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Hacrosmass ocHoBHast oOpa3oBatenbHas nporpamma «lIpodeccuoHanuTeT» Mo crnenuarbHOCTH
cpennero npodeccuonaibHoro oopaszoBanus (manee — OOII-IT) pazpaborana Ha ocHOBe (eaepabHOTO
rOCYJapCTBEHHOTO 00pa30BaTENbHOTO CTaHAApTa CpeaHEero NpoecCHOHATBHOIO 00pa3oBaHUs IO
cenuanbHocTH  46.02.01  JlokymMeHTarimoHHOE  OOeclieueHHUEe yIpaBiICHUS UM apXHBOBEICHHE,
yTBEpKACHHOro MuHnucrepctBa npocseuieHust Poccuiickoit ®enepauuu ot 26.08.2022 Ne 778.
OOII-IT ompenensieTr peKOMEHIOBAaHHBIH 00bEM U COACpP)KAHHUE CpeaHero NPo(ecCHOHATBLHOTO
oOpazoBanusi 1o crneuuanbHocTH  46.02.01  JlokymMeHTalMOHHOE oOOecreueHre YIpaBlIeHHS U
apXMBOBEJCHME, IUIAHHPYEMbIE pe3yibTaTbl OCBOEHHUS OOpa30BAaTEIbHOM MPOrPaMMBbI, YCIOBUSA
00pa3oBaTebHON AESTEIbHOCTH.

Opranuzanus-pa3padoTyuK: KpaeBoe TOCYAapCTBEHHOE AaBTOHOMHOE MpodeccHoHalbHOe
o0pa3oBaTesibHOE yupexaeHue «JlanbHeropckuii MHAYCTPHATIbHO-TEXHOJIOIMUECKUI KOS

PaGoTonaresn - mpeacTaBUTeIH KjlacTepa:

[InanmynoBa Hatanbs BnagumupoBHa - 3am. HadanbHuKa otnena kaapoB OO0 «/lampHeropckuit
'OK»

[leBuenko Jlapuca BanepbseBHa - 3aMecTUTENb FeHEpaIbHOIO AupekTopa 1o nepconany AO «'MK
«Jlanpnonumeramm»
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Pa3zgea 1. O0uiue mosokeHus

1.1. Ha3znaueHune oCHOBHOM MpodeccHoHanbHOM 00pa30BaTeIbHON MTPOTPaMMBI

Hacrosmas OCHOBHas npodeccuoHanpHas oOpa3zoBaTtenbHas nporpamma
«IIpodeccronanurer» (manee — OOII-II) mo cmenuanbHOCTH pa3paboTaHa B COOTBETCTBHH C
(benepaabHBIM rocy1apcTBEHHBIM 00pa30BaTeIbHBIM CTAaHIAPTOM CPEIHETO MPOPECCHOHATHLHOTO
o0pa3zoBaHusl TO cCrHenuanbHOCTH 46.02.01 /Joxymenmayuonnoe obecneuenue yYnpaeieHus u
apxugoseoenue, YTBEPKICHHBIM MpHKa3oM MuHuUCTepcTBa mpocBelieHuss Poccuiickoit
®enepanuu ot 26.08.2022 Ne 778 (nanee — ®I'OC, ®I'OC CIIO).

OOII-IT onpenensier 00beM U COEPKAHUE CPETHETO MPOPECCHOHATHHOTO 00pa3oBaHUs
no crneruanbHocTu 46.02.01 Jokymenmayuonuoe obecneuenue ynpasieHus u apxusogeoerue,
TpeOOBaHUSI K pe3yJibTaTaM OCBOCHUS OOpa30BATENbHOM MPOrpaMMBbl, YCIOBHS pealu3alud
00pa30BaTebHOI POrpaMMBl.

OcHoBHast oOpa3zoBarenbHas Tporpamma (maisee — oOpaszoBaTeNbHASs MPOTrpamMma),
peanuzyemass Ha 0aze OCHOBHOro o0miero oOpa3oBaHusi, pazpaboTaHa o0Opa3oBaTeIbHOU
OpraHu3aiyeil Ha OCHOBE TpPeOOBaHUN COOTBETCTBYIOIIUX (eAepalbHBIX TOCYAapCTBEHHBIX
00pa3oBaTeNbHBIX CTAHAAPTOB CPETHETO OOIIETO M CPEAHEro MpoheCCHOHATHLHOTO 00pa3oBaHuUs
U TIOJIOKEHUM (enepaibHOW OCHOBHOM 00IIe00pa3oBaTeIbHON MPOrpaMMbl CPEIHETO OOIIETro
o0pa3oBaHMs, a TaKXkKe C y4EeTOM MOJy4aeMOUl CIeNUaibHOCTH CPEAHEro MpodeccroHalIbHOTO
obOpasoBaHwUs.

1.2. HopmaTuBHBIE TOKYMEHTHI

@enepanbHblii 3akoH 0T 29.12.2012 No 273-@3 «O6 o6pazoBanuu B Poccuiickoit
Denepauuny;

denepanbHbI roCcyJapCTBEHHBIN o0Opa3oBaTeIbHbIN CTaHJapT CPEIIHETO
npodeccuoHanpHOr0  00pa3oBaHUsl MO  cHeuuanbHocTH  46.02.01  Joxymenmayuonnoe
obecneuenue ynpasnenus u apxusosederue (Ilpukaz MunucrepctBa npocsemienus: Poccuiickoit
denepanuu ot 26.08.2022 Ne 778);

[Topsimoxk opraHuM3alid M OCYLIECTBICHHMS 00pa30BaTeNbHOM NE€ATENBHOCTH IO
o0pa3zoBaTeNbHBIM MporpaMMaM cpenHero mpodeccronansHoro obpasoBanus (IIpukas
Munnpocsenienust Poccun ot 24.08.2022 1. Ne 762;

ITopsimox mpoBeneHUs] rocylapcTBEHHONW HMTOTOBOW aTTecTallMyd MO 00pa3oBaTeIbHBIM
nporpaMMam cpefHero npogeccuoHansHoro oopasosanus (IIpukaz Munnpocsemenus Poccun
o1 08.11.2021 Ne 800) (nanee — [lopsnox);

[Tonoxxenue o mpaktTudeckoi noaroroske odyyaromuxcs (I[Ipukaz Muno6puayku Poccun
Neo 885, Munnpocsemenust Poccun Ne 390 ot 05.08.2020);

Ilepeuenp npodeccuit pabounx, JOHKHOCTEH CIyXKalluX, M0 KOTOPbIM OCYIIECTBIISIETCS
npodeccuonanbHoe ooyuenue (IIpukaz Munnpocsemienus Poccun ot 14.07.2023 Ne 534);

[Tepedyens mpodeccuii U CrenuaIbHOCTEN CpeaHero npodecCHoHATBPHOTO 00pa3oBaHMUs,
peanu3zanysi 00pa30BaTENBHBIX IMPOrpaMM IO KOTOPBIM HE JIOMYCKAaeTcs C IMpUMEHEHHEM
UCKJTIOUUTENIFHO 3JIEKTPOHHOTO OOyuYeHHsl, JMCTAaHIIMOHHBIX 00pa3oBaTeIbHBIX TEXHOJIOTHH
(mpuxa3z Munnpocsenienust Poccun ot 13.12.2023 N 932);

[TocranoBnenue [IpaBurensctBa Poccuiickoit @eneparuu ot 27 anpenst 2024 r. Ne 555 «O
neneBoM oOyueHHH 1Mo 00pa30BaTeNIbHBIM MPOTpaMMaM CpeIHEero Mnpo(ecCHOHANBHOTO U
BhICIIET0 00pa30BaHUsY;

[Ipukaz MuHucTepcTBa HayKHM W BBICHIETO o00Opa3oBaHus Poccuiickoit deneparuun
u  MunuctepctBa npocBemenuss Poccuiickori ®enmeparmu ot 05.08.2020 Ne 882/391
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«O0 opraHuzali U OCYILECTBICHHH 00pa30BaTENIbHON NEATENbHOCTH TNPH CeTeBOU (hopme
peanu3any 00pa30BaTENbHBIX MPOTPAMMY;

[Ipuka3z MuHucTepcTBa Tpyla M coluaibHOW 3amuThl Poccuiickoit ®enepauuut OT
15.06.2020 Ne 333n «OO0 yTBepkaeHHH npodeccHoHAIbHOTO cTaHAapTa «CHenmualucT 1o
OpPraHU3alMOHHOMY U JIOKYMEHTAllMOHHOMY OOECIIEUEHUIO YIIPaBIEHUS OpraHu3aluen»;

IIpukaz MuHucrepcTBa Tpyaa M COLMAIbHOM 3amuThl Poccuiickon denepanuu ot
18.03.2021 Ne 140H «O06 yTBepx)aeHuu mpodeccruonanbHoro cranaapra « CrienuaiucT apxuBay,

1.3. Ilepeuenn cokparieHui

I'MA — rocynapcTBeHHast UTOrOBasi aTTECTALIMS;

1D — neMOoHCTpalMOHHBIN 9K3aMEH,;

M/IK — MeXIUCHUIUTMHAPHBIN KYpC;

OK — 001111€ KOMIIETEHIINH;

OII — o6menpodeccnoHaNbHBIN ITUKIT;

OO/l — o6mmeobpa3zoBaTebHBIE TUCIUTUIUHBI;

OT® — ob6o0menHas Tpya0Bast QyHKIIHS;

CI' — counanbHO-TyMaHUTaPHBII LIUKII;

ITA — npoMekyTOUYHas aTTeCTalus;

[1IK — npodeccroHanbHble KOMIETEHIINN;

[IM — mpodeccrnoHanbHbIN MOAYJIb;

OOII-IT — ocHoBHas oOpazoBarensHas nporpamma «IIpodeccronanurer;

I1- mpodeccroHanbHBIN UK

III1- mpou3BOACTBEHHAs NIPAKTHUKA;

I1C — npodeccronanbHbIN CTaHIAPT;

T® — tpynoBas pyHKIUS;

YMK — y4eOHO-METOIMUECKHUI KOMIIEKT;

VII — yuebHas mpakTHKa,

®I'OC CIIO — denepayibHbII TOCYyIapCTBEHHBI 00pa30BaTENbHBIN CTAaHAAPT CPEIHETO
npodeccuoHanTBFHOTO 00pa30BaHusl.
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Pasnen 2. OcHOBHBIE XapaKTePUCTHKH 00pPa30BaTe/IbHOM IPOrpaMMBbI

IMapameTp

Jlannble

Ortpacib, U1 KOTOpPOH pa3paborana
o0pazoBarenbHas MporpaMma

T'opnoodobwisarowas npoMbluIeHHOCHb

Iepedens npodeccrnoHaNBHBIX CTAaHIAPTOB,
COOTBETCTBYIOIINX NPO(ECCHOHATBHOM
JEATEIILHOCTH BBIITYCKHUKOB (TIPH HAJMIHH)

07.002 Cneyuanucm no opeaHu3ayuOHHOMY U
OOKYMEHMAYUOHHOMY 06ecneyenuio ynpasieHus
opeanusayuei (Illpuxaz Munucmepcmea mpyoa u
coyuanvrot 3auumsl Poccutickoii @edepayuu

om 15.06.2020 Ne 333n)

07.012 Cneyuanucm apxusa ([lpuxaz Munucmepcmea
mpyoa u coyuanvro 3auumul Poccuiickoti @edepayuu om
18.03.2021 Ne 140n)

CHCHI/IaHI/ISI/IpOBaHHLIe JOITYCKHU IJid

MNPOXOKACHUA NPAKTHUKH, B TOM YUCJIC 10 OXPAHE

TpyJZla ¥ Bo3pacT 10 18 net

He mpebyromcs

Pexsusuter ®I'OC CITO

Ipukas Munnpoceewenus Poccuu om 26.08.2022 Ne 778
«06 ymesepoicoenuu hedepanrbHozo 20cy0apCcmeeHH020
00pazo8amenbHO20 CMAaHOApma cpeoHe20
npogheccuonanrbHo20 006paA308aHUsl RO CREYUATLHOCU
46.02.01 HJoxymenmayuonunoe obecnevenue ynpasienus u
apxugogedenuey

Ksamudukamnms (-1) BRITYCKHHAKA

CcReyuanucm no OOKyMeHmayuoHHOMY 0becneyeHuio
YNpasNeHus U ApXusHOMy 0eny

B T.Y. IONIOJHHUTEIBHBIC KBATH(PHKAIINN Apxusapuyc;
Henonpouszeooumens

HanpasnennocTy (I1py HaIM4nm) Hem

HopmartusHsb1# cpok peanuzanuu 2 2. 10 mec.
Ha 6aze OO0

HopmatuBHEBIH 005eM 00pa3oBaTeIbHON 4428 ax.u.

MpOTPaMMBbI

Ha 6aze OO0

CornacoBaHHBIN ¢ paboTomaTeneM Cpok 2 2. 10 mec.

peanuzanyy o0pa3oBaTeNbHON MPOTrPaMMBbI

CornacoBaHHEIH ¢ paboTomareneM 00beM 4428 ax.u.

00pa3oBaTeNbHON MPOTrPaMMBI

®Dopma o0yueHHs O4YHas

CTpykTypa 00pa3oBaTe1bHON NPOrpaMMBbI O0bemM, B aK.4. B T.4. B (hpopMe NpaKTHYECKOM
MOATOTOBKH
O0s13aTespHAs 9aCTh 00pPa30BaTEILHON 1908 1320
IIPOTrpaMMBbI
COLIMAIBHO-TYMaHUTaPHBIA IIUKII 390 260
00111eTTpOheCCHOHATBHBIH ITUKIT 398 296
podecCHOHANBHBIN ITUKIT 1120 764
B T.Y. IPAKTHKA: 432 432
- yuebnas - 144 - 144
- TIPOU3BOICTBEHHAS - 288 - 288
BapuatuBHast yacTb 00pa3oBaTeIbHOM 828 754
OpPOrPaMMBI
B T.4. 3aMPOC KOHKPETHOTO pabOTOmATEs 828 754
KJactepa u (wim) otpaciu (He meree 50%
o0beMa BapHaTHBHON YacTu 00pa30BaTeNbHOM




MIPOrPaMMBI ), BKITIOUas IIUPPOBOI

o0pa3oBaTebHbIit MOIYJIb:

OI1.08 IIpogeccuonanvroe 300pogve 36 18
OI1.09 Ocnogvl npogheccuonarvHou adanmayuu u 72 36
KOMMYHUKAYUU

I1IM.03 Oceoenue npogheccuu Apxueapuyc 297 297
IIM.04 Oceéoenue npogheccuu 299 299
enonpouszsooumens

T'UA B bopMme demoHcmpayuoHHo20 K3aMeHa u 216 216
3auumsl OUNIOMHO20 npoexma (pabomsi)

Bcero 2952 2290

Pa3nen 3. Xapakrepuctuka npoeccuoHaJbLHOI 1eATeJIbHOCTH BbINIYCKHUKA

3.1. O6mnacte(n) MpodeccHOHATBHOMN JIEITeILHOCTH BBITYCKHUKOB:

07 Aomunucmpamuero-ynpagienyeckas u 0QuUcHas 0essmeibHOCmb.

3.2. IlpodeccroHanbHbIe CTaHIAPTHI

[lepedyens mpodeccnoHaTBHBIX CTAHIAPTOB, YUUTHIBAEMBIX IpH pa3padotke OOII-IT:

PexBuzuThl Kon n
Koa n
Ne yTBEpKJIeH HalMEHOBaHME Kon u nanmenosanue TO
Hanmenosanue [1C
ust OTD
1 |07.002 [Tpuxkas A A/01.3 Ilpuem u
Creuunanuct no Muntpyaa | OpraHu3zaliioHHOE | pacrpeaesieHue TeaeOHHbBIX
opranuzanoHHoMy | Poccun ot | obecnieuenue 3BOHKOB OpraHU3aluu
u 15.07.2020 | mesiTenbHOCTH A/02.3 Opranuzanus paboTsl
JOKyMEHTalMoHHOM | Ne333H Opra"u3anuu C MTOCETUTEIISIMU
y o0ecrneueHuto OpraHu3aIMH
YIIPABJICHUS A/03.3 Brinonuenue
opraHu3aIen KOOPJIMHUPYIOIUX U
oOecnieunBarOmuX GyHKIUI
B B/01.5 Opranusanus paOoTsl
JIOKyMEHTAIlMOHHO | C JIOKYMEHTaMH
e obecrieueHne B/02.5 Opranuzanus
JeSITeTTHHOCTH TEKYIIETO XPaHEHHS
OpraHu3aIu JIOKYMEHTOB
B/03.5 Opranuzarus
00paboTKu aen ams
MOCJIEAYIONIEr0 XpaHeHUs
C C/01.6 OxazaHue noMoIIH
OpraHu3anMoHHOE, | PYKOBOIMTEINIO B
JIOKYMEHTALMOHHOE | TUIAHUPOBAHUM paboyero
¥ MTHPOPMAIIMOHHOE | BPEMEHHU
obecrnieueHue C/02.6 IlimanupoBanue
JEeSITEIbHOCTH pabouero Hs cekperaps
PYKOBOAMTEIIA C/03.6 Opranuzanus
OpraHu3aluu Tes1e()OHHBIX TIEPETOBOPOB

PYKOBOJUTEIS




Haumenosanue [1C

Koo u

PexBu3nuThI
YTBEPK/ICH
1554

Kox u
HanMEHOBAaHUE
OTo

Kox u Haumenosanue TO

C/04.6 Opranuzanus
KOMaHJIHUPOBOK
PYKOBOJUTEIIS

C/05.6 Opranusanus padoTsI
C MOCETUTEIISIMH B IIPHEMHON
PYKOBOOUTCIIA

C/06.6 Opranuzanms
MOJITOTOBKH, TIPOBEACHUS U
00cITy )KMBaHUS
KOH()EPEHTHBIX
MEpONPUATHI

C/07.6 Opranu3amus
UCIIOJTHCHUS PEIICHUH,
OCYIICCTBIICHHE KOHTPOJIS
UCIIOJTHEHUS TOPYUYCHU
PYKOBOOUTECIIA

C/08.6 Opranusamus u
HoJIepIKaHue
(GyHKIHOHATBHOTO pabodero
IPOCTPAHCTBA IIPUEMHOM U
KaOHMHETa PYKOBOJIMUTEIS

C/09.6 Pazpabotka
JIOKAJIbHBIX HOPMATHBHBIX
aKTOB, PETJIAMEHTHPYOLITHX
paboty cekperaps

C/10.6 CocraBnenue u
odpopmiieHre
YIIPAaBJICHYECKOU
JIOKYMEHTAITU!

C/11.6 Opranusanus paboTsl
C JOKYMEHTaMH B IPUEMHOU
PYKOBOJIUTES

C/12.6 Opranuzanust
XpaHEHUs JOKYMEHTOB B
MIPUEMHOMN PYKOBOJIUTENS

C/13.6 O0Oecrieuenne
pykoBouTeNs nHopmanuen

C/14.6 Opranuzanus
HMH(}OPMALIMOHHOTO
B3aUMO/ICHCTBUS
PYKOBOJIMTEIIS C
HOpa3ACICHUSIMHA 1
JOJDKHOCTHBIMU JINTIAMH
OpraHH3aLuH

07.012

Crnenpnanuct apxuBa

ITpukas
MunTtpyna
Poccum ot
18.03.2021
Neo 1401

A Xpanenue,
KOMILIEKTOBaHHUE,
y4eT u
HUCIIOJB30BaHUC ACII

A/01.5 Opraauzanust
MOCTOAHHOI'O XpaHCHUA OCIT
(IOKYMEHTOB)

A/02.5 KommiekroBanue
apXUBHBIX el (JOKYMEHTOB)




PexBU3UTEI Kon n
Koo u
Ne Hamverosarue [IC YTBEPK/ICH HauMEHOBaHHE Kox u Haumenosanue TO
usa OTd
(TOKYMEHTOB) A/03.5 YyeT apXuBHBIX JIe]
apxuBa (1OKyMEHTOB)

A/04.5 Opranuzanus
UCIIOJIb30BaHUS APXUBHBIX
Jen (TOKYMEHTOB)

A/05.5 Xpanenue,
KOMILUIEKTOBAaHUE, yUET U
UCTIOJIb30BaHUE JIElT
(IOKYMEHTOB) BpEMEHHOTO
XpaHEHUs

3.3. OcBauBaeMbIe BUALI JEITEILHOCTH

HammMeHoBaHue BUJOB J€STEIbHOCTH

Kox u Haumenosanue [IM

Buapl nestenpHoCTH (001IITE)

Ocy1ecTBiieHHE OpraHU3alMOHHOTO U
JOKYMEHTAIlMOHHOTO 00ecredeHus
JEeSITeIbHOCTH OpraHU3aIuu

IIM.01 OcymiecTBieHue OpraHu3alioOHHOro U
JOKYMEHTALlMOHHOTO 00eCTIeYeHUs eI TEeIbHOCTH
OpraHH3aLuH

Opranu3zanys apXuBHOI pabOTHI 110
JOKYMEHTaM OpraHU3aIiid Pa3IuIHbIX
(hopM coOCTBEHHOCTH

IIM.02 Opranuszanusi apxuBHOU pabOThI IO
JOKYMEHTaM OpTaHU3aIfid Pa3InIHbIX (HOpM
COOCTBEHHOCTH

Bupgs! nesTenbHOCTH IO OCBOSHHIO OJHOM HUJIM HECKOJIBKUX npo@eccnﬁ pa60LII/IX, JOJLKHOCTEH

CITYKaIIX

OcBoenue npodeccun Apxupapuyc

IIM.03 OcBoeHme npodeccuu ApXxuBapuyc

OcBoenue mpogeccun
Jlenonpon3BoIUTEIb

IIM.04 OcBoenue npodeccun Jenonpon3BoIuTeb
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Paznen 4. TpeGoBaHus K pe3yjibTaTaM 0CBOCHUS 00pa30BaTeIbLHON MPOrPaMMbI

4.1. O6ue 1 KOpIoOpaTUBHbIE KOMIIETEHIIUH

Konx OK ®opuyiposia 3HaHNsA, yMEHHA
KOMIETEeHINH!
OK 01 Br16upath crioco0sbt Ymenust:
peleHus 3a1a4y pacrmo3HaBaTh 3a/1a4y H/WiK podieMy B podeccHoHaTbHOM H/WIH COLUaIbHOM KOHTEKCTE, aHATU3UPOBATh U
npodeccnoHaATLHON BBIJICNIATE €€ COCTaBHBIC YaCTH
JESITENbHOCTH OTIPENIEeIIATh JTAlbl PELICHHUS 3a1a41, COCTABIISATh IUIaH ACHCTBHS, PEAIN30BBIBATH COCTABJICHHBIH IJ1aH, ONPENeNIATh
NIPUMEHUTENBHO K HEOOXOIUMBIE PECYPCHI
pa3IniHbIM KOHTCKCTAM BBISIBIIATH U 3P PEeKTUBHO UcKaTh HHOPMALHMIO, HEOOXOAUMYIO IJIsl PEIeHUs 3aa4yl U/ UK IPoOIeMbl
BIIQ/IETh aKTyaJTbHBIMHA METOaMH PaOOTHI B Mpo(hecCHOHaTBHON M CMEXHBIX chepax
OLIEHUBATH PE3yJIbTAT U MOCIECACTBUS CBOMX ACHCTBUI (CAMOCTOSATENBHO HIIH C IOMOLIBbIO HACTABHUKA)
3HaHuAa:
aKTyalbHBIA NPO()EeCCHOHATIBLHBIN U COLMATIBHBIA KOHTEKCT, B KOTOPOM IPUXOIUTCS paboTaTh U XKHUTh
CTPYKTYypa IJIaHa 7Sl PeLeHHUs 3a/1a4, JITOPUTMBI BBIIIOIHEHHS padoT B MPO(eCCHOHANBHON U CMEXHBIX 00JIacTaX
OCHOBHBIE UCTOUYHUKH MH(OPMALIMH U PECYPCHI VIS PELICHU 3a1a4 W/ UK pobieM B po(hecCHOHAIBLHOM H/WIN
COLMAJIbHOM KOHTEKCTE
MeTOAbI paboThl B IPOodecCHOHATEHON M CMEXHBIX cepax
MOPSIIOK OLIEHKH PE3yJIbTAaTOB peIeHHs 3a1a4 NPoeCCHOHATBHON AEATEIEHOCTH
OK 02 Hcnonp3oBaTh COBpEMEHHBIE | Y MEHMA:

Cpe/CTBa IOKCKA, aHAIN3a U
MHTEpIpETAIN
uHpOpMaLUH, 1
nH(pOpMaMOHHbIE
TEXHOJIOTUH JIJISI
BBITIOJTHEHHS 3214
npoeccuoHaIbHON
JeSITeNIbHOCTH

OTIPEJIEIISATH 3a]]a4M IS TIOUCKa HH(POPMAIINH, TUIAHUPOBATH MPOIECC TTOUCKA, BEIOMPATh HEOOXOUMBIE HCTOYHUKU
rH(pOopMaIuu

BBLJICNIATH HaNOOJIee 3HAYMMOE B TIepeuHe HHPOPMAIIUK, CTPYKTYPUPOBATH TOTydaeMyI0 HHOOpMAIIHIO, 0OPMIISTh
pe3yJbTaThl IOMCKA

OLICHMUBATD MMPAKTHUYCCKYIO 3HAUYMMOCTDL PE3YJIbTAaTOB ITIOMCKA

MPUMEHSITH CpeICTBA HH(OPMAIIMOHHBIX TEXHOJIOTHIA JIJIsl pelieHnst Tpo(ecCHOHATbHBIX 33124

HCIIOJIb30BaTh COBPEMEHHOE MPOrpaMMHOE o0ecrieueHre B mpo(hecCHOHABLHOM AeATeTbHOCTH

HCIIOJIB30BaTh Pa3JIMYHBIC I_[I/I(prBBIe cpeacTBa 4Jisd peIICHUA HpO(l)eCCI/IOHaHBHI)IX 3agaq

3HaHusa:

HOMEHKJIATypa WHPOPMAITUOHHBIX UCTOYHUKOB, IPUMEHSEMBIX B TIPO(ECCHOHATBHOI NesITeThHOCTH

MPHUEMBI CTPYKTYpHUPOBaHUs HHPOpMALIUU

¢dopmar ohopmiteHHs Pe3yIbTATOB TOMCKA HH(POPMALIUH
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COBPEMCHHBIC CPCACTBA U YCTpOﬁCTBa I/IH(bOpMaTI/I?;aLII/II/I, MOPAAOK UX TPUMCHCHUSA U

MIporpaMMHOE 00ECTICUCHHE B TPOQPECCHOHATHLHOM NEATSILHOCTH, B TOM YHCIIE ITU(PPOBHIE CPEICTBA

OK 03 [ImarupoBath u Ymenust:
peann30BbIBaTh OIIPENEIIATh aKTyaJbHOCTh HOPMAaTHBHO-IIPABOBON TOKYMEHTALMH B IPO(PECCHOHATIBHOM NesTEIbHOCTU
coOCTBEHHOE IIPUMEHSTH COBPEMEHHYIO HayYHYIO IPo(ecCHOHATbHY0 TEPMUHOIOTHIO
NpO(eCcCHOHANBHOE U OTIPE/IETISITh U BEICTPANBATh TPACKTOPHUU NIPO(ECCHOHATEHOTO Pa3BUTHS U CaMO0Opa30BaHU
JINYHOCTHOC pa3BUTUE, BBISIBIIAATh JOCTOMHCTBA U HEAOCTATKH KOMMEPYECKOM HlIeH
HpEANPUHUMATEILCKYIO OTIPEAETISATH HHBECTUIIMOHHYIO MPUBIIEKATEIHPHOCTH KOMMEPUECKHX UIEH B paMKax MpodhecCHOHAThHON
ACATCILHOCTE B NeSITeIbHOCTH, BBISBIISITHh HCTOYHUKN (DHHAHCHPOBAHUS
npodeccHoHanbHoi cdepe, MIPE3EHTOBATH UJIEH OTKPBITHSI COOCTBEHHOTO Jieia B MPO(eCCHOHAIBHOM eATEIbHOCTH
MCTIOJIP30BATE SHAHUA IO OIIPEIENATH HCTOUHUKH JTOCTOBEPHOM IPaBOBOI MHPOPMALU
NpaBOBOH 1 PHHAHCOBOH COCTaBJIATH PA3JIMYHBIE IIPABOBBIE JOKYMEHTEI
TPaMOTHOCTH B pas/ITIHBIX HAXOJUTh UHTEPECHBIC IPOCKTHBIE HJIEH, TPAMOTHO UX (POPMYJIMPOBATH U JOKYMEHTHPOBATh
KUSHCHHBIX CHTYallHsX OLICHUBATh )KI/I3H€CHOCO6HOCTI) HpOCKTHOﬁ naeu, COCTaBJIATDH IJIaH IMTPOCKTA
3Hanu:
COJIepKaHUE AKTYyAJIbHOH HOPMATUBHO-IIPABOBOM JTOKYMEHTALUU
COBpeMEHHast Hay4YHasi ¥ PpoQecCUOHAIbLHASI TEPMUHOJIOTHS
BO3MOXHBIE TPaeKTOPHH NPO(eCCHOHATLHOTO Pa3BUTHS M caMO0Opa3oBaHHs
OCHOBEHI MPEINPUHAMATEIBCKON IS TEILHOCTH, MPaBOBOW M (PUHAHCOBOH IPaMOTHOCTH
MpaBuiia pa3pabOTKU Npe3eHTaIMH
OCHOBHBI€ 3TaIlbl pa3pabOTKU U peaTn3aLluH IPOCKTa
OK 04 O dexTuBHO YMenust:
B3alMOJEICTBOBATh U OPraHU30BbIBAaTh pa0OTY KOJUIEKTUBA U KOMaH IbI
paboTaTh B KOJIEKTUBE U B3aMMOZCHCTBOBATH C KOJUIETAMH, PYKOBOACTBOM, KIIMEHTAMH B X071 TPO(ECCHOHATILHOMN AeATEIbHOCTH
KOMaHJe 3HaHu:
MICUXOJIOTMYECKUE OCHOBBI JIEATEIBHOCTH KOJIJIEKTUBA
MICUXOJIOTHYECKHE OCOOCHHOCTH JIMYHOCTH
OK 05 OcCyliecTBIATh YCTHYIO U Ymenus:

MMUCHbMEHHYIO
KOMMYHHKAIIHIO Ha
TOCY/IapCTBCHHOM SI3BIKE
Poccutickoit @eaepanuu ¢
YUETOM OCOOEHHOCTEH

T'paMOTHO H3JIaraTb CBOU MBICJIM U O(bOpMJ'ISITB HAOKYMCHTHI 110 HpO(beCCI/IOHaJ'ILHOf/i TEMATHUKE Ha roCy1apCTBECHHOM

SI3BIKC

MIPOSIBIISITH TOJIEPAHTHOCTH B Pab0UEM KOJIIIEKTHBE

3HaHusa:

npaBuiia opopMIIEHHUS TOKYMEHTOB

MIpaBHJIa IOCTPOEHHS YCTHBIX COOOIIEHUIT
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COLIMAIBHOIO U KYJIBTYPHOTO
KOHTEKCTa

0Cc00EHHOCTH COLMATIBHOTO U KYJIBTYPHOTO KOHTEKCTA

OK 06 [IposiBnATE rpak1aHCcKo- YMmenns:
NaTPpUOTUYCCKYIO MO3ULHUIO, | [pOSIBIATH IPAKAAHCKO-NMIATPUOTUYECKYIO TO3ULIUIO
ACMOHCTPUPOBATD JIEMOHCTPUPOBATH OCO3HAHHOE MOBEICHHE
OCO3HAHHOC TIOBCICHHC Ha OIHMCBIBATh 3HAYUMOCTB CBOEH CIIENUAIBHOCTH
OCHOBE TPaJAUIIHOHHBIX
POCCHHCKIX TyXOBHO- MIPUMEHATH CTaHIaPThl AHTUKOPPYILIUOHHOTO MTOBEACHUS
HPABCTBEHHBIX LIEHHOCTel, B | SHAHMS: _
TOM UHCJIE C yIETOM CYITHOCTB TPaKJaHCKO-NTaTPUOTHYECKON MO3ULNH
TapMOHH3AIHH TPaJULHUOHHBIX 00IIEYEeTIOBEYECKUX LICHHOCTEH, B TOM YHCIIE ¢ YYETOM FapMOHHU3ALUN MEKHAIMOHAIBHBIX U
MEXHAIlMOHAIIbHBIX U MEXPEITUTHO3HBIX OTHOIIEHUI
MEKPCITHTHOSHBIX 3HAYUMOCTB POPECCHOHATFHON AESITETFHOCTH 10 CIIEIIUATBHOCTH
OTHOIICHHH, PUMCHATH CTaHIapThl AHTUKOPPYIILIUOHHOTO MOBEACHUS U MOCIEICTBHS €r0 HapyIICHUs
CTaHapThI
AHTUKOPPYIIIIOHHOTO
MTOBEICHUS
OK 07 CopnelicTBOBaTh COXPaHEHUIO | Y MEHHUS:
OKpY>Karolei cpepl, coOJII0IaTh HOPMBI DKOJIOTHYECKOH 0€30MacHOCTH
PECYPCOCOEPEKEHUIO, OTIPEJIEIISATH HAIIPABJICHUS pecypcocOepekeHrs B paMKax MpodeccHoHATBHOM IS TeIbHOCTH 110 CIIEHUaTbHOCTH
TIPUMEHSTh 3HAHUS 00 OpTaHU30BBIBATh PO(ECCHOHATILHYIO JIESTETHLHOCTD C COOIOICHUEM MPUHIIUIIOB OEPeXIINBOIO IIPOU3BO/ICTBA
U3MCHCHHUH KJIMMarTa, OpTaHU30BBIBATH PO(ECCHOHATBLHYIO IESTEILHOCTD C YIETOM 3HAHUH 00 N3MEHEHUH KITMMATHYECKUX YCIOBHUMA
TIPUHITUIIBL OEPEKITUBOTO pervona
TPOH3BOICTBA, YPYEKTHBHO 3¢ PEKTHBHO JEHCTBOBATH B YPE3BBIUAIHBIX CHTYAIUSIX
NeficTBOBATh B SHAHMS:
HPE3BBIMAHHBIX CHTYAUMAX | npapya 9K0IOrHUecKoil 6e301IaCHOCTH IIPH BeACHHU IPO(ECCHOHANBHOM AESTENBHOCTH
OCHOBHBIE PECYPCHI, 3a1eiiCTBOBaHHBIE B TPOPECCUOHANBHON AEATENIEHOCTH
MyTH oOecrieueH st pecypcocOepexeHns
MPUHLMIBI OEPEXITMBOTO TPOU3BOICTBA
OCHOBHBIE HalPaBJIEHHUS N3MEHEHUS KIMMAaTHYECKUX YCIOBUH peruoHa
MIpaBHJIa TIOBECHUS B UPE3BBIYAHBIX CUTYALUSIX
OK 08 Ucnonrs3oBaTh cpencTpa Ymenus:

($u3NUeCcKOi KyIbTYpbI IS
COXPAHEHUS U YKPETICHUS
3I0pOBbs B IIpoOLECCE

HUCIIOJIB30BAaTh (1)I/I3KYJ'H>TypHO-O3,I[OpOBI/ITCJ'IBHy10 ACATCIIBHOCTD UIA YKPCIJICHUSA 3J0POBbs, JOCTUIKCHUSA
JKHN3HCHHBIX 1 HpO(l)eCCI/IOHaHBHLIX ueneﬁ

OPUMCHATH pAllUOHAJIBHBIC IPUCMBI IBUTATCIIbHBIX (bYHKLII/Iﬁ B HpO(l)GCCHOHaHBHOfI JACATCIIBHOCTHU
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npodeccnoHaNbHON MOJIb30BATHCS CPEACTBAMU NMPODUIAKTUKY MEePEHANPSHKCHUS, XapaKTePHBIMH AJISl TAHHOH CHIEIHAIbHOCTH
JeSITeTbHOCTH 3HaHus:
NOJACPIKAHUS poib GuU3nIEecKOil KyIbTYphl B OOLIEKYIBTYPHOM, IPOPECCHOHAIIBEHOM M COLMAIIEHOM Pa3BUTHH YEIOBEKa
HEOOXOJUMOTO yPOBHS OCHOBBI 3I0POBOTO 00pa3a KU3HH
(pusnueckoit ycIoBus MpodeCCHOHATEHON AesITENFHOCTH B 30HBI PHCKA (PH3MUECKOTO 3/I0POBBS IS CIIEIHAIHbHOCTH
HOArOTOBJICHHOCTH cpeacTBa MPOPIITAKTHKY TIEPeHATIPSIKEHS
OK 09 ITonw3oBatscst YMmenus:
npodeccuoHaNIbHON [IOHUMATb OOIIMI CMBICI Y€TKO MPOU3HECEHHBIX BBICKA3bIBAHUHN HA U3BECTHBIC TEMBI (IPOdECCHOHATIbHBIE U
JOKYMEHTaruen Ha OBITOBBIC), TOHUMATh TEKCTHI Ha 0a30BbIe MPO(ecCHOHATHHBIE TEMBI
rOCyJapCTBEHHOM U Y4acTBOBAaTh B AMAJOrax Ha 3HAKOMbIE 00111e U MPOPECCHOHATBHBIEC TEMBI
HHOCTPAHHOM S3bIKaX CTPOUTH MPOCTHIC BHICKA3BIBAHUS O ce0e U 0 CBOEH MpodecCHOoHaIhHOMN IeATEeNbHOCTH
KpaTKo 00OCHOBBIBATH M OOBSCHSTH CBOM ACHCTBHSA (TEKYIIUE U TUIAHUPYEMBIE)
MMUCaThb MPOCTHIC CBA3HLIC COO6HICHI/I$1 Ha 3HAKOMBIC UJIM UHTCPECYIOIHNE HpO(l)eCCI/IOHaJII)HBIe TEMBI
3HaHua:
MpaBMIIa IOCTPOCHUS MPOCTHIX M CIOXKHBIX MPEUIOKEHUN Ha IPOPECCHOHATBLHBIE TEMBI
OCHOBHBIE 00IIIEyNTOTPEOUTENBHBIE TTIaroibl (ObITOBas H PpoQeccHoHANTbHAS JIEKCHKA)
JIEKCUUECKUI MUHUMYM, OTHOCSIIIIUICS K OIMCAHUIO TIPEIMETOB, CPEJICTB U MPOIECCOB NMPOPECCHOHATBHON
JeSITETbHOCTH
0COOEHHOCTH MPOU3HOIIEHUS
MpaBMJIa YTEHHSI TEKCTOB MPO(ECCHOHAIBHON HANPaBIEHHOCTH
KK 01 JleMOoHCTpUpOBaTh KyJIbTYpY | YMEHUs:

3a00THI O COOCTBEHHOM
3/I0pOBbE, BKITFOYAs
Npo(QUIAKTHKY 3a00JICBaHUI
ITO3BOHOYHUKA, ITYTEM
coOJTI0TeHUS
3PrOHOMHUYECKUX
IIPUHIIAIIOB, BBIITOJITHCHUA
YIpaKHEHUM 151
YKPEIUIEHUS OIIOPHO-
JIBUTATEIHLHOTO armapara u
MPUMEHEHHUS Mep T10
CHIDKEHUIO (hU3NIECKON
Harpy3KH Ha MMO3BOHOYHHK B

KOPPEKTHO OPraHU30BbIBATH pa6oqee MCECTO U BBIIIOJIHATH pa60‘II/I€ ornepanum ¢ yaeToM MUHUMU3AUU HAIPY3KH Ha
ITIO3BOHOYHHK

MIpOBOJAUTH KOMILICKC ynpa)KHCHHfI JUI YKPCIUICHU A MBILIILL CIIMHBI, YITYYHICHUA THOKOCTH IMO3BOHOYHHUKA U CHITHUS
HaIpsAKCHUA

IUTAHUPOBATH M paclpedelsiTh padoUylo Harpy3Ky, COOJ0Aast peXKUM Tpya U OTAbIXa JUI n30eranus
MIEPEyTOMIIEHHS U YPE3MEPHOTO HANPSHKEHUS TTO3BOHOYHUKA

AHAJIM3UPOBATH YCJIOBHUA TPyda U IPUHUMATL MCPBI JI1 UX MUHUMU3AIUN

OKa3bIBaTh NCPBYHO IOMOIIb

CO6J'IIO)13TB ’I’pe60BaHI/I$I OXpaHbI TpyAda U CAHUTAPHO-3IIUACMHUOJIOTHYCCKUX HOPM, CBA3aHHBIX C obecreueHueM
340pOBbS Ha pa6oqu MECTEC

3HaHusa:

CTPOCHUC MMO3BOHOYHUKA, €TI0 (byHKLII/Iﬁ n (baKTOpOB, BJIMAOIINHNX Ha €ro 3JOPOBLC B YCIIOBUAX HpO(l)CCCI/IOHaJlLHOﬁ
JCATCIIBHOCTHU
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YCIIOBUSIX MpaBUiIa OPTaHU3alKK pabouero MecTa 1 BBIIOIHEHH Pa00UYHX onepanuii 11si MUHUMHU3AIMK Harpy3Ky Ha
npodeccuoHanbHOM MMO3BOHOYHHK
JeSITEIbHOCTH B BIIMSIHUE BUOPAIMH, CTATHUECKUX HArPy30K, MOABEMa TsDKECTeH U APYTHX (PaKTOPOB Ha 370pOBbE MO3BOHOYHUKA
TOPHOI00BIBAIOIIEH KOMILJIEKC Mep, BKJIIoUasi (pr3ndecknue ynpaxHeHUs,, peXXKUM TPya U OTAbIXA, UCIIOJIb30BAaHUE CPECTB
MPOMBIIIJICHHOCTH. MHIVBHIYaTbHOM 3aIUTHI
MIOJIO’KEHHST HOPMATHBHO-TIPABOBBIX JOKYMEHTOB, PETJIAMEHTUPYIOLIMX 0€30ITacCHOCTh 1 3710pOBEE Ha pabodyeM
MecTe
JEeUCTBUS MPH BOZHUKHOBEHHH OOJIEBOTO CHHAPOMA WIIH TPABMBI B YCIIOBHSX IIPOM3BOACTBA
KK 02 O¢ddexTrBHO YmeHus:

aJanTHPOBATECS K
npoeccuoHaIbHON cpefie
TOPHO00BIBAOTIIEH
MIPOMBIIIIIEHHOCTH,
MIPUMEHSS HaBBIKHU JI€JI0BOTO
OOIIEHHS, DTUKHU
B3aUMO/IEHCTBUA U
MEKIIMYHOCTHOU
KOMMYHHMKAIH JJIs
YCTaHOBJICHUA
MIPOJYKTHBHBIX pabounx
OTHOLIEHUH U YCHIEUTHOU
WHTETpaIyy B KOJIJIEKTHB.

YCTaHaBIMBATh U MOAACPKUBATH paboune OTHOLICHHUS C KOJJIETAMH, IEMOHCTPHUPYS YBaXXEHUE, OTKPBITOCTh U
TOTOBHOCTb K COTPYIHUYECTBY

BECTH yCTHBIE M MUCbMEHHbIE KOMMYHHKALUH, COOI0Aast MpodeCcCHOHAIBHBIN 3TUKET U HOPMBI AEJIOBOH
MEPENUCKH

JeCTBOBATh B COOTBETCTBUH C HOPMaMH KOPIOPATUBHOM KyJIbTYpHl, YBaXKasl IpaBuiia CyOOpAXHALINY U
JE€MOHCTPHUPYS OTBETCTBEHHOCTh B MPO(ECCHOHATIBHBIX CUTYaLUSIX

0CBanBaTh ICHHOCTHU 1 HOPMbI FOpHO,Z[O6LIBaIOI.LICﬁ KOMIIaHWH, BKIIFOYAs IPUOPUTET 0€30IMacHOCTH B KOMaHILHOfI
pa60TBI, 1 UHTCTPUPOBATHCA B KOJIJICKTUB

paspeuiaTtb MCKIMYHOCTHBIC KOH(i)J'II/IKTLI KOHCTPYKTHUBHO, UCIIOJIb3Yd HABBIKK dKTUBHOT'O CIYIIIaHUS,
apryMCeHTaluu U NOUCKa KOMIIPOMHCCOB

HCIOJIB30BATh METOAbI CAMOPETYJIALNU I ITPEOJO0JICHUS CTPECCa B MIPOLECCE adallTallun

CJIEZIOBaTh BHYTPEHHUM pErjlaMeHTaM MPEANpHUsITHs, HOpMaM OXpaHbl TPyJa U CTaHAapTaM NpodEeCCHOHATBHOTO
MOBEJCHHUS

3HaHuda:

OTallbl aganTanuu 1 q)aKTOpBI, BIIMAOOINUEC HA eé YC€UIHOCTh B FOpHO}IOGBIBaIOHIeﬁ MIPOMBIIIJIICHHOCTH

MpaBHJia yCTHOW M MICbMEHHOW KOMMYHHUKAIIWH, BKJIIOYask CTPYKTYPY ACTOBON MEPENMUCKH, TeIe(POHHOTO ITHKETA U
BEJICHHUS I1IEPErOBOPOB

HOPMBI ITpo(heCCHOHATBHON 3THKH, BKIIFOYas YBaXKEHUE K KOJUIeTaM, COOJII0IeHNEe CyOOpANHAILINY U ITPUHIIATIOB
KOPIIOPATUBHOU KYJIbTYPbI

OEHHOCTH, TpaAUIHUU U HOPMEI ITOBEACHUSA, IIPUHATHIC B OTPACIIU, BKIIIOYasd aKIICHT Ha 6C3OHaCHOCTL, KOMaHJIHYIO
paboTy ¥ OTBETCTBEHHOCTH

OCHOBBI IICUXOJIOI'MH O6H_ICHI/I}I, BKJIFOYas yIIipaBJICHHUEC KOH(bJII/IKTaMI/I, pacCiio3HaBaHUE HeBep6aHBHBIX CUTHAJIOB U
aaarnTanrio K pa3JIMYHbIM THUIIaM JIMYHOCTHU

nonoxenus: TpyaoBoro konekca P®, BHyTpeHHUX PEernaMeHTOB NPEANPHATHS U CTAHAAPTOB IMOBEICHHS B
PO eCCHOHATTLHOM cpefie.
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ajanTanun

TCXHUKHU CaMOPCTYJIAIUN U YIIPABJICHUA CTPECCOM JI MMOAACPKaHUA TICUXOJIOTUYECKOM YCTOI‘/'I‘II/IBOCTI/I B YCJIIOBHAX

4.2. ITpodeccronaibHbIE KOMITETCHIIUH

Buanl gesreJLHOCTH

Koa u HauMeHoBaHue KOMIIETeHIUHU

IToka3aTein 0CBOGHUS KOMIETEHIIUU

Ocywecmeénenue
OpP2AHU3AYUOHHO20 U
O0OKYMEHMAYUOHHO20
obecneyenus
oesamelbHoOCmu
opeanuzayuu

1IK 1.1. Ocywecmenamo npuém-
nepeoavy ynpaeieH4eckou ungopmayuu
€ NOMOWbIO CPeocmse UHPOPMAYUOHHBIX
U KOMMYHUKAYUOHHBIX MEXHON02ULL

HaBbIkn:

NOJIy4eHus: Heo0XoaAnMOoN HH(OPMALMU U NIepeAad CAHKINOHUPOBAHHOM
MH(POPMAaLIUH C UCIIOIB30BAHUEM CPEACTB HH(POPMAIIMOHHBIX U
KOMMYHHUKALIMOHHBIX TEXHOJIOTUH

YMmenns:

WCTIOJIb30BaTh CPe/CTBa HH)OPMAIIMOHHBIX 1 KOMMYHUKAITUOHHBIX TEXHOIOTUH JUIs
MONYYCHUS U Tiepeiaun HHHopMaIvy;

BECTH U HCIIOJb30BaTh B pab0Te 6a3y KOHTAKTOB OpTraHH3AIINH;

BECTH YUYETHBIC PErHCTPAIIMOHHBIC (HOPMBI, HCTIONIB30BaTh UX I HHHOPMAIIMOHHOM
paboThI U pabOTHI MO KOHTPOJTIO UCTIONHEHS TOPYUICHUIA;

YCTaHABJIMBATh U MOJCPKUBATH KOMMYHHUKAIIMU B MTPOIECCE JICTIOBOTO OOIICHHUS C
MOMOIIBIO CPENICTB MHPOPMAITUOHHBIX U KOMMYHUKAIIMOHHBIX TEXHOJIOTHIA;
CTIIAKUBATh KOH(DIMKTHBIC U CJI0XKHBIC CUTYAlUMH MEKITMYHOCTHOTO
B3aMMOJIECHCTBUS,

cOOJFOIaTh CITY)KeOHBIN ITUKET;

obecrneunBaTh NHPOPMAIIMOHHYIO O€30MTaCHOCTh ACSITEILHOCTH OpPraHU3aIliH.

3HaHuA:

HOpMaTHBHBIE TIPaBOBBIC akThl Poccuiickoit deneparun B chepe nHOOPMAITMOHHBIX
1 KOMMYHUKAIIMOHHBIX TEXHOJIOTHH;

CTPYKTypa OpraHu3aiuy, e€ 3ajaud U pyHKIuu;

MpaBuJIa POBEICHUS JIEIOBBIX NIEPETOBOPOB;

STHKA JIEJIOBOTO OOIIEHUS;

MpaBwiia PEYEBOT0 ITHKETA;

MpaBUJIa TOJICPKAHUS U PA3BUTHUS MEKIMYHOCTHBIX OTHOIIICHHIA,

TpeOOBaHMS OXPaHBI TPYAA.

1IK 1.2. Koopouruposamo pabomy
nPUEMHOL PYKOBOOUMEIs, 30H npuema

HaBrIkn:

KOOpAWHAIWHU paboThl MPUEMHON PYKOBOIUTENS U 30H MPHEMA Pa3THYHBIX
KaTeropuil MoceTUTeNer OpraHu3aun
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pasiudrnsvlx Kameeopuﬁ nocemumeinet
opearnusayuu

YMmenus:

BCTpPEYaTh MOCETUTENICH, T0JIyyaTh NEPBUYHYIO HHPOPMALUIO O TIOCETUTEIX,
yCTaHaBJIMBATh MOPSIOK MpHEMA JUTS Pa3TUUHBIX KaTErOPH MOCETHTENEH;
BECTH yUYETHBIEC PErHCTPALIIOHHEIE (YOPMBI IO MPUEMY TOCETHTENEH 1 0hOpMIIATE
MPOIYCKa;

BECTH NpUEM, Niepeiady 1 OTIPaBKY TOKYMEHTOB;

OpraHU30BHIBaThH U OPOHUPOBATH MEPETOBOPHBIC KOMHATHI;

CepBUPOBAThH YaliHbIe (KOEWHBIE) CTOJIBI B OQHCE;

NPUMEHSTh B paboTe cpecTBa NHPOPMALMOHHBIX 1 KOMMYHUKAIIHOHHBIX
TEXHOJIOTH;

NPUHUMATE MEPHI TI0 COXPaHEHHIO0 KOH(PUICHINATBFHON HHPOPMAIIUHU B X0O/I€
npuéma IOCETUTENEH.

3HaHud:

HOpPMAaTUBHBIE PaBOBbIE aKThl Poccuiickoii denepanuu mo 3amure HHGopMaIU 1
paboTe ¢ oOpalIeHUsIMH FPaXxIaH;

CTPYKTYpa OpraHM3alliy U pacrpeeneHue QyHKINH MeXly CTPYKTYPHBIMU
Moipa3AeNICHHsIMH U CTIIeIHaINCTaMu;

MIpaBuJia OpTaHU3alUH PUEMaA ITOCETUTENEH;

STHKET U OCHOBBI MEXIyHAPOTHOTO MTPOTOKOJIA;

JTHKA JIEJIOBOr0 OOIIEHHSI;

MpaBHJia PeYeBOr0 ITHKETA.

MpaBUiIa CEPBUPOBKH YaiiHOTO (KO(EHHOTO0) cTONA;

TpeOOBaHMS OXPaHEI TPYIA.

1IK 1.3. Bradems nHasvixamu niaHupo8aHus
pabouezo epemeHU pyKoBoOOUmens u
cekpemapsi

HaBbiku:

TUTAaHWPOBAHUS Pa0OUYETO BPEMEHHU PYKOBOAUTENS U paboUero JHA CeKpeTaps

YMmenusa:

BBIOUpATh (POPMBI TNIAHUPOBAHKS U 0(OPMIISTH IJIAHUPOBIIUK (OpraHaiizep)
PYKOBOJUTEISI U CEKpETaps;

YCTaHABJIMBATh LN, OTPENIENIATh IPHOPUTETHOCTh H OYEPETHOCTD BBITIOTHEHUS
padoT u 3¢ (EeKTUBHO pacipeacsaTh padodyee Bpems;

COTJIACOBBIBATH BCTPEUH U MEPONIPUATHS M BHOCHTH HH(POPMALIUIO B TNIAHUPOBIIHUK
(opramnaiizep);

UH()OPMHUPOBATH PYKOBOAUTENS O IPUOIMKEHUN BPEMEHH M PErJIaMeHTe
3aINTAHAPOBAHHBIX BCTPEY M MEPOIIPUSTHIA;
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BBIOMpaTh ONTHMAJIbHBIE CIIOCOOBI BHEIIHETO U BHYTPEHHET0 HH(POPMHUPOBAHHUS O
IJIAHUPYEMBIX MEPOTIPUSATHSIX;

obecrneunBaTh HHPOPMAIIMOHHYIO 0€30MaCHOCTD ACITSILHOCTH OpPraHU3aIui;
MPUMEHSATH B paboTe CpeacTBa MHPOPMAIIMOHHBIX M KOMMYHHUKAIIMOHHBIX
TEXHOJIOTHH.

3HaHuA:

HOpPMAaTHBHBIE MPaBOBbIE akThl Poccuiickoii deaepanuu B chepe HHOOPMAITMOHHON
0e30IacHOCTH;

CTPYKTYpa ¥ crenu(ruKa OCHOBHOM IEATEIBHOCTH OPraHU3aIl|H;

OCHOBEBI YIIPABJICHHUS BPEMEHEM;

MpaBUIIa IPOBEICHHUS JCTOBBIX TEPETOBOPOB;

9THKA JICJI0BOI'0 OOIIEHNS,

TpeOOBaHUS OXPaHbI TPYIA.

1IK 1.4. Ocywecmensimo nod2omosxy
0€/108bIX NOE300K PYKOBOOUMENS U OPYeUX
COMPYOHUKO8 OpeaHU3ayuu

HaBbIkn:

OpPraHU3alMHK JIEN0BBIX M0E3/10K PYKOBOJUTENS U IPYTUX COTPYAHUKOB
OpraHu3aLNH

YMmenusa:

COCTaBJISATh U O)OPMIIATE TOKYMEHTBI AJIS ICJIOBBIX MOE30K;

OCYUIECTBIIATH TPEBENI-TIONAEPKKY JAECIOBBIX ITOE30K;

COTJIACOBBIBATH C IPUHUMAIOLIEH CTOPOHON ITPOTOKOII IIJIAHUPYEMBIX MEPONIPUATHI
1 GOPMHUPOBATH MPOTPaMMY JICIOBON TOE3KH;

WCTIOJIB30BaTh CPeACTBa MHHOPMAIIMOHHBIX 1 KOMMYHUKAITMOHHBIX TEXHOIOTUH JUIs
obecrevyeHns: B3aMMOICHCTBHS C PYKOBOJMUTENEM BO BPEMS €T0 JIETIOBOH MOE3AKH;
0QOPMIIAITH OTUETHBIE IOKYMEHTHI O JIeJI0BOM MOE3/IKE.

3Hanus:

HOpMaTHBHBIE TIPaBOBBIE akThl Poccuiickoit deneparun B chepe opraHu3aIim
JICJIOBO TTOE3/IKH;

MOPSAZIOK MTOATOTOBKY U IOKYyMEHTHPOBAHUS J1€JI0BO MOE3IKH;
WHTEPHET-PECYPCHI ISl OCYIIECTBICHHUS TPEBEN-TIOIEPKKHU IETOBBIX MOE3/I0K;
STHKET ¥ OCHOBBI MEXIyHAPOTHOTO MTPOTOKOJIA;

9THKA JIEJIOBOTO OOIIECHMS;

TpeOOBaHMS OXPaHBI TPYAA.

HaBrbiknu:

OpTraHM3alfy U TMOoAePKaHus (PYHKIIMOHAIEHOTO pabouero mpocTpaHCTBa
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1IK 1.5. Brademwv cnocobamu opeanusayuu
paboyezo npoCmpancmea npuemMHoul u
KabuHema pyKkogooumeis

YMmenus:

OpraHU30BBIBATh pabodee MECTO B COOTBETCTBUU

¢ TpeOOBaHUSMH SPTOHOMUKH H KYJIBTYPBI TPYAA;

obecrieunBath pabouee MecTo U (PyHKIHMOHAIbHOE pabodee POCTPaHCTBO
HEOOXOUMBIMH CPEACTBAMH OPraHU3AIIMOHHON TEXHUKH, MeOENIbI0 U
KaHLEISPCKUMHU IPUHAAIEKHOCTIIMH;

MOJ/ICP>KUBATh CPEACTBA OPraHU3allMOHHON TEXHUKU B pab0YeM COCTOSIHUH.

3HaHud:

TpeOOBaHU OXpaHBI TPY/Ia, IPOU3BOJICTBEHHON CAaHUTAPHUHU, IPOTHBOIIOKAPHOM
3alIUTHI;

OCHOBBI ITPAaBWJIBHOW OpPTaHU3alMK TPYJa U METObI MOBBILLICHHS €TI0

3¢ (HEeKTUBHOCTH;

BU/JIbI OPTAaHU3AIIMOHHON TEXHUKH U MOPSIOK pabOTHI C Hel

1IK 1.6. Ocywecmenamo pabomy no
N0020MOBKe U NPOBEOEHUIO KOHDEPEHMHBIX
Meponpusimuil, obecnedugamy
ungopmayuoHHoe 3aumooeicmeaue
PYKOBOOUmens ¢ noopazoenreHusIMu u
OO0MICHOCTHHBIMU TUYAMU OP2AHUZAYUU

HaBbIkn:

OpraHu3alMy NOATOTOBKH U MPOBEACHUS KOH(PEPEHTHBIX MEPOIPUSITHH,
obecnieyeHns: THOOPMAIIMOHHOTO B3aUMOJICHCTBHS PYKOBOJHUTEINS C
MOAPA3EICHUSMHU U JODKHOCTHBIMU JIMLAMHU OpraHU3alun

YMenns:

OPraHU30BBIBATH MPOIIECC MOJTOTOBKU U MPOBEICHHE KOH(DEPEHTHOrO MEPONPUSTHS
WHIMBUIYATLHO U B COCTaBe paboyei rpymsbi;

JIOKYMEHTHPOBATh Pa3HbIC 3TaIbl MPOIETYPhI IOJATOTOBKH U TPOBECHUS
KOH(EPEHTHOT'O MEPOITPUSTHSI;

COOJIOIATh ATUKET U OCHOBBI MEXK/TyHAPOIHOTO TIPOTOKOJA;

OCYIIECTBISITH COOp, 00padOTKy HHPOPMAITUH, CUCTEMATH3AITUIO MTOTYyIaeMBIX U
nepeaaBacMbIX JaHHBIX,

OCYIIECTB/ISATh MPOBEPKY TOCTOBEPHOCTH, HOJIHOTHI U HEIIPOTHBOPEYMBOCTH
JTAHHBIX, UCKIIFOYEeHNE TyOIupoBaHus HHQOpMaIny;

IIPUMCHATH I/IH(bOpMaI_[I/IOHHO-KOMMYHI/IKaI_II/IOHHI)Ie TEXHOJIOTHUH.

3Hanus:

HOpMaTHBHBIE TIPaBOBBIe akThl Poccuiickoit deneparnu B chepe nHPOpMannu;
KOMIUIEKC OpTraHU3allMOHHO-TEXHUYECKUX MEPOTIPUATHI 110 MTOATOTOBKE U
IIPOBEIEHHUIO KOH(PEPEHTHBIX MEPONPUSTHUIL;

npaBuia ohopMIIEHHUs JOKYMEHTOB, CO3JaBa€MBIX B IIPOLIECCE ITOJATOTOBKU
HpoBeAeHNS KOHPEPECHTHOTO MEPOIIPUSATHS;
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STUKET U OCHOBBI MEXTyHAPOTHOTO MTPOTOKOJIA;
9THKA JICJIOBOI'0 OOIICHNS,;
COCTaB BHYTPEHHHUX U BHEITHUX UH(POPMAIIMOHHBIX IOTOKOB

1IK 1.7. Ogpopmasims opeanu3ayuoHHO-
pacnopsaoumenvivie OOKYMEHMbl U
Op2aHuU308v16aMb PabOMy ¢ HUMU, 8 MOM
yuce ¢ UCNoab3068aHUeM
ABMOMAMUZUPOBAHHBIX CUCTEM

HaBbIkn:

odopMIIEHHUST OPTaHN3AMOHHO-PACTIOPSIUTENBHBIX JOKYMEHTOB M OpraHU3aIis
paboThI C HUMH, B TOM YHUCJIC C UCTIOJI30BAHUEM aBTOMATH3UPOBAHHBIX CUCTEM

YMmenns:

COCTaBJISATh MPOEKTHl OPraHU3ALUOHHBIX, PACTIOPAIUTENbHBIX U HH()OPMAIIIOHHO-
CIPAaBOYHBIX JOKYMEHTOB, B TOM YHCJIEC JOKYMEHTOB, COJCPKALINX
KOH(UICHINATHHYIO HHPOPMAIIHIO;

0(QOPMIIITH OPraHU3aLNOHHO-PACIOPSAUTEIbHbBIE JOKYMEHTHI (OPUTHHAIIBI 1
KOIIHH);

CKaHMPOBATh, KOITMPOBATh U KOHBEPTUPOBATD JOKYMEHTHI B Pa3iudHbIe (JOPMATHI;
OCYIIECTBISATH MPOBEPKY NMPOEKTOB JOKYMEHTOB Ha COOTBETCTBHE MTPAaBHIIaM
JIEJIONPOU3BOJICTBA;

MPUHUMATE B IPOBOJMTH TIEPBUYHYIO 00paOOTKY BXOJSIINX JOKYMEHTOB;
MPOBOIUTH MPEIBAPUTENHHOE PACCMOTPEHNE BXOASIINX U BHYTPEHHUX JIOKYMEHTOB;
PETUCTPHUPOBATH BXOAIINE, UCXOIAIINE U BHYTPEHHUE IOKYMEHTBI;
KOHTPOJIMPOBATH MapUIPyTU3ALHIO TOKYMEHTOIIOTOKOB B OpraHU3allui
(cormacoBaHue, MOANMMCAHUE, YTBEPKICHUE, PETUCTPAIUs, 03HAKOMIIEHUE U
WCIIOJTHEHHE JOKYMEHTOB);

OCYIIIECTBIISITH CPOKOBBII KOHTPOJIb CIIOTHEHNUS JJOKYMEHTOB;

OCYIIECTBIISTH MMOATOTOBKY M OTIIPABKY HCXOSAIINX TOKyMEHTOB;

COCTaBJISITh OTYETHI M aHATTMTHYECKUE CTIPABKU 00 MCTIOTHEHUH IOKYMEHTOB;
BECTH MH(POPMAIIMOHHO-CIIPABOYHYIO paboTy MO JOKyMEHTaM;

OCYIIECTBIATH pabOTy C OPraHU3aIMOHHO-PACTIOPSINTENEHBIMHA JOKYMEHTAMH B
aBTOMATH3UPOBAHHBIX CHCTEMAaX.

3Hanus:

HOPMAaTHBHBIC ITPaBOBBIE akThl Poccuiickoit deneparuu B chepe
JIETIONPOU3BO/CTBA;

JIOKaJIbHbIE HOPMATHBHBIE aKTHI, PETJIAMEHTHPYIOIIUE JIEATEIBHOCTD CITYKOBI
JIeIONPOU3BO/ICTBA M €€ PaOOTHHUKOB, OPraHU3aIMIO BEICHUS AEIOTPOU3BOICTBRA,
COBpEeMEHHbBIE HH()OPMAIIMOHHBIE 1 KOMMYHHKAIIMOHHBIC TEXHOJIOTHH,
MIPUMEHsIEMbIE B paboTe C TOKyMEHTaMHU;
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CTPYKTYpa OpraHu3aluy, PyKOBOACTBO CTPYKTYPHBIX MOApa3aeNeHHi, 00pa3Ibl
MOJMHUCEH JIUI], UMEIOUINX MPABO MOANHUCAHUS U YTBEPKACHUSA JOKYMEHTOB, U
OTpaHMYEHUS 30H UX OTBETCTBEHHOCTH;

MIpaBUJIa PyCCKOTO S3bIKA;

TpeOOBaHUs OXPaHBI TPYIA.

1IK 1.8. Ogpopmnsims doxymenmoi no
JIUYHOMY COCMABY U OP2AHU30BbLEANTD
pabomy ¢ HUMU, 8 MOM HUCTE C
UCNONIL306AHUEM ABMOMAMUUPOBAHHBIX
cucmem

HaBbIkn:

O(bOpMJ'IeHI/Iﬂ AOKYMCHTOB 110 JIMYHOMY COCTaBYy U OpraHu3aluu pa6OTI>I C HUMHU, B
TOM YHMCJIC C UCITIOJIB30BAHUCM aBTOMATU3UPOBAHHLIX CUCTEM

YMmenns:

o0ecrneynBaTh COXPaHHOCTh IEPCOHATBHBIX TaHHBIX pAOOTHUKOB;

OpraHU30BbIBATh JOKYMEHTOOOOPOT MO NMPEACTABICHUIO JOKYMEHTOB I10 [IEPCOHAILY
B TOCYAapCTBEHHbBIE OPTaHBL;

OpraHU30BHIBATH JJOKYMEHTOOOOPOT MO YUETY U JBIKEHHUIO PAOOTHHUKOB;

BECTH BOMHCKHUH y4€T pabOTHHUKOB;

BECTH y4€T pabovyero BpeMeHH paOOTHHKOB;

0 OPMIISITE OPraHU3aMOHHO-PACTIOPSTUTEIbHBIE JOKYMEHTHI 110 INYHOMY COCTaBY;
BECTH PETHCTPAIUIo, yUET, ONIEPAaTUBHOE XpaHEHUE JOKYMEHTOB 0 JINYHOMY
COCTaBYy;

BECTH JOKYMEHTAIIUIO, TIOITBEPKIAIONIYIO CBEACHHUS O TPYAOBOH JCATEILHOCTH U
TPYAOBOM CTa)Xe PaOOTHHKOB;

(hopMHpOBaTh THYHBIE JIe)Ia pAOOTHUKOB,

0o OPMIIATH Jieja 10 JINYHOMY COCTaBy JUIsl TIepe/lavyd B apXUB OpPraHU3alluig;
paboTaTh co crenuaTn3UuPOBAaHHBIMUA HH(POPMAIIMOHHBIMH CHCTEMaMHU 1 Oa3zaMu
JIAHHBIX 110 BEJICHUIO YUETA U JIBIDKEHHIO PAOOTHHKOB.

3Hanusa:

HOpMaTHBHBIE TIpaBOBBIE akThl Poccuiickoit deneparun B chepe Tpya0BBIX
OTHOIIICHUH;

JIOKaJIbHbIE HOPMATHBHBIE aKThl, PEIVIAMEHTHPYIOLIUE TPYIOBBIE OTHOLICHMS;
COBpEeMEHHbIE HH()OPMAIIMOHHO-KOMMYHHKAITUOHHBIE TEXHOJIOTHH, IIPUMEHSIEMBIC B
paboTe ¢ JOKyMEHTaMH IO JIMYHOMY COCTaBY;

CTPYKTypa OpTaHU3alliH, PyKOBOACTBO CTPYKTYPHBIX IOAPA3ACICHHML;

MIPaBUJIA IEJIOMPONU3BOACTBA;

IIPAaBHJIA PYCCKOTO SI3BIKA;

9THKA JIEJIOBOTO OOIIECHMS;
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TpeOOBaHUS OXpaHbI TPY/IA.

1IK 1.9. Opeanuzosvieams mekyujee
XpaHenue OOKyMeHmo8, 06pabomky oen 05
ONepamueHo20 U apXueHo20 XpaHeHus, 6
MOM YUCe C UCNONb30BAHUEM
ABMOMAMUZUPOBAHHBIX CUCTEM

HaBrbikn:

OpTraHM3alfH TEKYIIETO XPaHeHUSI JOKYMEHTOB, 00pa0OTKH Ae sl ONePaTHBHOTO
¥ apXHUBHOT'O XPaHEHHS, B TOM YHCJIE C HCIIOIh30BaHUEM aBTOMATH3NPOBAHHBIX
CHUCTEM

YMmenns:

pa3pabaTeIBaTh HOMEHKJIATYPY 1€l OpraHn3aluy;

MIPOBEPSATH IPABUIBHOCTH OQOPMIICHHSI ZJOKYMEHTOB 1 OTMETKH 00 UX MCIIOJTHEHUH
nepesa ux (opMHUPOBAHUEM B JIEJI0 [UIS IOCJIEAYIOIIEro XpaHeH!s; (OpMHUPOBATH
Jlena, KOHTPOJIUPOBaTh NPaBHIIBHOE U CBOEBPEMEHHOE PACIIPEICIICHUE U MTOIIINBKY
JTOKyMEHTOB B JIeJIa B COOTBETCTBUU C HOMEHKJIATYPOU JET;

MIPOBEPATH CPOKU XPAHEHHS JOKYMEHTOB, COCTABIISITH IIPOTOKOJ PabOTHI
9KCIIEPTHOM KOMHUCCHH IO MOATOTOBKE JOKYMEHTOB K Iepefiaue B apXUB;
COCTaBJIATh AKT O BBIACIEHUH K YHUUTOKEHHUIO TOKYMEHTOB, HE TIOJIeXKAIINX
XpaHEeHHIO;

COCTaBIISITh aKT 00 YHUUYTOXKEHUH JJOKYMEHTOB;

OCYILIECTBIIATH MOJTHOE WM YaCTHYHOE OQOPMIICHHUE JIe]T BPEMEHHOT0, TIOCTOSTHHOTO,
JIOJITOBPEMEHHOTO CPOKOB XpaHEHMUS;

COCTaBJISAITh OMUCH JIEJI CTPYKTYPHBIX MMOApa3eNIEeHUI TOCTOSHHOTO,
JIOJITOBPEMEHHOTO CPOKOB XPaHEHHUs IS [Iepeauu el B apXUB OpraHU3allHH;
MPUMEHSTh HH)OPMAIIHOHHO-KOMMYHHKAIIMOHHBIE TEXHOJIOTHH TIPU padoTe ¢
JIOKyMEH