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OO0pazoBatenbHas mporpaMma CpeaHero mpodeCcCHOHATBFHOT0 00pa30BaHus MO CIEIUATFHOCTH
46.02.01 loxymMeHTaIlMOHHOE O0ecliedeHne YIpaBJeHUs U apXHWBOBEIEHHE pa3paboTaHa HAa OCHOBE
(denepaabHOrO TrOCYyIapCTBEHHOTO OOpPa30BaTENbHOIO CTAaHAAPTa CPEAHEro NPO(ECCHOHATHLHOTO
oOpazoBanusi mo cnenuanbHocTH 46.02.01 JlokymeHTannoHHOEe oOOeCeYeHne YIpaBICHUS U
apxuBOBe/eHuE, yrBepxkaeHHoro Ilpukazom MunucrepcrBa npocBelienus Poccuiickoit deneparuu
or 26 aprycra 2022 roma Ne 778 um mnpuMepHOH OCHOBHOH 0O0pa30oBaTeIbHON IMPOTPaMMBI,
yTBepkIeHHOW TpoTokosioM Ne 4 denepanbHoro ydeOHO-MeToauueckoro oobemuuenus mo YITIC
46.00.00 Hctopusa u apxeosorust ot 06 oktsops 2022 r. (3aperucTpupoBaHa B TOCYJapCTBEHHOM
peecTpe MPUMEPHBIX OCHOBHBIX 00Opa3oBaTeiabHbIX porpamm [lpukazom ®I'BOY JITIO UPTIO Ne I1-
162 o1 07.04.2023 r.).



JIMCT COT'JTACOBAHM ST
OCHOBHOH IIpo(ecCHONaILHON 00pazoBaTeNILHOM| IPOrpaMME!
[OATOTOBKYM CHENHMATIHCTOB CPEIHEr0 3BEHA 110 CHeITHATEHOCTH
46.02.01 JoxymeHTanuoHIIOe 00CCICUCHIE YIPABICHUS ¥ APXUBOBEICHHC

Ilpencrapnennas ocuoBmas podeccHoHalbHAS 00pa3oBaTeNbuas MPOrpaMma II0ArOTOBKH
CIICIIMATMCTOB cpejHero 3sena (nanee - IIICC3) no cnemmansrocta 46.02.01 JloKyMEHTAIIMOHHOE
obecrieyenre yYIpaBlIeHMsS U apPXHBOBEICHHE COOTBeTCTBYeT {enepalbHOMy TIOCYIapCTBEHHOMY
00pazoBaTebHOMY CTaHIAPTY, YIBEPXKACHHOMY NpuKa3zom MEHHCTEPCTBa Ipockenienus Poccuiickoil
®ejiepamuu ot 26 aBrycra 2022 r. Ne 778, B nactu tpeGoBanuii k pesyibraram ocsoerus [ITTCC3.

[Iporpamma mnpezcTaBisier cobofl KOMIUICKC HOPMATHBHO-METOAMYECKOH JIOKYMEHTAIUH,
BKJIIOYAIOIIHH:

- O01mue ONIOKEHMs! U XapaKTePUCTHKY 00Pa30BATCILHOMN IPOTPAMMEL;

- XapakTepucTUKY NPOPECCHOHAIBHON NESTeIBHOCTH BLITYCKHUKA;

- IInanupyemble pe3yJbTaThl OCBOCHUS 00pazoBATCIBION POIPAMMEI;

- JIOKYMEHTBI, ONpeeNsIone coepkanne H Oprann3aimio 00pazoBaTe/lbHOro I BOCIMTATENLHOIO
nponecca npu peanuzanuu [IIICC3;

- Yenosus peanusanun 00pazoBaTeibHON POrPaMMBL;

- XapakTepucTUKY OLEHOYHEIX CPEJICTB Julst pose/enus THA.

VaeOHBIH IIaH ONpEJCIHCT I1apaMeTphl ydeOHOH HArpy3ku u oTpaxkact o0bem y4eOHOM
paborel oOydaromuxes 10 ocsoenuo [I[ICC3. PaBoume nporpamMmbl  yueOHBIX JIACIHILINAH,
IPO(eCCHOHAILHBIX MOJIyTIeH, IPAKTHK COLEPIKAT CTPYKTYPY M COJIEPIKaHue, YCIIOBHS peaM3alliH,
KOHTPOJIb M OLICHKY Pe3yJIbTaTOB OCBOCHHS, IIEPCUCHE HCOOX0/IUMBIX PECYPCOR.

O6vem BapuarusHod wactu [IIICC3 onrtamansino pachpesened B IIPo(eccHOHANBHOM
COCTABJIAIONICH IIOATOTOBKH CHEIHAIMCTA ¥ MCIIONBL30BAH JUIs:

yriryOneHus IOATOTOBKHM OO0YYaIOHNIMXCS 10 OCBOSHHIO KOMIICTCHIMN MH(BPOBOH dKOHOMUKH
(yBeMyeH 00BEM IOATOTOBKH 110 JUCIMIIIMHAM W MEXIMCIMIUIMHAPHLIM KypcaM, CBA3AHHLIM C
uudposoii 06paboTioii wrdopmarmm);

paciiMpeHns BHIOB JIEATENEHOCTH JUIS OOECIIeYeHHs] KOHKYPEHTOCIOCOOMOCTH BEITYCKHIKA
(BBesien 1M o ocBoeHHIO NO/BKHOCTH ciaykaiero «CekpeTapb-aqMEHHCTPATOP)).

JlanHas nporpaMva  II03BOJISET TOTOBUTH  KBATH(MHIMPOBANHBIX  CICIHAIHCTOB 110
cnenuansocty  46.02.01  JloxymenTaimogHoe o00eCIICYCHME YIPABICHUS W APXHUBOBEJICHHE B
cootBercTBrr ¢ PI'OC CIIO, oTpacneBeMH cTaHgapTaMid, TpeboBaHusMEu s3KoHOMMKH IOrph H
3anpocamu paborojareneil pernoHa.

Pazpaboruux [TTICC3: BY «MeruoHcKuil MOIHTEXHHYCCKHUN KOILIC/DK Y

COI'TACOBAHO

T.A. Knumenkonsa, BeyUni CICIHAINCT OTIEA
YIIPABIICHHS IIEPCOHATIOM U MOTHBAIIMH TPY/la
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1 O01ue mo10KeHUus

1.1 HopmaTuBHbIe 0OcHOBaHus A padpadorku OII CITIO

Hacrosimmas o6pa3oBarenbHas OporpaMMa 1o CrIeqUalbHOCTH CPEeIHEro MpogeccrOHaIbHOIO
oOpazoBanus 46.02.01 JlokymeHTallMOHHOE OOecrieueHue yrpaBieHus U apxuBoBeaeHue (nanee — Ol
CIIO, mporpammMa) pa3paboTaHa Ha OCHOBE (heAepallbHOTO TOCYAApPCTBEHHOrO0 00pa3oBaTEIbHOIO
cTaHmaprta cpenHero mnpodeccuonanbuoro oopasoanus (manee - ®I'OC CIIO) mo crnenuaibHOCTH
46.02.01 JlokyMeHTallMOHHOE OOECIeUeHWEe YIPABICHUS H apXUBOBEIACHUE, YTBEP)KICHHOTO
npuka3oM MunmctepcTBa npocsemenus: Poccuiickoit @enepanun ot 26 asrycra 2022 roma Ne 778
(3apeructpupoBan  MuHHCTepcTBOM tOCTHIIMU Poccuiickoit @enepanuu 30 centsaops 2022 rona,
peructparroHHbiii Ne 70318).

OII CIIO ompenensier 00bEM M COJAEPIKaHKUE CPEAHETO MPO(PECCHOHATLHOIO 00pa30BaHUs IO
cnenuanbHocT  46.02.01 JlokymMeHTauMOHHOE OOecnedYeHue YIpaBiICHUs] U apXUBOBEICHMUE,
IUIAHUPYEMbIE pPE3yJIbTaThl OCBOEHUS 00pa3oBaTEIbHOM MpPOrpamMMbl, YCJIOBUS 00pa3zoBaTeIbHOMN
JESTEIIbHOCTH.

OII CIIO peanusyercs Ha 6a3e OCHOBHOIO 00Iero odpa3oBaHus U pa3paboTaHa Ha OCHOBE
TpeOoBaHUH (enepaIbHOr0 TOCYAapCTBEHHOTO 00pa30BaTENFHOTO CTaHIApTa CPEIHEro OO0IIero
obpazoBanuss u ®I'OC CIIO ¢ yyerom Moiy4aeMoil CHEIUAIBHOCTH U MPUMEPHOM OCHOBHOMU
oOpasoBarenbHONM mporpaMmor 1o crnenuaibHocT 46.02.01 JlokymeHTalmoHHoe oOecreyeHue
yIIpaBJIEHUS U aPXUBOBEICHHE.

HopmaruBayro mpaBoByto ocHoBy paspaborku [IIICC3 mno cnenmansroctn 46.02.01
JlokyMeHTalMoHHOE o0ecreyeHne YIpaBIeHHs U apXUBOBEACHUE COCTABIIAIOT:

@enepanbHbiii 3akoH oT 29 nmexadps 2012 1. Ne273-®3 «O6 obpazoBanun B Poccuiickoii
®enepanuny;

[Tpuka3z Munnpocsemenust Poccum ot 26 aBrycra 2022 roma Ne 778 «OO0 yTBepkIaeHHU
(denepasbHOro rocylapCTBEHHOIO0 0OO0pa30BaTENBHOIO CTaHAApTa CpPEAHEro MNpoQecCHOHATBLHOIo
oOpazoBanuss 1o crnenuanbHocTH 46.02.01 JlokymeHTanmoHHOE oOecreueHne YIpaBlIeHUs |
apXMBOBEJICHUEY;

®denepanbHbIN TOCYAapPCTBEHHBIM 00pa30BaTeIbHbIN CTAaHAAPT CPEAHETO 001Iero 00pa3oBaHusl,
yrBepxkaeHHbIN [Ipukazom MunuctepcrBa o6pazoBanus U Hayku Poccuiickoit ®deneparnun ot 17 mas
2012 r. Ne 413 (B pen. IlpuxkazoB MunoOpnayku Poccun ot 29.12.2014 Ne 1645, ot 31.12.2015 Ne
1578, or 29.06.2017 Ne 613, IlpukaszoB Munnpocsenienuss Poccum ot 24.09.2020 Ne 519, or
11.12.2020 Ne 712, ot 12.08.2022 Ne 732);

ITpuka3 Munmnpocsemenust Poccuu ot 24 aprycra 2022 r. Ne 762 «O6 yrBepxkaenun [lopsaka
OpraHM3ali U OCYIIECTBIIEHUSI 00pa30BaTEeNbHON NEATEIBHOCTH 10 00pa30BaTEIbHBIM IIPOrpaMMaM
cpeaHero mnpodeccuoHaabHOro obpaszoBanus» (B pen. Ilpmkaza Munnpocsemenuss Poccun ot
20.12.2022 Ne 1152);

ITpuka3z Munnpocsemenuss Poccun ot 02 cenrsiops 2020 r. Ne 457 «OO0 yTBepKaAeHUU
[Topsinka mpuema Ha oOydeHue 1o oOpa3oBaTENIbHBIM IPOrpaMMaM CPEIHEro MpoQPecCHOHAIbHOIO
oOpazoBanus» (B pea. [IpukazoB Munmnpocenienuss Poccun ot 16.03.2021 Ne 100, ot 30.04.2021 Ne
222,01 20.10.2022 Ne 915);

ITpuka3z Muno6puayku Poccuu Ne 885, Munmnpocsemenus Poccuu Ne 390 ot 05 aBrycra 2020
r. «O mpakTUYecKOr MOAroToBKe oOywarommuxcs» (B pex. [Ipukaza Munobpuayku Poccum Ne 1430,
Munnpocsemenus Poccun Ne 652 ot 18.11.2020);

ITpuka3 Munnpocsemienust Poccun ot 08 Hos6ps 2021 r. Ne 800 «O6 yrBepxkaenuu [lopsiaka
MIPOBEJCHUS TOCYJapCTBEHHON MTOrOBOM aTTeCTallud MO 0Opa3oBaTeNbHBIM IpOrpaMMaM CpPeIHEro
npodeccroHaabHoro oopazoBanus» (B pen. [Ipukaza Munnpocsemenust Poccun ot 05.05.2022 r. Ne
311, 01 19.01.2023 Ne 37);

IIpuka3 MunucTepcTBa Tpyaa U couManbHOM 3amuTel Poccuiickoit ®denepanyu ot 15 uromns
2020 . Ne 333 «OO06 yrtBepxkaenun npodeccuonanpHoro crangapra 07.002 Chnemumamuct 1o
OpPraHU3allMOHHOMY M JIOKyMEHTAllUOHHOMY  OOECIIEYEHUIO  YIpPaBICHHS  OpraHu3alluei»
(3apeructpupoBan  MwunHCTepcTBOM foctunu  Poccuiickoit ®eneparuu 15 wrons 2020 .,
peructparoHubiii Ne 58957);



[Ipuka3z MunHucrepcTBa Tpyaa U conuaibHOM 3amuThl Poccuiickoit ®enepaunu ot 18 mapra
2022 1. Ne 1401 «O6 ytBepkaenun mnpogeccuonanpHoro cranaapra 07.012 Cneumanuct apxuBay
(3apeructpupoBan  MwunucrepctBom toctunmu Poccuiickoit ®denepanmu 21 anpens 2022 rona,
peructparroHHbiii Ne 63193).

1.2. IlepeyeHb cokpalleHHuii, ucnoJb3yembix B TekcTe OI1 CIIO

B texcTe oOpa3zoBarenbHON IPOrpaMMbl UCTIOIB3YIOTCS CIICIYIOIINE COKPAILICHHUS:

OI'OC CIIO — denepanbHBIi TOCYIApCTBEHHBIH 00pa30BaTENbHBIA CTAaHIAPT CPEIHErO
po¢)eCCHOHAIBHOTO 00pa30BaHUs

OII CIIO — obpazoBatenbHast MporpaMma CpeiHero npodeccnoHaIbHOTO 00pa30BaHNUS;

[MTICC3 — nporpaMmma nmoJAroTOBKM CHEHHUAIIMCTOB CPEAHETO 3BEHA

MK — MexXAuCUUIIMHAPHBIN KypC

I[IM — npodeccrnoHambHbII MOTYJIb

OK — o0111e KOMIEeTeHITNI

[TIK — npodeccnonanbHbIe KOMITETCHITMH

I'MA — rocynapcTBeHHass HTOrOBasi aTTECTALIMS

CT" — conmanbHO-TYMaHUTAPHBINA UK

OII — o6menpodeccroHaNbHBIN UK



2 O01mas xapakTepucTHKA 00pa30BaTe/IbHON MPOrpaMMbl

Kpanudukanms, npucBanBaeMasi BBIITYCKHUKaM 00pa30BaTeIbHONW IPOTPaMMBI:
Cneyuanucm no 0OKyMeHMAayuOHHOMY 0becnedenuio YnpasieHus u apXusHomy oeiny

[Tonyuenune cpeaHero mnpodecCHOHAIBHOIO o00pa3oBaHus 1o crenuainbHocTH  46.02.01
JIOKyMEHTaIlMOHHOE OOCCIICYCHUE YIPABJICHUS W apXUBOBEICHHE JIONMYCKAeTCs TOJIBKO B
npoeCCHOHATBLHON 00pa30BaTEIbHOW OpraHW3allMd WM 00pa30BaTEIbHOW OpraHW3aldd BBICIIETO
o0OpazoBaHwUs.

dopma 00yueHus: OyHasl.

O0beM 00pazoBaTeIbHON MPOTPAMMEI, peaTu3yeMoi Ha 6a3e OCHOBHOTO O0IIEro 00pa3oBaHUS
C OJTHOBPEMEHHBIM TOJIYYCHHEM CpeJIHero o01iero oopazoBanusi: 4428 4acos.

Cpok moistyueHusi OOpa3oBaHHs IO OOpa30BaTEIbHOW MporpamMMe, peaiu3yeMod Ha 0ase
OCHOBHOT'O 00IIIEro 00pa3oBaHUs C OJHOBPEMEHHBIM IMOJIYYCHHEM CPEIHEro OOIIero oopa3oBaHus: 2
roxa 10 mecsues.



3 XapakTepucTuka npogecCHOHAIbHOI 1eATeJbHOCTH BbITYCKHUKA

3.1. O6nacTh npodeccHOHATLHOM AeATEJIHLHOCTH BHIMYCKHUKOB

07 AaMUHHCTpaTUBHO-yTNpaBieHUYECKas U OpUCHAs NeSTEIbHOCTD

3.2. CooTBeTCTBHME BH/IO0B JIeSITEJILHOCTH PO eCcCHOHATBHBIM MOIYJISAM

Haumenosanue
BUIOB IEATEIHHOCTH

HanmenoBanue
poeCCHOHATTBHBIX MOJTyJICH

OCYH_IGCTBJ'IGHI/IC OpraHru3allMOHHOIO H
JOKYMEHTAITUOHHOI'O obecneyeHus
JACATCIIbHOCTH OpraHn3aliun

OCYH.[CCTBJ'ICHI/IG OpPraHru3alfHOHHOIO n
JOKYMCECHTAIIMOHHOT'O obecreyeHus JACATCIIBHOCTH
OpraHu3annuu

Opranuzanus apxXuBHOM paboOTHl IO
JIOKYMEHTaM OpraHU3aliil pa3IMYHbIX
¢dbopM cOOCTBEHHOCTH

Opranuzanus apXuBHOM pPabOTHl MO JIOKYMEHTaM
OpraHu3alyii pa3auuHbIX (OpM COOCTBEHHOCTH

Beinmonnenne paboT 1O AOJKHOCTH
CITyKallero «Cekperapb-
aJIMMUHHUCTPATOP»

Boimonnenue pabor mo
«CekpeTapb-aIMUHUACTPATOP

AOJDKHOCTHU  CJIY?KallCro




4 IInaHupyemble pe3yJbTaTbl 0CBOCHHS 00pPa30BaTEJIbHOI IPOrPaMMBbI

4.1. O01mMe KOMIETEHLNHU

Kon DopmyIHpOBKa [TokazaTenu 0CBOEHHUSI KOMIIETEHIUN
KOMIIET KOMIIETEHIIH
SHIINU
OK 01 | BeiOupath criocoObl | YMeHusi:  pacno3HaBaTh  3afadyy  W/wim  npobiemy B
peleHus 3a1a4 Ipo¢eCCHOHATILHOM H/UIIH COLIMAIbHOM KOHTEKCTE;
npodeCCHOHATBLHOM | aHATM3UPOBATh 337a4y W/UIH IpoOJIeMy U BBLACTATH €€ COCTaBHbIC
NeSITeIbHOCTH, 4acTH;
IPUMEHUTEIBHO K | OIIPENENATh 3Tallbl PEIICHUS 3a/1a4H;
pas3JInYHbIM BBISIBJIATh U 3(()EKTUBHO MCKATh UH(OPMALINIO, HEOOXOJUMYIO JUIs
KOHTEKCTaM peLIeHHS 3aa4d 1/HITH IPOOJIEMBL;
COCTaBHTH IUIaH JAECUCTBUS;
OTIPENIeIUTh HEOOXOIMMBIE PECYPCHI;
BJIAJIETh aKTYaJbHBIMU METOJaMH paboThl B MPO(ECCHOHAIBHONW U
CMEXHBIX chepax;
peann30BaTh COCTaBJICHHBIN IJIaH;
OLICHMBATh  pE3yJabTaT W  IOCJHEACTBUS  CBOUX  JICWCTBHUIA
(caMOCTOSITENBHO MM C HOMOIIBIO HACTABHUKA)
3HAHUSA: aKTyaJdbHBI NPOPECCHOHATBHBIA W  COLMAIBHBIN
KOHTEKCT, B KOTOPOM IPUXOAUTCS paboTaTh U KUTb;
OCHOBHBIE MICTOYHUKN UHPOPMALIUU U PECYPCHI IS PEIICHUS 3a/1a4
U npo0ieM B Npo(ecCHOHATBHOM /NI COLMATIBHOM KOHTEKCTE;
QITOPUTMBI BBIIOJTHEHHUS paboT B MPOQEeCcCHOHATBHON M CMEXHBIX
001acTIX;
METOABl pPabOThl B MPO(ECCHOHAIFHOW M CMEXHBIX cdepax;
CTPYKTYpY IJIaHa ISl pEeLIeHUs 3aj1ay;
MOPSAJOK OLIEHKH Pe3y/bTAaTOB PElIEHUs 3a]a4 MpoQpecCHOHaNbHON
JESITEIIBHOCTH
OK 02 | Ucnonb3oBaTh YMenusi: omnpenensTh 3agadyd Uil 1OMCKa MHGOpMaluu;
COBPEMEHHBIE OIpesieNATh He00X0IMMble HICTOUHUKU HH(OpMaIuy;
CPEJICTBA MOMCKA, | MJIAHUPOBATH MPOLECC ITOUCKA;
aHanu3a u CTPYKTYPHUPOBATh MOJIy4aeMyto HH(POPMAIINIO;
MHTEPIIpETAlUN BBbIIETIATH HanOoJiee 3HaYMMOe B IiepeyHe HHpopmaluy;
UHpOpPMALIUU U OLIEHUBATh MPAKTUYECKYIO 3HAYMMOCTb PE3YJIbTaTOB MTOUCKA;
nH(pOpMallMOHHbIE | OOPMIISTH PE3YNbTAThI IOUCKA;

TEXHOJIOTUH TSI
BBIMOJIHEHUS 33,144
npodeccuoHaNbHOM
JCSITETbHOCTH

MPUMEHSITh CPECTBA UH(DOPMALIMOHHBIX TEXHOJOTHH IS pelieHus
MpoQ)eCCHOHANIBHBIX 337124,

HCIIOJIb30BaTh COBPEMEHHOE MPOTrpaMMHOE O0eCTIeueHue,
HCIIOJIB30BATh Pa3JINYHBIC III/I(l)pOBI)Ie cpeacrBa ajid  pCHICHUA
po(hecCHOHANBHBIX 3a7a4

3HaHUs:  HOMEHKJaTypa  HH(pOPMAIMOHHBIX
MPUMEHSIEMBIX B MPO(PECCHOHAIBHOMN 1eATeIbHOCTH;
IPUEMBI CTPYKTYPUPOBAHUS UH(OPMAIINH;

dopmar opopmieHHs pe3ynbTaTOB MOUCKA HHPOPMALIUH,
COBpPEMEHHBIE CPE/ICTBA U yCTpOoHCTBAa HH(GOPMaTU3ALINN;

NOPSIOK  MX TPUMEHEHHs W MporpaMMHOe oOecrieueHue B
npodeccuoHaNbHOM AESITETFHOCTA B TOM YHUCIIE C UCIOJIb30BAHUEM
1IU(POBBIX CPENICTB

HCTOYHHUKOB,




OK 03 | IlmanupoBats u YMeHusi: onpenensaTh  akTyalbHOCTh ~ HOPMAaTHBHO-IIPABOBOM
peaan30BBIBATH JOKYMEHTAIUH B MPO()ECCHOHAIBHON AEATEIbHOCTH;
COOCTBEHHOE MPUMEHATh  COBPEMEHHYIO  Hay4YHyl)  MPOQECCHOHAIBHYIO
npodeCCuOHATBLHOE | TEPMHHOJIOTHUIO;
U JINYHOCTHOE ONpeeNiaTh W BbICTpAaUBaTh TPAEGKTOPUHM MPO(PEeCcCCHOHAIBHOTO
pasBUTHE, Pa3BUTHS U CAMOOOPA30BAHMUS;
MPEeIPUHUMATENLC | BBIBIATH JOCTOMHCTBA U HEOCTATKU KOMMEPYECKOU UJieH;
KYIO JIeITEIbHOCTD B| IIPE3€HTOBAaTh  HMJEH  OTKPBITHS  COOCTBEHHOTO  Jiea B
npodeccuoHanbHOM | MPOoQPecCUOHANBHOMN AeATEeIbHOCTH;
chepe, opopMIISITh OU3HEC-TUIAH;
UCIIOJIb30BATh paccuuThIBaTh pa3Mepbl BBIIIAT MO MPOLEHTHBIM CTaBKaM
3HAHUS 110 KPEIUTOBAHUS;
¢dbuHaHCcOBOM OTpeeNATh UHBECTULIMOHHYIO MPUBJIEKATEIBHOCTh KOMMEPUECKUX
rPaMOTHOCTH B ujel B paMKax mpohecCHOHATBbHON JAeATEIbHOCTH;
pa3IMYHbIX MPE3EHTOBATh OM3HEC-UJICIO;
KU3HEHHBIX OTIpeNIeNATh UCTOYHUKN (PMHAHCUPOBAHHS
CUTYaIUAX 3HaHMsA:  colepaHHE  aKTyalbHOW  HOPMaTHBHO-IIPaBOBOM
JOKYMEHTAIIH;
COBpeMeHHasi Hay4yHas ¥ npoQeccuOHaNbHAsE TEPMUHOJIOTHS;
BO3MOXHBIE  TPACKTOPUU  NPOPECCHOHATBHOTO  pa3BUTHS U
camMo00pa3oBaHus;
OCHOBBI IIPEANPUHUMATEILCKOH IEATETLHOCTH;
OCHOBBI (PUHAHCOBOI IPaMOTHOCTH;
npaBuiia pa3paboTKu OU3HEC-TIIIAaHOB;
MOPSAIOK BBICTpaNBaHUS MPE3CHTAIUY;
KpenTHBbIE 0AHKOBCKHE MPOAYKTHI
OK 04 | ODddexTuBHO YMeHusI: OpraHu3OBBIBaTh pPa0OTy KOJIJIEKTHBA W KOMAaHJbI;
B3aMMO/ICHICTBOBATH | B3aUMOJICHCTBOBATh C KOJUIETaMH, PYKOBOACTBOM, KJIHEHTAaMH B
U paboTath B Xo7e MpoeCCHOHATILHOM J1eTEIbHOCTH
KOJIJICKTHBE U 3HAHUSA: TICUXOJOTMYECKHE OCHOBBI JICATEIEHOCTH KOJUICKTHBA,
KOMaH/1e MICUXOJIOTHYECKUE OCOOCHHOCTH JTMYHOCTH;
OCHOBBI IIPOEKTHOH EATETHHOCTH
OK 05 | OcymecTBiATh Ymenus:
YCTHYIO U | TPAaMOTHO H3Jaratb CBOM MBICIH W O(OPMIISATH AOKYMEHTHI IO
NUCbMEHHYIO npodecCHOHATBLHOM TEeMaTHKEe Ha TOCYAAPCTBEHHOM  SI3bIKE,
KOMMYHHKAIIMIO Ha | TPOSIBIISATH TOJIEPAHTHOCTH B pabodeM KOJUIEKTHBE
roCyJapCTBEHHOM
a3bike Poccuiickoll | 3nanus:
deneparnuu C | OCOOEHHOCTH COLMAIBHOTO U KYJIBTYPHOTO KOHTEKCTA;
y4eTOM npaBmwia oQOpMIIEHHS JOKYMEHTOB U TIOCTPOEHHUS YCTHBIX
oco0eHHOCTEH COOOIIEHUI
COIMATBHOTO "
KYJIBTYPHOTO
KOHTEKCTa
OK 06 | IIposiBisTh Ymenust:
IpaXkJIaHCKO- ONHUCBHIBATh  3HAYUMOCTH CBOEW  CIIEHUAIBHOCTH, MPUMEHSAThH
MaTPUOTHYECKYIO CTaHJApThl aHTUKOPPYIIIMOHHOTO MOBEICHHS




MO3UILIMIO,
JIEMOHCTPUPOBATH
OCO3HAHHOE
MIOBEJICHUE Ha
OCHOBE
TPaIUIIUOHHBIX
00I11eYeIOBEYSCKUX
LICHHOCTEH, B TOM
YUCJIE C YIECTOM

3HaHus:

CYIITHOCTh IpaxTaHCKO-TTATPUOTHIECKON
00I11eYeIOBEYSCKUX IIEHHOCTEN;

3HAYNUMOCTH HpO(l)CCCHOHaHBHOﬁ JACATCIIbHOCTH 10 CIICHHHUAJIBHOCTH,
CTaHJAPThl AHTHKOPPYMIIMOHHOTO TOBEJIEHUS M IOCJIEICTBHS €ro
HapyILIECHUS

MO3UIIUH,

rapMOHU3ALUT
MeKHAIIMOHATbHBIX
U MEXPEITUTHO3HBIX
OTHOIICHUH,
OPUMEHSTh
CTaHJapThI
AQHTUKOPPYIIIUOHHO
T'O MOBEJACHHUS

OK 07 | CogeiicTBOBaTh Ymenus: coOa0aTh HOPMbI IKOJIOTUYECKON 0€30I1aCHOCTH;
COXPaHEHHUIO OMpEeNiTh  HaMpaBJICHUS  PECcypcocOepekeHUusT B  paMKax
OKpY>Karoleu PO eCCHOHAIBHON IEATETHLHOCTH 10 CIIEIUATEHOCTH;
Cpenbl, OCYIIECTBIISITH PabOTy ¢ COOJIOCHHEM MPUHIUIIOB OEpesKIMBOTO
pecypcocOepexe- | MPOU3BOJICTBA;
HUIO, IPUMEHSATH OpPraHH30BBIBATH MPOPECCUOHANBHYIO JEATENbHOCTh C Y4ETOM
3HaHUS 00 3HaHUI 00 N3MEHEHNH KIMMAaTHYEeCKUX YCIIOBHI PErHOHA
M3MEHEHUU 3HaHMA: TpaBWIa DKOJOTHYECKOW Oe30MacHOCTU MpHU BEICHUU
KJIIMAaTa, NPUHIMIIBI TPOPECCUOHANBHOMN J€ATEIbHOCTH;
OepexIINBOro OCHOBHBIE DPECypchl, 3a/leCTBOBaHHBIE B MPOQecCHOHATBHON
IPOM3BOJICTBA, JeSITeTTbHOCTH;
3P PEeKTUBHO yTH 00ecIeYeHus: pecypcocOepekeHus;
NIeiCTBOBATH B MPUHIUITB 0EPEXKIINBOTO MTPOU3BO/ICTBA;
Yype3BbIUaiiHBIX OCHOBHBIC HANpAaBJICHUS M3MEHEHUS KIMMATUYeCKUX YCIOBHH
CUTYaIHsIX permoHa

OK 08 | Ucnonb3oBathb YMenus: UCIOJIb30BATh (U3KYIBTYPHO-03/10pOBUTEIBHYIO
CpeacTBa NEeSITeTTLHOCTD JIJISl YKPETUICHUS 3/I0POBbS, JOCTIKEHHS )KU3HEHHBIX
¢duznueckoit U Ipo(hecCHOHANBHBIX LIETIeH;

KYJIBTYpPBI I
COXpaHECHHS U
YKpEIUICHUS
3JI0pOBbSI B
mporiecce
npodeccuoHaNbHOM
OCATCIIBHOCTHU U
NOJICPIKaAHUS
HEOOXOIUMOTO
ypOBHsI pU3HUECKOM
IIOATOTOBJICHHOCTHU

NPUMEHATh pPAlMOHAIBHBIC TPHUEMbI JBHTATEIbHBIX (YHKIUN B
npodecCHOHATBLHOMN 1€ TeNbHOCTH;
[0JIb30BATBCA  CPEICTBaMU  MPO(UIAKTUKU
XapaKTepHBIMU JIJIs] CIEHUAIBHOCTH

NEpCHANPAKCHHUA

3HaHMA: poib (PU3NYECKOW KYJIbTypbl B OOILIEKYJIbTYPHOM,
npo¢eCCHOHATBHOM M COLIMATbHOM Pa3BUTHH YEJIOBEKA;

OCHOBBI 37I0pOBOr0 00pa3a KU3HHU;

yCcIoBUS NPOPECCHOHATBHON  JESITEIbHOCTH U
(bu3MYECKOT0 30POBbS IS CIIEIUAIbHOCTH;
CpeACcTBa NPOPHUIAKTUKY TTEPEHATPSKEHUSL.

30HBI pHCKa
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OK 09

ITonw30oBaThCs
npohecCHOHATBHOM
JIOKYMEHTale Ha
roCyJapCTBEHHOM U
WHOCTPAaHHOM
A3bIKAX

YMeHusi: TOHUMATh OOMIMHA CMBICT YETKO TPOM3HECEHHBIX
BBICKA3bIBAHUN HAa W3BECTHBIE TeMbl (IMpOo(eCcCHOHATbHBIE U
OBITOBBIC), TOHUMATh TEKCTHI Ha 0a30BbIe MPOdecCHOHATBHBIC
TEMBI;

y4acTBOBaTh B  JHMajorax Ha  3HaKOMble  o0mme |
poecCHOHANTLHBIC TEMBI,

CTPOHMTh TIPOCTHIE BBICKa3blBaHUSI O ce0e W O CBOCH
poecCHOHATILHOM JIeATEIILHOCTH;

KpaTko OOOCHOBBIBATh M OOBSICHUTH CBOM JICHCTBHS (TEKyIIUE U
IUIAHUPYEMBIE);

nUcaTh TPOCThIC CBSI3HBIE COOONICHHWS HAa 3HAKOMbBIE WM
MHTEpECYIoIre NpoQecCuOoHaTbHbBIE TEMBI

3HaHUs: PaBUIIA TIOCTPOCHUS MPOCTHIX M CIOKHBIX MPEITIOKEHHIA
Ha TPOoECCUOHATILHBIC TEMBI;

OCHOBHBIC  0OIIEynOTpeOuTENbHBIE  IIaroyibl  (ObITOBas |
npodeccuoHabHas JICKCUKA);

JICKCUYECKUH MHHUMYM, OTHOCSIIMHICS K OINHCAHUIO TPEIMETOB,
CPEZCTB U MPOLECCOB MPOPECCHOHATFHON JACATEIbHOCTH;
0COOEHHOCTH MPOU3HOIIICHHSI,

MPaBHJIa YTCHUS TEKCTOB MPOPECCHOHATBHON HAPABICHHOCTH

4.2 TIpodeccuonaabHble KOMIETEHIHH

Buael
NeATEILHOCTHU

Ko 1 HaumenoBanue Tloka3zarenu OoCBOEHU KOMIIETEHIIUN
KOMIETEHIINHU

Ocymectienne | [TK 1.1

HaBbikn nomyueHuss HeoOxomumoil uHopMmanuu u

OpraHu3alyoH- OcymecTBaaTh NpU€M- | mepefiayd  CaHKIMOHMPOBAHHOM  MH(pOpPMAIUU  C
HOT0 nepeaaty UCIIOJIb30BAHUEM  CPEICTB  HMH(DOPMAIMOHHBIX U
51 YIIPaBIECHYECKON KOMMYHUKAIIMOHHBIX TEXHOJIOTUI

JTOKYMEHTAIIMOH- | MH(pOPMAIINH VMeHAS:

HOTO C ITOMOIIIBIO CPENCTB UCIONB30BaTh  CPEeACTBA  MH()OPMALMOHHBIX U
obecrieueHus MH(OPMAIMOHHBIX KOMMYHUKALMOHHBIX TEXHOIOTUH IJI MONYYeHHsS U
JeATETbHOCTH 1 KOMMYHUKAUHOHHBIX | pepnenauy prdopMariu;

OpraHu3aIu TEXHOJIOTHIT

BECTH WU HCIIONIb30BaTh B pabore 0a3y KOHTaKTOB
OpTraHM3aIuH;

BECTH YUETHBIC pEerUCTpaIMOHHBIC bopMBI,
UCIIONIb30BaTh WX JJs WHGOPMAIMOHHON pPabOTHl U
paboThI IO KOHTPOJIIO UCTIOTHEHHSI IOPYUCHHUIA;
yYCTaHABIMBAaTh W TMOAJIEPKUBATh KOMMYHHUKAIUU B
MPOIIeCCE JIETTOBOTO OOIINEHMS] C TOMOIIBIO CPENICTB
UH(OPMAIIMOHHBIX U KOMMYHHKAITHOHHBIX
TEXHOJIOTHI;

CTIIQXHWBaTh KOH(IMKTHBIE W CJOXHBIC CHUTYaIluu
MEKJIMYHOCTHOTO B3aUMOICHCTBHS,

coOIr0aTh CITy)KEOHBIN ITUKET;

obecneynuBaTh UH(HOPMAIMOHHYIO 0e30I1acHOCTh
JESTEIIbHOCTH OpraHu3aIluu

3HaHus:

HOpMAaTUBHBIE IPaBOBLIE aKThI Poccuiickoit
@enepaunn = B chepe  MHOOPMALMOHHBIX U
KOMMYHUKAIIMOHHBIX TEXHOJIOTH;

CTPYKTYypa opraHu3aiuu, e€ 3a1a4u U QyHKIIHNH;
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MIpaBuJIa IPOBECHMS IETIOBBIX IIEPETOBOPOB;
9THKA JIEJIOBOI0 OOIIEHNUS;

MpaBHJIa PEYEBOTO ITUKETA;

npaBujIa TOMJISPKAHUS M Pa3BUTHUA MEKIUIHOCTHBIX
OTHOIIICHUH;

TpeOOBaHUs OXPaHBI TPy

IK' 1.2 HagBbiku KOOpAMHAMKA  PaboOThl  MpUEMHOMN
Koopaunuposatsb PYKOBOJMTENIA U 30H NPUEMA PaA3JIMUHBIX KaTErOpui
pabory IPUEMHOM | TIoceTHTENEH OpraHU3aliK
PYKOBOJUTEI, 30H | Yvenmusi:
npueMa - PAasIMUHBIX | porpeyarr,  moceruTeneif, momydaTh — MEPBUYHYIO
Kareropun MH(POPMALIHIO O ITOCETUTENAX, YCTaHABIUBATh MOPAIO0K
rioceTntencn npuéma Juis pas3jInyHbIX KaTeropuil mocerutenei;
Oprafusalu BECTH Y4ETHBIE PErUCTPALlMOHHBIE (DOPMBI MO MPUEMY
noceTuTene u ohopMIISITh IPOITYCKa;
BECTH MIPUEM, Ilepeiady U OTIIPABKY JOKYMEHTOB;
OpPraHU30BBIBATH M  OpOHMPOBATH  IEPErOBOPHbBIE
KOMHATBI;
CepBUPOBATh YaiiHbIe (KO(EiTHbIE) CTONHI B Oduce;
OPUMEHATh B paboTe cpelncTBa MH(MOPMAIMOHHBIX U
KOMMYHHKAIIMOHHBIX TEXHOJIOTHIA;
IPUHUMATh MEpPbI 110 COXPAaHEHHUIO KOH(UIEHINAIbHON
uHpOpMaLUU B X0/1e TpUEMa NoceTUTENeH
3HaHun:
HOpPMAaTUBHBIE IIPaBOBbIE aKThl Poccuiickoit
Oenepanuu no 3amurTe UHPOpManuu U padbore ¢
00OpaleHUs MU TPaKIaH;
CTPYKTypa OpraHW3alliu M pacrpejaeicHne ¢(yHKIHA
MEXIY  CTPYKTYPHBIMH NOJpa3JeNIEHUsIMU U
CHeHaTuCTaMH;
IpaBUJIa OpPraHu3aluy MpuéMa MoceTUTeNeH;
ATHKET ¥ OCHOBBI MEXKIyHAPOIHOTO IIPOTOKOJIA;
ATHKA JIEIOBOT0 OOILEHMS;
[paBUJIa PEYEBOI0 ITUKETA.
IIpaBHJia CEPBUPOBKHU YaHOTO (KOQeiHoro) crona;
TpeOOBaHUS OXpaHbI TPyIa
IK.1.3 Hagbiku IUTAaHUpPOBaHUsL ~ pabodero BpEMEHHU
Brnaners HaBbIKamMu PYKOBOJUTENS M pabouero JIHs cekperaps
IIJITAaHUPOBaHUA YMenus:

pabouero BpeMeHH
PYKOBOJIHUTEIS U
cekperaps

BbIOUpaTh (OpPMBI IMJIAHUPOBAHUS U OQOPMIISATH
IUIAHUPOBIIMK  (OpraHaiizep)  pyKOBOIUTENS  H
CeKpeTaps;

YCTaHABIIMBATh 1IE€JU, ONPEACIATh NMPUOPUTETHOCTh U
OuepENHOCTh BBIMOJHEHUS paboT U 3PGPEeKTUBHO
pacmpenensaTb pabouee Bpems;

COTJIaCOBBIBaTh BCTPEUYM M MEPOIPHUSATHS U BHOCUTH
nH(pOpMalLIKIO B IJIAHUPOBIIKK (OpraHaiizep);
WHQOPMUPOBATH PYKOBOAWUTENS O MPUOTHKCHUHN
BPEMEHM M PETJIAaMEHTE 3aIUIaHUPOBAHHBIX BCTpPEY U
MEPOIIPUATHH;

BbIOMpaTh ONTHMAJbHBIE CIOCOOBI BHEIIHETO U
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BHYTPCHHEr0 HMH()OPMUPOBaHHUS O IUTAHUPYEMBIX
MEPOTIPUATHSX;
obecrieunBath ~ MH(GOPMAIIMOHHYIO  0€30MacHOCTH

JeSITEIbHOCTH OpraHu3aluy;
NPUMEHSTh B paboTe cpeacTBa MHPOPMAIMOHHBIX U
KOMMYHHKAI[MOHHBIX TEXHOJIOTH

3HaHus:

HOpPMaTHBHBIE MPaBOBbBIC aKThI Poccuiickoit
®denepanuu B chepe HHPOPMAITMOHHON 0€30MaCHOCTH;
CTpYKTypa U crneurduka OCHOBHOM JeATEIbHOCTU
OpraHu3aIuy;

OCHOBHI YIIPABIICHUSI BPEMCHEM;

IIpaBuJia IPOBEICHHUS JIETIOBBIX [1IEPETOBOPOB;

ATHKA JIEJI0OBOT0 OOIIECHUS;

TpeOOBaHUs OXPaHBI TPYyIa

K 1.4

Ocy1iecTBIATH
MOJITOTOBKY  JICJIOBBIX
MOE3/I0K PYKOBOJIUTEIIS
U JIPYTUX COTPYAHHUKOB
OpraHHU3aIiH

HaBbixknu opraHu3anvun JCJIOBBIX IMOC30K
PYKOBOAUTCIIA U APYI'UX COTPYAHHUKOB OpraHu3alunu

YmMmenus:

COCTaBIATh U O(GOPMIIATH JOKYMEHTHI ISl JEJIOBBIX
MOE3/I0K;

OCYIIECTBIISITh TPEBEI-TIOIIEPIKKY IETOBBIX TTOE3/I0K;
COTJIACOBBIBATh C MPUHHUMAIOIICH CTOPOHOW MPOTOKOJ
IJIAHUPYEMBIX ~ Meponpusatuidi u  (HOpMHUPOBATH
MPOTrpaMMy JI€JIOBOM MOE3KH;

UCIIOJIB30BaTh  CpEICTBAa  WMH(DOPMAIMOHHBIX  H
KOMMYHHKAITMOHHBIX TEXHOJOTHH [UIsl oOecrneueHus
B3aUMOJICHCTBUSL C PYKOBOIUTEIEM BO BpEMs €ro
JICTIOBOM IIOC3/IKH;

0(pOpPMIISITh OTYETHBIE TOKYMEHTHI O JIeJIOBOM TOE3/IKE

3Hanusa:

HOpMAaTUBHBIE IPAaBOBLIE aKThI Poccuiickoi
®denepannu B chepe opraHu3aiuu JeI0BOM MOE3IKH;
MOPSAOK TMOJATOTOBKH M JTOKYMEHTHPOBAHHS JEIOBOM
IMOC3IKH;

WHTEPHET-PECYPChl  JUISI  OCYIIECTBJICHUSA
MOJAEP>KKH JIETTOBBIX MOE3/0K;

ATUKET U OCHOBBI MEXKIYHAPOJAHOI'0 IIPOTOKOJIA;
3THKAa ACIOBOr0 OOIICHUS;

TpeOOBaHUS OXPAHbI TPYyJa

TpeBell-

IK 1.5

Bnazgets crioco6amu
opranuzanuu padbouero
MIPOCTPAHCTBA
MpUEMHOMN 1 KabuHeTa
PYKOBOJIUTES

HaBbikn OpraHu3aIuu u MOJJE P KaAHUS
(GyHKIIMOHATBLHOTO pabovero MpocTpaHcTBa

Ymenus:

OpraHW30BBIBaTH pabouee MECTO B COOTBETCTBUU
¢ TpeOOBaHUSIMH SPTOHOMUKH U KYJIBTYpPHI TPYa;
obecrieunBath pabodee MecTO M (PYHKIIHMOHATHHOE
pabodee MPOCTPAHCTBO HEOOXOAMMBIMHU CPEICTBAMU
OpTraHU3aIMOHHOMI TEXHHKH, MeOeIbIo u
KaHIETSIPCKUMU MPUHAATIC)KHOCTIMU;

MOJIJICP)KUBATh CPEACTBA OPTaHU3AIMOHHONH TEXHUKH
B paboueM COCTOSTHUH
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3HaHu:

TpeOOBaHUS  OXpaHbl  TPyAa, MPOU3BOICTBCHHOMN
CaHUTAPUH, POTHBOIIOKAPHOU 3aIUTHL;

OCHOBBI TPABUJIBHON OpraHU3aIlMd TPYAa U METOJIbI
MOBBIIICHHS €0 3 (HEKTUBHOCTH;

BUJIbI OPTaHU3AIMOHHOW TEXHUKH H TIOPSIIOK PaOOTHI €
HEH

K 1.6
OcyecTBiATh paboTy
IO MOATOTOBKE

Y TIPOBEJICHUIO
KOH(EPEHTHBIX
MEpPOIPUATHH,
o0ecrneunBaTh
MH(POPMALIMOHHOE
B3aMMO/ICICTBUE
PYKOBOIHTEIIS

C TMOJpa3ieICHUSIMH
U JIOJDKHOCTHBIMU
JTUIAMH OpTraHu3aluu

HaBbpikM opraHusaiuu HOATOTOBKA M IPOBENCHMS
KOH()EepEeHTHBIX MEPOIIPUSATHH, obecrnieueHus
MH(POPMALIMOHHOTO B3aUMOJCHCTBUSL PYKOBOJIUTEINS C
MOApPA3ACICHUsIMU M JIOJDKHOCTHBIMU  JIMLIAMH
OpraHu3aluu

YMmeHnus:
OpPraHW30BBIBATh IPOIECC MOATOTOBKUA M IPOBEIACHHUE
KOH(EPEHTHOTO MEPOTIPUSITHS WHJUBUTyaJIbHO

U B cocTaBe padouell Ipynibl;

JOKYMEHTHPOBATh  pasHble  JTalbl  HPOLEAYPHI
HNOATOTOBKM W TPOBEACHUS  KOH(EPEHTHOIO
MEpOIIPUSATHS;

COONIOAaTh ATUKET W OCHOBBI MEXIyHapOIHOTO
IPOTOKOIIA,

OCYWIECTBIIAATH  cOop, 00paboTky  mH(popMarmm,
CHCTEMaTH3alMI0 TOIy4aeMbIX M  IepeIaBacMbIX
JTAHHBIX;

OCYLIECTBIISITh TIPOBEPKY JOCTOBEPHOCTH, ITOJHOTHI
U HENPOTUBOPCUMBOCTH  JAHHBIX,  HMCKIFOUCHUE
nyOonpoBaHus HH(OPMAIIHH;

MIPUMEHSATH nH()OPMAITMOHHO-KOMMYHHUKAITMOHHBIE
TEXHOJIOTHH

3Hanus:

HOpMAaTUBHBIE IPAaBOBLIE aKThI Poccuiickoit
®enepanuu B chepe HHPpOpMaLUY;

KOMILJIEKC OpraHU3alMOHHO-TEXHUYECKUX

MEpPOTIPUATHIA 1O TIOATOTOBKE W  IPOBEACHHUIO
KOH(EPEHTHBIX MEPOTIPHUITUN;

npaBuia OQOPMIICHHUS JTOKYMEHTOB, CO3/IaBaE€MbIX
B TIpoliecce MOATOTOBKY M MTPOBEACHUS KOHPEPEHTHOTO
MEpOTPUATHS;

ATUKET U OCHOBBI MEXIyHapOJAHOI'O POTOKOJIA;

9THKAa JIEJIOBOr0 OOIIEHHS;

COCTaB BHYTPEHHHX W BHEUIHHX HH(OPMAIIMOHHBIX
MIOTOKOB;

CTPYKTYpa OpraHu3allMd M TOPSIOK B3aUMOJEHCTBUA
MOpa3/IeICHUI;

MeTOAbl O00pabOTKM M 3aIlUThl  HMH(pOpMAIMU C
NpUMEHEHHEM  CPeACTB  HMH()OPMAIMOHHBIX |
KOMMYHHKAIIHOHHBIX TEXHOJIOTHIA,

TpeOOBaHUS OXPaHBI TPYyIa

MK 1.7

Odopmitsate
OpraHHU3aIMOHHO-
pacnopsiTuTeIbHbIC

HaBbixu 0(1)OpMJ'IeHI/IH OpTraHHU3allMOHHO-
pacnopsAauTCIIbHBIX  JOKYMCHTOB U opraHu3anusa
pa6OTBI C HUMH, B TOM 4YHCJIEC C HCIOJIb30BaHHEM
ABTOMATHU3UPOBAHHBIX CUCTEM
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JTOKYMEHTHI U
OpraHu30BbIBATH
paboTy C HUMH, B TOM
qucie ¢
UCTIOJIb30BaHUEM
ABTOMAaTU3WPOBAHHBIX
CHCTEM

Ymenus:

COCTaBJISATh MPOEKTHI OpraHHU3aIMOHHBIX,
PACHOPSITUTENBHEIX M MH()OPMAMOHHO-CIIPAaBOYHBIX
JOKYMEHTOB, B TOM YHUCJI€ TOKYMEHTOB, COJAEPKAIINX
KOH(HICHIIMATBHYIO HH()OpMAIHIO;

oopmiATH OpraHU3aLMOHHO-PACTIOPSANTEIbHEIC
JIOKYMEHTHI (OPUTHHAJIBI U KOTIHH ),

CKaHMpOBaTh,  KONHUPOBaTb W  KOHBEPTUPOBATH
JOKYMEHTHI B pa3iIyHble (HOpMaTHI;

OCYLIECTBIISAT IPOBEPKY IPOEKTOB JIOKYMEHTOB Ha
COOTBETCTBHE ITPAaBUJIAM JIEJIONIPOM3BO/ICTBA;
OpPUHUMATh W TPOBOJIUTH TEPBUYHYIO 0OpabOTKY
BXOJISIIIUX JOKYMEHTOB;

IPOBOJIUTH npeBapuTeIbHOE paccMoTpeHue
BXOJISIIMX U BHYTPEHHUX JIOKYMECHTOB;
PETUCTPUPOBATH BXOMAIINE, UCXOASIINE U BHYTPEHHUE
JOKYMEHTHI,

KOHTPOJIUPOBATH MapUIPYTH3ALHUIO TOKYMEHTOIIOTOKOB
B oOpraHm3anuud  (COIJIaCOBaHWE,  MOJIKCAHUE,
YTBEPXKJIEHHE,  pErucTpaunusi, O3HAKOMIICHHE |
UCIIOJTHEHUE JOKYMEHTOB);

OCYLIECTBJISAITh ~ CPOKOBBIH ~ KOHTPOJb  WCIIOJHEHHUS
JIOKYMEHTOB;

OCYLIECTBIISATh TOATOTOBKY W OTIPABKY HCXOJSIINX
JIOKYMEHTOB;

COCTaBIIATh OTYETHI M  AHAIUTHYECKHE CIPABKH
00 MCHOJHEHHUHU JIOKYMEHTOB;

BECTH UH(POPMALMOHHO-CITPABOYHYIO paboty
10 IOKYMEHTaM;

OCYIECTBIISITh paboty c OpraHu3aIMOHHO-
pacnopsIUTETbHBIMU JOKYMEHTaMHU
B aBTOMaTH3MPOBAaHHBIX CHCTEMaxX

3Hanusa:

HOpMAaTUBHBIE IPaBOBLIE aKThI Poccuiickoi
®denepannu B chepe 1eT0Mpou3BOICTBA;

JIOKAJIbHBIE HOPMATUBHBIEC AKThI, PErIAMEHTHPYIOIINE
JESTENIbHOCTh  CIY)KOBI ~ JIETIONPOM3BOJACTBA U €8
PabOTHHKOB, OpraHHU3aLHI0 BEJICHUS
JIETTONTPOU3BOJICTBA;

COBpPEMEHHBIE nH(pOpMaIMOHHBIE u
KOMMYHUKAlMOHHBIE  TEXHOJOTHH, IPUMEHSEMbIC
B paboTe ¢ JOKYMEHTaMH;

CTPYKTypa OpraHu3alHH, PYKOBOJCTBO CTPYKTYPHBIX
Mopa3aeieHnid, 00pa3Ibl TOAMUCEH JIUI], UMEIOITUX
MpaBO TMOANUCAHUS U YTBEPXKACHUS JOKYMEHTOB,
Y OTPAHUYEHUS 30H UX OTBETCTBEHHOCTH;

MpaBUJIa PyCCKOTO S3bIKA;

TpeOOBaHUS OXPAHbI TPya

K 1.8
Odopmisate
JAOKYMCHTBI 11O

HaBbikn odopmieHHsT JTOKYMEHTOB IO JHMYHOMY
COCTaBY M OpraHU3aliK paboThl C HUMH, B TOM YHCIIE C
WCITOJIb30BAaHUEM aBTOMATH3UPOBAHHBIX CUCTEM
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JMYHOMY COCTaBY H
OpraHu30BbIBATH
paboTy C HUMH,

Ymenus:
066CH€‘-II/IB3.TB COXPAHHOCTb TMNCPCOHAJIBHBIX JaHHBIX
PabOTHHUKOB;

B TOM THCIIC C OpPraHH30BBIBATH JOKYMEHTOO00POT o
HCTIOIE30BAHACM IIPEJICTAaBICHUIO JIOKYMEHTOB 110 IIE€PCOHAlLy B
aBTOMAaTH3MPOBAHHBIX | pocynapCTBEHHBIC OPTaHbL;
CHCTEM OpraHu30BbIBaTh  JOKYMEHTOOOOPOT MO  y4ETy
U JIBIDKCHUIO PaOOTHUKOB;
BECTH BOMHCKHI1 Y4€T paOOTHHUKOB,
BECTH Y4ET pabouero BpeMeHU pabOTHUKOB;
0pOpMIIITH OpraHHU3alIOHHO-PACIOPSUTEIbHBIC
JIOKYMEHTHI 10 JINYHOMY COCTaBY;
BECTH PETUCTpALMIO, Y4€T, ONEpaTHUBHOE XpaHEHUE
JIOKYMEHTOB 110 JIUYHOMY COCTaBY;
BECTH JOKYMEHTAIUIO, TOATBEPKIAIONIYIO CBEICHHS
O TpPYIOBOM JIEATENbHOCTH U TPYAOBOM CTaxKe
PabOTHHKOB;
(dbopMHpOBATh JTUYHBIE JIe)Ia pAOOTHUKOB;
oopMIIATH Jena Mo JUYHOMY COCTaBy ISl Ieperadn
B apXHB OpraHU3allNH;
paboTatb co CHeIHaTN3UPOBAHHBIMU
WH(POPMALMOHHBIMHA CUCTEMaMH M 0a3aMu JaHHBIX 1O
BEJICHUIO y4u€Ta U IBUKCHHUIO PAOOTHUKOB
3HaHun:
HOPMaTHUBHBIC [IPaBOBBIC aKTBI Poccniickoit
®enepanyn B chepe TPYIOBBIX OTHOIICHHI,
JIOKaJIbHBIE HOPMATHBHBIC aKThl, PETIAMEHTHPYIOIINE
TPY/ZOBBIE OTHOILICHHUS;
COBpPEMEHHBIE HMH()OPMAIIMOHHO-KOMMYHHKAIIMOHHEIE
TEXHOJIOTUH, TPUMEHsIeMble B paboTe ¢ JOKyMEHTaMH
0 JTUYHOMY COCTaBY;
CTPYKTYpa OpraHHM3allid, PYKOBOJICTBO CTPYKTYPHBIX
MOpa3/IeJICHHUI;
npaBuja Je0NPOU3BOJICTBA;
NpaBUJIa PYCCKOTO S3bIKA;
9THKAa JIEJIOBOr0 OOIIEHHS;
TpeOOBaHUS OXpaHbI TPyia
IIK 1.9 Hagbiku OpraHu3alyy  TEKYILEro XpaHEeHUs
OpranusoBbIBaTh JIOKYMEHTOB, 0OpaOOTKM JAen Uil OINEpaTUBHOIO U
TEKyIllee XpaHeHUe ApXUBHOTO XpPaHEHUS, B TOM YHUCIIE C MCIIOJIb30BaHUEM
HOKYMEHTOB, aBTOMAaTHU3WPOBAHHBIX CUCTEM
00paboTKy 1en s VMeHus:
OTIEPaTUBHOTO

" apXHUBHOT'O XpaHCHUA,
B TOM YHCJI€ C
HUCIIOJIB30BaAHHUEM
ABTOMAaTU3HWPOBAHHBIX
CUCTEM

paBpa6aTLIBaTL HOMCHKIJIATYpY ACJI OpraHu3alu,
MMPOBEPATH MMPABUIIBHOCTDH O(I)OpMHCHI/IH JOKYMCHTOB "

OTMETKH 00 1709 HUCIIOJTHEHUHT nepen nX
dbopMupoBaHHEeM B  JeN0 NS TOCIEAYIOIIEeTO
xpaHeHus; (OpPMHpPOBATh J€lda, KOHTPOJIUPOBATH

MpaBUJIBHOE M CBOEBPEMEHHOE paclpeleleHue |
MNoAIMBKY IOOKYMCHTOB B Ji€Jla B COOTBETCTBUH C
HOMEHKJIATypOU JIeT;

MPOBEPATH CPOKU XPAHEHUs TOKYMEHTOB, COCTAaBJATh
MPOTOKONI ~ pabOThl  AKCIEPTHOM  KOMHUCCHH IO
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IIOATOTOBKE JJOKYMEHTOB K II€peade B apXUB;
COCTABJIATh AKT O BBIICICHUM K YHUYTOXEHUIO
JIOKYMEHTOB, HE IOUICKAINUX XPAHECHHUIO;

COCTaBJISITh KT 00 YHUUTOXEHUH JOKYMEHTOB;
OCYILIECTBIISATh TOJIHOE HJIM YAaCTUYHOE O(OpMIICHHE
Jlel  BPEMEHHOI'O, IOCTOSHHOIO, JIOJITOBPEMEHHOTO
CPOKOB XpaHEHUS;

COCTaBJISITh OIMCU JIeJl CTPYKTYPHBIX IOAPA3IACICHUM
IIOCTOSIHHOT'O, 1I0JITOBPEMEHHOI'O CPOKOB XPAHEHUS IS
Iepeaydn el B ApXUB OpPraHnu3aluu;

IIPUMEHSATH UH(POPMALMOHHO-KOMMYHUKAITUOHHBIE
TEXHOJIOTUH IpU paboTe C TOKYyMEHTAMU

3Hanun:

HOPMaTHUBHBIC [IPaBOBbLIC aKTBI Poccniickoit
®enepanuu B cepe IeIONPOU3BOJACTBA U aAPXUBHOTO
Jena;

JIOKaJIbHbIE HOPMAaTUBHBIE AKThI, PETJIAMEHTHUPYIOLIUE
BEJICHUE JEJIONPOU3BOJACTBA U IEepeady A€l B apXuB
OpraHu3aluy;

BUIbl HOMEHKJIATyp Jies, o0mue TpeboBaHUs K
HOMEHKJIaType JieJl, HOPsII0K paboThl C Hel;

nopsiiok  GopmupoBaHuss M odopMIIeHUS  Jed,
cnenuduka (HOPMUPOBAHHUS OTICIBHBIX KaTETOPHIA
aen,

IIpaBWJIa XpaHEHUs JA€Jl, B TOM YHUCIIE C JOKYMEHTaMu
OTrPaHUYEHHOIO JI0CTYIIa;

IIpaBWJIa BbIAYM M HCIOJIB30BAHUSA JOKYMEHTOB W3
c(OpPMHUPOBAHHBIX JIET;

MOPSIOK UCIIOJIb30BaHUs THUITOBBIX WIH
BEJIOMCTBEHHBIX IIE€PEYHEN TOKYMEHTOB, ONpPEACIICHUS
CPOKOB XpaHEHUS B IPOLIECCE DKCIIEPTU3BI LIEHHOCTH
JIOKYMEHTOB;

BUJBl ONUCEH JeN OpraHu3aluud U HOpAJOK padoThI
C HUMU;

TpeOOBaHUs OXpaHBI TPyIa

Opraauzanus
apXUBHOM
paboThI

Mo JOKyMEHTam
Opra"u3anun
Pa3IUYHBIX

bopm
COOCTBEHHOCTH

IK 2.1

Ocy1iecTBIAThH
KOMIUJICKTOBaHHE
ApPXUBHBIMH JICTIAMH
(IoKyMeHTaMH) apXuBa
OpTraHHU3aIu’

HaBbIKkH ygacTHs B KOMIUIEKTOBAHUM ApXUBHBIMU
JenaMu (TIOKyMEHTaMM) apXyuBa OpraHU3aliu

Ymenus:

paboTath c 0/Ipa3 IeIeHUSMHU/OpTraHU3aIuSIMA
UCTOYHUKAMHU KOMILJICKTOBAHHSI apXUBa;

NpUHUMATh  apXuBHBIC Jiena  (JIOKYMEHTBI)  Ha
MOCTOSIHHOE WJIH JIOJITOBPEMEHHOE XPaHCHHE;
y4acTBOBaTh B MPOBEICHUU OKCIEPTH3BI [EHHOCTH
pa3inYHBIX TUIOB W  BUJOB  JOKYMEHTOB B
COOTBETCTBUM  C  BHYTPEHHHMH  perjaMeHTaMH
OpraHu3aIni,

OpPUMEHATh B paboTe pPEKOMCHIAIMHM JKCIEPTHO-
MPOBEPOYHON KOMHUCCHHM WJIM SKCIIEPTHOW KOMHCCHH
OpraHu3aIni,

NPUMEHSTh MEPEYHH C YKa3aHUEM CPOKOB XpaHCHHS
nen (I0KyMEHTOB);

COOJIFOJIaTh HOPMATHBHBIC CPOKM XPaHEHUS Jell
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(IOKYMEHTOB);

BECTH YYET HCTOYHUKOB KOMIUIEKTOBAHUS apXHBa;
HCIIOJIF30BaTh nepeoBon OTE€YCCTBCHHBIM u
3apyOeKHBI OMBIT 10 KOMIUICKTOBAHUIO apXHBa
neamMu (TOKyMEHTaMH) IIOCTOSIHHOTO H
JIOJITOBPEMEHHOTO XPaHCHUS,

UCIIOJIb30BaTh COBPEMEHHBIE aBTOMATHU3UPOBAHHEIE,
nH(pOpMaIMOHHBIC H TEJICKOMMYHHUKAITHOHHBIC
TEXHOJIOTUH JIOKYMEHTUPOBAHHBIX cep AesITeNbHOCTH
OpraHu3aIu

3HaHus:

HOpPMaTHBHBIE MPaBOBbBIC aKThI Poccuiickoit
@denepannu B chepe ASIONPOU3BOACTBA U APXUBHOTO
nena;

HAyYHO-METOIUYECKHE KpUTEPHUH 9KCHEPTHU3BI
[EHHOCTH  pa3JIM4HBIX THIIOB W  BUAOB el
(TOKyMEHTOB);
TEOPETHYECKHE u METOINYECKHUE aCTICKTHI
KOMILJIEKTOBAHUS M SKCIEPTU3bI IEHHOCTH BCEX BUIOB
JIOKYMEHTOB;
BUJBI, PA3HOBUIHOCTH U (QOpMaTel BCEX BHUIOB
JIOKYMEHTOB;

YHU(PUIIUPOBAHHYIO CUCTEMY  OpraHM3allMOHHO-
pacropsauTeabHON TOKyMEHTALNY;

CTaH/AapThI oopmienus OpraHU3alMOHHO-
pacropsauTeabHON TOKyMEHTALNH;

CrocoObl M TEXHOJOTMU  JOKYMEHTHPOBAHUS
pasIMYHbIX BUAOB NPOPECCHOHATBHON e TeTbHOCTH;
OpraHU3al[MOHHbIE TMPUHIUIBl KOMIUIEKTOBAaHUS el
(IOKyMEHTOB) OTPaHMYEHHOT'O JIOCTYTIA;

TpeOOBaHUS OXPaHbI TPyJa

K 2.2

Bectn yuér
ApXUBHBIX Jel
(1OKYMEHTOB), B TOM
qucie

C MCIOJTb30BaHHEM
ABTOMATHU3HPOBAHHBIX
CHCTEM

HaBbixu BeeHNS yuéTa apXUBHBIX A€l (JOKYMEHTOB),
B TOM YHCJIE C UCIOJIb30BAaHHUEM aBTOMAaTU3UPOBAHHBIX
CUCTEM

Ymenus:

MOJIb30BaThCA YYETHBIMU JOKYMEHTAaMH B paMKax
AIEKTPOHHBIX MHGOPMAITMOHHBIX CHCTEM
JIOKYMEHTHPOBAHHBIX chep JEeTEALHOCTH
OpraHu3aIuy;

MMOJIL30BaThCS cepTu(UIUPOBAaHHBIMU
aBTOMAaTU3UPOBAHHBIMU CHCTEMaMU
JIOKYMEHTHUPOBaHHBIX chep JIeSITEAbHOCTH

OpTaHM3aIMH 10 Y4YETY, PEerUCTpaIlid, KOHTPOIO eI
(IOKYMEHTOB);

MOJTb30BATHCS WH()OPMAITMOHHO-CITPABOYHBIMHU
CHUCTEeMaMH JTOKYMEHTHPOBAHHBIX c(ep AeAaTeIbHOCTH
OpraHu3aIny;

BECTH CIIPABOYHO-TIOMCKOBBIE CPEACTBA K apXHUBHBIM
nenaM (IOKyMeHTaMm);

BeCTH Y4€T cTpaxoBoro (oHAA apXUBHBIX JAel
(ITOKYyMEHTOB);

MIPUMEHSTh HOPMAaTHUBHBIC MTPABOBBIC AKTHI, JIOKATHHBIC
HOPMATUBHBIE AaKThl OPraHM3allill M METOJUYECKUE
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JOKYMEHTBI B 00jacTum ydu€Ta apXWBHBIX JIe
(TOKYMEHTOB);

BHOCUTh TPEUIOKEHUS TI0  COBEPUICHCTBOBAHHUIO
METOAMYECKOTO o0ecreyeHnss y4yéra pasHbIX BUIOB
JOKYMEHTOB B JIOKYMEHTHPOBaHHBIX  cdepax
NeSITeITbHOCTH OPTaHU3aIH

3HaHus:

HOpPMaTHBHBIE MPaBOBbBIC aKThI Poccuiickoit
®enepanuu B cdepe IeIONPOU3BOJCTBA U aAPXUBHOTO
Jiena;

METOJMYECKHEe  JOKYMEHThl M HallMOHAJIbHbIE
CTaHAapThl B 00OjmacTM y4éra JOKYMEHTOB U
JIOKYMEHTHPOBAHHBIX cdep JIeSITeIbHOCTH
OpraHu3aIuiy;

OTEUECTBEHHBIE U 3apyOeKHbIE CepTUPUIMPOBAHHBIC
CHUCTEMBl aBTOMATHU3HPOBAHHOTO y4ETa apXWUBHBIX JCI
(ITOKyMEHTOB);

TpeOoBaHUsT K Y4E€TY 0CO0O IICHHBIX M YHUKAIbHBIX
ApPXUBHBIX el (IOKYMEHTOB);

CPOKH BBINIOJIHCHUS Pa0OT MO Y4YETY apXHBHBIX ICI
(ITOKyMEHTOB);

o0mrpe NpUHIUNB yu€Ta W KOMIUICKTOBAHUS JIET
(IIOKyMEHTOB) OIPaHUYEHHOTO JJOCTYIIA;

TpeOOBaHUS OXPAHbI TPyJa

K 2.3

OcymecTBiATh
XpaHeHHE  apXHUBHBIX
nen (TOKyMEHTOB)
C IOCTOSIHHBIM CPOKOM
XpaHEHHS u 1o
JTUYHOMY COCTaBy

B ApXHBE OpTraHU3aLNHU

HaBbixu OCYHICCTBJICHUA XPaHCHHUA APXHUBHBIX OCII
(,Z[OKYMGHTOB) C IIOCTOSHHBIM CPOKOM XpPaHCHHUA H I10
JIMYHOMY COCTAaBY B apXHUBC OpraHu3alun

Ymenus:

CUCTEMAaTHU3UPOBATh Jieja (JOKYMEHTHI);

pasMmeliaTh apXuBHBIE Jeda (JOKYMEHThI) Ha MecTax
XpaHEHUsT B  COOTBETCTBUM C  HOPMaTUBHBIMU
TpeOOBaHUSAMU B OONAacCTH apXUBHOIO Jena |
yIpaBiIeHUs T0KYMEHTAMU;

coONolaTh ~ HOPMATUBHBIE  PEKUMBl  XpaHEHHS
ApXUBHBIX JIeJT (IOKYMEHTOB) Ha JIFOOBIX HOCUTESIX;
IIPOBOAMTH TIPOBEPKY IIOJHOTHI COCTaBa apXUBHBIX
JIOKYMEHTOB B €IMHULIAX XPaHEHHUS;

IPOBOJIUTH OMMCAHUE APXUBHBIX JIeJT (JIOKyMEHTOB);
COCTaBJSITh  CIPAaBOYHO-TIOMCKOBBIE  CpeACTBA K
ApXUBHBIM JieJiaM (JOKyMEHTaM);

BECTH Y4YET U KOHTPOJb BbLAAYM APXUBHBIX €T
(TOKYMEHTOB) U3 apXMBOXPAHMWIIMIIA U UX BO3BPATa;
BECTH Y4YE€T M KOHTPOJIb Iepenadyu e (JIOKyMEHTOB)
B TOCYIapCTBEHHBIH/MYHULMIIANBHBIA apXuB WIM Ha
MHOE BHEIlIHEe XpaHeHHe M MpuéMa Jell ¢ BHEUIHETO
XpaHEeHHUS;

MPOBOAWTH  TOJUCTHYIO TPOBEPKY  (U3UUECKOTO
COCTOSIHUS JieJT (JOKYMEHTOB);

pa3bICKUBaTh HEOOHAPYKEHHBIE JieNa (JOKYMEHTHI);
3alMIaTh HMHGOPMAIMOHHBIE PECypChl apXxuBa OT
HECaHKIIMOHMPOBAHHOIO JOCTYTIA

3HaHuA:
HOPMaTHBHBIE IIPAaBOBBIE AKTBI Poccniickoit
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®enepanuu B cepe IeIONPOU3BOJACTBA U apXUBHOTO
Jena;

HOpPMaTHUBHBIE MPaBOBbBIC aKThI Poccuiickoit
denepauuu B obnacTtu uHpOpMauy,
MH(POPMALIMOHHBIX TEXHOJIOTUH, 3alUThl UH(OpMALUU
U TIEPCOHANIBHBIX JTAHHBIX, IIU(PPOBOI Tpanchopmaumy;
HOpPMaTHBHBIE MPaBOBbBIC aKThI Poccuiickoit
@enepanun B obynacTH  KOH(PHMICHIMATBHOCTH
nHpopMmanuu;

IIpaBWJia XpaHeHus el (JOKyMEHTOB) B COOTBETCTBUU
C UX THUIIaMU;

nopsiioK (popMUPOBAHHS JTOKYMEHTOB B KOMILIEKTHI,
IpYIIIBL, TUIIBI,

TpeOoBaHus K  OQOPMIICHMIO  JIOTOBOPOB  Ha
peanu3aluio  YCJIyr  BHEIIHEro  XpaHeHus el
(10KyMEHTOB);

CPOKH BBIIIOJTHEHUS Pa0OT;

TpeOOBaHUs K YCTAaHOBJIEHHBIM HOPMaM BbIpaOOTKU;
TpeOOBaHUs OXpaHbl TPyia

I[IK 2.4

OcymecTBiATh
XpaHEeHue,
KOMIUIEKTOBaHUE, YYET
U UCIOJIb30BAaHUE JIEII

(IOKyMEHTOB)
BPEMEHHOT'O XpaHCHUS

HaBbiku oOecrieueHuss XpaHEHUs, KOMIUIEKTOBAHMS,
yuéTa W UCHONB30BaHUS  Jel  (JOKYMEHTOB)
BPEMEHHOT'0 XpaHCHUS

Ymenus:

OpraHM30BBIBATb U O0ECIEYUBaTh XpaHEHUE Jel
(TOKyMEHTOB) BpPEMEHHOI'O XpaHEHUs OpraHu3aluu
B TPAJULIMOHHOM U B 3JIEKTPOHHOM BH/IE;
KOHTPOJIMPOBATh pa3paboTKy CTPYKTYPHBIMU
MOJIpa3/IeJICHUsIMU OIMCEN M aKTOB O BBIIEJICHUM Ha
YHUYTOXKEHHE €1 (JOKYMEHTOB)  BPEMEHHOTO
XPaHEHUs B TPAJULIMOHHOM U B 3JIEKTPOHHOM BHJIE;
(bopMHpOBATh €IUHMIIBI XPAaHEHUS TOKYMEHTOB JUIS MX
MOCJIEAYIOLIETO pa3MeIleHUsl B apXUBE OPraHU3allNH;
COCTaBIATh  CIPAaBOYHO-TIOMCKOBBIE  CpeACTBAa K
apXUBHBIM JieJaM (JJOKYMEHTaM);

OCYILECTBIIATh MOMCK /el (JIOKYMEHTOB) BPEMEHHOTO
XpaHEHHUsl B MpOLECCe MX XPaHEHUs B CTPYKTYpPHBIX
MOZIpa3IeJICHUsX U apXHUBE OpraHU3aluy;
OCYIIECTBIISATh METOUYECKOE PYKOBOJICTBO
OpraHusaiueu XpaHEeHUs zen (1OKyMEHTOB)
B CTPYKTYPHBIX [TOJIpa3JIe/IEHUsAX OPraHu3allnu;

OKa3bIBaTh CTPYKTYPHBIM MO/Ipa3IeICHUSM
MPAKTUYECKYIO TTOMOIh B OPTaHU3AIMHA XPAHECHUS JIeT
(IOKYMEHTOB);

pa3pabarTbIBaTh CIIPaBOYHO-UH(OPMAITMOHHBIE

JOKYMEHTBl 110 OpraHM3alMd HCIIOJIb30BAHUA €l
(TOKyMEHTOB) BPEMEHHOI'O XPAHEHHUS B CTPYKTYPHBIX
MOJIpa3IeNICHUsIX U apXUBE OpraHU3aluy;

MIPOBOAMTH JKCIEPTH3Y LEHHOCTH JeN (JIOKYMEHTOB)
BPEMEHHOI'O XpaHEHUs, IEPEAAHHBIX B apXUB;
ONpEAeNiTh CpPOKM XpaHEHUs Jiel (JIOKyMEHTOB)
BPEMEHHOI'O XpaHEHUS;

oOecrieunBaTh 3alIUTY el (JOKYMEHTOB) BPEMEHHOTO
XpaHEHUsl B OpraHM3alMi OT HECAHKI[MOHWPOBAHHOIO
JIOCTyTa UM YHUUTOXKEHMUS;
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MIPOBOUTD buznyeckoe YHUUTOKEHHE nen
(IOKYMEHTOB) BpPEMEHHOI'O XPAaHEHHUS C HUCTEKIIUMHU
CPOKaMH  XpaHEHHMsl  TOcJe  COIJIacOBaHUSA  CO
CTPYKTYPHBIMH MOJIpa3/IeJICHUSIMUA OpraHu3aIliu;
0(pOpMIISITh YUETHBIE TOKYMEHTBI 00 YHUUTOKEHUU AeI
(IOKYMEHTOB) BpPEMEHHOI'O0 XPAaHEHUS C HUCTEKIIUMHU
CPOKaMHU XpaHEHHS COBMECTHO CO CTPYKTYPHBIMHU
110JIpa3/IeJICHUSIMU OpraHU3alUH.

3HaHun:

HOPMaTHUBHBIC [IPaBOBbLIC aKThI Poccuiickoit
@enepaunu B chepe AeIONPOU3BOACTBA U APXUBHOTO
Jena;

HOpPMaTHBHBIE MPaBOBbBIC aKThI Poccuiickoit
@enepanun B 00JacTH  3alUTHl  MEPCOHATBHBIX
JTAHHBIX;

HOPMaTHUBHBIC [IPaBOBbLIC aKThI Poccniickoit
Qenepanun B obsiacTM  KOH(MICHIHMATBHOCTU
uH(popMaLuu;

METOAMYECKHE  JOKYMEHThl ¥ HalMOHAJIbHBIE
CTaHJAPTHI B OOJIACTH AEIONPOU3BOICTBA U APXHUBHOTO
Jena;

METOAMKa pa3paboTku (GopM y4ETHBIX TOKYMEHTOB B
TPaJULIMOHHOM U B 3JIEKTPOHHOM BUJIE;

npaBWiIa  CHCTEMAaTH3allud W KJIACCHU(pHUKAINH
JIOKYMEHTOB;

0COOEHHOCTH OpraHu3aINH XPaHECHUS nen
(TOKYMEHTOB) Ha Pa3JIUYHbIX HOCUTEIX;

KPUTEPUN OIpPENEICHUs] LIEHHOCTU el (JIOKyMEHTOB)
JUIS AaJbHEHUIEero XpaHeHHs WIM YHUUTOXKEHUS;
TpeOOBaHUS K IpoleccaM YHUUYTOXEHHUS MH(pOpMaluu
B TPAJULIMOHHOM H 2JIEKTPOHHOM BHJIE;

TpeOOBaHUS OXPAHbI TPYJA.

K 2.5
Ocy1iecTBIAThH
UCIOJIb30BaHNE

ApPXUBHBIX nen
(IOKyMEHTOB), B TOM

YHUCIIC
HUCIIOJIB30BAHHUEM
ABTOMAaTU3WPOBAHHBIX
CUCTEM

C

HaBbiku OCYIIECTBICHUS HCIONIB30BAHUSI APXUBHBIX
nen (IIOKYMEHTOB), B TOM YHCJI€ C HCIOJIb30BaHHEM
ABTOMATHU3MPOBAHHBIX CHCTEM

Ymenus:

CHCTEMaTU3UPOBaTh U 0000IATh CBEJIEHHS O COCTAaBe U
COJIEp’)KaHUHU apPXUBHBIX /€] (JIOKYMEHTOB);
UCMOJIb30BaTh ~ MH(POPMALMOHHBIE TEXHOJOTHH B
o0jacTu CO3/1aHUS CIPAaBOYHO-TIOMCKOBBIX CPEICTB
apxuBa M JOKYMEHTHUPOBAHHBIX c(ep IesTeIbHOCTH
OpraHu3aluy;

(dbopMHpOBaTE OCHOBHBIE M BCIIOMOTaTEIbHbIE BH/IbI
apXUBHBIX CIIPABOYHHUKOB B 3JIEKTPOHHOU hopme;
MOJTrOTaBIUBaTh HMH(OPMAIIMOHHBIE JOKYMEHTHI I10
3arpocaM MoJIb30BaTeseH pa3INuHbIX KaTeropuil

3HaHus:

HOPMaTHBHBIE [IPaBOBBIE aKTBI Poccniickoit
denepanyu B chepe AeT0MPOU3BOICTBA;
HOPMaTHBHBIE [IPaBOBBIE aKTBI Poccniickoit

Qenepanun B 00JacTH  3alUTHl  MEPCOHATBHBIX
JTAHHBIX;

METOAMYECKHE JOKYMEHTHI B 00JACTU HCIIOJIb30BaHUS
1 MyOJIMKaIMK apXUBHBIX 1€ (JOKYMEHTOB);
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cepTUUIIUPOBAHHBIE WH()OPMAITMOHHO-TIOUCKOBBIC
CHCTEMBI B 00JIaCTH pa3pabOTKH HAyYHO-CIIPABOYHOTO
anmnapara JOKYMEHTUPOBaHHBIX c(dep IesATeIbHOCTH
OpraHu3aIuy;

CPOKM  BBINOJIHEHUS  pabOT 1O  OpraHu3aluu
MCIIOJIb30BaHUs apXUBHBIX €] (JIOKYMEHTOB);
OpraHu3alOHHbIE HPUHIUIIBL UCIIOJIb30BaHUS
JOKYMEHTOB OI'PaHHUYEHHOT'O JI0CTYIIa;

TpeOOBaHUS K TOATOTOBKE apXUBHBIX CIIPAaBOK U
BBINKACOK U3 aPXUBHBIX IOKYMEHTOB;

TpeOOBaHUs OXpaHbl TPYa.
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5 CTpykrypa 00pa3oBaTe/IbHON MPOrpaMMbl

5.1 YueOHbIi MJ1aH

VYueOnsii 1ian (mpuioxkenue 1) ompenemsier craenyromme xapakrtepuctuku [ITICC3 1o
cnenuanbHocTd 46.02.01 JlokyMeHTaMOHHOE 0OecrieueHre YIpaBIeHUs 1 apXUBOBEICHHE:

- 00BEMHBIE NTapaMeTpbl yueOHOM HArpy3Ku B LIEJIOM, 110 T0JlaM 00Y4eHHUs U ceMecTpam;

- [epeyeHb  y4eOHBIX  JMCUUIUIMH, MNPO(ECCHOHANBHBIX  MOAYyJIeH, Yy4eOHOU H
IPOM3BOJICTBEHHOM MTPAKTHUK;

- IOCTIEIOBATEIbHOCTD N3YUEHUS YI€OHBIX JUCIUILINH;

- pacrpelienieHue IO rojaM OOYy4eHHsS U CEMEeCTpaM pasiUyYHbIX (OpPM MPOMEKYTOUHOM
aTTeCTalluy 1o y4eOHBIM AMCUUIUINHAM, Y4eOHOM U POU3BOICTBEHHOM MPAKTUKAM;

- (QopMbl TOCYJapCTBEHHOH HUTOrOBOM arTecTaluu, OObEMbl BpPEMEHM, OTBEJIEHHBIC Ha
NOAroTOBKY U nposeneHue I'NA.

5.2 KasennapHblii yueOHbIii rpaguk

Kanenmapuseiii yaeOHBIN rpadK yCTaHABIMBACT MOCIIEIOBATEILHOCTD U MPOJIOJDKUTEIIEHOCTD
TEOPETUYECKOr0 OOy4YeHHUs, MPOMEKYTOUHON aTTECTAallMM, MPAKTUK, TOCYIapCTBEHHOW HTOTrOBOI
aTTecranuu, KaHukyll. Kanennapslii yaeOHbIN rpaduk pa3MmeraeTcs Ha MepBOM CTPAHUIIE YIeOHOTO
maHa (mpuioxkenue 1).

5.3 IIporpaMmmbl Y4eOHBIX AUCUHUILINH, NPO(ecCHOHAIBLHBIX MOIYJIEH

[IporpaMMa TOATOTOBKH CIICIMAIMCTOB CPEAHEr0 3BeHa 1o crnenuainbHocTH 46.02.01
JlokyMeHTaImoHHOE OOecTieueHUe YIIPABICHUS U apXUBOBEICHNUE UMEET CIEAYIOUIYIO CTPYKTYPY:
—  001eo0pa3oBaTEIbHBIA UK,
—  COUMalIbHO-TYMaHUTAPHBIA IIHKIT;
— oOmenpodeccHoOHANbHBINA ITHKT,
— npodeccHOHaIbHBIN UK,
— TOCYyIapCTBEHHAs UTOTOBAs aTTeCTAIlHs.

Crtpykrypa OII CIIO Bkito4yaeT 00s3aTeNbHYIO YacTh U 4acTh, GOPMUPYEMYIO yUACTHUKAMU
o0pa3oBaTeNbHbIX OTHOLIEHUN (BapuaTuBHYIO dacTh). O6s3arenbHas yacth [IIICC3 nanpasieHa Ha
dbopmupoBaHKe OOITUX U TPO(PECCHOHATBHBIX KOMIETEHIIMN U COCTaBIIIeT He OoJiee 70 mPOIEeHTOB OT
obmiero obbemMa BpeMeHH, OTBEJICHHOTO Ha €€ OCBOeHHE. BapmartuBHas 4acTb 00Opa3oBaTeIbHOU
nporpammsl (He MeHee 30 MPOIeHTOB) UCTIOIB30BaHA IS

yrayONeHnus MOATOTOBKH OOYYaIOIIUXCS MO OCBOCHHIO KOMITETEHIMH HU(POBON IKOHOMUKH
(yBenwueH oOBEM TOJTOTOBKH IO JUCIHHUIUIMHAM M MEKIUCIUIUIMHAPHBIM KypcaM, CBSI3aHHBIM C
1 poBoit 00padoTKOM HH(BOPMALINN);

paciMpeHusl BUIOB JEATEIBHOCTH JUIsl 00ECTeUYeHUsT KOHKYPEHTOCIIOCOOHOCTH BBITYCKHHKA
(BBeneH [IM 1o 0CBOCHHUIO TOMKHOCTH Ciykamero «Cekperapb-aIMUHUCTPATOPY).

5.3.1 IlporpaMmbI y4eOHBIX TUCIHUILIAH 00111€00pa30BATEIbHOI0 HUKJIA

Oo6meo6pazoBarenbublil nuki [ITIICC3 chopmupoan ¢ yuerom Pekomennaiuii no peanuzaniu
cpenHero ooOmiero oOpa3oBaHUS B IpejenaX OCBOGHMsSI 00pa30BaTEIbHOW IMPOTrpaMMbl CPETHEro
npodeccuoHanbHOro oOpasoBanus (mucbkMo Munnpocsemierus Poccun ot 01.03.2023 Ne 05-592).
N3yuenue oOuieo0pa3oBaTeNbHbIX AUCHUIUIMH (TMPUIOKEHHE 2) OCYLIECTBIISIETCS Ha MEPBOM Kypce
o0yueHusl.

[Ipoduns oOyuenuss — rymanurtapubiii. [lpu peanmzanum cpemnero odmero oOpa3oBaHHS B
npengenax OIl CIIO B o06meoOpa3oBaTeNbHOM LHUKIE MPUHIMIBI TPOPHUIBHOIO 00yueHHs
peau3yloTcss 3a Cu€T mepepacrpeiesieHuss 4acoB 00Ieo0pa3oBaTeNbHbIX JUCHUILUIUH C YYETOM
cneuu(UKu ToJlyyaeMoOM CHEeIHMaIbHOCTH, BbIOOpa JBYX 00II€00pa30BaTENbHBIX IUCLHUIUIMH C

23



YBEJIUYCHHBIM OOBEMOM Ha OCBOEHHE COJCpXKaHHUS, a TaKXKE BBHINOJHECHUS OO0YYaIOIIUMHUCS
WHAUBUIYAILHOTO MPOEKTA C YIETOM MOTy4aeMOU CIIEITUAILHOCTH.

O6meo0pa3oBaTEIbHBIN UK COCTOUT U3 CIAEAYIOMMX 0011e00pa30BaTeIbHBIX JUCITUTIINH.

O/.01.b Pycckuii s3bIK

O/[.02.b JIutepaTtypa

O/.03.b Uctopus

0/1.04.Y O6mecTBO3HAHUE

O/1.05.b T'eorpadus

O/1.06.b MHOCTpaHHBI SI3BIK

O/1.07.b Maremaruka

O/1.08.Y Nudopmaruka

0O/1.09.b ®usnyeckas KyabTypa

O/1.10.b OcHOBBI 6€30MaCHOCTH KU3HEACATCIBHOCTH

O/1.11.b ®usuka

O/1.12.b Xumus

O/1.13.b buonorus

O/1.14.b OcHOBBI NPOEKTHOM JIEATETEHOCTH

WuauBuayanbHbId  MPOEKT  BBINOJHSETCS ~ OOy4yaroUMMCSl B~ TEUEHUE  OCBOCHHUSA
00111€00pa30BaTEILHOrO LIMKJIA B paMKaxX yueOHOTO BPEMEHH, OTBEJICHHOI'O Ha U3Y4YE€HUE TUCLUIIMHbI
OA.14.6b  OcHOBbl  NPOEKTHOW  JeATEAbHOCTH. MHAMBUAYaJbHBII  HPOEKT  BBINOJHAETCS
00y4aroIUMHUCs CaMOCTOSITEIBHO 1O PYKOBOJCTBOM IIPEIOIaBaTessl MO BBIOPaHHONW TeMe B paMKax
OJIHOM WMJIM HECKOJIbKMX H3y4aeMbIX 0O0I1e00pa30oBaTeIbHbIX AMCLUUIUIMH C Y4ETOM IOIydaeMou
CHELUaTbHOCTH.

5.3.2 IIporpaMmmbl y4eOHBIX TUCHUILINH COUMAIBLHO-TYMAHUTAPHOI0 IMKJIA

CouuanbHO-TYyMaHUTAPHBIN Y4eOHBI LUKJI COCTOMT W3 JMCUMIUIMH (TpHiokeHue 3).
OOs3aTenbHasl 4acTh colMaidbHO-TyMaHuTapHoro ydeOHoro unukia IIIICC3 npeaycmaTpuBaer
W3YYEHHUE CIENYIOINX IUCHUIUINH:

CrI'.01 Ucropus Poccun

CI'.02 nocTpaHHbIH SI3bIK B IPOGECCUOHATBHOM e TETbHOCTH

CT'.03 be3zonacHOCTh KU3HEACSITETHHOCTH

CI'.04 ®usnueckas KyiabTypa

CTI'.05 OcHOBBI OEpEKITHMBOTO TIPOU3BOJICTBA

CI'.06 OcHoBBI (hMHAHCOBOW T'PAaMOTHOCTH

Konnemxkem onpenenena aucrumuinHa BapuatuBHoi yactu [ITICC3:

CI'.07 Ucropus apXuBHOTO zena

5.3.3 IIporpaMMbl y4eOHBIX AMCHUILINH 001eNPOecCHOHAIBLHOI0 UK

OOs3arenbHass  yacTb  OOIIENPO(PECCHOHATBLHOIO  Y4eOHOro  LHMKJIAa  COCTOUT U3
o01enpodeccHOHaNbHBIX TUCIUILTHH (MIPHIOKEeHUE 4):

OI1.01 DxoHOMMKA OpraHU3aIIN

OI1.02 MeHeKMEHT

OI1.03 IIpodeccronanpHast 3TUKA U OCHOBBI JIETIOBOTO OOIICHUS

OI1.04 ITpaBoBBIE OCHOBBI MTPOPECCHOHATHHON EATETLHOCTH

OI1.05 NudopmannoHHbIE U KOMMYHHUKAIIMOHHBIE TEXHOJIOTHH

OI1.06 Pycckwuit 5361k B Mpo(heCCHOHATBHOM TSI TETEHOCTH

OI1.07 KomnbroTepHas 00paboTKa JOKYMEHTOB

Konnemkem onpenenensl nucuuruinabl BapuatuBHor dactu [ITICC3:

OI1.08 OcHOBBI apXMBHOTO J€Ia

OI1.09 OcHOBBI pabOTHI ¢ AOKYMEHTaMH U 3JEKTPOHHBINA JOKYMEHTOOOOPOT
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5.3.4 IIporpamMmmsbl npogecCHOHATIBLHBIX MOy 1€l MpodecCHOHATBLHOT0 IUKJIA

IMpodeccronanpubiii muka OIT CITO Brmoyaer nmpodeccroHanbHbIe MOIYIH (IPUIOKEHUE 5),
KOTOpbIe (DOPMUPYIOTCS B COOTBETCTBHHM M C BHAAMHU JEATEIBHOCTH, HpeaycMoTpeHHbiMu DPI'OC
CIIO no cnenmanbrocTr 46.02.01 JlokyMeHTallMOHHOE OOeCIIeYeHUE yIPaBICHUS U apXUBOBEICHUE:

[IM.01  OcymecTBieHrne  OpraHu3alMOHHOTO M JIOKYMEHTAallMOHHOTO  OOecrnedeHust
JESTEIbHOCTH OpraHu3aluu

[IM.02 Opranuzanysi apXuUBHOH pPabOTHI MO JOKYMEHTaM OpraHU3alfid pa3inyHbIX (OpM
COOCTBEHHOCTHU

Komnemkem onpeneneH nmpodeccuoHalbHbIA MOAyIh BapuaTuBHOM yactu [1TICC3:

[1M.03 Beimonnenue paboT 1o JOHKHOCTH ciryxaiero «Cekperapb-aJMIHHCTPATOP

B cocraB npodeccuoHanbHOrO MO/ BXOIUT OJUH WM HECKOJIBKO MEXKIUCIUIUIMHAPHBIX
KypcoB. [Ipm ocBoeHMHM OO0y4aromMucA NPO(PECCHOHANBHBIX MOAYJIEH MNpOBOIATCS y4yeOHas u
MIPOU3BOJICTBEHHAS MMPAKTUKH.

5.3.5 IIporpamMmbl yueOHOI U MPON3BOACTBEHHOI NMPAKTHK

B npodeccuonansubiii nuka OIT CIIO BXogsaT cieayronye BUAbI IPAKTUYECKON MMOATOTOBKU:
y4deOHast MpakTUKa U IPOU3BOJICTBEHHAS ITPAaKTHKA (TIprIioKeHue 6).

VY4yebHas W TNPOU3BOJACTBEHHAS IMPAKTUKU NPOBOIATCA HPU OCBOCHUM OOYyYaroIUMUCS
npo¢eCCHOHATBLHBIX KOMIIETEHINH B paMKax Mpo(ecCHOHATBHBIX MOIYJICH U PEaTM30BBIBAIOTCS KaK B
HECKOJIBKO TIEPHOJIOB, TaK M PAaCCPEOTOYCHHO, YEePEAYsACh C TEOPETUUCCKUMH 3aHATHIMHU B paMKax
pohecCuOHANBHBIX MOJTyJIEH.

5.4 PaGouas nporpamma Bocniutanus. KajeniapHblii J1aH BoCIUTATEJIbHOI padoThI

Bocnurtanue oOydarommxcs HOpU OCBOEHMM HMMH 00pa3oBaTeNIbHON MpOrpamMMmbl CpEIHETO
npodeccuoHansHOro obpazoBanus Mo crneuuaibHocTu 46.02.01 JlokymeHTannoHHoe oOecredeHue
yIOpaBiICHUS U apXUBOBEJCHHUE OCYILIECTBIISIETCS Ha OCHOBE pabodeil mporpamMmbl BOCHUTAHHS
(mpusoxeHue 7).

[enb paboueil mporpaMmMbl BOCIUTaHUS: CO3/1aHNE OPTraHU3aIl[MOHHO-TIEJarOTMUECKUX YCIOBUM
uis (OPMHUPOBAHMS JMYHOCTHBIX PE3YyJIbTaTOB OOYUYAIOMIMXCS, MPOSBISIIOMMXCA B Pa3BUTUU HX
MO3UTUBHBIX YYBCTB M OTHOUIEHMH K POCCHUHMCKMM TpakJaHCKUM (0a30BbIM, OOIIEHAIIMOHAIBHBIM)
HOpMaM M LIEHHOCT:AM, 3akperiéHHsIM B Konctutynun Pocculickoit @enepanuu, ¢ y4eToM TpaauLuui
U KyJIbTypbl XaHTbI-MaHCHICKOTO aBTOHOMHOTrO OKpyra — FOrpbl, Ael0BBIX KauecTB CIIELHUAINCTOB
CPEIIHETO 3BEHA, ONPENEIECHHBIX KOPIIOPATUBHOMN KYJIbTYPOH.

3agauu:

- (popMupOBaHUE €IUHOIO BOCIIUTATEIBLHOI'O IPOCTPAHCTBA, CO3/JAIOIEr0 PABHbIE YCIOBHS JUIS
pa3BuTHs 00yJaronmxcs npodeccuoHanpHOi 00pa3oBaTeILHON OpraHu3allni;

- OpraHM3alus BCeX BMJOB JESATEIbHOCTH, BOBJIEKAIOLIEH 0Oydaroumuxcsi B OOIIECTBEHHO-
LEHHOCTHBIE COIIMAJIN3UPYIOIINE OTHOIICHNUS;

- opmupoBanue y oOydaroumxcs npopeccnoHaIbHON 00pa3oBaTeIbHON OpraHU3aul O0IUX
LIEHHOCTEH, MOpaJIbHBIX U HPABCTBEHHBIX OPUEHTHUPOB, HEOOXOTUMBIX I YCTOWYMBOTO Pa3BUTHUS
roCy/1apCTBa;

- YCHJIEHHE BOCIIUTATEIBHOIO BO3/ICHCTBUS OJ1arofapsi HEMpepbIBHOCTH MPOIiecca BOCITUTAHMUS.

KanenaapHslii 1maH BocnuTaTeNbHOM pabOThI BISETCS MPUIIOKEHHEM K paboyeil mporpamme

BOCIIMTaHUS.

25



6 YcaoBusi 06pa3oBaTebHOI 1eITeJIbHOCTH
6.1 MaTepuaJbHO-TeXHHYECKOEe OCHAIIIEHHE 00Pa30BaTeIbHOI MPOTrpaMMbl

6.1.1 CnenuajbHbIe MOMELEHUS

CreuuanbHble TOMENICHHSI TMPEACTaBISAIOT cO00i ydeOHbIe ayIuTOpUU MAJsl MHPOBEACHUS
3aHATUI BCEX BHJIOB, MPEIYCMOTPEHHBIX 00pa30BaTeIbHON MPOTrPaMMOiA, B TOM YHMCIIE€ TPYIIIOBBIX U
WHAUBUAYAIbHBIX KOHCYJIbTAIMM, TEKYIIEro KOHTPOJSI U HPOMEXKYTOYHOM aTTeCTalluM, a Takke
MOMEIEHUSI JJII  CaMOCTOSITENIbHOM  paboThl, MacTepckue U  JabopaTopuH, OCHAIllEHHbIE
000OpyIOBaHUEM, TEXHUYECKMMHU CpPEACTBaMH OOY4YeHHsS U MaTepHajaMH, YYUTHIBAIOIIUMHU
TpeOOBaHUS MEXTyHAPOIHBIX CTAaHAAPTOB.

Ilepeyens cnennaabHBIX NOMeLCHHU I

KaOunersr:

PYCCKOTIO s13bIKA U JIUTEPATYPhl;

UCTOPUU U OOIIECTBO3HAHMUS;

reorpaduu;

MaTEeMAaTHKH;

buznku;

XUMHH;

ouosoruu;

COLIMAJIbHO-9KOHOMUYECKUX U YIPABICHUECKUX JUCLHUIUINH,

WHOCTPAHHOTO SI3bIKa B MPO(ECCHOHATLHON AEATEIIEHOCTH;

PYCCKOTO s13bIKa B MPO(hecCHoHaNbHOM 1eATeTbHOCTH;

paBoBOroO obecreueHus MpoecCHOHATBHON NeSATEIPHOCTH;

JOKYMEHTAI[MOHHOTO 00eCIieUeHus yIpaBICHHUS;

apXUBOBE/ICHNUS;

npodeccnoHaNbHOM STUKU U OCHOB JIETIOBOTO OOIICHHUS;

OpraHM3allK CEKPETapCKOro 00CIyKUBAHUS;

0€30I1aCHOCTH KHU3HEACATEIbHOCTH;

METOINYESCKHUH.

JlabopaTopumn:

KOMITBIOTEPHOU 00pabOTKH JOKYMEHTOB;

MH(OPMALIMOHHBIX U KOMMYHHUKAITHOHHBIX TEXHOJIOTHIA;

apXUBHOTO JIeN1a;

opraHuzanuu paboTsl ¢ JOKYMEHTAMH;

CHCTEM 3JIEKTPOHHOTO JOKYMEHTO000pOTa;

yueOHas KaHIIeNsApusl.

CropTUBHBIH KoMILIeKc!

3anbr:

bubnuoreka, untanbHbIN 327 ¢ BbIXOJO0M B IHTEpHET

AKTOBBI 3a1

6.1.2 MarepuaibHO-TeXHUYECKOe OCHAILleHHe Jaboparopuil M 0a3 MPaKTUKH IO
cnernuanbHocT 46.02.01 JlokyMeHTallMOHHOE 0OecrieyeHe yIpaBieHusl U apXUBOBEICHUE

Konnemx pacnonaraer MaTepualibHO-TEXHUUECKOM 0a30ii, oOecnieunBarolieil NpoBeieHNe BCeX
BHJIOB TUCIUIUIMHAPHOW ¥ MEKIUCITUTIIMHAPHON TTOJTOTOBKH, JIJAOOPATOPHOM, TPAKTUIECKON pPabOThI
o0yyaromuxcsi, MPeAYCMOTPEHHBIX YYEOHBIM IIJJAHOM U COOTBETCTBYIOLIEH JEHCTBYIOIUM
CaHUTAPHBIM U MPOTUBOMOXKAPHBIM MPaBUIaM U HOPMaM.

[lepeueHp MaTepHaTbHO-TEXHUUECKOTO 00ECIeueH s BKIIOYaeT B ceOsl:

ns peanuzanun yaebHOM qucuuIuinnbl «Du3nueckas KyJlbTypa» KOJUIE/UK PAcIIoaraeT CllOPTUBHON HH(PACTPYKTYpOH,
obecrieunBaroIeii MPOBEACHNE BCEX BUIOB MPAKTUIECKUX 3aHATHH, IPEAYCMOTPEHHBIX YI€OHBIM IUTAHOM.
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6.1.2.1 OcHameHnue J1adboparopuii
JlabopaTopusi KOMNIBIOTEPHOH 00pPa0OTKH JOKYMEHTOB!

OcHoBHOE 000pyI0BaHUE:
- MOCaZ0YHbIE MECTa IO KOJMYECTBY OOYYAIOUIMXCS; CTAlMOHAPHBIC TEXHUYECKHE CPENCTBA
oOyuyeHus; pabodee MecTO TMpENoAaBaTeNs; J0CKAa; HHTEPAKTUBHAS JIOCKAa/3KpaH, IPOEKTOpP,
KOMIIBIOTEP C BBIXOZOM B ceTh MIHTEpHET;
- JTUIEH3NOHHBIE 0a30BbIe M MPO(ECCHOHATBHBIC KOMITBIOTEPHBIE MPOrPaMMBbI, HEOOXOIMMbBIC
JUTS BeJICHUST y4eOHO-TIPAKTHYECKOH IeATeIbHOCTH;
- HarJIsTHO-pa3aTOYHbIN U y4eOHO-TIPaKTUYECKUIl MaTepHal;
- CpEICTBa MHOXKHUTEIIbHON TEXHUKHU.

Bcnomorarensnoe 060pyioBaHue:!
- MOOMIJIbHBIE TEXHUYECKUE CPEICTBA O0YUCHHUSI.

JlaGopaTopusi UHGOPMANMOHHBIX U KOMMYHHUKAINMOHHBIX TEXHOJIOTHIA:

— II0CAJIOYHbIE MECTa I10 KOJMYECTBY OOYyYaroIMXCs; CTAllMOHAPHBIE TEXHUUYECKHUE CPENCTBA
oOydeHus; paboyee MeCTO TIpernojaBaTelis; JIOCKa; WHTEPAaKTHUBHAs JOCKa/9KpaH, MPOEKTOp,
KOMIIBIOTEP C BBIXO/I0M B ceTb MIHTEepHET;

- JUIIEH3UOHHBIE 0a30BbIe M MPOGECCHOHATBHBIE KOMITBIOTEPHBIE MPOrPAMMbI, HEOOXOIUMBIE
IUTS BeJIeHUsI y4eOHO-TIPaKTHUECKOH 1eATeIbHOCTH;

- HarJIsiJHO-pa3AaToYHbIi U y4eOHO-IIPaKTUUECKUI MaTepHal;

- CPEICTBA MHOXHUTEJIbHON TEXHUKHU.

JlaGopaTopusi apxXuBHOIO J1eJia:

— [I0CAJIOYHbIE MECTa I10 KOJMYECTBY OOYyYarolMXCs; CTAllMOHAPHBIE TEXHUUYECKHUE CPEICTBA
oOydeHus; pabodyee MeECTO TMIperojaBaTelis; JOCKa; WHTEPAKTHUBHAS JOCKa/IKpaH, MPOEKTOP,
KOMIIBIOTEP C BBIXOZOM B ceTh MIHTEpHET;

- JUIIEH3UOHHBIE 0a30BbIe M NMPOGECCHOHATBHBIE KOMITBIOTEPHBIE MPOrPAMMbI, HEOOXOIUMbIE
JUISI BEJIEHUSI y4eOHO-TIPaKTUUECKOH 1€ATEIbHOCTH;

— HarJIsTHO-Pa3AaTOYHbIN U y4eOHO-TIPaKTUIECKUI MaTepHal;

— CpeICTBa MHOXKUTEIbHON TEXHUKU;

- apxXuBHbIe MKa(dbl, OQUCHBIE CTEIIIAXKH;

- YHUYTOXKUTEH JIOKYMCHTOB;

- WHCTPYMEHTBI U MaTePUAITBI JIJISl TIPOIIUBKH JIOKYMEHTOB;

- JBIPOKOJTBI,

- MeYaTh M IITAMITHI JIJIS 3aBEPCHUS aDXUBHBIX CIIPABOK, KOIUN U BBIITHCOK.

JlabopaTopusi opranusanuu padoThl C JOKYMEHTAMH

- MOCaJ0YHbIE MECTa IO KOJUYECTBY OOYYArOIIMXCS; CTAallMOHAPHBIE TEXHUUYECKHE CPEJICTBA
oOydeHus; paboyee MecTO TMpermojaBaTelNis; JIOCKa; WHTEpPaKTHBHAs JOCKa/9KpaH, MPOEKTOp,
KOMITBIOTEP C BBIXOJIOM B ceTb VHTepHET;

— JTUIEH3NOHHBIE 0a30BbIe M MPO(ECCHOHATBHBIE KOMITBIOTEPHBIE MPOrPAMMBI, HEOOXOIUMbBIC
JUTS BeJIEHUsI y4eOHO-TIPaKTHUECKOH 1eATeIbHOCTH;

— HarJSITHO-Pa3JaTOYHbBIN M Y4eOHO-TTPAaKTUUECKUI MaTepual;

- CpelICcTBa MHOKUTEILHON TEXHHKU;

- YHUYTOXKUTEIh JOKYMEHTOB;

— OymaropesaTellbHOE YCTPOHCTBO;

- JTaMUHATOD;

— OporitopaTop;

— KaHLEJSIPCKUE NeYaTH;

— Majasi KaHIIeJISIpHUsl.
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JlaGopaTropusi cucTEM JIEKTPOHHOI0 JOKYMEHT0000poTA:
OcHoBHOE 000pyIOBaHUE:!
- MOCaJI0UHbIEe MeCTa IO KOJMYECTBY OOYyYaromMXCs; CTAallMOHAPHBIE TEXHHUYECKHUE CPE/ICTBa
oOydeHus; paboyee MeCTO IMpernojaBaTelis; JIOCKa; WHTEpPaKTHUBHAs JOCKa/3KpaH, MPOEKTOp,
KOMIIBIOTEP C BBIXOZOM B C€Th MIHTEpHET;
- JUIEH3UOHHbIE 0a30Bble M MPO(ECCHOHATBHBIE KOMITBIOTEPHBIE MPOrPaMMBbI, HEOOXOIUMbIE
JUTSI BeJIeHUSI y4eOHO-TIPaKTHUECKOH 1eATeIbHOCTH;
- HarJsIHO-Pa31aTOYHBINA M y4eOHO-TIPAKTHUECKUI MaTepualt;
- CpPEACTBA MHOKUTEIBbHON TEXHUKU;
— YHUUYTOKUTEND JOKYMEHTOB;
- Oymarope3aTenbHOe YCTPOICTBO;
- JJaMUHATOD;
- OporrtopaTop;
- KaHLEJSIPCKUE NIeYaTH;
- Majasi KaHLeJISIpUsL.
Bcnomorarensnoe 060pyioBaHueE:!
— MOOUJIbHBIE TEXHUYECKUE CPEACTBA O0yUCHHUSI.

Y4yeOHas KaHUEJSAPUS:

— aBTOMATHU3HPOBAaHHBIE pPabOUNEe MECTA [0 KOJUYECTBY 00 yUaIOLIUXCS;

- pabouee MecTO IpenojaBaTess, OCHALIEHHOE MYJIbTUMEIUIHHBIM 000PY/10BaHHEM;
- JI0CKa ayJUTOpHasi,

- KaHUEJIAPCKUE MPUHAIJICKHOCTH;

- YHUYTOXXUTEJb JOKYMEHTOB;

- Oymarope3aTesbHOE YCTPOICTBO;

- JaMHUHATOD;

- OporropaTop;

- CPEICTBAa MHOXKUTEJIbHON TEXHUKU;

- IporpaMMHoOe obecrieueHue, makeTsl JuieH3noHHbIX nporpamm: MS Office, TAPAHT, «1Cx»;
- KOMIUIEKT Y4eOHO-METOANYECKON TOKYMEHTAIIUH.

6.1.2.2 OcHaienne 6a3 NPaKTHK

Peanuzamust  oOpa3zoBarenbHOM MpOTpaMMBI  MPEINONaraeT o0s3aTeNbHYI0 Y4YeOHYI0 U
MIPOU3BOJICTBEHHYIO MTPAKTHUKY.

Y4eOHast MpakTHUKa PeaTu3yeTcsl B JIA0OPATOPUSIX KOJIISKA, B KOTOPBIX HMEETCs 000pyI0BaHHE
U pacxXo/Hble MaTepuanbl, o0ecrneuyMuBarollee BBHIOJIHEHWE BCEX BUIOB pabOT, OMpPEIEICHHBIX
CoJIepKaHuEeM TIPOoTrpamMM MPOoPECCHOHATBHBIX MOTYJICH.

[IpousBojcTBEHHAsT MpaKkTHKa pealu3yeTcss B OpraHu3alusax  Jo0oro  mpodus,
00eCreunBarOIINX JCSITSILHOCTh 00yJarOIMUXCsl B MpodeccHoHAIbHON 00IacTH a MHUHHCTPATHBHO-
yrpaBiIeHYeCKON U 0(PUCHOI 1eATeTbHOCTH.

OOGopynoBaHue OpraHU3aIMN U TEXHOJIOTHIECKOE OCHAIIEHHE Pa00YMX MECT MPOU3BOICTBEHHOM
MPAKTUKH COOTBETCTBYET COACPKAHUIO ACSITEILHOCTU U JAET BO3MOKHOCTh O0yUaIOIeMyCsl OBIaIeTh
HpO(i)eCCI/IOHaJ'II)HI)IMI/I KOMIICTECHIIUIMU IO BCEM BHJIaM OC€ATCIBHOCTH, npeaAyCMOTPCHHBIM
MPOrPaMMOii ¢ UCMIOJIb30BAHUEM COBPEMEHHBIX TEXHOJIOTUN, MATEPUAIOB U 00OPYI0OBaHUSI.

6.2 YueOHO-MeTOAMYeCKOe 00ecnedeHne 00pa30BaTeJbLHOM NPOrPaMMbl

bubnuoreunsiii QoHA KoMIemKa YKOMIIEKTOBAH TMEYaTHBIMM ©  (MJIM) 3JIEKTPOHHBIMHU
y4eOHBIMU HU3/IaHUAMU (BKIIIOYast y4eOHUKH U yueOHbIE TOCOOUS) MO KaXA0H AUCIUIIIIMHE/MOIYITIO U3
pacyera OJHO Me4YaTHOE U (MJIHM) JIEKTPOHHOE y4eOHOE M3/1aHUE MO KAKIOW TUCIMILIMHE/MOIYIII0 Ha
OJTHOTO 00YyYaromerocs.

bubnuoreka  Kommemka — MOJKIOYEHA K DJIEKTPOHHO-OMOIMOTEYHBIM  CHCTEMaMm
«Znanium.com», «BOOK.RU», nmoctym K KOTOPHIM HMEIOT OOydYaromiuecs M TeAarormuecKue
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pabOTHUKHU KoJUTeka. DIeKTpOoHHas HH(OpMaIIMOHHO-00pa3oBaTelibHas cpeia MPEeJOCTaBIsET MPaBo
OJIHOBPEMEHHOTO JIOCTyNla HE MeHee 25 TPOIEHTOB OOydJarmuxcs K Hu(poBoil (IEKTPOHHON)
oubmmoteke. OOyuarommuecss ¢ HapYMICHUSIMH 3PEHHS OOECNeYeHBI AJICKTPOHHBIMH YUEeOHBIMHU
U3JIAaHUSIMU, aJTAITUPOBAHHBIMU K OTPAHUYCHUSM UX 3I0POBbSL.

OOpazoBatenbHasi mporpaMma oOecrednBaeTcsi y4eOHO-METOAMYECKON JTOKyMEHTaluel Mo
BCEM yUEOHBIM JUCIUILTTHAM/MOTYJIISIM.

Komnemx  obOecriedeH  HEOOXOAMMBIM — KOMIUIEKTOM  JIMIEH3MOHHOTO  MPOTPaMMHOIO
obecrieuenus. [lomemieHuss s OpraHW3allMl CAMOCTOSTEIBHOW M BOCHHUTATEIBHOW pPabOTHI
OCHAIIIEHbl KOMIIBIOTEPHONH TEXHUKOH C BO3MOXHOCTBIO MOAKIIOUEHUs: K cetu «MHTepHeT» u
o0ecrnieueHreM J0CTYIa B 3JEKTPOHHYIO HH(POPMAILIMOHHOT0-00pa30BaTEIbHYIO CPEely KOJIIeIKa.

6.3 IIpakTH4YecKkasi MOATOTOBKA 00YyUYAIOIIUXCSI

[Ipaktnueckas noaroroBka npu peanmzauuu OIl CIIO nampapiieHa Ha COBEPILICHCTBOBAHUE
MOJIENIN MPAKTUKO-OPHEHTUPOBAHHOTO OOYYEHHUs, YCWICHHE POoiM paboTomareneld MpH MOATOTOBKE
KBIM(ULIMPOBAHHBIX PabOYMX, CIYXAalllUX, CICIHMATUCTOB CPEAHEr0 3BEHA IYyTeM paCHIMpPEHUs
KOMIIOHEHTOB (4acTeil) 00pa3oBaTENIbHBIX MpOrpaMM, MPeAyCMaTpHUBAIOIIMX MOJAEIMPOBAHUE
YCIIOBUH, HEMOCPEICTBEHHO CBS3aHHBIX C Oyaymield mpodecCHOHaIbHOU AEATEeIbHOCTHIO, a TakKkKe
o0OecrieyeHHs YCJIOBUH [Jsl MOJIY4YEHHs] OOYYaroIIMMMCS IMPAKTUYECKHX HAaBBIKOB U KOMIIETEHLIMM,
COOTBETCTBYIOIIUX  TpeOOBaHMSM, MpEAbABISEMBIM  paboTomaTenssMu K  KBadU(UKaLUIM
CHENHAITHNCTOB, PA0OYHX.

Komnnemk camMocTosITENsHO MPOEKTUPYET pean3aliio 0O0pa3oBaTeNbHONM MPOTrpamMMbl U €€
OTJENbHBIX YacTel (JAMCUUIUIMHBI, MEXIUCUUIUIMHAPHBIE KYypChl, NPO(EeCCHOHANBHBIE MOJYJIH,
MPAKTHKA U APYTrUe KOMIIOHEHTHI) B opMe MPAKTUYECKOM MOArOTOBKHU ¢ ydeToM TpeboBanuit ®I'OC
CIIO u crien UKy MOTy4yaeMoi CrIeHaTbHOCTH.

OO6pazoBatenbHas JesTEIBHOCTh B OPME MPAKTUIECKON MTOATOTOBKH:

— peayiu3yeTcsi MpU MPOBEACHUM NPAKTUUYECKUX U JIAOOpPaTOPHBIX 3aHATUH, BBIIOJHEHUU
KypCOBOT'O IPOEKTUPOBAHUS, BCEX BUJIOB MPAKTUKHU U UHBIX BUAOB yUeOHOU JEATENbHOCTH;

— NIPEAyCMaTpUBAET JEMOHCTPALMIO NPAKTUYECKUX HABBIKOB, BBIIIOJHEHUE, MOJECIUPOBAHHE
00yYaromyUMUCs OINpPEAETICHHBIX BHUJIOB PAa0OT Ul pEIIeHUs MPaKTHUYECKUX 3a/ad, CBI3aHHBIX C
Oynymeil mpodecCHOHATBHOM JESITENIBHOCTBIO B YCIOBUAX, NPHOIMKEHHBIX K peaTbHbIM
IIPOU3BOJICTBEHHBIM;

— MOXET BKJIIOYaTh B c€0s OTHENIbHbIE JIEKLUH, CEMUHAphl, MAacTep-KiacChl, KOTOpHIE
IpelycMaTpuBalOT mepenady oOydaromuMmcs ydyeOHOW  uH(popManuu, HEoOXOoAMMOM  Ams
MOCJIEYIOLIErO BHIOIHEHUS pabOT, CBA3aHHBIX ¢ Oyaymiei npodeccuOHaIbHON AEATENbHOCTHIO.

OOpa3oBarenbHasl [€ATENbHOCTE B (OpME MPAKTUYECKOW MMOATOTOBKM MOXKET OBITh
OpraHu3oBaHa Ha JI000M Kypce oOyueHMsl, OXBaThlBas AMCLUIUIMHBI, NPOQECCHOHATIBHBIE MOMYIH,
BCE BUbI IPAKTHKH, IPEAYCMOTPEHHBIE YUEOHBIM IUIAHOM 00pa30BaTEIbHON TPOTrPAMMBI.

[IpakTuyeckas MOATOTOBKAa OpraHU3yeTcs B Y4eOHBIX, Y4eOHO-NPOU3BOJCTBEHHBIX
nabopaTopusiX, MacTEPCKUX, y4€OHO-OIBITHBIX XO3AWCTBAaX, Y4€OHBIX IMOJUTOHAX, Y4eOHBIX 0Oazax
OPaKTUKA M MHBIX CTPYKTYpPHBIX MOJpa3/ieIeHUs X 00pa3oBaTeIbHOM OpraHM3alud, a TaKXkKe B
CHEeIMalIbHO O0OpYyIOBaHHBIX MOMEHIeHMUsIX (paboynmx MecTax) NpO(UIBHBIX OpraHu3alui Ha
OCHOBaHMU JOrOBOpa O TPAKTHUYECKOW MOJArOTOBKE OOYYaIOMIMXCS, 3aKI0YaeMOro MeEeXIy
00pa3oBaTenbHON OpraHu3amueil 1 MpoUIbHON OpraHU3aluel, OCYIECTBISIONICH NeITeTbHOCTh 10
npoQ IO COOTBETCTBYIONIEH 00pa30BaTeNbHOM MPOrpaMMBI.

Pe3ynbrarhl ocBOEHUsI 00pa30BaTENbHON MPOrpaMMBbl (€€ OTAENbHBIX YacTeil) MOr'yT OBITh
OLICHEHBI B paMKax MPOMEXYTOUYHOM M rOCYJapCTBEHHON WUTOrOBOW aTTECTAllMM, OPraHU30BAaHHBIX B
dbopMe 1eMOHCTPALlMOHHOTO IK3aMEHa.

6.4 KagpoBble yc10BHs peajn3anuy o0pa3oBaTe/ibHON NPOrpaMMbI

Peanuzarust oOpa3zoBaTenbHON MpOorpaMMbl 00ECTICUMBACTCS MEIaroTHUYEeCKUMHU pPaOOTHHKAMH
KOJIe/Ka, a TakkKe JIMIIAMH, TPHUBIEKAEMBIMH K pealu3alud o0pa30BaTeNbHONW MPOrpaMMbl Ha
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YCIOBHSX TPa)IaHCKO-TIPABOBOTO JIOTOBOPA, B TOM YHCJIE W3 YUCIIA PYKOBOJAWTENCH W paOOTHHKOB
OpraHu3aliii, HampaBlIeHUE NESATEILHOCTH KOTOPHIX COOTBETCTBYET 00JacTH NpPOoeCcCHOHATBHON
nesitenbHOCTH 07 AomMunucmpamusHo-ynpasieHueckas u oQUCHAas 0esmenbHOCHb U UMEIOITUX CTaX
paboTel B JaHHOU TIPO(heCCUOHATBLHOM 00JIacCTH HEe MEHee 3 JIeT.

KBanudukarms menarorndeckux paOOTHUKOB KOJUIEIKa OTBEYAeT KBATU(UKAIMOHHBIM
TpeOOBaHUSAM, YKa3aHHBIM B KBAJU(HUKAIMOHHBIX CIPAaBOYHMKAX W (WIM) TpodecCHOHATBHBIX
cranjaprax (Ipu HAJTUYUN ).

[lenarornueckue paOOTHUKH, MPHUBIEKAEMBbIE K peain3alui 0Opa3oBaTeNbHON MPOrpamMMel,
MOJYyYaloT JONOJHHUTEIbHOE MPOo(ecCHOHATFHOE O00pa3oBaHME 10 MPOrpaMMaM  IOBBIIICHUS
KBaJM(HUKAIIMK, B TOM YHCIE B (OPME CTRKUPOBKH B OPTraHU3AIMsIX, HAIPaBIICHUE NEATCILHOCTH
KOTOPBIX COOTBETCTBYeT oOnactu mnpodeccuonanbHoit gesrensHoctd 07  Aomunucmpamugno-
VApasienueckas u oQucHas oesmenrbHocmy, He pexe 1 pasa B 3 rojja ¢ yu4eToM pacuIMpeHHsl CIIeKTpa
npoeCCHOHATBLHBIX KOMITETEHITHIA.

Jlonst menarorn4eckux paOOTHUKOB (B MPHBEICHHBIX K IEIOYMCICHHBIM 3HAYCHUSIM CTaBOK),
00eCreynBaIUX OCBOCHHE OOYYaIOMIMMUCSH MPO(ECCHOHAIBHBIX MOJYJIEH, HMEIOMIUX OIBIT
NeSITeIbHOCTH HE MEHEe 3 JIeT B OPraHU3allUsAX, HAIIPABICHHUE JICATEIILHOCTH KOTOPBIX COOTBETCTBYET
obnactu mpodeccnoHaNbHON nesTenbHOCTH 07 AomunucmpamusHno-ynpasienueckas u ogucHas
OesmenbHOCMb, B OOIIEM YHUCIIE IEJaroruyecKux pabOTHUKOB, PEATHM3YIONIMX 00pa30BaTEIbHYIO
IpOTPaMMy, COCTaBJISIET HE MEHee 25 TPOIICHTOB.

6.5 ®uHaHCcOBbIE YCJIOBHUS peaM3aluu 00pa3oBaTeIbHOIl MPOrpaMMbl

Pacuerbl HOpMAaTUBHBIX 3aTpaT OKa3aHUs TOCYAAPCTBEHHBIX YCIyr [0 pealu3aluu
0o0pa3oBaTebHOW MPOrpaMMBbl OCYLIECTBISIOTCS B COOTBETCTBUM € METOJUKON oIpeaeseHus
HOPMAaTUBHBIX 3aTpaT Ha OKa3aHWE TIOCYIAApCTBEHHBIX YCIYI IO pealu3aluud 00pa3oBaTeNIbHBIX
OporpaMM CpeiHero mnpodeccHoHaJbHOro o0pa3oBaHMusl 1O mpodeccusiM (CIEeUUaIbHOCTAM) U
YKPYIHEHHBIM TpymmaM mpodeccuid (cnenuanbHOCTel), yrBepkaaemple Munnpocsemenus Poccun
€XETOJIHO.

@dunHaHcoBoe obecreyeHne peanus3aly 00pa30BaTENIbHONM MPOTrpamMMbl, OIpPEAEICHHOE
B COOTBETCTBUU C OIOKETHBIM 3aKoHoJaTeldbcTBOM Poccuiickoit ®enepaunu un denepaibHbIM
3akoHOM OT 29 nexabps 2012 Ne 273-®D3 «O6 obpazoBanuu B Poccuiickoit denepanumy, BKIOYAET B
ceOs 3arpaThl Ha oOIUIaTy TpyZda IMpenojaBareneil M MacTepoB NPOU3BOJCTBEHHOTO OOYy4eHUs
C yd4eToM oOOecCrnedYeHus: YpOBHsS CpeaHeld 3apabOTHOM TuIaThl MEJAarorHYecKux pabOOTHUKOB
3a BBINOJHAEMYIO UMH Y4eOHYI0 (IpenojaBaTeibCcKylo) paboTy U JIpYyrylo paboTy B COOTBETCTBUHU
¢ Ykazom I[lpesunentra Poccuiickoit @enepaunu or 7 Mas 2012 r. Ne 597 «O meponpusTusx
10 peaan3alyy roCyJapCTBEHHON COLMAIIBHON ITOJIUTHKNY.
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7 ®dopMHUpOBaHNEe OLEHOYHBIX CPEICTB
JJI51 MPOBe/IeHUsI TOCYAAPCTBEHHOM NTOTOBOM aTTeCTALINH

locynapctBennass urtorosast arrecrauus (mamee — [MA) sBasercs o0si3aTenbHON Uit
oOpa3zoBatenbHbix opranuzauuii CI1O. OHa npoBOgUTCS MO 3aBEPIICHUH BCEro Kypca oOydeHHUs IO
HanpaBlieHUI0 MoAroToBku. B xome I'MA omneHuBaercs cTeneHb COOTBETCTBUS C(HOPMHUPOBAHHBIX
KOMITETCHIIMH BBITYCKHUKOB TpeboBanusm OI'OC CIIO.

BrinyCkHHMKH, OCBOMBIIME MPOrpaMMbl MOATOTOBKU CIECIMAIIMCTOB CPEJAHETO0 3BEHA, CHAI0T
['MA B popme 1eMOHCTPAIIMOHHOTO 3K3aMeHa U 3allUThl TUIIOMHOTO npoekTa (padoTsl). TpeboBanus
K COJEp)KaHUIO, 00beMy U CTPYKType MAMUILUIOMHOrO MpoekTa (paboThl) KOJJIEHK OIpenesier
camoctostenibHo ¢ yuetoM [IOOIL. TocymapctBeHHass uTOroBasi aTTECTallUsl 3aBepIIACTCS
MIPUCBOECHUEM KBaJM(UKALMK CIIELHUATICTa CPEJHET0 3BEHA! CHeyuanrucm no OOKYMeHMAYUOHHOMY
obecneuenuro ynpasieHus U apXueHomy oeny.

Jlis TOCynapCTBEHHOM MTOTOBOM aTTeCTallMd KOJUIGDKEM pa3pabaTbiBaeTcsi IMporpamma
roCyJapCTBEHHON MTOTOBOM aTTeCTalldd U OIEHOuYHbIE cpenacTtBa. OIEHOYHBIE CpeacTBa A
nposeneHus ['MA (mpunokeHue §) BKIIOYAIOT 3aJaHUs JJI1 JEMOHCTPAIlMOHHOTO 3K3aMEHa, TEeMbl
BBIMTYCKHBIX ~ KBAIM(HUKAIMOHHBIX  pa0OT, ONUCAaHWUE TMPOUEAyp H  YCIOBHH  MPOBEICHUS
roCy/IapCTBEHHOW UTOTOBOM aTTECTAllUU, KPUTEPUU OLIEHUBAHUS.
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WU3MEHEHHMS B OBPA3OBATEJIBHYIO [IPOI' PAMMY
CPEJHET"O ITPO®ECCHUOHAJIBHOI'O OBPA30OBAHUSI

Hanmenosanue OI1 Cl__IO

[TICC3 1o crienuaibHOCTH
46.02.01 JlokxymeHTalHOHHOE OOECIICYeHUE YIIPABICHUSA U
APXHBOBCJICHHC

['oj1 mocryruienus

2023

OcHoBauue JUIg BHECCHUS
H3MCHECHUH

Ilpukas or 06.06.2024 r. Ne 354-0 «OG6 yrBepkjicHur 06pazoBaTEILHbIX
IPOIPAMM CPEHET0 NPOPECCHOHAILHOTO 00pa3oBaHuUs»

BHecennble usmMcHeHMs

Obnosyensr  pabo4yue  nporpaMMmbl  y4eOHBIX — JIMCHUILIMH — H
PO ECCHOHAIBEHOIO MOJTYJIS:

CI'.01 HUctopust Poccun

CI'.02 MHocTpaHHBIil S3bIK B IIPOhECcCHOHATBHON JIEATeIbHOCTH

CI'.04 ®usuueckast KyIbTypa

CI'.07 Hcropust apXuBHOTO Jieiia

OI1.06 Pycckuii s13b1K B IPO()ECCHOHAIILHOM JICATEIEHOCTH

OI1.07 Komibiorepnas 06paboTKa JIOKYMEHTOB

OI1.08 OcHOBBI apXHBHOTO J€Ia

OI1.09 OcnoBel pabOTEI ¢ JOKYMECHTAMHU U 2JICKTPOHHBIH

JIOKYyMEHTO000pOT

[IM.01 OcymecTBiieHue OpraHU3ANMOHHOIO U JIOKYMCHTAIMOHHOI'O

oOccIicueHust eI Te/IbHOCTH OpraHu3auu

3amecTuTelh TMpPEeKTOpa
110 METOJIMHYCCKOM paboTte

Jeu % M.B. barypuna




M3MEHEHHS B OBPA3OBATEJIBHYIO ITPOT'PAMMY
CPEIHET O ITPODECCHUOHAJIBHOT'O OBPA3OBAHU

Hammenosanue OIT CITO

IIICC3 1o crienualbHOCTH
46.02.01 JloxymeHTanmmoHHoe oOecreyeHue ypaBieHus 1
aApXUBOBEJICHUE

['on nocryrnenus

2023

OcHOBaHUe JUIS BHECEHUS
H3MEHCHUH

ITpuxa3z ot 06.06.2025 r. Ne 413-0 «O6 yTBepxk/ieHHN 00pa30BaATEILHBIX
IIPOTPAMM CPEJIHET0 PO(ECCHOHAILHOIO 00Pa30BaHUS»

Buecenunle uzMenenus

OGnoBieHpl  pabodme  TpOrpaMMbl  YY4EOHBIX  JUCHUIUIAH U
IpO(hEeCCHOHATFHOIO MOTYJIS:

CI'.03 be3omnacHOCTD KU3HEICITEILHOCTH

CI'.05 OcHOBBI OEpEKIUBOTO IPOU3BOACTBA

CI'.06 OcHOBBI (UHAHCOBO# IPAMOTHOCTH

OI1.01 DxoHOMUKA Opranu3anuu

OI1.02 MenempxkMenT

OI1.03 Ilpodeccronanbhas STUKa ¥ OCHOBHI JEI0BOI0 OOLIEHUS
OI1.04 ITpaBoBBIC OCHOBBI IIPO(ECCHOHAILHOM AEATENLHOCTH

OIL.05 MudopmarmoHHble 1 KOMMYHHKAIIMOHHEIE TEXHOJIOTHA

1IM.02 Opranunzanust apXuBHON pabOTHI IO JOKYMEHTAM OpraHU3aIui
pa3IMYHbIX (GOPM COOCTBECHHOCTH

1IM.03 Brmonnenue pabort mo jomkHocTu ciysxkamero «Cekperaps-
aJIMUHUCTPATOP»

3amMeHeHbI HOPMYITHUPOBKH CIICIYIONUX OOMIMX KOMIIETCHIIMIA:

OK 03. IlmanumpoBarh ®  pCaM30BLIBATH  COOCTBEHHOE
IpoecCHOHATbHOE H JIMYHOCTHOE DA3BHTHE, IIPEIPUHUMATEIHCKYIO
JEATEIBHOCTh B IIPO(ECCHOHANBHON cdepe, WCIOIB30BaTh 3HAHUS II0
OpaBoBOM M (UHAHCOBOM T'PAMOTHOCTH B Pa3IMYHBIX IKHU3HEHHBIX
CUTYaIUsX.

OK 06. IIposBisTh TpakJIaHCKO-IIATPHOTHICCKYIO IIO3UIIUIO,
JIEMOHCTPUPOBATE OCO3HAHHOE IIOBEJICHHE Ha OCHOBE TPaIUIIMOHHBIX
POCCHICKHX JIyXOBHO-HPABCTBEHHBIX IIEHHOCTEH, B TOM YHCIIE C YIETOM
rapMOHM3AIMM MEXHAIIMOHAIBHBIX W MEXKPEIMIHO3HBIX OTHOIICHUH,
IPUMEHATH CTalAapThl AHTUKOPPYIIIMOHHOTO ITOBEACHHS.

3aMeCTHTEIh JUPEKTOPa
10 METOAMYECKOM paboTe

%f%/ M.B. barypuna




