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1. O01mme noJ10KeHu st

1.1. Hacrosimast oOpa3oBarenpHasi IporpaMMa Mo CHeUalbHOCTH CPeJHEro mpodeccuoHanb-
HOro obpazoBanus 46.02.01 JlokymeHTanoHHOE 00ECTIeYeHNEe YIIPABJICHUS U apXUBOBEICHUE (Jaiee
— OII CIIO, OII) pa3paborana Ha OCHOBE (peepaabHOTO roCyIapCTBEHHOTO 00pa30BaTeIbHOIO CTaH-
napra cpeaHero npodeccuonaibHoro oopaszoBanusi (PI'OC CIIO) no crenuanbHOCTH C Y4€TOM Tpe-
OoBaHuii npodeccuoHanbHOr0 crangapra «Crnenuanuct Mo OpraHU3allMOHHOMY U JOKYMEHTallMOH-
HOMY OO€CIICUCHHIO YIIPABICHUS OpraHU3aIueii», a Takke TpeboBanuii paboronareneii ['eoprueBcko-
r'0 TOPOJICKOTO OKpYyTa.

OIT CIIO ompenensier 00beM U COJEpKaHUE CpeIHEro MpodeccnoHaTbHOTO 00pa3oBaHUs 110
crenanbHOCTH 46.02.01 JIoKyMEeHTaIIMOHHOE 00ECIICUCHHE YIPABICHUS U apXUBOBEACHUE, TIJIAHUPY-
eMbIe Pe3yJbTaThl OCBOCHHUS 00pa30BaTEIILHON MPOTPaMMEBI, YCIOBHUS 00pa30BaTEIbHOU ICSITEIHHO-
CTH.

OO6pazoBaTenbpHasl MporpaMma, peayindyemasi Ha 6a3e OCHOBHOTO 00IIero oOpa3oBaHus, pa3pa-
6orana koiemkeM Ha ocHoBe TpeboBanuit ®I'OC CIIO u denepanbHOro rocyaapcTBEHHOT0 00pa3o-
BaTEJIbHOIO CTaHJAapTa CPEeIHEro oOLIero oO0pa30BaHMS U C YYETOM IOJIy4aeMOW CHEUUAIbHOCTH U
pUMEpPHO 00pa30BaTENbHON MPOTPaAMMBL.

1.2. HopmatuHble ocHOBanus it pa3pabotku OIl:

- ®enepanbHbIil 3aKoH OT 29 nexabpst 2012 roga Ne 273-D3 «O6 obpazoBanuu B Poccuiickoii
®enepanun;

- [Ipuka3 MunuctepcrBa npocsenienust Poccuiickoit @enepanun ot 17 mas 2022 r. Ne 336
«O0 yTBepXk/IeHUM nepeyHel npogeccuil U crenuanbHOCTER cpeiHero npogdeccuoHalIbHOro 00paso-
BaHUS U YCTAHOBJICHUSI COOTBETCTBHS OTIEILHBIX MPO(GECCHid, CIIeUAILHOCTEH CpeHero mpodeccu-
OHAJBHOTIO O0pa30BaHMs, YKAa3aHHBIX B 3THUX MEPEUYHsX, MPO(PECCUsIM U CIEHUATBHOCTSIM CpPEIHEro
npodeccuoHanbHOro 00pa3oBaHMsl, MIEPEYHH KOTOPBIX YTBEPKJEHBI MpHKa3oM MuHHCTEpCcTBa 00pa-
30BaHus U Hayku Poccuiickoit @enepanuu ot 29 okta6ps 2013 . Ne 1199 «O06 yrBepkieHNH nepey-
Hell mpodeccuil ¥ cnienuaibHOCTER CpeHero NpoecCHOHaIbHOr0 00pa3oBaHus» (3aperucTpupoBaHoO
B Munrocte Poccun 17.06.2022 Ne 68887);

- [Ipuka3 Munucrepcra npocsemenus Poccuiickoit @enepaunn ot 26.08.2022 Ne 778 (pen.
ot 03.07.2024) «O0 yTBepkaeHUU (enepaabHOro rocy1apcTBEHHOr0 00pa30BaTEebLHOIO CTaHJapTa
cpenHero npodeccruoHanbHOro 00pazoBanus no cnenuaibHocTH 46.02.01 JoxymenTanmonHoe obec-
NeyeHne yIpaBlieHUs U apxuBoBeaeHue» (3apeructpupoBaHo B Muniocte Poccun 30.09.2022 Ne
70318);

- [Ipuka3 MuHucrepcTBa Tpyaa u couuanbHoN 3amuTsl Poccuiickoit @enepanuu ot 15 nrons
2020 1. Ne 3331 «O06 yrBepkaeHun npodeccruoHanbHoro cranaapra «CrnennanaucTt Mo OpraHu3aluoH-
HOMY U JIOKyMEHTAllMOHHOMY OOECII€UYEHUIO YIpaBJIeHUs OpraHu3aiuei» (3aperucTpupoBaH B Mu-
Htocte Poccun 15.07.2020 Ne 58957);

- [Ipuka3 MuHnucrepcerBa Tpyaa U couuanbHon 3amuThl Poccuiickont denepanun ot 18 mapra
2022 r. Ne 1401 «O6 yTBepkIeHUHU NpodeccHoHaNbHOro cTanaapTa «Crnenuanuct apxuBay (3aperu-
ctpupoBal B MuHrocre Poccun 21.04.2022 Ne 63193);

- [Ipuka3 MunucrepctBa npocseuieHusi Poccuiickoit @enepanun ot 24.08.2022 Ne 762 «O6
YTBEP)KJICHUM TOpsAKA OpraHU3alliy U OCYLIECTBICHHUS 00pa30BaTENbHON JEesITeIbHOCTH 10 00pa30-
BaTeJIbHBIM IIPOrpaMMaM CpeHEro NMpodeccuoHanbHOro 0opazoBaHus» (3aperucTpupoBano B MuHio-
cte Poccun 21.09.2022 Ne 70167);

- [Ipuka3 MunuctepctBa obpazoBanus M Hayku Poccuiickoit @enepannu u MuHuctepcrsa
npocseniennst Poccuiickoit @enepanmu ot 05.08.2020 Ne 885/390 «O mpakTU4eckoil MOITOTOBKE
obyuaronuxcs» (3apeructpupoano B Munrocte Poccuu 11.09.2020 Ne 59778);

- [Ipuka3 MunucrepcrBa npocsemenus Poccuiickoit @enepauuu ot 08.11.2021 Ne 800 (pen.
ot 05.05.2022) «O6 yrBepxkaenuu Ilopsinka npoBeAeHUsI TOCYIapCTBEHHONW UTOTOBOM aTTECTAIMH T10
00pa3oBaTeNbHBIM MPOrpaMMaM CPEAHEro MpoecCHOHATBLHOrO 00pa3oBaHusm» (3aperucTpUpOBaHO B
Muntocte Poccun 07.12.2021 Ne 66211);
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- [Ipuxaz MunucrepctBa 060opoHsl Poccuiickoit @enepanun 1 MUHHCTEpCTBA 00pa3oBaHUs U
Hayku Poccuiickoit @enepannu ot 24.02.2010. Ne 96/134 «O6 yrBepxkaennu MHCTpyKIIMu 00 opranu-
3anuu o0y4deHus rpaxaaH Poccuiickoit denepanuy HavyaJIbHBIM 3HAHUSM B OOJIACTH OOOPOHBI M HX
MOJATOTOBKM TI0 OCHOBaM BOEHHOHM CIYKObI B 00pa30oBaTEIbHBIX YUPEKIECHHUSIX CPEIHEro (IOJHOTO)
o0rrero oopa3zoBaHus, 00Pa30BATENBHBIX YUPSIKICHUSX HAYATBHOTO MPOPECCHOHATIBHOTO U CPEITHETO
npodeccHoHaTLHOTO 00pa3oBaHUsl M y4eOHBIX NMyHKTax» (3apeructpupoBaHo B MuHiocte Poccun
12.04.2010 Ne 16866);

- [Ipuka3 MunucrepcrBa o0pa3oBanus u Hayku Poccuiickoit ®enepanuu ot 17.05.2012 Ne 413
(pen. ot 27.12.2023) «O6 yTBepx)aeHUU (henepaabHOTO TOCYAapCTBEHHOTO 00pa30BaTeIbHOTO CTaH-
napra cpemHero oOmiero ooOpaszoBaHus» (3apeructpupoBano B Munrocte Poccum 07.06.2012 N
24480);

- [Ipuka3 MunucrepcrBa npocsemienus Poccuiickont @enepanuu ot 18.05.2023 Ne 371 (pen.
o1 09.10.2024) «O0 yTrBepxkaeHuH deaeparibHOl 00pa30BaTeIbHON MPOTPaMMBI CPEIHETO 001Iero 00-
pazoBanus» (3aperucrpupoBaHo B MuHtocte Poccun 12.07.2023 Ne 74228);

- YcraB komnemka;

- JJOKaJIbHBIE aKThI KOJUIEKA.

1.3. Meronuueckue matepuaisl, HCIIOIb3yeMble pu pa3padorke OII:

- [IpumepHas ocHOBHas oOpa3zoBaTesbHas MporpaMma 1o crenuanbHocTd 46.02.01 JokymeH-
TAI[MOHHOE O0ecIlieueHne YIpaBiIeHUS U apXUBOBEICHUE, YTBEPXKICHHAs MPOTOKoIoM DeepanbHOro
yuebHo-MeTonudeckoro ooweauHenus mo YITIC 46.00.00 ot 06.10.2022 Ne 4, 3apeructpupoBaH-Hast
B FOCYJIapCTBEHHOM PEeCcTpe MPUMEPHBIX OCHOBHBIX 00pa3oBaTesbHBIX mporpamm (per. Ne 70) npuka-
3oM OI'BOY AIIO UPIIO Ne I1-162 ot 07.04.2023 [Onextponssiii pecypc]: Caiit: UHCcTUTYT pa3Bu-
TUs TnpodeccHoHaNbHOTO obOpaszoBanusi / J[lestenmprocts / Peectp IIOII CIIO - URL:
https://reestrspo.firpo.ru/listview/project unregistered 3ar. ¢ 9KpaHa - (mara oOpaiieHMs:
09.12.2024) - Pesxxum gocTyra: CBOOOIHBIIH;

- PexomeHanuu mo OpraHu3aldy BHITIOJHEHHS M 3alIUTHI BBIMTYCKHON KBaTu(pUKAIMOHHON
paboTel B 00pa3oBaTENIbHBIX OPraHU3ALMIX, PEAU3YIOUMX 00pa3oBaTeIbHbIE MPOrpaMMbl CPEIHETO
npodecCHOHAIBLHOrO 00pa30BaHUs MO MpOrpaMMmaM IOJTOTOBKH CIEHUAINCTOB CPEIHEro 3BEHa
(mMcbMO JenmapTaMeHTa roCy/lapCTBEHHON MOJIMTHUKHM B cepe MOoAroToBku padouux kazapos u /IO
Muno6puayku Poccuu ot 20.07.2015 1. ucx. Ne 06-846);

- Meronnueckue pekoMeHJalMM MO pa3paboTKe OCHOBHBIX NPO(eCcCHOHAIbHBIX 00pa3oBa-
TEJIbHBIX MPOrpaMM U JIOMOJHUTEIbHBIX MPO(ECCHOHANBHBIX TPOrPaMM C YYE€TOM COOTBETCTBYIOIIUX
MPOQECCHOHANIBHBIX CTAaHAAPTOB (YTBEpKIAeHbI MHUHHUCTpOM 00pa3oBaHus M Hayku Poccuiickoit de-
nepauuu 22.01.2015 1. Ne J1JI-1/058H);

- Crparerus (puHaHCOBOM rpaMOTHOCTU U (OPMUPOBAHUS PUHAHCOBOM KynbTypbl 0 2030 ro-
na, yrBepkaéHHas pacnopsbkenueM [IpaButensctBa Poccuiickoit @enepanun ot 24.10.2023 Ne2958-
p;

- Konuenmun npenogaBanust o011eo0pa3zoBaTeNbHbIX JTUCHUILIMH C YYETOM MpodeccHoHalb-
HOM HaIpaBJICHHOCTH MPOrpaMM CPEJHETo MpoQeccHOHaIbHOr0 00pa3oBaHus, peain3yeMbIX Ha Oaze
OCHOBHOTO 0011ero o0pa3oBaHMs, YTBEpXkJIEHHas pacnopsbkeHueM Munnpocsemenuss Poccun ot
30.04.2021 r. Ne P-98;

- PexomeHgamu no peanusanuu cpegHero oOmiero o0Opa3oBaHus B Ipezenax 0CBOSHUs o0pa-
30BaTeNIbHOM TpOrpamMMBbl cpeaHero mpodeccruonanbHoro oopazoanus (IlucekmMo MwuHIpocBemeHus
Poccun ot 14.06.2024 Ne 05-1971 «O HanpaBieHUU peKOMEHAALNNY);

- Mertonuueckne matepuanbl 1Mo 13 o0s3aTenbHBIM 00I1e00pa30BaTEIbHBIM JTUCIUILIMHAM
[OnexTponnsblii pecype]: Caiit: MHCTUTYT pa3BuUTHS npodeccuoHaabHoro obOpasoBanus / [lesrens-
HOCTh / Peanmzyembie ipoekThl / Pa3zpaboTka m BHenIpeHHWE METOIWK IpernoiaBaHus 001eoopa3oBa-
TEJIBHBIX JUCLUHUIUIMH C Y4€TOM NMpo(hecCHOHANBHON HANPaBIEHHOCTH MPOTpaMM CpPEeIHEro mpodeccu-
OHAJIBHOTO 00pa3oOBaHMs, pealn3yeMbIX Ha 0a3e OCHOBHOro oOIero obpazoBanus / JIOKyMeHTHI -
URL: https://firpo.ru/activities/projects/razrabotka-i-vnedreniye-metodik-prepodavaniya/ - 3ari. c
9Kkpa-Ha — (mata oopamenus 09.12.2024) - Pexxum qoctyma: cBOOOTHBIN.
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1.4. Tlepeuens cokparieHuii, ucnoiab3yeMbix B Tekcte OIT:

@I'OC CIIO — denepanbHbIil TOCYIapCTBEHHBIH 00pa30BaTENbHBIA CTaHAAPT CPEIHEro Mpo-
dbeccroHaNbHOTrO 00pa30BaHNS,

OIl —oOpa3oBarenbHas Mporpamma;

V]I — yueOHas TUCHIUTLIMHA

MK — MexXAuCUUIUIMHAPHBIN KypC

I[IM — npodeccrnoHambHbII MOTYJIb

VII — yuebHas npakTuka

[T — mpoun3BoOACTBEHHAS MTPAKTUKA

OK — 00111e KOMIETCHINH;

ITIK — npodeccnoHanbHbIe KOMITETCHITHH.

2. O0mas xapakTeprucTUKA 00pa30BaTEILHON POrPaAMMBbI
cpenHero npodgeccuoHaIbHOr0 00pa30BaHUA

KBanmudukanms, nprucBanBaeMas BBITYCKHUKaM 00pa30BaTeIbHON MPOrPaMMBI: CIIEIUAIHCT 110
JIOKYMECHTAITMOHHOMY OO€CIICUCHUIO YIIPABICHHS U apXUBHOMY JICTY.

®dopma 00yueHus: OUHasl.

Cpok monydyeHust oOpa3oBaHUs 10 00pa30BaTEIbHOM MporpamMme, peann3yeMol Ha 0asze oc-
HOBHOTO 0011IeT0 00pa3oBanus: 2 roaa 10 mMecsies.

3. XapakTepucTuka npoeccuoHaIbLHOM 1eATeJIbHOCTH BbIITYCKHUKA

3.1. OG6nacte mnpodhecCHOHATBHONW NEeATETBbHOCTH BBITYCKHHKOB: 07 AIMHHHCTpaTHBHO-
ylpaBiieH4YecKas U 0(ucHast JesITeIbHOCTb

3.2. Crnenpanuct 1O JOKYMEHTAIMOHHOMY OOECHEUEHHIO YIPaBICHUS, ApXHUBHOMY eIy
TOTOBUTCS K CIIEAYIOIINM BUaM J€ATEIbHOCTH:

- Ocyl1ecTBIeHHE OPraHU3aMOHHOIO U IOKYMEHTALIMOHHOTO 00ECIIEYeHUs JeATEIbHOCTH Op-
raHU3aLuu

- Opranu3anusi apXuBHOIM pabOThl O JJOKYMEHTaM OpraHu3aluid pa3inyHbIX GOpM cOOCTBEH-

HOCTU
- Boimonnenue pabot no npodeccun «Cekperapb-MalIMHUCTKAY.
4. llnanupyemblie pe3yJbTaThl 0CBOEHHUSI 00Pa30BaTeJIbHON NPOrPaMMbI
4.1. O61ue KOMNEeTeHIMU
KOlI H HAUMEHOBAHHUE KOMIIETEHIIUHN 3H3Hl/lﬁ, YMeHust
OK 01 Bri6upats criocoOBI penieHus 3a1ad po- | YMeHHs: pacro3HaBaTh 3a7ady W/HIU NpodiiemMy B
(t)eCCHOHaHBHOﬁ JACATCIBHOCTH IIPUMEHUTEIIBHO K HpO(I)eCCI/IOHaHBHOM H/unn COIMMAJIBHOM KOHTCKCTC, aHAJIM3NUPOBATh
Ppa3JIMYHbIM KOHTCKCTaM 3agaqy n/nm npo6neMy " BBIACIISTH €€ cocTaBHbBIE qacTH,

OTIPENICIIATH ITAIBI PEIICHUS 3a/1a4H; BBISIBITH H d3PPEKTHBHO
HCKaTh WH(POPMAIIHIO, HEOOXOMMYIO JUJIS PEIICHUS 3aJau ¥/ HITH
MPOOJIEMBI; COCTABIISITh TUIAH ICHCTBHS; ONPEICIATh HEOOXOIIMEIC
PECypCHI; BIaeTh aKTyaTbHBIMH METOJIaMHU paOOTHI B
po¢eCCUOHANBHON U CMEXKHBIX C(hepax; peaTn30BhIBaTh
COCTAaBJICHHBIN IJIaH; OLEHUBATb PE3YJIbTaT U MOCIECTBUS CBOMX
JIEUCTBUH (CaMOCTOSITENHHO WJIH C TIOMOIIIBIO HACTABHUKA)

3HaHUA: aKTyaTbHBIN MPO(HECCHOHATBHBIN U COUATBHBIN
KOHTCKCT, B KOTOPOM IMPUXOJUTCHA pa6OTaTI) " XKNUTh, OCHOBHBIC
WCTOYHUKY MH(DOPMAITIH U PECyPCHI U PEIICHHS 3a1ad | MpobieM
B IpOQeCCHOHATEHOM W/HITH COITNATIbHOM KOHTEKCTE; alTOPHTMBI
BBITIOJTHEHHSI pa0oT B TIPO(ECCUOHATLHONW U CMEKHBIX 00J1acTsIX;
METOJIbl paboThI B IPO(ECCHOHATBHON M CMEXHBIX cepax;
CTPYKTYpY IJIaHa JUIsl pELICHUS 3a/1a4; MOPSIOK OLEHKH
Pe3yJIbTaTOB pelIeHHs 33/1a4 Npo(eccCHOHAIBLHOM e TeIbHOCTH
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OK 02 Hcnonp30BaTh COBPEMEHHBIE CPEACTBA
MIOMCKa, aHAJIN3a U MHTEPIPETALMU HHPOPMALUU
¥ MH(POPMAIMOHHBIE TEXHOJIOTHH JJIsI BBITIOTHE-
HUS 337124 Tpo(ecCHOHAIBHOM e TeTbHOCTH

YMeHust: onpenensaTh 3a1a4u Ul HOMCcKa MHYOPMALNH;
OIpEeIEATh HEOOXOJUMbIE HICTOYHUKH HH(POPMAIIHNH; IIIaHUPOBATh
IpolLecc MOMCKa; CTPYKTYPUPOBATH ITOJy4aeMyI0 HH(POPMALIHIO;
BBIJICTIATH Hanbosiee 3Ha4UMOE B TIEpeYHEe HH(POPMAIMHU; OLICHUBATH
MPaKTHYECKYI0 3HAaUUMOCTh PE3yJIbTaToOB MOUCKa; 0pOpMIILTH
pe3ybTaThl IIOUCKA, TPUMEHSTh CPEACTBA HHYOPMALIMOHHEIX
TEXHOJIOTUH U peleH s NPoecCHOHaIbHBIX 3a1ay;
HCIIONIB30BATh COBPEMEHHOE IPOrpaMMHOe obecniedeHue;
UCIIONB30BATh Pa3lIMYHbIC HU(PPOBBIE CPENCTBA AT PEIICHUS
npo¢ecCHOHAIBHBIX 3a1a4.

3HaHMsA: HOMEHKJIATypa HHPOPMAIIMOHHBIX HCTOYHUKOB,
MPUMEHSAEMBIX B PO ecCHOHANBHON NESITEIFHOCTH; IPHEMBI
CTPYKTYpHpOBaHus HHpopMalmy; Gopmar odpopmieHus
pe3ysbTaToB NoMcka HH(GOpPMAaLK, COBPEMEHHBIE CPECTBA U
ycTpoiicTBa nH(pOpMaTH3alNK; TOPSIOK UX IPUMEHEHUS 1
nporpaMMHOe obecriedeHue B poeCCHOHATIbHOM AeSTeIbHOCTH B
TOM YHCJIE C MCIOJIb30BaHUEM IIM(PPOBBIX CPECTB.

OK 03. TlnanupoBaTh ¥ peantn3oBbIBaTh COO-
CTBEHHOE IPo(decCHOHANBHOE U TNYHOCTHOE Pa3-
BUTHE, IPEANPHHAMATEIBCKYIO NEeTSILHOCTh B
npogeccHoHanbHOU cdepe, HCIIOIb30BaTh 3Ha-
HHS 10 TIPaBOBOM M (PHAHCOBOI T'PAMOTHOCTH B
Pa3IMYHBIX JKU3HCHHBIX CUTYaIHsX

YMeHusi: OnpeaeisaTh aKTyalbHOCTh HOPMAaTHBHO-TIPABOBOM
JIOKYMEHTAITUH B POGECCUOHATIBHOM e TeIbHOCTH, IPUMEHSTh
COBPEMEHHYIO HAYIHYIO IPO(PECCHOHATBHYIO TEPMHUHOJIOTHIO;
OIPE/IEIATh U BBICTPAUBAThH TPAEKTOPUH IPO(PECCHOHATBEHOTO
Pa3BHUTHS U CaMOOOPa30BaHMs; BEIIBILSIT JOCTOUHCTBA U
HEIOCTATKA KOMMEPYECKON UIICH; IPE3EHTOBATh HICH OTKPBITHS
COOCTBEHHOTO Jieiia B IPO(ECCHOHATIBHOM e TEIbHOCTH;
odopMIATh OM3HEC-TUIaH; PACCUUTHIBATH Pa3Mephl BHIILIAT 110
IMMPOUCHTHBIM CTaBKaM KpE€AUTOBaHUSA; OTIPCACIIATH
WHBCCTUIIMOHHYIO IPUBJICKATCIbHOCTE KOMMEPUCCKUX Hﬂeﬁ B
paMkax npo(ecCHOHANIBHOM NeaTeTbHOCTH; TPE3EHTOBAaTh OU3HEC-
HJCH0; ONTPEACIATh NICTOYHUKHU (bI/IHaHCI/IpOBaHI/IH

3HaHusA: cofep)kaHue aKTyalbHOH HOPMATHBHO-TIPABOBOM
JIOKYMEHTAIIH; COBPEMEHHAs Hay4Has U podeccroHaIbHas
TEPMHUHOJIOTHS1; BO3MOXHBIE TPAEKTOPHHU NPO(PECCHOHATIBHOTO
PasBUTHSI M caMOOOPa30BaHMs; OCHOBBI IIPEIIIPUHAMATEILCKON
JIeSITeIIbHOCTH; OCHOBBI (DMHAHCOBOW IPaMOTHOCTH; ITPaBMIIa
pa3paboTky OM3HEC-TIIIAHOB; MOPSIOK BHICTPAUBAHMUS ITPE3CHTALNH;
KpeIUTHBIE OaHKOBCKHE MPOIYKTHI

OK 04 D¢ dexTrBHO B3aMOACHCTBOBATH U pado-
TaTh B KOJUIGKTHBE U KOMaHJIE

YMeHusi: OpraHu3oBEIBaTh paboTy KOJUIEKTHBA U KOMAH/IbI;
B3aMMOJIEHCTBOBATE C KOJUIETaMH, PYKOBOJICTBOM, KJIMEHTAMH B
X071€ IPO(ECCHOHATBHOM eI TEIHPHOCTH

3HaHMA: ICUXOJIOTHYECKUE OCHOBBI JACATCIBbHOCTHU KOJIJICKTHUBA,
MICUXOJOIrHYECKHE 0COOEHHOCTH JIMYHOCTH, OCHOBBI HpOCKTHOﬁ
JACATCIBHOCTU

OK 05 OcymuiecTBasSTh YCTHYIO U TUCBMEHHYIO
KOMMYHUKAIIAIO HA TOCYTaPCTBEHHOM A3BIKE
Poccutickoit deneparinu ¢ yaeToM 0COOCHHOCTEH
COLIMAJIBHOTO U KYIBTYPHOTO KOHTEKCTa

‘YMeHusi: rpPaMOTHO M3J1araTh CBOM MBICIH U 0(OPMIIATH
JIOKYMEHTHI 110 TTpO(eCCHOHATIBHOM TeMaTHKe Ha TOCYyIapCTBEHHOM
S3BIKE, IPOSIBIISATH TOJIEPAHTHOCTH B paboyueM KOJUICKTHBE

3HaHus: 0COOEHHOCTH COIMAIBHOTO U KYJIBTYPHOTO KOHTEKCTA;
npaBuiIa 0QPOPMIICHUS JOKYMEHTOB U IIOCTPOCHUSI YCTHBIX
COO0OIIeHUI

OK 06. [TposBATE TpaskJaHCKO-
HNaTPUOTUUECKYIO MO3UIHIO, IEMOHCTPUPOBATh
OCO3HAHHOE MOBEJICHNE Ha OCHOBE TPaJUIOH-
HBIX POCCHMCKHX TyXOBHO-HPABCTBEHHBIX L[CH-
HOCTEH, B TOM YHUCIIE C y4€TOM TapMOHHU3ALUU
ME)KHAITMOHAJIBHBIX U MEKPEITUTHO3HBIX OTHO-
IICHUH, IPUMEHATH CTAHAAPTHI AaHTUKOPPYIIIH-
OHHOTO ITOBEICHHS

YMeHHs: OIUCHIBATh 3HAYMMOCTE CBOSH CIICIIHMAJIBHOCTH,
MPUMEHATH CTAHAAPTHI aHTUKOPPYIITUMOHHOI'O MOBEACHUS

3HAHMS: CyIIHOCTh IPAXJaHCKO-TIATPUOTHYECKOH MO3UIIHH,
TPaJULMOHHBIX POCCUHCKUX AYXOBHO-HPABCTBEHHBIX LIEHHOCTEH ;
3HAYUMOCTH NTPO(ECCHOHATIBHOM AeATEILHOCTH 110 Ipodeccnu
(crienMabHOCTHN); CTAHAAPTHI AHTUKOPPYIIIMOHHOTO MTOBEJICHUS 1
MOCTIEICTBHS €r0 HAPYUICHUS

OK 07 ConeiicTBOBaTh COXPAHEHHIO OKPYIKaIO-
1ieit cpespl, pecypcocOepeeHU0, IPUMEHSITh
3HaHWs 00 N3MEHEHHUH KIIMMaTa, MPUHIIMIIEI Oe-
PEXIMUBOTO TPOU3BOICTBA, d3((HEKTHBHO JICH-
CTBOBAaTh B YPE3BBIYAHBIX CUTYAIHSIX

YMmeHust: coO0AaTh HOPMBI HKOJOTUUECKON Oe30MacHOCTH;
OMPE/ICTIATh HANPABICHHSI PECYPCOCOEPEKEHHS B paMKax
podeCcCHOHABLHO JeSITEIbHOCTH 10 CHeHUATbHOCTH
OCYIIECTBIIATH PAbOTY C COOTIOICHNEM TIPUHITATIOB OEPEKITUBOTO
MPOU3BOJICTBA; OPraHU30BBIBATH MPO(ECCHOHANBHYIO JACSITEIBHOCT
C YYE€TOM 3HaHUI 00 N3MCHEHUU KIIMMATUICCKUX YCIOBUI PETHOHA.
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3HaHMS: IPAaBUJIA SKOJIOTMYECKOH 0E3011acHOCTH NPH BEJICHUT
npodeccHoHANBHO e TeIbHOCTH; OCHOBHBIE PECYPCHI,
3a7IeiCTBOBAaHHbIE B IPO(ECCHOHATLHOM e TeIbHOCTH; ITyTH
obecrieueHnst pecypcocOepekeH s ; TPUHIIUITEI OEPEXITUBOTIO
MIPOU3BOJICTBA; OCHOBHBIC HANIPABICHHS U3MEHEHUs KIMMAaTHUYECKUX
YCIIOBUH pPErHOHa.

OK 08 Hcmonp30Bath cpeacTBa GU3NIECKON
KyJIbTYPBI JIJIsl COXPAHEHHS M YKPETIJICHUS 310PO-
Bbsl B Ipoliecce MpoecCHOHANTBHOM AeATeIbHO-
CTH U TIOAJICPKAHNS HEOOXOIUMOTO YpOBHS (-
3UYECKOM ITOATOTOBIEHHOCTH

‘YMeHHusI: HCTI0NIB30BaTh (PU3KYIbTYPHO-0340POBUTEIHHYIO
JESATENBHOCTD ISl yKPETIIICHUS! 3I0POBBSI, JOCTIKCHHUS KU3HEHHBIX
U TPOQeCCHOHATIBHBIX [ENIEH; TPUMEHSTh PAllMOHAIBHBIC TPUEMbI
JBUTATENbHBIX (YHKINH B TPOPECCHOHANBHON ESTEIBHOCTH;
MOJTb30BATHCS CPEACTBAMHU NPOQMIAKTHKHI TIEPEHANIPSKCHNUS,
XapaKTEePHBIMH IJIsl JAHHON CIIEIMAIbHOCTH

3HaHusA: poib PU3UIECKOH KYIbTYPH B OOIMIEKYIETYPHOM,
npodecCHOHAIEHOM U COIIMAIEHOM Pa3BUTHH YEJIOBEKa; OCHOBBI
3JJ0pOBOT0 00pa3a )KU3HH; YCIOBHS NPO(ECCHOHATBHOM
JIeSITEIbHOCTH M 30HBI pUCKa (PU3NUECKOTO 3I0POBBS IS
CHELUAIBHOCTH, CPEJICTBA NPODUIAKTHKY IIEPEHANIPSHKSHUS

OK 09 TTonk3oBaThes MpodecCHOHaTbHOM TOKY-
MeHTaHHeﬁ Ha rocyJapCTBEHHOM U MHOCTPAHHOM
sA3bIKax

YMeHusi: mOHUMATh OOIIUI CMBICI YETKO ITPOU3HECEHHBIX
BBICKA3bIBAaHU Ha M3BECTHBIE TEMBI (TPOEeCCHOHANBHBIE U
OBITOBBIC), MIOHUMATh TEKCTHI Ha 6a30BbIC MPOGECCHOHATBHBIC
TEMBI; y4acTBOBATh B IMAJTOTaX Ha 3HAKOMBIC OOIINE U
npo¢eccHOHaIbHBIC TEMBI; CTPOUTH IMMPOCTHIC BRICKA3BIBAHUSA O cebe
1 0 CBOEH Mpo(decCHoHaTFHON AeATEIFHOCTH; KPATKO
000CHOBBIBATh U OOBSICHATH CBOU JICHCTBHSA (TEKYIIUE H
TUTAHUPYEMEIE); TINCATh MPOCTHIE CBSI3HBIC COOOIEHHS Ha 3HAKOMBIC
WM MHTEPECYIOINE MPOo(eCcCHOHATBHBIE TEMbI

3HaHuA: paBUiIa OCTPOSHUS MPOCTHIX M CIOXKHBIX MPEATIOKESHUN
Ha npodeccroHaNbHbIE TEMbI; OCHOBHBIE O0IIEYOTPEOUTENBHbIC
r71aroJisl (OBITOBAs U MPOQECCHOHANBHAS JICKCHKA); ICKCHUCCKUI
MUHHMYM, OTHOCSIINNCS K ONMHUCAHUIO IIPEIMETOB, CPEICTB U
MPOLIECCOB MPO(PECCHOHANIBHOMN JIESITENbHOCTH; OCOOCHHOCTH
MIPOM3HOIICHNUS; IPaBUJIa YTCHUS TEKCTOB NPO(eCcCHOHATEHON
HaIpaBICHHOCTH

4.2. lIpodeccnonaibHbIE KOMNETEHIUH

Buabl gessteJbHOCTH

Koa u HauMeHoBaHune

IMoxka3aTesn 0CBOEHUSI KOMIIETEHUNH

KOMITETEHIIHH
Ocy1ecTBieHne IIK 1.1. OcymiecTBaATH HaBbiku

OpraHu3allMOHHOI0 U npuémM-nepenady yrnpas- MOJIyYCHUsT HEOOX0IUMOM MH(OPMAIMH U TIepeIaun CAHKIIHO-
JIOKYMEHTAI[HOHHOI'O JIeHYeCKOH HHPOPMALIUH C HUPOBAaHHOW MH(OPMAIIUH C UCIIOJIB30BAHHEM CPEJICTB MH-
obecrieyeHus HIOMOIIIBIO cpelcTB HHDOP- | (HOPMAIMOHHBIX U KOMMYHHKAIIMOHHBIX TEXHOJIOTHI
ACATCIIbHOCTHU MAaIMOHHBIX U KOMMYHHKa- YMeHus:

OpTaHU3aAIIH [UOHHBIX TEXHOJIOTUH HCIIOJIb30BATh CPEACTBA HH(POPMAIIMOHHBIX M KOMMYHHUKAI[H-

OHHBIX TEXHOJIOTHH JUIS TIOJIyYeHHUs U TIepenadn nHdopmannmy;
BECTH M HCIIOJIb30BaTh B paboTe 0a3y KOHTAaKTOB OpraHH3aly;
BECTH YUETHBIE PErUCTPALMOHHbIE (POPMBI, HCIOIB30BaTh UX
Jutst TH(OPMAIMOHHOW paboTHl M pabOTHI 110 KOHTPOJIIO HC-
MIOJIHEHHMS TIOPYyUCHNI;

yCTaHaBJIMBATh U MOJ/IEPKUBATh KOMMYHHUKAIIMH B IIpoliecce
JIEJIOBOTO OOIIEHUS C TIOMOIIBIO CPECTB HHPOPMAOHHBIX 1
KOMMYHHUKAIIMOHHBIX TEXHOJIOTHH;

CrJIa)XXHBaTh KOH(JIMKTHBIE U CJIOXKHBIE CUTYaIUH MEXKIINY-
HOCTHOTO B3aHMO/ICHCTBHS;

co0II0aTh CITY)KEOHBIN ITHKET;

obecrieunBaTh HHPOPMAIIMOHHYIO 0€30MTaCHOCTh ACSITEILHOCTH
OpraHH3aLHH.

3HaHus:

HOpMaTHBHBIE ITPaBOBbIe akThl Poccuiickoit denepanun B che-
pe nHdopMaMOHHBIX 1 KOMMYHHKAIIMOHHBIX TEXHOJIOTHI;
CTPYKTYypa Opranuzanuu, e€ 3ajauu u QyHkuny;

IIPaBUJIA MIPOBEACHUS JEIOBBIX IEPETOBOPOB;

JTHKA JIEJIOBOr0 OOIEHHS;
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MIpaBUJIa PEUEBOI0 ITUKETA;
[IpaBUJIa OAJIEPKAHUSA U PA3BUTHUS MEXKIMUYHOCTHBIX OTHOIIE-
HUI;

TpeOOBaHUS OXPaHbI TPYJA.

IIK 1.2. KoopnuaupoBath
paboTy npreMHOit pyKoBo-
JWTEIs, 30H pUeMa pas-
JIMYHBIX KAaTETOPUH MOCETH-
Tenel opraHuzauuu

HaBpixn
KOOpJMHAIMHU paboThl MPUEMHOM PYKOBOIUTEINS M 30H IpuéMa
Pa3IUYHBIX KATErOpUil OCETUTENEH OPraHU3aLUKI

Ymenus:

BCTpEUaTh IIOCETUTEINEH, TOTydaTh IEPBUIHYIO HH(pOpManuio
0 MOCETUTENSIX, YCTAHABINBATE IOPSIOK NMpHEMA ATl pas3iInd-
HBIX KaTEropuil IOCEeTUTENEN;

BECTH Y4ETHBIEC PETUCTPALOHHBIE ()OPMBI IO IPUEMY TTOCETH-
Tenel M 0pOPMIIATH MIPOIYCKa;

BECTH NpHEM, Tiepeady 1 OTIPaBKY JOKYMEHTOB;
OpPraHU30BBIBATH 1 OPOHUPOBATH NEPETOBOPHBIC KOMHATHI;
cepBUpOBaTH YaitHbIe (KO(eHHbIE) CTOINBI B OdHCe;

NPUMEHSTH B paboTe cpeacTBa HHPOPMAIIMOHHBIX M KOMMYHH-
KallMOHHBIX TCXHOJ'IOI‘I/II‘/II;

NPUHUMATh MEPHI [0 COXPaHEHUIO KOH(PHUICHINAIBHOW UH-
¢dopmMarmu B Xoz1€ puéMa NOCeTUTEICH.

3HaHus:

HOpMaTHUBHBIE ITpaBoBbIe akThl Poccuiickoit denepanuu no
3amuTe HHHOPMALMH U paboTe ¢ 0OpaIIEHHSIMH I'PaXkKIaH;
CTPYKTYpa OpraHM3alMU U paclpenencHne QyHKINH MexX Iy
CTPYKTYPHBIMH MTOJPA3ACICHUSIMU 1 CIICIIHAIHNCTAMHY;
IIpaBUJIa OPraHU3AIMY IpUEMaA ITOCeTUTeNel;

9THKET ¥ OCHOBBI MEXXTyHAPOJAHOTO IIPOTOKOJIA;

9THKA JIEJI0BOr0 OOIIEHNUS;

IIpaBUJIa PEYEBOTO ITHUKETA.

IIpaBUJIAa CEPBUPOBKHU YaifHOTO (KO(heHHOT0) CTOMNa;
TpeOOBaHUs OXPaHbI TPY/JIA.

TIK 1.3. Bnagers HaBBIKAaMH
[UIAHUPOBaHUs pabouero
BpPEMEHU PYyKOBOIUTEIS
cekperaps

HaBbikn
TUTAHUPOBAHUS Pab0OYETO BPEMEHU PYKOBOIUTENS H pab0dero
JIHSI CEeKpeTapsi

Ymenus:

BBIOUpaTh (GOPMBI ITTAHUPOBAHUS ¥ O)OPMIIATH TIIAHUPOBIIHK
(opraHaiizep) pyKOBOJHUTENS U CEKpeTapsi;

YCTaHABIMBATB LIEJIU, ONPEICISATh IPUOPUTETHOCTD H O4epE -
HOCTB BBITIOJTHEHUS paboT U 3PPEKTHBHO paclpeesiaTs padbo-
Yyee BpeMms;

COIJIaCOBBIBATH BCTPEUH M MEPOIIPUSITHS U BHOCUTh HH(pOpMa-
IIUIO B MJIAHWPOBIIMK (OpraHaiisep);

nH(OPMHUPOBATH PYKOBOJUTEINS O MPUOJIMIKEHUN BPEMEHH U
periiaMeHTe 3aIIaHNPOBAHHBIX BCTPEY U MEPOTIPHUSTHIA;
BBIOMPATh ONTHMaJIbHBIE CIIOCOOBI BHELITHETO U BHYTPEHHETO
MH(OPMHUPOBAHHMS O TUIAHUPYEMBIX MEPOIIPUSITHSX;
obecrieunBaTh HHPOPMAIIMOHHYIO 0€30MaCHOCTH JIEITEIbHOCTH
OpTaHM3aIH;

MPUMEHSTH B paboTe cpeacTBa HHPOPMAIIMOHHBIX M KOMMYHH-
KaI[IOHHBIX TEXHOJIOTHH.

3HaHus:

HOpMAaTHBHBIE TIPaBOBEIE akThl Poccuiickoit @eneparuu B che-
pe MHPOPMAITMOHHOM 0€30MacHOCTH;

CTPYKTYpa ¥ cIleridrKa OCHOBHOH ESTEIFHOCTH OpraHn3a-
LUK,

OCHOBBI YIIPaBJICHHUS BPEMEHEM;

MIPaBUJIA MPOBEAEHUS IENOBBIX IEPETOBOPOB;

9THKA JIEJIOBOTO OOILECHNS;

TpebOBaHuUs OXpaHbl Tpya.

IIK 1.4. OcymecTBusiTh
MOJITOTOBKY JICIOBBIX MOE3-
JIOK PYKOBOJUTEJISI U APY-
THX COTPYIHUKOB OpraHu-

HaBpikn
OpraHu3al1K J1€JI0BbIX MOE3A0K PYKOBOIUTES
Y APYTUX COTPYAHUKOB OpraHu3aluu

YMenus:
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3alun

COCTaBJIATH M OPOPMIISATh JOKYMEHTHI [UIS ACTIOBBIX TOE3/I0K;
OCYULIECTBJIATh TPEBEN-TIOJACPHKKY J1E€JIOBBIX MOE3/0K;
COTJIACOBBIBATH C MPUHUMAIOIIECH CTOPOHON MPOTOKOJ IJIaHU-
PYEMBIX MEPONPUATHIA U POPMHUPOBATH MPOTPAMMY JICITOBOM
IOE3IKH;

HCTIONB30BaTh CPENCTBA HH(POPMAIIMOHHBIX 1 KOMMYHHUKAITH-
OHHBIX TEXHOJIOTHH ISt 00eCTIeUeHHUS B3aUMOICHCTBUS C Py-
KOBOJHUTEJIEM BO BPEMs €r0 JICJIOBOM MOE3IKH;

0OpMIISITh OTYETHBIC JOKYMEHTHI O JEJIOBOH MOe3IKe.

3HaHus:

HOpMAaTHBHBIC TIPAaBOBBIE aKTHI Poccuiickoit @eneparuu B che-
pe OpraHM3aIliH AEIO0BOI MOE3IKH;

MOPSAOK TOATOTOBKY U JOKYMEHTHPOBAHUS AETIOBOM MOE3IKHU;
HUHTEPHET-PECYPCHI IS OCYILECTBICHUS TPEBEI-TIOAACPKKI
JICJIOBBIX MOE3]I0K;

9TUKET ¥ OCHOBBI MEXTYHAPOAHOTO MIPOTOKOJIA;

9THKA JIEJI0BOr0 OOIIEHNUS;

TpeOOBaHUS OXPaHbI TPYA.

TIK 1.5. Binaners criocoba-
MU OpraHH3aIuy pabouero
MPOCTPAHCTBA IPHEMHOM U
KaOWHETa PYKOBOUTEIS

HaBbikn
OpTaHW3aINH U OAIepKaHus (YHKIIHOHAIBHOTO pabodero
IPOCTPAHCTBA

Ymenus:

OpraHU30BBIBATH paboyee MECTO B COOTBETCTBUH C TPEOOBAHH-
SIMH 3PTOHOMUKH U KyJIbTYpPBI TPYAA;

obecrieunBath pabodee MecTo U GyHKIMOHAIBHOE pabouee
MPOCTPAHCTBO HEOOXOIUMBIMU CPECTBAMH OPTraHU3AL[MOHHON
TEXHHUKH, MEOEJIbI0 ¥ KaHIEISIPCKIUMH IPHHAICKHOCTIMH;
MOJJIEP)KUBATh CPEICTBA OPraHU3AIMOHHON TEXHUKH B pado-
4EeM COCTOSIHHH.

3HaHus:

TpeOOBaHMUs OXpaHbl TPY/a, TPOU3BOACTBEHHON CAaHUTAPHUH,
[IPOTUBOIIOKAPHOM 3aIIUTHI;

OCHOBBI IPAaBUJIbHOW OpraHM3aIiy TPYAa U METO/IbI TIOBBIIIIE-
HUS er0 d3PPEKTHBHOCTH;

BU/Ibl OPTaHU3AIMOHHON TEXHUKH U TIOPSIOK pabOTHI C HEM.

[IK 1.6. OcymecTBusThb
paboTy o MOATOTOBKE U
MIPOBEICHUIO KOH(EPEHT-
HBIX MEPOIPUATHH, 00Oec-
He4YrBaTh HHPpOpPMAILINOH-
HOE B3aMMOJIEUCTBUE PYKO-
BOJIUTEIS C MOIpa3/IeIeHu-
SIMH ¥ JIOJDKHOCTHBIMH JTH-
[IaM{ OpTaHU3AINH

HaBpixkn

OpTaHU3aINH MTOJTOTOBKH U MPOBEJCHUS KOH)EPEHTHBIX Me-
porpusaTuii, obecriedeHuss HHPOPMAIMOHHOTO B3aUMOICH-
CTBHSI PYKOBOJUTEIIS C TIOPa3ICIICHISIMA U TOJDKHOCTHBIMHU
JIUTIIAMU OpTaHU3aIun

Ymenus:

OpraHU30BBIBATH MPOLECC MOJTOTOBKH U MpOBe/ieHNne KOHpe-
PEHTHOTO MEPONPUSITUSI MHANBULYaIbHO

U B cOCTaBe pabodeit TPy

JIOKYMEHTHPOBATh Pa3HbIe ATAIlbI IPOLEAYPhI HOATOTOBKHU U
MPOBECHUSI KOH()EPEHTHOTO MEPOTIPHSTHSL;

cO0JII0/1aTh ATUKET U OCHOBBI MEX/YHAPOJAHOTO IIPOTOKOJIA;
OCYyLIECTBIISITH COOp, 00pabOTKy MHPOPMAINH, CHCTEMaTH3a-
MO TIOJTyYaeMBIX U TIepeaBaeMbIX JIaHHBIX;

OCYIIECTBIISITh MPOBEPKY JIOCTOBEPHOCTH, ITOJTHOTHI U HENPO-
TUBOPEYHMBOCTH JAHHBIX, HCKIIIOUEHUE TyOIMpOBaHUs HHPOP-
Malln;

MPUMEHSTh HHOOPMALMOHHO-KOMMYHUKAIIMOHHBIE TEXHOJIO-
THH.

3uanus:

HOpMAaTHBHBIE MTPaBOBBIE aKkThl Poccutickoit deneparuu B che-
pe uHpopMaIuy;

KOMIIIEKC OpTraHU3aIMOHHO-TEXHUYECKUX MEPONPUATHN 110
MOJITOTOBKE U MPOBEACHUIO KOH(PEPCHTHBIX MEPOIPHUSTHIA;
npaBuia OQPOPMIICHHS JOKYMEHTOB, CO3/JaBACMBIX B IPOLIECCE
MOJITOTOBKHY M MPOBEACHUS KOH(OEPEHTHOTO MEPOTIPHSTHS;
9TUKET U OCHOBBI MEXIYHAPOJAHOTO MPOTOKOA;

9THKA JEJI0BOro OOIICHUS,
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COCTaB BHYTPEHHUX M BHEIIHUX MH(OPMALMOHHBIX TIOTOKOB;

CTPYKTYpa OpraHu3aliii ¥ HOPSJOK B3aUMOJICHCTBHS OApa3-
JIeJICHUH;

METO/1bl 00pabOTKH M 3alUTHl MH(YOPMALUK C TPUMEHEHHEM

CpeAcTB HHPOPMAIMOHHBIX M KOMMYHHUKAIIMOHHBIX TEXHOJIO-
THH;

TpeOOBaHMUS OXPaHbI TPYAA.

[IK 1.7. OdopmmsaTs opra-
HHU3aIL[HOHHO-
pactopsIUTeIbHBIC TOKY-
MEHTBI U OPraHU30BBIBAThH
paboTy c HUMH, B TOM YHUC-
JIe C MCTOJIb30BaHUEM aB-
TOMaTHU3UPOBAHHBIX CHCTEM

HaBpbixkn

0OpPMIICHHS OPTaHU3AIIMOHHO-PACTIOPAIUTEIBHBIX TOKyMEH-
TOB M OpTaHU3AIMs pabOTHl ¢ HUIMH, B TOM YHCJIE C HCIIOIB30-
BaHHEM aBTOMATH3MPOBAHHBIX CHCTEM

Ymenus:

COCTaBJIATH MPOCKTHI OPTaHU3ALNOHHBIX, PACTIOPSANTEIBHBIX U
nH(OPMALMOHHO-CIIPABOYHBIX JOKYMEHTOB, B TOM YHCJIE JI0-
KyMEHTOB, COZIEpIKaliX KOHPHICHIHAIbHYI0 HH()OPMALHIO;
oopMIIATh OPraHU3aIHIOHHO-PACTIOPSANTENbHBIE JOKYMEHTHI
(OpHUrHHAJIBI ¥ KOIIHH);

CKaHUPOBATh, KOIIUPOBATh U KOHBEPTUPOBATh JOKYMEHTHI B
pasnuuHble HopMaTh;

OCYIIECTBIIATh NPOBEPKY NMPOCKTOB JOKYMEHTOB Ha COOTBET-
CTBHE NIPABUJIAM JIEJIONPONU3BOICTBA;

MPUHAMATH ¥ IPOBOIUTD IEPBUUHYIO 00paObOTKY BXOISIITHX
JIOKyMEHTOB;

MIPOBONTD NPEIBAPUTEIHHOE PACCMOTPEHUE BXOIAIINX H
BHYTPEHHHUX JIOKYMEHTOB;

PETUCTPUPOBATH BXOAAIINE, UCXOIAIINE U BHYTPEHHUE JIOKY-
MEHTBI;

KOHTPOJIHMPOBATh MapIIPYTU3AIMIO JOKYMEHTOIIOTOKOB B Op-
raHu3aluy (CorjlacoBaHue, NOAMNNCaHNe, YTBEPKACHUE, PETH-
CTpaIysi, 03HAKOMJICHUE U HCITIOJIHEHHE JOKYMEHTOB);
OCYIIECTBIISITH CPOKOBBIN KOHTPOJIb HCIOJHEHHS JIOKYMEHTOB;
OCYIIECTBIISITh HOATOTOBKY M OTIPABKY MCXOSIINX JIOKYMEH-
TOB;

COCTaBJIATH OTYETHI M AHAJTUTUUECKHE CITPABKU

00 MCTIOJIHEHNH JOKyMEHTOB;

BECTH MH(POPMAIIMOHHO-CIIPABOYHYIO paboTy

10 JOKYMEHTaM;

OCYILECTBIIATh paboTy ¢ OpraHU3aI[IOHHO-
pacropsauTeNbHBIMUA JOKYMEHTAMH B aBTOMAaTH3HPOBAHHBIX
CHCTEMaXx.

3HaHus:

HOpMaTHBHBIE ITPpaBoBbIe akThl Poccuiickoit deneparuu B che-
pe JIeI0NpOn3BOICTBA;

JIOKaJIbHbIE HOPMATHUBHBIE aKThl, PErJIAMEHTUPYIOIUE Jes-
TEJILHOCTB CITY’KOBI JIeJIONPOU3BOACTBA U €€ pabOTHHKOB, Op-
TaHU3ALUI0 BEJICHUs JeIONPOU3BOJICTRA;

COBpPEMEHHBIE HH(POPMAIIMOHHBIE 1 KOMMYHHUKAI[HOHHBIE TEX-
HOJIOTHH, IPUMEHSAEMBIE

B paboTe ¢ JOKYMEHTaMH;

CTPYKTYpa OpTaHU3AINH, PyKOBOACTBO CTPYKTYPHBIX ITOApa3-
JIEJIEHUH, 00pa3Ibl MOIICEH NI, UMEIOIINX IIPABO ITOATNCA-
HUS U yTBEP)KICHUS JOKYMEHTOB, M OTPAHUYEHHUS 30H UX OT-
BETCTBEHHOCTH;

IIpaBWJIa PYCCKOTO SI3bIKA;

TpeOoBaHuUs OXpaHbl TPyIa.

[K 1.8. OdopmisTs 10Ky-
MEHTHI 110 IMYHOMY COCTa-
BY U OpraHU30BBIBATH pado-
Ty C HUMH, B TOM YHCJIE C
HCIIOJIb30BaHMEM aBTOMa-
THU3MPOBAHHBIX CUCTEM

HaBpixkn

oopMIICHHS JOKYMEHTOB IO JHYHOMY COCTaBy U OpraHH3a-
UK pabOThI C HUMH, B TOM YHCJIE C HCIIOJIH30BAaHUEM aBTOMa-
TU3UPOBAHHBIX CHCTEM

YMmenus:

00eCIeunBaTh COXPAHHOCTh MEPCOHATBHBIX TaHHBIX PA0OTHU-
KOB;

OPraHM30BBIBATH TOKYMEHTOOOOPOT 10 MPEICTABICHHUIO JOKY-
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MEHTOB TI0 IIEPCOHAITy B TOCYJapCTBEHHBIEC OPraHbl;
OPTraHU30BBIBAThH JIOKYMEHTOOOOPOT MO YUETY U ABUIKEHHIO
PabOTHHKOB,

BECTH BOMHCKHUI yu€T pabOTHUKOB;

BeCTH Y4€T pabouero BpeMeHH pabOTHUKOB;

oopMIIATh OPTaHU3AIOHHO-PACIOPAANTENHHBIEC JOKYMEHTHI
TI0 JINYHOMY COCTaBY;

BECTH PETUCTPAIHIO, YIET, ONEPaTHBHOE XpPaHEHUE JOKYMEH-
TOB IO INYHOMY COCTaBY;

BECTH JIOKYMEHTAINIO, TIOATBEPKAAIOIIYIO CBEACHHS O TPYIO-
BOM IESTEIBHOCTH U TPYIOBOM CTaXe PAaOOTHUKOB;
(bopMHUpOBATH JIMYHEIE JieNa pAOOTHHKOB;

odopMIIATH A€ M0 JTMYHOMY COCTaBY JUIsl IEpeauu B apXuB
OpraHM3aIH;

paboTath co crenuaaTM3upOBaHHBIMU HH(POPMAIIMOHHBIMH CH-
cTeMaMH 1 6a3aMH JaHHBIX 110 BEJCHUIO YUETa U ABHIKCHUIO
pabOTHUKOB.

3HaHus:

HOpMAaTHBHBIC TIPAaBOBBIC aKTHI Poccuiickoit @eneparun B che-
pe TPYIOBBIX OTHOLIECHHIH;

JIOKQJIbHBIE HOPMATHBHBIE aKTHI, PETIIAMEHTHPYIOIINE TPYI0-
BbIE OTHOILICHNS;

COBPEMEHHBIE HHPOPMAIIMOHHO-KOMMYHHKAIMOHHBIE TEXHO-
JIOTHH, IPUMEHSIEMBIE B pabOTe € IOKYMEHTaMH 110 JINYHOMY
COCTaBYy;

CTPYKTYpa OpTaHU3aI1H, PyKOBOACTBO CTPYKTYPHBIX IOApa3-
JICIICHMI;

IIpaBUIIA JEIONPOU3BO/ICTRA,;

IIPaBUIIA PYCCKOTO SA3bIKa,;

3THKA JISIOBOTO OOIICHNS;

TpebOBaHUs OXpaHbI TPya.

IIK 1.9. OpranuzoBriBaTh
TEKyIee XpaHCHHE JI0KY-
MEHTOB, 00pabOTKy e IS
OIIEPATUBHOTO M apPXUBHOTO
XpaHCHUs, B TOM YHCIE C
UCITOJIL30BaHUEM aBTOMa-
TU3UPOBAHHBIX CHCTEM

HaBpixkn

OpTaHU3aINH TEKYIIETr0 XpaHSHHUS JOKYMEHTOB, 00pa0OTKH
JIeJT 111 ONEPATHBHOTO W ApXHBHOTO XPaHCHHS, B TOM YHCIIE C
HCTIOJIE30BAHUEM aBTOMATH3UPOBAHHBIX CHCTEM

Ymenus:

pa3pabaTbIBaTh HOMEHKIIATYPY A€ OpraHH3alny;

MPOBEPSATH MPABHILHOCTH 0(OPMIICHHSI TOKYMEHTOB M OTMET-
K# 00 UX MCIIOJIHEHUH Tiepe]] X (OPMUPOBAHHUEM B JIENIO JIJIS
MOCJICYIOMIETO XpaHeH s, HOPMHUPOBATH JejIa, KOHTPOIUPO-
BaTh MPAaBUJILHOE U CBOEBPEMEHHOE pacIpe/ie]ICHHe U TOI-
IIMBKY JTOKYMEHTOB B JIeJia B COOTBETCTBUHU C HOMEHKJIATYPOU
Iel;

MIPOBEPSTH CPOKU XPAHEHUS! IOKYMEHTOB, COCTaBJISTh MPOTO-
KOJI pabOTBI IKCIIEPTHON KOMUCCHU TI0 TIOATOTOBKE JTOKYMEH-
TOB K IIepeJjaue B apXuB;

COCTAaBIISITh KT O BBIACJIEHUU K YHUUTOXKEHHUIO TOKYMEHTOB,
HE TOJUIeKAIINX XPaHEHHIO;

COCTAaBIISITh aKT 00 YHHYTOKEHUH IOKYMEHTOB;
OCYIIECTBJIATh MOJHOE UM YACTHIHOE 0(hOpMIIEHHUE JIENT Bpe-
MEHHOTO, TOCTOSTHHOTO, JIOJITOBPEMEHHOTO CPOKOB XPAaHEHUST;
COCTAaBIISITh OMHCH JAEI CTPYKTYPHBIX TOPa3aeIIeHUI TOCTO-
STHHOTO0, JTOJITOBPEMEHHOTO CPOKOB XpaHEHUS JIJIs Tiepeadn
JIeJ B apXWB OpraHU3aIuy;

MPUMEHATh HHPOPMAIMOHHO-KOMMYHHUKAIIHOHHBIE TEXHOJIO-
THH TIpU paboTe C TOKYMEHTAMHU.

3HaHus:

HOpMaTHBHBIE ITPaBOBbIE akThl Poccuiickoit denepanunu B cdhe-
pe J1eI0NpOn3BOACTBA U apXUBHOTIO JI€1a;

JIOKaJIbHbIE HOPMATUBHBIE aKThl, PErJIAMEHTHPYIOLUE BEJCHHUE
JIEJIONPOU3BOACTBA U Nepeaauy el B apXUB OpraHU3alluu;
BU/IBI HOMEHKJIATYp Jel, 00Iue TpeOOBaHUs K HOMEHKIIAType
JIe, TIOPSIIOK paboThI C HEl;
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NOPSIOK (POPMUPOBAHUS M OPOPMIIEHHS /e, crielupuKa
(bopMHUpOBaHUs OTAEIBHBIX KATETOPUH Jel;

IIpaBUJIa XpaHEHUS JIeN, B TOM YHUCIIe ¢ JOKYMEHTaMH OTpaHuU-
YEHHOTO J0CTYIa;

NpaBuJIa BBIJAYH U MCIOJIb30BaHUS JOKYMEHTOB U3 COPMHU-
POBaHHBIX JIET;

MOPSIIOK MCIIOIb30BaHNS TUIIOBBIX I BEOMCTBEHHBIX IIC-
peuHeli TOKyMEHTOB, OTIPECICHHUS] CPOKOB XPAHEHHUS B MPO-
I[ecce SKCIEPTU3BI IIEHHOCTH JIOKYMEHTOB;

BU/IBI OITHCEH JIEN OpTaHU3alnH U MOPSIOK PabOTHI

C HUMU;

TpeOoBaHuUs OXpaHbl Tpya.

OpraHu3zanus apXuBHOM
paboTHI 0 JOKyMEHTaM
OpraHU3aINi Pa3THIHBIX
(hopM COOCTBEHHOCTH

IIK 2.1. OcymiecTBaATH
KOMILICKTOBAaHUE apXUB-
HBIMU JIeIaMU (JOKYMEHTa-
MH) apXUBa OpraHU3alUuU

Hasbikn

y4acTusi B KOMIUIEKTOBAaHHH apXUBHBIMU JIeNlaMHU (JJOKyMEHTa-
MH) apXUBa OpraHU3alUuN

Ymvenus:

paborath ¢ HoapasaesieHUIMI/OpraHN3alusIMA HICTOYHUKAMH
KOMIIJICKTOBAaHHUS apXUBa;

NPUHAMATh apXUBHbIC A€J1a (JOKYMEHTHI) Ha IIOCTOSIHHOE HIIH
JIOITOBPEMEHHOE XPAaHEHHE;

y4acTBOBAaTh B IPOBEACHUU SKCIIEPTU3BI LEHHOCTH PA3IUYHBIX
TUIOB U BUJIOB JOKYMEHTOB B COOTBETCTBUU C BHYTPEHHUMH
periaaMeHTaMu OpraHU3alvH;

NPUMEHSTH B paboTe peKOMEHIALUH KCIIEPTHO-IIPOBEPOYHOM
KOMHCCUH MJIH SKCIIEPTHON KOMHUCCHH OpTaHU3aIHH;
MIPUMEHSTh NIEPEYHHU C YKa3aHHEeM CPOKOB XpaHEeHuUs aen (1o-
KyMEHTOB);

co0JII0/1aTh HOPMATHUBHBIE CPOKH XPaHEHHMs JIe (JOKYMEHTOB);
BECTH yU&T UCTOYHUKOB KOMITJICKTOBaHUS apXHBa;
UCTIONIb30BATh EPEIOBOM OTECUECTBEHHBIN 1 3apyOeKHBIH
OTIBIT 110 KOMIUIEKTOBAHHIO apX1Ba JeJlaMH (JJOKyMEHTaMH)
HMOCTOSIHHOTO U JIOJTOBPEMEHHOI0 XPaHEHMS;

WCTIONIb30BaTh COBPEMEHHBIC aBTOMATH3NPOBAHHbIE, HHPOP-
MAaIOHHBIE U TEIEKOMMYHHKALIMOHHBIE TEXHOJIOTUHU I0KY-
MEHTHPOBAHHBIX c(ep IeSTEeNbHOCTH OPTraHNU3aIHH.

3Hanus:

HOpMaTHBHBIE ITPpaBoBbIe akThl Poccuiickoit denepanuu B che-
pe JIeIoNpPOn3BOICTBA M apXUBHOTO JIeJIa;
HayYHO-METOUYECKHE KPUTEPUH SKCIIEPTU3BI [IEHHOCTH pa3-
JIUYHBIX TUTIOB U BUJIOB JieJ (JOKyMEHTOB);

TEOPETHYECKHE U METOJUUECKUE aCTIEKTH KOMIUIEKTOBaHMS U
9KCIIEPTHU3bI LIEHHOCTU BCEX BUJIOB IOKYMEHTOB;

BUBI, PA3HOBUAHOCTH M (POpPMATHI BCEX BHIIOB JOKYMEHTOB;
YHU(DHUIUPOBAHHYIO CHCTEMY OpPTaHU3aIllHOHHO-
pacnopsAUTENbHON JOKYMEHTAlUU;

CTaHIapTH 0QOPMIICHHUS OpPraHU3aIMOHHO-PACTIOPITUTEIBHOM
JIOKyMEHTaLIUU;

CIOCOOBI U TEXHOJIOTUH JJOKYMEHTHPOBAHUS PAa3INIHBIX BUIOB
npodeccnoHamTbHOM AesITEIEHOCTH;

OpraHU3aI[MOHHbIEC MPUHITUITEI KOMIUIEKTOBAHUS JeT (IOKY-
MEHTOB) OTPAHUYEHHOTO JOCTYIIA;

TpeOOBaHUs OXPAHbI TPY/IA.

[IK 2.2. Bectu yuét apxuB-
HBIX JIeJT (JIOKYMEHTOB), B
TOM YHCJIE C UCIOIb30Ba-
HUEM aBTOMAaTHU3HUPOBAHHBIX
cHcTeM

HaBbikn
BeJIeHUS YUETa apXUBHBIX JIeN (JOKYMEHTOB), B TOM YHCIIE C
HCIIOJIb30BAHUEM aBTOMATU3UPOBAHHBIX CUCTEM

YMmenus:

MOJIb30BATHCS YUETHBIMU IOKYMEHTAMU B paMKaX 3JICKTPOH-
HBIX HH(OPMAIIMOHHBIX CHCTEM TOKYMEHTUPOBAHHEBIX Ccep
JIESTETbHOCTH OPTaHU3AIHH;

MOJIb30BATHCS CEPTHOHUIIUPOBAHHBIMHA ABTOMATH3UPOBAHHBIMU
CHUCTEMaMH JJOKYMCHTUPOBAHHBIX Cep AeATSIbHOCTH OpraHu-
3aIWH 110 YIETY, PETHCTPALMH, KOHTPOJIIO eI (IOKYMEHTOB);
T0JIb30BATHCS MH()OPMAIIMOHHO-CIIPABOYHBIMH CHCTEMaMHM
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JIOKYMEHTHPOBAHHBIX cep AeaTeIbHOCTH OpraHu3alny;
BECTH CIIPAaBOYHO-IIONCKOBBIE CPEJICTBA K aPXHBHBIM JIeJIaM
(moxymMeHTaMm);

BECTH Y4E€T CTpaxoBoro (oH/a apXUBHBIX JIeN (JOKYMEHTOB);
MPUMEHSTh HOPMaTHBHBIE [TPABOBBIE aKThl, JIOKaJbHBIE HOpMa-
THBHBIE aKThl OPTaHU3ALUN 1 METOIUYECKUE JOKYMCHTHI B
o0acT yaéra apXUBHBIX JeJT (IOKyMEHTOB);

BHOCHTb IIPEIIOKEHHUS 110 COBEPLICHCTBOBAHMIO METOIIYE-
CKOT0 00ecIeueHUs y4éTa pasHbIX BUIOB JOKYMEHTOB B JIOKY-
MEHTHPOBAHHBIX chepax NesTeIbHOCTH OpTaHU3aLHUH.

3HaHusa:

HOpMAaTHBHBIC TIPAaBOBBIE aKTHI Poccuiickoit @eneparun B che-
pe JeT0npOn3BOICTBA M apXUBHOTI'O JIENa;

METOIMYECKHE TOKYMEHTHI M HaIlMOHAJIbHBIE CTaHJapTHI B 00-
JacTH y4éra TOKYMEHTOB M JIOKYMEHTHPOBAHHBIX cdep nesi-
TEJILHOCTH OpraHU3allly;

OTEYECTBEHHBIE 1 3apyOeKHbIE CepTH(GUIMPOBAHHBIE CUCTEMBI
aBTOMATH3MPOBAHHOTO y4éTa apXHUBHBIX 7] (JIOKYMEHTOB);
TpeboBaHus K yuéTy 0c000 IEHHBIX U YHUKAIBHBIX apXUBHBIX
JielT (IOKYMEHTOB);

CPOKH BBINOJIIHEHHS paboT 1Mo y4&éTy apXUBHBIX JeT (TOKYMEH-
TOB);

o01mpe NpUHIUIBI y4éTa 1 KOMIUIEKTOBAHHMS /1€ (JOKyMEH-
TOB) OTPAaHUYEHHOI'0 I0CTYTIA;

TpeOOBaHUS OXPaHbI TPYA.

IIK 2.3. OcyuiecTBaATh
XpaHCHUE apXHUBHBIX JICT
(TOKyMEHTOB) C TIOCTOSIH-
HBIM CPOKOM XPaHCHUS U
10 JINYHOMY COCTaBY

B apXMBE OpraHU3aIUH

HaBbIkn

OCYIIECTBIICHUS XpPAaHEHUS apXUBHBIX JIeN (JOKYMEHTOB) C TIO-
CTOSIHHBIM CPOKOM XPaHEHHs U M0 JIMUHOMY COCTaBY B apXUBE
OpraHu3anuu

Ymenus:

CHUCTEMaTH3HPOBATH JeNa (TOKyMEHTHI);

pa3MelaTh apxuBHBIC Jefia (JIOKYMEHTBI) Ha MecTax XpaHEeHUs
B COOTBETCTBHHU C HOPMaTHBHBIMH TPEOOBaHUAMH B 00J1aCTH
ApXMBHOTO JIeNla ¥ YIPaBIICHHS TOKYMEHTaMHU;

co0JII0/1aTh HOPMATHBHBIE PEKUMBI XPAHEHHNST ApXUBHBIX JIEIT
(TOKyMEHTOB) Ha JIFOOBIX HOCHTEIIAX;

MIPOBOINTH POBEPKY IOJIHOTHI COCTaBa apXUBHBIX JTOKYMEH-
TOB B €IMHUIIAX XPAHEHHUS;

MIPOBOJUTH ONMCaHUE apXHUBHBIX /e (IOKyMEHTOB);
COCTaBIIATH CIIPABOYHO-TIOMCKOBBIE CPEJCTBA K apXUBHBIM Jie-
naM (ZOKyMEHTaMm);

BECTH yUY€T U KOHTPOJIb BBIJIa4YX apXUBHBIX J1e] (TOKyMEHTOB)
13 apXUBOXPAHWIHUIIA U UX BO3BPATa;

BECTH YYET U KOHTPOJIb Tepeaayun aAei (JIOKyMEHTOB)

B TOCY/IapCTBEHHBIH/MYHUIINTIATILHBIA apXUB WM Ha HHOE
BHEIITHEE XpaHEeHUe U MpruéMa JIeNl C BHEITHET0 XpaHEeHUs;
MIPOBO/INTDH MOJIMCTHYIO NPOBEPKY (PU3NYECKOTO COCTOSHUS
JielT (IOKYMEHTOB);

pa3bICKUBaTh HEOOHAPYKEHHBIE J1eNa (IOKYMEHTHI);
3amUmaTh HHPOPMAIMOHHBIE PECYPCHl apXUBa OT HECAHKIIHO-
HUPOBAHHOTO JOCTYIIA.

3HaHus:

HOpMAaTHBHBIE MTPaBOBBIE aKkThl Poccutickoit deneparuu B che-
pe JIeTopOr3BOICTBA M APXUBHOTO JIEJIa;

HOpMaTUBHBIE TPaBoOBbIE aKkThl Poccuiickoit deaeparuu B 00-
nacti nHGopManny, MHGOPMALMOHHBIX TEXHOIOTHH, 3aIUThI
nH(OopMaLnK 1 IEPCOHANTBHBIX TaHHBIX, IU(POBOH TpaHC-
dopmaruy;

HOpMaTHBHBIC ITpaBoBbIe akThl Poccuiickoit dexeparuu B 00-
JacTH KOH(UASHINAILHOCTH MH(POPMAIIH;

NpaBuUJia XpaHeH!s /e (IOKYMEHTOB) B COOTBETCTBHH C X
THUIIAMH;

HNOPSIAOK (POPMHUPOBAHHSI JOKYMEHTOB B KOMIUIEKTHI, TPYIIIIbI,
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THITBI;
TpeboBaHus K 0OPMIICHHIO IOrOBOPOB HA PEATU3ALHUIO YCIYT
BHEIITHEr0 XpaHeHUs 1eJ (JIOKyMEHTOB);

CPOKH BBITIOJIHEHHS paboT;

TpeOOBaHMUs K yCTAaHOBJICHHBIM HOpMaM BBIPaOOTKH;
TpeOOBaHNUS OXPaHbI TPYAA.

[IK 2.4. OcymecTBiATh
XpaHeHHe, KOMIIJIEKTOBa-
HUE, YUET U UCIIOJIb30BaHUE
Jen (IOKYMEHTOB) BpeMEH-
HOTO XpaHECHUS

Haspikn
obecrieueHns1 XpaHEHHUsI, KOMIUIEKTOBAHHMS, YUETa M UCTIONb30-
BaHU JIeJT (JIOKYMEHTOB) BPEMEHHOTO XpaHEeHHUS

Ymenus:

OpPTraHM30BBIBATh U 00ECIICYNBATH XPAaHEHHUE Jell (JOKYMEHTOB)
BPEMEHHOT'O XPaHECHUS OPraHU3alUH B TPAJUIIMOHHOM U B
3JIEKTPOHHOM BUJIE;

KOHTPOJIMPOBATh Pa3pabOTKy CTPYKTYPHBIMH HOAPA3IeIICHUS-
MU OIUCEN M aKTOB O BBIICJIICHUH HA YHHUTOXXEHHE JIeN (JOKY-
MEHTOB) BPEMEHHOTO XPaHEHUS B TPAJUI[IOHHOM U B JJICK-
TPOHHOM BHJIE,;

(OpMHUPOBATH €MHUILIBI XPAHEHHUS TOKYMEHTOB JUIS MX 1OCTIe-
JIYIOIIETO pa3MeIeHHs B apXUBE OpraHU3aIiH;

COCTaBIIATH CIIPAaBOYHO-IIONCKOBBIE CPE/ICTBA K APXUBHBIM JIe-
naM (ZOKyMEHTaMm);

OCYIIECTBIIATH MOUCK 1€ (TOKYMEHTOB) BPEMEHHOTO XpaHe-
HUS B TIPOIIECCE UX XPAHEHUS B CTPYKTYPHBIX NMOAPA3ACICHUSIX
W apXHBE OpPraHN3alNy;

OCYILECTBJIATH METOIUUECKOE PYKOBOJCTBO OpraHu3anueit
XpaHeHus el (TOKyMEHTOB) B CTPYKTYPHBIX HOJpa3eICHHUIX
OpraHu3aIiy;

OKa3bIBaTh CTPYKTYPHBIM MOAPA3ACICHUAM IPAKTHUECKYIO
MIOMOIIb B OpraHU3allMU XPaHEHH Jell (JOKYMEHTOB);
pa3pabaThIBaTh ClIPaBOYHO-HH(POPMAIIMOHHBIE JOKYMEHTBI 10
OpTaHM3aINK MCIOIb30BaHUS JIel (IOKyMEHTOB) BPEMEHHOTO
XpaHEHUs B CTPYKTYPHBIX HIOAPA3/ICICHUSAX U apXHBE OpraHu-
3aIH;

MPOBOJINTD IKCTIEPTU3Y IIEHHOCTH JIeJT (JOKyMEHTOB) BPEMEH-
HOTO XpaHEHUs, TIepeaHHbIX B apXUB;

OTIPEZIETATh CPOKU XpaHEHUs 1l (JIOKYMEHTOB) BPEMEHHOT'O
XpaHEHHUS;

obecrieunBaTh 3aIUTYy A€l (JOKYMEHTOB) BPEMEHHOTO XpaHe-
HUS B OpPraHM3allMi OT HECAHKIIMOHUPOBAHHOTO I0CTYIA MIIH
YHUYTOXKCHUS;

MPOBOAUTH (HU3MUECKOE YHUITONKEHHE JIeN (JOKYMEHTOB) Bpe-
MEHHOT'O XpaHEHHsI ¢ HCTEKIINMHI CPOKAMH XPAHEHHUS T10CTIe
COTJIACOBAHUSI CO CTPYKTYPHBIMH ITOPA3AEICHUSIMU OpTaHu-
3aIH;

odopMIIATh y4ETHBIE JOKYMEHTHI 00 YHHUTOXXESHUH e (J10-
KyMEHTOB) BPEMEHHOT'O XpaHEHHsI C HCTEKIINMH CPOKaMHu
XpaHEHUSI COBMECTHO CO CTPYKTYPHBIMH MOJPA3I€ICHUSIMU
OpraHu3aIHH.

3uanus:

HOpMAaTHBHBIE MTPaBOBBIE akThl Poccutickoit deneparuu B che-
pe JeNOoNpOU3BOICTBA U APXUBHOTO JIENIa;

HOpMaTHBHBIE MTPaBoOBbIE aKkThl Poccuiickoit deaeparuu B 00-
JIACTH 3AIUTHI IEPCOHATBHBIX TaHHBIX;

HOpMaTUBHBIE TPaBoOBbIE aKkThl Poccuiickoit deaeparuu B 00-
JacTU KOHOUACHIINAIEHOCTH HH)OPMAIIHH;

METOJMYECKIE JOKYMEHTHI U HAIMOHAIEHBIC CTAHAAPTHI B 00-
JIACTH JIEJIOMPOU3BOJICTBA U apXUBHOI'O JeJa;

METOJIMKA Pa3paboTKu PopM yUETHBIX TOKYMEHTOB B TpaIu-
LIMOHHOM U B JIEKTPOHHOM BH/IE;

MpaBUjIa CUCTEMATH3AIUHU U KlIacCU(UKAIUH JJOKYMCHTOB;
0COOEHHOCTH OPTaHM3AINH XpaHEHUS el (IOKyMEHTOB) Ha
pa3JIMYHBIX HOCUTEJSX;

KPUTEPUH OTIpEACIICHUS IICHHOCTH e (TOKYMEHTOB) ISt
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JIANTbHEHILIETO XPaHEHH!s MITH YHUYTOXKEHUSL;

TpebOBaHus K IIpoLeccaM YHHUTOKEHUSI MHPOPMAIMH B Tpa-
JUIIMOHHOM U 3JIEKTPOHHOM BH/IE;

TpeOoBaHuUs OXpaHbl Tpya.

IIK 2.5. OcyuiecTBasTh
HCTIOBb30BaHUE aPXUBHBIX
JielT (TOKYMEHTOB), B TOM
YHCIIE C UCTIOIb30BaHUEM
ABTOMATH3UPOBAHHBIX CH-
cTeM

HaBbiku
OCYILECTBIICHUSI UCIIOJIb30BAHUS APXUBHBIX JIEIT (JIOKYMEHTOB),
B TOM YHUCJIE C UCNOJIb30BAHUEM aBTOMATU3UPOBAHHBIX CUCTEM

YmMmenus:

CHCTEMaTH3HPOBATEH M 0000IIaTh CBEIEHHSI O COCTaBE H CO-
JIepKaHUN apXHUBHBIX JIe] (TOKyMEHTOB);

HCTIONB30BaTh HH(OPMAIIMOHHBIE TEXHOJIOTHH B OOJIACTH CO-
3IaHHS CIPABOYHO-TIONCKOBBIX CPEICTB apXUBa U JOKYMEHTH-
POBaHHBIX c(ep AeATeTEHOCTH OpPTraHU3aIINy;

(hOopMHUPOBATH OCHOBHBIC U BCTIOMOT'aTEJIbHBIC BUBI APXUBHBIX
CIPaBOYHHUKOB B AJICKTPOHHOH (popme;

MOJITOTABIIUBATh HH(POPMALIMOHHBIC TOKYMEHTHI 110 3aIpocaM
MOJIb30BATENCH PA3THYHBIX KATCTOPHH.

3HaHus:

HOpMaTHBHBIE ITpaBoBbIe akThl Poccuiickoit denepanuu B che-
pe IeI0IpOn3BOICTBA;

HOpMAaTHBHBIC TIPAaBOBEIC akThl Poccuiickoit @eneparnu B 00-
JIACTH 3aIIUTHI IEPCOHATIBHBIX JTaHHBIX;

METOIMYECKHE JOKYMEHTHI B 00JIaCTH MCIIOIB30BaHUS U Iy0-
JIMKAIIK apXUBHBIX JIeN (IOKYyMEHTOB);

cepTH(UIMPOBaHHBIC HHPOPMAIIMOHHO-TIONCKOBBIC CHCTEMBI B
o0acT pa3pabOTKH Hay4YHO-CIPAaBOYHOIO ammnapara JI0Ky-
MEHTHPOBAHHBIX c(hep AeATeIbHOCTH OPTaHU3aIIH;

CPOKH BBINOJIHEHUS pabOT 10 OpPraHU3alui UCIOIB30BAHUS
ApXUBHBIX JeJ (JOKYMEHTOB);

OpTraHM3aI[MOHHBIE IPHHIUIIBI UCTIOIB30BaHNUS JOKYMEHTOB
OTPaHUYEHHOI0 JOCTYIIA;

TpeOOBaHMUS K ITOJrOTOBKE apXUBHBIX CIIPABOK M BBHIIIMCOK U3
APXMBHBIX JOKYMEHTOB;

TpebOBaHUs OXpaHbI TPyIa.

Brimonnenne pabot 10
npodeccun  «Cexperapb-
MAaIIMHUCTKa»

IIK 3.1 CocraBnsts, penak-
THpOBaTh W  O(QOpMIATH
OpTraHU3aIMOHHO-

PaCTIOPSIUTEIBHYIO  TOKY-
MEHTAIINIO, CO3/]aBaEMYI0 B

OpraHM3alINy, COTJIACHO
TpeGOBaHUIM T'ocynap-
CTBCHHBIX CTaHOapTOB

(FOCT) mo odopmiacHUIO
JIOKyMEHTOB C HCIIOJIb30Ba-
HHEM COBPEMEHHBIX BHJIOB
OpTraHU3aI[MOHHON TEXHUKH.

Hagpikn:

CocTaBinsiTh, PEAAKTUPOBATH M OPOPMIATH OPraHW3aINOHHO-
pacnopsauTeNbHYI0 JOKYMEHTALUIO, CO31aBaéMyl0 B OpraHH-
3aIliH, COTJIaCHO TpeOoBaHMSIM [ '0CyJapCTBEHHBIX CTaHAAPTOB
(I'OCT) mo odopMIIeHHIO JOKYMEHTOB C HCIIOIB30BAHUEM CO-
BPEMEHHBIX BUJIOB OPTaHU3AI[OHHON TeXHUKH.

Ymenus:

HCTIONB30BaTh CPeACTBAa MH(POPMALMOHHBIX M KOMMYHHKAIU-
OHHBIX TEXHOJIOTHH JUIS MOJyYeHUS U TTepefadn HH(opMaIumy;
BECTH M MCIIOJIb30BaTh B paboTe 0a3y KOHTAKTOB OPTraHHU3ALUH;
3HaHus:

HOpMaTHBHBIE TIpaBoBbIe akThl Poccuiickoit ®enepannu B che-
pe J1eI0NpOU3BOICTBA;

HOpPMaTHBHBIE TpaBoBble akThl Poccuiickoit denepanuu B 00-
JIACTU 3AILUTHI IEPCOHANIBHBIX JAHHBIX;

cHUCTeMa apxXMBHOIO yrpasieHus B Poccuiickoit denepaiu u
opranuzanuio ApxusHoro ¢onaa Poccuiickoit @enepammu;
CHCTEMa XpaHeHHs U 00pabOTKH JOKYMEHTOB.

TIK 3.2 BEIOIHATE Malrm-
HOTIMCHBIE Pa0OTHl pa3nnuy-
HO# CTENICHH CIIOKHOCTH.

HaBrbIkn:

BrITIOMHATE MaNIMHOMUCHBIE pabOThl Pa3IUYHON CTETICHH
CJIO)KHOCTH.

Ymenun:

revararth Mo YKa3aHUI0 PYKOBOJUTENIS Pa3InYHbIe MaTepUalIbl;
paboTaTh B CUCTEMaX AJIEKTPOHHOTO TOKYMEHTOO00O0POTA;
HCIOJIb30BaTh B JIEATENbHOCTH COBPEMEHHBIE KOMITBIOTEPHBIE
TEXHOJIOTHH;

MPUMEHSTh CpeACTBa MHGOPMAIIMOHHBIX TEXHOJIOTUH Ui pe-
MIeHHsI MPOQECCHOHANBHBIX 3a/1a4;

3Hanusa:
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HOpMaTHBHBIE TIpaBoOBbIe aKkThl Poccuiickoit @enepannu B che-
pe JeNIONpOU3BOICTBA,;

HOpPMaTHBHBIE TpaBoBble akThl Poccuiickoit denepanuu B 00-
JIACTH 3AILUTHI IEPCOHANIBHBIX TaHHBIX;

crcTeMa XpaHeHUs 1 00padOTKU JOKYMEHTOB

IIK 3.3 OpranuzoBbiBaTh
JOKYMEHTOO0OpOT B oOpra-
HHU3allMH, KOOPAWHHUPOBATH
paboTy TpHEeMHOW pPYKOBO-
JATEIIS.

HaBbiku:

OpraHu3oBHIBaTh JOKYMEHTOOOOPOT B OpraHW3alHH, KOOPIH-
HHUPOBATh PAOOTy NIPHEMHON PYKOBOIUTEINS

XpaHeHHs, KOMIUICKTOBAHHMS, y4éTa W HCIIOJIb30BaHUA e
(TOKyMEHTOB) BpEMEHHOTO XpaHCHHS.

Ymenus:

BBITIOJTHATH TEXHUUECKHE (QYHKIUU 10 00SCTICUYeHHIO M 00CITy-
JKMBAHUIO pabOThl PYKOBOAMTENS MPEANPUATHS WIN €ro HoA-
pa3zieneHuni;

MOJTy4aTh HEOOXOIMUMBIE PYKOBOIUTENIO CBEJICHUS OT MOJpas-
JISTICHUI WM UCIIOJHUTENCH, BBI3BIBATh 10 €ro IOpPYYECHUIO
PabOTHHKOB,

OpPraHU30BBIBaTh Tele(OHHBIE TIEPErOBOPHl  PYKOBOAMTEIS,
NPUHUMATE M IepenaBaTh Telde(OHOrPaMMEL, 3allUCHIBaTh B
€ro OTCYTCTBUE NMPHUHATHIE COOOLICHHS U JOBOAUTH JIO CBEIC-
HHSL pPYKOBOJHTEISI UX COJCPIKAHHE;

OCYIIECTBIIATE PAabOTy IO MOATOTOBKE 3aceNaHWil M COBella-
HHH, TPOBOJMMBIX PYKOBOJHUTENEM (IPOBOAUTH cOOp HE0OXO-
JUMBIX MaTCpUaJioB, ONOBCUIATh YYACTHHUKOB O BPEMCHU, MEC-
CTC, MOBECTKE IHA 3ac€daHusA WIN COBCUIAHUA, IMTPOBOAUTHL HUX
perucTpalmio), BeCTu 1 0(OPMILSITH TIPOTOKOJIBI;

obecrieunBaTh pabouyee MECTO PYKOBOAUTENSI KaHIENISIPCKUMHU
MPUHAATICI)KHOCTAMHU, CPCACTBAMU OpFaHH3aL{HOHHOﬁ TCXHHKH,
CO3/1aBaTh YCJIOBHs, criocoOcTBytomue 3ddexTrBHON paborte
PYKOBOZMTEJIS;

nepeAaBatb W NPUHAMATh HHPOPMALMIO 0 HPHEMHO-
MIEPErOBOPHBIM YCTPOHCTBaM (Telekce, (ake, Tenedakc u np.);
OPraHU30BBIBATH PAOOTY KOJJICKTHBA U KOMAH/IBI.

3HaHus:

cucTeMa XpaHeHHs 1 00pabOTKH TOKYMEHTOB;

oOIme MPUHIUIBI y4€Ta U KOMIUIEKTOBAHUS IeN (JOKyMEH-
TOB);

COBPEMCHHBIC I/IH(I)OpMaI_[I/IOHHO-KOMMyHI/IKaI_II/IOHHI)Ie TEXHO-
JIOTUH, IPUMCHICMBIC B pa60Te C TOKYMCHTaMU;

CTPYKTypa OpraHU3alUH, PyKOBOACTBO CTPYKTYPHBIX IOIpa3s-
TICIICHHI;

NpaBMIIa JEJIONPOU3BOJICTBA;

MPaBUJIA PYCCKOTO S3BIKA;

9THKA JIEJIOBOTO OOIEHNS;

TpeboBaHuUs OXpaHbl TPya.
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5. CtpykTypa 00pa3oBaTe/ibHOM MPOrpaMMbl

5.1. Y4eOHBIH IJIaH

Pacnipenenenue no
ceMecTpaM

O0BeM 00pa3oBaTeNbHON MPOrPaMMBI (aKal.

HbBIX 3aHATUN

4ac.) 110 BUAaM yueo-

2
=
[
Tpomex 5 3 ~ | TMPOMEXKYT. aTTe-
arrecran é* & B TOM UHCIIE 2 cTatms
) E
o= | = ms 5| & .
| 2 8] 8 2y = 5
2 F| 2| & = 25 & 2
N g 5] - ) S = 1]
. & =6 = 3 = 2 g { ~ )
WNnpekc KommoHeHTsI 00pa3oBaTeIbHON MPOrpaMMbl 3 E 2 s = w | 58 & = s
| 2| z| 2| | B Elsg 2| 5| =z ¢
£ = = < 5} = ) = o8 o & 5 <
g g - =9 & e Z o S| g9 A A S a
S| 2| 2| S| E| B &| E| E|l=9 2| 2| §| &
S| E| 5| 3| &8| @ T| E| E|ZY &| 2| %] %
2, 5 &4 s = = A § =] § 5
21 g 8 S = x| 28 = 2.
-g E o N Sg= ] _%
= § 5 M 2 = k=)
- 5| 5
il ol i
0.00 OBIIEOBPA3OBATEJbHBIN LUK 3 11 1 1476 | 24 | 1404 | 650 440 | 286 | 28 0 6 18 24
0/.01 Pycckuit s13b1K 2 72 4 60 30 30 0 0 2 6 0
0/J.02 JIuteparypa 2 140 0 138 70 68 0 0 0 0 2
0/1.03 Hcropus 2 134 0 132 90 42 0 0 0 0 2
OJ1.04 OO01ecTBO3HAHNE 2 146 4 134 68 66 0 0 2 6 0
0J.05 ['eorpadus 2 72 0 70 42 28 0 0 0 0 2
0/J1.06 WHocTpaHHBIH S3bIK 2 142 0 140 0 0 140 | O 0 0 2
01.07 Maremarnka 2 240 16 216 144 72 0 0 2 6 0
OH.08 Wudopmaruka 2 100 0 98 28 0 70 0 0 0 2
OH.09 dusnueckas KyabTypa / AnantupoBanHas pu3HdYecKasi KyJIbTypa 2 78 0 76 0 0 76 0 0 0 2
OJ1.10 OCHOBBI 0€30MAaCHOCTH U 3alUTHl POIHUHBI 2 68 0 66 20 46 0 0 0 0 2
OJ.11 ®uznka 2 102 0 100 82 18 0 0 0 0 2
Ol.12 Xumust 2 78 0 76 36 40 0 0 0 0 2
OJ.13 Buronorus 2 72 0 70 40 30 0 0 0 0 2
UIT WuauBuayatbHBIA TPOEKT™ 2 2 32 0 28 0 0 0 28 0 0 4
Cro.0 | AMCHHIIMHEL, Mpopecconabibie Moy, MAK, mpaktikit | 4y | 5y | 1 | 2736 | 202 | 1776 | 752 | 708 | 296 | 20 | 526 | 34 | 66 | 42
no ®rocC C1io
Cr.00 COIIMAJIBHO-TYMAHWUTAPHBIN ITAKJI 0 7 0 494 | 46 434 106 66 262 | 0 0 0 0 14
CT.ol HcTopus Poccuun 3 38 2 34 26 8 0 0 0 0 2
Cr.02 WHocTpaHHbIi 361K B IPO(ECCHOHATILHOM AESTEIbHOCTH 4 176 | 34 140 0 0 140 | O 0 0 2




Cr.o3 be3omacHOCTh KU3HEACATETPHOCTH 4* 76 6 68 34 34 0 0 0 0 2
CI.o4 dmsnueckas KynbTypa / AgantupoBaHHas pU3NIECKas KyIpTypa 46 126 0 122 0 0 122 | 0 0 0 4
CT.05 OCHOBBI OepeKITMBOTO IPOU3BOJICTBA 6 40 2 36 24 12 0 0 0 0 2
CT'.06 OcHOBBI (PHHAHCOBO TPAaMOTHOCTH 4 38 2 34 22 12 0 0 0 0 2
OI1.00 OBIIENTPO®ECCUOHAJILHBIN ITAKJI 3 4 578 | 64 482 212 270 0 0 0 6 18 8
OI1.01 OKOHOMHKA OpraHU3alun 6 90 10 78 54 24 0 0 0 0 2
OI1.02 MeHemKMeEHT 6 76 10 64 40 24 0 0 0 0 2
OI1.03 [IpodeccronanpHAs ITHKA U OCHOBHI IEIOBOTO OOIICHHS 3 80 4 68 38 30 0 0 2 6 0
OI1.04 [IpaBoBBEIC OCHOBHI MPO(ECCHOHATFHON IESTEIFHOCTH 4 86 10 68 48 20 0 0 2 6 0
OI1.05 WudbopmannoHHbIe 1 KOMMYHUKAITMOHHBIC TEXHOJIOTHH 4 82 12 68 8 60 0 0 0 0 2
OI1.06 Pycckuii 361K B TPO(ECCHOHATBHOM e TeTHHOCTH 4 84 8 68 12 56 0 0 2 6 0
OI1.07 KomnprotepHas 00padoTKa JOKyMEHTOB 4 80 10 68 12 56 0 0 0 0 2
11.00 MMPO®ECCHOHAJIbHBIN ITAKJI 8 10 1664 | 182 | 860 434 372 34 |20 | 526 | 28 | 48 | 20
TIMLO1 OcymecTB/IeHHe OPraHU3aIMOHHOI0 U IOKYMEHTAIOHHOI' 0 384 | 138 | 600 266 314 0 20 | 104 | 12 24 6
o0ecrieyeHNsl 1esITeJbHOCTH OPraHU3alMH
MJIK.01.01 | JlokyMeHTallHOHHOE 00ECTICYCHHE YIIPABICHHS 6 360 | 72 280 104 156 0 20 2 6 0
MJK.01.02 | Oprarusanms pabOTHI € JICKTPOHHBIMH JOKYMEHTaMH 5 82 14 66 20 46 0 0 0 0 2
MJIK.01.03 | OpraHu3armsi CEKpeTapCcKoTro 00CTyKHBAHHUS 4 196 18 170 102 68 0 0 2 6 0
MJK.01.04 | JJokymeHTanmmoHHOC0OECTICUeHIE KapOBOH CITYKOBI 6 126 | 34 84 40 44 0 0 2 6 0
V101 VYueOHast MPaKTHKA [0 OPraHU3alMOHHOMY M JOKYMEHTAIlMOHHO- 5 36 34 5
My 00€CICUCHHIO JeSITeIbHOCTH OPTaHU3aIiH
.01 IIpou3BocTBeHHAS PAKTHKA 110 OPTaHU3ALMOHHOMY U JOKY- 5 7 70 5
MEHTALMOHHOMY 00€CIeUeHHIO eSITeTbHOCTH OPraHU3aIIH
ITA.TIM.O1 | Dx3amen mo IIM.01 6 12 0 0 0 0 0 0 6 6 0
TIM.02 Op:"aﬂmamm apXUBHOI1 padoTHI MO TOKYMEHTAM OpPraHu3a- 370 | 40 192 134 58 0 o | 104 | 10 18 6
LM pa3Ju4HbIX GOPM COOCTBEHHOCTH
MAK.02.01 | Opranu3zamysi 1 HOpMAaTHBHO-IIPABOBBIE OCHOBBI apXHBHOTO JIeNa 4 52 10 34 30 4 0 0 2 6 0
MJIK.02.02 Z:pr}llgapCTBeHHLIe, MYHUIIUIAJIbHbIE APXUBBI U ApPXUBBI OPTaHU- o 64 12 44 30 14 0 0 ) 6 0
MAK.02.03 | MeTtoauka ¥ IpakTHKa apXUBOBEICHHS 86 10 76 44 32 0 0 0 0 0
MJIK.02.04 | OGecrieueHre COXpaHHOCTH JOKYMEHTOB 6 48 8 38 30 8 0 0 0 0 2
V102 Y4eOHas mpaKkTHKa 10 OpraHu3alHi apXUBHOH pabOTHI 1O TOKY- 5 36 34 )
MEHTaM OpTaHU3aIHi
.02 [IpousBoacTBeHHAS TPaKTHKA M0 OpraHu3aLii apXUBHOM paboThHI 5 7 70 5
110 IOKYMEHTaM OpraHu3aui
IMTA.TIM.02 | Dk3amen no IIM.02 6 12 0 0 0 0 0 0 6 6 0
TIM.03 Bbmonnelme'[')aﬁm no npogeccun "Cexperapb- 266 4 68 34 0 34 0o 176 | 6 6 6
MAIIMHUCTKA
MJK.03.01 | MamwuHommich 4 74 4 68 34 0 34 0 0 0 2
VII.03 VYuebnast npakTrka 1o npogeccun "Cekperapb- MalIMHUACTKA" 4 72 70 2
I1I1.03 [TpousBoscTBEeHHAs IpaKkTHKA 110 podeccun "Cekperaphb- 4 108 106 2
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MaIIMHACTKA"
ITA.TIM.03 | Ok3amesn no [IM.03 4 12 0 0 0 0 0 6 6 0
MIInIIC | Mpou3BoacTBeHHAs NPAKTUKA (MPeIIHNJIOMHAas) 6 144 142 2
BCEI'O 6e3 yuétaI'HA | 14 | 32 2 [ 4212 | 316 | 3180 | 1402 | 1148 | 582 | 48 | 526 | 40 84 66
THUA.00 T'ocynapcTBeHHAasi HMTOTOBAsI ATTeCTANMS 216 | 176 16 0 0 16 0 0 24 0
THA.01 JleMOHCTpalMOHHBIN 3K3aMEH 72 56 0 0 0 0 16 0
I'MA.02 3amuTa AUIIIOMHOHN paboTHI (IIPOeKTa) 144 | 120 16 0 0 16 8 0
BCEI'O | 14 | 32 2 [ 4428 | 492 | 3196 | 1402 | 1148 | 582 | 64 | 526 | 40 | 108 | 66
5.2. KajnennapHslii yueOHblii rpaguk
Wnpnexe HanmeHnoBaH#e IIUKIIOB, JUCIUIUINH, PO eCCHOHATBHBIX MoayIel, MK, mpakTuk L kype 2 Kkype 3 kype
1 cemectp | 2 cemectp | 3 cemectp | 1 cemectp | 2 cemectp | 3 cemecTp
0.00 OBIEOBPA30BATEJIBHBIN UK
04.01 Pycckuii 31k
0A.02 Jluteparypa
0A.03 Wcropus
0/1.04 OO01ecTBO3HAHNE
OJ1.05 I'eorpadus
0J.06 MHocTpaHHBIH 3bIK
O/J1.07 Maremaruka
O1.08 WNudpopmarnka
0A.09 Odmsnueckas KyiIbTypa / AjantupoBaHHas GU3NIECcKas KyJIbTypa
O/1.10 OCHOBBI 0€30ITaCHOCTH U 3aIUTH POIUHEL
OJI.11 duznka
O/1.12 Xumust
O/J1.13 buonorus
UIl WHauBHyaNbHBIH TPOSKT™
IHA.OJ IIpomexyTouHas aTTeCTALMS
Jucnunminnel, npodeccnonaabubie Moy, MK, npaktuku u I'HA no ®I'OC
CII10.00 CHo
Cr.00 COILIMAJIBHO-T'YMAHHUTAPHBIN IIUK.J
CT.01 Ucropus Poccun
Cr.o2 WHocTpaHHbI A3bIK B IpO(eCCHOHAIBHOM e TeIbHOCTH
Cr.o3 be3onacHOCTb KU3HEAEATEIbHOCTH
Cr.o4 ®duznueckas KynpTypa / AnantupoBaHHas (pu3HUYecKas KyJIbTypa
Cr.05 OCHOBBI OEpE}IIMBOTO NPOU3BOJICTBA
Cr.06 OcHOBBI (PMHAHCOBOW IPaMOTHOCTH
OI1.00 OBIIENNPO®PECCHOHAJBHBINA IUK.JI
OI1.01 DKOHOMHKA OpraHU3alH
OI1.02 MeHeaKMEHT
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OI1.03 IIpodeccronanpHast ’TUKA W OCHOBHI JIEJIOBOTO OOIICHHS
OI1.04 IIpaBoBBEIe OCHOBBI MPO(eCcCHOHATFHON AESTEIFHOCTH
OI1.05 MNHubopmManmoHHbIE 1 KOMMYHHKAIIMOHHBIE TEXHOJIOTHH
OI1.06 Pycckwii 361K B TpOecCHOHATBHON e TEITFHOCTH
OI1.07 KomnerotepHas 00paboTKa JOKyMEHTOB
OI1.08 Oxpana Tpyna
11.00 MPO®ECCHUOHAJIbHBIN ITAKJI
IIM.00 IIpodeccnonanbHbIE MOLYJIH
TIMLO1 OcyuiecTB/IeHHE OPTAHU3ANMOHHOIO U IOKYMEHTALIHOHHOI0 o0ecrevyeHus aes-
TeJIbHOCTH OPTraHM3alNHU
MJIK.01.01 | TokymMeHTanioHHOE 0OecriedeHre ypaBIeHuUs
MJIK.01.02 | Oprauusaiiust pabOThI C 3JCKTPOHHBIMHU JIOKYMEHTAMHU
MJIK.01.03 | Opranusaiusi CEKpeTapcKoro 00CIyKUBaAHHUS
MJIK.01.04 | JIokyMeHTaITMOHHOE 00CCIICUCHUE KaPOBOH CITyKOBI
V101 YueOHast MpakTHKa 0 OPraHU3alMOHHOMY M JOKYMEHTAIIMOHHOMY 00€CIeYeHUIO
JICSITETIbHOCTH OpTaHU3aIuU
Mol IIpon3BoCTBEHHAs MPaKTHKA 110 OPTraHU3AMOHHOMY U JOKyMEHTallHOHHOMY o0ec-
MIEUCHHIO JICSITeIbHOCTH OpTaHU3aIH
ITA.TIM.01 | Ox3amen no IIM.01
TIM.02 Opranuszanys apXMBHOH padoThHI N0 JOKYMEHTAM OpPraHu3aluii pa3an4yHbIX
¢opm coOCTBEHHOCTH
MJK.02.01 | Opranusanys 1 HOpMaTHBHO-TIPABOBHIE OCHOBBI apXMBHOTO JIesIa
MJIK.02.02 | T'ocymapcTBeHHbIE, MyHUIMNATIbHBIC aPXUBBI M apXUBBI OPTaHU3aIMH
MJIK.02.03 | MeToauKa 1 IPaKTUKa apXHUBOBEJACHHUS
MJIK.02.04 | Ob6ecniedyeHre COXpaHHOCTH TOKYMEHTOB
VYII.02 Y4ueOHast MpaKTHKA IO OPTaHU3AIMH apXUBHOI pabOTHI 110 JOKYMEHTaM OpraHu3alnui
11,02 HpomBOL[CTiseHHaﬂ MpPaKTHKA [0 OpPraHu3alyy apXUBHOW pabOThI IO TIOKYMEHTaM
OpraHM3ayi
ITA.TIM.02 | Dx3amen no I[1M.02
1IM.03 BoinosnHenue pador no npogeccun "'Cekperapb-MalInHUCTKA "
MJIK.03.01 | MamHonuch
VYI1.03 YueOHas npakTuka no npogeccun "Cekperapb-MalInHACTKA"
[1I1.03 [TpousBosacTBeHHas IpakTHKa 10 npodeccun "Cekperapb-MalIMHACTKA"
ITA.TIM.03 | Dk3amen no 1IM.03
TII1 IIpou3BoacTBeHHAs] NPAKTUKA (MPeAIUILJIOMHAs)
I'nA.00 T'ocynapcTBeHHAasi HTOTOBAS ATTECTALUSA
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6. YciaoBusi 00pa3oBaTe/ibHOI 1eATEJTbHOCTH

6.1. MaTepuaJIbHO-TEXHHYECKOE OCHAIIIEHHE 00pa30BaTe/IbHOM MPOrpaMMBbl.

I'BITIOY TI'PK «WHurerpan», peamusytomee IIIICC3, pacnonaraer MarepualbHO-
TeXHUUECKON 0a3zol, obecrneyuBarouleil MpoOBeJACHUE 3aHATUNH BCEX BHUIOB, MPEIYCMOTPEHHBIX
o0pa3oBaTeNbHON NporpaMmol, B TOM 4YHCIIE€ TPYNIOBBIX WM HMHIMBUAYAIbHBIX KOHCYJIbTALUM,
TEKYIIEro KOHTPOJISI U MPOMEKYTOYHON aTTeCTalluy, a TaKKe MOMELICHHs JUIsl CaMOCTOSITENIbHON U
BOCIIUTATEILHON paboThI, Ja00paTOpUH, OCHAIEHHBIE 000PYIOBaHUEM, TEXHUYECKHUMH CPEIACTBAMHU

6.1.1.

o0y4eHus U MaTepuaIaMH.

MarepuanbHO-TeXHHUECKass ~ 0a3a  COOTBETCTBYET  JEHCTBYIOIIMM

IMPOTHBOIIOKAPHBIM HOPMAM.

Ilepeyenb kKaOMHETOB, J1A00PATOPHUI, MACTEPCKHUX M APYTUX NOMEIIeHU I

KaOunersr:

COMaAJIbHO-3KOHOMHNWYCCKUX JUCLHMIIINH,
HHOCTPAHHOI'O A3bIKA,
MAaTEMAaTHKU,

IIpaBOBOI'O obecnieueHus HpO(I)eCCHOHaHLHOﬁ ACATCIIBbHOCTH,

JIOKYMEHTAIMOHHOTO 00eCIIeUeHus yIpaBICHHUS;
ApXHBOBEACHUS;

po(eCCHOHAIIBHON ATUKHA U OCHOB JICJIOBOT'O OOIICHHS;
0C30IaCHOCTH KM3HEACATEIbHOCTH;
MCTOIMYICCKHI;

OpTaHM3aIH CEKPETAPCKOTo 00CITyKUBAHUS;
PYCCKOTO sI3bIKa H JTUTEPATYPHI;

HUCTOPUH;

¢buzuky;

XHUMHH;

OMOoJIOTHH;

reorpaguu

JlabopaTopuu:

KOMIIBIOTEPHON 00pabOTKH JOKYMEHTOB;
MH(OPMALIMOHHBIX U KOMMYHUKAIIMOHHBIX TEXHOJIOTUH;
apXUBHOIO JI€Na;

OpraHu3zaiuy paboThl ¢ JOKYMEHTaMH,

CHCTEM 3JIEKTPOHHOIO I0OKYMEHTO000POTa;

yueOHasl KaHIEeNAPHSL.

CHopTUBHBIN KOMILIEKC:

3aJbr:

CIIOPTHUBHBIN 31

CIIOpTUBHAA IJIOIIaJiKa IMUPOKOTO HpO(l)I/IJ'ISI C DJIECMCHTaMU I10JIOCHI HpeHﬂTCTBI/Iﬁ.

6H6HHOTCK3, YHUTaJbHBIN 3aJ1 C BBIXOJIOM B CETh I/IHTCpHCT;

AKTOBBII 3aJl.

CaHUTapPHBIM
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6.1.2. MaTepua/JIbHO-TEXHHYECKOE OCHAIIEHHE JTA00OpATOPUl, MACTEPCKUX M 0a3 MPaKTUKH
IO CIICHUaJIbHOCTH.
[lepeuens MaTepuanbHO-TEXHUYECKOTO obecnieueHus ais peanuzanuu Oll, Bkirodaer B ceOs:

6.1.2.1. OcHamenmue jsadoparopuii
Jlaboparopyuu  KOMNBIOTEPHOl  00padOTKH [JTOKYMEHTOB, HMH(OPMANUOHHBIX WU

KOMMYHUKAIIMOHHBIX TEXHOJIOTHil, apXMBHOI0 /eja, OPraHu3anuu padoThl ¢ JOKYMEHTAMM,
CHCTEM JIEKTPOHHOI0 JIOKYMEHT0000POTA, Y4eOHAs KaHIeJAPUs

No HNmeromieecs
HaumeHnoBaHnue 00opy0BaHuUs
/11 KOJINYECTBO

2.1 | YueOHo-mabopaTopHOE 00OPY/IOBAHHE
Komnsrotepst 10
Crobl 12
Crynps 15
Kononkn

IIpoekTop

DKpaH 151 IPOCKIIMOHHON TEXHUKH

Ckanep

2.2 | TexHu4yeckue cpencTBa O0yIeHHS

OC Windows 7

MS Office 2010

KnaBuaTypHble TpeHa)XEPHI

2.3 | ObopyznoBaHue pabodero Mecra MpernoiaBaTes
KomnbroTep

Cron

Cryn

Jlocka kimaccHast

MHOropyHKIIMOHAILHOE YCTPOHUCTBO

2.4 | OGopynoBaHue pabodero MecTa yueHHKa
Kommbrotepst 9
Crobl 12
Crynps 14
2.5 | JleMOHCTpaIlMOHHBIC MOJIEIH, 00pa3I[bl, MAKETHI
JleMoHCTpanoHHble 00pas3ibl:

Knasuatypsi

[legaTtHple MaHKY (MEXaHUIECKHUE)

[leyaTtHas mMamuHKa (3JEKTPOHHAS)

[Tnakatsl:

WudopmaimoHHOE THCHEMO

[lepeueHp peKBU3NTOB

IIpoTokon

AKT

CrpaBka

[Tpuxkas

3asBeHne

Pacnopsixenue

HomeHknarypa fies opranuzaiiu

Brinncka u3 npoTokosia

TUTYABHBIN JIUCT TPYAOBON KHMXKKH

Pazgen cBenmenns o pabote (TpyaoBast KHUKKA)

BHeceHne n3aMeHeHUH B TUTYJIbHBIN JIUCT TPYJOBON KHIDKKA

©

©

©

TSNS

N N I I I I I T I T Y S T TS
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AKT 00 YHUYTO)KEHUH JOKYMEHTOB 1
[IpodeccnonanbHbIE KadecTBa CEKpeTaps 1
Cxembl
CTpyKTypa KaHIEJSIpUH 1
CxeMa BHEIITHEr0 IOKYMEHTO000pOTa

CxeMa BHYTPEHHET0 IOKYMEHT0000pOTa

2.6 | MHCTpYKIIMW ¥ KOMILICKTHI YYeOHUKOB

Wuctpyxkius mo OT mpu pabdote Ha 11K

[Tonoxenue o kabuHeTax, 1a0OPaTOPUSIX, MACTEPCKUX

KommnexTs! onenounsix cpeacts no [IM 03. «Breimonnenune paboT mo 10K-
HOCTH CEKPETapb-MaITHHUCTKA»

Meroamdeckoe mocodue u pekoMeHnaruu mo YI1.03 «YdueOHas mpakTHKa»

|

N N

6.1.2.3. OcHaleHnue 0a3 NPaAKTUK

[IpakTuka siBnsiercs o0s3arenbHbIM pazzaenom [ITICC3. Ona npeacrapnser co0oit BUA yueOHOM
JesTeTbHOCTH, HAMPaBIEHHON Ha (OPMHUPOBAHUE, 3aKPEIUICHUE, PA3BUTHE MPAKTUYECKUX HABBIKOB U
KOMIIETEHIIMI B MPOLIECCE BHIMOIHEHHSI ONPEAECNEHHBIX BUOB paldoOT, CBSI3aHHBIX ¢ Oyayiieit mpodec-
cuoHanpHOU JestenbHOCThbIO. [Ipu peanuzanuu IIIICC3 mpenycMaTpuBaroTCsi CIEAYIOIIUME BUIbI
MPAKTHK: y4yeOHasi U MPOU3BOJICTBEHHASI.

VYyebHas nmpakTHUKa peaqnu3yeTcs B JadopaTopusaX KOJUIeIKa.

[Ipou3BoicTBEHHAs MPAKTUKA PEaTU3yeTcs B OpraHu3alusaxX JH00ro npoduis, o0ecnedrnBaro-
OMX  JICATEIBHOCTh  OOYyYaOIIUXCS B NPOPECCHOHATBHOW  O0JIACTH  aJMHHHCTPATHBHO-
yrpaBiaeHYeCKON U 0(PUCHOI 1eATeTbHOCTH.

Pabouee MecTo cTyaeHTa-TIpaKTUKaHTa 00ECTICUUBACTCS MEPCOHATBHBIM KOMITHIOTEPOM C TIPO-
rpamMHuBIM obecrieuenrem Microsoft Office Word, snekTpoHHO#t mouTOH, KypHATaMid PEerHCTPaIN
KOPPECTIOHICHIIUU, Telle(OHHBIM ammapaTtoM, (akcoMm, KOMHPOBATLHO-MHOXKUTEIBHON TEXHUKOH,
CKaHEpPOM.

6.2. YueOHO-MeTOAMYeCcKoe o0ecneyeHne 00pa30BaTe/IbHONH NPOrpaMMbl

bubnnoreunsiit GoH KOJUIEHKa YKOMILICKTOBAH MEUATHBIMH H3AAHUAMH M DJICKTPOHHBIMH
U3JJAaHUSAMH 110 KaXJIOW NUCIHUILTHHE (MOIYJI0) U3 pacueta He MeHee 0,25 sK3eMIuIsipa KaxIoro us3
U3JJaHWH, YKa3aHHBIX B pabOYUX MporpamMmax JUCIUIUIMH (MOIyJIeH) B Ka4eCTBE OCHOBHOM JINTEpaTy-
pBI, Ha OJTHOTO 00YYaIOIIErocsl U3 YMCIIa JIUI], OJHOBPEMEHHO OCBAaUBAOIIMX COOTBETCTBYIOLIYIO JHC-
UIUTUHY (MOZYJIB).

B xoiemke nMeeTcs iIeKTpoHHas WHGOpMaIllmoHHO-o0pa3oBarensHas cpena PROFobOpa3osa-
uue (https://profspo.ru/), B koTopoii mpenocTaBasioTCs mpaBa ogHoBpeMeHHOro goctymna 100 mporieH-

TOB 00yJaromuxcs K mupoBoit (37IEKTPOHHOI ) OMOIHOTEKE.

OObyuaromumcs obecriedeH I10CTyn (yAalJeHHBIA JOCTYI), B TOM YHCIE B Cllydae MPUMEHEHUS
AIIEKTPOHHOI'0 O0YYEHHsI, IUCTAHIIMOHHBIX 00pa30BaTEeIbHBIX TEXHOJIOTUH, K COBPEMEHHBIM Mpodec-
CHOHAJIBHBIM 0a3aM JaHHBIX ¥ WH(OPMAIIMOHHBIM CIIPABOYHBIM CHCTEMaM, COCTaB KOTOPBIX OMpese-
JsieTcss B pabouux mporpamMmax JUCIHUILIUH (MOTyIeH).

OOpa3oBarenbHas MmporpaMma obecredeHa yueOHO-METOIUYECKON JOKyMEHTAaIMeld Mo BCeM
y49€OHBIM JUCITUTIIMHAM (MOYJISIM).

6.3. KagpoBble yci10BHS peajin3aluu 00pa3oBaTebHOIl MPporpaMMbl

Peanuzarus [IICC3 no crenuaibHOCTH 00EeCIIeYUBACTCS TIEAarOTHIECKUMH KaJApaMu, HMETO-
IIUMU BBICIIEE 00pa30oBaHKEe, COOTBETCTBYIOIIEE MPOGUITIO MPEMOaBAEMON TUCIUILTAHBI (MOIYJIS).
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[IpenomaBaTenu mpodeccHOHATBHBIX MOJIYJIEH MMEIOT CTaX paboThl B obmactu mpodeccruo-
HaJIbHOW JesiTenbHOCTH 07 AJAMUHUCTpAaTHBHO-YIpaBJIeHUYECKass M OpHCHAs JesITeIbHOCTh HE MEHee
TpeX JIeT.

[IpenoaBaTeny MOMy4aloT AONOJHHUTENBHOE NMpodeccHoHalbHOEe 00pa3oBaHUE IO MPOrpaM-
MaM IOBBIIIEHUS KBATU(UKALMYU, B TOM YUCiIe B (OPME CTAKUPOBKU B OpraHU3alMsX, HalpaBiIeHUE
JEeSITeIbHOCTH KOTOPBIX COOTBETCTBYET 00JacTH MpodeccuoHanbHoi nesrenbHocTi 07 AaMuHUCTpa-
TUBHO-YIIpaBJIeHUECKast U 0UCHAs AeATelNbHOCTh He pexe 1 pas3a B 3 roja.

Jlons megarorudyeckux pabOTHUKOB (B MPUBEACHHBIX K IEJIOUMCICHHBIM 3HAYCHUSM CTaBOK),
o0ecrneynBarIuX OCBOCHHE OOYUYarOIIMMUCS MPO(ECCUOHAIBHBIX MOIYJEH, MMEIOIIMUX OIbIT Jes-
TEJILHOCTU HE MEHEE TPEeX JIET B OPraHU3alUsaX, HAlPaBJICHUE JIEATEIbHOCTH KOTOPBIX COOTBETCTBYET
obmnactu npodeccuoHanbHoi nestenbHocTH 07 AIMUHHCTPaTUBHO-YIIpaBlIeHYeCKas U oucHas aes-
TEJIBHOCTh, B OOIIEM 4YHCIIE MEJarorn4eckux pPadOTHHKOB, PEATH3YIOLIMX MPOrpamMMbl Hpodeccro-
HaJIbHBIX MOAYyJIel 00pa3oBaTeIbHOM NporpaMMbl, HE MEHee 25 MPOLIEHTOB.

7. E:xxerognoe oononJsenue OII CIIO
[IIICC3 o0HOBIIEHA C YYE€TOM 3ampocoB paboTonaTeneld, 0COOEHHOCTEH pa3BUTHS PErHoOHa,

KYJIBTYpPBI, HAYKH, SKOHOMHKH, TEXHUKH, TEXHOJIOTHI M COIMAIBHON chephl B paMKax, YCTAaHOBJICH-
HeIXx @I'OC CIIO no cnenuanbHOCTH, CIEAYIOUUM 00pa3oM:

O6uosaenue OI O0ocHOBaHKME OOHOBIEHUS
OOHOBJICHBI paboYKe MPOTrpaMMbl BCEX AMCIUILUIMH U | YTBEpKICHHE HOBOTO Y4eOHOIO IJIaHa MO CICIHATbHO-
npo¢eCCUOHATBHBIX MOTYJICH ctu Ne 217 ot 28.04.2025

AKkTyanu3alys MPUMEPHBIX IPOrpaMM Mo 0011eo0pas3o-
BarenbpHBIM nipeametam @I'BOY T1O UPTIO
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