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Hacrosimass mporpamMa cpeiHero mnpodeccHOoHaNbHOTO 00pa3oBaHMs MO CHEHUATBHOCTU
46.02.01 JlokyMmeHTallMOHHOE oOecrieueHne yrpaBieHuss u apxuBoBeaenue (mamee — OIT CIIO)
pa3zpaboTaHa Ha OCHOBe (pellepalibHOTO T'OCYAapCTBEHHOrO0 O0pPa30BaTEIBHOIO CTAHIAPTAa CPEAHETrO
npodecCuoHaIbHOTO 00pa3oBaHus Mo crennaabHocTH 46.02.01 JlokyMeHTalMoOHHOe 00ecTieueHue
YIIPaBIICHUSI U apXUBOBEJICHUE, YTBEpkaeHHOTO [Ipukazom Munnpocsemenus Poccun ot 26.08.2022
Ne 778.

OIl CIIO ompenenser pEKOMEHJOBAaHHBIE O0BEM W COJAEPKAHHE  CPEIHEro
npogeccuoHaIbHOr0 o0pazoBaHus 1o crenuanbHocTH 46.02.01 JlokymeHTanmonHoe oOecreyeHue
yIIpaBJICHUS ¥ apXMBOBEACHUE, TUIAHUPYEMbIE PE3yJIbTaThl OCBOCHHS 00pa30BaTEIbHON MPOTrPaMMBL,
MIpUMEPHBIE YCIOBUS 00pa30BaTeNbHOMN 1€ TEIbHOCTH.
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Pa3zgen 1. O0mue moioKeHus

1.1. Hacrosimass OIl mo cnemumansHocTH 46.02.01 JlokyMeHTaliMoHHOE oOecreueHue
yIOpaBlE€HUS U AapxXUBOBEACHUE pa3paboTaHa Ha OCHOBE (heaepanbHOr0 TOCYAapCTBEHHOTO
00pa30BaTEeNbHOIO CTAaHAAPTA CPEAHEro MPOPECCHOHATBHOIO 00pa30BaHUs IO CIELUAIBHOCTH
46.02.01 JlokyMeHTalMOHHOE oOOeCIeUYeHWEe YIPABICHUS H AapXUBOBEJCHUE, YTBEP)KICHHOTO
[Tpukazom Munnpocsemenust Poccun ot 26 asrycra 2022 roga Ne 778 (nanee — @I'OC CIIO).

OIl ompenenser peKOMEHAOBAaHHBI 00BEM M COAEpKAHUE CPETHEr0 MPOQPecCHOHATHHOTO
obpazoBanust mo cnenuambHOocTH  46.02.01  JlokymMeHTanmMOHHOE OOECIeYeHue YIpaBJICHUS
U apXUBOBE/ICHUE, IIJIaHUPYEMbIE DPE3yJbTaThl OCBOEHMsI OOpa30BaTEIbHOM IPOrpaMMbl, YCIOBUS
00pa3oBaTeNbHON AEATEIBHOCTH.

OII paspaborana as peaju3aluy 0Opa3oBaTeNbHOM IMporpamMMbl Ha 0a3ze cpeiHero oouero
o0Opa3oBaHusl.

OOpaszoBarenbHas IporpamMma, peanusyemas Ha 0a3e OCHOBHOro o0Iiero oOpa3oBaHus,
paspabarbiBaeTcss 00pa3oBaTeNbHON OpraHu3amueld Ha OCHOBE TpeOoBaHWU  (eaeparbHOrO
roCyJapCTBEHHOTO 00pa30BaTENIbHOTO CTaHAapTa cpeaHero obmero obpazoanuss u ®I'OC CIIO
¢ yueToMm nojiydaemon criennanbHoctu 1 Hactosmei OIT CITO.

1.2. HopmartuBHble ocHOBaHMs 171 pa3padorku OI1:

— DenepanbHblid 3ak0H OT 29 nekabps 2012 r. Ne 273-®3 «O6 obpazoBanuu B Poccuiickoit
denepauuny;

— Ilpuka3z Munnpocsemienust Poccun ot 26 asrycrta 2022 roma Ne 778 «O0 yTBepkIeHUU
(benepanbHOrO TOCYAapCTBEHHOTO 00pPa30BaTENBbHOTO CTAaHJApTa CPEJHEro MNpogecCHOHATHLHOIO
oOpazoBanust 1o cnenuanbHoct  46.02.01  JlokymeHTaloHHOEe oOOecredeHrue YIpaBlieHUs
U apXUBOBEACHUEY;

— IIpukas MuHucrepcTBa [IPOCBEILECHUA Poccniickoit denepanuu
ot 24.08.2022 Ne 762 «O0 yrBepxaenuu [lopsiaka opranuzanuu U OCyIeCTBIECHU 00pa30BaTeIbHOM
JesITeIbHOCTH M0 00pa30BaTeNbHBIM POrpaMMaM CpelHEro NMpodhecCHOHAIBHOT0 00pa30BaHUNY;

— [Ipuka3z Munnpocsemieans Poccun ot 08 nHosiOpst 2021 r. Ne 800 «OO6 yrBepkaeHHH
[lopsnka mpoBeneHUs TrOCyJapCTBEHHOM HTOrOBOM aTTECTallMM MO 00pa3oBaTeNbHBIM MpPOrpamMMmam
CpeAHero NpoQeccuoHaIbHOro 00pa3oBaHU»;

— [Ipuxa3z MunoOpuayku Poccun Ne 885, Munmnpocsemenust Poccum Ne 390 ot 5 aBrycra 2020
r. «O mnpaktuueckoil mnoaroroBke oOyuaromuxcs» (Bmecte ¢ «llomokeHneM o mNpaKTUYECKOM
MOJIrOTOBKE 00YUarOIIUXCs»;

—IIpuka3 MunucrepcrtBa Tpyaa W couuanbHOM 3ammThl  Poccuiickon  ®enepanuun
ot 15 urons 2020 r. Ne 333H (3apeructpupoBan MuHHcTepcTBOM toctuiiu Poccuiickoit @enepanun
15 uronst 2020 1., perucrpamonHbiii Ne 58957) «O0 yrBepxkIeHHH NPOGECCHOHATBHOIO CTaHIapTa
«CrenuaiucT MO  OpPraHU3aliOHHOMY U JIOKYMEHTAallMOHHOMY OOECHEeUeHHIO  yNpaBJICHUS
OpraHu3anuei,

—IIpukas MunucrepcrBa Tpyaa U couuanbHOM 3amuThl  Poccuiickon  ®enepanuun
ot 18 mapta 2022 r. Ne 140n (3apeructpupoBan MunuctepcTBoM toctuiuu Poccuiickoit denepanuun
21 ampenst 2022 r., peructpaunoHsbiii Ne 63193) «O6 yTBepxaeHuu NpodhecCHOHAIBHOTO CTaHIapTa
«CrieruanucTt apxuBay.

— ¥YcTaB  rocynapcTBEHHOro  OIO/KETHOTO  MPO(ECcCHOHANBHOTO  00pa3oBaTeIbHOI0
yupexaeHuss «Bonrorpaackuii MHAYCTPUANBHBIM TEXHUKYM», YTBEPXKACHHBIN IpeacenaTesieM



KOMHTETa 00pa3oBaHMsl, HAYKH U MOJIOJSKHOM mosmTKU Bonrorpanckoit oomactu ot 22.03.2018 Ne
308.

1.3. [lepeueHs cokpanieHuii, uCroib3yembix B Tekcte [TOI1:

OI'OC CIIO — ®depnepanbHbli TOCYJapCTBEHHBIM 00pa30BaTENbHBIA CTAHIAPT CPEAHETO
npodeccnoHanTbHOTO 00pa30BaHNUS;

OII —ocHoBHast 0Opa3zoBaTeIbHas MPOrpamMma;

OK - o01111e KOMITETEHIUN;

I1K — mpodeccnoHaibHbIC KOMITETCHIIHH;

CI' — conuanbHO-TyMaHUTAPHBINA LIUKJT;

OIT — obmenpodecCUOHATBHBIN ITUKIT;

IT — npodeccroHaIbHBIN UK,

MK — MexauCcUUIIMHApHBIA KYpC;

[IM — npoeccronanbHbIi MOy,

OII — obmenpodeccuonanbHas AUCHUIIINHA;

['MA — rocynapcTBeHHas UTOTOBAs aTTECTAIUS.

Pa3nes 2. O61mas xapakTepucTHKa 00pa30BaTeIbHON MPOrpaMMbl

KBanuduxanus, npucBanBaemasi BbIITYCKHMKaM o0Opa3oBaTelbHOU Iporpammbl: Crenuanuct
10 IOKYMEHTAaLlHOHHOMY O0€CIIEUEHHIO YIIPaBICHUs U apXUBHOMY JIEITY.

ITpu pa3zpaboTke 00pa3zoBaTeNbHON MPOrpaMMbl OpraHU3aIMsl yCTaHABIMBAET HAIIPABIEHHOCTD,
KOTOpasi COOTBETCTBYET CHELUAIIBHOCTH B LIEJIOM.

[Tonydyenune oOpa3oBaHMs IO CIEHUATBHOCTH JOMYCKAETCS TOJBKO B TPOQEecCHOHATHHON
o0pa3oBaTeNbHON OpraHu3alMy Wik 00pa30BaTeIbHOW OPraHU3aIMK BhICIIEr0 00pa3oBaHusl.

®opmbl 00ydeHus: OYHAS, OYHO-3a0YHAS, 320UHAsL.

O0wem 00pa3zoBaTeabHOM MPOrpaMMBbl, peaan3yeMoil Ha 6a3e cpelHero ooIero oopazoBaHMs
no kBamudukanuy: CHenuaiucT 1Mo JOKYMEHTAIMOHHOMY OOECIICYCHHIO YIPABICHHS U apXHUBHOMY
neny —2952 akaieMMYeCcKuX yaca.

Cpok monydeHus: 00pa3oBaHHsS IO OOpa30BATENBHOW MpOrpaMMme, pealn3yeMond Ha Oasze
cpeaHero obmero o6pa3zoBaHus 1o KBanudukanuu: CoenuMaiucT MO JJOKYMEHTAllMOHHOMY
oOecrieueHunIo yrpaBjiaeHus U apxuBHomy aeny — 1 rox 10 mecsiies;

O6beM nporpaMMel 0 OCBOEHUIO MPOTPaMMBbl CPETHETO NMPpodeccHoHaNbHOro 00pa3oBaHus Ha
0a3ze OCHOBHOro oOmero oOpa3oBaHUSI C OJHOBPEMEHHBIM IIOJYUEHHEM CPEIHEro OOIIero
oOpa3oBaHus: 4428 4acoB akaJeMHUECKUX YacoB, CO CPOKOM 00yueHus 2 roaa 10 mecsies.

Pa3nen 3. XapakTepucrunka npoecCHOHAJIBHOM JeTeJIbHOCTH BbINTYCKHUKA

3.1. Obnacte npodeccHOHATBLHON IeATEIIbHOCTH BBIHyCKHI/IKOB1: 07 AnMHMHHCTpPaTHBHO-
yhpaBiieH4YecKast U 0UCHas 1€ATEeIbHOCTb.

3.2. COOTBETCTBHE BHJIOB JEATEIBHOCTH NPO(PECCHOHANIBHBIM MOAYJISAM U IMpPHUCBAaUBAaEMOMN
KBaJIM(DUKAIIIH:

HanmeHoBaHne BUAOB AeSITEIHHOCTH HawnmMenoBanue nmpodeccuoHaIbHBIX
MotyJIer




BI/I):[I)I JCATCIBHOCTHU

Ocy1ecTBIeHNE OPraHU3alMOHHOTO U JOKYMEHTAIITHOHHOTO [IM.01 OcymiectBrieHue

obecrieueHUs ACATCIIBHOCTH OpTraHHU3aluu

OpraHnU3alfluOHHOI'O
U IOKYMCHTAIlUOHHOT'O obecrieueHus
JACATCIIBHOCTHU OpraHu3alun

Opranunzanys apxuBHOH paboThI 0 JoKyMeHTaMm opranm3anuid | [IM.02 Oprannzanus apxuBHON

pa3nu4HbBIX POpPM COOCTBEHHOCTH

paboThI
0 TOKYMEHTaM OpTraHU3anui
pasnu4HbBIX POpPM COOCTBEHHOCTH

Brimonnenue pabot no npodeccun 25474 INacnoptuct IIM.03 OcBoenue BHIOB pabOT 1O
Brimonmaenne padot mo nmpodeccun 26353 Cekperapsb - OHOU WJTH HECKOJIBLKHUM PO ECCUIM
MAaIIWHUCTKA

Pasnean 4. [lnanupyemble pe3yJibTaThl 0CBOEHUSI 00Pa30BaTeJIbHON MPOrPaMMbl

4.1. O0mue KOMIETEHIUN

Ko ®opmyIMpOBKa
A PMYyJHp 3HaHuA, yMeHus
KOMIIeTeHIIUH KOMIIeTeHIIUH
OK 01 Bribupats ciocoOst YMeHus: pacrio3HaBarh 3a1a4y W/Wid mpoodiemMy B

pelIeHHs 3a1a4
npodeCcCHOHAILHON
JeSITeIIbHOCTH
MMPUMCHHUTCIILHO K
pa3InYHBIM KOHTEKCTaM

npodecCHOHAIBHOM W/WIH COLUATTBHOM KOHTEKCTE;
aHAJM3UPOBATh 33729y W/WIH MIPOOJIEMY U BBLICIATH
e€ COCTaBHBIC YaCTH; ONPE/ICIATH STAlbl PEUICHUS
3a]1auu; BBISBIATH U 9QQEKTHUBHO HUCKATh
UH(OpPMAIHIO, HEOOXOIUMYIO [UISl PEIICHHS 3a1aun
W/UIM TTPOOJIEMBI;, COCTABIISATH TIJIaH JICUCTBUS;
OIpeNieNATh He0OX0IUMbIE PECYPChI; BIIAJETh
aKTyaJbHBIMH METOJAMHU PaOOTHI B
npodecCHOHATIBHON U CMEXHBIX cepax;
peaT30BBIBATh COCTABJICHHBIN TUIaH; OLIEHUBATD
pe3ysbTaT U MOCIEACTBUS CBOUX JeHCTBUI
(caMOCTOSITETHHO HITH C IOMOIIBI0 HACTaBHUKA)

3HaHMSA: aKTyaJIbHBIN MPOPECCHOHATBHBIN 1
COILIMANILHBIM KOHTEKCT, B KOTOPOM MPUXOAUTCS
paboTaTh U KUTh; OCHOBHBIC UCTOYHUKN WH(POPMAITUU
U PeCypCHI [Tl pelieHus 3a/1a4 U npo0jeM B
MpoeCCHOHAIBHOM W/UJTU COIIMAIBHOM KOHTEKCTE;
aJITOPUTMBI BBITIOTHEHHS paboT B MpodecCHOHATBHON
1 CMEXHBIX 00JIacTSAX; METOABI pabOTHI B
npohecCHOHANBEHOM U CMEXHBIX cpepax; CTPYKTYpy
TJIaHa TS PEIICHUS 3a/1a4; TIOPSIOK OIEHKH
PE3yNbTAaTOB pEICHUS 3a/1a4 MPOPECCHOHATHHON
JIEITENHHOCTH




OK 02

Hcnonb3oBath
COBpPEMEHHBIE CPE/ICTBA
MIOWCKa, aHAJIHN3a U
UHTEPIpETANN
uHpopMaLnu, 1
UH(POPMAIIMOHHBIC
TEXHOJIOTUH TSI
BBINTOJIHEHUS 32144
npohecCHOHATBLHOM
JeSITeIIbHOCTH

YMeHus: onpeenaTh 3a1a4u JIJIsl OUCKa
uH(pOpMaLIUU; OTIPEAeATh HE0OXOUMbIE UCTOUHUKHU
uH(pOpMaLNK; TNIAHUPOBATH IPOIIECC TTOMCKA;
CTPYKTYpUPOBATH MOJIy4aeMyto HH(GOpMaIIHIO;
BBI/IETIATH HauOoJIee 3HAYMMOE B IIEPEUHE
nH(pOpMalMU; OLIEHUBATH MPAKTHUECKYIO0 3HAYUMOCTh
pe3yIbTaTOB MOKMCKA; OPOPMIISATH PE3yIbTAThI TOUCKA,
MPUMEHSTH Cpe/icTBa MH(POPMAIIMOHHBIX TEXHOJIOTHIi
JUIS petieHns NpoecCHOHATBHBIX 3a/1a4;
UCIIOJIb30BaTh COBPEMEHHOE IMPOTrPaMMHOE
o0ecrieyeHne; UCTIONb30BaTh Pa3IMUHbIC IIU(PPOBHIE
CpelCcTBa AJs pelieHus NpodecCHOHaIbHBIX 3a/1a4.

3HaHusA: HOMEHKIATypa WH()OPMAIIMOHHBIX
UCTOYHUKOB, IPUMEHSEMBIX B TPO(HECCHOHATLHON
JIESITEIIBHOCTH; IIPUEMBI CTPYKTYPUPOBAHHS
uHpopmanuu; hopMat opopmiieHUs pe3yIbTaTOB
MOVCKa HH(OpPMAIIHH, COBPEMEHHBIC CPEJICTBA U
yCTpOMCTBA HH(OPMATH3AIMHA; TTOPSIIOK X
MIPUMEHEHHUS U TIPOrpaMMHOE 00ecIieYeHHE B
poeCCUOHATILHOMN JICATEIILHOCTU B TOM YHCIIE C
HCIIOJIb30BaHUEM ITU(PPOBBIX CPEICTB.

OK 03

[InmanupoBats u
peaT30BbIBATH
CcOOCTBEHHOE
npoeCCUOHATIBHOE U
JTUYHOCTHOE Pa3BUTHE,
PEANPUHIMATEbCKYIO
JESITCIILHOCTh B
npodeccuoHanbHOM
chepe, UCTIOJIB30BATH
3HaHUS 110 PUHAHCOBOI
IPaMOTHOCTH B
Pa3IMYHBIX KU3HEHHBIX
CUTYaIUsX.

YMeHusi: onpenensaTh akTyaaIbHOCTh HOPMAaTHBHO-
IIPaBOBON JOKYMEHTALMH B IPOpEeCCHOHATBHON
JIEATEIIbHOCTH; IPUMEHATh COBPEMEHHYIO HAyYHYIO
npo¢eCCHOHATIBHYIO TEPMUHOJIOTHIO; ONIPENEIIATh U
BBICTPANBATh TPACKTOPHH MPOPECCHOHATBHOTO
pa3sBUTHS U CAMOOOPA30BaHMSL; BBISBIIATh
JIOCTOMHCTBA U HETOCTATKH KOMMEPUYECKON UJIEH;
MIPE3EHTOBATh U/I€U OTKPBITHS COOCTBEHHOTO /Ieja B
npodeccuoHanbHON e TeNIbHOCTH; 0)OPMIISATh
Ou3Hec-IJIaH; pacCYMTHIBATh pa3Mephl BHIIJIAT 110
MIPOLIEHTHBIM CTaBKaM KPEAUTOBAHUS; ONPEIEIATh
WHBECTUIMOHHYIO NPUBJIEKATENBHOCTh KOMMEPYECKUX
uael B paMKax mpodecCHOHAbHON e TENHHOCTH,
IIPE3EHTOBATh OU3HEC-HJICI0; ONPEeNIATh UCTOUHUKU
(¢uHaHCUpOBaHUS

3HaHus: coiepKaHNe aKTyallbHOM HOPMAaTUBHO-
MIPaBOBOM JTOKYMEHTAIIMH; COBPEMEHHAsl HayyHasl U
npodecCuOHANIbHAST TEPMUHOJIOTHS; BO3MOXKHBIE
TPaeKTOPUU MPOPECCHOHATHHOTO Pa3BUTHUS U
caM000pa30BaHusl; OCHOBBI MPEAIPUHUMATENbCKON
JESITEIbHOCTH; OCHOBBI (PMHAHCOBOW TPAMOTHOCTH;
npaBuja pa3paboTKku OM3HEC-TNIAHOB; MOPSA0K
BBICTpAUBaHUs NIPE3CHTALIUN; KPEAUTHBIE OAHKOBCKHE

MIPOTYKTHI




YMeHus: opraHM30BBIBaTh pabOTy KOJIEKTUBA U
KOMaH/Ibl; B3aUMOJICHCTBOBATH C KOJIJIETaMH,

3(1’(beKTH]iHO PYKOBOJICTBOM, KJIMEHTAMHU B X0J1€
OK 04 B3aHMO/JCHCTBOBATE H npodeccCuoHaNBbHOM e TeIbHOCTH
paboTaTh B KOJUIEKTUBE U
KOMAHIIE 3HAHMA: [ICUXOJIOTMYECKHE OCHOBBI 1€ATEIbHOCTH
KOJUJIEKTHUBA, ICUXOJIOTMYECKHUE OCOOCHHOCTH
JIMYHOCTH; OCHOBBI IPOEKTHOM 1€ATEIbHOCTH
OCyIeCTBIIATh YCTHYIO U | ¥YMEHHsI: TPaAMOTHO M3J1araTh CBOU MBICIH U
MICbMEHHYO 0(pOpPMIISITh TOKYMEHTHI 110 MpodeCCHOHATBHON
KOMMYHUKAIIUIO Ha TEMaTHKE Ha IOCYJapCTBEHHOM SI3bIKE, IPOSIBIIATD
OK 05 rOCYIapCTBEHHOM f3bIKE | TOJEPAHTHOCTH B Pa00OYEM KOJIJIEKTUBE
Poccuiickoit ®enepanuu ¢
yueToM ocobenHocTeii 3HaHusA: 0COOEHHOCTH COLUATBLHOTO U KYJIBTYPHOTO
COLMAIBHOTO H KOHTEKCTa; IIpaBuia O(bOpMJ'IeHI:IH JTOKYMEHTOB U
KYTBTYPHOTO KOHTEKCTa IIOCTPOEHHUS YCTHBIX COOOIIEHUN
[IposiBAATE TpaXXAaHCKO- | YMEHHUsi: OIUCHIBATh 3HAYUMOCTh CBOEH
NaTPUOTHYECKYIO CIIEUATIEHOCTH; IPUMEHSTH CTaHIAPThHI
MO3HULINIO, AHTUKOPPYILHUOHHOTO OBEACHUS
JI€EMOHCTPUPOBATh
OCO3HAHHOE MOBEJICHHUE HA
OCHOBE TPaJULIMOHHbIX
00ILCYETOBEICCKHIX 3HaHMA: CYLIHOCTb IPAKIAHCKO-TTATPUOTUYECKON
OK 06 IICHHOCTEH, B TOM YHCIIC C | [103M1HH, OOIICUETOBEUSCKHX [ICHHOCTEHH,
y4€TOM rapMOHH3anuu 3HaYUMOCTb MIPO(PECCHOHATIBHON 1E€ATEIBHOCTH 110
MEXHAINOHAIBHBIX 1 npodeccuu (CreruanbHOCTH); CTAaHIAPTHI
MEXKPCINTHO3HBIX AHTUKOPPYILMOHHOI'O ITOBEICHUS U TIOCIIEACTBUS €ro
OTHOILICHUM, TPUMEHSTH HApYLICHAS
CTaHJapThI
AHTUKOPPYIMLHUOHHOTO
MIOBEJICHUS
OK 07 CopeiicTBOBaThH Ymenus: coOa01aTh HOPMbI IKOJIOTUYECKOM
COXPaHEHHIO 0€3011acCHOCTH; OIPEENSATh HAllPaBJICHUS
OKpYXKaroIllen Cpeibl, pecypcocOepexeHns B paMKax npodheccuoHaIbHON
pecypcocOepekeHuto, JESITEIbHOCTH 110 CHEMATIbHOCTH OCYIIECTBIISATh

NPUMEHSTH 3HaHHUS 00
U3MCHEHHUH KJIMMATa,
NPUHINTB OEPEXITHBOTO
TIPOU3BOJICTBA,

3¢ (eKTUBHO AeCTBOBATH
B YPE3BBIYANHBIX
CUTYyaIHsIX

paboTy ¢ coOuIto/IeHEeM MPUHIUIIOB O€pPEKINBOTO
MPOM3BOICTBA; OPraHU30BIBATH MPOGECCHOHATBHYIO
JIeATENILHOCTD C Y4€TOM 3HaHUH 00 H3MEHEHUN
KIIMMaTH4Y€CKUX YCJIOBI/Iﬁ peruoHa.

3HaHMsA: IPaBUIIA SKOJIOTUYECKOM 0€30MacHOCTH MpU
BeJIeHUU NMPOGECCHOHATBHON IEATETbHOCTH;
OCHOBHBIE PECYPCHI, 33]ICHICTBOBAHHbIE B
poeCCHOHAIBHON JEATENHHOCTH; ITyTH
obecrieueHus pecypcocOepeKeHus ; TPUHIIUITBI
OepeKIIMBOTO MIPOU3BOICTBA; OCHOBHBIC HAITPABJICHHUS
M3MEHEHHUS KITMMAaTHYEeCKUX YCIOBUN PETHOHA.




Hcnonb3oBath cpecTBa
(bu3nUecKoil KyIbTypHhI
JUIsl COXPaHEeHUS U
YKPEIUICHUS 37I0POBbSI B
nporecce

YMeHus: UCNIONIb30BATH (PU3KYIBTYpPHO-
03JIOPOBUTEIIbHYIO JAEATEIBHOCTD JJIs1 YKPEIUICHUS
3JI0pOBbS, JOCTH)KEHUS KUZHEHHBIX U
npoecCHOHANBHBIX 1IeJIeH; TPUMEHSATh
paroHaIbHBIC TIPUEMBI IBUTATEILHBIX (DYHKIUH B
npodeccuoHaNBbHOMN e TEIbHOCTH; MOJIb30BATHCS
CpeACTBaMHU MPOPHIAKTUKH TTEPEHATPSKEHHS,

OK 08 npodecCHoHATBHOM XapaKTEPHBIMU JUJIS1 JAHHOU CIIELIMAIbBHOCTU
ACATCIIBHOCTH U 3HaHuUs: poib PU3HUUECKON KYIbTYPHI B
HOAACPKaHNA 00LIEKYIBTYPHOM, ITPO(EeCCHOHATIBHOM U
HEOOXOIMMOT0 yPOBHsI COLMAJIBHOM Pa3BUTHUU YEJIOBEKA; OCHOBBI 3J0POBOI0O
usnyeckoi o0pas3a )XM3HH; YCIOBUS MPodeccuoHaIbHOMN
IIOArOTOBJICHHOCTH JeSITEILHOCTH 1 30HBI pUCKa (PU3HUECKOTO 3I0POBbS
JUTSI CTIeUaTbHOCTH, CPEACTBA MPO(PUIAKTUKH
IIepEeHANPSKCHUS
OK 09 [Tonp30BaTbCs YMeHHs: TOHUMATH OOIIUH CMBICIT YETKO
npodeccuoHanbHOM MIPOU3HECEHHBIX BbICKa3bIBAHUN HA U3BECTHBIE TEMBbI

JIOKYMEHTalEel Ha
roCyJapCTBEHHOM U
MHOCTPAHHOM SI3bIKaX

(mpodeccroHabHBIE U OBITOBBIE), TOHUMATh TEKCTHI
Ha 0a30BbIe MPO(ECCHOHANBHBIC TEMBI; YIaCTBOBATH B
JManorax Ha 3HaKOMbIE 001Iue 1 MpodeCCHOHATBHBIE

TEMBI; CTPOUTH TIPOCTHIC BHICKA3bIBAaHUS O ce0C U O
CBOEH MPOQeCcCHOHATBHON EATETLHOCTH; KPATKO
000CHOBBIBaTh M OOBSICHATH CBOU JCUCTBUS (TEKYIIUE
U IUTaHUPYEMBIE); UCATh POCTHIE CBSI3HBIE
COOOIICHUS HA 3HAKOMbBIC HJIK HHTEPECYIOIINE
poQeCCUOHAIbHBIE TEMBI

3HaHMSA: IPaBUIIA TOCTPOCHUS MTPOCTHIX U CIOKHBIX
NPEUIOKEHU I Ha TPO(EeCCHOHATBHBIC TEMBI;
OCHOBHBIE 00IIEYIOTPEOUTETBHBIE TTIaroJbl (OBITOBAS
U ipodhecCuOHaIbHAas JIEKCHUKA); TEKCUIECKUI
MUHHUMYM, OTHOC?[HIHfICS[ K OIMUCAHUIO MPCIMETOB,
CPEZCTB U MPOLIECCOB MPOhEeCCHOHATBHON
JIESITEIIbHOCTH; 0COOCHHOCTH TTPOU3HOIICHHUS,
MpaBHJIa YTEHUS TEKCTOB MPOPECCHOHATBHON
HaIpaBJICHHOCTHU

4.2. llpodeccnoHanbHbIe KOMNETEHINU

Buani Koa u HanmMeHoBaHue
IToka3aTenn 0cBOCHHS KOMIIETEHHH
AeATeIbHOCTH KOMITeTEeHIIUH
OcymecTBienne I1IK 1.1. OcymectBiats | HaBbikn
OpraHu3alMOHHOI0 puéM-niepenavy [Tonyuyenus HeoOxonuMoi nHpOpMaLIMK U IepeJaun
u YIIPABJIEHYECKOU CaHKIIMOHHPOBAHHOM MH(pOPMALIUU C
JIOKyMEHTAIMOHHOTO | HH(pOpMaIuK WCIIOJIb30BAaHNUEM CPEJCTB MH(POPMAIIMOHHBIX U
obecrieueHus C ITIOMOIIbIO CPCACTB KOMMYHUKAIMOHHBIX TEXHOJIOTUI
NEeATEIbHOCTH UH(POPMAIMOHHBIX YMenus:
OpraHusatiu 1 KOMMYHUKAUHOHHBIX | _ yoronp3oBath cpenacTBa HHGOPMAIIMOHHBIX U
TEXHOJIOTHI1

KOMMYHHKAITMOHHBIX TEXHOJIOTHH JUIS MTOJIy4EHUs
U niepeadr nHpopManuy,




— BECTH U UCMOJIb30BaTh B paboTe 6a3y KOHTAKTOB
OpraHM3alLuH;

— BECTHU Y4ETHBIC PETHCTPALIMOHHBIE (DOPMBI,
UCIIONIB30BATh UX U1 HH()OPMALMOHHOM paboThI
¥ pabOoThI IO KOHTPOJIIO UCTIOIHEHHS TIOPYYCHHUH;

— YCTaHaBJIMBATH U MOAJICPKUBATH KOMMYHHUKAIIUN
B IIPOLECCE JICIOBOTO OOIIEHHS C IIOMOILBIO
cpeacTB HH(POPMAITMOHHBIX U
KOMMYHUKAIIMOHHBIX TEXHOJIOTHH;

— CIJIaXKUBATh KOH(IMKTHBIEC U CI0KHBIE CUTYaIlMN
MEXITMYHOCTHOTO B3aUMOJICHCTBHS;

— COOII0IaTh CITYKEOHBIN dTHUKET,

— o0ecrieynBaTh MHPOPMAIIMOHHYIO O€30MIaCHOCTh
JIESITEIIBHOCTH OPTraHu3allnu.

3Hanus:

— HOPMAaTHBHBIC MPAaBOBbIC aKThl Poccuiickoi
denepannu B chepe HHPOPMAITHOHHBIX U
KOMMYHHKAIIHOHHBIX TEXHOJIOTHIA;

— CTPYKTypa OpraHu3aiuu, e€ 3a1a4u U QyHKIIHUH;

— MpaBuJIa MPOBEICHUS JCIIOBBIX TIEPETOBOPOB;

— STHKA JIEJ0BOr0 OOIICHUS,

— MpaBUjIa PEUYEBOr0 ITHKETA,

— IIpaBHJIa HOAACPKAHUA U PA3BUTHUA
MCXKINYHOCTHBIX OTHOIHGHI/Iﬁ;

— TpeboBaHuUs OXpaHbl TPY/a.

K 1.2.
Koopaunuposats
paboTy mpreMHOM
PYKOBOAMTEIS, 30H
IpreMa pa3IMuHbIX
KaTeropui
IIOCETUTENIEH
OpraHu3aluu

HaBbiku

Koopaunaruu paboTel IprUEMHON PYKOBOIUTENS U
30H IpUEMA Pa3IMYHBIX KATETOPUN MOCETUTENEH
OpraHu3aIuu

Ymenus:

— BCTpEYaTh [MOCETUTENIEH, ITOJIydaTh NEPBUUHYIO
MH(POPMALIHIO O TOCETUTENSX, YCTAHABIMBATD
MOPSAJIOK MpUEMa 7S pa3InYHbIX KaTeropui
MOCETUTEIIEN,

— BECTH YUETHBIE PETUCTPALIMOHHBIE (DOPMBI 1O
npuémy noceturenei u oGopMIATh MPOMYCKa,

— BECTH IIPUEM, Ilepeiady U OTIPaBKY JTOKYMEHTOB;

— OpraHu30BbIBaTh U OPOHUPOBATH EPETOBOPHBIE
KOMHATBHI;

— CepBUpPOBATH YaiiHbIe (KO(elHbIe) CTOIBI B 0duce;

— NMPUMEHSATH B paboTe CpeacTBa HHPOPMAITMOHHBIX
Y KOMMYHUKAIIUOHHBIX TEXHOJIOTU;

— NPUHUMATh MEPHI 110 COXPAaHEHUIO
KOH(UIeHIMaNbHOM HH(OpMaLUK B X0Jie puéma
ITOCETUTEIIEH.

3HAHUA:
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— HOpMAaTHBHbIE [IPABOBBIE aKThl Poccuiickon
denepanuu 1o 3ammTe HHGOPMAIUU U padboTe C
oOpaleHus MU TPaxIaH;

— CTPYKTYypa OpraHM3alluu U pacIipeelieHue
GYHKIUN MEXKIY CTPYKTYPHBIMHU
MOJPA3/ICIICHUSIMH U CIIELUAINCTAMH;

— MpaBujIa OpraHu3aluy NpruéMa MoCeTUTEIICH;

— 3THUKET U OCHOBBI MEXTYHAPOIHOIO ITPOTOKOJIA;
— STHKA JIEJOBOr0 OOIICHU,

— MpaBUJIa PEYEBOT0 ITHKETA.

— TIpaBUJIa CEPBUPOBKH YaHOTO (KO(DEHHOT0)
CTOINa,;

— TpeOOBaHUs OXPaHBI TPY/a.

IIK 1.3. Bnagers
HaBBIKAMN
IIJIAaHUPOBAHUS
pabouero BpeMeHH
PYKOBOOUTEIS U
cekperaps

HaBbIku
[TnanupoBanus paboyero BpeMeHU PYKOBOAUTENS 1
pabouero JaHs ceKpeTaps

Ymenus:

— BbIOMpaTh (HOPMBI INTAHUPOBAHUS U ODOPMIIATH
TUTAHUPOBIIUK (OpraHai3ep) pyKOBOAUTENS U
ceKpeTtaps,

— YCTaHaBJIUBATH LIEJH, ONPEACIIATh
MPUOPUTETHOCTHh U 0YEPENHOCTH BBHITTOHEHUS
pabot u 3(hPeKTUBHO pacHpenesaTh padbouee
BpeMS;

— COTJIAaCOBBIBATh BCTPEUU U MEPOTPUATHUS U
BHOCHUTb UH(POPMALIHIO B IIIAHUPOBIIUK
(opranaiizep);

— UHPOPMUPOBATH PYKOBOJIUTEINSI O MPUOIHKEHUN
BPEMCHH U PETIIAMCHTE 3aIJITAaHUPOBAHHBIX BCTPEY
Y MEpPOIPUATHIA;

— BBIOMpATH ONTUMAIBHBIE CITIOCOOBI BHEIITHETO U
BHYTpPEHHETO MHPOPMHUPOBAHUS O ITIAHUPYEMBIX
MEPOTPHUATHSIX

— obecneunBaTh HHHOPMAITMOHHYIO O€30MTaCHOCTh
JIESITEIIBHOCTH OPTraHu3allnu;

— NPUMEHSATH B paboTe CpeaCcTBAa HHPOPMAITMOHHBIX
1 KOMMYHUKAIIMOHHBIX TE€XHOJIOTUH.

3Hanusa:

— HOPMAaTHBHBIE IIPaBOBbIE aKThl Poccuiickon
®denepanuu B chepe nHPOPMaIMOHHOMN
0€30I1acHOCTH,

— CTPYKTypa u crienrruka OCHOBHOH JESITEIBHOCTH
OpraHu3aluy,

— OCHOBBI YIIPABIICHUS BPEMEHEM,;

— IpaBWJIA IPOBEICHUS JEJIOBBIX EPETOBOPOB;

— DTHKa JCJIOBOro OOIICHUS;

— TpeboBaHUs OXpaHbI TPY/a.
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IIK 1.4. OcyiiecTBisTh
MOJIFOTOBKY JI€TOBBIX
M10€310K PYKOBOJUTENS
U IPYTUX COTPYAHUKOB
OpraHu3aluu

HaBpixn
Opranu3aiyu JeI0BbIX MOe310K PYKOBOAUTEIIS
U APYTHX COTPYAHUKOB OpPTaHHU3aAIIUN

YmMmenns:

— COCTaBJIAITh U OYOPMIISITH JOKYMEHTBI JJIs
JIEJIOBBIX MOE3/0K;

— OCYLIECTBIIATH TPEBEI-TIONACPIKKY JEITOBBIX
IIOE3/10K;

— COIVIACOBBIBATH C IPUHHUMAIOLICH CTOPOHOU
IIPOTOKOJI IUIAHUPYEMBIX MEPONIPUATHNA U
(dbopmMHpOBaTh IPOTPAMMYy JIEJIOBON TIOC3IKH;

— HCIOJIB30BaTh CPEACTBA HHPOPMALMOHHBIX U
KOMMYHUKAIMOHHBIX TEXHOJIOTUN JUIs
o0ecrieueHHs B3aUMOICHCTBHSI C PYKOBOAUTEIEM
BO BPEMs €0 J€JI0BOU ITOE3KH;

— 0OpMIIATH OTYETHBIE TOKYMEHTHI O JIeJI0BOM
IIOE3IKE.

3Hanusa:

— HOPMAaTHBHBIC MPAaBOBbIC aKThl Poccuiickoi
denepannu B chepe opraHu3aiuu AeI0BOM
[TOE3/IKH;

— MOPSIIOK MOJATOTOBKU U JIOKYMCHTHPOBAHUS
JIETIOBOM ITOE3/IKH;

— MHTEPHET-PECYPCHI Il OCYLIECTBICHUS TPEBEII-
MOJJEPKKH JIEJTOBBIX MOE3/I0K;

— 9TUKET U OCHOBBI MEXIYHAPOAHOI'O MIPOTOKOJIA,
— 9THKa JIEJIOBOTO OOIICHHUS;
— TpeOOBaHUS OXPaHbI TPYy/a.

IIK 1.5. Bnanets
crocodamu
OpraHu3aIyy pabovyero
MIPOCTPAHCTBA
MPUEMHON 1 kabuHeTa
PYKOBOIUTENS

HaBbiku
Opranuzanuu u nojaepxanust pyHKIIHMOHAIBHOTO
pabouero MpoCcTpaHCcTBa

Ymenus:

— OpraHM30BBIBATh Pab0OYee MECTO B COOTBETCTBUU
¢ TpeOOBaHUSAMHU YPrOHOMUKH M KYJIBTYPBI TPY/A;

— obecneunBaTh paboyee MeCTO U PYHKIIMOHAIBHOE
pabouee TpoCTPaHCTBO HEOOXOAUMBIMHU
CpeICTBaMHU OPraHU3aI[MOHHON TEXHUKH,
MeOeNbl0 U KaHIENAPCKUMHU PUHAAIEKHOCTAMY,

— MOJJIEPKUBAThH CPEACTBA OPraHU3AIMOHHOMN
TEXHHUKHU
B pabo4YeM COCTOSIHHH.

3HAHUA:
— TpeOOBaHUs OXPaHbI TPYAQ, MPONU3BOICTBEHHON
CaHUTapUH, IPOTUBOIOKAPHOMN 3AILUTHI,

— OCHOBBI IPABWJIBHOM OpraHU3alluy TPyAa U
METO/IbI TOBBIILIEHUS €0 3(PPEKTUBHOCTH;
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— BH/IbI OPTaHU3AIMOHHON TEXHUKH U TIOPSIIOK
paboThI
C HEW.

I1K 1.6. OcymiecTBisATh
paboTy Mo MOATOTOBKE
Y TIPOBEJICHUIO
KOH()EPEHTHBIX
MEPOIIPUATHH,
obecrieunBaTh
MH(pOpPMaLIMOHHOE
B3aMMOJICIICTBHE
PYKOBOJTUTES

C Mojipa3eNeHUsIMU

Y JIOJDKHOCTHBIMH
JIMIIAMU OpPTaHU3AIIH

HaBpixkn

OpI‘aHI/I3aLII/II/I IIOATOTOBKU U HpOBeI[CHI/ISI
KOH(DEPEHTHBIX MEPONPHITHH, OOeCTIeYeHUS
MH(POPMALIMOHHOTO B3aMMO/ICHCTBHS PYKOBOIUTEIS
C TOJIpa3JICTICHUSMH U JTOJDKHOCTHBIMH JINIIAMH
OpraHu3aIu

Ymenus:

— OpraHu30BbIBaTh MPOIIECC MOJATOTOBKH U
MpOBeJICHNE KOHPEPEHTHOTO MEPOIIPUATHS
WHUBUIYAIEHO
U B cocTaBe pabouel Tpymnibl;

— JIOKYMEHTHUPOBATh Pa3HbIe STAIbl MPOLEAYPHI
MOJATOTOBKU U TIPOBEACHUsI KOH(DEPEHTHOTO
MEPOTPUITHS,

— cOo0JII0/1aTh ATUKET U OCHOBBI MEXKIYHAPOTHOTO
POTOKOJIA,

— OCYIIECTBIISATH cOOp, 00paboTKy MH(pOpMAaLIUH,
CHUCTEMAaTH3AIINIO TTOJIyYaeMbIX U MepeiaBaeMbIX
JAHHBIX;

— OCYIIECTBIISTH MPOBEPKY JOCTOBEPHOCTH,
MOJIHOTBI
¥ HETIPOTHBOPEUYUBOCTH JTAaHHBIX, UCKITIOUCHHE
nyOnmpoBaHus HHGOPMAIIHH;

— MPUMEHSTh HHPOPMAIIOHHO-
KOMMYHHUKAIIHOHHBIE TEXHOJIOTHH.

3Hanus:

— HOpMAaTHBHBIE ITPABOBBIE aKThl Poccuiickon
®enepanyu B chepe nHGopMauy,

— KOMIUJIEKC OpTraHU3allMOHHO-TEXHUYECKIX
MEPOIPUATHI 110 MOATOTOBKE U IIPOBEJICHUIO
KOH()EPEHTHBIX MEPOIIPHUATHIA;

— npaBuia 0ohOPMIICHHS IOKYMEHTOB, CO3/IaBaEMbIX
B IIPOIIECCE MOJATOTOBKH ¥ IMPOBEICHUS
KOH()EPEHTHOTO MEPONPUATHUS;

— 9TUKET U OCHOBBI MEXAYHAPOIHOT'O MTPOTOKOIA,

— JTHKa JCJIIOBOr0 OOIICHUS;

— COCTaB BHYTPCHHHX U BHEIITHUX
WH(OPMAIIMOHHBIX TOTOKOB;

— CTPYKTYypa OpraHu3aluu U MOPSA0K
B3aMMOJICHCTBHYS MTOPA3ICIICHHIA;

— MeTO/bl 00pabOTKH M 3aIIUTHI HH(pOpMAIIHH C
MPUMEHEHHUEM CPEJICTB MHGOPMAITMOHHBIX U
KOMMYHHKAITMOHHBIX TEXHOJIOTHIA;

— TpeboBaHUs OXpaHbI TPY/a.
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I1K 1.7. Odopmisate
OpraHu3aIMOHHO-
pacropsauTenbHbIe
JOKYMEHTHI U
OpTraHHU30BbIBATH
paboTy ¢ HUMH, B TOM
quCie ¢
UCTIOJIb30BaHUEM
ABTOMATHU3UPOBAHHBIX
CUCTEM

HaBbixkn

OdopmiieHns: opraHu3aIMOHHO-PACTIOPSATUTETHHBIX
I[OKyMeHTOB 158 OpI‘ aHU3a1 A pa6OTLI C HUMH, B TOM
YHUCJIE C UCIIOIb30BAHMEM aBTOMATH3UPOBAHHBIX
CHCTEM

YMenus:

— COCTaBJISITh TPOEKTHI OPTaHU3AIMOHHBIX,
pacropsaUTeIbHBIX U HH)OPMAIIHOHHO-
CIPaBOYHBIX IOKYMEHTOB, B TOM YHCIIE
JOKYMEHTOB, COJIEPKAIINX KOH(PUACHIUAIBHYIO
uH(pOpPMaLHIO;

— 0OpMIIATH OPraHU3AIMOHHO-PACTIOPSIUTEILHBIC
JIOKYMEHTBI (OPUTHHAJIBI ¥ KOTIUH);

— CKaHUPOBaTh, KOITMPOBATh M KOHBEPTUPOBATH
JIOKYMEHTBI B pa3JIndHbIe (pOpMaTH;

— OCYIIECTBJIATh IPOBEPKY MPOCKTOB JIOKYyMEHTOB
Ha COOTBETCTBHE MPaBUIIaM JICJIOMPON3BOJICTBA,

— NPUHUMATh U IPOBOJUTH IEPBUUHYIO 00pabOTKyY
BXOJISIIIUX JOKYMEHTOB,;

— MPOBOJIUTH MPEIBAPUTEIBHOE PACCMOTPEHHE
BXOJISIIIUX U BHYTPEHHHUX JOKYMEHTOB;

— PETUCTPUPOBATH BXOJSIINE, UCXOISIINE U
BHYTPCHHUE JIOKYMEHTHI,

— KOHTPOJIUPOBATh MapIIPyTU3ALIUIO
JIOKYMEHTOTIOTOKOB B OpTaHU3aIUH
(cornmacoBanme, MOANMKMCAHUE, YTBEPKICHNUE,
perucrparysi, 03HaKOMJICHUE ¥ UCTIOJTHCHUE
JIOKYMEHTOB) ;

— OCYIIECTBJIATH CPOKOBBIN KOHTPOJIb UCTIOTTHEHUS
JIOKYMEHTOB,

— OCYILIECTBJIATH NOJArOTOBKY M OTIIPaBKY
UCXOJAIINX IOKyMEHTOB,;

— COCTaBJISITh OTYETHI U AaHATUTHUYECKUE CIIPABKH
00 MCIIOJTHEHUH IOKYMEHTOB,;

— BeCTH HH()OPMAIIMOHHO-CIIPAaBOYHYIO paboOTy
0 JIOKYMEHTaM,;

— OCYIIECTBIJIATH PadOTy C OPTaHU3AIIOHHO-
pacropsaANTEIHbHBIMI TOKYMEHTAMHU
B aBTOMATH3MPOBAHHBIX CHCTEMAX.

3Hanus:

— HOpMAaTHBHBIE ITPABOBBIE aKThl Poccuiickon
®enepanyu B chepe 1eT0MPOU3BOICTRA,

— JIOKAJIbHbIE HOPMATHBHBIE aKTHI,
peraaMeHTHpYIOIINe AeSITENbHOCTD CIYXKObI
JIeNIOTIPOU3BOICTBA U €€ paOOTHHUKOB,
OpraHU3aluIo BEICHUs 1EI0NPOU3BOJICTBA;

— COBpEMEHHbIE HH(OPMAIIMOHHBIE U
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KOMMYHHUKAI[HOHHBIC TEXHOJIOTHHU, IPUMCHSICMbIC
B paboTe ¢ JOKYMEHTaMH,

— CTPYKTypa OpraHu3aluu, pyKOBOJICTBO
CTPYKTYPHBIX TOJpa3e/iCHH, 00pa3iibl
MOJIIKCEH JIUII, UIMEIOIIMX MPABO MOIHCAHUS 1
YTBEPIKICHHS TOKYMEHTOB,

Y OrpaHUYCHUS 30H UX OTBETCTBEHHOCTH;

— IpaBHJIa PYCCKOTO S3bIKA,;

— TpebOBaHUsA OXPaHbI TPY/IA.

1K 1.8. Odopmitsats
JOKYMEHTBHI I10
JUYHOMY COCTaBy H
OpraHU30BbIBAThH
paboTy ¢ HUMH,

B TOM YHCIIE C
UCIIOJIb30BaHUEM
ABTOMATU3UPOBAHHBIX
CHCTEM

HaBpixkn

OdopmiieHnss JOKYMEHTOB I10 JIMYHOMY COCTaBY U
opraHmauI/m pa60TBI C HUMH, B TOM 4YHUCJIC C
HCIIOJIBb30BAHUECM aBTOMaTI/I3I/IpOBaHHLIX CUCTEM

Ymenus:

— obecrneynBaTh COXPAHHOCTb NIEPCOHATIBHBIX
JTAaHHBIX paOOTHUKOB;

— OpraHu30BbIBaTh JIOKYMEHTOOOOPOT 110
IIPEJICTaBICHUIO IOKYMEHTOB I10 IIEPCOHATY B
rocy/1apCTBEHHbIE OPIaHbl,

— OpraHMU30BBIBATh JOKYMEHTOOOOPOT 0 YUETY
U JIBKCHUIO PA0OOTHUKOB;

— BECTH BOMHCKHH YUET paOOTHUKOB;

— BecTH y4&€T pabouero BpeMeHH pabOTHUKOB,;

— 0(OpMIISATH OPraHU3ALMOHHO-PACTIOPSAUTEIbHBIC
JIOKYMEHTBI 110 TUYHOMY COCTaBY;

— BECTU PETUCTPALINIO, YUET, ONIEPaTUBHOE
XpaHEHHE IOKYMEHTOB 10 JINYHOMY COCTaBY;

— BECTH JOKYMEHTAIINIO, TTOITBEPKIAIOITYIO
CBEJICHUS
0 TPYAOBOM JAEATEIBHOCTH U TPYIOBOM CTaXe
pabOTHUKOB,

— ¢opMHpOBaATH JUYHBIC JieJIa PAOOTHUKOB,

— oopMIIATH JieNIa 10 JIMYHOMY COCTaBY IS
nepeaadu
B apXUB OpraHHU3aIuH;

— paboTaTh CO CHEeIHaIN3UPOBAHHBIMU
nH(OPMAIIMOHHBIMU CHCTEMaMH U 6a3amMu
JTAHHBIX 110 BEJICHUIO YUETA U IBHXKCHHIO
PabOTHHKOB.

3HaHuA:

— HOpMAaTHBHBIE ITPABOBBIE aKThl Poccuiickon
®enepanyu B chepe TPYIOBBIX OTHOIICHUIA;

— JIOKAJIbHbIE HOPMATHBHBIE aKTHI,
perilaMeHTUPYIOLUE TPYAOBbIE OTHOILICHMUS,

— COBpEMEHHbIe HH(OPMAIIMOHHO-
KOMMYHUKAI{MOHHBIE TEXHOJIOTUH, IPUMEHSIEMBIE
B paboTe ¢ JOKYMEHTaMH 110 IUYHOMY COCTaBY;
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— CTPYKTypa OpraHu3aluu, pyKOBOJCTBO
CTPYKTYPHBIX MOJIpa3iesieHuH;

— MpaBuJjIa JIEIONPOU3BO/ICTRA,
— MpaBuJIa PyCCKOTO SI3bIKA;

— STHKA JIEJTOBOr0 OOIICHHS,

— TpeOOBaHUs OXPaHbI TPY/Ia.

IIK 1.9.
Opranun3oBbIBaTh
TEKYIee XpaHCHHE
JIOKyMEHTOB,
00paboTKy aen st
OTIEPATUBHOTO

U apXUBHOTO
XPaHEHUs, B TOM YHCIIe
C UCIIOJIb30BaHUEM
ABTOMATH3UPOBAHHBIX
CHCTEM

HaBbiku

Opranu3zanuy TeKyIero XpaHeHus JOKyMEHTOB,
00pabOTKHU A€ ISl OTIEPATUBHOTO U APXUBHOTO
XpaHEHHsI, B TOM YHCIIE C UCTIOJIb30BAHUEM
aBTOMATH3UPOBAHHBIX CHCTEM

Ymvennsn:

— pa3pabaTbIiBaTh HOMEHKJIATYPY €]l OpraHu3alluu;

— MPOBEPSTH MPABUIBHOCTD OPOPMIICHHS
IIOKYMCHTOB U OTMECTKHN 06 UX UCIIOJIHCHUHN Hepen
ux popMHUpPOBAHUEM B JIE€JI0 JUIS MTOCIETYIOIIErO
XpaHCHHS,

— (GopMHPOBATH Jea, KOHTPOJIUPOBATH MTPABUILHOE
¥ CBOEBPEMEHHOE pacnpe/iejICHUE U MOIIIUBKY
JIOKYMEHTOB B JIeJia B COOTBETCTBHH C
HOMEHKJIATypOil Jen;

— MPOBEPATH CPOKH XPAHEHUS JOKYMEHTOB,
COCTaBJIATH ITPOTOKOJ pabOThI AIKCIIEPTHOM
KOMHUCCHUH 110 ITOATOTOBKC I[OKYMCHTOB K
nepeayue B apxus,

— COCTABJIATH AKT O BBIACIICHUHU K YHI/I‘ITO)KGHI/IIO
IIOKYMCHTOB, HC ITOJIC)KAIIIUX xpaHeHmo;

— COCTaBJIATH aKT 00 YHUUTOKEHUU JOKYMEHTOB;

— OCYIIECTBJISITH TIOJIHOE WJIM YACTUIHOE
odopmIIeHHE [l BpEMEHHOT0, TOCTOSIHHOTO,
JIOJITOBPEMEHHOTO CPOKOB XPaHEHUS;

— COCTaBIIATh OIUCHU J€]1 CTPYKTYPHBIX
MOApa3AeIeHUN MOCTOSIHHOTO, 10JATOBPEMEHHOIO
CpOKOB XpaHCHI/ISI JJIA nepez[atm JCI B apXI/IB
OpraHu3aIuy,

— MPUMEHSATh HHPOPMAIIOHHO-
KOMMYHHKAITMOHHBIE TEXHOJIOTHH MPHU paboTe ¢
JIOKYMEHTaMHU.

3uanus:

— HOPMAaTHBHBIE IIPaBOBbIE aKThl Poccuiickon
®denepanuu B chepe 1eT0mponu3BOICTBA U
apXUBHOTIO JIENIa;

— JIOKaJIbHbIE HOPMATHUBHBIE aKThI,
perIaMEHTHPYIOIINE BEICHUE JACIONPOU3BOICTBA
Y Tiepesiavy J1eJl B apXUB OpraHu3alni;

— BUJII HOMEHKJIATYD J1eJ1, O0IIre TpeOoBaHUS K
HOMEHKJIaType e, MOPSA0K paboThl C HEl;

16




— nopsAa0K hopMupoBaHust U 0HOpMIICHHUS €T,
cnenuduka GOpMUPOBAHUSI OTACITHHBIX
KaTeropui e,

— IpaBWJIa XpaHEHHs JeJl, B TOM YHCJIE C
JOKYMEHTaMH OI'paHHMUYEHHOI'0 J10CTYIIA;

— IpaBHJIa BBIIAYH U UCIIOJIb30BAaHUS JOKYMEHTOB
13 cOPMHUPOBAHHBIX JIE;

— MOPAZOK UCIOIb30BAHUS TUIIOBBIX WIH
BEJIOMCTBEHHBIX IepeuHeil TOKYMEHTOB,
OTIpEIeJICHUs] CPOKOB XpaHEHUS B IIpoIiecce
HKCHEPTHU3BI IICHHOCTU JIOKYMEHTOB;

— BH/IbI ONUCEH J1eJ1 OpraHu3aliy U MOPsIOK
paboThI
C HUMU;

— TpeOOBaHUs OXpaHbI TPYJa.

Opranuzanus
apXHUBHOM pabOTHI
10 JIOKYMEHTaM
opraHu3anun
pa3nuyHbIX HopMm
COOCTBEHHOCTH

I1K 2.1. OcymiecTBiATh
KOMIUIEKTOBAaHUE
ApXUBHBIMH JIEJIAMHU
(TokymMeHTaMu) apxuBa
OpraHu3aluu

HaBbiku

VYyactus B KOMIUIEKTOBAaHUH APXUBHBIMU J€IaMU

(mOKyMeHTaMM) apXuBa OpraHu3aIuu

Ymenus:

— paboTaTh ¢ MoApa3IeIeHUIMU/OpPraHu3alusIMU
HMCTOYHHUKAMH KOMILJIEKTOBAHUS apXHBa;

— MPUHUMATh ApXUBHbIE JIeTIa (TOKYMEHTHI) Ha
IIOCTOSIHHOE MJIX JJOJITOBPEMEHHOE XPAHECHHUE;

— Yy4acTBOBATH B MIPOBEJICHUH IKCIIEPTU3bI
LIEHHOCTH Pa3JIMYHbIX TUIIOB U BUIOB TOKYMEHTOB
B COOTBETCTBUM C BHYTPEHHHUMH PETJIAMEHTAMHU
OpraHu3alnu;

— IPUMEHSTH B pab0Te PEKOMEHIAIIUN IKCIIEPTHO-
MPOBEPOYHON KOMHUCCUU WJTN SKCIIEPTHOMN
KOMHUCCHH OpraHu3aluu;

— IPUMEHSATH MIEPEYHU C YKa3aHUEM CPOKOB
XpaHEeHus el (J0KyMEHTOB);

— co0JIt0/1aTh HOPMATUBHBIE CPOKU XPaHEHUS J1eT
(ITOKyMEHTOB);

— BECTHU YUY€T UCTOYHHKOB KOMILJIEKTOBAHUS apXUBa;

— UCIIOJIB30BaTh MEPEIOBOM OTEYECTBEHHBIN U
3apyOEKHBIN OMBIT MO KOMIUIEKTOBAHUIO apXUBa
nenaMu (TOKyMEHTaMH) MMOCTOSSHHOTO U
JIOJITOBPEMEHHOIO XPAaHECHUS;

— MCIOJIB30BaTh COBPEMEHHBIE
aBTOMATU3HPOBaHHbBIC, TH(OPMAITHOHHBIC 1
TEJIEKOMMYHUKAIIMOHHBIE TEXHOJIOTUH
JIOKYMEHTHPOBAHHBIX c(hep ACATEITHPHOCTH
OpraHu3aIuy.
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3HaHuA:

— HOpPMAaTHBHBIE TPaBOBbIE aKThl Poccuiickoi
®enepannu B chepe 1e10MpOU3BOICTBA U
apXUBHOTO JIeNa;

— HAyYHO-METOJIMYECKUE KPUTEPUU IKCIICPTU3BI
LIEHHOCTHU Pa3JIMYHbIX TUIIOB U BUIOB JIEJ
(1OKYMEHTOB);

— TEOPETUUYECKHE U METOIMYECKUE aCIEKThI
KOMILJIEKTOBAHUS ¥ SKCIIEPTU3bI IIEHHOCTH BCEX
BUJIOB JJOKYMEHTOB;

— BUJIbI, PA3HOBUIHOCTH U (pOpMATHI BCEX BUIOB
JIOKYMEHTOB;

— YHUDUIIUPOBAHHYIO CHCTEMY OpPTaHU3aIIMOHHO-
pacnopsIUTENbHON TOKYMEHTAIINH;

— CTaHAapThl OPOPMIICHUSI OpPTraHU3AIIMOHHO-
pacnopsANTEIbHON JOKYMEHTAIINH;

— CMOCOOBI U TEXHOJIOTHH JOKYMEHTHUPOBAHUS
Pa3IMYHBIX BUJOB MPOQecCHOHATBHON
JIeSATETbHOCTH;

— OpraHu3alMOHHbIC MPUHIIUIIBI KOMILIEKTOBAHUS
Jen (I0KyMEHTOB) OTPaHHYEHHOTO JIOCTYIIA;

— TpeOOBaHUs OXPaHbI TPYya.

[IK 2.2. Bectu yuér
ApPXUBHBIX JEIT
(IIOKyMEHTOB), B TOM
qucie

C HCTOJIb30BaHUEM
ABTOMAaTH3UPOBAHHBIX
cucTeM

HaBbiku

Benenus yuéra apxuBHBIX /1€ (JOKYMEHTOB), B TOM
YHCIIe ¢ UCTIOJIb30BAaHUEM aBTOMATH3UPOBAaHHbIX
cucTeM

Ymenua:

— MOJBH30BATHhCs YUETHBIMH IOKYMEHTAMHU B PaMKax
ANEKTPOHHBIX HHPOPMAIIMOHHBIX CUCTEM
JIOKyMEHTHPOBAHHBIX c(hep NeATeITBHOCTH
OpTraHM3aIuy;

— MOJB30BAThCS CEPTUPHUIIMPOBAHHBIMU
aBTOMATHU3HPOBAaHHBIMU CUCTEMaMU
JIOKyMEHTHPOBAHHBIX c(hep eATeITBHOCTH
OpTraHM3aIH 10 YYETY, perUCTPAIlUU, KOHTPOIIO
nen (I0KyMEHTOB);

— MOJIB30BaTHCsI HHPOPMAIIMOHHO-CIIPABOYHBIMH
CHUCTEeMaMH JJOKYMEHTUPOBAHHBIX cep
JESITENIbHOCTH OpraHU3alluy;

— BECTH CITPABOYHO-TIOMCKOBBIC CPEICTBA K
aApPXUBHBIM JIeNIaM (JIOKYMEHTaMm);

— BECTH yU&T CTpaxoBoro (OoH/Ia apXUBHBIX AeI
(TOKyMEHTOB);

— MPUMEHSTH HOPMATHBHBIE TIPABOBBIE AKTHI,
JIOKaJIbHbIE HOPMATHUBHBIE aKThl OPTraHU3AIUH U
METOINICCKHE IOKYMEHTHI B 00JIacTH y4éTa
apXUBHBIX JIeJ (JIOKYMEHTOB);

18




— BHOCHUTB IPEUI0KEHMSI 10 COBEPILIEHCTBOBAHUIO
METOAMYECKOT0 00eCTIedeHNs yuEéTa Pa3HbIX
BUJIOB JIOKYMEHTOB B JJOKYMEHTHPOBAaHHBIX
cdepax AesITeTbHOCTA OpraHU3aI|H.

3HaHus:

— HOpPMAaTHBHbBIE TPaBOBbIC aKThl Poccuiickoi
@enepannu B chepe 1e10MPOU3BOJICTBA U
apXUBHOTO JIeNa;

— METOJMYECKHE JOKYMEHTHI U HallHOHAIbHbIE
CTaHJApPTHI B 00JIACTH yu&Ta TOKYMEHTOB U
JIOKyMEHTHUPOBAHHBIX cep NesTeIbHOCTH
OpraHu3aIuy;

— OTEYECTBEHHBIE U 3apyOeKHbIC
cepTu(UIMPOBaAHHBIE CHCTEMBbI
aBTOMATH3HPOBAHHOTO YU&Ta apXUBHBIX JIEJT
(1OKyMEHTOB);

— TpeOoBaHuUs K y4E€TY 0C000 IIEHHBIX U
YHHUKAJIbHBIX apXUBHBIX J€J1 (JOKYMEHTOB);

— CPOKH BBITIOJIHEHHSI padoT 1Mo yu€Ty apXHBHBIX
nen (I0KyMEHTOB);

— 0o0mIre MPUHIUIBI YIE€Ta M KOMIUIEKTOBAHHS JETT
(IOKyMEHTOB) OrPaHUYEHHOTO JJOCTYIIA;

— TpeboBaHUs OXpaHbI TPY/a.

1K 2.3. OcyuiecTBisATh
XpaHEeHHE apXUBHBIX
nen (IOKyMEHTOB)

C IMOCTOSTHHBIM CPOKOM
XpaHEHHS U 110
JMYHOMY COCTaBYy

B apXMBE OpraHU3aluu

HaBbikn

Ocy1ecTBIICHHS] XpPaHEHUS apXUBHBIX JEI
(IOKYMEHTOB) C IOCTOSIHHBIM CPOKOM XPaHEHUSI U
1o JII/I‘IHOMy COCTaBy B apXI/IBe OpFaHI/IBaHI/II/I

Ymenus:

— CHCTEMaTU3MUpOBATh JeNa (JOKYMEHTHI);

— pa3MeniaTh apXUBHBIC Jela (JIOKyMEHTHI) Ha
MECTaX XpaHEHUsS B COOTBETCTBUHU C
HOPMaTUBHBIMH TpeOOBaHUSAMU B 001acTH
apXUBHOTO JieJla U YIIPaBJICHUs TOKYMEHTaMU;

— c00J110/1aTh HOPMAaTUBHBIE PEXKUMBI XpPaHEHUS
apXMBHBIX €7 (JOKYMEHTOB) Ha JIFOObIX
HOCHTEJISX;

— MPOBOJUTH MPOBEPKY MOJHOTHI COCTABA
apXUBHBIX JOKYMEHTOB B €JUHHUIIAX XPaHEHUS;

— MPOBOJUTH ONUCAHUE APXUBHBIX J1€]
(TOKyMEHTOB);

— COCTaBJIAThH CIIPAaBOYHO-TIOMCKOBBIE CPEJCTBA K
apXUBHBIM JIeJIaM (JIOKYMEHTaM);

— BECTH YU€T ¥ KOHTPOJIb BbIIaYl ApXUBHBIX JIE]T
(IIOKyMEHTOB) U3 apXUBOXPaHWIUIIA U UX
BO3BpaTa;

— BECTH YUYET ¥ KOHTPOJIb IEPESIAYA JIEIT
(IOKYMEHTOB)
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B TOCY/IapCTBEHHBIN/MYHHUIIUITATHLHBIA aPXUB WITH
Ha WHOE BHEITHEE XpaHEeHHe U mpuéma J1el ¢
BHEIIIHETO XPaHEHUS;

— IPOBOJUTH MOJIUCTHYIO MTPOBEPKY (PU3UUECKOTO
COCTOSIHUS JieJT (JOKYMEHTOB);

— pa3bICKMBATh HEOOHAPYKCHHBIE JIeTIa
(1OKYMEHTHI);

— 3aIUIATh HHPOPMAIIMOHHBIE PECYPCHI apXUBA OT
HECaHKITMOHHUPOBAHHOTO JIOCTYIIA.

3HaHuA:

— HOpPMAaTHBHBIE TPaBOBbIE aKThl Poccuiickoin
®enepanyu B chepe AeT0NPOU3BOICTBA U
apXUBHOIO J1€11a;

— HOpMAaTHBHbIE IIPABOBBIE aKThl Poccuiickon
®enepaunu B 006JacTH UHPOpPMALIKH,
MH(POPMALIMOHHBIX TEXHOJIOTUH, 3aIIUThI
MH(}OpPMaLIUU U IEPCOHATIBHBIX JAHHBIX,
uu(ppoBoi TpaHchopMaLnu;

— HOpMAaTHBHBIE ITPABOBBIE aKThl Poccuiickon
®enepanyu B 00:1acTH KOH(DUICHIUAIBHOCTH
nHpopManuu;

— MpaBUJIa XpaHEHUs JeJl (JIOKyMEHTOB) B
COOTBETCTBUU C UX TUIIAMH;

— NOpsoK GOpMHUPOBAHUS TOKYMEHTOB B
KOMIUIEKTBI, TPYIIIIbI, TUIIBL;

— TpeboBaHus K 0(pOPMIIEHHIO I0TOBOPOB Ha
pealin3alnio eIy BHEIIHETO XpaHEHHUsI J1eN
(TOKyMEHTOB);

— CPOKHU BBINIOJIHEHUS paloT;

— TpeOOBaHUs K yCTAaHOBJICHHBIM HOpMaM
BbIPa0OTKY;

- Tpe60BaHI/I$I OXpaHbI TpyHAa.

[1K 2.4. OcyuiecTBisTh
XpaHEHHue,
KOMIUIEKTOBaHUE, YYET
Y UCIOJIb30BAaHUE JIET
(TOKyMEHTOB)
BPEMEHHOI'O XpaHEHUs

Hasbiku

ObecnieueHus XpaHeHHs!, KOMIUIEKTOBAaHUS, yuéTa U
WCIIOJIb30BaHUS 1)1 (IOKYMEHTOB) BPEMEHHOIO
XpaHeHus

Ymenusn:

- OpFaHI/ISOBBIBaTB nu O6€CHC‘-II/IBaTI> XpaHeHI/Ie pi(SA) |
(IOKyMEHTOB) BPEMEHHOI'O XpaHEHUS
OpraHu3alyu B TPAJAULIMOHHOM U B 3JIEKTPOHHOM
BUJIE;

— KOHTPOJUPOBATH Pa3pabOTKy CTPYKTYPHBIMU
MOApa3AeICHUSIMHU OIUCEH U aKTOB O BBIJCIICHUH
Ha YHUUTOXXEHUE JieJT (JOKYMEHTOB) BPEMEHHOIO
XpaHeHI/IH B Tpa)II/IHI/IOHHOM U B E)J'IeKTpOHHOM
BHJIE;

— ¢$hOopMHPOBATH €TMHUIIBI XPAHEHUS TOKYMEHTOB
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JUTSL UX TIOCJICIYIOIIETO Pa3MEIICHHS B ApXUBE
OpraHu3aIny;

— COCTaBJIATH CITPABOYHO-TTOMCKOBBIC CPEICTBA K
apXUBHBIM JIeJIaM (JIOKYMEHTaM);

— OCYIIECTBJIATH TIOUCK e (JJOKYMEHTOB)
BPEMEHHOT'O XpaHEHUs B TIPOIECCE UX XPAHCHHUS B
CTPYKTYPHBIX TIOJJpa3/ICIICHUSIX U apXUBE
OpraHu3aIum,

— OCYIIECTBJIATH METOJNYECKOE PYKOBOJICTBO
OpraHu3aIuei XpaHeHus Jel (JOKYMEHTOB)

B CTPYKTYPHBIX TIOAPA3ICIICHHUSIX OPTaHN3aIHH;

— OKa3bIBaTh CTPYKTYPHBIM IOJIpa3/ICICHUIM
MPAKTUYECKYIO TTOMOIIh B OPTaHU3AINH XPaHEHUS
Jien (IOKYMEHTOB);

— pa3pabaTrbIBaTh CIPABOYHO-HHPOPMAIIIOHHBIC
JIOKYMEHTBI 110 OPTaHU3AIMH UCIIOJIE30BAHUS JEIT
(ITOKyMEHTOB) BPEMEHHOTO XPaHEHHSI B
CTPYKTYPHBIX TIOJIPA3/ICIICHUSX H apXUBE
OpraHu3aIuy;

— MPOBOJIUTH IKCIIEPTU3Y IIEHHOCTH JIEI
(ITOKyMEHTOB) BPEMEHHOT'O XPaHEHUS,
NEPEaHHBIX B APXUB;

— ONpeAeTATh CPOKU XPAHEHUS JieN (JOKyMEHTOB)
BPEMCHHOT'O XpaHCHUS;

— o0ecreyuBaTh 3alIUTY /1€ (TOKYMEHTOB)
BPEMEHHOI'0 XpaHCHHUSI B OPraHU3aliy OT
HECaHKIIMOHUPOBAHHOTO JOCTYIIA UITH
VHHUYTOKCHUS;

— MPOBOJUTH PUINUYECKOE YHHUTOKCHUE JCIT
(TOKYMEHTOB) BPEMEHHOTO XPaHCHHSI C
MCTEKIITNMH CPOKaMH XPaHEHHUS MOCIe
COTJIACOBAHUS CO CTPYKTYPHBIMHU
MOIpa3/ICJICHUSIMUA OpTaHU3aITIH;

— 0pOpMIIATH YUETHBIE TOKYMEHTHI 00
YHHUTOKEHUU el (IOKYMEHTOB) BPEMEHHOTO
XPAaHEHUS C UCTEKIIIUMHU CPOKAMHU XPaHCHUS
COBMECTHO CO CTPYKTYPHBIMH MOAPA3ICICHUSIMH
OpraHHU3aIy.

3uanus:

— HOPMAaTHBHBIE IIPaBOBbIE aKThl Poccuiickon
®enepannu B chepe 1eT0mponu3BOICTBA U
apXUBHOIO JIEJIa;

— HOPMAaTHBHBIE IIPaBOBbIE aKTbl POCCUiCKON
denepanuu B 001aCTH 3aITUTHI TEPCOHATBHBIX
JTaHHBIX;

— HOpPMAaTHBHBIE ITPABOBBIE aKThl Poccuiickon
®denepanuu B 001acTH KOHPUICHITUATEHOCTH
uH(popMaLnu;
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— MCTOANYCCKUC NOKYMCHTLI 1 HAITUOHAJILHBIC
CTaHAapThI B 00JIACTH JICJIONPOU3BOJICTBA U
apXUBHOTO JIeJIa;

— METOJMKa pa3paboTku (HopM YUETHBIX
JOKYMCHTOB B TPaJUIITUOHHOM U B 3JICKTPOHHOM
BUJIC;

— MpaBWJIa CUCTEMAaTU3AIUH U KIacCUUKAIIH
JIOKYMEHTOB;

— 0COOEHHOCTH OpTaHM3AIH XPAHCHUS JeIT
(ITOKYMEHTOB) Ha Pa3JIUYHBIX HOCUTEIIAX;

— KPUTEPUU ONPEIeIICHHS [ICHHOCTH A
(IOKYMEHTOB) AJis JadbHEHIIIErO XpaHEeHUs UK
YHUYTOKCHUA,

— TpeOOBaHUs K MPOIeccaM YHUUTOKCHHUS
nH(pOpMaLIUU B TPAJTULIUOHHOM U 3JIEKTPOHHOM
BUJIC;

— TpeOOBaHUs OXPaHbI TPY/IA.

IIK 2.5. Ocy1ecTBasTh
UCIIOJIb30BaHUE
APXUBHBIX JICIT
(ITOKyMEHTOB), B TOM
qHcIe ¢
HCIIOJIb30BaHHEM
ABTOMATH3UPOBAHHBIX
CUCTEM

HaBbiku

Ocy1iecTBIIeHUS UCIIOJIB30BAHUS APXUBHBIX 1€
(IOKYMEHTOB), B TOM YHCJIE C UCIIOJIb30BAaHUEM
ABTOMATU3HPOBAHHBIX CHCTEM

Ymenus:

— CHCTEMaTU3HUPOBATh U 0000IaTh CBEICHUS O
COCTaBE U COJCPKAHUN apXHUBHBIX JET
(1OKyMEHTOB);

— HCIOJIH30BaTh HHPOPMAIIMOHHBIC TEXHOJIOTHH B
00J1aCcTH CO37]aHUs CIIPABOYHO-TIOUCKOBBIX
CpPEeZICTB apXuBa U JOKYMEHTHPOBAHHBIX Cep
JeSITeTIHHOCTH OpTaHU3aIlnHg;

— (hopMupOBaTH OCHOBHBIE M BCTIOMOTaTEIbHEIC
BUJIbl ADXHUBHBIX CIIPABOYHHKOB B DJICKTPOHHOMN
hopme;

— MOATOTaBIUBATh UH()OPMALIMOHHBIE JOKYMEHTHI
T10 3aIIpocaM IO0JIb30BaTeNeH Pa3InYHbIX
KaTeropuil.

3Hanusn:

— HOPMAaTHBHBIE IIPaBOBbIE aKThl Poccuiickon
®denepanuu B chepe IeI0mpoOnu3BOJICTBRA;

— HOPMAaTHBHBIE IIPaBOBbIE aKThl Poccuiickon
denepannu B 00JaCTH 3aIIUTHI TEPCOHATBHBIX
JaHHBIX;

— METOJMYECKUEe JOKYMEHTHI B 00JaCTH
UCIIOJIb30BaHUs U MYOJIMKAIIMKA apXUBHBIX JIElT
(IOKYMEHTOB);

— ceptuduIpoBaHHbIe HHPOPMAITUOHHO-
MTOMCKOBBIE CUCTEMBI B 00JIaCTH pa3pabOTKU
Hay4YHO-CIIPABOYHOTIO arnapara
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JIOKyMEHTHPOBAHHBIX c(hep NesATEeIbHOCTH
OpraHu3aluy;
— CPOKHU BBINOJIHEHUS PabOT 10 OpraHU3aIiH
MCIOJIb30BAaHUs apXUBHBIX €I (JIOKYMEHTOB);
— OpraHu3alMOHHbIE IPUHIIMIIBI UCIIOIb30BAHUS
JIOKYMEHTOB OTPaHUYEHHOI0 JI0CTYIa;

- Tpe6OBaHI/I$I K IIOATOTOBKE apXMBHBIX CIIPABOK U
BBIIIMCOK U3 apXHUBHBIX JOKYMCHTOB,

— TpeOOBaHUs OXpaHbI TPY/a.

OcBoeHue BHUJIOB
paboT IO OJHOHN WM
HCCKOJIBKUM
npodeccusam

I1K 3.1 Beinonnenue
pabot o npodeccun
25474 TlaciopTuct

HaBbiku:
-YMmenue npodeccrnoHaIbHO BECTH
OpTraHHU3AI[IOHHOE " nH(pOPMaITMOHHOE

O6CJ'Iy>KI/IBaHI/Ie PYKOBOOUTEIIA, BJIAACTh HE TOJBKO
MAIIMHOIIMCBIO, HO H paGOTaTb Ha KOMIIBIOTCPC,
ITIOJIB30BAaTbhCA COBpeMeHHOﬁ OpFTGXHPIKOfI, 3HaTb
OCHOBBI JICIIOBOM KYJIbTYPBI u IICUXOJIOTNH
O6IJ.I€HI/I${, HUMCTb BO3MOKHOCTb BC€CTH IICPETOBOPLI
Ha HHOCTPAHHOM A3bIKC

YMmenus:

-IIPUHUMAaTh HA PETUCTPALMOHHBIA y4eT IPpaKIaH
PO

-0(hOpMIIATH PETUCTPALIMOHHBIEC KAPTOUKHU WU
oopMIIATh OaHK JaHHBIX yueTa rpaxkjaaH PO

-OTIPABJIATH UCIIOJIHCHHYIO JOKYMCHTAIHIO 110
azpecam

-BCCTHU Y4eT HOquaCMOﬁ n OTHpaBHHCMOﬁ
KOPPCCIIOHACHIIMKY, CUCTCMATU3UPOBAThL U XPAHUTH
JOKYMCHTHI TCKYLICT'O apXHUBa

-[IOATOTABJIMBATh u CllaBaTh B apxuB
JOKYMEHTaJIbHbIE MaTepHallbl, 3aKOHUYEHHbIE
JIEJIONPOU3BOJICTBOM, PErHMCTPALIMOHHYIO KapTOTEKY
WM KOMITbIOTEpHBIE OaHKU JaHHBIX

-COCTaBIIATh ~OMHUCU  JIeJ, TIepeJaBacMbIX Ha
XpaHeHHE B apXuB, OOECIEYMBATH COXPAHHOCTH
MIPOXOASAIICH CITy>)KeOHON JOKYMEHTAIIH!

-BJIAJIETH CUCTEMOH AIEKTPOHHOTO
JIOKYMEHT000O0poTa
3HaAHUA:

-HOPMAaTHUBHBIE  IPABOBBIE  aKThHI, IIOJIOKCHMS,
WHCTPYKLUHU, JPyrue PyKOBOIAIIME MaTepuaibl U
JOKYMEHTBl 110  BEACHUIO  JCIIONPOU3BOACTBA
MacIopTUCTA

-CUCTEMY IIEpCOHAIIBHOIO yuyeTa rpaxaad PO

-IIOPAAOK KOHTPOJIA 3a MPOXOXKIACHUCM CJ'IY)KC6HBIX
JOKYMCEHTOB U MaTC€pUuajioB

-[IpaBuJia SKCILTyaTalluu BBEIYHCIIUTENLHON TEXHUKHT
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-TpaBUjia U HOPMbI OXpaHbl TpyAa

-IpaBujia BHYTPEHHETO paclopsiaka

[1K 3.2 BemonHenwue
pabot o npodeccun
26353 Cexkperapsb -

MalllMHUCTKA

HaBbiku:

BBIITOJTHCHUE TEXHHYECKUX byHKIHI o
00€eCIeYeHUI0 u 00CITy’)KUBaHUIO paboThI
PYKOBOAMTENS ~ OpraHW3allMd,  CBA3AaHHBIX  C

MOJITOTOBKOM, XpaHEeHHEM, 00pabOTKON C MOMOIIBIO
CPEICTB OPraHMW3allMOHHON TEXHHKH, HEOOXOIMMON
MH(OPMAIIMHU U IOBEICHHUEM €€ J0 MoTpeOuTes

YMmenuns:

CocraBnsiTh, peAaKTUPOBATH U 0OHOPMIIATH
OpraHU3alMOHHO-PACTIOPSAUTEIHHYIO
JOKYMEHTAIUIO, CO3JaBAEMYI0 B OpraHU3alINH,
coriacHo TpeboBanusaM ["ocymapcTBEHHBIX
cranaaptoB (I'OCT) no opopMieHHIO TOKYMEHTOB C
MICTIOJIb30BaHNEM COBPEMEHHBIX BUIOB
OpraHU3alMOHHON TEXHUKH

OCyHIeCTBJIﬂTI) IMOATOTOBKY ACI K II€peaavc Ha
APXUBHOC XpaHCHUC.

BrIinmonsaTe MalIMHONKUCHBIC pa6OTBI paanquﬁ
CTCIICHU CJIOXKHOCTH.

Koopaunuposats padoty oduca (mpueMHOR
PYKOBOJUTEIIS), OPraHU30BbIBATh IPUEM
IIOCETUTEIICH.

OpraHn3oBBIBaTh pabouee MECTO CeKpeTaps u
PYKOBOAUTETIS.

Ocy1iecTBIATh HOATOTOBKY JI€IOBBIX OE30K
(KOMaHAMPOBOK) PYKOBOJUTENS U IPYTUX
COTPYJHUKOB OpraHHU3al1H.

3HaAHUA:

[ToHnMaTh CYIIHOCTh M COLMAIBHYIO 3HAYHMOCTH
Oyaymeit  mpodeccun,  TOpOSBIAATH K He
YCTOWYUBBINA UHTEPEC.

AHanM3UpOBaTh pabOUyIO CUTYAITUIO, OCYIIIECTBIISATh
TEKYIIUH U UTOTOBBI KOHTPOJIb, OLICHKY H
KOPPEKIMIO COOCTBEHHO NeATETbHOCTH, HECTU
OTBETCTBEHHOCTb 32 Pe3yJbTaTbl CBOEH pabOTHI.

Hcnonb3oBaTe HHPOPMALMOHHO-
KOMMYHHKAIIMOHHbIE TEXHOJIOTUH B
npodeccuoHaIbHOM e TeTbHOCTH

Paborats B komaH e, 3((HEeKTUBHO 00IIATHCS C
KOJIJIETaMH, PYKOBOJICTBOM, KIIMEHTAMHU
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Pa3nen 5. Ctpykrypa o0pa3oBaTesibHOI IPOrpaMMbl

5.1. Y4eOHBIH JIaH

5.1.1. YueOHblii ni1aH M0 NporpaMMe NOAroTOBKH ClielHaJIncTOB cpeanero 3seHa (IIICC3)
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5.2. KanennapHblii yueOHbIH rpauk mo nporpaMme noAroTOBKHU CIENHAJTUCTOB CPeIHEr0 3BeHa

KanexaapHplit y4eOubii rpadivk.
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5.3. PaGouasi nporpaMmMa BOCIIMTAHUS

5.3.1. llenu u 3aga4u BOCIIUTAHUS OOYYAIOIIUXCS TP OCBOSHUHU MU 00pa3oBaTesIbHON
MIPOrpaMMBI:

Lenb paboueil mporpaMMbl BOCIIUTAHUS — CO3/IaHUE OPTaHU3AlMOHHO-TIEAArOTHYECKUX
ycioBui Juisi () OPMUPOBAHUS JIMYHOCTHBIX PE3yJIbTaTOB OOYYAIOIIMUXCS, MPOSBISIOMIUXCS B
Pa3sBUTHM MX TO3UTHUBHBIX YYBCTB M OTHOLICHMH K POCCHHCKUM TpaxIaHCKUM (0a30BbIM,
oOLIeHallMOHANIBHBIM) HOPMaM U LEHHOCTAM, 3akpelUi€HHbIM B Koncturymuu Poccuiickoit
Oenepanyiy, ¢ y4eToM TPAIUIMA U KyIbTyphl cyObekTa Poccuiickoit denepamuu, AETOBBIX
Ka4ecTB  KBAJTM(PHUIMPOBAHHBIX  pabOYMX, CIY)KaIIMX/CHEIHAIUCTOB  CpPEIHEro  3BEHa,
OTIpeIeNIEHHBIX OTPACiIeBBIMHU TPEOOBAHUAMHU (KOPIIOPATUBHOM KYJIbTYPOiA).

3amaun:

— (opmupoBaHMe €AMHOrO BOCIUTATEILHOIO MPOCTPAHCTBA, CO3JAIOLIETO paBHBIC
YCIIOBUS AJIsL Pa3BUTHUS 00ydaroumxcs npodeccuoHalibHOM 00pa3oBaTeIbHON OpraHu3aIuy;

— oOpraHuzanusi BCEX BHUJOB JEITEIbHOCTH, BOBJIEKarollell oOydaroumuxcs B
00LIECTBEHHO-IEHHOCTHBIE COLIMATTM3UPYIOLNE OTHOILICHUS;

— ¢dopmupoBaHKEe y 00yJaromuxcs npohecCHoHabHOW 00pa30BaTeNbHON OpraHU3auu
00LIMX [IEHHOCTEH, MOpPaJIbHBIX U HPABCTBEHHBIX OPUEHTUPOB, HEOOXOUMBIX JUIsl YCTOMUHUBOTO
Pa3BUTHUSI TOCY1APCTBA;

— YyCHIIGHHE BOCIUTATEIIbHOTO BO3JEHCTBUSI Onaromapsi HEMpephIBHOCTU Mpoliecca
BOCITUTAHUS.

5.3.2. Paboyas nporpamMma BOCIIMTaHUS MIPEACTABICHA B PUIIOKCHHH 3.

5.4. KanenapHblii n1aH BOCIIUTATEIbHON paOOThI

KanenmapHslii naaH BocnuTaTeIbHON paObOTHI MIPEICTABICH B MIPUIIOKEHUH 3.

Pa3neu 6. Yciaosus peaanzanuu 00pa3oBaTebHON MPOrpaMMbl

6.1. TpeOboBaHusi K MaTepHATBLHO-TEXHUYECKOMY OOECIEUeHHI0 00pa3oBaTeIbHON
IIPOrPaMMBbI

6.1.1. CnenmanbHble TOMEIIEHUS T0JIKHBI PEJICTABIATh COO0H yueOHbIE ayAUTOPUU IS
IIPOBEJCHUS 3aHATUN BCEX BMJIOB, IPETYCMOTPEHHBIX 00pa30BaTeIbHOM MPOrpaMMOil, B TOM
qycJie TPYNIIOBBIX U WHAMBHUIYAJIbHBIX KOHCYJIBTALUN, TEKYIETO KOHTPOJIL U IIPOMEKYTOUHOU
aTTecTallid, a TaKXe I[IOMEIIeHUs JMJIs CaMOCTOSTEIbHOM W BOCIUTATENbHON paboThI,
MacTepckiue H JabopaTOpHUM, OCHAIlEHHbIE OOOpYAOBAaHHEM, TEXHHYECKUMHU CpeACTBaMHU
0o0y4eHHUs U MaTepuaiaMy, yYUTHIBAIOIIUMHU TPeOOBaHUS MEKYHAPOIHBIX CTaHIapPTOB.

IIepeyensb cnnenMaabHbIX MOMEIEHUI

KaOunersi:

COLIMAJIbHO-D)KOHOMHUYECKUX U YIPABICHUYECKUX AUCLIHILINH;

MHOCTPAHHOTO s3bIKa B MPO(eCcCHOHAIbHON 1eATENbHOCTH;

PYCCKOTO sA3bIKa B MPO(ECCHOHATBHO e TETbHOCTH;

MpaBoOBOTO obecreueHus MpodhecCHOHATHHOM IeATeTbHOCTH;

JOKYMEHTAI[MOHHOTO 00ECTIeYEeHHUs YIIPaBICHHUS;

apXUBOBE/ICHUS;

npo¢eCCHOHATLHON 3TUKU U OCHOB JIEJIOBOTO OOIIEHMS;

OpraHM3allK CEKPETapCKOro 00CTyKUBAHUS;

0€30MaCHOCTH KU3HEACATEILHOCTH;

METOINYECKHUH.



JlabopaTopumn:

KOMIIbIOTEPHON 00pabOTKH TOKYMEHTOB;
I/IH(l)OpMaI_[I/IOHHLIX U KOMMYHHUKAIIMOHHBIX TCXHOJIOI PII>’I,
apXUBHOTIO J1eN1a;

opranu3zanu paboThl ¢ JOKYMEHTaMH;

CHCTEM 3JIEKTPOHHOT'O JOKYMEHTOO00POTa;

yueOHasi KaHIIeSpHUsL.

o 2
CHOpTI/IBHLII/I KOMIIJIEKC .

3aJIbl:
— OMOIMOTEKA, YUTAIBHBIN 3aJT C BEIXOJIOM B HHTEPHET,
— aKTOBBIM 3aI,

U J1p.

6.1.2. MarepuaabHO-TEXHHUECKOE OCHAIlCHUE KaOMHETOB, JIA0OpAaTOPHi, MACTEPCKUX U
0a3 npaktuku no crenuanbHocTH 46.02.01 JlokyMeHTallMOHHOE OOecreueHue yIpaBiIeHUs U
apXUBOBECHHUE.

OO6pazoBaTenbHasi OpraHu3alys, peain3yollas nmporpamMmy 1o crnenuainbHoctu 46.02.01
JlokyMeHTaluoHHOe oOecrieyeHne YIpaBIeHUS M apXWBOBEICHHE, JOJDKHA pacroiiaratb
MaTepualbHO-TEXHUYECKOM  0a3oi,  oOecreuuBaronlel  NpoBEAEHME  BCEX  BHJIOB
TUCIUIIMHAPHON U MEXIUCIUIUIMHAPHON MOATOTOBKH, J1a00paTOpHOIl, MPaKTUYECKOi paboTh
00y4aromuxcst, MPETyCMOTPEHHBIX YYEOHBIM IIJITAHOM M COOTBETCTBYIOIIEH JEHCTBYIOIINM
CaHUTAPHBIM U MPOTHUBOMOXKAPHBIM NpPaBUJIAM M HOPMaM B pa3pe3e BHIOPAHHBIX TPACKTOPHUI.
MunumanibHOo HeoOxomumblii st peanmzanuu OOIl mepeueHb MaTepuaIbHO-TEXHUYECKOTO
oOecrnevyeHus, BKIIIOUaeT B ceOs:

6.1.2.1. OcHamieHre KaOMHETOB

Kabuner «ConuanbHO-25KOHOMUYECKUX U YIIPABICHUECKUX JUCHUTIIIMHY.

7
Ne | HanmeHnoBanue o60py)1013aH1/1;13 TexHudeckoe onmcanme

| Cneuuajau3upoBaHHas Medeb H CUCTeMbl XpPAHEHUsI

OcHoBHOe 000pynOBaHHNe

1 | paGoume cTOI U CTYN IO KOJIMYECTBY 00YUAIOLINXCS

2 | pabouee MeCTO IpenogaBaTess

Il Texunueckue cpeacTaa

OcHoBHOe 000py/I0BaHHE

1 | mepcoHanbHBIA KOMIBIOTED

IIPUHTED

2

3 | mpoekTop

4 | UHTEepaKTUBHAs MPUCTABKA K JJOCKE WK MHTEPAKTHBHAS
JOCKa

KaGuner ((I/IHOCTpaHHOFO sA3bIKA B HpO(beCCHOHaHLHOﬁ ACATCIIBHOCTH

No ‘ HanmenoBanue O60py210BaHI/I$I5 ‘ TeXHUIECKOE OIHCAHIE"

| CnenuanusupoBaHHas Mebesib M CHCTEMbl XpaHeHHs

OcHoBHOe 000py/10BaHKE

1 | paGoume cTon u cTyN MO KOMMYECTBY 06YUAIONIMXCS ‘




2 | paGouee mecTo mpenosaparess

Il Texunyeckue cpeacraa

OcHoBHOe 000opyr0OBaHHe

1 | mepcoHanbHBINA KOMIBIOTED

IIPUHTED

2

3 | IpoeKTop

4 | MHTEepaKTUBHAs MPUCTABKA K JOCKE WJIM MHTEPAKTHBHAS
J0CKa

JlonosiHuTe/ILHOE 000PYI0BaAHUE

Kabuner «Pycckoro si3pika B Mpo(heCCHOHAIBHON AEITEIbHOCTH

7 8
Ne | HanmeHoBaHue 000py0BaHUs | Texuuueckoe onucanue

| CHeIIHaJ'[Hfin()BaHHaﬂ Me0eIb H CHCTEMbI XPaHECHUSA

OcHoBHOe 000pyr0BaHHe

1 | paGoume CTON U CTYN O KOJIMYECTBY OOYJAIOLTHXCS

2 | pabouee MECTO MpernoaaBaTest

JlonoJTHUTEIbHOE 000PYI0BaHHE

Il Texunyeckue cpeacTaa

OcHOBHOE 000py/10BaHHE

1 | mepcoHanbHBIN KOMIBIOTEP

MIPUHTEP

2

3 | mpoekTop

4 | MHTEepaKTUBHAS MPUCTABKA K IOCKE MJIM HHTEPAKTHBHAS
J0CKa

Kabuner «IIpaBoBoro obecrieuenus npodeccuoHaIbHOMN 1eATETbHOCTH Y.

T
Ne | HanmeHnoBanue 060pyn0BaHHﬂ9 TeXHHYECKOE OIHCAHHE -

| CnenuanusupoBanHasi Mebesib M CHCTEMbI XpPaHEeHHs

OcHoBHOe 000py/10BaHNE

1 | paboune cTOJ U CTYI MO KOJIMYECTBY 00YHAIOIIUXCS

2 | pabouee MeCTO mpenogaBaTess

JlonoyiHUTEeIbHOE 000pY/I0BaHHE

Il Texunueckue cpeacTaa

OcHoBHOe 000py/I0BaHHE

1 HepCOHaJ'IBHHﬁ KOMIIBIOTCP

IIPUHTED

2

3 | mpoekTop

4 HWHTCpPAaKTUBHAA MPHUCTABKa K JJOCKC UJIM MHTCPAKTUBHAA
J0CKa

Kabuner «JlokyMeHTaIIMOHHOTO O0ECTICUSHUS YIIPABIICHUS

11 17
Ne | HaumenoBanue 060pyaoBanus TexHn4eckoe onucanue

| Cneuuajau3upoBaHHas Medeb H CUCTeMbl XpPAHEHUsI

OcHoBHOe 000pynOBaHHe

1 | paboune cTOJI U CTYI MO KOJIMYECTBY O0YUaIOIUXCSI

2 | pabouee MeCTO NpenogaBaTess

3 CHUCTCMbI XpaHCHU OCII B yqe6H0171 KaHICIIApUU




JlonoJiHUTeIbHOE 000pY/I0BaHHE

Il Texunyeckue cpeacraa

OcHoBHOe 000opyr0OBaHHe

HepCOHaﬂbHBIﬁ KOMITIBIOTEP

npuntep/MOY

ckanep/ MDY

KOIMPOBaIbHBIN anmapat/MOY

IIPOEKTOP

OO IWIN|F-

HUHTCpaKTUBHAA IIpUCTaBKa K JOCKC HWJIM HWHTCpaKTHBHAs
JOCKa

Kabuner «bezonacuocTu KUBHCACATCIIBHOCTH .

I
Ne | HaumeHOBaHHE 060pY/IOBAHUS | Texnmueckoe onncanue™

| ClIeIII/IaJ'[I/IfiI/IpOBaHHaH Me0eIb H CHCTEMbI XPaHECHUSA

OcHoBHOe 000py10BaHHe

1 | paGoume CTON M CTYJ MO KOJIMYECTBY OOYJAIOLIIXCS

2 | paboyee MECTO MpernoaaBaTes

3 | nmporuBoras ['TI-7

4 | pecniupatop P-2

5 | 3amuTHBINA KOocTIOM JI-1

6 | 0OIIeBONCKOBOI 3aIIUTHBIA KOCTIOM

7 | 001IEeBOKWCKOBOM MPUOOP XUMHUUYECKON Pa3BEIKH

8 | kommac-azumyT

9 | uHAMKATOp PaOAaKTUBHOCTH

10 | mamuBUAyanbHBIN niepeBsi3ounbiid maketr UIITT-1

11 | KryT KpOBOOCTaHABIMBAIOLIUIT

12 | anTeuka unguBuayanpHas 1. AV-2

13 | KOMIUICKT MIPOTHBOOKOTOBBII

14 | unguBuayaneHbI npotuBoxumudecknii naketr UITIT-11

15 | cymka canuTapHas A OKa3aHUs IEPBOM TOMOIITH
noapazaenenusm cui ['O (mpukas Ne 611 ot 08.02.2013)

16 | HOCHIIKH ILIAIIEBBIE

17 | Tpenaxx€p-MaHEKeH B3pOCIOT0 MOCTPAIaBIIErO

«Anekcanap-2-0.1» (romoa, Topc) (MM €ro aHaor) s
0TpabOTKH MIPUEMOB CepICUHO-IErOYHON peaHUMaLuu (COo
CBETO3BYKOBBIM UHAMKATOPOM)

18 | crena-yronok MapkepHsblii «TexHHKa 6€30MaCHOCTH.
VYerpoiictBo, cOopka u pazdbopka aBromara AK-74.
Hopmatusbi»

19 | crena «IIpubopsl paiuaioOHHON U XMMUYECKON pa3BEIKN»

20 | maker aBromata KanmamnukoBa (cO0pHO-pa300pHBIii)

21 | y4eOHO-TpEHUPOBOYHBIN KOMIUIEKC OTHEBOW MOJATOTOBKU
Crpenen-1/AK (maccorabaputhbiii maket AK) umm ero
aHaJjor

22 | crenn «Oprann3annoHHas CTPYKTypa BoopykE€HHBIX chit
Poccuiickoit denepanuny

B Cmmcox 0GopymoBaHHS TONMONHSETCS 0GPa3oBaTENbHOM OpraHm3amueil npu (OPMUPOBAHHH OCHOBHOI
npodeccronabHOI 00pa30BaTENLHOM NPOrpaMMBL.
! Texunueckoe onucanue 1aeTcs 06pa3OBATENLHON OPraHU3aIHel CAMOCTOSTENHHO IPH (POPMHUPOBAHHE OCHOBHOI
npodeccronabHOI 00pa3oBaTeNbHOM MPOrpaMMBI.




23 | creng «CpencTBa MHAMBHIYaTbHON M IPYNIIOBON 3AIIUTHDY

24 | crenn «CpeacTBa 3aluThl OPTraHOB JIBIXaHUS
(MHAMBUYaTbHBIE CPEJICTBA 3AIIUTHI )

25 | crenna «YcTaBbl. 3aKOH BOGHHOU Ci1y»Obl. BoeHHast
TIPHUCSITA»

26 | MarHUTHO-MapKepHas ocka «MakeTbl yOeKuII] 1
MPOCTEUIINX YKPBITHIN» C KOMIUIEKTOM (hosinii 1
TEMaTH4YE€CKHX MarHUTOB

Kabouner «MeTOIUYECKUI.

15 16
Ne | HaumeHnoBanue o00opyoBaHus | Texnuueckoe onucanue

| CHeIIHaJ'[Hfin()BaHHaﬂ Me0eIb H CHCTEMbI XPaHECHUSA

OcHoBHOe 000opy10BaHHNe

1 | paGoyee MECTO MO KOJIUYECTBY METOAMCTOB

2 CUCTCMbI XPpaHCHUA y‘Ie6HO-MeTOHHq€CKOﬁ JOKYMCHTAaIlU

JlonoJiHUTeIbHOE 000pY/I0BaHHE

Il Texunueckue cpeacraa

OcHoBHOe 000py/10BaHHE

1 | npuntep/MOY

2 | ckaaep/ MDY

3 | xonupoBanbHbIi anmnapat/MOVY

6.1.2.2. OcHalieHue MMOMEIICHUH, 3a]eICTBOBAHHBIX npu OpraHu3alu
CaMOCTOSITSIILHOM M BOCITUTATEIILHOU PabOTHI.
Kabuner «bubnnoTeka, YuTaIbHBIN 3aJ1 C BEIXOJOM B HHTCPHET)

17 T
Ne | HaumenoBanue 060pyaoBanus TeXHHYEeCKOE OIHCAHHE -

| OcHoBHOE 000pyIOBaHHE

1 | pabouee mecTo OubIMOTEKAPS

2 | cremtaxxu OMOJIMOTEYHBIC ISl XPaHCHUS

3 | cremnaxku OMOIMOTEYHBIE JEMOHCTPALIMOHHBIC

4 | paboune CTONBI ¥ CTYNbS ISl O0yYarOIINXCs

Il Texnnueckue cpeacTBa (npu Heo6xX00UMOCMU)

OcHoBHOe 000pynOBaHHe

NepCOHAIbHBIN KOMIbIOTEp (pabouee MecTo 6ubIHOTEKAps)

NEPCOHAIBHBIC KOMIIBIOTEPHI JJIA 06yqafonmxcs[

npuntep/MOY

ckanep/ MDY

KOMUPOBaNbHBIH annapat/MOY

IIPOEKTOP

N[OOI~ WIN| -

HUHTCPAKTUBHAA MPHUCTABKA K JJOCKC UJIM MHTCPAKTUBHAA
JOCKa

8 | MOCTYII K 2JIEKTPOHHBIM OMOTMOTEIHBIM CHCTEMAM

6.1.2.3. OcHamenue 1abopatopuit
JlabopaTtopus «KoMIbroTEpHON 00pabOTKH JOKYMEHTOB).

Ne ‘ HaunmenoBanue O6Opy,ZLOBElHI/I$Il9 ‘ Texuuueckoe OHI/ICB.HI/IGZO

| CneunanusupoBanHasi MeGeJib M CUCTEMbI XPaHEHUS (npuU He0OX0OUMOCmU)




OcHoBHOe 000opyrOoBaHHe

1 | paGoune CTOI M CTYJ MO KOJUYECTBY OO0 yJArOIIMXCS

2 | pabouee MeCTO IpenogaBaTess

3 | mapkepHas J10CKa

JlonosiHuTe/ILHOE 000PYI0BAHUE

Il Texnnueckue cpeacTBa (npu Heob6x00UMoCmu)

OcHOBHOe 000py10BaHNE

IIEPCOHAJIbHBIN KOMIIBIOTED

npuHTep/MOY

ckanep/ MDY

KOMHUPOBANIbHBIH anmapat/MOVY

IIPOEKTOP

OO WN|F-

WHTEpPAKTUBHAs IPUCTABKA K JIOCKE WJIM UHTEPAKTUBHAS
JIocKa

7 | yHUYTOXHTENb OyMaru

Jlaboparopus «1HpOPMAITMOHHBIX U KOMMYHUKAIIMOHHBIX TEXHOJIOTUI).

21 22
Ne | HaumenoBanue 0060pyaoBanus | TexHu4yeckoe Onucanue

| CnennanusupoBanHasi Medesib M CHCTEMbI XpaHeHUS (1pu HeoOX0OUMOCH)

OcHoBHOe 000py/10BaHNE

1 | pabouyue cTO U CTYI MO KOJIUYECTBY OO0 yUaIOIIUXCS
OCHAIIIEHHBIE KOMITBIOTEPHBIMU CTOJIAMH H ITOIEMHO-
IOBOPOTHBIMH KpecIaMu

2 | pabouee MeCTO penogaBaTess

JlonoJiHUTeILHOE 000pY/A0BaHHE

Il Texnuyeckue cpeacTBa (npu HeoOX0OUMOCMUL)

OcHoBHOe 000py/I0BaHHE

1 | nepcoHanbHBII KOMIBIOTEP HA Kax10€ pabouee MecCTo:

- C YCTaHOBJICHHBIM POTPaMMHBIM 00€CIIEUEHUEM:
OIlepallMOHHAsl CUCTEMA, AaHTUBUPYCHAs Mporpamma,
TEKCTOBBIN, TabnuuHbIi penaktop, CYB/], nporpamma s
co3JlaHus npe3eHTanuii, [lepconanbHbli HHGOPMALIMOHHBIH
MeHeKep ¢ QYHKUIMIMU TOYTOBOTrO KineHTa u Groupware,
apXuBaTOpPBI, IPOrPaMMbl CKAHUPOBAHUS, KOHBEPTUPOBAHUS
(haiinos,

- C JIOCTYTIOM B IJ100aJIbHYIO CETh HHTEPHET, B JIOKAJIbHYIO
CeTh y4eOHOTr0 3aBECHMSI, B CIIPAaBOYHO-TIPABOBYIO CUCTEMY
U 3JICKTPOHHO-OMOINOTEUHYIO CUCTEMY

npuHTep/MOY

ckanep/ MDY

KONMPOBaJIBHBIN annapat/ MOV

POEKTOp

oW IN

HUHTCPAKTUBHAA MMPHUCTABKA K JJOCKC UJIM MHTCPAKTUBHAA
JOCKa

6.1.2.4. OcHamenue 6a3 MpakTHK

Peanmuzamust 0Opa3oBaTeNbHOM MPOrpaMMbl TMPEANoaracT 00s3aTeIbHYI0 YYeOHYI0 |
MIPOU3BOJICTBEHHYIO MTPAKTHUKY.

VYyeOHas MpakTHKa peaau3yeTcsi B MAcTEPCKUX MPOPECCHOHAIBHONW 00pa30oBaTeIbHOM
OpraHW3alil U TpeOyeT Haau4dusg OOOpYIOBaHUS, MHCTPYMEHTOB, PACXOJHBIX MAaTEpHAalIOB,




o0ecIeunBarOINX BHITOJIHEHHE BCEX BHJOB palOT, ONpPEIENCHHBIX COAEPKaHWEM HpPOrpaMM
npoeCCHOHATBHBIX MOJIYJEH, OTBEYAIOIIEro MOTPEOHOCTSIM OTpaciu U TpeOOBaHUIM
paboToaarenex.

[Ipou3BoACTBEHHAs TPAaKTUKa pealM3yeTcss B OpraHM3alusax Jro0oro mpodus,
o0ecIieunBaOMMX  JEATENbHOCT,  OOy4aommxcst B NPOQEecCHOHAIBHOH  00JacTH
aJIMUHUCTPATUBHO-YIIPABICHYECKON M O(UCHOMN NeATETbHOCTH.

OOopynoBaHue TpEeIUPUATHH M  TEXHOJIOTMYECKOE OCHAIIEHHEe pabodmx MecT
IPOM3BOJICTBEHHON TPAKTHKH JOJKHO COOTBETCTBOBATH COIEPIKAHUIO MPOGECCHOHATHLHON
JeATENIFHOCTH M JaThb BO3MOXKHOCTh OOYyYaromieMycsi OBJaJeTh NPO(eCCHOHATbHBIMU
KOMIIETEHIIMSIMA 10 BCEM BHJAM JIEATEIBHOCTH, IPEIyCMOTPEHHBIMH MPOTPAMMOM, C
UCTIOJIb30BAHUEM COBPEMEHHBIX TEXHOJIOTHH, MaTEPHAIOB U 000PYIOBAHUSL.

6.1.3. Jomyckaercs 3aMeHa 000pY0BaHUS €T0 BUPTYaJbHBIMU aHAJIOTaMHU.

6.2. TpeboBanusi K Yy4eOHO-METOAMYECKOMY oOOecmeueHHo 00pa3oBaTeIbHOM
HPOrPaMMBI

6.2.1. bubmmoreunsiii ¢GoHx oOpazoBaTeNbHOW  OpTraHU3AIMH  JOJDKEH  OBITh
YKOMIUICKTOBaH TI€YaTHBIMH M3/JaHUSAMU W (MJIM) SJIEKTPOHHBIMH H3JaHMSIMU 110 KaXKIOH
qucuurinHe (Moayio) u3 pacdyera He meHee 0,25 3K3eMIuIsIpa Kaxka0ro U3 U31aHui, YKa3aHHBIX
B pabouux Mmporpammax JUCHMIUIMH (MOJyJeH) B Ka4ecTBE OCHOBHOI JIMTEPaTypbl, HA OJHOTO
o0yyJaromerocsi U3 4ucia JUl, OJHOBPEMEHHO OCBAWBAIOUINX COOTBETCTBYIOIIYIO JUCIHUILTUHY
(MOIyJIB).

B cimydae Hanmwuus  DJIGKTPOHHOHW  MH(OPMAIIMOHHO-O00PAa30BATEIBHOW  CPEIIbI
JIONYCKaeTcsi 3aMeHa Ie4aTHoro OubnmoreyHoro (OHAa MPEAOCTAaBICHHEM  IpaBa
OJTHOBPEMEHHOTO JIOCTYIIa HE MEHee 25 MPOIEHTOB 00yUYaroMmMXCsl K MUPPOBON (3JIEKTPOHHOM)
oubnuoreke.

OOyuaromumMces 10JKeH ObITh oOecrieueH AO0CTyM (yAajaeHHBbIH TOCTYM), B TOM YHUCIE B
clly4ae MPUMEHEHUS SIICKTPOHHOTO 00YYEHUs, TUCTAaHIIMOHHBIX 00pa30BaTeIbHBIX TEXHOIOTHUH,
K COBPEMEHHBIM NPOPECCHOHATBHBIM 0a3aM JaHHBIX M HHOOPMAIIMOHHBIM CIPAaBOYHBIM
cucTeMaM, COCTaB KOTOPBIX OIpenesseTcss B pabodyux HporpaMMax IUCHUILIMH (MoIyJei) u
MO/JIEKUT OOHOBJIEHUIO (TTPU HEOOXOIUMOCTH ).

OOpaszoBarenbHas OporpaMma JIOJDKHa — 0oOecreuuBaTbCcs — yueOHO-METOINYECKOH
JIOKyMEHTAIMEN 10 BCeM YU4E€OHBIM AUCITUTUTHHAM (MOYJISIM).

6.2.2. OOyuaromuecss HHBAIUIBI U JIMIA C OTPAHUYECHHBIMU BO3MOXKHOCTSIMHU 3]I0POBbSI
JOJKHBI OBITh OOECreueHbl MEYaTHBIMU M (WJIM) DJIEKTPOHHBIMH YYEOHBIMH W3JaHUSMU,
a/1IalITUPOBAHHBIMU ITPU HEOOXOIUMOCTH JUIsl O0yUEHHs! YKa3aHHBIX 00YUYarOIIMXCsl.

6.2.3. Ilepeuerp HEOOXOAMMOTO  KOMIUIEKTa JIMIIEH3MOHHOTO H  CBOOOJHO
pacrpoCcTpaHseMOro  MPOrpaMMHOIO  obOecrnedeHus, B TOM  4YHCI€  OTE€YECTBEHHOI'O
IPOM3BOJICTBA.

HanmenoBanue
JIMIEH3UOHHOTO U
cB00OAHO
[
Ne pacnpocTrpaHsaeMoro Koa n naumeHoBanue KoJIHYecTRO
n/n MPOrpaMMHOI0 y4eOHOM TUCHUNIMHBI (MO1YJIs1)

o0ecrevyeHusi, B TOM
qHcjie 0Te4eCTBEHHOI 0

NPOU3BOJCTBA
1 Moit Oduc ObpazoBanue [IM.01 Opranu3zanus JOKyMEHTallMOHHOT'O
WJIH €r0 aHaJior oOecriedeHus ynpasieHus U GYHKITHOHUPOBAHUS

OpraHu3allH,
OI1.05 MadopmanmoHHble 1 KOMMYHUKAIIMOHHEIC




TEXHOJIOI'MH1

Moii Oduc. [Todra mnm ero
aHanor

[IM.01 Opraamnzanus JOKyMEHTAIIHOHHOTO
obecrniedeHus yrpaBieHus 1 (QyHKITMOHUPOBAHUS
OpraHu3alluy,

OI1.05 NudopmanmoHHbIe 1 KOMMYHUKAITMOHHEIC
TEXHOJIOTHH

Buneopenakrop Movavi
WJIH €r0 aHaJIoT

[IM.01 Opraamzanus JOKyMEHTAIIHOHHOTO
oOecriedeHus! ynpasieHus U GYHKIHOHUPOBAHUS
OpraHu3allvy,

OI1.05 NudopmanimoHHbIe 1 KOMMYHUKAITMOHHEIC
TEXHOJIOTHH

ABBYY FineReader 14
Business wiu ero asanor

[IM.01 Opraamnzanus JOKyMEHTAIIHOHHOTO
oOecriedeHus ynpasieHus U GYHKIHOHUPOBAHUS
OpraHu3aluy,

[IM.02 Opranuzanus apxuBHON U CIIPaBOYHO-
WHPOPMALMOHHON paboThI MO JOKYMEHTaM
OpraHu3aluy,

OI1.07 KommbroTepHast 00pabOTKa TOKYMEHTOB,

OI1.05 MudopmanroHHbIe 1 KOMMYHHUKAIIMOHHBIS
TEXHOJIOTHH

1C: Ilpenmpusitue 8.
Kondurypanus
«loxymenToo60poT
[MTPO®» unu ero ananor

I[IM.01 Opranuzanusi AJOKyMEHTallHOHHOTO
obecrniedeHus yrpaBieHus v (QyHKITMOHUPOBAHUS
OpraHu3allny,

[IM.02 Opranuzanus apxuBHON U CIIpaBOYHO-
WHPOPMALIMOHHON paboThI MO JOKYMEHTaM
OpraHu3aluy,

OI1.05 NuadopmanroHHble 1 KOMMYHHUKAIMOHHEIE
TEXHOJIOI'nnu

Effector saver unu ero
aHajor

I[IM.01 Opranuszanusi JOKyMEHTallHOHHOTO
oOecriedeHus ynpasieHus U GYHKIIMOHUPOBAHUS
OpraHu3allly,

IIM.02 Oprann3anns apXuBHON U CIIPaBOYHO-
nH(GOPMAITMOHHOW PabOTHI 10

JOKYMEHTaM OpraHU3allvy,

OI1.07 KommsroTepHast 00paboTKa JOKYMEHTOB,
OI1.05 MudopmannoHHbIE 1 KOMMYHUKAIUOHHBIC
TEXHOJIOTHH

Microsoft Office
Professional Plus 2013
HNJIN €0 a”HaJior

[IM.01 Opranuszanusi JOKyMEHTalIHOHHOTO
oOecriedeHus ynpasieHus U QYHKITHOHUPOBAHUS
OpraHu3allvy,

OI1.07 KommbroTepHast 00pabOTKa JOKYMEHTOB,
OI1.05 NuadopmanronHbie 1 KOMMYHHKAIIMOHHBIE
TEXHOJIOTUU

Microsoft Office Standard
2013 unu ero a"agor

I[IM.01 Opranuzaius JOKyMEHTAIIHOHHOTO
oOecriedeHus ynpasieHus U GYHKITHOHUPOBAHUS
OpraHu3aluy,

OI1.07 Kommeroteprast 00paboTKa TOKyMEHTOB,
OI1.05 MudopmanmoHHbIe 1 KOMMYHHKAIIHOHHBIC
TEXHOJIOTHH

Windows 7 Professional,
8 Professional, 8.1,

8.1 Professional, 10 Pro
HWJIN €ro aHaJior

[IM.01 Opraauzanus JOKyMEHTAaIIHOHHOTO
o0ecriedeHus ynpasieHus 1 GYHKIMOHUPOBAHUS
OpTraHH3aINH,

OI1.07 KommbroTepHast 00pabOoTKa TOKYMEHTOB,




OI1.05 NudopmanmoHHbIE 1 KOMMYHUKAITMOHHEIC

TEXHOJIOTHH
10 | Kaspersky Endpoint [IM.01 Opranu3zanus JOKyMEHTallMOHHOT'O
Security ms 6usHeca obecrniedeHus yrpaBieHus u (QyHKITMOHUPOBAHUS
Pacmupennsiit uinm ero OpraHU3alINH,
aHajor OI1.07 KommeroTreprast 00paboTKa TOKyMEHTOB,
OI1.05 NudopmanimoHHbIe 1 KOMMYHUKAITMOHHEIC
TEXHOJIOTHH
11 | BOC CO]] deno unm ero [IM.01 Opraamnzanus JOKyMEHTAIIHOHHOTO
aHanor oOecriedeHus! ynpasieHus U GYHKIHOHUPOBAHUS
OpraHu3aIlnH,
OI1.05 NuadopmanrorHble 1 KOMMYHHUKAIIMOHHBIE
TEXHOJIOTHU
12 | CIIC Koncynbrant [Tiroc IIM. 01 Opranusanus 1OKyMEHTaHOHHOTO
WIN ee aHaJloT oOecriedeHus! ynpasieHus U GYHKIHOHUPOBAHUS
OpraHu3allvy,

IIM.02 Opranu3zanusi apXvuBHOM U CIPaBOYHO-
nH(OPMAITMOHHOH pabOTHI 10 TOKyMEHTaM
OpraHM3aluy,

OI1.07 KommbroTepHast 00paboTKa JOKYMEHTOB,
OI1.04 IlpaBoBbIe OCHOBHI MTPOGECCHOHATBEHON
JeSITENbHOCTH,

OI1.05 Nua(opmanmoHHbIe 1 KOMMYHHUKAITMOHHEIE
TEXHOJIOI'nnu

6.3. TpeboBaHUs K MPAKTHYECKOHN MOTOTOBKE O0YJIAFOIIHXCSI

6.3.1. Ilpaktuyeckas MOATrOTOBKA IIpH pealu3alUuid 00pa30BATENbHBIX IPOrpaMM
cpeaHero MpoQecCHOHANTBHOTO 00pa30BaHUsl HANpaBiICHA HA COBEPIICHCTBOBAHHE MOICIH
IPAaKTUKO-OPUEHTHUPOBAHHOIO OOYYEeHHUs, YCHJICHHE poJii paboTojaresiell IMpH MOArOTOBKE
KBAJTHM(UIUPOBAHHBIX PA0OYHX, CIY)KAIINUX, CIICIHAINCTOB CPETHEr0 3BeHA IyTeM PaCIIUPEHHUS
KOMITOHEHTOB (4acTei) 00pa3oBaTelbHBIX MPOrpamMM, NpeAycMaTpUBAIOIIMX MOJAEIUPOBAHUE
YCIIOBHM, HEMOCPEICTBEHHO CBS3aHHBIX C Oyaymed npodecCHOHANLHOW AeATENbHOCTHIO, a
TaKXKe 00eCredeHus] YCIOBUH IS TOJTYYEHHUS OOyYarOIIMMUCS TPAKTHYECKUX HABHIKOB W
KOMIIETEHIIMH, COOTBETCTBYIOIUX TPeOOBAaHUAM, MpPEIbABISIEMbIM paboTodaTeIsIMH K
KBAJTM(PUKAIHUSIM CIICIIHATHNCTOB, PA0OYHX.

6.3.2. OOpazoBaTenbHas OpraHU3alds CaAMOCTOSATENBHO TPOEKTUPYET peaTu3aliio
00pa3oBaTeNbHONW MPOrpaMMBI M €€ OTACIBHBIX YacTell (IMCIMILIMHBI, MEXIUCIUILTHHAPHBIE
KypChbl, IpoecCHOHATIbHBIE MOTYJIH, PAKTHKA U APYrHe KOMIOHEHTHI) B (hopMe MPaKTUYECKOMH
noarotoBku ¢ yuetoM Tpedoanuit ®I'OC CIIO u cnenuduku nosyyaemMon creuaibHOCTH.

6.3.3. ObpazoBaTenbHas AeSTENbHOCTh B JOPME MPAKTUIECKOM MTOATOTOBKHU:

— peanu3yeTcs IpH MPOBEIECHIH MPAKTUIECKUX U JTaOOpaTOPHBIX 3aHSATHIA, BBHITIOJTHEHUH
KypCOBOT'O POEKTUPOBAHUS, BCEX BUJIOB ITPAKTUKH U MHBIX BUAOB YUEOHON AEATEIbHOCTH;

— IpeayCMaTpUBAeT  JEMOHCTpPAIMIO  TMPAKTHYECKUX  HABBIKOB,  BBIMIOJHEHHE,
MOJICITUPOBAHNE OOYYAIONIMMHUCS OTPEICICHHBIX BUAOB PAa0OOT Il PEUICHUS MPAKTHYECKHX
3aja4, CBA3aHHBIX C Oyaymiei npodeccHoHaIbHOM e TeNbHOCTHIO B YCIOBUAX, MPUOIMKEHHBIX
K peaJbHBIM ITPOU3BO/ICTBEHHBIM;

— MOJKET BKJIIOYaTh B Ce0sl OTJENIbHBIC JIEKIIUH, CEMUHApbI, MacTep-KIacchl, KOTOpPbIE
npeaycMaTpuBalOT mepenady oOydarommmces yuyeOHoW wuHbopManuu, HEoOXOAMMOM ams
MOCNEAYIOLIETO  BBIMOJHEHUS  paboT, CBA3aHHBIX C  Oyaymed  mnpodeccruoHanbHON
JeSITebHOCTBIO.

6.3.4. OOpa3oBarenbHast ACATEIHHOCTh B (DOpME MPAKTHYECKOW MOATOTOBKH MOMKET
OBITH OpraHMW30BaHa Ha JIOOOM Kypce 00y4deHHs, OXBaThIBas AUCUUILUINHBI, TPO(ecCHOHATbHbIE



MOJIyJIM, BCE€ BHJbl MPAKTUKH, MPEAYCMOTPEHHbIE Y4eOHBIM IUIAaHOM 00pa30BaTEIbHOMN
POTPaMMBI.

6.3.5. IlpakTudeckas TMOJArOTOBKAa OpraHU3yeTcs B  y4eOHBIX, Yy4eOHO-
IPOM3BOJICTBEHHBIX JIA0OPATOPUSAX, MAaCTEPCKHX, YUEOHO-OIBITHBIX XO3SHCTBAaX, Y4eOHBIX
MOJIMTOHAX, YUeOHBIX 0a3aX MPAKTUKU U MHBIX CTPYKTYPHBIX MOpa3ieiIeHUsIX 00pa30BaTeIbHOM
OpraHu3aliii, a TaKkXe B CIEHUAIBHO OOOPYIOBAaHHBIX IOMENIEHHX (pabounx Mmecrax)
npoQUIbHBIX OpraHu3alii Ha OCHOBAHMU JIOTOBOpAa O IMPAKTUYECKOW TMOJTrOTOBKE
o0yJaromuxcsi, 3aKII0YaeMOro MEXAy o00pa3oBaTelnbHON opraHuzanueil u npoduiIbHOR
OpraHu3aiyeil, OCYIIECTBISIIOIIEH  JEeATENbHOCTh MO  MNPOPWII0  COOTBETCTBYIOLICH
00pa30BaTeNbHOI POrpaMMBl.

6.3.6. Pe3ynbrarhl 0cBOCHHsI 00pa30BaTEIBHOM MPOTPaMMBI (€€ OTACIbHBIX YacTei)
MOT'YT OBITH OLIEHEHBI B paMKaX IPOMEXYTOYHOM M roCylapCTBEHHOW MTOrOBOW aTTECTallUH,
OpraHU30BaHHBIX B JOPME IEMOHCTPAIIMIOHHOTO K3aMEHa.

6.4. TpeOoBaHUs K OpraHU3AIMH BOCITUTAHUS 00yYarOIIHXCs

6.4.1. Bocrnutanue oOydYalOIIUXCS TMPU OCBOCHHHM UMHU OCHOBHOW 00pa3zoBaTeNIbHOMN
IPOrpaMMbl OCYIIECTBIIIETCS Ha OCHOBE BKJIIOYAEMBIX B HACTOSINYI0 OOpa30BaTEIbHYIO
porpaMMy MpUMepHOU pabodell mporpaMMbl BOCIUTAHUS U IPUMEPHOTO KAJICHJAPHOTO MIaHa
BOCTIMTATEIILHOU PabOTHI (MPUIIOKEHHE 3).

6.4.2. Pabouyro nporpamMmy BOCIIUTAHUS U KaJCHIAPHbBIN IJIaH BOCIUTATEILHOM pabOThI
oOpa3oBaTenpHas OpraHM3anvs pa3padaThIBaCT W YTBEPKAAECT CAMOCTOSTEIBHO C YYETOM
MPUMEPHBIX paboueil mporpaMMbl BOCIIUTAHUS U KaJeHIAPHOTO MJIaHa BOCIUTATENIFHOM PabOoThlI.

6.4.3. B paspaborke pabouedl mNporpaMMbl BOCIUTAHHUS M KaJCHIAPHOTO IUTaHA
BOCIHUTATEIbHOW pabOThl UMEIOT MPaBO NPUHHUMATH Y4acTHE COBETHI OOYYaIOIUXCS, COBETHI
poIUTENeH, IpeACcTaBUTeNN padoToaarenel u (Win) uX 00beIMHEHUH (IPY MX HAJTUYHN ).

6.5. TpeGoBaHus K KaJpOBbIM YCIOBUSAM pealli3alui 00pa30BaTeIbHON IPOTrpaMMbl

6.5.1. Peanmuzamus 00pa3oBaTeNbHOW MPOTPaMMBI 00ECIIEUMBACTCS TMEAArOrMYECKUMH
pabOTHHUKaMU 00pa30BaTEIbHON OpPraHU3alMK, a TAKXKE JIUI[AMHU, TIPUBJICKAEMBbIMU K Pean3aliu
00pa3oBaTeNbHONW MPOTPAMMBI Ha YCIIOBHSIX TPAXKIaHCKO-TIPABOBOTO JOTOBOPA, B TOM YHCIIE U3
quciaa pykoBojauTeneil M pabOTHHUKOB OpraHU3alfif, HamNpaBiIeHUE EATEILHOCTH KOTOPBIX
COOTBETCTBYeT oOmactu  mpodeccuoHanbHOM  AestenbHocTH 07  AJAMHUHUCTpATHBHO-
ylpaBiieHYecKass M OQUCHasg JesATEeIbHOCTb, M MMEIOUIMMHU CTaX paboThl B JaHHOM
poeCCHOHAIBHON 00JIaCTH HE MEHEee TpeX JIeT.

Kpanudukanus nenarorndeckux pabOTHUKOB 00pa30BaTEeNbHONW OpraHM3aluy JTOJDKHA
OTBeYaTh KBAIN(UKAIIMOHHBIM TPEOOBAHUSAM, YKa3aHHBIM B KBATH(PHUKAIIMOHHBIX CIIPAaBOYHUKAX
U (n1M) npodeccuoHaNbHBIX CTaHAapTax (MPH HATUYHUHN).

[legarornueckue paOOTHMKHM, TpPUBJIEKAaEMble K peanu3aluu  o0pa3oBaTeIbHOM
OpoTrpaMMbl, JOJDKHBI [OJy4yaTh JOMOJHUTEIbHOE IpodeccuoHanbHoe o0pa3oBaHUE 110
IporpaMMam MOBBIIIEHUST KBaTU(UKALIUY, B TOM YHCIe B (POpME CTAXXKUPOBKU B OpPraHU3ALIMAX,
HalpaBlIeHUE  JIEATEJIBHOCTH  KOTOPBIX  COOTBETCTBYET  00jacTu  mpodecCHOHATBHON
nesitennbHOCTH 07 AZIMMHHMCTpaTUBHO-YIIpaBJIeHYECKass W OQUCHas JAEATEeIbHOCTb, HE PEXe
OJIHOTO Pa3a B TPHU I'0/1a C yUETOM PACHIMPEHUS CIEKTpa MPOPecCHOHATbHBIX KOMITETSHIIUH.

Jlons megarornyeckux paOOTHUKOB (B MPUBEIEHHBIX K IIEJIOUYHUCICHHBIM 3HAUYEHUSM
CTaBOK), 00€CIEUNBAIOIINX OCBOCHHE 00YUaIOIUMHUCS MTPO(HECCHOHATBHBIX MOAYJIEH, HUMEIOIINX
OTIBIT JIEATEIHHOCTH HE MEHEE TPEeX JIET B OpraHU3alusaX, HalpaBieHUE NeSTeIbHOCTH KOTOPBIX
COOTBETCTBYeT oOsacTu  mnpodeccHoHalbHOM  AesrenbHocTH 07  AJAMHUHUCTpPaTHBHO-
yhpaBieHuecKkass U o(pucHas NAeATeIbHOCTh, B OOIEM YHCIE MEeJarorndeckux paOOTHUKOB,
peau3yIoIMX MporpaMmbl  MPO(GECCHOHANBHBIX MOJYJled o00pa3oBaTelbHONH HpPOTrpaMMBl,
JOJIKHA OBITH HE MeHee 25 MPOLIEHTOB.



6.6. TpeGoBanus Kk GUHAHCOBBIM YCIIOBHUSM peATH3allnA 00pa30BaTEIIHLHOM MPOTPAMMBbI

6.6.1. IlpumepHBIe pacyeThl HOPMATUBHBIX 3aTPaT OKa3aHUS TOCYIAPCTBEHHBIX YCIYT IO
peanu3anuu o0pa3oBaTeIbHON rIporpaMMm24

Pacuersl HOpPMAaTHBHBIX 3aTpaT OKa3aHWS TIOCYJApPCTBEHHBIX YCIYI II0 pealu3anuu
00pa30BaTeIbHOW MPOrpaMMbl OCYIIECTBIISIFOTCS B COOTBETCTBUU ¢ METOAMKON OIpe/esIeHus
HOPMAaTHUBHBIX 3aTpaT Ha OKa3aHHME rOCYAAPCTBEHHBIX YCIYT IO pealu3aliu 00pa30BaTeIbHBIX
IpOrpaMM CpPeIHEro NpogecCHOHATBHOIO 00pa3oBaHMs MO MpodeccusM (CrenuaabHOCTIM) U
YKPYIIHEHHBIM Tpynmnam mpodeccuil (CrnenuanbHOCTeH), yTBepkaaemMble MUHIPOCBEUICHUS
Poccun exeronso.

dunaHcOBOe olecrneyeHue peanusalnuu o0pa30BaTENbHON MPOrpaMMbl, ONPEAEICHHOE

B COOTBETCTBUH C OIO/DKETHBIM 3aKOHOJATeIbCTBOM Poccuiickoit @enepanun u dexepanbHbIM
3akoHOM OT 29 nekabpst 2012 Ne 273-®3 «O6 obpasoBanuu B Poccuiickoit denepanmmy,
BKJIIOYAeT B ce0s 3aTpaThl HA OIUIaTy TpyJa MpenojaBaTeieil 1 MacTepoB MPOU3BOACTBEHHOTO
0o0y4deHus

C yudeToM o0ecriedeHusi YpOBHS cpelHeil 3apaboTHOHM IUIaThl MeNarorn4eckux pabOTHHUKOB
3a BBINONHIEMYI0O HMH YyueOHYyI0 (TpernojaBaTelbcKyro) paboTy UM Jpyrylo paboTy B
COOTBETCTBUU

¢ Ykazom Ilpesunenra Poccuiickoit @enepaunn ot 7 mas 2012 r. Ne 597 «O meponpusatusax
[0 pean3aluy TOCYAapCTBEHHOM COLMAIBHOM MOTUTHKI.

Paspen 7. @opMupoBaHHE OLEHOYHBIX MATEpHAJIOB Ul  IPOBeJCHHS
roCy1apCTBEHHO UTOrOBOM aTTeCTAMU

7.1. T'ocynapcTBeHnHas utoroBas arrecrauus (nanee — ['MMA) sBnsiercs 00s3aTeNIbHON AJ1s
oOpa3oBatenbHbIXx opranuzanuii CI10. OHa npoBoIUTCS MO 3aBEPIICHUH BCETO Kypca 00yueHus
[0 HampaBlieHUWI0 noArotoBku. B xome I'MA oueHuBaercs CTENEeHb COOTBETCTBUS
c(hOpMUPOBAHHBIX KOMITETEHIINH BbITyCKHUKOB Tpeboanusim ®I'OC CIIO.

7.2. BBITYCKHUKH, OCBOMBIIIHE MPOTPAMMBI TIOJITOTOBKH CHEIHAIMCTOB CPETHETO 3BEHA,
cnarotr A B popMe AeMOHCTPAIIMOHHOTO YK3aMeHa U 3alUThI TUIIOMHOTO MPoeKTa (paboThr).
TpeGoBanusi K colepkaHHIO, 00BEMY H CTPYKType IUILIOMHOM paboThl oOpa3zoBareibHas
OpraHM3alys ONpeneseT caMocTosATeNnbHO ¢ yaeToM ITOIT.

l'ocynapcTBeHHast WUTOroBasi aTTeCTAlUsl 3aBEpIIAETCS IMPUCBOCHHMEM KBalU(UKAILMU
crienManucTa cpeiHero 3seHa: Crenuanuct 1o J10KyMEeHTallHOHHOMY 00€CIIeUeHHIO YIIPaBICHUS
U apXUBHOMY JIETTy.

7.3. JIns rocynapcTBEHHOM HWTOTOBOH aTTecTalMu oOpa30BaTeNbHONW OpraHu3anuei
pa3zpabarbIBaeTcsl IMporpaMma TOCYAapCTBEHHOM WTOTOBOM aTTecTallMM W OLIEHOYHbIE
MaTepuasbl.

7.4. IlpumepHbIe OLIEHOYHblE MaTepuaibl JUIs nposeneHuss ['MA BKIIOYAIOT THUIOBBIE
3aJaHusl Ui JIEMOHCTPAIlMOHHOTO 3K3aMEHa, MpHMEpbl T€M JUIUIOMHBIX paboT, ONHcaHHe
Ipouenyp
Y YCJIOBHM ITPOBENIEHUS TOCYJapCTBEHHON UTOIOBOM aTTeCTAallui, KPUTEPUH OLICHKH.

IIpumepHBIe o1ieHOYHBIE MaTepuaisl A1 nposeaeHus I MA npuBeneHbl B IPUIIOKEHUH

Pazgen 8. Pa3paGoTunKku 0CHOBHOI 00pa3oBaTe/ibHON MPOrpaMMbI

Opranuzanus-pa3paboTuyuK:  TOCYJAapCTBEHHOE  OIOJKETHOE  MPOQecCHOHATBHOE
obpasoBarenbHOE yupexaeHne «Bonarorpaackuii HHIYyCTPUATBHBIN TEXHUKYM).







