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1. O01ue moJI0KeHus

1.1. Onpenenenne

Hacrosimass ocHoBHasi mpodeccruoHanbHas oOpa3oBaTelbHAs MPOTpamMMa CpEIHEro
PO eCCHOHAIBHOTO 00pa30BaHUs CPEIHEro0 MPOo(ECCHOHATBFHOTO 00pa30BaHUs — IMporpaMMma
MOATOTOBKU CIIEMAUCTOB cpeaHero 3BeHa (mamee — OIIOIT) mo cmenumansHOocTH 46.02.01
«JlokymMeHTallMOHHOE OOecrleueHrne YIpaBICHUS W apXUBOBEICHHE» pa3paboTaHa Ha OCHOBE
(benepanbHOrO TOCYAAPCTBEHHOTO 00pa30BaTENBHOTO CTaHAApTa CPEAHEro MpOQecCHOHATHLHOTO
oOpazoBanus mno crenuanbHocTH 46.02.01 JlokymeHTannoHHOE oOecreyeHue YIpaBlIeHUs u
apxXuBOBe/ICHUE, YTBepkaeHHOTO [Ipukazom Munnpocsenienust Poccun ot 26 aBrycra 2022 roga
Ne 778 (manee — ®I'OC CIIO).

OIIOIl  ompenenser  pPEeKOMEHIOBAaHHBI  00bEM M COJAEP)KAHUE  CPEIHEro
npodecCuoHaIbHOTO ~ 0Opa3oBaHuss 1o  cneruanbHocTH  46.02.01  «JlokymMeHTalMOHHOE
ofOecriedeHHe YMpaBICHUS W  apXHUBOBEJCHUE», TIUIAHUPYEMBbIE pPE3yJIbTaThl  OCBOCHUS
00pa3oBaTeNbHON MPOrpaMMBbI, MMPUMEPHBIC YCIOBUS 00pa30BaTEIbHON AESITETBLHOCTH, OIEHKY
KauecTBa TMOJTOTOBKH BBIMMYCKHMKAa W BKJIIOYAeT B ceOs: KaJCHAApHBIA Y4eOHBIM Trpaduk,
y4eOHBIN M1aH, pabouyro MporpaMMy BOCIHMTAHUS, KaJIEHJApHBIH MIaH BOCIIUTATEIbHON pabOTHI,
a TaKXKe MHbIE MaTepuabl, 00eCIIeUYnBaIOINe peaan3aluio COOTBETCTBYIONIEH 00pa30oBaTEIbHOMN

TCXHOJIOI'UH.

1.2. HopmaTuBHBIE JOKYMEHTbI

Oenepanbubiii 3akoH 0T 29 nmexabps 2012 1. Ne 273-®3 «O06 obpa3oBaHuu B
Poccuiickoit denepanumny;
) [Ipukaz Munnpocsemenust Poccun ot 08 ampenst 2022 r. Ne 153 «O06 yTBepkaeHUH
[Topsinka pa3pabOTKHM NPUMEPHBIX OCHOBHBIX  00pa30BaTENbHBIX IMPOrPaMM  CPEIHEro
npohecCuOHANBHOr0 00pa30BaHus, IPOBEACHUS X IKCIEPTU3bI U BEACHUS peecTpa MPUMEPHBIX

OCHOBHBIX 00pa30BaTEJIbHBIX MPOrPAMM CPEIHET0 MPo(PeCcCHOHATBHOT0 00pa30BaHUsmY;

[Tpuka3 Munnpocsemenust Poccun ot 26 aBrycra 2022 roga Ne 778 «O0 yTBep:kIeHUN
(benepasbHOro rocyAapCTBEHHOr0 00pa30BaTEIbHOIO CTaHIApTa CPEAHEro MpodeccuoHanbHOTO
oOpazoBanus mno crenuanbHocTH 46.02.01 JloxymeHTanmoHHOe oOecnedyeHue YIpaBlIeHUs |
apXUBOBEJICHUEY;

) IIpuka3 MunucrepcrBa mnpocsemmenuss Poccuiickoit ®enepauun ot 24.08.2022 Ne
762 «O6 ytBepxknmenun llopsaka opraHuzanmuu W OCYIIECTBICHHS 00pa3oBaTEbHON
NeSITeILHOCTH 110 00pa30BaTeIbHBIM IPOTpaMMaM CPeAHEro NpoQecCHOHaIbHOI0 00pa30BaHUA»;

IIpuka3z Munnpoceuienus Poccuu ot 08 Hos6ps 2021 1. Ne 800 «O6 yTBepxkIeHUH



[Topsinka mnpoBelneHMs TOCYJApCTBEHHOM HMTOrOBOW —aTTecTalud MO  00pa3oBaTeIbHbIM
nporpamMMaM CpeaHero NpoQeccuoHaIbHOro 00pa3oBaHUI»;

) [Ipuka3z Munobprayku Poccun Ne 885, Munnpocsenienust Poccuu Ne 390 ot 5 aBrycra
2020 r. «O mpakTUYECKOW MOATOTOBKE 0O0ydYaromMXcs» (BMECTe C

«ITonoxeHnem o MPaKTUIECKON MOJATOTOBKE 00YJAIOIIUXCS,

[Ipuka3z MunucrepcrBa npocsemienus Poccuiickoit @eneparnun ot 17.05.2021 r. Ne 253
«O BHeECeHHMH H3MEHEHHH B QenepaibHble T'OCYJapCTBEHHbIE O00pa30BaTENIbHBIE CTAHAAPTHI
cpenHero mnpogeccruoHalbHOTO 00pa30BaHUs»), 3aperUCTpUpOBaH B MUHHCTEPCTBE IOCTULIUU
Poccuiickoit @enepanuu 11.10.2022 r. Ne 70461;
) [Tpuxaz MunuctepctBa npocseiienus Poccuiickoit @enepanun ot 24.08.2022 r. Ne 762
«O06 ytBepxxaennn [lopsiaka opraHnu3aiiui ¥ OCYIIECTBICHHUS 00pa30BaTENbHON JESITEILHOCTH 110
00pa3oBaTeNIbHBIM MPOrpaMMaM CPeJHEro NpodecCHoHaNbHOr0 00pa30BaHuUsm», 3apEeruCTPUPOBAH
B MunucrepctBe roctunuu Poccuiickoit ®@eneparuu 21.09.2022 r. Ne 70167 (B pemakuuu
[Tpuxaza MunucrepctBa npocsemienus Poccuiickoit @eaeparuu ot 20.12.2022 r. Ne 1152);
) [Ipuka3 MunucrepctBa obpa3oBanus u Hayku Poccuiickoit ®@enepanuu ot 29.10.2013
Ne 1199 «O6 yrtBepkaeHuun TmiepedHed mpodeccMii M clenualbHOCTEH  CpeaHero

poEeCCHOHAIBHOTO 00pa30BaHUs», 3apETrUCTPUPOBAaH B MuHUCTEpPCTBE tOCTHIMHN Poccuiickoi

Oenepaunn 26.12.2013 r. Ne 30861 (c nzmenenusimu Ha 20 ssaBaps 2021 rona);

IIpukaz MunucrepcTBa TpyJaa U couuanbHoOW 3ammThl Poccuiickoit @enepanuun ot 15
utons 2020 r. Ne 333H (3apeructpupoBan MunucrepctBoM roctuiiun Poccuiickoit ®enepanun 15
utons 2020 r., peructpanuoHHblil Ne 58957)
«O0 yTBepxkaeHHH mpodeccHoHanbHOro crangapra «CHenualucT Mo OpPraHu3allMOHHOMY U
JIOKYMEHTALMOHHOMY 00€CIICUEHUIO YIIPABICHHs OpraHu3aluein;

i [Ipuka3z MunucrepcTBa Tpyla M conuainbHOW 3amuThl Poccuiickoit denepanun ot 18
MmapTta 2022 1. Ne 140n (3apeructpupoBad MunucrepcTBoM toctuniuu Poccuiickoit @eneparym 21
arnpesst 2022 1., peructpariioHHbiid Ne 63193)

«O0 yTBepxkaeHNH TPO(heCCHOHATLHOTO cTaHAapTa «CIEUalliCT apXuBay,

) Oenepanpubiii 3akoH oT 31.07.2020 r. Ne 304-®3 «O BHeceHMH W3MEHCHHMHA B
®enepanbHblil 3akoH «O0 obOpasoBanuu B Poccuiickoit denepannm» Mo BOMpocaM BOCIUTAHUS
00yJaIOMUXC»;

VYcraB Akagemuu MartycoBckoro;

JloxanmpHBIC HOPMAaTUBHBIC AKThI AKaZ[eMI/II/I MaTYCOBCKOFO.

1.3. Ilepeyennb cokpaienuii, ucnosan3yembix B Tekcte OIIOII CIIO - IITIICC3
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@TI'OC CIIO — deaepanbHbIi TOCYIAPCTBEHHBIH 00pa30BaTENbHBIN CTAHIAPT CPEITHETO
npodeCcCHOHATBLHOTO 00pa30BaHMS;

OK — o011re KOMIETEHIINH;

[1K — mpodeccrnonanpublie KomnereHum; JIP —

JIMYHOCTHBIE Pe3yJIbTaThl

I1C — nmpodeccuonanbuslit cranaapt, OTD —

o0o0mmenHas TpynoBas GpyHkms; TO —

TpyaoBasi PyHKIIHS,

CI' — commanbHO-rymMaHuTapHbii 1ukit; Ol —

obmenpodeccruoHanbHbIN UK, [T —

npoeCCUOHATBHBIN IIUKIT;

MK — MeXIuCUMIUTMHAPHBIN KypC;

[IM — npodeccrnoHambHBII MOTYJIb;

OII — obmenpodeccronanbHas aucuuminga; [TA —

MIPOMEKYTOUHAS aTTECTALUS;

I'MA —rocynapcTtBeHHas utoronas arrectanus; KO/I-

KOMIIJICKT OHeHOHHOﬁ JOKYMCHTAIHMU,

2. Oomas xapakrepucrtuka OIIOII

KBanudukauus, mnpucBauBaeMas  BBITYCKHMKaM  0Opa30BaTeNbHOM  MPOTpaMMbl:
Crieranuct no JOKyMEHTAIIHOHHOMY 00€CIeUeHHIO YIPaBICHUS U apXUBHOMY JIEITy.

IIpu pa3paboTke oOpa3oBaTeNbHOM  MpOrpamMMbl  OpraHu3allvs  yCTaHaBJIMBAET
HaIlpaBJIEHHOCTh, KOTOPasi COOTBETCTBYET CHELIMAIbHOCTH B IIEJIOM.

[Tonyuyenune oOpa3oBaHuUs MO CNEUUATBHOCTH JOMYCKAETCs TOJIBKO B MPO(ECCHOHANBHOM
00pa3oBaTeNbHON OpraHU3aK WK 00pa30BaTEIbHOW OPraHU3aIMH BBICILIETO 00pa30BaHUS.

O0veM TmporpaMMmbl 1O OCBOCHHIO TIPOTPAMMBI  CPEOHETO  MPO(ecCHOHATBHOTO
o0Opa3zoBaHus Ha 6a3e OCHOBHOT'O 00IIETro 00pa30BaHMs C OJJTHOBPEMEHHBIM MOTYUYEHUEM CPETHETO
oOmiero oOpa3oBaHus 1o kBanudukanuu: CrnenualucT Mo JAOKyMEHTAallHOHHOMY 00eCHedeHUIo
yIpaBJIeHUS U apXUBHOMY Jieny: 4428 yacoB akaJeMHYECKHUX YacoB, CO CPOKOM OOydeHus 2

roxa 10 mecsmes.

3. Xapakrepucrtuka npogecCHOHAIbHOM AeITeJIbHOCTH BHIITYCKHUKA



3.1. Ob6aacTh npodeccHOHATIBLHOM 1eATEIbHOCTH
O6macth mpodhecCuOHATBHON NEITEILHOCTH, B KOTOPHIX BhIMMYCKHUKH, ocBouBIne OITOII,
MOTYT OCYIIECTBIISITh MPO(PECCUOHANBHYIO AeSITeNbHOCTh: 07 ATMUHUCTPATUBHO-YIIPaBIeHYECKAs

U oucHas NesITeIbHOCTD.

BBITyCKHUKH MOTYT OCYIIECTBIATH MPO(ECCHOHABHYIO NESTETLHOCTD B IPYTUX 00IacTIX
npodeCCHOHANIBHON AeATeNbHOCTH W (Win) cdepax NpoPecCHOHANBHOW IEATEIBHOCTH IPH
YCIIOBUU COOTBETCTBHS YPOBHSI MX OOpa30BaHHS U MONYyYEHHBIX KOMIETCHIHMN TPeOOBaHUAM K

KBaJH(HUKAIIMKA PaOOTHHKA.

3.2. Buasl npodeccnoHAIbLHOM 1eATeIbHOCTH

HaumeHnoBaHue BUOOB A€ATEILHOCTH HaunmenoBanue
po(hecCHOHATBLHBIX MOYJICH

1 2

Bunrsl nearensHOCTH

Ocy1iecTBiIeHIE OPraHU3AIMOHHOTO U I[IM.01 OcyecTBnenue

JOKYMEHTAIMOHHOTO 00ecrieYeHHs IeITeIbHOCTH OpraHU3alMOHHOTO

OpraHu3aluu U JIOKyMEHTAI[HOHHOTO
o0ecrieueHHs 1 TeNbHOCTH
OpraHu3alnuu

Opranuzanus apXuBHOM pabOTHI 110 JOKYMEHTaM IIM.02 Opranu3zanus apXuBHON

OpraHu3aIyil pa3InIHbIX POopM COOCTBEHHOCTH paboThI

10 JOKYMEHTaM OpraHU3aLil
pa3IMIHBIX (HOPM COOCTBEHHOCTH

OcBoeHnue BUA0B paboT 1O OHOM WIIM HECKOIBKUM ITM. 03 OcBoenue BHI0B paboT
npodeccusiM padounx, TODKHOCTAM CITy>KaIluX 10 OJTHOM WJIM HECKOJIbKUM
npodeccusM paboumXx,
JIOJDKHOCTSIM CITYKAITIX

4. TpebdoBanmus k pesyabtatam ocsoenust OIIOII CITIO - IIIICC3

4.1. O0nIMe KOMIeTeHIuHu

Kon PopmypoBKa 3HaHuA, yMEHHS
KOMIIeTeH M KOMIIeTeH M1
OK 01 Bri6upath criocoObt YMeHusi: pacrio3HaBaTh 3a/1a4y W/WIHM MPOOJIeMy B
pereHus 3a1au po(heCcCHOHATTEHOM H/HITH COITUAIIBHOM KOHTEKCTE;
npodeccrHoHaIbHOM aHAJTM3UPOBATh 33]1a4y /WM IPOOIeMy U
NeSITeITbHOCTH BBIJICTISITH €€ COCTaBHBIC YaCTH; OMPEACIIATE TAITBI
NPUMEHUTENIBHO K pelleHus 3a]a41; BBISBIATH U 9 ()EKTUBHO UCKATH

Pa3IMYHBIM KOHTEKCTaM | MH(pOpMaLKIo, HEOOXOAUMYIO JUIsl pPELLIeHUs 3a1a4l
W/WIK TIPOOJIEMbI; COCTABJISITh TUIAH JICHCTBHS,
OIPEICTISITh HEOOXOJMMbIC PECYPCHI; BIAJICTh
aKTyaJbHBIMH METOJIaMH PAOOTHI B
po(heCCHOHATLHOM U CMEKHBIX cepax;

peaJII/I3OBbIBaTL COCTaBHeHHLIﬁ IIJ1aH, OICHUBATh
pe3yJIbTaT U MOCHEACTBUS CBOUX JAEHCTBUI
(caMOCTOATENBbHO WIIH C TOMOIIBIO HACTABHUKA)
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3HaHMA: aKTyaJIbHbII NPOPECCHOHATBHBIN 1
COLIMATIbHBIA KOHTEKCT, B KOTOPOM MIPUXOIUTCS
paboTaTh M KUTh; OCHOBHBIC UCTOYHUKHU
UH(POPMALIMU U PECYPCHI JJIS pEIICHUS 3a/1a4 U
po0JsieM B Ipo(heCCHOHATEHOM H/HITA COIIMAIBHOM
KOHTEKCTE; aJITOPUTMBI BHITIOJIHEHHS paboT B
pohecCHOHANBHOM M CMEXKHBIX 001aCTAX; METOIbI
paboTeI B MpoecCHOHAIBHON 1 CMEXHBIX cdepax;
CTPYKTYpY IUIaHa JJIsl pelIeHHs 3a4a4; TOPSAI0K
OLIEHKHU PEe3yJIbTAaTOB PELICHUS 3a]a4
npodecCuOHANBHOM AeATEIbHOCTH

OK 02 Ucnons3oBath YMeHusi: onpenensaTh 3a4a4u JIsl HOUCKA
COBpPEMEHHBIE CPEJICTBA | MH(OPMAIIMHU; OTIPENIENIATh HEOOX0IUMbIE
MOMCKA, aHaJInu3a U HCTOYHUKU MH(OPMAIINH; TUTAaHUPOBATH MPOIIECC
HWHTEpIpeTanun MOMCKA; CTPYKTYPUPOBATH MOIyYaeMYIO
nHpopManuu, u nH(pOpPMaILIKIO; BBIIENATh HaubosIee 3HAYNMOE B
nH(pOpMAIMOHHBIE nepeyHe nHGOpMaIliu; OIICHUBATh MPAKTHUECKYIO
TEXHOJIOTHH IS 3HAYUMOCTb PE3YyJIbTATOB IMOUCKA; OPOPMIISTh
BBITIOJIHEHHUSI 3a7a4 pe3yabTaThl IOMCKA, IPUMEHSTh CPEJCTBA
po¢ecCHOHAIbHOM MH(OPMALIMOHHBIX TEXHOJIOTUHN JIJIsl peIIeHUS
JESITEIbHOCTH pohecCHOHANBHBIX 3a71a4; UCIOIB30BaTh

COBPEMEHHOE MTPOrPaMMHOE 00eCTIeUeHUE;
UCTIOJIb30BaTh Pa3JInUHbIE IIU(PPOBBIE CPEICTBA IS
penieHus npodeccruoHalbHbIX 3a1a4.
3HaHUA: HOMEHKJIaTypa HHGOPMAITMOHHBIX
HMCTOYHUKOB, IPUMEHSIEMBIX B IPO(hecCHOHATBbHOM
JeATEIbHOCTH; IPUEMBbI CTPYKTYpPUPOBAHUS
uHdopmaruu; popmat opopmIICHUS PE3yIbTATOB
NoMcKa MH(OPMAIUH, COBPEMEHHBIE CPEJICTBA U
yCTpoiicTBa HH(OpMATU3AIHIH; TTOPSIIOK UX
NPUMEHEHHUS ¥ IPOrpaMMHOE 00eCIICUeHHUE B
pohecCHOHANBLHOM AESITETbHOCTH B TOM YHCIIE C
UCIIOJIb30BaHUEM LU(PPOBBIX CPE/ICTB.

OK 03 [LmanupoBats u YMeHus: onpenensaTb akTyalIbHOCTh HOPMaTUBHO-

peaTn30BhIBATh
COOCTBEHHOE
npo¢eCCHOHANTBHOE U
JUYHOCTHOE Pa3BUTHE,
MIPEIPUHAMATEITHCKYTO
JeSITeNIbHOCTD B
npodeccuoHaTbHON
cdepe, UCIIONIb30BATh
3HAaHUA 110 (PUHAHCOBOU
TPaMOTHOCTH B
Pa3TUYHBIX JKU3HEHHBIX
CUTYyAIIHSIX.

IIPaBOBOM TOKyMEHTALUU B IPO(ecCHOHATBbHOM
NESATENIBHOCTH; IPUMEHATH COBPEMEHHYIO HAyUHYIO
po(eCCHOHATIBHYIO TEPMUHOJIOTHIO; ONPEAETIATh
U BBICTPAUBaTh TPAEKTOPUH NMPO(ECCHOHATBHOTO
pa3BUTHA U caMOOOPa30BaHMsl; BBISBIISTD
JIOCTOMHCTBA U HEJOCTATKN KOMMEPUYECKOHN UIIEN;
MIPE3EHTOBATh UAEU OTKPBITHS COOCTBEHHOTO Jiea
B IpOo(eCCUOHATBHON e TeNbHOCTH; 0(OPMIISATH
OU3HEC-IIJIaH; pacCYUTHIBATh pa3Mephl BBIILIAT IO
IIPOLIEHTHBIM CTaBKaM KPEAUTOBAHUS; ONIPEIENISTh
MHBECTUIIMOHHYIO IPUBIIEKATEILHOCTh
KOMMEPUYECKUX HJIel B paMKax MpodeccuoHanbHOM
NeSITebHOCTH; IPE3EHTOBATh OU3HEC-UIEIO;
OTIpeNIeNIATh HCTOYHUKHU (PUHAHCUPOBAHUS




3HaHMA: co/lepiKaHNe aKTyallbHOM HOPMaTHBHO-
MPaBOBOM TOKYMEHTAIIMU; COBPEMEHHAs Hay4YHas U
npodeccuoHabHask TEPMHUHOJIOTHS; BO3MOYKHBIC
TPACKTOPHUH MPO(HECCHOHATLHOTO PAa3BUTHUS U
camMo00pa30BaHMs; OCHOBBI IPEATNPHHUMATEIILCKOM
ACATCIIbHOCTH, OCHOBBI (bHHaHCOBOﬁ T'paMOTHOCTH;
npaBuia pa3paboTKu OM3HEC-TIIAHOB; MTOPSIIOK
BBICTpanBaHUSA NPE3CHTALIUN,; KPCAUTHBIC
0aHKOBCKHUE MPOIAYKTHI

OK 04 D¢ pexTHBHO YMeHusi: OpraHu30BbIBaTh Pa0OTY KOJUIEKTHUBA U
B3aMMOJICIICTBOBATD U KOMaH/1bl; B3aUMO/IEHCTBOBATh C KOJUIETaMH,
paboTaTh B KOJJIEKTUBE | PYKOBOJACTBOM, KIIMEHTAMHU B XOJIe
1 KOMaH/ie 1pohecCUOHATIBHOM AEATEbHOCTU

3HAHMA: ICUXOJIOTUYECKUE OCHOBBI ICSITETbHOCTH
KOJIJIEKTHBA, TICUXOJIOTMYECKHE OCOOCHHOCTH
JMYHOCTH; OCHOBBI IPOEKTHOM 1EATEIBHOCTH

OK 05 OcCylecTBIATh YCTHYIO | YMeEHMsI: TPaMOTHO M3JIaraTh CBOM MBICIIH U
Y TIMCEMEHHYO 0QOPMIITH TOKYMEHTHI 10 PO ECCUOHATBHON
KOMMYHHKAIMIO Ha TEMaTHKEe Ha TOCY1apCTBEHHOM SI3BIKE, TPOSBIISATh
rOCy/IapCTBEHHOM SI3bIKE | TOJEPAHTHOCTH B paboveM KOJUIEKTHBE
Poccuiickoit denepanuu
C yHETOM 0COBEHHOCTEI 3HaHUA: 0OCOOCHHOCTH COLMANBHOTO U
COLHAIBHOTO K KYJIETYpHOT'O KOHTEKCTa; TIpaBuIIa O(bOpMJIeHI/IiI
KYJITYpHOTO KOHTeKcTa | AOKYMEHTOB 1 MOCTPOCHNS yCTHBIX COOOIICHHI

OK 06 [IposiBIATE rpaskIaHCKO- | YMEHHUsI: OIIUCHIBATh 3HAYMMOCTb CBOEH
MaTPUOTUYECKYIO CHEIHNATbHOCTH; IPUMEHSTh CTaHIapThI
MO3ULIMIO, AQHTUKOPPYIILIUOHHOTO MOBEACHUS
ACMOHCTPHPOBATD 3HaHHUsNA: CYNIHOCTh IPakJaHCKO-IATPUOTUIECKOM
OCO3SHaHHOC HOBCACHUC | hosyyym, 06ImedenoBedeckiX LEHHOCTEH;

Ha OCHOBC 3HaYMUMOCTb MPO(PECCUOHATBHOM 1eATEIILHOCTH 1O
TPaMIOHHBIX npodeccur (CHenUanbHOCTH); CTAHAAPTHI
06H_IG‘IGJ'IOJSCIIGCKI/IX AHTUKOPPYILHOHHOTO NOBENCHUS U IIOCIIECTBHUS
LUEHHOCTEH, B TOM THCIE | oroy papyierus

C y4€TOM rapMOHHU3ALIUN

MEKHAIIMOHAIBHBIX U

MEXPETUTHO3HBIX

OTHOILUEHUN, IPUMEHSATH

CTaHJAPTHI

AQHTUKOPPYTLIUOHHOTO

MOBEICHHUSI

OK 07 ConeiicTBOBaTH YMenusi: cooroaaTh HOPMBI SKOJIOTHUECKOU
COXPaHEHHIO 0€30MaCHOCTH; OTIPENIENISTh HApaBICHUS
OKpYKaroIleu cpeibl, pecypcocOepeskeHus B paMKax npodeccuoHanbHON
pecypcocoepexreHuto, JEATENBHOCTH 110 CIIELUAIbHOCTH OCYIIECTBIATh

MIPUMEHSATH 3HaHUSI 00
W3MEHEHUHU KITUMaTa,
MIPUHLIUIIBI
OepexIIMBOTO
POU3BOJICTBA,

3¢ PeKTUBHO
JIEUCTBOBATEH B

paboTy ¢ coOMI0AeHNEeM PUHITUTIOB OEPEKINBOTO
IPOM3BOJICTBA; OPTaHU30BHIBATH
po(hecCHOHANBHYIO IeATEIbHOCT C Y4ETOM
3HaHUI 00 N3MEHEHUH KIIMMATHYECKUX YCIOBHM
peruoHa.

3HaHMA: IpaBUIIA SKOJOTUYECKON O€30I1aCHOCTH
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Ype3BbIYANHBIX
CUTYyaLMsX

IpY BEJICHUHU MTPO(HECCHOHALHON I TETLHOCTH;
OCHOBHBIE PECYPCHI, 3a/ICHCTBOBAHHbIC B
po(heCCHOHATTLHOM ACSITETLHOCTH; Ty TH
obecrieueHus pecypcocOepekeHus ; TPHHITUITbI
OepexITUBOTO MPOU3BOJICTBA; OCHOBHBIC
HAINpaBJICHUS U3MEHEHHS KITUMATHUSCKHUX YCITOBHIA
peruoHa.

OK 08 Hcnonb3oBath cpecTBa | YMeHHUsi: UCOIb30BaTh PU3KYILTYPHO-
(u3nuecKoi KynbTyphl | O3I0POBUTENBHYIO NEATEIHHOCTD ISl YKPETUICHHS
JUISL COXpaHeHUS U 3JI0POBBSI, JOCTHKCHHUS KU3HCHHBIX U
YKPETUICHUS 3I0POBb B | TPO(ECCHOHATBHBIX IIETIeH; MPUMEHSATh
mporecce panoHaIbHbIE IPUEMBI IBUTATENbHBIX (YHKIUI B
poheCCHOHATLHOM npohecCHOHABLHON e TEIIEHOCTH; MTOTh30BATHCS
JeSITeIbHOCTH U cpelcTBaMU NPOGUIAKTUKY MepeHANPsKEHNUS,
MoIIep KAHUS XapaKTePHBIMHU IS TAHHOH CIIEIUAIEHOCTH
HeO6XOHHMVOFO YPOBHA | 3yapma: pons Gpusnyeckoil KyabTypsl B
(usnaeckoit OOIIEKYILTYPHOM, MIPOPECCHOHAIBHOM H
[IOATOTOBICHHOCTH COLIMATIbHOM Pa3BUTHH Y€JIOBEKA; OCHOBBI
3J10pOBOT0 00pasa >KU3HU; YCIOBUS
npodecCHOHANBLHON AeITeTbHOCTH 1 30HBI PUCKA
(U3UIECKOTO 3I0POBBS IS CHIEIIHATBHOCTH,
CpencTBa MPOPUIAKTUKH MTEPEHATIPSIKEHHS
OK 09 [Tonb3oBaTbCst YMeHHs: TOHUMATH OOIIUI CMBICIT YETKO
npodeccruoHalbHON MIPOM3HECEHHBIX BHICKA3bIBAHUH HA U3BECTHHIE

JOKYMEHTalue Ha
roCyJJapCTBEHHOM U
WHOCTPAHHOM SI3bIKax

TeMBI (PO ECCHOHANBHBIE U OBITOBBIC), TIOHUMATh
TEKCTHI Ha 0a30BbIe MPO(ECCHOHATLHBIC TEMBI,
y4acTBOBATh B TUAJIOTaX HA 3HAKOMBIC OOIIIHE U
npoecCuOHaNbHBIE TEMBI; CTPOUTH MPOCTHIE
BBICKA3bIBaHUs O ce0e 1 0 CBOEH
npohecCHOHANBEHOM NeSTENBHOCTH; KPAaTKO
000CHOBBIBAThH U OOBSICHSITH CBOH JCHCTBHS
(TeKyIIre U MIaHUPYEMbIE); TUCATh MMPOCTHIC
CBSI3HBIE COOOIIEHUS Ha 3HAKOMBIE WITH
UHTEpEeCYIoIINe MPO(HecCHOHAIBHBIC TEMBI

3HaHMS: IPaBUIIA IOCTPOCHHS IPOCTHIX U
CJIO’KHBIX TIPEJIOKEHUH Ha TpoecCHoHaNbHbIE
TEMBbI; OCHOBHBIE O0LIIEYTOTPEONTEIBHBIE TIArOJIbI
(ObITOBas M IpodeccroHaTbHAS JCKCHKA);
JEKCUYECKUI MUHUMYM, OTHOCSIIIUICS K
OITMCAHUIO IIPEIMETOB, CPEJICTB M IPOLIECCOB
npodeccuoHaIbHOM 1EATEIbHOCTH; 0COOEHHOCTH
IMPOU3HOIICHM; IIpaBUjia YTCHUA TCKCTOB
npodeccroHaIbHON HAaPaBIEHHOCTH
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4.2. lpodeccuonaibHble KOMIETEHUHU

Kon u
Buani
HAUMEHOBaHUE IHoka3aresin 0CBOCHUS KOMIIETEHLIUH
AeSITeJIbHOCTH
KOMIIeTCHIIMU
OcyiecTBieHue TIK 1.1. HaBbIxu
OpraHu3alMOHHOrO | OCyLIECTBIATh MOJIy4€HHUs1 He00X0AUMOM HH(OPMAaLIUY U TIepeadn
51 puéM-niepesavy CaHKIIMOHUPOBAHHON MH(POPMAIUH C
JIOKyMEHTAIIMOHHOT | YIIPABJICHYECKOM UCIOJIb30BaHUEM CPEACTB MH()OPMAIIIOHHBIX U
0 obecneuenus MH(pOpMaLUK KOMMYHUKAIMOHHBIX TEXHOJIOTUI
JEATEIIbHOCTH C IIOMOIIIBIO CPEACTB YMeHus:
OprafHu3aitiu HH(OPMAIHORHBIX UCIIOIB30BaTh CPEACTBA MH(POPMALMOHHBIX 1
1 KOMMYHHUKAIIMOHHBIX TEXHOJIOTHH JUIsl TOJIyYEHUS U
KOMMYHHUKAIIMOHHBI

X TEXHOJIOTHUH

nepenayu UHGopmauy;

BECTH Y MCIIOJIb30BaTh B padoTe 6a3y KOHTAKTOB
OpraHH3alluH;

BECTH YUETHBIC PETUCTPAITMOHHBIC (POPMBI,
UCTIOJIB30BaTh UX I HHOOPMAIIMOHHON pabOThI U
PpabOTHI TTO KOHTPOJTIO UCTIOJTHEHUS TIOPYUICHHIH;,
yCTaHABIIMBATh U TOJICP)KUBATH KOMMYHUKAIIUU B
mpoIriecce JeJI0BOr0 OOMICHHS C TIOMOIIBIO CPEJICTB
HHPOPMAIIMOHHBIX ¥ KOMMYHHUKAITHOHHBIX
TEXHOJIOTHIA;

CTJIQXKMBATh KOH(JIMKTHBIC U CIIOKHBIE CUTYaIlUN
MEKIIMYHOCTHOTO B3aUMOJICHCTBHS;

coOJTI0/1aTh CITY)KEOHBIN ATHKET;

obecrnieunBaTh HHPOPMAITMOHHYIO O€30MTaCHOCTh
JESITeITbHOCTH OPTaHU3aIUH.

3uanus:

HOPMAaTHUBHBIE ITPaBOBLIC aKThl Poccuiickoit
Oenepannu B chepe HHPOPMAIIMOHHBIX U
KOMMYHHKAIIMOHHBIX TEXHOJIOTHIA;
CTPYKTypa OpraHHu3aIuy, e€ 3a1a4u U QyHKINH;
MIpaBHJia MPOBECHUS JI€JIOBBIX [IEPETOBOPOB;
3THKA JIEIOBOTO OOIIEHUS;

MpaBUJIa PEYEBOTO ITUKETA,

IIpaBWJIa MOAIEP>KAHNS U Pa3BUTHS
MEXJIMYHOCTHBIX OTHOIICHUH;

TpeOOBaHUS OXpaHbI TPYAA.

[K 1.2.
Koopaunuposats
paboTy TpHUEMHOU
PYKOBOJUTENS, 30H
npreMa pa3IudHbIX
KaTeropuit
MIOCETUTENIEH
OpraHu3alun

Hasbiku

KOOPAMHAIIMH paOOTHI IPHUEMHON PYKOBOAUTEINS U
30H IIPUEMA PAIMYHBIX KATETOPUH ITOCETUTEIIEH
OpraHu3aluu

11




Ymenusi:

BCTpeuaTh NOCETUTENCH, MOTyyaTh HEPBUUHYIO
UH(OPMAILIHIO O TIOCETUTENSAX, YCTAHABINBATh
MOPAIOK MpUéMa IJIsl pa3InYHbIX KaTeropui
MOCETUTENECH;

BECTH YUETHBIC PETUCTPALIMOHHBIE ()OPMBI 110
npuémy noceTuresneii u ohopMISATh IPOIYCKa;
BECTH MPUEM, TIepeIady U OTIIPABKY JOKYMEHTOB;
OpPraHU30BBIBATH U OPOHUPOBATH MTEPETOBOPHBIC
KOMHATHI,

CEepBUPOBATh YaiiHbIe (KO EHHbIE) CTOJBI B 0uce;
MIPUMEHSTH B paboTe cpeicTBa HHGOOPMAIIMOHHBIX M

KOMMYHI/IKaIII/IOHHI)IX TeXHOHOFI/IfI;

MIPUHUMATH MEPHI 110 COXPAHCHUIO
KOH(UACHIIMAIBHONU HH(OPMAITUHU B XO€ MpuEma
TOCETUTENEH.

3Hanus:

HOPMAaTHUBHBIE IIPAaBOBbIE aKThl Poccuiickon
denepanuu 1o 3ammTe HHGOpMAIUU U padoTe ¢
oOpaleHus MU TpaxIaH;

CTPYKTypa OpraHHU3allH U paclpeiesicHue
GYHKIUH MEX Ty CTPYKTYPHBIMHE TIOPa3ACTICHUSIMHI
U CHEIHATUCTaMH,

MpaBWJia OpraHu3aIK NpUEMa MoceTUTENeH;
ATUKET U OCHOBBI MEKYHAPOTHOTO TIPOTOKOJIA;
JTHKA JIEJIOBOr0 OOIIEHHS;

MIpaBUJIa PEYEBOTO ITUKETA.

MpaBujia CEpBUPOBKH YaitHOTO (KO(eiHoro) cToNa;
TpeOOBaHUS OXpaHbI TPY/A.

IIK 1.3. Bnagets
HaBBIKAMU
TJTAaHUPOBAHUS

HaBbIkn
IJIAHUPOBAHUS pabouero BpeMEHU PyKOBOIUTEINS U
pabouero JIHs ceKpeTaps
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paboyero BpeMeHH
PYKOBOIUTENIA U
cekperapst

Ymenus:

BBIOMPATh (HOPMBI TITAHUPOBAHKS U OPOPMIISATH
IUIAHUPOBILMK (OpraHai3zep) pyKOBOAUTENS U
cekpeTaps;

YCTaHaBJIMBATh LIEJIH, ONIPENENIATh IPUOPUTETHOCTD
U 04epEMHOCTD BBIMOJIHEHHS paboT U 3¢ppekTuBHO
pacrnpenensiaTs paboyee BpeMms;

COTJIACOBBIBATh BCTPEUU M MEPOTIPHUATHS U BHOCUTD
nHOPMAINIO B TUIAHUPOBIIUK (OpraHaiizep);
MH(OPMUPOBATH PYKOBOJUTENS O IPUOINKEHUU
BPEMEHU U perjaMeHTe 3aIlJIaHNPOBAaHHBIX BCTPEY U
MEpPOIIPUATHUH;

BbIOMPATh ONTHUMAJIBHBIE CITOCOOBI BHELTHETO U
BHYTPEHHET0 HH(GOPMHUPOBAHUS O TUIAHUPYEMBIX
MEpOTIPUATHSIX;

obecreunBaTh HHOOPMAITMOHHYIO O€30IIaCHOCTh
JeSITeIbHOCTH OpTaHU3aIH;

IIPUMEHSATH B paboTe cpeacTBa HH(OPMALIMOHHBIX U
KOMMYHHUKAIIHOHHBIX TEXHOJIOTHH.

3Hanusi:

HOpPMaTHUBHBIE NMPABOBBIE aKThl Poccuiickoi
®denepanun B chepe HHPOPMAITHOHHOM
0e30IMacHOCTH;

CTPYKTYpa H crieniirka OCHOBHOM EATETLHOCTH
OpraHu3aIuiy;

OCHOBBI YTIPABIICHUSI BPEMEHEM;

IpaBHJjia IIPOBCACHUA ACIOBBIX IEPECTOBOPOB,
9THKA JCIOBOTO OOIIECHUS,

TpeOOBaHUS OXpaHbI TPY/IA.

TIK 1.4.
OcCynIecTBIsATh
MOATOTOBKY JEJIOBBIX
MOEe310K
PYKOBOJIUTEIIS

U IpyTUX
COTPYIHUKOB
OpTraHu3aIu’

HaBpikn
OpraHU3aIHH JCIOBBIX TTOE3I0K PYKOBOAUTEIIS
U IPpYTUX COTPYAHHUKOB OpraHu3alliu

YMmenus:

COCTAaBJIATH U O(bOpMJ'IfITI) I[OKYMGHTI)I JIs1 AC€JIOBBIX
IOE30K;

OCYH.IGCTBJI)ITB TpGBGJI-HOI[,Z[ep)KKy JCJIIOBBIX
MOE30K;

COTJIaCOBBIBATh C MPUHUMAIOLIEH CTOPOHOM
MIPOTOKOJI TUIAHUPYEMBIX MEPOIPHUATHI U
(dhopMHUPOBATH IPOrpaMMy JEIOBOM MOE3AKY;
HCIIOJIb30BaTh CPEJICTBA HH(POPMAIIMOHHBIX H
KOMMYHHKAIIMOHHBIX TEXHOJIOTUH AJis1 0OecreueHus
BSaHMOHeﬁCTBHﬂ C pYKOBOIII/ITeJIeM BO BpeMﬂ €ro
JIEJIOBOH MOE3IKH;

0(OpMIIATH OTUETHBIE JOKYMEHTHI O IEJTOBOI
Ioe3aKe.
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3HaHuA:

HOPMAaTHUBHBIE ITPABOBbIEC AKTHI Poccuiickon
®denepannu B chepe OpraHu3anuu IeI0BOH
MOC3IKH;

MOPSAIOK MOJATOTOBKU U JJOKYMEHTHUPOBAHUS
JIEJIOBOM IIO€3IKH;

WHTEPHET-PECYPCHI JIJIs1 OCYLIECTBICHUS TPEBEI-
MOAJICPAKKHU JIETOBBIX MOE30K;

STUKET U OCHOBBI MEXIYHAPOJIHOTO TPOTOKOIA;
JTHKA JIEJIOBOr0 OOIIEHHUS;

TpeOOBaHUsS OXpaHbI TPY/IA.

IIK 1.5. Bnagetsb HaBbpikn
crocodamu OpTraHH3AIMH ¥ TIOJAepKaHus (YHKITHOHATLHOTO
OpraHu3anuu pabouero MpoCTpaHCcTBa
pabouero VMeHHs:
TPOCTPaHCTBA OpPraHU30BBIBATH paboyee MECTO B COOTBETCTBUHU
TIPUEMHON 1 ¢ TpeOOBAHUSIMHU 3PTOHOMUKH M KYJIBTYPhI TPYAQ;
Kabuera obecreunBaTh pabouee MecTo ¥ (DYHKITHOHAIBLHOE
PYKOBOUTELA pabouee MPOCTPaHCTBO HEOOXOTUMBIMHU
CpeACTBaMU OPraHU3aIlMOHHON TEXHUKH, MEOEITBIO
Y KaHIEISAPCKUMHU TIPUHAICIKHOCTSIMH,
TIOJIJICP’KUBATH CPEJICTBA OPraHU3aAMOHHON
TEXHUKHU
B paboyeM COCTOSTHUHU.
3nanus:
TpeOOBaHUs OXpaHbI TPY/Ia, TPOU3BOJICTBEHHON
CaHWUTAPUH, POTUBOIIOKAPHOH 3aIUTHI;
OCHOBBI ITPABHJILHOW OpraHU3aIUU TPYAa K METOIbI
TIOBBIIEHUS €T0 YPHEKTUBHOCTH;
BUJIbl OPTraHU3AMOHHON TEXHUKH U TIOPSIOK
paboThI C HEl.
[IK 1.6. HaBbiku
Ocy11ecTBIsATH OpraHu3aIiK MOJrOTOBKH U TPOBE/ICHHUSI
paboty 1o KOH()EPEHTHBIX MEPONPHUITHI, 00ECTICUCHUS
MOJITOTOBKE MH(OPMAIIMOHHOTO B3aUMOJICHCTBUS PYKOBOAUTEIS
Y TIPOBEICHHIO C TIOpa3ICTCHUSMH U JJOJDKHOCTHBIMH JTUIIAMH
KOH(EPEHTHBIX OpraHH3aIuH
MEPOIPUATHIA, VMeHHs:
obecrie4nBaTh OpraHM30BBIBATH MPOLIECC TOATOTOBKH U
HH@OPM&LEHOHHOG’ [pOBe/ICHHE KOH(PEPEHTHOTO MEPOIIPHUSITHSI
B3aUMOJICHCTBHE MHIMBH/LyaIbHO
PYKOBOZIMTCIIA U B cOocTaBe pabodeil rpyIIbl;

C MoApa3IeIICHUSIMHU
U JIOJDKHOCTHBIMU
JIMLIAMY OpPraHu3aluu

JTOKYMEHTHPOBATh Pa3HbIC STAIIbI IPOIETYPhI
MOITOTOBKH U TIPOBEJICHHSI KOH(DEPEHTHOTO
MEpOPHSATHS;

COOJIIOIATh ATUKET U OCHOBBI MEXKIYHAPOIHOTO
MPOTOKOJIA;

OCYIIECTBIISATH COOp, 00pabOTKy HHPOPMALHH,
CHCTEMaTHU3alMIO [TOJTyYaeMbIX U IepelaBaeMbIX
JIAHHBIX;
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OCYIIECTBIISITH IPOBEPKY JOCTOBEPHOCTH, OTHOTHI
Y HENPOTHUBOPEYMBOCTH JIaHHBIX, HCKITFOUCHNE
TyOnupoBaHus HH(POPMAIIHH;

NPUMEHATh HH()OPMALMOHHO-KOMMYHHKAIIMOHHBIE
TEXHOJIOTUH.

3Hanus:

HOpMAaTHBHBIE TPABOBKIE aKThl Poccuiickon
®denepanyn B chepe nHGOpMAIUY;

KOMILIEKC OPTaHU3aIlMOHHO-TEXHUYECKUX
MEPOMPHUSITHI 10 MOATOTOBKE U MPOBEJCHUIO
KOH()EPEHTHBIX MEPOIIPHUATHI;

npaBmiIa 0hOpMIICHUS JOKYMEHTOB, CO3/1aBaeMbIX
B IPOIIECCE TIOJITOTOBKHU M TIPOBEICHUS
KOH(EPEHTHOI'0 MEPOTIPHSITHUS;

STUKET U OCHOBBI MEXIYHAPOIHOT'O MPOTOKOJIA;
9THKA JIEJIOBOI'0 OOIIEHUS;

COCTaB BHYTPEHHUX M BHEITHUX WH()OPMAIIMOHHBIX
ITIOTOKOB;

CTPYKTYpa OpraHu3aIuu U MopsiI0K
B3aUMOJICCTBUS NOAPA3CICHUN;

METO]IbI 00pabOTKHU ¥ 3aITUTHI HHPOPMAIIH C
MIPUMEHEHUEM CPEJICTB HH(DOPMAITMOHHBIX U
KOMMYHHKAIIMOHHBIX TEXHOJIOTHIA;

TpeOOBaHMS OXPaHBI TPYA.

[1IK 1.7. OpopmasTs
OpraHU3alMOHHO-
pacropsiTuTeIbHbIC
JOKYMEHTBI 1
OpTraHU30BBIBAThH
paboTy ¢ HUMH, B TOM
YUCIIE C
UCIIOIb30BaHUEM
ABTOMATU3UPOBAHHBIX

HaBbiku

o opMIIeHHUST OpraHU3aIMOHHO-PACTIOPSTUTEIIBHBIX
JIOKYMEHTOB M OpTaHHU3aIis paboThl ¢ HUMHU, B TOM
YHUCJIE C UCTIOJIb30BAaHUEM aBTOMATU3HUPOBAHHBIX
CHCTEM

YmMmenus:
COCTaBJIATH HpOGKTLI OpFaHI/IBaHI/IOHHBIX,

pacnopsAUTENbHBIX 1 HHPOPMAIIHOHHO-
CIIPaBOYHBIX IOKYMEHTOB, B TOM YHUCIIE
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CHUCTEM

JIOKYMEHTOB, COIEPKAIINX KOH(PHUICHIINATHHYIO
nHbOpMAIIHIO;

0(opMIIATH OpraHU3allMOHHO-PACTIOPS IUTEIbHBIE
JOKYMEHTBI (OpUTMHAJIBI U KOIIUH);

CKaHMPOBATh, KOIIMPOBATh U KOHBEPTUPOBATh
JOKYMEHTHI B pa3InyHble (popMaThl;
OCYILECTBIIATh IPOBEPKY MPOEKTOB JOKYMEHTOB Ha
COOTBETCTBUE ITPABUIIAM JEJIONPOU3BOCTBA;
NPUHUMATh U IPOBOAMTH NEPBUUHYIO 00pabOTKY
BXOJISIIIUX JJOKYMEHTOB;

IIPOBOAMTH NPEABAPUTEIBHOE PACCMOTPEHHE
BXOJISIIIIUX U BHYTPEHHUX JIOKyMEHTOB;
PETUCTPUPOBATh BXOJALINE, UCXOIALINE U
BHYTPEHHHUE JIOKyMEHTHI;

KOHTPOJIMPOBATh MapLIPyTH3ALIUIO
JOKYMEHTOIIOTOKOB B OpraHM3aluu (CorjlacoBaHue,
MOJNKCAHUE, YTBEPKICHUE, PETUCTPALINS,
03HaKOMJIEHUE U UCIIOJHEHUE JOKYMEHTOB) ;
OCYILECTBIISATh CPOKOBBIN KOHTPOJIb UCTIOJIHEHHUSI
JIOKYMEHTOB;

OCYILECTBIIATh NOATOTOBKY U OTIPaBKY UCXOISAIINX
JOKYMEHTOB;

COCTaBJIATh OTUETHI M AHAIUTUYECKUE CIIPABKU

00 MCIIOJIHEHUH 1OKYMEHTOB;

BECTH MH(OPMAITMOHHO-CIIPAaBOYHYIO paboTy

110 JOKyMEHTaM;

OCYILECTBIIATh PA0OTY C OPraHU3alMOHHO-
pacnopsIUTeIbHBIMU JJOKYMEHTaMHU

B aBTOMATU3UPOBAHHBIX CUCTEMAX.

3Hanusi:

HOpPMaTHUBHBIE NMPABOBBIE aKThl Poccuiickoi
®denepanyn B chepe AeTONpOu3BOJICTBA;
JIOKaJIbHbIE HOPMATUBHBIE AKTHI,
peraaMeHTHPYIOIINE ASSITETbHOCTD CITYKOBbI
JIEJIONIPOU3BOJICTBA U €€ paOOTHUKOB, OPTaHU3AIUIO
BEJICHUS JICJIONPOU3BO/ICTBA;

COBpeMEHHBbIC NHPOPMAITUOHHEIE U
KOMMYHUKAIIMOHHBIE TEXHOJIOTUH, TPUMEHSIEMbIE

B paboTe ¢ JOKYMEHTaMUu;

CTPYKTYypa OpraHu3aliiu, PyKOBOACTBO
CTPYKTYPHBIX NOJIpa3zesieHui, 00pa3ibl Noanuceit
JIUIL, UMEIOLIUX MPABO MOANUCAHUS U YTBEPKICHUS
JTIOKYMEHTOB,

Y OTPAHUYEHUS 30H UX OTBETCTBEHHOCTH;

MpaBUjIa PyCCKOIO SI3bIKa;

TpeOOBaHUS OXpaHBI TPY/IA.

I1K 1.8. OdbopmnsaTs
JIOKYMEHTHI 110
JMYHOMY COCTaBYy U
OpraHU30BBIBATH

HaBbiku

oopMIIeHUS JOKYMEHTOB I10 TUYHOMY COCTaBY U
opraHu3anyu paboThl C HUIMH, B TOM YHUCIIE C
HCTOJIb30BAHHEM aBTOMATU3UPOBAHHBIX CUCTEM
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paboTy ¢ HUMH,

B TOM YHCIIE C
UCTIONTb30BaHUEM
ABTOMAaTH3UPOBAaHHBIX
CHCTEM

Ymenus:

o0ecreunBaTh COXpaHHOCTb IEPCOHATILHBIX TAHHBIX
PabOTHUKOB;

OpPTraHU30BBIBATH JOKYMEHTOOOOPOT I10
IIPEJCTABICHUIO TIOKYMEHTOB 110 IEPCOHATY B
rOCyJIapCTBEHHBIE OPTaHbl;

OpPraHU30BbIBATH JOKYMEHTOOOOPOT MO YUETY

U IBUKEHUIO PaOOTHUKOB;

BECTU BOMHCKHI y4€T paOOTHUKOB;

BECTH YUET pabodero BpeMeH! pabOTHUKOB;
o(opMIIATH OpraHU3aIMOHHO-PACTIOPSTUTETLHBIE
JOKYMEHTBI 10 INYHOMY COCTaBY;

BECTH PETHCTPALUIO, YUET, ONIEPaTUBHOE XpaHEHHE
JOKYMEHTOB I10 INYHOMY COCTaBY;

BECTH JIOKYMEHTAIINIO, TOITBEPKIAIOTIYIO
CBEJICHUS

O TPYZIOBOH NESATETHHOCTH U TPYAOBOM CTaXe
pabOTHHKOB;

(bopMHpOBATh JTUYHBIE JIe)Ia PAOOTHUKOB;
oopMIIATH eTa 0 TUYHOMY COCTaBY ISt
nepenavn

B apX¥B OpTraHU3aIINH;

paboTath co crieUaIu3upOBaHHBIMU
nH(OPMAIIMOHHBIMU CUCTEMaMU U 0a3aMu TaHHBIX
10 BEJICHUIO YU€Ta U ABMKEHHUIO PaOOTHUKOB.

3uanus:

HOpPMaTHUBHBIE MTPaBOBbIEC aKThl Poccuiickoi
®denepanuu B chepe TPYAOBBIX OTHOIICHHI;
JIOKaJIbHbIE HOPMATUBHBIE AKTHI,
perIaMeHTHPYIOIINE TPYI0BbIEC OTHOIIICHNS,
COBpeMeHHBIe HH()OPMAIIMOHHO-
KOMMYHUKAIIMOHHBIE TEXHOJIOTUH, PUMEHSIEMBIC B
paboTe ¢ TOKyMEHTaMH 10 JINYHOMY COCTaBY;
CTPYKTYpa OpraHU3allH, PyKOBOJACTBO
CTPYKTYPHBIX MOJIpa3ICIICHUN;

TpaBujIa JEIONPOU3BOICTBA;

MpaBUJIa PYCCKOTO SI3bIKA;

9THKAa JACIOBOTO OOIIECHUS,

TpeOOBaHUS OXpaHbI TPY/IA.

IIK 1.9.
Opranu3oBbIBaTh
TEKyIllee XPAaHCHUE
JIOKYMEHTOB,
00paboTKy aen asns
OTIePATUBHOTO

1 apXHBHOI'O
XpaHEHUs, B TOM
qucie ¢
HCITOIb30BAHHEM
ABTOMAaTU3UPOBAHHBIX

HaBbiku

OpraHM3alUH TEKYIIETO XPaHEHHs JOKYMEHTOB,
00pabOTKH A€ ISl ONIEPATUBHOTO M APXUBHOT'O
XpaHEHHsI, B TOM YHCIIE C UCTIOJIb30BAHUEM
ABTOMATU3UPOBAHHBIX CUCTEM

Ymenus:

pa3pabaThiBaTh HOMEHKJIATYPY /1€l OpTaHU3aINH;
MIPOBEPSATH MPABUIBLHOCTH O(OPMIICHHUS
JOKYMEHTOB M OTMETKH 00 WX HCIIOJIHEHUU TepeT
X GOPMHPOBAHHUEM B JIEIIO JIJISl TTOCIICTYIOIIETO
XpaHeHHs; popMUpOBaTh Jeia, KOHTPOJIUPOBATh

17




CHUCTEM

MIPaBWJIbHOE U CBOEBPEMEHHOE paclpesiesieHHe 1
MOJAIINBKY JOKYMEHTOB B JIe/la B COOTBETCTBUU C
HOMEHKJIaTypOil eI,

IIPOBEPATH CPOKU XPAHEHUS JOKYMEHTOB,
COCTaBIISITh TPOTOKOJI PabOTHI SKCTIEPTHOU
KOMMCCHH 10 MOATOTOBKE JOKYMEHTOB K IIepeiaue
B ApXUB;

COCTAaBJIATH AKT O BBIACJICHUHN K YHUUTOXCHUTIO
JIOKYMEHTOB, HE MOJIJIeKAIINX XPaHEHUIO;
COCTAaBJIATH aKT 06 YHUYTOKCHHUU JOKYMCHTOB,
OCYIIECTBIISATH MOTHOE WM YACTHYHOE OPOPMIICHHE
JIeJ1 BpEMEHHOT0, IOCTOSIHHOTO, JOJITOBPEMEHHOTO
CPOKOB XpaHEHUS,

COCTaBJISITh OIUCH JI€] CTPYKTYPHBIX
MO/Ipa3/ieJIeHui MOCTOSHHOTO, I0JIFTOBPEMEHHOTO
CPOKOB XpaHEHUS 7S TIepejauu Jell B apXuB
OpraHu3aIny;

MPUMEHSITh HHPOPMAIITOHHO-KOMMYHUKAIIMOHHbBIE
TEXHOJIOTUH NPHU paboTe C TOKYMEHTAMH.

3Hanus:

HOpPMaTHUBHBIE MPABOBBIE aKThl Poccuiickoi
®deneparnyn B chepe 1eT0mponu3BoICTBA U
apXHUBHOTO JIETIa;

JIOKaJIbHbIC HOPMATUBHBIE aKThI,
periaMeHTHPYIOIIME BEACHHUE ACIONPOU3BOACTBA U
nepenavy Aell B apXuB OpraHU3allNy;

BH/IbI HOMEHKIIATYP J1eJ1, O0IIHe TpeOOBaHUS K
HOMEHKJIaType JIeJ1, MOPSI0K PabOThI C HE;
opsiIoK popMUpPOBaHUS U 0HOPMIICHHUS JIET,
cnenuduka GopMUpOBaHUS OTACTHHBIX KATETOPHI
ACII;

MpaBUJIa XpaHEHUS JIeTI, B TOM YHUCJIE C
JIOKyMEHTaMH1 OTPaHUYEHHOTO JIOCTYTIA;

MpaBUJIa BBIJIAYU U UCTIOJIb30BAHUS JIOKYMEHTOB U3
c(hOpMHUPOBAHHBIX JICTT;

MOPSIIOK UCTIOIB30BAHMS TUIOBBIX WIIH
BEJIOMCTBEHHBIX IIEPEUYHEH TOKYMEHTOB,
oTpe/IeJICHUs] CPOKOB XpaHEHHs B MPOIIECCE
SKCMEPTU3bI LHEHHOCTU JOKYMEHTOB;

BH/JIBI OTIMCEH JIeJT OpraHU3aIliK U MIOPSAIOK pabOThI
C HUMU;

TpeOOBaHMS OXPaHBI TPYA.
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Opranuzanus
apXUBHOM pabOTHI
0 IOKYMEHTaM
OpraHu3aIuii
pa3nu4HbIX popm
COOCTBEHHOCTH

[K 2.1.
Ocy1ecTBIsATh
KOMILJICKTOBaHUE
APXUBHBIMH JIETTAMH
(ToKyMEHTaMH )
apXuBa OpraHU3aIuu

HaBbiku

y4acTus B KOMIUIEKTOBAHUU apXUBHBIMU JIETIAMH
(IoKyMEeHTaMM) apXuBa OpraHU3alNH

Ymenusi:

paboTats ¢ mopa3IeIeHUSIMI/OpraHU3auIMU
HMCTOYHUKAMHU KOMIUICKTOBAHUS apXUBa;
MIPUHUMATh apXHUBHBIC Jie1a (IOKYMEHTHI) Ha
MOCTOSIHHOE WJIH JI0JTOBPEMEHHOE XPaHEHHE;
y4acTBOBATh B IPOBEJCHUH IKCIIEPTU3BI LICHHOCTH
Pa3IUYHBIX TUIIOB M BHJIOB JIOKYMCHTOB B
COOTBETCTBUH C BHyTPEHHUMHU PETIIaMEHTaMU
OpraHH3aIuH;

MIPUMEHSTH B pab0oTe peKOMEHAINN SKCIIEPTHO-
MIPOBEPOYHON KOMUCCUU WIIN IKCIIEPTHOM
KOMHUCCHUU OpraHU3allu;

MIPUMEHSITh TIEPEYHH C YKa3aHHEM CPOKOB XPAHCHHUS
nen (IOKyMEHTOB);

COOTIOIaTh HOPMATHBHBIC CPOKH XPAHEHUS JIEI
(moxymMeHTOB);

BECTH YUIET HCTOYHUKOB KOMIUICKTOBAHUS apXUBA;
WCIOJIb30BaTh MEPEOBON OTEUECTBEHHBIHN 1
3apyOeKHBIN OMBIT M0 KOMITJICKTOBAaHUIO apXHUBA
nenaMu (JIOKyMEHTaMH) TOCTOSTHHOTO U
JOJTOBPEMEHHOTO XPaHCHUS;

HCIOJIb30BaTh COBPEMEHHbIE aBTOMAaTU3HPOBaHHbIE,
MH(OPMALIMOHHBIE ¥ TEIEKOMMYHUKAIIHOHHBIC
TEXHOJIOTUH IOKyMEHTUPOBAHHBIX chep
JESITeTbHOCTH OpPTraHU3aIlHH.

3nanus:

HOPMAaTHUBHBIE ITPaBOBbIE aKThl Poccuiickoit
®eneparun B cepe AeTONPOU3BOICTBA U
apXMUBHOTIO JIENA;

Hay4YHO-METOANYECKUE KPUTEPUU IKCIIEPTU3BI
LIEHHOCTH PA3JIMYHBIX TUIIOB U BUJIOB JIE]
(1OKyMEHTOB);

TEOPETUYECKUE U METOJUYECKHUE ACTIEKThI
KOMILUIEKTOBAHUS U SKCIIEPTU3bI LICHHOCTU BCEX
BHJIOB JIOKyMCHTOB;

BUJIbI, PA3HOBUAHOCTU M ()OPMATHI BCEX BHJIOB
JOKYMEHTOB;

YHUGUIUPOBAHHYIO CUCTEMY OpraHU3allMOHHO-
pacnopsANTEIbHON JOKYMEHTALUHY;
CTaHJAPTh! OPOPMIICHHSI OPraHU3aLUOHHO-
pacropsIAUTEIIbHON JOKYMEHTALINY;

CHOCOOBI U TEXHOJIOTHH TOKYMEHTHUPOBAHUS
Pa3JIMYHBIX BUI0B NPo(ecCHOHATBHOM

NeSITeTTbHOCTH;
OpraHnu3allMOHHBIC MPUHIIUIIBEI KOMIIJICKTOBAHUS J1€J1
(IOKyMEHTOB) OTPaHUYEHHOTO JOCTYTIA;
TpeOOBaHUs OXpaHbI TPY/IA.
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[IK 2.2. Bectn yuér
APXUBHBIX JEI
(TOKYMEHTOB), B TOM
qucIe

C MCTIOJIb30BaHUEM
ABTOMAaTU3UPOBAHHBIX
CHCTEM

HaBbiku

BEJICHUS yU4€Ta apXUBHBIX JI€]1 (JOKYyMEHTOB), B TOM
YHUCJIE C UCTIOIb30BAaHUEM aBTOMATU3UPOBAHHBIX
CHCTEM

YMenus:

MIOJIb30BAThCS YIETHBIMU JOKYMEHTAMH B PAMKaX
ANEKTPOHHBIX MH(POPMAIIMOHHBIX CUCTEM
JOKYMEHTHUPOBAHHBIX chep AeSITeTLHOCTH
OpTraHH3aIiH;

MOJIb30BATHCS CEPTUPUIMPOBAHHBIMU
ABTOMATH3WPOBAHHBIMU CUCTEMAMH
JOKYMEHTUPOBAHHBIX Cep ACITEITbHOCTU
OpTraHM3AIHH 10 YYETY, PETUCTPAIIMH, KOHTPOJITIO
nen (I0KyMEHTOB);

MOJIH30BaThCS HH(POPMAIIMOHHO-CITPABOYHBIMU
CUCTeMaMH JJOKYMEHTHUPOBAHHBIX c(ep
NeSATeTLHOCTH OpraHu3allnu;

BECTH CITPABOYHO-TIOMCKOBBIE CPEACTBA K
apXUBHBIM JIeJ1aM (JOKyMEHTaMm);

BECTH y4ET CTPaxoBOTO (OH/Ia APXUBHBIX JIET
(ITOKyMEHTOB);

MIPUMEHSITh HOPMATUBHBIC TTPABOBHIC AKTEHI,
JIOKaJIbHBIE HOPMATUBHBIEC aKThI OPTaHU3AIHH U
METOJIMICCKUE JIOKYMEHTHI B 00J1acTH yuéTa
ApPXUBHBIX J€1 (JIOKyMEHTOB);

BHOCHUTD MPEJIOKEHUS IO COBEPIICHCTBOBAHUIO
METOJIMYECKOT0 00ecrieueHUs Y4ETa pa3HbIX BUIOB
JIOKyMEHTOB B JJOKYMEHTHPOBAaHHBIX chepax
JEeSTEIIbHOCTH OPTaHU3aIUH.

3naHus:

HOPMAaTHUBHBIE IPaBOBBIE aKThl Poccuiickoit
®eneparun B cepe ATONPOU3BOICTBA U
apXUBHOTO JI€Na;

METOMYECKUE JOKYMEHTHI H HAllMOHATbHEIC
CTaHJApTHl B 00JIACTH yuéTa JOKYMEHTOB U
JTOKYMEHTHPOBAHHBIX Cep AeSITeTHbHOCTH
OpraHM3aLuH;

OTEYECTBEHHbIC U 3apyOeIKHbIE
CepTU(PHUIMPOBAHHBIE CUCTEMBI
aBTOMAaTH3MPOBAHHOIO Y4ETA APXUBHBIX J1€JT
(1OKyMEHTOB);

TpeOoBaHuUs K yU€TY 0c000 LIEHHBIX U YHUKAIbHBIX
apXMBHBIX JeJ (JOKYMEHTOB);

CPOKH BBITIOJTHEHUS paboT MO y4ETy apXUBHBIX A€
(mToKyMeHTOB);

o0IIKe MPUHLIUIIBI Y4€Ta U KOMIUIEKTOBAHUS JIE
(TOKYMEHTOB) OTPaHUYEHHOTO JOCTYIIA;

TpeOOBaHUs OXpaHbI TPY/IA.
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IK 2.3.
OcCyniecTBIsATh
XpaHEHUE apXUBHBIX
nen (TOKyMEHTOB)

C TIOCTOSTHHBIM
CPOKOM XpaHEHHS U
0 INYHOMY COCTaBY
B apXUBe
OpraHu3alun

Haspixkn

OCYIIECTBJICHUSA XPaHEHU apXUBHBIX JEII
(TOKYMEHTOB) C ITOCTOSTHHBIM CPOKOM XPaHCHUS U
110 JII/I‘-IHOMy COCTaBy B apane OpFaHI/ISaI_[I/II/I

Ymenus:

CHUCTEMAaTU3UPOBATH JieNa (JIOKYMEHTHI);
pa3MeniaTh apXuBHBIE Jeia (JOKYMEHThI) Ha MECTax
XpaHEHUs! B COOTBETCTBUU C HOPMATHUBHBIMU
TpeOOBaHUSAMH B 00JIaCTH apXUBHOTO Jejia U
yIpaBlIeHUsS TOKYMEHTaMH;

COOJIOIATh HOPMATHBHBIE PEKUMBI XPaHEHHUS
ApXUBHBIX eI (JOKYMEHTOB) Ha JIIOOBIX
HOCHTEJISX;

MIPOBONTH IPOBEPKY MOTHOTHI COCTaBa ApXUBHBIX
JIOKYMEHTOB B €IMHUIAX XPaHEHUS;

MIPOBOJIUTH ONMKMCAHUE APXUBHBIX /1] (JIOKYMEHTOB);
COCTaBIISITh CIIPABOYHO-TIONCKOBEIE CPEACTBA K
ApPXUBHBIM JIeJ1aM (JIOKYMEHTaM);

BECTH YUET U KOHTPOJIb BBIJAYN APXUBHBIX JIEJT
(IOKyMEHTOB) U3 apXUBOXPAHWIUIIA U UX
BO3BpATa;

BECTHU YUET U KOHTPOJIb IIEpeIau e
(1OKyMEHTOB)

B rOCYJJapCTBEHHBIN/MYHUIIUTIANBHBIN apXUB WU
Ha MHOE BHEIIHEE XpaHeHUe U mpuéma Jiei ¢
BHEIIHET0 XpaHEeHHUS;

MIPOBONTH MOJUCTHYIO MMPOBEPKY (PH3UIECKOTO
COCTOSTHUS J1e]1 (JOKYMEHTOB);

pa3bICKMBATh HEOOHAPYKEHHBIE JIeJIa (IOKYMEHTHI);
3aIUIIaTh HTHPOPMAITHOHHBIE PECYPCHI apXUBa OT
HECaHKIMOHUPOBAHHOTO JJOCTYTIA.

3Hanus:

HOPMAaTHUBHBIE ITPaBOBBIE aKThl Poccuiickoi
®enepanun B cepe ATONPOU3BOICTBA U
apXUBHOIO JIENa;

HOpMaTHBHBIE TPaBOBbIE akThl Poccuiickoit
®denepanuu B 061acTH HHGOpMAIIHH,
MH(POPMALIMOHHBIX TEXHOJIOTUH, 3aIlUThI
MH(POPMALIMH U IEPCOHATBHBIX JaHHBIX, IIU(PPOBOI
TpaHCpOpMaIHH;

HOpMaTHBHBIE ITPaBOBbIE aKkThl Poccuiickoii
®eneparun B 001acTH KOHPHUICHIMATHHOCTH
nHdopmManuu;

IIpaBWJIa XpaHEHUs €] (JOKYMEHTOB) B
COOTBETCTBUHM C UX THIIAMU;

opsAI0K (HOpMUPOBaHUSI JTOKYMEHTOB B
KOMIUIEKTBI, TPYIIIbI, TUIIBI;

TpeGoBaHuUsA K 0)OPMIIEHHUIO JOTOBOPOB Ha
pean3almio yCcIyr BHEIIHETO XpaHEHUS 1€
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(mToKyMeHTOB);

CPOKH BBITIOJTHEHHsI paboT;

TpeOOBaHMUS K yCTAaHOBJICHHBIM HOPMaM BBIPAOOTKH;
TpeOOBaHUS OXpaHbI TPY/A.

[IK 2.4.
OcyniecTBIATh
XpaHEHHue,
KOMILIEKTOBAaHUE,
y4€T U
UCIIOJIb30BaHUE el
(TOKYMEHTOB)
BPEMEHHOTO
XpaHEeHUs

Hasbiku

o0ecreyeHns XpaHeH!sl, KOMILJIEKTOBaHUs, yuéTa 1
WCIIOJIb30BaHUs i)l (IOKYMEHTOB) BpEMEHHOIO
XpaHEHUS

Ymenus:

OpraHU30BBIBATH U 00ECTICUNBATH XPAaHEHUE JIET
(IOKyMEHTOB) BpEMEHHOT'0 XpaHEHHsI OpPraHU3aINH
B TPAIUIIMOHHOM U B DJIEKTPOHHOM BH/IE;
KOHTPOJIMPOBATH pa3pabOTKy CTPYKTYPHBIMH
MOApa3ACICHUSIMHU OMTUCEN M aKTOB O BBIJICTICHUU HA
YHHUTOKEHHUE JIeT (IOKyMEHTOB) BPEMEHHOTO
XpaHEHUs B TPATUIIIOHHOM H B JICKTPOHHOM BHJIE;
(hopMHPOBATh CTUHUIIBI XPAHEHUS JOKYMEHTOB JIJIS
UX TOCJIEYIOIIET0 Pa3MElIeHHs B apX1Be
OpraHu3aIiy;

COCTaBJISITh CITPABOYHO-ITOMCKOBBIE CPENICTBA K
apXUBHBIM JIeaM (JIOKYMEHTaM);

OCYIIECTBIISATH MOUCK 1N (JOKYMEHTOR)
BPEMEHHOI'0 XpAaHEHUS B IPOIECCE UX XPAHEHUS B
CTPYKTYPHBIX HOJIpa3AeICHUSIX U apXUBE
OpraHu3aIiy;

OCYIIECTBIISITH METOJAMYECKOE PYKOBOJCTBO
opraHu3alueit XxpaHeHus el (JOKyMEHTOB)

B CTPYKTYPHBIX MOJIpa3AeICHUsIX OpraHu3alllH;
OKa3bIBaTh CTPYKTYPHBIM MOIpa3/IeNICHUsIM
MPAKTUYECKYIO TOMOIIb B OpTraHU3aI[UU XPAHEHUS
nen (TOKYMEHTOB);

paspabarbIBaTh CIIpaBOYHO-UH(GOPMAIIHOHHBIE
JIOKYMEHTBI TIO OpTaHU3aIH UCTIOIH30BaHUS JEIT
(IOKyMEHTOB) BPEMEHHOT'O XpaHEHUS B
CTPYKTYPHBIX ITOAPA3JICIICHASX U ApXHUBE
OpraHu3aIuy;

MIPOBOAUTD HKCIIEPTU3Y LIEHHOCTH eI
(1OKyMEHTOB) BpEMEHHOT'O XpaHEHMSI, IEPEAAHHBIX
B apXUB;

OTIPEIEIATh CPOKU XPAaHEHUS A€l (JIOKYMEHTOB)
BPEMEHHOTO XpaHEHUS;

obecrieunBaTh 3aMuUTy Je1 (JOKYMEHTOB)
BPEMEHHOTO XpaHEHHsI B OPTaHU3aIUU OT
HECaHKLIMOHUPOBAHHOTO JOCTYyTA WU
YHUYTOKCHUS;

MIPOBOANTH (HPU3MUECKOE YHUUTOXKEHUE JIe
(TOKyMEHTOB) BpEMEHHOTO XPaHEHHUSI C UCTEKITUMHU
CpPOKaMHU XpaHEHUs MOCJe COTJIaCOBAHUS CO
CTPYKTYPHBIMH TIOJIpa3ACIICHUSIMU OpraHU3aIHN;
oGopMIIATh YUETHBIE TOKYMEHTHI 00 YHUUITOXKCHHUH
nen (TOKyMEHTOB) BPEMEHHOTO XPaHEHUS C
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HUCTCKIIMMHU CPOKaMU XpaHCHHA COBMECTHO CO
CTPYKTYPHBIMHU IOAPA3ACIICHUAMU OPraHru3aliuu.

3nanus:

HOpPMaTHUBHBIE MPABOBBIE aKThl Poccuiickoi
®eneparun B cepe AeTONPOU3BOICTBA U
apXMBHOTO JIe1a;

HOPMAaTHUBHBIE IIPABOBbIE aKThl Poccuiickon
®enepanyun B 00JaCTH 3alUTHI IEPCOHATBHBIX
JTAHHBIX;

HOPMAaTHUBHBIE MPAaBOBbIE aKThl Poccuiickon
®eneparuu B 001aCTH KOHPHICHIIMATBHOCTH
uHbopMaInu;

METOANYECKUE TOKYMEHTBI ¥ HAlMOHAJIbHBIE
CTaHJApTHl B 00JIACTH JENONPOM3BOICTBA U
apXHUBHOTO JIeN1a;

METOHKA pa3paboTKH (POpM yUETHBIX IOKYMEHTOB
B TPAJMLIMOHHOM U B 3JIEKTPOHHOM BHJIE;
MpaBUJIa CUCTEMATU3AUH U KI1aCCU(PUKAIIIH
JOKyMEHTOB;

0COOEHHOCTH OpraHU3allly XPaHEHUS J1e
(1OKyMEHTOB) Ha pa3JIMYHbIX HOCUTEIISX;
KpUTEPUHU ONpeiesIeHuUs IEHHOCTH e
(IOKYMEHTOB) /1JIs1 JaJIbHEUILIET0 XPaHEeHUsI NN
YHUYTOKEHHUS;

TpeOOBaHUS K MPOLIECCAM YHUUTOXKEHUS
MH(POPMAIINHY B TPAJAULIMOHHOM H 3JIEKTPOHHOM
BUJIE;

TpeOOBaHUs OXpaHBI TPY/IA.

[K 2.5.
Ocy1iecTBIsITh
UCTIOJIb30BaHUE
APXUBHBIX JCIT
(TOKyMEHTOB), B TOM
YuCIIe C
UCIIOJIb30BaHUEM
ABTOMAaTU3UPOBAHHBIX
CHCTEM

HaBbiku

OCYIIIECTBJICHUS UCITOIb30BaHUS APXUBHBIX JIE]T
(IOKYMEHTOB), B TOM YHCJI€ C UCTIOJIb30BAHHEM
ABTOMATU3UPOBAHHBIX CUCTEM

Ymenus:

CUCTEeMaTHU3UPOBAThH U 0000IIATH CBEACHHUS O
COCTaBE U COJCPKAHNU apXUBHBIX JIET
(1OKyMEHTOB);

WCTIO0JIh30BaTh HH()OPMAIIHOHHBIE TEXHOJIOTHUH B
00JIaCTH CO3AaHMUs CIIPABOYHO-TIOMCKOBBIX CPEJICTB
apX¥Ba M JIOKYMEHTHUPOBAHHBIX c(ep AeATEIIbHOCTH
OpraHu3aIiy;

(hopMHPOBATH OCHOBHBIE M BCIOMOTaTE€IIbHBIC BU/IbI
ApPXUBHBIX CIPABOYHHKOB B JICKTPOHHOU (hopme;
MOATOTABIIUBATH HH()OPMAIIMOHHBIC TOKYMEHTHI 10
3aIrpocam IoJIb30BaTeICH Pa3IMYHbIX KaTerOpui.

3HaHus:

HOPMAaTHUBHBIE IIPaBOBbIE aKThl Poccuiickoit
®enepanun B chepe ATONPOU3BOACTBA;
HOPMAaTHUBHBIE TPaBOBbIE aKThl Poccuiickoit
®eneparuy B 006JaCTH 3alUTHI IEPCOHATBHBIX
JIAHHBIX;
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METOAMYECKUE TOKYMEHTHI B 00JIaCTH
WCTIOJIb30BAHUS U Iy OJIMKAIIMY apXUBHBIX JEIT
(1OKyMEHTOB);

cepTu(UIMPOBaHHBIC HHPOPMAITMOHHO-TIOUCKOBBIC
CHCTEMBI B 00JIACTH pa3padOTKU HAYYHO-
CIPAaBOYHOTO alnapara JOKyMEHTUPOBaHHBIX chep
JeSITeIbHOCTH OpPTaHU3aIH;

CPOKH BBHITIOTHEHHS pa0OT MO OpraHU3aIluu
WCTIOJTIb30BaHUS APXUBHBIX JIETT (JIOKYMEHTOB);
OpraHU3aIMOHHBIC PUHITUTIBI UCIIOJIb30BAHHUS
JOKYMEHTOB OIpaHHUYEHHOTO JIOCTYTIA;
TpeOOBaHUs K MOATOTOBKE aPXUBHBIX CIIPABOK U
BBINIMCOK U3 ApPXHUBHBIX IOKYMECHTOB;

TpeOOBaHUs OXPAHBI TPY/A.

OcBoenune BHUIOB
paboT 1o OTHOM WITH
HECKOJIbKUM
npodeccusim
paboumx,
JOJDKHOCTSIM
CITy’KaIux

[IK 3.1 HaBbiku

OpranusoBbIBaTh OCYIIECTBIICHUE JJOKYMEHTAIIHOHHOTO O0SCTICUCHUSI

pabory C | ympaBJeHHs C UCIIOJIb30BAHUEM MPOTPAMMHBIX

JIOKyMEHTaMH, CPEJICTB y4eTa, XpaHeHHsI, 00paOOTKH U MOUCKA

NPHHUMATh y4acTHUE B | JOKYMEHTOB

pa3paboTke VMeHnst

JIOKAJIbHBIX .

HODMATHBHBIX  aKTOB OpPraHU30BBIBATH BHEIPEHHUE aBTOMATHU3UPOBAHHOM

oprasmsai o | CHCTEMBI B ciyx6e JIOY (Texnuyeckoe 3agaHue,
noHsitue 0 CASE -TexHONorusx);

BOIIpOCaM

JOKyMEHTAIHOHHOTO paboTaTh ¢ ANEKTPOHHBIMU IOKYMEHTAMU;

oOecrieueHus SHAHMS:

YUpaBJICHUS HOpPMaTHBHBIE IPaBOBbIE aKThl Poccuiickoit
®denepanyn B chepe AeTONpon3BOICTBA;
HOPMAaTHUBHBIE [TPABOBBIE aKThl Poccuiickon
®denepanyu B 007aCTH 3aIIUTHI IEPCOHATBHBIX
JTAHHBIX;
METOJIMYCCKUE IOKYMEHTHI B 00JIaCTH
WCIOJIb30BaHUS U Iy OIMKAIIMK apXUBHBIX JIE]T
(1OKyMEHTOB);
3aKOHOAATETbHYI0 6a3y, OCHOBHBIE YTPO3bI
nH(pOpMaIMOHHOI 0€30MacHOCTH;
KOpHOpaTUBHbIE HH()OPMALIMOHHBIE CUCTEMBI,
ABTOMATU3HPOBAHHBIE IO CUCTEMaM
JOKYMEHTAIUH, B TOM YHCIIe KaJpoBOii, Oyxyydera;
MepCIeKTUBHBIC HAIIPaBJICHUS UH(DOpPMATU3AINH
JOVY u apxuBHOro J1€7a;

IIK 3.2 HaBbiku

OpraHu3oBHIBaTH OCYIIIECTBIICHUE TIOKYMEHTAIIMOHHOTO 00€CTICUCHUS

paboty 1o yIpaBIEHUS C UCIIOJIb30BAHUEM MTPOTPAMMHBIX

perucTpaiuu, yuery,
XpaHEHUIO U epeaye
B

COOTBETCTBYIOIINE

CTPYKTYpHBIC
HOJIpa3ieICHUs

CPEICTB y4eTa, XpaHeHUs, 00pabOTKH U MOUCKa
JTOKYMEHTOB

YMmenus

paboTaTh ¢ mpohecCHOHATLHO OPUECHTHPOBAHHBIM
MIpOrpaMMHBIM 00€CIIeueHUeM B 00JIacTH
AOKYMCHTAIIUOHHOT'O O6€CH€‘I€HI/I${ YHOpaBJICHUS,
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JIOKyMEHTOB HAXOJUTh HEOOXOAUMYIO HHPOPMAITHUIO,
TEKYIIEeTO MOJIH30BaTHCA HH(POPMAIIMOHHBIMU PECYPCAMU
JIEJIOTPOU3BO/ICTBA cetu MIHTepHETa B 001aCTH JOKYMEHTOBEACHUS U
aApXUBHOTO JIETIa;

HCIIOJIb30BaTh CETEBbIE IPOrPAMMHBIE U
TEXHUYECKHE CPEJICTBA B IPOPECCUOHATHLHOU
NesITebHOCTH;

3Hanus:

HOPMAaTHUBHBIE TPaBOBbIE aKThl Poccuiickoit
denepannu B cepe 1eT0NMpOU3BOJICTBA;
HOPMAaTHUBHBIE [TPABOBBIE aKThl Poccuiickon
®deneparnyu B 00JIaCTH 3aIIUTHI TEPCOHATBHBIX
JTAHHBIX

PBIHOK CITEIHATU3UPOBAHHOTO TIPUKIIATHOTO
nporpaMMHOro ooecrneyenus B oonactu 10V u
ApXHWBHOTO JieNa (aBTOMAaTHYECKHE CUCTEMBI
yTpaBJIEHUS IOKYMEHTaMH);

coBpeMeHHoe cocTostHre JIOY rocy1apcTBEHHBIX U
HEroCyJJapCTBEHHBIX YUPEKICHUH,
roCcy1apCTBCHHBIX, MYHUIUIIAJIIbHBIX U
HETOCYJAapCTBCHHBIX APpXHWBOB B o0acTu
pUMEHEHHU HH()OPMAITHOHHBIX TEXHOJIOTUN U
HCIIOJIb30BAaHUs CIELUAIN3UPOBAHHOTIO
MIPOrpaMMHOTO OOECIICUECHHUS;

5.Crpykrypa OIIOII

S.1. Y4eOHbIii IV1aH U KaJeHAAPHBIA rpadguk y4eOHOro npouecca
Pabounii y4yeOHBIN IUIaH, COCTABJICHHBIA MO LUKJIAM, BKJIIOYAeT MepeueHb IUCLUIUIMH,

MEXIUCIUTUTMHAPHBIX KYypCOB, MX TPYJOEMKOCTh W TOCIEAOBATEIHHOCTh W3YYCHHS, a TaKKe
pa3aensl IPaKkTHK.

VY4eOHbIl TIaH OMpenenseT NepeyeHb, OO0BEMBbI, MOCIEAOBATEIHHOCTh H3yUEHHUS IO
KypcaM y4eOHBIX MPEIMETOB, KypCOB, AUCUUIUIMH (MOMYJEH), BUABI YYEOHBIX 3aHATHUN, ITAIlbl
y4eOHOI 1 IPOU3BOJICTBEHHOM MTPAKTHK, BUABI TOCYIaPCTBEHHOW UTOTOBOM aTTECTAIIHH.

Y4eOHBI TIJIaH COCTOMT W3 TUTYJIBHOM 4YacTH, KajeHJapHOro rpaduka ydeOHOTro
npoliecca, rnjaaHa, MOsICHUTEbHOM 3aiCKH.

B tutynbHOM yacTu y4eOHOTO TUTaHA YKa3bIBAIOTCS: CBEACHUS 00 YTBEPKICHUU y4eOHOTO
TUIaHa; HaMMEHOBaHWE O0pa30BaTENbHOW OpraHW3alMy; KOJ W HAaUMEHOBAaHHE CIICIUAILHOCTH;
BHUJl TporpaMmbl; KBamudukanus, ¢opma o0OydeHHUs; HOPMATUBHBIA CPOK OOyYCHUS;
oOpa3oBaTenbHas 6a3a npuemMa Ha 0Oy4eHue.

O0bem o0s3aTenbHOM YacTH 6e3 ydeTa o0beMa rocylapCTBEHHOW MTOTOBOM aTTECTAIlHH
JIOJDKEH COCTaBJsATH He Oosiee 70 mpOIEHTOB OT OOIIEro odbemMa BPEMEHH, OTBEICHHOTO Ha

OocBOeHHE 00pa3oBaTeNnbHOM mNporpamMmbl. BapuatuBHas 4yacTh 00pa30BaTeIbHOW MPOrPaMMBbI
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o0beMoM He MeHee 30 HPOLIEHTOB OT 00LIEro obobeMa BPEMEHM, OTBEIACHHOIO Ha OCBOECHHE
oOpa3oBaTeNbHOW TporpaMMbl Ha 0a3e cpegHero ooOumiero oOpa3oBaHUs, AT BO3MOYKHOCTh
JANbHEHIIET0 Pa3BUTHS OOIMX M MPOQPECCHOHATIBHBIX KOMITETCHIINHN 3a CUET PACUIMPEHHs BUIOB
NeSITeTTbHOCTH, BBEACHUS JIOTIOMHHUTENBHBIX BHIIOB JIESATEIFHOCTH, a TaKKe MPOQecCHOHATBHBIX
KOMIIETEHIIMH, HEOOXOAMMBIX JUIsl oOOecrneueHHs KOHKYPEHTOCIIOCOOHOCTH BBITYCKHHKA B
COOTBETCTBUH C MOTPEOHOCTSIMH PETMOHAIBHOTO PHIHKA TPYyZa M BO3MOKHOCTSAMH MPOJOTKEHUS
oOpa3zoBanus. JIMCUMIUIMHBL, MEXKIMCUUIUIMHAPHBIE KypChl W TPO(ECcCHOHANTBHBIE MOJYTH
BapHaTUBHOHN YacTH onpeaessitoTces Komremkem.

KonnyectBo 3K3aMEHOB B IpoLecCe MPOMEXKYTOYHON aTTeCTalMM OOyYarolIUXcsi He
JOJKHO TIPEBBIIATh § 9K3aMEHOB B y4eOHOM rojy, a KoJm4decTBo 3adeToB - 10. B ykazanHoe
KOJIMYECTBO HE BXOIAT DK3aMEHBI M 3a4eThl M0 (U3NYECKOH KyIbType W (haKyIbTaTHBHBIM
y4eOHBIM KypcaM, JUCIHUIUIMHAM (MOIYJISIM).

[TosicHuTenpHast 3amucka y4eOHOrO IUIaHA COJCPKHUT CBEJCHMSA: O HOPMAaTUBHOW Oasze
peamuzaru OITOII o cnennanbHOCTH; 00 OpraHU3aK y4eOHOTO Ipoliecca U peKuMe 3aHATHIA;
0 pacripeieieHul 00beMa BpEMEHH, OTBEICHHOTO Ha BapHaTUBHYIO YacTh 1ukioB OITOIT.

VYueOHbII mJaH M KaleHAapHbIM TIpaduk ydyeOHOro mpolecca INpPEACTaBICHbl B
[punoxennn 1 x OIIOII mo cnenumansHoctd 46.02.01 «JlokymeHTanMoOHHOE oOecTeyeHue

YIIPaBJICHUS U apXUBOBEICHHE).

5.2. Pa0ouasi nporpaMMa BOCIIUTAHMA

PabGouast mporpamMma BocIUTaHMS  SIBISIETCS  OOSA3aTENBHOM  YacThIO  OCHOBHOM
npodeccuoHanbHOM 00pa30BaTeNIbHON MPOrpaMMbI CpeHEro MpohecCHOHaTLHOr0 00pa3oBaHUs
cpeaHero npodeccuoHanbHOTO 00pa3oBaHUS — MPOrpamMMbl IOJATOTOBKM  CIHEILHATUCTOB
cpeanero 3BeHa 1o crenuanbHocTH 46.02.01 «/lokymeHTanmonHoe o0ecrieueHne yrnpaBiieHUs
U apxuBoBeleHHE». Pabouas mnporpamma BocnUTaHUs pa3paboTaHa B COOTBETCTBUU C
®denepanbHbiM 3aKk0HOM «O0 00pazoBanuu B Poccuiickoit Deaepamum» ot 29.12.2012 Ne 273-D3
u benepaabHBIM roCy/1apCTBEHHBIM 00pa3oBaTeNbHBIM CTaHJapTOM CpeIHEro
npo(hecCHOHATEHOTO 00pa30BaHUs MTOIAHHON CIIeIIUATHHOCTH.

B nentpe paboueii mporpaMMbl BOCITUTAHUSI HAXOAUTCS IMIHOCTHOE U TPOPECCHOHATLHOE
pa3BUTHE O0YyYarOMIMXCS, MPUOOIIEHNE O0YyYaroUMXCs K KYJbTYpPHOMY HACJEeIUI0 U TPaaullUsM
MHOTOHAIIMOHANBHOTO Hapoaa Poccuiickoit ®exeparuy, mpaBuiIaM M HOpPMaM IIOBEIEHUS B
poccuiickoM obmiecTBe. B kauecTBe 3HAUMMBIX IMYHOCTHBIX PE3YJIbTaTOB MPUHATH MOPAJIbHbIE U
HPABCTBEHHbIE LIEHHOCTHU JIMYHOCTU: MATPUOTU3M, T'PaKJaHCTBEHHOCTb, NMPU3HAHUE CEMEHHBIX
LEHHOCTEH, COXpaHEHNUEe UCTOPUYECKOTO U KYJIbTYPHOI'O HAcCleIusi CTPAHbI, YBAKEHUE K MaMSATH
3anuTHUKOB OtTeuecTBa M monaBuram ['epoeB OtedecTBa, 3aKOHY W MPABOMOPSIKY, UYEIOBEKY
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TPyZAa U CTapuieMy IOKOJIEHUIO, B3aUMHOI'O yBa)K€HUs, OEPEXKHOro OTHOLIEHHS K OKpY’Karollen
cpezie ¥ K COOCTBEHHOMY 3/10pOBBIO.
PabGouas mnporpamma BocnuraHus npenactaBieHa B Ilpwnoxennn 2 k  OIIOII mo

crieninanbHOCTH 46.02.01 «JlokyMeHTanmoHHOe 00ecTieueHrne yIPABICHHS U apXHUBOBEICHUEY.

5.3. KanenpapHblii I1aH BOCIIUTATeIbHOM PadoThl

Kanengapuelii iaH BocuTaTeaIbHON paboOThl pa3paboTaH ¢ y4eTOM JOCTHKEHMS LENU U
3amad paboueil mporpaMMmbl BocmHTaHUs. KaneHmapHbI MiaH BKIIOYAET OTAEIbHBIE MOMYIH
(HampaBieHMs]) BOCHUTATENbHOM paboOThl C YKa3aHUEM CpPOKOB, II€JIEBOM ayJIUTOPUU U

OTBETCTBCHHEIX HCITOJTHUTEIICH.

Kanennapuslii mian BocnuraTenbHON padoThl npeacranieH B [pmnoxenun 3 k OITOII mo

cnenuanbHocT 46.02.01 «/lokymeHTannoHHOE o0ecrieueHre ypaBieHHsl U apXUBOBEICHHUE»

6. Pecypcnoe o6ecneuenne OIIOIT

OIIOII obecneunBaeTcsi y4eOHO-METOIUUECKONW JTOKYMEHTAIMEH MO BCEM AMCITUILUIMHAM,
MEXIUCIUIUTMHAPHBIM KypcaM | mpodeccruoHanbHbIM Moayssiv OITOIL

BueayauropHas pabota cOnpoBOXKIAETCS METOJUYECKUM 00ecriedYeHHneM U 000CHOBAaHUEM
pacuera BpeMEHHU, 3aTPauynBaeMOro Ha €€ BBIMOJIHEHHUE.

Peanuzanus OITOII obGecnieunBaeTcst JOCTYIIOM KaXkJI0To 00ydaromerocst K 6azam JaHHBIX
U 6ubMoTeyHbIM oHAAM, (HOPMUPYEMBIM 110 OTHOMY MEpeyHIo AUcHUIuH (Moayneit) OITOIT.
Bo Bpemsi camocTosTeNbHON NOArOTOBKM oOOydaromuecs o0ecrnedeHbl JOCTYyNOM K CeTH
Nurtepner.

Kaxnpiii oOydaromuiicss o0ecriedeH HE MEHee YeM OIHHM Y4eOHBIM MeYaTHBIM U (WJIH)
AIIEKTPOHHBIM U3aHUEM 10 KaXKA0H AUCIUILTNHE NMPO(HEeCCHOHAIBHOTO Y4eOHOTO KA U OJHUM
y4eOHO-METOIMYECKAM  TMEYaTHBIM W (WIM) OJIEKTPOHHBIM  H3JAHHEM 10  KaXKIAOMY
MEXIUCHUIUTMHAPHOMY Kypcy (BKJIIOYas AIEKTPOHHbBIE 0a3bl MEPUOANUECKUX U3TAHUIM).

bubnuoreunsiii (GOHJ yKOMIUIEKTOBaH MEYAaTHBIMH M (MJIM) SJEKTPOHHBIMH H3JIaHUSMH
OCHOBHOI M JOTIOJHUTEIBHOW yueOHOW JIUTEepaTyphl MO JTUCIUIUIMHAM BCEX LIMKIOB U MOJIYJIEH,
cooTBeTcTBYMOIIEM TpeboBanusm OITOII.

bubnuoreunsiii ¢oHg mMOMHMO y4yeOHOM JIMTepaTypbl BKJIOYaeT O(QUIMANbHBIE,
cpaBoyHO-OMOMMorpaduueckue W mepuoanyeckue wu3gaHusa. Kaxmomy oOydaromemycs
obecredeH JOCTYI K KOMIUIEKTaM OMOInoTeYHOTro PoHa.

AkazneMus TpeloCTaBiseT OOyYarolMMCA BO3MOXHOCTH — ONEpPAaTUBHOTO  OOMeHa

uHpopMaLuell ¢ IpyruMu 0Opa30BaTeNbHBIMU OpraHU3alMsIMU (YUPEXKIECHUSIMH) U JOCTYyH K
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COBPEMEHHBIM TpodeCCHOHATIbHBIM 0a3aM JaHHBIX W HH(DOPMAILIMOHHBIM pecypcaM CeTH
NurepHer.

Akanemusi pacrionaraeT MaTepHajIbHO-TEXHHUUECKOW 0a30i, oOecrnieunBaroleil NpoBeaeHNE
BCEX BHJIOB MPAKTHUYECKHX 3aHATUH, NUCIUIUIMHAPHOW, MEXIUCUUIUIMHAPHOW W MOJIYJIbHOMN
MOJATOTOBKH, y4eOHOW TMpaKTUKU, MPEAyCMOTPEHHBIX Y4YeOHBIM IUIaHOM. MaTepuaibHO-
TEeXHHUYECKas 0a3a COOTBETCTBYET ACHCTBYIOLIUM CAHUTAPHBIM U MPOTHBOIIOKAPHBIM HOPMaM.

[Ipy wHCHONB30BaHMM DJIEKTPOHHBIX U3MaHUM AkajneMus 00eCleurnBaeT KaxKJI0ro
obOyuaromerocss pabodyMM MECTOM B KOMIBIOTEPHOM KJIacCe€ B COOTBETCTBHH C OOBEMOM
M3y4aeMbIX JUCHUIUIMH. AKazemus obecriedeHa HEOOXOAMMBIM KOMIUIEKTOM JIHIIEH3HOHHOTO
MPOrPaMMHOTO O0eCTIeueHusI.

IlepeyeHns cnenMaabHBIX MOMeEIIEHU

KaGunersi:

COLIMAJIBHO-?)KOHOMUYECKUX U YIIPaBICHYECKUX TUCLMILIINH;

WHOCTPAHHOTO s3bIKA B MPO(EeCCUOHAIBHON 1eATeIbHOCTH; PYCCKOTO

SI3bIKA B MPO(ECCHOHATBHOMN JIEITeTLHOCTH; IPABOBOTO 00CCIICUSHUS

poeCCUOHAIBHON ACSITEIPHOCTH; TOKYMEHTAIIMOHHOTO 00eCIeueHus

yIIpaBJICHUS;

apXUBOBEICHUS;

podecCHOHATEHOM ATUKU U OCHOB JIEJIOBOTO OOIICHHST; OpraHU3aI[ul

CEKpPEeTapCKOro 00CIyKUBaHNUS,

0€30MMacCHOCTH KU3HEIEATEIbHOCTH;

METOIUYECKHH.

JlabopaTopuu:
KOMITBIOTEPHOIH 00pabOTKH IOKYMEHTOB;

MH(POPMALIMOHHBIX U KOMMYHUKAITHOHHBIX TEXHOJIOTHIA;
apXUBHOTO JIENa;

opranuzaiuu paboTsl ¢ JOKYMEHTaMU;

CHCTEM 3JIEKTPOHHOTO IOKYMEHTO000POTa;

yueOHasl KaHIeJApHUsL.

CrnopTHBHBIH KOMILIEKC. 3a/bI:
— OnOMHMoTeKa, YNTATBHBIN 3aJ1 C BBIXOJIOM B HHTEPHET;
— aKTOBKIN 3aI1; U

Ap.
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OcHaleHre KaOMHETOB

Kaowuner «COHH&J’ILHO-SKOHOMI/ILIGCKI/IX U YIIPABICHYCCKUX JUCHUIIINHY).

HaunmenoBanue o00pya0BaHus

Texunueckoe
OIHUCcaHue

I Cieunanu3upoBanHas Medesb U CHCTEMbI XPaHEHUS

OcHoBHoOe 000py10BaHHe

pabourie  CTOM ®W CTYlI 1O  KOJIMYECTBY
00yJaromuxcs

pa60qee MCCTO IIPCIIoaaBaTCIIA

II Texnu4eckne cpeacTaa

OcHoBHOe 000pyI0BaHHE

IIepcoHaIbHBIN KOMITBIOTED

IIpunrep

IIpoexTop

HHTepaKTI/IBHaﬂ IMpucTaBKa K JO0CKC W
MHTCPAKTHUBHAA JOCKaA

111 JemoHcTpanMOHHBIE y4eOHO-HATISIAHbIE TOCOOUSI

Kabunet «MHOCTpaHHOTO s13bIKA B MPO(HECCUOHATBLHOM JIEATEIIHBHOCTI

HaumenoBanue o60pyaoBaHus

Texuunueckoe
OIICaHue

I Cnennanim3upoBanHasi Medesib U CUCTEMbI XPaHEHUS

OcHoBHOe 000pyI0BaHMe

paboure  CTOM ®W CTYJI 1O  KOJMYECTBY
00yYaIoImuxcs

pa6oqee MCCTO IIPCIIoaaBaTCIIA

II TexHu4eckne cpeacTaa

OcHOBHOE 000pyI0BaHME

IIEPCOHAJIBHBIN KOMITBIOTED

IIPUHTEP

MIPOEKTOP

HHTCPAKTUBHAA IMpucTaBKa K JOCKC 501058
MHTCPAKTHUBHAA JOCKaA

111 JemoncTpaunoHHbIEe y4eOHO-HATISIAHbIE TOCOOUSI

Kabunet «Pycckoro si3bika B mpohecCHOHATBHOM e TEITBHOCTI

HaumenoBanue o00py0BaHus

Texuunueckoe
OIICaHue

I CﬂelIHaJIH3P[p0BaHHaH Me0eJIb H CHCTEMBI XpaHCHUA
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OcHoBHOe 000py/10BaHME

pabouue CTOIT HU CTyA TO  KOJHYECTBY
00yJaromuxcs

pabodee MeCTo MmpernoaBaTesis

II Texnuveckue cpeacrea

OcHoBHOe 000py10BaHHE

HCpCOHaHBHLIfI KOMIIBIOTEP

IIPUHTEP

IPOEKTOP

HWHTCPAKTUBHAA pucTaBKa K Jd0CKC nin
HHTCPAKTHBHAA JOCKa

III leMoHCcTpaniuOHHBIE YUeOHO-HATJISIHbIE IOCOOMSI

Kabunet «IIpaBoBoro obecrieueHus mpodeccHoHaIbHOM AeTEIIEHOCTI.

HaunmenoBanue o00pyaoBaHus

Texuunueckoe
OIUCaHue

I CnenmanusnpoBanHas MeOeJib M CHCTEMbI XPAHECHHS

OcHoBHOe 000opy/10BaHHE

paboure CTOTI W CTyl 1O  KOJHYECTBY
00yYaroImuxcs

pa60qee MCCTO IIPCIIoaaBaTCIIA

II TexHu4eckne cpeacTaa

OcHoBHOe 000py0BaHME

IIEPCOHAJIBHBIN KOMITBIOTED

IIPUHTEP

IIPOEKTOP

HHTCPAKTUBHAA MMpucTaBKa K JTOCKC 501058
HMHTCPAKTHBHAA JOCKaA

111 IlemoHCcTpauMOHHBIE y4eOHO-HATISIAHbIE TOCO0OUSI

Kabuner «/lokyMeHTalMOHHOTO 00eCTIeUeHHS YITPABICHUS

HaumenoBanue 000pyaoBaHust

Texunueckoe
OIMCaHue

I Cieunanu3upoBanHas Medesib U CHCTEMbI XPAaHEHHA

OcHoBHOe 000pyA0OBaHHE

paboune CTOIT HU CTydl TIO  KOJHYECTBY

00yJaromuxcs

pabodee MeCTO IpernoaBaTess

CHCTEMBI XpaHEeHUs el B y4eOHOI
KaHIEISIPUI

II Texnuveckue cpeacraa

OcHoBHOe 000py10BaHHE
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HepCOHaHLHBIﬁ KOMIIBIOTEP

npuHTep/ MOY

ckanep/MOY

KOIMPOBAILHBIN anmapat/MDVY

MPOEKTOP

MHTEPaKTUBHAS IpucTaBKa K JIOCKE  WIH

HHTCPAKTHBHAA JOCKa

III leMmoHcTpaniuOHHBIE YUeOHO-HATJISIHbIE IOCOOHS

KaOunet « Apx1BOBEIECHUSAY.

HaumenoBanue 000pyaoBaHus

Texunueckoe
OIHUCaHue

I CieunanusupoBanHas Medesib M CHCTEMbI XpaHEHUs

OcHoBHOe 000py10BaHHE

pabouue CTOJIT U CTyd 1O  KOJHYECTBY
00yJaromuxcs

pabouee MeCTO MpenoaBaTes

apXUBHBIE MIKADbI

0(UCHBIE CTEIUTAXKHU

II Texnuveckue cpeacrea

OcHoBHOe 000py1I0BaHKE

HepCOHaJ'IBHHﬁ KOMIIBKOTEPD

npuHTep/MOY

ckanep/MOY

KOMUPOBaJbHbIN anmapat/MOVY

POEKTOP

HHTCPAKTUBHAA IMpucTaBKa K JOCKC nin
HHTCPAKTHBHAA JOCKaA

I1I lemoHcTpaiuoHHbIe Y4eOHO-HATJISAIHbIE TOCOOUS

Kabunet «IIpodheccrnonanbHO# STUKH U OCHOB JICJIOBOTO OOIIICHUS.

HaumenoBanue 060py10BaHHS

Texuunueckoe
OInHucaHue

I Cl'lelll/laﬂl/l3l/lp0BaHHaﬂ Me0eJIb U CHCTEMBI XpaHCHUSA

OcHoBHOe 000pyI0BaHHE

paboune CTOJI HM CTYyA TIO0  KOJHYECTBY
00yyJaromuxcs

pa60qee MCCTO IPCIIoaaBaTCIIA

II Texnuveckue cpeacraa

OcHoBHOe 000py10BaHME

IIEPCOHAJIBHBIN KOMITBIOTED

IIPUHTEP
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POEKTOP

HHTCPAKTUBHAA IMpucCTaBKa K JOCKC W

HMHTCPpAKTHBHAA JOCKaA

I1I lemoHcTpaiuoHHbIe y4eOHO-HATJIAIHbIE TOCOOUS

Kabunet «Opranusanum ceKkpeTapcKoro 00CIyKUBaHUD.

HaumenoBanue 000pya0BaHus

Texauueckoe
OIMCaHUE

I Cneuuaﬂmupm;anﬂaﬂ Me0eJIb H CHCTEMBI XPpaHCHUSA

OcHoBHOe 000pyI0BaHHE

pabourie  CTOM W CTYlI 1O  KOJMYECTBY
00yJarOIIMXCs

pa60qee MCCTO IIPCIIOaaBaTCIIA

CUCTEMBI XpaHeHus Jel B y4eOHOI
KaHLEISIPUH

II Texnuveckue cpeacrea

OcHoBHOe 000py10BaHHE

HCpCOHaHBHLIfI KOMIIBIOTEP

npuntep/MOY

ckaHep/MOY

KOMUPOBaIbHbIN anmapat/MOVY

MIPOEKTOP

HHTCPAKTUBHAA MMpucTaBKa K JOCKE 50058
MHTCPAKTHUBHAA JOCKA

I1I lemoHcTpaninoOHHBIE Y4eOHO-HATJIAAHbIE TOCOOHS

Kabuner «be3zomacnoctu KUBHCOACATCIbHOCTH).

HaumenoBanue 000py10BaHHSA

Texanueckoe
OIMCaHue

I Cﬂelll/laﬂl/l3l/lp0BaHHaﬂ Me0eJIb H CHCTEMBI XPpaHCHUSA

OcHoBHOe 000py10BaHHE

paboure  CTOM W CTYJl 1O  KOJIMYECTBY
00yYaIOIINXCS

pabodee MeCTo MmpernoaBarTelis

nporusoras I'TI-7

pecniupatop P-2

3aIUTHBI KOocTIOM JI-1

0O0IEBOMCKOBOM 3aIllUTHBIN KOCTIOM
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00I111€BOMCKOBOM npudop XUMHUYECKOU
pa3BeKU

KOMITIaC-a3uMyT

HHAWUKATOP PaJUOAKTUBHOCTH

WH/IUBUyaJIbHbBIN NIEPEBA30YHbII MaKeT
NIIII-1

KIyT KpOBOOCTaHaBJII/IBaIOH_II/Iﬁ

anTeuka uHAuBUAYyanbHas 1. AU-2

KOMIIJICKT HpOTHBOO)KOl"OBBIfI

WHJIMBHU Yy aJIbHBII MPOTUBOXUMHUYECKUI
maket UIITI-11

CyMKa CaHUTapHas JUIs OKa3aHWS TEPBOW IMOMOIIA
noapazzaenenusm cuit ['O (mpuka3 Ne 611 ot 08.02.2013)

HOCHJIKHU IIIalICBbIC

TpeHaXKEP-MAHEKEH B3pOCIOTO
noctpanasiiero «Anekcanap-2-0.1» (ronoa, Topc) (wim ero
aHanor) i OoTpaOOTKM TPUEMOB  CEPACYHO-IErOYHOM

peaHuMaIun (co
CBETO3BYKOBBIM HHAUKATOPOM)

CTEH/-YTOJIOK MapKepHbIii «TexHuka 0e30MacHOCTH.
VYcrpoiictBo, cOopka u pa3dopka asromara AK-74.

Hopmatusbi»

CTEH]T «IIpubopsr paauanroOHHON u
XHMHYECKON pa3BeaK»

MakeT  aBTOMara Kanamankosa (c6bopHo-
pa300PHbII)

y4e0HO-TPEHUPOBOYHBIN KOMILJIEKC OTHEBOM

noarotoBku Ctpenen-1/AK (maccorabaputHbiii Mmaker AK)
WK €r0 aHAJIOT

CTEH/I «Opranu3aiuoHHas CTPYKTypa
Boopyx&énnnix cun Poccuiickoit @enepaniumny

CTEHI «CpenctBa WHJMBHU Ty aJIbHOMN u
TPYIIIOBOM 3aIIUTHD)

creny «CpeacTBa 3aliiuThl OPTaHOB JbIXaHUS
(MHIUBUAYAIIBHBIE CPEICTBA 3AIUTHI))

CTeHIl «YcCTaBbl. 3aKOH BOCHHOH CITy>KOBI.
Boennas npucsra»

MAarHUTHO-MapKepHas JIOCKa «Maketbl
yOEKUII U MPOCTEUIINX YKPBITUN» C KOMILIEKTOM
(honuii ¥ TEeMaTHYECKIX MarHUTOB
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II TexHuyeckue cpeacTBa

OcHoBHOe 000py10BaHHE

HCpCOHaHBHLIfI KOMIIBIOTEP

MIPUHTED

HPOEKTOP

HHTCPAKTUBHAA IMpucTaBKa K JTOCKC njim

MHTCPAKTHUBHAA JOCKaA

111 lemoHCcTpaninoHHBIE y4eOHO-HATJISIHbIE TOCOOHS

Kabunet «MeToandyeckuiny.

T
HaunmenoBanue 060pyaoBanus CXHHUYCCKOC

OIMMCAaHUC

I Cnnennanu3upoBanHasi MeOesib U CUCTEMbI XPaHEHUS

OcHoBHOe 000py1I0BaHNe

pa60qee MCCTO II0 KOJIMYECTBY METOAMCTOB

CHCTEMBI XpaHCHUA y‘Ie6HO-MCTO}II/IquKOI\/’I
JOKYMCHTAIIHN

II Texnuyeckue cpeacrea

OcHoBHOe 000py10BaHHE

npuaTep/MOY

ckaHep/MOY

KOIIMPOBAIIbHBIH anmapat/MDVY

111 JemoHcTpanMOHHBIE y4eOHO-HATISIAHbIE TOCOOUSI

OcHalieHre NOMEIIEHNH, 3a/1IeICTBOBAaHHBIX ITPU OPTaHU3aLUN CAMOCTOSTENBHON 1

BOCIIUTATEIbHOU PabOTHI.

Kabuner <<BI/I6J'II/IOTGK21, YHUTaJIbHBIN 34l C BEIXOJIOM B HHTCPHCT»

TexHuueck
HaumenoBanue 000py10BaHHSA © cekoe

OIIKMCAaHuC

I OcHoBHOE 000pyI0BaHMe

pabouee MecTo OubIHOTEKAPS

CTeITaXH OMOTMOTEYHBIE JITsI XPAHCHHS

CTEJUIAXKHU ONOIMOTEYHBIE
JIEMOHCTPAITMOHHBIC

pabourie CTOJIBI U CTYJIbsS JUIsl 00yUYarOIIMXCs

II Texuuueckue cpeacTBa (npu HeobxoouMocmu)

OcHoBHOe 000py10BaHHE

MEePCOHANBHBIN KOMIIbIOTEp (paboyee MecTo

OoubauoTekaps)
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MIEPCOHAIILHBIC KOMITBIOTEPBI JUIS
00yYaIOIUXCs

npuntep/MOY

ckanep/MOY

KOIMPOBAIBHBIH anmapat/MDVY

IIPOEKTOP

HHTCPAKTUBHAA IMpucTaBKa K JOCKC njimn
HMHTCpAKTHBHAA JOCKa

JOCTYII K QJICKTPOHHBIM OMOINOTEYHBIM
CHUCTCMaM

OcHnatenue naboparopuit

Jlaboparopust «KommnproTepHO#t 00pabOTKH TOKYMEHTOBY.

HaumenoBanue o00pyaoBaHust

TexHuueckoe
OIHCaHUE

1.OcHoBHOE 000pynOBaHHE

paboune CTON W CTYJI 1O  KOJIMYECTBY
00yYaIOIMXCs

pabodee MeCTO TpernoaBaTens

MapKepHasl J0CKa

II Texnuveckue cpeacrea

OcHoBHOe 000py10BaHME

IIEPCOHAJIBHBIN KOMITBIOTED

npuHTep/ MOY

ckanep/MOY

KOIMUPOBAIBHBIN anmapat/ MOV

MIPOEKTOP

WHTEPAKTHBHAS NpucTaBka K JIOCKE WM

HMHTCPAKTHUBHAA JOCKA

YHUYTOXKUTEIH OyMaru

JlaGopaTopus « MTHPOPMALIMOHHBIX U KOMMYHHUKALIMOHHBIX TEXHOJIOT U,

HaumenoBanue o60pyoBaHust

Texanueckoe
OIMCaHUe

I OcHoBHOe 000pyI0BaHMNe

pabourie CTON U CTYJ] MO KOJUYECTBY OOYyYaroIIUXCs
OCHAIIIEHHbIE KOMIIBIOTEPHBIMU CTOJAMH U CTYIIbS

pa6oqee MECCTO IIperiogaBaTeisd

II Texnuveckue cpeacrea

OcHoBHOe 000py/10BaHME
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NEepCOHANBHBIA KOMIIBIOTEP Ha Kaxjgoe pabouee
MECTO:

c YCTaHOBJICHHBIM MpOrpaMMHBIM
obecrieueHreM: oTiepanuoHHas cucTeMma,
aHTUBUPYCHAas ~ MpOTrpaMMa,  TEKCTOBBIM,  TaOIUYHBIN
penakrop, CYBJI, nporpamMmma ajis co3AaHus MPE3CHTALINM,
[MepconanbHbIil MHGOPMAIMOHHBIN MEHEIKEP ¢ QYHKIHIMHU
HOYTOBOTO KiMeHTa ¥ Groupware, apXHBaTOPbI, TIPOrPAMMBI
CKaHWPOBaHMUs, KOHBEPTHPOBAHHUS (aiijioB,

C JOCTylOM B TJOOAlIbHYIO CE€Th HMHTEPHET, B
JOKAJIBHYIO CETh Y4YeOHOro 3aBeleHHs, B CIIPABOYHO-
NPaBOBYIO CHUCTEMY M JJIEKTPOHHO-OMOIIMOTEYHYIO CUCTEMY

npuHTep/ MOY

ckanep/MOY

KOIMUPOBaILHBIN anmapat/MOVY

MIPOEKTOP

I/IHTepaKTI/IBHaSI MMpUCTaBKa K JOCKC WIN
MHTCPAKTHUBHAA JOCKaA

111 lemoHCcTpaninoHHBIE y4eOHO-HATJISAIHbIE TOCOOH

Jlaboparopust «ApXHBHOTO J€TIay.

HaumenoBanue 060pyoBaHus

Texauueckoe
OIMCAaHUE

I OcHoBHOE 000pyn0OBaHHE

paboune CTON W CTYJI 1O  KOJIMYECTBY
00yYaIOIUXCs

pa6oqee MCCTO IIPCIIoaaBaTCIAd

apXUBHBIC MIKADbI

0(UCHBIE CTEIUTAXKHU

MapKepHas 10CKa

YHUYTOXKUTEIb TOKYMEHTOB (LIpenep),

WHCTPYMEHTBI U MaTepHallbl AJisi MPOILIUBKU
JIOKYMEHTOB (MEXaHHUECKHE U PYIHBIC):

MIPOLIMBHOE YCTPONUCTBO

JABbIPOKOJIBI HA IBA U YCTBIPC IIPOKOJIa

IIKXJIO0 IO KOJIUYECCTBY o6yqaloumxc;1

UTJIa 0 KOJINYECTBY O0YUaIOIINUXCSI

KapTOH «apXuBHbIN cTanaapT 230x320 MM ¢
OMTOBKOM (mo nwHMM ~ cruba) 1O  KOJIHYECTBY
00yJaroIMxCst

HUTb IJI1 MMOAIIMBKH AJOKYMCHTOB JIaBCAHO-

LITAreIbHbIC JII-210 110 KOJIM4ECTBY
00YJarOIIHNXCS
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4 | ciipaBok, KONHil ¥ BBIMHCOK (OTMETKA O 3aBEPEHHH KOIHH

JIOKYMEHTOB, ImTamIl «Komusy);

neyatb MW MTaMIbl OJId 3aBCPCHUA  APXHUBHBIX

II TexHu4eckne cpeacTaa

OcHoBHOe 000py10BaHME

peanu3yromuil GyHKIUN apXyuBa OpraHu3aIig;
C JOCTYNIOM B TJIOOANIbHYIO CETh HMHTEpPHET,

MEPCOHANBHBIN KOMIBIOTEp Ha Kaxjaoe pabouee

MECTO C YCTAHOBJIEHHBIM IPOrPAaMMHBIM OO€CIIeUeHHEM:
oTepalvoHHas cucrema,

AHTUBUPYCHAs IIporpaMma, TEKCTOBBIH, cucrema
3MEKTPOHHOIO JTIOKyMEHTO000pOTa, MPOrpaMMHBINA MPOIYKT,

B
JOKaJbHYIO CeTh Yy4eOHOTO 3aBeleHHs, B CIPAaBOYHO-
MIPABOBYIO CUCTEMY U JIEKTPOHHO- OUOIHMOTEUHYIO CUCTEMY

HMHTCpAKTHBHAA JOCKaA

npuntep/MOY

ckanep/MOY

KONHMPOBaJIbHBIN anmapat/M®DVY

MIPOEKTOP

MHTEPaKTUBHAS NpucTaBka K JIOCKE WM

JlonosiHUTEILHOE 000PYAOBAHME

111 lemoHCcTpaninoHHbIe y4eOHO-HATJISIHbIE TOCOOM

JlaGopaTopus «Opranuszanuu padoTsl ¢ JOKYMEHTaMI»

HaunmenoBanue 060pyaoBaHus

Texunueckoe
OIHMcCaHue

I OcHoBHOE 000pyI0BaHUE

paboumne MecTa 00yJarOHXCS

pabodee MeCTo MpenoaaBaTesis

O(UCHBIE CTEIUIAXKH

MO TEMHO-TIOBOPOTHOE KpecIo
KOJIMYECTBY O0yUAFOIIMXCS

110

OyMaroyHU4TOKUTEIb

OymaropesaTesbHOe yCTPOHCTBO

JlamunaTop

OporiropaTop

KOHBCPTOBCKPLIBATCIIb

KaHIEJIAPCKUE neyatd  (OTTUCK  TI€YaTH)
0 | wrammosr s 00pabOTKH JOKYMEHTOB (OTMETKa O

u

MOCTYIUICHUH, OTMETKA O KOHTPOJIE)

1 o6yqa10umxc;1 B COOTBETCTBHH

UHGPACTPYKTYPHBIM JTHCTOM

Majiasa KaHICIIApHUA 110 KOJIMYCCTBY

C
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II TexHu4eckne cpeacTaa

OcHoBHOe 000py1I0BaHKe

NEPCOHAIBHBIM KOMIBIOTEp Ha Kaxjaoe paboudee
MECTO: C AOCTYIOM K JIOKaJIbHOW CeTH Yy4eOHOIo 3aBe/IeHus,
IJ100aJbHOM CEeTH UHTEPHET, CIIPAaBOYHO- IIPABOBOM CHCTEME,
JJIEKTPOHHBIM ~ OMOJIMOTEUHBIM CHCTEMaM; MPOTPaMMHOE
oOecrnieyeHne: TeKCTOBBINM, TAOINYHBIN PelakTop, IporpaMma

CO3J1aHUs MIPE3CHTALIN, CYB/, MEePCOHAIBHBIN
WH()OPMAIIMOHHBIN MEHEHKEp ¢ (PYHKIUSAMU TOYTOBOTO
KJIHEHTAa u Groupware, cucTeMa 3JIEKTPOHHOT'O

JIOKYMEHTO000pOTa, apXUBaTOp, IPOrpaMMbl CKaHUPOBAHUS
U KOHBEPTUPOBAaHUS JIOKYMEHTOB, IPOTPaMMBbl  JUIS
MOJITOTOBKH TOKYMEHTOB K IIepeiaue B apXuB.

npuntep/MOY

ckaHep/MOY

KONMPOBAJIbHBIN anmapat/MDdVY

MHOTO(YHKIIHOHAJIBHOE YCTPOMCTBO Moy
(npuHTEp, CKaHEp, KOIUP, CPEJICTBA CBSA3H)

[Ipoexrop

MHTEpPaKTUBHAS IpUCTaBKa K JIOCKE  WIHI

HMHTCPAKTHBHAA JOCKaA

I1I lemoHcTpalinoHHbIE Y4eOHO-HATJIAAHbIEe TOCOOUS

JlaGopaTopus «Cuctem 371eKTPOHHOTO JOKYMEHTO000POTay.

HaumenoBanue o60pyoBaHust

Texunueckoe

OIIMCaHUC

I OcHoBHOe 000py10BaHMe

paboune MecTa 00yJarouuXCs

pabodee MeCTo MmpernoiaBarels

MOABEMHO-TIIOBOPOTHOC KPECJIO 110

KOJIMYCCTBY o6yqa}oumxc;1

6YMaFOYHI/I‘~ITO)KI/ITeJ'H>

OyMmaropesaTelbHOE YCTPOICTBO

Jlamunarop

Oporroparop

KOHBEPTOBCKPBIBATEIb
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KaHLIEISIPCKUE neyatd  (OTTUCK  [€4aTtd) U
MITAMIIBI 1711 00pabOTKH JOKYMEHTOB (OTMETKa O

MOCTYIJIEHUH, OTMETKA O KOHTPOJIE)

Manast KaHIensipys Mo KOJIUYeCTBY 00y4aronuxcs B

COOTBETCTBUH C UH(PACTPYKTYPHBIM JIUCTOM

II Texnuveckue cpeacrea

OcHoBHOe 000pyI0BaHME

MEPCOHANBHBIN KOMIBIOTEp Ha Kaxaoe pabouee
MECTO: C JIOCTYIIOM K JIOKQJIbHOM ceTH yuyeOHOro 3aBeJeHUS,
r7100aIbHOM CeTH MHTEPHET, CPAaBOYHO- MPABOBOIl CHUCTEME,
JNIEKTPOHHBIM ~OMOIMOTEYHBIM CHCTEMaM; IPOrPaMMHOE
obecrieueHne: TeKCTOBBIN, TAOJUYHBIN peaKTop, IporpaMma
CcO3JaHus MIPE3CHTALINH, CYB/, MepCOHATbHBIN
UHGOPMALIMOHHBIM MeHekep C (QYHKIUSAMH OYTOBOTO
kaueHta  u Groupware,  cucTeMa  3JEKTPOHHOIO
JIOKYMEHTO000pOTa, apXUBaTOp, MPOrpaMMbl CKaHHUPOBAHUS
U KOHBEPTUPOBAHUS JIOKYMEHTOB, MPOrPaMMBI TUIS

IOoATOTOBKH JOKYMCHTOB K IICpEAavC B apXuUB

npuntep/MOY

ckanep/MOY

KOMupoBaJbHbIN anmapat/MOVY

MHOTO()YHKIIMOHATBHOE YCTPOWCTBO Moy

(mpuHTEp, CKaHep, KOMHP, CPEICTBA CBS3H)

[IpoekTop

HHTCPAKTUBHAaA IMpucTaBKa K JOCKE NI

HWHTCPAaKTUBHAA NOCKa

III lemoHcTpaninoHHBIE Y4eOHO-HATJISAIHbIE TOCOOH

Jlaboparopust «YueOHast KaHIEISAPHSI.

HaunmenoBanue 060pyaoBanus

Texuunueckoe
OIHCcaHue

I OcHoBHOe 000pyIOBaHMe

pabourie MecTa 00yJaroIuXxcs

39




pabouee MecTo MperoaaBaTes

I0TbEMHO-ITOBOPOTHOE Kpecio o
KOJIMYECTBY O00YYarOIIMXCs

6yMar OYHHUYTOXUTCIIb

OyMaropesaTelbHOE YCTPOICTBO

Jlamunarop

BpourtopaTop

KOHBEPTOBCKPHIBATEIb

KaHLEISpCKUE TMeyaTH (OTTUCK Ie4YaTH) U IITaMIIbl
Uit 00pabOTKH JIOKYMEHTOB (OTMETKa O IOCTYIUIEHUH,
OTMETKa 0 KOHTPOJIC)

MaJiasi KaHIEISIPUS 1o KOJINYECTBY
0 | obyuarommuxcs B COOTBETCTBUU c
UHPPACTPYKTYPHBIM JTHCTOM

II Texnuveckue cpeacraa

NEPCOHANBHBI KOMIBIOTEP Ha Kaxaoe pabouee
MECTO: C JIOCTYIIOM K JIOKQJIbHOM ceTH y4eOHOTo 3aBeAeHMUS,
r7100aIbHOM CeTH MHTEPHET, CPABOYHO- MPABOBOI CHUCTEME,
JNEKTPOHHBIM OMOIMOTEYHBIM CHUCTEMaM; IPOrpaMMHOE
o0ecrieyeHue: TEKCTOBBIH, TaOIUYHBIN penaxrop,
nporpamma cosnianus npesenrauuii, CY b/, nepconanbHbIi

MH(OPMALIMOHHBIA MeHeKep € (QYHKUUAMU [OYTOBOTO
ximeHta u QGroupware,  cuCTeMa  3JIEKTPOHHOIO
JIOKYMEHTO000pOTa, apXUBaTOp, MPOrpaMMbl CKAHUPOBAHUS
U KOHBEPTUPOBAHMs JIOKyMEHTOB, IPOTrpaMMbl  JUIS
IIOATOTOBKM JIOKYMEHTOB K II€pe/iaue B apXUB

npuntep/MOY

ckanep/MOY

KOnupoBajbHbIN annapat/MOVY

MHOTO(YHKITMOHATILHOE YCTPOUCTBO Moy
(mpuHTEp, CKaHEP, KOIUP, CPEACTBA CBSI3H)

(baKkCUMHITBHBIHN anmapar

muHu-ATC

[TpoekTop

HHTCPAKTUBHAA MpucTaBKa K JOCKC nin
MHTCPAKTHUBHAA JOCKaA

I1I lemoHCcTpalinOHHBIE Y4eOHO-HATJISAIHbIE TOCOOH

OcHamenue 0a3 IpakTHK

Peanuzanus oOpa3oBaTeNbHONW MpOrpamMMbl MHperonaraeT 00s3aTelnbHyI0 y4eOHYI0 |
NPOM3BOJICTBEHHYIO IPAKTHKY.

VYyebHas mpakTUKa peanusyercs B jabopaTopusx npodeccruoHambHON 00pa3oBaTeIbHOMN
OpraHu3aii ¥ TpeOyeT HaIu4us OOOpYJIOBaHUS, WHCTPYMEHTOB, PACXOJHBIX MAaTEpPHajoOB,
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00eCTeunBalOIIMX BBIMOJHEHHE BCEX BHIOB PAa0OT, OMPENEICHHBIX COJEPKAHHEM IPOrpaMM
npoecCHOHANBHBIX ~ MOJYJIEH, OTBEYAIOIIEro MOTPEOHOCTAM OTpacid U TpeOOBaHUSAM
paboToaaTeei.

[Tpon3BojCTBEHHAsT NpPaKTUKAa pealu3yeTcs B OpraHu3alusax Jio0oro mpoduis,
o0ecreunBarOImUX  JEATENIbHOCTh  oOyuarommxcsi B mpodeccHoHanbHOW — obOjactu
aJMHUHHUCTPATUBHO-YTPABICHUECKON 1 0()UCHOM NeSTEIbHOCTH.

OOopynoBaHue NOPeANpUATHH M TEXHOJOTMYECKOE OCHAlleHHe padouyux  MecT
NPOM3BOJICTBEHHON NPAaKTUKU JOJHDKHO COOTBETCTBOBATH COJAEPIKAHUIO MPO(heCcCHOHATBLHON
NESITeTbHOCTH W JaTh BO3MOXHOCTh OOydaromiemycst OBJIAAETh Npo(ecCHOHATbHBIMU
KOMIETEHIMSIMH TI0 BCEM BHUJAM JAESITEIbHOCTH, MPEAyCMOTPEHHBIMU IPOTPaMMOM, C

HCIIOJIb30BAHHUEM COBPCMCHHBIX TCXHOHOFI/II;'I, MaTCpHraiIoB U 060py,I[OBaHI/IH.

41



[lepeuenpr HEOOXOIMMOTO KOMIUIEKTa JIMIIEH3MOHHOTO M CBOOOJHO PacCIpOCTPaHSIEMOro

MporpaMMHOTO o6ecnequI/I;1, B TOM YHCJIC OTCUYCCTBCHHOI'O ITPOU3BOJACTBA

Ne HauMeHoBaHue JTUIIEH3UOHHOTO U Koa 1 HaumeHoBaHue KosauvecTBo
n/n cB00OIHO PACIIPOCTPAHSIEMOI0 Y4eOHOM TH CIUTIINHbI
NMPOrpaMMHOI0 ofecne4eHus, B TOM (Mmony.Jist)
YHcJIe 0TeYeCTBEHHOTO
MPOU3BOJCTBA
1 Moit Oduc O6pa3oBaHue UITH €TO [IM.01 Opranuzanus
aHayor JIOKYMEHTallMOHHOTO
obecrnieueHus ypaBIeHus: 1
(GyHKIIMOHUPOBAHUS
OpraHu3alii,

IIM. 03 OcBoeHnue BU10B
paboT Mo oIHOM UIn
HECKOJIbKUM Ipodeccusim
paboumnx,

JOJKHOCTSIM CITY>KalluX
OI1.05 UndpopmanvoHHbIe U
KOMMYHUKAI[HOHHBIE
TEXHOJIOTUU

2 Moii Oduc. [Toura nnm ero aHajaor [IM.01 Opranuzanus
JOKYMEHTAITMOHHOTO
obecrnievueHus ynpaBieHus: 1
(G YHKIIMOHUPOBAHUS
OpraHu3alum,

[IM. 03 OcBoeHune BUA0OB
paboT Mo 0THOM UITn
HECKOJIBKUM Mpodeccusim
paboumx,

OI1.05 MadopmanrionHbie U
KOMMYHHKAI[IOHHBIE
TEXHOJIOTH!

3 Buneopenakrop Movavi wiu ero ananor| [IM.01 Opranuzamnus
JOKYMEHTAIlMOHHOTO
o0ecrieyeHns yIpaBIeHUs 1
(GyHKIIMOHUPOBAHUS
OpraHu3alu,

TIM. 03 OcBoeHue BUIOB

paboT 1Mo OAHOM WK
HECKOJIBKUM Tpodeccusim
pabounx,

OI1.05 MadopManimoHHbIE 1
KOMMYHUKAI[HOHHBIE
TEXHOJIOTHU
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ABBYY FineReader 14 Business wiu
€ro aHajor

I[IM.01 Opranuzanus
JOKyMEHTALMOHHOTO
o0ecrnieueHus ynpaBieHus: 1
(bYHKIIMOHUPOBAHUS
OpraHu3aium,

[IM.02 Opranuzamnms
apXHUBHOI U CITPaBOYHO-
nHGOPMAIMOHHON pabOTHI MO
JOKyMEHTaM OpraHu3all|y,
TIM. 03 OcBoeHuUE BUIOB
paboT Mo OTHOM UITn
HECKOJIbKUM Mpodeccusim
pabounx,

OI1.07 KomnbroTepHas
00paboTKa JOKyMEHTOB,
OI1.05 MadopmanrioHHbIe U
KOMMYHHKAI[HOHHBIE
TEXHOJIOTUU

1C: Ilpeanpusitue 8. Konpurypamms
«Joxymentoo6opot ITPOD» umnu ero
aHaJor

IIM.01 Opranusanus
JOKYMEHTALMOHHOTO
o0ecrieyeHus yrpaBiIeHUs 1
(GYHKIIMOHMPOBAHUS
OpraHMU3aLUH,

[IM.02 Opranusanus
apXHUBHOI U CIIPaBOYHO-
MH(pOPMAIIMOHHON pabOTHI 1O
JOKyMEHTaM OpraHu3al|y,
IIM. 03 OcBoenne BUIOB
paboT Mo oJTHOM UIn
HECKOJIbKUM Mpodeccusim
pabounx,

OI1.05 UadopmamoHHbIe 1
KOMMYHHUKAI[IOHHbIE
TEXHOJIOTUU
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Effector saver wim ero anaior

I[IM.01 Opranuzanus
JOKyMEHTALMOHHOTO
obecreyeHus ynpaBieHus 1
(YHKITMOHUPOBAHUS
OpraHu3aluH,

[IM.02 Opranu3zauus
apPXHWBHOM U CIIPaBOYHO-
MH(POPMAIIMOHHOM PabOTHI MO
JTOKyMEHTaM OpraHU3aIiH,
IIM. 03 OcBoeHue BU10B
paboT Mo oTHOM UITn
HECKOJIBKUM Tpodeccusim
pabounx,

OI1.07 KomnbroTepHas
obpaboTtka gokymenToB, OIT.05
Nudopmanvonusie u
KOMMYHHUKAI[IOHHbIE
TEXHOJIOTUU

Microsoft Office Professional
Plus 2013 wnu ero againor

[IM.01 Opranuzanus
JOKYMEHTAIIMOHHOTO
o0ecrieyeHus yrpaBiIeHUs 1
(GYHKIIMOHHPOBAHUS
OpraHMU3aLUH,

IIM. 03 OcBoeHue BU10B
paboT Mo oIHOM UIn
HECKOJIBKUM Tpodeccusim
pabounx,

OI1.07 KomnbroTepHas
obpaboTka mokymenToB, OIT.05
WNupopmainivonHsie u
KOMMYHUKAI[HOHHBIE
TEXHOJIOTUU

Microsoft Office Standard 2013 wu

€ro a”Hajor

[IM.01 Opranuzanus
JOKYMEHTAIMOHHOTO
o0ecrnieueHus ypaBieHus: 1
(GYHKIIMOHUPOBAHUS
OpraHu3aium,

[IM. 03 OcBoeHue BUI0B
paboT 1Mo OJTHOM WK
HECKOJIbKUM Ipodeccusim
paboumnx,

OI1.07 KomnbroTepHas
obpaboTka gokymenToB, OI1.05
Nudopmanvonusie u
KOMMYHUKAI[HOHHBIE
TEXHOJIOTHU
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Windows 7 Professional,
8 Professional, 8.1,

8.1 Professional, 10 Pro nnu ero
aHaJor

I[IM.01 Opranuzanus
JOKyMEHTALMOHHOTO
obecreyeHus ynpaBieHus 1
(bYHKIIMOHUPOBAHUS
OpraHu3aluH,

IIM. 03 OcBoeHue BU10B
paboT 1o o1HOM MK
HECKOJIbKUM Mpodeccusim
pabounx,

OI1.07 KomnbroTepHas
obpaboTka gokymenToB, OIT.05
WNudopmanronusie u
KOMMYHHUKAI[IOHHbIE
TEXHOJIOTUU

10

Kaspersky Endpoint Security
TS OM3Heca

PacmmpeHnHsbIi nim ero aHaior

IIM.01 Opranusanus
JIOKYMEHTAITMOHHOTO
obecrieueHus ypaBIeHus: 1
(GyHKIIMOHUPOBAHUS
OpraHu3aium,

TIM. 03 OcBoeHuEe BUIOB
paboT Mo oIHOM UIn
HECKOJIbKUM TIpodeccusim
paboumx,

OI1.07 KomnbroTepHas
obOpaboTka nokymeHToB, OI1.05
Nudopmanronusie u
KOMMYHHKAI[IOHHBIE
TEXHOJIOTUU

11

D0C CO/1 Jlemo mim ero aHajor

I[IM.01 Opranuzanus
JOKYMEHTAIMOHHOTO
o0ecrnieueHus ypaBieHus: 1
(GYHKITMOHUPOBAHUS
opraHu3aium,

[IM. 03 OcBoeHue BUI0B
paboT 1Mo OJTHOM WK
HECKOJIBKUM Tpodeccusim
paboumx,
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OI1.05 MadopManimoHHbIE 1
KOMMYHHUKAI[HOHHBIC
TEXHOJIOTUH

12 CIIC Koncynbrant [lntoc unu ee [IM. 01 Opranuzauus
aHajor JOKYMEHTallMOHHOTO
o0ecreyeHus yrnpaBieHus 1
(G YHKIIMOHUPOBAHUS
OpraHu3aIum,

[IM.02 Opranuzanus
ApPXMUBHOM U CIIPABOYHO-
HH(OPMAIIMOHHOU PaOOTHI MO
JOKyMEHTaM OpraHu3allHy,
IIM. 03 OcBoeHue BU10B
paboT Mo OJIHOM UITn
HECKOJIBKUM Tpodeccusim
pabounx,

OI1.07 KomnbroTepHas
00paboTKa JOKYMEHTOB,
OI1.04 [IpaBoBBIE OCHOBBI
npodeccHoHaTBEHON
JeATeNIbHOCTH,

OI1.05 UndopmanoHHbIe 1
KOMMYHHKAI[MOHHBIE
TEXHOJIOTUU

7. TpeOoBaHUSA K YCJTOBUAM peau3anum 00pa3oBaTebHOI NPOrpaMMbl

7.1. OOpa3oBaTesibHbIE TEXHOJIOIHH

7.1.1. MeToabl opranu3anuu 1 peaau3anuu 06pazoBaTeIbHOr0 Mpouecca
Memoowl, nanpasnennvie Ha  meopemuyeckylo NnoO020mosKy: JEKIHs, CEeMHUHap,

MpakTHYeCKHe 3aHiATHs (MHAUBUAyalbHbIE, TPYIIOBBIE W MEJIKOTPYIIOBBIE 3aHITHUS 10
MEXIUCHUIUIMHAPHBIM ~ KypcaM, MO0 JUCIUIUIMHAM; CaMOCTOSTeNIbHas paboTa CTYyACHTOB;

KOHCYJIbTAIIHSI; Pa3IMYHbIE MEKCEMECTPOBBIE (POPMBI KOHTPOJIS TEOPETUUECKUX 3HAHUH.

Memoovl, HanpaenienHvle HA ~ NPAKMUYECKYI0 — NOO2OMOGKY:  WHIUBUIYaIbHBIC,
MEJIKOTPYIIIOBBIC M TPYIIOBBIC 3aHATHS M0 MEKIMCHUIUIMHAPHBIM KypcaM; CEMHHAphI, yueOHas
MpaKTHKa; JUIUIOMHas padoTa.

[MponomxurensHOCTh y4eOHOW Hemenu B AKaJeMUH — IIECTHIHEBHas. Pexum
o0pa3oBaTenbHOro Tporecca omnpeaensercs [IpaBuwiamu BHYTpEHHEro pacropsjka AKaJeMUu.
Hns  Bcex  BUIOOB  ayJUTOPHBIX  3aHATHH  yCTAHABJIMBAETCS  aKaJIEMUYECKHMH  Yac
MPOJOHKUTEIBHOCTEI0 45 MUHYT. 3aHATHUSA MOTYT OBITh OOBEAMHEHHI B Mapy (2 akaAeMHYECKUX

yaca 1o 45 MUHYT).
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MaxkcumanbHbIil 00beM yueOHOM Harpy3ku 00ydaroIierocsi CocTaBiseT 54 akaJeMU4YeCKUX
yaca B HEJENI0, BKIIIOYast BCE BHUJIbI ayJUTOPHOM M BHEAYIUTOPHOH (CaMOCTOSATENIbHON) yueOHOM
paboTBl 1O OCBOCHHIO OCHOBHOH mpodecCHOHaIbHONW  00pa3oBaTENbHOM  IPOrpaMMBI.
MaxkcuManbHbli 00beM ayIUTOPHOM y4eOHOW Harpy3kd Ipu O4YHOM (opme MOoIydeHHUs
o0Opa3oBaHus cocTaBiseT 36 akaJleMUUECKUX YacOB B HEJEIIO.

3aHaTHs MO Yy4eOHBIM MpeAMEeTaM M JUCHUUIUIMHAM, MEXAUCLUUIUIMHAPHBIM Kypcam
00s13aTeIbHOM M BapMaTUBHOM wyacTell Npo(ecCHOHAIBHOIO IMKJIA MPOBOAATCA B (opme

TPYIIIOBBIX, MEJIKOTPYIIIOBBIX U UHJIMBUAYaIbHBIX 3aHITHI.
VYuebHbIe TpyNIBl HGOPMHUPYIOTCS CIASAYIOIIMM 00pazoM:

IpYMNIIOBBIE 3aHATHS — He OoJiee 25 YenoBeK U3 CTYJIEHTOB JAHHOTO Kypca OJHOM WM, TIpH
HEOOXOIMMOCTH, HECKOJIBKUX CHEIMaIbHOCTEH;

WH/IMBU/yallbHbIE 3aHATHS — | 4enoBek.

OCHOBHBIMU aKTUBHBIMU (popMamMu 00yueHHsI ABJISIFOTCSA MPAKTUUYECKUE 3aHATUS, KOTOpPbIE
IPOBOJATCS M0 YUEOHBIM JTUCHMIIMHAM, MEXIUCIUILTMHAPHBIM KypcaMH yUeOHBIM MTPAKTUKAM.

CamocrosiTenpHast paboTa CTyICHTOB MPECTaBIsIET COO0M 0053aTeNbHYIO YaCTh OCHOBHOM
00pa30BaTeIbHONW MPOrpaMMbl U BbIpaxkaeTcss B yacax. CaMocTosiTenbHas padoTa BBIIOIHIETCS
CTYACHTOM B COOTBETCTBHUM C 33JaHUSAMHU IIperojaBaTesis B JOMAIIHUX YCJIOBUSIX WIH B
PENETUIIMOHHBIX ~ ayAMTOPHUSAX, YHUTAJIBHOM 3aje OMONMOTEKH, KOMIBIOTEPHOM  KJIacce.
CamocrositenpbHas paboTa MMeeT Y4eOHO-METOAWYEeCKoe H WH(POpPMAaLMOHHOE obecrieueHue,
BKJIIOUAlOIlee Y4eOHHKH, y4eOHO-METOIUYECKHUEe MOCOOUs, KOHCIEKTHI JIEKLUH, ayAuo U BUIEO
MaTepHaisl U T.1. Pe3ynbTaT caMocToATeNbHOM paboThl KOHTPOJIUPYETCS NPENoAaBaTeIeM.

PaGouune nporpaMMbl yu4eOHBIX PEAMETOB, KypcoB (aucuuimiug), YII, [IM npencraBieHs
B [lpunoxenun 4 x OIIOIl mo cnenmansHocT 46.02.01 «JlokymeHTaIrmoHHoe oOecreueHne

YIIPaBJICHUA 1 aPpXHBOBCIACHUC)

7.1.2 Opranusanusi NPaKTHKHU

[IpakTuka sBnsiercs o0s3arensHbIM pasaenom OITOII u npeacrapnseT co6oii BUI yueOHOU
JESITEIIbHOCTH, HANpaBICHHOW Ha (opMHpOBaHHME, 3aKpEIUICHHWE, PAa3BUTHE MPAKTHUCCKHUX
HaBBIKOB M KOMIIETCHIIMHM B TPOIIECCE BBIMOTHEHUS OMPEIEICHHBIX BHUIOB pabOT, CBSI3aHHBIX C
Oynymeit mpodeccuoHanbHOM nesrenbHOCcThI0. [Ipu peanuzamuu OIIOII nmpemxycmarpuBaroTcs
CJIeTyIOIINE BU/IBI IPAKTHUK: yueOHAas ¥ MIPOU3BOJICTBEHHASI.

[IpousBojcTBEHHAsT TPAKTHKA COCTOMT W3 JBYX OTAloOB: MPAKTUKH 10 TPOGUITIO
CHEIHUAIBHOCTH U MPEIAUINIOMHON TPAKTHKHY.

VYueOHasi TpakTHKa W TPOM3BOJCTBEHHAs] NpPAaKTUKA (MO MPOPUIIO CIEIHAIBHOCTH)

MMpoOBOJATCA IIpU OCBOCHUHN O6y‘laIOH_II/IMI/IC$I HpO(I)eCCI/IOHaJIBHBIX KOMIIETCHIIUM B paMKax
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npodecCHOHANBHBIX MOAYJEHM M MOTyT peaju3yrTcsl pPaccpeoTOYEHO, Yepenysich C
TEOPETUYECCKUMHU 3aHATHIMH B paMKax MPOPECCHOHATBHBIX MOTYJICH.

Hemn m 3amaum, mporpaMMbl U (OPMBI OTYETHOCTH OTPENENISIOTCA 10 KKAOMY BHUIY
MIPaKTUKH.

VYyeOHasi MpakTUKa MPOBOJUTCS pacCpeioTOYEHO MO BceMy mepuoay oOydeHus B dopme
y4eOHO-MTPAKTUYECKHUX ayTUTOPHBIX 3aHSATUH, TOTOTHSIOMINX MEXKIUCITUTLIMHAPHBIE KYPCHI.

[IpakTnueckass MOATrOTOBKA IMpU peanu3aluyd 00pa30BaTENIbHBIX IPOrpPaMM CPEIHErO
npodeccuoHaNbHOr0 00pa30BaHUs HaIlpaBJI€Ha Ha COBEPUICHCTBOBAHHWE MOJEIH MPAKTHUKO-
OpUEHTHUPOBAHHOTO  OOydYeHHus, yCHIeHHe poiau  paboTojareneil  MpU  TOJATOTOBKE
KBaJIM(UIIMPOBAHHBIX Pa0OUYUX, CIy)KalUX, CIEIHUATNUCTOB CPETHETO 3BEHA IyTEM PaCIIUPEHUS
KOMIIOHEHTOB (4acteil) oOpa3oBaTeIbHBIX MPOrpamM, IMPEAyCMaTPUBAIONIUX MOICIUPOBAHUE
YCIIOBUHM, HEMOCPEACTBEHHO CBSA3aHHBIX C OyAylIel npodecCuoHaIbHON eATENbHOCThIO, a TAKKe
oOecrieyeHus yCIOBHM ISl MONIyYeHHUs O0yUYaIOUUMUCS MTPAKTUUYECKUX HABBIKOB U KOMIIETEHLIUH,
COOTBETCTBYIOIIUX TpPeOOBAHMSIM, TMPEABABIAEMBIM pabOTOAATEISIMU K  KBaIU(UKAIISIM
CHELHATNCTOB, PA0OYHX.

OO6pazoBarenbHast AESITENLHOCTD B JOpME MPAKTHUECKOM MOATOTOBKH:

) peanu3yercsi Mpu MPOBEICHUHN MPAKTUUYECKUX U JIAOOPATOPHBIX 3aHATUMN, BBHITIOJTHEHUU
KypCOBOT'O IIPOEKTUPOBAHUS, BCEX BUJOB MTPAKTUKH U MHBIX BUIOB Y4eOHOW AEATEIBHOCTH;

) mpeaycMaTpuBaeT  JIEMOHCTpPAIMI0  MPAKTUYECKUX  HABBIKOB,  BBHINIOJHEHHE,
MOJIETTMPOBAaHUE OOYYaAIOIIMMUCS OINPEAEIEHHBIX BHUJOB pabOT ISl pEUIeHHs] MPaKTHUYECKUX
3a/1a4, CBSI3aHHBIX C OyayIiei npodeccuoHaIbHOM 1eATeIbHOCTHIO B YCIOBUAX, MPUOIMKEHHBIX K
peabHBIM MPOU3BO/ICTBEHHBIM;

" prrowaeT B cebs OTIIeNbHBIE JIEKIIMH, CEMHHApbl, MacTep-KiIacchl, KOTOpbIE
pelyCMaTpUBAIOT Tiepenady oOydarommmcs ydeOHoW uWH(OpManuud, HEOOXOAUMON IS
MOCIIEAYIOIIETO BRIMOTHEHNUS PaboT, CBSI3aHHBIX ¢ Oyayiield mpodeCcCHOHATBHON JesTeIbHOCTDIO.

OO6pa3oBarenbHas JeSITEIBHOCT B (JOPME MPAKTHUECKON MOJTOTOBKH OpraHM30BaHa Ha
KOKIOM Kypce OOy4yeHHs, OXBaThiBas IUCIHIUIMHBL, MpOdecCHOHATIbHbIE MOIYJIH, BCE BHJbI
MPAKTUKH, IPEAYCMOTPEHHBIE yUeOHBIM IIIAHOM 00Pa30BaTEIbHOM MPOrPAMMBI.

[IpakTuyeckass MOArOTOBKAa OpraHU3yeTcsl B Yy4EOHBIX, Y4eOHO- HPOHM3BOJCTBEHHBIX
naboparopusx, yueOHbIX ©0a3aX MPAKTUKM U HUHBIX  CTPYKTYPHBIX  MOJpPa3AEICHUIX
00pa3oBaTeNbHON OpraHU3AIMH, & TAK)KE B CIEIUAILHO 000pPYAOBAHHBIX MOMEIICHUSIX (padoumx
MecTax) MpO(UIBHBIX OpraHW3alMii Ha OCHOBAaHUHU JOrOBOpPA O MPAKTUYECKOW MOJrOTOBKE
o0yyaromuxcs, 3aKiI4aeMoro MexXJIy oOpa30BaTelbHOW oOpraHu3anue u npoduiIbHON

OpraHu3alei,  OCYIICCTBISIONIEH  JEATENBHOCTh MO  NPOQHII0  COOTBETCTBYIOIIEH

00pa3oBaTesIbHOI MPOrpamMMmBl.
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VY4yebHas U MPOU3BOICTBEHHAS MPAKTHKA MOXKET BXOJHUTh B COCTaB y4eOHOI0 KOMILIEKCa C
JTUCIUIUIMHON W/UITN MEKTUCIUILIMHAPHBIM KypCOM.

Pabouas mporpamMma HpOHM3BOJACTBEHHOW MpPAaKTUKH TIpeicTaBieHa B llpunoxkenuu 5 k
OIIOIl mno cneunanbHOocTH 46.02.01 «/lokymeHTanmoHHOE oOecneueHne yIpaBiIeHUS U

APXHUBOBCICHHUC).

7.2. Kaaposoe o0ecnieueHue 00pa3oBaTeibHOT0 Npouecca
Peanmzamuss ~ oOpas3oBarenbHOM  HpOTpaMMbl  OOECTeYMBAETCS  MENaroru4ecKUMHU

paboTHHKaMU 00pa30BaTEIbHON OpraHM3aluy, a TAKXKe JULIAMH, IPUBJICKAEMBIMHU K peau3aliiu
00pa30BaTeNbHOM MPOrpaMMbl Ha YCIOBUAX I'Pa’KIaHCKO-IIPAaBOBOIO JOrOBOPA, B TOM YHCIIE W3
YyHhclla PYKOBOAMWTENeH U pPaOOTHUKOB OpraHM3allMid, HaMpaBlIEHUE ESTeIbHOCTH KOTOPBIX
COOTBETCTBYeT  oOmactu  mpodeccuoHanbHOW  nmearenbHoctd 07  AAMHHHCTpPaTHBHO-
yhnpaBieH4Yeckas © oOQuCHAs JAEATENbHOCTh, M HMEIOIMIMMU CTaX paboThl B JIaHHOM
npodecCHOHAIBHON 00J1aCTH HE MEHEE TPEX JIeT.

KBanudukanus nenarorndeckux paOOTHUKOB 0Opa30BaTENIbHOW OpraHM3alldd JOJDKHA
0TBEYATh KBATM(PHKAIIMOHHBIM TPeOOBAHUSAM, YKa3aHHBIM B KBaJTH(PUKAIMOHHBIX CIIPABOYHUKAX U
(unm) npodeccuoHaNbHBIX CTaHAApTaX (IPU HATUYHH).

[Tenaroruueckue pabOTHUKH, MPUBJIEKAEMbIE K pealn3aliii 00pa3oBaTeNbHON MPOrpaMMBl,
JOJDKHBI  TIOJTy4aTh JIOTIOJIHUTENBHOE MpodeccHoHalbHOEe 00pa3oBaHME TIO0  MpOTrpamMMaM
MOBBILICHUS] KBaIM(UKAIMK, B TOM 4YHcie B (opMe CTaKUPOBKM B OpraHMU3aIMsiX,
HaIpaBlIEHUE NEATEIHLHOCTH KOTOPHIX COOTBETCTBYET 001acTU MPOQecCHOHATBHOMN IeATeIbHOCTH
07 ADMUHHMCTPAaTUBHO-YIIpaBlieHUYeCKass U O(QUCHAs NEATENBbHOCTh, HE PEXe OJHOr0 pas3a B TPU
rojla ¢ y4eTOM PacIIMpeHusl CIIeKTPa NPpOoPeCcCHOHATBHBIX KOMITETECHIIHIA.

Hons memarornyeckux paOOTHUKOB (B MPHUBEACHHBIX K LEIOYHCICHHBIM 3HAYECHUAM
CTaBOK), 00ECIEYUBAIOLINX OCBOCHHE OOYYAIOIMIMMHUCS MPOPECCHOHANTBHBIX MOIYJEH, UMEIOIINUX
OIBIT ACSITEILHOCTH HE MEHEE TPEX JIET B OpraHU3alUsaX, HAIpPABICHUE JEATEIbHOCTH KOTOPBIX
COOTBETCTBYET obmactu  mpodeccuoHanmpHOM  nestenbHOCTH 07 AJAMHHHCTpPaTHBHO-
yopaBiieHuYeckass U o¢ucHas JeATeNbHOCTh, B OOIIEM YHCIEe MEeAarorn4eckux pabOTHUKOB,
pealIM3yIONUX MPOrpamMMbl MpodeccuoHabHBIX MOAYJIeH 00pa30BaTeIbHON MPOrpaMMBbl, JOKHA

OBITH HE MEHEE 25 TIPOIIEHTOB.
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7.3. Texkyuuii KOHTPOJIb YCIIEBA€MOCTH, IPOMEKYTOYHOM U rOCYy1apCTBEHHOM
HTOrOBOH ATTECTAIINM, OLIEHOYHbIE MATEPHAJIbI

Onenka kavectBa ocBoeHus OIIOII BkmrowaeT TekymMii KOHTPOJIb YCIEBAEMOCTH,
IPOMEKYTOUHYIO U TOCYJApPCTBEHHYIO UTOTOBYIO aTTECTALIMU O0YYarOLIMXCSL.

Konkpernsie ¢popmMbl U MpoLEAYPHI TEKYIIETO KOHTPOJIS YCIIEBAEMOCTH, MPOMEKYTOUHON
aTTecTallid MO KaXJAOW ITUCHUIUIMHE U Mpo(decCHOHATbHOMY MOAYJIIO pa3palaThIBalOTCS U
JIOBOJATCS 10 CBEICHUs 00yUarOIIMUXCsl B TEUEHUE MEPBBIX ABYX MECALEB OT Hayaja 00y4eHusl.

Jns  arrectauuu OOydYarOIUMXCs Ha COOTBETCTBUE MX IEPCOHAIBHBIX JIOCTHIKEHUHN
no3TanHelM TpeboBaHusM coorBercTBytouieil OIIOIl (Tekymuil KOHTpPOJIb YCHEBAEMOCTH,
IIPOMEXYTOUHAsl U TOCYJJapCTBEHHAss UTOrOBas aTTECTalUsl) CO3AAIOTCS OLICHOYHbIE MaTepUalbl,
MO3BOJIAIOIINE OLICHUTh YMEHHUS, 3HaHUS, IPAKTHYECKUN OIBIT U OCBOCHHBIE KOMIIETECHIMH.

OueHouHbple Marepuansl JUIsl NPOMEKYTOYHOM AaTTeCTallMd 10 JUCLUUIUIMHAM U
MEXIUCIUIUIMHAPHBIM KypcaM B cOCTaBe MpOo(eCCHOHANBHBIX MOIYJeH pa3palaThIBalOTCS M
YTBEPKIAOTCST AKaJeMHUe CaMOCTOSITENIbHO, a ISl TOCYJapCTBEHHOW HTOTOBOM aTTecTalluu
pa3pabaTbIBalOTCd M YTBEPXKJAIOTCS MOCIE MPEABAPUTEIBHOIO MOJOXKHUTEIBHOTO 3aKIIOYEHUS
paboTonaTenei.

Axanemueil pa3paboTaHbl OLEHOYHBIE MaTepHaibl, KOTOpPhIE OTpaKaloT TpPeOOBaHUS
®I'OC CIIO no gaHHOM CHEUMaIbHOCTH, COOTBETCTBYIOT LeisM u 3anadam OIIOII u yue6HOMY
wiany. OLieHOYHbIE MaTepUallbl COAEPKAT KPUTEPUU OLICHKH YUEOHBIX JOCTHKEHHH CTYAEHTOB B
paMKax TEKYyLIero KOHTPOJsS YCHEBAaEMOCTH W MPOMEXKYTOYHOM aTTecTanuu, 00ecrneduBaroT

OIICHKY ypOBHS CHOPMUPOBAHHOCTH OOIIUX U MPOPECCHOHATBHBIX KOMIIETEHIIMI TI0 BHUAAM

JESITEIIbHOCTH U CTETICHh TOTOBHOCTH BBIITYCKHUKOB K TPO()ECCUOHATBHON JACSITETHHOCTH.

Hns MIPOMEKYTOUHOU aTTecTaluu o0yJaromuxcs o JUCHUTIIIMHAM
(MEXIUCUMIUIMHAPHBIM ~ KypcaM) KpoMe  IpernojiaBaTelied  KOHKPETHOM  JAMCIUIUIMHBI
(MEXIUCIMIUIMHAPHOTO Kypca) B KaU4eCTBE BHEIIHUX YKCIEPTOB JOJDKHBI aKTUBHO MPUBIIEKATHCS
MpenoAaBaTeNid CMEXHBIX AUCUUIUINH (KypcoB). [[si MakcuManbHOrO MpUOIMKEHUS MPOTrpamMm
MPOMEXKYTOUHOM aTrTecTanuu O0y4aroumxcs Mo mpogecCHOHATBHBIM MOIYJSAM K YCIOBHUSM HX
Oynyieit mpohecCHOHaNbHOM eATeThHOCTH 00pa30BaTeNbHON OpraHu3anuel (yupexaeHueM) B
KaueCTBE BHEIITATHBIX KCIIEPTOB JIOJDKHBI aKTUBHO MPUBIIEKATHCS pabOTOAATENH.

OneHka kKayecTBa MOJATOTOBKM OOY4YaIOIIMXCS M BBITYCKHUKOB OCYIIECTBISIETCS B ABYX
OCHOBHBIX HaINPaBIICHUSX:

- OIIEHKA YPOBHS OCBOEHUS AUCIUILINH;

- OIICHKAa KOMITETEHIINI 00yJaromxcsl.

CDOpMaMI/I TCKYILICTO KOHTPOJIIA YCIIEBACMOCTHU SBJIAIOTCA KOHTPOJILHBIC pa6OTBI B BHJC
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YCTHBIX U MHCbMEHHBIX MPOBEPOK, TECTUPOBAHUS, IPAKTUUECKIX MPOBEPOK. B kauecTBe cpencTs
MPOMEKYTOUHOM aTTeCTallud HCIIONB3YIOTCS 3a4eThl M 3K3aMeHbl. KONMMYecTBO HK3aMEHOB B
MPOIeCcCce MPOMEKYTOYHON aTTECTAIUN CTYICHTOB HE TIPEBBIIIACT 8 SK3aMEHOB B Y4€OHOM TOJTy, a
KOJIMYECTBO 3a4eToB — 10, B yKa3aHHOE KOJHMYECTBO HE BXOJAT 3a4eThl IO JUCIMILTAHE
«Dusnueckas KyJabTypay.

OOyuaromnuecs, MOCTYNMUBINUE Ha 0a3e cpenHero oomero oopa3oBaHUS UMEIOT MPABO HA
nepe3ayéT COOTBETCTBYIOIIMX 0011e00pa30BaTEIbHBIX THACIUTUIHH.

K rocynapcTBeHHON HTOTrOBOHM aTTeCTAllMH JOMYCKAeTCs OOydYarouiics, HE HWMEIOIIUi
aKaJeMUYEeCKON 3a/I0JDKEHHOCTH M B TOJHOM OOBEME BBHIMIOTHUBIIMKA YYeOHBINM IUTaH WK
WHJAWBUIYQIBHBIH y4eOHBIM IUIaH, €CIIM HWHOE HE YCTAaHOBIICHO TOPSIKOM IPOBEICHUS
roCyAapCTBEHHOW UTOTOBOW aTTECTALIMU IO COOTBETCTBYIOIIMM 00pa30BaTEIbHBIM MpOorpaMMam.

['ocynapcTBeHHass MTOTOBasi aTTECTAallMs BKJIIOYAET IMOATOTOBKY M 3alIUTY BBITYCKHOU
JUITIOMHOM pa®oThl, M IEMOHCTPAIIMOHHBIN dKk3aMeH. O0s3aTeNbHOe TPeOOBaHNE — COOTBETCTBHE
TEMaTUKW JUIDIOMHON pabOThI CONEPKAHUIO OJIHOTO WM HECKOJIBKUX MpodecCHOHATBHBIX
MOJTyJIEH.

Kaxnaplii BHI TOCyIapCTBEHHOW WTOTOBOM aTTECTAllMM 3aKaHYMBAETCS OLICHKOH,
BPEMEHHOW WHTEPBAJl MEXKIY pa3jelaMHu TOCYJapCTBEHHON UTOTOBOW aTTECTAIMU JOJIKECH OBbIThH
He MeHee 3-X JAHeil.

[Iporpamma rocynapCTBEHHOW WTOrOBOM aTTecTaluu IpeacrtabiieHa B [lpunoxenun 6 k
OIIOIl mo cneunansHOCcTH 46.02.01 «/lokymeHTanmoHHOE oOecreyeHne yOpaBlIeHUS U

APXUBOBCIACHUCH

51



