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IHosicHuTeALHAA 3aNINCKA
Pa3zgea 1. O0mue mojioxkeHus

Hacrosimas OITIOIT CIIO IHNICC3 no cneumansHocTH 46.02.01 JlokymeHTalnoOHHOE
o0OecrieueHUe yMpaBlIeHUS U AapXUBOBEAEHHE pa3paboTaHa Ha OCHOBE (enepabHOTO
rOCyJJapCTBEHHOI0 00pa30BaTeIbHOIO CTAHAAPTA CPEAHEro MPOQecCHOHATIbHOIO 00pa3oBaHUs
no crueruanbHocTH 46.02.01 JlokymMeHTaImoHHOE OOeCIeYeHUE YIPaBICHUS U apXUBOBEICHUE,
yrBepkaeHHoro Ilpukazom Munnpocsemenust Poccun ot 26 aBrycra 2022 r. Ne 778 (nanee —
dI'0C CIIO).

OIIOIT CIIO TIICC3 ompenensier 00beM U coepkaHue CpeaHero MpodeccHoHaATBEHOTO
oOpaszoBanus mo crnenuanbHocTH 46.02.01 JlokyMeHTannoOHHOE oOecrieueHue YIpaBICHUS U
apXUMBOBEJCHME,  pE3yJbTaThl  OCBOCHHS  00pa3oBaTENbHONM  MpPOTpamMMbl,  yCIOBHS
00pa30BaTeNbHON AEATENBHOCTH.

OIIOII CIIO ITICC3 onpeneneHa Kak KOMIUIEKC OCHOBHBIX XapaKTEPUCTHK 00pa30BaHUs
(o6beM, conepkaHue, IIIaHUPYEMbIE Pe3yJIbTaThl) U OpraHU3allMOHHO-TIEJarOTHYeCKUX YCIOBHIA,
KOTOPBIM NpencTaBieH B BUAE y4eOHOTO IUlaHa, KaJlleHJapHOTro y4deOHoro rpaduka, pabodmx
OporpaMM JUCHMIUIMH (MOIyJied), MHBIX KOMIIOHEHTOB, OIICHOYHBIX M METOAMYECKHUX
MaTepuasoB, a TakXke B BHUAE pabouell MporpaMMbl BOCHUTAHMS, KaJ€HIApPHOIO ILJIaHa
BOCITUTATEIHLHON paboTHI, (hOPM aTTECTAILINH.

1.2. HopmatuBHBIe ocHOBaHUs 11 pa3padotku OIIOIT:

— @enepanbHblil 3ak0H 0T 29 aexadps 2012 Ne 273-03 «O06 obpazoBanuu B Poccuiickoit
denepanuny;

— IIpuka3 Munnpocsemenuss Poccun ot 08 anpens 2021 r. Ne 153 «O06 yTBepkaeHun
[lopsinka pa3pabOTKH HPUMEPHBIX OCHOBHBIX 00pa3oBaTElIbHBIX IPOTPAMM  CPEIHEro
npoQecCHOHaIbHOI0 00pa30BaHMsl, IPOBEACHUS UX FKCIEPTU3bl U BEACHUS PEeCTpa IPUMEPHBIX
OCHOBHBIX 00pa30BaTeNIbHBIX MPOrPaMM CPEIHEro NMPo(ecCHOHATBHOT0 00pa30BaHUAY;

— IIpuxa3z Munnpocseuenus Poccun ot 26 aBrycra 2022 roga Ne 778 «O0 yTBepkaeHUH
(eneparbHOrO rOCYyIapCTBEHHOTO 00pa30BaTEIbHOIO CTaHIAPTa CPEIHET0 MPOQPeCcCHOHATHLHOTO
oOpazoBanus no cnenuanbHocTH 46.02.01 JlokymeHTanmoHHOe oOecnedyeHne yNpaBiIeHUs
U apXUBOBEJICHUEY;

— Ilpukaz MwunoOpHayku Poccum ot 17 wMas 2012 1. Ne 413 «O6
YTBEpPXKJIEHUHU (heiepalIbHOrO roCy1apCTBEHHOI0 00pa30BaTeIbHOIO CTaHAAPTA CPEIHEro O0IIero
00pa3oBaHUs;

— IIucemo Munnpocsemennus Poccunm ot 01.03.2023 Ne 05-592 «O HampaBiieHuun
pexoMeHaanui» (BMecTe ¢ PekoMeHAausaMu 10 peaan3aluy CpeiHero oomero oopa3oBaHus B
npejenax  OCBOGHHMs  00pa30oBaTENbHOM  MpOrpamMMbl — CPEQHEro  MpogeccroHalbHOTO
o0OpazoBaHus);

- IIpukas MunucrepcTBa [IPOCBEILECHUA Poccuiickoit denepanuu
or 24.08.2022 Ne 762 «OO6 ytBepxkaenun Ilopsinika opraHu3anud U OCYIIECTBICHHS
o0pa3oBaTeNbHOM  JA€ATETbHOCTH MO  OOpa3oBaTeNbHBIM  MporpaMmaM  CpPeIHEro
npodecCHOHAIBHOTO 00pa30BaHUNY;

— [Ipuka3 Munnpocsemenust Poccun ot 08 HosiOpa 2021 r. Ne 800 «O6 yTBepkaeHun
[Topsinka mpoBeneHUS TOCYJAapCTBEHHOM WTOTOBOW aTTeCTald 1o 00pa3oBaTelbHBIM
porpaMMaM CpeaHero NpoQeccuoHaIbHOro 00pa3oBaHU»;
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— [Ipuka3z Munoo6puayku Poccun Ne 885, Munnpocsemenust Poccuu Ne 390 ot 5 aBrycra
2020 r. «O mpaKTHYECKOH MOATr0TOBKE 0OyJaronuxcs» (Bmecte ¢ «[loaokeHneM o mpaKkTHIeCKOn
HOJTrOTOBKE 00YYarOIIUXCS»;

— Ilpukaz MuHuCTEpcTBa TpyJa W coOlMalbHOW 3anuThl Poccuiickoit ®enepanuu
or 15 wmrons 2020 r. Ne 333um (3apeructpupoBaH MMHHUCTEPCTBOM IOCTULMHU Poccuiickoit
Oeneparun 15 mrons 2020 1., peructpanmonHbiii  Ne  58957) «OO0  yTBepkaeHUU
npodeccuoHagbHOro crannapra «CrnenuanicT Mo OpraHu3aluOHHOMY U JTOKYMEHTAlMOHHOMY
00ecreYeHNIO YIIPaBIICHUS OpraHU3aueid;

— Ilpuka3 MuHucrepcTBa Tpyla M couuanbHoM 3amuTel Poccuiickoir ®enepanuun
or 18 mapra 2022r. Ne 140n (3apeructpupoBaH MuHHCTEPCTBOM IOCTHLIMU Poccuiickoi
Oenepann 21 ampenst 2022 1.,  peructpauuonubiii - Ne  63193) «OO0  yTBepKIaeHUU
npodeccuoHanbHOro cranfapra « CeluanucT apXxuBay.

— IIpuka3 MunucrepcrBa npocseiienus Poccuiickoit @enepanyu ot 14.10.2022 r. Ne 906
«O0 ytBepxnaenun Ilopsaka 3amosiHeHus, y4yeTa W BblIa4M JUIUIOMOB O CpPEJHEM
npodecCuoHAIbBHOM 00pa30BaHUU U MX TyOJUKATOBY;

—Jlokanbhbie akTel [ BIIOY PA «AIIK um. X. AnapyxaeBay:

— VYcraB I'BIIOY PA «AIIK nMm. X. AHapyxaeBay;

— IlonoxeHue o mopsike pa3pabOTKH, YTBEPKIACHHUS U aKTyaln3alul 00pa3oBaTeIbHbIX
nporpamMm cpemHero mpodeccuoHanbHOro obpasoBanus B [BIIOY PA «AIIK wum. X.
Anpapyxaeay, yTB. ipuka3zom gupekropa ['BITIOY PA «AIIK um. X. Anapyxaesay» ot 15.02.2024
Ne 30-0O;

— IlonoxxeHne o TeKylleM KOHTPOJE YCIEBAEMOCTH W NPOMEKYTOUHOH aTTecTaluu
ctyneHtoB B I'BIIOY PA «AIIK uMm. X. AnzapyxaeBa», yTB. npukazom aupekropa ['BIIOY PA
«AIIK um. X. AagpyxaeBa» ot 15.02.2024 Ne 30-0O;

— Ilonoxenue o mopsiiKe MPOBENEHUS TOCYNAPCTBEHHOM HTOrOBOM aTTeCcTaluu 110
o0Opa3oBaTeNbHbIM IpOrpaMMaM CpeAHEro Mpo¢eCcCHOHAIBLHOrO0 O0pa30BaHMs, YTB. NMPHUKA30M
nupektopa ['BIIOY PA «AIIK um. X. Aunpyxaeay ot 15.02.2024 Ne 30-O.

1.3. [Tepeuens cokpamienuii, ucnosb3dyeMbix B Tekcte OIIOIT CITO ITIICC3:

@I'OC CIIO — denepanbHblil TOCYIAPCTBEHHBIM 00pa30BaTeNbHbIM CTaHAAPT CPETHETO
npodeccrnoHanbHOT0 00pa30BaHNUS;

OK — 00111e KOMIICTCHINH;

[IK — npodeccruonanbHble KOMIETEHIINH;

[1KB — nmpodeccuonanbHble KOMIIETEHIMH (BapUaTHUBHAs YacTh)

CI' — conmanbHO-TyMaHUTAPHBINA LIUKJT;

OII — o6menpodeccroHanbHbBIN ITUKIT;

IT — npodeccrnonanbHbII LUK,

MJIK — MexauCUUIIIIMHAPHBIA KYpC;

IIM — npodeccruoHanbHbIN MOTYIb;

OII — oOmenpodeccuoHanbHast IUCHUIUINHA;

OJ1b — oGmieoOpa3oBarenbHbIE 0a30BBIC TUCIIUTLIAHEI;

OJII — o6meo6pazoBaTenbHbIC MPOPUIBHBIC TACIIUTLTAHEI;

M/IK — MexaUCIUIUIMHAPHBIN KYPC;

I3 — neMOHCTpallMOHHBIN YK3aMEH,;



I'MA — rocynapcTBeHHast UTOrOBasi aTTECTALIUS;
[IMH — npoeccroHaIbHBIA MOJYJIb 10 HAIIPABICHHOCTH;

3 — 9K3aMeH;

N3 — nuddepeHnnpoBaHHbIN 3a4eT;

3 —3ayer;

KD — sk3ameH 1o npodeccuoHaIbHOMY MOTYJTIO.

Pasnen 2. O0mas xapakTepucTHKa 00pa30BaTe/bHOMH MPOrpaMMbl

KBanudukanus, mnpucBanBaeMas BBIIYCKHUKAM  0O0pa30BaTE€IbHOW  MPOTrpamMMBbl:
Crienuaiuct 1o JOKyMEHTallMOHHOMY OOECIIeUeHUIO YIPaBIeHHs U apXUBHOMY JIEIy.

BoinyckHuk 00pa3oBaTenbHONM MpOrpaMMmbl 10  KBIU(UKAIMKM — «CIEUUATUCT IO
JOKYMEHTAIlMOHHOMY OOECIEeUEHHUIO YIPaBICHUS U apXUBHOMY JIEIy» OCBauWBaeT 00IIUE BUIbI
JESATEIIBHOCTH:

- OOCYH.[CCTBHGHI/IG OpPraHru3allMOHHOTO MW JOKYMCHTAIIMOHHOTO obOecreyeHns
ACATCIIBHOCTH OpraHU3alun;

- Opranu3zanusi apXxuBHON pabOThI MO TOKYMEHTaM OpPTraHU3alMN pa3IudHbIX GopM
COOCTBEHHOCTH;

— Opranu3zaius apXxuBHOK pabOTHI IO IOKyMEHTaM OpPTaHU3AlMNA Pa3TuIHbIX (HOpM
COOCTBEHHOCTH.
®opmbl 00yUeHUS: OYHAS.

O0beM 00pa3zoBaTenbHOW MPOTPAMMBI, peanu3yemMoil Ha 0a3e cpegHero oOmero
oOpazoBanust 1o kBanu@ukanuu: CHeNUATUCT MO0 JOKYMEHTAMOHHOMY 00€CIeYeHHIO
YIPABJIEHUS U apXUBHOMY Jeily —2952 akaleMHYeCKHX Jaca.

O0bemM 00pa3oBaTENbHOM MPOTpPaMMBI, pealn3yeMol Ha 0a3e OCHOBHOTO 0OIIero
o0Opa3oBaHMsl, BKIIIOYas MOJIy4YeHHe cpeiHero obmero ooOpa3zoBanus: 4428 akaJeMUUYECKIX YacoB,
co cpokoM oOydenus 2 rona 10 mecsies.

Pasnen 3. Xapaktepuctuka npogeccnoHaJIbHOI 1esiTeIbHOCTH BbIYCKHUKA
3.1. Obnacts npodecCUOHATBLHONU N1EeATENbHOCTH BBIMYCKHUKOB: 07 AIMHUHHCTPATUBHO-

ynpaBiieH4YecKast 1 opuCHas 1eATeIbHOCTb.
3.2. CooTBETCTBHE BUIOB ACSITENLHOCTU MPO(HECCHOHATBHBIM MOAYJISIM:

HaumenoBaHue BUJI0B JI€TEIbHOCTH HaumeHoBaHue npodeccHoHATbHBIX
MonyJen
1 2
Bungpl gesarenbHOCTH
Ocy1iecTBIEHHE OPTaHU3ALHMOHHOIO U TOKYMEHTAllHOHHOT'O [IM.01 OcymectBrieHue
obecrieueHus JesITENPHOCTH OpraHN3allin OpraHU3aAIMHOHHOTO

U JOKYMCHTAlUOHHOT'O obecneyeHus
ACATEJIBHOCTH OpraHu3annu

OpraHuzarus apxXuBHOM padoTHI 0 MoKyMeHTaM opranm3aruii | [IM.02 Opranuzarus apxXuBHOMN
pasauYHBIX GOPM COOCTBEHHOCTH paGOTHI O JOKYMEHTaM




OpraHu3alri pa3IHYHBIX HOPM
COOCTBEHHOCTH

OcBoeHrEe BHIOB pa0OT IO OJTHOM MIIM HECKOJIBKAM
npodeccusiM pabovmx, TOJKHOCTIM CITYKAIIUX

IIM.03 OcBoeHue BHIOB pabOT 1O
OJTHOM HMJIM HECKOJIBKHM IpodeccusiM
pabounx, TOMHKHOCTSIM CIyXKAIIuX —
HenonpousBoaurenn

Pa3nen 4. Pe3yabTathl ocBoeHNs 00pa3oBaTeIbHOI NPOrpaMMbl

4.1. O0mue KOMIETEHIUU

Kon
KOMIIETCHIIMHA

®opmyMpoOBKa
KOMIIETCHIIUH

3HaHMsA, yYMEHUs

OK 01

Bri6upats ciocoOb1
pereHus 3a1a4q
npodeccruoHaIbHOM
JeSITeTTbHOCTH
NPUMEHUTEIBHO K
Pa3INYHBIM
KOHTEKCTaM

YMeHus: pacrno3HaBaTh 3a/1a4y H/UIH IpodiieMy
B IIPO(heCCHOHATILHOM /MU COLUATIbHOM
KOHTEKCTE; aHaJIM3UPOBATh 3aJauy W/Win
po0JIeMy U BBIIENATH €€ COCTaBHbIE YacTH;
OTIpeNIeNISATh ATAIlbl PEIICHUS 3a]a4u; BBIABIATH U
3¢ (EeKTUBHO UCKATh HHPOPMALHIO,
HEOO0XO0IMMYIO JUIsl PELIeHUs 3aau U/ WiIH
pO0OJIEMBI; COCTAaBIISITh IJIaH IEHCTBUS;
OTIpeNieNATh He0OX0IMMbIE PECYPChI; BIIAIETh
aKTyaJbHBIMH METOJJaMH PaOOTHI B
npodecCHOHATBLHON U CMEXHBIX cepax;
peaJn30BbIBaTh COCTABICHHBIN IUIaH; OLIEHUBATh
pe3yJbTaT U MOCIEACTBUS CBOUX JeHCTBUI
(caMOCTOSATENBHO WM C MTOMOLIbI0 HACTABHUKA)

3HaHUs: aKTyaJIbHBIN MPOdeCCUOHATBHBIN 1
COHH&HBHBIfI KOHTCKCT, B KOTOPOM IMPUXOJUTCA
paboTaTh U KUTh; OCHOBHbIE HCTOYHUKHU
UH(POPMALIMU U PECYPCHI JUIs PELICHHUs 3a1a4 1
npo0seM B TpoeCCHOHATIBHOM W/HUITH
COIMATTLHOM KOHTEKCTE; aITOPUTMBI
BBITIOJTHEHHSI pa0OT B MPO(HEeCCHOHATLHON 1
CMEKHBIX 00JIaCTsIX; METO/IbI pabOTHI B
po¢eCCHOHAIBHON U CMEXKHBIX cepax;
CTPYKTYpY ILIaHA IS PEIIESHUS 3a0a4; IIOPAIOK
OILICHKH Pe3y/IbTaTOB PELICHUS 3a7a4
pohecCHOHALHOM IeATETbHOCTH

OK 02

Ucnonb3oBath
COBpPEMEHHBIE CpPE/ICTBA
MOMCKa, aHaJIu3a u
HMHTEPIIpeTaluu
uH(pOopMaluu U
nH(GOpPMaIMOHHBIE
TEXHOJIOTHH JIJIsI
BBITIOJTHEHHUSI 3a/1a4
npodecCuoHAIbHON
JESITEIbHOCTH

YMenust: onpeaensaTh 3a0a4u A1l TOUCKa
MH(POPMALIUY; ONIPEENIATh HEOOXOJUMbIE
MCTOYHUKU UH(POpPMALIUK; TUIAaHUPOBATh MTPOLIECC
MIOUCKA; CTPYKTYPHUPOBATH MOIy4aeMyIO
nH(pOpMaLMIO; BBIAEIATH HanboJIee 3HAYMMOE B
nepevyHe MHPpOpMaluK; OLleHUBATh
MIPAKTUYECKYIO0 3HAYUMOCTDb PE3yJIbTaTOB
NoucKa; o(popMIIATh pe3ybTaThl OUCKA,
MPUMEHSTh CPEeICTBA MH(OPMALIMOHHBIX
TEXHOJIOTUH U1 peleHns NpodecCHOHATbHBIX
3aJ1a4; UCII0JIb30BaTh COBPEMEHHOE




IporpaMMHOE 00ecieueHHe; NCTI0Ib30BATh
pa3nuuHbIe IU(POBBIE CPEACTBA JUIS PEIICHHS
npodeccOHaIbHBIX 3aj1au.

3HaHUSA: HOMEHKIIATypa WHPOPMAIMOHHBIX
MCTOYHHKOB, TPUMEHSIEMBIX B
poeCCHOHATBHOMN eATEIIEHOCTH; TIPUEMBI
CTPYKTYpHpOBaHHs HHPOpMAIHMU; GopMaT

o opMIICHHS Pe3yJITATOB IMOMCKA HHPOPMAITUH,
COBpEMEHHBIE CPE/ICTBA U YCTPOHCTBA
MHPOPMATH3ALNY; TIOPAOK UX IPUMEHEHHS U
porpaMMHOE oOecrieueHre B
poeCCHOHATBLHOMN IEATEIIEHOCTH B TOM YHCIIE
C MCIOJIb30BaHUEM LU(PPOBBIX CPENICTB.

OK 03 IInanupoBats 1 YMeHusi: onpenensaTh akTyaabHOCTh
pealin30BbIBaTh HOPMAaTUBHO-TIPAaBOBOW JJOKYMEHTAIlUHU B
COOCTBEHHOE npodeCCUOHATBLHOMN 1eATEIIbHOCTH; IPUMEHSTh
npodeCCuoOHAIBHOE 1 COBPEMEHHYIO HAYYHYIO MPO(ECCUOHATBHYO
JMYHOCTHOE Pa3BUTUE, | TEPMUHOJIOTHIO; ONPEACATh U BEICTPAUBATH
MPEIPUHUMATEIBCKYIO | TPAEKTOPHH MPO(PECCUOHAIBHOTO Pa3BUTHS U
NesITeIbHOCTD B camM0o00pa30BaHus; BBISBIATH JOCTOUHCTBA U
npodeccuoHanbHOM HEJO0CTaTKU KOMMEPUYECKOH HJIen; IPEe3eHTOBATh
cdepe, UCIIOTB30BaATh UJIeU OTKPBITUS COOCTBEHHOTO Jieja B
3HaHMS 110 PUHAHCOBOM | MPOQeCCHOHANTBHON MEATeTLHOCTH; OPOPMIIATH
IPaMOTHOCTH B Ou3Hec-IJIaH; paCCUYUTHIBATH pa3Mephl BBIIIIAT
Pa3IMYHBIX KU3HEHHBIX | [0 MPOIIEHTHBIM CTaBKaM KpeIUTOBaHUS;
CUTYAIHSIX. OTpeNieNATh UHBECTUIIHOHHYIO

MIPUBJIEKATEILHOCTh KOMMEPUECKUX Ul B
paMKax npoQecCuoHaNbHOMN NesTeTbHOCTH;
MIPE3EHTOBATh OM3HEC-H/ICI0; ONIPEEIISTh
UCTOYHUKU (PMHAHCUPOBAHUS
3HaHuA: coep)KaHNe aKTyaJIbHOH HOPMaTHBHO-
MIPaBOBOM JOKYMEHTAIIMH; COBPEMEHHAs
Hay4Has U podeccuoHanbHas TEPMUHOIOTHS;
BO3MOJXKHBIE TPAEKTOPUHU TIPO(HECCUOHATTLHOTO
pa3BUTHS U caMO00pa30BaHuUs; OCHOBBI
MpeIPUHUMATEIbCKOM 1eATeTbHOCTH; OCHOBBI
(MHAHCOBOW TPAMOTHOCTH; ITPaBHJIa Pa3padOTKU
OM3HEC-TIJIAaHOB; MOPSIIOK BEICTPAUBAHUS
NPe3CHTAINN; KpeIUTHbIE OAaHKOBCKHUE
MPOIYKThI

OK 04 O¢pdexTruBHO YMeHusi: OpraHu30BbIBaTh PA0OTy KOJJICKTHBA

B3aMMOJIECTBOBATEL U
paboTaTh B KOJUICKTUBE
A KOMaHe

¥ KOMaH/1bl; B3aUMO/IECTBOBATh C KOJUIETaMH,
PYKOBOJCTBOM, KIIMEHTaMH B XOJI€
npodeccuoHaNbHOM e TeNbHOCTH

3HaHHuA: TICUXO0JIOTHYECKHE OCHOBEI
JACATCIIBHOCTH KOJIJICKTHBA, IICUXOJIOTUNYCCKUC
0COOEHHOCTH JINYHOCTH; OCHOBBEI HpOCKTHOﬁ
JACATCIIbHOCTH




OK 05

OCyHIeCTBIATh YCTHYIO
U TUCHbMEHHYIO
KOMMYHHKAITUIO Ha
roCyAapCTBEHHOM
s3b1ke Poccuiickon
denepalyu ¢ yueTom

YMeHusi: rpaMOTHO U3JaraTh CBOM MBICTH U
0(OPMIISITh JOKYMEHTHI 110 MpodeCCHOHATBHON
TEMAaTHUKE Ha TOCYIapCTBEHHOM S3BIKE,
MPOSIBIISATH TOJEPAHTHOCTH B pabouem
KOJUJIEKTHBE

ocobeHHOCTEH 3HaHus: 0COOCHHOCTH COIMAIBHOTO U
CONMAaJIbHOTO U KYJIBbTYPHOTO KOHTEKCTA; MpaBuiia 0(hopMIICHUS
KYyJIbTYpHOI'O JIOKYMEHTOB U IIOCTPOEHUS YCTHBIX COOOIIEHUI
KOHTEKCTa
OK 06 [IposiBisITH YMeHMsI: ONIMCBIBATh 3HAYMMOCTD CBOEH
rpaxaaHCKO- CHEIHUAIILHOCTH; IPUMEHATH CTaHIaPThI
NaTPUOTUYECKYIO AHTUKOPPYILIMOHHOTO MOBEACHUS
TIO31LHIO, 3HAHMSA: CYIIHOCTh TPAXKIAHCKO-
ACMOHCTPHPOBATD NIATPUOTHYECKOM TTO3UIMH, OOLIEYETOBEIECKUX
OCO3HAHHOC ITOBCACHHUC [EHHOCTEH; 3HAYNMOCTh TPO(PECCHOHATIBEHON
Ha OCHOBC JESTENBHOCTH 10 Mpodeccuul (CIenuanbHOCTH);
TpaZnItHOHHBIX CTaHJAPTHl AaHTUKOPPYIIIIMOHHOTO TTOBEJCHUS 1
06mequOuBequKHX MOCJIE/ICTBHS €T0 HAapYILIEHUs
LIEHHOCTEH, B TOM
YUCJIE C YUYETOM
rapMOHH3AIUU
MEKHAIIMOHAIBHBIX U
MEXKPETUTHO3HBIX
OTHOIIICHHUH,
MPUMEHSTh CTaHIAAPTHI
AHTUKOPPYNIIMOHHOTO
MOBE/ICHUS
OK 07 CogeiicTBOBaThH YMeHus: cobar01aTh HOPMbI SKOJIOTHYECKOM
COXPaHEHHUIO 0€30M1acCHOCTH; ONPEEIIATh HAIIPABIICHUS
OKpYXKarollel cpebl, pecypcocOepexeHus B paMKax
pecypcocOepekeHHIO, poeCCUOHAIBHON JEATETLHOCTH 110
MPUMEHSTh 3HaHUS 00 | CIIEIUAIBHOCTH OCYIIECTBIISTH paboTy ¢
M3MEHEHUU KJIuMarTa, coOII0ICHUEM MTPUHIIMIIOB OEPExIINBOTO
MIPUHIIUIIBI MIPOM3BOJICTBA; OPraHU30BHIBATH
OepeKITUBOTO PO ECCUOHABHYIO IEITEILHOCTD C yU€TOM
MIPOU3BO/ICTBA, 3HaHUU 00 U3MEHEHUU KIMMATUYECKUX YCIOBUN
3¢ (HeKTUBHO peruoHa.
ACHCTBOBATD B 3uaHus: NpaBUiIa SKOJOrHYECKOH 6e301acHOCTH
PC3BRITAMHBIX IIPU BEJEHUH NPO(ECCHOHATBHOM
CHTyalllsx JeATeNLHOCTH; OCHOBHBIE PECYPCHI,
3aJIefiCTBOBaHHbIEC B POPECCUOHATHLHON
JESITEIbHOCTH;, IIyTH O00ecTeueHust
pecypcocOepexeHns; TPUHIUITBI OEPEXKINBOTO
IIPOM3BOJICTBA; OCHOBHBIEC HAIIPABIICHUS
M3MEHEHUS KIIMMAaTUYECKUX YCIOBHUI peruoHa.
OK 08 Hcnonb3oBath YMeHus: UCII0JIb30BATh (PU3KYJIBTYpPHO-

cpencTBa (pU3NYECKOi
KYJIBTYPBI JJIst

O3JOPOBUTCIIBHYIO ACATCIIBHOCTD IJIA
YKPCIJICHUSA 300POBbA, JOCTUKCHU S )KU3HCHHBIX
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COXpaHEHHUs U

YKpEeIIeHUs 3J0pOBbS B

U Ipo(hpecCUOHANBHBIX 1IEJIeH; MPUMEHATh
palMOHaJIbHBIE IPUEMBI IBUTATEIbHBIX

npoiiecce GyHKIMIA B TPO(ECCHOHANBLHOMN IESTeIbHOCTH;
npodecCuoHAIbHON MOJIB30BATHCS CPEACTBAMHU MPOPUITAKTUKHI
JeSITEIIbHOCTH U NepeHANPSHKCHUS, XapaKTEPHBIMU IS TaHHON
TOJIePIKaHUS CHEIUATBHOCTH
HeO6X°HHMPFO YPOBHA | 3ganmsa: pons Gusuueckoil KyIbTyphl B
(usmaeckoit 00IIEKYJIbTYPHOM, MPOPECCHOHATHEHOM U
TIOATOTOBICHHOCTH COLMAIEHOM Pa3BUTUH YEJIOBEKA; OCHOBBI
3I0pOBOT0 00pa3a >KU3HU; YCIOBHS
npoeCCUOHATTLHOMN EATEIILHOCTH M 30HBI PUCKa
(U3NIECKOTO 3T0POBBS ISl CIICIIHATTLHOCTH,
CpeICcTBa MPOPUIAKTUKY TIepEHANPSHKSHUS
OK 09 [Tonb3oBaThcs YMeHus: TOHUMATH OOIIUN CMBICIT YETKO
npodeCcCHOHATHLHON MIPOM3HECEHHBIX BHICKA3bIBAaHHUI HA U3BECTHBIC

JIOKYMEHTalUe Ha
rOCyJJapCTBEHHOM U

HHOCTPAHHOM A3bIKax

TeMbl (podeccuoHaNbHbBIE U OBITOBBIE),
IIOHUMAaTh TEKCThI Ha Oa30BbIE
npodeccCUOHATbHBIE TEMBI; yYaCTBOBAThH B
Jaorax Ha 3HakoMble 001ue 1
npo¢eCCUOHATBLHBIE TEMBI; CTPOUTDH POCTHIE
BBbICKa3bIBaHUs O ce0e U 0 CBOEH
npo¢eCCUOHATBLHOM 1eATEIbHOCTH; KPAaTKO
000CHOBBIBATh U OOBSICHATH CBOU IEUCTBUSA
(Texylue U NIaHupyeMble); MUCATh IPOCTHIE
CBSI3HBIE COOOIIECHHS HA 3HAKOMBIE WU
MHTEpeCYIOIIHe NPopeCcCHOHATBHBIC TEMBI

3HaHUA: IPaBHJIa IIOCTPOCHUS MPOCTHIX U
CJIOXKHBIX TPEITIOKCHUN Ha MPOPECCHOHATTbHBIE
TEMBbI; OCHOBHBIE O0IICYIOTPEOUTEITHHBIC
riaroJisl (ObITOBast M Mpo(hecCHoHAIbHAS
JIEKCUKA); JIEKCUUYECKUI MUHUMYM,
OTHOCSIIITUICS K OMIMCAHUIO MPEIMETOB, CPECTB
U TIPOLIECCOB MPOPECCHOHATBHOMN IEATEIbHOCTH;
0COOCHHOCTH MPOU3HOIIICHUS; TPABHIIA YTCHHS
TEKCTOB PO ECCHOHATFHON HANPaBIEHHOCTH

4.2. IIpodeccnonabHbIE KOMITETCHIINH

Kon u
Buabl
HAaNMMEHOBaHHE Iloka3aTenu ocBOCHHS KOMIIETEHIIUH
AeTeJIbHOCTH

KOMIIeTEHIIHH
OcymiecTBieHne K 1.1. HaBbiku
OpraHu3aiuoHHOro | OCymecTBIATh MOJTy4eHHUs1 He00X0UMO nH(pOpMaLuu U
54 npuéM-nepenaqy nepenay CaHKIIMOHUPOBAHHOW HH(pOpManuu ¢
JIOKYMEHTAIMOHHO | YIPaBICHYECKOM UCIIOJIb30BAHUEM CPEACTB UH(POPMALMIOHHBIX U
ro obecneueHus uHpOpMALMU KOMMYHUKAIMOHHBIX TEXHOJIOTUI

C MOMOLIbIO CPCACTB

YmMmenuns:

11




NEeSATETbHOCTH
OpraHu3aluu

UH(OPMALIMOHHBIX

"
KOMMYHHKAITHOHHBIX
TEXHOJIOT Ui

UCIIOJIL30BaTh CPEJICTBA MH(POPMAITMOHHBIX U
KOMMYHHKAITUOHHBIX TEXHOJIOTHHA TSI
MIOJTYYCHHS U TIepeiau HHPOPMAIINH;

BECTH U UCIIOJIb30BaTh B paboTe a3y
KOHTaKTOB OpPTaHU3AIIHH;

BECTH YUETHBIC PETUCTPAIMOHHBIE (JOPMBI,
HCIOJIb30BATh UX JUIsI HH(POPMAIIHOHHOM
paboThl U pabOTHI IO KOHTPOJIFO UCTIOTHEHUS
MOPYYECHUH;

yCTaHABIMBATh U MOJICPKUBATH
KOMMYHHKAITUH B POIIECCE JEIOBOTO OOIIEHUS
C TIOMOIIBIO CPEICTB NH(DOPMAIIMOHHBIX H
KOMMYHHKAITMOHHBIX TEXHOJIOTHIA;,
CTJI&KUBATh KOH(QJIMKTHBIC U CIIOXKHBIE
CUTYallMU MEKITUYHOCTHOTO B3aMMOICHCTBUS;
COOIOATh CITY)KEOHBIN ITHUKET;
obecreunBaTh HHGOPMAITMOHHYIO
0€30MacHOCTb JCSITEITbHOCTH OPTaHU3aIUH.

3HaHu:

HOpPMAaTHUBHBIE TTPAaBOBBIE aKThl Poccuiickoi
Oenepanuu B chepe HHPOPMAIIMOHHBIX U
KOMMYHHKAIIUOHHBIX TEXHOJIOTHIA;
CTPYKTypa OpraHu3aiu, e€ 3a1auu U QyHKIIHH,
IIpaBuJia MPOBECHUS JI€JIOBBIX [1EPETOBOPOB;
ATHKA JETI0BOTO OOILIEHMUS;

MpaBUjIa PEUEBOro ITUKETA;

MpaBujIa MOAEPKAHUS U Pa3BUTHSA
MEXJIMYHOCTHBIX OTHOIICHUH;

TpeOOBaHUsI OXPAHBI TPY/Ia.

K 1.2.
Koopaunuposats
paboTy mprueMHON
PYKOBOAMTEIISA, 30H
npueMa pa3aIuyHbIX
KaTeropui
ITOCETUTENEN
OpraHu3aINH

Hasbiku

KOOpJAMHAIMK PabOThl IPUEMHON PYKOBOIUTEIS
U 30H IIpuéMa pasIu4HbIX KaTeropuin
IIOCETUTENIEN OPraHU3aluU

Yvennsn:

BCTpeYaTh NOCETUTEIIEH, OJIyYaTh NEPBUYHYIO
MH(POPMALIMIO O MMOCETUTENAX, YCTaHABIUBATD
MOPSIIOK MPUEMA JUIS PA3IIMYHBIX KaTEropui
MOCETHUTEIIEH;

BECTH YUYETHBIC PETHCTPALIMOHHBIE (POPMBI TIO
npuéMy moceTuTeneld u opopMIIATh IPOIMYCKa;
BECTH IIPUEM, IIEpelady U OTIIPABKY
JIOKYMEHTOB;
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NEeSATETbHOCTH
OpraHu3aluu

OpPTraHU30BBIBATh U OPOHHUPOBATH MIEPETOBOPHEIE
KOMHATBI;

CEepPBUPOBATh YaiiHbIe (KOGEHHBIE) CTOJIBI B
oduce;

MIPUMEHSTH B paboTe cpecTBa
WH(OPMAIMOHHBIX H KOMMYHHUKAITMOHHBIX
TEXHOJIOTHI;

MIPUHUMATH MEPHI IO COXPaHEHHIO
KOH(UISHIHATbHON HH(pOpMaLK B X0/
puémMa IOCETUTEIICH.

3HaHus:

HOPMAaTHUBHBIE ITPABOBbIE aKThl Poccuiickon
®deneparnyu 1o 3ammre HHGOpPMaILUU U padoTe
C oOpalleHUsIMH TpaX/iaH;

CTPYKTYypa OpraHU3alMK U paclpeeiICHue
GyHKIUN MEXIY CTPYKTYPHBIMU
MOAPAa3ACICHUSIMHU U CHEIUAINCTAMM;
MpaBujIa OpraHU3aluK MpUéMa MoceTUTeNeH;
STUKET U OCHOBBI MEXKTyHAPOTHOTO TTPOTOKOJIA;
ATHKA JETI0BOTO OOIICHHUS;

MpaBUjia PEUEBOro ITUKETA.

IpaBWJia CEPBUPOBKU YaitHOTO (KOQeitHOoro)
CTOJIa;

TpeOOBaHUsI OXPAHBI TPY/Ia.

IIK 1.3. Baagets
HaBBIKAMU
TJITAHUPOBAHUS
paboyero BpeMeHu
PYKOBOIUTENA U
cekperaps

HaBbiku
MJIaHUPOBaHUS pabovyero BpeMeHn
PYKOBOJUTENS U paboyero AHs ceKpeTaps

Ymenus:

BBIOMPATh (POPMBI TUTAHHUPOBAHUS B O(DOPMITSITH
TUTAHUPOBIIUK (OpraHaiizep) pyKOBOAUTENS U
CeKpeTapsi;

YCTaHABJIMBATH LEJTH, OTIPEICIIATh
MIPHOPUTETHOCTHh W OYEPETHOCTH BBITOJIHCHUS
pabot u 3¢ PeKTUBHO pacnpenensaTh padbouee
BpeMS;

COTJIACOBBIBATh BCTPEYH U MEPOIIPUATHS U
BHOCHUTH HH(POPMAIINIO B TUIAHUPOBIIUK
(opranaiizep);

UH(OPMUPOBATH PYKOBOIUTEIS O
MpUOIKEHUN BPEMEHH U PEeTJaMeHTe
3aIIaHUPOBAHHBIX BCTPEY M MEPOTIPUSATHUH;
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NEeSATETbHOCTH
OpraHu3aluu

BBIOMPATH ONTHUMAJIBHBIE CITOCOOBI BHELITHETO U
BHYTPEHHET0 HH(POPMUPOBAHUS O
IUTAHUPYEMBIX MEPOIIPUATHSAX;

obecrnieunBaTh HHHOPMALIMOHHYIO
0€30MacHOCTb JeSTEILHOCTH OpTaHN3allUY;
IIPUMEHSTH B paboTe cpecTBa
MH(POPMAIIMOHHBIX 1 KOMMYHHUKAITMOHHBIX
TEXHOJIOTUH.

3HaHu:

HOPMAaTHUBHBIE MPAaBOBbIE aKThl Poccuiickon
®denepanuu B chepe MHPOPMAITMOHHOM
0€e301aCHOCTH;

CTPYKTypa ¥ crienuduka OCHOBHON
NEeSTeTbHOCTH OPraHU3allnu;

OCHOBBI YIIPaBJICHUS] BPEMEHEM;

MIpaBHJIa MPOBEEHUS JI€JIOBBIX I1EPETOBOPOB;
9THKA JCIOBOTO OOIIECHUS,

TpeOOBaHUs OXPaHBI TPYA.

[IK 1.4.
Ocy1iecTBiIsITh
MOJITOTOBKY JICTIOBBIX
MOE3JI0K
PYKOBOJIUTEIIS

U IpYTHX
COTPYJIHUKOB
OpraHH3aIiH

HaBbiku
OpraHMu3alfy JEJIOBBIX MOE310K PYKOBOAUTENS
U JIPYTUX COTPYAHUKOB OpraHU3aluu

Ymenus:

COCTaBJIATh U OOPMIISITH JOKYMEHTBI JJIs
JICJIOBBIX IIOE3/10K;

OCYIIECTBIIATH TPEBEI-NIOAEPKKY JENOBBIX
MOE3/0K;

COTJIaCOBBIBATh C IPUHUMAIOLIEH CTOPOHOMN
IIPOTOKOJI TUTAHUPYEMBIX MEPOIPUITUN U
(bopMHpPOBATh IPOrpaMMy JI€JI0BOW MOE3IKHU;
HCIOJb30BATh CPEACTBA HHPOPMALIMOHHBIX U
KOMMYHMKAIIMOHHBIX TEXHOJIOTUH JIsI
obecrieyeHns: B3auMOJICHCTBHSA C
PYKOBOJUTENIEM BO BpPEMs €ro JeI0BOM
MOE3/KH;

0o(opMIIATH OTUETHBIE JOKYMEHTHI O J1€J0BOM
MOE3JIKE.

3HaHud:

HOpMAaTHBHBIC MPAaBOBBIC aKThl Poccuiickoi
®denepanyu B chepe opraHuzanuu JeI0BOM
MOE3IKH;

MOPSIIOK MOJTOTOBKHU M IOKYMEHTUPOBAHUS
JIEIIOBOM TTOC3/IKH;
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WHTEPHET-PECYPCHI JIsl OCYIIECTBICHUS
TPEBEN-TIOIJICP>KKHU JEIOBBIX TOE3/0K;

ATUKET U OCHOBBI MEXIyHAPOJAHOTO IPOTOKOJIA;
ATHKA JETIOBOTO OOIICHHUS;

TpeOOBaHUS OXpaHBI TPY/Ia.

IIK 1.5. Bnanets HaBbikn
criocobamu OpTraHU3aI|K U TOICPIKAHHSI
OpraHu3aluu (YHKIIMOHATBEHOTO Pabovyero mpoCcTpaHCTBA
pabodero Ymenns:
fipoctpancpa OpraHu30BLIBATH paboyee MECTO B
[IpUCMHOM 1 COOTBETCTBHH
KabuHera C TpeGOBAHUAMU SPrOHOMUKH U KYJILTYphI
PYKOBOJIUTEIIS TpyIa;
obecrieurBaTh paboyee MECTO U
(byHKIIMOHATBEHOE paboyuee MPOCTPAHCTBO
HEOOXOUMBIMHU CPEACTBAMHU OPraHU3allMOHHOMN
TEXHUKH, MEOEITBIO U KaHIIEIAPCKUMU
MIPUHAIICKHOCTSIMU;
MOJIICP’KUBATH CPEJICTBA OPraHU3AIIMOHHON
TEXHUKU
B pabodeM COCTOSTHUMU.
3HaHusa:
TpeOOBaHMUs OXPaHbI TPY/Ia, IPOU3BOACTBEHHON
CaHWUTAPUH, TPOTUBOIIOKAPHOM 3aIUTHI;
OCHOBBI TIPAaBUIILHOW OpraHU3alluy TPyAa U
METO/IbI TOBBIICHHS ero 3()heKTUBHOCTH;
BUJIbl OPTaHU3AIIMOHHON TEXHUKH U TIOPSIIOK
paboTHI C HEM.
[IK 1.6. Hasbiku
OcymecTBiATh OpraHu3alyy IIOATOTOBKM M IIPOBEACHU:
paboty o KOH(EPEHTHBIX MEPONIPHUATHI, OOECTICUSHUS
MOJITOTOBKE HHGOPMAIIMOHHOTO B3aUMOICHCTBHUS
U TIPOBCICHUIO PYKOBOAUTEISI C IOAPA3ACIICHUIMU U
KOH(EPEHTHBIX JOJDKHOCTHBIMU JIMIIAMH OPTaHU3aluU
MEPOIPUATHH, VMeHHsI:
obecreunBath OPraHU30BHIBATH MPOILIECC MOATOTOBKH H
HH‘bOpMaIiHOHHoe npoBesieHNe KOHPEPEHTHOTO MEPOIPUSITHSI
B3aUMO/ICHCTBHE WHMBHTYATBHO
PYKOBOJIUTEIIS

C Moipa3eICHUIMHU
1 DOJIZKHOCTHBIMU

U B cOCTaBe paboyeil rpymisl;
JNOKYMEHTUPOBATh Pa3HbIE 3TaIIbI IPOLELYPbI
MOJITOTOBKU U IIPOBEJCHUSI KOH(PEPEHTHOTO

MEpPOIPUATHS;
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JIMLIAMH
OpraHu3aluu

COOJTFOAATh STUKET U OCHOBBI MEXKTYHAPOTHOTO
MIPOTOKOJIA;

OCYIIECTBIISATh cOOp, 00pabOTKy HH(pOpPMAIIHH,
CHCTEMATH3AIIHIO MTOJyYaeMbIX U
nepenaBaeMbIX JaHHBIX;

OCYIIECTBIISITh IIPOBEPKY JJOCTOBEPHOCTH,
TTOJTHOTBI

Y HETIPOTUBOPEUNBOCTH JIAHHBIX, UCKITFOUCHUE
nyOnupoBaHus HHOOpPMAITNK;

MPUMEHSTh HH()OPMAIIMOHHO-
KOMMYHHKAITUOHHBIE TEXHOJIOTHH.

3HaHusa:

HOPMAaTHUBHBIE IPABOBbIE aKThl Poccuiickon
®denepanuu B chepe nHPOpMAIUY;

KOMIUIEKC OPTaHU3alMOHHO-TEXHUYECKHUX
MEPONPHUSTHI O MOATOTOBKE U ITPOBEACHUIO
KOH()EePEHTHBIX MEPOIPHITHIA;

mpaBmiia 0POPMIICHHUS TOKYMEHTOB,
CO3/1aBaEMbIX

B MPOIIECCE TIOATOTOBKU U TIPOBEICHUS
KOH()EPEHTHOTO0 MEPOIPUSITHS;

STUKET U OCHOBBI MEXKIyHAPOJHOTO IPOTOKOIA;
STHKA JEJI0OBOI0 OOIIEHNS;

COCTaB BHYTPEHHUX U BHEIIHHUX
MH(OPMAaLIMOHHBIX IOTOKOB;

CTPYKTYypa OpraHu3aliu U MOPSA0K
B3aMMOJICUCTBHS IOAPA3AECICHUN;

MEeTObI 00paOOTKHU U 3aIUTHI HHPOPMAIIIH C
MIPUMEHEHHUEM CPEJICTB UHPOPMAIIMOHHBIX U
KOMMYHHKAIIMOHHBIX TEXHOJIOTHIA;

TpeOOBaHUS OXpaHbI TPYIa.

IIK 1.7. Odopmats
OpraHU3aIMOHHO-
pacnopsiAuTeIbHbIC
JOKYMEHTBI U
OpraHU30BHIBATH
paboTy c HUMH, B
TOM YHCIIE C
UCTIOJIb30BaHUEM
aBTOMATH3UPOBAHHBI
X CHCTEM

HaBbikn

odopMmIIeHHsT OpTaHU3AI[IOHHO-
pacropsauTeIbHbIX

Z[OKYMeHTOB nu OpFaHI/ISaHI/Iﬁ pa6OTBI C HUMU, B
TOM YHCJIE€ C UCIIOJIb30BaHUEM
ABTOMATU3UPOBAHHBIX CHCTEM

YMmenus:
COCTaBJISITh IPOEKTHI OPTaHU3AIIMOHHBIX,
pacIopsIAUTENbHBIX U MHPOPMAIIMOHHO-

CIIpaBOYHBIX TOKYMCHTOB, B TOM YHUCJIC
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JTOKYMEHTOB, COJIEpKaInX
KOH(HUIESHIINATBHYI0 HHPOPMALIUIO;
0pOpMIISATH OpraHU3aIMOHHO-
pacropsIUTeIbHbIC TOKYMEHTHI (OPUTUHAIIBI U
KOITHH);

CKaHHPOBATh, KOIUPOBATh U KOHBEPTHPOBATH
JIOKYMEHTHI B pa3IndyHble (hopMaThl;
OCYIIECTBIISITH IIPOBEPKY MPOEKTOB JJOKYMEHTOB
Ha COOTBETCTBHE MPaBUJIaM JIEJIOTPONU3BOICTBA;
MPUHUMATH U TIPOBOIUTH IEPBUUHYIO
00paboTKy BXOASIINX IOKYMEHTOB;
MIPOBOIUTH MIPEIBAPUTEIBEHOE PACCMOTPEHHE
BXOJISIIIUX U BHYTPEHHUX JIOKYyMEHTOB;
PETUCTPUPOBATh BXOJAIINE, UCXOASIINE U
BHYTpPEHHHUE JTOKYMEHTBI;

KOHTPOJMPOBATH MapUIPyTH3ALUIO
JOKYMEHTOTIOTOKOB B OpTaHU3aIHH
(cornmacoBaHue, ONMCAHUE, YTBEPKICHHE,
perucTparysi, 03HaKOMJICHUE ¥ UCTIOJTHCHUE
JIOKYMEHTOB) ;

OCYIIECTBIISATH CPOKOBBIM KOHTPOIIh
WCTIOJTHEHUS IOKYMEHTOB;

OCYIECTBIISATh MOATOTOBKY U OTIPABKY
UCXOJALINX IOKyMEHTOB;

COCTABJIATh OTYETHI M AHAJTUTUYECKHUE CIIPABKU
00 UCTIOJTHEHUH JOKYMEHTOB;

BECTH MH(POPMAIIMOHHO-CIIPABOYHYIO pabOTy
0 JJOKYMEHTaM;

OCYIIECTBIISATH pabOTy C OpraHU3alMOHHO-
pacropsIUTEIbHBIMHA JJOKYMEHTAMHU

B aBTOMATH3MPOBAHHBIX CHCTEMaX.

3HaHusA:

HOPMAaTHUBHBIE MPAaBOBbIE aKThl Poccuiickon
®enepanun B chepe ATONPOU3BOICTBA;
JIOKQJIbHBIE HOPMATHUBHBIE AKTHI,
periIaMeHTHPYIOIIUE IS TeNBHOCTh CITYKObI
JIeTIOTIPOU3BO/ICTBA U €€ paOOTHHUKOB,
OpraHU3alMIO BEICHU JEI0IPON3BO/ICTBA;
COBpPEMEHHbIE HHPOPMALIMOHHBIE U
KOMMYHHKAIIMOHHBIE TEXHOJIOTUH,
IIPUMEHSIEMbIE

B paboTe ¢ JOKyMEHTaMU;
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CTPYKTYypa OpraHU3allH, PyKOBOJACTBO
CTPYKTYPHBIX MOApa3AIICHUA, 00pa3Ilbl
MOJINKCEH JIUL, UMEIOIIMX MPaBO MOJIUCAHUS U
YTBEPKICHUS IOKyMEHTOB,

Y OTPAaHUYEHUS 30H UX OTBETCTBEHHOCTH;
MpaBUjIa PyCCKOrO SI3bIKa;

TpeOOBaHUs OXpPaHbI TPY/A.

1K 1.8. Odopmnate
JOKYMEHTBI I10
JMYHOMY COCTaBY H
OpTaHU30BBIBATH
paboTy ¢ HUMH,

B TOM YHCJIE C
HCTOJIb30BaHUEM
aBTOMAaTH3UPOBAHHBI
X CUCTEM

HaBbixu

o opMIICHHUS JOKYMEHTOB T10 JITYHOMY COCTaBY
Y OpraHu3aIi padoThl C HUIMH, B TOM YHCIIE C
KCTOJIb30BAaHHEM aBTOMATU3HUPOBAHHBIX CUCTEM

YMmenus:

o0ecreunBaTh COXPaHHOCTh TIEPCOHAITBHBIX
JTAaHHBIX PAaOOTHUKOB;

OpPraHU30BBIBATH JOKYMEHTOO0OPOT MO
NPEJCTABICHUIO JOKYMEHTOB 110 TIEPCOHAITY B
rOCyJapCTBEHHBIE OPTaHbI;

OpPraHU30BbIBATH JOKYMEHTOOOOPOT MO YUETY
U IBIXKEHHUIO0 PaOOTHHUKOB;

BECTH BOMHCKHUH Y4ET paOOTHUKOB;

BECTH Y4&T pabovero BpeMeH! pabOTHHUKOB;
0oOpMIIATH OpPraHU3aIMOHHO-
pacnopsAuTeIbHbIe JOKYMEHTHI [0 TUYHOMY
COCTaBYy;

BECTH PETUCTPAIIHIO, YUET, OTIEPaTUBHOE
XpaHEeHHE JIOKyMEHTOB I10 JJNYHOMY COCTaBY;
BECTHU JOKYMEHTAIIHIO, TOATBEPKAAIOIIYIO
CBEICHUS

O TPY/IOBOM AEATEIBHOCTH U TPYJOBOM CTaXe
pabOTHUKOB;

(hopMHUpPOBATH TUYHBIE JIeTa paOOTHUKOB;
oopMIIATE JieNia o JTUYHOMY COCTaBY AJIs
nepenayn

B apXUB OpraHU3aIiH;

paboTaTh cO CelMaTu3UuPOBAHHBIMU
MH(OPMaLIMOHHBIMU CUCTEMaMHU U 6a3amMu
JAHHBIX 110 BEJCHUIO YUETa U IBHXKEHUIO
PabOTHHKOB.

3HaHuA:
HOpPMaTHUBHBIE MTPAaBOBBIEC aKThl Poccuiickoi
®denepainyu B chepe TPyAOBbIX OTHOIICHUN;
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JIOKAJIBHBIC HOpMaTI/IBHBIe AaKThI,
pErIaMEHTUPYIOLIUE TPYIOBbIE OTHOLLIEHUS;
COBpeMEHHbIe HH()OPMAIIMOHHO-
KOMMYHUKAI[HOHHBIE TEXHOJIOTHH,
MIPUMEHsIEMbIE B paboTe C JOKYMEHTaMH I10
JINYHOMY COCTaBY;

CTPYKTypa OpraHu3anuu, pyKoOBOACTBO
CTPYKTYPHBIX TIOJIpa3eiiCHUH;

MpaBuJia AeIONPON3BOICTBA;

MIpaBUJIa PYCCKOTO SI3BIKA;

JTHKAa JIEJIOBOr0 OOIIEHHS;

TpeOOBaHUs OXpaHbI TPYIA.

IK 1.9.
OpraHu3oBbIBaTh
TeKyIlee XpaHeHue
JIOKYMEHTOB,
00paboTKy Jen Jist
OIIEpaTUBHOTIO

U apXUBHOT'O
XpaHCHUA, B TOM
qHcle C
HCIOJIb30BaHUEM
aBTOMATHU3HPOBAHHBI
X CHCTEM

HaBbIku

OpraHMu3alllK TEKYIET0 XpaHEHUs IOKYMEHTOB,
00pabOoTKH e A7 ONIePaTUBHOTO U ApXUBHOTO
XpaHEHHUsI, B TOM YUCJIE C UCIIOIb30BaHUEM
ABTOMATU3HPOBAHHBIX CUCTEM

Yvennsn:

pa3pabaTbIBaTh HOMEHKJIATYPY Je
OpraHu3aIuy;

MIPOBEPSITH MPABMIHBHOCTH 0()OPMIICHHS
JIOKyMEHTOB M OTMETKH 00 WX MCTIOJHECHUH
nepea ux GOpMUPOBAHUEM B JEIO IS
MOCIEAYIONIEro XpaHeHus; GopMUPOBATH Jena,
KOHTPOJIUPOBATh MPABUILHOE U CBOEBPEMEHHOE
pacnpeﬂeHeHHe nu HOI[IJ_II/IBKy ,Z[OKYMCHTOB B
Jiea B COOTBETCTBHH C HOMEHKJIATYPOM JIe;
MIPOBEPSITH CPOKH XPaHEHUS JOKYMEHTOB,
COCTaBIISITh MPOTOKOJ pabOThI SKCIIEPTHOU
KOMMCCHH 110 MTOATOTOBKE JOKYMEHTOB K
nepeaayde B apxXuB;

COCTAaBJIAITh AKT O BBIACJICHUHU K YHI/I‘-ITO)KGHI/IIO
JIOKYMEHTOB, HE MOJISKAINUX XPAHECHHUIO;
COCTaBIISITh KT 00 YHUUYTOXKEHHH TOKYMEHTOB;
OCYIIECTBIISIT MOJIHOE UJIM YaCTUYHOE
odopmIiieHre 1eT BPEMEHHOTO, IIOCTOSTHHOTO,
JOJITOBPEMEHHOTO CPOKOB XPaHEHUS;
COCTaBIISITh OIMUCH JEJ CTPYKTYPHBIX
MoApa3AeIeHU MOCTOSIHHOTO,
JOJICOBPEMEHHOTO CPOKOB XpaHEHUS JJIs
nepeaaydu e B apXuB OpraHu3aliuy;
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MPUMEHATH UH(OPMAIIMOHHO-
KOMMYHHKAI[MOHHbIE TEXHOJIOTUH MpHU paboTe ¢
JOKYMEHTaMHU.

3HaHus:

HOPMAaTHUBHBIE MPAaBOBbIE aKThl Poccuiickon
®enepanun B cepe AIONPOU3BOACTBA U
apXUBHOIO JIENa;

JIOKaJIbHbIE HOPMATHUBHBIE aKTHI,
peraaMeHTHPYIOLINE BEICHUE
JIEJIONPOU3BOICTBA U IIepeiady el B apXUB
OpraHu3aluy;

BUJIbI HOMEHKJIATYp e, o01ue TpeOoBaHus K
HOMEHKJIAType /€71, NOPSAA0K PabOThI C HEH;
nopsI0K GopMHUPOBaHUS U ODOPMIICHUS JIeIT,
cnenuduka GopMUPOBAHUS OTAEITBHBIX
KaTeropuii e,

IIpaBWJIa XpaHEHUS JIE€]1, B TOM YHCJIE C
JOKYMEHTaMU OIPaHUYEHHOI0 JOCTYIIA;
IIpaBWJIa BbIIaYU U UCII0JIb30BAHUS JOKYMEHTOB
13 c(hopMHUpPOBAHHBIX JIET;

MOPSAOK MCIOIb30BaHUS TUIIOBBIX WIH
BEJIOMCTBEHHBIX [IEPEUHEN JOKYMEHTOB,
OIIpE/IEIIEHUS] CPOKOB XpaHEHMsI B IIpoLiecce
9KCIIEPTU3bI IEHHOCTH JOKYMEHTOB;

BU/IbI OTMCEH JIeJ1 OpraHu3aliH 1 MOPSsI0K
paboThl

C HUMUY;

TpeOOBaHUsI OXPAHBI TPY/IA.

20




Opranuzanus
apXHUBHOU pabOTHI
0 IOKYMEHTaM
OpraHu3aluit
pa3nu4HbIX HopM
COOCTBEHHOCTH

IK 2.1.
OcymiecTBISITh
KOMILICKTOBaHUE
apXWBHBIMH JICJIAMU
(moxymeHTaMu)
apXuBa OpraHU3aINH

HaBbiku

y4acTus B KOMIUIEKTOBAHUU apXHUBHBIMU
nenaMu (IOKyMEHTaMH) apXuBa OpraHU3aliu
Ymenus:

paboTaTh ¢ MoApa3IeICHUSIMH/OPTraHUu3auIMU
HMCTOYHUKAMHU KOMIUICKTOBAHUS apXUBa;
MIPUHUMATH APXUBHBIE Jlea (JOKYMEHThI) Ha
MOCTOSIHHOE WJIH JIOJITOBPEMEHHOE XPaHEHHUE;
Y4aCcTBOBAThH B TIPOBEJCHUH SKCIICPTH3BI
IIEHHOCTH PA3JIMYHBIX THIIOB ¥ BUJIOB
JIOKYMEHTOB B COOTBETCTBHH C BHYTPEHHUMU
permaMeHTaMH OpraHu3aluu;

MIPUMEHSITh B paboTe peKOMeHAaINN
9KCIIEPTHO-TIPOBEPOYHON KOMUCCUH HITU
SKCIEPTHON KOMUCCHUM OpPTaHU3aIUY;
MIPUMEHSITh [IEPEUHH C YKa3aHHEM CPOKOB
XpaHEeHUs el (I0OKYMEHTOB);,

COOIOAaTh HOPMATHUBHBIE CPOKU XPAHECHHUSI JIET
(1OKYMEHTOB);

BECTU YUYET HCTOYHUKOB KOMITJIEKTOBaHUS
apxuBa;

UCIOJIb30BaTh NEPEIOBON OTEUECTBEHHBIN U
3apyOeKHBIN OIBIT MO KOMIUIEKTOBAHUIO
apxuBa JieaMu (JOKYMEHTaMH) MOCTOSTHHOTO U
JOJITOBPEMEHHOTO XPaHEHNS;

UCIIOJIb30BaTh COBPEMEHHbBIE
aBTOMATHU3HPOBaHHBIC, THPOPMAIIMOHHEIE U
TEJICKOMMYHHUKAIIMOHHBIC TEXHOJIOTHH
JOKYMEHTHUPOBAHHBIX Cep NeATEIHbHOCTH
OpraHu3aINH.

3HaHuA:

HOPMAaTHUBHBIE PABOBbIE aKThl Poccuiickon
®enepanyu B chepe 1eI0Mponu3BOJICTBA U
apXMUBHOTO JIENa;

HAy4YHO-METOJUYECKUE KPUTEPUU IKCIIEPTU3bI
LIEHHOCTY PA3JIMYHbIX TUIIOB U BUIOB JI€]1
(1OKYMEHTOB);

TEOPETUYECKUE U METOIUYECKHE ACTIEKTHI
KOMIUIEKTOBAHMS U DKCIIEPTHU3bI IEHHOCTHU BCEX
BHJIOB IOKyMEHTOB;

BUJIbI, PA3HOBUHOCTH U (hOpMAThI BCEX BUJIOB
JIOKYMEHTOB;
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YHUPUIIUPOBAHHYIO CHCTEMY OpPTaHU3alnOHHO-
paciopsANTEeILHON JOKYMEHTAITUH;

CTaHIapThl 0pOPMIICHHST OPTaHU3AIMOHHO-
pacropsIuTeIbHON TOKYMEHTAIINH;

CHIOCOOBI ¥ TEXHOJIOTUH JIOKYMEHTHPOBAHUS
Pa3IMYHBIX BUJOB MPOQECCHOHATBHON
JeSATEIIbHOCTH;

OpTaHU3aIMOHHBIC TIPUHIIUITEI KOMIUICKTOBAHHUS
nen (IOKyMEHTOB) OTPaHHYEHHOTO JTOCTYIIA;
TpeOOBaHUsI OXPAHBI TPY/IA.

[IK 2.2. Bectu yuér
apXMUBHBIX A€
(1OKYMEHTOB), B TOM
quclie

C MCIOJTb30BaHUEM
aBTOMATHU3HPOBAHHBI
X CHUCTEM

HaBbiku

BEJICHUsI YUETa apXUBHBIX JIe] (JOKYMEHTOB), B
TOM YHCJIE C UCTIOJIb30BAHUEM
ABTOMATU3HPOBAHHBIX CHCTEM

Ymenus:

MOJIb30BATHCS YUETHBIMHA JJOKYMEHTAMH B
pamMKax 3JeKTPOHHBIX HH(POPMAITUOHHBIX
CHCTEM JIOKyMEHTHPOBAHHBIX cep
JesITeTbHOCTH OpTaHU3aINH;

MOJIb30BAThCS CEPTUPHUIIMPOBAHHBIMU
ABTOMATHU3MPOBAHHBIMU CUCTEMAMH
JOKYMEHTHUPOBAHHBIX Cep MeATSIBHOCTH
OpTraHM3AIHH 110 YYETY, perUCTpaIiH,
KOHTPOJIIO J1e7T (IOKYMEHTOB);

MOJIb30BaThCs MH(OPMALIMOHHO-CIIPABOYHBIMU
CUCTEeMaMH JJOKYMEHTUPOBAHHBIX chep
NeSTeIbHOCTH OpraHU3aIuy;

BECTH CITPABOYHO-TTIOMCKOBBIEC CPEJICTBA K
ApPXUBHBIM JIeaM (JIOKYMEHTaM);

BECTH YUET CTPaxoBOT0 (POH/A ApXUBHBIX €T
(1OKYMEHTOB);

MPUMECHSITh HOPMAaTHUBHEIC TIPABOBBIC AKTHI,
JIOKaJIbHBIE HOPMATHBHBIE aKThl OpPTraHU3alNU 1
METOMYECKUE TOKYMEHTHI B 00J1aCTH y4&Ta
aApPXUBHBIX J€1 (JIOKyMEHTOB);

BHOCHTb MPEIIOKEHUS 10
COBEPIIICHCTBOBAHUIO METOHYECKOTO
obecrieueHHs y9éTa pa3HbIX BUJIOB JOKYMEHTOB
B JJOKYMEHTUPOBAHHBIX Cepax NesITeTbHOCTH
OpTaHU3aIH.

3HaHuA:
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HOPMAaTHUBHBIE PAaBOBbIE aKThl Poccuiickon
®enepanyu B chepe 1eI0Mponu3BOJICTBA U
apXUBHOTO JIeJ1a;

METOAMYECKHE JOKYMEHTHI U HallUOHAJIbHbIE
CTaHJApTHI B 00JIACTH yu&Ta JOKYMEHTOB U
JOKYMEHTUPOBAaHHBIX c(ep AesITeTbHOCTH
OpraHu3aIuy;

OTE4YECTBEHHbIE U 3apyOeKHbIE
CepTU(PHUIHUPOBAHHBIE CUCTEMBI
aBTOMAaTH3MPOBAHHOI'O y4&Ta apXUBHBIX J1€JT
(1OKYMEHTOB);

TpeOOBaHMUs K YUETY 0CO00 IIEHHBIX U
YHUKaJIbHBIX ApXUBHBIX JIe]1 (JOKYMEHTOB);
CPOKH BBIIIOJIHEHUS pabOT M0 YUETY apXUBHBIX
nen (I0KyMEHTOB);

00IIMe MPUHIIMIIEI YU&Ta U KOMIUICKTOBAHUS
nen (TOKyMEHTOB) OTPAaHUYEHHOTO JTOCTYTIA,
TpeOOBaHUS OXpaHbl TPYIa.

IK 2.3.
OcymiecTBIsITh
XpaHEHHUE apXHBHBIX
nen (TOKyMEHTOB)

C TIOCTOSTHHBIM
CPOKOM XpaHEeHHSI U
0 TUIHOMY COCTaBY
B apXUBe
OpraHH3aINH

HaBbixku

OCYIIIECTBJICHUS XPAaHEHUSI apXUBHBIX JE]T
(TOKYMEHTOB) C TTIOCTOSTHHBIM CPOKOM XpaHEHUS
Y T10 JUYHOMY COCTaBY B ApXMBE OpraHU3aLUU

Ymvenusn:

CUCTeMAaTHU3HPOBATh Jieja (JOKYMEHTHI);
pa3MeaTh apXuBHBIE jieNa (JOKYMEHTHI) Ha
MeCTax XpaHEHUsI B COOTBETCTBHHU C
HOPMaTUBHBIMH TpeOOBaHUSAMU B 001acTU
ApXUBHOTO JIeIa ¥ YIIPABICHUS TOKyMEHTAMU;
COOTIOAaTh HOPMATUBHBIE PEXKUMBI XPaHEHHUSI
ApXUBHBIX €T (JIOKyMEHTOB) Ha TIOOBIX
HOCHUTCIIAX;

MIPOBOJIUTH MPOBEPKY MOJHOTHI COCTaBa
apXUBHBIX JOKYMEHTOB B €IMHHIIAX XPAHCHUS;
MIPOBOJIUTH OMMCAHNE APXUBHBIX JEII
(1OKYMEHTOB);

COCTaBJISITh CIIPABOYHO-TIOMCKOBBIE CPEJICTBA K
aApXUBHBIM JIeJaM (JIOKYMEHTaM);

BECTHU YUYET U KOHTPOJIb BbIJAYH APXUBHBIX JIElT
(IOKYMEHTOB) U3 apXUBOXPAHUIIUIIA U X
BO3BpaTa;

BECTH YUYET U KOHTPOJIb IIepeaayn el
(TOKYMEHTOB)
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B T'OCY/JJapCTBEHHBII/MYyHHUIMIIATbHBIA apXUB
WM Ha MHOE BHEIIIHEE XpaHEHUE U IpuéMa aei
C BHEILIHETO XpaHEHUS;

IIPOBOJIUTH MOJUCTHYIO MPOBEPKY (prU3HUECKOrO
COCTOSIHUS J1e]1 (JOKYMEHTOB);

Pa3bICKUBATh HEOOHAPYKECHHBIE JeTIa
(1OKyMEHTBHI);

3alMIIaTh HHOPMALIMOHHbIE PECYPChI apXUBa
OT HECAaHKLIMOHUPOBAHHOI'O 10CTYIIA.

3HaHusA:

HOPMaTUBHblE NPaBOBble aKTbl Poccuiickomn
®eneparun B cepe AeT0NPOU3BOICTBA U
apXHMBHOTO JIeNIa;

HOPMAaTHUBHBIE NPAaBOBbIE aKThl Poccuiickon
®enepannu B 001acTy HHGOPMAIIHH,
MH(POPMALMOHHBIX TEXHOJIOIMH, 3aIUThI
MH(pOPMALUU U TEPCOHATIBHBIX JaHHBIX,
UG poBoi TpaHCPOpPMALINY;

HOPMAaTHUBHBIE PAaBOBbIE aKThl Poccuiickon
®denepanyu B 00J1aCTH KOHPHUICHITUATBHOCTH
uH(pOopMaLnu;

IpaBUJIa XpaHEHUs Jiell (JOKYMEHTOB) B
COOTBETCTBUH C UX THIIAMU;

nopsI0K (POPMHUPOBAHUS JOKYMEHTOB B
KOMIUIEKTBI, TPYIIIBI, TUIIBL;

TpeGoBaHusA K 0OPMIIEHHUIO JOrOBOPOB Ha
peanu3aluio ycIIyr BHEIIHETO XpaHeHUs el
(IOKYMEHTOB);

CPOKH BBITIOJHEHUS padoT;

TpeOOBaHNUS K YCTAaHOBJIEHHBIM HOpMaM
BBIPaOOTKH;

TpeOOBaHUsI OXPAHBI TPY/IA.

IIK 2.4.
Ocy1iecTBIsTh
XpaHEHHe,
KOMILICKTOBaHUE,
Y4€T U
HCTIOJIb30BAaHKE JICIT
(TOKYMEHTOB)
BPEMEHHOTO
XpaHCHUS

Hasbiku

o0ecrnievueHus XpaHeHus, KOMIIEKTOBAHUS,
yuéra u

WCIIO0JIb30BaHUS JIe] (JIOKYMEHTOB) BPEMEHHOTO
XpaHeHUS

Ymenus:

OpraHU30BBIBATH U 00ECIICUNBATH XPAHEHUE JIET
(TOKYMEHTOB) BPEMEHHOT'O XpaHCHUS
OpraHM3aliy B TPAJAULIMOHHOM U B

QJICKTPOHHOM BHUIEC,
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KOHTPOJIMPOBATH pa3pabOTKy CTPYKTYPHBIMH
MOApa3AeICHUsIMHU OIHUCEH U aKTOB O
BbIJICJICHUHN HA YHUUTOKEHHUE el (JIOKyMEHTOB)
BPEMEHHOT'O XpaHEHUs B TPAJUIIMOHHOM U B
ANEKTPOHHOM BHUJIE;

(hopMHUPOBATH EUHUIIBI XPAaHEHHUS IOKYMEHTOB
JUTSL KX TIOCJIEIYIOIEr0 PAa3MEIICHHsS B apXUBE
OpraHu3aIly;

COCTaBIISITh CIPABOYHO-TIOMCKOBBIE CPEICTBA K
aApXUBHBIM JIe1aM (IOKyMEHTaMm);
OCYIIECTBJIATh OUCK J1eN (JJOKYMEHTOB)
BPEMEHHOT'0 XpaHEHUS B MPOIIECCE UX XPAHCHUS
B CTPYKTYPHBIX TTOJIPA3/ICIICHUSX U apPXHUBE
OpraHu3aluy;

OCYILIECTBIISATh METOANYECKOE PYKOBOJCTBO
opraHu3zalueit XxpaneHus Jen (JOKyMEHTOB)

B CTPYKTYPHBIX MTOJIPA3/ICIICHUSX OPTaHU3aIINN;
OKa3bIBaTh CTPYKTYPHBIM MOIpa3/IesIeHUsIM
MPAKTUYECKYIO TOMOIIb B OpPraHU3aIiu
XpaHeHus el (JIOKyMEHTOB);

pa3pabarbIBaTh CIPAaBOYHO-HH(POPMAIIHOHHBIC
JIOKYMEHTHI 110 OpTraHU3aIMi UCTIOJIb30BaHUS
nen (TOKyMEHTOB) BPEMEHHOTO XpaHEHHUS B
CTPYKTYPHBIX TOJpa3AeeHUSIX U apXUBe
OpraHu3alluy;

MIPOBOJIUTH SKCHEPTU3Y LIEHHOCTH JEI
(IOKYMEHTOB) BPEMEHHOI'O XpaHEHHS,
MepeIaHHbIX B apXUB;

OTIpEEIIATh CPOKU XpaHEHUS /1] (IOKYMEHTOB)
BPEMEHHOI'O XpaHEHUS;

o0ecreynBaTh 3alIUTy J1e (JOKyMEHTOB)
BPEMEHHOI'0 XpaHEHUS B OpraHU3aIiu OT
HECaHKIIMOHUPOBAHHOTO JIOCTYTIA WU
YHUYTOXKEHHUS;

MPOBOANTH (PU3UUECKOE YHUUTOKEHUE JIeT
(IOKyMEHTOB) BPEMEHHOT'O XpAaHEHHUS C
HCTEKIIMMH CPOKAMH XPaHEHUs MOCIIe
COTJIaCOBAHUs CO CTPYKTYPHBIMH
MoApa3AeICHUsIMU OPTaHU3alINN;

oopMIIATh yUETHBIE TOKYMEHTHI 00
YHUUTOKEHUU JIeT (IOKyMEHTOB) BPEMEHHOTO
XpaHEHUs C HCTEKIIUMU CPOKAMHU XPaHEHUS
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COBMECTHO CO CTPYKTYpPHBIMHU
noAapasaeneHuAMM opraHu3aumn.

3HaHusn:

HOPMAaTHUBHBIE NPAaBOBbIE aKThl Poccuiickon
®denepannu B cepe eT0NpOU3BOICTBA U
apXUBHOTO JIETIa;

HOpMaTHUBHBIE TTPAaBOBBIE aKThl Poccuiickoi
®deneparnyu B 00JaCTH 3aIIUTHI IEPCOHATBHBIX
JTAHHBIX;

HOPMAaTHUBHBIE MPAaBOBbIE aKThl Poccuiickon
®denepannu B 001aCTH KOHPUIECHITUATEHOCTH
nHpopMmanuu;

METOANYECKUE JOKYMEHTHI U HAllMOHAIbHBIE
CTaHIapTHl B 00J1aCTH JEIIONPOU3BOACTBA U
apXUBHOTO JIENIa;

MeTOAMKa pa3padoTKu GOpM YUETHBIX
JOKYMEHTOB B TPAJULIMOHHOM U B JIEKTPOHHOM
BH/IE;

MpaBWJIa CUCTEMATH3AINH U KIIACCUPUKALIAN
JIOKyMEHTOB;

0COOCHHOCTH OpPraHU3alliy XpaHEHUS el
(IOKyMEHTOB) Ha pa3TUYHBIX HOCUTEISX;
KPUTEPUU ONPeJIeTCHUS IEHHOCTH /el
(IOKYMEHTOB) JUIsl TajbHEUIIIEro XpaHSHUS I
YHUYTOKCHHUS;

TpeOOBaHUS K MPOIECCaM YHUUTOKECHHUS
nH(pOpMaIIMY B TPATUIIUOHHOM H 3JIEKTPOHHOM
BU/JIE;

TpeOOBaHUs OXPAHBI TPY/IA.

IK 2.5.
Ocy1iecTBIsITh
UCIIOJIb30BaHUE
APXUBHBIX JCIT
(IOKYMEHTOB), B TOM
qHCIIe ¢
UCTIOJIb30BaHUEM
aBTOMATHU3HPOBAHHBI
X CHCTEM

HaBbiku

OCYIIECTBJICHUS UCIIOIb30BAHUS APXUBHBIX JIE]
(IOKYMEHTOB), B TOM YHCIIE C UCTIOJIb30BAaHUEM
ABTOMATHU3HPOBAHHBIX CHCTEM

Ymenus:

CUCTEeMATH3UPOBATh M 0000IIATH CBEICHHS O
COCTaBe W COJICP)KAaHUHU apXUBHBIX JICTT
(TOKYMEHTOB);

UCIOJIb30BaTh WH(OPMALIMOHHBIE TEXHOJIOTUU B
o0acTu CO3MaHMsI CIIPAaBOYHO-TIOMCKOBBIX
CPEJICTB apXUBa M IOKyMCHTHUPOBAHHBIX chep
JEeSATEIIbHOCTH OpraHU3aIuy;
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(bopMHpPOBATH OCHOBHBIE M BCIIOMOTATEIIbHBIC
BH/Ibl ADXUBHBIX CIIPABOYHUKOB B 3JIEKTPOHHOMN
dopme;

MOJrOTaBIUBATh HH(OPMAIIMOHHBIE TOKYMEHThI
I10 3aIIpOCaM I0JIb30BaTeNIeH Pa3InYHbIX
KaTeroOpuil.

3HaHusa:

HOPMAaTHUBHBIE ITPABOBBIE aKThl Poccuiickon
®denepanyu B chepe AeTONpPOU3BOJICTBA;
HOPMAaTHUBHBIE MPAaBOBbIE aKThl Poccuiickon
depepanuu B 001aCTH 3aIIUTHI TEPCOHATBHBIX
JTaHHBIX;

METOJIMYECKUE IOKYMEHTHI B 00JIaCTH
WCTIOJIb30BAHUS U MyOJIMKAIINH apXUBHBIX JIEJT
(1OKyMEHTOB);

cepTudUIMpOoBaHHBIC HHPOPMAIIMOHHO-
MIOMCKOBBIE CUCTEMBI B 001aCTH pa3pabOTKu
Hay4YHO-CIIPaBOYHOT'O amrmapara
JOKYMEHTHUPOBAHHBIX Cep MeATEIHbHOCTH
OpraHH3alny;

CPOKH BBITIOJTHEHUS Pa0OT MO OpraHU3aINH
WCIIOJIH30BaHUSI ApXUBHBIX JIe] (JIOKYMEHTOB);
OpraHu3alOHHbIE IPUHUMIIBI UCIIOJIb30BAHUS
JOKYMEHTOB OTPaHHUYEHHOTO JOCTYTA;
TpeOOBaHUS K MOATOTOBKE apXUBHBIX CIIPABOK U
BBINKMCOK M3 apXUBHBIX JIOKYMEHTOB;
TpeOOBaHUsI OXPAHBI TPY/IA.

OcBoeHHe  BHIOB
paboT mTO OJHOM
WIA  HECKOJIBKUM
npodeccusm
pabouux,
JIOJKHOCTSIM

CITy KaIuX

K 1.1.
OcyuiecTBIIsITh
npuém-repeaaay
YIIPABJIEHYECKOU
uHpopMauu

C MIOMOILIBIO CPEACTB
MH(OPMALIMOHHBIX

u
KOMMYHHKAIIMOHHBIX
TEXHOJIOTUI

HaBbikn

MOJTy4eHHUs1 He00X0UMO HH(pOpMaLIUU U
nepenay CaHKIIMOHUPOBAHHOW HH(OpMaIUu ¢
UCTIOJIb30BAHUEM CPENICTB MH()OPMAITHOHHBIX U
KOMMyHI/IKaIII/IOHHBIX TGXHOJ’IOFI/Iﬁ

Ymenusn:

HCIIOJIb30BaTh CPEJICTBA NHPOPMAITMOHHBIX U
KOMMYHI/IKaHI/IOHHI)IX T€XHOJ’IOFI/II>1 JJIA
MOJTyYEHUs U Tiepeaaun nHdopmanuu;

BECTH U HCIIOJIB30BaTh B paboTe 6a3zy
KOHTaKTOB OpraHU3alluu;

BECTH YUETHBIE PETUCTPAIUOHHBIEC (POPMBI,

HCIOJIb30BATh UX JUIsl UH(POPMAIIMOHHOM
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paboThI U pabOTHI IO KOHTPOJTIO UCTIOTHEHUS
MIOPYYEHU;

YCTaHABJIMBATh U MOJICPKUBATH
KOMMYHHKAITUHU B TIPOIIECCE JIETIOBOTO OOIICHUS
C TIOMOIIIBIO CPEACTB HH(DOPMALIMOHHBIX U
KOMMYHHKAITUOHHBIX TEXHOJIOTHIA;
CTJIQ)KUBATh KOH(DJIUKTHBIC U CIIOXKHBIC
CUTYaIlUU MSKITUIHOCTHOTO B3aMMOICHCTBUS;
coOJr01aTh CITy>KEOHBIN YTHKET;
obecrnieunBaTh HHHOPMALTMOHHYIO
0€301MacCHOCTb JICATEITBHOCTH OPTraHU3aIlNH.

3HaHusa:

HOPMAaTHUBHBIE IPABOBbIE aKThl Poccuiickon
Ddenepanyn B chepe HHPOPMAITMOHHBIX U
KOMMYHHKAITMOHHBIX TEXHOJIOTHIA;

CTPYKTypa OpraHu3aiui, e€ 3aauu U QyHKIIHH;
MpaBujIa IPOBEICHUS IETTOBBIX IEPErOBOPOB;
9THKA JIEJIOBOr0 OOIIEHHS;

IIpaBUJjIa PEUYEBOr0 ITUKETA;

MpaBuja NOAJEPKAHUS U pa3BUTHUSA
MEKJIMYHOCTHBIX OTHOILICHHUI;

TpeOOBaHUs OXpaHbI TPY/a.

IK 1.2.
Koopaunuposath
paboTy mpueMHOI
PYKOBOAMTEIISA, 30H
preMa pa3inuHbIX
KaTeropui
IIOCETUTEIIEU
OpraHH3aIiH

HaBbixu

KOOPJAMHALIMK pabOThl TPUEMHOMN PYKOBOIUTES
Y 30H IIpUEMa Pa3IMIHbIX KaTErOpui
MOCETUTENICH OpraHu3aluu

Ymenus:

BCTpEYaTh MOCETUTEIICH, TTOJTydaTh IEPBUIHYIO
MH(OPMALIMIO O MOCETUTENSAX, YCTAaHABINBATh
MOPSAIOK MpUEMa AJIsl Pa3InYHBIX KaTeropui
MOCEeTUTEIICH;

BECTH YUETHBIC PETUCTPALIMOHHBIE ()OPMBI 110
npuémMy moceTurenel u oPopMIIsITh MPOITYCKa;
BECTHU NpUEM, Iiepeauy 1 OTIPaBKy
JIOKYMEHTOB;

OpPraHU30BBIBATH U OPOHUPOBATH MEPETOBOPHBIC
KOMHATBHI;

CEepPBUPOBATH YaiiHbIe (KOGEHHBIE) CTOJIBI B
oduce;

MIPUMEHSITH B paboTe cpeacTBa
WH(OPMAIIMOHHBIX U KOMMYHHUKAITUOHHBIX
TEXHOJIOTHIi;
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MIPUHUMATH MEPHI 110 COXPAHEHUIO
KOH(pUACHIIMATBHOU HHPOPMALIUU B XO/I€
npuéma OCETUTEIEH.

3Hanusa:

HOPMAaTHUBHBIE MPAaBOBbIE aKThl Poccuiickon
®denepanuu 1o 3amure nHGopmaluu u padbore
¢ oOpamieHUsIMHU TPaXK/IaH;

CTPYKTYypa OpraHU3alMK U paclpeesieHue
(GYHKIUH MEXKITY CTPYKTYPHBIMU
MOAPa3ACICHUSIMHU U CTICIIHATINCTAMH;
MpaBujia OpraHU3aIMK MPUEMA MTOCETUTENCH;
STUKET U OCHOBBI MEXKIyHAPOJHOTO IPOTOKOA;
9THKA JIEJIOBOTO OOIIEHHS;

MpaBUjia PEUEBOrO ITUKETA.

MpaBHUJIa CEPBUPOBKU YaHOTO (KOQeitHOTr0)
CTOJIa;

TpeOOBaHUs OXPAHBI TPY/IA.

IIK 1.3. Baagets
HaBBIKAMH
TUTAHUPOBAHHUS
pabouero BpeMeHH
PYKOBOJUTEISA U
ceKpeTaps

HaBbIku
IJIaHUPOBaHUS pabovyero BpeMeHu
PYKOBOAMTEIS U pabOUero JTHs CeKpeTaps

Ymenus:

BBIOMPATH (POPMBI INITAHUPOBAHUS M OPOPMIISATH
IUTAaHUPOBILIMK (OpraHaiizep) pyKOBOAUTENS U
ceKkpeTaps;

yCTaHaBJIMBATh 1IEJIH, OTIPEENTh
MIPUOPUTETHOCTD U OYEPETHOCTD BBITOJTHEHHS
pabot u 3pexTuBHO pacnpeneniaTs padbouee
BpeMs;

COIJIACOBBIBaTh BCTPEUYH U MEPONPUATUS U
BHOCHUTb MH(OPMALUIO B IJIAHUPOBIIUK
(opranaiizep);

UH(POPMHUPOBATH PYKOBOIHUTEIS O
NpUOIMKEHUN BPEMEHH U PETJIaMeHTe
3aITAaHUPOBAHHBIX BCTPEY M MEPOTIPUSTHIA;
BbIOMPATh ONTHUMAJIbHBIE CIIOCOOBI BHELITHETO U
BHYTPEHHEr0 MH(POPMUPOBAHUS O
TUTAHUPYEMBIX MEPOTPUATHSIX;

o0ecrnieunBaTh HH(HOPMALIMOHHYIO
0€30I1aCHOCTb JESTEIbHOCTH OpraHN3alluY;
IPUMEHSATH B paboTe cpeicTBa
MH(POPMALIMOHHBIX 1 KOMMYHUKAITUOHHBIX
TEXHOJIOTUH.
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3HaHuN:

HOpPMAaTHUBHBIE MTPABOBBIEC aKThl Poccuiickoi
®denepanuu B chepe HHPOPMAITMOHHOM
0€301aCHOCTH;

CTPYKTypa ¥ crienuduka OCHOBHON
NeSATEIIbHOCTH OpraHU3aIuy;

OCHOBBI YIIPaBJICHHUSI BPEMEHEM;

MIpaBuJIa IPOBECHUS JI€JIOBBIX IIEPETOBOPOB;
9THKA JIEJIOBOTO OOIIEHHS;

TpeOOBaHUs OXpaHbI TPY/Ia.

[IK 1.4.
Ocy1iecTBISITh
MTOJITOTOBKY JICTIOBBIX
MOE3JI0K
PYKOBOJIUTEIIS

U IPyTHX
COTPYJIHUKOB
OpraHH3aIiH

HaBbiku
OpraHM3alfy JEJIOBBIX MOE310K PYKOBOAUTENS
U IPYyTUX COTPYAHUKOB OpraHU3alluu

Ymenus:

COCTaBJIATh U OQOPMIISTH JOKYMEHTBI AJIs
JIEJIOBBIX IIOE3/10K;

OCYILIECTBIIATH TPEBEI-NIOAEPKKY JETOBBIX
II0€3/10K;

COTJIACOBBIBATh C IPUHUMAIOILIEH CTOPOHOM
IIPOTOKOJI IUTAHUPYEMBIX MEPOIIPUATHN U
(bopMHpOBATh IPOrpaMMy J1€JI0BOH MOE3IKHU;
HCIOJIb30BATh CPeACTBa HHPOPMALIMOHHBIX U
KOMMYHMKAIIUOHHBIX TEXHOJIOTHH JIs]
oOecrieyeHns: B3auMOJICHCTBHSA C
PYKOBOJUTENIEM BO BpEMs €ro JeI0BOM
MIOE3/KY;

o(hopMIIATH OTUETHBIE JOKYMEHTHI O 1€J0BOM
MIOE3IKE.

3HaHusa:

HOpPMAaTHUBHBIE ITPAaBOBbIE aKThl Poccuiickon
denepanyu B chepe opraHuzanuu AeI0BOM
MOC3JIKH;

MOPSAOK MOJATOTOBKH M TOKYMEHTUPOBAHUS
JIEIIOBOM TTOC3/IKH,

MHTEPHET-PECYPCHI ISl OCYILIECTBICHHUS
TPEBEN-NOAJIEPKKH JEIOBBIX MMOE310K;
3TUKET U OCHOBBI MEKIYHAPOJHOTO MPOTOKOJIA;
9THKA JIEJIOBOI0 OOIIEHNS;

TpeOOBaHUsI OXPAHBI TPYIa.

IIK 1.5. BaageTts
cnocobamu
OpraHH3aIiH

Hasbikn
OpraHU3aIMH U MOEPKaAHHS
(YHKIIMOHATIBHOTO pabovero mpoCcTpaHCTBa
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pabouero
IIPOCTPAHCTBA
IIPUEMHON U

YMmenus:

OpTraHU30BBIBATH pabodee MECTO B
COOTBETCTBUU

KaOuHeTa ¢ TpeOOBaHUSAMHU SIPTOHOMUKHU U KYJIBTYPbI
PYKOBOJUTEIIA TpyIa;
obecrnieunBaTh pabovee MeCTo 1
(hyHKIMOHATBEHOE pabovee MPOCTPAHCTBO
HEOO0XOAUMBIMHU CPEACTBAMHU OpPraHU3allMOHHON
TEXHUKH, MEOEIIbIO U KaHIEIAPCKUMU
IIPUHAJIEKHOCTIMY;
MOJIEP’KUBATH CPEJICTBA OPraHU3ALIMIOHHOM
TEXHUKHU
B pabo4eM COCTOSHUH.
3HaHusA:
TpeOOBaHUs OXPAHbI TPY/1a, IPOU3BOACTBEHHOMN
CaHUTAPUH, IPOTUBOIIOKAPHON 3aLUTHI;
OCHOBBI IIPaBUJIBHON OpraHMU3aluy TPya U
METO/IbI MOBBIIIEHUS ero 3 eKTUBHOCTH;
BU/Ibl OPraHU3aLMOHHON TEXHUKU U TOPATIOK
paboThI ¢ HEM.
IIK 1.6. HaBbiku
Ocy1ecTBIsTh OpraHM3aliy MOATOTOBKH U MTPOBEICHUS
paboTty 1o KOH()EpPEHTHBIX MEPOIIPUATHI, 0OecreueH s
ITOATOTOBKE MH(OPMALIMOHHOTO B3aUMOJCHCTBHS
U IIPOBEJCHUIO PYKOBOJUTENS C TIOAPA3ACTCHUSIMU U
KOH()EPEHTHBIX JOJKHOCTHBIMH JIMIIAMH OpraHU3aluu
MEPOIPUATHH, VMeHus:
obecrieuuBath OpPraHHU30BbIBATH IPOLECC MMOATOTOBKH U
HHq’OpMaIiHOHHoe NpOBeIeHUE KOH()EPEHTHOI'O MEPONIPUATHS
B3alMO/ICIICTBHE WHTMBH/TY ATHHO
PYKOBOHUTEIA ¥ B cocTaBe paboueii rpyImsl;

C oApa3AeICHUSIMU
W TOJKHOCTHBIMHA
JIMIIaMH
OpraHu3aluu

JTOKYMEHTHPOBATh pa3HbIC 3TAIbI POIIETYPHI
MIOJITOTOBKH U TIPOBEICHHSI KOHP)EPEHTHOTO
MEpPOTIPUSITHSI,

COOIOAATh STUKET U OCHOBBI MEXKIYHAPOTHOTO
MPOTOKOJIA;

OCYIIECTBIISATH cOOp, 00paboTKy MH(pOPMAIIHH,
CHCTEMATH3AIIHIO TTOJyYaeMbIX U
nepeaBaeMbIX JIaHHbBIX;

OCYIIECTBIISITh POBEPKY JJOCTOBEPHOCTH,
IIOJIHOTBI

1 HECTIPOTUBOPCUYUBOCTU AAHHBIX, HCKIIFOUCHUC
nyOnupoBaHust HH(DOpPMAITUK;
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MPUMEHATH UH(OPMAIIMOHHO-
KOMMYHHKAIIMOHHBIE TEXHOJIOTMH.

3HaHuA:

HOPMAaTHUBHBIE MPAaBOBbIE aKThl Poccuiickon
Oenepannu B chepe nHPOPMAIIHH;
KOMIUIEKC OPTaHU3allMOHHO-TEXHUYECKUX
MEPOIPHUATHH 110 OATOTOBKE U NPOBEIECHUIO
KOH(EPEHTHBIX MEPOTIPHUATHIA;

npaBuiia 0pOpPMIICHHS TOKYMEHTOB,
CO3/1aBa€MbIX

B IIPOLIECCE MOATOTOBKHU U NPOBEACHHUSA
KOH(EpEeHTHOTO MEPOIIPUATHS;

9TUKET U OCHOBBI MCIKAYHAPOJHOI'O IMTPOTOKOJIA,

JTHKA JIEJIOBOr0 OOIIEHHS;

COCTaB BHYTPEHHUX M BHEITHUX
WH(POPMAIIMOHHBIX TIOTOKOB;
CTPYKTypa OpTaHHU3AINH U TTOPSATOK
B3aMMO/ICHCTBUS TIOpa3/ICTICHHIA,

METObI 00paOOTKHU U 3aIIUTHI HHPOPMAITHH C

IIPUMCHCHHUEM CPCICTB I/IH(bOpMaI_[I/IOHHLIX n
KOMMYHHKAIIUOHHBIX TCXHOJIOT Hﬁ;

TpeOOBaHUS OXpaHbI TPYIA.

I1K 1.7. OdopmnaTts
OpraHU3aIMOHHO-
pacropsiIuTeIbHbIe
JTOKYMEHTHI U
OpPTaHU30BBIBATH
paboTy ¢ HUMH, B
TOM YHCIIE C
UCTIOJIb30BaHUEM
aBTOMAaTH3UPOBAHHBI
X CUCTEM

HaBbikn
odopmIIeHUsT OpraHU3AI[IOHHO-
pacropsIUTeIbHbIX

AOKYMCEHTOB W OpraHu3anusd pa60T1>1 C HUMU, B

TOM YHUCJIE C UCITOJIB30BaAaHUEM
ABTOMATHU3UPOBAHHBLIX CUCTEM

YMmenus:

COCTaBJISITh MPOEKTHI OpPraHU3AIMOHHBIX,
pacnopsSAUTENbHBIX U HHPOPMAIIHOHHO-
CIPaBOYHBIX TOKYMEHTOB, B TOM YHCIIE
JTOKYMEHTOB, COJIEpKaInX
KOH(HUISHIINATBHYI0 HHPOPMALIUIO;
0opOopMIIATH OpTraHU3aIMOHHO-

pacnopsAuTeIbHbIe JOKYMEHTHI (OpUTHHAIIBI U

KOITHUH);

CKaHUPOBATh, KOMMPOBATh 1 KOHBEPTUPOBAThH

JTOKYMEHTHI B pa3InyHble (hopMaThl;

OCYIIECTBIISAITh IPOBEPKY NMPOEKTOB JJOKYMEHTOB

Ha COOTBETCTBUC IIpaBHUJIaM JICJIOIIPOU3BOJACTBA,
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MPUHUMATH U TIPOBOJIUTH TIEPBUUHYIO
00pabOTKy BXOISIINX TOKYMEHTOB;
MIPOBOAUTD MPEABAPUTENHHOE PACCMOTPEHUE
BXOJIALINX U BHYTPEHHUX JOKYMEHTOB;
PETUCTPUPOBATH BXOJAIINE, UCXOASIIIE U
BHYTpPEHHHUE JIOKYMEHTBI;

KOHTPOJIMPOBATh MAPIIPYTU3AIHIO
JOKYMEHTOTIOTOKOB B OpraHU3alluu
(cornmacoBaHue, NOJMNKMCAHUE, YTBEPXKICHHE,
perucTparys, 03HaKOMJICHUE U UCTIOJTHEHUE
JOKYMEHTOB) ;

OCYIIECTBIISATH CPOKOBBIN KOHTPOJIb
UCIIOJIHEHUS IOKYMEHTOB;

OCYILECTBIISATh MOATOTOBKY U OTHPABKY
UCXOJAUINX JIOKyMEHTOB;

COCTABJIATh OTYETHI M AHAJTUTUICCKHUE CIIPABKU
00 UCTIIOJTHEHUH JOKYMEHTOB;

BECTH HH(OPMAIIMOHHO-CIIPABOYHYIO PabOTy
10 IOKYMEHTaM;

OCYIIECTBIISATH pabOTy C OpraHU3aIMOHHO-
pacropsIUTeIbHBIMHA JOKYMEHTaMHU

B aBTOMAaTH3UPOBAHHBIX CUCTEMAX.

3HaHus:

HOpPMAaTHUBHBIE MTPABOBBIE aKThl Poccuiicko
®denepanuu B cepe 1eT0NpOoU3BOICTBA;
JIOKQJIbHbIE HOPMATUBHBIE aKThI,
pETrIIaMEHTHPYIOIIHNE IESTEIBHOCTD CITYKOBI
JIEIOTIPOU3BOJICTBA U €€ paOOTHUKOB,
OpraHU3AIMIO BEJICHUS JIETIOMPON3BO/ICTBA;
COBpeMEeHHbIe HH(OPMALIMOHHBIE U
KOMMYHHUKAIIMOHHBIE TEXHOJIOTHH,
MIPUMEHsIEMbIE

B paboTe ¢ JOKYMEHTaMHU;

CTPYKTypa OpraHu3aliu, pyKOBOACTBO
CTPYKTYPHBIX HOJpa3aeneHuil, 00pa3iibl
MOJMKUCEH JIUI, UMEIOIINX MPaBO MOIMUCAHUS U
YTBEP>KJI€HUSI IOKYMEHTOB,

Y OTPAHUYEHUS 30H UX OTBETCTBEHHOCTH;
MpaBUJIa PYCCKOTO SI3bIKA;

TpeOOBaHUsI OXPAHBI TPY/a.

HaBbiku
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1K 1.8. Odopmnars
JTOKYMEHTHI T10
JUYHOMY COCTaBy U
OpraHH30BBIBAThH
paboTy ¢ HUMH,

B TOM YHCJIE C
UCTIOJIb30BaHUEM
aBTOMAaTH3HPOBAHHBI
X CUCTEM

o opMIIeHHUsT JOKYMEHTOB I10 JITYHOMY COCTaBYy
Y OpraHu3aIu padoThl C HUMU, B TOM YHCIIE C
HCII0JIb30BAHUEM aBTOMATU3UPOBAHHBIX CUCTEM

Ymenus:

o0ecreynBaTh COXPaHHOCTh MIEPCOHAITBHBIX
JAHHBIX PAaOOTHUKOB;

OpPraHU30BBIBATH JOKYMEHTOOOOPOT MO
MIPEJICTABICHHIO IOKYMEHTOB IO IEPCOHATY B
rOCyJJapCTBEHHBIC OPTaHbl;

OpPTaHU30BBIBATH IOKYMEHTOO0OPOT MO YUETY
Y JIBMKEHUIO pAaOOTHHUKOB;

BECTH BOMHCKHUI Y4ET paOOTHUKOB;

BECTH Y4&T pabouero BpeMeH! pabOTHHUKOB;
0OpMIISATH OpPTraHU3aIMOHHO-
pacnopsAuTeIbHbIe JOKYMEHTHI [0 TUYHOMY
COCTaBYy;

BECTH PETUCTPALHIO, YUET, OTIEPATUBHOE
XpaHEeHHE JIOKyMEHTOB I10 JTUYHOMY COCTaBY;
BECTHU JOKYMEHTAIIHIO, TOATBEPKAAIOIIYIO
CBEICHUS

O TPYJOBOH AESITENLHOCTU U TPYAOBOM CTaXKe
pabOTHUKOB,;

(hopMHUpPOBATH JIMYHBIE JIe]1a paOOTHUKOB;
oopMIIATH Jesia o JTUYHOMY COCTaBY AJIs
nepenayn

B apXUB OpraHHU3aIIH;

paboTath co crienuaIn3upPOBAaHHBIMHU
MH(OPMaLIMOHHBIMU CUCTEMAaMHU U O6a3amMu
JAHHBIX 110 BEJCHUIO YUETa U IBHIKEHUIO
PabOTHHKOB.

3HaHus:

HOpPMaTHUBHBIE TTPAaBOBBIE aKThl Poccuiickoi
®eneparyu B chepe TpyAOBbIX OTHOIICHU;
JIOKaJIbHbIE HOPMATUBHBIE AKTHI,
periaMeHTHPYIOIUE TPYIOBbIE OTHOIICHHUS;
COBpEMEHHBIC HH(POPMAITMOHHO-
KOMMYHHKAIIMOHHBIE TEXHOJIOTUH,
MpUMEHsIeMbIe B paboTe ¢ JOKyMEHTaMH 10
JUYHOMY COCTaBYy;

CTPYKTYpa OpraHu3alllK, PyKOBOJCTBO
CTPYKTYPHBIX MTOAPa3ICIICHUIA;

ImpaBujia ACTIOIIPONU3BOACTBA,

34



MpaBUJIa PYCCKOTO SI3BIKA;
9THKA JIEJIOBOI0 OOIIEHNS;
TpeOOBaHUsI OXPAHBI TPY/Ia.

IK 1.9.
OpraHu3oBbIBaTh
TEKyIlee XpaHeHue
JIOKYMEHTOB,
00paboTKy Jen s
OIIEpaTUBHOI'O

U apXUBHOTI'O
XpaHCHU, B TOM
qHclie C
UCIOJIb30BaHUEM
aBTOMATHU3HPOBAHHBI
X CUCTEM

HaBbiku

OpraHu3allMK TEKYIETO XpaHEHUS IOKYMEHTOB,
00pabOoTKH JIeT A7l OTIEPAaTUBHOTO U ApXUBHOTO
XpaHEHHUsI, B TOM YUCJIE C UCIIOIb30BaHUEM
ABTOMATU3HPOBAHHBIX CUCTEM

Yvennsn:

pa3pabaTbIBaTh HOMEHKJIATYPY Je
OpraHu3aluy;

MIPOBEPSITH MPABMIBHOCTH 0()OPMIICHHS
JIOKyMEHTOB M OTMETKH 00 WX MCTIOJHEHUH
nepea ux GOpMUPOBAHUEM B JEIO IS
MOCIEAYIONIEro XpaHeHus; GopMUPOBATH Jena,
KOHTPOJIUPOBATH MPABUILHOE U CBOEBPEMEHHOE
pacnpeﬂeHeHHe nu HOI[IHI/IBKy I[OKYMCHTOB B
Jieia B COOTBETCTBHH C HOMEHKJIATYPOM J1e;
MIPOBEPSITH CPOKH XPaHEHUS JOKYMEHTOB,
COCTaBIISATh MPOTOKOJ pabOThI SKCIIEPTHOU
KOMMCCHH 10 MTOATOTOBKE JOKYMEHTOB K
nepeaayde B apxuB;

COCTAaBJIAITh AKT O BBIACJICHUHN K YHI/I‘—ITO)KGHI/IIO
JIOKYMEHTOB, HE MOJISKAINX XPAHECHHUIO;
COCTaBIISITh KT 00 YHUUYTOXKEHUH TOKYMEHTOB;
OCYIIECTBIISTh MOJIHOE UJIN YaCTUYHOE
odopmMIIeHHE JIeJT BpeMEHHOT0, TIOCTOSTHHOTO,
JOJITOBPEMEHHOTO CPOKOB XpPaHEHUS;
COCTaBIISITh OMUCH AEJ CTPYKTYPHBIX
MoApa3iesIeHU MOCTOSIHHOTO,
JOJICOBPEMEHHOTO CPOKOB XpaHEHUS JJIs
nepeaaydu e B apXuB OpraHu3aluu;
MIPUMEHATh HHPOPMAITMOHHO-
KOMMYHHKAITMOHHBIE TEXHOJIOTHH TIPH padboTe ¢
JOKyMEHTaMHU.

3nanusa:

HOpPMaTHUBHBIE MTPAaBOBBIEC aKThl Poccuiickoi
®eneparnyu B chepe 1eT0mponu3BOICTBA U
apXUBHOTO JIENa;

JIOKaJIbHbIE HOPMATHUBHBIE aKTHI,
perIaMeHTHPYIOIINE BEJICHUE
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JIEJIONPOU3BOCTBA U IIepeiady el B apXUB

OpraHu3aIuy;

BHJIBI HOMEHKJIATYp eI, 001IHe TpeOOBaHUs K
HOMEHKJIAType JIeJI, MOPSA0K PabOThI C HEH;

nopsA0K GopMHUPOBaHUS U ODOPMIICHUS [,

cnernuduka GOPMUPOBAHUS OTACTHHBIX

KaTeropuil 1e;

IpaBujia XpaHCHHA €T, B TOM YHUCJIE C

JAOKYMCHTAMH OI'PaHUYCHHOT'O IOCTYIIA,

IpaBHJjia BbIAA4YU U UCIIOJIb30BAHHUA JOKYMCHTOB

u3 c(OPMHUPOBAHHBIX JIET;

IMOPAIO0OK UCIIOJb30BaAHUA TUIIOBBIX UJIN
BCAOMCTBCHHBIX nepequI?I JOKYMCHTOB,
OIIpCACIICHUSA CPOKOB XpaHCHH: B ITPOLICCCE

OKCICPTU3BI HECHHOCTHU JOKYMCHTOB;

BH/JIbI orucei ACJI OpraHu3any U rmopsaaokK

paboTsl
C HUMH,

TpeOOBaHUS OXpaHbI TPYIa.

4.3 Matpwuiia KOMIIETEHIIUHA BBIITYCKHHKA

Haumenosanu Kox u HaumenoBanue Kon Kon u Kon u
€ BUJIa npodeccuoHanbHOI npodeccroHan | HAMMEHOBaHW | HAMMEHOBaHU
NeATEIIbHOCTH KOMIIETCHITNHU BHOTO e € TPYJ0BOi1
CTaHIapTa 0000111eHHOM byHKIMN
TPYAOBOI
byHKIII
Ocymecteien | [1K.1.1 OcymectBusats | 7.002 A A/01.3
ue HpHéM_HepeHaqy Crenuaauct OpI‘aHI/I?;aI_[I/IO HpI/IGM nu
OPraHU3alMoH | YIIPABJIEHYECKOM 1o HHO®C paclpeieicHu
OpraHU3alloOH | oOecrieyeHue | e
HOTO U UHpOpMALIUU
HOMY JIeATEITLHOCTH | Tele(OHHBIX
KyMEHTAIH ITOMOIIb TB
AOKYMCHTAIl ¢ OMOILBIO  CPeAC JIOKYMEHTAIMO | OPTaHU3allMK | 3BOHKOB
OHHOTO MH(GOPMaIMOHHBIX HHOMY OpraHM3ayuy
obOecrieueHUss | W KOMMYHHMKAIMOHHBIX | 0OECIICYEHHUIO
JIESITCIIbHOCTH | TEXHOJOTHI yIpaBJICHUs
OpraHu3aluu OpraHu3aluen
IIK 1.2. Koopaunuposats | 7.002 A/02.3
paGOTy HpHCMHOfI CrenuaaucT OpFaHI/I?;aIII/ISI
PYKOBOJIUTEJS, 3om | 1O paboTet ¢
OpraHu3aIMoH MTOCETUTEIISIM
npuema Pa3IUYHBIX
. . | HOMY u
KaTEerOpui  MOCETUTEEH
aTerop oceriTene JIOKYMEHTAIHO OpraHu3aIu
OpraHu3aIu HHOMY
00ecTeYeHHUIO
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YIIPABJICHUS

OpraHu3anmen
7.002 A/03.3
Coenuanuct Brinonnenue
1o KOOPJIUHHUPYIO
OpraHu3aIoH 111150'¢
HOMY u
JTOKYMEHTAIIO obecrieunBaro
HHOMY HIUX
obecreueHuno GyHKIMHA
yIpaBICHUS
OopraHu3aimen
Ocymectien | [IK 1.4, OcyuiecTBisiTh B B/01.5
ue IOATOTOBKY JEITOBBIX HoxymenTauy | Opranusanus
OPTraHU3alMOH | OE3J0K  PYKOBOJMTEINS OHHOC pabotsi ¢
HOTO 1 I IPYIEX COTPYIHHKOB o0ecrieueHrne | IOKYMEHTaMHU
JIESITSIIBHOCTH
JIOKYMEHTAlll | OpraHU3alluu OpraHH3aIHH
OHHOTO [IK 1.9. Opranu3oBbIBaTh B/02.5
obecrieyeHust | TeKyIee XpaHEHUE Opranusanus
NEATENbHOCTH | JOKYMEHTOB, 00paboTKy TeKytero
OpPraHM3alMM | e JUIsl  OIEPaTHBHOTO XpaHCHHA
JIOKYMEHTOB
U apXMBHOTO XpaHCHWUs, B
TOM qHCIIe c B/03.5
HUCIIOJIB30BAHHUEM OpraHngauH;{
ABTOMATHU3MPOBAHHBIX 00paboTku
CUCTEM Acn
TUIst
TIOCJIC Ty FOTIIET
0 XpaHCHUS
Ocy1ecTBiieH C C/01.6
He Opranmzanuo | OkazaHue
OpraHM3aluoH HHOC, [IOMOMIIH
HOLO 1 JOKYMEHTAI | PyKOBOIMTEI
OHHOE 10
JIOKYMEHTAIIN " B
OHHOT'O uH(OPMAIMO | TUITAHUPOBAHH
obecrieyeHust HHOE 1 paboyero
JeSITeTbHOCTH o0ecrieueHre | BpeMEHH
OpraHu3aIIH JEeSITETTHHOCTH
I1K 1.3. Brnajgets pykoBoauten | C/02.6
HaBBIKAMH IUIAHUPOBAHUS A IInannposann
OpTaHm3aI | €

pabouero BpeMeHU
PYKOBOIUTENS u
cekpeTaps

I[IK 1.6. OcymecTBisTh
paboTy 1O TOATOTOBKE

pabouero THs
cekpeTaps

C/03.6
Opranuzanus
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u MIPOBEICHUIO
KOH()EPEHTHBIX
MEPOINPHUATHH,
o0ecrieunBaTh
nH(OpMaAITMOHHOE
B3aMMOJICIICTBHE
PYKOBOJUTES
c MoIpa3eIeHUsIMU
" JOJKHOCTHBIMH
JUIIAMH OpTraHU3aIuu

IIK 1.4. OcyuiecTBiiTh
MOJITOTOBKY JIETTOBBIX
MOE3JI0K  PYKOBOJUTEIS
U JIpyTUX COTPYJIHUKOB
OpraHu3aIu

TeneOHHBIX
MIEPEroBOPOB
PYKOBOIUTEIS

[IK 1.5. Bnanets
crocobamMH  OpraHu3alnuu
pabouero MpocCTpaHCTBa
NIpUEMHONM U KabOuHeTa
PYKOBOJIUTEIIS

C/04.6
Opranuzanus
KOMaHIUPOBO
K
PYKOBOJIUTEIIS

I[IK 1.6. OcymecTBisaTh
paboTy MO TMOATOTOBKE
u MIPOBEACHUIO
KOH()EPEHTHBIX
MEPOIPHUATHH,
o0ecrieunBaTh
nH(OpMaAITMOHHOE
B3aMMOJICIICTBHE
PYKOBOJUTENS

c MoApa3ieIeHUsIMHU
u JOJKHOCTHBIMH
JUIAMU OpTaHU3aIuu

C/05.6
Opranuszanus
paboTHI C
MOCETUTEISIM
U B

IIPUEMHOMN
PYKOBOIUTENS

K 1.7. Odopmiars
OpraHU3aIMOHHO-
pacropsAUTeIbHbIC
AOKYMCHTEIL )41
OpPTraHHU30BBIBATH Pa0OTY C
HUMH, B TOM 4YHCJIE C
UCTIOJIb30BaHUEM
aBTOMAaTH3UPOBAHHBIX
cUCTEM

C/06.6
Opranuzanus
HOJTrOTOBKH,
IIPOBECHUS

u

00CcTy )KMBaHU
A
KOH()EpPEHTHBI
X
MEpONPUATHN

C/07.6
Opranuzanus
VCIIOJTHEHUS
peuieHui,
OCYLIECTBIICH
ue KOHTPOJIs
VCIIOJTHEHUS
MOPY4YEHUN
PYKOBOIMTEISA
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IIK L.5. Bnaners
croco0amMy  OpraHU3aluu
paboyero mpocTpaHCTBa
NpUEeMHON W  KaOWHeTa
PYKOBOAUTEIS

K 1.7.  Odopmusirs
OpraHU3aLMOHHO-PACTIOPS
TUTETTHHBIE

JOKYMEHTBI "
OpraHM30BBIBATH PAbOTY C
HUMHM, B TOM YHCIE C
UCIIOJIb30BaHUEM
ABTOMAaTH3UPOBAHHBIX
cHCTEM

C/08.6
Opranuzanus
u

HoJiep KaHue
(byHKIMOHATb
HOTO
pabouero
IPOCTPaHCTBA
IIPUEMHOMN U
KaOuHeTa
PYKOBOIMTENSA

I[IK 1.8. Odopmiuars
JOKYMEHTBI TI0 JIMYHOMY
COCTaBy u
OpTraHHU30BBIBATH PadOTY C

C/09.6
Pa3zpaboTtka
JIOKQJIbHBIX
HOPMAaTHUBHBIX
aKTOB,
periaMeHTHp
YIOIINX
padoty
ceKperaps

HHMH,
B TOM qucie C
UCTIOJIb30BaHUEM
aBTOMAaTU3UPOBAHHBIX
CHCTEM

K 1.7. Odopmusrs
OpraHU3aIMOHHO-
pacropsIuTenbHbIe
JOKYMEHTBI u

OpraHU30BBIBATh PAOOTY C
HUMH, B TOM WYHCIE C
UCIIOJIb30BaHUEM
ABTOMATHU3MPOBAHHBIX
CUCTEM

C/10.6
CocraBncHue
u
odopmieHue
yIpaBlIeHYECK
oM
JIOKYMEHTAI!
nu

[IK 1.9. OpranuzoBsiBaTh
TEKyIIee XpaHEeHHE
JIOKyMEHTOB, 00pabOTKy
Jen  JUIsi  ONEePaTUBHOTO
U apXMBHOT'O XpaHEHHUs, B
TOM qucie c

C/11.6
Opranuzanus
paboThI ¢
JIOKyMEHTaMU
B

MIPUEMHOMN
PYKOBOIUTENSA

C/12.6
Opranuzanus
XpaHeHust
JIOKYMEHTOB B
IIPUEMHOMN
PYKOBOJIUTEIISI
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HCIIOJIBb30BaHHUEM

ABTOMATH3MPOBAHHBIX
CUCTEM
I[IK 1.1. OcymecTBisaTh C/13.6
npuéM-nepenavy Obecneuenue
yIpaBJICHYECKOM PYKOBOAUTEIA
uHpOpMAIHH uHpopmanuein
C TIOMOIIBIO  CPENCTB
UH(POPMAITMOHHBIX
U KOMMYHHKAIIMOHHBIX
TEXHOJIOTUI
[IK 1.6. OcymecTBisTh C/14.6
paboTy 10 IOATOTOBKE Opranuzanus
u MIPOBEACHUIO HHpOpMALHO
KOH()EPEHTHBIX HHOTO
. B3aUMO/JICHCTB
MEPOTIPHSITHIA, -
o0ecrieunBaTh PYKOBOJIHTEIS
UH(POPMAIIMOHHOE c
B3aMMOJICIICTBHE NOJpa3 e IeHU
PYKOBOJIUTECIIA MU
c noJpasieeHUAMU 1
" JOJKHOCTHBIMH i?/IHJ)II;HHOaC;EH
JUIIAMH OpTraHU3aIuu OpTAHHZAIIH
Opranmsammss | [IK 2.1.  OcymectBiats | 7.012 A A/0L.S
ApXUBHOM KOMILICKTOBAHME Cnenuanuct XpaHeHue, Opraauzanus
paboThI IO | ApXHBHBIMH neqamy | APXHBa KOMIUIEKTOBA | TIOCTOSIHHOTO
JIOKyMEHTaM (HOKYMEHTAMH)  apXuBa HUE, YUeT U XpaHCHHUSI
OpraHu3aiuii OpraHW3AIHH HUCIIOJIB30BaH | J€ll
pasIMYHBIX ue (TOKyMEHTOB)
hopm nen
COOCTBEHHOCTH (I0KyMEHTOB)
apXxuBa
A/02.5
KommiekroBa
HUE
ApXUBHBIX
nen
(TOKYMEHTOB)
I[IK 2.2. Bectu yuér A/03.5 Yyer
apXUBHBIX bi () APXUBHBIX
(TOKYMEHTOB), B  TOM Ac
S (1OKYMEHTOB)
c HCIIOJIb30BaHUEM
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ABTOMATHU3UPOBAHHBIX
CHUCTEM

I[IK 2.5. OcymecTBisTh
UCTIOJIb30BaHUE apXHBHBIX
nen (IOKyMEHTOB), B TOM
YHClle C HCIOIb30BAaHUEM

A/04.5
Opranuzanus
HCIIOJIL30BaHU
sl ApXUBHBIX
el

ABTOMATHU3UPOBAHHBIX (10KyMCHTOB)
CHUCTEM
I[NK 2.3. OcymecTBisiTh A/05.5
XpaHEHUE APXUBHBIX JEI XpaneHue,
(T0KyMEHTOB) KOMILIEKTOBA
HHE, yYeT U
C TOCTOSHHBIM CPOKOM
HCITOJIB30BaHU
XpaHCHHUS U T0 JIMYHOMY o
COCTaBYy B apXHBE el
OpraHu3aluu (TOKYMEHTOB)
BPEMEHHOT'0
XpaHCHHUSI
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Paznen 5. Ctpykrypa o0pa3oBaTeibHOI MPOrpamMMbl

5.1. YueOublil mian

5.1.1. YueOHBIH IJIAH IO MPOrpaMMe MOAroTOBKH cnenuaaucToB cpeanero 3seHa (IIIICC3)

YyeOHas Harpy3ka odyyarouuxcs (4ac.)

Pacnipenesienne 00s13aTeJbHOI HATPY3KH
10 KypcaM U ceMecTpam (4acoB B ceMecTp)

£
E 5 B Tom 4ncie I kype I kype I ype
2 2
S § 3 cem. 4 cem. 5 cem. 6 cem
o 5 = = . 1 cem. 2 cmeMm. 20 Hex.
g = g = = = | g g 1 12 10
= HanMeHoBaHMe IIUKJIOB, = ] & = = 2 = 17 ven 5 "Hen. HE. HET.
=] £ = = S g ) £ 22 2H.1Ipa
= JUCHMILINH, TPO(eCcCHOHAIBHBIX g 5 g 3 g = g HeJL. p
moayJeii, MJIK, npakTuk £ = & E ‘3 = = 2 Hen. KT 4u.npa | 4m.npa
z 3 - = 5 = g & = 2 mp.arT TIpaKT. KT KT
=% 8 5 = = = = £ S ln.op.a 1n.mp.a
= =) = = z = 51 5 S p p
3 E § E e, g 2 E 2 1/ lunmpa | Tr
2 = S 2 2 o 5 o E T 4n.npe
3 2 - z 2 3 g | g n.np/6
] R S 2 = @ e = =) LTHA
1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 17
0.00 O611e00pa3oBaTeIbHBII HUKI 1476 36 1476 426 978 612 792
Ba3oBblii ypoBeHb
O/15.01 Pycckuii s13bIK -3 78 78 24 54 34(2) 44(2)
0/1b.02 Jluteparypa /113 117 117 35 82 51(3) 66(3)
O/15.03 UNHOCTpaHHBIIT 361K 3/]13 117 117 35 82 51(3) 66(3)
OJ1B.04 Hcropus -3 117 117 35 82 51(3) 66(3)
O/1b.05 Dusnyeckas KyapTypa 3/113 78 78 24 54 34(2) 44(2)
0/15.06 OcHoBBI 6e30macHOCTH 1 3amuThl Ponuner /113 78 78 24 54 34(2) 44(2)
OJ15.07 O611ecTBO3HAHNE -I13 117 117 35 82 51(3) 66(3)
0/1b.08 Buonoris -1 78 78 24 54 34(2) 442)
0/15.09 Xumust -1 78 78 24 54 34(2) 44(2)
0O/1B.10 Duzuka /113 78 78 24 54 34(2) 44(2)
OJIb.11 TCeorpadus -/13 78 78 24 54 34(2) 44(2)
0OJ1b.12 Popnas nutepatypa -I13 56 56 16 40 34(2) 22(1)
IpoduibHbIil ypoBeHb
OJIT.13 Marematrka I3/9 78 78 24 54 34(2) 44(2)
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oar.14 | upopwarnca tofs |78 78 | 24 | 54 3402) 240)

OJIL15 | Pxonommxa - 100 100 30 70 34(2) 66(3)

OJIIL16 I 1paso ) 78 78 24 54 342) 44(2)

NnauBuaYaIbHBINA NPoEKT 3 36 36

TIpomesxyToUHAN aTTECTANHS 36 36

O0si3aTesibHAsE YaCTH 00PA30BATENLHOI MPOrPaMMBI 2952 174 2052 615 | 1437 432 540 720 432 360

CT.00 CounanbHO-TyMAHHTAPHBII HKJI 609 42 609 181 428 165 200 84 160

Cr.o1 Ucrtopus Poccnn /)i3 44 4 44 14 30 24(2) 20(2)
WHOCTpaHHBIH A3bIK B ¥/

Cr.02 P N 3/ 146 10 146 44 102 30(2) 40(2) 36(3) 40(4)
npodecCHOHANBHOM EATETBHOCTH .

Cr.03 Be301acHOCTb KU3HEEATELHOCTH /113 70 6 70 20 50 30(2) 40(2)

Cr.04 Duzuyeckas KyIbTypa 3333 114 10 114 34 80 30(2) 40(2) 24(2) 20(2)

Cr.05 OcCHOBBI OepEKITHBOTO MPOH3BOICTBA -/]13 85 6 85 25 60 45(3) 40(2)

CI.06 OCHOBBI ()HHAHCOBOI IPAMOTHOCTH -/113 70 6 70 20 50 30(2) 40(2)
BapuatusHas 4acTh 80 8 80 24 56 80

CI'.B.07 OCHOBBI JIOKYMEHTHOM JINHTBUCTUKH 3 40 4 40 12 28 40(4)

CT.B.OS JKOJIOTHIECKHE OCHOBBI 3 40 4 40 12 28 40(4)
TIPUPOIOTIOJIH30BAHUS

OIL.OO OO0menpodeccHoOHATLHbIA UK 730 56 730 222 508 240 240 120 130

OI1.01 DKOHOMHKA OpTaHH3aLUI -1[i3 50 4 50 20 30 30(2) 20(1)

OI1.02 MeHeukMEHT -IJ3 85 6 85 25 60 45(3) 40(2)

OI1.03 [IpodeccrnonanbHas HTHKA H OCHOBBI neit 7 6 70 20 50 3002) 40(2)
JICJI0BOTO O0IIeHUs 3

OI1.04 [IpaBoBbie OCHOBBI MPOPECCHOHANBHOI -/-/- 01 10 91 27 64 15(1) 20(1) 3603) 2002)
JIEATENEHOCTH /9

OIL05 Ungopuatonrsie u - 70 10 70 20 30 302 | 402)
KOMMYHHKAIHOHHBIE TEXHOJIOTHH 13

OI1.06 Pycckuii s13bIK B TpO)eCCHOHATBHOM /-/]13 121 10 121 36 85 4503) 4002) 36(3)
JeSTENbHOCTH

OI1.07 KommbloTepHas 00paboTka JOKyMEHTOB -/]13 129 10 129 38 91 45(3) 40(2) 24(2) 20(2)
BapuaTtuBHasi yacTh 114 12 114 30 78 24 90

OTLB.08 OCHOBBI y4eOHO-HCCIIE0BATENLCKON /113 54 4 54 16 38 24(2) 3003)
JICSITEIbHOCTH CTY/ICHTOB

OIL.B.09 CTHINCTHKA 3 30 4 30 10 20 30(3)

OILB.10 CTaTicTiKa I3 30 4 30 10 20 30(3)

TIM.00 IIpodeccnonambHbII THKI 713 56 713 212 501 135 280 228 70
OcymiecTB/IeHHE OPTaHU3ALHOHHOTO H Ok
IIM.01 JOKYMEHTAIIHOHHOT 0 obecneyeHnst 291 24 291 88 203 75 120 96

JeATeJbHOCTH OPraHN3aLUH

MJIK.01.01 HlokymenTaunontoe obecrederne K3 138 10 138 42 % 3002) 603) | 484)

YIpaBIeHHs
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Oprann3anys padoTE! ¢ HIEKTPOHHBIMH

48

MJIK.01.02 68 6 68 20 20(1) 48(4)
JIOKYMEHTaMHU
MJIK.01.03 OpraHuzauus CeKpeTapckoro 40 4 40 12 28 4002)
00CITyKHBaHUS 5
MJIK 01.04 ZlOl(yMCliTaLIHOHHOC obecneyenne 45 4 45 14 31 4503)
KaIpOBOH CITyKObI
YuyefHasi MpaKkTHKA 10 OPraHU3alNH 72
VII. 01 JOKYMEHTAIIHOHHOTO  o0ecmeyeHus I3 72 72 72
ynpaBJIeHHs!
IIpousBoacTBEHHAs: MNpPaKTHKA 1O 72
.01 OPraHM3allil  {OKYMEHTalHOHHOI0 Iis 7 7 7
obecreyeHust ynpaBJieHHst "
(YHKIHOHHPOBAHUS OPraHM3AIHI
OpraHusanus apXuBHOi paboThI M0
1IM.02 JAOKYMEHTaM OpraHH3aIuii 282 22 282 82 200 80 132 70
Pa3IHYHBIX GOPM COOCTBEHHOCTH
MJIK.02.01 Opranuzauys 1 HOpMaTHBHO-TIPABOBBIE K3 38 6 q8 24 64 48(4) 40(4)
OCHOBBI QDXHBHOTO JIeNIa
MJIK.02.02 TocymapcTBeHHBIC 1 MyHHUMTTTbHbIE 64 6 64 20 44 4002) 2(2)
APXUBBI 1 ADXHBBI OPraHH3ALUI K2
MJIK.02.03 MeToiKa 1 IPAaKTHKA QDXHBOBEICHHS 76 6 76 22 54 40(2) 36(3)
MIK.02.04 Obecreyenne COXpaHHOCTH KD 54 4 54 16 38 24(2) 3003)
JIOKyMEHTOB
72
VILO2 YyeOHast npakTHKa 110 Pl 7 7 7
apXHBOBEJEHHIO
IIpou3BoJcTBEeHHASA NPAKTUKA B 13 72
11.02 apXUBaXxX NpeANPHUATHI, yUpexIeHUI, 72 72 72
OpraHu3anmit
OcBoeHue BHI0B PadoT 10 OHOI WK
1IM.03 HECKOJIbKHM HpodeccHsiM paboynx, 140 10 140 42 98 60 80
JOJKHOCTSIM CITYKAIHX
MJIK03.01 Brimonnenne paboTsl o npodeccuu K3 140 10 140 0 98 60(4) 80(4)
Jlenonpons3BouTesns
72
VILO3 YdeGHasi NPAKTHKA 10 NpodeccHu 13 7 7 7
21299 Jlenonpou3BoAUTENH
IIpon3BoacTBeHHASI MPAKTHKA TIO
T.03 COBEPIEHCTBOBAHHIO M3 7 7 72 7
npogecCHOHATLHBIX HABBIKOB 110
npodeccnn 21299 Jlenonpou3BoguTeNb
IIpome:kyTOoUHAS ATTeCTALMS 108 36 36 36
TITIILO0 IIponsBoacTBeHHAS 144 1444
(NpeAIMIIOMHAS) MPAKTHKA
] 144
[IpousBoacTBeHHAS (IPSIUILIOMHAS ) 13 144 144q

TIpaKTHUKa
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T'HA.00

T'ocynapcerBennas (MToroBas)

216

2164
aTTecTaus
THA01 [ToAroTOBKA K 3aIUTE AUILIOMHOTO |44y
npoekta (paboThi)
T'HA.02 3amuTa IMIUIOMHOTO IpoeKTa (paboTel) 724
UTOro: 4428
Jucnummunst 1 MK 612 792 540 720 432 360
TocynapcTBeHHasi (MTOroBast) aTTeCTANMA: - 0 0
JleMOHCTPaLMOHHBII YK3aMeH: YueOHOli npaKkTHK# 0 36 36 36
C 25.05.2027r. 1m0 20.06.2027r. (Bcero 4 nex.); ITpon3BOACTBEHHON NPAKTUKH/ TIPEUIMILIOMHOMN [PAKTUKA 0 0 0 36 36 36/144
TloaroroBka IUMIOMHOTO MpoekTa (paboThl): 0 3
C 25.05.2027r. 110 20.06.2027r. (Bcero 4 Hex.) Ox3aMenoB 0 2 1 1
3aiuTa BbITYCKHON KBATH(DUKAIIMOHHON paboThI: Tl epeHIPOBaHHbIX 329€TOB 1 10 1 10 2 7
C 21.06.2027r. o 30.06.2027r. (Bcero 2 Hex.)
3aueros 2 2 2 2 2 0
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5.2. Kanengapuplii yaeOHbIN Tpadux

5.2.1. I1o nporpamMMe MOArOTOBKH CIEHMATHCTOB CPEAHEr0 3BeHA

2024-2025 yueonblii rog (1 kype)
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0 TeopeTudecKoe 00yueHue

VII - yueOHas mpakTuka

III1 - npou3BOACTBEHHAs ITPAKTHUKA
[II1 - npepuIOMHas MpakTUKa
ITA - mpoMexyTo4dHas aTTeCTalUs

I'- MMPOBCACHUEC JCMOHCTPAIITMOHHOT'O 3K3aMCHA; ITOATOTOBKA K 3aIMUTC AUIIJIOMHOI'O ITPOCKTA (pa6OTLI)

K - kanukynsI

3 - 3aUUTa JUIUIOMHOTO MPOeKTa (padoThl)
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5.3. PaGo4asi nporpaMMa BOCIIMTAHHUS

5.3.1. Lenu u 3aauu BOCHUTAHUS OOYYAIOLINXCS IIPH OCBOGHUHM UMHU 00pa30BaTEIbHOM
IPOrpPaMMBI:

Lenb pabouyeil mporpaMMbl BOCIIUTaHUS — CO3/IaHUE OPraHU3alMOHHO-IIEAarorn4ecKux
YCIOBUH Uil (POPMHMPOBAHUS JMYHOCTHBIX PE3yJIbTATOB OOYYAOLIMXCS, MPOSIBISAIOLIMXCS B
pPa3sBUTHM MX TMO3UTHUBHBIX YYBCTB M OTHOLIEHMH K POCCHUHCKUM TIpa)KIaHCKUM (0a30BbIM,
oOIIeHallMOHAIbHBIM) HOpPMaM M LEHHOCTSM, 3akpemiéHHbiM B KoHctutynum Poccuiickoit
denepauy, ¢ y4eToM TpaJulUil U KyJbTypbl cyObekTa Poccuiickoit deneparuu, AeI0BBIX
Ka4eCTB CIELUAINCTOB CPEJHEr0 3BEHA, ONPEACNCHHBIX OTPAcICBBIMH TPeOOBAHUAMU
(KOpIIOpaTUBHOM KYJIBTYpOi).

3agaun:

— (opMHUpOBaHHME €IMHOTO BOCIUTATEIBHOIO IPOCTPAHCTBA, CO3AAIOLIETO PpaBHBIE
YCIIOBHS JUIs pa3BUTUA 00yUaroImuxcs npodecCHOHaIbHON 00pa30oBaTeIbHON OpraHU3aluu;

— OpraHu3alus BCeX BUIOB JIEATEIILHOCTH, BOBJIEKAIOIIEH 00yUaromuxcs B 001ECTBEHHO-
LIEHHOCTHBIE COLMAJIN3UPYIOIINE OTHOLIECHHUS],

— (hopmupoBanHue y oOydarommxcsi npodeccuoHaIbHON 00pa30BaTEIbHON OpraHU3aINH
0o0LIMX LIEHHOCTEH, MOpaJIbHbIX U HPABCTBEHHBIX OPUEHTUPOB, HEOOXOAUMBIX JJII YCTOMYUBOTO
pa3BUTHA FOCYAapCTBA;

— YCWUJIEHHE BOCIMTATEIBHOIO BO3JCHCTBUA Onarojapss HENpPEpbBIBHOCTH Ipoliecca
BOCIIUTaHMUS.

5.3.2. Pabouast nporpamMMa BOCIIUTaHUS IPEJICTABICHA B IPUIIOKEHUH 3.

5.4. KaneHgapHbli TJIaH BOCIIUTATEIbHONW PaOOTHI
KanenaapHslii 1aH BOCIUTATENbHOM paObOTHI MIPEICTABICH B IPUIIOKEHHUH 3.

Pa3zgen 6. YciaoBus peanusannu o0pa3oBaTeibHON NPOrpaMMbl

6.1. MaTtepuanbHO-TeXHHUUYECKOE 0OecreueHue 00pa3oBaTeabHON MPOrpPaMMBI.

6.1.1. Jna peammzauum OIIOII CIIO TIIIICC3 mno cnemmansHocTH 46.02.01
JIOKyMEHTallUOHHOE O0ecIlieueHHe YIpPaBICHHUS W apXUBOBEICHHE, COTJACHO TpeOOBaHUAM
OI'OC CITIO I'BITOY PA «AIIK M. X. ArnpyxaeBay pacrmojiaraet Ha rnpaBe COOCTBEHHOCTH HITH
MHOM 3aKOHHOM OCHOBAHHHU MaTE€PHAIBHO-TEXHUYECKOH 0a30ii: criennalbHBIMU TOMEIICHUSIMH,
NPECTaBISIOIUME c000l yueOHbIe ayIUTOPUH, MAacTepCKHUEe OCHAIEHHbIE 000pYJOBaHUEM,
TEXHUYECKUMU CPECTBAMU OO0YUCHUS [T IPOBEICHHS 3aHATHIA BCEX BHJIOB, PEAYCMOTPEHHBIX
oOpa3zoBaTelbHON mporpaMMoii. B ToM u4ucrme s TpyNmoBbIX W HMHAMBHIYalTbHBIX
KOHCYJIbTAllMi, a TakkKe JUId MPOBEACHHUS TEKYIIero KOHTPOJs, MPOMEXYTOUHOU U
rOCy/IapCTBEHHON WTOTOBOW aTTECTAIMH, IIOMEIICHUSIMU JUIsl OPTraHU3alMi CAMOCTOATEIbHON U
BOCIIUTATEIbHOM paboTHI.

Bce Buapl yueOHOM A€ATEILHOCTH 00YUYaIONINXCSl, TPEAYCMOTPEHHBIE YUYEOHBIM TIAHOM,
BKJIIOYas MPOMEXYTOYHYIO M TOCYJAapCTBEHHYIO HTOTOBYIO aTTECTAlMIO, 00ecrneueHbl
PacxXoJHBIMH MaTepHallaMH.

[Tomemenust A OpraHu3allil  CaMOCTOSITEIBHOM M BOCHHUTATENBbHOW paboThI
00yYaroImuxcsi OCHAIICHbl KOMIBIOTEPHOH TEXHUKOW C BO3MOXKHOCTBIO MOJKITIOUEHHS K
MH(pOPMaLMOHHO-TEJIEKOMMYHUKaMOHHOH cetn "UHTepHer".

JlomyckaeTcs 3aMeHa 000py0BaHUs €ro BUPTYyaJIbHBIMH aHAJIOTaMH.
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I'BIIOY PA «AIIK wum. X. AmnapyxaeBa» oOecredeH HEOOXOAMMBIM KOMILJIEKTOM
JMIIEH3UOHHOTO W CBOOOJHO pacHpOCTPaHSEMOro MPOTPaAaMMHOIO OOecreyeHus, B TOM YHCIe
OTEYECTBEHHOT'O IIPOU3BOICTBA.

IlepeyeHb cnennaJbHBIX MOMeNIEHUI

KaOouHnerhbi:

COLMATTbHO-Y)KOHOMHUYECKUX U YIPABIECHICCKUX AUCIIUILINH;
WHOCTPAHHOTO sI3bIKa B MPOPECCHOHATBHON EATETLHOCTH;
PYCCKOTO s13bIKa B MPO(heCcCHOHANBHOM 1eATeThHOCTH;
MPaBOBOTO obOecTeueHus MpoheCCUOHATBHON IeITeTbHOCTH;
JOKYMEHTAIMOHHOTO O0ECTICUCHUs yIIPABIICHHUS;
apXUBOBE/ICHHS;

poecCHOHALHOM TUKH U OCHOB JICTIOBOTO OOIICHHUS;
OpraHU3aIMK CEKPETAPCKOTO OOCTYKUBAHUS;

0€30IMaCHOCTH KU3HEACATEILHOCTH;

METOIUYECKHUIA.

JlaGopaTtopuu:

KOMIIBIOTEPHOI 00pabOTKH TOKYMEHTOB;
MH(OPMALIMOHHBIX U KOMMYHHUKAIIMOHHBIX TEXHOJIOTHIA;
apXUBHOIO JI€Na;

OpraHuzaiuu paboTsl ¢ JOKYMEHTaMU;

CHCTEM 3JICKTPOHHOTO JOKYMEHTO00O0pOTa;

yueOHasi KaHUEeSIpus.

CnopTUBHBII KOMILIEKC.

3anmbI:

— OUONMHMOTEKA, YNTATBHBIN 3a]1 C BEIXOJIOM B UHTEPHET;
— aKTOBBIM 341,

u ap.

6.1.2. MaTepuanbHO-TEXHUUECKOE OCHAIeHHE KaOMHETOB, Ja00opaTopuii, MacTepPCKUX H
6a3 mpakTuku mno crneruanbHocTH 46.02.01 JlokyMeHTanMoOHHOe OOecreYeHUe YIpPaBJICHHUS U
apXUBOBEJICHHUE.

I'BIIOY PA «AIIK um. X.AHapyxaeBay, peanusyronias nporpaMMmy o CrheruaibHOCTH
46.02.01 JloxymeHTallMOHHOE OO€cleYeHHe YIpPaBIEHUS M apXUBOBEJIEHUE, pacrojaraer
MaTepuaIbHO-TEXHUYECKOM 6a30ii, oOecreuynBaroliei mpoBeieHue BCeX BUAOB JUCIUILTHHAPHON
U MEXIUCHUIUTUHAPHON TOATOTOBKH, JTAOOPAaTOPHOHM, MPAKTHYECKOW pabOThl 00YyYaromuXcs,
IPEeIyCMOTPEHHBIX Y4YeOHBIM IUIAaHOM M COOTBETCTBYIOIIEH NEHCTBYIOIIMM CaHUTapHBIM U
POTUBOTIOXKAPHBIM TpaBWIaM W HOPMaM B pa3pe3e BBIOPAHHBIX TPAaeKTOpHi. MUHHMAIBEHO
HeoOxoaumblid s peanm3anuu OITOIl nmepedeHp MaTepuanbHO-TEXHUYECKOTO OOECIeueHus,
BKJTIIOYAET B ceO0sl:

6.1.2.1. OcHamieHue KaOMHETOB
Kabunetr «CounanbHO-35KOHOMHUYECKUX U YIIPABICHUECKUX JTUCIHUILIAH.
Ne | HaumenoBanue 060py0BaHUs
I CnennanusupoBanHasi MedesIb U CHCTEMbI XpPaHEHHUs
OcHoBHoOe 000opya0BaHHe
1 | paboyme CTOJI U CTYJ IO KOJIMYECTBY 00YHAROIINUXCS
2 | paboyee MeCTO MpenogaBaTes
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I1 Texuuueckue cpeacTaa

OcHOBHOe 000py10BaHUE

1 | mepcoHaIbHBIM KOMIIBIOTEP

MIPUHTEP

2

3 | mpoekTop

4 | UHTEepaKTUBHAs MIPHUCTABKA K JOCKE WM WHTEPAKTHBHAS
J0CKa

Kabunet « MHOCTpaHHOTO A3BIKA B MPOJECCHOHANBHOMN EATEIHLHOCTHY

No | HaumenoBanue o0opyaoBaHus

I Cneuua.ﬂmnponaﬂﬂaﬂ Me0eJIb U CHCTEMbI XpaHECHUSA

OcHoBHOe 000py/10BaHHE

1 | paboywrie CTOJ U CTYJ MO KOJIUYECTBY O0YHAIOIIUXCS

2 | paboyee MECTO MPENOAaBaATEISI

I1 Texnuueckue cpeacTpa

OcHoBHOe 000py/IOBaHHE

1 | mepcoHaJIbHBIM KOMIIBIOTED

MIPUHTEP

2

3 | mpoeKTop

4 HWHTCPAKTUBHAA MPUCTABKA K JJOCKC UJIM MHTCPAKTUBHAA
JI0CKa

Kabunet «Pycckoro si3pika B mpoheCCHOHATBHOM JISITSIbHOCTHY

Ne | HaumenoBanue 060py0BaHus

I Cneunaunsnponaﬂﬂaﬂ Me0eJIb U CHCTEMbI XpaHECHUSA

OcHoBHOe 000py/1I0BaHHE

1 | paboywrie CTOJI U CTYJ MO KOJIUYECTBY 00YIAIOIIUXCS

2 | paboyee MeCTO MpenogaBaTes

II Texunuyeckue cpeacraa

OcHoBHOe 000py/I0BaHHE

1 | nepCOHAIbHBINA KOMIIBIOTED

[IPUHTED

2

3 | mpoekTop

4 HWHTCPAKTUBHAA MPHUCTABKA K JJOCKC UJIM MHTCPAKTUBHAA
J0CKa

Kabunet «I[IpaBoBoro obecriedeHusi mpoPecCHOHATBHON ASSITETLHOCTI.

No | HaumenoBanue 060py10BaHUs

I CnenuanusupoBaHHas Me0esib U CHCTEMbl XpAHEHUS

OcHoBHoOe 000opya0BaHHe

1 | paboyme CTOI M CTYJ MO KOJIMYECTBY O0YJArOIIUXCS

2 | paboyee MeCTO MPENoJaBaTeNs

II Texuuuyeckue cpeacraa

OcHoBHOe 000py/1IOBaHHE

1 | mepcoHaIbHBIA KOMIIBIOTED

[IPUHTED

2

3 | mpoekTop

4 | UHTEepaKTUBHAs MPHUCTABKA K JIOCKE WJIM MHTEPAKTUBHAS
JOCKa

Kabuner «JlokyMeHTaIIMOHHOTO 00eCTIeYeHUS YIIPABICHUS)

No | HauMmenoBanue 060py10BaHUS

I CneunanusnpoBanHasi me0esib U CHCTEMbl XpPAHEHU S
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OcHoBHOe 000opyrOBaHHe

1 pa60q1/1e CTOJ M CTYJI I1IO KOJIMYCCTBY o6yqa}0mnxc;[

2 | pabouee MeCTO IpenoaBaTess

3 | cucTeMbl XpaHEHUs Jell B yueOHOU KaHIEISIpUn

II Texunuyeckue cpeacraa

OcHoBHOe 000py/1I0BaHNE

1 | mepcoHaJbHBIA KOMIIBIOTEP

2 | npuntep/MOY

3 | ckanep/MOVY

4 | konupoBaIbHBIN anmapat/ MDY

5 | OpoekTop

6 | UHTepaKTUBHAsl MPUCTaBKa K JOCKE WM HHTEPAKTUBHAsS
J0CKa
KabunaeT « ApXHBOBEACHUS.

Ne | HaumeHnoBanue 060py0BaHUs

I CnennanusupoBanHas Me0eJIb U CHCTEeMbI XPAHEHUS

OcHoBHOe 000py/1I0BaHHE

1 | paboywrie CTOJI U CTYJ MO KOJIUYECTBY 00YyHAIOIIUXCS

2 | pabouee MeCTO IpernoaBaTess

3 | apxuBHbIE MKa(bI

4 | oducHBIE CTEITAXKHI

I1 Texuuueckue cpeacTaa

OcHOBHOe 000pyI10BaHHUE

1 | mepcoHaIbHBIM KOMIIBIOTEP
2 | npuntep/MOY
3 | ckanep/ MOV
4 | xonupoBaybHEIN anmapar/MDY
5 | mpoekTop
6 | MHTEepaKTHBHAs MPUCTaBKa K JOCKE WIM HHTEPAKTHBHAS
J0CKa
Kabuner «I[IpodeccrnoHaqbHON YTUKH U OCHOB JEJTOBOTO OOIICHHS.
Ne | HaumeHnoBanue o0opy10BaHus |

I Cneuna.ﬂmnponaﬂﬂaﬂ Me0eIb U CHCTEMBI XpaHECHUA

OcHoBHOe 000py/1I0BaHHE

1 | paboume CTOJI U CTYJI IO KOJIMYECTBY OOYUAFOIINUXCS

2 | paboyee MeCTO MPENoJaBaTeNs

II Texunuyeckue cpeacraa

OcHoBHOe 000py/I0BaHHE

| | mepcoHaIbHbIA KOMIIBIOTED

[IPUHTED

2

3 | mpoekTop

4 | MHTEepaKTUBHAs MPUCTABKA K JIOCKE WJIM MHTEPAKTUBHAS
J0CKa

Kabuner «Opranuszaiuu ceKpeTapcKkoro 00CIyKUBAHUS.

No | HaumeHnoBanue 060py10BaHUS

I CneunanusnpoBanHasi me0esib U CHCTEMbl XpPAHEHU S

OcHOBHOe 000pyI10BaHHUE

1 | paGoume cTOJ M CTYJI IO KOJIMYECTBY 00YUAIOIIUXCS

2 | pabouee MecTO MmpernoaaBaTess
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3 | cucTeMbl XpaHeHH s e B y4eOHOI KaHIeIsIpUH

II Texunuyeckue cpeacraa

OcHoOBHOE 000py/10BaHHE

HepCOHaJ'ILHHﬁ KOMIIBIOTCP

npuarep/MOY

ckanep/ MDY

KOMMUPOBAILHBIN anmapat/ MDY

IIPOEKTOP

AN N[ [W[IN|—

HHTCPAKTHUBHAA IMPHUCTABKa K JOCKC HJIM HHTCPAKTHBHAA
JOCKa

Kaobuner «be3onacHocTu KHU3HCACATCIIBHOCTH.

Ne | HaumeHnoBanue 060py10BaHUs

I CnennanusupoBanHas Me0Oe/b U CHCTEMbI XPAHEHUS

OcHoBHOe 000py/1I0BaHHE

paboyrie CTOJI U CTYJ M0 KOJIUYECTBY 00YHAIOIIUXCS

pabodee MeCTO MpernoaBaTelst

nportusoras ['TI-7

pecniuparop P-2

3aIUTHBIA KOcTIOM JI-1

0O0IIIEBOMCKOBOM 3aIIMTHBIA KOCTIOM

00I1IeBOICKOBOM MPHOOP XUMHUUECKOHN Pa3BEIKH

KOMIIAC-a3UMYT

O [0 |n | |[WIN|[—

HHIUKATOp PaarOaKTUBHOCTHU

10 | unauBuAYyanbHbIN nepeBs3ounblil maketr MIIII-1

11 | KryT KpOBOOCTaHABJIMBAIOIIUHN

12 | anTeuka unanBuayanbHas 1. AU-2

13 | KOMIUIEKT MPOTHUBOOKOTOBBII

14 | unauBuAyanbHbIN npoTuBoXuMUYeckuil maket UIIII-11

15 | cymka canutapHas aJsi oKa3aHUs IEPBON TOMOIIH
noapazaenenusm cuit 'O (mpuka3 Ne 611 ot 08.02.2013)

16 | HOCWJIKM mJIalleBbIe

17 | TpeHaxkE€p-MaHEKEH B3POCIIOTO MOCTPAJABILETO
«Anexkcanap-2-0.1» (romosa, Topc) (MM €r0 aHAJIOT) JUIs
OTpabOTKH MTPUEMOB CEPJICUHO-TIETOYHOMN peaHnMaIiu (Co
CBETO3BYKOBBIM MHJIUKATOPOM)

18 | crena-yrojaok MapkepHbIi « TexHuka 6€301MacHOCTH.
YcrpoiicTBo, cOopka u pazdopka aBromata AK-74.
HopMmatusei»

19 | crenn «IIpubopsl pagMaiOHHONW U XUMUYECKOM
pa3BeIKu»

20 | maket aBromaTa Kananrnukona (cOopHO-pa300pHBIii)

21 | yueOHO-TPEHUPOBOYHBIN KOMILIEKC OTHEBOW MOJATOTOBKU
Crpeneu-1/AK (maccorabaputhsiii maket AK) niu ero
aHajor

22 | crena «Opranu3alroHHas CTpykTypa BoopykEHHBIX cuit
Poccuiickoit Denepauum»

23 | crenn «CpeacTBa UHAMBUYAIbHOM U TPYNIIOBOM
3allIUThD»
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24 | crenn «CpezacTsa 3alllUThl OPTaHOB JIbIXaHUS
(MHAMBUAYAJTBHBIE CPEJICTBA 3AIIHUTHI)»
25 | crenn «YcraBbl. 3aKOH BOGHHOH CITy>kObl. BoeHHas
MIPUCSITay
26 | MarHUTHO-MapKepHas Jocka «MakeTsl yoexuI u
MPOCTEHUIIINX YKPBITHI» C KOMILICKTOM (hOJIHIA 1
TEMaTHYECKHX MarHUTOB
I1 Texuuueckue cpeacraa
OcHoBHoOe 000opya0BaHHe
1 | mepcoHaIbHBIN KOMIBIOTEP
2 | mpuHTEp
3 | mpoekTop
4 | UHTepaKTUBHAs MPHUCTABKa K JOCKE WJIM WHTEPAKTHUBHAS
J0CKa
Kabuner «MeToaudyecKumny.
Ne | HaumenoBanue 060py10BaHUs
I CnennanusupoBanHas Me0eJb U CHCTEMbI XPAHEHUS
OcHoBHOe 000py/1I0BaHHE
1 | paboyee MeCTO MO KOJIUYECTBY METOJUCTOB
2 | cucTteMbl XpaHEeHUsl y4eOHO-METOINYECKON TOKYMEHTaluu
I1 Texuuuyeckue cpeacTraa
OcHOBHOe 000pyI10BaHUE
1 | mpuaTep/MOY
2 | ckanep/ MDY
3 | konupoBanbHbIH anmapat/MOY
6.1.2.2. OcHallleHue NOMEIICHUH, 33161 ICTBOBAHHBIX IIPU OPraHU3aLMK CAMOCTOSATEIILHON
Y BOCITUTATEIHHOMN pabOTHI.
Kabuner «bubnuoreka, YuTaJIbHBIN 3211 C BBIXOJJOM B MHTEPHET»
Ne | HaumeHnoBanue 060py0BaHUs |
I OcHoBHOE 0060pyIOBaHue
pabodee MecTo OUOIMOTEKAPS
CTeJUIaK OMOIMOTEeUHbIE AJIsl XpaHEHUS
CTeJUIaXH OMOIMOTEYHbIE IEMOHCTPALIMOHHBIE
4 | pabouue CTONBI U CTYJbs sl 00yYarouxcs
I1 Texunuyeckue cpeacTBa (npu HeoOXo0ouUMocmu)
OcHoBHOe 000py/IOBaHHE
1 | mepcoHanbHBIN KOMIBIOTED (pabodee MecTo
OoubaroTekaps)
MepPCOHAIbHBIE KOMIBIOTEPHI JIJIsl 00yUaIOUINXCs
npuaTep/MOY
ckanep/ MDY
KONupoBaJbHbIN annapat/MOVY
IIPOEKTOP
MHTEpaKTUBHAs MPUCTaBKa K JOCKE WJIM MHTEPAKTHBHAS
J0CKa
8 | MOCTymN K 2JIGKTPOHHBIM OMOJNOTECYHBIM CHCTEMaM
6.1.2.3. OcnHaienue gabopatopuit
Jlaboparopus «KomnbroTepHO# 00pabOTKH TOKYMEHTOBY.
| Ne | HaumenoBanue o0opyioBaHus |

W |

NN B W
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I Cnenuasu3upoBaHHasi Me0esib U CHCTEMbI XPAHEHUS (1pU He0OX00UMOCmUL)

OcHoBHOe 000opyrOBaHHe

1

pa60q1/1e CTOJ M CTYJI 11O KOJIMYCCTBY 06yqa}01unxcsl

2

pabodee MeCTO MpenoaaBaTest

3

MapKepHas JOCKa

I1 Texunuyeckue cpeacTBa (npu HeoOXo0oUMocmu)

OcHoBHOe 000opya0OBaHHe

1 | mepcoHaJbHbIA KOMIIBIOTEP

2 | npuntep/MOY

3 | ckanep/MOVY

4 | konupoBaIbHBIN anmapat/ MDY

5 | OpoekTop

6 | UHTepaKTUBHAs MPUCTaBKa K IOCKE WJIM WHTEPAKTHUBHAS

J0CKa
7 | yHUUTOXHUTENb OymMaru
Jlabopartopust « UHPpOpMaIIMOHHBIX U KOMMYHHUKAITMOHHBIX TEXHOJIOTH.

No | HaumeHnoBanue 060py10BaHUS |

I CnenmanusupoBaHHasi Mebelb U CUCTEMbI XPaHeHHs (npu HeoOXooumMocmu)

OcHOBHOe 000pyI10BaHHUE

1 | paGoume cTO U CTYJI IO KOJTMYECTBY O0YUAIOIIUXCS
OCHAII[CHHBIE KOMIIBIOTEPHBIMHU CTOJIAMHU M TIOABEMHO-
IIOBOPOTHBIMHU KpeciIaMu

2 | paGouee MecTO mpenoaBaTess

I1 Texnnuyeckue cpeacTBa (npu HeoOXo0ouUMocmu)

OcHoBHOe 000py/IOBaHHE

1

MepPCOHANBbHBIN KOMIBIOTEP Ha Kaxa0e pabouee MecTo:

C YCTaHOBJIEHHBIM MPOTPAMMHBIM 00€CTICYCHUEM:
olepaloHHasl CUCTeMa, aHTUBUPYCHAs IIporpamma,
TEKCTOBBIN, TabMuuHbIN penaktop, CYB/], mporpamma st
co3zianus npeseHTauui, [lepcoHabHbII
MH(POPMALMOHHBIN MEHeKep ¢ PYHKIUSIMH TOYTOBOTO
kinueHTa u Groupware, apXuBaTOPbI, IPOrPaMMBI
CKaHUPOBAHMUS, KOHBEPTHPOBAHUS (aiisioB,

C JIOCTYIIOM B IJ1I00QJIbHYIO CETh MHTEPHET, B JIOKAJIBLHYIO
ceTb yueOHOTro 3aBe/ICHHsI, B CIIPAaBOYHO-TIPABOBYIO
CUCTEMY M JICKTPOHHO-OUOIMOTEUHYIO CUCTEMY

2 | mpuatep/MOY
3 | ckanep/MOVY
4 | xonupoBayibHbIN annapar/MOY
5 | opoekTop
6 | MHTepaKTHBHAs IPUCTABKa K JOCKE MM UHTEPAKTUBHAs
J0CKa
JlaGopaTopust K APXHBHOTO JCIIay.
Ne | HaumenoBanue o0opy1oBaHus |

I Cnenmajau3upoBaHHas Medeib U CHCTEMbI XpPaHEHHUs (npu Heobxooumocmu)

OcHoBHOe 000py/IOBaHHE

1

pabouure CTOJI U CTYJI 110 KOJIMYECTBY 00YUYaIOIINUXCS

2

pabouee MeCTo IpernoaBaTess

3

apXuBHBbIE IKa(bI
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4 | odHUCHBIC CTEIIAXKH

5 | MapkepHasi JocKa

6 | YHUUTOXHUTENb TOKYMEHTOB (IIpeaep),

7 | MHCTPYMEHTHI U MaTEpUabl 1Ji MPOLUIMBKUA JOKYMEHTOB
(MexaHHMYeCcKHE U PYUYHbIE):

8 | MpOIIMBHOE YCTPOMCTBO

9 | IBIpOKOJIBI HA JBA M YEThIPE MPOKOJIa

10 | mmmio mo KOJIMYECTBY 00YJArOIIUXCS

11 | urja mo KOJIMYECTBY 00YyYarOITUXCS

12 | xapToH «apxuBHBIA cTangap™ 230x320 MM ¢ OHUTOBKOM
(o muHUYM crrba) 1Mo KOJIMYECTBY 00YJarOITUXCs

13 | HUTH I IOAIIMBKUA TOKYMEHTOB JIAaBCAHO-IIITAIIETIbHbIE
JII-210 o KoIM4YeCcTBY 00YYarOIUXCs

14 | medath ¥ MITAMIIBI IJ151 3aBEPEHUS apXUBHBIX CIIPABOK,

KOMUH 1 BBITUCOK (OTMETKA O 3aBEPEHUU KOTHH
JOKYMEHTOB, mtami «Komus»);

I1 Texunuyeckue cpeacTBa (npu HeoOXo0ouUMocmu)

OcHOBHOe 000pyI10BaHUE

1

NEPCOHAIBHBIN KOMIBIOTEP Ha KaX10e pabouee MecTo ¢
YCTaHOBJIEHHBIM IIPOTrPAMMHBIM 00€CIIEYEHHUEM:!
OllepalOHHAsl CUCTEMA, AaHTUBUPYCHAs Iporpamma,
TEKCTOBBIH, CUCTEMA JIEKTPOHHOTO JOKYMEHTO000pOTa,
MIPOTPaMMHBIH MIPOAYKT, peaTu3yomuil (YyHKIUU apXrUBa
OpraHM3alvy;

C JIOCTYTIOM B INI00ABbHYIO CETh HHTEPHET, B JIOKAJIHHYIO
ceTb yueOHOro 3aBe/IeHHs], B CIIPAaBOYHO-IIPABOBYIO
CUCTEMY U JIEKTPOHHO-OMOINOTEUHYIO CHCTEMY

npuHTep/ MDY

ckanep/ MDY

KOMUPOBaJIbHBIN annapat/ MOV

IIPOEKTOP

(o)A N E SRS ] | )

I/IHTepaKTI/IBHaH HpI/ICTaBKa K JOCKE UIIN I/IHTepaKTI/IBHaSI
IOCKa

Jlaboparopust «OpraHu3anuu padoThl C JOKYMEHTAMU.

N9|

HaumenoBanue 060py10BaHUs

I CnenmanusupoBanHasi Mebeslb U CHCTEMbI XPaHeHHS (npu HeoOXo0umMocmu)

OcHoBHOe 000py/1I0BaHHE

1

pabourie MecTa 00yUJaIONUXCS

pa60qee MCCTO ITPCIIOAaBaTCIIA

o(HICHBIE CTEIUTAKHU

AN

MOIEEMHO-TIOBOPOTHOE KPECIIO MO KOJIUYECTBY
00yJaronmxcst

6YMaI‘0yHI/ILITO)I(I/ITCJIB

OymaropesaTesibHOe YCTPOHCTBO

JIAMUHATOP

OpornropaTop

O[O0 [J |\ |

KOHBCPTOBCKPLIBATCIIb
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10

KaHIIETSIPCKUE MeyaTH (OTTHCK IMeYaTH) U IITAMITBI JIJIs
00pabOTKH JOKYMEHTOB (OTMETKA O MOCTYIJICHUH,
OTMETKAa 0 KOHTPOJIC)

11

MaJtasi KaHIeJIIpHs MO KOJIMYECTBY 00yJaroIuxcs B
COOTBETCTBUM C MHOPACTPYKTYPHBIM JTUCTOM

I1 Texunuyeckue cpeacTBa (npu HeoOXo0ouUMocmu)

OcHoBHOe 000py/1I0BaHHE

1

MePCOHANBHBIN KOMIBIOTEP HA Kaxa0e pabouee MecTo:
C JIOCTYIIOM K JIOKQJIbHOW CE€TH y4eOHOTO 3aBEeACHMUS,
r7100ambHOM CeTH UHTEPHET, CIIPABOYHO-IIPABOBOM
CUCTEME, JICKTPOHHBIM OMOJIMOTEYHBIM CUCTEMAM;
MIPOrpaMMHOE 0OecTeueHUe: TeKCTOBbIMN, TaOIUYHBIN
penaktop, nporpamma cosnanus npezerramnuii, CYB/,
MePCOHANBHBIN HHPOPMAIIMOHHBIN MEHEDKEP C
(yHKIHSIMU TTOYTOBOTO KiMeHTa u Groupware, cuctema
ANEKTPOHHOTO JOKYMEHTO000pOTa, apXUBaTOpP,
MpOrpaMMBbl CKAaHUPOBAHUS U KOHBEPTUPOBAHUS
JOKYMEHTOB, IPOrPaMMbl JUIsl HOJTOTOBKH JOKYMEHTOB K
nepeaayde B apXuB.

2 | npuntep/MOY

3 | ckanep/ MDY

4 | xonupoBaIbHEIHN anmapaT/MOY

5 | MHOrOGYHKIIMOHATBEHOE YCTpoicTBO MDY (mipunTED,
CKaHep, KOIIUP, CPEJICTBA CBSA3H)

6 | mpoekTop

7 | MHTEepaKTUBHAS MPHUCTaBKA K JIOCKE WM WHTEPAKTHBHAS
JO0CKa

Jlabopatopust «CUCTEM JIEKTPOHHOTO JOKYMEHTOO0OPOTaY.
No | HauMmeHnoBanue 060py10BaHUS |

I Cnenmanau3supoBaHHasi Mebelb U CHCTEMbI XPaHeHHS (npu HeoOXooumMocmu)

OcHOBHOe 000pyI0BaHUE

1

pabourie MecTa 00yUarOLUXCsI

pabodee MeCTO MPenoJaBaTes

10 TbEMHO-ITOBOPOTHOE KPECIIO TI0 KOJUUECTBY
00yJaronmxcst

OyMaroyHHUYTOKUTENb

OyMaropesareibHOE YCTPOHCTBO

JJaMHUHATOP

OpomropaTop

KOHBEPTOBCKPbHIBATEIIb

KaHIEJSIPCKHUE MeYaTH (OTTUCK TICUaTH) U IITAMITBI JUIsI
00paboTKH JOKYMEHTOB (OTMETKA O TOCTYTUICHUH,
OTMETKa O KOHTPOJIE)

MaJtasi KaHIIeJSIPHS 10 KOJIMYECTBY OOYJarOIIUXCS B
COOTBETCTBUU C HHOPACTPYKTYPHBIM JTUCTOM

I1 Texunuyeckue cpeacTBa (npu HeooOxXooumMocmu)

OcHoBHOe 000py/1I0BaHHE

1

| mepcoHATBHBII KOMIBIOTEp HA Ka%I0€ paGouee MecTo:
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C IOCTYIIOM K JIOKaJTbHOU CETH y4eOHOTO 3aBEICHUSI,
JI00aTHbHOM CETH UHTEPHET, CIIPABOYHO-TIPABOBOM
CUCTEME, DJICKTPOHHBIM OHOIMOTEYHBIM CHCTEMAaM;
porpaMMHOe o0ecrieueHre: TeKCTOBBIN, TAOJIMIHBII
penakrop, nporpamma cosnanus npezenramnuii, CYBb/,
MePCOHANIbHBIN HH()OPMAITMOHHBIA MEHEIKED C
(GbyHKUMAMU IOYTOBOTO KiaueHTa u Groupware, cucrema
ANEKTPOHHOIO JJOKYMEHTO000pOTa, apXUBaTOp,
MPOrpaMMbl CKAHUPOBAHUS 1 KOHBEPTUPOBAHUS
JIOKYMEHTOB, POTPaMMBbI JJIsl HOJATOTOBKU JOKYMEHTOB K
nepeaye B apXuB

2 | npuaTep/ MDY

3 | ckanep/MOY

4 | xonupoBaybHbIH anmapar/MOY

5 | MHOrOYyHKIIMOHATBHOE ycTpoiicTBO MDY (nmpuntep,
CKaHep, KOIUP, CPEACTBA CBSI3H)

6 | mpoekTop

7 | “HTEpaKTUBHAS MPUCTABKA K JIOCKE WM UHTEPAKTUBHAS
J0CKa

JlaGoparopust «YueOHasi KaHIICIIIPUS.
No | HaunmenoBanue o0opyaoBaHus |

I CnenmanusupoBanHasi Mebeslb U CHCTEMbI XPaHeHHS (npu HeoOXooumMocmu)

OcHoBHOe 000py/1I0BaHHE

1

pabourie MecTa 00yUJaIONUXCS

pa60qee MCCTO ITPCIIOAaBaTCIIA

MOTLEMHO-TTOBOPOTHOE KPECIIO 110 KOJIMYECTBY
o0yyJaronmxcs

6YMaFOYHI/I‘ITO)KI/IT€J'IB

OyMarope3aTeslbHOE YCTPOHUCTBO

JAMUHATOP

OponIopaTop

KOHBCPTOBCKPBIBATCIIb

KaHIICTSIPCKUE IeYaTH (OTTHCK IeYaTH) U IIITAMITHI JIJIs
00paboTKH JOKYMEHTOB (OTMETKA O MOCTYIIICHUH,
OTMETKa O KOHTPOJIE)

MaJiasi KaHIeJApUs [0 KOJIMYECTBY 00y4aroluXxcs B
COOTBETCTBUU C HHOPACTPYKTYPHBIM JTUCTOM

I1 Texunuyeckue cpeacTBa (npu HeoOXo0ouUMocmu)

OcHOBHOe 000pyI10BaHHUE

1

MEPCOHATBHBIN KOMIIBIOTEP Ha Kax10e padouee MecTo:
C IOCTYIIOM K JIOKaJIbHOU CETH y4eOHOT0 3aBeeHMs,
r7100abHOM CeTH WHTEPHET, CIIPAaBOYHO-IIPABOBOM
CUCTEME, DJICKTPOHHBIM OMOJIMOTEYHBIM CHUCTEMAM;
MIPOrpaMMHOE 00eCTIeueHUE: TeKCTOBBIN, TAOIMYHBIN

penakTop, nporpamma cosaanus npesenraunii, CYB/,

NepCOHAIBHBIN HH(OPMAIIMOHHBIN MEHEIKED C
(GyHKIMAMU IOYTOBOTO KiaveHTa u Groupware, cucrema
3NIEKTPOHHOT'O IOKYMEHT0000pOTa, apXUBaTOP,
IIPOrpaMMBbl CKAHUPOBaHUSI 1 KOHBEPTUPOBAHUS
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JOKYMEHTOB, ITPOrpaMMBbI JIJIs IOATOTOBKH JOKYMEHTOB K
nepeiaye B apXuB
npuaTep/MOY
ckanep/ MDY
KONMPOBaJIbHBIN anmapat/MOY
MHOTro(yHKIIMOHAJIbHOE ycTpoiictBo MDY (npunTep,
CKaHep, KOIIUP, CPEJICTBA CBSA3H)
(hakcUMUIIBHBIN anmapar
MuUHH-ATC
IIPOEKTOP
MHTEpaKTUBHAs MPUCTaBKa K TOCKE WM MHTEPAKTHBHAS
J0CKa

6.1.2.4. OcHamenue 6a3 MpakTUK

Peanuzamus oO6pa3oBaTeNbHONM MPOrpaMMbl MPEAIOJIaraeT 00s3aTeNbHYI0 YYEOHYIO U
MPOU3BOJICTBEHHYIO MPAKTHUKY.

VY4eOHasi MpakTUKA peaau3yeTrcs B MAacTEPCKUX MPOdeCcCHOHATBHOW 00pa3oBaTeIbHOU
OpraHM3alliil U HUMeeT Hamuuue OoOOpyAOBaHHWS, HHCTPYMEHTOB, PACXOJHBIX MaTepHaloB,
00eCTIeYnBarOIIMX BBHIMOJIHEHHE BCEX BHIOB PaldOT, ONpEAETCHHBIX COACpKaHHUEM pPadOUMX
nporpamm npohecCuOHaNbHBIX MOTyJIeH, OTBEYAIOIIETO MOTPEOHOCTAM OTPACIH U TPEOOBAHUSIM
paboronaTeneil.

[IpousBojacTBEHHAs TMpaKTUKa pealn3yeTcss B OpraHu3aluax Jio0oro mpoQuis,
o0ecrieyMBarOIIUX  JEATENIBHOCTh  o0ywarommuxcd B IpoecCHOHaIbHOW  00sacTu
aJIMUHHUCTPATUBHO-YNPABICHUECKON 1 O()UCHOM NeSTEIbHOCTH.

O6opynoBaHue MNpeANpUATHNR U TEXHOJOTMYECKOE OCHAIIeHHEe pabdoyux MecCT
MIPOU3BOJICTBEHHON MPAKTUKU COOTBETCTBYET COJIEPKAHUIO MPO(PECCUOHANBHOMN AeITeTbHOCTH U
JIa€T BO3MOXKHOCTh OOY4YaromIeMycsi OBJIQAETh NMPO(EeCCHOHAIBHBIMUA KOMIETSHIIUSIMH TI0 BCEM
BUJAM JIeATENbHOCTH, TMPEAYCMOTPEHHBIMU paboueld mporpaMMoil, ¢ HCHOIb30BAHUEM
COBPEMEHHBIX TEXHOJIOTUH, MaTEPUAIOB ¥ 000y IOBaHHUS.

6.1.3. Jlomyckaetcs 3aMeHa 000pyAOBaHUS €r0 BUPTYaIbHBIMU aHAJIOTAMHU.

OB~ [W(N

O [00 I |

6.2. YyeOHo-MeTOqUUECKOE 0O0ecniedeHHe 00pa30BaTeJIbHOM NPOrPaMMbl

6.2.1. bubmmoteunsiii ¢oung I'BIIOY PA «um. X.AHapyxaeBa» yKOMIUIEKTOBaH
NEYaTHBIMU U3JAaHUSAMU U (W) 3JIEKTPOHHBIMH U3JAHUSMU M0 KKIOW NUCHUIUIMHE (MOIYJIIO)
u3 pacuera He MeHee 0,25 3K3eMIUIsIpa KaXI0To U3 U3JaHul, YKa3aHHBIX B pab0odnX MmporpaMmmax
JTUCIUIUIMH (MOJYJIe) B KaueCTBE OCHOBHOM JIUTEPATYPhI, HA OAHOTO O0YYaIOIIerocs U3 Yucia
JIUI, OTHOBPEMEHHO OCBAMBAIOIIUX COOTBETCTBYIONIYIO TUCIHUIUIUHY (MOJIYJIb).

B cnyyae nanuuus 3neKTpoHHOM HH(DOPMALIMOHHO-00pa30BaTENbHOM CpeIbl IOMyCKaeTCs
3aMeHa IeYaTHOT0 OMOIMOTEeYHOTo (DOH 1A PEOCTABICHUEM ITpaBa 0JHOBPEMEHHOTO JIOCTYTIA HE
MeHee 25 MPOLeHTOB o0yJaronmxces K nudpoBoii (3M1eKTpOHHOI) OubIuoTeke.

OO6yuaromuecs: obecriedeHbl JOCTYNOM (YyIaJdeHHBIM JTOCTYI), B TOM YHCJE B CIlydae
NPUMEHEHHUs DIIEKTPOHHOTO OOy4YeHHs, IHUCTAHIIMOHHBIX O0Opa30BaTENbHBIX TEXHOJOTUH, K
COBPEMEHHBIM MPOo(deccHoHaANBHBIM 0a3aM TaHHBIX U HH)OPMAIIHOHHBIM CIIPABOYHBIM CHCTEMAM,
COCTaB KOTOPBIX OMpeAeNsieTcss B pabouux MporpamMmax AUCHUIUIMH (MOZAYJEH) M MOIJIeKUT
O0OHOBJIEHHUIO (MTPU HEOOXOAUMOCTH).

OObpazoBarenbHasi porpaMma obecrneynBaeTcsl y4eOHO-METOAUYECKON MOKyMEHTaluen
10 BCeM y4eOHBIM JUCIHUILTAHAM (MOIYIISIM).

6.2.2. OOyuarolyecss UHBAIUABI U JIMIA C OTPAHUYEHHBIMU BO3MOXHOCTSMHU 370POBbBS
o0ecTieYeHbI eYaTHBIMU U (WJIN) SJIEKTPOHHBIMU YI€OHBIMH U3IaHUSMU, 1Al TAPOBAHHBIMH TIPU
HEOOXOMMOCTH sl 00y4eHHUs yKa3aHHBIX 00y4YatomuXcsl.
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6.2.3. IlepeueHp HEOOXOIUMOTO

KOMIIJICKTa

JIMIICH3MOHHOI'O

U  CcBOOOIHO

pacnpoCTpaHseMOro NporpaMMHOro 00ecredeH sl, B TOM YUCJIe OTE€UECTBEHHOTO MPOU3BOJICTBA.

Ne
n/n

HaumeHoBaHue JIMLIEH3UOHHOTO

u CBO0O/IHO pacnpocTpaHsieMoro
NPOrpaMMHOro odecrie4eHusi, B TOM YHCJIe
0TeYeCTBEHHOI0 MPOU3BO/ICTBA

Kox n HaumeHnoBanue
y4eOHOM THCHMILINHBI

(MoayJin)

KoaunuectBo

Moii Oduc Ob6pazoBaHHE WU €r0 aHAIOT

[IM.01 Opranuzamus
JIOKYMEHTAIIHOHHOTO
oOecrieueHus ympaBieHHUs
" QYHKITMOHUPOBAHWS
OpraHH3allnH,

OI1.05 NudopmarmonHbIe

1 KOMMYHUKAalTUOHHBIC
TCXHOJOTNHN

Mot O¢uc. [TouTa nnm ero ananor

I[IM.01 Opranm3amus
JIOKYMEHTAIIHOHHOTO
obecrieueHus ypaBIeHUs
" QYHKITMOHHUPOBAHHS
OpTraHM3allNH,

OI1.05 Muadopmauronnsie
Y KOMMYHUKAaIMOHHEIE
TEXHOJIOTUU

Buneopenakrop Movavi unm ero ananor

I[IM.01 Opranm3amus
JOKYMEHTAIlMOHHOTO
obecrnieueHus ympaBieHUs
1 QyHKIIMOHUPOBAHU
OpraHu3alyy,

OI1.05 Mudopmanronnsie
1 KOMMYHUKAI[IOHHBIE
TEXHOJIOTHU

ABBYY FineReader 14
Business uiy ero aHajior

I[IM.01 Opranuzanus
JIOKYMEHTAIIHOHHOTO
obecrnieueHus ympaBieHUs
1 QYHKIIMOHUPOBAHU
OpTaHM3aIlNH,

[IM.02 Opranuzanus
ApXHUBHOM U CIIPaBOYHO-
UHPOPMATMOHHON
paboThI 10 JOKyMEHTaM
OpraHHu3aluy,

OI1.07 KommeroTepHas
00paboTKa TOKyMEHTOB,
OI1.05 NudopmarmoHHbIe

1 KOMMYHHUKallTUOHHBIC
TCXHOJOIH1

1C: Ilpeanpusitue 8.
Kondurypanus
«Joxymentoobopot ITPOD» unu ero ananor

[IM.01 Opranuzamus
JIOKYMEHTAIIMOHHOTO
oOecrieueHus ympaBieHUs
" QYHKITMOHUPOBAHWS
OpraHH3allNH,

[IM.02 Opranuzanus
APXUBHOW U CIIPABOYHO-
HH()OPMAITMOHHON

53



paboTHI IO JTOKYMEHTaM
OpraHH3aIllHy,
OI1.05 NudopmarmoHHbIE

1 KOMMYHHUKallTUOHHBIC
TCXHOJOIH1

Effector saver unu ero asajior

IIM.01 Opranuzamus
JIOKYMEHTAIIHOHHOTO
oOecrieueHus ympaBieHUs
" QYHKITMOHUPOBAHWS
OpTraHH3aIlNH,

[IM.02 Opranuzanus
apXHUBHOM U CIIPaBOYHO-
“H(OPMAITMOHHOM
paboTHI IO

JOKyMEHTaM
OpraHu3aluy,

OI1.07 KommetoTepHas
00paboTKa JOKYMEHTOB,
OI1.05
HNndopmarmonnsie n
KOMMYHHKAIIMOHHBIC
TEXHOJIOTHU

Microsoft Office
Professional Plus 2013
WA €r0 aHaJIoT

[IM.01 Opranuzanus
JOKYMEHTAIMOHHOTO
o0ecrieueHus! yIpaBIeHHUs
1 QYHKIMOHHUPOBAHUS
OpTaHHU3alny,

OI1.07 KoMmbroTepHas
00paboTKa TOKyMEHTOB,
OI1.05 MudopmauronHsie
1 KOMMYHUKAI[IOHHbIE
TEXHOJOTHU

Microsoft Office Standard 2013 minu ero anagor

I[IM.01 Opranm3amus
JOKYMEHTAIlMOHHOTO
obecrnieueHus ympaBieHUs
1 QYHKIITOHUPOBAHUS
OpraHu3alvy,

OI1.07 KomnetoTepHas
00paboTKa JOKYMEHTOB,
OI1.05 MudopmanmonHsie
1 KOMMYHHUKAIIMOHHbBIC
TEXHOJIOTUU

Windows 7 Professional,
8 Professional, 8.1,
8.1 Professional, 10 Pro uiu ero anamor

[IM.01 Opranu3zanus
JOKYMEHTAIXOHHOTO
oOecreveHus! ynpaBIeHHUs
1 GYHKIMOHHPOBAHUS
OpraHHu3alyy,

OI1.07 KommeroTepHas
00paboTKa JOKYMEHTOB,
OI1.05 NudopmarmoHHbIe

1 KOMMYHHUKallTUOHHBIC
TCXHOJOIH1
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10 | Kaspersky Endpoint [IM.01 Opranuzanus

Security s OusHeca PacuripenHslii nnum ero AOKYMEHTallHOHHOTO
aHaJor obecrieueHust ynpapiIeHHs
1 QYHKIIMOHUPOBAHUS
OpraHH3alnHy,
OI1.07 KomnetoTepHas

00paboTKa JOKYMEHTOB,
OI1.05 MudopmanmonHsie
1 KOMMYHHUKAIIMOHHbBIC
TEXHOJIOTHH

11 | 90C CO/I Jleno wiM ero aHajaor [IM.01 Opranuzamus
JIOKYMEHTAIIHOHHOT'O
o0ecreveHus! ynpaBIeHHUs
U QYHKIIMOHUPOBAHUS
OpraHU3alINH,

OI1.05 NudopmarmonHbie
Y KOMMYHHUKAIIHOHHBIE
TEXHOJIOTUH

12 | CIIC Koncynbrant [Inroc uinm ee ananor I[IM. 01 Opranuzarnms
JOKYMEHTAIMOHHOTO
o0ecrieueHus! yIpaBIeHHUs
1 QYHKIMOHHUPOBAHUS
OpTaHHU3alnHy,

I[IM.02 Opranm3amus
apXUBHOM U CIIPABOYHO-
nH(pOPMAITHOHHOH
paboTHI IO TOKyMEHTaM
OpraHu3aIlny,

OI1.07 KomnetorepHas
00paboTKa IOKyMEHTOB,
OI1.04 IIpaBoBBIC OCHOBBI
npo(hecCUoHaIBHOMN
JesITeNbHOCTH,

OI1.05 Uudopmarmonnbie
Y KOMMYHUKAI[IOHHBIE
TEXHOJOTHU

6.3. IlpakTnyeckas NOArOTOBKA 00y4aI0IIUXCS

6.3.1. I'BIIOY PA «AIIK wum. X.AHIpyxaeBa» CaMOCTOSTEIBHO IPOEKTUPYET
peanuzanuio 00pa3oBaTEIbHON MpPOTpaMMbl M €€ OTAENbHBIX dYacTedl (IUCHUILIUHBI,
MEXTUCIIMIUTHHAPHBIE KYPCHI, TPO(ecCHOHANBHBIE MOy, IPAKTHKA U IPYTHe KOMIIOHEHTHI) B
(dhopme mpakTuueckor moaroroBku ¢ yueroM tpedoBanuit ®I'OC CIIO u criennduku momydaemMon
CHEIHATbHOCTH.

6.3.3. ObpazoBaTenbHas AeSTENbHOCTD B (JOpME MPAKTUIECKOM MOATOTOBKH:

— pealiu3yeTcs MpHU MPOBEJACHUN MPAKTUYECKUX U JIAOOPATOPHBIX 3aHITHIA, BBINOJIHEHUN
KypCOBOTO MPOEKTUPOBAHUS, BCEX BUJIOB MPAKTUKH U UHBIX BUIOB YUeOHOM NESTEIbHOCTH;

— IOpelycMaTpuBaeT  JEMOHCTPALMIO  NPAKTHUYECKUX  HABBIKOB,  BBIMOJIHEHHE,
MOJIeJMpOBaHUE OOYYaIOIIMMUCS OMPEICNIEHHBIX BHUIOB PA0OT IJs PELIEHUS MPAKTHUYECKUX
3a/1a4, CBSI3aHHBIX ¢ Oyay1ed mpodhecCHOHaNbHOM IeATEeNbHOCTHIO B YCIOBUSX, TPUOIMKEHHBIX
K peaJIbHBIM MPOU3BOICTBEHHBIM;
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— MOJET BKJIIOYaTh B ceOs OTAENbHBIC JIEKIUH, CEMUHApbI, MacTep-KiIacchl, KOTOphIE
npelycMaTpuBalOT Tepefady oOydaromumces yuyeOHOW wuHopManuu, HEOOXOAUMOW s
HOCJIEIYIOLIET0 BBIMOJIHEHHS pa0oT, CBA3aHHBIX ¢ Oyayliel npodeccuoHanbHOM 1eATeIbHOCTHIO.

6.3.4. OoOpa3zoBarenbHasi JAEATENIBHOCTE B (OpME MPAKTHYECKOW IOATOTOBKHU
OpraHM30BaHa Ha JIOOOM Kypce oOydeHHus, OXBaTbiBas AMCUUILUIMHBI, MpPOodecCHOHATbHBIE
MOJIyJIM, BCE€ BHJIbl MPAKTUKH, MPEAYCMOTPEHHBbIE Yy4YeOHBIM IUIAaHOM 00pa30BaTEIbHOMN
MIPOrpaMMBI.

6.3.5. IlpakTuyeckas TOJArOTOBKAa OpraHuW3yercs B  y4eOHBIX, Yy4eOHO-
MPOU3BOJCTBEHHBIX JIA0OPATOPHUSIX, MACTEPCKHUX, Y4eOHO-OMBITHBIX XO3AWCTBAX, Y4EOHBIX
HOJIMTOHAX, YUYeOHbIX 0a3ax MPAKTUKU M UHBIX CTPYKTYPHBIX MOApa3AeIeHUIX 00pa3oBaTeIbHON
OpraHu3ali, a TakXe B CIEHUAIBHO OOOPYAOBAaHHBIX IOMEIIEHUIX (pabouyux MmecTax)
NpOoUIEHBIX OPTaHU3AIMI Ha OCHOBAHUH JIOTOBOPA O MPAKTHYECKON IMOATOTOBKE 00YYarOIUXCs,
3aKJII0YaeMOT0 MEXJy 00pa3oBaTeabHOW oOpraHu3anueil M NpoQMIbHON OpraHu3alMen,
OCYIIECTBIISIONMICH  JIEATEIbHOCTh 10  MPOQUII0  COOTBETCTBYIOMIEH  00pa3oBaTeIbHOM
IPOrPaMMBI.

6.3.6. Pe3ynbraThl 0OCcBOEHHUsI 00pa30BaTENbHOM MPOrpaMMBI (€€ OTIENbHBIX YacTeid)
MOTYT OBITh OLIEHEHBI B paMKax MPOMEKYTOUHOM U TOCYAapCTBEHHOM HTOTOBOM aTTecTaluy.

6.4. Opranusanusi BOCHUTAHUS 00Y4YaIOIIMXCS

6.4.1. Bocniutanue oOydYaromuxcsi IpH OCBOCHMM HWMH OCHOBHOW 00pa30BaTEIbHOM
IpOrpaMMbl  OCYLIECTBIIIETCS Ha OCHOBE BKIIIOUYAEMBIX B HACTOSIIYI0 OOpa3oBaTEIbHYIO
nporpaMmy MpUMEpPHOI paboueil mporpaMMbl BOCIUTAHUS U MPUMEPHOTO KAJICHIAPHOTO TIaHa
BOCIIUTATEIBHON paboTHI (IpHIIOKEHHE 3).

6.4.2. Pabouyto nmporpaMmy BOCIIUTAHUS U KaJCHIAPHBIN IJIaH BOCITUTATEILHOM PabOTHI
I'BITIOY PA «AIIK um. X. AHapyxaeBa» pa3padaTbhIBa€T U YTBEPKIAET CAMOCTOSITEIBLHO C YUYETOM
pabodei mporpaMMbl BOCITUTAHUS U KAJICHIAPHOTO TUTAHA BOCIIUTATEILHOU PabOTHI.

6.4.3. B paspaborke pabouedi mporpaMMbl BOCIUTAaHHUS M KaJlEHJAPHOTO TUTaHA
BOCIHUTATEIbHOW pabOThl UMEIOT MPaBO MPUHMMATh YYacTHE COBETHI OOYYarOIIMXCS, COBETHI
poauTenei, mpeacTaBUTeNnu paboroaareneii u (win) ux oobeqUHEHN (TIPU UX HAJMYUN).

6.5. Kaaposble ycj10BusI peau3anu 00pa3oBaTe/IbHOIM IPOrpaMMBbl

6.5.1. Peanuzamus oOpa3oBaTenbHON MPOTpaMMbl OOECIIEUYMBAETCS MEIArOTHYECKUMH
paboTHUKaMu 00pa30BaTeNbHOM OpraHu3alliy, a TaKkKe JTUIaMH, IPUBJIEKaeMbIMU K pean3alun
00pa3oBaTeNbHOM MPOrpaMMbl Ha YCIOBUSX IPaXKIAHCKO-IIPABOBOIO JOrOBOPA, B TOM YHCIIE U3
yHclla PYKOBOAWTENEH M paOOTHUKOB OpraHU3alliid, HamlpaBlieHHE AEATeIbHOCTH KOTOPBIX
COOTBETCTBYeT obOnactu  mpodeccuoHanmbHOUW  festenbHOCTH 07  AJAMHHHCTPaTHBHO-
yopaplieHYeckass W OQUCHAs JeATCNIbHOCTh, W HWMEIONIMMH CTaX paboThl B JaHHOU
po(heCCHOHATTLHOM 00JIaCTH HE MEHEe TPeX JIeT.

KBanudukamnus memarornueckux pabOTHUKOB 00pa3oBaTENbHON OpraHW3allid JO0JHKHA
OTBeuaTh KBAIU(UKAIIMOHHBIM TPEOOBAHUAM, YKa3aHHBIM B KBATHU(PUKAIIMOHHBIX CIIPABOUYHUKAX
U (W) poeCCHOHANIBHBIX CTaHAapTaxX (MPU HATHYHH).
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[lenarornueckue paOOTHUKM, TPUBJIEKAEMBble K pealu3aluud  0o0pazoBaTeIbHOMN
OpOrpaMMbl, JOJDKHBI TOJy4aTh JOMOJHHUTEIbHOE MpodeccuoHanbHoe 00pa3oBaHUE IO
IporpaMMam MOBBIIIEHUS KBaU(UKALIUY, B TOM 4YHUCIIe B (OPME CTAXKUPOBKU B OpPraHU3aLUAX,
HampaBJIeHUE JAESITEIbHOCTH KOTOPBIX COOTBETCTBYET 00J1aCTH MPOo(eCCUOHATILHON 1eATEIbHOCTH
07 AIMUHHCTPATHBHO-yTPaBJICHUECKass U OpUCHAs JAeATEIHLHOCTh, HE PEXE OJHOTO pa3a B TPHU
rojJia C y4eTOM pacUIMpeHus CIeKTpa MpodeccuoHaIbHBIX KOMIETEHITHIHA.

Jlonsi megarornyeckux paOOTHUKOB (B MPHUBEIEHHBIX K IEJIOYUCICHHBIM 3HAUYCHUSIM
CTaBOK), 00€CIEUNBAOLINX OCBOCHHUE 00YYAIOIUMUCS NPO(HECCHOHAIBHBIX MOAYJIEH, MMEIOLIHX
OIBIT JEATEIBHOCTH HE MEHEE TPEX JIET B OpraHU3alUsaX, HapaBICHUE JESITEIbHOCTH KOTOPBIX
COOTBETCTBYEeT  00JacTH  TpodecCHOHambHOW  mesitenbHOCTH 07  AJIMHHHCTpPaTHBHO-
yrnpaBieH4ecKkass U oducHas AeATeIbHOCTh, B OOILIEM 4YHUCIE MelIaroru4eckuX paOOTHUKOB,
peanu3yomux MporpaMMbl MpodecCHOHANbHBIX MOAYJel 00pa3oBaTeNbHON MPOrpaMMBl,
noJkHA ObITh He MeHee 30 MPOLIEHTOB.

6.6. ®uHaHCOBbIE YCJI0BHUS pean3aliiu 00pa3oBaTe/bHOH POrPaMMbl

6.6.1. PacueTsl HOpMAaTUBHBIX 3aTpaT OKa3aHUsS TOCYIAPCTBEHHBIX YCIYT MO peaTnu3aiuu
00pa30BaTesIbHOI MPOrpamMMmBbl.

PacyeTsl HOpPMATHBHBIX 3aTpaT OKa3aHUS TOCYIJApCTBEHHBIX YCIYr IO pealu3aluu
o0pa3oBaTeNbHON MpOrpaMMbl OCYIIECTBISIOTCS B COOTBETCTBHM ¢ METOJIUKOMN OINpeaencHus
HOPMATHUBHBIX 3aTpaT HAa OKa3aHHE rOCYJapCTBEHHBIX YCIYT MO peaiu3aluy 00pa3oBaTeIbHBIX
MpOrpaMM CpeIHero mpodeccHoHalbHOTO 00pa3oBaHus MO MpodeccusM (CHEUATBHOCTIM) U
YKPYIHEHHBIM Tpylmnam mpodeccuid (CrnenuanbHOCTeH), yTBepkaaemMble MUHIPOCBEUICHUS
Poccum exeronno.

duHaHCOBOE OOECIEYCHUE peaan3aluu 00pa30BaTEIIbHONW MPOTPAMMBI, OMPEIEICHHOE
B COOTBETCTBHH C OFO/DKETHBIM 3aKOHOAATENbCTBOM Poccuiickoit deneparuu u deaeparibHbIM
3akoHOM OT 29 nekabps 2012 No 273-®3 «0O6 obpaszoBanuu B Poccuiickoit dDenepamumy,
BKIIIOUAEeT B ceOsl 3aTpaThl HA OIUIATY TPYyAa MPEnojaBaTeieid U MacTepOB MPOU3BOJICTBEHHOTO
oOydeHHss ¢ ydeToM oOecreueHusi ypOBHS CpeaHeil 3apabOTHON IUIaThl IENarorH4ecKux
pabOTHHKOB 32 BBHIMOIHAEMYIO HMH Y4eOHYIO (TIPENoaaBaTelbCcKylo) paboTy U Apyryro paboTy B
cootBeTcTBUU ¢ YKka3zom I[Ipesunenta Poccuiickoit @eneparuu or 7 mas 2012 . Ne 597 «O
MEPOTIPUSITHAX 110 PeATU3AIUN TOCYAAPCTBEHHOM COITMATLHOMN MOTUTUKID.

Pazpen 7. @opMupoBaHHME OIEHOYHBLIX MATEPHAJOB JJIA  NPOBEJACHUNA
rocy1apCcTBEHHOM UTOr0OBOM aTTecTaluM

7.1. TocynapcTBeHHast utoroBasi artrecranus (nanee — [ MA) siBnsieTcst 00s3aTebHOM 1S
oOpasoBatenbHbIx opranuzanuii CI10. OHa mpoBOIUTCS 1O 3aBEPIICHHH BCETO Kypca 00ydeHus
no HampaplieHnio moarotoBku. B xome ['MA  oueHuBaeTcss CTeNneHb COOTBETCTBUS
c(hopMUPOBAHHBIX KOMITETCHIIMH BBITYCKHUKOB TpeboBanusim OI'OC CIIO.

7.2. BbINYCKHUKH, OCBOMBILINE ITPOTrPaMMBbl MOATOTOBKH CIIELIMAIIUCTOB CPEJAHETO 3BEHA,
cnaroT 'A B hopMe 1eMOHCTPAIIMOHHOTO 3K3aMeHa U 3aIIUThI TUTIJIOMHOTO MPOeKTa (paboThl).
TpeboBanus Kk coaepkaHuio, 00beMy U CTpyKType aurioMHol paboTsl I'BIIOY PA «AIIK um.
X.AnapyxaeBa» onpenenser camoctoarenbHo ¢ yuetom OITOIT CIIO IITICCS.
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locynapcTBeHHast WTOroBasi aTTECTAlMs 3aBEpIIACTCS MPUCBOCHHEM KBalU(UKALIUN
CIEIMAIMCTa CpeHeTo 3BeHa: CIEeHaluCT M0 JOKYMEHTAIMOHHOMY O00CCIICUCHUIO yIPaBICHUS
Y apXHUBHOMY JICITY.

7.3. lns rocynaperBenHoi utorosoit arrectaiuu [ BITIOY PA «AIIK nm. X.AnapyxaeBa»
pa3pabaThIBaeTCs MporpaMma rocyapCTBEHHON HTOTOBOM aTTECTAIMH U OIIEHOYHBIC MaTEPHAIIbI.

7.4. OueHounsle mMaTepuanbl s npoBeAeHus ['MA BKIOYarOT TUIIOBBIEC 3aJaHUs s
JEMOHCTPAIIMOHHOTO 9K3aMeHa, MPUMEPbl TeM JUIUIOMHBIX paboT, OIMUCAaHUE MPOILEIyp
U yCJIOBUM MPOBEJEHUS TOCYJapCTBEHHON UTOMOBOM aTTeCTAlluU, KPUTEPUU OLICHKHU.

Onenounsle MaTepuansl 11 poseneHus I MA npuBeneHbl B IPUIIOKEHUH 4.
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IIpuniaoxenne 4

Kk OIIOII cnennanbHOCTH

46.02.01 JoxymeHTALIMOHHOE O0ecieYeHue
ylpaBJieHHs ¥ apXUBOBeAeHHE

OIEHOYHBIE MATEPHAJIBI JJIS1 T'HA

ITO CIIEHUAJIBHOCTH

46.02.01 JOKYMEHTAIMOHHOE OBECIIEYEHUME YIIPABJIEHUSA
N APXUBOBEJIEHHUE

2024 r.
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COJIEPKAHUE

. IHACITIOPT ONEHOYHBIX MATEPHUAJIOB JJIS1 I'HA

. CTPYKTYPA NPOLEAYP JEMOHCTPAIIMOHHOI'O 9K3AMEHA

N NMOPAJOK ITPOBEJIEHUA

. MOPSIIOK OPTAHU3ALIMU U ITPOBEJJEHUSI 3AILIUTHI JUIJIOMHOI'O
MMPOEKTA (PABOTEI)
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1.

1.1.

ITACITIOPT OHEHOYHBIX MATEPHUAJIOB UISA T'NA

OcobenHocTH 00pa3oBaTeIbHOM IPOrPaMMBbI

OneHouyHble MaTepuansl pazpadboTansl 4 crienuanbHOCTH 46.02.01 JJokymMeHTalnoHHOE

oOecrnieueHue yrnpaBiIeHUs U apXUBOBEICHUE.

B pamkax cnenuansaoctu CIIO npenycmoTpeno ocBoenue kBanudukamnuu: Crienuanuct
M0 JIOKYMEHTAIIMOHHOMY OOECIIEYEHUIO YIIPABICHUS U QpXUBHOMY JICITY.

BreinyckHuKk,

OCBOMBIIHUI 00pa3oBaTeNIbHYI0 MPOrpaMMy, IODKEH OBbITh TOTOB K

BBITOJITHCHHUIO BUAOB ACATCIbHOCTHU, ICPCUNCIICHHBIX B Ta6JII/IIIC Nel.

Taoauma Nel.

Buanl esiTeIbHOCTH

Kon n nHaumenoBanue
Buaa AesareabHoctu (B/)

Koa v HanmenoBanue
npopeccuonanbHoro moayJasa (IIM),
B PaMKax KOToporo oceansaercs BJ{

2

B cooTBeTcTBH

uc ®PIrrocC

BJ1 01. OcyuiectBienue opraHu3aliioOHHOTO
o0ecrieyeHns U TOKyMEHTAIIHOHHOTO
oOecrieueHus eATeIbHOCTH OpraHNu3aluN

IIM 01. OcymiectBieHue
OpraHU3AIlMOHHOT0 00ECTICYeHUS U
JIOKYMEHTAITMOHHOTO 00eCIIeueHUs
JIESTeTbHOCTH OpraHu3aliuu

B/1 02. Opranuzanust apxuBHOI paboTHI 110
JTOKYMEHTaM OpraHH3aliid Pa3IUuIHbIX GOpPM
COOCTBEHHOCTH

[IM 02. Opranuzanust apxuBHOH paboTHI 1O
JIOKYMEHTaM OpraHM3alMi pa3iIndHbIX
(hopM COOCTBEHHOCTH

BJI 03. OcBoenne BUIOB padbOT MO OJTHOM WIIH
HECKOJIbKUM MpodeccusiM pabouux, JOIKHOCTIM
CITYKaIUX

[IM 03. OcBoenue BUAOB paboOT MO OTHOM
WM HECKOJIBKUM MpodeccusiM padoyux,

JOJDKHOCTAM CITYXKaIlluX

1.2.
NPOrpaMmblI

TpeOoBanuss K mNpoBepKe

pe3yJbTaToB

OCBOEHHSI 00pa30BaTeJbHOM

Pe3ynbpTarel OCBOEHHMSI OCHOBHOM NpogecCHOHAIbHOH 00pa30BaTeIbHOM MPOrpaMMBI,
JIeMOHCTpHUpyeMble ipu npoBeaeHuu [ A nmpencrasnens! B Tadbnume Ne2.
Jlnia mpoBenieHusl J€MOHCTPALIMOHHOTO dK3aMeHa (nanee — /(D) nmpumMeHsieTcsl KOMILIEKT

OIICHOYHOM JOKyMEHTauuu (Jnaiee -

KO/I), pa3pabareiBaeMblii OIEpaTopoM COTJIACHO

m. 21 Tlopsnka mpoBeAeHHS TOCYIapCTBEHHOW HWTOTOBOM aTTECTAIllMH IO 00pa30BaTEIIbHBIM
nporpaMMaM CpegHero npodeccuoHaibHoOro oopasoBanus (yTB. MUHHCTEPCTBOM MPOCBELICHUS
Poccuiickoit ®enepanun 8 Hosa6pst 2021 1. Ne 800) ¢ yka3zaHueM YpOBHSI MpPOBEIEHUS
(0a30BBINH/TIPOGUITBHBIN).
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Taoauma Ne 2

Ilepeyens npoBepsieMbIX TPEOOBAHUI K pe3yIbTATaM OCBOCHHUSI OCHOBHOI
npogeccuoHaIbHOI 00pa30BaTeIbHON MPOrPaAMMBbI

®I'OC 46.02.01 JlokyMeHTalIMOHHOE OOecIeueHNe yIpaBICHU

Y apXUBOBEJICHHUE.

[Tepevyens mpoBepsieMbIX TpeOOBAHUHN K pe3yIbTaTaM OCBOCHHS
OCHOBHO npodeccruoHaIbHON 00pa30BaTeIbHOM MPOrPAMMBI

TpynoBasi 1eiTeJIbHOCTH

Koa nposepsiemoro

HaumeHoBaHMe mpoBepsieMoro

(ocHOBHO¥W B TpeOoBaHUS TpeOOBaHUS K pPe3yJibTaTaM
JAeATeJIbHOCTH)
1 2 3
B 01 Bun nesarenbHoctm 1 OcymecTBiieHHMe OPraHM3alMOHHOIO

o0ecnmeyeHUss U AOKYMCHTAINHOHHOI'0 odecneyeHu JACATCJIBHOCTH

OpraHu3anuu

K 1.1

Ocy1ecTBIITh NpUEM-TIepeaavy
yIpaBieH4eCKoi HH(OPMAIMH C TIOMOLIbIO
CpeCcTB MH(POPMAITMOHHBIX

M KOMMYHHMKAIIMOHHBIX TEXHOJIOTUH

[IK' 1.2

KoopaunupoBaTs paboTy npueMHOM
PYKOBOIMTEIIS, 30H IIPUEMA PA3ITUYHBIX
KaTerOpHil MOCETUTENEH OpraHu3auu

IIK 1.3.

Biianets HaBbIKaMU TUTAHUPOBAHUS paboyvero
BPEMEHH PYKOBOJUTEIIS U CEKpeTaps

IIK 1.4.

OCyIIECTBIATh MOATOTOBKY JIEJIIOBBIX
[MOE3/I0K PYKOBOJUTENS U APYTUX
COTPYJIHUKOB OpraHU3aIHH

IIK 1.5.

Bianets criocobamu opranu3anuu paboyero
MPOCTPAHCTBA MIPUEMHON U KaOWHETa
PYKOBOIUTEIIS

IIK 1.6.

OcymecTBIsATh paboTy 1O MOJATOTOBKE

1 TIPOBEJICHHUIO KOH(EPEHTHBIX MEPOIPUATHIHA,
oOecnieunBaTh HH(POPMALIMOHHOE
B3aMMOJICHCTBHE PYKOBOIUTEIS

C TMO/Ipa3AeTICHUSMHU U TOHDKHOCTHBIMA
ITMIIaMU OpraHU3aluu

IIK 1.7.

OdopMIsATH OPraHU3AIMOHHO-
pactopsIUTENbHbBIE JOKYMEHTHI

1 OpPraHU30BBIBATH PA0OTY C HUMH, B TOM
YKCIIE C UCTIOIb30BAaHUEM
ABTOMATU3UPOBAHHBIX CUCTEM

IIK 1.8.

OdopMIIATh TOKYMEHTHI 10 JINYHOMY COCTaBY
1 OPraHU30BBIBATh PabOTy C HUMH, B TOM
YKCIIe ¢ UCTIOIb30BaHUEM
ABTOMATU3HPOBAHHBIX CUCTEM

IIK 1.9

Oprann3oBbIBaTh TEKYILEE XpaHEeHUE
ITOKYMEHTOB, 00paboTKy e VTS

OIICPATHBHOI'O M ApXMBHOI'O XpaHCHHA, B TOM|
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IHUCIIC C HUCIIOJIB30BAHUECM|
ABTOMAaTHU3WPOBAHHBLIX CUCTEM

BJ1 02

Buag JaeaATeIbLHOCTH

2 OprasHuzauus apxuBHOM palbOTBI IO

JTOKYMEHTaM OpraHu3alyil pa3andHbiX GopM cOOCTBEHHOCTH

K 2.1

OCyHIeCTBIISTH KOMIIJIEKTOBAHUE apXUBHBIMU
nesaMu (IOKyMEHTaMHK) apXuBa OpraHu3aliu

[IK 2.2

BecTtu yuét apXuBHBIX /1€ (JOKYMEHTOB),
B TOM YHCIIE C HCIIOIb30BAaHHEM
ABTOMATHU3HPOBAHHBIX CHCTEM

IIK 2.3

OCyILIECTBIISITh XPAHEHNE aPXUBHBIX A€
(I0KyMEHTOB) C IIOCTOSIHHBIM CPOKOM
XPAHEHU U 110 JTUYHOMY COCTaBYy B apXUBE
OpraHU3aLMHU

IIK 2.4.

OCyILIECTBIISITh XPAHEHNE, KOMIUIEKTOBAHUE,
YUET ¥ MCTIOJIb30BaHKE JeN (JOKYMEHTOB)
BPEMEHHOT'O XpPaHEHUs

IIK 2.5

OCylIECTBIIATh UCTOJIBb30BAHUE apXUBHBIX
el (IOKyMEHTOB), B TOM YHCIIE C
MCIIOJIb30BAHUEM aBTOMATU3UPOBAHHBIX

CHCTCM

B/ 03

Buj nesitesibHocTH 3 OCcBOCHME BUIOB PadOT 10 OJTHON WIIH
HECKOJBKHM NpodeccHsiM pabourX, JOKHOCTIM CIIYKaIIUX

IIK 1.1

OcymiecTBIATh NpUEM-TIEpENATY
yIpaBJIeHYeCKOi HH(OPMAIHH C TIOMOLIHIO
cpeacTB MHGOPMAITMOHHBIX

M KOMMYHHUKAITMOHHBIX TEXHOJOTHIA

IIK 1.2

KoopaunupoBaTh paboTy mpueMHOMA
PYKOBOIMTEIS, 30H NIPUEMa pa3Iu4HbIX
KaTeropuil moceTureneid opraHu3auu

IIK 1.3.

BH&}IGTB HaBbIKaMU IIJIAHUPOBAHUA pa60qero
IBPEMCHHU PYKOBOJUTCIIA M CCKPETAP

IIK 1.4.

OCymIeCTBIISITh TIOJATOTOBKY JIETTOBBIX
MOE3/I0K PYKOBOJUTENS U APYTUX
COTPYAHMKOB OpraHU3aIN

IIK 1.5.

Branets ciocobamu opranusanuu pabodero
POCTPAHCTBA MPUEMHON 1 KaOHHETa
YKOBOJUTCILA

IIK 1.6.

OcyniecTBiIsITh paboTy MO MOATOTOBKE

1 TIPOBEJICHHUIO KOH(EPEHTHBIX MEPOIPUATHIA,
oOecreunBaTh HHPOPMAIIMOHHOE
B3aUMOJCICTBUE PYKOBOIUTEIA

C Mo/Ipa3ACICHUSMHU U TOJDKHOCTHBIMU
TMIIAMH OpraHU3aIuu

IIK 1.7.

OdopMIsATH OPraHU3aIMOHHO-
pactopsIUTENbHbBIE JTOKYMEHTBI

1 OpraHU30BbIBATH PA0OTY C HUMH, B TOM
YKCIIE C UCTIOIb30BAaHUEM
ABTOMATHU3HPOBAHHBIX CHCTEM

I1K 1.8.
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OdopMIIATh TOKYMEHTHI 110 JINYHOMY COCTaBY
1 OPraHU30BbIBaTh pabOTy C HUMH, B TOM
YUCIIE C UCIIOIb30BAHUEM
ABTOMATU3MPOBAaHHBIX CUCTEM

K 1.9 Oprann3oBbIBaTh TEKYIIEE XPaHEHUE
ITOKYMEHTOB, 00pabOTKY A€ JIs
OTIEPATUBHOTO U APXUBHOTO XPAHECHHUS, B TOM
YHCIIE C UCHOJIL30BAaHUEM
ABTOMATHU3MPOBAHHBIX CHCTEM

Jnst BBIMYCKHMKOB W3 YHCIA JMI C OIPAaHUYEHHBIMM BO3MOXXHOCTSIMU 3/10pPOBbS
U BBITYCKHUKOB M3 YHWCIa JCTeH-WHBaJIMAOB M HWHBaIuAo0B mpoBoautci [MA c yderom
0COOEHHOCTEHN MCHUXO(PU3NUECKOTO PA3BUTHUS, WHIUBUAYAIbHBIX BO3MOXHOCTEH M COCTOSHUS
3JI0pOBbS TAKUX BBITYCKHUKOB (J1ajiee - MHAUBHUIyaIbHbIE 0COOEHHOCTH).

OOue u JONONHUTENbHBIE TpeOoBaHMsA, obecreunBaemble mpu npoBeneHnn [ WA
JUTSI BBIMTYCKHUKOB U3 YHCIIA JIUII C OTPaHUYCHHBIMU BO3MOKHOCTSIMU 3/I0POBbS, IETeH-NHBATHI0B
U WHBAJIUAOB NIPUBOJATCS B KOMIUIEKTE OLICHOYHBIX MAaTEpHUajOB C Y4YETOM OCOOEHHOCTEN
pa3pabOTaHHOTO 3aJJaHMsl U UCIIOJIb3YEMbIX PECYPCOB.

JIMUTEenpbHOCTh TPOBEACHUSI TOCYIAPCTBEHHOW HMTOTOBOM AaTTECTAllMM [0 OCHOBHOM
npodeccuoHaibHO ~ oOpaszoBarenbHONM  Tporpamme 1o crenuanbHocTH  46.02.01
JlokyMeHTanmoHHoe obecrieueHue ynpasieHust U apxuBoseneHue onpenensercas OI'OC CIIO.
Yacel yueOHOTO 1U1aHa (KajgeHaapHoro yueOHoro rpaduka), orsoaumMeie Ha ['A, onpenenstorcs
MPUMEHUTENBHO K HAarpy3ke ooyuatomerocs. B ctpykrype Bpemenn, orogumoro ®I'OC CIIO no
OCHOBHOM mpodeccHOHaIBLHON o0pa3oBaTeNbHON mporpamme Mo chneruaibHocTH 46.02.01
JIOKyMEeHTaIMOHHOE O0ECleYeHne YMpaBICHUS M apXMBOBEACHHWE Ha TOCYAapCTBEHHYIO
UTOTOBYIO aTTECTallMIo, 0O0pa3oBaTelbHAsl OpraHMU3aIlMsl CaMOCTOSTENILHO OMpefenseT rpadux
IIPOBEJCHUS IEMOHCTPALIMOHHOTO 3K3aMEHa.
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2. CTPYKTYPA NIPOLEAYP JEMOHCTPAIIMOHHOI'O DK3AMEHA
N IMOPAJOK INPOBEJIEHUSA

2.1. Onucanue cTpPYKTYpsI 3aaanus 1is npoueaypst FHA B dpopme 19

Jlia BeimyckHuKOB, ocBanBaromux [IIICC3 rocynapcTBeHHass MTOroBasi arTecTalys B
cootBercTBUU ¢ ®PI'OC CIIO npoBoautcs B (popMe 1EMOHCTPALIMOHHOTO SK3aMeHa M 3allUThl
JTUTUIOMHOTO MPOeKTa (paboTh).

3anaHus, BHIHOCHUMbBIE HA JEMOHCTPAIMOHHBIM 3K3aMeH, pa3padaThIBarOTCS Ha OCHOBE
TpeOOBaHMI K  pe3ysJbTaTaM  OCBOEHHMS  00pa3oBaTelbHBIX  HPOTPaMM  CPETHEro
npodeccuoHanbHOro obpaszoBanus, yctaHoBieHHbIXx DPI'OC CIIO, ¢ yderoM MOIOKEHUMA
CTaHJApTOB, a TakXe KBAIU(UKAIMOHHBIX TpeOOBaHUI, 3asBICHHBIX OpraHU3ALMSIMH,
paboToaTens M1, 3aMHTEPECOBAaHHBIMU B TIOJITOTOBKE KaJIpOB COOTBETCTBYIOIIEH KBATH(PHUKAIIUH.

Jns  BBIMYCKHUKOB,  OCBOMBIIMX  OOpa3oBaTelbHbIE  HPOTPaMMbl  CPEIHEro
npodeccnoHaIbHOTO  00pa30BaHMs,  MPOBOAMTCA  JEMOHCTPAlMOHHBIA  JK3aMeH ¢
UCTIOJIb30BAaHUEM OILICHOYHBIX MAaTepHajoB, BKIIOYAIOIMX B ceOS KOHKPETHBIE KOMIUICKTHI
OLICHOYHOM JOKYMEHTAallMW, BapUaHThl 3a/laHUil U KPUTEPUHU OLICHMBAHMSI, pa3padaTbiBaeMbIX
OIIEpaTOPOM.

KoMIuiekT oneHouHOM TOKyMEeHTaluy BKIIF0OYaeT KOMIUIEKC TpeOoBaHU 1715l MPOBEACHUS
JIeMOHCTPAIIMOHHOT 0 YK3aMeHa, IepeueHb 000PYA0BaHU U OCHAILEHH, PACXOIHBIX MaTepPHAJIOB,
CpelCTB OO0y4YEeHHs M BOCIWTAHUS, TUIaH 3aCTPOMKH IUIOIMIAJKHA IEMOHCTPAIMOHHOTO 3K3aMEHa,
TpeOOBaHUS K COCTAaBY 3KCIEPTHBIX TPYII, HHCTPYKIMHU MO TEXHUKE OE30MacCHOCTH, a TaKXKe
00pa3Ipl 3aTaHH.

3asaHue 1EeMOHCTPALIMOHHOT0 dK3aMEeHa BKJIF0YAET KOMIUIEKCHYIO IIPAKTUYECKYIO 3a1a4y,
MOJIETTUPYIOLIYIO MPOPECCHOHATBHYIO NESATEIBHOCTh M BBINOJIHAEMYI0 B PEXKUME peaabHOIro
BpeMeHu. OOpa3ibl 3a1aHUH B COCTaBE KOMILJICKTa OLEHOYHOM TOKYMEHTAIUU pa3MelatoTcs Ha
caiite omeparopa a0 1 OkTsOps rona, MpeaLIECTBYIONIIErO MPOBEICHUIO JIEMOHCTPAIMOHHOTO
sKk3aMeHa (nanee — /13). KoHkpeTHbII BapuaHT 3aJJaHNs TOCTYTICH IIIaBHOMY 3KCIIEPTY 3 JIeHb J10
natel J19.

2.2. Ilopsinok npoBeaenus npouenypsl 'MA B dpopme /19

[lopsanox mnpoBeneHWs MPOLEAYpbl TOCYJAapCTBEHHONM MTOrOBOM aTTecTallud IO
00pa3zoBaTeNbHBIM MPOTPaMMaM CpPeIHEro MpodecCHOHATBLHOTO 00pa30BaHUS yCTaHABIWBACT
MpaBUiia OPraHU3alUyd M MPOBEICHUS OpPraHU3alUsIMU, OCYIIECTBISIIOMIMME 00pa30BaTebHYIO
JeATEeTLHOCTh TI0 00pa30BaTeIbHBIM IIPOrpaMMaM CpPeaHETo MPOoQEeCCHOHATBHOTO 00pa30BaHUS
(manee - oOpa3oBaTelibHBIE OpraHU3AINH), 3aBepUIAIOIIE OCBOGHHME  HMEIOLIUX
rOCy/IapCTBEHHYIO aKKPEIUTAI[MI0 OCHOBHBIX MPO(ECCHOHATBHBIX 00pa30BaTEIbHBIX MPOrpaMM
cpeaHero MnpoeccHoHalbHOrO 00pa3oBaHUs (IPOrpaMM IMOATOTOBKH KBaTH(DUIMPOBAHHBIX
paboumx, ciayXKalMxX M OporpaMM MOATOTOBKH CIIEHUAINCTOB CpPEAHEr0 3BEeHa) (naiee -
o0pa3oBaTesbHbIE MPOrPpaMMbI CPEAHEro MpodecCHOHATBFHOI0 00pa3oBaHus), BKI0Yas (GOpMbI
I'MA, TpeboBaHMs K HCIIOJIb30BAHUIO CPEICTB OOY4YEHMs] M BOCHHUTAHHUSA, CPEACTB CBSI3U NpU
npoBeneHnn [ A, TpeGoBanus, peIbsBIsEMbIC K UM, PUBJICKAeMbIM K TpoBeaeHuio [ A,
MOPAZIOK MOJIaYM ¥ pAaCCMOTPEHUS aneJI Ui, U3MEHEHHs U (M) aHHYJIMPOBaHUS pe3yIbTaToB
I'MA, a takxke ocoOeHHocTd TipoBeneHuss [MIA 1 BBIMYCKHMKOB W3 4HCIA JIHI C
OTrpaHMYEHHBIMU BO3MOXKHOCTSIMU 37I0POBbsI, IeTCH-UHBATUAO0B U MHBAIH]IOB.

OO6pa3oBarenbHas opraHu3anus 00ecrnedyrnBaeT He0OX0IMMbIE TEXHUYECKUE YCIIOBHS IS
oOecrnieueHys 3aJaHUSIMU BO BPEMsI J€MOHCTPALIMOHHOTO 3K3aM€eHa BbIITYCKHUKOB, WieHoB ['OK,
YIEHOB 3KCHEPTHOM rpymibl. JleMOHCTpallMOHHBINA IK3aMEH MPOBOAUTCS B LIEHTPE MPOBEICHUS
JEMOHCTpaIMOHHOr0 3K3ameHa (manee — LI1/1D), npencraBnsromeM coOOW IIIOMIAAKY,
000pyI0BaHHYIO U OCHaleHHYIO B cooTBeTcTBUM ¢ KOJI. denepanbHblil onepaTop UMEET MpaBo

64



obcnenosats LIITJID Ha mpeaMeT cOOTBETCTBUS YCIOBUSAM, ycTaHoBIeHHBIM KO/I, B TOM urcre B
YaCTU HAJIMYUS PACXOJIHBIX MaTEpUAJIOB.

HITJID MoxkeT pacmojiaraThCsi Ha TEPPUTOPHH OOpa30BATEIBHOW OpraHU3allud, a MPH
ceTeBoil (opMme peanusalnuyd 00pa30BaTENBHBIX TMPOTPAMM - TaKXkKe Ha TEPPUTOPHH HHON
OpraHu3aIyy, 00JIa1aIIe He00X0IMMBIMU pecypcamu it opranu3anuu LIT/19.

Brimyckankn MPOXOIAT JIEMOHCTPALIMOHHBIN SK3aMeH B IS
B COCTaBe HK3aMEHAIIMOHHBIX Tpymm. OOpazoBaTenbHas OpPraHM3alUs 3HAKOMUT C IUIAHOM
MPOBEACHUST JIEMOHCTPAIIMOHHOTO 5JK3aMe€Ha BBITYCKHUKOB, CHAIONIMX JIEMOHCTPAIlMOHHBINA
9K3aMeH, U JHI, 00eCleYMBAIOUINX IPOBEICHUE JEMOHCTPALMOHHOTO HSK3aMEHa, B CPOK HE
no3/1Hee 4eM 3a 5 pabouux JHEeH 0 1aThl MpoBeaeHH dk3aMeHa. KommuecTBo, o0mias momais u
COCTOSIHME IIOMEIIEHUMN, NPENIOCTABISAEMbIX Il IPOBEICHUS JIEMOHCTPALMOHHOTO 3K3aMEHa,
JOJKHBI 00€CTIeunBaTh MPOBEIEHUE IEMOHCTPAIIMOHHOTO IK3aMeHa B cooTBeTcTBUU ¢ KO/I.

He mo3gnee uem 3a oauH pabouMii JA€Hb IO AAaThl MPOBEACHUS JEMOHCTPAIIMOHHOTO
SK3aMeHa IJIaBHBIM 3KCIIEPTOM MPOBOAUTCS ITpoBepka roroBHOCTH L{I1/]2 B mpucyTcTBHMHU YiIeHOB
SKCHEPTHOM TpYMIbl, BBITYCKHUKOB, a TAaKXe€ TEXHUYECKOIO HKCIEepTa, Ha3HAYaeMOro
OpraHu3aiyei, Ha TeppuTOpuH KOTopol pacnoioxen L[IT/D, orBercTBEeHHOTO 32 COOIMIOCHNE
YCTaHOBJICHHBIX HOPM U MIPABHJI OXPAHbI TPY/1a U TEXHUKU O€30MaCHOCTH.

I'maBHBIM sKcmepToM ocymectBisieTcss ocmotp LII/AD, pacnpenenenue o0s3aHHOCTEM
MEXIy 4YJIEHAMHU SKCIEPTHOW TPYIIIBI MO OLEHKE BBHITIOJHEHUS 3aJaHUN JEMOHCTPAIIMOHHOTO
9K3aMeHa, a TaKKe pacrpejelieHne padoyux MeCT MEXIY BBIMYCKHHUKAMHU C HCIIOJIb30BaAHHEM
crioco0a ciyuaifHON BbIOOpKU. PesynbTaThl pacmpeneneHus 00sS3aHHOCTEH MEXAy 4YiIeHaMU
SKCTIEPTHON TPYMMBI U pacClpeAcsieHus] padouynux MECT MEXAY BBITYCKHUKaMU (PUKCHUPYIOTCS
[JIABHBIM 3KCIIEPTOM B COOTBETCTBYIOLIUX MPOTOKOJIAX.

Jomyck BeimyckHukoB B LIIIJID ocymiecTBiseTcs: TJIaBHBIM 3KCIEPTOM HA OCHOBAHHUH
JIOKYMEHTOB, YIOCTOBEPSIOIINX JTUIHOCTD.

OO6pazoBarenbHasi opranu3aliys 00s3aHa He MO3Hee YeM 3a OJUH pabouuii 1eHb 10 THS
NPOBEICHUS JIEMOHCTPAIIMIOHHOTO 3K3aMEHa YBEJOMHUThH TJIABHOTO JKCIepTa 00 ydacTHH B
IPOBEJCHUH IEMOHCTPAI[MOHHOTO 3K3aMeHa ThIOTOpa (aCCUCTEHTA).

TpebGoBaHue K MPOIOIKUTENILHOCTH IEMOHCTPAIIMIOHHOTO 9K3aMeHa!

[IpoaoKUTENBHOCT,  IEMOHCTPALMOHHOTO 4:00:00
sK3aMeHa (He 0oJee)
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3. HOPAAOK OPTAHU3AIIMU U ITPOBEJAEHUSA 3AINUTHI JUIIJIOMHOI'O
INPOEKTA (PABOTBI)

[IporpaMma opranuzanuy NpoBEASHHs 3aIUThI TUIIJIOMHOTO NMPOeKTa (paboThl) Kak 4acThb
nporpamMmel [ MA nomkHa BKITIOYaTh:

3.1 OOurue 0I0KEHN

JIMIIOMHBINA MPOeKT (paboTa) HampaBieH HAa CUCTEMATH3AMI0O U 3aKperyieHue 3HaHWUN
BBIIYCKHMKAa IO CIEUUAIbHOCTH, a TaKKe ONpEJeNICHHE YpPOBHS T'OTOBHOCTH BBIMYCKHHKA
K CaMOCTOSITETIbHOM Mpo(ecCHOHANBbHON JesATeNbHOCTH. JIMIuioMHBIM mpoekT (paboTta)
MIpPeNIoiaraeT CaMOCTOSTEIbHYIO MOJArOTOBKY (HallMCaHUE) BBITYCKHUKOM IpoekTa (paboThl),
JIEeMOHCTPHUPYIOILETO YPOBEHb 3HAHMN BBITYCKHMKA B PaMKax BBHIOpAaHHON TeMbl, a TaKxke
c(OpMUPOBAHHOCTH €r0 MPOPECCUOHANBHBIX YMEHHUI U HaBBIKOB.

TemaTtuka JUITIOMHBIX TPOEKTOB (paldoT) onpenensiercs 00pa3oBaTeIbHON OpraHu3aliei.
BrinmyckHUKY peiocTaBisieTcs paBo BIOOpa TEMBbI TUIIIOMHOTO IIPOoeKTa (paboThl), B TOM YHUCIIE
NPEeUIOKEHHs] CBOEH TeMbl C HEOOXOJUMBIM 00OCHOBAHHEM I1eN1eCO00Pa3HOCTH €€ pa3padoTKu
JUIST  TIPAaKTHYECKOTO TMPUMEHEHMs. TeMa JUIUIOMHOTO TmpoekTta (paboThl)  TODKHA
COOTBETCTBOBATh COJCPIKAHUIO OJHOTO MM HECKOJbKUX NPOPECCHOHATBHBIX MOJIYJEH,
BXOJSIINX B 00pa3oBaTelIbHYI0 IPOrpaMMy CPEAHETO MpodeccnoHaIbHOTO 00pa30BaHMs.

Jiss  TOATrOTOBKM  JAMIUIOMHOTO TpoekTa (paboThl) BBIMYCKHUKY  Ha3HayaeTcs
pyKOBOOUTENIb M TpU HEOOXOAMMOCTH KOHCYJBTaHTBI, OKa3bIBAIOLIUE BBITYCKHUKY
METOIUYECKYIO MOAIEPKKY.

3akpemieHue 3a BBITYCKHUKaMU TEM JIUIUIOMHBIX NPOEKTOB (paboT), Ha3zHayeHHE
PYKOBOUTEINEH U KOHCYJIBTAaHTOB OCYIIECTBISAETCS PACHOPSAUTEILHBIM aKTOM 00pa30BaTeIbHOM
OpraHH3aliH.

3.2 IlpumepHasi TeMaTUKa JUILIOMHBIX MPOEKTOB (paboThl) MO CHEIHATBbHOCTH;

1. ABTOMaTH3aIMsl YIPaBICHYECKUX MPOLIECCOB BHYTPEHHETO JOKYMEHTO000pOTa

2. B3anmocCBs3b MpO1IECCOB PETUCTPALIMU U KOHTPOJIS 3a UCITOJTHEHUEM IOKYMEHTOB.

3. Buasl BHYTpEHHHX CHpPaBOYHO-UH(POPMALMOHHBIX JOKYMEHTOB OpPraHU3alUU U
npaBuiia paboThl C HUMHU.

4. Bunpl y4eTHBIX TOKYMEHTOB KaJpOBOM CIIy>KOBI M TEXHOJIOTUS paOOThI C HUMHU.

3. JleticTByromue npaBuiia OpraHu3aiy padoThl ¢ HHPOPMAITMOHHO-CIIPABOYHBIMHU
JOKYMEHTaMU Ha IPUMeEpE CITyKEOHbBIX THUCEM.

6. JleiicTByromue npaBuiia OpraHu3ai padboTel ¢ HHPOPMALMOHHO-CIIPABOYHBIMU
JOKYMEHTaMH Ha IpuMepe O(pHUIIMANTBHBIX CIIPaBOK.

7. JleiicTByromue npaBuiia OpraHu3aliy padoTel ¢ MHPOPMALMOHHO-CIIPABOYHBIMU
JIOKYMEHTaMU Ha IIPUMEPE aKTOB.

8. [eiicTByromuye npaBuia oOpranu3anuu padoTsl ¢ HHPOPMAMOHHO-CIIPABOYHBIMU
JOKyMEHTaMH Ha IpuMepe MPOTOKOJIOB.

9. JeiicTByromue npaBuiia OpraHu3anuy padoTel ¢ HHPOPMALMOHHO-CIIPABOYHBIMU
JOKYMEHTaMH Ha TMpHUMepe JOKYMEHTOB, OOECIEUMBAIONINX OINEPATUBHOCTh Iepeaadn
UH(pOpMaIINH.

10.  JledicTByrouiye ImpaBWwia OpraHu3aluu paboThl C  pacHopsAUTEIbHBIMU

JOKYMCHTaMH, U3/JaBAa€CMbIMH Ha IMPUHIUIIAX KOJUJICTHAJIbHOCTH.
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11.  [eiicTByromue mpaBuja OpraHu3aluu paboOThl €  pacHopsIUTEIbHBIMU
JIOKYMEHTaMH, U31aBa€MbIMU Ha MPUHIUIAX €AMHOHAYAIIHS.

12. JeticTByromue mpaBuia 0hOpPMIICHHS TOKYMEHTOB TUTNIOMATHIECKOM MEPEITUCKH.

13. JlokyMeHTHpOBaHUE BHEIIIHUX KOMMYHHUKALIMA OpraHU3alliy Ha IPUMEPE JEITOBBIX
1ceM

14. JloxyMeHTHpOBaHUE AeATEILHOCTH KOJUIETHATBHBIX OPTAaHOB YIIpaBieHUs (00IIero

coOpaHus aKIMOHEPOB, COBETA JUPEKTOPOB, TIPABJICHHS).
15.  JIoKyMEHTHpOBaHHE  JEATCILHOCTH  TO  JICJICTHPOBAHUIO  ITOJHOMOYMWH
JIOJDKHOCTHBIX JIUI] B OpPraHU3allnH.

16.  JIOJKHOCTHOM M YMCJIEHHBIN COCTAB CIIYXObI €I0NPOU3BOJCTBA, HOPMUPOBAHUE
JIOKYMEHTAI[MOHHBIX [TPOLIECCOB.

17. 3anaum 1 QyHKIUM CITyKOBI J€TONPON3BOACTBA B OpraHU3alMU, NEPCIEKTUBBI €&
COBEPILIEHCTBOBAHMSL.

18.  3HauMMoOCTh  OpPraHU3alMOHHBIX JOKYMEHTOB B  CHUCTEME  YIpPAaBIICHUS
OpraHu3aIuen.

19.  Knaccudukanuss JOKYMEHTOIIOTOKOB M MX XapaKTepHCTUKa (HAa TpuMepe
KOHKPETHON OpraHu3alliu)

20.  Kommiekc paboT mo cocTaBieHHio Tabems U anpOoma YHUDHUIIUPOBAHHBIX (HOpM
JIOKYMEHTOB.

21. Mecto u poiib KIACCU(PHUKATOPOB TEXHUKO-DKOHOMUYECKOH M COIHAIBHOU
uH(pOpMalMU B JOKYMEHTAIIMOHHOM 00€CTIeYeHUH YIIPABIICHUS.

22.  Metoauka NpoBeJeHUs HKCIEPTH3bI IEHHOCTH JOKYMEHTOB B JIEJIONPOU3BO/ICTBE.

23.  HomeHknaTypa Jell: METOAMKAa COCTAaBICHHUsS HOMEHKJIATYphI JIell, €€ 3HaueHHe U
IpUMEHEHHE B JIeJI0NPOU3BOJICTBE OpraHU3aALINH.

24.  HopMmaTuBHOE peryjiupoBaHUE M TEXHOJOTUS NPUJAHUS IOPUAMYECKON CHIIBI
JOKYMEHTaM Ha pa3IuYHbIX HOCUTEIAX

25. HopmaTuBHO-METOIMYECKHE  JOKYMEHTBI,  perjaMeHtupylomue  paboTy
(meAaTenbHOCTh) CITYKOBI IEIIONPOU3BOCTBA.

26. HopmaTtuBHO-TipaBoBas 6aza KaJapoBOTro JEIONMPOU3BOJICTBO M €€ 3aKPEIUICHUE B
JIOKaJIbHBIX HOPMATHUBHBIX aKTaX OpraHU3alMH.

27.  Opranuzauus JOKyMEHTOOOOpOTa JUIsl ONIEPaTUBHOIO NMPOXO0KICHHUS JOKYMEHTOB,
ONTHMHU3ALMS MAPIIPYTOB JOKYMEHTOIIOTOKOB.

28.  Opranuzanus KaJpoBOro AeJ0NpOU3BOACTBA B KOHKPETHOI OpraHu3aluu.

29. Opranu3zaius paboThl C JOKyMEHTaMU B CTPYKTYPHOM MOJpa3IeICHUH.

30.  Opranuzanus paboThl ¢ JOKyMEHTaMH KOJUIETHAIBHBIX OPTaHOB.

31.  Opranms3amus pabOTHI CITYy>KOBI JIEIONPOM3BOJACTBA (Ha TpUMEpe KOHKPETHOMH
OpTraHU3aIiH).

32. Opranuszanus, IpoBeACHUE U JOKYMEHTUPOBAHUE COBELIAHUI.

33.  OcobeHHocTH pabOTHI MO COCTABJICHHIO, MPOLEAYPE M3JaHUs U BBEICHUIO B
neiicteue [TonoxeHust 00 SKCIEPTHOM KOMUCCUU OpPTaHU3AIINH.

34. OcoOeHHOCTH COCTaBJCHUS, OQGOPMIICHUS W U3JIaHUS OPTaHU3AIMOHHBIX
JIOKYMEHTOB.
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35. OcoOeHHOCTH YHHUYTOXXEHHMS JIOKYMEHTOB Ha pa3jIM4YHBIX HOCHUTENSIX, He
HOJUIEKAIINX JaJIbHEHIIEMY XpaHEHUIO.

36.  OcobenHoctu (OPMHUPOBAHUS PA3TUYHBIX BHJIOB U KATETOPHI JOKYMEHTOB B Jea

37.  IloxmrortoBka Jen K mepejaye B apXuB OpraHU3aluu: TpeOOBaHUS K 0(hOPMIICHHIO,
TEXHOJIOT S Mepeaayn.

38.  IloaroroBka aen OpraHuU3alMy K JalbHEHIIEMY XpaHEHHUIO U UCTIOJIb30BAHUIO.

39. [ToaroroBka M opraHu3anus JEJIOBBIX MOE3J0K PYKOBOJIUTENS U COTPYIHUKOB
OpraHH3aIliH.

40.  Ilopsnok BeneHus yuyera pabouero BpeMeHH COTPYAHUKOB.

41.  Tlopsnok JOKyMEHTHPOBaHU NMpHEMa Ha paboTy pa3iIMyHBIX KAaTErOpUi Tpak/IaH.

42.  Tlopsnok JOKYMEHTHUPOBaHHUS YBOJIbHEHUS paOOTHHKA MO PA3TUYHBIM OCHOBAHUSAM

43.  IlpaBunma BeaeHUS DIEKTPOHHOM TMeEpenucKU: TpeOOBAaHUS K AJIEKTPOHHBIM
COOOILIEHUSIM U 3JIEKTPOHHBIM JIOKyMEHTaM

44. [TpaBuna aenoBoi NePenucKu B OyMaKHOM | 3JIEKTPOHHOM BHJIC.

45.  IlpaBuia opraHuzauuu paboThl ¢ OOpallleHHUSMU TpakJaH B TOCYJIAapCTBEHHBIX
YUPEXKICHUSAX.

46.  IlpaBoBOe M JOKYMEHTAllMOHHOE OOECIeYeHHe MPU YCTAHOBICHUH, U3MEHEHUU U

pacTOPKEHUH TPYJIOBBIX IPABOOTHOIICHUH.

47.  Ilpobnemsbl obecreyeHus: COXpaHHOCTU TOKYMEHTOB B IIpoliecce ONEepaTUBHOIO U
apXMBHOT'O XpaHEHMsI IOKyMEHTOB.

48.  IIpobmembl TpUMEHEHHS M WCIOJB30BAHUS PA3NIUYHBIX (HOPM perucTpanuu
JIOKYMEHTOB.

49.  Pernmamenranusi paOOThl CHELHAIHUCTOB CIY>KOBI JENONPOU3BOACTBA Ha OCHOBE
JOJKHOCTHBIX MHCTPYKIHMH (Ha IpUMepe KOHKPETHOM opraHu3alun)

50.  PernameHTanMs TEXHOJOTMM PabOThl C JOKYMEHTaMH Ha OCHOBE COCTABIICHMS
MHCTPYKLUH 110 JAEJIONPOU3BOACTBY OpraHU3alUH.

51. Pons nenmompowsBoguTenss B YNpaBI€HWHM CHUCTEMOW JOKYMEHTOOOOpOTa B
OpraHu3alyH.

52.  Ponb opraHu3allMOHHBIX JOKYMEHTOB B CUCTEME YIpaBJICHHUs OpraHu3alue.

53. Ponb COBpeMEHHBIX 3aKOHOJATENbHBIX W HOPMATHUBHO-IIPABOBBIX AaKTOB,
perlaMeHTHPYIOLX NpaBuiIa paboThl ¢ JOKYMEHTaMH B OpraHU3aIUH.

54.  CoBpeMeHHbIe MaTepHallbHble HOCUTENIN JOKYMEHTUPOBAaHHOW MH(pOpMaLuu

55.  CoBpeMeHHBIE CTaHIApThl, MNpPUMEHAEMbIe B cdepe ITOKYMEHTAIMOHHOTO
oOecrnieueHus ynpaBiaeHUs.

56.  CoBpeMeHHbIE TEXHHYECKHE CpEJICTBa IpHUMEHSEMble B paboTe CIykObI
JIEJIONPOU3BOCTBA.

57.  CoBpemeHHble TpeOOBaHHMA K OpraHU3allMd W BEJCHHUIO BOMHCKOIO yuyeTa B

KaJpOBOH CITyK0e.

58. Cocras JIOKYMEHTOB, perIaMEeHTHPYIOIIUX NEeSATEIbHOCTh CITYKOBbI
JIETIOTIPON3BOICTBA (HA IPUMEPE KOHKPETHOM OpPTraHU3aIim)

59.  CrnocoObl JOKYMEHTHPOBAHUS U UX Pa3BUTHE.
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60.  Crocob6bl opranuzanui UHPOPMALMOHHO-CIIPABOYHOM pabOThl MO JAOKYMEHTaM
opranm3anuu. 61. TexHomorust pa3paboTku U BBeAeHus B neiictBue [lomoxxeHust o ciyxOe
nenornpousBoacTBa 62. TexHonorus cocraBieHUS W O(QOPMIICHHS ONMHUCEH AEN CTPYKTYPHBIX

NIO/IPa3/IeIICHUN.

61. Yuudukanus Gopm u copep)kaHUs JTOKYMEHTOB M €€ 3aKperuieHue B Tabene u
Anb0ome GhopM opraHu3aIuu

62.  VYuer nen mOCTOSHHOTO U JOJTOBPEMEHHOTO XpaHEHHUS Ha OCHOBE COCTaBIICHUS
OIIUCEN JICIL.

63. Iemu, 3agaun, PyHKIIUN U TOPSAIOK paOOTHI SKCIIEPTHOM KOMUCCHH OPTaHU3aIIUH.

64.  DOproHoMmuyeckue TpeOOBaHUS K OpraHu3amuu pabodyux MeCT CIEHUaTNCTOB

CITY>KOBI JIEJIOTIPOU3BOJICTBA.

3.3 CtpykTypa U cofepKaHue TUIIIOMHOTO MPOeKTa (paboThI);

O0BeM TUIUIOMHOTO TTPOeKTa (paboThl) AOIKEH COCTAaBIATH HE MeHee 30, Ho He Goiee 60
CTpaHHMII.

JlunioMHBIA TIpoeKT (paboTa) OMBITHO-IIPAKTUYECKOTO XapaKTepa MMEET CIICTYIONTYIO
CTPYKTYpY:

- BBEJICHHE, B KOTOPOM DPAaCKPBIBAIOTCS aAKTyalbHOCTh TEMBI, (POPMYIHUPYIOTCS
KOMIIOHEHThI METOJIOJIOTUYECKOr0 ammapara: OObeKT, IMpeaMeT, mpobdiieMa, Ielb, THIOTe3a,
3a/1a4u paboThl, METOJIBI U JIP.;

- TeOopeTHuUecKas 4acTh, B KOTOPOIl coJiepKaTCsl TEOPETUYECKUE OCHOBBI U3ydyaeMoil
npoOIeMBbl;

- NpakTUYecKass 4YacTh, HAINPaBICHHAs Ha pelIeHHe BBIOPAHHONH MPOOIEMBI,
BKIIIOYAIONIasl MPOEKTUPOBAHHE TENarOTHYEeCKON JEATENbHOCTH, OINMCAHUE €€ pealln3alllu,
OLIEHKY €€ pe3yJIbTAaTHBHOCTH.

- 3aKJII0UYeHHE, B KOTOPOM COJAEpKAaTCs BBIBOABI U PEKOMEHIAIIMH OTHOCHUTEIHHO
BO3MOXHOCTEH MPAKTUYECKOTO IPUMEHEHUS TTOYyYEHHBIX Pe3yJIbTaTOB;

- oubmuorpaduueckuii CIUCoK (He MeHee 25 UCTOYHUKOB);,

- MIPUIIOKEHUE

JuniomMHbIE  1poeKT  (paboTa)  OMBITHO-IKCIEPUMEHTAJIBHOIO  XapakTepa HMMEET
CIEIYIONIYIO CTPYKTYPY:

- BBEJICHHE, B KOTOPOM DACKpBIBAIOTCS AKTYyaJbHOCTh TEMBbI, (POPMYIHUPYIOTCS
KOMIIOHEHTBI METOJIOJIOTUYECKOro ammapara: OObeKT, MpeaMeT, MmpobiieMa, 1Leib, T'MIOoTe3a,
3a/1a4u pabOThI, METO/IbI, BOZMOXKHBI 3JIEMEHTHI HAYYHOU HOBU3HBI U JIP.;

- TEOopeTHYeCKasi 4aCTh, B KOTOPOH COJEPKATCS TEOPETUIECKHE OCHOBBI N3ydaeMOn
npoOJIeMbl;

- NPaKTUYeCKas 4acTh, BKIIOYAIOLIAsi ONMMCAaHUE MCCIIEIOBAHNUS, TPOBEACHHOTO /IS
OPOBEPKM THUIOTE3bl, B KOTOPOM TMpeICTaBieHbl IUIaH TMPOBEACHHUS HKCIEPUMEHTA,
XapaKTePUCTHKH METO/0B SKCIEPUMEHTAIbHONH pabOThl, OCHOBHBIE 3Talbl SKCIEPUMEHTA
(KoHCTaTUpPYIOLIUH, POPMUPYIOLTNI, KOHTPOJIBHBIN), aHATTU3 PE3YIbTATOB.

- 3aKJIIOUEHUE, B KOTOPOM COJAEPKATCS BBIBOABI U PEKOMEHIAIIMN OTHOCHTEIHHO
BO3MOXXHOCTEH MPAKTUIECKOTO TIPUMEHEHUS TIOTYYEHHBIX PE3yIbTAaTOB;

- oubmuorpaduueckuii CIUCOK (He MeHee 25 UCTOYHUKOB);

MIPUIIOKCHHE
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3.4. TopsiioK OLIEHKH Pe3yNbTaTOB AUIIJIOMHOTO TIPOEKTa (paboThI).

JIMIIIOMHBIN MPOEKT (paboTa) MOANEKUT PelieH3UPOBaHUI0. PerleH3eHTOM MOXeT ObITh
IpernoaaBaTelb Apyroil 00pa3oBaTenbHON OpraHU3aliy, PEATM3yIOUIei MporpaMMsl IOATOTOBKU
CIEIMAJIMCTOB CpeaHEro 3BeHa mno creuuanbHocTd 46.02.01 JlokyMeHTanmoHHOe o0ecnieueHue
yOpaBieHUS M apXUBOBEICHHE, WJIM NPAKTHUECKHE PaOOTHUKH COOTBETCTBYIOIIECH cdepbl
NESITeIbHOCTH, UMEIOIUE OBIT PAaOOTHI.

Penensenry cinenyer oOpaTuTh BHUMaHHUE Ha:

- TMOJIHOTY U TIyOMHY paccMOTpeHMs MpOoOJIeMBbl, COOTBETCTBYIOIIEH TeMe TUIIOMHOTO
npoekTa (paboThl);

- 000CHOBAaHHOCTb MO3UIIMH aBTOPA;

- METO/I0JIOTHIO aHaJIn3a MPOOJIEMBI;

- 000CHOBaHHOCTh BHIBOJIOB M PEKOMEHIALIN;

- IPaMOTHOCTb M3JI0’KEHUS MaTepHaa;

- ohopmIICHHE TUIUIOMHOTO TIPOEKTa (paboThl).

Hapsany ¢ nmojoXuTeabHbIMH CTOPOHAMHU JMIUIOMHOTIO MpoekTa (paboThl) OTMEYAroTCs
HEJOCTaTKU. 3aMeuyaHus JOJDKHBI HOCHUTh KOHKPETHBIM XapakTep C yKa3zaHHEM HoMepa
COOTBETCTBYIOIIEH CTPaHUIIBI JUINIOMHOTO IpoekTa (paboTsl). B KOHIE peneH3nn yKas3bIBaeTcs
OIICHKA 3a IUIIJIOMHBIN MPOEKT (paboTy), mpeaaraemMasi perieH3eHTOM.

B cooTBeTcTBHU C BEIIEyKa3aHHBIMH TPEOOBAHUSIMH PEIICH3CHT B PEIICH3UH yKa3bIBaeT
PEKOMEHAYEMYIO OLIEHKY: «OTIINYHOY, «XOpOUIO», «yJIOBJIETBOPUTEIHHOY,
«HEYJIOBJIETBOPUTEIHHOM.

Pemenne o gomycke K 3aliuTe AMIZIOMHOIO TNpoekTa (paboThl) MPUHUMAETCS Ha
OCHOBAHUU CIICAYIOIIUX YCIIOBHIA:

- Hanu4us Jorycka crtyaeHTa kK [ MA, yTBepKIeHHOTro IPUKa3oM TUPEKTOpa KOJUIEIKa;

- HaJIM4Ms PelieH3UH Ha JUIUIOMHBIN PoeKT (paborty);

- HAIMYHSI OT3bIBA HAYYHOTO PYKOBOJUTENS O XO/I€ M KAUECTBE BHIIOJIHEHHSI TUTIIOMHOTO
npoekTa (paboThl);

- IpEeCTaBICHHON NeyaTHOHN MeperuieTeHHON paboThl ¢ MPUIIOKEHUSAMH (B Cllydyae, eciiu
OHU IPEAYCMOTPEHBI COJIepKaHUEM PabOThI);

- IPE/ICTaBJICHHON JIEKTPOHHON Bepcueil paboThl ¢ MPUIIOKEHUAMH (B ClIydae, €ClIl OHU
IPEIYCMOTPEHBI COJIEpPKAaHUEM PabOThI).

3.5 Tlopsi0K OIIEHKH 3aIIUTHI TUTIJIOMHOTO MpoeKTa (paboThl).

Pemienne 00 oleHKe MPUHUMAeTCs MO OKOHYAHWU MPOLEAYpHl 3aIIUTHI BceX padorT,
HAaMEYEHHbIX Ha JaHHoe 3acenaHue komuccun [MA. OueHku no pesyiabTaTaMm 3alllyuT
BBICTABJIAIIOTCS Ha 3aKpbITOM yacTu 3acenanus [ IA, Ha KOTOpOM IPUCYTCTBYIOT TOJIBKO UJIEHBI
KOMHCCHH. Takke JOIyCKaeTcsl y4acTHe Hay4YHbIX PyKOBOAMUTENIEH U pELEH3eHTOB. Pe3ynbrarsl
3a1uUT 0hOPMIIAIOTCS COOTBETCTBYIOIIMM IIPOTOKOJIOM.

OneHka BBICTABIIAETCS 110 CIEYIOIIMM OIIOPHBIM KPUTEPHSAM:

® aKTyaJIbHOCTb M IOJHOTA PACKPBITUS UCCIIETYEMOM TEMBI,

® KOMIIETEHTHOCTE B 00JIACTH I/136paHHOI71 TCMBI, CBO60,Z[HO€ BJIAACHUC MATCPUATIOM;
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® [IPOlyMaHHOCTb METOJIOJIOTHH H arIapaTa UCCIIeI0BaHus;

® yMEHHME MpEeJICTaBUTh pabOTy Ha 3allUTe, YPOBEHb PEUEBOM KYJIbTYpbI, KYJIbTYpHI
BBICTYIUICHHS ¥ BEJICHUS] HAYYHOTO JIHAJIOTa;

® Ka4eCTBO MPEIOCTABIIEMBIX HATIAHBIX MAaTEPHAJIOB, TPE3CHTALINH;

e coOuroieHre TpeOoBaHUM, IPEIBABIAEMBIX K CTPYKTYPE AUIUIOMHOTO IpoeKTa (paboThl)
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