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Pa3zgea 1. O0mue mojioxKeHus

1.1. [losicuurenbHas 3anUCcKa

Hacrosimass OIIOIl no cneuuansHoct 46.02.01 JlokyMeHTanMoHHOE oOOecriedeHue
yIpaBlIeHUs] UM apXUBOBEJEHHE pa3paboTaHa Ha OCHOBE (heJepalbHOrO TOCYAapCTBEHHOTO
00pa30BaTeNILHOTO CTaHAApTa CPeIHEro MpodeccuoHanbHOro 00pa30BaHus MO CIENHUATLHOCTH
46.02.01 [ToxymeHTaIlmOHHOE OOECIeUYeHHEe YIPaBICHUS W apXUBOBEJCHHE, YTBEPKICHHOTO
[Tpukazom Munnpocsemenust Poccun ot 26 aprycta 2022 rona Ne 778 (nanee — ®I'OC CIIO).

OIIOII onpenensier 00beM U COZIEpPIKaHNE CPETHETO MPOPECCHOHATHHOTO 00Pa30BaHUS 110
cnenuanbHocTd 46.02.01 JlokyMeHTallMOHHOE oOeclieueHue YIpaBiIeHUs U apXUBOBEJCHHE,
pe3yNbTaThl OCBOCHUS 00pa30BaTEIbHON MPOTPaMMBl, YCIOBHS 00pa30BaTeIbHON ACSITENbHOCTH.

OIIOII pazpaborana st peanuzanui 00pa3zoBaTEILHON MPOrpaMMbI Ha 6a3e OCHOBHOTO
oO1rero o6pa3oBaHus.

OOpasoBarenbHasi mporpaMma, peanuzyemasi Ha 6a3e OCHOBHOTO 00IIEro oOpa3oBaHUs,
paspabatbiBaeTcss 00pa3oBaTEeNbHOM oOpraHu3alMeldl Ha OCHOBE TpeOoBaHMU (enepaabHOro
roCyAapCTBEHHOTO 00pa30BaTEIbHOTO CTaHaapTa cpeanero oomero oopazoBanus u ®I'OC CITIO
¢ y4eToM noiyyaemoii crienuanbHocTd U Hactosiei OITOIT CITO.

1.2. HopmaTtuBHbie ocHOBaHus Jytst pazpadbotku OITOIT:

— MepnepanbHblii 3aK0H 0T 29 nexadps 2012 r. Ne 273-D3 «O06 ob6pa3oBanuu B Poccuiickoit
Denepauuny;

— Ilpuka3 Munmnpocsemenus: Poccun ot 08 ampenss 2021 r. Ne 153 «O6 yrBepkaeHUn
Ilopsinka pa3paboOTKM TNPUMEPHBIX OCHOBHBIX O0pa30BaTENBHBIX MPOrpaMM  CPEIHETO
npodeccruoHanbHOrO 00pa3oBaHus, MPOBEACHUS UX IKCIIEPTU3BI U BEJICHUS peecTpa MPUMEPHBIX
OCHOBHBIX 00pa30BaTeNIbHBIX IPOrpaMM CpeIHEro MPOoheCCHOHATBFHOTO 00pa30BaHU»;

— IIpuka3 Munnpocsemienust Poccun ot 26 aBrycra 2022 rona Ne 778 «O0 yTBepKaeHUH
(eneparbHOrO TOCYIapCTBEHHOI'O 00pa30BaTEIbHOTO CTaHIApTa CPEIHET0 MPOPEeCCHOHATHLHOIO
oOpazoBanusi mo crenuanbHocTH 46.02.01 JlokyMeHTalMOHHOEe OOeCIeUeHre YIpaBICHUS
Y apXUBOBE/ICHUEY;

— IIpuxa3s MunuctepcTBa MPOCBEIICHUS Poccuiickoit ®eneparuu
or 24.08.2022 Ne 762 «006 yrBepxkaenun Ilopsnka opraHu3anuid W OCYIIECTBICHUS
00pa3oBaTeNIbHOW  JAEATENBHOCTH 1O  O0pa3oBaTeNbHBIM  NPOTpPaMMaM  CpEIHEro
po¢eCCHOHATLHOTO 00pa30BaHU»;

— Ilpuka3 Munmnpocsemenuss Poccun ot 08 nosiOpst 2021 r. Ne 800 «O6 yrBepkaeHun
Ilopsinka mpoBeneHUs] TOCYAAPCTBEHHOM WTOTOBOW aTTecTallud MO  00pa30BaTEIbHBIM
porpamMmam CpeHero npopecCHOHAIBLHOI0 00pa30BaHUA;

— Ilpuka3 Muno6puayku Poccun Ne 885, Munmnpocsemenust Poccun Ne 390 ot 5 aBrycra
2020 r. «O npakTHYECKOH MOATOTOBKE oOyJaronuxcs» (BMecte ¢ «llomokeHrnem o mpakTHIeCKOou
MOATOTOBKE 00YYaIOIIUXCS;

— Ilpukaz MuHuctepcTBa Tpylda M COUMAIBbHOW 3amuThl Poccuiickoit Penepanuu
or 15 wmrons 2020 r. Ne 333u (3apeructpupoBaH MuHHCTEPCTBOM IocTUIIMH Poccuiickoi
Oeneparun 15 uronst 2020 1., peructpanmonnbiii  Ne  58957) «OO6  yTBepKIeHUU
npogeccuoHanbHOro crapaapTa «CrenuanucT N0 OpraHu3alMOHHOMY U JTOKYMEHTAIlMOHHOMY
00eCIeYeHHIO YIpaBICHUS OpraHU3allei»;



— Ilpukaz MuHucrepcTBa Tpyda M COUMAIBHOW 3ammThl Poccuiickoir Penepauuu
or 18 mapra 2022r1. Ne 140H (3apeructpupoBaH MuHHCTEpCTBOM OCTULMM Poccuiickoit
Oeneparun 21 anpenss 2022 1., peructpannoHHbii Ne  63193) «OO0  yTBep)KIeHUU
npodeccHoHaNIFHOTO cTaHaapTa «CIennaIncT apXuBay.

—IIpuka3 MunuctepctBa npocsenienus Poccutickoit ®enepanuu ot 14.10.2022 r. Ne 906
«O6 yrBepxxknennn Ilopsinka 3amofHEeHMs, ydeTa W BBIAAYM JTUIUIOMOB O CpEIHEM
npo¢eCcCHOHAIEHOM 00Pa30BaHUH U UX JyOIHKATOBY;

—Jlokaneubie akTel [ BITIOY PA «AIIK uMm. X. AaapyxaeBay: [lonoxenue o pa3paboTku 1
YTBEP)KICHHUS OCHOBHBIX MpPO(ECCHOHAIBHBIX 00pa3oBaTeNbHBbIX MporpamM; IlomoxkeHue o
TEKYILIeM KOHTPOJIE YCIIEBAeMOCTH U MTPOMEKYTOUHOM aTrTecTanuu odyyatouxcs; [lomoxxenue o
MPaKTUYECKOW  MOAroToBKke  oOydaromuxcs; Ilomoxkenme o  mopsiake — MPOBENEHUS
rocyJapCTBEHHOM UTOTOBOM aTTeCTalluu 1o oOpaszoBaresbHbIM porpammam CIIO.

1.3. Ilepeuenb cokpatnieHul, ucnoyibzyemsix B Tekcte OTIOIL:

OI'OC CIIO — denepalbHbIi TOCYAapCTBEHHBINM 00pa30BaTEIbHBIA CTAHAAPT CPETHETO
npodeccruoHanbHOTO 00pa30BaHMUS;

OIIOII — ocHoBHas npodeccruonanpHas 00pa3oBaTeIbHAs MPOrPaMMa;

OK — o0111e KOMIIETeHIUH;

[1K — npodeccronanbHble KOMIETSHLIUHY;

JIP — TMYHOCTHBIE PE3YIIbTAThI

CI' — conmanbHO-TYMaHUTAPHBIN 1IUKIT;

OII — o6menpodheccuoHaNbHbIN ITUKI;

IT— npodeccrnonanbHbIN UK,

MJIK — MexAUCIUIUIMHAPHBIN KYpC;

[IM — npocdeccroHaNbHBI MOAYIb;

OII — oOuienpogeccuoHambHas TUCHUIUINHA;

I'MA — rocynapcTBeHHasi UTOTOBasi aTTeCTaLUsl.

Paznen 2. O0mas xapakTepucTUuKa 00pa3oBaTeibHON POrpaMMbl

KBanmudukanus, mnpucBanBaemMas BBIIYCKHUKAM  00pa30BaTeIbHOW  MPOTPaMMBbI:
Crienanuct mo JOKyMEHTAIlHOHHOMY 00€CTIEUeHHUIO YIPABJICHUS M apXUBHOMY JIEITY.

Ilpu paspaboTke 0O0pa30BaTENbHOM TMPOTPaMMbl  OPTaHU3AIMS  YCTAHABIWBACT
HaNpaBJICHHOCTb, KOTOPasi COOTBETCTBYET CHEIIMAIBLHOCTH B LIEJIOM.

[Tonyuenue 0O6pazoBaHus MO CHEMUATBHOCTH JOMYCKAETCS TOJIBKO B MPOQPECCHOHAIBHOM
00pa3oBaTeIbHON OpraHU3aIMH I 00pa30BaTeIbHON OpTraHU3aIluu BBICIIIETO 00pa30BaHUs.

®opmbl 00yueHUs: OUHa.

OObvem o00pa3zoBaTeNbHONM NpPOTpaMMbl, peaqu3yeMoil Ha 0a3e cpeaHero o0Iero
oOpazoBanuss 1o kBadudukauuu: CHeuuaJucT MO JOKYMEHTAllMOHHOMY 00€CleYeHUIo
yIpaBJICHUS U apXUBHOMY Aeiy —2952 akaJeMUYecKHuX yaca.

Cpox nosydeHus: 00pa3oBaHus 10 00pa30BaTEIBLHON MPOrpaMMe, pealn3yeMoil Ha Oaze
cpenHero obmero oOpasoBaHus 1o KBanmupukanuu: CHEUAIUCT MO JTOKYMEHTAIIHOHHOMY
00eCTeueHHIO yIIpaBJIeHUs U apXUBHOMY neny — 1 rox 10 mecsues;

O6beM mporpamMmbl 1O OCBOCHHIO MPOrPaMMBI CPEIHEro MpoQeccHOHATBHOTO
oOpa3oBaHus Ha 6a3¢ OCHOBHOTO 00IIETr0 00pa30BaHUS C OJHOBPEMEHHBIM MOJIYYCHHUEM CPETHETO
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obmero oOpazoBanus: 4428 o0y4eHus

2 rona 10 mecsues.

JaCoOB  aKaJACMHU4YCCKUX YaCOB, CO CpPOKOM

Pasnen 3. XapakrepucTnka npoecCHOHAJBHOH NeATEJbHOCTH BBy CKHUKA

3.1. O6nacTte mpodecCuoHAIBHON EeATeIbHOCTH BBITYCKHUKOB: 07 AJIMHUHUCTPaTHUBHO-
ylpaBjeHuecKast U OpUCHas! 1€ATeIbHOCTb.
3.2. CooTBETCTBHE BUIOB JIEATEIHHOCTH MPO(eCCHOHATBHBIM MOLYJISIM:

HanmenoBanue BUIOB ACATCIIBHOCTHU HanmenoBanue HpO(bCCCI/IOHaHBHBIX

MOZyJIer

1 2

Bunas! nesitrensHOCTH

OcymiecTBiIeHNE OPTraHU3AIMOHHOTO W JJOKYMEHTAIIHOHHOTO IIM.01 OcymectBieHue

obecrieuenus ACATCIIBHOCTH OpraHu3ainnuun OpTraHu3alMOHHOTO
U JOKYMCHTAlIUOHHOT'O obecrneueHus

ACATCIIBHOCTU OpTraHU3aliuu

Opranu3zanys apxUBHOM padOThI MO JOKYMEHTaM OpraHU3alii
pasmaHbIX GOopM COOCTBEHHOCTH

[IM.02 Opranunzamus apXxuBHON
paboThI IO JOKYMEHTaM
OpraHu3anuii pa3IuIHbIX GopM
COOCTBEHHOCTH

OcBoeHue BUII0B padOT 10 OJHOM WM HECKOJIBKUM IIM 03. OcBoenue BUAOB paboT

npodeccusiM pabodnx, TOMHKHOCTSIM CITY KaITiuX 10 OJTHOM WJTH HECKOJIBKHAM

npodeccusM padoUmXx,

AOJDKHOCTAM CITy KallluX

Pasnea 4. PesyabTathl 0ocBOeHHs 00pa30BaTEJIbHOM NPOrpaMMbl

4.1. O0unre KOMIIETEHIINU

Kon @opmyanposKa 3HaHusA, yMeHus

KOMIIeTeHI[HH KOMIIeTeHI[UH

OK 01 Brei6upats crocoObl | YMeHHsI: pacro3HaBaTh 3a7a4y W/WUiIu Ipodiemy

pereHus 3a1a4 | B Npo(ecCHOHAIbHOM  W/WIM  COLUAIBHOM

npodeccuoHanbHON KOHTEKCTE; aHaJM3UpOBaTh  3agady  W/MIU

JesITeTbHOCTH npobieMy U BBIIENATh €€ COCTaBHBIE YacTH;

MIPUMEHUTETHHO K | OIpeNessITh STalbl PEIICHUs 3aJa41; BBISBIATh U

pa3Iu4HbIM 3¢ PEKTUBHO HCKATh UHpOPMALIHIO,

KOHTEKCTam HEOOXOIUMYIO ISl PeIICHUs 3a7adyd  W/WiIn

npoOJemMbl;  COCTaBIATh  IUIaH  JEHCTBUSA;

OIpeAeisiTh HEOOXOJIHUMBbIE PECypChl; BIAIETh

aKTyaJlbHBIMU METOAAMHU paboThI B

npoeCCHOHAIBPHOM M CMEXKHBIX  cdepax;

peanu30BbIBaTh COCTABJICHHBIN IJIaH; OLICHUBATD

pe3ynbTaT M TOCJEICTBUS CBOMX JCHCTBHIA

(caMOCTOSITENTHHO MITH C TOMOIIBIO HACTAaBHUKA)




3HaHUsA: aKTyaJbHBIH NpPOQeEecCHOHATBHBIN U
COLMAIIBHBIA KOHTEKCT, B KOTOPOM TPUXOIUTCS
paboTaTh U JKUTb, OCHOBHBIE HCTOYHHMKH
WHPOPMAIIMK U PECYPCHI JJISl PEIICHUs 3a1ad H
npobiem B mpodeccHOHAIbHOM /WU
COLIMAJILHOM KOHTEKCTE; AITOPUTMBI
BBIMOJIHEHUsT paboT B NpodecCHOHATBHON U
CMEXHBIX  OOJacTAX; METOAbl paboThl B
npodeccHoOHabHOW M CMEXHBIX  cdepax;
CTPYKTYpY IUIaHA JUIsl pEIICHUs 3a7ad; MOPsIIoK
OLIEHKHU pe3yabTaToB peLeHHs 3aja4
po¢eCCHOHATBHON IEATETLHOCTH

OK 02 Hcnonp3zoBath YMenus: onpenenarb 3anadd  JUIsl  [IOMCKa
COBpEMEHHBIE CPEICTBa | HHPOpPMAIUY; ONpeeNsiTh  HEOOXOIUMBIE
MOWCKA, AaHajgM3a W | ICTOYHUKU MH(POPMAILINH; TUIAHUPOBATH IPOIIECC
MHTEpIpeTalun MIOUCKA; CTPYKTYpUPOBATh HOJy4aeMyto
uH(popManuu U | ”HQOpMAIIMIO; BBIJIEIATh Haubojee 3HAYMMOE B
MH(pOPMAaIMOHHbIE nepeyHe uHpOpMaLUH; OLIEHUBATh
TEXHOJIOTUT JUTS | IPaKTUYECKYIO 3HAYMMOCTD PE3yIbTaTOB IIOUCKA;
BBITOJIHEHUS 3a1a4 | opOpMIISTh pe3yibTaThl IOWUCKA, MPUMEHSTH
npogecCcroHaTBHOM cpeacTBa WHGOPMAIMOHHBIX TEXHOJOTHHN JJIs
JesITeIbHOCTH pereHus npogeccuOHATBHBIX 3ajay;

UCTIOJB30BAaTh  COBPEMEHHOE  IPOTPaMMHOE
o0ecrieueHue; UCIOJIB30BATh pas3nu4HbIe
UQPpPOBBIE cpeacTaa TSt pemeHus
npodecCHOHANBHBIX 3a/a.

3HaHMsA: HOMEHKJIAaTypa HMH(POPMAIMOHHBIX
HCTOYHHUKOB, IPUMEHSIEMBIX B
npodeccUOHAIBHON  NIeATENbHOCTH;  MPUEMBI
CTpYKTypupoBaHusi ~ uHpopmanmu;  ¢opmar
odopmIIeHHs pe3yNIbTaTOB MOKCKA UH(OPMALIUH,
COBPEMEHHBIE  CpelICcTBA M YCTpPOWCTBA
uH(pOpMaTU3ALNY; TOPSIOK UX MPUMEHEHHS U
MIPOTrpaMMHOE obecrieueHue B
npodeccuOHAIBHOM NESTENBHOCTH B TOM YHCIIE C
MCTIOJIb30BaHNEM IU(POBBIX CPEACTB.

OK 03 [InanupoBars U | YMeHus: OIPEAENATD AKTyaJIbHOCTh
peann3oBbIBaTh HOPMAaTUBHO-TIPaBOBOM JOKYMEHTaIlu1 B
COOCTBEHHOE npoecCHOHANBHON NeITeIbHOCTH; MPUMEHSTH

npodeccHoHaTbHOE |
JIMYHOCTHOC Pa3BHUTHUC,
peANPUHAMATEILCKYIO
ACATCIIBHOCTD B
npodeccHoHATBHO

chepe, UCHOIB30BATH
3HAHHS 10 (UHAHCOBOM
rPaMOTHOCTH B

COBPEMEHHYI0O Hay4yHyI0 MpodheccHOHAIbHYIO
TEPMUHOJIOTHIO; OMNpPEACNATh M BBICTPAUBATH
TPaeKTOPUU MPO(ECCHOHANBHOTO pa3BUTUSA H
caMo00pa30oBaHusl; BBIABIATH JIOCTOMHCTBA U
HEJ0CTAaTKU KOMMEPUECKOH HJeU; MPEe3eHTOBATh
UJEHM  OTKPBITUS  COOCTBEHHOro  Jeila B
npodeccHOHANBHON AesTeNbHOCTH; OPOPMIIATH
OM3HEeC-TUIaH; PACCYUTHIBATH pa3Mephl BHIILJIAT 110
MIPOLIEHTHBIM CTaBKaM KpEAUTOBAHUS;
OIpeeIIsATh WHBECTUIIMOHHYIO




Pa3IMYHBIX )KU3HCHHBIX
CUTyalugax.

IIPUBJIEKATEIbHOCTh KOMMEPUYECKHX HJIeH B
paMkKax  Mpo(eCcCHOHAIBHOW  JeSTEeIbHOCTH;
IIPE3EHTOBATh OM3HEC-UIEI0; OIpeseNsTh
MCTOYHUKU (PMHAHCUPOBAHUS

3HaHus: coJiepKaHNUEe aKTyaJIbHOH HOPMAaTHBHO-
MIPaBOBOM IOKYMEHTALlMU; COBPEMEHHAs Hay4Has
u npogeccruoHalbHast TE€PMUHOJIOTHS;
BO3MOXXHBIE TPACKTOPUU MPOPECCHOHATHHOIO
pa3BuUTHs M caMooOpa3OBaHHUS;  OCHOBBI
MPEeANPUHUMATENbCKON J1eATEIbHOCTH; OCHOBBI
(uHAHCOBOW I'PaMOTHOCTH; MPaBUIIa pa3pabOTKH
OM3HEC-TIIaHOB; MOPSAI0K BBICTpaWBaHUS
MPE3eHTAIH; KPeIUTHbIE OAHKOBCKUE MTPOAYKTHI

OK 04 DddexkTrBHO YMeHusi: OpraHu30BBIBaTh PaOOTY KOJUICKTUBA U
B3aUMOJICHCTBOBAaTh U | KOMaH/bl; B3aHUMOJIEUCTBOBATh C KOJUJIETaMH,
paboTaTh B KOJIEKTHUBE | PYKOBOACTBOM, KIIMEHTaMH B XoJ1e
Y KOMaH/Ie npoecCHOHABHON IeATeThHOCTH

3HaHu: MICUXOJIOTHYECKUE OCHOBBI
NESTENbHOCTH KOJUIEKTHBA, TCUXOJIOTHYECKHE
OCOOCHHOCTH JMYHOCTH, OCHOBBI MPOCKTHOMN
NeSITENIbHOCTH

OK 05 OcyiecTBIATh YCTHYIO | YMEHHUSI: TPAaMOTHO W3JIaraTh CBOM MBICIH H
u MUCHBMEHHYIO | OPOPMIIATH TOKYMEHTHI MO MPOQecCHOHATbHON
KOMMYHUKAITHIO Ha | TEMaTHKE  HA  TOCYIAapCTBEHHOM  S3BIKE,
roCyJ1lapCTBEHHOM MPOSBIATH  TOJEPAHTHOCTD B pabouem
SI3BIKE Poccuiickoii | KOIeKTUBE
denepanii ¢ y4eToMm
0CcOOeHHOCTEH 3HaHus: 0COOCHHOCTH COIIMAJIBHOTO W
COHaJIbHOT'O U | KyIbTYpPHOTO KOHTEKCTa; MpaBuiIa OGOPMICHUSI
KYJIbTYPHOI'O JIOKYMEHTOB ¥ IIOCTPOCHUS YCTHBIX COOOIICHHI
KOHTEKCTa

OK 06 [IposBiATs YMeHusi: OnuchiBaTh  3HAYMMOCTb  CBOEH
IPakIaHCKO- CIEHUATLHOCTH; MIPUMEHSATD CTaHAapThI
MAaTPUOTHUECKYIO AHTUKOPPYIIIMOHHOTO TIOBE/ICHUS
TIO3ULHIO, 3uanus: CYIIIHOCTb IPasKJaHCKO-
ACMOHCTPHUPOBATD MATPUOTHYECKON TO3UIIMHU, OOIIEYETOBEYECKIX
OCOSHAHHOC HOBCACHHUC | eppocTelf; 3HAUMMOCTH  MPOGECCHOHATHHOM
Ha OCHOBC | neqrenpHOCTH MO mpodeccuu (CHenHanbHOCTH);
TPaUINOHHBIX CTAaHJAPThl AHTHKOPPYIIHMOHHOTO IOBEICHUA M
O6mequOUBequKHX MOCJIE/ICTBHS €r0 HApYILICHUS
[IEHHOCTEM, B TOM YHCIIe
C y4eToM
rapMOHH3ALUN
MEXHAIIMOHANBHBIX U
MEXKPETUTUO3HBIX
OTHOIIICHUH,

MPUMEHSITh CTaHIAPTHI
AHTUKOPPYILIUOHHOTO

MOBEIEHUSI




OK 07 CopneiicTBOBaTH YMeHusi: coOmogaTb HOPMBI  IKOJIOTHUECKOI
COXPaHEHHIO 0€30IaCHOCTH; OTIPENeNIATh  HAaINpaBJICHUS
OKpYy’Kalollel  Cpejsl, | pecypcocOepexeHus B paMKkax
pecypcocOepexernto, | mpohecCHOHAIBHOM JeSITeTbHOCTH o
NPUMEHATh 3HAaHUS 00 | CIIEUMaNbHOCTH  OCYIIECTBIATH  paboTy ¢
W3MEHEHHH  KJIUMaTa, | COONIOICHIEM NPUHIAIIOB OepexITMBOTO
MPUHIUIIBL MIPOU3BOJICTBA; OpPraHU30BbHIBAThH
OEpEKITUBOTO MPOoECCUOHANBHYIO JICATEIBHOCTh C YYE€TOM
MIPOM3BOJICTBA, 3HaHUI 00 U3MEHEHUHU KIMMATUYECKUX YCIOBHUI
3¢ heKTUBHO peruoHa.

ACHUCTBOBATD B | 3nanms: nmpasuna skonoruueckoii 6e30macHoCTH

pC3BbITaNHBIX IpH BeJIeHUH NPpoheCCHOHANBHOM JeSATeNbHOCTH;

CUTyallsiX OCHOBHBIE ~ PECypChl,  3aJIciiCTBOBAaHHBIE B
npodeccuoHaIBHOM JeATEIIHOCTH; yTH
o0ecrieueHHus PecypcocOepeeHUs; MPUHITUITBI
OepexIMBOTO IPOM3BO/JICTBA; OCHOBHbIE
HATPaBJICHUS  W3MEHEHHS  KIMMAaTHYECKUX
YCJIOBUH peruoHa.

OK 08 Hcnonb3oBaTh Ymenus: HCIIOJIb30BaTh (UBKYIBTYPHO-
cpeactBa  (PU3NYECKOH | 03I0POBHUTEIBHYIO NeSTeNbHOCTh ISt
KYJIbTYPBI JUISL | YKPETUICHUSI 30POBbSI, JOCTIKCHUS KU3HEHHBIX
COXpaHECHHUS U |1 1popecCHOHANBHBIX  LEJNel; MPUMEHSThH
YKPEIUICHHS 37J0POBBSI B | PAllMOHAIBHBIC IPUEMBI AIBUTATEIIBHBIX (QYHKIHHA
nporecce B npodeccHoHaTEHON NeSITebHOCTH;
npodeccHoHaTbHOM MOJB30BaThCS  CPEACTBAMH  MPODMIAKTHKH
JeSITeTbHOCTH U | IepeHAINPsDKEHUs], XapaKTepHbIMU ISl JTAHHOMN
HOJIePKAHUS CIIeUaIbHOCTH
HeOGXOHHM?FO YPOBHA | 3yapua: poms  Qusnmyeckodl KyabTypsl B
¢usniecxont OOIIEKYJIBTYPHOM, npopecCUOHABHOM |
HOATOTOBICHHOCTH COIMATLHOM  DAa3sBUTHH  UEJIOBEKA, OCHOBBI

3JI0pOBOTO oOpaza KU3HU; yCIIOBUS
npodeccCHOHATBHOM AeITeIFHOCTH ¥ 30HBI PHCKA
(U3NYECKOTO 3JI0pOBBSl IS CIIEIUATBHOCTH,
cpeAcTBa MPOQUIAKTUKY TTepEeHANPSHKESHHS

OK 09 [Tonp3oBaThCs YMeHusi: TMOHMMATh OOIIMI CMBICT YETKO
npodeccuoHaTBHOM NPOM3HECCHHBIX BBICKA3bIBAHMI Ha H3BECTHHIC
JOKyMEHTaluen Ha | TeMbl  (IpodeccHOHaNbHBIE H  OBITOBEIE),
rOCy/1apCTBEHHOM U | IOHUMATh TEKCTBI Ha 0a3oBbIe
MHOCTPAaHHOM SI3bIKaX | IpO)eCCHOHANBHBIE TEMBI; y4acTBOBaTh B

Janorax Ha 3HaKOMbIE ob1mue U

npodeccHOHaIbHBIE TEMBbI; CTPOUTH MPOCTHIE
BbICKa3plBaHUsI 0 cebe U O  CBoeH
npodecCHOHAIBHON ~ AESITeNbHOCTH;  KPAaTKO
O00OCHOBBIBaTh M OOBSCHATH CBOM JEWCTBUS
(Tekyuiye W IUIAaHUpPYEMBbIE); NHUcaTb MPOCTbIE
CBSI3HBIE  COOOLIEHMS Ha  3HAKOMBIE MU
HHTEpecyolre NpodhecCruoHaTIbHbIE TEMBI

3HaHMA: TpaBUJIA IOCTPOEHUS MPOCTBIX U
CJIO’KHBIX MPEeJIOKEHUH Ha NMpodecCHOHAIbHbIE




TEMBI;
TJ1aroJjbl
JIEKCHKA); JICKCHIECKU MUHUMYM, OTHOCSIIITHIACS
K OIKCAaHHUIO NPEIMETOB, CPEACTB U IMPOIIECCOB
po¢eCCHOHATBHON ACSITEIPHOCTH; 0OCOOCHHOCTH
MIPOU3HOIICHHUS,
npodeccruoHaIbHOM HalPaBIEeHHOCTH

OCHOBHBIC 001eynmoTpeOnTEIbHBIC
(OpiToBast  u  mpodeccruoHaIbHAS

IpaBujia YTCHHUA TEKCTOB

4.2. TlpoeccnonabHbIE KOMITETCHIIMH

Kon n
Buanbl
HaMMEHOBaHUe IMoka3zaresn 0CBOCHHUS KOMIIETEHIIUU
AeATeIbHOCTH
KOMIIeTeHIIUH
Ocy1iecTBiieHNe K 1.1. HaBbiku
OpraHu3alMoHHOr0 | OCYyIIECTBIISITh MOJTy4eHUs] He00X0UMOi HH(pOPMaLIUU U
" npuéM-mepenavy neperayl CaHKIIMOHUPOBAHHOM MH(OpMALINU C
JTOKYMEHTAlHOHHO | YIIPABICHYECKOM UCIIOJIb30BaHUEM CPEJCTB MHPOPMAITMOHHBIX U
ro obecneueHus MHpOpMaLN KOMMYHUKAIMOHHBIX TEXHOJIOTUH
JeATEeNIbHOCTH C ITOMOIIIBIO CPEACTB | YVyeHus:
OpraHu3alinn HHGOPMATIMOHHBIX HCII0JIB30BaTh CPEACTBA HH(YOPMALMOHHBIX U
1 KOMMYHUKAIIMOHHBIX TEXHOJIOTUH JJIs
KOMMYHUKAIMOHHBIX | 116 ryyenms 1 nmepenaun HHGOPMAIHH;
TEXHOJIOTUI

BECTH U UCIIOJIb30BaTh B paboTe 0a3y KOHTaKTOB
OpTaHu3aIuig;

BECTH YYETHBIC PETUCTPAIIMOHHBIE (POPMBI,
UCTIONIB30BATh UX AJI1 MH()OPMAIIMOHHON
paboThl U pabOTHI MO KOHTPOIIIO UCTIOTHEHUS
MIOPY4YEHUH;

yCTaHaBIUBATh U MOJAIEPKUBATD
KOMMYHHUKAIIMH B TIPOLIECCE JIETOBOTO OOIICHUS
C TIOMOUIBIO CPEICTB MH(POPMAITMOHHBIX U
KOMMYHUKAIIMOHHBIX TEXHOJIOTUH;

CTJIaXHUBATh KOH(DIUKTHBIC U CIOKHBIE
CUTYaIlUU MEKJIMYHOCTHOTO B3aUMOJICHCTBHS;
COOJII0/1aTh CITY>KEOHBIN THKET;

obecrnieunBaTh NHGOPMAITMOHHYIO
0€3011aCHOCTb JESITeITLHOCTH OPTaHN3AIUH.

3Hanusn:

HOPMAaTHUBHBIE IIPABOBbIE aKThl Poccuiickon
®eneparun B chepe nHGOPMAIIMOHHBIX U
KOMMYHUKAIIUOHHBIX TE€XHOJIOTUI;

CTPYKTypa Opranuzanui, e€ 3agauu u QyHKIHH;
IpaBuJia IPOBEJCHUS JIEJIOBBIX 1EPETOBOPOB;
JTHKA JIEI0BOr0 OOIIEHMUS,
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IIPaBUJIa PEYEBOT0 3TUKETA;
IpaBuiIa NOAJAEPKAHUS U Pa3BUTHUS
MEXJIMYHOCTHBIX OTHOIIEHUI;

TpeOOBaHUS OXpaHBI TPY/A.

[K 1.2.
Koopananposats
paboTy mpueMHON
PYKOBOJUTENS, 30H
npreMa pa3IudHbIX
KaTeropuii
ITOCETUTENEHN
OpTaHu3aIux

HaBbiku

KOOpAMHAIIMK PabOThl MPUEMHON PYKOBOIUTEIS
1 30H MpUéMa pa3IuIHbIX KaTeropui
MTOCETUTEJIEN OpraHnu3aluu

Ymenus:

BCTpEUaTh MOCETUTENIEH, TIOTyYaTh IEPBUUHYIO
UH(POPMALIMIO O IOCETUTENSAX, YCTAHABINBATD
MOPAJIOK puéMa JJIs pa3InYHbIX KaTeropuit
MMOCETHUTEIICH;

BECTHU YUYETHBIE pEerucTpalMOHHbIE (POPMBI IO
npuémy noceTuTenae u ohopMIIATh IPOITYCKa;
BECTH NPUEM, Nepeaady U OTIIPaBKY
JIOKYMEHTOB;

OpPraHU30BBIBATh U OPOHUPOBATH IEPETOBOPHBIE
KOMHATBI;

CepBHUPOBATh YaliHble (KOpEIHbIE) CTONBI B
oduce;

IPUMEHATH B paboTe cpeacTBa
UH(POPMALMOHHBIX 1 KOMMYHUKAITMOHHBIX
TEXHOJIOTHH;

IIPUHAMATB MEPBI 10 COXPAHEHUIO
KOH(pUACHITHATHFHOU HHPOPMAIIUH B XOJI€
puémMa OCETUTEIIEH.

3HaHuA:

HOPMATHBHBIE IIPABOBLIE aKThl Poccuiickon
®denepanuu 1o 3amuTe nHbopmManuu u padore
¢ oOpalieHus MU TPaKIaH;

CTPYKTypa OpraHu3aliy U pacipeeseHue
(GYHKIUI MEXITY CTPYKTYPHBIMHU
HOJPA3ACICHUSIMH U CIICLUAINCTAMU;
NpaBUJIa OPraHU3alnH MPUEMA TOCETHTENCH;
9THKET U OCHOBBI MEXIYHapOIHOI'O MPOTOKOJIA;
9THKA JEJI0BOI0 OOIICHUS;

[IpaBUJIa PEUYEBOTO ITUKETA.

IpaBuiIa CEPBUPOBKH YaHOTO (KO(eitHOro)
CTOJA;

TpeOOBaHUS OXPaHbI TPY/A.

HaBbIku
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IIK 1.3. Bnanets
HaBBIKaAMU
IJIaHUPOBAHUA
pabouero BpeMeHH
PYKOBOJIUTENS U
ceKpeTaps

TUTAHUPOBAHMS pab0Yero BpeMEHU
pyKOBOIUTENS M pabouero JHs cexpeTaps

Ymenus:

BBIOMPATH (POPMBI INTAHUPOBAHUS U OPOPMIIATH
IJTAaHUPOBIIUK (OpraHaiizep) pyKOBOAUTENS U
CeKpeTaps;

yCTaHABJIMBATh LIEJH, ONIPEIEIIATh
PUOPUTETHOCT M 0UEPETHOCTD BBHITIOJTHEHHUS
paboT 1 >3PpPeKTUBHO pacHpeaessTh padouee
BpeMs;

COIJIACOBBIBATh BCTPEUYM U MEPOIIPUSTUS U
BHOCHUTH HH()OPMAIIHIO B TUTAHUPOBIIUK
(opranaiizep);

MH(POPMHUPOBATH PYKOBOAMUTENS O
npUOJIMKEHUU BPEMEHH U perjlaMeHTe
3aMJIaHUPOBAHHBIX BCTPEY U MEPONPUATHIA;
BBIOMPATh ONTUMAJIbHBIE CIOCOOBI BHELIHETO U
BHYTPEHHET 0 MH(pOPMUPOBAHUS O
TUTAHUPYEMBIX MEPOTIPHUATHUSAX;

oOecreunBaTh HH(HOPMALIMOHHYIO
0€3011aCHOCTb JESITEILHOCTH OpraHn3aluH;
NPUMEHSTH B paboTe cpesicTBa
UH(POPMALIMOHHBIX 1 KOMMYHHUKAIIMOHHBIX
TEXHOJIOTH.

3HaHuA:

HOPMATHUBHBIE IIPABOBBIE aKThl Poccuiickon
®denepanuu B chepe HHPOPMALIMOHHOM
0e30MacHOCTH;

CTPYKTYypa U crieluQrKa OCHOBHON
JeSTeIbHOCTH OpraHn3allny;

OCHOBBI YIIPaBJI€HUS BPEMEHEM;

MIpaBHJIa MIPOBEACHMUS JICTIOBBIX TIEPETOBOPOB;
JTHKA JIE0BOr0 OOIIEHHUS,

TpeOOBaHUS OXpaHbI TPY/A.

IIK 1.4.
Ocyl1ecTBIsTh
MIOJITOTOBKY JIEIIOBBIX
MI0€3JI0K
PYKOBOJUTENS

U IPYTUx
COTPYJTHUKOB
OpraHu3aIum

HaBbIkn
OpPraHu3aluy JEJIOBBIX MOE310K PYKOBOIUTENS
U JPYTUX COTPYAHUKOB OpPraHU3auU

Ymenua:

COCTaBJIATh U OPOPMIISATH JOKYMEHTBI IS
JIEJIOBBIX MOE3/I0K;

OCYIIECTBISATh TPEBEI-TIOIIEPHKKY ETOBBIX
IOE3/10K;
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COTJIACOBBIBAThH C IPUHUMAIOLIEH CTOPOHOMN
IPOTOKOJI INIAHUPYEMBIX MEPONPUATUN U
(GbopMHpOBATH MPOTrPAMMY JIEJIOBON TOE3/IKH;
UCIIOJIb30BaTh CPeICTBA MH()POPMAITMOHHBIX U
KOMMYHHUKAIIMOHHBIX TEXHOJOTUI JJIs
oOecrieyeHns B3auMOJICHCTBUS C
PYKOBOIUTENIEM BO BpEMs €ro JEI0BOI
MOE3/1KH;

0(popMIIATH OTUETHBIE JOKYMEHTHI O JIEII0OBOM
IIOE3/IKE.

3HaHuA:

HOPMAaTHUBHBIE MPAaBOBbIE aKThl Poccuiickon
®denepanuu B chepe opraHnzanuy 1eI0BoOr
MIOE3/1KY;

NOPSIOK MOATOTOBKU M IOKYMEHTHUPOBAHUS
JIEJI0BOM MOE3KH;

MHTEPHET-PECYPCHI I OCYLIECTBIICHUS
TPEBEN-NIOIEPIKKH JECIOBBIX TOE3/10K;

STUKET U OCHOBBI MEXIYHAPOIHOTO MPOTOKOJIA;
JTHKA JIEJI0BOr0 OOILIEHMUS,

TpeOOBaHUsS OXPaHbI TPyJa.

IIK 1.5. Bnageth
criocobamu
OpraHu3aluu
pabouero
MIPOCTPAHCTBA
IIPUEMHON U
KaOuHeTa
PYKOBOAMTES

HaBbIkn
OpraHu3alu U MOAAEPKaAHUSA
(G YHKIIHOHATHHOTO pabovyero mpocTpaHcTBa

Ymenusa:

OpraHH30BBIBATh pabovee MEeCTO B
COOTBETCTBUH

¢ TpeOOBaHUSIMU IPTOHOMUKH U KYJIBTYPBI
TpyAa,

obecreunBaTh paboyee MECTO U
byHKIIMOHATBHOE pabodee MPOCTPAHCTBO
HEOOXOIUMBIMH CPEICTBAMH OPTaHU3AIMOHHOM
TEXHUKH, MEOCTTBI0 U KaHIEISIPCKUMU
MPUHAJIC)KHOCTSIMU;

MOJIJIEPKUBATH CPEACTBA OPraHU3ALMOHHOMN
TEXHUKH

B pab0oYeM COCTOSIHHH.

3Hanus:

TpeOOBaHUsI OXpaHbl TPY/la, TPOU3BOACTBEHHON
CaHUTAPUU, MPOTUBOIOKAPHOM 3AIUTHI;
OCHOBBI ITPaBUJIbHOM OpraHu3aliu Tpyia u
METO/IbI TTOBBIIIEHUS €T0 YPPEKTUBHOCTH;
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BUbI Opl"aHI/I?,aIII/IOHHOﬁ TCXHUKHU U MMOPAO0K
paboTHI ¢ HEH.

[IK 1.6.
OcymecTBIsITh
paboty o
MOJITOTOBKE

U TIPOBEICHUIO
KOH(EepEeHTHBIX
MEpOIPUATHH,
obecrnieunBaTh
UH(POPMALIMOHHOE
B3aMMOJICHCTBHE
PYKOBOAMTENS

C ToApa3AeIICHUSIMHA
1 JIOJDKHOCTHBIMU
JTUIIAMEI
OpraHu3aIuu

Hasbixn

OpraHu3aluy MOArOTOBKH U IPOBEIEHUS
KOH(EPEHTHBIX MEPOTIPUATHI, 0OecTieueHus
MH(POPMALIMOHHOTO B3aUMOJIEHCTBHS
PYKOBOIMTENS C OAPA3ACICHUAMU U
JOJIKHOCTHBIMH JIMIIAMU OpraHU3aluu

Ymenus:

OpraHU30BBIBATH NPOLECC MOATOTOBKHU U
MpOBeICHNE KOH(DEPEHTHOTO MEPOTIPUSITHS
UH/IUBUIYaJIbHO

U B cOCTaBe paboueil rpymmsl;
JIOKYMEHTUPOBATh Pa3HbIC 3TAIbl POLIETYPbI
HOJTrOTOBKH U NMPOBEJCHHSI KOHPEPEHTHOTO
MEpONPUATHS;

COOJIIOIaTh 3TUKET U OCHOBBI MEX1YHAPOJHOTO
NPOTOKOIA,

OCYILIECTBIISATH cOOp, 00paboTKy HH(popManuy,
CHCTEMATH3aIIHIO MTOJYyYaeMbIX U
nepeaBaeMbIX JIaHHbBIX;

OCYILECTBIISATh POBEPKY JOCTOBEPHOCTH,
TTOJTHOTHI

¥ HETIPOTHBOPEYNBOCTH JTAHHBIX, HCKIIIOUCHHE
nyosMpoBaHus HHPOPMAIIHH;

OPUMEHSTH HHPOPMALIMOHHO-
KOMMYHHMKAIIUOHHbIE TEXHOJIOTHH.

3Hanus:

HOpPMaTHUBHBIE MIPaBOBbIE aKThl Poccuiickoi
Oeneparuu B chepe nHGOpMAITIH;
KOMIUIEKC OpPTaHU3alMOHHO-TEXHUIECKUX
MEPOTPHUSITHIA TIO MOATOTOBKE U MPOBEICHUIO
KOH(EPEHTHBIX MEPOIIPHUITHIA;

npaBuiia opOpMIIEHHUS JOKYMEHTOB,
CO3/1aBaeMbIX

B IIPOIIECCE TOJTOTOBKH H MTPOBEICHUS
KOH(EPEHTHOTO MEPONPHUSTHS,

STHKET U OCHOBBI MEKIyHAPOTHOTO MPOTOKOJIA;
9THKA JEJI0BOI0 OOIICHUS;

COCTaB BHYTPEHHUX U BHEUTHUX
UHGOPMAIIMOHHBIX TOTOKOB;
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CTPYKTYpa OpPTaHU3AIUH U TIOPSIIOK
B3aUMOJICHCTBHS MTOJIPa3/ICICHUH;

METO/Ibl 00PaOOTKHU H 3aIUTH UH()OPMAIIH C
IPUMEHEHUEM CPEACTB HHPOPMALMOHHBIX U
KOMMYHHUKAIIMOHHBIX TEXHOJIOTHA;

TpeOOBaHUS OXPAHbI TPyJa.

I1K 1.7. Odpopmasats
OpraHu3aIMOHHO-
pacnopsauTenbHbIE
JIOKYMEHTBI U
OpTraHN30BBIBAThH
paboTy c HUMH, B
TOM YHHUCJIIC C
HUCIIOJIB30BAHHUEM
ABTOMATU3UPOBAHHBI
X CHCTEM

HaBbiku

odopMIIeHHS OpPTaHU3AIMOHHO-
pacropsiANTEIIbHBIX

JIOKyMEHTOB M OpraHu3anus paboTsl C HUMH, B
TOM YHUCJIE C UCIIOJIB30BAHUEM
aBTOMATHU3HPOBAHHBIX CHCTEM

Ymenus:

COCTABJIATH POCKTHI OPraHU3AIMOHHBIX,
pactopsIuTeIbHBIX U HH()OPMAITMOHHO-
CIPAaBOYHBIX JOKYMEHTOB, B TOM 4YHCJIE
JIOKYMEHTOB, COJIepKAIIUX
KOHQUACHIMATBHYIO HH(pOpMaIHIO;
0(QOopMIIITh OpraHN3alMOHHO-
pactiopsIuTeIbHbIE TOKYMEHTHI (OpUTUHAIIBI U
KOIIUH);

CKaHUPOBATh, KOIUPOBATh U KOHBEPTHPOBATH
JIOKYMEHTHI B pa3inyuHble (popmartsl;
OCYIIECTBIISITH POBEPKY MPOEKTOB JOKYMEHTOB
Ha COOTBETCTBHE MPABHUIIAM JIEIIOTIPOU3BOCTBA;
MPUHUMATH U TIPOBOHUTH TIEPBUYHYIO
00paboOTKy BXOSIINX IOKYMEHTOB;
POBOJUTH PEBAPUTEIILHOE PACCMOTPEHUE
BXOJSIIUX U BHYTPEHHHUX JIOKyMEHTOB;
PErUCTpUpPOBATh BXOAIINE, UCXOISIIUE U
BHYTPEHHUE IOKYMEHTHI;

KOHTPOJIUPOBATH MapIIPYTU3ALIHIO
JIOKYMEHTOTIOTOKOB B OpPTaHU3aIIH
(cormacoBanue, MOANMCAHUE, YTBEPKICHHE,
perucTparusi, 03HaKOMJICHHE U UCIIOJTHEHUE
JTOKYMEHTOB) ;

OCYILECTBIISATH CPOKOBBIA KOHTPOJIb
UCIIOJTHEHUS IOKYMEHTOB;

OCYIIECTBIISITh IOJTOTOBKY U OTIIPABKY
UCXOISAIINX IOKyMEHTOB;

COCTaBJIATh OTUYETHI U aHAIMTUYECKHE CIIpaBKH

00 MCIIOJIHEHUH JJOKYMEHTOB;
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BECTH WH(POPMAIIMOHHO-CITPABOYHYIO pabOTy
110 TOKyMEHTaM;

OCYILECTBIISATH pabOTy C OpraHU3allMOHHO-
paclopsANTEIbHBIMU JOKYMEHTAMHU

B aBTOMATHU3HPOBAaHHBIX CUCTEMAX.

3nanus:

HOpPMaTHUBHBIE MIPaBOBbIE aKThl Poccuiickoi
Oepaeparuu B chepe AeT0NpoOru3BOICTBA;
JIOKaJIbHBIE HOPMATUBHBIE aKThI,
perIaMEeHTUPYIOIIHNE JIeSTENBHOCTh CITYKOBI
JEIOMPOU3BOJICTBA U €€ PAOOTHUKOB,
OpraHU3aIUI0 BEACHHUS EI0MPOU3BO/ICTBA;
COBpEMEHHbIC HHPOPMAIIMOHHBIE U
KOMMYHHUKAIIMOHHBIC TEXHOJIOTHH,
pUMEHsIEMbIE

B paboTe ¢ JOKYMEHTaMH,

CTPYKTYypa OpraHu3alMu, pyKOBOJICTBO
CTPYKTYPHBIX TOJpa3esieHul, 00pa3iibl
MOAMKCEH JINII, UMEIOIIHNX MPaBO MOMUCAHUS U
YTBEPKJICHHS JIOKYMEHTOB,

Y OTPAaHUYECHUS 30H UX OTBETCTBEHHOCTH;
npaBuja pyCCKOIO A3bIKa;

TpeOOBaHUS OXPAHBI TPY/A.

I1K 1.8. Odpopmusats
JIOKYMEHTBI 10
JMYHOMY COCTaBy U
OpraHU30BBIBATH
paboTy ¢ HUMH,

B TOM YHCJIC C
UCIIOJIb30BaHHEM
ABTOMATU3UPOBAHHbI
X CUCTEM

HaBbikn

0hOpMIICHUS TOKYMEHTOB 10 JUYHOMY COCTaBY
Y OpraHu3aIuu padoThl C HUMHU, B TOM YHCIIE C
MCIIOJIb30BAHUEM aBTOMATU3UPOBAHHBIX CUCTEM

YMmenus:

o0ecreynBaTh COXPAaHHOCTh MEPCOHAIBHBIX
JIAHHBIX PAOOTHHUKOB,;

OpraHU30BBIBATH IOKYMEHTOOOOPOT TIO
MPEJICTABICHUIO TOKYMEHTOB IO NIEPCOHAY B
rOCYJIapCTBEHHBIE OPraHblI;

OpPraHU30BBIBATH JOKYMEHTOOOOPOT 1O YUETY
Y ABMXKEHHUIO PaOOTHUKOB;

BECTH BOMHCKHH y4€T paOOTHUKOB,;

BECTH y4€T pabodyero BpeMeH! PabOTHHUKOB;
0oQOpMIISTH OpraHU3alMOHHO-
pacnopsINTENbHBIE JOKYMEHTHI IO JINYHOMY
COCTaBy;

BECTH PETUCTPALUIO, YUET, OTIEPATUBHOE
XpaHEHHE JTOKYMEHTOB I10 JIMYHOMY COCTaBY;
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BECTHU JIOKYMEHTAIIUIO, ITOITBEPIKIAIOLIYIO
CBEIICHHS

O TPYJOBOM JIEATEILHOCTU U TPYJOBOM CTaXKe
pabOTHHUKOB;

(bopMHpOBATH JINYHBIC JIe)Ia PAOOTHUKOB;
oopMIATH JeI1a IO JIMYHOMY COCTaBY JIJIst
nepenavn

B apXUB OpraHU3aIIH;

paboTaTh Co CenHaIN3UPOBAHHBIMU
MH()OpPMAIIMOHHBIMU CUCTEMaMHU U Oa3aMu
JTAHHBIX TI0 BEJICHUIO Y4€Ta M IBUKCHUIO
pabOTHHUKOB.

3HaHuA:

HOPMATHBHBIE IIPAaBOBBIE aKThl Poccuiickon
®deneparuu B cepe TPYIOBBIX OTHOIICHU;
JIOKaJIbHbIE HOPMATUBHBIC AKTHI,
perIaMeHTUPYIOLIUE TPYAOBbIE OTHOLICHHS;
COBpEMEHHbIE HH()OPMAIIMOHHO-
KOMMYHUKAIIMOHHBIE TEXHOJIOTHH,
IpUMEHsEMbIE B paboTe C JOKYMEHTaMH 110
JUYHOMY COCTaBY;

CTPYKTYpa OpraHu3alyu, pyKOBOJICTBO
CTPYKTYPHBIX MTOApPa3AeIICHHUI;

npaBuJia J1eJI0NPOU3BOICTBA;

IpaBujia PyCCKOIO A3bIKA;

9THKA JEJIOBOT0 OOILIEHUS;

TpeOOBaHUS OXPaHbI TPY/A.

[K 1.9.
Opranu3oBbIBaTh
TEKyIllee XpaHeHHe
JIOKYMCHTOB,
00paboTKy memn ass
OTIEPATUBHOTO

U QpXUBHOTO
XpaHeHUs, B TOM
YHCIIe ¢
UCTIOJIb30BaHUEM
ABTOMATH3MPOBAHHBI
X CHCTEM

HaBbIikn

OpraHu3aIMy TEKYLIEro XpaHEHUsI IOKYMEHTOB,
00paboTKH AeT AJIst OTIEPATUBHOTO U APXUBHOTO
XpaHEHMsI, B TOM YUCJIE C UCIIOJIb30BAaHUEM
ABTOMAaTU3UPOBAHHBIX CUCTEM

Ymenua:

pa3pabaTbiBaTh HOMEHKJIATYPY J1€I
OpraHu3alny;

MIPOBEPSATH MPABUIBLHOCTH OPOPMIICHUS
JOKYMEHTOB M OTMETKH 00 MX UCTIOTHEHUU
nepea ux GOpMUPOBAHUEM B JCIIO JJIS
MOCJICIYIOIIETO XpaHeHUs; HOpMUpPOBATH Jena,
KOHTPOJIMPOBATh MPABHUIILHOE U CBOEBPEMEHHOE
pacrpejesneHie 1 MoAIINBKY TOKYMEHTOB B

Jc€j1a B COOTBECTCTBUU C HOMCHKHaTypOﬁ ACII,
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MIPOBEPATH CPOKU XPAaHEHUS JOKYMEHTOB,
COCTaBIISATH IPOTOKOJ padOThI SKCTIEPTHON
KOMHUCCHH T10 TOJATOTOBKE JOKYMEHTOB K
nepeaayve B apxuB;

COCTABJIATH aKT O BBIJICJICHUN K YHUYTOXEHHUIO
JTOKYMEHTOB, HE ITOUISKAIIUX XPAHEHUIO;
COCTABJIATH AKT 06 yHI/IqTO)KeHI/II/I I[OKyMCHTOB;
OCYIIECTBIISTH TOJIHOE WIJIH YaCTUYHOE
odopmIIeHHE JIe]T BpeMEHHOT'0, TIOCTOSIHHOTO,
JIOJITOBPEMEHHOT'0 CPOKOB XPaHEHUS;
COCTaBJIATh OMKCH JI€N CTPYKTYPHBIX
MoApa3IeICHU TOCTOSIHHOTO,
JIOJITOBPEMEHHOTO CPOKOB XPaHEHUS TSI
nepeaavn Je B apXUB OpraHu3allig;
IPUMEHSTHh HHPOPMALIUOHHO-
KOMMyHI/IKaI_[I/IOHHbIC TCXHOJIOT'UHU HpI/I pa60Te C
JIOKYMEHTaMHU.

3Hanus:

HOPMATHUBHBIE IIPABOBBIE aKThl Poccuiickon
®denepanuu B cepe AeTONPOU3BOACTBA U
apXUBHOIO JI€N1a;

JIOKaJIbHbIE HOPMATHBHbIE AKTHI,
periaMeHTHPYIOLIe BEICHHUE
JIeJIONPOU3BOICTBA U Nepelady el B apXUB
OpTaHu3aIuig;

BUJIBI HOMEHKJIATYp JeJI, 00Iure TpeOboBaHus K
HOMEHKJIAType J1e]1, HOPsII0K paboThI C HEl;
nopsi10K GOpMUPOBaHUS U OOPMIICHUS JIe,
cnennduka GopMUPOBAHUS OTIEIBHBIX
KaTeropui Jiel;

IpaBUiIa XpaHEHUs A€Jl, B TOM YHCIIE ¢
JTOKYMEHTaMH OIpPaHMYEHHOTO JIOCTYIIA;
MpaBHJIa BBIIAYH U MCIIOJIb30BaHUS TOKYMEHTOB
U3 c(OPMHUPOBAHHBIX JIEIT;

TIOPSIIOK MCTIOJIb30BAaHUs TUTIOBBIX MITN
BEJIOMCTBEHHBIX I€peuHeil TOKYMEHTOB,
OIIpeIeIEHUs] CPOKOB XpaHEHHUs B Ipoliecce
9KCHEPTU3bl HIEHHOCTH JOKYMEHTOB;

BUJIBI OITMICEH JeTT OpTraHU3aIiH U TOPSIOK
paboTHhI

C HUMU;

Tpe6OBaHI/ISI OXpaHbI Tpyaa.
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Opranuzanus
apXUBHOHN paboTHI
10 TIOKYMEHTaM
Opra”u3anuin
pasIuyHBIX Hopm
COOCTBEHHOCTH

IK 2.1.
Ocy1iecTBIsITh
KOMIUIEKTOBaHHE
ApPXUBHBIMH JIETAMU
(TOKYMEHTaMH )
apXuBa OpraHU3AIIH

Hasbiku

y4acTHs B KOMIUIEKTOBAHUY apXUBHBIMU
JienaMy (JOKyMEHTaM1) apXuBa OpraHu3alu
Ymenus:

paboTath C moapasaeIeHUIMU/OpraHUu3aUIMU
MCTOYHUKAMU KOMIUIEKTOBAaHUS apXUBa;
NPUHUMATh apXUBHbIE JieNa (JIOKyMEHThI) Ha
IIOCTOSIHHOE WJIM JI0JITOBPEMEHHOE XPaHEHUE;
y4acTBOBaTh B IPOBEJCHUN KCIIEPTHU3BI
LIEHHOCTHU Pa3JIMYHBIX TUIIOB U BU/I0B
JIOKYMEHTOB B COOTBETCTBUM C BHYTPEHHUMU
periiaMeHTaMu OpraHu3alnu;

OPUMEHSTH B pab0Te peKOMEHIAluN
9KCIIEPTHO-TIPOBEPOYHON KOMUCCUU WU
9KCHEPTHON KOMUCCUM OpraHU3alluy;
IPUMEHSATh EPEYHU C YKA3aHUEM CPOKOB
XpaHeHus Aell (JIOKyMEHTOB);

coOroaTh HOPMAaTUBHBIE CPOKH XPAHEHUS [T
(TOKyMEHTOB);

BECTH Y4ET HCTOUHUKOB KOMIUIEKTOBAaHUS
apxuBa;

UCIIOJIb30BaTh NE€PEI0BON OTEUECTBEHHBIHN U
3apyOexHbBIN OTBIT 110 KOMIJIEKTOBAHUIO
apxuBa JeyiaMu (JIOKyMEHTaMH) IOCTOSIHHOTO U
JIOJITOBPEMEHHOI'O XPaHEHUS;

MCIIOJIb30BaTh COBPEMEHHBIE
aBTOMAaTH3UPOBAaHHbIE, THPOPMALIMOHHBIE U
TEJIEKOMMYHHUKAIIMOHHbIE TEXHOJIOTUU
JIOKYMEHTUPOBAaHHBIX cep NesaTeIbHOCTH
OpraHu3aluu.

3Hanusa:

HOPMAaTHBHBIE IIPaBOBbIE aKThl Poccuiickon
deneparuu B chepe IeT0NPOrU3BOICTBA U
ApXMBHOIO JIEJIA;

Hay4YHO-METOJANYECKUE KPUTECPUH IKCIIEPTU3BI
LIEHHOCTH PA3JMYHbIX TUIIOB U BUJIOB JIEJT
(TOKyMEHTOB);

TEOPETUYECKUE U METOIMYECKUE ACTIEKTBI
KOMIUIEKTOBAHUS U SKCIIEPTU3BI LIECHHOCTH BCEX
BHJIOB JIOKYMEHTOB;

BU/IbI, PA3HOBUIHOCTHU U (hOpPMAaThI BCEX BHUJIOB
JIOKYMEHTOB;
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YHU(DUITUPOBAHHYIO CHCTEMY OPTaHU3aIMOHHO-
paclopsIUTENbHON JOKYMEHTALINH;

CTaHJAPThl OPOPMIICHHS OPraHNU3AIUOHHO-
pacropsAUTENbHON TOKYMEHTaIUH;

CHOCOOBI U TEXHOJIOTMU TOKYMEHTHPOBAHHUS
pa3IMYHbIX BUAOB IPOPECCHOHATBHON
JeSITETbHOCTH;

OpTaHW3allMOHHBIC TIPUHIIAITEI KOMIUIEKTOBAHHUS
nen (A0OKYMEHTOB) OTPaHMUYEHHOTO JTOCTYIIa;
TpeOOBaHUS OXpaHbI TPY/a.

[IK 2.2. Bectn yuér
ApPXUBHBIX JIET
(IOKYMEHTOB), B TOM
yucie

C MCIIOJIb30BaHUEM
ABTOMATU3HPOBAHHBI
X CHCTEM

HaBpixkn

BEJICHUS Y4€Ta apXUBHBIX JIel (IOKYMEHTOB), B
TOM YHCJIE C UCITOJIb30BaHUEM
aBTOMaTI/I3I/IpOBaHHBIX CUCTEM

Ymenus:

M0JIb30BAaThCS YUETHBIMU JOKYMEHTAMU B
pamMKax 3JeKTPOHHBIX HHPOPMAIIMOHHBIX
CHCTEM JIOKyMEHTHPOBaHHBIX chep
NeSTSIIBHOCTH OpPraHUu3allnu;

MIOJIE30BATHCS CEPTUDHUIIMPOBAHHBIMU
ABTOMATU3MPOBAHHBIMU CUCTEMAMH
JIOKyMEHTUPOBAHHBIX Ccep NeATeTbHOCTH
OpraHu3aluy 1Mo YYETY, PETUCTPAIUH,
KOHTPOJIIO J1eJT (JOKYMEHTOB);

TOJIB30BaThCS MH()OPMAIIMOHHO-CIIPABOYHBIMHU
CUCTEMaMH JJOKyMEHTHUPOBAHHBIX Cep
NEeSTENBHOCTH OpPTraHu3allnu;

BECTH CIPABOYHO-TIOMCKOBEIE CPEACTBA K
aApXUBHBIM JIeaM (JJOKYMEHTaMm);

BECTH YUYET CTPaxoBOro (poH/1a apXUBHBIX JEI
(TOKyMEHTOB);

MIPUMEHSITh HOPMAaTHUBHEIC PABOBBIC aKTHI,
JIOKQJIbHBIC HOPMATHUBHBIC aKThl OPTAHU3AINH U
METOJIMYECKUE IOKYMEHTHI B 00JIacTH y4éTa
ApPXUBHBIX /el (IOKYMEHTOB);

BHOCHTD MIPEITIOKEHUS TI0
COBEPIIIEHCTBOBAHUIO METOTUIECKOTO
oOecrieyeHHs yu€Ta pa3HbIX BHJIOB JIOKYMEHTOB
B JJOKYMEHTHPOBAHHBIX cepax AsITeILHOCTH
OpraHu3allny.

3HaHuA:
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HOPMATHBHBIE ITPABOBBIE aKThl Poccuiickon
®enepanuu B chepe AeTONPON3BOICTBA U
ApPXUBHOTO JIeTIa;

METOJINYECKUE IOKYMEHTHI U HAIIMOHAIbHBIE
CTaHAapThl B 00JacTH yuéTa JOKYMEHTOB U
JOKYMEHTHPOBAHHBIX ChEp AeSITETLHOCTH
OpraHu3aIumy,

OTEYECTBEHHBIE U 3apYOCIKHBIE
CepTU(PHUIIMPOBAHHBIE CHCTEMBI
ABTOMATU3MPOBAHHOTO YU&Ta apXUBHBIX JIETT
(TOKyMEHTOB);

TpeOOBaHUs K yUETY 0CO00 IEHHBIX 1
YHUKAJIBHBIX apXUBHBIX 1€ (JOKYMEHTOB);
CPOKH BBITIOJTHEHHUS Pa0OT MO YIETY apXUBHBIX
nen (IOKyMEHTOB);

o01IMe MPUHIUIBI yYETa U KOMIUICKTOBAHHUS
7elt (JIOKyMEHTOB) OTPaHUYEHHOTO JIOCTYTIA;
TpeOOBaHUS OXPaHbI TPY/A.

[1K 2.3.
Ocy1iecTBIsITh
XpaHEHUE apXUBHBIX
nen (I0KyMEHTOB)

C TIOCTOSTHHBIM
CPOKOM XpaHEHUS U
10 JINYHOMY COCTaBY
B apXUBe
OpraHu3aIuu

HaBbikn

OCYVILIECTBJICHUS XPAHEHUS APXUBHBIX 1€
(IOKYMEHTOB) C IOCTOSIHHBIM CPOKOM XpaHEHUs
Y 110 JIMYHOMY COCTAaBY B apXUBE OpPraHU3aluU

Ymenus:

CHUCTEMaTH3UPOBATH Jielia (JJOKYMEHTBI);
pa3MeniaTh apXuBHBIC Jiea (JOKYMEHTHI) Ha
MECTaX XpaHEHUS B COOTBETCTBHH C
HOPMATUBHBIMU TPEOOBAHUSIMH B 00JIaCTH
ApPXUBHOTO Jieia ¥ YIIPaBICHUS TOKYMEHTAMH,
coOII0AaTh HOPMATUBHBIE PEXKUMBI XPAHCHHUS
ApPXUBHBIX JIeJ (JIOKYMEHTOB) Ha JTHOOBIX
HOCHUTEIISX;

IIPOBOMTH MTPOBEPKY MOTHOTHI COCTaBa
APXUBHBIX JJOKYMEHTOB B €IMHUIIAX XPAHCHUS;
MIPOBOJIMTH OTIMCAHUE APXUBHBIX JICIT
(IOKyMEHTOB);

COCTaBIISATh CIIPABOYHO-TIOUCKOBBIE CPEACTBA K
ApXUBHBIM JIe71aM (JJOKYMEHTaMm);

BECTH Y4YET U KOHTPOJIb BHIJIAYH aPXUBHBIX JCIT
(IOKYMEHTOB) U3 apXUBOXPAHUIIUIIA U KX
BO3BpATa;

BECTH Y4ET U KOHTPOJIb TIEpeiadul J1ey
(1OKyMEHTOB)

B TOCY/IapCTBEHHBIN/MYyHUIIUTIATHHBINA apXUB
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WM Ha MHOE BHEITHEE XPaHCHHE U TIpUéMa JIelT
C BHCHIHCTO XPAaHCHUS,

MIPOBOJIUTH MOJUCTHYIO MPOBEPKY (HPU3UYECKOTO
COCTOSIHUS JIeT (JIOKYMEHTOB);

pa3bICKUBATh HEOOHAPYKEHHBIE JeTa
(IOKyMEHTHI);

3alIaTh MHPOPMAIIMOHHEIE PECYPCHI apXUBa
OT HECAHKIIMOHUPOBAHHOTO JOCTYTIA.

3HaHus:

HOpPMaTMBHbIe NPaBOBble aKTbl Poccuiickol
®deneparun B cepe AeTONPOU3BOICTBA U
aApXUBHOTO JIe7Ia;

HOpPMaTHUBHBIE IPaBOBbIE aKThl Poccuiickoi
®deaepanuu B 0071aCTH HHPOPMAIIHH,
MH()OPMAITMOHHBIX TEXHOJIOTUMA, 3aIIUTHI
uHGOPMAIIUU U TIEPCOHATLHBIX IAHHBIX,

1 poBoil TpaHchopMaluy;

HOPMAaTHBHBIE IIPaBOBbIE aKThl Poccuiickon
®deaeparuu B 007aCTH KOHMUISHIIUATEHOCTH
uHpopMaluy;

MpaBWJIa XpaHEHus /1l (JIOKYMEHTOB) B
COOTBETCTBUU C UX TUIIAMU;

NOPSIOK OPMUPOBAHUS JOKYMEHTOB B
KOMILJIEKTBI, TPYIIIIbI, TUIIBL,

TpeOoBaHUS K OOPMIICHHIO TOTOBOPOB HA
peanu3aiuio yCIyr BHEIIHEr0 XpaHEHUS e
(1OKyMEHTOB);

CPOKH BBINIOJIHEHUSI paboT;

TpeOOBaHUS K YCTAHOBICHHBIM HOPMaM
BbIPA0OTKY;

TpeOOBaHUS OXpaHbI TPYJa.

[1IK 2.4.
OcCymecTBIIsSITh
XpaHEeHHeE,
KOMILJICKTOBAaHUE,
y4€T U
UCTIOJIb30BaHUE JIe
(TOKYMEHTOB)
BPEMEHHOTO
XpaHCHUs

Hasbixn

o0ecrieueHHs: XpaHeHUs, KOMIUIEKTOBaHMS,
yuéTa u

UCIIOJIb30BaHUs el (JIOKYMEHTOB) BPEMEHHOTO
XpaHEHus

Yvenus:

OpTraHU30BBIBATH U 00ECTIEYNBATH XPaHEHUE JIeTT
(TOKYMEHTOB) BPEMEHHOT'O XpaHCHHS
opraHmauI/m B TpaI[I/IHI/IOHHOM B

AJIEKTPOHHOM BHJIE;
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KOHTPOJIUPOBATH Pa3pabOTKy CTPYKTYPHBIMU
TIOJIpa3/CIICHUSIMU OIUCEH U aKTOB O
BBIJICTICHUH Ha YHUYTOXKEHUE J1eTT (IOKyMEHTOB)
BPEMEHHOT'O XpaHEHUs B TPAIUIIIOHHOM U B
3JIEKTPOHHOM BUJIE;

(dbopMUPOBATH SAMHUIIBI XPAHCHHS TOKYMEHTOB
JUTSL KX TIOCTICIYFOIIETO Pa3MEICHUS B apXHBE
OpraHu3aIuy;

COCTaBIISATh CIIPABOYHO-TIOUCKOBBIE CPEACTBA K
ApXUBHBIM JIe1aM (JJOKYMEHTaMm);
OCYIIECTBIISITH TIOUCK J1e] (JOKYMEHTOB)
BPEMEHHOT'O XPaHEHUS B IIPOIECCE MX XPAHCHHUS
B CTPYKTYPHBIX TIOJPA3ACICHUSIX U aPXUBE
OpraHu3aIuy;

OCYIIECTBIISITh METOJUYECKOE PYKOBOJICTBO
opraHu3aiueil XxpaHeHus Aeln (J0KyMEeHTOB)

B CTPYKTYPHBIX TOJpa3AeNICHUSIX OpraHu3aluu;
OKa3bIBaTh CTPYKTYPHBIM MOJIpa3eICHUIM
MPAKTHYECKYIO TIOMOIIb B OPraHU3aIiN
XpaHeHus Ael (JOKyMEHTOB);

paspabaTbIBaTh CPAaBOYHO-UH(DOPMAIIHOHHBIC
JIOKYMEHTBI [0 OpPTraHu3alliuy UCTIONB30BaHUS
nen (I0KyMEHTOB) BPEMEHHOI'O XpaHEHUs B
CTPYKTYPHBIX TIOJIPA3ACIICHUSIX H aPXUBE
OpraHu3aIny;

MPOBOJIMTH IKCIIEPTHU3Y IIEHHOCTH JIETT
(TOKYyMEHTOB) BPEMEHHOTO XpaHEHUS,
nepelaHHbIX B apXUB;

OTIpEeIeIIATh CPOKU XpaHEHUs Ael (JIOKYMEHTOB)
BPEMEHHOI'O XpaHEHUS;

obecrieunBaTh 3aMIUTY 17 (TOKYMEHTOB)
BPEMECHHOT'O XpaHEHUS B OPraHU3AIMH OT
HECAHKIIMOHUPOBAHHOTO JOCTYIIA WK
YHUUYTOKEHUS;

MPOBOANUTH (PU3MUECKOE YHUUTOKECHHE JEl
(IOKYMEHTOB) BPEMEHHOT'O XpaHEHHUSI C
UCTEKIIMMH CPOKaMH XPaHEHHUS [1OCIIe
COTJIACOBaHUS CO CTPYKTYPHBIMU
MOAPA3IEICHUSIMHA OpTaHU3aIUY;

oQOpMIISITh YUETHBIC JOKYMEHTHI 00
YHUUYTOXKEHUU JIeT (IOKYMEHTOB) BPEMEHHOTO
XpaHEHUs C UCTEKIIMMHU CPOKaMU XpaHEHUS
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COBMECTHO CO CTPYKTYpPHBIMHU
nogpasaeneHnaMn opraHnsaumnu.

3HaHuA:

HOPMAaTHUBHBIE IIPABOBbIE aKThl Poccuiickon
®denepanuu B chepe AeT0NPOU3BOACTBA U
apXUBHOTO JIETIa;

HOpPMaTHUBHBIE IPaBOBbIE aKThl Poccuiickoi
denepanuu B 00JaCTH 3aIIUATHI IEPCOHATBHBIX
JTAHHBIX;

HOPMATHUBHBIE IIPAaBOBBIE aKThl Poccuiickon
®denepanuu B 00JacTH KOHYUIECHINATBHOCTH
nH(pOopMaIuu;

METO/IMYECKUE TOKYMEHTHI U HallMOHAJIbHBIE
CTaH/JapThl B 00JaCTH J€I0ONPOU3BOCTBA U
apXUBHOIO JI€N1a;

METOAMKA pa3padoTKu GOpM YUETHBIX
JIOKYMEHTOB B TPaJAMIIMOHHOM U B DJIEKTPOHHOM
BUJIE;

IpaBUJIa CUCTEMATU3alMU U KJIacCUPHUKALUN
JTOKYMEHTOB;

0COOEHHOCTH OpPTaHU3ALNN XPAHEHUS J1e]
(1OKYMEHTOB) Ha pa3JIU4HbIX HOCUTEIISX;
KPUTEPUU OTIPEAEIICHUS HEHHOCTH J1ET
(TOKyMEHTOB) JUIsl JaJIbHEHIIEro XpaHeHUsl WK
YHUUYTOKEHUS;

TpeOOBaHUs K MpoLieccaM YHUUTOKEHUS
nH(OpMaLIUY B TPAIULIUOHHOM H 3JIEKTPOHHOM
BUJIE;

TpeOOBaHUS OXPaHbI TPY/A.

[K 2.5.
OcymecTBiATh
HCIIOJIb30BaHUE
APXUBHBIX JEI
(I0OKYMEHTOB), B TOM
YHCIIE C
UCIIOJIb30BaHUEM
aBTOMAaTU3HPOBAHHBI
X CHUCTEM

HaBbiku

OCYIIECTBIICHUS UCTIOIH30BAHUS ApPXUBHBIX J1ETT
(TOKYMEHTOB), B TOM YHCJIE C UCIIOJIb30BAaHUEM
ABTOMAaTHU3WPOBAHHBIX CUCTEM

Ymenus:

CUCTEMATH3UPOBATH M 0000IIATH CBEACHUS O
COCTaBE€ U COJEPKAaHUU APXUBHBIX JIETT
(IOKyMEHTOB);

UCTIO0JIB30BaTh HH)OPMAITMOHHBIC TEXHOJIOTHU B
001acTH CO37]aHMs CIIPABOYHO-TIOUCKOBBIX
CPEIICTB apXUBa U JIOKYMEHTUPOBAHHBIX cep
NEeSTEIBPHOCTH OpPraHU3allnu;
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(GopMUpPOBaTH OCHOBHBIE U BCIIOMOTATENIbHbIE
BU/IbI APXUBHBIX CIIPABOYHUKOB B 3JICKTPOHHOU
dopme;

HOJrOTaBIUBATh HH(POPMAIIMOHHbBIE JOKYMEHTHI
I10 3ampocam IOJIb30BATECH pa3In4YHbIX
KAaTEerOpHi.

3HaHuA:

HOPMAaTHBHBIE IIPAaBOBLIE aKThl Poccuiickon
®denepanuu B chepe AeTOMPOU3BOICTBA;
HOpMAaTHUBHbBIE ITPABOBBIE aKThl Poccuiickoit
®denepanuy B 00JaCTH 3aIIUTHI IEPCOHATBHBIX
JTAHHBIX;

METOJINYECKUE IOKYMEHTHI B 00J1acTH
UCIIOJIb30BaHUs U MYyOJIMKAIIMKA APXUBHBIX T
(TOKyMEHTOB);

cepTUHUIMPOBAHHbIE HH(POPMALTMOHHO-
IIOMCKOBBIE CUCTEMBI B 00JIACTH Pa3pabOTKU
HAy4YHO-CIIPABOYHOTO armapara
JOKYMEHTUPOBAHHBIX Cep AesITeTbHOCTH
OpraHu3aluy;

CPOKH BBITIOJHEHHUSI pa0OT MO OpTraHU3aINH
UCIIOJIb30BAaHUS APXUBHBIX JIe] (1OKyMEHTOB);
OpraHU3allMOHHBIE IPUHIUIIBI UCTIOJIb30BaHUS
JOKYMEHTOB OIPaHUYEHHOIO JOCTYTIA;
TpeOOBaHUS K MOJTOTOBKE aPXHUBHBIX CIIPABOK U
BBIIMHMCOK U3 apXUBHBIX JJOKYMEHTOB;

TpeOOBaHUs OXpaHbI TPY/A.

OcBoeHre  BHUJIIOB
pabor 1O OmHOI
WIA  HECKOJIBKUM
npodeccusam
pabouux,
JOJIKHOCTSIM

CITy’KaIHUX

IK
Ocyl1ecTBiIsITh

1.1.

npuéM-riepeauy
YIpaBICHYECKON
uHbopMauu c
IIOMOILBIO  CPEACTB
UH(POPMALMOHHBIX U
KOMMYHUKAIIMOHHBIX

TEXHOJIOT NI

IK
KoopnunupoBatb
paboTy  mpUEMHOI

1.2.

PYKOBOIMTENA, 30H
IpUeMa pa3IMYHbIX

KaTeropui

3HaHUs: HOPMAaTUBHBIC IPaBOBLIC AKThI
Poccwuiickoii Deneparyn B chepe
UHQOPMALIMOHHBIX W KOMMYHHKAIIMOHHBIX

TEXHOJIOTHIA;

CTPYKTYypa OpraHu3anu, e¢ 3aJ1auu U (QyHKIINH,
npaBujia MPOBEICHUS JISTIOBBIX TIEPETOBOPOB;
9THKA JEJI0BOT0 OOIICHUS,

MpaBujIa peueBOro ITUKETA;

IIpaBUJIa NOJCPKAHUS u pa3sBUTHL
MEXJIMYHOCTHBIX OTHOILLEHUII;

TpeOOBaHUS OXPAHBI TPY/a;

HOpPMATHBHBIE IIpaBOBBIE aKThl Poccuiickoi

denepanuu 1o 3amuTe nHpopmManuu 1 padore ¢
oOpaIIeHUIMH IPaXKIaH;
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OCETUTEIEN
OpraHu3aIu

I[IK 1.3.
HaBBIKAMU

Bnanets

TUIAHUPOBAHHUS
pabouero  BpeMeHH
PYKOBOAHTEILS u
cekperapst

IK
Ocy1iecTBIsITh
MOJITOTOBKY JETOBBIX

1.4.

MOE30K
PYKOBOIMTENA U

JIPYrUX COTPYIHHUKOB
OpraHu3anuu

[K 1.5.
criocobamu

Bnanets

OpraHu3aluu
pabouero
IIPOCTPAHCTBA
IIPUEMHOMN u
KaOuHeTa
PYKOBOAMTENS

TIK
Ocyl1ecTBIsTh

1.6.
paboty o
MOJATOTOBKE u
MIPOBEICHUIO
KOH(EPEHTHBIX
MEPOIPHUATHH,
obecrieuynBaTh
UH(POPMALIMOHHOE
B3aWMO/JICMCTBHE
PYKOBOJUTENS c
MOJpa3feieHus MU U
JOJIKHOCTHBIMU
JTUAMU
OpraHu3aIuu

IIK 1.7. Odbopmnars
OpTaHU3alMOHHO-
pactopsIUTeIIbHbIC
JIOKYMEHTBI u
OpTraHU30BHIBATH

CTPYKTypa OpraHH3allMd M pacHpeieicHue
G yHKIHI MEXIY
HOJPa3eIEHUSIMU U CIIELUAINCTAMU;

CTPYKTYPHBIMHU

MpaBHJia OpraHU3aIK NMPUEMa MOCETUTENEH;
9THKET U OCHOBBI MEXJIYHapOAHOI'O MMPOTOKOJIA;
ATHKA JIEJIOBOTO OOIICHUS;

NpaBUJIa PEUEBOTO ITHKETA.

npaBuja CEPBUPOBKHM daitHOro (kodeitHoro)
CTOJNa;

TpeOOBaHUS OXPAHBI TPY/A;

HOPMaTUBHBIE IIPaBOBbIE aKThl Poccuiickoin
Oeneparun = B chepe  HHPOPMAITMOHHOM
0e30MacHOCTH;

CTPYKTypa U cnenuduka OCHOBHOM

NESTENBHOCTH OpPraHu3alnu;
OCHOBBI YIIPaBIICHUSI BPEMEHEM,;
IpaBuJia IPOBEJCHUS JIEJIOBBIX IIEPETOBOPOB;
JTHKA JEJI0BOr0 OOIIECHHUS;
TpeOOBaHUS OXPaHbI TPY/A;
HOpPMATHBHBIE NIpaBOBbBIE aKThl Poccuiickoi
Oepneparun B chepe OpraHuzanuu  J1€JI0BOU
MOE3/IKH;

MNOPSIIOK TMOATOTOBKM W JIOKYMEHTUPOBAHHUS
JIEIOBOM MOE3IKHU;

UHTEPHET-PECYPCHI AJIs OCYIIECTBICHUS TPEBE-
MOJIJIEP>KKH JIETOBBIX MOE3/10K;

STHKET U OCHOBBI MEXITYHAPOJIHOTO MPOTOKOJIA;
JTHKA JIEJI0BOT0 OOIIECHUS,

TpeOOBaHUS OXpaHbI TPYHa;

TpeOOBaHUSI OXpaHbI TPy/a, POU3BOJICTBEHHOM
CaHUTAPUH, IPOTUBOIOKAPHOM 3aITUTHI,
OCHOBBI TIPABWJIIBHOM OpraHu3alud TpyAa W
METO/BI MOBBILICHHUS er0 3P PeKTUBHOCTH;

BUJIbl OPTaHW3AI[MOHHON TEXHUKH U TOPSIAOK
paboThI ¢ Hell;

HOPMAaTHUBHBIE IPABOBBIE AaKThl Poccuiickoi
®deneparuu B chepe nHGOPMAITUH;

KOMILIEKC OpraHU3allMOHHO-TEXHUYECKUX
MEPOTIPUATHI TIO TOATOTOBKE M IMPOBEICHUIO
KOH(EPEHTHBIX MEPOIIPHSITHIA,
odopmiIeHHS

InpaBujia JOKYMCHTOB,

CO3JaBaCMbIX
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paboTy C HUMH, B TOM

quclie ¥
UCTIOJIb30BaHUEM
aBTOMAaTH3UPOBAHHBI
X CUCTEM

IIK 1.8. Odopmnsars
JIOKYMEHTBI o
JUYHOMY COCTaBy U
OpTraHNU30BBIBAThH

paboTy C HUMH, B TOM

qucCJIC C
HCIIOJIB30BAaHHECM
ABTOMAaTHU3UPOBAaHHBI
X CUCTEM

B IIporecce
KOH(EPEHTHOTO MEPOIIPUATHS;

IIOATrOTOBKH u IMPOBCACHUA

ATUKET ¥ OCHOBBI MEXTYHAPOIHOTO MPOTOKOIA;
9THKA JEJI0BOI0 OOIICHUS;

COCTaB BHYTPCHHUX n BHCIIHHUX
I/IH(I)OpMaI_II/IOHHBIX IIOTOKOB,
CTPYKTYypa OopraHusanu u IMOpA 0K

B3aUMO/JICVCTBUS OAPA3ACICHUN;

METOABI 00pabOTKH ¥ 3amUThl UHGOPMAITIN C
NPUMEHEHUEM CpEeACTB HWH(POPMAIMOHHBIX U
KOMMYHUKAIIMOHHBIX TEXHOJIOTHUH;
TpeOOBaHUS OXPAHBI TPY/a;
HOpPMATHBHBIE IIpaBOBBIE aKThl Poccuiickoi

®deneparnuu B cepe AeTONPOU3BOJICTBA;

JIOKAJIbHBIE HOPMAaTUBHBIC aKThI,
perIaMEHTUPYIONIHE  JIEITEIIBHOCTh  CITY)KOBI
JIeJIOTIPOU3BO/ICTBA 51 eé PabOTHHKOB,

OopraHu3aluilo BCACHUA JCJIONIPOU3BOJACTBA,

COBPEMEHHBIE nH(POPMAIIMOHHBIE u
KOMMYHHUKAIIMOHHBIE TEXHOJIOTUH,
MPUMEHSEMbIE

B paboTe ¢ JOKYMEHTaMH;

CTPYKTypa OpraHu3aIuH, PYKOBOJICTBO
CTPYKTYPHBIX MO/Ipa3/IeIeHUH, o0pa3s1sl
HOJIUCEN JIMLI, UMEIOIUX IPaBO MOANNUCAHUS U
YTBEPKICHUS JOKYMEHTOB,

Y OTPAaHUYEHUS 30H UX OTBETCTBEHHOCTH;
IpaBHJIa PYCCKOTO SI3bIKA;
TpeOOBaHUS OXPAHBI TPY/A;
HOpPMAaTHUBHBIE TMPABOBbIE aKThl Poccuiickoit
®deneparyu B chepe TPyIOBBIX OTHOIICHHI;
JIOKaJIbHbIE HOPMAaTHUBHBIC aKTHhI,
perjiiaMeHTUPYIOIINE TPYAOBBIE OTHOILIEHUS;
COBPEMEHHBIE MH(POPMAIMOHHO-
KOMMYHUKAIIMOHHbIE
npUMEHseMble B paboTe ¢ JOKYMEHTaMHu IO
JUYHOMY COCTaBY;

CTpYKTypa
CTPYKTYPHBIX ITOAPA3CIICHUN;

TCXHOJIOI'UH,

OpraHu3aINH, PYKOBOJICTBO

MpaBuJIa JACIIONPON3BOICTBA;
MpaBUJIa PYCCKOTO S3bIKA;
ATHKA JCJIOBOT0O OOIIECHUS,
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TpeOOBaHUS OXPAHbI TPY/A;

HOPMATHBHBIE IIPaBOBBIE aKThl Poccuiickoit
@enepauun B chepe AETONPOU3BOACTBA U
apXUBHOTO J1€]1a;

JIOKaJIbHbIE HOpMAaTUBHBIE aKThI,
periaMeHTHpYIolre BeJICHUE
JICIIOTIPOU3BOJICTBA M Tepefady el B apXHB
OpraHu3aIumy;

BUJIbI HOMEHKJIATYp e, O0Ime TpeOOBaHMs K
HOMEHKJIAType J1e]1, HOPsII0K paboThI C HEH;
nopsiiok  (popMupoBaHust U OOpMIICHUS HeT,
crienuduka dhopMHUpOBaHHS OT/IEITbHBIX
KaTeropuil e,

OpaBWia XpaHEHUs [ed, B TOM UHCIE C
JOKYMEHTaMH OIpPaHHYEHHOTO JI0CTYIIA;
NpaBUiIa BBIIAYH U UCTIOIH30BAHUS JOKYMEHTOB
U3 c(OPMHUPOBAHHBIX JIEIT;

HOPSIIOK  WCHOJB30BAHUS  TUIOBBIX WM
BEJIOMCTBEHHBIX nepeyHei JIOKyMEHTOB,
OTIpeNIeICHUs] CPOKOB XpaHEHHUs B TIpOIEcce
9KCIEPTU3BI IEHHOCTH JOKYMEHTOB;

BUJIBI ONHCEH JIel OpraHu3aluil U TOPSIO0K
paboThI

C HUMH;

TpeOOBaHUS OXPaHbI TPY/A.

YmMmenus: UCIIOJIb30BaTh cpencrTaa
WHPOPMAIIMOHHBIX W KOMMYHUKAITMOHHBIX
TEXHOJIOTHH Ui TIONydeHHs U Tepeaadu
UHpOpMaLINY;

BECTH U HCIIOJIb30BaTh B paboTe 6a3y KOHTAKTOB
OpraHu3aluy;

BECTU YYETHBIE PETUCTPALMOHHBIE (OPMBI,
WCITOJIH30BaTh UX JIJI1 HHPOPMAITMOHHON pabOThI
U pabOoTBl 1O  KOHTPOJIIO  HCIIOJHEHHUS
IIOPY4CHMUI;

yCTaHaBJIMBATh u O ACP)KUBATH
KOMMYHHKAIIMH B MIPOLIECCEe JIETIOBOTO OOIICHUS
C TIOMOIIBIO CpPEACTB HH(DOPMAIMOHHBIX H
KOMMYHUKAIIUOHHBIX TE€XHOJIOTUI;

CrlIaXUBaThb  KOH(DJIUKTHBIE U  CJOKHBIE
CUTYaIlUU MEXIMYHOCTHOTO B3aUMO/ICHCTBUS;

coOI0aTh CITYKEOHBII ITHKET;

28



obecrieunBaTh MHPOPMATMOHHYIO 0€30MaCHOCTh
JeSATENbHOCTH OpraHu3aluu;

BCTpEUaTh MOCETHTENEH, MOMy4aTh MEPBUIHYIO
uHGOPMAIIMI0O O TOCETUTENSIX, YCTaHABJIMBATH
HNOpSAIOK TpuéMa [UIsl Pa3IUnYHBIX KaTeropuii
MTOCETUTEIIEH;

BECTH YUYETHBIC PErHCTPAlMOHHBIE (DOPMBI 1O
npuémMy oceTHTeIeH U 0HOPMIIATH IIPOITYCKa;
BECTM  MNpuéM, Iepefadyy U OTHPaBKY
JIOKYMEHTOB;

OpPraHU30BBIBATH M1 OPOHUPOBATH IEPETOBOPHBIE
KOMHATBI;

cepBUpOBaTh 4aiHble (KOo(eiHbIe) CTONBI B
oduce;

MPUMEHSATD B pabote Cpe/acTBa
WHPOPMAIMOHHBIX ¥ KOMMYHHKAI[MOHHBIX
TEXHOJIOTHi;

NPUHUMATH Mepbl 1o COXPaHEHUIO
KOoHGUACHIMANFHOW UWH(pOpMalUUd B XOfe
npuémMa IOCETUTEIIEH;

BbIOMpaTh (POPMBI TUIAHUPOBAHUSA U OPOPMIISITH
IUTAHUPOBILUK (OpraHaii3ep) pyKOBOIUTENS U
cekpeTaps;

yCTaHaBIUBATh EJH, OIIpEAEIIATh
MPUOPUTETHOCTh M OYEPENHOCTH BBHIMOTHEHHUS
pabot u >ddexkTUBHO pacmpenensaTe padbouee
BpeMS;

COrJIacoOBbIBaTh BCTPEUM U MEPONPUATUS U
BHOCHUTh HWHPOpPMAIMI0O B  TUIAHUPOBIIUK
(opranaiizep);

UH(GOPMHUPOBATH PYKOBOUTEIS O MPUOINKEHUH
BpEMEHH U perjaMeHTe 3allIaHMpPOBAHHBIX
BCTpPEY Y MEPOIIPUATHUH;

BBIOMPATHh ONTHUMAJIBHBIE CTIOCOOBI BHENTHETO U
BHYTPEHHETO UH(POPMHUPOBAHUS 0
IUTAHUPYEMBIX MEPOTIPUSITUSIX;

obecrneynBaTh HHHOPMALIMOHHYIO 0€30MaCHOCTh
NEeSTENBbHOCTH OpPraHu3alnu;

MPUMEHSITD B pabote cpencTaa
UHPOPMALIMOHHBIX U KOMMYHHUKallMOHHBIX
TEXHOJIOTHi;

COCTaBIATh M OQOPMIISATH TOKYMEHTHI JUIS
JIEJIOBBIX TI0€3/10K;
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OCYIIECTBIISITh ~ TPEBEN-TIOJACPKKY  JCITOBBIX
M0€3/10K;

COIJIaCOBBIBATh C IIPUHUMAIOICH CTOPOHOU
IOPOTOKOJI  IUTAHUPYEMBIX  MEPONpPUATHH U
(GopMHpOBATE MPOTrPAMMY J€JIOBON MOE3IKH;
UCIOJIb30BaTh CPEACTBA HMH()OPMALMOHHBIX U
KOMMYHHKAIIMOHHBIX TEXHOJIOTUH TUTS
oOecrieyeHus B3aUMO/JICHCTBUS c
PYKOBOJUTENIEM BO BPEMs €T0 1€JI0BOM MOE3/IKH;
opopMIATH OTUETHBIE JOKYMEHTBHI O JI€JOBOM
HOE3/IKE;

OpraHU30BBIBAaTh PaboUuee MECTO B COOTBETCTBUU
C TpeOOBaHUSMHU OJPrOHOMUKA W KYJIBTYPHI
Tpyna,

obecrnieunBaTh pabouee MECTO u
¢yHkuuoHanbHOe ~ pabodee  MPOCTPAHCTBO
HEOOXOMMBIMU CPEACTBAMHU OPraHU3allMOHHOM
TEXHUKH, MeOenbl0 M KaHLEISIPCKUMHU
NPUHA/IICKHOCTSIMHU;

NOJIEP)KUBATh  CPEJICTBA  OPraHU3AIlMOHHON
TEXHUKU

B pabo4YeM COCTOSHUY;

OpPraHM30BbIBaTh  NPOLECC  MOATOTOBKH U
IPOBEIEHUE  KOH(EPEHTHOrO0  MEpONPUSATHS
WH/IMBHUyaTBHO

U B COCTaBe paboyeil rpyImsbl;
JOKYMEHTUPOBATh pa3HbIe ATaIlbl MPOLEAYPHI
NOJATOTOBKM M TPOBEACHUS KOH(PEPEHTHOTO
MEpONPUATHS;

COOMI0IaTh ITUKET U OCHOBBI MEXYHapOIHOTO
IPOTOKOJIA;

OCYIIECTBIATE cOOp, 00paboTKy HH(pOpMaIuH,
CHCTEMAaTH3AIIHIO TIOJTY9aEMBIX U MePe1aBaeMbIX
JTAaHHBIX;

OCYLIECTBIISAITh ~ MPOBEPKY  JOCTOBEPHOCTH,
HOJHOTHI

U HENPOTUBOPEUYMBOCTH JAHHBIX, UCKIIOUYEHUE
ny0nrpoBaHus HHPOpMAIUY;

PUMEHSTH WHPOPMAIIMOHHO-
KOMMYHHKAIIHOHHBIE TEXHOJIOTUH;

COCTaBJIATh  MPOEKTHl  OPraHU3ALMOHHBIX,
pacnopsIuTeIbHbIX U MH(POPMALMOHHO-

CIIpaBOYHBIX  JOKYMCHTOB, B TOM  4YHCIIC

30



JOKYMEHTOB, COJEPKAINX KOH(PUACHINAIEHYIO
UH(OPMALIHUIO;

oOpMIISATH OpraHU3aIOHHO-
pacropsAUTeIbHbIE JOKYMEHTbI (OpUTHHAIBI U
KOIIHHN);

CKaHHUPOBATh, KONUPOBAaTh U KOHBEPTHUPOBATH
JOKYMEHTHI B Pa3JIn4YHbIe (hOpPMATHI;
OCYILECTBIISITH TIPOBEPKY MPOEKTOB JTOKYMEHTOB
Ha COOTBETCTBHE MPAaBUIJIaM JIETIONIPOU3BOJICTBA;
OpUHUMATh W TPOBOAWTH  TEPBUYHYIO
00paboTKy BXOASAIINX TOKYMEHTOB;

IPOBOJNUTH MPEBAPUTEIILHOE PACCMOTPEHHE
BXOJISAIINX U BHYTPEHHUX JOKYMEHTOB;
PETUCTPUPOBATh BXOASIIME, HCXOAAIIUME U
BHYTPEHHHUE IOKYMEHTHI,

KOHTPOJIMPOBATH MapUIpyTHA3AIHIO
JOKYMEHTOIIOTOKOB B OpraHu3aluu
(cormacoBaHue, MOANUCAHME, YTBEPXKACHUE,
perucTpanusi, O3HAKOMJICHHE U HCIOJHEHHE
JTOKYMEHTOB) ;

OCYIIECTBIISITH CPOKOBBII KOHTPOJIb HCITOTHEHHS
JIOKYMEHTOB;

OCYIIECTBIISITh ~ TOATOTOBKY U OTIPABKY
UCXOJSALINX IOKYMEHTOB,;

COCTaBJIATh OTYETHl M AHAIUTHUYECKUE CIIPABKH
00 UCIIOJTHEHUH IOKYMEHTOB;

BeCTH HMH(GOPMALMOHHO-CIIPABOUYHYIO paboTy
M0 TOKyMEHTaM;

OCYIIECTBIISITh  pabOTy C OpraHU3aIMOHHO-
pactiopsaIuTeIbHBIMH JOKYMEHTaMHU
B aBTOMATU3HPOBAHHBIX CHCTEMAX;
o0ecrieunBaTh COXPAHHOCTb  IEPCOHAIBHBIX
JAHHBIX paOOTHUKOB;

OpraHU30BBIBATH JIOKYMEHTO000pOT o
MPEJICTABICHUIO JIOKYMEHTOB IO MEpPCOHANy B
rocy/1lapCTBEHHbIE OPTaHbI;

OpraHU30BBIBATH JIOKYMEHTOOOOPOT MO YYETY
U JIBIDKEHUIO PAaOOTHUKOB;

BECTU BOMHCKHMM y4€T paOOTHUKOB;

BECTHU Y4ET pabodyero BpeMeH! pabOTHUKOB;
oOpMIISATH OpraHU3aIOHHO-
pacrnopsauTeabHbIle JOKYMEHTBI IO JHUYHOMY
COCTaBY;
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BECTH  pETHCTpaIio, y4€T, OIepaTUBHOE
XpaHEHHE JOKYMEHTOB TI0 TUYHOMY COCTaBY;
BECTHU AOKYMCHTAIUIO, MOATBCPIKAAOIIYIO
CBEJICHUS

0 TPYAOBOW NEATEILHOCTH U TPYIOBOM CTae
pabOTHHUKOB;

(GbopMUPOBATE JIMYHBIC Jie)Ia PAOOTHUKOB;
opopMIATh Jena MO JUYHOMY COCTaBy IS
nepeaavu

B apXUB OpraHHU3aIUY;

paboraTh co CHEIUAIN3UPOBAHHBIMU
WHOOPMAITMOHHBIMH ~ CHUCTEMaMHd W 0azaMu
OAHHBIX II0 BCICHUIO yqéTa U JOBUXCHUIO

pabOTHHUKOB;

pa3pabaThIBaTh HOMEHKJIATYpy nen
OpraHu3aIuy;

[IPOBEPATH [IPaBUIBHOCTH oopmieHus

JIOKYMEHTOB U OTMETKM 00 HX HCIOJIHEHUHU
nepe ux (GOpPMHpPOBAaHHMEM B JAEI0 UL
NOCJEIYIOEr0 XpaHeHus; popMUpoBaTh Jeia,
KOHTPOJIMPOBATh IIPAaBUIILHOE U CBOEBPEMEHHOE
pacIpeieseHie U MOALNUBKY JOKYMEHTOB B Jiejia
B COOTBETCTBUM C HOMEHKJIATYPOH JI€;
IIPOBEPATh CPOKM XPAHEHUS JOKYMEHTOB,
COCTaBIISITh MPOTOKOJI pabOThl IKCHEPTHOU
KOMHCCHUM II0 IIOATOTOBKE JOKYMEHTOB K
nepeaayde B apxus;

COCTaBJIATh AKT O BBIJACJICHUM K YHUUYTOXKCHUIO
JIOKYMEHTOB, HE IOJIIEKAIINX XPAHEHUIO;
COCTaBJIATh aKT 00 YHUUYTO)KEHUH TOKYMEHTOB;
OCYIIECTBIIATh  IIOJIHOE WM YaCTHUYHOE
oopMieHHe [e BPEMEHHOI0, MOCTOSHHOIO,
JIOJITOBPEMEHHOI'O CPOKOB XPaHEHUS;
COCTAaBIIATH OmuCH  Jell CTPYKTYPHBIX
MIOAPA3ACIICHUN IIOCTOSIHHOT'O,
JOJITOBPEMEHHOIO  CPOKOB  XpaHEHUSA U
neperayu Jell B apXUB OpraHu3aluy;
IIPUMEHATH UH(POPMALIMOHHO-
KOMMYHUKAIIMOHHBIE TEXHOJIOTMH IIPU paboTe C
JIOKYMEHTaMHU.
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Paznen 5. Crpykrypa o0pazoBaresibHOIl POrpaMMBbl
5.1. YueOHsbIi 1aH

5.1.1. Y4yeOHBIN IJIaH MO IPpOrpaMMe NoAroroBKM cnenuaaucton cpeauero 3seHa (IICC3)

Y4yeOHas Harpy3ka odyyarouguxcs (4ac.)
Pacnpeneienne ods13aTe/IbHOI HATPY3KH
Mparcrika 10 KypcaM H ceMecTpaM (4acoB B ceMecTp)
] B Tom uncie I xype Il kype 11T Kype
=
4
g g
E =
g HanmeHoBaHHe IUKJIOB, = B g
2 JUCHMILINH, PO ecCHOHATBHBIX = = E
= monyueil, MJIK, npakrux E >§ . 5 . §_
= a 1) o =} < 3
Fon) = =} = = <
% 3] I3 2, = = =
) = a ) s = =
= g iy < © o ] Q
S S g g = % 8 g
g g N N E s | z g g
=1 =3 =1 g S 54 = o
2 % & = S o) ; 2 05‘) ] =
> =] < a o= < = = o o)
1= = 5 a = 3] > = =) O 5
g g s lelzl: = 2 | Z 5 =
S ) z sz 2 3 3 & > =
1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 17 18 19
80 80 80 80 80 80
Cr.00 ConpabHo-TyMAHATAPHbII K 745 657 88 28 60 20 24 14 10 10 10
Cr.o1 Hcropust Poccnn 3 66 56 10 4 6 10
Cr.02 Unoctpauublit AIBIK B 3/3/3/3 171 143 28 8 20 4 6 4 4 10
TpodeCcCHOHANBHON EATeIBHOCTI /113
Cr.o3 Be3omacHOCTh KU3HEACATETBHOCTH 13 105 99 6 2 4 6
Cr.04 Duzuyeckas KyIbTypa 303 Q171 157 14 4 10 6 8
Cr.05 OcHOBBI OepeKITHBOrO POU3BOJICTBA -/J13 127 107 20 6 14 10 10
CI.06 OcHOBBI (PHHAHCOBOH PAMOTHOCTH I3 105 95 10 4 6 10
BapuaTuBHas yacThb 120 96 24 8 16 10 14
CI'.B.07 OCHOBBI TOKYMEHTHO# THHTBHCTHKH JIE] 60 46 14 4 10 14
CTB.O8 DKOJOTHYECKHE OCHOBBI I3 60 50 10 4 6 10
TIPHPOIOMOJIB30BAHHS
OIL.0OO OGumenpogeccHOHATbHbIIH UK 1040 J888 152 48 104 40 36 16 20 20 28
OI1.01 DKOHOMHMKA OpraHH3aIHH -/]13 105 85 20 6 14 10 10
OI1.02 MeHeKMeHT -1]13 127 113 14 4 10 4 10




0103 Hpod)eccnoranbﬁaﬂ 9THKA U OCHOBBI -/]13 105 85 20 6 14 10 10
JIENOBOTO OOIICHHS
OI1.04 IIpaBoBbIE OCHOBBI IPO(ECCHOHANBHON 3 175 165 10 4 6 10
IeSTENIBHOCTH
OTL05 N} opMauoHHble 1 -[-/113 105 85 20 6 14 8 6 6
KOMMYHHKAIHOHHbIE TEXHOJIOTHH
OI1.06 Pyccknii A3bIK B IpoheccHoHaIbHON -I-/113 163 135 28 8 20 10 8 10
JeATEIbHOCTH
OI1.07 KowmmblotepHas 00paboTka T0KyMEHTOB -I-/]13 193 163 30 10 20 10 10 10
BapuaTupHas 4acThb 171 119 52 16 36 26 26
OILB.09 OCHOBBI y4eOHO-HCCIIE0BATENBCKO -IJ13 81 69 12 4 8 6 6
JESTEIBHOCTH CTYICHTOB
OILB.10 CruymcTika /113 45 25 20 6 14 10 10
OILB.11 CraTucTuka -/]I3 45 25 20 6 14 10 10
IIM.00 IlpodecconanbHbIH THKI
OcyiecTBiIeHm e £
OPraHu3alHOHHOIO H 34 10 10
1IM.01 AOKYMEHTALMOHHOTO0 276 212 64 20 10 10 14 10
obecreyeHNs eI TeIbHOCTH
OpraHusanuu
MJIK.01.01 JlokymeHTanHoHHOE o0ecredeHne c] 132 102 30 10 20 10 10 10
YIpaBiCHUs
MIIK.01.02 Opranu3aiis paboThl ¢ JMEKTPOHHBIMH €] 72 52 20 6 14 10 10
JOKYMEHTaMH
MJIK. 01.03 OpraHu3anus ceKpeTapckoro 9 67 57 10 4 6 10
00CITyKHBaHUS
MIK.01.04 Z[OKyMe}iTaHHOHﬂoe obecnedenue C) 7 58 14 4 10 4 10
Ka/IPOBOH CITyKObI
YyeOHasi NPAKTHKA 10 OPraHU3aIHH 72
VII 01 JAOKYMEHTALHOHHOT'O 00ecneyeH st 72 72
yNpaBJieHusl
IIpou3BojcTBEeHHAsl NPAKTHKA 1O 72
Mo OpPraHU3aNyH 10KyMeHTalHOHHOTO 7 7
obecmedeHNs! YIpaBJIeHHs I
(YHKIHOHHPOBAHUS OPraHU3ALUH
Oprauusanust apXuBHOii K 56
M.02 AT T T 23 |33 80 24 40 40
OpraHu3anuu pasjanvHbIX
¢opm co0CTBEHHOCTH
MJIK.02.01 Oprann3anus ¥ HOPMaTHBHO-TIPABOBBIC 132 112 20 6 14 10 10
OCHOBBI aPXHBHOT0 JIeJ1a
MJIK.02.02 TocynapcTBeHHBIE I MYHHIHTATBHbIE 9% 76 20 6 14 10 10
ale/IBbI H apXVIBbI Opl"aHVBaLII/IVI
MJIK.02.03 MeTonmKa 1 PaKTHKA apXUBOBEICHHUS 114 94 20 6 14 10 10
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MJK.02.04 ObecnedeHne COXPaHHOCTH JOKYMEHTOB 81 61 20 6 14 10 10
VILO2 YueGHasi NPaKTHKA 1O 79 72 72
APXHBOBE/ICHHIO
IIpou3BoAcTBeHHAS MPAKTUKA B 72
II11.02 apXuBax NPeANPHSTHI, yIpeKIeHHI, 72 72
OpraHu3anui
OcBoenue BHI0B padoT Mo Ik
V.03 S 210 | 190 20 6 | 14 10 10
npogeccusiM pabovnx,
JOJIKHOCTAM CJTYKaIUX
MJIKO03.01 Bemonnenne paboTsl o npodeccun €] 210 190 20 6 14 10 10
JCJIONPOU3BOAUTEIID
VILO3 YuefHas NPAKTHKA N0 mpodeccn 79 72 72
21299 Jlenonpou3Boautens
Ipou3BoacTBeHHAS IPAKTHKA 110 72
TIL03 COBEPIIEHCTBOBAHUIO 79 72
Npod)ecCHOHATBHBIX HABBIKOB 10
npodeccun 21299 JlenonpousBoautens
IIpomexyTounas aTTecTalus 36 36 36
TIIILO0 Tpou3sBoaCTBEHHAS 144 144 1444
(npeIMIIOMHAs) MPAKTHKA
[TpousBoacTBeHHas (MpeIIUILIOMHAs) 1444
TIpaKTHKa
THA.00 TocynapcTBeHHast (MTOroBast) 216 2164
aTrrecTanusda
THA.01 IToaroroska BBITYCKHOH 1444
KBaJIN(UKALMOHHOH paboThI
THA02 3ammra BBIITYCKHOH 724
KBaJM(UKALMOHHOI pabOTHI
HUTOrO: 3777 2505 480 216 360
Koncyapranmnn Ha yae6Hyto rpymny o 100 yacoB B rox Juctmrmmuusr 1 MJIK 80 80 80 80 80 80
(Bcero 400 wac.) Y4e6HO MpaKkTHKK 0 72 0 72 72 0
T'ocynapcrBennas (MTOroBasi) arrectauus
1. I[Tporpamma 6a30B0¥i MOATOTOBKHU ITpon3BoacTBEHHON NMPAKTUKK/ MPESIAUITIOMHON MTPAKTHKH 0 72 0 72 0 72
1.1. BemyckHas kBanugukauonHas pabora DK3aMEHOB 0 1 1 1
TloaroroBka BEIMYCKHOM KBaTH()UKAIIMOHHOW PaOOTHI: 2 3
C 19.05.2026r. 10 15.06.2026r. (Bcero 4 nen.) JabepeHIMpOBAHHEIX 324€TOB 2 3 ’
o . . 2 1
3amura BBITYCKHOM KBaTH()UKAIIHOHHON paOOTHI: 3aucToB 1 1 0 0
C 16.06.2026r. o 30.06.2026r. (Bcero 2 Hex.)
YciaoBHbIe 0003HAYEHHS:
O -ok3amer  [I3 — nuddepeHunpoBannblii 3aueT 3 —3a4eT DM — 3K3aMEH M0 MPO(PECCHOHAIBHOMY MOJYIIIO
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CI' — conmaabHO-TYMaHUTaAPHBIN IIUKII
OIT — obmenpodecCUOHATBLHBINA ITUKIT
[IM — npoeccruoHanbHBINA UK

BKP - BoimyckHas kBanudukannoHHas paboTa
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5.2. Kanengapuplii yueOHBIN rpaduk

5.2.1. Ilo nporpaMmMe MOArOTOBKYU CHEHHATHUCTOB CPe/IHET 0 3BeHA
2023-2024 yueonsrtii roa (1 kypce)

Mec CEeHTSI0pb OKTSI0pb HOSI0Pb nexabpb SIHBaph (hespanb MapT anpesb
Ix 2 9 16 | 23 30 |7 14 |21 | 28 | 4 11 |18 | 25 | 2 9 16 23 |30 | 6 13 |20 | 27 |3 10 |17 | 24 |3 10 |17 | 24 |31 |7 14 |21 | 28
Bt 3 10 17 | 24 1|8 15 122 129 |5 12 |19 | 26 |3 10 | 17 24 |31 |7 14 |21 |28 |4 11 |18 | 25 | 4 11 |18 |25 |1 8 15 | 22 | 29
Cp 4 11 18 | 25 2 19 16 |23 |30 | 6 13 |20 |27 |4 11 | 18 25 |1 8 15 |22 |29 |5 12 |19 | 26 |5 12 |19 |26 | 2 9 16 | 23 | 30
Ur 5 12 19 | 26 3 |10 |17 |24 |31 |7 14 |21 |28 |5 12 | 19 26 | 2 9 16 |23 |30 |6 13 |20 | 27 | 6 13 |20 |27 |3 10 |17 |24 |1
Ir 6 13 20 | 27 4 |11 |18 |25 |1 8 15 |22 |29 |6 13 | 20 27 | 3 10 |17 |24 |31 |7 14 |21 | 28 |7 14 |21 |28 |4 11 |18 | 25 | 2
Co6 7 14 21 | 28 5 112 |19 | 26 | 2 9 16 | 23 |30 |7 14 | 21 28 | 4 11 |18 |25 |1 8 15 |22 |1 8 15 |22 |29 |5 12 |19 | 26 | 3
Bc 8 15 22 | 29 6 |13 [ 20 |27 |3 10 |17 |24 |1 8 15 | 22 29 | 5 12 |19 | 26 | 2 9 16 | 23 | 2 9 16 |23 |30 |6 13 120 |27 | 4

1 2 3 4 5 6 7 8 9 10 |11 |12 |13 |14 |15 |16 |17 |18 |19 |20 |21 |22 |23 |24 |25 |26 |27 |28 |29 |30 |31 |32 |33 |34 |35
Ia o o K K 0 0
Bt o 0 K K o 0
Cp o o K K o o
Ur o 0 K K o 0
I o o K K 0 0
Co o o K K o o
Be o 0 K K o 0
Mec Mait HIOHBb HIOJIb aBryCT
I 5 12 | 19 | 26 2 9 16 |23 |30 |7 14 |21 |28 | 4 11 | 18 | 25
Br 6 13 | 20 | 27 3 10 |17 |24 |1 8 15 |22 |29 |5 12 | 19 | 26
Cp 7 14 |21 | 28 4 11 |18 | 25 | 2 9 16 |23 |30 |6 13 | 20 | 27
Yr 8 15 |22 | 29 5 12 |19 | 26 |3 10 |17 |24 |31 |7 14 |21 | 28
It 9 16 | 23 | 30 6 13 |20 |27 | 4 11 |18 | 25 |1 8 15 | 22 | 29
Co 10 |17 | 24 | 31 7 14 |21 |28 |5 12 |19 | 26 |2 9 16 | 23 | 30
Bce 11 |18 | 25 |1 8 15 |22 |29 | 6 13 |20 | 27 |3 10 |17 | 24 | 31

36 | 37 |38 |39 40 | 41 |42 | 43 | 44 |45 | 46 | 47 |48 |49 | 50 |51 |52
In DA | VIT | VII | III 3ivi K K K K K K K K K
Bt NA | VI | vII | OII 11 K K K K K K K K K
Cp A VII | VII | I 111 K K K K K K K K K
Yr DA | VII | vII | IO 11 K K K K K K K K K
IIr OA | VIT | VIT | TII IIIT K K K K K K K K K
C6 DA | VII | VII | III 3ivi K K K K K K K K K
Be OA | VII | VI | HII n K K K K K K K K K

2024-2025 y4eonsrii roa (2 kypc)

| MecC | CEeHTI0pb OKTA0pH HOA0Pb | niexabpb ‘ SIHBaph | (despanb MapT anpenb
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|4

o] e e [ fr Je |

0 TeOopeTHYeCcKoe 00ydeHue

VII - yuebHas mpakTHKa
MPOU3BOACTBEHHAs MMPAKTUKA

[IIT - npenumiIoMHas MpakTUKA
[TA - npomexyTouHas aTTecTalus

I'- IMPOBEACHUEC ACMOHCTPAIMOHHOI'O 3K3aMC€HA, IMOAr0OTOBKA K 3aIIUTC TUITTIOMHOI'O IIPOCKTa (pa6OTBI)

K - xaHuKyI1b1

3 - 3amMTa TUIUIOMHOTO POeKTa (paboThl)

IIII -
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5.3. PaGouas nmporpamMMa BOCITUTAHUS

5.3.1. llenu u 3amayn BOCIUTAHUS 00yYarOUIMXCs MPU OCBOCHUH MMH 00pa30BaTelIbHOMN
MIPOrpaMMBbl:

Llens paboueill mporpaMMbl BOCIIUTAHUS — CO3/IaHUE OPIraHU3ALMOHHO-TIEIarOrMYeCKUX
yciaoBUM U1 (pOPMUPOBAHUS JIMYHOCTHBIX PE3YJAbTATOB OOYUAIOIIMXCS, MPOSBISAIOLIMXCS B
pa3BUTHM HUX TMO3UTUBHBIX YYBCTB M OTHOIICHHH K POCCUHCKHUM Tpa)KIaHCKUM (0a30BbIM,
oOLIeHallMOHAIBHBIM) HOPMaM M LEHHOCTSM, 3akperiéHHbIM B Koncturynuu Poccuiickoi
®denepanuu, ¢ y4eToM TPaIULUA U KyJIbTyphl cyobekTa Poccuiickoit denepaiuu, IeT0BBIX
KayecTB CHEIMAJNCTOB CPEIHEr0 3BEHA, ONpPEJENICHHBIX OTPAaciIeBBIMU TpPEOOBAaHUSIMHU
(KOprIOpaTUBHOM KYJIBTYPOH).

3amauu:

— (QopmHupoBaHUE E€IUHOTO BOCIMTATENBHOIO IPOCTPAHCTBA, CO3/AIOIIETO pPaBHBIE
YCIIOBUS JJISl Pa3BUTHUSL 00YJAIONIUXCS TPOPEeCcCCHOHATBHON 00pa30oBaTeIbHON OpraHu3allny;

— OpraHu3alus BCceX BUJIOB ACSTEIbHOCTH, BOBJIEKAIOIIEH 00yJaronxcs B 00IIECTBEHHO-
LIEHHOCTHBIE COLMAIN3UPYIOIINE OTHOIICHHUS,

— ¢opMupoBaHue y 00ydaromuxcs mpodeccuoHaaIbHON 00pa30BaTEeIbHON OpraHU3aIuu
OOLIMX IIEHHOCTEH, MOpPaJIbHBIX U HPAaBCTBEHHBIX OPHUEHTHUPOB, HEOOXOAUMBIX AJI1 YCTOWYMBOTO
pa3BUTHS FOCY1apCTBa;

— YCHUJICHME BOCIUTATEIBHOTO BO3ACUCTBMs Ojaroiaps HENPEphIBHOCTH Ipolecca
BOCIIMTaHUS.

5.3.2. PaGoyvas mporpamMma BOCIIUTaHUS TIPEICTABJICHA B MPUJIOKESHUH 3.

5.4. KanengapHbli TJIaH BOCIUTATEIBHOU PabOTHI
KanennapHslii 1i1aH BOCIUTATENBbHOM pabOThI MPEACTABIEH B IPUIIOKEHUH 3.

Paznen 6. YciaoBus peaanzanun o0pa3oBaTebHOI NPOrpaMMbl

6.1. MatepuaabHO-TeXHHYeCKOe o0ecniedeHHe 00pa3oBaTeIbHON NPOrpaMMBbl.

6.1.1. CneunanbHble TOMEUICHUS MPEICTABISAIOT COOOW y4eOHbIE ayIUTOPHH IS
MPOBEJCHNS 3aHATHH BCEX BHJIOB, MPEAYCMOTPEHHBIX 00pa30BaTEIbHOW MPOTPaMMOiA, B TOM
YHCIie TPYIIOBBIX U WHAWBUAYAIBHBIX KOHCYIBTALWH, TEKYIIEr0 KOHTPOJIS U MPOMEXYTOUHON
aTTECTaINH, a TAK)KEe IOMEIICHUS [Tl CAMOCTOSITETIbHOM M BOCITUTATENIBHOM PabOTHI, MaCTEPCKUE
u nabopaTopuu, OCHAIICHHBIE OOOpPYIOBAHWEM, TEXHHYECKUMH CpEJCTBAMHU OOYy4YCHUS U
MaTepHataMy, yIUTHIBAIOIINMH TPEOOBAHUS MEXTyHAPOJHBIX CTaH/IaPTOB.

IlepeyeHb ciennaJbHBIX MOMeIIEHUI

KaOunersi:

CONMAJIBHO-3KOHOMMNYCCKUX U YITPABJIICHYCCKHUX JUCHUIIIINH;
WHOCTPAHHOTO fA3bIKa B MPO(ECCUOHANBHOM 1eATeIbHOCTH;
PYCCKOTO s13bIKa B MTPO(heCCHOHALHOM IS TEIIBHOCTH,
paBoBOro obecredeHus npodeccuoHaNIbHON NeTeTbHOCTH;
JIOKYMEHTAITMOHHOTO 00eCIIeUCHHS YIIPABIICHUS;
apXUBOBE/ICHNUS,

poQeCCHOHANTBHOM STUKH U OCHOB JICJIOBOTO OOIICHHUS,
OpraHHU3aIH CEKPETaPCKOro 00CTyKUBAHUS;
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0€30I1aCHOCTH KU3HEAEATEIHLHOCTH;
METOIMYECKUH.

JlabopaTtopum:

KOMITBIOTEPHON 00pabOTKU JOKYMEHTOB;
I/IH(l)OpMaHI/IOHHI)IX 1 KOMMYHUKAIIUOHHBIX TeXHOJIOFI/Ifl;
apXUBHOTO JIeN1a;

opraHu3aiuu paboThl ¢ JOKYMEHTaMH;

CHCTEM DJICKTPOHHOTO JOKYMEHTO000POTa;

y4aeOHast KaHIIETISPHSL.

CnopTuBHBIN KOMILJIEKC.

3aabl:
— OubsmoTeKa, YNTAIbHBIN 31 C BBIXOJOM B MHTEPHET;
— aKTOBBIH 3al;

U Jp.

6.1.2. MaTepuallbHO-TEXHHUECKOE OCHAIICHHE KaOMHETOB, Jab0paTOpHii, MACTEPCKUX H
0a3 mpaktuku no cnenuaabHocTH 46.02.01 JlokyMeHTalMOHHOE OOeCreYeHUE YIPABICHUS U
apXUBOBECHHE.
I'BIIOY PA «AIIK um. X.AHJIpyxaeBay, peaiu3yronias nIporpaMmy Mo CHeuualbHOCTH
46.02.01 JlokyMEHTallMOHHOE OOECIEYeHHE YIPABICHUS M AapXUBOBEJIEHUE, pACIIOIaraeT
MaTepHaTbHO-TEXHUYECKOM 0a30i, oOecrnieunBaroiieii mpoBeieHnEe BCEX BUIOB TUCIUILUIMHAPHON
U MEXIUCUUIUIMHAPHONW MOJTOTOBKH, JIa0OPAaTOPHOM, MpakTHUYEeCKOH paboThl OOydaromuxcs,
MPEIyCMOTPEHHBIX YYeOHBIM IUTAHOM U COOTBETCTBYIOIIEH NEHCTBYIOIIMM CaHUTAPHBIM U
MIPOTUBONOXAPHBIM TpaBUIaM U HOpMaM B pa3pe3e BbIOpaHHBIX TpaceKTopui. MUHUMAaIbHO
HeoOxonumbrit ansa peanuzaruu OITOIT mepedenp mMaTepuanbHO-TEXHUYECKOTO O0OeCTeYeHHUs,

BKJIFOYACT B CCO:
6.1.2.1. OcHatenue KaOMHETOB
Kabunet «ConunaabHO-25KOHOMHUECKUX U YIPABICHUECKUX TUCIUILIAHY.
No ‘ HanmenoBanue 000pyaoBaHuUs ‘ TexHu4eckoe onucanue

| Cneuuanmnponaﬂﬂaﬂ Me0eJb U CHCTEMBI XpaHCHUA

OcHOBHOE 000py/10BaHME

1 | paGoyne CTOI M CTYI IO KOJTMYECTBY 00YUarOIIHXCS
2 | paboyee MECTO MpernoaBaTes
Il Texuuueckue cpeacTna

OcHOBHOe 000py10BaHUE

1 | nepcoHabHBIN KOMIBIOTEP
2 | mpuHTEp
3 | mpoekTop
4 | UHTepaKTUBHAS MMPHCTABKA K JOCKE WM MHTEPAKTUBHAS
JI0CKa
Kabuner «MHOCTpaHHOTO 53bIKa B MPO()ECCHOHAIBHON AEATEIbHOCTU
Ne | HanmenoBaHue 000pya0BaHus | Texumueckoe onmcanue

| Cneuuaju3upoBaHHasi MedeJib M CHCTeMbl XpaHEHUsI

OcHoBHOe 000OpyAOBaHHE

1

pabouue CTOJ U CTYJI M0 KOJIMYECTBY 00yUarOMIUXCS

2

pabouee MeCTO IperoaaBaTeIst

InT

CXHUIECKHUE CPEeaACTBA
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OcHOBHOE 000py/10BaHME

1 | nepcoHabHbII KOMIBIOTEP
2 | mpuHTEp
3 | mpoekTop
4 | UHTepaKTUBHAs MPUCTABKA K JOCKE WJIN UHTEPAKTUBHAsS
JI0CKa
Kabunet «Pycckoro s3pika B mpoecCHOHANIBHOMN eI TeTbHOCTH
Ne \ HanmeHoBaHue o00pyaoBaHus \ TexHnyeckoe onucanue

| CnennanusupoBanHasi MeGeJIb M CHCTEMbI XpaHEHUSA

OcHoOBHOe 000py/10BaHUE

1 | paGoumne CTOM U CTYIN O KOJMYECTBY O0yUYaIOIIUXCSI
2 | pabodee MecTO MpernoaBaTelis

Il Texnuueckue cpeacTna
OcHoBHOe 000py10BaHHE

1 | mepcoHanbHBIN KOMIBIOTED

2 | mpuHTEp

3 | mpoekTop

4 | UHTepaKTUBHAS MMPHUCTABKA K JOCKE WM MHTEPAKTHBHAS

J0CKa
Kab6uner «IIpaBoBoro obecneueHust npodecCuoHaNbHOM AEITEIBHOCTI.

Ne ‘ HaunmenoBanue o00pyaoBaHus TexHu4eckoe ONnucanue

| Cnenmaniu3upoBanHas Mme0eslb M CHCTeMbl XPAHEHHS

OcHoBHOe 000opyaOBaHHE

1 | paboyme CTOX U CTYJ MO KOJUYECTBY 00 YUaIOIIHXCS
2 | paboyee MECTO IpenoaaBaTes
Il Texuuueckue cpeacTna

OcHoOBHOe 000py/10BaHN e

1 | mepcoHaNbHBIN KOMIBIOTED
2 | mpuHTEp
3 | mpoexTop
4 | UHTepaKTUBHAs NMPUCTABKA K JOCKE WM MHTEPAKTUBHAS
JI0CKa
Kabunet «/l0KyMEHTAIIMOHHOTO 00ECTIeYEeHNUS YIIPABICHHS»
Ne | HanmenoBanne 000py10BaHUs | Texmuueckoe onmcanue

| CiennanusupoBanHasi MeGeJIb M CHCTEMbI XpPaHEHHUS

OcHOBHOe 000py10BaHUE

1 | paGoyrie CTOI M CTYI IO KOJTMYECTBY 00YyUarOIIMXCS
2 | pabouee MecTO mpernoaBaTess

3 | cucTeMbl XpaHEeHHUs Je)l B y4eOHON KaHIEISIPUr

Il Texunuyeckue cpeacTaa

OcHoBHOe 000opyaOBaHHE

NIEPCOHAIBHBINA KOMIIBIOTED

npunrep/MOY

ckanep/ MDY

KONMPOBAIBHBIN anmapat/MOVY

IPOEKTOP

OO WN|F-

WHTEPAKTHBHAsI TPUCTaBKa K JIOCKE WJIM HHTEPAKTUBHAS
IIOCKa

KabuneT « ApXxuBOBEACHUS».
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Ne \ HaumeHoBaHue 000pyaoBaHus \ TexHnyeckoe onucanue

| CnenmanusupoBanHas Mebeslb M CHCTEMbl XpPaHEeHHS

OcHoBHOe 000py/10BaHUE

1 | paGoynie CTOI M CTYI IO KOJTMYECTBY 00YyUarOIIMXCS

2 | paboyee MECTO MpernoraBaTelis

3 | apxuBHBIE MKa(bI

4 | oucHbIe cTemIaXU

Il Texunueckue cpeacTaa

OcHoBHOe 000opyaOBaHHE

IIEPCOHAIBHBINA KOMITBIOTED

npuatep/MOY

ckanep/ MDY

KOMUpOBaJbHBIN annapat/ MOV

IPOCKTOP

OO WN|F

HWHTCPAKTUBHAsA NPUCTaBKa K OOCKE HIIM HWHTCPAKTHBHAs
JOCKa

Kabuner «IIpodeccrnoHaibHOM 3TUKH U OCHOB JI€JIOBOTO OOILIEHUS».

Ne ‘ HaumenoBanue 060pyaoBanus ‘ TexHu4eckoe onucanue

| CHCIIHEU'IH?.HPOB&HH&H Me0eJb U CHCTEMBI XpaHCHUSA

OcHOBHOE 000py/10BaHME

1 | paGoyne CTOI M CTYJ IO KOJTMYECTBY 00yUarOIIMXCS

2 | paboyee MECTO MpernoraBaTelIs

Il Texnuueckue cpeacTna

OcHoBHOe 000pyAOBaHHE

1 HepCOHaHLHBIﬁ KOMITBIOTEP

IIPUHTED

2

3 | mpoekTop

4 HWHTCPAKTUBHAA ITPUCTABKA K JOCKC WJIM MHTCPAKTUBHAA
JI0CKa

Kabuner «Opranuszaiyy CeKpeTapcKoro 00CIyKUBaHUI.

Ne | HanmenoBaHue 000pya0BaHuUs | Texuuueckoe onmcanue

| Cneuuaju3upoBaHHas MedeJib M CHCTeMbl XpaHEHUsI

OcHoBHOe 000opyaOBaHHE

1 | paGoume CTOJ M CTYJ O KOJIMYECTBY 00YHAIOIINXCS

2 | pabouee MeCTO mperogaBaTes

3 | cucTeMbl XpaHEeHHs Jiell B y9eOHOH KaHIIeISIPUn

Il Texuuueckue cpeacTna

OcHoBHOE 000py/10BaHME

MEPCOHAIIbHBIA KOMIIBIOTED

npuHTep/ MDY

ckaHep/ MY

KOMMpPOBaJIbHbIN annapat/MPVY

IIPOEKTOP

OO IWN| -

I/IHTCpaKTI/IBHaH HpI/ICTaBKa K JOCKE HIIN I/IHTepaKTI/IBHaﬂ
IIOCKa

Kaouner «bezonacHocTu KHU3HCOACATCIIBHOCTH)).

Ne | HanmenoBaHue o00pyaoBaHust

TexHuuecKkoe oMmMucaHue

| Cnenuajiu3npoBaHHast MeGeJib M CHCTeMbl XpAHEHUsI

OcHoBHOe 000py10BaHHE
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paboune CTOI U CTYJI TTO KOJIMYECTBY 00YyUYarOIIMXCS

pa60qee MCCTO IIPEIOAaBaTEIIA

nportusoras ['TI-7

pecniuparop P-2

3alIATHBINA KOocTIOM JI-1

0OIIEBOMCKOBOM 3alLIMTHBIA KOCTIOM

00111€BOIICKOBOI MPHOOpP XUMUUECKOH pa3BeIKH

KOMIIac-a3uUMyT

OO INO OB WIN|F-

WHIAWKATOP PAaAUOaKTUBHOCTHU

[EN
o

WHAUBUAYaIbHbIN nepeBs3ounblii naketr UIIII-1

[EEY
[HEY

KI'yT KPOBOOCTAHABIMBAOIINN

[EEN
N

anTeyka nHauBHayasbHas 1. AU-2

[EEN
w

KOMIIJIICKT HpOTPIBOO)KOl"OBBIﬁ

[EEN
IS

WHAMBUIYAIbHBIN npoTuBoxuMuueckuii naketr UITIT-11

[EEN
(S

CyMKa CaHWTapHas JJIsl OKa3aHHUs TIEPBO TOMOIIN
noapazaenenusm cuit 'O (mpuka3 Ne 611 ot 08.02.2013)

[EEN
[op}

HOCHWJIKH IIJIaIlICBbIC

[EEN
\‘

TpPEeHAKEP-MaHEKEH B3POCIIOro OCTPaIaBLIETO
«Anexcanap-2-0.1» (romosa, Topc) (MU €r0 aHAaJOT) IS
OTpabOTKH MTPUEMOB CEPICUHO-TIEFOYHON peaHUMaInu (Co
CBETO3BYKOBBIM WHIMKATOPOM)

18

CTEH/I-yroJIOK MapkepHbIil «TexHnka 6e30nacHOCTH.
VYerpoiicTBo, cOopka u pazdbopka aBromata AK-74.
Hopmartusen»

19

creny «[Ipubopbl paqualiMOHHON 1 XUMHYECKOM
pa3BeIKI»

20

makeT aBromara KanamnaukoBa (cO0pHO-pa300pHBbIii)

21

y4eOHO-TPEHUPOBOUHBINA KOMITJIEKC OTHEBOI MOATOTOBKH
Crpeneu-1/AK (maccorabapurhsiii maket AK) mnu ero
aHaJyior

22

cteH «OpraHus3aloHHas CTpyKTypa BoopykEHHBIX cui
Poccuiickoit denepanum»

23

crenn «CpelicTBa MHAUBUAYAIBHOM U TPYIIIIOBOM
3aIATED)

24

creny «CpeicTBa 3alIUThl OPTaHOB JAbIXaHUS
(MHIMBHUYaTbHBIC CPENICTBA 3AIUTHI)»

25

CTEeH[ «YcTaBbl. 3aKOH BOEHHOH cy>kObl. BoeHHas
IIPUCSITa

26

MarHUTHO-MapKepHas J10ocka «MakeTbl yOoexuIl 1
NPOCTEUIINX YKPBITHI» C KOMILIEKTOM (ONuiil 1
TEMaTHYECKMX MarHuTOB

InT

CXHHUICCKHE CPEeACTBA

OcHOBHOe 000py10BaHUE

1 | mepcoHaNbHBI KOMIBIOTED

2 | mpuHTEp

3 | mpoekTop

4 | UHTEepaKTUBHAS IIPUCTABKA K IOCKE MM MHTEPAKTUBHAS

JockKa

Kabuuer «MeTtoaudecKuiny.
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Ng\

HanmenoBanue o6opynoBaHus

\ TexHnyeckoe onucanue

| CnenmanusupoBanHas Mebeslb M CHCTEMbl XpPaHEeHHS

OcHoBHOe 000py/10BaHUE

1

pa6oqee MCCTO 110 KOJIMYCCTBY MCTOANCTOB

2

CHUCTEMBI XpaHCHUA y‘Ie6HO-MeTOI[I/ILIeCKOI71 JOKYMECHTAIIUU

Il Texnuyeckue cpeacTna

OcHOBHOe 000py/10BaHUE

1 | npuatep/ MDY
2 | ckanep/ MOV
3 | konupoBanpHBIH anmapat/MOY
6.1.2.2. OcHallleHue NOMEIeHUH, 3a/1eICTBOBAHHBIX IPU OPTaHU3AIMHM CAMOCTOSTEIIbHOM
U BOCIIUTATEIBbHOM paboTBhI.
KaOuner «bubnnoreka, yntaibHbIN 3aJ1 C BBIXOJAOM B HHTEPHET»
No ‘ HaumenoBanue 060pyaoBanus ‘ TexHn4eckoe onucanue

| OcHoBHOe 000py10BaHueE

1 | paGouee mecTo OuOIMOTEKAPS
2 | cremnaxku OMOIMOTEYHBIE 1T XPaHCHHUSI
3 | cremnaxku OUOIMOTEUHBIE IEMOHCTPAIIMOHHBIE
4 | paboune CTOJIbI U CTYJIbs JIIs1 00Y4arOLIUXCs
Il Texunueckme cpeacTBa (npu Heobxooumocmu,)
OcHoBHOe 000pyAOBaHHE
1 | mepcoHanbpHBIN KOMIBIOTED (pabouee MecTo
oubmoTeKaps)
2 | mepCOHAIBHBIC KOMITBIOTEPHI JJIs1 00yJIarOIIUXCS
3 | npuntep/MOY
4 | ckanep/ MDY
5 | konupoBanbHbIHN anmapat/MOVY
6 | mpoekTop
7 | IHTEpaKTUBHAS NMPUCTABKA K JIOCKE WJIM WHTCPAKTUBHAS
JI0CKa
8 | IOCTyN K 3JIEKTPOHHBIM OMOIHOTEYHBIM CHCTEMaM
6.1.2.3. OcHatenue gabopaTopuit
Jlabopartopust «kKoMmbroTepHOI 00pabOTKH TOKYMEHTOB.
Ne | HanmeHoBaHue 000pyaoBaHus | Texmmueckoe onmcanue

| Ciennanu3upoBanHasi MeOeJIb M CHCTEMbI XPaHEHUS (1pu HeoOX00UMocmu)

OcHOBHOE 000py/10BaHME

1 | paboyne cTOJ U CTYJ O KOJMYECTBY 00YyUaOIUXCS
2 | paboyee MECTO MpernoIaBaTes

3 | MapkepHas ocKa

Il Texunuyeckue cpeacTBa (npu Heo6Xo0UMocmiu)

OcHoBHOe 000opyAOBaHHE

IIEPCOHAJIBHBINA KOMIIBIOTED

npunrep/MOY

ckanep/ MDY

KOMMPOBAIBHBIN anmapat/MOVY

POCKTOP

OO IWIN -

HHTCPAKTHUBHAA IIPpUCTAaBKa K JOCKC WJIKM MHTCPAKTUBHAsA
JOCKa

YHUYTOXKUTECIb 6yMaFI/I
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Ha6opaTopHﬁ «I/IH(bOpMaI_II/IOHHLIX 1 KOMMYHHUKAIIUOHHBIX TCXHOJIOT Hity.

Ne |

HaunmenoBanue o00pyaoBaHust

‘ TeXHUYECKOE ONIUCAHUE

| CnenuajausnpoBanHas Me0Gesib M CUCTEeMbI XPaHEHUS (1pu HeoOX00UMOCmu)

OcHoBHOe 000pyAOBaHHE

1

pabourie CTOJI U CTYJI 10 KOJIUYIECTBY 00YUarOLIUXCSI
OCHAILIEHHBIE KOMIIBIOTEPHBIMU CTOJIAMH U IIOJIbEMHO-
OBOPOTHBIMM KpecaaMu

2

pabouee MeCcTO NperogaBaTes

T

eXHUYeCKHe CPeACTBa (npu HeobXooumMocmu)

OcHOBHOE 000py/10BaHME

1

NepCOHAJIBbHBIN KOMIBIOTEP HA KaX10e pabouee MecTo:
C YCTaHOBJIEHHBIM IPOTPAMMHBIM 00€CTIEYCHUEM:
OllepallMOHHAsA CUCTEMA, AaHTUBUPYCHAS Mporpamma,
TEKCTOBBIN, TaOnuHbIi penakrop, CYB/I, nporpamma ams
co3aHus npeseHTaunii, [lepconanbHbIi
UH(POPMALMOHHBIA MEHEIKep ¢ (PYHKIUAMU TOYTOBOTO
kiaueHTa u Groupware, apXuBaTOpbl, IPOTPaMMBI
CKaHUPOBAHMUs, KOHBEPTUPOBAHUS (PAiiIIoB,

C JIOCTYTIOM B I'JI0O0AJIbHYIO C€Th MHTEPHET, B JIOKAJIbHYIO
ceTh Y4eOHOTr0 3aBEJICHUS, B CIIPABOYHO-TIPABOBYIO
CUCTEMY U 3JIEKTPOHHO-OUOINOTEUHYIO CUCTEMY

npuHTep/ MDY

ckanep/MOY

KOMMPOBaJIbHBIN annapat/MPVY

IPOEKTOP

OB WIN

MHTEpaKTUBHAS PUCTABKA K JIOCKE WJIM UHTEPAKTUBHAS
JocKa

JlaGopaTopust «KApXHUBHOTO JeNIay.

Ne |

HanmenoBaHue o00pyaoBaHus

‘ TexHuueckoe omMucaHue

| Cnenuanu3upoBanHasi MedeIb M CHCTEMbI XPaHEHUS (11puU HeoOX0ouMocmu)

OcHoBHOe 000opyaOBaHHE

pabouue CTOJ U CTYJI M0 KOJIMUYECTBY 00yUaIOMIUXCSI

pabouee MeCcTO pernoaBaTest

apXUBHBIE HIKa(bI

0(HUCHBIC CTEIIAXKHI

MapKepHasl JoCKa

YHUYTOXUTENH TOKYMEHTOB (1Ipesep),

N[OOI WN -

MHCTPYMEHTBI U MaTe€pHaJIbl JJIs IPOIIMBKHU TOKYMEHTOB
(MexaHHWYECKHUE U pyUYHbIE):

oo

IIPOIIMBHOE YCTPOMCTBO

JABIPOKOJIBI Ha JIBa X YETHIPEC IMMPOKOJIa

10

HIMJIO 110 KOJIMYECTBY 00 yUaIOIIUXCSI

11

UTrJa 0 KOJIMYECTBY 00Y4arOIIUXCS

12

KapTOH «apXWBHBIN cTaHmapT» 230x320 MM ¢ OUTOBKOM
(o muHMM crrba) Mo KOJIMYECTBY 00 yUaIOIIUXCSI

13

HUTB JJIsI TIOJIIUBKH IOKYMEHTOB JIABCAHO-IIITAIIETbHBIE
JIII-210 mo KoIM4YeCTBY 00 yJarOIIMXCS
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14

TE€YaTh U MITAMIIBI JIJI1 3aBEPEHUS APXUBHBIX CIIPABOK,
KOIUH ¥ BBIMTUCOK (OTMETKA O 3aBEPEHUU KOITHH
JTOKYMEHTOB, mtamil «Komusy);

Il Texnuyeckue cpeacTBa (npu He0OX0OUMOCMIU)

OcHoOBHOe 000py/10BaHN e

1

NepCOHAJIBHBIN KOMIBIOTEP HA KaX10e pabouee MECTO ¢
YCTaHOBJIEHHBIM MPOTPaMMHBIM 00€CTIEUEHUEM:
OlepalMOHHAs CUCTeMa, aHTUBUPYCHAsI Tporpamma,
TEKCTOBBIN, CUCTEMA 3JIEKTPOHHOTO JOKYMEHTO000pOTa,
IPOTrPaMMHBIN IPOAYKT, peaTu3yomuil (pyHKIMN apXuBa
OpraHu3aluy;

C JIOCTYTIOM B IJI00AJbHYIO CETh HHTEPHET, B JOKAJIbHYIO
ceTh Y4eOHOTr0 3aBEJICHHs, B CIIPAaBOYHO-TIPABOBYIO
CHCTEMY U 3JIeKTPOHHO-OMOJIMOTEUHYIO CUCTEMY

npunTep/MOY

ckanep/MDY

KOMMPOBaJIbHBIN annapat/MdVY

IPOEKTOP

OO~ WIN

HWHTCPAKTUBHAA IMPUCTABKa K JOCKC UJIM MHTCPAKTUBHAA
JOCKa

Jlaboparopust «Opranu3zanuu paboThl C TOKYMEHTAMM.

No

HaunmenoBanue o00pyaoBaHust

‘ TexXHUYECKOE ONIUCAHUE

| CnenuajausnpoBanHas Mebesib M CHCTeMbI XPaHEHUS (1pu HeoOX00UMOCmi)

OcHoBHOe 000pyAOBaHHe

1

paboune Mecta 00yJaroIIIXCsl

pabouee MecTO MpenoaaBaTeIsl

0(UCHBIC CTEITIAXKHI

AlWiN

MOIbEMHO-TIOBOPOTHOE KPECJIO MO KOJIUYECTBY
00ydarmuxcs

OyMaroyHHUYTOXKHUTEIb

OyMaropesareinbHOe YCTPOHCTBO

JaMUHATOP

OpornropaTop

OO0V Ol

KOHBEPTOBCKPBIBATEIh

KaHIEJIIPCKHUE MeYaTH (OTTUCK TIeYaTH) M IITaMITbI JJIsI
00paboTKH JOKYMEHTOB (OTMETKA O MOCTYIIJICHUH,
OTMETKa O KOHTPOJIC)

11

MaJlasi KaHIEJSIpUs [0 KOJIMYECTBY 00 yUaroIIUXCs B
COOTBETCTBUH C HHPPACTPYKTYPHBIM JIUCTOM

T

eXHUYeCKHUe CPeACTBA (npu HeoOX0O0uMocmu)

OcHOBHOE 000py/10BaHME

1

NEPCOHAIbHBII KOMITBIOTEP Ha Kaxa0e pabouee MecTo:
C JIOCTYIIOM K JIOKQJTbHOW CETH Yy4eOHOTO 3aBEICHUSI,
r100aJbHOM CEeTH UHTEPHET, CIIPABOYHO-TIPABOBOM
CUCTEME, JIICKTPOHHBIM OMOITMOTEYHBIM CHCTEMAaM;
porpaMMHOE oOecreueHue: TeKCTOBBIN, TaOINYHbBIN
penaktop, nmporpamMmma cosianus npesentamnuii, CYB/I,
NEePCOHATBHBIN HHPOPMAIIMOHHBIM MEHEDKEP C
¢GyHKIMSAME TOYTOBOTO KiMeHTa u Groupware, cuctema

QJICKTPOHHOI'O ,Z[OKYMCHTOO60pOTa, apxXuBaTop,
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IPOrpaMMbl CKAHUPOBAHUS M KOHBEPTUPOBAHUS
JIOKYMEHTOB, IIPOTPAMMBI JIJIsl TOJITOTOBKU JOKYMEHTOB K
repesaye B apXuBs.

npuHTep/ MDY

ckanep/ MDY

KOMMPOBaJIbHbIN annapar/MOVY

bW

MHOT0()yHKIIMOHAJIbHOE YCTpoiicTBO MDY (npunTep,
CKaHep, KOIUp, CPE/ICTBA CBA3H)

[ep}

IPOCKTOP

7 HWHTCPAKTUBHA IMPUCTABKA K JOCKE WJIN MHTCPAKTUBHAA
JOCKa

Jlaboparopust «Cuctem 3J€KTPOHHOTO TOKYMEHTO000pOTa.

Ne ‘ HanmenoBanue 000pynoBaHus ‘ TexHu4eckoe ONUCaHue

| CneunanusupoBanHasi MeGeJIb M CUCTEMbI XPaHEHUS (npu HeoOXo00uMocmu)

OcHOBHOE 000py/10BaHHE

1 | paGoune MecTa 00yJarOMUXCs

2 | paboyee MECTO MpernoiaBaTelis

3 | IOABEMHO-TIOBOPOTHOE KPECIIO MO KOJTHUYECTBY
00 yJaromuXxcst

6YM21FOYHI/I‘-ITO)KI/ITCJH)

OymaropesarelibHOe YCTPOHCTBO

JaMUHATOP

OpornropaTop

KOHBCPTOBCKPBIBATCIIb

[(olNecRiN]KopiNda RIN-N

KaHIIEJSIPCKUE NeyaTh (OTTUCK MeYaTH) U IITAMITBI JJIs
00paboOTKH JOKYMEHTOB (OTMETKA O MOCTYIJICHHUH,
OTMETKa 0 KOHTPOJIE)

10 | manas xaHUEISPUS MO KOJIUYECTBY 00yUaromuxcs B
COOTBETCTBUM C HHOPACTPYKTYPHBIM JTUCTOM

Il Texuuueckue cpeacTBa (npu He0OX0OUMOCMU)

OcHOBHOE 000py/10BaHME

1 | mepcoHanbHBIA KOMIBIOTEP HA KaX10€ pabouee MecTo:
C IOCTYTIOM K JIOKQJIbHOM CeTH y4eOHOTO 3aBEICHHS,
r7100alIbHOM ceTH MHTEPHET, CIIPaAaBOYHO-TIPABOBOM
CUCTEME, DJICKTPOHHBIM OMOTMOTEYHBIM CHCTEMAaM;
IporpaMMHOE oOecreueHe: TEeKCTOBBIM, TaOINYHbBIT
penakTop, nmporpamMmma cosnanus npeseHranuii, CYB/],
NEePCOHANbHBIN HHPOPMAIIMOHHBII MEHEKEP C
¢GyHKIMSAME TOYTOBOTO KineHTa u Groupware, cuctema
3JIEKTPOHHOI'0 JOKYMEHTO000pOTa, apXUBaTOP,
mporpaMmbl CKaHUPOBAHUA 1 KOHBECPTUPOBAHUA
JIOKYMEHTOB, ITPOrPaMMBI JIJIs1 HOJATOTOBKU JOKYMEHTOB K
nepeaayde B apxuB

npunrep/MOY

ckanep/ MDY

KONUPOBaIbHBIN armapat/ MDY

bW

MHOTO()YHKIIMOHAJIEHOE ycTpoiicTBO MDY (mpuHTeEp,
CKaHep, KOIHUP, CPEJICTBA CBSI3HU)

6 | mpoekTop




7 | UHTepaKTUBHAs MIPUCTaBKa K JIOCKE WJIM WHTEPAaKTUBHAS
JI0CKa

Jlaboparopust «YueOHasi KaHICISIPHUS.

Ne ‘ HanmenoBanue o00pyaoBaHus ‘ TexHu4eckoe ONUCaHue
| Cnenuanu3upoBanHasi MedeIb M CHCTEMbI XPaHEHHS (11pu HeoOX00uMocmii)
OcHoBHOe 000pyAOBaHHe

1 | paGoumne MecTa 0Oy4YarOMIUXCS

2 | pabouee MecTO MperoaBaTes

3 | IOABEMHO-TIOBOPOTHOE KPECIIO MO KOJIUYECTBY
00y4Jaromuxcst
OyMaroyHHUYTOXKHUTEIb
Oymarope3areabHOE YCTPOUCTBO
JaMHHATOP
OpornropaTop
KOHBEPTOBCKPBIBATEIb
KaHLESIpCKUe nmeyaT (OTTUCK MeYaTH) U IITaMIIbI JUIs
00pabOTKH JOKYMEHTOB (OTMETKA O TOCTYIUICHUH,
OTMETKA 0 KOHTPOJIE)
10 | manast KaHUEIAPHS IO KOJWYECTBY 00yUaIOIINUXCS B
COOTBETCTBUH C HHPPACTPYKTYPHBIM JIUCTOM

Il Texuuueckue cpeacTBa (npu He0OX0OUMOCMU)
OcHoBHOe 000py/10BaHHE

1 | nmepcoHaIbHBIN KOMIBIOTEP Ha KaXKI0€ pabodee MecTo:
C JIOCTYIIOM K JIOKQJIbHOM CeTH y4eOHOTO 3aBEICHHA,
rJ100aJIbHOM CeTH MHTEPHET, CIIPAaBOYHO-TIPABOBOM
cUCTEME, 3JIEKTPOHHBIM OUOIMOTEYHBIM CUCTEMAM;
porpaMMHOE oOecrieueHe: TeKCTOBBIN, TaOINYHbIN
penakrop, nporpamMmma coszianus npesenranuii, CYB/],
NepCOHANbHBIN HHPOPMAIIMOHHBII MEHEKEP C
¢yHKIMAME TOYTOBOTO KineHTa u Groupware, cuctema
3IEKTPOHHOTO JOKYMEHTO000pOTa, apX1UBaTOP,
POTpaMMbl CKAHUPOBAHUS U KOHBEPTUPOBAHHUS
JIOKYMEHTOB, IIPOTrPAMMBI J1JIsl OJITOTOBKU JOKYMEHTOB K
nepeaaye B apxXuB
npuaTep/MOY
ckanep/ MDY
KONMpoBaibHbIN annapat/MOVY
MHOTO() YHKIIMOHAIIbEHOE yCTpoicTBO MDY (mpunTED,
CKaHep, KOMUp, CPEACTBA CBSI3N)
(akCUMHIIBHBIN anmapat
MuHH-ATC
POEKTOP
MHTEPaKTUBHAS MIPUCTABKA K JOCKE UM UHTEPAKTHUBHAS
JI0CKa

6.1.2.4. OcHamenue 6a3 npakTHK

Peanuzanust oOpa3zoBaTeNnbHOM MporpamMmbl MpeAnoiaracT o00sS3aTelbHYI0 Y4eOHYIO U
MIPOU3BOJICTBEHHYIO MPAKTHKY.

VY4yeOHasi MpakTUKa peaju3yercs B MacTEepCKUX MpodecCHOHAIbHOW 00pa3oBaTeNbHOMN

OpraHu3anui U TpeOyeT Halu4usg O0OPYHAOBaHUS, MHCTPYMEHTOB, PACXOIHBIX MAaTEpHajOB,
o0ecreynBaroiX BBIOJIHEHWE BCEX BUAOB PalOT, OMPENENEHHBIX COAEpPKAHHEM MpOorpaMm
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npoeCCHOHANBHBIX ~ MOJYJeH, OTBEYalolero MOTPeOHOCTAM OTpaciu U TpeOOBaHUAM
paboToaarenei.

[Ipou3BOACTBEHHAsT TpaKTHKa peaqu3yercs B OpraHu3alusax Jro0oro mpoduis,
obecrieunBarOMUX  JACATEILHOCTh  OOydarommuxcsi B NpodeccHoHaIbHOW  oOJacTu
aJIMUHUCTPATUBHO-YIPABIEHYECKON 1 OPUCHOMN NeATENEHOCTH.

OOopynoBaHne TPEANPUATHA W TEXHOJIOTMYECKOE OCHAIIeHHWe paboumx MecT
MIPOU3BOJICTBEHHOM MPAKTHUKU COOTBETCTBYET CO/AECPIKAHUIO MPO(PECCUOHATBHOM IEATETLHOCTH U
JlaeT BO3MOXKHOCTh OOY4YaromIeMycCsi OBJIQJIETh MPO(HECCHOHAIBHBIMUA KOMIETCHITUSIMH 110 BCEM
BUZAM JEATEIbHOCTH, TMPEIyCMOTPEHHBIMH IPOrpaMMOM, C HCIIOJIb30BAaHHEM COBPEMEHHBIX
TEXHOJIOTH, MaTepHAIIOB U 00OPYIOBAHHUS.

6.1.3. JlomyckaeTcs 3aMeHa 000pY/I0BaHHs €r0 BUPTYaIbHBIMU aHAJIOTAMHU.

6.2. YueOHO-MeTOIMYECKOEe o0ecneyeHne 00pa30BaTe/bHOI MPOorpaMMbl

6.2.1. bubmmoreunsrii ¢oung I'BIIOY PA «um. X.AnapyxaeBa» YKOMIUICKTOBaH
MEYATHBIMU W3JIaHUSAMU U (W) 3JIEKTPOHHBIMHU U3IaHUSMU MO KaXKIO0W AUCHUIUIMHE (MOAYIIIO)
u3 pacuera He MeHee (0,25 sK3eMIuIsIpa KaXI0T0 U3 U3JaHHi, yKa3aHHBIX B pabouux MporpamMmax
JTUCHUTUIAH (MOJTyJIei) B KayecTBE OCHOBHOM JINTEPATYpPHI, HA OJHOTO O0YYarOIIErocs U3 YHCIIa
JIUII, OTHOBPEMEHHO OCBAMBAIOIIMX COOTBETCTBYIOLIYIO TUCHUIUIMHY (MOAYIb).

B ciiydae nanmuus 351eKTpOHHOM HH()OPMAIIMOHHO-00pa30BaTEIBHOM CPEIbl TOIYCKACTCS
3aMeHa MeyaTHOro OuOIMOTeYHOTO (POHIA MpeOCTaBICHUEM ITPaBa OJTHOBPEMEHHOTO JOCTYIIA He
MeHee 25 TpOoIeHTOB 00yJarommxcs K Mu(poBoii (JIIEKTPOHHOMH ) OUOIHOTEKE.

Obyuaromuecs oOecriedeHbl MOCTYNOM (YIaJeHHBIM JOCTYyN), B TOM YHCJE B Ciydae
MPUMEHEHHS JJIEKTPOHHOTO OOYYeHHs, TUCTAHIIMOHHBIX O0O0pa30BaTENBbHBIX TEXHOJOTHH, K
COBpPEMEHHBIM PO eCCHOHATHFHBIM 0a3aM TaHHBIX U MH()OPMAIIMOHHBIM CIIPABOYHBIM CHCTEMAM,
COCTaB KOTOPBIX OIpeAessieTcss B pabouux mnporpamMmax IUCUUIUIMH (MOAYNEHW) U MOIJIEKUT
OOHOBJICHHIO (TTPH HEOOXOAUMOCTH).

OOpa3oBarenbHas porpaMMa 00eCIeYrBaeTCsl YUeOHO-METOINIECKON JTOKyMEHTaIHen
0 BCeM Y4e€OHBIM JUCIUILINHAM (MOIYIISIM).

6.2.2. OGyyarouiyecs: HHBAJIUABI U JIMLA C OTPAaHUYEHHBIMU BO3MOKHOCTSMHM 3[10POBbS
o0ecredyeHbl MeYaTHBIMU U (WUJIH ) 2JIEKTPOHHBIMH YUeOHBIMU U3JaHUSIMU, A TUPOBAHHBIMU MTPU
HEOOXOIUMOCTH JIJIsi 00YUSHHS YKa3aHHBIX 00YJarOIIUXCsl.

6.2.3. IlepeueHb HEOOXOAMMOTO  KOMIUIEKTAa JIMLIIEH3MOHHOTO U  CBOOOJHO
pacmpoCcTpaHsIeMOro IPOrPaMMHOTO 00ECTIeUeHHSI, B TOM YHCJIe OTEYECTBEHHOTO TIPOU3BOCTBA.

-N}-’ HaunMmeHoBaHHE JUIEH3HOHHOIO Ko u nanmMeHoBanue | KOJIHYECTBO
T CcBO0OOIHO PACIPOCTPAHSIEMOr0 | y4eOHOH TUCHUILIHHBI
NMPOrpaMMHOI0 o0ecredeHusi, B TOM YHCJIe (Mmoxy.Js)
0Te4eCTBEHHOI0 MPOU3BOACTBA
1 Moit Ocduc Obpa3oBaHre WK €TO aHAIOT I[IM.01 Opranunzanus
AOKYMCHTAIlUOHHOT'O

obecrieveHus! ynpaBJieHHs
1 (PYHKIIMOHUPOBAHHS
OpraHM3alny,

OI1.05 NuadopmarmoHHbIe

1 KOMMYHUKAITMOHHBIC
TEXHOJOINH1

2 Moit Oduc. IlouTa mim ero aHajior I[IM.01 Opranuzanus
JIOKYMEHTAIIHOHHOTO
obecrnieueHus yrpaBiIeHUs
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1 QYHKITMOHUPOBAHUS
OpraHu3aluy,

OI1.05 Nadopmanuronnsie
¥ KOMMYHHUKAIIMOHHBIE
TEXHOJIOTHH

Buneopenakrop Movavi wim ero ananor

I[IM.01 Opranunzanus
JOKYMEHTALOHHOT'O
o0ecrieveHus! yrpaBJIeHHs
1 GYHKIIMOHUPOBAHHS
OpraHu3allly,

OI1.05 UuadopmartmoHHbie

1 KOMMYHHUKAITMOHHBIC
TEXHOJOINH1

ABBYY FineReader 14
Business vy ero ananor

IIM.01 Opranuzanus
JIOKYMEHTAIIHOHHOTO
obecrnieueHus yrpaBiIeHUs
1 GYHKIIMOHUPOBAHHSA
OpraHM3aIuny,

[IM.02 Opranunzanus
APXHMBHOM U CIIPaBOYHO-
MH(POPMAaOHHOH
paboTHI IO JOKYMEHTaM
OpraHu3aluy,

OI1.07 KommbroTepHas
00paboTKa TOKYMEHTOB,
OI1.05 Nudopmanronnsie
¥ KOMMYHHUKAIIMOHHBIE
TEXHOJIOTHU

1C: Ilpeanpusitue 8.
Kondurypamus
«JloxymenToo6opot I[TPOD» unm ero ananor

I[IM.01 Opranunzanus
JOKYMEHTAIIMOHHOT'O
obecrieveHus! yrpaBJIeHHs
1 GYHKIIMOHUPOBAHHS
OpraHu3allly,

IIM.02 Opranuzarus
apXMBHOH U CLIPaBOYHO-
WHPOPMAIMOHHON
paboTHI 10 JOKYMEHTaM
OpraHM3aInH,

OI1.05 Nadopmanuonnsie
Y KOMMYHHUKaIMOHHBIC
TEXHOJIOTHU

Effector saver winu ero asaior

IIM.01 Opranusanus
JIOKYMEHTAIlHOHHOTO
obecrnieueHus! yrpaBieHus
1 GYHKIIMOHUPOBAHHS
OpraHu3alny,

TIM.02 Opranuzarus
apXUBHOM U CIIPaBOYHO-
nH(OPMAITHOHHOH
paboTHI IO

JIOKyMEHTaM
OpraHH3aIuny,

OI1.07 KommnetoTepHas
00paboTKa TOKYMEHTOB,

43



OI1.05

HNudopmarimoHHb
€ ¥ KOMMYHHKAaI[HOHHBIC
TEXHOJIOTHU

Microsoft Office
Professional Plus 2013
HJIN €0 aHaJIoT

I[IM.01 Opranuzanus
JIOKYMEHTAIIHOHHOTO
obecrnieueHus yrpaBlIeHUs
1 GYHKIIMOHUPOBAHHSA
OpraHM3aIuny,

OI1.07 KommneroTepHas
00paboTKa TOKYMEHTOB,
OI1.05 UuadopmartnoHHbie

1 KOMMYHHUKAITMOHHBIC
TEXHOJOINH1

Microsoft Office Standard 2013 wnu ero a"anor

I[IM.01 Opranuzanus
JIOKYMEHTAIIHOHHOTO
obecrnieueHus yrpaBiIeHUs
1 GYHKIIMOHUPOBAHHS
OpraHM3aIuny,

OI1.07 KommnetoTepHas
00paboTKa TOKYMEHTOB,
OI1.05 NuadopmartmoHHbie
1 KOMMYHHUKAI[IOHHBIC
TEXHOJIOTHH

Windows 7 Professional,
8 Professional, 8.1,
8.1 Professional, 10 Pro wiu ero ananor

IIM.01 Opranuzanus
JOKYMEHTAlOHHOT'O
oOecrieueHus! ynpaBJieHHs
1 GYHKIIMOHUPOBAHHS
OpraHM3aIuny,

OI1.07 KommbroTepHas
00paboTKa TOKYMEHTOB,
OI1.05 UuadopmarmoHHbIe

U KOMMYHUKAITUOHHBIC
TCXHOJOINK1

10

Kaspersky Endpoint
Security mis 6usHeca PaciuvpeHHbli nim ero
aHaJIor

IIM.01 Opranuzanus
JIOKYMEHTAIIHOHHOTO
obecrnieueHus yrpaBieHUS
1 GYHKIIMOHUPOBAHHS
OpraHM3aIuy,

OI1.07 KommnbtoTepHas
00paboTKa TOKYMEHTOB,
OI1.05 UuadopmartnoHHbie

1 KOMMYHUKAITMOHHBIC
TEXHOJOI'nn

11

20C CHO/JI [emo uimy ero aHajior

IIM.01 Opranuzanus
JIOKYMEHTAIIHOHHOTO
obecrnieueHus yrpaBieHUS
1 GYHKIIMOHUPOBAHHS
OpraHM3aIuy,

OI1.05 UadopmanroHHsie
1 KOMMYHHUKAI[HOHHBIC
TEXHOJIOTHH

12

CIIC Koncynbrant Ilmoc unu ee ananor

I[IM. 01 Opranuzanus
JIOKYMEHTAIIHOHHOTO
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obecrieueHus yIpaBIeHUS
1 QYHKITMOHUPOBAHUS
OpraHu3aIlny,

[IM.02 Opranuzanus
ApPXWUBHOMW U CIIPaBOYHO-
WHPOPMAITHOHHON
paboTHI IO JOKYMEHTaM
OpraHM3aIuy,

OI1.07 KommnbroTepHas
00paboTKa TOKYMEHTOB,
OI1.04 IIpaBoBBEIC OCHOBBI
npodeccruoHaIbHOM
JeSITEIbHOCTH,

OI1.05 Nadopmanuonnsie
Y KOMMYHHUKAIIMOHHBIE
TEXHOJIOTHH

6.3. [IpakTyeckas NOArOTOBKA 00y4aKOLIUXCH

6.3.1. IIpakTrueckas MoAroToBKa MpH peann3annuu 00pa3oBaTeNIbHBIX IPOrPAMM CPETHETO
npo¢ecCHOHAILHOIO 00pa30BaHMs HalpaBleHAa Ha COBEPIIEHCTBOBAHHE MOJIENU IMPAKTHKO-
OPUEHTUPOBAaHHOTO  OOy4YeHMs, yCHJIEHME poiau  paboTojareied IMpu  MOATOTOBKE
KBaJIM(UIIMPOBAHHBIX pabOUuX, CIYKal[UX, CIEIUATUCTOB CPEJHET0 3BE€HA TyTEM pacIIMpPEHUs
KOMIIOHEHTOB (4yacTei) 00pa3oBaTENIbHBIX MPOrpaMM, MPeaycMaTPHUBAIOIIUX MOACIUPOBAHUE
YCIIOBUH, HEMOCPECTBEHHO CBA3aHHBIX C Oyaymeil mpodeccHoHaNbHON eI TETbHOCTHIO, a TAKKE
o0ecrieueHHs YCIOBUH 15 MOTydeHHs 00y4YaroUMUCS MIPAKTUYECKMX HAaBBIKOB M KOMIIETEHIHH,
COOTBETCTBYIOLIMX TpeOOBaHMUAM, MpPEIbABIAEMbIM padoTOdATEsIMM K  KBaIU(UKALUAM
CHEIHAJINCTOB, pabOYHX.

6.3.2. T'BIIOY PA «AIIK wum. X.AHJpyxaeBa» CaMOCTOSITEIBHO IPOEKTUPYET
peanu3anuio  00pa30BaTEeNIbHOM MpOrpaMMbl M €€ OTHENbHBIX dYacTed (AMCIUIUIUHBI,
MEXIUCIMIIMHAPHBIE KYPChI, MPO(eCCHOHAIbHBIE MOYJIH, IPAKTUKA U JPYTrUe KOMIIOHEHTHI) B
(dhopme npakTrueckoii moarotoBku ¢ yaeroM tpedoBanuii I'OC CIIO u criennduku momydaeMoin
CHEIHAJIbHOCTH.

6.3.3. O0Opa3oBaTenbHas JESITENbHOCTD B (POpME MPaKTUUECKON TOATOTOBKHU:

— peanu3yeTcs IPU MPOBEICHUH PAKTUIECKUX U Ja0OpaTOPHBIX 3aHSATHMH, BBITIOITHEHUH
KypCOBOT'O IPOEKTUPOBAHUS, BCEX BUOB NMPAKTHKH U MHBIX BUAOB y4eOHOU eI TETbHOCTH;

— IpeaycMaTpuBaeT  JEMOHCTpAIMIO  TNPAKTHYECKUX  HABBIKOB,  BBIIOJHEHHE,
MOJICJIMPOBAaHUE OOYYAIOUIMMHCSA ONPEAETICHHBIX BUAOB PadOT I pelIeHHs] NMPaKTHYECKUX
3aJa4, CBA3aHHBIX ¢ Oyaymiel npodhecCHOHATIbHON NesTeIbHOCTBIO B YCIOBUSX, PUOINKEHHBIX
K peaJIbHbIM NIPOU3BO/ICTBEHHBIM;

— MOJKET BKJIIOYaThb B ce0sl OTJENbHBIE JIEKIUH, CEMUHApbl, MacTep-KJIacchl, KOTOpbIE
MpelycMaTpuBaloOT Mepefadyy oOydaromumcs ydyeOHOW HHQoOpManuu, HEOOXOAUMOW s
MOCTIEIYIOIIETO BHIMOIHEHUS padoT, CBA3aHHBIX ¢ OyayIiel npodeccnoHanbHOM AeITEIbHOCTHIO.

6.3.4. Ob6pazoBaTenbHast OEATEIBHOCTh B (hOpME MPAKTHUECKOW MOATOTOBKH MOXKET
OBbITh OpraHMU30BaHa Ha JIIOOOM Kypce 00ydeHus, OXBaThIBasl AUCLUILINHBI, TPOPECCHOHAIbHbIE
MOJlyJdH, BCE€ BHJBl MPAKTHKH, NPEAYCMOTPEHHbIE Y4E€OHBIM IUIAHOM 0Opa30BaTENIbHON
IPOTpaMMBbl.
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6.3.5. Ilpaktuyeckas TOATOTOBKA  OpraHu3zyercs B  Y4eOHBIX, y4eOHO-
MIPOM3BOJICTBEHHBIX JIa0OpATOPUSAX, MACTEPCKUX, YUE€OHO-ONBITHBIX XO3AMUCTBAX, Y4EOHBIX
MOJIUTOHAX, YUEOHBIX 0a3aX MPAKTUKU U MHBIX CTPYKTYPHBIX MOAPA3IEIeHUsIX 00pa30BaTeIbHON
OpraHM3aIii, a TaKkKe B CHEIUAIBHO OOOPYJAOBAaHHBIX IMOMENICHUAX (pabodux MecTax)
MpoUIBHBIX OpraHU3aIil HA OCHOBAHUHU JOTOBOPA O MPAKTUYECKON MOATOTOBKE 00yYaIOITNXCS,
3aKJII0YaeMOro MeXJIy o0pa3oBaTenbHONM oOpraHuzanueil U NpopUIBHON OpraHusaluei,
OCYIIECTBISIOMIEH  JIEATEIbHOCTh 10  MPOQUII0  COOTBETCTBYIOIIEH  00pa3oBaTeIbHON
IIPOrpaMMBL.

6.3.6. Pe3ynpTaThl OCBOEHUSI 00pa30BATENBHON MPOrPaMMBI (€€ OTAENBHBIX YacTei)
MOTYT OBITH OIICHEHBI B paMKaX MPOMEXKYTOYHOM M TOCYIapCTBEHHOW UTOTOBOW aTTECTAIIMU,
OpraHU30BaHHBIX B (pOpMeE 1EMOHCTPAIMOHHOTO 9K3aMeHa.

6.4. Opranuszanust BOCHUTAHUS 00yYAIOUIUXCS

6.4.1. Bocrnuranue oOydaromuxcs MPU OCBOSHWU HMH OCHOBHOW 00pa3oBaTENbHOM
MpOrpamMMbl  OCYIIECTBIISICTCS. HAa OCHOBE BKJIIOYAEMBIX B HACTOAIIYID 00pa3oBaTEIbHYIO
MporpaMMy MPUMEPHOH pabodeil mporpaMMbl BOCIIUTAHUS U MPUMEPHOTO KAJICHIAPHOTO IUIaHa
BOCITUTATEIBLHOU pabOTHI (MpUIOKEeHHE 3).

6.4.2. Pabouyro nporpamMmy BOCIIUTaHUS U KaJeHAAPHBIN IJIaH BOCIUTATENLHON PabOThHI
oOpa3oBaTesibHas OpraHW3anus pa3padaThIBACT W YTBEPKAAET CAMOCTOSTEIBHO C YYETOM
paboueii mporpaMMBbl BOCIIUTAHHS U KAJICHAAPHOTO TUIaHA BOCTIMTATEILHON paOOTHI.

6.4.3. B paspaborke paboueld mnporpaMMbl BOCIUTAaHUA M KaJCHIAPHOTO TUIaHA
BOCITUTATEILHOW pa0OTHl MMEIOT MPABO MPUHUMATH YYacCTHE COBETHI OOYYAIOIIUXCS, COBETHI
ponuTeNe, mpeacTaBuTeNn padboTtoaareneit u (Wim) nx oObeAMHEHN (TIPY UX HAJTHYUH).

6.5. Kaaposble yci10BHs peajiH3aliu 00pa30BaTeIbHOI MPOrpPaMMBbl

6.5.1. Peanuzanus oOpa3oBaTenbHOW MpPOrpaMMbl OOecreYrBaeTCsl MeAarorndyecKuMu
paboTHHUKaMU 00pa30BaTENLHON OpraHU3alluy, a TAKKe JTUIAMU, TPUBIIEKAEMBIMU K peain3alun
00pa30BaTEILHONW MPOTrPaMMBbI Ha YCIOBUSX TPAXKIAHCKO-IPABOBOTO JOTOBOPA, B TOM YHCJIE U3
quclia PYKOBOAWTENICH W pPaOOTHHKOB OPTaHM3AIWKA, HAIPABJICHHUE ICATCIBHOCTH KOTOPBIX
COOTBETCTBYeT oOnacTu  mpodeccuoHampbHOW  AestenbHOCTH 07  AJAMHUHHCTPATHBHO-
ympaBieHYeckass W OQHUCHas AeATeNHOCTh, W UMEIONIMMH CTaX paboThl B JaHHOU
poeCCHOHALHON 00JIACTH HE MEHEE TPEX JIeT.

KBanudukanus memarormueckux paOOTHHUKOB 0Opa30BaTEIbHON OpTraHW3allud JODKHA
OTBeYaTh KBAIM(UKAIIMOHHBIM TPEOOBAHUSM, YKa3aHHBIM B KBATH(DUKAITMOHHBIX CIIPABOYHUKAX
1 (n1m) TpodecCHoHaIbHBIX CTaHAapTax (MPH HAIWYIHHN).

[lemarornueckue paOOTHHWKHM, TPUBICKAEMbIE K peaau3alnud  00pa3oBaTeNbHOM
MpOrpamMMBbl, JTOJDKHBI IOJTy4daTh JOMOJIHUTEIBFHOE TPOQEeCcCHOHATbHOE O0pa3oBaHHE IO
porpaMMmam TOBBIIICHHS KBaJTH(HUKAIINK, B TOM YHCIe B (OPME CTAKUPOBKU B OPTaHU3AIIUSAX,
HaIpaBJICHUE JISATEIIBHOCTH KOTOPBIX COOTBETCTBYET 00JIaCTH MPO(hEeCCHOHATEHOM ASITEIBHOCTH
07 AnMHHHUCTpPATUBHO-YyIIpaBICHUECKAass U OQHUCHAS JIEATEIBHOCTh, HE PEXKE OAHOTO pas3a B TPU
roJla C y4eTOM pacIIMpeHus CIIeKTpa MpodhecCuOHAIBHBIX KOMIETSHITHA.
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Jlons menarorndeckux paOOTHUKOB (B NPHUBENEHHBIX K LEJIOYUCIEHHBIM 3HAYCHUSIM
CTaBOK), 00€CTIeYNBAIOLINX OCBOCHHE 00yJaroIUMUCS MPodhecCHOHATBHBIX MOIyEH, HMEIOIINX
OTIBIT JIEATEIEHOCTH HE MEHEE TPEX JIET B OpraHU3alMsAX, HApaBIEHUE ACITEIBbHOCTH KOTOPBIX
COOTBETCTBYeT oOmacTu mnpodeccuoHanbHOH  aearenbHoctd 07  AJMHHHUCTPAaTHUBHO-
ylpaBiieHYecKass M o(ucHas HesATeabHOCTb, B OOIIEM YHCIE MeJarornyeckux pabOTHUKOB,
pealu3ylommx MporpaMMbl MPO(EeCCHOHANBHBIX MOJYyJlIed 00pa3oBaTeIbHOM HIPOrpaMMbl,
JIOJI’KHA OBITh HE MEHee 25 MPOLIEHTOB.

6.6. duHaHCOBBIC YCJI0BHS peajn3annu 00pa3oBaTeIbHON NMPOrPaMMbl

6.6.1. PacueTsl HOpMATUBHBIX 3aTpaT OKa3aHUS TOCYJAPCTBEHHBIX YCIYT MO pealn3aluu
00pa3oBaTesIbHOI MPOrpamMMBl.

PacyeThl HOpPMATHMBHBIX 3aTpaT OKa3aHUS TOCYAAPCTBEHHBIX YCIYT TIO peaTu3aluu
00pa3oBaTebHON MPOTpaMMbl OCYIIECTBISIOTCS B COOTBETCTBMM ¢ METOIUKON OINpeaeneHus
HOPMAaTUBHBIX 3aTpaT Ha OKa3aHUE rOCYAApCTBEHHBIX YCIYT MO peamu3aluu 00pa30oBaTeNbHBIX
porpaMM cpeaHero nmpodeccuoHanbHOro o0pa3oBaHusl Mo mpodeccusM (CIEeUATbHOCTAM) U
YKPYITHEHHBIM TpymmaMm mpodeccuii (cnenuanbHOCTeH), yTBepXKaaeMble MUHIIPOCBEIICHUS
Poccun exeronHo.

dunHaHCcOBOE ObOecreyeHne peanu3aliu 00pa30BaTEeIbHON MPOrpaMMBbI, ONpeAeNeHHOe
B COOTBETCTBUU C OIOKETHBIM 3aKOHOJaTeNnbcTBOM Poccuiickoit @enepanuu u denepaibHbIM
3akoHOM OT 29 nekabps 2012 No 273-®3 «O6 obOpazoBanum B Poccuiickoit deneparun,
BKJIFOYAET B ce0s 3aTpaThl Ha OIUIATy TPyAa MPENoaaBarelicii 1 MacTepoB MPOU3BOJICTBEHHOTO
oOydeHUsi ¢ yd4eToM OOeCTeueHHUs: YpPOBHsSI CpeJHEW 3apa0OTHON TUIATHI IEJarOrHYeCKUX
pabOTHUKOB 3a BBIMOJIHAEMYIO MU YueOHYIO (IIPENoaBaTeNbCKyI0) paboTy U Ipyryro paboTy B
cooTBeTcTBUU ¢ YKazom Ilpesunenta Poccuiickoit @enepauun ot 7 mMas 2012 r. Ne 597 «O
MEPOIPHUATHSIX IO PeATH3AINH TOCYIaPCTBEHHON COMMATBLHON TTOTUTHKI.

Pazgen 7. ®@opMupoBaHHMe OLECHOYHBIX MATEPHAJIOB I  IPOBeJACHU
roCy1apCTBEHHOI UTOrOBOM ATTECTALMHU

7.1. T'ocymapcTtBeHHast utoroBas arrectanus (nainee — ['MMA) siBiasieTcss 00s3aTeIbHON 1S
oOpa3zoBatesbHbIX opranuzauuii CI10. OHa npoBoIUTCS MO 3aBEPIIECHUH BCET0O Kypca 00y4eHUs
no HamparieHuto mnoarotoku. B xome I[MA oueHuBaeTcsi CTENEHb COOTBETCTBUS
c(hOpMUPOBAHHBIX KOMIIETEHIINH BRITyCKHUKOB TpeboBanusm OI'OC CIIO.

7.2. BBINTyCKHUKH, OCBOUBIIINE MTPOTPAMMBbI IOJTOTOBKH CTCIIHAIMCTOB CPETHErO 3BEHA,
cnaror ['MA B popMe 1eMOHCTPAIMOHHOTO SK3aMeHa M 3aIlUThI JUIUIOMHOTO mpoekTa (paboThl).
TpeboBanus k copepxkanuio, 00beMy U cTpykType auruioMHoi padotsl I'BIIOY PA «AIIK nm.
X.AHapyxaeBay onpenenseTr caMocTosTesibHO ¢ yuetom OINOIL

locymapcTBeHHass WTOrOBasi aTTECTAIlUsl 3aBEPINACTCS TMPUCBOCHHEM KBaTH(DHUKAINH
CIIenuagncTa cpeaHero 3eHa: CreruanycT o JOKYMEHTAlIMOHHOMY O0ECIICUeHHUI0 YITPaBICHUS
U apXUBHOMY JCITY.

7.3. lnsa rocynaperBenHo# nutorosoit arrectanuu [ BITOY PA «ATIIK M. X.AHapyxaeBay
paspabarbIBaeTCs MPOrpaMMa rocyAapCTBEHHON UTOTOBOM aTTECTAIlMU U OLICHOYHBIE MaTepUaIbI.
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7.4. OueHounble MaTepuansl sl npoBeaeHus ['MA BKIIIOYUAIOT TUIOBBIE 3aJaHUs AJIS
JIEMOHCTPAIMOHHOTO 9JK3aMEHa, TMPUMEPhl TEM IUIUIOMHBIX pPabOT, OMHCaHWE TPOIETYP
Y YCJIIOBUU MPOBEICHUS IOCYIAPCTBEHHOW UTOTOBOM aTTECTAI[MU, KPUTEPHUH OLICHKH.

[IpumepHbie o1leHOUHbIE MaTepHalibl 175 poBeaeHus I MA npuBeeHbl B IPUIIOKEHUH 4.

Paznen 8. Pa3zpadoTunku ocHOBHOM npogeccuoHalbHOI 00pa3oBaTe/bHOI

NMPOrpamMMBblI
I'pynna pa3padoTunkoB

[ 4%(0)

OpraHI/I3aHI/I${, JOJDKHOCTDB

Kapnanosa 3apema 3aypOueBHa

3amectutens aupexktopa no YMP I'BIIOY PA «AIIK um.
X.AnzapyxaeBa»

Hyxy 3apuma 3aypOexkoBHa

Metoauct I'BIIOY PA «AIIK nm. X.AHnpyxaeBay

PyOunkuna Pauca AnekceeBHa

[IpencenaTens mpeaMETHO-IIMKIOBOM KOMUCCUHU
IICUXOJIOr0-MIeNAarOrNYECKUX UCIUILIHH

Bepnuroposa Upuna KOpseBHa

[IpeacenaTens npeaMeTHO-IIMKIOBOM KOMUCCUU
€CTECTBEHHO-MaTEeMaTUYECKUX TUCIUTUINH

I'epiioBa Enena HukonaeBHa

[Ipencemarens MpeaAMETHO-IIUKIOBONH KOMHUCCHH
T'YMaHUTAPHBIX U COIUATBLHO-YKOHOMHYECKUX TUCIUILIAH

Kamapumenko Csetnana
AnexcannpoBHa

[IpenonaBatens po¢eCcCUoHaIBFHOTO LHUKIIa o
CIIELINaIbHOCTHU 46.02.01 JlokyMeHTalmoHHoe
obecrieueHne ypaBJICHHUsI U ApXUBOBEICHUE
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Mpuioxkenne 4

Kk OIIOII cnenuaabHOCTH

46.02.01 JloxkymeHTAIMOHHOE 00ecTeyeHne
yIpaBjieHHs U apXUBOBe/IeHUE

OINEHOYHBIE MATEPHUAJIBI J1JIAA I'MA

1O CHEIIMAJIBHOCTH

46.02.01 JOKYMEHTAIMOHHOE OBECIIEYEHHUE YIIPABJIEHUSA
N APXUBOBE/IEHUE

2023 1.
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1. ITACITIOPT OHEHOYHBIX MATEPHUAJIOB JJIAA I'HA

1.1.

Oco0eHHOCTH 00pa30BaTEILHON MPOrpaMMbl

OneHouyHble MaTepuansl pazpaboTtansl 1 crenuanbHocTd 46.02.01 JlokymeHTalmoHHOE

obecrieueHne yrpaBlICHUs U apXUBOBEJICHUE.

B pamkax cnenuansHoctu CIIO mpenycMoTpeHo ocBoeHue kBanudukarmm: Crnernuaiict
10 JIOKYMEHTAIIMOHHOMY O0ECIIEUEHHUIO YIIPABJICHUSI U apXUBHOMY JIETTY.

BreimyckHHK, OCBOMBIIUI 00pa30BaTENbHYIO MPOrpaMMy, JODKEH OBITh TOTOB K
BBITIOJTHEHHUIO BUIOB J€STEIbHOCTH, IEPEUUCIICHHBIX B Tabmuie Nel.

Taoauma Nel.

Bujanl aesiTeIbHOCTH

Kon u HaumeHoBanue
BU/JA aesitebHOCTH (B/)

Kon u HaumeHoBanue
npodeccuonanbuoro moxay.as (IIM),
B paMKax KOToporo ocBanBaetrcs BJ|

1

2

B cooTBeTCcTBH

uc dProcC

B/ 01. OcymiecTBieHne opraHu3aiiMOHHOTO
obecreyeHus U JOKYMEHTAIIHOHHOTO
oOecrieueHHs JISATEITPHOCTH OpPraHu3auu

[IM 01. OcymecTBieHue
OpPTaHU3aIMOHHOTO O0eCTIeueHUs 1
JOKYMEHTAIMOHHOTO 00ecTieueHUs
JESTENBHOCTH OpraHu3aluu

BJ1 02. Opranuzanusi apxuBHOM pabOTHI 110
JIOKYMEHTaM OpraHu3alil pas3ingHbIX GopM
COOCTBEHHOCTHU

[IM 02. Opranuzanusi apXuBHOH pabOTHI 1O
JIOKYMEHTaM OpraHu3alyil pa3IndHbIX
¢dbopM coOCTBEHHOCTH

B/I 03. OcBoenue B110B paboT MO OJJHOM WK
HECKOJIBKUM TpodeccusiM pabounx, JODKHOCTSIM
CITYKaIUX

IIM 03. OcBoeHue BU0B pabOT 110 OJHOM
WIIM HECKOJIBKUM TpodeccusM pabouux,

JOJDKHOCTAM CITYy’KallluX

1.2.
NporpaMmbl

TpeOoBaHusi K HNpoBepKe

pe3yJbTaToB

OCBOeHHsI 00pa3oBaTebLHOM

Pe3ynbraTthl OCBOGHHS OCHOBHON NpOQeCcCHOHATBHONW 00pa30BaTeNbHOM MPOrPaMMBI,
JIEMOHCTpHpYeMbIe TIpu TipoBeeHnu [ IA mipeacraBinersl B Ta0muie Ne2.
Jlns mpoBeneHust AEMOHCTPALIMOHHOTO AK3aMeHa (fainee — /D) nmpuMeHsieTcs: KOMILIEKT

orneHoyHOM mokyMmeHTanuu (manee - KOJI),

pa3pabaThIBacMbIii  OIEPATOPOM  COTJIACHO

n. 21 Ilopsaka mpoBeneHUs T'OCYAapCTBEHHOW WTOrOBOHM aTTecTaluu MO 00pa30BaTEeNIbHBIM
[IpOrpaMMaM CpeIHEro npogeccuoHalIbHOr0 00pa3zoBaHus (yTB. MUHHCTEPCTBOM IPOCBELLEHHUS
Poccuiickoit ®enepauun 8 Hoa06ps 2021 r. Ne 800) ¢ yka3aHueM YpOBHS MpPOBEACHHUS
(6a30BbIH/POGUITBHBII).
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Taoauma Ne 2

Ilepedyens npoBepsieMbIX TPeOOBAHUI K pe3y/JbTaTaM OCBOCHHSI OCHOBHOM
npogecCHOHATbHONH 00pa30BaTeJIbHONH NIPOrPaAMMBbI

@I'OC 46.02.01 JJokymeHTallMOHHOE OOecTieueHUe yIpaBIeHUs

Y apXUBOBEJICHHE.

[lepedyenp npoBepsieMbIX TPeOOBaHUN K pe3yJIbTaTaM OCBOCHHS
OCHOBHOM Mpo¢heCCUOHATBLHON 00pa30BaTEIHLHON MPOTPAMMBbI

TpynoBasi 1esiTeJIbHOCTH

Koa nposepsiemoro

HaumeHoBaHMe IPOBEPAEMOro

(ocHOBHOI BUJ TpedoBaHUS TpedoBaHMs K pe3yJbTaTaM
J1eITeJIbHOCTH)
1 2 3
B/ 01 Bun ngesarenbHoct 1 OcyumiecrBiieHHe OPraHM3allHOHHOIO

OpraHu3annu

o0ecneyeHUs U AOKYMEHTAIMOHHOI'O od0ecneyeHUus JECATCJIBbHOCTH

IIK 1.1

OcymiecTBIATh TpUEM-TIepeauy
yIIpaBJIeHYeCKON HH(DOPMAIIH C TIOMOIIHIO
CpeICTB MHPOPMAITMOHHBIX

Y KOMMYHUKAIIMOHHBIX TEXHOJIOTHI

I[IK 1.2

KoopauaupoBath paboTy MpUEeMHON
PYKOBOJIUTEIS, 30H MTPUEMA PA3TUUHBIX
KaTeropuil moceTuTeNnel opranu3aiuu

IIK 1.3.

Bnajets HaBbIKaMU TUTAHUPOBAaHUS pabodYero
BPEMEHU PYKOBOJUTENS U CEKpETaps

IIK 1.4.

OcymiecTBIATh NOATOTOBKY JI€JI0BBIX
[MO€3/10K PYKOBOJUTENS U APYTHX
COTPYAHHMKOB OpraHU3aluu

IIK 1.5.

Brnanets ciocobamu opranu3zanuu padbodero
MPOCTPaHCTBA IPUEMHON 1 KaOWHETa
PYKOBOIOUTEIA

IIK 1.6.

Ocy1ecTBiATh paboTy O NOATOTOBKE

Y TIPOBEJICHHUIO KOH(PEPEHTHBIX MEPOTIPUSITHH,
obecrieynBaTh HHPOPMALIMOHHOE
B3aMMOJICHCTBHE PYKOBOIHUTEIIS

C Mo/Ipa3AeICHUIMHU U JOHKHOCTHBIMU
TTUIIaMU OpTaHU3AIIH

IIK 1.7.

OdopMIsATH OpraHU3alMOHHO-
paCIOPSIANTENbHBIE JOKYMEHTHI

1 OPraHU30BBIBATH Pa0OTY C HUMHU, B TOM
YKClIe C UCTIOIb30BAaHUEM
ABTOMATU3HPOBAHHBIX CUCTEM

IIK 1.8.

OdopMIATH TOKYMEHTSHI 110 JINYHOMY COCTaBY
1 OPraHU30BbIBaTh pabOTYy C HUMH, B TOM
YHCJIE C UCTIOJIb30BaHUEM
ABTOMATU3MPOBAaHHBIX CUCTEM

IIK 1.9

Opranu3oBbIBaTh TEeKyLIee XpaHEHUE
TTOKYMEHTOB, 00paboTKy nen TUIS]

OIICPATUBHOI'O M APpXUBHOI'0 XPaHCHUA, B TOM|
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YHCIIC C HCIIOJIB30BaHHUEM

ABTOMATHU3UPOBAHHBIX CUCTCM

BJ1 02

Buag jgedaTreabHOCTH

2 Opranmzanusi apXuBHOW pabOTHI TIO

ITOKyMEHTaM OpraHu3aIil pa3Tu4HbIX HOpM COOCTBEHHOCTH

K 2.1

Ocy1ecTBIATh KOMIUIEKTOBAaHUE apXUBHBIMU
nenamMu (JOKYMEHTaMM) apXuBa OpraHU3aliu

[K 2.2

Bectu yu€T apXMBHBIX J1€1 (JOKYMEHTOB),
B TOM YHCJIE C UCTIOJIb30BaHUEM
ABTOMATHU3HPOBAHHBIX CUCTEM

[IK 2.3

OcCylIecTBIATh XpaHEHUE ApXUBHBIX JIE]T
(IOKyMEHTOB) C IOCTOSIHHBIM CPOKOM
XpaHEHUs U 10 JIUYHOMY COCTaBYy B apXUBE
OpraHu3aluu

[IK 2.4.

OCYH.[CCTBJISITB XpPaHCHUC, KOMIIJICKTOBAaHUC,
YYET U UCTIONB30BaHUE JIeN (IOKYMEHTOR)
BPEMEHHOI'0 XpaHEHUS

IIK 2.5

OCyIIECTBIATh UCTIOE30BAHNE aPXUBHBIX
nen (IOKYMEHTOB), B TOM YHCJIE C
MCIIOJIb30BAaHNEM aBTOMATH3UPOBAHHBIX

CHUCTCM

BJ1 03

Bua nesitesbHocTH 3 OcBoeHue BUAOB PAbOT MO OJHOW WIH
HECKOJIBKUM MpodeccusiMm pabodnx, JOIKHOCTIIM CITYKaIIUX

MK 1.1

OcymiecTBIATh NpUEM-TIEpEIAYY
yIpaBiieH4eCKOi HH(OPMAIIH C TTOMOLIbIO
CcpeacTB HHPOPMAITMOHHBIX

1 KOMMYHUKAIIMOHHBIX TEXHOJOT UM

I[IK 1.2

KoopaunupoBath paboTy mpueMHON
PYKOBOAMTEIIS, 30H IIPUEMA Pa3JINYHbIX
KATETOPUM MOCETUTEIIEH OpraHU3aliN

IIK 1.3.

Bnaneth HaBbIKaMU IUTAaHUPOBAHUS paboYero
BPEMEHU PYKOBOJIUTEIIS U CEKpeTaps

[IK 1.4.

OcCyIecTBIATh MOATOTOBKY JEIOBBIX
[10€30K PYKOBOAUTENS U APYTUX
COTPYJIHHUKOB OpPTraHU3AIUU

IIK 1.5.

Bnaznets criocobamu opranuzanuu padbodero
[MPOCTPAHCTBA MPUEMHON U KaOUHETa
PYKOBOJIUTENS

[IK 1.6.

Ocy1mecTBIATh paboTy MO HOATOTOBKE

U IPOBEICHHUIO KOH()EPEHTHBIX MEPOTIPHUSTHH,
oOecrneynBaTh HH(HOPMALIMOHHOE
B3aMMOJIEHCTBHE PYKOBOAUTEIIS

C Mo/Ipa3AeCHUSIMHU U JODKHOCTHBIMU
TTMIIaMU OpTaHU3aLUH

IK 1.7.

OdopMIATH OPraHU3aIHOHHO-
pacropsiTuTeIbHbIC TOKYMEHTBI

1 OPraHU30BBIBaThH Pa0OTY C HUMH, B TOM
YHCIIE C UCTIOJIb30BAHUEM

ABTOMATU3HUPOBAHHBIX CUCTCM
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IIK 1.8. OdhopMIISITE TOKYMEHTHI TI0 THYHOMY COCTaBY
1 OPTaHU30BBIBATH PA0OTY C HUMHU, B TOM
YKCIIe C UCTIOIb30BAaHUEM
ABTOMATU3UPOBAHHBIX CUCTEM

Jlnst BBIMYCKHUKOB W3 YHCIA JUI[ C OTPAaHUYCHHBIMH BO3MOXHOCTSIMHU 3I0POBbS
¥ BBITYCKHUKOB W3 YHCJIA JETEH-MHBAIMIOB W WHBANMWIOB mpooautcs [HMA c yduetom
0CcOOEHHOCTEH TMCUXO(PHU3NUECKOT0 PA3BUTHUS, WHAMBHUIYAIbHBIX BO3MOXXHOCTEH M COCTOSHUS
3JI0POBBS TAKMX BBITYCKHUKOB (J1ajiee - MHIUBHUIYaIbHBIE OCOOCHHOCTH).

OOue u JOMOJNHUTENbHBIE TpeOoBaHMA, obOecreunBaeMble Ipu mposeneHun [ WA
JUTSI BBIITYCKHUKOB M3 YHCTIA JIUI C OTPAHUYEHHBIMU BO3MOKHOCTSIMU 3/10POBbS, IE€TEH-NHBATUI0B
Y WHBAJIWJOB TPUBOJATCS B KOMIUIEKTE OLEHOYHBIX MAaTEpHUajoB C Y4€TOM OCOOEHHOCTEH
pa3paboTaHHOTO 3a/laHUs U UCTIOIb3yEMbIX PECYPCOB.

JIMUTEeNBbHOCTE NPOBEAEHUSI TOCYJAapCTBEHHOM HWTOTOBOM aTTECTAllMA 110 OCHOBHOM
npodeccuoHaNbHOM  0oOpa3oBaTeNbHOW ~ mporpamme 1o crnenuanbHocTH — 46.02.01
JlokyMeHTaIlMoHHOe obecrieueHue yrpasiieHus: U apxuBosenenue onpenensercs ®IOC CIIO.
Yace! yueOHOTO M1aHa (KaJleHaapHoro yuyeoHoro rpaduka), orBoaumeie Ha [ A, onpeaensroTest
MIPUMEHUTETBHO K Harpy3ke ooyuatomierocs. B crpykrype Bpemenu, orsoaumoro ®I'OC CIIO no
OCHOBHOM mpodecCHOHAIBLHON o0pa3oBaTeabHON mporpamme 1o crenuansbHoctH 46.02.01
JIOKyMEHTaIlMOHHOE O00€CIeYeHnEe YIpaBICHUS U AapXMBOBEJCHHE HA TOCYAApPCTBEHHYIO
WUTOTOBYIO aTTECTallMio, 00pa3oBaTebHasl OpraHU3aIlUsl CaMOCTOSITENIBHO OMNpeenseT rpaduk
MIPOBEICHHUS IEMOHCTPALIMOHHOTO YK3aMeHa.
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2. CTPYKTYPA ITIPOLUEAYP JEMOHCTPAIIMOHHOI'O DK3AMEHA
N IMOPAJOK NPOBEJIEHUA

2.1. Onucanue CTPyKTYpHI 3aganus Aja npoueaypol 'UA B dpopme 1D

Jns BeimyckHukoB, ocBauBaromux IIIICC3 rocymapcTBeHHass UTOTOBasi aTTECTallvs B
cootBeTcTBUU ¢ ®I'OC CIIO mpooautcs B ¢hopMe JEMOHCTPAIIMOHHOTO PK3aMEHA U 3aIlUThI
JTUTUIOMHOTO MPOeKTa (paboTh).

3agaHusi, BBIHOCUMBIC Ha JIEMOHCTPAIMOHHBIA 3K3aMEH, pa3padaThIBAlOTCS Ha OCHOBE
TpeOOBaHUII K  pe3ylbTraTaM  OCBOCHHS  OOpa30BAaTENBHBIX  MPOrPaMM  CPEIHETO
npodeccuoHanbHoro obpaszoBaHus, yctaHoBieHHbIX PI'OC CIIO, ¢ ydeToM MONOKEHUN
CTaH/JApPTOB, a TaKXke KBaJTU(PUKAIMOHHBIX TPEOOBAHUN, 3asBICHHBIX OpTAHHU3AIMIMHU,
paboToaTeNsIMU, 3aMHTEPECOBAHHBIMHU B ITOATOTOBKE KaJIPOB COOTBETCTBYIOIICH KBaTH(UKAIIH.

Jlnst  BBIMYCKHHMKOB,  OCBOMBIIMX  00pa3oBaTeNbHBIE  MPOTPAMMBI  CPEIHETO
npodeccuoHanbHOrO0  00pa3oBaHMs,  NPOBOJUTCSA  JICMOHCTPAIIMOHHBIA  JK3aMEeH  C
WCIIOJIb30BAHUEM OIICHOYHBIX MATEpPUAJIOB, BKIIOYAIONIMX B Ce0s KOHKPETHBIC KOMIUICKTHI
OIICHOYHOHM JOKYMEHTAIlMW, BapHAHTHl 3aJaHUN M KPUTEPUHU OICHUBAHHS, pa3padaThIBAEMBIX
OTIEPATOPOM.

KoMruiekT o1ieHOYHOM JOKYMEHTAIIMN BKIIFOYAET KOMIUIEKC TPEOOBAHMM JIJIsl TPOBEICHHUS
JEMOHCTPAIIMOHHOT0 IK3aMeHa, IEpeueHb 000PYAOBaHUS U OCHAILICHUSI, PACXOHBIX MATEPUAJIOB,
cpeacTB oOy4eHHMS W BOCIHUTAHMS, TUIAH 3aCTPOMKHU IUIOMIAKU JEMOHCTPAIIMOHHOTO JK3aMEHa,
TpeOOBaHUS K COCTaBY JKCIEPTHBIX TPYII, MHCTPYKIIUHU 10 TEXHUKE OE30MacHOCTH, a TaKKe
00pa3Iibl 3a1aHHM.

3agaHue 1eMOHCTPAIIMOHHOTO SK3aMEHa BKIIIOUAET KOMILIEKCHYIO ITPaKTUYECKYIO 3a/1a4y,
MOJICIIUPYIOIIYIO TPO()ECCHOHANBHYIO JEATeIbHOCTh W BBITIOJHAEMYIO B PEXHME PEaTbHOTO
BpemeHHu. OOpa3ibl 3aJJaHMid B COCTaBE KOMIUICKTa OIICHOYHOH JOKYMEHTAIIMH Pa3MEIIAlOTCs Ha
caiite omepatopa A0 1 OKTSOps roja, MPEALIESCTBYIONMIETO MPOBEICHUIO JIEMOHCTPAIMOHHOTO
sk3ameHa (nanee — J13). KonkpeTHbIN BapuaHT 3a/1aHus TOCTYIEH IJIABHOMY 3KCIEPTY 32 AECHb 10
Jaatel J109.

2.2. llopsinok nposenenusi npouexypsl 'UA B popme 13

[lopsimok mpoBeneHHsT NPOLENYypPbl TOCYAAPCTBEHHOM HWTOINOBOM aTTECTalUU IO
0o0pa3oBaTeNbHBIM MpOTrpaMMaM CpeaHEro mpogecCHOHATBLHOTO 00pa30BaHUsl YCTaHABIUBAET
MpaBujia OPraHU3alMA W TPOBEICHUS OPTaHU3AIUSIMH, OCYIIECTBIISIIONIMMUA 00pPa30BATEIBHYIO
JEeSTENBHOCTh IO 00pa30BaTENIbLHBIM IIPOrpaMMaM CpeHero mpodeccuoHanIbHOr0 00pa30BaHUs
(mamee - oOpa3oBaTeNbHBICE OPTAHU3AINHN), 3aBEPIIAONICH  OCBOCHHE  HMMEIOIINX
TOCYIapCTBEHHYIO aKKPEIUTAIIMIO0 OCHOBHBIX MPOJecCHOHANTBHBIX 00pa30BaTENbHBIX MPOrpaMM
cpeaHero mnpodeccuoHaNbHOTO 00pa3oBaHMs (IIPOrpamMM IMOJATOTOBKH KBATH(HUIIMPOBAHHBIX
paboumx, CIOyXalluX W MpOrpamMM IMOATOTOBKH CIEIMAMCTOB CpEeIHero 3BeHa) (manee -
00pa3oBaTesIbHBIE MPOTPAMMBI CPEAHETO MPOodecCHOHATBHOTO 00pa3oBaHusl), BKItoUas (HOpMbI
I'MA, TtpeboBaHUs K HCIONB30BAHUIO CPEICTB OOYYEHHS M BOCHHUTAHUS, CPEACTB CBS3U IPHU
npoBeaeHuu [ A, TpeGoBanus, MpeabsIBIsIEMbIE K JIUIIaM, IPUBJIEKaeMbIM K TipoBeneHuio [ A,
MOPSIA0OK NOJIaYU U PACCMOTPEHUS anleJUILNM, U3MEHEHUS U (WJIM) aHHYJIMPOBAHUS PE3YJIbTaTOB
I'MA, a Takxke ocobeHHoctd mpoBeaeHuss [MIA st BBINYCKHUKOB W3 4YHCIA JIUI[ C
OTPaHUYEHHBIMHU BO3MOKHOCTSIMH 3/J0POBbSI, €TEH-UHBAIUI0B U HHBAIUIOB.

ObpazoBarenbHasi opranusaiys 00ecrneynBaeT He0OXOAUMbIE TEXHUUECKUE YCIOBUS [
oOecredeHns 3aJaHUSIME BO BPEMS JEMOHCTPAIIMOHHOTO 3K3aMEHa BBITYCKHUKOB, WieHOB [ DK,
YJIEHOB 3KCHEPTHOU rpymiibl. JeMOHCTpalMOHHBIN 3K3aME€H MPOBOAUTCS B LIEHTPE MPOBEICHUS
JNEMOHCTpaIMOHHOTO 2K3ameHa (manee — IIII/ID), mnpencraBnsromieM coOoil TUIOMIAAKY,
000pyI0BaHHYIO U OCHaIeHHYIO B cooTBeTcTBHH ¢ KO/I. DenepanbHblii onepaTop UMeeT MpaBo
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obcnenosats LI1/ID Ha npeameT cooTBETCTBHS ycinoBUAM, ycTaHoBIeHHBIM KOJI, B TOM uncie B
YaCTU HAJIMYUS PACXOJHBIX MATEPUAJIOB.

HITID moxkeT pacmoyiaraThCsi Ha TEPPUTOPUH O0Opa30BATEIBHOW OpraHU3aluM, a MpHU
ceTeBoil ¢opMme peanmzanuy 00pa30BaTENbHBIX MPOTPaMM - TaKXKe Ha TEPPUTOPUU WHOU
OpraHu3aium, oo1aaaroel HeoOX0JUMBIMU pecypcaMu i opranuzanuu LITJ1D.

BoinmyckHuku MPOXOJAT JIEMOHCTPAIIMOHHBII JK3aMeH B I as
B COCTaBe SK3aMEHAIMOHHBIX Tpymnn. OOpa3zoBaTenbHas OpraHU3alus 3HAKOMHUT C IJITAHOM
IIPOBEJICHUSI JEMOHCTPALIMOHHOTO 3K3aMEHAa BBIIYCKHUKOB, CHAIOUIMX JEMOHCTPALlMOHHBIN
9K3aME€H, M JIHI, O0ECTeUYHBAIOIUX MPOBEACHUE JIEMOHCTPALMOHHOTO 3K3aMEHa, B CPOK He
Mo3JHee 4eM 3a 5 pabouux JAHEH /10 AaThl IpoBeaeHus sk3ameHa. KomndecTBo, o0mias miomaib
U COCTOSIHME MOMEIEHUH, MPeA0CTaBIsEeMbIX IJIsl IPOBEAEHUS JEMOHCTPALIMOHHOIO dK3aMeHa,
JOJKHBI 00ecrieunBaTh IPOBEIEHUE IEMOHCTPALIMOHHOTO 3K3aMeHa B cooTBeTcTBUH ¢ KO/I.

He mozmnee uyem 3a oguH pabouwii JeHb O AAThl MPOBEICHHUS JAEMOHCTPALMOHHOTO
9K3aMEHA TJIABHBIM 3KCIIEPTOM MIPOBOIUTCA TpoBepka rotoBHocTH L{I1/1D B mprcyTcTBHM 4iIeHOB
9KCIIEPTHOM TIpYyNIbl, BBIIYCKHUKOB, a TAaKXe TEXHUYECKOrO OHKCIEpTa, HA3HAYaeMoro
opraHusanueil, Ha TeppuTopuu KoTopoi pacnonoxeHn LITJID, oTBeTcTBEHHOrO 3a COOJIOIEHNE
YCTaHOBJICHHBIX HOPM U MPABUJI OXPaHbI TPY/la U TEXHUKU OE30MacCHOCTH.

I'maBHbIM 3KCcmiepToM ocymectBisieTrcs: ocmotp LIIAD, pacnpenenenue oOs3aHHOCTEH
MEX1Yy YJI€HaMHU IKCIEPTHOM TPYIIBI 10 OLIEHKE BBINOJHEHUS 3aJlaHui JEMOHCTPALlMOHHOIO
9K3aMEHa, a TAaKXKE paclpeseieHne pabounx MECT MEXIY BBITYCKHHKAMU C HCIOJIb30BAHHUEM
crocoba ciyyaifHOll BbIOOpKH. PesynmbpTaThl pachpenesneHust 00sS3aHHOCTEH MeXay dJIeHaMu
9KCIIEPTHOM TPYNIBI M paclpelesieHus padouux MECT MEXAY BBITYCKHHUKAMU (PUKCHUPYIOTCS
TJIaBHBIM 3KCIIEPTOM B COOTBETCTBYIOLIMX MTPOTOKOJIAX.

Honyck BbimyckHukoB B LIII/ID ocymecTBisieTcsl riIaBHBIM 3KCIEPTOM HAa OCHOBaHHUM
JIOKYMEHTOB, YAOCTOBEPAIOIINX JTUYHOCTb.

Obpa3oBarenbHasi OpraHu3alys 00s13aHa HE MMO3JHEE YeM 3a OJMH pabouuil JeHb A0 JHA
MIPOBEJICHUS JIEMOHCTPALIMOHHOIO AK3aMEHa YBEJIOMHTH TIJIABHOI'O JKcIepTa 00 ydyacTuu B
MIPOBEICHUH JIEMOHCTPAIIMOHHOT'0 AK3aMEHa ThIOTOPA (ACCUCTEHTA).

TpebGoBaHue K MPOIOIKUTEILHOCTH JJEMOHCTPAIIMOHHOTO SK3aMeHa:

[IpoaOIKATENBHOCTE  AEMOHCTPALIMOHHOIO 4:00:00
sK3aMeHa (He OoJiee)
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3. HOPAJOK OP'AHM3AIMHU U TPOBEJAEHUSA 3AIINTHI JUIIJIOMHOI'O
ITPOEKTA (PABOTDI)

[IporpamMma opranuzanuy IpoBeASHUS 3aLUUThI TUIIOMHOTO ITPOEKTa (paboThl) Kak 4acThb
nporpaMmMbl ' MA noskHa BKIHOYATh:

3.1 OOuue MoNoXKEHNUA

JlunnoMHbli mpoekT (paboTa) HampaBlieH HAa CHCTEMAaTHU3alUI0 U 3aKpervieHHe 3HaHWN
BBIIYCKHMKA IO CIELUUAIbHOCTH, a TaKKe ONpeJeJeHHE YPOBHS T'OTOBHOCTU BBINYCKHHKA
K CaMOCTOSITENIbHOW Tpo(ecCHOHANBHONW JeATeNbHOCTH. JIMIUIOMHBINH mpoekT (paboTta)
MPEANoiaraeT CaMOCTOSTENIbHYIO MOJATOTOBKY (HAIMCaHUE) BBIMYCKHUKOM IpOeKTa (paboThl),
JIEMOHCTPUPYIOLIIETO YPOBEHb 3HAHWH BBITYCKHMKAa B paMKax BbIOPaHHOM TEMBI, a TaKxke
c(OpMHUPOBAHHOCTH €T0 MPOPECCHOHANBHBIX YMEHUN U HABBIKOB.

Temartnka TUINTIOMHBIX ITPOEKTOB (padoT) onpeaesnsieTcs 00pa3oBaTeIbHOI OpraHu3aei.
BrImTyCKHHMKY TIpe10CTaBIIsIeTCS IPABO BEIOOPA TEMBI AUTUIOMHOTO MPOEKTa (pabOoThI), B TOM YHCIIC
MIPEUIOKEHUST CBOCH TEMBI C HEOOXOJIMMBIM OOOCHOBAHHUEM II€JIECO00Pa3HOCTH ee pa3paboTKH
JUIT  TPaKTHYEeCKOTO TMPUMEHEHHs. TeMa JWIUIOMHOTO mpoekTta (paboThl)  JTODKHA
COOTBETCTBOBATh COACPIKAHUIO OJHOTO WM HECKOJNBKUX NPOPECCHOHATBHBIX MOJIYIEH,
BXOJSIIINX B 00pa30BaTeNIbHYIO MPOTrpaMMy CpeTHEro mpodeccuoHanbHOro 00pa3oBaHusl.

JUis  TOATOTOBKM — AMIUIOMHOTO TpoekTa (paboThl) BBIMYCKHUKY  Ha3HAa4YaeTcs
PYKOBOAWTENh, U TPU HEOOXOAMMOCTH KOHCYJIBTAHTHI, OKa3bIBAIOIIUE BBITYCKHUKY
METOMUYECKYIO TOACPIKKY.

3akperieHue 3a BBITYCKHUKAaMU TeM JUIUIOMHBIX NPOEKTOB (paboT), Ha3HAUYeHHE
PYKOBOJUTENEH U KOHCYIHTAHTOB OCYIIECTBISIETCS PACTIOPSAUTEIBHBIM aKTOM 00pa30BaTEIbHOM
OpraHu3aIiy.

3.2 [IpumepHas TeMaTUKa AUIUIOMHBIX IPOEKTOB (Pa0OOThI) MO CIELUAIbHOCTH;
1. ABromaTu3anus ynpaBJI€HYECKUX MPOLIECCOB BHYTPEHHETO JOKYMEHTOO00pOTa

2. B3anMOCBs3b IPOIIECCOB PETUCTPAIIMH U KOHTPOJIS 32 UCTIOJTHEHUEM TOKYMEHTOB.

3. Buasl BHYTpEeHHHUX CIIPaBOYHO-MH()OPMAIMOHHBIX JOKYMEHTOB OpraHHM3alliU U TpaBUIia
paboTHI C HUMHU.

4. Bumel y4eTHBIX JOKYMEHTOB KaJIPOBOH CITY)KOBI M TEXHOJIOTHS PabOTHI ¢ HUMH.

5. [eiicTByromue mnpaBuwia oOpraHu3anud paboThl ¢  HMH()OPMALMOHHO-CIPABOYHBIMU
JIOKYMEHTaMH Ha IPUMEPE CITY>KEOHBIX TTHCEM.

6. J[eiicTByromue mnpaBwia opraHu3anud padoThl ¢ MH()OPMAIMOHHO-CIIPABOYHBIMU
JOKYMEHTaMH Ha IpuMepe 0(pHUIIMAIBHBIX CIIPABOK.

7. JleiicTByrole TpaBWiia OpraHM3allMd pPabOThl ¢ HMH(OPMAIMOHHO-CIPABOYHBIMU
JOKYMEHTaMH Ha TIpUMepe aKTOB.

8. eiicTByrommue TnpaBwia opraHu3anmud padoTel ¢  HH()OPMAaIMOHHO-CIIPABOYHBIMU
JOKYMEHTaMH Ha IpUMEpPE MPOTOKOJIOB.

9. [eiicTByromue TnpaBwia opraHu3amud paboTel ¢  HH(YOPMaIMOHHO-CIIPABOYHBIMU
JOKYMEHTaMH Ha TpHMEpe JOKYMEHTOB, OOECIEUYMBAIONINX ONEPATHBHOCTH IEeperadn
UH(pOpMALINH.

10. JleficTByronme mpaBuiia OpraHU3allul PabOTHl C PACMOPSAUTEIBHBIMUA JTOKYMEHTaMH,
M31aBa€MBIMH Ha TPUHIIMIIAX KOJJIETHaTbHOCTH.

57



11

12.

13.

14.

15.

16.

17.

18.
19.

20.

21.

22.
23.

24,

25.

26.

27.

28.

29.

30.

31.

32.
33.

34.
35.

36.

JleiicTByrolie mpaBuia OpraHu3anuyd paboThl C PaCHOPAIUTENBHBIMH JOKYMEHTaMH,
M3]1aBaCMBIMU Ha MPUHIIAITAX ¢IUHOHAYAIIHS.

JeiicTByromue npaBusia oGopMIIeHUS JOKYMEHTOB AUILNIOMATHYECKOMN MEPENUCKH.
JIoKyMeHTHUpOBaHUE BHEIIHUX KOMMYHUKAIMI OpraHU3aIlii Ha PUMEPE AEJIOBBIX MHCEM
JIOKyMEHTHUpPOBAaHUE NEATEIBLHOCTH KOJUIETHATBHBIX OpPraHOB yrpaBicHHs (00mero
coOpaHUs aKIIMOHEPOB, COBETA TUPEKTOPOB, IPABIICHU).

JIOKyMEHTHUpPOBaHUE JEATEIHHOCTH MO JACIETUPOBAHUIO TIOTHOMOYUHN TOMKHOCTHBIX JTUI]
B OpraHH3aIIH.

JIOMKHOCTHOW W YMCICHHBIA COCTaB CIYXObl JENONPOU3BOACTBA, HOPMHUPOBAHUE
JOKYMEHTAIIMOHHBIX MTPOIIECCOB.

3amaun U GQYHKIUU CIYXKObl JEJIONPOU3BOJACTBA B OpraHU3allid, MEPCIEKTHBBI €€
COBEPIIICHCTBOBAHMS.

3HAYUMOCTh OPTaHU3AIMOHHBIX JJOKYMEHTOB B CHCTEME YITPABJICHHS OpraHU3anueH.
Krnaccudukanuss 10KyMEHTONMOTOKOB M HMX XapaKTepUCTHKA (Ha MpUMepe KOHKPETHOMN
OpraHU3aIuN)

Kommiekc pabor mo cocrtaBieHWio Tabens M anbOomMa YHH(PHUIIMPOBAHHBIX (GopMm
JTOKYMEHTOB.

MecTo u ponb Ki1accu(pUKaTOpOB TEXHUKO-PKOHOMHYECKON M COIMANbHOM MH(pOpMAIIUU
B JJOKYMEHTAIIHOHHOM 00€CTIeUeHUH YIIPaBICHUSI.

MeTtoauka mpoBeeHUs SKCIIEPTU3bI [ICHHOCTH JOKYMEHTOB B JI€JIOTNIPOU3BOJICTBE.
Homenknarypa pen: MeTOIMKa COCTaBJICHUS HOMEHKIATYPHI JA€N, €€ 3HAa4eHUuEe H
NPUMEHEHUE B ACNONPON3BOACTBE OpraHU3aAIUH.

HopMmaTtuBHOe perynupoBaHue ¥ TEXHOJIOTHUS MPUAAHUS IOPUIUYECKOM CHUITBI TOKyMEHTaM
Ha Pa3IUYHBIX HOCUTEISAX

HopMmaTuBHO-MeTOAMUYECKHE NTOKYMEHTHI, perJaMeHTHPYOIUe padoTy (AesTenbHOCTD)
CITY>KOBbI J1eJI0MPOU3BO/ICTBA.

HopMmaTtuBHo-ipaBoBasi 6a3a KaApoOBOrO JEIOMPOU3BOJACTBO U €€ 3aKpeIuieHHe B
JIOKQJIbHBIX HOPMATUBHBIX aKTaX OpraHU3aIuu.

Opranuzanus AOKYMEHTOOOOpOTa [UIsi OMEpPATUBHOTO MPOXOXKACHHUS JOKYMEHTOB,
ONTHUMU3AIIHS MAPIIPYTOB TOKYMEHTOIIOTOKOB.

Opranuzanys KaJpoBOro AeI0NPOU3BOACTBAa B KOHKPETHON OpraHU3alliH.

Opranuzanus paboTsl C TOKYMEHTaMU B CTPYKTYPHOM MOpPa3aeICHUH.

Opranmzanus paboThI C TOKyMEHTAMHU KOJIJIETHAIBHBIX OPTraHOB.

Opraamzanus paboOThl  CIyKObl  JIEJTOMPOU3BOJICTBA (HAa TIPUMEPE KOHKPETHOU
OpraHu3aIlim).

Opranuzanus, npoBeJeHHe U JOKYMEHTHPOBAHUE COBEILIAHUH.

OcobeHHoCTH pa0OTHI MO COCTABIICHHUIO, MPOIEAYype H3AaHUs U BBEIACHHUIO B JCIHCTBHE
[Tonoxxenus 06 SKCTIEpTHONW KOMUCCUH OpPraHU3alINH.

OcoOeHHOCTH cOocTaBleHUs, ODOPMIICHUS U U3/IaHUS OPTaHU3AIMOHHBIX JOKYMEHTOB.
Oco0eHHOCTH YHMUYTOKEHUSI JOKYMEHTOB Ha Pa3IMYHBIX HOCUTENAX, HE MOJUICKAIINX
JaJbHENIIEMY XPAHEHHUIO.

OcobenHocTr (POPMUPOBAHUS PA3TUYHBIX BHJIOB U KaTETOPUI TOKYMEHTOB B Jieja
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37.

38.
39.

40.
41.
42.
43.

44,
45.

46.

47.

48.
49.

50.
51.
52.
53.

54.
55.

56.

S7.

58.

59.
60.

61.

[lonroroBka nen k mepedadye B apXWB OpraHu3anuu: TpeOoBaHUS K OGOPMIICHHIO,
TEXHOJIOTHUS TIePEIauH.

[ToaroroBka aen opraHu3aluy K JajibHeHIIeMy XpaHEHUIO U UCTIOJIb30BaHUIO.
IlogrotoBka © opraHu3anusi JeNOBBIX MOE3I0K PYKOBOAMTENSI M COTPYJHHKOB
OpraHu3aIy.

[opsinok BepeHus yuera paboyero BpeMEHU COTPYIHUKOB.

[opsimok HOKyMEHTHpOBaHHS MprEMa Ha padOTy Pa3IMYHBIX KaTETOPUI TPakKaaH.
[Topsimox TOKyMEHTHUPOBaHUS YBOJIbHEHHSI pAOOTHUKA MO Pa3IMYHBIM OCHOBAHUSM
[IpaBuia BefieHUs JIEKTPOHHON MEPENUCKU: TPEOOBAHUS K 3JIEKTPOHHBIM COOOIICHUSAM U
3EKTPOHHBIM JOKYMEHTaM

[IpaBuna aenoBoii nepenucku B OyMakHOM M 3JIEKTPOHHOM BHJIE.

[lpaBuna opranuzanuu paboThl C OOpalleHUSIMH TpaxJaH B TOCYIAPCTBEHHBIX
YUPEIKICHUSX.

[IpaBoBOE W JOKYMEHTAlMOHHOE OOECHeueHHe IpH YCTAHOBJICHUH, W3MEHEHUU H
pPacTOPKEHUHU TPYAOBBIX MPABOOTHOIICHUH.

[TpobreMbl oOecnieyeHHsT COXPAHHOCTH JOKYMEHTOB B IIPOLIECCE€ OMEPAaTUBHOTO U
apXMBHOT'O XpaHEHHsI IOKyMEHTOB.

[Tpo6sieMbl MpUMEHEHHS M UCIIOJIB30BAHUS PA3IMYHbIX (POPM PETUCTPALIUU JOKYMEHTOB.
Pernamenranuss pa®oThl CHEIUATUCTOB CIYXKObl JENONPOM3BOACTBA HAa OCHOBE
JOJIKHOCTHBIX MHCTPYKIHMM (Ha MpUMepe KOHKPETHOM OpraHu3alin)

Permamenrtanus TeXHOJOTMU pPAOOTHI C JOKYMEHTAMH HA OCHOBE COCTaBJICHHS
MHCTPYKIUU 10 JACJIONPOU3BOACTBY OpraHU3aIIH.

Ponpb nenonpounsBoauTens B ypaBieHUH CUCTEMON TOKyMEHTOOOOpOTa B OpraHU3aIIH.
Posnb opranu3anioHHBIX JOKYMEHTOB B CUCTEME YIIPABICHHS OpraHU3alneH.

Pomb CcOBpeMEHHBIX  3aKOHONATENBHBIX M HOPMAaTHBHO-TIPABOBBIX  aKTOB,
perIaMeHTHPYIONINX paBuiIa padoThl C JOKYMEHTaAMH B OPTaHU3aIUH.

CoBpeMeHHbIE MaTepUaTbHbIE HOCUTENN TOKyMEHTUPOBAHHOW HH(POPMALIUU
CoBpeMeHHbIE CTaHAAPTHI, MPUMEHsSEMbIE B cepe TOKYMEHTAIMOHHOTO oOecreyeHus
yTIpaBIICHHUS.

CoBpeMeHHbIE  TEXHUYECKHE  CpEJICTBAa  MpHUMEHseMble B  paboTe  CiIyXObl
JIeJIOTIPOU3BOICTBA.

CoBpeMeHHbIE TpeOOBaHMS K OpraHH3alMd M BEJCHUIO BOMHCKOTO Yy4eTa B KaJpOBOU
ciyxoe.

CocTaB 10KyMEHTOB, pErlIaMEHTUPYIOIINX ACSITEIbHOCTD CIIYKObI JI€JIONPOU3BOCTBA (Ha
npuMepe KOHKPETHON OpraHU3aIiH)

CnocoObl TOKyMEHTUPOBAHHUS U UX Pa3BUTHE.

CnocoObl  opranuzanuyd WHGOPMALMOHHO-CIIPABOYHOM  paboThl MO  JIOKyMEHTam
opranmzaruu. 61. TexHomorus pa3paboTKu u BBeieHUs B neiicTBue [lonoxeHus o ciyxoe
nenonpousBojictBa  62. TexHomorus cocTaBieHUss W o(opmieHUS oOmnMce Jen
CTPYKTYPHBIX IIOPA3/ICIICHUN.

VYuudukanus hbopm 1 coaepkaHusl JOKYMEHTOB U €€ 3aKkperuieHue B Tabene u AnpOome
dhopm opranuzanuu
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62. Yder aen MOCTOSHHOTO U JOJITOBPEMEHHOT'O XPAHEHUSI Ha OCHOBE COCTABJICHMS OIHUCEH
Ted.

63. Lenu, 3a1aun, GyHKIMU U TOPATOK pabOTHI SKCIIEPTHOW KOMHCCHUU OpraHU3aL|H.

64. DproHoMuyeckre TpeOOBaHMS K OpPraHU3alMM pabOYUX MECT CIEHHUAIUCTOB CIIYXKOBI
JIeTIOTIPOU3BO/ICTBA.

3.3 CtpyKTypa u cofepKaHue TUIIIOMHOrO MpoekTa (padoThl);

O06beM JUIIIOMHOTO MpoeKTa (padoThl) T0JKEH COCTaBIsATh He MeHee 30, Ho He Oonee 60
CTpaHHMII.

JuruioMHbId MPoeKT (paboTa) OMBITHO-MPAKTUYECKOTO XapaKTepa HMMEEeT CIEAYIOIIYIO
CIPYKTYpY:

- BBEJICHHE, B KOTOPOM pAaCKPBIBAIOTCS AKTYaJlbHOCTb TEMBI, (HOPMYITUPYIOTCS
KOMITOHEHTBI METOJIOJIOTMYECKOr0 ammapara: OOBeKT, MpeaMmer, mpobiema, Ielb, TUIoTe3a,
3a71auu paboThl, METOIBI U JIP.;

- TEOpeTUYeCKasi 4acTh, B KOTOPOH COAEPIKATCS TEOPETUIESCKHE OCHOBBI U3y4aeMOi
poOIEeMBI;

- NpaKTUYecKass 4YacTh, HAaIlpaBJICHHAass Ha peIIeHWEe BBIOPAHHOW MPOOIIEMBI,
BKJIIOYAIONIasl MPOEKTUPOBAHHE TEIarorHyecKor NesATeIbHOCTH, OMHCAHHE €€ pealu3alui,
OLIEHKY €€ pe3yJIbTAaTUBHOCTH.

- 3aKJII0YCHHE, B KOTOPOM COJEPKATCSl BBIBOJBI U PEKOMEHIAIIMH OTHOCHTEIHHO
BO3MO>KHOCTEH MPAKTUYECKOT'0 NPUMEHEHHUS TIOTYYEHHBIX PE3Y/IbTaTOB;

- Ooubmorpaduueckuii crucok (He MeHee 25 NCTOUHUKOB);

- MPUIIOKEHUE

JumnoMuelii  mpoekT (paboTa) OMBITHO-3KCIIEPHUMEHTAIBHOTO — XapakTepa HMeEeT
CJIEIYIOIYIO CTPYKTYPY:

- BBEJICHUE, B KOTOPOM PACKPBIBAIOTCS AaKTYaJIbHOCTh TEMBI, (POPMYIUPYIOTCS
KOMIIOHEHTBI METOJOJIOTHYECKOTO armapaTa: OOBeKT, MpeaMeT, mpoliemMa, Iellb, THII0TEe3a,
3a/1a4¥ pabOThI, METO/IbI, BO3MOXKHBI JIEMEHTHI HAYYHOW HOBHU3HBI U JIP.;

- TEOpeTUIecKasi 4acTh, B KOTOPOU COAEpKATCS TEOPETUUECKHUE OCHOBHI H3y4aeMoi
poOJIEMBI;

- IPAaKTHYECKasl YacTh, BKIIOYAOIIAs ONMUCAHHUE UCCIIeI0BAaHUS, IPOBEACHHOIO IS
MPOBEPKH THUIIOTE3bl, B KOTOPOW MPEACTAaBIEHBl IUIAH TPOBEICHHUS OKCIEPUMEHTA,
XapaKTePUCTHUKU METOJOB JKCIEPUMEHTAIBbHON paboThl, OCHOBHBIE JTallbl AKCIEPUMEHTA
(KoHCTaTHPYIOMKH, POPMUPYIOLTHIA, KOHTPOJIBHBIN), aHATH3 PE3yIbTATOB.

- 3aKJIIOYCHHE, B KOTOPOM COJIEPKATCsl BBIBOJBI U PEKOMEHIAIIMH OTHOCHTEIHHO
BO3MO>KHOCTEH MPAKTUYECKOT'O IPUMEHEHHUS TIOJTYYEHHBIX PE3yIbTaTOB;

- Ooubmorpaduueckuii ciucok (He MeHee 25 NCTOUHUKOB);

PUIOKEHNE

3.4. TTopsiiOK OLIEHKH pe3yabTaTOB IUIUIOMHOIO MPOEKTa (paboThl).

JIMIuTOMHBIN TTPOeKT (paboTa) MOUIeKHUT PEeLEH3UPOBAaHHIO. PErieH3eHTOM MOXeT OBITh
MIPEeTIo1aBaTellb APYroil 00pa3oBaTeIbHON OpraHU3aINH, PEATU3YIOIIEH IPOTrPaMMBI MOITOTOBKH
CHEUAJINCTOB CPeIHEro 3BeHa 1o crenuanbHocTH 46.02.01 JlokymMeHTallMOHHOE oOecrieueHue
yIpaBlIeHUs] W apXWBOBEACHUE, WIM TPaKTHUECKUe pabOTHUKM COOTBETCTBYIOUICH CQepsl
JESATENbHOCTH, HMEIOIINE OTIBIT PaOOTBHI.
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Peniensenty cnenyeT oOpaTuTh BHUMaHHE Ha:

- TIOJTHOTY ¥ TIIyOMHY PacCMOTPEHHS MPOOJIEMBI, COOTBETCTBYIOIIEH TeMe TUIUIOMHOTO
npoekTa (paboThl);

- 000CHOBaHHOCTb MO3HIIUHU aBTOPA;

- METOJIOJIOTHIO aHaJIu3a MPOOJIEMBI;

- 000CHOBAaHHOCTH BBIBOJIOB U PEKOMEHIAIHII;

- TPAaMOTHOCTH M3JIOKEHUS MaTepraa;

- opopmIIeHHE AUIITIOMHOTO IPOEKTa (PaboTHI).

Hapsiny ¢ MOnOXHUTENbHBIMM CTOPOHAMH JTUIUIOMHOTO TPOEKTa (paboThl) OTMEYAIOTCS
HEJOCTATKU. 3aMeyaHus JOJDKHBI HOCHTH KOHKPETHBIH XapakTep C YKa3aHHEeM HoMmepa
COOTBETCTBYIOIIEH CTpaHUIIbl TUIJIOMHOTO MpoekTa (paboTsl). B KoHIE peneH3nn yka3blBaeTcs
OIICHKA 32 TUTIJIOMHBINA MPOEKT (padoTy), mpeaaracMasi pericH3eHTOM.

B cooTBeTcTBUM € BBIIIEYKa3aHHBIMU TPEOOBAHUSAMU PEIICH3CHT B PELEH3UHN YKa3bIBAET
PEKOMEHIYEMYIO OLICHKY: «OTIIUYHOY, «XOPOLIO», «YIIOBJIETBOPUTEIHHOY,
«HEYJIOBJIETBOPUTEIBHO.

Pemenne o momycke K 3amuTe IUIIOMHOTO MpoekTa (paboThl) NMPUHUMAETCS Ha
OCHOBAaHHHM CJIEAYIOIIUX YCIIOBHIA:

- HAJIMYMA J01ycKa cTyaeHTa Kk [ A, yTBepKIeHHOT0 IPUKa30M TUPEKTOpa KOJUIeIKa;

- HAJIMYMS PELIeH31U Ha JUIJIOMHBIN POEKT (padoTy);

- HAJIM4MUs OT3bIBA HAYYHOTO PYKOBOJUTEINS O XO/I€ U KaUeCTBE BBHIMTOJIHEHUS AUIIIOMHOTO
npoekTa (paboThl);

- IPEJICTaBICHHOMN MEeYaTHON MepeIieTeHHON paboThl ¢ MPUIIOKEHUMH (B CiIydae, ecliu
OHH TIPETYCMOTPEHBI COJIEpKAHUEM pabOTHI);

- TIPEJICTaBJICHHON AJIEKTPOHHON Bepcuel paboThl ¢ MPUIOKEHUSIMHU (B CIydae, €CJId OHU
MIPEeIyCMOTPEHBI COJIEpKaHUEM PabOThI).

3.5 Tlopsi1oK OLIEHKH 3aIIUThI JUIUIOMHOTO MpoeKTa (paboThl).

Pemenue 00 oOleHKEe NMPHUHUMAETCS MO OKOHYAHWHU TPOLEAYpHI 3aIIUTHl BceX pador,
HaMeueHHbIX Ha JaHHoe 3acegaHue Komuccun [MA. OueHku mno pesyapTaTaM  3aluT
BBICTABJISIFOTCS Ha 3aKpbITOM yactu 3acenanust ' MA, Ha KOTOpOM MPUCYTCTBYIOT TOJBKO YJIEHBI
KomuccHd. Takxke JOMyCKaeTcsl y9acTue HaydHBIX PYKOBOIHMTEJCH M PEleH3eHTOB. Pe3ymbraThl
32T 0OPOPMIISIOTCS] COOTBETCTBYIOIIUM IPOTOKOJIOM.

O1eHKa BBICTABIISIETCS IO CIIEAYIOIIUM OMOPHBIM KPUTEPHSIM:

® AKTYaJTbHOCTh U MOJTHOTA PACKPBITHS UCCIEAYEMON TEMBL;

® KOMIIETEHTHOCTh B 00J1aCTH N30paHHON TeMbI; CBOOOHOE BIIa/ICHUE MAaTEpUAIIOM;

® [IPOyMaHHOCTh METOJOJIOTHH U arnrapara UCCIe10BaHMs;

e yMEHHE MPEACTaBUTh padOTy Ha 3allUTe, YPOBEHb PEUEBON KYIbTYpPbI, KYJIbTYpPbI
BBICTYIUICHHSI U BEJICHUS] HAYYHOT'O IMAJIOra;

® Ka4eCTBO MPEOCTABIIIEMbIX HATJISAHBIX MaTEPHAIIOB, IPE3CHTAIUY;

e coOroicHUE TPEOOBaHUH, TPEABIBIIEMBIX K CTPYKTYpE TUTITIOMHOTO MTPOEKTa (paboThI)
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