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[IporpaMmMa MOATOTOBKHM CHELMATUCTOB CPEIHET0 3BEHAa TOCYJapCTBEHHOTO aBTOHOMHOTO
npodeccnoHansHOro  0oOpa3oBaTenbHOTO yupexknaeHusi [lensenckoir oOmactu  «lleH3eHckuit
KOJUIEIDK COBPEMEHHBIX TeXHOJoruid mepepaborku u Ousneca» (I'AIIOY I10 TIKCTIIB)
cocTaBiieHa Ha ocHOBe DeaepabHOrO TOCYJapCTBEHHOTO 00pa30BaTEIbHOIO CTaHIApTa CPEIHETO
po¢eCCHOHAIBHOTO 00pa3oBaHus 1o crenuaabHOcTH 46.02.01 JJokymMeHTanmoHHOEe 00eCTICUeHHE
YIIpaBJICHUSI U apXMBOBEACHUE, PACCMOTPEHA M 0J00peHa Ha 3acellaHud METOIMYECKOTO COBETa,
npotokoia Ne 1 ot 30 aBrycra 2024 roga, pacCMOTpeHa U MPUHSATA HA 3aCE€JAHUM TIE€JarOTHYECKOI0o
cosera, poTokoa Ne 30 ot 30 aBrycra 2024 roaa.
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2. Obmas xapakTepucTuka 00pa30BaTEeNbHONW MPOTrpaMMbl CpPeIHEro Mpo(ecCHOHATBHOTO
oOpa3zoBaHHs

3. XapakTrepucTrka npodecCHOHAIbHON JeSITeIbHOCTH BBIITYCKHUKA

3.1. Ob6nactpk npodeccuoHaAIbHON IEATeILHOCTH

3.2. CooTBercTBHE MPO(PECCHOHATBHBIX MOAYJIEH PHUCBANBACMBIM KBATU(UKAIISIM

4. IInanupyemble pe3yabTaTbl OCBOEHHUS 00pa30BaTeIbHOM TPOrpaMMbl

4.1. OOume KoOMIeTeHIuN

4.2. IIpodeccnoHabHBIC KOMITETCHIIUH
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6. YcnoBus peanuszanuu o0pazoBaTeabHON MPOrpaMMbl

6.1. TpeOoBaHus K MaTepUAIBHO-TEXHUYECKOMY OOECIEUYEeHUI0 00pa3oBaTeIbHON
IIPOrpaMMbl

6.2 TpeboBaHUs K y4eOHO-METOANYECKOMY 00ECTICUeHHIO 00pa30BaTEIbHOMN TPOrPaMMBbI

6.3 TpeboBaHus K OpraHu3alMy BOCIIUTaHUS 00yUYarOIIUXCsI

6.4 TpeOGoBaHuUs K KaJpOBBIM YCIOBUSIM peaiu3aiiii 00pa30BaTeIbHON MPOrpaMMBbl

6.5. TpeboBanust K (PMHAHCOBBIM YCIOBHSAM peaiu3aluu o0pa3oBaTeIbHON MPOrpaMMbl

7.  ®opmupoBaHue (OHAOB OLIEHOYHBIX CPEACTB MJi1 MPOBEACHUS TOCYJapCTBEHHOMN
UTOrOBOM aTTecTalli U OpraHu3alys OLlEHOYHBIX MPOLEAYp IO IporpaMme

[Tpunosxxenus: [IporpaMMbl y4eOHBIX JUCHMILIMH U MPOPECCHOHAIBHBIX MOYJIEH.



1.OBIME ITOJIOXKEHUA

Hactosmass ocHoBHast mnpodeccroHanbHas o00pazoBaTeNbHAas —IporpaMma 1o
cnennanbHoctu 46.02.01 JlokyMeHTallMOHHOE OO0ecleYeHne YIpPaBICHUS W apXHBOBEICHUE
pazpaboTaHa Ha OCHOBE (QelepalbHOIO TOCYIAapPCTBEHHOIO O0Opa3oBaTEeNbHOrO CTaHIapTa
cpenHero npodeccHoHaAIBHOTO 00pa3oBaHus 1Mo crenuaibHocTh 46.02.01 JlokyMeHTalnOHHOE
o0ecrieueHre YMNpaBIEHUST U apXUBOBeJEHHE, yTBepxklIeHHoro IIpukazom MuHnpocsemieHus
Poccum ot 26 aBrycra 2022 rona Ne 778, ¢ yueToMm IpuMepHO 00pa30BaTeIbHON IPOrPaMMBI.

[IporpamMma ompenensieT pPEKOMEHIOBAaHHBIM O00BEM U COJAEpKAHUE CPEIHEro
npodeccnoHabHOTO  OOpazoBaHuss 1o  cnermuanbHOCTH  46.02.01  JlokyMEeHTaMOHHOE
ofOecrieueHre  YIpaBJICHUS U apXUBOBEJICHUE, IUJIAaHUPYEMble  pe3ylbTaThl  OCBOCHUS
00pa3oBaTeNbHON POTPAMMBI, IPUMEPHBIE YCIOBHUS 00pa30BaTEIbHON AEATEIBHOCTH.

[IporpamMma pazpabotana isi peanu3alil 00pa3oBaTeNbHONW MporpaMMbl Ha 0Oasze
OCHOBHOT'O 00111ero 00pa3oBaHuUs.

OObpazoBatenbHas mporpamma, peainuzyemas Ha 0a3e OCHOBHOTO 00Iero o0pa3oBaHus,
pa3pabaTeiBacTcsi 00pa3oBaTeNbHONM OpraHW3alel Ha OCHOBE TpeOoBaHUU (eaepatbHOro
roCyJapCTBEHHOTO 00pa30BaTEILHOIO CTaHaapTa cpeaHero obmero oopazoanus, @PI'OC CIIO
U TIOJIOKEHUHN (enepaibHOW OCHOBHOM 00IIe00pa3oBaTeIbHON MPOrpaMMbl CPEIHETO OOIIETro
00pa3oBaHMs C YYETOM MOIYy4aeMOl CHEeIHaTbHOCTH.

1.2. HopMaTHBHO-IPaBOBbIE€ OCHOBBI Pa3padOTKH OCHOBHOW mpodeccuoHAIbLHOI
o0pa3oBaTe/IbHON NPOTrPaMMBbI

®denepanbHblil 3ak0H 0T 29 nexadps 2012 r. Ne 273-D3 «O6 ob6pazoanuu B Poccuiickoit
Denepanuny;

[Tpukaz Munnpocsemienust Poccuu ot 08.04.2021 Ne 153 «OG6 yrtBepxknenuu [lopsnka
pa3paboTKK MPUMEPHBIX OCHOBHBIX 00Pa30BaTENbHBIX MPOTPAMM CPEIHET0 MPO(PEeCCHOHATBHOTO
o0pa3oBaHMs, MPOBEACHUS HUX OKCHEPTU3BI U BEACHUS peecTpa NPUMEPHBIX OCHOBHBIX
00pa30BaTeNbHbIX IPOrPaMM CPETHETO NPOPECCUOHATBLHOIO 00pa30BaHUN;

[Ipukaz Munnpocsemienuss Poccum ot 26.08.2022 No 778 «O0 yTBepKACHHUH
(benepaabHOro rocyIapcTBEHHOIO 00pa30BaTEIbHOTO CTAHIAPTA CPETHETO MPOPECCHOHATHLHOTO
oOpazoBanus mno crnenuanbHocTd 46.02.01 JlokymeHTalmoHHOEe oOecreueHre YyrpaBJIeHUs
U apXUBOBEJICHUEY;

IIpukas MuHucrepcTBa [IPOCBEILEHUSA Poccutickoii Oenepannu
or 24.08.2022 Ne 762 «OO6 yrBepxkaeHuu Ilopsiaka opraHu3alid M OCYIIECTBIICHUS
o0pa3oBaTeNbHOW  JEATENBHOCTM MO  00pa3oBaTeNIbHBIM  HpOrpaMMaM  CPEAHEro
npodheccuoHaIbHOr0 00pa3oBaHus»;

ITpuka3 Munnpocemenus Poccun ot 08.11.2021 Ne 800 «O6 yrBepxnenun Ilopsaka
IIPOBEJCHUS TOCYJapCTBEHHOW MTOrOBOM arTecTalMM MO 0oOpa30BaTeIbHBIM IporpamMmmam
CpeaHero npogeccuoHaIbHOr0 00pazoBaHMsY;

[Tpuka3 Munobpuayku Poccun Ne 885, Munmnpocsemenust Poccuu Ne 390 ot 05.08.2020
«O mpakTHUecKOM MNOAroToBKe oOydarommxcs» (BMecte ¢ «llonokeHHeM O MpPaKTUYECKOH
MOATOTOBKE 00YYAIOLIUXCS;

[Ipuka3 MuHucTepcTBa Tpyda M COUMANbHOW 3amuThl Poccuiickon dPenepanuu
ot 15.07.2020 Ne 333H (3apeructpupoBaH MUHHCTEPCTBOM FocTHIMU Poccuiickoit Deaeparun
15 urons 2020 1., peructparuoHHblii Ne 58957) «O06 yrBepx)aeHun MTpohecCHOHATHLHOTO
crangapta «Cnenuanuct 1O OpraHU3allMOHHOMY M JOKYMEHTAallMOHHOMY 00eCleYeHHIO
yIIpaBJIEHUs] OpraHu3aluen;

[Ipukaz MunucrepcTBa Tpyaa W couMalbHOW 3amuThl Poccuiickoit ®enepanuun
ot 18.03.2022 Ne 140n (3apeructpupoBad MunucrepctBom toctuuuu Poccuiickoit @enepanuu
21 anpenst 2022 1., perucrpanmuoHHbidi No 63193) «OO0 yTBepkaeHUH TPOGECCHOHATHLHOTO
crangapra «CrenuanicT apxuBay.
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YeraB  rocygapCTBEHHOTO  aBTOHOMHOIO

npo(ecCHOHATFHOTO  00pPa30BaTEIILHOTO

yapexaeHuss Ilensenckoit oOnactu «lleH3eHCKMI KOJUIEIK COBPEMEHHBIX TEXHOJOTHUH

nepepaboTKU 1 OHu3Hecay.

2. OBIIASI XAPAKTEPUCTHKA OBPA3OBATEJBHOM ITPOTPAMMBI
CPEJHEI'O TIPO®ECCHOHAJIBHOI'O OBPA30OBAHUA

Kpanudukanms, mnpucBauBaeMas BBIIYCKHUKaM 0Opa30BaTeNbHOW  MPOrpaMMBbI:
Crienuanuct no J0KyMEHTallMOHHOMY 00€CTIeUeHHIO YIIPaBJICHUS U apXUBHOMY JEIy.

[Ipu paspaboTke 00Opa30BaTENBHOM

mporpaMmabl opraHu3anus YCTaHaBJIMBACT

HaIpaBJICHHOCTb, KOTOPasA COOTBETCTBYET CIICLHUAJIBHOCTH B LICJIOM.

®opmbl 00yUeHUS: OUHAS.

O0bemM 00pa3oBaTeIbHOM TIPOrpPaMMBbI, peaqu3yeMoll Ha 0a3e cpemHero oOIIero
oOpazoBanus mo kBamudukamuu: CHENHATUCT MO JOKYMEHTAIMOHHOMY OOECHEUYCHUIO
YIPaBJICHUS U apXUBHOMY Jeny —2952 akaJeMHUYEeCKHUX Yaca.

Cpoxk monmyyenus oOpa3oBaHusi o 00pa30BaTENBLHON MPOrpamMMe, pealn3yeMon Ha 0asze
cpenHero oOuiero oOpazoBaHus 1o kBanudukanuu: Croenuanuct Mo JIOKyMEHTalHOHHOMY
00€ecCIIeueHUIO YIIpaBiIeHus U apxuBHOMY aeny —1 rox 10 mecsiies;

O6beM 00pazoBaTeNbHONW MPOTPAMMBI,

peannsyeMoﬁ Ha 0a3e OCHOBHOI'O O6IH€FO

oOpazoBanus 1o kBanu@ukanuu: CHeNMATUCT MO0 JOKYMEHTAallMOHHOMY OO€CHEe4YeHHUIO
yIpaBJIeHUs M AapXUBHOMY J€ly, C OJHOBPEMEHHBIM IIOJYyYEHHEM CpEeAHEro oOIIero
obOpazoBanus: 4428 4yacoB akaJIeMUUECKUX YaCOB, CpOK 00yueHus - 2 roga 10 mecsies.

3. XAPAKTEPUCTHUKA ITIPO®ECCUOHAJIBHOM JEATEJLHOCTH

3.1. O6nactp npodecCHOHANBHON eATeNTFHOCTH BBITYCKHUKOB: 07 ATMHUHHCTPATUBHO-

yIpaBJICHUCCKAs U O(I)I/ICHaSI ACATCIIBHOCTB.

3.2. CoorBercTBHE BHJOB JEATEIBHOCTH  MPO(ECCHOHAIBHBIM  MOAYISIM |

nprcBanBaeMoOi KBaTU(UKALIUN:

HaunmenoBanue BUJOB ACATCIBHOCTH

HaumenoBanue npodeccrnoHaIbHbIX MOAYJIEN

1

2

Bunn negrenpHocTH

OcymecTBienue OpraHU3aIMOHHOTO u
JOKYMEHTAI[MOHHOTO OOeCreueHus: JesTeNbHOCTH
OpraHu3aIu

IIM.01 OcymiecTBiieHne OpraHu3aliMOHHOTO
U JIOKYMEHTAIlUOHHOTO obecrieyeHus
JeSITETTbHOCTH OPTaHU3aIIH

Opranu3anus apxMBHOM pabOThl MO JOKyMEHTaM
OpraHu3aluil pa3aMuHbIX GOpM COOCTBEHHOCTH

I[IM.02 Opranuzanuss apxXuBHOH  paOOTHI
o JTOKYMEHTaM OpTaHu3aIii
pa3nu4HbIX (OpM COOCTBEHHOCTH

OcBoenune BUJOB padOT MO OJHOW WJIM HECKOJIBKUM
npodeccusM pabounx, TOMKHOCTAM CITYXKaIIuX

[IM.03 BeimonHenne padOT MO OAHOW HIIH
HECKOJIbKUM npodeccusm pabouux,
JTOJDKHOCTSIM CITY KaIIAX




4. INTAHUPYEMBI PE3YJIbTATBI OCBOEHUS OFPA3OBATEJIBHOM ITPOI'PAMMBI

4.1. O01mMe KOMIEeTeHI M

Kox xomnerennuu

3HaHusl, yMeHUS

OK 01. Bribupats crocoObl penieHus
3amaq npodeccruoHanbHON
NESATENbHOCTH  IPUMEHHUTENBHO K
Pa3IUYHBIM KOHTEKCTaM

YMeHusi: pacno3HaBaTh 3ajady W/WIKM MpobieMy B Npo(ecCHOHAIBHOM W/HIM COLMAIBHOM KOHTEKCTE,
aHAJIM3UPOBATh 3aJa4dy W/WIIM MPOOJIEMY H BBIIENATH €€ COCTABHBIC YaCTH; ONPEACIATh dTAIbl PEIICHHS 3aa4H;
BBIABIAATE M 3((EKTUBHO HCKaTh HMH(OpMAIMIO, HEOOXOAMMYIO JUIS pEIICHHs 3alauyd W/WIM TpoOIeMsl;
COCTaBJIATh IUIAH JICHCTBUS; ONPEAEIATh HEOOXOANMBIC PECYpPCHI; BIaJeTh aKTyalIbHBIMH METOAaMHU PaOOTHI B
npoeCCHOHATPHON W CMEXHBIX c(epax; peaJn30BBIBATh COCTABICHHBIA IUIaH; OIEHHUBATH pPE3yibTaT H
TIOCJIC/ICTBHSI CBOMX JICWCTBHH (CaMOCTOSITEIEHO MIIM C TIOMOIIBIO HACTABHUKA)

3HaHUSA: aKTYaIbHBIA MPO()ECCHOHANBHBIA U COLUATBHBIN KOHTEKCT, B KOTOPOM MPUXOIUTCS pabOTaTh U KUTH;
OCHOBHbBIC UCTOYHUKU MH(OpPMAIMKU U PeCcypchbl AJIs pelieHHs 3ahad U npodieM B MpodecCHOHATIBHOM H/HIN
COLIMAIBHOM KOHTEKCTE; aJlTOPUTMBI BBIIIOJHEHHUS Pa0OT B MPO(HECCHOHAIBHOW U CMEXKHBIX 00JIACTSIX; METOJIBI
paboThl B IpoQecCuoHaIbHOM U CMEXHBIX cdepax; CTPYKTypy IUIaHa Ui pelIeHHus 3a/ad; MOpSAO0K OLIEHKU
pe3yJIbTaTOB pelIeHHUs 3a/1a4 NPOPECCUOHANBHOMN AEATEIbHOCTU

OK 02. HMcnonb30BaTh COBPEMEHHBIE
CpeacTBa  IOMCKAa,  aHaiu3a W
UHTEprpeTanu  uHoOpManuu, U
WH(OpPMAIMOHHBIE TEXHOJOTUM JIsSI
BBITIOJTHEHH S 3a1a4
po¢eCCUOHATBHON JIEATETLHOCTH

YMeHus: onpeNenaTh 3aa4n Ui MOMCKa MH(POPMAIINH; OMPeIeIsITh He0OX0AUMbIE UCTOUHUKHU WH(OPMALIUU;
IUTAHUPOBATh TPOLIECC OUCKA; CTPYKTYPHPOBATH MOIydaeMy0 HH()OPMAIUIO; BELICISATh HanOoIee 3HAaYUMOe B
nepeyHe WH(pOpMaIKK; OLIEHUBATh MPAKTHUECKYIO 3HAYMMOCTh PE3YNIbTATOB MOUCKA; O(OPMIIATH pe3yibTaThl
MOKMCKa, MPUMEHSTh CpeICTBa HH(POPMAIMOHHBIX TEXHOJOTMHM Ul peleHus NpodeccHoHaNbHBIX 3ajady;
UCIOJIb30BaTh COBPEMEHHOE MPOrpaMMHOE 0OecreueHHe; MCIOIb30BaTh pa3inyHble HU(GPOBBIE CPEACTBA IS
penieHus npodeccruoHabHbIX 3a]1a4.

3HaHusA: HOMEHKJIATypa MH()OPMAIIMOHHBIX UCTOYHHKOB, MIPUMEHSIEMBIX B NMPO(ECCHOHAIBHON NesITeIbHOCTH;
IpUEeMbl CTPYKTypupoBaHHs uH(popmauuu; ¢opmar oQOpMIIEHUS pe3ylbTaToB IOMCKa HH(OpManuu,
COBPEMEHHBIE CpEJICTBAa M YCTpOWCTBAa HMH(POPMATHU3ALMM;, TMOPSIJOK HMX HNPUMEHEHHS U MIPOTpaMMHOE
o0ecneyeHne B Npo(ecCHOHANIBHOM IESTEIbHOCTH B TOM YHCIIE C HCIOJIb30BAaHUEM IIU(PPOBBIX CPEICTB.

OK 03. [1nanupoBaTh u
peann30BHIBATH COOCTBEHHOE
npodecCHOHATbHOE U JINYHOCTHOE
pasBuUTHE,  TPEANPHHAMATEIHCKYIO
JeSTeNbHOCTh B MPO(ecCHOHANBHOM

chepe, WHCMOTB30BaTh 3HAHUA IO
[IPaBOBOM 51 ¢duHaHCOBOH
IPaMOTHOCTH B Pa3IMYHbIX

JKU3HCHHBIX CUTYyallUAgX.

YMeHusi: OmpenensaTb aKTyaJbHOCTb HOPMATHBHO-IIPABOBOM  JOKyMEHTallMM B  NPO(ecCHOHATBHOU
JeSITeIbHOCTH; TPUMEHSATh COBPEMEHHYIO HAYYHYIO NPO(PECCHOHATIBbHYI0 TEPMHHOJOTHIO; ONpPENeNsiTh |
BBICTPAaWBaTh TPAEKTOPHUH MPO(ECCHOHAIBHOTO pa3BUTHS M CaMOOOpPA30BaHMS; BBIABIATH JOCTOMHCTBA U
HEJOCTaTKW KOMMEPYECKOW HJIeW; MPE3eHTOBaTh WIEH OTKPBITHS COOCTBEHHOTO Jenla B NMpodeccrOHaTIbHOMN
NeSITeIbHOCTH; OQOPMIIATh OW3HEC-IUIaH; PACCUMUTHIBATH pa3Mepbl BBIIUIAT 10 TPOLEHTHBIM CTaBKaM
KPEIUTOBAHUSA;, OIpPEACNATh HWHBECTULHOHHYIO IIPUBJIEKATEIBHOCTh KOMMEPYECKHX UIEH B paMKax
npodecCHOHATILHOM JIeTeIbHOCTH; IPE3EHTOBATh OM3HEC-UCI0; ONPEAEISATh HCTOYHUKH (DUHAHCUPOBAHUS

3HaHMA: CcoJIep)KaHHWE aKTyaJbHOM HOPMAaTHMBHO-NIPAaBOBOM JOKYMEHTAllM¥; COBPEMEHHAs HaydHas U
npodeccuoHanpHas ~ TEPMHUHOJIOTHS;  BO3MOXKHBIE  TPAaeKTOpHUHM  NPOGECCHOHAIbHOTO  pa3BUTHS U




camMo00pa30BaHMsl; OCHOBBI NPEAIPUHUMATEIBCKON AEATEIbHOCTH; OCHOBBI (PMHAHCOBOM I'PAMOTHOCTH; IIPAaBUIIA
pa3paboTKK OM3HEC-TIIAHOB; NOPSI0K BBICTPAWBAHUS MPE3CHTAIINH; KPEAUTHBIE OAHKOBCKUE MPOTYKTHI

OK 04 3¢ddextuBHO
B3aMMOJICHCTBOBATh U PabOTaTh B
KOJUIEKTUBE U KOMaH/Ie

YMeHus: OpraHU30BBIBaTh Pab0OTYy KOJUIEKTHBA U KOMaH/Ibl; B3aUMO/ICHCTBOBATh C KOJUIETaMH, PYKOBOJCTBOM,
KITMEHTAMH B X0J1¢ TPO(ECCHOHATBHON JACSITELHOCTH

3HaHuA: TICHXO0JIOTHYECKHE OCHOBBI JACATCIIBHOCTH KOJIJIEKTHBA, IICUXOJIOTHYECKUEC 0COOEHHOCTH JIMYHOCTH,
OCHOBBI HpOCKTHOﬁ JACATCIIBHOCTH

OK 05. OcyiiecTBisiTh YCTHYIO U
MUCbMEHHYIO KOMMYHHUKAIIMIO Ha
rocyJ1IapCTBEHHOM si3bIke Poccuiickoii
denepanuu ¢ yaeToM 0COOCHHOCTEH
COLIMAJILHOTO U KYJIBTYPHOTO
KOHTEKCTa

Yvenusn: I'paMOTHO H3JIaratb CBOW MbICJIU U O(l)OpMJ'IHTI) JOKYMCHTEI I10 HpO(l)eCCHOHaHBHOI}lI TEMAaTHUKEC Ha
TOCYAApPCTBCHHOM S3BIKC, IPOSABJIATH TOJCPAHTHOCTL B pa60qu KOJITICKTUBE

3HaHMA: 0COOEHHOCTU COLMAIBHOIO U KYJIbTYPHOTO KOHTEKCTA; paBuia 0pOPMIEHUS TOKYMEHTOB U
MOCTPOEHHUS YCTHBIX COOOILIEHUN

OK 06. IlposiBasATh TpaxaaHCKO-
aTPUOTHYECKYIO MO3ULHIO,
JI€MOHCTPHPOBATh OCO3HAaHHOE
MIOBE/ICHUE Ha OCHOBE TPaJAULIMOHHBIX
POCCHUICKHMX yXOBHO-HPaBCTBEHHBIX
LIECHHOCTEH, B TOM YHUCJIE C Y4YETOM
rapMOHHU3AIUU MEKHALMOHAIBHBIX U
MEXPETUTHO3HbIX OTHOIICHUH,
MIPUMEHSATH CTaHJapThl
AHTUKOPPYNIIMOHHOTO IOBEJIEHUS

YMeHns: onmMchIBaTh 3HAYMMOCTE CBOEH CIICHUAJIBHOCTH,; IPUMCHATH CTAHAAPTBI aHTUKOPPYIILITUOHHOI'O
IIOBCACHUA

3HaHUA: CYIIHOCTh TPAXKIAHCKO-TIATPUOTUYECKON MTO3UIINH, 00IIEUETIOBEYECKUX [ICHHOCTEH; 3HAYMMOCTh
npoecCHOHANBHOM NeSTENIbHOCTH M0 Mpodeccuu (CIeHaTbHOCTH); CTAaHAAPThl AHTUKOPPYIIITHOHHOTO
MOBEJICHUS U TIOCJIC/ICTBHSI €70 HapYIICHUS

OK 07. ConeiicTBOBaTh COXpaHEHUIO
OKpY’Karollen Cpeabl,
pecypcocOepekeHHI0, TPUMEHSITh
3HaHUs 00 U3MEHEHHUH KIIMMarTa,
MIPUHIIAITBI OEPEKITUBOTO
MIPOU3BOJICTBA, 3(PPEKTUBHO
JIECTBOBATh B UPE3BbIYANHBIX

YMenus: coOmoaaTh HOPMBI IKOJIOTHIECKON O€30I1aCHOCTH; ONIPEAEIAThH HAIIPABICHHS PECypcoCcOepeeH s B
paMKkax npoQecCHOHaIbHON AEATENTFHOCTH 110 CIIEIMATbHOCTHOCYIIECTBISTE PaObOTy ¢ COOIIOIEHHEM
IMPUHIMIIOB 6Cp€)KJ'II/IBOFO IMPOMU3BOJCTBA, OPraHU30BbLIBATH HpO(i)eCCI/IOHaJ'IBHYIO ACATCIIBHOCTE C YUCTOM 3HAHUH
00 M3MEHEHUH KIIMMATUYECKHUX YCIOBUH peruoHa.

3HaHusA: paBUiIa SKOJIOTNYECKON 0€30MaCHOCTH MPH BEICHUH TPOPECCHOHATIBHOM 1€ TEIbHOCTH; OCHOBHBIE
pecypchl, 331eCTBOBAHHBIE B IPO(PECCHOHATBHOMN IEATEILHOCTH; ITyTH 00ECTIEYeHUs PeCcypcocOepekeHus;
MPUHIIMIIBI OEPEKIMBOTO MPOU3BOJICTBA; OCHOBHBIE HAMIPABJICHUS U3MEHEHUS KIIMMAaTHUYECKUX YCIOBHM

CUTYaIUsIX pEruoHa.
OK 08. MHcrnonb3oBath cpeacTBa | YMeHHsI: HCIIOIb30BaTh (PU3KYIBTYPHO-03/10POBUTENBHYIO JAESTENbHOCTD JUIsl YKPEIJIEHUS 3/I0POBbS,
¢buznyeckoi KYJIBTYpPbI JUIsL | TOCTMKEHUS! )KU3HEHHBIX U MPO(eCCHOHANBHBIX 11eJIel; TPUMEHSITh pallMOHAJIbHBIE PUEMBbI JIBUTATEIbHBIX




COXpaHCHHS U YKPEIICHHS 3JI0POBbSI
B mporecce  npodeccHoHANbHOMI
NCSATEeNBPHOCTH M TOJJICPIKAHHS
HEOO0XOAUMOTO YPOBHS (PU3UUECKOM

IIOAT'OTOBJICHHOCTHU

byHKIMI B MpoQecCHOHANBHOMN AeATeIbHOCTH; T0JIb30BaThCS CPEACTBAMH MPOQPIIAKTUKY IePECHAPSKEHUS,
XapaKTEePHBIMH JIJIsl JAHHOU CTIEIMAIbHOCTH

3HaHuA: poib GUINYECKON KYIbTYPHI B OOLIEKYIBTYPHOM, IPO(PECCUOHAIBHOM U COLUAIIBHOM Pa3BUTHH
YeJI0BEKa; OCHOBBI 37I0POBOTO 00pa3a KM3HHU; YCIOBUS MPO(PECCHOHATBHOM NESTETLHOCTH U 30HBI pHCKa
(bu3HYECKOro 370pOBbs ISl CIIEUAIbHOCTH, CPEACTBA NPO(UIAKTUKY MTEPEHANPSKEHUS

OK 09. [Tosnb30Batbes
poeCCUOHAIBHONW  JJOKyMEHTAIUEH
Ha TOCYAapCTBEHHOM M MHOCTPAaHHOM

A3BIKax

TCMBI

YMeHus: TOHUMATH OOIIUI CMBICIT YETKO MPOU3HECCHHBIX BHICKA3bIBAHUN HA H3BECTHBIC TEMBI
(mpodeccroHaIbHbIC U OBITOBBIC), TOHUMATh TEKCTHI Ha 0a30BbIC MPOPECCUOHATBHBIC TEMBI; Y4aCTBOBATH B
JMAJIOTax Ha 3HAKOMBIE O0IIHe U TPO(HEeCCHOHATILHBIC TEMBI; CTPOUTH MPOCTHIE BBICKA3bIBAHUS O ce0e M O CBOCH
poeCCUOHATILHOMN IEATEILHOCTH; KPaTKO 0OOCHOBBIBATH M OOBSCHITH CBOM JICHCTBUS (TEKYILUE U
TUTAHUPYEMBIE); TUCATh MPOCTHIE CBSA3HBIC COOOIICHHMS Ha 3HAKOMBIC HITU HHTEPECYIONUe MPOodeCCHOHATbHBIC

3HaHMSA: TPaBUIIA TIOCTPOCHUS MTPOCTHIX M CIIOKHBIX MPEIOKEHUH Ha TPO(ECCHOHATBHBIC TEMBI; OCHOBHEIC
o01IeynoTpeOuTenpHbIe TI1aroisl (ObITOBas U MpodecCuoHanbHas JIGKCHKA); IEKCUYECKUH MUHUMYM,
OTHOCSIIUICS K OMMCAHUIO MPEIMETOB, CPEJICTB H MPOLECCOB MPO(PECCHOHATBHOM NEATETLHOCTH; 0COOCHHOCTH
POM3HONICHHUS; TIPABUJIA YTEHHS TEKCTOB MPO(ECCHOHATLHON HANPaBJICHHOCTH

4.2. llpodeccnoHanbHbIe KOMIETEHUNU

Buapl gesiTeJIbHOCTH

Koa u HauMeHOBaHHe
KOMIICTCHUHHU

Iloka3zatesim 0CBOCHHSI KOMIIETEHIIMH

OcymiecTBieHne
OPraHU3aIMOHHOTO U
I[OKYMGHTaHI/IOHHOFO
obecreueHUs
JEATETLHOCTH
OpraHu3aIu

[1K 1.1. OcymiecTBisTh
npuém-tepenavy
YIIPABJIEHYECKOU
UH(POPMALIUHU C TOMOILBIO
cpenctB HHGOPMAITMOHHBIX U
KOMMYHHKAI[MOHHBIX
TEXHOJIOTHI

HaBbiku
[Tomyuenuss HeoOxonuMoi MHPOpPMAIMKM U TIEpeayd CaHKIIMOHUPOBAHHOW MH(OpMAIMH C
WCIIOJIb30BAHUEM CPEACTB HH(DOPMAIIMOHHBIX U KOMMYHUKAIIMOHHBIX TEXHOJIOTHI

Ymenus:

HCIIOJIb30BaTh CPECTBA MHPOPMAIIMOHHBIX U KOMMYHUKAIIMOHHBIX TEXHOJIOTUH 15
NOJIy4eHHUs U Mepeiaun HHPOpMalny;

BECTH U UCII0JIb30BaTh B paboTe 0a3y KOHTAKTOB OpraHU3aluy;

BECTH YUYETHBIE PETUCTPAL[MOHHBIE (POPMBI, HCIIOIB30BATh UX JJIs1 MH)OPMAIIMOHHON pabOThI
Y paboThI MO KOHTPOJIIO UCIIOJIHEHUS TOPYUYEHU;

yCTaHaBJIMBATh U MOIEP)KUBATh KOMMYHHKAIIUU B TIPOLIECCE JETOBOT0 OOIIEHUS C
MOMOMUIBIO CPECTB HHPOPMAIIMOHHBIX 1 KOMMYHUKAIIMOHHBIX TEXHOJIOTHIA;
CTJIaKUBATh KOH(IMKTHBIE U CIIOKHBIE CUTYaLlUU MEXJINYHOCTHOTO B3aUMOJICHCTBUS;
coOJI01aTh CITY)KEOHBIN ITHKET;

oOecrieynBaTh HHPOPMAIMOHHYIO 0€30MaCHOCTD JAEATEIbHOCTH OPraHU3alHH.




3HaHuA:

HOpMAaTHBHBIEC TPaBOBbIE aKThl Poccuiickoit @enepanyu B chepe NHPOPMALMOHHBIX U
KOMMYHHKAI[MOHHBIX TEXHOJIOTHH;

CTPYKTYpa OpraHu3anuy, e€ 3a1a4u U QyHKIUH;

IIPaBUJIa IPOBEICHMS IETIOBBIX IIEPETOBOPOB;

9THKA JEJI0BOIr0 OOILIEHNUS,;

IIPaBHJIa PEYEBOI'O dTUKETA;

IIpaBUJIa NOJIEPKAHUS U PA3BUTHSI MEXIMYHOCTHBIX OTHOIIECHHUI;

TpeOOBaHUs OXpaHbl TPYIa.

I1K 1.2. KoopauaupoBatb
paboTy mpueMHOI
PYKOBOJUTEIISA, 30H IpUeMa
pas3INYHbIX KaTEeropHii
IIOCETUTENIEN OpPraHu3alun

HaBbiku
Koopaunanuu paboTel NpuEMHON pPYKOBOAWUTENS M 30H NpUEMA PA3IMYHBIX KaTeropHii
ITOCETUTENIEW OPraHu3alun

Ymenus:

BCTpe‘-IaTI) HOCGTI/ITC.Hef/'I, HOJIy‘IaTI) HepBI/ILIHYIO I/IH(1)0pMaIII/IIO O ITIOCECTUTCIIAIX, yCTaHaBJII/IBaTI)
MOPSIIOK MpUéMa JIS pa3IMYHbBIX KATETOPUH TTOCETUTEIICH;

BECTH yYETHBIE PETUCTPAIIIOHHBIC ()OPMBI 110 MPUEMY TTOCETUTENICH B OPOPMIISTH MPOITYCKa;
BECTHU MPUEM, TIEPEIavy U OTIPABKY JOKYMEHTOB;

OpraHU30BBIBATH U OPOHUPOBATH NEPETOBOPHBIE KOMHATHI;

CEpBHUPOBATH UaiiHbIe (KOdeitHbIe) CTONBI B oduce;

HpI/IMerlTB B pa60Te CpeI[CTBa I/IH(l)OpMaIII/IOHHI)IX nu KOMMYHI/IKaIII/IOHHI)IX TGXHOHOFHﬁ;
MPUHUMATH MEPBI IO COXPAHEHUIO KOH(UIEHITNAIbHON HHPOpMAIINH B X0/ TpréMa
MMOCETHUTEIICH.

3Hanun:

HOpMaTHUBHBIE ITpaBoBbIe akThl Poccuiickoit denepanuu no 3anmre nHGopmanuu u padore ¢
0OpalIeHUsIMHU TPaXKAAH;

CTPYKTypa OpraHM3aliy U pacrpeeneHue QyHKIUN MeXIy CTPYKTYPHBIMU
MOZIPa3/ICJICHUSIMHU U CIIELIMATIUCTAMY;

IIpaBHUJia OpraHu3aliy Npuéma noceTUTeNeil;

ATUKET U OCHOBBI MEXKTYHAPOIHOTO MPOTOKOJIA;

JTHKA JIEJIOBOI0 OOIIEHNS;

IIpaBHJIa PEYEBOr0 ITUKETA.

IIpaBHJia CEPBUPOBKHU YaHOTO (KoeiHoro) crona;

TpeOOBaHUs OXPaHBI TPYIa.




IIK 1.3. Bnagets HaBRIKaMU HaBbikn

TUTAHUPOBAHUS pabOYero [nanupoBanust paboyero BpeMeHu PYKOBOJUTENS U pab0OUero JAHs CeKpeTaps

BPEMEHHU PYKOBOJUTENS U YMeHus:

cekperaps BEIOUpATH (OPMBI TUTAHUPOBAHKS B 0QOPMIIATH IIAHUPOBIIHUK (OpraHaizep) pyKOBOAUTEIS U
cekperapsi;

YCTaHABIIMBATH IEJIH, OTPEACISATH IPUOPUTETHOCTh U 0UEPETHOCTD BBHITIOTHEHUS paboT 1

s exTuBHO pacnpenensaTs padbodyee Bpems;

COTJIACOBBIBATh BCTPEYH M MEPOIIPHUATHS K BHOCUTH HH(POPMAIIHIO B TNTAHUPOBIITHK
(opramnaiizep);

WH(OPMHUPOBATH PYKOBOIUTENS O MPUOIMKCHUN BPEMCHH U PETIIAMEHTE 3aIlJIaHUPOBAHHBIX
BCTPEY U MEPOTIPHSITHIA;

BEIOMpATh ONTUMAIBHBIE CIIOCOOBI BHEIITHETO U BHYTPECHHETO HH(POPMHUPOBAHUS O
IUTAHUPYEMBIX MEPOTIPHSTHUSX;

obecrnieunBaTh HHPOPMAIMOHHYIO 0€30IIaCHOCTH JACSITEILHOCTA OPTaHH3AIIHH;

NPUMEHSTH B paboTe cpeicTBa HHPOPMAITMOHHBIX 1 KOMMYHHKAIIMOHHBIX TEXHOJIOTHIA.

3HaHus:

HOpMaTHUBHBIE MTpaBoBbIe akThl Poccuiickoit deneparnu B chepe nHGOpMATMOHHON
0e30IacHOCTH;

CTPYKTypa U crienn(rKa OCHOBHOW JeSTENbHOCTH OpraHU3aIuy;

OCHOBBI yIIPABJICHUS] BDEMEHEM;

IpaBWJIa MPOBEACHUS JI€JIOBBIX IIEPETOBOPOB;

9THKAa JIEJIOBOr0 OOIIEHHS;

TpeOOBaHUS OXPAHbI TPY/A.

[1K 1.4. OcyuiecTBisTh HaBbiku

MOJATOTOBKY JIE€JOBbIX Opranuzanun Ae10BBIX NO€3/10K PYKOBOJUTENS U JPYTUX COTPYAHUKOB OPTaHU3alUN
N0€3/I0K PYKOBOJUTENS U Ymenusn:

JPYTUX COTPYAHUKOB COCTaBJIATH M O(OPMIISATE TOKYMEHTBI JIJIS1 JIEJIOBBIX MOE3/10K;

OpraHu3aluu OCYILECTBIISATh TPEBEI-TIOIEPIKKY JIEIOBBIX MOE3/0K;

COIIACOBBIBATh C IPUHUMAIOIIEH CTOPOHOM IPOTOKOJ INIAHUPYEMBIX MEPOIIPUATUIN U
(dbopMHUpPOBATH MPOrPaMMy JIEI0BOI MOE3IKH;

UCIOJIb30BaTh CPEICTBA MH(POPMAITMOHHBIX 1 KOMMYHHUKAIIMOHHBIX TEXHOJIOTHH 15
o0ecreueHns B3aUMOJICHCTBHS ¢ PyKOBOAMUTENIEM BO BPEMsI €0 JI€JI0BOM MOE3/IKH;
0OpPMIIATH OTUETHBIE TOKYMEHTBHI O JISJIOBON MOE3JIKE.




3HaHusn:

HOpPMaTHUBHBIC MTPaBOBBIC aKkThl Poccuiickoit deneparuu B chepe opraHu3aiii J1eI0BOH
MOE3/IKH;

MOPAAOK MOATOTOBKU U NOKYMCHTUPOBAHU A I[GJIOBOP’I IIOC3 KU,

MHTEPHET-PECYPCHI ISl OCYILECTBICHUS TPEBEI-ITOAEPKKH JIETOBBIX MTOE30K;

ATUKET U OCHOBBI MEXKYHAPOJAHOT0 ITPOTOKOJIA;

ATHKA JIEJIOBOr0 OOILIEHMs; TpeOOBaHUS OXpaHbl TPY/a.

[1K 1.5. BmanmeTts ciocobamu
OpraHusaiuu pabodero
MPOCTPAHCTBA NPUEMHOM U
KaOuHEeTa PyKOBOIUTENS

HaBbiku
Opranuzanuy u nojaepkanus GyHKIHOHAIBHOTO pabovyero npocTpaHCTBa

Ymenus:

OpraHU30BBIBATH pabouee MECTO B COOTBETCTBUHU C TPEOOBAHUSMU SPTOHOMUKH U KYJIbTYPbI
TPyIa;

obecrnieunBath pabodyee MecTo U HYHKIIMOHATIEHOE padouee MPOCTPAHCTBO HEOOXOAUMBIMU
CpEIICTBAMHU OPTaHU3AIMOHHON TEXHUKHU, MEOCITBIO M KAHIISIAPCKUMU TIPUHAIC)KHOCTSIMH,
MO/JICPKUBATH CPEACTBA OPTraHU3AIMOHHON TEXHUKHU B pab0YEM COCTOSHUH.

3unanusa:

TpeOOBaHUS OXPAHBI TPY/Ia, MPOU3BOACTBEHHON CAHUTAPHH, TPOTUBOIIOKAPHOH 3aIUTHI;
OCHOBBI MPABUJILHOW OPTaHHU3AIMH TPY/Ia ¥ METOJIBI TIOBBIIICHUS ero 3 ()EKTHBHOCTH;
BU/JIbl OPTaHU3AIIMOHHON TEXHUKHU U MOPSIOK paboThl C HEH.

[1K 1.6. OcymiecTBasiTh
paboTy 0 MOATOTOBKE U
MPOBEJICHUIO KOH(PEPEHTHBIX
MEpONpUATHIA, 00ecTieunBaTh
MH(pOpPMaLMOHHOE
B3alMOJEICTBHE
PYKOBOJUTENS C
NOJpa3cICHUsIMU U
JOJIKHOCTHBIMU JIULIaMU
OpraHu3aluu

HaBbixku

Opranuzanuy TOATOTOBKH M TPOBEACHUS KOH(EPEHTHBIX MEpONpUATHH, oOecredeHus
WH()OPMAIITMOHHOTO B3aUMOJACHCTBHUS PYKOBOIUTENS C MOIPA3ACICHUSIMU U JOHKHOCTHBIMU
JIMIIAMU OPraHU3aluu

Ymenus:

OpraHU30BBIBATH MTPOLIECC MOATOTOBKHU U NMPOBEIEHNE KOHPEPEHTHOTO MEPOTIPUSATHUS
WHAWBUAYAILHO U B COCTaBe pabodeil rpyIibL;

JIOKYMEHTHPOBATh Pa3HbIE ATAIBI MPOIEAYPHI MOATOTOBKH U MPOBEIeHUs KOHPEPEHTHOTO
MEpOIPUATHS;

coOIOaTh STUKET U OCHOBBI MEXTYHAPOJAHOTO TIPOTOKOIIA;

OCYIIECTBIISATH cOOp, 00pabOTKy MH(POPMAIIMH, CHCTEMATH3AIUIO TTOTYyYaeMbIX U
nepeaBaeMbIX JTaHHBIX;

OCYILECTBJIATh IPOBEPKY JOCTOBEPHOCTH, ITOJITHOTHI M HENMPOTUBOPEYNBOCTH JaHHBIX,
UCKITIOUEHHE TyOnrpoBaHusl HHPOPMAIUH;
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IMPUMCHATDb I/IH(bOpMaI_II/IOHHO-KOMMYHI/IKaHI/IOHHBIe TCXHOJIOT'HH.

3HaHus:

HOpMaTHUBHBIE ITpaBoBbIe aKkThl Poccuiickoit denepanuu B chepe nndhopmanuu;
KOMILJIEKC OPTaHU3alMOHHO-TEXHUYECKUX MEPONPUATHIA 110 TOJATOTOBKE U IIPOBEICHUIO
KOH(EPEHTHBIX MEPOIPUSITHIA;

npaBuia 0POPMIICHHUS JOKYMEHTOB, CO3J]aBaEMbIX B MPOIIECCE MOATOTOBKH U TIPOBEICHHS
KOH(EPEHTHOTO MEPOIPUSITHUS;

STUKET U OCHOBBI MEXKyHAPOIHOTO MPOTOKOJIA;

ATHKA JETIOBOTO OOIIECHUS;

COCTaB BHYTPEHHUX M BHEITHUX WH(OPMAIMOHHBIX IOTOKOB;

CTPYKTypa OpraHu3aIiy U MOPSAI0K B3aUMOICHCTBUS MOIpa3ielieHU;

METOJIbI 00PaOOTKH U 3alTUTHI UHPOPMAITUHU C IPUMEHEHHEM CPEJICTB HH(POPMAITMOHHBIX U
KOMMYHHKAITMOHHBIX TEXHOJIOTHIA;

TpeOOBaHMS OXPaHbI TPY/IA.

[1K 1.7. OdopmasThb
OpTraHU3aIMOHHO-
pacropsiiuTeIbHbIC
JIOKYMEHTBI U
OpTraHU30BBIBATH PabOTy C
HUMHU, B TOM YHCJIEC C
HCIIOJIb30BaHUEM
ABTOMATH3MPOBAHHBIX
CUCTEM

HaBbixku
Odopmienust opraHu3almOHHO-PACTIOPSIUTEIBHBIX JTOKYMEHTOB U OpPTraHU3alus padoThl C
HHUMH, B TOM YHUCJIE C UCMIOJIB30BAHUEM aBTOMATU3UPOBAHHBIX CUCTEM

Ymenus:

COCTABJIATh MPOEKTHI OPraHU3alMOHHBIX, PACTIOPSIUTENBHBIX U HHPOPMALIMOHHO-
CIPaBOYHBIX IOKYMEHTOB, B TOM YHCJIE JOKYMEHTOB, COJIEPKAIINX KOH(UICHITHATEHYIO
UHOPMALIUIO;

0OpPMIIATH OpraHU3aMOHHO-PACTIOPSIUTEIbHBIE TOKYMEHTHI (OPUTHHAIIBI U KOTIHH);
CKaHUPOBAaTh, KOMMUPOBATh U KOHBEPTUPOBATh JOKYMEHTHI B pa3IMuHbIe (hOpMaThI;
OCYIIECTBIISITH IIPOBEPKY MPOEKTOB TOKYMEHTOB Ha COOTBETCTBHUE ITPABHIIAM
JIeNIOTIPOU3BO/ICTBA;

NPUHUMATD U TIPOBOAMTH TIEPBUYHYIO 00pabOTKY BXOSIINX JOKYMEHTOB;

MIPOBOJIUTH MPEIBAPUTEIILHOE PACCMOTPEHNE BXOAAIINX U BHYTPEHHHUX JIOKYMEHTOB;
PETUCTPUPOBATH BXOISIINE, UCXOASIINE U BHYTPEHHUE TOKYMEHTHI,

KOHTPOJIMPOBATh MapIIPYTU3AIUIO TOKYMEHTOIIOTOKOB B OpTaHMU3allMH (COTJIaCOBaHUE,
MOJIIIFICAaHUE, YTBEPIKICHHE, PETHCTPAIlNsl, 03HAKOMJICHHE U HCITOJTHEHHNE JJOKYMEHTOB);
OCYILIECTBIISATH CPOKOBBIM KOHTPOJIb UCIIOJIHEHHSI JOKYMEHTOB;

OCYIIECTBIISATH TIOATOTOBKY U OTIPABKY UCXOISIINX TOKYMEHTOB;

COCTaBJIATh OTYETHI M AHAJTUTUYECKHE CIIPABKU 00 MCIIOJHEHUH JOKYMEHTOB;
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BECTU MH(POPMAIIMOHHO-CIIPABOYHYIO pabOTy MO JOKYMEHTaM;
OCYIIECTBIISATH PA0OTY C OPraHU3aIMOHHO-PACTIOPSIIUTEIHLHBIMU JOKYMEHTAMH B
ABTOMAaTHU3UPOBAHHBIX CUCTEMAX.

3HaHus:

HOpPMaTHUBHBIE ITpaBoBble aKkThl Poccuiickoit denepanuu B cepe AeT0npor3BOACTBRA;
JIOKQJIbHBIE HOPMATHUBHBIE AKTHI, PETJIAMEHTUPYIOLTUE IEATETbHOCTh CITYKOBI
JIEJIONPOU3BOJICTBA U €€ PaOOTHUKOB, OPTraHU3AIUIO BEJCHHUS J1€I0MPOU3BO/ICTBA;
COBpEMEHHBIC NH()DOPMAIIMOHHBIC U KOMMYHUKAIIMOHHBIC TEXHOJIOTHH, IPUMCHSIEMBIC B
paboTe ¢ TOKyMEHTaMu;

CTPYKTYypa OpraHU3aINH, PyKOBOJCTBO CTPYKTYPHBIX MOpa3IeICHHI, 00pa3Ibl MOamucen
JIUI], UMEIOIIUX MPaBO MOANUCAHUS U YTBEPKICHUS JOKYMEHTOB, U OTPAaHUYEHUS 30H UX
OTBETCTBEHHOCTH;

MpaBHUJIa PYCCKOTO SI3bIKA;

TpeOOBaHMS OXPaHbI TPY/IA.

[1K 1.8. OdopmasTs
JIOKYMEHTHI 110 JTUYHOMY
COCTaBy U OPTaHU30BBIBATh
paboTy ¢ HUMH, B TOM YHCIIE
C UCIIOJIb30BAaHUEM
aBTOMAaTHU3UPOBAHHBIX
CUCTEM

HaBbixku
O(i)OpMJIeHI/ISI IlOKyMeHTOB 10 JII/IIIHOMy COCTaBy nu OpFaHI/ISaHI/II/I pa6OTI)I C HUMH, B TOM HYHUCJIE
C MCII0JIb30BAaHUEM aBTOMATU3UPOBAHHBIX CUCTEM

Ymenus:

o0ecreunBaTh COXPaHHOCTh MEPCOHAIBHBIX TAHHBIX PAOOTHUKOB,;

OpraHU30BBIBATH JJOKYMEHTOOOOPOT IO MPEJCTABIECHUIO JOKYMEHTOB IO IEPCOHANy B
rOCyAapCTBEHHBIE OPTaHbl;

OpPraHU30BBIBATH JJOKYMEHTOOOOPOT MO YUETY U JIBUKEHHUIO paOOTHHUKOB;

BECTH BOMHCKHH y4€T paOOTHUKOB,;

BECTH YUET pabodero BpeMeH! pabOTHHUKOB;

0(OpPMIIATH OpraHU3aLMOHHO-PACTIOPATUTEIbHBIE TOKYMEHTHI 110 IMYHOMY COCTAaBY;

BECTH PETUCTPALIHIO, YUET, ONIEPAaTUBHOE XPAHEHHUE JOKYMEHTOB 110 JIUYHOMY COCTAaBY;

BECTH JOKYMEHTALUIO, [IOATBEPKAAIOIIYIO CBEICHHS O TPYIOBOM IEATEIBHOCTU U TPYAOBOM
CTaxxe pabOTHUKOB;

(dbopMHpOBaTh TUYHBIE JIeJIa pAOOTHUKOB;

0(QOpMIISITH JIeN1a M0 TUYHOMY COCTaBY AJIsl IEpejaul B apXUB OpraHU3alluy;

paboTaTh CO CeUUAIN3UPOBAHHBIMU MH()OPMAIIMOHHBIMU CHCTEMaMU U 0a3aMU JaHHBIX I10
BEJICHUIO YUYETa U JBHUKEHHIO paOOTHUKOB.

3HaHus:
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HOpMAaTHBHBIC MPaBOBbIE akThl Poccuiickoii Menepannu B cepe TPYAOBBIX OTHOIICHUH;
JIOKaJIbHbIE HOPMATUBHBIE aKThI, PETVIAMEHTUPYIOIIKE TPYIOBbIE OTHOIICHUS;

COBpeMEHHbIE HH(POPMAILIMOHHO-KOMMYHHUKAIIMOHHbBIE TEXHOJIOTUU, TPUMEHSIEMbIE B padoTe ¢
JIOKYMEHTaMHU 10 JINYHOMY COCTaBY;

CTPYKTypa OpraHu3aliu, pyKOBOACTBO CTPYKTYPHBIX MOIpa3AeiieHul;

IIpaBWJIa JAeIONPOU3BOCTBA;

MpaBHJIa PYCCKOTO SI3bIKA;

STHKA JEJIOBOr0 OOILIEHNUS;

TpeOOBaHUS OXPAHbI TPY/A.

[NK 1.9. OpranuzoBsiBaTh
TEKyIIee XpaHCHHE
JIOKyMEHTOB, 00paboOTKy e
JUIE  OIIEPAaTUBHOTO u
ApPXUBHOTO XPaHEHHs, B TOM
YHUCI€ C  HCIOJIb30BAHUEM
ABTOMATH3UPOBAHHBIX
cuCcTeM

HaBbiku
OpraHM3alMi TEKYIIET0 XPaHEHUs JOKYMEHTOB, OOpaOOTKM Jed Ui OINEepaTUBHOTO U
ApXMBHOI0 XpPAHEHUS, B TOM YHUCJIE C UCIOJIb30BAHUEM aBTOMATU3UPOBAHHBIX CUCTEM

Ymenus:

pa3zpabaThiBaTh HOMEHKJIATYPY JI€71 OpraHu3alliu;

MPOBEPATH MPABUILHOCTh ODOPMIIEHUSI JOKYMEHTOB M OTMETKU 00 MX MCIOIHEHUH Mepes] UX
dbopMupoBaHHEeM B €0 JUIS  TMOCJICAYIONIEr0  XpaHeHus, (opMmupoBaTh Jeia,
KOHTPOJINPOBATh MPABWIBHOE U CBOEBPEMEHHOE paclpeiejIeHUE U MOIINBKY IOKYMEHTOB B
Jiefia B COOTBETCTBHH C HOMEHKJIATYPOU e,

MPOBEPSATh CPOKH XpaHEHUS JIOKYMEHTOB, COCTaBISATH MPOTOKOJ pPabOTHI OSKCIEPTHOU
KOMHUCCHUH I10 ITOATOTOBKE I[OKyMeHTOB K nepez(aqe B apXI/IB;

COCTaBJISITh KT O BBIIEJIEHUU K YHUUYTOKEHHUIO JOKYMEHTOB, HE MOJIEKAITUX XPAHEHUIO;
COCTaBJISITh aKT 00 YHUUTOXEHUH JOKYMEHTOB;

OCYIIECTBIISITh TIOJHOE WJIM 4YacTUYHOEe OQOpMIIGHHE el BPEMEHHOTO, IOCTOSHHOTO,
JIOJITOBPEMEHHOTO CPOKOB XPaHEHUS,

COCTaBJISITh OMHUCU JEJI CTPYKTYPHBIX NOJAPA3JIEICHUN MOCTOSHHOTO, I0JTOBPEMEHHOTO
CpOKOB XpaHeHI/ISI JJIS nepe)latm JCI B apXI/IB OpFaHI/ISaIII/II/I;

MPUMEHSITh HH()OPMAIIMOHHO-KOMMYHHUKAIIMOHHBIE TEXHOJIOTHH MPHU paboTe C TOKYMEHTAMHU.

3HaHus:

HOpMaTUBHBIE TpaBOBbIe akThl Poccuiickoit denepanuu B cdepe AETONPOU3BOACTBA U
ApXHUBHOTO JIETIa;

JIOKaJbHbIE HOPMATUBHBIE AaKTHI,
nepeaady el B apXuB OpraHu3allny,
BUJIbI HOMEHKJIATYp Jell, o0mre TpeOoBaHUsI K HOMEHKIIAType e, MOPsIIOK paboThI C HEld;

PErIIaMCHTUPYIOIIHUE BCACHUC JACIOINPOU3BOACTBA U
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nopsiiok (opMupoBaHuAd U OoQopmIIeHMs Jell, crneuupuka (HOpMUPOBAHUS OTIEIBHBIX
KaTeropui J1ed;

IpaBUJIa XpPAaHEHHUS €1, B TOM YUCIIE C JOKyMEHTaMU OTPaHUYE€HHOIO JA0CTYIIa;

mpaBujia BbIJa4u U UCIIOJIb30BAHHUA JOKYMCHTOB U3 C(bOpMI/IpOBaHHBIX ACII,

HOPSIIOK  MCIIOJIB30BAaHMsI  THIOBBIX MM  BEJOMCTBEHHBIX IIepe4yHEd JIOKYMEHTOB,
OIpEIECNICHUSI CPOKOB XPAaHEHUS B IPOILIECCE IKCIIEPTU3BI IEHHOCTU JOKYMEHTOB;

BU/JIBI ornucen nen OpraHu3aluH " HOPSIIOK paboTsI
C HUMU;
TpeOOBaHUs OXpaHbI TPY/a.

Opranuzauusa apxusHoit | [IK 2.1. OcymiecTBasTh HaBbixkn

paboThI MO JIOKyMEHTaM
OpraHu3aun
Pa3IUYHBIX dbopm
COOCTBEHHOCTH

KOMIUIEKTOBAHUE apXUBHBIMU
JenaMu (JIOKyMeHTaMHu)
apX#Ba OpraHu3aIiu

y4acCTuA B KOMIUICKTOBAHWH APpXWBHBIMU ICJIaMU (,I[OKYMGHTaMI/I) dpXHBa OpraHu3anuu

Ymenus:

paboTaTh C MoJIpa3/ieleHUIMHI/OpraHU3aUsIMU UICTOYHUKAMU KOMIUJIEKTOBAHMsI apXUBa;
IIPUHUMATDH APXUBHBIE JIeNa (JOKYMEHThI) Ha IOCTOSHHOE WJIM J10JITOBPEMEHHOE XPAHEHUE;
y4acTBOBAaTh B IIPOBEAECHUM 3KCIIEPTU3bI LICHHOCTU PA3JIMYHBIX THIIOB U BUI0B JOKYMEHTOB B
COOTBETCTBUU C BHYTPEHHUMHU pErjaMeHTaMU OpraHU3aluy;

IPUMEHATh B paboTe PEeKOMEHJAIMN SKCIEPTHO-IIPOBEPOUYHOM KOMHUCCHU WIJIM HKCHEPTHOMN
KOMHUCCHH OpraHu3alluu;

OPUMEHSATH EPEYHU C YKa3aHUEM CPOKOB XpaHEHUs JieN (JOKyMEHTOB);

coOiroaTh HOPMATHUBHBIE CPOKU XpaHEHUsI J1eNT (JOKYMEHTOB);

BECTH YYET HCTOYHUKOB KOMIUIEKTOBAHMSI apXUBA;

MCIIOJIb30BaTh MEPEIOBOM OTEUECTBEHHBIN U 3apyOEKHBIN OIBIT 10 KOMIUIEKTOBAHUIO apXHUBa
Jenamu (JOKyMEHTaMH) OCTOSIHHOTO U JIOJITOBPEMEHHOTO XPaHEHHUS;

HUCITIOJIB30BAThH COBpeMeHHI)IC aBTOMaTI/I3I/IpOBaHHI>Ie, I/IH(l)OpMaHI/IOHHI)Ie nu
TEJICKOMMYHUKAIIMOHHBIE  TEXHOJIOTUM  JOKYMEHTHPOBAaHHBIX  cdep  AesITeNbHOCTH
OpraHu3aIy.

3nanusa:

HOpPMAaTHBHBIE TIpaBOBBIC akThl Poccuiickonr denmeparuu B cdepe ACIONPOU3BOACTBA U
apXUBHOIO JEJNa;

HAayYHO-METOAUYECKUE KPUTEPHUH HKCIEPTU3bl LHEHHOCTH PA3JIUYHBIX THUIOB W BUAOB €N
(ITOKyMEHTOB);

TEOPETUYECKUE U METOJMYECKHE aCIEKThl KOMIUIEKTOBAHMS W SKCIEPTHU3bl LEHHOCTH BCEX
BHJIOB JIOKYMEHTOB;
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BUJIbI, PA3HOBUIHOCTH U ()OpMAThI BCEX BUJIOB JOKYMEHTOB;

YHU(DUIMPOBAHHYIO CHCTEMY OPTaHU3aIlMOHHO-PACTIOPAIUTEIBHON TOKYMEHTALINY;
CTaHJApThl OPOPMIIEHHS OPraHU3aALMOHHO-PACIOPSAAUTENIBHON JOKYMEHTALNH;

CHOCOOBl M TEXHOJIOTMH JOKYMEHTHUPOBAHHS pa3IMYHBIX BHUAOB NPOQecCHOHATBHON
JeATEIbHOCTH;

OpraHU3alMOHHbIE IPUHIUIIBI KOMIUIEKTOBAaHUS €] (JIOKYMEHTOB) OIPaHUYEHHOIO JOCTYIIA;
TpeOOBaHUs OXpaHbl TPYa.

[1K 2.2. Bectu yuér
ApPXUBHBIX JIeJl (IOKYMEHTOB),
B TOM YHCIIE C
HCIIOJIb30BaHUEM
ABTOMATHU3MPOBAHHBIX
Cucrem

HaBbiku
BeJeHUs Yyu€Ta AapXUBHBIX JeNl (JOKyMEHTOB), B TOM 4HCI€ C HCIOJb30BaHUEM
ABTOMATU3UPOBAHHBIX CUCTEM

Ymenus:

MIOJIb30BATHCSl YUETHBIMH JIOKYMEHTAMH B PaMKax JJIEKTPOHHBIX MH()OPMAIIMOHHBIX CHCTEM
JIOKYMEHTHPOBaHHBIX c(hep AeITeIbHOCTH OpraHu3aliH;

10JIb30BATHCS CepTUPUIUPOBAHHBIMU aBTOMATHU3UPOBAaHHBIMU CUCTEMaMHU
JOKYMEHTHPOBAaHHBIX cep NesITeIbHOCTH OPraHU3aLUU M0 Y4YETY, pEerucTpaliy, KOHTPOJIIO
Jen (IOKyMEHTOB);

MOJIb30BaThCsl  MH(OPMAIIMOHHO-CIIPABOYHBIMM ~ CHUCTEMaMM JIOKYMEHTHPOBaHHBIX cdep
JeSITEIbHOCTH OpraHu3aluy;

BECTH CIIPAaBOYHO-TIOMCKOBBIE CPECTBA K ApXUBHBIM JIeJIaM (JIOKYMEHTaM);

BECTH YUET CTPaxoBOro poHa apXUBHBIX J1€1 (JOKYMEHTOB);

IIPUMEHATh HOPMAaTHBHBIE IIPABOBBIE AKTHI, JIOKAIbHBIE HOPMAaTUBHBIE aKThl OpPraHU3allud U
METOJIMYECKHE JOKYMEHTHI B 00JIacTH yuéTa apXUBHBIX /1€ (JJOKYMEHTOB);

BHOCHUTB IPEJIOKEHHS 10 COBEPIICHCTBOBAHUIO METOIMYECKOTO 00ecTiedeH sl yuéTa pa3HbIX
BUJIOB JIOKYMEHTOB B JOKYMEHTHPOBAHHBIX cepax IesTeIbHOCTH OPraHUu3alllH.

3Hanun:

HOpPMAaTHBHBIE TIpaBOBbIE akThl Poccuiickoir deneparuu B cdepe ACIONPOU3BOACTBA U
aApXUBHOTO JIENA;

METOJMYECKHEe JOKYMEHThl M HaIlMOHaJbHbIE CTAaHAAPTHI B 00JACTH y4u€Ta JOKYMEHTOB WU
JIOKYMEHTHPOBAaHHBIX c(hep AeITeTbHOCTH OpraHu3aIiHg;

OTEUYECTBEHHBIE U 3apyOexHbIe CEpTUPUIUPOBAHHBIE CUCTEMbl ABTOMAaTU3UPOBAHHOIO Y4€Ta
apXUBHBIX JIeJ (JOKYMEHTOB);

TpeOoBaHUs K y4ETY 0CO00 LIEHHBIX U YHUKAJIBHBIX apXUBHBIX /1€ (IOKYMEHTOB);

CPOKH BBITIOJTHEHHUsI PA0OT MO YUETY apXUBHBIX JIel (JIOKYyMEHTOB);
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o011re MPUHIUIBI y4€Ta U KOMILJIEKTOBaHHUS /1 (JOKYMEHTOB) OTPaHMYEHHOTO I0CTYIIA;
TpebOBaHMS OXpaHbl TPY/JIA.

I1K 2.3. Ocy1iecTBisTh
XpaHEHUE apXUBHBIX JICTT
(IOKYMEHTOB) C TIOCTOSIHHBIM
CPOKOM XpaHEHUS U 110
JMYHOMY COCTaBY B apXUBE
OpraHu3aIuu

HaBbikn
OCYH_IGCTBJIGHI/ISI XpaHeHI/ISI apXI/IBHbIX pi(S2) | (I[OKYMCHTOB) C IOCTOAHHBIM CpOKOM XpaHeHI/ISI nu
110 JITYHOMY COCTaBY B apXHMBE OpraHU3alUN

Ymenus:

CHCTEMaTU3MPOBATh Jeja (JOKYMEHTHI);

pa3Meriath apxuBHbBIE Jiena (JOKYMEHTbI) HAa MECTax XpaHEHUS B COOTBETCTBUU C
HOPMAaTHUBHBIMU TPEOOBAaHUAMM B 00JIaCTH apXUBHOTO Jieia U yIpaBJIeHHUs JOKYMEHTaMU;
coOiroaTh HOPMATHUBHBIE PEXHMMbl XPAHEHHsS apXMBHBIX Ji€1 (JOKYMEHTOB) Ha JIIOOBIX
HOCUTEIISIX;

IIPOBOAMTD IIPOBEPKY MOJHOTHI COCTaBa APXUBHBIX JIOKYMEHTOB B €IMHUIIAX XPaHEHMUS,;
IPOBOJUTH OMMCAHUE APXUBHBIX JIeJ1 (JIOKyMEHTOB);

COCTaBJISITh CIPABOYHO-TIOMCKOBBIE CPE/ICTBA K apXUBHBIM JieJIaM (JJOKyMEHTaM);

BECTH Y4YET M KOHTPOJb BbIJIAYM apXMBHBIX JIeJl (JOKYMEHTOB) U3 apXHMBOXPAHWJIUINA U UX
BO3BpATa;

BECTH yuér " KOHTPOJIb neperayu hi(Sh) (TOKyMEHTOB)
B FOCYJJapCTBEHHBII/MYHULIMNIANIBHBINA apXUB WM Ha UHOE BHEILIHEE XpaHEHUE U Mpuéma aen
C BHEIIIHETO XPaHEHUS;

IIPOBOAMTD MOJIUCTHYIO MPOBEPKY PUZUUYECKOTO COCTOSIHUS JIeN (JOKYMEHTOB);

pa3bICKUBaTh HEOOHAPY)KEHHBIE /1e1a (JIOKyMEHTHI);

3alMIIATh HH(OPMALMOHHBIE PECYPChI apXHUBa OT HECAHKIIMOHUPOBAHHOTO JIOCTYNA.

3Hanun:

HOpPMAaTHBHBIE TIpaBOBbIE akThl Poccuiickoir deneparuu B cdepe ACIONPOU3BOACTBA U
apXMBHOIO JIEIIa;

HOpPMaTUBHbIE IpaBoBble akThl Poccuiickoit ®exepanuun B obnactu uHpOpMaLuy,
MH(POPMALMOHHBIX TEXHOJOTHH, 3aIUThl HH(POPMALIUU U NTEPCOHATBHBIX TaHHBIX, IU(POBOI
TpaHcopmaluy;

HOpMAaTHBHBIE NpaBoBble akThl Poccuiickoir Penepanuu B 061acTH KOH(PHUAESHIHMATLHOCTH
uH(popMaLnu;

npaBuiia XpaHEHUs Jell (JOKYMEHTOB) B COOTBETCTBUU C UX TUIIAMH;

MOPSAI0K (OPMUPOBAHUS JOKYMEHTOB B KOMITJIEKTBI, TPYIIIbI, TUIIBI;

TpeOoBaHUsI K O(GOPMIIEHHIO JIOTOBOPOB HA PEANM3ALMIO YCIYT BHEIIHErO XpaHEHMs el
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(TOKYMEHTOB);

CPOKH BBITIOJTHEHUS PadOT;

TpeOOBaHUS K YCTaHOBJICHHBIM HOPMaM BBIPaOOTKU;
TpeOOBaHMS OXpaHbI TPY/IA.

I1IK 2.4. OcyiecTBisTh
XpaHEHUe, KOMIJIEKTOBaHUE,
y4€T U UCTOJIb30BAHUE JIeJT
(IOKyMEHTOB) BPEMEHHOT'O
XpaHeHHUsI

HaBbikn
o0OecrieueHNsl XpaHEHHUs, KOMIUIEKTOBaHMs, Y4€Ta M HCIIOJIIb30BAHUA /€1 (JOKYMEHTOB)
BPEMEHHOT'0 XpaHCHUS

Ymenus:

OpPraHM30BbIBaTh U O0OECHeunBaTh XpaHEHHE Jiesl (JOKYMEHTOB) BPEMEHHOIO XpaHEHUs
OpraHu3aliy B TPAAULIMOHHOM U B AJIEKTPOHHOM BUJIE;

KOHTPOJMPOBAaTh Pa3pabOTKy CTPYKTYPHBIMHU HOJpPA3JEIEHUSIMH OINHMCEH M aKTOB O
BbIJIEJICHUM Ha YHUUTOXKEHHE JIeN (JOKYMEHTOB) BPEMEHHOT'O XpaHEHUS B TPAJIULIMOHHOM U B
3JIEKTPOHHOM BUJIE;

(GopMHUpPOBATh E€IUHUIIBI XPAHEHUS JOKYMEHTOB JUIsl MX IOCIEAYIOUIEro pa3MeElIeHus B
apxuBe OpraHu3alluy;

COCTaBJISITh CIPABOYHO-TIONCKOBBIE CPE/ICTBA K apXUBHBIM Ji€JIaM (JOKyMEHTaM);
OCYILIECTBIIATh TIOUCK A€ (JOKYMEHTOB) BPEMEHHOTO XPaHEHHs B MPOLIECCE UX XPAaHEHHS B
CTPYKTYPHBIX MOJIpa3JIeJICHUSAX U apXUBE OpraHU3aluy;

OCYILIECTBIISATh METOJIMYECKOE PYKOBOJACTBO OpraHM3alMeld XpaHeHUs JAel (JOKYMEHTOB)
B CTPYKTYPHBIX [TOJIpa3/IeNIEHUsIX OPraHu3allnu;

OKa3bIBaThb CTPYKTYPHBIM NOJPA3[C/ICHUSM IPAKTUYECKYI0O IIOMOIIb B OpraHu3aluu
XpaHEeHus Jel (J0KyMEHTOB);

pa3pabarbIBaTh CIPAaBOYHO-MH(OPMAIIOHHBIE JOKYMEHTHI [0 OpraHu3alMy WCHOJIb30BAHUS
Jen (JIOKyMEHTOB) BPEMEHHOTO XpaHEHMsI B CTPYKTYPHBIX MOJpPA3/EICHUSIX U apXHBE
OpraHu3aluy;

MPOBOAMTDH SKCIEPTU3Y LIEHHOCTH JeN (JOKYMEHTOB) BPEMEHHOI'O XpaHEHUs, IEPEIaHHbIX B
apXuB;

OTpPEAeNATh CPOKU XpaHEHUS el (JIOKyMEHTOB) BPEMEHHOTO XpaHEeHHUS,

o0ecrieynBaTh 3alIUTy Je1 (JOKYMEHTOB) BPEMEHHOIO XpaHEHUS B OpraHu3allud OT
HECaHKIMOHUPOBAHHOIO JOCTYTIA WIH YHUUTOKEHHUS;

IPOBOJUTH (PU3MYECKOE YHHUUTOXKEHHE M€l (JOKYMEHTOB) BPEMEHHOIO XpaHEeHUs C
UCTEKIIMMH CPOKaMU XPAaHEHHUsS T0CJE COTIACOBAHUS CO CTPYKTYPHBIMH IMOJpa3/esIeHUsIMU
OpraHu3aluy;
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0(pOpMIISITh YUETHBIE TOKYMEHTHI 00 YHUUTOXKEHHUH JIe]1 (JJOKYMEHTOB) BPEMEHHOTO XPaHEHUS
C MHCTEKIIMMHU CpPOKaMH XPAaHEHUS COBMECTHO CO CTPYKTYPHBIMHM IOJpa3JelICHUIMU
OpraHu3aluu.

3Hanun:

HOpMaTHBHBbIE MpaBoBble akThl Poccuiickoil dexepaunu B cdepe AETONPOU3BOACTBA U
aApXUBHOTO JIENa;

HOpMaTHBHBIE NpaBoBble akThl Poccuiickoit denepannn B 00s1aCTH 3aILUTHI IEPCOHATBHBIX
JTAaHHBIX;

HOpMaTHBHBIE NpaBoBble akThl Poccuiickoit dexepaunn B 06JacTH KOH(UACHLIUATBHOCTU
uH(popMaLuu;

METOAMYECKHE JOKYMEHThl M HallMOHAJIbHBIE CTaHIApThl B 00JACTH JEJIONPOMU3BOJCTBA U
apXUBHOTO JIENIa;

METOAMKA pa3paboTKu (GOpM yUETHBIX JTOKYMEHTOB B TPAJULIMOHHOM U B 3JIEKTPOHHOM BHJIE;
IIpaBUJia CUCTEMATU3ALUU U KJIACCU(PUKAIUHU IOKyMEHTOB;

0COOEHHOCTH OpraHM3aluy XpaHEHUs JieJl (IOKyMEHTOB) Ha PAa3JIMYHbIX HOCUTENX;
KPUTEpUU OIPEAEICHUS] LIEHHOCTH JAeN (JOKYMEHTOB) JUlsl JaJbHEHIIEro XpaHEHUs WIN
YHUUTOKEHUS;

TpeOOBaHUS K MIpoOLEccaM YHUYTOXXEHHUS HMH(OpPMALUKM B TPAJULIUOHHOM M 3JIEKTPOHHOM
BU/IE;

TpeOOBaHUS OXPAHbI TPYJA.

1K 2.5. OcyuiecTBisATh
UCTIOJIb30BaHUE apXUBHBIX
nen (I0KyMEHTOB), B TOM
YHCIIe C UCTIOIb30BaHUEM
aBTOMAaTH3UPOBAHHbIX
CHCTEM

HaBbixu
OCYIIECTBIICHUS UCIIOJb30BAHHUS APXMBHBIX Jel (JOKyMEHTOB), B TOM 4YHCJIE C
HCII0JIb30BAHUEM aBTOMATU3UPOBAHHBIX CUCTEM

Ymenus:

CHUCTEeMaTU3UpPOBaTh M 0000IIAaTh CBENEHHS O COCTaBe U COJICPXKAHUM AapPXHUBHBIX eIl
(IOKyMEHTOB);

UCIIONIb30BaTh MH(GOPMAIMOHHBIE TEXHOJIOTUU B O0JIACTH CO3/IaHUS CIPABOYHO-TIOMCKOBBIX
CPEJICTB apXWBa U JJOKYMEHTUPOBAHHBIX C(ep ACSITSIPHOCTA OpTraHu3aIliy;

dbopMUpPOBAaTH OCHOBHBIE U BCIOMOTaTelIbHbIE BUABl APXUBHBIX CIPAaBOYHHUKOB B
ANIEKTPOHHOU (hopMmeE;

MOJArOTaBIUBaTh MH(POPMAIIMOHHBIE JOKYMEHTHI MO 3alpocaM IOJIb30BaTeNei pa3IndHbIX
KaTeropuid.

3HaHus:
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HOpPMaTHUBHBIE MTpaBoBbIe aKkThl Poccuiickoit denepanuu B cepe AeT0npor3BOACTBRA;
HOpPMAaTHBHBIEC NpaBoBble akThl Poccuiickoit denepannu B 00IaCTH 3aIIUTHI TEPCOHATBHBIX
JAHHBIX;

METOAMYECKHE JOKYMEHTHI B OOJAcTH HCIOJIB30BaHUS M MyOJMKALMU apXWUBHBIX 1€
(TOKYMEHTOB);

ceprudupoBaHHble THPOPMAITMOHHO-TIOUCKOBBIE CHCTEMBI B 00J1aCTH pa3pabOTKU HAy4HO-
CIIPaBOYHOIO amnmnapara JOKYMEHTUPOBAaHHBIX cdep AesITeIbHOCTH OpraHU3aluy;

CPOKH BBITIOJTHEHUS PA0OT 0 OPTaHU3AIMH UCTIOIb30BaHUS ApXUBHBIX JIEN (JIOKyMEHTOB);
OpraHU3aI[MOHHBIE IPUHIIUIIBI UCTIOIB30BAHUS JOKYMEHTOB OTPAaHMYEHHOTO I0CTYIIA;
TpeOOBaHUS K TOATOTOBKE ApPXHUBHBIX CIIPABOK U BBIITUCOK U3 APXUBHBIX IOKYMEHTOB;
TpeOOBaHUS OXPAHbI TPY/A.

Brinonnenue pabot 1o
OJTHOW WJIM HECKOJIbKHM
npodeccusMm  pabounx,
JOJDKHOCTSIM CITYIKAIIUX

[1K 3.1 OcymiecTBasTh
paboTy 1o opraHuzaluu
JIOKYMEHTO000pOTa
OpraHu3aIu

HaBbiku
OcymecTBieHus paboThl 10 OpraHu3aluu JOKYMEHT0000poTa

YMeHusi: IpuHUMATh, PETUCTPUPOBATH, YUUTHIBATH MOCTYNAOIINE JOKYMEHTHI;
IPOBEPATH NPABUIIBHOCTh O()OPMIICHHUS JOKYMEHTOB;

3unanusa:

OCHOBHBIE MOJIOkKeHHsI EquHON rocy1apcTBEHHON CHCTEMBI JIeJI0MPOU3BOJICTBA;
BUJII, QYHKITUH JIOKYMEHTOB, TIPABHJIA MX COCTABJICHUS B 0()OPMIICHHSI,
MOPSATOK TOKYMEHTHUPOBAHUS HHPOPMAIIIOHHO-CIIPABOYHBIX MaTEpUasOB;
TIpaBHJIA JCIIOBOTO ATUKETA M JIEJIOBOTO OOIICHHUS

IIK 3.2 OcyuiecTBasiTh
paboTty 1o cucTemMaTH3aluu u
XPaHEHHUIO TOKYMEHTOB

HaBbixu
OcymiecTBieHus: padOTHI 10 CUCTEMATU3AINH W XPAHEHUIO TOKYMEHTOB

Ymenus:

BECTU KapTOTEKY yueTa MPOXOXKIACHHS TOKYMEHTAJIbHBIX MATEPUAJIOB;

CHUCTEMaTHU3UPOBATh U XPAHUTH JOKYMEHTHI KaHIIEJAPUH (TEKYIIETO apXuBa);

dbopMUpPOBATH CITPABOYHBIN ammapar, 00eceunBaOIInii OBICTPHII MOUCK JOKYMEHTOB;
OCYLIECTBIISATh  OKCHEPTU3Y JIOKYMEHTOB, TOTOBUTh M TI€pelaBaTh JOKYMEHTAJIbHBIC
MaTepHuasbl HA XpaHCHHE B ADXUB;

3Hanus:
MpaBujia CUCTEMAaTU3alMH JOKYMEHTOB
TIpaBUJIa XPaHECHUS TOKYMEHTOB

[1IK 3.3 Ob0ecneunBars

HaBbiku
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COXPaHHOCTh APXUBHBIX
GOHIIOB.

obecnieueHus COXPAHHOCTH apXHBHBIX (bOH,I[OB

YMmenus

COCTABJIATH aKThI JJIA Mepeavn J1e] Ha XpaHEHHUE;
COCTaBJISITh AKThI HA CIIUCAHUE U YHUUYTOXXCHHUE JIOKYMEHTOB;
paszpabaThIBaTh HOMEHKJIATYPY JIEJ;

3nanus

HOpMaTUBHBIE TpaBoBble akThl Poccuiickoit Pdenepanuu B chepe AETONPOU3BOACTBA U
ApXHUBHOTO JICJIa;

MpaBmia paboThl TOCYJaPCTBEHHBIX U BEOMCTBEHHBIX apXUBOB;

KJIacCU(pUKaNnio ToKyMeHTOB ApxuBHoro (ouaa Poccuiickoit denepanuun

[1K 3.4 OcyiiecTBasATh
JIOKyMEHTHUPOBAaHUE U
OpraHU3aIOHHYIO
00paboTKy TOKYMEHTOB
KaHISJISIpUX (apXHUBa)

HaBbixku
JIOKyMEHTHPOBAHUS U OPTaHU3AIMOHHON 00paOOTKH JOKYMEHTOB KaHIICISPHH (apXUBa).

YMmenust

MIPOBEPSATH MPABUIBLHOCTH (POPMUPOBAHHS U OPOPMIICHUS JCIT IPH IIPUEME UX B apXHB;
MPUHUMATh, PETUCTPUPOBATH, YYUTHIBATH MOCTYMAIOIINE JOKYMEHTHI,

MIPOBEPSATH MPABUIBLHOCTH OPOPMIICHUS JOKYMEHTOB;

BECTU KapTOTEKY yueTa MPOXOXKIACHHS TOKYMEHTAJIbHBIX MATEPUAJIOB;

(dhopMHUpPOBATH CIIPABOYHBIN arnmapar, 00eCIeuynBarONINi OBICTPHIN MOUCK TOKYMEHTOB;

3Hanud
MIPUHIIMITBI CUCTEMAaTH3aIluH JIe] apXUBHOTO (DOHAA;
PEKHUM U CPOKH XPAHEHUS ADXUBHBIX JIOKYMECHTOB.

20




5. JOKYMEHTBI, OIIPEAEJIAIOINIUE COAEPKAHUE U OPTAHU3ALIUIO
OBPA3OBATEJIBHOT'O ITPOLHECCA

5.1 Yuebublii 1an

VY4eOHbI MaH oOnpeleNseT KayeCTBEHHbIE U KOJMYECTBEHHBIE XapaKTEPUCTUKU
00pa3oBaTeNbHON IPOTPAMMBI:

- 00BbEMHBIE MTapaMeTpbl YUeOHOH Harpy3KH B 1IE€JIOM, I10 CEMECTpaM;

- IepedyeHb IUCLHMIUIMH, NMPO(ECCHOHAIBHBIX MOIYJIEH M HX COCTaBHBIX 3JIEMEHTOB
(MEXIUCIUIUTUHAPHBIX KYPCOB), y4eOHOM U MPOU3BOJCTBEHHON PAKTHUK);

- [IOCJIE10BATEIbHOCTh U3YUYEHUS TUCIMILINH, IPO(PECCUOHANTBHBIX MOYIICH;

- BUJIbI y4eOHBIX 3aHITHH;

- pacipeiesieHue pa3IMuHbIX (POpM MPOMEKYTOUHON aTTECTALUU 10 CEMECTpPaMm;

- pacupeleneHue Mo ceMecTpaM M OOBEMHBbIE MOKa3aTeld NOJAIOTOBKU U INPOBENCHUS
UTOTOBOW aTTECTALIHU.

Pabounii yueOHBIN TUIaH MPUIIATaeTCsl.

5.2 KanengapHplii yueOHBIN Tpadux

B xamengapHoM ydeOHOM rpaduke yKa3bpIBaeTCS MOCIEIOBATEIBHOCTD pPEANTU3aLUN
0o0pa3oBaTeNbHONW MPOrpaMMbl 110 CEMECTpaM, BKIIIOYas TEOPETHYECKOe OOydeHHue, MPaKTHUKH,
IIPOMEXKYTOUHBIE U UTOTOBYIO aTTECTALlMH, KAHUKYIIBL.

Kanenmapuslii yueOHbIN rpaduk MpuiiaraeTcs.

5.3. Pabouas mporpaMmMa BOCIIUTAHUS

5.3.1. Llenun u 3agayM BOCIMTAHUS OOYYAIOIIMXCS PU OCBOGHUHM MU 00pa30BaTEIbHOM
IPOrPaMMBI:

Lenp paGoueit mporpaMMbl BOCIIUTaHUsI — pa3BUTHE JIMYHOCTH, CO3/1aHUE YCIOBUH IS
CaMOONPENEIECHNUST U COLUAINU3AallMd Ha OCHOBE COLIMOKYJIBTYPHBIX, JyXOBHO-HPaBCTBEHHBIX
LIEHHOCTEH M NPHUHATHIX B POCCHICKOM OOLIecTBE NMpaBWJl MU HOPM IOBEACHUS B MHTEpecax
YeloBeKa, CEeMbH, OOIecCTBa W TocynapcTBa, (OpPMHpPOBaHHME Yy OOYYAIOUIMXCS YYyBCTBA
NaTPUOTU3MA, I'PaXKIAHCTBEHHOCTH, YBAXCHMS K IaMATH 3alUTHUKOB OTedecTBa W IOJBUraM
I'epoeB OteuecTBa, 3aKOHY W MpPaBOMOPSAKY, YEJIOBEKY TpyJda U CTaplieMy IOKOJIEHHIO,
B3aUMHOTO YBAXKEHMs, OEPEKHOrO0 OTHOWIEHHS K KYJIbTYpHOMY HAaCIEIUI0 U TpaJulHsIM
MHOTOHallMOHAJIBHOTO Hapoaa Pocculickoit @enepanuu, Ipupoae U OKPYKAOLIEH Cpee.

3agaun:

YCBOGHHME OOy4YaloIIMMHUCA 3HAHUW O HOpPMax, JAyXOBHO-HPAaBCTBEHHBIX LIEHHOCTSIX,
KOTOpbIE BBIPAOOTANI0 poccUiickoe 00IIecTBO (COIMaTbHO 3HAUUMBIX 3HAHUN);

(¢bopMHpOBaHME U pa3BUTHE OCO3HAHHOIO TO3UTHBHOIO OTHOIIEHHS K UEHHOCTSM,
HOpMaM U IpaBUJIaM MOBEJCHUS, IPUHATHIM B pOCCUICKOM 00IIeCTBE (UX OCBOEGHUE, IPUHATHE),
COBPEMEHHOT0 HayYHOI'0 MMPOBO33PEHHS, MOTUBALIMU K TPYY, HEIIPEPHIBHOMY JIUUYHOCTHOMY U
npo¢eCCHOHATLHOMY POCTY;

MPUOOPETEHNE COLMOKYJIBTYPHOTO OMbITA IOBEACHMS, OOLICHMS, MEXINYHOCTHBIX U
COLIMAJIbHBIX OTHOLIEHUH, B TOM YHCJIE B IPOPECCHOHATBHO OPUEHTUPOBAHHOM e TEIbHOCTH;

MOATOTOBKA K CaMOCTOSITENIbHOM Mpo(eccHOHATIbHOM — JEATENIbHOCTH € Y4ETOM
HoJy4aeMoi KBamuUKauK (COIMaTbHO-3HAYUMBIH OMBIT) BO Oylaro cBoeil ceMbH, Hapoja,
Ponunsel 1 rocynapcersa;

MIOATOTOBKA K CO3JJaHUIO CEMbH U POKIACHUIO I€TEN.

PaGouas mporpamma BociUTaHUs ITPUIIAraeTcs.

5.4. KaneHapHblil TU1aH BOCHIUTATEIBHOW paboThI

KanenaapHslii aH BocoUTaTeIbHOM pabOThI MpHUIIaraeTcs.

5.5. PabGoume mnporpamMmbl Y4eOHBIX AUCHUILUIMH M TPOPECCHOHATBHBIX MOIYIEH,
MPOrpaMMBbI MPAKTUK (IIPUITATAIOTCS).



6. YCJOBUS PEAJIM3AIIAN OBPA3OBATEJIBHOM JEATEJIBbHOCTH

6.1. TpeboBaHusT K MaTepHAIbHO-TEXHHYECKOMY oO0ecledyeHHI0 00pa3oBaTeIbHOM
NPOrpaMMblI

6.1.1. CnenuanbHble MOMEIIEHUS TOJDKHBI TTPEACTABIISTH COO0H yueOHbIC ayUTOPUH IS
IIPOBEJCHUS 3aHATUH BCEX BMJIOB, IIPEIYCMOTPEHHBIX 00pa30BaTENbHOM MPOrpaMMOil, B TOM
YHCJIE TPYNIIOBBIX U MHAWBUIYAJIBHBIX KOHCYJbTALMM, TEKYILErO0 KOHTPOJIS U MIPOMEKYTOUHON
aTTeCTallud, a TakXKe IOMEIICHUS JUIS CaMOCTOSTEIbHOW M BOCIUTATEIbHON paboOTHI,
MacTepckue M JabopaTOpUM, OCHAIEHHBbIE OOOPYJAOBAaHHEM, TEXHHYECKHMHU CpEACTBaMU
0o0y4YeHHs U MaTepHuajIaMy, YIUTHIBAIOIIUMH TPEOOBAHUS MEKAYHAPOIHBIX CTAaHIAPTOB.

Ilepeyennb cnienMaJIbLHbIX MOMeEIIEHU I

KaOunersr:

COLIMAJIbHO-)KOHOMHUYECKUX U YNPABICHUYECKUX AUCLMILINH;

WHOCTPAHHOTO S3bIKa B MPO(ECCHOHATLHON AEATEIIbHOCTH;

PYCCKOTO sA3bIKa B MPO(ECCUOHANBHON e TeTbHOCTH;

paBoBOro obecneveHus MpodeccuoHAIBHON NeATETbHOCTH;

JOKYMEHTAI[MOHHOTO 00EeCIIeYeHUs YIIPABICHMS;

apXUBOBE/ICHNUS;

npo¢ecCUOHAILHON 3TUKU U OCHOB JIEJIOBOT'O OOILEHMS;

OpraHM3allK CEKPETapCKOro 00CIyKUBAHUS;

0€30I1aCHOCTH KU3HEACATEIbHOCTH;

METOANYECKHUI.

JlaGoparopuu:

KOMIIBIOTEPHOU 00pabOTKH JOKYMEHTOB;

MH(GOPMALIMOHHBIX 1 KOMMYHUKAIIMOHHBIX TEXHOJIOTUH;

apXUBHOTO /€114,

opraHu3anuu paboThl ¢ JOKYMEHTaMH;

CHCTEM 3JIEKTPOHHOTI'O IOKYMEHTOO00pOTa;

yueOHasi KaHLeApHUs.

CrnopTHBHBIH KOMILJIEKC.

3aabr:

O01OIMOTEKa, YNTATIBHBIN 3aJ1 C BHIXOJOM B HHTEPHET;

AKTOBBIN 3all.

6.1.2. MarepuanbHO-TEXHUYECKOE OCHallleHuEe KaOMHETOB, JJabopaTopHil, MacTEpPCKUX U
6a3 npaktuku no crnenuanbHocTd 46.02.01 JlokyMeHTalMoHHOE obOecreueHre yNpaBieHUus U
apXUBOBEJICHHUE.

OOpa3oBarenbHas OpraHu3alys, peajusyrolas nporpaMmy no cnenuaibHoctu 46.02.01
JlokyMeHTalMoHHOe oOeclieyeHne YIpaBIeHHUs M apXWBOBEIECHHE, JOJDKHA pacrojararb
MaTepHabHO-TEXHUUECKOW  0a3oi,  oOecreuyMBarollel  MpoBeJeHHE  BCEX  BHUJOB
JUCIUIUIMHAPHON U MEXJIUCUUIUIMHAPHON MOATOTOBKH, J1a00paTOpHO, MpakTUYeCKoW paboThl
o0yyaroImuxcsi, NMPelyCMOTPEHHBIX Y4YeOHBIM IJJAHOM M COOTBETCTBYIOILEH JeHCTBYIOIIUM
CaHUTApHBIM U MPOTHUBOMNOXKAPHBIM IpPaBUJIaM M HOpPMaM B pa3pe3e BHIOPAaHHBIX TPAECKTOPUH.
MunuMansHo HeoOxoaumblii ans peanuzauuu OOIl mepedeHb MaTepuanbHO-TEXHHUUYECKOTO
oOecrieuyeHns1, BKIIOYaEeT B ce0s:

6.1.2.1. OcHaienne kaOMHETOB

Kaouner «ConuaibHO-3KOHOMUYECKUX M YIIPABJIEHYECKHX AU CHUILINH).

OcHamienue: pabodne CTON M CTYJ IO KOJIMYECTBY oOOydarommxcsi, pabouee MecTo
IpenoaaBaTess; NepCOHANbHBIA KOMIBIOTEP C JHUIIEH3MOHHBIM MPOTPaMMHBIM 00ECIIEUEeHUEM,
IIPUHTEP, IPOEKTOP, NHTEPAKTUBHAS MPUCTAaBKA K JOCKE MJIM MHTEPAKTUBHAS JOCKA.

KaOuner «MHOCTPaHHOIO fA3bIKA B IPO(PECCHOHAIBHOM 1eATEJIbHOCTH»

OcHarmienue: pabodne CTON M CTYJ MO KOJMYECTBY OOydarommxcsi, pabouee MecTo
IpenojaBaTess; NepCOHANbHBINA KOMIBIOTEP C JHUIIEH3MOHHBIM MPOTPaMMHBIM 00ECIIEUEeHUEM,
IIPUHTEP, IPOEKTOP, NHTEPAKTUBHAS MPUCTABKA K JOCKE MJIM MHTEPAKTUBHAS JOCKA.
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Kaouner «Pycckoro si3pika B npogecCHOHAIBHOI 1esiITeIbHOCTH

OcHamenue: pabo4ywe CTOJI W CTYJ IO KOJIMYECTBY OOYYarOIIMXCs, pabodee MecTo
npenoaaBaresis; NEePCOHAIbHBINA KOMIBIOTEP € JMIEH3UOHHBIM MPOTrPaMMHBIM 00ECIEUYEHUEM,
MIPUHTED, IPOEKTOP, MHTEPAKTUBHAS IIPUCTABKA K JIOCKE UM UHTEPAKTUBHAS JIOCKA.

Kaouner «IIpaBoBoro odecneyennsi npopecCHOHAIBHOM AeATeJIbHOCTH»

OcHaiienue: paboyue CTOJ M CTYJI MO KOJMYECTBY oOydaromuxcs, pabodee MecTo
IpenojaBaress; NEePCOHAIbHBIA KOMIBIOTEP € JMIEH3UOHHBIM MPOTrPaMMHBIM 00ECIEUYEHUEM,
IPUHTEDP, MPOEKTOp, MHTEpPAKTHBHAs IMPUCTAaBKa K JOCKE WM HMHTepakTuBHas nocka; UIIC
Koncynbrant, ['apanr.

Kabuner «JlokyMeHTaIlMOHHOTO O0eCieUeHus yIIPaBICHUS»

OcHaienue: paboyue CTOJ M CTYNI 1O KOJMYECTBY oOydarommuxcs, pabodee MecTo
IpernoaaBaTess; CUCTEMbl XpaHEeHUs Jie)l B y4eOHOM KaHIIeNsIpHH; MePCOHATbHBIA KOMIBIOTED C
JIMIIEH3UOHHBIM IIPOrPaMMHBIM obecrieuenuem, npuntep/MOY, ckanep/M®PY, konupoBaibHbIHI
anmapat/M®V, npoekTop, MHTEpaKTUBHAS MPHUCTaBKa K JOCKE WJIM MHTEPAKTHBHAS TOCKA.

KaOuner «ApxuBoBeaeHus»

OcHaiienue: pabouyue CTOJ M CTYJI MO KOJMYECTBY oOydaroluxcs, pabodee MecTo
npenojiaBaTess;  apXWBHbIE MKa(bl, O(UCHBIC CTEJUIAXH; IEPCOHATBHBIA KOMIIBIOTED C
JUICH3UOHHBIM MPOTrpaMMHBIM obecrieuenreM, npuHTep/MOY, ckanep/MDY, KOUpOBabHBIM
anmapatr/M®V, npoekTop, HHTEPaKTUBHAs MPUCTaBKa K JOCKE WM UHTEPAKTHBHAS JTOCKA.

Kaouner «IIpodeccnoHaIbHOM I TUKH U OCHOB /1€JIOBOT0 O0IEHUs»

OcHamienue: pabodne CTON M CTYJ IO KOJIMYECTBY OOydarommxcsi, pabouee MecTo
MpenoaaBarens; MePCOHANbHBINA KOMIBIOTEP C JHUIIEH3MOHHBIM MPOTPAaMMHBIM 00ECIEeUEeHUEM,
IPUHTEP, IPOEKTOP, UHTEPAKTUBHAS MPUCTABKA K JOCKE UJIM UHTEPAKTUBHAsS JOCKA.

KaOouner «Opranusannu ceKpeTapcKoro 00CayKuBaHusD).

OcHamienue: pabodne CTON M CTYJ IO KOJIMYECTBY OOydarommxcsi, pabouee MecTo
MpenojaBaTesis; CHCTEMbI XpaHEHUS JIeNl B yueOHOU KaHIIeNApUH; ePCOHATBHBIA KOMITBIOTEp C
JIMIIEH3UOHHBIM ITPOrPaMMHBIM obecrieuenueM, npuntep/MOY, ckanep/M®Y, KkonupoBaibHbIH
anmapat/M®V, npoekTop, MHTEPaKTUBHAS MPHUCTaBKa K JOCKE WJIM MHTEPAKTHBHAS TOCKA.

Kaouner «be3onacHocTH )KM3HeAeATEJIbHOCTID.

OcHamienue: paboyrwe CTON M CTyJd IO KOJIMYECTBY oOOydaromuxcs, pabodee MecTo
npenonasarens; npotusoras ['TI-7; peciupatop P-2; 3ammutabI KOcTIOM JI-1; 001IEBOIICKOBOMA
3alIUTHBIA  KOCTIOM; OOLIEBOMCKOBONM MpHOOp XMMHUYECKOH pa3BelKH; KOMIIAC-a3UMYT;
UHAMKATOp pPAaJUOAKTUBHOCTH; WHIUBUAYyalbHBIM mepeBsi3ounbii maxer WIIII-1; xryr
KPOBOOCTAHABIIMBAIOIINN; anTeyka HWHAWBHUAYyanbHas AlM-2; KOMIUIEKT MHpPOTHBOOXOTOBBIN,
UHAUBUAYaJIbHBIN npoTuBoxumuueckuii maker WIIII-11; cymka caHuTapHas a7 oOKa3zaHUs
NIEPBOM MOMOIIH NoApa3aeneHusaM cuil ['O; HOCHIIKM TUTallEeBbIe; TPEHAKEP-MaHEKEH B3POCIIOrO
nocTpajaaBiero «Anekcanap-2-0.1» (romosa, Topc) (WU €ro aHajior) Ijist OTpaboTKH MPHEMOB
CepACYHO-JIETOYHON peaHMMalnuu (CO CBETO3BYKOBBIM MHIMKATOPOM); CTEHJI-yTOJIOK
MapkepHbiil «TexHuka Oe3omacHOCTU. YCTpoilcTBO, cOopka M pa3bopka aBromata AK-74.
Hopmatusel»; crenn «[Ipubopbl paavaliioHHOW M XMMHUYECKOW pa3BEIKW», MaKeT aBTOMAara
KanamraukoBa (cO0pHO-pa300pHBI); y4eOHO-TPEHUPOBOUYHBIA KOMIIJIEKC OTHEBOW MOATOTOBKHU
Crpenen-1/AK (maccorabaputHsii maker AK) unu ero anamnor; crens «OpraHuszaliioHHas
ctpykrypa Boopyxkéunbix cuin Poccuiickoit deneparuny; crenn «Cpeactsa HHANBUAYATLHON U
CPYIIIOBOM 3alIUTh»; cTeH ] «CpencTBa 3alluThl OPraHOB JbIXaHUs (MHAWBHUAYalIbHbIE CPEICTBA
3aIUTHI)»; CTeH] «Y CTaBbl. 3aKOH BOEHHOMW ciy>k0bl. BoeHHas mpucsra»; MarHUTHO-MapKepHas
Jocka «MakeTbl YOEKHIl U MPOCTEHIINX YKPBITUNH» ¢ KOMIUIEKTOM (OJHH M TeMaTHYeCKUX
MarHuTOB; [E€PCOHAIbHBIA KOMIBIOTEP C JIMLEH3UOHHBIM MPOTPAMMHBIM 00€CIeYeHHUEM,
MPUHTEP, IPOEKTOP, MHTEPAKTUBHAS IPUCTABKA K JIOCKE UM UHTEPAKTUBHAS JIOCKA.

Kaouner «MeToauueckuii»

OcHamienue: pabodne CTON M CTYJ IO KOJIMYECTBY oOOydarommxcsi, pabouee MecTo
IpenojaBaTess; NepCOHANbHBIA KOMIBIOTEP C JUIEH3UOHHBIM MPOTPaAaMMHBIM 00ECIIEYEHHEM,
MPUHTEP, IPOEKTOP, MHTEPAKTUBHAS IPUCTABKA K JIOCKE UM UHTEPAKTUBHAS JIOCKA.
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6.1.2.2.  OcHameHue  NOMELIEHUH,  3aJC€HCTBOBAHHBIX  NpU  OpraHU3aluu
CaMOCTOSITEIbHOW 1 BOCITUTATEILHON pabOTHI.

Kabuner «bnbnmoreka, YnTaqbHBIN 3aJ1 C BBIXOJOM B HHTEPHET

OcHamenue: pabouyee MecTo OMOIUOTEKAps, CTEIUIAKK OMOJIMOTEYHBIC JJI XPaHCHHS,
CTeJUIaXH OMOJIMOTEUHBIE IEMOHCTPAIMOHHBIEC, paboune CTOJIBI U CTYNbS JJISi O0YYaroluXcs;
MEePCOHAIBHBIN KOMIbIOTEp (pabodyee MecTo OMOIMOTEKaps); MEePCOHAIbHbIE KOMIIBIOTEPHI IS
oOyyaromuxcst; npuntep/MOY; ckanep/M®PVY; komupoBanbHbli anmapat/M®Y; mpoekrop;
WHTEpPAKTUBHAs IPUCTaBKa K JIOCKE WIM HHTEpPAKTHBHAs JIOCKA; JOCTYIl K 3JIEKTPOHHBIM
OMOIMOTEYHBIM CHUCTEMAM

6.1.2.3. OcHamenmue jssadoparopuii

JlabopaTopus «KomnbrorepHoii 00padoTKH 10KYMEHTOB»

OcHaienue: pabouyue CTOJN M CTYJ TO KOJMYECTBY oOyuaromuxcs, pabodee MecTo
npenoaaBare’s, MapKepHas JI0CKa; IEPCOHAJIbHBIM KOMIBIOTEP C JIMLEH3HMOHHBIM
porpaMMHbIM obecricueHuem: npuHTep/M®PY, ckanep/M®VY, konmupoBanbHblii anmapar/M®O®V,
IIPOEKTOpP, MHTEPAKTUBHAs IPHUCTABKA K JOCKE WJIM WHTEPAKTUBHAS JOCKA, YHUUYTOXKUTEIb
Oymaru.

JladopaTopus « AH(popManHOHHBIX 1 KOMMYHUKAIIMOHHBIX TEXHOJIOTHI1»

Ocnamenue: pabouve CTOT M CTYyJl IO KOJUYECTBY OOYyYarOUIMXCs, OCHAIllEHHBIE
KOMIIBIOTEPHBIMU ~ CTOJIAMH M INOJAbEMHO-IIOBOPOTHBIMH  KpeciamH, pabouee MecTO
MIpenoiaBare’is; MapKkepHasi J0CKa; MEePCOHAIbHBIM KOMIIBIOTEP C JIMLEH3UOHHBIM
IPOTPaAMMHBIM 00ECIIEYeHHEM: OTIEPAlMOHHAsI CUCTEMa, aHTUBHPYCHAsI IPOTPaMMa, TeKCTOBBIA,
tabnmuunblid  pepaktop, CYBJ[, mporpamma s co3mgaHus npe3eHTanui, [lepcoHanbHBIN
MH(OPMaLIMOHHBIA MEHekep ¢ (QPYHKUUSAMHU [TOYTOBOro kKiveHta u (Groupware, apXuBaTOPHI,
IporpaMMbl CKaHUPOBAaHMS, KOHBEPTHpPOBaHHS (aiiioB, ¢ AOCTYIIOM B TIJIOOANBHYIO CETh
UHTEPHET, B JIOKAJIbHYIO CETh Y4eOHOrO 3aBEJIEHUS, B CIPaBOYHO-NPABOBYIO CHUCTEMY U
3IEKTPOHHO-OMOIUOTEYHYIO CHCTEMY, npuHTep/ MOV, ckanep/MOY, konupoBaibHBIN
anmapat/M®V, mnpoeKkTop, MHTEPaKTUBHAs TPUCTABKa K JOCKE WM HHTCPAKTHBHAs JOCKA,
YHUUTOXKUTENb Oymaru.

JlabopaTopusi «KAPXHBHOIO JeJIa»

OcHaienue: pabouyue CTOJN M CTYN MO KOJMYECTBY oOOydaromuxcs, padouee MecTo
npenojaBarens, apXuBHblEe MIKa(bl, OPUCHBIE CTEIIaKU, MapKepHas JOCKa, YHUUYTOXKHUTEIb
JOKYMEHTOB  (LIpeAep), WHCTPYMEHTbl M  MaTepuainbl JUIsl T[POUIMBKH  JIOKYMEHTOB
(MEXaHMYECKHE W PY4YHBIE): MPOLIMBHOE YCTPOMCTBO, JBIPOKOJBI HA JIBA M UYETHIPE MPOKOJIA,
IINAJIO 110 KOJMYECTBY OOYUaIOIIMXCsl, HIJa M0 KOJIUYECTBY 00Y4arOLMXCs, KapTOH «apXHBHBIH
cranaapT» 230x320 MM ¢ 6UroBkoil (Mo JMHUM cruda) Mo KOJMYECTBY OOyUaIOLIUXCsl, HUTh JIJIs
HOJIIMBKY JIOKyMEHTOB JaBcaHo-mTanenbHble JIII-210 no konuyecTBy 00ydaronmxcs; nevyarb
Y LITaMIIbl JUIsl 3aBEPEHUs] apXUBHBIX CIPABOK, KOMUN U BBIMHUCOK (OTMETKA O 3aBEPEHUM KOIUU
JOKYMeHTOB, mraMn «Komwus»); MmepcoHaIbHBIA KOMIIBIOTEp Ha Kaxaoe pabouyee MecTo ¢
YCTAaHOBJIEHHBIM TPOTPAMMHBIM OOECIIEYEHHEM: ONEpalMOHHAs CHCTEMa, aHTUBHUPYCHAas
nporpaMma, TeKCTOBBIH, cHCTeMa 3JIEKTPOHHOTO JOKYMEHTO000pOTa, MPOrpaMMHBIN MPOIYKT,
peanu3yronuil GyHKIUU apXyMBa OpraHU3aluy; - C JIOCTYNOM B IJI00albHYIO CETh MHTEPHET, B
JOKaJbHYI0 CETh Y4YeOHOIO 3aBEACHHUS, B CIPABOYHO-NIPABOBYIO CHUCTEMY U DJIEKTPOHHO-
oubmoreunyro cucremy; npuHTep/MOVY; ckanep/MDY; xkonupoBanbHblil ammapat/MOY;
IIPOEKTOP; UHTEPAKTUBHAS MPUCTaBKa K JOCKE MJIM MHTEPAKTUBHAS JJOCKa.

JlabopaTopus «Opranusanuu padoThbl ¢ JOKYMEHTaMM»

OcHamienue: paboune MecTa oOydaromuxcs, pabodyee MeCTO IMpernojaaBarens; o(ucHsle
CTEIIJIaXH; MOTbEMHO-TTIOBOPOTHOE Kpeciio 1o KOJIMYECTBY oOyJaromuxcs;
OyMaroyHMYTOXKUTENb,  Oymaropes3aTreilbHOe  YCTPOHCTBO,  JlaMHHATOp,  OpoIIOpaTop;
KOHBEPTOBCKPBIBATENb; KaHUEISIPCKUE IMeyaTH (OTTUCK IMe4yaTh) WU ITammbl Juisi oOpaboTKu
JIOKYMEHTOB (OTMETKa O TOCTYIUICHWH, OTMETKa O KOHTpOJIe); Majas KaHUENIApHs II0
KOJIMYECTBY OOYy4aloUIMXcs B COOTBETCTBUU C HUH(PACTPYKTYpHBIM JIUCTOM; IEPCOHATbHBIN
KOMITBIOTEp Ha Kaxj0oe padoyee MeCTO: ¢ JJOCTYNOM K JIOKAJIbHOW CeTH y4yeOHOTO 3aBEJeHHUS,
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r7100aTbHOM CETH HMHTEPHET, CIPABOYHO-TIPABOBOM CHUCTEME, SJEKTPOHHBIM OHOINOTEUHBIM
cucTeMaM; IporpaMMHOe oOOecleyeHHe: TEKCTOBbIM, TaONMUYHBIA peAakTop, MporpaMma
coznanus npesenranuii, CYBJ], nepcoHanbHbIil MHPOPMALMOHHBIA MEHEIKEP ¢ (YHKUUAMHU
OYTOBOro kiveHta u (Groupware, cUCTeMa 3JIEKTPOHHOIO JIOKYMEHTOOOOpOTa, apXuBaTop,
[IPOrpaMMbl CKaHUPOBAaHUSA M KOHBEPTUPOBAHUS JTOKYMEHTOB, IPOIPaMMbl JJI IMOATOTOBKU
JIOKYMEHTOB K Tiepemadye B apxuB; npuHTep/MOY; ckanep/MO®Y; KomupoBaIbHBII
anmapar/M®YV; MHOroyHKIHOHaIBHOE YyCTpoicTBO MDY (mpuHTEp, CKaHep, KOMHp, CPEACTBa
CBSI31); IPOEKTOP; UHTEPAKTUBHAS IPUCTABKA K JIOCKE WM MHTEPAKTHUBHAS JOCKA.

JladopaTopus «Cucrem 371eKTPOHHOI0 JOKYMEHT0000pOTa»

OcHamienue: paboune Mecta 00ydaroMxcsi, pabodyee MEeCTO NMPernoAaBatTelis; MoAbEeMHO-
MIOBOPOTHOE KPECJIO MO KOJIMUYECTBY 00yUaIOMUXCsl; OyMaroyHHUTOXKHUTEIb, OyMarope3aresibHOe
YCTPOMCTBO, JIJAMUHATOP, OPOLIIOPATOP, KOHBEPTOBCKPHIBATENb; KAHIEIAPCKUE Me4aTH (OTTUCK
neyaTH) M IITaMIbl A 0OpabOTKM JTOKYMEHTOB (OTMETKAa O NOCTYIUIGHWH, OTMETKa O
KOHTpOJI€); Majasg KaHLEeJApUs 10 KOJUYECTBY OOYy4yarolMXCsi B COOTBETCTBUH C
UHPPACTPYKTYPHBIM JIUCTOM, NEPCOHAIBHBI KOMITBIOTEpD Ha Kaxaoe pabodee MecTo: ¢
JOCTYIIOM K JIOKQJIBHOM CeTH y4e€OHOro 3aBeleHMs, INI0OAJIbHOW CETH MHTEPHET, CIPaBOYHO-
NPaBOBOW CHCTEME, DJICKTPOHHBIM OWOJIMOTEYHBIM CHCTEMaM; IPOrPaMMHOE OOecleYeHHUE:
TEKCTOBBIN, TAOJMYHBIA pelakTop, mporpamma cosnanus npesentanuii, CYB/l, nepconanbHbIN
MH(OPMaLlMOHHBIA MEHEKep ¢ (YHKUUSAMHU IOYTOBOro kiueHra u (Groupware, cuctema
3JIEKTPOHHOTO JIOKYyMEHTOO000pOTa, apXUBATOP, MPOrpaMMbl CKAHUPOBAHHS U KOHBEPTUPOBAHUS
JOKYMEHTOB, TIPOTPaMMBI JJIsi TTOATOTOBKH JOKYMEHTOB K Iepejade B apXuB, npuaTep/MOY;
ckanep/M®YVY; xonupoBanbHblil anmnapar/M®VY; mHOrodyHKuHOHAIBHOE YyCTpoiicTBo MOV
(mpuHTEp, CKaHEP, KOMUP, CPEICTBA CBSA3M); IPOEKTOP; MHTEPAKTUBHAS IIPUCTABKA K JTOCKE WUJIU
MHTEPAaKTUBHAsI TOCKA.

JlaGopaTopus «YueOHas KaHUEJIAPUD)

OcHarienue: paboune Mecta 00yyaromuxcs, pabodyee MECTO NMPernoAaBaTelis; MoAbEeMHO-
MIOBOPOTHOE KPECJIO MO KOJIMYECTBY 00YUAIOMIUXCsI; OyMaroyHHUTOKUTEb, OyMarope3aTesibHOe
YCTPOMCTBO, JIJAMUHATOP, OPOLIOPATOpP, KOHBEPTOBCKPHIBATENb, KAHIEIAPCKUE Me4YaTH (OTTUCK
neyaTd) M IITaMIbl I O0OpabOTKM JOKYMEHTOB (OTMETKa O TIOCTYIUIGHHH, OTMETKa O
KOHTpOJIe); Majasg KaHLEJApHs 10 KOJUYECTBY OOYy4aroIIMXCsi B COOTBETCTBUM C
MH(QPACTPYKTYpPHBIM JIMCTOM; NEPCOHAIBbHBI KOMIBIOTEP Ha KaxkJoe padoyee MecCTo: ¢
JIOCTYTIIOM K JIOKQJIBHOW CeTH y4eOHOro 3aBeleHMs, INT0OAJIbHOW CeTH MHTEPHET, CIPABOYHO-
IIPAaBOBOM CHUCTEME, 3JEKTPOHHBIM OHUOIMOTEYHBIM CHCTEMaM; MpPOrpaMMHOE OOecIeUeHue:
TEKCTOBBIM, TaOJUYHBIA pelakTop, nmporpamma cozganus npeseHranuii, CYB/], nepconanbHbIi
MH(OPMALIMOHHBIA MEHeKep ¢ (QYHKIUSAMU MOYTOBOro kinueHra u (Groupware, cucrema
3JIEKTPOHHOT'O TOKYMEHTOO00POTa, apXUBATOpP, MPOrPaMMbl CKAHUPOBAHUSA U KOHBEPTHPOBAHUS
JIOKYMEHTOB, MPOrpaMMBbl Ul IOJTOTOBKU JIOKYMEHTOB K mepeaaue B apxuB; npuHTep/MOY;
ckaHep/M®VY; xonupoBaibHblii annapat/M®VY; MHOrodgyHKIMOHANbHOE YCTpoiicTBOo MDY
(mpuHTEp, CKaHep, KOMUP, CPEICTBA CBSI3M); IPOEKTOP; MHTEPAKTUBHAS IPUCTABKA K JTOCKE WUJIU
WHTEPAaKTUBHAsI TOCKA.

6.1.2.4. OcHamenue 0a3 NPaKTUK

Peanuzanus oOpa3oBaTenbHOW MPOrpamMMbl MPEAINoyiaraeT 00s3aTeNbHYI0 Y4EeOHYI0 U
IIPOU3BOJICTBEHHYIO MTPAKTHUKY.

VYuebHasg mpakTHKa peaqu3yeTcs B MAcTepCKUX NpodeccHoHalbHOM 00pa3zoBaTeabHOM
OpraHu3aly U TpedyeT Hamuuusg oOOpyHOBaHUS, MHCTPYMEHTOB, PACXOJHBIX MaTepHasoB,
o0ecreynBaroIUX BBIMOJHEHHE BCEX BHJIOB Pa0OT, OMPEAETICHHBIX COJEpKAHUEM IPOrpamMm
npodecCHOHANBHBIX MOJYJIEH, OTBEUYAIOLIEr0 MOTPEOHOCTSM OTpaciu U TpeOOBaHUSAM
paboTtonareneii.

[IpousBojcTBEHHAss MpakTUKa pealn3yeTcss B OpraHu3alusx Jio0oro mpoduis,
o0ecreynBalOIUX  JEATEIBHOCTh  OOydarommxcs B NpodeccHoHanbHOM — obmactu
aJIMHUHHCTPATUBHO-YNIPABICHUECKON 1 0()UCHOM NeSTEIbHOCTH.
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OOGopynoBaHue NPEANPUATHA W  TEXHOJIOIMYECKOE OCHAIleHHe pabouumx MecT
MIPOU3BOJICTBEHHONW MPAKTUKU JIOJDKHO COOTBETCTBOBATH COJIEP)KAHUIO TMPOPECCHOHATBHON
NEeSITeIbHOCTH M JaTh BO3MOXKHOCTH OOydYaromemycsi OBIAAETh Mpo(ecCHOHATbHBIMU
KOMIETEHIMSIMH TI0 BCEM BHUIAM JAEATEIbHOCTH, MPEAYCMOTPEHHBIMH MPOrpaMMOi, C
UCTIOJIb30BAaHUEM COBPEMEHHBIX TEXHOJIOTHIA, MATEPHAJIOB U 00OPYAOBAHHUSL.

6.1.3. Jlomyckaercst 3aMeHa 000py0BaHUS €ro BUPTYaATIbHBIMU aHAJIOTaMHU.

6.2. TpeGoBanusi K Yy4eOHO-MeTOAMYECKOMY oOecnedeHHI0 00pa3oBaTeIbHOI
NPOrpaMmblI

6.2.1. bubmuoreunsiii ¢oHx 00pazoBaTeIbHONM  OpraHM3alMd  JIOJDKEH  OBIThH
YKOMIUIEKTOBAaH TEYaTHBIMU M3JaHUSAMU U (WJIM) SJIEKTPOHHBIMU M3JAHUSIMH IO KaXKIOU
JUCLUILINHE (MOAY/I0) U3 pacueTa He MeHee 0,25 3K3eMIuIsipa KaXKI0ro U3 U3AaHuH, yKa3aHHBIX
B paboyux MporpaMMax AMCHUIUIMH (MOAYJei) B KauecTBe OCHOBHOMW JIUTEpPATyphl, HA OJHOTO
o0yyJaromerocsi U3 4ucia JUl, OAHOBPEMEHHO OCBAWBAIOIIMX COOTBETCTBYIOIIYIO TUCIHILIHHY
(MOTyIIB).

B cnywae HamuuMs ~ SIEKTPOHHOH  MHGPOPMALMOHHO-00pA30BaTEIbHONM  Cpe.bl
JOIYCKaeTcsl 3aMeHa IedaTHoro OubiauoreyHoro (QoHga MpeloCTaBlIeHWEM  IpaBa
OJTHOBPEMEHHOTO JIOCTYIa HE MEHee 25 MPOIEHTOB 00yUYaromMXCsl K MUPPOBOH (3JIEKTPOHHOM)
oubnaunoreke.

OO6yuaromumcst JoJKeH ObITh oOecredeH A0CcTyn (yaajJeHHBINH JOCTYI), B TOM YHCIE B
Clly4ae MPUMEHEHUs JIEKTPOHHOT0 O0yUeHUsl, TUCTAHIIMOHHBIX 00pa30BaTEebHBIX TEXHOJIOTHUH,
K COBPEMEHHBIM NPOPECCHOHANBHBIM 0a3aM MaHHBIX W WHGOPMAIMOHHBIM CIIPAaBOYHBIM
CHUCTEMaM, COCTaB KOTOPBIX OMpeJeNseTcs B paboyux mporpamMmax TUCHUIUIMH (MOAYJeH) u
MOJIICKUT OOHOBJICHUIO (TIPH HEOOXOTMMOCTH).

OOpazoBatenbHass mporpaMma JOJDKHA — oOecreyuBaThesl  y4eOHO-METOTUYECKOU
JOKYMEHTAITUEH 10 BCeM YYeOHBIM AUCIHUILTHNHAM (MOIYIISM).

6.2.2. OOyuarolyecss MHBAJIUABI U JIULA C OTPAHUYECHHBIMU BO3MOXKHOCTSMHU 37J0POBBS
JOJDKHBI  OBITH OOecnedeHbl TMEeYaTHBIMA M (WJIM) SJIEKTPOHHBIMH YYEOHBIMH W3JaHHUSMH,
aJIaNTUPOBAHHBIMU MPU HEOOXOJUMOCTH /JIsi O0yUeHUs yKa3aHHBIX 00y4YaroIINXCs.

6.2.3. Ilepeuerp HEOOXOAMMOTO KOMIUIEKTa JIMIIEH3MOHHOTO H  CBOOOJIHO
pacmnpocTpaHseMOro MporpaMMHOro 00ecreyeHus, B TOM YKCiie OTE€YECTBEHHOTO MPOU3BOICTBRA:
Moit Oduc O6pazoBanue i ero aanor; Mot Oduc. [Toura unm ero ananor; Bugeopegakrop
Movavi uu ero ananor; ABBY'Y FineReader 14 Business uiu ero anasnor; 1C:IIpennpusitue 8.;
Koudurypanus «Jloxkymenroodopor I[TPOD» unu ero anasnor; Effector saver mim ero ananor;
Microsoft Office
Professional Plus 2013 wmm ero amamor; Microsoft Office Standard 2013 wmm ero awmaor;
Windows 7 Professional, 8 Professional, 8.1, 8.1 Professional, 10 Pro wmm ero auaor;
Kaspersky Endpoint Security s 6usneca Pacummpennsiii wim ero anasnor; 20C CO/1 [eno nin
ero a”ainor; CIIC Koncynprant [Inroc nin ee ananor.

6.3. TpeGoBaHMsl K NPAKTHYECKOIi MOAT0TOBKE 00y4aI0IIMXCH

6.3.1. TIlpakTuyeckass MOATrOTOBKAa TMpHU peanu3aluu 00pa30oBaTENbHBIX MPOTpaMM
CpeaHero MpoQecCHOHATBHOTO O0pa30BaHUsl HAIpaBlieHa Ha COBEPIIEHCTBOBAHUE MOJIEIU
IPaKTUKO-OPUEHTHUPOBAHHOTO OOYYEHHUs, yCHUJIEHME poiu paboTonaTteneil Mmpu MOATOTOBKE
CIIEIUAJIMCTOB CPEIHET0 3BEHA IMYTEM DPACIIUPEHUS] KOMIIOHEHTOB (4YacTeil) oOpa3oBaTeIbHBIX
nporpaMM, MpeayCMaTpPUBAIOIIMX MOJIEIUPOBAHUE YCIOBHUH, HETOCPEIACTBEHHO CBS3aHHBIX C
Oynymiei mpodeccuoHaIbHOM JESITENIBHOCTRIO, a TaKKe 00eCIeYeHUs] YCIOBHM JIJIsl TTOTYICHUS
00y4aromyMHUCs NMPaKTHUECKUX HABBIKOB M KOMIIETEHIIMH, COOTBETCTBYIOIIMX TPEOOBAHMSM,
MIPEABSIBISIEMBIM PA0OTOJATESIMU K KBATHU(UKAIUSAM CIIEIIAATUCTOB, pa0OUnX.

6.3.2. OOpazoBaTenbHas OpraHU3alUs CaMOCTOSATEIBHO TPOEKTUPYET peaTH3alHio
00pa3oBaTeNbHONW MPOrpaMMBI M €€ OTACIBHBIX YacTeil (IUCIMILIMHBI, MEXIUCIUILTHHAPHBIC
KypChl, IpoecCHOHATbHBIE MOTYJIH, PAKTHKA U APYrHe KOMIIOHEHTHI) B (hopMe MPaKTUYECKOH
noarotoBku ¢ yuetoM Tpedoanuit ®I'OC CIIO u cnennduku noaydaeMon cerualbHOCTH.

6.3.3. O6pa3oBarenbHas AeATEIbHOCTD B (hOpME MPAKTHYECKON OTOTOBKU:
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peanu3yercsl Mpu MPOBEACHUM MPAKTUYECKUX M Ja0OpaTOPHBIX 3aHSATHHA, BBITOJHECHUU
KypCOBOI'O IPOEKTUPOBAHUS, BCEX BUJIOB IIPAKTUKH U UHBIX BUI0B Y4€OHON AEATEINbHOCTH;

IpeaycMaTpuBaeT  JIEMOHCTPAIUIO NPAaKTUIECKUX HaBBIKOB, BBINIOJIHEHHE,
MOJICJIUPOBAaHKE OOYYaIOLUIMMUCSA ONPEAEICHHBIX BUAOB PA0OT I PEUICHUs MPAKTHYECKUX
3a[a4, CBA3aHHBIX C Oyaymniei npodecCHoHAIbHOM e TeNbHOCTHIO B YCIOBHUAX, MPUOIMIKEHHBIX
K peajbHbIM IIPOU3BO/ICTBEHHBIM;

MOKET BKIIOYaTh B CceOS OTAEIbHBIC JIEKIMH, CEMHHApBI, MAcTEp-KIacChl, KOTOPHIC
npeaycMaTpuBalOT Iepepady oOydarommces ydyeOHoW wuHdopManuu, HEoOXOoauMOH ais
NOCJEAYIOEr0  BBIOJIHEHUST  paboOT, CBA3aHHBIX C Oy;aymied  mpodeccrOHaIbHON
JeSITEIbHOCTBIO.

6.3.4. OGpazoBaTenbHast 1EATEILHOCTh B ()OpME MPAKTUUECKOM MOATOTOBKH MOXKET OBITH
OpraHu30BaHa Ha JIIOOOM Kypce OOydeHus, OXBaTbiBas AMCLUUIUIMHBI, HPOQECCHOHAIbHBIE
MOJYJH, BCE BHUABI MPAKTHKH, TPEAYCMOTPEHHBIE Y4YEOHBIM IUIAHOM O0pa3oBaTeIbHOMN
HPOTrpaMMBl.

6.3.5. IlpakTiyeckasi MoArOTOBKa OPraHU3yeTCsl B YUEOHBIX, Y1eOHO-TIPOM3BOICTBEHHBIX
1a00paToOpUsaX, MaCTEPCKHUX, Y4EOHBIX 0a3ax MPAKTUKU U MHBIX CTPYKTYPHBIX HOJpPa3IeIICHUIX
0o0pa3oBaTeNbHONW OpraHM3allid, a TaKKe B CICHUATBHO OOOPYAOBAaHHBIX ITOMEIICHHUIX
(pabouux MecTax) NpO(PUILHBIX OpPraHU3alMii Ha OCHOBAaHMM JOTrOBOpa O MPAKTUYECKOH
MOJATOTOBKE OOYYAIOIIUXCs, 3aKI0YaeMOro MEXIy 00pa3oBaTelbHOM OpraHuM3anueil u
npodWIbHONW OpraHu3alyen, OCyIIeCTBISAIOIIEH 1eATeIbHOCTh 110 MPO(UII0 COOTBETCTBYIOIIEH
00pa30BaTebHOIN MPOrpaMMBl.

6.3.6. Pe3ynbTaTbl OCBOEHMsI 0Opa30BaTEeNbHOW MPOrpaMMbl (€€ OTHIENbHBIX YacTeid)
MOTYT OBITH OLIGHEHBI B paMKaX MPOMEXKYTOUYHOW M TOCYAapCTBEHHOW WTOTOBOW aTTECTAIlHH,
OpPraHU30BaHHBIX B (JOPME JEMOHCTPALIMOHHOTO SK3aMEHa.

6.4. TpeGoBaHuUs K OPraHU3ALUHM BOCIIMTAHUSA 00Y4YaIOIIMXCS

6.4.1. Bociuranue oOydaromMxcsi NMPU OCBOCHUM MMM OCHOBHOM 00pa3zoBaTeinbHOMN
IpOTPaMMbl  OCYIIECTBIIIETCS HAa OCHOBE BKIIIOYAEMBIX B HACTOSIIYI0 00pa3oBaTEIbHYIO
nporpaMMmy IpUMepHOI paboueil mporpaMMbl BOCIIUTAHUS U IPUMEPHOI0 KaJICHIAPHOrO IUIaHa
BOCIUTATEIbHONU PabOTHI.

6.4.2. Pabouyro nporpaMMmy BOCIIMTaHUS U KaJCHJAPHBIM IUIaH BOCIUTATENbHONW paboThI
oOpa3oBaTenpHasl OpraHM3anus pa3pabaThIBACT W YTBEPKAAECT CAMOCTOSTEIBHO C Y4ETOM
IPUMEPHBIX pabodell MporpaMMbl BOCIIUTAHUS U KAJIEHAAPHOTO TJIaHA BOCIIUTATENIbHONW PaOOTHI.

6.4.3. B paspabotrke paboueill mporpaMMbl BOCIMUTAaHUS M KaJECHIAPHOTO TIIaHa
BOCIIUTATEIbHOM pabOThl MMEIOT MPaBO NMPUHMMATh Y4acTHE COBETHI OOYYaroIIMXCsl, COBETHI
poauTene, npeactaBuTenu padborogareneii v (Win) ux oObeAMHEHUN (IPU UX HAJIMYUN).

6.5. TpeOoBanusa K KaIpoOBbIM YCJIOBHSIM peajJu3anuu 00pa3oBaTeJbHOM
NporpaMmbl

6.5.1. Peanuzanus o0pa3oBaTeslbHOM MPOrpaMMBbl 00ECIIEYMBAETCS IMEAArOrMYeCKUMHU
paboTHHKaMu 00pa30BaTENFHON OPTaHU3AINH, A TAK)KE JINIIAMH, TTPUBJICKAEMBIMH K peaTu3aIlii
00pa3oBaTeNbHONW MPOrpaMMBbl Ha YCIOBHSX IPaXKAaHCKO-TIIPABOBOTO JOTOBOPA, B TOM YMCIE U3
qrcia PyKOBOAWTENEH W paOOTHUKOB OpraHM3alldi, HAINPaBICHHE JESTEIHbHOCTH KOTOPBIX
COOTBETCTBYeT  oOsiacTH  npodeccuoHabHOW  AedrenbHocTH 07  AIMUHHCTpaTUBHO-
yhpaBiieHYecKass © OQUCHAs JeATeTbHOCTh, W HMEIOUIMMH CTaX paboThl B JaHHOM
npodecCHOHATBLHON 00JIaCTH HE MEHEE TPEX JIeT.

Kanudukanus memarormueckux pabOTHUKOB 00pa30BaTENbHOW OpraHU3allud JOJIKHA
0TBEYaTh KBATU(UKAIIMOHHBIM TPEOOBAaHUAM, YKa3aHHBIM B KBATM(UKAIMOHHBIX CIIPABOYHUKAX
U (unn) npodeccuoHaNbHBIX CTaHAapTaX (IMpU HAIUYUH).

[lenarornueckue paOOTHUKM, TPUBJIEKAEMBIE K pealu3aluud  0o0pa3oBaTeIbHOMN
IPOrpaMMbl, JOJKHBI IOJIy4aTh JOMOJHUTEIbHOE MpodeccHoOHAIbHOE O0pa3oBaHHE 10
porpaMMam IMOBBIIICHUS KBaTH(UKaLMU, B TOM yHcie B (opMe CTAKUPOBKU B OpraHU3ALUsAX,
HalpaBJIeHUE  JICATEIILHOCTH  KOTOPBIX  COOTBETCTBYET  00JacTh  IpodecCHOHATHHON
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nesitenbHOCTH 07 AJIMHUHHUCTPATUBHO-YIIPABJICHUYECKass W OQUCHAs AESITeIbHOCTb, HE DPEXe
OJIHOTO pa3a B TPH rojia C y4eTOM pacHIMpPEHus CIIeKTpa MpodeccnoHaTbHbIX KOMIETEHIIUHA.

Jlons memarormyeckux pabOTHUKOB (B TMPHUBEIACHHBIX K IICIOYMCICHHBIM 3HAYCHUSIM
CTaBOK), 00€CIeYnBaIOIINX OCBOCHHE 00yJaroIMMUCS TPO(hecCHOHAIBHBIX MOAYJIEH, UMEIOIINX
OIBIT JIEATEIBHOCTH HE MEHEE TPEX JIET B OPraHU3alMsIX, HAPABICHUE JESITEIbHOCTH KOTOPBIX
COOTBETCTBYeT  obOmactu  mpodeccuoHanbHoO  nesrenbHoctd 07  AAMHHHCTpaTHBHO-
yrpaBieHYecKass U O(UCHAs NeATeIbHOCTh, B OOIIEM 4YHCIIe TMENarorudeckux paOOTHHUKOB,
peau3yIoNMX MNporpaMmbl  MpodecCHOHANbHBIX MOAYJIeH 00pa3oBaTelbHONW MPOTrPamMMBbl,
JOJKHA OBITH HE MEHee 25 TPOIIEHTOB.

6.6. TpeOoBanuss K (UHAHCOBBIM YCJOBHUSIM Ppeajin3aluu 00pa3oBaTeJbHOM
NMPOrpamMMbl

6.6.1. IIpumepHbIe pacyeTbl HOPMATUBHBIX 3aTpaT OKa3aHUs rOCYJapCTBEHHBIX YCIYT IO
peanu3anuu 00pa30BaTeNbHON IPOTPAMMBI

PacueTpl HOpMaTHBHBIX 3aTpaT OKa3aHWS TOCYJAPCTBEHHBIX YCIYI IO pealu3alun
00pa30BaTeNbHON MpOrpaMMbl OCYIIECTBIISIIOTCS B COOTBETCTBUU ¢ METOIUKON omnpenencHus
HOPMATUBHBIX 3aTpaT Ha OKa3aHHE rOCYAApCTBEHHBIX YCIYT IO peajau3anuu o0pa3oBaTelbHbBIX
porpaMM CpeaHero MpodecCHOHaTbHOr0 00pa3zoBaHus Mo mpodeccusM (CIenUaTbHOCTIM) U
VKPYITHEHHBIM TpynnaMm mnpodeccuil (cmenuanbHOCTEN), yTBEp)KAaemble MUHIIPOCBEIIEHUS
Poccunn exeronHo.

dunaHcoBoe obecliedeHre peanu3ald 00pa30BaTeIbHOW MPOrPaMMBI, ONpeAeIeHHOE
B COOTBETCTBUU C OIO/DKETHBIM 3aKoHoJaTesbcTBOM Poccuiickoit denepanuu u OenepaibHbIM
3akoHOM oT 29 nekabps 2012 Ne 273-03 «O06 obpaszoBanmu B Poccumiickoit ®Denepamumy,
BKJIIOUAEeT B ce0sl 3aTpaThl Ha OIUIATY TPyJAa MpenojaBareied U MacTepOB MPOU3BOICTBEHHOIO
o0Oy4deHus
C ydeToM oO0ecreueHUs YpPOBHsS CpelHel 3apaboTHOW IUTATHI IMEJarorm4ecKuX pabOTHUKOB
3a BBINOJHIEMYI0O HUMH YyueOHYyI0 (TpernojaBaTelbcKyio) paboTy M Jpyrylo paboTy B
COOTBETCTBUU
¢ Yka3zom Ilpesunenra Poccuiickoint @enepaunn ot 7 mas 2012 r. Ne 597 «O meponpustusx
I10 peaan3alyy rocyJapCTBEHHON COLMAIIBHON ITOJIMTHKNY.

Paznen 7. @opMupoOBaHHME OIEHOYHBLIX MATEPHAJOB IS  TNPOBEACHUS
rocy1apCcTBEHHOM UTOTOBOI aTTeCTALMHU

locynapcTBeHHass MTOTOBasi arTecTalUsl SBISETCS OOS3aTENbHON U MPOBOAMTCS TIO
3aBEpUICHUH BCEro Kypca oOy4YeHMs [0 HaIpaBJIEHUIO MOJATOTOBKU. B Xoze rocynapcTBeHHOMN
WUTOTOBOW aTTECTAIlMU OIICHUBAETCS CTENEHb COOTBETCTBUS C(HOPMUPOBAHHBIX KOMIIETEHIUI
BBINMYCKHUKOB TpeboBaHusiM OI'OC.

Jlis  TOCymapcTBEHHOM WTOTOBOM  aTTecTallud  OOpa3oBaTelbHOW  OpraHu3anuen
pa3palaThIBaeTCsi IporpaMma TOCYAApCTBEHHOW  HWTOTOBOM  aTrTectanmuu. [Iporpamma
rOCy/IapCTBEHHOW UTOTOBOW aTTECTallMU YTBEPXKIAeTCsl 00pa30BaTeIbHONM OpraHu3aIfel mocie
o0Cy)XJIeHHS Ha 3aceJaHUU NeJarornyeckoro coBeTa 00pa30BaTEJbHONM OpraHU3aluu C
y4acTHEM NpeJceaaTeNel rocyJapCTBEHHbBIX 9K3aMEHAIIMOHHBIX KOMUCCHU.

l'ocynapcTBeHHass WTOroBas arTecTalllsl MPOBOJAUTCA B (QopMe JAEMOHCTPALMOHHOIO
HK3aMeHa U 3allUThl AUIJIOMHOTO TIPOoeKTa (paboThl).

JIeMOHCTpallMOHHBIA  SK3aMEH HampaBieH Ha OINpeAeJeHUe YpPOBHS OCBOEHUS
BBIITYCKHUKOM MaTepuaia, MpeIyCMOTPEHHOTO 00pa30BaTeIbHOM MPOrpaMMoOi, M CTENeHU
chopMUPOBAaHHOCTH MPOPECCHOHATHHBIX YMEHUI M HAaBBIKOB MyTEM MPOBEICHUS HE3aBUCUMOMN
HKCIIEPTHOM OLEHKH BBINOJHEHHBIX BBITYCKHUKOM MPAaKTUYECKUX 3aJaHUNl B YCIOBHUAX
peasbHbBIX WM CMOJIETUPOBAHHBIX POU3BOACTBEHHBIX ITPOLIECCOB.

JleMOHCTpallMOHHBINA dK3aMeH 0a30BOr0 ypOBHS MPOBOJIUTCS HA OCHOBE TPeOOBAaHUI K
pe3yibTaTaM  OCBOEHHMS 00pa3oBaTelIbHBIX MPOTPaMM  CpPEAHEr0  MPOPECCHOHAIBHOIO
oOpa3oBanus, ycraHoBiaeHHbIX T'OC CIIO.

JIeMOHCTpallMOHHBIA  3K3aMeH MPOQUIBHOTO YPOBHS MPOBOAMTCS IO PELIECHUIO
o0pa3oBaTenbHOI OpraHU3alii Ha OCHOBAHHH 3asBJICHHUI BBITYCKHUKOB HA OCHOBE TpeOOBaHUI
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K pe3ylbTaTaM OCBOCHHS O0pa3oBaTelbHBIX IPOTPaMM CpEeaHEro MNpodecCHOHaTIHLHOIO
oOpasoBanus, ycTaHOBICHHBIX B cooTBeTcTBHH ¢ PI'OC CIIO, BKiItouas KBamM(pUKAIIMOHHBIC
TpeOOBaHUs, 3asABICHHbIC OpraHu3alMsIMH, pabOTONATENAIMH, 3aWHTEPECOBAHHBIMU B
MOJFOTOBKE KaJpOB COOTBETCTBYIOIICH KBalM(pUKALMU, B TOM YHUCIE SBISIOIIMMUCS CTOPOHOMN
JIOTOBOpa O CeTeBOi (hopMe peanuzanuu 0Opa3oBaTENbHBIX MPOrpaMM M (WJIKM) JOTOBOpa O
MPAKTUYECKON MOJArOTOBKE 00yUYaIOLIUXCS.

JIMriaoMHBIA MPOeKT (paboTa) HaNpaBlieH HAa CUCTEMAaTH3AIMIO U 3aKpeIyIeHWE 3HaHWUN
BBIIIYCKHHUKA I10 CIEHUAIbHOCTH, a TaKXKE OMNpPENEJICHUE YpPOBHS TOTOBHOCTH BBITYCKHHMKA K
CaMOCTOSITENILHON ~ MPOECCHOHAIBHON  JeATenbHOCTH. JIMTUIOMHBIA — TpoekT  (pabora)
MpEeJoyiaraeT CaMOCTOSATENIbHYIO MOATOTOBKY (HamKMCaHHE) BBITYCKHHUKOM IpoekTa (paboThl),
JIEMOHCTPHUPYIOIIETO YPOBEHb 3HAHWH BBITYCKHWKAa B paMKax BbIOPAaHHOW TEMBI, a TaKkKe
c(hOpMUPOBAHHOCTH €T0 MPOPECCUOHANBHBIX YMEHHI U HABBIKOB.

Tematuka  AWIUIOMHBIX  TPOEKTOB  (paboT)  omperensercs  00pa3oBaTENbHON
opranuzanyeil. BbITycKHUKY NpeaocTaBisieTcss MpaBO BbHIOOpA TEMbl JUIJIOMHOIO IPOEKTa
(paboThl), B TOM UHCJIE TMPEAJOKEHUS CBOCH TEMBI C HEOOXOJAMMBIM OOOCHOBaHHEM
1EIeCO00pa3HOCTH €€ pa3pabdOTKH Jid NPaKTUYECKOro MpUMEHEeHHd. TeMa IUIIJIOMHOTO
npoekTa (pabOThl) JOJDKHA COOTBETCTBOBATH COJCPKAHUIO OJHOTO WJIM  HECKOJBKUX
npoecCHOHANBHBIX MOIYyJeH, BXOASIIMX B O0pa3oBaTeNbHYIO MPOrPaMMy CpPEIHEro
poEeCCHOHAIBHOTO 00pa30BaHUsI.

Jlis  MOATOTOBKM  JWIUIOMHOTO TpoekTa (paboThl) BBIMYCKHUKY Ha3HA4aeTCs
PYKOBOIUTENs W TpU  HEOOXOAWMOCTH KOHCYJIBTAHTBI, OKAa3bIBAIOIINE BBITYCKHHUKY
METOJIUYECKYIO MOJIEPIKKY.

3akpemyieHue 3a BBITYCKHUKaMU TEM JUIUIOMHBIX IIPOEKTOB (paboT), Ha3HAuYEHUE
PYKOBOAMTENEH M KOHCYJIBTAaHTOB  OCYILECTBISETCS  PACHOPSAUTENBHBIM  aKTOM
00pa30BaTeIbHOI OpraHu3alnu.

l'ocynapcTBeHHast WUTOroBasi aTTECTAllMs 3aBEpIIACTCsl MPUCBOCHHUEM KBaU(pUKAINH
crenuaiucTa cpeHero 3seHa: CrneruaiucT no JOKyMEHTAlMOHHOMY 00€CIIEUeHUIO YIIPaBICHUS
U apXUBHOMY JIeTTy.
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