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PA3JIEJI 1. OBIUE ITOJIOKEHU A

OcHoBHas oOpasoBatenbHas nporpamMma (OOII) moAroToBKU CHENMATMCTOB
CpPEIHEeT0 3BEHA IO CIEUUATBLHOCTH CPeIHEro MmpogdecCHOHAIbHOrO0 00pa3oBaHUs
46.02.01 JloxyMeHTallMOHHOE OOECIICUCHHE YIPABJICHUS U apXHBOBEICHUE
pa3pabotana Ha ocHoBe ®DenepanbHOr0 roCyJapCTBEHHOTO OOpa30BaTEIbLHOIO
CTaHAapTa CHEIUAIBLHOCTH CpeaHero mpodeccuoHanbHOro obpazopanus (PI'OC
CIIO), yrBepxaeHHOro IpukazoM MuHucTepcTBa MpocBenieHus Poccuiickoii
Oenepanuu Ne 778 ot 26 aBrycra 2022 rona.

OOIl omnpenenser 00bEM H  COAEpPKAHUE MPOrPAMMBl  CPEIHETO
MPO(ECCUOHAIBHOTO oOpa3oBaHus 1o CHEUUaIbHOCTH 46.02.01
JIOKyMEHTAIIMOHHOE 00ECIeYeHHE YIPABICHUS U ApXUBOBEJCHUE, IIAHUPYEMBbIE
pe3yNbTaThl OCBOCHUS 00pa30BaTENIbHON MpOrpamMmbl, YCIOBHUsS 00pa3oBaTEIbHON
NEATEIBHOCTH.

OOpa3oBarenbHas NporpamMma, peanusyemMas Ha 0a3e OCHOBHOTO OOIIETro
oOpazoBaHusi,  pazpaboTaHa Ha  OCHOBe  TpeOoBaHui  (eaepalbHOTO
roCy1apCTBEHHOI0 00pa30BaTEIBHOIO CTaHIapTa CPEIHEro 001Eero oopa3oBaHus U
®I'OC CIIO ¢ yyeTom nory4yaeMou CIeuaibHOCTH.

HopmatuBHubie ocHoBaHus 1y1s pazpadotku OOIT:

denepanbHbIN 3akoH OT 29 nekadpst 2012 r. Ne273-d3 «O06 0b6pa3zoBaHuu B
Pocculickon @enepaumy;

[Ipuka3 Munucrepcrta [Ipocsemenns Poccniickont @enepannu ot 08 anpens
2021 r. Ne 153 «O06 yrBepxknenuu [lopsinka pa3paOOTKu MPUMEPHBIX OCHOBHBIX
00pa3oBaTeNbHBIX MPOrPaMM CPEAHEro MpodeCcCUOHALHOIO  00pa30BaHMUS,
NPOBENCHUSI WX DOKCHEPTH3bl U BEIEHUS peecTpa MPUMEPHBIX OCHOBHBIX
00pa3oBaTeNbHBIX MPOTPaMM CPETHETO MPOPECCHOHATBHOTO 00pa30BaHUMY;

[Ipuka3z MunucrepctBa I[IpocBemenust Poccuiickoit ®@enepaunn  oT 26
asrycta Ne 778 «OO6 yrtBepxkIeHun (enepasbHOr0 TOCYAapCTBEHHOTO
00pa3oBaTeNpHOTO CTAaHAApPTa CPEaHEro MNpodecCHOHATBLHOTO 00pa30BaHUS TIO
cnermanbHocT  46.02.01  «JlokyMeHTalMOHHOE OOECIEYeHHE YIPABJICHUS U
apXWBOBEJCHUE» (3aperucTpupoBaH MUHUCTEPCTBOM OCTULMKM Poccuiickoii
®deneparuun 30.09.2022 Ne 70318);

[Tpuka3z Munucrepctsa npocsemenus Poccuiickon @enepanun ot 24.08.2022
Ne 762 "OG6 yrBepxaeHuun Ilopsimka opraHuzaliud W OCYIICCTBIICHUS
o0pa3oBaTenbHON JEeATEIBHOCTH MO 00pa3oBaTENbHBIM IPOrpaMMaM CpPEIHEro
npodeccuoHaabHOro o0pazoBaHus"

[Tpuka3 Munucrepctsa npocsenienus Poccuiickoit deneparuu ot 08 HoAOps
2021 1. Ne 800 «O6 yrBepxnaenun Ilopsimka TpoBeneHUsS TOCYIapCTBEHHOM
UTOTOBOW  aTTecTallud 1O  o0pa3oBaTeNbHBIM  MPOTpaMMaM  CPEIHEro
poQeCCHOHATEHOTO 00pa3oBaHus» (3apeructpupoBano B Munrocte Poccum 7
nexadps 2021 r. N 66211);

[Tpuxa3z Muno6puayku Poccun Ne 885, Munnpocsemienust Poccuu Ne 390 ot
5 aBrycra 2020 1. «O mpakTHYECKOW MOATOTOBKE OOydJarommxcs» (BMecTe ¢



«ITonoxeHnem o MPaKTUYECKOM MOATOTOBKE 00YUAIOIINXCSY;

[Ipuka3 MuHucTepcTBa Tpyda W COLMAIBHOW 3amuThl  Poccuiickon
Oeneparuu ot 15 urons 2020 r. Ne 333H (3apeructpupoBaH MUHHCTEPCTBOM
toctuiuu Poccutickoit @eneparuu 15 uromns 2020 r., peructpanoHHbiid Ne 58957)
«O0  yrBepxkaeHun — mnpodeccuoHanbHOro  crangapra  «Cneuuamuct - 1o
OpraHU3allMOHHOMY M JOKYMEHTAIl[MOHHOMY  OOECIEUEHUIO  YNpaBIICHUSA
OpraHu3alue»;

IIpukaz MwuHHCTEpCTBA TpyJa MW COLMAIBHOMW 3amuThl Poccuiickoit
@®enepaunn ot 18 mapra 2021 r. Ne 140H (3apeructpupoBaH MHHHCTEPCTBOM
roctuimu Poccuiickoit @enepannu 21 anpens 2021 r., peructpauronsbii Ne 63193)
«O0 yTBepkaeHNH MPOPECCUOHATHHOTO cTaHaapTa « CIICIIHAIICT apXUBay.

Paszgea 2. O01masi xapakTepucTHKA 00pa30BaTe/IbHOM IPOrPaMMBbI CPeIHEro
npogeccuoHaIbLHOr0 00pa3oBaHMs

KBanupukanyu,  npucBauBaemble  BBIIYCKHUKaM  00pa3oBaTEIbHOMN
OPOrpaMMBbl: CHELMATIUCT MO JTOKYMEHTAMOHHOMY OOECHEYEHHUIO YIPaBJICHUS U
apXUBHOMY JEITy.

®dopma 00ydeHUs: OUHAas.

O06beM 00pa3oBaTENBLHOM TPOrpaMMbl, pealnu3yemMoil Ha 0a3e OCHOBHOTO
oOmero o00pa3oBaHUsl C OJHOBPEMEHHBIM TOJYYEHHUEM CpPEIHEro OOIIero
obOpazoBanus: 4428 yacos.

Cpox momnydyeHuss oOpa3oBaHus 1O 0Opa30BaTeIbHON  MpoOrpaMme,
peanuzyeMoit Ha 6a3e OCHOBHOI'O 00Iero oopasoBaHusi o ouHou ¢opme - 2 roaa
10 mecsiues.

Pa3znen 3. Xapakrepuctuka npoeccuoHAIbHOM eI TeJIbHOCTH BbIIYCKHUKA

O6macte  mpodecCHOHANBHON  JIEATETLHOCTH  BBITYCKHUKOB: 07
AMUHUCTpATUBHO-YIIpaBlieHYeCKas U 0pUCHAs JeSTEIHbHOCTD.

CoOTBeTCTBHME OCHOBHBIX BHAOB ACATCIIBHOCTHU HpOCI)eCCI/IOHaJ'II)HBIM
MOIYJIAM U ITIPUCBANBACMbIM KBaJ'II/I(i)I/II(aL[I/I}IM

HaunMmenoBaHne OCHOBHEIX HaumenoBanue Ksanmudukarmus,
BUJIOB AESITEIHLHOCTH npodeccnoHaNbHBIX MOy e coueTaHue KBaTUpUKAIUit

CTICTIHAIIHCT TI0
JOKYMEHTAIHOHHOMY
00€eCTIeueHUIO YIIpaBICHUS
Y apXUBHOMY JICITY

OcyniecTBiieHUE I[IM.010cymecTBieHue OCBaMBaeTCA
OpF AHU3AaIITUOHHOI'O 158 OpF AHU3AIIUOHHOI'O

JIOKYMEHTAITMOHHOTO n JIOKYMEHTAITMOHHOTO

obecrieyeHnst IeITEILHOCTH | 00eCIIeYeHUsI JIESITEILHOCTH

OpraHu3aluu OpraHu3aluu




Opranuzanus apXuBHON [IM.02 Opranuzanus OCBaMBACTCS
paboThI O JOKyMEHTaM apXUBHOI paboTHI 110
OpraHu3aluipa3InyHbIX JIOKYMEHTaM OpraHu3aiui
¢$bopM COOCTBEHHOCTH Pa3IUYHBIX
¢dbopM COOCTBEHHOCTH
OcBoeHnue BUJIOB padoOT O [IM.03 OcBoeHue BUIOB pabOT | OCBauBaeTCs

JOJHKHOCTH CITY>KaIlero
26353 «CekpeTtapb-
MaIIUHUCTKA

IO  JIOJDKHOCTH  CIIY)XAaIlero
26353 «Cexperapb-
MAITMHUACTKA»




Paznea 4. [lnanupyembie pe3yJbTaThl 0CBOCHHUS 00Pa30BaTe/IbHONH MPOTPaMMbI

O0mue KOMNEeTEeHIIUHA

Kon DopMyJIHMPOBKA KOMIIETEHINH 3HaHus, yMeHUSs
KOMIIETeHIH U
OK 01 Bri0upats criocoObl penieHus 3a/1ad | YMeHHsl: PAclo3HaBaTh 3a7ady W/WiIH TpodiieMy B MPOoQecCHOHATBHOM HW/HUIU
npohecCHOHANBHOM  JIEATENBHOCTH | COIIMAIbHOM KOHTEKCTE; aHAM3UPOBAaTh 3ajady W/WIM MpoOIeMy M BBIACIATH €€
NPUMECHHUTEIHPHO K  PA3JUYHBIM | COCTaBHBIC YAaCTH, ONPEACIATh ATAlbl PEIICHUS 3a/1adyM; BBISIBIATH W dPPEKTUBHO
KOHTEKCTaM ucKaTh WHPOpPMAIUIO, HEOOXOAMMYIO U pEIIeHUs 3aJaud W/UIH MPOOJIeMBbL;
COCTaBUTbH TUIAH JEHCTBUS; ONPENEIUTh HEOOXOIUMBIE PECYPCHI;
BJIQJICTh aKTyaJIbHBIMH METOAaMH PabOThI B MPO(eCCHOHATBHON M CMEKHBIX chepax;
peann3oBaTh COCTaBIEHHBIA IUIaH; OIEHUBATh PE3YyIbTaT W MOCIEACTBHS CBOMX
JENUCTBUM (CaMOCTOSITEIIBHO MJTH C TIOMOIIBI0 HACTABHUKA)
3HAHMA: aKTyalbHBIA MPO(EecCHOHANBHBIN M COLUUANTbHBIA KOHTEKCT, B KOTOPOM
MPUXOJIUTCS pabOTaTh M KUTh; OCHOBHBIE MCTOYHUKH UH(OPMAIIUU U PECYPCHI IJIS
peleHus 3aaa4 1 mpobsieM B IpoheCCHOHATHFHOM U/UJIH COITUATbHOM KOHTEKCTE;
QITOPUTMBI BBITIOJTHEHUS pa0OT B TPO(PECCHOHATEHON M CMEXKHBIX 00JIACTIX; METOIBI
paboThl B MpodeccHOHANBHON M CMEXHBIX cepax; CTPYKTYpy IUIaHa JUIsl peIIeHHUS
3a/1a4; TIOPSIIOK  OIEHKH pe3ylbTaTOB pelIeHus 3aaad  npodeccuoHambHOM
NeATETbHOCTH
OK 02 Ucnonp3oBath COBPEMEHHBIC | YMEHMUsI: ONpeesaTh 3aa4u JIJIsl TOUCKa MH(POPMAIIMH; ONPEesATh HEe0OX0UMbIe
CpeIcTBAa MOWCKA, aHaluW3a ¥ | UCTOYHUKH WHGPOpMAIUK; IJIAaHUPOBATh IMPOLIECC TMOUCKA; CTPYKTYPHUPOBATh
UHTEpIpeTaluu  MHGOpMaluu, U | MOJIy4aeMylo HH(OPMALKIO; BRIACIITh Hanbojee 3HauuMoe B IiepeyHe HHGOpMaIuu;
WH(OPMAIIMOHHBIE TEXHOJOTUHU ISl | OICHUBATh MPAKTUYECKYIO 3HAUUMOCTD PE3yIbTAaTOB MOUCKA; ODOPMIIATH pe3yIbTaThl
BBITIOJIHEHUS 3a/a4 | IOWCKAa, MPHUMEHSTHh CpeACcTBa HWH(GOPMAIMOHHBIX TEXHOJOTHHA Il  peIICHHUS
poeCCHOHATBHON JEATENHHOCTH po¢eCCHOHANBHBIX 33]1a4; UCIIOJIB30BATh COBPEMEHHOE TIPOTPAMMHOE 00ECTICUCHHE;
WCIIOJIb30BaTh pa3jiMyHble MHU(POBBIC CPEACTBA AN pElIeHUs MPodhecCHOHATBHBIX
3a1a4y




3HaHMA: HOMEHKJIATypa WH(POPMAIMOHHBIX HCTOYHHKOB, MPUMECHICMBIX B
npo(hecCHOHANBHOM  JIeATENbHOCTH; IPUEMbl CTPYKTYpPUPOBAaHHS HH(POpMAIIH;
¢dopmar opopmileHHUs pe3yabTaToOB NMOMCKAa HHPOPMALMU, COBPEMEHHBIE CPEICTBA U
ycTpoiicTBa HH(OpMaTHU3alMM; TMOPSIOK UX MPUMEHEHHS U I[POrpaMMHOE
obecrieyeHre B NMpo(hecCHOHAIBHONW JEATEIbHOCTHB TOM YHUCIIE C UCIOJIb30BaHUEM
U (POBBIX CPE/ICTB

OK 03 [InanupoBaTh ¥  pEAJIM30BBIBATH | YMEHHA: OIPEICIATh aKTyaJIbHOCTh HOPMATHBHO-IIPABOBOM JOKYMEHTALlUU B
CcOOCTBEHHOE NpOo(ecCHOHaNbHOE U | NPOPECCHOHATBHOM  JESTEIbHOCTH;  NPUMEHATh  COBPEMEHHYIO  HAyYHYIO
JMYHOCTHOE pasBuTHE, | MPO(HECCHOHANBHYI0O TEPMHHOJIOTHIO; ONPEACTSATh M BBICTPAUBATh TPACKTOPUU
IIPEITPUHUMATEIBCKYIO NpoeCCUOHATIBHOIO PAa3BUTUS M CaMOOOpPa30BaHMs; BBIABIATH JOCTOMHCTBA M
NeSITeTbHOCTh B MPO(PECCHOHATBHON | HEAOCTATKH KOMMEPUYECKON MACH; TPE3ECHTOBATh UJEH OTKPBITHI COOCTBEHHOTO JIea
chepe, HUCHONB30BATH 3HAHUA 1O | B NPOPECCUOHATBHOM JEATENBHOCTH; O(GOPMIIATh OH3HEC-IUIaH; PacCUUTHIBATh
IIPaBOBOM U (¢uHAHCOBOW | pa3Mephl  BBIIUNIAT 10 MNPOICHTHBIM CTaBKaM  KPEIUTOBAHUS;  OINPEIEIsTh
IPaMOTHOCTH B pa3MYHBbIX | MHBECTULIMOHHYIO  IPHUBJIEKATEIBHOCTh  KOMMEPYECKMX  HAEHM B paMKax
YKU3HEHHBIX CUTYaIUsIX npoeCcCHOHATBHON JEATENBHOCTH; MPE3CHTOBATh OW3HEC- WJCI0; ONpPEACTAThH
UCTOYHUKU (PMHAHCUPOBAHMS
3HaHMA: COJEpKAaHUE AKTyaJlbHOM  HOPMAaTHUBHO-NIPABOBOM  JOKYMEHTAIWH;
COBpPEMEHHas Hay4yHas U MpodecCHoHaNbHask TEPMUHOJIOTHS; BO3MOXHbBIE TPACKTOPHH
npoeccnoHabHOTO Pa3BUTUS U caMO00pa30BaHMs; OCHOBBI MTPEANPUHUMATEIbCKOM
JeSITeIbHOCTH; OCHOBBI (DMHAHCOBOW T'PaMOTHOCTH; MpaBHia pa3paboTKU OH3Hec-
IJIAaHOB; MOPSJIOK BbICTPaUBaHUS IIPE3EHTALNN; KPEAUTHbIE 0AHKOBCKHUE MIPOAYKThI
OK 04 O} PexTuBHO B3aMMOAENUCTBOBaTh M | YMEHMAA: OPraHU30BBIBATH Pa0OTY KOJUIEKTMBA M KOMaHbl; B3aUMOJEHCTBOBATH C
paboTaTh B KOJUIEKTUBE U KOMaH 1€ KOJIJIETaMH, PYKOBOJICTBOM, KIIMEHTaMH B X0/JI€ MPO(HEeCCHOHAIBHON JAeSITeNbHOCTH
3HaHMA: TICUXOJIOTUYECKUE OCHOBBI JIEATEIbHOCTH KOJUIEKTHBA, MCUXOJIOTHYECKHE
0COOEHHOCTH JIMYHOCTH; OCHOBBI TPOEKTHOMU JI€ATEIIEHOCTH
OK 05 OcymiecTBiATh YCTHYIO U | YMeHusl: TPaMOTHO U3JlaraTb CBOM MbICIM MU O(QOPMIISATH JOKYMEHTHI IO
NUCHbMEHHYI0O KOMMYHUKAIIMIO Ha | IpOoECCHOHAIBHOM  TEeMaTHMKe Ha  TOCYAAapCTBEHHOM  SI3bIKE,  IPOSBIATH
rocy/1apCTBEHHOM S3bIKE | TOJIEPAHTHOCTH B pabOYeM KOJUIEKTHBE

Poccuiickoit ®enepauuu ¢ y4eTom
OCOOCHHOCTEH  COLMAIBbHOTO U
KYJIBTYPHOTO KOHTEKCTa

3HaHus: OCOOCHHOCTH COIMAIBHOTO H KYJbTYPHOTO KOHTEKCTa; IMpaBuja
o opMIIeHHS TOKYMEHTOB M IMMOCTPOCHHS YCTHBIX COOOIICHHIA




OK 06

IIposiBaTh rpaXk1aHCKO-
aTPUOTHYECKYIO HO3ULINIO;
JIEMOHCTPHUPOBATh OCO3HAHHOE
IIOBEJICHUE Ha OCHOBE

TPaAULIUOHHBIX 06H.[C‘ICJIOB€‘-I€CKI/IX
HeHHOCTeﬁ, B TOM 4YHUCJIE C YUYETOM
rapMOHU3alM MC)KHAITMOHAJIbHBIX U
MECKPECIUTHUO3HBIX OTHOMCHHﬁ,
IMPUMCHATH CTaHdapThI
AHTUKOPPYIIIMOHHOI'O TOBCACHU

YMeHHusl: ONHCBhIBAaTh 3HAYMMOCTL CBOCH CIICHUAJIBHOCTH, IMPUMCHATHL CTAHAAPTHI
AHTUKOPPYINLIUOHHOI'O IIOBECACHUA

3HaHMA: CYIIHOCTh TPAXAAHCKO-MATPUOTHYECKONW TO3HUIMH, OOLICUETIOBEYECKUX
IIEHHOCTEH; 3HAYMMOCTh NPO(ECCUOHATBHOW MAESITeTbHOCTH MO CHEIUAIBHOCTH,
CTaH/IapThl aHTUKOPPYIIIMOHHOTO TIOBEJICHUS U MOCJIECTBUS €r0 HApYIICHUS

OK 07 CopelicTBOBaTH COXpPAaHEHHUIO | YMeHusi: CcOOM0aTh HOPMBI  DKOJOTUYECKOW  O€30IMacHOCTH;  OMpeneisaTh
OKpY Karomien Cpelibl, | HampaBJICHUS PECypcocOepekeHUsI B paMKax MpOPECCUOHATBHON JESITEIBHOCTH 10
peCypcocOepeKeHUI0,  MPUMEHSATH | CICIHATBLHOCTH; OCYIIECTBIATh PabOTy C COOJIFOJICHHEM TPHHIIUIIOB OEPEKIUBOTO
3HaHUS 00 W3MEHCHHMM KJIMMaTa | MPOM3BOJICTBA; OPraHU30BBIBATH MPO(ECCHOHAIBHYIO ICATEIIEHOCTD C YIETOM 3HAHUM
TIPUHITAITBI OepeKIIMBOTO | 00 M3MEHEHUH KIIMMATHICCKUX YCIOBUI peruoHa
MIPOU3BO/CTBA, 3¢ heKTHBHO — —
JeifCTBOBATh B UpE3BBIMAMHBIX 3HaHUSA: TPaBUIIA YKOJIOTHUECKOU 6630HaCHOvCTI/I MIPU BEICHUU HpO(i)eCCI/IOHaJ'II)HOI:I
CHUTYaITUSIX NeSTeIbHOCTH,; OCHOBHBIE PECYpCHl, 3aJ€iCTBOBaHHbIE B MPOodhecCHOHATBHOM

NEATCIIbHOCTH; IYyTH OOECIICYCHHS PEeCcypcocOepeKeHUsS; MPHUHIIUITEI OepeKIMBOTO
MPOU3BOJCTBA; OCHOBHBIC HANpPABICHUS W3MEHEHHUS KIUMAaTHYECKUX YCJIOBHMA
peruoHa

OK 08 Hcnonb30Bath CpeAcTBa | YMeHHUs: WHCIONB30BaTh (DU3KYIBTYPHO-030POBUTEIBHYIO ACATEIBHOCTD IS
buznueckoit KYJIBTYpbI IUTSL | YKPETUIEHUsI 370POBbs, JOCTHIKEHHSI KU3HEHHBIX U TPO(ECCHOHATBHBIX LeJei;

COXpaHEHHsI U YKPETUICHUS 3/I0POBBSI
B 1mporecce NpodeccHOHATHLHON
NEeSTeTPHOCTH W TOJCPIKaHUS
HE00X0IMMOTO YpPOBHS (hU3NYECKOM
MIOJITOTOBJICHHOCTH

MPUMEHSTh PallMOHAJIbHBIE MPUEMBl JIBUTaTENIbHBIX (YHKIHMH B MpodeccnoHanbHOM
NeSITeIbHOCTH;  T0JIb30BaTbCAd  CPEJICTBAMM  NMPOMUIAKTUKH  MEepEeHANPKEHUS
XapaKTEPHBIMU JIJIs1 JAHHOW CIIEMAIbHOCTH

3HaHusA: posib (HU3HUECKON KYJIbTYphl B OOIIEKYIbTYPHOM, MPO(ECCHOHATEHOM H
COLMAILHOM DAa3BUTHUU 4YEJIOBEKAa; OCHOBBI 3JJOPOBOTO 00pa3a >XHU3HHU; YCIOBHS
npodeccnoHaNbHOM N1eATENbHOCTH M 30HBI pPUCKA (PU3UYECKOTO 310pOBbS IS

CIICIUAJIbHOCTHU,; CPCACTBA HpO(I)I/IJ'IaKTI/IKI/I NEPpCHANPAKCHUS




OK 09 [Tonp3oBaTbess  TpOQecCHOHANbHON | YMEHHMsl: TOHMMAaTh OOMIMK CMBICI YETKO IPOM3HECEHHBIX BBICKA3bIBAHMM Ha

JIOKYMEHTalUe

A3bIKax

Ha | U3BECTHBIC TeMbI (TIpodeccroHanbHbIe U OBITOBBIC), TIOHUMATh TEKCTHI Ha 0a30BbIC

ToCyaJapCTBECHHOM H HWHOCTpPAHHOM HpO(i)GCCI/IOHaJIbHBIe TEMbI; Y4YaCTBOBATH B JOHUAJIOrax Ha 3HAKOMBLIC O6H_[I/I€ u

npodecCuOHaNbHBIE TEMBI; CTPOUTH NPOCTHIC BBICKAa3bIBaHHS O cebe M O CBOEi
npoeCCUOHANBHON JIEATENIbHOCTH; KPAaTKO OOOCHOBHIBATh U OOBSCHATH CBOU
NeicTBUS (TEeKylHe M IUIAHUPYEMbIe); MUCATh MPOCTHIE CBSA3HBIE COOOIEHUS Ha
3HAKOMBIE MJI UHTEPECYIOIHE MPO(pECCUOHATBHBIE TEMBI

3HaHUs: TpaBWIa TOCTPOCHUS TPOCTBIX W CIOXKHBIX TNPEAJIOKCHUH Ha
npogeccuonaivbble TEMbI; OCHOBHBIC OOIIEYOTPEOUTEIbHBIC IIaroiibl (ObITOBAS |
npodecCuOHaIbHAS JICKCUKA); JICKCHUECKUI MHUHHMYM, OTHOCSIIIUHCS K OIMCAHHIO
IPEAMETOB, CPEJCTB M MPOILECCOB MPOPECCHOHATBHOMN AEATEIBHOCTH; 0COOEHHOCTH
NPOM3HONIICHUS; TIPABUIIA YTEHHS TEKCTOB MPO(ECCHOHATLHON HANPaBICHHOCTH

IIpogeccuonaibHbIE KOMIIETEHUUH

OcHoOBHbBIE BH/IbI Kon n naumenoBanue IMoka3aTenu ocBOeHUSI KOMIIETEHIIUN
AeSITeIbHOCTH KOMIIETCHIM U
OcymiecTBieHne IIK 1.1. OcymectBiate | [IpakTH4ecKuii onbIT:
OpraHU3aI[MOHHOTO npuéMm-tiepeavy - [Tonnyyenune Heobxoaumoit nHMOpMAaIUK U Tiepeiada CAaHKIIMOHUPOBAHHOW HH(OpMAIUu
u YIPABIEHYECKOU C HCTOJIh30BAaHUEM CPEACTBUH(GOPMAIIMOHHBIX U KOMMYHUKAIIMOHHBIX TEXHOJIOTUN
JIOKYMEHTAIIHOHHOTO nHpOpManuu ¢ VMeHs:
o0ecrieueHus MIOMOIIIBIO CPENICTB ) .
- UCIIOJIB30BaTh CPE/ICTBA MH(POPMAITMOHHBIX U KOMMYHUKAIIMOHHBIX TEXHOJIOTUN
NeSATeTbHOCTH WH(POPMAIIMOHHBIX U )
JUTSI TIOTYYEHUS UTiepeaadn nHPOopMaIuy;
OpraHu3aIu KOMMYHHUKAIIMOHHBIX .
- - BECTH M HCTIONI30BaTh B pa0oTe 0a3y KOHTaKTOBOPTaHU3AINY;
TEXHOJIOTHIA

- BeCTH YY€THBIE pPETUCTPAIMOHHBIE (OPMBI, HCIONB30BATh WX JUISA
nH(pOpPMAITMOHHOW pabOTHI M PaOOTHI MOKOHTPOJIO UCTIOJIHEHHSI TIOPYUEHUI;

- YCTaHaBIUBATh U MOJAJEPKUBATH KOMMYHUKAIIUU B TIPOIECCE JEIOBOTO OOIIECHUS C
MTOMOIIBIO CPEJICTB MH(POPMAITMOHHBIX 1 KOMMYHUKAIIMOHHBIX TEXHOJIOTHIA;

- CIJIaXWBaTh KOH(DIUKTHBIE H CIOXKHBIE CHTYallMH MEXJIMYHOCTHOTO
B3aMMO/ICHCTBHS,

- coOMI0IaTh CITY)KEOHBIN 3TUKET;

- obecnieunBaTh HHOOPMAITMOHHYIO 0€30MaCHOCTh ACATEIFHOCTH OPTaHU3AIUH.




3HaHus:

- HOpMaTUBHbIE IIpaBoOBbIe akThl Poccuiickoit denepanuu Bchepe nHGOPMALIMOHHBIX U
KOMMYHHUKAIIMOHHBIX TEXHOJIOTHIA;

- CTPYKTYpa OpraHu3anuu, e€ 3agauu u GyHKIIHH;

- paBUJIa IPOBEICHUSI JICTOBBIX MIEPETOBOPOB;

- 9TUKA JIeJIOBOTO OOILIECHUS;

- paBUJIa PEUEBOr0 ITUKETA;

- IpaBWJIa MOAJIEPKAHUS U PA3BUTHS MEXKIMYHOCTHBIX OTHOILICHUH;

- TpeOOBaHUsI OXPaHbI TPYIA.

IK 1.2.
Koopaunuposats paboTy
MPUEMHOMN
PYKOBOJUTENS, 30H
pueMa pa3iauyHbIX
KaTeropuil OCEeTUTEINEH
OpraHu3aluu

IMpakTuyeckunii oNbIT:
- Koopaunauus paboTsl IpUEMHON pyKOBOAUTENS U 30H MPUEMA Pa3IMYHbIX KaTerOpHii
IIOCETUTENIEW OpPraHu3alun

Ymenus:

- BCTpeuaTh IOCETHTEJNEH, MOJy4yaTb MEPBUUHYIO HH(POPMALUIO O MOCETHTENX,
yYCTaHABJIMBATH MOPSIOKITPUEMA [Tl PA3IMYHBIX KaTETOPHUIl TOCETUTENEH;

- BECTU YYETHBIE PETUCTPALIMOHHBIE (POPMBI IO MpUEMYTIOCETUTENEH U 0OPMIIAThH
MPOITYCKa;

- BECTH IIPUEM, Nlepesiady U OTIPABKY TOKYMEHTOB;

- OPraHN30BBIBATH M OPOHUPOBATH MIEPETOBOPHBIE KOMHATHI,

- CepBUPOBaTh yaiiHble (KodeiHbIe) CTOIBI B 0dHce;

- TpuUMeHSTh B pabore cpencTBa WHGPOPMANMOHHBIX M KOMMYHHUKAIIMOHHBIX
TEXHOJIOTHI;

- IPUHUMATH MEpHI 10 COXPAHEHUIO KOH(QUACHIMAIFHOW MHPOPMAIIUK B XO/€ MpUEMa
IIOCETUTEIIEH.

3Hanus:

- HOpMaTHUBHBIE MTPaBOBbIe aKThl Poccuiickoit @enepanuumno 3amure MHGOpMALIUU U
pabote ¢ oOpalleHUsIMH TPaX/iaH;

- CTPYKTypa OpraHu3alMd W pacrpeneiieHue (QyHKIUHA MKy
CTPYKTYPHBIMU TIO/Ipa3/ICICHUSIMU HCTICIIHATHCTaMU;

- IpaBUJIa OPraHU3aIMU TPUEMA TTOCETUTENICH;

- 9TUKET U OCHOBBI MEXTyHAPOIHOTO IIPOTOKOJIA;

- 3THUKA JIeJIOBOT'O OOIIECHMS,

- IpaBUJIa PEYEBOTO ITHKETA,




- IpaBUJIa CEPBUPOBKH YaHOTO (KO(EHHOTr0) CTONA;
- TpeOOBaHUS OXPaHbI TPYAA.

1K 1.3. Binagers
HaBBIKAMH
TUTAHUPOBaHUS pabodero
BPEMEHH PYKOBOJIUTEIIS
U cekperaps

IpakTnyeckunii oNbIT:
- [InanupoBanue paboyero BpeMeH! PyKOBOAUTENS U pabodero AHs ceKpeTaps

Ymenus:

- BbIOMpaTh (GOpPMBI IIAaHUPOBaHUS M O(OPMIIATH TUIAHUPOBIIUK (OpraHaisep)
PYKOBOIMTEIISI 1 CEKpeTaps;

- YCTaHaBJIMBAThH IIENH, ONPEAETSATh NPUOPUTETHOCTh M OYEPEAHOCT BBIMOTHEHHUS
pabot u 3 pexTHBHO pacpenenaTs padouee Bpems;

- COIJIaCOBBIBATH BCTPEYM M MEPONPUATHS U BHOCUTh HH(OpPMALHMIO B
MJIAaHUPOBIIUK (OpTaHaii3ep);

-  UHQOPMHUPOBATH PYKOBOAMUTENS O MNPUOIMKEHUM BPEMEHH M  perjaMeHTe
3aIJIAHUPOBAHHBIX BCTPEY U MEPOTIPHSITHIA;

- BpIOMpaTh ONTHUMAJbHBIE  CIOCOOBI  BHEIIHETO W  BHYTPEHHETO
WH(OPMUPOBAHUS O TUIAHUPYEMBIX MEPOTIPUSITHSIX

- obecreynBaTh HHPOPMAIIMOHHYIO 0€30MaCHOCThACATEILHOCTH OPTaHU3AIIHH;
MIPUMEHSITH B paboTe cpeacTBa HHPOPMAIIMOHHBIX HKOMMYHHKAITMOHHBIX TEXHOJIOTHA.
3HaHun:

HOpPMAaTHBHBIE TIpaBOBbIe akThl Poccuiickoit ®denepanuu B chepe MHPOPMAITUOHHOMN
0€30ITaCHOCTH;

CTPYKTypa U crieniu(rKa OCHOBHOM JeSTeIbHOCTHOPTaHU3aIIH;

OCHOBEHI YIIPABIICHUSI BPEMECHEM;

MpaBHJIa MPOBEACHHUS JEIOBBIX MIEPErOBOPOB;

JTHKA JIEJIOBOTr0 OOIIEHNS;

TpeOOBaHUS OXPAHKI TPY/IA.

IIK 1.4. OcymecTBisaTh
MOJITOTOBKY JIETTOBBIX
MOE3/10K PYKOBOAUTEIS
U IPYTHX COTPYIHUKOB
OpraHu3aIu

IIpakTH4eckuii ONbIT:

- Opranusanusi 1€l10BbIX 030K PYKOBOAUTEISAH IPYTUX COTPYIHUKOB OpraHU3aINH
Ymenus:

- COCTaBJIATh U 0(OPMIIATH JOKYMEHTHI JJIS1 JIEOBBIX10€3/10K;

- OCYILECTBIIATh TPEBEI-TIOJIEPKKY JETOBBIX OE30K;

- COIVIACOBBIBATH C IPUHHUMAIOLIEH CTOPOHOU IPOTOKOJI INIAHUPYEMBIX MEPOIIPUATHN U
(GbopMHpOBATH NPOrPAMMY AETOBOM MOE3AKH;




- WCIOJB30BaTh CPEACTBA WH(MOPMAIMOHHBIX U KOMMYHHKAITMOHHBIX TEXHOJIOTHH st
oOecreueHns B3auMOJICHCTBUS C PyKOBOJUTENIEM BO BPEMS €ro JEI0BONIIOE3IKH;
- 0(OpMIISITH OTYETHBIE IOKYMEHTHI O JISTIOBOM TTOE3/IKE.

3HaHus:

- HOpMAaTHBHBIC TpaBOBbIe akThl Poccuiickoii denepamun B chepe opraHuzanuu
JICTIOBOM II0€3/IKH;

- MMOPSJIOK TTOATOTOBKHU M JIOKYMEHTUPOBAHUS JISJIOBOM TTOC3/IKH;

- HMHTEPHET-PECYPCHI Il OCYIIECTBJICHUS TPEBEN- MOJICPKKH JIETOBBIX

O3 /I0K;

- 9TUKET ¥ OCHOBBI MEXIYHAPOHOTO IPOTOKOIA;

- 9THKA JISJIOBOI'0 OOIICHHUS;

- TpeOOBaHUsI OXPaHbI TPYIa.

TIIK 1.5. Bnagets
criocobaMu opraHu3aIuu
pabouero mpocTpaHCTBa
MpUEeMHON U KabuHeTa
PYKOBOJIUTENS

IMpakTuyeckunii oNbIT:
- Opranuzanus U nojajaepxxanue QyHKIHOHAIBHOTO pab0YeronpoCcTpaHCTBa

Ymenus:

- OpPraHU30BEIBaTh pabodee MECTO B COOTBETCTBUH CTPEOOBAHUSIMH SPTOHOMHUKH

U KYJbTYPBI TPYAQ;

- obecrieyuBaTh pabouee MecTO U (YHKIHMOHAIBHOE paboyee MPOCTPAHCTBO
HEOO0XO/IMMBIMHU CPEICTBAMHU OPTraHU3AIlMOHHON TEXHUKH, MEOEIbI0 M KaHLEIAPCKUMU
MPUHAJICKHOCTAMMU,

- IOJIIEPKUBAThH CPEACTBA OPraHU3ALMOHHON TEXHUKH B pab04YeM COCTOSHUM.

3HaHus:

- TpeOOBaHMsS  OXpaHbl  TpyJAa, IMPOM3BOJACTBEHHOW  CaHHTapHH,
MPOTHBOIIOKAPHOW 3aIIIHUTHI;

- OCHOBBI TPABWIBHOW OpraHU3allMM TpPyJa ¥ METOABI IMOBBIIICHUS €ro
3¢ (HeKTUBHOCTH;

- BUJIbI OPTaHU3AI[HOHHON TEXHUKH U TOPSIOK paOOTHI CHEIA.




[IK 1.6. OcyuiecTBasiTh
paboTy Mo MOArOTOBKE U
MIPOBEICHUIO
KOH(EPEHTHBIX
MEpOIPHUATHH,
obecrnieunBaTh
UH(POPMAIIMOHHOE
B3alMOJEICTBUE
PYKOBOJUTEIIS C
MO/Ipa3IeIeHUsIMU U
JOJHKHOCTHBIMH JTUIIAMH
OpraHHu3aIu

IpakTuyeckunii onbIT:

- Opranu3anus MOArOTOBKH U MPOBEIEHUE KOH(PEPEHTHBIX MEPONIPUATUH, 0OOecrieueHue
WH(OPMALIMOHHOTO  B3aUMOJICHCTBUSL ~ PYKOBOJIUTENS C  MOJAPA3JCICHUSIMU |
JOJIKHOCTHBIMHU JIMIIAMH OpTaHU3aluu

Ymenus:

- OpraHM30BBIBaTH MPOIECC TOJArOTOBKM W TIPOBEICHHE KOH(PEPESHTHOTO
MEPOTPUATHSI HHAUBUYAIBHO U B COCTaBE pabouei rPpyIIIbl;

- JIOKYMCHTHUPOBATh pPa3HbIC ATallbl NPOIEAYpPhl IMOATOTOBKA W IPOBEACHUS
KOH(EPEHTHOTO MEPOIPHUSATHS;

- COOJIFOJIaTh TUKET U OCHOBBI MEXKTYHAPOIHOTOTIPOTOKOJIA;

- OCYHIECTBISITH cOOp, 00paboTKy HMH(pOpMAIMH, CUCTEMATHU3ANMIO MOMYy4aeMBbIX W
Nepe1aBaeMbIX JIAaHHBIX;

- OCYIIECTBIISITH MPOBEPKY JTOCTOBEPHOCTH, IIOJHOTHI M HEMPOTHBOPEUYUBOCTH
JAHHBIX, HCKIIIOYCHUE TyOIUpOBaHUS UHPOPMALINY;

- IPUMEHATHh HH(OPMAIIMOHHO-KOMMYHHUKAIIHOHHBIC TEXHOJIOT HH.

3Hanun:

- HOpMaTUBHBIE IpaBoBbIe aKkThl Poccuiickoit denepanyu Bchepe nndopmariuu;
KOMIUIEKC ~ OpraHM3al[MOHHO-TEXHUYECKUX  MEPOIPHUSATHIl 10 MOJArOTOBKE U
IPOBEICHUIO KOH(PEPEHTHBIX MEPOIIPUATHI;

- npaBuwia oQOPMIICHHS JIOKYMEHTOB, CO3/1aBa€MbIX B IPOIECCE IMOATOTOBKH U
HpOBeIeHUS] KOH()EPEHTHOT'O MEPOTIPUATHS;

- TUKET U OCHOBBI MEXIYHAPOJIHOTO POTOKOJIA;

- 9THKA JIEJIOBOTO OOILEHMUS;

- COCTaB BHYTPEHHUX M BHEIIHUX WH()OPMAIIMOHHBIX TIOTOKOB;

- CTPYKTYpa OpraHU3alyy U MOPsIOK B3aUMOAECHCTBUAIONPA3CIICHUN;

- MeToAbl 00pabOTKH M 3alUThl MH(DOpPMAMKM C MIPUMEHEHHEM CPEACTB
MH(POPMALIMOHHBIX 1 KOMMYHUKAIIMOHHBIX TEXHOJIOTUI;

- TpeOOBaHUS OXPaHbI TPYIA.

IIK 1.7. Odopmnats
OpTaHMU3alNOHHO-
pacropsuTeabHbIe
JTOKYMEHTHI U
OpPraHU30BBIBATHPAOOTY

IpakTuyeckunii oNbIT:

- OdopmieHrne OpraHU3aIMOHHO-PACTIOPSAIUTENLHBIX JOKYMEHTOB M OpTaHU3alus
paboTHI C HUIMH, B TOM YHCJIE C HCTIOJIb30BAHUEM aBTOMATU3UPOBAHHBIX CUCTEM
Ymenus:




C HUMH, B TOM 4HUCJIC C
HCIIOJIB30BaHUECM
ABTOMAaTU3WPOBAHHBIX
CHUCTEM

- COCTaBJIATH MPOEKThl OPraHU3ALUOHHBIX, PACIOPATUTEIBHBIX W HHPOPMALUOHHO-
CIPAaBOYHBIX JOKYMEHTOB, B TOM UYHUCJIE€ JOKYMEHTOB, COAEPKAIIMX KOH(UICHINAIBHYIO
UH(OPMALIHUIO;

- 0OpMIIATh OpraHU3aLMOHHO-PACIIOPSIUTEIbHbIE JOKYMEHThl (OPUTHMHAIBI U

KOIIUH);

- CKaHUPOBAaTh, KOIMPOBATh U KOHBEPTUPOBATh JOKYMEHTHIB Pa3JIM4HbIe (hOPMATHI;

- OCYILIECTBISTh MPOBEPKY IMPOEKTOB JOKYMEHTOB Ha COOTBETCTBHE IPaBUIIAM
JIeJIONPOU3BO/ICTBA;

- IPUHUMATP U TIPOBOJMTH NEPBUYHYIO 00paOOTKY BXOSIINX JOKYMEHTOB;

- IPOBOJIUTH MPEJIBAPUTEIILHOE PACCMOTPEHNE BXOASIIUX UBHYTPEHHUX IOKYMEHTOB,;

- PETUCTPUPOBATH BXOJSIINE, UCXOASAIINE U BHYTPEHHHE JOKYMEHTBL;

- KOHTPOJIUPOBaThb  MapIIPYTH3alMI0  JOKYMEHTOIIOTOKOB B  OpraHu3aluu
(cormacoBanme, TOINHMCAHUE, YTBEPKICHHE, O3HAKOMJICHHE M  HCIIOJHEHHE
JIOKYMEHTOB);

- OCYILECTBIISATH CPOKOBBIN KOHTPOJIb UCTIOJIHEHHUS TOKYMEHTOB;

- OCYILECTBJIATh MOATOTOBKY U OTIPABKY UCXOJAIINX JOKYMEHTOB,;

- COCTABJIATH OTYETHI M aHATUTHYECKUE CITPABKH OOMCIIOIHEHUH JJOKYMEHTOB;

- BECTH HH(OPMAIIMOHHO-CIIPABOYHYIO pabOTy MO0KYMEHTaM;

- OCYHIECTBIATh PAa0OTy C OpraHU3alOHHO- PACTIOPSIUTENFHBIMU JTOKYMEHTAMH B
ABTOMAaTH3UPOBAHHBIX CHCTEMaX.

3HaHusn:

- HOpMaTUBHEIE TTPaBOBBIE akThl Poccuiickoit denepainu Becdepe AeTOmpor3BOACTBRA;
- JIOKaJbHbIE HOPMATUBHBIE AaKThl, PETJIAMEHTHPYIOIIUE IEATEIbHOCTh CIIYKObI
JIEIIONPOU3BOJICTBA U €€ PaOOTHUKOB, OPTraHU3AIUI0 BEACHUS JEIOMPON3BOICTBRA;

- COBpEMEHHbIE HH(POPMAITMOHHBIE 1 KOMMYHHKAIIMOHHBIE TEXHOJIOTHH, IPUMEHSIEMbIC
B paboTe ¢ JOKyMEHTaMH,

- CTPYKTypa OpTaHM3allid, PYKOBOJCTBO CTPYKTYPHBIX MOJIpa3ieieHui, 00pa3ibl
MOAMKUCEN UL, UMEIOIIKX MPABO MOJMNUCAHUS U YTBEPKJIEHUS JOKYMEHTOB, U
OTPaHWYEHUS 30H UX OTBETCTBEHHOCTH;

- PaBUJIa PYCCKOTO SI3bIKA;

- TpeOOBaHUS OXPaHbI TPY/IA.




IIK 1.8. Odopmsars
JOKYMEHTHI T10
JMYHOMY COCTaBYy U
OpraHU30BBIBAThH
paboTy ¢ HUMH, B TOM
qHCIe ¢
UCIIOJIb30BAHUEM
aBTOMAaTH3UPOBAHHBIX
CHCTEM

IIpakTHYeckuii ONbIT:

- OdopmiieHre JOKYMEHTOB M0 JUYHOMY COCTaBY U OpraHu3anus paboThl C HUMH, B TOM
YHCJIE C UCIIOJIb30BAHUEM aBTOMATU3UPOBAHHBIX CUCTEM

YMenus:

- o0ecrieunBaTh COXPAHHOCTh MEPCOHAIBHBIX TAHHBIX PAOOTHUKOB;

- OPraHU30BBIBATh JOKYMEHTOOOOPOT MO MPEACTABICHUIO TOKYMEHTOB I10 MEPCOHATY
B IOCYJIapCTBEHHBIE OPTaHbI;

- OpPraHU30BBIBaTh JOKYMEHTOOOOPOT 10 YUETY U/IBHIKEHUIO PaOOTHUKOB;

- BECTU BOMHCKUH Y4€T paOOTHHUKOB;

- BECTU y4€T paboyero BpeMeHU pabOTHUKOB;

- o(hopMIIATH OpPraHU3aLMOHHO-PACHIOPSAUTENbHBIE JOKYMEHTbl O JINYHOMY
COCTaBy;

- BECTU PErucTpanuio, y4€T, OolepaTUBHOE XPAaHEHHUE JOKYMEHTOB IO JUYHOMY
COCTaBy;

- BECTH JOKYMEHTAIMIO, NIOATBEPKIAIOUIYI0 CBEIEHUS O TPYAOBOH IEATENBHOCTH U
TPYZOBOM CTa)k€ paOOTHUKOB;

- (hopMuUpOBaTh JIUYHBIE JIeJ1a PAOOTHUKOB;

- 0OpMIIATH JieJ1a 10 JINYHOMY COCTaBy JUIs [epelaull BapXUB OpraHU3alluy;

- paboTaTh CO CIEeLUANTU3UPOBAHHBIMU HH()OPMAIIMIOHHBIMU CUCTEMAaMU U 6a3aMu TaHHBIX
10 BEJICHUIO Y4€Ta U IBUKEHUIO PAOOTHHUKOB.

3Hanun:

- HOpPMaTHUBHbIE IIpaBOBble akThl Poccuiickoii ®exnepanuu B cpepe TPYIOBBIX
OTHOIIICHHU;

- JIOKaJIbHbIE HOPMATUBHBIE aKThI, PETIIAMEHTUPYIOIIMETPYIOBbIE OTHOLICHUS;

- COBpEMEHHbIe UHPOPMALMOHHO-KOMMYHUKAIIMOHHBIE TEXHOJIOTHH, IPUMEHSEMbIE B
paboTe ¢ JOKYMEHTaMH MOJUYHOMY COCTaBY;

- CTPpYKTypa OpraHu3alnuu, pyKOBOACTBO CTPYKTYPHBIXIIOAPA3ACIICHUN;

- paBUJIA JAEJIONPOU3BOICTBA;

- IpaBUJIa PYCCKOTO SI3bIKA;

- 3TUKA JIEJIOBOTO OOIIECHMS,

- TpeOOBaHUS OXpaHbI TPYJA.

IK 1.9.
Opranu3oBbIBaTh

IpakTuyeckunii oNbIT:




TEKYIIee XpPaHCHHE
JOKYMEHTOB,
00paboTKy nen st
OIEPATUBHOTO H
APXUBHOI'O XpaHCHUA,
B TOMYHUCIIE C
HCIOJIb30BaHUEM
ABTOMATHU3UPOBAHHBIX
CHCTEM

- OpFaHI/ISaHI/Iﬂ TEKYLICTO XPaHCHUSA NTOKYMCHTOB, o6pa60TKa JCJI I OIICPATUBHOI'O U
APXUBHOI'O XpaHCHUS, B TOM YHCJIEC UCIIOJIB30BAHNEM aBTOMATU3HPOBAHHBIX CUCTEM

Ymenusn:

- pa3pabaThIBaTh HOMEHKJIATYPY JIeJl OpraHU3allNH;

- TIPOBEPSITH MPABUIBLHOCTH OPOPMIICHHS IOKYMEHTOB U OTMETKH 00 UX UCIOJHCHHH
nepea ux GOpMUPOBAHKEM BJIEIO JJIS MTOCIEAYIOIIETO XPaHEHNS,

- (hopMHUPOBATH JieTIa, KOHTPOJIHPOBATH MPABMIILHOE HCBOCBPEMEHHOE paclpeielicHUue
Y TIOJIIMBKY TOKYMEHTOB B JieJia B COOTBETCTBHH C HOMEHKIJIATYpOil e,

- IPOBEPSATH CPOKU XPAaHEHUS JOKYMEHTOB, COCTABJISITh IIPOTOKOJ Pa0OTHI SKCIIEPTHOM
- KOMHUCCHH 10 MOATOTOBKE JIOKYMEHTOB K Ilepe/iaue B apXHUB;

- COCTaBJISITh aKT O BBIICICHUH K YHUYTOKEHUIO JIOKYMEHTOB, HE
MOJIS)KAITUX XPAaHEHUIO;

- COCTaBIISITh aKT 00 YHUUYTOKEHUH JIOKYMEHTOB;

- OCYILIECTBJIATH MOJTHOE UM YacTUYHOE 0(OPMIICHHE J1€JIBPEMEHHOTO0, TOCTOSIHHOTO,
JIOJITOBPEMEHHOTO CPOKOB XPaHEHUS,

- COCTaBJIAITb  ONUCHU JEJI  CTPYKTYPHBIX  MOJpa3JeleHUul  MOCTOSHHOTO,
JIOJITOBPEMEHHOTO CPOKOB XPAaHEHHUS IJIATIEpeIaduu JIe] B apXUB OpPTaHU3aIUH;

- TNPUMEHATh HHQPOPMAIIMOHHO-KOMMYHHUKAIMOHHBIE TEXHOJOTHH TMpu paboTe cC
JIOKYMEHTaMHU.

3unanusa:

- HOpPMAaTHBHBIE MPaBOBbIe aKkThl Poccuiickoit @enepanuu Behepe 1eI0pou3BoICTBA U
ApPXUBHOTO JIeTIa;

- TOKaJIbHBIE HOPMATUBHBIE aKThI, PETIaMEHTHPYIONINEBECHHE JIETOMPOU3BOICTBA

W TIepesiavy Jied B apXHB OPraHu3allnu;

- BUJIbI HOMEHKJIATYp Je, 001ue TpeOoBaHrs KHOMEHKIIAType e, MOPSI0K

paboThI ¢ Hell;

- OpSA0K GopMUpPOBaHUs U 0GOpMIICHHS e, crienudruraGopMUpOBaHUS OTIETHHBIX
KaTeropui el

- IpaBUJIa XpaHEHUs Jell, B TOM YHCJIE ¢ JOKYMEHTaMHUOTPaHUYCHHOTO JOCTYIIA;

- MpaBWJIA BBIIAYU M MCITOJI30BAHKS JIOKYMEHTOB U3C(HOPMUPOBAHHBIX JICIT;

- IOPSIJIOK UCTIOTB30BAaHUS TUIIOBBIX MJIM BEJOMCTBEHHBIX MEpEYHEN JOKYMEHTOB,

- OTIPE/ICNICHUsI CPOKOB XPAHECHHS BIPOIECCE IKCIIEPTU3HI IICHHOCTH IOKYMEHTOB;

- BUJIbI OITUCEH JIeT OpraHu3aIliu 1 MOPsI0K paboThl CHUMU;




- TpeOOBaHUS OXPAHBI TPYJA.

Opranuzanus apXvuBHOU
paboThl IO JOKYMEHTaM
OpraHMU3alMil pa3InYHBIX
(dbopM cOOCTBEHHOCTH

[IK 2.1. Ocy1iiecTBiasiTh
KOMILICKTOBAaHUE
APXUBHBIMH JIeJIaMU
(ToxymeHTaMu) apxuBa
OopraHu3aIuu

IpakTuyeckunii oNbIT:

- YyacTue B KOMIUIEKTOBAaHUM apXHUBHBIMU JieJaMU (JOKYMEHTaMHU) apX1UBa OpraHU3aluu
YMenus:

- paboTaTh ¢ MOApa3eCHUSIMHI/OpPraHU3alUsIMU HCTOYHUKAMH KOMIJICKTOBAHUS apXUBa;
IPUHUMATh apxXHBHbIE Jefa (JOKYMEHThl) Ha IIOCTOSHHOE WM JIOJTOBPEMEHHOE
XPaHCHHUE;

- y4acTBOBaTb B IIPOBEIACHUM OHKCIEPTHU3bl LIEHHOCTH pAa3JIMYHBIX TUIIOB WU BUJOB
JIOKyMEHTOB B COOTBETCTBHH C BHYTPEHHUMHU pEriIaMEHTaMH OpraHu3allly;

OPUMEHATh B paboTe PpPEeKOMEHJAMM SKCHEPTHO-IPOBEPOUYHOW KOMHUCCHU WM
DKCIIEPTHOM KOMUCCHH OpPraHU3aluu;

- IPUMEHSATH [IEPEYHH C YKa3aHUEM CPOKOB XpaHEHHMs Jiell (JOKYMEHTOB);

- cO0JII01aTh HOPMATUBHbBIE CPOKU XPAaHEHUS /11 (JOKYMEHTOB);

- BECTU y4E€T UCTOYHUKOB KOMILJICKTOBAHMsI ApXHBa;

- UCIIOJIb30BaTh MEPEJI0BOI OTEUECTBEHHBIN U 3apyOEKHBIM ONBIT 110 KOMIUIEKTOBAHUIO
apxuBa JieslaMH (JOKYMEHTaMH ) IOCTOSIHHOTO U JI0JIFOBPEMEHHOT'O XPaHEHHUS;

- HUCHOJB30BaTh  COBPEMEHHBbIE  aBTOMAaTHU3UPOBaHHbIE, HH(OPMALMOHHBIE H
TEJIEKOMMYHHUKAIIMOHHBIE TEXHOJIOTUM JOKYMEHTUPOBAaHHBIX cdep IesATeIbHOCTH
OpraHu3aluu.

3Hanun:

- HOpMaTHBHBIE MpaBoBbie akThl Poccuiickoit denepamnuu B chepe AeI0npou3BOACTBA U
apXUBHOTO JIETIa;

- HAyYHO-METOINYECKUE KPUTEPHUU IKCIIEPTU3bI LIEHHOCTH Pa3INYHBIX TUIIOB ¥ BUJIOB JIEJT
(ITOKyMEHTOB);

- TEOPETUYECKHE U METOJUYECKHE aCIeKThl KOMIUIEKTOBAHUS M DKCIEPTU3BI LIEHHOCTU
BCEX BUJIOB JOKYMEHTOB;

- BU/JIbI, Pa3HOBUIHOCTH U (hOPMATHI BCEX BUIOB JOKYMEHTOB,;

- YHU(ULIUPOBAHHYIO CUCTEMY OPTaHU3AIMOHHO- PACHIOPSIUTEIbHON JOKYMEHTAINH;

- CTaHAApPTHI 0OPMIIEHHSI OPTaHU3ALMOHHO- PACIIOPSATUTENLHON TOKYMEHTAIlUN;

- CIOCOOBI M TEXHOJIOTUM JOKYMEHTHPOBAHMS PA3IMUYHBIX BUAOB MPO(ECCHOHATHHON
JIeATEIbHOCTH;

- OpraHM3allMOHHBIE IPUHLUIIBI KOMIUIEKTOBAHUS €N (IOKYMEHTOB) OTPAaHMUYEHHOTO
JIOCTYTIa;

- TpeOOBaHUS OXpaHbl TPYJa.




[IK 2.2. Bectn yuér
apXUBHBIX €I
(1OKyMEHTOB), B TOM
qucie ¢
UCTOJIb30BaHUEM
aBTOMaTU3UPOBAHHBIX
cHCTEM

IIpakTHYeckuii ONbIT:

- Benenue yuéra apXuBHBIX A€l (JOKyMEHTOB), B TOM 4YHCIE C HCIIOJIb30BaHUEM
ABTOMATHU3UPOBAHHBIX CHCTEM

YMenus:

- TI0JIB30BATHCS YUETHBIMHM JOKYMEHTAaMH B paMKax 3JEKTPOHHBIX WH(pOPMAIMOHHBIX
CHCTEM JIOKYMEHTHUPOBAHHBIX C(ep AeATEIbHOCTH OpraHU3aluu;

- TIOJNB30BaThCs  CEPTU(PHUIMPOBAHHBIMU  ABTOMATH3UPOBAHHBIMH  CHCTEMaMU
JIOKYMEHTHUPOBAaHHBIX c(ep JesITeIbHOCTH OpraHu3aluu Mo Y4é€Ty, Pperucrpanui,
KOHTPOJIIO JIeTT (JIOKYMEHTOB);

- TI0JIb30BAThCS UH(OPMAIIMOHHO-CIIPAaBOYHBIMU CUCTEMaMH JJOKYMEHTUPOBAaHHBIX cdep
JeSITEIbHOCTH OpraHu3aluy;

- BECTH CIIPAaBOYHO-IIOMCKOBBIE CPEJICTBA K APXUBHBIM JIe1aM (JIOKyMEHTaM);

- BECTH YYET CTPaxoBOro (OH/a apXUBHBIX 1 (JIOKYyMEHTOB);

- IPUMEHATb HOPMATUBHBIE IPABOBbIE AaKThl, JIOKAJbHbIE HOPMATUBHbBIE aKThl
OpraHM3alMl W METOAMYECKHE JOKYMEHThl B 00JlacTH Yyu€ra apXUBHBIX JI€
(ITOKyMEHTOB);

- BHOCHUTbH NIPEJIOKEHHS IO COBEPIIEHCTBOBAHUIO METOAMYECKOro oOecreueHus: yuéra
pasHbIX BUJOB JOKYMEHTOB B JOKYMEHTHPOBAaHHBIX c(hepax IesTeNIbHOCTH OpraHu3alluy.
3Hanun:

- HOpMaTUBHBIE NpaBoBble akThl Poccuiickoit deaepannu B chepe Ae10MpOU3BOICTBA U
aApXUBHOTO JIENa;

- METOJIMYECKHE JOKYMEHTHI U HallMOHAJIbHbIE CTAHJAPTHI B 00JIACTH Yy4€Ta JOKYMEHTOB
U TOKYMEHTHUPOBAHHBIX cep AesITeIbHOCTH OpraHU3aluy;

- OTE€YECTBEHHbIE U 3apyOeKHbIE CEPTU(PULINPOBAHHBIE CUCTEMbI aBTOMATU3UPOBAHHOTO
yuéTa apXUBHBIX JeJl (IOKYMEHTOB);

- TpeOOBaHUS K YUETY 0CO0O0 IIEHHBIX M YHUKAJIBHBIX apXUBHBIX JIEJ (JIOKyMEHTOB);

- CPOKH BBITIOJIHEHUS Pa0OT MO YUETY apXUBHBIX /i€ (JOKYMEHTOB);

- o0me NpUHLUMIBI y4€Ta W KOMIUIEKTOBAHUS M€l (JOKYMEHTOB) OrpaHHMYEHHOI'O
JIOCTYIa;

- TpeOOBaHUS OXpaHbI TPYJa.

[IK 2.3. OcyiiecTBasiTh
XpaHEHUE apXUBHBIX JIe]
(TOKYMEHTOB) C
MTOCTOSIHHBIM CPOKOM

IpakTuyeckunii ONbIT:
- OcylIecTBIEHNE XPAHEHHS] ApXUBHBIX M€l (JIOKYMEHTOB) C TOCTOSIHHBIM CPOKOM
XpaHEHUs U 10 JUYHOMY COCTAaBY B apXMBE OpPraHU3aluU




XpaHEHUS U 10 TUYHOMY
COCTaBY B apXHBe
OpraHu3aIu

Ymenus:

- CUCTEMaTU3UPOBAaTh Jiea (JOKYMEHTBI);

- pa3Meliarb apXMBHbIE J€ja (JOKYMEHTbI) Ha MECTaX XpaHEHUs B COOTBETCTBHM C
HOPMAaTHUBHBIMU TPEOOBAaHUSIMU B 00JIACTH APXUBHOTI'O JIeJ1a U YIIPaBJIECHUS TOKyMEHTAMU;
- cOOMI0aTh HOPMATUBHBIE PEKHMBI XpPAaHEHUS apXUBHBIX J€T (JIOKyMEHTOB) Ha JTOOBIX
HOCHUTEJISX;

- IPOBOAUTH IPOBEPKY IIOJHOTHI COCTaBAa APXUBHBIX JOKYMEHTOB B €IMHULAX XPAaHEHUS;
- IPOBOJIUTH OIMCAHUE APXUBHBIX JIeJT (IOKyMEHTOB);

- COCTaBJIATh CIIPABOYHO-IIOMCKOBBIE CPEJICTBA K ApXUBHBIM JIeJ1aM (JIOKyMEHTaMm);

- BECTU Y4&T U KOHTPOJIb BbIIAYM APXUBHBIX €)1 (JOKYMEHTOB) U3 apXUBOXPAHWIUILIA U
UX BO3BpAarTa;

- BECTHU yuér u KOHTPOJIb nepenadu zen (1OKyMEHTOB) B
rOCyJapCTBEHHBIN/MYHUIIUTIATBHBIA apXUB WM Ha WHOE BHEUIHEE XpaHEHHWE U MpHEéMa
JIeJ1 C BHEIIHETO XPaHEHU;

- IPOBOJIUTH MOJIMCTHYIO TIPOBEPKY (PU3MUECKOTO COCTOSHUS /1€ (JOKYMEHTOB);

- pa3bICKUBaTh HEOOHAPY)KEHHBIE Jie1a (JOKYMEHTHI);

- 3aIMIIaTh HH()OPMALIMOHHBIE PECYPCHI apXHMBa OT HECAHKIIMOHUPOBAHHOTO JIOCTYIIA.
3Hanun:

- HOpMaTHBHBIE MpaBoBbie akThl Poccuiickoit denepamnuu B chepe AeI0npou3BOACTBA U
apXUBHOTO JIENa;

- HOpMaTHBHBIE TNpaBoBble akThl Poccuiickoit ®denepanuu B obnacTu HHPOpMAIHH,
MH(POPMALIMOHHBIX TEXHOJOTHM, 3alUThl MH()OpPMAlMK M TEPCOHATBHBIX JAHHBIX,
upoBoi TpaHchopMaLnu;

- HOpMaTHBHble  TpaBoBble  akThl  Poccuiickoit  ®exeparuu B obnactu
KOH(UIEHIMATBEHOCTH HH(OpPMaIUY;

- IpaBUJIa XpaHEHHsI Jiell (TOKYMEHTOB) B COOTBETCTBHUHU C UX TUIIAMH;

- OpsI0K (OPMUPOBAHUS JOKYMEHTOB B KOMILIEKTHI, TPYIIIbI, THIIBL;

- TpeOOBaHUs K 0(OPMIICHHUIO IOTOBOPOB HA PEATM3alMIO YCIYT BHEIIHEr 0 XpaHEeHUs JelT
(TOKyMEHTOB);

- CPOKH BBINIOJTHEHHS padoT;

- TpeOOBaHUS K YCTaHOBJICHHBIM HOPMaM BbIPaOOTKH;

- TpeOOBaHUS OXpaHbl TPYJa.

[IK 2.4. OcyiiecTBisiTh
XpaHeHue,

IIpakTu4yeckunii ONbIT:




KOMIUIEKTOBAaHUE, YYET U
HCIIOJIB30BAHUE ACIT
(1OKyMEHTOB)
BPEMEHHOI'O XpPaHEHUs

- OGecnieueHne XpaHeHHs, KOMIUICKTOBAaHHUs, y4ETa U UCIIOIB30BAHUS JelT (JIOKyMEHTOB)
BPEMEHHOI'0 XpaHEHUs

Ymenus:

- OPraHU30BbIBAaTh U 00ECHEUNBATh XpPaHEHHE JIeN (JJOKYMEHTOB) BPEMEHHOI0 XpaHEeHUs
OpraHu3aly B TPAAULIMOHHOM U B JJIEKTPOHHOM BUJIE;

- KOHTPOJHMPOBATh Pa3pabOTKy CTPYKTYPHBIMH IOJPA3/EICHUAMHU ONMUCEH U aKTOB O
BBI/IEJICHUH HAa YHUUTOXKEHHE €)1 (JIOKYMEHTOB) BPEMEHHOI'O XPAaHEHHUS B TPAJULIMOHHOM
U B 2JIEKTPOHHOM BHU/IE;

- (hopMHUpOBATh €AMHULIBI XPaHEHUS! TOKYMEHTOB JUIsl UX MOCIEAYIOUIEr0 pa3MeIleHUs B
apxuBe OpraHu3alluy;

- COCTaBJIATh CIIPABOYHO-IIOMCKOBBIE CPEJICTBA K ApXUBHBIM JIeJ1aM (JIOKyMEHTaMm);

- OCYIIECTBJIATH IOMCK Jiel (JOKYMEHTOB) BPEMEHHOIO XpaHEHHUs B Ipolecce HX
XPaHEHUs B CTPYKTYPHBIX MOJIpa3Ae/ICHUsIX U apXUBE OpraHU3ally;

- OCYILECTBIIATh METOJUUECKOE PYKOBOCTBO OpraHu3alnueil XpaHeHus Aei (JOKyMEHTOB)
B CTPYKTYPHBIX [IOJIpa3/IeJICHUsIX OPraHu3allnu;

- OKa3bIBaTb CTPYKTYPHBIM IOApAa3JeICHUSIM MPAKTUUYECKYI0 INOMOIb B OpraHU3aluu
XpaHEeHus Jel (J0KyMEHTOB);

- pa3pabarbiBaTh  CIPaBOYHO-MH(OPMAIMOHHBIE JOKYMEHTHl [0 OpraHu3aluu
UCIOJIb30BaHUsl el (JIOKYMEHTOB) BPEMEHHOIO  XPaHEHHUS B  CTPYKTYpPHBIX
MOJIpa3IeJICHUsAX U apXUBE OpraHU3aluy;

- MpPOBOAUTH SKCIEPTH3y LEHHOCTH JeNl (JIOKYMEHTOB) BpPEMEHHOTO XpaHEHMs,
NIEPEIaHHBIX B apXUB;

- OIPENENATh CPOKH XpaHEHHUS 1l (JOKYMEHTOB) BpEMEHHOI'O XpaHEHUS;

- o0ecrieuyuBaTh 3aLIUTY Jie1 (JJOKYMEHTOB) BPEMEHHOI'O XpaHEHHUs B OpraHM3aluu OT
HECaHKIIMOHUPOBAHHOTO JOCTYTIA WIH YHUUTOKEHHUS;

- IPOBOJUTH (U3NYECKOE YHUUTOXKEHHUE JeN (JOKYMEHTOB) BPEMEHHOI'O XPaHEHHs C
UCTEKIIMMH  CPOKAaMM  XpaHEHHsl  IOCJIe€  COTJIaCOBaHMSI CO  CTPYKTYpPHBIMH
MOJIpa3IeJICHUsIMU OpraHU3aliH;

- opopmiIATh Y4ETHBIE JOKYMEHTHl 00 YHMUYTOXXEHUHU el (JOKYMEHTOB) BPEMEHHOI'O
XpaHEHUsI C€ HUCTEKUIMMHM CpPOKaMU XpPAaHEHUS COBMECTHO CO CTPYKTYpHBIMH
MOJIpa3/ieNIeHUsIMU OpraHU3aliH.

3HaHun:

- HOpMaTHBHBIE MpaBoBbIe akThl Poccuiickoit denepanuu B cepe AeIOnpon3BOACTBA U
ApXUBHOTO JIENA;




- HOpMAaTHBHBIC TIpaBOBBIE aKkThl Poccwiickoit ®Denepanii B O0OJACTH 3aIIUTHI
MIEPCOHAJIbHBIX JIaHHBIX;

-  HOpMaTHBHBIE TpaBOBble  akThl  Poccuwiickoit ~ ®exeparmm B obnactu
KOH(PHICHIIMAIBHOCTH HH(DOpMAIUK;

- METOJMYECKHE TOKYMEHTHI U HAIlMOHAIBLHBIC CTAHAAPTHI B 00JIACTH JIETIOMPOU3BOICTBA
Y apXHUBHOIO JIENa;

- METO/IMKA pa3padOTKu PopM yUETHBIX JOKYMEHTOB B TPAIUIIMOHHOM U B JICKTPOHHOM
BU/IE;

- MpaBWJia CUCTEMATU3AIUHU U KJIacCU(UKAIIUU JOKYMEHTOB;

- 0COOEHHOCTH OpraHM3AIMH XPAHEHUs Jell (IOKYMEHTOB) Ha Pa3IUYHbIX HOCUTETISX;

- KpUTEPHUH OMPEIEICHUS LICHHOCTH JIe (JOKYMEHTOB) JIJIsl JATbHEHIIIETO XpaHSHUS UITH
YHUUTOXEHUS,

- TpeOOBaHMS K MPOIECCaM YHUUYTOXKEHUSI UHPOPMAIIUU B TPATUIIMOHHOM U DJIEKTPOHHOM
BUJIE;

- TpeOOBaHUsI OXpPaHbI TPYy/a.

[IK 2.5. OcyiecTBasTh
HCIIOJIb30BaHUE
ApXUBHBIX JIel
(1IOKYMEHTOB), B TOM
YHCIIE C
HCIIOIL30BaHUEM
ABTOMAaTHU3HPOBAHHBIX
CHCTEM

[MpakTu4yeckunii oNbIT:

- Ocy1ecTBiIeHHUE HCIOJIb30BAHUS APXUBHBIX JI€7 (IOKYMEHTOB), B TOM YHCIIE C
HCIOJIb30BAaHUEM aBTOMATU3UPOBAHHBIX CUCTEM

Ymenus:

CHUCTeMaTU3UPOBaTh U 000OIIATH CBEICHUS O COCTaBE U COACPKAHUM APXUBHBIX eI
(TOKyMEHTOB);

UCIIONIb30BaTh MH(GOPMAIMOHHBIE TEXHOJNOTUM B 00JacTU CO3JaHHs CIPABOYHO-
MMOMCKOBBIX CPEJICTB apXHBa U JOKYMEHTUPOBAHHBIX CPep MeATeTbHOCTH OPraHU3allNH;
dbopMUpOBAaTh OCHOBHBIE W BCHOMOTaTeibHbIE BHUABl APXUBHBIX CIIPABOYHHUKOB B
ANEKTPOHHOU (hopMmeE;

MOArOTaBIUBATh HH(DOPMAIIMOHHBIE IOKYMEHTHI 10 3aIpOCaM MOJIb30BaTeNIel pa3TuIHbBIX
KaTeropuil.

3HaHus:

- HOpMaTUBHBIE TTPaBoBhIe akThl Poccuiickoit deneparuu B chepe aemonpon3Bo/ICTBA;
HOpPMaTUBHBIE TIPaBOBbIE akKThl Poccuiickoii ®Dexepanuu B 00JACTH  3alIUTHI
MIePCOHAIIbHBIX TAHHBIX;

- METOJMYECKHE JOKYMEHTHI B OOJACTH UCIOIB30BAHUS U MYOIWKAIIMU apXUBHBIX JEl
(TOKYMEHTOB);




- cepTUUIIMPOBAHHBIE HHPOPMAIIMOHHO-TIOMCKOBBIE CHCTEMBI B 00JACTH pa3padOTKH
HAYYHO-CIIPABOYHOTO aIllapara JTIOKyMEHTHPOBAHHBIX cep NesTeIbHOCTH OpraHu3allny;
- CpPOKH BBHIMOJTHEHHS pabOT MO OpraHu3allid HWCIOJb30BaHUS APXUBHBIX eI
(TOKYMEHTOB);

- OpraHu3alMOHHBIE PUHITUIIBI UCTIOIB30BAHUS JOKYMEHTOB OIPAaHUYCHHOTO JIOCTYIIA;

- TpeOOBaHUs K MIOATOTOBKE apXMBHBIX CIIPABOK M BBIIUCOK M3 apXUBHBIX JJOKYMECHTOB;

- TpeOOBaHUS OXPAHBI TPY/IA.

OcBoeHue BHUIOB pPaboT

10 JIOJDKHOCTH
CITyXallero 26353
«CexkpeTapb-
MAIIHHUCTKA)

IIK 3.1 CocraBiusaTs u
oopMIIATH CITy)eOHbBIE
JIOKYMEHTBI, C
HCIIOJIE30BAHUEM
TEXHUYCCKUX CPEJICTB U
MIPOrPAMMHOTO
obecreyeHus

IpakTuyeckunii oNbIT:

- Boinoninenue pabot 1o JoimkHOCTH ciyskatiero 26353 «CexkpeTapb-MalInHUCTKA
Ymenus:

- 0(OPMIIATH C MCIIOJIB30BAHUEM TIEPCOHAIBHOTO KOMITBIOTEPA CITy>KEOHBIE TOKYMEHTHI B
COOTBETCTBUH C TPEOOBAHUSIMH CTaH/IapPTOB;

- peIaKTUPOBATh CIIY>KEOHbIE JOKYMEHTBI;

- IPOU3BO/IUTH KOIIMPOBAHHUE U ONEPATUBHOE PA3MHOKEHHE JOKYMEHTOB.
3Hanun:

- OCHOBHBIE MpaBWiia pabOThl Ha MEPCOHAIBHOM KOMIIBIOTEPE,
aBTOMAaTHU3UPOBAaHHOE pabouee MeCTo;

- OCHOBHBIE AJIEMEHTHI YCTPOWCTBA KOMIIBIOTEPHOMN KJIaBUATYPBbI, PACIIONOKEHHE OYKB U
3HAKOB;

- TMOPSOK PpACHOJIOKEHUsT PEKBU3UTOB IpPU MEYAaTaHWU pPa3IMYHBIX JOKYMEHTOB B
COOTBETCTBUM C TPEOOBAHUSIMH CTaH/IapTOB;

- IpaBUJIa MTeYaTaHHUsl JOKYMEHTOB C UCIOJIb30BAHUEM TUIIOBBIX (HOpPM.

B TOM 4YHCIIC

1K 3.2 BemonHsaTh
MAaIIMHOIUCHBIE PabOTHI
pa3IMYHOMN CTENIEHU
CII0KHOCTH

IIpakTH4eckHii ONbIT:

- BeimonHeHne MalmMHOMHMCHBIX paboT Pa3IUYHON CTENIEHN CII0KHOCTH

Ymenus:

- TedaTatb N0 YKa3aHWIO PYKOBOAWTENS pa3IUYHbIE MAaTepHajbl, IMPOU3BOJNUTH
KOMITBIOTEPHBIH HAa0Op TEKCTOBOM HMH(pOpPMAIMM C NMPUMEHEHHEM METOIMKH CJENOro
JECSATUTIANTBIIEBOTO METOIa Ha KJIABUATYPE MEPCOHATLHOTO KOMITBIOTEPA;

- TPOU3BO/IUTH KOPPEKTYPHYIO IPABKY TEKCTOB JIFOOOW CII0KHOCTH.

3HaHusn:

-METOJMKA CIIETNOro JeCATHUIAIBIIEBOIO METO/1a ITUChMA;

npaBuia opporpaduu M MyHKTyaluu;

IpaBUiIa Ne4aTaHUsl JOKYMEHTOB C UCIOJIb30BAHUEM TUIIOBBIX (OPM;




obmme mpaBuiaa OGOPMIICHHS PA3IUYHBIX MAIIMHOMHMCHBIX pPabOT H  CIyKEOHBIX
JIOKyMEHTOB B cooTBeTcTBUU ¢ TpeboBanusmu ['OCT 7.0.97 — 2016 u 'OCT 7.32 - 2017;
IIPUEMBI BBIJICIICHUS OT/ICIbHBIX YaCTeH TEKCTa;

npaBuiia OPOPMIICHHUS TPUMEUAHUH, PUITOKCHHIA, CHOCOK K TEKCTY;

npaBuia opopmieHus oudauorpaduu

MpaBHJia IPUMEHEHHUSI KOPPEKTYPHBIX 3HAKOB IPH MPABKE TEKCTOB.
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Pa3znen 5. YciaoBusi 00pazoBaTe/ibHOM AeSITEJIbHOCTH

5.1 MarepuajibHO-TeXHHYECKOe OCHAIIleHHe 00pa30BaTe/IbHOM
MPOrpamMMblI

CrneunanbHble TOMENICHUS JIOJDKHBI MPEACTAaBIATh €000  ydueOHbIe
ayoqUTOPUM ISl TIPOBENCHUS 3aHATHH BCEX BUIOB, MPEIyCMOTPEHHBIX
00pa30BaTEeNBHON MPOTPAMMOIA, B TOM YHUCJIE TPYIIOBBIX W WHINBUAYATHHBIX
KOHCYJIBTAIIMM, TEKYIIETO KOHTPOJIS W IMPOMEKYTOUYHOW AaTTECTAIMH, a TaKXKe
MOMEIIEHUST Ui CaMOCTOATEIbHOW paboThl, MacTepckue U J1abopaTopuH,
OCHAIIICHHbIE  000PYJOBAaHWEM, TEXHUYECKUMU CpPEACTBaMU OOy4YeHUS W
MaTepHaaMH, YIUTHIBAIOIIMMH TPEOOBAHUS MEXTYHAPOIHBIX CTaHIAPTOB.

Hepeqenb crienuaJbHbIX l'[OMe]_l_[eHl/Iﬁ

KaOunersr:

1. KaOuHeT coluanbHO-3KOHOMUYECKUX U YIIPABICHYECKUX TUCIUILIAH
2. KabuneT MHOCTpaHHOTO sI3bIKa B MPOPECCUOHAIBHON JACSTEIBHOCTU
3. Kabunet pycckoro si3bika B mpohecCUOHATBHOM eATeITbHOCTH

4. KabunHeT npaBoBoro ooecnedeHus npohecCuoHaIbHOU NeATeTbHOCTH
JIOKYMEHTAITMOHHOTO 00ECTIeUeHUsI YITPaBICHUS

5. KaOuner apxuBoBeAeHUs

6. KabGuneT npodeccrnoHanbHON 3TUKH U OCHOB JEIOBOTO OOIIIECHUS

7. KaOuneT opraHuzanuu CEKpeTapcKoro o0CiIyKuBaHUs

8. KaOuneT 6e30macHOCTH )XKU3HEACATEILHOCTH

9. KabuneT MeToaudecKuid

JlabopaTopumn:

KommbroTepHoi 00paboTKu JOKYMEHTOB
NudopmarimoHHBIX 1 KOMMYHUKAITMOHHBIX TEXHOJOTHM
ApXHBHOrO Aena

Opranuzaruu padoThl ¢ JOKYMEHTAMH

CucreM 3JIeKTPOHHOTO IOKyMEHTO000poTa

VYuebHas KaHUIETAPUS

CrnopTUBHBINA KOMILIEKC:

1. CnopTuBHBIN 3a7

2. TpeHaxepHbIil KOMILIEKC

3. OtkpbITas CHOPTUBHAS IUIOIIAIKA
4, Mecto a1st cTpenbObl

3anabr:

bubnuoTeka, YuTaNBHBIN 3371 C BBIXOJIOM B UHTEPHET
AKTOBBIH 3al1

MaTepunajabHO-TeXHHYECKOE OCHAllleHHe 1a00paTopuil, MACTEPCKHUX U 0a3
NPAKTUKH MO Ipodeccuu
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Konnemx pacromaraer mOMEIMIEHUSMH, KOTOPBIE MPEACTABISAIOT COOOMU
y4eOHbIC ayJUTOPHUH, Ja0OpaTOPUHU, MACTEPCKHUE, OCHAICHHBIE 000pYyd0BaHUEM,
TEXHUYECKUMU CPEJCTBAMU OOYyYECHHUS Il TPOBEJCHHUS 3aHSATUM BCEX BHUJIOB,
MPEAyCMOTPEHHBIX 00pa3oBaTEILHON MpOrpaMMOM, B TOM YHCIIE TPYIIIOBBIX H
WHJIMBUIYAJIbHBIX KOHCYJbTAIUMA, a TAaKXXE ISl MPOBEACHUS TEKYIIETO KOHTPOJIS,
MPOMEKYTOUYHOW M TOCYJapCTBEHHON HWTOTOBOM AaTTeCTallid, TMOMEIICHUS A
OpraHU3alliyd CaMOCTOSTEIHFHON M BOCIIUTATEILHON PAOOTHI.

Bce Bumpl yueOHOW ACSATENBHOCTH OOYYAIOIIUXCS, MPEAYCMOTPECHHBIC
y4eOHBIM IUIAHOM, BKJIIOYAs MPOMEKYTOUHYIO U TOCYJAPCTBEHHYI) HTOTOBYIO
aTTeCTAINIO, 00ECIIEYEHBI PACXOHBIMU MaTEPHATIAMHU.

[ToMetienus s opraHu3alii CaMOCTOSATENIBHON U BOCITUTATEILHON pabOThI
OCHAILICHbl KOMIBIOTEPHOM TEXHUKOM C BO3MOXKHOCTBIO TMOJKIIOUECHUS K
MH(POPMAITMOHHO-TEJICKOMMYHUKAIIMOHHON cetu «VHTepHEeT» M obecrneyeHueM
JIOCTYTa B AJIEKTPOHHYIO0 HH(POPMAITMOHHO-00pa30BaTEILHYIO CPely KOJUIEKA.

Ocnawenue 06a3 npakmuk

Peanuzanmst 006pazoBaTenbHON MpOTpaMMBI TIPEANOJaraeT o0s3aTeIbHYIO
y49eOHYIO U TTPOU3BOJICTBEHHYIO TIPAKTHKY.

VYyebHas mpakThKa peaju3yeTcss B JabopaTopusax KoOJUIeMkKa M Tpedyer
HATUYHS o0opyI0BaHu, WHCTPYMEHTOB, PaCXOIHBIX MaTepHaoB,
00eCIeunBaOIINX BHITIOJIHEHUE BCEX BUIOB PabOT, OMPEICIICHHBIX COJEPKaHUEM
nporpaMm Tpo(ecCHOHaNbHBIX MOJyJieH, B TOM 4HCIE€ OOOpYyIOBaHUS W
WHCTPYMEHTOB, UCITIOJIb3yEMbBIX npu MIPOBEICHUH YEeMITMOHATOB
1po¢eCCHOHAIBHOTO MacTepCTBA.

Ilpouseoocmeennan npakmuka peaqu3yeTcs Ha TPEANPHUATHIX W B

OpraHu3aIusX, 00eCIeuynBarOIINX NEeSATeIbHOCTD oOy4Jaromxcs B
npodeccHoHanbHON 001acTH  aIMUHUCTPATUBHO-YIIPABIEHYECKON H O(QUCHOMN
NEATeTLHOCTH.

O6opynoBanue NPeaNPUATHN U TEXHOJIOTHIECKOE OCHAIIICHHE PA00YNX MECT
MPOW3BOJACTBEHHOW  MPAKTUKKA  JODKHO  COOTBETCTBOBATH  COJCPIKAHUIO
po(hecCHOHANBFHOM ASSTEIFHOCTH U 1aTh BO3MOKHOCTH 00YJarOIIeMyCsl OBIIAICTh
npoeCCHOHATLHBIMU ~ KOMITETCHIIMSIMH ~ TI0  BCEM  BHJIaM  JICATEIIHOCTH,
IPETYCMOTPEHHBIMHU ITPOTPAMMOM, C UCITOJIb30BAHUEM COBPEMEHHBIX TEXHOJIOTHH,
MaTepuasioB U 000PYI0BaHUSI.

Tpebosanua K yueoHO-MemoouuecKomy odecneueHuio oopazoeameibHoll
npozpammol

bubnuoTeunsrit PoH YKOMITJIEKTOBAH IEYATHHIMU U3JJAHUSMU U3 pacueTa He
menee 0,25 sk3eMIuIsipa KaKI0ro U3 U3JjaHul, YKa3aHHBIX B pabounx Mporpammax
TUCIUTUINH (MOMyNeH), MpPaKTHK, Ha OJHOTO OOYYalomerocs W3 YHCJa JIWII,
OJTHOBPEMEHHO OCBaMBAIOIIMX COOTBETCTBYIOLIYI) JHUCLMUILUIMHY (MOIYIb),
MIPOXOISIIIUX COOTBETCTBYIOIIYIO MTPAKTHUKY.

Komnemx obecrnieunBaeT AocTym K MUGPOBOH (JIEKTPOHHOM) OMOIMOTEKE C
MPEIOCTABIEHUEM IpaBa OJHOBPEMEHHOIO JOCTyNa HEOrPAaHUYEHHOMY YHCITY
o0y4Jarommxcs.
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OOyuaromuMcst obecriedeH aocTyn (ymajaeHHBIM JOCTYI), B TOM YHUCIE B
cllydae MPUMEHEHHS SJICKTPOHHOTO O0yUYeHUSs, TUCTAHITMOHHBIX 00pa30BaTEIbHBIX
TEXHOJOTHH, K COBPEMEHHBIM TPOQECCHOHAIBHBIM 0a3aM JaHHBIX |
WH(POPMAITMOHHBIM CIPAaBOYHBIM CHCTEMaM, COCTaB KOTOPBIX OIPEAeTseTCS B
paboyux mporpamMmax JUCIUILINH (MOaYJIel) U TOAJIC)KUT OOHOBJICHHUIO.

Tpebosanusn Kk opzanuzayuu 60CRUMAHUSA 00YHAIOUWUXCA

YcinoBusi OpraHu3allid  BOCIUTAHHS OMpEACsAIoTCS  00pa3oBaTeIbHOU
OpraHu3alyeH.

Br1i6op ¢dopm opraHmzanuy BOCHIUTATEIBHONW pPabOThI OCHOBBIBAETCS Ha
aHanu3e 3(pPEKTUBHOCTH M TIpaKTUYecKoM ormbiTe. s peanusanuu [Iporpammer
OmpeiesieHbl clieyromue (HOopMbl BOCIHUTATEIBLHON PabOThl C OO0YYAOITUMUCS:
HH()OPMAITMOHHO-TIPOCBETUTEIIBCKUE 3aHATHS (JICKIIUU, BCTPEYH, COBCIIAHUS,
coOpaHusi U T.J.) MAacCOBbIE€ U COIMOKYJBTYPHBIE MEPOMPUATHS; CIOPTHBHO-
MacCoOBblE U  O3JOPOBUTEIBHBIE MEPONPHUATUS, JEATEILHOCTh TBOPYECKUX
00BeIMHEHUH, CTYIEHYECKUX OPTaHU3aINil; ICUXO0JIOTO-TIeJarOTMY€CKUE TPEHUHTH
U MHAUBUIYaJbHbIE KOHCYJbTAIlMN; HAYYHO-TIPAKTUYECKUE  MEPOIPUITHUS
(xoHbepeHIH, GOPYyMBbI, OTUMITHAIbI, YeMITHOHATHI U JAP); TPOPOPUECHTALIMOHHBIE
MeponpuaTUs (KOHKYPCHI, (heCTUBAIIU, MACTEP-KIIACChI, KBECTHI, SKCKYPCUHU U JIP.);
OTIPOCHI, AaHKETUPOBAHUE, COLIMOJIOTUYECKUE UCCIIEIOBAHUS CPEU O0yUarOIINXCS;
MOITOTOBKA BUPTYaAJIbHON AKCKYPCHH TI0 KOJIJICIKY.

Tpeoosanus K Kaopoevlm YcCa0GUAM peanu3auuu 00pazoeameibHoll
npozpammol

Peanusanus oOpa3oBarenbHON IPOrpaMMBbl oOecrieunBaercs
NearorndyecKuMu paboTHIKaMU 00pa30BaTEIbHON OpraHu3alliy, a TAKKE JIUIAMH,
MPUBJICKAEMBIMU K pealu3aii o0pa30oBaTeIbHON MPOrpaMMbl Ha YCIOBHSIX
Ipa)/1aHCKO-TIPaBOBOTO JOrOBOpa, B TOM YHUCJIE M3 YWCIa PYKOBOIUTENEH U
pabOTHUKOB OpraHuW3alliii, HAMPaBJICHUE JACSITEIBHOCTH KOTOPHIX COOTBETCTBYET
obnactu npodeccCruoHaTbHON JEeSITEIIbHOCTH 07 AJIMUHHUCTPaTHUBHO-
yrpaBiieHuecKkass U opucCHas JCITEIBHOCTh M MMEIOIIUX CTaX padOTHl B JIAHHOMN
npodeccuoHanbHOM 00JIaCTH HE MeHee 3 JIeT.

KBamudukanms MearornueCcKux pabOTHUKOB OTBEYAET
KBATM(UKAIIMOHHBIM ~ TpeOOBaHWSAM, YKa3aHHBIM B  KBaJU(UKAIIMOHHBIX
CTIpaBOYHHUKAX W MPOGECCHOHATBHBIX CTaHIApTaX.

[legarornyeckue paboOTHUKH, MIPUBIIEKAEMBIE K peanuzanuu
00pa30BaTEeNBHON MPOTPAMMBI, MOJYYAIOT JOMOJTHUTEIHLHOE MpodeccrnoHaIbHOE
o0pa3oBaHKEe TIO0 TIpOrpaMMaM TOBHIIICHUST KBaTU(pUKallMK, B TOM 4Hciie B (hopme
CTQXXHPOBKH B OPTaHU3AIUSX, HAIIPABJICHHE ACSITEIBHOCTH KOTOPBHIX COOTBETCTBYET
obmactu  mpo(ecCHOHANBHON  JeSATENhHOCTU 07  AnMHHHCTpPAaTHBHO-
yrpaBieH4YecKass U OopHUCHAsl NeATENbHOCTh, HE peke 1 pasa B 3 roja ¢ ydeTrom
pacimpeHust criekTpa npopecCUOHaIbHBIX KOMIIETEHIUH.

Jlons memarornyeckux pabOTHUKOB (B MPHUBEACHHBIX K IICJIOYHCICHHBIM
3HaYEHUSIM CTaBOK), o0ecneunBaromux OCBOEHUE 00y4aroIUMUCS
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po(eCCHOHANTLHBIX MOJYJIEH, UMEIONINX OMBIT JACSITEIHPHOCTH HE MEHEe 3 JIeT B
OpraHu3allisX, HAMpaBJIEHUE JAESITEIIBHOCTH KOTOPBIX COOTBETCTBYET 00JacTu
npodeccuonansuoit  gesitenbHocT 07  AJIMHHUCTPAaTHBHO-YNpaBIIEHYECKAasT U
opucHasi JeATENbHOCTb, B OOIIEM YHCIE TNEeAaroruyeckux pabdOTHUKOB,
peanu3yronmx 00pa3oBaTeNbHYIO MPOrpaMMy, COCTaBIISIET HE MEHee 25 MPOIICHTOB.

Pa3zgea 6. Onenka kayecTsa 00pa3oBaTe/ibHOM NPOrPaMMbl

I'ocynapctBennast utorosas arrecraius (nanee ' MA) nposogutcs B hopme
JIEMOHCTPAIIMOHHOTO PK3aMEHA U 3allIUThI JUILIOMHOTO MPOEKTa (PabOThI).

JIeMOHCTpallMOHHBIN AK3aMEH MPOBOJUTCS MO JIBYM YPOBHSM:

JEMOHCTPALlMOHHBIN 3K3aMeH 0a30BOro YpPOBHSI IMPOBOJIUTCA HA OCHOBE
TpeOOBaHMI K pe3yJibTaTaM OCBOEHUS 00pa30BATENbHBIX MPOTpaMM CPEIHErO
npodeccuonansHoro oopazosanusi, yctaHoBieHHbIXx OI'OC CIIO;

JEMOHCTPALIMOHHBIM  dK3aMEH TPO(HUIBHOTO YpPOBHA MPOBOJUTCS IO
perieHnio 00pa3oBaTeNbHON OpraHU3allii Ha OCHOBAHUU 3asIBJICHUI BBIITYCKHUKOB
Ha OCHOBE TpeOOBAHMM K pe3yjbTaTaM OCBOCHHS O0pPa30BaTEIbHBIX MPOrpPaMM
cpeaHero mpodeccuoHalbHOro obpaszoBaHus, ycraHoBiaeHHbIXx PI'OC CIIO, c
Y4ETOM TOJIOKEHUM CTaHAApTOB, YCTAaHABIMBAEMBIX OIEPATOPOM, a TaKkKe
KBATM(PUKAIMOHHBIX TPEOOBaHUH, 3a4BJICHHBIX OPraHU3aALUIMH, pa0OTOIATEISIMH,
3aMHTEPECOBAHHBIMU B MOJIFOTOBKE KaJPOB COOTBETCTBYIOUIEH KBaJM(pUKAIUH, B
TOM YHCIIE€ SBJISIIOUIMMHUCS CTOPOHOM JIOroBOpa O CETeBOW (popme peannszanuu
o0Opa3oBaTeNbHBIX MporpaMM M (WJM) JOrOoBOpa O MPAKTUYECKON MOJATOTOBKE
00yyJarommxcs.

JIeMOHCTpallMOHHBIN 3K3aMEH MPOBOAMUTCS C MUCIOJb30BAaHUEM KOMILJIEKTOB
OLIECHOYHOW JTOKYMEHTAIUH, BKIIOYEHHBIX B [Iporpammy ['A.

TpebGoBanus k colepkaHuio, 00beMy M CTPYKType IUILIOMHOTO IMPOEKTa
(paboTbl) 0Opa3oBaTelIbHAS OpPTaHU3AIUsl OMPEACNIIET CaMOCTOATEIHFHO C YYETOM
[TOOIL.
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