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1. OBHIHUE NOJIOKEHUSI

I.1.  JIlacmopr ocHOBHOIi npogeccHOHANLHONH  00pa3oBaTe bLHOI
NporpaMmabl '

ObpazoBaTtensHas nporpamMa  (OII) cienMansHocTH — 46.02.01
JlokymeHTauMoHHOe OfecreyeHne YIpaBleHHs U apXWBOBEAEHHE, pealin3yercs
I'BIIOY PO «PKMuA» mo mporpamme 6a30Boi MOATOTOBKH B OYHOI (opMe Ha
0ase ocHOBHOIrO 061IEr0 06pa3oBaHus.

OIT mpexcrasisier coGol  cucTeMy JOKYMEHTOB, pa3spabOTaHHYIO
YTBEPIKACHHYIO KOJUIE[UKEM C y4eToM TpeOOBaHMil pPErHOHAJIBHOIO PBIHKA |
Tpyda Ha ocHOBe De/epalbHOr0 TrOCYAapCTBEHHOIO 00pPa30BaTeNbHOrO
CTaHAapTa CpeJHero mnpo(ecCHOHANBHOrO OOpa3oBaHMS U MOJIOXKEHHIT
(henepalibHOl OCHOBHOMH 0611IE06pa30BaTENBHOI MPOrPaMMEBI CPEIHEro 0OIIEro
obpa3oBaHHs ¢  y4eroM  noaydaemoif  crmemmamsHOcTH  46.02.01
JlokyMeHTauuOHHOe ~ ofecrieyeHde  ynpaBleHHs W ApXUBOBELEHHE,
yrBepikaeHHOro Ipukasom Musnnpocsemenus Poccun ot 26.08.2022 Ne 778.

OIl  pernameHTHpyeT Ienb, OXHIAaeMble Ppe3y/bTaThl, COAEPIKAHHE,
YCIOBHA M TEXHOJOTWH  OpraHu3allMd  oOpa3oBaTeNbHOrO  Mpolecca,
OLEHKY KayecTBa IMOATOTOBKH BBIIYCKHHKA M0 JAHHOM CHELMaJbHOCTH H
BKIIO4aeT B ceba  yyeOHbIH maH, pabo4yHMe INIPOrpaMMBI  JHCLMILIMH,
NPOQeCCHOHANBHBIX MOJIyJIeif, y4eGHON 1 POM3BOJCTBEHHOM MPAKTHKH H ApYrHe
METOAMYECKHE MaTepHallbl, OfecreynBalomue KayeCTBEHHYI  IOATrOTOBKY
obyuarommuxcs. _

OIT  exeronHo mepecmarpuBaeTcss M OOHOBNSETCS B 4YacTH
CONepKaHMsA Y4eOHBIX IUIAHOB, COCTaBa M COHEP:KAHWs paGoYMX Mporpamm
NMCUMIUTHH, PpaboyuX mNporpaMM Npo(ecCHOHANBHBIX MOJYJeH, MpOorpaMMsI
TNPOM3BO/CTBEHHOM IPAKTHKH, METOJMYECKMX MATEpHaloB, O00ecHneuHBAIONINX
Ka4yeCcTBO IIOArOTOBKH 00y4aroLuxcs.

OIl  peanusyercs B  COBMECTHOH  0Opa3oBaTelNbHON, HAYYHOI,
MPOM3BOJCTBEHHOH, OOLIECTBEHHOH M HMHOH [JeATENbHOCTH CTYJEHTOB U
pabOTHUKOB KOJLIEIKA.

Hcenoap3yemble cCOKpalieHHs
®I'OC CIIO — ®QepepanbHblii rocyaapcTBeHHEI oOpa3oBaTebHEI CTaHIapT

CPEIHEro MpohecCHOHATBEHOr0 06pa3oBaHus; ,
OIIICC3 - obpasoBaTenpHas IporpaMMa MOJATOTOBKH CIELHATUCTOB
CpeHEero 3BeHa;

OK - obmue koMIieTeHIMY;

IIK — npodeccronalbHble KOMIETEHIUH;

CT - conmanbHO-TyMaHHTApPHEIH LUK,

OII - obmenpodeccHoHanbHBIN [HUKIT;

IT — npodeccHoHaNbHBIH MK,

MJIK — MexIHCUUIITHHAPHEIH KypC;

IIM — nnpodeccHOHATBHEIH MOIYJIB;



OII - oBwenpodeccronanbsHas THCIUIUTHHA,
I'MA - rocynapcTBeHHas HTOroBas aTTECTAIHS.

1.2. HopmaTHBHBIE JoKyMenTSbI Ans pa3paboricu OI1

Hacrosimas OIT mo cmemmansHoctd 46.02.01  JIoKyMEHTALHOHHOE
obecriedeHne  ynpaBleHHs M  apXWBOBEJEHME paspaboTaHa Ha  OCHOBE
(eepabHOrO  rOCY/IapCTBEHHOTO  06pa30BaTeIbHOrO CTaHJapTa CpexHero
npodecCHOHAITBHOrO obpa3oBaHus 1o CHEIHAJIBHOCTH 46.02.01
JloKyMeHTalioHHOe OfecnieueH e YIpaBieHns ¥ apXHBOBEICHHE, yTBEP/KIEHHOIO
Tpuxasom Munnpocsemwenus Poccuu ot 26 asrycra 2022 roma Ne 778 (nanee —
@®I'OC CI10).

OIl ompenensier peKOMEHIOBAaHHBIH 0GBEM M COJEP)KAHHE CPEAHEro
NpoQeCCHOHATEHOIO obpa3oBaHus 1o CIENHAIBHOCTH 46.02.01
JlokyMeHTaUHOHHOe obecreyeHne yrpaBlieHus ¥ apXHBOBE/ICHHE, TTAHHPYEMbIe
Pe3ynbTaThl OCBOSHHs 00pa3oBaTeNbHON IPOrpaMMBl, NPHMEPHbBIE YCIOBHSA
oOpa3oBaTeNbHOI AeSITeIHOCTH.

OII paspaGotana ju1a peanm3alii 06pa3oBaTebHON TporpaMMbl Ha Gase
cpeaHero obuiero o6pa3oBaHus.

OGpasoBarenbHas nporpamma, peanusyeMas Ha 6a3e OCHOBHOIO OBIIEro
obpasoBanus, pa3pabaTeiBaeTCs 00pa3oBaTeNbHOM OpraHM3aniell Ha OCHOBE
TpeboBaHui (efepanbHOro roCyJapeTBEHHOro O06pa30BaTeNBHOrO CTaHAApTa
cpeasero obmero obpasopanus u OIOC CIIO cyderom momydaemoi
crnenuansHoCcTH ¥ Hactoseit OIT CITO. -

. HopmartuBHble ocHoBaHus [uis pazpabotku OIT:

— @enepanbHblii 3aK0H 0T 29 aexabps 2012 r. Ne 273-@3 «O6 o6pazoBanuy
B Poccuiickoii Menepanuny; )

— IIpukas Munnpocsemenns Poccun ot 08 anpens 2022 r. Ne 153 «O6 .
yTBepxaenuH Ilopsinka pa3spaboTku NpUMEpHBIX OCHOBHBIX 0Opa30BaTeNBHBIX
MPOrpamMM  CpeJHero npo()ecCHOHATBHOrO 06pa30BaHHMA, NPOBENEHHS HX
OKCNIEPTH3BI M BEACHUS peecTpa INPHUMEPHEIX OCHOBHLIX 00pa30BaTENbLHBIX
MporpaMM CpeHero IpodecCHOHANIBLHOro 00pa3oBaHUsY;

— Ilpuka3 Munnpocsemenus Poccun ot 26 asrycra 2022 roga Ne 778 «O6
YTBEpXKIEHHH (efepabHOro rocyapcTBEHHOr0 006pa30BATENBHOTO CTAHZApTa
cpeaHero npodeccHoHambHOrOo o6pa3oBaHMst Mo crenuaabHocTdH  46.02.01
JloKyMeHTannoHHOE obecreyenye ynpapieH s H apXUBOBEICHHEY; |

—IIpuxaz  MunucrepcTBa npocBemeHHs  PoCCHIHCKOM Oepepanun
or 24.08.2022 No 762 «O6 yrteepxieHun Ilopsjaka OpraHuM3aluu u
OCYWIECTBJICHHS ~ 00pa3oBaTeJbHOM  JEATENBHOCTH 1O 0Opa3oBaTelbHBIM
NporpamMMaMm CpeHero Npo(ecCHOHANIBHOro 00pa3oBaHUsI»;

— Ilpukas Munnpocsemenus Poccuu ot 08 mosGps 2021 r. Ne 800 «O6
yTBepxkaeHuH Ilopsjika mpoBeneHUs rOCYAApCTBEHHON MTOTOBOH ATTECTALMH II0
00pa3oBaTebHEIM NPOrpaMMaM CPEeAHEro Npo(ecCHOHANTLHOr0 06Pa30BAHUY;

— IIpuka3 MunoGprayku Poccun Ne 885, Munnpocsemenus Poccuu Ne 390
ot 5 asrycra 2020 r. «O npakTHYecKkoil MOATOTOBKE 0OYyHarOIMXCa» (BMecCTe ¢
«ITosoxeHHeM O NPaKTUYECKOH IIOAr0TOBKE 00YIaIOUXC»;
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—Ilpuka3 MunucTepeTBa TpyAa M COLMaibHOM 3amuThl Poccuiickoii
®Denepauuu
or 15 wmiona 2020 r. Ne 333u (3apeructpripoBad MHHHCTEPCTBOM IOCTHIHH
Poccutickori ®epnepain 15 mons 2020 r., pernctpanuonHsiii Ne 58957) «O6
YTBEPXKAECHUH npoecCHOHAILHOTO CTaHjaapra «Cnempasiuer 1o
OpraHM3allHOHHOMY M JIOKYMEHTAaUHOHHOMY - OOeCNevYeHHIO  ynpaBieHHS
OpraHu3alnue»;

— llpukas MuHnucTepcTBa Tpyaa M COLMANLHOW 3ammThl Poccuifckoil
denepanuu
or 18 mapra 2022r. Ne 140m (3apeructpupoBaH MHHHCTEPCTBOM IOCTHLHH
Poccuiickoit ®enepanuu 21 anpens 2022 r., peructpaunosssii Ne 63193) «06
YTBEPXKACHHH NMPO(ecCHOHATBEHOro cranaapTa «ClelHalIucT apXHBay.

- Yeras I'BIIOY PO «PKMuA», yTBepik[ieH MHHHCTPOM OOMIEro H
npodeccronansHoro obpasosanus PO 20 nos6ps 2014 r.);

- Ilonoxenne o mopsinke paspaboTku W TpeGOBAaHHAX K CONEPKAHMIO H
0opMIIEHHIO pabOYMX NPOrpaMM y4eGHbIX AUCIUILIHH H NPODeCcCHOHATBHBIX
MoayJeit Ha ocHose @I'OC CIIO;

- PexoMeHmauuy mo opraHM3alid BceX BHOB INPAKTHK OOYYaIONIMXCA,
OCBaWBAlOIMX 0Opa3oBaTeNbHBIE NPOrPaMMbl  CPEHEro NpOQeCCHOHANBHOTO
obpazoBanus; ‘ :

- [Ilonoxkenue o TIOpsIKe TEKYLIEro KOHTPOJS YCNEBAaeMOCTH M
MIPOMEKYTOYHOH aTTeCcTaly 00yqaloMXCs;

- Ilonoxenne o QopmupoBaHHH ¥  OOHOBIEHMH  OCHOBHOI
npoecCHOHAILHOM 00pa30BATEBbHOM MPOrPaMMEL;

- [Iporpamma I'TA no crienuaisHoCTH;

- IIporpamma I'MA no crienisansHOCTH.

2. Xapakrepuctuka nogrorosxu no IIIICC3

2.1. Hean (muccus) OIT

OIl umeer menbio pasBuTHe y oOydalomMXcs JMYHOCTHBIX KAadyecTB, a
TaKkke (opmupoBaHHe OOmMMX W NPO(ecCHOHATBHBIX KOMIIETEHIMH B
cooTBeTcTBHH ¢ TpeboBanusimMu PI'OC CITO no gaHHON CcHenUanbsHOCTH.

Ileneto  OIl B  obmacTH  pasBUTHA  JIAYHOCTHBIX = KAyecTB
SBJISETCS (POPMHPOBAHHE Yy CTY[AEHTOB OOLIMX KOMIIETEHUHH, CHOCOGCTBYIO
CIIOCOOCTBYIONIMX HX TBOPYECKOH AKTHBHOCTH, OOILEKY/JLTYDHOMY pOCTY M
COLIHAJILHOM MOOMJIBHOCTH:  LIeJIEyCTPEeMJICHHOCTH, OpraHU30BaHHOCTH,
TPYAONO0HS, OTBETCTBEHHOCTH, CAaMOCTOSTENBHOCTH, IPaXJaHCTBEHHOCTH,
NPUBEPKEHHOCTH 3THYECKHM LEHHOCTSM, TOJIEPAHTHOCTH, HACTOMYMBOCTH B
JOOCTHIKEHHH LEJTH.

Lensto OIT B obnactu obyuenns sBnsercs GOPMHpOBAHHE y CTY/EHTOB
NPO(ECCHOHATBHBIX ~ KOMITETEHLMH, TO3BONSIONMX  BBITYCKHHKY  YCIIELIHO
paboratk B H36paHHOM chepe AeATeNbHOCTH H GBITh YCTONYMBEIM Ha PEIHKE TPY/IA.

Obnacte mpodeccHOHANTBHON IEATENbHOCTH, B KOTOPOH BBITYCKHHKH,
OCBOHUBIIIHE o0pa3zoBaTenbHY10 [pOrpaMmy, MOTYT OCYLIECTBIATH
TpopecCHOHANbHYIO JieATenbHOCTh: 07 AJMUHMCTPaTHBHO-YIIpaBleHYeCKas H
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OhuCHAs NeATENPHOCTh W NPEAIONaraeT OCBOGHHE CHEAYIOWMX BHJOB
NeSATeNbHOCTH:

- OCYUIECTBJIEHHE OPraHU3alHOHHOI0 H JOKYMEHTALHOHHOTO 00ecneyeHus
AEATEIbHOCTH OpraHU3al|y,; ; '

- OpraHM3alys apXHBHOM padoTBl 10 JOKyMEHTAaM OpraHM3alHii
PasIM4HEIX (OpPM COOCTBEHHOCTH.

OcHoBHas npodeccHoHaIbHas obpazoBaresbHas nporpamma
OPHEHTHPOBaHA HA PeATM3ALMIO CJIEAYIOINX IIPUHLIKIIOB:

- TIPHOPHUTET NPAaKTHKOOPHEHTHPOBAHHBIX 3HAHHH BBITYCKHHKA,

- OPHCHTAllMs Ha pa3BHTHE MECTHOI'O H PErHOHAIBHOIO COOBIIECTRa;

- dopmHupoBaHue  moOTpeOHOCTH K [IOCTOSHHOMY  pasBUTHIO U
MHHOBALIHOHHOH JEATENIHOCTH B nNpodeccHOHalbHOH cdepe, B TOM uyucie
H K IPOJOO/DKEHUIO 00pa30BaHus; |

- (opMHpOBaHHE FOTOBHOCTH NPHHUMATH pelleHus "
PO(ECCHOHATIBHO ICHCTBOBATH B HECTAHAAPTHBIX CHTYALHSX.

ObpasoBarenbHas — HeATENBHOCT TNPH  OCBOEHHH obpa3oBaTebHOi
NpOrpamMMbl OpraHusyeTcs B (pOpMe NMpPaKTHYECKOi NMOArOTOBKH TPH peaTn3aliy
y4eOHBIX MNpEeaMEeToB, KypcoB, MMCLHMIUIMH (MOyJeil), OPaKTHKH, HHBIX
KOMIOHEHTOB ~ 00pa30BaTENBHBIX IPOrpaMM, IPEIyCMOTPEHHBIX  Y4eOHbIM
ILIaHOM.

2.2. Cpok ocBoenusi OIT

HopmaTuBHbIE  CPOKM  OCBOEHHS  OCHOBHOH  NpOQ)eCCHOHATBHOI
00pa3oBaTeNbHOH MPOrpaMMBI  CpEeAHEr0 MPOhECCHOHANBLHOrO obpazoBaHus
0a30BOH IMOArOTOBKH no cneuransHoctTH 46.02.01 JloxymeHTanuHoHHOE
obecrieyeHue ympaBleHHs M apXMBOBEJEHHE MpPH OYHOH (OpMe MOMydeHHs
00pa3oBaHus ¥ NMpUCBanBaeMble KBATH(UKALIMH IPUBOJIATCS B TabIHIE.

Tabnuna 1

Yposens Haumenosanne kBanu(ukanun| HopMaTHBHEIH cpox ocBOeHHS
obpazoBanus, 0a30B0# NOATOTOBKH IIMICC3 GazoBoif MOArOTOBKH
HEOOXO0IUMBIIT st NpH OYHOH QopMme NOMyYeHHS
npuéMa Ha obydyeHue oOpa3zoBaHus

CIICHHANKCT IO JOKYMCHTAlHOHHOMY]

OcHoBHoe 0bmee ©OOecnevyenuio yIIpaBJIeHus H

2 ropma 10 mecsnes
obpa3oBaHHEe  QAPXHBHOMY JeIy
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2.3.Tpynoemkocts OII

Tabnuna 2
KYPC | O6yuenne |YueGna|Ilponsso |IIpemminn [[Ipomeskyto I'ocynaper|Kanuky | Beero (o
bl o A |OCTBeHHA| OMHas qHas BEHHas T | Kypcam)
JMCITHIUIHH | TPaKTH A NPaKTHKA | aTTeCTAlMs | HTOroBas
am H Ka |[paKkTHKa aTTecTalH
MEATHCIIHTI bl
JIHHAPHBIM
Kypcam
I 39 2 0 0 0 0 11 49
[ 34 6 0 0 1 0 11 52
IT1 15 - 10 4 2 6 10 51
Bceero 88 12 10 4 3 6 32 155

2.4. Ocobennoctn OI1

OIl npexcraBnsier coGoif cHCTeMy JOKYMEHTOB, pa3paGOTaHHYI = H
YTBEPIKACHHYIO C y4eToM TpebGoBaHMif phIHKA TpyJa Ha OCHOBE (eaeparbHOro
rOCyapCTBEHHOr0 00pa30BaTeNbHOIO CTAHAAPTA CPEAHEro MpOodhecCHOHATLHOro
obpasoBanus no cneuuansHocTH 46.02.01 JloKyMeHTauHOHHOEe obecreyenue
YUpaB/IeHUs. H apXHBOBeJeHHe, yTBepseHHoro ITpukazom MuHnpocpemeHus
Poccuu ot 26.08.2022 Ne 778.

ITepen nauanom paspabotku OIl komiekeM onpeneleHa eé crienupuKa ¢
Y4€TOM HANpaBICHHOCTH HA YHOBJETBOPeHHE MOTPeGHOCTEH phIHKA Tpyda M
paboTofiatenedl, KOHKDETHble KOHEYHBIE pe3ynbTaThl OOydeHHS B  BHIe
KOMNETEHUUH, YMEHHI1, 3HaHHH ¥ IPHOOPETAEMOro IPAaKTHYECKOTO ONBITA,

IIporpaMma MOATOTOBKH CMIEIHANTHCTOB cpejHero 3BeHa (manee — [IIICC3)
PETIAaMEHTHPYET Lend, o0beM, COlepKaHHe, [IAHHPYEMbIe pe3yNbTaThl,
OpraHH3alHOHHO-TIEJarOTHYEeCKHe  YCJIOBHsA  pealu3allid  06pa3oBaTeIbHOro
npouecca, OLeHKY KayecTBa II0AMOTOBKH BBIITYCKHHKA U BKIIOYaeT B ceOs:

- yueDHble IUIaHbl, BKIIOYas KaJeHAapHbIi yye6uslit rpaduk, 1s 2025 rona
Habopa;

- paboune nporpaMMsl y4eOHBIX AUCLUIUIHAH, IPOYECCHOHATBHBIX Mo,nyneu

- IPOrpaMMbl y4eOHOM H NPOM3BOACTBEHHON MPAKTHK;

- IPOrpaMMy IPOMEXYTOHYHOMH aTTeCTALHHU;

- IPOrpaMMy roCyaapCTBEHHON HTOrOBOM aTTeCTALUH,

- OLICHOYHBIE ¥ METOIMYECKHE MAaTEePHAILI;

- JIOKaJbHbIe HOPMAaTHBHbIE aKThl M Jpyrue MaTepHalibl, 00ecrequBarole
xa4yecTBO peannsauuu [IIICC3 1 noaroToBku obyyaromuxcs.

IITICC3 exeronHo nepecMaTprBaeTcs H OOHOBIISETCS B YaCTH COJEPIKAHHUS -
Y4eOHBIX IUIAHOB, COCTaBA M COAEPXaHU paGOYMX MpPOrpaMM yYeGHBIX-
JMCIMIUIMH, — TPO(ECCHOHANBHBIX  MOAyJeH, mporpamMm  yueGHOM = u
NPOU3BOJACTBEHHOH IPaKTHKH, METOJMYECKHX MaTepHalloB, 00eCneYHBaIONIUX
Ka4eCTBO IMOArOTOBKH 00y4aromuxcs.

IMNICC3 peamusyercs B COBMECTHOH 06pa3zoBaTeNbHOI, Hay4HOI,
NPOH3BOJICTBEHHOH, OOIIECTBEHHOH M MHOH JeATeNBHOCTH OOydarommxcs,
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COTPYAHHKOB KOJJIE/Ka U opraHu3auuii r. PocroBa — Ha — JloHy 1o npoduo
peaNH3yeMoii CrielIHaIbHOCTH.

[lonroroBka cnenMantucTOB BeNETCSs 110 COLMAIBHO-IYMaHHTAPHOMY
NPOQUTIO B COYETAHMH € NPO(ECCHOHANBHOM MOATOTOBKOH C H3YYCHHEM eé
COLMANBHBIX acrnekToB. OCHOBHBIMM JHCLMIUIMHAMH M NpO(ecCHOHATBHBIMH
MOZIYJISIMH AJIS TIOJArOTOBKH CIIELIMATTHCTOB SBJISAIOTCS:

Cr. 01
Cr. 02
Cr. 03
CI'. 04
Cr. 05
Cr. 06
OI1.01

OI1.02
OI1.03
OIL04
OI1.05
OI1.06
OI1.07
OI1.08
OI1.09

[TM.01

MJIK. 01.01
MJIK. 01.02
MJIK. 01.03

MJIK. 01.04

YII1.01
ITT1.01
ITM.02

MJIK.02.01
MJIK.02.02

MJIK.02.03
MJIK.02.04

- VIL.02
I11.02
[IM. 03
YI1.03

Hcropus Poccuu

WHocTpaHHEIH A3BIK B IPO(ECCHOHAILHOMN JAeATe/IbHOCTH
Be3onacHOCTE KU3HeIEATENEHOCTH

Dusnueckas KyJabTypa

OcHoBEI GepesxJIHBOro MPOH3BO/ICTBRA

OcHOBBI (H)HHAHCOBOM rPAMOTHOCTH

DKOHOMHUKA OpraHH3aluy

MenemxMeHT

ITpodeccronanbHas 3THKa H OCHOBBI I€NOBOTO OB IEHHS
IIpaBoBEIe OCHOBEI MPO(ECCHOHAIBHOM AeATeTbHOCTH
MHdopMaunoHHbBIe H KOMMYHHKAIIHOHHEIE TEXHOJIOIHH
Pycckuii 431K B po)ecCHOHANIBHOIM AeATeNbHOCTH
Kommnerorepras o6paborka 10KyMeHTOB

OCHOBBI IICHXOJIOTHH

KaprepHoe MozenupoBanue

OcymecTBieHne OpraHU3aluOHHOTO U J1OKYMEHTALHOHHOTO
obecrieyeHHs AesTebHOCTH OpraHi3aluH
HoxymeHTaunoHHOe 0becrieyeHne yrpaBIeHHs
Opranusauus pabotsr

C JIEKTPOHHBIMH JOKYMEHTaMH

Opranu3zaius

CEKpeTapcKoro o0cimyKHBaHHs

HokymeHTaluonHOe obecredeHue KaapoBoii ci1ysKObI
Yyebuas mpakTHKa

IIpousBozcTBenHas npakTuka (1o NPOQHIIO CrIeMHaTBHOCTH)
Opranusaius apxuBHO# paboTsI 10 JOKYMEHTaM OpraHH3awHif
Pa3iIHYHBIX (POPM COOCTBEHHOCTH

Opranu3sauus  HOpMaTHBHO-TIPABOBbIE OCHOBBI APXHBHOTO JieJia
I'ocynapcTBenHble, MyHHIUNIANBHBIE APXUBBI H ADXHBbI
opraHusanui

Meronuka u npakTHka

apXHBOBEIECHHS

Obecnevyenne coxpaHHOCTH

NOKYMEHTOB

YyebHas npakTuka

IIpon3BojcTBeHHas NMpaKTHKa (110 MPO(HIIO CHeNUATEHOCTH)
Brinonrenne pabot no pabounm npodeccHsm

YuebHas npakTuka
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I1I1.03 ITpousBoacTBeHHas NpaKTHKA
Obs3arensHas gacte IMTICC3 mo wwxiaM coctasmsier 70 % or obmero

obbemMa BpeMeHM, OTBEIEHHOIO HAa HX OCBOEHHE. B 00S3aTellLHLIX YacTAX

YUeOHBIX  IMKJIOB  yKasaH TMepedeHb  O0S3aTeNbHBIX  TUCHMIUINH  H
NpoQecCHOHANBHEIX  Moxyneil  (BKmrodas MEX/IUCLMIUIMHAPHBIE KYpChl) B
coorseTcTBUH C TpeboBanusmMu PI'OC CIIO mno cnemmamsHocTH 46.02.01
flokymeHTalHOHHOe ObecreuyeHHe YNpaBleHHs H apXUBOBEAEHHE M- YPOBHIO
MOATOTOBKH. B COOTBETCTBUH C MpPEANONKEHHSMH M  COTTACOBAHHEM C
paboToziaTensamMu yackl BapuaTHBHOM yacTu (886 4.) pacnpeneneHsl ClIemyromuM
obpasom:

KomugectBo uacos u3
BapHAaTHBHOH YacTu

Makc (Ha | obssar | M3yuaemas
HMal |CaMO | eNbHBI | JUCHMILIHH

bHOE |cTOATE e a, MIIK
OIIOJIHATENBHO OPMHpYEMbIE YMEHHAS, 3HAHHS
TBRYIQ &YIHTO | 1o decouo A hopmupy YMEHHS,
BHEay | pHBle
HANBHOrO
°P MOJTYJIst
HYIO Ay
paGor
y

CounaibHO-ryMaHHTAPHBIH IHK

9 3 6 Cr.o2 - B pe3yiibTare OCBOEHHS JHCLHILTHHBI
Wnoctparn | 00ydaronmmiics NOJKeH yMeTh:
- YMETb BECTH pasHble BHIbI auanora (B TOM 9HCIe

BIH A3LIK B e
KOMOMHHDOBAHHBIN) B CTAHZAPTHEIX  CHTYaIHAX
npodeccuo
i HEO(HIMATBHOrO H OYHUHANEHOTO 0OMEHHS 06HEMOM 10
HAIBHO

9 PeIUIMK CO CTOPOHBI KakAOro cobeceIHMKa B paMKax
ACATEIIBHOC | 0TOGPAHHOIO ~ TEMATHYECKOTO —COJEPKAHHS peuH  C

TH COOMOICHHEM HOPM pEYEBOTO ITHKETa, OPHHATHIX B
CTpaHe/CTpaHaX M3y4aeMOro $3bIKa; CO3/ABaTh YCTHBIE
CBA3HEBIE MOHOJIOTHYECKHE BBICKA3EIBAHHA

(onucaﬂne/xapax'repucmxa, nosecTBOBaHKe/ coobuieHHe)
C H3JIOKCHHEM CBOEr0 MHEHHS W KpPAaTKOif apryMeHTanuei
obemoM 14-15  ¢dpa3 B pamkax oroBpaHHOro
TEMATHYECKOro COJEPKaHHs PeuH; MepeaaBaTh OCHOBHOE
COJICPIKAHHE TPOYHTAHHOTO/TIPOCIIYIAHHOTO TEKCTa ¢
BBIPOKEHHEM CBOEr0 OTHOIIEHHS; YCTHO MPEJACTABIATH B
obneMe 14-15 (pa3 pe3yabTaThl BEIIOTHEHHOM NPOEKTHOMH
paboTH;

- cobmonars npasuna HHPOPMAMHOHHON Ge30MacHOCTH B
CHTYalHsX NOBCCAHEBHOH JKM3HH M mpH paGote B
HHpOPMAIIHOHHO -  TENEKOMMYHHKALHOHHON ~ CeTH
"Wuteprer" (manee - cers UHTepHeT); HCMONB30BATH
NpHOOpPETEHHbIE YMEHHs H HAaBLIKH B Mpolecce OHJAH-
o0yueHHs  MHOCTPaHHOMY  fA3BIKY;  HCIONB30BATH
HHOA3BIYHBIE CJIOBAPH M CIPABOYHWKH, B TOM HHCIE
HH(OPMALHOHHO-CIIPABOYHEIE CHCTEMEI B /IEKTPOHHOIX

(hopme;
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- BIAJETh COIHOKYJNBTYPHBIMH 3HAHHSIMH H YMCHHAMH:
3HATH/TIONMMAaTh  PEYEBBIC  pasiHYHs B  CHTYalHAX
O(QHUHATLHOrO H Heo)HIHATEHOro OOIIEHHS B paMmKax
TEMaTHYECKOro COJIEpKaHHs Pe4H H HCIOIb30BaTh

NIEKCHKO-TPAMMATHYECKHE CPElICTBA C Y4eTOM 9THX
pasiM4Mii; 3HATL/IOHMMATh H HCIOJB30BaTh B YCTHONH M
NHCBMEHHOH  peun  Haubolee  ymoTpeOHTENLHYIO
TEMaTHYeCKYHO (JOHOBYIO IEKCHKY H Pealii CTPaHbl/CTpaH
H3y4aeMOro s3bIKa (HanpHMep, CTPYKTYpa H OCHOBHOI
(ynkunonan paGoTHHKOB o(uca); HMeTh Ga30Bble 3HAHHA
O COLHOKYJIBTYPHOM IIOPTpPeTe M KyJIbTYPHOM HAC/EHH
POHOH CTpPaHBl M CTPaHB/CTPaH H3YYaeMOT0 S3BIKA;
NPeJICTABIATE POAHYIO CTpaHy H ee KyJbTypy Ha
HHOCTPAHHOM 53bIKE; MpPOSBIATE YBaKEHHE K HHOI
KYJIBTYpE;

- cobmopaTs HOPMBI BEXIHBOCTH B MEKKY/ILTYPHOM
obmenuu;

- CMBIC/IOBO€ YTEHHE: 4YHTaTh Mpo cedfs W MOHHMATh
HECJIOXKHBIE aYTEHTHYHbIE TEKCTHI PA3HOIO BHA, KaHPA H
crung obvemom 600-800 cnos, comepxamme oTAeIbHEIE
HEH3Y4YEHHBIE A3LIKOBBIC ABJICHHS, C PA3/IHUHOIN TTyOHHOI
NMPOHHKHOBEHHS B COJEPKAHHE TEKCTa: ¢ MOHHMAHHEM
OCHOBHOIO COZIePIKaHHS, c MOHHMAHHEM
HY)KHOW/UHTepecyiomeii/3anpamuBaeMoll HHpopMalH, ¢
TOJIHEIM [TOHUMAHHEM TIPOYHTAHHOTO; .

- YATaTh HECIUIOIIHEIE TEKCThl (TabmHuBl, AHArpaMMbl,
rpagHKH) H NOHHMAaTh MpEACTABJCHHYI0 B  HHX
HH(pOPMALMIO; THCBMEHHAs peyb: 3aloNHATh AHKETH H
(opmysapel, coobmas o cefe OCHOBHBIE CBejeHHS, B
COOTBETCTBHH ¢ HOPMaMmH, MPHHATBIMH B CTpaHe/CTpaHax
H3Y4aeMOro A3bIKa.

147 | 49 98 OI1.00 ObmenpodeccHoHaNbHBIE THCHHUITHHBI

21 7 14 | OIL 01 B pesyierate OCBOCHHS JIHCUMIUTHHEI OOYYarommiics
OKOHOMHMKA | JIOJDKEH 3HATh:
opranu3aiH | - 6a30BbIe MOHATHS AUCLHIUIHHEL
H

- 00IIYI0 XapakTepHCTHKY TPYHOBBIX PECYPCOB;

- TOHATHE, CYIIHOCTE H pONb HAYYHO-TEXHHYECKOTO
nporpecca B pa3BUTHH OpraHH3alHK;

- OCHOBHBIC 3KOHOMHYECKHE NTOKA3aTe/IH OpraHH3alluy;

- OCHOBHbIC  OPraHH3aHOHHO-NIPABOBblE  (HOPMBI
IpeATPHATHiL; ‘
- OCHOBHBIE HANpPaB/IeHHs! HHHOBAHOHHOM IOJIHTHKH,
B pesynbrare OCBOGHHS MHCLHIUIHHBI OOywYarommiics
IOJDKEH YMETh: . G L

- DPOH3BOJWTL PACYETEI 10 OCHOBHBIM H ODOPOTHBIM
CPEACTBAM IPEATIPUATHS; ,
- COCTaBJITh MNpOCTeHINHH OH3HEC-IJIaH 3a1aBacMoro
TIPEIT PUSTHS, _
- OCYWIECTBIATh MPOCTEHINIHE pacyeTsl MO KaipaM H
3apaboTHOI nuarte;

- pacCUMTHIBATh  M3AEPKKH  MPOH3BOACTBA  H
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ceOeCTOMMOCTH  TPOAYKUMH  (YCIYr) MO  3aJaHHBIM
nmapaMerpam;

- PACCYHTHIBATH IEHY Ha NPOAYKIIHIO;

- OUCHHBATh 3Q(YEKTHBHOCTD AEATEILHOCTH OpraHH3aIHH.

18 12 | OIL 02 B pesymbrate ocBOCHHS JAMCUMIUIHHBI oGyHarOMiCs
Menemxme | momkeH 3HaTh:
HT - XapaKTCPHEIE Y€PThl COBPEMEHHOIO MEHEKMEHTA;
(GyHKIHE MeHeKMEHTa;
- CYIIHOCTB H OCHOBHBIE 3JIEMEHTHI IIAHHPOBAHHS;
- CO0CO0LI MOTHBALMH K TPY/LY;
- OPraHH3alHOHHBIC CTPYKTYPhI YIPaBICHHS;
- OCHOBHEIE IIPHHIHIIBI H TIOJIXO/IbI
K YIIPaBIICHHIO;
- MpONeCC HPHHATHA H PpEaTH3alHH YIPaBJIeHYECKHX
PELICHHI.
B pesymsTate oOcBOGHHS JMCUMIUTHHEI 0Byuarommiics
JIOIKEH YMETh:
- CIIe/IOBATH NPUHIHIIAM YIIPABICHHS;
- YNIpaBJIATh KOH(IMKTAMH H CTPECCAMH B TIpolecce
- Opo(ecCHOHATLHOMN JIeATEILHOCTH,
- YCTaHaBJIMBaTh KH3HEHHBIC MJIAHBI;
- 000cHOBAHHOCTL BEIGOpa HEOOXOAMMOMN HHPOPMALHH
JULst BBINOJIHEHHS npodeccHOHAIBHBIX 3aj1ay,
Npo(ECCHOHATBHOTO H JINYHOCTHOTO Pa3BHTHS;
- paboTare B KONIEKTHBE H KOMaHne, s(deKTHBHO
00martscs ¢ KojLmeraMs, pyKoBOACTBOM;
- Oparb Ha cefs OTBeTCTBEHHOCTH 3a paboTy WIEHOB
KOMaHabl  (NOJAYMHEHHBIX), PpE3YJbTaT  BBHIIONHEHHS
3a/1aHu. L
9 6 | OIL0O4 B pesyibTare 0CBOEHHS THCHHILIHHEI 0GyYarOmHiics
Mpasosie | 1o er 3naTh:
OCHOBEI .
npodeccro |- COACPKAHHE  AKTYAIbHOH  HOPMATHBHO-IIPABOBOI
HaJIbHOMH PORYMCHIAIWH,
nestensmoc | - CTAHAAPTEl  AHTHKOPPYINUHMOHHOTO  IIOBEJCHHS H
A NOC/IEACTBHA €r0 HapyIIeHHS;

- HOpMAaTHBHbIE NPaBOBLIEe akThl Poccuiickoit Menepamny B
cepe  MHQOPMANHOHHEIX M  KOMMYHHKAIHOHHBIX
TEXHOJIOTHIA;

- HOPMATHBHBIE  TNPaBOBblE  akKTH  Poccuiickoif
Qenepaupn  no  3ammre uHopMammH u  pabore
¢ ofOpameHHsIMH rpak/iaH;

-  HOpMaTHBHbIE  MpaBOBBIE  aKkTel  Poccuiickoii
Denepaiun B cepe HEYOpMALHOHHOIH Ge3onacHOCTH;
TpeGOBaHHS OXPaHEI TPY/a; :

- HOpDMATHBHBIC  TMpaBOBbIE  aKTel  PoccHiicKoii
Denepauun B cdepe OpraHn3alliy AeT0BOIH MOE3IKH;

-  HOpPMATHBHBIE  @paBOBhIE  aKkTel  Poccuiickoit
Depepanun B cepe nHbOpMALHH; ;
- HOpDMarHWBHEIE  [IpaBOBEIE  aKkTel  PoccHiickoii
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denepanny B cepe JeN0MPOH3BOACTEA,;

- HOPMaTHBHBIE [1paBoBbIe aKThl Poccuiickoit efepanuu B
cepe TPYIOBBIX OTHOLICHHIT;

- JIOKaIbHBIC HOPMATHBHBIE aKTEL, perjaMeHTHPYIOLIHE
TPY0BLIE OTHOLICHHS,

HOpPMaTHBHbIC MPaBOBbie akThl Poccuiickoit Menepanun B
cthepe apxHBHOro a€na;

-  HOPMAaTHBHEIE  MpaBOBbIE  aKTel  PoccHiicKoii
ODenepanuu B obnactu KOH(HACHIHATBHO
HHGOPMALMH H 3AIHTE! [IEPCOHATLHBIX JIAHHBIX.

B pesyabrare ocBoeHus mMCHMIIMHBI O6y9aroLmiics
JIOJIKEH YMeTh:

- ONpeeNATb  aKTyallbHOCTh  HOPMATHBHO-TIPABOBOH
JAOKYMEHTAIlHH B MPO(ECCHOHANBHOM JeATETIbHOCTH;

- HCIIONIB30BaThH NpPaBOBYIO HHQOpMALHIO B
Npo(ecCHOHAIBHON AeATEHOCTH;

- 3allHINATh CBOHM IIpaBa B COOTBETCTBHH C TPYAOBBIM
3aKOHOJATEMBCTBOM; '

- TpPHMEHAThH  CTAHAApThl  AHTHKOPPYNIHOHHOIO
TIOBEICHHS;

- TPHHHMAaTh MEpPEHI 10 COXPAHEHHIO KOH([)HlIeHuHaJleOH
uH(pOPMALMK B X0/ IPHEMA TTOCETHTENel;

- obecrnevnBarhb COXPaHHOCTh
NEPCOHATBHBIX JAHHBIX

54
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OI1.08
OcHOBEI
NCHXOIOTHH

B pesynerare OCBOGHMS AMCUMIUTHHBI 0OydaloHiics
JIOJKEH 3HATH:
- NO3HaBaTe/IbHbIC MPOLECCHI; CIOCOOHOCTH JIHYHOCTH; -
crioco0bl  caMOperyJisiliuH, TO3HAHMA caMHuX - cebs,
4eJIOBEYECKHX B3aUMOOTHOIEHHH; '
= [IPOLECCEI MMOATOTOBKH K CEMEHHOMH JKH3HH, Bocnmaumo
JeTei.
B pesynprate OCBOGHHS MMCUMIUIHHBEI O0OYydalommiics
JOJDKEH YMeThb:
- Pacro3HaBaTh TNpPH3HAKH MNOHATHH, HX XapakTepHbIe
YepPTHI, IEMEHTEI HX ONHCAHHS;
- CPaBHHBAaTh TNOHSATHS, BBIABNAS HX oﬁume 4epThl H
Pa3JIHYKS; :
- Ha3bIBaTh TEPMHHBI H TOHATHS, NCHXOJOIHYECKHE
ABJIEHUA, COOTBETCTBYIOIIHE TpPE/IaraeMOMy KOHTEKCTY;
QHATH3HPOBATE M KJacCHOHIHpOBaTh HH(OpPMANHIO,
NPEJCTABICHHYID B pa3MMYHEIX 3HAKOBEIX CHCTEMAax
(cxema, Tabmuna, guarpamma);
- YCTaHaBIHBAaTh COOTBETCTBHA MEKAY CYMIECTBEHHBIMH
YepTAMH M TpH3HAKAMH MCHXOJOrHYECKHX SBNCHHH W
TICHXOJIOTHYECKHMH TEPMHHAMH, TIOHATHSIMH;
- OPHUMEHATH [ICHXOJIOTHYECKHE  3HAHHA B npouecce
PeIICHHs MO3HABATE/BHBIX M NPAKTHYECKHX 3ajau,
OTPaXKAIOUIMX AKTyalbHble IMPOOIEMBl KH3HH YeloBeKa H
o6mecma; _
- (opmymHpoBaTH Ha OCHOBE NpPHOOPETEHHBIX 3HAHHI
COOCTBEHHbIE CYXKICHHS M apryMEHTHI 110 OnpeJIeNIeHHbIM
npobiemam.
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18

36

OI1.09
Kapeepuoe

PaGoueli nporpaMmoii mnpeiycmMoTpeHO (opmupoBanue

JONOJIHUTENLHEIX  3HAHHH W ymenuit. OOywarommiics
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MOJICJIHPOB
aHHue

JOJIKEH YMETh:

- COCTaBIIAATE CBOE pE3IOME;

-IPOBOAHTE CAMOIIPE3CHTAIIHIO;

-OPHEHTHPOBATLCS HA PHIHKE Tpyaa;

-QopmupoBate B cefe  KOMMYHHKaGETBHOCTE  JUIs
TPYAOBOH J€ATENBHOCTH;

-OCMBIC/IHBATh [ICHXOJIOTHYECKOe CaMOOIpPeNeeHHs yis
BEIOOpPK! Oymymeii npodeccun.

3HATH: .

~TEXHOJIOTHIO TOHCKA paGOTLI; :

-3Tallbl PO(ECCHOHATEHOTO CAMOOTIPE IEICHHS

-B3TJIA/IbI PA3THYHBIX [ICHXOJIOrOB 1S ICHXOIOTHYECKOT0
CamoOoIpeeeHHs

-3TaIbl aJaNTalHA MOJIOJIOTO CTIENHAHCTA;
-IOPH/IHYECKHE H NIPABOBEIE ACIEKTHI TPYAO0YCTPOIHCTBRA;
IUIAHHPOBAHHE H NIOCTPOCHHE KAPhepH]

I1.00 Ipodeccnonanbustii yaeSHBII MHKI

160

28

132

MJIK.01.01
JlokymenTa
[{HOHHOE
obecrieyeHu
e
yTpaBJieHUs

Pabouelt nporpammoif mpexycmotpero ¢opmupoBanue
AONOJHUTENBHBIX 3HaHWii M ymenwii. OGyuarommiics
NOJDKCH YMETh:

- olecrieuyuBath  HHQOPMALHMOHHYIO  (GE30MACHOCTD

JE€ATENLHOCTH OPraHu3aluy;
- BECTH M HCNONB30BaTh B pabore 6aly KOHTAKTOB
OpraHU3alHH;

- BECTH YYETHBIE PErHCTPALHOHHEIE (JOPMBI, HCITOB30BATh
HX JUIH HHPOPMAUHOHHOI paGoTh! H PaGoTE! 110 KOHTPOTIO
HCIIOJTHEHHS NOpYYeHHif;

- BCTpEYaTh  MOCETHTENeH, MoayyaTh [EPBHYHYIO
HHQOPMALMIO O NOCETHTENSX, YCTAHABIHBATH MOPSIOK
MpHEMA  JUIA  PA3NMYHBEIX  KAaTeropuil  mocerHTeneif
NPHHHMATh MEPHI 10 COXPAHEHHIO xompmxeuuumnoii
HH(OpMaIHNH B Xoze npuéMa noceTHTeNel;

- BECTH YYETHBIC PErHCTPAIHOHHbBIE (bopmm Mo npHEMY
NoceTHTENeH H 0POPMIIATE NPOIYCKa;

- OCYWIECTBIATH NpHEM, Mepefady H  OTHPaBKy
JNOKYMEHTOB;

- OpraHu3OBBIBaTH H OpOHHpOBAT NEpPEroBOPHEIE
KOMHATBI;

- CEpBHPOBATH YaiiHble (KodeiiHbie) cTobI B 0Huce;

- BbOHpaTh (GOPMBI IJIAHHPOBaHHS H  O(OPMIIATH
MIIAHHPOBINUK (Oprasaiizep) pyKOBOIUTENS H CeKpeTaps;

- YCTaHAB/IMBATH LEIH, ONPENEIATE NPHOPHTETHOCTh H
O4YepENHOCTE  BBINOJHEHHA paGoT ® 3 (peKTHBHO
pacnpenienars pabodee Bpems; o

- COrNIaCOBBIBATH BCTPEYH M MEPONPHATHA H BHOCHTH
HH(OPMALHIO B IVIAHUPOBIINK (OpraHaiisep);

- HH)OPMHPOBATEL DYKOBOAMTENA © IPHOIHKEHHH
BPEMEHH M periaMeHTe 3alIaHApPOBAHHBIX BCTpEd H
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MEPOTIPHATHI;

- BeIOMpaTh ONTHMAQIbHEIE CMOCOOBI BHENIHEr0 H
BHYTPEHHEr0  MH()OPMHPOBAHHS 0  [UIAHHPYEMBIX
MEPONpPUATHAX; :

- COCTaBJATL H OMOPMIIATH JOKYMEHTB A JeNOBBIX
T0€3/10K;

- OCYILECTBJISATH TPEBE-NIOUIEPIKKY AETOBbIX TOE3/I0K;

- COIIAacOBBIBATE C MPHHUMAIOMIEH CTOPOHOM MPOTOKON
MIAHAPYEMEIX MEPONPHATHH ¥ (HOPMHPOBATH MpOrpaMMy
JIENOBO# MOE3/IKH; '

- HCNOJB30BATH  CPECTBA  HH(DOPMALMOHHBIX M
KOMMYHUKALHOHHBIX  TEXHONOrHH g  obecrneyenus
B3aHMOZCHCTBHSA ¢ PYKOBOJIUTE/IEM BO BPEMs €ro IeJI0BOif
TIOE3/IKH;

- 0OPMIIATE OTYETHBIE JOKYMEHTBI O ZIEJIOBOI MOE3/IKE;

- OpraHH30BBIBATE IPOLECC MOJrOTOBKH H IPOBEICHHE
KOH(EPEHTHOr0 MEpONpHATHS HHIMBMAYATBHO M B
coctase paboyeii rpynmsr;

- JOKYMEHTHPOBAaTh  pa3sHble  3Talmbl  NPOLEIYpEI
MOATOTOBKH H NMPOBE/ICHHS KOH(PEPEHTHOr0 MEPOIPHSATHSI;
- COCTaBIIATE NPOEKTEI OpraHM3alHOHHBIX,
PaCmops/HTe/NbHBIX  H  HH(POPMAHOHHO-CIPABOYHEIX
JIOKYMEHTOB, B TOM 4YHCJE JIOKYMEHTOB, COJEpXKamIux
KOH(QHICHIHAIBHYIO HHYOPMALIHIO; ,
- obopmaaTs OpraHH3alHOHHO-PaCIOPAAHTE bHEIE
JIOKYMEHThI (OPHTHHANIBI H KOIHH);

- CKaHHpOBaTh, KONHPOBaTb M  KOHBEPTHPOBATH
JAOKYMEHTBI B pa3/IH4Hble GopMaThl;

- OCYIIECTBIATH MPOBEPKY NPOEKTOB JOKYMEHTOB Ha
COOTBETCTBHE NPABHJIAM JEIONIPOH3BOICTBA;

- TPHHHMATE H NPOBOJHTH IMepBHYHYI0 00paGoTky
BXOJAMIMX NOKYMEHTOB;

- NPOBOANTEL NpEJIBAPHTENBHOE PACCMOTPEHHE BXOIAIIHX
H BHYTPEHHHX JIOKYMEHTOB;

- PETHCTPHUPOBaTh BXOJMIHE, HCXOJSLINE H BHYTPEHHHE
JOKYMEHTEI,

- KOHTPOJIHPOBATh MaplIpyTH3aIHIO AOKYMEHTOMIOTOKOB B
OpraHH3aluH (COrnacoBaHHe, MOAMHCAHHE, YTBEPKICHHE,
PETHCTpALHS, 03HAKOMJIEHHE H HCTIONHEHHE JOKYMEHTOB);
- OCYWIECTBJIATH CPOKOBBI KOHTPONb HCIONHCHHSA
JIOKYMEHTOB;

- OCYWeCTBIATH 00pabOTKy H OTIPaBKY HCXOMISIIHX
JOKYMEHTOB;

- COCTAaBJIATb OTYETHI H AHAJMTHYECKHE CIIPABKH 00
HCIOJIHEHHH JIOKYMEHTOB; '
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- BeCTH HH(OpPMAIHOHHO-CIIPABOYHYIO paboTy Mo
JAOKYMEHTaM;

- ocymecTBisTh  paboTy ¢ OpraHM3alHOHHO-
PacOps/HTE IbHbIMH NOKYMEHTaMH B
aBTOMATH3HPOBAHHBIX CHCTEMAX;

- ofecrneyHBaTh COXPAHHOCTh MEPCOHATLHBIX AAaHHBIX
pabOTHHKOB;

- paspabaThIBaTh HOMEHKJIATYPY /€J1 OpraHH3alHH.

3HATD: :

- HOpMaTHBHBIC MPaBOBEIE akThl Poccuiickoit Menepanun B
chepe  MHOOPMALUMOHHBIX H  KOMMYHHKALMOHHBIX
TEXHOJIOTHH, 110 3ammuTe HHpOpMaHH, HHOOPMAIIHOHHO
OesonmacHoctd, Mo paGore ¢ OOpalmeHHAMH TpaXIaH, 10
OpraHH3aluH ZIeNoBOH NOE3IKH, B chepe
NeNOTIPOM3BOJICTBA M ADXHBHOrO fena, B  cdepe
PeryJHpOBaHys TPYAOBBIX OTHOINCHHMIT;

- JIOKQJIbHBIC HODMATHBHBIE aKTBI, PErIAMEHTHPYIOUIHE
JCATENIBHOCTh  CIYXKOBI  JENONpOM3BOJACTBA M ef
pabOTHHKOB, OpraHH3alMIO BEACHHS JENONPOH3BOCTBA,
nepejady el B apXHB  OpraHM3alMH, a  TaKKe
perjiaMeHTHPYIOLIHE TPYAOBEIE OTHOLIEHHS;

- CTpYKTYpY OpraHusalndd, e¢ 3a1aud u (YHKIHH,
pacnpeenenne  QyHKOMH = MeXIY  CTPYKTYPHBIMH
noapas/ie/IeHHAMH H CleLHATHCTAMH;

- Tpe0OBaHHA OXpaHkl TPyAa, IPOH3BOACTBEHHOM
CaHUTapHH, MPOTHBOMNOKAPHOH 3alIATHI;

- OCHOBEI TPABHJIbHOH OpraHW3alliH TpyAa H METOIbI
TNOBBILIEHHS €r0 3)(PEKTHBHOCTH;

- OCHOBBI YIIPABJICHAS BPEMEHEM;

- BH/JB! OPraHUW3allHOHHOH TEXHMKH M NpaBHia paboTh ¢
HEH.

22
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MJIK.01.02
Oprasuzan
ust paboTEI
c
3JIeKTPOHH
BIMH
JOKyMEHTa
MH

Paboueii nporpammoii mpexycMoTpeHo. (opMmEpOBaHHe
JIOTIOJIHUTENBHBIX 3HaHuit u  ymeHmil. OByualommiics
IOJDKEH YMETh:

- IpOBEpATH MPABHILHOCTE OQOPMIICHHS JOKYMEHTOB H
OTMETKH 00 HX HCIOJIHEHHH Iepell HX GopMHUpOBaHHEM B
JeNo IS MOCHEAYIOIIEro XpaHeH s, ' '.

- (opMHpOBATE JeNa, KOHTPOIMPOBaTh MPABHILHOE H
CBOEBPEMEHHOE pacnpe/ie/leHHe H MOAUMNBKY J0KYMEHTOB
B JleJla B COOTBETCTBHH C HOMEHKJIATYPOH JIe;

- NPOBEPATH CPOKH XPAHEHHS JOKYMEHTOB, COCTABIIATH
IIPOTOKON PabOThl 3KCIEPTHOH KOMHCCHH 110 MOATOTOBKE
JIOKYMEHTOB K I1epeziade B apXHB; o

- COCTaBNATH @KT O BHUIENEHHH K YHHYTOKEHHIO
JIOKYMEHTOB, He TIOUTEKAIIHX XPAHEHHIO;

- COCTABJIATH AKT 00 YHHUTOKEHHH JIOKYMEHTOB;
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- OCYUIECTBJIATH MOJHOE MJIM YacTHYHOEe OopMIIEHHE Aen
BPEMEHHOTO, TOCTOAHHOTO, JONTOBPEMEHHOr0 CPOKOB
XPaHCHHS;

- COCTaBJIATL OIMCH JCH CTPYKTYPHBIX MOJpa3/ie/ieH it
[I0OCTOAHHOrO, JOJFOBPEMEHHOIO CPOKOB XpaHEHHS [y
Tnepe/iayn e/l B apXHB OpraHH3alliH.

3HATh:

- MeToxbl 00paloTKH M 3ammTHl  HHQOPMAUMH  C
pPHMEHEHHEM CpencTB HH(}OPMALHOHHBIX H
KOMMYHHKAIlHOHHBIX TEXHOJOTHIA;

28
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MJIK. 01.03
Oprannzan
Hst
CEeKpeTapcK
oro
obcnyxiBa
HUS

PaBoueit nporpammoii npeaycmoTpeHo dopmupoBanne
AOTIONIHHTENbHBIX 3HAaHMH M ymenwii. OOywaiomuiics
JOIKEH YMETh: '
- OpraHH30BBIBaThL paouee MeCT0 B COOTBeTCTBHH C

TpeOOBaHHAMH IPrOHOMHKH H KyJIbTYphI TPYa;

- obecneunBath pafouee MeCTO H (YHKOHOHAIBHOE
paboyee IPOCTPaHCTBO HEOOXOAMMBIMH  CPEICTBAMH
OpPraHH3alMOHHOH TEXHHKH, MeOeNbo M KaHLEIIPCKHMH
NPHHAIUIEKHOCTAMH;

- TOJUIEP/KUBATh CPEJICTBA OPTAHH3ALMOHHON TEXHHKH B
paboyeM COCTOSHHH; '

- IOpUMEHATh B paboTe cpejcTsa micbopmamionnm H
KOMMYHHKAIIHOHHBIX TEXHOJIOTHIA;

- HCIOJIB30BaTh  CPEJCTBA  HMH()OPMALIHOHHEIX
KOMMYHHKAUHOHHBIX TEXHOJIOTHH JUIi MONYYeHHA H
nepesayy HHGopMarmy;

- YCTaHaBIHBATh H MOMIAEPXKHBATH KOMMYHHKAIHH B
nponecce IenoBOoro OOMEHHA .C [OMOMIBIO CPENCTB
HHQOPMALHOHHEIX H KOMMYHHKAIIHOHHBIX TEXHONOTHIL;

- ocymectBuate cbop, obpaborky uHbOpMaiuH,
CHCTEMATH3ALHIO MTOJTyYaeMbIX H NepelaBaeMbIX JaHHBIX;

=

OCYIIECTBIATH [IPOBEPKY JIOCTOBEPHOCTH, IIOJIHOTH H
HEeNpPOTHBOPEYHBOCTH JIaHHBIX, HCKIIIOUEHHE
nybmiapopanusa HHPOPMAIHK; '

- CriiaxXMBaThb KOHq)IIHKTHBIC H CIO0XHBIE CHTYalHH
MEAUTHYHOCTHOTO B3aUMOICHCTBHS;

- cobmonarb 3THKET H OCHOBBl MEXIyHapOJHOrO
IIPOTOKOJIA.

3HATH:
- 9THKET H OCHOBBI MEXAYHAPOJHOIO MPOTOKOIA;

- 9THKY JENIOBOTr0 OOLIEHHS;
- IPaBHJIa PYCCKOTO A3BIKA;
- [IpaBHJIa PEYEBOr0 ITHKETA,

- NpaBHIIa NOAACPKAHHSA H DPa3sBHTHS MEKIHYHOCTHBIX
OTHOIIEHMIA;

- [IpaBHJIa IPOBE/ICHHA AEIOBRIX IEper OBOPOB;
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- IpaBH/Ia OpPraHu3aliy NpUEMa MoceTHTEJel;

- IpaBHJIa CEPBHPOBKH YaiHoro (kodeifnoro) crona;

- MOPANOK MNOArOTOBKH M JIOKYMEHTHPOBAHHA JIEI0BOH
TOE3/IKH;

- HHTEDHET-PeCYpCHl Ul OCYINECTBIICHHSA TpeBes-
MOUIEPIKKH JEJIOBBIX 030K, '

- KOMIUIEKC OpraHH3alHOHHO-TEXHHYECKHX MEpONpHSTHif
[0  MNOArOTOBKE H  MNPOBENCHHIO  KOH(EPEHTHBIX
MEPONPHATHI;

- TlpaBHna O(OPMICHHS NOKYMEHTOB, CO3JaBaeMbiX B
Tponecce IOATOTOBKH M TPOBEIEHHS KOH(epeHTHOro
MEpOIPHATHS;

- COCTaB BHYTPEHHHX H BHEIUHHX HH()OPMAHOHHEIX
MIOTOKOB;

- PYKOBOJICTBO CTPYKTYPHBIX [OIpasfeneHni, o6pasmsl
nojnMceil JMI, HMEIOMMX IIPaBoO  MOANHCAHHA .« H
YTBEDX/I€HHS NOKYMEHTOB, M OrpaHHYEHHS 30H HX
OTBETCTBEHHOCTH.
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MJIK, 01.04

JlokymenTa
HOHHOE

obecrnieueHu
€ KaJIpoBoi

CIyKOBI

PaGoueit mporpammoli mpexycmotpeno (opMHpoBatme
JIOTIONIHATENBHBIX 3HAHMH M yMmeHmit. OGyuaronmiics
JI0JDKEH 3HATh: _ )
- COBPEMEHHbIE HHYOPMALHOHHBIE H KOMMYHHKAIIHOHHBIE

TEXHOJIOMHH, NpPHMEHsAeMble B paboTe ¢ JOKYMEHTaMH, B
TOM YHCJI€ 10 THYHOMY COCTABY;

- BHIBI HOMEHKJATyp Jei, obmue Tpeﬁbaamm K
HOMEHKJIaType JieJ1, MopsAJioK paboThl ¢ Hel;

- OpsANOK (opMHpPOBaHHs U 0OPMIEHHS e, cneuud)ﬁxy
(hopMHpPOBAHHS OTIENBHBIX KATErOpHil Je; ,

- NpaBHia XpaHEHHs JIeJ, B TOM YHCJIE C JAOKYMEHTAMH
OrPaHHYEHHOTO A0CTYIIA; : q
- TpaBHJA BBIIAYH H HCIONB30BAHHA JOKYMEHTOB H3
c(hOpMHPOBaHHBIX JIEJ;

- HOPSAJIOK HCIONB30BAHHS THIOBBIX MIH BEJOMCTBEHHEIX
nepeyHeH JOKYMEHTOB, ONpeJIe/ieH:si CPOKOB XPaHeHHs B
IIPOLECCE IKCIEPTH3B! LEHHOCTH JIOKYMEHTOB;

- BHIbl OMHCCH JieJl OPTaHH3alUMH M TOPAJIOK paboTsl ¢
HHMH.
YMeTh:

- OpraHH30BbIBATH JOKYMEHTOOOOPOT MO MpeACTaBIECHHIO
AIOKYMEHTOB I10 [IEPCOHAIY B rOCYAapCTBEHHbIE OPraHEbl;

- OpraHH30BBIBATE JOKYMEHTOOOOPOT mo y4éry
JIBHKEHHIO pab0THUKOB;

- BECTH BOHHCKHH y4&T paGOTHHKOB;
BECTH Y4€T paboyero BpeMeHH pabOTHHKOB; _
- 0OpMJIATH  OpPraHU3aLHOHHO-PACTIOPSIHTEbHEIE
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JOKYMEHTEI 110 JIHYHOMY COCTaBY:;
- BECTH PEruCTPaluio, YYET, ONEPATHBHOE XpaHEHHe
JOKYMEHTOB 10 IHYHOMY COCTABY;

- BECTH JIOKYMEHTALHIO, MOATBEPAAIONIYIO CBEJACHHS O
TPY/OBOH AEATENIHOCTH H TPYI0BOM CTake pabOTHHKOB,

- QOpMHpPOBATH JIHUHEIE jle/1a pabOTHHKOB;

OQOPMIISTH ZIeNa MO JIHYHOMY COCTaBy JUIA Hepeiadd B
apXHB OpraHH3alHy;

- paboraTts co CHELHATH3HPOBAHHBIMH
HHOOPMAIMOHHBIMH CHCTEMaMH M (a3aMH JaHHBIX 10
BEJICHUIO y4€Ta H JIBH)KeHHIO pabOTHHKOB.
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MJIK.02.01
Opranusan
Ui |
HOPMAaTHBH
0-11PaBOBEIE
OCHOBBI
ApXHBHOTO
nena

PaGouelt nporpammoli mpexycmorpero (opmHpoBanue
AONOJIHHTENbHBIX 3HaHHH M ymeHuil. OOyuarommiics
JIOJDKEH 3HATh:

- BHIBL, Da3sHOBHAHOCTH H (opMaTel BceX BHIOB
JIOKYMEHTOB;

- KpHTEPHH OnpeJie/IeHust UCHHOCTH Je/ (I0KYMEHTOB) JUIs
AQIbHEHIIEro XpaHeHHs WIH YHHYTOKEHHS,

- MCTOJHMKa pa3paboTKi (opM YYETHBIX HOKYMEHTOB B
TPAIHLIHOHHOM H B 3NIEKTPOHHOM BHJE;

= METOIHYECKHEe JOKYMEHTH! B 00/1aCTH HCHONB3OBAHHS H
nyOMKALMK apXHBHBIX e (I0KYMEHTOB);

- METOAMYECKHE JIOKYMEHTBI H HALlHOHAJIbHBIE CTAHJIAPTHI
B 00/1aCTH JIENONPOHU3BO/CTBA H APXHBHOTO JIeNIa;

= METO/IHYECKHEe JIOKYMEHTE! H HallHOHAJbHEIE CTaHJapTEI
B obnactu yuéra HOKYMEHTOB H nomleumponannm _
cep NeATeTLHOCTH OpraHH3allHy;

- HAayYHO-METO/HYECKHE KPHTEPHH 3KCIEPTH3H IIEHHOCTH
Pa3THYHBIX THIIOB H BHIOB 1€ (IOKYMEHTOB).

YMEThb:

- pabotath ¢  mompa3sieeHHAMH/OpPraHH3ALHIMH
HCTOYHHKAMH KOMIUIEKTOBAHHS apXHBa;

- OPUHUMATH ApXHBHEIE Jiefa (MOKYMEHTEI) Ha IIOCTOAHHOE
HJIH I0IrOBPEMEHHOE XpaHEeHHE; .

- YJacTBOBaTh B IIPOBEJCHHH IKCIEPTH3BI IEHHOCTH
PA3/HYHBIX THIIOB H BHJIOB JIOKYMEHTOB B COOTBETCTBHHU C
BHYTPEHHHMH perjiaMeHTaMH OpraHH3aluH; '
- TPHMEHATH B paboTe peKOMEHJANHH 3KCIEpTHO-
MPOBEPOYHOH KOMHCCHH HJIH 3KCIEpPTHOMN- KOMHCCHH
OpraHH3aluy; ' |

- IPHUMEHSTD NIEPEYHH C YKa3aHHEM CPOKOB XPaHEHHS Jiell
(noKymMeHTOB);

- Co0moaT HODMAaTHBHBIE CPOKH XDAaHEHHS Jel
(10KyMEHTOB);

= BECTH Y4ET HCTOYHHKOB KOMIIICKTOBAHHSA apXHBa;
HCII0/Ib30BATh NEPEIOBOil OTEYECTBEHHEIH H 3apy0eiKHEIH
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ONBIT 10  KOMIUIEKTOBAHHMIO  apXMBa  JeJaMH
(M1OKyMEHTaMH) ~ NOCTOAHHOTO M JIOJIFOBPEMEHHOTO
XpaHeHHS; ‘

14

10

MJIK, 02.02
['ocynapeTs
eHHBIE,
MYHHIHITAT
bHBIE
apXHBbl H
apXHBEI
OpraHu3ann
H

Paboueit mporpammoii NPEAYCMOTPEHO  (hOPMHPOBAHHE
AONONHHTENBHBIX 3HaHHH M ymeHui. OOywaroiuiics
JAOJUKCH 3HATh:

- HOpMAaTHBHEIC NPaBOBbIC aKThl Poccuiickoil Peneparuu B
06/1aCTH 3aLHTHI NEPCONANBHBIX JAHHBIX;

- HOpMAaTHBHEIE NPaBOBbIe aKThl Poccuiickoit Menepanuu B
obnactH MHGOpMaIH, HHPOPMAUMOHHEIX TEXHOIOIHi,
3AWMTEL  MHQOPMALMH M NEPCOHANBHBIX  JAHHEIX,
undpoBoii TpaHchopmarmu;

- HOpMaTHBHbIE IIPaBoBLIe akThl Poccuiickoit Mepepauun B
00/1aCTH KOH(HICHIHATLHOCTH HHAOPMAIHH;

- HOpMaTHBHEIE NPaBOBLIe aKThl PoccHiickoit (Denepamm B
cepe 1e/10NPOH3BOACTBA M apXHBHOIO JeJIa;
HOpMAaTHBHBIE IIPaBOBbIE aKThl PoccHiickoi Q)enepaunu B
cepe nenonpoOH3BOACTBA;

- ofulMe NPHHLMNBI y46TA W KOMIUIEKTOBAHMS el
(HOKyMEHTOB) OrpaHHYEHHOTO JOCTYIIA;

= OpraHM3alMOHHBIE  NPHHUMOBI  HCMOIL3OBAHHSA
AOKYMEHTOB OIPaHHYEHHOT'0 IOCTYMa;

- OpraHM3alliOHHbIC TIPHHIMIIBI KOMIUIEKTOBAHHA el
(ZOKYMEHTOB) OrpaHHYeHHOrO J0CTYNA; _

- 0COOGEHHOCTH OpraHM3alMH XPaHEeHHs AeN (IOKyMEHTOR)
Ha pa3/IHYHbIX HOCHTENAX;

- OTEYECTBEHHBIE H 3apyOexHble CepTH()HIHPOBAHHbIE
CHCTEMbI ABTOMaTH3HPOBAHHOIO Yy4&Ta ApXHBHBIX Je
(mOKYMEHTOB);

- NOpAAOK (DOPMHPOBAHHA JIOKYMEHTOB B KOMIUIEKTEI,
rPYILIbL, THIIEL, '

- TpaBHia  CHCTEMATH3alHH M  KIACCH(UKALUH
JIOKYME@HTOB;

- paBUJIa XPaHEHHs e (IOKYMEHTOB) B COOTBETCTBHH C
HX THIIAMH;

- cepTHGHUHPOBAHHbIE  HH()OPMAIHOHHO-TIOHCKOBEIE
cucTeMbl B 00nacTH pa3paGoTKH HayYHO-COPaBOYHOIO
anmapata JO0KYMEHTHPOBaHHBIX chep JeSATeNbHOCTH
OpraHH3alHH; '

- CIOCOOB! H TEXHOIOTHH JOKYMEHTHPOBAHHS Pa3THYHBIX
BHJI0B NPO(ECCHOHANBHOI JAEATENbHOCTH;

- CPOKH  BBINOJHEHHs pabOT MO  OpraHH3aluH
HCIIONIB30BAHHSA aPXHBHBIX AeT (JOKYMEHTOB);

YMeThb: | :
- NPHMEHATh HOPMATHBHBIE TPABOBBIE AKTEL JIOKATIbHEIE
HODMAaTHBHBEIC aKThl OPraHM3alHd ¥  METOAHYECKHe
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JIOKYMEHTBI B oOmacTH  yyéra  apXMBHBIX  Jiel
(10KyMEHTOB);

- BHOCHTh MpEUIOKEHHS MO  COBEPIIEHCTBOBAHHIO
METOJMYECKOro o0ecneyeHus y4€ta pasHBIX  BHJIOB
JIOKYMEHTOB B JOKYMEHTHPOBAHHEIX cepax AesTe/IbHOCTH
OpraHM3alHy; ‘

- 3amMuark HHQOPMAUMOHHBIE pecypchl . apXHBa OT
HECaHKIHOHHPOBAHHOTI'O JOCTYMA;

- OpraHH30BbBIBAaTE M OOECrmeyHBaTh XpaHeHHe Jen
(ZOKYMEHTOB) BPEMEHHOrO XpaHEHMs OpraHH3alHH B
TPAIHLIHOHHOM H B 3JIEKTPOHHOM BHJIE;

- KOHTPOJIMPOBaTh pa3paboTKy CTPYKTYPHBIMH
NOJIPA3/ICICHHAMH ONHCell H AaKTOB O BHUICJICHHH HA
YHHYTOXEHHEe JIe) (IOKyMEHTOB) BPEMEHHOIO XpaHEHHS B
TPAIHIHOHHOM H B 3JIEKTPOHHOM BHIIE; ‘

- (OpMHPOBaTh €AMHMILI XPAHEHHS JOKYMEHTOB JUIS HX
MOCJICAYIOMIEro pa3sMeIleHNs B apXHBE OPraHH3alliH;
COCTAaB/IATH CNPABOYHO-MIOUCKOBBIE CPEACTBA K APXHBHBIM
JenaM (JIOKyMeHTaM);

- OCYWIECTBIATh IMOHCK Jes (IOKYMEHTOB) BPEMEHHOIO
XpaHeHHs B MpOLECCe HX XPaHEHHs B CTPYKTYPHEIX
[0IpaseieHHsAX H apXHUBE OPraHu3alluy;

- OCYINECTBIIATD METOHYECKOoe PYKOBOJCTBO
OpraHu3alMedl  XpaHeHHs  fnenl  (JOKYMEHTOB) B
CTPYKTYPHBIX I0JIpa3/ieeHUAX OpraHH3aliH;

- OKa3bIBaTh CTPYKTYPHBIM noJpa3ie/IeHuIM
NpaKTHYECKYI0 MOMOMIb B OPraHM3alHH XpaHEHHS el
(mOKyMEHTOB).

54
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36

MJIK. 02.03
Meroauka
H NpPaKTHKa
apXHuBOBeE/E
HUS

PaBoueit nporpammoii mpexycmotpeno QopMupoBanue
JOMONHHTENbHBIX 3HAaHHH W yMmenuit. OOyyarommuiics
JOJIKEH 3HATh: w
- NpaBuJIa XpaHEHHs Je)l (L1OKYMEHTOB) B COOTBETCTBHH C
HX THIIAMH; N i
- cepTH(OHUMpOBaHHBE  HH()OPMALHOHHO-IOMCKOBEIE
cucteMbl B 007acTH pa3pabOTKH HAYYHO-CIPABOYHOTO
annapata JIOKYMEHTHPOBaHHBIX cdep JesTelbHOCTH
OpraHu3alliH;

- Cnoco0bl U TEXHONOTHH JOKYMEHTHPOBAHHS Pa3siHUHEIX
BHIOB NPO(eCCHOHAIBHOM JeATeIbHOCTH;

- CPOKH BBIIOJHEHHS pafoT MO  OpraHH3aLMH
HCII0/Ib30BAHNS APXHBHBIX A€ (IOKYMEHTOB);.

CPOKM BBIOHEHHs paboT 1O y4éry apXMBHEIX Jel
(moKyMeHTOB); '

- CPOKH BBIIIOJHEHHUS paboT;

- CTaHJIapThI otbopmiIeHHS OpraHH3alHoHHO-
PacropsAIHTEIEHOH NOKYMEHTALIHH; |
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- TEOpETHYECKHE M  METOOMYeCKHE  aCMeKTHI
KOMILICKTOBAHHS H 9KCIIEPTH3Bl IIEHHOCTH BCEX BHJIOB
JIOKYMEHTOB;

- TpeOOBaHHA K OPOPM/IECHHIO J0TOBOPOB HA PEATH3AIHIO
YCIIYT BHELIHErO XpaHeHH Je (10KYMEHTOB);

YMETh:

- OCYIIECTBIATH TMOHCK Jiejl (IOKYMEHTOB) BPEMEHHOTO
XpaHCHHA B MPOUECCE HX XPaHEHHS B CTPYKTYPHBIX
NOJIpa3/ieNIeHHAX U apXHBE OpraHU3allHy; :

- OCYIIECTBIIATh MEeTOIHYecKoe PYKOBOJICTBO
OpraHu3alMed  XpaHeHHs  Jem  (JOKYMEHTOB) B
CTPYKTYPHBIX MOPA3/IeIeHHAX OpraHH3alHH;

- OKa3bIBaTh CTPYKTYPHBIM TI0/Ipa3ieIeHHAM
NPaKTHYECKYIO OMOMIb B OPraHH3allMH XpaHEHHs e
(TOKyMeHTOB); :

- paspabarbiBaTh CNpPaBOYHO-HH(OPMAILHOHHBIE
AOKYMEHTBl 1O  OPraHH3aUMH  HCIOJB3OBAHHA  JeN
(HOKYMEHTOB) BPEMEHHOTO XpaHEHHS B c'rpylcrypuiix
nojpasJie/IiecHUsAX H apXHBE OPraHH3allHH;

- TpOBOAHTL I3KCIEPTH3Y LEHHOCTH Jejl (ZOKYMEHTOB)
BPEMEHHOTO XPAHEHHUS, IEPE/IAHHEIX B aDXHB,

- ONpEelensTh CPOKH XpaHeHHs Jen (IOKyMEHTOB)
BPEMEHHOI'0 XpaHeHHs;

- ofecrieynBaTh 3alUTY €N (IOKYMEHTOB) BPEMEHHOTO
XpaHCHHS B OpraHH3alMH OT HECAHKIHOHHPOBAHHOI'O
JIOCTYIa HITH YHHUYTOXKEHHS;

- IPOBOIHTE (H3HYECKOE YHHUTOXEHHE /e (10KyMEHTOB)
BPEMCHHOIO XPAaHECHHS C MCTEKIIHMH CPOKAMH XPaHEHHs
[10CJI€ COIJIaCOBAHHS CO CTPYKTYPHBIMU IIOAPa3/eNeHHAMH
OpraHH3alHH.

14

10

MJIK. 02.04
Obecrieuen
He
COXpaHHOCT
H
JAOKYMEHTO
B

PaGoueif nporpammoii NpeayCMOTPEHO  (hOpMHpOBaHHE
JAOTIOJIHHTENILHEIX 3HAHUIT H YMEHHH.

O6yuaromuiics 10/KEH 3HATH:

- Tpe0OBaHHS K MOArOTOBKE APXHBHEIX CIPABOK M
BBIITHCOK M3 apXHBHEIX JAOKYMEHTOB,

- TpeOOBaHHA K mpoleccaM YHHYTOXKEHHS HH(OPMALHH B
TPAJHILHOHHOM H 3JIEKTPOHHOM BHJIE;

- TpeDOBaHHA K YCTAHOBJICHHBIM HOPMaM BBIPaGOTKH; -

- TpeGoBaHHA K y4€Ty 0c060 LEHHBIX M YHHKATBHBIX
ApXHUBHEIX Je]1 (JOKYMEHTOB);

- TpebOoBanHs OXpaHE! Tpya; B

- YHH(QHUHDOBAHHYIO  CHCTEMY  OpraHH3aIHOHHO-
PacIOpAANUTEIbHOH JOKYMEHTAIHH.

YMeTh: _

- 0OpMIATE YYETHBIE AOKYMEHTBI 00 YHHUTOKEHHH e
(MOKYMEHTOB) BPEMEHHOr0 XpaHEHHS C HCTEKIIHMH
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CPOKaMH  XPaHEHHS COBMECTHO CO  CTPYKTYPHBIMH
MOJPa3/Ie/ICHHAMH OpPraHH3aIiH;

- CHCTeMAaTH3HpOBaTh U 0000ImaTE CBENEHHS O COCTaBe W
COZCPIKAHHH APXHBHBIX JIEN (IOKYMEHTOB);

- HCIIOJIb30BaTh HHAOPMAIHOHHBIE TEXHOJIOIHH B 06J1acTH
CO3MaHHs CNPAaBOYHO-NOMCKOBEIX CPEACTB apXuBa H
AOKYMEHTHDOBAHHBIX C(ep AeATe/bHOCTH OpraHH3aLHH;

- (opMHpOBaTh OCHOBHBIE H BCIIOMOrATENbLHBIE BHIHI
ApXHBHbIX CIIPABOYHUKOB B /IEKTPOHHOH (opme;

- TIOATOT4BJIHMBATE HHPOPMALHOHHBEIE JOKYMEHTH! IO
3aIpOCcaM MoJb3oBaTeeli pasIHYHbIX KaTeropHuit.

36
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IT1.01
[Tpoussosac
TBEHHas
NpaKTHKa
no ITM.01

Obyuaroniuiics J0/KEH BJIaeTh HABBIKAMHE: _

- moay4eHHs HeobXxoaumoif MH(OPMAUMH M nepenayn
CaHKUHOHHPOBAHHOH HH(QOPMAMH C HCIONB30BAHHEM
CpesiCTB  MH(OPMALMOHHEIX M KOMMYHHKAIHOHHBIX
TEXHOJIOTHii;

- KOOpIMHAUKH paboThl NPHEMHON PYKOBOAMTENN M 30H
MPHEMA Pa3THYHbIX KaTeropHii noceTHTe el oprann3anuu;
- IUIaHHPOBAHHA paloyero BPEMEHH PYKOBOJHTENA M
paboyero ans cexperaps;

- OpraHH3aUKy JeTIOBBIX MOE3/I0K PYKOBOAHTENA H APYTHX
COTPYAHHKOB OpraHH3aIHH;

- OpraHH3allMH M NOAJepXaHuA (YHKIHOHAIBHOTO
pabodero npocTpaHcTsa;

- OPraHH3alHH MOJrOTOBKH H NPOBENeHHs KOH(EpEeHTHEIX
MEpPOIpPHATHH, obecneyexus HH(OPMAIHOHHOrO
B3aHMOZICHCTBHS DYKOBOIHMTENS C IOJpa3feleHHAMH H
JOJDKHOCTHBIMH JIHLIAMH OPraHH3aIHH;

- ODOpMIIEHHS  OpraHH3aUHOHHO-PACHOPAAHTE/HHBIX
JOKYMEHTOB H OpraHH3alHu paboTel ¢ HHMH, B TOM YHCJIE
C HCTI0JIb30BaHHEM aBTOMATH3HPOBAHHEIX CHCTEM; '

- ODOpMIEHHS JIOKYMEHTOB 10 JHYHOMY COCTABY M
opraHH3auu# paboTEl ¢ HHMH, B TOM uHCIE C
HCTIO/IB30BAHHEM aBTOMATH3HPOBAHHBIX CHCTEM; ;
- OPraHM3alWH TeKyWIero XpaHEHHS JOKYMEHTOB,
00paboTKH Aen 1S ONePaTHBHOIO H apXHBHOTO XPAHEHHS,
B TOM WYHCJE C HCNOJb30BAHHEM aBTOMATH3HPOBAHHBIX
CHCTEM.

36
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I111.02
I[Tpoussoac
TBEHHas
NpaKkTHKA
no [TM.02

OGyuarommiics JOKEH BJIAJETh HABLIKAMH:

- KOMIUIEKTOBAHHS apXHBHBIMH Je/laMH (JOKYMEHTaMH)
apXHBa OpraHM3allny;

- BEJICHHA y4ETa ApXHBHBIX JeNl (ZOKYMEHTOB), B TOM
YHCJIE ¢ HCIIONBE30BAHHEM aBTOMATH3HPOBAHHEIX CHCTEM;

- OCYIIECTBIICHHSA XPAHEHHs apXMBHBIX Ae7 (IOKYMEHTOB)
C MOCTOAHHBIM CPOKOM XPAHEHHA H II0 JIHYHOMY COCTaBY B
apXHBe OpPraHH3alHH;
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- XpaHEeHHs, KOMIUICKTOBAHHMS, YUETa H HCIIONL30BAHMS JIeJ
(I0KYMEHTOB) BPEMEHHOI'O XPAHEHH,

- MCIOJB30BAHHA ApXMBHBIX el (IOKYMEHTOB), B TOM
HHUCJIE C HCOOJIB30BaHHEM dBTOMATH3HPOBAHHEIX CHCTEM.

288

288

VI1.03
Vuebras
MpaKkTHKa
o [TM.03

HenonpousBoaNTEb 10/KHA YMETh:

- HCHONB30BaTh  CpeACTBa m{(bopmaunouuux u
KOMMYHHKAUMOHHEIX TEXHOJNOTHH JUIA IOJy4eHHA W
nepeziavyu HHpOpMAaLHH;

- BECTH H HCNOJb30BaTE B pabote Ga3y KOHTaKTOB
OpraHH3aIHHu;

- BECTH yuCTHBIC PErHCTPAMOHHEIE (POPMBI, HCIIONB30BATH
HX 1 HHQOPMAHOHHON paboTs! H paboTs! Mo KOHTPOJIIO
HCIIONTHEHHS OPYYeHHI;

- YCTaHaB/MBATL M MOANEPKHBATH KOMMYHHKAlHH B
nponecce JenoBOoro OOMIEHHS € TNOMOLIBKO CPEJCTB
HH()OPMAIHORHBIX i KOMMYHHKALHOHHBIX TEXHOJIOTHIL;
COIQKHBATE  KOHQIMKTHEIE M  CHOXKHbIE CHTyallHH
MEIJIHYHOCTHOIO B3aUMOAEHCTBH S, A

- cobmoath ciyKeGHBIH ITHKET;

- obecneynBaTe  MH(pOPMALUMOHHYIO  GE30MACHOCTH
JeATEIbHOCTH OpPraHH3aiH.

3HATH:

- HOpMaTHBHBIE [IPaBOBEIE akThl Poccuiickoit Denepanuu B

cepe  MHQOPMALMOHHBIX M  KOMMYHHUKALHOHHBIX
TEXHOJIOTHil; '

- CTPYKTYpa OpraHu3amnuy, € 3a1aun i (yHKIHH;

- IPaBHIIa POBE/ICHHS JIEJIOBbIX IEPErOBOPOB;

- 3THKA JIeJIOBOTO OOLIEHHUS;

- [IpaBHJIa PeYeBOro 3THKETA,

- TIpaBWJIA TOJEPKAHHS M PA3BHTHS MEXJIMYHOCTHBIX
OTHOLLEHHI;

- TpebOBaHHUsA OXpaHb! TPYA.

ApXHBapHYC J0JIKEH YMETh:

- COCTaBIATh AKTHI JUId NEepeaadn Jiel Ha xpanerme

- COCTAaBIATH AaKThl JUIA CIMCAHHS H YHHYTOXKEHHS
JOKYMEHTOB;

- paspabarbIBaTh HOMEHKJIATYDY Jel;

- IPOBEPATE NPABHIBHOCTS (JOPMHPOBAHUS H ODOPMIICHHUS
JIeJI IIpH NpHEME B apXHB;

- NPHHUMATh, PETHCTPHPOBATH, YYHUTHIBATh noc‘tynaxomue
JIOKYMEHTEI,

= IPOBEPATH NPABHIBHOCTE O OPMICHHS noxymemoa

= BECTH KapTOTeKy y4€Ta NpPOXOXKAEHHS AOKYMEHTAIbHbIX
MAaTepHaIoB;

- (hopmupoBats crpaBouHbli anmapar, obecneunBaroLHii
OBICTPBIH MOHCK JOKYMEHTOB

144

144

I171.03
ITponzsozc
TBEHHAS

Jea0onpon3BoaHTENb N0//KHA BJIAJETh HABBIKAMH!
- CIeIHT 33 CPOKAMH  BBHINIOJIHEHHS - MOPYYEHHil
PYKOBOJIHTEJIA, B3ATHIX Ha KOHTPOJE;
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OpaKTHKa - IPHHHUMAET JOKYMEHTEI Ha MOAINHCL PYKOBOAUTEIIIO;

mo [IM.03 | - opramusyer mpuHeM mnoceruteneif, comelicTayer
ONEpaTHBHOCTH PAaCCMOTPEHHs IPOCEO M NpeIoKeHHi
paboOTHHKOB;

- (OpMHpYeT fena B COOTBETCTBHH C YTBEPKICHHOM
HOMEHKJIAaTypoH, obecrneynBaeT HX COXpaHHOCTH H B
YCTAHOBJICHHBIE CDOKH C/IaeT B apXUB;

- TIOATOTABJIMBACT JOKYMEHTHI [UI THPAKHPOBAHHS Ha
MHOXXHTEIbHON TeXHHKE, a TakKke KOMHPYET JOKYMEHTEI
Ha MIEPCOHANILHOM KCEPOKCe.

ApXHBapHYC J10/KeH HMeTh PAKTHYECKHIi ONBIT:

- obecneyeHns COXPaHHOCTH, MOpAJKA XPAHEHHS W
HCIIOJIb30BAHUSA ~ JOKYMEHTOB W MATe€pHAIOB B
YUPCKAEHHAX  ApXMBHOH  ciyk0bl HIH  apXHBHBIX
NOJpa3eIeHHAX OpraHu3anHii;

-IOKYMEHTHDOBaHHS H noxymen‘raunoxmoﬁ obpaboTku
AOKYMCHTOB KaHUE/ISPHH (apXHBa).

1152 | 266 | 886 UTOI'O no y4ebuomy maany FTBIIOY PO «PKMuAx»

1152 | 266 886 HUTOI'O o oroc o CHEeHANLHOCTH 46.02.01
JoxymenTannonnoe obecneuenue YHIpaBJIeHHs H ADXHBOBE/JCHHE

IpakTuyeckas MOArOTOBKA IPH peaIH3alHH 0GpPa30BATENBHBIX pOrpaMM
Cpe/iHero npoQeccuonanbHOro 06pa3oBaHHs HanpapieHa Ha COBEPIICHCTBOBAHHE
MOZIe/TH NPaKTHKO-OPHEHTHPOBAHHOTO 00y4eHHs, yCuileHHe pojik paboTomareneit
TpH TOATOTOBKE CIELHATHCTOB CPEAHEro 3BeHa ITyTeM PacIIMPEHUs KOMITOHEHTOB
(dacteil) oOpasoBaTeNBHBIX [IPOrpaMM, IIPeIyCMAaTPHBAIOLIHX MO/Ie/THpPOBaHHUE
YC/IOBUH, HEMOCPEACTBEHHO CBA3AHHBIX C Oyaymeil npodeccHoHANbHOM
AEATENBHOCTBIO, a Takke 0DecrieYeHus YCIOBHI /ISt MONTyYeH s 00yJalomMUMHCS
MPaKTHYECKHX HABBIKOB W KOMIETEHLHH, COOTBETCTBYIOMIHX TpeGoBaHHsM,
MPENbABIAEMBIM PAbOTOAATENAMH K KBATH(DHKALIHAM CHIELHATHCTOB, PabOYHX.

ObpasoBarensHas OpraHu3alus CaMOCTOSTENIbHO IIPOEKTHPYET
peanusaunio  00pa3oBaTeNbHOW MNpOrpaMMBl M e€e  OTHEIBHBIX  YacTeii
(IMCUMIUTHHBI, MEXIHCUHIUIHHAPHEIE KYpCHL, npod)eCCHOHANBHBIE MOJYIIH,
TMpaKTHKa H pyrue KOMIIOHEHTHI) B hopMe MpaKTHYECKOi MOATOTOBKH C Y4ETOM
Tpebosanuii ®I'OC CITO u crienpuky nomydaeMoil ClielHaIbHOCTH.

ObpasoBartenbHas eSTEILHOCTE B (OPME PAKTHIECKOMH IOATOTOBKH:

— Pealu3yeTCs NpH NpPOBEACHHH NPaKTHYECKUX U J1abOpaTOpHLIX 3aHATHIA,
BBLITIOJIHCHUH KYPCOBOI'O NPOEKTHPOBAHHMS, BCEX BHOB IPAKTUKH M UHBIX BHIOB
y4eOHOi AesTeIbHOCTH;

— [PEAYCMaTPHBAET JIEMOHCTPALHUIO NPAKTHYECKUX HABBIKOB, BBINOTHEHHE,
MOZIeNUpOBaHue O00yYalOIMMHUCS ONpe/eieHHbIX BHAOB paboT Id pelueHus
TNpaKTHYeCKHUX 3a/ia4, CBA3aHHEIX ¢ Oyayiueil mpodeccHOHaTBHOM 1eSTeNbHOCTBIO
B YCIIOBHSIX, NPUOIMIKEHHBIX K PeabHBIM POU3BOACTBEHHBIM;

— MOJET BKJII04aTh B cest OTAE/bHbIE JIEKIHH, CEeMUHApEI, MaCTep-KIacchl,
KOTOpEIE MPEeAycMaTPUBAIOT Mepefady obydarommumes yaeGHOM uH(OpMaLIUH,
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HEOOXOAMMOH I IOCNEYIONUIEro BHIMOIHEHHS! pabOT, CBA3AHHBIX C 6y11yu1en
npodeCcCHOHATBHOMN JeATeIbHOCTEIO.

— O6paszopatenbHas JesATeNsHOCTs B (JOPME MPAKTHYECKOH IMOArOTOBKH

MOeET OBITH OpraHW30BaHa Ha MOOOM Kypce 08ydYeHHs, OXBATHIBAS MHCLIHILTHHEL
POhECCHOHANbHbIE MOJIYJIH, BCE BH/BI [PAKTUKH, MPEILyCMOTPEHHBIE yueOHBIM
IJ1aHOM 00pa30BaTeIbHON NPOrpaMMEI.

Ilpaktudeckas moaroToBka opraHusyercs B yueOHBIX, yueGHO-
POH3BOJICTBEHHBIX JTA0OPATOPHSX, MAacTepCKUX, Y4eOHO-ONMBITHBIX XO3SHCTBAX,
Y4eOHBIX MONMroHax, y4eOHbIX 6asaX NPAaKTHKH M HHBIX CTPYKTYPHBIX
MoZApasaeNeHus X o0pa3oBaTenbHOM OpraHM3alliM, a TaKkke B  CHELHATBHO
000pyHOBaHHEIX MOMeLIeHUsX (pabouux MecTax) NpoQWIBHBIX OpraHu3allkil Ha
OCHOBAHHH JIOrOBOpa O NPAKTHYECKOH MOArOTOBKE 00y4aroImuxcs, 3aKI04aeMoro
MeKOy oOpasoBarenbHOH oOpraHusauuel M NPOQHIBHOIN OpraHH3alueH,
OCYIIECTBIISIOIEH AeATEeNBHOCTh no npoQuITIO COOTBETCTBYIOLLEH
00pa3oBaTeNbHOIl IIPOrpamMMEL.

Pesynbrathl ocBoeHus oGpa3oBaTenbHOM MpOrpaMMbl (€€ OTHENBHBIX
4acTei) MOryT OBITH OLEHeHbl B paMKaX NPOMEKYTOYHOH H roCyAapCTBEHHOI
MTOrOBO#H aTTeCTALlKH, OPraHU30BAHHEIX B ()OpPME IEMOHCTPALMOHHOTO K3aMEHa.

Buziamu npakTHkH cTyfeHToB, ocBauBaromux ITTICC3 1o crenuansHocTH
46.02.01 JloxymeHTanmoHHOe oOfecreyeHHe yNpaBlieHHS | apXHBOBeJEHHE
ABJISIOTCA: y4yeOHas MPaKTHKa 1 MPOU3BOJICTBEHHAS PAKTHKA (1anee - MPaKTHKa).

YuebHas mnpakTHKa HampaBleHa Ha (JOPMHPOBAHME Y CTYHEHTOB
NPaKTHYECKHX NpPOQECCHOHANBHBIX yMEHHi, NpHOOpereHHe NepBOHAYaIbHOIQ
NpaKTHYECKOro OIbITa, peanusyercss B pamkax mopyneit IITICC3 CITO . mo
OCHOBHBIM ~BHZaM TNPOYECCHOHANBHON JEATENBHOCTH [  MOCHeIYIOLIEro
OCBOGHHS HMMH OOLIMX H TNPO(ECCHOHANBHBIX KOMIETEHUHH M0 W3GPaHHOM
CIEeHAJIEHOCTH.

Y4ebHas npakTHKa NPOBOAKTCS B y4eGHON KaHLEAPUH, Ta6OpaTOPHAX:

- KOMITBIOTEPHOI 00paboTKH JOKYMEHTOB;

- HHOPMALMOHHBIX H KOMMYHHKAI[HOHHBIX TEXHOJIOTHI;
- apXMBHOTO JIeJIa;

- OpraHu3anuy paboTsl ¢ JOKYMEHTAMH;

- CHCTEM 3JIEKTPOHHOI'0 JJOKYMEHTO000pOoTa.

YuebHasi IpaKTHKa MOXET Takke IPOBOANTECS B OPraHU3aIUAX B
CHeLHaIbHO 060PY/I0BAHHEIX TIOMELIEHHIX HA OCHOBE JIOrOBOPOB MEXAY
OpraHu3alHei 1 00pa30BaTeIbHBIM yIpEKICHHEM.

YyebHas npaKTHKa MPOBOAMTCSA MACTEPaMH NPOU3BOACTBEHHOIO o6yqemm.
Y4ueOHas npakTuka MPOBOJUTCA KaK HEMPEPBIBHO, TAK U MyTeM YepeJ0BaHHs
C TCOPETHYECKUMH 3aHATHUAMH 110 JHAM (HexeasM) TIpH YCJIOBHH obecredyeHus
CBA3W MENKIY COAEpKaHHEeM y4eOHOH MpakTHKH W pesymbTaTaMH 00yyeHHs B
pamkax moaynei IINICC3 CTIO no BuaaM npod)ecCHOHANBHOM AesTeNBHOCTH.

IIpoM3BOACTBEHHAs IIpaKTHKa peaju3yeTcs B OpraHH3amusX Joboro
MpopuiIs, 06eCIeUHBaAIONIINX AEATENLHOCTS 00YYarOIUXCS B npoQ)eccuonam:Hou
0071acTH aIMHHHCTPATHBHO-YIIPAB/IEHYeCKOif K ODHCHOIT AeSTeNEHOCTH.
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OGopynoBanue npeAnpusTHil W TEXHOJIOTHYECKOE OCHAlleHHe paboumx
MECT TPOM3BOACTBEHHOH [PAKTUKHM JOJDKHO COOTBETCTBOBATH COIEP/KAHHUIO
NPO(QEeCcCHOHANBHOM JAEATENBHOCTH M [JaTh BO3MOJKHOCTB ofyuyaromemycs
OBJIaJICTe MPOPECCHOHANBHBIMM KOMIETEHIIHAMH 110 BCEM BHJAM IEATENbHOCTH,
IperyCMOTPEHHBIMH IIPOIrPAMMOIA, C UCIIOIB30BAHHEM COBPEMEHHBIX TEXHOJIOTHIA,
MarepuaioB W obopynosamus. JlomyckaeTcs 3ameHa O0GOpDYZOBAaHHA ero
BUPTYaJIbHBIMH aHAJIOIaMH.

Conepxanue NpakTHKH oONpejenseTcs TPeOOBAHHAMH K pesynbTaraMm
obyuenus 1o kaxaomy us moayneit [TIICC3 CIIO B cootserctBuH ¢ GPLOC CIIO,
paboyuMH TIpOrpaMMaMH HpaKkTHK, pa3pabOTAHHBIMH U YTBEp)KIEHHBIMH
KOJIIeJKEM.

Cpokn  mpoBejeHus [IPAaKTHK  YCTAHABIMBAIOTCS  KOJUIEMKEM B
cootBeTcTBHH ¢ [ITICC3 CII0.

2.5. TpeGoBaHHs K NOCTYNAKOLIHM B KOJLIEIA HA nauunyo OIl

K ocBoennto o6pasoBarebHOM NporpaMMsI 1o criequansHocTH 46.02.01
HokyMeHTauHOHHOe obecreuenne ynpaBieHns 1 apXUBOBEICHHE JIOMYCKAIOTCS
JHIa, HMeIoIHe 00pa3oBaHKe, He HHXKE OCHOBHOTO 061Iero.

IlpieM Ha ofyyenne 1o 06pa3oBaTENBHEIM IpOrpaMMaM CpeaHero
MPOo(heCcCHOHANBLHOTO 06Pa30BaHMA OCYIIECTBISIETCS TI0 3asBICHHIO abuTypueHTa
Ha OOLIeNOCTYITHOH OCHOBE, €ClIH HWHOe He npeaycMoTpeHo DezepanbHBM
3aKkoHOM «O0 obpa3zosanuu B Poccuiickoii depepartimy.

- B cinydae ecnum kommuectso MOCTYMAIOIMX TIPEBBILIAET KOJIHYECTBO
6romkernsix Mecr, I'BIIOY PO «PKMuA» ocyimectsiser [IPHEM Ha OCHOBE
PE3yJBTaTOB OCBOCHMs aOHTYpPHEHTaMH OCHOBHOTO o6miero o6pa3oBaHus,
YKa3aHHBIX B INPEJCTaBIECHHBIX MOCTYMAIOMMMH JOKYMEHTaX 06 06pa3oBaHHH
(pefiTHHr aTTecTaTos).

2.6. BocTpeGoBaHHOCTD BbINYCKHHKOB

BhinyckHHKH ~ mo  cmeumambHocTH  46.02.01  JloKyMeHTALHOHHOE
oecrieuenne ynpaBlIeHHs H apXHBOBe/IeHHe BOCTpeGOoBaHEl Ha rocy1apCTBeHHEBIX
NPEANPHATHAX U NPEANPHATUAX Pa3IHYHBIX (OPM COOCTBEHHOCTH. ‘

2.7. BO3MOKHOCTH NPOAO/IKEHHS 06pa3oBaHus BBINYCKHHKA

Bemyckuuk, ocpomBmmii. IMMICC3 no cneumansHoctd  46.02.01
JloKyMeHTauHOHHOE 0becnedeH e yIpaBIeHns H apXHBOBECHHUE:
- k ocBoeHIo OIT BITO no cnemyromum HanpasieHHIM TTOArOTOBKH:
- K ocsoenuio OIT BIIO no wampasnernmio 03.20.01 JloxymeHTOBeaeHHE U
MOKYMEHTaLHOHHOE 00eCIIeueH e YIpaBJeHHs.

2.8. OcHoBHbBIE noab3oBaTean Ol

OcrosHbIMU nTOnB30BaTemsiMu [TTICC3 sBnsIOTCS ! |
- IpENo/IaBaTeNH, COTPYAHUKH KOJLIEKA, MacTepa MPOX3BOICTBEHHOIO
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o0yueHHus;

- CTyHeHThl, oOydarommecs no cneunansHoctd 46.02.01 JloKyMeHTalMOHHOE
obecrieyeHue ynpasieHus U apXHBOBEIEHHUE;

- aIMHHHCTpaLKsA KOJUIEIKa;

- aOMTYPHEHTBI U UX POIUTENH;
- paboTtomareny.

3. XapakTepueTHka npodeccHOHANBLHOI AesITeIbHOCTH BBIIYCKHHKA
3.1. O6aacTb npodeccHoHaTLHON 1esI Te/ILHOCTH

Obnacte mpodeccHoHanbHOl JesTENLHOCTH, B KOTOPOH BBITYCKHUKH,
OCBOMBILIHE 00pazoBaTeabHYI0 IIpOrpammy, MOIyT OCYIECTBIISATh
NPOdECCHOHANBHYIO JeATenbHOCTE: 07 AJMHHHCTPATHBHO-YIIpaBleHYecKas u
oHUCHAs JeATENILHOCTE

3.2. Buabl npodeccHoHANbLHOI JesiTe/IbHOCTH

, OO6yuaromuiicsi FOTOBHTCS K CIEAYIOIMM BHAAM JCATETBHOCTH:
I. OcymecTsnenne OpraHU3alMOHHOTO M JOKYMEHTALMOHHOIO OBecreyeH s
NEeATENIbHOCTH OpraHu3aIiy
2. Opranusauus apXMBHOH paGOTHI 10 JOKyMEHTAM OpraHH3aLMii Pa3IHYHBIX
(Gopm cobeTBeHHOCTH.
3. Bemonnenue pa6or 1o pabounm npodeccusv: 21299 «J1enonpon3BoAUTENIE,
20190 «ApxuBapuyc»

3.3. 3apaun npodeccHOHANLHOI AeSTETBLHOCTH

B obmactu ocymectBieHHs OpraHH3aUMOHHOrO M JOKYMEHTALHOHHOTO
obecrieyeHus NeSTeILHOCTH OPraHH3aLHHK;
- OCYWIECTBIIATE  NPHUEM-TIepeavy YIpaBieHYeCKOH MH(OPMALMH C TOMOLBIO
CPeACTB HHYOPMAIHOHHEIX U KOMMYHHKaIIHOHHBIX TEXHOJIOTHiA;
- KOOp/AHMHHPOBATh PaboTy NPUEMHOH PYKOBOAMTENS, 30H MpHEMa pAa3THYHBIX
KaTeropHii MOCETHTeNEH OpraHu3alHy;
- BIIAJETh HAaBbIKAMH IUIAHHPOBAHHMA pabovero BpeMeHH PpYKOBOAMTENS U
CeKpeTaps;
- OCYLIECTBIATH MOATOTOBKY JEJNOBBIX TOE3J[0K DPYKOBOAMTENS M JPYTHX
COTPYAHHKOB OpraHH3alluHy;
- BIaJeTh Cnocobamu oOpraHusamuM pabo4ero IPOCTPAaHCTBA NPHEMHOH H
KabHHeTa pyKOBOJMTEJIS;
- OCYMECTBIATE padOTy MO MOATOTOBKE M MpPOBEAEHHIO KOH(EPEHTHBIX
MeponpuATHii, obecrieynBaTs HHPOPMAHOHHOE B3aUMOMIEHCTBHE PYKOBOLUTENS
C nozipaszeneHUAMY H NOKHOCTHBIMH JIMLAMH OPTaHH3ALUK;
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- oopMAATH
OpraHU30BLIBaTh

paboty ¢

OpraHM3allHOHHO-pACoOpsAUTeIbHbIE
TOM YHCIE C

HUMH, B

ABTOMAaTU3HPOBAHHBIX CHCTEM;

- OQOPMIIATH JOKYMEHTBI 110 JIHYHOMY COCTaBY H OPraHH30BLIBATH PAGOTY ¢ HUMH,
B TOM YHCJI€ C UCIIOJIL30BAHUEM aBTOMAaTH3HUPOBAHHLIX CHCTEM;

- OpraHH30BbIBAaTH TEKYllee XpPaHCHHE JTOKYMEHTOB,
ONEPAaTHBHOIO H apXHBHOI'O XpaHEHHUS,

ABTOMATH3UPOBAHHBIX CHCTEM. _
B obnacti opranusauuu apxuBHON paGOTHI MO ZOKyMEHTAM OpraHu3alui
pasnHuHbIX HOPM COOCTBEHHOCTH:

- OCYILECTBIATH
OpraHU3aLHy;

B TOM

JOKYMEHTBI H.
HCTIOJIb30BAHUEM

obpabotky jnen juisn
YUCJIe C MCIOJIb30BaHUEM

KOMIIIEKTOBaHHE apXHBHBIMHU JIeIaMH (JIOKYMEHTaMH) apXHBa

- BECTH Y4ET apXMBHBIX JeJl (IOKYMEHTOB), B TOM YHCIE C HCIIOIb30BaHHEM
aBTOMAaTU3UPOBAHHBIX CHCTEM;
- OCYIIECTBIIATE XpaHEHHE apXWBHBIX A€l (JIOKYMEHTOB) C ITOCTOSIHHEIM CPOKOM
XPaHEHHs U 10 JIHYHOMY COCTaBY B apXHBE OpraHMU3aliy;

- OCYWIECTBJIAThL XpaHEHHE, KOMIUICKTOBAHHE, YYET W MCIOIB30BAHHE Jel
(IOKyMEHTOB) BPEMEHHOI'0 XpaHEHHS;
- OCYIIECTBJIATL HCIMOJb30BAHHE apXUBHBIX JeNl (JOKYMEHTOB), B TOM YHCIE C
HCIIOJIB30BaHHEM aBTOMATH3HPOBAHHEBIX CHCTEM.

3.4  CoorBercrBue npogeccHOHANBbHBIX MoayJei NnpHCBaeMbIM
KBaJIHPHKALHAM
HanmenoBauusi 0CHOBHBIX HanmenoBaunus Coueranus kBanudurammii

BH/I0B €SI TeJILHOCTH npodeccHoHATLHBIX MOAY 1€EH
Ocywmectenenne [IM.01 Ocymectsnenue
OpPraHH3aUHOHHOTO H OpraHU3auHOHHOro
JOKYMEHTaLUHOHHOTO H JIOKYMEHTALHOHHOTO OCBaHBaeTCs
ofecrieyeHus NeATeNbHOCTH | obecrneyeHns AesSTelbHOCTH
OpraHu3auuy OpraHH3aunH
Opranu3aius apXHBHO¥H [IM.02 Oprauuzauus apx1BHoOii
paboTkl MO JOKyMeHTaM paoThl
OPraHH3aLMH PasTHYHbIX N0 ZIOKyMEHTAM OpraHH3aiii OCBaHBACTCA
opwm cobeTpernocTH pasnHuHbLIX (JOpM cOBCTBEHHOCTH
Ocpoenue BuaoB pabor no Beinonnenue pabor o pabounm Jlenonpou3soauTes
OJIHO# HIIH HECKOILKHM npogeccHaM: ApXHBapHyc
npodeccHam paboumx, 21299 «/lenonpousBoauTensy,
JOTKHOCTAM CIy/KalHX 20190 «Apxusapuycy

4. Ilnanupyembie pe3y bTaThl ocBoenns OIIOIT
Pesynbrater  ocoenms  OIl  ompexensiorcs — mpHOGpPeTaeMbIMH

BBIIIYCKHHKOM KOMIETEHLHAMH, T.€. €ro CII0COOHOCTBIO IIPUMEHATE 3HaAHHA,
YMEHHA H JIMYHBIC Ka4deCTBa B COOTBETCTBHM C 3aJadyaMH npocbeccnonaanoﬁ

ACATCIIBHOCTH.
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4.1. O0mHe KOMNEeTeHHH

Tabnuua 3
Koa DopmyanpoBKa 3HaHusA, yMeHHsI !
KOMIIETEHIH KOMIIeTeHIIH
H H
OK1 Ymenus: |
- pacmosHaBath  3amauy  W/uim npobremy B
NpOQECCHOHANEHOM ~ W/HIH  COUMATBHOM  KOHTEKCTE:
AHATH3HPOBATL 3a7a4y /WM mpoblieMy M BBIAENATH ed
COCTaBHBIE YaCTH;
- ONpefenaTh ITanbl pEIICHHS 3aJayd; BLIABIATE W
3(pekTHBHO HCKaTh HH(OPMALMIO, HEOOXOAMMYIO st |
PeIICHHS 3a1a41 W/HIH NPOGIeMBI; |
- COCTaBJIATh IUIAH JEHCTBUS; ONpeaeIsTh HCOG).OIIPIMLIC ;
PeCYpChl; BIAJeTh AKTyalbHBIMH METOZAMM paboThl B
Bribupars  cnocoGet | npodeccHoRABHOI 1 CMeXHBIX cdepax;
pelIeHHs 3a/1a4 | - peaTM30BBIBATE COCTABJICHHLIN TUIAH;
NPO(ECCHOHANBLHON | - OLEHMBATH PE3yJIbTAaT H MOC/HEACTBHA CBOMX NeiCTBHIL
JEATETBHOCTH (CaMOCTOATENLHO HIIH C IIOMOIIBIO HACTABHHKA) .
NPHMEHHTENBHO K | 3naums:
Pa3THYHBIM - A@KTYaIbHBIH Npo(ecCHOHATBHBIN W  CONHATHLHBIN
KOHTEKCTaM KOHTEKCT, B KOTOPOM NPUXOANTCS paboTaTh H KUTh,
- OCHOBHBIC HCTOYHHKH HH(OPMAlHH H pecypchl JuIf
pelieHus 3a7ay W npobneM B mpodecCHOHATBHOM H/HIHM !
CONHAIBHOM KOHTEKCTE;
- @ITOPHTMBI BEIIOJIHEHHs paboT B npodeccHoHaNbHOM H
CMEeXHBIX o0nacTax;
- MeTOAbl PpaboThl B NPO(ecCHOHANBHON CMEKHBIX |
cepax; '
- CTPYKTYPY NJlaHa JUIA peLIeHus 3a/1a4; !
- TOpANOK OLEHKH Ppe3ylabTaTOB  pEIIeHHS  3anay
npodecCHOHATEHOMN NeSTENEHOCTH -
OK2 Hcnons3osats Ymenns:
COBPEMEHHBIE - OMPEeJeNIATh 337a4H Ul MOHCKa HH(pOpMAIHK;
CpeCTBA  MOHCKA, | - ONpeNeNsTh HeOOXOAMMbIE HCTOYHHKH HHGOPMAIHH;
aHain3a H | IUIJAHHPOBATh MPOLIECC MOHCKA; '
HHTEpHpeTalHu = CTPYKTYPHPOBATh MO/ Ty4aeMyIo HHOPMAIHIO;
HHpOpMALHH H | - BRIICJATD Haubosiee 3HaUHMOe B NepeyHe HH(OpMALUK; -
HH)OPMALHMOHHBIE | OUCHHBATh  MPAKTHYECKYIO  3HAYMMOCTH pe3yIbTaToB
TEXHOJIOTHH 1A | TIOHCKA; OOPMIATE  pe3ynbTaThl INOMCKA, NPHMEHSTS ¢
BBIIOJIHCHHMA ~ 3a7a4 | CPeiCTBA HH()OPMALMOHHBIX TEXHONOTHIl Ui pelIeHHS
npodecCHOHANBLHOM | Npod)ecCHOHATBHEIX 3a1ad; !
JeATENbHOCTH. = HCII0IIb30BaTh COBPEMEHHOE IIPOrpaMMHOE 00ecneyeHne; - !

HCIIONB30BaTh  pa3ntHyHble LUGpOBEIE cpeicTBA U
CIICHHS MPO(EeCCHOHATBHEIX 3a1aY. !
3nanus: ' '
- HOMEHKJAaTypa HHDOPMAUHOHHEIX  HCTOYHHKOB, |

NPHMEHAEMBIX B IPO(ECCHOHANBHOM JEATETbHOCTH;

- TNPHEMBl CTPYKTYPHPOBaHHS HH(pOpMamuu; dQopmar
OhOpMIEHHS  De3yNbTATOB  NOHCKA  HH(OPMALHH,
COBPEMEHHBIE CPE/CTBA H YCTPOHCTBA HH(OPMATH3AIMH;

- IOPAJOK HX MPHMEHEHHS H IIPOrpaMMHoe obecrieyeHue B
npoecCHOHANBHON /IeSTEBHOCTH B TOM UHCIE C
HCTIONIb30BaHHEM U (POBEIX CPEICTB.
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OK3

[InanupoBats W

Ymenusn:

- ONpeiensTh  AKTYalbHOCTh  HOPMATMBHO-NPABOBOLi
JAOKYMEHTALHH B NPO(eCcCHOHATHHO JIeSTEbHOCTH;

- OPHMEHATh COBPEMEHHYIO HAY4HYIO npotbeccnona.m;Hy}o ,‘

TEPMHHOJIOTHIO; ' i
PCaTH30BEIBATh - OIpeeNsaTh " BBICTPaHBaTh TPACKTOPHH
coOcTBEeHHOE NPO(ECCHOHATBHOrO Pa3sBHTHS ¥ caM006PA30BAHH;
NpOMECCHOHANBHO | - BBIBIATL JOCTOMHCTBA M HEIOCTATKH KOMMEepUecKoii
€ M JIMYHOCTHOE | HJeH; MPE3CHTOBATh HJEH OTKPHITHA COOCTBEHHOrO Aena B
pasBHTHe, Mpo(ecCHOBANTLHOM JeATeTLHOCTH;
NpenpHHuMAaTens | - 0(popMIATE OH3HEC-TLIAH; PACCYHTHIBATE pasMephl BBIILIAT .
CKYIO 110 MPOLEHTHEIM CTaBKaM KPeJHMTOBAHHSA; | !
eGSR, g | - ompenensTs HHBECTHIHOHHYIO npmmekaTenwomE
KOMMEDUYECKHX HACH B paMKax mpodeccHoHaTbHOM
MPOpECCHOHATBHO SO oG |
A chepe, | _ IIPe3eHTOBAaTh OH3HEC-HCIO; OMpeAeNsTh HCTOYHUKH |
HCII0IB30BaTh (dHHaHCHPOBaHHS
3HaHuA 10 | 3panus:
PaBOBOi H| - cozepxanme  akTyanbHOI HOPMaTHBHO-IIPABOBOI
(buHaHCOBOI JIOKYMEHTALIHH; COBpeMEeHHas Hay4Has u
rPaMOTHOCTH B | mpodeccHoHaNbHAs TEPMHHOJIOTHS,
PasIHYHBIX = BO3MOXHBIE TPAaCKTOPHH NPO(ECCHOHATBLHOIO pa3BHTHs
CHTYaIHAX M caMo00pa3’oBaHMs; OCHOBEI IIpeITPHHAMATEIIBCKOI
AeATE/IbHOCTH; OCHOBBI (PHHAHCOBOIT IPAMOTHOCTH;
- paBua pa3paborku GH3HEC-MIIaHOB;
- TODANOK  BBICTPaWBAHMS TNPE3CHTALMH; KPEIHTHEIS
OaHKOBCKHE IPOTYKTEI
OK 4 SddexTusHO Ymenns:
B3AHMOJICHCTBOBATE | - OPraHH30BBIBATE PAGOTY KOJUIEKTHBA H KOMAH/IEL,
H paboTath B |- B3aHMONEHCTBOBATH C  KOJUIEraMH, PYKOBOJICTBOM,
KOJUIEKTHBE H | KIMEHTaMH B X0JI€ Npo(eCCHOHANBHOI AeATeIbHOCTH
KoMaHJe 3nanus:
- [CHXOJIOTHYECKHEe OCHOBBI JIEATENTBHOCTH KOJUICKTHBA,
TICHXOJIOTHYECKHE 0COOCHHOCTH JIHYHOCTH;
- OCHOBEI IPOEKTHOI ACATEILHOCTH |
OK 5 OcyuiecTBiaTs Ymenus:
YCTHYIO H | - TPAMOTHO H3/IaraTh CBOH MBICTH H O(OPMIIATE JOKYMEHTHI
ITHCHMEHHYIO N0 MpOo(eccHOHATbHOM TeMaTHKE Ha ToCYJapCTBEHHOM i
KOMMYHHKALHIO Ha | A3BIKE, IPOABJIATH TOJEPAHTHOCTH B pabodem KOTLIeKTHBE i
rOCYy1apCTBEHHOM 3uanus:
a3eike  Poceniickoii | - 0COGEHHOCTH COLHATBHOrO H KyJIbTYPHOIO KOHTEKCTA; ‘
Desepanun - C| - npaBuna oQopMICHHS IOKYMEHTOB U NOCTPOGHHS YCTHBIX
y4EeTOM coobiennit i
ocobeHHoCTEl I
COLHATBEHOTO H -
KYJILTYPHOTO |
KOHTEKCTa |
0K 6 IIposiBiaTs VYmenus: |
rpaXkIaHCKO- - ONHCHIBATh 3HAYHMOCTH CBO€H CHEIHATLHOCTH; I
MaTPHOTHYECKYIO - IPHMEHATH c*rau,napm aﬂmxoppynunomioro TMIOBEACHHS i
TMO3ULMIO, 3nanus:
JeMOHCTpHpOBaTh | - CYUHOCTS FPakKJaHCKO-NIATPHOTHYECKOH noanmm, [
el 00ImeyeNIoBeYeCKHX LEHHOCTEi!; )
- 3HAYUMOCTh TPO()ECCHOHANBHON JEATENBHOCTH 110
TIOBEJIEHHE Ha
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OCHOBE
TPaJULIHOHHEIX
POCCHICKHX
JIYXOBHO-
HPaBCTBEHHBIX
LIEHHOCTEH, B TOM
9HCIAE C  YYETOM

npodeccHu (CeuHaILHOCTH);
- CTAaHZApTEl  AHTHKOPPYNIMOHHOI'O
IOC/IEACTBHSA €ro HapylleHHs

TIOBEICHUA H

B T —

rapMOHU3ALIUH
MEKHALHOHAIBHEI

X H

MEKPETUTHO3HBIX

OTHOIIEHHH, ‘
NPUMEHSATH '
CTaHAapTHI |
QHTHKOPPYILUOHH

Oro IOBEJICHHA

OK 7 ConeiicTBoBath Ymenus: !
COXPAHEHHIO - co0moaaTh HOPMBI 3KOJOrMYecKoll Ge30nacHOCTH, -
OKpYyKaromeii ONpEZIE/IATEL HANpaBICHHs pecypcochepekeHHs B paMKax
Cpenbl, NpOQECCHOHANBHON ~ ACATENLHOCTH 110 CHELHATLHOCTH
pecypcocOepeer | OCymecTBIAT: paGOTy ¢  COGMONEHHEM IPHHIMIOB
10, NPHMEHATD | GepeAUTHBOrO NPOH3BOICTBA; , 3
3HAHHA 00 | - OpraHH30BEIBATH NPO(ECCHOHATBHYIO NESTEIBHOCTh C
H3MCHEHHH YYETOM 3HaHHi 00 H3MEHEHHH KIMMATHYECKHX YCJIOBHif
KJIMMaTa, NPHHIKMEI | peruoHa
OepesxBoro 3uanus:

IIPOM3BOJICTBA, - NpaBuiIa JKOJOIHYECKOH O0€301macHOCTH NpH BECHHH
3 dexTuBHO MPOQECCHORAILHOM  EATENLHOCTH; OCHOBHBIE pecypcel,
JEHCTBOBaTh B | 3a1efiCTBOBaHHEIE B MPOGECCHOHATLHOI JeATebHOCTH, '
Ype3BLIYaiiHbIX - myrd ofecreueHHs pecypcocOepexeHHs; MPHHIMHIbL
CHTYaLHsIX OepexTHBOrO MPOH3BOJICTBA;
- OCHOBHBIE HANpaBlIEHHA H3MEHEHHS KIAMATHYECKHX
YCJIOBHI{ peruoHa.

OK 08 Hcenons3zosats Ymenus: |
cpencTea - HCIOJIL30BATh (hU3KyIETYPHO-0310POBHTEIBHYIO |
bu3nyeckoii ACATENIBHOCTD JUIS  YKPENJIEHHs 3/0pOBbH, JOCTHIKEHHS |
KYTBTYPBI JUISL | KH3HEHHBIX H MPO()eCCHOHANBHEIX 1eNei;

COXpaHeHUs H |- TPHMEHATb pPallHOHAIBHBIC [IPHEMBI JIBHIATEJHLHBIX
YKpEIUIeHHs (ynxumit B npodeccHOHAIBHOIN TeATENBHOCTH; |
3/10pPOBBS B |- I0JIb30BATHCH CpeACTBaMH NpO(HIAKTHKH
npoiecce NepeHalpsKeHA, XapaKTepHbIMH JUIS JIaHHOM
NpO(ECCHOHANBHON | CIeNHAIBHOCTH
JeATeIbHOCTH i | 3uanus:
NO/IepKAHHS - poib (H3MYECKOH KyIBTYpHl B O0IWEeKyIBTYPHOM, !
HeobxomuMoro Npo(ecCHOHATEHOM H COLHANLHOM Pa3BHTHH YeJIOBEKA;
YPOBHA (H3HYECKOH | - OCHOBBI 310POBOro 06Pa3a KH3HK; i
NOATOTOB/ICHHOCTH | - YC/IOBHA NPOECCHOHANLHOI IeATeTBHOCTH H 30HEI PHCKA
(H3HYECKOro 3M0pPOBBS ANA CHELMATBHOCTH, CpPEACTBA
NPOQHIAKTHKH EPeHANPSKEHUS

OK 09 [Tonb3oBatscs Ymenus: l

npodeccHonanbHOll | - IMOHMMATh OOIMI CMBICH  HYeTKO NPOH3HECEHHEIX

JOKYMEHTauue Ha
TOCYJapCTBEHHOM H

BBICKa3pIBAHHH Ha H3BECTHBIC TeMBbI (IpodecCHOHATbHBIE 1 |

OLITOBEIE), IIOHHMATh TEKCTHI Ha basosere |
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HHOCTPaHHOM
A3BIKAX

npo)ecCHOHANBHEIE TEMBI; YYacTBOBATh B IHANOrax Ha
3HAKOMBIE 00MIHE H NPO(ECCHOHANBHBIE TEMBI;
- CTPOHTH [POCTBIE BEICKA3BLIBAHHA O ce6e H O CBOeil -
npocbeccuoaanwoﬁ JIeSATeILHOCTH; |
- KpaTko 00OCHOBBIBATE H OOBACHATH CBOM JEHCTBHS '
(TeKyIMe u nIaHHpyeMeIe); !
- [IMCaTh IPOCTHIE CBA3HBIE COOOIIEHHA HA 3HAKOMEIE HJIH
HHTEpecylomHe NpoecCHOHATLHbIE TeMEI

3uanus: :
- IpaBHJIa IOCTPOEHHS MPOCTHIX H CIOMKHBIX npe:mox(ennﬁ ;
Ha NpOo(ecCHOHATBHEIE TEMEL,

- OCHOBHbIE 0OmeynoTpeOHTeNbHEIE IJIAr0IE] (Gbrroaaz H
npod)eccHOHAIbHAS IEKCHKA); :

- JIeKCHYECKHH MHHHMYM, OTHOCSIIMIICH K OIMHCAHHIO !
NPEAMETOB, CPEACTB H MPOLECCOB npO(beccuonaanou
JIEATEILHOCTH;

- 0COOEHHOCTH MPOH3HOLICHHUS;
npaBuia
HaNpaBJIeHHOCTH

YTEHHA  TEKCTOB  NpodeCcCHOHAMBHOI

4.2. Buasl
KOMIeTeHIIHH

HpOCbeCCHOHaJleOﬁ ACSATEIbHOCTH H npod;eccnouansnue

Tabnuua 4

Buasl
JAeATeJILHOCTH

Koan
HANMEHOBAHHE
KOMIEeTeHIHH

ITokazaTenu ocBoeHus KOMIIETEHIIHH .

Ocymectsienne
OpraHH3aHOHHOI0
H
JOKYMEHTAHOHHOT
0 obecrieuenns
JeATeIbHOCTH
OpraHH3aIHH

[K 1.1.
OcymecTsists
npuéM-nepegavy
YHpaBjieH4YecKoi
HHpOpMaHU

C IOMOUIBIO CPEACTB
HH}OPMAIHOHHEBIX

H
KOMMYHHKAIIHOHHBIX
TEXHOJIOIHi

Hagpiku

NOJMyYeHHss  HeoOXoauMoil  mHpOpMamuH  u
nepejlayn CaHKUMOHHPOBAHHOH HH(pOpMamun ¢
HCTIO/Ib30BaHHEM CpPEJCTB HH(OPMALHOHHBIX H
KOMMYHHKaIlHOHHBIX TEXHOJIOTHiT

VYmenns:

HCTIONIB30BATh CPEACTBA HHGOPMAIHOHHBIX H | -

KOMMYHHKAIIHOHHLIX TeXHOJOTHH g
MOJIY4YCHAA H Nepeaavyu HHGopManuu;

BECTH M HCII0JIb30BaTh B paboTe 06a3y KOHTaKTOB
OpraHH3aIuH;

BECTH  Y4YETHBIE PErHCTPALHOHHEIE  (DOPMBI,
HCIOJB30BaTh MX JUIA HHYOPMALHOHHON paboTs!
H paboTEI MO KOHTPOIIIO HCMOMHCHHS NOpYYEHHIH;
YCTaHABIHBATh H MOUIEP/KHBATE KOMMYHHKAI[HH
B MpolLecce Jen0Boro OOIIEHHS ¢ [OMOIIBIO
CpencTs HH)OPMALHOHHEIX H
KOMMYHHKAIIHOHHBIX TEXHOJIOTHIA;

CIIAKHBATE KOHQIHKTHBIE H CIOKHBIE CHTYAI[HH
MEK/IHYHOCTHOIO B3aHMOICHCTBHS,

cobmonats ciryxeGHEIH ITHKET;

obecrieuuBath HHPOPMALHOHHYIO Ge30MacHOCTb
JEATEIbHOCTH OpraHH3alHH.

3nanusn:

HOPMAaTHBHEIE I[IPaBOBHIE aKTHl PoccHiicKoi
OQenepanuu B chepe HHPOPMALHOHHBIX M
KOMMYHHKAIIHOHHBIX TEXHOJIOTHIA;
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CTPYKTYpa OpraHM3aliy, e€ 3aj1a4 H QyHKIHH;
IPaBHJIA IPOBECHHS JI€/IOBBIX [IEPErOBOPOB;
3THKA JIEJIOBOTO ODIIEHHS;

TpaBHia PeYeBOro ITHKETA;

TpaBuIa TOJUIePKAHHSA H PA3BHTHS
ME¥UTHYHOCTHBIX OTHOIIEHHIT; '
TpeboBaHNs OXpaHb! TPy a.

IIK 1.2. Haspiknu

Koopauunposats KOOpAHHAUKH paboThl MPHEMHOI pyKOBOIHTE A

paGoTy npuemuol H  30H vnpnéma Pa3sIM4YHBIX  KaTeropwit
MOCETHTEJICH OpraHH3aLny

PYKOBOIMTENS, 30H
Vmenusn:

NpHEMa PasiTHYHbIX

BCTPEUaTh MOCETHTENEH, MONyYaTh MEPBHUHYIO

KaTeropuii HHOOPMALHIO O MOCETHTENAX, YCTAHABIMBATE
noceruresnei TOPANOK NpHEMA JUIS PasiM4HBIX KATEropii
OpraHu3anuu NOCETHTENeIH; :
BECTH YYETHBIE PETHCTPAIMOHHBIE (JOPMEI 110
IPHEMY MOCETHTENEH H OQOPMIIATD TPONYCKa;
BECTH  MOpHEM, Tepegady M OTIpaBKY
JIOKYMEHTOB;
OpraHM30BbIBaTE H OPOHHPOBATH NEPETOBOPHbIE
KOMHATBI;
CEepBHpOBaTh 4aiiHble (KodeiiHble) cTOMBl B
opuce; '
NPHMEHSATH B pabote cpeacrsa
HHQOPMAUMOHHEIX  H  KOMMYHHKALMOHHBIX
TEXHOJIOTHIT;
NPHHAMATB MEp5I no COXPaHEHHIO
KOHQHICHIHANBHOH MHbOpMaUUH B  xome
pHEMa NoceTHTENeH,
3nanus:
HODMaTHBHBIE TMpaBOBbIE aKThl PoccHiickoif
®ejiepaunn no 3ammTe HHGOPMALHH | pabore ¢
obpalleHHAMH rpax;iaH;
CTPYKTYypa OpraHM3allil ¥  pacnpejeneHue
yHKLmit MeKIy CTPYKTYPHBIMH
TIOIpa3JeIeHHAMH H CIEUHATHCTAMH;
NpaBuia OpraHu3alMy NpHEMa NoCeTHTENEH;
STHKET H OCHOBBI MEXAYHAPOJIHOTO NPOTOKOJIA; -
9THKA JIeJIOBOro 00IIeHHS; '
NpPaBH/a PEYEBOro THKETA.
paBHNa CEPBHPOBKH 4YaiiHoro (kodeiinoro)
cToJa;
TpeGOBaHHS OXPaHE! TPYJIA.
IIK 1.3. Bnagers HaBbiku
HABBIKAMH JIAaHHPOBaHHSA Pabouero BpeMEHH PYKOBONTEIS
[IAHAPOBAHHS H paboyero JHs cexperaps
Ymenus::

pabouero BpemenH

PYKOBOZHTEJIS H
ceKperaps

BBIOHPATE HOPMBI IUIAHHPOBAHHA H O(OPMIATE
[IAHHPOBIKMK (OpraHaii3ep) pyKOBOAMTENS H
cexperaps;

YCTaHABIIHBATh LeTH, OIpeNenaTh
TIPHOPHTETHOCTE H OYepPENHOCTH BHINOIHEHHS

pabor u 3pdexTnBHO pacnpenensts paGouee
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BpeMS;
COrNIACOBLIBATE BCTPEYH M MEPONPHATHS H
BHOCUTb ~ HMH(OpMALMIO B IUIAHHPOBIIHK
(opranaiizep);

HH(DOPMHPOBATh PYKOBOIHTENA O MPHOTHKEHUH
BPEMEHH H  perjiaMeHTe  3allaHHPOBAHHBIX
BCTPEY H MEPONPHATHI;

BBIOHpPATh ONTHMAIbHBIE CIIOCOOBI BHEIIHEro H
BHYTPEHHEr0 HH(OPMHPOBAHHS O IUIAHHPYEMEIX
MEPONIPHSATHSIX;

obecrieunBaTh HHOOPMALHOHHYIO GE30IaCHOCTE
HeATEIbHOCTH OpraHu3aluH;

NPHMEHATH B pabote cpeacrsa |
HHQOPMANMOHHEIX  H  KOMMYHHKAIHOHHBIX
TEXHOJIOTHH.

3uannna: ”
HODMaTHBHEIC TMpaBOBble akThl PoccHiickoii
®enepain B cepe  uHDOPMALHOHHOI
BezomacHocTy; ‘
CTPYKTypa H creuuduka OCHOBHO#
JeATeIbHOCTH OPraHH3allHu;

OCHOBBI YTIPABJIEHUSI BPEMEHEM;

TpaBHJia MPOBE/IEHHs JCMOBBIX EPErOBOPOB;
JTHKA JIeJIOBOr0 O0INEeHHS;

‘TpeGOBaHHS OXPaHbI TPy a.

1K 1.4.
OcymecTBasTsy
TOJATOTOBKY JE€JIOBBIX
MOEe3J10K
PYKOBOJIWTENS

H IpYTHX
COTPYJHHUKOB
OpraHu3annH

Hasbixkn
OpraHH3alli{ JC/OBBIX MOE3/I0K PYKOBOIHTENS
U JPYTHX COTPYAHHKOB OPraHH3aluH

Ymenus:

COCTaBNATE H OQOPMIATL JOKYMEHTH UIs
JIENIOBBIX TIOE3/10K;

OCYMIECTB/IATE  TPEBEN-TIOMNEPKKY  JEJIOBBIX
TMOe3/I0K;

COrlacoBRIBATE C IPUHHMAIOMEHl CTOPOHOIH
OPOTOKON  IUIAHHPYEMbBIX — MEpONpHATHH K
opmupoBaTh nIporpamMmy nemoBoif moe3aKu;
HCNOIB30BaTh CpecTBA HHGBOPMAUMOHHBIX H
KOMMYHHKAHOHHBIX TEXHOJIOTHit s
obecreueHus B3aHMOCHCTBHS ¢ PYKOBOHTEIEM
BO BPEMsi €ro JIeJIOBOH MOe3IKH;

OpOpMIATE OTYETHBIE MOKYMEHTHI O ENOBOL
Moe3Ke.

3uanuna:

HOPMAaTHBHBIC [IpaBOBEIE akTel Poccuiickoit
OQenepauud B cdepe OpraHU3aUEHM JAeI0BOI
TMOE3JIKH; '

NOpANIOK [OATOTOBKH H ,uoaymenmposauux
JEJIOBOH MOEe3/1KH;

HHTCPHET-PECYPCHI VI OCYINECTBIICHHS TpeBeJl-
MOEPKKH JIE/IOBEIX NOE3/I0K;

ITHKET H OCHOBBI MEXYHAPOIHOI'0 nporoxona
9THKA IEIOBOro 00meHns;

TpeOOBaHHs OXPaHB! TPYIa.
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[IK 1.5. Bnagers Hapbiku
crocobamu OpraHM3alMH U NOAAEPKaHAS HYHKIHOHAILHOIO
OpraHH3aIHH paboyero mpocTpaHCTBa
paGogero Ymenus:
OpraHH30BBIBATH pabodee MECTO B COOTBETCTBHH
HPHCTPAECTE C TpeOOBAHHAMM OPrOHOMHKH M KyJBTYpbl
[IPUEMHO¥ K TpyHa;
Kabunera obecneunBarh pabouee MECTO "
PYKOBOJIHTEIS dynkuuonaneHoe  pabouee  mpocTpaHCTBO
HEOOXOMMMBIMH CPEJICTBAMH OPraHH3alHOHHOMH
TEXHHKH, Mmebenpio | KaHIEISIPCKAMH
NPHHAUIEKHOCTIMH;
HOJIEPKHBATL  CPE/ICTBA  OPraHM3alHOHHON
TEXHHKH '
B pabo4eM COCTOSIHHH.
3nanus: : -
TpeGOoBaHHA OXpaHbl TPyAa, NpPOH3BOACTBEHHOI
CaHUTapHH, MPOTHBOINOXAPHOH 3aIIATEI; ‘
OCHOBBI TNpaBHJIBHON OpraHM3amHH TpyAa M
METOMB! NOBBIEHHSA ero 3 heKTHBHOCTH;
BH/bI OPraHH3alMOHHOH TEXHHKH H MOPSIOK
paboTEI C Heid.
[IK 1.6. HaBpiku '
Ocy1ecTBasTh OPraHH3aUMH  MOATOTOBKH M NPOBEJICHHS
paBoTy 1o KOH(EPEHTHbIX  MEpONpPHSTH, o6ecn€qenm
P Totonge HH(OPMaLHOHHOTO B3aNMOJICHCTBHSA
PYKOBOAMTENS  C MOAPa3feNeHHAMH  H
H [IPOBEACHHIO JOJKHOCTHBIMH JIHIAMH OpraHH3aIHHA
KOH(epeHTHBIX Ymenus:
MEpPOTNPHATHIA, OpraHH30BBIBATH  IIPOLECC  IOAIOTOBKH H
o0OecreynBars ITPOBEACHHE KOH(bepeHTHOI'O MEPONPHATHSA
HHpOpMATHOHHOE PHIEBEIVIIERG: |
B3aMMOTCHCTBHE H B cocTase paboueii rpynmnei;
JOKYMEHTHPOBATh pAa3HBIC 3Tambl MNPOLEIYpPHI
TyRoB el NOATOTOBKH H TPOBEIAECHHS KOH(EPEHTHOro
C MOPASICNCHUSAMH | \tononpyaTig: |
H JI0JDKHOCTHBIMHI co0M0aTh ITHKET H OCHOBBI MEKIYHAPOJHOTO

JIHLIaMH OpraHu3aliH

NIPOTOKOJIA;
ocywecTBIATs cbop, obpaboTky uHpOpmanwm,
CHCTEMAaTH3AlMIO TONydaeMbIX H IepeaBaeMbIX
JIQHHBIX; 4
OCYIIECTBJIATH  IIPOBEPKY  JIOCTOBEPHOCTH,
MOTHOTEI

H HENPOTHBOPEYHBOCTH JAHHEBIX, HCKIIOYEHHE
Ay6mupoBanus HHGOPMAIHK;

IIPHMEHATD HHOOPMAHOHHO-
KOMMYHHKAIHOHHBIE TEXHOJIOTHH. ’
3Hanusn:

HOPMATHBHBIE MIpaBOBBIE aKTel Poccmiickoif
Qenepanun B chepe HHGOpMALHHE;

KOMILIEKC OpraHH3alHOHHO-TeXHHYECKHX
MEPONPHATHH MO MOATOTOBKE H IPOBEAEHHIO
KOH(EPEHTHBIX MEPONPHATHiL; '
TnpaBsuia ohopMIIeHHS JOKYMEHTOB,
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CO3/1aBaeMBbIX ,
B Npolecce TOATOTOBKH H  NPOBEAEHHS
KOH(QEPEHTHOI0 MEPOIIPHATHS;

ITHKET H OCHOBBI MEKIYHApOAHOI0 IPOTOKOIA;
3THKA JIEJI0BOT0 00MIEHH;

COCTaB BHYTPEHHHX H BHEIIHHX
HH()OPMALMOHHEIX [TOTOKOB;

CTPYKTYpa OpraHHM3aLUHH H MOPSI0K
B3aUMOJICHCTBHS MOJIpa3ieIeHuIl;

Metonsl 00paloTkH M 3aukThl HHGOPMAIHE C
NPHMEHEHHEM CpEeJCTB HH()OPMANHOHHBIX M
KOMMYHHKAIlHOHHBIX TEXHONOTHiT;
TpeDOBaHUA OXPaHBI TPYA.

[TK 1.7. OdopmusTte
OpraHH3aIHOHHO-
PacropsauTebHbIE
JIOKYMEHTBI H
OpPraHU30BEIBATH
paboTy ¢ HUMH, B TOM
qHCJIe ¢
HCIOIb30BAHHEM
aBTOMAaTH3HPOBAHHBI
X CHCTEM

Haspikn

oopmnenus OpraHH3alHOHHO-
PacmopsIHTEIbHEIX

JOKYMEHTOB ¥ OpraHusanmys paGoTel ¢ HUMH, B
TOM qHCIe c HCIOJIB30BaHHEM
ABTOMATH3HPOBAHHEIX CHCTEM

Ymenus:

COCTaBJIATh NPOEKTEI OpraHH3aLOHHBIX,
pacmopsHTEIbHBIX H HH()OPMaLHOHHO-

CIPAaBOYHBIX  JOKYMEHTOB, B TOM YHCIE
JIOKYMEHTOB, COJAEPKAIMX KOH(HICHIHATLHYIO
HH(OPMALHIO;

odopMIATEH OpranH3alHOHHO-
pacnopsiiuTeNbHbIE JIOKYMEHTHl (OpHTHHANBI H
KOIHH); ' ‘
CKaHHPOBaTh, KONHPOBaTh H KOHBEPTHPOBATH
JOKYMEHTBI B pa3jIH4yHble ()OpMaTE;
OCYIIECTB/IATH MPOBEPKY NMPOEKTOB JIOKYMEHTOB
Ha COOTBETCTBHE IIPaBHJIaM JIEJIONPOU3BOJICTBRA;
NPHHHMATE H MIPOBOIMTH NEPBHYHYIO 06paboTKy
BXOIIHX NJOKYMEHTOB; '
MPOBOAHTE  MPEABAPHTEIBHOE  PacCMOTpEHHE
BXOJSAIIHX H BHYTPEHHHX JIOKYMEHTOB;
PETHCTPHPOBATh  BXOJAAINME, HCXOASIIHE H

BHYTPEHHHE JIOKYMEHTE;
KOHTPOJIHPOBATH ' MapIIpyTH3ALHIO
JOKYMEHTOIIOTOKOB B Opranu3aniu

(cormacosanne, moamHcaHHWe, yTBEpKACHHE,
PETHCTpAllHs, O3HAKOMJIECHHE H HCHOJHEHHE
JI0KyMEHTOB) ; : &
OCYILIECTBJIATh CPOKOBBIH KOHTPOIL HCIHOIHEHHS
JIOKYMEHTOB; A
OCYIIECTBAATE  NOATOTOBKY M  OTHPABKY
HCXOAAIMX JIOKYMEHTOB;

COCTABJIATD OTYETHl M AHATHTHYECKHE CIPABKH
00 HCIIONTHEHHH AOKYMEHTOB;

BECTH HH(OPMAIHOHHO-CIPABOYHYI0  paboTy
10 JIOKYMEHTaM;

OCymecTBIATE paboTy C OpraHU3aLHOHHO-
pacnopsANTENbHEIMH JIOKYMEHTaMH
B aBTOMATH3HPOBAHHEIX CHCTEMaX.
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3nanus:

HOPMAaTHBHEIE [PABOBBIE aKTEl Poccuiickoii
Denepaunn B chepe 1e10npon3BOACTBA;
NIOKaJIbHbIe HOpPMATHBHBIE aKThl,
pernaMeHTHpYIOUHEe  [eATeNbHOCTD  CTYXOBI
JIeJIONPOH3BOJICTRA H eé PaboOTHHKOB,
OpraHH3alMIO BEJICHHSA JEIONPON3BOJICTRA;
COBpEMEeHHBIE HHPOPMALHOHHEIE H
KOMMYHHKAIIHOHHBIE TEXHOJIOTHH, IPHMEHSEMBIE
B paboTe ¢ JIOKYMEHTaMH;

CTPYKTypa OpraHu3aluH, PYKOBOICTBO
CTPYKTYPHBIX 110/Ipa3AeneHHH, o0pasis!
NOAMHCEH JIML, HMEIOMHNX [IPaBO MOIHCAHHS H

YTBEPKICHHSA JIOKYMEHTOB,
¥ OrPaHHY€HHA 30H HX OTBETCTBEHHOCTH;
IpaBHJIa PYCCKOrO A3BIKA;
TpebOBaHHA OXpaHbl TPYAA.

IIK 1.8. Opopmuste | HaBbikn

JIOKYMEHTBI 110
JIMYHOMY COCTaBY M
OpPraHH30BLIBATH
paboTy ¢ HHMH,

B TOM YHCJIE C
HCII0JIb30BAHHEM
aBTOMATH3HPOBAHHBI
X CHCTeM

O(hOpMIIEHHS TOKYMEHTOB M0 JIHYHOMY COCTaBY
H OpraHu3alHH paGoThl C HHMH, B TOM YHCIE C
HCIIOJIb30BAHHEM aBTOMATH3HPOBAHHEIX CHCTEM

Ymenns:

ofecrieunBaTh  COXPaHHOCTH  NEPCOHANBHBIX
JIaHHBIX PabOTHHKOB; ’ '
Opranu30BhLIBATEH JOKyMeHTooBopoT 1o
MPE/ICTAB/ICHUIO JIOKYMEHTOB IO IEpCoHAly B
roCy/J1apCTBEHHbIE OPraHsl;

OpraHu30BbIBAaTh JOKYMEHTOO0OPOT 1o YuéTy
H JIBHOKEHHIO pabOTHHKOB;

BECTH BOMHCKHH y4€T pabOTHHKOB,

BECTH y4€T pabouero BpeMeHH pabOTHHKOB;
opopmIATEH OpraHH3aHOHHO-
pacHOpANTE/IbHbIE JOKYMEHTHl 110 JIHYHOMY
COCTaBY;

BECTH  DETHCTpalMIO, y4&éT,  ONepaTHBHOE
XpaHeHHE JOKYMEHTOB 10 IMYHOMY COCTaBY;
BECTH  JOKYMEHTALMIO,  NOATBEPKIAIOLIYIO
CBEJICHHS 4

O TPYMOBOH JEATEILHOCTH H TPYAOBOM CTake
pabOTHHKOB;

dopmupoBaTs MHuHbIE Aena pabOTHHKOB;
0hopMIATE Jiela MO JIHYHOMY COCTaBY ' JUIs
nepesavn

B apXUB OPraHHU3allHH;

paborats co CIeNHATH3HPOBAHHBIMH
HHQOPMALMOHHEIMH ~ CHCTEMaMH M  Oa3aMu
JAQHHBIX 10 BEACHHIO Y4Y€Ta M JABHKCHHIO
paGOTHHKOB. ' o

3nanus:
HODMAaTHBHBEIE INpaBOBbIE akThl PoccHiickoif
Menepauns B chepe TPYAOBBIX OTHOMIEHHI;

JIOKAJIbHEIE HOPMAaTHBHBIE aKTel,
PETIaMEHTHPYIOMIHE TPYAOBLIC OTHOLLUCHHS,
COBpPEMEHHEIE HH(OPMAIIHOHHO-
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KOMMYHHKAUHOHHBIE TEXHOJIOTHH, IPHMEHSEMbIE
B paboTe ¢ IOKYMEHTaMH 110 JIHYHOMY COCTaBY; -
CTPYKTypa OpraHHu3altH, PYKOBOJCTBO
CTPYKTYPHBIX NOJIpa3/iecHHIH;

NpaBHIIa IEIONPOU3BOICTRA;

NpaBHJIa PYCCKOrO S3BIKA;

ITHKA JIeJIOBOro O0IIeH s

TpeboBaHHs OXpaHbl TPY/a.

I1K 1.9.
Opranu3oBrIBaTEH
TEKyLlee XpaHeHHe
JIOKYMEHTOB,
obpaboTky men s
ONEepPaTHBHOTO

H apXHBHOTO
XpaHeHHs, B TOM
qHCIIe C
HCII0JIb30BaHHEM
aBTOMATH3HPOBAHHEI
X CHCTEM

Hasnikn

OpraHH3allii TEKYINEero XpaHeHHs IO0KYMEHTOB,
06paGoTku 1€ JUIs ONepaTHBHOrO H apXHBHOTO
XPaHEHHA, B TOM WYHCIE C HCHOIb30BAHHEM
ABTOMATH3HPOBAHHBIX CHCTEM '

Ymennus:

paspabaThiBaTh HOMEHKJIATYpY aen
OpraH{3aIuy;

MpOBEpATH IPaBHJILHOCTE odopmIIeHHs

JIOKyMEHTOB H OTMETKH 00 WX HCHOJHEHHH
nepen ©X (QopMmMHpoBaHHEM B gen0 A
TNOCIeYIOMEro XpaneHus; (GhopMHpOBaTh Jaena,
KOHTPO/IHPOBATh IIPABHIILHOE H CBOEBPEMEHHOE
pacnpejieieHHe H NOAMNBKY JOKYMEHTOB B jena
B COOTBETCTBHH C HOMEHKIATypoii aer;
NPOBEPATh  CPOKH  XPaHEHHsA  JIOKYMEHTOB,
COCTaBNISTb NPOTOKON paboThl  3KCTepTHOL
KOMHCCHH [0 MOATOTOBKE JOKYMEHTOB K
nepejiaie B apXHB;

COCTaB/ISiTh AKT O BBIIEJIEHHH K YHHUTOKEHHIO
JOKYMEHTOB, HE MOUIEKALIMX XPAHEHHIO;
COCTABJIATh aKT 00 YHHUTOKEHHH JIOKYMEHTOB;
OCYIUECTBIATH  IMOJHOE  WIM  YaCTHUHOE
obopmieHHe Jen BPEMEHHOTrO, MOCTOSHHOTO,
AONTOBPEMEHHOTO CPOKOB XPaHEHHS; '
COCTaBNIATE ~ OMHCH  Jel  CTPYKTYPHBIX
NoJpas/ieieHHH MOCTOSHHOTO, A0NTOBPEMEHHOI0
CPOKOB XDaHEHHS JUIA Hepejayd jen B apXHB ‘
OpraHH3anuy;

NPHMEHSATh HHGOPMaIHOHHO-
KOMMYHHKALHOHHbIE TEXHOJNOIHH mpH pabote ¢
JOKYMEHTaMH.

3uannsn:

HODMATHBHBEIE [IPABOBBIE AaKThl PoccHifcKoi
®Qenepauun B cdepe  AeNONpOM3BOACTBA K
apXHBHOTO JIeNa; '

NIOKaJIbHEIE HOPMATHBHBIE aKTEI,
pErIaMeHTHPYIOIHE BEICHHE JeJIONPOH3BOJICTBA
H nepeaavy /e B apXHB OpraHH3alHiH;

BH/IbI HOMEHKIATYp nei, obmue TpeGoBaHus K
HOMEHKJIAType JieJ1, TOpAA0K paboTe! ¢ Hei;
nopsioK (opMHpOBaHHA H ODOPMIEHHS men,
crienuduxa ¢dhopmupoBanus OTHEJIBHEIX
KaTeropuit aen; G
NpaBHiIa XpaHeHH{ Jel, B TOM 4YHCIE C
JOKYMEHTAMH OrpaHHYEHHOI0 A0CTYMa;




IIpaBHJIa BbIAAYH M HCIOIB30BAHHS JI0KYMEHTOB
A3 C)OPMHUPOBAHHKIX JIET;

MOPANOK  HCMOJB30BAHHS  THIOBBIX  HJIH
BEIOMCTBEHHBIX nepeqHer JIOKYMEHTOB,
ONpEZCNCHHA CPOKOB XpaHeHHs B [porecce
3KCNEPTH3bI HEHHOCTH JOKYMEHTOB;

BHAbl ONMHCEH Je1 OpraHM3allid M TOPAIOK
paboThl ¢ HUMH; TpeGOBaHKs OXPAHE! TPY/A.

Opranuzanus
apXuBHOI paboTEI
10 IOKYMEHTaM
OpraHH3anuii
PasIHYHBIX GopM
coOCTBEHHOCTH

[IK 2.1.
OcymecTBnsts
KOMILTEKTOBaHHE
ApXHUBHBIMH JIe]IaMH
(moxymenTamu)
apXHBa OpPraHu3aLuy

HaBbikn

YYacTHS B KOMIUIEKTOBAHHH apXMBHBIMH JIe/IaMH
(ROKYMeHTaMH) apXHBa OpraHH3aiuy

Ymenus:

paboTaTh ¢ MOMpa3aeNeHHAMI/OPraHH3AMHAMH
HCTOYHHKAMH KOMIIIEKTOBAHHS ApXHBA;
NPHHHMATL ApXHBHEIE Jena (JMOKYMEHTh) Ha
TIOCTOAHHOE HIIH JI0/ITOBPEMEHHOE XPaHEHHe;,
y4acTBOBaTh B MNPOBEJEHHH  IKCIEPTH3EI
OEHHOCTH  Da3THYHBIX THMNOB M BHIOB
JOKYMEHTOB B COOTBETCTBHH C BHYTPEHHHMH
perjlaMeHTaMH OpraHH3alHy;

NPHMEHATH B pabOTe peKOMEeHIAlNH SKCIepTHO-
NPOBEPOYHOH  KOMHCCHH  WJIH  JKCIEPTHOH
KOMHMCCHH OpraHH3alliH; .
NPHMEHATL TIEPEYHH C YKa3aHHEM = CPOKOB
XpaHeHHs Jien (JOKyMEHTOB);

COOMOAATE HOPMATHBHEIE CPOKH XDAHEHHS el
(nOKyMeHTOB);

BECTH  Y4Y€T HCTOUYHHKOB KOMIUIEKTOBAHHS
apXHBa;

HCIIOJIb30BaTh IIEPEJIOBOH  OTEYECTBeHHBIH H
3apyOeIKHBIH OMBIT MO KOMIUIEKTOBAHHIO ApXKBA
AenaMH  (IOKYMEHTaMH)  MOCTOSHHOTO |
AOJITOBPEMEHHOTO XPAHEHHS; : ‘
HCIIOTB30BATh COBpPEMEHHEIE

ABTOMATH3UPOBAHHbIE, HHDOPMAHOHHBIE H
TEJICKOMMYHHKAIIHOHHEIE TEXHOJIOTHH

AOKYMEHTHPOBAHHEIX  cdep  mesTensHOCTH
OpraHH3aLuy, : :

3nanus:

HOpDMAaTHBHBIC TIpaBOBBIE axkThl Poccuiickoi
Qenepannn B cdepe HenonpousBojcTsa u
apXHBHOI'0 JIENa;

Hay4HO-METO/IHYCCKHE KPHTEPHH OKCHEPTH3LI
HCHHOCTH pa3JIHYHBEIX THIIOB H BHIOB JIei
(moxymeHTOB); e
TCOPETHYECKHE M  METOAMYECKHE  acleKThl
KOMIUIEKTOBAHHA H 3KCNEPTH3BI LEHHOCTH BCEX
BHJIOB JJOKYMEHTOB;

BHJIBI, PasHOBHIHOCTH H (opMarhl BceX BHIOB
JOKYMEHTOB; '
YHH(QUUHPOBAHHYIO CHCTEMY OpraHH3aLHOHHO-
PacnopsaauTeIbHOM JOKYMEHTAIHH; _
CTaHAapTBl  ODOPMIICHHS  OpraHH3alHOHHO-
PACIIOPAAHTENILHOH JOKYMEHTAIHH;
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cnocobbl M TEXHOJNOIHH JIOKYMEHTHPOBAHHS
Pa3THIHBIX BHJIOB npoQeccHOHANBHON
NeATENLHOCTH;

OpraHH3aMHOHHBIC IPHHIMIIBI KOMILUIEKTOBAHHS
7l (IOKYMEHTOB) OrPaHHYEHHOT0 JOCTYTA;
TpeboBaHHs OXpaHbl TPY/a.

1K 2.2. Bectn yuér
ApXMBHBIX JIe
(TOKYMEHTOB), B TOM
qHCIe

C HCTIONIBE30BAHHEM
ABTOMAaTH3HPOBAHHbI
X CHCTEM

Haspixn

BE/ICHHs Y4Y€Ta apXHBHEIX JeJI (IOKYMEHTOB), B
TOM qucie c HCIOJIB30BAHHEM
aBTOMATH3HPOBAHHBIX CHCTEM

Ymenus:

MOJIb30BATLCH YYETHBIMH JIOKYMEHTAMH B paMKax
3EKTPOHHBIX HHDOPMAUHOHHEIX CHCTEM
HNOKYMEHTHDOBAHHEIX  cdep  AeATeNBHOCTH
OpraHH3aIny; :
MOJIb30BATECH cepTHHHIMPOBAHHBIMA
ABTOMATH3HPOBAHHBIMH CHCTEMaMH
NOKYMEHTHPOBaHHBIX  cdep  JeATeNbHOCTH
OpraHH3aLMH M0 YYETY, PerHCTPALMH, KOHTpOJIIO
nen (1OKyMEeHTOB);

NOJNB30BATECH  HH(OPMAIHOHHO-CIPABOYHBIMH
CHCTeMaMH JIOKYMEHTHPOBaHHbIX chep
JEATEIbHOCTH OpPraHH3alluH;

BECTH  CHPABOYHO-TIOHCKOBHIE  CpeAcTBAa K
apXMBHBIM enaM (IOKyMeHTaM); -

BECTH YYET CTpaxoBOro ()OHAA apXHBHEIX Jei
(1oxymeHTOB);

NPHMEHATE HODMATHBHEIE MPABOBHIE  AKTHI,
TIOKAJIbHBIE HOPMATHBHbIC aKTHl OpPraHU3aldH H
METO/IHYECKHE JOKYMEHTEl B o0jacTH ydéra
apXHBHBIX JIeJT (1IOKYMEHTOB);

BHOCHTb MPEJUIOKEHHSA 0 COBEPIIEHCTBOBAHHIO
METOAUYECKOro olecmedeHus yuéta pasHbIX
BHJOB JIOKYMEHTOB B JOKYMEHTHPOBAHHEIX
chepax NeATeIbHOCTH OPraHH3aIHH,

3uanus:

HOpMAaTHBHBIE MpaBoOBble akThl Poccuiickoit
OQepepaunn B cepe  AeNONpOM3BOACTBA M
apXHBHOTO Jea;

METOJMYECKHE JIOKYMEHTHI H HAlHOHATLHEIE
CTaHuapTel B obnact# yu€Ta JNOKYMEHTOB H
JNOKYMEHTHPOBaHHBIX  cep  JeATeNbHOCTH
OpraHu3alng;

0TEYeCTBEHHEIC H 3apy0exHEIe
cepTH(ULHPOBAHHEIE " CHCTEMEI
ABTOMATH3HPOBAHHOTO Y4YETA ApPXHBHBIX A&1T
(moxymeHTOB);

TpeboBanus K yuéTy o0cof0 IHeHHBIX H
YHHKQIBHBIX apXHBHBIX J€7 (I0KYMEHTOB); ’
CPOKH BBINOTHEHHs paboT MO Y4ETY apXHBHBIX
aen (IOKYMEHTOB);

o0mIHe NPHHIMIE YYETa H KOMILIEKTOBAHUS JeJT
(ZOKYMEHTOB) OrpaHH4EeHHOr0 A0CTYTa;
TpebOBaHHA OXpaHBI TPY/A.
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1K 2.3.
OcymecTBnars
XpaHEeHHE apXHBHbIX
A€ (IOKYMEHTOB)

C MOCTOSHHBIM
CPOKOM XpaHEeHHs U
110 THYHOMY COCTaBY
B apXuBe
Oprasu3aiuu

HaBpikn

OCYLIECTBACHHS  XPaHEHHA apXHBHBIX  JieN
(IOKYMEHTOB) € MOCTOSIHHBEIM CPOKOM XPAHEHHS
H I10 JIHYHOMY COCTaBY B apXHBE OpraHH3alluH

Ymenns:

CHCTEMATH3HPOBATh Jiel1a (I0KYMEeHTH);
pasMeIaTk apXMBHBIE JeNla (JOKYMEHTHI) Ha
MECTaX  XpaHEHHS B COOTBETCTBHH C
HOPMAaTHBHBEIMH  TpeOoBaHMSIMH B 06JacTu
ApXMBHOTO JIe/1a U YTIPaBJICHHS AOKYMEHTAMMU;
co0mo/zIaTh HOPMATHBHbLIE PEXHMEI XPAHEHHS
apXHMBHBIX  Jien  (JIOKyMEHTOB) Ha JHOOBIX
HOCHTEJIAX;

NIPOBOAHTL  MPOBEPKY  IOJHOTEl  cOcCTaBa
ApXHBHBIX IOKYMEHTOB B €IHHHIAX XPAHCHHSH;
NPOBOJHTE ONHCaHHe apXHBHBIX aen
(moxymeHTOB);

COCTABIIATE CIPABOYHO-TIOHCKOBBIE CPEACTBA K
apXHBHBIM aenaM (JOKYMEHTaM);

BECTH Y4€T W KOHTPOJIb BbUIAYH APXHBHBIX el
(ZOKYyMEHTOB) M3 apXHBOXDaHHJIMINA H HX
BO3BparTa;

BECTH Y4YT H KOHTPOJb Tepefayd  Jel
(noxymeHTOB)

B rOCY/1apCTBEHHBIH/MYHHIIHIIILHEI apXHB HIIH
Ha HHOE BHENIHEe XpaHEeHHe M mpHéMa Jen ¢
BHEIIHEro XpaHeHNs; : :
NPOBOJHTEL MOJHCTHYIO MPOBEPKY (PH3HYECKOro
COCTOAHHS JIe/1 (JIOKYMEHTOB);

Pa3LICKHBATh HeoOHapyKeHHEIe mena
(TOKyMEeHTBI);

3amMmarh HHGOpPMANMOHHBIE pecypcsl apXuBa
OT HeCaHKIIHOHHPOBAHHOI'O JOCTYIA.

3nanus:

HOPMaTHBHbIE nNpPaBoOBble aKTbl POCCUMCKON
OQenepannn B cdepe  AeNONPOH3BOACTBA W
apXHBHOIO JIe1a;

HOPMaTHBHBIE TNpABOBbIE AaKTBI POCCHHCKOH
Qemepaumn B obnactH  ME(OpMAamHH,
HHPOPMAIHOHHBIX TeXHOJIOTHH,  3aIIUTHI
HHQOPMAIA M NepCOHAIBHBIX  JAHHBIX,
undpoBoii Tpanchopmanuy; ' !
HOPMaTHBHbIE TpaBOBble akTel Poccuiickoi
Qenepaun B 061acTH  KOH(HACHIHATEHOCTH
HH(OpMaLHH;

NpaBula XpaHeHHs Jen  (JOKYMEHTOB) B
COOTBETCTBHH C HX THIAMH;

MOpsANOK  (QOpPMHPOBAHHS ~ JIOKYMEHTOB B
KOMILUIEKTEI, IPYIIIEI, THITBL; '
TpebOBaHHA K O(OPMJIEHHIO JOroBOpOB Ha
PeaNH3alMI0 YCIYr BHENIHEro XpaHeHHd e
(IOKYMEHTOB); CPOKH BBITIO/IHEHUS paoT;
TpeOOBAHHA K  YCTAHOBJICHHBIM  HOpPMAam
BEIPabOTKH; TpeGOBaHHs OXPaHBI TPYIA.
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K 2.4.
OcyiiecTRaATS
XpaHeHHe,
KOMIUIEKTOBAHHE,
YU€T H
HCIIOJIL30BaHHE J1e
(noxymeHTOB)
BPEMEHHOT0
XpaHeHHs!

HaBbixu

obecreueHNA XpaHeHH s, KOMILUICKTOBaH S, YUéTa
H

HCIIOB30BAHUA JIeNl (JJOKYMEHTOB) BPEMEHHOIrO

XPaHECHHA

Ymenns:
OpraHH30BBIBaThL H 00ECneunBaTh XpaHEeHHE JIel
(moxymeHTOB) BPEMEHHOTO XpaHeHHSs

OpraHH3alyy B TPATHIHOHHOM H B 3JEKTPOHHOM
BHJIE;

KOHTPOJIMPOBATh  pa3paboTKy CTPYKTYPHBIMH
Noapas/eNeHHsIMH ONHCell U AKTOB O BIIEJICHHH
Ha YHHYTO)KCHHE JIe/1 (JIOKYMEHTOB) BPEMEHHOI0
XPaHCHHS B TPaIHIMOHHOM H B 3JMEKTPOHHOM
BHIIE;

(hOPMHPOBATH CIMHHIIEI XPAHEHHS JOKYMEHTOB
AN HX TMOCHENYIOIEro pa3sMelICHHS B apXuBe
OpraHH3alHH; w2
COCTaBJIAATh CNPaBOYHO-IIOHCKOBEIE CPEICTBA K
apXHBHEIM Jle1aM (IOKYMeHTaM);

OCYWIECTBIATH  IIOHCK  JieN  (JIOKYMEHTOB)
BPEMEHHOr0 XpaHEeHHs B IIPOLECCe HX XpaHEHHS
B CTPYKTYPHBIX TIOApasfe/ieHHsAX H apXuBe
OpraHH3aluy;

OCYWIECTB/IATE  METOJMYECKOE  PYKOBOJCTBO
OpraHH3auMeH XpaHeHHs Jen  (JOKYMEHTOB)
B CTPYKTYPHBIX MOJPA3/IeIeHHsAX OpraHH3aluu;
OKa3pIBaTh  CTPYKTYPHBIM  IOZpa3fieaeHHsIM
NPaKTHYECKYI0  MOMOIIL B OpraHH3aliH
XpaHeHHus aen (J0KYMEHTOB); T \
paspabarbiBaTh  CIIPABOYHO-MH(OPMAIHOHHbIE
JOKYMEHTBI 10 OpraHH3alli{ HCTIONB30BAHHS el
(ZOKyMEHTOB)  BpeMEHHOr0  XpaHEHHA B
CTPYKTYPHBIX  [OApA3feNeHHAX H  apXHBe
OpraHH3aluH;

NPOBOAHTL  3KCNEPTH3Y  LEHHOCTH  JieNl
(a10KyMEHTOB) BPEMEHHOI0 XpaHeHHH,
[epelaHHbIX B ApXHEB; '
OmpeieNiATe CPOKH XpaHEeHHs el (IOKyMEHTOB)
BPEMEHHOI'0 XpaHeHHS;

obecrieunBaTh  3amMTy  Jen  (JOKYMEHTOB)
BPEMEHHOTO0 XpDAaHEHHS B OpraHM3auuH OT
HECAHKUHOHHPOBAHHOIO Jocryna HIH
YHHUTOXEHHS, ‘
NPOBOANTE  (PH3HYECKOE YHHYTONKEHHE el
(T1OKyMEHTOB)  BPEMEHHOrO  XpaHEHHi C
HCTEKITHMH ~ CPOKaMH  XpaHeHHd  Iocje
COrJIaCOBAHHS co. CTPYKTYPHBIMH
NO/Ipa3/Ie/IeHHSIMH OpraHH3alHu;

ohopMIATE y4ETHEIE JNOKYMEHTEl 00
YHHYTOK€HHH Jen (JOKYMEHTOB) BPEMEHHOIo
XPaHeHHs C HCTEKIIHMH CpPOKaMH XpaHeHHs
COBMECTHO CO CTPYKTYPHBIMH ITOIpa3/ie/IeHHAMH
OpraHH3aIHy.
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3nanus:

HOPMaTHBHBIC IpaBoBble akThl Poccuiickoi
OQenepaunn B cdepe AeNONPOH3BOACTBA H
apXHBHOIO J€N1a;

HOPMATHBHbBIC MPABOBBIE AaKTEl POCCHICKOl
Qenepannn B 00/1aCTH 3aATHl MEPCOHANBHBIX
JTaHHBIX;

HOpPMaTHBHLIE T@paBOBBIE akTel PoccHickoii
Qenepauuu B obnactH xombu.uenuuanbuocm
HHpOpMalHK;

METOJIMYECKHE JIOKYMEHTBI H HalMOHAIbLHBIE
CTaHJapTel B 001acTH JeNONpOH3BOJCTBA H
apXHBHOTIO ena;

MeToZHKa  paspabotk#  QopM  yuETHBIX
JIOKYMEHTOB B TPAJHIIHOHHOM H B 3JIEKTPOHHOM
BHJIE;

npaBHiia CHCTEMAaTH3aUMH H xnaccu(buxamm
JIOKYMEHTOB;

OCOOEHHOCTH ~ OpraHH3alWM  XpPaHEHHS . Jej
(MOKYMEHTOB) Ha Pa3IHYHBIX HOCHTEIAX,
KPHTEPHH  ONpE/CNICHHs  LEHHOCTH el
(mOXyMEeHTOB) 1St JambHeNilero XpaHeHHs HiIH
YHHUTOXEHHUS;

TpeOOBaHHA K  mpomeccaM — YHHYTOKEHHS
HH(OPMAIHH B TPAIUIHOHHOM H 37IEKTPOHHOM
BHJIE;

TpeOoBaHHsA OXpaHbl TPYIa.

1K 2.5.
OcymectBaars
HCIOJIB30BaHHE
ApXHUBHBIX 1€
(mOKyMEHTOB), B TOM
gHCIe ¢
HCII0/Ib30BaHHEM
aBTOMATH3HPOBAHHEI
X CHCTEM

HaBbiku

OCYINECTBICHHS HCIOJB30BAHNS APXHBHBIX e
(TOKYMEHTOB), B TOM YHCJIE C HCIOJB30BAHHEM
aBTOMATH3HPOBAHHBIX CHCTEM

Ymenus:

‘CHCTEeMATH3HpOBaTh H 0000wIaTh CBENEHHA O

COCTaBe M  CONEPKAHHH  ApPXHBHEIX  Jei
(noxyMeHTOB);

HCIO0JIb30BaTh HH(OPMALHOHHEIE TEXHOJIOTHH B
ofsacTH  CO3MaHHS  CIPaBOYHO-MOMCKOBEIX
CPEACTB apXHBa H JOKYMEHTHDOBAHHBIX cdep
JeATENIbHOCTH OpraHH3alHK;

(opMHpOBaTE OCHOBHEIE H BCIOMOTATENbHEIE
BH/Ibl apXHBHEIX CMPABOYHHKOB B 37CKTPOHHOM
topme;

NOATOTAB/IMBATE HHOOPMALMOHHEIE JOKYMEHTEI
IO  3ampocaM  MoJib30BaTenedl  pasiHYHbBIX
KaTeropHii.

3nanus:

HOpDMAaTHBHBIE MpaBOBBIE aKTel Poccuiickoi
Denepanun B cepe AeT0NPOH3BOICTBEA;
HOpDMATHBHEIE TIPaBOBble akThl Poccuiickoi
Denepaunn B 00NaCTH 3alMMTHI MEPCOHATBHBIX
JIaHHBIX;

METOJMYECKHE  JOKYMEeHTHl B  obnactu
HCII0JIb30BaHHA H MyOJHKAUKH apXHBHBEIX eI
(IOKYMEHTOB);
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cepTHHIHPOBAHHEIE nH(oOpMaANHOHHO-
MOHCKOBBIE CHCTEMBI B oOnacti paspaboTKH

Hay4YHO-CIIPABOYHOI'0 anmnapara
JIOKYMEHTHPOBAHHBEIX  cep  JAEATEILHOCTH
OpraHH3alHH;

CPOKH BBIIOJHEHHS paboT MO OpraHH3alUuK
HCIIONIB30BaHHSA APXHBHBIX JIe (IOKYMEHTOB);
OpPraHH3aHOHHLIE MNPHHUHUMBI HCIONB30BAHASL
JAOKYMEHTOB OI'PaHHYEHHOTO JOCTYIA;
TpeDOBaHUA K MOATOTOBKE apPXUBHEIX CIIPABOK H
BBITHCOK M3 @pPXHBHBIX JIOKYMEHTOB;

TpeOOBAHHS OXPAHEI TPYJIA.

4.3. llesieBble OPHEHTHPBI IPOrPAMMBbI BOCITHTAHHS

I'pazknanckoe BocnuTanue

Oco3HaHHO BBIPAKAIOMIMHA CBOID POCCHICKYIO TIPaIaHCKYIO TIPHHAUIEKHOCTD
(MICHTHYHOCTB) B MOJMKYTTYPHOM, MHOFOHALMOHAIEHOM H MHOFOKOH()ECCHOHANBLHOM
poccHHCKOM o01ecTBe, B MEPOBOM COOOIIECTBE.

CosHarommii CBOE eIMHCTBO ¢ HAPOJOM POCCHH KaK HCTOYHHKOM BIIACTH H CYOBEKTOM
TBICAYEICTHEH  POCCHIHCKOH  rocyaapcTBeHHOCTH, ¢  PoccHHCKHM — rocymapcTeoM,
OTBETCTBEHHOCTH 3@ €ro pasBUTHE B HACTOAEM M OyaymieM Ha OCHOBE HCTOPHYECKOrO
NPOCBEIIEHH S, CHOPMHPOBAHHOIO POCCHHCKOrO HALTHOHAIBHOIO HCTOPHYECKOTO CO3HAHHMSA

[IposBasmommii  rpaRaaHCKO-NIATPHOTHYECKYIO MO3MLMIO, TFOTOBHOCTh K 3allHTe
Pozunbl, crnocoGublif apryMeHTHPOBAHHO OTCTAHBATH CYBEPEHHTET M JIOCTOMHCTBO HAPOJA'
Poccun # Poccuiickoro rocynapersa, coXpassaTh i 3alIHIIATE HCTOPHYECKYIO NPABAY.

OpueHTHPOBaHHBII Ha AKTHBHOE IPAKJAHCKOE YUACTHE HA OCHOBE YBAKEHHS 3aKOHA H
MPaBONOPAZKA, PaB H ¢BOOOA COrpakiaH.

Oco3HaHHO H JEATENbHO BBIPAKAIOLIHI HENPHATHE OO0 AMCKPHMHHAIIHH MO
COLHANBHEIM,  HAlMOHAIBHBIM, PacOBBIM, PEIHMTHO3HBIM  NPH3HAKAM, MNPOABICHHI
3KCTPEMH3Ma, TEPPOPH3Ma, KOPPYIILHH, aHTHIOCY 1aDPCTBEHHOMH JAeATEILHOCTH.

Obnanaromiuii  OMBITOM IpakIaHCKOH CONMAIBHO 3HAYMMOI JIEATENHHOCTH (B
CTYNICHYECKOM CaMOYNpaBlieHHH, A00pOBONLYECKOM JBHIKEHHH, NpPEANPHHAMATENbCKOL
ACATENBHOCTH, 3KOJIOTHYECKHX, BOCHHO-NMATPHOTHYECKHX H Ap. OOBEAMHEHHAX, AaKIHAX,
nporpaMmax).

OcymecTBsMOMMi  OCMBICIEHHYI0 YCTHYIO H NHCBMEHHYIO KOMMYHHKAIMIO Ha
rocynapcerseHHOM f3bIKe Poccuiickoit denepanuy. i

ITaTproTHYecKoe BocnHTAHHE

Bripaxkaromuii CBOIO HallHOHATBHYIO, 3THHYECKYIO TMPHHAUIEKHOCTD,
NPHBEPIKEHHOCTD K POAHOH KyJIbType, MOO0BE K CBOEMY Hapozy.

Cosuarommit NpHYACTHOCTh K MHOrOHALMOHATLHOMY Hapomy Poccmiickoit (enepaiun,
OteuecTBy, 00IMEPOCCHICKYIO HACHTHYHOCTb.

IlposBnsnommil  jesTe/bHOE  IEHHOCTHOE OTHOLIEHHE K  HCTOPHYECKOMY H
KYNLTYPHOMY HACHIEIHIO CBOEr0 M APYTHX HApoaoB POCCHH, HX TpamuummaM, NpasjHHKAM H
NaMATHHKAM.

[lposBisiomuii yBakeHHe K COOTEHECTBEHHHKAM, NPOKHBAIOUMM 3a pybexoM,
NOJIEPAKHBAIOMMH HX MpaBa, 3alIHTY HX HHTEPECOB B COXPaHEHHH OOIIEpPOCCHICKOl
HIEHTHYHOCTH.

JyX0oBHO-HPaBCTBEHHOE BOCIHTAHHE

[lposiBisiomnit  TPHBEPKEHHOCT  TPAAMLMOHHBIM  JyXOBHO-HDABCTBEHHBIM
LEHHOCTAM, KYJbType HaponoB Poccuu ¢ yuéToM MHPOBO33pEHYECKOro, HAHOHAILHOTO,
KOH(eCCHOHATEHOrOCAMOONPEIEICHHS.

[IposBasiommii yBakeHHe K JKH3HH H JOCTOHMHCTBY K&KJIOrO 4ejoBeKa, CBoOOJE

50




MHPOBO33PEHYECKOIo BbIGOpa H  CaMOONpEACIICHHA, K [MPEACTAaBHTEIIAM pa3ﬂH‘iHblx
STHHYCCKHX IpYNM, penurdd HapomoB Poccuu, MX HAOHOHATLHOMY [JOCTOMHCTBY H
PEHTHO3HBIM UYBCTBAM C Y4E€TOM COOMIONEHHA KOHCTHTYLMOHHBIX NpaB H CBOOOJ BCex
rpakaH. :

[lommMalomuit W JeATeNbHO  BBIp@KAOWMI  NEHHOCTh  MEKHAUHOHATHHOTO,
MEKPEHIHO3HOr0 COrlacks, ClOCOOHbIH BECTH AMAIOL C JIOALMH PasHbIX HAHOHAILHOCTEH
H BEPOHCIOBEIaHHH, HAXOMUTH OONIHE LeNH U COTPYAHHYAT JUIS HX AOCTHXEHHS.

OpHeHTHPOBAaHHEI Ha CO3JaHHE YCTONYMBON CEMBH Ha OCHOBE POCCHHCKHX
TPANHIHOHHBIX CEMEHHBIX LEHHOCTeH, MOHHMaHuA Opaka KaK col03a MYMKUHHBI H JKEHIIHHbL,
HENPUATHS HACHJINA B CEMbE H YXO0/1a OT POAHTENLCKOH OTBETCTBEHHOCTH.

Obnanatommii  chopMHPOBAHHBIME [IPE/ICTABNCHHSMH O LEHHOCTH M 3HAYCHHH B
OTEHECTBEHHOH U MHPOBOI KyJIbType A3LIKOB H JIHTEpPaTyphl HapooB Poccui.

IeTeTHYECK0e BOCIIHTARNE

Belpakaiommuii NOHHMaHHE LEHHOCTH OTEYECTBEHHOrO M MHPOBOI'0 HCKYCCTBa,
POCCHHCKOTO H MHPOBOTO XYI0/KECTBEHHOI'0 HAC/IEIHS.

[IposiBnsiommit BOCIPHHMYHBOCTE K  pasHBIM  BHIAM HCKYCCTBa, IIOHMMaHHe
IMOLHOHATBHOIO BO3/ICHCTBHS HCKYCCTBA, ero BIHAHHS Ha JYIIEBHOE COCTOSHHE H OBEICHHE
moJief, yMEIOmHI KPHTHYECKH OLEHNBATh 3TO BIHAHHE.

TposBnsromuii NOHUMAHKE XY10KCCTBEHHOM KYJBTYphI KaK Cpe/ICTBA KOMMYHHKAIIHH
H CaMOBBIDKEHHS B COBPEMEHHOM OOLIECTBE, 3HaYeHHe HPABCTBEHHBIX HOPM, LEHHOCTEl,
TPaJMIHH B HCKYCCTBE.

OpHeHTHpOBaHHBI Ha OCO3HAHHOE TBOPYECKOE CaMOBBLIDOKEHHE, peaH3alHI0
TBOPHECKHX CIIOCOOHOCTEH ¢ yUETOM POCCHICKHX TPAJHLMONHEIX JyXOBHBIX, HPaBCTBEHHEIX,
COLHOKYNLTYPHBIX UEHHOCTEH; Ha 3cTeTHYecKoe 0OycTpoiicTBO cobcTBeHHOro ObiTa,
NpoecCHOHATLHOI Cpejibl.

Dusngeckoe BocnHTanue, GOPMHPOBAHHE KYIBTYDbI 310POBbLH H
3MONHOHAIBHOTO
Osaromosyuns

[lonumaronii M BRIp@KAIOUMIT B NMPAKTHYECKOH AeSTeNbHOCTH HEHHOCTD KH3HH,
310pOBBA H 0€30MACHOCTH, 3HAYEHHE JIMUHBIX YCH/IHIl B COXPAHEHHH H YKPeIUIEHHH CBOETO
370pPOBBA H 310POBBA APYTHX MOJEIL.

Cobmonaommii npasuna NTHYHOH u OBGMECTBEHHON GE30MACHOCTH, B TOM YHCIE
GesonacHoro noseieHns B HHYOPMAIMOKHOI cpefe.

Belpakaiommii Ha TpaKTHKe YCTAHOBKY Ha 3/IOpOBBI obpa3 xu3HH (3M0pOBOE
NMHTAHHE, COOMIONEHHE THIHEHBI, PEXHM 3aHATHH M OTABIXA, DEryJIspHYIO (u3ugeckyo
aKTHBHOCTB), CTPEMJICHHE K (H3HYECKOMY COBEpIICHCTBOBAHHIO, COOMONAIOMMN N
nponarasANpyIOLHi Ge3onacHplil 1 310poBkIi 06pa3 KH3HH.

[TposBsionmii cosnatebHoe M 0GOCHOBAHHOE HENPHATHE BPEIHBIX TPHBBIYEK
(KypeHHs, ynOTpeONeHHS  ainKOrojis, HAPKOTHKOB, JHOOBIX dopm  3aBuCHMOCTEH),
JECTPYKTHBHOI'O OBEACHHSA
B obwecTBe H UH(DPOBOII Cpese, MOHHMAHHE HX Bpeja Uis (GHIHUECKOrO H ICHXHYECKOro
3/10POBBA.

JleMOHCTpHpYIONHiT  HAaBBIKH  peNEeKCHH CBOEr0  COCTOSHHS (u3uyeckoro,
OMOIHOHAIBLHOTO, MICHXOJIOTHYECKOr0), IOHHMAHHSA COCTOAHHS APYIUX JIOAEH ¢ TOUKH 3pEeHHS
0e30macHOCTH, B TOM 4HClE TEXHMKH Ge30MACHOCTH, CO3HATENHHOIO YIIPaBJIEHUS CBOMM
3MOIHOHAILHBIM COCTOSHHEM.

JleMOHCTpPHpYIOIIIit H Pa3BHBAIOMINIE CBOIO (H3HUECKYIO IOArOTOBKY, HEOOX0AHMYIO
Ans yCHENIHOH ajanTaukk K H30paHHON MpO(eCCHOHATLHON AESTENBHOCTH, CIOCOGHOCTH
4IanTHPOBATBCA K CTPECCOBBIM CHTYAUMsAM B OOLICHHH, B H3MEHSIONMXCH YCIOBHSX
(mpodpecCHOHANBHBIX,  CONMAIBHEX, HH(OPMALHOHHEIX, OPHPOJHBIX), 3ddexkTHBHO
IEHCTBOBATH B UPE3BEIYAHHBIX CHTYAIHIX. :

Mcnomesyiommii cpencta (u3udeckoil KymbTypsl MUIsS COXpAHEHHS H YKpeIUleHus
310pOBbs B mporecce NPOPecCCHOHAIBHON AeATENPHOCTH M MOANCPKAHHA HEOOXOZUMOTo

OBHA(H3HYECKOIT TIOATOTOBIECHHOCTH.
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[IpodeccnonansHo-Tpy10BOE BOCIHTAHME

[lomumarommit  npodeccHOHANBHbIE HAeaTbl M LEHHOCTH, YB&KAIOMUIME TPYA,
PE3yNbTaThl  TPYAd, TPYAOBHIE IOCTHXCHHS POCCHHCKONO Hapoja, TPYUOBblE H
NpO(eCCHOHANLHEIE TOCTHIKEHHS CBOMX 3EeMJISIKOB, HX BKJAJ B Pa3sBHTHE CBOETO MOCEJICHHS,
Kpas, CTpaHEl.

YyacTBYIONHIf B CONMANIBHO 3HAYUMOI TPYAOBOIi U NpodecCHOHAIBHOI JIeATeTbHOCTH
PasHOTO BHJa B ceMbe, 00OpasoBaTeNbHON OpraHM3almmM, Ha Oaszax NIPOU3BO/ICTBEHHOM
[IPAKTHKH, BCBOEH MECTHOCTH.

Belpakalomuii  0CO3HaHHYIO TIOTOBHOCTB K HENPEPBIBHOMY  00pa3oBaHHIO H
camM000pa30BaHHIO B BRIOPaHHOM cepe NpodecCHOHANBHOI IeaTeIbHOCTH.

[Tonnmaronmii crnenu(uky npoeCcCHOHATLHO-TPYI0BOH JIeATEeNILHOCTH,
PETY/IHPOBAHHA TPYAOBBIX OTHOMICHHH, FOTOBBII YYHTBCH M TPYJAMTHCH B COBPEMEHHOM
BBICOKOTEXHOJIOTHYHOM MHpE.

OpueHTHPOBAHHEI HA 0CO3HAHHOE OCBOCHHE BBIOpaHHOH ceps! npodeccHoHaTbHOI
ACATENEHOCTH B POCCHICKOM OOILIECTBE C YYETOM JIHYHBIX KH3HEHHbIX [1AHOB, norpedHOCTEIH
CBOEH ceMbH, ob1ecTsa.

[Inaunpyrommit u peamusyiomuii coGeTBEHHOE Npo()ecCHOHANEHOE H IHYHOCTHOE
PA3BHTHE,  NPEPHHUMATENBCKYIO  JGATENBHOCTH B mpodieccHoHambHOM  ciepe,
HCTIONB3YIOMIMH 3HAHUSA 110 (PHHAHCOBOIf rPAMOTHOCTH, B3aHMOJIeHCTBYIOIMI M paboTalommii
B KOJUICKTHBE, yMEIOIIHI 01530BaThCs NPO(ECCHOHATEHOM NOKyMEHTALHelH.

OGnanarommii  cHOPMHPOBAHHBIME NPECTABICHHSMH O 3HAYCHHH H LEHHOCTH
BRIOPaHHOH mpoQeccHH, NpPOABIMIOMMH yBaXeHHE K CBOEH npodeccHH M cBOEMY
NpOGECCHOHATEHOMY — COOBIIECTBY, MOMIeP/KHBAIOMHIL OnaronpusTHblii  06pa3  cBoeit
npocdeccuu B 06mecTse.

IKOJIOrHYECKOe BOCITHTAHHE

HeMoHCTpUpYIOIHIi B MOBeZeHHH CHOPMHPOBAHHOCTE 3KOIOTHYECKOI KYJIBTYPEl Ha
OCHOBE NOHHMAHHSA BITHAHHA CONHANLHO-9KOHOMHYECKHX MPOLECCOB HA IPHPOJLY, B TOM YHCITE
HarJI00aIbHOM YPOBHE, OTBETCTBEHHOCTD 3a ACHCTBHSA B IIPHPOJIHOM cpeje.

Boipakaromuii  fesiTebHoe  HenpuaTHe JeHCTBHA, NPHHOCAMIAX Bpel MpPHPOJIE,
COZIEHCTBHE COXPAHEHUIO H 3allIHTE OKPYIKAOMIEH CPesb. ‘

[Ipumensionmii 3Hanns 061me06pazoBaTeILHEIX H 1npo(hecCHOHANBHBIX AHCHHIUIHE JUIS:
Pa3yMHOT0, OepeJHBOrO NPOH3BOACTBA H NPHPOAONONL30BAHH, pecypcocbepexeHus B
OwITy, BpodeccHOHANBHOH cpeje, 0BmecTBeHHOM NPOCTPAHCTRe.

Vmeronmii B pasBHBAOMMIT ONBIT 3KOIOTHYECKH HaNpPaBICHHOH, NPHPOI0OXPAHHOIA,
pecypcocOeperaromeii eSTeNbHOCTH, B TOM YHCIE B paMKax BbIOpaHHOH CHeNHATLHOCTH,
CHOCOOCTBYHONIHI ero MPHOBPETEHHIO IPYTHMH TIOABMH.

IennocTi HAYYHOT0 MO3HAHKS
JleATeNbHO BBIPAKAIONIHIT I03HABATEBHEIE HHTEEC! B Pa3HEIX NPEAMETHBIX

obmactsax cy4éToM CBOMX HHTEPECOB, crnocobHOCTEl, JOCTHKEHHI,
BBIOpaHHOTrO HAlpaB/IeHns podecCHOHANTLHOTO 06pa3oBanus i
MOJIrOTOBKH.

Obnazarommii npejcTaBneHHeM 0 COBpeMeHHOIT Hay4HOt KapTHHE MHPa, JOCTHXEHHAX
HAyKH M TCXHHKH, ApryMEHTHPOBAHHO BBIDAKAIONMH TNOHHMAHHWE 3HAYCHHA HAYKH H
TEXHOJIOTHHIA Pa3BUTHA POCCHICKOro 061ecTBa H 00eCIeueHns ero 6e30NacHOCTH.

JeMOHCTPHpYIOUIHiT HABBIKH KPHTHYECKOTO MBILLIEHHS, Ollpejie/IEHHsA JIOCTOBEPHOMH
Hay4HOIi HH(OpMaLuH, B TOM 4HCIe B cdepe NpoecCHOHATBHOM AeSTeNbHOCTH.

YMmelommii BeIOHpaTh criocoOBl pelneHns 3ajay NpoQecCHOHATLHOMN JIeATEILHOCTH
OPAMEHHTENBHO K PA3JIHYHEIM KOHTEKCTAM.

Hcnonesytommii  coBpeMenHBIE CpeicTBA MOMCKA, AHATH3A X HHTEpIIPETALHH
HHGOOpMAIHH, HH)OPMALMOHHBIE TEXHONOrHH UIA BHIMOTHEHHS 3a1a4y npodeccHoHATLHOM
JEeATETHHOCTH. _ -

PaspuBaionmif M npHMeHsIOMMil  HABBIKH HaOMmONeHHs, HAKOIUIEHHA H
CHCTEMATH3alliH (DAKTOB, OCMBICJICHHS ONBITA B €CTECTBEHHOHAY4HOH M r'YMaHHTapHOI
0071aCTAX NO3HAHHMS, HCCIEIOBATENBCKOH H NpoeCCHOHANBHOI ACATEILHOCTH.
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4.4. MaTpHua cOOTBeTCTBHS KOMIIETEeHIHH y4eOHbIM AHCIHILIHHAM

Marpuia cooTBeTCTBHS KOMIETEHIHH U GOPMUPYIOIIMX HX COCTABHBIX
yactelt OIl npencrasnena B [Ipunoxenun 2.

S. JIOKYMEHTBI, perjJaMeHTHPYIOLIHE COfAep/KAHHE H OPraHH3ALUMIO
00pa3oBaTebLHOr0 npoueccea npx peajnzamun OII

5.1. llpumepnas OII

[lpumepras OIT yTBepkaeHa NpPOTOKOIOM QenepanpHoro yuebHo-

METOJMYECKOro 00BbeJHHEHHA B CHCTEME CPEHEro Npog)ecCHOHAIBLHONO
obpasosanus o YITIC 46.00.00: ot 06.10.2022 r. Ne 4

5.2. Kanenpapuwiii y4eoubiii rpapuk

B xanennapHom y4eGHOM rpaduke yKassBaeTcs MOCIEIOBATENLHOCTD
peammzauui  OIl no  crmeumansHoctd  46.02.01  JlokyMeHTaIHOHHOE
obecrieyeHHe ynpaBleHHs M apXHBOBEJEHHE, BKIIOUAS TEOPETHIECKOE
obyyeHue, MPaKTHKH, [IPOMEIKYTOUHbIE X HTOTOBYIO aTTECTALlHH, KaHHUKYJIbI.

Kanennapueiit yqeOusiii rpa¢uk npusenes B [Ipunoskennu 3.

5.3. PaGoumnii yyeOHbIi nan

B paboueM yueOHOM 1laHe yKa3BIBAIOTCA OJIEMEHTHl  Y4eBGHOIO
TpoLecca, BpeMs B HEJIE/IAX, MaKCHMallbHas M obs3artenbHas yyeGHas Harpyska,
PEKOMEHJIyeMbIH Kypc OOy4eHus, pacrpefieieHHe 4acoB 10 JHCIHIUIHHAM,
npodeccuonansHeM Moysam ([punoxenue 4).

YueOHbIH IUTaH TroCyHapCTBEHHOrO GIOKETHOTO Mpo(ecCHOHATEHOr0
00pa3oBaTebHOrO yupexaeHns PocToBckol o6nacTi «POCTOBCKHi KOJLTEMK
MeTamio00paboTKH M aBTOCEpBHCa» pa3paboTaH Ha OCHOBE:

- ®enepanbHplif  rocynapcTBeHHBI  06pa3zoBaTeNbHBII CTaHJapT
CPEAHEr0 NpO(EecCHOHANTBHOTO 00pa3oBaHus 10 CIenHatsHocTH 46.02.01
JlokymeHnTauuoHHOe 0beciedenue yrpaBieH:s 1 apXxHBOBEAEHHE, YTBEpPXKAEHHOTO
nprkazom MunucrepcTBa 0OpasoBanua U Hayku Poccuiickoit @enepauuu or 26
aprycra 2022 r. Ne 778 (3apeructpupoBan MHHHCTEpPCTBOM FOCTHIMH Poccuiickoi
Qenepauuu 30 centabps 2022 r., peructpaunonssiit Ne 70318),

—  @ezepanbHOrO roCylapCTBEHHOrO OGpa3oBATENBHONO — CTAHJApTa
cpegHero  obuiero obpasoBanmus (npukas Muno6pHayku Poccuu ot 17.05.2012
r. Ne 413) (B pen. Ilpuxazos Mumnobprayku P® or 29.12.2014 N 1645, ot
31.12.2015 N 1578, ot 29.06.2017 N 613, Muunpocgeienus P® ot 24.09.2020 N
219,01 11.12.2020 N 712, ot 12.08.2022 N 732, ot 27.12.2023 N 1028)

—-  Ilpukasa Munucrepcrea ITpocseienns Poccuiickoit ®enepauus ot ;
24 aprycra 2022 r. Ne 762 «OO0 yTBepKHEHHH TOpPSAKA OPTAHH3ALMH H
OCYIIECTBJICHHS OOpa3oBaTENBHOH  NEATENBHOCTH [0  0Opa3oBaTebHBIM
IporpaMMaM CpejiHero npogeccHoHansHoro obpasosanus» (B pen. Ilpukasa
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Munnpocsemenus PO or 20.12.2022 N 1152) 3aperucTpupoBaHo B MuHIOCTE
Poccru 21 centabps 2022 r. N 70167;

—  Ilpukaza Munucrepcrsa [Ipocsemenust Poccuiickoi Qenepauuu ot
08 Hosbps 2021 r. Ne 800 «O6 yrBepxaeHHH [lopsinka 1poseseHus
TOCYZApCTBEHHOH HTOrOBOH aTTecTallu IO 06pasoBaTelbHEIM IPOrpaMMaMm
CPEe/IHEro MpopeccHoHaNbHOro 06pa3oBaHus» (3aperHCTPUPOBAH MunncTepcTBOM -
toctui Poceniickoit ®enepauun 07 mexabps 2021 r., PEerucTpalMOHHBIH No
66211);

—  Ilpukas Munobprayku Poccun Ne 885, Munnpocsemenus Poccin

Ne 390
oT 5 asrycra 2020 r. «O npakTHYecKO#H IMOArOTOBKE obyyarormuxcs» (BMecTe ¢
«ITonoxxernem 0 MpaKTHYeCKOi MOJATOTOBKE 00yHarOUHXCa»;

(3aperucTpupoBaH MHHHMCTEPCTBOM IOCTHLMM PoccHiickoii ®enepauun 11
ceHTA0ps 2020 r., perucrpauuoHHsii Ne 59778);

—  Ilpukasa Munucrepcrsa [Ipocsenienns Poccuiickoii Menepauuu ot
14.07.2023 r. No 534 «O6 yTBepkIeHHH IepedHs npodeccuit pabouux,
AOJDKHOCTEH CIy)KAlMX, MO KOTOPHIM OCYLIECTBISETCS MpodecCHOHANIBHOE
oOyuenue (B penaxunn [Ipukaszos Munnpocsewenns PO ot 29.02.2024 Ne 136,
ot 05.11.2024 Ne 768) (3apeructpuposan B Musiocte Poccuu 14 asrycra 2023
r. N 74776);

—  IIpumepHoii OCHOBHOIA obpasoBarenbHOH IIPOrpaMMBI
cnenuanbHoCTH 46.02.01 JlokymeHTawuoHHOEe obecrnedenue yIpaBleHUS H
apxuBosezenue 2021 ropx;

— Ilncema Munncrepersa Ilpoceemenus Poccuiickoit Depepauun
JlenapTaMeHT  rocyjapcTBeHHOH — MONMTHKM B chepe  cpemuero
NpOEeCCHOHATBHOrO 00pa3soBaHHs M  NPOQeCCHOHAIBHOIO o0yueHust OT
01.03.2023 Ne 05-592 «PexomeHzauMu No peayH3aLHu cpenHero obmiero
00pa3oBaHus B Tpejenax OCBOGHHSA 006pa30BaTeNBHOM MPOrpaMMBIl CPeIHEro
NPO(ECCHOHATBHOTO 06pa30BaHHSY.

Opranusaius yae6HOro npolecca H peyxuM 3aHATHiA:

Y4ebHblii rox HaumHaercs | CeHTAOpPS M 3aKAHYMBAETCS COTJIACHO rpaguKy
y4ebHoro nporecca.
Y4eOHBIH rosl COCTOMT U3 IBYX CEMECTpOB.
IIponomkHTeIbHOCTD Y4e6HOI HeJlenH — IecTH IHEBHAS.
AKazeMHYeCcKHif Yac yCTaHaB/IMBaeTCs TIPOLOIKHTELHOCTRIO 45 MHHYT.
Obbem oOs3aTenbHOM yueOHON HATPY3KH cOCTaBiseT 36 4YacoB B HeJlelko;
MaKCHMaJIbHBIH — 54 4aca B HeZelNo, BKIIOYAIOMIHI B ce0s BCe BUIEI ayIUTOPHOH
¥ BHEayTHTOPHOI (caMOCTOATENbHOI) yuebHoM paboTh! o ocBoenmo IITICC3.
Ilpy mpoBemeHWHM mpakTHYECKMX 3aHSTHH U nabopaTopHbIX paboT
AOITyCKaeTCs NEJICHHE Ha MOATPYMIEl 10 AuctuIuinEaM 1 MJIK B COOTBETCTBHH ¢
peleHreM MeToaHYECKOro coBeTa KOIeKa.
OO6mmii 06beM KaHHKYIAPHOTO BpeMeHH B y4eGHOM TOAy COCTABNIAET; Ha -
2 kypcax — 11 Hezens, Ha 3 kypce — 10 Hemens, B TOM uMCle ABE HENENU B
3UMHHH Nepuos; Ha 4 Kypce — 2 HeJlelu.
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Koncynbraumu (B xonuuectBe 4 yaca Ha OJHOTO 00ydaromerocss B roj)
IPOBOJATCA CBEPX YCTAHOBIEHHOW y4yeOHON HAarpy3kn M He Y4HTHIBAIOTCH npH
pacyere 00BeMOB y4eOHOro BpemeHu. (POPMBI MPOBEIEHHS KOHcyHBTauHH -
TpyNIIOBbIE, HHAUBUYalbHBIE.

[leproAHYHOCTH MPOMEXKYTOUHOM aTTeCTAlMKM ONpeneNseTcs KaleHIapHbIM
rpaduKoM aTrectaluit. [IpoMesxyTouHas aTTecTals NPOBOIHTCS B (hOpMAX:
3a4eThl — 5 IT.;
nmpcbepeﬂuupoaannme 3ayeTs — 31 mT.;
9K3aMeHbl — 12 mT., B TOM YHCIIe 2 KOMIUIEKCHBIX;

KBATH(HKALMOHHbIE 3K3aMEHBI T10 NPO(ecCHOHATBHEIM MoayisiM [IM.01, TIM.02
u [IM.03.

KommiekcHsii sx3amen Bkmouaer B cebs MJIK. 02.01 Opranuzanus u
HOPMaTHBHO-NIDABOBBIE  OCHOBBI ~ apxuBHOro jgema u  MJIK.  02.02
locynapcTBeHtble, MyHMIMNATbHBIE apXHBBI M apXWBBl OpraHM3auuil  —
MPOBOAMTCA B (OpME YCTHOTO OTBETa HA 5K3aMEHALMOHHBIE OHIIETHI,
BKJIO4arou#e Bonpoce! mo MJIK. 02.01 1 MJIK. 02.02.

Komiutexkcueli 3k3amen Bkmoyaer B cebs MJIK. 02.03 Meroauka H
npakTika apxusoseaeHus 1 MJIK. 02.04 Obecneyerne coxpaHHOCTH JOKYMEHTOB
— IMpOBOAHTICS B (OpME YCTHOTO OTBETAa HA HK3aMEHAIHOHHBIE OMIETHI,
BKJItO4aromue Borpock! mo MJIK. 02.03 u MJIK. 02.04.

Kypcosoii npoekr no aucummamue: MJIK.01.01 JlokyMeHTaumuoHHOE
obecrieyenue ynpasieHus. |

Cucrema TeKylero KOHTPOJIA BKIIIOYAeT CleAyolHe (bOpMBI:  yCTHBIH
OnpoC; BBINOJHEHHE NHCHMEHHBIX JOMAIUHHX 3aJ@HuH, pacyeTHO-rpaduyecKux
3alaHki, Tpe3eHTaUMH; 3alUTa KypCOBBIX PaboT; BBHIMONHEHHE KOHTPONBHBIX
paboT;  TecTHpoBaHWe  (IMCbMEHHOE MM  KOMITBIOTEPHOE); KOHTPOJIb
CaMOCTOSATENIbHOM paboThI CTyIEHTOB (B IHCEMEHHOM MM YCTHOH (hopMe) i T.1.

YuebHat W NpPOM3BONCTBEHHAS TPAKTHKM TPOBOJATCS NPH OCBOSHHH
CTYACHTaMH TNpPO(ECCHOHATBHBIX MOMyJell Kak KOHUEHTPUPOBAaHO, TaK H
paccpefiorodeHo. IlpoussoacTsenHas (TpeTMILIOMHAs) NpaKTHKa NPOBOJHTCS
KOHLIEHTPHPOBAHO. |

OGbem BpeMeHH Ha NPAKTHKY Pacpe/ieNien ClIeTy oMM 06pasoM:

- yueOHas mpakTHKa — 12 Hejes;

- NPOU3BO/ICTBEHHAs MPAKTHKA (NPaKTHKa MO NPODHIIIO CrienHansHOCTH) — 10

HeJleNb;

- MPOU3BOACTBEHHAs NPAKTHKA (IIpeIUIIOMHAs PAKTHKA) — 4 HeJemu.
O6beM  mpakTHYeCcKOH  MOATOTOBKH  CTyAeHTa:  yd4ebHas  u

NpOM3BOACTBEHHAA MPAKTHKA, 1abopaTOpHble ¥  MPaKTUYECKHE 3aHSTHSA,

BBIIIOJTHEHHE KYPCOBEIX paboT (KypcoBoe IpOeKTHpOBaHHe) cocTaBiseT 64% ot

obmero o6bemMa BpeMeHH, OTBEIEHHOIO HA TEOPETHYECKOE 0OY4EeHHE H IPAKTHKY

(1/3, npakTHK, KypcoBoe npoekT = 2820 4 / Bcero 4428 1.)

Obmeobpa3oBaTenbHEIM UK

55



ObmeobpasoBaTenbHbIH LIAKJT OCHOBHOI npodeccHoHanbHON
00pa3oBaTeNbHOH NMPOrpaMMEl C(OPMHPOBAH B COOTBETCTBHH CO CIENYIOIIAMH
HOPMAaTHUBHBIMH TOKYMEHTAMH:

—  QepepainbHbM 3ak0HOM Poccuiickoit Penepauuu ot 29 nexadps 2012
r. Ne 273-@3 «O6 obpasosanuu B Poccuiickoit deneparmiy;

— @enepanbHbIM TOCYIAPCTBEHHBIM OOPA30BATENbHBIM — CTAaHIAPTOM
cpenHero  obmero obpasoBanus (nmpukas Muno6prayku Poccuu ot 17.05.2012
r. Ne 413);

— Ilpukasom Munucrepcrsa IIpocsemenus Poccun ot 12.08.2022 r. Ne
732 «O BHecemuH wu3MeHeHHH B  (emepaibHbIi roCy/1apCTBEeHHBIH
00pa3oBaTeNbHEIH CTaHZAPT CpeiHero obIero o6pa3oBaHus, YTBEP)KACHHBIH
nprkasoM MunucTepeTBa obpazoBanus u Hayku Poccuiickoit Geneparuu ot 17
mast 2012 r. Ne 413» (3apeructpuposano 8 Muniocte Poccru 12.09.2022 Ne 70034);

— IlpumepHoit ocHOBHOII o06pa3oBaTenbHOI NIpOrpaMMON  CpeJHero
obmero obpasoBanusi. //Opmobpena pemreHHEM (benepansHOoro  y4yebHo-
METO/IHYECKOro o0bearHeH s 110 obmeMy 06pa3oBaHHIO (POTOKON OT 28 MIOHS
2016 r. Ne 2/16-3);

— Ilucema Munucrepera Ilpocsemernns Poccuiickoit Meneparn
JlenapTaMeHT =~ rocyjapcTBEHHOH — NONMTHKH B cdepe  CpeHero
NPOQECCHOHANBHOTO  00pa3oBaHHs ¥  NPO(ECCHOHATBHOrO OGYYeHHS OT
01.03.2023 Ne 05-592 «PexomeHIalMK 10 peanu3allly¥ CPEJHEro OBLIEro
obpasoBaHus B Mpeje]laX OCBOSHHS 06pa3oBaTeNbHOM MPOrpaMMbl CpeaHero
npo(eccHOHaNBHOr0 00pa3oBaHUs. _

HopmaTuBHbI ~ CPoK  OCBOEHMS ~ OCHOBHOH  HpPO(hEeCCHOHAIBHOM
00pa3oBaTeNbHOM NPOrpaMMBI 110 CIIELHATLHOCTH CPEHEr0 NMpOheCCHOHANBLHOTO
o0pa3oBaHHs PH OYHOI (hOpMe MOMydeHHs 06pa3oBaHHUs IS JIML, obyqarouuxcs
Ha 6ase OCHOBHOTrO 00miero o6pa3zoBaHus, yBeIMUUBAETCS HA 52 HENenH (mpu
obs3aTensHOM yuebHOl Harpyske 36 4acoB B HEJIETI0) M3 pacyeTa:

— TeopeTHyeckoe obyueHue — 39 Hefenb;
— TNPOMEXYTOYHAs aTTeCTAlHs — 2 HeJeIIH;
— KaHHKYJspHOe BpeMs — 11 Hepnens.

B pamkax w4acoB AMCHMIUIMHBI VHAMBHAyanbHBIH TNpPOEKT, y4eGHBIM
TUIAHOM ~ TpeIyCMAaTPHUBACTCS BBINOJHEHHE HHAMBHIYAJIbHBIX TPOEKTOB 10
PODHILHEIM HATNPABIEHUAM: 00LIeCTBO3HAHHE, HHOCTPAHHBIH S3BIK, THTepaTypa,
NpeIycMOTPEHO NpoQeCcCHOHATFHO-OPHEHTHPOBAHHOE cozlepiKaHue.
WHIuBuYyaTbHEL NPOEKT BBIIOHAETCS OOYYAIOIMMUCS CaMOCTOATENHHO MO
PYKOBOACTBOM MpernojiaBaTels I10 BLIOpaHHOW TeMe M 3allMInaeTcd  Ha
3aKJIIOYHTEBHOM 3aHATHU JUCIHILUIHHEL

B pamxax  npoekta  «BHempeHHe ~ METOAMK  TNpeNOJaBaHHS
0bimeobpasoBaTeNbHBIX JUCLHIUIME» B coepxkanne OVJ[.10 O6iwecTso3Hanne
MHTErpHpOBaHel TeMbl aucuuiuidd OILO1 OxoHomuka oprammsauuu, OIT.04
[IpaBoBble OCHOBEI B IMPO(ECCHOHANLHON JEATENLHOCTH B 0OBEME 3 4acoB; B
conepskanre OY]1.04 MHocTpaHHBIH A3BIK MHTErpUPOBAHBI TEMBI JHCIUILIHH
OIL.03 ITpodeccuoHanbHas 3THKA M OCHOBBI JI€JOBOTO obmenus, OIT.05
HudopmanuoHnble H KOMMYHHKAIIMOHHbIE TEXHOJIOTHH B 06beMe 5 4acos.
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®opMBI IPOBEIEHNS I'OCY 1apCTBEHHON HTOrOBOI aTTECTALIMM:

Popmo#t TipoBesienns 'OCYNapCTBEHHOM HTOrOBOI ATTECTALMU SIBIAETCS
CAata AeMOHCTPALMOHHOI0 IK3aMEHa U 3allKTa MILIOMHOr0 IIpoeKTa (paboTsr).

Ha moarotosky mumiomHoro mnpoekra (paGoTsl) oTBOIHTCS 4 Henenw, a ee
3aI0HTa POBOAMUTCS B T€YEHHE 2 HEIEeb.

IMosicHenus k yyeOHOMy muiaHy - [Ipunosxkenue 5.

5.4. PaGoune mporpamMmel IHCHHILIHH

PaBoune mporpaMMsl AMCIMIUIMH pa3paGOTaHsl B  COOTBETCTBHE ¢
[Tonoxennem o mnopsake paspabotku u TpeGoBaHMSIX K COACPKAHHIO H
0OPMIEHHIO PabodYMX NpOrpaMM y4eGHBIX AMCLMIUIHH H npodeccHOHANBHBIX
Momyne# Ha ocHoe ®OI'OC CIIO, paccMOTpeHBl M pPEeKOMEHIOBaHBl K
NpUMEHCHHIO  LMKIOBBIMH  METOAMYECKHMH  KOMHCCHSMH, COIJIaCOBAHBI
3aMeCTUTeNeM JupekTopa 1o YMP u yTBepXKIAeHBI HHPEKTOPOM KOJIemKa.
AHHOTaUMH nporpamm B [Ipuioxenuy 6. :

PaGouue nporpamMmel qHCHHIIHH

Tabnuna 5
Hupexe
JHCUHILTHHBI HaumenoBanue aucuuninn IIpnnoxenne 5
B COOTBETCTBHH |
¢ y4eOHbIM
IJIAHOM
1 2 3
oVl ObmeobpasoBareabnsie yuedHbie
AHCIMILIHHBI

OV]1.01 Pycckuit 9351k [Ipunoxenne 5
oy .02 JIuteparypa [Mpunoxenue 5
OVY]1.03 Maremaruka [punoxenue 5
OV]I. 04 WHOCTpaHHBII A3BIK IMpunoxenue 5
oy .05 Hcropus [Ipunoxenue 5
OV]1.06 Duznka [Ipuoxenne 5
ova.07 Xumus [Ipunoxenne 5
OV. 08 Brosnorus [Mpunoxenne 5
Oy 11.09 Hcropns [Mpuioxerue 5
OVII.10 OObecTBO3HaHHKE [Ipunosxenue 5
OV].11 ["eorpadus [Ipuioxenue 5
OVI. 12 DH3uYeCcKad KyJIbTypa [Ipunoxenne 5
OovVI. 13 OcHoBEl 6e30MacHOCTH ¥ 3auTl POIHHED [Ipunoxenne 5

CI.00 ConpaabHO-TYMAHHTAPHBII IHKJI

Cr. 01 Hcropus Poccuu IIpunoxenue 5

Cr. 02 WuocTpaHHblil 536K B IPOGECCHORATEHOI

NEeATeIbHOCTH [IpunoxeHnue 5

Cr. 03 Be3onacHOCT KH3HEAEeATEIbHOCTH [Ipunoxenue 5

Cr. o4 Du3nyecKas KyabTypa [Ipunoxenue 5

Cr.o0s OcHOBEI GepexJIHBOro MpoH3BOJICTRA [Iprnoxenue 5

CT. 06 OcHOBBI (hHEAHCOBOIT IPAMOTHOCTH [Ipunoxenne 5
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Or1.02 MeHeKMEHT [Ipriioxenue 5

OI1.03 [TpodeccronansHuas 3THKa H OCHOBHI JICJIOBOT'O [Tpunosxenue 5

OI1.04 [TpasoBeIe OCHOBEI TPO(ECCHOHANBHOI [punosxenue 5
JIeATEJIbHOCTH

OI1.05 WndopManuoHnsie B KOMMYHHKAIHOHHbIE IMpunoxenue 5
TEXHOJIOTHH

OT1.06 Pycckuil 835IK B npoheccHOHAIbHO IIpunoxenne 5
neATe/bHOCTH

OIL.07 Kommeiorepnas 06paboTka 10KyMeHTOR [punoxenne 5

OIL.08 OCHOBEI IICHXOIOTHH [punoxenue 5

OI1.09 KapsepHoe mozemposanne [Ipunoxenne 5

5.5. PaGoune nporpammbl npogeccHOHATBHBIX Moay.Jieit

Paouue nporpaMMel mpodeccHOHANBHBIX MOJIyIeil paspaboTaHsl B
cootBeTcTBHE ¢ IlosokeHWeM © mnopsuke paspaGoTKH M TpeGOBaHMIX K
COACPKAHUIO M OQopMIeHHIO pabouMX NpOrpaMM Y4eOHBIX JHCHHILIMH H
npodeccHoHANBHBIX Moxysiell Ha ocHoBe ®I'OC CITO, PexoMeHmaUMsMH 110
OpraHu3allid  BCeX  BHJIOB  MNPaKTUK  OOY4YaloOLIMXCS,  OCBAHBAOIINX
obpasoBaTe/lbHbIe TPOrPaMMBI  CPEJHEro MpohecCHOHATBHOTO oOpa3oBaHus
COracoBaHbl ¢ paboOTOHATeNssMH M YTBEPXKAEHBI AMPEKTOPOM  KOJUIEIKA
AnHOTanMu nporpaMm B [Ipunosxenuu 6.

PaGoune mporpammel npogeccHonanbubIx mMoxyeii

Tabmuua 6
Hnpexc
npodeccHoHAID Haumenosanue npogeccronaabHBIX MoyJieii Ipuaoxenne
HBIX
Mojy.1ei
B COOTBETCTBHH
¢ yqeOHBIM
IVIAHOM
1 2 3
[IM.01 OcymecTBieH#e OpraHu3alHOHHOTO |
JOKYMEHTAllHOHHOTO obecneyeH s AeSTeNbHOCTH
OpraHH3aLiH

MJIK. 01.01 OKYMEHTallHOHHOEe obecrnieyeHne yrpaBieHHs

MJIK. 01.02  Opranm3auus paboTh! ¢ 2J1€KTPOHHEIMHA JOKYMEHTAMHA [Ipunoxenne 5

MJIK. 01.03  Opranusaius [Ipanoxenne 5

CEKPETapcKoro 00CTyKuBAHUA .

MJIK. 01.04  JloxymeHTanHOHHOE 0Gecneuen e KaJpoBoii CIIyKObI [Tpunosxenne 6
VILOI YyeOHas npakTuka [Ipunoxenue 6 -
[1I1.01 IIpoussoacTBeHHas pakTHKA (110 npodumo

CIELHATBHOCTH)
IIM.02 Opranusaius apXuBHOH paboThl 0 JOKYMEHTaM [Ipunoxenne 5
Opra"u3aiuii pa3HyHbiX GopM cOOCTBEHHOCTH .
MJIK.02.01 . OpraHu3auus 1 HOpMATHBHO-IPABOBHIE OCHOBEI PUIIOKEHHE 5
APXHBHOIO Jiejia [H




MJIK.02.02  [FocynapcTBeHHbie, MyHHIMNATBHBIE ADXUBEI H apXHBHI] [pHIOKeHHE 6
i OpraHH3aIHi

MJIK.02.03  Merouka H NpakTHKA apXHBOBEACHHS [Ipunoxenue 6

MJIK.02.04  (OGecnieuenne COXPAHHOCTH JOKYMEHTOB [Ipuioxenne 5
VT1.02 YueOHag NpakTHKa [prnoxenue 6
[111.02 [Ipou3BoacTBeHHAs MPaKTHKA (10 MPOQHITIO [Tpunoxenne 6

CHEHAIBEHOCTH)

IIM. 03 Brmonuenne pabor no paGouum npodeccusm [punoxenne 5
VI1.03 Yyebnas npakTuka ) - Ipunoxenue 6
[111.03 [Tpou3BoACTBEHHAs TIPAKTHKA | Ilpunoxenne 6

5.6. IIporpamma y4eGHoii H NPOH3BOACTBEHHOI NPaKTHKH

IIporpamma npomsBoncTBeHHON mpakTMKH paspaGoTaHa Ha ocCHOBe
PexoMenpammii 1o opraHuzamMu  Bcex  BHIOB NpakTHK  oOydaromuxcs,
OCBaHBAIOLIMX 00pa3oBaTe/bHEIE NPOrPaMMbl CPEHEro MpOdeCCHOHATEHOrO
obpasoBaHus corjacopaHa ¢ paGoOTOHATENsIMH M YTBEpYKIEHbI JMPEKTOPOM
kouteka ([lpunoxkenue 7).

5.7. Paboyasi nporpamma BocnuTaHus

BocrnuratensHas pestenshocts B «PKMuA» SIBISETCS HeoTheMJIEMOii
YacTblo 00pa3oBaTenbHOrO mnpouecca.  BocmuTaHue  0OydaromXcs pH
OCBOGHHH HMH 00pa3oBaTelBHONH MPOrpaMMBbI OCYIIECTBIAETCS HA OCHOBE
BKJIFOYaeMBIX B 00pa3oBaTelbHyI0 porpaMmy pabodeit mporpaMMbl BOCIHTAHHS
H KaleHIapHOro IulaHa BOCIMTATENbHOH paboThl, pa3pabaTeIBaeMbIX | -
YTBEPKIAEMBIX € YYETOM BKIIOYEHHBIX B COOTBETCTBYIOLIYIO IPHMEPHYIO
00pa3oBaTelIbHYI0 MPOrpaMMy, BKIIOYEHHYIO B PEecTp IIPHMEPHBIX OCHOBHBIX
obpasoBarenbHbIX mporpamm. [IpruopureTHOit 3a1aueii Poccuiickoii Deneparun B
chepe BocmuTaHMS sBIsETCH Pa3BHTHE BBICOKOHPABCTBEHHOH JTHYHOCTH,
pasfeNsIoel pOCCHICKHE TpaAULMOHHBIE JyXOBHEIE LIEHHOCTH, 06Jaaarommeii
aKTyaJIbHBIMH 3HAaHUSIMH H YMEHHSMH, CIIOCOOHOH pealn30BaTh CBOI MOTEHIHA
B YCIIOBHAX COBPEMEHHOr0 OOLIECTBA, IOTOBOH K MHPHOMY CO3HIAHHIO H
3amuTe OteyecTna.

B COOTBETCTBUM C HOPMATHBHBIMH [MpPAaBOBBIMH aKTaMi Poccuiickoit
Qenepauun B chepe 06pasoBaHus Hesib BOCHHTANHS 00YYaAIOMMXCS: pa3BUTHE
JTUYHOCTH, CO3JJaHHE YCIOBUH JUId CaMOONpeJelieHuss M COLMAIM3aLUH Ha
OCHOBE COLMOKYJIBTYPHBIX, JyXOBHO-HPAaBCTBEHHEIX LEHHOCTEH W NMPHHATHIX B
POCCHHCKOM 001LieCTBE NPaBHI H HOPM I10BEAEHHS B HHTEPECaX Ye/I0BeKa, CEMbH,
obmecrtsa M rocyaapctea, QopmupoBaHHE Y 00y4Jaromuxcs 4YyBCTBa
'NMAaTPHOTH3Ma, TPAXJAHCTBEHHOCTH, YBaXEHHS K TaMATH 3alIUTHHKOB
Oreuectsa 1 noasuram I'epoes OteyecTsa, 3aKOHY H IIPABOIOPS/KY, 4e/I0BEKY
TpyZa ¥ CTapIeMy MOKOJICHHIO, B3aHMHOI'0 YBaXK€HHs1, OEPEeKHOro OTHOLICHHUS K
KyJIbTYpHOMY  HAacle[MI0 M TPaJHLHUSIM MHOrOHAIHOHAJIBHOTO HApOja |
Poccriickolt ®enepanuu, npuposie u okpyxaromeii cpeze. | .

3anaun BocnuTAHHA: YCBOeHHE OOyYalONMMHCS 3HaHHH O HOpMax,
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DYXOBHO- HPABCTBEHHBIX IEHHOCTAX, KOTOpble BHIPAOOTAIO pPOCCHHCKOE
00wecTBO (COLMANBHO 3HAYMMBIX 3HAHMWIT); (GOpPMHpOBaHHE H pa3BHUTHE
OCO3HAaHHOTO TMO3MTHBHOIO OTHOIIEHHS K IIEHHOCTSM, HOPMam H IpaBHiIaM
MOBEJCHHS, TIPHHATBIM B POCCHHCKOM oOmlecTBe (MX OCBOGHHE, MPUHSATHE),
COBPEMEHHOI0 Hay4YHOr0 MHPOBO33PEHHS, MOTHBAUMH K TPYAY, HEIPEPbIBHOMY
JIMYHOCTHOMY H MPO(DECCHOHATBLHOMY POCTY; IPHOGPETEHHE COLHOKYIBTYPHOTO
ONbITA MOBEJCHHS, OOIIEHHS, MEXIHYHOCTHBIX U CONMANBHBIX OTHOLICHHH, B
TOM 4HCIIE B NPO(pECCHOHANBHO OPHEHTHPOBAHHOM /I€STeNLHOCTH; IOATOTOBKA K
CaMOCTOATEIBHOH IPO(QECCHOHANBHOMN JEATEIPHOCTH C YYETOM MONy4aeMoil
KBaTHGUKALKH (COLHAIbHO-3HAYMMBIif OIIBIT).
Paboy4as nporpamma Bocrniuranus npezacrasnena B [Ipuioxkenuu 12

5.8. Kanennapuelii niian BocnuTaTebHOI paGoTsl

KanennapHsiii T1aH BOCIHTATEJIbHON paboTsl NpeACTaBlIeH
B lIpunoxennu 12

6. YeaoBus peannzauus 06pa3oBaTebHOM NPOrpaMMel

6.1. KoHTpOJ/1b H OLIeHKA OCBOEHHS OCHOBHbBIX BHI0B
npodgeccHoOHAJILHOH JesATeJIbHOCTH, npodecCHOHANBHBIX H OOLIHX
KOMIIeTeH L HH

Ouenxa xadvecTBa pesynbtaroB ocBoeHHs OIl BkmodaeT TeKyiwit
KOHTPOJIb 3HaHHH, IIPOMEKYTOYHYIO H FOCYapPCTBEHHYIO MTOrOBYIO aTTECTAIIHIO
00y4aloIMXCs, OPraHW30BAHHYIO COINACHO JOKaTbHOMY akty «[lonoxenne o
TEKYIIEM  KOHTpOJIe  YCNEBaéMOCTH M  INPOMEXYTOYHOM  aTTeCTallWH
o0y4aromuxcs.

Texymuii KOHTPOJNL yCNEBaeMOCTH M TPOMEXKYTOYHAS ATTECTALHS
NPOBOJUTCA IO pe3yJibTaTaM OCBOGHHsS MNpPOrpaMM Y4YeOHBIX MHUCLMIUIAH M
NpoecCHOHANBHEIX MOLYIEH.

IlpenosaBatens, ocymecTBIAIOMMHA TeKymuii KOHTPOTs, HA IEPBOM
3aHATHH AOBOIUT 10 CBEEHHs 00ydalolMXCsl KPUTEPHH HX aTTECTALMK B paMKax
TEKYIIEro KOHTPOJIA YCTeBaeMOCTH B TeYEHHE INEpPBHIX ABYX MecsueB. Texymiuit
KOHTPOJIb 3HAHWH NPOBOIUTCS 1O yYeOHBIM MHCUMIUIMHAM, NPEAYCMOTPEHHBIX
y4eOHBIM TIUIaHOM, B TpeielaXx yueOHOrO BpeMeHH, OTBEJEHHOro Ha
COOTBETCTBYIOLIYIO AUCUMILIMHY, KaK TPAAHLMOHHBIMH, TaK H MHHOBALHOHHBIMH
METOMaMH. . |
Jnst arrectauun OOydYalOUIMXCS HA COOTBETCTBHE HX IEPCOHATBHBIX
JoCTXKeHHH nostanHbiM TpeboBanuam OIMICC3 (Tekymas M MpOMEKYTOYHas
aTTecTalusA) HMEETCA INporpaMma MNPOMEXYTOYHOH ATTECTALHH H CO3/AI0TCSA
(OHJBI OUEHOYHBIX CPEJCTB, IO3BONSIOIIME OLEGHMTH 3HAHWA, YMEHHS W
OCBOCHHbIC KOMMNETCHUHH. MOHJbI OLEHOYHBIX CPEACTB, IS MPOMEXYTOYHOH
aTTeCTali¥  pa3pabaThiBAaOTCA INEJarOrHYeCKHMH pabOTHMKAMH  KOJUIMKa
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CaMOCTOSITEIbHO M YTBEP)KJAIOTCS  JHPEKTOPOM  KOJUIeDKAa MM €ro
3aMECTHTCITAMH.

B TI'BIIOY PO «PKMuA» co3maioTcs yCIoBHS IS MAaKCHMAIbHOTO
MPHOJIMIKEHHs POrpaMM TeKyIIei H MPOMEIKYTOYHOMN ATTECTAMH 00YYaIomuUXCs
MO AMCLUMIUIMHAM U MEXIHCIMILUIMHAPHBIM KypcaM NMpo(ecCHOHaILHOro HUKIa K
yCIOBHAM HX Oyxyiielf mpoeccHOHaNBHON AeATeNbHOCTH — Ul Yero, KpoMe
penojiaBareedl KOHKPeTHON JMCUMILUIMHBEI (ME@KAMCLMILIMHAPHOTO Kypca) B
KayeCTBe BHEIIHUX JKCTICPTOB MpPHUBJIEKAIOTCA pabOTOJATeNn M MpPENojaBaTelH,
YHTAIOIIHE CMEXHbIE AUCIIMILIHHEL
I1pu npoBe/ieriu NpoMeIKyTOUHOI aTTECTALMM HCTIONB3YIOTCS CIEYIOLIHE
(opmsr: : i

— 3a4€THl ¥ AU epeHIHpOBaHHEIE 3a4EThl IIPOBOAATCS 3a CUET BPEMEHH,
OTBEZICHHOTO Ha U3y4YeHHE JAMCLIMILUTMHBI U IPO(ECCHOHATEHOTO MOTYJIS;
— 3K3aMeHBI — 3a cyeT BpeMeHH, BeigenesHoro GI'OC CIIO.

PesynbratoM OCBOGHHA NpPO(ECCHOHAIBLHOrO  MOMYNS  SBISETCS
FOTOBHOCTE  00y4alomierocsi K BBIMONHEHHIO BHAA MNPodhecCHOHATBHOI
ACATENBHOCTH 1o crennanbHocT 46.02.01 JlokymeHnTaumonHoe obecrieyeHue
YUpaBICHHA W apXHBOBEJEHME U COCTABISIONHX €ro MpOQecCHOHATBHBIX
KOMIIETCHLIHH, a TaKke OOLIME KOMIETeHLHH, (OPMHpYIOLHECsS B IIpoLecce
ocsoenus OIMTICC3 B uenom.

®opmoii aTTecTalyuHu 10 NPo(eCCHOHATEHOMY MOIYMIO ABJSETCS K3aMeH
(KBaIM(UKALMOHHBIH),  IPOBEPSIOWMI  [OTOBHOCTH  OOyuaiomerocs K
BBIIOJIHEHHIO  YKa3aHHOIO  BHAA NpO(ECCHOHANBHOH  JIEATENBHOCTH H
COPMHPOBAHHOCTS Y ~ HEro KOMIICTCHUWH, ONpeleNeHHBX B pasfene
«TpeboBanns k pesymprataM ocsoenns OI» ®I'OC CITO. Pesymsratom
aTTeCTallMH  SBJIACTCS OJHO3HAYHOE pelleHHe: «BHA INpodhecCHOHATBHOM

JESTeIbHOCTH OCBOEH / HE OCBOEHY.

IIporpaMma mpoMmesyTOYHOM arTecTaluu Mo cneumaisHoctH 46.02.01
JOKyMeHTalHOHHOE obecrneyenre ypasieH s H apXUBOBEICHHE —

Ilpunoxenue 8

6.2. KaapoBoe obGecneuenne

Peanuzanus obpazoBareNbHOM MporpamMMmbl obecneuyuBaercs
NearornyecKuMK  paboTHHKAMH 00pa30BaTeNBHON OpraHU3alMH, a TaKKe
JMLUaMH, TpUBICKAEMBIMH K pealu3alMd o0pa3oBaTeJbHON TNIpPOrpaMMbl Ha
YCIOBHAX TIpaKJaHCKO-PaBOBOIO JOrOBOpPa, B TOM YHCJIe M3 YHClA
pykoBoAHMTeNied ¥ pabOTHHKOB OpraHM3aliWii, HaNpaBleHHe JeATeNbHOCTH
KOTOPBIX ~ COOTBETCTBYeT obnacTH mpodeccHOHaNBHON jesTensHocTH 07
AJIMUHHCTPaTHBHO-YTIpaB/ieH4ecKas ¥ O(HCHAA JeATeNLHOCTb, H HMEIOIHMH
cTak paboThI B AaHHOH NpoecCHOHANBHOM 06J1acTH He MeHee Tpex JeT.

Ksanuduxanus Ne1aroruyeckKmux paboTHHKOB obpazoBaTenbHOI
OpraHH3alluy 10KHA OTBEYaTh KBAMH(GUKALMOHHBIM TPEOOBAHHSIM, YKa3aHHEIM B
KBaTH(QHKALHOHHBIX CTIPABOYHHKAX U (MJIH) NIPO(ECCHOHATBHBIX CTAHIAPTAX (npﬁ
HaJTHYHN).
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[Tenarornueckue pabOTHHKH, NpHBJIEKaeMEIe K peanu3anun
o0pa3oBaTenpHON MPOrpaMMbl,  JOJIKHBI MoJy4aTh  AOMOJHHTEILHOE
npodeccuoHanbHOe 06pa3oBaHue 110 MPOrpaMMaM IOBBILIEHHS KBaIM(HKALWH, B
TOM 4Hcle B OpME CTAKHPOBKH B OpraHM3alMgX, HalpaBieHUe JeSTeIbHOCTH
KOTOPBIX ~ COOTBETCTBYyeT 00nacTH npodecCHOHAaNBHONW aestensHOCTH 07
AJIMHHUCTPaTHBHO-YTIpaBleHYecKas U o(HUCHas AEATENIBHOCTb, HE PeKe OJHOI0
pasa B TpH ToOJa ¢ Y4YeTOM paCIIMPEHMsl CIEKTpa MNpoecCHOHANBHBIX
KOMIIETEHLIMA.

Honst nenaroruveckux paGOTHHKOB (B IIPUBEOEHHBIX K LEIIOYHCIEHHBIM
3Ha4YEeHUAM CTaBOK), obecreyrBaoIuX OCBOEHHE obyuaronmmucs
NpodecCHOHANBHBIX MOIyJIeH, HMEIOIIHX OMbIT AeSTeNLHOCTH He MeHee Tpex JieT
B OpraHM3alMsX, HanpaBeHHE NEATENbHOCTH KOTOPBIX COOTBETCTBYET 00JIACTH
IpOpECCHOHANBHON aesTensHocTH 07 ANIMHHHCTPAaTHBHO-YIIPaBjeHYeCKas K
O(HCHAs JeSTeNBHOCTh, B OOLIEM YHCIe MeJArOTHYeCKHX pabOTHUKOB,
peamsyIoluX TNpPOrpaMMbl IPO(ECCHOHANLHBIX MoZAyneil 06pa3oBaTeNbHOI
MpOrpaMMel, I0JUKHA OBITh HEe MeHee 25 POLEHTOB.

Cocras npenozaasareseii, o6ecre4yuBarOmHX o0pazoBaTeNbHBII MPOLECe 1o
OI1, npusenen B [Ipunoxenuu 10.

6.3. YueGHo-meTonnyeckoe n HHPOPMALHOHHOE oGecieyenHe
00pa30BaTe/IbHOrO Npouecca

IIporpaMma nojroToBKH CIELHATHCTOB CPeHEro 3BeHa, 00ecreYHBaeTes
y4eOHO-MeTo uYecKON JOKyMEeHTaIHe 1o BCEM JHCLUILTHHAM,
MEXTHCLUIIHHAPHBIM KypcaMm H npoecCHOHATBHBIM Moy asaM. YMJI no kaxmoit
y4eOHOH JUCLHMILIHHE, IPOYECCHOHATLHOMY MOJIYITO TIpeJICTaBlIeHa B BUIIE:

- paboueit mporpaMmer;

- KaJIeHIapHO-TeMaTHYeCKOro MIaHa;

- J1aHa y4eOHOro 3aHATHS;

- MCTOQMYECKHX PpEKOMEHJAUMH 10  BLIMOJHEHHIO IPAKTHYECKHX,
nabopaTopHeIX pador; :

= MCETOJMYECKHX pEKOMEHJAUWH II0 BBINOJHEHHIO BHEAYIHTOPHOI
CaMOCTOATENBHON paboThl 00YYaOIUXCS;

- KPaTKHX KypCoB, pabo4ux TeTpaeif;

- ()OHIOB OLIEHOYHBIX CPE/ICTB;

Merouyeckue pekoMeHIAUMM U paboTHl  CTYIEHTOB B dbopme
3MIEKTPOHHBIX 00pa30BaTeNbHBIX pPECYPCOB pasMeNeHbl B YHTAJBHOM 3ajle
komneka [Ipunoxkenue 11.

BubiuoTeka komnemka pacnonaraer yue6HO-METOAHYECKOI JIUTEpPaTypoi
110 BCeM IMCLMMUTHHAM y4eOHBIX M1aHoB. B GubnioTeke HMeeTcs mepedeHnb Beeii
OCHOBHOH JIMTEPATyphl MO IMCIMIDIMHAM KaXIOH MpogeccHH/CrenuansHOCTH.
Bubnnoreka ocymiecTBiseT cBoio paGoTy B TECHOM KOHTAKTE C METOMMYECKHM
kabunerom Kosure/pka ¢ nipeficeiaTeNssMi METOIHYECKHX KOMHCCHI. ExXeromHo
OnbnmoTekapp, COBMECTHO C MpeACeNaTeNsMH LMKIOBBIX METOAHYECKHX
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KOMHCCHH, TMPOBOJMT aHalU3 KHHIOOOECIEYEeHHOCTH Y4eGHOro mpoluecca
y4yeOHMKaMH ¥ y4eOHBIMM TOCOOHMSIMHM, BBISBISIOTCS YCTapeBIIHE YYeOHHKH M
yueOHbIe TOCOOHS, COCTABISIOTCS aKThl Ha CIIMCAHHE. :

bubnnoTeka momy4aeT aHHOTHPOBAHHBIH KaTallol' U TeMAaTHYECKHE ILIAHbI
M3/1aTeNIbCTBA «AKaZeMHUs» Ha y4eOHYI0 JIUTepaTypy Ui Y4peXIAeHHH BBICIIEro 1
CpeaHero npo(hecCHOHANBLHOTO obpazoBaHus, KOTOPBIi H3ydJaercs
npe/icefiaTeIAMH METOAMYECKHX KOMHCCHH U JIelaeTes 3aKa3 Ha HEOOXOAHMYIO B
y4ebHOM mpouecce JHMTepaTypy B KHMIOTOProBylo (upMy. BHGIHOTeKaph
PEryNApHO  NOBOAMT HEOOXOAMMYIO HMH()OPMALMIO [0 IeJaroruyeckoro
KOJUICKTHBA, 4 TaKkKe TMPOBOJAMT  HMHIAMBHMAYyalbHOe  HH(OPMUpOBaHHE
MpenojaBaTelield U MacTepOB NPOH3BOACTBEHHOTO 00YYEHHS.

Kpome obs3aTenbHoil y4eGHOM M y4yeOHO-METOLHYECKOl JIMTEPaTyphsl B
OubnHoTeke uMeeTcs JIONONHHTENbHAS JUTEpaTypa, KOTOPYK ofydaroiuecs
HCIONB3YIOT B YMTATBHOM 3ajle JUIsl CAMOCTOSITENBHONW paboThl, IS HAIMCAHUS
pedepaToB, MICBMEHHBIX IK3aAMEHAUHOHHBIX PaboT, a TakkKe HaydHO-MOMyIAPHAA,
CIIpaBOYHas JUTEPaTypa, SHUHKIIONEIHH H SHIHUKIONEAHYECKHE CIIOBAPH

bubnuoreka komnemka «PKMuA» umeer:
- YHTATBHBIH 3a)1, TIomas - 108 M?

- Gponnoxpanmuie - 72 M

- IOCaJOYHBIX MecT — 35.

B 4uTansHOM 3aJie umeercs:

1. KHmxHble cTemaxu — 6 wmr.
ITepenBHIKHBIE BBICTABKH — 3 I0T.
ITonBecHbie cTeH bl — 4 1mT.

Cron tymba — 1 wr.

Tym60uku — 3 .

Sk ang karanora — 1 mwr.
Tenesuzop — 1 mr.

Bupeornneep — 1 wr.

9. KommnsioTeps! — 5 mr.

10. Konupopanshas mammsa — 1 mr.
11. Tenedon — 1 mr.

12.  Ceiid — 1 mr.

bubmuoreunsiit Gpoun cocrasnser 13643 xuur

SR S S e E )

— W3 nux xypnanos 1151 skzemmsp
— XyA0XKeCTBEHHOI JIuTepaTyphl 5884 3Kk3eMILISAPOB
— ITo o6meobpasoBarenbHbM IpeameTam — 2087 yueGHHKOB
—ITo obmenpodheccHoHaTbHBIM AUCLHIIHEAM — 1972 yueOHUKa
— IIpodeccronanbbli K — 2109 yyeGHuKoB
— CnipaBoyHas uTeparypa — 329 3K3eMILIApoB
— DNeKTpoHHble AuCKH — 191 .
~Iloco6us no ¢puHaHcoBOH Ge3onackocTy — 930 SK3eMILIAPOB
DOHJ TNEPUOAUYECKHX H3JAHHH COCTOMT M3 LEHTPaJbHBIX M MECTHBIX
OOIIECTBEHHO-IONMATHYECKUX ~ M3JIaHMI, a  TakxKe OTpacleBBIX U3JIaHHH,
COOTBETCTBYIOLIMX MPOMHUIIIO peann3yeMbIX 00pa30oBaTeIbHbIX IPOrPaMM.
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O6cnyxuBanue  O0ydYaloOMXCs M COTPYAHHMKOB  OCYIIECTBISETCS
aboHemenToM OubmuoTekn H aGOHEMEHTOM 4HMTalbHOro 3ana. lleHTpom
MpOBEJIeHHs] BCeX BHEKIIACCHBIX MEPOINpPHSATHI, opraHu3oBaHHBIX B Koremke,
ABNACTCA YMTANbHBIA 3anm ¢ 35 mocajo4HbiMM MecTaMH. [l NpOBEACHHS
BHEKITACCHBIX ~ MEPONPHATHH  YMTalbHBIH  3a1  O0OpYymOBaH:  3KpaHOM,
MYJIBTHMEHHHBIM IPOEKTOpOM, Tenesusopom, DVD u CD npourpsiatensiM,
MY3BIKaJIbHBIM LIEHTPOM. [ BBINOIHEHHS Y4eOHBIX 3aJaHHil B UWTAILHOM 3aje
YCTaHOBJIEHO 5 KOMITBIOTEPOB.

YuebHas nuteparypa npuobperanach 3a MocieHue S JieT B COOTBETCTBUH
C HOpMaTHBHBIMU TpeboBauusamu U 70% ot obiero ee yucna umeer rpudsr MO
P®. KonudecTBo 5K3eMIUISIPOB MNpHOOpPeTeHHOH 06s3aTe/bHOMN JIUTEpaTyphl
ONPE/EIIACTC B COOTBETCTBHM C y4eOHBIMHM IJIaHAMH, ONPEAE/ISIOMHMH CPOKH
OOy4eHHs: TOH WIM MHOH MMCLUMIUIMHBL, YTO [103BOJSET MAKCHMATBHO
PaLMOHAIBHO pacnpe/eNaTh KHHKHBINA GO,

Obecneyenne yuebHoit 1 yueGHO-METOAMYECKOH ITEPATYPOI COCTABNSET
- 1,03 ok3emmngpa Ha oAHOro oOY4arOmIErocs, YTO MO3BOJSET OLEHHUTH
OnbimoreyHo-nHpoOpMalOHHOe  ofecrieyeHHe  y4yeGHOTrO  mpomecca  Kak
JOCTaTOYHOE.

B 6ubmnorexe Konmemka npogomkeHo cosanue pasnena «Mezma'relca»
B KOTOPbIH BHOCATCS METONMYECKHE MaTepHANb], KJIACCHBIE 4achl, [Pe3eHTALHH 1
BHIECO(DHIBMBI K YPOKaM.

HeorbemieMoli 4acTsio coBeplIeHCTBOBAHHS 06Pa3oBaTENBHOIO Mpolecca
ABJsieTcs MH(OpMaTH3auus yueGHOro npoiecca.

IIpuMeHeHHe COBPEMEHHOIO JHLEH3HOHHOIO MPOrPaMMHOTI0 0becredeH s
M HCTOYHMKOB Yy4eOHOH HH(OpPMALMH IO3BOMSET NPUMEHATH COBPEMEHHBIE
KOMITbIOTEpHBIE 00y4JalOIHe TEXHONOTHH IIPH W3yYEHHH BCEX LIMKIOB JUCLUILIHH
y4eOHBIX TIaHOB.

Komiexem nposoautcs paGora 1o npuHOOPETEHHIO M MOJAEPHH3ALHH
KOMIIBIOTEPHOM U MHOJKUTENIBHOM TEXHUKH.

B xomnemxke pabGoraior 4 KoMIbloTepHEIX Kinacca. Beero B Komnemke 152
NEPCOHAIBHBIX KOMMIBIOTEPOB M 43 HOyTOyKa. s Gonee monHoro obecneueHus
y4ebHOro nporecca HMeeTcs BEICOKOCKOPOCTHOE MOAKITIOUeH e K ceTH MHTepHeT.

Yposenb obecnieueHHoCTH yueGHOro mporecca KoMmisiotepamu B Komnemke
— 30 xomnbioTepoB Ha 100 obyyarommxcs. |

Wudopmannonsoe obecredenre NpoQecCHOHANTLHEIX 00pa3oBaTelbHbIX
IpOrpaMM A0CTaTOYHO [UIs BEJAEHHS 00pa30oBaTeIbHOTO Mpoliecca.

JIOCTYyNHBIM H aKTyanbHBIM MCTOYHUKOM HH(OPMALHM CIYXHT CalT
Konnemxa, rae pasmemaercs uHpopManns 06 OCHOBHBIX H JOTIONHHTENBHBIX
peain3yeMbIX MporpaMmax, AOKYMEHTaX M JIOKaJbHBIX aKTax, o nocnenﬂux
coOBITHAX, 0 Ku3HH Komnemxka. )

Cospanne eauHolf HHOOPMALMOHHOH 06pPa30BATENBHON CpENBl CTAIO
BO3MOXKHBIM Os1aromaps o0ecreueHHOCTH KOMIBIOTEPHOH TeXHHKOH, a TakKe
AOCTATOYHOM  YpPOBHE  HMH(POPMALMOHHOM  TpaMOTHOCTH  [E€JaroroB |
00y4aromuxcs, 4To MO3BOJSAET HCIIOJB30BaTh HHMOPMALMOHHEIE TEXHONOTHH He
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TOJIbKO MPH W3YYCHHH NUCLUMILIMH, HO M IPH NPOBEJAECHHH TEKYLIEro KOHTPOJI,
IPOMEXKYTOYHOH ¥ UTOTOBOM aTTECTAaI[HH.

bubnuoreunsiit  gonp, mnomuMo y4eGHOH JiMTepaTyphl  BKITIOYAET
ouIHATbHbIE, CIPaBOYHO-OHOMHOrpadHyeCKue i NEPHOAHYCCKUE HIAHH:

1. Jlenonpou3sBocTBO H JOKYMEHTOOG0POT Ha NpeANpHATHY

2. CrpaBo4HMK cexperaps H oduc MeHekepa. [TpakTHyeckuii KypHai
3. Cekperapb-pedepeHt

Komnemx mnpenocrasiser o6yyaiomuMmesi BO3MOMKHOCTD OnepaTUBHOIO
obMeHa MHOOpMAlMel ¢ OTeYeCTBEHHBIMH 06PA30BATENHHEIMHU YUPEXKICHUAMH,
OpraHu3alMAMH U OOCTYIl K COBPEMEHHBIM NPodecCHOHANBHEIM 6a3zaM MaHHBIX H
HH(pOpMaHOHHEIM pecypcam cetd Murepuer. Komnemk noakmoded k¥ HOB
(HaunonanbHas anekrponsas 6ubinorexa).

Ob6ecneyennocts  ofydaiommxcs — y4eOHBEIMH — [EYaTHBIMH M
SJICKTPOHHBIMH H3JaHMAM 1o jaucuurmuHaM ¥ MJIK no cneuuwansHOCTH
46.02.01 JloxymeHTaunoHHOe obecnedyeHue YIpaBieHHS W apXUMBOBeJEHHE
npejcrasiieHa B [Ipunoxennu 11.

Komnewxem mnposogurcs pabora nmo npuoBGpeTeHMIO M MOAEPHH3ALUH
KOMIIBIOTEPHOM U MHOJKHTEIbHON TEXHHUKH. |

WndopmaiuonHoe obecnevenue npoQ)eccuonaanmx obpa3zoBaTenbHBIX
NpOrpaMM AOCTaTOYHO /IS BEJIEHHS 06pa30BaTeIbHOTO MPOLIECca.

JIOCTYNHBIM M aKTyajJbHBIM HCTOYHHKOM HHQPOPMALHMH CHYXHT CailT
KOJLIeKa, rjae pasMmemaeTcs MHQOopMaLus 006 OCHOBHBIX M JONOJHHTEIbHBIX
peanu3yeMbIX MporpamMMmax, JOKYMEHTaX M JOKaJbHBIX aKTaX, O MOCIEeAHHX
COOBITHAX, O )KU3HH KOJUIEIXKA.

Obyvaromuecs WHBAIMABI M JIMUA C OTPAHMYCHHBIMH BO3MOXHOCTSIMH
310pOBbS  JIOJUKHBI OBITH OOecriedyeHbl NeYaTHBIMH M (WJIH) 3JIEKTPOHHBIMH
y4eOHBIMH U3aHHAMH, aNANTHPOBAHHEIMH TIPH HEOOXOZMMOCTH Ui obyueHus
YKa3aHHbIX 00yJarommxcs.

Cosnanue eauHON WH(OPMALMOHHON 06pPa3OBATENBHON Cpelsl CTANO
BO3MOXHBIM Oaronaps 06ecreqyeHHOCTH KOMIBIOTEPHON TEXHHKOM, a TakkKe
JAOCTaTOYHOM  ypOoBHE  HH(OOPMALMOHHOH  TIPaMOTHOCTH  MEJaroroB = H
- obyvarommxcs, YTO MO3BOJILET MCIONH30BATh HH()OPMALUOHHbIE TEXHONOTHH He

TOJIBKO NPH H3YYEHHH QMCUMILUIMH, HO M IIPH NPOBENEHHH TEKYLIEro KOHTPOIS,
NPOMEXYTOYHON H UTOTOBOM aTTECTALMH.

[lepeyenh KOMIBIOTEPOB, UMEIOIMXCA B 06PAa30BATEIHLHOM YUpeKICHHH,
npencrasiieH B Tabmue Ne 7.

Tabnuna Ne 7
I'ie Henoan3ylorest
Jlnst peruenns apyrux
Kousu P llp}’
B B 3ajau (yueOHas 4acTs,
Tun komnbroTepa 4ecTB |B y4eOHOM :
Oyxrant|nenonpou METOIHYECKOe
0 | mpouecce
€pHH | 3BOJCTBE obecneue-uue,

Onbmmorexa u ap.)

KoMmnbiotepsr ¢

MHKPOIIPOLIECCOPAMH:
Intel Core i3 1215U 26 26

Intel Core i5 8400 28 28 - - -
Inte]l Celeron 36 29 1 - 6
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AMD K6 19 9 5 1 4
Intel Pentium (MMX) 14 14 - - -
Intel Pentium [1 1 - - - 1
Intel Pentium IV 6 4 1 - 1
HoytOyku ¢
MHKPOIIPOLIECCOPAMH
Intel Core i5 10210 U 28 28
Intel Core i3 6006 U 14 14 - - -
Intel Pentium N5000 1 - - 1
: Hroro: | 173 152 7 1 13
Oprrexnuka:
MDYy 9 2 3 1 3
[TpuaTep 8 2 2 1 3
Ckanep 1 1 - - -
WntepakTusHas nocka 2 2 - - -
MynsTHMeHiTHbI TpoeKTOp 8 7 - - 1
Hroro: 28 14 5 2 7
6.4. MarepuaabHo-TexHH4eckoe ofecneveHHe 0GpPa30BATEIBLHOrO

npouecca

B coorserctBuu ¢ TpeboBanmem ®I'OC Ha crneumansHocts 46.02.01
JloKyMeHTaHOHHOe oOecreyeHHe YNpaBleHHs M apXHBOBELCHHE, KOILIEK
umeeT ydyeOHble KaOHHETH! 1a60paTopHH, CIIOPTHBHEINH KOMILIEKC, 3abl.

CrieunanpHele NOMEINEHHS NPEACTABIAIOT coBol ydeGHbIe ay IUTOPHH
AN TIPOBEJICHMS 3aHATHH BCEX BHIOB, NMPEAYCMOTPEHHBIX 06pa30BaTeNbHOM
MPOrpaMMOH, B TOM 4YHCJE€ TPYNNOBBIX W MHIMBHIAYAIBHBIX KOHCYTHTAIHil,
TEKYILEro KOHTPOJIA U MPOMEXYTOYHOH aTTeCTalllH, a TAKKE MOMELLEeHUs IS
CaMOCTOATE/IBHON M BOCIIMTATENBHOH pPaboThl, MacTepckue U Jj1abopaTopuw,
OCHaIIeHHble 00Opy/l0BaHHEM, TEXHHYECKHMH CpEICTBAMH OOY4YeHHS W
MaTepHallaMH, yIHThIBAIOLIUMH TpeOOBaHUs MEKTyHAPOAHBIX CTAHapTOB.

Ilepeqeub CHEeHAJIbHBIX MOMeIeHH i

KaGunersbr:

COLHAIBHO-3KOHOMUYECKHX H YIPaBIECHYECKUX THCITHILIHH;
HHOCTPAHHOTO A3bIKa B MPO(QECCUOHAIBHOMN AeATEIbHOCTH;
PYCCKOro f3biKa B MPO(eCcCHOHAIBHOMN JeSTeIbHOCTH,
IpaBOBOro obecrneveHHs npodecCHOHANBHOM NeATeNbHOCTH;
AOKYMEHTALMOHHOI0 0becrnedyeHns yrnpasieHus;
apXUBOBEJICHHUS,

NpohecCHOHANIBHOMN 3THKH M OCHOB JIEIOBOIO OOIICHHS;
OpraHU3alH{ CEKPeTapcKOro 00CIyKHBaHHS;

Oe30macHOCTH KH3HEIeATENLHOCTH;

METOIHYECKHH.

JlaGoparopuu:

KOMITBIOTEPHOH 00paloTKH JOKYMEHTOB;
MH(OPMALMOHHBIX U KOMMYHHKAIMOHHBIX TEXHOJIOTHiA;
apXHBHOTO JIEJa;
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OpraHu3aluy paboThl ¢ JOKYMEHTaMH;

CHUCTEM 3JIEKTPOHHOIO JJOKYMEHT0000poTa;

y4yeOHast KaHLeNSpHSL.

CropTuBHBIH KOMILIEKC

ObpasosatenbHas OpraHu3alus s peanu3aliiM yYeOHON AMCLMTUTHHLI
«Du3yyeckas  KyIbTypa»  pacmojiaraeT  CIOPTHBHOM HHPPACTPYKTYpOii,
obecrieynBarollell  NpoBelieHHe  BCEX  BUJAOB  NPAKTHYECKUX  3aHATHI,
MPeyCMOTPEHHBIX Y4eOHBIM IITaHOM.

3aaml:

— 6ubnroTexa, YUTANBHEIN 3aJ1 C BEIXOOM B HHTEpPHET;
— aKTOBBIH 3aI;

H JIp.

Peamuzauus OIMICC3  ofecrneynBaeT BbINOIHEHHE oby4arommumucs
/1ab0paTOPHBIX U MPaKTHYECKHX 3aHATHI, BKIIIOYas KaK 0653aTeTbHbI KOMIOHEHT
TMPaKTHYECKHE 3a1aHHs C UCIONB30BAHUEM MEPCOHATBHBIX KOMIBIOTEPOB;
OCBOEHHE 00y4alOIMMHUCS MPO(ECCHOHANBHBIX MOJLY/Ielf B YCIOBHSX CO3[aHHOM
COOTBETCTBYIOLIEH 00pa3oBaTeNbHOM cpebl B 00pa30BaTeIbHOM OpraHu3aluy ik
B OPraHu3alMsAX B 3aBUCHMOCTH OT crieliH(DUKH BHIA JEATEILHOCTH. ;

JlaHHBIE O MaTepHAIBLHO-TEXHHYECKOM OOecIeyeHu o0pazoBaTensHOro
npouecca npejcrasiaeHsl B [Ipunoxennu 12.

6.5. ba3bl npakTHKH

B opranusauuu M InpoBeieHHH IPAKTHKM YYaCTBYIOT KOJIEMK H
opranusanus. Komremx:

- [UIaHUPYET ¥ YyTBEPIKAAeT B y4eOHOM ILUIaHe BCe BUJBI U TANbl PAKTHKH B
coorBercTBUHU ¢ OITICC3 CIIO ¢ y4yeToM JOroBOpOB ¢ OpraHH3aIHAMH;

- 3aKJII0YaeT JOTrOBOPBI Ha OPraHM3alMIO U POBE/IEHHE MPAKTHKH;

- paspabaTbiBaeT M  COIVIACOBBIBAET C OPraHM3ALHUAMH TPOTPaMMYy,
COZIepKaHHE U IUIAHMPYEMBIe Pe3ybTaThl IIPAKTUKH;

- OCYILECTBIIAET PYKOBOJACTBO IPAKTHKOI;

- KOHTPONIMPYET pealH3aliio MPOrpaMMbl H YCIOBHS MPOBEIEHHS NPAKTHKHU
OpraHM3alliiAMH, B TOM 4HCJe TpeOOBaHHA OXpaHbl Tpyaa, 0€30MacHOCTH
JKHU3HECATEILHOCTH H MOKapHOH 06€30MacHOCTH B COOTBETCTBHHU C NPABMIIAMH H
HOPMaMH, B TOM YHCJIC OTPAC/IEBBIMH;

- GopmupyeT IpynmsL B ciiyyae NPUMEHEHHS IPYTINOBBIX OpM MpoBeIeH s

T[IPaKTHKH, _

- COBMECTHO C OpraHM3alMsSMH, YYacTBYIOIIUMH B OpraHH3alld H
NpOBEACHWH TpPAaKTHKH, OpPraHHW30BLIBAIOT TMPOLEAYPY OLEHKH OOmHX H
NpOo(eCCHOHANBHBIX ~ KOMIETEHLUMH CTYNEeHTa, OCBOEHHBIX MM B  XOIe
MPOXOXKI€HUS TTPAKTHKH;

- pa3pabaThiBaeT U COTJIACOBBIBAET C OPraHU3ALMAMH (QOPMBI OTYETHOCTH
OLIHOYHBIH MaTepHa NPOXOMKAEHHS [IPAKTHKH.

Opranu3saiuy, y4acTByIOIHE B IPOBEICHHH MPAKTHKH:
- 3aKJII04AI0T J0rOBOPbI HA OPraHU3aLIHIO ¥ IPOBE/IeHHE MPAKTHKH;
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- COrNacoBBIBAIOT TMPOTpaMMy MPAaKTHKH, IUIAHHPYEMble pe3yJbTaThl
MPaKTUKH, 3aflaHie Ha TIPaKTHKY;

- IPEJIOCTaBISIOT paboyHe MecTa MPaKTHKAHTaM, Ha3HAYaloT PyKOBOAUTENEH
MPaKTHKH OT OpraHK3alkH, ONpeIessiOT HACTaBHHKOB;

- YYacTBYIOT B OpraHM3alli¥ W OLIEHKEe pe3yJlbTaTOB OCBOEHHsS OOLIMX W -
MPOMECCHOHANBHBIX ~KOMIETEHIUMH, MONYYEHHBIX B MEPHOA MPOXOXKICHHS
MPaKTHKH;

- YYacTBYIOT B (JOPMUPOBAHHH OLEHOYHOTO MaTepuasa Ui OLEHKH OOIIHX H
NPO(ECCHOHANBHBIX ~ KOMIETEHLUH, OCBOEHHBIX CTYJEHTAMH B  IEpPHOJ
MPOXOXACHUS TIPAKTUKH;

- obecrieunBaioT Ge3onacHele YCIOBHS MPOXOKAEHUs MPAKTHKH CTYACHTAMH,
OTBEYAIOIIHE CAHUTAPHBIM NPABKJIAM M TPEOOBAHUIM OXpaHbl TPYIa;

- TPOBOJAT HMHCTPYKT&X CTYAEHTOB IO O3HAKOMIICHHIO C TpeGOBaHHAMH
OXpaHBI TPyJla ¥ TEXHHKH 6e30MacHOCTH B OpraHH3alHH.

Cryzentsi, ocsausaromue OIT CIIO B mepuos npoXoxkaeHus NPaKTHKH B
OpraHH3aLHsiX:

- TIOJHOCTBIO BBINOJNHSIOT 3a/laHHsA, MPETYCMOTPEHHEIE I[POrpaMMaMH
NPAKTHKH;

- cobmogjaroT JeficTBylolMe B OpraHW3aLUAX [paBHIA BHYTPEHHEro
TPYAOBOIO PaclopsIKa;

- CTPOTo COOMIOAAIOT TpeOOBaHHs OXPAHEI TPY/A | I10)KAPHOH Ge30MacHOCTH.

OpraHu3auuio # pyKOBOACTBO NPAaKTHKOH 10 NpPOGHIIO npogeccHu
OCYIIECTBJIAIOT PYKOBOAMTEIH NPAKTHKH OT KOJUIEJKA M OT OpraHH3alliH.

OcHOBHBIMH Oazamu MPaKTHKH CTYAEHTOB SBISAIOTCS 000
«K3  «Pocrcenpmanm, BK Oxrabpbckoro u BopoummioBckoro paifoHOB T.
Pocrosa-ua-Jlony, BK Ilponerapckoro i ITepsomaiickoro paiioHos r. PoctoBa-Ha-
Hony, OO0 «Mp6ucy, YIIOP B IlepBomaiickom paifoHe T. PoctoBa-Ha-J/lony u
ApyrHe, € KOTOPBIMH Y KOJUIe/Ka O(OPMIEHBI JOTOBOPHBIE OTHOIIEHMS.
Mmerommecs  6assl  NMpakTHKH — CTYAEHTOB  OOECIEYMBAIOT  BO3MOYKHOCTD
MPOXOKACHHS NPAKTHKH BCEMH CTYIEHTAMH B COOTBETCTBHH C Y4eOHBIM IIIAHOM

6.6. TpeGoBanus K OpraHH3auHH BOCIHTAHHSA 00y4al0mHXCs

CornacHo «OcHOBaM TOCYJapCTBEHHON TONUTHKH II0 COXPAHEHHIO H
YKPEIUIEHHIO TyXOBHO- HDaBCTBEHHBIX HeHHocTel» (yTB. Vkaszom [Ipesmnenra
Poccuiickoli ®eneparun ot 09.11.2022 r. Ne 809) KIHOYEBBIM HHCTPYMEHTOM
rocyapCTBEHHOM MONMTHKH B o006macTH o0O0pa3oBaHus, HEOOXOAWMBIM IS
(hOpMHpPOBaHH rapMOHHYHO PA3BHTON JIMYHOCTH, SBJISCTCS BOCIHTAHHE B LyXe
YBOKEHHS K TPaQMUHOHHBIM  IEHHOCTAM, TaKHM Kak [aTpHOTH3M,
IPakKIAHCTBEHHOCTD, CIyXKEHHE OredecTBy H OTBETCTBEHHOCTH 3a €ro cyusdy,
BBICOKHE HPABCTBEHHbIE HJeambl, Kpelkas CeMbsl, CO3MIATeNbHBII TpYyA,
NPHOPHUTET ~ AyXOBHOIO Haj  MaTepHalbHbIM, TYMaHH3M, MHIOCEpIHE,
CIIpaBeIMBOCTh,  KOJUIEKTHBHM3M, B3aUMOIIOMOIIL M  B3aHMOYBaKEHHE,
HCTOpHYECKasd NaMsATh H NPEEMCTBEHHOCTh MOKOJNEGHHH, €IHHCTBO HAapOJIOB
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Poccun.

B cootsercTBun ¢ ®esiepanbHbiM 3aK0HOM OT 29.12.2012 r. Ne 273-®3
«O6 obpazosanuu B Poccuiickoii Meaepaunm» (B pes. DeneparbHOro 3aK0Ha OT
31.07.2020 r. Ne 304-®3) BocnuTaTensHAs ESTENBHOCTh JODKHA OBITH
HanpaBleHa Ha «...QopMHpoBaHHe y OOY4alOIIMXCS YyBCTBAa IaTPHOTH3MA,
IPaXIaHCTBEHHOCTH, YBaKEHHUS K MaMATH 3alIMTHUKOB OTeYecTBa M IIOJBHUIAM
l'epoes OteyecTsa, 3aKOHY M TPABONOPSAKY, YeNOBEKy TpyHa H CTapiieMy
MOKOJICHHIO, B3aHMHOIO YBa)KeHHs, OEpeKHOro OTHOIIEHHS K KyJBTYPHOMY
Hacnenuiro W TpaaulMsM  MHOTOHALMOHATBHONO  Hapoxa Poccuiickoii
®ejepaliuy, NpUpoOJIe U OKPYIKaIOLLEii cpeney.

OTH 3aKOHOJATENEHO 3aKpeIUIeHHbIe TpeGOBaHUA B 4acTH (hOPMHPOBAHHS
y OOydarommxcsi CHCTEMBI HpPABCTBEHHBIX IEHHOCTEl 00S3aTeNbHO JOJKHBI
OBITH OTpaXkeHBI B MHBAPHAHTHBIX IIAHHUPYEMbIX Pe3yIbTAaTaX BOCIUTATENBHOI
HeATEeNHOCTH (MHBapHAHTHEIE LeJIeBble OPHEHTHUPHI BOCITHTAHHS).

MHBapuaHTHbIE 1ie/1eBble OPHEHTHPBI BOCIHTAHHUS COOTHOCATCS ¢ OOLIMMH
KOMICTeHIIUSIMH, (OPMHPOBaHHE KOTOPBIX SBISIETCH pe3yJIbTATOM OCBOEHHS
MPOrpamMM TO/IOTOBKH CIELHAJIKCTOB CPEJHEr0 3BeHA B COOTBETCTBHH C
tpeboBanusmu GI'OC CIIO.
coo01ecTBa, COMANIbHBIX APTHEPOB, OOIIECTBA B I[EJIOM.

Pabouas nporpamma BocruTaHusi, KaJleHJapHbIi I1J1aH BOCITHTATEIBHOMN
pabots! [Ipunosxenue 13.

6.7. TpeboBanusi K  (HHAHCOBLIM  YCJIOBHAM peajiu3auHH
00pa3oBaTeJbHOI POrPaMMBbI

OuHancoBoe obecneyeHne peanusauun 06pazoBaTeNbHON NMPOIPAMMEI 10
cnenuanbHocTH  46.02.01  JlokyMeHTalMOHHOe oOOecreyeHne yrpaBieHus |
ApXMBOBE/JICHHE OCYIIECTBIAETCA B O00bBEME He HHXKE OIpeleseHHOro B
COOTBETCTBUH C OIO/DKETHBIM 3aKOHOJATeNbCTBOM Poccuiickoif Meneparuu
(bromxertnpiit komekc Poccuiickoll ®enepauun (CoGpanue 3aKOHO/ATEbCTBA
Poccuiickoit ®enepamun, 1998, Ne 31, cr. 3823; 2022, Ne 29, cr. 5305) u
OepepanbHBIM 3aKOHOM OT 29 nexabps 2012 r. Ne 273-®3 «O6 obpazoBanuu B
Poccuiickoit ®enepaunmny (Cobpanue 3akoHOAaTEICTBA POCCHIICKOI Genepan,
2012, Ne 53, c1. 7598; 2022, Ne 29, c1. 5262).

HopmatuBHble 3aTpaTel Ha OKa3aHMe rOCYJapCTBEHHBIX YCIyT B cdepe
o0pa3oBanus MO peamH3aluu 06Pa30BaTENLHOM NMPOrpaMMbl BKJIIOYAIOT B CeOS
3aTpaTel Ha OIUIATYy Tpyja IpenojaBaTelied MU MacTepoB IPOM3BOJACTBEHHOIO
obyyeHHs ¢ y4yeToM obecredeHHsl ypoBHSA cpemHeil 3apaGOTHONH IUIATEI
NeJaroriyeckux  pabOTHUKOB 32  BBIOJIHAEMYIO UMH  y4ueOHyIO
(mpenonaBarensckyro) paboTy M Apyryio paboTy B COOTBETCTBHH C VYKa3oM
Ipesunenta Poccuiickoii ®enepatin ot 7 mast 2012 1. Ne 597 «O MeponpHsSTHAIX
M0 peau3alny rocy1apCTBEHHOH COLUATBHOM MOJTHTHKUY.
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ba3oselit HOpMATHB 32TPAT HA OKA3aHHE FOCYAAPCTBEHHOH yeayrn «Peammanus
OCHOBHBIX PO ecCHOHANBLHLIX 06Pa30BATEABHBIX MPOrPAMM CPETHEro
npodeccHOHANLHOr0 06pa30BAHNS» NO crieuHaabHocTH 46.02.01 /lokyMeHTALIHOHHOE
obecrnieyeHne ynpag/jieHusi H apXHBoBe/ienne, okasbisaemoii FTBITIOY PO «PKMuA»

na 2025 rox

Bazopwrit | BasoBsrii 3arpaThl Ha OIUIaTy TpyAa, B | BasoBsrii 3arpatel | 3arparsl
HOPMAaTHB | HODMaTHB | TOM YHCIle HAYHCICHHA HA | HOPMATHB | Ha Ha
3aTpaT Ha | 3aTpar, BBIIIATEl 10 OIUJiaTe TPYAa | 3aTpaT  HA | KOMMYHa | COIEpKaHu
OKa3aHHe | HEeMmoCpeACT | pabOTHHKOB, o0exossii | IbHbIE é
rocynapct | BEHHO HEMOCPECTBEHHO CTBEHHBIE yCIyru HEJBHIKHM
BEHHOMH CBA3AHHBIX | CBA3AHHBIX C OKa3aHHeM | HYXKIbl JUIS oro :
YCIIyTH c rOCyIapCTBEHHOH  yCIyTH, | OKaszaHue HMYIIECTB

OKa3aHHEM | BKJIOYas rocyapcrs a

roCyaapCcTB | aIMHHHCTPATHBHO- €HHOH

€HHOI YNPpaBIeHYeCKHH NepcoHan | ycayru

yCIyru

100 445 50 085 48 140 ' 50 360 5 860 2699

7. ®opmupoBanHe (OHIOB OUEHOYHBIX /ISl TEKYIIEro KOHTpOAS H
NPOBEACHHS roCyJapCTBEHHOH HTOrOBOI ATTECTAHH BBINYCKHHKOB

7.1. HopmaTuBHO-MeTOANYeCKOE OfecneyeHHe H MaTepHAbI,
obecrieuynBalOIHe KAYeCTBO NOATOTOBKH BLIMYCKHAKA

B coorserctBun ¢ ®I'OC CIIO no creumansHoctn  46.02.01
JlokyMeHTaHOHHOEe oObecreyeHne yINpaBleHHs W apXHBOBEJEHHE OLIEHKa
Ka4yecTBa OCBOGHHMsS  OCHOBHOM  NpoQecCHOHaIbHOH  06pa3oBaTenbHOM
NPOrpaMMEI JOJDKHA  BKJIIOYATh TEeKyILHH KOHTPOJIb 3HAHUI,
MPOMEKYTOUHYI0 H TOCYAapCTBEHHYIO (HTOIOBYIO) aTTECTALMIO 00YJaIOIHXCA.

Matepuansl, onpefesiomue MOPSAOK M CONEp)KaHHe POBENeHHsA
NPOMEXKYTOYHBIX M HTOTOBBIX ATTECTALHH BKIIIOYAIOT: '

— KOHTPOJIBHEIE BOMPOCHI O y4eOHBIM JIHCLIMILIHHAM;

— GOHA  OLEHOYHBIX CPEACTB, BKMIOYAIOMMH  (OHJ  TECTOBBIX
3aJaHHH KOMIUIEKT OLEHOYHBIX CPEJICTB;

— 3K3aMeHallMOHHbIE OHIIETHI;

— METOAMYECKHe  yKa3aHHss K  BBINIOJHEHHIO  TNPAKTHYECKHX,
KOHTPOJIBHBIX M KYpPCOBBIX paborT;

— METOJMYECKHe  YKasaHus K  BBINONHEHHIO  BHeayJIHTOPHOM
CaMOCTOSATENNEHOH paboTsl;

— METOJHYECKHE yKa3aHUs 1o y4eOHO U MpOU3BOICTBEHHO MpaKTHKaM;

— METOJMYECKHE YKa3aHHs IO BBINOJHEHHIO BBITYCKHOM
KBaTHOHKAIHOHHOM paboTsl.

Ouenka xayecTBa IIOArOTOBKH 00YYAIOIIMXCA H BBHITYCKHHKOB
OCYILECTBIISETCS B JIByX OCHOBHBIX HAIPaBICHHSX:

— OIIEHKa YPOBHS OCBOGHHS IHUCLUILINH;

— OLIEHKa KOMIIeTEeHLH 00yJalommuxcs.
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7.2. Pouabl OLEHOYHBIX CPEICTB TEKYUIEro KOHTPO.Is
yCneBaemMOoCTH, IPOMEKYTOYHOH H rocyaaperBeHHO (HTOroBoi)
aTrecTalHi

Mt arrectauMu OGYHAOMMXCS HA COOTBETCTBHE HX IIEPCOHAIBHBIX
AOCTHKEHHWH MOJTalHbIM TpeGoBaHMsAM cooTBeTcTBYIomel OIT (Texkywas wu
MPOMEKYTOYHAs  aTTecTalsi)  CO3MAlOTCA  MPOTPaMMBl  IPOMEXKYTOUHOI
aTTeCTALMK ¥ (POH/IbI OEHOYHBIX  CPeACTB, MO3BOJAIONINE OLEHHTh 3HAHWS,
YMEHHS W OCBOGHHbIE KOMIETeHUHH. DOHIBI OLEHOYHBIX CPEACTB  JUIs
TIPOMEKYTOYHOM aTTeCTaLHH pa3pabaTbiBaloTCs M yTBEpKAAKTCA
KOJUIE/UKEM CaMOCTOSTENIbHO, a Ul IOCYAapCTBeHHOH (HTOTOBOM) aTTecTaluu
- Ppa3palathiBAIOTCS M YTBEpXKNAIOTCS 00pa3oBaTeNbHLIM YUPEKICHHEM II0CTIe
MPEABAPUTEIBHOIO MOJOKHTEILHOTO 3aKIi04YeHus paboTonareneii.

B coorserctBum ¢ tpeGoBanumsmu PI'OC CIIO  obyuarommxcs,
KOHKpPETHbIE (Y)OPMBI H TPOIIETYPHl TEKYIEro KOHTPOJIS 3HAHHUI, IIPOMEKYTOIHON
aTTeCTAUMH I10 KaKAOH JUCUMIUIMHE M NPO(ECCHOHATBHOMY  MOIYJIO
pa3pabaTeIBalOTCs  KOJUIEDKEM CaMOCTOSTENLHO H JOBOIATCS /0 CBENCHHS
00y4arOLIMXCs B TEUEHHE NEPBBIX [BYX MECSIEB OT Hauana o6ydeHus.

QOHZABI  OUEHOYHBIX  CPEACTB, BKIIOYAIOT: TECTOBBIE, THIIOBHIE
3aJlaHusd, KOHTPOJIbHbIE paboTsl, IIIaHBl NPaKTHYECKUX 3a/1aHHi1,
nabopaTopHbIX paboT, 3a4eTOB M  3K3aMEHOB, TECTBl W KOMITBIOTEPHBIE
TECTHUPYIOIME MPOrpaMMbl, MPHUMEPHYIO TEMAaTHKY ped)epaToB M T.N., a TaKKe
MHBIe  (OPMBI KOHTPOJIA, TO3BOJNSIOLIME OLEHMTh 3HAHMS, YMEHHS H
OCBOEHHbIE KOMIIETEHIIHH.

IIporpamMmbl TekymeH M NpPOMEKYTOYHOM AaTTecTaluH O00YyYaloMUXCs
(IIpunokenue 8) MakCHManbHO TPHOMIDKEHEl K  YCNOBHAM HX  Oymymieif
PO(eCCHOHAILHOM 1eATETHOCTH. | '

OpraHusalus TeKymero KOHTPOJS OCYLIECTBIAETCS B COOTBETCTBHH C
yueOHbIM 1uiaHoM. IIpeiycMOTpeHBI ClefylomIMe BHIbI TEKYIIEro KOHTPOILS:
NabOpaTOpHble M MpPAKTHYECKHE PaGOTh, CAMOCTOATENBHBIE M KOHTPOJNBHBIS
paborsl, TecTHpoBaHUe (OGBIMHOE U KOMIBIOTEPHOE) H JIp.

TecToBBIlf KOMIBIOTEPHBIM KOHTPOJNb KauecTBA 3HAHMIL CTYZEHTOB
(KOMIIbIOTEpHOE ~ TECTHPOBAHHE) SBJSETCS MHHOBALMOHHON  TeXHOJOIHel
OLEHKH KayecTBa 3HaHMH CTyaeHToB mo jucuuruHaM OIL. OHu mo3BONSIOT
OLCHHTE B KOPOTKHE CpPOKH ©0e3 TmpHBIeYeHHS KBATH(HIMPOBAHHBIX
CHELHANKCTOB M IpernojiaBaTelieli KayeCTBEHHO H KOJHMYECTBEHHO YPOBEHb
NOArOTOBKH CTYIEHTOB M CKOPPEKTHpPOBaThb paboude IpOrpaMMBI  HIIH
NOBBICHTh TpeboBaHMs K yueGHOMY Ipolieccy.

KommpioTepHoe TecTHpOBaHHEe CTYJAEHTOB IPOBOMMTCS JUIA IOTY4EHHS
OOBEKTHBHOH HMHGOpMALMH O COOTBETCTBMM  COMEP)KAHMS, YPOBHS W
KayecTBa IMOArOTOBKH CTylneHTOB TpeboBaHusM OI'OC mo mucuMIiuiMHAM Bcex
uuxiios Ol

Ouerka kadecTBa INOATOTOBKH CTYAeHTOB u ocBoerust OIT mpoBommTCs
B XO[I¢ TECTHPOBAaHHA KaK TIIPpOBEPKA HWTOTOBBIX M OCTATOYHBIX 3HAHUI
10 AMCLHUIUIMHAM y4eOHOro riaHa.

KoHTpo:s 3Hanuit CTyIeHTOB POBOAMTCS 1O CIEIYIOLIel cXeMe:
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— TeKyIlast aTTeCTallls 3HaHUH B cemecTpe B hopMe KOHTPOJILHON TOYKH;
— TPOMEXYTOYHas arTecTalus B (opMmMe 3a4eToB M 3K3aMeHOB (B
COOTBETCTBUH C YYE€OHBIMHU TUTAHAMH );

— T'OCYAapCTBCHHAA HTOrOBas aTTeCTallks.

7.3. TpeboBanus K IHIVIOMHOMY NPOCKTY

I. Temsr auniomHOro mpoekTa pa3spabaThIBAIOTCA NPENONABATENSIMH
KOJIe/ka, COBMECTHO CO CIELHANMCTaMH TNpPEJANpPUATHH W ydypeKaeHHi (o
BO3MOKHOCTH), ~ 3aHHTEDECOBAHHBIMH B  pa3paboTKe JAHHBIX TeM H
paccMaTpUBalOTCS COOTBETCTBYIOLLIUMHU LIHKJIOBBIMH METOHYECKUMH
KOMHCCHAMH. TeMa IHIUIOMHOrO NMpOEKTa MOXET OBITh MPemnoXkeHa CTYASHTOM
MpH YCJIOBHH 0DOCHOBaHHS LEeco000pa3HOCTH ee pa3paboTKH.

2. TeMbl AUIUIOMHBIX NPOEKTOB JOIDKHBI OBITh AKTYaNbHBIMH, OTBEYATH
COBDEMCHHBIM ~ TPeOOBAHHSAM pa3BHTHS HAyKH, TEXHHKH, [POH3BOJCTBA,
9KOHOMHKH.

3. PyKoBouTE ISl IMIIIOMHOTO IPOEKTA HA3HAYAET JUPEKTOP KOLIEIKA.

4. 3aKperuieHHe TeM JHUILIOMHOTO MpoeKTa (C yKasaHHeM pyKOBOLHTENS,
KOHCYNBTAHTOB M CpOKa BBLINONHEHHs) OQOpMIAETCs IPHKAa30M JHUpEKTopa
KOJLTe KA.

5. Ilo yTBepKIEHHBIM TeMaM pPYKOBOJMTENb MMILIOMHOTO TpOEKTA
pa3pabaTblBaeT MHAMBHIYANbHbIE 3aJaHUs IS KaXJIOro CTY/IEHTA.

6. B oTHenbHBIX Clydasx JOIMyCKaeTcs BHIMOTHEHHE IHUILIOMHOIO npoex*ra
rpynmoi ctynentos. [lpu sToM HHAMBHIyaNmbHbIE 3afaHHs BBIJAIOTC KAXIOMY
CTYIEHTY.

7. 3ajianye Ha IMTUIOMHBIN [IPOEKT COAEPIKUT:

- GaMHITHIO, UMSI, OTYECTBO CTYAEHTA, HOMEP IPYIIMbI, CIELHATBHOCTD,
KBaJIH(UKALIHIO;

- Temy JIL

- cBefieHus o pykoBoautene JIT;

-CoJiepKaHue I0SCHUTEIBHOM 3aHCKH; ,

- IPHMEpHBIH TepeyeHb HILTIOCTPATHBHOTO MaTepHana, 4epTexeii, pUCYHKOB,
PeNpOAYKIMiA, rpaduKoB, cxeM U T.A. (rpadudeckas 9acTs);

- rpaduk BeimonHeHus JI7;

- CpOK BeInosiHeHust 1.

8. 3ajnanus Ha JMIUIOMHBI IIPOEKT pacCMaTPHBAIOTCH LUKIOBBIMH
METOJAMYECKHMH = KOMHCCHAMH, MOAMHCHIBAIOTCS pyKoBoauTelleM paboTel H
YTBEPIKJAIOTCA 3aMECTHTENIEM IHPEKTOpa 10 yueOHO-MeTORHY€eCKoit paborTe.

9. 3ajaHus Ha TUTIOMHBIN NIPOEKT BBIAIOTCA CTYNEHTY HE MO3JHEe, YeM
3a JIBe HeJIeNH JI0 Hayasia NpeYIUIIOMHOM IPaKTHKH.

_ 10. 3aganus Ha AUTUIOMHBIH IPOEKT COMPOBOXKAAIOTCS KOHCY/IbTAlIUSMH, B
XOZi¢ KOTOPBIX PashsACHAIOTCS Ha3HAYEHHE W 3aJ1a4H, CTPYKTypa H 00BEM paboTel,
NPHHIMNE! pa3paboTku U oopMiIeHHs, IPHUMEPHOE paclpe/ieieHHe BPeMEeHH Ha
BEITIOJIHEHHE OTZEJILHBIX YacTeH AUIIOMHOIO POEKTa,

11. I'pauk BBIMONHEHWS NHIUIOMHBIX MPOEKTOB pa3pabaThiBaeTcs Ha
OCHOBe rpauka yyeGHOro nporecca.
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12. Obmee pyKOBOACTBO M KOHTPOJbL 3a BBHIIOJHEHHEM JHILUIOMHBIX
MPOEKTOB OCYIIECTBIIAET 3aMECTHTENb JHpeKTopa M0 Yy4eGHO-MEeToAHYeCKOoi
pabote. [IpoMexyTOUHBIH  KOHTPOMB 32 XOOM BBINOIHEHUS JUILIOMHBIX TPOEKTOB
OCYIIECTBIIAIOT IpeACeAaTe M LUKIOBBIX METOAWYECKHX KOMUCCHH,

13. Tlo cTpykType AMIUIOMHBIH NPOEKT COCTOHT W3 TOSCHHTEIbHOI
3aIMCKH M rpadHuyYecKoii yacTH. B nosicHUTENBHOM 3aIlMCKe QaeTcsi TEOPeTUIeCKoe
H pacyeTHoe 000CHOBaHHMe NPUHATHIX B IPOEKTE peleHwii. B rpaduueckoii yactu
NPHHATOE PEIIeHHe NPECTABICHO B BUIE YePTexKel, cXxeM, rpadMKoB, AUarpamMm.

15. Obbem AUMIOMHOrO NMpPOEKTA JOMKEH COCTABNATH He MeHee 30 u He
©osee 80 cTpaHHIL IE4ATHOrO TEKCTA.

16. BoinonHeHHbIE TUTIOMHOO IPOEKTa PELIEH3UPYIOTCS CIICLHANHCTAMH
M3 uYMCja  pabOTHHKOB  MpEANpUATHH, ydpexaeHHi, npernogasaTeneii
00pa3oBaTebHBIX YIPEK/IEHH I, XOPOIIO BIA/CIOMIMX BONPOCAMH, CBS3aHHBIMU C
TeMaMH JHIUIOMHOr'O ITPOEKTa.

17.  PeueH3eHTBl JHIVIOMHOrO TpOEKTAa YTBEPHKHAIOTCA IPHKA30M
JTHpEKTOpa KOJIIeKa.

~18. Penensus gomkHa BKIIOYATh:

- 3aKJII04Y€HHE O COOTBETCTBHH JAMIUIOMHOIO MPOEKTA 3a/IaHHIO Ha Hee,

- OLICHKY Ka4eCTBa BBINOJHEHHS AUTUIOMHOTO MPOEKTa;

- OUCHKY CTENEeHH pa3pabOTKH AaKTYalbHBIX BOIPOCOB, opana.rbuocm
penIeHui (peanoXeHui ), TeOpeTHIeCKON U NPaKTHYECKOH 3HAYUMOCTH paboTsi;

- OLIEHKY JHIUIOMHOIO IIPOEKTA.

19. Conepxanue peneH3uu JOBOAUTCS 10 CBEJICHHUS CTYEHTA He I03/Hee,
4eM 3a OJIMH JIEHb JI0 JHIUIOMHOI'O MPOEKTA.

20. Brecenue u3MeHeHHH B IUIUIOMHEIH TPOEKT MOCIE NOTyYeHHS
PELIeH3HH HE JOITyCKaeTcs, ;

21. 3amecTHTeNb AUPEKTOPA 10 y4eOHO-IPOU3BOACTBEHHOMN paboTe, oCIe
03HaKOMJIEHHs C OT3BIBOM PYKOBOJMTEJISA H PElleH3Hel, pelaeT BOpoC O A0MycKe
CTYA€HTa K roCyIapcTBeHHOH (uTorosoif) arrectauuu (nanee-I'MA) u mepepaer
JAMIJIOMHBIH NPOEKT B ['0Cy1apCTBEHHYIO 3K3aMEHALIHOHHYIO KOMUCCHIO.

7.4. Opranu3auusi rocyapcTBEHHOI HTOrOBOI ATTeCTALHH
BbINYCKHHKOB

l'ocymapcTBeHHas  WTOroBas — aTTeCTAlUss IMPOBOAMTCS B  (hopMme
AE€MOHCTPALIMOHHOI'0 3K3aMeHa ¥ 3alIMTh! AUIUIOMHOTO TipoekTa (paboTsl).

[IporpaMma rocyaapcTBeHHOH HTOrOBOM aTTECTALMU pa3paGaTeIBaeTCs B

COOTBETCTBHH!

- C MOPSAKOM IIPOBEJIEHHs TOCYJApCTBEHHOW WMTOTOBOM aTTECTallUH II0
0bpa3oBaTebHBIM MPOrpaMMaM CpemHero npodeccHoHambHOro o6pa3oBaHus,
YTBEPKJICHHOr0 npHka3oM MuHucTepcTBa 00pa3oBaHus U HAyKH Poccuiickoi
®enepannu 16.08.2013 r. Ne 968 (8 pepakuuu ot 17.11.2017)

- co crateedi 59 «Mroromas arrecrauus» @eaepaisHOro 3akoHa
Poccuiickoii @enepannu ot 29.12.2012 roma Ne 273 «O6 obpaszoBanuu B
Poccuiickoii @eneparuny;

- ¢ npHKazoM MunnctepcTBa o00pazoBaHMS M HaykH PoccHickoit
®enepaurin «O6 yrBepxenuu [lopsaka opraHu3auMd M OCYIIECTBIEHHS
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00pa3oBaTebHON JEATeNBHOCTH M0 06pa3oBaTeNbHBIM IIPOrpaMMaM CpPEHEro
npodeccrHoHansHOro obpasopanusy Ne 464 or 14.06.2013r. (B jelicTByiomeii
penaKiym);

- ¢ (enmepaibHBIM TOCYJAPCTBEHHBIM 00pPa30BaTEeBHBIM CTaHIAPTOM
cpeaHero mpodeccHoHanbHOro  00pa3oBaHMs  crelHanbHOCTH  46.02.01
JloxyMenTauuonHOe obecieyeH e ynpaBieHus H apXHBOBEEHHE;

- ¢ IlonokeHueM o0 mNOATOTOBKE M MpOBEJEHHH TOCYIAPCTBEHHOI
HTOrOBOH aTTecTalMu B (opMe AeMOHCTPalMOHHOrO 3k3amena B I'BIIOY PO
«POCTOBCKHI KOJUTEMX MeTa/iooGpaboTKH H aBTOCEPBHCA» W METOAHYECKHMHU
PEKOMEHJIALMAMH O IPOBENEHHH aTTECTAllMH C HCIOJIB30BAHHEM MeXaHH3Ma
ACMOHCTPALMOHHOrO 3Kk3ameHa (Pacrnopsxerne MHHHCTEpPCTBa MpOCBEIEHHS
PO or 01.2019 Ne P-42).

[lenpio  rocynapcTBeHHOM — HMTOroBOii  aTTecTaldu B dopme
ACMOHCTPAIIHOHHOIO JK3aMEHA SBJIAETCS YCTAHOBJIEHHE CTEeleHH T'OTOBHOCTH
O0y4alomerocss K  CaMOCTOSTEIBHON — AeSTEeNBHOCTH,  Cc(OPMHPOBAHHOCTH
MPOQECCHOHANBHBIX ~ KOMINETEHIMH B  COOTBETCTBMHM C  (hejlepaibHBIM
rOCyZIapCTBEHHBIM 00pa30BaTeIbHOM CTaHNAPTOM CPEHEro NpohecCHOHAIBHOTO
obpasosanus (OPI'OC CIIO) mo cneuuansHOoCcTH 46.02.01 JIOKYyMEHTaIIMOHHOE
obecredeHune yrpaBieHHs U apXHBOBEJICHHUE.

[Iporpamma rocynapcreHHON HTOrOBOH aTTecTanmu paspaboraHa
Y4ETOM BBIITOTHEHHS CIEAYIOLIMX IPHHLMIIOB H TpeboBaHHii:

- TpoBeJeHHe rocylapCTBeHHOH HTOrOBOH aTTecTaluu
NpelyCMaTpUBAET OTKPBITOCTh M AEMOKPaTHYHOCTh Ha 3Tamax pa3paboTKH H
TPOBEJIEHHS, | |

- BOBJIEYEHHE B npouece NOATrOTOBKH %} MPOBE/ICHHS
AEMOHCTPALIHOHHOI'0 K3aMeHa IpernojiaBaTeliel, MacTepOB MPOU3BOACTBEHHOIO
obyuenus u paboronarenei,

MHOIOKPaTHYIO SKCIIEPTH3Y U KOPPEKTHPOBKY BCEX KOMIIOHEHTOB aTTECTALIMH;
COACpXKaHWE aTTeCTALMH Y4YWTBIBaeT ypoBeHb Tpebosanuii PI'OC mno
cnenuanbHocTH 46.02.01  JlokymeHnTanuoHHOe ofecriedeHye ympaBieHHs H
apXHBOBEEHHE. : |

Beimonuss rnasHyio 3agady mo peanmsanuu TpeGoBaHMIA dbenepansHoOro
rOCyJapCTBEHHOrO 00pa30BaTeNbHOr0 CTaHAapTa 10 creruansHoctd 46.02.01
HloxyMeHTauHOHHOe obecreueH e yipaBieH s H apXHBOBEICHHUE - npaKkTHYeCcKas
HaMpaBJIeHHOCTh MOATOTOBKH CHELMAIHMCTOB CpejiHero 3seHa. Llensio o6ydeHus
Komnemka sBnsercs MOAroToBKa CHENMANMCTOB, OONANAIONIMX HE TOJIBKO
COBOKYTTHOCTBIO TEOPETHYECKHX 3HaHWH, HO, B TEpBYIO O4epeib, KaJpoB,
TOTOBBIX pelmaTh NpodeccHoHabHEIE 3a0a9l.  J[aHHas Uenb  KOPEHHBIM
00pa3oM H3MeHHIa NOAXO0/ K OLEHKe KauyecTBa MOTrOTOBKH BBIITYCKHHKOB. YIIOD
CH€NaH Ha OLEHKY yMEHHs CAMOCTOATENBHO pelaTh NpodecCHOHAIbHbIE 3aa4H,
MO3TOMY NpH pa3paboTke MpOrpaMMBbl TOCYAApCTBEHHOH HTOrOBOH aTTECTALMU
y4TeHa CTENeHb MHCIOJIB30BAHHA Haubosee 3HAYMMBIX MPO(ECCHOHATBHBIX
KOMIIeTeHLHI H HEOOXOAUMBIX UL HUX 3HAHMH U YMEHHH.
Ilposenenne rocynapcTeenHolf HTOroBoi  aTTecTaumu B (opMme

JAEMOHCTPAaHOHHOI03K3aMeHa pelaeT LesIbli KOMIUIEKC 3a/1ay:

- OPHEHTHDYeT KaxIOro IpernojaBaTeNs M CTYAEHTa Ha KOHEYHBbI
pe3yJbTarT;
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. MO3BOJISIET B KOMIUIEKCE TMOBBICHTE KayecTBO y4eOHOro mporecca,
Ka4eCTBO TIOATOTOBKH H OOBEKTHBHOCTh  OLEHKH  IOJTrOTOBJICHHOCTH
BBIITYCKHHKOB;

- CHCTCMATH3UPYET 3HAHHA, YMCHHS U OIIBIT, NOJYYEHHbIE CTYIEHTAMH BO
Bpems 00y4eHus ¥ BO BpeMsi IPOXOKACHHUS IIPOU3BOACTBEHHOI MPaKTHKH;

- 3HAUHTEJIBHO yNpowaeT INpPaKTHYeCKyl0 paboTy rocyaapcTBeHHOIH
9K3aMEHAIlMOHHOH KOMHCCHH DX OLEHHBAHUH BBITYCKHHUKA.

K TMA pomyckaiorcsi ofydaronmecs BBINOJHHUBLINE BCe TpeboBaHUs
OCHOBHOH  00pa3oBaTejbHOH  MpOrpaMMbl M YCIELIHO NIPOLLIEAIIHE
MPOMEXKYTOYHBIC ATTECTALMOHHBIE WCIIBITAHMUS, [IPEAyCMOTPEHHBIE YYeOHBIM
IIAHOM CMELHATIBHOCTH, HE HMEIOLIHE aKaJeMHYECKHX 3a/10J1KEHHOCTEH,

[lporpaMma  rocylapcTBEHHOH — MTOrOBOM — AaTTECTALMHM  €KErOiHO
oOHOBIIsIeTCS IMKJIOBOH ~ METOAMYECKOH KOMHCCHEH IpernojaBarenei,
peamusyiommx OIT cnennansroctu 46.02.01 JlokyMeHTaLmOHHOe ofecrneyenue
YOpaBlICHHs ¥ apXHBOBEJICHHE H YTBEP)KIAeTCs IUPEKTOPOM Iocie eé
obcyxnenns Ha 3acemanuu LIMK u onobpenms Ilegarormueckoro cosera.
IIporpamMma rocynapcTBeHHON MTOrOBOIf aTTECTALMM COINIACOBBIBAETCH  C
paboTtonaresem.

IIporpamma rocymapcTBeHHON MTOrOBOM aTTecTalMy paspabaTbiBaeTcss M
AOBOJUTCSA [0 CBEJCHHS CTYJEHTOB HE I103/IHEE, YEM 3a LIECTh MECSALEB M0
Hajajia rocyapcTBEHHOH UTOrOBOM aTTeCTAlUH. i

Pacriucanue mpoBeseHHs TroCyAapcTBEHHOH  HTOTOBOH = aTTECTAIMH
YTBEPIKAACTCS 3aMeCTHTeNIeM AMPEKTOpa Mo y4eGHO-IPOH3BOCTBEHHOM pabore
1 JIOBOAMTCA 10 CBEJICHHUA CTYIEHTOB HE N03/1Hee, YeM 3a J(B€ HEeNH 0 Havaua
paboTel roCy1apCTBEHHON 3K3aMEHALMOHHON KOMHCCHH,

Jlomyck CTyIeHTOB K roCyapCTBEHHOH HTOrOBOH aTTecTaluH 00BABILCTCS
TMIPHKA30M AMPEKTOpa IO KOJUIEIKY. :

'MA 1103BOMISIET OLCHUTB TIOATOTOBKY BBITYCKHHKOB B TPeX HAMPABJICHUAX:
OLCHKA YPOBHS OCBOCHHS JUCLHUIUIMH M KOMIIETEHIMH, TOTOBHOCTH K
BBIMIOJTHEHHIO ~ OCHOBHBIX ~ BHIOB  JEATENBLHOCTH  COIVIACHO  IIOJy4aeMoif
KBIH(DHKALMH CTIEHHANIUCTA CPEJIHErO 3BEHA, OCBOCHHIO OHOMN MM HECKOJIBKUX
npogeccuit pabounx, Z0IDKHOCTEH CITyKallHX.

Ilpu  npoxoxnenms mpouesypst I'MA  ofyuarommecs — [OJKHBI

MOATBEPAUTE OCBOEHHE OOMMX M NpodeCCHOHANBHBIX KOMIIETEeHIH i,
JOCTH)XEHHs THYHOCTHBIX Pe3Y/ILTATOB.

IlporpamMma rocyiapcTBEHHON HTOrOBOH ATTECTALMH 110 CHENHAIBHOCTH
© 46.02.01 JloxymenTauuoHHOe ofecrnedeHde YIpaBleHHsS H apXWBOBEJIEHHE —
[Ipunoxenue 9.

75



8. HopmaTHBHO-MeTOHYeCKHE JOKYMEHTBI, JJOKAJIbHbIE AKThI H
MaTepuabl, o0ecneYHBaloUIHe KAa4yecTBO MOAr0OTOBKH
o0yyaromuxcs

8.1 Meroauueckue pexomenpaun OIAY  ®OUPO: PaszbsicHeHust 110
bopmMupoBanuio y4ueOHOro nIaHa OCHOBHOH npodeccHOHANBHOM
o0pa3oBaTesbHON NPOrpaMMEl HAYaJbHOro NPO(EeCCHOHATLHOTO OGpPAa3OBaHUS W
CpelHero mnpogeccHOHadbHOTO  00pa3oBaHHs ¢  NPUIOKEHHEM  MakeTa
y4ebHOro ImaHa C pPEeKOMEHAAUMAMH IO ero 3aroiHEHWIO; Pa3zbsACHEHHs I10
peamn3alui  (eaepalbHOr0 TrOCYJapCTBEHHOTO O00pa30BaTENLHOTO CTAHIApTa
cpenHero obuiero obpasosanus (npoduIbHOe O0yYeHHe) B Ipejenax OCHOBHBIX

Npo()ecCCHOHANBHBIX 00pa3oBaTeabHBIX IporpamMm HAYaJbHOTO
NPO(ECCHOHATBHOTO MM CpejHero npoeccHOHANBEHOrO  00pasoBaHus,
GopmupyeMBIX Ha OCHOBE (penepaipHOro rocy1apCTBEHHOT'O

00pa3oBaTeNbHOrO CTaHHapTa HAYAIBHOrO MPO(ECCHOHATLHOIO M CPENHEro
npodeccHOHaNBHOro 00pa3oBaHusl.

8.2. [Nonosenne o mopsjike pa3pabOTKH 1 TPeBOBAHUAX K COAEPIKAHUIO H
OQOpMICHHIO pabOYMX NMPOrpaMM y4eGHEIX JHCLMIUIMH M NPO(ECCHOHATBHBIX
Mozaynei Ha ocHoe ®I'OC CIIO.

8.3. Ilonoxenne o nopsake TeKyIIEro KOHTPONS YCNIEBAEMOCTH U
MPOMEXKYTOYHOH aTTeCTalUH 00YJarOIIHXCA. |

8.5. [Tlonmoxxenne o (OPMHPOBAaHHM ¥  OOHOBJIEHHH OCHOBHOM
MpoQeccHoHanbHOH 00pa3oBaTesbHOM IIPOrPAMMEI CPEIHETO TPOhECCHOHATEHOIO
obpasoBauusi. ;

8.5. PexoMeH/1aluu 10 OpraHHW3alliy BCeX BHIOB MPAKTHK 00YHaIOIUIHXCH,
OCBaHBAIOIIMX 00pa3oBaTeNbHBIE IPOrPaMMBI CPEJIHEro IpPO(ECcCHOHANLHOrO
obpazoBaHus.

8.6. Tlonoxenne o NOArOTOBKE M MPOBEAEHHH OCYAapCTBEHHON HTOrOBOL
aTTecTallu B (popme aeMOHCTpaLuoHHoro sxk3amena B [BITOY PO «PoctoBckuii
KO/IEK ~ METaIoo0paboTKM M aBTOCEPBHCA» M METOAHYECKHMH
PeKOMEHIAIMAMH O TIPOBEIAECHHH AaTTECTallMH C HCIOJL30BAaHHEM MeXaHH3Ma
AEMOHCTPALMOHHOTO dK3ameHa (Pacnopsbkenne MunucTepeTBa npocsemesns PO
ot 01.2019 Ne P-42).
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9. PazpaboTunKn ocHOBHOII 06pa3oBaTeIbHON NPOrPaMMBbl

I'pynna pa3zpadorunkos:

®.1.0. OpraHu3alus, J0/KHOCTD
Bunnnkosa Onecs 3aMECTHTEIb JHPEKTOpa MO BOCHMUTATENBHOM pabote u
BacuibeBHa coMabHeIM Bopocam I'BITOY PO «PKMuA
| 3axapyyk Haranbs | meromuct [BIIOY PO «PKMuA»
ITaBnosHa
FOnamesckas Buktopus | Metomuct I BIIOY PO «PKMuA»
BukToposHa
PykoBoauTenn rpynne::
®.1.0. Opranusauusi, 10KHOCTD
I'onuaposa TatesiHa Oénoposra 3aMECTHTENIb JIMpeKTopa N0 Yy4eGHOl
pabore I'BITOY PO «PKMuA»
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3AKJIIOYEHUE

0 COrJIACOBAHHH 00pa30BaTe]bHOI IPOrPAMMBI 110 CHENHAILHOCTH
CIio

1o cnenuanbHocTH 46.02.01 lokymenTanmonHoe ofecneyenne YNpaBjIeHHs H
APXHBOBE/ICHHE

[Tpenpustue (opranusanus) paGoromarens 000 K3 «Pocrcenbpmary
Crnemmansaocts  46.02.01 HokymeHTauMoHHOE  obecnevenue YOpaBIEHUS M
apXHBOBEJICHHE

[Iporpamma noaroToBku crenuanicros CpeIHero 3BeHa

Ksamidukaruu: Crennanuct no JIOKYMEHTAaLHOHHOMY 00€CTIeYeH IO YIIpaBIeH s |
apXHBHOMY JIeITy

Hopmatusherit cpok ocsoenust OIT: 2 roxa 10 MECSLIEB

Astop-paspaborunk OI1: rocynapcrsentoe GomxeTHOe NpogeccHoHaIbHOe
obpa3zoBaTenbHOE  yupeskaeHHe POCTOBCKOI obnactn  «PocCTOBCKHiT  KOMUTEIK
METa/I000paboTKH H aBTOCEpBHCaY

SAKJIIOYEHUE

1. Tpencrasnennas ocHoBHas npodyeccHoHanbHas 06pa3oBaTEbHAS nporpamMma mno
cnenaneHocTH  46.02.01  JlokyMeHTAauHOHHOe oOBecreyenue YIpaBJIEHHS H
apXHBOBE/ICHHE, pa3paboTana B COOTBETCTBHH H C YIETOM:

- TpeboBanuit  OI'OC  yrBepkueHHOTO [Ipukaszom Musnpocsemenus
Poccun or 26 asrycra 2022r. No 778 (3aperucTpupoBaHHOrO MunucrepcrBom
rocTHIHE Poccriickoii Meneparuy, pericrpauronHsli Ne 70318);.

- 3anpocos paboTtoaarereii (pacnpeesnenue BapHaTHBHOMN YacTH).

2. Copepixanne OII mo cnemmansrOocTH 46.02.01 HoxymeHTauonHOE 0Gecneyenne
YTIPaBJIEHUS W apXHBOBEICHHUE:

2.1. Otpaxaer coBpeMeHHblE MHHOBAIHOHHBIE TCHACHUMH B DPa3sBUTHH OTPACiIH C
y4eToM notpedHocTel padoronareneii i SKOHOMUKH PocroBckoit 06macTu;

2.2. HanpasneHo Ha

- OCBOCHHE BHJOB IPO(ECCHOHATBHON AEATENLHOCTH M0 CHENHATLHOCTH B
cootBercTBHH ¢ PI'OC:

- OCYIIECTB/ICHHE OpraHU3alHOHHOTO H JOKYMEHTALIHOHHOTO 06ecnede s
AesTeNIbHOCTH OpraHu3al[HH.

- OCYILECTBIICHHE OPraHH3aIHOHHOIO H JOKYMEHTAIMOHHOTO 06eceyeH s
ACATEIbHOCTH OPraHU3aLHH,

2.3. HanpasieHo Ha dopmupoBanue

- CIIEYIOIMKX OOIMHX KOMITEeTEeHIML:

OK 01. BeiGupats cnoco6bl pemenus 3amau NPO(ECCHOHATBHON JIEATeNBHOCTH
IPHMEHHTENTBHO K Pa3IHYHBIM KOHTEKCTaM;

OK 02. Mcrons30Batsh coBpeMeHHbIe CpeAcTBa MOWCKA, aHAIW3a W HHTepNpeTaliu
HHOOPMAUMH M MHQOPMALMOHHBIE TEXHOIOrHH JUIA  BBITMIONTHEHHS 3ajay
IPO(EeCCHOHATBHOM AEATEILHOCTH;

OK 03. TlmanupoBaTh W peanM3oBHIBaTh COGCTBEHHOE Npo(EeCCHOHANIBHOE U
JIHYHOCTHOE pa3BHTHE, NpeNPUHUMATENBCKYO JESTEbHOCTD B
npodeccHoHaNBHOM chepe, HCIONB30BATH 3HAHUSA 10 dbunancoBo# rpamMoTHOCTH B
Pa3sIHYHbIX JKH3HEHHBIX CHTYAIHAX:



OK 04. DddexTuBHO B3auMozeiicTBOBAT 1 paboTath B KOJUIEKTHBE H KOMAHJIE;
OK 05. Ocymectenste ycruyio u MHCBMEHHYI0O KOMMYHHKAalMIO Ha
FOCynapcTBEHHOM sA3bIKe Poccwmiickoif ®@emepaumu ¢ yderom ocoBeHHOCTei
COHMAILHOTO H KYJIbTYPHOTO KOHTEKCTA;

OK 06. Iposensrs TPOKIAHCKO-TIATPHOTHYECKYIO TIO3MLMIO, IEMOHCTPHPOBATE
OCO3HAHHOE MOBEJECHHE HA OCHOBE TPAMHMIIMOHHBIX OOIIEUEIOBETECKIX IIEHHOCTE},
B TOM 4YHCJIE C Y4YeTOM rapMOHM3alMH MEXHAIMOHAIBLHBIX H MEXKPEJIHTHO3HBIX
OTHOIUCHUH, IPHMEHATH CTAHAAPThI AHTHKOPPYIILIHOHHOTO MOBEJICHHS;

OK 07. CopneiictsoBats coxpaHenuio OKpy»Kalomeil cpesisl, pecypcocOepekeHnto,
[IPHMCHATH  3HaHMA 00 H3MEHEeHHWM KiMMara, NPHHUHKIEl  GepexIuBoro
NMPOH3BOACTBA, IQPEKTHBHO IEHCTBOBATE B UPE3BBIYANHBIX CHTYalHsX;

OK 08. Hcnonbsosars cpencrsa (usmyeckoil KymbTypel UIs COXpaHEHHUS u
YKPEIUICHHA  37I0POBbA B  Ipolecce MpohecCHOHANBHON JeATENbHOCTH H
TNoAnep)KaHns He0OXOMMOro ypOBHS (hH3HYECKOI NOArOTOBJIEHHOCTH;

OK 09. IToms30Batsest mpodeccHoHATBHOI JOKYMEHTAllHEeH Ha rocy1apCTBEHHOM M
HHOCTPAaHHOM s3BIKaX.

BBITyCKHMK, OCBOMBIIHIA IMTICC3, nomken obnanats npodecCHOHANLHBIMH
KOMIIETCHLUAMH, COOTBETCTBYIOLIMMH BH/IAM JESATEIHHOCTH:

IIK 1.1. OcymecrsasTs NPHEM-NIepe/iady  YNpaBIeHYeCKOH HMHDOPMALHH ¢
MOMOILBIO CPEACTB HHYOPMALHOHHBIX H KOMMYHHKaIHOHHBIX TEXHOJIOTHIA.

I1K 1.2. Koopnmuuposats paGory MPHEMHOH PYKOBOIMTEIS, 30H IPHEMA Pa3THYHBIX
KaTeropuii oceTuTeneil opraHu3arny.

TIK 1 3. Brnagers HaBbikamu IUIAHHPOBaHHUs pabodyero BpeMEHH PYKOBOAWTEIS H
ceKperaps.

IIK 1.4. Ocymectsisars TOArOTOBKY MENOBBIX MOE3NOK PYKOBOIMTENS M APYTHX
COTPYAHUKOB OpraHU3AlLlUH.

IIK 1.5. Bnagers criocoGamu OpraHu3alKK paboyero MpOCTPaHCTBA MPHEMHON H
KaOHHeTa pyKOBOIUTEIS.

I[IK 1.6. Ocymiectsiate paboTy 10 MOATOTOBKE H MPOBEJICHHIO KOH(EPEHTHBIX
MEpOTIPHATHH, obecrieynBaTh HHOYOPMALHOHHOE B3aHMOJEHCTBHE pykoBojurens C
[I0Npa3/ICICHASIMHU H IOJDKHOCTHBIMH JIMIAMH OpPraHH3alHH,

IIK 1 .7. Odopmusrs OpraHH3allHOHHO-PACIIOPS/AUTENbHBIE  JIOKYMEHTBl U
OPraHHM3OBBIBATH  PabOTy ¢ HHMH, B TOM UHCIE C HCIOJIb30BAHMEM
aBTOMATH3HPOBAHHBIX CHCTEM.

[IK 1.8. OhopmiisaTs 1OKYMEHTHI 1Mo JIATHOMY COCTaBY H OPraHM30BBLIBAaTh paboTy ¢
HHMH, B TOM YHCIIE C HCIIOJIb30BAHHEM aBTOMATH3HPOBAHHBIX CHCTEM.

IIK 1.9. OpraruzossBars Texyiiee XPaHCHHE OKYMEHTOB, 00paboTKy men mis
ONEPaTHBHOTO W apXHBHOTO XpaHEHHS, B TOM YHCJIE C HCIOIb30BAHMEM
ABTOMATH3HPOBAHHBIX CHCTEM.

Ob6bem BpeMenn BapuaTHBHOH wactH OIT ONTHMATHHO pacipenenes B
NpO(eCcCHOHANBHOM  COCTAaBJAIOmENH  MOJrOTOBKH CrieuManicra.  BpeneHsl
(pacmmMpeHsl) TemBl B CTPYKTYype HHBapHaHTHOH dactd OIl B mUCHHIUIMHAX,
MJIK u npoecCHOHATEHBIX MOIYASX B COOTBETCTBHH NPEUIOKEHUSMH H 110
COrNacoBaHHIO ¢ paboTomaTENSIMH.

4. OIl mo crmewmamsHOCTH 46.02.01 HokymeHTanionHOe  obGecreuenue
YIPABICHHA H apXUBOBEJICHHE pa3paboTaHa B COOTBETCTBHH ¢ TpeGoBaHHIMU DIOC
K MaTepHAILHO-TEXHUYECKOMY 0becreyeHnIo 06pa3oBaTebHOro NpoLecea.



BbIBO/I: nanuas ocHoBHas npodeccHoHanbHas 06pazoBaTebHas nporpamMma
[I03BOJISET MIOArOTOBHTE CITY )KaLLEro o crienuanbHoctH  46.02.01
HoxymeHTanmonHoe obecneyenre yrnpas/ieHus ApXHBOBECIEHHE B COOTBETCTBHH ¢
®I'OC, TpeGoBaHHAM OSKOHOMHKH W 3anpocaM paboToaareneii pernoHa.

Ho/pKHOCTE Mpesc

3amecturens AupeKTApe S e Heofta — natansink otena
00O K3 «Poctcensmafiiyz].; I'. Kaprasnesa /

2024T.




YUPaBJICHUS H apXHBOBEJICHHE pa3paboTaHa B COOTBETCTBHH C TpedoBanuamu GI'OC
K MaTepHAIBHO-TEXHH1ECKOMY ObecreuenHio 06pasoBaTebHOro npomecca.

BBIBO/I: nannas ocrosHas npogeccHoHaNbHAs 00pa3oBaTenbHas nporpamMMa
M03BOJISET MIO/IrOTOBUTE CJTy’Kauiero no  cneuuasbHOCTH — 46.02.01
JlokyMeHTaIHoHHOE 06ecmeucHIe YNPABJICHHS U apXWUBOBEJIEHHE B COOTBETCTBHH C
®I'OC, TpeGOBaHMAM SKOHOMHKH M 3anpocaM paboTomaresneit pernona




SAKJTIOYEHHUE
0 COrIacoBAHHH 00Pa30BaTE/ILHOI NPOrPAMMBI MO CHENHATLHOCTH
CI1o

o cnenuanbHocTH 46.02.01 JokymenTanuonnoe ofecneuenue yOpaBjeHHs H
apXHBOBeJeHHE

Ipennpusie (oprauuzanms) pabotonaresns BoenHslii koMuccapuar ITponerapckoro
u ITepBomaiickoro paiionos r. Pocrosa-na-Jlony

CrneunansHocts  46.02.01 HokymeHTaunoOHHOEe  ObecneyeHne YIOpaBjeHusT ¢
apXHBOBEICHHE

IIporpamma nozrotoeks cnemuanicron CpeJIHEero 3BeHa

Kpamuukawuu: Crienmanuct no AOKYMEHTAlHOHHOMY 00€CIIeUeHHIO YIIPaBIeHHUs 1
apXHBHOMY JeJTy

HopmarusHeri cpok ocoerust OIT: 2 roxa 10 Mecs1LEeB

ABTop-pa3spaboryux OIT: TOCYMapCTBEHHOE OIO[UKETHOE NMPOdecCHOHAIBHOE
obpasoBaTenbHOE  yupekieHHe PoCTOBCKOI obmacti  «PocToBckMii  KOMTEmK
MeTa1000paboTku i aBTOCEpBHCay

3AKJIIOYEHUE

1. IlpexcraBnennas ocHoBHas MpodeccHonambHAs obpa3soBaTesbHas nporpamMma o
cnemnanbHocTd  46.02.01  JlokyMmeHTaIoOHHOEe  Obecmeyene YIOpaBlICHUS U
4pXHBOBCICHHE, pa3paboTaHa B COOTBETCTBHH H C YUETOM:

- Tpebosanuit  OI'OC  yrBepkzeHHOro IIprkazomM Munnpocsemenus
Poccun or 26 asrycra 2022r. Ne 778 (3aperucTpupoBaHHOTO MunucreperBom
roctHumH Poccniickoit Gepepanmn, perucrpanuoHHbIi Ne 70318);.

- 3anpocoB pabotonareneii (pacnpenenenue BapUaTHBHOMH YacTH).

2. Cozepxanne OIl no crewmanshoctd 46.02.01 JoKyMeHTalloHHOE ofecreueHye
YTIPaBJICHHUS U apXHBOBEJICHHE:

2.1. Otpakaer coBpeMeHHBIE HHHOBAIHMOHHBIE TCHACHUHH B Da3BUTHUM OTPAC/H C
yHeToM noTpedHocTel paboTonareneii u 3kOHOMEUKH POCTOBCKOI obacTu;

2.2. HanpagneHo Ha

- OCBOCHHE BHJOB NPOECCHOHATBHON AEATENLHOCTH 110 CHElHATbHOCTH B
coorsercTBUHU ¢ OI'OC:

- OCYIUECTBIICHHE OPraHH3aLHOHHOTO H JOKYMEHTALIHOHHOIO 00eCIeqeH s
AEATENILHOCTH OpraHU3alHH.

- OCYIIECTBICHHE OPraHW3alHOHHOTO H OKYMEHTALHOHHOIO 00eCIeye s
ACATEIIbHOCTH OPraHH3alHH,

2.3. Hanpaenero Ha (opmupoBanue

- CICYIOIINX OOIMINX KOMITETEeHIIML:

OK 01. Bribupars cnoco6s PeLIeHHsA 3ala4 NMpo(ecCHOHATBHOM JesTelbHOCTH
NPHMEHHTENIPHO K Pa3/IHYHBIM KOHTEKCTAM; '

OK 02. Hcronb3oBath coBpeMeHHbIe CpeACTBA MOHCKA, aHAJIK3a H HHTEPIPETaLHK
HHOOpMAlMK ¥ MH(OPMALMOHHBIE TeXHOIOMMM JUIS  BBIMOITHEHMS 337134
IPO(pECCHOHANBHOM IeATeTbHOCTH;

OK 03. IInanrpoBaTh M peanH3oBBIBATH COGCTBEHHOE Npo(pecCHOHANBEHOE |
JIMYHOCTHOE pa3BHTHE, NPEANPHHUMATENBCKYO NEATeNbHOCTD B



NPO(heCCHOHANBLHOM cdepe, HCMOMb30BATh 3HAHKS MO (uHaHCOBOI rpaMOTHOCTH B
Pa3sHYHBIX )KU3HEHHBIX CUTYALHAX;
OK 04. DddextuBro B3anMozeiicTBOBATE | paboTark B KOJUTEKTHBE H KOMaHJIE;
OK 05. Ocymecrpuats YCTHYI0O H IHCBMCHHYI0 KOMMYHHKAlHIO Ha
FOCynapcTBeHHOM sA3bike Poccuifckoif Memeparu ¢ yuetoM ocoBennocteii
COLMANIBHOTO U KYJIbTYPHOTO KOHTEKCTA;
OK 06. IlpossisTs TPKNIAHCKO-TIATPHOTHYECKYKO MO3HIHIO, JeMOHCTPHPOBATH
OCO3HaHHOE MOBE/ICHHE HAa OCHOBE TPAAMIIHOHHBIX OBIIEYEIIOBeUECKIX LEHHOCTEH,
B TOM HHCJI€ C yYeTOM rapMOHM3allHH MEKHAIHOHATLHBIX H MEKPEeIHTHO3HBIX
OTHOIICHUH, IIPHMEHSTH CTAHAAPTHL AHTHKOPPYIILHOHHOIO MOBE/ICHHS;
OK 07. CopneiictBoBars coxpaHenuio OKpY’Kalolleil Cpejibl, pecypcochepeskeHHuto,
IPUMEHATE  3HAaHMA 00 M3MEHEHHH KJIMMaTa, NPUHIMIIBEL  OepeKITHBOro
NPOH3BOACTBA, ) (DEKTHBHO NEHCTBOBATH B Ype3BBIYAIHBIX CHTYaIHX;
OK 08. Hcrmonssosath cpejcrsa (usnyeckoil KymbTypsl IS COXpaHEHHs H
YKPEIUICHHA ~ 310pOBbA B  Mpolecce MNPOPECCHOHATBHON IeATENPHOCTH M
NOIZCPIKAHHs HEOOXOAMMOTrO YPOBHS (PH3HIECKOI MO/IFOTOBJIEHHOCTH;
OK 09. TTone3oBatses npodeccHoOHATBHOH AOKYMEHTAlHEH Ha rocyapCTBEHHOM U
HHOCTPAHHOM SI3BIKaX.

Bemyckuuk, ocsousmmii ITTICC3, momien obmanath NpodecCHOHATBHBIMH
KOMIIETCHIIHSAMH, COOTBETCTBYIOLIMMH BHAAM JIESTETbHOCTH:
[IK 1.1. OcymectBusts MpUEM-TIepe/iady YNpaBleHYecKoH WHGOPMALMH ¢
IOMOIIBIO CPEACTB HH(POPMALMOHHBIX H KOMMYHHKAI[HOHHBIX TEXHOJIOTHIi,
IIK 1.2. Koopuuuposats paboTy NpHEeMHOMH pyKOBOAMTENS, 30H IIpHEMA pa3THYHBIX
KaTeropuii moceTHTeneii opranu3aliiy.

IIK 1 3. Bnagers HaBbikamu TIIAHUPOBaHUs paboyero BpeMeHH pYKOBOIMTENS M
CeKpeTaps.

IIK 1.4. OcymectBnars TMOArOTOBKY MEJIOBBIX IO€3N0K PYKOBOIHTENSA H JPYTHX
COTPYAHHUKOB OpraHH3allUiH.

IIK 1.5. Brnagers crmocobamu OpraHH3alMH paboyero NMpOCTPAHCTBA MPHEMHONM U
KaOHHeTa pyKOBOAUTENS.

IIK 1.6. OcymectBiars paboTy no mHoAroTOBKE M MPOBEEHHIO KOH(EpeHTHBIX
MEpONpHATHH, obecreynBath HHMOPMAIHOHHOE B3aUMOJEHCTEHE pykoBomurens C
TONPas/IeICHAAMHU H JIOJDKHOCTHBIMH JINL[AMH OpPraHH3aIHH.

K 1 .7. Odopmisrs OpraHH3alliOHHO-PACTIOPSAUTEbHEIE  AOKYMEHTHl M
OpraHH3O0BBIBATE  pabOTYy C HHMH, B TOM YHCIE C HCIIOJIb30BaHHEM
‘ABTOMAaTH3HPOBAHHBIX CHCTEM.

IIK 1.8. OhopmiaTh MOKYMEHTEI 1o JHYHOMY COCTaBY M OpraHM30BBIBAaTh paboTy c
HHMH, B TOM 4HCJIE C HCTIOJIb30BAHHEM aBTOMATH3HPOBAHHBIX CHCTEM.

[IK 1.9. OpranusoBsiBaTh TEKYIIEe XpaHCHHE NOKYMEHTOB, 06paboTKy nem s
OTICPAaTHBHOTO M apXMBHOIO XpaHEHHs, B TOM UYHCIE C HCIONB30BAHHEM
AaBTOMAaTH3HPOBAHHEIX CHCTEM.

O6veM BpemeHu BapHaTHBHOH wacti OI1 ONTHMAIBHO pachpeieneH B
npodecCHOHANBHOM  cocTaBisomeit [IOOATOTOBKH  CHELHAIUCTAa.  BBejeHsl
(pacmMpeHBl) TeMbl B CIPYKType WHBapHaHTHOH uactH OIT B JucuMIUIHHAX,
MJIK ©u npodeccHOHaIbHEIX MOZYIAX B COOTBETCTBHH NPEUIOKEHUAMH M 10
COIIaCOBaHHIO ¢ paboTonaTEIIMH.

4. OIl no cnemuansHOCTH 46.02.01 JoKyMeHTalHOHHOe  oGecnieuyeHue



