3BIK B MPO(EeCCHOHANBHON AEATEIbHOCTHY BXOIHUT B
ConmanbHO-TyMaHUTApHBIN UK TPOPECCHOHATBHOM MOATOTOBKH.
B pe3ynbraTe 0cBOCHMSI JUCHUIUIMHBI 00YUYarOIIUNACS TOJIKEH YMETh:



— TIOHMMaTh OOIIMKA CMBICT YE€TKO MPOU3HECEHHBIX BBICKA3bIBAHWN HAa HW3BECTHHIE TEMBI
(npodeccroHanbHbBIE U OBITOBBIC);

— TIOHMMAThTEKCThl HA  0a30BbIe MpOodeCcCHOHATbHbIC TEMBI,

— y4acTBOBAaTh B JUAJIOTaX Ha 3HAKOMBIE 001I1e U TPO(ECCHOHATBHBIE TEMBI,

— CTPOUTbH MPOCTHIE BHICKA3bIBAHUS O ce0€ U O CBOEH PO eCCHOHATBHOM IS TEIbHOCTH;

— KpaTKo 00OCHOBBIBAaTh U OOBACHUTH CBOM JEHCTBUS (TEKYIIHUE U INIAHUPYEMBIE);

— THCaTh MPOCTHIE CBSI3HBIE COOOIEHNUS Ha 3HAKOMBIE HUJIH UHTEpPECYIOIIne
npodeccuoHanbHbIE TEMBI,

— Bectu Oeceny (Bkirouas TeleOHHBIE TIEPErOBOPbI) HA HMHOCTPAHHOM  f3bIKE Ha
MOBCEIHEBHBIE U MPO(PECCUOHAIBHBIE TEMBI;

— BCTpeYarhb [OCETUTENEH;

—  OCYIIECTBJIATH TPEBEI-TIOAJIEPKKY JAETOBBIX MOE30K;

— BECTH MEPENUCKY HA HHOCTPAHHOM SI3bIKE.

B pe3ynbraTe ocBOGHUS TUCHUIUTHHBI 00yUYaIOMIMNACS TOJIKEH 3HATh:

— TpaBHWJIA IOCTPOSHUS MPOCTHIX U CIOKHBIX  IMPEIUIOKEHUH Ha MPO(eCCHOHAILHBIC TEMBI;

—  OCHOBHBIC 00IIEyNIOTPEOUTEIHHBIC III1aroJibl (ObITOBas U MpodeccnoHaATbHAS JICKCHUKA);

— JIEKCUYECKUH MHUHUMYM, OTHOCSIIMHCS K ONMHCAHUIO MPEIMETOB, CPEICTB M MPOIECCOB
npodeccroHanbHOI e TENbHOCTH;

— 0COOCHHOCTH ITPOU3HOIICHHSI CJIOB;

— TpaBWJIA YTCHHUS TEKCTOB MPOPECCHOHATFHON HAIIPABICHHOCTH;
—  (pasbr-kuie Uit BeAeHUs: 6ece/1bl U ePENICKH Ha HHOCTPAHHOM SI3bIKE;
— 0COOEHHOCTH NepeBo/ia JOKYMEHTOB C HHOCTPAHHOTO SI3bIKA;
— TIpaBWJIa OpraHU3alyu pHUeMa MOCeTUTeNeH;
— TOPSAJOK MOJrOTOBKH JIEIOBOH MOE3IKH.
MakcumanbHas ydeOHas Harpy3ka oOydyaroIlerocsi Mpud OCBOCHUM JUCLUIUIMHBL 165
4acoB.
dopma npoMeKyTOYHOH aTTeCTalluu: IK3aMeH

AHHOTANUA MTPOI'PAMMBI INCHUTIJIMHBI
CIr'a.03 E3OITACHOCTD KU3HEAEATEJABHOCTHU

Hucturmnuaa  «be3omacHOCTh,  JKM3HeOeATeabHOCTH»  BxoauT B ColuanbHO-
TYMaHUTapHBIN UK TPO(HEeCCHOHATEHON MOATOTOBKH.
B pesynprare OCBOEHHS AUCIUIUIMHBI OOYYAIOIIMICS TOJDKEH YMETh:
— OpraHHU30BBIBATH W MPOBOJUTH MEPOIPHUATHS IO 3alIUTE HACEICHHsS] OT HETaTHBHBIX
BO3JEHCTBUIN YPE3BBIUANHBIX CUTYALINI;
—  TIPEeIIPHHUMATH TPOGUIAKTHICCKHE MEPHI JJII CHUKCHHSI YPOBHS OITACHOCTEH Pa3IUIHOTO
BUJIA ¥ X TIOCJIEICTBUN B TPO(HECCUOHATTLHOM NEATEILHOCTH U OBITY;
— HCTOJB30BaTh CPEACTBA MHIMBUIYATHHONU U KOJUIEKTUBHOM 3aIIUTHI OT OPYXKHUS MAaCCOBOTO
MTOpaKECHUS;
— TPHUMEHATH NEPBUYHBIC CPEJICTBA ITOKAPOTYIIICHHSI,
— OpUCHTUPOBATHCS B TIEPEUYHE BOCHHO-YYETHBIX CIICIIUATBHOCTEH W CAaMOCTOSITEIHHO
OTIPECIIATH CPEIU HUX POACTBEHHBIE MTOTYYSCHHON CIEIMAILHOCTH,
— TPUMEHATh TPOoEeCCHOHANbHBIC 3HAHUS B XOJE HCIONHEHHUS OO0sS3aHHOCTEW BOCHHOMN
CITY’>KOBI Ha BOMHCKHUX JIOJDKHOCTSIX B COOTBETCTBHH C IMOJYUYCHHOMN CIEIUATbHOCTHIO;
— BIaAETh crocobamu OeCKOH(IMKTHOTO OOIIEHUS | CAMOPETYJSIIIUA B TOBCEIHEBHOMN
NESATETLHOCTH M SKCTPEMAJIbHBIX YCIOBHUSX BOCHHOU CITY>KOBI;
— OKa3bIBaTh MEPBYIO MOMOIIb TOCTPAIABIIIIM.



qyac.

B pesynprare 0CBOCHMS JUCHUIUIMHBI O0YUYAIOMIUNACS TOJIKEH 3HATh:

IPUHIUIBI 00ECIIeYeHHs YCTOMYMBOCTH 0OBEKTOB S3KOHOMMKH, IPOTrHO3UPOBAHMSI PA3BUTHUS
COOBITMM ¥ OLEHKH TIOCIEACTBUNA TMPH TEXHOTCHHBIX YPE3BBIYAHHBIX CHTYaIHAX
U CTUXUUHBIX SIBICHHUSAX, B TOM YHUCIIE B YCIOBUSAX NPOTUBOIECHCTBUS TEPPOPU3MY Kak
Cepbe3HOH yrpo3e HalMOHAILHOM Oe3omacHocTH Poccnu;
OCHOBHBIC BHJIbl TMOTCHLIMANBHBIX OMNACHOCTEH M UX TOCIEACTBHS B MPOQECCHOHATHHON
NEsITeIbHOCTH U OBITY, IPUHLUIIBI CHUYKEHUS BEPOSITHOCTH UX PeaTU3aliH;
OCHOBBI BOGHHOH CITy>KObI U 000POHBI FOCYAAapPCTBA;
3aJ]auu U OCHOBHbIE MEPOIPUATHS IPaXkIaHCKOW OOOPOHBI,
CIOCOOBI 3aIUThI HACETIEHUS OT OPYXKHSI MACCOBOT'O IOPAYKEHMUS;
Mepbl IO0XXApHOM 0€30MaCHOCTH M IpaBWwia OE30IIaCHOr0 IOBEAEHHS IIpH IOXKapax;
OpTaHU3aIMIO U MOPAIOK MPU3bIBA IPAXKIAaH HA BOCHHYIO CIY)KOY M TMOCTYIUICHHUS HA HEE B
J0OPOBOIBHOM MOPSIIIKE;
OCHOBHBIE BU/Ibl BOOPYKE€HHUS, BOEHHOW TEXHUKHU U CIIELIUATIBHOTO CHAPSIKEHMSI, COCTOSIIIUX
Ha BOOPY)XEHHUU (OCHAIEHWH) BOMHCKUX IO/PA3JEIECHUN, B KOTOPBIX MMEIOTCS BOEHHO-
YUETHbIE CIIELUAIBHOCTH, poJACTBeHHbIe crenuanbHocTsaM CIIO; o0nacte npuMeHeHHs
MOJy4yaeMbIX NPO(PECCHOHATBHBIX 3HAHWN TP WCIIOJHEHUH OOS3aHHOCTEH BOCHHOU
CITy>KOBI;
00JIacTh TPUMEHEHHs TOIy4aeMbIX NPOPECCHOHATBHBIX 3HAHUH TIPU HCIOJHEHUU
00s13aHHOCTEI BOCHHOI CITY>KOBI;
NOPSIIOK U IIPaBWJIa OKa3aHUs IIEPBOM MOMOILY IIOCTPAAABILINM.

MakcumanbHas yuyeOHasi Harpy3ka 00y4arolerocs Ipu OCBOCHUH AUCHUILINHBL: /1

dopma MPOMEKYTOUHOM aTTECTALMU: 3a4eT ¢ OLIEHKOM

AHHOTALIUSA TPOI'PAMMBI JTUCHUITJIMHBI
CIr'u.1B.04.01 ®PU3NYECKAS KYJbTYPA
Huctunnuna «®dusudeckas KyiabTypa» BXoauT B ColuaabHO-TYMaHUTAPHBIN UK

npodeccroHanbHOM MOATOTOBKH.

B pesynbpTaTe 0cBOCHUS TUCHUTITUHBI 00YUYaIOIIUNICS TOJKEH YMETh:
OpTraHHU30BbLIBATH pa60Ty KOJIJIEKTHBA U KOMaH/IbI,
B3aMMO/ICIICTBOBATh C KOJIJIETaMHU, PYKOBOJCTBOM, KIMEHTaMU B XOje Mpo¢eCcCHOHATbHOM
JeATeTbHOCTH
WCIIONB30BaTh (PU3KYIBTYPHO-030POBUTEIBHYIO NEITEIBHOCTD ISl YKPEIICHUS 3/T0POBbSI,
JOCTHKEHHUS )KU3HEHHBIX U TPO(ECCUOHATBHBIX IETIeH;
MPUMEHTh pPAllMOHAJIbHbIE NPHUEMBbl JBUTATEIbHBIX (QYHKUMHA B mpodeccuoHanbHOM
NesTeIbHOCTH; MOJIb30BaThHCS CpeICcTBaMuU npoUIaKTUKA MepeHAIPSKCHHUS,
XapaKTepHBIMU AJIs JaHHOK Tpodeccuul (CIEIUaIbHOCTH).

B pesynbTaTe 0CBOCHUS TUCIUTIITUHBI 00YUYAIOMIUNACS TOJDKEH 3HATh:
TICUXOJIOTHYECKAE OCHOBBI JICATEIILHOCTH KOJUIEKTHUBA, TICHXOJOTHYECKHE OCOOCHHOCTH
JIMYHOCTH, OCHOBBI HpOGKTHOﬁ JCATCIIBHOCTHU
poyib  (DU3UYECKON KYJIBTYPHI B OOIICKYJIBTYPHOM, NMPOPECCHOHATPHOM U COIMATIBHOM
Pa3BUTHH YETIOBEKA;
OCHOBBI 37I0pOBOT0 00pa3a KU3HH;
yCIIOBUA TPOPECCHOHATBHON NEATETLHOCTH U 30HBI PUCKA (PU3UYECKOTO 30POBBS IS
npodeccun (CrernuaaTbHOCTH);
CpeacTBa MPOQPIIAKTUKY MTEPEHATIPSIKEHHSL.



MakcumanbHasi yueOHast Harpy3ka 00ydaroIerocsi Ipu OCBOSHUHU TUCIMIUIMHEL: 141 yac.
dopma NpOMEKYTOYHOU aTTECTALUU: 324Y€eT C OLEHKOM

AHHOTANUA MTPOT'PAMMBI TN CHUITVIMHBI
CI'a.JAB.04.02 ATAIITUBHASA ®PUBNYECKASA KYJbTYPA
HucuuiuinHa — «ApjanTuBHas — ¢u3ndeckas KyiabTypa» BxoauT B CouualibHo-
IrYMaHHUTapHbII LUK NPO(hecCUOHATBHONW 0T OTOBKH.
B pesynbraTe 0CBOSHHS JUCHUIUTMHBI 00yYaAIOIIUNACS TOKEH YMETh:

— OpraHM30BBIBATh PA0OTY KOJUIEKTHBA M KOMAH/IbI;

— B3aMMOJEUCTBOBATH C KOJUIETaMH, PyKOBOACTBOM, KIIMEHTAMU B XOJ€ MPOo(peCcCHOHATbHON
JeSITEbHOCTH

— HCIOJB30BaTh (PU3KYJIbTYpHO-0310POBUTEIBHYIO IEATEIBHOCTD JUISl YKPEIUIEHUS 3/10pOBbS,
JOCTHKEHUS )KU3HEHHBIX U MPO(eCCHOHAIBHBIX LIETCH;

— TMPUMEHATh pPAlMOHAJbHBIE IPUEMBbl JBUTATENBHBIX (YHKUMH B NpodeccHoHaIbHOM
NEATENbHOCTH; 10JIb30BaThCS CpeacTBaMu npOopUITAKTUKA HIepEeHAIPSKEHMS,
XapaKTepHBbIMU /IS TaHHOH npodeccuu (CrnennanbHOCTH).

B pe3ynbraTe 0cBOSHMS AMCHUILUIMHBI 00YYarOIUICs JOJDKEH 3HATh!

— TICUXOJIOTUYECKHE OCHOBBI JACATEIBHOCTH KOJUIEKTHBA, IMCHUXOJIIOTUYECKHE OCOOCHHOCTHU
JIMYHOCTH; OCHOBBI IPOEKTHOM 1€ATEIbHOCTH

— ponb (hU3HYECKOH KYJIBTYphl B OOIIEKYJIBTYpHOM, NMPO(HECCHOHATLHOM M COLUAIBHOM
pa3BUTHHU YETIOBEKA;

— OCHOBBI 3JIOPOBOT0 00pa3a >KU3HHU;

— ycnoBHs MPO(eCcCHOHAIBHON NEATENbHOCTH M 30HBI PUCKA (PU3UYECKOrO 3/10pOBbS AJIs
npodeccun (CrenuaabHOCTH);

— cpencTBa NpOoUIAKTUKY TepeHANPSHKEHUS.

MakcumanbHas yueOHas Harpy3ka o0yJarouierocsi Npu OCBOEHUH JUCHUILIMHEL: 141 gac.
dopma NpOMEKYTOUHON aTTECTALUN: 32a4YeT C OLEHKOMN

AHHOTANUA TPOI'PAMMBI TUCHUITVIMHBI
CI'a.05s OCHOBBI BEPEKJINBOI'O IMTPOU3BO/JACTBA

HucuurmumHa «OcCHOBBI  OepexJIMBOrO  MPOM3BOJACTBa» BXoauT B CouuanbHO-
TYMaHUTapHBIN UK TPO(HEeCCHOHATEHOM MOATOTOBKH.
B pesynabrare OCBOCHMS IUCHMILIMHBI OOYYArOIIMMCS JOJDKEH YMETh:

— IUJJAaHMPOBATh, OPTaHM30BaThb M MPOBOJUTH MEPONPHUATHS IO pealu3alidl MPUHIUIIOB
OEepEeKITMBOTO TTPOU3BOICTBA;
— TIONIb30BAaThCS ~ MHCTPYMEHTAMH  OEpeXJIMBOTO  TPOW3BOJICTBA B MPO(ECCHOHATEHON
JeATeNbHOCTH
B pesynprare OCBOCHUS AMCIUIUIMHBI O0YUAFOIIUICS JOKEH 3HATH!
— coxeprkaHue U popMbl OepeRITUBOTO MPOU3BO/ICTBA;
— TNPUHLHKIIBL, METOJIbl U HHCTPYMEHTBI OE€PEXIINBOrO IIPOU3BOCTBA
— QITrOpUTM BHEJPEHUS HHCTPYMEHTOB OEPEKIMBOI0O MPOU3BOCTBA B IESITEIBHOCTD O(rca
MaxkcumanbHas yueOHast Harpy3ka oOydaromerocsi pyu OCBOCHUHU AUCHUILTUHBL: 50
Yacos.
dopmMa IPOMEKYTOUHOM aTTECTALUU: 3a4eT ¢ OLIEHKOH



AHHOTANUA ITPOI'PAMMBI JUCIHUIIJINHBI
CT'11.06 OCHOBBI ®UHAHCOBOM 'PAMOTHOCTH

JuctuminHa «OCHOBBI  (PMHAHCOBOM — IpaMOTHOCTW»  BXOmUT B  ComManbHO-
TYMaHHUTApHbIN LUK MPO(HeCCHOHATEHON OATOTOBKH.
B pesynaprare OCBOCHHMS IUCIMILIMHBI OOYYArOIIUICS JOJDKEH YMETh!
— TMPUHUMATh palMOHAIbHbIE (UHAHCOBBIE pelIeHUs B cdepe yrpaBiieHUS JTHUYHBIMU
(uHaHCam¥;
— IJTAaHMPOBATH U MPOTHO3MPOBATH OYAYIIHE TOXO/IBI M PACXO/IbI JINYHOTO OIO/IKETA,
— CTaBUTH CTPATETUYECKUE 331a4YH JUIS JOCTHKCHHS JINYHBIX (PMHAHCOBBIX LIEIICH;
— TIIOHMMaTh JIMYHYK0 OTBETCTBEHHOCTb 3@ pEIIEHUs, I[pPUHUMAEMble B IIpoLECCe
B3aUMOJICHCTBUS ¢ (PMHAHCOBBIMU HHCTUTYTAMU;
— HaXxOAWUTb UCTOYHHMKHU MH(OpPMALMU 1JI HNPUHATUSA 3P PEKTUBHBIX (PUHAHCOBBIX PELICHUIN
B pesynbraTe OCBOEHMS AMCLUIUIMHBI O0YYarOIIUNACS 1OJKEH 3HATh:

— OCHOBHBIE IPUHIIMUITBI 3KOHOMUYECKOH KM3HHU 00ILIECTBA: POJIb JIEHET B CEMbE U OOIIECTBE,
MIPUYMHBI U TTOCIEACTBUS U3MEHEHHE JJOXO0JI0B M PaCX0JI0B CEMbU;
— PpOJb roCyJ1apCTBa B YKOHOMHKE CEMbH;
— OCHOBBI B3aUMOJICHCTBUSA C KPEAUTHBIMU OpPraHU3aLUsMY,
— NPUHLUHUIBI PYHKIHOHUPOBAHUS (PMHAHCOBOM CHCTEMBI COBPEMEHHOI'O IOCY1apCTBa;
— OCHOBBI YIPaBJICHHUS HAJIOTOBBIMHU IUIATEKAMH C LIEJIbI0O CHU)KEHUS HaJIOTOBBIX PAacX0JI0B B
YCIIOBUSIX COOJIIO/IEHUS] HAJIOTOBOM TUCIIUILINHBI
MaxkcumanbsHast yaeOHast Harpy3ka 00y4aromerocst Ipu OCBOSHHH JUCIUTLTHHBL: S50
4acoB.
dopma MPOMEKYTOUHOM aTTECTALMU: 3a4eT ¢ OLEHKOM

AHHOTALNUSA MTPOT'PAMMBI INCHUAIIVIMHBI
CIr.07 SKOJOI'MYECKHUE OCHOBBI ITPUPOAOITIOJB3OBAHUSA
Jucuunnmza « 9KOHOMUYECKHUE OCHOBBI TPUPOIONOJIb30BaHU» BXOIUT B COLIMANIBHO-
TYMaHUTapHBIN UK TPO(HeCcCHOHATBFHOM MOATOTOBKH.
B pesynbTaTe ocBoeHus yueOHON AUCIIUTUIMHBI O0YYAIOIIHICS T0HKEH YMETh:
— WCIONIb30BAaTh TMPEACTABIEHUS O B3aUMOCBSI3M OpPraHU3MOB M CpeAbl OOWTaHUA B
poeCCHOHABHON e TETHHOCTH.
B pesynbTaTe ocBOCHUS yUeOHOW AUCIUILTUHBI 00yUYaIONTUICS TOKEH 3HATH:
— COCTOSIHHME MPUPOJIHBIX pecypcoB Poccry 1 MOHUTOPUHT OKPYKAIOILEH CPEIbI;
—  DKOJOTMYECKUE MPUHUHUIIBI PALIMOHATBHOTO TPUPOAOTIOIB30BAHMS.
KonmuuectBo dYacoB Ha OCBOEHHE MPOTPAMMBI AUCIUILTUHBL: 66
4acoB.
dopma NpOMEKYTOUHON aTTECTALMU: 3a4eT ¢ OLEHKOM.

AHHOTALNUSA TIPOI'PAMMBI JTUCHUITJIMHBI
CI'ui.08 HU®POBASAA DKOHOMUKA
Huctunmaa «IludpoBas s3xoHOMHKa» BXOAUT B COIMaNbHO-TYMaHUTAPHBINA ITUKIT
po¢eCCHOHAIBHON TTOATOTOBKH.
B pesynbraTe ocBoeHUs yueOHOM TUCIUIUIMHBI 00yYarOIIUNACS TOJIKEH YMETh:
— BOCIPUHHMMAaTb M3MEHEHUS B YCJIOBUSX IPOM3BOJCTBA, PBHIHOYHOM HKOHOMHMKH U
MpeAPUHUMATEIBCTBA,;
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— IPUMEHATH MO/JIEJIbHO-aHATUTUUECKHUE u MH(POPMALMOHHO-KOMMYHUKAIMOHHBIE
TEXHOJIOTMU TMOAJAEPKKU NPUHATUS PELIEHUN B COLMAIbHO-3KOHOMMUYECKHX CHCTEMax B
yCIOBUSX U(PPOBOI SKOHOMUKH,

— aHalIM3MpOBaTh, CUCTEMATH3UpOBaTb MU  0000I1aTh, HSKOHOMHYECKHE SBICHUA W
MIPOIIECCHI, MPOUCXOAAIINE B OOIIECTBE C LENbI0 MX NMPUMEHEHHUS B Pa3lU4HBIX chepax
NEeSITENbHOCTH;

— TOJb30BaThCSl CEPBUCHBIMU U NPUKJIAJHBIMU [TPOrpaMMaMU;

— TPUMEHATH OCHOBHBIE NMPHHLHUIBI paboThl ¢ nHpOpMaNKEl B TII00ATBHBIX KOMITBIOTEPHBIX
CeTsX;

— HaxXOAWTh U HCIIOJIb30BaTh HEOOXOAUMYIO SKOHOMHUYECKYIO HH(POPMAIHIO.

B pesynbpTaTe ocBOoeHUS yueOHOW AMCUMITIIMHBI 00YUYaIOLIUICS TOJIKEH 3HATH!

— COBpPEMEHHbIE TEXHOJOTUU IUPPOBOM SIKOHOMUKHY;

— TEOpeTHYECKHE U MPAKTHUECKUE HABBIKK B 00sacTH (POPMUPOBAHMS U pa3BUTHs LUDPOBOH
SKOHOMHMKM M YIPABICHHUS €€ CTPYKTYPHBIMH KOMIIOHEHTaMM Ha 0a3e NpUMEHEHUs
COBPEMEHHBIX  HMH(GOPMALMOHHBIX  TEXHOJOTMH W  aJeKBaTHOTO  HCIOJIb30BaHUS
MH(GOPMALIMOHHBIX PECYPCOB U (PaKTOPOB;

— TEOPETUYECKUE OCHOBBI U 3aKOHOMEPHOCTH (PYHKIIMOHUPOBAHUS PHIHOYHON 3KOHOMMUKH;

— o0ume NpUHIMIBI PabOThl ¢ KOMIIBIOTEPOM KaK CPEICTBOM YIpaBieHUs HH(OpMAaIUEH;
OCHOBHBIE METOJIbI paOOTHI ¢ MH(OPMAIHEl B TTI00ATEHBIX KOMITBIOTEPHBIX CETSIX ;

— 3aKOHOJIaTeJILCTBO IO OXpaHe aBTOPCKUX MPaB.

KonnyectTBO 4YacoB Ha OCBOEHHE MPOrpamMMbl TUCHMILIMHBL: 36
4acoB.
dopma MPOMEKYTOUHOM aTTECTALMU: 3a4eT ¢ OLIEHKOM

OBIIENPO®ECCUOHAJIBHBII UK. (OIILY)

AHHOTANUA MTPOI'PAMMBI INCHUTIJIMHBI
OIIL.01 DKOHOMMUKA OPTTAHU3ALIMN
JqucnuiuimHa «OKOHOMMKA OpPraHU3allui» OTHOCUTCA K 0OLIenpo(ecCHOHAIBHOMY
LUKITY TpO(eCcCHOHATBHOM MO OTOBKH.
B pe3ynbraTe ocBOGHUS JUCIUIUTMHBI 00yUYarOMIUNACS TOJIKEH YMETh:
— TPOU3BOJUTH PacueThl IO OCHOBHBIM U 00OPOTHBIM CPEJCTBAM MPEANIPUSTHUS;
—  COCTaBJIATh MPOCTEHIINI OM3HEC-TIIIaH 33/1aBa€MOT0 MPEATIPUSITUS;
—  OCYUIECTBJISTH IPOCTEUIIIHNE pacuyeThl O KajpaM U 3apabOTHOMN IuIaTe;
— paccuMThIBaTh M3AEPKKM MPOMU3BOACTBA U CeOECTOMMOCTH MPOAYKIUH (yCIayr) IO
3aJlaHHBIM [TapaMeTpam;
— paccUMTHIBATh IIEHY Ha MPOAYKLHUIO;
— oneHMuBaTh 3)(HEKTUBHOCTH IEATETBHOCTH OpraHU3aluu
B pe3ynbpTaTe 0CBOCHUS JUCHUILTMHBI 00y4arOIIUNACS JOKEH 3HATh:
— 0a30BbI€ MOHATHS JUCLUILIMHBL;
— 00LIyI0 XapaKTepUCTUKY TPYIOBBIX PECYPCOB;
— TIOHATHE, CYIIHOCTb U POJIb HAYYHO-TEXHUYECKOTO IIPOrpecca B pa3BUTUH OPraHU3aLHY;
— OCHOBHBIE 5KOHOMUYECKHE [10KA3aTEIN OpraHu3alllu;

— OCHOBHBIE OPTaHU3AILIMOHHO-TIPaBOBbIE (POPMBI IPEAIPHUATHIA;
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— OCHOBHBIE HaIIPaBJIECHUS UHHOBALIMOHHOW MTOJIUTUKH

MakcumanpHas ydeOHash Harpy3ka OOydaromerocsi Mpyu OCBOSHUM JUCIUIUIMHEL: 71
yac.

dopma IPOMEKYTOUHOM aTTECTALUU: 3a4eT ¢ OLEHKOH

AHHOTALIUSA ITPOT'PAMMBI JTUCHUIIJINHBbI
OINL.02 MEHE)KMEHT
Jucupmuimaa  «MEHEDKMEHT»  OTHOCHUTCS K OOIIenpo()eCCHOHABHOMY — LUKITY
poeCCHOHATBLHON MTOATOTOBKH.
B pesynbraTe ocBOGHUS TUCHUIUTMHBI 00yUYaIOMIUNACS TOJIKEH YMETh:

—  CJIeIoBaTh MPUHIIUIIAM YIIPABJICHUS,

—  YHOpaBJIATh KOHPIUKTAMH U CTPECCaMU B Tiporiecce MpodecCHOHAIbHOM A TeIbHOCTH;

— YCTaHaBJIMBATh )KU3HCHHbIC [UIAHbI;

— 00OCHOBAaHHOCTD BBIOOpaA HEOOXOINMON uHbOopManuu IS BBIIIOJIHEHUSA
npodeccHoHaATBHBIX 3371a4, TPO(ECCHOHATBFHOTO U JIMYHOCTHOTO PA3BUTHS;

— paboTaTh B KOJUICKTUBE M KOMaH/E, 3(H()EeKTUBHO 00IIAThCSI ¢ KOJUIETaMU, PYKOBOJCTBOM;

— Oparh Ha ce0sl OTBETCTBEHHOCTH 3a pabOTy WICHOB KOMaH/bI (TIOAYMHEHHBIX), Pe3yJIbTaT
BBINOJIHEHUS 3a/1aHUS
B pe3ynbraTe 0cBOSHMSI AMCLUILUIMHBI 00YYarOIUICs JOJDKEH 3HATh:

— XapakTepHbIe YePThl COBPEMEHHOI'O MEHEIKMEHTA;
—  (yHKIUM MEHEIKMEHTAa,
— CYLIHOCTb M OCHOBHBIE 3JIEMEHTHI INIAHUPOBAHHS;
—  CI0CcOObI MOTHBALIUU K TPYAY;
— OpraHu3alMOHHBIE CTPYKTYpPHI YIPaBICHUS;
— OCHOBHbBIE IPUHLUIIBI U TOJXOABI K YIIPaBIECHHIO;
— TMpollecc NPUHATUS U pealln3alliy yIPaBICHUECKUX peIIeHUi
MaxkcumanpHasi ydeOHasi Harpy3ka OOyYaroIlerocsi mpu OCBOSHHH JAMCHUIUIMHBL 76
4acoB.
dopma IpOMEKYTOUHOM aTTECTALlUU: IK3AMEH

AHHOTALUS TPOI'PAMMBI IUCIUIIIIMHBI
OIIL.03 MTPO®ECCUOHAJIBHASA O TUKA 1 OCHOBBI IEJIOBOI'O
OBLIEHUSA
HucuumumHa «IIpodeccnonanbHas 3TUKa U OCHOBBI JISJIOBOTO OOIIEHUS» OTHOCUTCS K
ob1enpopeccuoHaIbHOMY TUKITY MPO(ECCHOHANTBHOM MOATOTOBKH.
B pe3ynbraTe ocBOGHUS JUCIUIUTMHBI 00yUYalOMIUNACS TOJIKEH YMETh:
— yCTaHaBIMBAaTh M TOJJIEPKUBATh KOMMYHHUKAIIMM B IPOLECCE JIEJIOBOTO OOIIEHUS C
MOMOIIBIO CPEJICTB MH(POPMALIMOHHBIX 1 KOMMYHUKALMOHHBIX TEXHOJIOTUH;
—  CIVIXXHUBATh KOH(DIMKTHBIE U CIIOXKHBIE CUTYAI[MH MEXKIMYHOCTHOTO B3aUMO/ICHCTBUS;
— co0I01aTh CITY>KEOHBIN ATUKET;
— BCTpeuaTh NOCETUTENEH, OTy4aTh EPBUUHYIO HHPOPMALIUIO O OCETUTENISX,
— cepBHpOBaTh YaiiHbIe (KO(eitHbIe) CTONBI B oduce;
— COIJAacOBBIBaTh BCTPEYHM W MEPONPUATHS W BHOCUTH HMH(OPMAIMIO B TUIAHHUPOBIIUK
(opranaiizep);
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— BBIOMpaTh ONTHMANIbHBIE CHOCOOBI BHEUIHETO U BHYTpPEHHEro HWHGOPMHUPOBAHUA O
[UTAHUPYEMbBIX MEPOTIPUSATHSX;
— COIJIaCOBBIBaTh C IPUHHUMAIOLICH CTOPOHOM IIPOTOKOJ] IUIAHUPYEMBIX MEPOIPUATUH U
(hopMHUPOBATH MTPOrPaMMY J1€JI0BOM MOE3/IKH;
— OpraHM30BBIBaTh NPOIECC MOJITOTOBKM M MPOBEACHHE KOH(PEPEHTHOTO MEPONpPHUSATHS
MHIUBUAYAIBHO U B COCTaBe paboyeil rpyIiisl;
— co0JII01aTh ATUKET U OCHOBBI MEXKIYHAPOAHOTO IIPOTOKOJIA;
— BJIAJIETh aKTYyaJbHBIMU METOJaMH pabOThl B IpOo(eCCHOHAIBHON U CMEXKHBIX cepax;
—  OmpeAensaTh He0OXOAUMbIE HCTOUHUKU MH(OPMALIUH;
—  ONpeAeNsATh aKTyallbHOCTh HOPMATHBHO-TIPABOBOI JOKYMEHTALMU B MPOQECCHOHATHHON
NESITENbHOCTH;
— OIpenensTb HW  BbICTpaWBaTh  TPACKTOPHUHM  NPOPECCHOHATBHOTO  pa3BUTHS U
caMoo0pa3oBaHus
— OpraHM30BbIBaTh PabOTy KOJUIEKTHBA U KOMaH/[IbL;
— B3aMMOJCHCTBOBATH C KOJUIETAMH, PYKOBOJCTBOM, KIIMEHTAMH B X0/1€ IPOPeCcCHOHATHHOM
NESITENbHOCTH;
— TPaMOTHO HU3JIaraTh CBOU MBICIIH;
— TPOSIBIATH TOJIEPAHTHOCTH B pab0YeM KOJIJICKTHBE;
— OIHKCHIBaTh 3HAUMMOCTb CBOEH Mpodeccuu (CrernuanbHOCTH);
— TPUMEHATH CTAHJAPTHl AHTUKOPPYIIIMOHHOTO NTOBEJCHMS;
B pe3ynbraTe 0cBOSHMS AMCHUIUIMHBI 00YYarOIUICs TODKEH 3HATh:
— TpaBUJIa IPOBEACHUS JEJIOBBIX IIEPETOBOPOB;
— DJTHKa JIeJIOBOr0 OOIIECHHS,
— TpaBUJIAa PEYEBOTO ITUKETA;
— TpaBuiIa MOAJIEPKAHUS U PA3BUTUSI MEXJIMYHOCTHBIX OTHOLIEHUH;
— JTHUKET U OCHOBBI MEXAYHAPOJHOTO ITPOTOKOJA;
— IpaBHJIa CEPBUPOBKH YaiHOTO (KoelHoro) cromna
— aKTyaJIbHBI NpOo(ecCHOHAIBHBIM M COLUAIBHBIH KOHTEKCT, B KOTOPOM IPHXOJIUTCS
paboTaTh U KUTh;
— OCHOBHBIE HCTOYHHKM HMH(OpPMAIMM W PEecypchl AJsl pelieHus 3agad u mpoljeM B
npo¢eCCHOHATLHOM U/UITH COIIMAIbHOM KOHTEKCTE;
—  COJIepaHHE€ aKTyaJIbHON HOPMATUBHO-TIPABOBOM TOKYMEHTAIINH;
— TICHXOJIOTMYECKHE OCHOBBI JI€ATEIbHOCTH KOJUIEKTHBA,
— TICHXOJIOTUYECKHE OCOOEHHOCTH JIUYHOCTH;
— 0COOEHHOCTH COIIMAIBHOTO U KYJIbTYPHOT'O KOHTEKCTa,
—  CYUIHOCTb IpakJJaHCKO-TIATPUOTUYECKOM MO3UIUH, O0IIeUeT0BEYECKUX IEHHOCTEH;
—  3HAYUMOCTH PO(ECCHOHATLHON IEATENIEHOCTH 110 Tpodeccru (CIennanbHOCTH);
— CTaHJapThl aHTUKOPPYIIIMOHHOTO MMOBEACHUSI U TIOCIIE/ICTBUS €r0 HapYLICHUS
MakcumanbHasi yuyeOHasi Harpys3ka oOydYaromierocs Mpud OCBOCHHH JUCUUIUIAHBL: 76
4acoB.
dopma IpOMEKYTOUYHOM aTTECTALMU: IK3AMEH
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AHHOTANUA TPOI'PAMMBI INCHUITVIMHBI
OIII1.04 TIPABOBBIE OCHOBBI TIPO®ECCHOHAJBHOM
JAEATEJBHOCTH

HuctumumHa «IIpaBoBble OCHOBBI MPO(ECCHOHATBHON NEATENBHOCTHY OTHOCUTCS K
ob1enpopeccuoHaIbHOMY UKITY MPO(EeCCHOHANBHOM TOATOTOBKH.
B pe3ynbraTe 0cBOCHMSI AMCLUILUIMHBI O0YYarOIUICS JODKEH YMETb:
— OHpedeNsaTh aKTyallbHOCTh HOPMAaTHBHO-NPABOBOIM JOKYMEHTALMU B IPOQECCHOHATIBHON
NESATEIIHOCTH;
— HCIIOJIB30BaTh IPABOBYIO HHYOPMALIUIO B IPOPECCHOHATIBHOM ESITEIbHOCTH;
—  3alMINATh CBOU IIPaBa B COOTBETCTBUU C TPYJOBBIM 3aKOHOAATEILCTBOM;
— IPUMEHATH CTAaHJAPThl aHTUKOPPYIILIHOHHOTO ITOBECHUS;
— TIpPUHMMATh MeEpbl IO COXPAHEHHIO KOH(UICHUMANbHOM HH(pOpMAaLUU B Xone MpuéMa
IIOCETUTEIICH;
— o0ecrnednBaTh COXPAaHHOCTH MEPCOHABHBIX TAaHHBIX PAOOTHUKOB.
B pesynbraTe 0CBOEHMS JUCIUILIMHBI 00y4arOIUNACs JOIKEH 3HATh:
— COJEpKaHHUE aKTyaJbHOM HOPMATHBHO-IIPABOBOM JOKYMEHTALIUY;
— CTaHJApThl aHTUKOPPYILIMOHHOT'O [TOBEACHHUS U ITOCJIECICTBUSA €TI0 HAPYLICHNUS;
— HOpMaTHBHBIE INpaBoBble akThl Poccuiickoit denepaunun B chepe MHPOPMALMOHHBIX U
KOMMYHHKAIMOHHBIX TEXHOJIOTH;
— HOpMaTHBHBIE IpaBoOBbIe akThl Poccuiickoit deaeparuu 1o 3ammre nHGOpMaluu U padorte
¢ 00palIeHUSIMH Tpak/JIaH;
— HOpMaTHBHBIE TpaBoBble akThl Poccuiickoit ®enepanuu B chepe uHGOpMAIUOHHON
0€e30IMacHOCTH;
— TpeboBaHUs OXpaHbI TPY/a;
— HOpMaTHBHBIE MpaBoOBbIe akThl Poccuiickoit deaepanun B cepe opraHusaiuu JeI0BOI
MTOE3/IKH;
— HOpMAaTHBHBIE ITPpaBoOBbIe akThl Poccuiickoit denepanyu B chepe nHGoOpMaIuy;
— HOpMaTHBHBIE MPaBOBbIe aKkThl Poccuiickoit deneparuu B chepe 1en0nponu3BOJICTBA;
— HOpMaTHBHBIE IpaBoOBbIe akThl Poccuiickoit denepannu B cepe TPyA0BbIX OTHOLIECHHIA;
— JIOKaJIbHbIE HOPMATHBHBIE AKThI, PETIAMEHTUPYIOIIHE TPYIOBbIE OTHOILIECHUS;
— HOpMAaTHBHBIE NMPaBOBbIe aKkThl Poccuiickoit deneparuu B chepe apXuBHOTO JIENa;
— HOpMaTHBHBIE IpaBOBble akThl Poccuiickoit denepannu B o0nacTu KOHPUACHIHUATHLHON
MH(pOPMAIIUU U 3aLUTHI TIEPCOHATBHBIX JTAHHBIX.
MakcumanbHast yuyeOHass Harpy3ka OOydYaroIlerocsi mpu OCBOEHHM JMCUUIUIMHBL 76
4acoB.
dopma MPOMEKYTOUHON aTTECTALMU: IK3AMEH
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AHHOTAIIUSI MPOT'PAMMBI TUCIHUIIJIINHBI
OIII.05 ”TH®OPMAIIMOHHBIE U KOMMYHUKAIIMOHHBIE
TEXHOJIOT'HA
Juctuiuimia «MHpOpMaIlMOHHBIE 1 KOMMYHUKAIMOHHBIC TEXHOJIOTHN» OTHOCHUTCS K
o0menpoecCHOHATPHOMY IIUKITY MPOPECCHOHATHHON TTOITOTOBKH.
B pe3yibraTe 0CBOSHHSI AUCIUIUIMHBI O0YYAFOIIUICS TOKEH YMETh:
— pacrio3HaBaTh 3agady W/WIM TpolieMy B NPOPECCHOHATBHOM W/WIM  COIMATbHOM
KOHTEKCTE;
— aHaNIM3HMPOBATH 33/a4y W/UIIH MPOOJIEMY H BBIICIATH €€ COCTaBHBIC YaCTH;
—  ONpEeNATh dTAlbl PEIICHUS 3a/1auH;
—  BBIABJISATH U 3(pPEeKTUBHO UCKATh HH(POPMAIUIO, HEOOXOAUMYFO JUTSl PEIICHHSI 3a/1a41 U/
Ipo0JIEMBL;
—  COCTaBJISTh IUIAH JCHCTBUS;
—  OIpeAessATh HE0OXOAUMBIE PECYPCHI;
— BIIQJIETh aKTYyaJIbHBIMU METO/IaMHU pabOThI B IPOGECCHOHATBLHON M CMEKHBIX cepax;
— pealu30BBIBATh COCTABJICHHBIH TUIaH; OICHUBAThH PE3YJILTAT U IMOCIIEACTBUS CBOUX JCHCTBHIA
(caMOCTOSITEIPHO WITU C TIOMOIIBIO HACTABHUKA);
—  ONpEeAeNATH 3a/1a4u IS TIOMCKa WH(POPMAIHH;
—  OmpeAesTh HeOOXOAMMbIC HCTOUHUKU HH(OPMAIIUH;
— IUIAaHUPOBATH MPOLIECC MTOUCKA,;
—  CTPYKTYpHUPOBaTh MOIyIaeMy0 HHPOPMAIIHIO;
—  BBIICTATH HauOoJIee 3HAYMMOE B NIepeYHe UH(POpMAIHU
—  OIICHHMBATH NMPAKTHYECKYIO 3HAYMMOCTb PE3yJIbTATOB IIOMCKA;
—  0hOopMIIATh pe3yJIbTaThl TIOUCKA, TPUMEHATH CPEICTBA HH(OOPMAITHOHHBIX TEXHOIOTHH IS
pemeHust Mpo(heCCHOHATBHBIX 3a/1a4;
— HCIOJB30BaTh COBPEMEHHOE IPOTPAMMHOE 00eCTICUeHHE;
— HCIIONIB30BaTh PA3IIMYHBIC IIU(PPOBBIE CPENICTBA IJIs PEIICHUs MPO(ECCHOHANBHBIX 3a/1a4;
— HCIOJB30BaTh CpeacTBAa HMH(OPMAIIMOHHBIX M KOMMYHHKAIIMOHHBIX TEXHOJOTHH JIIs
MOJIyUYCHHS U TIepeIaun HHPOPMAIINH;
— BECTH M UCTOJIb30BaTh B paboTe 0a3y KOHTAKTOB OpPraHU3aIl|H;
— yCTaHaBJIMBAaTh WM TOJJICPKUBATh KOMMYHHUKAI[MM B IPOIECCE JEIOBOTO OOIIEHHUS C
MOMOIIIBIO CPECTB HH(POPMAIIMOHHBIX 1 KOMMYHHUKAIIMOHHBIX TEXHOJIOTHH;
— obecrnieunBaTh HHGOPMAIIMOHHYIO 0€30MaCHOCTD JIEATEILHOCTH OpTraHU3aIlnH;
— TMPHUMEHATH B paboTe cpecTBa HHGOPMAIIMOHHBIX M KOMMYHHUKAI[HOHHBIX TEXHOJIOTHIA;
— BBIOMpATh (HOPMBI TUTAHUPOBAHHS U ODOPMIISITH TUTAHUPOBIIKK (OpTraHaii3ep) pyKOBOAUTEIS
U CeKpeTaps;
—  OCYUIECTBJISITh TPEBEN-TOIIICPIKKY JICTOBBIX MMOC3/I0K;
— HCIOJB30BaTh CpeacTBAa HMH(OPMAIIMOHHBIX M KOMMYHHKAI[MOHHBIX TEXHOJOTHH JIIs
o0ecrieYeHrsT B3aUMOJICHCTBHS C PYKOBOJUTEIIEM BO BPEMSI €r0 JICIIOBOW MOC3IKH;
— OCYWIECTBISATH cOOp, 0O0pabOTKy WHGOpPMAIMK, CHCTEMATH3AHI0 TIONyY4aeMbIX U
nepeaBaeMbIX JTaHHbBIX;
— CKaHHUPOBaTh, KOMMPOBATH U KOHBEPTHPOBATH JJOKYMEHTHI B Pa3JIUUHbIC ()OPMATHI.
B pe3yabTare 0CBOCHUS AUCIUILTUHBI 00YYArOIIUICS TOJDKEH 3HATD:
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— AaKTyaJIbHBIH NPO(ECCHOHAIBHBIA M COLUAIBHBIH KOHTEKCT, B KOTOPOM IPHUXOIUTCS
paboTaTh H KUTH,

— OCHOBHBIE HMCTOYHMKM WHGOpPMAIMM M PECYpChl Ui peIleHUs 3agad U mpolieM B
po(heCCHOHATILHOM U/WIIU COLIMAJIbHOM KOHTEKCTE;

—  aJrOPUTMBI BBIIOJIHEHUS paboT B IPO(PECCHOHATBHON U CMEXHBIX 00/1aCTsIX;

— MeToJbl paboThl B IPO(EeCCHOHAIBHOM U CMEXHBIX cepax;

— CTPYKTYpY IUIaHa JUIs pelIeHus 3ajad;

— TOPAJOK OLIEHKHU Pe3yJIbTaTOB peIlIeHUs 3a/1a4 IPOpeCCUOHATIBHOM JIESTENbHOCTH;

— HOMEHKJIaTypa MH()OPMAIMOHHBIX HCTOYHHUKOB, MPHUMEHSEMBIX B MPO(EeCcCHOHATBLHON
NESITENbHOCTH;

— IpUEMbI CTPYKTYPHUPOBaHUS UH(OPMALIUH;

— Qopmar odopmiieHHs pe3yIbTaTOB NMOWCKAa HH(OPMAIMH, COBPEMEHHBIE CPEICTBA M
ycTpoicTBa HH()OPMATH3AINH;

— TMOpSAAOK UX [PUMEHEHMs U [porpaMMHOe oOecriedeHue B HPOQecCHOHATBHOM
JesITeIbHOCTH B TOM YHUCJIE C UCIOIb30BAHUEM IIU(PPOBBIX CPECTB;

— HOpMaTHBHBIE INpaBoBble akThl Poccuiickoit denepaunn B cdhepe MHPOPMALMOHHBIX U
KOMMYHUKAI[IOHHBIX TEXHOJIOTH1;

— HOpMaTHBHBIE MpaBOBbIe aKkThl Poccuiickoit @enepamuu B chepe MHPOPMALMOHHOM
0e301acHOCTH;

— TpeOOBaHUs OXPAHBI TPY/A;

— HuTepHeT-pecypchl A1 OCYIIECTBICHUS TPEBEN-TIOAIEPKKH JIETOBBIX MOE3]I0K;

— MeTofbl 00pabOTKHU M 3aIIMTHI HHPOPMAIK C TPUMEHEHUEM CPEICTB MHPOPMAIIMOHHBIX U
KOMMYHHUKAIIMOHHBIX TEXHOJIOTH;

— COBpeMEHHblEe MH(OPMAIMOHHbIE U KOMMYHHMKAIIMOHHBIE TE€XHOJOTHH, NPUMEHSIEMbIE B
paboTe ¢ JOKyMEHTaMHU.

MaxkcumanpHasi ydeOHass Harpy3ka OOydYaroIlerocsi mpu OCBOSHHH JAMCHUIUIMHBL 98
4YacoB.
dopma MPOMEKYTOUHOM aTTECTALMU: 3a4eT ¢ OLEHKOH

AHHOTALIUSA MTPOT'PAMMBI JTUCIIUATIJIINHBI
OIILL.06 PYCCKM S13bIK B IPO®ECCUOHAJIBHOW AESITEJIBHOCTH
HucturuimHa «Pycckuil s3Ik B MPO(ecCHOHANBHOM JEATENbHOCTHY? OTHOCUTCS K
ob1enpopeccuoHaIbHOMY TUKITY MPO(ECCHOHANTBHOM MOATOTOBKH.
B pesynbpTaTe 0CBOCHUS AUCHMILTUHBI 00yYatOIIUNCS T0KEH YMETh!

— BJIaJETh IpaBUJIAMU PyCCKOl opdorpadun, myHKTyaluu, CTUIMCTUKY;

— MpOAYLUUPOBATH MUCBMEHHBIM TEKCT C COOJIOJIeHuEM TpeOoBaHMM O(HUIIMATBHO-IEII0OBOTO
CTHJIS;

— HCHOJb30BaTh OCOOEHHOCTH S3bIKa JJOKYMEHTOB: CTHJIMCTHUECKH MAapKUPOBAHHYIO JIEKCHKY
U TEPMUHOJIOTHIO, pEYeBble KIHMIIE M IITAaMIbl, YCTOWYMBBIE OOOPOTHI, TJIAroJIbHOE
yTlpaBiieHUE, IPaBUIIa YIOTPEOICHHS MPOMUCHBIX U CTPOUYHBIX OYKB U T.1.

— 1po(eCCHOHAILHO COCTaBIATh, O(GOPMIIATh U PEAAKTUPOBATH JEIOBbIE OymMaru ¢ y4eToMm
COBPEMEHHOM MPaKTUKU MUChMa;

— MOJIb30BATHCS CIPABOYHOM JINTEPATYPOH;

— BJIQJIETh KYJBTYPOU pEUU NIPU IPUEME TTOCETUTENECH.
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B pe3ynbraTe 0OCBOCHHS TUCITUTUIMHBI 00YYAIOIINUNACS JOKEH 3HATh:

— OCHOBHBIC JKaHPHI  OQUIMAIBLHO-IEIOBOTO  CTHJISA, COACpXAHHE U CTPYKTYpY
(YHKIIMOHATTBHO-  CTHJIMCTUYECKOTO TPOCTPAHCTBA JEIOBOIO  SI3bIKA, KOMITO3HIIUIO
JOKYMEHTHOTO TEKCTa;

— TpajWIMK IHCBMEHHOTO pPEYCBOrO0 TOBEJACHUSA B  JCJIOBOM KOMMYHHUKATHBHOM
MIPOCTPAHCTBE;

— CBOJ TMpaBWI pycckoi opdorpaduu ¥ MYHKTyalldd, OTBEYAIOIIMX COBPEMEHHOMY
COCTOSIHUIO PYCCKOTO SI3BIKA;

— COBpPEMCHHBIC HOPMBI YCTHON M TUCBMEHHOW PEyH;

— TpaBWia, OTPAXKAIOIINE CTUIMCTHYECKOE MHOTOOOpasue W JUHAMHYHOCTH COBPEMEHHOM
peyH U JCIOBOrO MHUCHMA;

— TIpaBWIA PEYCBOTO ITHKETA;

—  chnenuQuKy peaakToOpcKoil paboThI ¢ TEKCTaMU JISIIOBOU JIOKYMEHTAIHH

MaxkcumanbHast ydeOHasi Harpy3ka oOydarolierocs Mmpu OCBOSHHH JucuuIuidHbl: 108

YacoB.

dopma IPOMEKYTOUHOM aTTECTALMU: IK3AMEH

AHHOTALUS TPOI'PAMMBI IUCIUITIMHBI
OIIL.07 KOMIIBIOTEPHASI OBPABOTKA JTJOKYMEHTOB
HuciuniuHa — «KommbrorepHast 00paboTka  JOKYMEHTOB» OTHOCHTCS K
oOmenpodecCHoHAIbHOMY ITUKITY MPO(heCCHOHATBHOM MOTOTOBKH.
B pesynbraTe ocBOGHUS TUCIHUIUTHHBI 00yUYaIOMIUNACS TOJKEH YMETh:
—  BBIIOJHATH TPEOOBaHU 10 OXPaHE TPyJla U TEXHUKE 0e30MaCHOCTH;
— OpraHM30BBIBaThH paboyee MeCTO JUIsi MaKCUMaIbHO 3 (HEKTUBHON pabOThI;
— npo¢ecCHOHaIbHO OCYLIECTBIIATH HAOOP, (popmMaTHpoBaHKE, BHIBOJL HA I1€YaTh, COXpPAaHEHHE
TEKCTOBOM U 1n(poBoi HHPOPMAIUU HA IEPCOHATBHOM KOMIIBIOTEPE;
— YUTaTh, MIOHUMATh M UCIPABIATH MPOEKTHl JOKYMEHTOB, C MCIIOJIb30BAaHUEM CIIPAaBOYHO-
MIPABOBBIX CUCTEM;
— IUIaHUpOBaTh pabouee BpeMs, HCHOJNb3Ys NPEACTaBICHHBIE 3aJaHUs, NPOrpaMMHOE
o0ecreyeHre 1 UCXOAHYIO TOKyMEHTAIIHIO;
— BBIOMpATh TEXHOJIOTHIO CO3/IaHUS IOKYMEHTA.
B pesynbraTe 0CBOSHHSI AUCIUTUTMHBI 00YYarOIIUHCS TOJDKEH 3HATh!
— TpaBWJI 1O OXpaHe TPYyAa U TEXHUKE 6€301acHOCTH;
— TpaBWJI OpraHu3aluy pabovyero Mecta cekpeTapsi U pyKOBOAUTEIS;
— PYCCKOM M TaTMHCKOM KJIaBUATypPbl IEPCOHATIBHOTO KOMIIBIOTEPA;
— 1npaBu 0OPMIIEHUS TEKCTOBBIX JJOKYMEHTOB Ha IEPCOHAILHOM KOMITBIOTEPE.
MakcumanbHast yuyeOHass Harpy3ka oOyd4aroIerocsi mpu OCBOSHHM JAMCUUIUIMHBL 94
yaca.
dopmMa MPOMEKYTOUHOM aTTECTALMU: 3a4eT ¢ OLEHKOH
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AHHOTANUA TPOI'PAMMBI INCHUITVIMHBI
OIN.08 TEXHUYECKHUE CPEJICTBA YIIPABJIEHUA B O®UCE U
JAEJIOITPOU3BOICTBE
HucnuiumHa «TexHuueckue CpeacTBa yrpaBlieHHs B ouce W AETONPOU3BOICTBEN
OTHOCHTCS K 00LIENTpO(eCcCHOHATBHOMY LUKy MPO(ECCHOHAIBHON TOATOTOBKY.
B pesynbrare OCBOGHHS IUCLMIUIMHBI OOYyYaroOLIUiics JIOJKEH yMETh:

— TMPaBWIBHO MOAOUPATH TEXHUYECKHE CPEACTBA ODUCHON JIEATENbHOCTH;

— HCIIOJIb30BAaTh HA NPAKTUKC PA3JIMYHBIC TCXHUYCCKUC CPCACTBA YIIPABIICHUA.

— COCTaBJIATh BCC BUbI JOKYMCHTOB, UCITIOJIb3Ys TCXHUYCCKUC CPCACTBA.

B pesynprare 0OCBOCHMS JUCHUIUIMHBI O0YYAIOMIUNCS TOJIKEH 3HATh:

— OCHOBHbBIE TEXHHYECKHE CPeICTBA O(UCHOM 1ESTENbHOCTH;

— TMOHATHA M TEPMUHOJIOTMIO B paboTe TEXHUYECKUX CPEACTB, MX (PYHKLUUOHAIbHbIC
BO3MOKHOCTH;

— CJHHBbIC Tpe6OBaHI/I$[ K JOKYMCHTHUPOBAHUIO ynpaBﬂquecxoﬁ ACATCIIBHOCTHU U OpPraHu3anuu
paboT ¢ MOKYMEHTaMH C IENbI0 YINOPAAOYEHHs JOKYMEHTOOOOpOTa, CO3JaHMs YCIOBHH
aBTOMATH3MPOBAHHOW 00pabOTKH JOKYMEHTAIIMH W TOBBIMECHHUS Y((EKTUBHOCTH armapaTa
YIIPABIICHUS;

— KOMIIBIOTEPHBIEC TEXHOJIOTUH 10 CO3/IaHUIO IOKyMEHTOB.

MakcumanbHas y4yeOHas Harpy3ka OOy4YaroLIerocsi IpU OCBOCHHUU IUCLMILIMHBL 38
4acoB.
dopma MPOMEKYTOUHOM aTTECTALMU: 3a4eT ¢ OLEHKOMH

AHHOTALIUSA MTPOT'PAMMBI JUCHUIIJIMHBI
OIII1.09 OCHOBBI TIPOEKTHOM NEATEJIbHOCTH
JucuurinHa «OCHOBBI MIPOEKTHOM JeATETLHOCTID) OTHOCHTCS K
ob1enpogeccuoHaIbHOMY UKITY MPO(eCcCHOHANTBHOM MOATOTOBKH.
B pesynbraTre OCBOGHHS IUCHMIUIMHBI OOYYaroLIUiiCs JIOJKEH YMETh:

— (QopMynupoBaTh TEMy MCCIIEIOBATEIbCKOM M TPOEKTHOM paloThl, JIOKa3bIBaTh €€
aKTyaJIbHOCTb;

—  COCTaBJISITh MHAWBUAYAIBHBIN TUIAH HCCIIE0BATEECKOM U MMPOSKTHON paboThI;

—  BBIACTATH OOBEKT U MPEAMET HCCIIEIOBATEECKOM U IPOSKTHOM padoThI;

—  ONpeAeNATH [ENb U 3a/1a4X UCCIIeI0BATEeIhCKON M MPOEKTHON paboThI;

— CaMOCTOSITENIbHO pa3padaThiBaTh CTPYKTYPY MPOEKTa, JelaTh aHAIMTHUECKYIO 00paboTKy
TEKCTa;

— paboTaTh ¢ pa3IMYHBIMH HCTOYHHKAMH, B TOM YHCJIE€ C TIEPBOMCTOYHUKAMH, TPAMOTHO WX
LHUTUPOBaATh, 0GOpMIIATE OubIHOrpaduyecKkue CChUIKH, COCTaBIATh OMOIMOrpaduuecKkuil CIHCOK
o mpobieme;

— BBHIOMpaTh W TIPUMEHATH Ha TMPAKTHKE METOABl HCCIEIOBATEIbCKONW JIEATEIbHOCTH
aJIeKBaTHBIC 3a7]adyaM HCCIICIOBAHUS;

— 0(hOpMIIATE TEOPETHYECKHE M HKCIEPUMEHTAIbHBIC PEe3yJbTaThl HCCIEAOBATEIBCKOW H
IIPOEKTHOM PabOThl MCCIEIOBAHUS C MOMOIIBIO ONMUCAHMUSA (PAKTOB, COCTABJIEHUS MPOCTHIX
Tabmui, rpadukoB, GopMyTupOBaHHS BBIBOAOB. OMOIHOTrpaduIo, IUTATHI, CCHIIKH, YEPTEKH,
CXEMBI, (POPMYJIBI.

— TPOBOJAUTH U3MEPEHHUS C MOMOIIBIO PA3TUYHBIX MPHOOPOB;
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—  BBINOJHITH MUCHMEHHBIC HHCTPYKITUH MPaBUIT OE30MACHOCTH.
B pesynbpTare OCBOSHHS AWCHMILIUHBI OOYYAIONIMIICS JOJKEH 3HATH:

— THIBI U BUJIBI IPOEKTOB;

— TpeboBaHUS K CTPYKTYpPE MPOEKTA;

— OCHOBBI METO/IOJIOTUHU UCCIIEI0BATEIBLCKON U TPOECKTHOM JAESATEIbHOCTH;

— CTPYKTYpy U mpaBuia o(hOpMIICHHS HUCCICIOBATEIIBCKON U POSKTHON PaOOTHI.
MaxkcumanbHasi yueOHasi Harpy3ka oOydaroumierocsi nMpu OCBOSHUHM JUCHUIUIMHBL: 32

yaca.

dopma NPOMEKYTOUHOM aTTECTAIlMU: 3a4eT ¢ OIeHKOM

MMPO®ECCUOHAJIBHDII LIBIKJI (ITLY)

AHHOTANUSA NPOT'PAMMBI TIPO®PECCHOHAJIBHOI'O MOAYJIA

IIM.01 OCYIHECTBJIEHUE OPTAHU3AIIMOHHOI'O U JOKYMEHTALHUMOHHOI'O
OBECHEYEHUSA JEATEJABHOCTHU OPI'AHU3AIIUU

[Tporpamma mpodeccronansroro moayis [IM.01 OcyiecTBieHre opraHu3auoOHHOTO
1 JOKYMEHTAllMOHHOI'0 00€eCIeYeH s IeATEIbHOCTH OpraHU3aliK 03BOJIIET OCBOUTh OCHOBHOM
BUJ JesTenbHocTH: OCyIIecTBICHHE OPraHU3alMOHHOIO M JOKYMEHTALMOHHOIO O0ecreyeHHs
NesITeIbHOCTH OPraHU3alliK, U COOTBETCTBYIOLIME NPOPECCHOHATbHBIE KOMIETEHIIUH:

IIK 1.1 OcymecTBasaTh npuém-nepenady yrnpaBleHYecKOH MH(OpMAIMK C MOMOIIBIO CPEICTB
MH(GOPMAIMOHHBIX 1 KOMMYHUKAIIMOHHBIX TEXHOJIOTUI

[1IK 1.2 KoopaunupoBaTb paboTy MPUEMHON PYKOBOJUTENS, 30H NpUEMa PA3IUYHBIX KaTeropui
ITOCETUTENIEN OPraHu3alun

1K 1.3 BnazseTs HaBbIKaMM IUTAHUPOBAHMSI pabOUYero BpEMEHU PyKOBOAMTEINS U CEKpeTaps

IIK 1.4 OcymiecTBiasTh NOATOTOBKY JENOBBIX MOE3/I0K PYKOBOAUTENS U JAPYTUX COTPYIHUKOB
OpraHu3alu

[IK.1.5 Bnaners cmocoOamu opraHuzanuy pabo4yero MpoCTpaHCTBAa MPUEMHONM M KaOMHeTa
PYKOBOJIUTEIIS.

IIK.1.6 OcymiecTBasTh paboTy MO MOATOTOBKE M MPOBEACHUIO KOH()EPEHTHBIX MEPOIPUITHH,
obecrieunBaTh WH(POPMALMOHHOE B3aMMOJEHCTBHE PYKOBOJIUTENS C IMOJPA3JIEICHUSAMH U
JOJDKHOCTHBIMHU JIMIIAMH OpraHU3aliu.

[IK.1.7 OdopmasTs OpraHU3allMOHHO-PACTIOPSIUTEIbHbBIE JOKYMEHTBl U OPraHU30BBIBAThH
paboTy ¢ HUMH, B TOM UHCIIE C UCTIOJIb30BaHUEM aBTOMAaTU3UPOBAHHBIX CHCTEM.

[TK.1.8 OopmiiATh TOKYMEHTHI IO TUYHOMY COCTaBY M OPraHU30BBIBATh PabOTYy C HUMHU, B TOM
YHClIe C UCTIOJIb30BAaHUEM aBTOMATU3UPOBAHHBIX CUCTEM.

[1K.1.9 Opranu3oBbIBaTh TEKyIlEE XpaHEHUE JOKYMEHTOB, 00pabOTKy el 11l ONepaTUBHOTO U
ApPXUBHOI'O XPaHEHHUsI, B TOM YHCJIE C UCIIOIb30BaHUEM aBTOMATU3UPOBAHHBIX CUCTEM.

C uenplo OBIAACHMS OCHOBHBIMH BHUAAMM JIEATENBHOCTH U COOTBETCTBYIOLIMMH
npoeCCHOHATTLHBIMU KOMITETCHIIMAMHU OOYYarOIIUNCS B XOAE OCBOEHUS MPO(ECCHOHATBHOTO
MOJYJISI TOJIXKEH:

HMeTh NPAKTHYECKHI ONBIT B:
— MoJyuyeHHs] HeoOXoIuMoN MH(pOpMAIMK U NepeJadyn CaHKIMOHUPOBAHHON MH(pOpManuu ¢
HCTOJIb30BAHUEM CPEJICTB MH(POPMAITMOHHBIX U KOMMYHHKAIIMOHHBIX TEXHOJIOTHHA.
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KOOpJIUHAIMKU paboThl MPUEMHOIN PYKOBOIUTENA U 30H MpHEMA Pa3IMUHBIX KaTeropui
ITOCETUTENIEN OpraHU3aluu.

IUTAaHUPOBaHUS pabovyero BpeMeHH PYKOBOJUTENS U pabOYero JIHs CeKpeTaps.

OpraHM3alMK JEJI0BbIX OE3/10K PYKOBOAUTEINS U IPYTUX COTPYIHUKOB OpraHU3aliH.
OpraHU3alMH U MOepKaHus (PyHKIMOHAIBHOTO pab0Yero NpoCTPaHCTBA.

OpraHu3aliil TOJATOTOBKM M TPOBENEHHUS KOH(PEPEHTHBIX MEpOINpPHIATUH, OOecreueHHs
MH(OPMALIMOHHOTO B3aUMOJICHCTBUS PYKOBOJUTEINS C MOIPA3ACICHUIMU U TOJKHOCTHBIMU
JMIAMH OpPTraHU3aLNH.

oopmIeHHS OpraHU3alMOHHO-PACTIOPSIIUTEIBHBIX JTOKYMEHTOB M OpraHU3aluud paboThl ¢
HUMH, B TOM YHCJIE C UCIIOJb30BAHNEM aBTOMATU3UPOBAHHBIX CUCTEM.

0o(OpMIICHHUS TOKYMEHTOB IO JIMYHOMY COCTaBy M OpraHH3ali paboThl C HUMH, B TOM
YHUCJIE C UCIIOIb30BAHMEM ABTOMATU3UPOBAHHBIX CUCTEM.

OpraHM3aly TEKYLIEro XpaHEHMsI JIOKyMEHTOB, OOpaOOTKM JAen A ONEepaTUBHOIO U
apXUBHOT'O XpaHEHHUs, B TOM YHCJIE C UCIIOIb30BAaHUEM aBTOMATU3UPOBAHHBIX CUCTEM.

yMeTh:

OpraHHU30BBIBATH Pabouee MECTO B COOTBETCTBHUH C TPEOOBAHUSIMH 3PTOHOMUKH U KYJIbTYPBI
Tpyna;

obecnieunBath pabodee MecTo U QyHKIIMOHATBLHOE pabodee MPOCTPAHCTBO HEOOXOIUMBIMU
CpeACTBaMU OPTraHU3AIMOHHON TEXHUKH, MEOCTbIO M KaHIEISIPCKUMH PUHA/IICKHOCTIMHU;
MOJIICP>KUBATH CPEJICTBA OPTaHU3ALMOHHON TEXHUKHU B pa00YeM COCTOSHHM;

MIPUMEHSITH B pab0Te CpecTBa HH(DOPMAIIMOHHBIX K KOMMYHHKAITHOHHBIX TEXHOJIOTHI;
WCIIOJB30BaTh CPENCTBA WH(POPMANMOHHBIX M KOMMYHHMKAIIMOHHBIX TEXHOJIOTWUH JUIs
TIOJTyYSHHS U TIepeiaun HHPOPMALINH;

yCTaHaBIMBaTh M MOJJCPKUBATh KOMMYHHUKAIIMU B MPOIIECCE JIETOBOTO OOIIEHUS C
MTOMOIIBIO CPEICTB MHPOPMAITMOHHBIX U KOMMYHUKAIIMOHHBIX TE€XHOJIOTHH;

OCYIIECTBIISATH  cOOp, 00pabOTKy HHQOpPMAIMK, CHCTEMATHU3alUI0 TOMyYaeMbIX |
nepeaBaeMbIX JaHHBIX;

OCYIIECTBIATh IMPOBEPKY JIOCTOBEPHOCTH, MOJIHOTHl M HENPOTUBOPEUMBOCTU JIAHHBIX,
UCKITIOUeHHEe TyOmupoBaHus nHGOpMaIuy;

CTTIQXKUBATh KOH(MIUKTHBIC U CJIOKHBIE CUTYAIllUU MEKIMYHOCTHOTO B3aUMOICHCTBUS;
co0JII0aTh ATUKET U OCHOBBI MEXXIYHAPOIHOTO MPOTOKOJA;

obecrieunBaTh HHPOPMAITMOHHYIO O€30TACHOCTh JAEATEIHLHOCTH OpraHU3aIlnu;

BECTH U HCII0JIb30BATh B paboTe 6a3y KOHTAKTOB OpraHU3alllu;

BECTH Y4YETHBIE PETHCTPAllMOHHBIE (OPMBI, WCIIONB30BaTh WX JUISI HWH(OPMAIMOHHOM
paboThI U PabOTHI IO KOHTPOJIIO UCTIOHEHHUS TOPYUEHUH;

BCTpeUaTh TIOCETUTENEH, TMOodMy4daTh MEPBUYHYI0 HHPOPMAIMIO O  IMOCETUTENsX,
yCTaHABIMBATh MOPSIOK MpUEMA ISl Pa3IMYHBIX KaTErOPHH MOCETUTENEH MPUHUMATh MEPHI
M0 COXPaHEHHIO KOH(UACHITMATEHON HHPOPMAITUH B XOJI¢ MTPHEMA IIOCETUTEIICH;

BECTU YYETHBIE PErUCTPAllMOHHbIE (QOpPMBI MO MNpuUéMy TMoceTureneil u ohopMIATH
MIPOIYCKa;

OCYIIECTBISTH MPUEM, TIepeaady U OTIIPaBKY TOKYMEHTOB;

OpPraHHU30BBIBATH U OPOHUPOBATH MEPETOBOPHBIC KOMHATEI;

CepBUpPOBAThH YaiiHble (Ko(elHbIe) CTONBI B 0(UCE;
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BBIOMPATh (POPMBI TUTAHUPOBAHUSI ¥ O(DOPMITATH TUTAHUPOBIIUK (OpraHai3ep) pyKOBOIUTEIIS
U CeKpeTapsi;

yCTaHABJIMBATh LIEJH, ONMPEACIATh MPUOPHUTETHOCTh U OYEPETHOCT BBHIMOIHEHUS PadoT U
3¢ dexTUBHO pacnpenesaTe padbodee Bpems;

COTJIACOBBIBaTh BCTPEYM M MEPOIPHATHS M BHOCUTh WH(POPMALKIO B IIAHWPOBIIMK
(opranaiizep);

MH(GOPMHUPOBATH PYKOBOIMUTENS O MPUOIMKEHUN BPEMEHH U PErilaMeHTe 3arIaHUPOBAHHBIX
BCTpEY U MEPOIIPUATUN;

BBIOMpAaTh ONTHMAJbHBIE CIIOCOOBI BHEIIHEIO MW BHYTPEHHEr0 HWH()OPMHUPOBAHUS O
TUTAHUPYEMBIX MEPOTIPUATHSX;

COCTaBJIATh U OPOPMIISITH TOKYMEHTHI JIJISl IETIOBBIX MOE3/I0K;

OCYIIECTBIISATh TPEBEI-TIOAIEPIKKY JAETOBBIX MOE3/0K;

COIJIaCOBBIBaTh C IPUHUMAIOIIEH CTOPOHOM NPOTOKOJI IUIAHUPYEMBIX MEPONPHUATHH H
(dbopMHpPOBATH IPOTPAMMY JICIIOBOW TIOC3IKH;

UCIIOJIb30BaTh CpeACTBAa HMH(OPMALMOHHBIX U KOMMYHHUKAIIMOHHBIX TEXHOJOTHM IS
o0ecriedeHrst B3auMOJICHCTBHS C PyKOBOAMUTEIIEM BO BPEMS €r0 JIEIIOBOM MOC3IKH;
oopMIATH OTYETHBIE JOKYMEHTHI O JITIOBOH MOE3/IKE.

OpPraHMU30BBIBATh IIPOLIECC IOATOTOBKM U TNPOBEACHHE KOH(EPEHTHOIO MEpONPUSATHUS
MHIUBUAYAIbHO U B COCTaBe paboyeil rpyIsl;

JTOKYMEHTHPOBATh Pa3HbIE ATAIlbl MPOLEIYPHl IMOATOTOBKH U MPOBEACHUS KOH(EPEHTHOTO
MEPOTIPUSTHS;

COCTaBJATh HPOEKTbl OPraHMU3AIlMOHHBIX, PACIOPSIUTENbHBIX M  HHPOPMALMOHHO-
CIPAaBOYHBIX JOKYMEHTOB, B TOM 4YHCII€ JOKYMEHTOB, COJEp)KalINX KOH(PHUIAECHUUATbHYIO
MH(POPMAIIHIO;

0(OPMIIATH OPraHU3aAMOHHO-PACIOPSAUTENbHBIE TOKYMEHTHI (OPUTHHAIBI U KOTIUH);
CKaHHUPOBATh, KOMUPOBATh U KOHBEPTUPOBATH JOKYMEHTHI B pa3JInuHbIe (JOPMATHI,
OCYILECTBJISAITh ~ NPOBEPKY  IPOEKTOB  JOKYMEHTOB Ha  COOTBETCTBHE  IIpPaBUJIAM
JIeTIOTIPOU3BO/ICTBA;

MIPUHUMATD U IPOBOJIUTH MEPBUYHYIO 00pabOTKY BXOJALINX JOKYMEHTOB;

MIPOBOAUTH MIPEJIBAPUTENLHOE PACCMOTPEHNE BXOASIINX U BHYTPEHHUX JOKYMEHTOB;
PETUCTPUPOBATH BXOASINE, HCXOAAIIUE U BHYTPEHHUE IOKYMEHTBI;

KOHTPOJIMPOBATh MapIIPyTHU3alMI0 JOKYMEHTONOTOKOB B OpraHM3aliy (coriiacoBaHUeE,
MOJINKCAaHUE, YTBEPKICHHUE, PETUCTPALINs, 03HAKOMJIEHUE U HCIIOJIHEHUE TOKYMEHTOB);
OCYIIECTBIATh CPOKOBBIN KOHTPOJIb UCIIOJHEHUS IOKYMEHTOB;

OCYILIECTBIATH 00pabOTKY M OTIPABKY UCXOJAIINX IOKYMEHTOB;

COCTaBJISATh OTYETHI U AHAIUTUYECKUE CTIPABKH 00 UCTIOTHEHUH JOKYMEHTOB;

BECTU MH(POPMALIMOHHO-CIIPABOYHYIO paboTy MO TOKyMEHTaM;

OCYIIECTBJIATh  pabOTy C  OpPraHU3alMOHHO-PACHOPSAUTENbHBIMU  JOKYMEHTaMH B
aBTOMATHU3MPOBAHHBIX CHCTEMAX;

o0ecneunBaTh COXPAHHOCTh MEPCOHATIBHBIX TAHHBIX pAOOTHUKOB;

OpPraHHU30BBIBATH JIOKYMEHTOOOOPOT MO MPEACTABICHUIO TOKYMEHTOB IO MEpCOHANy B
rocy/1apCTBEHHbIE OPTaHbI;

OpPraHHU30BBIBATH JOKYMEHTOOOOPOT MO YUETY U IBUKEHHUIO paOOTHHUKOB;

BECTU BOUHCKHH y4ET paOOTHHUKOB;
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BECTH yu&€T pabouero BpeMeHH pabOTHHUKOB;

o(hopMIATH OpraHU3aIOHHO-PACTIOPSAUTEIBHBIE IOKYMEHTHI 110 IMYHOMY COCTaBY;

BECTH PETHCTPALINIO, YUET, ONIEPaTUBHOE XpaHEHHE JOKYMEHTOB 10 JMYHOMY COCTAaBY;
BECTH JIOKYMEHTAIMIO, TIOATBEP)KIAIONIYI0 CBEICHUS O TPYJOBOW JEATEILHOCTH U
TPYIOBOM CTa)Ke PaOOTHHKOB;

¢dbopmupoBaTh JMYHBIE Jena pabOTHHUKOB; O(OPMIIATH JieNa MO JIMYHOMY COCTaBy st
nepeaayd B apXuB OpraHU3aINHg;

paboTaTh co crienuaIn3upPOBaHHBIMU HH()OPMAITHOHHBIMU CUCTEMaMHU M 0a3aMH JaHHBIX O
BEJICHUIO yu€Ta U IBKCHHUIO paOOTHUKOB,;

pa3pabaThIBaTh HOMEHKJIATYPY J1€JI OpPraHU3alliH;

MIPOBEPATH MPABUIBHOCTH O(POPMIICHHS JOKYMEHTOB U OTMETKH 00 UX MCIOJIHEHUU TIepe
uXx (HOpMUPOBAHHEM B JIEJIO /IS MOCIEAYIONIETO XPAaHECHHUS;

dbopMupoBaTh nena, KOHTPOJIMPOBATh MPABUIBHOE M CBOEBPEMEHHOE pacIlpeelieHne U
MOJIIIMBKY JOKYMEHTOB B JIeJIa B COOTBETCTBHH C HOMEHKJIATYPOH JIelT;

NPOBEPATH CPOKM XPAHEHHs JOKYMEHTOB, COCTAaBIISITh IPOTOKON pabOTHI 3KCIEPTHOM
KOMHCCHH TI0 TIOATOTOBKE JIOKyMEHTOB K IIepe/iaue B apXuB;

COCTaBJIATh aKT O BBIICTICHUH K YHUUTOXKEHHUIO JOKyMEHTOB, HE MOJUIS)KAIINX XPAHEHUIO;
COCTaBJIATh aKT 00 YHUYTOKEHNUH JIOKYMEHTOB;

OCYIIECTBIISATh TOJIHOE WMJIM YaCTUYHOE O(QOPMIICHHE /el BPEMEHHOIO, IOCTOSHHOTO,
JOJATOBPEMEHHOTO CPOKOB XPaHEHUS;

COCTABIISATh OMUCH €N CTPYKTYPHBIX MOJpPAa3/EIEHUIl MOCTOSIHHOTO, JAOJTOBPEMEHHOTO
CPOKOB XpaHEHHS IS Iepe/Iavn Jiell B apXUB OPraHU3aINH.

3HaThb:

HOpMaTHBHbIE TpaBOBble akThl Poccuiickoit Penepanyu B cpepe MHPOPMAIMOHHBIX H
KOMMYHHUKAI[MOHHBIX ~ TEXHOJIOTHH, MO 3amure uHpopMauuu, HHYOPMAIIMOHHON
0€30MacHOCTH, MO0 paboTe ¢ 0OpalleHUsIMH T'pakJaH, IO OPraHU3aIMK AEJIOBOI MOE3/1KH, B
cepe MAETONMPOU3BOACTBA M AapXMBHOTO Jiena, B cepe peryaupoBaHHUs TPYIOBBIX
OTHOIIICHHU;

JOKAJIbHbIE ~ HOPMATUBHBIE  aKThl,  pPEIVIAMEHTUPYIOIIME  JEATEJBHOCTh  CIYXKOBbI
JIeTIOTIPOU3BOCTBA U €€ paOOTHUKOB, OPraHU3ALMIO BEJICHHS JEJIONPOU3BOJICTBA, Iiepeiady
JIeJ1 B ApXUB OpraHu3aluy, a TAKXKe pEerNIAMEHTUPYIOLINE TPYIOBbIE OTHOLICHUS;

CTPYKTYpy OpraHu3zaunuu, e€ 3agauyd W (QyHKUUH, pacmpenesneHue QYHKIUNA MexIy
CTPYKTYPHBIMU IOAPa3EICHUSAMHU U CIIEHUAIUCTAMU;

TpeOOBaHUS OXpaHbI TPYAA, IPOU3BOJCTBEHHONW CAHUTAPUH, TPOTUBOIOXKAPHON 3aIUTHI;
OCHOBBI TPAaBWJIBbHOM OpraHu3alMi TpyAa U METOAbl MOBBILIEHUS €ro 3()(PeKTUBHOCTH;
OCHOBBI YIIPABJICHUS BPEMEHEM;

BUJIbI OPraHU3allMOHHON TEXHUKHU U ITpaBUiia paboThI ¢ Hell;

METOBI 00pabOTKHU U 3aLIUTHI HH(OPMAIMK C IPUMEHEHUEM CPEJCTB HH(POPMAIIMOHHBIX U
KOMMYHHKAIMOHHBIX TEXHOJIOTH;

COBpPEMEHHBbIE MH(POPMALMOHHBIE 1 KOMMYHHUKAIIMOHHBIE TEXHOJIOTUH, NIPUMEHSEMbIC B
paboTe ¢ TOKyMEHTaMH, B TOM YHCJIE 110 TUYHOMY COCTaBY;

9TUKET U OCHOBBI MEXKIYHAPOAHOI'O IIPOTOKOIIA;

ATHUKY JIEJIOBOTO OOIIEHUS;

IIpaBUJIa PYCCKOI'O SI3bIKA;
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— IpaBUJIa pEYEBOT0 ITHUKETA;

— IpaBujia MOJACPKaHUS U PA3BUTHS MEXIMYHOCTHBIX OTHOILICHUM;

— IpaBUJIa IPOBEAEHUS JEJIOBBIX IIEPETOBOPOB;

— IpaBWJIa OPraHU3aLUU IprUEMa MOCETUTEINEH;

— IIpaBUJIa CEPBUPOBKH YaliHOTO (KO(EHHOT0) CTOA;

— TOPSIOK MOATOTOBKH U JJOKYMEHTHUPOBAHUS I€TTOBOM MMOE3/IKHU;

— HHrepHeT-pecypchl A1 OCYIIECTBIECHUS TPEBEI-TIOAIEPKKHU AEJIOBBIX MOE3/0K;

— KOMIUIEKC OPraHU3alMOHHO-TEXHUYECKUX MEPONPHUATUI IO MOATOTOBKE M MPOBEICHUIO
KOH()EPEHTHBIX MEPOIPUSTHIA;

— mpaBuia ohpOpMIICHUS! JOKYMEHTOB, CO37aBa€MBIX B IPOIIECCE MOATOTOBKU U IMPOBEICHUS
KOH(EPEHTHOTO MEPOIPUSITHS,;

— COCTaB BHYTPEHHHUX U BHEITHUX WH()OPMALIMOHHBIX TOTOKOB;

— PYKOBOJICTBO CTPYKTYPHBIX [TO/Ipa3IeIeHUi, 00pa31ibl MOJIUCEN UL, UMEIOLINX IPaBO

— TIOAMHMCAHUS U YTBEPXKIACHUS JOKYMEHTOB, U OTPAHUYCHUS 30H UX OTBETCTBEHHOCTH;

—  BUBI HOMEHKIIATYp JIe], 001Ire TpeOOBaHUS K HOMCHKIIATYPE eI, TIOPSI0K paboThI C Held;

— mnopsgok dopmupoBaHus U odopmieHUs nen, crnenuPuKy GopMHUpPOBaHUS OTAEIBHBIX
KaTeropui J1e;

— IIpaBWJjIa XpaHEHUs JeJ1, B TOM YUCIIE C TOKYMEHTaMU OIPaHUYEHHOTO JOCTYIIA;

— TpaBWja BBIJAYM U HCIOJB30BAaHHUS JOKYMEHTOB M3 C(HOPMUPOBAHHBIX JI€J; TMOPSIOK
WCIIOJb30BAaHUSI THUIMOBBIX WJIM BEJIOMCTBEHHBIX IE€PEYHEN JOKYMEHTOB, OMNpEAeTIeHUs
CPOKOB XpaHEHUs B MPOILECCE IKCIEPTU3BI IEHHOCTH JIOKYMEHTOB;

— BUJBI ONKCEH JIe] OpraHu3aluy U MOPsIOK PabOTHI C HUMH.

KonnuectBo 4YacoB Ha OCBOEHME NporpaMMmbl Ipo(ecCHOHATBLHOrO MOAyns (cC
y4eTOM MpakTUkH): 583 yaca.
dopma NpOMEKYTOUYHOM aTTECTALMU: IK3aMeH KBAJIU(PUKAMOHHBII.

AHHOTAINUA TPOTPAMMBI IPO®ECCUOHAJIBHOI'O MOAYJIA
MM.02 OPTAHU3AILIMSAA APXUBHOM PABOTHI IO JIOKYMEHTAM
OPTAHM3AIIMI PA3JIMYHBIX ®OPM COBCTBEHHOCTH

[Tpodeccuonanbublit Moaynb [IM.02 «Opranusanus apxuBHON pabOTHI O JOKYMEHTaM
OpraHu3anuil pa3IMIHbIX (HOpM COOCTBEHHOCTH» BXOAUT NMPOGECCHOHATBHBIN ITUKII.

[Iporpamma npodeccuonanbroro moayist [IM.02 Opranuzanust apxuBHOW pabOTHI MO
JIOKYMEHTaM OpraHu3aiuil pa3inyHblX (OopM COOCTBEHHOCTH TO3BOJISIET OCBOUTH BHUJ
nesitenbHOCTH (BJ]): Opranusarust apxuBHOW pabOTHI [0 JOKYMEHTAM OpraHHU3aldil pasiTuIHbIX GopM
COOCTBEHHOCTH U COOTBETCTBYIOIIUX MPOPECCHOHANBHBIX KOMITETEHIIHH:

MK 2.1. OcymecTBiusTh KOMIUIEKTOBaHHE AapXWBHBIMH JielaMH (JIOKyMEHTaMH) apXHuBa
OpraHu3aIHH.

I[IK 2.2. Bectn yu€r apXuBHBIX Je€1 (AOKYMEHTOB), B TOM 4YHCIE C HCIOJIb30BAHUEM
aBTOMATHU3UPOBAHHBIX CHCTEM

IIK 2.3. OcyuiecTBisTh XpaHEHHE APXUBHBIX el (JOKYMEHTOB) C MOCTOSHHBIM CPOKOM
XPpaHEHUs U 110 JINYHOMY COCTaBYy B apXHMBE OpraHU3aluu

[IK 2.4. OcymiecTBasTh XpaHEHUE, KOMIUIEKTOBAHUE, YUET U UCIIOJIb30BAaHUE JIe]T (JOKYMEHTOB)
BPEMEHHOI'O XpaHEHUs

23



IIK.2.5 OcymecTBisaTh HUCMONB30BAHWE AapPXUBHBIX N7 (JOKYMEHTOB), B TOM YHCIE C

HCIIOJIb30OBAHHUEM aBTOMATU3UPOBAHHBIX CUCTCM

C OCJIBKO OBJIaACHHA OCHOBHBIM BHIAOM JCATCIBHOCTH W COOTBECTCTBYIHOIIMMHU

HpO(beCCI/IOHaJ'IBHBIMI/I KOMIICTCHIUSIMH o6yqa}omm71c;1 B XO0A€ OCBOCHUA HpO(l)eCCI/IOHaJ'II)HOFO

MOAYJIA OOJIKCH:

HMETb npaRanecmlﬁ OIIBIT:

OCYUIECTBJIATh ~ KOMIUIEKTOBAaHME  apXUBHBIMU  JeldaMu  (IOKyMEHTaMH)  apxHBa
OpraHu3anuu

BECTM Y4Y€T AapXMBHBIX J€1 (JOKYMEHTOB), B TOM 4YHCJIE€ C MHCIIOJb30BaHUEM
aBTOMAaTU3UPOBAHHBIX CUCTEM

OCYILECTBIIATh XpaHEHUE aPXUBHBIX JI€JT (JIOKYMEHTOB) C IOCTOSIHHBIM CPOKOM XPaHEHUS U
110 JINYHOMY COCTaBY B apXMBE OpraHU3aALNH

OCYIIECTBIATh XpaHEHHE, KOMIUIEKTOBAHUE, YUET U MCIOIb30BaHUE el (JIOKyMEHTOB)
BPEMEHHOI'0 XPAHEHUS

OCYLIECTBJIIEHHE MCIOJb30BAaHUE AapPXUBHBIX Ji€1 (JIOKYMEHTOB), B TOM 4HCIIE C
HCIIOJIb30BAHUEM aBTOMATU3UPOBAHHBIX CUCTEM

yMeThb:

paboTarth ¢ nospasaeaeHusIMU/OpraHu3alusIMI UICTOYHUKAMHU KOMIUIEKTOBAHHUS apXUBa;
IIPUHUMATh apXUBHbIC Jie1a (JOKYMEHThI) Ha HOCTOSIHHOE WJIN J10JIFOBPEMEHHOE XPAaHEHHUE;
y4acTBOBaTb B IIPOBEACHHUU OKCIEPTU3bl LEHHOCTH PA3JIMYHBIX THUIIOB M BHUJIOB
JOKYMEHTOB B COOTBETCTBMM C BHYyTPEHHUMU pEriIaMEHTaMH OpPraHU3allnu;

MPUMEHSTH B pab0Te peKOMEHAAINH FKCIIEPTHO-IIPOBEPOYHON KOMUCCUH MITU SKCIIEPTHOM
KOMHUCCHH OPTaHU3ALINN;

MIPUMEHSTh IEPEYHH C YKA3aHUEM CPOKOB XpAaHEHHUs JelT (JIOKYyMEHTOB);

co0JIt0JaTh HOPMATHUBHBIE CPOKH XpaHEHUS 1€l (IOKyMEHTOB);

BECTHU YUYET HCTOYHUKOB KOMIIEKTOBAHUS apXUBa;

UCIIOJIb30BaTh IEPEAOBON OTEUECTBEHHBIM M 3apyOekHBIH OMBIT MO KOMIUIEKTOBAaHUIO
apxuBa JieJaMu (JOKYMEHTaMH1) OCTOSIHHOTO U IOJITOBPEMEHHOTO XpaHEeHMUS;
HCII0JIb30BaTh COBPEMEHHBIE ABTOMAaTU3UPOBAHHBIE, MH(pOPMalMOHHbIE u
TEJIEeKOMMYHUKAIIUOHHBIE ~ TEXHOJIOTMM  JIOKYMEHTUPOBAHHBIX cep  AesTeNbHOCTH
OpraHu3alH.

MOJIb30BAaThCsl YUYETHBIMH JOKYMEHTaMH B paMKax O3JEKTPOHHBIX HH(OPMAIIMOHHBIX
CHCTEM JIOKyMEHTHPOBAHHBIX Cep AeATeIIbHOCTH OpraHu3aluu;

M0JIb30BATHCS cepTu(UIUPOBAHHBIMU aBTOMATHU3UPOBAHHBIMU CUCTEMaMHU
JOKYMEHTUPOBAaHHBIX C(ep MesATeIbHOCTH OpraHu3alu 1Mo Y4€Ty, pErucTpaium,
KOHTPOJIIO /1€ (IOKYMEHTOB);

MOJIb30BaThCsl MH(DOPMAIIMOHHO-CIIPABOYHBIMU CHCTEMaMU JOKYMEHTHUPOBAHHBIX cdep
JESTEIbHOCTH OpraHu3aluy;

BECTH CIPAaBOYHO-TIOUCKOBBIE CPEJICTBA K APXUBHBIM JIeJIaM (JJOKYMEHTaM);

BECTH y4ET CTPaxoBOro (DOH/Ia apXUBHBIX JIE] (IOKYMEHTOB);

IIPUMEHSATh HOPMaTUBHBIE [TPABOBBIE AKThI, JOKAJIbHbIE HOPMATHUBHBIE AKThI OpraHU3aLUH U
METOAMYECKUE TOKYMEHTHI B 00J1aCTH yuEéTa apXUBHBIX el (JOKYMEHTOB);

BHOCUTbh NPEJIOKEHHsI 110 COBEPLICHCTBOBAHMIO METOJIUYECKOT0o obecredeHus yuéra
Pa3HBIX BUAOB JIOKYyMEHTOB B JOKYMEHTHPOBAHHBIX c(hpepax IesTebHOCTH OpraHU3alHu.
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OpPraHU30BBIBaTh M 00€CHEUMBaTh XPAaHEHHE Jell (JOKYMEHTOB) BPEMEHHOI'O XpaHEHUs
OpraHu3alK B TPAJULIMOHHOM U B 3JIEKTPOHHOM BHJIE;

KOHTPOJIMPOBATh pa3padOTKy CTPYKTYPHBIMH IOJPA3ACICHUAMU OIUCEH M aKTOB O
BBIJICJICHUM HA YHUUYTOXKEHUE /€] (JJOKyMEHTOB) BPEMEHHOT'O XpaHEHMs B TPaJAULIMOHHOM
U B DJIEKTPOHHOM BU/JIE;

(GopMHpOBATh E€IUHMIIBI XPAaHEHUS JOKYMEHTOB JUIsl MX IOCIEAYIOIIEro pa3MeIleHUs B
apxuBe OpraHU3aluY;

COCTaBJISITh CIIPABOYHO-TIOMCKOBBIE CPEJICTBA K ApXUBHBIM Ji€JIaM (JOKYMEHTaM);
OCYILIECTBIIATH MOUCK JIEJT (JIOKYMEHTOB) BPEMEHHOT'O XPAHEHHUS B IIPOLIECCE UX XPAHEHUS B
CTPYKTYPHBIX IIOJIpa3e/ICHUsAX U apX1UBE OpraHu3aliy;

OCYIIECTBIISATH METOANYECKOE PYKOBO/ICTBO OpraHU3alMel XpaHeHus Aell (JOKyMEHTOB) B
CTPYKTYPHBIX NOJIpa3AieieHUsIX OpraHu3aluy;

OKa3bIBaTh CTPYKTYPHBIM MOJPa3IEICHUIM IPAKTUUYECKYIO TOMOIIb B

OpraHM3aliy XpaHeHus Jie1 (JOKyMEHTOB);

pa3pabarbIBaTh CIpaBOYHO-UH(POPMALIMOHHBIE  JOKYMEHTHI  TIO OpraHu3aluu
UCIOJNb30BaHUS  Jiel  (JIOKyMEHTOB) BPEMEHHOTO  XpaHEHUs B  CTPYKTYpPHBIX
MIOJIpa3/IeICHUsAX U apXUBE OpraHu3aluiy;

IPOBOJUTH HKCIEPTU3Y LIEHHOCTH el (JJOKYMEHTOB) BPEMEHHOTO XPAHEHUSs, IEePEAaHHbIX
B apXMUB;

OIpeNieNATh CPOKH XpaHEHHUs A€l (JOKYMEHTOB) BPEMEHHOI'O XPaHEHHUS;

o0OecnieunBaTh 3alIMTy Jel (JOKYMEHTOB) BPEMEHHOIO XpaHEHHs B OpraHU3alUdd OT
HECaHKLMOHMPOBAHHOTO JOCTYTA NN YHUUTOXKECHHUS,

IPOBOAUTH (U3NYECKOE YHHUUYTOXKEHHE JeNl (JOKYMEHTOB) BPEMEHHOIO XpaHEHHUs C
UCTEKUIMMH  CPOKaMU  XpaHEHUsi  IOCJe€  COIVIACOBAaHUS  CO  CTPYKTYpPHBIMU
MO/Ipa3IeJIeHUMU OpraHU3aliy;

oopMIATh Y4ETHBIE JOKYMEHThl 00 YHHUYTOXKEHUH Jiel (JOKYMEHTOB) BPEMEHHOIO
XpaHEHUs C HUCTEKUIMMM CPOKAMHM XPAHEHUS COBMECTHO CO  CTPYKTYPHBIMHU
MO/Ipa3IeJICHUSIMU OpraHU3aLiH.

CHUCTEMaTH3UpOBaTh M 000OIIATh CBEIEHUS O COCTaBe M COJCPKAHWU apXUBHBIX €I
(1OKyMEHTOB);

MCIIOJIb30BaTh MH(OPMALIMOHHBIE TEXHOJIOTUH B 00JIACTH CO3/IaHUS CIIPABOYHO-TTOMCKOBBIX
CPEICTB apXHBa U JOKYMEHTUPOBAHHBIX c(hep AeSITeTbHOCTH OpraHU3alHig;

dbopMUpOBAaTh OCHOBHBIE M BCIOMOIaTeIbHBIE BHJIbI APXMBHBIX CIPABOYHHUKOB B
AJIEKTPOHHOU (popme;

MOJrOTaBIUBaTh WH(POPMAIIMOHHBIE JOKYMEHTHI 110 3alpocaM IOJIb30BaTeNeil pa3inyHbIX
KaTeropuil.

3HaThb:

HOpPMAaTHBHBIE MPaBOBbIe akThl Poccuiickoit dexnepanuu B chepe AeIOMPOU3BOACTBA U
apXMUBHOTO JIENa;

Hay4YHO-METOJANYECKUE KPUTEPUHU IKCIEPTU3bl LICHHOCTH PA3JIMYHBIX TUIOB U BHUJOB JEI
(1OKyMEHTOB);

TEOPETUYECKUE U METOJINYECKUE ACTIEKThl KOMIUIEKTOBAHUS U AKCIIEPTU3bI LIECHHOCTU BCEX
BHUJIOB JJOKYMEHTOB;

BU/[IbI, PA3HOBUIHOCTH U (JOPMATHI BCEX BUJIOB IOKYMEHTOB;
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YHU(DUIIUPOBAHHYIO CUCTEMY OPTaHU3AIMOHHO-PACHIOPSAUTEIbHON TOKYMEHTAINH;
CTaHJapTHl 0(OPMIICHUS OPTaHU3ALMOHHO-PACTIOPAIUTEIBHON JOKYMEHTALIUH;

CIOCOOBI M TEXHOJOTMH JTOKYMEHTHPOBAHUS PA3IMYHBIX BUIOB TNPO(ecCHOHAIBHOM
NESTENIbHOCTH;

OpraHu3allMOHHBbIE MPUHLMUIBl KOMIUIEKTOBAHHUS Jel (JOKYMEHTOB) OrpaHMYEHHOTO
JOCTYTa;

TpeOOBaHUS OXpaHbI TPY/A.

HOpPMAaTUBHBIC MpaBOBBIe aKThl Poccuiickoit Dexeparyiu B chepe NeIONnporu3BOJCTBA H
apXMUBHOIO JIEJ1a;

METOAMYECKUE TOKYMEHTHI M HAI[MOHAJIbHBIE CTAHAAPTHI B 00JIACTH yU€Ta JOKYMEHTOB H
JOKYMEHTHPOBAaHHBIX c(ep ACITEeTHbHOCTH OpraHnu3aIluig;

OTEUYECTBEHHbIE U 3apyOekHbIe CEePTHU(PUIMPOBAHHBIE CHCTEMbl aBTOMATH3WPOBAHHOTO
y4éTa apXUBHBIX /1] (IOKyMEHTOB);

TpeOOBaHUs K YUETY 0000 IEHHBIX U YHUKAIBHBIX apXUBHBIX /1] (JIOKYMEHTOB);

CPOKH BBIMOJTHEHUSI paboT 10 YUETY apXUBHBIX /1] (JOKYMEHTOB);

oO01Ire MPUHIIUIIBI Y4E€Ta U KOMIUIEKTOBAHUS J1e] (JOKYMEHTOB) OTPAaHHMUEHHOTO JJOCTYIIA;
TpeOOBaHUs OXPAHBI TPYJA.

HOpMaTUBHBIE IpaBoBbIe aKThl Poccuiickoit ®Denepanuu B chepe NEIONPOU3BOJACTBA U
aApXMUBHOTIO JIEN1a;

HOpMaTHBHBIE IpaBoBbIE aKkThl Poccuiickoit denepaninu B 0071aCTH 3aIUThI IEPCOHATBHBIX
JTAHHBIX;

HOpMaTHUBHbIE MTpaBoBble akThl Poccuiickoit deneparuu B 001acT KOHGUACHIIMATBEHOCTH
UH(pOPMAIHH;

METOAMYECKUE JOKYMEHTHI U HallMOHAJIbHbIE CTAaHAAPTHI B 00J1aCTH AETIONPOU3BOICTBA U
apXUBHOIO JIENa;

METOJIMKa pa3pabOTKH (OpM YUETHBIX JOKYMEHTOB B TPaJWLMOHHOM U B 3JIEKTPOHHOM
BH/IE;

IIpaBUJIa CUCTEMAaTH3alluU U KJlacCU(UKALUU TOKYMEHTOB,;

0COOEHHOCTH OpraHU3alluu XpaHEeHUs e (JOKYMEHTOB) Ha pa3IN4HbIX HOCUTEIISX;
KpUTEpUU OTpeAeNeHUs] LIEHHOCTH e (AOKYMEHTOB) JJisi JajbHEHIIEro XpaHeHUs WiIn
YHUUTOXKEHHUS;

TpeOOBaHUs K MpoOLeCCaM YHUUTOXEHHUS MH(OpMAIMK B TPAAULMOHHOM U 3JIEKTPOHHOM
BH/IE;

TpeOOBaHUsI OXpaHbI TPY/Ia.

HOpMAaTHBHBIE TIPaBOBbIE aKkThl Poccuiickoit denepanuu B chepe 1enonponu3BOJICTBA;
HOpMaTHUBHbIE ITpaBoBbIe akThl Poccuiickoil @enepanyiv B 00JaCTH 3alIUThI HEPCOHAIBHBIX
JTAHHBIX;

METOAMYECKHE JJOKYMEHTHI B OOJIaCTH HCIHOJB30BAHUS M MyOIMKALMU apXUBHBIX €I
(ITOKyMEHTOB);

cepTu(UIMpPOBaHHbIE WH()OPMAIIMOHHO-TIOMCKOBBIE CHUCTEMBI B 00JIACTH pa3pabOTKH
HAY4YHO-CIIPAaBOYHOT'O armapara JOKyMEHTHPOBAHHBIX cep NesTeNbHOCTH OpraHu3alluu;
CPOKH BBITMOJIHEHUSI pabOT 10 OpraHu3alliy UCIOIb30BaHUS apXUBHBIX JIE] (JIOKYMEHTOB);

OpraHnu3allMOHHBIC TPUHIHUIIBI KUCIIOJIb30BAHUA JOKYMCHTOB OI'PAHUYCHHOTO JOCTYIIA,
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— TpeboBaHUS K MOATOTOBKE apXUBHBIX CIPABOK U BBIMMHCOK U3 aPXUBHBIX JOKYMEHTOB;
— TpeboBaHUS OXpaHBI TPY/IA.

KomuuectBO  4WacoB Ha  OCBOGHHE  MIPOTpaMMbl MPO(HECCHOHATBEHOTO MOIYJIS (C
y4eToM NpakTuku): 433 gaca.

dopma NpOMEKYTOUYHOM aTTECTALIMU: IK3aMeH KBAJIU(PUKALMOHHBII.

AHHOTAIUA IPOT'PAMMBI TIPO®PECCUOHAJIBHOTI'O MOAYJIA
IIM.03 BBIIIOJTHEHHUE PABOT 110 OJHOM WJIM HECKOJIBKUM
HPOPECCUAM PABOYUX, JOJKHOCTAM CIHYKALIUX

[Mpodeccrnonansubiii Moayns [IM.03 «BeimonHeHne padoT O OJHON UM HECKOJIHKUM
npodeccussM pabounx, MOIHKHOCTAM cirykanux (BemomHeHue paboTt mo paboueit mpodeccun
CEeKpeTaph)» BXOAUT NPOPEeCCHOHATBHBIN IUKII.

[Iporpamma npodeccuonanpaoro moayis [IM.03 BreimomHerne paboT 1Mo OXHOW WK
HECKOJNIbKUM TmpodeccusiMm  paboumx, HAODKHOCTSIM —CIYXKAllUX TO3BOJISIET OCBOUTH BH/
nestenpHocTy (BJl): BoimonHenue paboT mo ofHOM MM HECKOJBKHUM IpodeccusM padouux,
JOJKHOCTSIM CITY>KalllUX U COOTBETCTBYIOIIUX MPOPECCUOHANBHBIX KOMITETECHIIUH
[IK 1.1 OcymiectBnath npuéM-niepenady yrnpaBlIeHYECKOH HH(OpMAlMU C MOMOIIBIO CPENCTB
MH(OPMALIMOHHBIX U KOMMYHHKAITMOHHBIX TEXHOJIOTHI
I1K 1.2 KoopaunupoBaTb paboTy NPUEMHON PYKOBOJUTENSA, 30H MPUEMa PA3IUYHBIX KaTeropuit
ITOCETUTENEN OPraHu3alun
I1K 1.3 Bnasers HaBbIKaMM IUTAaHUPOBAHMSI pabOUYero BpeMEHU PyKOBOAMTEINS U CEKpeTaps
IIK 1.4 OcymiecTBasTh HOATOTOBKY JEJIOBBIX MOE3/I0K PYKOBOJIUTENS U JIPYTUX COTPYIHUKOB
OpraHu3aIuu
[1IK.1.5 Brnaners cnocoGamu opraHu3anud pabodero MpOoCTPaHCTBA NpPUEMHOM U KaOuHeTa
PYKOBOJIUTEIIS.

[1IK.1.6 OcyuiecTBisTh pabOTy MO MOATOTOBKE M MPOBEAECHUIO KOH(DEPEHTHBIX MEpONPHITUH,
obecrieunBaTh MH(POPMALMOHHOE B3aMMOJEHCTBHE PYKOBOJIUTENS C IMOJAPA3/AEICHUAMU U
JOJDKHOCTHBIMHU JIMIIAMH OpTaHU3aLiu.

[IK.1.7 OdopmasTs OpraHU3allMOHHO-PACTIOPSIUTEIbHbIE JOKYMEHTBl U OPraHU30BBIBATbH
paboTy ¢ HUMH, B TOM YHCJIE C UCTIOJIB30BaHUEM aBTOMATU3HPOBAHHBIX CHCTEM.

[TK.1.8 OopmiiATh TOKYMEHTHI IO TUYHOMY COCTaBY M OPraHU30BBIBATh PabOTy C HUMHU, B TOM
YHCJIE C UCIIOJIb30BAaHUEM aBTOMATU3UPOBAHHBIX CHCTEM.

[1K.1.9 Opranu3oBbIBaTh TEKyIlleE XpaHEHUE JOKYMEHTOB, 00pabOTKy el /11l ONepaTUBHOTO U
aApPXUBHOI'O XpPaHEHHUsI, B TOM YHCJIE C UCIIOJIb30BAaHUEM aBTOMATU3UPOBAHHBIX CUCTEM.

C uenplo OBIAJAECHHUS OCHOBHBIMH BHJAMU JIE€ATENBHOCTH U COOTBETCTBYIOLIMMH
npopeCCHOHATBHBIMU KOMITETEHIIUSAMHU OOYYaroIUICs B X0Jleé OCBOCHHUS MPO(PECCHOHAIBLHOIO
MOJYJISI TOJIXKEH:

HMeThb NPAKTHYECKH I ONBIT B:

— TOJIy4eHHUs] HeOOXOIUMON MH(POPMALMU U Mepe/laud CaHKIIMOHUPOBAaHHOM MH(OpMaIuu ¢
HCTOJIb30BAHUEM CPEJICTB MH(POPMAITMOHHBIX 1 KOMMYHHKAIIMOHHBIX TEXHOJIOTHHA.

— KOOpAMHAUUHU pabOThl MPUEMHONW PYKOBOJAHUTENS M 30H MPUEMA PA3TUYHBIX KaTErOpHi
IMOCETUTENIEN OpraHU3aLNH.

— IUTaHHPOBaHHUS pabOyYero BpeMEHU PYKOBOAMUTENS U pabovero JHS cekpeTapsl.

— OpraHu3alyy JEJOBbIX MOE30K PYKOBOJIUTENS U IPYTUX COTPYIHUKOB OPraHU3ALINH.
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OpraHu3aliy U MoIepKaHus PyHKIIMOHAIBHOTO pab0vYero MpoCTpaHCTBa.

OpraHu3alMy MOATOTOBKM U TPOBEACHUA KOH(PEPEHTHBIX MEpONpUATUH, obecreyeHus
MH(POPMALIMOHHOTO B3aUMOJICHCTBUSL PYKOBOAUTEIS C MOAPA3ACTCHUSAMU U TOIHKHOCTHBIMU
JIMLIAMHA OpraHU3aLuu.

oopmIIeHHS OpraHU3alMOHHO-PACTIOPSIIUTEIBHBIX JTOKYMEHTOB M OpraHU3aluud paboThl ¢
HUMH, B TOM YHUCJIE C UCIIOJIb30BAHUEM aBTOMATU3UPOBAHHBIX CUCTEM.

o(OopMIICHHUS TOKYMEHTOB [0 JIMYHOMY COCTaBy M OpraHM3aly paboTbl C HUMH, B TOM
YHUCJIE C UCIIOIb30BAHUEM ABTOMATU3UPOBAHHBIX CUCTEM.

OpraHu3allMi TEKYIIEro XpaHEHUs JTOKYMEHTOB, OOpaOOTKM Jen Ui ONEpaTUBHOTO M
ApPXMBHOTI'O XPaHEHUs, B TOM YHCJIE C UCIIOJIb30BAaHUEM aBTOMATU3UPOBAHHBIX CUCTEM.

yMeThb:

OpPraHHU30BBIBATH PabOUYee MECTO B COOTBETCTBHUH C TPEOOBAHHUSIMH SPTOHOMHKH M KYJIbTYPBI
Tpyna;

obecnieunBaTh pabodee MecTo U (yHKIIMOHATBLHOE pabodee MPOCTPAHCTBO HEOOXOIUMBIMU
CpeICTBAMU OPTaHU3AIMOHHON TEXHUKH, MEOCIIBIO M KAHIICIAPCKUMHU IMPUHA/IIC)KHOCTIMU;
MOJIZICPYKUBATH CPEIICTBA OPraHU3AIMOHHOM TEXHUKHU B PA00YEM COCTOSHHU;

MIPUMEHSITh B pab0Te CpecTBa HH(POPMAIIMOHHBIX K KOMMYHHKAITMOHHBIX TEXHOJIOTH;
UCIIOJIB30BaTh CPEICTBA WH(POPMAIMOHHBIX M KOMMYHHMKAIIMOHHBIX TEXHOJIOTUH IS
MIOJTyYCHUS U Tiepeadn HHPOPMAIUH;

yCTaHABJIMBaTh W TMOJAJCPKMBATh KOMMYHHKAIIMU B TIPOIIECCE JEIOBOrO OOIICHHUS C
MTOMOIIIBIO CPEJICTB MHPOPMAITMOHHBIX U KOMMYHHUKAIIMOHHBIX TEXHOJIOTHH;

OCYIIECTBIISATE  cOOp, 00pabOTKy WHQOpPMAIMKM, CHCTEMATHU3alUI0 TOMyYaeMbIX |
nepeaBaeMbIX JaHHBIX;

OCYIIECTBIISITH MPOBEPKY JOCTOBEPHOCTH, MOJTHOTHI U HEMPOTUBOPEUYHUBOCTH JaHHBIX,
UCKITIOUeHHe TyOmmupoBaHus HHGOpMaIuy;

CTJIQ)KUBATh KOH(MJIMKTHBIC M CJIOKHBIC CUTYAIIUH MEKITMIHOCTHOTO B3aUMO/ICHCTBHS;
COOTIOAATh STUKET U OCHOBBI MEXAYHAPOIHOTO MPOTOKOJA;

obecrnieunBaTh HHGOPMAITMOHHYIO O€30MIaCHOCTD ACITETFHOCTH OPTaHU3aIHH;

BECTH U HUCIIOJIb30BaTh B paboTe 6a3y KOHTAKTOB OpPraHU3alllu;

BECTH YUYETHBIC PETUCTPALMOHHBIE (OPMBI, HCIONB30BaTh HMX Ui HH(DOPMAIIMOHHON
paboThI U PabOTHI IO KOHTPOJIIO UCTIOHEHUS TOPYUEHUH;

BCTpEYaTh IOCETUTENICH, TOJy4YaTh IEPBHUYHYI0 HMHPOPMAIMIO O TOCETHTENX,
YCTaHABJIMBATH MOPSJIOK MPHUEMA JIJTS PA3IMYHBIX KaTETOPHI MOCETUTENICH PUHUMATE MEPhI
M0 COXPaHEHHUIO KOH(UACHITMATEHONW HHPOPMAITUH B XOJI¢ MTPHEMA IIOCETUTEIICH;

BECTH YUYETHBIE PETUCTPAIMOHHBIE (QOPMBI MO MNPUEMY TMOCETUTENeH U OPOPMIISITH
MIPOIYCKa;

OCYIIECTBIIATH MPUEM, TIepeady U OTIIPABKY IOKYMEHTOB;

OpraHHU30BBIBATH M OPOHUPOBATH MEPETOBOPHBIE KOMHATHI;

CepBUpPOBAThH YaiiHble (Ko(elHbIe) CTONBI B 0(UCE;

BBIOMPATh (POPMBI TUTAHUPOBAHUS ¥ O(DOPMIIATH TUIAHUPOBIIUK (OpraHai3ep) pyKOBOIUTEIIS
U CeKpeTaps;

YCTaHABJIMBATH IIEJH, ONPEACIATh TPUOPUTETHOCT M OYEPENHOCTH BBINIOJIHEHUST paboT |
a¢ddexTuBHO pacnpenensaTe padbodee Bpems;
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COIJIaCOBBIBaTh BCTPEYM M MEPONPHATHA M BHOCUTh MH(POPMALKIO B IIAHUPOBLIMK
(opranaiizep);

MH(GOPMHUPOBATH PYKOBOJHUTENS O MPUOIMKEHUN BPEMEHH U PErilaMeHTe 3arIaHMPOBAHHBIX
BCTPEY U MEPOINIPUSITUH;

BBIOMpAaTh ONTHMAJbHBIE CIIOCOOBI BHEIIHEIO MW BHYTPEHHEro HWH()OPMHUPOBAHUS O
IUTAHUPYEMBIX MEPONPUATHSIX;

COCTaBJIATh U OPOPMIIATH JOKYMEHTHI JUIsl AETIOBBIX MOE3/10K;

OCYILLECTBIIATh TPEBEI-TIOAJIEPHKKY AETOBBIX MOE30K;

COIJIaCOBBIBaTh C IPUHUMAIOIIEH CTOPOHOM NPOTOKOJ IJIAHUPYEMBIX MEPONPHUATHH U
(dbopMHpOBATH IPOTPAMMY JIEJIOBON TTOE3/IKH;

WCIOJIB30BATh CPENCTBA WH(POPMALMOHHBIX M KOMMYHHMKAIIMOHHBIX TEXHOJIOTUH IS
o0ecrieyeHrst B3aMMOJICHCTBUS C PyKOBOAUTEIIEM BO BPEMS €r0 JICIIOBOW MOC3IKH;
0(opMIIATH OTUETHBIE JOKYMEHTHI O JIEIOBOM MOE3/IKE.

OpPraHU30BBIBAaTh IPOLECC TMOATOTOBKU M HPOBEIEHUE KOH(PEPEHTHOIO MEPONpPUATHUS
MH/IMBUYalIbHO U B cOCTaBe paboueil rpynmsl;

JTOKYMEHTHPOBATh Pa3HbIE ATAIlbl MPOLEAYPHl IMOATOTOBKH U MPOBEACHUS KOH(EPEHTHOTO
MEpOIIPUATHS;

COCTABIIATh TPOEKTHl OPraHU3AlMOHHBIX, PACHOPSAUTENBHBIX MW  HH()OPMAIMOHHO-
CIPAaBOYHBIX JIOKyMEHTOB, B TOM YHCJE JOKYMEHTOB, COAEPKAIIMX KOH(HICHIHAIHHYIO
UHPOPMAIIHIO;

0(pOpPMIIATH OPraHU3aAIMOHHO-PACTIOPSAUTENBHBIEC TJOKYMEHTHI (OPUTHHAIBI U KOTINH);
CKaHMPOBATh, KOIMPOBATh U KOHBEPTUPOBATH IOKYMEHTHI B Pa3IIUYHbIC ()OPMATHI;
OCYIIECTBIISATh ~ MPOBEPKY  IPOEKTOB  JOKYMEHTOB HAa  COOTBETCTBHE  IpaBUIIaM
JIeTIONPOH3BO/ICTRA,

MPUHUMATH U IPOBOJIUTH NMEPBUYHYIO0 00pa0OTKY BXOSIINX JOKYMEHTOB,;

MIPOBOJIUTH MIPEIBAPUTEIIFHOE PACCMOTPEHHE BXOISIINX H BHYTPEHHUX JOKYMEHTOB;
PEruCTpUPOBATh BXOSAIINE, HCXOAALINE U BHYTPEHHHE JOKYMEHTHI;

KOHTPOJMPOBATh MapHIPYTU3AIMI0 JOKYMEHTOIIOTOKOB B OpraHW3allui (COTJacoBaHHE,
MOJITMCAaHNE, YTBEPKJICHHE, PETHCTPaLlis, 03HAKOMJICHHE U MCIIOJIHEHUE JOKYMEHTOB);
OCYILIECTBISATH CPOKOBBIA KOHTPOJIb UCTIOJIHEHUS IOKYMEHTOB;

OCYILIECTBIATH 00pabOTKY M OTIPABKY UCXOMAAIINX JIOKYMEHTOB;

COCTABJISATh OTUETHI M AaHAIMTHYECKUE CITPABKH 00 MCTIOJIHEHUH JJOKYMEHTOB;

BECTH MH(POPMAIIMOHHO-CIIPABOYHYIO paboTy 10 JTOKYMEHTaM;

OCYIIECTBIISATE ~ pabOTy C  OpPraHU3alMOHHO-PACTIOPSAUTEIILHBIME  JIOKYMEHTAMH B
aBTOMATH3MPOBAHHBIX CHCTEMAX;

o0ecreynBaTh COXpaHHOCTh NEPCOHATIBHBIX JaHHBIX PAOOTHUKOB,;

OpPTaHU30BBIBaTh JOKYMEHTOOOOPOT IO TPEACTABICHUIO JOKYMEHTOB IO IEPCOHATY B
rOCyJJapCTBEHHbIE OpTaHbl;

OpPraHU30BBIBATh JOKYMEHTOOOOPOT 10 YUYETY U IBUKEHUIO pAOOTHUKOB;

BECTH BOMHCKHI yUYET paOOTHUKOB,

BECTH yu&€T pabouero BpeMeHH pabOTHHUKOB;

o(hopMIIATH OpraHU3aIMOHHO-PACTIOPSAUTEIBHBIE IOKYMEHTHI 110 THYHOMY COCTaBY;

BECTH PETHCTPALNIO, YUET, ONIEPaTUBHOE XpaHEHHE JOKYMEHTOB 10 JMYHOMY COCTaBY;
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BECTH JOKYMEHTALMIO, IOATBEPKIAIONIYI0 CBEICHUS O TPYAOBOH NEATENBHOCTH |
TPYOBOM CTa)Ke PaOOTHHKOB;

¢dbopmHupoBaTh JMYHBIE Jena pabOTHUKOB; O(OPMIIATH JieJia MO JIMYHOMY COCTaBy s
nepenadu B apxuB OpraHU3alny;

paboTath co crienuaIn3upOBaHHBIMU MH)OPMAIIHOHHBIMU CUCTEMaMHU M 0a3aMH JaHHBIX MO
BE/ICHUIO yU€Ta M JBIKCHUIO PAOOTHUKOB;

pa3pabaThIBaTh HOMEHKJIATYPY JI€JI OpraHU3alliH;

IPOBEPSTH NPABIILHOCTH O(OPMIICHHS IOKYMEHTOB U OTMETKH 00 MX MCHOJHEHHUH TIepe]
ux (HOpMUPOBAHHEM B JIEJIO JJIS MOCIEAYIONIETO XPAaHEHHUS;

¢dbopMupoBaTh sena, KOHTPOJIMPOBATH MPABUIBHOE M CBOEBPEMEHHOE pacIpe/elieHue U
MOJIIIMBKY JOKYMEHTOB B JIeJla B COOTBETCTBUU C HOMEHKIIATYPOH e,

MPOBEPATH CPOKH XPAHEHUS JOKYMEHTOB, COCTAaBJIATH IMPOTOKON PabOThI AKCHEPTHOMN
KOMHMCCHH TI0 TIOATOTOBKE IOKYMEHTOB K TIepeaue B apXuB;

COCTABIISAT AKT O BBIICJICHUHU K YHHUTOXCHHIO JOKYMEHTOB, HE MOJISKAIINX XPAHEHHIO;
COCTaBJIAThH aKT 00 YHUYTOKEHUU JIOKYMEHTOB;

OCYIIECTBIISATh TOJHOE WMJIM YaCTUYHOE O(QOPMIICHHE /el BPEMEHHOIO, IOCTOSHHOTO,
JOJITOBPEMEHHOTO CPOKOB XPaHECHUS;

COCTABIISITh OMUCH €T CTPYKTYPHBIX MOJpPa3AeeHH MOCTOSHHOTO, JOJTOBPEMEHHOTO
CPOKOB XpaHEHHS IS TIepeiav JIeJl B apXUB OPTaHU3AIUH.

3HATb:

HOpMaTUBHBIE TIpaBOBble akThl Poccuiickoit denepannu B cdepe MHYOPMANMOHHBIX U
KOMMYHHUKAITMOHHBIX ~ TEXHOJOTHH, MO 3amuTe HWHPOpMAUH, HHOOPMAIMOHHON
0€30macHOCTH, 10 paboTe ¢ 0OpaleHUsIMH TpakIaH, 10 OPraHU3allUU JEJIOBON MOE3KU, B
chepe eIONpPOU3BOJICTBA W aApPXMBHOTO Jena, B cdepe perylupoBaHHS TPYJIOBBIX
OTHOIIICHU;

JIOKAJIbHbIE ~ HOPMATUBHBIE  aKThl,  PErJIAaMEHTUPYIOLIUE  JESITeNbHOCTh  CIIYXKObI
JIEIONPOU3BOJICTBA U €€ paOOTHUKOB, OPTaHU3AIINIO0 BEJACHHS JEIONPON3BOACTBA, NIEpeaady
JIeNl B apXUB OPTaHHU3aIiH, a TAKXKE periaMeHTHPYIOUINE TPYI0BbIe OTHOIICHHUS,

CTPYKTYypy OpraHusanud, e€ 3agaud W (QYHKIHW, pacupenesicHne QYHKIUH MexIy
CTPYKTYPHBIMH MOAPA3JICICHUSIMHU U CIICIIHATUCTAMH,

TpeOOBaHUS OXpaHbI TPYAA, IPOU3BOJACTBEHHON CAHUTAPHUH, TPOTUBOIIOKAPHOM 3aIUTHI;
OCHOBBI TIPABWJILHOW OpTraHM3alMHM TPYyJa W METOABl IMOBBIMICHUS ero 3()(PEeKTUBHOCTH;
OCHOBBI YIIPABIICHUS BPEMCHEM;

BUJIbI OPTAHU3AIIMOHHON TEXHUKH U TIPaBUIIa pabOTHI C HEll;

METO]IbI 00paOOTKH U 3alTUTHI HHGOPMAITUHU C IPUMEHEHHEM CPEJICTB MH()OPMAIIMOHHBIX U
KOMMYHHKAITMOHHBIX TEXHOJIOTHIA;

COBpeMeHHBbIC WH(OPMAIMOHHBIE ¥ KOMMYHHUKAIMOHHBIE TEXHOJIOTUH, NMPUMEHIEMBIC B
paboTe ¢ TOKyMEHTaMH, B TOM YHCJIE 110 JINYHOMY COCTaBY;

STUKET ¥ OCHOBBI MEXKTyHAPOIHOTO IMPOTOKOJIA;

ATHUKY JEJIOBOTO OOIIEHMS;

MIpaBUJIa PYCCKOTO SI3BIKA;

MpaBHJIa PEYCBOTO ITUKETA;

MIpaBJIA TIOICPKAHMS U PA3BUTHS MEKIMYHOCTHBIX OTHOIIICHHIA;

IIpaBUJIa IIPOBEICHHUS IEJIOBBIX IIEPErOBOPOB;
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— IIpaBUJIa OPraHU3aLUU IPUEMA IIOCETUTEIIEH;

— TpaBHJIa CEPBUPOBKH YaHOTO (KO(EHHOT0) CTONA;

— TOpSAA0K ITOATOTOBKH U IOKYMEHTHUPOBAHUS J1€JI0BOM MOE3/KY;

— HHTepHeT-pecypchl A1 OCYIIECTBICHUS TPEBEN-TIOAAEPKKH JIETOBBIX II0E3]10K;

— KOMIUIEKC OpraHU3alMOHHO-TEXHUYECKUX MEPONPUSITUNA IO MOATOTOBKE U MPOBEACHUIO
KOH(EPEHTHBIX MEPOTIPHUATHIA;

— mnpaBuiia opopMIIeHUSI TOKYMEHTOB, CO3/1aBa€MbIX B MPOILECCE MOATOTOBKH U MPOBEACHMUS
KOH(EPEHTHOTO MEPOIIPUSATHS;

— COCTaB BHYTPEHHHUX U BHEIIHUX WH()OPMALIMOHHBIX TIOTOKOB;

— PYKOBOJICTBO CTPYKTYPHBIX MOJApa3IeICHUN, 00pa3iibl MOJIUCEH JHI, UMEIOIINX IPaBO

— TOJNHUCAHMS U YTBEPKACHUS JOKYMEHTOB, U OTPAaHUYEHUS 30H UX OTBETCTBEHHOCTH;

—  BUBI HOMEHKIIATYp JIe], 001Ire TpeOOBaHUS K HOMCHKIIATYPE eI, TIOPSI0K paboThI C HEld,

— mnopsgok GopmupoBaHus U odopmieHUs nen, crneuuPuKy GopMHUPOBaHUS OTAEIBHBIX
KaTeropui Jei;

— IIpaBWJIa XpaHEHUs JeJ1, B TOM YUCIIE C TOKYMEHTaMU OIPaHUYEHHOTO JOCTYIIA;

— TmpaBuia BbIJIaYM U HUCIIOJIb30BAHUSA JIOKYMEHTOB M3 C(HOPMUPOBAHHBIX JET; MOPAIOK
UCIIOJIb30BAaHUSl THUIIOBBIX MWJIM BEJOMCTBEHHBIX IEPEYHEH JIOKYMEHTOB, OIpPEJEICHUS
CPOKOB XpaHEHUs B MPOLECCE IKCIEPTU3bI HEHHOCTH JIOKYMEHTOB;

— BUJBI ONKCEH 1€ OpraHu3aluu 1 MOPsI0OK padOThl C HUMH.

KonnuectBo 4YacoB Ha OCBOEHHE NporpaMMbl IpOo(ecCHOHATBLHOrO MOAyns (cC
y4eTOM MpaKTUKH): 422 yaca.
dopma NpOMEKYTOUYHOM aTTECTALMU: IK3aMeH KBAJIU(PUKAMOHHBII.

AHHOTAIIAA TPOTPAMMBI YYEBHOM 1 TPOU3BOJICTBEHHON
INPAKTUKHA

[lopsnox opraHu3ay M NPOBEIACHUS MPAKTUKH OOYyYaloIUXCs OIpeNeieH MPUKa3oM
MunucrepctBa oOpa3oBanusg U Hayku P® m Munucrepcrsa npocsenienust P® or 05 asrycra
2020 1. Ne 885 /390 «O mpakTHueCKOl MOATOTOBKE 00YUAIOITIXCS».

[IpakTnueckass NOArOTOBKA TIpU IPOBEIEHUM IPAKTUKA OPraHU3yeTcsl IyTeM
HETMOCPEJICTBEHHOTO BBIMOJHEHHUS O0YYarOIMMUCS OINpPENeIEHHBIX BUOB paboT, CBA3aHHBIX C
Oyny1ieit mpodecCHoHANbHON AESITETbHOCTHIO.

O6pazoBaTenpHas nporpamMma npearnonaraeT MIPOXOKICHUE y4ueOHOMH u
MIPOM3BOJICTBEHHOW NPaKTUKH. YdeOHas MpakTUKa B KOJMYECTBE 4 HENeNb peaju3yercs B
KOJUIeJDKE,  uYepelnysicb €  HMHBIMH  KOMIIOHEHTaMH  O0Opa30BaTelbHOW  MpPOTrpamMMmbl
(paccpeoTO4eHO) B COOTBETCTBUU C KaJCHAAPHBIM YUEOHBIM IpadHUKOM U YYEOHBIM IJIAHOM.
[Ipon3BojacTBEHHAss NpakTHMKa B KOJIMYECTBE & HENENIb pEAJIN3yeTcsi HENpPEpPhIBHO B
OpraHU3alMsX, CBSI3aHHBIX C Oy y1Iel mpodeccuoHaTbHON 1eATEIbHOCTBIO

IF'OCYIJAPCTBEHHAS UTOI'OBASI ATTECTALIUA BBIITYCKHUKOB.
dopMoOli TOCYIAapCTBEHHON WTOTOBOM aTTecTanuu mo chnenuaibHoctn  46.02.01
«/lokymMeHTallmOHHOEe ~ OOecliedeHne  YIpaBlICHHS M apXUBOBEICHHE»  SIBIISCTCS
HGMOHCTpaHHOHHBIﬁ 3K3aM€H U JUIIJIOMHAas pa60Ta. Focy,uapCTBeHHa;I UTOoroBass arrecrauda
3aBeplIaeTcs MPUCBOCHUEM KBaNU(UKAIMK CHEIUAIMCTA CPEAHET0 3BEHA «CHEIHAIUCT TIO0
JOKYMEHTAITMOHHOMY OOECIICUCHHIO YIPABICHHUS U apXUBHOMY feny». Ilopsmok mpoBeneHHs
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rOCy/IapCTBEHHOM HWTOIrOBOM arrtectauuu pernamentupyerca [Ipukazom MuHIpoCBeICHUS
Poccun ot 08 Hos16pst 2021 1. Ne800 «O6 yrBepknenun [lopsiaka nmpoBeaeHUs rocy1apcTBEHHON
UTOTOBOM arTrecTaui 1Mo 00pa3oBaTeNbHBIM IpOrpaMMaM CpeiHero MnpodecCHOHaIbLHOTO
oOpasoBanus» (3aperucTpupoBaH MwuHHCTEpCcTBOM Ioctunmu Poccuiickoir ®Penepanun 07
nexabpst 2021 r., peructpanuonubsiii Ne 66211). TpeGoBanust K coaepKaHUIO, 00bEMY H
CTPYKTYpE HIWIUIOMHOH palOThl, M JEMOHCTPALMOHHOMY 5K3aMEHY KOJUIE/DK OIpEaelisieT B
IporpaMMe TOCYAapCTBEHHOM WTOTrOBOM arrecTauMd M (OHIAX OICHOYHBIX CPEJCTB,
paspaboTannbix B coorBeTcTBUU ¢ TpeboBanusmMu O@I'OC CIIO no cnenuaibHOCTH.

3amanuss UIA  JEeMOHCTPAIlMOHHOTO  JK3aMeHa  pa3pabaThIBalOTCS HAa  OCHOBE
npodeccuoHaNbHBIX CTAHJAPTOB U C YYETOM OLIEHOYHBIX MaTepuason, pazpadbotanueix ®I'BOY
JAIIO  «MHCTUTYT pa3BUTHS NPOPECCHOHANBHOTO O0Opa3oBaHUs», MPHU YCIOBUU HAIWYHS
COOTBETCTBYIOIIMX MPOPECCHOHATBHBIX CTAHJAPTOB U MaTEPHAJIOB.

B xome 'MA oneHuBaeTcsi CTENEHb COOTBETCTBUS C(HOPMUPOBAHHBIX KOMITETECHIIHIA
BbITYCKHUKOB TpeboBaHusiM @I'OC. 'MMA opranu3oBbIBaeTCs KaKk JEMOHCTPALMS BBIITYCKHUKOM
BBIIIOJTHEHUS] OJTHOT'O MJIM HECKOJIBKUX OCHOBHBIX BUJIOB JI€ATEIBHOCTHU IO CHEIUAIBHOCTH.

K rocyngapcTBeHHO HWTOroBOM arTecTalMM JOMYCKAlOTCS JIUIA, BbIIOJHUBIINE
TpeOoBaHusl, MPEAYCMOTPEHHBIE MPOrpaMMOM W YCIENIHO MPOMIEIIINEe BCE MPOMEKYTOUYHbBIE
aTTECTAllMOHHBIE HCIIBITAHUSA, MPEAYCMOTPEHHbIE MporpaMMaMH Y4YeOHBIX JUCLMIUIMH U
npodeccnoHabHBIX  MOAyJielH. HeoOXomuMbIiM  yCIOBHEM JOIyCKa K TOCYAapCTBEHHOM
UTOTOBOM aTTECTallMM SBJIAETCS IPEICTaBICHUE JTOKYMEHTOB, IOJTBEP)KIAIOLUIMX OCBOCHUE
oOyyaroluMcsi KOMIIETEHIIM NpH HM3yYEeHUM TEOPETHUYECKOTo MaTepuaja M IPOXOXKIAECHUU
MPAKTUKH MO KaX/0MY U3 OCHOBHBIX BH/I0B PO(PECCUOHANBHOM NeATETbHOCTH.

B xome rocymapCTBEHHOM MTOTOBOM aTTECTAlMM 4IEHAMU TIOCYAapCTBEHHOU
JK3aMEHALIMOHHOW  KOMMCCHM  TIPOBOJUTCS  OLICHKA  OCBOCHHBIX  BBIIIYCKHHKaMH
npoeccoHaNbHBIX U OOIIMX KOMIETEHIMH B COOTBETCTBUU C KPUTEPUSIMH, YTBEPKICHHBIMU
0o0pa30BaTeNbHbIM YUPEXKACHUEM II0CJIE€ IPEIBAPUTEIHHOIO MOJOKUTENBHOIO 3aKIIOUEHUs
paboToarTenei.

JIuam, poIIEIIMM COOTBETCTBYIOIIEe O0yuyeHHE B MOJHOM O0bEME M aTTeCTallHIo,
00pa3oBaTeNbHBIMU YUPEXKICHUSIMU BBIIAIOTCS TOKYMEHTHI FOCY1apCTBEHHOI0 00pa3ia.
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