MUHUCTEPCTBO HAYKW U BbICLLEMO OBPA30OBAHUA
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QEAEPAJIbBHOE TrOCYAAPCTBEHHOE ABTOHOMHOE
OBPA30OBATEJIbHOE YYPEXAEHUE BbICLLUEIO OBPA3OBAHUA
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I[TPUHATO YTBEPXIEHO
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OBPA30OBATEJIbHA S [TPOTPAMMA
CPEJHEI'O ITPO®PECCHUOHAJIBHOI'O ObPA3OBAHUA

YpoBeHb MpoheCCHOHATLHOTO 00pa30BaHUs
cpenHee mpodecCHOHATBHOE 00pPa30BaHHE

OO0pa3zoBarenbHas IporpaMma
MOJI'OTOBKH CIICIMAIUCTOB CPEIHET0 3BCHA

CrermmansHocTh 46.02.01 JlokymeHTanmoHHOE 00eCTieueHHEe yIpaBJIeHUs] U apXUBOBEICHHE,
HAaIpaBJICHHOCTh 00Pa30BaTEIbHON MPOTrPaMMBbI

«IOKyMEHTallMOHHOE 00ecrieueHre yIpaBICHHs ApXUBOBEICHUE)

KBanuduxarus BeimycKHUKA
CMELUAINCT 110 TOKYMEHTALIMOHHOMY 00€CIIEUEeHHUIO YIIPABIEHUS U apXUBHOMY /€Ty
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XapakTepHucTuka 00pa3oBaTeIbHONW PO PaMMBI

1. OGOpazoBarenpHasi nporpamma mo cnenuanbHocTH 46.02.01 JlokymeHTanmoOHHOE
obecrieuenue ympaBieHuss u apxuBoBeneHue (masee — OII CIIO) paspaborana Ha OCHOBE:
denepanbHOTO TOCYAapCTBEHHOTO 00pa30BaTEIBHOIO CTAaHIApTa CPEIHEro odimero odpa3zoBaHUS
(yrBepxaeH mpukazoM MwuHoOpHayku Poccum ot 17.05.2012 Ne 413) (mamee — ®I'OC COO);
(denepasbHOro TOCYAapCTBEHHOTO O0pa30BaTEIbHOIO CTAHIApTa CPEIHEro MpOQecCHOHATBHOTO
obpazoBanust 1o crneruanbHocTH 46.02.01 JlokymMeHTaIllMoOHHOE OOECIEYCHUE YIPaBICHUS H
apXUBOBEICHME, YTBEPKAEHHOr0 TpukazomM Munnpocsemenus Poccun ot 26.08.2022 Ne 778 (nanee
— @I'OC CIIO).

OII CIIO ompenensier 00beM U COACPKAHUE CPETHEr0 MPO(HEeCCHOHATHFHOTO 00pa30BaHUs 110
crenuanbHocTH  46.02.01 JlokymMeHTaIlMOHHOE OOCCIICYCHHE YIIPaBICHUS W apXHBOBEJICHHE,
IUTAHUPYEMbIE PE3YNbTaThl OCBOEHHUS 00pa30BaTENbHONW MPOrpaMMbl, YCIOBHA 00pa3oBaTeIbHOMN
JESITEIbHOCTH.

2. HopmaruHble ocHOBaHMs 1151 pa3padoTku OIl:

- OenepanbHblii 3akoH oT 29 pekabps 2012 1. Ne 273-03 «OO6 oOpazoBaHuun
B Poccuiickoit denepanuny;

- npuka3 Munnpocsemenus Poccun ot 13 nexadps 2023 r. Ne 932 «O0 yrBepxaeHun
nepevHs npodeccuil U CrennuanbHOCTEeN cpelHero MpohecCHOHAILHOTO 00pa30BaHMsl, peann3anus
00pa30BaTeNbHbIX IPOrpaMM II0 KOTOPHIM HE JOMYCKAETCs C NPHUMEHEHUEM HCKIHYUTEIHHO
3JIEKTPOHHOTO 00yUYEeHHUS, AUCTAaHIIMOHHBIX 00Pa30BaTEIbHBIX TEXHOIOTUIIY,

- npuka3 Munnpocsemenus Poccun ot 14 wmronsa 2023 r. Ne 534 «O6 yTBepkIeHUU
nepeuyHs npodeccuil pabounx, ODKHOCTEH CIIy)KalMX, II0 KOTOPBIM OCYILECTBIISETCS
poQeCCHOHAIBHOE 00YUEHHUEY;

- npuka3 Munnpocsemenus Poccun ot 24 aBrycra 2022 r. Ne 762 «O06 yTBepkaeHUU
HOpsi/IKa OPraHM3alUU U OCYIIECTBICHHS 00pa30BaTENbHON JESTEIBHOCTH MO 00pa30BaTEIbHBIM
porpaMMaM CpeHero npoQeccuoHanbHOro 00pa3oBaHUsAY;

- npuka3 Munnpocsemenuss Poccuu ot 17 mas 2022 r. Ne 336 «OO yTBepxkaeHun
nepevyHel nmnpodeccuii W CHENUATBbHOCTEH  CcpeaHero MpogecCHOHAIBHOTO  O00pa3oBaHUS
U YCTAHOBJICHMM COOTBETCTBHMSI OTAENbHBIX THpodeccuii U  CHEIHaIbHOCTEH CpeHero
npodheccuoHaNbHOr0 00pa30BaHusl, YKa3aHHbBIX B 3THUX MEPEUHAX, MpodeccrusM U CHEelHaTIbHOCTIM
CpeaHero Mpo¢ecCHOHANBHOIO 00pa3oBaHUs, IEPEUYHH KOTOPHIX YTBEP)KICHBI MPUKA30M
MunncrepcTBa obpa3zoBanus U Hayku Poccuiickoit @enepanuu ot 29 oxtsiops 2013 . Ne 1199
«O06 yTBepkJIeHHM TNepeuHell mpodeccuii M CHenuanbHOCTEH CpeaHero NpogecCuOHaIbLHOIO
00pazoBaHus»,

- npuka3 Munnpocsemenuss Poccun ot 8 HostOpst 2021 1. Ne 800 «O0 yTBepkaeHUN
[Topsiaka nmpoBesieHHs TOCYAapCTBEHHOM UTOrOBOM aTTecTalluy Mo o0pa3oBaTeIbHBIM IIPOrpaMMaM
cpenHero npogecCHoHaIbHOTO0 00pa30BaHUNY;

- npuka3 Munnpocsemenuss Poccun ot 8 ampens 2021 r. Ne 153 «O06 yTBepkaeHun
[Topsinka pa3paOOTKM NPUMEPHBIX OCHOBHBIX  OOpa3oBaTENbHBIX IPOrpaMM  CpPEIHETo
npo¢eCCHOHATBLHOTO 00pa30BaHUs, MPOBEACHHUS UX IKCIEPTU3BI U BEACHUS peecTpa MPUMEPHBIX
00pa3oBaTeNbHBIX MPOTPAMM CPEAHETO TPOPECCHOHATBHOTO 00pa30BaHUY,

- npuka3 MunoOpHayku Poccum Ne 885 u Munnpocsemenust Poccun ot 05 aBrycra
2020 1. Ne 390 «O mpakTH4eCKON MOATOTOBKE 00yUJaIOIUXCSI;

- npuka3 MuHHCTEpCTBA TpyJAa U colManbHOM 3ammThl Poccuiickoit @enepanuu ot 15
utonst 2020 r. Ne 333n «OO06 yrBepkaeHuu mpogeccuoHanpHoro cranaapra «Cnenuamuct
[0 OPraHU3allMOHHOMY U JOKYMEHTAI[MOHHOMY 00€CIIEYeHHIO YIIPABIECHUS OpraHU3alein:;

- nocranoBieHue IIpaBurensctBa Poccuiickoit depepaunn ot 20 oxts6ps 2021 T.
Ne 1802 «OO6 ytBepxnenun IlpaBun pasmerneHuss Ha OQUIMAIBLHOM caiiTe 00pa3oBaTeIbHON
opraHu3anui B HWHGOPMAIMOHHO-TEIEKOMMYHUKAIIMOHHON cetn «/HTepHET» U OOHOBJIEHHH
uHpopMmanuu 00 0o0pa3oBaTeNbHON OpraHu3alliM, a TAKKE O NPU3HAHUM YTPATUBLIMMU CUITY
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HEKOTOPBIX AaKTOB M OTACIIBHBIX IIOJIOKEHUNM HEKOTOpbIX akToB IIpaBurenscrBa Poccuiickoin
Denepanuny;

— mnpuMmepHas  oOpas3oBaTenpHasi ~ IporpamMma IO CHEHHUAIBHOCTH  CPEIHEro
npodeccuoHaibHOro obpazoBanus 46.02.01 JlokyMeHTAIlMOHHOE OOCCIICYCHHE YIPaBICHUS
u apxuBoBeneHue, pexomenaoanHas ®I'BOY IO UPIIO, yreepxkaena ®YMO B cucreme
cpennero npodeccruonanpsHoro oopazoanuss mo YITIC 43.02.16 Typusm M TOCTEIPUHUMCTBO
npotokos Ne4 ot 06 oxTs10pst 2022r.;

- Tlonmoxxenue o camocrosTenbHOU paboTe oOydarommxcs ['ymMaHUTapHOro KoJUIemXka,
yTBepxieHo npukazoM PITY ot 09.03.2026 Ne 01.1-20/26-120;

- Tlonoxxenue o MopsiAKE OpraHU3alUU 3aHIATHIA 110 PUINYECKON KYIbTYpe 00yUJarouXcs
['ymaHuTapHOTO KOJUIemKa, yTBepxkaeHOo npuka3zoM PITY or 09.03.2026 Ne 01.1-20/26-123,;

- Tlonoxenue o KypcoBoil pabore (mpoekte) B ['yMaHUTapHOM KOJUIEIKE», YTBEPHKIIECHO
npukazoM PITY or 09.03.2026 Ne 01.1-20/26-124;

- Ilonoxxenue o MpakTUYECKOW MOATOTOBKE 00ydaromuxcs ['yMaHUTapHOro KOJUIeIXKa,
yTBepxeHo npukazoM PITY ot 09.03.2026 Ne 01.1-20/26-126;

- llomoxxenue o TOCYIapCTBEHHOW MTOrOBOM aTTecTallud IO 00pa3oBaTeIbHBIM
nporpaMMaM  CpeIHero HpoeCCHOHATBHOTO 00pa3oBaHUs — MporpaMMmaM  TOATOTOBKU
CIIELIMAIIMCTOB CpeIHero 3BeHa B I'ymanutapHom kosuemxe PITY, yrBepxkneno npukazom PITY
ot 09.06.2025 Ne 01.1-20/402;

- Ilonoxxenue 006 oOpa3oBaTeNbHON MporpaMMe CpeAHero MpoeCcCUOHATIBLHOTO
00pa3oBaHus — MPOrpaMMe MOrOTOBKE CIIELUATINCTOB CPEAHEro 3BeHa B [ ' yMaHUTapHOM KOJUIEIKE,
yTBepxaeHo npukazoM PITY ot 11.11.2025 Ne 01.1-20/25-1164.

3. Ilepeuens cokpareHuii, ucnonb3yemsix B Tekcte OIT:

OI'OC COO — ¢enepanpHbIii TOCYIapCTBEHHBIM 00pa30BAaTENbHBIA CTAHIAPT CPEIHErO
o01rero oOpa3oBaHus;

OI'OC CIIO — ¢enepanpHblii TOCYIapCTBEHHBIM 00pa30BAaTENbHBIA CTAHIAPT CPEIHErO
PO eCCHOHAIBHOTO 00pa30BaHUs;

OII — oOpa3oBaTenbHas MporpaMma;

OK — 00111e KOMIETEeHINH;

[1K — npodeccronanbHble KOMIETEHIINN;

VII — yueOHBIE IPEIMETHI;

CT" — counanbHO-TyMaHUTAPHBINA LIUKIT;

OII — o6menpodeccroHanbHbBIN ITUKIT;

M/IK — MexauCIUIUIMHAPHBIN KYpC;

[IM — npo¢eccrnoHanbHbIN MOAYIb;

1D — neMOHCTpaMOHHBIN 9K3aMEH,;

I'MA — rocynapcTBeHHas HUTOrOBasi aTTECTALIMSL.

4. Kpamudukauus, npucBauBaeMas BBIIYCKHHKaM 00pa30BaTEIbHOM  IMPOrpaMMbl:
CHEIHAIIMCT MO0 JOKYMEHTAIIMOHHOMY OOECIICUCHHUIO YIPABICHUS U apXUBHOMY JIETy.

Hamnpasnennocts OIl: mokymeHTaIImoHHOE O0ECTICYCHHE YIIPABICHUS U aPXHUBOBEIACHHUE.

dopma 00ydeHwHsI: OUHasl.

O6nem oOpa3oBaTenbHOM TporpaMmbl: 4428 qacoB.

Cpok moiydeHus: oOpa3oBaHusl 1O 00pa3oBaTENbHOM MporpaMme, peanusyeMoi Ha Oaze
OCHOBHOTO 00111eT0 00pa3zoBanms — 2 roga 10 mecses.

5. Xapakrtepuctuka npohecCHOHATHHOU IeATeTbHOCTH BBIMTYCKHUKA

5.1. O6nacte mpodeccHOHANBHON NesTeTPHOCTH BHITYCKHHKOB: 07 AIMUHHCTPAaTHBHO-
ylpaBiieH4YecKasi ¥ O(pUCHAs IesITeIbHOCTD.
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5.2. CooTBeTcTBHE BUIOB IEATEILHOCTH MPO(ECCHOHANTBHBIM MOTYJISIM:

HanmenoBanmne BUA0B ACATCIBHOCTHU

HaumenoBanue npodeccrnoHalIbHBIX MOAYIIEH

OCYH_IGCTBJ'IeHI/Ie OpraHU3alMOHHOTI'O
U JOKYMCHTAIMOHHOI'O obecneueHuUs
ACATCIIBHOCTH OpraHu3alinun

I[IM.01 OcyuiecTBieHue OPraHU3alMOHHOTO
U JTOKYMEHTAIIHOHHOTO 00eCTICUeHUS
JIeATEeITLHOCTH OpraHU3aAlNH

Opranuzanus apxuBHON pabOThHI
10 IOKYMEHTaM OpraHU3aI|il pa3TuYHbIX
(hopM COOCTBEHHOCTH

IIM.02 Opranusanust apxuBHOU pabOThI
[0 JOKYMEHTaM OpraHu3alui pa3InyHbIX
¢dbopM COOCTBEHHOCTH

OcBoeHHe BUIOB pa0dOT MO OJHOU HIIH
HECKOJIbKUM Mpodeccusim pabounx,
JOJDKHOCTSIM CITY)KaIlInuX

IIM.03 OcBoeHue BUI0B padbOT MO OJHOM WU
HECKOJILKUM TpodeccusiM pabouux,
JIOJDKHOCTSIM CITY KaIHX

6. Ilmanupyembie pe3yJabTaThl OCBOCHHUS 00pa30BaTEILHOM MPOTrPaMMbI

6.1. O0wme KOMIETEHIIUU

Kon DopmyJIUpOBKa 3HaHus, yMEHUS
KOMIIETEHITNH KOMITIETEHINH
OK 01 Bri6upats criocoOsr YmMenus:

pelieHus 3a1a4d
npodeccnoHaTBEHOM
JeATeIbHOCTH
IMIPUMCHUTCIIBHO

K Pa3IHYHBIM KOHTEKCTaM

— pacro3HaBaTh 3a/1a4y U/UIH pobiemMy

B IPO(eCCHOHATBHOM /WM COLUAIBHOM
KOHTEKCTE;

— aHaIM3MPOBATh 3a7auy W/Win npolieMy u
BBIJIETIATH €€ COCTABHBIE YACTH;

— OIpeeNsaTh 3Talbl PeIIeHus 3a1a4H;

— BBIABIIATH M 3PPEKTUBHO UCKATh
UH(POPMALINIO, HEOOXOJUMYIO JUIs peIlIeHUs
3a/1a4M U/ UM IpOOIIEMBL;

— COCTaBJIATH IUIAH JIECHCTBHUS;

— OmpeaensTh He0OOXOAUMbIE PECYPCHI;

— BIIQJIETh aKTYaJIbHBIMU METOAAMHU pabOThI
B IIpo(pecCHOHANBHOMN U CMEXKHBIX chepax;
— peaJu30BBIBaTh COCTABIICHHBIH I1J1aH;

— OLIGHUBATH PE3YIbTAT U MOCIEICTBUS
CBOUX JIeHCTBUI (CaMOCTOSATENBHO UITH

C TIOMOIIBIO HACTABHUKA).

3HaHUS:

— aKTyaJbHBIN NpodeccroHaIbHbIN

U COLIMAJIbHBIA KOHTEKCT, B KOTOPOM
MPUXOJUTCS PabOTaTh U )KUTh;

— OCHOBHBIE HCTOYHUKU HH(pOpMaLIUN

U pecypcehl JUIs pelieHus 3a1a4 1 npooiaem

B IPO(ECCHOHATILHOM H/MITH COLIMATBHOM
KOHTEKCTE;

— aJNrOpUTMBI BHIIIOJHEHUS PaboT

B IPO(ECCHOHATILHON M CMEKHBIX 00JIaCTSIX;
— MeTojbl paboThl B IpoeCcCHOHATBLHON 1
CMEXHBIX chepax;

— CTPYKTYpY IUIaHa JUIsl pelieHus 3a/1a4;




HOPSZIOK OIICHKH PE3yJIbTAaTOB PEIICHHS 3124
poheCCUOHATTLHON IEATEIIEHOCTH.

OK 02

Hcnons3oBath
COBpEMEHHBIC CPEIICTBA
MOKCKa, aHaIn3a

Y UHTEPIIpEeTalun
nHpopManuu,

1 MH(OPMaITMOHHBIE
TEXHOJIOTUU

JUTSL BBITIOJTHEHUS 337124
npodeccuoHanbHOM
NeSTEIbHOCTH

YMeHnus:

— OIpeAeNATh 3aJauu JJis IOUCKa
uH(pOpMaIHH;

— OHpenensTh HEOOXOUMbIE HCTOYHUKH
uHdopmanuu;

— IUIAaHHUPOBATH IIPOLIECC OUCKA;
CTPYKTYpUPOBATH 10JIy4aeMy0
uHdopmaIuio;

— BBLACTATH HauboJiee 3HaUNMOE B TIepeuHe
uH(pOpMAIHH;

— OLCHMBATh IPAKTUYECKYIO 3HAUUMOCTh
pe3yJIbTaTOB IOUCKA;

— 0(hOopMIIATh pe3yJbTaThl IOUCKA,
IPUMEHSTh CPEICTBA HHPOPMALIMOHHBIX
TEXHOJIOTUH [T PeIICHHS
npogeccuoHaIbHbIX 3a/1ay;

— HCHOJb30BaTh COBPEMEHHOE
IpOrpaMMHOE 00€CIIEUEHHE;

— HCIIOJIb30BaTh pa3inyHble HUPPOBBIE
CpeZCTBa JJIs pelIeHus Npo(ecCUOHATBHBIX
3aja4.

3HaHUA:

— HOMEHKJIaTypa WH(POPMAIIMOHHBIX
MCTOYHUKOB, IPUMEHSIEMBIX

B IpO(eCcCHOHATBHOM 1€ TEbHOCTH;

— TIPUEMBI CTPYKTYPUPOBAHHS
nHpopmanuu;

— Qopmar oopMiieHHUs pe3yabTaTOB OUCKA
UH(pOPMaLINHU, COBPEMEHHBIE CPEJICTBA U
yCcTpoiicTBa HH(OpMATH3ALINH;

— TOPSAJIOK UX IPUMEHEHUS U IPOrpaMMHOE
oOecnieuyeHre B IpodheccCuoHaIbHOM
JeSITeIbHOCTH B TOM YHCIIE C
WCTIOJIH30BaHNEM IIH(POBBIX CPECTB.

OK 03

IInanupoBars

Y peaIn30BbIBATH
cOOCTBEHHOE
po¢eCCHOHAIBEHOE

U JINYHOCTHOE Pa3BUTHE,
MPEIIPUHIMATETHCKYIO
JesITeIbHOCTD

B NpodeCCHOHATHHOU
cdepe, UCTIOTB30BaTh
3HaHMS 10 NMPABOBOM

U (PMHAHCOBOM
TPaMOTHOCTH B pa3IMYHBIX
KU3HEHHBIX CUTYaIUsIX

YmMenus:

— OIpeAeNATh aKTyaJbHOCTh HOPMaTUBHO-
MIPaBOBOM JOKYMEHTALIUU

B IpO(eCCHOHATBHOM J1eTENbHOCTH;

— TPHUMEHSATH COBPEMEHHYIO HAYIHYIO
po¢eCCHOHANTBHYIO TEPMHUHOJIOTHIO;

— OMNpEAeNsTh U BBICTPAUBATH TPACKTOPUU
po(heCCUOHATTLHOTO PA3BUTHUS

1 caMooOpa30BaHMs;

— BBISIBJIATH JOCTOMHCTBA U HEAOCTATKU
KOMMEPUYECKOH UJIEN;

— TIPE3CHTOBATh WJICH OTKPHITHS
COOCTBEHHOTO Jienia B Mpo(hecCHOHATbHON
NEeSTeNIbHOCTH; 0(hOpMIISTh OU3HEC-TIJIaH;

— PAacCUYHUTHIBATH Pa3Mephl BBIIIAT




IO MTPOIEHTHBIM CTaBKaM KPEAUTOBAHHS;
—  OINpenensiTh UHBECTHIIMOHHYIO
MPUBJICKATEILHOCTh KOMMEPYECKUX UJICH

B paMKax Mpo(ecCHOHAIBHOM JesITeIbHOCTH;
— Tpe3eHTOBaTh OM3HEC-UCIO;

—  OINpenesiTh UCTOUHUKH (DUHAHCHPOBAHHUS.
3HaHus:

—  COJIepKaHUe aKTyallbHOW HOPMAaTUBHO-
IPaBOBOM JIOKYMEHTAIIHUH;

— COBpEMEHHAs Hay4dHast

1 npoeCCuOHANIbHAS TEPMHUHOJIOTHS;

— BO3MOJKHBIC TPACKTOPHH
npohecCHoHATLHOTO Pa3BUTHS

¥ caM00Opa30BaHUS;

— OCHOBBI IIPEIPHHUMATEIBCKOM
JeATEIIbHOCTH; OCHOBBI (PMHAHCOBOM
IPaMOTHOCTH;

— mpaBuiia pa3paboTKH OM3HEC-IIJIAHOB;

— TOPSIOK BBICTPauBaHUs PE3CHTAIINY;

— KpEIUTHbIC 0AaHKOBCKUE MPOIYKTHI.

OK 04 DddexTuBHO YmMenust:
B3aUMO/IEHICTBOBATh — OpraHu30BbIBaTh pabOTy KOJUIEKTUBA U
1 paboTaTh B KOJUIEKTHUBE KOMaH/1bl;
1 KOMaHJC — B3aHMMOJICHCTBOBATH C KOJIJIETaMH,
PYKOBOJICTBOM, KIIMEHTaMH B X0J1€
po¢eCcCHOHATBHOMN e TETbHOCTH.
3HaHUA:
— IICHUXOJIOTMYECKHE OCHOBBI I€ATEIILHOCTU
KOJUJIEKTHBA, ICUXOJOTHYECKUE OCOOEHHOCTH
JMYHOCTH;
— OCHOBBI IPOEKTHOM JI€ATEIbHOCTH.
OK 05 OcCy1IecTBIATh YCTHYIO YMmenus:
U IUCBbMEHHYIO — TPaMOTHO M3JIaraTh CBOU MBICIU
KOMMYHHKAIUIO 1 0(pOpMIIATH JTOKYMEHTHI
Ha rOCy/1IapCTBEHHOM SI3bIKE | 110 Mpo(eCcCHOHANBHON TEMAaTHKE
Poccuiickon deneparmu Ha rOCY/IapCTBEHHOM SI3bIKE, TPOSIBIISATH
C y4ETOM 0COOEHHOCTEMN TOJIEPAaHTHOCTb B pa0OUYEM KOJJICKTHUBE.
COLIMAJIBHOTO 3HaHUA:
1 KyJbTYPHOTO KOHTCKCTa | — 0COOEHHOCTH COLIMATIBHOTO
U KyJIbTYPHOTO KOHTEKCTA,
— mnpaBuiia 0pOpMIICHUS TOKYMEHTOB
Y IOCTPOEHHUS YCTHBIX COOOIICHUH.
OK 06 [IposiBIATE rpaXkJaHCKO- YMeHnus:

MaTPUOTHYECKYIO MTO3ULHUIO,
JEMOHCTPUPOBATh
OCO3HAHHOE MTOBE/ICHUE

Ha OCHOBE TPAJUIIMOHHBIX
POCCHICKHX AYXOBHO-
HPaBCTBEHHBIX LIECHHOCTEM,
B TOM 4YHCJIE C YYETOM
rapMOHM3aLUU

— OIIMCHIBATH 3HAYUMOCTH CBOEH
CIIEIIAAILHOCTH;

— TPUMEHATb CTAHJIaPThI
AQHTUKOPPYILHUOHHOTO OBEICHMUS.

3HaHUA:

— CYIIHOCTb I'PaKJaHCKO-TTaTPUOTHYECKOU
MO3UIIHH, OOIIEYEIOBEYECKUX IEHHOCTEN;




MCE)KHAIIMOHAJIbHBIX
" MCKPCIIMTUO3HBIX
OTHOH.IGHHfI, IPUMCHATDb

— 3HAYUMOCTDH NMPOGECCHOHATHHOU
JEeSITETBHOCTH TI0 CIICIIHATBHOCTH;
— CTaHAapThl aHTUKOPPYILUOHHOIO

CTaHJapThl MOBCJICHUS U MOCJICACTBUA €0 HapyLICHU .

AHTUKOPPYILIUOHHOTO

IIOBE/ICHUS

OK 07 ConeiicTBOBaThH VYmMmenus:

COXPAHEHHIO OKPYXKAIOLIEH | — CcOOJI0AaTh HOPMBI KOJIOTHUYECKOM

Cpebl, 0€30I1aCHOCTH;

pecypcochepekeHuto, — OIIpenesIsATh HalpaBICHU

HpUMCHATD 3HaHHUA | pecypcocOepexeHus B paMKax

00 M3MEHEHMH KIMMATa, | IpodecCHOHATIBHOMN AeATeTbHOCTH

HPUHITAIIBI OEPEKIMBOTO | 110 CHENUANTbHOCTH, OCYILIECTBIIATH paboTy

IPOU3BOJICTBA, dPHEKTUBHO | ¢ cOOMIOIeHNEM NIPUHIUNIOB GEPEKITUBOTO

JEHCTBOBATH IPOU3BO/ICTBA;

B UPE3BBIYANHBIX CUTYALMAX | —  OpraHM30BBIBATH HPO(ECCHOHANBHYIO
JEATEIbHOCTD C Y4ETOM 3HAHUHI
00 U3MEHEHUHU KIMMATHYECKUX YCIOBUN
peruoxa.
3HaHUS:
— IpaBHJIA SKOJIOTUYECKON OE30MaCHOCTH
U BEJICHUU NPOPECCHOHATBHON
JeSATEIbHOCTH;
— OCHOBHBIE PECYPCHI, 3aJIeiICTBOBAHHBIC
B IPO)eCCHOHATBHOM I TETFHOCTH;
— TyTu o0ecCredeHus pecypcocoepexeHus;
— IPUHLHUIBI OEPEKIUBOTO MPOU3BOJICTBA;
— OCHOBHBIE HaIIPaBJICHUSI U3MEHEHUS
KJIMMaTHYECKUX YCIOBHM peruoHa.

OK 08 Hcnonws3oBars cpeacTaa YMeHnus:

(bu3nyecKoil KyabTypsl
U1l COXPaHEHMS

U YKPETUICHHSI 3I0POBBS
B Ipoliecce
npogecCuoHAITbHON
JeSTeNbHOCTH

Y TIOZIJIePKaHHS
HE00XO0AUMOTO YPOBHS
(buzmveckoit
MOJITOTOBJICHHOCTH

— HCHOJb30BaTh GU3KYIBTYPHO-
037I0POBUTEIIBHYIO JESATEIBHOCTh

JUISL YKPETUIEHUS 30POBbs, TOCTHKEHUS
KU3HEHHBIX U MPOPECCUOHANBHBIX LIEJIeH;
— TPUMEHATH PAMOHAIbHBIE TIPUEMBI
JIBUTATENbHBIX (PYHKIHMIHA

B Npo¢eCCUOHATBHON J1eITeTbHOCTH;

— TI0JIB30BAThCs CPEACTBAMU MPOPHIAKTUKN
MIepEeHATPSKEHMSI, XapaKTEPHbIMU

JUISL JAaHHOW CHEUAJIBHOCTH.

3HaHUS:

— poib PU3UYECKON KYJIbTYpHI

B OOIIEKYIBTYPHOM, MPO(PECCHOHATBHOM U
COLIMAJIbHOM Pa3BUTUU YEJIOBEKa;

— OCHOBBI 3/I0pOBOT'0 00pa3a KHU3HH;

— ycloBHs pohecCHOHAbHON
JeSITeIbHOCTH U 30HBI pHCKa (PU3MYECKOTO
310pOBbS IS CIIEUAIBHOCTH;

— cpencTBa Npo(UIAKTUKH
MIEpEHANIPSKEHMSL.

OK 09

Tlonp3oBarscs

YmMmenus:




npodecCuOHAITBHON
JOKYMEHTalUEn

Ha TOCYJapCTBEHHOM

Y UHOCTPAHHOM SI3bIKaX

— TIOHMMAaTh OOIIMH CMBICT YETKO
MIPOU3HECEHHBIX BBICKA3bIBAHUI

Ha U3BECTHBIC TeMbI (TPO(dheCcCHOHATLHBIC U
OBITOBBIE), IOHUMATh TEKCTHI Ha Oa30BbIC
npodeccrnoHabHBIC TEMBI,

— Y4acTBOBAaTh B JUAJIOrax Ha 3HAKOMbIE
obmue u mpodecCHOHAILHBIE TEMBI,

— CTPOWTH NMPOCTHIC BHICKA3BIBAHUS O ceOe 1
0 cBOeH mpodecCHOHATBHON ACSITEILHOCTH;
— KpaTKo 0OOCHOBBIBATH U OOBSICHATH CBOU
JercTBUs (TEKyIUe U TIaHUPYEMBIE),

— THUCaTh MPOCTHIC CBSI3HBIC COOOIIECHUS
Ha 3HaKOMBIE W HHTEPECYIONTHE
npodeccuoHaNbHbBIE TEMBI.

3HaHus:

— TpaBuJia IOCTPOCHUS MPOCTHIX

Y CIIO’KHBIX TTPEIIOKEHUHN

Ha Mpo¢eCCHOHATbHBIC TEMBI;

— OCHOBHBIE 00LIEYIIOTPEOUTEIbHbBIE
riarosibl (ObITOBast M MpoeccHoHaIbHAS
JICKCHKA);

— JIGKCMYECKUH MUHUMYM, OTHOCSIIIUKCS
K OTIMCAHUIO MPEAMETOB, CPEICTB H
IPOIECCOB MpodeccroHalbHON
NeSTEIILHOCTH,

— 0COOEHHOCTH MPOU3HOIICHHUS;

— TpaBWJIa YTEHUS TEKCTOB
npohecCHOHANTBLHOM HAMIPABIEHHOCTH.

6.2. IlpodeccuonanbHble KOMIETEHIIUH

Buas! gesarenbHOCTH

KOI[ N HAUMCHOBAHHC
KOMIICTCHII

ITokazaTenu oCBOCHHUS KOMIIETCHIIMHU

BJ[ 01.
OcymiecTBieHne
OpPTaHU3AI[IOHHOTO H
JOKYMEHTAIMOHHOTO
obecrieueHus
JESITEIbHOCTH
OpTraHU3aIuu

IIK 1.1. OcymiecTBasTh
npuéM-nepenavy
YIpaBICHYECKOMN
uHpopMaIu

C TIOMOIIBIO CPEICTB
MH(POPMAIMOHHBIX U
KOMMYHHKAITMOHHBIX
TEXHOJIOTU

HaBpIkn:

- TMOJIy4eHHUs HeoOXoauMoii nHpopMauu

Y Tiepeiauu CaHKIIMOHUPOBAHHOW WH(OpMaIun
C HCTIOIBb30BAaHUEM CPEICTB MH(DOPMALIMOHHBIX
Y KOMMYHUKAITHOHHBIX TEXHOJIOTHUH.

YMeHus:

- HCMOJIb30BaTh CPEJICTBA MH(POPMAIIMOHHBIX
Y KOMMYHUKAIIMOHHBIX TEXHOJIOTUN

JUTS TIOJTYYEHHUSI M TIepeiau HHPOPMAIIHH;

- BECTHU U HCTOJIB30BaTh B paboTe 6azy
KOHTAaKTOB OpPraHU3aIIlNH;

— BECTH y4€THBIC PETUCTPALIMOHHBIE (POPMBI,
WCIIOB30BaTh UX JJIT HHPOPMaITMOHHOMN
paboThl U PabOTHI MO KOHTPOJIFO UCTIOTHEHUS
MIOPYYEHUH;

- YCTaHaBIIMBATh M MOJACPKUBATH
KOMMYHHUKAIIMHU B MPOIIECCE JIETOBOTO
0OIIIeHUS C TIOMOIIIBIO CPEJICTB




MH(OPMALIMOHHBIX U KOMMYHHKAIIHOHHBIX
TEXHOJIOTHIA;

- CIVIaXXUBATh KOH(IMKTHBIE U CIIOKHBIE
CUTYaIIUU MEKITUIHOCTHOTO B3aMMOICHCTBHS;
- coOMroaTh CITyKEOHBIH ATHUKET;

- o0ecrnieunBaTh HHPOPMALTMOHHYIO
0€30MMacCHOCTb JIEATEIHHOCTH OPraHU3aLUH.
3HaHus:

- HOpMAaTHBHBIEC MPABOBbIE aKThl Poccuiickoit
®enepanun B chepe HHPOPMAITMOHHBIX

U KOMMYHUKAIIUOHHBIX TEXHOJIOTUI;

— CTPYKTypa OpraHu3aiuu, e€ 3aaaqu u
byHKIHH;

- TMpaBWJIa MIPOBEJICHUS JACITOBBIX
IIEPErOBOPOB;

— 3THKAa JEeI0BOro OOIIECHMS;

— TMpaBWJIa PEUEBOTO ITUKETA;

— MpaBWIA MOAJEPKAHUS U PA3BUTHS
MEKIIMIHOCTHBIX OTHOIIICHU;

- TpeOOBaHUS OXPaHbI TPY/A.

K 1.2.
Koopaunuposats
paboTy nmprueMHON
PYKOBOJUTENS, 30H
MpueMa pa3IndHbIX
KaTeropuu
IIOCETUTENIEN
OpraHu3aLuu

HaBpiku

— KOOpJWHAIHH PabOThI MTPUEMHOMN
PYKOBOJMTEIISA U 30H MPUEMA PATUIHBIX
KaTeropuil MoCeTUTENeH OpraHu3alui.
YMmenus:

— BCTpeYaTh [TOCETUTENEH, 10Ty4YaTh
HNEPBUYHYIO HHPOPMAIIHIO O MMOCETUTENSX,
yCTaHaBIUBATh MOPSAOK Mpuéma Jist
pa3NMYHBIX KATETOPUN ITOCETUTENEH;

— BECTH YUYETHBIC PErUCTPAIIMOHHBIE ()OPMBI
10 IPUEMY TTOCETUTENECH B 0OPOPMIISATH
MPOITYCKa;

— BECTH IpuéM, rnepeaavy u OTIpaBKy
JIOKYMEHTOB;

— OpraHu30BBIBAThH U OPOHHPOBATH
NIEPErOBOPHbIE KOMHATBHI;

— CcepBHUpOBaTh YaiiHble (KO(ENHHBIE) CTOIBI
B oce;

— MpPUMEHSTH B paboTe cpeacTBa
MH(POPMAIMOHHBIX U KOMMYHUKAITHOHHBIX
TEXHOJIOTHIA;

— TMPUHUMATH MEPHI IO COXPAHECHHIO
KOH(pHUACHITMATBHONU WH(POPMAITUU B XOJI€
IIpUuéMa IOCETUTEIIECH.

3HaHHUSA:

— HOpPMaTUBHBIE PABOBBIE aKThl Poccuiickoit
®deneparnu 1o 3anmre HHHopMaluu U padore
¢ 00palIeHUSIMU TPakKJaH;

— CTpPYKTypa OpraHu3aluu U pacupeeicHue
(GYHKIUH MEXITY CTPYKTYPHBIMU
TOPa3ACIICHUSIMU M CTICITHAICTAMM;
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— TpaBWJIa OPraHU3AIUH MIPHEMa
TIOCETUTEIICH;

— OTHUKET ¥ OCHOBBI MEXYHAPOIHOTO
MIPOTOKOJIA;

— JTHKa JIeJI0OBOTO OOIIEHMUS,

— TIpaBWJIa PEYCBOTO ITUKETA;

— TMpaBWJIa CEPBUPOBKU YaHOTO (KOGEHHOTO)

CTOJA;

— TpeOOBaHUS OXPAHBI TPY/A.
TIK 1.3. Bragets Hasrikn
HaBBIKAMU — IUIAaHUPOBAHUA PabOYETro BpeMEHHU
IUTAHUPOBAHUS pyKoBoUTENS M pabouero Hs ceKpeTapsl.
pabouero BpeMeHH YMmeHus:
PYKOBOAMTEIIA — BbIOMpaTh GOPMBI IITTAHUPOBAHUS
H CCKpeTapA 1 0(OpMIIATH IUIAHUPOBIIUK (OpraHaisep)

PYKOBOAMTENS M CEKpeTaps;
— yCTaHaBJIMBATh LU, ONIPEAETATh
MPUOPUTETHOCTH U OUEPETHOCTD BHITIOJIHEHHS
paboT u 3h(heKTUBHO pacnpenensaTh padbodee
BpEMS;

— COTJIacOBBIBATh BCTPEUYH M MEPONPUATHUS
¥ BHOCUTH MH(OPMAILIKIO B MJIAHUPOBIIUK
(opranaiizep);

— uH(OPMHUPOBATH PYKOBOIAUTENS

0 MPUOIMKEHUU BPEMEHU U pErJIaMEHTe
3aIIaHUPOBAHHBIX BCTPEY M MEPOIIPUSATHUI;

— BBIOMpaATh ONTHUMAJIbHBIEC CITOCOOBI
BHEITHETO ¥ BHYTPEHHET0 WH()OPMUPOBAHHUS
0 MJIAaHUPYEMbBIX MEPOTIPUSITHUSIX;

— obecrneunBaTh UHPOPMALIMOHHYIO
0€30MMaCHOCTb JIeATEIbHOCTH OpPraHU3alnu;

— TPHUMEHSTH B paboTe cpeacTBa
UH(GOPMAIMOHHBIX U KOMMYHUKAIIHOHHBIX
TEXHOJIOTHM.

3HaHUS:

— HOpMAaTUBHBIE ITPaBOBbIE aKThI Poccuiickoin
®denepanun B chepe HHPOPMAITMOHHON
0e30IMacHOCTH;

— CTPYKTypa U cnelu@uKa OCHOBHOM
NeSITeIbHOCTH OpraHU3aluy;

— OCHOBHI YIIPaBIICHUS BPEMEHEM;

— TMpaBWJIa MIPOBECHUS JIETOBBIX
MIEPETOBOPOB;

— 3THKa JIeI0OBOT0 OOILEHMS;

— TpeOOBaHUS OXPaHbI TPY/A.

IIK 1.4. OcymectBnsate | HaBbiku:

MOATOTOBKY JCIIOBBIX — OpraHM3alllU JEIOBBIX TOE310K
MOE3JI0K PYKOBOJUTENISA | pyKOBOIAUTENS M IPYTUX COTPYTHUKOB
U IPYTUX COTPYAHUKOB | OpraHu3alliu.

OpraHu3alu YMmenust:
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— COCTaBJISATh U OOPMIIATH TOKYMEHTHI

IUIA TEJIOBBIX ITOE30K;

— OCYILECTBIIATH TPEBEI-TIOAIEPKKY JIETOBBIX
IOE3JI0K;

— COIVIaCOBBIBATH C MPUHUMAIOIICH CTOPOHON
MPOTOKOJI TUIAHUPYEMBIX MEPOIIPUATHIA

1 (hOpMHUPOBATH MIPOTPAMMY JIETIOBON TTOE3/IKH;
— HCIOJB30BaTh CPEJCTBAa MHPOPMAITMOHHBIX
1 KOMMYHUKAIIMOHHBIX TEXHOJIOTUI

JUUIsL 00CCIICUEHMS B3aUMOICHCTBUS

C PYKOBOJHUTEJIEM BO BPEMSI €T0 JCIOBOH
MOC3]IKH;

—  o(opMIATH OTUETHBIE TOKYMEHTHI

0 JICJIOBOH ITOE3IKE.

3HaHus:

— HOpPMAaTHBHBIC ITPaBOBBIC aKThl Poccuiickoit
®epnepanuu B chepe Opranu3aiuu JeJI0BOr
MOE3IKH;

— TOPSJIOK TIOJTOTOBKU U JIOKYMCHTHPOBAHUS
JICIIOBOM ITOC3/IKH;

— HHTEPHET-PECYPCHI ISl OCYIECTBICHUS
TPEBEI-TIOJICPKKH JICTOBBIX IMOE3/I0K;

— OTHUKET U OCHOBBI MEXTYHAPOIHOTO
MIPOTOKOJIA;

— DTHKA JeJOBOro OOIIEHNS;

— TpeOOBaHUS OXPaHbI TPYJA.

IIK 1.5. Bnaners Hasrixkn

criocobaMu — OpraHM3alyvy U NOJAJIepKaHUS
OpraHusaluu pabouero | GyHKIMOHAIBHOTO paboyvero mpoCTPaHCTRa.
MIPOCTPAHCTBA VYMmeHus:

NPUEMHOM U KabuHeTa | — OpraHu30BBIBATH pabouee MECTo
PYKOBOAUTEIIA B COOTBETCTBUU C TPEOOBAHUSIMHU IPTOHOMUKHU
U KYJBTYPHI TPY/a;

— obecrneunBaTh pabodyee MecTo

U QyHKIIMOHAIbHOE pabouee MPOCTPAHCTBO
HEOOXOUMBIMH CPEJICTBAMU
OpPTraHMU3AIIMOHHON TEXHUKHU, MEOEITbIO

Y KaHIEJSIPCKUMU TTPUHAIICKHOCTSIMU;

— MOJAEP’KUBATh CPEJICTBA OPraHU3aMOHHOU
TEXHHUKHU B pad0YEM COCTOSIHUH.

3HaHHUSA:

— TpeOoBaHUS OXPAHBI TPY/IA,
MPOU3BOJICTBEHHON CaHUTAPHH,
MIPOTUBOINOKAPHOU 3aIUTHI;

— OCHOBBI IPABWJIBHOW OpraHu3alu Tpyaa
Y METOJIbI TTOBBIIEHUS eT0 () PEKTUBHOCTH;
— BUJBI OPTaHU3AIMOHHON TEXHUKH U
TOPSJIOK pabOTHI C HEH.

[IK 1.6. OcymectBisate | HaBbiku:
paboTy 1O NOATOTOBKE | — OpraHU3al{U MOArOTOBKH U IPOBEIECHHS
Y IPOBEJICHUIO KOH(EPEHTHBIX MEPONPHUITUH, OOecTiedeHus
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KOH(EPEHTHBIX
MEpOIPHUATHH,
obecreynBaTh
MH(POPMALIMOHHOE
B3aMOJEICTBUE
PYKOBOAUTEIISA

C TOJIpa3/ICTCHUSMH U
JIOJDKHOCTHBIMU
JIMIIaMHA OpPTaHU3aIuN

MH(GOPMALMOHHOTO B3aUMOACHCTBUS
PYKOBOJIUTES C MOJIPa3/ACICHUIMU

U JIOJDKHOCTHBIMM JIMLIAMH OpraHU3alyu.
YMeHnus:

— OpraHu30BBIBATH MPOLECC MTOJTOTOBKH

U NIPOBEJICHUE KOH(PEPEHTHOTO MEPOIIPUATHUS
WHAMBUIYAIBHO U B COCTaBe paboueil rpymimsl;
— JIOKyMEHTHPOBATbh Pa3HbIEC TAllbI
IpoLEeTypbl IOATOTOBKU U MPOBEJCHUS
KOH(EPEHTHOTO MEPOIIPHUSITHUS;

— co0y0aaTh TUKET U OCHOBBI
MEKIYHApOIHOrO IIPOTOKOJIA;

— OCYILIECTBIATH cOOp, 00paboOTKy
nH(pOpPMAIINHU, CUCTEMATU3AINIO TTOTY4aeMbIX
U 1epe/laBaeMbIX JaHHbIX;

— OCYIIECTBISITH MPOBEPKY JOCTOBEPHOCTH,
HIOJTHOTHI M HETPOTHBOPEYMBOCTH JTAHHBIX,
UCKIIIOUEHHE TyOIupoBaHUs HH(OpMALIUH;

— TPUMEHSTHh HHPOPMALMOHHO-
KOMMYHHKAIIUOHHbIE TEXHOJIOTUH.

3HaHUA:

— HOpMAaTUBHBIE IIPAaBOBbIE aKThl Poccuiickoit
Odenepannn B chepe HHPOPMAIIHH;

— KOMIUIEKC OpraHU3allMOHHO-TEXHIYECKIX
MEpOTIPHUATHIA IO TOJTOTOBKE U MPOBECHHIO
KOH(EPEHTHBIX MEPOIIPUATHUH;

— IpaBwiia OPOPMIIEHUS JOKYMEHTOB,
CO3/1aBaeMbIX B MPOIECcCEe TIOATOTOBKU

¥ TIPOBEJICHUS KOH(PEPEHTHOTO MEPOIPUSTHS;
— DTHUKET ¥ OCHOBBI MEXTYHAPOIHOTO
MPOTOKOJA;

— 3THKAa JIeJI0BOT0 O0ILEHMS;

— COCTaB BHYTPEHHMX M BHEIIHUX
UH(POPMALIMOHHBIX TOTOKOB,;

— CTPYKTypa OpraHU3aIlH U TOPSIIOK
B3aUMO/ICHCTBUS MOJIpa3/IeeHUH;

— MeToJIbl 00pabOTKH U 3aIUThl HH(OPMaLIUU
C IPUMEHEHUEM CPEJICTB WH(OPMAITHOHHBIX
¥ KOMMYHUKAIIMOHHBIX TEXHOJIOTUH;

— TpeboBaHUs OXpPaHbI TPY/A.

IIK 1.7. OdopmasTs
OpraHHU3alMOHHO-
pacnopsauTeNbHbIe
JIOKYMEHTBI

Y OPraHU30BbIBATh
paboTy ¢ HUMH, B TOM
qucie

C MCIIOJIb30BaHUEM
aBTOMATHU3UPOBAHHBIX
CUCTEM

HasrIkw:

— odopMIIeHHS OpraHU3aAIMOHHO-
pacnopsiANTENbHBIX TOKYMEHTOB

1 opraHu3aius paboTel ¢ HUMH, B TOM YHCJIC
C UCIOJIb30BAaHUEM aBTOMATU3UPOBAHHBIX
CHCTEM.

YMeHus:

— COCTaBJISATh MPOEKTHI OPTAHU3AIMOHHBIX,
pacropsIINTENIbHBIX M HHPOPMAIIMOHHO-
CIPaBOYHBIX JIOKYMEHTOB, B TOM YHCJIE
JIOKYMEHTOB, COJICPKAIINX
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KOH(PHUACHITMATHHYIO HHPOPMAIIHIO;

— o(opMIATH OpraHn3aIMOHHO-
pacropsIuTeIbHbIE TOKYMEHTHI (OpUTHHAIIBI
Y KOIIHH);

— CKaHHMpOBATh, KOIIUPOBATH

Y KOHBEPTHPOBATH JIOKYMEHTHI B pa3JIMUHbIC
dhopmartsr;

— OCYIIECTBISTH MPOBEPKY MTPOEKTOB
JOKYMEHTOB Ha COOTBETCTBHE ITPaBHIIaM
JIeJIONPOU3BO/ICTBA;

— TPUHUMATH U MPOBOJUTH MEPBUUHYIO
00paboTKy BXOASIINX IOKYMEHTOB;

— TPOBOIUTH MPEABAPUTEILHOE
paccMOTpEHHE BXOAAIIUX U BHYTPEHHUX
JIOKYMEHTOB;

— PErucTpUpOBaTh BXOSAIINE, HCXOASIINE
¥ BHYTPEHHHE JOKYMEHTHI,

— KOHTPOJHPOBATh MAPIIPYTU3AIHIO
JIOKYMEHTOIIOTOKOB B OpraHU3aluu
(cornmacoBaHme, OJNMCAHUE, YTBEPIKICHHUE,
perucTpanus, 03HaKOMJICHHUE U HUCIIOTHEHHE
JIOKYMEHTOB);

— OCYIIECTBIISATH CPOKOBBII KOHTPOIh
UCTIOJTHEHUS IOKYMEHTOB;

— OCYIIECTBISITH MIOATOTOBKY U OTIPABKY
UCXOMISIINX IOKYyMEHTOB;

— COCTaBIISATh OTYETHI U AaHATUTUYECKHE
CIpPaBKU 00 MCIIOJIHEHUH JOKYMEHTOB;

— BeCTH UHPOPMALMOHHO-CIIPABOYHYIO
paboTy 1o TIOKyMEHTaM;

— OCYILIECTBIATH pabOTy C OpraHU3alMOHHO-
pacnopsAUTENbHBIMU JJOKYMEHTAaMH

B aBTOMATH3MPOBAHHBIX CHCTEMaX.

3HaHUS:

— HOpMAaTUBHBIE ITPaBOBbIE aKThI Poccuiickon
®enepanyn B chepe AeT0MpPOU3BOICTBA;

— JIOKaJbHBIE HOPMATHUBHBIC aKTHI,
perIaMeHTHPYIONIUE NeSITETFHOCTh CIYKOBI
JIeTIOTIPOU3BOICTBA U €€ paOOTHHUKOB,
OpTraHM3aIMI0 BEACHUS EJI0NPOU3BO/ICTBA;
— COBpEeMEHHbIe HH(POPMALIMOHHbIE

Y KOMMYHHKAIIMOHHbIE TEXHOJIOTHH,
MpUMEHsIEMbIE B paboTe C TOKyMEHTAMU;

— CTpPYKTypa OpraHu3aliu, pyKOBOACTBO
CTPYKTYPHBIX MOApa3eNeHH, 00pa3Libl
MOJITUCEH JINII, IMEIOIIHNX TPABO MO ITHCAHUS
U YTBEPXKICHUS IOKyMEHTOB, U OIpaHUUYCHHS
30H HX OTBETCTBEHHOCTH,

— TpaBUJIa PYCCKOTO S3bIKA;

— TpeboBaHMsI OXpaHbl TPYAA.

I1K 1.8. OdopmasTs HagbIku:
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JIOKYMEHTBI
10 TUYHOMY COCTaBY
U OpraHU30BbIBAThH
paboTy ¢ HUMH, B TOM
qucIie

C UCIIOJIb30BaHUEM
ABTOMATHU3UPOBAHHBIX
CHCTEM

— 0o(opMIIEHHUS JOKYMEHTOB 110 JTUYHOMY
COCTaBy M OpraHM3aluy paboThl C HUMH, B TOM
YucJie ¢ UCI0JIb30BaHUEM
aBTOMATHU3UPOBAHHBIX CUCTEM.

YMeHnus:

- obecreunBaTh COXPAaHHOCTH MEPCOHATBHBIX
JAHHBIX pPaOOTHHUKOB;

— OpraHU30BBIBATh JOKYMEHTOOOOPOT

10 IPEJCTABIEHUIO JOKYMEHTOB I10 IIEPCOHAITY
B FOCY/1IapCTBEHHBIE OPIaHbI;

— OpraHu30BbIBaTb JOKYMEHTOOOOPOT

1o y4€Ty M IBUKECHUIO PAOOTHUKOB,;

— BECTU BOMHCKUH y4€T paOOTHHUKOB;

- BecTH y4€T paboyero BpeMeH! PabOTHHUKOB;
— 0(hOopMIIATh OPraHU3aLMOHHO-
pacnopsAUTENbHbIE JOKYMEHTHI 110 JINYHOMY
COCTaBYy;

— BECTH PErucTpanuio, yué€r, onepaTuBHOE
XpaHEHUE JTOKYMEHTOB 110 INYHOMY COCTAaBY;
— BECTHU JIOKYMEHTAIUIO, HOJTBEPKIAOLIYIO
CBEZICHUSI O TPYIOBOM J1€ATEIbHOCTH

U TPYZOBOM CTa)ke€ paOOTHHUKOB;

- (opMHpOBATH JINYHEIE JieNia pAOOTHHUKOB;

— 0o(hopMIIATh Aesa 10 JUYHOMY COCTaBY

JUIS TIepelaykl B apXUB OpraHu3allnu;

- paboTarh CO CHENHUATU3UPOBAHHBIMU
MH(POPMALMOHHBIMH CUCTEMaMH U 6a3aMu
JIAHHBIX 10 BE/ICHUIO Y4€Ta U JBHXKEHUIO
PabOTHHKOB.

3HaHUSA:

— HOPMAaTHBHBIE NPABOBBIE aKThI Poccuiickon
denepannu B chepe TPyAOBBIX OTHOLICHHH;

- JIOKaJIbHbI€ HOPMATUBHBIE aKTHI,
pErJIaMEHTUPYIOLINE TPYA0BbIE OTHOLICHHUS;

— COBpEMEHHbIE HH(OPMALIMOHHO-
KOMMYHHKAIIMOHHBIE TEXHOJIOTHH,
MIpUMEHsIEMbIE B padoTe C TOKYMEHTaMH

110 TUYHOMY COCTaBY;

- CTpPYKTypa OpraHu3alku, pyKOBOICTBO
CTPYKTYPHBIX NIOJIpa3cIICHUN;

- TpaBuJIa JAEJIONPOU3BOICTBA;

— TpaBWJIa PYCCKOTO SI3bIKa;

- DTHKAa JIeJIOBOrO OOIIEHHUS;

- TpeOOBaHMs OXPaHBI TPY/A.

IK 1.9.
OpraHu3oBbIBaTh
TEKyIllee XpaHCHHE
JOKYMEHTOB, 00paboTKy
JeT I ONepaTHBHOTO
Y apXMBHOTO XpaHEHMUS,
B TOM YHCIIC

C UCIIOJIb30BaHUEM

Hapriku:

— OpraHM3aliy TeKYIIETO XPaHCHUS
JIOKYMEHTOB, 00paOOTKH J1eT

JUTSL OTIEPAaTUBHOTO M apXUBHOTO XpaHEHUS,
B TOM YHCJIE C UCIIOIb30BAaHUEM
ABTOMATHU3HPOBAHHBIX CHCTEM.

YMeHus:
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aBTOMAaTU3MPOBAHHBIX | — pa3padaTbiBaTh HOMEHKJIATYPY 1€l
CUCTEM OpraHM3aluiy;

— TPOBEPATH NPABUILHOCTh 0OPMIICHUS
JIOKYMEHTOB M OTMETKH 00 UX UCIIOJHEHUU
nepea ux GopMupoBaHHEM B /IO

JUISL TIOCJIEYIOIEr0 XpaHEHUS;

- (opmHpOBaTh Jie1a, KOHTPOIUPOBATH
IIpaBIWJIBHOE U CBOEBPEMEHHOE PACIIPEIETICHUE
Y TIOJIIMBKY JOKYMEHTOB B J€JIa

B COOTBETCTBHM C HOMEHKJIATYpPOH JEN;

— IPOBEPATh CPOKU XPAaHEHMsI TOKYMEHTOB,
COCTaBJIATh IPOTOKOJ padOThI SKCIIEPTHON
KOMHCCHH I10 IIOArOTOBKE JOKYMEHTOB

K [Iepeiaye B apXUB;

— COCTaBJIATH aKT O BBIICICHUU

K YHUUYTOKEHUIO JOKYMEHTOB, HE MOIJIEKALIUX
XPaHEHHUIO;

— COCTaBISTh aKT 00 YHUYTOKEHUH
JIOKYMEHTOB;

— OCYILECTBIATH MOJHOE WIM YACTUYHOE
oopmiieHne 1e1 BpEMEHHOTO, TOCTOSTHHOTO,
JOJTOBPEMEHHOI'O CPOKOB XPaHEHUS;

— COCTaBJISITh OIUCHU €I CTPYKTYPHBIX
NOJIpa3eJIEHUI TIOCTOSIHHOT O,
JIOJITOBPEMEHHOI'O CPOKOB XPaHEHUs JJIs
nepeJady Jell B apXuB OpraHu3aluy;

— TIPUMEHSTHh UHPOPMALMOHHO-
KOMMYHHKAIIMOHHbIE TEXHOJIOTUH NPHU paboTe
C IOKYMEHTaMH.

3HaHUSA:

— HOPMAaTHBHBIE NPABOBBIE aKThI Poccuiickon
®eneparun B cepe AeT0MPOU3BOICTBA

Y apXUBHOTO €714,

— JIOKaJIbHbIE HOPMATUBHBIE AKTHI,
peraaMeHTHPYIOIINE BEIeHUE
JIEJIONPOU3BO/ICTBA U IIepelady A€l B apXUB
OpraHu3aIuy;

— BHJIbl HOMEHKJIATYp e, o01ue
TpeOOBaHUS K HOMEHKJIAType /1€, OPSII0K
paboTHI ¢ HEH;

- TopsA0K popMupOBaHus U 0popMIIeHUS
nen, crenuduka GopMUpoOBaHUS OTAEIbHBIX
KaTeropuii el

— IpaBWJIA XpAaHEHMS JI€]1, B TOM YHUCIIE

C IOKyMEHTaMH OTPaHUYEHHOT0 JI0CTYIIa;

— IIpaBWJIA BBIJAYM U UCIIOJIB30BaHUS
JOKYMEHTOB M3 C(OPMUPOBAHHBIX JEIT;

— TOPSJOK MCIIOJb30BaHMs TUIIOBBIX

WJIM BEIOMCTBEHHBIX MEpEYHEN JOKYMEHTOB,
OIIpEEIIEHUS] CPOKOB XpaHEHMsI B IIpOLIECCE
9KCIEPTHU3bI IEHHOCTH JOKYMEHTOB;
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— BUJIBI OTIHCEH JIeT OpTaHN3allu U TTOPSIO0K
paboThI C HUMU;
- TpeOOBaHMS OXPaHbI TPY/A.

BJ1 02. IIK 2.1. OcymectBiars | HaBbiku:

Opranuzanus KOMITJICKTOBaHNE — y4acTus B KOMIIJICKTOBAaHUY apXUBHBIMU
apXUBHOM paboTHI aApXUBHBIMH JI€IIaMU nenamu (JOKyMEHTaMH) apXiBa OpraHU3alluy.
10 JIOKyMEHTaM (ToKymMeHTaMu) apxuBa | YMEHHS:

OpraHu3aIuii OpraHu3aIH - paboratb

pa3IUUHBIX (HOpM C MOIpa3IeIICHUIMH/OpTaHU3aUIMH
COOCTBEHHOCTHU MCTOYHUKAMHU KOMITJICKTOBAHUS apXUBa;

— IPUHUMATh ApXUBHBIE Aeja (JOKYMEHTBI)
Ha IIOCTOSIHHOE WJIN JJOJTOBPEMEHHOE
XpaHEHHUE;

— y4acTBOBaTh B IIPOBEIEHUHU IKCIEPTU3BI
LIEHHOCTH PA3JINYHBIX TUIIOB U BUJI0B
JIOKYMEHTOB B COOTBETCTBHM C BHYTPEHHUMU
periaaMeHTaMy OpraHu3aluy;

- TPUMEHATH B pabOTE PEKOMEHIANN
9KCIIEPTHO-IIPOBEPOYHON KOMUCCUH

VI SKCIIEPTHONM KOMHUCCHM OpraHU3alliu;

— TPUMEHATH NIEPEYHU C YKA3aHUEM CPOKOB
XpaHeHus Ael (JIOKyMEHTOB);

- €000 AaTh HOPMATUBHBIE CPOKH XPaHEHHS
nell (JOKyMEHTOB);

— BECTH Y4ET UCTOUYHUKOB KOMIUIEKTOBAHHUS
apxuBa;

- HCIOJb30BaTh NEPEAOBON OTEYECTBEHHBII
Y 3apYOEKHBII ONBIT [10 KOMITJIEKTOBAaHHUIO
apxuBa JieflaMH (JOKYMEHTaMH ) TOCTOSIHHOTO
U J0JTOBPEMEHHOIO XpaHEHUS;

- HCIOJIb30BaTh COBPEMEHHBIE
aBTOMATHU3HPOBAaHHBIE, THPOPMAIIMOHHBIE

Y TEJIEKOMMYHHKAIIMOHHBIE TEXHOJIOTMH
JIOKYMEHTUPOBAHHBIX cep AesTeIIbHOCTH
OpraHH3alIMH.

3HaHUSA:

— HOpPMAaTHUBHBIE NPABOBBIC aKThI Poccuiickon
®eneparun B cepe AeT0MPOU3BOICTBA

Y apXUBHOTO €714,

- HAy4YHO-METOJUYECKHE KPUTEPUU
9KCIIEPTU3bI IEHHOCTU PA3JIMYHBIX TUIIOB

Y BUJIOB JIeN (JOKYMEHTOB);

- TEOpEeTHYECKHE U METOANYECKHUE aCIIEKThI
KOMIUIEKTOBAHMSI ¥ DKCIIEPTU3BI LIEHHOCTHU BCEX
BUJIOB JIOKYMEHTOB;

—  BHJIbI, PA3HOBUIHOCTHU U (pOpMaThI BCEX
BUJIOB JIOKYMEHTOB;

—  YHU(QHUIHUPOBAHHYIO CUCTEMY
OpraHMU3aIIOHHO-PACTIOPSAUTEILHON
JIOKYMEHTAI1H;

- CTaHJapThl 0(pOpMIIEHHUSI OPraHU3AIOHHO-
pacnopsiAMTEIbHON JOKYMEHTAIUY;
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- CHocOObI U TEXHOJIOTUHI
JOKYMEHTUPOBAHUS PA3IMYHBIX BUIOB
poQeCcCHOHATIBHOM JIeITETLHOCTH,

— OpraHHU3aIMOHHBIC TPUHIIUITHI
KOMILJIEKTOBAaHUS JeJT (JOKYMEHTOB)
OTPAaHUYEHHOTO JIOCTYIIA;

- TpeOOBaHMS OXPAHbI TPY/A.

[IK 2.2. Bectn yuér HaBbiku

apXHUBHBIX €I — BEJICHHUs y4E€Ta apXUBHBIX JIE]l
(10KYMEHTOB), B TOM (IOKYMEHTOB), B TOM YHCJIE C UCIIOJIb30BAHUEM
yucIe ABTOMAaTU3UPOBAHHBIX CHCTEM.

C UCTIOJIb30BAHUEM YmMmenus:

ABTOMATU3UPOBAHHBIX | — II0Jb30BATHCS YUYETHBIMU TOKYMEHTAMHU
CUCTEM B PaMKax 3JICKTPOHHBIX HHPOPMAITMOHHBIX

CUCTEM JOKyMEHTHPOBAHHBIX - cep
NESATeIIbHOCTH OpTraHU3aIuy;

— TIOJIb30BaThCS CEPTUDUIIMPOBAHHBIMU
ABTOMATHU3UPOBAHHBIMH CUCTECMAMH
JOKYMEHTUPOBAHHBIX Chep AeTEIbHOCTH
OpTaHMU3aIH 110 YYETY, peTUCTPAIUH,
KOHTPOJIIO JIeN (JOKYMEHTOB);

- TM0Jb30BATHCS MHPOPMAIIMOHHO-
CIPAaBOYHBIMU CHCTEMaMHU
JOKYMEHTHUPOBAHHBIX Cep MeATSIHEHOCTH
OpraHH3aI;

— BECTH CIIPAaBOYHO-TIOMCKOBBIC CPEJICTBA

K apXUBHBIM JieJaM (JOKYMEHTaMm);

— BECTH YYET CTPaxoBOro PoHIa apXUBHBIX
nen (I0KyMEeHTOB);

— TPHUMEHSTHh HOPMATUBHBIC ITPABOBHIC AKTHI,
JIOKaJIbHbIE HOPMATHUBHBIE aKThl OPTaHU3AINH
Y METOJIUYECKHE JOKYMEHTHI B 00JIacTH yuéTa
ApXUBHBIX el (IOKYMEHTOB);

— BHOCHTH IPEIOKEHUS

M0 COBEPIIEHCTBOBAHUIO METOAMUYECKOTO
obecrnieueHus yuéra pa3HbIX BHI0B
JIOKYMEHTOB B JIOKYMEHTHPOBAHHBIX cepax
NEeSITeNIbHOCTH OpraHu3aIiu.

3HaHUS:

- HOpPMAaTHUBHBIE IIPABOBBIE aKThl Poccuiickoit
®denepanyn B chepe 1eI0mpon3BoICTBA

Y apXUBHOTO JIeTIa;

— METOJIUYECKHE TOKYMEHTHI

Y HaIlMOHAJIbHBIE CTAHJIAPTHI B 00IaCcTH yuéTa
JIOKYMEHTOB ¥ JIOKYMEHTHPOBAHHBIX chep
NEeSTeIbHOCTH OpraHU3aIuy;

— OTCYCCTBCHHBIC M 3apyOCIKHBIC
cepTU(UIIMPOBAHHBIE CHCTEMBI
ABTOMATH3UPOBAHHOTO YIETa apXUBHBIX JICIT
(moKyMEeHTOB);

- TpeboBaHMs K YUETY 0000 EHHBIX

Y YHUKAJIbHBIX apXUBHBIX Jel (IOKYMEHTOB);




18

— CPOKH BBITIOJTHEHUS paboT Mo y4éry
ApXMUBHBIX e (JOKYMEHTOB);

- oOuye NpUHIMMIBI y4éTa

Y KOMIUIEKTOBaHUS el (JOKyMEHTOB)
OTPaHUYEHHOTO JIOCTYIIA;

- TpeOOBaHMS OXPAHBI TPY/A.

[IK 2.3. Ocy1iiecTBisiTh
XpaHEHUE apXUBHBIX
nen (TOKyMEHTOR)

C TIOCTOSIHHBIM CPOKOM
XpaHeHus u

10 INYHOMY COCTaBY

B apXMBE OpraHU3alUuu

HaBbiku

— OCYILECTBICHUS XPaHEHUsI apXUBHBIX 1€
(IOKyMEHTOB) C IIOCTOSIHHBIM CPOKOM
XpaHEHUs U 10 JIMYHOMY COCTaBYy B apXUBE
OpraHu3aluu.

YmMmenus:

— CHCTeMAaTHU3HpOBaTh Jeja (JOKYMEHTHI);

- pa3MellaTh apXuBHBIE Jiea (JIOKYMEHTHI)
Ha MECTaxX XpaHEHUsl B COOTBETCTBUU

C HOpPMaTHBHBIMH TPEOOBAHUSAMH B 00JIaCTH
apXMUBHOIO JI€JIa U YIPABIECHUS TOKYMEHTaMU;
- co0nroAaTh HOPMaTUBHBIE PEKUMBbI
XpaHEHUs apXUBHBIX el (IOKyMEHTOB)

Ha JIFOOBIX HOCHTCIIAX;

— MPOBOJUTH NMPOBEPKY MOJHOTHI COCTaBa
ApXMUBHBIX JOKYMEHTOB B €AMHHUIIAX XPAHEHUS;
— MPOBOJUTH ONMCAHNE APXUBHBIX JEII
(1OKyMEHTOB);

— COCTaBJIATh CIIPAaBOYHO-TIOMCKOBBIE
CPEJCTBA K apXUBHBIM JieJIaM (JIOKyMEHTaM);

— BECTH YYET U KOHTPOJIb BbIIaYU apXUBHBIX
nen (TIOKYMEHTOB) U3 apXUBOXPAHUIIHIIA U UX
BO3BpATA;

— BECTH YYET U KOHTPOJIb NIEPEAYN JIEIT
(mOKyMEHTOB)

B IrOCY/1apCTBEHHBIA/MYHUIIUTIAIbHBIN apXUB
WJIM Ha MHOE BHEIIIHEE XPAaHEHHE U MpUuéMa Jel
C BHEILIHETO XpaHEHUs;

— TPOBOAMTH MOJIMCTHYIO IPOBEPKY
(hU3MUECKOTO COCTOSIHUS JIeN (JOKYMEHTOB);

- pa3bICKUBaTh HEOOHAPYKEHHBIE JeIa
(mOKyMEHTHI);

- 3auMIaTh HHGOPMaIMOHHbBIE PECYPCHI
apxuBa OT HECAaHKLIMOHUPOBAHHOI'O JOCTYTIA.
3HaHUs:

- HOpPMAaTHUBHBIE IPABOBBIE aKThl Poccuiickoit
®enepannu B chepe 1e10Mponu3BoICTBA U
apXMUBHOTO JIENIa;

— HOPMaTHBHBIE NPABOBBIE aKThl Poccuiickon
®eneparun B 061actu HHGopMaru,
MH(OPMALIMOHHBIX TEXHOJIOTHH, 3aIIUTHI
nH(OPMAILIUY U TIEPCOHATBHBIX JTaHHBIX,
uudposoii Tpanchopmanuu;

- HOpPMAaTHUBHBIE IIPABOBBIE aKThl Poccuiickoit
®denepannn B 0071aCTH KOHPUIECHITUATEHOCTH
nH(pOpMaINH;
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- TpaBWJIa XpaHEHUs 1T (IOKYMEHTOB)
B COOTBETCTBHUH C UX THIIAMHU;

- TOPSIOK GOPMHUPOBAHUS IOKYMEHTOB
B KOMIUICKTBI, TPYIIIIbI, TUIIHI,

- TpeOoBaHHS K OOPMIICHHIO IOTOBOPOB
Ha pean3alfio YCIyT BHEITHETO XpaHEHHS
nen (TOKyMEHTOB);

— CpOKH BBHINOJHEHUS paboT;

- TpeOOBaHMS K YCTAaHOBJICHHBIM HOpMaM
BBIPAOOTKHY;

- TpeOOBaHMS OXPaHbI TPY/A.

IIK 2.4. OcymectBiars | HaBbiku:

XpaHEHHE, - obecrieyeHus: XpaHEeHUs!, KOMIUIEKTOBaHHUS,
KOMIUIEKTOBaHUE, YUET | y4€Ta U UCIOJIb30BaHUs el (JOKYMEHTOB)

U UCII0JIb30BaHUE eIl BPEMEHHOI'0 XpaHEHUs.

(1OKyMEHTOB) YMmenus:

BPEMEHHOI'O XpaHEHHUsT | — OpraHU30BbIBaTh U 00ECIIEYMBATh XpPaHEHUE
nen (TOKYMEHTOB) BPEMEHHOTO XPaHEHUS
OpraHu3alK B TPAJUIIMOHHOM U B
3JIEKTPOHHOM BU/IE;

— KOHTpPOJIUPOBATh pazpabOTKy
CTPYKTYPHBIMHU TIOJpa3ICIICHUSIMH OTTHCEH

Y aKTOB O BBIJICJICHUM HA YHUUTOKEHHUE JeJT
(TOKyMEHTOB) BPEMEHHOTO XPaHEHUS

B TPAJIMLIMOHHOM U B 3JIEKTPOHHOM BHUJIE;

- (GOopMHPOBATH ETUHUIIBI XPAHECHHS
JIOKYMEHTOB JUISl X ITOCJIEIYIOIIEro
pa3MelIeHys B apXUBE OpraHu3aluu;

— COCTaBIATH CIIPABOYHO-TIOMCKOBBIE
CPEICTBA K apXUBHBIM JiesIaM (JIOKyMEHTaM);
— OCYUIECTBJIATH MMOMCK JeI (JIOKYMEHTOB)
BPEMEHHOI'O XpaHEHUs B IPOLIECCE UX
XpaHEHUs B CTPYKTYPHBIX HOJpa3IeIeHUsIX

Y apXHBE OpTraHU3aINH;

— OCYILECTBIATh METOAUYECKOE PYKOBOJICTBO
opraHu3zanyei xpaHeHus aei (JOKyMEHTOB)

B CTPYKTYPHBIX TIOJpa3IeNICHISIX OPTaHU3aIHH;
— OKa3bIBaTh CTPYKTYPHBIM MOAPa3eICHUIM
MPAKTHYECKYIO TIOMOIIb B OPTaHU3AIIH
XpaHeHUs Jel (JOKYMEHTOB);

- paspabaThIBaTh CIPaBOYHO-
UH(pOPMAIIMOHHBIE TOKYMEHTHI

10 OpraHu3allii UCTIOJIb30BaHUS J1E]
(IOKyMEHTOB) BPEMEHHOT'O XpaHEHUS

B CTPYKTYPHBIX TIOJpa3/IeNICHISIX U apXUBE
OpraHu3aINy;

— TPOBOAMTH IKCIEPTU3Y HEHHOCTHU el
(TOKyMEHTOB) BPEMEHHOT'O XpaHEHHUS,
NepeIaHHbIX B APXUB;

— OIpEaeNsATh CPOKH XpaHEHUS el
(TOKyMEHTOB) BpEMEHHOTO XPaHEHHUS;
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- o0ecrnieunBaTh 3alTUTY [T (JIOKYMEHTOB)
BPEMEHHOI'O XpPaHEHUs B OpraHU3allH

OT HECAaHKLIMOHUPOBAHHOTO JIOCTYTIA WU
YHUYTOXKEHUS,

— TPOBOAUTH (HU3MUECKOE YHUUTOKECHHE eI
(I0KYMEHTOB) BPEMEHHOI'O XpaHEHUS

C UCTEKIIMMHU CPOKAMHU XpaHEHUS MOCIe
COIJIACOBAHUS CO CTPYKTYPHBIMU
1oJIpa3iesIeHUsIMU OpraHU3allNH;

- 0ohopMIIATh yYETHBIE JOKYMEHTHI

00 YHUYTOXEHUH JeN (JJOKYMEHTOB)
BPEMEHHOI'O XpPaHEHUs C UCTEKILIUMU CPOKaMU
XPaHEHHUsI COBMECTHO CO CTPYKTYPHBIMH
[I0/Ipa3ICJIEHUSMU OpTaHU3aL|H.

3HaHUS:

— HOPMAaTHBHBIE NIPABOBBIE aKThl Poccuiickon
®enepanuu B chepe 1e10Mmpou3BOICTBA U
apXUBHOTO /€714,

— HOPMAaTHUBHBIE NIPABOBBIE aKThl Poccuiickon
®enepanuu B 00J1aCTH 3aIIUTHI IEPCOHATBHBIX
JAHHBIX;

— HOpPMaTHBHBIE MTPABOBbIE aKThl Poccuiickoii
®denepanyu B 00J1aCTH KOHPUIECHINATBHOCTH
uHdopmanuu;

— METOJUYECKHE TOKYMEHTbI

U HaIlMOHAJbHBIE CTAHAPTHI B 00JIaCTU
JIEJIONPOU3BO/ICTBA U apPXHUBHOTI'O JEJa;

- METOoJuKa pa3paboTKu POpM YUETHBIX
JIOKYMEHTOB B TPAJAUIIMOHHOM U B
JJIEKTPOHHOM BHJIE;

- TpaBWJa CUCTEMATU3alUU

U KJIacCU(PUKAIMU JTOKYMEHTOB;

- 0COOEHHOCTH OpTaHU3AINK XPAaHEHUS JeI
(mOKyMEHTORB) Ha Pa3TUYHBIX HOCHUTEIISIX;

— - KpUTEPHUH ONPEJIEICHUS IEHHOCTH el
(TOKyMEHTOB) JUIsl JaJIbHEHIIero XpaHeHus
WM YHUYTOXKEHHUS,

- TpeOoBaHMS K IIPOIlecCaM YHUUTOKEHHS
MH(}OpMAaLIUY B TPAJIULIUOHHOM H 3JIEKTPOHHOM
BU/IE;

- TpebOBaHMS OXpaHbI TPY/A.

IIK 2.5. OcymectBnsate | HaBbiku:

HCIIOJIb30BaHNE —  OCYILIECTBJIEHHUS UCIIOIb30BaHUS APXHUBHBIX

ApXUBHBIX JEJ nen (I0KyMEHTOB), B TOM YHCIIE

(TOKyMEHTOB), B TOM C UCIIOJb30BAaHUEM aBTOMATH3UPOBAHHBIX

YHCIe CHCTEM.

C MCIOJIb30BAaHUEM YMmenus:

ABTOMAaTU3UPOBAHHBIX - CHCTEMaTH3UPOBATh U 0000IIaTh CBEICHUS

CHCTEM 0 COCTaBE U COAEPKAHUH APXUBHBIX JIEIT
(moKyMEeHTOB);

- HCIIOJIb30BaTh HH(OPMALIMOHHBIE
TEXHOJIOTHH B 00JaCTH CO3JaHUs CIIPAaBOYHO-
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MTOMCKOBBIX CPEACTB apXHBa U
JOKYMEHTUPOBAHHBIX c(ep AeITeTbHOCTH
OpraHu3aIuy;

- (opmupoBaTH OCHOBHBIC

U BCIIOMOTaTeIbHbIE BUbI QPXUBHBIX
CIPAaBOYHHUKOB B JIEKTPOHHOM (opMme;

- TMOATOTaBJIMBATH HH(OPMAIIMOHHbBIE
JIOKYMEHTBI 110 3aIIpocaM MoJIb30BaTeIen
Pa3IMYHBIX KaTErOpHil.

3HaHUA:

- HOpMAaTUBHBIE TPaBOBbIC aKThl Poccuiickoin
®enepanyn B cepe AeT0NPOU3BOICTBA;

- HOpMAaTUBHBIE TPaBOBbIC aKThl Poccuiickoin
®deneparun B 007aCTH 3aIIUTHI TEPCOHATBHBIX
JTAaHHBIX;

- METOJMYECKUE JOKYMEHTHI B 00JaCTH
UCIIONIb30BaHUs U MyOJIMKAIIMKU apXUBHBIX JIelT
(1OKyMEHTOB);

- cepTU(PUIMPOBAHHBIE HH(OPMALIMOHHO-
MOMCKOBBIE CHCTEMBI B 00JIaCTH pa3padOTKH
HAy4YHO-CIIPABOYHOTO arapara
JOKYMEHTUPOBAHHBIX chep AesTeIbHOCTH
OpraHu3aluy;

— CPOKH BBIMIOJIHEHUS PadOT [0 OpraHu3aluu
UCIIOJIb30BaHUs apXUBHBIX €l (JIOKYMEHTOB);
— OpraHU3allMOHHbIC MPUHIUIIBI
UCIIOJIb30BaHUs JOKYMEHTOB OTPaHUYEHHOTO
JOCTYTIa;

- TpeOOBaHUs K MMOATOTOBKE apXHUBHBIX
CIPAaBOK U BBIMKMCOK U3 aPXUBHBIX JOKYMEHTOB;
- TpebOBaHUs OXpaHbl TPYyAa.

B/J1 03. IIK 3.1. OcymectBisite | HaBbiku:

OcBoeHue BUIOB COCTaBJICHUE — COCTaBJICHHE ¥ O(OPMIICHUE CITY>KEOHBIX

pabot 1o oHOM 1 oopMIIeHHE JIOKYMEHTOB.

VTN HECKOJBKHM CITyKeOHBIX Ymenus:

npodeccusim JTOKYMEHTOB Ha OCHOBE | — TIPHUMEHSTH YCTAHOBJICHHBIN COCTaB

paboumx, TpeOoBaHU PEKBH3HUTOB B 3aBUCHMOCTH OT BUIa

JOJDKHOCTSIM COBPEMEHHBIX JTOKYMEHTA;

CITyKaIIX HOPMAaTHBHBIX - TPaBWIBHO pacrojaratb ¥ 0QpOpMISTh
MIPaBOBBIX aKTOB PEKBH3HTHI HA JINCTE TIPU COCTABICHUN

JIOKYMEHTA;

— TPUMEHSTh COBPEMEHHBIE
WH(POPMAIIMOHHO-KOMMYHUKAITMOHHBIC
TEXHOJIOTHH U1 pPaOOTHI C TIOKYMEHTaMH,
B TOM YHCJIE JJIsl €€ ONITUMU3AIUH U
noBbIIeHUs 3 PeKTuBHOCTH;

— TPUMEHSTH MIPABHUIIA PYCCKOTO SI3BIKA.
3HaHUA:

- BUJBI IOKyMEHTOB, NX Ha3HAYCHHE;

- TpeboBaHUs, IPEIbSIBIIIEMbIC

K JOKYMEHTaM B COOTBETCTBHHU

C HOPMaTHBHBIMH NIPABOBBIMU aKTaMH
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Y TOCYAapCTBEHHBIMH CTAH/IAPTAMU;

- TMpaBWJIa COCTaBIEHUS U OpopMIIeHUS
UH(GOPMaIMOHHO-CIPABOYHBIX,
OpraHM3aLMOHHBIX, YIIPaBICHUECKUX

JOKYMEHTOB.

IIK 3.2. OcymectBisars | HaBbiku:

OPraHM3aLMIO TUIIOBBIX | — IpPHEM U 00pabOTKa THIIOBBIX TOKYMEHTOB;
IPOLIECCOB — MpPEeABAPUTENIEHOE PACCMOTPEHUE
JTOKyMEHTO000poTa ¥ COPTHPOBKA IOKYMEHTOB

Ha PErUCTPUPYEMbIEC U HEPETUCTPUPYEMBIE;
— IOATOTOBKA THUIIOBBIX JJOKYMEHTOB

JUIsL pACCMOTPEHUSI PyKOBOJUTEIIEM;

— perucrpauus TUIOBBIX JIOKYMEHTOB;

- Opra’u3anus JOCTaBKU THUIIOBOU
JOKYMEHTALUU UCIIOJTHUTEIISIM.

Ymenus:

— TPOBEPSATHh NPABWIBHOCTH JOCTABKU
KOPPECTIOHICHIIUU, TTPABUIILHOCTD U
LEIOCTHOCTD BIIOKECHMS;

- OIICHUBATH COACP>KAHUE THUIIOBBIX
JIOKYMEHTOB C LI€JIbIO UX paclpeiesICHus;

— TI0JIb30BATHCSI aBTOMATHU3UPOBAHHBIMU
CUCTeMaMHU y4eTa, perucTpaiuu npu padore
C TUTIOBBIMH JIOKYMEHTAMU OpPTraHU3aIUu;

— ONpeleNsATh MapIIPYT IBHKEHUS TUIIOBOTO
JIOKYMEHTA U IOBOJIUTH JOKYMEHTHI 70
UCIIOJIHUTEJIEH B ONIPE/ICJIEHHBIE CPOKH;

- paboTaTh CO Bcel COBOKYITHOCTBIO
UH(GOPMaIMOHHO-T0KYMEHTAIIHOHHBIX
peCypcoB OpraHU3aluu.

3HaHUS:

-~ HOPMATHBHBIC MPABOBHIC AKThHI

Y HOPMATHUBHO-METOJUYECKUE JOKYMEHTHI,
oTpeAesoMe NOPSA0K JOKYMEHTAMOHHOTO
obecrieueHus yrpaBiIeHUS;

— CTPYKTYypa OpraHu3allH, PyKOBOJICTBO
CTPYKTYPHBIX MOAPA3CIICHHI;

- CcoBpeMeHHbIe HHHOPMAIMOHHBIE
TEXHOJIOTHH pabOThI C JOKYMEHTAMU;

— TOpPSAOK pabOThI C TUIIOBEIMU
JIOKYMEHTaMH.

7. MarepuanbHO-TEXHHUECKOE o0ecrieyeHne 00pa3oBaTeIbHON MPOrpaMMBl

7.1. TlepedeHb crieMAbHBIX TOMEIIEHUI

KabOuneTtsr:

—  OOIIEeCTBEHHO-HAYYHBIX U TYMAaHUTAPHBIX YU€OHBIX MPEIMETOB, U JUCIUILINH,

—  ©CTEeCTBEHHO-HAYYHBIX U MATEMATHUUYECKUX YUEOHBIX MPEIMETOB, U JUCIIUILINH;

—  OCHOB 0€30MacHOCTH M 3alIUTHl POIMHBI, 0€30MaCHOCTH KU3HEACITETLHOCTH U OXPaHbl
TPYaa;

—  nH()OPMATHUKHN ¥ HHIUBUIYATHLHOTO IPOSKTUPOBAHHS;

—  TPaBOBOTO U JOKYMEHTAITMOHHOTO 00ecriedeHus B Tpo(PeCcCHOHATIbLHON e TENhHOCTH,
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—  HWHOCTPAHHBIX S3BIKOB B MPO(ECCHOHATBLHON IS TEIILHOCTH;

—  DKOHOMHYECKHX JUCITUIUIMH B PO(ECCUOHATBLHON IeITeTbHOCTH;

— npodeCcCHOHAIBHBIX AWCHUIUIMH crnenuanbHocTd  46.02.01.  JlokymMeHTalmoHHOE
obecrieueHre ypaBJICHHUS U apXUBOBEICHHUE.

Jlaboparopuu:

—  MyJbTHUMEAMITHAs 1a00paTopusi HHOCTPAHHBIX S3BIKOB;

—  MH(POPMAIMOHHBIX TEXHOJOTUM U KOMMYHHUKATUBHBIX TPEHUHTOB;

—  JIOKYMEHTOBEACHHS JCIIONPOU3BOJCTBA U OPTTEXHUKH.

CnopTUBHBIN KOMILICKC:

—  CHOPTHBHAS IUIOIIAJIKA;

—  CIIOPTHBHBIH 3al.

3amr:

—  OubnmoTeKa, YUTAIBHBIH 32l C BBIXOJIOM B ceTh VIHTEepHET;

—  aKTOBBIi1 3all.

7.2. MarepuaiabHO-TEXHMUYECKOE OCHAILleHHE Ja00opaToOpuil U MacTepCKUX

KabuneTsl ocHamieHbl o0opymoBanueM (paboune MecTa oOydaromuxcs, padodee MeECTO
npenojiaBaTesnsi, MapKepHas J0CKa), KOMIUIEKTaMH y4eOHO-METOJUYECKUX  MaTepuanoB
U METOJUYECKHX MO0COOMH (CTeHAbl, IUIaKaThl), TEXHUYECKUMHU CpPEACTBAMH OOydeHUs
(HoyTOyKu/IIK ¢ BbIXOzOM B ceTb MHTEpHET, NIpOeKTOp, MarHUTO(OH, ayTUOKOIOHKH, IKPaH) JUIs
IIPOBEJCHUS 3aHATUN BCEX BUJOB, IPEAYCMOTPEHHBIX 00pa30BaTENIbHOM NPOrpaMMoi, B TOM YHCIIe
IPYNIIOBBIX M MHIMBHUIYaJbHBIX KOHCYJIbTALUMH, a TaKXe Ul MPOBEICHUS TEKYLIEro KOHTPOJI,
IIPOMEXYTOUYHOM M TOCYJapCTBEHHON HWTOTOBOW aTTECTallMM, IOMEIIEHUs [UIsl OpraHu3aliu
CaMOCTOSITEJIbHOW U BOCIIUTATEIbHON paboThI.

7.3. DIeKTpOHHO-OUOIHOTEUHAS cucreMa u AIICKTPOHHAS nH(pOpMaIMOHHO-
oOpa3zoBatenpHas cpena. [ledarHeie m3manusi He wucnonbidyroTces. OIl momHOCTRIO ObOecredeHa
AIIEKTPOHHBIMU U3AaHUsAMH. OO0ydaronmmcs o0ecrieueH yaaleHHbIN A0CTYH, K HH(OPMaIlMOHHBIM
OMOJIMOTEYHBIM CHCTEMAM:

- OmnektponHas oubnuoreka PITY https://liber.rsuh.ru/ru;

- Onexrponssii pecypc: DbC «3Hanmym» http://znanium.com,;

- DnexrponHslii pecype: IBC «tOpaiit» https://urait.ru;

—~  COBpPEMEHHBIM MpPO(PECCHOHATBFHBIM 0a3aM MaHHBIX W WH(POPMAIMOHHBIM CIIPABOYHBIM
CHUCTeMaM, YKa3aHHbIM B pa0ouyuX MporpaMmax ITUCIHIUINH, MPEAMETOB, MPO(hecCHOHATBHBIX
MOJYJIEH.

7.4. Kanposble ycinoBusl peanu3aiii 00pa3oBaTeIbHON IPOrpaMMBbl pean3aiys:

- OII obecneunBaeTcs negarornyecKuMu pabOTHUKaMHU 00pa30BaTENIbHOW OpraHM3aluy,
a TaKk)Ke JIMLIaMU, IPUBJIEKAEMbIMU K peain3alii 00pa3oBaTesIbHOM MPOrpaMMbl HAa MHBIX YCIIOBHSIX,
B TOM YHCIIe U3 YHUCla PYKOBOJUTEIEH U paOOTHUKOB OpraHM3alluii, HAllpaBICHUE NEATEIbHOCTH
KOTOPBIX COOTBETCTBYET 0O0JacTH MpOdeCcCHOHATHHOW AESITEIPHOCTH (MMEIOIMIMX CTaX pPaOOTHI
B JIaHHOW IIpodecCHOHaIbHOM 00J1aCT HE MEHEe TPEeX JIET);

- KBaTM(UKaAIUA TMMEIarorndecKux pabOTHUKOB 00pa30BaTEIHHOW OpraHHW3allid JOJDKHA
0TBEYaTh KBAIM(UKAIUOHHBIM TPeOOBAHUSAM, yKa3aHHBIM B KBAJIM(UKAIIMOHHBIX CIPAaBOYHHKAX
U (1) npodeccuoHaNbHBIX CTaHAapTaX (MpU HATUYHUK);

- memarorudeckue paOOTHHMKM, MpUBIEKaeMble K peaju3aluu  o0pa3oBaTeNbHOM
IpPOrpaMMbl, TMOJY4YalOT [OMOJHUTEIbHOE MNpOoQeccHOHANbHOE O00pa3oBaHUE [0 Iporpammam
MOBBIIIIEHUS KBATM(UKALMK HE peXe OJHOTO pa3a B TPU roja C YUETOM PACIIMPEHUs CIEeKTpa
npodecCHOHANBHBIX KOMIIETEHIIMH, B TOM uuciae B (GopMe CTaKUPOBKHM B OpraHHU3alMsiX,
HalpaBJIeHUE JIeATEIILHOCTH KOTOPHIX COOTBETCTBYET 00JACTH MPO(heCcCHOHANBHON AEATeNbHOCTH,
a TaKKe B APYTUX 00IacTAX MPOPeCcCHOHANBHOMN AeATeIbHOCTH U (WiIH) chepax npodeccuoHaIbHON
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ACATCIIbHOCTHU Ipu yCii0BUHA COOTBETCTBUA MOJIYYCHHBIX KOMHGTCHI_II/Iﬁ Tpe60BaHI/ISIM
K KBaTU(DUKAIIUU TIearOrM4ecKoro paboTHUKA;

- J0JI ImeJarorndycCKmux pa6OTHI/IKOB, HMCIOIIUX OIIBIT ACATCIBHOCTU HC MCHCC TPCX JICT
B OpraHH3aIlMsX, HAPaBJICHUE NS TEIbHOCTH KOTOPBIX COOTBETCTBYET 001aCTH MPO(HECCHOHATLHOU
JESTEIIbHOCTH, B OOIIEM 4YHCJIEe NEeAarorndecKuX pabOTHUKOB, OOECIEYMBAIOIIUX OCBOCHHE
o0y4aromuMucs npodecCHoHALHBIX MOYJICH 00pa3oBaTeIbHOMN MporpamMmbl, He MeHee 25 %.

7.5. ®uHAHCOBBIC YCIOBHS peain3aiiuu 00pa3oBaTeIbHON TPOrPaMMbI

duHaHCOBOE O00CCICUEHUE peaTn3alii 00pa30BaTEIBHON MPOTPaMMBbI OCYIIECTBIISCTCS
B 00beMe HE HIKE OIPEICIICHHOTO B COOTBETCTBUU C OIOPKETHBIM 3aKOHOIAaTeNbCTBOM Poccuiickoit
Oeneparn 1 DenepanbHbiM 3akoHOM 0T 29.12.2012 Ne 273-D3 «O6 obpazoBanuu B Poccuiickoit
denepanum.



