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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»



3

Conepxkanue
Pa3mest 1. OOLIME ITOTOMKECHII . ..........ccevvrerurunnisseestetesstussssessesssssssttteeetessssssnttteestessssrnnrreeeseessnnn 4
1.1. Ha3znaueHue oCHOBHOU NMPOECCHOHATHHOU 00pa30BATCIIBHONU MPOTPAMMBI ....vevvveesrvveesnieenns 4
1.2. HOPMATHBHBIC JIOKYMEHTDBL. ... ...veteestiasreteesteasseaseesseasseaseeaseassesseesseasseaseeaneassesseesbeasnesbeennesnnenneas 4
1.3. TICPCUCHD COKPALIICHIT .....vveuviereiieteassesteesteassesiee b e st e b e sbe et e b e b enbe e b e esn e e beenn e nnenne s 5
Pazgen 2. OcHOBHBbIE XapaKTEPUCTHUKU 00PAa30BATEAbHOM MPOTPAMMBI .......ccovvveeiiairiiieennenn, 6
Pazgen 3. XapakTepucTuka npogeccuoHaNbHOM 1eATeTbHOCTH BBIMYCKHHUKA ..........covvenne.. 7
3.1. O6mactb(1) TpoPeCCHOHATBHON AEATETBHOCTH BBITYCKHHIKOB: . .ecvveeeisreesssreessiressssnessssneessnes 7
3.2. IIpO(ECCHOHATTBHBIE CTAHIAPTD «vveeuvvveesreeesureeessreessssesssssesssssesssssesssssessnssssssssessnssessnsssssnssessnsees 7
RIR IO 103 T:070: 15 Y0 S (07010 S Q1 (55: 6 Koh) 023 & (01w u % 9
Pa3nen 4. TpeOoBaHus K pe3yJibTaTaM OCBOCHHSI 00Pa30BaTeIbHON MPOTPAMMBI .............. 10
4.1, OOIIIHE KOMITETECHIIHI ......cevevvrtrennssssesssesssssasssssssssssssssssssssssessssssssseestesesssssseeesressrs e 10
4.2. IIpo(heCCHOHATEHBIC KOMITETEHIIHH ... v..vvesvesreseenseassesseesseassesssesesssesseesseasnesseesseessesseessesnsesses 15
4.3. MaTpu1ia KOMITETEHIIUM BBITTYCKHIKA ... .uvveeiutreesuseeessseesssseeessseesssseessssessssseessssesssssesssssessnseeens 30
Pazjnen 5. Ctpykrypa u coaep:kaHue 00Pa30BaTEJIbHON MPOTPAMMBI ...........ccovvveeiireeniineenne. 39
ST A 10) 1317 8 101 ) SO OTP PP PRTPPRRPRRPP 39
5.2. OGocHOBaHUE pachpeielieHUs] BApUATUBHOM YacTu 00pa30BaTEIbHON MPOTPAMMBI ............ 42
5.3. Ilnan oOyuyeHus B ¢popMe MPaKTUUECKON MOATOTOBKHU Ha MPEANPHUATHH (Ha paboueM MecTe)
....................................................................................................................................................... 43
ST ) (229 €21 0) 3 02917 0 VA (5100208 17 B0y 0 1) QPP PR 47
5.5. PaGouune nporpaMmbl y4eOHBIX TUCHHUILINH U TPO(YECCUOHATIBHBIX MOYIICH «..ovvveeeveneeee 49
5.6. Pabouas mporpaMMa BOCITUTaHUS M KaJICHIAPHBIH IJIaH BOCIIUTATEIILHON PAOOTHI............... 49
5.7. IIpaKTUUECKAS TIOZTOTOBKR w...veureessreanreessneasreessreasesssneasseessseassesasneesseeasseessesanneesnnesneesnnsanneenes 49
5.8. I'0Cy1apCTBEHHASI UTOTOBAST ATTECTAITHS ... .vvveesereeeureessuseessuseesssseesssseesssseesasseesssnesansnessnsneesnes 50
Pa3nes 6. YciioBus peajn3anuu 00pa3oBaTeTbHON MPOTPAMMBL...........ccccuieiieereeaiieesneeniens 50
6.1. MarepuanbHO-TEXHUYECKOE U y4yeOHO-MeTOJMuecKkoe obecneueHne oOpa3zoBaTeIbHOM
TIPOTPAMMBL ... ati et see bbbt bbb e e b e b e e b e e s b e e e b e e s b b e e A e e e b e e e b e e s b e e e b e e s b e e e b e e s b e e b e b e e 50
6.2. IIlpuMeHeHne 3JeKTPOHHOTO 00y4YeHUs U JUCTAaHIIMOHHBIX 00pa30BaTeNIbHBIX TEXHOIOTHH 51
6.3. KagpoBble yCIIoBHsI peau3aiiil 00pa30BaATEIBHON MTPOTPAMMBI ......ccvvrvveveeeenresieennesneniess 51
6.4. PacueTsl (MHAHCOBOTO 00ECIICUCHUS peATN3allii 00Pa30BATEIBHON MPOTPAMMEI .............. 51

ITepeuyens npuioxenunii k QOII-II:

[Tpunoxxenue 1. Paboune nporpammsl npohecCHOHATBHBIX MOTyJIEH
[Tpunosxxenue 2. Paboune nporpaMmbl y4eOHBIX TUCIUILINH
[Tpunoxxenne 3. MaTepuanbHO-TEXHUYECKOE OCHAILIEHUE
ITpunoxxenue 4. [IporpaMmma rocy1apcTBEHHON UTOIOBOM aTTeCTalluu
[Tpunoxxenue 5. Pabouas mporpamma BOCIIUTaHUS



4

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

00pa3oBaTeNbHBIH MOAYIIb:

OI1.08 Ilpogeccuonanvroe 300posve 36 18
OI1.09 Ocnogvl npogheccuonarvHou adanmayuu u 72 36
KOMMYHUKAYUU

IIM.03 Oceoenue npogheccuu Koncynomanm 6 297 297
obracmu pasgumus yu@dposou epamonmHoCmu

Hacenenus (yughposoi Kypamop)

IIM.04 Oceéoenue npogheccuu 299 299
Henonpouzeooumens

T'UA B dopme demoncmpayuonto2o sK3ameHa u 216 216
3auumsl OUNIOMHO20 npoekma (pabomsi)

Bcero 2952 2290

Pa3pnen 3. Xapakrepucruka npoeccuoHaJbHOM 1eATeJIbHOCTH BbIIYCKHHKA

3.1. O6mnacte(n) MpodeccHOHATBHOMN JIEITeILHOCTH BBITYCKHUKOB:

07 Aomunucmpamuero-ynpagienyeckas u 0QuUcHas 0essmenbHOCmby.

3.2. IlpodeccronanbHble CTaHAAPTHI

[Tepeuens npodeccuoHaIbHBIX CTAHIAPTOB, YYUThIBaeMbIX Iipu pazpadotke OOII-II:

PexBuzuthl Kon n
Konu
Ne yTBEpXKJIeH HalMEHOBaHHE Kon u Hanmenosanue TO
Haumenoanwue T1C
ust OTD
1 | 07.002 [Tpuxkas A A/01.3 Ilpuem u
Crneuunanuct no Muntpyaa | OpraHu3alioHHOE | pacrpesaeseHue TeaeOHHbBIX
opranuzanoHHoMy | Poccun ot | obecnieuenue 3BOHKOB OpraHU3aluu
" 15.07.2020 | mesiTenpHOCTH A/02.3 Opranusanus padoTsl
JNOKyMEHTaMoHHOM | Ne333H Opra"u3anuu C ITIOCETUTEIISIMU
y obecrieueHuIo OpTaHu3aIH
YIIPABJICHUS A/03.3 Beinonuenue
opraHu3aIen KOOPIWHUPYIOIIUX U
obecreunBarOmuX QyHKIHHA
B B/01.5 Opranuzanus paboTsl
JIOKyMEHTaIlMOHHO | C JIOKyMEHTaMHU
e o0ecrieueHme B/02.5 Opranuzanus
JeSITeTbHOCTH TEKYIIETO XPaHEHHS
OpraHu3aIu JIOKYMEHTOB
B/03.5 Opranuzarus
00paboTKu aen ans
MOCTISTYFOIIETO XPaHEHHsI
C C/01.6 Oka3anue momMouu
OpraHu3anMoHHOE, | PYKOBOIMTEINIO B
JOKYMEHTALMOHHOE | TUTAHUPOBAHUM PabOyero
1 “HOOPMAITMOHHOE | BPEMEHH
oOecrieueHue C/02.6 ITnanupoBanue
JEeSITEIbHOCTH paboyero JIHs ceKpeTaps
PYKOBOIUTEIIS C/03.6 Opranuzanus
OpraHu3aluu TeneOHHBIX IEPETOBOPOB

PYKOBOOUTCIIA




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)




PexBusutnl Kon u
Koo u
Ne YTBEPK/ICH HauMEHOBaHHE Kox u Haumenosanue TO
Haumenoanue I1C
ust OTo
(TOKYMEHTOB) A/03.5 YyeT apXuBHBIX JIe]
apxuBa (1OKyMEHTOB)
A/04.5 Opranuzanus
WCTIOJIb30BaHUsI aPXUBHBIX
Jen (TOKYMEHTOB)
A/05.5 Xpanenue,
KOMIUIEKTOBAHHE, YUET U
UCTIOJIb30BaHUE /1T
(IOKYMEHTOB) BpEMEHHOTO
XpaHEHUs
3 | 06.044 Koucynprant | [Ipukas A— A/01.3 Beinonnenue
B obnactu pazButus | Munucrepc | KoHCyabTHpOBaHUE | MOATOTOBHTEIBHBIX PaOOT 1O
uudpoBoit TBa TpyJa U | TpakJaH B 00JIACTU | KOHCYJIbTUPOBAHUIO TPAXKIAH
IPaMOTHOCTH COIMAIILHOW | pa3BHTHS B 00J1aCTH IPUMCHCHHSI
HaCEJICHUS 3aIUTHI uudpoBoi uH(GOPMaIMOHHO-
(uudposoii kypatop) | Poccuiickoil | rpamoTHOCTH KOMMYHHKAIIMOHHBIX
®deneparuu TEXHOJIOTUN
oT
31.10.2018
roja Ne
682H

3.3. OcBauBaeMEbIe BUABI ACATCIbHOCTHU

HawnmenoBanue BUJOB JACATCIBHOCTH

Konx n naumenoBaunue [IM

Buasl nestensHocTH (001IIHIEC)

OCYH.[CCTBJ'ICHI/IG OpraHu3alluOHHOIO U
AOKYMCHTAIITUOHHOT' O obecreyeHus
ACATCIIBHOCTU OpraHU3allnunu

IIM.01 OcymiecTBienue OpraHu3aliOHHOTO U
JIOKYMEHTAllMOHHOT'O 00ecrieueHus AesITEIbHOCTH
OpraHu3aluu

Opranu3zaiiys apXuBHOM pabOTHI 1O
JOKYMEHTaM OpTaHU3aIMi Pa3IMuHbIX
(hopm coOCTBEHHOCTH

IIM.02 Opranuzanuus apxuBHOH paboTHI 11O
JIOKYMEHTaM OpraHu3alii pa3InyHbIX GopM
COOCTBEHHOCTH

Buapl gestensHOCTH MO0 OCBOCHHIO OJTHOW MJIM HECKOJIBKUX Tpodeccrii pabounx, TOHKHOCTEH

CJIy’Kalux

OcBoenue nmpogeccun KoHCyIbTaHT B
o0actu pa3BUTHUS TUPPOBOIL
TPaMOTHOCTH HacesneHus ([ poBoi

KypaTop)

I1M.03 OcBoenue npodeccun KoHcyapranT B
o0iactH pa3BUTUS TU(POBOK TPAMOTHOCTH HACEIICHUS
(ungpoBoii Kyparop)

OcBoenue npodeccun
Jlenonpon3BOIUTEIb

IIM.04 OcBoenune npodeccun JIea0mpOn3BOAUTEND
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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 ¢
JIOKyMEHTaMH.

3Hanuda:

HOpMAaTHBHBIC TTPaBOBBIEC aKThl Poccuiickoit denmepariu B cepe Iea0mpon3BOACTBA
Y apXUBHOTIO JIENIa;

JIOKaJIbHBIC HOPMATHUBHBIC aKThI, PETJIAMCHTHUPYIOIINE BEACHUEC NCTIOIIPOU3BOACTBA U
nepejiavy Jiejl B apXuB OpraHU3ally;

BHJIBI HOMEHKJIATYD JIe]1, 001re TpeOoBaHUs K HOMEHKIIAType AeJI, TOPSI0K PabOThI
C HElt;

nops70k popmupoBanus u ohopMieHHS Jei, crielnprka GOpMUPOBAHUS
OTZEJBHBIX KATErOpUi JEI;

MpaBUiia XpaHEHUs J1eJI, B TOM YUCIIE C JOKYMEHTAMH OIPaHUYEHHOIO I0CTYIIA;
MpaBUIIa BBIJAYU U UCIIONIL30BAHUS IOKYMEHTOB H3 CHOPMHUPOBAHHBIX JICIT,
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MOPSIIOK UCTIONIH30BAHUS TUIIOBBIX HIIM BEIOMCTBEHHBIX NIEPEUHEH JOKYMEHTOB,
OMpeNIeTICHUS] CPOKOB XPAHEHHUS B MPOIIECCE SKCIEPTU3HI IIEHHOCTU JJOKYMEHTOB;
BUJIbI OTIHCEH JIe] OpraHU3alvK U TOPSI0K PabOTHI ¢ HUMU,

TpeOOBaHUS OXpaHbI TPY/A.

Opeanuzayus apxugHou
pabomvl O OOKYyMEHMAM
OpeaHu3ayuil pasIudHbIX
¢opm cobcmeennocmu

1IK 2.1. Ocywecmenams KoMnaIeKmosauue
apXUBHLIMU OenaMU (OOKYMEHMAaM) apxued
opeanuzayuu

HaBbIkn:

Y4acTHsl B KOMIUICKTOBAHUY apXUBHBIMU JieJaMu (JIOKYMEHTaMH1) apXHUBa
OpraHu3aluu

YMmenns:

paboTaTh ¢ oApa3AeICHUSIMH/OpraHN3alMsIMA ICTOYHUKAMU KOMIUIEKTOBAHUS
apXuBa;

[PUHUMAThH ApXUBHBIE J1eN1a (JOKYMEHTHI) Ha TIOCTOSIHHOE WM JA0JITOBPEMEHHOE
XpaHEHUE;

y4acTBOBaTh B IPOBEAECHUH IKCIIEPTU3HI IICHHOCTH Pa3INYHBIX TUIIOB U BUIOB
JIOKyMEHTOB B COOTBETCTBHM C BHYTPEHHUMH PETJIaMEHTaMH OpTaHU3aliH;
MPUMEHSThH B paboTe peKOMEHIAIUH SKCIIEPTHO-ITPOBEPOYHON KOMUCCHUH HITH
9KCIIEPTHON KOMUCCHH OpTaHHU3allNH;

MIPUMEHATH EPEYHH C YKa3aHHEM CPOKOB XpPaHEHHs A€ (OKYMEHTOB);
co0JII0]aTh HOPMATHBHBIE CPOKU XPaHEHHUs IeN (JIOKYyMEHTOB);

BECTH YUET HCTOYHUKOB KOMIUIEKTOBAHUS apXUBa;

WCTIOJIb30BaTh MEPEIOBON OTEUECTBEHHBIN U 3apyOeKHBIN OITBIT 10
KOMIUIEKTOBAaHUIO apX¥Ba JeJIaMH (JIOKyMEHTaMH) TOCTOSIHHOTO U
JIOJITOBPEMEHHOTO XPaHEHUS;

WCIIOJIb30BaTh COBPEMEHHBIE aBTOMAaTU3UPOBAaHHBIE, MHPOPMAIIOHHBIE 1
TEJIEKOMMYHHKAIIMOHHBIE TEXHOJIOTHH JOKYMEHTHPOBAHHBIX Cep NesTeTbHOCTH
OpraHu3alyH.

3Hanusa:

HOpMAaTHBHBIC TTPaBOBBIC aKThl Poccuiickoit denepariu B cepe Iea0mpon3BOACTBA
Y apXUBHOTIO JIENIa;

HAaYy4YHO-MCTOANYCCKHUE KPUTCPHUU SKCIICPTU3BI HEHHOCTU PA3JIMYHBIX TUIIOB U BUJI0B
JteT (IOKyMEHTORB);

TEOPETHUYECKUE U METOAMYECKHE aCTIEKThI KOMIJIEKTOBAHUS U KCIIEPTU3bI LIEHHOCTH
BCEX BUJOB JIOKYMEHTOB;

BUJIBI, PA3HOBUAHOCTH U (hOpMATHI BCEX BUAOB JOKYMEHTOB;

YHUDHUIIIPOBAHHYIO CHCTEMY OPTaHU3aI[OHHO-PACTIOPSANTEIFHON JOKYMEHTALINH;
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CTaHAapThl 0(hOPMIICHHS OpTaHU3AIIMOHHO-PACIIOPSAUTEIHLHON JOKYMCHTAIINY;
CIIOCOOBI ¥ TEXHOJIOTUU JOKYMEHTUPOBAHUS PA3JIMYHBIX BUOB MPO(HECCUOHATBHOMN
JIESATSIILHOCTH;

OpraHU3aIMOHHbBIC TPUHITUITEI KOMITJICKTOBAHUS A€M (JOKYMEHTOB) OTPaHUYCHHOTO
JIOCTYTIa;

TpeOOBaHUS OXpaHbI TPY/IA.

1IK 2.2. Becmu yuém apxugHwix oen
(OoKxymenmos), 6 mom uucie ¢
UCNOTL308AHUEM ABMOMAMUZUPOBAHHBIX
cucmem

HaBbIkn:

BeJICHUsI y4€Ta apXUBHBIX JIeJT (JIOKYMEHTOR), B TOM YHCJIC C UCTIOJIb30BAHHEM
aBTOMaTU3UPOBAHHBIX CUCTEM

YMmenusa:

MOJIH30BAThCS YUETHBIMH JOKYMEHTAMHU B paMKax 3JEKTPOHHBIX UH()OPMAIIMOHHBIX
CUCTEM JTIOKYMEHTHUPOBAHHBIX c(hep JAeITeIbHOCTH OpraHu3alluy;

I10JIB30BaThCA CepTI/I(bI/IHI/IpOBaHHI)IMI/I ABTOMAaTU3UPOBAHHBIMU CUCTEMaMU
JIOKYMEHTUPOBAHHBIX c(hep AeSTENLHOCTH OpraHU3alluy 110 YUETY, pErUCTpallHH,
KOHTPOJTIO JIeN (JJOKyMEHTOB);

I10JIb30BaThCA I/IH(bOpMaHI/IOHHO'CHpaBO‘IHBIMI/I CUCTEMaMHU JOKYMCHTHUPOBAHHBIX
chep neATeIIbHOCTH OPraHU3allNY;

BECTH CIIPAaBOYHO-TIONCKOBBIC CPEJICTBA K ApXUBHEIM JIeJIaM (JIOKyMEHTaM);
BECTH yUET CTPaxoBOro GoH/Ia apXUBHBIX Jiell (JOKYMEHTOB);

MMPUMCHATH HOPMATUBHBIC IIPABOBLIC aKThl, JIOKAJIbHBIC HOPMATUBHBIC aKThI
oprann3anu U METOANYCCKHUE JOKYMCHTEI B OGJIaCTI/I yqéTa APXUBHBIX I
(IOKyMEHTOB);

BHOCHTB MPE/JIOKEHUSI TI0 COBEPIICHCTBOBAHUIO METOIUUECKOTO 00CCIICUCHHUS
YLIéTa Pa3HBIX BUAOB JOKYMEHTOB B JOKYMCHTHPOBAHHBIX C(bepax ACATCIBbHOCTU
OpraHu3aIyy.

3Hanusa:

HOpMAaTHBHBIC TTPaBOBBIC aKThl Poccuiickoit denepariu B cepe Iea0mpon3BOACTBA
Y apXUBHOTIO JieJa;

METOAUYCCKUEC NTOKYMCHTEI U HAITMOHAJIBHBIC CTAHAAPTEI B o0Oiactu yqéTa
JOKYMEHTOB U JOKYMCHTHUPOBAHHBIX C(bep JACATCIIBHOCTH OpraHrU3alliu,
OTEUYECTBEHHBIE U 3apyOe)KHbIe CepTH(PUIINPOBAHHBIE CUCTEMBI
aBTOMATH3UPOBAHHOTO YUYETA apXUBHBIX JEN (JIOKYMEHTOB);

TpeOOoBaHUS K yUETY 0c000 IIEHHBIX M YHUKAIBHBIX apXUBHBIX ACIT (IOKYMEHTOB);
CPOKH BBITIOJTHEHUS paboT 10 YUETY apXUBHBIX A€l (JIOKYMEHTOB);
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001IMe MPUHIIMITEI yIETa M KOMIUIEKTOBAHUS JIey (JJOKYMEHTOB) OrPaHUYCHHOTO
JIOCTYTIa;
TpeOOBaHUS OXpaHbI TPY/IA.

1IK 2.3. Ocywecmenamo xpanenue
apxueuvix 0e (OOKYMEeHmMOo8) ¢ NOCMOSHHbIM
CPOKOM XpAHEHUsL U NO TUYHOMY COCMABY 8
apxuee opeanuzayuy

HaBbIkn:

OCYIIIECTBIICHHSI XpaHEHHS apXUBHBIX JeJ (JOKYMEHTOB) C IIOCTOSHHBIM CPOKOM
XPaHEHHUSI U 10 JINYHOMY COCTaBY B apXHMBE OPTaHU3AIIHI

YMmenns:

CHUCTEeMAaTH3UPOBATH JieTa (JJOKYMEHTHI);

pasMelaTb apxuBHBIE 1€j1a (JIOKYMEHTHI) Ha MECTaX XpaHEHHUsI B COOTBETCTBUU C
HOPMAaTUBHBIMH TPEOOBAaHUSMU B 00JIACTH apXUBHOT'O JI€N1a U YIPaBJICHUS
JOKYMEHTaMH;

co00JaTh HOPMaTUBHbIE PEKUMBI XPAaHEHUS apXHUBHBIX JIe]T (IOKYMEHTOB) Ha
T100BIX HOCUTEIISX;

MIPOBOAUTH MPOBEPKY MOTHOTHI COCTABA APXUBHBIX JOKYMEHTOB B €MHHUIIAX
XpaHeHus;

MIPOBO/IUTH ONHMCAHUE APXUBHBIX €N (IOKYMEHTOB);

COCTaBJISATh CIIPABOYHO-TIONCKOBBIE CPEJICTBA K ApXMBHBIM JIeJaM (JIOKyMEeHTaM);
BECTH YUET U KOHTPOJIb BBIAUN apXUBHBIX J€JT (IOKYMEHTOB) U3 apXHUBOXPAHUJIHIIA
Y UX BO3Bpara;

BECTH YUET U KOHTPOJIb Mepeadn Jel (JOKyMEHTOB)

B TOCYIapCTBEHHBII/MYHHUIIUTIATILHBIN apXUB WK Ha MHOE BHEIIIHEE XPpaHEHHE U
npuéma JieJl C BHEUTHETO XpaHEeHUS;

MPOBOJIUTH TOJMCTHYIO MMPOBEPKY (PU3UIECKOTO COCTOSHUS €T (IOKYMEHTOB);
pa3bICKUBaTh HEOOHAPYKEHHBIE JieNa (JIOKyMEHTHI);

3alUIIaTh HHPOPMAIIMOHHBIE PECYPCHI apX1Ba OT HECAHKIIMOHUPOBAHHOTO
JIO0CTyTIA.

3Hanus:

HOpMAaTHBHBIC TTPaBOBBIEC aKThl Poccuiickoit denmepariu B cepe IeI0mpon3BOACTBA
Y apXUBHOTO JIETIa;

HOpPMAaTUBHbIE MPaBOBbIe akThl Poccuiickoii dexepannu B 001acT HHPOPMALIUH,
MH(GOPMAITMOHHBIX TEXHOJIOTHH, 3alTUTH HH(POPMALIMK 1 IEPCOHANBHBIX JaHHBIX,
i poBoit Tpanchopmarymy;

HOPMAaTHBHBIC TTPaBOBBIEC aKThl Poccuiickoit demepariuu B 001aCTH
KOH(QUICHIIMATLHOCTH WH(POPMAITUH;
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MpaBUiIa XpaHeH!s el (JOKYMEHTOB) B COOTBETCTBUH C MX TUIIAMH;

MOPAIOK POPMUPOBAHUS JOKYMEHTOB B KOMIUIEKTBI, [PYTIIbI, THIIBL;

TpeOOBaHUs K OOPMIICHUIO TOTOBOPOB Ha peasM3alMIO yCIYT BHEIIHETO XPAaHEHUS
Jell (TOKYMEHTOB);

CPOKH BBITIONHEHHSI PadoT;

TpeOOBaHUs K YCTAHOBJICHHBIM HOPMaM BBIPAOOTKH;

TpeOOBaHUs OXPaHBI TPYIA.

1IK 2.4. Ocywecmenamo xpanenue,
KOMNIEKMOogaHue, yuém u UCnoIb306aHue
oen (OOKYMEeHMO8) 8PeMEHHO20 XPaHEHUs!

HaBbIkn:

oOecrieueHrs XpaHeHHsI, KOMIUICKTOBaHUsI, yU€Ta U UCTIOIb30BAHMS JEIT
(TOKYMEHTOB) BPEMEHHOI'O XPaHECHHSI

YMmeHnus:

OpTraHM30BHIBATH H 00ECTIeUNBATh XPAHEHUE 1T (JOKYMEHTOB) BPEMEHHOTO
XpaHEHHUs! OpPTraHru3alluy B TPAJAUIIUOHHOM H B DJIEKTPOHHOM BH/IE;

KOHTPOJIMPOBATh Pa3paboTKy CTPYKTYPHBIMH MOJPA3eIICHUSIMHU ONICEH B aKTOB O
BBIJICJICHUH HA YHUUTOXKEHHE Jie] (JIOKYMEHTOB) BPEMEHHOTO XpaHEHHUS B
TPaJUIIMOHHOM U B DJIEKTPOHHOM BH/IE;

(opMHPOBaTh SAMHUIIBI XPAHEHHUS JJOKYMEHTOB JUIsl UX TIOCIEAYIONIETO pa3MEICHHs
B apXHBE OPTaHU3AIINH;

COCTaBJISITH CITPABOYHO-TIOMCKOBEIE CPEACTBA K APXUBHBIM JIesIaM (JOKyMEHTaM);
OCYILIECTBIISITH MOUCK JIeN (JIOKYyMEHTOB) BPEMEHHOT'O XpaHEeHHUsI B IPOIecce UX
XpaHEHHUs B CTPYKTYPHBIX MMOJIPA3/IEIICHHUSIX M apXHBE OPraHU3aIlny;

OCYILIECTBIISTh METOANYECKOE PYKOBOACTBO OpraHU3alel XpaHeHHS Ae
(IOKyMEHTOB)

B CTPYKTYPHBIX MOJPA3JICIICHUSX OPTaHNU3aIVH;

OKa3bIBaTh CTPYKTYPHBIM NOAPa3ACICHUSM MPAKTUIECKYIO MIOMOIIb B OpraHu3aliu
XpaHeHus e (JOKYyMEHTOB);

pa3padaThiBaTh CIIPaBOYHO-MH()OPMAIIMOHHBIE JOKYMEHTHI TI0 OpPraHU3aIluH
UCTIOJIb30BaHHMS 1] (JOKyMEHTOB) BPEMEHHOTO XPaHEHHS B CTPYKTYPHBIX
MOJIpa3/IeNICHUSX U apXHUBE OpraHu3aIlui;

MPOBOJIUTH IKCIIEPTU3Y IEHHOCTH JIeN (JIOKYMEHTOB) BPEMEHHOTO XpaHEeHHS,
IIEpeaHHbIX B apXUB;

OTIpeNIeNIATh CPOKU XpaHEeHH Aell (IOKYMEHTOB) BPEMEHHOT'O XPaHEHHUS;
o0ecreunBaTh 3aIUTY e (IOKYMEHTOB) BPEMEHHOTO XpaHEHHUS B OPTaHU3aLlH OT
HECaHKLIIMOHUPOBAHHOTO JAOCTYIIA WIIM YHUUTOXKEHUS;




26

MPOBOJUTH (PU3UUECKOE YHUUTOXKCHHUE JIEIT (JOKYMEHTOB) BPEMEHHOTO XpaHEHHS C
HCTEKIIMMH CPOKAMHU XpaHEHHUs TOCTE COTIACOBAaHUS CO CTPYKTYPHBIMHU
nojipa3AeICHUsIMA OpraHU3aluH;

0QOPMIIATH YUETHBIE TOKYMEHTHI 00 YHUUTOXECHUH JIe]T (IOKYMEHTOB) BPEMEHHOTO
XpaHEHUsI C UCTEKIINMHU CPOKAaMHU XPaHEHHUSI COBMECTHO CO CTPYKTYpPHBIMU
nojipa3AeNeHUsIMA OpraHU3alun

3HaHuA:

HOpMaTHBHbIC TIPaBOBBIC aKkThl Poccuiickoli deneparuu B chepe nenonpon3BoacTaa
Y apXUBHOTIO JIENa;

HOpMaTHBHBIC TIPaBOBbIC aKkThl Poccuiickoii denepaiiuu B 00JaCTH 3aIUThI
MEPCOHAIIbHBIX TAHHBIX;

HOpMaTHBHbBIC TIPaBOBbIC aKkThl Poccuiickoii denepaiiuu B 00J1aCTH
KOH(QHICHIMAITLHOCTH WHPOPMAITUH;

METOJIUYECKHE JOKYMEHTHI M HAIMOHAIBHBIC CTaHIaPTHI B 00JIaCTH
JIeJIONTPOU3BOJICTBA U apXUBHOTO JENA;

METOJIUKa pa3pabOoTKu (hOpM YUETHBIX JOKYMEHTOB B TPAJAMIIMOHHOM U B
3JIEKTPOHHOM BUJIE;

MpaBuiia CUCTEMAaTH3AIMK U KiacCu(DUKAIUN JOKYMEHTOB,;

0COOCHHOCTH OpraHM3aIMK XPaHEHUs JIe)T (JIOKYMEHTOB) Ha Pa3JInYHbIX HOCHUTEIISX;
KPUTEPHUH OIPEACIICHHUS IIEHHOCTH NI (IOKyMEHTOB) IS JATbHEHIIIET0 XpaHCHHSI
WJIM YHUYTOXKECHUS;

TpeOOBaHUS K MPOIIECCaM YHUUTOKEHUS MH(POPMALIUK B TPAJIUIIMOHHOM U
3JIEKTPOHHOM BUJIE;

TpeOOBaHMS OXPaHEI TPY/A.

1IK 2.5. Ocywecmenamo Ucnoib3o8anue
apxusHulx 0el (00KYMeHmMOo8), 8 MoM Yuce C
UCNOTL306AHUEM ABMOMAMUZUPOBAHHBIX
cucmem

HaBbiku:

OCYHICCTBJICHUA HMCITIOJIb30BAHUA apXHUBHBIX ACJI (}IOKYMCHTOB), B TOM YHUCJIC C
HCIIOJIb30BAHUEM aBTOMATH3UPOBAHHBIX CUCTEM

YMmenusa:

CUCTEMaTH3UPOBATh U 0000IIaTh CBEJICHHS O COCTABE U COJICPIKAHUU aAPXUBHBIX JIETT
(IOKyMEHTOB);

UCTIONIb30BaTh MH(MOPMAIIMOHHBIE TEXHOJIIOTHH B 00JIACTH CO3IaHMS CITPABOYHO-
TIOMCKOBBIX CPEJICTB apXUBa U JOKYMEHTHPOBAHHBIX c(hep AeATEeINbHOCTH
OpraHM3aINy;
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(hopMHPOBaTH OCHOBHBIE U BCIIOMOTaTEJIbHBIE BH/IBI QPXUBHBIX CIIPABOYHUKOB B
AIIEKTPOHHOH (opMme;

MOJrOTaBIMBAaTh MH)OPMALIMOHHBIE JOKYMEHTHI 0 3allpocaM MOIb30BaTeseH
Pa3IUYHBIX KaTeropui.

3HaHuA:

HOpMaTHBHBIC TIPaBOBBIC aKkThl Poccuiickoli deneparun B chepe
JIEJIONTPOU3BO/ICTBA;

HOpMaTHBHBIC TIPaBOBbIC aKkThl Poccuiickoii denepaiiuu B 00JaCTH 3aIUThI
MEPCOHAIIbHBIX TAHHBIX;

METOJIUYCCKHE JOKYMEHTHI B 00JIACTH MCIIOJIb30BAHUS U Iy OIMKAI[MH aPXUBHBIX JICT
(IOKyMEHTOB);

cepTuUIMPOBaHHBIC HHPOPMAIIMOHHO-TIOUCKOBBIC CUCTEMBI B 00JIaCTH pa3padOTKu
HAy4YHO-CIIPABOYHOI'0 armapara J0KyMEHTHPOBAHHBIX Cep ACITeIbHOCTH
OpraHu3allny;

CPOKH BBITIOJTHEHHUS PabOT 10 OpraHU3aIMU UCTIONB30BAHUS apXUBHBIX JICIT
(IOKyMEHTOB);

OpTraHU3allMOHHbIE PUHIIUIBI UCIOIb30BAHUS IOKYMEHTOB OTPAHUYEHHOIO
JIOCTYIa;

TpeOOBaHUS K MOATOTOBKE apXUBHBIX CIIPABOK M BBIITMCOK U3 apXUBHBIX
JIOKYMEHTOB;

TpeOOBaHUS OXpaHbl TPY/IA.

Ocesoenue npogeccuu
Koncynsmanm 6 obnacmu
pazeumust yugposou
2PAMOMHOCMU HACENeHUS

(yugposoii kypamop)

TIK 3.1 Boinoansamo noo2omoeumenbHbie
Pabomsl nO KOHCYIbMUPOBAHUIO 2PANCOAH 8
obnacmu npumeHeHust UHHOPMAYUOHHO-
KOMMYHUKAYUOHHBIX MEXHON02ULL

HaBbIkn:

BEJICHUS HETIOCPEICTBEHHOTO TIprieMa 00palieHui TpakIaH;
3JIEKTPOHHON KOMMYHHMKAIMK 110 0OpaIleHUAM TPaK/IaH;
BeNleHUs 0a3bl TaHHBIX TPAKIAH, OOPATUBIIHUXCS 32 KOHCYJIbTAIIHCH.

YMmenusa:

YTOYHSTH U (HOPMAIH30BaTh MPOOJIEMY, C KOTOPOH CTOJIKHYJICS TPaKIaHKH, B XOJIE
JIMajiora ¢ HUM;

OpTraHnU30BbIBATH KOHCYJIbTUPOBAHUEC I'paXKaaH C OTPaHUYCHHBIMH BO3MOKHOCTAMHU C
[IPUBJICYEHUEM CIIELIMAIMCTOB;

0OpMIIATD 3a4BKH Ha IPEJOCTABICHNE KOHCYIBTAlMOHHBIX YCIYT B COOTBETCTBUH
C YCTaHOBIICHHBIMH (hOpMaMU;

00pabaTrIBaTh MMEPCOHAIBHEIE TAHHBIE C COOIOACHIEM TPEOOBAHMIA,
YCTaHOBJIEHHBIX 3aKOHOAaTeNbCTBOM Poccuiickoit Denepanuu;
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OKa3bIBaThb KOHCYJIbTATUBHYIO ITOMOIIlb, CBA3AHHYIO C OIICPHUPOBAHUEM
NEPCOHAJIBHBIMU JAaHHBIMU CaAMHUMH MOJIB30BATCIIAMUA (I/I ux SaIIIPITOP'I) npu pa60Te C
HWHTCPHCT-CECPBUCAMU

3HaHuA:

IpaBHiIa AETOBOM MEPETUCKH U MUCEMEHHOTO STHKETA;

MpaBuIa AEJI0BOTO OOIIECHHS U PEYeBOT0 ITHKETA,

CBe/IeHUS 00 OpraHU3alKsIX U CIIC[UAIICTaX, COAEHCTBYIOINX B KOMMYHHUKALMH C
JIOABMH C OTPaHUYEHHBIMH BO3MOKHOCTSIMH;

TpeOoBaHUs K OOPMICHHUIO TOKYMEHTALHH,

MPUHIMITEI 1 MEXaHU3MBI Pa0OTHI TIOUCKOBBIX CUCTEM, (PYHKIIHOHATIbHEIE
BO3MOXHOCTH TIOMYJISIPHBIX CEPBUCOB TTOMCKA;

KpUTEpHU 0TOOPA M METO/IbI CTPYKTYPUPOBaHHS HHPOpMAIHH,

cpencTBa MHQOPMAIIMOHHO-KOMMYHHKAIIMOHHBIX TEXHOJIOTUH JUIA TIepeiavun
WHPOpPMALIUH;

MPUKJIaIHBIE POrPaMMBbI BeZieHUs 0a3 TaHHbIX.

1IK.3.2 Boinonuamo opeanu3ayuoHHO-
mexHuyeckoe obecneyenue npogedeHus
UHDOPMAYUOHHO-NPOCEEMUMENLCKUX
Meponpusimuil, HanpaeIEeHHbIX HA PA38UMuUe
Yughposoli epamomHoOCmu Spaxrcoam

HaBbIkn:

OpraHu3aliy TPYIIOBBIX H MaCCOBBIX MEPOIIPHUATHIH MO Pa3BUTHIO U(POBOH
IPAMOTHOCTH;

BBITTOJTHEHHSI TEXHHYECKHUX PaboT JIsl MPOBE/ICHUS TPYTIIOBBIX M MACCOBBIX
MEPOTIPHSTUH MO Pa3BUTHIO IU(PPOBOI TPaMOTHOCTH,;

IIPOBEJICHMSI OITPOCOB U aHKETUPOBAHUS 110 PE3YJIbTaTaM MEPOIIPUSATHUI,
HanpaBJICHHBIX Ha Pa3BUTHE U(PPOBOH TPAMOTHOCTH

YMmenusa:

co0HupaTh, aHATM3UPOBATH U 0000IATH MHPOPMAITHIO IO BOTIPOCAM Pa3BUTHUS
KOMIIETeHIINH B cepe HHPOPMANOHHO-KOMMYHHUKAIIIOHHBIX TEXHOJIOTHA

3Hanuda:

npaBuiia oopmieHust HHHOPMAITHOHHO-TTPE3CHTALIMOHHBIX MaTEPHAJIOB,;
MporpaMMHOe o0ecTieueH e ISl CO3/IaHus PE3CHTAIHH;

MOPSIIOK OPraHU3ALMH U ITPOBEIECHHS IPYIIIOBBIX U MACCOBBIX MEPOIPUATH;
HauboJIee BOCTPEOOBaHHBIC HHPOPMAIIMOHHO-KOMMYHHUKAIIHOHHBIE TEXHOJIOTUH;
MOPSJIOK pabOThI C OPTTEXHUKOMN M MPaBUIIa TEXHUIECKOW 0€30MacCHOCTH;
MpaBUIIa JICJOBOW NIEPETIMCKU ¥ MUCBMEHHOTO dTHKETA,

MpaBUIIa JIEJIOBOTO OOIIEHUS U PEUYEBOTO ATHKETA.

HaBrbiknu:
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1IK.3.3 IIposodumw unghopmayuonuo-
npoceemumenbCKue Meponpusimus,
HanpaegienHvie Ha pazeumue yu@posoll
2PAMOMHOCIU 2PAANCOAH

TUTaHUPOBAHUS KOMIUIEKCa HH(POPMALIMOHHO-TIPOCBETUTEIBCKUX MEPOTIPUSITHH,
HarpaBJICHHBIX Ha Pa3BUTHE LU(POBON IPaMOTHOCTH PA3IMYHBIX TPYII TPaskAaH 1
Ha MPOJIBUKEHHE YCIyT KOHCYJIbTHPOBAHUS,

MOJATrOTOBKY MH()OPMAIIMOHHBIX U PE3EHTAMOHHBIX MaTEPHAaIOB ISl Pa3IMIHBIX
TPYII TpaXaaH o HU(PPOBOH IPaMOTHOCTH, TIEpEUHE KOHCYIbTAIIHOHHBIX YCIYT U
BO3MOXHOCTH MX TOJyYeHHsI, B TOM YHCIIE AJISl CPEJICTB MaccoBOl MH(oOpManuy,
pa3paboTKH mporpaMM HHPOPMAIIHOHHO-TIPOCBETUTENLCKUX MEPOIIPUSATHI 1O
pasBUTHIO TU(PPOBOI IPAMOTHOCTH Pa3IMYHBIX TPYII IPaXKIaH U MPOJABIKECHHIO
YCIYT KOHCYJIbTUPOBAHMUS,

MPOBEIEHHS TPYIIOBBIX H MAaCCOBBIX MEPOTIPHUATHI HHPOPMALTMOHHO-
MPOCBETUTEIBLCKOTO XapaKTepa, HalpaBJIeHHBIX Ha (GOpMHUpOBaHUE MOTPEOHOCTH B
Pa3BUTHH U Pa3BUTHE HU(PPOBOH rPaMOTHOCTH, MPOJIBIKEHUE YCIYT
KOHCYJIbTUPOBAHUS 110 COOTBETCTBYIOIIMM BOIIPOCAM.

YMmenusa:

TUTAHUPOBATH CHCTEMY HH(OPMALIMOHHO-TIPOCBETUTEIBCKUX MEPOTIPHUSITUH,
HanpaBJICHHBIX Ha Pa3BUTHE HU(PPOBON TPAMOTHOCTH PANIMIYHBIX TPYIII TPaKAaH 1
Ha IIPOJIBUYKEHUE YCIIYyT KOHCYJIBTUPOBAHUS, HA OCHOBAaHUM PE3YJIbTaTOB AHAIN3A
TEHJICHIN B pa3BUTHU MH()OPMAIIMOHHO-KOMMYHHUKAIIMOHHBIX TEXHOJIOTHIA;
OTIPEJIeNIATh COCTAB M COJIEpKaHUE, OPTaHN30BBIBATh MIOATOTOBKY HH()OPMAIIHOHHBIX
Y IIPE3EHTALMOHHBIX MAaTEPUAJIOB JUISl PA3JIMUHBIX BO3PACTHBIX KATErOPUI I'PaXIaH.

3Hanud:

TEH/ICHIIMN Pa3BUTHsI MHPOPMAITMOHHO-KOMMYHHUKAITHOHHBIX TEXHOJIOTHH;
TpeOoBaHUs K MHPOPMAITMOHHBIM pecypcam Io BOPOcaM pa3BUTHS MU(POBOH
TPaMOTHOCTH, IPUMEHEHHST HH)OPMAIIMOHHO-KOMMYHHKAIIMOHHBIX TEXHOJIOTHH,
OPHUEHTUPOBAHHBIX Ha Pa3JIMYHbIEC TPYIIIbI [PAKIaH.

Ocesoenue npogeccuu
Henonpouseodumens

1IK 4.1. Opeanuszayus pabomvl no
peaucmpayuu, y4emy, XpaHeHuio u nepedaue
6 Coomeemcmayiouue CmpyKmypHule
noopasoenenusi OOKYMeHmMo8 mexyuje2o
denonpouszsoocmeaa

HaBbiku:

preMa U IePBUIHON 00paOdOTKH BXOAIINX TIOKYMEHTOB;
00pabOoTKH M OTIIPaBKH UCXOISINX TOKYMEHTOB;
KOHTPOJIS HCIIOJTHEHHS JJOKYMEHTOB B OPTraHU3alINH.

YMmenusa:

MOJIB30BaTHCS] ABTOMATH3NPOBAHHBIMHU CHCTEMaMHU y4eTa, PETUCTPaLii, KOHTPOJIA U
WH(OPMAITMOHHO-CITPABOYHBIMHI CHCTEMaMH MPH paboTe ¢ JOKyMEHTaMU
OpTraHM3aINy;
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MPUMEHSATH COBPEMEHHBIE HMH()OPMAIIMOHHO-KOMMYHHUKAIIMOHHBIC TEXHOJIOTHH IS
paboThI C TOKYMEHTAaMH, B TOM YHCJIE JIJIS €€ ONTUMHU3AIIUU U MTOBBIIICHHS
3¢ (HEeKTUBHOCTH.

3HaHuA:

OpraHu3allNy;
TpeOOBaHUS, IPEIBABISIEMbIC K IOKYMEHTAM B COOTBETCTBUU C HOPMATUBHBIMU

HOPMATHUBHBIC ITPABOBBIC AKThl U HOPMATUBHO-METOAUICCKUEC JOKYMEHTHI,
OIMpEACIAIOIINEC MOPAAOK JOKYMCHTALITUOHHOT'O obecreueHus YIIpaBJICHUA,
ImpaBuJia pa6OTI:I C BXOJAIIMMHU, UCXOAANIUMMHA 1 BHYTPCHHHUMHU JOKYMCHTAMMU,
IpaBuJia OpraHu3anuu 1 q)OprI KOHTPOJIA UCITIOJIHEHUA JOKYMCHTOB B

IMPAaBOBBIMU aKTaMU U TOCYJApCTBCHHBIMU CTaHAapPTaAMU.

4.3. Matpuua KOMIIETEHLIUH BBIITYCKHUKA

4.3.1. Matpuna coorBetrcTBHsI BUIOB jesrerabHocTd 1o PI'OC CITO, BunaM aesTeIbHOCTH 0 3aIpoCcy padoToaaress BuaaM nmpodeccnoHaIbHOM

[Tpu Hammuun I1C

ACATCIIBHOCTH I10 HpO(beCCI/IOHaHBHBIM CTaHJapTam, KBaJ'II/I(bI/IKaI_II/IOHHBIM CIIpaBOYHHUKAM C YUCTOM OTpaCHCBOﬁ CHCHH(bHKH

Yacte OOII-IT HanmenoBanme Buja Kon n nammeHoBaHMe Kon Konn Ko n nammeHoBaHME
o0s3aTenbHas JESATEIIBHOCTH npodeccuoHaIbHON npodeccuoHaIbHOI0 HAauMEHOBAHUE TPYAOBOH (pyHKIMH
/BapuaTHBHAs KOMIIETEHIIUU CTaHIapTa 00001IeHHON
TPYAOBOH QyHKIMH
B/l no ®I'OC CIIO | OcyuiecTBienue I1K 1.1. OcymectBmsare | 07.002 OTD A A/01.3 Ilpuem u
OpPraHMU3aLMOHHOTO U pueM-nepenady OpranuzanroHHoe pacnpezneneHue
JOKYMEHTAIlMOHHOT O yIpaBleHYeCKON o0ecrnieueHue TeJe(OHHBIX 3BOHKOB
obecrieyeHus uHpOpMaIINK C JESATEILHOCTH OpraHu3aIH
NeSITeIbHOCTH MOMOMUIBIO CPEJCTB OpraHu3aIu
OpraHu3alu UH(POPMALIMOHHBIX U OT® C C/03.6 Opranuzanus
KOMMYHUKAITHOHHBIX OpranuzanyoHHoe, | Tene(OoHHBIX
TEXHOJIOT Ui JOKYMEHTAllMOHHOE | NIEPETOBOPOB
U UHQOPMAIIMOHHOE | PYKOBOJIUTENS
o0ecrieueHue
JeSITebHOCTH
PYKOBOJUTEIS

OpraHu3aIu
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[IK 1.2. 07.002 OTd A A/02.3 Opranusanus
Koopauauposats padoty Opranu3zaluoHHOE paboTsI ¢
MpPUEMHON obecrnieueHue MOCETUTEIISIMU
PYKOBOIUTEISA, 30H NESTEIIbHOCTH OpraHH3aIiH
preMa pa3InyHbIX OpraHu3aIu
KaTEropuii MOCETUTENEN OT® C C/05.6 Opranuzanus
OpraHu3aluu OpranuzanvoHHoe, | paboTHI C
JOKYMEHTAI[MOHHOE | MMOCETUTEIISIMU B
¥ UTHPOPMAIIMOHHOE | IPUEMHOI
oOecnieueHue PYKOBOJUTENS
JEeSTENIbHOCTH
PYKOBOTUTEIIS
OpraHu3aIu
IIK 1.3. Bnanets 07.002 OTd C C/01.6 Okazanue
HaBBIKAMU OpranuzanroHHOe, | TOMOIIH
TUTAHUPOBAHUS paboyero JOKYMEHTAI[MOHHOE | PYKOBOIMTEIIO B
BPEMCHH PYKOBOTUTEIIS ¥ MTHPOPMAITMOHHOE | TUTAHHPOBAHUH
U CeKpeTaps obecrnieueHue pabouero BpeMeHU
JEATEITbHOCTH C/02.6 IlnanupoBanue
PYKOBOIUTENS pabouero mHs
OpTaHU3aIIN ceKpeTaps
I1IK 1.4. OcyiecTBasTh 07.002 OTd C C/04.6 Opranuzanms
MOJITOTOBKY JICTIOBBIX Opranu3anuoHHoe, | KOMaHJIHPOBOK
MOE370K PYKOBOIUTENS 1 JOKYMEHTAI[MOHHOE | PYKOBOIHUTEs
JPYTHX COTPYTHUKOB 1 UHPOPMAITMOHHOE
OpraHu3aIu oOecrieyeHue
NESATSIIbHOCTH
PYKOBOJUTEINS
OpTaHHU3aIIU
IIK 1.5. Bnanets 07.002 OTd C C/08.6 Opranuzamus u
crocobamMu opraHu3aluu OpranuzanvoHHoe, | Moanaep>KaHue
pabouero nMpocTpaHcTBa JOKYMEHTAIMOHHOE | (DYHKIIMOHAJIEHOTO
MIPUEMHOMN 1 KaOMHETa u nHdopmarmoHHoe | pabodero
PYKOBOJUTES obecrnieueHue MPOCTPAHCTBA
JeSITeNIbHOCTH MPUEMHOM 1 KabuHeTa
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PYKOBOIUTEIS PYKOBOAUTEIS
OpraHu3aIH
[1K 1.6. OcymectBusars | 07.002 OTD A A/03.3 Brimonnenue
paboTy 10 MOATOTOBKE U OpraHu3annoHHOE KOOPAMHUPYIOIIUX U
IPOBEICHUIO o0ecrieueHue o0ecTIeYnBarOIINX
KOH(EepEeHTHBIX JeSITeIbHOCTH byHKUMR
MEPOIIPUATHH, OpraHu3anuu
obecrieunBaTh OTo C C/06.6 Opranuzanus
MH(POPMALIMOHHOE Opranu3anvoHHOE, | MOJITOTOBKH,
B3aUMO/ICHCTBHE JOKYMEHTALlMOHHOE | ITPOBEACHUS U
PYKOBOJUTES C U nHQOpPMAIIMOHHOE | OOCITY)KHBaHUS
MOJPa3ICICHUSIMH U obecrieueHne KOH(EepEeHTHBIX
JOJDKHOCTHBIMU JIMLIAMU JeSITeTbHOCTH MEpPOTPUSITHIA
OpraHu3anuu PYKOBOAMTEIIA C/13.6 Obecnieuenue
OpTaHu3aINH PYKOBOJIUTEIIS
uHpopmanuuei
C/14.6 Opranuzanus
MH(POPMAIIMOHHOTO
B3aUMOJCUCTBUSA
PYKOBOJIUTEIS C
MOJIPa3IeICHUSIMH 1
JIOJDKHOCTHBIMU
JIMIIAMH OpPTaHU3AIIH
I1K 1.7. OdopmiisaTs 07.002 OT® B B/01.5 Opranuzanus
OpraHu3aIMOHHO- JlokyMeHTaImoHHoe | paboTHI ¢
pacropsuTeIbHbIe oOecrieueHue JIOKYMEHTaMHU
JOKYMEHTHI 1 JeSITeTbHOCTH
OpraHU30BBIBATH PAbOTY OpraHu3aIMH
C HUMH, B TOM YHCIIE C OT® C C/07.6 Opranuzamms
UCTIOJIb30BaHUEM OpraHu3anvoHHOe, | UCTIOJHEHUS pelleHui,
aBTOMAaTH3UPOBAHHBIX JOKYMEHTAllMOHHOE | OCYIIECTBICHUE
cUCTeM ¥ MH()OPMAIIMOHHOE | KOHTPOJIS UCIIOTHEHHUS
obecrieueHue MOpy4YEHU N
JeSITeTbHOCTH PYKOBOJIUTEIISA
PYKOBOIUTEISI C/09.6 PazpaboTka
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OpraHu3aIuu JIOKQJIbHBIX
HOPMATUBHBIX aKTOB,
perIaMeHTHPYIOMINX
paboTy cekperaps
C/10.6 CocraBienue u
odopmieHne
YIIPaBJICHYECKOU
JIOKYMEHTaIUU
C/11.6 Opraamu3anus
paboThI C
JIOKyMEHTaMU B
MPUEMHOMN
PYKOBOJHUTEIsS

[1K 1.8. OdopmasTh 07.002 OT® B B/02.5 Opranu3zanus
JIOKYMEHTHI 110 JITYHOMY JIOKYMEHTAITMOHHOE | TEKYIIETO XPaHCHUS
COCTaBy H obecrnieueHue JIOKYMEHTOB
OpPTaHW30BBIBATH PAbOTY JESATSIIbHOCTH
C HUMH, B TOM YHUCJIE C OpTraHu3aIuu
HCIIOJIb30BaHNEM
ABTOMATU3UPOBAHHBIX
CUCTEM
IIK 1.9. 07.002 OT® B B/03.5 Opranuzanus
Oprann3oBbIBaTh JlokymMeHTanmoHHOe | 00pabOTKU Jei s
TEKyIee XpaHEeHUE oOecrieueHue MOCJIETYIOLIETO
JIOKYMEHTOB, 00pabOoTKy NEeSATeTbHOCTH XpaHCHUS
JIeJT JUTSL ONIEPaTUBHOTO U OpTraHHu3aIu
ApXUBHOT'O XpaHEHUS, B OT® C C/12.6 Opranuzanms
TOM YHUCIIE C OpranuzanioHHOe, | XpaHEHHS JTOKYMEHTOB
HCIIOJIb30BaHUEM JOKYMEHTAITMOHHOE | B MPUEMHOMN
ABTOMATU3UPOBAHHBIX U MTHPOPMAITMOHHOE | PYKOBOJMUTENS
CUCTEM o0ecrnieueHue

NESTEIIbHOCTH

PYKOBOJIUTEIS

OpraHu3aIu

Opranmsanus apxuBHoi | [1K 2.1. OcymecTBasTh 07.012 OTD A A/02.5
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paboTHI IO IOKYMEHTaM
OpraHu3aui
pasnmuuHbIX Gopm
COOCTBEHHOCTH

KOMIUIEKTOBaHUE XpaHenue, KommiekToBanue
ApXUBHBIMH JI€IIaMU KOMILJICKTOBaHUE, apXHUBHBIX J€T
(ToKyMeHTaMH) apXHuBa y4eT U (TOKYMEHTOB)
OpraHu3aIu UCTIOJIb30BaHUE JIEIT
(I1OKYMEHTOB)
apxuBa
[1K 2.2. Bectu yuer 07.012 OT® A A/03.5 Yuer
ApPXUBHBIX JIEI Xpanenue, apXUBHBIX JeI
(IIOKyMEHTOB), B TOM KOMILJIEKTOBAHHE, (1OKyMEHTOB)
qHCIIe C yueT u
UCIIOJIb30BaHUEM UCIIOJIb30BaHUE /1T
aBTOMAaTU3UPOBAHHBIX (1OKyMEHTOB)
CUCTEM apxuBa
I1K 2.3. OcyiecTBisiTh 07.012 OTDd A A/01.5 Opranuzanms
XpaHEHHE apXUBHBIX JET Xpanenwue, MOCTOSTHHOTO
(TOKYMEHTOB) ¢ KOMIIJIEKTOBaHUE, XpaHeHus Aem
ITOCTOSITHHBIM CPOKOM y4eT u (IOKyMEHTOB)
XPpaHEHUS U 110 JINYHOMY ucnonb3oBanue nen | A/02.5
COCTaBY B apXHBE (ITOKyMEHTOB) KommekroBanne
OpraHu3aIu apxuBa apXHUBHBIX A€
(IOKyMEHTOB)
A/03.5 Yuer
apXHUBHBIX JET
(IOKYMEHTOB)
A/04.5 Opranuzanus
MCTOJIb30BAHUS
apXHUBHBIX JET
(IOKYMEHTOB)
[1K 2.4. OcymectBmsare | 07.012 OTD A A/04.5 Opranuzanus
XpaHeHue, Xpanenue, UCTOJIb30BAHUS
KOMIUIEKTOBaHHE, YUeT U KOMIUIEKTOBAHHE, apXUBHBIX JeI
UCIIOJIb30BAaHUE JEIT y4er u (IOKyMEHTOB)
(TOKYMEHTOB) ucnoas3oBanue nen | A/05.5 Xpanenue,
BPEMEHHOI'O XpaHEHUS (TOKyMEHTOB) KOMIUIEKTOBAHUE, YUET

apxuBa

1 UCITIOJIB30BaHHUC JIC]I
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(TOKYMEHTOB)
BPEMEHHOT'O XpaHEHUs

IIK 2.5. Ocy1iecTBasiTh 07.012 OTD A A/04.5 Opranusanus
HCIIOJIb30BaHUE XpaHenue, MCIOJIb30BaHUS
APXUBHBIX eI KOMIUICKTOBAHHE, ApPXUBHBIX JCI
(IOKYMEHTOB), B TOM y4eT U (TOKYMEHTOB)
quCIe C UCIIOJIb30BaHUE JIET
HCITOJIb30BaHUEM (1OKyMEHTOB)
ABTOMATHU3UPOBAHHBIX apxuBa
CUCTEM
B/I no 3anpocy OcBoenmue nmpogeccun 1K 3.1 BeinonHsATh 06.044 OTD A - A/01.3 Bpimonnenue
paboTtonarens KoHcynbTaHT B 00J1aCTH | MOATOTOBUTENIbHBIE KoHncynbTupoBanue | MOATrOTOBUTEIBHBIX
pa3BuTHs TU(GHPOBOK paboThI MO rpaxkaaH B obnactu | paboT 1mo
IrPaMOTHOCTHU KOHCYJIbTUPOBAHUIO pa3BUTHS U(GPOBON | KOHCYIBTUPOBAHUIO
HaceyeHus (IMM¢poBoi | TpaxaaH B 00JIacTu rPaMOTHOCTH rpaxaaH B 00JacTH
Kyparop) MPUMEHEHUS MIPUMEHEHUS
MH(OpPMaLOHHO- MH(OPMaLIOHHO-
KOMMYHHKAITHOHHBIX KOMMYHHKAITMOHHBIX
TEXHOJIOTHI TEXHOJIOTHI
[1K.3.2 06.044 OTD A - A/03.3
BrimosHATh KoncynpTupoBanue | Opranm3ainroHHO-
OpraHU3aIMOHHO- TpaXkAaH B 00JIaCTH | TEXHHUYECKOE
TEXHUYECKOE pa3BuTus MPpoBoit | obecrieyeHne
oOecrieueHue TPaMOTHOCTH MIPOBEICHUS
MIPOBEICHUS WH()OPMAITMOHHO-
uH(}OPMAIIMOHHO- MPOCBETUTENBCKUX
ITPOCBETUTEIIbCKIX MEPOTIPHUATHH,
MEPOTPHUITHA, HaINpaBlIEHHBIX HA

HaIpaBJIEHHBIX Ha
pasBUTHE IUPPOBOH
IPaMOTHOCTH TPaKAaH

pa3Butue uppoBoit
IPaMOTHOCTH TpakJ1aH
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[1IK.3.3 06.044 OTD B - B/01.5 TlpoBenenue
[TpoBOIUTH Opranuzanus u MH(POPMAIIMOHHO-
UH(OPMAaLIMOHHO- IIPOBEJICHHE MIPOCBETUTENBCKUX
[IPOCBETUTEIILCKUE MEPOIIPUATHH 110 MEpPOIPUATHH,
MEpPOIPUSITHS, KOHCYJIbTUPOBAHUIO | HAIpPaBJICHHBIX Ha
HaIpaBJICHHbIC HA TpaKaaH B 00JacTH | pa3BUTHE TUPPOBOI
pa3Butue uppoBoit pa3BuTUs LU(POBON | TPAaMOTHOCTHU TPaxaaH
I'PaMOTHOCTH TpaxiaH IpaMOTHOCTH
OcBoenue nmpodeccun [1K 4.1. Opranu3anus 07.002 OT® B Td B/01.5
Jlenonpon3BoauTeIh paboThI IO perucTpalmm, JoxymenTtanmonnoe | Opranuzanus paboThl
yUYeTy, XpaHEHUIO U oOecrieyeHne C TIOKYMEHTaMHU
nepeaaye B JEeSTENIbHOCTH
COOTBETCTBYIOIIUE OpTaHu3aINH
CTPYKTYpHBIE
MOIpa3IeIICHUS

JAOKYMCHTOB TCKYILICTO
ACJIOIIPOU3BOACTBA
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4.3.2. Marpuiia cOoTBeTCTBUSI KoMneTeHIHi 1 coctaBHbIX yacTeid OOII-IT no cnenuanbHOCTH:

Kop obuux u npo

©CCHOHAJILHBIX KOMIIETEHIIMI, 0CBaBAEMbIX B pAMKaX IMCUHUIUIMH (POeCcCHOHAIBHBIX MOyJIei)

O61pe komnereHuun (OK) Kopmopa
TUBHBIE
HUnpexc HaumenoBanune Ipodeccuonansusie komnereHnuu (I1K)
KOMIICTCH
uuu (KK)
01 J 02 ] 03] o4 o5 ] o6 o7 [o08]]og [ o1 o2 [11f12]13J]24]15]16[17]18[]19]21]22]23[24]25[31]32][33]41
Obs13aTes1bHAs YACTh 06pa30BaTeIbHOM NPOrpaMMbI o o o o o o o o o o | o | o | o o o o o o o o o o o o o o o o o
00/1.00 O61eodpa3oBaTeiibHbIe TUCHUILTHHBI o o o o o o o o o o o o o o o o
00/. 01 Pycckuit s13b1k (6] 6] 6] 6]
00J. 02 Jlurepatypa (6] [6) [6) (6] (6] [6) (6] 6]
0O0J1. 03 MaremaTuka (6] (6] (6] (6] (6] (6] (6] [6)
OO0/1. 04 MHocTpaHHBIHN S3bIK (6] [6) 6] 6] [6)
OO/. 05 MNudopmarnka (6] [6) [¢]
OO/1. 06 Dusmka (0] [0} [0} (0] (0] [0} O
00/. 07 Xumust (0] [0} (0] [0} (6}
0O0/J1. 08 Buosorus (0] (6] (6] (6] [6)
OO0/1. 09 Hcropust (0] [0} (0] (0] [0} 6]
00J1. 10 OO011eCcTBO3HAHNE (0] (6] (6] (0] (6] (6] (6] (6] (6]
00 11 T'eorpadus (0] [6) [6) (0] (0] [6) [6) 6] [6)
00/1. 12 DusnyecKas KyJIbTypa o o o (0]
0o0on. 13 OCHOBBI 6€30MACHOCTH ¥ 3aIIUTHI (0] (6] (6] (0] (6] (0] (0]
Poaunbr
Cr.00 ConnaibHO-TyMAHHTAPHBIA UK 8] o o 8] 8] o 8] o [§) o o [§) o [8) [8) o [8)
Cr.ol Hcropus Poccun o (6] (6] o o (6] (6] 9} (¢}
Cr.o2 HnocrpanHblii 31K B IpodecCHOHANTBHOM
}IeﬂTCHiHOCTH pod 0 0 0 0 0 0 0
CrI'.03 be3onacHOCTh JKH3HEIEATENIBHOCTH o o o o (6] o
CT.04 Dusnueckas KyjibTypa (6] o o
Cr.05 OCHOBBI G€pPEKITMBOTO TIPOU3BOJCTBA (6] [6) (6] [6) 6] [6) [6)
CrI'.06 OcHOBBI (DMHAHCOBO# IPaMOTHOCTH 6] [6) [6) (6] [6)
OI1.00 OomenpodeccHOHATLHBIH UK o o o o o o o o o o o o o o o o [8) [8) o o [8)
OIL01 DKOHOMHMKA OpPraHU3aLUuKI (6] [¢) [¢) (6] (6] (6] (6]
OI1.02 MeHemKMeHT (6] (6] (6] (6] (6] (6] (6] (6] (6] (6]
OI1.03 TIpodeccronabHas STHKA H OCHOBBI o o o o o o o o o o o o
JIEJIOBOTO OOLLEHUS
OI.04 TIpaBoBbIe OCHOBBI MPOHECCHOHATBHOM o o o o o o o o o
JCATCIBHOCTH
OI1.05 NupopmanoHHble 1 KOMMYHHUKAIHOHHbBIE o o o o o o o
TCXHOJIOTUHU
OIL06 Pyccknii 361K B mpod)ecCHOHATBHOM o o o o o o o o
JCATCIIBHOCTH
OI1.07 KomunbroTtepHas 06paboTka JOKYMEHTOB (6] [6) (6] [6)
OI1.08 IpodeccrHonalbHOE 310pOBbE (6] (6] 6] o o
OI1.09 OCHOBBI IPO(ECCHOHANTBHO aJaNTaIluy 1 o o o o o o o o o o o
KOMMYHHUKaIlUN
11.00 IpodeccnonaNbHbIH KT [8) o o [8) [8) [8) o o [8) o o o [8) [8) o 0] 0] o o o o o o o
OcyuiecTB/IeHHE OPraHH3ALHOHHOIO U
TIM.01 JIOKYMEHTAIHOHHOT0 o0ecrneYeHust o o o o o o o o o o o o o o o
JAeATEJIbHOCTH OPraHUu3alHuu
MI[KO 1.01 ﬂOKyMeHTaHI/IOHHOe obecreyenue o) 0 0 o) o) 0 0 0 0 0 fo)
YHpPaBIICHUs
MJIK.01.02 Opranun3anus paboTsl ¢ YIEKTPOHHBIMU o o o o o o o o o o o
JIOKYMEHTaM1
MJIK.01.03 OpraHu3anus CeKpeTapcKoro o o o o o o o o o o o o
00CITy>KMBaHUs
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Koz obumx 1 mpo

C€CCUOHAJIBHBIX KOMHSTCHHHI‘/‘I, OCBAaHWBACMBIX B paMKaX JUCHUIINH (HpO(])CCCl/lOHaJ'ILHLIX Moﬂyﬂeﬁ)

O6mue komnereHnun (OK) Kopmopa
Hnaexe HaunmenoBanue THBHbIC Ipodeccuonansusie kommnereHuun (1K)
KOMIIETEH
uun (KK)
01 02 03 04 05 06 07 08 09 01 02 11 [12]13[14 1516 171819 [21[22]23[]24[25][31][32]33]41
MJIK.01.04 Z[OKyMe}{TﬁHI/IOHHOC obecreyenne o o o o o o o o o o o o
KaJIpOBOH C1ykObl
VI1.01 VyeOHast IpaKTHKa o (6] (6] o o o o o o [0} (6] (6] [0} [0} [0}
TI1.01 IIpousBoiIcCTBEHHAs PAKTHKA 6] @) @) (6] 6] 6] 6] 6] 6] [6) [6) [6) 6] 6] [6)
Opranusanusi apxXMBHOii paboThbI M0
TIM.02 JIOKYMEHTAM OPraHu3anui pasiHYHbIX o o o o o o o o o o
¢opMm codCTBEHHOCTH
MJIK.02.01 OpraHu3anus © HOPMaTHBHO-IIPABOBBIC o o o o o o
OCHOBBI APXHBHOTO JIeJ1a
MJIK.02.02 T'ocynapcTBeHHbIE, MyHHLATATBHBIC o o o o o o
ApXUBBI M aPXMBbI OPraHU3aLUI
MJIK.02.03  [Meto/MKa U NpaKTHKA apXUBOBEICHHS (6] [6) (6] 6] 6] [6) [6) 6] 6] [6)
MJIK.02.04 [OGecneueHne COXpaHHOCTH JOKYMEHTOB (6] (6] (6] (6] (6] [6) [6) 6] 6] [6)
VILO2 YueOHast npakTHKa (6] [6) (6] 6] 6] [6) [6) 6] 6] [6)
TII1.02 IIpon3Bo/ICTBEHHAs PAKTHKA (6] [6) 6] 6] 6] (6] (6] o o (6]
Ocpoenue npopeccun KoncyasTant B
TIMLO3 obs1acTH pa3BUTHS LHPPOBOiT ) o o o o o o o o
rPaMOTHOCTH HacesleHus (HudpoBoii
KypaTop)
Bsinonxenue pabot 1o npodeccun
MJIK.03.01 KOHCyHb'l;aHT B 001aCTH pa3BUTHS o o o o o o o
1H(pPOBOI rPAMOTHOCTH HACEJICHHS
(umdposoii KypaTop)
VIL.O03 YyeOHast IpaKTHKa 6] [6) 6] 6] (6] o (6]
I111.03 IMpou3sBoJcTBEeHHAs TIPAKTHKA o (6] o o O [0} O
IM.04 OcBoenne npodeccun o o o o o o o
Jlesionpou3BoANTENb
MJIK.04.01 JlokymeHTaloHHOe obecreyeHne o o o o o o o
JICATEIIBHOCTH OpraHU3alUK
VIL.04 YyeOHast IpaKTHKa (6] [6) [6) (6] (6] 6] (6]
TII1.04 IIpousBocTBEHHAs MPAKTHKA 6] [6) [6) (6] (6] 6] [6)
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Paznen S. CTpykrypa u coaep:kanue 00pa3oBaTebLHON NPOrpPaMMbl

5.1. YueOuslii 1utag

O0BeM 00pa3oBaTeNbHON MPOrPaMMBbI B

O0BeM 00pa3oBaTeIbHON POrPaMMBI,

I= =
N ] o
= § ’E aKaJIeMUIECKUX Yacax pacmpeaenéHHoi o Kypcam u E E
g ‘fg g ceMecTpam & &
e E g Es| & > S 1 xype 2 kype 3 kype 8% | 3%
Ros | o |2E|E | =k - CE-R -
WNunexc HaumenoBanue % E = § L:, s 3 % § = é, 5 & = =) g A g
g8 = M = 5| 2 Zol|l E| 59 E <= o 22| 23
=] ] INEe) 2 o = E = g =) > 8 £ £ = = = = = S
s B 2 _g = 3) E X i o9 3 5 (3 5 3 3) 3) 3) 5 5 = 5
i s | 23| E|2§ 2 |83|e|g|¢g|g|e|¢e|ie|¢¢.
o = M o g 8 & = = E = 4 R g F
S i = 8 =| F 2 e e = 3 8 3 3 3 3 5 5
e Q . (] < B > [3) (= Q = =
o = o = X & ) = — o < gl o < g
E m 3 g = S &
< od =] < le} S
= O © A
1 2 3 4 5 6 7 8 9 10 11 12 13 14 | 15 16 17 18 19
OOJ. 00 | Oo6meodpa3zoBaTe/ibHbIE TUCHUNIUHbI 1476 300 618 748 98 12 456 | 554 84 94 134 154
OO0.01 | Pycckwmii 361K 9K3aMeH 72 12 32 36 2 2 34 38
00/.02 | Jlureparypa 9K3aMeH 144 14 16 118 8 2 60 84
00/1.03 | MaremaTHKa 9K3aMeH 232 36 162 50 16 4 58 80 36 | 58
OO/1.04 | VHOoCTpaHHBIH SA3BIK mud. zager | 144 22 140 4 48 48 48
00/.05 | Undpopmarnka mud. zager | 108 42 28 78 2 54 54
00/1.06 | dusuka mud. 3ager 108 14 80 22 6 36 34 38
O0/J1.07 | Xumus mud. 3ager 12 8 34 34 4 34 38
00/1.08 | buosorus qud. 3ager 72 14 34 34 4 34 38
00/1.09 | Ucropus mud. 3ager | 136 12 110 18 8 56 80
00/.10 | ObmecTBO3HAHHE 9K3aMEeH 144 44 66 70 4 4 64 80
0OO0/1.11 | I'eorpadus qud. 3ager 72 18 34 34 4 32 40
00/1.12 | dusnueckas KyjabTypa qud. 3ager 72 20 4 66 2 36 36
0O0O/1.13 | OcHOBBI 6€30MTaCHOCTH U 3aIIUThl PofauHbl | mud. 3adet 68 12 18 48 2 34 34
* =
WHauBHayanbHBIH TPOeKT (He ABISIETCSA | Ip. HOPMBI 32 32 32 12 20
Y4eOHBIM IIPEIMETOM ) KOHTPOJISt
Cr.00 CouuajbHO-TYMAHUTAPHBIN HMKJI 424 264 122 278 24 104 | 124 | 94 102 390 34
Cr.o1 HWcropust Poccun qud. 3ager 36 6 28 6 2 36 36
CT.02 WMHOCTpaHHBIH A3bIK B MPOPECCHOHATBHON | Tud. 3a9eT 108 100 100 8 48 28 32 108
JICSITETbHOCTH
CT.03 be3onacHOCTb XKU3HEASATEILHOCTH qud. 3auer 68 14 38 28 2 34 | 34 68
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O0BeM 00pa3oBaTeNbHON MPOrPaMMBbI B

O0BeM 00pa3oBaTeIbHON IPOrPaMMBI,

i

=
N ] o
= § ’E aKaJIEMUIECKUX Yacax pacrpeenéHHol o Kypcam u E E
g ? g ceMecTpam & &
= _e_‘ = < 8 = 8 g
S E Qg = g = 5 1 xype 2 Kypc 3 Kypc 2% | 3
£ R = € 5 z < E y S g yp yp yp s g s
5§ = = g8 = o =2 3 g | g Sz | Sz
Nupexc HaumeHoBaHue = g 5 8 o o ) a3 = 84 5 g = 2 s =
28 = e = E| g Eo| £ | 89 2 = o 82| 322
I S o | S E E | = g 2 > 8 = = = = = = N = I =
8 5 % S 5| 3 g oS 3 29 ¢ 23 3 3 3 3 3 3 g g 32
= 50 2 2o & | 88 g S gl = S = = = = | ZE | &
[S IS M = o I = oS X = E > = S 5 > 3 a R ®n o=
S = : S = e e = o 3 5] 51 3] o 5 =
g 2 = o s E & g 2, i 2 =
o = a, 5 3 < 3 = - 0 = n © s g
5 2 S & E & &
= = S S &
1 2 3 4 5 6 7 8 9 10 11 12 13 14 | 15 16 17 18 19
Cr.04 | ®dusnueckas KyjibTypa qud. 3auer | 108 94 8 94 6 34 | 42 32 108
CT.05 OCHOBBI OEPEKIMBOTO IPOU3BOJICTBA mud. 3ager 68 32 32 32 4 34 34 34 34
CT.06 OCHOBBI (PHHAHCOBOW TPAMOTHOCTH mud. 3ager 36 18 16 18 2 36 36
OI1.00 O61menpogeccHOHATBHBIN IHKJI 506 324 244 230 16 12 34 80 | 106 | 106 | 102 | 78 398 108
OI1.01 DKOHOMHKA OpTaHU3AIHH . 3auer 36 10 26 10 36 36
OI1.02 | MeHemKMEHT . 3auer 36 12 24 12 36 36
OI1.03 [IpodeccoHansHast 3THKA M OCHOBBI b, saver 36 36 o 10 9 36 36
JIETIOBOTO OOIIECHHS
OI1.04 [IpaBoBBIE OCHOBBEI MPO(ECCHOHATBHOM SK3AMEH 72 28 42 29 9 6 32 40 7
JIEATEILHOCTH
O11.05 WMHudopmannoHHbIe 1 KOMMYHHUKAIIMOHHbIE . sauer 63 68 8 40 36 32 68
TEXHOJIOTUHN
OIL.06 | PYCCKHH A3BIK B MPOGECCHONATLHOR | o huer | 72 40 | 28 | 40 4 34 | 38 72
JIEATENLHOCTH
OI1.07 | KommbroTepHast 00paboTKa JOKYMEHTOB 9K3aMEH 78 76 24 46 2 6 34 44 78
OIL.08* | IMpodeccroHANBHOE 3I0POBLE Jud. 3auer 36 18 16 18 2 36 36
OI1.09* OcHOBBI IPO(ECCUOHATTFHOW afanTanud 1 sl s 72 36 32 36 4 34 38 72
KOMMYHHKAIIHH
11.00 IMpodeccuoHaANBbHBIN UK 1806 | 1452 | 298 472 | 900 | 20 60 54 122 | 230 | 318 | 540 | 282 | 314 | 1120 | 686
OcyuiecTBJIeHHEe OPraHM3AUUOHHOIO M
IIM.01 AOKYMEHTAIHOHHOTO odecnmeyeHnst 772 594 146 298 252 | 20 32 24 122 | 230 | 168 | 252 682 90
AeSITeJbHOCTH OPraHu3anuu
MJIK.01,01 | AACKYMeHTaIHORHOE 0decneucHie sksamen | 250 | 164 | 62 | 144 20 | 18 6 | 50 | 8 | 54 | 60 250
yIIPaBJICHHUSI
MIIK.01.02 Opranuzanus paboTsl C JIEKTPOHHBIMH . saver 36 o4 8 24 4 36 36
JIOKYMCHTaMH
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O0BeM 00pa3oBaTeNbHON MPOrPaMMBbI B

O0BeM 00pa3oBaTeIbHON IPOrPaMMBI,

= =
IS ] (=)
= § ’E aKaJIEMUIECKUX Yacax pacrpeenéHHol o Kypcam u E E
g ? g ceMecTpam & &
S~ 2 = s § 5 g 7
g = & g = = = ) 1 kypc 2 Kypc 3 kypc QS o Q 4
;. =t s 2| g = E B 9 = Ea | &=
5 85 = 2 Eol| g - 3 - °z | %z
HNunexc HaumenoBanue = = Tz 8 o o » a3 S 8 4 5 g = = =
& s g R s o o z 0 2 s g o = g 2 o 2
- 5 a = = o = = = A ] & o o, & & & g 8 < s
= os 8 o g I3 e = > 5 E 25 3) S 5 3) 13} 3} % B z £
€ 5 % & F 3 s O < 29 o 5 3 o 3 1) o 51 o1 s g g8 g
2 =g s 5 2 2 2, o9 g S E = = P = = = Z B £ B
N = = = o ™ ) 19} > 5} 15} 15} 15} = =
é £ . £ e E 2 e a < 15) 154 o 15) o o 8 =
g H o S Q S = — N ) <t " © 5 g
5 & 3 g z 2 5
= O © A
1 2 3 4 5 6 7 8 9 10 11 12 13 14 | 15 16 17 18 19
MJIK.01,03 | OPTaHH3aLILA CEKPETAPCKOro oksamen | 78 50 | 20 | 50 2 6 | 36 | 42 78
obcmyKuBaHus
MJIK.01.04 | 7IOKYMEHTAIHOHHOE OOeCTIeueHHe sksamen | 150 | 98 | 56 | 80 8 6 66 | 42 | 42 96 54
KaJIpOBOM CITYIKOBI
VI1.01 YueOHas mpakTHKa qud. zauer | 108 108 108 36 36 | 36 72 36
MI1.01 ITpon3BoICTBEHHAS IPaKTHKA mud. 3aver | 144 144 144 36 | 108 144
IIM.01.3K | DK3aMeH 10 MOIYITIO 3K3aMEH 6 6 6 6 6
Opranuzanmsi apXuBHOH padoThl MO
IM.02 AOKYMEHTaM OpraHu3anuii pasaindHbIX 438 312 112 78 216 20 12 150 | 288 438
¢opm codcTBEeHHOCTH
MJIK.02.01 Opranusanusi 1 HOpMaTHBHO-TIPABOBbIC . sauer 36 6 30 6 36 36
OCHOBBI aPXHUBHOT'O JeJ1a
MJIK.02.02 Tocynapcteennbie, MYHHUHITATBHBIC Jqud. 3ager 36 10 22 10 4 36 36
ApXMBBI U aPXMBbI OPraHU3aI|i
MJIK.02.03 | MeTouKa M IPaKTUKA apXUBOBEIEHUS] 3K3aMEH 108 64 38 52 12 6 42 | 66 108
MJIK.02.04 | OGecneuenre COXpaHHOCTH JTOKYMEHTOB mud. 3auer | 36 10 22 10 4 36 36
VII.02 YyeOHast IpakTUKa qud. 3ager 72 72 72 36 36 72
[1I1.02 IIpon3BoacTBEHHAS IPAKTHKA mud. zauer | 144 144 144 36 | 108 144
[IM.02.9K | DKk3aMeH 1o MOJYJIIO 3K3aMEH 6 6 6 6 6
OcBoenue npopeccun KoHcyIbTaHT B
IIM.03y | COMACTH PASBMTHS WHpPOROH 207 | 273 | 20 | 48 | 216 4 9 140 | 157 297
TPAMOTHOCTHU HaceJieHHus (HuppoBoi
Kypartop)
MJIK.03,01 | Bpmoamenne pador no npodeccun scsamen | 78 | 54 | 20 | 48 4 6 32 | 46 78

KoHcynpTanT B 001aCTH pa3BUTHSA
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. O0BeM 00pa3oBaTeNbHON MPOrPaMMBbI B O0BeM 00pa3oBaTeIbHON IPOrPaMMBI, ’§ S
=
= e ’E aKaJeMHICCKHIX Jacax pacrpe/enEHHON Mo Kypcam g E
g ? g ceMecTpam & &
g S~ z S g5 | & =
= cE x| S = 5 1 kypc 2 Kypc 3 Kypc 8 = 2 o
> TR 5 2 & S = ) b = & & &
5§ = = 88| = o =2 3 g | 2 Sz | Sz
Nupexc HaumeHoBaHue = g 5 8 o 5 ) a3 = 84 5 g = 2 s =
28 = e = E| g Eo| £ | 89 2 = o 82| 322
I S o | o E E | = g 2 > 8 = =y = = = = N
S E % = = 8 § 5| 2 28 o 23 3 5 3 3 3 3 g8 | 5¢
= = 2 28| & 28 g g 2| = 2 S | = s S | 28| §EE
&= o = N X = E = a H 5 F
o £ e = |8E|F |27 g &= 8888|883 g
S 3 : 2 | S 2 z | & |2 i N R I BT I O - =
5 m 8 =3 = & &
= - S S @
1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 17 18 19
1 pOBOI TPAMOTHOCTH HACCIICHUSI
(undpoBoii kyparop)
VIL.O3 YyebHas mpakTHKa mud. 3a4er 72 72 72 36 36 72
[I1.03 [IponsBoacTBEeHHAS IPAaKTHKA mud. zager | 144 144 144 72 72 144
IIM.03.3K | DKk3aMeH 10 MOIYITIO 3K3aMEH 3 3 3 3 3
TIM.0dy | O€BocHue npoeceun 209 | 273 | 20 | 48 |216 4 9 142 | 157 299
Jlenronpou3BoauTe/ib
MJIK 04,01 | ACKYMEHTaUHORKOE 0becnederne okzamen | 80 | 54 | 20 | 48 6 6 34 | 46 80
JESATeIbHOCTH OPraHNU3aHH
VII.04 Y4eOHast IpaKTHKa mud. 3ager 72 72 72 36 36 72
[1I1.04 [IponsBoacTBEeHHAS IPAKTHKA mud. zager | 144 144 144 72 72 144
IIM.04.3K | DK3aMeH 10 MOIYITIO 3K3aMEH 3 3 3 3 3
I'MA.00 | T'ocyaapcTBeHHasi HTOrOBasi aTTeCTALMA 216 216 216
Hroro: 4428 | 2550 | 1282 | 1732 | 900 | 20 | 200 78 612 | 864 | 612 | 864 | 612 | 864 | 1908 | 828
5.2. O6ocHOBaHUE pacHpe/ieeHNs BApUATUBHON YacTH 00pa30BaTEeIbHOM MPOrpaMMbl
Koa n nHaumeHoBaHue yueOHOM KoanuecTBo Kareropus
Ne n/m 1. IOI-TI/paGoToxaTenn Oo0ocHoBaHue
AU CHHUILIMHBI/TIPO¢ecCHOHATBHOI0 MOLYJIA 4acoB 2. HOM/mpoexr
1 CI'.05 OcHOBBI OEpeKIMBOTO MPOU3BOICTBA 34 1 H3zyuenue pabpuru npoyeccos
2 OI1.08* IIpodeccnoHabHOE 310POBBE 36 1 000 «/lanvrezopckuti I OK»
AO «I'MK «/lanbnonumemanny
3 OI1.09* OcHoBBI MTpoheccroHATBHOM 72 1 000 «/lanvuecopcxuti ' OK»

ajlanTalyu 1 KOMMYHUKAITMH

AO «I' MK «/lanvnoaumemaniy
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Ne n/m Kox u HaumeHoBaHMe yueOHO KoanuecTBoO Karteropus OBOCHOBANME
= 1. IOII-II/paGoToaaTenn
AUCHUILUTUHBL/TPO(ecCHOHATIHLHOT0 MOTY IS 4acoB 2. OM/npoexcr
4 IIM.01 OcyrecTBiaeHNE OPraHU3AIMOHHOTO U 90 1
TOKYMEHTAIHOHHOTO 0GECIeHeH s H3yuenue cneyuanusuposanHo2o npocpammHo20
,I[GS['ZCJ‘IBHOCTI/I J— obecneuenus 0ist KAOPOBOU CyHcObl
5 [TM.0311* OcBoenue npodeccuu KoHCynbTaHT 297 1
. 00O «/lanvnezopckuti I OK»
B 00JIacTH pa3BUTHs HU(PPOBOM IPAMOTHOCTH 10 « F]\’ZK Jlan bl; oMLY
HacelleHus (¢ poBoil KypaTop)
6 [IM.041r* OcBoenue npodeccuu 299 1 000 «/anvrezopckuii I'OK»
Jlenonpon3BoauTEINb AO «I'MK «/lanbnonumemanny
Htoro 828

5.3. [Inan oOyyeHus B popMe MPaKTUYECKOU MOATOTOBKH Ha peanpusITuu (Ha paboyem MecTe)

HanmenoBanue pabouero
JmuTenbHOCTH .
No /i1 Bun yue6HOTO 3aHATHS. Kon n HaumenoBanue N CemecTtp MecCTa, OTBeTCTBEHHBIN
o Tewma / Buabt paboTt npakTuk M/IK, mpakTuku (8 az wacax) 00yUeHUS Y4acTKa/CTPYKTYPHOTO OT IPEIIPHUATHS
) TIOJIpa3/IeNICHHs
Otnen o paborte ¢
CI" 05 OcHOBBI nepconaiom AO 'MK 3aiies N.A.
CraxupoBka «/3y4eHne HHCTPYMEHTOB OepEKIMBOTO
1 BepexnuBoro 4 6 «JlasipiouMeTamny
MIPOM3BOJICTBA B OTPACII»
HPOHU3BOJICTBA Otnen xagpo OO0
N Jenucosa 10.B.
«Hanereropckuiit [OK»
[Ipaktukym «JloOKyMEeHTallMOHH MeYeHue K BOU
pa : %1 JlokyMeHTallMOHHOEe 00ecredeHIe KapoBO Orzex mo paGote ¢
%Hym bl 6330B0F0 TPCATPUATHI nepconaom AO I'MK 3aiines 1.A.
UJIbI T
AP pabo MJIK.01.04 «JlanprioaumeTamny
1. O3HaKOMIIEHHE C TIOPSIIKOM TIPEICTABICHHUS JOKYMEHTOB I10
JloKkyMeHTallMIOHHOE
2 MePCOHATY MPENPHSTHS B TOCY 1apCTBEHHBIE OPTaHBbI. . 6 4
obecrieyeHne KaJapoBon
2. O3HaKOMJIEHHE C MOPSIIKOM BE/ICHHSI BOMHCKOTO y4yeTa Ha
CITy>KOBI Otnen kagpos OO0
IPEAIPUATHH. N Maxkcumosa O.H.
«anereropckuit 'OK»
3. OcymectBiienne opopmieHus Tabens yuera padbodero
BpPEMEHH Ha NPEUIPHUITHH.
3aHATHE — pellleHre IPOU3BOJCTBEHHBIX KEMCOB Otpaen o padote ¢
«Jlenonpon3BoACTBO NPENIPUATHS nepconanom AO I'MK 3aiiues 1.A.
3 Buaer pabor VII1.01.01 YuebHas 6 2 «JlaJIbIIOIUMETaIIDY
1. Mzyuenne MHCTpyKIMH 1O AETONPONU3BOACTBY MPEANPHUATHSL. | MPAKTHKA
Y PYKIL A P FICTBY TIPCITP p Otaen kagpos OO0
2. Opraam3anus TeKyIIero XpaHeHus: JOKYMEHTOB Ha . Makcumona O.H.
«Jlampaeropckuii TOK»
HpEANpPUSITHH.
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Ne i/

Bun yueGHOTO 3aHsTHSI.
Tema / Buzbl paboT npakTuk

Kon u naumenoBanue
MJIK, npakTuku

JnurensHOCTH
o0yueHHs
(B ak. gacax)

Cemectp
00yueHUS

HaumenoBanue pabouero
MecTa,
y4acTKa/CTPyKTypHOTO
HO/IPA3ICICHHUS

OTBETCTBEHHBIH
OT TPEANPHUITUS

3. PaboTa 1o 03HaKOMJICHHIO C COCTABOM U OCOOEHHOCTSIMH
JIOKYMEHTOB OpraHU3alliy, PETyIUPYIOIUX TPYIOBbIE
OTHOIICHHS PEIIPHSTHUSL.

Ocy1ecTBiIeHIE OPraHN3aMOHHOT0 U JOKYMEHTAIIHOHHOTO
obecrieueHns IeSITeNbHOCTH OPTraHu3aIin

Bunsr pador:

1. O3HaKOMIIEHHE C XapaKTEPUCTUKOMN MPEATPHUATHS.
O3HakoMIIeHHE ¢ pabOYNM MECTOM.

2. V3y4eHne MHCTPYKIUH MO OXpaHe TPpyAa, TEXHUKE
0€301acHOCTH 1 T0Kap0o0e30I1aCHOCTH; IPaBHJI BHYTPEHHEr 0
pacniopsxa.

3. O3HaKOMJIEHUE C MTPABOBBIMHU (YUPEAUTEIBHBIMU),
JIOKIbHBIMA HOPMAaTUBHBIMH aKTaMH U PacIiOPsIUTEIbHBIMH
JIOKyMEHTaMH MPEeANPUSITHS.

4. YyacTue B COCTaBJICHUHU NTPOEKTOB, O(OPMIICHNH TOKYMEHTOB,
aHAJIM3 COTJIACOBAHUS U MOJIIMCAHNs/yTBEPKICHUS TOKYyMEHTOB
Ha NPEeATIPUSTHH.

5. Yyacrre B opranusanuy J0KyMeHTO000pOTa MPEATPUATHS.
6. Ucnonp3oBanmne CO/] B paboTe ¢ TOKyMEHTaMHU.

7. OcymecTBiieHHE HHPOPMAIIMOHHO-CIIPABOYHOMN 1 TIOMCKOBOM
paboThI ¢ UCITIOIB30BAaHUEM CHCTEM yUYETa IOKYMEHTOB Ha
NpEeANPUSITHH.

8. O3HakoMJIeHHE C ITPaBUIIaMH PaOOThI ¢ KOH(PHICHIHATEHON
uHpopmanmei Ha NpeAnpUsITHH.

9. 3HaKOMCTBO € KaTeTOPUSMH U BHJIAMH JOKYMEHTOB,
00pa3yIoMXCsl Ha IPEANPUATHH, COSPKAITUX
KOH(HUICHINATBHYI0 HHPOPMAIIHIO.

10. PaGora ¢ 1OKyMEeHTaMH MPEANPUATHS, PETYIUPYIOIINMH
TPYIOBbIE OTHOIIECHHUS (OPTaHU3AIHOHHO-PACIOPSIUTENbHbIE
JIOKYMEHTBI, JIOKYMEHTHI 110 JIMYHOMY COCTaBY, TPYJIOBOH
JIOTOBOP, JIOTOBOP O MaTepPHAIBEHON OTBETCTBEHHOCTH U T.JI.).
11. OcymiecTBieHne HHOOPMAIIHOHHO-CIIPABOYHON W IONCKOBOMH
paboTHI C UCIIOIB30BAHNEM CHCTEM yUuETa JOKYMEHTOB Ha
HPEANPUSITHH.

12. OdhopmiteHHE OPraHU3aAMOHHBIX, BHYTPEHHHUX, HCXOISIINX
JOKYMEHTOB MPEATIPUATHSA C UCTIOJIb30BAHIEM COBPEMEHHBIX
POTrPaMMHO-TEXHUYECKUX CPEJCTB.

111.01.01
IIpousBoxacTBeHHas
HpaKTHKa

144

34

YueOHO-KypcoBOi
KOMOUHAT
Otnen o pabore ¢
nepconaiom AO 'MK
«JlanpnonuMeTasmn

3aiineB M. A.

Ortgen kagpo OO0
«anereropckuit 'OK»

Makcumona O.H.




45

HaumenoBanue pabouero

JnurensHOCTH .
No /i Bun yue6HOTO 3aHATHS. Kon 1 HaumenoBaHue oByeHHs Cemectp MecCTa, OTBETCTBEHHBIH
e Tema / Busbl paboT npakTuk MJK, npakTuku (B ax. uacax) 00yueHUS Yy4acTKa/CTPYKTYPHOTO OT TPEANPHUITUS
) Noipa3iesieHus
13. KoHTpOmb MPaBUIBHOCTH COCTABJICHUS, OPOPMIICHUS
JIOKYMEHTOB TOPSIIKA U3IaHUS TJOKYMEHTOB (C y4ETOM
cnenu()UKA CHCTEMBI IEJIOIPOM3BOICTBA MPEIAPHUITHS).
Opraan3anust apXuBHOHW pabOTHI IO JOKYMEHTaM OpTaHU3alnit
a3JTUYHBIX (HOPM COOCTBEHHOCTH
p (bop Otpnen o paborte ¢
Bunsr pador
MIEPCOHAIOM .
1. Opraan3amus TeKyIIero XpaHeHus! JOKYMEHTOB. A AO MK Baiines U.A.
2. ®opMHpOBaHKE AET B COOTBETCTBUU C HOMEHKJIATYPOH JIeT pXHB
NpeMpHATHSA. «JlampromuMeTaIID
3. YuacTre B POBEICHUH IKCIIEPTHU3BI IICHHOCTH TOKYMCHTOBR. TT1.02.01
4. Cuctemaru3anus TOKYMEHTOB 110 CTPYKTYPHO- o
5 LU 10Ky TPYKTYP [IpousBoacTBeHHAs 144 5-6
XPOHOJIOTHYUCCKOMY MPHHIIUITY.
.. MPaKTHKA
5. OdopmiieHre YUETHBIX TOKYMEHTOB MOCTYIUICHUS U BBIOBITHS
e 0 000
6. [TonroToBka JOKyMEHTOB K Ilepeade B apXUB. TACI kajp OBV TOK Jenucosa 10.B.
7. Odopmienye fen. «ampreropckuit »
8. CocraBieHue omnmceil JOKyMEHTOB H JIElI.
9. CocraBieHHE aKTOB BBIIAYH, NIEpEaadl, YHIITOKCHUSL
JTOKYMEHTOB.
MJK.03.01 BemmonHenwue Otpnen o paborte ¢
pabor mo npodeccun MIEPCOHAIOM .
3aiies N.A.
6 IIpakTuky™m «BeIYHCICHHS B 3JICKTPOHHBIX Ta0iuax (O10IKeT, KoHncynbTanT B 00s1actu 5 5 ApxuB AO TMK
BEJIOMOCTB ). pa3BuTHs UGPOBOH «JlaJibioTuMeTasny
TPaMOTHOCTH HaCCJICHUS Otnen kaapoB OO0
o A /POB | Henucosa 10.B.
(mpoBoit kypatop) «Janpaeropckuii [OK»
OcBoenue npogeccun KoHCYIBTaHT B 00JIACTH Pa3BUTHSA ApxuB AO TMK ai A
UQPPOBOI rPaMOTHOCTHU HaceeHus (UPPOBOU KypaTop) «JaTBIIONTMMETAILTY aumes YLA.
Buner pador
1. IToaroroBka u MpOBEICHUE IPYIIIOBOTO 3aHATHA 1O IH(POBOI
TPaMOTHOCTH.
7 2. lHauBuiyaabHOE KOHCYJIBTHPOBAHHE TPaXk/JIaH Mo [1I1.03 TIpon3BoaCTBEHHAS 144 5.6
ncnons3oBanuio MN-cepBrucoB (4aT-00ThI, TEHEpAIHs MpaKTHKa Otaen kagpos 000
Jenuncona 10.B.

M300paKeHUH).

3. Opranuzamnus TEXHHIECKOro 00CCIICYCHUS MEPOTIPHSTHS.
4. AHKeTHpOBaHHUE YYaCTHUKOB, aHAIN3 O0paTHOM CBSI3H.

5. Pa3paboTka 1 pazagadya naMsTok 1o GezonacHoil padore B
HuTepHere.

«Jlampaeropckmii TOK»
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HaumenoBanue pabouero

JnurensHOCTH .
No /i Bun yueGHOTO 3aHsTHSI. Kon u naumenoBanue N Cemectp MecCTa, OTBeTCTBEHHBIH
g Tema / Buzbl paboT npakTuk MJK, npakTuku (8 az wacax) o0y4eHus y4acTKa/CTPyKTypHOTO OT NPEANPHUITUS
) Noipa3iesieHus
CraxupoBKa «JNEKTPOHHBIN JOKyMEHTOO00pOT Otpaen o padote ¢
1. Ocy1ectriieHue 00pabOTKK BXOISIIUX JOKYMEHTOB MJIK.04.01 nepconanom AO I'MK 3aites N.A.
MOCPENICTBOM CHCTEMBI 3JIEKTPOHHOTO JOKYMEHTO000pOTA. o «JlanpnoauMeTaD)
[Ipumenerne MIQpPOBHIX
2. OcymiecTieHne 00pabOTKH UCXOIAMINX TOKYMEHTOB B o
TEXHOJIOTHH 1151
CHCTEME 3JIEKTPOHHOTO IOKYMEHTO000pOTA.
9 JOKYMEHTAITHOHHOTO 8 6 .
3. OcymiecTBiieHre 00paOOTKH BHYTPEHHUX TOKYMEHTOB B 0eCICTCHI Otaen kaapoB Be Xyl
CHCTEME 3JIEKTPOHHOTO IOKYMEHTO000pOTA. eATEIBHOCTH 000 «/lanbHeropckuii Maxkcumosa O.H.
4. OcyuecTBIEHNE pAaCCMOTPEHHS], COTTIACOBAHUSI, YTBEPIKICHHUS, N —— 'OK»
UCTIOJIHEHHS TOKYMEHTOB B CUCTEME 3JICKTPOHHOTO P
JIOKYMEHT0000pOTa.
Otnen o pabore ¢
nepconaiom AO 'MK 3aiies N.A.
IIpakTudeckoe 3aHATHE «3HAKOMCTBO C aBTOMaTH3UPOBAHHBIMHU
N «JlaipnoauMeTamny
10 CUCTEMAaMH J€JI0IPOU3BOICTBA U CUCTEMON aBTOMATU3ALUH VII.04 YuebHas npakTHKa 2 5 =
IOKYMEHTOO00pOTA IIPEAIPUIATH OTzen kanpoB Be/TyIHi
Y P peAp 000 «/lanpHETOpPCKMIA Makcumona O.H.
'OK»
OcBoenne npodeccun Jenonpon3BoanTemnb 0 5
1. Vyactue B paboTe CIry>KOBI TOKYMEHTAIIMOHHOTO 00CCIICYCHUS TiepeoHaoM 4HIeB LA
yIpABIEHHs PEJITPUSATHS. «lanpromuMeTammn
11 2. YdacTue B o0ecriedeHuH [oKyMeHTooO0opoTa Ha npeanpustud. | I111.04 [TpousBoacTBeHHAs 144 5.6

3. OGecrieueHne cucTeMaTH3anny Jell, OpraHu3aIiu
OIEPaTHBHOIO XPaHEHUs! JOKYMEHTOB Ha MPEANPHSTHH.

4. Ucnonp3oBanue COJ] B paboTe ¢ JOKyMEHTAMH HPEANPHITHS.
5. IloaroroBka TOKYMEHTOB K C/1aue B apXHB.

6. CocTaBieHHE ONHCEH JIeN, CIaBaeMbIX B apPXHB.

IpaKTUKa

Otaen kagpos OO0
«amereropckuit [OK»

Maxkcumona O.H.
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5.4. KanennapHslii yaeOHbIN Tpadux
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CBoHbI€ 1aHHBbIE 110 OI0KETY BPEeMEeHH
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O0yyeHue Mo MOAYJISIM M IUCIHILIMHAM IIpomesKyTOUHAsI aTTeCTALMS IpakTuku A
Kanukyasl | Bcero,
Kype Bcero 1 cemecTp 2 cemecTp Bcero 1 cemecTp 2 cemecTp Bcero 1 cemecTp 2 cemecTp Bcero -
Hel. | aK.Y. | HeA. | aK.4. | HeA. | aK.Y. | Hel. | aKk.Y. | HeA. | aK.4. | HeA. | aK.4. | HeA. | aK.4. | Hel. | ak.4. | Hel. | aK.4. | Hem. | aK.4. HeJl. )
1 kype | 3816 | 1378 | 155/6 570 22113 808 5/6 26 1/6 6 2/3 20 2 72 1 36 1 36 1 1476
2 Kype | 285/6 | 1040 | 125/6 462 16 578 11/6 40 1/6 6 1 34 11 396 4 144 7 252 11 1476
3 kype | 2216 | 798 10 5/6 390 11173 408 5/6 30 1/6 6 213 24 12 432 6 216 6 216 6 216 2 1476
Beero | 891/6 | 3216 | 3912 | 1422 | 492/3 | 1794 25/6 9 1/2 18 213 78 25 900 11 396 14 504 6 216 24 4428

O0o03HaYeHHSI M COKPAllleHHUS:

I:l 06yquMe no MoAynam u gucuuniiniHam

npoMexyTouHas attectaums (MA)

KaHuvkynbl

YyebHast npakTuKa

- Mpou3BOACTBEHHAs NPaKTMKa

- FocyaapcTBeHHast UTOroBasi aTTecTaums

Henens oTcyTcTByeT
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5.5. Paboune nporpaMMbl yueOHBIX AUCIHUILIUH U TPOPECCHOHATBHBIX MOTYJIeH

Pabouas mnporpamMMa y4yeOHOW AMCUUIUIMHBI (MOXYJIs) SBISAETCS COCTABHOW YacThbiO
o0pa3oBaTeNbHON  MpOrpaMMbl U ONPEAENAeT  COJAEp)KAaHUE  JUCHUIUIMHBL  (MOAYJIS),
3arJIaHUPOBAaHHBIE PE3YNIbTAThl 00Y4YEHUS, COCTaBHBIC YaCTH YU4€OHOTO mporecca, (popMbl B METOIbI
OpraHu3anuy y4eOHOro Iporecca W KOHTPOJS 3HAHUM 0Oydaroluxcsi, yd4eOHO-METOAMUYECKOe U
MaTepHaIbHO-TEXHIUUECKOE obecrieueHue yuyeOHOro mpouecca Mo COOTBETCTBYIOIIEH TUCLUILIMHE
(MoyITH0).

COBOKYIHOCTh 3aIUIAHUPOBAHHBIX PE3YJIbTATOB OOYYECHHUsS IO JUCHUILIUHAM (MOJIYJISIM)
JI0JDKHA oOecrieunBaTh (OPMHUPOBAHKE Y BBITYCKHUKA BCEX KOMITETEHLUH, yctaHOBIeHHbIX PI'OC
CIIO.

PaGoune mporpaMMel  TPOQECCHOHATBHBIX  MOJYJeH W  TUCHMIUIMH,  BKJIIOYAs
npodecCHOHATIbHBIE MOIYJIHM W JUCHMIDIMHBI TI0 3ampocy padoTonaTensi, NpPUBEICHB B
[Ipunoxenusx 1, 2 xk OOII-II.

5.6. Pabouas mporpaMmMa BOCIIMTAaHUS U KaJeHAAPHBIN TIaH BOCIUTATEIHHON pabOThI

Ilenp pabodeid mporpaMMbl BOCIHTAHUS — PA3BUTHE JMYHOCTH, CO3JIaHUE YCIIOBHMA IS
CaMOOIIPEJCICHUsI U COLMAIM3alMd Ha OCHOBE COLMOKYJIbTYPHBIX, JIyXOBHO-HPaBCTBEHHBIX
[EHHOCTEH U MPUHATHIX B POCCUHCKOM OOIIECTBE MPABUIJI U HOPM NIOBE/ICHUS B MHTEPECAX YEIOBEKa,
ceMbH, oOOIIecTBa M TOCylIapcTBa, (GopMUpoBaHHWE Yy OOy4YaIOIIMXCS YyBCTBA MaTPUOTU3MA,
IPaKAaHCTBEHHOCTH, YBaXECHUS K aMATH 3alUTHUKOB OTeuecTBa U nojsuram I'epoeB Orteuectsa,
3aKOHY M IIPaBOIIOPSAKY, YEJIOBEKY TpyJAa M CTaplleMy IIOKOJICHHIO, B3aHMHOIO YBa)KCHMS,
OepeKHOrO0 OTHOIICHUS K KyJIbTYpHOMY HACIEIUI0 M TPAJAULUSAM MHOTOHAIIMOHAJIBHOIO Hapoja
Poccniickoit denepanuu, npupoie U OKPYKaroLIen Cpee.

PabGouass mporpamMma BOCNIHMTaHUS M KaJ€HJIApHBIA IJIaH BOCHHUTATEIbHOW padOThI IO
CHEIUAIIbHOCTH SIBJSIOTCS YacThlO IMPOTrpamMMbl BOCIUTAHUS 0Opa30BaTENbHOM OpraHu3aluu U
npexacrasieHsl B [Ipunoxenun 5.

5.7. IlpakTryeckas MoAroToBKa

[TpakTudeckast MoArOTOBKA MPH peasin3anuu oOpasoBarenbHbIX mporpamm CI1O HamparieHa
Ha (popMHUpOBaHUE, 3aKpEIJICHHE, Pa3BUTHE MPAKTHUECKUX HABBHIKOB M KOMIETEHIIUH IO MPOQIITIO
o0pa3oBaTeNbHON MpOrpaMMbl IYTEM pACIIUPEHUsS KOMIIOHEHTOB (uacTeil) oOpa3zoBaTelbHOMN
mporpamMmsal, MpeaAyCMaTpuBarOmnX MOJCIUPOBAHUE PCATBHBIX YCHOBI/Iﬁ UM CMOJOCIUPOBAHHBIX
MIPOM3BOJICTBEHHBIX IPOIIECCOB, HEMOCPEJACTBEHHO CBSI3aHHBIX C Oyaymied npodeccHoHaITbHON
JESTENIbHOCTHIO.

OO0pazoBatenbHas JesTEIBHOCTh B JOPME MPAKTUIECKON MOATOTOBKH:

—  peanm3yeTtcs, B ToM ynciie Ha padounx Mmectax OO0 «lanmpaeropckuii 'OK», AO «'MK
«JlanpnonumeTamny, MpU TPOBEICHUHM MPAKTHUYECKUX W JTaOOPATOPHBIX 3aHSATUH, BHITIOJHEHHH
KypCOBOTO MPOEKTUPOBAHHUS, BCEX BUJIOB MPAKTUKHU U UHBIX BUJOB YU€OHOU NEATEIbHOCTH;

— BKIIOYaeT B ce0s OTHeNbHbIE 3aHATHS JIEKIIMOHHOTO THIIA, CEMHHAPBI, KOTOpHIE
MpeayCMaTpUBAIOT Tepenadyy y4yeOHOW uHpoOpManuu OOydalomUMCs, HEOOXOIUMON s
MOCIIEAYIOIIETO BHIMOTHEHUS PaboT, CBSI3aHHBIX ¢ Oy IyIiel mpodeccnoHaNbHOM e TEeNbHOCTBIO.

OO0pa3oBatenbHas JeITSILHOCTD B (hOpMe MPAKTHYECKOM MOATOTOBKH OCYIIIECTBIIIETCS Ha 1-
3 Kypcax oOy4yeHHs], OXBaTblBasl TUCIUIUIMHBI, MPOPECCUOHANbHBIE MOIYJIU, BCE BUIbI IPAKTUKU,
MPeyCMOTPEHHBIE YYeOHBIM IITAHOM 00pa30BaTEIbHON MPOTPaMMBL.

IIpakTrueckass MOArOTOBKA OPraHU3yeTCs B CIELUAIBHBIX ITOMELICHUSAX U CTPYKTYPHBIX
noJipa3fiefiecHusiXx 00pa30BaTeNbHON OpraHM3allMi, a TaKKe B CHEHUAIbHO O0OpYI0BAaHHBIX
nomernieHusx (Ha padounx mecrtax) OO0 «lanmpHeropckuii 'OK», AO «I'MK «/lamsmonumeTammn
HA OCHOBaHHUH JIOTOBOPOB O MPAKTUIECKON MOITOTOBKE 00yJaIOIINXCSI.
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5.8. 'ocynapcTBeHHast UTOroBasi aTTeCTaIUs

I'ocynapcTBeHHass UTOroBas aTTECTAlUsl OCYLIECTBIsETCsl B cooTBeTcTBUU C llopsiikom
nposeneHus I'NA.

I'ocynapcTBeHHast UTOrOBast aTTECTALUs 00yJarOIUXCs IPOBOJUTCS B cieaytoleil hopme:
J€MOHCTPALIMOHHOI'0 3K3aMEHa U 3allUThl AUIIIOMHOIO POEKTa (paboThl).

IIporpamma I'MA Bkirouaer oOuive CBEAEHUS; NMPUMEpPHbIE TPEOOBaHMS K IPOBEAECHUIO
JEMOHCTPALIMOHHOI0 3K3aME€Ha, OINKMCAaHWE OpraHM3allMM W IPOBENEHUS 3aLUThl JUILIOMHOTO
npoekTa (pabotsl). [Iporpamma ['MA nipencraBieHa B IpUIIOKEHUH 4.

Pa3znen 6. YcinoBus peasuzanuu o0pa3oBaTeibHOI MPOrpaMMbl

6.1. MarepuaabHO-TEXHHUYECKOE U Y4eOHO-MeToAndYecKoe obecrieueHne oOpa3oBaTeIbHOM
POTPaMMBI

6.1.1. TpeGoBaHuUs K MaTEPUATBHO-TEXHUYECKOMY M Y4€OHO-METOANYECKOMY 00eCIIeUeHUIO
peanuzanuu 006pa3zoBaTeNbHOI MporpaMmbl ycTaHoBiieHbI B cooTBeTcTBYIoIeM OI'OC CIIO.
CoctaB  MaTepuaIbHO-TEXHMYECKOTO W y4eOHO-METOAMYECKOro  obOecredeHus,
UCIIOJIb3yeMOro B 00pa3oBaTelIbHOM Iipouecce, omnpeaensercs B [lpunoxenun 3 u padoumx
nporpamMmax JIUCHMUIUIUH (MOIYJICH).
6.1.2. IlepedyeHp cHeUHATBbHBIX IOMEUICHUN [Js MPOBEIEHUS 3aHATHH BCEX BUJOB,
MPelyCMOTPEHHBIX 00pa30BaTEIbHON MPOTrpaMMon
Kabunerst:
— Pycckoro si3p1ka u auTepaTyphl
— buonoruu u reorpapun
—  Xumusi, 1a00paToOpusi XUMUH
— Maremaruku
— MHcropun u counanbHO-TYMaHUTAPHBIX JUCHUTIIINH
— OOmecTBO3HAHUS U TPABOBOTO 0OecredeH s MPOPeCcCUOHANBHON AeITeTbHOCTH
— HWHocTpaHHOTO s13b1Ka U MHOCTPAHHOTO SI3bIKA B TPO(PECCHOHAILHON JIEATEIHHOCTH;
— OB3P, Ge30macHOCTH KUZHEIEATETLHOCTH U OXPaHbI TPy/la
— Du3uKH ¥ TEXHUYECKOH MEXaHHUKHU,
— HWndopmatuku u  WHPOPMAIMOHHBIX  TEXHOJOTH B  MpodeccroHalbHOM
NeSTeNIbHOCTH, WHKEHEPHOU rpaduku
— TIpodeccrnoHanbHBIX MOIyIEH
JIaGoparopuu:
— apXMBHOTO JIeNIa;
— uHGOPMAIIMOHHBIX U KOMMYHUKAIIMOHHBIX TEXHOJIOTHUI;
— KOMIIBIOTEPHON 00paOOTKH TIOKyMEHTOB;
— opraHuzanuu paboThl ¢ JOKYMEHTAMH CUCTEM JIEKTPOHHOTO JTOKYMEHTO000POTa;
— ydeOHas KaHIESPHS.
CnopTUBHBIN KOMIUIEKC
3aunsbl:
— OubnmoTeka, YUTANBHBIN 341 ¢ BEIXOJ0M B HTEpHET;
— AKTOBBIW 3aJ.
6.1.3. IlepeyeHr MaTepHAIBHO-TEXHUYECKOTO OOECIEUEHUs W TEPEUYeHb HEOOXOIUMOTO
KOMIUIEKTa JIMIIEH3MOHHOTO W CBOOOJHO pAacCHpOCTPAaHSIEMOTO MPOTPAMMHOTO OOecreueHus
npencrasieH B [Ipunoxenun 3.



51

6.2. [I[puMeHeHne DIEKTPOHHOTO OOYy4YeHHUS M JUCTAHIMOHHBIX  00pa30BaTENbHBIX
TEXHOJIOT Ui

[Tporpamma coderaer oOydyeHue B 00pa3oBaTENIbHON OpraHM3aluy U Ha paboyeM MecTe Ha
0a3ze paboroaaress ¢ LIMPOKUM HCIOIB30BaHUEM B O0yUEHUH HIU(PPOBBIX TEXHOIOTUH.

[Ipu peanuzanuu 0O6pa3oBaTENbHON MPOrpaMMBbl MIPUMEHSIIOTCS 3JIEKTPOHHOE OOYy4YeHHE U
JTUCTAaHIIMOHHBIE 00pa30BaTeIbHBIC TEXHOJIOTHH.

6.3. KagpoBble yciioBus peanu3aiui 00pa3oBaTeIbHOMN MPOrpaMMbl

TpeboBanusi K KaJpOBBIM YCIOBUSIM pealu3ali  00pa3oBaTeNbHOW MPOTrpamMMbl
ycraHoBieHbl B cooTBeTcTBYoIEM PI'OC CIIO.

Peanmuzanuss ~ oOpa3oBarenbHON  mporpamMMbl  oOeCIeYMBAeTCs  MEJaroru4ecKuMHU
paboTHMKaMu 00pa30BaTeIbHONM OpraHMU3alMK, a TAKXKE JIMIAMH, MIPUBJICKAEMBIMU K pealn3aliu
o0pa3oBaTeNnbHOl MpOrpaMMbl Ha HHBIX YCIOBUSAX, B TOM YHKCJIE€ M3 YHUCIa PYKOBOIUTENEH U
pabOTHUKOB OpraHu3alui, HaIlpaBlIEHUE JEATEJIbHOCTH KOTOPBIX COOTBETCTBYET o001acTu
npodeccuoHanbHON  festenbHOcTH: 07  AIMUHHCTpAaTHBHO-yNpaBieHYECKas ©  OQHCHas
JESTENIbHOCTh U UMEIOIIUMU CTa)K paOOThI B TaHHON MpodecCHOHANbHON 001acTH HE MEHEe Tpex
JIeT.

PaboTHHKM, TNpHBIIEKaeMble K peanu3aluil 00pa3oBaTeIbHONH NPOTPaMMBI OCBAaUBAIOT
JOTIOJTHUTEIbHOE MPO(EeCCHOHATTEHOE 00pa30BaHKE 0 IPOTrpaMMaM MOBBIIICHNS KBaTH(PHUKALINN HE
peXe OHOro pa3a B TPU rojla C y4€TOM PacCLIMPEHUs ClIeKTpa NPOoPECCUOHAIBHBIX KOMIIETEHIH, B
toM uncie B popme craxxkupoBku B OO0 «/lanbueropckuii 'OK», AO «I'MK «/lansnonumeTan,
a TaKoKe B APYTUX 00JacTAX MPoPecCHOHANBHOMN AeATeIbHOCTH U (1K) chepax mpodhecCuOHaTbHOM
NEeSITeTPHOCTH TPH  YCIOBHH COOTBETCTBUS TOJYYCHHBIX KOMIIETEHIIMHA TpeOOBaHUSIM K
KB (UKAIIMY TIeIarOTUIECKOT0 paOOTHHKA.

Jlons megarornueckux paboTHUKOB (B MPUBEACHHBIX K IEIOUUCICHHBIM 3HAYEHUSM CTaBOK),
UMEIOIMX OMBIT JESITEIbHOCTH HE MEHEee TpeX JIeT B OpPraHU3alUsIX, HalpaBlIeHUE AEATEIbHOCTH
KOTOpPBIX COOTBETCTBYET o00jacTu MpodecCHOHANbHOM NIeATeNbHOCTH, B OO0IIEM 4HCIe
NeAarorn4eckux pabOTHUKOB, 00ECIEUMBAIOIINX OCBOEHUE OOydarolUMUCS NPO(hecCHOHATBHBIX
MoJyJieit 00pa3oBaTebHOM MPOrpaMMBbl, JOJDKHA ObITh HE MeHee 25%.

CBenieHus O Tearoruyeckux (Hay4yHO-TEJaroruyecknx) paOOTHUKAX, YYacTBYIOIIHMX B
peanu3an  00pa3oBaTEIbHOW MpOrpaMMbl, U JIMLAX, M[PUBIEKAEMBIX K pealu3aluu
00pa3oBaTeNbHOI MPOrpaMMbl Ha MHBIX YCIIOBUSAX

OOmwuit OBOI1 CTax pabOTHI
HaumenoBanue opranusanuu, (UK TPy Xl p
" CoeuaJInCTa-npaKkTUKa B OpraHu3anuax,
(5[0 OCYLIECTBIISIOLIEH JIESITEIbHOCTD B 3aHumaemas
o . OCYIIECTBIIAOIINX ACATCIIBHOCTD B
Ne (IpM HAJTMYHH) npodeccHoHabHOMI cdepe, B KOTOpoit CIHELUATHCTOM- .
npodeccronanbHoO cdepe,
n/n crernuaiucTa- paboTaeT CHeMUaIuCT-IPAKTUK [0 OCHOBHOMY TIPAKTUKOM N .
COOTBETCTBYIOIIEH MPO(eCcCHOHATBHOM
TIpaKTHKa MeECTy pa6OTBI WJIN Ha YCJIOBUAX BHEIIHETO JOJDKHOCTh o
JACATCIIBHOCTH, K KOTOPOU I'OTOBATCA
COBMECTHTCJIbLCTBA
oOyyatomuecs
[Henucosa IOnus Hauanonux
1 000 «lanvrezopcruti 'OK» epynnvl Omoena 9 1em
Braoumuposua
Kaopos
Maxcumosa Beoywuii
3 | Oneca 000 «lanvrezopcruti 'OK» cneyuanucm no 3 200a
Hukonaesna Kaopam

6.4. PacueTsl puMHAHCOBOTO OOECTIEUECHHUS pealn3alui 00pa3oBaTeIbHON MPOrpaMMbl

PacueTsl HOpPMaTHBHBIX 3aTpaT OKa3aHHUsS TOCYAApCTBEHHBIX YCIYyr IO pealn3aluu
o0pa3oBaTeNbHOW MpPOrpaMMbl B  COOTBETCTBUM C HAIPAaBICHHOCTbIO M KBaJH(HUKaIMeH
OCYILECTBIISIIOTCS. B COOTBETCTBUU ¢ IlepeyHeM M COCTAaBOM CTOMMOCTHBIX Tpymil mpodeccuid u
CIEIHMAIbHOCTEH MO TOCYJIapCTBEHHBIM yCIyraM IO peaju3allid OCHOBHBIX MPO(ecCHOHATbHBIX
00pa3oBaTeNbHBIX IPOrpaMM CPEAHETO MPOo(ecCHOHATBHOI0 00pa30BaHUs — MPOTPaMM MOATOTOBKH
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CIEIMAIUCTOB CPETHEr0 3BEHA, HMTOTOBHIE 3HAYCHHS W BEIMYHMHA COCTABIISIIOIIMX 0a30BBIX
HOPMATHBOB 3aTpaT MO TOCYJAapCTBEHHBIM YCIyraM IO CTOMMOCTHBIM TIpymmam Mpodeccuit u
CIIEIIUATILHOCTEH, OTpacieBble KOPPEKTHpYIomUe KOIP(GUIMEHTHl M TOPSJIOK WX MPUMCHEHHS,
yTBepkaaeMble MuHInpocsenienus Poccuu exeronHo.

duHaHCOBOE O0CCICUCHUE peann3aluu 00pa30BaTEIbHONW MPOTPAMMEI, OMPEIEICHHOE B
COOTBETCTBUU C OIO/DKETHBIM 3aKOHOJATENhCTBOM Poccuiickoit ®Penepannu u DdenepanbHbIM
3aK0HOM 0T 29 nexadpst 2012 Ne 273-D3 «O06 obpazoBanuu B Poccuiickoit deaepanumy, BKIIOYACT
B ce0s 3aTpaThl HA OIUIATY TPYJa MpernojaBaTesiei ¥ MacTepOB MPOU3BOJICTBEHHOTO OOYYECHHS C
y4eTOM O0O0€CIeueHus YPOBHS CpEeIHEH 3apabOTHOM IIaThl IMEJAarorudyecKux paOOTHUKOB 32
BBITIOJIHSIEMYIO UMHU YUYeOHYIO (TperojaBaTelbCKy0) padoTy U IpYryr paboTy B COOTBETCTBHU C
Vka3zom Ilpesuaenta Poccuiickoit @enepaunun ot 7 Mast 2012 r. Ne 597 «O meponpusiTusix 1o
peanu3auuy rocyJapCTBEHHON COLMAIbHON MTOJTUTUKIY.

PacuerHas BenmMyMHA CTOMMOCTH OOYYEHHS W3 pacueTa Ha OJHOrO OOyYaromerocs B
COOTBETCTBUU C PEKOMEHIAIUsMU (heqepaTbHbIX U PETUOHAIBHBIX HOPMATUBHBIX JOKYMEHTOB
cocrapmsieT 157052,99 pybneit.



