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XapakTepucTuka 00pa3oBaTeILHON NPOrPaMMbI

1. OoOpa3oBarenpHasg mporpamma 1o cneguanbHoctn — 46.02.01
JlokymeHTalmoHHoe oOecrieueHre ynpapiieHus W apxuBoBeaeHue (ganee — Ol
CIIO) pa3paboTana Ha OCHOBE:

— @enepa’dbHOrO TrOCYJIApCTBEHHOIO 00pa3oBaTENbHOTO  CTaHAapTa
cpeadero mnpodeccuoHaapHOro oOpaszoBaHus 1o crennanbHocTH  46.02.01
JloKkyMEeHTaIlMOHHOE oOecrieueHrue  yIpaBJlieHUs u apXMBOBEJICHUE,
yTBepxkaeHHOro IIpukazom Munnpocsemenusi Poccuu ot 26 asrycra 2022 roga
Ne 778 (manee — ®I'OC CIIO).

OIl ompenenser o0beM M COACpXKAHHE CPEAHETO MPOPECCHOHATHHOTO
oOpazoBanusi 1o crenuanbHocTH 46.02.01 JlokymeHTanmoHHoe oOecredeHue
YOPABJIECHHUS U apXUBOBEJCHHE,  IUIAHHUPYEMBIE  PE3yJNbTaTbl  OCBOCHHUSA
00pa30BaTENbHOM MTPOrPAMMBI, YCIOBUS 00pa30BaTEIbHOMN IEATEIBHOCTH.

2. HopmaTtuBHbIe ocHOBaHus s pa3padorku OOIL:

— @enepanbHblil 3akoH oT 29.12.2012 1. Ne 273-®3 «O06 obOpa3zoBaHuu B
Poccuiickon @enepanumy;

— IIpukaz Munnpocsemenuss Poccun ot 08.04.2022 1. Ne 153 «O6
yTBepkaenun [lopsiaka pa3paboTKM MPUMEPHBIX OCHOBHBIX 00pa30BaTENbHBIX
IporpaMM CpeAHEro Mpo(PecCHOHAIBHOrO O0pa30BaHUs, MPOBEACHUS UX
DKCIIEPTU3bl M BEIECHHUS PEEecTpa NPUMEPHBIX OCHOBHBIX OOpa30BaTEIbHBIX
IPOrpamMM CPeTHEro MPOPECCUOHAIBHOTO 00pa30BaHUS»;

— Ilpuxaz Munnpocsemenus Poccun ot 26.08.2022 roma Ne 778 «O6
YTBEPXKJIECHUH (PeepaibHOro rocyIapCTBEHHOIO 00pa3oBaTEIbHOIO CTaHIapTa
cpeadero mnpodeccuonanpHoro obpasoBaHus 1o crnenuaidbHocTH  46.02.01
JIoOKyMEeHTaIlMOHHOE 00ecrieueHue YIIpaBIeHUsl U apXUBOBEACHUEY;

—IIpuka3 MunucrepctBa npocBeuieHuss Poccuiickonn  Deneparuun
or 24.08.2022 Ne 762 «O06 yrtBepxknenun llopsiaka opraHuzanum U
OCYUIECTBJIEHUS  00pa30BaTENbHONW  JIEATEILHOCTH IO  00pa3oBaTelIbHBIM
porpaMmam CpeHero npophecCuoOHaIbHOIO0 00pa30BaHUNY;

— [Ipuka3 Munnpocsemienust Poccun ot 08.11.2021 r. Ne 800 «O6
yTBepxkaeHnn [lopsaka nmpoBeneHns rocy1apCTBEHHOM UTOTOBOW aTTECTALIMU 110
o0pa3oBaTeIbHBIM MPOTPAMMaM CPEIHETO MTPO(PECCHOHATEHOTO 00pa30BaAHUS;

— IIpuka3z MunoOpHayku Poccun Ne 885, Munnpocsernienus: Poccun Ne 390
or 5.08.2020 r. «O mpakTHYECKON TOATOTOBKE OOYydJarOIIUXCsS» (BMECTE C
«[TonoxeHnem o MPaKTUYECKOM MOATOTOBKE 00YYaIOIINXCS»;

— Ilpuka3 MuHucrepcrBa Tpyla M COLMAIBHOM 3amuThl Poccuiickon
®enepauuu ot 15.07.2020 1. No 333n (3apeructpupoBaH MHHHCTEPCTBOM
roctuiuu Poccuiickoit ®enepanuu 15.07. 2020 r., peructpanuonbii Ne 58957)
«O0  yTBepkAeHMU MNPOPECCHOHAIBHOTO  cTaHaapra «CrHemuaiuct 1o
OpPraHM3allMOHHOMY U  JOKYMEHTAIlMOHHOMY OOECMEUYEeHHUIO  YIpaBJICHUS
OpTraHU3aIUCI»;

— IIpuka3 MunHucrepcTBa TpyJa W COLMAIBHOM 3amuThl Poccuiickon
@®enepanuu ot 18.03.2022 . No 140 (3apeructpupoBad MUHHCTEPCTBOM



roctuiuu Poccuiickoit ®enepanuu 21.04 2022 r., perucrpannondbii Ne 63193)
«O0 yTBepkIeHnH MPOPECCHOHATBHOTO cTaHaapTa « CIIeHAIUCT apXUBay.

— IIpuka3z Munnpocemenust Poccun ot 17.04.2023 Ne 285 «O06 oneparope
JEMOHCTPALIMOHHOTO  3K3aMeHa 0a30BOro MW MNpPO(UIBHOIO YpPOBHEH IO
o0Opa3oBaTeIbHBIM MPOTPAMMaM CPEIHETO MTPO(PEeCCHOHATEHOTO 00pa30BaAHUS;

— IIucekMo Munnpocsemeanss P® ot 01.03.2023 Ne 05-592 «O
HaIpaBJIeHUU PEKOMEHJAIMI M0 peaju3aluyd CpelHero odiiero oOpa3oBaHUs B
npejaenax OCBOCHHSI oOpa3oBatenbHOI IPOrpaMMBbl CpEIHETO
po¢eCCUOHAIBHOTO 00pa30BaHUs».

3. [lepeyenn cokpameHuii, UCNoyib3yembix B TekcTe OIT:

OI'OC CIIO - (enepanpHblii TOCYJapCTBEHHBIM 00pa30BaTEIbHBIN
CTaHJapT CPEIHET0 MPOPECCUOHATIBHOTO 00pa30BaHus;

OII —o06pa3zoBarenbHas TPOrpaMMma;

OK — o0mpe KOMIIETCHITNH,

[1IK — mpodeccrnoHanbHble KOMIETEHIUY;

B/l — BUA A€SITEIBHOCTH;

CI" — conmanbHO-TyMaHUTAPHBIN ITUKIT;

OII — obmenpodeccunoHaIbHBIN ITUKIT;

MK — MeXIUCIUIIITMHAPHBIN KyPC;

[IM — npodeccruoHanbHBIN MOYJIb;

JID — neMOHCTpallMOHHBIN YK3aMEH,;

I'MA — rocynapcTBeHHass UTOrOBask aTTECTALIMS.

4. Kpanudukanus, npucBauBaeMas BbITYCKHHKaM 00pa30oBaTelbHON
nporpammsel: Cneruaiuct no JOKYMEHTAIIMOHHOMY OOECIEUEeHUI0 YIPABICHUS U
apXUBHOMY JIEITY.

Hamnpasnennocts OII: [lokymMeHTalMOHHOE OOEcHeuyeHHEe YIpaBieHUS U
apX1BOBEJICHHUE.

[Tonyuyenue o0pa3oBaHUSI 1O CHCHHAIBHOCTH JIOMYCKAETCS TOJBKO B
npodeCCHOHAIBHOM  00pa3oBaTeIbHON OpraHM3allMk WM 00pa30BaTeIIbHOM
OpraHu3aluu BBICIIETO  0Opa3oBaHMUS.

dopma 00yuyeHHs: OUHas.

O06bem 00pa3zoBaTeNbHON MPOTpaMMBbl, peanu3yeMoil Ha 0asze cpeaHero
oOmrero obpazoBanus o kBanupukanuu: CnenuaiiucT Mo JOKyMEHTAIMOHHOMY
00eCTICUCHUIO YIPABJICHUS U apXUBHOMY Jeiy — 2952 akaJeMHYEeCKUX yaca, co
cpokom oOyuenus — 1 rog 10 mecsies.

5. XapakTtepucTtuka npodeccuoHaaIbHON AESTEILHOCTH BBITYCKHUKA

5.1. OGnacte  mnpodeCCUOHAIIBHOM  JEATEIIBHOCTH  BBIMYCKHUKOB:
07 AAMuHUCTpaTUBHO-YIIpaBieHYECKasi U OPUCHAs AESTEIbHOCTb.

5.2. CoOTBETCTBUE BUJOB JACSITEIBHOCTU MTPO(PECCHOHATBHBIM MOIYJISIM:

HanmenoBanue BUIOB IEITENHLHOCTH Haumenosaunue
poheCCHOHAIBHBIX

MOJTyJIeN




Bunsr nesareapHOCTH

OC}’HICCTBJ'ICHHG OpraHu3alilMOHHOIO U

IIM.01 OcymectBienue

JOKYMCHTAIIUOHHOI'O oOecrneueHus ACATCIBHOCTH | OpraHU3allMOHHOTO

OpraHu3annun

U JJOKYMEHTAIIMOHHOTO
oOecrieueHus IesaTeIbHOCTH
OpraHu3aluu

Opranmzanus apxuBHOU paboTel o gokymeHTam | [IM.02 Opranuzarus
OpraHu3alNNA Pa3TUIHBIX (HOPM COOCTBEHHOCTH apPXUBHOM pabOTHI

10 JOKYMEHTaM
OpraHu3aun
pa3IMYHBIX HOpPM
COOCTBEHHOCTH

OcBoeHue BUIOB padOT MO OJHOM WU

1IM.03 OcBoeHnEe BUIIOB

HECKOJIbKUM MpodeccusiM pabounx, JOJDKHOCTIM | pabOT IO OJTHOM WU

CIIyXKalux

HCCKOJIbKNM HpO(l)GCCI/IHM
pa60t114x, JOJDKHOCTAM
ClIyKalux

6. HHaHI/IpyeMBIG PE3YJIbTaThl OCBOCHUA 06p330BaT€HBHOﬁ IIporpaMmal

6.1. O0uIMe KOMIETEHIINH

Kopn DopMyTHPOBKA
3HaHuA, yMEHUA
KOMIeTeHIUH KOMIeTeHIIUH
OK 01 BriOupath ciocoOsl Ymenus:
pemcHus 3a1a4 - pacro3HaBaTh 3a7a4y W/uin
npodeCCHOHABHOM npo6iemy B IpoecCUHOHATEHOM
JEATEITBHOCTU W/MIU COIMAJIbHOM KOHTEKCTE;
IIPUMCHUTEJIBHO K - aHAJIM3UPOBATH 33J1a4y U/ WIn
pasjInIHbIM po0JIeMy U BBIIEIATh €€
KOHTEKCTaM

COCTaBHBIC YaCTH;

- OIIPEIEISITh STAIbl PEIICHUS
3a/a4m;

- BBIBJISITH M 9((PEKTUBHO UCKATh
uH(pOpMaII0, HEOOXOAUMYIO IS
pelieHus 3a1a4u u/uiau mpoOJieMbl;
COCTABJIATH TUIaH ICHCTBUS; /

- OIPEICTATh HEOOXOIMMBIC
peCypcehl;

- BJIAJIETh aKTyaJbHBIMH METOJIaMU
paboThI B Ipo(hecCHOHATBLHOMN U




CMEXHBIX chepax;

- pean30BBIBATH COCTABICHHBIN
ILJIAH;

- OLICHUBATh PE3yJbTaT U
MOCJIC/ICTBUSA CBOUX JCHUCTBUN
(caMOCTOSATENBHO WM C TOMOIIBIO
HaCTaBHUKA).

3HaHun:

- aKTyaJbHbBIN NPOPECCHOHATBHBIN
U COIIMAJIbHBIA KOHTEKCT, B
KOTOPOM IPUXOAUTCS paboTaTh U
KUTh;

- OCHOBHBIE HCTOYHUKHU
uH(GOpMaIUU U PECYpPChI i
pelieHus 3a1a4 u npodsieM B
po(hecCUOHATILHOM W/WJIH
COLIMAJIBHOM KOHTEKCTE;

- aJITOPUTMBI BBIIOJHEHUS pabOT B
poheCCUOHATIBHON U CMEXKHBIX
00macTsIX;

- METOJbI paOOTHI B
po¢heCCUOHATIBHON U CMEXKHBIX
chepax;

- CTPYKTYpY IUIaHa JJisl peleHus
3ajady;

- IOPSAOK OLIEHKH PEe3yJIbTaTOB
pelieHus 3a1a4
po(hecCUOHABHOM e TENbHOCTH

OK 02

Hcnonp3oBath
COBPEMEHHBIE CPEICTBA
IIOMCKA, aHAJIN3a U
WHTEPIPETALNH
uH(popmanuu, u
MH(OpMaAIMOHHbIE
TEXHOJIOTHH JIJIS
BBITIOJIHEHHUS 3aa4
npodeccuoHaIbHON
JeATETbHOCTH

YMeHus:

- OTIPEICIATD 3a/1a4Uu ISl IOKUCKa
uHdopmanuu;

- OTIpPEJICTSATh HEOOXOINMBIC
HUCTOYHUKHU MHPOPMAIIHH;

- IUTAHUPOBATh MIPOIIECC TTOUCKA;

- CTPYKTYpPUPOBATH MOJydaeMYIO
uH(pOpMaIHIO;

- BBLIEIATHL HanOoJiee 3HAaYNMOE B
nepevyHe UHPpopMaluu;

- OIIEHUBATH MPAKTHYECKYIO
3HAYUMOCTH PE3yJIbTATOB MOUCKA;
- 0hOpMITITH pe3ybTaThI MIOWCKA,
IIPUMECHSTH CPEACTBA
MH(POPMAITMOHHBIX TEXHOJIOTHN
JUIS pelieHust MpoQeCCHOHAIBHBIX




3aj1a4; - UCIOJIb30BATh
COBPEMEHHOE ITPOTPaMMHOE
o0OecIieueHue;

- UCTIOJIb30BATh PA3JINYHBIC
1U(POBBIE CPEACTBA JJIS PEIICHUS
pO(ECCUOHATIBHBIX 3a/1a4.

3HaHuA:

- HOMEHKJIaTypa
WH()OPMAITMOHHBIX UICTOYHUKOB,
MPUMEHSIEMBIX B
npodeccuoHaNbHON
JeSATEeITbHOCTH;

- IPUEMBI CTPYKTYPUPOBAHUS
uHdopmanuu;

- popmar opopmiieHus
pEe3yIbTaTOB MOMCKA UHPOPMALIHUH,
COBpEMEHHbBIE CPEICTBA U
YCTpOMCTBA NHPOPMATU3ALINH;

- IOPSZIOK MX IPUMEHEHUS 1
MpOorpaMMHOE 00eCIieueHNE B
podheCCUOHATIBHON JIEATEIIbHOCTH
B TOM YHCJIE C UCTIOIb30BAHHEM
IU(POBBIX CPENICTB.

OK 03

[InannpoBats u
peann30BbIBAThH
COOCTBEHHOE
poheCCHOHAIBHOE U
JUYHOCTHOE Pa3BUTHE,
IPEITPHHUMATEITHCKY O
JESITCIIBHOCTh B
npodecCHOHAILHON
cdhepe, UCIIOIB30BaTh
3HaHMS MO (PUHAHCOBOM
I'PaMOTHOCTH B
pa3IMYHBIX YKHU3HCHHBIX
CUTYaIHSIX.

Ymenus:

- OTIPECTIATh aKTYaJIbHOCTh
HOPMATUBHO-TIPABOBOU
JIOKyMEHTAIUHU B
npodecCHOHATLHON
NeSTeTLHOCTH;

- IPUMEHATHh COBPEMEHHYIO
HAy4HYI0 MPOHECCHOHATBHYIO
TEPMUHOJIOTHIO;

- OTIPE/ICIIATh U BEICTPANBATh
TPAEKTOPHUH MPOPECCUOHATBHOTO
Pa3BUTHS U CAMOOOpa30BaHUS;

- BBISIBJISITH JIOCTOMHCTBA U
HEJI0OCTaTKH KOMMEPUYECKOU HJICH;
- PE3CHTOBATH HJICH OTKPBITHS
COOCTBEHHOTO JIefia B
podecCHOHAILHON
NeSATeTLHOCTH; O(DOPMIISITH
Ou3HecC-IIJ1aH;

- pacCYUTHIBATh pa3MePHI BHITLIAT
0 MPOIEHTHBIM CTaBKaM




KPEIUTOBAHUS;
- OTIPE/ICIIATh HHBECTUITMOHHYIO
MIPUBJICKATEILHOCTh
KOMMEPYECKUX HICH B paMKax
podheCCUOHAIBHOM
NeSATeTLHOCTH,

- PE3EeHTOBATh OM3HEC-UJICIO;

- OIIPEIENISTh UCTOUHUKH
(buHAHCUPOBAHUSI.

3Hanmus:

- COZICp)KaHHE aKTyaJIbHOM
HOPMAaTHBHO-TIPAaBOBOM
JTIOKYMEHTAITUH;

- COBpEMEHHAs Hay4YHasi U
npodeccruoHaIbHAs
TEPMUHOJIOTHSI; BO3MOYKHbBIC
TPAEKTOPHUH NMPOPECCUOHATBHOTO
Pa3BUTHS U CaMOOOpa30BaHUS;

- OCHOBBI MPEITPUHUMATETHCKON
NeSATeTLHOCTH,

- OCHOBBI (pUHAHCOBOM
IPaMOTHOCTH; - TIpaBUJIa
pa3paboTKu OU3HEC-TIaHOB;

- MIOPSJIOK BBICTPAUBAHUS
MpE3eHTAINN;

- KpeAUTHBIC OAHKOBCKHE
MIPOTYKTHI.

OK 04

O¢ddexTuBHO
B3aUMO/ICICTBOBATh U
paboTaTh B KOJIJICKTHBE
1 KOMaHjIe

YMeHus:

- OPTaHU30BBIBAThH PabOTY
KOJUIEKTHUBA U KOMaH/IbI,

- B3aMMO/JIEVICTBOBATH C
KOJIJIEraMu, PYKOBOACTBOM,
KJIIMEHTaMU B XOJI€
poheCCUOHATIBHON JIEATEIbHOCTH.

3HaHHuA:

- IICUXOJIOTHYECKHE OCHOBBI
JEATCIbHOCTH KOJIJIEKTHBA,
TICUXOJIOTHYECKHE OCOOCHHOCTH
JINYHOCTH,

- OCHOBBI ITIPOEKTHOM
JIESATCIBHOCTH.

OK 05

OcCyHIeCTBIIATH YCTHYIO
Y TUCbMEHHYIO

YMenusa:
- TPAMOTHO M3JIaraTh CBOW MBICIIU




KOMMYHUKALIMIO Ha
rocyJapCTBEHHOM
a3bIke Poccuiickoi
denepanuu ¢ y4eToM

1 0OPMIISTH JJOKYMEHTHI 110
npodeCCUOHAIBHOW TeMaTUKE Ha
rOCyJapCTBEHHOM SI3BIKE,
MPOSIBIISITH TOJIEPAHTHOCTD B

0COOEHHOCTEH paboyeM KOJUIEKTHBE.
COLIMATIBLHOTO U BT
KyJIbTypHOT'O - 0COOEHHOCTH COLMAILHOTO U
KOHTEKCTA KyJbTYPHOTO KOHTEKCTA,
- IpaBuIa O(OPMIICHUS
JIOKYMEHTOB Y [IOCTPOEHHUS
YCTHBIX COOOLIEHHI.
OK 06 ITposaBasATH YMenus:
IPAXKIAHCKO- - OIHUCHIBATH 3HAYMMOCTH CBOEH
IaTPUOTUUYECKYIO CIIELIUAIBHOCTH;
HO3HLIUIO, - IPUMEHATEH CTaHIAPThI
JIEMOHCTPHUPOBATH AHTUKOPPYILIMOHHOIO MOBEACHHS
OCO3HAHHOE MOBECHUE | 3pyapmsi:
Ha OCHOBC - CYLIHOCTb TPaXKIaHCKO-
TpaIUIIMOHHBIX HATPUOTHYECKOM MO3ULIUY,
06mequ0VBequKHX 00IIEYEI0BEYECKUX [IEHHOCTEN;
HEHHOCTCH, B TOM - 3HAYUMOCTH ITPOPECCUOHATLHON
1UCJIC C yIeTOM JEATEIBLHOCTH 110 TIPOheCCHu
TapMOHHU3AHH (CIenuanbHOCTH);
MEKHALMOHAIBHEIX B | _ crapapTht
MEKPCIUTHOSHBIX aHTHKOPPYIIIMOHHOTO TTOBEICHUS
OTHOMICHHUH, Y [IOCJIEACTBHS €10 HAPYILEHUS
IPUMEHATH CTaH AP ThI
AHTUKOPPYILIMOHHOTO
HIOBEICHUS
OK 07 CopericTBOBaTh Ymenus:
COXPaHEHUIO - cO0TI0IaTh HOPMBI
OKPY’KaIOILEH Cpelbl, | DKOJIOTUYECKOM 0€30I1aCHOCTH;
PECYPCOCOEPEKEHUIO, | - ONPENEIIATH HATPABICHHS

MPUMEHSTH 3HAHUS 00
M3MEHEHUH KJIMMaTta,
TIPUHITUTIBI
OEpEKIIMBOTO
MPOU3BO/ICTBA,

3¢ pexTUBHO
JIEMCTBOBATh B
Ype3BbIYaHbIX
CUTYaIHIX

pecypcocOepeKeHHs B paMKax
poeCcCHOHANTLHOM NESITEIbHOCTH
0 CTICIIMAIBHOCTH OCYIIECTBIISATH
paboTy ¢ coOMI0IeHUEM
MPUHIUIIOB OEPEXKITUBOTO
MIPOU3BOJICTBA;

- OPTaHU30BBIBATh
poheCCUOHATIBHYIO ACSATETbHOCTD
C y4eTOM 3HaHUN 00 U3MEHEHUU
KJIIMMAaTUYECKHUX YCIIOBUN PETHOHA.




3Hanus:

- IpaBuUJIa YKOJIOTUYECKOU
0€3011acCHOCTH IIPU BEICHUU
po(hecCuOHATIbHON
NESITEIBHOCTH;

- OCHOBHBIE PECYpPCHI,
3aJIeICTBOBaHHbIE B
po(hecCuOHATIBHON
JIESITENIBHOCTH;

- MyTH o0ecreyeHus
pecypcocOepexeHus;

- IPUHIIMUITBI OEPEKITUBOTO
MIPOM3BOJICTBA;

- OCHOBHBIE HAMPABJICHHUS
U3MEHEHUS KIIMMaTUYECKUX
YCIIOBUH peruoHa.

OK 08

Hcnonb3oBaTh
cpeacTBa (puznueckoit
KYJBTYPHI JI51
COXpaHEHUS U
YKpEIUJICHUS 3/J0POBbS B
npoiiecce
npodecCuOHaIbHON
JESATeTLHOCTH U
TOIICP KAHUS
HEO0OXOAMMOTO YPOBHS
buznyeckoit
MOTOTOBJICHHOCTH

Ymenus:

- HCTIOJIB30BATh (PU3KYJIBTYpPHO-
0370POBUTENBHYIO I€ATEIBHOCTh
JUISl YKPEIUIEHUS 310POBbS,
JOCTH>KECHHUSI )KU3HEHHBIX U
npo(hecCUOHATIBHBIX 1IeJIeH;

- IPUMEHSATH palliOHAJIbHBIE
IPUEMBI IBUTaTENIbHBIX (QYHKIUHN B
npodecCUOHATILHON
JeSATEIbHOCTH;

- MOJIb30BATHCS CPEACTBAMU
NPO(QUIAKTUKY NTEpEHANPSKEHMS,
XapaKTEPHBIMU ISl TAHHON
CHEUATbHOCTH.

3HaHus:

- posib PU3NYECKON KyIbTYpPHI B
OOIIEKYJIbTYPHOM,
npo¢deCCUOHATIEHOM U
COIMAJIbHOM Pa3BUTHUU YEIOBEKA,;
- OCHOBBHI 37I0pOBOT0 00pa3za
KU3HH,

- ycioBus ipodeccuoHaIbHOM
JESATeTLHOCTH U 30HBI PUCKa
(bU3UYECKOTO 370POBBS IS
CHEIMATILHOCTH, CPEJICTBA

PO MITAKTUKA TTepEHATIPSHKCHHUS.




OK 09

[Tonmp3oBaTHCA
npodecCuoHaTbHON
JIOKyMEHTaIei Ha
rOCy/IapCTBEHHOM U
WHOCTPaHHOM SI3BIKaX

YMeHus:

- IOHUMATh OOIIUN CMBICIT YETKO
MIPOM3HECEHHBIX BHICKA3bIBAHHIA Ha
W3BECTHBIC TEMBI
(mpodeccruonaabHbIE U OBITOBHIC),
MMOHUMATh TEKCTHI Ha Oa30BBIC
npohecCHOHATTbHBIC TEMBI;

- y4acTBOBAaTh B IMAJIOTax Ha
3HAKOMBIC 00IIHE 1
po¢eCCUOHATIbHBIC TEMBI;

- CTPOUTH MPOCTHIC BHICKA3BIBAHUS
o cebe u 0 cBoel
po¢eCCUOHATIBHOM
NeSATeTLHOCTH,

- KpaTKoO 00OOCHOBBIBATH U
OOBSCHSATH CBOU JICHCTBUS
(TexyIue U mIaHupyeMble);

- IUCATh MPOCTHIC CBSI3HBIC
COOOIICHHS Ha 3HAKOMBIE WIIH
HMHTEPECYIOIINE
podeCcCUOHANIbHBIE TEMBI.

3HaHun:

- IpaBuUJIa NOCTPOEHHUS IPOCTHIX U
CJI0’KHBIX MPEIJIOKEHUN HA
npo¢eCCUOHATIbHBIC TEMBI;

- OCHOBHBIEC
00111eyTTOTPEOUTENBHBIE TJIAr0JIbI
(6bnITOBast M MpodeccuoHaIbHas
JIEKCUKA);

- JICKCUYECKUI MUHHUMYM,
OTHOCSILIMICS K OTTUCAHUIO
MPEAMETOB, CPEACTB U MPOLECCOB
npodecCHOHATLHON
JIEATEIbHOCTH;, OCOOEHHOCTHU
MPOU3HOILICHUS;

- MpaBWJIa YTCHUS TEKCTOB
podecCHOHAILHON
HaIpPaBJICHHOCTH

6.2. ITpodeccroHanbHble KOMIETEHIIUH

Buanbi
JeSTeJIbHOCTH

Koa n
HAUMEHOBaHHE
KOMIIETECHIIUH

IToka3zaTean ocBOEHUSI KOMIIETEHIIMH




Ocyl1iiecTBIICHUE
OpraHU3aIuOHH
oro u
JTIOKYMEHTAIMOH
HOT'O
oOecrieyeHus
EITENILHOCTH
OpraHU3aluu

[K 1.1.
OcyniecTBIATH
npuEM-epeaqy
YIPaBJICHUECKOU
nHpopmaruu

C TIOMOUIBIO
CPEICTB
UH(GOPMAIIMOHHBI
X "
KOMMYHUKAIIOH
HBIX TEXHOJIOTHI

HasBpbixn

- IOJTyYeHHsI HEOOXOANMOi
UH(pOpMAIINY U TIepelaun
CaHKIIMOHHPOBAHHOM WH(pOpMAIIH C
UCTIOJIb30BAHUEM CPENICTB
UH(GOPMAILIMOHHBIX U
KOMMYHUKAIIIOHHBIX TEXHOJIOTHUH.

YMeHus:

- ACIIOJIb30BaTh CPEJICTBA
UH(GOPMAILMOHHBIX U
KOMMYHUKAIIMOHHBIX TEXHOJIOTHHA JIJIs
MOJTyYCHUS M TIepeiadrl HHPOPMAIIHH;
- BECTH M UCTIOJIB30BaTh B pabote 0azy
KOHTaKTOB OpTaHU3aIlNH;

- BECTH YUETHBIC PETHCTPAIIMOHHBIC
(GhOpMBI, UICTIOJTB30BaTh UX IS
uH(OPMAIMOHHON pabOThI ¥ PabOTHI IO
KOHTPOJIIO UCIIOJHEHHUS IOPYUYEHU;
yCTaHABIWBAThH U TOIICPKUBATh
KOMMYHHKAIIIH B TPOIIECCE AETOBOTO
OOI1IeHHS C TOMOIIBIO CPEJICTB
MH(OPMAIMOHHBIX U
KOMMYHHUKAITMOHHBIX TEXHOJIOTHI;

- CTJIQXKHUBATh KOH(MIUKTHBIE U CII0XKHBIC
CUTYaINH MEKITNIHOCTHOTO
B3aUMOICUCTBUS;

- cOOIOAaTh CITY)KEOHBIN ATUKET;

- obecnieunBaTh MHGHOPMAIIMOHHYIO
0€30MacCHOCTb JIEATEIbHOCTH
OpraHU3allNu.

3Hanusa:

- HOpPMATHBHBIE ITPABOBHIC AKThI
Poccuiickoit @enepanuu B chepe
MH(OPMAIMOHHBIX U
KOMMYHUKAITMOHHBIX TEXHOJIOTHl;

- CTPYKTypa OpraHu3aIum, e¢ 3a1a9u u
dynxumy;




- MpaBWJIa TTPOBEICHUS IETTOBBIX
IIEPETOBOPOB;

- DTHKA JEJIOBOTO OOIICHUS;

- MpaBWJIa PEUCBOTO ITUKETA,

- MpaBWJIa TIOIJICP KAHUS ¥ Pa3BUTHUS
MEKIMYHOCTHBIX OTHOIIIEHWH;

- TpeOOBaHUS OXpaHbI TPY/IA.

[K 1.2.
Koopaunuposatb
paboTy MpUEMHOM
PYKOBOJIHUTEIIS,
30H

npuemMa
Pa3JIMYHbBIX
KaTeropumn
ITOCETUTEIIEN
OpraHu3aluu

HaBpikn

- KOOpJIUHALIMHU PAaOOTHI TPUEMHOM
PYKOBOAMTENS U 30H NpUEMa
PA3JIMYHBIX KATETOPUH MOCETUTETICH
OpraHU3aIUu.

Ymenus:

- BCTpEYaTh OCETUTENEN, TIOyYaTh
NEPBUYHYI0 HHPOPMAIUIO O
MOCETUTEISIX, YCTaHABIUBATh MOPSIOK
npuéma Ui pa3IMuHbIX KaTeropui
MMOCETUTEIICH;

- BECTU yUETHBIC PETUCTPALIMOHHBIE
(dbopMbI 110 IpUEMY MOCETUTENEH U
oQOpMIISTH IPOITYCKA;

- BECTU NIPHUEM, TIepeIady 1 OTIPaBKY
JIOKYMEHTOB;

- OPTraHU30BBIBATh U OPOHUPOBATH
NIEPETOBOPHBIC KOMHATHI;

- CepBUPOBATH YaitHbIe (KOG EHHbIE)
CTOJIBI B ohuce;

- IPUMEHATH B paboTe CpeAcTBa
MH(OPMAIMOHHBIX U
KOMMYHHKAIIHOHHBIX TEXHOJIOTU;

- IPUHUMATh MEPHI IO COXPaAHEHUIO
KOH(HIeHIIMaTbHON UH(pOpMAaIUK B
X0Ji€ MpuéMa MOCETUTEIIEH.

3HaHug:
- HOPMATHUBHBIE MMPABOBBIC AKTHI
Poccuiickon @enepaunu o 3ammre




uH(opMaIuu u paboTe ¢ 0OpaIICHUSIMH
rpaXkaH;

- CTPYKTYypa OpraHu3aliu 1
pacmpenenienre QyHKIUN MexX Ty
CTPYKTYPHBIMH MOJPA3ACICHUSIMU U
CHEIUATICTAMY;

MpaBujIa OpTaHU3aIuy IpuéMa
MMOCETUTEJICH;

- 9TUKET U OCHOBBI MEKTyHApOIHOTO
MPOTOKOJIA;

- 9THKa JIeJIOBOr0 OOIICHMUS;

- MpaBUJIa PEUEBOr0 ITUKETA,

- paBUJIa CEPBUPOBKHU YaTHOTO
(xodeiiHoro) crona;

- TpeOOBaHUS OXpaHbI TPY/Ia.

IIK 1.3. Brangetsb
HaBBIKAMU
IIJIAHUPOBAHMS
pabouero
BPEMEHHU
PYKOBOJUTENS U
cekpeTraps

HaBbikn

- IUTAHUPOBAHUS PabOYETro BPEMEHH
PYKOBOJUTENS U paboyero aHs
ceKperaps.

Ymenus:

- BBIOMpaTh (POpMBI TUTAHUPOBAHUSA U

0 OpMIISATh TIIAHUPOBILIUK (OpraHamsep)
PYKOBOJHTEIIS U CEKpETapS;

- YCTaHABIIMBATH LIEJIH, ONPEACIIATh
IIPUOPUTETHOCTH U OYEPETHOCTD
BBITIOJIHEHUS padoT U 3 PEKTUBHO
pacnpeenats padbouee Bpems;

- COIJIACOBBIBATh BCTPEUH U
MEpOTPUATHS U BHOCUTH UH(POPMALIHIO
B IJJTAHUPOBILHUK (OpraHaisep);

- UH(HOPMHUPOBATH PYKOBOJIUTEIS O
NPUOJIMKEHUU BPEMEHU U peTIaMeHTe
3aIJTaHMPOBAHHBIX BCTPEY U
MEPOIPHUSITUN;

- BBIOMPATH ONTUMAaJbHbBIE CIIOCOOBI
BHEILIHETO U BHYTPEHHETO
UH(GOPMHUPOBAHHUS O IJIAHUPYEMBIX
MEPOIPUATHSX;




- obecrieunBaTh HHPOPMAITMTOHHYIO
0€30MacHOCTb JIEATETbHOCTH
OpraHH3aluH;

- IPUMEHATH B paboTe cpelcTBa
UH()OPMAIIMOHHBIX U
KOMMYHUKAITUOHHBIX TEXHOJIOTHH.

3HaHun:

- HOpMaTUBHBIE MPABOBBIC AKThI
Poccuiickoit @eneparuu B chepe
nH(pOpMaIIMOHHOM 6€301TaCHOCTH;
- CTPYKTypa U crienndrka OCHOBHOU
JIEeATEeIIbHOCTH OpraHu3allny;

- OCHOBBI YIIPaBJICHUS BPEMEHEM,;
- MpaBuJia IPOBEACHUS JETOBBIX
MIEPErOBOPOB;

- 3THKa JICJIOBOTO OOIIICHUS;

- TpeOOBaHUS OXPaHbI TPY/IA.

IIK 1.4.
OcCylecTBIATh
MIOATOTOBKY
JIETTOBBIX MOE30K
PYKOBOJIUTEIIS U
TPYTUX
COTPYTHHKOB
OpraHu3aIu

HaBbikn

- OpPTaHU3aIUHU JIEJIOBBIX MTOE3/I0K
PYKOBOJIUTEIA U APYTUX COTPYAHUKOB
OpTraHU3AI1H.

YMeHus:

- COCTaBIISATh U OOPMIISITH JJOKYMEHTBI
JUISL AEOBBIX MOE3/I0K;

- OCYUIIECTBIIATH TPEBEI-MIOIIEPKKY
JIETIOBBIX MOE3/0K;

- COTJIaCOBBIBATh C MPUHUMAIOIIIEH
CTOPOHOM ITPOTOKOJI IIJIAHUPYEMBIX
MeponpuATHA U HOPMUPOBATH
MPOrpamMMy JI€JIOBOU MOE3/IKU;

- ICII0JIb30BATh CPEJICTBA
UH(OPMAITMOHHBIX U
KOMMYHUKAIIMOHHBIX TEXHOJIOTUI TS
oOecrieueHuns B3auMOJICHUCTBUS C
PYKOBOJHUTEIEM BO BPEMsI €ro JeJI0BOM
MOE3/IKH;




- 0hOpPMIISITH OTYETHBIE TOKYMEHTHI O
JIETIOBOM TIOE3]IKE.

3HaHus:

- HOPMATHBHBIC PABOBBIC AKTHI
Poccutiickoit @eaepannu B cepe
OpTraHU3AIHH JETOBOU MOE3IKHU;

- IOPSTOK TIOJATOTOBKH U
JTIOKyMEHTHUPOBAHMSI JIETIOBOM MTOE3/IKH;
- HHTEPHET-PECYPCHI IS
OCYIIIECTBJICHUS TPEBEII-TTOIICPKKA
JICJIOBBIX TIO€3/10K;

- OTUKET ¥ OCHOBBI MEKTYHAPOTHOTO
MIPOTOKOJIA;

- 9THKa JIETTIOBOT0 OOIICHMUS;

- TpeOOBaHUS OXPaHbI TPY/IA.

IIK 1.5. Bnagets
crocodbaMu
OpraHu3aluu
pabouero
MIPOCTPAHCTBA
IIPUEMHOM U
KaOWHEeTa
PYKOBOJUTES

HaBbiku

- OpraHu3aluy 1 NoAAepKaHus
(yHKIMOHAJIBLHOTO paboyvero
MPOCTPAHCTBA.

Ymenus:

- OPraHHU30BBIBaTh pabouee MeCTO B
COOTBETCTBHUH C TPEOOBAHUSIMU
DPrOHOMHKH U KYJIbTYPBI TPYIA;

- o0ecreunBaTh pabouee MECTO U
(GyHKLIHOHATIBHOE padbouee
MPOCTPAHCTBO HEOOXOIUMBIMU
CpeACTBaMU OPTraHU3alIMOHHON
TEXHUKU, MEOEJIbIO U KaHIIEISIPCKUMHU
MIPUHAIICKHOCTSIMHU;

- IO/I/IEP’KMUBATH CPEJICTBA
OpraHU3aIMOHHON TEXHUKHU B pabouem
COCTOSIHHH.

3HaHHuA:

- TpeOOBaHUs OXpaHbl TPY/a,
MPOU3BOACTBEHHON CAHUTAPUH,
MIPOTUBOIIOKAPHOW 3aIIUTHI;




- OCHOBBI IPABUJILHOM OpraHU3alluu
TpyJa U METO/IbI MIOBBIIIECHHUS €r0

3 PEKTUBHOCTH;

- BUJIBI OPTaHU3AIMOHHON TEXHUKU 1
HOPSAZIOK pabOTHI C HEMl.

[IK 1.6.
OcCy1IecTBIATh
paboty mno
MOJATOTOBKE U
MIPOBEICHUIO
KOH(EepEeHTHBIX
MEpONPUATHH,
oOecrieynBaTh
MH(OPMAIMOHHO
e
B3aUMO/ICHCTBUE
PYKOBOIUTENS C
noApa3eICHUIM
u

17§
JIOJBKHOCTHBIMU
JUIAMU
OpraHu3aluu

HaBbikn

- OpraHu3aIuy MOJArOTOBKHU U
MIPOBEICHUS] KOH(DEPEHTHBIX
MEpOIPHUATHI, 0OeCTIeUEHNUS
WH()OPMAITMOHHOTO B3aUMOICHCTBUS
PYKOBOAMUTENS C MOJIPA3ACICHUSIMA U
JIOJDKHOCTHBIMU JIMIIAMH OPTaHU3ALNH.

Ymenust:

- OPraHU30BBIBATH MPOIIECC MOATOTOBKU
Y IPOBEJIEHUE KOH(PEPEHTHOTO
MEPOIPUITHUS UHIUBUAYATBHO

U B cOCTaBe paboyeil rpyIIibl;

- TOKYMEHTHUPOBATh Pa3HbIE TAllbl
IPOLEAYPHI TOJTOTOBKU U TPOBEACHHUS
KOH(EPEHTHOTO MEPONPUATHUS;

- COOJII0IaTh 3TUKET U OCHOBBI
MEXITyHApOIHOTO POTOKOJIA,

- OCYIIECTBIISITH COOpP, 00pabOTKy
uH(popMaIuu, CUCTEMaTU3aLUIO
MOJIy4YaeMbIX U MepeaaBacMbIX TaHHBIX;
- OCYLLIECTBIISATH ITPOBEPKY
JIOCTOBEPHOCTH, MOJHOTHI U
HENPOTUBOPEUUBOCTH JIAHHBIX,
UCKJIIOYEHHE Ty OIMpOBaHUS
uHdopmaIuu;

- IPUMEHSTHh HH(POPMAITMOHHO-
KOMMYHHKAI[IOHHBIE TEXHOJIOTHH.

3HaHus:

- HOpMaTUBHBIC TIPABOBBIC aKThHI
Poccuiickoit @eneparuu B chepe
uHpopmanuu;

- KOMIUTEKC OpraHU3allHOHHO-
TEXHUYCCKUX MEPOIPHUATHH 110




MOJTOTOBKE U TIPOBEICHUIO
KOH(EPEHTHBIX MEPOIIPHUSITHIA;

- mpaBusIa opOPMIICHHS JOKYMEHTOB,
CO3/IaBa€MbIX B MPOIIECCE MOJATOTOBKH U
MIPOBEICHUSI KOH(DEPEHTHOTO
MEPOTIPHUATHUS,

- 9TUKET ¥ OCHOBBI MK TyHAPOIHOTO
MIPOTOKOJIA;

- DTHKA JEJIOBOT'O OOIICHUS;

- COCTaB BHYTPEHHUX U BHEIITHUX
HH(POPMAITMOHHBIX TOTOKOB;

- CTPYKTypa OpTraHU3aINH B TOPSI0K
B3aMMOJICUCTBHS TIOJIpa3/ICIICHHIM;

- METOJIbI 00PaOOTKH M 3aLUTHI
nH(OpMAITUH C IPUMEHEHHEM CPE/ICTB
MH(OPMAIMOHHBIX U
KOMMYHUKAITMOHHBIX TE€XHOJIOTHl;

- TpeOOBaHUS OXPaHbI TPY/IA.

IIK 1.7.
Odopmasath
OpraHU3aIMOHHO-
pacrnopsiauTeIbH
bI€ JOKYMEHTHI U
OpraHM30BBIBATH
paboTy ¢ HUMH, B
TOM YHCJIIE C
HCIIOJIb30BaHUEM
aBTOMATH3UPOBaH
HBIX CUCTEM

HaBbiku

- opopMIIeHHS OpraHU3aIMOHHO-
pacnopsAaIuTEIbHBIX JOKYMEHTOB U
opraHu3zanus padoTbl C HUIMH, B TOM
YHCJIE C UCTIOJIH30BAaHUEM
aBTOMATU3UPOBAHHBIX CHCTEM.

YMeHus:

- COCTaBJISITh IPOEKTHI
OpraHU3aIMOHHBIX, PACTIOPSIUTEIBHBIX
1 MH(POPMAIIMOHHO-CIIPABOYHBIX
JIOKYMEHTOB, B TOM YHCJI€ IOKYMEHTOB,
coJieprKalluX KOHPUACHIIUATBHYIO
uH(pOpMaIIHIO;

- 0hOpMITSITH OPTaHU3AIMOHHO-
pacropsiAuTeIbHbIE JOKYMEHTHI
(OpUruHabl U KOMUN);

- CKaHMPOBaTh, KOTUPOBATH U
KOHBEPTUPOBATH JOKYMEHTHI B
pasnuyHbie popmaThl;




- OCYIIECTBJIATH MPOBEPKY MPOEKTOB
JIOKyMEHTOB Ha COOTBETCTBUE MPaBUIaM
JIEIONIPON3BOICTBA,;

- IPUHUMATPH U MTPOBOJIUTH ITEPBUYHYIO
00pabOTKy BXOMSIINX JOKYMEHTOB;

- POBOJIUTH MPEIBAPUTEITHHOE
PAaCCMOTPEHUE BXOSIINX U BHYTPCHHHIX
JIOKYMEHTOB;

- PETUCTPUPOBATH BXOIAIINE,
UCXOJIAIINE U BHYTPCHHHUE IOKYMEHTHI,
- KOHTPOJIMPOBATH MaPIIPyTHU3AIIHTO
JIOKyMEHTOIIOTOKOB B OpTaHU3AIHH
(cormacoBaHue, MOAMUCAHUE,
yTBEPKJEHUE, pErucTpaIius,
03HAKOMJICHHE U HUCIIOJTHECHHE
JIOKYMEHTOB);

- OCYIIECTBJIATh CPOKOBBIN KOHTPOJIb
HCIIOJTHEHHUS JIOKYMEHTOB;

- OCYIIECTBIIAThH OJATOTOBKY U
OTIPABKy UCXOMSIINX JOKYMEHTOB;

- COCTaBJIATH OTYETHI U aHAIMTHYCCKUE
CripaBKU 00 MCTIOJTHEHUH JIOKYMCHTOB,;

- BECTH MH(POPMAIIMOHHO-CIIPABOYHYO
paboTy MO JOKYMEHTaM;

- OCYIIECTBJISITh paboTy C
OpraHU3aIMOHHO-PACTIOPSIIUTSITLHBIMU
JTOKyMEHTaMHU B aBTOMAaTHU3HPOBAHHBIX
CHCTEMAX.

3HaHus:

- HOpMaTUBHBIC TIPABOBHIC aKThHI
Poccuiickoit @enepanuu B chepe
JIEIOTIPOU3BOICTRA;

- IOKaJbHbIC HOPMATUBHBIE aKThI,
pErJIaMEHTUPYIOITUE TSI TEIBHOCTh
CITy>KOBI IeTTOMPON3BOJICTBA U €€
PabOTHUKOB, OPraHU3AIMIO BEACHUS
JIETIOTIPOU3BOICTRA;




- COBpeMeHHbIE HH()OPMAIIMOHHBIE U
KOMMYHUKAIIOHHBIE TEXHOJIOTHH,
pUMEHsSEMbIE B paboTe C
JTOKYMEHTaMU;

- CTPYKTypa OpraHu3allii, PyKOBOJCTBO
CTPYKTYPHBIX TIOApa3/IeICHUI, 00pasIIbl
TIOJIITKICEH JIHII, IMEIOIINX TPaBO
TIOJIIIMICAHUS ¥ YTBEPIKICHUSI
JIOKYMEHTOB,

Y OTPaHUYCHUS 30H UX
OTBETCTBCHHOCTH;

- IpaBUJIa PyCCKOTO SI3bIKA;

- TpeOOBaHUS OXpaHbI TPYIa.

1K 1.8.
OdopmitsTh
JIOKYMEHTBI IO
JMYHOMY COCTaBY
u
OpPTraHU30BHIBATH
paboTy C HUMH, B
TOM YHUCJIC C
UCTIOJIb30BaHUEM
aBTOMATH3UPOBaH
HBIX CHCTEM

HaBbiku

- opopMIIeHHS] JOKYMEHTOB 0 TUYHOMY
COCTaBY U OpraHu3aliu pabOThl C HUMH,
B TOM YHCJI€ C UCIIOJIh30BaHUEM
aBTOMATU3UPOBAHHBIX CUCTEM.

Ymenus:

- obecnieunBaTh COXPaHHOCTh
MEPCOHANIbHBIX JJAHHBIX PAOOTHUKOB;

- OPraHU30BBIBaTh JOKYMEHTOOOOPOT 110
IIPEICTABIICHUIO JIOKYMEHTOB 110
NIEPCOHAITY B IOCYIapCTBEHHBIE OPTraHbl;
- OPraHU30BBIBAThH JOKYMEHTOOOOPOT MO
Y4€TY U ABUKEHUIO PAaOOTHUKOB;

- BECTH BOMHCKHUI y4€T paOOTHHUKOB;
BECTH YUET paboyero BpeMeHu
pabOTHUKOB;

- 0hOpMITSITH OPTaHU3AIMOHHO-
pacnopsaInuTEIbHbIE TOKYMEHTHI 110
JUYHOMY COCTaBY;

- BECTHU PETUCTPALIUIO, YUET,
OMEpAaTUBHOE XPAaHEHUE TOKYMEHTOB 1O
JUYHOMY COCTaBY;

- BECTH JIOKYMEHTAaLHIO,
MOATBEPKAAIOLLYIO CBEIEHUS O




TPYAOBOH JESITETLHOCTH U TPYIOBOM
CTaxke paOOTHHKOB,

- opmupoBaTh IMYHBIE AeTa
pPabOTHUKOB;

- 0OPMIIATH JIeJ1a MO JTUIHOMY COCTaBY
JUTS TIEpeIayl B apXHUB OPTaHU3AINH;

- paboTaTh CO CeNMATN3NPOBAHHBIMU
WH(POPMAITMOHHBIMU CHCTEMaMHU U
0a3amMu TaHHBIX TI0 BEJICHUIO YUETa U
JBIDKEHUIO paOOTHHUKOB.

3HaHun:

- HOPMATUBHBIE ITPABOBBIC AKTHI
Poccuiickoit @eneparuu B chepe
TPYAOBBIX OTHOLLICHWH;

- JIOKQJIbHbIE HOPMATUBHBIE aKTHI,
periaMeHTUPYIOIINUE TPYAOBBIC
OTHOIIICHHUS;

- COBpeMEeHHbIE MH(HOPMAIIIOHHO-
KOMMYHUKAIIMOHHBIE TEXHOJIOTUH,
MIpUMEHsIEMBIE B pab0OTe C IOKYMEHTaMu
0 JINYHOMY COCTaBY;

- CTPYKTYypa OpraHu3allfiu, pyKOBOJICTBO
CTPYKTYPHBIX TIO/Ipa3CICHU;

- IpaBuUJjIa ACJIONPOU3BOJICTBA;

- IpaBUJIa PYCCKOTO S3BIKA;

- 9THKa JICJIOBOTO OOIICHUS;

- TpeOOBaHUS OXPaHbI TPY/IA.

[IK 1.9.
OpraHu3oBbIBaTh
TeKyIIee
XpaHCHUE
JIOKyMEHTOB,
00paboTKy Aen
JUTSI
OTIEPaTUBHOTO

¥ apXHUBHOTO

HaBbiku

- OpraHMU3aIuU TEKYIIET0 XpaHEHUs
JIOKyMEHTOB, 00paOOTKU Je JJIst
OTIEPAaTUBHOTO U APXUBHOTO XpPaHEHUS, B
TOM YHCJIC C UCTIOJIb30BAaHUEM
aBTOMATU3UPOBAHHBIX CHCTEM.

YMenusa:
- pa3pabaThIBaTh HOMEHKJIATYPY Ae
OpraHU3aI1Y;




XpaHCHU:, B TOM
qUCJIC C
HCIIOJIB30BaHHUEM
ABTOMATHU3HPOBAH
HBIX CUCTEM

- POBEPSATH NPABMWIBHOCTD
oopMIICHUS TOKYMEHTOB U OTMETKH 00
WX UCTIOJTHEHUH TIEPe]T X
dbopMHUpPOBAHUEM B JIETIO JIJIS
MOCJIETYIOUIErO XpaHEHNUS,

- popMupoOBaTh JieNia, KOHTPOIUPOBATH
MPaBUJILHOE U CBOEBPEMEHHOE
pacmpeneneHre U MOIIITUBKY
JIOKyMEHTOB B JIeJIa B COOTBETCTBUU C
HOMEHKJIATypOH eIt

- IPOBEPSATH CPOKU XPAHCHUS
JIOKyMEHTOB, COCTaBIISITh MTPOTOKOJ
paboThI SKCIEPTHON KOMUCCHUU TIO
MOATOTOBKE JOKYMEHTOB K TIepeiayue B
apXuB;

- COCTaBJISITh aKT O BBIJICTICHUU K
YHUYTOXKEHUIO TOKYMEHTOB, HE
MOJIICXKAIINX XPAHCHHIO;

- COCTaBJIAATh aKT 00 YHUUYTOKEHHUH
JIOKYMEHTOB;

- OCYIIECTBJISITH MOJTHOE UM YACTHYHOE
oopMIICHHUE JIeTT BPEMEHHOTO,
MOCTOSTHHOTO, JIOJITOBPEMEHHOTO CPOKOB
XpaHCHHUS,

- COCTaBJISATh OTHCH JIeT CTPYKTYPHBIX
MOJpa3AeI€HUI TOCTOSTHHOTO,
JOJITOBPEMEHHOTO CPOKOB XPaHEHUS
JUTS TIEpe/layu JIeTl B apXUB
OpraHU3allNy;

- MPUMEHATHh HHPOPMAITHOHHO-
KOMMYHHUKAIIMOHHBIE TEXHOJIOTHH TIPH
paboTe ¢ JOKYMEHTaMH.

3HaHus:

- HOpMaTUBHBIC TIPABOBBIC AKTHI
Poccuiickoit @enepanuu B chepe
JIEIOTIPOM3BOICTBA U ApXUBHOTO JICINa;
- IOKaJbHbIE HOPMATUBHBIE aKThI,
pETJIaMEHTUPYIOITUE BEJCHUE




JIEIIONPOU3BOICTBA U NIepeIavy Jel B
apX¥B OpraHU3allNY,;

- BUJIl HOMEHKJIATyp A€, 001ue
TpeOOBaHUS K HOMEHKIJIAType JIel,
MOPSZIOK pabOTHI C HEW;

- IOPSIIOK (POPMUPOBAHUS U
odopmieHus aen, crenuduka
(dbopMUpOBaHUS OTIETbHBIX KATETOPUI
A,

- IpaBUJIa XpaHEHHUs JIeJ1, B TOM YHCIIE C
JIOKYMEHTaMH1 OTPaHUYEHHOTO JIOCTYTIA;
- IpaBWJIa BBIIAYU U MCTIOTH30BAHHS
JIOKYMEHTOB U3 C(POPMUPOBAHHBIX JEII;
- IOPSJIOK UCTOJIb30BaHUS TUIIOBBIX WIN
BEJIOMCTBEHHBIX [IEpEYHEN TOKyMEHTOB,
OTIpE/IETICHNUS] CPOKOB XPAHEHUS B
MIPOIECCE IKCTIEPTU3BI IICHHOCTH
JIOKYMEHTOB,

- BUJIbI OIIUCEH J1e]1 OpraHu3aluu 1
NOPSIOK pabOThI C HUMH;

- TpeOOBaHUS OXpaHbI TPY/Ia.

Opranuzanus
ApXUBHOMU
paboThI IO
JTIOKyMEHTaM
OpraHu3alu
Pa3JIMYHbBIX
bopm
COOCTBEHHOCTH

[K 2.1.
OcylecTBIATh
KOMILJIEKTOBAHHE
apXWBHBIMHU
JeaMu
(IOKyMEHTaMH )
apXuBa
OpraHu3aIuu

HaBbiku

- y4acTusi B KOMILUIEKTOBAaHUH
apXUBHBIMU JieiaMu (JOKYMEHTaMH )
apXvBa OpraHu3aIuy.

Ymenus:

- paboratb ¢
Mo/Ipa3ieICHUsIMUA/OpraHU3aIUSIMU
MCTOYHUKAMU KOMITJIEKTOBAHUSI ApXUBA;
- MPUHUMATh apXUBHBIC JIeTIa
(IOKYMEHTBI) Ha MOCTOSIHHOE WJIH
JIOJITOBPEMEHHOE XPaHCHHUE;

- Y4aCTBOBATh B NMPOBEJICHUU
AKCTIEPTHU3bI IIEHHOCTH PA3JIMYHbBIX
TUTIOB Y BUJIOB JJOKYMEHTOB B
COOTBETCTBHUH C BHYTPECHHUMHU
periaMeHTaMu OpraHu3aIuy;




- IPUMEHSTH B pab0Te peKOMEHAAlNN
HKCIIEPTHO-NIPOBEPOYHON KOMUCCUU WIIH
AKCIEPTHON KOMUCCHH OpraHU3aluu;
MIPUMEHSITH NIEPEYHU C YKa3aHUEM
CPOKOB XpaHEHUs Jied (JIOKYMEHTOB);

- co0MII0AaTh HOPMATUBHBIE CPOKH
XpaHeHus Jie (JIOKYMEHTOB);

- BECTU YYET UICTOUHHKOB
KOMILJIEKTOBAHHSI apXUBA;

- UCIIOJIb30BATh NIEPEIOBOU
OTEYECTBEHHBIN U 3apyOEKHBIN OMBIT MO
KOMILJIEKTOBAHUIO apXUBa JEIaMHU
(IOKyMEHTaMHM ) TOCTOSIHHOTO U
JIOJITOBPEMEHHOTO XPaHEHUS;

- HCII0JIb30BAaTh COBPEMEHHBIE
aBTOMaTU3UPOBAHHEIE,
UH(OpPMAIMOHHBIE U
TEJIEKOMMYHUKAILIMOHHBIE TEXHOJIOTUU
JIOKyMEHTUPOBAHHBIX Cep
NeATEIbHOCTH OpraHu3aliu.

3HaHus:

- HOPMATHBHBIC MPABOBBIC AKTHI
Poccuiickoit @eneparuu B chepe
JIEIOTIPOM3BOICTBA U ApXHUBHOTO JIENa;
- HAYYHO-METOANYECCKUE KPUTEPHH
AKCIIEPTHU3BI IIEHHOCTH Pa3IMYHBIX
TUTIOB M BHJIOB JIeTT (TOKyMEHTOB);

- TEOPETUYECKUE U METOJITNYECKUE
ACTICKTBHI KOMIUICKTOBAHHS U
AKCIIEPTHU3BI IIEHHOCTH BCEX BHUJIOB
JIOKyMEHTOB,;

- BUJIbI, PA3HOBUIHOCTH U (DOPMATHI
BCEX BUJIOB JIOKYMEHTOB;

- YHUPUIUPOBAHHYIO CUCTEMY
OpTraHHU3AIMOHHO-PACTIOPS AN TEILHON
JIOKYMCHTAITUH;




- cTaHAapThl 0QOPMIICHHUS
OpraHU3aIlMOHHO-PACTIOPSAUTEILHON
JIOKyMEHTAINH;

- CTIOCOOBI U TEXHOJIOTUU
JIOKYMEHTUPOBAHMSI PA3JIMYHBIX BUIOB
npodecCHOHaNTEHOM eI TETEHOCTH;

- OpraHU3allMOHHbBIC PUHITUIIBI
KOMILUICKTOBaHHUS JieJT (JOKYMEHTOB)
OTPaHUYEHHOTO JIOCTYTIA;

- TpeOOBaHUS OXPaHbI TPY/Ia.

[IK 2.2. Bectn
YUYET apXUBHBIX
zel
(I0KYMEHTOB), B
TOM YHCIIE C
HCMOJIb30BaHUEM
aBTOMAaTHU3UPOBAH
HBIX CUCTEM

HaBbikn

- BEJICHUS YUYETA apXUBHBIX JEIT
(IOKyMEHTOB), B TOM YHCIJIE C
HCIIOJIb30BAaHUEM ABTOMATHU3UPOBAHHBIX
CHCTEM.

Ymenus:

- II0JIb30BATHCS YYETHBIMU
JIOKyMEHTaMH B pPaMKax 3JIEKTPOHHBIX
MH(OPMAIMOHHBIX CUCTEM
JIOKyMEHTUPOBAHHBIX - cep
NeATEIbHOCTH OPraHu3aluy;
M0JIb30BATHCS CEPTUPUINPOBAHHBIMU
aBTOMATHU3UPOBAaHHBIMU CUCTEMaMHU
JIOKyYMEHTUPOBAHHBIX cep
JeATEIbHOCTH OPTraHu3aliu Mo yuETy,
perucTpanuu, KOHTPOJIIO Je
(IOKYyMEHTOB);

- M10JIb30BaThCs HH(POPMALIMOHHO-
CIIPABOYHBIMU CUCTEMAMHU
JIOKYMEHTUPOBAHHBIX cep
NEeATEIbHOCTH OPraHU3aLUY;

BECTH CIIPABOYHO-TIOMCKOBBIE CPEJCTBA
K apXUBHBIM JieJiaM (JIOKYMEHTaM);

- BECTH YUET CTpaxoBOoro GpoHa
apXHUBHBIX JIe] (JOKYMEHTOB);

- IPUMEHSTh HOPMATUBHBIE IPABOBBIC
aKThl, TOKAJIbHbIE HOPMAaTUBHBIE aKThI
OpraHu3allyd U METOANYECKUE




JIOKyMEHTBI B 00JIACTH YUETa apXUBHBIX
nen (IOKYMEHTOB);

- BHOCHUTbH TIPEJIOKECHHUS 110
COBEPIIICHCTBOBAHUIO METOINYECKOTO
oOecrniedeHus yuéTta pa3HbIX BUJIOB
JIOKYMEHTOB B JIOKYMCHTHPOBaHHBIX
cdepax neaTeTbHOCTH OpTaHU3allHH.

3HaHun:

- HOPMATUBHBIE NTPABOBBIE AKTHI
Poccutiickoit @eaepannu B cepe
JIEJIONPOU3BOICTBA U ApPXUBHOTO JIEN1a;
- METOIMYECKUE TOKYMEHTBI U
Hal[MOHAJIbHbIE CTAHIAPTHI B 001aCTH
yu4éra JOKyMEHTOB U
JIOKYMEHTHUPOBAHHBIX cep
JESITEIIbHOCTH OpraHu3aluy;

- OT€YECTBEHHBIE U 3apyOeKHbIC
cepTU(ULUPOBAHHBIE CUCTEMBI
aBTOMATHU3HPOBAHHOIO yU€Ta apXUBHBIX
nen (IOKYMEHTOB);

- TpeOOBaHUs K y4E€TY 0CO0O LIEHHBIX U
YHHUKAIBHBIX apXUBHBIX €T
(1IOKYMEHTOB);

- CPOKH BBIIIOJIHEHUS paboT MO yUETy
aApXUBHBIX JIE€] (JIOKYMEHTOB);

- 001IMe MPUHIUTIBI YI€Ta U
KOMILJIEKTOBAHHUS JI€J (IOKYMEHTOB)
OTPaHUYEHHOTO JIOCTYTA;

- TpeOOBaHUS OXPaHbI TPY/IA.

I1K 2.3.
OcCylIecTBIATh
XpaHEeHHe
apXHUBHBIX JICTT
(moxyMeHTOB) ¢
ITOCTOSTHHBIM
CPOKOM XPaHCHHS
U TI0 TNIHOMY

HaBbikn

- OCYILIECTBJICHUSI XPAHCHUS apXUBHBIX
Jien (IOKYMEHTOB) C TOCTOSTHHBIM
CPOKOM XPaHEHUS U IO JIUYHOMY
COCTaBYy B apXMBE OPraHU3ALNU.

YMeHus:
- CHCTEMaTH3UPOBaTh Jiefia
(IOKYyMEHTHI);




COCTaBY B apXHBE
OpraHu3aluu

- pa3MellaTh apXuBHbIE Jea
(IOKYMEHTBI) Ha MECTaX XPAHECHUS B
COOTBETCTBUH C HOPMATUBHBIMU
TpeOOBaHUSAMU B 00JIACTH apXUBHOTO
Jie7ia ¥ yIpaBJIeHUs TOKYMEHTaMu;

- co0II01aTh HOPMATUBHBIE PEKUMBbI
XPAHEHUs apXUBHBIX JIE€N (JIOKYMEHTOB)
Ha JTIIOOBIX HOCHUTEJISX;

- IPOBOJIUTH MPOBEPKY MOJTHOTHI
COCTaBa apXUBHBIX JOKYMEHTOB B
€AUHULIAX XPAHCHUS;

- POBOJIUTH OMHUCAHUE APXUBHBIX JIEIT
(IOKYMEHTOB);

- COCTaBJISATh CIIPABOYHO-TTIOMCKOBBIE
CpEeIICTBa K apXUBHBIM JI€JIaM
(moKymMeHTaM);

- BECTU YYET ¥ KOHTPOJIb BhIIAUU
apXUBHBIX JIe] (JOKYMEHTOB) U3
apXWBOXPAHWIIUIIA U UX BO3BPATa;

- BECTU YYET ¥ KOHTPOJIb MIEPEAUN JIET
(moxyMeHTOB) B
roCyJ1apCTBEHHBIN/MYHULIUTTATHHBIN
apXWB UM HA UHOE BHEIIIHEE XPAHCHUE
Y TIpUEMA JIeJ C BHEIIIHETO XPAHECHUS;

- IPOBOJIUTH MOJUCTHYIO IPOBEPKY
(U3UYECKOTO COCTOSHUSA JE
(IOKYMEHTOB);

- pa3bICKUBATh HEOOHAPYKEHHBIC JIeJIa
(TOKyMEHTHI);

- 3aIIMINATh UHPOPMAITMOHHBIE PECYPCHI
apXvBa OT HECAHKI[MOHUPOBAHHOTO
JIOCTYTIA.

3HaHud:

- HOPMaTUBHBIC TIPABOBBIC AKThI
Poccuiickoit @eneparuu B chepe
JISTIOTIPOU3BOJICTBA M ApXHUBHOTO JICIIA;
- HOpMaTUBHBIC TIPABOBHIC aKThHI
Poccuiickoit @eneparuu B 001acTH




uH(pOopMalu, HTHPOPMAITMOHHBIX
TEXHOJIOTHH, 3a1UTHl HH(POPMAITUHU U
MEPCOHANBHBIX JaHHBIX, IU(POBOH
TpaHcpopmaluu;

- HOPMATUBHBIE NIPABOBBIE AKTHI
Poccuiickoit @eneparuu B 001aCTH
KOH(UICHIMATBHOCTH NH(OpMaLUY;

- paBWJIAa XpPaHEHHUs JIe] (JIOKYMEHTOB)
B COOTBETCTBUU C UX TUIIAMU;

- IOPsI0K (POPMUPOBAHUS JOKYMEHTOB
B KOMIUIEKTBI, TPYTIIbI, TUIIBI;

- TpeOoBaHUS K 0(DOPMIICHUIO
JIOTOBOPOB HAa PEANU3ALUIO YCIIyT
BHEILIHETO XpaHEHUs €)1 (JOKYMEHTOB);
- CPOKH BBINIOJIHEHUS PadoT;

- TpeOOBaHUs K yCTAaHOBJIEHHBIM
HOpMaM BBIPAOOTKY;

- TpeOOBaHUS OXPaHbI TPY/IA.

[1IK 2.4.
OcylecTBIATh
XpaHeHue,
KOMIUIEKTOBaHUE,
YYET U
UCITOJIb30BAaHUE
nen
(IOKYMEHTOB)
BPEMEHHOTO
XpaHeHUs

HaBbiku

- obecrnieyeHust XpaHeHus,
KOMIUIEKTOBAaHUS, YUYETA U
UCITIOJIb30BaHUs [ (JOKYMEHTOB)
BPEMEHHOTO XpaHEHUS

Ymenus:

- OPraHU30BBIBaTh U 00ECTIEYNBATH
XpaHeHue Jen (I0KYMEHTOR)
BPEMEHHOT'O XpaHEHUs OpraHu3aluu
B TPAJAMIIMOHHOM U B 3JIEKTPOHHOM
BUJIE;

- KOHTPOJIMPOBATH pa3padOTKy
CTPYKTYPHBIMH MOAPA3ACICHUSIMU
OIKCEN U aKTOB O BBIACIICHUH Ha
YHUUTOXEHUE el (JOKYMEHTOB)
BPEMEHHOI'0 XpaHEHHUS B TPATUIIUOHHOM
U B DJIEKTPOHHOM BUJIE;




- (hopMHpOBaATEH EIMHUIIBI XPAHEHUS
JOKYMEHTOB JIJISI MX TTOCIICAYIOIIETO
pa3MeIIeHNs B ApXUBE OpPraHU3aIlny;

- COCTABJIATH CIIPABOYHO-TTOMCKOBBIE
CpEeICTBa K apXUBHBIM JIeJIaM
(IOKyMeHTaM);

- OCYIIECTBIISITH TIOWCK JIETT
(JTIOKyMEHTOB) BPEMEHHOT'O XpaHCHHSI B
MIPOIIECCE UX XPAHCHHSI B CTPYKTYPHBIX
MOJIpa3CIICHUsX U apXUBe
OpraHH3allVH;

- OCYIIECTBIISITh METOUICCKOE
PYKOBOJICTBO OpraHHM3aIUeii XpaHCHHUS
ne (TOKYMEHTOB) B CTPYKTYPHBIX
0JIpa3ICIICHUSAX OpraHu3alliy;

- OKa3bIBaTh CTPYKTYPHBIM
MOJIpa3IeIICHUSIM MTPAKTHIECKYIO
MIOMOIIb B OPTaHU3alUN XPaHSHUS JIeTT
(IOKYMEHTOB);

- pa3pabarbIBaTh CIIPaBOYHO-
WH(POPMAITMOHHBIE JIOKYMEHTHI TI0
OpTraHM3AIMH UCITOJIb30BAHUS JEIT
(TOKyMEHTOB) BPEMEHHOTO XpaHCHWSI B
CTPYKTYPHBIX TIOJPA3ACICHUIX U
apXWBE OpPTaHU3AIINH;

- POBOJUTH IKCIIEPTU3Y IICHHOCTH IS
(TOKyMEHTOB) BPEMEHHOTO XpaHCHHSI,
NepeIaHHBIX B aPXHB,;

OIPEACIATh CPOKU XPAHCHUS JICIT
(TOKyMEHTOB) BPEMEHHOTO XpaHCHWSI,
- o0ecnieunBaTh 3aIIUTY J1eTT
(TOKyMEHTOB) BPEMEHHOT'O XpaHCHWSI B
OpraHH3aINH OT
HECaHKIIMOHUPOBAHHOTO JOCTYIIA WK
YHUYTOXKCHUS,

- MPOBOJUTH (PU3UUECKOE YHHUTOKCHHUEC
Jien (IOKYMEHTOB) BPEMEHHOTO
XpaHEHUS C HCTEKITUMHU CPOKAMHU




XpaHEHUs MOCJe COTJIaCOBAHUSA CO
CTPYKTYPHBIMH TTOAPA3ACICHUSIMU
OpraHH3allvH;

- 0OPMIIATH YUETHBIE TOKYMEHTHI 00
YHUUYTOXEHUU e (JIOKYMEHTOR)
BPEMEHHOT'O XpaHEHUS C UCTEKITUMHU
CpOKaMH XpaHEHHUs COBMECTHO CO
CTPYKTYPHBIMH TTOAPA3ACICHUSIMU
OpTraHU3AIIHH.

3HaHuA:

- HOpMaTUBHBIC TIPABOBHIC AKThI
Poccuiickoit @enepanuu B chepe
JIEJIONPOU3BOCTBA U ApXMUBHOIO JIENa;
- HOpMaTUBHBIE MPABOBBIC AKThI
Poccuiickoit @eaepannu B 001actu
3aIlUTHI IEPCOHATBHBIX TAHHBIX;

- HOpMaTUBHBIC TIPABOBHIC AKTHI
Poccuiickoit @eaepannu B 001actu
KOH(pHIEHIIMATTbHOCTH UH(POPMALIHH;

- METOJIUYECKUE JOKYMEHTHI U
HaIlMOHAJIbHBIE CTAHIAPTHI B 00JIaCTH
JIEIOTIPOU3BOICTBA U ApXUBHOTO JIEa;
- METOJIUMKA Pa3pab0TKu GOpM YUETHBIX
JIOKyMEHTOB B TPAIUIIMOHHOM U B
AJIEKTPOHHOM BH/IE;

- MpaBUJIa CUCTEMATU3ALINH U
KJ1accu(puKanuu JOKyMEHTOB;

- 0COOCHHOCTH OpTaHU3AIMK XPAHEHUS
nen (TOKyMEHTOB) Ha Pa3TuYHBIX
HOCHUTEJISIX;

- KpUTEPUU OMPEACIICHUS IIEHHOCTU JIETT
(IOKYMEHTOB) JJIs TAJIbHEHIIIETO
XPaHECHUSI WJIA YHUYTOXKEHUS;

- TpeOOBaHUS K MpoIeccam
YHUYTOXEHUSI nH(DOpMAIu B
TPaJAUIIMOHHOM U DJICKTPOHHOM BUJIE;

- TpeOOBaHUS OXpaHBI TPY/IA.




[IK 2.5.
OcyniecTBIATH
UCIIOJIb30BaHNE
ApXUBHBIX JET
(TOKyMEHTOB), B
TOM YHUCJIE C
HCITOJTb30BAaHUEM
aBTOMATU3HPOBAH
HBIX CHCTEM

HaBbiku

- OCYILIECTBJICHUS UCTI0JIb30BaHUS
apXUBHBIX JIe] (JOKYMEHTOB), B TOM
YHCJIE C UCII0JIb30BaHUEM
ABTOMATHU3UPOBAHHBIX CUCTEM.

YMeHus:

- CUCTEMAaTU3UPOBaTh U 000011aTh
CBEICHHS O COCTaBE M COACPKAHUH
apXUBHBIX JIe] (JOKYMEHTOB);

- HCTI0JIh30BaTh HH(POPMAITMOHHBIC
TEXHOJIOTUH B 00JIACTH CO3/IaHUS
CIIPABOYHO-TIOUCKOBBIX CPEJICTB apXHUBa
U JJOKYMEHTHPOBAHHBIX chep
NEATeTLHOCTH OPTaHU3aIIH;

- opMUpPOBATH OCHOBHBIE U
BCIIOMOTaTEIIbHBIE BUIBI APXUBHBIX
CIIPABOYHUKOB B DJICKTPOHHOU (opMme;
- IOJIrOTaBIMBATh UHPOPMAIIUOHHBIE
JTIOKYMEHTBI T10 3aIpocam
MOJIb30BATENIEH Pa3IMYHBIX KATETOPUH.

3HaHus:

- HOpMaTUBHBIC TIPABOBBIC AKTHI
Poccuiickoit @enepanuu B chepe
JIETIOTIPOU3BOICTRA;

- HOpMaTUBHBIE TIPABOBHIC AKThI
Poccuiickoit @eaepannu B 001acTu
3aIATHI IEPCOHATBHBIX TAHHBIX;

- METOJUYECCKHE JOKYMEHTHI B 00J1aCTH
WCITOJIB30BAHUS 1 Iy OJIUKAIIAH
apXHUBHBIX JIe] (JOKYMEHTOB);

- cepTuUIMPOBaHHBIE
UH()OPMAITMOHHO-TIOMCKOBHIE CUCTEMBI B
obJylacTu pa3pabOTKU HAyUYHO-
CIIPaBOYHOTO arapara
JIOKyMEHTHUPOBAHHBIX cep
NeSATeTLHOCTH OPTaHU3aIUY;




- CPOKH BBITIOJIHEHUS PadoT 110
OpraHU3alllA UCTIOTH30BAHUS APXUBHBIX
nen (IOKYMEHTOB);

- OpraHU3allMOHHBIC TIPUHITUTIBI
UCIIOJIb30BaHUs JOKYMEHTOB
OTPaHUYECHHOTO JIOCTYIIA;

- TpeOOBaHMS K MMOATOTOBKE aPXUBHBIX
CIIPABOK M BBIMMCOK M3 aPXUBHBIX
JIOKyMEHTOB,;

- TpeOOBaHUS OXpaHBI TPY/IA.

OcBoeHue
BUJIOB padoOT 10
OJHOMN
HECKOJIbKUM
npodeccusim

HniIn

pabouux,
JTOIHKHOCTSIM
CITy>Kallux

IK. 3.1
OcCylIecTBIATD
COCTaBJICHHE U
oopmieHue
CITY>KE€OHBIX
JIOKyMEHTOB Ha
OCHOBE
TpeOOBaHUM
COBPEMEHHBIX
HOPMAaTHBHBIX
MPaBOBBIX AKTOB

HaBbikn:
- COCTaBJIEHUE U O(hopmIIeHHE
CILy’K€OHBIX JOKYMEHTOB.

YMeHus:

- IPUMEHATh YCTAaHOBJICHHBIA COCTaB
PEKBU3UTOB B 3aBUCUMOCTH OT BUJA
JIOKyMEHTA,;

- MPAaBWJIBHO PAcCIojarath U 0(h)OPMIIATH
PEKBU3UTHI HA JINCTE TIPH COCTABIICHUN
JIOKyMEHTA,;

- IPUMEHSATh COBPEMEHHBIE
nH()OPMAITMOHHO-KOMMYHHUKAITMOHHBIC
TEXHOJIOTUU JIJIs1 pabOTHI C
JTOKyMEHTaMH, B TOM YHUCJIE JIJIS €€
ONITUMM3AITNY Y TIOBBIIICHUS

3 PeKTUBHOCTH;

- IPUMEHATH MPABUIIA PYCCKOTO S3bIKA.

3HaHus:

- BUJIbI IOKYMEHTOB, UX HA3HAUYCHUE;

- TpeOOBaHUS, IPEABSIBISIEMbIC K
JIOKYMEHTaM B COOTBETCTBHHU C
HOPMAaTHUBHBIMH MIPABOBBIMU aKTaMU U
roCyJIapCTBEHHBIMU CTaHJAapTaMU;

- MpaBuUJIa COCTABJICHUS B 0(pOopMIICHHUS
MH(POPMAITMOHHO-CIPABOYHBIX,
OpraHU3aIlMOHHBIX, YIIPABICHUECKUX
JIOKYMEHTOB.




[1K.3.2
OcyniecTBIATH
OpraHHU3aIII0
THUTIOBBIX
TIPOIIECCOB
JTIOKYMEHTO000pO
Ta

HaBbiku:

- mpreM U 00pabOTKa TUITOBBIX
JIOKyMEHTOB,

- PEIBAPUTEIHHOE PACCMOTPEHUE U
COPTHUPOBKA JOKYMEHTOB Ha
pPETUCTPUPYEMBbIC U HEPETHCTPUPYEMBIC;
- IOAATOTOBKA THUITOBBIX TOKYMEHTOB JIJIsI
PaCCMOTPEHUS PYKOBOIUTEIIEM;

- pEerUCTpaInsl TUTIOBBIX IOKYMEHTOB,;

- OpTraHMU3aIs JOCTaBKU TUIIOBOM
JIOKYMEHTAITUU HCTIOJTHUTEIISIM.

Ymenus:

- IPOBEPATH MPABUIBLHOCTH JJOCTABKH
KOPPECTIOH ICHIINH, TPaBUIBHOCTH U
LEJIOCTHOCTh BIOXKECHHUS;

- OLICHUBATh COAECPKAHUE TUIIOBBIX
JIOKYMEHTOB C LIEJTIBIO UX
pacrpezeneHus;

- TIOJIB30BAThCS ABTOMATH3UPOBAHHBIMH
CHUCTEMaMH y4eTa, perucTpaIiy npu
paboTe ¢ THOBBIMU TIOKYMEHTaMH
OpraHu3ally;

- OIPEIENSATh MapIIPYT ABMXKEHUS
TUTIOBOTO JOKYMEHTA U IOBOJIUTH
JIOKYMEHTBI JTO HUCTIOJIHUTENEH B
OTIpe/IeTICHHBIE CPOKHU;

- paboTaTth cO BCel COBOKYITHOCTBIO
MH(GOPMAIIMOHHO-T0KYMEHTAIIMOHHBIX
pPECYpPCOB OpraHU3aIUH.




3HaHus:

- HOpPMATUBHBIE MTPABOBbBIC AKTHI U
HOPMAaTHBHO-METOIMUECKHE
JIOKYMEHTBI, OTIPEICIISIONTNE TTOPSI0K
JIOKYMEHTAITMOHHOTO 00ecTieueHus
yIIpaBJICHUS;

- CTPYKTYypa OpraHu3aluu, pyKoBOJCTBO
CTPYKTYPHBIX TIO/Ipa3iCICHUI;

- COBpeMeHHbIE HH(POPMAITMOHHBIC
TEXHOJIOTHH PAOOTHI C TOKYMEHTAMU;

- IOPSAOK pabOTHI C TUTIOBBIMH

AOKYMCHTaMM.

/. MarepualbHO-TEXHUYECKOE oOecrieueHue oOpa3oBaTenbHOI
IPOrPaMMBI

7.1.IlepeueHb crierMaIbHBIX TOMEIICHUN
KaOuneTsr:
—  OO0IIeCTBEHHO-HAYYHBIX M TYMaHUTAPHBIX TUCIUTLINH,
—  €CTECTBEHHO-HAYYHBIX U MAaTEMaTHUYECKUX AUCIUTLINH;
— 0€30MacHOCTH KHU3HEACATEIbHOCTH U OXPaHbI TPY/A;
— wnHGOPMATUKH U MHIUBHUIYATLHOTO MMPOSKTHPOBAHUS;
— TMPaBOBOTO M JOKYMEHTAIIMOHHOTO oOecreueHuss B MpodeCcCHOHATbHON
JIEeATEIILHOCTH,
— HWHOCTPAHHBIX S3BIKOB B MPO(HECCUOHATBHOUN €SI TEIBHOCTH;
— YKOHOMHUYECKHMX JUCHMIUIMH B TPOPECCUOHATILHON NeATEeIbHOCTH;

— npodeccuoHaIbHBIX JTUCIIUILINH CHELMATILHOCTH 46.02.01
JlokyMeHTaImoHHOE 00eCIIeUeHNE YIPABICHHUS U apXUBOBEICHHE.
JlabopaTopuu:

—  MyJbTUMEAMIHAS JTa00paTOPHs HHOCTPAHHBIX S3BIKOB;

— nH()OPMAITMOHHBIX TEXHOJIOTUH U KOMMYHUKATUBHBIX TPCHUHTOB;

— JIOKyMEHTOBEJICHHS ICTOTPOU3BOJICTBA U OPTTEXHUKHU.
CHopTHUBHBIN KOMILIEKC:

— CIIOpPTHBHAS TUTOIIA/IKA;

—  CIIOPTMBHBIN 3aJl.
3abl:

— OmbnnoTeka, YNTAIBHBIN 32 ¢ BBIXOAOM B ceTh IHTEpHET;

— aKTOBBIH 3all.



7.2.MatepralbHO-TEXHUUECKOe OCHAIICHHE JTAO0OPaTOPUN U MACTEPCKUX

Kabunetsl ocHameHbl obOopymoBaHueM (paboume MecTa OO0ydaroIuxcs,
paboyee MeCTO MpemnojaBaTeis, MapKepHas J0CKa), KOMILIEKTaMH Yy4eOHO-
METOJUYECKUX MaTEpPUaIOB U METOJUYECKUX TNOCOOUM (CTeH/BI, IJIAKAThI),
TeXHUYECKUMHU cpeacTBamu oOydeHus (HoyTOykw/IIK ¢ BeIXOomoM B ceTh
HHTEepHET, MPOEKTOp, MarHUTO(POH, ayJAMOKOJIOHKH, 3KpaH) IJIs TPOBEICHUS
3aHSATHI BCEX BHJIOB, MPEAYCMOTPEHHBIX 00pa30BaTENbHONW MPOTPAaMMOM, B TOM
YHCJIe TPYNIOBBIX U UHIAUBUAYAJIbHBIX KOHCYJBTALMMA, a TAKXKE JIJIS1 POBECHUS
TEKYILEro KOHTPOJIS, MPOMEKYTOYHOU U TOCYIaPCTBEHHON UTOrOBOM aTTeCTAIlUH,
MOMEIICHHUS 111 OpTaHU3alUK CAMOCTOSITEIbHOM U BOCIIUTATEIHHOM paOOTHI.

7.3.21eKTpOHHO-0MOIMOTEYHAs! CUCTEMA U AJIEKTPOHHASI HH(GOPMAIIMOHHO-

oOpazoBarenpHas cpena. [leyatHeie u3ganus He ucnolib3yroTcs. Ol mosHOCThIO
oOecrieueHa AMEeKTPOHHBIMU M3naHusIMHU. OOyyaromuMcs 00ecrieueH yaaleHHbIN
JOCTYM, K MHPOPMAILIMOHHBIM OUOJIMOTEYHBIM CUCTEMAM:

- DnektponHas oubnuoreka PITY https://liber.rsuh.ru/ru;
OnektpoHHbI pecype: DbC «3nanuym» http://znanium.com,;
OnextpoHHsbii pecypc: ObC «¥Opaiit» https://urait.ru;

— COBPEMEHHBIM NMpo(decCHOHATBHBIM 0a3aM JaHHBIX U UH(POPMAIIMOHHBIM
CIIPABOYHBIM CHCTEMaM, YyKa3aHHbIM B pado4Mx MporpaMmax JHUCIMILUIMH,
IPEIMETOB, MPO(EeCCHOHATBHBIX MOTYJIEH.

7.4. KangpoBble yCIOBUS peailu3alud 00pa30BaTeNIbHOW MPOTPaMMBI
peanuzanus

- OII obecnieunBaeTcs MegarorndieCKuMu pabOTHUKaMU 00pa30BaTeIbHOM
OpraHU3allH, a TAKXKE JTUIIAMH, TPUBIEKAEMBIMH K pealin3ainuy 00pa3oBaTeIbHON
IporpaMMbl Ha HMHBIX YCIOBUSX, B TOM YHCIE W3 YWCIa PYKOBOAHUTENECH WU
pabOTHUKOB OpraHW3alliid, HAMpaBICHUE NEATEIBHOCTH KOTOPBIX COOTBETCTBYET
00JacTH MPOQPECCUOHATIBHON JEATEIbHOCTH (MMEIOIUX CTaX paboThl B JTaHHON
npodecCUOHANILHON 00J1aCTH HE MEHEE TPeX JIeT);

- kBanuuKalusg  NEJarornyeckux  pabOTHUKOB  00pa30oBaTeNIbHOM
OpraHM3aliy J0KHA OTBEYATh KBAIM(DUKAIIMOHHBIM TPEOOBAHUSIM, YKa3aHHBIM B
KBATM(PUKAIMOHHBIX CIPaBOYHUKAX MU (WIHM) MPOQPECCHOHANBHBIX CTaHIapTax
(Ipu HATMYHH);

- memarormyeckue — paOOTHHKHM,  TpUBJIEKaeMble K  peald3aluu
00pa30BaTeNbHON MPOrpaMMBbI, MOJIYYAIOT TOMOJIHUTEIbHOE MPOo(decCHOHAIBHOE
o0Opa3oBaHKe MO IpOrpaMMaM MOBBIILIEHUS KBATU(PUKALIUU HE PEXE OJHOTO pasza B
TPU TOAA C YUYETOM PACIIUPEHHUs CIEKTpa MPO(EeCcCUOHAIBHBIX KOMIETEHUUH, B
TOM 4YHclie B JOPME CTRKUPOBKM B OPTaHU3AIMSX, HANIPABICHUE ACATEIHHOCTH
KOTOPBIX COOTBETCTBYET 00JACTH MPOGECCHOHATBHON JEATEIBHOCTH, a TaK)Ke B
Ipyrux objactax mpodecCUOHAbHOW  JeaTeNbHOoCTH U (wiam)  cdepax
po(heCcCHOHAFHOM EATeTbHOCTH TPH YCIOBHUH COOTBETCTBUS TOJYYEHHBIX
KOMITETEHLIUI TPEOOBAHUAM K KBATU(PUKALIMU M1€JarOTUYECKOTr0 pabOTHHUKA,



- JI0JIS TEeIarormyeckux pPabOTHUKOB, UMEIOIIUX OIBIT JCSITCIBHOCTH HE
MEHEe TpeX JIeT B OpraHM3alusx, HalpaBlICHUE ACITCIBHOCTH KOTOPBIX
COOTBETCTBYET 00JacTH HpOo(PeCcCHOHATBHON IEATCIIBHOCTH, B OOIIEM YHCIIC
IeJaroru4eckKux pabOTHHKOB, OOECIIEUMBAIOIIMX OCBOCHUE OOYYarOUUMUCS
poeCCHOHAIBHBIX MOJIyJICH 00pa30BaTeIbHOM IIpOrpaMMbBl, HE MeEHee 25
IPOIICHTOB.

7.5. ®uHaHCOBBIC YCIOBUSA peaau3aluu 00pa3oBaTeIbHON MIPOTPAMMBbI

@uHaHCOBOE oOO€cleyeHne peanu3alud o0pa30BaTEIbHON MPOrpamMMBI
OCYUIECTBJISIETCSI B OOBEME HE HMXKE OIpPEACIIEHHOIO B COOTBETCTBUU C
OIO/KETHBIM 3aKOHOJATENbCTBOM Poccuiickoil ®eneparuun u  DenepaibHbIM
3akoHOM OT 29 pexabps 2012 1. Ne 273-®03 «O6 obpazoBanuu B Poccuiickoii
Oenepanumny.



