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1. O01IHe MoJI0KEeHU

1.1. HopMaTuBHO-MpaBOBble OCHOBBI  pa3padOTKH MNPOrpaMMbl  IOATOTOBKH
CIEeMAJINCTOB CPe/IHero 3BeHa

[IporpaMmma moAroToBKU crienuaauctoB cpeanero 3seHa (naiee IIIICC3) mo cnenuanbHOCTH
46.02.01 JlokyMeHTallMOHHOE OOECIeYeHne YIpPaBICHUS W apPXUBOBEICHHE - KOMIUIEKC
HOPMAaTUBHO-METOJUYECKON JTOKYMEHTAllMU, PErJIaMEHTUPYIOLINI coaepKaHUe, OpraHu3aluio U
OIICHKY KadecTBa TIIOJrOTOBKM OOYy4YalONIMXCS W BBIMYCKHUKOB 10 crnenuainbHocTH 46.02.01
JlokyMeHTallMOHHOE 00ecTieueHUe YIpaBIeHUs U apXUBOBEACHHUE.

Hopmarusnyto npaBoByto ocHoBy pa3padotku [IIICC3 cocTaBistoT:

- ®epepanbHblii 3akoH Poccuiickoit ®enepanuu ot 29.12.2012 r. Ne 273 ®3 «O6
obpazoBanuu B Poccuiickoit @eneparnun» (B I1eUCTBYIONIECH pEaKIUn);

- @epnepanbHbli  TOCYAapCTBEHHBIM  oOpasoBarenbHbli  cra”gapt (PI'OC) mo
cnenuanbHocTH 46.02.01 JlokymeHTanmmoHHOE oOOeCTieueHHe YIPaABICHUS W apXHBOBEICHHE,
YTBEPKJICHHOTO TpuKazoM MuHHCTepcTBa mpocBemenus Poccuiickoit ®enepanmu ot 26
asrycra 2022 r. Ne 778 (3apeructpupoBano B Muniocte P® 30 cenrsops 2022 r.,
peructpanuoHHbiid Ne 70318);

- IIpodeccmonambupiii  cranmapt  «CnenmuaaucT MO OpPraHU3AIMOHHOMY |
JOKYMEHTAI[MOHHOMY OO€ECIEUeHHUIO YIpaBJICHUsS OpraHu3aluei», YyTBEpP)KJIEHHBIM IMpUKa30M
MununcrepceTBa Tpyaa U conmanbHOM 3amuThl Poccniickoit @enepannu ot 15 urons 2020 roma Ne
333n;

- @epaepanbHBIl TOCYJAPCTBEHHBIM O00pa30BaTENbHBIM CTaHAAPT CPETHETO  OOIIero
o0pa3zoBaHUs», YTBEPXKICHHBIM Tpukazom MwunoOpHayku Poccum ot 17.05.2012r. Ne 413 (B
JEHCTBYIOIIEH PEeIaKIiN);

- MeTonuueckne peKOMEHAANMH MO (POPMUPOBAHUIO BApPUATUBHOM COCTABIISAIONICH (YacTH)
OCHOBHBIX Mpo(eCCHOHATIBHBIX 00pa30BaTENIbHBIX MPOrPaMM B COOTBETCTBUU C (pelepaabHbIMU
roCy/lapCTBEHHBIMU CTaHAapTaMH cpeaHero mnpodeccuoHanbHoro obpazoBanusi B Camapckoit
obmactu (IluceMo MuHHCTEpcTBa 00pa3oBaHus W Hayku Camapckoit obmactu ot 15.06.2018
Ne16/1846);

- Ilpukaz MunuctepctBa oOpa3oBanusi U Hayku Poccuiickoit ®@enepanuu (MuHOOpHAYKH
Poccun) ot 14 urons 2013 r. N 464 «O6 yrBepxkaenuu [lopsimka opraHu3amy U OCYIIECTBICHUS
o0pa3oBaTeNIbHOM JIESITeIbHOCTH o 00pa3oBaTeIbHBIM porpaMmmam CpeIHero
npoheCcCHOHANTBHOTO 00pa30BaHus» (B JCHCTBYIOIICH pPeIaKIIim);

- Ilpukaz3 MunHuctepcTBa Hayku M BbIciiero oOpaszoBanus Poccuiickoit denepanuu u
MunuctepctBa npocsemienusi Poccuiickoit @enepanuu ot 5 asrycra 2020 r. Ne 885/390 "O
MPAKTUYECKON MOArOoTOBKE oOyyaronuxcs' (B AeWCTBYIOIICH PEIaKIINN);

- [Ipuka3z MunucrepctBa npocseuieHust Poccuiickoit @eneparuu ot 08.11.2021 Ne 800 «O06
yrBepxaeHun  [lopsaka  mpoBeAeHHS — TOCYAApCTBEHHOW  MTOTOBOM  aTTeCTallUd IO
00pa3oBaTeNIbHBIM MPOrpaMMaM CPEIHEro MpodeccuoHaANbHOTO 00pa30BaHus (3apETUCTPUPOBAHO
B Munrocte PO 07.12.2021 Ne 66211)»;

- [Ipuka3 Munucrepcta obpa3zoBanus U Hayku Poccuiickoit @enepanuu ot 25.10.2013 1. Ne
1186 «OO6 yrBepxkaenun Ilopsinka 3amofiHeHWs, ydeTa M BBIJIAYM JUIUIOMOB O CpPEIHEM
npodeccuoHaTbHOM 00pa30BaHUU U UX AyOIHKATOBY;

- Ilpuka3 Munnpocsemenuss Poccun ot 08 ampens 2022 r. Ne 153 «OO6 yrBepkaeHUH
Ilopsinka  pa3pabOTKM  NPUMEPHBIX OCHOBHBIX  00pa3oBaTelIbHBIX MPOTPaMM  CPETHETro
npoeccuoHaTbHOTO 00pa30BaHMsl, MPOBEIEHHUS UX KCIEPTU3bl M BEICHUS peecTpa MPHUMEPHBIX
OCHOBHBIX 00Pa30BaTENIbHBIX MPOrPaMM CPEIHET0 MPO(PECCHOHANTBHOTO 00pa30BaAHUSY;

- IIpuka3s MuHucrepcTBa [IPOCBEILEHUSA Poccuiickoit Denepauuu
or 24.08.2022 Ne 762 «O06 yrBepxkaenun Ilopsaka opraHM3anMd ¥ OCYIIECTBICHHUS
oOpa3oBaTenbHON JESITEILHOCTH 1o 00pa3oBaTeIbHBIM IporpaMMam CpEIHETO

npodeccnoHaIBHOTO 00pa30BaHUSY,
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- Ilepeuenp mpodeccuii U crenuaIbHOCTEH CpeAHEro MpogecCHOHATBFHOTO 00pa30BaHMUS,
YTBEPKICHHBIN nprka3zoM MunucrepcTBa oopazoanus u Hayku PD ot 29.10.2013 Ne 1199;

- HopmatuBHO-MeTOqMUeCKUE JOKYMEHTH MunucrepcTsa npocsenieHus PO:

PexomeHmanuu mo opraHu3alii IOJYyYeHUs CpeaHero oOmero oOpa3oBaHMS B Ipeaenax
OCBOCHHMH OOpPa30BATENBHBIX IMPOTPAMM CpeaHero mpodeccuoHalbHOrO oOpa3oBaHusi Ha 0ase
OCHOBHOTO o00miero o0pa3oBaHHsi C y4eToM TpeOoBaHWU (eepalbHBIX TOCYJapCTBEHHBIX
00pa30oBaTeNbHBIX CTAaHAAPTOB M TMOJy4aeMoil MpodeccHd WM CIENUAIBHOCTH CPEIHEro
npodeccrnoHabHOTO 00pazoBanus (PI'AY «DUPOy);

Pa3bsicHenus mo peanuzauuu  ¢QefepalibHOTO TOCYAAPCTBEHHOTO  00pa3oBaTEIbHOIO
cTaHgapTa cpeaHero (mosHOTO) o0I1ero oOpa3zoBanus (mpoduibHOE OO0y4YeHHE) B TMpenerax
OCHOBHBIX IIPO(heCCHOHATIBHBIX 00pa30BaTEIbHBIX IPOrPaMM Ha4aJIbHOTO MPO(PECCHOHANIBHOTO WIN
cpenHero mnpodeccHoHaIbHOTO 00pa3oBaHus, (OpMUPYEeMBIX Ha OCHOBE (enepansbHOro
roCy/lapCTBEHHOIO0 00pa30BaTEIbHOIO CTAaHJApTa HA4YaJbHOIO MPO(PECCHOHATBHOTO U CPEIHEro
npodeccuoHabHOTO 00Opa3oBaHus, on00peHHBIX HayuHo-meromuueckum coBetoM Llentpa
HA4yaJIbHOTO, CPEJHEr0, BBICIIErO U JIOTIOJHUTEIBHOrO NpodeccuoHalIbHOro obpasoBanus PI'Y
«DUPO» (ITpotokon Ne 1 ot «03» despasst 2011 r.);

MakeTsl nporpamMm npoQeccuoHaIbHBIX MOAYJIEH U y4eOHbBIX JUCIUILINH:

a) Pa3psicHeHus mo (QOpMHUPOBAHUIO MPUMEPHBIX MPOTpPaMM MNPOPECCHOHATBHBIX MOIYyJEH
HA4YaJlbHOTO TPO(ECCHOHAIBbHOTO M CpelHero mnpodeccuoHanbHOrO OO0pa30BaHMs Ha OCHOBE
®denepalibHbIX TOCYIapCTBEHHBIX 00Pa30BaTEIbHBIX CTAHJAPTOB HAYAJILHOTO MPO(ECCHOHATBHOTO
u cpeanero mnpodeccuoHaabHOTO OOpaszoBanus (YTBepxkaeHsl Jupexktopom JlemaprameHta
roCy/lapCTBEHHOW NOJUTHKUA U HOPMATUBHO-TIPAaBOBOTO pETyaupoBaHHs B cdepe o0Opa3oBaHUA
MunucrtepcTBa 00pa3oBanus U Hayku Poccuiickoit deneparuu 27 aBrycra 2009 1.);

0) Pa3zpsicHeHnss 1O (QOPMUPOBAHWIO TPUMEPHBIX MPOTPaMM  YUE€OHBIX JIUCIHUILUIMH
HA4YaJbHOTO TPO(ECCHOHATBLHOTO M CpelHero mnpodeccuoHalbHOTO O0pa30BaHMs Ha OCHOBE
®denepalibHbIX TOCYIaPCTBEHHBIX 00pa30BaTEIbHBIX CTAHJAPTOB HAYAJIHLHOTO MPOECCHOHATBHOTO
u cpeanero mnpodeccuoHaabHOoTO O0Opa3zoBanus (YTBepxkacHbl JlupekTtopom JlemaprameHTa
roCy/IlapCTBEHHOW MOJUTUKH W HOPMATUBHO-TIPABOBOTO pPEryaupoBaHus B cdepe oO0pa3oBaHUA
MuHnucrepcTBa 00pa3oBanus U Hayku Poccuiickoit ®eneparuu 27 aBrycra 2009 r.).

- IlpumepHas oOpa3oBarenbHas mporpamma CpeaHero npodecCHoHaIbHOr0 00pa3oBaHus 1Mo
cnerpanbHocTH  46.02.01 JlokyMEHTAIlMOHHOE OOCCIICYCHUE YIPaBICHUS M apXHBOBEICHUE,
pazpabotanHas denepanbHbIM yaeOHO-MeToqrueckuM oobeamHenreM o Y1 TIC 46.00.00;

- VYcraB TrocymapcTBEHHOTO  aBTOHOMHOTO — IpodeccnoHalbHOTO  00pa3oBaTeNbHOTO
yupexxaenust Camapcekoii oonacti «Camapckuii rocy1apcTBEHHBIN KOJLIEIKY;

- Jlokanbuble akTbl [AIIOY «CI'K»:

[Tonoxenue 00 0Opa3oBaTeIbHON MpPOrpaMMe CPeTHEro MpoecCHOHATBHOIO 00pa30BaHMUS,
yrBepkieHHoe npuka3om aupekropa I'AIIOY «CI'K» ot 02.04.2018 Ne 75-ox7;

[TonoxeHne 0 MPaKTUYECKOUN MOATOTOBKE, YTBEpKIEHHOE mpukazoMm aupekropa ['AIIOY
«CI'K» o1 27.10.2020 Ne 184-01;

[TonoxxeHne o mepeBoje, OTUHUCIEHUH U BOCCTAHOBJICHHUU OOYYalOIIMXCs, YTBEPXKIACHHOE
npukaszoM aupekropa AIIOY «CI'K» ot 27.05.2020 Ne 100-o1;

[Tonoxenue o KypcoBoil pabore (IpOEKTe) MO JUCHUIUIMHE, YTBEP)KJIEHHOE IMPUKA30M
mupexTopa [AIIOY «CI'K» ot 27.05.2020 Ne 100-ox;

[TonoxxeHne o MOpsAAKE OpraHU3alMM AyaJbHOTO OOY4YEHMs, YTBEP)KIEHHOE MPUKA30M
mupektopa ATIOY «CI'K» ot 02.02.2021 Ne 60-o7;

[lonoxxenne 00 opraHu3alMd W IPOBEIACHUU TEKYIIEr0 KOHTPOJIA YCIIEBAEMOCTH U
IIPOMEXYTOUYHOM aTTecTallud, YTBEpKAeHHOe mpukazoM gupekropa ['AIIOY «CI'K» or
27.05.2020 Ne 100-ox;

[lonoxxeHne O BBIMYCKHOW KBaIM(PUKALMOHHOW paboTe MO mporpamMmMaM IOJrOTOBKH
CIELMAIUCTOB CPEOHET0 3BEHa, YTBEpXKIEHHOe mnpukazoMm gupekropa [AIIOY «CI'K» ot
27.10.2020 Ne 184-ox;
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[TonoxxeHue o MpPOBEAECHUU TOCYAAPCTBEHHON HTOTOBOM aTTECTAllMU IO 0Opa30BaTEIbHBIM
MporpaMMamM CpeaHero Npo(hecCHOHaIBLHOTO0 00pa30BaHMsl, YTBEPKICHHOES MPUKA30M JTUPEKTOpa
T'AIIOY «CI'K» ot 27.05.2020 Ne 100-ox;

[Tonoxenne 00  aganTUPOBAHHBIX  OOpa30BaTEIBHBIX  IpOrpaMMax  CPEIAHETrO
npodeccnoHaIbHOTO 00Opa3oBaHus, yTBepkIeHHOe mpukazoMm mupekrtopa ['AIIOY «CI'K» ot
27.05.2020 Ne 100-ox7;

[lTonoxxenne o TMOpsSAKE 3aMOJIHEHMs, y4eTa W BBIJAYM JUIJIOMOB O CpEIHEM
npodeccnoHaTsHOM 00pa30BaHUM U UX AYOJIMKATOB, YTBEPKACHHOE MpHKa3oM aupektopa [AIIOY
«CI'K» o1 27.05.2020 Ne 100-o01;

[Tonoxxenne o mopske mpremMa Ha oOydeHue 1o 00pa3oBaTENbHBIM MPOrpaMMaM CPEIHETO
npodeccuoHabHOrO0 00pa3oBaHMs, yTBepxkJaeHHOe mpukazoMm aupekropa ['AIIOY «CI'K» ot
02.02.2021 Ne 60-o1;

[IpaBuna BHYTpEHHEro pacmopsiaka OOy4YarolUXCs, YTBEPKICHHBIC MPHUKA30M ITUPEKTOpa
'ATIOY «CI'K» ot 27.02.2020 Ne 58-o1.

1.2. HopMaTHBHBIif CPOK OCBOEHHSI TPOrPaMMBbI

Hopmatusaeiii cpok ocBoenus IIIICC3 mo cnenmamsHOocTH 46.02.01 JlokyMeHTannoHHOE
obecrieueHre yrpaBJIeHNUs U apXUBOBEICHHE MPU OYHOU hopme mosryueHus: oOpa3oBaHusl:

- Ha 6a3e OCHOBHOTO 001Iero oOpa3oBanus — 2 rojga 10 MecsIeB.

1.3. Tpyi0eMKOCTh NPOrPaMMbl

CrpykTypa npodeccuoHaaIbHO M O06bem 00pazoBaTeNbHON TPOTPaMMBbI B

00pa3oBaTeIbHON TPOTPaAMMBI aKaJIEMUYECKHX Jacax
JuciummuHbl (MOTYITH) He MeHee 1476
[TpakTuka He MeHee 432
lNocynapcTBeHHas HUTOTOBAs aTTECTAILIMS 216

OO6mwmit 00beM 00pa3oBaTEIBHON TPOTPAMMBI:

Ha 0a3e OCHOBHOIO 00IIero oOpa3oBaHUs, BKIOYas 4428 (123 uen.)
MOJIydeHHE CpelHero ooOmiero oOpa3oBaHHsS B
COOTBETCTBUU C  TpeOOBaHUAMH  (elepaTbHOTO
roCyJapCTBEHHOTO  00pa30BaTEIbHOTO  CTaHAapTa
cpenHero oOmiero oopasoBaHus

[Tonyuenue cpeanero mnpodeccuoHANBHOTO 00pa3oBaHHs Ha 0a3e OCHOBHOTO OOIMIETOo
00pa3oBaHUs OCYILECTBISETCS C OJHOBPEMEHHBIM MOJYYEHUEM CpellHero ooiiero oopa3oBaHus B
npenenax [MIICC3. Cpok ocBoenus [ITICC3 B ounoit popme oOydeHus 1Jis UL, O0yJIarOmuUXCs Ha
0a3e OCHOBHOTO 00111ero 00pa3oBaHusl, yBEIMUYUBACTCS Ha 52 HEJENU U3 pacuera:

TeopeTuyeckoe obyueHue (mpu odsa3aTenbHOM yueOHOM Harpy3ke 36 4acoB B HEJEIIO) 39 uen.
MIPOMEKYTOYHAS aTTECTAIIHS 2 Hen.
KaHUKYJIbI 11 men.

2. XapaKTepHuCTHKA NPo¢ecCHOHAIBLHOI 1esiTeIbHOCTH BHINYCKHUKOB U TPeOOBaHUS
K pe3y/JbTaTaM O0CBOEHHS IPOrpaMMBbI MOATOTOBKHU CHELHATHCTOB CPEAHEro 3BeHa

2.1. Obaacth npodeccHOHATBHOI AeATeTbHOCTH
Ob6nacte mpoecCHOHANIBHOW — JeATENbHOCTH  BBIMYCKHUKOB: 07  AJMUHUCTpPaTHBHO-
yIpaBlieH4YecKasi 1 0(pucHast 1esITeIbHOCTb.
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T'AIIOY CO «Camapckuii rocy1apcTBeHHBIH KOJLIEIK»
IIporpaMmMa noAroTOBKH CHENHMATHCTOB CPeIHEr0 3BEHA

2.2. Buabl 1eaTeJILHOCTH U KOMIIETEHIMU
Bunrnl negrenpHOCTH.
OCYIIECTBJICHUE OPTaHU3AIMOHHOTO W JOKYMEHTAIIMOHHOTO OOECIEeUEHHs NeATEeIbHOCTU

OpraHu3anuiy;
OpraHu3anusi apXuUBHOM pabOTbl 1O JOKyMEHTaM OpraHu3alyid pas3iaudHbIX  (QopM
COOCTBEHHOCTH.
[TpodeccrnonabHBIC KOMIIETECHIIMU BBIITYCKHUKA
Kon HaumenoBanune

BI1 OcyuiecTBiieHHe OPraHM3aANUOHHOTO M JOKYMEHTALMOHHOIO olecrevyeHus:
AeATeJIbHOCTH OPraHu3aluu

I[IK 1.1. | OcymecTBasTh npuém-niepesady yrnpabieHYecKOW MH(GOpMalUU C MOMOUIbIO CPEICTB
MH(OPMAIMOHHBIX 1 KOMMYHHUKAIIMOHHBIX TEXHOJIOTHIA.

IIK 1.2. | KoopaunupoBats paboTy IpUEMHON PYKOBOAUTES, 30H MIPUEMa Pa3IMUYHbIX KaTeropuil
ITOCETUTENEN OPraHu3alllH.

I1K 1.3. | Bragets HaBbIKaMH IJIAHUPOBAHUS padOUEro BPEMEHH PYKOBOJIHUTEIS M CEKpeTapsl.

[IK 1.4. | OcymecTBasTh MNOATOTOBKY JAEJTOBBIX MOE3I0K PYKOBOAUTENSA U APYTUX COTPYAHUKOB
OpraHu3alii.

I[IK 1.5. | Bmagets cnocobamu opraHu3aii padodero MpOCTPaHCTBA MPHEMHOW M KaOWHeTa
PYKOBOIUTENS.

IIK 1.6. | OcymecTBasTh pabOTy MO MOATOTOBKE M MPOBENEHUI0 KOH(PEPEHTHBIX MEpPONPHUATHH,
obecneunBaTh HH(GHOPMALMOHHOE B3aUMOJICHCTBHUE PYKOBOJUTEINS C MOAPA3ICICHUEM U
JOJKHOCTHBIMM JIMIIAMH OPTaHU3aLHH.

K 1.7. | OdopmiaTh oOpraHu3alMOHHO-PACHIOPSAAUTENbHbIE JOKYMEHTHI M OPraHu30BBIBATh
paboTy ¢ HUMH, B TOM YHCJIE C UCIIOJIb30BAHNE ABTOMATU3UPOBAHHBIX CHCTEM.

I[IK 1.8. | OpopMiaTh TOKyMEHTHI 110 TUYHOMY COCTaBY U OPTaHU30BBIBATH PAOOTy C HUMH, B TOM
YHUCJIE C UCTIOJIb30BAHNEM aBTOMATU3UPOBAHHBIX CUCTEM.

IIK 1.9. | Opranu3oBbiBaTh TEKyIllee XpaHEHHUE JOKYMEHTOB, 0OpaOOTKY Jel JJisi ONepaTUBHOTO
XpaHEHHUs], B TOM YHCJIE C UCIOJb30BaHUEM aBTOMATU3UPOBAHHBIX CUCTEM.

B/ 2 Opranusanusi apXuBHOM padoOThHI O JOKYMEHTAM OPraHM3alUil Pa3JIHYHbIX (hopM
cO0CTBEHHOCTH

I[IK 2.1. | OcymecTBiAsITh KOMIUIEKTOBAHHE apPXUBHBIMH JlelaMH  (JOKYMEHTaMH) apxuBa
OpraHu3aluu.

IIK2.2. | Bectu y4ér apxuBHBIX el (IOKyMEHTOB), B TOM WYHCIE C HCIOJb30BAHHUEM
ABTOMAaTHU3UPOBAHHBIX CHCTEM.

[IK 2.3. | OcyiiecTBisITh XpaHEHUWE AapXUBHBIX [l (JOKYMEHTOB) C TMOCTOSHHBIM CPOKOM
XpaHEHHUsI ¥ 10 JIMYHOMY COCTaBY B apXUBE OpPraHU3alUN.

[IK 2.4. | OcymiecTBisATh XpaHEeHUE, KOMIUIEKTOBaHHUE, YYET U MCHOJb30BaHuE JIeN (JIOKYMEHTOB)
BPEMEHHOT'O XpaHEHUSI.

IIK 2.5. | OcymiecTBasATh MCIOJB30BAaHUE APXUBHBIX J€7d (AOKYyMEHTOB), B TOM YHCIE C
VICII0JIb30BAHNEM ABTOMATH3MPOBAHHBIX CHCTEM.

B/ 3 OcBoeHne 0HOM MM HECKOJBLKHX Npodeccuii padoymx, JOMKHOCTEH CIIyKaIMX
(Cexperapb-aJMUHHCTPATOP)

OO111ie KOMIETEHIIUH BBITYCKHHUKA
Kon HanmeHoBanue
OK 1. BeiOupate  crmocoObl  pemieHHss  337ady  OpO(ECCHOHANBHOW  JEeSTEIbHOCTH
MIPUMEHUTEIILHO K Pa3JIMYHBIM KOHTEKCTaM.
OK 2. Hcnonb30BaTh COBpPEMEHHBIE CpEACTBA IIOMCKAa, AaHAlW3a W UHTEpIpeTaluu
uHpopmanui W UHPOPMAIMOHHBIE  TEXHOJOTHUU  JJI1  BBINIOJHEHUS  3a/ad
npodeccuoHaNbHON IS TENIbHOCTH.
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IIporpaMmMa noAroTOBKH CHENHMATHCTOB CPeIHEr0 3BEHA

[TnanupoBaTh M peaqM30BbIBATH COOCTBEHHOE NPO(PECCHOHATBHOEC W JIMYHOCTHOE
pa3BUTHE, NPEANPUHUMATEIBCKYIO JESITEIbHOCTh B  IpodeccrHoHanbHOi  cdepe,
HUCIIOJIB30BAaTh 3HAHUA IIO q)HHaHCOBOﬁ T'paMOTHOCTH B Pa3JUMYHBIX KHU3HCHHBIX
CUTyallHiX.

OK 4.

Db hexTHBHO B3aMMOICHCTBOBATh M Pa0OTaTh B KOJUICKTUBE M KOMAH/IE.

OK 5.

OCYHICCTBJUITL YCTHYIO U IMHUCbMCHHYIO KOMMYHHKAIIUIO HAa TOCYAAPCTBCHHOM S3BIKC
Poccuiickoit @enepauyi ¢ y4eToM OCOOEHHOCTEH COIMAIBHOTO U  KYyJIbTYpPHOTO
KOHTEKCTA.

OK 6.

[IposBIATE T'PaKIaHCKO-NTATPUOTUYECKYIO TMO3ULHUI0, JIEMOHCTPUPOBATH OCO3HAHHOE
MOBEJICHUE HAa OCHOBE TPAJUIMOHHBIX OO0IIEYEIOBEYECKUX LIEHHOCTEHW, B TOM YHCIE C
y4€TOM TapMOHHM3AlMM  MEXKHALUMOHAIBHBIX M  MEXKPEJIUTHO3HBIX  OTHOIIEHUH,
MIPUMEHSTh CTaHJAPThl AHTUKOPPYINIHOHHOTO MOBEICHUS.

OK 7.

CopelicTBOBaTh COXpPaHEHUIO OKPYXAIOUIEH cpeibl, pecypcocOepekeHnto, MPUMEHITh
3HaHMS 00 M3MEHEHUHU KJIMMAaTa, MPUHIUIBI OEpeXIMBOTO MPOU3BOICTBA, dPPEKTUBHO
JICICTBOBATh B YPE3BbIYANMHBIX CUTYyalUsIX.

OK 8.

Hcnonb3oBath cpeacTtBa (QU3MYECKOW KYIbTYpbl JUISI COXPAaHEHHS U YKpEIUICHUS
3I0pOBbSl B Ipoliecce  MPO(ECCHOHAIBHOW  JEATENbHOCTH U HOJJIEp’KaHUs
HE00X0IMMOT0 YPOBHS (U3NYECKON MOTOTOBICHHOCTH.

OK 9.

[lonb3oBaTtbest  mpodeccHOHaNbHOM — JOKYMEHTAallMe Ha TrOCYJAapCTBEHHOM H
HMHOCTPAHHOM S3bIKaX.

2.3. TpeGoBanuss K pe3yjbTaTaM OCBOeHHsI TNPOPecCHOHATBHBIX KOMIeTeHIIH
OCHOBHOM npodeccHoOHAJIbLHON 00pa30BaTe/IbHOI NMPOrpaMMbl cpeaHero nNpo¢eccuoHaAIbLHOI0
o0pa3zoBanusi nmo cneuuaabHocTu 46.02.01 JlokymMmeHTanMOHHOEe o0ecrieyeHHe YNpaBJIeHUs] U

apXuBOBeJleHUe
Kon HaumenoBanue | TpeGoBaHus K 3HAHUSM, YMEHHSM, IPAKTUYECKOMY OIBITY
BA 1 OcymiecTBIeHHE  OPraHU3aUMOHHOI0 M JOKYMEHTAIMOHHOrO  olecredyeHus:
AeATeJIbHOCTH OPraHu3aluu
[IK OcyniecTBISTh PUEM- 3HAMb:
1.1. nepeiayy yrnpaBjieHYECKOM | HOpMAaTUBHbBIEC MpaBoBbie akThl Poccuiickoit denepanuu B

“H(pOpPMAIIUH C TTOMOIIBIO
cpencTB HHGOPMAITMOHHBIX
1 KOMMYHUKAIIMOHHBIX
TEXHOJIOTHH.

cpepe  MHGOPMAIMOHHBIX M  KOMMYHHKAIIMOHHBIX
TEXHOJIOTUH, CTPyKTypa OpraHu3anuu, e€ 3aJaud |
(GYHKIMHU; TpaBWia TPOBEACHHS JEOBBIX IEPErOBOPOB;
9THKA JICJIOBOTO OOLICHNUS; IPaBHIa PEYEBOTO ITUKETA;
npaBWiia TOJJEP)KaHUS M Pa3BUTHSA MEXKIMYHOCTHBIX
OTHOUICHUI1; TpeOOBaHUS OXPaHBI TPYAA.

Menb.

UCIIOJIb30BATh cpencTBa UH()OPMAIIMOHHBIX u
KOMMYHHUKAIIMOHHBIX TEXHOJOTMH M TOJy4YeHUS W
nepeaayr MHGOpPMalLMU; BECTH U UCIOJIb30BaTh B padoTte
06a3y  KOHTAaKkTOB  OpraHM3allid; BECTH  Y4ETHBIE
peructpanoHHble  (OpMBI, HCHOJB30BaTh HUX IS
UHPOPMALMOHHOM paboTel W  paboThl MO KOHTPOJIO
UCITIOJIHEHUS MOPYUYEHUH; YCTaHABINBATh U MOJIEPKUBATh
KOMMYHHKAIlUM B TpOLIECCe JIEJIOBOrOo OOLIeHHA ¢
HOMOUIBIO CpelcTB UH(POPMAIIMOHHBIX u
KOMMYHHKAIIMOHHBIX TEXHOJIOTUH; CTJIaKUBATh
KOH(JIMKTHBIE U CIIOXKHBIE CHUTYallUd MEXIMYHOCTHOTO
B3aMMOJICHCTBHSI,  COOMIONATh  CIYKEOHBIM  ATHUKET;
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HporpaMMa MOArOTOBKH CICITHATIHCTOB CPEAHEr0 3B€HA

obecrieunBaTh UHPOPMALMOHHYIO 0€30MacHOCTh
JESITEIbHOCTH OpPraHu3aluu.

uMemsv NPAKmuyecKull Onbvim:

1oJIy4yeHHUs] Heo0X0MMOW NH(OpMaLlUU U epeaavn
CaHKIIMOHMPOBAHHOW MH(POPMAIINU C UCTIOIB30BAHUEM
cpeacTB HHPOPMAIMOHHBIX 1 KOMMYHUKAITMOHHBIX
TEXHOJIOT .

[IK
1.2.

Koopaunuposats padoty
IIPUEMHOMN PYKOBOJIUTEI,
30H IIpUEMa pa3INuHbIX
KaTerOpui NOCETUTENIEH
OpraHu3aluH.

3HAMDb:

HOPMAaTHBHBIE IIpaBOBbIe akThl Poccuiickoi denepanuun
no 3amuTte HHPopmammMu u paboTe ¢ OOpalIeHUSIMU
rpaXJaH; CTPYKTypa OpraHu3allud U paclperesieHue
(GyHKIMH MEXAy CTPYKTYpPHBIMHU MOAPA3JCICHUIMU U
CHelUalicTaMy;,  [paBWia  OpraHuzauuu  npuéma
MOCETUTENICH; STUKET U OCHOBBI MEXIAYHApOJHOTO
MIPOTOKOJIA; 3THKA JIEJIOBOTO OOIIEHHUS; MTPaBUiIa PEYEBOTO
9THKETa, MpaBWJa CEPBUPOBKU dYaiHOTO (KO(EHHOro)
CTOJIa; TPEOOBAHUS OXpaHbI TPY/IA.

Memb.

BCTpeUaTh MOCETUTENEH, MOoJTy4aTh MEPBUYHYIO
UH(POPMALIMI0O O TOCETUTENSAX, YCTaHABIMBATH MOPSIOK
npuéma Ui Pa3IMYHbIX KATETOPHM IOCETUTENEH; BECTH
Y4€THBIE  PETHCTpAallMOHHBIE  (OPMBI  TO  TPUEMY
noceTuTenel u oQOpMIIATH MPOIYCKa; BECTH THPUEM,
nepefady M OTIPaBKy JOKYMEHTOB; OPraHU30BBIBaTh U
OpOHMPOBATH TEPErOBOPHBIE KOMHAThl; CEPBUPOBAThH
yaiinble (Ko(eiHbIe) CTOJIBI B 0rice; MPUMEHSTh B padboTe
cpeactBa  HMH(OPMAIMOHHBIX M KOMMYHUKallMOHHBIX
TEXHOJIOTMH; NPUHMMATh MEpPbl 10  COXPAaHEHUIO
KOHQUIEHIIMaIbHOH MH(opMauu B  Xojae MHpuéma
IIOCETUTEIEH.

umMemsb NPAKMu4eCcKuil Onblm.

KOOpAMHAIMK PAOOThl NMPUEMHONW PYKOBOIMTENS U 30H
npuéma pa3IMYHBIX KaTeropui IIOCETUTENCH
OpraHu3alyH.

IK
1.3.

Brnaners HaBbIKaMu
TJIAaHUPOBAHUS paboyero
BpEMEHU PYKOBOIUTEINS U
ceKpeTapsi.

3Hamb:

HOpMaTHBHBIEC TTPaBOBbIE akThl Poccuiickoit dexepanuu B
chepe uHPOpMaMOHHON O€30MACHOCTH; CTPYKTypa U
cnenupuKka OCHOBHOM  JESATENbHOCTH  OpraHu3alluu,;
OCHOBBI YIIPaBJICHUS BPEMEHEM; IIpaBHJIa IPOBEICHUS
JIETIOBBIX MIEPETOBOPOB; 3TUKA JIEIIOBOTO OOIIEHNUS;
TpeOOBaHUs OXpaHbl TPY/a.

yMemsb:

BbIOMpaTh  (GopMbl  TUIAHUpPOBaHHUA U OGOPMIATH
IUTAHUPOBILKK (OpraHaiizep) pyKkoBOAUTENS U CEKpeTaps;
yCTaHaBJIMBaTh 1I€NH, ONPENENATh NPUOPUTETHOCTh MU
OUepEIHOCTh  BBIMOJIHEHUS paboT U 3(p(PEeKTUBHO
pacrpenensiTe padouee BpeMs; COTIACOBBIBATH BCTPEUH H
MEpPONPUATHS U BHOCUTh MH(POPMALMIO B IUIAHUPOBIIUK
(opranaiizep); =~ MHGOPMHPOBATH  PYKOBOJAUTENS O
npuOJIMKEHUN BPEMEHHU M PEerjlaMeHTe 3alIaHuPOBAHHBIX
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BCTpEY M  MEpONPHUATUH; BHIOMpATh  ONTUMAJbHBIC
crocoObl BHEUTHETO M BHYTPEHHETO0 MH()OPMHUPOBAHHUS O
TUTAHUPYEMBIX MEPOTIPUATHSIX; obecrieunBaTh
UHPOPMALMOHHYIO 0€e301acHOCTh JEATEIIbHOCTH
OpraHu3aliui;  TPUMEHSITh B paboTe  cpeacTBa
UH(POPMAMOHHBIX 1 KOMMYHUKAITMOHHBIX TEXHOJIOTHH.
UMemb NPAKMU4ecKull Onbim.

IUTAHUPOBaHMUsT pabodero BpPEMEHU PYKOBOAMTENS U
paboyero aHs ceKpeTaps.

K
1.4.

OcymiecTBiATh MOATOTOBKY
JIETIOBBIX ITOE3/I0K

PYKOBOIUTEIS U IPYTUX
COTPYHHKOB OPraHHU3al1u.

3HAMb:
HOPMAaTHBHBIE NIPaBOBbIe akThl Poccuiickoi denepannu B
chepe  opraHM3alMU  JICJIOBOM  MOE3AKH;  HOPSAIOK
IOATOTOBKA M JTOKYMEHTHUPOBAHUS JEJIOBOW IOE3JIKH;
UHTCPHET-PECYPCBl I OCYIIECTBICHHMS  TPEBEII-
NOJJICPKKHA  JIETIOBBIX MOE3J0K; OTUKET M OCHOBBI
MEXTyHapOJHOIO MPOTOKOJIA; 3TUKA JIEJIOBOr0 OOIIECHNUS;
TpeOOBaHUs OXpaHbI TPY/a.

Memb.

COCTaBIIATh M OQOPMIIATH JOKYMEHTHI Ui JEJIOBBIX
MOE370K; OCYIIECTBIIAATh TPEBEI-TIONACPKKY HEITOBBIX
MIOE€3/I0K; COIJIacoBBbIBaTh C MPHHUMAIOLIEH CTOPOHOMN
IPOTOKOJI IIJIAHUPYEMBIX MEpOINpHUITUH U (HOPMHPOBATH
IPOrpaMMy JAEJIOBOM IOE3[KH; HCIOJIb30BaTh CPEICTBA
UHPOPMALIMOHHBIX ¥ KOMMYHMKALMOHHBIX TEXHOJOIHH
Ui oOecrieueHusl B3aMMOJEUCTBUS C PYKOBOAUTENIEM BO
BpEMsI €ro Jel0OBOM MNOe3IKH; OQOpMIIATH OTYETHBIE
JOKYMEHTBI O AEJIOBON MOE3JKE.

umMems nPaKmu4ecKull Onbim.

OpraHu3aluM JEJIOBBIX IOE3I0K PYKOBOIMTENSA U JPYTHUX
COTPYJHUKOB OpraHU3aluu.

I1K
1.5.

Bnaznets cioco6amu
OpraHu3anuu paboyero
[IPOCTPAHCTBA MPUEMHON U
KaOuHEeTa PYKOBOIUTEIS.

3HAMb.
TpeOOBaHMS  OXpaHbl  TpyZJa,  IPOU3BOJICTBEHHOMH
CaHWUTApHM,  NPOTUBONOXKAPHOM  3alUTHI;  OCHOBBI
NPaBWIFHON OPraHM3alUM TPyJa M METOJbl MOBBIIICHUS
ero 3(p(heKTHBHOCTH; BUABI OPraHU3AMOHHON TEXHUKH H
HOPSIIOK PadOTHI C HEM.

memnmvs.”

OpraHM30BBIBaTH pabodyee MECTO B  COOTBETCTBUH
C TpeOOBaHHSIMHU OSPrOHOMHKH W KYJIbTYpBl TpYAa;
obOecrieunBaTh pabouee MecTo U (PYHKIMOHAJIBHOE
pabouee TPOCTPAHCTBO HEOOXOJUMBIMH  CpEICTBAMHU
OpPraHU3alMOHHONW TEXHUKH, MEOENbl0 U KaHUEIIPCKUMU
NPUHAIEKHOCTAMU, HOJ/IEP’)KUBATh cpeacTBa
OPraHU3alMOHHON TEXHUKH B pab0odeM COCTOSHHHM.

umeniv npaKmuquKuﬁ onslm.

OpraHu3alul W ToJJepXkaHus  (PyHKIHOHAIBLHOTO
pabouero MpocTpaHCTBa.

IK
1.6.

OcymecTBiATh paboTy Mo
MOJITOTOBKE U MPOBEICHUIO
KOH(EpEHTHBIX

3HAMmMb.
HOpPMAaTHUBHBIE MPaBOBbIE akThl Poccuiickoi Penepauuu B
chepe  wHPOpPMAIUH; KOMIUIEKC  OpPTraHM3alMOHHO-
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MEpONIPHUITHH,
obecneunuBaTh
nH(POPMAITMOHHOE
B3alMO/ICHCTBHE
PYKOBOJUTEIIS C
MOIPa3ACIICHUEM U
JIOJI>KHOCTHBIMH JIMIIaAMH
OpraHu3aIuy.

TEXHUYECKUX  MEPONPHUSITHA  TO  MOATOTOBKE M
MPOBEJCHUIO KOH(EPEHTHBIX MEPOINPHUATHI; MpaBHIIa
oopmIIeHHSI JOKYMEHTOB, CO3[IaBaeéMbIX B IpOIEcce
MOJITOTOBKH M TPOBEICHUST KOHPEPEHTHOTO MEPOTIPHUSTHS;
STUKET M OCHOBBI MEXIYHApOJHOTO TMPOTOKOJA; 3THUKA
JICIOBOTO OOINEHUS; COCTAaB BHYTPCHHHX M BHENIHUX
WH(OPMAITMOHHBIX TIOTOKOB; CTPYKTYpa OpTraHW3alfdl W
MOPSAIOK  B3aWMOJEWCTBHUS  NOAPA3ACICHUN;  METOIbI
00paboTKM ¥ 3amMThl HMHPOpPMALMU C HPUMEHEHUEM
CpeaCcTB  WMH(DOPMANMOHHBIX W  KOMMYHUKAIIMOHHBIX
TEXHOJIOTHi1; TpeOOBaHUS OXpaHbI TPYy/Aa.

Memb.

OpraHM30BBIBaTh TMPOIIECC TOJATOTOBKM U TPOBEIACHUE
KOH(EPEHTHOTO MEpONPUATHS HWHIWBHIYyaTbHO H B
cocTaBe pabodeil Tpynmbl, JOKYMEHTHPOBATh pa3HbIC
dTambl  MPONEIyphl  MOJATOTOBKA W IMPOBEICHUS
KOH(EPEHTHOTO MEPOTNPHUATHS, COOII0IaTh OSTUKET U
OCHOBBI MEXJIYHapOJHOTO TPOTOKOJA; OCYIIECTBIAThH
coop, o00paboTky  wHGOPMAIMH, CHCTEMATHU3AIHIO
MOJIy4aeMBbIX W IIepeaBaeMbIX JIAHHBIX; OCYIIECTBIATH
IIPOBEPKY JIOCTOBEPHOCTH, TTOJTHOTHI "
HENPOTUBOPEUNBOCTHU JAHHBIX, UCKJTIOYCHHE
TyOITupoOBaHUS nHpopmanuu; MIPUMEHSATH
MH(OPMAMOHHO-KOMMYHUKAIIMOHHBIE TEXHOJIOTHH.
umMemsb NPAKMu4ecKull Onvlm.

OpraHu3aluy MOJIrOTOBKU U MPOBEACHHUS KOH(EPEHTHBIX
MEPOTIPUSITHH, obecrieueHus MH(POPMAITMOHHOTO
B3alMO/JICHCTBUSL PYKOBOAMTENS C MOAPA3JICICHUIMH U
JOJKHOCTHBIMU JIMIIAMH OPTraHU3aLNU.

I1K
1.7.

OdopmnsaTs
OpraHu3aIMOHHO-
pacropsIuTeIbHbIE
JOKYMEHTHI H
OpraHu30BBIBATH PA0OTY C
HUMH, B TOM YHCJIC C
UCIIOJIb30BaHUE
ABTOMAaTH3UPOBAHHBIX
CHCTEM.

3Hamb:
HOpPMaTHUBHBIE MPaBOBbIC akThl Poccuiickoit denepanun B
chepe AeTONMPOU3BOACTBA; JIOKAJIbHBIE HOPMATUBHbBIC
aKThl, PErIAMEHTUPYIOUIUE  JESATEIBHOCTh  CIYXKObI
NENIONpPOU3BOACTBA M €€ pabOTHUKOB, OPraHU3alUIO
BEJICHUS JIeNIONPOU3BO/ICTBA; COBpEMEHHBIE
UH(GOPMAIMOHHBIE M KOMMYHUKAIIMOHHBIE TEXHOJIOTHUH,
npuMeHseMble B padoTe ¢ JOKYMEHTaMH; CTPYKTypa
OpraHu3aIuH, PYKOBOJICTBO CTPYKTYPHBIX
nojipa3fesieHuid, oO0pa3lpl MOAMUCEH JIMI, HUMEIOIINX
OpaBO TMOANUCAHUS U YTBEPXKIEHHUS JIOKYMEHTOB, M
OTPaHUYEHUs 30H UX OTBETCTBEHHOCTH; IIPAaBUJIa PYCCKOTO
A3bIKa; TpEOOBAHMSI OXPaHBI TPY/A.

Memb.

COCTaBJIATh IPOEKTHI OpraHu3alMOHHBIX,
pacropsuTeabHbIX ¥ HMH()OPMAIIMOHHO-CHPAaBOYHBIX
JOKYMEHTOB, B TOM 4YHCII€ JOKYMEHTOB, COJEpKalluX
KOH(HICHIINATbHYIO UH(pOpMaIINIO; opopMIIATh
OpraHu3alMOHHO-PACTIOPSAUTEIbHBIE JOKYMEHTBI
(opuruHazBl M KOMHMM); CKAaHUPOBaTh, KOMHPOBATh U
KOHBEPTUPOBATh JOKYMEHTHl B pa3iuyHble (opMarthl;
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OCYIIECTBIISITh  MPOBEPKY MPOEKTOB JOKYMEHTOB Ha
COOTBETCTBUE IMTPaBUJIaM JEJIONPOU3BOCTBA; TPUHUMATD U
MIPOBOJIUTH MEPBUYHYIO 00paboTKy BXOISIIIINX
JIOKYMEHTOB; TTPOBOJUTH MPEIBAPUTEIHLHOE PACCMOTPEHUE
BXOJ/SIIIIMX ¥ BHYTPEHHHUX JOKYMEHTOB; PETHCTPUPOBATH
BXOJSIINE, HWCXONAIIHNE W BHYTPEHHHUE JOKYMEHTHI,
KOHTPOJIMPOBATh MapIIPYTU3AIUI0 JTOKYMEHTOIIOTOKOB B
opraHu3anuu (corjiacoBaHue, MOANNCAHUE, YTBEPKACHUE,
perucTparus, 03HaKOMJICHHE M UCTIOJIHEHUE JOKYMEHTOB);
OCYIIECTBIISITh ~ CPOKOBBIH  KOHTPOJIb  HCIIOJTHEHHS
JOKYMEHTOB; OCYIIECTBJISATh TOJTOTOBKY M OTIPAaBKY
UCXOJISIIUX  JIOKYMEHTOB;  COCTaBJIATh  OTYETHI U
AHAJTUTUYECKUE CIpaBKU OO0 HCIMOJHEHUH JOKYMEHTOB;
BeCcTH  MHGPOPMAIIMOHHO-CIIPABOYHYIO  paboTy Mo
JOKYMEHTaM; OCYILIECTBIISITh pabOTy C OpraHW3allMOHHO-
pacropsaAUuTeIbHBIMA JOKYMEHTaMH B
aBTOMAaTHU3UPOBAHHBIX CHCTEMaX.

uMemsb NPAKMUYecKull Onblim:

0(hOopMIICHHS OPTaHU3AIMOHHO-PACTIOPSIUTEITHHBIX
JOKYMEHTOB M OpraHu3aIus paboThl C HUIMH, B TOM YHCIIE
C UCIOJIP30BAaHNEM aBTOMATU3UPOBAHHBIX CHCTEM.

I1K
1.8.

OdopmIATh TOKyMEHTHI TIO
JMYHOMY COCTaBY H
OpPraHU30BBIBATH PabOTY C
HUMH, B TOM YHCIIE C
WCTIOJIb30BaHNEM
aBTOMAaTH3UPOBAHHBIX
CHCTEM.

3Hamb:
HOpPMAaTHUBHBIE MPaBOBbIE akThl Poccuiickoit denepanuu B
cdepe TPYHOBBIX OTHOIIEHUH; JOKaJbHbIE HOPMAaTHBHBIC
aKThl, pEIrVIaMEHTUPYIOIIHE TPYIOBBIE  OTHOLICHUS;
COBPEMEHHBIE MH(OPMALMOHHO-KOMMYHUKAIIHOHHBIE
TEXHOJIOTUH, IPUMEHseMble B paboTe ¢ TOKyMEHTaMU I10
JUYHOMY COCTaBY, CTPYKTypa OpraHHu3aliy, PyKOBOICTBO
CTPYKTYPHBIX M0/Ipa3/ICJICHUH; npaBuiia
NEJIONPOU3BO/ICTBA; TMpaBUja PYCCKOTO sI3blKa; OSTHUKA
JIEJIOBOTO OO0IIEeHUS; TpeOOBaHUS OXpaHbI TPY/a.

yMems:

obecrieunBaTh COXPAaHHOCTb IEPCOHAIBHBIX  JIAHHBIX
pabOTHUKOB; OpPraHU30BBIBATH JIOKYMEHTOOOOPOT IO
NOPEJICTaBICHUIO  JOKYMEHTOB IO  [EpPCOHaly B
rocy/iapcTBEeHHbIC OpTaHbl; OpraHU30BBIBATH
JOKYMEHTOOOOPOT 10 Y4ETY U IBUKEHUIO PaOOTHHUKOB;
BECTU BOMHCKUN Y4€T pabOTHUKOB; BECTH Y4ET pabouero
BpeMEHH pabOTHUKOB; O(OPMIIATH OPraHU3aAlMOHHO-
pacnopsiAUTENbHBIE JOKYMEHTBl 10 JIMYHOMY COCTaBYy;
BECTU PErUCTPALNIO, YYET, ONEPATUBHOE XpaHEHUE
JOKYMEHTOB IO JUYHOMY COCTaBY; BECTH JOKYMEHTAIUIO,
MOATBEPKIAIOLLYIO CBEACHUS O TPYAOBOM JIEATEIbHOCTH U
TPYAOBOM CTake paOOTHHKOB;

dbopMUpOBATH TUYHEIE JIe]a paOOTHUKOB; 0(hOPMIISITH AeTa
10 JIMYHOMY COCTaBY JUIsl IEPEIauu B apXUB OpraHu3aluu;
paboTaTh CO CleNUATU3UPOBAHHBIMU HH(POPMAITMOHHBIMU
cucteMamMu U 0Oa3aMu JaHHBIX [0 BEACHUIO yuéTa U
JBUKEHUIO PAOOTHUKOB.

UMemb NPAKMU4eCcKull Onbvlm.
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T'AIIOY CO «Camapckuii rocy1apcTBeHHBIH KOJLIEIK»

HporpaMMa MOArOTOBKH CICITHATIHCTOB CPEAHEr0 3B€HA

odopMIICHHSI JTOKYMEHTOB II0 JIMYHOMY COCTaBy U
OopraHm3anui paboOThl ¢ HHUMH, B TOM 4YHCIE C
MCII0JIb30BAHUEM aBTOMATU3HPOBAHHBIX CUCTEM.

[IK
1.9.

Opranu3oBbIBaTh TEKYILEE
XpaHEeHUE TOKyMEHTOB,
00paboTKy 1eI JyIs
OTIEPATUBHOTO XPaHCHUS, B
TOM YHCIIE C
WCTIOJIb30BAHUEM
aBTOMAaTH3UPOBAHHBIX
CHCTEM.

3HAMb:
HOpPMAaTHUBHBIE MPaBOBbIE akThl Poccuiickoi denepaunu B
cdepe AeI0NnpoU3BOACTBA U aPXUBHOTO JIE€J1a; JIOKAJIbHbIE
HOPMAaTUBHBIE  aKThl, PErVIAMEHTUPYIOIIHE  BEJECHUE
JIEJIONPOM3BO/ICTBA U Tepeauy /€] B apXuUB OpraHu3aluu;
BUJbl HOMEHKJATyp Jei, oOmue TpeboBaHUd K
HOMEHKJIaType Jel, MOpsI0oK paboThl ¢ HEW; MOpsIoK
dopmupoBanust u  odopmieHUs  JAen, cHeuuduxa
(bopMUpPOBAaHUS OTAEIBHBIX KATETOPU JET;

IpaBWia XpaHEHMs [JeJl, B TOM YHUCIE€ C JOKyMEHTaMu
OTPaHMYEHHOIO0  JOCTyNa;  MpaBWwia  BbIAYM U
HCIOJIb30BaHUS JOKYMEHTOB U3 C(POPMHUPOBAHHBIX JIET;
MOPSAJIOK HMCMOJb30BAaHUS THIOBBIX WU BEJOMCTBEHHBIX
nepeyHeil JOKYMEHTOB, OIpPE/IeIeHUs] CPOKOB XpaHEHUS B
MpOLECCe BKCIEePTU3bl IIEHHOCTU JOKYMEHTOB; BHJbI
OmHCcel Jen OpraHu3alu M HOPSAIOK paboThl C HUMHU;
TpeOOBaHUs OXpaHbI TPY/a.

Memb.

pa3zpabaTeiBaTh ~ HOMEHKJIATypy  J€Jd  OpraHu3alluu;
MPOBEPATh MPAaBUIBHOCTH OGOPMIICHHSI JTOKYMEHTOB U
OTMETKH 00 MX MCIOJIHEHHH Tepes] uX (HOPMUPOBAHHEM B
JIeNI0 7Sl TIOCJIEAYIONIEro XpaHeHus; popMupoBaTh nena,
KOHTPOJHMpPOBaTh  MPAaBUIBHOE U CBOEBPEMEHHOE
pacmpeneneHue W TOAUIMBKY JOKYMEHTOB B Jelia B
COOTBETCTBUU C HOMEHKJIATYpOH Iel; MPOBEPATh CPOKU
XpaHEHUs! JOKYMEHTOB, COCTaBIISATh IPOTOKOJ pPabOThI
9KCIEPTHOH KOMHUCCHHM IO TOATOTOBKE JIOKYMEHTOB K
nepesadye B apXHUB; COCTaBIATh aKT O BBIJCICHUU K
YHUUYTOKEHUIO IOKYyMEHTOB, HE MOJIeKAIUX XPAaHEHHUIO;
COCTaBIIAITh  aKT 00  YHMUYTOXEHMH  JJOKYMEHTOB;
OCYILIECTBIISITh MOJIHOE WJIM YaCTHYHOE O(QOpMIICHUE AET
BPEMEHHOIO, MOCTOSHHOTO, JOJTOBPEMEHHOTO CpPOKOB
XpaHEHUsS; COCTABJSITH ONUCHU  Jel  CTPYKTYpPHBIX
Mo/Ipa3JielieHuii MOCTOSIHHOTO, JOJTOBPEMEHHOTO CPOKOB
XpaHeHUsl [Uid Tepedadd Jell B apXuB OpraHu3alluu;
MPUMEHSITh UH(GOPMaIMOHHO-KOMMYHUKAIIMOHHBIE
TEXHOJIOTUH NpH paboTe C TOKYMEHTAMHU.

umMems NPAKMu4eckKull Onvlm.

OpraHM3aluy  TEKyLIEro  XpPaHEHHs  JIOKyMEHTOB,
0o0paboTkM jgen Aisd  ONEepaTHMBHOTO M ApPXMBHOTO
XpaHeHus, B TOM  4YHCIE€ C  HCIOJIb30BAHHEM
aBTOMATH3UPOBAHHBIX CUCTEM.

B 2

Opranuszanusi apxuBHOH padoThl M0 JOKYMEHTAM OpPraHM3alMil pa3Jn4YHbIX Gopm

COOCTBEHHOCTH

IK
2.1.

Ocy1iecTBIATH
KOMILJIEKTOBaHHE
ApPXUBHBIMH JIEJIAMH

3HAMmMb.
HOPMAaTHUBHBIE MTPaBOBbIE akThl Pocculickoit @enepanuu B
cdepe NeNonpou3BOJICTBA W APXUBHOTO Jeja; HaydHO-
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T'AIIOY CO «Camapckuii rocy1apcTBeHHBIH KOJLIEIK»

HporpaMMa MOArOTOBKH CICITHATIHCTOB CPEAHEr0 3B€HA

(moxkymeHTamu) apxuBa
OpraHU3aluH.

METOJUYECKUE  KPUTEPUU  OKCIEPTU3bl  LEHHOCTH
pa3IMYHBIX TUIOB W  BHJIOB Jied  (JOKYMEHTOB),
TEOPETHUECKUE u METOANYECKUE aCIeKThI
KOMIUIEKTOBaHHUSI W JKCHEPTU3bl I[EHHOCTH BCEX BHUIOB
JOKYMEHTOB; BHUIbI, Pa3HOBHIHOCTH M (oOpMaThl BCEX
BUJIOB  JIOKYMEHTOB;  YHU(QUUIHUPOBAHHYIO  CHUCTEMY

OpPraHMU3alMOHHO-PACIIOPSIUTEIBHON JIOKyMEHTaLUU;
CTaHJapThI oopMIICHHS OpraHM3allMOHHO-
pacopsAUTEIbHON JOKYMEHTAIUH; CIoCOObI 51

TEXHOJIOTUU  JIOKYMEHTHPOBAHUS  PA3JIMYHBIX  BHJIOB
npodeccuoHanbHON  AEATENbHOCTH; OpraHU3alUOHHbBIE
OPUHIUIBl  KOMIUIEKTOBaHUS A€l (JIOKyMEHTOB)
OTPaHUYEHHOTO JI0CTYyMa; TPEOOBAHUS OXpaHbl TPYAa.
Memb.

paboTaTh c TI0/Ipa3 ICIEHUSIMI/O praHH3aHsIMA
UCTOYHUKAMH KOMIUIGKTOBAaHHUS ~apXuBa, MPUHUMATh
apXuBHBIE Jiefa (JOKYMEHThI) Ha IOCTOSIHHOE WJIU
JOJITOBPEMEHHOE XpaHEHHE; y4acTBOBAaTh B TPOBEICHHH
OKCHEPTH3bl TEHHOCTH pPA3JMYHBIX THUIIOB W BHJIOB
JOKYMEHTOB B COOTBETCTBHM C  BHYTPEHHUMH
periJaMeHTaMH OpraHW3allii; TPUMEHATh B  padoTe
pPEKOMEHAAINH HKCHEPTHO-MPOBEPOYHON KOMHMCCHUU WM
9KCIIEPTHONH KOMUCCUU OpraHU3aI|K; MPUMEHSTDH IIePeUHU
C YyKa3aHHEM CpPOKOB XpaHEHHsS el (JIOKyMEHTOB);
coOnoaaTh  HOPMATHUBHBIE  CPOKM  XpaHEHUs  JAel
(IOKYMEHTOB); BECTH YYET UCTOUYHUKOB KOMILICKTOBAHHUSI
apXxMBa; UCIOJb30BaTh MEPEAOBON OTEUECTBEHHBIN U
3apyOeKHBIN OMBIT 10 KOMIUIEKTOBAHUIO apXuBa JejIaMu
(IoKyMEHTaMHu) TOCTOSHHOTO U JIOJITOBPEMEHHOTO

XpaHCHU, HUCIIOJIB30BaThb COBpPEMCHHEIC
ABTOMAaTHU3UPOBAHHBIC, I/IH(bOpMaI_II/IOHHBIe u
TCJIICKOMMYHHKAIIMOHHBIC TCXHOJIOTMH

JOKYMEHTUPOBAHHBIX c(ep NeATeTbHOCTH OPraHu3alllu.
umMemv NPaKmu4ecKuii Onvlm.

yyacTusi B  KOMIUICKTOBaHMHM  apXUBHBIMU  JeJaMU
(IOKyMEHTaMH) apXvBa OpraHU3aIHH.

IK
2.2.

Bectu y4€t apXuBHBIX A€l
(IIOKYMEHTOB), B TOM YHCJIC
C MCIIOJIL30BaHUEM
ABTOMaTU3UPOBAHHBIX
CHCTEM.

3Hamb:
HOpPMAaTHUBHBIE MPaBOBBIe akThl Poccuiickoii Deaepanuu B
chepe  [eNONMPOU3BOJICTBA W ApPXUBHOTO  JIeJa;
METOJUYECKUE TOKYMEHThI U HallUOHAJIbHBIE CTAHIAPTHI B
obnmactu yuéra JOKYMEHTOB M JIOKYMEHTHPOBAHHBIX cdep

ACATCIIBHOCTH OpraHu3alunm, OTCUCCTBCHHLBIC )51
Sap}I'6e)KHLIe CepTI/I(i)I/II_II/IpOBaHHBIC CHUCTCMBI
ABTOMATHU3UPOBAHHOI'O yqéTa APXUBHBIX A€

(TOKyMEHTOB); TpeboBaHUS K Y4E€Ty 0C000 IEHHBIX U
YHUKaJbHBIX ~apXMBHBIX Jiel  (JIOKyMEHTOB); CpOKH
BBIMOJIHEHUST ~ paboT 1o  y4é€Ty  apXUBHBIX  JIeJ
(IOKYMEHTOB); oOmiue HPUHIUITBI yuéTa u
KOMIUIEKTOBaHUS €7  (JIOKyMEHTOB) OTPaHUYEHHOTO
JocTyna; TpeOoBaHMsI OXpaHbl TPY/AaA.
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T'AIIOY CO «Camapckuii rocy1apcTBeHHBIH KOJLIEIK»

HporpaMMa MOArOTOBKH CICITHATIHCTOB CPEAHEr0 3B€HA

Memb.
NOJIb30BaTbCs  YYETHBIMH ~ JIOKYyMEHTaMH B paMKax
AIIEKTPOHHBIX UH()OPMAITMOHHBIX CHCTEM
JOKYMEHTHPOBAaHHBIX c(ep NesTeNTbHOCTH OpraHu3aluy;
MI0JIb30BATHCS cepTUPUIMPOBAHHBIMHU
ABTOMAaTH3MPOBAHHBIMH CHCTEMaMH JOKYMEHTHUPOBAHHBIX
cdep IesITeTBbHOCTH OPTraHU3aIHY 10 YIETY, PETUCTPALIHH,
KOHTPOJTIO bi (S0 (mOKyMEHTOB); MOJIH30BATHCS
UH(POPMAIMOHHO-CIIPABOYHBIMH cUCTEMaMH
JOKYMEHTHPOBAaHHBIX c(ep NesTeNbHOCTH OpraHu3aIlHy;
BECTH CIIPABOYHO-TIOMCKOBBIE CPEJICTBA K AapXUBHBIM
nenaM (JOKyMEHTaMm); BecTH YY€T cTpaxoBoro «¢onna
ApXMBHBIX JIeNT (IOKyMEHTOB); NMPHUMEHATh HOPMAaTHBHEIC
NPaBOBbIE  aKThI, JIOKAJIbHBIE HOPMATHBHBIE  AKTHI
OpraHu3alliil M METOJMYECKHE IOKYMEHTH B 00JacTu
yuéTa  apXuBHBIX  Jie1  (JIOKyMEHTOB); = BHOCHTH
NPEUTOKEHUST TI0 COBEPIICHCTBOBAHHIO METOJANYECKOTO
obOecrieueHnst yd€ra pasHBIX BHIOB JIOKYMEHTOB B
JOKYMEHTHPOBaHHBIX cdepax JeSITeTHOCTH
OpraHu3aIu.

uMemsb NPAKmMuYecKull Onbim:

BEJICHUS y4€Ta apXUBHBIX JieN (JOKYMEHTOB), B TOM 4HCIIE
C MCII0JIb30BaHHEM aBTOMATU3UPOBAHHBIX CUCTEM.

I1K
2.3.

OcCymiecTBIISITh XpaHEHUE
ApXUBHBIX JI€T
(IOKYyMEHTOB) ¢
MTOCTOSIHHBIM CPOKOM
XpaHEHUS U 10 JUYHOMY
COCTaBY B apXHBE
Opra"u3aiui.

3Hamb:
HOpPMaTHUBHBIE TTPaBOBbIe akThl Poccuiickoit denepanuu B
chepe  [eNONMPOU3BOJICTBA W ApPXUBHOTO  Jefa;
HOpPMAaTHUBHBIE MPaBOBBIE akThl Poccuiickoit denepanun B
obnactn wmHbopMaIy, UHPOPMAIMOHHBIX TEXHOJOTHMH,
3amuThl  MHGOpPMAlMM U TMEPCOHAIBHBIX  JIAHHBIX,
nuppoBoi TpaHchOpMaAIlMK; HOPMATHUBHBIE IPABOBBIC
aKTEI Poccuiickoit denepanuu B oOiactu
KOH(UICHIMATBHOCTH HWH(OPMAaLMU; MpaBUiIa XpaHEHUS
nell (IOKyMEHTOB) B COOTBETCTBUH C UX TUIIAMH; MOPSIO0K
dbopMUpoBaHUS JOKYMEHTOB B KOMIUIEKTHI, TpYIIIHI,
TUMBI; TpeOoBaHUS K OQOPMIIEHHIO JOTOBOPOB Ha
pealu3alui0  YCIYr  BHEIIHErOo  XpaHeHus  Jen
(IOKyMEHTOB); CPOKH BBITIOJHEHHUS padboT; TpeOOBaHUS K
YCTaHOBJICHHBIM HOpPMaM BbIPaOOTKH; TPEOOBAHUS OXPaHbI
TpyAa.

yMems.

CHUCTEeMAaTU3UpOBaTh Jena (JOKYMEHTHI); pa3Melarh
apxXuBHBIE Jena (JOKYMEHThI) Ha MeCTax XpaHEHUs B
COOTBETCTBUU C HOPMATUBHBIMU TPEOOBAHUSMU B 00JIACTH
aApXUBHOTO JIeJIa U yIPaBJICHUs] JOKyMEHTaMU; COOJII0IaTh
HOPMAaTUBHBIE PEXHUMBl XpaHEHUS  AapXUBHBIX J€T
(TOKyMEHTOB) Ha JIOOBIX HOCUTENSX; MPOBOJIUTH
MPOBEPKY TMOJHOTHI COCTaBa APXUBHBIX JOKYMEHTOB B
€MHUIIAX XPAHEHUS; IPOBOIUThH OMMCAHUE APXUBHBIX €T
(TOKyMEHTOB); COCTaBIISITh CIIPaBOYHO-TIOUCKOBBIE
CPEJCTBA K apXUBHBIM JIeIaM (JOKyMEHTaM); BECTH YUET U

15
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HporpaMMa MOArOTOBKH CICITHATIHCTOB CPEAHEr0 3B€HA

KOHTPOJb BBIJJAUM AapXUBHBIX [ (JOKYMEHTOB) W3
apXMBOXPaHWINIIA U UX BO3BPATa; BECTU YUET U KOHTPOJIb
nepeaadn Jen (IOKyMEHTOB) B
rOCyJapCTBEHHBII/MYHUIINIIAIBHBI apXUB WIM Ha HHOE
BHEIIHEE XpaHEHUe U MpUEMa JIeJl ¢ BHEIIHEr0 XpaHEeHUs,
OPOBOAMTH  TOJUCTHYKO  TNPOBEPKY  (U3MUECKOTO
COCTOSIHUSA b1 () (1OKyMEHTOB); pa3bICKMBAaTh
HeoOHapy)KeHHble  Jena  (JOKYMEHThl);  3allUIlaTh
UH($OpPMALMOHHbIE pecypcbl apxuBa oT
HECAaHKIIMOHUPOBAHHOIO JOCTYIIA.

uMemsb NPAKMuUYecKull Onbim:

OCYILIECTBJICHUS] XPaHEHUsI apXUBHBIX JIeN (JIOKYMEHTOB) C
MOCTOSIHHBIM CPOKOM XpaHEHHUsS U M0 JIMYHOMY COCTaBY B
apXuBe OpraHU3aIiu.

[K
2.4.

OcymiecTBiATh XpaHEHUE,
KOMIUIEKTOBAHUE, YUET
UCIOJIb30BAHUE JIEIT
(1OKyMEHTOB) BPEMEHHOT'O
XpaHEHUSI.

3HAMb.
HOPMAaTHBHbIE IIPaBOBbIe akThl Poccuiickoit Penepannn B
chepe  NeNONMPOU3BOJCTBA W ApXUBHOTO  JE€Ja;
HOPMAaTHBHbIE IIpaBOBbIe akThl Poccuiickoit Penepannu B
00JaCcTH 3alUTHl MEPCOHAIBHBIX JAHHBIX; HOPMATHBHBIE
npaBoBble akThl Poccuiickoit ®enepanuu B 0o0iacTu
KOH(MUICHIIMABHOCTH ~ MH(OpPMAllUK;  METOAUYECKUE
JOKYMEHTbl M HAalMOHAJIbHbIE CTaHAApThl B 00JIaCTH
JEIONPOU3BOACTBA M apXMBHOTIO  J€Na; METOJUKa
pa3paboTku GopM YIETHBIX TOKYMEHTOB B TPAJAUIIMOHHOM
U B DJIEKTPOHHOM BHJE; INpPaBWJIa CUCTEMATH3allUd U
KJaccu(UKaAIMy TOKYMEHTOB; OCOOCHHOCTH OpraHu3aIluu
XpaHEHHUs JieN (JJOKyMEHTOB) Ha pa3jIM4YHBbIX HOCHUTENSX;
KPUTEPUH ONPEIEICHUs LIEHHOCTH JieN (JOKYMEHTOB) JUIs
JabHEMIero XpaHeHUs! WK YHUUTOXKEHUs; TpeOOBaHUs K
npoleccaM YHUYTOXXKEHUs MH(OpMAIMU B TPAAULIHMOHHOM
U 3JIEKTPOHHOM BH/JIE; TpeOOBaHUS OXpaHbl TPY/a.

yMmemy:

OpraHu30BBIBaTH U o0ecrneyuBaTh  XpaHEHUE  Jell
(IOKyMEHTOB) BPEMEHHOI'O XpaHEHUs OpraHu3alu B
TPaZMLIUOHHOM M B JIEKTPOHHOM BHJIE; KOHTPOJIMPOBATH
pa3paboTKy CTPYKTYPHBIMU IOJPA3/EIECHUSAMHU ONUCEH U
aKTOB O BBIJICJICHUU HAa YHMUYTOXKEHHE JieN (JIOKyMEHTOB)
BPEMEHHOI'O XpaHEHUs B TPAAULIMOHHOM U B 3JIEKTPOHHOM
BUzie; GOPMUPOBATh €AMHHULBI XPAHEHUS IOKYMEHTOB JJIs
UX TOCJIEIYIOIEro pa3MELEHUsI B apXUBE OpraHU3aluy;
COCTaBJIATH CIPAaBOYHO-TIONCKOBBIE CPEACTBA K APXUBHBIM
nenaMm  (IOKyMEHTaM);  OCYIIECTBJIATH  TOUCK  Jiell
(TOKyMEHTOB) BPEMEHHOIO XpaHEHHs B Ipolecce HX
XpaHEHUs1 B CTPYKTYPHBIX MOAPA3JECICHUAX U apXHUBE
OpraHu3aliK; OCYLLECTBIISTh METOAUUECKOE PYKOBOACTBO
opraHu3anueil  xpaHeHus A€l (JOKYyMEHTOB) B
CTPYKTYPHBIX IOJpa3/eiICHUSIX OpraHU3aliH; OKa3bIBaTh
CTPYKTYPHBIM IOAPA3JIEICHUAM PAKTUUECKYIO TIOMOILb B
OpraHu3aluu XpaHEHUS nen (1OKyMEHTOB);
pa3pabaTeIBaTh CIPaBOYHO-MH(POPMAITMOHHBIE JJOKYMEHTHI
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IIporpaMmMa noAroTOBKH CHENHMATHCTOB CPeIHEr0 3BEHA

[0 OpraHu3alliyd HCHOJIb30BaHUS Jel  (JIOKyMEHTOB)
BPEMEHHOI'O XpaHEHMsI B CTPYKTYPHBIX NOJpa3AeIeHUsIX U
apXuB€ OpraHU3alUH; MPOBOJAUTH IKCHEPTU3Y LIEHHOCTU
nen (IOKyMEHTOB) BPEMEHHOTO XpaHEHHUsI, TIEPEeIaHHbIX B
apXuB; OMPEIEIATh CPOKM XpaHEHHS el (TOKYMEHTOB)
BPEMEHHOIO XpaHEHus; oOecreyuBaTh 3alUTy JEJ
(IOKYMEHTOB) BPEMEHHOTO XPAaHEHHS B OpraHu3aiiu OT
HECaHKIMOHUPOBAHHOIO JIOCTyNAa WM YHUYTOKEHUS;
IPOBOANUTH (PU3MUECKOE YHUUYTOKEHHUE JIeN (JIOKYMEHTOB)
BPEMEHHOI'O XpPaHEHMsI ¢ UCTEKIIMMH CPOKaMH XpaHEHHS
MIOCJIE COTJIACOBAHUS CO CTPYKTYPHBIMH OApa3iesIeHUsIMU
OpraHu3aluu; ohopMIIATh YUETHBIE JIOKYMEHTHI 00
YHUYTOKEHHH JIeT (IOKYMEHTOB) BPEMEHHOTO XPaHECHUS C
UCTEKIIMMH  CPOKaMU  XpPaHEHHMs]  COBMECTHO  CO
CTPYKTYPHBIMH NOJPA3/IeICHUSIMH OpPraHU3aluu.

umMemvb nNPaAKmu4eckKull Onvlm.

obecrieueHnst XpaHeHus, KOMIUIEKTOBaHUS, y4éTa U
MCIO0JIb30BaHUs 1€l (JIOKYMEHTOB) BPEMEHHOT'0 XPAHEHHUS.

[K
2.5.

OcymiecTBiATh 3HamMb:

WCIIOJIb30BAHNE APXMBHBIX | HOpMaTHUBHBIE MpaBoBble akThl Poccuiickoit denepanuu B
nen (TOKyMEHTOR), B TOM chepe 1eIompon3BOICTBA; HOPMATHUBHBIE TTPABOBBIE AKTHI
YHCJI€ C UCIIOJb30BaHUEM Poccuiickoit denepanun B oOnacTu 3aIUTEI
aBTOMATU3UPOBAHHBIX NEPCOHANBHBIX JaHHBIX; METOAMYECKHE JOKYMEHTHI B
CHUCTEM. 005acTH MCMOJIb30BAaHUS W IMyOJUKAIMK APXUBHBIX M€
(TOKyMeHTOB); cepTUHUIMPOBaHHBIE HH(MOPMAIIMOHHO-
MMOMCKOBBIE CHCTEMBI B OO0JacTH pa3pabOTKH HAy4dHO-
CIPaBOYHOIO  ammapaTa JOKYMEHTHPOBAaHHBIX  cdep
NEeSITeIbHOCTH OPTaHU3alluK; CPOKH BBIMIOJIHEHUS paboT 1o
OpraHu3anuu HCIIOJIb30BaHUS apXUBHBIX nen
(IOKyMEHTOB); OpraHU3alMOHHbIE MIPUHIIUTIBI
UCIOJIb30BAaHUSI JTOKYyMEHTOB OTPAHHUYEHHOTO JIOCTYIIA;
TpeOOBaHUs K MOArOTOBKE apXMBHBIX CIPABOK U BBHIMHCOK
U3 apXUBHBIX JJOKYMEHTOB; TpeOOBaHUsI OXpaHbl TPYAa.
yMems.

CUCTeMaTU3UpPOBaTh M 000OIIATh CBEACHUS O COCTaBE U
COJIep’)KaHUU apXUBHBIX A€l (IOKyMEHTOB); UCIOJIb30BATh
UH(GOPMAIMOHHBIE TEXHOJOTMM B 00JacTh CO3JaHUS
CIIPaBOYHO-TTOMCKOBBIX CPEICTB apxuBa u
JOKYMEHTHUPOBAHHBIX cep NesATeNbHOCTH OpraHu3allvu;
dbopMUpOBAaTH OCHOBHBIE M BCIIOMOTATENbHBIE BUJbBI
aApXMBHBIX CIPAaBOYHHUKOB B  JJIEKTPOHHOW  dopme;
MOArOTaBIUBaTh  WH(GOPMAIMOHHBIE  JOKYMEHTBHl IO
3ampocaM MoJab30BaTeNeH Pa3IMUHbIX KaTErOpUil.

umMems NPAKMu4eckKull Onvlm.

OCYILIECTBIICHUS HCIIOJIb30BaHUS apXUBHBIX  JIeJ
(TOKyMEHTOB), B TOM 4YHCI€ C HCIHOJIb30BaHUEM
ABTOMATHU3UPOBAHHBIX CHCTEM.

BJ 3

OcBoeHne 0JHOM MM HECKOJBKHX Npogdeccuii pado4yux, JOJLKHOCTEH CIIy’KaIMX
(Cekperapb-aIMHHUCTPATOD)
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2.4. TpeOoBanusi K pe3yJbTaTaM OCBOECHHSI OOIIUX KOMIETEHHUH OCHOBHOM
npogeccnoHaIbHOIl  00pa3oBaTeIbHONW  NpOrpaMMbl  cpelHero  NnpogeccHOHAIBLHOIO
o0pa3oBanusi no cnenuajbHocTu 46.02.01 {loxymeHTanmoHHOe o0ecneyeHne ynpasJieHUs] W
apXuBOBeJleHUe

Kon

dopmyIMpoBKa KOMIETEHIINU 3Hauusd €HU
KOMIICTEHIINN PMYIHP 1 M

OK 01. BriOupare crocoObl pemieHus | 3HanuA: aKTyaIbHBIM MPO(ECCHOHANBHBIA |
3ama4 po(hecCHOHATBFHON | CONMANBHBIA KOHTEKCT, B KOTOPOM TPUXOJUTCS
NeITEeTPHOCTH TPUMEHHUTEIBHO | padoTaTh W KUTh, OCHOBHBIE  HCTOYHHKH
K Pa3JINYHBIM KOHTEKCTaM. UHPOpPMALIUK U PECYpPCHl Ul pemieHus 3amad u
npobiem B poeCCUOHAITBHOM u/unu
COIIMAIBHOM KOHTEKCTE; aJlTOPUTMBI BBITIOJTHEHHS
pabor B mpodeccHOHATBPHOW M  CMEXKHBIX
007acTsX; MeTo/ibl paboThl B MpodecCHOHATbHON
U CMEXKHBIX cdepax; CTPYKTypy IUIaHa st
pelIeHus 3a1ad; MOPSIOK OICHKH pPe3yJbTaToB
pelieHus 3a1a4 npodeccuoHanbHOM
JeSITeITbHOCTH.

YMeHusi: pacnio3HaBath 3a/1aqy W/WIH TPoOIemMy
B NIpodecCHOHaIbHOM  W/WIM  COLUAIBHOM
KOHTEKCTE;  aHAJU3UpOBaTh  3ajady  HW/WIu
npoOaeMy M BBIIENIATH €€ COCTaBHbIE 4YacTH;
OIpENENATh ATallbl PELICHUs 3a7aull; BBIABIATH U
s dexTuBHO HCKATh nHpopMaIIo,
HEOOXOAMMYIO JUIS PEIICHHS 3aJadyd  W/WIN
npoOJaeMbl;  COCTaBJIATh  IUIaH  JCHCTBUS;
ONpeseNsiTh HEoOXOIUMBIE PpEeCypChl; BIAJETh
aKTyaJIbHBIMHU MeTOoJaMu paloThI B
npoecCHOHABHOM W CMEXHBIX  cdepax;
peaIn30BbIBaTh COCTABJICHHBIM IIaH; OLEHUBAThH
pe3ynbTaT M IOCIEACTBUS CBOUX JEHCTBUH
(caMOCTOSITENIbHO MJIM C HOMOIBIO HACTABHUKA).

OK 02. Hcnonb3oBaTh COBpEMEHHBIE 3HaHMAI:  HOMEHKJaTypa  HMH(DOPMAIMOHHBIX
CpeICTBa MOKCKA, aHAIN3A U HUCTOYHUKOB, MPUMEHSEMBIX B
UHTEpIpeTanuy nHGopMaluy, | NpoPeccCHOHAIbHON  AEATEIbHOCTH;  MPHUEMBI
U MHGOPMAIIMOHHBIE CTPYKTYpPUPOBAHHUS uH(popMaLnu; dopmar
TEXHOJIOTUH JUTSI BHITIOJIHEHUST | ohopMIIeHUsI pe3ylbTaToOB IMOKCcKa MHGOpMAaINH,
3a/1a4 npogeccCuOHAIbHON COBPEMEHHBIE CpeacTBa u yCTpOHCTBa
NEeSATENBHOCTH. uH(pOPMATU3ALINK; TOPSIOK WX TPUMEHEHUs |
nporpaMMHoe oOecrieueHre B MpoeccuoHaIbHON
JIESTEIbHOCTH B TOM YHCJIE C HCIOJIb30BAHHEM
U(PPOBBIX CPEJCTB.

YMmeHusi: omnpenensaTb 3adadyd s [IOUCKa
uH(popMaIuy, OIIpeNeNsATh HE00X0IuMbIe
UCTOYHUKN WH(GOPMAIUMK; TUIAHUPOBATH MPOIIECC
MOUCKA; CTPYKTYPUPOBaTh MOJIy4aeM Y10
uH(pOpPMAIIMIO; BBIIETATh Hanbolsiee 3HAYMMOE B
nepeyHe HHPOpPMAIH; OIEHUBATH TIPAKTHUECKYIO
3HAYUMOCTh PEe3YJIbTaTOB TOHCKA; O(OPMIIATH
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pe3yibTaThl  IIOMCKa, IPUMEHATH  CPEACTBA
UH(POPMALIMOHHBIX TEXHOJIOTUH JUIS peIICHUs
npoeCCHOHATBLHBIX 3a/1ay; HCIIOJIb30BAThH
COBpPEMEHHOE IIPOTPaMMHOE obecrieyeHue;
UCIIOJIb30BaTh pa3JIM4yHble LU(POBBIE CPEACTBA
JUIsL petieHns npoecCnOHaIbHBIX 3a/a4.

OK 03. [InanupoBath u 3HaHMA: cojlepKaHUE aKTyaJlbHOM HOPMAaTHUBHO-
peann30BBIBaTH COOCTBEHHOE IIPaBOBOM JOKYMEHTAIIMH; COBPEMEHHAsl Hay4yHas
npodeccuoHaIbHOE U U npodeccuoHagbHas TEPMUHOJIOT U,
JUYHOCTHOE Pa3BUTHE, BO3MOXXHbIE TPAEKTOPUHM TMPOPECCHOHAIBHOTO
MPEANPUHIMATETHCKYIO pa3BUTHsI ¥ €aMOOOpa30BaHHSA;  OCHOBBI
JESITETHHOCTH B MPEANPUHUMATEIILCKON  JACSITEIIBHOCTA, OCHOBBI
npodeccuoHanbHOM cdepe, (MHAaHCOBOM TPaMOTHOCTH; MpaBuiIa pa3pabOTKH
WCII0JIb30BaTh 3HAHHUS T10 OM3HEC-TIJIAHOB; MOPSIIOK BBICTpaNBaHUS
(MHAaHCOBOW I'PaMOTHOCTH B MIPE3CHTAINH; KPEIUTHBIC OAHKOBCKHUE TIPOJTYKTHI.
Pa3IUYHBIX KU3HECHHBIX Ymenus: OTIpeIeTIsATh aKTyaJIbHOCTh
CUTYaIIHSIX. HOPMAaTHUBHO-TIPABOBOM JOKYMEHTAITNH B

npodeccuoHanbHON  JESITeNbHOCTH; TPUMEHSTH
COBPEMEHHYI0 HAayuyHYI Mpo(ecCHOHATBHYIO
TEPMUHOJIOTHIO; OMpPEAeNsATh W BBICTPAWUBATH
TPaeKTOpUU NPOPECCHOHATBHOTO Pa3BUTHS U
camMo00pa3oBaHUs; BBISBIATH JOCTOMHCTBA U
HEJOCTaTKW KOMMEpPYECKOW HIeH; MPe3eHTOBATh
UJeu  OTKPBITUA  COOCTBEHHOTO  Jena B
mpoECCHOHAIBHONU  JIEATENBHOCTH; O(QOPMIIATH
Ou3HEeC-TJIaH; PacCUUTHIBATh pa3Mephl BHIILIAT O
MPOLEHTHBIM CTaBKaM KpeAUTOBAHUS;
OTIPEIeIIATh MHBECTUIIMOHHYIO
IPUBJIEKATEIbHOCTh ~KOMMEPYECKHX UACH B
pamMKax  NnpodeccHOHaIbHOM  JESTENbHOCTH;
MIPE3EHTOBATH OU3HEC-UIECIO; OTIPEeIATh
MCTOYHUKU (DUHAHCUPOBAHUS.

OK 04. D¢ dexkTuBHO 3HaHUA: TICUXOJIOTUYECKHUE OCHOBBI
B3aMMO/ICIICTBOBATD U NEeSITEIbHOCTH  KOJIJIEKTUBA, ICUXOJOTHYECKHe
paboTaTh B KOJUIEKTHBE U OCOOCHHOCTH JIMYHOCTH; OCHOBBI TMPOEKTHOU
KOMaHJI€. JEeSITeIbHOCTH.

YMeHusl: OpraHu30BbIBaTh pabOTy KOJUIEKTHBA U
KOMaHIpl; B3aMMOJEWCTBOBATh C KOJUJICTaMu,
PYKOBOJICTBOM, KITUEHTaMH B XoJe
npodeccHoHaNbHOM NesTeNLHOCTH.

OK 05. OcylecTBISATh YCTHYIO U 3Hanus: 0COOCHHOCTH COLMAIILHOTO u
MUCHbMEHHYI0O KOMMYHHKAIIUIO | KYJIBTYPHOTO KOHTEKCTa; MpaBuia OQOPMIICHUS
Ha TOCY/IAPCTBEHHOM SI3bIKE JOKYMEHTOB U IMOCTPOEHUS YCTHBIX COOOIIEHUH.
Poccuiickoit denepanuu ¢ YMeHusi: rpaMOTHO u3JaraTb CBOU MBICIH U
y4eToM 0COOEHHOCTEH 0hOpPMIISTh JOKYMEHTHI MO MpodeCCHOHATHHON
COI[MATIBHOTO U KYJIbTYPHOTO TEMATHUKE Ha TOCYAAPCTBEHHOM $I3bIKE, IPOSBIISTH
KOHTEKCTA. TOJICPAHTHOCTH B pab0UYeM KOJUICKTHBE.

OK 06. [IposBIIATE Irpak1aHCKO- 3HaHuA: CYILIHOCTb Ipak1aHCKO-
MaTPUOTHUYECKYIO MO3ULIHUIO, NaTPUOTUYECKON TMO3UIMHK, OOIIEeUeTOBEYECKUX
JIEMOHCTPUPOBATh OCO3HAHHOE | IIEHHOCTEH; 3HAYMMOCTh  Npo¢ecCHOHATBHOMN
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MOBEACHUE HA OCHOBE
TpaI[I/ILII/IOHHBIX
00I1IeYeI0BEYECKUX
IIEHHOCTEH, B TOM YHCJIIE C
Y4€TOM FapMOHU3ALUU
MCXKHAIITNOHAJIBHBIX U
Me)erJH/IFI/IO?:HI)IX OTHOHICHPIﬁ,
HpI/IMeHﬂTI) CT aHz[ame

JEeSITeILHOCTH 1O Tpodeccuu (CHenualbHOCTH);
CTaHJApThl AHTUKOPPYIIIMOHHOTO TOBEJACHUS U
MOCJIEICTBUS €T0 HAPYIICHUS.

YMeHusi:  ONUCHIBaTH  3HAYUMOCTH
CIEIHAIbHOCTH; MIPUMEHSATD
AHTUKOPPYIIIMOHHOTO TTOBEJCHUS.

cBOEN
CTaHIapThI

AHTUKOPPYINLIUOHHOTO
MTOBEJCHMUSL.

OK 07. ConelicTBOBaTh COXpaHEHUIO 3HaHus: TIpaBUiIa SKOJOTUYECKON 0€30MacHOCTH
OKpYKaloIlEeW Cpebl, MpU BEJACHUH MPO(PECCHOHAIILHON NEATEeIbHOCTH;
pecypcocOepexeHuto, OCHOBHBIE  pPECypChl,  3aJ€iICTBOBaHHbIE B
MIPUMEHSTH 3HaHUS 00 npodeccnoHanbHON NeSITENIbHOCTH; yTU
W3MEHEHHUH KJIMMaTa, obecriedeHusl pecypcocOepeKeHHsl; MPUHIIUIIBI
MIPUHIIUIIBI OEPEKITUBOTO OepexIJINBOro MIPOU3BOJICTBA; OCHOBHBIE
MIPOU3BOJICTBA, YPPEKTUBHO HaIpaBJICHUS W3MEHEHUS KIIUMaTHYECKUX
JICCTBOBATh B UPE3BBIYAHHBIX | YCIOBUH PETHOHA.

CUTYyalUsIX. VYMmeHnusi: coOI0gaTh HOPMBI  DKOJIOTHYECKOM
0e30MacHOCTH; OTIpeeNsATh HaIpaBJICHUS
pecypcocOepekeHus B paMKax
npodeccuoHanbHOM NesITeIbHOCTH 1o
CHEIMAIbHOCTH  OCYIIECTBISATH  paboTy €
COOIr0IEHNEM MIPUHITUTIOB OEpEKITUBOTO
IIPOU3BO/ICTBA; OpraHU30BBIBATH
npodeccCHoHabHYIO  JIeATENBHOCTh C  Y4ETOM
3HaHUH 00 M3MEHEHUH KIMMATHYECKUX YCIOBUU
peruoHa.

OK 08. Hcnonb3oBath cpeacTna 3HaHusi: poiab  (QU3NYECKOW  KYJIbTYpHl B
(buznuecKoit KyabTyphbl Ui OOLIEKYIbTYPHOM, npodeccuoHaIbHOM u
COXPAHEHUS U YKPEIUICHUS COLIMAJIbHOM  Pa3BUTUM  YEJOBEKa;  OCHOBBI
3JI0pPOBbS B ITPOLIECCE 3JI0pPOBOTO oOpaza KU3HU; YCIIOBUS
npodeccuoHanbHOM npodeccuoHanbHOM eATeIbHOCTH U 30HBI PUCKA
NEeSITeNbHOCTH U OJJepKaHUs | (U3UYECKOT0 370pPOBbSl Ui  CIIELUAIBHOCTH,
HE0OXO0IMMOTO YPOBHS cpeacTBa Npo(UIaKTUKY IEpEeHANPSHKSHHUS.
¢buznueckoit Ymenus: UCIOJIb30BaTh (U3KYIBTYPHO-
MOJATOTOBJICHHOCTH. 037I0POBUTEIHHYIO JEeSITeNIbHOCTh TUIS

YKpPETIJICHUST 3/I0POBbs, JOCTH)KEHUS >KU3HEHHBIX
U npodecCHOHANbHBIX  LeJiel; MPUMEHATh
paroHaabHbIe PUEMBI IBUTATENbHBIX (PYHKIUI
B npodeccuoHaIbHON JESITEIBHOCTH;
M10JIb30BATHCS CpeacTBaMu npoUIaKTUKA
MEPEeHAINPSHKCHUsI, XapaKTEepHBIMU JUTISl  JTaHHOU
CHEIMAIBHOCTH.

OK 09. ITons30oBaTbCs 3HaHMA: T[paBWIa TIOCTPOEHUS TIPOCTBIX U
npodeccuoHaIbHON CJIOKHBIX TPEATIOKEHUH Ha IMpodeccHoHaTbHbIE
JOKyMEHTalue Ha TEMBI; OCHOBHBIE oOuieynoTpeOuTenbHbIe
roCy/lapCTBEHHOM U raronsl  (ObITOBas M mpodeccHoHaNbHas

HWHOCTPAHHOM A3bIKaX.

HCKCI/IKa); JIEKCUYECKUMN MHUHUMYM, OTHOCSIIUICSA
K ONUCAaHUIO MNPCIAMCETOB, CPCACTB H IIPOLCCCOB
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npodeccHoHaABEHON NIEeSATEIIBHOCTH; 0COOEHHOCTH
NPOW3HOIICHHS, TpaBWJIa UYTEHUS  TEKCTOB
npodeccnoHaTEHOM HAITPaBICHHOCTH.

YMeHusi: TOHMMaTh OOWIMA CMBICI YETKO
MIPOM3HECCHHBIX BBICKA3bIBAHWI HAa W3BECTHBIC
TeMbl  (mpodecCHOHAIBHBIE W OBITOBBIC),

IOHUMATbH TEKCTBI Ha 0a3oBBIE
npodeccHoHabHBIE  TEMBI;  y4acTBOBaTh B
nuanorax Ha 3HAKOMEIE oOrue "

npodeccuoHalbHblE TEMBI; CTPOUTH MPOCTHIE
BbICKa3blBaHUsi O cebe U O  cBOeH
npodeccuoHanbHOM ~ JeATENIbHOCTH;  KpPaTKO
000CHOBBIBaTb U OOBSICHATH CBOU JIEHCTBUSA
(Tekymue W IJIaHUpyeMbl€); MUCaTh IPOCThIE
CBA3HBIE  COOOIIEHHMS HA  3HAKOMBIE WU
MHTEpecyolre NpodeccuoHalbHbIE TEMBI.

2.5. CnennaJjibHble TPeOGOBAHUS

Jluma, mocTynmuBIIME Ha OOyYeHHE, JOJDKHBI UMETh JOKYMEHT O TOJYYCHHH OCHOBHOTO
0011ero 00pa3oBaHUs WU CPETHETO 00IIero 0Opa3oBaHMS.

KommutekroBanme tpynm mo creruansHocTH 46.02.01 JlokymeHTanmonHoe oOecrieueHne
VIpaBJICHUS W apXUBOBEJICHUE 3a CUET CPEACTB OFOKETa IPOBOIUTCS Ha OOIIETOCTYITHON OCHOBE.
B ciydae ecau YHCIEHHOCTHh TIOCTYMAIONMIUX TPEBBINIACT KOJWYECTBO MECT, (DHHAHCOBOE
oOecreYeHne KOTOPBIX OCYIIECTBIISETCS 3a CUYET OFOJKETHBIX aCCHTHOBAHHM, IPHEM Ha oOydeHHUe
MIPOU3BOJIUTCS Ha OCHOBE PE3yJbTATOB OCBOCHHS IMOCTYIAIOIIMMH 00pa30BaTeILHOW MPOTPAMMBI
OCHOBHOTO OOIIET0 WJIM CPEAHEro oOmero oOpa3oBaHUsA, YKa3aHHBIX B TPEICTABICHHBIX
MOCTYIAIINMHU JOKYMEHTaX 00 00pa30oBaHUMU.

3. IOKyMeHTBI, Onpeie/IAIoNHe CoAepKaHue U OPTraHUu3auIo
00pa30BaTeJIbLHOIO MpoIecca

3.1. Y4eOHblii 1aH
3.2. Kanennapuplii rpaguk y4ye0HOro nmpouecca
3.3. [IporpaMMbl JMCUHUILIHH 001Ie00Pa30BaTEIHLHOT0 IMKJIA
(https://firo.ranepa.ru/obrazovanie/fgos/187-primernye-programmy-obshcheobrazovatelnykh-
distsiplin-dlya-professionalnykh-obrazovatelnykh-organizatsij)
3.4. IIporpaMmMbl AUCHHUILINH COIHAIbHO-TYMAHUTAPHOI0 IMKJIA
[Iporpamma CI'.01 Hctopus Poccun
[Iporpamma CI'.02 MHOCTpaHHBIH SI3bIK B TPO(GECCHOHATBHON AEITETbHOCTH
[Iporpamma CI'.03 be3onacHOCTh XH3HEACITETLHOCTH
[Tporpamma CI'.04 ®dusnueckas KyiabTypa
ITporpamma CI'.05 OcHOBBI GepexJIUBOIO MPOU3BOJICTBA
ITporpamma CI'.06 OcHOBBI (pUHAHCOBOM I'PaMOTHOCTH
3.5. IIporpaMmmMbl AUCHHUILINH 00111ePO(eCCHOHATBLHOI0 UKJIA
[Iporpamma OI1.01 DxoHOMHEKA OpraHU3AIIHIA
[Iporpamma OI1.02 MeHemKMEHT
ITporpamma OI1.03 IIpodeccronanpHas 3THKA K OCHOBBI JIEIOBOTO OOIIEHHS
IIporpamma OI1.04 IIpaBoBbie OCHOBBI IPO(ECCHOHATBHOM 1EATENILHOCTH
IIporpamma OI1.05 NHpopmaioHHbIE 1 KOMMYHHUKAIIMOHHbBIE TEXHOJIOTUU
IIporpamma OI1.06 Pycckuii s3b1K B Mpo(eCcCHOHANBHOM IesITeTbHOCTH
[Iporpamma OI1.07 KomnbroTepHast 06paboTka JOKYMEHTOB
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[Iporpamma OI1.08 OcHOBBI IpeANTPUHUMATENHCTBA
3.5.1. IporpaMMsbI aJanTAlIMOHHOT O IIUKJIA

[Tporpamma OI1.09 CormanbHas aganTtanus 1 OCHOBBI COIIMAIBHO-TIPABOBBIX 3HAHUH
3.6. IIporpammsl npogeccHoHATBHBIX MOYJ1el NPodecCHOHATLHOI0 HHKJIA
[Iporpamma I[IM.01 OcymiecTBieHHE OPraHU3alMOHHOTO U JOKYMEHTAlIMOHHOTO OOEeCIeYeHUs
JEATEITbHOCTH OPTaHU3aluT

MJIK.01.01 JloxymeHTanimoHHOE 0OECTIeueHHE yIpaBICHUS

MJIK.01.02 Opranusaiust paboThI ¢ 3JIEKTPOHHBIMU JJOKYMCHTAMH

MJIK.01.03 Opranuzamusi ceKpeTapcKkoro 00CITy>KUBaHUS

MJIK.01.04 JToxymeHTaIMOHHOE 00eCIIeYeHHEe KaIpOBOM CITY:KOBI

VI1.01 Yuebnas mpakTuka

[1I1.01 IIpousBoacTBEHHAs MPaKTUKA
[Iporpamma IIM.02 Opranuzanus apxuBHON pabOThl MO JOKYMEHTaM OpraHu3aluid pa3iIudHbIX
(hopm coOCTBEHHOCTH

MJIK 02.01 Opranuszanusi 1 HOpMAaTUBHO-TIPABOBbIE OCHOBBI apXUBHOTO JI€NIa

M/IK 02.02 I'ocyrapCcTBEHHBIE, MyHUIIMTIAIBHBIE APXUBBI U ApXUBBI OpraHU3alui

MJIK 02.03MeTonka U paKkTHKa apXUBOBEICHUS

MJIK 02.04 O6ecnieueHre COXpaHHOCTH TOKYMEHTOB

VII1.01 Yuebnas npakTuka

[IT1.01 ITpon3BoacTBEHHAs MTpaKTHKa
[Mporpamma ITM.03 OcBoecHHE OJHOW WM HECKOJBKUX Tpodeccrii paboumx, JTODKHOCTEH
cnyxanux (Cekperapb-aJMUHUCTPATOP)

MJIK.03.01 TexHonoruss BBINOJHEHHUS padbOT JOKHOCTH  ciayxkamux Cekperapsb-
aJIMUHHUCTPATOP

VI1.03 YuebHas mpakTuKa

[111.04 TTpousBoaCTBEHHAs TPAKTUKA
[Tporpamma ITJII1.00 [TpousBoacTBeHHAs MpaKkTHKa (TPEAAATIIIOMHAS )
3.7. BocnuraHnue o0y4yalommxcsi NPH OCBOEHHMH MNPOrpPaMMbl MOATOTOBKHU CIELUATHCTOB
cpe/iHero 3BeHa

3.7.1. Paboyas mporpamMma BOCITUTAHUS

3.7.2. KayeHnapHbIil TIaH BOCIIUTATEILHOM pabOThI

4. YcnoBus peaju3aluy NPOrpaMMbl NOArOTOBKYU CNENUATHCTOB CPeAHEro 3BeHa

4.1. MarepuajbHO-TEXHHYECKOE oOOecrevyeHue TMPorpaMMbl MOATOTOBKH CHENHAJTHCTOB
cpeJHero 3BeHa
CrennanbHple TOMENICHUS JOJDKHBI TPEACTAaBIATH Cco00iM yueOHbIe ayauTOpuu JAJs
MIPOBEJICHUS 3aHSITHUI BCEX BUJIOB, MPEAYCMOTPEHHBIX 00pa30BaTEIbHOM MPOrpaMMOi, B TOM YHCIIE
TPYNIOBBIX ¥ HMHAWBHUIYATbHBIX KOHCYIbTALMM, TEKYIIET0 KOHTPOJS M IPOMEKYTOUYHOM
aTTecTalliy, a TaKKe TOMEIIeHHs 111 CAMOCTOSITETbHOM M BOCIIUTATENIbHOM pabOThl, MaCTEpCKUE U
naboparopuu, OCHAaIlEHHbIe OOOpyIOBaHUEM, TEXHHUYECKUMU CpEICTBaMU OOydYeHHsS W
MaTepuagaMu, YUUTHIBAIOIIMMH TPeOOBaHMS MEXIyHAPOIHBIX CTAaHAAPTOB.
[lepeuenr y4eOHBIX ayAUTOPHM, CHENHMATU3UPOBAHHBIX KAOMHETOB M MaTepUaTbHO-
TEXHHUYECKOT0 00ECIIEUeHUs BKIIOYAET B ceOs:
KaOounernI:
COI[MAIbHO-3KOHOMUYECKUX U YIIPaBICHYECKUX AUCIUIUINH;
WHOCTPAHHOTO S3bIKa B MPO(ECCHOHANTBHON IeATeNbHOCTH;
PYCCKOTO si3bIKa B MPOQEeCcCHOHABHOM 1A TENbHOCTH;
MPaBOBOTO 0bOecneyeHus MpoPecCUOHATBHOMN NeATEeTbHOCTH;
JOKYMEHTAI[HOHHOTO O00eCTIeUeHUs yIPaBICHHUS,
apXMBOBEACHUS;
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npodecCHOHAIBHOM 3TUKH U OCHOB JICTIOBOTO OOIICHMS;
OpraHM3alK CEKPETapCKOro 00CIyKUBaHUS;
0€30IMaCHOCTH KHU3HEIEATEILHOCTH;

METOIMYECKHUI.

JlabopaTopuu:

KOMITIBIOTEPHOU 00pabOTKU JOKYMEHTOB;
MH()OPMAMOHHBIX 1 KOMMYHHKAITMOHHBIX TEXHOJIOTHIA;
apXUBHOTO JIeNa;
OpraHu3aIuy padoThI ¢ JOKYMEHTAMHU;
CHCTEM 3JIEKTPOHHOTO JIOKyMEHTOO00pOTa;
yueOHasi KaHUEJSpusl.
CrnopTUBHBIH KOMILIEKC:
CIIOPTHUBHBIN 34T

3anbr:

O6uONIMOTEKa, YUTAIBHBIN 3aJ1 C BBIXOJIOM B ceTh VIHTEepHET;
AKTOBBII 34l

OOpazoBarenpHas OpraHu3alus, pealu3yrolias MporpaMmy Mo crnenuaibHocTH 46.02.01
JlokyMeHTallMOHHOE oOecliedeHre yIpaBieHWs] M apXUBOBEJCHHE, JOJDKHA pacloJiaraTbh
MaTepuaIbHO-TEXHUYECKON 0a30ii, 00ecreuynBaroei MPoBeACHNE BCEX BUAOB TUCITUTUTMHAPHOU U
MEXUCIAIINHAPHOW  MTOJATOTOBKH, J1a00pPaTOpPHON, MPaKTHISCKOW pabOThI 0O0ydJarOIIUXCS,
MPETYCMOTPEHHBIX yYeOHBIM TUTAHOM ¥ COOTBETCTBYIONICH JCHWCTBYIONIMM CAHUTAPHBIM H
MIPOTUBOMOKAPHBIM MPaBUIaM U HOpMaM B pa3pe3e BHIOPAHHBIX TPACKTOPHIl.

[Tomemienus uist OpraHu3aluy CaMOCTOSITENIbHON M BOCIUTATENIbHON pabOThl TOJKHBI OBITH
OCHAII[EHbl KOMIIBIOTEPHON TEXHUKOHW C BO3MOKHOCTBIO TMOJKIIOUEHUS K HMH(POPMAIMOHHO-
TeJIeKOMMYHUKaMOHHOW cetu «VHTepHeT» M oOecnedyeHWeM JOCTyma B 3JIEKTPOHHYIO
HH(POPMAITMOHHO-00pa30BaTEIBHYIO Cpely 00pa30BaTeIbHON OpraHU3aIliH.

Peanmuzamust  oOpa3oBaTeabHON MporpaMMbl  MPEANoJiaraeT o0sS3aTebHYI0 YUeOHYI0 |
[IPOU3BOJICTBEHHYIO MTPAKTHUKY.

YuyeOHasi mMpakTUKa peanu3yeTcss B MacTepcKuxX MpodeccrnoHanbHO 00pa3oBaTeabHOM
opranuzanu U TpeOyeT Hauuyus 00O0PYAOBAaHMS, HHCTPYMEHTOB, PACXOJHBIX MaTepUANIOB,
o0OecreunBarOINX BBIIIOJHEHUE BCEX BHJIOB pPaldOT, OMNpEAETCHHBIX COJAEpPKAHWEM IPOTrpaMM
npodecCHOHAbHBIX ~ MOJYJIEH, OTBEYAIOIIErOo MOTPEOHOCTAM OTpacid U TpeOOBaHUSM
paboToaTenei.

[IpousBojacTBEHHAss MpakTHKa pealu3yercd B  OpraHu3alusx Jiro0oro  mpodus,
o0ecreunBaroINX AeATeIbHOCT 00yUaronuxcs B mpodecCHoHaNbHON 00J1aCTH aIMUHUCTPATUBHO-
yIpaBJIeHUYECKON U OPHUCHOM eATETHHOCTH.

O6opynoBaHue  OpeaOpUSATH W TEXHOJIOTUYECKOE  OCHAlleHHe  padodymx  MecT
MIPOM3BOJICTBEHHOW TMPAKTHUKU JOJDKHO COOTBETCTBOBATh COACPKAHHUIO MPO(EecCHOHATBHOM
NEeSITeNbHOCTH M JaTh BO3MOXHOCTh oOydarolemycs OBIaJeTh  MpodecCHOHATbHBIMU
KOMIIETEHIIUSIMU TI0 BCEM BHUJAM JAEATEIbHOCTH, NPEIyCMOTPEHHBIMH MPOTPaMMOM, C
MCIOJIb30BaHUEM COBPEMEHHBIX TEXHOJIOTHIA, MaTEpUAIOB U 000PYIOBaHUSI.

JlomyckaeTcs 3aMmeHa 000pyJOBaHUS €r0 BUPTYaTbHBIMH aHAJIOTaMH.

4.2. Yd4eOHO-MeTOaMYECKOE O0ecledyeHHe MPOrPaMMbl MOATOTOBKH CHEHHAJHMCTOB CPEAHEro
3BeHa

bubnuoreunsiit ¢oHa 00pa3oBaTeNbHONW OpraHM3alUU  JOJDKEH ObITh YKOMIUIEKTOBaH
MeYaTHBIMU U3JAHUAMU U (WJIN) SJIEKTPOHHBIMH M3aHUSMH MO KaKJION TUCHUILUINHE (MOIYIIIO) U3
pacuera He MeHee 0,25 sK3eMIUIApa KaXIOro W3 M3JaHMH, yKa3aHHBIX B paboyuX Mporpammax
JMCLUUIUIMH (MOJyJei) B KauecTBE OCHOBHOI JHMTEpaTyphl, Ha OJHOTO OOy4arolerocs M3 4ucia
JIUL, OJHOBPEMEHHO OCBaUBAIOUINX COOTBETCTBYIOIYIO AUCHHUIIIMHY (MOIYJIb).

B ciydae Hamuuus >MEKTPOHHOM HMH(POPMALMOHHO-00Pa30BaTENbHONW Cpebl JIOIMYCKaeTcs
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3aMeHa MevyaTHoro OmbaroTedHoro (oHma MpeaoCTaBICHUEM IpaBa OJHOBPEMEHHOTO JOCTYIa He
MeHee 25 TpOoIeHTOB 00yJaronmxcs K mudpoBoii (3MEKTPOHHOMN ) OMOIHOTEKE.

OOyuvaromuMes J10JKEH ObITh oOecrieueH J0CTyn (yAajdeHHbIH TOCTYH), B TOM YHCIE B
cllydae MPUMEHEHHsI 3JIEKTPOHHOTO OOy4YEeHHsl, IUCTaHIMOHHBIX 00pa30BaTEIbHbIX TEXHOJIOTUH, K
COBPEMEHHBIM NMPO(ecCHOHANBFHBIM 0a3aM JaHHBIX U WH(POPMALMOHHBIM CIIPABOYHBIM CHCTEMAaM,
COCTaB KOTOPBIX OIpeAesseTcss B pabdOuyux HporpaMMax AUCUHUIUIMH (MOJYyJ€H) U MOAJIEKUT
OOHOBJICHHIO (TIPH HEOOXOJMMOCTH).

OOpazoBarenpHas  mporpamMMa  JOJDKHA ~ OOECIeuMBAThCA  YYEOHO-METOIUYECKOM
JTOKyMEHTAIMEeHN 10 BCEM y4EOHBIM TUCIUIUIMHAM (MOTYJISIM).

OOyuaromyecs MHBAJIKWIBI M JIMIA C OTPAHUYEHHBIMU BO3MOXHOCTSMHU 370POBbS JOJIKHBI
ObITh 0OecTeueHbl MeYaTHBIMU U (WIJIN) 3JEKTPOHHBIMU Y4€OHBIMU M3JIaHUSIMU, aJallTHPOBAHHBIMU
IIpU HEOOXOAUMOCTH JUIsl 00Y4UEeHHS YKa3aHHbBIX 00y4aroIuXcsl.

OOpazoBarenpHas OpraHU3alMs JOJDKHA OBITh OOecredeHa HEOOXOIUMBIM KOMILJIEKTOM
JUIEH3MOHHOTO U CBOOOJHO paclpoCTpaHsAEeMOro IMpPOrpaMMHOIO OOEcreyeHus, B TOM YHCIe
OTEUYECTBEHHOI'O ITPOM3BO/ICTBA.

4.3. TpakTnyeckasi MOArOTOBKA 00y4aIOIIHXCS

[IpakTnueckass MOArOTOBKAa TMpH peaidu3ali 00pa30BaTEIbHBIX MPOTPaMM  CpPETHETO
npodeccnoHaIbHOTO 00pa3oBaHMsI HANpaBi€Ha Ha COBEPUICHCTBOBAHME MOJENH MPaKTHKO-
OpPUEHTHUPOBAHHOTO  OOydeHHus, yCWJIEHHEe  pojau  paborojareneid  OpU  MOJATOTOBKE
KBATU(UIIUPOBAHHBIX Pa0OYMX, CIYKAIUX, CIEIHUATUCTOB CPETHEr0 3BEHA IyTEM PaCIIUPECHHS
KOMIIOHEHTOB (4acTeil) oOpa3oBaTeNbHBIX MPOrpamMM, IPEAYCMATPUBAIOIINX MOJAEITUPOBAHKE
YCIIOBUH, HEMOCPEJCTBEHHO CBSI3aHHBIX ¢ Oyaymiel npodeccnoHaIbHOU eATeIbHOCTRIO, a TaKkKe
obecrieueHus YCIOBUN Ui MOJTy4eHHs] 0Oy4JarOUIUMUCS MPAKTUUYECKUX HABBIKOB U KOMIETECHIIMIH,
COOTBETCTBYIOIIUX  TpeOOBaHUSIM, NPEIbIBISEMBbIM paboToAaTeNsiIMH K  KBaJU(pHUKALUIM
CIEIUATTUCTOB, pa0OYHX.

ObpazoBarenbHas OpraHu3aus CaMOCTOSITENIBHO MIPOEKTUPYET peanu3annio
0o0pa3oBaTeNIbHOM MporpaMMbl U €€ OTIENbHBIX YacTeil (AMCHUIUIMHBI, MEXIUCHUILIMHAPHBIC
KYpChl, mpodeccuoHanbHble MOIYIH, MPAKTUKa U APYrUe KOMIIOHEHTHI) B (OpMe MPAKTUUYECKOM
noarotoBku ¢ yueroM tpedoBanuii ®I'OC CIIO u crienuduku moayqaeMon CreruaibHOCTH.

O6pazoBaresnbHas 1eSTENbHOCTh B (hopMe MPAKTHYECKOM MOArOTOBKHU:

— peanu3yeTcsl MpH IMPOBEIECHUU IMPAKTUYECKUX U JIAOOPATOPHBIX 3aHSATHUM, BBINOJIHEHUU
KYpCOBOT'O IPOEKTUPOBAHKS, BCEX BUJIOB MPAKTUKH U UHBIX BUAOB YUCOHOU NESTENbHOCTH;

— MpeayCcMaTpUBaEeT AEMOHCTPALMIO IPAKTUYECKUX HABBIKOB, BBIIIOJIHEHUE, MOJAECIUPOBAHUE
0Oy4aroUUMUCS ONPECICHHBIX BUJIOB PadOT s pelIeHUS MPaKTHYECKUX 3ajad, CBA3AHHBIX C
Oyaymeil mnpodeccuoOHaTbHONW AEATEeIbHOCTHIO B YCIOBUAX, NPUOTMKEHHBIX K pEalbHBIM
MIPOU3BO/ICTBEHHBIM;

— MOXET BKJIIOYaTh B ce0sl OTHENbHbIE JIEKIUH, CEeMHHAphl, MAacCTep-KIAcChl, KOTOPHIC
MpelycMaTpuBalOT mepenady oOyyaroumumcs y4eOHoil uHpopManuy, HEOoOXOqUMOW  JUis
MOCJIEYIOIIETO BHIMOTHEHHS paboT, CBA3aHHBIX ¢ Oyayiiel mpodeccnoHanbHOM NesTeNIbHOCTHIO.

OOpazoBarenbHas JEATENBHOCT, B (OpMe MPAKTHUUYECKONW TOATOTOBKA MOKET OBbITh
OpraHu30BaHa Ha JIOO0M Kypce 00ydeHUs, OXBaThIBasl AUCIHUILINHBL, TPOGECCHOHATbHBIE MOAYIIH,
BCE€ BU/IBI TPAKTUKH, PETyCMOTPEHHBIE YUeOHBIM TJTAHOM 00pa30BaTENbHOM MPOTPAMMBI.

[IpakTHyeckas MOArOTOBKAa OpraHu3yeTcsl B  y4eOHBIX, Y4eOHO-TIPOM3BOACTBEHHBIX
nabopaTtopusix, MacTEPCKHUX, y4eOHO-OMBITHBIX XO3SHUCTBAX, YUeOHBIX MOJMTOHAX, YUeOHBIX 0azax
MPAKTUKA U HHBIX CTPYKTYPHBIX MOJpa3JeNeHusx oOpa3oBaTeNbHON OpraHu3alvd, a Takke B
CHelHalbHO O00OpYTOBAaHHBIX TOMEHIEHUSX (pabounx MmecTax) MpOUIBHBIX OpraHU3alHi Ha
OCHOBaHWUU JIOTOBOpAa O TMPAKTUYECKOW TMOJATOTOBKE OOYYAIOMIMXCS, 3aKII0YaeMOTO MEXKIy
00pa3oBaTeNbHON OpraHu3anuei u mpoUIbHON OpraHu3aIUeil, OCYIIECTBISIONIECH eSTEIbHOCTh
o MPOQIITI0 COOTBETCTBYIONICH 00pa30BaTENbHOMN MPOTPAMMBIL.

24



g;‘f‘l? T'AIIOY CO «Camapckuii rocy1apcTBeHHBIH KOJLIEIK»
‘LI:HC_;?:‘:” IMporpaMmMa MOArOTOBKH CHEIHAINCTOB CPeIHEr0 3BeHa

Pe3ynbratel ocBOeHHUsT 00pa30BaTEILHON NPOTpaMMBbI (€€ OTACIBHBIX YacTeil) MOTYT OBITh
OILICHEHbI B paMKax IPOMEKYTOYHOM M roCylapCTBEHHOM MTOTOBOM aTTeCTallMH, OPraHW30BAHHBIX
B (hopMe IEMOHCTPAITMOHHOTO K3aMEHa.

4.4. Opranu3aumy BOCIIUTAHUSA 00y4aAKOLINXCH

Bocnutanue o0ydaromuxcst Mpu OCBOEHHMM HMMH OCHOBHOM 00pa3oBaTeIbHON MPOTrpaMMBbI
OCYIIECTBIISICTCS HA OCHOBE BKJIIOUAEMBIX B HACTOSIIYI0 00pa30BaTENbHYIO MPOrpaMMmy pabodei
IIPOrpaMMbl BOCIIUTAHUS M KAJIEHJAPHOTO TUIaHa BOCIIUTATEIbHON PaOOTHI.

PaGouyro mporpaMmy BOCHUTaHWS U KaJCHAAPHBIA TUIAH BOCIUTATCIBLHON PabOTHI
oOpa3oBaTelibHasi OpraHu3anusl pa3padaThlBa€T U YTBEPXKJIAET CaMOCTOSITEIBHO C YYETOM
MIPUMEPHBIX pabouell IporpaMMBbl BOCIIMTAHUS U KaJIEHAAPHOTO MJIaHA BOCTIUTATEIbHON pabOTHI.

B pa3pabotke paboueil mporpaMMbl BOCIMTAaHUSA U KaJE€HJAPHOTO IJJaHa BOCIIHUTATEIbHOMN
paboTel MMEIOT TMpaBO NPUHUMATh Y4YacTHE COBEThl OOy4aromIMXCS, COBETHl POIMUTENEH,
IpecTaBuTeNn paboTtoiaTenell u (Miin) ux 0ObeMHEHUN (IPU UX HAJTUYHH).

Henn wu 3amauM  BocmuTaHUS OOY4YalOLIMXCSl TNpPU OCBOGHMHM HUMH 00pa3oBaTeIbHOU
MIPOrpaMMBbI:

Lens paboueit mporpamMMbl BOCHUTaHHUS — CO3JaHME OPraHU3alMOHHO-TIEAArOTHYECKUX
ycloBUK ISt (DOPMUPOBAHMS JIMYHOCTHBIX PE3YJAbTAaTOB OOYUYaAIOUIUXCS, MPOSBIISIOMIMXCS B
Pa3BUTUM HX MO3UTHUBHBIX YYBCTB M OTHOIIEHUH K POCCHMCKHUM TpaxkJIaHCKUM (0a30BbIM,
oOlLIeHaIlMOHANIBHBIM) HOPMaM U IIEHHOCTSIM, 3akpemiéHHeiM B Kouctutymuu Poccuiickoit
denepanun, ¢ yueToM TpaJAUINN U KyIbTypsl cyObekTa Poccuiickoit denepannn, 1eI0BBIX KAUYECTB
KBATU(UIIUPOBAHHBIX PA00YMX, CIYKAIUX/CIECIHATINCTOB CPEIHETO0 3BEHA, OMpeIeTIeHHBIX
OTpacieBBIMU TPEOOBAHUAMU (KOPIIOPATUBHOM KYJIBTYPOH ).

3amaun:

— (opMUpPOBaHHE €IUHOTO BOCHUTATEILHOTO MPOCTPAHCTBA, CO3/AIOIIETO PaBHBIEC YCIOBUS
JUTSL pa3BUTHS 00yJaronuxcsi mpo¢ecCHoHAIbHON 00pa30BaTeIbHON OpraHu3aIiH;

— OopraHuzaius BCeX BHJOB JESITEIbHOCTH, BOBJEKaroUleil oOydyaroumxcs B OOIIECTBEHHO-
LIEHHOCTHBIE COLUATTM3UPYIOLINE OTHOLICHNS;

— QopmupoBanue y oOydaromuxcsi npodeccHOHATbHOW 00pa30BaTeNbHON OpraHu3aliu
o0LIMX LIEHHOCTEH, MOpAIbHBIX U HPABCTBEHHBIX OPUEHTHPOB, HEOOXOAMMBIX IJIsl YCTOMYMBOTO
pa3BUTHUsA TOCYAAPCTBA;

— YCWIEHHE BOCIUTATENBHOTO BO3JEUCTBUA Onarojgaps HEMpephbIBHOCTU IMpoliecca
BOCIIUTAHHUSL.

4.5. KagpoBble ycia0BHf peaqu3anvu 00pa30BaTeJbHOH IPOrpamMMbl  INOATOTOBKH
CHEeNNATHCTOB CPEIHEro 3BeHa

Peanu3zanus oOpa3zoBaTenbHON MPOrpaMMbl 00eCIIeYHBACTCS TIearornd4ecKuM pabOTHUKaMU
0o0pa3oBaTeNIbHOM  OpraHu3aluy, a TaKKe JIMLIAMH, [PHUBICKAEMBIMH K  pealu3aluu
00pa3oBaTeIbHON MPOrpaMMbl Ha YCIOBHSAX T'PaXIAHCKO-TIPABOBOTO JIOTOBOpPA, B TOM YHCIE U3
YuCciIa PYKOBOJWTENEH M pPaOOTHUKOB OpraHW3alWi, HalpaBiCHUE JEATEIFHOCTH KOTOPBIX
COOTBETCTBYET 00J1aCTH MpodeccuoHaNbHOI AeaTebHOCTH 07 ATMUHUCTPAaTUBHO-YIIpaBIeHUYECKas
U o(ucHas eATeNbHOCTh, U UMEIOIUMH CTaX paboThl B JaHHOM mpodeccHoHanbHOM 001acTu He
MeHee Tpex JeT.

Kpamudukanus mnenarornyeckux paOOTHUKOB 0O0pa3oBaTEeNbHONM OpraHM3allud  J0JDKHA
OTBEYaTh KBAJTM(PHUKALMOHHBIM TPEOOBAHUAM, YKa3aHHBIM B KBAJTU(HUKAIIMOHHBIX CIPAaBOYHHUKAX U
(unun) mpodeccroHaIbHBIX CTaHAapTaX (MpU HAJTUYUH).

[lenarornueckue paOOTHUKH, NMPHUBIIEKAEMbIE K peau3aliiyd 00pa3oBaTeIbHOM MPOTrpamMMbl,
JOJDKHBl ~ TOJTy4aTh  JIONOJHHUTEIbHOE Mpo(decCHOHAIbHOE O00pa3oBaHHE MO IporpamMMaM
MOBBIIIEHUS] KBAIM(UKAIIUK, B TOM 4Huclie B (popMe CTRXXUPOBKH B OpraHU3alMsX, HalpaBJeHHE
JEeATeIbHOCTH KOTOPBIX COOTBETCTBYeT obOnactu mnpodeccuoHanbHoil  aearenbHoctn 07
AJZIMUHUCTpAaTUBHO-YIpaBJiIeHYecKast U 0(UCHAs JIeSITeIbHOCTh, HE peXe OJJHOTO pa3a B TPH roja ¢
YUYETOM PACHIMPEHUs CHEKTpa NMpo(ecCHOHAIBHBIX KOMITETEHIINH.
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Jons memarorndeckux paboTHUKOB (B MPUBEICHHBIX K IEJIOYHCICHHBIM 3HAYCHHUSIM CTaBOK),
o0ecreynBaroIuX OCBOCHHUE OOyJalOMMMHUCS MPO(ECCHOHATBHBIX MOJYJIEH, HMEIOIIUX OIIBIT
NEATeIbHOCTH HE MEHee TpeX JIET B OpraHu3alusAX, HaNpaBJICHUE MACATEIBHOCTH KOTOPBIX
COOTBETCTBYET 00sacTu nmpodeccruoHansHol aestenbHoctd 07 ATMUHHCTPAaTUBHO-YIIPaBIeHYECKast
u oduCHAs IeITEeIBHOCTh, B OOMEM 4YHCIE TMEJarorH4eckux pabOTHHUKOB, peaTU3yIOLINX
IpOrpamMMBbl PO (HeCcCHOHATBHBIX MOJTyJIei 00pa30BaTEIbHOM MPOTrPaMMBI, JOJDKHA ObITh HE MEHEE
25 IpOLEHTOB.

5. Onenka PE3yJbTAaTOB OCBOCHUS MPOTrPaMMBbI NOATOTOBKH CIIENUAIMCTOB CPEIHEI0 3BE€EHA

5.1. Ouenka kauectBa ocBoeHus [I[ICC3 Bxiroyaer TeKylUH KOHTPOJIb YCIIEBAEMOCTH,
MIPOMEXYTOUHYIO ¥ TOCYIapCTBEHHYIO UTOTOBYIO aTTECTALIUK 00OYUYaIOLIUXCS.

5.2. KonkpeTtHbie (popMbl U IPOLEAYPHI TEKYLET0 KOHTPOJIS YCIEBAEMOCTH, TPOMEKYTOUHOM
aTTecTallid IO KaXJIO0M JUCHUIUIMHE U Npo(ecCHOHATBHOMY MOy pa3padaThIBaIOTCS
MIpenoaBaTeNIIMA U JTOBOJATCS 0 CBEACHHS O00y4arolMXcsl B TEYEHHE MEPBBIX ABYX MECSIEB OT
Hayaja oOy4eHusl.

5.3. Jns arrecranuu oOydarImMXCSd HA COOTBETCTBUE WX NEPCOHAIBHBIX JIOCTHKEHUN
nostanueiM  TpeboBanuaM [IIICC3 (Tekymuil KOHTpPOJIb YCIIEBAEMOCTH W IPOMEXKYTOUHAs
aTTecTanus) co3laHbl (DOHIBI OLEHOYHBIX CPEJCTB, MO3BOJSIOUIME OLEHUTh YMEHHUS, 3HAHUS,
MPaKTUYECKUI ONBIT U OCBOEHHBIE KOMIIETEHIIUH.

@OHJBl OLEHOYHBIX CPEACTB U1 TNPOMEXKYTOYHOM arTecTaluu MO JUCHHUIUIMHAM U
MEXAUCUUIUIMHAPHBIM ~ KypcaM B  coCTaBe MpodecCHOHATbHBIX MOAYJIEeH  pa3paboTaHbl
MIPENOAABATEISIMU U YTBEPXKJIECHBI TUPEKTOPOM KOJUIEIKA, I MPOMEKYTOYHOM aTTECTALMHU 10
npodeccHoHaIbHBIM MOJYJISIM W ISl TOCYIapCTBEHHOW WTOTOBOM aTTecTallud — pa3paboTaHBbI
npernojaBaTesieM(sIMU) U yTBEPXKJAEHBI JAUPEKTOPOM  KOJUIe[Ka TMOCJIe MpPeaBapUTEIHLHOTO
MOJIOKUTETFHOTO 3aKIII0UeHusl padoToaareneii.

Jlis mpoMexXyTOYHOM aTTecTanuy OO0yJaromMXcsl MO AUCHUIUIMHAM (MEXKIUCIUILIMHAPHBIM
KypcaMm) KpoMe MperojaBaTeiell KOHKPETHOW MUCHUIUIMHBI (MEKIUCIHMILIMHAPHOTO Kypca) B
KAaueCTBE BHEUIHUX SKCIEPTOB MPUBJIEKAKOTCS MTPENOAABATENN CMEKHBIX TUCLIUILINH.

JlJis MakCUMaIbHOTO MPUOIMKEHHSI TPOrpaMM MPOMEXKYTOUHOM aTTecTallui 00YydarolnuXxcs
o MpodecCHOHANBbHBIM MOJYJISM K YCIOBUAM Oynayiied mnpodecCHOHAIbHOU NeATEIbHOCTH B
KauyeCTBE BHEIITATHBIX SKCIIEPTOB MPUBIIEKAIOTCA pabOTOIaTENH.

5.4. OueHka kadyecTBa MOATOTOBKU OOYYAIOMIMXCSA U BBITYCKHHUKOB OCYILECTBISIETCSA B ABYX
OCHOBHBIX HaIlpaBJICHUSIX:

- OLICHKA YPOBHS OCBOCHUS JUCLUILINH;

- OLIEHKa KOMIETECHIINI 00yJatomuxcs.

5.5. K rocynapcTBeHHON UTOTOBOM aTTeCTAllMU JOMYCKAIOTCA OOy4arouiuecs, He UMEIOLIUe
aKaJeMHUYECKUX 3aJ0DKEHHOCTEH U B MTOJIHOM 00BhEME BBHIIOJHUBIIINE YUSOHBIN TI1aH.

5.6. I'ocynapctBennas utoroBasi atrecranusi (mamee — ['MMA) sBisercs oOsi3aTenbHOU s
oOpa3oBarenbHbix opranuzanuii CI1IO. OHa mpoBOAUTCS MO 3aBEPIICHUU BCErO Kypca OO0ydeHus
[0 HampaslieHUWI0 noArotoBku. B xome [MMA  ouneHuBaeTcs CTENEHb  COOTBETCTBHSA
chOopMUPOBAHHBIX KOMIIETEHINI BBITYCKHHKOB TpeboBanusim ®I'OC CIIO.

5.7. BBIMYCKHHMKH, OCBOMBIIME HPOTPaMMbl IMOJIOTOBKH KBaJM(UIIMPOBAHHBIX paboyuX,
ciyxkamux, caaot 'MA B popme 1eMOHCTPAIIMOHHOTO YK3aMEHa.

l'ocynapcTBeHHass WTOroBast aTTeCTallMs 3aBepIIAETCS MPHUCBOCHHEM  KBAIU(UKAILMH
KBAJIM(HUIIMPOBAHHOTO paboyero, CIyXallero: HauMMEHOBaHWE KBAaJHU(PHUKAIMK CIIEHUAINCTA
cpeanero 3BeHa: CrenUaMCT MO JTOKYMEHTAlMOHHOMY OOECICUEHUIO YIPaBJICHUS U apXUBHOMY
JeIy.

BbInyCKHMKHM, OCBOMBIIME MPOrpamMMbl MOJATOTOBKM CHELUAINCTOB CPEJHETO 3BEHA, CHIAIOT
I'MA B ¢dopme AEMOHCTPAIMOHHOTO S5K3aMEHa W 3allMThl JUIUIOMHOTO MpoekTa (padoTsr).
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TpeboBaHusi K coOJepKaHUIO, O0BEMY M CTPYKType IUILUIOMHOW paboThl oOpa3oBaTelbHas
OopraHu3alys onpeaessieT camocroarensto ¢ yuerom [1OI1.

5.8. ns rocymapcTBEHHOW WTOTOBOM aTTecTallMd OOpa30BaTEeNbHOW OpraHu3aluen
pa3pabaTbIBaeTCsi IpOTpamMMa roCyIapCTBEHHOM UTOTOBOM aTTECTAIIMU U OLIEHOYHBIE MaTEPHUAJIBI.

5.9. O0yuaromeMycsi, 3aBepIIMBIIEMY 00OyUEHHUE IO MPOrpaMMe TIOJTOTOBKH CIICIIUATHCTOB
CpPeIHEro 3BeHa M YCHEIIHO TPOLIEANIEMY T'OCYJIapCTBEHHYIO HWTOTOBYIO aTTECTAalMiO, Ha
OCHOBaHMHU pemeHus: ['0CyaapcTBEHHON »HK3aMEHAIMOHHON KOMHCCHUHU BBIIACTCS AWIIOM O
cpeaHeM mpodeccHoHaTFHOM 00pa30BaHUM C MPUCBOCHHEM KBATM(HKAIIMH CIIEIHATIICTA CPETHETO
3BeHa: CIIeIUaiucT Mo JOKYMEHTAIIHOHHOMY 00€CTICUeHUIO YIIPABICHHUS U apXUBHOMY JICITY.
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6. PeKOMeH}IaHI/IH IO ITIPOBEACHUIO KOPPEKHHOHHOﬁ paﬁOTLI MNP U3YICHUHN TUCHUIIJINHBI,
npogeccuoHaaIbLHOro MoayJs Juuamu ¢ OB3 u nuBaanaamu

AnantupoBaHHas ~— oOpaszoBartenbHast — nporpamma  (AOIl) mo  mucummiomHe |
po(hecCHOHATTEHOMY MOIYJIIO BKIIIOYAET KOPPEKIMOHHYIO paboTy CO CTY/IEHTaMH.

KoppeknuonHoe pabota Mo IUCHMIUIMHE U MPOPECCHOHATHLHOMY MOMYJIIO IPEInojiaraeT
WCTPABJICHUE HEJIOCTATKOB BOCHPUATHS, IMaMSATH, BHUMAHUS, JTUYHOCTH U T.I., 0OYCIOBICHHBIX
HEJ0CTaTOYHBIM CEHCOPHBIM OIIBITOM, CY)KEHHEM Kpyra BOCIPUHUMAEMOro M Kpyra oOOLIeHuS,
pa3BUTHE KOOPJAMHALIMU JBUKEHHM.

KoppekuronHoe BO3aeiCTBHE U CTUMYJISLUS MPOLIECCOB KOMIIEHCALIMU OCYIIECTBIISIIOTCS B
TE€YEHHE BCETr0 BPEMEHU M3Yy4YEHHS AUCLMIUIMHBI U IpodeccuoHaibHoro Mmoayns. KoppekuronHoe
BO3JICHICTBUE HAMPABJICHO HA Pa3BUTHE MOTOPHBIX HABBIKOB U UMEET Ba)kKHEWIIIee 3HaUE€HUE /IS JINIL
¢ OB3 u unBanuoB.

[Ipn pa3paOoTke KOPPEKIMOHHOW MpOTpaMMbl MO JUCHUIUIMHE U MpodeccHnoHaTbHOMY
MOJYJIF0O HEOOXO/IMMO YUUTHIBATD:

- INPUHLMI Y4YeTa THUMOJOTHYECKMX M WHAMBHUAYaJbHBIX 00pa3oBaTelIbHBIX MOTpeOHOCTEN
00yJaroImXcs;

- IPUHIUI KOPPEKIIMOHHOMN HANPaBICHHOCTH MPU OCBOECHUU JWCLUIUIMHBI;

- IpPUHLMI pPa3BUBAIOIIEH HAMpPaBIEHHOCTH, OPUEHTUPYIOIIMI Ha pa3BUTHE JUYHOCTH
oOyyaromierocss M pacllUpeHHe €ero «30Hbl OJIMKAWIIero pasBUTHS» C YY4E€TOM OCOOBIX
o0pa3oBaTeNIbHBIX TOTPEOHOCTEH;

- TPUHIUI HAMpaBIEHHOCTH Ha (GOpPMUPOBaHUE AEATEILHOCTH, OOECIEUNBAET BOZMOKHOCTh
OBJaJieHUus OOy4yaloUIMMHUCS BCEMHM BHUAAMHU JIOCTYMHOM UM  HPEeIMETHO-TIPAKTUYECKOM
NeSITeNbHOCTH, Croco0aMd M TNpuUeMaMu  TO3HABAaTeIbHOM M y4yeOHOW  JIesATENbHOCTH,
KOMMYHHKATHUBHOM JESTEIbHOCTH U HOPMAaTUBHBIM ITOBEICHHUEM;

- TPHUHIMI TepEeHOCa 3HAHWM W YMEHWH M HABBIKOB W OTHOIIEHUH, COPMHPOBAHHBIX B
YCIIOBUAX Y4eOHOI cUTyaluu, B IESTEIILHOCTh B )KU3HEHHOM CUTYyallld, 4YTO 00ECIIEYUT TOTOBHOCTD
o0yuaronierocsi K CaMoCTOSITENIbHOM OPUEHTUPOBKE U aKTUBHOM AESITEILHOCTH B PeabHOM MHpE, B
JIECTBUTEIILHOM KU3HHU,

- IPUHIUI COTPYAHUYECTBA C CEMbEH.

6.1. CnenuajbHbIe YCJIOBHS JJsi HHBaIUI0B U jun ¢ OB3

CrnenuanbHble YCIOBMS ISl MOJTy4eHHs] 00pa3oBaHUs — YCIOBUS OOy4eHUs, BOCIIUTAHUS U
pa3BUTHS OOy4yaroIUXCS C OrPaHUMYEHHBIMM BO3MOKHOCTSIMH  3/I0pOBbsl W MHBAJIMJIOB,
BKJIIOYAOIME B ce0s MCI0JIb30BAaHHE CIELUANbHBIX 00pa30BaTeNbHBIX MPOTPaMM M METOJI0B
oOy4yeHHsT M BOCIUTAHUS, CHELUATbHBIX YYEOHHMKOB, y4eOHBIX NHOCOOMH W JUIAKTUYECKHX
MaTepHaJIoB, CIELHUAIbHBIX TEXHUYECKUX CPEJICTB O0ydeHMs KOJUIEKTUBHOIO M MHAMBUAYAJIHHOTO
[0JIb30BaHMsL, MPEJOCTABIEHUE YCIYr acCUCTEHTa (MIOMOLIHMKA), OKa3bIBAIOIIETO OOyJarolUMCs
HEOOXO/JMMYI0O  TEXHHYECKYI0 MOMOIIb, TIPOBEJEHHE TPYNIOBBIX M  HMHAWBUIYAIbHBIX
KOPPEKIMOHHBIX 3aHATHH, obOecneueHue J0CTyna B 34aHus, ApPYyrue YCIoBUs, 0e3 KOTOPbIX
HEBO3MOXHO MJIM 3aTPyJHEHO OCBOEHHE O00pa3oBaTeNbHBIX MPOTpaMM OOYyYarOIUMHUCS C
OTpaHUUYEHHBIMHA BO3MO>KHOCTSIMH 310POBBSL.

CrnenuanbHble YCIOBHS OCBOCHHUSI 00pa3oBaTeIbHOM MpOrpaMMBl AJIs JIMIL C OTPaH UYEHHBIMU
BO3MOJKHOCTSIMH 37I0POBbSl M MHBAJIUJIOB CO3JAIOTCA C Y4YETOM 3aKJIIOYeHHUs (enepaabHOro
YUPEXKIEHUS] MEIMKO-COLMAIBHOM JKCIEePTU3bI, COJEPXKAIEro pPEeKOMEHAAUUuUd OOy4eHHH TI10
JaHHOHM 00pa30BaTeNbHONW MporpaMMe M MHPOPMALUI0 O HEOOXOIMMBIX CIIEHUAIBHBIX YCIOBHUAX
oOy4eHus. 3aKIIOYeHHE MOXKET OBITh MPEACTaBICHO (MPU HEOOXOJMMOCTH) MpPU MOCTYIJICHUU Ha
aJlaTHPOBAHHYIO 00pa30BaTeIbHYIO IPOrpaMMy JH00 B Mpolecce 00ydeHusl.
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JUia  MHBanMAOB  coJep)kaHue O00pa3oBaHMs U YCIOBMSL OpraHu3aluud  OOy4eHMs
YCTaHABIIMBAIOTCSI TAaKXXE B COOTBETCTBUU C WHIMBUAYAIbHON MpOrpaMMoOil peaduiuTariu
MHBaJIUA.

6.2. XapakTepucruku 3a60/1eBaHuii 00yyaomuxcs

1. Kareropus o0y4aromuxcs ¢ 3a00/ieBaHeM: AyTH3M.
AyTu3M - paccTpoiCTBO, BOSHHUKAIOIIEE BCIEACTBUE HAPYILIEHUSI PA3BUTHUS T'OJIOBHOTO MO3ra
U XapaKTepU3yIolleecs BbIPaXKEHHBIM U BCECTOPOHHUM JIE(UIIUTOM COLMAIBHOTO B3aUMOJIEHCTBUS
n OOIIEeHHs, a TakXKe OIPAaHMYEHHBIMU HHTEpPecaMu M MOBTOPSIOUIUMHCS JeilcTBusiMu. Bce
yKa3aHHbIE MPU3HAKW HAYMHAIOT MPOSBIATHCA B Bo3pacte 10 TpEX jeT. CXoxkue COCTOSHUS, IpU
KOTOpPBIX OTMeYaroTcsi OoJjiee MSTKHE MpPU3HAKW M CHUMIITOMBI, OTHOCST K paccTpoicTBaM
ayTUCTHYECKOro crekTpa. CHMOTOMBI: HEJOCTATOK COLMAIbHBIX B3aWMOJEHCTBUN, HapyIIEHHAs
B3aMMHasi KOMMYHHKAIUs, OTPAaHUUYEHHOCTh HHTEPECOB U MOBTOPSIOLIUIICS penepTyap NOBEACHUS.
Pexomenpanumn:
HCII0JIb30BaHNE YKa3aHUI KaK B YCTHOM, TaK U MUCbMEHHOU (hopMme;
MO3TAMHOE Pa3bsICHEHUE 3aIaHUH;
JIEMOHCTpAIIMS YK€ BBITIOJHEHHBIX 3a[aHHI;
MIOCTOSIHHO TMOBTOPEHUE YK€ MPOIICHHOTO MaTepHraa;
® CBECTM K MUHUMYMY Haka3aHHUs 3a HEBBINIOJIHEHHE 3aJaHMs, OPUEHTHPOBAThCA OoJiee Ha
IIO3UTUBHOE, YEM HETaTHUBHOE;
e BO BpeMs 0OyueHMs HarpakaaiTe, MOOLIPSIMTE CTyJEHTa 3a MPUIIOKEHHbIE YCHIINS, a HE 3a
OKOHYAHUE 3aJaHHUS.
® [IOBTOPEHHE CTYACHTAMU MHCTPYKLIMHU K BBIIIOJHEHUIO 3aJaHMS;
® JCIIOJb30BAHUE HA 3aHATHAX YMOLMOHAIBHO HACHIIICHHBIC PUTMUYHBIE UTPBI, PA3MHUHKH,
(DMBKYIIBTMUHYTKHY;
® [I03BOJIUTH CTYAEHTY OTBEYaTh MaTepual B Jr000i ynoOHOH (opme (MMCbMEHHOH, YCTHOH,
BO3MO’KHO Ha KOMIIBIOTEPE).
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