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Pa3zgen 1. O0niue moio:KeHus

1.1. Haznauenue oCHOBHOW NpodeccnoHaIbHON 00pa30oBaTeIbHOM MPOrpaMMbl

Hacrosimas OCHOBHas npodeccruoHaIbHast oOpa3oBaTenpHas nmporpamma
«IIpodeccuonanmurer» (manee — OIIOII-IT) no crneyuarvnocmu 46.02.01 JlokymMeHTalMOHHOE
oOecrieueHUs YIpaBlIEHUSI U apXUMBOBEICHHE pa3paboTaHa B COOTBETCTBUU C (eaepaibHbIM
roCcyIapCTBEHHBIM 00pa30BaTebHBIM CTAaHAAPTOM CpeIHEro mpodeccnoHalibHOr0 00pa30BaHUs
no cneyuanvnocmu 46.02.01 JlokyMeHTalMOHHOE OOECIeueHus YIpaBIeHUsI U apXUBOBEACHUE,
YTBEP>KJICHHBIM IIpUKa3zoM Munucmepcmea npocsewenus Poccutickoi @edepayuu ot 26.08.2022
2. Ne 778 (nanee — ®I'OC, ®I'OC CIIO).

OIIOII-IT onpenensier 00beM U CoZiep )KaHKUE CPeaHETO TPO(PECCHOHATTLHOTO 00pa30BaHMS
no cneyuanvnocmu 46.02.01 JlokymMeHTaMOHHOE 0OecreueHus YIpaBICHUs U apXUBOBEJICHHE,
TpeOOBaHUSI K pEe3yJIbTaTaM OCBOCHHUs 0O0pa30BATEIbHON MPOTpaMMBbI, YCIOBHUS peaH3alliu
00pa3oBaTeNbHOI MPOrpaMMBl.

OcHoBHas npodeccroHanbHas oOpa3oBareiabHas Iporpamma (zaisee — odpazoBaTesbHAs
nporpaMmma), peaiuMsyeMas Ha ©0a3e OCHOBHOro oOmero oOpa3oBaHusi, pa3paboraHa
o0pa3oBaTe/bHOIl OpraHu3aliel Ha OCHOBE TpeOOBaHUN COOTBETCTBYIOIIMX (DerepanbHbIX
rOCYIapCTBEHHBIX  00pa30BaTENbHBIX  CTAaHAAPTOB  CPEOHEro  OO0IIero M CpeIHEero
npodeccuoHaIbHOTO o0Opa3oBaHus u MOJIOKEHU N benepanbHOU OCHOBHOI
00111e00pa30BaTeIbHON MPOrPaMMbl CpeIHEro oOIIero o0pa3oBaHUsS, a TaKXKe C Yy4eTOM
MoJTydaeMoi rmpodeccru/crenuanbHOCTH CPEAHET0 MPOPECCHOHATBEHOTO 00Pa30BaHHSI. .

1.2. HopmatuBHbIE TOKYMEHTBI

@enepanbHblii 3akoH 0T 29.12.2012 Ne 273-®3 «O06 ob6pasoBanun B Poccuiickoit
Denepanuny;

DenepanbHbIi roCyJ1apCTBEHHbIN o0pazoBaTeabHbII CTaHAapT CpEIHETO
npodeccuoHaabHOro  oOpasoBaHusi 1o  cneyuanrvbHocmu — 46.02.01  JlokyMeHTallMOHHOE
obecrieuenust ynpasieHusi u apxuBosenenue (I[Ipukaz Munnpoceewenus Poccuu ot 26.08.2022
Ne778);

[lopsimox opraHuM3alMd M OCYLIECTBIEHHS 00pa30BaTeNbHOM JIE€ATENBHOCTH I10
o0Opa3oBaTeNbHBIM HpOrpaMMaM  cpenHero mnpodeccuonansHoro obpasosanus (IIpuxa3
Munnpocsenienust Poccuu ot 24.08.2022 1. Ne 762;

[Topsimok mpoBeneHUs TOCYJapCTBEHHON WTOTOBOM aTTECTAIlMU 10 00pa3oBaTEIbHBIM
nporpammamM cpeaHero npodeccuoHanbHoro oopazosanus ([Ipuka3z Munmnpocsemenus Poccuun
ot 08.11.2021 Ne 800) (manee — [Mopsmox);

[Tonoxenue o npakTuyeckoi noaroroke odoydaronuxcs (Ilpukaz MunoGpuayku Poccun
Neo 885, Munnpocemenust Poccun Ne 390 ot 05.08.2020);

[Tepeuens mpodeccuit pabounx, JOMKHOCTEH CIYKAIUX, IO KOTOPBIM OCYIIIECTBIISIETCS
npodeccuonansHoe ooyuenne (IIpukaz Munnpocsemenus Poccun ot 14.07.2023 Ne 534);

Ilepeuenp npodeccuii u crnenuantbHOCTEH CpeHero NpodhecCHOHAIBHOr0 00pa3oBaHMs,
peanu3anusi 00pa30OBaTENbHBIX MPOrpaMM IO KOTOPHIM HE JOIMYCKaeTcsl ¢ MPUMEHEHHEM
UCKJTIOYUTENIBHO 3JIEKTPOHHOTO OOyuYeHUus, IHWCTAaHIMOHHBIX O0Opa30BaTENbHBIX TEXHOJIOTUMN
(mpuxa3 Munnpocsemenust Poccun ot 13.12.2023 N 932);

ITocranosnenue IpaButensctBa Poccuiickoit deneparyu ot 13 okts6pst 2020 1. Ne 1681
«O meneBoM oO0ydyeHHH IO O0Opa3OBaTENBHBIM IIpOrpaMMaM CpPEeIHEro NPOo(ecCHOHATBLHOTO
1 BBICIIIETO OOpa30BaHUs;
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[Ipukaz MuHucTepcTBa HayKHM W BbICHIEro oOpa3oBaHus Poccuiickoit ®enepamuu

U MuHnuctepctBa mnpocBemeHuss Poccuiickoir @enepamuu ot 05.08.2020 Ne  882/391
«O0 opraHu3anMu U OCYIIECTBICHHUH OOPa30BATEILHOM NEATEIHHOCTH TIPU CETEBOU (opme
peanuzanuu 00pa3zoBaTebHBIX TPOrpPaMM»;

[Ipuka3z MunucTepcTBa TpyJa U couuanbHOM 3amuThl Poccuiickoii denepanuu ot 15
utons 2020 r. Ne 333H (3apeructpupoan MunucrepctsoMm roctuninu Poccuniickoit denepanuu 15
utonst 2020 r., peructpanuonHbiii Ne 58957) «O0 yrBepx)acHuH MPoGECCHOHATBHOTO CTaHAapTa
«Crenuanuct Mo OpPraHU3allMOHHOMY M JIOKYMEHTAlMOHHOMY OOECIEUeHHIO YIpPaBICHUS
OpraHu3aIen»;

IIpuka3 MuHucrtepcTBa Tpyaa U couuanbHOM 3amuTsl Poccuiickoit denepanun ot 18
mapta 2021 r. Ne 1401 (3apeructpupoBan MunucrepctBoM roctuninu Poccuiickoit @enepannu 21
arnpestst 2021 r., peructparmorabiid Ne 63193) «O0 yrBepkaeHnr mpodecCHOHATBLHOTO CTaHAapTa
«CrenuanucT apxuBay.

Ycra ®I'BOY BO «baiikanbckuil rocynapcTBEHHbIH yHUBEpPCUTET», yTB. [Ipukazom
MunuctepcTBa Hayku U Bbiciiero oopazoBanust PO 31.10.2018 Ne 882.

1.3. Ilepeuenb cokpaieHuit

I'MA — rocynapcTBeHHast UTOrOBasi aTTECTALIMS;

1D — neMOHCTpaMOHHBIN 9K3aMEH,;

MK — MexXAuCUUIUIMHAPHBIA KYpC;

OK — 001111€ KOMIIETEHIINH;

OII — o6menpodeccnoHaNbHBIN ITUKIT;

OO/ — o6mmeo0Opa3oBaTesbHble AUCHUILUINHBL;

OT® — o600meHHast Tpya0Bask PYHKIIHS;

CI' — counanbHO-r'yMaHUTapHBIN LUK

ITA — npoMexyTOUYHas aTTecTanus;

[IK — npodeccroHanbHble KOMIETEHIINN;

[IM — npo¢eccrnoHabHbIN MOAYIb;

OIIOII-IT -  ocHoBHast  mpodeccuoHanbHas  oOpa3oBaTenbHas  MporpaMma
«IIpodeccronanurer»;

I1- mpodeccroHanbHBIN UK

III1- mpou3BOACTBEHHAs NIPAKTHUKA;

I1C — mpodeccroHanbHbIN CTAaHAAPT;

T® — tpynoBas pyHKIuS;

YMK — y4e0HO-METOTUUECKHUI KOMIUIEKT;

VII — yuebHas mpakTUKa;

OI'OC CIIO — denepanbHbIil TOCYIapCTBEHHBIN 00pa30BaTENIbHbBIN CTaHAAPT CPETHETrO
npo¢ecCHOHATBLHOI0 00pa30BaHMU.
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Pasznes 2. OcHOBHbBIE XapaKTePUCTUKU 00pa30BaTeIbHOI NMPOrpaMMbl

IMapameTp

Jlannble

Ortpacib, U1 KOTOpPOH pa3paborana
o0pazoBarenbHas IporpaMma

Ilpasooxpanumenvhas cepa u ynpasienue

[lepedens npodeccnoHaIBHBIX CTAHAAPTOB,
COOTBETCTBYIOIINX IPO(ECCHOHATBHOM
JIeSITEIIbHOCTH BBIITYCKHUKOB (TIpH HAJIMYHH)

Ipuxasz Munucmepcmea mpyoa u coyuanibHol
sawgumsl Poccuiickou @edepayuu om 15 urons 2020 2. Ne
333n (3apecucmpuposan Munucmepcmeom ocmuyuu
Poccuiickoii @edepayuu 15 urona 2020 2.,
peaucmpayuonusiti Ne 58957) « Ob6 ymeeporcoenuu
npogheccuonanvrozo cmandapma « Cneyuaiucm no
OP2aAHU3AYUOHHOMY U OOKYMEHMAYUOHHOMY 0OeCneyenuo
VAPABAEHUs OpeaHU3ayUeL»,

- Ipukas Munucmepcmea mpyoa u coyuaibHou
sawgumsl Poccutickou @edepayuu om 18 mapma 2022 2. Ne
140n (3apecucmpuposarn Munucmepcmseom rocmuyuu
Poccutickoii @edepayuu 21 anpensa 2022 .,
pecucmpayuonusiii Ne 63193) «O6 ymeepaicoenuu
npogeccuonanvrHozo cmanoapma « Cneyuanucm apxusay.

CHGHI/IaHI/BI/IpOBaHHBIC JAOIMYCKH IJIsd

IMMPOXOXKACHUA NPAKTUKH, B TOM YUCJIC 110 OXpaHE

TpyJa ¥ Bo3pacT 10 18 net

He mpebyromcs

PexBuzuter ®I'OC CITIO

Ipukas Munnpoceewenus Poccuu om 26.08.2022 Ne 778

Ksamudukanms (-1) BEITYCKHIKA

CReyuanucm no OOKyMeHmayuoHHOMY 0becneyeHuo
YNpagNeHus U apXusHoOMy 0eny

B T.4. JOIIOJTHUTCJIbHBIC KBaJ'II/I(bI/IKaHI/II/I

Henonpouzeooumens

HanpasnenrocTy (TIpyu HATUIHN)

HopmatuHbI# cpok peanuzanuu
Ha 6a3e OOO i Ha 6a3e COO

Ha 6aze OO0 — 2 200a 10 mecsyes

HopmatuBHEBIH 005eM 00pa3oBaTeIbHOM
MPOTPaMMBI
Ha 0aze OO0 win Ha 6aze COO

Ha 6aze OO0 — 4428 yacos

CortacoBaHHBIN ¢ paboTOATENEM CPOK
peanuzauu o0pa3oBaTeNbHON IPOrPaMMBbl

Ha 6aze OO0 — 2 200a 9 mecayes

CornacoBaHHbIH ¢ paboTomaTeneM 00beM
00pa3oBaTeNbHOM MPOrPAMMBI

Ha 6aze OO0 — 4284 yacos

®dopma oOyueHus OYHas
CTpykTypa 00pa3oBare/ibHON MPOrpaMMbIl O0bem, B aK.4. B T.4. B (pOpMe NPAKTHYECKOH
MOATOTOBKH

O0s13aTenpHas 9acTh 00pa30BaTENFHON 3269 1271
MpOrpaMMBbl
00111e00pa30BaTEIEHBIN IIHKIT 1476 -
COIMAJIbHO-T'YMaHUTaPHBIN LUK 418 101
obmenpodecCHoHaTbHBINA ITUKIT 380 238
podeCcCHOHANBHBIA ITUKIT 995 954
B T.Y. IPAKTHKA: 432 432

- yieonas 180 180

- IPOU3BOJICTBEHHAS

252
252

BapuarnBHas yacte 00pa3oBaTensHON 799 544
TIPOTPaMMBEI
B T.4. 3aIIPOC KOHKPETHOTO paboToaaress 414 283
kiactepa u (uinm) otpaciu (ue meHnee 50%
oObeMa BapraTHBHOM YacTH 00pa3oBaTeIbHON




HpOrpaMMbl), BKIIFoUasi IUPPOBOi

00pa3oBaTeNbHBIN MOIYJIb:

OI1 08. Tatim-menedsrcmenm 72 22
OI1 09. Cospemennas opemexuuxa 36 16
OIl 10.Kapwveproe moodenuposarue 36 13
MJIK 03.01 Oceéoenue uoos pabom no 90 64
npogeccuu "/lenonpouzeooumens "

IIM 04 Opeanusayusa pabomul ¢ obpaweHuAMU 180 168
2pasicoan

I'MA B popme AEeMOHCTPALUOHHOTO YK3aMeHa + 216 108
3auuma OUNIOMHOU pabomoi

Bceero 4284 1816

Paspnen 3. Xapakrepucruka npoeccHoHAIBHOI 1eATeJIbHOCTH BbIIYCKHHKA

3.1. O6macte(n) npodeccCHOHATBHOMN JIeITEILHOCTH BBITYCKHUKOB:

07 Aomunucmpamuero-ynpagieHyeckas u ohucHas 0esmenbHoCmy

3.2. IlpodeccronanbHbie CTaHAAPTHI

[lepedyenp npodeccnoHaIbHBIX CTAHIAPTOB, YYUTHIBAeMbIX MpH paspadoTke OITOIT-11:

Kon u
HanmeHnoBanue
IIC

PexBu3nTH
YTBEPKICHHS

Kon u HanmenoBanne OTD

Kon u HanmenoBanue T

07.002
Cneyuanucm
no
Op2aHU3AYUOH
HOMY u
O0oKyMenmayu
OHHOMY
obecneyeHuo
Ynpasnenus
opeanusayueri

IIpukas
MuHucTepcTBa
Tpyna u
COLIMAIIBHOM
3aIIUThI
Poccuitckoit
denepanuu OT
15 urons 2020
r. Ne 333n

OT® B
JIOKyMEHTAI[HOHHOE
oOecrieyenne
NeSITEIbHOCTH
OpTraHu3aIuu

Td® B/01.05 Oprasmanus
paboThI C JOKyMEHTAMH

Td B/02.05 Oprasmanus
TEKYIIEro XpaHCHUS
JIOKYMEHTOB

Td B/03.05 Opranuzanus
0b6paboTku Jie TUTST
MOCJIEIYIONIEr0 XPaHCHUS

OTo C
OpranuszaiuoHHoe,
JIOKYMEHTAllMOHHOE
MH(pOpPMaLMOHHOE
obecrnieueHue
JeSTeTLHOCTH
PYKOBOJUTENS
OpraHu3aIu

)51

Td C/01.06 Okazanue nmoMouu
PYKOBOAMTEIIIO B IUIAHUPOBAHUHI
pabodero BpeMeHH

Td C/02.06 IlnanupoBaHme
pabodero mHS cekpeTaps

Td C/04.06 Opraam3anus
KOMaHIUPOBOK PYKOBOIUTEIIS
Td C/05.06 Opramsanus
paboTBl C TIOCETUTEISIMH B
NIPUEMHOMN PYKOBOIUTES

Td C/06.06 Opranuzanus
MOJITOTOBKH, NPOBEJCHUS U
o0CITy’)KUBaHUSA KOH(EPEHTHBIX
MEepONpUATHH

Td C/08.06 OpraHmzanus u
ToJiiepKaHue
¢yHKIMOHANEHOTO  paboyero
MIPOCTpPAaHCTBA  NPUEMHOH |
KaOWHeTa pyKOBOAMTES

Td C/14.06  Opranuzanus
WHPOPMAITOHHOTO
B3aUMOJICHCTBUSI PYKOBOJUTEIIS
c oJIpa3ieeHHUsIMU u
JOIDKHOCTHBIMHU JTUIAMHA
OpraHu3aIyu
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2 107.012
Creriuaiauct
apxuBa

[Tpukas
MunucrepcTBa
Tpyaa Hu
COIMANILHOMN
3aIMTHI
Poccuiickoit
denepanuu OT
18 mapra 2021
r. Ne 1401

OTD A

XpaHeHue,
KOMIUIEKTOBAHHE, YYET H
HCIOJIb30BaHUE Jel

(TOKYMEHTOB) apXHBa

Td A/01.05  Opranuzanus
MIOCTOSTHHOT'O XpaHeHUs
ApPXUBHBIX JeJ (JIOKYMEHTOB)
Td A/02.05 KommiekroBanue
apXUBHBIMH JeIaMu
(moxymMeHTaMun) apxuBa

Td A/03.05 VYyer apXWBHBIX
Jiel1 (IOKYMEHTOB)

Td A/04.05 Opranuzanus
HCIIONB30BAaHUS APXUBHBIX [EIT
(moxyMeHTOB)

TD A/05.05 Xpanenue,
KOMIUICKTOBaHHE,  y4eT |
UCIIONB30BaHKE nen
(moxymMeHTOB) BPEMEHHOTO
XpaHEeHUS

3.3. OcBauBaeMbI€ BUIIBI IEATEIbHOCTH

HawnmenoBanue BUJ0OB ACATCIBHOCTH

Konx n naumenoBaunue [IM

Bunpl nestenpHOCTH (001IIHE)

OCyu;ecmeJleHue OpcaHu3ayuUOHHRO2O U

aOKyMeHmaL!MOHHOZO obecneyenus

oessmenbHOCmu opearnusayuu

OopraHu3aIu

I[IM 01 OcyuiecTBiaeHne OpraHu3alMOHHOIO U
JIOKYMEHTAIMOHHOT'O 00eCrieueHus AesITeNbHOCTH

OCyu;ecmeJleHue OpcaHu3ayuUOHHRO2O U

OOKyMeHmab,tuOHHOZO obecneuenus
oessmenbHOCmuU opearuzayuu

COOCTBEHHOCTH

[1IM 02 Opranusanusi apxuBHOU pabOTHI 1O
JIOKyMEHTaM OpPTaHHU3aINi Pa3TUIHBIX (HopM

Bubl 1eATENBHOCTH IO OCBOEHUIO OJTHOM
WM HECKOJIbKUX Mpodeccuil pabouux,

JOJDKHOCTEM CITy Kallux

Buinonanenue pabom no oonscnocmu
cayacawezo "/lenonpouzsooumens”

IIM 03 BeimomaeHue paboT Mo JOHKHOCTH
ciyxauiero "/lenonpousBoaurens"




Pa3nen 4. Tpe6GoBaHUA K pe3yabTaTaM 0CBOEHHsI 00pa30BaTebHOI MPOrpaMMbl

4.1. O01mue KOMIIETEHIINT

DopMyIHPOBKA
Konx OK pMyHp 3HaHusA, yMEHHA
KOMIETEeHINHI
OK 01 Br16upats crioco6s! Ymenust:
penIeHus 3a1aq v 5 v
. acIo3HaBaTh 33/1a4y W/Win npobieMy B IpodecCHOHaTFHOM /W COLUaIbHOM KOHTEKCTE, aHATU3UPOBATh U

npodeccnoHanbHOM p Th 3ajiady P y B1pod COUMATLHOM KOHTCKCTC, aHATM3MPOBA
BBIJICIISAITH €€ COCTaBHBIC YaCTH

JEATeITLHOCTH A ¢ Hac

IIPUMEHNUTEIIBHO K OTIPEAETISATH STAIBI PEUICHHS 3aJa49H, COCTABIISTH TUIaH AEUCTBUS, PEATH30BbIBATh COCTABIICHHBIN TIIaH, ONIPEACIIATh

pa3IMYHBIM KOHTEKCTaM HEOOXOIMMBIE PECYPCHI
BBISBIISITH U 3Q(EKTUBHO UCKATh MHPOPMAIIHIO, HEOOXOAUMYIO /ISl PEIICHUS 3a]]a91 U/WITHA TIPOOIeMBI
BJIaJIETh aKTyaJIbHBIMU METOJaMU paboThI B TPOPECCHOHAIBEHON M CMEXKHBIX chepax
OLICHUBATh PE3yJIbTaT U MOCIEICTBHS CBOUX JCUCTBUH (CAaMOCTOSTENBHO HIIH C TOMOIIBIO HACTABHHKA)
3Hanua:
aKTyalbHBIA PO(EeCCHOHATIBLHBIN U COIMATBHBIH KOHTEKCT, B KOTOPOM IPUXOJIUTCS padOTaTh U KHUTh
CTPYKTYypa IUIaHa ISl pelIeHHs 33/1a4, aJlTOPUTMBI BHIIIOJTHEHHS paboT B MPOo(eCCHOHAIBHOI U CMEKHBIX 001aCTIX
OCHOBHbBIC UCTOYHHKH MH(DOPMAIIUU M PECYPCHI IS PEIICHUs 3a1a4 W/Win 1po0sieM B MPo(heCCHOHATBHOM H/HITH
COLIMATEHOM KOHTEKCTE
MeTOoJIbl paboTHI B IPO(ECCHOHANBHOM U CMEXKHBIX cepax
MOPSI/IOK OLIEHKH PE3yJIbTaTOB peIeHHs 3a7a4 NPodeCCHOHANBHON AEATEIEHOCTH

OK 02 Hcnonb30BaTh COBpEMEHHBIE | Y MeHHS:

CpezCcTBa II0KMCKa, aHAIN3a U
WHTEPIIpEeTalnN
nH(pOpMaIny, U

OTIpENIeIIATh 3a0a4u I IOMCKa MH(POPMAaLIUK, TUIAHUPOBATH MPOLIECC TIOUCKA, BEIOMPATh HEOOXOIUMbIE HCTOUHUKHI
nHpOpMaLUH




nH(pOpMaITHOHHBIC
TEXHOIIOTUH JIJIst
BBITTOJTHEHHS 337124
PO eCCHOHATTEHOM
JeSITEITBHOCTH

BBIIETISITH HAHOOJIee 3HAYUMOe B TiepedHe WHPOPMAINH, CTPYKTYPHUPOBAThH MOTydaeMyro HH(popMannto, opopMIIsaTh

PE3YyIbTaThl TIOUCKA

OLICHUBATD MPAKTUYCCKYIO 3HAUYMMOCTDL PE3YJIbTAaTOB ITIOUCKA

MIPUMEHATH CPECTBA HH()OPMAIIMOHHBIX TEXHOJIOTHH ISl pEIIeHUs TPO(EeCCHOHANBHBIX 3a1a4

HCTOJIB30BaTh COBPEMEHHOE MPOrpaMMHOE o0ecriedeHre B pOecCUOHATLHON eI TeTbHOCTH

HCMOJIb30BaTh Pa3JIMYHBIC HI/I(l)pOBI)Ie CcpeacTBa JIsd peIICHUA HpO(beCCI/IOHaJ'H)HBIX 3agad

3HaHuf:

HOMCHKJIaTypa I/IH(I)OpMaHI/IOHHI)IX HUCTOYHHKOB, IPUMCHACMBIX B HpO(I)CCCHOHaHbHOIZ JACATCIIBHOCTHU

MPUEMBI CTPYKTYpPHPOBaHUS HHPOpMALIUU

thopmat ohopmMiIeHHS pe3yTbTATOB ONCKA HH(POPMAIHN

COBpPEMEHHBIE CPEJICTBA U YCTPOHCTBAa MHPOPMATH3ALNH, TIOPSIIOK HX IPUMEHEHHUS H

MIporpaMMHOC obOecrnieueHue B HpO(l)CCCHOHaHBHOﬁ ACATCIBbHOCTH, B TOM YHCJIC I_II/I(l)pOBble cpeacTBa

OK 03

ILnanupoBats u
peann30BbIBaTh
coOCTBEHHOE
npodeccuoHanbHOe U
JMYHOCTHOE pa3BUTHE,
MPEeANPUHUMATEIBCKYIO
NesITeIbHOCTD B
npoeccuoHaIbHOM cdepe,
WCIIOJB30BaTh 3HAHUS 110
MPaBOBOM U (PMHAHCOBOI
IPaMOTHOCTH B PA3IHYHBIX
KHU3HEHHBIX CUTYalUsIX

YMmenus:

OTIPEJIEIISATh aKTyaJIbHOCTh HOPMATHBHO-TIPABOBOM JIOKYMEHTAIMH B PO ecCHOHATIBLHOM eI TeTbHOCTH

MIPUMEHSTH COBPEMEHHYIO HayYHYIO IPo(ecCHOHATBHYIO TEPMUHOIOTHIO

OMPECIATh U BEICTPAUBATh TPACKTOPUU NPOGECCHOHAILHOTO Pa3BUTHS M CaMOOOpa30BaHUs

BBIABJIATE JOCTOMHCTBA U HCJOCTATKH KOMMep‘IeCKOﬁ nacu

OIMpeACIATh MHBECCTULIMOHHYIO IPUBJICKATCIIBHOCTh KOMMEPUYCCKUX H,Z[efl B paMKax HpO(i)CCCPIOHEUIBHOI?I
ACATCIIBHOCTH, BBISABIATE HCTOYHUKHU q)HHaHCHpOBaHI/ISI

NMPE3CHTOBATh UJACHU OTKPBITUA COOCTBEHHOTO Jciia B HpO(i)eCCI/IOHaHBHOI‘/'I JCATCIBHOCTH

OMnpeaAcIiaTb HCTOYHUKHA ZLOCTOBCpHOﬁ HpaBOBOﬁ HH(bOpMaHHH

COCTAaBJIATH pa3JIMYHbIC IIPABOBLIC TOKYMCHTEI
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HaXOJUTh WHTEPECHBIE TIPOEKTHBIE MIIEH, TPAMOTHO MX (OPMYITHUPOBATh H JOKYMEHTHPOBATH

OLICHHUBATH JKM3HECIIOCOOHOCTE HpOCKTHOfI naeu, COCTaBJIATDH IJIaH IMTPOCKTA

3HaHusa:

coJiepKaHNe aKTyaJIbHOM HOPMaTHBHO-TIPABOBOW JOKYMEHTAIIUH

COBpPCMCHHAs HaAy4YHasd U HpO(beCCI/IOHaJ'II)HaH TCPMUHOJIOTUA

BO3MOXHbIE TPAEKTOPHH NPO(ECCHOHATLHOTO Pa3BUTHS M caMO00pa30BaHUs

OCHOBBHI MPEANPUHAMATEIBCKON AESTEILHOCTH, MPaBOBOW M (PUHAHCOBON IPaMOTHOCTH

MpaBuiia pa3pabOTKU Mpe3eHTAIH

OCHOBHBIE ATaIlbl Pa3pabOTKU U PeaTU3aLuH IPOCKTa

OK 04 Db dexTuBHO YMenus:
B3aUMO/JEHCTBOBAThL U
OPraHN30BBIBATH PA0OTY KOJUIEKTHBA i KOMAH b
paboTath B KOJUICKTUBE U
KomaHIe B3aUMOJIEICTBOBATH C KOJUIEraMH, PYKOBOJICTBOM, KIIHEHTAMHM B XOJI€ MPOPECCHOHATIBHOM JIEITEIILHOCTH
3Hanusa:
IICUXOJIOTUYECKHAE OCHOBEI JIESITEILHOCTH KOJUIEKTUBA
IICUXOJIOTHYECKHE OCOOEHHOCTH JIMYHOCTH
OK 05 OcymiecTBIsATh YCTHYIO U Ymenus:

MHCEMEHHYIO
KOMMYHUKAIUIO Ha
TOCY/IapCTBEHHOM $I3bIKE
Poccuiickoit deneparuu ¢
Y4EeTOM OCOOCHHOCTEH
COLMAJIBHOIO U KYJIBTYPHOI'O
KOHTCKCTAa

IPaMOTHO M3JIaraTh CBOM MBICIIH U OOPMIISTH JOKYMEHTHI 10 MPO(ECCHOHANBHON TeMaTHKE Ha TOCYIapCTBEHHOM
SI3bIKE

MPOSABJIATH TOJICPAHTHOCTEL B pa6011eM KOJIJICKTUBEC

3HaHuA:

rpaBuiia o(popMIIEHHUS TOKYMEHTOB
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MIpaBmIIa IOCTPOEHHSI YCTHBIX COOOIIEHUH

0Cc00EHHOCTH COLMATIBHOTO U KYJIbTYPHOI'O KOHTEKCTA

OK 06 [IposiBHATE rpaxk1aHCKO- Ymenust:

MaTPUOTHYECKYIO MTO3UITHIO,

JICMOHCTPHPOBATD MPOSIBIISITH TPAKIAHCKO-TIATPHOTHIECKYIO TTO3UIIAIO

OCO3HaHHOC MOBCICHUC Ha JIEMOHCTPUPOBATH OCO3HAHHOE MTOBECHUE

OCHOBE TPAJAUIMOHHBIX

POCCHIICKHX JlyXOBHO- OITKCBHIBATh 3HAYUMOCTh CBOCH creyuanbhocmu

HPABCTBCHHBIX LICHHOCTCH, B NPUMEHSATH CTAHIAPTHl AHTUKOPPYIIIMOHHOTO [TOBEACHHS

TOM YHCJIE C YUYETOM

rapMOHU3ALUH 3HaHua:

MEKHAIMOHATIBHBIX 1 _

MEKPETHTHOZHBIX CYIIHOCTb TPAXKIAHCKO-TIATPHOTHYECKOM TO3UIINU

OTHOIICHHH, PUMEHATH TPaIMIMOHHBIX OOLIEYEIOBEYECKUX IEHHOCTEH, B TOM YUCIIE ¢ y4ETOM TapMOHM3ALMH MEKHAMOHATHHBIX 1

CTaHAapThI MEKPETUTHO3HBIX OTHOIIEHHH

AQHTUKOPPYILIHOHHOTO

MOBEICHHSI 3HAYUMOCTH MPOPECCHOHATBLHOMN EITEIBHOCTH I10 CIEIHATLHOCTH

CTaHIAPTHl aHTHKOPPYIIIMOHHOIO MIOBEAEHUS U MTOCIIEACTBHS €10 HAPYILICHUS

OK 07 ConeiicTBOBaTh COXPAHCHUIO | Y MEHHS:

OKpY>Karollleu cpelibl,
pecypcocOepexeHuIo,
MPUMEHSTH 3HAHHUS 00
W3MEHEHUU KJIMMara,
TIPUHIIUIIBI OEPEKIINBOTO
MPOU3BOACTBA, IPPEKTUBHO
JIECTBOBATH B
Ype3BBIYAMHBIX CUTYaIHIX

CO6J'IIOI[aTI> HOPMBbI SKOJIOTMYECKOM 0e30IMacCHOCTH

OTIPEJIEIISATH HAIIPABJICHUS pecypcocOepekeHrs B paMKax MpodeccHoHATBHOM IS TeIbHOCTH 110 CIIEHaTbHOCTH

OpraHu30BbIBATb HpO(l)eCCPIOHaJ'ILHy}O ACATCIIBHOCTD C CO6J'IIO,Z[€HPI€M IIPUHIOHUIIOB 6ep€)KJ'II/IBOFO IpoOu3BOJACTBA

OpPTraHHU30BHEIBATh MPO(ECCHOHATBHYIO ACSITEIHLHOCTh C YYETOM 3HAHUH 00 M3MEHEHUHN KIMMATUYECKUX YCIOBHI
peruona

3 HEKTHBHO JIEHCTBOBATH B UYPE3BbIYANHBIX CHTYAIHSIX

3HaHuA:

IpaBHJIa YKOJIOTUUECKOM 0€30MacHOCTH IIPU BEACHUH NPO(GECCHOHATBHON ESITEIbHOCTH
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OCHOBHBIE PECYPCHI, 3aJIeFICTBOBAaHHBIE B ITPOECCHOHATFHON AESITETFHOCTH

MyTH 00ECIICUCHHUS PECypPCOCOCPEIKCHUS

MIPUHIIUIIEI OEPEKITNBOTO POU3BOICTBA

OCHOBHBIC HAIIPaBJIICHUA U3MCHCHHUSA KIMMAaTUYCCKUX yCHOBHﬁ pe€ruoHa

npaBuiia MMOBCACHUA B qpeSBLI‘lafIHLIX CUTyalusax

OK 08 Hcnone3oBaTh cpencTea Ymenus:
(bU3HYECKOH KYIbTYpPhI IS
HCTONB30BaTh (PU3KYIBTYPHO-03I0POBUTEIBHYIO ACATEIBHOCTD IS YKPETUICHHS 37J0POBBS, JOCTIKEHHUS
COXPaHEHHUS U YKPETUICHHS (pusKybTYp Aop FCTBHYIO A JUIA YKP AP » A
KU3HEHHBIX U TIPOo(eCCHOHATBHBIX IeTIeH
37I0pPOBBSI B IIPOLIECCE pod H
npO(ecCHOHANBHOM MPUMEHSTH PallHOHAILHBIC TPHUEMBI IBUT'ATENBHBIX (PYHKIMH B MTPO(ECCHOHANBHON ACATEILHOCTH
IEATeTbHOCTH U
TOUICPIKAHHS MIOJIB30BATHCS CPEICTBAMU MPO(MIIAKTHKH TepEeHANPSHKSHUS, XapaKTePHBIMU IS JAHHON CTICIIHATbHOCTH
HEO0XOIUMOI'0 YPOBHS
A N yp 3Hanun:
(uznyeckoit
MOJTOTOBJIEHHOCTH POJIb GU3HYECKON KYJIBTYpPHI B OOLIEKYIBTYPHOM, TPO(GECCHOHATHHOM M COLIHATEHOM Pa3BUTHU YEIIOBEKA
OCHOBEI 3JI0POBOTO 00pa3a KH3HU
ycIoBUs MPO(YECCHOHATILHOM JESITETBHOCTH M 30HbI pHCKa (PU3UUECKOTO 37I0POBBS IS CHIEIUAILHOCTH
cpencTBa MPOQUIAKTUKY NEPEHATPSDKCHUS
OK 09 [Tonb30BaThCs Ymenus:
npodecCuoHaIbHON

JIOKYMEHTaIueN Ha
rOCyJ1IapCTBEHHOM U
WHOCTPAHHOM SI3bIKaX

IIOHUMATb O6H.IPII>1 CMBICJT YETKO NPONU3HCCCHHBIX BBICKA3bIBAHUN HAa U3BECTHBIC TEMBI (HpO(i)eCCPIOHaJ'ILHLIe n
6I>ITOBBIC), IMOHUMATh TEKCTHI HA 0A30BbIE HpO(i)eCCI/IOHaJ'IBHBIe TCMBI

Y4aCTBOBATh B JHUAJIOTaX HA 3HAKOMBIC 06H_II/IC u HpO(l)CCCI/IOHaJ'IBHBIC TEMBI

CTPOUTH MPOCTHIE BHICKA3bIBAHMUS O cebe 1 0 CBOeH MpohecCHOHATBHOMN NeATEIbHOCTH

KpaTKoO 00OCHOBBIBATH U OOBICHATE CBOU I[eﬁCTBPIH (TCKYH_[I/IC n HJ'IaHI/IpyeMBIe)

IMUCAThb IMPOCTHIC CBA3HBIC COO6IIICHI/I$I Ha 3HAKOMBIC UJIM UHTCPECYIOIHNE HpO(i)eCCI/IOHaHLHBIe TEMBI
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3HaHusa:

npaBujia MOCTPOCHUA MMPOCTHIX U CIIOKHBIX HpeILJ'IO)KeHI/Iﬁ Ha HpO(l)CCCI/IOHaJ'II)HI)IC TCMBI

OCHOBHBIE 00MIeyNOTpeONTENbHBIE TTIAroibl (OBITOBas U TpodeCcCHOHANbHAS JIEKCHKA)

JIEKCUYIECKIUH MUHUMYM, OTHOCSIITUICS K OMHUCAHHIO MPEIMETOB, CPEJCTB H MPOLECCOB MPOheCCHOHATBHOM

JCATCIIBPHOCTH

0c00EHHOCTH TPOU3HOILICHHUS

MIPaBUJIa YTEHHSI TEKCTOB MPO(ECCHOHATIbHON HAaNpaBIEHHOCTH

4.2. IIpodeccnoHaIbHBIC KOMITETCHIIMH

Buabl aesiTeIbHOCTH

Koa u HauMeHOBaHMe

IToka3aTenn ocCBOeHHMSI KOMIIETEHIIUH

KOMIIeTeHIIHH

Ocymectienne opranuzanmonHoro | [IK 1.1. OuenuBate coorBercTBue | HaBbIKHM

U JOKYMEHTAIlMOHHOTO 00ecredyeHus | KauecTBa MOCTYTMAKIINX B | [lonydenus Heobxonumoii nHOpMaLIUK U TIepesadn

ACATCIIbBHOCTU OpraHHU3allnn opranu3anvro CbIpbd, MAaTCPUAIIOB, CﬂHKHHOHHpOBaHHOﬁ I/IH(l)OpMaHI/II/I C UCIIOJIb30BAHUEM CPEACTB
nonypabpukaToB, KOMIUIEKTYIOIIUX | HH()OPMAIMOHHBIX U KOMMYHHUKAITMOHHBIX TEXHOJIOTUN
W3JEIUN TEXHUYECKUM pErjiaMEHTaM, | YMeHH:
cTaHJgapTamMm (TCXHI/ILICCKI/IM HCIIOJIB30BATh CPCACTBA I/IH(i)OpMaI_II/IOHHI)IX U KOMMYHUKAIITUOHHBIX

YCJIOBHUSIM), YCJIOBHUSIM TIOCTaBOK H
JIOTOBOPOB;

TEXHOJIOTHH JJIs IOyYeHHsI U Tiepejadn UHPOPMAIIHHT;

BECTH W HCIIONB30BaTh B paboTe 0a3y KOHTAKTOB OPTaHHU3AIIHN;
BECTHU YUYETHBIE PETUCTPAIMOHHBIE (DOPMBI, UCTIONB30BATh UX IS
WH(POPMAITMOHHON PabOTHI U PabOTHI 0 KOHTPOJIIO HUCIIOJIHEHUS
MOPYYECHHUII;

YCTaHaBIIMBATh U MOAJEP)KUBATh KOMMYHHKALIMH B IIPOLIECCE JIEIOBOIO
00IIEeHHs ¢ TOMOUIBIO CPEACTB MH(POPMALIMOHHBIX U
KOMMYHHKAIIMOHHBIX TEXHOJIOTHIA;

CIIaKMBaTh KOH(IMKTHBIE U CI0KHBIE CUTYyalluH MEXKIMYHOCTHOTO
B3aUMO/JICHCTBUS;

CO0ITI0TaTh CITY)KEOHBINA dTUKET;
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obecrieunBaTh HH(POPMALIMOHHYIO 0€30MaCHOCTh ACSTebHOCTH
OpraHu3aIuy.

3HaHus:

HOPMAaTHBHBIC TIPaBOBBIC akTh Poccuiickoit deneparuu B chepe
MH(POPMAITUOHHBIX M KOMMYHHUKAIIHOHHBIX TEXHOJIOTHIA;
CTPYKTypa opranu3saiuy, e€ 3a1aud u pyHKIuY;

MpaBuJia MPOBEICHUS JICIOBBIX NIEPETOBOPOB;

9THKA JIEJIOBOT'O OOIIEHMS;

MpaBHJIa PEYEBOTO ITHKETA;

MIpaBUIIa TOICPKaHUS M PA3BUTHUS MEKIMYHOCTHBIX OTHOIICHHIA;
TpeOOBaHMS OXPaHbI TPY/IA.

I[IK 1.2. KoopaunupoBaTb paboTy
MPUEMHOU PYKOBOUTEIIS, 30H
npruemMa pa3IMYHBIX
KaTeropui OCETUTENEH OpraHU3aIiH

HaBbiku
Koopaunanuu paboTsl npu€MHOI pyKOBOIUTENS U 30H MpUéMa
Pa3JIMYHBIX KATErOPUil MOCETUTENEH OpPraHU3aALNI

Ymenus:

BCTpEYaTh MOCETUTENICH, MTOTyYaTh NEPBUUHYI0 HHPOPMAIHIO O
MTOCETUTEINAX, YCTAHABIUBATh MOPAJOK MpUEMa JUIA Pa3InIHbIX
KaTeropuil moceTUTeNe;

BECTH yUYETHBIC PETHCTPAIIIOHHBIE (DOPMBI IO IPUEMY TTOCETHUTENCH 1
0 OpPMIIAITH TIPOITYCKa;

BECTH IpUEM, Nlepeiady U OTIPABKY JOKYMEHTOB;
OpraHU30BbIBaTH U OPOHUPOBATH NIEPErOBOPHbBIC KOMHATHI;
CEepBUPOBATH YaitHble (KOEIHbIE) CTOIBI B OHCe;

MPUMEHSTh B paboTe cpeacTBa HHPOPMALMOHHBIX U
KOMMYHHMKALIMOHHBIX TEXHOJOTHUH;

MPUHUMATH MEPHI IO COXPAHEHUIO KOH(PUIEHITHAIBHON
nH(pOpMaliU B X07ie Ipuéma MnoceTuTenei.

3HaHHA:
HOpMaTHBHBIE PaBOBbIE aKkThl Poccuiickoit deepanuu 1o 3aiiure

nHpOpMAIUHU U PaboTe C 0OpaIIeHUIMHU TPaKIaH;
CTPYKTypa OpraHu3alui U pacipeaeicHue GyHKIMH MEKITY
CTPYKTYPHBIMH MTOAPA3ACICHUSIMHA U CIICITUATICTAMH;
MpaBujIa OPTaHU3aAIUN IPUEMa MTOCETUTENEH;
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STHKET ¥ OCHOBBI MEXTYHAPOIHOTO MPOTOKOIA;
9THKA JIEJIOBOT'O OOIIEHMS;

MpaBUIIa PEYCBOTO ITHKETA.

MpaBUjIa CEPBUPOBKH YaitHOTO (KO(eiHOro) cToma;
TpeOOBaHMS OXPaHbI TPY/IA.

TIK 1.3. BrageTs HaBBIKAaMU
IUIAHUPOBAHUS pab04Yero BpeMeH!
PYKOBOJUTEIIS U CEKpeTapst

HaBbiku
[TnanupoBanus pabodyero BpeMeH! PYKOBOJIUTENS U pabodero
JTHSI CEKpeTaps

Ymenus:
BBIOUpATH (DOPMBI TNIAHUPOBAHUS U OQOPMIISATH IIAHUPOBIIUK

(opranaiizep) pyKOBOJIUTENS U CEKpeTaps;

YCTaHaBJIUBATh LECJIH, ONIPEACTIATL IPUOPUTETHOCTL U OqepéI[HOCTB
BBITIOJTHEHUS pa0OT 1 3P PeKkTUBHO pacpenensaTs pabouee BpeMms;
COTJIACOBBIBATH BCTPEUH U MEPOIIPUATHS U BHOCUTH UH(OpMAIIHIO B
TJIAHUPOBIIUK (OpraHaiisep);

WHPOPMUPOBATH PYKOBOAMTEIS O TPUOIIKECHUN BPEMEHHU U
perylaMeHTe 3aIUIAaHUPOBAHHBIX BCTPEY U MEPOIPUSTHH;

BI)I6I/IpaTb OIITUMAJIBHBIC CHOCO6LI BHCHIHETO U BHYTPCHHETO
WH(QOPMHUPOBAHHS O TUIAHUPYEMBIX MEPOTIPUSTHUSX;

obecreunBaTh HHPOPMAIIMOHHYIO OE30MACHOCTD JCITeILHOCTH
OpraHu3aINH;

MPUMEHSITh B paboTe cpeAcTBa HH(POPMAIIMOHHBIX
KOMMYHUKAIIMOHHBIX TEXHOJIOTUH.

3Hanun:

HOpMaTHBHBIE TIPaBOBBIC akThl Poccuiickoit deneparun B chepe
MH(POPMAITMOHHON O€301MaCHOCTH;

CTPYKTYypa # crienn(uKa OCHOBHOH JIeSTETLHOCTH OpPraHn3alui;
OCHOBBI YIIPaBJICHUS BpEMEHEM;

MpaBuIIa IPOBEJICHUS JICTOBBIX MIEPETOBOPOB;

9THKA JIEJIOBOT'O OOIIECHMS;

TpeOOBaHMS OXPaHbI TPY/IA.

I[IK 1.4. OcyuiecTBiaarh MOATOTOBKY
JEOBBIX ~ TIOE3JI0K  PYKOBOJUTEIIS
U JIPYTUX COTPYJHUKOB OpraHU3aluU

HaBbiku
Opranuzanuu JeI0BbIX MOE30K PYKOBOIUTEIA
U IpYTUX COTPYIHUKOB OpraHu3aluu
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Ymenus:

COCTaBIISITh M OOPMIIATH TOKYMEHTHI JUTSI IEIOBBIX TTOE37I0K;
OCYIIECTBIISITH TPEBEI-TIOJAECPIKKY AEIOBBIX IMOE3I0K;
COTJIACOBBIBATH C IPUHUMAIOIIEH CTOPOHON MTPOTOKOI TTAHUPYEMBIX
MEpOTpHUATHH 1 (POPMHUPOBATH IPOTPAMMY JEITOBON TTOE3TKH;
WCIIONB30BaTh CPeICTBA MHPOPMAIIMOHHBIX 1 KOMMYHHKAIIMOHHBIX
TEXHOJIOTHH 1 00ecTieueHus] B3aUMOICHCTBHSI C PYKOBOJIUTEIIEM BO
BpEMs €ro JIEJI0BOM TTOE3IKH;

0(OPMIISITh OTYETHBIE TOKYMEHTHI O JIeJIOBON MOE3/IKE.

3HaHus:

HOpMaTHBHBIE TIPaBOBBIC akThl Poccuiickoit deneparun B chepe
OpraHu3alMy AETOBON MOE3KH;

MOPSIIOK MTOATOTOBKH M JOKYMEHTHUPOBAHUS [ICIOBOM MOE3/KH;
HMHTEPHET-PECYPCHI AJIs1 OCYIIECTBICHHS TPEBEJI-TIOAACPKKH JETOBBIX
MOE3/I0K;

3TUKET ¥ OCHOBBI MEXAYHAPOAHOTO MIPOTOKOJIA;

9THKA JIEJIOBOI'O OOIIEHMS;

TpeOOBaHUS OXPAHBI TPY/A.

IIK 1.5. Bnaners cnocobamu
OpraHu3aiuu padouero mpocTpaHCTBa
MPUEMHOMN U KaOWHEeTa PyKOBOIUTES

HaBbiku
Opranu3zaiuu 1 nogjaep:xkanus GyHKIIMOHATFHOTO pabovero
MPOCTPAHCTBA

YMmeHnus:
OpFaHI/ISOBBIBaTL pa60t1ee MECCTO B COOTBCTCTBUU

¢ TpeOOBaHUSMH SPrOHOMUKH H KYJIBTYPbI TPY/a;
obecnieunBath pabouee MecTo U GYHKIIMOHAILHOE pabouee
IIPOCTPaHCTBO HeO6XO):[I/IMI)IMI/I cpeacrtsamMu OpFaHHE}aHHOHHOﬁ
TCXHHKU, MeO0eIBIo U KaHOCTIAPCKUMHU ITPUHATJIC)KHOCTIAMMU,
MOJJEPKUBATH CPEICTBA OPTaHU3ALMOHHON TEXHUKHU

B pabodeM COCTOSTHUH.

3Hanus:

TpeOOBaHUS OXPaHBI TPY/IA, MPOU3BOJACTBEHHON CAHUTAPHH,
MPOTHBOTIOKAPHO 3aIUTHI;

OCHOBBI MPABWJILHON OPraHU3aI[iK TPY/Ia U METO/IbI MOBBIIICHHS €T0
3¢ (heKTUBHOCTH;
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BH/JIBI OPTraHU3AIMOHHON TEXHUKHU U TIOPSIOK PaOOThI
C HEl.

I[IK 1.6. OcymectBisate padboTy Mo

MOJIrOTOBKE u IPOBEJICHUIO
KOH()EPEHTHBIX MEPOTPHSTHI,
o0ecrieunBaThb UH(POPMALIMOHHOE
B3aHMO/JICHCTBHE PYKOBOIHTEIISI

C IoApasaCJICHUAMU U JOJZKHOCTHBIMUA
JIMIaMH OpraHu3alun

HaBbikn

OpraHu3anuy MOATrOTOBKH M MTPOBEACHUS KOH(DEPEHTHBIX
MEPOTIPUATHH, 0OecTieueHHsT THHOPMAITMOHHOTO
B33HMOIICI>’ICTBH$I pyKOBOI[I/ITeJISI C HOHpEBI[eJICHI/ISIMI/I 158
JIOJDKHOCTHBIMH JIMIIAMH OPTaHU3aIluN

Ymenus:

OPraHM30BBIBATH MTPOIIECC OATOTOBKHU M MPOBEICHNE KOH()EPEHTHOTO
MEpONPHUATHS HHIUBHIYAIEHO

U B COCTaBe paboyvell rpyIIbI;

JOKyMEHTHUPOBATh PAa3HBIC ITAIIBI MPOIETYPHI HOATOTOBKH U
npoBeAeHNs KOHPEPESHTHOTO MEPOIIPUSTHS;

COOJFOIaTh ATUKET M OCHOBBI MEXKTYHAPOIHOTO TIPOTOKOJIA;
OCYHIECTBISTH cOOp, 00paboTKy WH(MOPMAITUH, CHCTEMATH3AIIHIO
MOJTyYaeMBIX U IepeIaBacMbIX JaHHbIX;

OCYIIECTBIISTH IPOBEPKY JOCTOBEPHOCTH, TIOTHOTHI

Y HEMPOTHBOPEUMBOCTH JITAaHHBIX, HCKITIOYCHUE TyOINpOBaHUS
nH(pOpMAITUY;

MPUMEHSITh HH)OPMAIIMOHHO-KOMMYHUKAIIMOHHBIE TEXHOJIOTHH.

3Hanun:

HOpMaTHBHBIE TIPaBOBBIC akThl Poccuiickoit deneparun B chepe
nH(pOpMAITUH;

KOMITJIEKC OPraHN3allMIOHHO-TEXHUUECKUX MEPOIIPUATHH 11O
MOJTrOTOBKE U MPOBEICHUIO KOH(PEPEHTHBIX MEPOTIPHSITHIL;

npaBuiIa ohopMIIEHHUS JOKYMEHTOB, CO3[1aBa€MBIX B IIPOLIECCe
MOJTOTOBKU M NPOBEICHU KOH(PEPEHTHOIO MEPOIPHUSITHS;

9TUKET U OCHOBBI MEXIYHAPOIHOTO MTPOTOKOIIA;

9THKA JIEJIOBOT'O OOIIECHMS;

COCTaB BHYTPEHHUX U BHEIIHUX WHPOPMAITHOHHBIX TIOTOKOB;
CTPYKTypa OpraHu3allii 1 MOPAA0K B3aNMOACHCTBUS OAPa3AeICHHIA;
MeTO/ Il 00paOOTKH U 3aLTUTH HH(POPMALIMK C TPUMEHEHNEM CPECTB
WHPOPMAITUOHHBIX U KOMMYHHUKAIIMOHHBIX TEXHOJIOTHIA;
TpeOOBaHMS OXPaHBI TPY/IA.
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IIK 1.7. OdbopmitsiTh OpraHu3aIuoOHHO-
pacnopsiiuTeNIbHbIe  JOKYMEHTBl U
OpraHU30BBIBATH paOOTy C HUMU, B TOM
quclie c HCII0JIb30BAHUEM
ABTOMATHU3UPOBAHHBIX CHCTEM

HaBbikn

OdopMieHwHs OpraHu3aluOHHO-PACTIOPSIIUTETHHBIX JOKYMEHTOB
W opraHu3anus paboThl ¢ HUMH, B TOM YHCJIE C UCITOJIb30BaHUEM
aBTOMaTI/I3I/IpOBaHHBIX CUCTEM

YMenus:

COCTABJISITh MMPOEKTHl OPTaHU3aUOHHBIX, PACTIOPSAUTENBHBIX U
WH(POPMATUOHHO-CITPABOYHBIX TOKYMEHTOB, B TOM YHCJIE JOKYMEHTOB,
coJepKalIux KOH(PUAESHINATbHYIO HHPOPMALIHUIO;

0 OPMIIAITH OPraHU3aIMOHHO-PACTIOPIIUTEIBHBIE JOKYMEHTHI
(opUrMHAIBI U KOIHH);

CKaHMPOBATh, KOIMPOBATH 1 KOHBEPTUPOBATh JOKYMEHTHI B Pa3InUHbIC
¢dopmartsr;

OCYIIIECTBIISATH MPOBEPKY NMPOEKTOB JOKYMEHTOB Ha COOTBETCTBHE
MIpaBUJIaM JI€JI0MPOU3BOICTBA;

MPUHUMATE W IPOBOAMTH TIEPBUYHYIO 00paOOTKY BXOISIINX
JIOKYMEHTOB;

MPOBOJUTH HPEABAPUTEILHOE PACCMOTPEHHE BXOISIINX U BHYTPEHHUX
JIOKYMEHTOB;

PErucCTpUpOBaThH BXOSIINE, UCXOAIIINE U BHYTPEHHHE TOKYMEHTBI;
KOHTPOJIMPOBATh MapLIPYTU3ALMIO JOKYMEHTOIIOTOKOB B OpPraHU3alliH
(cornacoBanue, NoANMCAaHNE, YTBEP)KICHHUE, pETUCTpaLus,
03HAKOMJIEHHE U HCIIOJHEHUE JOKYMEHTOB)

OCYILIECTBIISITH CPOKOBBIM KOHTPOJIb UCIIOJIHEHHS TOKYMEHTOB;
OCYILIECTBIISITh IOATOTOBKY U OTIPABKY UCXOISIINX JOKYMEHTOB;
COCTaBJISATh OTYETHI U AHAJMTUUECKUE CIIPABKH 00 MCIIOJIHEHUH
JIOKYMEHTOB;

BECTH MH(POPMAIIIOHHO-CIIPABOYHYIO Pa0OTy 1O TOKYMEHTaM;
OCYIIECTBIISATH PA0OTY C OPraHU3alMOHHO-PACTIOPSIAUTEIHLHBIMU
JIOKYMEHTaMH B AaBTOMATU3UPOBAHHBIX CHCTEMAX.

3HaHu:
HOPMAaTHBHBIC TTPaBOBBIEC akThl Poccuiickoit deneparuu B chepe
JIETIONPOU3BO/CTBA;
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JIOKaJIbHbIE HOPMATHBHBIE aKTHI, PErIAMEHTHPYIOIINE NEATEIHHOCTD
CITyKOBI IETONIPON3BOICTBA U €€ PaOOTHUKOB, OPTaHU3AINIO BEICHUS
JIEIIONIPOU3BOJICTBA;

COBpeMeHHbIE HHPOPMAIIMOHHBIE 1 KOMMYHHKAIIHOHHBIE TEXHOJIOTHH,
MIpUMEHsIeMbIE B paboTe C TOKyMEHTaMU;

CTPYKTypa OpraHu3aIii, pPyKOBOJICTBO CTPYKTYPHBIX TOAPa3ACICHHAN,
00pasIThl MOIITUCEH NI, UMEIOIINX MPABO MMOANMCAHUS U YTBEPIKISHUS
JIOKyMEHTOB, U OTPaHWYEHHUS 30H HX OTBETCTBEHHOCTH,

MpaBUIIA PYCCKOTO SI3BIKA;

TpeOOBaHUS OXPAHbI TPY/A.

[IK 1.8. OdopMasTh TOKYyMEHTHI IO
JMYHOMY COCTaBY U OpPTaHU30BBIBATh
paboTy ¢ HUMH, B TOM UYHUCIIE C
UCTIOJIb30BaHUEM
aBTOMATH3MPOBAHHBIX CHCTEM

HaBbixu

OdopmieHus TOKyMEHTOB IO JUYHOMY COCTaBY M OpraHu3aluu
pa60T1>1 C HUMH, B TOM YHCJIC C UCIIOJIb30BAHUEM
ABTOMATU3UPOBAHHBIX CUCTEM

Ymenus:

o0ecrneynBaTh COXPaHHOCTh IEPCOHATBHBIX TaHHBIX PAOOTHUKOB;
OpraHU30BHIBATH JJOKYyMEHTOOOOPOT IO MPECTABICHUIO IOKYMEHTOB
10 IEPCOHAITY B TOCYAapCTBEHHbBIE OPTaHBL;

OpraHU30BbBIBATh JOKYMEHTOOOOPOT MO YUETY U ABHKCHHIO
PabOTHUKOB;

BECTH BOMHCKUH y4€T pabOTHHUKOB;

BECTH y4ET pabovero BpeMeH! paOOTHHKOB;

0 OPMIISITH OPraHU3aLMOHHO-PACTIOPIIUTEIbHbIE JOKYMEHTHI 110
JMYHOMY COCTaBY;

BECTH PETHCTpPaIIo, yUET, ONepaTUBHOE XpaHEHUE JIOKYMEHTOB TIO
JIMYHOMY COCTaBY;

BECTH JOKYMEHTAIIUIO, TIOITBEPIKIAIOIIYIO CBEACHUS O TPYAOBOU
JeSITETBHOCTH M TPYIOBOM CTake paOOTHUKOB,;

(bopMHpOBaTh TMYHBIE Jefia paOOTHUKOB;

0o OPMIIATH Jieja TI0 JINYHOMY COCTaBY JJIs IIepe/ladd B apXUB
OpraHu3aLHH;
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paboTaTh CO CrienUuan3uPOBAHHBIMHI HH()OPMAITHOHHBIMH
CHUCTeMaMHt U 0a3aMU JTaHHBIX IO BEJICHUIO YUETa U IBUKECHUIO
pPabOTHHKOB.

3HaHusn:

HOpMaTHBHBIC TIPaBOBBIC aKkThl Poccuiickoiit deneparun B chepe
TPYIOBBIX OTHOLUEHUI;

JIOKaJbHBIE HOPMATUBHBIC AKTHI, PETJIAMEHTUPYIOIINE TPYIOBBIE
OTHOLLUEHUS;

COBpEeMEHHbIE HH(OPMAIIMOHHO-KOMMYHUKAIIHOHHBIE TEXHOJIOTHH,
MpUMEHsIEMbIE B pab0Te C TOKyMEHTaMHU TI0 JITYHOMY COCTaBY;
CTPYKTYypa OpraHU3al1u, PyKOBOJACTBO CTPYKTYPHBIX HOJpa3ACICHHUI;
MpaBuiIa IEJIO0MPOU3BOICTBRA;

MIpaBUJIa PyCCKOTO S3bIKA;

9THKA JEJI0BOr0 OOIICHUSI;

TpeOOBaHMS OXPaHbI TPY/IA.

IIK 1.9. Opranu3zoBsIiBaTh TEKyIlEe
XpaHEHUue T0KyMEHTOB, 00paboTKy
JIeJT 17151 ONepaTUBHOIO M apPXUBHOTO
XpaHEHUs, B TOM YHCIIE C
HCIIOJIb30BAHUEM
aBTOMATHU3UPOBAHHBIX CUCTEM

HaBbixu

Opranu3zaiuy TeKyIero XpaHeHus TOKYMEHTOB, 00pabOTKH el
JUIS ONIEPAaTUBHOTO U apXUBHOT'O XPaHEHUs, B TOM YHUCIIE C
WCIIOJIb30BAHHEM aBTOMATU3UPOBAHHBIX CUCTEM

YmMmenusn:

pa3pabaThiBaTh HOMEHKJIATYPY JI€J OpraHu3aluu;

MPOBEPSATH MPABUIBHOCTH OQOPMIICHHS JOKYMEHTOB 1 OTMETKH 00 X
HCIIOJIHCHHUU IICPEA UX (1)OpMI/IpOBaHI/IeM B ACJIO AJId MOCICAYHOLICTO
XpaHeHus,

(hopMHUPOBaTh Jiej1a, KOHTPOJUPOBATh MPABUIIBHOE U CBOCBPEMEHHOE
pacnpezleneHI/Ie nu HO)IHH/IBKy IIOKYMGHTOB B J1€J1a B COOTBCTCTBUU C
HOMEHKJIATypOH Je;

IIPOBEPATH CPOKU XPAHEHUS TOKYMEHTOB, COCTABIIATH IIPOTOKOII
paboTHI IKCIIEPTHON KOMUCCHH TI0 TTOATOTOBKE JOKYMEHTOB K ITepeaaye
B apXUB;

COCTABJIATH AKT O BBIACIICHHUU K YHI/I‘ITO)KCHI/IIO JIOKYMeHTOB, HEC
MOoJICIKAIINX XPAHCHHUIO,

COCTAaBJIATH aKT 06 YHUYTOXKCHHUU JOKYMCHTOB;
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OCYHICCTBJIATH IMOJTHOC WIN YaCTHIHOC O(l)OpM.TIeHI/IC A€J1 BpEMCHHOTIO,
MMOCTOAHHOI'0, JOJITOBPEMCHHOI'O CPOKOB XPaHCHU A,

COCTaBJIATH ONIMCH A€ CTPYKTYPHBIX HO,Z[paSI[CJ'ICHI/Iﬁ IIOCTOSAHHOTO,
JIOJITOBPEMEHHOTO CPOKOB XpaHEHUs JJIsl TIepeavu JIe]l B apXUB
OpraHu3anuu,

HPUMEHSTh HHPOPMAOHHO-KOMMYHUKAIIMOHHBIC TEXHOJIOTUH
npu paboTe ¢ JOKYMEHTaMH.

3HaHuA:

HOpMaTHBHBIE TIPaBOBBIC akThl Poccuiickoit deneparun B chepe
JIEJIONPOU3BOJICTBA U APXUBHOI'O JI€]1a;

JIOKaJIbHbIE HOPMATUBHBIE AKThI, PETJIAMEHTHPYIOLINE BeICHHE
JIEJIOTIPOM3BOJICTBA U Tepeaduy Aeil B apXUB OpraHU3aIHN;

BUIBI HOMEHKJIATYP JIeJ, 001Ie TpeOoBaHus K HOMEHKIIATYpe JIeI,
MOPSIIOK paboTHI C HEl;

nopsnoK GopMUpoBaHUs U OQOPMIICHUS JIe, CTIeU(HKa
(bopMHUPOBaHUS OTAECIBHBIX KATETOPHUIA A€,

ImpaBujia XpaHEHUA OCJI, B TOM YUCIIC C JOKYMCHTaAMU OI'PaAaHUYC€HHOTI'O
JOCTYIa;

IMpaBuJia BblJa4U U UCIIOJI30BaHUA JOKYMCHTOB U3 C(i)OpMI/IpOBaHHBIX
I

MOPSIIOK MCIIOIb30BAaHMUS TUIIOBBIX MJIM BEOMCTBEHHBIX IIepeuHe
JIOKYMEHTOB, OIIpEJe/ICHHUS CPOKOB XPaHEHHsI B IPOLIECCE SKCIIEPTHU3bI
LEHHOCTHU I0KYMEHTOB;

BH/IBI OTIACEH JIeJT OpTaHU3AINH U TTOPSIOK PabOTHI ¢ HUMU;

Tpe6OBaHI/IH OXpaHbI Tpyaa.

Opranuzanus apxuBHOM pabOTHI IO
JOKYMEHTaM OpraHMU3alui pa3InyHbIX
(hopm coOCTBEHHOCTH

IIK 2.1. OcyiecTBasTh
KOMILIEKTOBAaHUE apXUBHBIMU J€JIAMU
(TOKyMeHTaMH ) apXuBa OpraHu3aIuu

HaBbiku
VYyacTusi B KOMIUIEKTOBAaHUHM apXUBHBIMU JIeTaMH (IOKYMEHTaMH )
apXvBa OpraHu3aIuu

Ymenus:

paboTaTh ¢ mOapa3ACICHUIMN/OpraHU3alMIMHA HCTOYHHUKAMU
KOMIUIEKTOBaHUS apXVBa,

MIPUHAMATh apXHUBHBIE J1e1a (JOKyMEHTHI) Ha IIOCTOSHHOE WIIH
JTOJITOBPEMEHHOE XpaHEHUE,
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Y4acTBOBATh B ITPOBEJCHIH SKCIIEPTHU3HI IICHHOCTH PA3INIHBIX TUIIOB U
BHJIOB TOKYMEHTOB B COOTBETCTBHH C BHYTPEHHUMH PETIIaMEHTaMH
OpraHM3alny;

MIPUMEHATH B paboTe peKOMEH AN SKCIIEPTHO-TIPOBEPOTHOM
KOMHUCCHH WJIHM 3KCIIEPTHON KOMUCCHH OpraHU3alyH;

MPUMEHSTh TIEPEUHH C YKa3aHHEM CPOKOB XpaHEHUsI Jiell (JOKYMEHTOB);
co0JIroaTh HOPMATHBHBIE CPOKHM XPaHEHUS e (JOKYMEHTOB);

BECTH YUET UCTOYHHKOB KOMIUIEKTOBAHUS apXUBa;

WCTIOJIb30BaTh MEPEOBON OTEUECTBEHHBIN U 3apyOeKHBIN OITBIT IO
KOMIUIEKTOBAaHUIO apX¥Ba JeJIaMH (JOKyMEHTaMH) MTOCTOSIHHOTO U
JTOJITOBPEMEHHOTO XPaHEHUS;

HCII0JIb30BAaTh COBPEMEHHBIE aBTOMATU3UPOBAHHBIE,
nH(OPMaLIMOHHBIE U TEJICKOMMYHUKAIIMOHHBIE TEXHOJIOTUN
JIOKYMEHTHUPOBAHHBIX Cc(hep ACSITEIHbHOCTA OpraHu3aIliy.

3HaHun:

HOpMaTHBHBIE TIpaBOBBIC akThl Poccuiickoit deneparun B chepe
JIeIIONPOU3BO/ICTBA M ApXUBHOTO JIENIa;

HaYYHO-METOANYECKHE KPUTEPUH IKCIIEPTH3bI LIEHHOCTH PA3IMYHBIX
THIIOB U BUJIOB JIeJT (JIOKyMEHTOB);

TEOPETUYECKUE W METOINIECKUE ACTIEKTHI KOMIUIEKTOBAHHS U
9KCIEPTHU3bI IEHHOCTH BCEX BHUJIOB JJOKYMEHTOB;

BUIbI, PA3HOBUIHOCTH U (JOPMATHI BCEX BUJOB JOKYMEHTOB;
YHHDUIUPOBAHHYIO CHCTEMY OpPTraHH3allMOHHO-PACTIOPSIUTEIBHOMI
JIOKYMEHTALIH;

cTaHAapThl 0OPMIICHHS OPraHU3AIIMOHHO-PACTIOPSAAUTETBHON
JOKYMEHTALIH;

CHOCOOBI ¥ TEXHOJIOTHU IOKYMEHTUPOBAHHUS PA3IMYHBIX BUIOB
po(heCCHOHAIBHOM JIEATEIIbHOCTH;

OpraHu3allMOHHbIE PUHIIMITEI KOMIUIEKTOBAHUS J1e (JIOKYMEHTOB)
OTPaHMYEHHOT'O JIOCTYIIA;

TpeOOBaHUS OXPAHBI TPY/IA.

[IK 2.2. Bectn y4é€r apxXuBHBIX A€l
(IOKyMEHTOB), B TOM YHCJIE C

HaBbiku
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HCII0JBb30BaAHUECM
ABTOMATU3HWPOBAHHBIX CUCTCM

Benenus yuéra apxuBHbIX J1e] (IOKYMEHTOB), B TOM YHCIIE C
MCII0JIb30BAaHUEM aBTOMATU3UPOBAHHBIX CUCTEM

YMenus:

MOJIb30BATHCS YUETHBIMHA JOKYMEHTaMHU B paMKax 3JeKTPOHHBIX
WH(POPMALMOHHBIX CHCTEM JOKYMEHTHPOBAHHBIX c(ep AeATeNbHOCTH
OpraHu3aINH;

MOJIb30BATHCS CEPTUPUIMPOBAHHBIMUA aBTOMATU3UPOBAHHBIMU
CHUCTEMaMH JOKyMEHTHPOBAaHHBIX cep NesTeILHOCTH OpraHu3aluH 1o
yuéTy, perucTpanuu, KOHTPOIIO el (JOKYMEHTOB);

I10JIB30BaThCA I/IH(bOpMaHI/IOHHO-CHpaBO‘-IHBIMI/I CUCTEMAaMU
JOKYMEHTHUPOBAHHBIX c(ep AEATEIbHOCTH OpraHU3ally;

BECTU CIIPaABOYHO-IIOMCKOBBLIC CPCACTBA K ApXUBHLIM A€JIaM
(moxymeHTam);

BECTH YYET CTPaxoBOTO (POHA apXUBHEIX A€l (IOKYMEHTOB);
NPUMEHSTh HOPMaTHBHbIEC IPABOBbIE AKTHI, JIOKAJIbHbIE HOPMATHUBHBIE
AKThl OPraHU3alUU U METOIUYECKUE JOKYMEHTHI B 001acTu yuéra
ApPXUBHBIX /1€ (JOKYMEHTOB);

BHOCHUTB IIPEIIIOKEHUS 10 COBEPLICHCTBOBAHUIO METOIUYECKOTO
obecrieueHust yuéTta pa3HbIX BUJIOB JOKYMEHTOB B
JIOKYMEHTHPOBAHHBIX c(hepax AesITeNbHOCTH OpTaHU3aIlHH.

3HaHuA:

HOpMaTHBHbIE TIPaBOBbIC aKkThl Poccuiickoii deneparuu B chepe
JIEJIONPOU3BOJICTBA U APXUBHOTO JIETIa;

METOJINYECKHE JOKYMEHTHI M HAaI[MOHAIbHBIE CTAaHAAPTHI B 00JIaCTH
yuéTa JOKYMEHTOB U IOKYMEHTHPOBAHHBIX chep JAesITeNbHOCTH
OpraHM3alny;

OTEYECTBEHHBIC U 3apyOe:KHbIE CEPTUHUIIMPOBAHHBIE CUCTEMBI
ABTOMATH3MPOBAHHOTO YU€Ta apXUBHBIX €] (JOKYMEHTOB);
TpeOoBaHM K YIETY 0CO00 LEHHBIX M YHUKAIBHBIX apXUBHBIX JIEJT
(IOKyMEHTOB);

CPOKH BBITIOTHEHHUS Pa0OT MO yUETY apXUBHBIX JIeN (JOKYMEHTOB);
o0111e NpUHIKIBL Y4€Ta U KOMILJIEKTOBaHHUS A€ (JOKYMEHTOB)
OTPaHMYEHHOT'O JIOCTYIIA;
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TpeOOBaHUS OXPAHbI TPY/A.

I[NIK 2.3. OcymectBisath XpaHeHue | HaBbIKH

apXUBHBIX aen (MOKYMEHTOB) | OcymecTBIEH S XPAHEHUs APXUBHBIX 1€ (TOKYMEHTOB) C

C IIOCTOAHHBIM CPOKOM XPAHCHUSA U 110 | [JOCTOSAHHBIM CPOKOM XPAHEHMS U 10 JUYHOMY COCTaBY B apXUBE
JUYHOMY COCTaBy B apXUBE | opraHu3alyu

OpraHu3aluu Ymenus:

CHCTeMaTH3UPOBATH Jela (JJOKYMEHTHI);

pa3MeniaTe apxXuBHBIC Jea (JOKYMEHTHI) Ha MeCTax XpaHEHHUs B
COOTBETCTBHUH C HOPMATHBHEIMH TPeOOBaHUAMHE B 00JaCTH apXUBHOTO
JIeNa ¥ yIIpaBIeHHs JOKYMEHTaMU;

co0JFOIaTh HOPMATHBHBIE PEKUMBI XPaHEHUS apXUBHBIX JEIT
(TOKyMEHTOR) Ha JIFOOBIX HOCUTEIISX;

MPOBOIUTH MPOBEPKY MOTHOTHI COCTABa APXUBHBIX IOKYMEHTOB B
eAMHUIIAX XPAHEHHUST;

MPOBOJUTH OITMCAHNE APXUBHBIX Je] (JOKyMEHTOB);

COCTaBJISITH CITPABOYHO-TIOUCKOBEIE CPEICTBA K APXUBHBIM JIEJIaM
(moxymeHTam);

BECTH yUYET U KOHTPOIIb BBIAYH aPXHUBHBIX JIeN (JIOKYMEHTOB) U3
apXWBOXPAHUJIUINA U X BO3BPATa;

BECTH YUET U KOHTPOJIb Iepeayn Jien (JOKyMEHTOB) B
rOCYJapCTBEHHBIH/MYHUIINTIALHBIN apXUB WM HA HHOE BHEIITHEE
XpaHEHHWe U MpUéMa eI C BHEITHETO XPaHEHUS;

MPOBOJUTH TOJIMCTHYIO MPOBEPKY PU3MUECKOTO COCTOSIHUS JIE
(IOKyMEHTOB);

pa3bICKUBaTh HEOOHAPYKECHHEIE JieNa (JIOKYMEHTHI);

3aIlUIIaTh HHHOPMAIIMOHHBIE PECypChl apXUBA OT
HECAHKIIMOHUPOBAHHOTO JOCTYTA.

3Hanus:
HOpMaTHBHBIE TIPaBOBBIC akThl Poccuiickoii deneparun B chepe
JIETIOTIPOU3BOJICTBA U ApXUBHOTO /€A,
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HOPMAaTHBHBIC TIPaBOBBIC akThl Poccuiickoit demeparuu B 001aCcTH
nHpopmaIuu, HHPOPMAITHOHHBIX TEXHOJIOTHH, 3aIIUTH HHGOPMAIIUA 1
MEPCOHANBHBIX JAHHBIX, HUPPOBOI TpaHCHOpPMAIUH;

HOPMAaTHBHBIC TIPaBOBBIC akThl Poccuiickoit demeparuu B 001aCcTH
KOH(QHICHINAILHOCTH HHPOPMALIUH;

MpaBUiIa XpaHeH!s el (JOKYMEHTOB) B COOTBETCTBUH C MX TUIIAMH;
MOPSIOK (popMHUPOBAHUSA JOKYMEHTOB B KOMIUIEKTHI, TPYTIITHI, THIIBL;
TpeOOoBaHUs K OOPMIICHUIO TOTOBOPOB HA peau3alyio yCIyT
BHEITHETO XpaHeHUs JieN (JOKYMEHTOB);

CPOKH BHITIOTHEHHUS PadoT;

TpeOOBaHMS K YCTAaHOBJICHHBIM HOpMaM BHIPaOOTKH;

TpeOOBaHUS OXPAHbI TPY/A.

I[IK 2.4. OcymectBiarh XpaHeHue, | HaBbIKH

KOMIIJICKTOBAHHUEC, yqer U | OOecrnieueHHs XpaHEHHS, KOMIJICKTOBAaHUS, YU€Ta 1
HCIIOJB30BaHUE JIe  (JOKYMCHTOB) | yCroNb30BaHMS e (JOKYMEHTOB) BPEMEHHOTO XPAHEHHUS

BpPpEMCHHOI'O XpaHCHHA YMeHust:

OpTraHm30BHIBAThH M 00€CIeYnBaTh XpaHeHHE Ael (JOKYMEHTOB)
BPEMEHHOI'0 XpPaHEHHSI OPraHU3aluH B TPAAULIMOHHOM H B
3JIEKTPOHHOM BHJIE;

KOHTPOJIMPOBATh Pa3paboTKy CTPYKTYPHBIMH NOJPa3IeICHHIMHU
OMHCEeN U aKTOB O BBIICTICHUH Ha YHUUTOXKEHUE /1 (JOKYMEHTOB)
BPEMEHHOT'O XpaHEHHS B TPATUIIMOHHOM U B SJIEKTPOHHOM BHJIE;
(bopMHPOBaTh SAMHUIIBI XPAHEHHUS JIOKYMEHTOB JUIsl KX TOCIEAYIOMIETO
pasMelIeHUs B apXUBE OpraHU3aLNH;

COCTaBJISITh CIIPABOYHO-TIOMCKOBBIE CPEJICTBA K APXUBHBIM JIE€IaM
(moxymeHTam);

OCYIIECTBIISTH MMOUCK /€T (JOKYMEHTOB) BPEMEHHOTO XpaHEHHS B
MPOIIECCE UX XPAHEHUS B CTPYKTYPHBIX MOAPA3IEICHUAX U apXUBE
OpraHu3alHH;

OCYIIECTBISATh METOINYECKOE PYKOBOJCTBO OpraHU3aNMel XpaHeHUS
JieJ1 (IOKYMEHTOB) B CTPYKTYPHBIX ITO/Ipa3/IeieHUsIX OpraHu3aluy;
OKa3bIBaTh CTPYKTYPHBIM MOAPA3AEICHUSM MPAKTUIECKYIO TIOMOILb B
OpraHM3aliy XpaHeHHS Jel (IOKyMEHTOB);
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pa3pabaTsiBaTh CIIpaBOYHO-HH(OPMAITMOHHBIE JOKYMEHTHI TI0
OpTraHM3aIfH NCTIOIH30BAHASA Jel (JIOKYMEHTOB) BPEMEHHOTO XPaHEHUS
B CTPYKTYPHBIX NOAPA3JEICHUSIX U apXUBE OpraHU3aliy;

MPOBOJIUTH IKCIEPTU3Y IEHHOCTH JIeT (JOKYMEHTOB) BPEMEHHOTO
XpaHEeHUsl, IepeJaHHbIX B apXUB;

OTIPEAETIATH CPOKHM XpaHEHUs e (JOKYMEHTOB) BPEMEHHOTO
XpaHeHus;

o0ecrieynBaTh 3aIUTY JeJ (JOKYMEHTOB) BPEMEHHOTO XpaHEHUS B
OpTraHm3alfy OT HECAHKITHOHUPOBAHHOTO JOCTYTIA MIIH YHUYTOXKEHUS;
MPOBOJUTH (PU3UUECKOE YHHUTOKECHHUE JIEI (JOKYMEHTOB) BPEMEHHOTO
XpaHEeHUs ¢ UCTEKIIMMHU CPOKaMHU XPaHEHHUs II0CTIe COTIaCOBaHUS CO
CTPYKTYpPHBIMHU TIOJpa3ACTICHUSIMH OPTaHU3AIIHN;

0hopMIIATh YUETHBIC JJOKYMEHTBI 00 YHUUYTOKEHHUH J1ETT
(IOKyMEHTOB) BPEMEHHOT'O XpAaHEHHS C UCTEKITUMHU CPOKAMU
XpaHEHUs COBMECTHO CO CTPYKTYPHBIMHU ITOAPA3ACICHUAMU
Opra’u3ali.

3HaHus:

HOpMaTHBHBIE TIPaBOBbIC aKkThl Poccuiickoii deneparuu B chepe
JIEJIOPOU3BOJICTBA U ApXUBHOTO JIETa;

HOpMaTHBHbBIC TIPaBOBbIC aKkThl Poccuiickoii denepaiinu B 00J1aCTH
3aIUTHI IEPCOHAIBHBIX JAHHBIX;

HOpMaTHBHbBIC TIPaBOBbIC aKkThl Poccuiickoii denepaiinu B 00J1aCTH
KOH(UICHIINATHHOCTH HH()OPMAITUH;

METOJINYECKHEe JOKYMEHTHI  HAITMOHAIBHBIE CTAHAAPTHI B 00JIaCTH
JIEJIONPOU3BOICTBA U APXUBHOTO JIETA;

METOJIMKa Pa3paboTKH (GOpM YUETHBIX JOKYMEHTOB B TPAIUIIMOHHOM U
B 3JIEKTPOHHOM BHJIE;

MpaBujia CUCTEMAaTH3aIMK U KiIaccu(UKaluy JOKYMEHTOB;
OCOOCHHOCTH OpTaHHM3AIMH XPAHEHUs JIeN (JIOKYMEHTOB) Ha Pa3IMIHbBIX
HOCHUTEIAX;

KPUTEPUU OIPE/IEICHUs IICHHOCTH JIeJT (JIOKYyMEHTOB) JJIsl TaTbHEHIIIETO
XPaHEHUs WJIM YHUUTOXKEHUS;
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TpeOOBaHMS K IMpoIIeccaM YHHUTOKEHUS HHPOpManuy B
TPaJUIIUOHHOM H DJICKTPOHHOM BUJIC;

TpeOOBaHUS OXPAHbI TPY/A.

[K 2.5. Ocy1iecTBISTh

HCIOJIb30BaHUE apXMBHbIX
(IOKyMEHTOB), B TOM YHUCIE
UCIOJIb30BaHUEM
aBTOMATHU3UPOBAHHBIX CUCTEM

Ji(Sh)
c

HaBbiku
Ocy1ecTBIIEeHHS UCTIOJIb30BaHUS ApPXUBHBIX €I (IOKYMEHTOB), B
TOM YHCJIE C UCTIOJIb30BaHNEM aBTOMATU3UPOBAHHBIX CHCTEM

Ymenus:

CHUCTEMaTU3UPOBATh U 0000IIATH CBEICHUS O COCTABE U COACPKAHUU
apPXUBHBIX JIe] (JOKYMEHTOB);

HCIOJIb30BaTh HH()OPMAIITMOHHBIC TEXHOJIOTUU B O0JIACTH CO3aHMS
CIIPaBOYHO-TIOMCKOBBIX CPEJICTB apXUBa M IOKYMEHTHUPOBAHHBIX chep
JIeSITeTIbHOCTH OPTraHu3aIui;

(hopMHUPOBATH OCHOBHBIE M BCIIOMOTaTeIbHBIC BUIbI apXUBHBIX
CIPAaBOYHHKOB B 3JICKTPOHHOU (opme;

MOATrOTaBIUBATH HUHPOPMAIITMOHHBIE TOKYMEHTHI TI0 3aIpocam
MOJIb30BaTEIEH Pa3IMUHbBIX KaTETOPHUH.

3Hanun:

HOpMaTHBHbIE TIPaBOBbIC akThl Poccuiickoii deneparuu B chepe
JIeJIONIPOU3BOJICTBA;

HOpMaTHBHBIE TIPaBOBBIC akThl Poccuiickoit deneparinu B 001acTi
3aIMUThl NEPCOHAIBHBIX JAHHBIX;

METOANYECKHE TOKYMEHTHI B 00JIACTH UCIIOJIB30BaHUS U Iy OJIMKALIIH
ApPXUBHBIX /1€ (JOKYMEHTOB);

cepTUGHUUNPOBaHHBIE HH()OPMAIIMOHHO-TIONCKOBBIE CUCTEMBI B 00JIACTH
pa3paboTKH HAyYHO-CIIPABOYHOIO anmapaTa JOKYMEHTUPOBAaHHBIX cep
JIeATeIbHOCTH OPTaHN3alINN;

CPOKH BBITIOIIHEHHS PaOOT M0 OpraHnu3alliH UCIIOJIb30BAHUS apXUBHBIX
IleT (IOKYMEHTORB);

OpraHu3alOHHbIE PUHIHIEI UCTIOJIb30BAaHUS JOKYMEHTOB
OTPaHMYEHHOT'O JIOCTYIIA;

TpeOOBaHM K MOATOTOBKE APXUBHBIX CIIPABOK M BBIMHCOK M3 aPXUBHBIX
JIOKyMEHTOB;

TpeOOBaHMS OXPaHbI TPY/IA.
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Brimonnenue paboT 1o JOIKHOCTH
ciyxaniero "/lenonpousBoaurens"

IIK 3.1. Opranusanus padoThl 110
pEeTUCTpaIH, yIEeTy, XPaHESHHIO U
nepenade B COOTBETCTBYIOIINE
CTPYKTYPHBIC Opa3AeICHUS
JOKYMEHTOB TEKYILEro
JEeTIONPOU3BOACTBA

HaBbiku:

npremMa 1 NepBUYHON 00pabOTKH BXOISAIINX TOKYMEHTOB;
00pabOTKM U OTHPABKU UCXOJAIIMX IOKYMEHTOB;
KOHTPOJISI HCIIOJTHEHUS JJOKYMEHTOB B OpTaHU3aLuU

Ymenusn:

[Tonp30BaThCst aBTOMATU3WPOBAHHBIMHU CUCTEMaMH yUeTa,
perucTpanuu, KOHTPOJIst U HHHOPMAIMOHHO-CIIPABOYHBIMU
cHUCTEeMaMH TpHu paboTe C JOKYMEHTaMH OpPraHU3allluu;
[TpuMeHsITh COBpEeMEHHBIC HH(POPMAITHOHHO-
KOMMYHHKAITMOHHbIE TEXHOJIOTHH JIJIsl padOThI ¢ JOKYMEHTaMH, B
TOM YHCJIC JUISl €€ ONTUMU3AIUN U TOBBIIICHUS YD PEKTUBHOCTH

3Hanun:

HopmaTHBHBIE TPaBOBBIE aKThl 1 HOPMATHBHO-METOMYECKHE
JOKYMEHTBI, OTIPENIEIISIONINE MTOPSIOK JOKYMEHTAIHOHHOTO
oOecrieyeHust yIpaBIeHUs;

[TpaBuia paboTHI ¢ BXOASIIUMHE, UCXOIAIINMA U BHYTPEHHIUMHA
JIOKYMEHTaMHU;

[TpaBuna opranuzanuu 1 GopMbl KOHTPOJIS UCTIOTHEHUS
JIOKYMEHTOB B OpraHU3aluH;

TpeboBanus1, NpeabsBIseMbIe K TOKYMEHTaM B COOTBETCTBUU C
HOPMAaTHBHBIMH MTPABOBBIMHU aKTaMHU U TOCYIaPCTBEHHBIMHU
CTaHJIapTaMH
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Opranu3aiiys paboThl C 00paIICHUSIMH
rpaxaaH

IIK 4.1 Cucremaru3anus BXOIIIIAX
oOpartieHuii U pactpeIeICHHE o
oT/ieJIaM OpraHU3aIuu

HaBbixku:

METOJMKOMN CO37aHMs U BEJACHUS Oa3bl JTaHHBIX OOpaIICHUH
rpaKJIaH

Ymenusn:

paboTaTh ¢ BXOAAIICH, HCXOSIICH, BHYTPEHHEH JOKYMEHTAIEH
3Hanusa:

HOPMAaTHBHO-TIPABOBBIC aKThl, OMPEIEIISIONTNE TTOPSIOK PAOOTHI C
0o0OpaleHUsAMH TPaKIaH;

MOPSIOK PA0OTHI C OOPAIIEHUSIMH TPaXKIaH

[1IK 4.2 KonTpo:nb 3a cpokamu
WCTIOJTHEHUS 00paIleHui rpaxian

HaBbiku:

BEJICHUS CPOKOBOTO TEKYIIETO U MPEAYIPEAUTEIBHOTO KOHTPOJIS
Ymvmenus:

BECTH YUYETHbBIE PErHCTPAIIMOHHBIE POPMBI, UCTIOIB30BATh UX IS
paboThI

3Hanusa:

oOurue TpeboBaHus K CPOKAM UCIIOJIHEHUS TOKYMEHTOB U
KOHTPOJIbHBIM (DYHKIIHSIM CITYKOBI JJOKYMEHTAIMOHHOTO
obecreueHus

11K 4.3 Hcnons30oBaHuE CUCTEM
AJIEKTPOHHOTO JIOKYMEHTO000POTa
npu paboTe ¢ oOpaleHusIMU TpaxkaaH

HaBbiku:

MIPUMEHEHHS CHCTEM 3JISKTPOHHOTO JIOKYMEHTO000pOTAa JIIs
00paboTKu oOpareHuit rpaxaan

Ymenus:

MNPUMCEHATE COBPEMCHHBIC CUCTEMBI DJICKTPOHHOI'O
JIOKYMEHTO000pOoTa 11t cOopa 1 00padoTKu HH(pOpMAIUU
3HaHusn:

MIPUHIIAITBI pa0OTHI COBPEMEHHBIX CUCTEM JIEKTPOHHOTO
JIOKyMEHTO000pOoTa
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4.3.1. Matpuna coorBeTcTBUs BUI0B AesiTeapHOoCTH 1o PI'OC CIIO, Buaam AesTeNbHOCTH 110 3ampocy paboToaaress BuaaM NpopecCHOHAITbHON
JEATETBLHOCTH 1O PO ECCHOHATIBEHBIM CTaHAapTaM, KBaTU(UKAITMOHHBIM CIIPABOYHUKAM C YY€TOM OTPAcieBOM creruduKu

Yacte OIIOII-II Haumenosanue Buga Kox n HaumeHoBanue Kon Kox u Kox u HaumeHoBanue
o0si3aTenpHas NeSATEIbHOCTH npodecCHOHATBLHOM npodeccrnoHaIbHOTO HAaUMEHOBAHHE TPYIOBOU (DYHKITUU
/BapuaTUBHAs KOMIIETEHIHH CTaHJapTa 00001eHHON

TPYAOBOH (hYHKITHH
B/1 o ®I'OC CIIO BJI 01 IIK 1.1. Ocywecmensime | 07.002 C T® C/14.06 Opranusauus
OcyiuecTBiacHNE npuem-nepeoady Opeanusayuonnoe, | MHbopmalonHOro
. B3aUMOJCHCTBUSA
OpraHU3aIMOHHOTO U Ynpagnenieckou O0OKYMEeHMAYUOHHOE
PYKOBOJIUTENS C
JIOKYMEHTAIlMOHHOTO unghopmayuu ¢ U uHopmayuoHHoe [OIpPa3 e ICHHAMH H
o0ecrieueHus NOMOWbIO CPEOCm8 obecneyenue JIOJDKHOCTHBIMH JTHIAMH
JESTCIIbHOCTH UHGDOPMAYUOHHBIX U desimenvbHOCMU OpraHu3aLuu
OpTraHu3aIuu KOMMYHUKAYUOHHBIX PYKOBoOuUmens
MexXHON02UI. opeanuzayuu
I[IK 1.2. 07.002 C Td C/05.06 Opraauzanus
a00Thl C TIOCETUTENSIMU B
Koopounuposamuo Opeanuzayuonnoe, b 9
IIPUEMHOH PYKOBOJUTEIIS
pabomy npuemHoll O0OKYMEeHMAYUOHHOe
PYKOBOOUmens, 30H u uHghopmayuonroe
npuema paziudHuLX obecneuenue
Kamezopuul OdesimenvbHOCMU
nocemumereu PYKOBoOUmens
opeanusayu. opeanuzayuu
IIK 1.3. Braoemo 07.002 C Td C/01.06 Oxkazanue
NOMOIIN PYKOBOJUTEIIO B
HABLIKAMU NJIAHUPOBAHUSL Opeanuzayuontoe,
IUIAHUPOBaHUU  pabouero
paboyezo pemeHuU OOKYMEHMAYUOHHOE | BpeMeHH
PYKOgoOUmens u u ungpopmayuonnoe | T® €/02.06 Inannposanue
pabouero JTHS cekpeTaps
ceKpemapsl. obecneuenue
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oesmenbHOCmu
PYKOBOOUmens
opeanuzayuu
IIK 1.4. Ocywecmensamo | 07.002 C Td C/04.06 Opraauzamus

KOMaHINPOBOK
n0020MOBKY 0el08blX Opeanuzayuonnoe,

PYKOBOIUTEIS
Nn0e300K PyKo8oOumens u O0OKYyMEeHMAYUOHHOE
opy2ux compyOHUKO8 u ungopmayuonHoe
op2aHu3ayu. obecneuenue

desimenvHOCMU
PYKOBoOUmens
opeaHuzayuu
IIK 1.5. Braoemw 07.002 C Td C/08.06 Opranmzanus u
roep kaHue
cnocobamu opearHuzayuu Opeanuzayuonnoe,

(HhYHKIHOHATBHOTO
pabouezo OOKYMEHMAYUOHHOE | pabodero  MpOCTPAHCTBA
npoOCMpancmea u ungpopmayuonnoe | MPHEMHOA 1 Kabunera

. PYKOBOAUTENS
npuemMHou u Kabunema obecneuenue
PYKOBoOUmens. desimenvHOCMU
PYKOBoOUmens
opeaHuzayuu
IIK 1.6. Ocywecmensimep | 07.002 C Td C/06.06 Opranuzanus

NOATOTOBKH, IMPOBEACHUA U
pabomy no nod2omosxe Opeanuzayuonnoe,

00CITy)KUBaHHS
U NPo6edeHUIo OOKYMEHMAYUOHHOE | KOH(EPEHTHBIX
KOH@epeHmHubix u ungopmayuonnoe | MEPOIPUATHH

5 T® C/14.06 Opranuzamnus
Meponpusimuti, obecneuenue

nH(pOPMaMOHHOTO
obecneuusams desimenvHOCMU B3AMMOZECHCTRES
uHghopmayuonHoe PYKOBoOumens PYKOBOIUTENS €
83aumooeticmaue opzanuzayuu TONpasICTICHUAMH 1

PYKOBOOUmens ¢
noopazoeneHusmMu u
OOJIHCHOCMHBIMU TUYAMU

JTIOJKHOCTHBIMH JIMIIAMH
OpTraHu3aIu
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opeaHuzayu.
1IK 1.7. Oghopmnamo 07.002 OTDd B Td B/01.05 Opranusanus
Op2aHU3aYUOHHO- Jokymenmayuonnoe | ? a00TEI ¢ AOKyMEHTaMH
pacnopsioumenvbHole obecneuenue
OOKyMeHmbl U desimenvbHOCMU
Op2aHU308b18AMb opeaHuzayuu
pabomy ¢ HUMU, 8 MOM
yucie ¢ UCNOIb308aHUEM
aA8MOMAMU3UPOBAHHBIX
cucmem.
1IK 1.8. Oghopmnsame 07.002 OT® B T® B/01.05 Opranusanus
OOKYyMeHmbl NO TUYHOMY Jloxymenmayuonnoe | P a0OTEI € AOKyMCHTaMH
cocmasy u obecneuenue
OpP2aHU308b18AMb desimenbHOCMU
pabomy ¢ HUMU, 8 MOM opeaHuzayuu
yucie ¢ UCNOIb308aHUEM
aA8MOMaAMU3UPOBAHHBIX
cucmem.
TIK 1.9. 07.002 OTD® B Td B/02.05 Opraauzamus
Opeanuzosvieams Jokymenmayuonnoe ;zi};nhi;(;% XPaHeHIt
meKyuee xpamnenue obecneyeHue T® B/03.05 Opranuszauus
00KYMeHmo8, 00pabomky desimenvHOCMU 00paboTKH Hel s
0eil 0Jisk ONepamueHo20 u opeanuzayuu TOCIIEAYIOIEro XpaHCHNA
aApXUBHO20 XPAHEHUS, 8
mom yucie ¢
UCNOIb308aHUEM
aBMoOMaAmMu3UPOBAHHBIX
cucmem.
BJI 02 Opranuszanus 1IK 2.1. Ocywecmename | 07.012 OTD 4 TD A/02.05
apXUBHOI pabOTHI 1O KOMNJIeKMosanue Xpanenue, Komnnexmoesanue
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JIOKyMEHTaM OpraHu3aIui
pa3nu4HbBIX HopM
COOCTBEHHOCTH

APXUBHBIMU 0eNAMU KOMNIeKMosanue, APXUBHBIMU 0eNAMU
(Ooxymenmamu) apxusa yuem u (Ooxymenmamu,)
opeanuzayuu. Ucnonvb306anue 0el | apxusa

(Ookymenmos)

apxuea
IIK 2.2. Becmu yyem 07.012 OTD A TD A/03.05 YVuem
apxXueHuvIx el Xpanenue, apXusHuIX Oell
(Ookymenmos), 8 mom KOMNIEeKMOo8aHue, (Ooxkymenmos)
yucie ¢ UCNnoIb308aHUuem yuem u
aA8MOMaAMU3UPOBAHHBIX UCnoab306amue oe
cucmenm. (Ookymenmos)

apxuea
IIK 2.3. Ocywecmename | 07.012 OTD A TD A/01.05
XpaneHue apxusHuix 0ell Xpanenue, Opeanuzayus
(0okymenmog) ¢ KOMNJIeKmosanue, HOCMOSIHHO20
NOCMOSHHBIM CPOKOM yuem u XpaueHus apXueHvIX
XpaHeHus u no TUYHOMY ucnonvzosamnue oen | oen (00KymMeHmos
cocmasy 6 apxuee (Ookymenmos)
opeanuzayuu. apxuea
IIK 2.4. Ocywecmename | 07.012 OTD A T® A/05.05 Xpanenue,
Xparnenue, Xpanenue, KOMNIEKMOosanue,
KOMNIeKmMosanue, yiem KOMNIeKMosanue, yuem u UCHOIb308aHUe
U UCNONb308AHUE Oel yuem u oen (0oKymenmog)
(Ooxymenmos) UCNONIb308AHUE 0€ll | BDEMEHHO20 XPAHEHUS
BPEMEHHO20 XPAHEHUS. (Ookymenmos)

apxuea
1IK 2.5. Ocywecmename | 07.012 OTP 4 T A/04.05
UCNONb308aHUE Xpanenue, Opeanusayus
apxXueHuvIX 0ell KOMNIeKMosanue, UCNONb308AHUSA
(Ooxymenmos), 6 mom yuem u apxuemvix oe’
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yycie ¢ UCNOb308aAHUEM ucnov3osanue oei (Ooxkymenmog)
aA8MoOMamu3upO8aHHbIX (Ookymenmos)
cucmenm. apxuea
B/] o 3ampocy B/J1 03 Buinoanenue pabom | IIK 3.1. Opeanuzayus 07.002 OT® B T® B/01.05 Opranmsamms
paboTromarers 1O OOJIHCHOCU pabomol no Hoxkymenmayuonnoe PaboTBI ¢ AOKyMEHTaMH
cydrcaugeo peaucmpayuu, yyemy, obecneuenue
"Ilenonpouszeooumeinsy Xpanenuio u nepeoaue 8 oesmenbHOCMuU
coomeemcmeyroujue opeanuzayuu
CMpYKmMypHbvle
noopasoeneHus
OOKYMEHMO8 MeKyuje2o
0e1onpou3800cmad
B/l 04 Opranuzanus 1IK 4.1 07.002 OoT® C T® C/11.06
paboThI ¢ OOpaIICHUIMHI Cucmemamusayus Opeanuszayuonnoe, Opeanuszayus pabomwl
rpakIaH 8X00AWUX 0OpaweHull u OOKYMEHMAYUOHHOE | C OOKYMEHMAMU 8
pacnpeoenenue no U UHGDOPMAYUOHHOE | NPUEMHOLL
omoenam opeanu3ayuu obecneuenue PYKOBOOUmeis.
desimenvHOCMU
PpyKogooumens
opeanuzayuu
IIK 4.2 07.002 OT® C T® C/07.06
Konmponw 3a cpokamu OpeanuszayuonHoe, Opeanusayus
UCnOIHeHUsl 0Opaujenutl OOKYMEHMAYUOHHOe | UCNOJIHEHUs. peuleHull,
2padicoam U uHgopmayuouHoe | ocyujecmeinerue
obecneueHue KOHMPOJISL UCHOTIHEHUSL
OesimenbHOCmuU nopyuerutl
PYyKosooumens PpyKogooumens
opeanuzayuu
1IIK 4.3 Hcnonvsosanue | 07.002 OoTd C To C/11.06
cucmem 1eKMpOHHO20 OpeanuszayuonHoe, Opeanusayus pabomsl
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()OKyMeHm0060p0ma npu 00KyM€HmaI4uOHHO€ C 00KyM€HmaMu 8
pa6ome C O6paW€Hu}ZMM u MHd)OpMdb;uOHHO@ npueMHoﬁ
2paof0()aH obecneyenue pyKO@OOZ/lWZEJZ}Z
OdesimenvbHOCMU Td C/07.06
pykoeodumeﬂﬂ Opzanus’auuﬂ
opeaHuzayuu UCNOJIHEeHUA pemenuﬁ,
ocyujecmeijieHue
KOHmMpOJIAl UCNOJIHEHUA
nopy4eHuul
PYKOogoOumens
4.3.2. Marpuna cooTBeTcTBUA KoMmneTeHInil 1 coctaBHbIX yacteir OIIOII-IT mo cienuanbHOCTH:
KO):[ 06H_l]’lX H HpOd)CCCI/IOHaJTLHLIX KOMHCTCHHI/Iﬁ, 0OCBaMBAaCMbIX B paMKaX JUCHUIIINH (HpOClJCCCHOHa.HLHBIX MOLlyJ'leﬁ)
Y p— Hammenosanme O6mmpe komnerennun (OK) Ipodeccnonansusie komnerennyH (I1K)
01 02 03 04 05 06 07 08 09 1.1 1.2 1.3 1.4 1.5 1.6 1.7 1.8 1.9 2.1 22 23 2.4 2.5 3.1 4.1 4.2 43
Oosi3aTenbHas YaCTh
00pa3oBaTeIbHOI NPOrPaMMbl
00/1.00 O0meodpa3oBaTebHbI
€ JTHCHHUIIJIHHbI
OOA. 01 | Pycckuil Abik S o 0
00J. 02 JNlutepatypa (0] (6] (6] (6] (6] (6] (6]
004,03 MartemaTtuka (0] o o o o o
004.04 | MHocTpaHHbIi A3biK |0 o o o o
004. 05 dursnyeckan KynbTypa o
00A. 06 OcHoBbI o o o 0] ) [§) [§)
6e3onacHocTU U
3awmTa PoamHbl
00/, 07 NHbopmaTuka o o
00/. 08 dPusnka (6] (6] (6] (0] (6] (6]
00z. 09 Xumusa (0] (0] (0] (6]
004. 10 Buonorua (0] o (0] (0]
004. 11 leorpadus O (6] (6] (6] (6] (6] (6] (0]
00f4. 12 UcTtopusa O (0] (0] (6] (6]
00/, 13 0O6LuiecTBo3HaHNe (0] (0] (0] 0 0] 0 0 0
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Koz o6umx n npodeccuoHaabHBIX KOMIETEHIHI, 0OCBANBAEMBIX B PAMKAX AUCLMILINH (IPO(peCCHOHANBHBIX MOIYIIEH)

Oo6mue komnerenuuu (OK)

Ipodeccuonansupie komnereruyu (I1K)

Hnpexc HaumenoBanue
01 02 03 04 05 06 07 08 09 1.1 1.2 1.3 1.4 1.5 1.6 1.7 1.8 1.9 2.1 2.2 23 2.4 2.5 3.1 4.1 4.2 43
CT.00 CounanbHo- )
TYMAHHTAPHbII IHKJI
Cr.ol1 Hcropust Poccuu
Cr.o2 WHocTpaHHEI A3bIK B
npodeccHoHANbHON
JIeATENIBHOCTH
Cr.03 BesonacHocTb ]
XKU3HeAeATeNbHOCTH
CI.04 Pusnyeckan KynbTypa
Cr.os OcHoBbI 6epexnnBoro O
npousBo/cTBa
CI.06 OcHOBBI ()HHAHCOBOIT
IPaMOTHOCTH
OI1.00 OowenpodeccHoHANbLHBIIH
UK
OI1.01 DKOHOMHMKA OpPraHU3aLUuK
OI1. 02 MeHeDKMEHT 11
OI1.03 IpodeccuonanpHas sTuKa
1 OCHOBBI JIJIOBOTO I
obLIeHus
OI1.04 IIpaBOBBIE OCHOBBI
npohecCHOHATBHOM
JIeATeNIbHOCTH
OI1.05 HHbopMaOHHbIE 1
KOMMYHHUKAIlHOHHBIE
TEXHOJIOTHU
OI1.06 Pyccknii s13bIk B
npodeccHOHANBHOM T
JIeATeNIbHOCTH
OI1.07 KommnbrotepHas o6paboTka o
JIOKYMEHTOB
OI1.08 TaiiM-MeHePKMEHT
OI1.09 CoBpeMeHHasi OprTeXHUKa
OIL.10 KapsepHoe MozenupoBanue
1100 IpodeccnonanbubIi
UK
OcymecTBiieHHE
OpPraHU3alHOHHOIO U
TIMLO1 JOKYMEHTAIIMOHHOTO o o
obecneyenust
JesTeTbHOCTH
OpPraHU3aHH
MJIK.01.0 | TokyMeHTallMOHHOE n
1 obecrieueHne ynpaBiaeHus:
MJIK Opranu3armst paboTsl ¢
01.02 9JIEKTPOHHBIMU II
JIOKYMEHTaMH
MJIK Opranun3zanus
01.03 CEeKpeTapcKoro I
00CITy’KMBaHHUS
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Koz o6umx n npodeccuoHaabHBIX KOMIETEHIHI, 0OCBANBAEMBIX B PAMKAX AUCLMILINH (IPO(peCCHOHANBHBIX MOIYIIEH)

Oo6mue komnerenuuu (OK)

Ipodeccuonansupie komnereruyu (I1K)

Hnpexc HaumenoBanue
01 02 03 04 05 06 07 08 09 1.1 1.2 1.3 1.4 1.5 1.6 1.7 1.8 1.9 2.1 2.2 23 2.4 2.5 3.1 4.1 4.2 43
JlokyMeHTannoHHOe
B/H)Ii obecriedeHue KaipoBoit O (6] (6] (@)
i CI1y OBl
[IL01 IIpousBoncTBeHHAs o o o o I n
IPAKTUKA
OpraHu3anus apXuBHO#
M 02 paboTel o z(:)xymeHTaM o o 0 o
OpraHu3auMii pasaHyHbIX
¢opM coOGCTBEHHOCTH
Oprauusanus 1
(I;/IZ%IT HOPMAaTHBHO-IIPaBOBbIE O (6] (6] (6]
i OCHOBBI aPXHBHOTO JieIa
I'ocynapcrsennsle,
(I;/IZ%I; MYHMLMIAIbHbIE apxuBbl 0 |O (6] (@)
) apXMBbBI OpraHU3aLHil
MJIK MertonuKa 1 IpakTuKa
02.03 ApPXUBOBEICHUS 0 0 0
MJIK ObecrnieyeHne COXPaHHOCTH o o o o
02.04 JIOKyMEHTOB
VII. 02 YyeOHast IpaKTHKa 6] o (6] (6]
Beinoanenue paéor no
IM.03 JIOJIZKHOCTH CJIYKAIIEro (6] (6] O
""Jle1onpou3BoauTen"
OcBoeHue BHI0B paboT 1o
II\/UIK'O?"O JIOJDKHOCTH CITYKallero (6] (6] (6]
" [lennonpou3BoguTeND"
VYI1.03 YyeOHast IpaKTHKa (6] 6] [6)
TIM 04 Opranuzanus padoTsl ¢ o o n
o0panieHHSIMH I'PAKIAAH
MJIK OpraHu3aiys BeACHHs
04.01 JIeNIONPOU3BOICTBA 110 (6]
) 00palleHUsM Irpak/IaH
MJIK CHCTEMBI JJIEKTPOHHOTO o I
04.02 JIOKyMEHT0060poTa
[IL.04 IIpousBoxacTBeHHas II

TIpaKTHKa




5.1. YueOusblii miag
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Pasznen 5. Crpykrypa u cogep:xkanue 00pa3oBaTejibHONH MPOrPaMMbl

O0BeM 00pa3oBaTeNbHOM
MPOTPAaMMBbI B aKaIEMUIECKUX

0O0BEM 00pa3oBaTebHOM
TPOTPaMMBI, aK. .

O0BeM 00pa3oBaTENBHOM
MIPOTpaMMBl, paclpeneiIEHHON Mo

=
S|
=S¢ S
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~ =
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< = ~_~ )
55 g = 2| §
8 c% o) 8 = Lg \8 E
=g} = < < Q
Unnekc HaumeHoBaHme ,; = § E E - R :* E
S [aa) < = 2 = < <
E @ g § = § E 3 O0s13aTenbHAs BapuarusHas
g ® g E é = =4 E 4acTh, aK.4. 4acTh, aK.4.
5 S8 | |58z
z S| 2 sl 8| 8
[a]
& . & 2| 2 el g|leglege|egle
s = & o =) 3 3 3 3 3 3
= m = = = = = s | =
S 3 3 3 3 S| 8
=] — o~ e < T )
0/]1.00 2:}‘3:’"6"33"‘”‘““"“"'“ 1476 1404 12 | 60 1476 0
BJI. 00 bazoBbie AUCITUTUIMHBI
BJ. 01 Pycckuit s3b1K 9 137 117 20 137 060 | 81
BJ1.02 Jlnrepatypa 317 117 117 O 4s |60
BJ1.03 Maremarika > | 215 195 20 219 O |17
BJI. 04 WHocTpaHHBIH SI3BIK W3 124 124 124 0 32 |9
BJ. 05 dusnueckas KyabTypa 3 78 78 78 0 3 | 46
OCHOBBI 6€30ITACHOCTH 1 /3 0
b/1. 06 3amuTel PoIuHEI 7 7 7l 48 23
BJI. 07 Unpopmaruka W3 128 124 4 128 0 9 |36
BJ1.08 Duzmka W3 | o4 94 94 Ol ss |46
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O0BeM 00pa3oBaTeNbHOM
MPOTPAaMMBbI B aKaIEMUIECKUX

0O0BEM 00pa3oBaTeNbHOM
MPOTPAaMMBI, aK.d.

O0BeM 00pa3oBaTENBHOM

IIPOrPaMMBI, PaCIPEACIEHHON 110
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5 g
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8 g KypcaM U CeMecTpaM
E = 1 xkypc 2 Kypc 3 kypc
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WHzexe HauMeHoBaHMe = 5 8 E E - S| | E
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S 5 Z | © = 3 o 3 o 3 3
2 m = = = = = s | =
S 3 3 3 3 3 3
=] — [ e < ©n o
BJ1.09 Xivus 3| 69 69 69 0 6
BJL.10 Buoorus W3l 64 64 64 O o4
BJL11 Teorpadus W3l 64 64 64 0| 4
I11.00 [IpoduibHbIE UCIUITTHHBL
TI/1.01 Hcropus (Brmouas 3| 68 156 12 168 0
WHIWBHAIYAITGHBIA IPOCKT) 76 92
11J1.02 OO011ecTBO3HAHNE ° 147 140 7 140 0 48 92
CT.00 Commaneno- 504 | 188 | 431 | 0 | 0 | 82| 0 418 86
TYMAHUTAPHBI UK
Cr.o1 HUcropus Poccun 3 72 64 8 34 38 72
WHoCcTpaHHBIH SI3BIK B /3
CTr.02 npodeccruoHaTbLHOM 144 112 112 32
JIeATEJIbHOCTH 144 4 34 |43 40 27
CT.03 bezonacHocTthb 3 7 26 65 7
JKU3HEICSITEIIbHOCTH 72 72
Cr.04 duzndeckas KyJabTypa 3 108 103 5 108 32 | 36 13 | 27
OCHOBBI OepeKITMBOTO 3
Cr.05 TIPOU3BOJICTBA 36 18 33 9 32 4 36




40

O0BeM 00pa3oBaTeNbHOM
MPOTPAaMMBbI B aKaIEMUIECKUX

0O0BEM 00pa3oBaTeNbHOM
MPOTPAaMMBI, aK.d.

O0BeM 00pa3oBaTENBHOM
MIPOrpaMMBbl, pacpeaeIéHHON 10
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g = N4 = O o O 9] 9] 9]
2 @ s 2|20 5|23
[&] Q (] Q Q Q
=] — [ e < ©n o
OcHOBBI (puHAHCOBO 3
CT.06 TPaMOTHOCTH 72 32 64 8 34 38 72
OI1.00 g}fﬂe“p"q’e““”““"“"'“ 648 | 238 [ 385 | 0 | 0 |173| 6 380 268
OI1.01 DKOHOMHKA OPTaHU3AINH 3 90 18 54 36 36 54 90
OI1.02 MeHneKMeHT 9 72 26 52 12 6 36 36 72
/3
O11.03 IMpodeccuonanvhas 3Tuka U | A 7 13 54 13
OCHOBBI JIETIOBOT'O OOIIEHUS 34 38 72
[IpaBoBsIe OCHOBBI 3
OI1.04 poeCCHOHATBHOM 72 18 54 18
JIeATEIILHOCTH 72 0 72
Wudopmannonusie u| a3
OIIL.05 KOMMYHHKAIMOHHBIE 72 48 64 8
TEXHOJIOTUHU 72 0 72
Pycckuii S3BIK B | /3
OI1.06 npodeccruoHaTbLHOM 72 26 52 20
NeATEIIbHOCTH 72 72
/
OI1.07 Kommerotepras  obpabotka | A/3 7 33 55 17 7
JIOKyMEHTOB 72
/3
OI1.08 TaliM-MeHeIKMEHT A 54 27 54 - 0 54 7
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O0BeM 00pa3oBaTeNbHOM
MPOTPAaMMBbI B aKaIEMUIECKUX

0O0BEM 00pa3oBaTeNbHOM
MPOTPAaMMBI, aK.d.

O0BeM 00pa3oBaTENBHOM

IPOTPaMMBI, pacIpeaenEéHHOM Mo
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z m = = = = = s | =
9 3 3 3 3 S| 8
=] — I en < T )
OI1.09 CoBpeMeHHas OPrTeXHUKa ’ 36 23 |23 13 0 36 -
0 36
OIl.10 Kapbsepnoe monenupoBanue 36 13 13 23 36
I1.00 IIpodeccuoHaNbHBINH MK 1440 | 1210 1108 440
OcyecTBieHne
OpraHU3aIMOHHOTO U
M.01 JIOKYMEHTAIIMOHHOTO 549 | 420 | 284 | 144 | 18 | 104 | 15 483 66
obecrieueHHst 1esITeIbHOCTH
OpraHu3aIIH
JloxymMeHTaunoHHOE 3
MIIK.01.01 obecricucHHe yrpaBICHHsI 180 82 124 18| 48 6 180 0 107173
Opraamsanuss  pabotel ¢ | A/3
MJK.01.02 | 31eKTpOHHBIMHU 72 45 52 20
JIOKyMEHTaMHU 36 36 72
/3
MJTK.01.03 OpraHuszanus CeKpeTapcKoro 7 46 54 18
00CITy)KNBaHUS 62 10 7
JIOKyMEHTaIlMOHHOE /3
MJIK.01.04 | obecnieueHue KagpoBOi 72 49 54 18
CITyKOBI 52 20 90
.01 [IpousBoacTBeHHAS /3 144 | 144 144
MIPAaKTHKA 144
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O0BeM 00pa3oBaTeNbHOM
MPOTPAaMMBbI B aKaIEMUIECKUX

0O0BEM 00pa3oBaTeNbHOM
MPOTPAaMMBI, aK.d.

O0BeM 00pa3oBaTENBHOM

IIPOrPaMMBI, PaCIPEACIEHHON 110
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IIM.01.9x DK3aMeH 110 MOJYJIO 9 9 9 9 9
Opranuzauuss  apxXMBHO#
TM.02 paboThl Mo  JOKyMeHTaM 486 | 332 | 268 [108| 0 | 76 | 24 310 176
OpraHm3anMii  Pa3IMIHBIX
¢opm coOcTBeHHOCTH
OpraHnzanus 1 HOPMaTUBHO- 3
MJIK.02.01 | npaBoBbie OCHOBBI 72 40 48 16 6
apXHUBHOTO JieNa 36 36 72
l'ocynapcTBeHHBbIE, /3
MJ/IK.02.02 | MyHHIMDATBHBIE apXUBBI H 108 66 84 24
apXWBHI OpraHu3anui 36 72 56 | 52
Metonmuka W TpakTUKa | /3
MJIK.02.03 aApPXUBOBEICHUS 20 >0 68 22 76 14 32 | 58
ObecrieueHHEe COXPAHHOCTH | 1/3
MJIK.02.04 JIOKYMEHTOB 2 >0 68 14 36 54 44 | 46
VII1.02 Y4eOHast mpakTHKa n/3 108 108 108 108
TIM.02.9k DK3aMeH 10 MOAYJIIO0 3 18 18 18 18
BbinosiHenne paéor mo
M.03 JOJKHOCTH CIIYKAIIETOo 180 | 142 72 72 0 18 | 18 130 50
«/lenonpou3BoAUTEIBY
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O0BeM 00pa3oBaTeNbHOM
MPOTPAaMMBbI B aKaIEMUIECKUX

0O0BEM 00pa3oBaTeNbHOM
MPOTPAaMMBI, aK.d.

O0BeM 00pa3oBaTENBHOM

IIPOrPaMMBI, PaCIPEACIEHHON 110
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OcBoenue BHIOB paboT mo | /3
MJIK.03.01 | gomxHOCTH CITyallero 90 52 72 18
" lenonpousBoauTens" 6 84 90
VII.03 Y4eOHast mpaKkTHKa n/3 72 72 72 36 0
TIM.03.9k KpamndukannoHHBIH k) 18 13 13
9K3aMEH 18 0
TIM.04 Opramisauus  paborst ¢ 153 | 186 | 96 | 72| 0 | 12| 9 0 153
o0paleHus M rPasKIaH
Opraamzanus BeleHus | /3
MJIK.04.01 JIEITOTIPON3BOJICTBA o 54 57 57 )
o oOpameHnsIM  TpakIaH B
OpraHu3anuu 0 54 54
CucTeMbl SIIEKTPOHHOTO | /3
MK 04.02 JOKYMEHT0000poTa >4 36 44 18 0 54 54
IT1.04 [IpousBoncTBeHHAS /3 36 36 36
MIpaKTUKa 0 36
3
TIM.04.9x DK3aMeH 110 MOJIYJIO 9 9 9 9
TI11.04 IIpousBoicTBeHHAs 3 7 7 7
MIPaKTHKA (TpeIIUIIIOMHast) 72 0
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O0BeM 00pa3oBaTeNbHOM
MPOTPAaMMBbI B aKaIEMUIECKUX

0O0BEM 00pa3oBaTeNbHOM
MPOTPAaMMBI, aK.d.

O0BeM 00pa3oBaTENBHOM
MIPOrpaMMBbl, pacpeaeIéHHON 10
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5.2. O6ocHOBaHME pacnpeiesieHUs BApUAaTUBHOW YacTH 00pa30BaTeIbHON TPOTPaMMBI

Ne i/ Kox u HaumenoBanme yueOnoii | Koamuecrso | Kareropus Ob6ocHoBaHue
1. OT-
AUCHUILINHBI/TPOdeCcCHOHATBLHOTO 4acoB MpasororaTes
MOAYJIAA
2. HOM/npoexkTt
1 | CI'.01 Uctopus Poccun 38 paboToaaTelnb YBenM4YeHO KOJMYECTBO YaCOB B CBSI3M C OCOOBIM BHUMAHHEM K
MaTPUOTHUYECKOMY BOCITUTAHHUIO CTYACHTOB.
I'maBHOe ynpaBnenue MBJl P® o MpkyTckoii obnactu
2 | CI'. 05 OcHOBBI OEPEKITUBOTO 20 paboToaaTelb YBENUMYEHO KOJIUYECTBO YaCOB € LEJIbIO MTOIYyUYECHUS
MIPOU3BO/ICTBA JOTIOTHUTETIFHBIX YMEHUH U 3HAHU, HEOOXOUMBIX JIJIs
obecreueHnst KOHKYPEHTOCIIOCOOHOCTH BBITTYCKHUKA
I'maBHOe ynpaBnenue MBJl P® o MpkyTckoit obnactu
3 CT". 06 OcHOBBI (pHAHCOBOM 38 paboToaaTelb YBENUYEHO KOJIUYECTBO YACOB € LIEJIBIO MTOTYyUYECHUS
ITPAMOTHOCTH JOTIOTHUTETIFHBIX YMEHUH U 3HAHW, HEOOXOUMBIX JIJIs
obecrieueHnst KOHKYPEHTOCIIOCOOHOCTH BBITTYCKHUKA
I'maBHoe ynpasiaenue MBJ] PO no Mpkyrtckoit obnactu
4 | OIIL. 01 DxoHOMHKA OpraHu3aLnun 56 paboTonarenb | YBEJIWYEHO KOJIMUYECTBO YACOB C LENbIO MOIYUYEHHS CTYACHTaMU
TGy, 13 yrayOIeHHBIX YMEHHUH U 3HAHUHN TI0 CIIEIUATIBHOCTH
3 1 CHE/DKMCHT «JlokyMeHTaIlmOHHOE O0ecTieueHre yIpaBiIeHUs U
6 | OIIL] 03 TIpodeccronanbHas 3THKA 38 apXUBOBEJICHHEY, 3aIIPOC PadOTOATEINSI O TTOBBIIICHUH YPOBHS

M OCHOBEI JIEJIOBOT'O OOIIEHHUS

MOATOTOBJICHHOCTH 00YJarONUXCsl B 00J1aCTH
o0menpodecCHOHaNbHBIX TUCITUTUINH.

I'maBHOE ynpaBnerane MB]] PO no MpkyTtckoit o6mactu
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7 | OIIL] 08 TaiiM-MeHEIKMEHT 72 paboTonaTenn BBeneHa y4. TUCHUIUIMHA C LIEJIbIO MTOIY4YEHUS
JOTIOTHUTETIbHBIX YMEHUH U 3HAHU, HEOOXOUMBIX IS
o0ecrnevyeHnss KOHKYPEHTOCIIOCOOHOCTH BBIITYCKHUKA
I'maBHOe ynpasnenue MBJl P® no UpkyTckoit obnactu

8 | OIILL 09 CoBpemeHHas OprrexHuKa 36 paboTonaTenb BBezaena y4. IMCHMIUIMHA € LEIBIO MOTYyYEHUS
JOTIOTHUTETIbHBIX YMEHUH U 3HAHU, HEOOXOUMBIX JIJIs
obecrneyeHnss KOHKYPEHTOCIIOCOOHOCTH BBITYCKHUKA
['maBHoe ynpasnenne MBJ] PO no Upkyrckoii obnactu

9 | OIIL] 10 KapsepHoe MoaennpoBaHue 36 [paboToaTenb ['maBnoe ynpasnenne MBJ] PO no Upkyrckoii obnactu

9 | IIM 01 OcyuiecTBnenue 84 [paboToaTenb VYBenuuenue koaudectBa yacoB 1o MJIK ¢ nienbio nmomydeHust

OpPraHU3aLOHHOTO U JIOTIOJIHUTENFHBIX YMEHUN U 3HAHUN B COOTBETCTBHH C
JOKYMEHTAI[MOHHOTO 00ecrieuyeHus MOTPEOHOCTAMU O00y4aIOUINXCS U TPEOOBAHUSIMHU
JeSTeIbHOCTH OpraHU3aIuu paboTonaTeneil Mo CrenualbHOCTH «J{OKyMEHTaIllHOHHOE
oOecrieyeHre yrnpaBaeHUs] U ApXUBOBEJICHUE.
I'maBHOe ynpaBnenue MBJl P® o MpkyTckoit obnactu
10 | IIM 02 Opranu3zanusi apxuBHOU 176 paboTonarenb VYBenuuenue xkonmyectsa yacos o M/IK ¢ nenbro nomnydenus
paboThI 1O TOKyMEHTaM JOTIOTHUTETIFHBIX YMEHUH U 3HAHUH B COOTBETCTBUU C
OpraHu3alMi pa3InyHbIX Hopm MOTPEOHOCTAMU 00YHAIOIIUXCS U TPEOOBAHUSIMHU
COOCTBEHHOCTHU paboToaTenell o CenualbHOCTH «J{OKyMEeHTallMOHHOE
obecrieyeHne yrpaBIeHUs U apXUBOBEICHUE.
['maBHOE ynpaBnernne MBJ] PO no Mpkyrckoii obmactu
[IM 03 Brimoaaenue padoT mo 106 paboToaaTenb I'maBHOe ynpasnerane MBJ] PO no Mpkyrckoii obmactu

AOJIDKHOCTH CITYKallero
«I[CJ'IOHpOI/BBOI[I/ITCHB»
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11 | [IM 04 Opranuzarus padoTsI ¢ 90 PabGoTonarenn BBeneH A0MOHUTENBHBIN TPOGECCHOHATBHBIA MOTYIh U
oOpallleHUsIMU TpaXka1aH LOM nononautensasie MJIK ¢ 1enbio momyyeHus: J0NOJTHUTENbHBIX
YMEHHH U 3HAHUN B COOTBETCTBUU C MOTPEOHOCTIAMU
00y4arImuxcs, 1Mo 3anpocy padboToaaTes.
I'maBHOE ynpaBnernne MBJ] PO no Mpkyrckoii obmactu
Hroro 799 -

5.3. Ilnan oOy4eHus B popMe MpaKTUIECKOH MTOATOTOBKY HA MPEANPUATHH (Ha paboyeM MecTe)

CoJeprxaHue IPaKTUUECKOM MOATOTOBKH (BHBI paboT OTBETCTBEHHBIH
Aep P A (BH2e1 p ) Konu JmurenbHOCTH HaumenoBanue
Ne Cemectp OT NPEANPUATHS
HAaUMCEHOBAHUE 00y4eHus paboyero mecTa,
wn MK (B yacax) 00yuenus 4acTKa (npu
AK, npakTuku Y HEOOXOIUMOCTH)
1. PazpaboTka  HOpPMAaTHBHBIX  JIOKAJIBHBIX  JIOKYMEHTOB 144 5-6 VYnpasieHue M. H JlexHoBa
HPENpUSITHS, periIaMeHTHPYIOLIIX paborty c JIEJIOTIPOU3BOACTBA U
oumanbHEIMI TOKyMEHTAMH pexuMa.
Cocrasnenne OpPTaHM3AIMOHHBIX W HOPMAaTHBHO-

METOAMYECKHX TOKYMEHTOB OpraHU3aluu
CocTraBneHre HOMEHKIIATYPBI e

CocraBneHue onuced Uil IOCTOSHHOTO U BPEMEHHOIO
CPOKOB XpaHEHHs JOKYMEHTOB, €] [0 JMYHOMY COCTaBYy.
3HaKOMCTBO C DJIEKTPOHHBIM JIOKYMEHTHPOBAaHHEM Ha
npennpusaTud. IIpumeHeHHe DSJIEKTPOHHOW IOANKUCU B
nokymenTtax. Pabora B CO/] ¢ mokyMeHTauen.

W3y4enue u GopMHUpOBaHUE JODKHOCTHBIX HHCTPYKILIUH
ceKpeTapei pa3IH4YHbIX KaTeropuit

®opMHpOBaHUE Je€d, OpraHu3alus HX XpaHEHHd U
MH()OpPMaLMOHHO-CIIPAaBOYHOM PaOOTHI C IOKYMEHTaMH
[MogroroBka u obcnyxuBaHue coBemanuii OdopmiieHne
CITy’KEOHBIX KOMaHJUPOBOK

PaboTa ¢ KOMIUIEKCOM JIOKYMEHTOB I10 ABHXXEHHIO KaJpOB
AHanun3 opraHu3aiy padoThl ¢ KaAPOBBIMH JOKYMEHTaMH

M 01
Ocy1ecTBieHne
OpraHu3aI[MOHHOTO
u
JOKYMEHTAITHOHHOTO
obecrieueHUs
JeSITeTbHOCTH
OpraHU3aIid
1101
IIpousBoacTBeHHAs
MPaKTHKA
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Cocrasnenune u 0(opMIIEHUE UHCTPYKLIUK O OpTaHU3aIHH
paboTEI ¢ 00paIIeHUSIMH TPaKIaH.

PCI‘I/ICTpaHI/I}I 1 KOHTPOJIb UCTTIOJTHEHUS BXOAAIINX
JOKYMEHTOB

IIpurem u epBuyHast 00pabOTKa MUCEMEHHBIX 00pameHu
rpakaaH

PaCCMOTpeHI/Ie IIHUCbMCHHBIX 06paHIEHHﬁ

CocraBieHrEe HHINBUIYaTbHBIX U KOJUICKTUBHBIX
obpamenuit rpaxknad. [loaroroBka npoexkTa oTBeTa Ha
oOparmeHne

Perucrpanus nuaaoro npuema rpaxiaad. Odopmienue
KapTOYKH JIMYHOTO TpHeMa rpakaanuHa. OdopmieHne
pe3yJspTaTa JMYHOTO IpHeMa.

CocTaBieHHe perucTPaliOHHO-KOHTPOIBHBIM KapTOUeK U
KOHTPOJIBbHOM KapTOTEKH 10 0OpaleHusIM I'paskIaH

Cocrasienue u opopmIIeHHE. TEKCTa Pa3IMYHBIX BUOB
obpalleHni rpaxaan

®dopmupoBaHue /1€l IO 00pAIIEHUIM TpaXIaH

CocraBieHHE aHATUTHICCKAX 0030pOB U CIIPABOK 110
TEeMaTHKEe TOJJAHHBIX 00paIIeHuit

Pabora ¢ oOpamennsmu rpaxaan B CO/1, ucmons3yeMoii B
OpraHM3alIiu:

- CO3JaHUE PETUCTPAIIIOHHON KapTOYKH JOKYMEHTA;

- IepeHanpaBieHue 00paeHi KOHKPETHOMY
WCTIOJTHUTEITIO;

-CO3JaHHuC OTUCTA <<KOHTpOJ'II:. HCIIOJTHCHUA TOKYMEHTA»,

-TIIOATOTOBKA KAPTOYKH MCXOMISIIET0 JOKYMEeHTa (OTBET Ha
oOpaineHre rpaxaan B OyMa>KHOM MM 3JIEKTPOHHOM BHJIE)

IIM 04 Opranuzanus
paboThI c
oOpameHusIMHI
rpaxaaH

TIIT 04
IIpousBoacTBeHHas
MPaKTHKA

36

YnpasneHue
JIEJIOTIPON3BOCTBA H
pexnma
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Tema 1.1. OCHOBHBIE IOHATHS, TEPMHUHOJIOTHS U
OTIPECTCHUS

IIpakTuueckue 3aHATHSL:
1 ®opmynsp-obpaser.

2.CXeMBbI pacIioyIoKEeHUs] PEKBU3UTOB JIOKYMEHTOB U
TpaHUIBI 30H Ha (hopmaTe A4, IPOIOIHHOTO U YTIOBOTO
0J1aHKOB.

3 Coznanne obmero OaHka opraHu3amu, O1aHka
KOHKPETHOTO BHJIa IOKYMEHTA, CTPYKTYPHOTO
MOJpa3/IeNieHHs], JOHKHOCTHOTO JIHIIA, C YITIOBBIM H
MPOJIOIBHBIM PACIIOTI0KEHHEM PEKBU3UTOB

4 Co3nmanwue o61miero O0JaHKa OpraHU3aIy, OJaHKa
KOHKPETHOTO BHJIA IOKYMEHTA, CTPYKTYPHOT'O
MOIPAa3ICIICHUS, JOJDKHOCTHOTO JIMIA, C YIJIOBBIM U
MPO/IOTBHBIM PACIIONI0KEHHEM PEKBH3UTOB

IIM 01

MJIK 01.01
JloxyMeHTanoHHOE
obecreueHne
YIpaBICHUS

YnpasneHue
JIEJIOTIPON3BOCTBA H
pexnma

M. H Jlexnosa

Tema 1.7. Opraruzanus paboTsl C JOKYMEHTAMH
[IpakTHueckue 3aHATHA:

28. Perucrparys BXOISIINX JTOKYMEHTOB B 3JIEKTPOHHOM
)ypHaisie B TabnuaHoM penakTope. Perucrparus u
KOHTPOJIb UCTIOTHEHUS UCXOISIINX JOKYyMEHTOB B
3JIEKTPOHHOM >XypHajie B TabanyHOM pemaxTope

29.. Peructparyist 1 KOHTPOJIb UCTIONHEHUS] BHYTPEHHUX
JIOKyMEHTOB B 3JIEKTPOHHOM XypHaie B TadmuaHomM
penakrope

30. CocraBiieHuE 3aroJ0BKOB JIEJI OpraHu3aluu

31 Odopmnenne HoMeHKIATYpsI e OdopmieHue
UTOTOBOM 3aIMCH K HOMEHKIIATYPE JeJ1, O0JIOKKH Aema
nocie HJI (7151 onepaTHBHOTO Meproia XpaHEHHS)
OdopmiteHne onuceil JOKyMEHTOB U JIElI.

M 01

MJIK 01.01
JoxyMeHTanmoHHOe
obecrieuenmne
yIpaBJeHUs

VYnpasnenue
JIETIONPON3BOJICTBA U
pexxnma

M. H JlexnoBa
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Tema 4.5. Opranuzanus paboTsl ¢ KaJpOBBIMU VYnpasneHnue M. H JlexHoBa
JOKyMEHTaMH JIETIONPON3BOICTBA |
peknMa
IIpakTuueckue 3aHATUSL 1M 01
Cocrapnenne u 0opopMICHHE HOMEHKIATYpHI e Kagposoit | MAK 01.04.
CITYKOBL. JlokyMeHTallMOHHOE
obecrieueHne
OdopmiteHre OpraHU3aIOHHO-PACTIOPSITUTEIHHBIX KapOBO CITyKObI
JIOKYMEHTOB.
DJeKTpOHHBIN KaJpOBBIH JOKYMEHTOOO0OPOT B OpraHU3alnu
Tewma 2.2. [Tpuem u nepBUYHAST 00paOdOTKa MICEMEHHBIX M 04 VYnpasnenne M. H JlexHoBa
oOpaleHuit Tpa’kaax JIEJIOTIPOU3BOACTBA U
MJIK 04.01
pexxuMa
[TpakTHyeckue 3aHATHS Opranuzanyst
- a6 5 . BECHUS
WeM ¥ NepBUYHAS TKa MMUCHMEHHBIX HUH
pue p as 00paboTKa MUCHME obparue JIeTIONPON3BOJICTBA
rpak/iaH.
paza o obpanieHusm
PaccMoTpenne MMCHMEHHBIX 00paeHui rpax/ian B
OpTaHM3aI}H.
Tema 3.2. @opMupoBaHHe A€ 10 00paIEeHHSIM I'pakJaH IIM 04 VYnpasneHue M. H JlexnoBa
K 101 JIETIONPON3BOJICTBA U
IIpakTudeckue 3aHATHSA MU 04.0 pexIMa
Opranuzauus
®dopmMupoBaHue B €710 UCIIOIHEHHBIX JOKYMEHTOB IO .
00paIeHNsAM IpaskIaH.
patil P JeTI0NPOU3BO/ICTBA
o oOpameHusIM
rpakaaH B

OpraHu3aIHy.




5.4. KanenaapHplii yueOHbIH rpadux
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O003HaYeHHSI M COKPAlleHHUS:

EI — 00y4eHHe 10 MOIYJISIM U TUCIUIUIMHAM; — npomexxyrounas arrectauus (I1A) (36 ak.4. B Heneno); - — MpakTHKH (36 aK.4. B HEACTIO);

II' — KaHUKYJIBI; - — rocynapctBernas urorosas arrecranus (I'MA) (36 ak.u. B Hezemo).

g CenTs6ps | E I OKTa6pL | E I Hosbpsb I Jlexadpb I é I SAuBapp I é I ®Deppanb E I Mapt I E I Anpenb I E I Maii Hionn I E I Hronn ABrycr E‘
'E? IopsiakoBbIe HOMepa Helelb Y4eOHOro roja g
11 |11 |11 ]1|1]1]1]z2]2[2]z2[2]z2]2[2]2]2[3[3]3][3][3][3[3[3]3[3|[4]|a]aa|a|a]alala]als5]5
2345161781 % o)1 |2]3|4]ls5]el7]8lololil2]3{a|s|el7]8|olol1]2]3als]|el7|8]ololt]|2]3]a]s5]|6l7]8]9]0]1
; 3303333333333 ]|3[3]|3]3 f 3 3333333333333 |3|3|3|3|[3[3]|3]|3]3 ,147 e
l6|6|o|s|6|o6|s|o6|6|6|6|6|6|6|l6]|6 1 *|l6|e6|6|6|6les|6|6|lec|6|lec|6|lc|ec|e|e6|6|c|e6|6|6]|6]|6 A R I ) N (R 1
s 33333333333 ]3|3]|3]3]|3 g 30331333313 3 a e
6|l6|le6|e6|6|6|6|6|6|6|6|6|6|6|6]|6 K1 ®l6|l6|6|6|l6|6|6]|6 6 - R R R RS R S S
sl 33333333 |3|3]3]3]3 f 30330333313 a
6|6|le6|le6|6|6|6|6|6|6|6|6]|6 K1 %l6|6|6|6|l6|6|6]|6 a
CBo/1HbIC TaHHBIE 110 OI01KETY BPEeMEHH
OO0yueHue 10 MOAYJISIM U JHCHHIIHHAM IIpomexxyTouHas aTTecTanus IIpakTukn T'nA Kannkysr
Kype Bcero 1 cemecTp 2 cemecTp Bcero 1 cemecTp 2 cemecTp Bcero 1 cemecTp 2 cemecTp Bcero Bcero,
aK.u
Hel.
Hel. | aK.4. | Hed. | aK.4. | He.d. aK.4. | Held. | aK.4. | Hed. | aK.4. | Hed. | aK.4. | Hed. | aK.4. | Hed. | aK.Y. | Held. | aK.4. Hel. aK.4. "

1 kype | 39 1404 16 576 23 828 2 72 1 36 1 36 11 1476

2 kype | 34 1224 16 576 18 648 2 72 1 36 1 36 180 5 180 11 1476

3 kype | 22 792 13 468 9 324 2 72 1 36 1 36 7 252 3 108 144 6 216 2 1332

Bcero 95 3420 45 1620 50 1800 6 216 3 108 3 108 12 432 3 108 9 324 6 216 24 4284




5.5. Paboune nporpaMMbl yueOHBIX JUCHUIUIMH U TPOPECCUOHATBHBIX MOy IeH

Pabouas mnporpamma y4yeOHOW AMCUUIUIMHBI (MOJYJS) SBISETCS COCTAaBHOW YacThIO
o0pa3oBaTeNbHOW  MporpaMMbl M ONpEleNseT  CoJAepXKaHWe  JUCHUILIMHBL  (MOZYIs),
3aIlIAaHUPOBAHHbIE PE3YIbTAThl 00yUEHHsI, COCTaBHbIE YAaCTH y4yeOHOro mporecca, opMbl U METOAbI
OpraHu3ai y4eOHOro IMpolecca W KOHTPOJS 3HAHWN OOYYarOIIUXCs, y4eOHO-METOIUYECKOe H
MaTepHaIbHO-TEXHIUUECKOE oOecreueHne y4yeOHoro mpouecca Mo COOTBETCTBYIOIICH TUCIUILIMHE
(Momyito).

COBOKYIHOCTb 3aIUIAHUPOBAHHBIX PE3Y/IbTaTOB OOYYEHHUS IO JUCLUILIMHAM (MOIYJISIM)
J0JbKHA oOecrieyuBaTh (POPMHUPOBAHKE Y BBITYCKHUKA BCEX KOMITETEHINH, ycTaHOBIeHHBIX PI'OC
CIIO.

PabGoune mnporpaMMel IpOoQECCHOHATBHBIX  MOJYJIEH W JUCHMIUIMH,  BKJIIOYas
npoecCHOHANBHBIE MOJYIM u/uny JAUCHUILUIMHBL IO 3ampocy paboToparens, IpHUBEICHbI B
[Tpunoxenusx 1, 2 k OIIOII-II.

5.6. Pabouas mporpaMma BOCIIUTAHUS U KaJICHIAPHBIN IIJIaH BOCITUTATEIIBHONW PaOOThI

Lenp pabodyeil mporpamMmbl BOCIHUTAaHUS — PA3BUTHE JHMYHOCTU, CO3/aHUE YCIOBHUH IS
CaMOOIIPENEIEHNUS] M COLMaIM3alid Ha OCHOBE COLMOKYJIbTYPHBIX, ITYXOBHO-HPaBCTBEHHBIX
[IEHHOCTEH M TIPUHSATHIX B POCCUHCKOM OOIIECTBE MPABUII U HOPM TTOBE/ICHUS B HHTEPECAX YSIIOBEKA,
ceMbH, oOIIecTBa M TOCydapcTBa, (GopMHpoBaHHWE Yy OOYYaIOIIUXCS YYyBCTBA MMaTPUOTU3MA,
rPaKJIaHCTBEHHOCTH, YBAKEHU K NaMATH 3alIUTHUKOB OTeuectBa u nojasuraM ['epoe OteuecTna,
3aKOHY M IIPAaBOMOPSIKY, YEJIOBEKY TpyJa M CTaplieMy IOKOJIEHUIO, B3aUMHOTO YBa)XEHUS,
OEpEKHOT0 OTHOIICHHUS K KYJIBTYPHOMY HACIEIUI0O M TPAJAULMSIM MHOTOHAIIMOHAIBLHOTO Hapoja
Poccuiickoii denepanuu, Npupoie U OKPYKarolIei cpene.

PaGouass mporpamma BOCIHMTaHUS W KaJCHIAPHBIA IJaH BOCHHUTATEIHHOW padOTHI IO
CIMENUATBLHOCTH SIBJISIIOTCS YacThl0 MPOrpaMMbl BOCHHUTAHUS OOpa30BaTeIbHON OpraHu3aluu U
npexacrasieHsl B [Ipunoxennn 5.

5.7. IlpakTryeckast MOAroTOBKA

[IpakTrueckas MoAroTOBKa MpH peainzannuu oOpasoBarenbHbIX nporpamm CIIO HampaBieHna
Ha (hOpMUpPOBaAHME, 3aKPEIUIEHUE, PA3BUTHE NMPAKTUUECKUX HABBIKOB U KOMIIETEHLIUH MO0 MPOPHUITIO
o0pa3oBaTeNbHOW NPOTrpaMMbl MyTE€M paCIIMPEHUs KOMIIOHEHTOB (4acTeil) oOpa3zoBaTerabHOM
IPOrpaMMBbl, MPEAYCMATPUBAIOIINX MOJEIMPOBAHUE pPEaJTbHBIX YCIOBHM WM CMOJEIMPOBAHHBIX
IIPOU3BOJICTBEHHBIX IPOLIECCOB, HEMOCPEACTBEHHO CBSI3aHHBIX C Oyayledl npodeccuoHaabHOU
JEATEIBHOCTBIO.

OO6pasoBarenbHas 1ATEIBHOCTh B (JOPME MPAKTUYECKOH MOATOTOBKH:

- peanu3zyercsd, B TOM yHucie Ha pabounx Mectax ['maBHoe ynpasnenne MBJI mo Upkytckoit
obnactu, ['maBHOe ympaBneHue denepanbHOW CIIyKObl HCIOTHEHUS HakazaHwi 1o MpkyTckoit
obnactu, I'maBnoe Ynpasienue Pocreapauu no MpkyTckoit 061acTu Ipu MPOBEACHUN BCEX BUIIOB
MPaKTUKU;

- BKJIIOYAaeT B ceOs OTIENbHbIE 3aHATUS JIEKIIMOHHOTO THIIA, CEMUHAphl, KOTOPHIE
MpeayCMaTpUBAOT Tepenadyy y4deOHOW uHQopManuu OO0y4aromuMces, HEOOXOIUMON  IJis
MOCJIETYIOLIETO BHIIOIHEHUSI Pa0OT, CBSI3aHHBIX ¢ Oyaymiel npodecCuOHaIbHON AeATENbHOCTHIO.

OO6pa3oBarenbHas 1eSTeNBHOCTh B (hOpME MPAKTUYECKON MOATOTOBKU OCYIIECTBISIETCS Ha 2-
3 Kypcax oOydeHus, OXBaThIBas TUCLMILIMHBI, PO(decCHOHATbHbBIE MOIYJIH, BCE BUABI MPAKTHKH,
IpeIyCMOTPEHHBIE Y4eOHBIM TUIaHOM 00pa30BaTEIbHOM MPOTPaMMBI.

[IpakTHueckass MOArOTOBKa OPraHU3yeTCs B CIEHHUANBHBIX MOMEHIEHUSX U CTPYKTYPHBIX
noJipa3JiefiecHusiXx 00pa3oBaTeNbHON OpraHM3alMd, a TaKKe B CHEHUAIbHO OO0OpYIOBaHHBIX
noMerieHusx (Ha pabouux mecrax) ['maBHoe ynpasinenne MBJI no Upkyrckoii obmnactu, ['maBHOe
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ynpasieHue ¢eaepabHOW CIy>KObl MCIOJIHEHHsT HakazaHud mo Hpkyrckoi obOmactu, ['maBHOe
VYupasnenne PocrBapauu mo Hpkyrckoil 00JacT Ha OCHOBAaHMU JOTOBOpPAa O MPAKTUYECKOU
MOJITOTOBKE O0YYaOIIUXCS.

5.8. 'ocynapcTBeHHast UTOroBasi aTTeCTaIUs

I'ocynapcTBeHHass UTOroBasi aTTecTalusl OCYLIECTBISIETCS B coOoTBeTcTBUU ¢ [lopsiikom
npoBenenus ['MA.

l'ocynapcTBeHHast UTOroBasi aTTecTalus 00y4JaroIUuXcsl MPOBOJUTCS B cleAyroeil popme:

O0eMOHCMPAYUOHHDIL IK3AMEH U 3auuma OUNniIoMHO20 npoekma (pabomot)

[Iporpamma I'MA Bximrouaer oOmiue cBeneHUs; MpUMEpHbIE TpeOOBaHMSA K IPOBEICHUIO
JEMOHCTPALIMOHHOTO 3K3aMeHa U MPOBEACHUS 3alllUThl TUIIOMHOT0 npoekTa (pabotsr) [Iporpamma
I'MA npencraBieHa B IpUIIOKEHUHU 4.

Pa3zgen 6. YcioBusi peasuzanuu o0pa3oBaTeibHOI MPOrpaMMbl

6.1. MaTepuanbHO-TEXHHUYECKOE U Y4eOHO-METOIUYECKOe oOecredeHrne oOpa3oBaTelbHON
IPOrpPaMMBI

6.1.1. TpeOoBaHUs K MaTEPUATBHO-TEXHUYECKOMY H YI€OHO-METOINIECKOMY 00eCTIeUeHHIO
peanuzanuu 006pa3zoBaTeNbHOI MporpaMmbl ycTaHoBleHbI B cooTBeTcTBYIOIIEM OI'OC CIIO.

CoctaB  MaTepuaIbHO-TEXHMUYECKOTO W y4eOHO-METOAMYECKOTO  obOecredyeHus,
UCIOJIb3YEMOro B 00Opa3oBaTelIbHOM Ipouecce, ompenensercs B [lpunoxenun 3 u padboumx
nporpaMMmax JTUCHUIUIMH (MOJyJIel).

6.1.2. IlepedeHp cHeUHATbHBIX TOMENICHUN [JIsi MPOBEACHUS 3aHITHH BCEX BHUJIOB,
MPEeyCMOTPEHHBIX 00pa30BaTEIbLHOM MPOrpaMMon

KaOunerst:

ConuanbHO-3KOHOMHYECKHUX U YIPABIEHYECKUX TUCIUILINH;

HNHocTpanHOro s1361Ka B MPOeCCHOHANTBHON JIEATETbHOCTH;

Pycckuii 361K B TpohecCHOHANBHOM NesITeIbHOCTH;

IIpaBoBoro oGecnieueHust MpohecCHOHATLHON AEATEIbHOCTH;

JIOKYMEHTAIIMOHHOTO O0ecTeueHus yIpaBIeHUs;

ApXUBOBEICHUS;

ITpodeccronanbHON 3TUKN U OCHOB JI€JI0BOTO OOLIECHHUS;

OpraHu3anuu ceKpeTapckoro o0CIyKUBaHuS;

be3onacHocTH XKU3HEAEATENBHOCTH;

JlabopaTopuu:

KomnbroTepHoit 00pabOTKH T0KYMEHTOB;

WNHubopManlMOHHBIX 1 KOMMYHUKAIIMOHHBIX TEXHOJIOTUH;

ApXHUBHOTO J€7a;

Opranu3zanuu paboThl C JOKYMEHTaMU;

CucTeM 3JIeKTPOHHOTO IOKYyMEHT0000pOTa;

VYueOHas KaHUEIAPHSL.

CnopTUBHBIN KOMIUIEKC

3ansl:

- OMOIMOTEKA, YNTATBHBIN 3aJ1 C BEIXOJIOM B IHTEpHET;

— AKTOBBIN 3aJI.

6.1.3. ITlepeueHp MaTepHUaTbLHO-TEXHHUYECKOTO OOCCIICUEHUS W MepeueHb HEOOXOAMMOro

KOMIUIEKTa JIMIIEH3HOHHOTO W CBOOOJHO PpAaCIpOCTPAaHSIEMOro MPOTrpaMMHOIO OOecreueHus
npeacraniieH B [Ipunoxxenun 3.
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6.2. IlpumeHeHHe 3JEKTPOHHOrO OOyYeHUS M JUCTAHLMOHHBIX OOpPa30BaTENbHBIX
TEXHOJIOTHI

[IporpamMma couetaer obyueHue B 00pa3oBaTeNbHON OpraHu3alvy U Ha paboueM MecTe Ha
6aze paboTonaaresns ¢ LIMPOKUM HCIIOIB30BAHUEM B 00Y4eHUH HU(POBBIX TEXHOIOTHUH.

[Tpu peanuzanuu oOpa3oBaTEIbLHONH MPOTrPaMMBI IPUMEHSIOTCS JIEKTPOHHOE OO0y4YEeHHE M
JTUCTaHIIMOHHBIE oOpazoBarenbHble TexHoioruu (Y MHdopmanronHble 1 KOMMYHUKAIIHOHHBIE
texHosiornd, KommbpioTepHas o00paboTka mpokyMeHToB, KapeepHoe wMozaenmupoBanue, MJIK
Opranmzanus  pabOTBl € DIEKTPOHHBIMH  JOKyMeHTamu, CHCTEMBI  3JIEKTPOHHOTO
JIOKyMEHTO000pOTA).

He nomyckaercs peanuzamusi 00pa3oBaTelbHOW  MOpOrpamMMbl C  MPUMEHEHHEM
UCKJTIOYUTENLHO 3JIEKTPOHHOT0 00Y4YeHHUsI, JUCTAHIMOHHBIX 00Pa30BaTeIbHbIX TEXHOJIOTUH.

6.3. KagpoBble yciioBus peau3anuy 00pa3oBaTeIbHOM POrpaMMbl

TpeGoBanust K KaApOBBIM YCIOBUSM peain3alud  00pa3oBaTeIbHOM  IPOTrpaMMBI
ycraHoBjeHbl B cooTBeTcTBYOIEM PI'OC CIIO.

Peannzanuss ~ oOpa3oBarenbHOM — mporpamMMbel  o0ecreyuBaeTcsi — MeAaroru4ecKUMHU
paboTHMKaMu 00pa30BaTEIbHONW OpPraHM3allMM, a TaKXKe JMIAMH, MPHUBJIEKAEMbIMU K pealln3aluu
o0pa3oBaTeNbHONW IMPOrpaMMbl Ha MHBIX YCJIOBUSX, B TOM YHCIIE U3 YHCIa PYKOBOAMUTENEH U
pabOTHUKOB OpraHU3aluii, HaNpaBJIE€HUE JEATEIBHOCTH KOTOPBIX COOTBETCTBYET 00JIacTU
npodeCCHOHANIBHON  AesaTeNnbHOCTH: (07  AOMuHucmpamueno-ynpasienueckas u  ogucHas
oesmenbHOCmb, U UMEIOIIMMHU CTaX paboThl B JaHHOW NpodeccroHaIbHOM 001acTH HE MEHEe Tpex
Jer.

PaboTHHKM, TpHBIEKaeMble K peamu3aluil 00pa30oBaTeIbHONH MNPOTPAaMMBI OCBAaUBAIOT
JIOTIOJIHUTEIbHOE MPOo(dhecCHOHalIbHOE 00pa30BaHKe 0 IPOrpaMMaM MOBBIIEHHUS KBaTU(pUKALUU HE
pEeXe OJIHOTO pa3a B TP T'OJla C YUETOM pacIIUPEHUs CHEKTpa MpodeccnoHaNbHbIX KOMIETEHIIUMN, B
TOM yHcie B popme ctaxxupoBku ['maBHoe ympasnenne MBJl nmo Mpkyrckoit obnacTu, a Takxke B
JIpyrux ooyactax mnpodecCUOHATBHON JeATeabHOCTH W (Wiu) cdepax mnpodeccuoHaIbHOM
JEeSITeIbHOCTH TPH  YCIOBHUM COOTBETCTBUS IOJYYEHHBIX KOMIIETEHIMHA TpeOOBaHUSAM K
KBaJIM(UKALMY [T€Jarornyeckoro paboTHUKA.

Jlonst nefarornyeckux paboTHUKOB (B IPUBEIACHHBIX K LIEJIOUNCIEHHBIM 3HAYSHHUSIM CTaBOK),
UMEIOLINX OMBIT JIEATEIbHOCTH HE MEHEee TpeX JIeT B OpraHU3alusiX, HANPaBJICHUE JEATEIbHOCTH
KOTOPBIX COOTBETCTBYET O0JACTH HPOPECCUOHATBHON JEATENbHOCTH, B OOILEM YHUCIe
NeAarornyeckux pabOTHUKOB, 00ECIEUMBAIOIINX OCBOEHHE OOYYaIOUUMUCS MPO(EeCcCHOHATBHBIX
MoJyJiei 00pa30BaTeNIbHOM MPOrpaMMBbl, JOJDKHA ObITh HE MeHee 25 % .

CBenieHus O Tearoruyeckux (Hay4HO-TIEJArorudyeckux) pabOTHUKAX, YYAaCTBYIOIIUX B

pcajm3anuun 06pa3OBaTCJlBHOI>'I IIporpamMmsl, H JiMhax, IM[PUBJICKACMBIX K  pcain3allun
O6pa3OBaTeHBHOﬁ MporpaMMbI Ha MHBIX YCIIOBUAX

Ne [25(0) HaumenoBanue opraHuzanyy, | 3aHuMaemas OO0umii  TpymoBoil  crax  paboThI
n/n | (mpu HAJIMYMK) | OCYIIECTBIISIOIICH TIeATENNbHOCTD B | CIEIMaJInCTOM- CIIeIMaIiCTa-NMPaKTUKa B OpraHU3aLusX,
CrieuanucTa- npodeccHoHaIbHOM  cdepe, B KOTOPOH | MPaKTHKOM OCYIIECTBISIIOIMX  JESATEIbHOCTD

MpaKTHKa paboTaer CHeLHaTuCT-IIPAKTUK 110 OCHOBHOMY | JIOJDKHOCTH npoeccHOHATBEHOM chepe,
MecTy paboThl WIM HAa YCIIOBHSIX BHEIIHETO COOTBETCTBYIOIIEH  IPOdeccHOHAIbHOM
COBMECTHUTEIILCTBA JCATCIIBHOCTH, K KOTOpOﬁ TOTOBATCA
obyuaronuecst
1 Jlexnosa Mapus | T'j1aBHOE yIIpaBJICHUE MB/I o Hauanvnux 15 nem
Huxkonaeena omaena Kaopog

Wpxkytckoii obnactu

2 Jlebeoesa 00O «Pycckuii npaiiBy» Meneodacep no 3 200a
Okcana MAPKEeMUH208bl

Bukmoposna M




55

KOMMYHUKAYUS
M
Maxaposa MBOY COIII Ne 55 1. 3amoupexmopa 10 nem
Jlapuca WpkyTcka no yyebHol
Baynasosna pabome
@omuna Onus ®dI'BOY BO «balkalbCKUU Omeemcmeenn 5 nem
Anamonvesna rOCYIaPCTBEHHBIIT blli cexpemaps
HUBCEPCUTET» npueMHoﬁ
y p Komuccuu bI'Y
Koorcesnurkosa AKPB «bask MOCKBEI Cexpemapo- 3 200a
Anna pedepenm
LImumpuesna
Yuepuna Mapus Cyx6a 3AI'C Upkyrckoit Hauanvnux 12 nem
Cepeeesna 06J1aCTH OTJIEN IO omoena
OKTSIOpPbCKOMY OKPYTY T.
Npkycka

6.4. PacueTsl puHAHCOBOIO 00OECTIEYEHUs peannu3alun 00pa3oBaTeIbHON NPOrpaMMbl

Pacuerbl HOpMAaTUBHBIX 3aTpaT OKa3aHUs TOCYJAapCTBEHHBIX YCIyr [0 pealu3aluu
o0pa3oBaTeNbHOW MpPOrpaMMbl B COOTBETCTBUM C HAIPABICHHOCTbIO M  KBaJTH(pHUKaLMen
OCYIIECTBIISIIOTCA B COOTBETCTBUU ¢ [lepeuHeM M cOCTaBOM CTOMMOCTHBIX Ipymnn npodeccuil u
CHelHaNbHOCTEH MO TOCYJapCTBEHHBIM YCIyraM IO peaju3alii OCHOBHBIX MPO(ecCHOHATbHBIX
00pa30BaTeNbHBIX IPOrpaMM CPEAHETO MPO(ecCHOHAITBHOIO 00Pa30BaHUs — IPOTPaMM MOATOTOBKH
CHELHAINCTOB CPEIHEro 3BEHA, HMTOTOBbIE 3HAYEHHS W BEIMYMHA COCTABISIOMIMX 0a30BbIX
HOPMAaTUBOB 3aTpaT IO TOCYAApCTBEHHBIM yCIyraM IO CTOMMOCTHBIM TIpynmnaMm npodeccuil u
CHelMalbHOCTEH, OTpacieBble KOppeKTHpyoume Ko3()(UIMEHTH U MOpsIoK HUX HpPUMEHEHus,
yTBepk1aeMble MuHIpocsenienus: Poccum exeronHo.

duHaHCOBOE obecreueHue peaau3aly 00pa30BaTEIbHOW MPOrpamMMBbl, ONPEAEICHHOE B
COOTBETCTBUU C OIO/DKETHBIM 3aKoHOAaTeldbcTBOM Poccuiickoit @enepanuu u PenepaibHbIM
3akoHOM OT 29 nekadbps 2012 Ne 273-P3 «O6 obpazoBanuu B Poccuiickoit denepannny», BKItOYaeT
B ce0s 3aTpaThl Ha OIUIATY TpyJa IMpernojaBaTesied U MacTepoB NMPOU3BOACTBEHHOTO OOYYEHHMs C
y4yeToM o0eclieueHus: YpOBHS cpenHeill 3apaboTHOM IaThl MEJarorMyeckux pabOTHUKOB 3a
BBITIOJIHSIEMYIO UMH Y4eOHYIO (IIPErnoaaBaTeIbCKy0) paboTy U ApYyryro paboTy B COOTBETCTBUU C
Vkasom Ilpesunenta Poccuiickoit ®@enepanuu ot 7 mas 2012 r. Ne 597 «O meponpustusx 1o
pean3aiuy rocy1apcTBEHHON COLMATbHOM MOJIUTUKI.

PacueTHast BemMYMHA CTOMMOCTH OOYYeHHs M3 pacyera Ha OJHOTO OO0Yy4Yarolerocs B
COOTBETCTBUU C PEKOMEHJAUUsMHU (enepaabHbIX U PETHOHAIBHBIX HOPMATUBHBIX JTOKYMEHTOB
cocrasisger1 17000 pyGueit.



