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coBeTta, mpoTokos Ne 37 ot 29 aBrycra 2025 roaa.
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1.OBIIME ITOJIOXKEHUSA

Hacrosimass ocHOBHasi mpodeccroHanbHas 00pazoBaTeNbHAS — MPOrpaMMa o
crenuanbHocTH 46.02.01 JlokyMeHTanmMoHHOE oOecleueHrue YIpaBiICHUS U apXUBOBEICHUE
pa3paboTaHa Ha OCHOBE (peepasbHOTO TOCYIAPCTBEHHOTO 00pa30oBaTEIbHOIO CTaHAApTa
cpenHero npodeccuoHaIbHOr0 00pazoBaHus 1mo cneruanbHocTH 46.02.01 JlokyMeHTaIlMOHHOE
obOecrieueHre YIpaBlIeHUS M apXUBOBeAeHHE, yTBepxaeHHoro I[Ipukazom MuHnpocselieHus
Poccuu ot 26 aBrycra 2022 roma Ne 778, ¢ ydeToMm nmpuMepHOi o0pa3oBaTeIbHON MPOrpaMMBl.

[Iporpamma ompenensieT pPEKOMEHAOBAHHBIM 00bEM U COACpPKAHUE CPEIAHErO
npodecCHOHAIBHOTO ~ oOpa3oBaHuss 1o  cnenuaiabHocTH  46.02.01  JlokyMeHTaIlimoHHOE
obOecrieueHUE  YMOPABJICHHUS W apXUBOBEJCHUE, IUIAHUPYEMbIE  pEe3yibTaThl  OCBOCHUS
00pa3oBaTeNIbHOI MPOrpaMMbl, MPUMEPHBIE YCIOBHS 00pa30BaTeIbHON ACSITEILHOCTH.

[Iporpamma paspaboTana misi peanu3anuu 00pa3oBaTeIbHON MporpamMmbl Ha 0Oasze
OCHOBHOTO 00111er0 00pa3oBaHusl.

OOpazoBatenbHas mporpamma, peanuzyemas Ha 0a3e OCHOBHOTO OOIIEro oOpa3oBaHUS,
pa3pabaTeiBaeTcss 00pa3oBaTeNbHOW OpraHu3aleil Ha OCHOBe TpeOoBaHU# (eaepatbHOro
roCyJapCTBEHHOTO 00pa30BaTENbHOIO CTaHaapTa cpeaHero odimiero oobpazoanust, ®PI'OC CIIO
U TIOJIOKeHUH (enepaibHOIl OCHOBHOW 00IIe00pa3oBaTeIbHON MPOrpaMMBbl CPEeIHEro OOIIEero
00pa30BaHUs C YUETOM MOIy4aeMON CIEIHaTIbHOCTH.

1.2. HopMaTuBHO-IPaBOBbIe OCHOBBLI Pa3padoTKH OCHOBHOW mpodeccHoHATbHOI
o0pa3oBaTeJIbHOM MPOrPaMMbI

®enepanbHblil 3aK0H 0T 29 nexadps 2012 r. Ne 273-03 «O6 obpazoanuu B Poccuiickoit
®enepanuny;

[Tpuka3z Munnpocsemenus Poccun ot 08.04.2021 Ne 153 «O6 yrBepxknenun Ilopsaka
pa3paboTKU NPUMEPHBIX OCHOBHBIX 00pa30BaTEIbHBIX IPOrpaMM CPEIHEro Mpo(hecCHOHAIBHOTO
o0pa3oBaHMs, MPOBEACHUS HX OKCHEPTU3bl U BEACHUS peecTpa IPUMEPHBIX OCHOBHBIX
00pa30oBaTeNbHBIX IPOrPaMM CPETHETO MPO(ECCHOHAIBHOTO 00pa30BaHUM;

[Mpuka3z Munnpocsenieans Poccum ot 26.08.2022 Ne 778 «OO0 yTBepKIeHHH
(benepaabHOro rocy1apcTBEHHOI0 00pa30BaTeIbHOIO CTaHIapTa CPETHEr0 NPOoPeCcCHOHATHLHOTO
oOpazoBanuss 1o crenuanbHocTH 46.02.01 JlokymeHTanmoHHOe oOecnevyeHne yrpaBiIeHUs
Y apXUBOBEJICHUEY;

[Tpuxka3 MunucrepcTa MPOCBEIICHUS Poccuiickoi denepauuu
or 24.08.2022 Ne 762 «O06 yrBepxkaeHun Ilopsaka oOpraHum3alud W OCYIIECTBICHUS
o0pa3oBaTeNbHON  JAEITeNbHOCTH MO  o0Opa3oBaTeNIbHBIM  IporpaMMmMaM  CPEIHEro
npodecCHOHAIBLHOI0 00pa30BaHUAY;

[Tpuka3z Munnpocsemienus: Poccuu ot 08.11.2021 Ne 800 «O6 yrBepxkaeHuu I[lopsiaka
IPOBEIEHUS] TOCYJapCTBEHHON HWTOroBOM arTecTaud IO 00pa3oBaTelIbHBIM IpOrpaMMam
cpenHero npogeccCuoHaIbHOT0 00pa30BaHUNY;

[Tpuka3z Munobpuayku Poccun Ne 885, Munmnpocsenienust Poccun Ne 390 ot 05.08.2020
«O mpakTHYeCcKON MOAroToBKEe oOydwaromuxcs» (Bmecte ¢ «llonokeHneM O HpPaKTHUECKOMH
MOJTOTOBKE 00YUaIOIIUXCSI»;

IIpuka3 MuHucTepcTBa Tpylda W couualbHOM 3amuThl Poccuiickonn ®enepanuu
ot 15.07.2020 Ne 333u (3apeructpupoBan MunucrepcTBoM toctuiinu Poccuiickoit denepannu
15 urona 2020 1., peructpanuonHbiii Ne 58957) «O06 yrBepxkaeHUH TPOHEeCCHOHATHLHOTO
crangapta «CHeuuaiucT 1O OpPraHM3alMOHHOMY U JOKYMEHTAllMOHHOMY 00ecreueHHUIo
YIIPABJIEHUS OpraHU3aLHen»;

[MIpukaz Muntpyna Poccum ot 18.03.2021 Ne 140m "OO6 yTBepx)aeHUH
npodeccuonanbHOro cranaapra «Cnenuanuct apxusa» (3apeructpupoano B Muntocte Poccun
21.04.2021 N 63193);

YcTaB  rocyaapCTBEHHONO aBTOHOMHOTO — MPO(ecCHOHAIBHOTO  00pa3oBaTEIbHOIO
yupexaenuss Ilenzenckoit ob6nactu «lleH3eHCKHII KOJIIEIK COBPEMEHHBIX TEXHOJOTHIM
nepepadoTKu U OU3HECaY.
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2. OBIIASI XAPAKTEPUCTHUKA OBPA3OBATEJBHOM ITPOI'PAMMBI
CPEJHEI'O TPO®ECCHUOHAJIBHOI'O OBPA30OBAHMUA

Kpanmuduxarus,

npucBanBacMas

BBIITYCKHHUKaM

o0pa3oBaTenbHOM

IIPOrpaMMBl:

CHGI_[I/IaJ'II/ICT 10 JOKYMCHTAllTUOHHOMY o0ecreYeHuIO YIIpaBJICHUA U apXUBHOMY €Y.

IIpu  paszpaboTke

o0Opa3oBaTelbHON
HAIPaBJICHHOCTh, KOTOPasi COOTBETCTBYET CIIEIHAIBHOCTH B LIEJIOM.
®opmbl 00yUeHUS: OUHAS.

IIPOrpaMMBbl

OpraHu3aIus

yCTaHaBIIMBAET

O0beM 00pa3oBaTEIPHOM MPOTPaMMBbI, peallu3yeMod Ha 0a3e CpemHero ooOIero

oOpa3oBaHusl MO KBaIU(UKALWU:

YIPaBJICHUS U apXUBHOMY A€y —2952 akaJeMHYEeCKHUX Yaca.

Cpoxk momy4yenus oOpa3oBaHus IO 00pa3oBaTENbHON IMpOTrpaMMe, pearu3yeMoil Ha 6ase
cpenHero oOuiero oOpazoBaHus mo kBanudukanuu: CreuudanucTt Mo JA0OKYMEHTAllHOHHOMY
00ecIeueHUI0 yrpaBiaeHus U apxuBHomy ey —1 roa 10 mecsiies;

O0bemM 00pa3oBaTEIbHONW TPOTPAMMBI,
o0pa3oBaHusl 10 KBaIM(PUKALUU:
yIpaBJICHUS] M apXUBHOMY JCIy,

Crenpanuct 1O JAOKYMEHTAllMOHHOMY OOECIEUEHUIO

peanu3zyeMoil Ha 0a3e OCHOBHOIO OOIIEro
Crenuanuct 1O JAOKYMEHTAllMOHHOMY OOECIEUEHUIO
C OJHOBPEMEHHBIM IOJYYEHHEM CpeAHEro oOIIero

obOpazoBanus: 4428 4yacoB akaJIeMUUECKUX YaCOB, CPOK 00yueHus - 2 roga 10 mecsies.

3. XAPAKTEPUCTHUKA ITIPO®ECCUOHAJIBHOM JEATEJIbHOCTH

3.1. O6nactp npodecCHOHANBHON eATeTFHOCTH BBITYCKHUKOB: 07 ATMUHHCTPATHBHO-
yIpaBieH4YecKasi 1 opucHas AesTeIbHOCTb.

3.2.  CoOTBeTCTBME BMJOB JEATEIBHOCTH MPOPECCHOHAIBHBIM  MOIYISIM U
nprcBanBaeMoOi KBaTU(UKALIUN:
HaumenoBanue BuoB HanmenoBanue Kaymdukamms «Crienuanuct

JesTeNbHOCTH poeCcCUOHATIBHBIX MOJTyJIeH 10 JOKYMEHTAI[HOHHOMY
00ecrevyeHnI0 yIpaBieHus u
ApXUBHOMY JEIIy»
1 2
OcymecTBiienne IIM.01 OcyuecTBieHue OcBauBaercs
OpraHU3aIIOHHOTO U | OpraHU3alMOHHOTO
JOKYMEHTAllMOHHOI O " JOKYMEHTAllMOHHOT'O
obecrieueHus JESITENIbHOCTH | o0ecrieueHust NeSITeIbHOCTH
OpraHM3aluu OpraHu3aluu
Opranuzanus apxuBHOM paboTs! | [IM.02 Opranuzanus apXuBHON OcBauBaercs
[0 JIOKYMEHTaM OpraHu3anui | paboTsl
pa3auuHbIX (OpM COOCTBEHHOCTH | 10 JIOKYMEHTaM OpraHu3anuil
Pas3INYHbIX bopm
COOCTBEHHOCTH
OcBoenue BuaoB padot no oanoi | [IM.03 Beimonnenue pabor 1o Jlenonpoun3BoauTeNnb
WIM HECKOJBKUM MpoeccusM | OJHOM WIH HECKOJIBKMM ApxuBapuyc
pabouuXx, JOKHOCTSIM CIYXKAIIUX | MPopeccusimM pabounx,

JOJDKHOCTAM CIIYXKaIlluX




4. INIAHUPYEMBI PE3YJIbTATBI OCBOEHUS OBPA30OBATEJBHOM ITPOT' PAMMBbBI

4.1. O0mme KOMIeTeHI NI

Koa xomMnereHuun

3HaHus, yMeHUst

OK 01. BeiOupath criocoObl pemeHus
3aga4 npodeccuoHaIbHON
NESITeTbHOCTH  HPUMEHHTEIBHO K
Pa3IUYHBIM KOHTEKCTaM

YMeHusi: pacro3HaBaTh 3alady W/WIKM MpoOsieMy B TNPO(ECCHOHAIBHOM W/HIIM COLMAIBHOM KOHTEKCTE,
AHATM3UPOBATH 3379y U/WIH MPOOIEMY U BBIICIATH €€ COCTaABHBIC YaCTH; ONPEACTSATh TAIbl PEIICHUS 3a1a4u;
BBISIBIIATh M 3(P(EKTUBHO HCKATh HHGOPMAIMIO, HEOOXOAMMYIO IS PeUIeHUs 3aladd W/WIA TPOOJIeMBI;
COCTaBIISITh TUIAH JCUCTBUS; ONMPEIEISITh HEOOXOAMMBIE PECYPCHI; BIAJICTh aKTyalbHBIMA METOJIaMU PabOTHI B
npoeCCHOHATPHON W CMEXKHBIX c(epax; pean30BbIBaTh COCTABJICHHBIA IUIAH; OIICHWUBATh pE3yJbTaT U
MOCJICACTBHSI CBOUX JICHCTBUH (CaMOCTOSITEIIPHO WM C TIOMOIIIbIO HACTABHUKA)

3HaHuUA: aKTYyaJIbHbIH NPO(ECCHOHAIBHBIA U COLUATBHBIM KOHTEKCT, B KOTOPOM NMPUXOAUTCS paboTaTh U KUTh;
OCHOBHBIC MCTOYHUKH MH(OPMAIMH U PECYPCHl IJIsl PEeIICHHs 331a4 U MpodiieM B MpodecCHOHAIBHOM H/HITH
COLMAJIBHOM KOHTEKCTE; aJlTOPUTMbI BBIIIOJHEHUS PabOT B MPO(EeCCHOHAIBHON U CMEXHBIX 00JIACTSIX; METO/IbI
paboTel B podeCCHOHATBHON M CMEKHBIX c(epax; CTPYKTypy IUIaHa Ui PEHICHHUs 3a/1ad; MOPSIAOK OLIEHKU
pe3ysIbTaTOB pelIeH s 3a/1a4 IpodecCHOHAIbHON 1eATEIbHOCTU

OK 02. Hcnonp30BaTh COBPEMEHHBIE
CpeAcTBa  IOMCKa, aHalmM3a M|
UHTEepHpeTanuu  uHGopMamu, W
MHGOPMALIMOHHbIE TEXHOJIOTUU JUIS
BBITIOJTHEHUS 3ama4
npodecCHOHATBLHOMN 1A TeTbHOCTH

YMeHusi: onpeaensaTh 3aJauu s MOMCKa WH(POPMALIUHU; ONPEeaTh HeOOXOJMMble HCTOYHUKH WH(OpPMAIIHH;
IUTAHUPOBATh MPOLIECC MOUCKA; CTPYKTYPHPOBATH MOIyd4aeMy0 HH(OPMAIUIO; BBAETIATh Hanbosee 3HaYuMoe B
nepeyHe MH(OpMalMK; OLIEHUBATh NMPAKTHUUECKYI0 3HAYMMOCTh PE3YJIbTaTOB MOUCKA; O(QOPMIIATH pe3yibTaThl
MIOUCKA, TMPHUMEHATh CPEACTBAa HH(POPMALMOHHBIX TEXHOJOTMH Js pelleHus NpoQecCHOHATIbHBIX 3a71ay;
UCIIOJIb30BaTh COBPEMEHHOE MPOrpaMMHOE O0ECIEeUeHHE; UCIOIb30BaTh pa3IMyHble HU(QPOBBIE CPEACTBA JUIS
peneHus npoecCHOHANIBHBIX 3a/1a4.

3HaHMA: HOMEHKJIaTypa MHPOPMAIIMOHHBIX UCTOUYHUKOB, MPUMEHSIEMbIX B MPO(ECCUOHATLHON AESITEIbHOCTH;
OpUeMbl CTPYKTYypHpoBaHUs HH(popMmanuu; QopMaTr odopmieHHus pe3yiabTaToB IOUCKAa HHGOpMalUH,
COBpPEMEHHBIE CpeACTBAa M YCTpPOWCTBa HMH(POpPMATH3aLUHM; MOPAJOK HUX TNPUMEHEHUS U MPOrpaMMHOE
o0ecrieyeHre B Npo(ecCHOHATBHOM e TEIbHOCTH B TOM YHCJIE C MCIIOJIb30BaHUEM LIU(POBBIX CPENICTB.

OK 03. [InanupoBaTh u
peann30BHIBAThH COOCTBEHHOE
npodeccHoHaIbHOE W JINYHOCTHOE
pa3BuUTHE,  MPEANPHHUMATEIHCKYIO
IeSITeNbHOCTh B TPO(ECCHOHATBHOM
cepe, HCIONB30BaTh 3HAHUS IO
IIPaBOBOM " (buHaHCOBOM
IPaMOTHOCTH B Pa3IUYHbIX
KM3HEHHBIX CUTYalUsIX.

YMeHusi: onpeAensaTh AKTyaJbHOCTh HOPMAaTHUBHO-TIPABOBOW  JOKYMEHTAllMM B  Mpo(dhecCHOHATbHOU
JeSITeIbHOCTH; TPUMEHSATh COBPEMEHHYIO HAYYHYIO NPO(PECCHOHAIbHYI0 TEPMHUHOJOTHIO; ONpPENeNsiTh |
BBICTpAauBaTh TPACKTOPHUH NPO(ECCHOHATBLHOTO Pa3BUTHS U €aMOOOpa30BaHHUA; BBIABIATH JOCTOMHCTBA U
HEIOCTaTKW KOMMEpPYECKOM WJeH; MPE3eHTOBATh HAEU OTKPHITHS COOCTBEHHOIO Jiesia B HpOQecCHOHATbHOM
JEeSTeNIbHOCTH; O(OpMIIATh, OW3HEC-TJIaH; PACCUUTHIBATH pPa3MEpPbl BBILJIAT IO MPOLEHTHBIM CTaBKaM
KPEAUTOBAHUS; ONPEACIATh WHBECTUIMOHHYIO IPUBJIEKATEIbHOCTh KOMMEPYECKMX HJIEH B  paMKax
npodecCHOHANIBHOM NesITeNIbHOCTH; MPE3EHTOBAaTh OM3HEC-UICI0; ONPeIesiTh HCTOYHUKHN (PMHAHCUPOBAHHUS

3HaHMA: coJep)KaHHWE AaKTyaJbHOM HOPMAaTHUBHO-NPABOBOM JOKYMEHTAllMH; COBPEMEHHAs HaydHas U
npodeccuoHaJIbHasE  TEPMUHOJIOTHS;  BO3MOXKHBIE  TPAaeKTOPUH  MPO(ECCHOHATIBHOTO  pPa3BUTUS U




camMo00pa30BaHMsl; OCHOBBI MPEINPUHUMATEIBCKON AEATEIbHOCTH; OCHOBBI (PMHAHCOBOM TPAMOTHOCTH; ITPAaBUIIa
pa3paboTKu OM3HEC-IIAHOB; NOPSI0K BBICTPAUBAHU IPE3EHTALIMH; KPEAUTHbIE OAHKOBCKUE MPOYKTHI

OK 04 DddexTrBHO
B3aUMOJICHCTBOBATh M PabOTaTh B
KOJIJICKTHBE U KOMaH/Ie

YmMmenusn: OpraHHU30BbLIBATH pa60Ty KOJIJICKTHBA U KOMaH/bI, BBaHMOI[efICTBOBaTb C KOJICTaMHu, PYKOBOJICTBOM,
KJIMCHTaMHU B XO€ HpO(beCCHOHaHBHOfI JCATCIIBHOCTHU

3HaHHUSA: IICHXOJOrMYCCKHE OCHOBBI JACATCIIBHOCTH KOJUJICKTHBA, IICUXOJIOTHYCCKUC 0COOEHHOCTHU JIMYHOCTH,
OCHOBBI HpOGKTHOﬁ JCATCIIBHOCTH

OK 05. OcyuiecTBisTh yCTHYIO U
MMHCbMEHHYIO KOMMYHHUKALIMIO Ha
rOCyJIapCTBEHHOM sA3bIKe Poccuiickoin
denepanuu ¢ yueToM 0COOEHHOCTEH
COLIMAJIBHOTO U KYJBTYPHOIO
KOHTEKCTa

YMeHusi: rpaMOTHO U3JIaraTh CBOM MBICITH B OOPMIISTH TOKYMEHTHI 110 TPo(hecCHOHANBHOM TeMaTuKe Ha
rOCYJapCTBEHHOM SI3bIKE, IPOSIBJIATH TOJIEPAHTHOCTh B paboueM KOJUIEKTHUBE

3HaHUsA: 0OCOOCHHOCTH COIUAIHOTO U KYJIBTYPHOTO KOHTEKCTA; IPpaBUiIa OPOPMIICHHS JOKYMEHTOB H
HOCTPOEHHS YCTHBIX COOOIICHUI

OK 06. [IlposiBnarh rpakaaHCKO-
NaTPHOTHYECKYIO HO3UIHIO,
JIEeMOHCTPHPOBATH OCO3HAHHOE
MOBEJICHHE Ha OCHOBE TPaJUIMOHHBIX
POCCHICKHMX TyXOBHO-HPaBCTBEHHBIX
LIEHHOCTEH, B TOM YHCJIE C Y4YETOM
rapMOHU3AIUH MEKHAIIMOHAIBHBIX |
MEXPETUTHO3HBIX OTHOILIEHUH,
MIPUMEHSITh CTaHJApPTHI
AHTUKOPPYIIIMOHHOTO MOBEJCHHUS

YMeHus: OIMCEIBATh 3HAYMMOCTEH CBOCH CIICIUAJIBHOCTH,; IIPUMCHATH CTAHAAPTHI aHTUKOPPYIILIUOHHOI'O
IIOBCACHU A

3HaHUA: CYIHOCTh IPAXKAAHCKO-TIATPUOTUYECKOM MO3UIIUH, O0IIeYeI0OBEYECKUX [IEHHOCTEN; 3HaUUMOCTh
pohecCHOHANBHOM NeATENIbHOCTH 110 Mpodeccuu (CHeHaTbHOCTH); CTaHAAPThl aHTUKOPPYILHOHHOTO
MIOBEJICHNUS U TIOCIIEACTBUS €r0 HapyIICHHUS

OK 07. ConelicTBOBaTh COXPaHEHUIO
OKpY>Karolleu cpebl,
pecypcocOepeKeHUI0, IPUMEHSTh
3HaHUs 00 N3MEHEHUH KJIMMaTa,
MPUHIIMITBI OEPEKITUBOTO
MIPOU3BO/ICTBA, 3P (HEKTUBHO
JIECTBOBATh B UPE3BBIYANHBIX

YMeHus: co01r01aTh HOPMbI SKOJIOTHYECKOH 0€301MacCHOCTH; ONPEEIIATh HAlIPAaBICHUsI pecypcocOepeXeHus B
paMKax npoQecCHOHATBHON IEATENLHOCTH 110 CIIEIHATIbHOCTHOCYIIECTBIIATE PabOTy ¢ COOMI0JEHUEM
HPUHIUIIOB O€PEKITMBOT0 MPOU3BO/ICTBA; OPraHU30BBIBATH MPO(PECCHOHANBHYIO JESATEILHOCT C YU€TOM 3HAHHUH
00 U3MEHEHUH KIMMaTHYECKUX YCIOBUH pErnoHa.

3HaHuUsA: IpaBHUJIa SKOJIOTHYECKOI 0€30MacHOCTH NMPH BeJICHUH MPOPECCHOHATIBHOM 1€ TeIbHOCTH; OCHOBHBIE
pecypcesl, 3a1€CTBOBAHHBIE B IPO(PECCUOHANBHOMN JEATEIbHOCTH; ITyTH 00ECIIEYEHUsI PECYPCOCOEPEKEHNS;
IPUHIUIB 0€PEXIINBOTO MPOU3BOCTBA; OCHOBHbIE HATIPABJICHUS N3MEHEHUS KIIMMAaTHUYECKUX YCIOBUN

CUTYallUsX peruoHa.
OK 08. MHcnonp3oBaTh CpeicTBa | YMeHHUsI: UCIOIb30BaTh (PU3KYIBTYPHO-0310POBUTEIBHYIO AEATEIBHOCTD ISl YKPEIUICHHS 310POBbs,
buznueckoit KYJIbTYpPbI JUIS | TOCTHKEHHUS KU3HEHHBIX U MPo(ecCHOHABHBIX 1eNIel; MPUMEHSTh palliOHaIbHbIE IPUEMBbI IBUTATENIbHbIX




COXPAHEHUS U YKPEIUICHHS 3JI0POBbS
B mporecce  npodeccHoHANBHOMI
NESATENIbHOCTH U TOJACPXKaHUS
HEOOXOIUMOTO YpOBHS (HU3UYECKOM

IOATOTOBJICHHOCTHU

¢yHKuMi B mpodeccuoHaIbHON AesITeIbHOCTH; IOIB30BATHCS CPEACTBAMU MPOPHUIAKTHKY ITEPEHATIPIKCHHUS,
XapaKTEpHBIMHU JUIsl JAHHOU CHELUAIBHOCTH

3HaHusA: poib PU3HUECKON KyIbTYPHI B OOIIEKYIBTYPHOM, MPO(HECCHOHAIBHOM U COLMAIEHOM Pa3BUTUHU
YeJI0BEKa; OCHOBBI 3J0POBOT0 00pa3a >KMU3HHU; YCIOBUS NPOPECCUOHANTBHOM NeATEIbHOCTH U 30HbI pUCKA
(U3UIECKOT0 310pOBBS ISl CIICIHUATIBHOCTH, CPEACTBA NPOPHIAKTUKY IEPEHANPSKEHUS

OK 09. Ilonp30BaTnCA
poecCHOHATBHON  TOKYMEHTAITUEH
Ha TOCYJapCTBEHHOM M MHOCTPAaHHOM

SA3BbIKaX

TEMBI

YMeHusi: MOHUMAaTh OOLIUI CMBICT YETKO IPOM3HECEHHBIX BHICKA3bIBAHUN HA N3BECTHBIE TEMBI
(mpodeccroHabHBIEC ¥ OBITOBBIE), TOHUMATh TEKCTHI Ha 0a30BbIe MPO(ECCHOHABHBIC TEMbI; Y4aCTBOBAThH B
Jaorax Ha 3HaKoMble o01ue 1 podecCUOHAIbHbIE TEMBI; CTPOUTD IIPOCTHIE BHICKa3bIBaHUS O ce0e U O CBOECH
po(heCcCHOHATTLHOM e TEIbHOCTH; KPaTKO 00OCHOBBIBATh M OOBSCHATH CBOU JICHCTBUS (TCKYIIUE U
IUTAHUPYEMBbI€); IIHCATh MPOCThIE CBSA3HBIE COOOIIEHNS Ha 3HAKOMBIE MJIM MHTEPECYIOLUe TPO(eCCHOHAIbHBIE

3HaHMA: IPaBUIIA TOCTPOCHUS MPOCTHIX U CIOKHBIX MPEJIOKEHUH Ha MPOo(heCCHOHATBbHBIE TEMBI; OCHOBHBIE
o0mIeynmoTpeOuTeNbHbIC TIIaroibl (ObITOBas U TpodeccHoHaTbHAS JICKCHKA); IGKCHYECKUH MUHIUMYM,
OTHOCSIIIUICS K OIMMCAHUIO MPEIMETOB, CPEJICTB M MPOIECCOB MPOPECCHOHATBHOM IEATEITLHOCTH; 0COOCHHOCTH
MIPOW3HOIICHHUS;, TPABUJIA YTCHHS TEKCTOB MPO(ECCUOHATLHON HAIPABICHHOCTH

4.2. IIpodeccuoHaIBHBIC KOMIICTCHIIUH

Bujabl 1esiTeIbHOCTH

Kox v HanmenoBanue
KOMIIeTeHIIUH

Iloka3aTesin 0CBOEHHSI KOMIIETEHIIMH

OcymiecTBieHne
OpPTaHHU3AI[IOHHOTO H
JOKYMEHTAIMOHHOTO
obecrieueHus

e TEIbHOCTH
OpTaHHU3aIUN

I1K 1.1. OcymecTBisATh
npuéM-repenaqy
yIPaBIECHYECKON
MH(OpPMaLIUU C TTOMOILIBIO
cpeAcTB HHPOPMALIMOHHBIX U
KOMMYHHKAI[MOHHBIX
TEXHOJIOTUI

HaBbiku
[Tonyuenuss HeoOxoauMOM MH(OpPMALMKM U NEpelayd CaHKIIMOHUPOBAHHOW MH(OpMauu ¢
UCIOJIb30BAaHUEM CPEJCTB MH(OOPMAIIMOHHBIX U KOMMYHHUKAIIMOHHBIX TEXHOJIOT UM

Ymenus:

MCIIONIb30BATh CPEJCTBA HHPOPMAIIMOHHBIX 1 KOMMYHUKAIIMOHHBIX TEXHOJIOTUH s
TIOJTyYEHUS U TIepeadn HHPOPMAITUH;

BECTH U HCIIOJIH30BaTh B paboTe 0a3y KOHTAKTOB OpraHU3aIlNu;

BECTH YUETHBIE PETHCTPAIMOHHBIE (POPMBI, UCTIOIH30BATh MX JII HH(POPMAITMOHHON pabOThI
¥ pabOTHI O KOHTPOITIO UCTIOJIHEHUS TOPYUYEHU;

YCTaHABIIMBATh U TOJJICPKIUBATh KOMMYHHUKAIIMH B TIPOIECCE JISTIOBOTO OOIICHHSI C
MTOMOIIBIO CPECTB HHPOPMAITMOHHBIX ¥ KOMMYHUKAIIMOHHBIX TEXHOJIOTH;
CTJIQXXMBATh KOH(JIMKTHBIC U CIIOXKHBIC CUTYAITUH MEKIUIHOCTHOTO B3aMMO/ICHCTBUS;
coOII0aTh CITy)KEOHBIN ITUKET;

obecrieunBaTh HHGHOPMAITMOHHYIO 0€30MMACHOCTh JAESATEILHOCTH OPraHU3alluH.




3HaHus:

HOpMaTHUBHBIE MTpaBoBbIe aKkThl Poccuiickoit denepanuu B chepe nHGOPMALUOHHBIX U
KOMMYHHUKAIIMOHHBIX TEXHOJIOTHUIA;

CTPYKTypa opranusaiu, e€ 3aauu u GyHKIIIH;

MpaBuJjIa MPOBEJICHUS JIEJIOBBIX NTEPETOBOPOB;

ATHKA JIEJIOBOTO OOIIEHUS;

MpaBuJjIa peYeBOT0 ITUKETA;

MpaBuUJia MOJEPIKAHUS U PA3BUTUS MEXIMYHOCTHBIX OTHOIICHUI;

TpeOOBaHMs OXpaHbl TPY/IA.

I1IK 1.2. KoopauaupoBath
paboty mpuemMHOI
PYKOBOJIUTEISA, 30H ITpHeMa
Pa3JINYHBIX KAaTErOpHUH
MIOCETUTENIEH OpraHu3aluu

HaBbiku
Koopaunanmu paGoTel MPUEMHON PYKOBOAUTENS M 30H HpHEMa Pa3IUYHBIX KaTErOpUid
MIOCETUTENIEH OpraHu3aluu

Ymenus:

BCTPEYATh MOCETUTENEH, OTy4aTh IEPBUUHYIO HH(POPMALIMIO O TOCETUTENAX, YCTAaHABIUBATD
NOPSAIOK MpuéMa JIJIsl pa3JInYHbIX KaTErOpUil OCETUTENEH;

BECTH YUETHBIE PETUCTPALIMOHHBIE (POPMBI 110 MPUEMY MTOCETUTENEH U OPOPMIIATH MPOITYCKa;
BECTH NpUEM, Niepesiauy 1 OTIPaBKYy JOKYMEHTOB;

OpraHU30BBIBATh U OPOHUPOBATH MEPETOBOPHBIE KOMHATHI;

CEpBHPOBATh YaliHble (KO(eHHbIE) CTONBI B OHCE;

IPUMEHSATH B paboTe cpeacTBa HHPOPMALMOHHBIX U KOMMYHHKAIIMOHHBIX TEXHOJIOTHIA;
MPUHUMATH MEPHI IO COXPAHEHNIO KOH(PUIEHIMAIBHON HHPOPMAINH B X0/1€ IpuéMa
ITOCETUTENEH.

3Hanun:

HOpMaTHBHBIE IPaBoOBbIE aKThl Poccuiickoit deneparuu mo 3amure HHPOpMaLUu 1 padoTe ¢
oOpallleHUsIMU TpaXk/iaH;

CTPYKTYpa OpraHu3alluy U pacnpeseneHne QyHKIMH MEXTy CTPYKTYPHBIMU
MOJIPa3/ICIICHUSIMH 1 CTICIHAACTAMH,

IpaBUJIa OpPraHu3aluy MpUEMa MOCeTUTENEH;

ATHKET ¥ OCHOBBI MEXTyHAPOIHOTO MPOTOKOJIA;

ATHKA JCIIOBOr0 OOIIECHUS;

NpaBUiIa PEYEBOTO ITUKETA.

IpaBUjia CEPBUPOBKU YaHOTO (KO(eHHOro) cTona;

TpeOOBaHMS OXPaHbI TPY/IA.




IIK 1.3. BnageTs HaBBIKAMU HaBrIkn

IUTAHUPOBAHUS paboyero [TnanupoBanus paboyero BpeMeHU PYKOBOJIUTENS U paboyero JHs ceKpeTapsi

BPEMEHU PYKOBOJUTENS U YmMeHus:

cekperaps BbIOUpATH (POPMBI IITAHUPOBAHUS U 0GOPMIIATH IIIAHUPOBUIUK (OpraHaiizep) pyKOBOAUTENS U
ceKpeTapsi;

YCTaHaBIIMBATh LEJH, ONPEACIATh IPUOPUTETHOCTD U OUEPEIHOCTD BBIIIOJIHEHUS paboT U

3¢ (HEeKTHBHO pacIpenesaTh padodyee BpeMs;

COTJIACOBBIBATh BCTPEUYH U MEPOIPHUATHS U BHOCUTH HHPOPMAIIUIO B MIAHUPOBIIUK
(opramnaiizep);

MH(OPMUPOBATH PYKOBOAUTENS O MPUOIMKEHUN BPEMEHH U PETJIaMEHTE 3allJIaHUPOBAHHBIX
BCTpEY U MEPOIIPUATHUN;

BBIOMpATh ONTUMANIBHBIE CTIOCOOBI BHEIIHETO M BHYTPEHHETO UH(DOPMHUPOBAHUS O
TUTAHUPYEMBIX MEPOIIPHUATHSIX;

obecrnieunBaTh HHPOPMALIMOHHYIO 0€30MaCHOCTH ACSITEILHOCTH OpraHU3aIlH;

IPUMEHSTH B paboTe cpecTBa HHPOPMAITMOHHBIX 1 KOMMYHHKAIIMOHHBIX TEXHOJIOTHIA.

3HaHun:

HOpMAaTHBHBIE MPaBOBbIE aKThl Poccutickoit Menepannu B chepe nHGOPMAITMOHHON
0€30ITaCHOCTH;

CTPYKTypa U creruduKa OCHOBHOU JEATEILHOCTH OPTaHU3aIiu;

OCHOBBI YIIPABJICHUS] BPEMEHEM;

MpaBuJjIa MPOBEJICHUS JIETIOBBIX MTEPETOBOPOB;

ATHKA JETOBOTO OOIIEHUS;

TpeOOBaHUS OXPAHbI TPYJA.

I1K 1.4. OcyuecTBasTh HaBbikn

MOATOTOBKY JIETTOBBIX Opraan3ainuu JeI0BbIX M0€310K PYKOBOAUTEIS U IPYTUX COTPYTHUKOB OPraHU3aIUN
MOE3/I0K PYKOBOJUTENS U YMmenusn:

JIPYTUX COTPYTHUKOB COCTaBJIATH U OPOPMIISATH JOKYMEHTHI JIS IEJTOBBIX MOE3/I0K;

OpraHu3aIu OCYILIECTBIISITh TPEBEI-TIOIIEPIKKY JETOBBIX MOE3/0K;

COTJIACOBBIBATh C MPUHUMAIOIIEH CTOPOHOM MPOTOKOJI INIAHUPYEMBIX MEPOIIPUATUN U
(dbopMHpOBaTH IPOrpaMMy JIeTOBOM MOE3/IKH;

MCIIOJIb30BaTh CPEACTBA MHPOPMAIIMOHHBIX U KOMMYHUKAIIMOHHBIX TEXHOJIOTUH /15
o0ecrieyeHns B3aUMOJICHCTBHS C PyKOBOAUTENIEM BO BPEMsI €TI0 JI€JI0BOM MMOE3/IKH;
0pOpPMIIATh OTUETHBIE JOKYMEHTBHI O JICJIOBOM IOE3/IKE.




3HaHus:

HOpMAaTHBHBIC MMPaBOBbIC akThl Poccuiickoii Menepannu B chepe opraHu3aluu JeI0BOr
MOE3/IKH;

MOPSAIOK MOJATOTOBKHU M IOKYMEHTUPOBAHUS JIETIOBO MOE3]IKH;

MHTEPHET-PECYPCHI ISl OCYIIECTBICHUS TPEBEII-MTOICPKKH JIETOBBIX MOE3/0K;

ATUKET U OCHOBBI MEXKIYHAPOIHOTO MPOTOKOJIA;

ATHKA JICJIOBOT'0 OOIIEHMSI; TpeOOBAHUS OXPaHbl TPY/IA.

[IK 1.5. Bnagers cnocobamu
OopraHusainuu pabodero
MIPOCTPAHCTBA IPUEMHOU U
KaOWHETa PyKOBOIUTEIIS

HaBbiku
Opranu3zanuu 1 nojajepkanusi QyHKIMOHAIBHOTO padovyero mpoCcTpaHCTBa

Ymenus:

OpraHu30BBIBATH pabovee MECTO B COOTBETCTBUHU C TPEOOBAHUSIMH SPTOHOMUKH U KYJIbTYPHI
TpyIa;

oOecrieunBath paboyee MeCTO M (PyHKIIMOHAIBHOE paboyee MPOCTPAHCTBO HEOOXOTMMBIMH
Cpe/CTBaMHU OpTraHU3alMOHHOMN TEXHUKH, MEOCIbIO M KaHIIEIIPCKUMU ITPHHAIICKHOCTIMHY;
MNoAACPIKUBATL CPCACTBA OpI‘aHHSaHHOHHOﬁ TCXHHUKU B pa60qu COCTOSHHU.

3Hanusa:

TpeOOBaHUS OXpaHbI TPY/1a, TPOU3BOACTBEHHON CAaHUTAPUH, TPOTUBOTIOKAPHOM 3aIIHUTHI;
OCHOBBI MPABUJILHON OpTaHU3AIMH TPYa ¥ METO/IbI TIOBBIIIEHUS €r0 3(h(PEKTUBHOCTH;
BU/Ibl OPTraHU3aLMOHHON TEXHUKHU U MOPSA0K paboThl C HEW.

1K 1.6. OcymiecTBisATh
paboTy 1o MOJATOTOBKE H
IPOBEICHUIO KOH()EPEHTHBIX
MEPOTIPUSITHI, 00eCTICUNBAThH
UH(POPMALIMOHHOE
B3aNMOJICHCTBHE
PYKOBOJUTEIIS C
NoJipa3ieNieHusIMU U
JIOJDKHOCTHBIMU  JTULIAMHU
OpraHu3aIH

HaBbixu

Opra"u3aniud TMOJTOTOBKH W TPOBEJACHUS KOH(PEPEHTHBIX MEPONPUSITHI, oOecreueHus
WH(OPMALIMOHHOTO B3aUMOJICHCTBUSL PYKOBOJUTENS C MOAPA3ACICHUSIMH U JOKHOCTHBIMU
JIMIIAMU OpTraHU3aliu

Ymenus:

OpPTaHU30BBIBATH MPOIIECC MOATOTOBKH U MPOBEICHNE KOHPEPEHTHOTO MEPOTIPUSITUS
WHAVBUAYAILHO U B COCTaBe pabodeil rpymibl;

JIOKYMEHTHPOBATH Pa3HbIC ATAIBI MPOIIEAYPHI MOATOTOBKH ¥ IMPOBEICHUS KOHPEPEHTHOTO
MEPOTPHUITHS;

cOOJTFOIaTh STUKET U OCHOBBI MK TYHAPOIHOTO TIPOTOKOJIA;

OCYIIECTBIISATH COOp, 00pabOTKy HHPOPMAITNH, CUCTEMATH3AIUIO TTOTYyYaeMbIX U
nepeIaBaeMbIX JTaHHBIX;

OCYIIECTBIISITH IPOBEPKY TOCTOBEPHOCTH, MIOJTHOTHI U HEMPOTHUBOPEUYNBOCTH JIaHHBIX,
HCKJIFOUYCHHE TyOJIMpoBaHus HH(pOpMaIuu;
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INPUMCHATH I/IH(I)OpMaI_II/IOHHO-KOMMyHI/IKaL[I/IOHHLIe TCXHOJIOT'NH.

3HaHun:

HOpMAaTHBHBIE IPaBOBBIE aKThl Poccuiickoit @enepanyu B chepe HHPOpMaLny;
KOMIUIEKC OPTaHU3alMOHHO-TEXHUYECKUX MEPONIPUATUH 110 IOArOTOBKE U MPOBEACHUIO
KOH(EPEHTHBIX MEPOTIPHUITUH;

npaBuiIa OPOpPMIICHHS JOKYMEHTOB, CO3/1aBa€MbIX B ITPOLIECCE IIOJTOTOBKU U MPOBEJCHUS
KOH(EPEHTHOTO MEPOIPHUSTHS;

ATUKET U OCHOBBI MEXKIYHAPOIHOTO IIPOTOKOJIA;

STHKA JEJIOBOTr0 OOILIEHNS,;

COCTaB BHYTPEHHHUX M BHEUIHUX MUH(OPMAIIMOHHBIX TOTOKOB;

CTPYKTypa OpraHMU3aliK U MOPSAI0K B3aUMOIEHCTBUS OIpa3iesICHUN;

MeTO/bI 00pabOTKH U 3alUThI HH(OPMALMU C IPUMEHEHUEM CPEICTB HH(POPMALIMOHHBIX U
KOMMYHMKAI[MOHHBIX TEXHOJIOTHIA;

TpeOOBaHUs OXPaHbl TPY/IA.

[IK 1.7. OdopmnsTs
OpraHu3aIMOHHO-
pacropsIuTenbHbIe
JIOKYMEHTBHI U
OpraHU30BBIBATH PA0bOTY C
HUMH, B TOM YHUCIIE C
UCTIOJIb30BaHUEM
ABTOMATHU3MPOBAHHBIX
cHCTeM

HaBbiku
OdopmneHuss opraHu3alOHHO-PACTIOPSAUTEIBHBIX JOKYMEHTOB M OpraHu3anus paboThl ¢
HHUMH, B TOM YUCJIE C UCMOJIb30BAHUEM aBTOMATH3UPOBAHHBIX CUCTEM

Ymenus:

COCTaBJIATH MMPOCKTHI OPraHu3allMOHHBIX, PACIIOPAAUTCIIBHBIX U I/IH(i)OpMaHI/IOHHO-
CIPAaBOYHBIX JOKYMEHTOB, B TOM YHCJI€ JOKYMEHTOB, CO/IEPKAIINX KOH(UACHIIUAIBHYIO
UH(pOpMaILIHIO;

0(OpPMIIATH OpraHU3aLMOHHO-PACTIOPAIUTEIbHbBIE JOKYMEHThI (OPUTUHAJIBI U KOTIHN);
CKaHHUPOBATh, KOMUPOBATh M KOHBEPTUPOBAThH JOKYMEHTHI B pa3inyHble (POPMATHI;
OCYILIECTBIIATH IIPOBEPKY NPOEKTOB JOKYMEHTOB Ha COOTBETCTBHE IIPABUIIAM
JIEJIONPOU3BO/ICTBA;

IPUHUMATD U IPOBOAUTH MEPBUUHYIO 00pabOTKY BXOSAIIMX JOKYMEHTOB;

MMPOBOAWTE NMPEABAPUTEIIBHOC PaAaCCMOTPECHUEC BXOAAIINX U BHYTPEHHUX JOKYMCHTOB,
PETUCTPUPOBATH BXOASAIINE, UCXOASIINE U BHYTPEHHHUE JOKYMEHTBI;

KOHTPOJIMPOBATh MAPIIPYTU3ALIMIO TIOKYMEHTOIIOTOKOB B OpraHU3aIiy (CoriacoBaHue,
MOJINNCAHUE, YTBEPKACHHE, PETUCTPALIUs, O3HAKOMJIEHUE U MCIIOJIHEHNE JOKYMEHTOB);
OCYIICCTBIIATH CpOKOBBIfI KOHTPOJIb UCITOJTHCHHUA JOKYMCHTOB,

OCYIIECTBJIATh NOJATOTOBKY M OTIPABKY UCXOJAIINX JOKYMEHTOB;

COCTaBJIATh OTYETHI U AHAJTUTUYECKHE CIPABKU 00 MCIIOJIHEHUH JOKYMEHTOB;
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BECTH WH(POPMAIIMOHHO-CIIPABOYHYIO paboTy MO JOKYMEHTaM;
OCYILIECTBIISATH pabOTy C OPraHN3aIMOHHO-PACHOPSIUTEIBHBIMU JOKYMEHTaMH B
ABTOMATH3UPOBAHHBIX CHCTEMAX.

3HaHusn:

HOpPMaTUBHBIC ITPaBOBbBIE aKkThl Poccuiickoit eneparuu B cepe AeTOmpoOn3BOICTBA;
JIOKaJIbHbIE HOPMATHUBHBIE aKThl, PETJIAMEHTUPYIOLIUE IEATEIbHOCTh CIIYKObI
JIeITOTIPOU3BOICTBA U €€ PaOOTHUKOB, OPTaHU3AINIO BEICHHS JICIIOTIPOU3BOICTBA;
COBpeMeHHbIe HH()OPMAIIMOHHBIE U KOMMYHUKAIIMOHHBIE TEXHOJIOTHU, TPUMEHSIEMBIE B
paboTe ¢ JOKyMEHTaMu;

CTPYKTypa OpraHu3alliu, pyKOBOACTBO CTPYKTYPHBIX MOIpa3esieHul, 00pa3ibl MOIHCeH
JiL, UMCIOIUX IMPAaBO NOANMCAHWA U YTBCPKACHUSA JOKYMCHTOB, U OIrPAHUYCHUA 30H UX
OTBETCTBEHHOCTH;

IIpaBUJIa PYCCKOIO SA3BIKA;

TpeOOBaHUS OXPAHBI TPY/A.

[IK 1.8. OdopmnsTs
JIOKYMEHTBI 110 TUYHOMY
COCTaBy ¥ OPraHU30BHIBATh
paboTy ¢ HUMH, B TOM UYHUCIIE
C UCTIOJIb30BaHNEM
aBTOMAaTH3UPOBaHHbIX
cHCTeM

HaBbiku
o(OopMIICHHS TOKYMEHTOB TI0 JTUYHOMY COCTaBY U OpTaHHU3AIMH padOThl C HUMH, B TOM YHCIIe
C MCIIOJb30BAaHUEM aBTOMATHU3UPOBAHHBIX CUCTEM

Ymenus:

obecreunBaTh COXPAaHHOCTD NMEPCOHANTBHBIX JAHHBIX pA0OTHUKOB;

OpPraHU30BBIBATH JOKYMEHTOOOOPOT MO TMPEACTABICHUIO JTOKYMEHTOB IO TMEpPCOHANy B
rOCYJapCTBEHHBIE OPTaHBbL;

OpPraHU30BBIBATH JOKYMEHTOOOOPOT MO YUETY U JIBUKEHHUIO paOOTHUKOB;

BECTU BOMHCKHUH y4&T paOOTHUKOB;

BeCTH y4ET pabodero BpeMeHU pabOTHUKOB;

0hOpMIIATH OPTaHU3AIMOHHO-PACTIOPSIUTEIBHBIE TOKYMEHTHI TI0 TNYHOMY COCTaBY;

BECTU PETUCTPALINIO, YUET, ONIEPATUBHOE XPAHEHHUE JOKYMEHTOB 0 TUYHOMY COCTAaBY;

BECTU JOKYMEHTAIINIO, TIOJITBEPKIAAOIIYI0 CBEICHHS O TPYIOBOM JNEITEIBHOCTH U TPYIOBOM
CTa)ke pabOTHHKOB;

(bopMHUpPOBATH TUYHBIC JIeTa PAOOTHHKOB;

0o(OpPMIISTH JIeNa Mo TUYHOMY COCTaBY AJIs Mepeladl B ApXHUB OPraHU3alNN;

paboTaTh CO CHENUaTU3UPOBAHHBIMUA WH(DOPMAITMOHHBIMU CUCTEMaMHU W 0a3aMM JTaHHBIX TI0
BEJICHUIO YUYETa U JBUKCHHUIO pAOOTHUKOB.

3HaHus:
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HOpMAaTHBHBIEC IPaBOBBIE aKThl Poccuiickoit denepaiyu B cepe TPyIOBBIX OTHOIICHHIA;
JIOKQJIbHBIE HOPMATHUBHBIE AKTHI, PETJIAMEHTUPYIOIUE TPYIOBbIE OTHOLICHMS;

COBpPEMEHHBIE WH(OPMAIIMOHHO-KOMMYHHUKAIIMOHHBIE TEXHOJIOTUH, IPIMEHsIEMbIE B paboTe C
JIOKyMEHTaMHU I10 JTMYHOMY COCTaBY;

CTPYKTYypa OpraHU3alMH, pyKOBOACTBO CTPYKTYPHBIX IOJIpa3ACICHUN;

IIpaBWJIa AEJIONPOU3BOICTBA;

IIpaBUJIa PYCCKOIO A3BIKA;

3THKA JIEIOBOT0 OOILEHMS;

TpeOOBaHMs OXpaHbl TPY/IA.

I[IK 1.9. OpranusoBsiBaTh
TEKyIIIee XpaHeHue
JIOKYMEHTOB, 00paboOTKy e
JUISL  ONIEPATUBHOTO u
aApXMBHOTO XPaHEHUS, B TOM
Yyclie C  HCIOJIb30BaHHUEM
ABTOMATHU3MPOBAHHBIX
CHCTEM

HaBbiku
OpFaHI/ISaHI/II/I TGKYIIICFO XpaHeHI/Ifl I[OKYMCHTOB, O6pa6OTKI/I el  IJIsd OHepaTI/IBHOFO n
APXMBHOT'0 XpAHEHUs, B TOM YHCJIE C MCMOJb30BAHUEM aBTOMATU3UPOBAHHBIX CUCTEM

Ymenus:

pa3pabaTheiBaTh HOMEHKJIATYPY JA€N OpraHU3allHH;

MIPOBEPSATH MPABMILHOCTh O(DOPMIICHUSI JOKYMEHTOB M OTMETKH 00 WX MCIIOJIHEHUH TIepe]] UX
dopMupoBaHrueM B JAeN0 Ui TMOCIEAYIOIIeT0  XpaHeHus; (GopMupoBaTh Jena,
KOHTPOJIUPOBATH MPABIIBHOE U CBOEBPEMEHHOE paclpe/ie]ieHUuE U MOIIMBKY JIOKYMEHTOB B
Jiera B COOTBETCTBUM C HOMEHKIJIATYPOU J1e;

MPOBEPSITH CPOKU XPAHEHUS JOKYMEHTOB, COCTaBJSATh MPOTOKON pabOThl SKCHEPTHOU
KOMHCCHH 110 MTOATOTOBKE JJOKYMEHTOB K I€peaade B apXuB;

COCTABJISITh aKT O BBIICTICHUU K YHUUYTOKEHHUIO JOKYMEHTOB, HE TIOJICKAITUX XPAaHEHUIO;
COCTaBIISTh aKT 00 YHUUTOXEHHUH JOKYMEHTOB;

OCYIIECTBIISITh TIOJIHO€ WM YacTUYHOE OQOpMIICHHE el BPEMEHHOTO, IOCTOSHHOTO,
JIOJITOBPEMEHHOTO CPOKOB XPaHEHUS;

COCTABJISITh OMHUCH JEJ CTPYKTYPHBIX TOJAPA3JICTICHUN TOCTOSHHOTO, JOJITOBPEMEHHOTO
CPOKOB XpaHEHHUs IS IEpe/layuul J1e]l B apXUB OpraHU3allNu;

MIPUMEHATHh HHPOPMAITMOHHO-KOMMYHHKAIIMOHHBIE TEXHOJIOTHHU TIPH pabO0Te ¢ TOKYMEHTAMHU.

3HaHus:

HOpPMAaTHBHBIE TIpaBOBBIC akThl Poccuiickoii denmepamuu B cdepe ACIONPOU3BOACTBA U
ApPXUBHOTO JIeTa;

JIOKAJIBHBIC HOPMATHBHBIC aKThI,
nepenavy Jel B apXUB OpraHU3allNH;
BHJIbI HOMEHKJIATYP JieJ1, o01ue TpeOoBaHMsI K HOMEHKJIAType A€, TOPsI0K pabOThI C HEH;

PETNIAaMCHTUPYIOIHUE BCACHUC OCIIOIMPOU3BOJACTBA H
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nopsiiok  (hopmMupoBaHus U opopmieHHS e, crneuupuka (HOPMHUPOBAHUS OTICIBHBIX
KaTeropui Jie;

npaBuiia XpaHEHUs JeJl, B TOM YHCIIE C JOKyMEHTaMU OTPaHUYE€HHOTO JOCTYIIa,

IIPpaBUJIa BbIIAYM U MCIIOJIB30BaHMsI JOKYMEHTOB U3 C(DOPMUPOBAHHBIX JIEI;

HOPSIOK  HMCTIOJIB30BAaHMSI  TUIOBBIX HMJIM  BEJOMCTBEHHBIX IEpEYHEH JIOKYMEHTOB,
OIIpEeIeNIEHUs] CPOKOB XpaHEHHUs B IIPOLIECCE SKCIEPTU3bI LIEGHHOCTH JOKYMEHTOB;

BU/IbI onucei nen OpraHu3aIu u MOPSIIOK paboTsl
C HUMH,
TpeOOBaHMs OXpaHbl TPY/IA.

Opranuzanus apxusHoi | IIK 2.1. OcymecTBisaTh HaBbiku

paboThl 1O AOKYMEHTaMm
OpraHu3aruin
Ppa3JInYHBIX dopm
COOCTBEHHOCTHU

KOMIUICKTOBAHHUE apXUBHBIMH
nenaMu (TOKyMEHTaMH )
apXuBa OpraHU3aINH

y4acTusi B KOMIUIEKTOBAHUU aPXUBHBIMHU JIeIaMU (JOKYMEHTaMH) apXKUBa OpraHu3aluu

Ymenus:

paboTaTh C MoIpa3IeeHUIMI/OPTaHN3AMSIMA UCTOYHUKAMU KOMITJICKTOBAHHSI apXUBA;
NPUHUMATh apXHUBHBIE JieNa (JOKYMEHTHI) Ha OCTOSTHHOE WIIN JIOJITOBPEMEHHOE XpaHEHHE,
Y4acTBOBATh B MPOBEACHUH SKCIIEPTHU3HI IICHHOCTH PA3JIMYHBIX THIIOB U BUIOB JOKYMEHTOB B
COOTBETCTBUU C BHYTPEHHUMHU periiaMeHTaMH OpraHU3alluy;

NPUMEHATh B paboTe PEeKOMEHIAIIUH SKCIEPTHO-TIPOBEPOYHON KOMHUCCHU WM DKCIIEPTHOMN
KOMHCCUU OpraHu3aluy;

IPUMEHSITH [IEPEUHU C YKa3aHHEM CPOKOB XpaHEHUs el (JIOKYMEHTOB);

co0uTr0/1aTh HOPMATHBHBIE CPOKU XpaHEHHUs el (JOKYMEHTOB);

BECTH y4ET UCTOYHHKOB KOMIUICKTOBAHHUS apXHBa;

UCIIOJIb30BaTh NEPE0BON OTEUECTBEHHBIN U 3apyOeXkHbII ONBIT IO KOMIUIEKTOBAHUIO apXUBa
nenamu (IOKyMEHTaMH ) TOCTOSTHHOTO U JIOJITOBPEMEHHOTO XPaHEeHHUS;

HCITOJI30BaTh COBPEMEHHBIE aBTOMaTU3HPOBAHHBIE, UHGOPMAIIMOHHBIE H
TEIEKOMMYHUKAIIMOHHBIE ~ TEXHOJIOTMM  JIOKYMEHTUPOBAaHHBIX  chep  JeATEIHHOCTH
OpraHu3aIuu.

3HaHus:

HOpMAaTHBHBIE MpaBoBble akThl Poccuiickoit Pdexnepaunu B cdepe AETONPOU3BOACTBA U
ApXHWBHOTO JIENa;

HayYHO-METOJIMYECKUE KPUTEPUU SKCIEPTU3bl LIEHHOCTH Pa3IMYHBIX THIIOB M BUIOB M€
(TOKyMEHTOB);

TEOPETUYECKHE U METOJNYECKHE aCIEKThl KOMIUIEKTOBAHMS M AKCHEPTH3bl LIEHHOCTU BCEX
BHUJIOB JOKYMEHTOB;
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BU/IbI, PA3HOBHIHOCTH U ()OPMAThI BCEX BUIOB JOKYMEHTOB;

YHU(PHUIIUPOBAHHYIO CUCTEMY OpraHU3allMOHHO-PACTIOPSIAUTEIbHON JOKYMEHTAIIHH;
CTaHAapTHl OPOPMIICHHUS OPTaHU3AIMOHHO-PACTIOPSTUTEIILHON IOKYMEHTAIINN;

CrocoObl M TEXHOJOTUU JOKYMEHTHUPOBAHUSA Pa3IUYHBIX BUAOB MpodecCHOHaTIbHON
JIeATEIbHOCTH;

OpraHU3aIMOHHbIE IPUHIIUIBI KOMIUIEKTOBAHUS €] (JIOKYMEHTOB) OIpaHUYEHHOTO JOCTYIIa;
TpeOOBaHMs OXpaHbl TPY/IA.

[IK 2.2. Bectu yuér
ApXUBHBIX JIeJ1 (IOKYMEHTOB),
B TOM 4HCIIE C
HCII0JIb30BaHUEM
aBTOMAaTH3UPOBAHHbIX
Cucrem

HaBbiku
BEJCHUS Yyu€Ta AapXuBHBIX Jel (JOKyMEHTOB), B TOM 4HCI€ C HCIOJIb30BAHUEM
ABTOMAaTU3UPOBAHHBIX CUCTEM

Ymenus:

M0JIb30BAThCSl YUETHBIMHU JIOKYMEHTAMH B PaMKax JJICKTPOHHBIX HH()OPMAIIMOHHBIX CHCTEM
JIOKYMCHTHPOBAHHBIX c(hep AeSITeIbHOCTH OpraHnu3aIliH;

ITOJIb30BATHCS cepTu(GHUIUPOBAHHBIMHU ABTOMATHU3UPOBAHHBIMHU CHCTEMaMHU
JOKYMCHTHPOBaHHBIX chep ACSITeIbHOCTH OPraHU3aluu 10 yUYETY, PErUCTPAIMK, KOHTPOJIIO
nen (I0KyMEHTOB);

MOJIb30BAaThCs  MH()OPMAIIMOHHO-CIIPABOYHBIMH  CHCTEMaMH  JIOKYMEHTHPOBaHHBIX  cdep
JeSITeIbHOCTH OpTaHU3aInH,

BECTH CIIPAaBOYHO-TTOMCKOBBIC CPECTBA K apXUBHBIM JIeJIaM (JIOKyMEHTaM);

BECTH YUYET CTPAxOBOTO OHIA ApXUBHBIX JeJ (IOKYMEHTOR);

NPUMEHSITh HOPMATHUBHBIC MPABOBBIC aKThI, JIOKAIbHbIE HOPMATHBHBIC aKThl OPraHU3AIUN U
METOJMYECKHE JOKYMEHTHI B 001aCTH y4ETa apXUBHBIX €] (IOKYMEHTOB);

BHOCHTH TIPE/JTOKEHHS 10 COBEPIICHCTBOBAHUIO METOINYECKOT0 00CCIIeYeHUs yuéTa pa3HbIX
BUJIOB JIOKYMEHTOB B JOKYMCHTUPOBAHHBIX c(hepax JesTeIbHOCTH OpraHu3alliy.

3HaHus:

HOpMaTUBHBIE TpaBOBBbIe akThl Poccuiickoit Denepanuu B chepe AEIONPOU3BOACTBA H
apXUBHOTO JIeTIa;

METOJMYECKHEe JOKYMEHThl M HAIlMOHAJbHBIE CTAaHAAPTHI B 0OJNACTH yu€Ta JOKYMEHTOB U
JOKYMCHTHPOBAHHBIX C(i)ep JACATCIbHOCTH OpPraHu3alumn;

OTEUECTBEHHBIC U 3apyOexkHbIe CEPTUPHUIIUPOBAHHBIE CUCTEMBl AaBTOMAaTU3UPOBAHHOTO YUETa
apXUBHBIX )T (IOKYMEHTOB);

TpeOoBaHUS K yU€TY 0CO00 [IEHHBIX U YHUKATBHBIX apXUBHBIX /1€ (JOKYyMEHTOB);

CPOKH BBITIOJIHEHHUSI pa0OT MO yUETY apXUBHBIX JIe] (JIOKYMEHTOB);
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o011Me MPUHIUIIBI yUETa U KOMILJIEKTOBaHMS /1€ (JOKYMEHTOB) OTPaHUYEHHOTI'O JI0CTYIIA;
TpeOOBaHUS OXpaHbl TPYa.

[IK 2.3. Ocy1iecTBasiTh
XPaHEHUE apXUBHBIX JIEJT
(I0KYMEHTOB) C IOCTOSIHHBIM
CPOKOM XpaHEHHS M 10
JUYHOMY COCTaBY B apXUBE
OpraHu3aIuu

HaBbiku
OCYIIECTBJICHUS XPaHCHUsI apXUBHBIX JIeJT (JIOKYMEHTOB) C TIOCTOSIHHBIM CPOKOM XPaHECHHS U
10 JMYHOMY COCTaBY B apXMBE OpraHU3aluu

Ymenns:

CUCTEMATHU3UPOBATh Jieja (JOKYMEHTBI);

pasMmelaTb apXWBHbIE Jejla (JIOKyMEHTbl) HAa MeCTaX XpaHEHHUs B COOTBETCTBUU C
HOPMAaTHUBHBIMU TPEOOBAaHUSAMH B 00JIaCTH apXUBHOTO JIeia U yIIPaBIICHUS TOKYMEHTAMHU;
coOuIt0/1aTh HOPMAaTHBHBIE PEKUMBlI XPAHEHUS APXUBHBIX JieN (JIOKyMEHTOB) Ha JIOOBIX
HOCHUTEJISX;

IPOBOJUTH ITPOBEPKY MOJTHOTHI COCTaBa APXUBHBIX JOKYMEHTOB B €IUHHIIAX XPaHEHMUS;
IIPOBOAMTDH OMMCAHUE APXUBHBIX €l (IOKYMEHTOB);

COCTaBJIATh CIIPAaBOYHO-TIOMCKOBBIE CPEJICTBA K APXUBHBIM JleJIaM (JOKYMEHTaM);

BECTH Y4ET M KOHTpPOJb BbIIAYU APXMBHBIX €)1 (JIOKYMEHTOB) U3 apXMBOXPAHWJIMILA U UX
BO3BpaTa;

BECTU ya€T " KOHTPOJIb nepeaaqn nen (1OKYMEHTOB)
B rOCYIapCTBEHHBIN/MYHUIIUNIATIBHBIN apXUB WM HAa HHOE BHELIHEE XpaHEeHHe U Ipuéma Jien
C BHEIIIHETO XPaHEHUs;

IPOBOJUTH MOJUCTHYIO MPOBEPKY (PU3NUECKOTO COCTOSHUS J1e (JIOKYMEHTOB);

pa3bICKUBaTh HEOOHAPYKEHHBIE JieNa (JOKYMEHTHI);

3alMIIAaTh HHPOPMAIMOHHbIE PECYPChl apXUBa OT HECAaHKIIMOHUPOBAHHOTO JOCTYIIA.

3Hanun:

HOpMaTHBHBIE MpaBoBble akThl Poccuiickoil Pdexepaunu B cdepe AETONPOU3BOACTBA U
ApXHMBHOIO JIENA;

HOpMAaTHBHBIE TIpaBoBble aKThl Poccuiickoii @eneparmuum B oOmacTH uHOpMaLUH,
MH(OPMALIMOHHBIX TEXHOJIOTUH, 3aIIUTHl HHPOPMAIIMH U MEPCOHANBbHBIX JTaHHBIX, HU(POBOH
TpaHchopMalny;

HOpMaTUBHBIE MpaBoBble akThl Poccuiickoit ®enepanuu B 061acTH KOH(GUICHIMATBLHOCTH
uHpOpMaINH;

IpaBHUJIa XpaHEHUs /1€ (JOKYMEHTOB) B COOTBETCTBHUHU C UX TUIIAMU;

nops10K (OPMHUPOBAHHUS TOKYMEHTOB B KOMILIEKTHI, TPYIIIIbI, TUIIBI;

TpeOoBaHUsl K O(QOPMIICHUIO JIOTOBOPOB HA PEAIM3ALUIO YCIYI BHEIIHErO XpaHEHMs Oell
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(1OKYMEHTOB);

CPOKH BBITIOJIHEHUS PadoT;

TpeOOBaHUS K YCTAHOBJICHHBIM HOPMaM BbIPAOOTKHU;
TpeOOBaHUs OXpaHbI TPY/Ia.

[IK 2.4. OcymecTBisTh
XpaHeHue, KOMILIEKTOBaHHE,
Y4€T ¥ UCIIOIB30BAHUE JIE]
(IIOKyMEHTOB) BPEMEHHOTO
XpaHEHHS

HaBbiku
obOecrieueHUsT XpaHCHHS, KOMIUICKTOBaHUS, Y4€Ta M HCIIOJIB30BaHUA M€l (JIOKYMEHTOB)
BPEMEHHOT'O XPaHCHHUS

Ymenus:

OpraHM30BBIBATH M 0O€creunBaTh XpaHEHUE el (JOKYMEHTOB) BPEMEHHOI'O XpaHEHHUS
OpraHu3aliy B TPATUILIMOHHOM U B 3JIEKTPOHHOM BUJIE;

KOHTPOJIMPOBATh Pa3pabOTKy CTPYKTYPHBIMH TOJpPA3JCICHUSIMH ONUCEH H aKTOB O
BBIJICJICHUY Ha YHUUYTOXKEHHUE A€ (JOKYMEHTOB) BPEMEHHOI'O XpaHEHUs B TPAAUIIMOHHOM U B
AJIEKTPOHHOM BHUJIE;

dbopMHpOBaTh €AMHUIBI XPAHEHUS JIOKYMEHTOB I HMX IOCJIEIYIOLIEro pa3MelleHHs B
apXuBe€ OpraHM3allly;

COCTaBJIATh CIIPAaBOYHO-TIOMCKOBBIE CPEJICTBA K APXUBHBIM JieJiaM (JOKYMEHTaM);
OCYIIECTBIISATh MOUCK /€N (JIOKYMEHTOB) BPEMEHHOI'O XPaHEHHUs B MPOLIECCE UX XPaHEHUs B
CTPYKTYPHBIX IIOPA3JECIICHUsAX U apXUBE OpraHu3aluy;

OCYIIECTBIISITh METOJIMYECKOE PYKOBOJCTBO OpraHM3alMeld XpaHeHus el (AOKYMEHTOB)
B CTPYKTYPHBIX ITOIpa3JeJICHUsIX OPTaHU3allnN;

OKa3bIBaTh CTPYKTYPHBIM MOJpa3felIeHUusIM MPAKTUYECKYI0 IIOMOIIb B OpraHu3aluu
XpaHeHus Ael (JOKYMEHTOB);

pa3palaThiBaTh CIPaBOYHO-MH(POPMAIIMOHHBIE JOKYMEHTHI [0 OPraHU3alMK HCIIOIb30BaHUS
Jen (JOKYMEHTOB) BPEMEHHOI'O XpaHEHUS B CTPYKTYPHBIX IOJpa3felieHUsX U apXuBe
OpraHu3aluy;

IPOBOJUTH IKCHEPTU3Y LIEHHOCTH el (JIOKYMEHTOB) BPEMEHHOT'O XpaHEHMs, TIepeIlaHHbIX B
apXuB;

OTIpeNIeNATh CPOKU XPaHEHHs JelT (JIOKyMEHTOB) BPEMEHHOTO XPaHEHHS;

ofOecrieunBaTh 3alIUTy /el (JOKYMEHTOB) BPEMEHHOIO XpaHEHHs] B OpraHu3alud OT
HECaHKLMOHUPOBAHHOIO JOCTYIIA NN YHUUTOKEHHUSI,

MPOBOANTH (PU3MUECKOE YHUYTOXKEHHE Jied (JOKYMEHTOB) BpPEMEHHOIO XpaHEHUsS C
UCTEKIIMMH CPOKAMU XPAHEHHUs IIOCJE COIVIACOBAHUS CO CTPYKTYPHBIMM IOJpa3JelICHUsIMU
OpraHu3aluy;
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oopMIIATH YUETHBIC TOKYMEHTHI 00 YHUUTOKEHHUH eI (JIOKyMEHTOB) BPEMEHHOT'O XpaHECHHUS
C MCTEKIIMMH CPOKaMU XPaHEHUS COBMECTHO CO CTPYKTYPHBIMH MOIpa3[AeiICHUAMU
OpraHu3aluu.

3HaHuA:

HOPMAaTUBHBIC TpaBOBBIC aKThl Poccwiickoit Denepanuu B chepe AETONMPOU3BOACTBA U
apXUBHOTO JIE]Ia;

HOpMaTUBHbIE NpaBoOBble akThl Poccuiickoit denepanuu B 001acTy 3alIUThI IEPCOHANIBHBIX
JIAaHHBIX;

HOpPMAaTHBHBIE NpaBOBbie aKkThl Poccuiickoii ®Penepanuu B 061acTé KOHPHUACHIHMATHLHOCTH
nHpopManuu;

METOJMYECKHE JOKYMEHThl M HAllMOHAJIbHBIE CTaHAAPTHl B 00JIACTH JIEIONPOU3BOJCTBA U
apXUBHOTO JIEJIa;

METOAMKA Pa3padOTKU (GOpPM YUETHBIX JOKYMEHTOB B TPAIUIIMOHHOM U B 3JIEKTPOHHOM BHJIC;
IpaBUjIa CUCTEMATH3ALMU U KIaCCU(PHUKALIMU JOKYMEHTOB;

0COOEHHOCTH OpPTraHU3alMK XpaHEHUS /1€ (IOKYMEHTOB) Ha Pa3IMUHbIX HOCUTEISIX;
KPUTEPUU OIpEJesIeHUs] LEHHOCTH JAed (JOKYMEHTOB) JUIsl AajbHEWIIero XpaHEHUs WM
YHUYTOXEHUS,

TpeOOBaHUS K TpolleccaM YHHYTOXKEHUS HH(POPMAIMM B TPAJUIMOHHOM M 3JIEKTPOHHOM
BHJIE;

TpeOOBaHUs OXPaHbI TPYIa.

[1K 2.5. Ocy1iecTBasTh
UCTIOJIb30BaHNE apXUBHBIX
nen (TOKYMEHTOB), B TOM
YHCIIe C UCTIOIb30BAaHHEM
ABTOMATH3HPOBAHHBIX
CUCTEM

HaBbiku
OCYIIECTBIICHUSI HCIOJb30BAHUS AapPXUBHBIX J€l (JOKyMEHTOB), B TOM UHCIE C
WCIIOJIb30BAHHEM aBTOMATU3UPOBAHHBIX CUCTEM

Ymenus:

CHUCTeMaTH3MpOBaTh M 0000MIaTh CBENEHHWS O COCTaBE W COJCPKAaHUM apXUBHBIX eI
(IOKYMEHTOB);

MCTIOJIF30BaTh MH()OPMAIMOHHBIE TEXHOJIOTHH B OOJACTH CO3JAHUS CIPAaBOYHO-TIOMCKOBBIX
CPEIICTB apXUBa U IOKYMEHTHUPOBAHHBIX cpep AeITeTbHOCTH OpraHU3allHH;

dbopMHpOBaTE OCHOBHBIE ¥ BCIIOMOTATENbHBIE BHIBl APXHUBHBIX CIPAaBOYHUKOB B
AIIEKTPOHHOM Qopme;

MOJIrOTABIINBATh WH(OPMAIIMOHHBIE TOKYMEHTHI IO 3alpocaM TI0Jh30BaTeNIeH pa3IHIHBIX
KaTErOpHUid.

3HaHus:
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HOpPMaTUBHBIC MTPaBOBbBIC aKThl Poccuiickoit eneparuu B cepe AeTOmpOn3BOICTBA;
HOpMaTUBHBIE TpaBoBble aKThl Poccuiickoit denepanuu B 001acTH 3alIUThHl IEPCOHATBHBIX
JTaHHBIX;

METOJMYECKHE JIOKYMEHTbl B O0OJacTH HCIOJIb30BaHMUS M MYOJMKAllMU apXUBHBIX el
(10KYMEHTOB);

ceptudurpoBaHHble UHHOPMAITMOHHO-TIOUCKOBBIE CUCTEMBI B 00JaCTH pa3pabOTKU Hay4yHO-
CIIPAaBOYHOIO arapara JOKyMEHTUPOBAHHBIX c(ep NeITeIbHOCTH OpraHUu3alliY;

CPOKHM BBITIOJTHEHUS pa0dOT MO OpraHU3alMu UCIOIb30BAHMS APXUBHBIX JIe1 (JOKYMEHTOB);
OPraHU3alMOHHBIE TPUHLUIIBI KCIIOJIB30BAHUS JOKYMEHTOB OTPAHUYECHHOTO JOCTYIIA;
TpeOOBaHUS K MOJATOTOBKE APXUBHBIX CIIPABOK U BBIMHCOK U3 apPXUBHBIX TOKYMEHTOB;
TpeOOBaHMs OXpaHbl TPY/IA.

Boimonnenue paboT 10
OJHON WJIM HECKOJIBKHM
npodeccusMm  pabouux,
JOJKHOCTSIM CITY KaIIuX

[1K 3.1 OcyiiecTBasATh
paboTy 1o opraHu3anuu
JIOKyMEHTO00O0poTa
OpraHu3aIu

HaBbiku
OcymiectBiieHus: pabOTHI 110 OPraHU3AIMH TIOKYMEHTO000pOoTa

YMeHusi: IpUHUMATh, PETUCTPUPOBATH, YUUTHIBATH MOCTYIAOLIUE JOKYMEHTHI,
POBEPSATH MPABMIBHOCTH 0()OPMIICHHUS JOKYMEHTOB;

3Hanun:

OCHOBHBI€ ITOJIOKEHUsI ENMHOM rOCy1apCTBEHHOW CUCTEMBI JI€I0 IIPOU3BO/ICTBA;
BUIbI, QYHKIIMM JOKYMEHTOB, ITpaBUJIa UX COCTABJICHUS U 0()OPMIICHUS;
MOPSAJOK TOKYMEHTHUPOBAHUS HHPOPMAIIMOHHO-CIIPAaBOYHBIX MaTepHasoB;
IpaBUJjIa JeJI0OBOT0 3TUKETA U JEJIOBOTO OOLICHHUS

[1K 3.2 OcymiecTBasiTh
paboTy mo cucTeMaTH3aluu U
XPaHEHUIO JOKyMEHTOB

HaBbiku
OcymecTBieHust paboOThI IO CUCTEMATH3AIMU M XPAHEHUIO TOKYMEHTOB

Ymenus:

BECTH KapTOTEKY y4yeTa IIPOXOXKIACHUS JOKYMEHTAIBHBIX MaTepHUajOB;

CHUCTEeMATU3UPOBATh U XPAHUTH JOKYMEHTHI KaHIIETSPUH (TEKYILEro apXuBa);

(dbopMUPOBATH CIIPABOYHBIN anmapar, 00eCIeUnBAOIINUNA OBICTPHIN MOUCK TOKYMEHTOB;
OCYHIGCTBJ'ISITI) 3KCHepTI/I3y )IOKyMCHTOB, TOTOBUTh H nepenaBaTL }IOKYMGHTaJ'II)HBIe
MaTepuasibl HA XpaHEHHE B ApXUB;

3HaHus:
HpaBI/IJ'Ia CUCTeMaTu3alinun JIOKYMCHTOB
MpaBUJjIa XpaHEHHUsI IOKYMEHTOB

[1K 3.3 ObecrieunBarh

HaBbiku
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COXPAHHOCTh APXUBHBIX
(b oHIOB.

o0ecrieyeHns COXPaHHOCTH apXMUBHBIX (OHIIOB

YMenusn

COCTaBJISITh aKThI JJIA [epeaauu JIej Ha XpaHEHHUE;
COCTABJIATH aKThI HA CIIMCAHUE U YHUUYTOXKCHHUE JIOKYMEHTOB;
pa3pabaThiBaTh HOMEHKJIATYPY €T

3Hanus

HOPMAaTUBHBIC MPaBOBBIC aKThl Poccwiickoit denepanuu B cdepe ICIONPOU3BOACTBA H
apXMBHOTO JIEJIa;

paBmiIa paboThl TOCYJaPCTBEHHBIX U BEJJOMCTBEHHBIX apXHUBOB;

Kiaccudukanuo 1okyMeHToB ApxuBHoro gonga Poccuiickoit denepanuu

[1K 3.4 OcyiiecTBasTh
JIOKYMEHTUPOBAaHUE U
OpraHU3aIOHHYIO
00paboTKy TOKYMEHTOB
KaHIeJIsIpun (apXuBa)

HaBbiku
JIoKyMEHTHPOBaHMS U OPraHU3aIIMOHHON 00pabOTKKM JIOKYMEHTOB KaHIIEIIPUH (apX1Ba).

YMmenus

MIPOBEPSITH MPABMIBHOCTH (hopMUpOBaHUS U OPOPMIICHUS AL ITPU IPUEME HX B apXUB;
MPUHUMATh, PETUCTPUPOBATH, YUUTHIBATH MOCTYIAIOIINE TOKYMEHTHI,

MPOBEPATH MPABUIBLHOCTH O(POPMIICHUS TOKYMEHTOB;

BECTU KapTOTEKY yueTa MPOXOKJACHHS TOKYMEHTAJIbHBIX MaTEpPHAJIOB;

dbopMUpOBaTh CIIPABOYHBIN anmapar, 00ecneunBalOIIni OBICTPHII MOUCK JOKYMEHTOB;

3Hanug
MIPUHIIAITE CHCTEMATH3aIH JIe] apXUBHOTO (DOoHA;
PEKHUM U CPOKU XpaHEHUS] apXUBHBIX JIOKYMEHTOB.
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5. JOKYMEHTSBI, OIIPEAEJIAIOIIUE COAEPKAHUE U OPITAHU3ALIUIO
OBPA3OBATEJIBHOTI'O ITPOLHECCA

5.1 YueOunblit m1an

VY4eOHblii mMmaH omnpenenseT KayeCTBEHHbIE U KOJIMYECTBEHHBIE XapaKTePUCTUKU
00pa30BaTeIbHOIN NPOrpamMMBl:

- 00beMHBIE MapaMeTpbl yueOHOM Harpy3KH B LI€JIOM, IO CEMECTPAM;

- TepeveHb TUCHMIUIMH, NMPO(ECCHOHAIBHBIX MOIYJeH M UX COCTaBHBIX 3JIEMEHTOB
(MEXIUCIMIUIMHAPHBIX KYPCOB), YI4€OHON U MTPOU3BOACTBEHHOM MPAKTHUK);

- IIOCTIEIOBATEIBHOCTD N3YUEHUS TUCIHUILINH, TPO(PECCHOHATBHBIX MOTYIICH;

- BUJIbI YU€OHBIX 3aHATHUH;

- pacripeiesieHue pa3InyHbIX (POpM IPOMEKYTOUHON aTTECTAIIMU TI0 CEMECTpPaM;

- pacmpeleieHue Mo ceMecTpaM M OOBbEeMHBIE MOKa3aTeld MOJArOTOBKU W IMPOBEICHUS
UTOTOBOM aTTECTALUU.

PaGounii yueOHbII M1aH npuaraeTcs.

5.2 KanenpapHusblil yueOHbIM rpadux

B kanenmapHom yueOHOM rpaduke yKa3bIBae€TCs IOCIEIOBATEIBHOCTh peaTn3aliu
0o0pa30BaTeNbHON MporpaMMbl IO CEMECTpaM, BKJIIOYas TEOPETUUYECKOE O0ydeHME, MPaKTHKH,
MIPOMEKYTOUHBIE U UTOTOBYIO aTTECTAIMH, KAHUKYJIBL.

Kanennapusiii yueOHBIN Tpad K mpuiaraercs.

5.3. PaGouas mporpamma BOCITUTaHUS

5.3.1. llenu u 3ajaun BocUTaHUS OOy4arOIIMXCsA P OCBOEHUHM UMHU 00pa30BaTeIbHON
POTPaMMBI:

Lens paboueli mporpaMmbl BOCIIUTaAHUSI — Pa3BUTHE JIMYHOCTH, CO3JAHUE YCIOBHM IS
CaMOOMPEEICHUST U COIUAIM3AIMA Ha OCHOBE COLIMOKYIBTYPHBIX, JTYXOBHO-HPaBCTBEHHBIX
LEHHOCTEH M HPHUHSTHIX B POCCUMCKOM OOIIECTBE IMpaBWJI U HOPM IOBEIEHHUS B HMHTEpECax
4eJoBEeKa, CEeMbH, OOILIecTBa M TrocylnapcTBa, (opMupoBaHue y oOOy4yaromMXcs 4YyBCTBA
NaTpPUOTH3MA, T'PaXJTaHCTBEHHOCTH, YBaXEHHS K MaMATH 3alUTHUKOB OTedecTBa M MOJBUraM
I'epoeB OteuecTBa, 3aKOHY W IPaBONOPSAKY, YEJNOBEKY Tpyla M CTaplIeMy IOKOJIEHUIO,
B3aMMHOTO YB&)KE€HHUS, OEpPEKHOr0 OTHOUIEHHS K KYyJbTYpPHOMY HACIEIUI0 U TPaIUuLUsAM
MHOTOHAallMOHAJIBHOTO Hapoaa Pocculickoit @enepanuu, Mpupoae U OKPYKAOLIEH Cpele.

3anaumn:

yCcBOEHHME OOy4arolMMHUCS 3HAaHUH O HOPMAax, JyXOBHO-HPABCTBEHHBIX IIEHHOCTSX,
KOTOPBI€ BEIPAOOTAIO POCCUIICKOE OOIIECTBO (COIMATBFHO 3HAYUMBIX 3HAHUH);

¢dopMHUpOBaHHE M PA3BUTHE OCO3HAHHOTO IIO3UTHUBHOTO OTHOLICHHMS K IIEHHOCTSIM,
HOpMaM U NpaBUjIaM MOBEJEHUS, IPUHATHIM B POCCUICKOM OOIIECTBE (MX OCBOCHUE, IPUHSTHE),
COBPEMEHHOI'0 HayYHOI'0 MMPOBO33PEHUS, MOTUBALUU K TPYNy, HEIPEPHIBHOMY JIUYHOCTHOMY U
npodeccuoHaIbHOMY POCTY;

NpUOOpPETEeHNE COLMOKYIBTYPHOTO OIbITAa IOBEAEHUS, OOIIEHUS, MEXKIMYHOCTHBIX M
COLIMAJIbHBIX OTHOILIEHUH, B TOM YHMCIIE B IPO(ECCHOHAIBHO OPUEHTUPOBAHHOM JEATEIbHOCTH;

MOJrOTOBKA K CaMOCTOSITENbHOH MpPO(MECCHOHATBbHON — JESITETBHOCTH C  y4eTOM
nojiyyaeMoi KBanu@UKauu (COIMabHO-3HAYUMBII OMBIT) BO Ojaro cBoed ceMbH, Hapoja,
Ponunsl u rocynapcrsa;

MOJATOTOBKA K CO3JITaHUIO CEMbH U POXKIACHUIO JI€TEH.

Pabouas nmporpamMMa BOCIIUTaHUS MTPUIIAraeTCs.

5.4. KanenaapHslii 11aH BOCIUTATENIbHOM pabOTHI

KanennapHelii 1u1aH BOCOUTATENbHOM pabOThI pHIaraeTcs.

5.5. Paboumne mnporpaMmbl y4eOHBIX AUCHMIUIMH W TNPOPECCHOHANbHBIX MOMAYINEH,
POTrpaMMBbl MPAKTHK (IIPUITIATatOTCs).



6. YCJOBUSI PEAJIN3AIIAN OBPA3OBATEJIBHOM JESATEJbHOCTH

6.1. Tpe6oBaHus K MaTepHAJIbLHO-TeXHHMYECKOMY oOecneyeHHIO 00pa30BaTeIbHOI
NPOrpaMmblI

6.1.1. CienuanbHble TOMEIIEHUS TOJKHBI MPEICTABIATE COO0N ydeOHbIC ayAUTOPUH TS
MPOBEJICHUS 3aHATUN BCEX BHJIOB, IPETyCMOTPEHHBIX 00pa3oBaTENIbHOM MPOrpaMMOii, B TOM
YHCIIe TPYMIIOBBIX U MHAMBUAYAIBHBIX KOHCYJIBTALMNA, TEKYIIEr0 KOHTPOJIS U MPOMEXYTOUHOU
aTTecTallid, a TaKXe I[IOMEIEeHUsl s CaMOCTOATEIbHOW U BOCHUTATENBHOM paboTHl,
MacTepckue u JabopaTopuM, OCHAIIEHHBIE OOOPYJAOBAaHUEM, TEXHUYECKUMHU CpPEIACTBAMHU
0o0ydeHHUs U MaTepualaMy, yYUTHIBAIOIUMU TPeOOBaHUS MEKIYHAPOIHBIX CTAaHIaPTOB.

Ilepeyens cnenHaJbHbIX OMeLIEHHIT

KaOunersr:

COIMAJIEHO-9KOHOMHYECKUX U YIPABICHYECKUX AUCIUILINH;

HMHOCTPAHHOTO s3bIKa B MPO(eCcCHOHAIBHON 1eATeNbHOCTH;

PYCCKOTO s3bIKa B MPO(ECCHOHATBHO e TETbHOCTH;

paBoBOro obecrevueHus npodeccuoHalbHOMN 1eATeNbHOCTH;

JOKYMEHTAI[MOHHOTO 00ECTICYCHUSI YIIPABIICHHS,

apXUBOBE/ICHNUS;

podecCHOHATLHOM STUKU U OCHOB JICTIOBOTO OOIICHHS;

OpraHH3allK CEKPETapCKOro 00CTyKUBAHUS;

0€30MaCHOCTH KHU3HECATEILHOCTH;

METOIUYECKHUI.

JlabopaTopuu:

KOMITBIOTEPHOU 00pabOTKU JOKYMEHTOB;

MH(POPMAIIMOHHBIX 1 KOMMYHUKAIIMOHHBIX TEXHOJIOTHH;

apXUBHOTO JIeN1a;

opraHu3anyy paboThl ¢ JOKYMEHTaMH;

CHCTEM 3JIEKTPOHHOTO JOKYMEHTOO00POTa;

yueOHasi KaHUESIpusl.

CnopTHBHBIH KOMILJIEKC.

3anbr:

O6uOIMOTEKa, YNTAIBHBIN 3a]1 C BBIXOJIOM B MHTEPHET;

AKTOBBIN 3IL.

6.1.2. MaTepuaibHO-TEXHUYECKOE OCHAIlleHHE KaOMHETOB, 1aOOpaTOpHil, MaCTEPCKUX U
6a3 npaktuku no crenuanbHocTH 46.02.01 JlokyMeHTallMOHHOE o0OecreueHue yrnpaBieHUs U
apXUBOBEJICHHUE.

OO6pazoBaTenbpHasi OpraHU3alMs, peaTn3yoIlas NMporpaMmy o crneruaibHoct 46.02.01
JlokyMeHTalMoHHOe oOecreueHre YIpaBlIeHUs M apXHBOBEJCHME, JOJDKHA pacrojaraTh
MaTepualbHO-TEXHUYECKOM  0a3oi,  oOecreunBaroniel  NpoBeAEHME  BCEX  BHUJIOB
JUCLHUTUTMHAPHON M MEXIUCIMIUIMHAPHON MMOATOTOBKH, Ja0OpAaTOPHOM, MPaKTUYECKONW pabOThI
00y4aromuxcsi, MPETYCMOTPEHHBIX YJYeOHBIM IIJITAHOM W COOTBETCTBYIOMICH JEHCTBYIOUIMM
CaHUTApHBIM U MPOTHUBOMOXAPHBIM MpPaBUJIaM M HOpPMaM B pa3pe3e BBIOPAHHBIX TPACKTOPHIA.
MunumaneHo HeoOxoaumbld st peanusanuu OOIl mepedeHs MaTepHATBHO-TEXHUYECKOTO
obecreyennsi, BKIIOYAET B ceO:

6.1.2.1. OcHaienne KaOMHETOB

Kaouner «CoumnajibHO-3KOHOMHYECKUX U YIIPABJEHYECKUX JUCIUTIIIHH.

OcHamienue: pabodywe CTOM W CTYJ IO KOJHMYECTBY OOYYArOIIMXCs, pabodee MecTo
IpernoJiaBaTessi; MepCOHAIBHBIA KOMIBIOTEP C JMIIEH3UOHHBIM MPOrpaMMHBIM OOecreueHHeM,
NPUHTED, POEKTOP, HHTEPAKTUBHAS MPUCTABKA K JOCKE MJIM HHTEPAKTUBHAS JTOCKA.

Ka0uner «AlHOCTPpaHHOTO sI3bIKa B MPO(eCCHOHAIBLHOM e TeJIbHOCTI

OcHamenue: pabodyue CTOM W CTYJ IO KOJMYECTBY OOydYarOIIMXCs, pabodee MecTo
IpernoJiaBaTessi; MepCOHAIBHBIA KOMIBIOTED C JMIEH3UOHHBIM MPOrPaMMHBIM OOecreueHHeM,
NPUHTED, MPOEKTOP, HHTEPAKTUBHAS MPUCTABKA K JOCKE WJIM MHTEPAKTHBHAS JIOCKA.
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Kaouner «Pycckoro si3bika B po¢)eCcCHOHAIbHOI eI TeJIbHOCTH

OcHaienue: paboyue CTOJ M CTYN 1O KOJMYECTBY oOydarommuxcs, pabodee MecTo
IpenoaaBaTess; MepCOHANbHBIA KOMIBIOTEP C JHUIEH3UOHHBIM MPOTPaMMHBIM 00eCIeUeHUEM,
IPUHTEP, IPOEKTOP, UHTEPAKTUBHAS MPUCTABKA K JOCKE MJIM UHTEPAKTUBHAs JOCKA.

Kaouner «IIpaBoBoro odecnevyenusi npogecCHOHAIbHOM 1eATEILHOCTI)

OcHaienue: pabouyue CTOJ M CTYNI 1O KOJHMYECTBY oOydarommuxcs, pabodee MecTo
IpenoaaBaTess; MNepCOHANbHBIA KOMIIBIOTEP C JHUIEH3UOHHBIM MPOTPaAaMMHBIM 00ECIIEYCHHEM,
IPUHTEP, IPOEKTOpP, MHTEPAKTHBHAs IpPHUCTaBKa K JIOCKE WM MHTepakTuBHas aocka; UIIC
Koncynperant, ['apanr.

Kabuner «JlokyMeHTaIMOHHOTO 00ECTICYeHHS YIIPABIICHUS»

OcHaienue: pabouyue CTOJ M CTYNI MO KOJMYECTBY oOyuaromuxcs, pabodee MecTo
IpenoaaBaresis; CUCTEMbl XpaHEHUs €)1 B y4eOHOHN KaHILEIsIpUH; EPCOHAIbHBI KOMIBIOTED C
JUIIEH3UOHHBIM ITPOTPaMMHBIM obecrieueHueM, npuHTep/MDY, ckanep/ MDY, konmupoBaIbHBII
anmapat/M®V, npoekTop, HHTEPaKTUBHAs MPUCTaBKa K JOCKE WM UHTEPAKTHBHAS JIOCKA.

Kaduner «ApxuBoOBeIeHUD»

OcHamienue: pabodne CTON M CTYN MO KOJIMYECTBY OOydarommxcsi, pabouee MecTo
npenojaBatens;  apXuBHble IKadbl, OGUCHBIE CTEIAXH; MEPCOHANBHBIM KOMIBIOTEP C
JIMIIEH3UOHHBIM MTPOrPaMMHBIM obecnieuenueM, npuntep/MOY, ckanep/MADY, KkonupoBaibHbIH
anmapat/M®V, npoekTop, MHTEPaKTUBHAS MPHUCTaBKa K JOCKE WJIM HHTEPAKTHBHAS TOCKA.

Kaouner «IIpodeccnonaibHOl ITUKH M OCHOB /1€JI0BOT0 00IIIEHH1»

OcHaiienue: pabouyue CTOJ M CTYN MO KOJMYECTBY oOyuaromuxcs, pabodee MecTo
IpenojaBaressl; MNepCOHANbHBIA KOMIBIOTEP C JUIEH3MOHHBIM MPOTPaMMHBIM 00€CIIEUEHUEM,
MIPUHTED, IPOEKTOP, MHTEPAKTUBHAS IIPUCTABKA K JIOCKE UJIM UHTEPAKTUBHAS JIOCKA.

Ka0uner «Oprannzanmnu ceKpeTapckoro 00c/ay:KuBaHUsD).

OcHaienue: pabouyue CTOJ M CTYN MO KOJMYECTBY oOyuaromuxcs, pabodee MecTo
IPEenoJIaBaTess; CUCTEMbI XPaHEHUS el B YIeOHOH KaHUENSIPHH; TIePCOHAIBHBIA KOMITBIOTED C
JIMIIEH3UOHHBIM ITPOrpaMMHBIM obecnieueHueM, npuHtep/MOY, ckanep/M®PY, konupoBaibHbIHf
anmapat/M®V, mpoekTop, HHTEpaKTUBHAs MPUCTaBKa K JOCKE WIIM UHTEPAKTHBHAS T0CKA.

KaoOuner «be3onacHOCTH JKM3HEACATEIbHOCTID).

OcHamienue: paboune CTOM M CTYJd 10 KOJMYECTBY OOydYaromuxcs, pabouee MecTo
npenojasarens; npotusoras ['TI-7; pecnupatop P-2; 3ammurHblii kocTiom JI-1; obmeBoiickoBoi
3alllUTHBIA KOCTIOM; OOIIEBOMCKOBOW NpUOOp XUMHYECKOM pa3BEIKH; KOMIIAc-a3uMYT;
WHAWKATOP PaJMOAKTUBHOCTH; WHIUBUAYANbHBIA TmiepeBs3ounbii maker MWIIII-1; xryr
KPOBOOCTaHABIMBAIOIINN; anTeyka HHAUBUAyalmbHas AM-2; KOMIUIEKT MPOTHBOOMKOTOBBIN;
WHAUBUAYaANbHBIN mpoTuBoxumuuecknii maker WIIII-11; cymka caHuTapHas nOns OKa3zaHUs
nepBoi MOMOIIHU nojapazaeneHusM cuil ['O; HOCHIIKY TUTalleBble; TpeHaXEP-MaHEKEH B3pPOCIOro
noctpajaaBiiero «Anekcanap-2-0.1» (romosa, Topc) (WU ero aHauor) ajs oTpaboTKU MPHEMOB
CEpJCYHO-JIETOYHOW peaHuManuu (CO CBETO3BYKOBBIM HMHJIUKATOPOM); CTEH/-YTI'OJIOK
mapkepHblll «TexHuka Oe3zomacHocTH. YcTpoiicTBO, cOopka M pa3bopka aBTromata AK-74.
Hopwmatusel»; crenn «[Ipubopbl panvallioOHHOW M XHMHUYECKOM pa3BEIKW», MaKeT aBTOMAara
KanamnukoBa (cO0pHO-pa300pHbIi); y4eOHO-TPEHUPOBOYHBIN KOMIUIEKC OIHEBOM MOJATOTOBKU
Crpenen-1/AK (maccorabaputneiii maker AK) wimm ero ananor; creHn «OpraHu3aliioHHas
cTpykrypa Boopyxkéunbix cun Poccuiickoit @enepanuny; crensn «Cpeactsa MHANBUAYATbHON U
TPYNIOBOM 3aIUThD»; cTeH «CpencTBa 3aluThl OPraHoB AbIXaHUs! (MHIUBUAYaIbHbBIE CPEICTBA
3aIUTHI)»; CTEH]T «Y CTaBbl. 3aKOH BOCHHOM CllykObl. BoeHHas mpucsira»; MarHuTHO-MapKepHas
nocka «MakeTbl yOeXHIll M MPOCTEHIINX YKPBITHID» ¢ KOMIIEKTOM (GOSN W TeMaTHYECKHX
MarHuTOB, TEPCOHATBHBIA KOMIBIOTED C JIMIEH3UMOHHBIM MPOTPAMMHBIM OOECIIEUCHUEM,
MPUHTEP, IPOESKTOP, UHTEPAKTUBHAS MPUCTABKA K JOCKE MJIM MHTEPAKTHUBHAs JOCKA.

Kaouner «Metoguueckuin»

OcHamenue: pabodyue CTOM W CTYJ IO KOJMYECTBY OOydaromuxcsi, pabodee MecTo
MpernoaaBaTens; MePCOHANBHBIA KOMIBIOTEP C JHUIICH3UOHHBIM MPOTPaAMMHBIM 00eCrieYeHHUEM,
MPUHTEP, IPOESKTOP, UHTEPAKTUBHAS MPUCTABKA K JOCKE MJIM MHTEPAKTHUBHAs JOCKA.
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6.1.2.2. OcHalenme TIOMEIIICHHUH, 3a71eICTBOBAHHBIX npu OpraHu3aIu
CaMOCTOSITENIbHOW U BOCIIUTATEIBHOM pabOoTHI.

Kabuner «bubnuoreka, ynTanbHbIN 321 ¢ BBIXOJAOM B HUHTEPHET»

Ocnamenue: pabouee MecTo OMOTMOTEKAps, CTEIAXH OMOTUOTEYHBIC NI XPaHCHUS,
CTeJJIaXKU OMOMMOTEYHbIE JAEMOHCTPALMOHHBIE, paOOYHe CTOJIbI U CTYJbs U1 00ydaroluxcs;
NepCOHANBHBIN KOMITbIOTEp (pabouyee MecTo OMOIMOTEKAps); MEePCOHATBHBIE KOMITBIOTEPHI IS
obyuarontuxcs; npuHTep/MDY; ckanep/MO®VY; xonupoBabHbIM anmapar/M®V; mnpoektop;
UHTEpPAKTHBHASA MPHUCTaBKa K JOCKE WIM HMHTEPAaKTUBHAS JOCKA; JOCTYN K JIEKTPOHHBIM
OMOIMOTEYHBIM CUCTEMAM

6.1.2.3. OcHamenue J1aboparopuii

JlaGoparopusi «kKomnboTepHoil 00padOTKH T0KYMEHTOB»

OcHamenue: pabouyue CTOJ M CTYN 1O KOJHMYECTBY oOydarommuxcs, pabodee MecTo
npenoaaBaTe’s, MapKepHas JIOCKa; TEepPCOHAJbHBIM KOMIBIOTEp C JIMLEH3HMOHHBIM
nporpaMMHBIM oOecrieueHreM: npuHTep/MOY, ckanep/M®VY, konupoBaibHbIi annapat/MOV,
MPOEKTOp, MHTEPAKTUBHAs MPHUCTaBKa K JOCKE WJIM WHTEPAaKTHBHAs JIOCKA, YHUYTOXHUTEIb
Oymaru.

JlabopaTopus «MHPOPMANMOHHBIX H KOMMYHHKAIMOHHBIX TEXHOJIOTHID)

OcHamienue: pabo4yWe CTON W CTyd IO KOJUYECTBY OOYYArOIIUXCs, OCHAIICHHBIC
KOMIIBIOTEPHBIMU ~ CTOJIAMH M MOABEMHO-TIOBOPOTHBIMH  KpeclamH, paboyee MecTo
Iperno/IaBaTeds; MapKepHas JI0OCKa; TEPCOHAIBHBIA KOMIBIOTEP C JIMIEH3UOHHBIM
MPOrpaMMHBIM OOECIIEUeHHEM: OlepallMOHHas CUCTeMa, aHTUBHPYCHAs MporpamMma, TeKCTOBBIH,
tabnumunbld  pepaktop, CYBJl, mporpamma st co3gaHusi mnpeseHtanuit, [lepcoHanbHBIM
nH(OPMALIMOHHBIA MEHeKep ¢ (QYHKUUAMU MOYTOBOro kiveHta u (Groupware, apXuBaToOpBbl,
IpOTpaMMbl CKaHUPOBAHHS, KOHBEPTUPOBaHUS (HailIoB, C JOCTYIIOM B TJO0ATbHYIO CETh
UHTEPHET, B JIOKAJIbHYIO CEThb Y4eOHOrO 3aBElIeHHUs, B CIPABOYHO-NPABOBYIO CHCTEMY U
AIIEKTPOHHO-OMOIIMOTEYHYIO CHCTEMY;, npuntep/ MOV, ckanep/MO®Y, konupoBaIbHBIN
anmapat/M®V, mpoeKkTop, WHTEPaKTHBHAs TMPUCTABKA K JOCKE WJIM MHTEPAKTHBHAS OCKA,
YHUUTOXKUTENb Oymaru.

JlabopaTopusi KAPXHBHOIO JeJIa»

Ocnamienue: paboduwie CTON U CTYJ MO KOJHMYECTBY OOYYarOIIMXCs, pabouee MECTO
mpenoaaBaTens, apXuBHbIE IMKa(dbl, OPHUCHBIE CTEIIaXXKHU, MapKepHas T0CKa, YHUYTOXKHUTEIb
JOKYMEHTOB  (WIpeaep), HWHCTPYMEHTHl M  MaTepuanbl Uil TMPOUIMBKH  JIOKyMEHTOB
(MexaHWYecKHe M PYYHbIe): MPOLIMBHOE YCTPOMCTBO, JBIPOKOJBI Ha JIBA M YEThIpE MPOKOJIA,
HIAJIO IO KOJMYECTBY OOYUAIOMIMXCS, WIJIA IO KOJUYECTBY OOYJaOUINXCs, KapTOH «apXUBHBIN
ctaaapTt» 230x320 MM ¢ OGUroBKO#l (MO TMHUK CTU0A) MO KOTUYECTBY O0YUYaIOLIUXCSI, HUTh JIJIS
MO/IIIMBKH TOKyMEHTOB JlaBcaHo-mTanenbabie JIII-210 mo konndecTBy 00yJaromuxcs; medyarhb
U [ITaMIIbI JIJIsl 3aBEPEHUs] apXUBHBIX CIPABOK, KOMUN U BBIMUCOK (OTMETKA O 3aBEPEHUH KOMUU
JTOKyMeHTOB, wmTtamn «Komusy»); nmepcoHanbHBI KOMIBIOTED Ha Kaxaoe padboyee MeECTo ¢
YCTQHOBJICHHBIM TMPOTrpaMMHBIM 00€CHeueHHeM: OIEepalMOHHas CHCTeMa, AHTUBUPYCHas
nporpaMMa, TEKCTOBBIH, CHCTeMa AJIEKTPOHHOTO JOKYMEHTO000pOTa, MPOTrpaMMHBIN MPOIYKT,
peanu3yonmii GyHKIIUN apXyuBa OpraHu3alluy; - ¢ JOCTYIOM B INIOOANIbHYIO CETh MHTEPHET, B
JOKaJbHYIO CETh YYeOHOTO 3aBEJCHHUS, B CIPABOYHO-TIPABOBYIO CHUCTEMY W DIEKTPOHHO-
6ubnuoreunyto cucremy, npuHTep/M®PVY; ckanep/MO®Y; xonupoBaibHbli anmapar/MOVY;
MIPOEKTOP; MHTEPAKTUBHAS IIPHCTABKa K JOCKE WJIM HHTEPAKTUBHAS JIOCKA.

JlabopaTopus «Opranuzanuu padoTsl ¢ JOKYMEHTAMM»

OcHarmienue: pabourie Mecta OOyJaroIuxcsi, paboyee MeCTO MperoaBarens; opuCHbBIE
CTEJUIAXH; MOTbEMHO-TTOBOPOTHOE Kpeciio o KOJINYECTBY o0yyaromuxcs,
OyMaroyHMYTOXHUTENb,  OyMarope3aTeJbHOE€  YCTPOWCTBO;  JIaMHHATOp,  OpoIIOpaTop;
KOHBEPTOBCKPBIBATEIb; KaHIESAPCKUE MedaTH (OTTUCK IMe4aTH) M IUTaMIbl A7 00paboTKu
JOKYMEHTOB (OTMETKa O TIOCTYIUICHWH, OTMETKa O KOHTpOJIE); Majas KaHUEISAPHs II0
KOJINYECTBY OOYYAIOIIUXCS B COOTBETCTBUU C HMH(MPACTPYKTYPHBIM JIMUCTOM; TMEPCOHAIBHBIN
KOMITHIOTEp Ha Ka)K0e padodyee MeCTO: ¢ JOCTYIOM K JIOKAIbHOW CETH y4eOHOTO 3aBEICHHS,
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100aNbHOM CeTH WHTEPHET, CIPaBOYHO-TIPABOBOM CHCTEME, AJIEKTPOHHBIM OHOIMOTEYHBIM
cUcTeMaM; TMpOrpaMMHOE OOECIeYeHHe: TEeKCTOBBIM, TaOMMYHBIA pEAaKkTop, MporpaMma
co3nanus mpesentanui, CYBJl, nepcoHanbHblii MHPOPMAIIMOHHBI MEHEKEp ¢ (YHKIHAMU
oYTOBOro KiaueHTta u (roupware, cUCTEMa 3JIEKTPOHHOI'O JIOKYMEHTOOOOpOTa, apXuBaTop,
pPOrpaMMbl CKaHUPOBAaHUS M KOHBEPTUPOBAHUSA JIOKYMEHTOB, MPOrPAMMBbI I MOATOTOBKHU
JOKYMEHTOB K Tepenaue B apxuB; npuHTep/MDY; ckanep/M®PY; KONMpOBaIbHBIN
anmapat/M®V; MmHOTOdYHKIIMOHATBHOE ycTpoiicTBO MDY (nmpuHTEp, CKaHep, KOMUp, CpeAcTBa
CBSI3M); IPOEKTOP; UHTEPAKTUBHAS IIPUCTABKA K JIOCKE WM HHTEPAKTUBHASI TOCKA.

JlaGoparopusi «CucreM 3JIeKTPOHHOT0 IOKYMEHT0000POTA»

OcHnaienue: pabodrie Mecta 00yJaronuxcs, pabodee MECTO MPENOoIaBaTeNs; MObEMHO-
MOBOPOTHOE KPECIIO MO KOJMYECTBY 00YHaIOIIUXCsl; OyMaroyHU4YTOXKHUTENb; OymMarope3areiabHoe
YCTPOMCTBO, JIaMUHATOP, OPOIIIOPATOpP, KOHBEPTOBCKPHIBATENb; KaHILIEIAPCKUE Ne4yaTh (OTTUCK
nevyatd) W ITammbl s oOpabOTKHM JOKYMEHTOB (OTMETKa O TMOCTYIUICHHH, OTMETKa O
KOHTpOJIC); Majas KaHLEISIpHUsS 1O KOJMYECTBY OOydYalolmMXcs B COOTBETCTBHH C
UH(OPACTPYKTYPHBIM JTUCTOM; TIEPCOHANBHBIM KOMIBIOTED Ha Kaxjaoe pabodee MecTo: ¢
JOCTYTIOM K JIOKQJIBHOW CETH Y4eOHOTO 3aBEICHHS, TNTOOAIbHOW CETH MHTEPHET, CIIPaBOYHO-
MPABOBOM CHUCTEME, SJIEKTPOHHBIM OHOJIMOTEYHBIM CHUCTEMaM; IpPOrpaMMHOE oOOecreueHue:
TEKCTOBBIN, TAOJIMYHBIA PelakTop, mporpamma cosnanus npeseHtarwii, CYB/l, nmepcoHanbHbIi
MH(OPMALIMOHHBI MEHeKep ¢ (YHKIUSAMU I[MOYTOBOrO KiaueHta u (Groupware, cucrema
AIIEKTPOHHOTO TOKYMEHTOO0OPOTa, apXUBATOP, MIPOTPAMMbI CKAHUPOBAHHUS M KOHBEPTHPOBAHUS
JIOKYMEHTOB, MPOTPaMMBbI Ui TIOJTOTOBKU JOKYMEHTOB K IMepeaaye B apxuB; npuHrep/MOY;
ckanep/M®Y; xomumpoBanbHbli ammapat/M®Y; MHOroQyHKIMOHANBHOE YCTpoiicTBO MDY
(mpuHTEp, CKaHEp, KOMHP, CPEJICTBA CBSI3M); MPOEKTOP; MHTEPAKTUBHAS MPUCTABKA K TOCKE WU
MHTEPAaKTUBHAsI OCKA.

JlabopaTopus «YueOHas KaHUEJIAPUT

Ocnamenue: paboune Mecta 00yJaromuxcs, padouee MECTO IPernoaBaTess; MoIbEMHO-
MOBOPOTHOE KPECJIO MO KOJIMYECTBY 00yUaroMUXCsl; OyMaroyHHUUTOXKHUTENb, OyMarope3aTesibHOe
YCTPOMCTBO, JIaMUHATOpP, OpOIIIOPAaTOp, KOHBEPTOBCKPHIBATENb; KaHIIEIAPCKUE NedaTu (OTTUCK
nevyaTtv) W ITammbl A o0paboTKHM JOKYMEHTOB (OTMETKa O TOCTYIUIEHHWH, OTMETKa O
KOHTpOJIE); Majasi KaHLEISIpUs 1O KOJMYECTBY OOy4yarouMxcs B COOTBETCTBHUHM C
UHPPACTPYKTYPHBIM JIMCTOM; MEPCOHAJIbHBIA KOMIBIOTEp Ha Kaxjaoe pabouee MecTo: ¢
JIOCTYTIOM K JIOKaJbHOW CETH y4yeOHOro 3aBelCHMs, IN100aTbHOM CEeTH MHTEpHET, CIpPAaBOYHO-
IPaBOBOM CHCTEME, DJIEKTPOHHBIM OHOJIMOTEYHBIM CHUCTEMaM; IPOrpaMMHOE oOecleyeHHe:
TEKCTOBBIN, TAOJUYHBIA peAaKkTop, mporpamMma co3ganus npezenranuii, CYBJl, nepcoHanbHbIi
WH(GOPMALIMOHHBI MEHeKep ¢ (YHKIUSMU TMOYTOBOTO KiaueHta u (Groupware, cucrema
AJIEKTPOHHOIO IOKYMEHTO000pOTa, apXUBaTOpP, MPOrpaMMbl CKAHUPOBAHMS U KOHBEPTUPOBAHUS
JIOKYMEHTOB, MPOTPaMMBbI Ui TIOJTOTOBKM JOKYMEHTOB K IMepeaadye B apxuB; mpuHtep/MOY;
ckanep/M®VY; xonupoBanbHblil annapar/M®VY; mHorodyHkuHOHaIBHOE ycTpoiicTBO MDY
(mpuHTEp, CKaHEp, KOMHP, CPEICTBA CBSI3M); MPOEKTOP; MHTEPAKTUBHAS MPUCTABKA K JIOCKE MU
MHTEPAaKTUBHAS JIOCKA.

6.1.2.4. OcHamenue 0a3 NPaKTUK

Peanuzamust 0Opa3oBaTeNbHOM MPOTpaMMBbl TMPEAIOJIaraeT 00s3aTeNbHYI0 YYeOHYI0 |
MPOU3BOJICTBEHHYIO TPAKTHUKY.

VYyeOHas MpakTHKa peaqu3yeTcsi B MAcTEPCKUX MPOoQecCHOHATBHOW 00pa3oBaTebHON
OpraHu3aly U TpedyeT Hamuuus oOOpYIOBaHUS, MHCTPYMEHTOB, PACXOJIHBIX MAaTEpPHAJIOB,
o0OecrieynBarOIUX BBIOJIHEHWE BCEX BUAOB PA0OT, ONpEAETCHHBIX COJIEpPKaHUEM MpPOTrpamMmm
npoeCCHOHATIBHBIX MOJYJeH, OTBEYAIOIIEro MOTPEOHOCTSIM OTpaciu UM TpeOOBaHUAM
paboToaaTenei.

[IpousBojcTBEHHAsT TpaKTUKa pealn3yeTcss B OpTraHU3alMsIX JO00ro mpoduis,
o0ecrieunBarOMUX  JEATENIBHOCTh  oOywaromuxcss B mpodeccuoHalbHOM  obmactu
aIMHUHHUCTPATHUBHO-YIPABICHUYECKON 1 O(DUCHOM IS TEIHHOCTH.
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O6opynoBaHue MpeANpUATHNR U TEXHOJOTMYECKOE OCHAIIeHHEe paboyux MecT
NPOM3BOJICTBEHHON TPAKTHUKH JOJDKHO COOTBETCTBOBATH COJCPKAHUIO MPO(HECCHOHATBLHON
NESTENIbHOCTH W J1aTh BO3MOXKHOCTH OOydarolieMmycsi OBJaaeTh NpodhecCHOHATbHBIMU
KOMIIETEHIIMSIMA 10 BCEM BHJAM JICATEIBHOCTH, TNPEAYCMOTPEHHBIMH IPOTPAMMOM, C
MCIIOJIb30BAaHUEM COBPEMEHHBIX TEXHOJIOTUMN, MATEPUAIOB U 000PYI0BaHHUSI.

6.1.3. Jomyckaercs 3aMeHa 000pY0BaHUS €r0 BUPTYaJbHBIMU aHAJIOTaMHU.

6.2. TpeéoBaHusi K Y4eOHO-MeTOAUYECKOMY OOecleYeHUI0 00pa3oBaTeIbHOM
NMPOrpaMmblI

6.2.1. buOmuoreunslii ¢GoHA  0Opa30BaTEILHONH  OpraHU3aIMu  JOJDKEH  OBIThH
YKOMIUIEKTOBAH IMEYAaTHBIMU H3JAHUSMHU M (MJIM) SJCKTPOHHBIMH H3JaHUSMH 10 KaKIOU
JTUCIUILIMHE (MOIYJI0) U3 pacueTa He MeHee 0,25 3K3eMIUIsIpa KaXKI0ro U3 U3AaHui, yKa3aHHBIX
B paboyuXx MporpamMmax JWCHUIUIAH (MOJYJIei) B KaueCTBE OCHOBHOW JIMTEPATyphl, HA OJHOTO
oOyJarolerocsi U3 4ucia Jikil, OJHOBPEMEHHO OCBAMBAIOIIMX COOTBETCTBYIOIIYIO TUCIUIUIUHY
(MOTyJIB).

B ciaywae Hanmuuusa ~ 3NEKTPOHHOM — MHQPOPMAIIMOHHO-O00PAa30BATEIBHOM  CpEellbl
JIOMTyCKAaeTCsl  3aMeHa  Ie4YaTHOro OuOimoreyHoro (GoHOAa  TPEAOCTABICHHEM  IpaBa
OJIHOBPEMEHHOTO JIOCTYIa HE MeHee 25 MPOLEHTOB o0ydaroumxcs K nudpoBoi (3MEKTPOHHOI)
oubnmoTeke.

OOyuvaromumMces 10JKeH OBbITh oOecrieueH AOCTYM (yAajaeHHBIA TOCTYM), B TOM YHUCIE B
cilydae MPUMEHEHHS SJICKTPOHHOTO O0yUYeHHS, TUCTAHIIMOHHBIX 00pa30BaTEeIbHBIX TEXHOJIOTHIA,
K COBpPEMEHHBIM MPOQPECCUOHANIBHBIM 0a3aM [aHHBIX W HMH()OPMAIMOHHBIM CIPABOYHBIM
CHCTEMaM, COCTaB KOTOPBIX OIpenesieTcss B pado4yux MporpaMMax TUCHHILIHH (MOIYJel) U
MOJIC)KUT OOHOBJICHUIO (TTPH HEOOXOIUMOCTH ).

OOpa3zoBaTenpHasi mporpaMMa JODKHa  00€CIeuMBaThCS — Y4EOHO-METOIUYECKOM
JOKyMEHTAIMel Mo BceM y4eOHbBIM NUCHHUIUIHHAM (MOIYJISIM).

6.2.2. OOyuarolyecs: MHBAJIUABI U JIMLA C OTPAHUYEHHBIMUA BO3MOKHOCTSMHU 3/10POBBS
JOJKHBI OBITh OOECTHeueHbl TMEYaTHBIMU M (WJIM) DIIEKTPOHHBIMU YYEOHBIMH W3AaHUSIMU,
a/IaTI TUPOBAHHBIMH TTPU HEOOXOIMMOCTH JUTSI OOYUEHHSI YKa3aHHBIX 00YUJaIOIIHXCSl.

6.2.3. IlepeueHb HEOOXOAMMOTO  KOMIUJIEKTa  JIMIIEH3MOHHOIO M  CBOOOAHO
pacmpocTpaHseMOoro MporpaMMHOTO 00ECIIEYEeHHsI, B TOM YHCJIe OTEUECTBEHHOTO TIPOU3BOJICTBA:
Moit O¢uc ObpazoBanue unu ero asanor; Moit Oduc. IlToura nnu ero ananor; Buneopenakrop
Movavi uiu ero ananor; ABBYY FineReader 14 Business i ero ananor; 1C:IIpeanpustue 8.;
Kondurypamnus «Jloxkymentoodopor I[TPOD» unu ero ananor; Effector saver wnmm ero ananor;
Microsoft Office Professional Plus 2013 nmu ero ananor; Microsoft Office Standard 2013 nmm
ero anainor; Windows 7 Professional, 8 Professional, 8.1, 8.1 Professional, 10 Pro wmu ero
anasor; Kaspersky Endpoint Security ms Ousneca Pacimpennsiii uiam ero ananor; 20C COJ]
Jeno uimu ero ananor; CIIC Koncynsrant Inroc unu ee anaor.

6.3. TpeGoBaHusl K NPAKTHYECKOI MOAT0TOBKE 00y4aI0IMXCH

6.3.1. IlpakTuyeckass MOArOTOBKA MPU peaTu3aly 00pa30BaTENbHBIX MPOrpaMM
cpeaHero MpoQecCHOHATBHOTO 00pa30BaHUsl HAaNpaBJeHa HAa COBEPIICHCTBOBAHHWE MOIEIH
NPaKTUKO-OPUEHTHUPOBAHHOTO OOYYEHHUs, yCHJIEHHE poiu paboTojmarenedl MpH MOATOTOBKE
CIIEIUAJIMCTOB CPEIHETO 3BEHA IMyTEM pPACIIUPEHUS KOMITOHEHTOB (4YacTei) oOpa3oBaTeIbHBIX
nporpaMM, MpeayCMaTpPUBAIOIIMX MOJICIMPOBAHUE YCIOBHUM, HEMOCPEICTBEHHO CBS3aHHBIX C
Oynymiei mpodecCuoHaIbHOM JESITEIBHOCTRIO, a TaKKe 00ECIeUeHUsT YCIOBHM JIJIsl TTOTYISHUS
00y4JarIMMHUCS TPAKTUUYECKUX HABHIKOB M KOMIIETEHIIUH, COOTBETCTBYIOIIUX TPEeOOBAHMSIM,
MpeIbABIIEMBbIM Pa0OTOAATENAMHU K KBAIM(DUKAIMSIM CIIEHUATNCTOB, padOYuX.

6.3.2. OOpasoBarenbHas OPTraHU3AIMS CAMOCTOSTEIHHO TMPOCKTHPYET peaTu3aIiio
00pa3oBaTeNbHONW MPOTpaMMBI M €€ OTACIBHBIX YacTell (IUCIHMILIMHBI, MEXIUCIUILTHHAPHBIC
KypChl, Tpo(heCCUOHATTEHBIE MOYIH, IPAKTHKA U JPYTHe KOMIIOHEHTHI) B (JOpME MPAKTHIECKON
noarotoBku ¢ yueroM tpedoanuit ®I'OC CIIO u cneuuduky noayyaeMon CenuaibHOCTH.

6.3.3. O6pazoBaresnbHas AATEIbHOCTD B (hOpME NMPAKTHYECKONU MOATOTOBKU:
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peayin3yeTcsl IpU MPOBEIECHUU MPAKTUYECKUX U JAaOOPATOPHBIX 3aHSATHM, BHIIOJTHEHUU
KYpPCOBOT'O IIPOEKTUPOBAHUS, BCEX BHJIOB ITPAKTUKH U MHBIX BUIOB YUEOHOW ACATEIBHOCTH;

pea1ycMaTpuBaeT JIEMOHCTPALINIO MPAKTHYECKUX HaBBIKOB, BBITIOJIHEHHE,
MOJICIIMPOBAaHNE OOYYAIOUIMMHCS ONPEACICHHBIX BUAOB PAa0dOT Ui PEUICHUS MPAKTHYECKUX
3aJa4, CBSI3aHHBIX ¢ OyAylIei mpodecCHOHaIbHON IeATENbHOCTIO B YCIOBUAX, TPUOIMKEHHBIX
K peaJbHBIM ITPOU3BOICTBEHHBIM;

MOXKET BKJIIOYaThb B ceOsl OTHEIbHBbIC JIEKIIMU, CEMUHAphl, MacTep-KiIacChl, KOTOpHIE
npeaycMaTpuBaOT mepeaady oOydarommmces y4deOHoi uH(OpManuu, HEOOXOIUMON i
MOCNEAYIOIIET0  BBIMOJHEHUS  paboT, CBA3aHHBIX C Oyaymed  npodeccuoHanbHON
JeSITeTbHOCTBIO.

6.3.4. O6pazoBarenbHas JACSITSIBHOCTD B (hOPME IMPAKTUUSCKOMN MOATOTOBKUA MOXKET OBITH
OpraHu3oBaHa Ha JIIOOOM Kypce OOydeHUs, OXBaTblBas AMCUUIUIMHBI, MPO(pECCHOHATBHBIC
MOJIyJIM, BCE€ BHJbl MPAKTUKHU, HPEIyCMOTPEHHbIE YYEOHBIM IUIAHOM O00pa3oBaTEIbHON
POTPaMMBI.

6.3.5. [IpakTuyeckas MOArOTOBKA OPTaHU3YETCs B YUEOHBIX, Y4eOHO-TIPON3BOACTBEHHBIX
1abopaTopusax, MaCTEPCKHUX, Y4E€OHBIX 0a3ax MPAKTUKUA M MHBIX CTPYKTYPHBIX MOJpPA3IEICHUSIX
o0pa3oBaTeNbHOIl OpraHM3alii, a Takke B CHEHUATbHO OOOPYIOBAHHBIX MOMEIICHHSIX
(pabounx Mectax) NPOPHUIBHBIX OpPraHM3alMii HAa OCHOBAaHHM JIOTOBOpa O MPAKTUYECKON
MOJATOTOBKE OOYYaIOLIUXCsl, 3aKJF0YaeMOro MeXay oOpa3oBaTelbHOW OpraHu3aluei u
npoMILHONW OpTraHU3aIMel, OCYIIECTBISIIOMEH e TeIbHOCTh 10 MPOQHIII0 COOTBETCTBYIOMIECH
00pa3oBaTeNbHOI MPOrpaMMBl.

6.3.6. PesynpTaThl OCBOEHHUS 00pa30BaTEIbHOW MpPOTrpamMMbl (€€ OTIENbHBIX YacTei)
MOTYT OBITH OIICHEHBI B paMKaxX MPOMEXYTOYHOM U TOCYIapCTBEHHOW WTOTOBOM aTTecTaluw,
OpPraHMU30BaHHBIX B (JOPME AEMOHCTPALIMOHHOTO SK3aMEHa.

6.4. TpeGoBaHUSs K OPraHU3AIUM BOCTIMTAHUSA 00Y4YaIOIIMXCS

6.4.1. Bocrniutanue oOydYaronmIuxcsi MpU OCBOCHUM HMH OCHOBHOW 00pa3oBaTeIbHOMU
OpOTrpaMMbl  OCYILECTBIJIIETCSI HAa OCHOBE BKIJIIOYAaEMbIX B HACTOSIIYI0 00pa3oBaTeiIbHYIO
porpaMMy MPUMEPHOH padoyel mporpaMMbl BOCIIUTAHHS U MIPUMEPHOTO KaJICHJIapHOTO IJIaHa
BOCIHUTATEIbHON PabOTHI.

6.4.2. PaGouyto mporpaMmy BOCIUTAHUS W KaJEHJAAPHBIN IJIaH BOCITUTATEIHLHOU PabOThI
oOpa3oBaTenbHas OpraHM3alus pa3paOaThIBA€T U YTBEPKAAET CAMOCTOSTEIBHO C Y4ETOM
NPUMEPHBIX pabodell IporpaMMBbl BOCTIUTAHHS U KAJIEHAAPHOTO TUTaHA BOCIUTATEIBHON PabOoTHI.

6.4.3. B pa3paboTke pabouell mporpaMMbl BOCIHTAHHUA U KaJIEHAAPHOTO TJIaHA
BOCIIUTATEILHONH PabOThl MMEIOT MPaBO NMPUHUMATH YYACTHE COBETHI OOYUYAIOIIMXCS, COBETHI
pOAUTENEH, PeICTaBUTEIH paboToaaTeNnei u (Min) ux o0beAMHEHHH (TP UX HATHYIHH).

6.5. TpeOoBaHusi K KaJApPOBbIM YCJOBHSM peaju3aluu 00pa3oBaTeIbHOI
NMPOrpaMmbl

6.5.1. Peanuzamus oOpa3oBaTeIbHON MPOTpaMMbl OOECNEYMBACTCSA TMEJaroru4eCKUuMU
paboTHHUKaMu 00pa30BaTENBFHON OpraHU3alliy, a TAKKe JUIIAMH, IPUBJICKAEMBIMU K peau3aluu
00pa3oBaTeNbHOW MPOTPaMMBI Ha YCIIOBHSIX TPaKAAHCKO-TIPABOBOTO JIOTOBOPA, B TOM YHCJIE U3
quciaa pyKoBojauTeNneil M pabOTHHMKOB OpraHM3allfii, HANpaBICHUE JAEATEIIBHOCTH KOTOPBIX
COOTBETCTBYeT oOmactu  mpodeccuoHanbHOW  AestenbHOocTH 07  AIMHHUCTPAaTUBHO-
yrpaBieH4eckass W OduCHAs JesITeNbHOCTh, M UMEIONIMMH CTaX paboTel B JaHHOU
poeCCHOHAIBHON 00JIaCTH HE MEHEE TPEX JIET.

KBanuduxarus negarorndeckux paOOTHHUKOB 0Opa30BATENbHOM OpraHMU3AIMH JOJKHA
0TBEYaTh KBATU(UKAITMIOHHBIM TPEOOBaHUAM, YKa3aHHBIM B KBATM(UKAITMOHHBIX CIIPABOYHUKAX
U (1nun) npodecCHOHANBHBIX cTaHAapTax (MIPU HATHYWH).

[legarornyeckue paOOTHMKM, TpPUBJIEKAaEMble K peanu3aluu  00pa3oBaTeIbHOU
OpoTrpaMMbl, JOJDKHBI MOJy4yaTh JOMOJHHUTEIbHOE THpodeccHoHanbHoe 00pa3oBaHuEe IO
IporpaMMaM TMOBBIIICHUS KBaTH(HUKAIWK, B TOM 4Hciie B (OpMe CTAKUPOBKH B OPTaHU3AIHUSX,
HalpaBJIeHUE  JIEATEJbHOCTH  KOTOPBIX  COOTBETCTBYET  00jacTh  mpogecCHOHATbHOU
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nesrenbHocTH 07 AJAMMHUCTpAaTHUBHO-YIpaBiIeHUYECKass M OQHCHas AESITEeIbHOCTb, HE PpEeXKe
OJTHOTO Pa3a B TP T'0/1a C YUETOM PACHIMPEHHS CIEKTPa MPO(PEeCCHOHATBHBIX KOMIIETCHIIUH.

Jlons menarorndeckux pabOTHUKOB (B IMPHUBEICHHBIX K IEJIOYMCIEHHBIM 3HAYEHUAM
CTaBOK), 00€CIEUYNBAIOIINX OCBOCHHE 00YJaIOIIUMHUCS NMPO(HECCHOHAIBHBIX MOAYJIEH, UMEIOIINX
OMBIT AEATEIBHOCTU HE MEHEE TPEX JIET B OpraHMu3alusiX, HalpaBlIeHUE AEATeIbHOCTH KOTOPBIX
COOTBETCTBYeT  obOnactu  mpodeccuoHanpHOW  nmesrenbHOCTH 07  AIMUHUCTPATUBHO-
ylpaBiieH4YecKass M o(ucHas HesTenbHOCTh, B OOIIEM YHCIE IMeAaroruuyeckux pabOOTHHUKOB,
peanu3yommX MporpaMMbl  MPO(GECCHOHATBHBIX MOAYJIEH 00pa30BaTENbHON MPOTrPaMMBL,
JI0JDKHA OBITh HE MEHEE 25 MPOIEHTOB.

6.6. TpeOoBaHusi K (UHAHCOBBIM YCJOBHSAM pealu3aluu o00pa3oBaTeIbHOM
NPOrpaMMmblI

6.6.1. [IpumepHbIe pacyeTbl HOPMATUBHBIX 3aTpaT OKa3aHUS FOCYIapCTBEHHBIX YCIYT 110
peanu3anuy 00pa3oBaTeIbHOW IPOTrpaMMBI

Pacyerbl HOpPMATHUBHBIX 3aTpaT OKa3aHUs TOCYAApCTBEHHBIX YCIYI IO pealu3aluu
00pa30oBaTeIbHOW MPOrpaMMbl OCYIIECTBISIFOTCS B COOTBETCTBUU C MeTOIUKOM ompeaeneHus
HOPMATHBHBIX 3aTpaT Ha OKa3aHHE TOCYNapCTBEHHBIX YCIYT 10 peaau3amuu 00pa30BaTEIbHBIX
IporpaMM CpPEIHEro NpogeccuoHaIbHOro 00pa3zoBaHMs MO HpodeccusM (CHerHaTbHOCTIM) U
VKPYITHEHHBIM TpynmnaMm mnpodeccuii (crenuanbHOCTel), yTBepKaacMbie MUHIPOCBEIICHUS
Poccuu exxeronHo.

@dunaHCcOBOEe oOOecTeyeHne peann3anui 00pa30BaTeNIbHONW MPOTPaMMBI, ONpPEAETICHHOE
B COOTBETCTBUU C OIOJDKETHBIM 3aKOHOJaTenbcTBOM Poccuiickoit denepanuu u denepanbHbIM
3akoHOM OT 29 nekabpsi 2012 No 273-®3 «O06 obpasoBanuu B Poccuiickoit deneparmmy,
BKJIIOYAET B ceOs 3aTpaThl Ha OIIaTy TpyJa MpernojaBareieidl U MacTepoB MPOU3BOACTBEHHOIO
o0y4eHus
C yudeToM o0ecriedeHusi YpOBHS cpelHeil 3apaOoTHOM IuaThl NeJarorn4eckux pabOTHHUKOB
3a BBINOJNHSAEMYI0 HMH YyueOHyro (TIpenojaBaTelbCKylo) paboTy W Jpyryio paboTy B
COOTBETCTBUU
¢ Ykazom Ilpesunenra Poccuiickoit @enepauuu ot 7 mas 2012 r. Ne 597 «O meponpusarusax
10 peaJIn3aly roCy1lapCTBEHHON COLMAIbHON MOJIUTUKNY.

Paspen 7. @opMupoBaHHe OLEHOYHBIX MATEPHAJIOB Ui  NPOBEJACHMS
rocy1apCTBEHHOM UTOrOBOM aTTecTaluM

l'ocynapcTBeHHast MTOroBasi arTecTalusi sBISETCS O00S3aTENbHOM W IMPOBOIUTCS IO
3aBepIIEHNH BCEro Kypca oOyueHHs MO HaIlpaBJICHHIO MOATrOTOBKU. B Xoje rocynapcrTBeHHON
UTOTOBOW aTTECTAllMM OLICHUBAETCSI CTENEHb COOTBETCTBUS C(HOPMHUPOBAHHBIX KOMIIETEHIIUHN
BBINYCKHUKOB TpeboBanusM ®I'OC.

Jlnst  rocymapCTBEHHOM HMTOTOBOM — aTrTecTallud  0Opa30BaTENIbHOW — OpraHu3aluei
paspabaTbiBaeTcs IporpaMma TrOCyJapCTBEHHOW  MTOroBod  arrectaumu. [Iporpamma
roCcy/1apCTBEHHOW UTOTOBOW aTTECTAllMU YTBEP)K/IAaeTCsl 00pa30BaTeIbHON OpraHu3alueil nocie
o0CyX/IeHUS Ha 3acellaHMM IeJaroru4eckoro coBeTa 00pa3oBaTeIbHOM OpraHU3allHu C
y4acTUeM MpejiceiaTeNel rocy1apCTBEHHBIX 3K3aMEHAIIMOHHBIX KOMUCCHIA.

I'ocynapcTBeHHass MTOroBasi aTTeCTallUs IMPOBOAUTCS B (OpME IEMOHCTPAIMOHHOTO
HK3aMEHa U 3alIUThl AUIJIOMHOTO IpoeKTa (paboThl).

JIEMOHCTpAallMOHHBIA  JK3aMEH HAaNpaBJI€H Ha ONPEICIEHUE YpPOBHSA OCBOCHHUSA
BBIITYCKHUKOM MaTepuaia, IpeIyCMOTPEHHOTO 00pa3oBaTelbHOW NpOrpaMMoON, M CTEHEeHH
c(OpPMHPOBAHHOCTU MPO(PECCUOHANBHBIX YMEHHI U HABBIKOB ITyTE€M MPOBEJCHHs HE3aBUCUMOMN
HKCIIEPTHOM OLIEHKH BBIMOJHEHHBIX BBITYCKHUKOM NPAKTHUYECKUX 3aJaHUid B  YCJIOBHAX
pEAIBHBIX WIM CMOJEIMPOBAHHBIX IIPON3BOACTBEHHBIX IIPOLIECCOB.

JIeMOHCTpallMOHHBIN 3K3aMEeH 0a30BOT0 YPOBHS MPOBOAMUTCS HA OCHOBE TpeOOBaHUM K
pe3yibTaTaM  OCBOEHHS  00pa3oBaTENbHBIX IPOrpaMM  CpPEeIHEro  MpoecCHOHATBLHOTO
obpazoBanusi, ycranoBiaeHHbIX OI'OC CIIO.

JIEeMOHCTPALIMOHHBIM  3K3aMEeH NPOQHILHOIO YPOBHS MPOBOJUTCS IO PpEIICHUIO
o0pa3oBaTeNbHOI OpraHu3ali Ha OCHOBAaHHWHU 3asIBJICHUN BBITYCKHUKOB HA OCHOBE TpeOOBaHUI
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K pe3yabTaTaM OCBOCHMSI 00pa3oBaTeNIbHBIX MPOrpaMM CpeAHero MpodeccrnoHalbHOTO
oOpa3oBaHus, ycTaHOBICHHBIX B cooTBeTcTBUU ¢ PI'OC CIIO, BkIitouas KBanupUKAIUOHHBIC
TpeOoBaHUS, 3asBJICHHbIC OpraHU3alMsIMH, padOTOJAaTeNsIMU, 3aWHTEPECOBAHHBIMU B
MOJITOTOBKE KAJIPOB COOTBETCTBYIOIICH KBaTM(UKAIIMN, B TOM YHUCIIE SBIISIOMIUMUCS CTOPOHOMN
JoroBopa o ceTeBoi (opMe peanuzanuyd o0pa3oBaTENbHBIX MPOrpaMM U (WUJIM) JOTOBOpa O
MPAKTUIECKON TTOJITOTOBKE O0yUJaAIOIIUXCSL.

JlurioMHbId TpoeKT (paboTa) HAIpaBlieH Ha CUCTEMATHU3AIMI0 M 3aKpeIyieHHe 3HaHUN
BBIITYCKHUKA MO CIELUUAIbHOCTH, a TaKXKe OIpe/eNieHne YpOBHS TOTOBHOCTH BBINTYCKHUKA K
CaMOCTOSITENIbHOM ~ MpodeccCuOHANbHON  JedaTenbHOCTU. JMIUIOMHBIM  mpoekT  (pabota)
MPEJIIoJIaracT CaMOCTOSTEIbHYIO MOATOTOBKY (HAIMCAHKE) BBITYCKHHKOM IMPOEKTa (paboThi),
JEMOHCTPHUPYIOIIET0 YPOBEHb 3HAHWN BBIMYCKHHKA B paMKax BBIOPAHHOM TEeMbI, a TaKkKe
c(OpPMUPOBAHHOCTH €T0 MPOPECCHOHATBHBIX YMEHUI U HABBIKOB.

Tematuka  AMIUIOMHBIX  TpoeKkTOB  (paboT)  ompezensercs  00pa3oBaTeIbHON
opranmu3anueii. BBITyCKHUKY MPEIOCTAaBISICTCS IMPaBO BBHIOOpPA TEMbI JUIJIOMHOTO TPOEKTa
(paboThl), B TOM 4YHCJIE TPEIJIOKCHHS CBOCH TEMbI C HEOOXOAUMBIM OOOCHOBAHHEM
1e1eco00pa3sHOCTH €€ pPa3padOTKM Uil NPAaKTUYECKOro IMpuMeHeHus. Tema AMIIIOMHOIO
npoekta (pa®oThl) JOKHA COOTBETCTBOBATh COACPIKAHMIO OJHOTO WM  HECKOJIBKHX
NpOoPECCHOHANIBHBIX ~ MOJYJICH, BXOIAIIMX B 00pa3oBaTENbHYIO MPOTPAMMY CPEIHETO
po(eCCHOHAIBHOTO 00pa30BaHUs.

JInsi  TOATOTOBKM — JUIIOMHOTO  TpoekTa (paOOThl) BBIMYCKHUKY Ha3HA4YaeTCs
PYKOBOAWTENh, U TPU HEOOXOAMMOCTH KOHCYJIBTAHTBHI, OKa3bIBAIOIIME  BBIMYCKHUKY
METOJIUYECKYIO MOJIEPIKKY.

3akperieHHe 3a BBIMYCKHHMKAMH TeM JMIJIOMHBIX TPOEKTOB (paboT), Ha3HaueHUe
PYKOBOAMTENEH M  KOHCYJIBTAHTOB  OCYIICCTBIISICTCS ~ PACHOPSAUTEIBHBIM  aKTOM
00pa30BaTeNbHOI OpraHu3alllu.

locynmapcTBeHHass WTOrOBas aTTECTAIlMs 3aBEPINACTCS MPHUCBOCHUEM KBaTU(UKAIUN
CHeIanrcTa cpeHero 3seHa: CneruanucT Mo JOKyMEHTAMOHHOMY 00€eCTIeUeHUIO YIIPaBICHUS
Y apXUBHOMY JICITY.
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