





npodeccuoHaNnbHBIX KOMMeTeHIMiA B cooTBeTcTBUH ¢ TpedoBanusmMu ®I'OC CITIO mo maHHOMH
CTEIHATBHOCTH.

KBanudukauus, mnpucBanBaeMasl BBIMyCKHUKAM OOpa30BAaTENbHOW MPOTpamMMbl  —
CTIEIHAJIUCT IO JOKYMEHTAI[HOHHOMY O0€CIIeYSHHIO YIIPABICHUS U aPXUBHOMY AEIY.

®dopma oOy4eHus: OUHasl.

OO0pasoBarenpHas mporpamMma peannsyercs Ha 0asze cpenHero oomero o0pa3oBaHusl.

Cpok monayueHusi oOpa3oBaHusi 1O crnennanbHocTH 46.02.01 JloKyMeHTallMOHHOE
obecrieueHrne ympaBjiIeHHUs U apXuBOBeneHUe B coorBercTBuu ¢ TpedoBanusimu ®IOC CIIO
coctasiyisteT 1 rog 10 mecsiues.

CtpykTypa 00pa3oBaTeNbHONW MPOrPaMMBbI BKJIFOYAEeT OOSI3aTENbHYK) 4YacTh W 4YacTh,
dbopMUPYEeMYIO YUaCTHUKAMHU 00Pa30BaTEbHBIX OTHOIICHH! (BAPHATUBHYIO YaCTh).

OOsi3aTenbHass 4acTh OOpA30BATENBHON MPOrpaMMbl HaIpaBiieHa Ha (HOPMHUPOBAHUE
o0mux u mpodecCHOHANBHBIX KOMIIETSHIINHN U cOocTaBisieT He Oosee 70 MPOLEHTOB OT 00IIero
o0beMa BpeMeHHU, OTBEJICHHOTO Ha €€ OCBOSHHUE.

BapuatuBHass 4acTh 0OOpa3OBaTeIbHOW MPOTrpPaMMbI aeT BO3MOXKHOCTb PACIIUPEHHS
OCHOBHBIX BHJIOB JAESTEIBbHOCTH, K KOTOPBIM JOJDKEH OBITh T'OTOB BBINYCKHHK, yTITyOJIeHUs
MOJATOTOBKH  OOYYaIOMErocsi, HeOOXOMUMBIX [Jii O0eCHeueHus] KOHKYPEHTOCIOCOOHOCTH
BBIMYCKHUKA B COOTBETCTBUHU C 3aIPOCAMU PETHOHAILHOTO PhIHKA TPY/Ia.

3. XapaKrepHucTHKa IpodpecCHOHAIbHOM AeaTe/IbHOCTH BBINYCKHUKA

3.1 Obnactp mpodecCHOHATBPHON NeATENbHOCTH BBIMYCKHUKA: 07 AIMHUHHCTPATUBHO-
ynpaBJieH4YecKast U OQHUCHAs e TebHOCTb.

3.2. CooTBeTCTBHE BUAOB AEATEIBHOCTU NPO(PECCHOHATBHBIM MOTY JISIM:

HawnmenoBanue BHUAO0B ACATCIBHOCTU

HanmeHnoBaHmne npodeCCHOHANBHBIX MOAYJIEH

Ocy1ecTBieHre OpraHu3aliOHHOrO U
JOKYMEHTALMOHHOTO 00eCTeYeHHsI
JEATEebHOCTH OpraHU3aLUH

IIM.01 OcyiecTBiaeHre OpraHu3aluOHHOIO U
JOKYMEHTALMOHHOTO 00eCTIeUeHHsI
JEeATEeIbHOCTH OPraHUu3alnuu

Opranmuzanust apxuBHON pabOTHI IO
TOKyMEHTaM OpPTaHU3aLUi Pa3InIHbIX (HOpM
CcOOCTBEHHOCTH

IIM.02 Opranu3sanusi apXuBHOH padOTHI MO
TOKyMEHTaM OpPTaHU3aLUi Pa3InIHbIX HOpM
cOOCTBEHHOCTHU

BrimonHenne paboT o ogHOH UiH
HECKOJIbKUM npodeccrsiM padbouux,
TOJDKHOCTSIM CJTY KAIIHX

IIM.03 BrmosHerne padoT Mo OJHOH HITH
HECKOJIbKUM npodeccrsiM padbouux,
JOJDKHOCTSIM CJTY KAIIHX

4. [InaHupyeMble pe3yIbTaThl 0CBOEHUS 06Pa30BaTe/IbHO I MPOTrpaMMbl

4.1. O0Lue KOMIIETEHLIUA

Kon DopmyHpPOBKA
3HaHus, yMeHusi
KOMIEeTeHIHH KOMIEeTEHIHH

OK 01 Bribupats ciocoOsr YMeHus: paciO3HABATH 33144y W/UJIH MPOOJIeMy
pelieHus 3amaq B IPO()eCCHOHATILHOM U/HJTH COLUATBHOM
npodeCCHOHATBHON KOHTEKCTE, aHAJIM3UPOBATh 3a7a4uy W/Win
AeSITeTbHOCTH npoOJeMy | BBIIENATH €€ COCTAaBHBIC YaCTH,
PUMEHUTEIBHO K OIpeesIsITh 3Talbl PELICHUS 3a1a41; BbISIBJIATD U
Pa3IUYHbIM 3¢ (}eKTUBHO UCKaTh HHPOPMALIHIO,
KOHTEKCTaM HEOOXOIUMYIO IS PELICHUS 3a0a9d 1/ HITH

npoOJIeMBI, COCTABIISITh IIJIAH AEHCTBUS,
OTpeneNATh HEOOXOUMBIE PECYPChI, BIAETh
aKTyaJbHBIMH METOIaMH PaOOThI B
npodecCHOHATBPHON M CMEKHBIX chepax;




PEeanu30BbIBATh COCTABJICHHBIH IJIaH; OLICHUBATH
PEe3yJIbTAT U MOCJIECTBUSA CBOMX JACUCTBUI
(CaMOCTOSATENTEHO MJTH C TTOMOIIBI HACTABHUKA)

3HAHUSA: aKTyaNbHBINA TPO(ECCHOHANBHBIN U
COLIMANIbHBIA KOHTEKCT, B KOTOPOM MPUXOAUTCS
padoTaTh U KUTb;, OCHOBHBIE HCTOUHUKH
UH(POPMALIUU U PECYPCHI AJIS PEIIeHHUs 3a1a4 U
npobsieM B PO eCCUOHATEHOM H/UITH
COLIMAJIbHOM KOHTEKCTE, aJITOPUTMBI
BBITTOJIHEHUS! padoT B mMpodhecCHOHATBHON U
CMEKHBIX 00JIaCTSX; METOIBI PA0OTHI B
npodeCcCHOHATBHON U CMEKHBIX chepax;
CTPYKTY DY ILIaHA IUISA PELICHUS 3a1a4; TOPSIOK
OLIGHKHU PEe3yJIbTATOB PELICHHUs 3a1a4
poheCCUOHATTBHOM eI TEIbHOCTH

OK 02

Hcnonb3osare
COBPEMEHHbBIE CPEACTBA
MOMCKA, aHaJIH3a U
UHTEPIpETau
uHpOpMaLNU U
UH(POPMALIMOHHBIE
TEXHOJIOTUH JUJIS
BBIMTOJTHEHUS 337144
npodecCHOHATbHOM
AeSITeIbHOCTH

YMeHust: onpenensaTs 3a1a4n 11 TOUCKa
uH(pOPMALIHNY; ONPENeNATh HEOOXOIUMBIE
UCTOYHHUKH WH(POPMALNH;, TUIAHUPOBATH MPOLIECC
MIOMCKA; CTPYKTYPHPOBATH MOy YAEMYIO
UH(POPMALIHIO; BBIIEIATh HANOOJIee 3HAYMMOE B
nepeyHe NHPOpMaLnH;, OLICHUBATD
MPAKTUYECKYIO 3HAYMMOCTb PE3YJIbTATOB
MOMCKA; OPOPMIISITH PE3yJIbTAThI ITOKCKA,
MPUMEHSTh CPEeACTBA MH(POPMALIMOHHBIX
TEXHOJIOTUH JUJIs peIeHust MPodeCCHOHAIBHBIX
3a1a4; MCIOIb30BaTh COBPEMEHHOE
IIPOrpaMMHOE 0OeCIIeueHHe; UCTIONb30BATh
pa3nuyHble TH(POBBIE CPEACTBA AJIS PELICHUS
npoeCCHOHAIBHBIX 3a1a4.

3HAHUS: HOMEHKIIATypa HHPOPMALTHOHHBIX
UCTOYHUKOB, TPHUMEHSIEMBIX B
npodeCCHOHATBHOMN NeSTETbHOCTH, TPHEMBI
CTpyKTypupoBanus uapopmannu; Gopmar
oopmIIeHUs Pe3yIBTATOB MMOMCKA HHPOPMALINH,
COBPEMEHHBIE CPEACTBA U YCTPOICTBA
UH(POPMATH3ALUY, TOPSIOK UX NPUMEHEHHS U
nporpaMMHOe obecriedeHue B
npodecCHOHATBHON NESTEIbHOCTH B TOM YHCIIE
C UCTIOJIb30BaHUEM IIH(PPOBBIX CPEICTB.

OK 03

IInanuposats u
pean30BbIBaTh
COOCTBEHHOE
npodecCHoHabHOE U
JMYHOCTHOE Pa3BUTHE,
NPEANPUHAMATENBCKY IO
IeSTeNbHOCTD B
npodecCHOHATbHOM
cdepe, UCTIONIB30BATH
3HaHUSA MO PUHAHCOBOU
IPaMOTHOCTH B
Pa3IMYHBIX KU3HEHHDIX

YMeHI/IH: OHpeI[eJ'IﬂTb aKTyaJ'IbHOCTb
HOpMaTHBHO-HpaBOBOﬁ I[OKYMGHTaLII/II/I B
poeCCUOHAITLHOM e TEIbHOCTH,, MPUMEHSITh
COBPEMEHHYIO Hay4YHYIO MPOodecCroHaIbHY O
TepMI/IHOJ'IOFI/II-O; OHpeI[eJ'[HTb n BbICTpaI/IBaTb
TPASKTOPUU MPOPECCHOHATBHOTO PA3BUTHS U
CaMOO6pa30BaHI/I$[; BbIABJISITHD JOCTOUMHCTBA U
HEOOCTAaTKHU KOMMepquKOﬁ uacu, Hpe?;eHTOBaTb
UJeH OTKPBITUSI COOCTBEHHOTO JeNa B
poheCCUOHATTLHOM AesITENIbHOCTH, OQOPMIISTH
OM3HEC-TUIaH, PaCCUUTHIBATH PAa3MePhI BBITLIAT
IO MPOLUCHTHBLIM CTaBKaM KPpCAUTOBAHUS,




CUTYaLMSIX. OTpeAesATh UHBECTULIMOHHYIO
MPUBJIEKATEIbHOCTh KOMMEpPYECKUX UeH B
paMkax nmpodecCHOHANBHOMN NesTETbHOCTH;
NPE3eHTOBATh OU3HEC-UIIEI0; OTIPENENATD
UCTOYHHUKH (PUHAHCUPOBAHUS
3HaHuA: coneprkaHNe aKTyalbHON HOPMAaTUBHO-
IIPaBOBOM JOKYMEHTALMH, COBPEMEHHAsI
Hay4Hast U mpodecCHoHaIbHAs TEPMUHOJIOTHS,
BO3MOYKHBIE TPACKTOPHH MPOPECCUOHATBHOTO
Pa3BUTHS U CAMOOOPA30BAHMSI, OCHOBBI
NpenpUHIMATENbCKOMN 1eATENbHOCTH, OCHOBBI
(bMHAHCOBO rPaMOTHOCTH, MPaBUJIA Pa3padOTKH
OW3HEC-TUIAaHOB; MOPSIOK BHICTPANBAHUS
NPE3EHTALNH;, KPEAUTHBIE OAHKOBCKHE
MPOIYKTHI

OK 04 DddexTrBHO YMeHusi: OpraHu30BbIBaTh PA0OTY KOJUIEKTHUBA U

B3aMMOJIEIICTBOBATh U | KOMaHAbl, B3aUMOJENCTBOBATDH C KOJJIETaMH,

paboTaTh B KOJJICKTUBE | PYKOBOACTBOM, KJIIMEHTAMH B XOJ€

U KOMaHze npodecCHOHATBHON eI TeTbHOCTH
3HaHMSA: ICUXOJOTNYECKHE OCHOBbI
NEeSTeNIbHOCTH KOJUIEKTHBA, ICUXOJIOTHYeCKHe
0COOEHHOCTH JIMYHOCTH, OCHOBBI MPOEKTHON
NesITeIbHOCTH

OK 05 OcCyecTBIISITh YCTHYIO | YMeHHsI: TPaMOTHO U3JIaraTh CBOM MBICITH U

U TUCbMEHHYIO o(hopMIISITH TOKYMEHTBHI 1O MPO(HEeCCHOHANBHOM

KOMMYHUKALUIO Ha TEMaTHKE Ha TOCYyJapCTBEHHOM SI3bIKE,

rocy/1apCTBEHHOM NPOSIBJIATH TOJEPAHTHOCTD B pabodeM

s3bike Poccniickon KOJIJIEKTUBE

denepaunu C y4eTOM

ocobeHHOCTe# 3HAHUSA: OCOOEHHOCTH COLMAIBHOTO U

COLHMAILHOTO 1 KYJIBTYPHOT'O KOHTEKCTA; MPaBmiia 0 OPMIICHUS

KYJIbTYpHOI'O JOKYMEHTOB M MIOCTPOEHHUS YCTHBIX COOOIIEHUH

KOHTEKCTa

OK 06 IIposiBnsATh YMeHusi: OnuchIBaTb 3HAYUMOCTb CBOEH

IPaKOAaHCKO- CHELNAIbHOCTH, IPUMEHSTh CTAHIAPTHI

NaTPUOTHYECKYIO AHTUKOPPYILIMOHHOTO MOBEIEHUS

TIOSULHIO, 3HaHMA: CYyIIHOCTD TPAXKIAHCKO-

JI€MOHCTPUPOBATh

OCO3HaHHOE MOBEACHNE
Ha OCHOBE
TPAIULIUOHHBIX
o011eueI0BeYeCKUX
IIEHHOCTEHN, B TOM
YUCJIE C YIETOM
rapMOHH3ALUN
ME>KHAITMOHAJIbHBIX 1
MEXKPEJIUTHUO3HBIX
OTHOIIIEHUM,
MPUMEHATH CTaHIAPTHI
AHTUKOPPYMLIMOHHOTO
TTOBEIEHUS

NaTPUOTHYECKOH MO3ULIMH, O0IIEYeTIOBEYECKIX
LIEHHOCTEH; 3HAUUMOCTb NPO(ecCHOHATBHOM
AESTEIBHOCTH IO Mpodeccuu (CrenaTbHOCTH);
CTaHIAPThl AHTUKOPPYITLUOHHOTO MOBEICHHS U
MOCJIECTBHS €r0 HapyLICHHUS




OK 07

CopeiicTBoBaTh
COXPaHEHHUIO
OKpY>Karole cpeasl,
pecypcocOepekeHuIo,
NPUMEHSTh 3HAHUS 00
U3MEHEHUH KJIMMaTa,

Ymenusi: cOOIOaTh HOPMBI HKOJIOTHYECKOH
0€30MacHOCTH; ONPEAETSITh HANPABICHUS
pecypcocOepekeHus B paMKax
npoecCHOHANTBHON NEeSATENbHOCTH TI0
CHEeLUATBHOCTU OCYLIECTBIISATh PaboTy C
co0JroieHueM MPUHLUIIOB OepeKITNBOrO

MIPUHITATIBI MPOU3BO/ICTBA, OPTaHU30BHIBATH
OepeKITMBOro po(eCCHOHANTBHYO AESITeIbHOCTD C YYETOM
NIPOHM3BOACTBA, 3HAHUN 00 M3MEHEHUH KIIMMATUYECKHUX YCIIOBH I
3¢ dexTuBHO peruoHa.
ACUCTBOBATE B 3HaHus: IPABUITA SKONOTHYECKOH Oe30MacHOCTH
HPE3BRIMANHbIX IPU BEJICHUH MTPOPECCHOHATBHOI IeITeNbHOCTH,;
CUTyaLInix OCHOBHBIE PECYPCEIL, 3a/eiiCTBOBAaHHbIE B
poeCCUOHAITLHOM eSITEIbHOCTH, Iy TH
obecrieueHUs: pecypcocOepesKeHus, TPUHLIUTIBI
OepeKJIMBOro MPOU3BOACTBA, OCHOBHBIE
HaTpaBJIEHUs] K3MEHEHHS KIIMMATHYECKUX
YCJIOBUM pPEeruoHa.
OK 08 Hcnonb3osare YMeHusi: UCrosb30BaTh (PUKYIBTYPHO-
cpeacTBa GU3NYECKONW | O3MOPOBUTENBHYIO AESTENbHOCTD IS
KYJIBTYPBI JJIs YKpPEeIJIEHUsI 30POBbsI, TOCTIKEHHSI KU3HEHHBIX
COXpaHEHUsI U U Po(heCCHOHANBHBIX EJIeH; TPUMEHSITh
YKPETUIEHHsI 3[0POBbsI B | pal[iOHAbHBIE TIPUEMbI IBUTATEIbHBIX (YyHKIIHI
nporecce B PO ECCHOHANBHON eI TeIbHOCTH,
npodecCHOHATBHON MOJIb30BATHCS CPEACTBAMU MPOPUIAKTHKH
IeSTeNIbHOCTH U nepeHanpsi>KeHus1, XapaKTePHbIMHE JJIsT TaHHOU
NOJIEPIKAHUS CeLUaTbHOCTH
HeO6XOHHMPFO YPOBHA | 3yanmsi: ponb GU3MUECKOl KyIBTYpHI B
(usnieckoit 00ILIeKy LTy pHOM, MPOoheCCHOHATLHOM H
TTOATOTOBJICHHOCTH COLMAbHOM Pa3BUTUH YE€NOBEKA, OCHOBBI
3I0pOBOTO 00pasa sKU3HH, yCIIOBHUS
npodeccroHaIbHON AEATEbHOCTU 1 30HBI PHCKA
(pH3UHUECKOr0 310POBbsI AJIs CIELUATBHOCTH,
cpencTBa MPO(UIAKTHKHN TIEPEHATTPSIKEHUS
OK 09 ITonv3oBatbcs YMeHus: TOHUMATh OOIIUNA CMBICT YE€TKO
npodeCCHOHATBHON MPOU3HECEHHBIX BHICKA3bIBAHUI HAa W3BECTHBIE

JNOKyMEHTalHuel Ha
rOCy1apCTBEHHOM U
WHOCTPAHHOM SI3bIKax

TeMblI (PO eCCHOHAITbHBIE U OBITOBBIE),
MOHUMATh TEKCThI Ha 0a30BbIE
npo)eCCHOHAITbHBIE TEMBI, y4aCTBOBATh B
IMaIorax Ha 3HaKOMbIE 00Iue 1
po)eCCUOHATTbHBIE TEMBI, CTPOUTH MPOCTHIE
BBICKa3bIBAHMs O cebe U O CBOEH
npodeCCHOHATBHOMN NEATETbHOCTH;, KPATKO
00OCHOBBIBAThH M OOBSICHATH CBOU TEHCTBUS
(TexyIue ¥ MJIaHupyeMbIe); MUCATh IPOCTHIE
CBSI3HBIE COOOIIEHUS] HA 3HAKOMBIE U
UHTEpeCcyIre MpodecCuOHAbHBIE TEMBI

3HAHMSA: TPaBUJIA TOCTPOCHHUSI TPOCTHIX U
CIIOXKHBIX MPEMJIOKEHUN Ha MpodeccroHa bHbIe
TEMbI;, OCHOBHbBIE O0IIEYMOTPEOUTENIbHBIE
ryaroJibl (ObIToBast U MpoheCCHOHATbHAS




JIEKCHKA); JIGKCUIECKUH MUHUMYM,
OTHOCSIIIUICS K OMUCAHUIO MTPEIMETOB, CPEICTB
¥ MIPOLIECCOB PO ECCHOHANBHOI NeATeIbHOCTH;
0COOEHHOCTH MPOM3HOLICHHUS; TIPABIJIA YTEHHSI
TEKCTOB MPOQECCHOHAIBHOI HAIIPaBIEHHOCTH

4.2. T1lpodeccruoHanbHble KOMIETEHIIMH

Koaun
Buasl
HAHMEHOBaHHUe Iloka3aTenu ocBOeHHs] KOMIIETEHIIHH
AesiTeJIbHOCTH

KOMIIeTeHIHU
OcyuiectBieHue K 1.1. Hasbiku
OpraHu3aMOHHOro | OCyIecTBIATh MOJTyYeHHsI HE0OXOAUMOH HHPOPMALIUU
u npuém-nepenavy nepenavyr CAaHKIMOHUPOBAHHOHN nHpopMarm ¢
JIOKyMEHTAIIMOHHO | YIIPaBJIEHIECKON HCIIOJIb30BAHNEM CPENCTB HHPOPMAITMOHHBIX U
ro odecreyeHus uHpOpMAaLHU ¢ KOMMY HUKALIUOHHBIX TEXHOJIOTUI
NEeATEeTbHOCTH MIOMOIIIBIO CPEACTB VMeHHUS:
OpraHU3aluu WH(POPMALIMOHHBIX U

KOMMYHUKALMOHHBIX
TEXHOJOTUN

HCIIOJIb30BATh CPEACTBA MHPOPMALIMOHHBIX
KOMMYHUKALIHOHHBIX TEXHOJIOTUH JJIsI
MOJIyYeHHS U TTepenady HHPOopMaLuuy,

BECTH U UCIIOJIb30BaTh B padoTe 6a3y KOHTAKTOB
OpTaHu3aLuny,

BECTH YUETHBIE PETUCTPALIMOHHBIEC (POPMBI,
HCIIOJIB30BATh UX JJIs1 HHPOPMALIIOHHON
paboThI M PadOTHI IO KOHTPOITIO UCTIOJTHEHUS
MOPYYEHUH,

yYCTaHABJIHMBATH U TOAIEP’KUBATh
KOMMYHUKALIMH B TIPOLIECCE IEIOBOTO OOIIEeHHUs
C TIOMOLIBIO CPENCTB HHPOPMALIMOHHBIX
KOMMYHUKALIHOHHBIX TEXHOJIOTHH,

CTJIAKUBATh KOH(JIMKTHBIE U CIOKHBIE
CUTYALMH MEKIUYHOCTHOTO B3aUMOJIEHCTBHS,
coOroaaTh Ci1yKeOHBIN STHUKET;

obecrieunBaTh HHPOPMAITOHHY O
6€301aCHOCTh AESITEIbHOCTH OPTaHNU3aLIH.

3HaHus:

HOPMAaTHUBHBIE NIPABOBBIE aKThl Poccuiickoi
®Denepanuu B chepe HHPOPMAITMOHHBIX U
KOMMYHUKALIHOHHBIX TEXHOJIOTHH,
CTPYKTypa OpraHu3aLny, € 3a1a4u U PyHKINY,
IpaBUJIa MPOBEACHHUS AEJIOBBIX IEPETOBOPOB;
STHKA JAEJOBOr0 OOIIEHHST,

MPaBUJIa PEUEBOTO STHKETA,

NpaBUJIa MONACPIKAHUSA U PA3BUTHS
MEKIIMYHOCTHBIX OTHOLICHUH,

TpeOOBaHMS OXPaHbI TPy AA.

K 1.2
Koopaunuposats
paboTy nmpueMHOi
PYKOBOIUTES, 30H

HasBbikn

KOOpAUHAINH PabOThI MPUEMHON PyKOBOIUTESI
Y 30H MpuéMa pa3INdHbIX KaTEropuit
MOCETUTENEH OpraHU3aLu




MpUeMa Pa3IMIHbIX
KaTeropun
noceTuTenei
OpraHu3aluu

Ymenus:

BCTPEYATh NMOCETUTENIECH, TOTy4aTh MEPBUYHYIO
UH(POPMALHIO O MOCETUTENSIX, YCTAHABIIUBATh
MOPSAOK NpUEMa JUTSA Pa3JINIHBIX KaTerOpUit
IMOCETUTEICH,

BECTH YUETHBIE PETUCTPALIMOHHBIE POPMBI 11O
npuéMy MoceTuTeNeil 1 oQOpMIIITh MPOMYCKa,
BECTH MPHUEM, TTepeady 1 OTIIPABKY
IOKYMEHTOB,

OPTaHH30BbIBATH U OPOHHPOBATH NEPETOBOPHBIE
KOMHATBL,

CepBUPOBATH YaiiHble (KO(eEHHbIE) CTONBI B
obuce;

NPUMEHSTH B padoTe cpencTaa
UH(POPMALMOHHBIX U KOMMY HUKALIMOHHBIX
TEXHOJIOTHH;

NPUHAMATh MEPBI I10 COXPAHEHUIO
KOH(pUAEHIMATbHON nHpOpManu B Xo1e
MpUEMA MOCETUTENEH.

3HaHus:

HOPMAaTHUBHBIE NIPABOBBIE aKThl Poccuiickoin
®Deneparuu o 3amute nHGOpMaLHK U padoTe ¢
oOpalIeHUsIMU TPaKIaH;

CTPYKTypa OPraHU3aLiU U PacIperesieHIe

bYHKIHMH MEXIY CTPYKTYPHBIMH
MOAPA3AEICHNUSIMH U CHELUATNCTAMY,

IpaBUJIa OPraHU3aLUH IPHUEMA TIOCETHTENEH;
STUKET ¥ OCHOBBI MEXKIAYHAPOIHOTO MPOTOKOJIA;
JTHKA JIEJIOBOrO OOLIEHMUS,

IpaBUJIa PEUEBOTO HTHKETA.

IpaBUJIa CEPBUPOBKH YaHOTO (KO(eHOr0)
CTOJA;

TpeOOBaHUS OXPAHbBI TPYA.

IIK 1.3. Bnagets
HaBbIKAMH
TIJTAHUPOBAHHUS
pabouero BpeMeHH
PYKOBOIUTEINS U
cekperaps

HaBbiku
MIJIAHUPOBAHUS pabOYero BpeMeH!
PYKOBOAUTENS U paboUero AHs ceKpeTapst

Ymenus:

BbIOMPATH (POPMBI INIAHUPOBAHUS 1 OPOPMIIATH
IJTAHUPOBIIHK (OpraHaii3ep) pyKOBOAUTENS U
ceKpeTaps;

yCTaHABJIMBATD LEJIH, ONPENEIISITh
MPHOPUTETHOCTD U OYEPENHOCTD BBIMTOJHEHHS
pabot u 3¢pdexTuBHO pacnpenenats padbouee
BpEMS;

COTJIACOBBIBATh BCTPEUH M MEPOIPHUATHS U
BHOCHUTb HH(OPMAIIHIO B MJIAHUPOBLINK
(opraHaiizep),

UH(POPMHUPOBATH PYKOBOIAHUTEISI O
NpHOMKEHUN BPEMEHH U PETJIAMEHTE
3aIUIAHUPOBAHHBIX BCTPEY U MEPOIPHATHUL,




BBIOMPATH ONTUMAJIBHBIE CTIOCOOBI BHEIITHETO U
BHYTPEHHEr0 WH()OPMHUPOBAHHUSI O
MJIAHUPYEMBIX MEPOTIPUSTHSIX;

obecrnieunBaTh HHPOPMAITOHHY O
0€30MacHOCTh NEeATEIbHOCTH OPTaHU3AIIHM;
NPUMEHSTH B padoTe cpeacTna
WH()OPMALIMOHHBIX H KOMMY HUKAI[THOHHBIX
TE€XHOJIOTHH.

3HaHus:

HOPMAaTHUBHBIE NIPABOBBIE aKThl Poccuiickon
Denepaunu B chepe HHPOPMALUOHHON
0€30MacHOCTH;

CTPYKTypa U crienupuKa OCHOBHOM
IeSITeIbHOCTH OPTaHU3aLNY,

OCHOBBI YIIPABJICHUS] BpEMEHEM,

IpaBUJIa MPOBEACHHUS AEJIOBBIX IEPETOBOPOB;
STHKA JAEJOBOr0 OOIIEHHST,

TpeOOBaHMS OXPaHbI TPy AA.

IK 1 4.
OcyuiecTBsITh
MOATOTOBKY JIEJIOBBIX
MOE3/I0K
PYKOBOOUTENS U
OPYTUX COTPYIHUKOB
OpraHH3aIuu

HaBbiku
Opra’Hu3aluy JEJOBbIX MOE€300K PYKOBOAUTEIIA
U JPYTUX COTPYAHUKOB OpraHU3aLNU

Ymenus:

COCTaBJIATh U OPOPMIIATH TOKYMEHTHI JJIsI
JIEJIOBBIX MOE3/0K;

OCYLIECTBJISATh TPEBEN-MOJAEPIKKY 1€TIOBbIX
MOE30K;

COIJIaCOBBIBATh C MPUHUMAKOLIEH CTOPOHON
MIPOTOKOJI TUTAHUPY €MbIX MEPOIPUITHH U
¢dbopMHUpPOBATH MPOrpaMMy 1€JIOBOH MOE3IKH;
UCTIOJIB30BATh CPENCTBA HHYOPMALIMOHHBIX U
KOMMYHHUKAIIMOHHBIX TEXHOJIOTUH AJIs1
oOecriedeHns1 B3aUMOJIEHCTBHS C
PYKOBOAUTENEM BO BpeMsl €ro 1eJ0BOMH
MOE3/1KH,

ohOpMIISITE OTUETHBIE TOKYMEHTHI O I€JIOBOM
MOE3]IKE.

3HaHus:

HOPMAaTHUBHBIE NIPABOBBIE aKThl Poccuiickoi
®Deneparuu B chepe opraHuzaniu 1ea0BoH
MOE3/IKH,

MOPSIAOK MOJATOTOBKH M IOKYMEHTUPOBAHUS
JICIOBOM TOE3JIKH;

UHTEPHET-PECY PChI IJIs1 OCYIIECTBICHUS TPEBEII-
MOAIEPIKKH JIEJIOBBIX TTOE30K;

STHKET U OCHOBBI MEXAYHAPOIHOTO MPOTOKOJIA;
JTHKA JIEJIOBOrO OOLIEHMUS,

TpeOOBaHUS OXPAHbBI TPY/A.

TIIK 1.5. Bnapers
criocodamMu
OpTraHHU3aIuU

HaBbixu
OpraHH3aLUH U TOAAePKAHUSI
(YHKIIMOHAIBHOTO pado4ero nNpoCTPaHCTBA




pabouero

Ymenus:

NPOCTPaHCTBa OpPTaHU30BbIBATH pabodee MeCTO B
NPUEMHOH U COOTBETCTBUH C TPEOOBAHUSIMHU SPTOHOMHUKH H
kaOuHeTa KYJIBTYPBI TPYOQ;
PYKOBOAUTEJIA obecrneunBaTh paboyee MeCTO U
byHKIHOHAIBHOE paboyee MPOCTPAHCTBO
HEOOXOIMMBIMHU CPEICTBAMH OPTaHU3AIMOHHON
TEXHHUKH, MEOEIBI0 U KaHIEeNSIPCKUMHU
PUHAJIE)KHOCTSIMU,
MOJIEP KUBATH CPEICTBA OPTaHU3ALMOHHON
TEXHHUKH B pa00OYEM COCTOSIHHH.
3HaHus:
TpeOOBaHMS OXPAHBI TPYa, MPOU3BOIACTBEHHON
CaHHUTAPHH, POTHUBOIOKAPHOHN 3aIIUTHL,
OCHOBBI IPaBHJILHOM OpraHN3aluy TPyaa U
METO/IBI MOBBILIEHUS er0 3 (HEeKTUBHOCTHY;
BUbI OPTAaHU3ALMOHHON TEXHUKH U MOPSIIOK
paboThI ¢ HEll.
IIK 1.6. Hasbikn
OcyuiecTBisTh OpTaHU3aLUH TOATOTOBKH M MPOBEACHUS
paboty o KOH(pEPEHTHBIX MEPOTIPUSITHI, OOeCTIeUeHUs
MOJTOTOBKE U UH(POPMALIMOHHOTO B3aUMOAEHCTBUS
IIPOBEICHUIO PYKOBOAHUTEJIS C MOAPA3ACICHUIMU U
KOH(pEepPEHTHBIX IOJDKHOCTHBIMHU JIMLIAMH OPTaHU3aLUuN
MEPOTIPUSTHI, VMeHHsI:
obecrieuuBath OpPraHU30BbIBATH MPOLIECC MTOATOTOBKHU U
HH(bOpMaLEHOHHoe NpoBeneHHe KOHPEPEHTHOrO MEPOTPUSTHS
B3aUMOJIEiCTBHE o :
DY KOROMITEIS WHAMBUIYAJBHO U B COCTaBe padoueli rpymnmsl;

C NOApa3AeIEeHUAMHI
Y JOJDKHOCTHBIMU

JULaMu

OpraHu3aluu

JIOKYMEHTHPOBATh Pa3HbIE 3TaIbl MPOLETY Pbl
MOJrOTOBKH U MPOBEAEHHsI KOH)EPEHTHOro
MEpOITPUSTHSI;

COOJIFOAATh STHKET U OCHOBBI MEXAYHAPOIHOTO
IIPOTOKOJA,;

OCYIIECTBIJIATH COOp, 00paboTKy MHpOpMALHH,
CHUCTEMATH3ALHIO MTOJTy4aeMbIX U
nepenaBaeMbIX JaHHBIX,

OCYIIECTBJIATH MIPOBEPKY TOCTOBEPHOCTH,
MOJTHOTBI U HETTPOTUBOPEUUBOCTH AAHHbIX,
UCKJIFOUEHUE Iy OMpoBaHUs HH(POPMALIHY,
MPUMEHSITh UHPOPMALIIOHHO-
KOMMYHUKAL[HOHHbIE TEXHOJIOTHH.

3HaHus:

HOPMAaTHUBHBIE NIPABOBBIE aKThl Poccuiickoi
®eneparuu B chepe nHpopmamy;
KOMILJIEKC OPraHU3aOHHO-TEXHIUECKUX
MEPONPHUSTHIH MO MOATOTOBKE U MPOBEIESHHIO
KOH(pEPEHTHBIX MEPOTIPUSITUL;

npaBmia OQOPMIICHHS JOKYMEHTOB,
CO3/1aBa€MbIX B MPOLIECCE TOATOTOBKH U
NPOBEICHUST KOHQEPEHTHOTO MEPOIPHUSITHS,




STUKET U OCHOBBI MEXyHAPOAHOTO MPOTOKOJIA,
JTHKA JIEJIOBOrO OOLIEHMUS,

COCTaB BHYTPEHHUX U BHELTHUX
WH()OPMALIMOHHBIX TOTOKOB;

CTPYKTypa OpraHU3aIUN U MOPSIIOK
B3aUMOJICHCTBUS NOAPA3AECICHUN,

METOJIbI 00PAOOTKH U 3aIUTHI MHHOPMALIUU C
MPUMEHEHHEM CPEICTB HH(POPMAIMOHHBIX U
KOMMYHHUKAI[HOHHBIX TEXHOJIOTHIA,

TpeOOBaHUS OXPAHbBI TPYIA.

IIK 1.7. Odpopmusts
OpraHU3aLHUOHHO-
pacropsiTuTesbHbIe
IOKYMEHTBI 1
OpPraHH30BbIBATH
paboTy ¢ HUMU, B
TOM YHCIIE C
HCTIOJIb30BAHNEM
ABTOMATU3HUPOBAHHBI
X CUCTEM

HasBbikn

oopmiteHHs OpraHU3aLUOHHO-
pacmopsAaUTEIbHBIX TOKYMEHTOB U
opranusaiusi paboThl C HUMH, B TOM YUCJIE C
HCIIOJIb30BAHUEM aBTOMATU3MPOBAHHBIX CUCTEM

Ymenus:

COCTAaBJISITb MPOEKThI OPraHU3aLUOHHbIX,
pacropsiTuTeIbHBIX U HHHOPMALIMOHHO-
CIPABOYHBIX JOKYMEHTOB, B TOM YHCJIE
JIOKYMEHTOB, COZEPKALIIX
KOH(pHUIECHIMATBHY0 HHPOPMALIUIO;
oopMIIATH OpraHU3aLUOHHO-
pacropsiTuTesbHbIe TOKYMEHTBI (OpUTHHAIIBI 1
KOITHH);

CKaHMPOBATbh, KOMMUPOBATh 1 KOHBEPTUPOBATD
IOKYMEHTBI B pa3JinuHble HOpMaThI;
OCYILIECTBJIATH MPOBEPKY MPOEKTOB TOKYMEHTOB
Ha COOTBETCTBUE MPAaBUJIaM JIEJIONPOU3BOICTBA,
NPUHUMATh U MPOBOJUTD TEPBUYHY O
00paboTKy BXOASIIIUX TOKYMEHTOB,;
MPOBOUTDH MPEABAPUTEILHOE PACCMOTPEHHE
BXOSILIMX U BHYTPEHHUX TOKYMEHTOB;
PerHCTPUPOBATh BXOISIINE, UCXOISIIUE U
BHYTPEHHHE JOKYMEHTHI,

KOHTPOJIUPOBATH MapPLIPYTH3ALMIO
JOKYMEHTOIOTOKOB B OPraHH3aLuH
(cornacoBaHue, MOAMUCAHUE, YTBEPIKICHUE,
perucTparys, O3HaKOMJIEHHE U UCTIOTHEHUE
IOKYMEHTOB);

OCYLIECTBJISITh CPOKOBBII KOHTPOJIb
UCTIOJTHEHHS TOKYMEHTOB,;

OCYLIECTBJISITh MOJTOTOBKY U OTIPABKY
UCXOMSILINX TOKYMEHTOB,;

COCTaBJIATh OTYETHI M AHAJTUTHUECKHE CIIPABKH
00 MCIIOJIHEHNH JOKY MEHTOB,

BeCTH MH(POPMALMOHHO-CITPABOYHYIO paboTy Mo
IOKYyMEHTaM,;

OCYILIECTBJIATH pabOTy ¢ OpraHU3aALHOHHO-
pacropsiTUTeIbHBIMU TOKYMEHTAMU B
ABTOMATHU3UPOBAHHBIX CUCTEMAX.




3HaHus:

HOPMAaTHUBHBIE NIPABOBBIE aKThl Poccuiickon
Denepaunn B cepe qeN0NPOU3BOICTBA,
JIOKaJIbHblE HOPMAaTHUBHbIE AKTHI,
periIaMeHTHPYIOIHE NeSTENIbHOCTD CITY KOBI
TeJIONPON3BOCTBA U €€ PaOOTHHUKOB,
OpPraHU3aLUI0 BECHUs 1eIONPOU3BOICTBA,
COBpEMeHHbIe HH(POPMALIMOHHBIE U

KOMMY HUKAL[HOHHbIE TEXHOJIOTUH,
pHUMeEHsieMble B paboTe ¢ TOKYMEHTaMH;
CTPYKTypa OpraHu3auuu, pyKOBOACTBO
CTPYKTYPHBIX MOApa3aeNeHnH, 00pa3iibl
MOANUCEH JIUL, UMEIOLINUX MPaBO MOAMUCAHUS U
yTBEP>KAEHUS JOKYMEHTOB, U OTPaHUYEHHS 30H
UX OTBETCTBEHHOCTH,;

MPaBUJIA PYCCKOTO SI3bIKA;

TpeOOBaHMS OXPaHbI TPy AA.

IIK 1.8. Odpopmists
IOKYMEHTBI 1O
JUYHOMY COCTaBy H
OpraHH30BbIBATH
paboty ¢ HUMH,

B TOM YHUCJIE C
HCIIOJIB30BAHNEM
ABTOMATU3UPOBAHHBI
X CHCTEM

HaBbixnu

oopMITeHHS TOKYMEHTOB IO INYHOMY COCTaBY
U OpraHm3auy paboThl ¢ HUMU, B TOM YHCTIE C
HCHOJIb30BAHUEM aBTOMATU3UPOBAHHBIX CUCTEM

Ymenus:

o0ecrieuynBaTh COXPaHHOCTD MEPCOHATBHBIX
TaHHBIX PAaOOTHUKOB;

OPTaHHU30BbIBATH TOKYMEHTOOOOPOT IO
NPECTABICHHUIO JOKYMEHTOB TI0 TIEPCOHANY B
rOCyJapCTBEHHbIE OPTaHbI,

OPTaHNU30BbIBATH TOKYMEHTOOOOPOT IO YUETY U
IBUKEHUIO PaOOTHHKOB;

BECTH BOMHCKUH yu&T pabOTHHKOB,;

BECTH yu€T pabodero BpeMeHu pabOTHHUKOB,;
oopMITATH OpraHU3aUOHHO-
pacropsAaUTeIbHbIE TOKYMEHTHI 110 JINYHOMY
COCTaBYy;

BECTH PETUCTPALIHIO, YUET, OTIEPATHBHOE
XpaHEHUE JOKYMEHTOB 110 JITYHOMY COCTaBY;
BECTH JJOKYMEHTALIMIO, TIOATBEPKIAFOINY O
CBEICHUS

O TPYAOBOH JESTEIHHOCTH U TPYJOBOM CTaXKe
pabOTHUKOB,

(dbopMUPOBATH TUYHBIE J1ej1a PAOOTHUKOB,
ohopMIISITE eNa IO JIMYHOMY COCTaBY ISt
nepenavu

B apXHUB OPraHU3aLNY,;

paboTtaTh CO criennaNu3uPOBAHHBIMU
UH(POPMALIMOHHBIMH CUCTEMaMH 1 6azaMu
TAHHBIX IO BEACHUIO YUETa U IBUKECHUIO
pabOTHUKOB.

3HaHus:
HOPMAaTHUBHBIE NIPAaBOBBIE aKThl Poccuiickoi
Ddenepannu B chepe TPYAOBBIX OTHOLICHUH,




JIOKaJIbHbIE HOPMAaTHBHbBIE aKThI,
periaMeHTHPYIOIINE TPYAOBbIE OTHOIIEHUS,
COBpeMeHHbIe UH()OPMALIMOHHO-
KOMMYHUKAI[HOHHBIE TEXHOJIOTHH,
MPUMEHsIEMbIE B padoTe C TOKyMEHTaMH I10
JUYHOMY COCTaBY,

CTPYKTypa OpraHU3aIH, PYKOBOJCTBO
CTPYKTYPHBIX MOPa3EIeHNU,

MpaBIIa AeJIOTPON3BOICTBA,

MPaBHJIA PYCCKOTO SI3bIKA,

JTHKA JIEJIOBOrO OOLIEHHUS,

TpeOOBaHUS OXPAHbBI TPY/IA.

K 1.9.
Opranu3oBbIBATH
TeKyIlee XpaHeHHe
TOKYMEHTOB,
o0paboTky men st
OIePaTUBHOTO

U apXUBHOTO
XpaHEHHS], B TOM
YHCIie ¢
HCTIOJIb30BAHNEM
aBTOMAaTH3UPOBAHHbI
X CHCTEM

Hasbixu

OpraHH3aLUHU TEKYIIEero XpaHeH st JOKY MEHTOB,
00paboTKH 1en AJIsl ONepaTHBHOIO M APXUBHOTO
XPaHEeHUs], B TOM YHUCJIE C HCIOIb30BAaHHEM
ABTOMATHU3HUPOBAHHBIX CUCTEM

YmMmenus:

pa3pabaTbIBaTh HOMEHKJIATYPY A€
OpraHU3aluHy,

MPOBEPSITH NMPABHIILHOCTb OPOPMIICHHS
JOKYMEHTOB U OTMETKH 00 X UCMOJIHEHUU
nepen ux GOPMUPOBAHUEM B JEJIO IS
MOCJIEAYIOIIETrO XpaHeHus1, JOPMUPOBATH Aea,
KOHTPOJIUPOBATh MPABUIILHOE U CBOEBPEMEHHOE
pacripenesieHue U MOAIIUBKY JTOKYMEHTOB B
Jejia B COOTBETCTBUHU C HOMEHKJIATY POl e,
MPOBEPSITH CPOKHU XPAHEHUS JOKYMEHTOB,
COCTaBJISITh TIPOTOKOJT pabOThI SKCIIEPTHON
KOMHCCHH TIO TTIOATOTOBKE JOKYMEHTOB K
nepeaaye B apxXus,;

COCTABJISITh KT O BBIICJICHUH K YHHUTOXKEHHUIO
JOKyMEHTOB, HE TIOJUJIEXKAIINX XPAHCHHUIO,
COCTABJISITh aKT 00 YHUYTOKEHUH JJOKYMEHTOB,;
OCYLIECTBJISITh MOJIHOE WJIH YaCTUYHOE
oopmIieHre IeNT BPeMEHHOTO, TIOCTOSIHHOTO,
JOJITOBPEMEHHOTO CPOKOB XPaHEHHUS,
COCTaBJISITh OMHCH JI€JT CTPYKTYPHBIX
MOAPA3ACICHUI NOCTOSITHHOTO,
JOJITOBPEMEHHOTO CPOKOB XPaHEHUS JJIst
nepenayy AeN B apXUB OpraHu3aliuy,
MPUMEHSITh UH(OPMALIMOHHO-
KOMMYHUKAI[UOHHBIE TEXHOJIOTHH TpU padoTe ¢
JIOKyMEHTaMHU.

3HaHus:

HOPMAaTHUBHBIE NIPABOBBIE aKThl Poccuiickon
Denepannu B cepe AeNONPOU3BOICTBA U
APXUBHOTO €A,

JIOKaJIbHbIE HOPMATHUBHBIE AKTHI,
perlaMeHTUPYIOLHE BEICHUE
JI€JIONPOU3BOICTBA U Nepeaady A€ B apXuB




OpTaHu3aLuny,
BUBI HOMEHKJIATYP 1€, o01mue TpeboBaHms K
HOMEHKJIATyPe JIeJI, MOPSIOK PabOThI C HEH;
nopsiioK popMHUpPOBaHUS 1 OPOPMIIEHUS [e,
cnieruduka GOPMUPOBAHUS OTIEITBHBIX
KaTeropuil nei,

NpaBUJIa XPaHEHHs J€JI, B TOM YUCIE C
IOKYMEHTAaMH OrPaHHYEHHOTO IOCTYTIa;
NpaBUJIa BbIAYX M HCIIOIB30BAHMS JOKYMEHTOB
U3 COPMHUPOBAHHBIX JIEI;

MIOPSIIOK MCTIONIb30BAHUS TUITOBBIX MU
BEIOMCTBEHHBIX ITepPEYHEH TOKYMEHTOB,
OTIpeNeNIeHUs] CPOKOB XPaHEHHUs B TIPOIIecce
SKCIIEPTU3BI LEHHOCTH JOKYMEHTOB,

BU/IBI OITUCEH e OpraHU3aluy U MOPSIOK
paboThI C HUMH,

TpeOOBaHUS OXPaHbI TPYAA.

Opraauzanms
apXUBHOH pabOTHI
1O JOKyMEHTaM
Opra"u3aui
pa3InyHBIX HopM
COOCTBEHHOCTH

K 2.1.
OcyuiecTBsITh
KOMITJIEKTOBaHHE
ApXHUBHBIMH [IEJIAMU
(moxymeHTamu)
apxuBa OpraHU3aALUH

Hasbikn

y4aCTHUsl B KOMIUIEKTOBAaHUH apPXHUBHBIMHU
aenamu (TOKyMEHTaMH ) apXuBa OpraHU3aIiu
Ymenus:

paboTaTh ¢ moapas3AeIeHUIMHI/OPTraHU3aSIMUA
HUCTOYHMKAMHU KOMITJIEKTOBAHUS apXUBa,
PUHAMATh aPXUBHBIE J1ea (IOKYMEHTBI) Ha
MOCTOSIHHOE WJIH JOJTOBPEMEHHOE XPAaHEHHE,
y4aCTBOBATb B MPOBENECHUH HKCIIEPTU3BI
LIEHHOCTH Pa3JINYHBIX THIIOB U BUIOB
JOKYMEHTOB B COOTBETCTBHH C BHYTPEHHUMH
periaMeHTaMH OpraHu3aLnY,

NPUMEHSTH B paboTe peKOMEHIALNH
SKCIIEPTHO-TTPOBEPOYHON KOMUCCHH WU
SKCIIEPTHON KOMHICCHHU OpraHHU3alnY,;
MPUMEHSTH IEPEYHH C YKa3aHUEM CPOKOB
XpaHeHUs Je (IOKYMEHTOB),

COOMO1aTh HOPMATHUBHBIE CPOKH XPAHEHUS JeJT
(OKYyMEHTOB);

BECTH yUET HUCTOYHHKOB KOMIUIEKTOBAHUS
apxuBa;

HCHOJI30BaTh NEPEIOBON OTEUECTBEHHbIN U
3apyOeKHBII OMBIT IO KOMIUIEKTOBAHHIO
apxuBa JenaMu (JOKyMEHTaMH) TOCTOSTHHOTO U
JIOJTOBPEMEHHOTO XPaHEHUS,

HCIIOJIb30BATh COBPEMEHHbBIE
aBTOMAaTU3UPOBAHHBIE, THPOPMALIMOHHBIE U
TEJIEKOMMY HUKaLIHOHHbIE TEXHOJOTHH
IOKYMEHTHPOBAHHBIX chep AesITeTbHOCTH
OpTaHu3aLUH.




3HaHus:

HOPMAaTHUBHBIE NIPABOBBIE aKThl Poccuiickon
Denepaunu B chepe AeTONMPOU3BOACTBA U
ApPXUBHOTIO JIeTIa;

HAy4YHO-METOUYECKHE KPUTEPHH SKCIIEPTH3BI
LIEHHOCTH PA3JINYHBIX THIIOB M BUIOB AEJ
(IOKyMEHTOB);

TEOPETHUECKUE U METOANYECKHIE ACTIEKThI
KOMILIEKTOBAHHUS U SKCIIEPTU3BI LIEHHOCTH BCEX
BUIOB JOKYMEHTOB,

BUBI, PA3HOBUIHOCTH U (POPMATHI BCEX BHIOB
IOKYMEHTOB,

YHU(PHUIMPOBAHHYIO CUCTEMY OPTaHM3aLMOHHO-
pacropsAaUTeNbHON TOKYMEHTALNY,

CTaHAPTHI OPOPMIIEHHST OPTraHU3ALUOHHO-
pacropsAaUTENbHON TOKYMEHTALNY,

crocoObl U TEXHOJIOTHH TIOKY MEHTHUPOBAHHS
Pa3IMYHBIX BUAOB MPOQeCCHOHATBHON
TEeSITeTbHOCTH,

OpPTaHN3aLMOHHBIC IPUHLUITBI KOMITJIEKTOBAHHS
nen (IOKyMEHTOB) OTPAaHUYEHHOT'O TOCTYIIA,
TpeOOBaHMS OXPaHbI TPy AA.

IIK 2.2. Bectu yuér
APXHUBHBIX JIEJT
(MOKyMEHTOB), B TOM
YHCIIe C
UCIIOJIb30BAHUEM
ABTOMATU3UPOBAHHBI
X CUCTEM

Hasbikn

BEACHUS YUETA apXUBHBIX JeJ (JOKYMEHTOB), B
TOM YHCJIE C UCTIOJb30BAHUEM
aBTOMAaTHU3UPOBAHHBIX CUCTEM

Ymenus:

MOJIB30BATHCS YUETHBIMH JOKYMEHTAMH B
paMKax 3JeKTPOHHBIX HHPOPMALIMOHHBIX
CUCTEM JIOKyMEHTUPOBAHHBIX chep
IESITeTbHOCTH OPTaHU3aLNY,

MIOJIB30BATHCS CEPTUPUIMPOBAHHBIMU
aBTOMAaTU3UPOBAHHBIMH CHCTEMaMHU
IOKYyMEHTHPOBAHHBIX chep AesITeTbHOCTH
OpTaHU3aLUH 110 YUETY, PErHCTPaLny,
KOHTPOJTIO J1eJ1 (JOKYMEHTOB);

MOJIB30BATHCS MHPOPMALIMOHHO-CITPABOYHBIMU
CHUCTEMaMH JOKYMEHTHPOBAHHBIX chep
IeSITeIbHOCTH OPTaHU3aLNY,

BECTH CITPABOYHO-TIOMCKOBBIE CPEICTBA K
APXUBHBIM Jie1aM (JIOKYMEHTaMm);

BECTH yUET CTPAXOBOro (POHIA apXUBHBIX JeJ
(1OKYyMEHTOB);

PUMEHSTh HOPMaTHBHBIE PABOBBIC AKTHI,
JIOKAJIbHBIE HOPMATHBHBIE aKThI OPTraHU3ANU U
METOAMYECKHE TOKYMEHTHI B 00J1aCTH y4éTa
APXUBHBIX 1€ (IOKYMEHTOB),

BHOCHUTB TPEJIOKEHHS 10 COBEPIIEHCTBOBAHHIO
METOAMUYECKOr0 O0ECTICUeHHs yu&Ta Pa3HbIX
BUOB JOKYMEHTOB B JOKYMEHTUPOBAHHBIX
cdepax nesITeTbHOCTH OPTaHNU3aLNH.




3HaHus:

HOPMAaTHUBHBIE NIPABOBBIE aKThl Poccuiickon
Denepaunu B chepe AeTONMPOU3BOACTBA U
ApPXUBHOTIO JIeTIa;

METOIUYECKHE JOKYMEHThI U HALIMOHAJIbHbBIE
CTaHIAPTHI B 00J1aCTH y4€Ta TOKYMEHTOB U
IOKYMEHTHPOBaHHBIX chep AesTeIbHOCTH
OpraHH3aLuHy,

OTE4YECTBEHHbBIE U 3apyOeKHbIC
cepTU(ULIUPOBAHHBIE CHCTEMbI
ABTOMATHU3HUPOBAHHOIO Y4ETA APXHUBHBIX JEJT
(OKyMEeHTOB);

TpeboBaHUsA K y4&Ty 0c000 EHHBIX U
YHUKAJIBbHBIX apXUBHBIX J1e] (JI0KYMEHTOB);
CPOKH BBIMOJIHEHHUS pabOT MO Y4ETY apXUBHBIX
nen (I0KyMEHTOB),

o01IMe MPUHLMIIBI YYETa 1 KOMILJICKTOBAHHUS
nen (IOKyMEHTOB) OTPAaHUYEHHOT'O TOCTYIIA,
TpeOOBaHUS OXPAHbBI TPY/A.

IIK 2.3.
OcyuiecTBsITh
XpaHEHHE aPXUBHBIX
nen (I0KyMEHTOB) C
MTOCTOSIHHBIM CPOKOM
XpaHEHHs U TI0
JMYHOMY COCTaBY

B apXHBE
OpraHu3aluu

HaBbixnu

OCYLIECTBJICHUS] XPAaHEHHUsI APXUBHBIX J€JT
(MOKYMEHTOB) C TIOCTOSITHHBIM CPOKOM XPaHEHUsI
Y MO JJUYHOMY COCTaBY B apXHBE OpraHU3aLNHU

Ymenus:

CHUCTEMAaTH3UPOBATh Aena (JOKYMEHTBI);
pa3MernaTh apxUBHBIE efa (TOKYMEHTBI) Ha
MeCTaX XpaHEHHs B COOTBETCTBUU C
HOPMATUBHBIMH TPeOOBaHUSIMU B 00J1aCTH
ApPXUBHOTO JIeJia U YIIPABJIEHHSI JOKYMEHTAMU,;
cOOM01aTh HOPMATHUBHBIE PEKUMBI XPAHEHUS
ApPXUBHBIX JeJ (JOKYMEHTOB) Ha JIFOOBIX
HOCHTEJIAIX,

MPOBOJUTH MPOBEPKY MOJHOTHI COCTaBA
APXUBHBIX JOKYMEHTOB B €UHHUIAX XPAHEHHS,
MPOBOIUTH ONHMCAHNE APXUBHBIX JEJ
(mOKyMeHTOB),

COCTABJISITH CIIPABOYHO-TIOMCKOBBIE CPENICTBA K
ApXUBHBIM JIeJ1aM (JOKyMEHTaM),

BECTH YUET U KOHTPOJIb BBIIAYHN APXUBHBIX JEJT
(IOKYMEHTOB) M3 apXUBOXPAHUJIHIIA U UX
BO3BpATa,;

BECTH YYET U KOHTPOJIb MEpenadu aeil
(OKyMEHTOB) B
roCyJapCTBEHHBIN/ My HULIUIIATBHBIN apXUB HITH
Ha MHOE BHEIIHEE XPAHEHUE U NpUéMa JeJt ¢
BHEIIHErO XPaHEHUS,

MIPOBOIUTH MOJIMCTHYIO TPOBEPKY (PU3HUECKOTO
COCTOSIHUS IeJT (TOKYMEHTOB),

Pa3bICKUBATH HEOOHAPYKEHHBIE €A
(OKYMEHTHI),

3aIIUIIaTh HHPOPMALIMOHHBIE PECYPChl ApXHBA




OT HCCAHKIIMOHUPOBAHHOI'O JOCTYIIA.

3HaHus:

HOPMAaTHUBHBIE NIPAaBOBBIE aKThl Poccuiickon
Denepannn B cepe AeNONPOU3BOICTBA U
ApPXUBHOTIO JIeTIa;

HOPMAaTHUBHBIE NIPABOBBIE aKThl Poccuiickon
®Denepauuu B obnactu HHGpOpMaLuy,
UH(POPMALIMOHHBIX TEXHOJOTHH, 3aIIUTHI
uH(OPMALNY U TEPCOHABHBIX TAHHBIX,
g poBoii TpaHchopmanuy,

HOPMAaTHUBHBIE NIPABOBBIE aKThl Poccuiickon
Denepanuu B 0061acTH KOHQUASHINATBHOCTH
uHpOopMalny,;

NpaBUjIa XPaHEHHs AeJ (TOKYMEHTOB) B
COOTBETCTBUH C UX THUIIAMU,

nopsiAOK (POPMHUPOBAHUS TOKYMEHTOB B
KOMILIEKTBI, TPYIIIIbL, THITBL,

TpedoBaHMs K OQPOPMIICHHIO TOTOBOPOB Ha
peaTu3aLuio YCIyT BHEITHETO XPaHEHHsI e
(OKyMEHTOB);

CPOKH BBITIOJIHEHHS PadoT;

TpeOOBaHMA K YCTAHOBIEHHBIM HOPMam
BbIPabOTKHY,

TpeOOBaHUS OXPaHbBI TPYA.

IIK 2.4.
OcyuiecTBsTh
XpaHEHUe,
KOMILJIEKTOBaHHE,
Y4ET U
HCIIOJIb30BAHUE JIET
(OKYyMEHTOB)
BPEMEHHOTO
XpaHEHUs

Hasbikn

o0ecrieueHnst XpaHEHHsI, KOMILIEKTOBAHUS,
y4éTa M UCTIOJIB30BAHUS €T (TOKYMEHTOB)
BPEMEHHOTO XPaHEHHUsI

Ymenus:

OPTaHU30BBIBATh 1 00ECTIEUNBATH XPAHEHHE €I
(IOKYMEHTOB) BPEMEHHOI'O XPaHEeHUS
OpPTaHU3aLUH B TPAJULIHOHHOM H B
3JIEKTPOHHOM BHJIE;

KOHTPOJIMPOBATH Pa3pabOTKy CTPYKTYPHBIMHU
MOAPa3IeJICHUSIMU OMKUCEN U AKTOB O
BBIJICJICHUU HAa YHUYTOXKEHHUE JIeJ (IIOKYMEHTOB)
BPEMEHHOTO XpaHEHHs B TPAAULIMOHHOM U B
3JIEKTPOHHOM BHJIE;

(bopMHUpPOBATH EAMHULIBI XPAHEHHUST JOKYMEHTOB
IUTA UX TTOCIIENYIOINEro pa3MeIleH!s B apXUBE
OpTaHu3aLny,

COCTaBJIATH CIPABOYHO-TIOUCKOBBIE CPEICTBA K
apXUBHBIM Jie1aM (JIOKYyMEHTaMm);
OCYIIECTBJISATh TIOUCK /1T (TOKYMEHTOB)
BPEMEHHOTO XPaHEHHUs B TIPOLIECCE UX XPAHEHHSI
B CTPYKTYPHBIX NOAPA3IEIEHUSIX H apXUBE
OpraHu3aLuy,

OCYIIECTBIIATh METOANYECKOE PyKOBOACTBO
OpraHu3anueil XpaHeHus el (JOKYMEHTOB) B
CTPYKTYPHBIX MOJPA3AEICHUSIX OPraHNU3aLnY,




OKAa3bIBATh CTPYKTYPHBIM MOJPA3IEICHUSIM
MPAKTUYECKYIO MMOMOIIb B OPTaHU3ALIH
XpaHeHUs Je (IOKYMEHTOB),

pa3pabaTbIBaTh CIIPaBOUHO-UH(POPMALTMOHHBIE
JOKYMEHTBI 110 OPraHU3alMH UCTIONb30BAHUS
aen (IOKyMEHTOB) BpEMEHHOT'O XPAHEHUS B
CTPYKTYPHBIX MOJPA3EICHUSIX U ApXHUBE
OpTaHu3aLuny,

MPOBOJUTH SKCIIEPTHU3Y LEHHOCTH [
(MOKyMEHTOB) BPEMEHHOT'O XPaHEHUS,
NEePEIaHHbIX B APXUB;

OTIPENEeNATh CPOKU XPAHEHUs J1e (JIOKYMEHTOB)
BPEMEHHOTO XPaHEHHS,

o0ecrieunBaTh 3aLTUTY e (JIOKYMEHTOB)
BPEMEHHOTO XPaHEHHsI B OPTaHU3ALIH OT
HECAaHKIIMOHMPOBAHHOTO AOCTYIIA FITH
YHUYTOXKEHHUS,

POBOIUTH (PU3MUECKOE YHUITOXKEHUE NI
(MTOKyMEHTOB) BPEMEHHOT'O XPAHEHUS C
UCTEKIIUMH CPOKAMH XPAHEHUS TIOCIIe
COTJIACOBAHUS CO CTPYKTY PHBIMH
NOJPa3IeJICHUSIMH OpPTraHU3alNY;

ohOpMIISITE yUETHBIE TOKYMEHTBI 00
YHUYTOXKEHHUH Aell (JOKYMEHTOB) BPEMEHHOTO
XPaHEHUs C UCTEKIIUMH CPOKAMHU XPAHEHUS
COBMECTHO CO CTPYKTYPHBIMU
NOJPa3IeICHUSIMU OpPTraHU3aINH.

3HaHus:

HOPMAaTHUBHBIE NIPAaBOBBIE aKThl Poccuiickoi
Denepaunu B chepe AeTONPOU3BOACTBA U
APXUBHOTO €A,

HOPMAaTHUBHBIE NIPABOBBIE aKThl Poccuiickoi
Denepannu B 00JaCTH 3aIIHUTHI IEPCOHATBHBIX
JAHHBIX;

HOPMAaTHUBHBIE NIPABOBBIE aKThl Poccuiickoi
Denepaunu B 0061acTH KOHQUASCHINATBHOCTH
uHpOpMaIHY,;

METOUYECKUE TOKYMEHTBI U HaLlHOHAJIbHbIE
CTaHIAPTHI B 00JIACTH JEIONPOU3BOACTBA U
APXUBHOTO €A,

METOAMKA Pa3padoTKu (GOPM YUETHBIX
JOKYMEHTOB B TPaJULIOHHOM U B 3JIEKTPOHHOM
BUJIE,;

MpaBUJIa CUCTEMATH3ALNH U KJIaCCU(PUKALTIH
JIOKYMEHTOB;

0COOEHHOCTH OpraHU3alMy XPaHEHHUS e
(MOKyMEHTOB) Ha PA3IMYHBIX HOCUTEJISIX;
KpUTEpUHU ONpeeNeHrs HIEHHOCTH el
(IOKYMEHTOB) JJIsl TaJIbHEHIEero XPaHEeHUS HITH
YHUYTOXEHMUST,

TpeOOBaHMS K MPOLIECCAM YHUUTOXKEHUS




uH(pOpPMALMY B TPAAULIMOHHOM U 3JIEKTPOHHOM

BUJIE,

TpeOOBaHUS OXPaHbBI TPYAA.
IIK 2.5. HaBbixu
OcymecTBnsTh OCYILECTBJICHHsI UCIIOJIb30BAHUS apXUBHBIX J1€J1
UCIIOJIb30BAHUE (MOKyMEHTOB), B TOM YHCJIE C HCIIOb30BAHUEM
APXUBHBIX JeI ABTOMATH3UPOBAHHBIX CHCTEM
(DOKyMEHTOB), B TOM | Ymemmsi:
Huene ¢ CHCTEMATH3UPOBAThL U 0000MWATH CBENEHHUS O
HCTOIBSOBAHHEM COCTaBE U COMEPKAHUH APXUBHBIX €T
ABTOMATUSHPOBAHHDL | (161vnerTOB);
X CUCTEM

HCIOJIB30BATh MH(POPMALIMOHHBIE TEXHOJIOTHH B
00J1acTH CO3JaHMs CITPABOYHO-TTOMCKOBBIX
CPEICTB apXuBa M JOKyMEHTUPOBAHHBIX Cep
NEeATEebHOCTH OpraHU3alNy,

(bopMHpPOBATH OCHOBHBIE M BCIIOMOTaTENIbHBIC
BHJIbl APXUBHBIX CIIPABOYHUKOB B 3JIEKTPOHHON
bopme;

MOJTrOTABINBATE MHYOPMALTHOHHBIE TOKY MEHTBI
IO 3aMpOocaM MOJIb30BAaTENEeH Pa3INYHBIX
KaTeropui.

3HaHus:

HOPMAaTHUBHBIE NIPAaBOBBIE aKThl Poccuiickoi
Denepaunn B cepe qeI0NPOU3BOICTBA,
HOPMAaTHUBHBIE NIPAaBOBBIE aKThl Poccuiickoi
Denepaunu B 00JaCTH 3aIIUTHI IEPCOHATBHBIX
TaHHBIX;

METOAMYECKHE TOKYMEHTHI B 00J1aCTH
MCIIOJIb30BAHUS U Iy OJIMKALIUN apXUBHBIX €T
(OKyMEHTOB);

cepTuUIPOBaHHbBIC HHPOPMALIMOHHO-
MIOMCKOBBIE CUCTEMBI B O0JIACTH Pa3paboTKu
HAy4YHO-CIIPaBOYHOTO armapara
IOKYMEHTHPOBAHHBIX chep AesITeTbHOCTH
OpraHu3aLuy,

CPOKH BBIMTOJIHEHHSI PadOT MO OPTaHU3ALIH
HCIIOJIb30BAHMUS APXUBHBIX J1e] (TOKYMEHTOB);
OpPTaHN3aLMOHHBIEC TIPUHLHITBI HCIIOJIb30BAHHS
JOKYMEHTOB OTPaHUYEHHOTO TOCTYTIA,
TpeOOBaHMSA K MOATOTOBKE APXHBHBIX CIIPABOK U
BBIIMHCOK M3 APXUBHBIX TOKYMEHTOB;
TpeOOBaHUs OXPaHbI TPYAA.

4.3. JINYHOCTHBIC PE3YJIbTATHI

JIMYHOCTHBIE pe3yIbTATHI Kon namuHoCTHBIX
peanusaluy NpOrpaMMbl BOCIIUTAHUS pe3yJIbTaToOB
OcozHarouuii cedst rpaKIaHUHOM M 3aLTUTHUKOM BEJIMKOH CTPaHBI JP 1
IIposiBiArOIUI AKTUBHYIO IPAXKIAHCKYIO O3ULUIO, AEMOHCTPUPYHOIIUI
NIPUBEPKEHHOCTb IIPUHLIUIIAM YE€CTHOCTH, MOPSAIOYHOCTH, OTKPBITOCTH, JIP 2
SKOHOMMYECKH AKTUBHBIM M YYaCTBYKOIIUNA B CTYJEHYECKOM H




TEePPUTOPUAIIBHOM CaMOYINPABJICHUH, B TOM YHCJIE€ Ha YCJIOBMSX
I00POBOJIBUECTBA, MPOAYKTUBHO B3aMMOICHCTBYIOIIMHA U Y4aCTBYFOIIUI
B IEATEIbHOCTU OOIIECTBEHHBIX OPTaHU3ALINIHI

Cobmromaromuii  HOPMBI ~ MPABOMOPSIKA,  CICAYIOIIUH  Haeanam
rpakaaHckoro obmectsa, obecnedyeHus: 0e30MacHOCTH, NpaB U CBOOOA
rpaxxgad  Poccun. JlosinpHBIE K yCTAHOBKAM U MPOSIBICHUAM
MpencTaBuTeel  CyOKyNbTyp, OTIMYAIOIIMA WX OT TIpynm ¢
JNECTPYKTUBHBIM U JE€BUAHTHBIM MOBefeHHeM. JleMOHCTpupyrouit
HeNpUsTHE M MpenyNpeXAaloIluil COLUAIbHO ONAacHOE IOBeIeHUe
OKPY>Karo LITUX

JP 3

IIposBiAromuii 1 AEMOHCTPUPYIOLIUMN YBaXX€HUE K JIIOAAM TPyha,
OCO3HAIOIIMHA LEHHOCTh coOcTBeHHOro Tpyxa. Crpemsmmiics K
dbopMUPOBaHHMIO B CETEBOH cpele JHMYHOCTHO U MPO(ECCHOHAIBHOTO
KOHCTPYKTUBHOT'O «IIH(POBOTO ClIenia»

JIP 4

JIEeMOHCTPUPYIOIIUIA  IPUBEPXKEHHOCTb K  POJHONW  KYJBTYpE,
UCTOPHYECKON MaMsATH Ha OCHOBE J0OBH K PomuHe, pogHOMY Hapony,
MaJIOH poOnuHeE, MNPUHATHEO TPaAULMOHHBIX LIEHHOCTEMN
MHOTOHaLIMOHAJIBHOTO Hapoaa Poccun

JP S

HpOﬂBJ’IHI-OH_II/Iﬁ YBAXKECHUEC K JIIOOAM CTAPLICTO MOKOJICHUA U TOTOBHOCTD
K y4aCTHIO B counaanoﬁ NOAACPKKEC U BOJIOHTCPCKHUX OBUKCHUAX

JIP 6

Ocos3Harouuii  NPUOPUTETHYIO  LIEHHOCTb  JIMYHOCTH  YeJIOBEKa,
YBXKAOMMH COOCTBEHHYI0 M YYXYIO YHHKAIBHOCTb B Pa3JIMYHBIX
CUTYALsIX, BO BCex (hopMax M BUIAX AEATEIbHOCTH.

JP 7

IIposBiAromuin U AEMOHCTPUPYIOIIUNA YBaXX€HUE K IPENCTABUTENAM
Pa3IMYHBIX 3THOKYJIBTYPHBIX, COLMATBHBIX, KOH(PECCUOHATBHBIX U HHBIX
rpynn. ConpuyacTHbIl K COXPaHEHUIO, MPEYMHOXXEHHUIO U TPaHCIALNN
KYJIBTY PHBIX TPAJULIUNA U IEHHOCTE MHOTOHALIMOHATIBHOTO POCCUIICKOTO
rocy1apCcTBa

JP 8

CobOmonaromuéi ¥ TPONAraHgupPyIOMUN TpaBWjia 3J0POBOTO U
Oe3omacHoro o0pasa KH3HH, CIOPTa; MPEeayNpekaaromuil 1udo
MPEOIOJIEBAIOIIHMI 3aBUCUMOCTH OT aJIKOroJis, Tabaka, MCHXOAKTHBHBIX
BELIECTB, a3apTHbIX UIrp U T.A. COXpaHsSOmMH ICUXOIOTHYECKYIO
YCTOfIqHBOCTb B CUTYATHBHO CJIOKHBIX WU CTPEMUTECIIBHO MCHAIOLIUXCA
CUTYaALUAX

JP9

3aboTrAuuiics 0 3amUTe OKPY KAOWEH cpenbl, COOCTBEHHON U 4yKOH
0€30MacHOCTH, B TOM uucie uGpoBo

JIP 10

[MposiBisiromuii yBaXKeHUE K 3CTETUYECKUM LIEHHOCTSIM, OOJIaIaroIuii
OCHOBAMH 3CTETUYECKON KYJbTYPbI

JIP 11

[IpuHUMarOIMil CeMeHbIE LIEHHOCTH, TOTOBBIA K CO3JAaHUI0 CEMbU U
BOCIUTAHUIO JI€TEH, NE€MOHCTPUPYIOLIMN HEMPUSATHE HACHIHS B CEMBE,
yX0[la OT POAUTENIBCKON OTBETCTBEHHOCTH, OTKa3a OT OTHOLIEHHMH CO
CBOMMHM J€TbMH M UX (PMHAHCOBOTO COAEP KAHUS

JIP 12

JIn4HOCTHBIE Pe3yJIbTATHI
peaiM3auiy NPOrpaMmMbl BOCIIMTAHUS,

OnpeacJiCHHbIC OTPACIE€BBIMH TpCﬁOBaHI/IHMI/I K 1€JIJ0BbIM Ka4Ye¢CTBAM JIMYHOCTH

JIeMOHCTPHUPYIOIINI TOTOBHOCTD M CIOCOOHOCTD BECTH TUAJIOT C
APYTrUMHU JIFOAbMU, JOCTUTATh B HEM B3aMMOINMOHUMAaHUWA, HAXOOUTb

O6H_II/Ie eI U COTPYAHUYIATD IJId UX JOCTUXKEHUA B HpO(I)eCCHOHaJIbHOfI JIP 13
JEATENbHOCTH

[TposiBasirouMii CO3HATENPHOE OTHOLIEHUE K HEMTPEPBIBHOMY

00pa3oBaHUIO KaK YCJIOBUIO YCIEITHON MPOoQeCCHOHATBHON U JIP 14

OO11EeCTBEHHON NeATEIbHOCTU




[IposiBnsiroIMiA rpakJaHCKOE OTHOLIEHNE K POodhecCHOHANBbHOM

NEATENbHOCTU KaK K BO3MOXKHOCTH JIMYHOI'O Y4aCTUs B PELIEHUU JIP 15
00I11IeCTBEHHBIX, TOCYIAPCTBEHHBIX, OOIIEHAIMOHATBHBIX TPOOIEM
ITpuaNMaromuii OCHOBBI SKOJOTHYECKON KYJIbTYPBI, COOTBETCTBYHOIIEH JIP 16

COBPEMEHHOMY YPOBHIO 3KOJIOTHYECKOrO MBILLICHHS], TPUMEHSFOLIUI
OTIBIT HKOJIOTUYECKA OPUEHTUPOBAHHOH pehIIeKCUBHO-OLIEHOUHOH U
MIPaKTUYECKOHN eATEebHOCTH B )KM3HEHHBIX CUTYaLMSIX U
npodheCCHOHANTBHOM NeITEIbHOCTH

IIposiBiArOmUI HEHHOCTHOE OTHOLIEHHE K KYJIBTyPE U HCKYCCTBY, K JIP 17
KYJBTYp€ PEUH U KYJbTYPE NOBEICHUs], K KpACOTe U TAPMOHUU

5. /[JloKyMeHTBbl, perjamMeHTHpylLiUe coJep:KaHHe M OpraHHM3aLUIo
06pa30BaTeJIbHOTO MpoLiecca NPH peaIu3alui 06pa30BaTe/JIbHOM NPOrpaMMbl

5.1. YueGHblii nian

Y4eOHbIH TU1aH ONpeAessieT CICAYIOUINe XapaKTePUCTHKH 00pa30BaTeIbHON MPOrPaMMBbL:

- 0ObeMHbBIe TapaMeTPhl yUeOHOM Harpy3KH B IEJIOM, TIO TOIaM O0YUYEHUS U 110 CEMECTPaM;

- TMepevYeHb AMCLUIUINH, NMPO(PECCHOHANBHBIX MOAYJEH M HX COCTaBHBIX 3JIEMEHTOB
(MEXIHUCIUTUIMHAPHBIX KYPCOB, y4eOHOH 1 MPONU3BOICTBEHHON MPAKTHK),

- TIOCJIEIOBATEIbHOCTD M3YYEHUSI TUCLUIUINH U IPOPECCHOHATBHBIX MOYJIEH;

- pactipeneneHue o rogam o0ydeHus U ceMectpam GopM MPOMEKY TOYHOH aTTeCTAllMH IO
OUCHHIUTMHAM, TPOQPECCHOHATBHBIM MOIYJSM (M HUX COCTABJISIOLUINM MEKAHCLUTUTMHAPHBIM
Kypcam, yueOHOH U MPOU3BOICTBEHHOH MPAKTHKE);

- oObeMbl yueOHON Harpy3Ku MO BUAaM Y4eOHBIX 3aHATHH, MO y4eOHBIM MpeaMeram,
TUCIUIUTMHAM, PO ECCHOHAIBHBIM MOAYJISIM U MX COCTABIISIO LM,

- CPOKH IIPOXOXKIAEHHS U POJOJDKUTENBHOCTD IPAKTHKY,

- (GopMBI TOCYIapCTBEHHOH WTOTOBOH arTecTanuy, OObeMbl BPEMEHHU, OTBEIACHHBIC Ha
MOATOTOBKY M 3aIUTY BBITYCKHOH KBAIN(UKALIMOHHON paboThl B pamkax [A;

- 00beM KaHHKYJI 110 roamM oO0ydeHusl.

IIpu popmupoBannu y4eOHOro riaHa no cnenuaibHOCTH 46.02.01 JlokyMeHTauMOHHOE
o0ecrieueHne yIpaBJIeHUs] U apXUBOBEICHNE 00pa30BaHMsl YUUTHIBAJIHCH CIECAYIOUINE HOPMBL

CtpykTypa 00pa3oBaTeIbHOM MPOrPaMMBI O06BeM 00pa3oBaTEIbHON MPOrPAMMBI,
B AKaJIEMHUYECKHUX Yacax
JlucuuraiuHbl (MOAYJIN) He menee 1476
IIpakTuka He menee 432
I'ocynapcTBeHHAst HTOrOBas ATTECTALIMS 216
O06muii 06bemM 00pa3oBaTeIbHOM MPOrPAMMBI 2952

VueOHbI JIaH BKJIFOYAET LIUKJIBL:

. COLUAJIBHO-TY MAHUTAPHBIN LIUKII,
. o0menpodeCCHOHATBHBIN ITUKJT,
. npodeCCHOHATBHBIN LUK

B nmkiax oOpa3oBaTenbHOM MPOrpaMMBbl BbIIETEH 00beM yUeOHBIX 3aHATHH, MPAKTUKH (B
poh)eCCHOHAIEHOM LHUKJIE) H CAMOCTOSITEIbHONU PadOTHI.

B conmanpHO-rymMaHuTapHOM, OOmmenpodeccHoHaibHOM U MPOGEeCCHOHATLHOM IHKIaX
o0Opa3oBaTeNbHOW  MpPOrpaMMbl  BbieNeH 00beM  y4eOHBIX  3aHATUH, MpakTUKH (B
poeCCHOHAIBLHOM IHKJIE) i CAMOCTOATEIbHOM PadoThl O0YHUAOLTHUXCS.

Obsi3aTenpHast 4acTh COLMAIBHO-TYMAHUTAPHOTO LHKJA OOPa30BaTENIbHOW MPOrPaMMbl
NpeaycMaTpuBaeT H3y4eHHE Clenyrlnnx obszarenbHbX aucuuruinH. «Mcropus Poccumy,
«HOCTpaHHBIN SI3BIK B npodeccHoHaIbHON AEATENBHOCTI, «be3onacHoCTh
KU3HENEATENbHOCTHY, «®Pusnueckas KynbTypa», «OCHOBBI OEpeXIJIMBOTO IMPOU3BOACTBAY,
«OcHOBBI (PMHAHCOBOW TPAMOTHOCTH .

O0BbeM 4acoB Ha TUCHUTUTNHY «Be30macHOCTD KU3HEAESITEIbHOCTUY COCTaBsieT 70 4acoB.



3a mepuon oOydeHHs MPenyCMOTPEHO BBIMOJIHEHHE KypcoBoi padotsl: mo MJIK.01.01
JIOKyMEHTAILMOHHOE 00EeCTIEYeHNE YITPABIICHHSI.

IIpodeccronanbHbIN UK 00pPa30BaTENBHON MPOrPaMMBI BKJIFOUAET MPO(PECCHOHATBHBIE
MOZYJIH, KOTOpbIe C(OPMHUPOBAHBI B COOTBETCTBUM C OCHOBHBIMH BUAAMHU ESTEIBHOCTH,
npenycmorpenasiMu @I'OC CIIO:

* OCYIIECTBICHHE OPraHU3aLIOHHOIO U JIOKYMEHTAIIMOHHOTO oObOecredeHus
IESITETbHOCTH OPTaHU3alInY,

*  OpraHM3anys apXuBHOH padOThI MO JOKYMEHTAM OPTraHM3alMN Pa3HYHBIX (HOpM
COOCTBEHHOCTH.

B mpodeccuonanbublii LUK 00pa3oBaTENbHON MPOTrPaMMBbl BXOIST CIEAYIOIINE BUABI
npaktuk (Tabmuuma 1): yyeOHas mpakThka U MPOU3BOACTBEHHAs MpakTuka. [IponsBoacTBeHHas
NPaKTUKA COCTOUT U3 ABYX HTAINOB. MPAKTUKH MO MPOPUITIO CHEHHATbHOCTH U MPENAUIIIOMHON
NPAKTHKH.

Tabmuua 1
Pacnpenenenue npakTUKU
YueOHasi mpakTHKA 5 Hen.
[Tpoun3BoaCTBeHHAs MPAKTHKA (10 TPOGUIIIO CISIMATbHOCTH) 6 Hex.
[Tpou3BOACTBEHHAs MPAKTHKA (MPEAAUTIIIOMHAS) 4 men.

Ha mnposenenne y4eOHBIX 3aHATHH M MPAKTHK IPU OCBOCHHWH YUYeOHBIX LIUKJIIOB
00pa3oBaTeNbHON MporpaMmel B 04HON (popme oOydeHus BbeTIeHO He MeHee 70 IPOIEHTOB OT
o0bpeMa yueOHBIX UKJIOB 00Pa30BaTENBHOMN MPOrpPaMMBI.

B mwmkinbl  BKIIOYAETCS MPOMEXYTOYHAs — aTTecTalust OOydarolMXCs, KOTOpas
OCYILECTBIIIETCSI B PAMKaX OCBOEHUS YKa3aHHBIX LUKJIOB B COOTBETCTBHU C pa3pabOTaHHBIMU
TexnnkymoM (oOHZaMH OLIGHOYHBIX CPENCTB, IO3BOJSIOLIUMH  OLEHUTh JOCTHIKEHHS
3aIUIAHUPOBAHHBIX IO OTHAENbHBIM AHCUUIUIMHAM (MOAYJSIM) M TPAaKTHKAM pPe3yJIbTaTOB
oOydeHusl.

B xauectBe QopM mpoMekyTOYHOH arrecTauud B y4eOHOM IUIAHE HCIIOJIb30BAHBI
9K3aMeH, 3a4eT, TudepeHINPOBAHHBINA 3a4eT, KOHTPOJbHAs paboTa, KypcoBast padora.

3a mepuon oOydeHUs MPenyCMOTPEHO BBITIOJHEHUE KypcoBbIXx pador mo MJIK.01.01
Opranm3anus 6e3HaTMuHbBIX pacueToB 1 MJIK.02.02 Vyer kpeauTHbIX onepaunii OaHKa.

KonnuectBo 3aueToB B yueOHOM rofy He npesbimaeT 10, a 5k3aMEeHOB — 8, a UMEHHO:

1 xypc - 10 3a4eToB, 6 5K3aMEHOB;

2 xypc - 10 3a4eToB, 7 5K3aMEHOB.

B ykazaHHO€ KOIUYECTBO HE BXOMAT 3a4€ThI MO (PU3HUECKON KYJIBTYpE.

OO0wmas nmpoaoIKUTENBHOCTh KaHUKYJ B yueOHOM rony cocramisier 11 Hemenb, B TOM
qricie 2 Henenu B 3uMHIN nepuon. O0muii 00beM KaHUKYJ COCTaBisieT 13 Henmenb.

5.2. Kanennmaphslii yueOHbIi rpaduk

B kanenmapHoMm y4eOHOM rpaduke yKas3bIBae€TCsl MOCIENOBATEIBHOCTb peaTH3aLlni
00pa3oBaTeNbHON MPOrpaMMBbl, BKIIFOYAsl TEOPETHUECKOE 00yUeHUE, MPAKTUKH, IPOMEKYTOUHBIE
U UTOTOBYIO aTTECTALIH, KAHUKYJIbL

5.3. ®opmuposanue BapuarusHoit yactu OI1OI

Bapuarusnasi yacte (30%) pacnpeneneHa mo AMCUUTUIMHAM (MOJIYJISIM) U TIPAKTHKE B
o0beMe 828 4acoB, B TOM YHUCIIE:

- qUCcUUIUTUHBI (Moayn) — 720 4acos,

- npakTuka — 108 yacos.

Pacnpenenenne BapuaTUBHON dYacTH OOpa30BATENIbHON MPOTPaMMbl TPENCTABICHO B
Tabnuue 2.

Tabmuua 2
Pacnpenenenne BapuaTUBHON 4acTH



Hnnexc Ilepevenp LUKIIOB, pa3esoB, NPEAMETOB, TUCLIUILINH, Obbem
npodeccuoHanbHbIX Moaysiel, MJIK, mpakTuk BapUAaTUBHOMU
4acTH
Cr.oo CounajJbHO-TYMAHUTAPHBIN HHKJI 188
CI.ol Hcropus Poccun 32
CI'.05 OCHOBBI O€PEKITMBOIO MPOM3BOJACTBA 8
CI'.06 OcHOBBI (HMHAHCOBOW MPAMOTHOCTH 8
Cr.o7 DKOJIOTHYECKHUE OCHOBBI MPHUPOJIONOJIb30BAHUS 34
CI'.08 [Tcuxonorust oduIeHUs 48
CI'.09 OcHoBbI huocoduun 58
OI1.00 Ob0menpodeccHoOHATBHBIN UK 368
OI1.01 DKOHOMHKA OpraHu3aLuu 44
OI1.02 MeHeKMEHT 72
OI1.03 IIpodeccroHanbHast STHKA U OCHOBBI IEJIOBOTO OOIIEHHUSI 28
OI1.04 ITpaBoBBIe OCHOBBI TPOGECCHOHATBHON ACATENBHOCTH 18
OI1.06 Pycckuii si3pIk B MpodheCCHOHATTbHON 1eATENbHOCTH 64
OI1.07 KowmnbrotepHas 06paboTka TOKYMEHTOB 26
OIL.08 OCHOBBI peANIPUHUMATEIbCKON 1eATEIbHOCTH 68
OI1.09 OCHOBBI TOCYTAPCTBEHHOMN CITy KObI 48
11.00 IIpodeccuoHANbHBIA LUK 272
ITIM.01 Ocyuwiecmeiienue op2anu3ayuoOHHO20 U 130
OOKYMEHMAYUOHHO020 0becneuenus OessmelbHocHu
opzanu3auuU
MJIK.01.03 | Opranusainusi CEKpeTapcKoro o0CayKMBaHUs 36
MJIK.01.04 | [TokyMeHTalIMOHHOE 00ecreueHrne KaapoBOi CIyKObI 22
VYIL.O1 Yuebnast mpakTHKa 36
II1.01 [IpousBoacTBeHHAs MPaKTHKA (IO PO IO 36
CTIEIUATBHOCTH)
TIM.02 Opzanusauus apxueHoil padomst no OOKyMeHmam 72
OP2AHU3AUUIL PA3TUYHBIX hopm cobcmeenHOCmU
MJIK.02.02 | I'ocynapcTBEHHBIE, My HULIUTNIAIBbHBIE APXUBBI U APXUBBI 36
OpraHu3aIui
[II1.02 [IpousBoacTBeHHAs IPAKTHKA (TI0 TTPOGUITFO 36
CTIEIUATBHOCTH)
ITIM.03 Buinonanenue pabom no 00Hoil uiu HECKOIbKUM 70
npogheccusm pabouux, 00ANCHOCHAM CAYPHCAMUX
MJIK.03.01 | [lenonpous3BogUTEND 70
O0beM BAPHATHBHOM YACTH B AKAJTEMHYECKHX Yacax 828

5.4.  Pabouue nporpamMmbl JUCLUILINH, TPO(HECCHOHATBHBIX MO JIEH

Paboune mporpamMmbl Mo JUCHUTUIHHAM, MPO(EeCCHOHANIBHBIM MOIYJISIM Pa3padOTaHbl U
YTBEPIKACHBI B yCTAHOBJIECHHOM TIOPSIIKE.

B paboueii mporpamme ompenenseTcss COAepKaHWE WM TMOPSIOK H3YUEHHUs MaTepuana,
yCTaHABJIMBAETCS 00BEM U MOCIEIOBATEIbHOCTh €r0 U3YYSHUS], MePEUeHb TEM MPAKTHUYECKUX U
nabOpaTOPHBIX 3aHSITHA, WHANBUAYANIbHBIX 3aJaHUN, a TaKKe PEKOMEHOYETCs JHUTepaTypa,
HeoOXoauMasi Py U3yYeHUU.

5.5. Paboume mporpamMmMsbl MPaKTHK

IIpaktuka sBisieTcss 0Os3aTeNbHBIM pa3fesnoM obpaszoBarenbHOH mporpammbel. OHa
npencraeisier coOoi BUX y4eOHOH AEATENBHOCTH, HANPABICHHOW Ha (HOpPMHUpPOBAHHE,
3aKpeIJICHUE, Pa3BUTHE IMPAKTHYECKUX HABBIKOB M KOMIIETCHIMII B TPOLIECCE BBITOJHEHHS
OTpeAeNIeHHbIX BUAOB paboT, CBSI3aHHBIX C OyayInei mpodecCHOHABHON NeATETbHOCTHIO.



ITpu peanuzanmu oOpa3oBaTENbHON MPOrPaMMBbI MPENYCMATPUBAIOTCS CIENYIOIINE BHIbI
NPaKTHUK: yaeOHast U MPON3BOACTBEHHAS. [ [pOM3BOACTBEHHAS IPAKTHKA COCTOUT U3 ABYX STATOB!
NPAKTUKU N0 MPOQIITIO CIEHHUANTBHOCTH U MPEIANINIOMHON PAKTHKH.

B pabounx nporpammax yueOHON 1 MPONU3BOICTBEHHOMN MPAKTHK YKA3bIBACTCS] HA3HAUEHHUE
NPAKTUKU TSI OCBOSHHSI OOYYarOIUMHICS KOHKPETHOTO BUAa MPOQeCCHOHATIBHON AATENbHOCTH
B paMKaX COOTBETCTBYIOLIErO MNPO(GECCHOHAIBHOTO MOy, OpPraHU3ALUOHHBIE YCJIOBUS,
NepeuYeHb KOHKPETHBIX 3aJaHUM.

Pabouast mporpamMma nmpenauIuIOMHON PAKTHKH CTPOUTCS MO aHAJIOTHYHOMY MPHUHIIHITY,
C TeM OTJIM4YMEM, YTO MPAKTUKA HAINpaBleHa HAa MNPOBEPKY TOTOBHOCTH BBITyCKHUKOB K
CaMOCTOATENBHON TPYAOBOM AEATEIBHOCTH, & TAK)KE HA MOATOTOBKY K BBINOJIHEHUIO BBIITY CKHOM
KBaJN(PUKATMOHHOH paboThI.

6. OLleHOYHBIe MaTepHaJibl

OneHka Ka4ecTBa OCBOEHHSI 0OPa30BaTENIbHON MPOTrpaMMbl BKIIFOUAET TEKYIIHA KOHTPOJb
yCIEBAEMOCTH, MTPOMEKYTOUHYIO U [ OCYyIapCTBEHHYIO UTOTOBYIO aTTECTALUIO O0YYarOIUXCS.

@opMbl U OpoLEAYPbl TEKYLIErO KOHTPOJIA 3HAHWN, MPOMEXKYTOYHOM aTrTeCTalMH [0
KQKIOMY y4eOHOMY MpeaMeThl, OUCLHILIMHE U NPOPECCHOHATBHOMY MOIYJIIO pa3padaTbIBarOTCs
MPETIONABATEIISIMH, YTBEPIKIAKOTCS yCTAHOBJICHHBIM TTOPSIAKOM.

Jnst arTecTauny CTyAGHTOB HA COOTBETCTBHE UX MEPCOHATBHBIX TOCTHYKEHUH TMO3TAITHBIM
TpeboBaHMsIM 00pa30BaTENbHOM MPOrpaMMbl (TEKyIIast U MPOMEKYTOUHAS aTTECTAI|sI) CO3Ar0TCS
(OHIIBI OLIEHOYHBIX CPEICTB, MO3BOJISIONINX OICHUTh 3HAHUS, YMEHUS U OCBOSHHE KOMITETEHIIUH.
@DOHABI OLICHOUHBIX CPEACTB JISl MPOMEKY TOYHOM aTTeCTANH Pa3pabaThIBAIOTCS U YTBEPIKIAKOTCS B
cootetcTBIH ¢ [TonoskeHrem o PoHIE OIIEHOYHBIX CPEACTB TEXHUKYMA.

[IpaBuna y4acTusi B KOHTPOJHMPYIOLUIUX MEPONPUATUSIX € KPUTEPUH OLICHUBAHUS
NOCTIKEHUH  O0y4aloImuXCcsl  OMPENeNsiOTCsl  JIOKAJbHBIMH ~ akTaMu  TexHukyma: [lopsakom
MPOBEICHUST TEKYIIEro KOHTPOJISI YCIIEBAEMOCTH U MPOMEKYTOYHOM aTTeCTAllH OOyYaroIHXCs,
IIporpammoti I 'ocy napCTBEHHOM UTOTOBOM aTTECTALIUU.

7.MeToan4ecKHe MaTepHuasibl
OOpazoBatenbHasi mporpamma o0ecTeunBaeTCsl yueOHO-METOIUYECKON JTOKYMeHTalren
10 BCEM I[I/ICLII/IHJ'II/IHaM, MG)K,I[I/ICLII/IHJ'II/IHaprIM KypcaM Hu HpO(I)eCCI/IOHaJ'IbeIM MO,[[y.]'Ii[M.

8. Pa6oyass mporpaMMa BOCNHUTAHHUSA, KaJeHAAPHbIA IUIaH BOCHUTATE/IbHOIM
pa6oThbl

Ienb pabodeii mporpaMmbl BOCITUTAHHS — JIMYHOCTHOE Pa3BUTHE OOYYAOIIMXCS U HUX
conuan3anus, MOPOABIAIOIIHUECA B Pa3BUTUN HUX TMO3UTHBHBIX OTHOIIIEHHUHN K O6H.[eCTBeHHbIM
LIEHHOCTSIM, TNPHOOPETEeHWH ONbITa TOBEACHUS M TPUMEHEHHUS CHOPMHUPOBAHHBIX OOLINX
KOMIIETEHIINH KBAJIN(UIMPOBAHHBIX Pa0OYMX, CIYKAIUX/CIIEIUATUCTOB CPEAHEro 3BEHa Ha
MIPaKTUKE.

3apauu:

— (opMHpOBaHHE EIMHOrO BOCIUTATEIBHOIO MPOCTPAHCTBA, CO3JAIOLIETO paBHbBIC
YCJIOBUS [JIsI Pa3BUTHs 00YHAIOIIUXCsl MPOPeCcCHOHATBHON 00pa30BaTeIbHOM OpraHU3aLUH;

— OpraHu3alys BCeX BUAOB JESITEIbHOCTH, BOBJEKAIOLIEH 00yYaroIuxcsi B 00IE€CTBEHHO-
LIEHHOCTHbIE COLMATU3UPYIOLINE OTHOIICHHS,

— (opmupoBanue y obyuaromuecs mpodeCCHOHATBHON 00pa30BaTEeIbHON OpraHU3aIuU
O0ImMX LEHHOCTEH, MOPAJIbHBIX U HPABCTBEHHBIX OPUEHTHPOB, HEOOXOAMMBIX [UIsI YCTOHYHBOTO
Pa3BUTUS TOCYIAPCTBA,

— YCHJIEHHE BOCIHMTATEJIbHOTO BO3JACUCTBHs Oyarofaps HEMpPepbIBHOCTH MpoLecca
BOCIIUTAHUSA.



9. ®opMbI aTTECTALU A

C uesnpr0 KOHTPOJISI M OLIEHKH Ka4eCTBA OCBOSHHsI 00pa30BaTEIbHON MPOrpaMMBbl H yUeTa
WH/IMBUIYAJbHBIX 00pa30BaTEIbHBIX JOCTIKEHUH 00yHaOIIIXCsl MPUMEHSIOTCS

- TEKy LU KOHTPOJIb YCIIEBAEMOCTH,

- IPOME’KYTOYHAS ATTECTALIHS,

- TOCYJapCTBEHHAsI UTOrOBas ATTECTALNS O0YHArOIIIUXCS.

Texkymmii KOHTPOJb YCHEBAEMOCTH — 3TO CHCTEMATHYECKas MPOBEPKA IOTyYaeMBbIX
3HAHUH W TPAKTUYECKUX HABBIKOB OOYYAOIIUMHUCS MO O0pa3oBaTeNbHOW NpOrpaMMe B
cootBercTBUU ¢ ®I'OC. D70 npoBepka yueOHBIX TOCTHKEHUN 00yHYaOIUXCsl IO KaXa0H Teme u/
win pazaeny yuedbnoro npeamera, nuciuuruinabl, MJIK, yaeOHON 1 MpON3BOACTBEHHON MPAKTUKH,
MPOBOIUMAsI ITPETIOIABATENIEM, BEAYLIIUM yUeOHbIE 3aHITHS.

3HaHUs, YMEHUs], HABBIKM OOyYaroImuxcs Mo BceM (opMam KOHTPOJIsS y4eOHOH paboThl,
BKJIFOYAsl Y4eOHYIO M IIPOU3BOJACTBEHHYIO MPAKTUKY, OLEHUBAIOTCSA B XO/I€ TEKYyIIEH aTTeCTaliu
B Oamtax: S (otnuyHO), 4 (Xopoino), 3 (YAOBIETBOPUTETHHO), 2 (HEYIOBIECTBOPUTENBHO) H/HITH
3aYTEHO, HE 3a4TEHO. Pe3yIbTaThl TEKYIETro KOHTPOJISI OTPAXKAIOTCS MPETIOAABATENEM B Ky pHAJIAX
00yueHHsI COTIaCHO MPaBUIIAM BEACHUS Ky PHAJIOB.

IIpoMekyTouHas aTTrecTalsi TPOBOAMTCS MO pe3yJbTaTaM OCBOCHHS IPOrpamm
JUCHIHIUIMH U MPOEeCCHOHANBHBIX MOAYJIeH. POpPMBI U MPOLIEAYPhI TPOMEKYTOYHOH aTTeCTaL[H
M0 KaXXIOW AMCLMUIUIMHE U MPO(eCcCHOHATHPHOMY MOIYJIO pa3padaThIBAIOTCSI B METOAMUYECKUX
IIUKJIOBBIX KOMHCCHSIX, YTBEPXKIAIOTCS 3aMECTUTENIEM ITUPEKTOpa M IOBOMSATCS O CBEACHUS
00y4aroIuXcst B TEUEHHE MEPBBIX ABYX MECSLEB OT Hadajsa 00ydeHusl.

IIpoMexyTouHasi aTTecTalusl MPOBOAUTCS C LEJIbI0 ONPENeNeHUs COOTBETCTBUS
NEPCOHANBHBIX  AOCTIDKEHHH  OOydaromMxCsi  MOSTAmHbIM  TPeOOBaHMSIM  OCHOBHOM
npodhecCHOHANTBHON 00pa30BaTEIBHON MPOTPAMMBI.

IIpomekyTodHas aTTecTalys OLIEHUBAET PE3yJIbTAThl YIEOHO! AeATEIBHOCTH CTYICHTA 32
cemectp. OCHOBHBIMU (hOPMAMH SIBIISTFOTCS: 3a4eT, AU(PepeHIMPOBAHHBINA 3a4eT, KOHTPOJIbHAS
pabota, kypcoBast paboTa, SK3aMeH.

l'ocynmapcTBeHHass MTOroBast aTTeCTAlldsl MPOBOOUTCS B (POpME IEMOHCTPALIMOHHOTO
SK3aMeHa W 3aIUThI JUTUIOMHOTO MPoeKTa (padoTh).

10. OpraHu3alMOHHO-NIeJATOTHYeCKHe YCI0BUS

10.1. Kanpooe obOecrnieueHue

Peanusarusi 00pa3oBaTebHON MPOrpaMMbl 00ECTIEYMBAETCS TIEJArOTHYECKUMHU KaJapaMu
TexHuKkyMa, WMEIOIMMA O0Opa3OBaHHE, COOTBETCTBYIOIEE MNPOPUIIO  IPernoaaBaeMoi
IUCIMIUTMHBI (MOIYJIS) ¥ CHCTEMATUYECKU 3aHUMAIOIINECS] METOJUIECKON e TeTbHOCTBIO.

OmbIT [EATeTPHOCTH B OPraHHU3aIUsAX COOTBETCTBYHOMIEH mnpodeccrnoHanbHON chepsl
SIBIISIETCST  00s13aTENIbHBIM IS MIPETOaBaTeNiell, OTBEUYArOIIUX 3a OCBOEHHE OO0YYaroIuMCsI
poheCCHOHAIBHOTO Y4eOHOTO IUKJIA.

[IpenonaBareny, obecrneynBarolie OOpPa3OBATENbHBINA MpoLecc o 00pa3oBaTeNbHON
nporpaMme, IONYYarT MOMOJHUTENbHOE MpodeccHoHanbHOe 00pa3oBaHHE MO MpOrpamMmam
TIOBBIIIICHUA KBaJ'II/I(bI/IKaL[I/II/I, B TOM YUCJIC B (1)opMe CTaXXUPOBKU B HpO(l)I/IJ'IbeIX OopraHu3aluax HE
pexe 1 paza B 3 roja.

10.2. VyeOHO-meTOmuueckoe u WHGPOPMALMOHHOE obecreueHne o0pa3oBaTeILHOTO
nporecca

Peanmuzanmst  obpasoBatenbHON — mporpaMmbl o cnenmaibHOcTH  46.02.01
JIoKkyMeHTaIllMOHHOe O0ecrieueHre yIpaBlIeHWs U apXUBOBeneHHe obecriedeHa y4ueOHO-
MeTOI[I/I‘{eCKOfI HOKYMGHTaHHeﬁ 10 BCEM IUCHUIIIIMHAM (MOI[y.]'I;IM), BUOaM TMIPAKTHUKH, BUOAAM
roCyAapCTBEHHOI UTOrOBOM aTTeCTalluH.

Obyuaromumest  obecriedeH  goctyn k cucrteme Moodle (MoxynbpHast OOBEKTHO-
OpPHEHTHUPOBAHHAsI JMHAMHUECKas ydeOHas cpena) — 3TO CHCTeMa yTpaBiieHHs: OOydeHHeM,
npeaHa3HavuCHHas 1J1d OpraHru3aiuun BSaHMOHeﬁCTBHﬂ MECXKAY NPENoaaBaTeiceM U O6yLIaI'OH_II/IMI/IC$I
AUCTAHHUOHHBIX KYPCOB U ITOAACPKKHU O6yLIeHI/I$[.



Kaxxapiit oOyuaromuiicst ooecnedyeH TJo0CTyOM K HUGPOBOI (3JEKTPOHHOM) OUOIHOTEKE.

10.3. MarepuanbHO-TeXHHUYECKOE obecriedeHre oOpa3oBaTeIbHOTO MpoLecca

Peanusarusi oOpa3oBaTeabHON MPOrpaMMbl 00ECTIEYMBAETCS MaTEPHAbHO-TEX HUYECKOM
0asoii, obOecrieunBaroIell MPOBEICHUIO BCEX BHUAOB y4e€OHON IESTENbHOCTH OOYyYaroIuxcs,
BKJIFOYasi TPOBEIEHUE IEMOHCTPAIHOHHOTO 3K3aMeHa.

Cornacao TpeboBanusim OPI'OC mo cneumanmbHocTu 46.02.01 J{OKyMEHTAaLIMOHHOE
obecrieueHre ympaBjieHUs] W apXUBOBENeHHE y4eOHbIe ayqUTOpUHU, JTabOpPaTOPUH OCHAINEHBI
000pyI0BaHUEM, TEXHHUECKUMH CPENCTBAME OOyYEHHUs il MPOBEIEHUsT 3aHATUN BCEX BUIOB,
NPEeayCMOTPEHHBIX YIEOHBIM TLIAHOM.

[Tomerenwust A1 OpraHU3aMyd CaMOCTOSTEIbHON U BOCITUTATEIBHON PabOThI OCHAIIEHBI
KOMIIBIOTEPHON  TEXHUKOH €  BO3MOJKHOCTBIO  TOJK/IIOYEHHS K  HWH()OPMAIMOHHO-
TeJIeKOMMYHUKAIIMOHHOW  ceT  «MHTepHer», obecriedyeH AOCTYIl B DJIEKTPOHHYIO
UH(POPMALIMOHHO-00Pa30BATENbHY IO CPeay TEXHUKYMA.

OOKYMEHT NOANMCAH
SNEKTPOHHOW NOAMUCHIO

Ceptudukar: 00D8B1B59FF031118713B781EA355CBCA6
Bnageneu: Maitioposa AneHa CepreesHa
[eiictButenen: ¢ 20.03.2026 ao 13.06.2027




		2026-06-09T14:23:24+0300
	Майорова Алена Сергеевна




