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OO6pazoBaTenbpHas mporpamMma CpeaHero npodecCuoHaAIBHOTO 00pa30BaHMUS
no crnernuanbHoctd 46.02.01 JlokymMeHTalMOHHOE OOecredYeHne yMnpaBieHUs U
apXMBOBEJICHUE, HAIIPABJICHHOCTh: JIOKyMEHTAIIMOHHOE 00ecreYeHUE YIpaBICHUs
U apXuBOBeJEHUE pa3paboTaHa B COOTBETCTBUU C TpeOoBaHusiMU DenepaibHOTO
rocyAapCTBEHHOT0 00pa30BaTENbHOTO CTaHJApTa CPEAHEro MPOQPECCHOHAIBHOTO
obpazoBanusi 1o cnenuanbHocTd 46.02.01 JlokyMeHTallmoHHOE OOecIeueHHe
VOpPaBJICHUS U apXMBOBEACHHE, YTBEPKICHHOrO MpUKa3oM MuUHHCTEPCTBA
npocsetienus Poccuiickoit @eneparun ot 26.08.2022 Ne 778;

poQeCCUOHATBHOTO cTaHjapTa 07.002 «Crenuanuct 1o
OPTraHU3AalMOHHOMY W  JOKYMEHTAIIHOHHOMY  OOCCIICYCHHIO  YIIPaBICHUS
OpraHMU3alKeN», YTBEPKIECHHOIO NMPHUKAa30M MHUHHCTEPCTBA TPyAa U COLMAIBHOU
3amuThl Poccuiickoit @enepanuu ot 15 urons 2020 Ne 333H

OO0pazoBaTenbHas Mporpamma cpeHero npopeccuoHaIbHOr0 00pa30BaHMUs
no crneuuanbHocTd 46.02.01 JlokyMeHTallMOHHOE OOecredeHue YMpaBJICHUs U
apXMBOBEJICHUE, HATIPABJICHHOCTh: JIOKyMEHTAIIMOHHOE O0eCIieYeHUE YIIpaBICHUS
Y apXUBOBEJICHHE

COrJIaCOBaHAa C MPEJICTABUTEIIMU PabOTOgaTENEH:

[Ipeacenarens /
alinoTpebcoro3a ®.B. Kpasuos
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HPEKTOP
061LIecTBa ¢ OrpaHUYeHHOM
OTBETCTBEHHOCTBIO

«PeKiiaMHOe MeCTO»

M.A. TuieHko

M.IL

OOcyx/1eHa U peKOMEHI0BaHa K yTBEPKIACHHUIO pelieHrueM Kadeapsbl
I'YMAaHHUTAPHBIX U €CTECTBEHHBIX JUCIUIUIMH OT «21» centsopsa 2026 r., mpoTOKOI
Ne 2.

onoopena Hayuno-meroguueckum coBeroM MHcTUTyTa OT «25%» centsiops 2026 r.,
poTokoJ No 2
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COAEPKXAHUE
OO0mme mMoJI0KeHus
HopmatuBHBIE TOKYMEHTHI JIs pa3paO0OTKu 00pa3oBaTebHON
IPOTrpaMMBI
[Tepeuens cokpaleHun
OO0mas xapakrepucTuka 00pa3oBaTejibHONH IPOrpaMMbl
XapakTrepucTuka nNpodecCuoOHAIBHOU AeITeJbHOCTH BbINYCKHUKA
O6mactb MpodeCCHOHAIBHON ACATEIHPHOCTH
[TpodeccrnonanbHbIe CTaHAAPTHI
Ilnanupyembie pe3yjbTaThbl OCBOCHUS 00Pa30BaTeJIbHOM
MPOrpaMmbl
OO6uue KoMIeTeHIUN
[IpodeccronaibHbIE KOMIIETCHIINT
Martpuia KOMIETEHIINI BbITYCKHUKA
CTpykTypa 00pa3oBare/ibHOM MPOTrPAMMBI
PaGounii yueOHbIH mi1aH
Kanennapusiii yueOHbIH rpaduk
YcaoBus peajqmn3zanun 00pa3oBaTebHOI NPOrpaMMBbl
TpebGoBaHus Kk MaTEepUATbHO-TEXHUYECKOMY OCHAIIIEHUIO
o0pa3oBaTeIbHOM MPOrPaMMBbl
TpeboBanus K yueOHO-METOIUYECKOMY OOecCIieueHnI0 00pa3oBaTeIbHON
IpOrpaMMbl
TpeboBaHus K TPAKTUUECKON MOATOTOBKE O0YyYaIOIIUXCS
TpeboBaHus K OpraHu3aliyi BOCIUTaAHUS 00YUYaIOIINXCS
TpeboBaHUs K KaJIpOBBIM YCIIOBUSIM peaau3aiuu o0pa3oBaTeIbHON
pOrpaMMbl
Oco0OeHHOCTH peanu3aiii 00pa3oBaTEIHLHOM MPOTPaMMBI JIJIsI JIHI C
OrPaHUYECHHBIMH BO3MOYKHOCTSMHU 3/I0POBbSI 1 MHBAJIUJIOB
@opMHUpPOBaHUE OIIEHOYHBIX MATEPUAIIOB JIJIs1 TPOBEACHUS
roCy1apCTBEHHOM UTOTNOBOW aTTECTALIUU

Jluct peructpaiii K3MEHEHU 00pa30BaTEIbHON MTPOTPAMMBI
IIpunoxenus.

1.YueOHslii miian

2.KanennapHslii yueOHBbIH rpaduk

3.PaGoune nporpamMmbl 00111€00pa30BaTEIbHBIX JUCITUILINH

4.Paboune mporpamMmbl TUCIUITIIHH

5.Paboune mporpamMmbl TpoPeCCHOHATIBHBIX MOTYJICH

6.Paboune nporpaMMbl MEXIUCIUIUITMHAPHBIX KyPCOB

7.Paboune nporpamMmbl IPaKTHK

8.00BeM yacoB 1o 00pa3oBaTeNIbHOMN porpamme B opMe MPaKTUUECKOM MOATOTOBKU
9.IlporpaMmma rocyaapcTBEHHON UTOTOBOM (MTOTOBOI) aTTECTAIIUU
10.PaGouas nporpamma BOCIIUTAHUS

11.KaneHmapHslii mj1aH BOCIUTATEIFHON pabOThI

12.Penien3uu npeacTaBuTenei npouiIbHbIX OpraHU3aluid, MpearnpusITuit



1. OBLIHE ITOJIOKEHUA

Hacrosimass ocHoBHasi mpodeccuoHanbHas oOpa3zoBaTeibHas Iporpamma
CIEIUAIBHOCTH  cpeAaHero  mpodeccuoHaabHoro  obpazoBanus  46.02.01
JlokymeHTalmoHHoe oOecrieueHue yrnpapieHus u apxuBoBeneHue (ganee OITOII
CIIO)  pa3paborana Ha  oOcHOBe  (eAepalibHOIO  TOCYJAPCTBEHHOTO
o0pa30BaTeILHOTO CTaHIApPTa CPEAHETOo MpodeccunoHabHOro oopazoBanus (OPI'OC
CIIO) no cnermanbaocT 46.02.01 JlokymMeHTanOHHOE 00ecTieYeHUE YIpaBICHUS
U apXUBOBEJACHUE, YTBEPKACHHOTO MpPHKa3oM MUHHCTEPCTBA MPOCBEIICHUS
Poccuiickoit @enepannu ot 26.08.2022 Ne 778.

OIIOII CIIO pa3zpaboTana s peanu3aniy 00pa3oBaTeIbHON IPOTrPaMMbI HA
6a3e OCHOBHOT'O 00IIeTr0 00pa30BaHUAI.

1.1. HopmaTuBHbIEe TOKYMEHTbI ISl pa3padoTku 00pa3oBaTeIbHOM
MPOrpaMmbl

Hopwmatusnyto npaBoByto ocHoBY pazpabotku OIIOII CIIO cocrapmsitor:

- ®enepanpHbiii 3ak0H oT 29.12.2012 Ne 273-®3 «0O6 obpazoBaHuu B
Poccuiickon @enepauumny;

- npuka3 Munnpocsenienus: Poccun ot 26 aBrycra 2022 roma Ne 778 «O6
YTBEPKJIECHUH (EAepAIbHOTO TOCYIapCTBEHHOTO 0O0pa30BaTENIbHOTO CTaHAApTa
cpeaHero mpodeccuoHanbHOrOo o00pa3oBaHusi 1o cnenuanbHoct  46.02.01
JIoKkyMeHTaIMOHHOE 00€eCTIeueHNE YIPABICHUS U apXUBOBEICHHUE;

- npukaz MuHucTepcTBa TmpocsemeHus Poccuiickon @enepauun  OT
24.08.2022 Ne 762 «O06 ytBepxaeHuu [lopsiaka opraHuzanuu U OCYIIECTBICHUS
0o0pa30BaTeNbHON JESATENIbHOCTH IO 00pa30BaTeIbHBIM IpPOrpaMMaM CpPETHETO
1po(hecCHOHABHOTO 00pa30BaHUsY;

- mpuka3 MuHucTtepcTBa mnpocsemeHus Poccuiickor @Penepauuu  OT
08.11.2021 Ne 800 «OO06 yTBepX)ACHUH TMOPSAKAa MPOBEICHUS TOCYIAPCTBEHHOM
UTOTOBOM  arTrectaliud 1O  00pa3oBaTelbHBIM  MPOrpaMMaM  CPEIHETO
po¢heCCHOHAIBHOTO 00pa30BaHus;

- mpuka3 MuHuCTEepCTBA HAayKM U BbICHIETOo oOpazoBaHusi Poccuiickoit
®enepanun Munucrepcersa npocseienust Poccniickonn @enepanuu ot 05.08.2020
No 885/390 «O mpakTuueckoil MOJArOTOBKE 00YYaIOIIUXCS».

Jl71s mporpamm, peajiu3yeMbIX Ha 6a3e OCHOBHOT'O 00IIero 00pa3oBaHMs:

- mpuka3 MuHucrepcrBa mnpocsemeHus Poccuiickor dPexepauuu 0T
18.05.2023 Ne 371 «O0 ytBepxkaeHuH denepanbHOi 00pa3oBaTeILHON MIPOrpaMMBbl
CpeaHEro 00IIero 0Opa3oBaHU»;

- mpuka3 MuHucTepcTBa 00pa3oBaHus U Hayku Poccuiickoit deneparuu ot
11.06.2026 Ne 414 «O6 ytBepxkaeHun (QeaepaabHOTO TOCYAAPCTBEHHOTO
00pa30BaTEeNBLHOTO CTAaHAPTA CPETHETO 00IIET0 00Pa30BAHUSY.



Copepxxanre 00pa30BaTENBbHON MpOrpaMMbl pa3paldaThIBaeTCd C y4eTOM
CJIEIYIOUIUX TOKYMEHTOB:

HNHucTpykius 06 opranuzanuu oOydeHus: rpaxaad Poccuiickoit deaeparun
HaYyaJIbHBIM 3HAHUAM B 00JACTH OOOPOHBI M UX MOATOTOBKU MO OCHOBAM BOEHHOM
CIIy)KObl B 0O0pa3oBaTeIbHBIX VUPESKICHHUSAX CpPEIHEro (MOJHOro) oOIIero
oOpa3oBaHus, 00pa30BaTENbHBIX YUPEKICHUIX HAYAIBHOTO TPO(PECCHOHATILHOTO U
cpelnHero mpodeccuoHanbHOTO 00pa3oBaHus U y4eOHbIX MyHKTax, yTB. [Ipukazom
Munnctpa o6oponsl Poccuiickoit denepannu 1 MunuctepctBa 00pa3oBaHUs U
Hayku Poccuiickoit ®enepanuu ot 24 despans 2010 r. Ne 96/134;

[Incemo MunucrepctBa mnpocsemenuss Poccniickonn  @Penepauun 0T
14.06.2024 Ne 05-1971 «O HampaBieHUM pEKOMEHIaUUi» (BMECTE C
«PexoMeHmamMsIMu 1O peanu3ali CpeaHero OOIIero oO0pa30BaHUSA B Mpeaenax
OCBOGHHUSI  00pa30BATENbHOW  MPOrPaMMbl  CPEAHET0  MpOo(dhecCHOHATBHOTO
oOpa3oBaHUs).

OOpazoBarenbHas IporpaMmma CpeaHero npodeccuoHalIbHOrO 00pa3oBaHMs
pa3paboTaHa ¢ y4eTOM:

- Ilpodeccuonansnoro  cranmapra  07.002  «Cneumamuct 1O
OpPraHM3allMOHHOMY U JIOKYMEHTAlIMOHHOMY  OOECIEYEHHIO  yIpPaBJICHMUS
OpraHu3alyelr», yTBEPKICHHOIO MpHUKa3oM MHHHCTEPCTBA TpyAa U COLUAIBHOU
3amuThl Poccuiickoit @enepanyu ot 15 uroHs 2020 Ne 333H.

1.2. IlepeyeHb cokpaiieHuii, ucnoab3yembix B TekcTe Ol
CIIO:

®OI'OC — dbenepanbHbIi TOCYIAPCTBEHHBIN 00pa3oBaTEIbHBIN CTaHAAPT;

CIIO - cpennee npodeccuoHaibHOE 00pa30BaHUE;

OIl CIIO — ob6pa3zoBaTenbHasi MporpaMMa CpeaHero MnpohecCuOHaAIbHOTO
o0Opa3oBaHus;

IMTICC3 — nporpaMmma NOATOTOBKH CHEHAIMCTOB CPEAHETO 3BEHA;

OK — o01mpe KOMITETCHITNH;

[1K — mpodeccrnonanbHbie KOMIETEHITUY;

[1C — mpodeccronanbHbie CTaHAAPTHI,

OT® — 0606mEHHas TpyAOBas QYHKITUS;

T® — tpynoBas pyHKUHUS;

OI'CD — o0uruii ryMaHUTAPHBIN U COIUATBHO-OKOHOMUYECKUH ITUKIT,

OIIII — o6menpodeccuoHanbHbIN UK,

[ — npodeccruoHambHBIN LUK,

EH — ectecTBeHHO-HAy4YHBIM U MaTEMAaTUYECKUM LUK,

ITA — mpomexxyTouHasl aTTecTaIus;

M/IK — Mex1MCUUIUIMHAPHBIN KYpPC;

[IM — npodeccroHanbHBINA MOIYJIb;

J1D — neMOHCTpallMOHHBIN SK3aMEH;

I'MA — rocynapcTBeHHasi UTOrOBasi aTTECTaLIMS.



2. OBIIIASI XAPAKTEPUCTUKA OBPA3OBATEJBHOM ITPOT'PAMMBbBI

OO0pazoBaTenbHas Mporpamma CpeaHero MnpopecCuoHAIBHOIO 00pa3oBaHuUs
(manee — OII CITO) onpenensieT 00beM U cofiepkaHne o0pa30BaHus, IIIaHUPYEMbIE
pe3ynbTaThl OCBOCHUS 00pa30BaTENbHON MPOTrpaMMbl, YCIOBHUSI 00pa3oBaTEIbHON
JESATEIbHOCTH IO peau3allii OCHOBHOM NpodeccruoHaIbHOM 00pa3zoBaTeIbHOU
nporpammbl ~ 46.02.01  JlokyMeHTanuoHHOE oOO€cCHeUYeHUE YNpaBICHUA U
apXUBOBEJICHNUE.

OII CTIO B coctaBe o011l XapaKTEPUCTUKH, y4eOHOTO TIJIaHa, KaJeHIapHOTO
ydgeOHOro Tpaduka, pabouMx MporpaMM OOMENPOPECCHOHANBHBIX M YIEOHBIX
JTUCITUTUINH, pab0YNX MpOrpaMM MPaKTUK, TPOTPAMMBI TOCYIapPCTBEHHON UTOTOBON
aTTeCTallid, METOAMYECKUX U WHBIX MaTepUaloB pa3MEUICHbl Ha OPHUIMATEHOM
caiite mHCTUTYyTa B pasuene «CpeneHus o0 00pa3oBaTEIbHOW OpTraHU3AIUN
nonpaszaene «O0pa3oBaHue».

OO6pazoBaTenbHas MporpaMMa €KerolHO OOHOBJISIETCSI B YACTH COJCP>KaHUS
y4eOHBIX IUJIAaHOB, COCTaBa M CoOJepKaHUsi pPabo4YMX MporpaMM JUCIUIUINH,
MPOrpaMM MPAKTUK, METOJANYECKUX MAaTEPUAIIOB.

Llensto oOpa3zoBartenbHOM mMporpaMMmbl Mo  crnenuaidbHocTu  46.02.01
JIoKkyMeHTaIlMOHHOE O00€CTeUeHUe YIPaBJICHUS UM apXUBOBEJCHUE SIBIIACTCS
pa3BUTHE y 00YYaIOIIUXCS JIMYHOCTHBIX KAYECTB, a TaKKe (POPMHPOBAHUE OOIIUX U
po¢heCCUOHATIBHBIX KOMIIETEHIINN B COOTBETCTBUU ¢ TpeboBanusimu @I'OC CI1O
0 JAaHHOW CIELHATbHOCTH, MO3BOJSIOIIMX BBITYCKHUKY VYCIEIIHO peuaTh
po(eCcCUOHANIbHBIE 3a/1a4yd B KayeCTBE CHEIMAINCTOB MPAaBOBOro0 0OeCIEeYEHUs
JEATEIbHOCTH OpraHu3aluid W OKa3aHWs IOPUIAMYECKOW MOMOIIH (PU3UYECKUM
JUIaM U UX OOBbEIMHEHMSIM, CHEUAINCTOB IPAaBONPUMEHUTENbHOU U
MIPABOOXPAHUTENBHOMN A TEIbHOCTH.

B o6mactu Boctmranus 1ensio OIl CIIO gBnsercst okasaHue COIEHCTBUS
(OpPMUPOBAHMIO JUYHOCTH OOYYaIOLIErocsi Ha OCHOBE MPUCYIIEH POCCUHCKOMY
OOIIECTBY CHUCTEMBI IEHHOCTEH, Pa3BUTHUE Y CTYACHTOB JMYHOCTHBIX KA4ECTB,
CHOCOOCTBYIOUIMX MX TBOPYECKON aKTUBHOCTH, OOIIEKYJIbTYPHOMY pOCTYy H
COLIMAJIBHOM MOOMJIBHOCTH, LEJICYCTPEMIIEHHOCTH, OpPraHW30BaHHOCTH,
TPYAOTIOOUS,, OTBETCTBEHHOCTH, CaMOCTOSITEIbHOCTH, TI'PaXIaHCTBEHHOCTH,
TOJIEpaHTHOCTH. Bocniutanue o0yyaromuxcsi Ipd OCBOEHUH UMU 00pa30BaTeIbHON
IpOrpamMMbl  OCYILIECTBIISIETCS Ha OCHOBE BKJIIOYAEMBIX B 00pa30BaTENbHYIO
nporpamMmy paboyed nOporpamMmbl  BOCHUTAaHUS W KAJEHJApPHOrO  ILJIaHa
BOCIIUTATEIbHOU paOOTHI.

[IporpamMmma NMOJAroTOBKHM CHELMAIMCTOB CPEIHETO 3BE€HA MO CIEUUATBLHOCTH
46.02.01 JlokyMeHTallMOHHOE OOecrleuyeHue YIpaBICHUS U apXUBOBEJICHUE
OPUEHTUPOBAHA HA PEANM3ALIMIO CIAEAYIOIIUX 3a]1ay:

— obecrnieueHue NPaKTUKO-OPUEHTUPOBAHHOM MOATOTOBKU 00YYarOIINXCS;

— (hopMUpOBaHKE JIUYHOCTH, 00JIaIaAF0IIEH COBPEMEHHBIM IIUBIIIM30BAaHHBIM
MOAXOJAOM K OKpYXAIIEH JIEUCTBUTEIBHOCTH, BIAJACIONIEH BaXHEUIIUMHU
AJIEMEHTAMM JYXOBHOM UM COLUMAIbHOW KYJIbTYPhl, XapaKTePHU3YIOIIUMUCS
I'YMaHHbBIM, BBICOKOHPABCTBEHHBIM OTHOIIEHUEM K JIIOJSIM U I[IEHHOCTSIM



OKpY>KaIoIlero MUpa;

— (hopMupoBaHue y 00y4aromuxcs NOTpeOHOCTH K TOCTOSHHOMY Pa3BUTHIO
¥ MHHOBAIIMOHHOHW JeSITeILHOCTH B MPOQecCHOHaIbHON cdepe, B TOM YHcie U K
IPOIOJDKEHHUIO 00pa30BaHus 10 IPOTrpaMMaM BhICIIEro 00pa3oBaHus;

— (hopMupoBaHHE TOTOBHOCTU NPUHUMATH PEIIEHUS W NMPO(ecCHOHATBHO
JIeCTBOBATh B HECTAHJAPTHBIX CUTYAIUIX.

B  oOpasoBarenbHOl  OpraHM3allid  OCYIIECTBIISIETCS  MOATOTOBKA
CTHEIMATUCTOB CPEIHEro 3BeHAa Ha 0a3e OCHOBHOIO 0OIIero oOpa3oBaHUS C
peanmmzanuerr B mpeaenax [IIICC3  ¢enepanpHOr0o  rocyaapcTBEHHOTO
00pa30BaTEeNBbHOTO CTaHAApTa CpPeAHEro oOmiero oopazoBaHUs, B TOM YHCIE C
Y4eTOM MPOQHIIS TOTYy4aeMOro MPOPECCHOHATBHOTO 00Pa30BaHHS.

Cpox TOJNIy4eHHS CpeaHero Mpo(eCcCHOHAIBHOTO 00pa3oBaHMs IO
cnetunanbHoctd  46.02.01 JlokymeHTanimoHHOe oOOeCledYeHne YIpaBlICHUS U
apXUBOBE/ICHUE B OUHOU (popMe 00ydeHHUsl ¢ TpUCBauBAaeMON KBaJIM(UKALIUU:

Yposenb 00pazoBaHus, HEOOXOAUMBIN Hanmenosanue Cpoxk nonyuenus CI1O no

Jutst ipriema Ha oO0ydenwue o [TTICC3 MIPUCBAUBAEMOI [IICC3 6a30Boit MOATOTOBKH B
KBaTM(hUKAIAN ouHOM (hopMe oOyUdeHUs
Crierpanuct no

JOKYMCHTAIITUOHHOMY
OCHOBHOE 00111ee 00pa3oBaHMe obecreueHnto 2 rona 10 mecses
yIpaBlIeHUS U

ApXUBHOMY JI€Ty

Peanmzanust  oOpa3oBaTeabHON ~ NPOTpaMMBbl  OCYIIECTBIIAECTCS  Ha
roCyJIlapCTBEHHOM s3bike Poccurickont denepanuu.

[Tonyuenue cpenHero nmpodecCHOHAIBHOrO 00pa3oBaHus Ha 6a3e OCHOBHOTO
o01iero oOpa3oBaHusl OCYIIECCTBIISCTCS ¢ OJJHOBPEMEHHBIM ITOTYYEHUEM CPEIHETO
o01ero 06pa3oBaHus B Ipeieax IPorpaMMBbl IOJTOTOBKHU CTICIIUATUCTOB CPETHETO
3BCHA.

3. XAPAKTEPUCTHUKA ITIPO®ECCUOHAJIBHOM
AEATEJBHOCTHU BbIITY CKHUKA

3.1 Ob6aacts npodeccHOHATBLHOM eSITeJILHOCTH BHIMTYCKHUKOB

O6nactei0 TpOoeCcCUOHATIBHONW  NIESITEIBHOCTH  BBIITYCKHUKOB  SIBJISIETCS
obnacte «07 AJIMHMHHCTPAaTUBHO-yNpaBJICHYECKass U O(QUCHAs JEATEIbHOCTh B
COOTBETCTBHM C TMPUKA30M MUHHUCTEPCTBA TpyJda M COLMAIBHOM 3allUThI
Poccuiickoit ®enepauun ot 29 centsaOps 2014 r. Ne 6670 «O peectpe
npoecCHOHANBHBIX ~ CTaHAApTOB  (MepeyHe  BUAOB  MPOQECCHOHAIBHON
JEATEIIbHOCTH )»  (3apeructpupoBan MuHuctepctBoM toctuiuu  Poccuiickoi
®enepanuu 19 Hosi6pst 2014 1., peructparmonsasiii Ne 34779).

CooTBeTcTBHE po¢heCCHOHAIBHBIX MOJyJIe MIPHUCBAaUBAEMbIM
kBaympukanusm. CienuaiucT Mo J0KyMEHTAlMOHHOMY 00€CTIEYEHHUIO YIIPaBICHUS
U apXUBHOMY JEIIy MOYET BBIIONHATH TPYAOBbIE (DYHKIMH, TPETYCMOTPECHHbBIE



poeCCHOHATEHBIMU CTaHAAPTAMH:

- CrienMaucT Mo OPraHU3allMOHHOMY U JJOKYMEHTAIIMOHHOMY 00€CIICUEHUIO
yIpaBJjeHUs] OpTraHW3allkeil, YTBEP)KJICHHOr0 IMpHKa3zoM MUHHCTEpCTBA Tpyda H
conrasibHOM 3amuThl Poccuiickoit @eaepanun ot 15 uronst 2020 Ne 333H.;

BrIMyCKHUKH MOTYT OCYIIECTBJISATH MPOQPECCHOHAIBHYIO JEATECIbHOCTh B
JIPYTUX 00JaCTAX MpodeccHoHaIbHON AeATEILHOCTH U chepax MpodhecCHOHATBHOM
JEeATEIIbHOCTH MPU YCIOBHUU COOTBETCTBUS YPOBHS UX 00pa30BaHUSI M MOJTYICHHBIX
KOMITETCHIINHA TPEOOBAHUAM K KBATH(UKAIIMKA PAOOTHHKA.

CootBeTcTBHE BUJIOB JIeSITEILHOCTH, npodeccruoHaIbHBIX MoayJen
MPUCBAaNBAaEMON KBATH(UKANNK CHCIUATACT M0 TEXHUYECKOW JKCIUTyaTallud W
COMPOBOXKICHUIO MHGOPMAITMOHHBIX CHCTEM.

Kpamudukanmm/coueTanms
KBaH(UKaIii
HanmeHnoBaHne 0CHOBHBIX HaumenoBanue CIICLHATHCT 110
BHJIOB JIESATEIIEHOCTH mpohecCHOHATBHBIX MOTyJIEH JIOKYMEHTAIHOHHOMY
00ecrevYeHnIo yIpaBIeHUs
ApPXUBHOMY JIETTY
OcymiecTBieHue I[IM.01 OcymiectBienue OCBaMBaCTCSA
OpraHHU3aIlMOHHOTO U OpPraHM3aIMOHHOTO H
JIOKYMEHTAI[HOHHOTO JIOKYMEHTAI[HOHHOTO
obecrievueHus IeITeIbHOCTH obecrnedeHus IeITeIbHOCTH
OpraHH3aIun OpTraHM3alNN
Opranusaius apxuBHOH padoTel | [IM.02 Opranu3zaius apXuBHOM OCBaMBaETCA
0 JOKYMEHTaM OpraHu3al[iii paboThI 1O JJOKYMEHTaM
pasnu4HbIX Gopm OpraHu3aluii pa3IuyHbIX GOpM
cOOCTBEHHOCTH COOCTBEHHOCTH
OcBoeHne BUAOB padoT 1o [IM.03 OcBoenue Bu10B paboT 110 OCBauBaETCs
OJIHOH MJIM HECKOJILKUM JOJDKHOCTH ciry>kariero 20190
npodeccusm pabouux, ApxuBapmyc
JTOJIKHOCTSIM CITYKaIlluX

3.2 IlpodeccuonanbHble CTAHAAPTHI

[lepeuenp npodeccuoHaIbHBIX CTAaHAAPTOB, YUUTHIBAEMBIX MPH pa3padbOTKe
00pa30BaTeIbHON MPOTPaMMBI:

Ne | Kox nu HammenoBanne | PekBU3HTEI Kon 1 HaumeHnoBanue Kox u saumenosanue TO
I1C yrBepxaeHus | OTO
1 07.002 «Cnenuanuct NpUKa3 B. lokymenTarmonnoe | B/01.5
10 OpraHu3alMOHHOMY | MUHHCTEPCTBA | obecreyeHue Opranu3zainus paboTsl ¢
u TpyHda u JEesITCIIbHOCTHU JIOKYMEHTaMU
JIOKYMECHTAI[HOHHOMY COLMATILHOM OpraHM3aIHK B/02.5
00ecCIIeYeHH IO 3aIUTEI
N Opranuzanus TEKyIero
yIpaBJICHUSI Poccuiickoii
. XPaHEHHS JOKYMEHTOB
opraHusarmei», deneparyu oT
15 mromst 2020 B/03.5
No 333u Opranusanus




00paboTKu AeI JIst
MOCIIEAYIOIIETO
XpaHEHUs

4. IHJIAHUPYEMBIE PE3YJIBTATBI OCBOEHUA
OBPA3OBATEJBHOM ITPOT'PAMMBbBI

4.1 O0mMe KOMIETEHIINN

Ko
KOMITETeH LU U

DopMyJIHPOBKA KOMIIETCHIIUH

3HaHus, yMeHUs

OK 01

Bri6upath criocoObl perieHust
3a7a4 MpoeCCUOHANTBHON
JIeSTSIILHOCTH MIPUMEHHUTEIBHO K
Pa3IMYHBIM KOHTEKCTaM

YMmenus:

pacmo3HaBaTh 33729y W/ WK MpodiieMy B podeccnoHaIbHOM
H/WIN COLMAILHOM KOHTEKCTE

aHAJM3UPOBATH 3a/1a4y W/WJIK TPOOJIEMY U BBICIATH €€
COCTaBHBIE YacTH

ONPE€ACIATH 3TAIlbl PCIICHUSA 3aJa9n

BBISBIISITH U 3Q(PEKTUBHO NCKATh MH(POPMAIIHIO,
HEOOXOUMYIO JUTS PEUICHHS 3aJa9H W/UITH TTPOOIEMBI

COCTAaBJIATH IIJIAH JCHCTBHS

OTIpENeIIATh HEOOX0IUMBIE PECYPCHI

BJIAJIETh aKTYaJIbHBIMHA METOIaMH PabOTHI B
npoeccnoHaIbHON M CMEXHBIX chepax

PCaIN30BbIBATH COCTAaBJICHHBIN IIJIaH

OLCHUBATD PE3YyJIbTAT U MOCJICACTBUA CBOUX Z[CI\/'ICTBI/II\/'I
(CaMOCTOfITeJ’IBHO MK C IIOMOIIBIO HaCTaBHI/IKa)

3Hanusa:

AKTYaJIbHOT'O HpO(beCCI/IOHaJ'H:HOFO 1 COIMAJIbHOI'O KOHTCKCTA,
B KOTOPOM IMPUXOAUTCH pa60TaTL H XWUTb

AITOPUTMOB BEITIOTHEHUS PadOT B IPOPECCHOHAIBHOM 1
CMEXXHBIX 00JIaCcTAX

METOJIOB pabOThI B IPOPECCHOHAIBHON U CMEXKHBIX chepax;
CTPYKTYPBI TUIAHA JUTs PEIICHHS 33144

MIOPSJIKA OIIEHKH Pe3yJIbTaTOB PEIICHUS 3a1a4
npoeccnoHaTbHON AESATEeTbHOCTH

OCHOBHBIX HICTOYHHKOB HH()OPMAIIMU ¥ PECYPCOB JIIsS
peleHus 3a7a4 u npobieM B MpoeCCHOHATBHOM H/UITH
COLIMATEHOM KOHTEKCTE

OK 02

Hcnonbs30BaTh COBpEMEHHBIE
CpeZcTBa IOKMCKa, aHATIU3a U
UHTEpIIpeTai HHPOPMAIHU 1
MH(QOPMaIIMOHHBIE TEXHOJIOTHU

YMmenus:

OTIpeIEIATh 3a7a9u JTS IOMCKa HH(OpMAITIH

OMpEaACIATh H€06XOZ[I/IMBIG HCTOYHUKHU I/IH(l)OpMaI_[I/II/I

BBLIETISAITH HaNOOJIee 3HAYUMOE B TiepeyHe WHPOpMaIiH




JJIA BBIIIOJTHCHUSA 3a4a4

po(heCCUOHANTBHON NEATENEHOCTH

IJJAaHUPOBATH MPOLECC TOUCKA; CTPYKTYpUPOBATh
MOJTy4aeMyt0 HHPOPMAIUIO

OLICHUBATD MPAKTHUYCCKYIO 3HAUMMOCTDL PE3YJIbTAaTOB ITIOUCKA

0 OpPMIIATE PE3yNIBTATHI TOMCKA, TPUMEHSThH CPEACTBA
WH(POPMAIMOHHBIX TEXHOJIOTHUHN JUTsl pEIICHUS
po¢eCCHOHANTBHBIX 3a1a4

HCMOJIb30BATh COBPEMCHHOC MMPOTrpaMMHOC obecrneueHue

WCTIOJIB30BaTh Pa3InUHbIC IU(POBBIC CPEICTBA JUIS PEIICHHS
po¢eCCHOHANBHBIX 3a1a4

3HaHuda:

HOMCHKIJIATYPhbI I/IH(bOpMaHI/IOHHI)IX HCTOYHHKOB,
MNPUMCHSCMBIX B HpO(beCCI/IOHaJ'II)HOI‘/'I JACATCIBHOCTHU

[IPUEMOB CTPYKTYpHUPOBaHUS HH)OpMALUN

(hopmata ohopMieHHS Pe3yIHTATOB MONCKA HHPOPMAIIHH,
COBPEMEHHBIX CPEJICTB M YCTPOUCTB MH()OPMATH3ALIUH

MOPSIIKA X NPUMEHEHHSI U IPOrPaMMHOTO 00ECTICUECHUS B
npodecCuOHANBHON AEATENBHOCTH, B TOM YHCIIE C
HCHOJIb30BaHUEM IIU(POBBIX CPEIICTB

OK 03

[InanupoBath

U Pean30BBIBATH COOCTBEHHOE
po(heCCUOHANBHOE U
JIMYHOCTHOC PAa3BUTHUC,
HpePUHAMATEIBCKYIO
JIeSTEIILHOCTD

B ipodeccroHanbHOM chepe,
UCIIOJIb30BaTh 3HAHUS 110
(bMHAHCOBOI IPaMOTHOCTH B
Pa3IMYHBIX KHU3HEHHBIX
CHUTYaIHsX

Ymennn:

OTIPEIETISATh AKTYAIBHOCTh HOPMATHBHO-TIPABOBOU
JIOKYMEHTAIINH B TIPO(ECCHOHANBHON IeTENNbHOCTH

MIPUMEHSTH COBPEMEHHYIO HayYHYIO IPO(eCcCHOHATBHYIO
TE€PMHHOJIOTHIO

OIPEACIATE U BBICTPAMBATL TPACKTOPHUU
po(heCCHOHATIBHOTO PAa3BUTHS U CaMOOOPa30BaHuUs

BBIABJIATHE JOCTOMHCTBA U HCJOCTATKH KOMMep‘IeCKOﬁ nacu

MMpE3CHTOBATH 61/I3H€C—I/I,Z[GIO

MIPE3EHTOBATh UJEH OTKPBITHS COOCTBEHHOT'O J1e/1a B
npodecCHOHANBHON AEATENBLHOCTH; 0)OPMIIATE OU3HEC-TIIaH

PacCUUTBHIBATL PA3MEPHI BBIIJIAT IO NPOUCHTHBIM CTaBKaM
KpeAUTOBaHUSA

OTIpEeETATH MHBECTUIIMOHHYIO MTPHUBIIEKATEIHHOCTh
KOMMEPUYECKUX UJIeH B paMKax MpoQecCHOHATLHON
JEeSTeTbHOCTH

OMpeaACIATb HCTOYHUKHA q)HHaHCI/IpOBaHI/I}I

3HaHuda:

CoJIepKaHUs aKTyaJIbHOH HOPMaTUBHO-IIPABOBOI
JIOKyMEHTALIUU

COBpPEMEHHOH HayYHOH M MPO(EeCCHOHAILHON TEPMUHOIOTHN




BO3MOYHBIX TPACKTOPUH MPO(HECCHOHATHHOTO Pa3BUTHS U
camMo00pa3oBaHU

OCHOB TIPEIIPUHUMATEIBCKOM JESTEILHOCTH U OCHOB
(hMHAHCOBOI TPAMOTHOCTH

TIpaBUJI pa3pabOTKH OM3HEC-TIAHOB

MTOPSAKA BEICTPAMBAHUS MTPE3CHTAIINU

KpCAUTHBIX 0aHKOBCKHX MMPpOAYKTOB

OK 04 | DddexrruBHO Ymenus:
B3aUMONICUCTBOBATE M OpPraHU30BBIBATH PAbOTy KOJUIEKTUBA U KOMAH/IbI
paboTaTh B KOJUIEKTUBE U Z
KOMAITE B3aMMO/JICHCTBOBATH C KOJIJIETAMH, PYKOBOJICTBOM,
KITUEHTaMH B X0JI¢ MPO(eCCUOHATBHON AEATEIbHOCTH
3Hanu:
MICUXOJIOTHYECKUX OCHOB JICATEIILHOCTH KOJUICKTUBA,
MICUXOJIOTHYECKMX OCOOCHHOCTEH JTHYHOCTH
OCHOB ITPOEKTHOU JEATEIbHOCTU
OK 05 | OcymiecTBiiTh YCTHYIO U Ymenust:
TMCEMCHHYIO KOMMYHHKALHIO IPAMOTHO M371aTaTh CBOM MBICIH M O(OPMIISTH JOKYMEHTBI
ga rocyaaprqB;eHHOM AISBIKC o MPOo(eCCHOHATLHON TEMaTHKE Ha TOCYAapCTBEHHOM
OCCHHCKOM TUe/epartint ¢ SI3BIKE, MPOSBIIATH TOJIEPAHTHOCTD B pa00YEM KOJIICKTHBE
Y9eTOM OCOOCHHOCTEH
COIMAITLHOTO
U KyJIbTYPHOT'O KOHTEKCTa SHaHHA:
0c00EHHOCTEH COIMANBHOTO U KYJIBTYPHOTO KOHTEKCTa
MPaBUI OQPOPMIICHHUS TOKYMEHTOB U TIOCTPOCHUS YCTHBIX
cooOmieHuit
OK 06 | [IposBasATh rpaskaaHCKO- YmeHnus:
MaTPUOTHICCKYIO HOSNIIMIO, OIHKCHIBATH 3HAYUMOCTD CBOEH CIENUATbHOCTH
JIEMOHCTPUPOBATH OCO3HAHHOE
MPUMEHSTH CTaHAAPTHI AaHTHKOPPYIIIMOHHOTO MTOBEICHUS
MOBEJICHUE Ha OCHOBE
TPATUIIMOHHBIX POCCHICKUX
JIyXOBHO-HPaBCTBEHHBIX 3HaHus:
LIEHHOCTEH, B TOM YHUCJIE C YIETOM CYIIHOCTH TPaJaHCKO-IATPUOTUYECKOMN TTO3ULINH,
TrapMOHU3ALUU 00111eYEIOBEYECKUX [IEHHOCTEN
MEKHAIMOHAIEHBIX H . 3HAYMMOCTH NMPOGECCHOHATBHOM JESITENEHOCTH IO
MEXKPETUTHO3HBIX OTHOIICHHH, CIeLHATBHOCTH
MPUMEHSTh CTaHIaPThI
AHTHKOPPYIIIHOHHOTO roBe eHks | CTAHAAPTOB AHTHKOPPYIIHOHHOTO NOBENCHNA 1
MOCTIC/ICTBHS €T0 HAPYIICHHS
OK 07 | CopnelicTBOBaTh COXPAaHEHUIO Ymenus:

OKpY>Karollleu cpefipl,
peCypCcocOepeIKeHuIO,
NPUMEHSTh 3HAHUSI

00 U3MEHEHUH KJIMMarTa,
NPUHIMIIEL OEPEKITHBOTO
NPOU3BOACTBA, 3PPEKTUBHO

CO6J'I}0}_IaTB HOPMBbI SKOJIOTMYECKOI 0e30IMacCHOCTH

OTIPEETISATH HAIIPABIICHUS PECypCOCOepeKeHUs B
pamKax npodeccnoHaIbHON AEATENHbHOCTH O
CHELUAIBHOCTH, OCYILECTBISITh PadOTy C
COOJIIOZICHUEM MTPUHLHUIIOB OEPEXIMBOTIO
MIPOU3BOJICTBA




IEUCTBOBATH
B UPE3BBIYAWHBIX CUTYAIHSIX

OpPTaHU30BbIBATH NPO(ECCHOHATILHYIO IESTEIBLHOCTD C
YYETOM 3HaHUI 00 U3MEHEHUH KITMMATHUYECKUX YCIOBUH
peruoHa

3HaHusa:

MIPUHIIATIOB OEpeKITMBOTO MPON3BOICTBA

MIPaBHII IKOJIOTUIECKOH 0€30MacHOCTH IIPH BEACHUH
poheccnoHaIbHON AeATETHbHOCTH

OCHOBHBIX PECYpPCOB, 33/ICHCTBOBAHHBIX B
npodeccuoHaTbHON ACSITECITBHOCTH

myTel o0ecredeHus: pecypcocOepexeHHs

OCHOBHBIX HallpaBJICHUH U3MEHEHUH KITMMaTHYECKUX
YCIIOBH pernoHa

OK 08 | Ucnonb3oBaTh cpeqicTBa Ymenust:

(usneckoit KymbTypBI 111 NPUMEHSTH PALHOHAIBHBIE IPUEMBI JIBUTATENbHBIX (YHKIUI

COXpaHCHHA B IpO(heCCHOHANBHOM IeATEILHOCTH

Y YKPEIUICHUSI 3710POBbSI UCIIONB30BaTh (PU3KYIBTYPHO-03I0POBUTEIIBHYIO

B IpoLiecce JESATENBbHOCTD ISl YKPEIUICHHS 310POBbSI, TOCTIIKCHHS

npodeccuoHaANbHON KHU3HEHHBIX U IPO(ECCHOHATIBHBIX IIeeH

ACKTCIBHOCTH H MOJIB30BATHCSI CPEICTBAME MPODHUIAKTHKU MTEPCHANPSIKEHIUS,

HOACPKaHMs XapaKTEPHBIMU I JAaHHON CIIEUAIBLHOCTH

HEOOXOTUMOTO YPOBHS

¢buzngeckon
3HaHua:

HO/ATOTOBJICHHOCTH
pou PU3NIECKOH KyJIbTYPHI B O0MIEKYIETYPHOM,
npo(heCCHOHATBHOM U COLMATLHOM Pa3BUTHU YEIOBEKA;
OCHOB 3JI0POBOT'0 00pa3a >KU3HU
YCIIOBHIA TIPOECCHOHATIBHOM IEATEILHOCTH U 30HBI PHCKa
(HU3HUECKOTO 310POBbS ISl CIIEIUATBHOCTH
CpeacTB MPOMMIAKTHKY TIEPEHATIPSKEHUS

OK 09 | Ilonb3oBaThest Ymenus:
npoeccHoRaNbHOM HOHUMATh OOLIUI CMBICI YETKO IPOU3HECEHHBIX

JIOKyMEHTAIllel Ha
TOCY/IapCTBEHHOM H
WHOCTPAHHOM SI3bIKaX

BBICKA3bIBAaHHUI HA M3BECTHBIC TEMBI
(mpodeccroHanbHEBIE U OBITOBBIC), TOHUMATh TEKCTHI HA
0a30BbIie MPO(PECCUOHATBLHBIE TEMbI

y4acTBOBATh B IMAJIOTAX HAa 3HAKOMEBIE OOIIIHE U
npodeccuoHaIbHbIC TEMbI

CTPOUTD NMPOCTBHIC BHICKA3bIBAHUSA O cebe 1 0 cBOEH
HpO(l)QCCHOHaHLHOﬁ ACATCIbHOCTH

KpaTKO 0OOCHOBBIBATh M OOBSICHATH CBOU JICHCTBUS (TEKYyIINE
1 TUIAaHUPYEMBIC)

MIMCaTh MPOCTHIE CBA3HBIE COOOIIEHNS Ha 3HAKOMBIE MIIH
HWHTEpeCYIoINe MPOPeCCUOHANBHBIC TEMBI

3HaHuda:

MpaBUJI IOCTPOCHHUSI MPOCTHIX U CJIOKHBIX MPEAJIOKEHUM Ha
rpodeccuoHaIbHbIE TEMBI

OCHOBHBIX O0LIEYNOTPEOUTEIIBHBIX IT1aroyioB (ObITOBOH U
po¢eCcCHOHANTBHON JIEKCUKN)




JICKCHUECKOTO MUHUMYMa, OTHOCSIIIETOCS K OTIMCAHHIO
MPEIMETOB, CPENICTB M MPOLIECCOB MPO(ECCHOHATBHOM
JICSITETBHOCTH

0COOEHHOCTEH MPON3HOIICHHUS

MIPaBHII YTEHHUS TEKCTOB PO ECCHOHAITBHOM
HaIpaBIeHHOCTH

4.2. IlpoeccuoHaIbHbIE KOMIIETEHIIUH

Buasbl aesiTeJJbHOCTH

Kox m HauMeHOBaHHe
KOMIIeTeHIMH

Iloka3aTenn ocBOeHHsI KOMIIETEHIIUH

OcymiecTBieHue
OpraHU3alMOHHOTO U
JIOKYMEHTAI[HOHHOTO
obecrieueHus
JIeSITeTIbHOCTH

OpraHM3aInu

IIK 1.1. OcymiecTBAsTh MpUEM-
nepegavy ynpaBieHUECKOH
WHQOPMAIUH C TIOMOIIBIO
cpencTB MHGOPMAIIMOHHBIX U
KOMMYHHKALIMOHHBIX
TEXHOJIOTHH

HaBbIkn:

MoJTy4eHus1 HeoOXoAUMOoN HHQOPMAIUU 1
nepeaayn CaHKIMOHUPOBAHHON WHPOPMALIUH C
UCIIOJIb30BAaHUEM CPEJICTB HMHPOPMALTUOHHBIX U
KOMMYHHKAIIHOHHBIX TEXHOJIOTHI

YMmenus:

UCIIOJIb30BaTh CPeACTBA HH()OPMAIIMOHHBIX U
KOMMYHHUKAIIMOHHBIX TEXHOJIOTUHN IS
MOJTyYEHUS U nlepenadn uHdpopmManuu

BECTH M UCIOJIL30BaTh B paboTe 6a3y
KOHTaKTOB OpraHHU3aI[HH

BECTH y4YETHBIE PErHCTPALlIOHHbIE (JOPMBI,
UCIIOJIb30BaTh UX JJIsl HHPOPMALTUOHHON
paboThl ¥ pabOTHI MO KOHTPOJIIO UCTIOTHEHHS
MOPY4ECHUI

YCTaHABIIUBATh U TOICPKHBATh
KOMMYHHKAIHH B ITPOIIECCE JICTIOBOTO
OOIIEHUS C TIOMOIIBIO CPEICTB
MHQOPMAIOHHBIX 1 KOMMYHHKAIIMOHHBIX
TEXHOJIOTHI

CIrJIaXXHUBaTh KOH(bJ'H/IKTHI)Ie H CJIOKHBIC
CUTyallunl MCKIIMYHOCTHOT'O B3aPIMO):[6ﬁCTBPISI

COOJIFOIaTh CITYy>K€OHBIN ITUKET

oOecrieunBaTh HHPOPMALTMOHHYIO
0€30MacHOCTh JACATENbHOCTH OpPraHH3aIii

S3Hanuda:

HOPMAaTHUBHBIX IIPABOBBIX akTOB Poccuiickoit
Oepnepannu B chepe nHOOPMAITMOHHBIX U
KOMMYHHUKAITHOHHBIX TEXHOJIOTHIA

CTPYKTYPBI OpPTraHHU3AIINH, €€ 33a]1a4 U (yHKITHA

IpaBUII MMPOBCACHUA ACTIOBBIX IEPECTOBOPOB




STHKU JIEJIOBOTO OOILEHHUS

IpaBUJI pEUCBOT'O 3TUKCTA

MIPaBHII TIOJIEP KaHUS M PA3BUTHUS
MEXJIHYHOCTHBIX OTHOIICHUN

TpeOOBaHMIA OXPaHbI TPYyaa

IIK 1.2. KoopauHHupOBaThH
paboTy IpUEeMHO
PYKOBOAMTEINS, 30H IIpUeMa
Pa3IMYHBIX KaTerOpui
MOCETUTEIIeH OpraHu3aIuu

HaBpiknu:

KOOpAWHAIMU paboThI IPUEMHON
PYKOBOAMTENS U 30H IpUeMa pa3auuHbIX
KaTeropui moceTurenell opraHu3aluu

Ymenun:

CepBUPOBATh YaliHble (KOQEHHbIE) CTOJIBI B
oduce

BCTpeYaTh MOCETUTENICH, MOIydaTh MEPBUYHYIO
UH(POPMAITUIO O TIOCETUTENISX, YyCTAaHABIMBATh
HOp}II[OK aneMa JJIA pa3JII/I‘-IHLIX KaTCFOpI/Iﬁ
IOCETUTEIICH

BECTH YUYETHBIE PETUCTPAIIHOHHBIC (POPMEI 110
npUeMy TOCETUTENeH U 0QOPMIIATH MTPOIyCKa

BECTH IIpUEM, NIepeiady U OTHPABKY
JOKYMEHTOB

OpPraHU30BHIBATH U OPOHUPOBATH
IIEPETOBOPHBIE KOMHATBI

NPUMEHATH B paboTe cpeicTBa
UHQOPMAIOHHBIX 1 KOMMYHHKAIIMOHHBIX
TEXHOJIOTHI

MIPUHUMATB MEPHI 110 COXPAHEHUIO
KOH(UACHIMATBHON HH()OPMAIIUHU B X0J1€
IIpyeMa IoCceTUTeNnei

3Hanuda:

HOPMAaTUBHBIX MPABOBHIX akTOB PD B chepe
UH(POPMAITMOHHBIX ¥ KOMMYHUKAIIMOHHBIX
TEXHOJIOTUH

CTPYKTYpBI OpraHU3alny, ee 3a1a4 U QyHKIui

IpaBUJI MPOBCACHUA ACTIOBBIX IIEPETOBOPOB

3TUKU JIEJIOBOTO OOLIEHUS

IpaBUJI pEUCBOT'O0 3TUKECTA

npaBuUI MOAACPIKAHUA U Pa3BUTUA
MEXKIIMYHOCTHEIX OTHOIIICHUH

TpeOOBaHMIi OXpaHbI TPy

I1IK 1.3. Bnagers HaBBIKAMUA
TUTAHUPOBAHUS paboyero
BPEMEHH PYKOBOJIUTEINS U
cekperaps

HaBpikn:

[UTAHUPOBAHUS pabouero BpeMeH!
PYKOBOIUTESI U paboyero JIHS ceKpeTapst

YmMmenns:




BBIOMPATH (POPMBI TUIAHUPOBAHUS U
0o OpMIIATH TUIAHUPOBIIKK (OpraHaisep)
PYKOBOAMTENS M CEKpPEeTaps

YCTaHABIUBATH 1EITU, OTIPENIENIATh
MPHOPUTETHOCTH U OYEPEITHOCTH BBITIOTHEHUS
pabot u 3h(HEKTUBHO pacmpenemsaTs pabodee
BpeMs

COTJIACOBBIBATH BCTPEYU M MEPOIIPUATHUS U
BHOCHUTH MH(OPMAITUIO B TUIAHUPOBIIUK
(opramaiizep)

nH()OPMHUPOBATH PYKOBOJUTENS O
MPUOIKEHUU BPEMEHU U PErIaMeHTE
3aIUIAHUPOBAHHBIX BCTPEY U MEPOTIPUATUH

BBIOMPATH ONTUMAIBHBIC CITOCOOBI BHEIITHETO U
BHYTPEHHETO0 WHPOPMUPOBAHHS O
IUTAHUPYEMBIX MEPOTIPUATHSIX

obecrnieunBaTh HHPOPMAITHOHHYIO
0€30MacHOCTh JeATeIbHOCTH OpraHU3aIin

NPUMEHATH B paboTe cpeicTBa
UHQOPMAIOHHBIX 1 KOMMYHHKAIIMOHHBIX
TEXHOJIOTHH.

3HaHuf:

0TpacjaeBOil TEPMUHOIOTUU

HOPMAaTUBHBIX MPABOBHIX akTOB PD B chepe
NH(GOPMALMOHHBIX U KOMMYHHKAIIMOHHBIX
TEXHOJIOTHI

CTPYKTYpBI OpraHU3alny, ee 3a1a4 U QyHKIui

IpaBUJI MPOBCACHUA ACTIOBBIX IIEPETOBOPOB

OTHUKHU OCJI0BOI'O 06]]_[6HI/I$I

MIPaBUJI PEYEBOTO ITHKETA

IpaBUI NNOAACPIKAHUA U PA3BUTU
MEKJIMYHOCTHBIX OTHOIICHUH

[IK 1.4. OcymiecTBiaTh
MOJITOTOBKY JIEIIOBBIX
MOE3/I0OK PYKOBOJUTEIS U
JIPYTHX COTPYIHUKOB
OpraHu3alHU

HaBpiknu:

OpraHU3alMU JEJOBBIX ITOE3J0K PYKOBOIUTEIIS
U APYTUX COTPYIHUKOB OPraHHU3aLUU

YmMmenns:

COCTaBJIATh U OPOPMIIATH TOKYMEHTHI JIS
JIEJIOBBIX TIOE3/I0K

OCYIIECTBIIATEH TPEBEI - MOAECPKKY TSTOBBIX
MOE3I0K




COTJIACOBBIBATh C MMPUHUMAIOIIENH CTOPOHOM
MIPOTOKOJI TIAHNUPYEMBIX MEPOTIPUATHH U
(hopMHpoOBaTH IPOTPaMMYy IEJIOBOH MOE3IKN

HCIIONB30BaTh CPEICTBA NH(DOPMAITMOHHBIX U
KOMMYHHUKAIIMOHHBIX TEXHOJIOTHH IS
o0OecrieueHUs B3aHMOJICHCTBUS C
PYKOBOZIHTENIEM BO BPEMsI €r0 AETOBON
MOe3AKU

O(I)OpMJ'ISITL OTYCTHBIC JOKYMCHTHI O JICI0BOM
IIOC3KE

3HaHusa:

HOPMAaTHBHBIX IIPaBOBBIX akTeI PD B chepe
OpTraHMU3alNU AETTOBON TIOE3KH

TIOPSAIKA TIOJTOTOBKH U JOKYMEHTHPOBaHUS
JIEJIOBOH ITOE3IKU

WHTEepHET-pECYpPCOB IS OCYIIECTBICHHS
TPEBEIN-TIOAICPIKKH JIEIOBBIX IMTOE37I0K

OTHUKETAa U OCHOB MCXKAYHApOAHOT'O IIPOTOKOJIa

3TUKU JIEJIOBOTO OOLLEHNS

TpeOOBaHMI OXpaHbI TPyda

IIK 1.5. Bagets criocobamu
OpraHM3aIuy padodero
MPOCTPAHCTBA MMPUEMHOUN U
KaOWHETa PYKOBOIUTEIS

HaBpiknu:

Opra”Hu3aluy U Mo ieprKaHus
(YHKIIMOHAIBHOTO Pab0Yero MpoCcTpaHCTBa

YMmenus:

OpraHU30BbIBaTH pabouee MECTO B
COOTBETCTBHH C TPEOOBAHUAMHU 3PTOHOMUKH U
KYJbTYpPBI TpYyJa

oOecrnieunBaTh paboyee MeCTO U
(hyHKIIMOHAIBHOE pabovee MPOCTPAHCTBO
HEOOXOMMBIMH CPEICTBAMH OPraHU3aIIMOHHON
TEXHHUKH, MEOCITbIO U KAHIETSIPCKIUMHU
MPUHAISKHOCTIMH

ONoAACPKUBATH CPCACTBA OPI'. TCXHUKU B
pa60qu COCTOSAHHUH

S3Hanuda:

OCHOB TPaBUJILHON OpraHU3aluy TpyJa 1
METOIOB TIOBBIIIEHUS ero 3P PeKTHBHOCTH

TpeOOBaHM OXpaHBI TPYJa, IPOU3BOACTBEHHOM
CaHUTAPHUH, TPOTHUBOIIOKAPHOH 3AIINUTHI

BH/IOB OPTaHU3AI[MOHHOW TEXHUKHU U MOPSIIKA
paboTHI C HEH

[IK 1.6. OcymecTBisTh paboTy

HaBpikn:




IO MTOATOTOBKE U MPOBEICHUO
KOH(EPEHTHBIX MEPOTIPHUSITHUH,
obecrieunBaTh

nH()OPMAITHOHHOE
B3aUMOJICHCTBUE PYKOBOIMTEIIS C
MoIpa3ACICHUSIMHA U
JTOJIKHOCTHBIMU JIUIAMHU
OpraHH3aIuu

OpTaHU3aINH ITOATOTOBKH M MIPOBEIACHUS
KOH()EPEHTHBIX MEPONPHUATHIA, 00CCIICUECHUS
HH(POPMAITMOHHOT'O B3aUMOICHCTBHS
PYKOBOJAHTEIS C IOJIPA3ACICHAIMA U
JIOJDKHOCTHBIMU JTUIIAMH OpTraHu3aIiu

Ymenun:

OpPraHU30BLIBATH MPOLIECC MOATOTOBKHU U
MIPOBeIcHUE KOH()EPEHTHOTO MEPOITPHSITUS
VWHVBUIYAILHO U B COCTaBE pabOYe rpyIIbl

JIOKYMEHTHPOBATh pa3Hble ATAIbI MPOLETYPHI
MOJTOTOBKHU M MPOBeIEeHHS KOHPEPEHTHOTO
MEpOIPUSITUS

COOJIFO/IaTh ATUKET U OCHOBBI MEXKIYHAPOIHOTO
MIPOTOKOJA

OCYIECTBIATH cO0p, 00paboTKy nHpOpManuy,
CUCTCMATHU3alUIO ITOJIY4YaCMbIX U
nepeaaBacMbIX JaHHBIX

OCYIIECTBIISITH IIPOBEPKY JOCTOBEPHOCTH,
MIOJTHOTHI ¥ HETIPOTHBOPEYHBOCTH TaHHBIX,
WCKITIOYeHHE AyOIMpoBaHus HHpOpManu

NPUMEHATH HHHOPMAIIHOHHO-
KOMMYHUKAIIHOHHBIE TEXHOJOTUH

S3Hanusa:

STHKU JIEJIOBOTO OOILEHUS

HOPMATHUBHBIX IPAaBOBbIX aKTOB Poccuiickon
Oenepanyu B chepe nHPOpMaIH

KOMILJIEKCA OPraHU3allMOHHO-TEXHUUECKIX
MEPONPHUITHH 110 IOATOTOBKE U MPOBEACHUIO
KOH(EPEHTHBIX MEPONPHUITUI

paBuiI 0POPMIICHHUS TOKYMEHTOB,
CO3J1aBaeMbIX B IPOLECCE MTOATOTOBKH U
MIPOBEIECHUS KOHPEPEHTHOI'O MEPOIIPUSATHS

OTHUKETAa U OCHOB MCKAYHApOJAHOTO IIPOTOKOJIA

COCTaBa BHYTPEHHUX U BHEIIHUX
UH(POPMAIIOHHBIX TTOTOKOB

CTPYKTYpPbI OPTaHU3ALMHU U TIOPSI/IKa
B3aUMO/JIEUCTBUSA MOpa3IeIECHUN

METOJIOB 00pa0OTKHU U 3aIUThl HHGOPMAIUH C
MIPUMEHEHUEM CPEJICTB UH(POPMAIIMOHHBIX
KOMMYHUKAITUOHHBIX TEXHOJOTHI

TpeOOBaHMIA OXpaHbI TPyJa

IIK 1.7. Oopmasts

HaBbIku:




OpraHu3alMOHHO- odopmitenust OPJ] u opranu3arus paboThI ¢
pacnopsaUTeabHbIEe JOKYMEHTEl | HUMH, B TOM YHCIIE C UCTIOJIb30BAHUEM

W OPraHU30BBLIBATH pa6OTy I ABTOMATU3UPOBAHHBIX CUCTEM
HUMHU, B TOM 4YUCJIC C YMeHus:
HUCIIOJIB30BAHHUEM

COCTaBJISTh MPOCKTHI OPraHU3aI[MOHHBIX,
pactopsAUTENBHBIX U HH(POPMALIMOHHO-
CIIPAaBOYHBIX JOKYMEHTOB, B TOM UHUCIIC
JIOKYMEHTOB, COJIEPIKaIlnuX
KOH(HICHINATHHYI0 WH(POPMAIIHIO

ABTOMATU3UPOBAHHBIX CUCTEM

0(OPMIIATH OPTaHU3AITHMOHHO-
pacmopsAuTeNbHbIE TOKYMEHThI (OpPUTHHAIBI 1
KOITUH)

CKaHHUPOBAaTh, KOIIMPOBATh K KOHBEPTHPOBATH
JIOKYMEHTHI B Pa3INIHbIE JOPMATHI

OCYIIECTBIISATH MPOBEPKY NMPOEKTOB
JTOKYMEHTOB Ha COOTBETCTBUE MPaBUIaM
JeJIOTIPOU3BOJICTBA

IIPUHUMATh U IPOBOAUTH IICPBUYHYIO
00pabOTKy BXOJAIIUX TOKYMEHTOB

MIPOBOJUTDH NPEABAPUTEIBHOE PACCMOTPEHHE
BXOJSIIUX ¥ BHYTPEHHUX JOKYMEHTOB

OCYILECTBIISITH PA0OTY C OpraHU3alMOHHO-
pacnopsauTeIbHBIMU JOKYMEHTaMH B
aBTOMAaTHU3MPOBAHHBIX CHCTEMaX

pETUCTPUPOBATH BXOJAILINE, UCXOASIIINE U
BHYTPEHHHUE JIOKYMEHTBI

KOHTPOJIMPOBATH MapIIPyTU3ALIUIO
JIOKYMEHTOIIOTOKOB B OpPTraHHU3aIluK
(cormacoBaHue, MONKMCAHKE, YTBEPKICHHE,
perucTpanys, 03HaKOMJICHUE U UCTIOTHECHHE
JIOKYMEHTOB)

OCYILECTBIISITH CPOKOBBI KOHTPOJIb
HCIOJIHEHUs JOKYMEHTOB

OCYILICCTBJIATh NOATOTOBKY U OTIIPABKY
HUCXOAAIUX JOKYMCHTOB

COCTaBJIATh OTYETHI M AHATUTUICCKUE CIIPABKU
00 WCITOTHEHUHU JOKYMEHTOB

BECTH MHPOPMAaLMOHHO-CIIPABOYHYIO PadOTy
10 TOKyMEHTaM

S3Hanusa:

HOPMAaTHUBHBIX IIPABOBBIX akTOB Poccuiickoit
®denepanuu B cdepe AeT0MpOru3BOACTBA




JIOKAJIFHBIX HOPMAaTHUBHBIX aKTOB,
PETIaMEHTHPYIOUINX AEATETHHOCTD CITYXKOBI
JeJIOTIPOU3BOJICTBA U €€ paOOTHHKOB,
OpraHU3allMK BEJICHUS JEIOMPOU3BOICTBA

COBPEMCHHBIX I/IH(bOpMaHI/IOHHI)IX u
KOMMYHUKAIITUOHHBIX TGXHOHOFHI;'I,
IIPUMCEHACMBIX B pa60Te C JIOKYMCHTaMHU

CTPYKTYpBI OpraHU3allu{, PyKOBOJCTBA
CTPYKTYPHBIX MOJpa3aeeHni, 00pa3oB
MOJIHCEH JIULI, UMEIOLIUX MIPABO MOAIIUCAHUS U
YTBEP>KICHUS TOKYMEHTOB, U OIPaHUYCHUI 30H
HX OTBETCTBEHHOCTH

MIPaBHII PYCCKOTO S3BIKA

TpeOOBaHMIi OXpaHbI TPyAa

IIK 1.8. OpopMIATs TOKyMEHTHI
10 IMYHOMY COCTaBY U
OpTraHm30BHIBATH paboTy C
HUMH, B TOM YHCIIE C
UCTIOJIb30BaHUEM
ABTOMAaTH3UPOBAaHHbIX

CUCTEM

HaBpiknu:

o opMIICHUS IOKYMEHTOB I10 JINYHOMY COCTaBy
W OpraHu3aluu paboThl C HUIMH, B TOM YHUCIIE C
HCHOJIb30BAHUEM aBTOMATH3UPOBAHHBIX CUCTEM

YMmenus:

o0ecreYnBaTh COXPaHHOCTD MEPCOHANBHBIX
TAHHBIX PaOOTHUKOB

OpTraHU30BHIBATH JJOKYMEHTOOOOPOT I10
NPEICTaBICHHIO JOKYMEHTOB [0 MEPCOHAITY B
roCyapCTBEHHbIC OPTraHEbI

OPraHM30BbIBAThH JJOKYMEHTOOOOPOT MO YUeTy U
JBIKEHUIO PaOOTHUKOB

BECTH BOMHCKUH y4eT paOOTHUKOB

BECTH y4eT paboyero BpeMeHH pabOTHUKOB

odopmiste OP/] mo nuuHOMY cocTaBy

BECTHU pErucTpanunro, yucT, Or€paTuBHOC
XpaHCHHUEC NJOKYMCHTOB IO JIMYHOMY COCTaBy

BECTH JIOKYMEHTAIIUIO, TIOATBEPIKIAOIIYTO
CBEJICHHS O TPYJOBOH EATEIHHOCTH U
TPYAOBOM CTaxe pabOTHHKOB

(hopMHUpOBaTh JINYHBIE JieTa PAOOTHUKOB

O(I)OpMJ'IHTB AcJia 110 JIMYHOMY COCTaBy AJid
nepeaadyun B apxXuB OpraHru3anuiu

paboTaTh CO CIeUAIU3UPOBAHHBIMU
“H(OPMAIMOHHBIME CUCTEMaMHU U 0azaMu
JTAHHBIX 10 BEJICHUIO YUETa U IBHKCHUIO
PpabOTHUKOB

3HaHuda:




HOPMAaTHUBHBIX NMPABOBBIX aKTOB Poccuiickoit
Oenepannu B chepe TPYAOBBIX OTHOIICHUH

JIOKAJIbHBIX HOPMATUBHBIX aKTOB,
PErIIaMCHTHUPYIOIUX TPYAOBLIC OTHOLICHUA

COBpPEMEHHBIX HHPOPMAIIHOHHO-
KOMMYHHKaIIMOHHBIX TEXHOJIOTHH,
MpPUMEHSIEMBIX B paboTe ¢ JOKyMEHTaMH IO
JMYHOMY COCTaBY

CTPYKTYpPBI OpTraHU3allK, PYKOBOJICTBA
CTPYKTYPHBIX TOJIpa3IeICHUA

IpaBUJI ACTIONPOU3BOACTBA

MIPaBHII PYCCKOTO SA3BIKA

3TUKU JIEJIOBOTO OOILEHNS

TpeOOBaHMii OXpaHbI TPyAa

IIK 1.9. OprannzoBsIBaTh
TeKyIlee XpaHeHHe JJOKYMEHTOB,
00paboTKy mern ams
OTIEPaTUBHOTO U APXUBHOTO
XpaHEHUs], B TOM YHUCIIE C
HCIIOJIb30BaHUEM
ABTOMAaTH3UPOBAHHBIX

CUCTEM

HaBpiknu:

OopraHu3anuu TCKyUICro XpaHeHus JOKYMCHTOB,
00pabOTKH JIeN [T OTIEPATHBHOTO M apXUBHOTO
XpaHEHHsI, B TOM YHCIIE C UCIOIb30BaHUEM
aBTOMAaTH3WPOBAHHBIX CHCTEM

YMmenus:

pa3pabarTbiBaTh HOMEHKIIATYPY JeI
OpraHMU3alnn

MIPOBEPSATH MPABUIBHOCTH O)OPMIICHUS
JOKYMEHTOB U OTMETKHU 00 MX UCIIOJIHEHUU
nepes ux GOpMUPOBAHUEM B JIENIO VIS
MOCTIEAYIOIIETO XPaHeHUs

(hopMupoBaTh Jieaa, KOHTPOJIUPOBAThH
MPaBUIILHOE U CBOEBPEMEHHOE
pacripeieyieHie | TOIINBKY JJOKYMEHTOB B
Jie7ia B COOTBETCTBHH C HOMEHKJIATYPOi

MIPOBEPSTH CPOKU XPAHEHHSI TOKYMEHTOB,
COCTaBJISITh MMPOTOKOJI padOTHI SKCIIEPTHOM
KOMHCCHH TIO MOJITOTOBKE IOKYMEHTOB K
nepegade B apxuB

COCTAaBJIATH aKT O BBIACJICHHUU K YHUYTOXKCHHUIO
JOKYMCHTOB, HE NOJIC)KAIIUX XPAHCHUIO

COCTaBJIATh aKT 00 YHUYTOXCHUN TOKYMCHTOB

OCYIIECTBJIATH ITOJIHOE WM YaCTUIHOE
odopmIiieHre en BpeMEHHOTO, IIOCTOSHHOTO,
JIOJITOBPEMEHHOT'O CPOKOB XPAHCHHUS




COCTaBJISTh OMHCH JIEJI CTPYKTYPHBIX
MOJIpa3/ieIEHU MOCTOSIHHOTO,
JIOJITOBPEMEHHOT'O CPOKOB XPAHEHUS ISt
nepeaaydu JeN B apXUB OpraHU3aIiu

MIPUMEHATH HHPOPMAITHOHHO-
KOMMYHHKAIIMOHHBIE TEXHOJIOTHY TP padboTe ¢
JIOKyMEHTaMHU.

3uanus:

HOPMAaTHUBHBIX MPAaBOBBIX aKTOB Poccuiickoit
Oenepannu B chepe ASTONPON3BOICTBA U
apXMBHOTO Jienia

JIOKQJILHBIX HOPMAaTUBHBIX aKTOB,
PETJIaMEHTUPYIOIINX BEJICHUE
JIeJIONPOU3BOACTBA U Mepeaady Il B apXuB
OpraHu3aluu

BUJIOB HOMEHKJIATYP /€N, O0IIUX TpeOOoBaHUH K
HOMEHKJIAType JIel1, opsiaKa paboThl ¢ Hell

ropsaka GopMUPOBaHUS B OPOPMIICHUS
nein, cnenuuka HOpMUPOBAHUS
OTAEJIbHBIX KaTErOpUi e

IpaBUJI XpaHCHU €J1, B TOM YHCJIC C
AOKYMCHTaMM OIrpaHNM4YC€HHOI0 JOCTYIIa

MIPABHJI BBIIAYH U HCIIOJIB30BAaHHS TOKYMEHTOB
13 CQOPMUPOBAHHBIX JIEJT

nopsAaKa UCIIO0JIb30BaHUA TUITOBBIX UJIN
BCIOMCTBCHHBIX nepequﬁ JOKYMCHTOB,
OIpPEACIICHUA CPOKOB XpaHCHHA B IIPOLUECCE
OKCHIEPTU3blI HECHHOCTH NOKYMCHTOB

BHJIOB OIUCEH JIe] OpraHU3aIliK | OPSIKa
paboThI ¢ HUMH

TpeOOBaHM OXpaHBI TPyda

Opranuzanus
apXUBHOM pabOTHI IO
JIOKyMEHTaM
OpraHu3aiui
pasIuYHBIX GOpM

COOCTBEHHOCTH

IIK 2.1. OcymiecTBasTh
KOMIUIEKTOBAaHUE apXUBHBIMH
JiemaMu (JIOKyMEHTaMH ) apXuBa
OpraHM3aIuu

HaBbiku:

y4acCTHsd B KOMIUICKTOBAHUU apXHWBHBIMU
JAc1aMu (,Z[OKYMGHTaMI/I) apXuBa OpraHru3anunu

Ymenns:

BECTH Y4eT UCTOYHUKOB KOMIUIEKTOBaHUS
apxuBa

paboTaTh ¢ OApa3AeICHUIMHU/ OPraHNu3aUAMU
HMCTOYHUKAMU KOMITJICKTOBAHHUS apXUBa

MPUHUMATh apXHUBHBIE /IeNa (IOKYMEHTHI) Ha
[IOCTOSIHHOE WJIU JIOJITOBPEMEHHOE XpaHEHHE




Y4aCTBOBATh B IIPOBCACHUHN SKCIICPTU3BI
LHEHHOCTH PAa3JIMYHBIX TUIIOB X BUI0B
AOKYMCHTOB B COOTBETCTBUHU C

BHYTPCHHUMHU pETIIaMEHTaMH OpraHu3alu

MIPUMEHATH B pad0Te PEKOMEH AN
9KCIIEPTHO-TIPOBEPOYHON KOMICCHU WITH
9KCIIEPTHON KOMUCCUH OPraHHU3aIiH

MPUMEHSITH TIEPEYHU C YKa3aHUEM CPOKOB
XpaHeHus el (HOKyMEHTOB)

COOJII0JATh HOPMATHBHEIE CPOKU XPAHCHHUS
nen (TOKyMEeHTOB)

HCTOJIb30BaTh MEPEIOBOM OTEUECTBEHHBIN U
3apyOeKXHBIH OIBIT IO KOMIUIEKTOBAHUIO
apxuBa JejaMu (JOKYMEHTaMH) TOCTOSHHOTO U
JIOJITOBPEMEHHOTO XPaHEHUS

UCIOJIb30BaTh COBPEMEHHbBIE
aBTOMaTH3UPOBaHHbIEC, HH(POPMAIIMOHHBIE U
TEJIEeKOMMYHHKAIIIOHHBIE TEXHOJIOTHU
JOKYMEHTHPOBAHHBIX c(ep AesATeTbHOCTH
OpraHu3aluu

3HaHuf:

HOPMATHUBHBIX IIPAaBOBLIX aKTOB Poccuiickoi
@eneparyu B chepe IeI0NPOU3BOACTBA U
apXUBHOTO J€elIa

HAYYHO-METOJAMYCCKUX KPUTCPHEB IKCIICPTH3HI
[EHHOCTH Pa3IMYHBIX TUIIOB U BUJIOB JEIT
(TOKyMEHTOB)

TCOPCTUICCKUX U METOANYCCKHUX ACIICKTOB
KOMIIJICKTOBAHUA U SKCHIECPTU3BI HEHHOCTHU BCEX
BUJ0B JOKYMCHTOB

BHUJIOB, Pa3HOBUIHOCTEH 1 (HOPMATOB BCEX
BUJIOB JIOKYMEHTOB

YHAQUIMPOBAHHON CUCTEMbI OpraHU3AIIMOHHO-
PpacHopsIAUTENBHON TOKYMEHTALUU

crangapToB opopmiieHust OPJ]

CIOCO0OB U TEXHOJIOT Ui
JOKYMCHTHUPOBAHUA Pa3JIMYHBIX BUI0B
npodeccHoHaIbHON AeSITEeIBHOCTH

OpraHu3aliMOHHBIX TPHUHIIUIIOB
KOMIIJICKTOBaHUA ICJI (,I[OKYMCHTOB)
OrpaHUYCHHOI'O AOCTYyIIa

TpeOOBaHMIi OXpaHbI TPy

IIK 2.2. Bectn yueT apXHBHBIX

HaBbiku:




Jel (IOKYMEHTOB),
B TOM YHCII€ C UCTIOIb30BaHUEM
ABTOMATHU3HPOBAHHBIX

CUCTEM

BEIICHUS y9€Ta apXUBHBIX JIeT (JIOKYMEHTOR), B
TOM YHCJIE C UCTIOIh30BaHHEM
ABTOMATH3UPOBAHHBIX CHCTEM

Ymenun:

T10JIb30BaThCS YUYETHBIMU JOKYMEHTaMH B
paMKax 3JeKTPOHHBIX HHPOPMAIIHOHHBIX
CHCTEM JIOKYMEHTUPOBAHHBIX chep
JIEATENEHOCTU OpTaHu3alluu

TI0JIb30BaThCS CEPTUPHUITMPOBAHHBIMU
ABTOMATHU3UPOBAHHBIMH CUCTEMaMU
JIOKYMEHTHUPOBAHHBIX cep AeATSITLHOCTH
OpTraHM3AIMHU TI0 YUETY, PerUCTPAIlHH,
KOHTPOJTIO JIeN (JIOKYMEHTOB)

I10JIb30BATHCS MH(OPMALIMOHHO-CIIPABOYHBIMU
cUCTeMaMH JOKYMEHTHPOBAaHHbIX cep
JeSITeIbHOCTH OPraHu3aluH

BECTH y4ET CTPAXOBOTrO (JOH/Ia APXUBHBIX JIEIT
(mOKyMEHTOB)

MPUMEHATH HOPMAaTUBHbIE TIPABOBBIEC AKTHI,
JIOKAJIbHBIC HOPMATUBHBIC AKThI OpTraHrU3allui U
METOAUYCCKUC NOKYMCHTEI B O6J'IaCTI/I yucTa
APXUBHBIX JIeN (JOKYMEHTOB)

BECTH CIIPABOYHO-TIOMCKOBBIE CPE/ICTBA K
ApPXUBHBIM JIeNIaM (JIOKyMEHTaM)

BHOCHTH TIPEIIOKEHUS 110
COBEPIICHCTBOBAHUIO METOINYECKOTO
oOecrieveHus ydeTa pa3HbIX BHIOB JIOKYMEHTOB
B JIOKYMEHTHPOBAHHBIX chepax JMesTeIbHOCTH
OpraHu3aIuu

3Hanuda:

HOPMATHBHBIX IPAaBOBbIX aKTOB Poccuiickoi
@eneparyu B chepe IeT0NpOU3BOACTBA U
apXUBHOTO JelIa

METOJIMYECKHX JIOKYMEHTOB M HAITMOHATBHBIX
CTaH/IapTOB B 00JIACTH ydeTa JOKYMEHTOB U
JIOKYMEHTHPOBAHHBIX cep AesITeTbHOCTH
OpraHu3aInN

OTEYECTBEHHBIX U 3apyOeKHBIX
CepTU(PHULUPOBAHHBIX CUCTEM
aBTOMAaTH3UPOBAHHOTO yUeTa apXUBHBIX /€T
(mOKyMeHTOB)

TpeOOBaHMI K y4eTy 0CO00 IIEHHBIX U
YVHHUKAJIBHBIX apXUBHBIX JIEN (JOKYMEHTOB)

CPOKOB BBINIOJHEHHS padoT 110 y4eTy apXUBHBIX
Jel (JOKYMEHTOB)




OOIIMX MPUHIIUIIOB YYeTa U KOMIUIEKTOBAHHSI
nie (IOKyMEHTOB) OTPAaHUICHHOTO TOCTYIIa

TpeOOBaHM OXpaHBI TPyAa

1K 2.3. Ocy1ecTBIsITh XpaHEHHE
ApXUBHBIX JIeN (IOKYMEHTOB) C
MOCTOSIHHBIM CPOKOM XPaHEHHUS U
TI0 INYHOMY COCTaBY B apXUBE
OpraHM3aINN

HaBbIkn

OCYIICCTBJICHHS XPaHEHUS ApXUBHBIX JICIT
(TOKYyMEHTOB) C TIOCTOSTHHBIM CPOKOM XpPaHEHHS
Y TIO IMYHOMY COCTaBY B apXWUBE OpraHH3aIluH

YMmenus:

CHUCTEMAaTHU3UPOBATH JieTia (JOKYMEHTHI)

pasMerarh apXuBHbIE eja (IOKYMEHTBI) Ha
MecTax XpaHEeHHUsI B COOTBETCTBUH C
HOPMAaTUBHBIMHU TPEeOOBaHUSIMH B 00JIACTH
apXUBHOTO JIeJIa ¥ YIIPaBJICHHS JOKYMEHTaMU

cOOJIOIaTh HOPMATUBHEIEC PEKUMBI XpaHEHHS
ApXMBHBIX JIeJ (JIOKYMEHTOB) Ha JTFOOBIX
HOCHUTEJISIX

[IPOBOJUTH NPOBEPKY MOJTHOTHI COCTABA
ApPXUBHBIX IOKYMEHTOB B €UHHIIAX

XPaHECHU

MIPOBOJIUTH ONHMCAHUE aPXUBHBIX /€T
(1OKyMEHTOB)

COCTaBJISITh CIIPAaBOYHO-TIOMCKOBBIE CPENICTBA K
aApXUBHBIM JIeJIaM (JJOKyMEHTaM)

BECTH YUYET U KOHTPOJIb BbIJJAUM apXUBHBIX JE€]
(IOKYMEHTOB) M3 apXHUBOXPAHMIIUIIA U UX
BO3BparTa

BECTHU YUeT ¥ KOHTPOJIb ITePeIauu eIl
(TOKYyMEHTOB) B TOCYIapCTBEHHBIH/
MYHUIIMTIAILHBIA apXWB WM HA HHOE BHEIITHEE
XpaHEHUE U TIpreMa Jiej ¢ BHEITHETO XpaHeHUS

NPOBOJIMTH TIOJIUCTHYIO MPOBEPKY (PU3HMUECKOTO
COCTOSIHMS JIeJT (JIOKyMEHTOR)

Ppa3bICKUBaTh HEOOHAPYKECHHBIE JIeNa
(mOKyMeHTbI)

3aMIaTh HHGOPMaIMOHHbIE PECYPChl apXuBa
OT HECAaHKIIMOHUPOBAHHOTO AOCTYTIa

S3HaHusa:

HOPMAaTHUBHBIX IIPABOBBIX akKTOB Poccuiickoit
Oenepannu B chepe AeTONPON3BOCTBA U
ApXHUBHOTO JIea




HOPMAaTHUBHBIX NMPABOBBIX aKTOB Poccuiickoit
®eneparyu B o6nactu nHbOpMAINy,
“H(OPMAITMOHHBIX TEXHOJIOTHH, 3aITUTHI
nH(OPMAITNHU U TIEPCOHABHBIX TaHHBIX,
uudpoBoi TpanchopmManuu

HOPMAaTHUBHBIX MPAaBOBBIX aKTOB Poccuiickoit
Oenepanyu B 001aCTH KOHPHUICHITMATTEHOCTH
nHpopMaIun

TIPaBHII XpaHEHHS JelT (JIOKyMEHTOB) B
COOTBETCTBHH C UX THUIIAMH

ropsaKa GopMUPOBAHUS IOKYMEHTOB B
KOMIUIEKTBI, TPYIIIHI, THITHI

TpeOOBaHMIA K O()OPMIICHUIO JTIOTOBOPOB  Ha
peaNHM3aIMI0 YCITYT BHEIIHETO XPaHCHUS JeIT
(mOKyMeHTOB)

CPOKOB BBIIIOJTHEHUS paboT

TpeOOBaHMIi K yCTAaHOBJIEHHBIM HOpMaM
BBIpaOOTKH

TpeOOBaHMIi OXpaHbI TPyAa

IIK 2.4. Ocy1iecTBIATH
XpaHEeHHe, KOMIUICKTOBaHHE,
YUeT U UCIIONB30BaHUE eI
(IIOKYMEHTOB) BPEMEHHOTO
XpaHeHUs

HaBbikn

oOecrieueHus1 XpaHCHUs, KOMILJICKTOBaHHUS,
ydeTa U UCIOJIb30BaHUS €T (JIOKYMEHTOR)
BPEMEHHOTO XPaHEHUS

YMmenus:

OpPTraHHU30BLIBATh U 00ECTIEYNBATh XPaHEHUE
Jel (JOKYMEHTOB) BpEMEHHOT'O XPaHEHHS
OpraHM3aliy B TPAJUIIMOHHOM H B
3JIIEKTPOHHOM BHJIE

KOHTPOJIMPOBATH Pa3pabOTKy CTPYKTYPHBIMH
MO/Ipa3IeJICHUSIMHU OTHICEH U aKTOB O
BBIICIICHUN HA YHUUYTOXKEHUE JeN (JJOKYMEHTOB)
BPEMEHHOTO XpaHEHHUS B TPAUIIMOHHOM H B
3JIEKTPOHHOM BHUJIE

(hopMHUPOBATh €IUHUIIBI XPAHCHUS JOKYMEHTOB
JUIS X TIOCJIENYIOIIETO Pa3MEILCHUS B apXUBE
OpraHu3alnuu

COCTaBJISITh CIPABOYHO-TIOMCKOBBIE CPEJICTBA
K apXUBHBIM JlesiaM (JJOKyMEHTaM)

OCYIIECTBJIISTH IMOHUCK JIeNd (JOKYMEHTOB)
BPEMEHHOTO XPaHEHHS B TPOIlecce UX
XpaHEHUs B CTPYKTYPHBIX TOJPa3IEICHUAX H
apXuBe OpTaHU3allny;

OCYIIECTBIIATh METOINIECKOE PYKOBOJCTBO
opraHuszanuer XpaHeHus Aen (JOKyMEHTOB) B
CTPYKTYPHBIX ITOAPA3EIEHUSIX OpraHU3alHH;
pa3pabartbiBaTh CIPaBOYHO-UH(POPMALIOHHEIE
JIOKYMEHTBI TI0 OpTaHU3aIl{ UCTIOIh30BAHUS
Jen (TOKyMEHTOB) BPEMEHHOTO XpaHEHHUS B




CTPYKTYPHBIX TIOIPA3JICNCHUSIX U apXUBE
OpraHM3alNy;

OTIPEEIIATH CPOKH XPAHSHUS JeTT
(1OKYMEHTOB) BPEMEHHOTO XpaHEHHUS
o0ecrevynBaTh 3alUTy Je (TOKYMEHTOB)
BPEMEHHOTO XpaHEHHS B OPraHU3alUH OT
HECaHKIIMOHUPOBAHHOTO JOCTYIA WIIN
YHUUYTOXKEHHS;

MIPOBOJUTH AKCIIEPTH3Y LEHHOCTH /eI
(IOKyMEHTOB) BPEMEHHOTO XpaHEeHHS,
MepeaHHbIX B apXUB;

MPOBOJIUTDH (PU3NUECKOE YHUUTOKEHHE JIE
(IOKYMEHTOB) BPEMEHHOT'O XPaHEHHUS C
HCTEKIINMH CPOKaMH XPaHEHHUS 1T0CTIe
COTJIACOBAHMS CO CTPYKTYPHBIMHU
TIOJIpa3/IeICHUSIMH OpPTaHN3aINY;
0QOPMIIATH YYETHBIE IOKYMEHTHI 00
YHAYTOXKEHHUH e (JOKyMEHTOB) BPEMEHHOTO
XpaHEHUS C UCTEKIIMMHU CPOKAMHU XPaHEHHS
COBMECTHO CO CTPYKTYPHBIMHU
HOApa3/IeNCHUIMU OpraHU3alny.

3Hanus:
HOPMAaTUBHBIX MPABOBHIX akTOB PD B obnactu
3aIIUTHl NEPCOHAIBHBIX JAHHBIX

HOPMAaTUBHBIX IPaBOBBIX akTOB PD B obnmactu
3alUTHl IEPCOHATIBHBIX JAHHBIX

METOJUYECKHUX IOKYMEHTOB U HallMOHAJIbHBIX
CTaHIApTOB B 00JIACTHU JIEJIONPOU3BOICTBA U
apXUBHOTO JIEJNA;

METOAMKH pa3paboTKu (HOPM yUETHBIX
JOKYMEHTOB B TPAIULIHOHHOM U B 3JIEKTPOHHOM
BUJIC;

NpaBWJI CUCTEMATU3AIMH U KIIacCU(UKAINN
JIOKYMEHTOB

0COOCHHOCTEW OpraHU3aluy XPaHCHUS JeJT
(1OKYMEHTOB) Ha Pa3JInYHBIX HOCUTEIISX;
KpUTEPUEB ONPENETEHHS LIEHHOCTH JIEN
(IOKYMEHTOB) AJIS NAJIbHEHIIIET0 XpaHEeHUs HITH
YHUUTOKEHUS

COBOKYITHOCTh 3aIVIaHMPOBAHHBIX PE3YyJbTAaTOB OOy4YeHHUS OOecreunBacT
BBITYCKHUKY ocBoeHne Bcex OK wm IIK B cooTBeTCTBHMM ¢ NOIy4yaeMou

kBanupukanuet  «Crnenuanuct
yIpaBJIEHUSI U ApXUBHOMY JETY».

10

JTOKYMEHTAITMOHHOMY  OOECIIeUEHUIO




4.3. Marpuna KoMneTeHIMi BbITYCKHUKA

TpynoBbie GyHKIIUM B COOTBETCTBUH

¢ npogrecCHOHANBHBIMHY CTAHAAPTAMH

(I/IJ'II/I HHBIMHA HOPDMATHUBHBIMHU }IOKyMeHTaMH)

Buabl gesreannocta B cootBeTcTBHE ¢ PT'OC CIIO
no cnenuaabLHocTu 46.02.01 JlokyMeHTALMOHHOE o0ecnieyeHue

yIpaBJIeHHs] U apXHBOBeeHHE

Ocy1iecTBieHne
OpTaHU3aIMOHHOTO U
JIOKYMEHTAllHOHHOTO

obecrieyeHus
JIESATSIIbHOCTH
OpraHU3aluu

Opranuzanysi apXuBHON
paboTHI
10 JTOKyMEHTaM
OpraHu3alui
Pa3TUYHBIX GOpPM
COOCTBEHHOCTH

OcBoeHHe TOKHOCTU
ciayxauiero 20190

ApxuBapuyc

IIC 07.002 Cneuuajauct o0 OPraHu3aluoOHHOMY M JOKYMEHTALMOHHOMY O0ecle4YeHUI0 YIIPaBJIeHHs OpraHu3anueil

OT® A TD A/01.3 K 1.1
Opranu3zaiuoHHOe obecreueHne Td A/02.3 K 1.2
JIeATETLHOCTH OpPTraHU3aIiH Td A/03.3 K 1.3
I[IK.1.4
IIK.1.5
IIK 1.6
OT® B Td B/01.5 IK.1.1
JoxymeHTanmoHHOE obecreueHue T1IK 1.7
JIEATEIbHOCTH OpraHU3aluu [K.1.8
Td B/02.5 K 1.9
Td B/03.5 IIK 1.9
IIC 07.012 Cnnenuanuct apxuBa
OT® A Td A/01.5 IIK 2.3 TIK.3.1
XpaHeHHe, KOMIJIEKTOBAHUE, YUET U [IK.3.2
WCITOJIB30BaHUE JIET (JIOKYMEHTORB) apXuBa Td A/02.5 IIK 2.1 T1K.3.3
Td A/03.5 IIK 2.2 I1IK.3.4
Td A/04.5 IIK 2.5
Td A/05.5 IIK2.4




5. CTPYKTYPA OBPA3OBATEJIBHOM ITPOT'PAMMBI

5.1. Pa6oumii yueOHbIil MIaH

5.2. Kanenaapublii yueOHblii rpaduk

6. YCJOBUS PEAJIM3AIIMA OBPA3OBATEJIBHOM ITPOT'PAMMBI

6.1 TpebGoBanuss K  MaTepHAIbHO-TEXHHYECKOMY  OCHAIIEHUIO
o0pa3oBaTeJbHOM MPOrPaMMBblI

OOpasoBarenbHasi ~ OpraHM3alys,  peajusylomias  MporpaMMmy IO
cnenuanbHocT  46.02.01 JlokymMeHTallmoHHOE OOeCleUeHHe yIpaBieHUS U
apXWUBOBEJICHHUE, pacrosiaraer MaTepUaIbHO-TEXHUYECKOU 0a3oii,
o0ecnieunBamoIIeld  MPOBEIECHUE BCEX  BUJOB JUCUUIUIMHADHOM |
MEXIUCUUIUIMHAPDHOW MOJATOTOBKH, J1a0OpaTOPHOM, MpakTH4YeCKOW padoThI
oOyyaromuxcs, MNPEeAyCMOTPEHHBIX YYE€OHBIM IUIAHOM, M COOTBETCTBYIOLIEH
JEUCTBYIOLMM CAHUTAPHBIM U IIPOTUBONOXKAPHBIM IPABWIIAM U HOPMaM B pa3pese
BBIOPAHHBIX TPAEKTOPHIA.

HeoOxoaumplii 711 peanu3anuu oOpa3oBaTENbHOM MPOTpaMMbl NEPEYEHb
MaTepUaIbHO-TEXHUYECKOr0 OOecleueHusi, BKIIOYAeT B ce0s crenralbHbIe
MOMEIICHHS], KOTOPbIE MPEACTABISAIOT CO00i yuyeOHbIe ayAuTOpUH, JabopaTopuH,
MacCTEpCKUe, OCHAIIEHHbIE 000PYI0BaHUEM, TEXHUYECKUMHU CPEACTBAMU O0YUEHUS
JUISL TIPOBEJICHUS 3aHSATUM BCEX BHUJOB, MNPEIYCMOTPEHHBIX 0O0pa30BaTENbHOU
IPOrpaMMOii, B TOM YHCJI€ TPYIIOBBIX U MHAUBUIYAIbHBIX KOHCYJIbTAIIH, a TAKKE
JUISL TIPOBEJIEHHS TEKYIIEro KOHTPOJS, NPOMEXYTOUYHOM M TOCYAapCTBEHHOU
UTOTOBOM aTTECTAallMH, TNOMEIIECHHS JUIsl OpraHu3alii CaMOCTOSITENBHOW U
BOCITUTATEIHLHOM PaOOTHI.

Peanuzanuun OII CIIO obecnieunBaeTcsi KOMIUIEKTOM JIMIEH3UOHHOTO U
CBOOO/IHO pacmpoCTPaHsIEMOro MPOrpaMMHOr0 OOECHe4YeHHs, B TOM YHCIE
OTEUYECTBEHHOI'O MPOU3BO/CTBA:

- JIMLIEH3UOHHOE MPOrpaMMHOE OOECIedYeHHe MJii COBMECTHOM paldoThl €
O(QUCHBIMH TOKYMEHTaMU;

- JULEH3UOHHOE MPOrpaMMHOE oOecrieueHue st padboThl ¢ TOKYMEHTaMH B
¢dopmare PDF.

[lomenieHuss 111 CaMOCTOSITEIBHOM U BOCIMTATENIbHOM  padOThI
OOy4YaromMXcsi OCHAUIEHbl CHELHAIbHBIM O00OpPYIOBAHHEM; KOMIIBIOTEPHOMI
TEXHUKON C BO3MOYKHOCTBIO MOJIKJIFOYEHUS K  MH(POPMAIMOHHO-
TEJIEeKOMMYHUKAaUMOHHON ceTH «WHTepHeT» u ob0ecrneueHueM JOCTyna B
AJIEKTPOHHYIO HH(DOPMAITMOHHO-00pa30BaTEIIbHYIO CPEY



6.2 TpeboBanus K yueOHO-MeTOANYeCKOMY o0ecrneYeHn 10
00pa3oBaTeIbHOI MPOrPaAMMBI

bubnmnoreunsrit  Gona oOpa3oBaTENbHOW OpraHW3aIlMM  YKOMIUIEKTOBAH
MEeYaTHBIMU | (MJIM) DJICKTPOHHBIMHU YUCOHBIMH W3IaHUSMHU (BKIIIOYAs YICOHUKH U
y4eOHbIC MOCOOMS) MO KaXI0W MUCIMIUIMHE (MOJYNI0) U3 pacdyeta He meHee 0,25
IK3EMILTSAPA KAXKIOTO U3 U3JIaHWH, YKa3aHHBIX B pPa00UMX MporpamMMax TUCITUTLINH
(Momysei), mpakTUK, Ha OJHOTO OOYYaroIIerocsi U3 4YWCia JIMI, OJHOBPEMEHHO
OCBAMBAIOIIMX  COOTBETCTBYIONIYIO  AUCHMIUIUHY  (MOZIYJb), TPOXOISIINX
COOTBETCTBYIOIYIO MTPAKTUKY;

B cnydyae Hammums 3eKTpOHHON HH(POPMAITMOHHO-00Pa30BaATEIIBHON CPEIBI
JIOTIYCKAEeTCsl 3aMEHa MeYaTHOro OMOIMoTeYHOro (poHIa mpeocTaBICHUEM MpaBa
OJTHOBPEMEHHOTO JIOCTYyNa HE MEHee 25 MPOIEHTOB, 00yJyaroumxcs K MUQPpoBOii
(9MIEeKTpOHHOI ) OUOIIMOTEKE.

OOpa3oBarenbHass ~ mporpamma  oOecriedeHa  y4eOHO-METOIUYECKOU
JIOKyMEHTAIMEeH MO BCeM y4E€OHBIM JUCHUIUIMHAM (MOJYJISIM), BUJIAM TPAKTUKH,
BUJIaM TOCYJapCTBEHHOM UTOTOBOM aTTECTAIUY;

OOyuaroiyecss WHBAJIWILI W JIMIIA C OTPAHUYCHHBIMH BO3MOKHOCTSIMU
3JI0pPOBbs 0OECTIEYeHBI IEYATHHIMU U (MJIH) DJIEKTPOHHBIMU YYCOHBIMU U3AHUSIMU,
aJIanTUPOBAHHBIMU MPU HEOOXOAUMOCTHU IS 00yUEHHUS YKA3aHHBIX 00yUYarOIIUXCS.

6.3 TpeOoBaHusi K NPAKTUYECKON MOATOTOBKE 00y4aAIOIIMXCSHA

[IpakTryeckass MOATOTOBKA TMPHU peain3aiiid 00pa30BaTEIbHBIX MPOTPaMM
CpeaHero mpogecCHOHATBHOTO 00pa30BaHMsI HAIlpaBJIeHA HA COBEPIICHCTBOBAHHUE
MOJIEJIN TMPAKTUKO-OPUEHTHPOBAHHOTO OOYUECHHsI, YCHIICHHE POH paboTomaTene
IpU TIOJTOTOBKE KBAIU(DUIIMPOBAHHBIX pPa0OYMX, CIYXAIIUX, CICIHUAINCTOB
CpEIIHEr0 3BEHA MYTEeM pACHIUPEHHS KOMIIOHEHTOB (YacTeil) 0Opa30BaTEIbHBIX
mporpamm, MPeIyCMaTPUBAIOIIUX MOJICTUPOBAHUE YCIOBUHM, HEMOCPEICTBEHHO
CBSI3aHHBIX C OyyIei mpodheCCHOHAIBHON IeITEIBHOCTBIO, a TAKXKEe 00eCcTICUeHUS
YCIIOBUM JJISI TOJTYYSHUS 00yUYaIOIUMHUCS TPAKTUYECKUX HABBIKOB U KOMITETCHIIUH,
COOTBETCTBYIOIIUX  TpeOOBaHUAM, TMPEABSIBISIEMBIM  paboTOAATENSIMU K
KBATM(PUKALUSIM CHCIIUAINCTOB, PaO0YHX.

OObpazoBarenbHast OPraHU3aIHs CAMOCTOSTENIEHO MTPOSKTUPYET Pean3aIiio
oOpa3oBaTeIbHONM TporpaMMbl W €€ OTACJIbHBIX 4YacTed  (AUCHUILIMHBI,
MEXIUCITUTUTMHAPHBIE KypChl, TPO(EeCCHOHATBbHBIE MOIYIH, MPAKTHKA U JAPYTHE
KOMITOHEHTHI) B (pOpMe NMPaKTUYECKON MOJATOTOBKHU ¢ yyeToM TpedoBaHuii ®I'OC
CIIO u cieuuduku nojydaeMoi CrieluaIbHOCTH.

OOpazoBaTenpHas JEATCILHOCT B (DOpME MPAKTHYECKOW MOATOTOBKH: -
peanu3yeTrcsi NpU TPOBEACHUM TMPAKTUYECKHX U JIA0OPATOPHBIX 3aHATHMA,
BBHITIOJIHEHUH KYPCOBOTO MPOEKTHPOBAHUS, BCEX BUOB MPAKTHKHA W WHBIX BUIOB
y4eOHOW JIeATeNbHOCTH; - TPEIyCMaTPUBACT JEMOHCTPAIMIO TMPAKTHYCCKUX
HABBIKOB, BBIMOJHEHUE, MOJCIHPOBAHNE OOYYAIOIIMMUCS OIpPEAEIEHHBIX BUOB
paboT IS pemieHWs TPAKTUYECKUX  3a/ad, CBS3aHHBIX C  Oymymien
poPeCCUOHANILHON ACSATENBHOCTHIO B YCIIOBUSIX, MPHUOIMKEHHBIX K pPEabHBIM



MIPOM3BOJCTBEHHBIM; - MOXET BKJIIOUaTh B ce0s OTNENbHbIE JIEKIIUHU, CEMHHAPHI,
MacTep-KJIacChl, KOTOpbIE MPENyCMaTpUBAIOT Iepenady oO0ydarolmumcs yuyeOHOH
uH(pOopMalu, HeOOXOIMMOM AJIs OCIIEAYIOLIETO BHIIIOJHEHUS pab0T, CBA3aHHbBIX C
Oyay1ieil npodeccuoHaIbHOMN 1EATEIbHOCTHIO.

OObpa3oBarenbHast AESITENbHOCT B POpME MPAKTUUECKOM MOATOTOBKH MOYKET
ObITh OpraHM30BaHa Ha JIIOOOM Kypce OO0y4YeHMs,, OXBaThlBas JAUCLHUIUIMHBI,
npo(ecCHOHANIbHBIE MOAYJH, BCE BHJIbI NMPAKTUKH, MPETYCMOTPEHHbBIE YUEOHBIM
IUTAHOM 00pPa30BaTEIHHON MPOTPAMMBI.

[IpakTHueckass TOATOTOBKAa  OpraHu3yercss B y4eOHBIX, ydeOHO-
MIPOM3BOJCTBEHHBIX JTAOOPATOPHSIX, MACTEPCKHUX, YICOHBIX IMOJIUTOHAX, YIEOHBIX
0a3ax MpPaKTUKU M UHBIX CTPYKTYPHBIX MOJpPA3IEICHUIX, a TAKKE B CHEIHAIBHO
000pyIOBaHHBIX MOMEHICHUIX (pabouux MecTax) MpoUIBHBIX OpraHu3aluil Ha
OCHOBaHHUH JOTOBOPa O MPAKTUYECKOMN MOATOTOBKE 00YUAIOMINXCS, 3aKII0YaeMOr0
MEXIy O00pa3oBaTeNbHOW OpraHu3anuedl W NpopuIbHOW  OpraHu3alue,
OCYILECTBIISAIOLICH JEsITEIbHOCTD o npouIIto COOTBETCTBYIOILIEH
00pa30BaTeIbHON MTPOrPaMMBI.

Pe3ynbTarhl 0cCBOCHUS 00pa30BaTEIBLHON POTrpaMMBbl (€€ OTAETbHBIX YacTe)
MOTYT OBITh OLICHEHBI B paMKaxX MPOMEXYTOUYHOM U UTOTOBON aTTECTALlUU.

6.4 TpeOoBaHusi K OPraHN3alUM BOCIUTAHUSA 00y4aIOIINXCS

Bocnuranue o0y4aromuxcsi ipd OCBOEHUU KMH OCHOBHOM 00pa30BaTEIbHOM
IpOrpaMMbl  OCYIIECTBIISIETCS Ha OCHOBE BKJIIOYa€MbIX B  HACTOSIIYIO
00pa30BaTeNbHYI0 MPOrpaMMy pabodeil mporpaMMbl BOCIUTAHHS U KaJICHIAPHOTO
TUTaHa BOCIIUTATEILHOU PaOOTHI.

B pazpabotke paboueill mporpamMmbl BOCHUTAHUS M KaJeHIAApPHOTO IIaHa
BOCIIUTATEIbHOW pabOThl MPUHUMAIOT YYacTHE COBETHI OOY4aroUIUXCs, COBETHI
ponuTenel, npeAcTaBuTeNn padorodareneid M (Wiau) UX OOBEAMHEHHWH (NIpU HMX
HAJTUYHHN).

6.5 TpeboBanus K KaJpPOBbIM YCJIOBHUSAM peajmn3anuu
0o0pa3oBaTeIbHOM NMPOTrPaMMBbI

Peanuzanms oOpa3oBarenbHON IIPOTPaMMBI oOecrieunBaercs
NearorndecKuMu paboTHIKAMU 00pa30BaTEIbHON OpraHu3allny, a TAKKE JINIAMHU,
MPUBJICKAEMBIMH K pealn3aii 00pa3oBaTebHON MpOoTrpaMMbl Ha yCIIOBHUSX
Ipa)XTaHCKO-TIPaBOBOTO JOTOBOpa, B TOM YHWCJE€ W3 YWCIA PYKOBOIUTENEH U
pabOTHHUKOB OpraHW3allMiA, HAIMpaBJIEHUE ICATEILHOCTH KOTOPBIX COOTBETCTBYET
obsiacTi TPoPeCCUOHATIBHON JIESITEIbHOCTH U UMEIOIIUX CTaX PabOThl B JJAHHOMU
poeCCHOHAIBHOM 001aCTH HE MEHee 3 JIeT.

KBanmudukanus MEeJarorunuecKux pabOTHUKOB o0Opa3oBaTeILHOM
OpraHu3alliy OTBEYAET KBATM(UKAIIMOHHBIM TPEOOBaHMAM, yKa3aHHBIM B ErHOM
KBTM(PUKAIMOHHOM CIPABOYHUKE JOKHOCTEH PYyKOBOJUTENEH, CIICIIHAINCTOB U
ciyxammux (manee - EKC), a Takke mpodeccronanbHOM cTaHaapTe (Mpy HATHYWN).



[lenarormueckue pabOTHUKH, NPUBIICKAEMbIE K peanu3anum
00pa30BaTEeNbHON MPOTPAMMBI, MOJTYYAOT TOTOJHUTENIBHOE MpodeccrnoHaIbHOE
oOpa3oBaHKEe IO IPOrpaMMaM TOBHIIICHUST KBaTU(PUKAIlMK, B TOM YHCIe B (opme
CTKHUPOBKH B OPTaHU3AIINAX, HATIPaBICHUE ACATCIEHOCTH KOTOPBIX COOTBETCTBYET
o0nacT MpodeCcCHOHANBHON NIEeATENBHOCTH, HE peke 1 pa3a B 3 roma ¢ ydeTom
pacImpeHusl CHeKTpa MPOPECCHOHATBHBIX KOMIIETCHIIMH, a TakKXe B JPYrHX
o0nacTax mMpoPecCHOHANBHON NEATEIHbHOCTH, a TakXke B JPYIHX O0IacTax
npodecCHOHANBbHOM  JeATenbHOCTH U (Wiu) cdepax mpodhecCHOHATHLHON
NESITeTPHOCTH TpPH  YCIOBUM  COOTBETCTBHSI  IOJNYYSHHBIX  KOMITCTEHITHIA
TpeOOBAHMIM K KBATH(UKAIINH IT€IarOTHIECKOTO pabOTHHKA.

Jlonsi memarorn4eckux paOOTHUKOB (B TMPUBEACHHBIX K IEJIOYHCICHHBIM
3HAYEHUSIM CTaBOK), 00ecrieunBarONIUX OCBOCHUE OOyJarOIITMUCS
PO ECCHOHATBHBIX MOJYJICH, UMEIONINX OIBIT JCATEIHHOCTA HE MEHee 3 JIeT B
OpraHu3aIMsIX, HaANpaBICHUE NEATEIBHOCTH KOTOPBIX COOTBETCTBYET 00IacTh
npoeCCUOHATBFHON JeSITETbHOCTH, B OOIIEM YHUCIIE MEIarornyecKuX pabOTHHKOB,
peanu3yIuX MpOorpaMMbl  MPO(ECcCHOHATBHBIX MOAYyJeH 00pa3oBaTeiIbHOI
IpOTPaMMBI, JOJKHA OBITh HE MEHee 25 MPOIEHTOB.

7. OCOBEHHOCTH PEAJIN3AIIUU OBPA3OBATEJIBHON
HHPOI'PAMMBI 1J1A JIMI] C OTPAHUYEHHBIMUA
BO3MOXKHOCTAMMU 3/10POBbA U UHBAJINIOB

Opranuszanusi o0Opa3oBaTEIbHOTO MPOLECCAa JIMI € OrpaHUYCHHBIMU
BO3MOYKHOCTSIMU 370pPOBbS M HMHBAJIUJIOB OCYIIECTBIISIETCSI B COOTBETCTBUHU CO
cratbell 79 «Opranuzanuss noJydeHHs OOpa3oBaHUA OOYYaIOIUMHUCS C
OTPaHUYEHHBIMU BO3MOXKHOCTSIMU  3710pOBbsi» DenepanbHoro 3akoHa «0O06
obOpazoBanuu B Poccuiickoit @eneparuu» ot 29.12.2012 r. ©3-273; Ilpukazom
MunucrepctBa npocemienust PO ot 24 aBrycra 2022 1. Ne 762 «O0 yTBepKIeHUN
[Topsinka opraHu3aldd M OCYIIECTBJIEHUS OOpa30BaTEIbHON NEATEIBHOCTH II0
o0pa3oBaTeNbHBIM TPOrPAaMMaM CPEIHEro MPOPECCHOHAIBHOTO 00pa30BaHUNY;
[Tpukazom MunuctepcTBa Tpyaa u corpanbHou 3amuthl PO ot 1 okTsa6ps 2024 r.
Ne 518 «OO0 yTBepKIEHUH METOJUYECKUX PEKOMEHJAIMi 1o 1oadopy
PEKOMEHIyEMbIX BUIOB TPYAOBOU U MPOPECCUOHAIBHOM 1€ITEIbHOCTH MHBAINIaM
C Y4YyeTOM HapylWEeHHbIX (YHKIMI opraHM3Ma M  OrPAaHUYEHUH  UX
Ku3zHenedareapHocThy; llpukazom MunucTepcTBa oOpa3oBaHuss U Hayku PO
Ne 1309 ot 09.11.2015 r. «O06 yrBepxknenun Ilopsiaka oOecrieueHus: yciioBU
JOCTYITHOCTH JJI1 WHBAJIWJIOB OOBEKTOB M MPEAOCTaBIAEMBIX YCIyr B cdepe
oOpa3oBaHUs, a TaKKe OKa3aHWs MM TP ITOM HEOOXOJUMOUN TOMOLINY;
MeToauueckuMl  pEeKOMEHJAIMsIMU IO BHEAPEHUIO €IUHBIX TpeOoBaHUM K
HAJIMYHUIO CIELUUATNCTOB, OOECNEeUYMBAIOMIMX KOMIUIEKCHOE COMPOBOXKICHUE
00pa30BaTeNbHOrO MpoIlecca O0YYAIOIINXCS ¢ UHBAIMAHOCTHIO U OrPaHUYECHHBIMU
BO3MOXKHOCTSIMH  3[I0OPOBbSI TPU TOJYYEHUU CPEIHEro MpodeccuoHaIbHOTO
oOpazoBanusi u TmpodeccuoHanbHoro oOyuenuss (Ilucekmo MunucrepcTBa



npocsemienust PO ot 2 mapra 2022 r. Ne 05-249 «O HanpaBiIeHUHU METOJUYECKUX
pEeKOMEHIAIN ).

B uHcTHTYTE CO3M1al0TCsl CrieUANIbHBIE YCJIOBHS JIJISl TIOJYYEHHUS CPEIHETO
npoecCHOHANBHOTO 00pa30BaHUsl JIMIIAaM C OrPAaHUYEHHBIMU BO3MOXXHOCTHU
3JI0POBbSI 1 HHBAJIHJIAM.

Coznanue 6e30apbepHOii cpejibl B MHCTUTYTE HAIpPaBJIECHO HAa MOTPEOHOCTU
CIEYIONUX KaTeropui, oOydYarolmuxcsi C OTrPaHUYCHHBIMH BO3MOXKHOCTSIMHU
3[I0POBbS: C HAPYUICHUSIMU 3PEHUSA, C HAPYIICHUSMH CIyXa, C OrPAaHUYCHUEM
JMBUTATEIBHBIX (GYHKIHMHA. B memsx moiydeHws cpeaHero mpogecCHOHAIBHOTO
oOpa3oBaHUs JUIAMH, HWMEIOMMMHA OTPAaHWYCHHBIE BO3MOXKHOCTH 37IOPOBBS
WHCTUTYTOM, pa3padaThIBacTCs aJanTHPOBAaHHAs oOpa3oBaTelbHas Mporpamma C
Y4€TOM OCOOCHHOCTEH, MCUXa-PU3NIECKOro Pa3BUTUS U COCTOSIHUS 3/I0POBBSI.

Bo BpemMs mnpoBeaeHuss 3aHATHI, OCYIIECTBJICHUS TEKYIIETO KOHTPOJIS
MIPOMEKYTOUYHOM aTTECTALlMU U TOCYIapCTBEHHOI UTOIOBOM aTTECTALIMU B TPYIINAX,
rae oOy4aroTCsi MHBAIMIBI U JIMIA C OTPAaHUYEHHBIMH BO3MOKHOCTH 3JI0POBBS,
UCIIOJB3YETCSl 3BYKOYCHJIMBAIOIIASA allaparypa, MYJIbTUMEAUNHBIE W JpYTHe
CpelcTBa JJiA TIOBBIIEHUS YPOBHS BOCHPUATHA Y4eOHOM uHOpMaIu
OOYYarOIIMMHUCS C PA3IMYHBIMU HAPYIICHUSIMU 310POBbSI.

[TpoxoxaeHue MPaKTHKU O00y4YarOIIMMUCS c OTpaHUYECHHBIMU
BO3MOXKHOCTSIMH ~ 37I0POBbSI  OCYIIECTBJISIETCSI C  y4e€TOM  OCOOCHHOCTEH
NCcUx0(U3NYECKOr0 Pa3BUTHUSI, WHIWBUAYAJIbHBIX BO3MOXKHOCTEM W COCTOSIHUS
3I0POBb TaKMX OOYYAIOIIMXCSA, a TaKKEe C YYEeTOM pPEeKOMEHIAIMi MEIUKO-
COLMAIBHOM SKCIIEPTHU3BI.

Mecta mpoXOXIEHUS MPAKTUK JJIS WHBAJIWJOB W JIUI[ C OrPAaHUYCHHBIMU
BO3MOXXHOCTSIMU 3/IOPOBBSI ONPEIEISIOTCS C YYETOM COCTOSIHUSI UX 3J0pPOBbS U
TpeOOBAHMI MO JOCTYITHOCTH.

[TpoxoxaeHue MPaKTHKU O0yYarOIIUMUCS c OTPaHUYECHHBIMU
BO3MOYKHOCTSIMU 37I0POBBSI MOKET OBITH OPTaHU30BAHO KAK COBMECTHO C JAPYTUMU
OOYYarOIIMMHUCS, TaK U B OTJICTBHBIX TPyIIaX.

8. ®OPMHUPOBAHHUE KOHTPOJIbHO-UBMEPUTEJIBHBIX
MATEPHAJIOB U151 IPOBEAEHUA T'OCY JAPCTBEHHON
NTOI'OBOU ATTECTAIINMN

OcBoeHue 00pa3oBaTeIbHOM MPOTPaMMbI 3aBEPIIACTCS UTOTOBOM (MTOTOBOM)
aTTecTanueii, kotopas npoBoautTcs B ¢opme, ycranopieHHor DI'OC CIIO mo
cnequanbHocT  46.02.01  JlokyMeHTauMOHHOE OOEeCleYeHUe YNOpaBICHUS U
apXvMBOBeJIeHHE B (QopMe IEeMOHCTPALMOHHOTO HK3aMEHa JJIs BBITYCKHHUKOB,
OCBaMBAIOIIUX MPOrPAMMbI TOATOTOBKHU CHEUATUCTOB CPETHETO 3BEHA.

BBIITyCKHHUKM, OCBOMBILIHE ITPOrpaMMBbl IOATOTOBKH CIIELMAIMCTOB CPEIHETO
3BEHA, CIal0T IEMOHCTPALMOHHBIN JK3aMEH.



8.1 /leMOHCTpPallMOHHBIH 3K3aMeH

JIeMOHCTpallMOHHBIN 3K3aMEH MPOBOJUTCS MPOGUIBLHOTO YPOBHSA Ha OCHOBE
TpeOOBaHMI K pe3yJibTaTaM OCBOEHHUS OOpa30BaTENIbHBIX MPOrPaMM CPEIHETO
npodeccuonanbHoro oopazosanusi, yctanoBieHHbIx OI'OC CIIO.

JIEeMOHCTpPAallMOHHBIN 3K3aMEH MPOBOJUTCS C HCIOIb30BAHUEM €JIMHBIX
KOHTPOJIbHO-U3MEPUTENIbHBIX MAaTepUajoB, BKIIOYAIONUX B Cce0S KOHKPETHBIC
KOMILJIEKTBI OLIEHOYHOM JIOKYMEHTallUM, BAapWAHThl 33aJaHUd W KpUTEPUHU
oueHuBaHus, paspabateiBacmMpie  DPI'BOY IO  «MHCTHUTYT  pa3BUTHS
npo(hecCHOHANBFHOTO  O00pa30BaHUA»,  OCYIIECTBISIOUIMM  OpPTaHU3AlMOHHO-
TEXHUYECKOE U MH(OPMALIMOHHOE O0eCTieueHre MPOX0KIEHHUS BhITyCKHUKamMu A
B (opme [EMOHCTPAIMOHHOTO JK3aMEHa, IO CIEUUATbHOCTH CPETHETO
npodeccruoHanbHOTO 00pa30BaHMsl, OTACIBHOMY BUIY IEATESILHOCTH.

KoMIIeKkT o1eHOuHOM TOKyMEHTalMU BKIIIOYAeT KOMILIEKC TpeOOBaHUM 1715t
IOPOBEJCHUS JEMOHCTPALlMOHHOTO JK3aMEHa, IepeuyeHb O0OpyIOBaHUS U
OCHAUIEHMSI, PAaCXOAHBIX MATE€pPHAJIOB, CPEIACTB OOyYEHHUS W BOCHHUTAHMUS, IJIaH
3aCTPOMKM TIUIOLIAAKU JEMOHCTPAllMOHHOTO HK3aMEHa, TpeOOBaHHUS K COCTaBy
HKCIEPTHBIX TPYII, MHCTPYKLUUHU IO TEXHHUKE OE30MaCHOCTH, a TaKKe 00pa3libl
3aJlaHAl, KOTOpBIE  BKJIIOYAET  KOMIUIEKCHYIO  NIPAKTUYECKYK0  3ajady,
MOJIETUPYIOIIYI0 TPOPECCHOHATIBHYIO AESITEIbHOCTh U BBIIOJIHIEMYIO B PEXKUME
peanbHOrO0 BPEMEHH.

Kommnektsl OLICHOYHOM JTOKyMEHTAIUU JUTSI MIPOBEACHUS
JEMOHCTPALIMOHHOTO AK3aMeHa MpoQuiIbHOro ypoBHs paspadarsiBatorcsi PI'BOY
JAIIO «MHcTuTyT pa3BuTHs NpOo(ECcCCHOHATBLHOrO O00pa30BaHMS» C Y4YacCTUEM
OpraHu3alui-MapTHEPOB, OTPACIEBBIX U MPOPECCHOHATBHBIX COOOIIECTB.

YPOoBHM  JAEMOHCTPAllMOHHOTO  3K3aME€HAa, KOHKPETHbIE  KOMIUIEKTHI
OIICHOYHOM JIOKYMEHTAIlM1, BEIOpaHbl 00pa30BaTEIbHON OpraHU3aluel, UCXOsl U3
COJEpKaHUsl peann3yeMoil oOpa3oBaTebHOM MpOrpaMMbl, U3 pPa3MEUICHHbIX Ha
opurmansHoMm caiite ®I'BOY IO «HUucTUTyT pa3BuTus npodeccuoHaILHOTO
oOpa3zoBanusi» B ceTd "VHTepHeT" eAWHBIX KOHTPOJbHO-U3MEPUTEITHHBIX
MaTepHaJioB, BKIKOYAOTCS B mporpammy MA.



JUCT PETUCTPAIIMA U3SMEHEHU OBPA3OBATEJIBHON
ITPOT'PAMMBbI

paccMOTpPeHbI U 0100pPeHbI Ha 3acefaHny Kadeapbl COIUATLHO-TIPABOBBIX U
TYMaHUTAPHBIX JUCHUIUIMH «  » 202 r.mpotokon Ne

VYyebHo-MeToanueckoro cosera MHcTUTyTa « » 20 r.
pOoTOKOJI No ,






