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1. OBHIME NOJIOXKEHUSA

[Iporpamma MoAroTOBKH CIEUUAIMCTOB CPETHETO 3BEHArOCYIapCTBEHHOTO aBTOHOMHOTO
npogeccuoHanbHOr0 obOpasoBarenbHOro yupexxaenus Camapckoit obmactu  «Camapckuid
KOJUIEJDK CepBHCA MPOU3BOJCTBEHHOT0 oOopymoBaHus uMeHU ['epost Poccuiickoii @enepanumn
E.B. 3onoryxuHa» Ha OCHOBE (eepajIbHOro rOCy1apcTBEHHOIO CTaHAApTa MO CHEHUaIbHOCTH
46.02.01 JloxymeHTanoHHOE oOOeCIeYeHHEe YIPaBICHHUS M apXUBOBEICHUE, YTBEPKIACHHOM
npukazoM MunucrepcTBa o0pazoBanus u Hayku P® ot ot 26 aBrycra 2022 rona Ne 778.

[IporpamMma TOATOTOBKH CHEIHAIMCTOB CPEIHEr0 3BeHa Mo crenuanbHoctu 46.02.01
JIoKyMeHTallMOHHOE OOECIIeYeHNe YIpaBICHUSI M apXWBOBEICHHE- KOMIUIEKC HOPMAaTHBHO-
METOIMYECKON, Y4eOHO-TUIAaHUPYIOUIeH, y4eOHO-METOJMYECKOW JTOKYMEHTAUU U OLEHOYHBIX
MaTEepHAJIOB, PETIAMEHTHPYIOIINX COJIEPKAHUE, OPTAaHU3AIMIO U OLEHKY Ka4eCTBa IMOArOTOBKU
00yJaromuxcs U BBITYCKHUKOB.

1.1 HOPMATHUBHO-ITPABOBBIE OCHOBBI PABPABOTKU ITPOT'PAMMBbI
HOAIOTOBKHU CIIEHUAJIMCTOB CPEJJHEI'O 3BEHA

HopmartuBHO-IpaBOBYIO OCHOBY pa3pa0OTKH MpOTpamMMbl HOJTOTOBKU CHEIMATUCTOB
cpennero 3BeHa (nanee - [IIICC3) cocTaBusior:

HopmarusHo-npaBoBas 6a3a peaausauun @I'OC CI1O

— @enepanbHblii 3akoH Poccuiickoit ®enepanun ot 29 nexabps 2012 . N 273-03 "0O6
obOpazoBanun B Poccuiickoit ®enepanuun" (mamee - @DenepalbHbli 3akOH 00
obOpazoBannn), (B penakmuu ot 29.07.2017 rona).;

— Vka3 IIpesunenta Poccuiickoit @eneparuu ot 21.07.2020 Ne 474 «O HanmoHaIbHBIX
nesnax pa3sutus Poccuiickoit @enepannu Ha nepuoa 10 2030 rogay;

— ®@enepanbubiii 3akoH oT 31.07.2020 Ne 304-®3 «O BHECEHHMM HW3MEHEHHH B
OdenepanbHblii 3ak0H «O0 oOpazoBanmu B Poccuiickoit dexepanum» MO BOIMpocam
BOCHHTaHUs oOydaromuxcs» (ganee-d3-304);

— Pacnopstxkenune IlpaButensctBa Poccuiickoit @enepanuu ot 12.11.2020 Ne 2945-p 06
yrBepxkaeHun I[lnana meponpusituii nmo peanuszanuu B 2021-2025 romax Crpareruu
pa3Butus BocnuTanus B Poccuiickoit @enepainuu Ha nepuon Ao 2025 roaa;

— Konnenmuus Bocnuranus oOyqatonuxcs Camapckoit oomactu ot 12.02.2021 . Ne 151-p

— 3akon Camapckoit obmactu ot 22 aekabps 2014 1. Ne 133-I'J1 «O6 oOpa3oBaHuu B
Camapckoit obnactu» (nmpuasaT Camapckoii ryoepHckoit Jlymoii 9 nexadps 2014 rona);

— @enepanbHbIii roCylIapCTBEHHBIN o0Opa3oBareIbHBIN CTaHAapT CpEIHEro
npodeccuoHanbHOro oOpazoBanus Mo crneuuanbHocTH 46.02.01 JlokymeHTaIllMOHHOE
obecrieueHre ympaBJieHHs] U apXUBOBEACHUE, YTBEPKIAEHHBIN MpUKa3oM MUHHCTEpCTBA
npocBemieHuss Poccuiickoir ®enepaunn  or 26  aBrycra 2022 rToma Ne 778,
3apeructpupoBad MunuctepctBoM focturin PO(Ne70318 ot 30cenTsiops 2022 rona);

— @enepanbHblii  TOCYIApCTBEHHBIM 00pa3oBaTeNbHBIM CTaHIApT CpeaHEero OOIIero
oOpa3oBanus, yrBepxaeHHbIN [Ipukazom Munobpuayku Poccum ot 17.05.2012 N 413
(pen. ot 12.08.2022 Ne732);

— Ilpuxa3 MunucrepctBa Tpyaa u couuanbHoi 3amuTel PO ot 15 utonsa 2020 . Ne 3331
«O6 YTBEPKJICHUU npodeccuoHaNbHOTO CcTaHjapra «Cnennanuct 1o
OpraHU3alMOHHOMY u JIOKYMEHTAlUOHHOMY obecredeHuno YIPABIICHUS
opranu3zanuei»(3aperucrpuposaHo B Muntocre PO 15 urons 2020 . Ne 58957);

— Ilpuka3z MunucrepctBa npocsemenust Poccuiickoit ®@eneparuu ot 23.11.2022 Ne 1014
«O06 yrBepxkaeHun QenepanbHOl 00pa30BaTENbHON NPOTPaMMBI  CPEIHEro OOIIero
o0pa3oBaHU;

— Tllopsmox opraHu3aliMi ©  OCYIIECTBICHHS OOpa30BaTENbHON AESITENTBHOCTH IO
oOpa3oBaTenbHBIM  TpOTpaMMaM  CpeAHero  MpodeCCHOHANBLHOTO  00pa3oBaHUS,
YTBEPXKACHHBIN Npuka3zoM Munucrepcrsa npocsemenus PO ot 24 asrycra 2022 . N 762
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[Tpuka3z MunoOpHayku Poccun ot 8 Hos6ps 2021 . Ne 800 «O6 yrBepxkaenuu [opsiaka
MIPOBEICHUS TOCYIAPCTBEHHON UTOTOBOM aTTeCTaluu Mo 00pa30BaTEIbHBIM IIPOrpaMMaM
cpennero npodeccuoHanbHOTO0 00pazoBaHus» (3aperucTpupoBaHo B Muniocre Poccun
ot 07.12.2021rona peructpanuonsiii Ne 66211);

[Tpuka3 MunoOpHayku u Beiciero oOpasoBanus PO u MunucrepcTsa mpocsemieHust PO
or 5 asrycta 2020r. N 885/390 «llonoxkeHne O NPAKTHYECKOW MOJTOTOBKE
00yJarOIIHXCSI»

Crparerun nosbliieHus: (puHaHCOBOM rpamoTHOCTH B Poccuiickoit ®enepanuun Ha 2017-
2023 ronpl, yrBepxaeHHOU pacnopsbkeHueM lIpaBurtenscta Poccuiickoit denepanuu ot
25.09.2017 r Ne2039-p;

Crparerun passutus Bocnutanusi B Poccuiickoit ®enepauun Ha nepuon ao 2025 ropa,
yTBepXkAeHHbIE. pacnopsikeHueM [IpaBurenscrBa PO ot 29.05.2015 . Ne996-p;
[locranoBnenue IlpaButenscrBa Camapckoit ob6nmactu «llopsgok — opraHuzanuu
IyanbHOTO 00y4eHHs B MPO(PECCHOHAIbHBIX 00pa30BaTENbHBIX, HAXOASIINXCS BBEJICHUU
Camapckoit o0mactu» ot 31.07.2015 Ne479;

Meroauueckue pekOMEHAaluu [0 (OPMHUPOBAHHMIO BApUATHUBHOW COCTABISIOLIEH
(4acTv) OCHOBHBIX MPOGeCCHOHATHLHBIX 00pa30BaTEIbHBIX MIPOTPAMM B COOTBETCTBHH C
(denepanbHBIMU  TOCYIAapCTBEHHBIMU  00pa30BareIbHbIMU  CTAHJApTAaMU  CPEIHETO
npodeccuoHanbHOro obpazoBanusi B Camapckoil obmactu, yrsepxaeaasiMu MouH CO
otT 15.06.2018 Nel16/1846;

Pacnopsbxkenne  MuHucrepctBa mpocsemenus  Poccmiickoit  @epepanmn ot 1
anpenst 2019 roma Ne P-42 «O06 yTBepKIE€HUM METOJUYECKUX DPEKOMEHJIAIuil o
MIPOBEJICHUH

aTTecTallid C MCIOJIb30BAaHUEM MEXaHHM3Ma JEMOHCTPAlMOHHOTO J3K3aMeHa». ( ¢
m3meneHussMu ot 01.04.2020 P-Ne36);

[TocranoBnenue ['maBHOroO roCyaapCTBEHHOTO CaHUTapHOTO Bpadya PO ot 29.12.2010 N
189 (pen. ot 24.11.2015) «O6 yrBepxknenun CanlluH 2.4.2.2821-10 «CanurtapHo-
SMUJEMHOJIOTHYECKHE TpeOOBaHUs K YCIOBUSIM UM OpraHum3auuu oOydeHus B
001eoOpazoBaTeNbHBIX yupexacHusIXx» (Bmecte ¢ «CanlluH 2.4.2.2821-10. CanutapHo-
SMUJEMHOJIOTHYECKHE TpeOOBaHUs K YCIOBUSIM UM OpraHum3auuu  oOydeHus B
o0mieoOpa3oBarenbHbIX opranu3aiusx. CaHUTapHO-3MUIEMUOJIOTHYECKHE NpaBUiIa U
HOpMaTHuBbI») (3apeructpupoBano B Muntocte Poccun 03.03.2011 N 19993);

[Ipuka3 Muno6pnayku Poccum ot 9.11.2015 Ne 1309 « O6 yrBepxaeHuu Ilopsaka
oOecriedeHuss YCIOBHM JOCTYIHOCTH JUIsl MHBAIUAOB OOBEKTOB M IPEAOCTABICHUS
ycayr B cepe o0pa3oBaHus, a TAK)Ke OKa3aHUs UM IPU 3TOM HE0OX0AUMOM nmoMoIn» (B
pen. IIpukaza Muno6puayku Poccuu ot 18.08.2016 Ne1065);

Yueono-meroauueckasi 6asa peasuzanuu @PI'OC CIIO (BHewHsis)

Ilucemo  JlemaprameHTa  rOCyIapCTBEHHOW  HOJIMTUKM B cdepe  cpeaHero
npodeccuoHanbHOro 00pa3oBaHusa U npodeccuoHanbHoro odydenus oT 01.03.2023 Ne
05-592 «Metoauueckue peKOMEeHIAIMH 10 MOJYYeHHIO CPEAHEro o0IIero oopa3oBaHus B
npeaenax OCBOEHHUS 00pa3oBaTeNbHOW MMPOrpaMMbl CpeIHEro MpoecCHOHAIBHOTO
00pa3oBaHU;

ITucemo MunucrepctBa oOpazoBaHust U Hayku Poccuiickoit denepauuu ot 18 mapra
2014 1. Ne 06-281 «O mwnampaenenun TpeOoBanuii (BMecte ¢ «TpebGoBaHMSIMH K
OopraHu3alui 00pa3oBaTeNbHOrO TMpolecca i OOyd4eHUs WHBAIMIOB M JIMI[ C
OTPaHUYEHHBIMU BO3MOXKHOCTAMHU 37I0POBbS B IMPO(ECCHOHAIBHBIX 00pa30BaTeIbHbIX
OpraHu3aiusx, B TOM YHCJIE OCHAIIEHHOCTH OO0pa30BaTENILHOTO MPOIEcca», YTB.
Muno6pHnayku Poccun 26.12.2013 Ne 06- 2412BH)»;

ITucemo MunoOpnayku Camapckoit obmactu ot 06.08.2020 . Ne MO-16/2265 "O
BBeJZIeHHHU Kypca "OcHOBBI ((MHAHCOBOM ITPaMOTHOCTH" B pabouue MporpamMmel;

Pacnopspkenne  MunucrepctBa  oOpasoBaHuss M Hayku Camapckoil obmactu OT
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14.07.2021 Ne 667 «O0 yTBEp>KICHUN METOINICCKUX PEKOMEHTAIIAI»;

Pacnopsbkenne  MunucrepctBa  obOpasoBanuss M Hayku Camapckoil obmacté OT
22.07.2022 Ne 733 «O0 yTBEpKISHUN METOINICCKUX PEKOMEHTAIIUI»;

[Mucemo Munnpocsemenus Poccun ot 20.09.2022 Ne05-1649 «O npoBeaeHnn Kypca
"Poccus — Most ucropus"

[Tpumepubie paboune nmporpammbl 00111€00pa30BaTENHFHOTO U COIUATBHO -T'YMaHUTAPHOTO
nukiIoB, yreepxaeHasie ®I'bOY 110 UPIIO, IIpotokon Ne 14 ot «30» Hosi0pst 2022 T
[Ipumepnas ocHoBHast oOpa3oBaTelbHasi MporpaMMa, pa3paboTaHHasi B COOTBETCTBUH C
dI'oC CIIO

Pexomennmanmm, copepkamme oOmue TOAXOAbI K peanu3aluu  00pa30BaTeIbHBIX
IIPOrpaMM CpeHero npodeccuoHalIbHOTO 00pa3oBaHus (OTAEIBHBIX UX YacTeil) B popme
IIPAaKTUYECKOM IOAroTOBKM MuHucrepcTBa mnpocsenieHus Pocculickonn @enepanun
JlemapTaMeHT TOCYAApCTBEHHOM TMOJUTUKU B cdepe CpeaHero mnpodeccrnoHanbHOTO
oOpa3zoBanus u mpodeccnoHabHOTO 00yueHus ot 08.04.2021 Ne 05-369

[IuceMo MunucrepcTBa oOpasoBanus u Hayku Camapckoit obmactu ot 30.08.2019 r
Ne16/2806 «O BBemeHun yueOHOTO AeMeHTa «[IpUHIUIBI U MPAKTUKU OEPEKIUBOTO
MIPOU3BOJICTBA» B paboyKe MPOrpaMMbl NPOPECCHOHATBHBIX MOIYIEH;

Pexomenpanuu no GopMHpOBaHHUIO NMPUMEPHBIX MporpamMm yueOHbIX aucuuiuind CIIO
Ha ocHoBe ®I'OC CIIO (27 aBrycra 2009r.).

Pexomenganuu no ¢opMupoBaHUIO MPUMEPHBIX MPOrpaMM MpodheccunoHaTbHBIX MOTYTIEN
CIIO na ocHose ®I'OC CIIO (27 aBrycra 2009r.).

[Tucemo MunmCTEpcTBa 00pa3oBanus U Hayku Poccuiickoit Denepannn (MuHOOpHAYKH
Poccun) ot 20.10.2010 Ne12-696 "O pazpsicHeHUAX 110 (POPMUPOBAHHIO YIeOHOTO IJIaHa
[IICC3 HIIO/CTIO".

[Tucemo ®I'AY «DenepanbHbIii HHCTUTYT pa3Buths oOpazoBanus» ot 05.08.2011 NeOl-
01-05/709 "O pexomeHAAIMAX HM3AATEIBCTB IO HMCIOJIb30BAHHUIO YU4EOHOU JUTEPATYPHI
npu peanuzanuu odpazoBarenbHbix mporpamMm HITO u CIIO B pamkax ®I'OC CIIO
TPETHETO MOKOJICHUS .

[Tucemo MunmCTEpcTBa 00pa3oBaHust U Hayku Poccuiickoit Denepanuu (MuHOOpHAYKH
Poccun) ot 27.03.2015 Ne(06-259 "PexomeHmanuu mo opraHU3aluy MOTYyYCHUH OOIIEro
oOpa3oBaHMs B IMpefeliax OcBoeHus  oOpasoBarenbHbix mnporpamm CIIO Ha 0aze
OCHOBHOTO o00mmero oOpazoBanusi ¢ yderom TpeboBanuii DPI'OC wu momydaemoi
npodeccun uim cneruaibHoctu CITOy.

Pacnopsbxkenne MunucreperBa o0pa3oBanus u Hayku Camapckoid oomactu ot 19.11.2012
Ne 422-p «O06 ampobaruu permoHaIbHON CHCTEMbl KBATM(PUKAIIMOHHON aTTECTalluU T10
Mpo(ecCUOHANBHBIM MOJIYJISIM OCHOBHBIX M JIOTIOJHHUTEIBHBIX MNPOQPECCHOHATBHBIX
o0pa3oBaTeNbHBIX  MPOTPaMM  HadyajdbHOTO  MPO(GECCHOHAIBHOTO U CPEIHEro
podeccuOHANBHOTO 00Pa30BAHUD.

Mertoauueckue peKOMEHJalMu 1o pa3paboTKe OCHOBHBIX MPOQPECCHOHATBHBIX
00pa3oBaTeNbHBIX MPOrpPaMM M JOMOJHUTEIBHBIX MPO(PECCHOHANBHBIX MPOrpaMM C
YU4ETOM COOTBETCTBYIOLIUX MPOGECCHOHANBHBIX CTAHIAPTOB, YTBEPKICHHBIX 22 SHBaps
2015

[lonoxenne o0  KBaNU(HUKALMOHHOM  SK3aMEHE B  PETHOHANBHOM  cucreme
KBaNU(UKAIMOHHONW aTTecTalliid MO0 MNPOQECCHOHAIbHBIM MOIYISM OCHOBHBIX H
JOTIOTHUTEIBHBIX MPO(ecCHOHATBHBIX 00pa30BaTEIbHBIX MPOTPAMM .

HopmaTuBHO-MeTOAMYecKas 0a3a KOJIENKA (BHYTPEHHsIsI)

JlokanbHbIE HOPMATUBHBIE aKThl TOCYIAPCTBEHHOT'O aBTOHOMHOTO MPO(}ecCHOHATBLHOTO
oOpazoBaTenbHOro yupexaeHus Camapckoit obmactu «CamapcKuil KOJJIEIK cepBHUCa
MPOU3BOJICTBEHHOTO OOOpynoBaHusi umeHu ['epost Poccuiickoit ®Deneparuu E.B.
3onoTyxuHay, perinaMmentupyromme peanuzanuo GI'OC CIIO TpeTbero nokoJeHus:
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MOJIO)KEHUE O BBIMTYCKHOW KBaM(UKANMOHHOW paboTe Mo MporpaMmaM MOJrOTOBKH
CIIEUAIIMCTOB CPENHETO 3BEHA.

TOJIO’KEHUE M0 OPraHU3aI[iy BHITIOJHEHHS U 3aIIUThl  BBITYCKHON KBAIM(DUKAIIMOHHON
pabote B TATIOY CKCIIO

IIOJIOKEHHE O IIPOBEICHUU rOCYIJapCTBEHHOW  HUTOTOBOMU arTecTaliu 1o
00pa3oBaTeIbHBIM IPOTPaMMaM CPEIHETo MPo(HecCHOHAILHOTO 00pa30BaHUs.
MOJIOKEHHUE O TTPOBEICHUH TUPEKTOPCKUX KOHTPOJIBHBIX PaOOT.

MOJIOKEHHUE O MPOMEXKYTOUHOM aTTECTAIUU CTYACHTOB.

TIOJIOKEHHUE O BEJICHUU )KYPHAIIOB TEOPETUYECKOTO OOYUYECHHMSI B KOJIJICIIKE.

MOJIOKEHHUE O BEJICHUU )KypHAJIa y4eTa IPOU3BOICTBEHHOTO O0yUYEHUSI.

MOJIOKEHHE O MPAKTHUKE CTYIEHTOB, OCBAaWUBAIOIIUX OOpa3oBaTelbHBIE MPOrPaMMBI CPETHETO
poheCCHOHATTLHOTO 00pa30BaHUs.

MOJIOKEHHE O TIOPSJIKE TEepeBOjia, BOCCTAHOBJICHUS, OTYUCIEHHS CTYIEHTOB M O MOpSJIKe
MPEOCTaBICHUST 00YUYAIOIIUMCS KOJITEKa aKaJIeMHUECKOr0 OTITYCKa.

MoJoKeHHne 00  y4eOHO-METONMYEeCKOM  KOMIUIEKTe 10  ydeOHOW  aucimruimHe(
poh)eCCHOHATILHOMY MOJIYITIO).

MOJIO’KEHHE TI0 OPTraHU3aIH BBITTIOTHEHUS 1 3alIUTHl BBIMTYCKHON KBaJIM()UKAIIMOHHOW paboTe B
I'ATIOY CKCIIO

MOJIOKEHHE O TIPOBEJCHHHM TOCYJapCTBEHHON WTOTOBOM aTTecTallMyd 10 00pa3oBaTelbHBIM
porpaMMam CpeHero mpogeccuoHaIbHOro 00pa3oBaHUsI.

MOJIOKEHHEO  BBIMMYCKHOW  KBalM(HUKAIMOHHOH paboTe 1O TmporpaMMaM  MOATOTOBKH
CIIEIUAITMCTOB CPEIHEr0 3BEHA.

MOJIO’KEHHE O CHCTEME BHYTPEHHETO KOHTPOJIS 00pa30BaTelIbHOTO Iporiecca.

MIOJIOKEHWE O 3a4eTe pe3ylIbTaTOB OCBOEHHS CTYIEHTAaMHU UCHMIUINH (MOZIYJeH), MpaKTHK,
JOTIONTHUTEIBHBIX 00pa30BaTEeIbHBIX POrPaMM, OCBOCHHBIX B IPYTUX OpTaHU3aIUsX.
TTOJTIOKEHNE O KyPCOBBIX paborax ( MpoeKTax).

TIOJIOKEHNE O ITUTAHUPOBAHWW W OpPTaHU3AIMH CaMOCTOSTENBbHON paborel crymeHToB [AIIOY
CKCIIO.

MIOJIOKEHHE O TIPOBEICHUH ANPEKTOPCKUX KOHTPOIBHBIX PadoT.

MIOJIOXKEHHE O TIPOMEXYTOYHON aTTeCTalluy CTYAECHTOB.

MOJIOKEHHEe 00 OpraHu3alid W OCYIIECTBICHHH 00pa30BaTeNbHON JAEATENFHOCTH IO
00pa3oBaTebHBIM IIPOrpaMMaM CPEIHEro mMpodecCHOHaTBFHOTO 00pa30BaHMUs.

MIOJIOKEHHE 110 UTOTOBOMY KOHTPOIIO YY4EOHBIX AOCTH)KEHHH OOYYalOIMXCS TIPH peai3aiiy
®OI'OC  cpemnero obmero  oOpa3oBaHHWS B IIpeleliax — IpOrpaMM  ITOATOTOBKH
KBaIN(UIUPOBAHHBIX Pa0OYHX , IPOrpaMM ITOATOTOBKH CIICIIMAINCTOB CPEIHEro 3BEHA.
MIOJIOKEHNE O BBINIONHEHWH W PELEH3UPOBAHUM KOHTPOJBHBIX pabOT Ha 3a09HOM OTAENCHHUH
I'AITIOY CKCIIO.

MONIOKEHNeo Topsiake paspaborku  yueOHoro mmmaHa [AIIOY CKCIIO, peamusyromero
o0pa3oBaTeNbHBIE MPOrPAMMBI  CpPETHEro MNpopEeCcCHOHATHHOIO O00pa30BaHUS — MPOTPAMMBI
MIOITOTOBKU CHEUAICTOB CPEIHEro 3BeHa M MPOrpaMMBbl MOATOTOBKH KBaJIH()UIIMPOBAHHBIX
pabounx, cayxamux (s o9HOoi (PopMbI 00yUeHMS).

[onoxenne o bubmmoreke IAIIOY CKCIIO.

[lonoxxenne 0 NPUMEHEHHWHU SJIEKTPOHHOrO OOYyYEHHMS M HMCTAHLUMOHHBIX OOpa30BaTENbHBIX
TEXHOJIOTHI NpH peanu3auuy 00pa30BaTEIbHBIX MPOrpaMM B TOCYIApPCTBEHHOM aBTOHOMHOM
npodeccnoHaabHOM 00pa3oBaTebHOM yupexaennn Camapckoit oonactu «CaMapcKuil KOJUTEIK
cepBHca TIPOM3BOACTBEHHOro oOopynoBanuss uMeHn lepos Poccwuiickoit ®enepanuu
E.B.3omoryxuna.

[lonokeHne O NMPUMEHEHUM TEXHOJNOTMH pa3BHBAIOMIEro OOy4YeHHs Ha OCHOBE aKTHUBHBIX U
HWHTEPAaKTUBHBIX (hopM mpoBenenus yueousix 3austuid B TAIIOY CKCIIO.

IToJs10keHus U MA0JOHBI perIaMeHTHPKIONIME COCTABJIeHHE Y4eOHO-TUIaHUpYIomIei

U Y4eOHO-METOAMYECKOH JOKYMEHTAUMH, Pa3padoTaHHbIe B TOCYAapCTBEHHOIO

ABTOHOMHOIO0 HNpodeccHOHATBHOr0 00pa3oBaresbHOrO yupe:xkaeHuss Camapckon

odiactn  «CamMapckuili KOJLIEMK CepBHCA NPOM3BOJACTBEHHOI0 000pPyI0BaHMS
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umeHHu I'eposi Poccuniickoii @exepanun E.B. 3oi0Tyxunax»:

— Ia6non IIporpammsl NOArOTOBKY KBaTHM(PHUIKUPOBAHHBIX padounx, ciyxamux ([TITKPC)
o npogeccussm @I'OC CIIO TpeTbero NoKoJIEeHUsI.

— Illabnon yweOHOrO IUIaHa, KaJeHAapHOTO Tpaduka B mporpamme Excel, a Taxxke
MOSICHUTEJILHOM 3anucky B nporpamme Word.

— Tlonoxenue o mopsiake pa3pabOTKH U TPEeOOBAHHIX K COACPIKAHUIO M O(POPMIICHHIO
pabouux nporpamm Ha ocHoBe GI'OC CIIO B 'AIIOY CKCIIO.

— Ilomoxxenne 00 yueOHO-MeTommueckoM Komruiekce (YMK) mis oOyuarommxcst 1o
nuciummmae, MJIK, TIM.

— TlonoxxeHue o KypcoBOi paboOTE/IPOCKTY.

— 1IlaGnoH METOOMYECKUX YKa3aHUU JUIsl 00ydYarolMXCsl MO BBIMOJIHEHHIO J1a0OPaTOPHBIX
paboT W/MiK NPaKTUIECKUX 3aHATHH.

— IIlabnoH KOMIUIEKTa KOHTPOJBHO-OLEHOYHBIX CpPEACTB IO MNpOo(hecCHOHATLHOMY
MOJIYJIO.

— 1IlaGnoH KOMIIJIEKTa KOHTPOJIbHO-OLIEHOUHBIX cpeacTs no Y[, MJIK

— IIlaGnon nporpaMMsl TOCYAapCTBEHHON UTOTOBOM aTTeCTalUH.

— 1IlaGnoH MeToaMUYECKUX PEKOMEHJAIMI A 00ydaroluXcs MO BBITOJHEHUIO U 3alllUuTe
BKP.

— IJabmoH  METOAMYECKUX  PEKOMEHJAUW{ 1O  BBIMNOJIHEHHWIO  BHEAyAUTOPHOMN

CaMOCTOSITEIbHOM pabOTHI.

1.2. HOPMATHUBHBII CPOK OCBOEHUS ITPOI'PAMMBI IIOATOTOBKH
CIHEHUAJIMCTOB CPEJJHEI'O 3BEHA

Hopmarusasle  cpoku  ocoenms  II[ICC3 mo  cnemmampHOcTH  46.02.01
JIoKyMeHTaIMOHHOe 00eCTICYeHHE YIIPABICHHS U apXUBOBEICHUE TPH OYHOHN (OpPME TOITyICHUS
00pa3zoBaHMS:

— Ha 6a3e 0CHOBHOTO 0011ero oopazoBanus — 2 rona 10 Mecsies.

Kpanudukamus moarotroBku — CHEUATUCT MO JOKYMEHTAIIHOHHOMY OO0ECICUCHHIO

VIIpaBIICHUS ¥ apXUBHOMY JICITY.

2. XAPAKTEPUCTHUKA MPOD®ECCHOHAJIBHOM JAEATEJIBHOCTH
BBIITYCKHHUKOB U TPEBOBAHUSA K PE3YJIBTATAM OCBOEHUAITPOI'PAMMBbI
HOAI'OTOBKH CIIEHUAJIMCTOB CPEJHEI'O 3BEHA

21  OBJIACTHh U OFBEKTbI IPO®ECCHOHAJBHOM JEATEJIBHOCTH

Ob6nactp mpodeccuoHANbHON JEeSTENbHOCTH BBIMYCKHUKOB: 07 AJIMUHUCTpPaTHBHO-
yrpaBieHuYeckas U opucHas 1eATeIbHOCTb.


about:blank

2.2

BUJIbI

MPO®PECCHUOHAJIBHOMN

JAEATEJIBHOCTHU.

OBPA3OBATEJ/IBHBIE PE3VYJIBTATHI (IIK, OK)

IIpodeccuoHaibHbIe KOMIIETEHIIUH

Buasbl
JeATeJILHOCTH

Koa mn
HANMEHOBAHUEKOMIT
eTeHIUH

IToka3zaTean 0CBOECHHA KOMIIETEHIIUH

OcymiecTBiieHne
OpraHU3aI[HOHHOTO
158
JTOKYMEHTAIIMOHHOT
0 oOecreueHust
JEATENHHOCTH
OpraHu3aIuu

K 1.1.
Ocy1iecTBIAThH
npuéM-nepenaqy
YIpaBJIECHYECKON
UHPOpPMaITIT

C TIOMOILIBIO CPEJICTB
WH(POPMAITMOHHBIX

u
KOMMYHHUKAITHOHHBIX
TEXHOJIOTUI

HaBbikn

MOJTyYCHUSTHEOOXOAMMOM WH(GOPMAITIH U
nepenayd CaHKIMOHUPOBAHHOW MH(pOpMALIUK €
UCIIOJIE30BAaHUEM CPEJICTB MH(DOPMAIIMOHHBIX U
KOMMYHUKAIMOHHBIX TEXHOJOTUI

YMenus:

UCTIOJIL30BaTh CPEJICTBA HHPOPMAIIMOHHBIX H
KOMMYHHKAIIHOHHBIX TEXHOJIOTUHN JIJIst
MOJTYYCHHUS | TIepeiadr HH(OpPMAIUY;

BECTH U MCTIOJIH30BaTh B paboTe 6a3y KOHTAKTOB
OpraHu3aIuy;

BECTH yUETHBIC PETUCTPANMOHHBIE (DOPMBI,
UCIIOJIb30BaTh UX JUIsl HHPOPMAIIMOHHOM pabOThI
¥ pabOTHI 10 KOHTPOJIIO HCIIOTHCHUS TIOPYICHHIH;,
YCTaHABIIUBATh M ITOIJICPKUBATH KOMMYHHUKAITAU
B IIpOLIecCe JIeI0OBOTO OOIIEHUS ¢ TOMOIIbIO
cpenctB HHPOPMAIIMOHHBIX U
KOMMYHHKAIIHOHHBIX TEXHOJIOTHI;

CINIKUBATh KOH(IUKTHBIE U CJIOKHBIE CUTYallUU
MEXJIMYHOCTHOTO B3aUMO/ICHCTBHS;

coOIOIaTh CIYKEOHBIN ITHUKET;

obecrieunBaTh HH()OPMAITMOHHYIO OE30MTaCHOCTD
NEeSITeNIbHOCTH OpraHu3alllu.

3uanusa:

HOpPMAaTUBHBIE MPAaBOBBIE akThl Poccuiickoit
®denepanuu B chepe HHPOPMAITMOHHBIX U
KOMMYHHUKAIITHOHHBIX TEXHOJIOT U
CTPYKTypa OpraHu3anui, € 3a1aud u QyHKINUH,
MpaBuJjIa IPOBEJCHUS JIETIOBBIX TIEPETOBOPOB;
JTHKA JIeJIOBOTO OOIIEHH;

IpaBuJjIa PEYEBOTO ITUKETA,;

npaBuJjia MOIICP)KAHMS B PA3BUTHS
MEXKITUYHOCTHBIX OTHOIIIEHHI;

TpeOOoBaHUs OXpaHbI TPY/A.

IK 1.2.
Koopnuunposars
paboTy nprueMHON
PYKOBOJIUTES, 30H
npremMa pa3aIuyHbIX
KaTeropuit
IIOCETUTETIEN
OpraHu3auu

HaBbikn

KOOPIWHAIUHN padOThI MPUEMHON PYKOBOIUTEIS
Y 30H NpHU€Ma pas3IMUHbIX KaTErOpuin
MIOCETUTENEN OPTraHU3aLUU

YMmeHus:

BCTPEYATH [0CETUTEIIEH, ITOTy4YaTh IIEPBUYHYIO
UH(OPMAITUIO O MTOCETUTENSAX, YCTAHABTUBATh
MOPSAIOK MpUEMa ISl Pa3InyHbIX KaTerOpui
MO CETUTENCH;

BECTH yYETHBIE PETUCTPALIMOHHBIE (DOPMHBI IO
npuéMy moceTutene u opopMIIATh POIYCKa;
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BECTH NMPHUEM, Tepesiady ¥ OTHPaBKY JOKYMEHTOB;
OpraHu30BBIBAaTh U OPOHUPOBATH IIEPETOBOPHBIC
KOMHATHI;

CEpBHUPOBATH YaiiHbIe (Ko(eiHbIe) CTOMbI B
oduce;

IPUMEHSTH B paboTe cpencTBa
UH(POPMAITMOHHBIX © KOMMYHUKAITHOHHBIX
TEXHOJIOTHM;

NPUHUMATH MEPHI IO COXPAHEHUIO
KOH(UACHIINAILHOW HHPOPMALIUHU B XOJ1€
puémMa oCeTUTeNeH.

3nanus:

HOPMAaTHBHBIE IPABOBBIE aKThl Poccuiickon
®denepanuu 1o 3amuTe HHGOPMAaIK U padoTe ¢
00pallleHusAMHU TpaXk/iaH;

CTPYKTYypa OpraHM3alliM U paclpesielieHue
(GYHKIMA MEXTY CTPYKTYPHBIMH
NOJIpa3ACTICHUSMH U CTICIUATUCTAMU;

IpaBWJIa OpraHU3aIK MpUEMa MO CEeTUTENEH;
STUKET U OCHOBBI MEXTYHAPOIHOTO MPOTOKOJIA;
JTHKa JEJIOBOr0 OOIIEHUS;

IpaBHJIa PEYEBOTO ATUKETA.

IpaBHJIa CEPBUPOBKU YalHOTO (KO(EitHOrO)
CTOJNa;

TpeOOBaHUS OXPAHBI TPY/A.

TIK 1.3. Baagets
HaBbIKaMU
TJTAaHUPOBAHUS
pabouero BpeMeHH
PYKOBOJIUTEINS U
cekpeTaps

Hagbiku
IUTAHUPOBAHUSI pab0vero BPEMEHH PYKOBOIUTENS
1 pabodero THS CeKpeTaps

YMmenus:

BBIOMPATh (POPMBI ITTAHUPOBAHUS U OPOPMIIATH
IUTAHUPOBILKK (OpraHai3ep) pyKoOBOAUTENS U
cekpeTaps;

yCTaHABIUBATh 1I€TU, ONIPECIIATh
MPUOPUTETHOCThH U OUEPENHOCTH BBITIOJIHEHUS
paboT 1 3hHEeKTHBHO pacrpenesiaTh padbouee
BpeMS;

COTJIACOBBIBATH BCTPEUYH U MEPOIIPHUAITHS U
BHOCHUTH HH(POPMAIIHUIO B TNITAHUPOBIIUK
(opranaiizep);

UH(GOPMUPOBATH PYKOBOJIUTEIS O MPUOIMHKEHUU
BPEMEHH U PETNIaMeHTE 3arIaHuPOBAHHBIX
BCTPEY ¥ MEPOTIPUSATHIA;

BBIOMpATh ONTHUMAIIbHBIE CITOCOOBI BHEIITHETO U
BHYTpPEHHETO MHPOPMHUPOBAHUS O TUIAHUPYEMBIX
MEPOTIPHUATHSIX;

obecrneunBaTh UHGOPMAITMOHHYIO 0€30MACHOCTD
JeSITeIbHOCTU OpPraHU3aIllu;

MPUMEHSITh B paboTe cpelicTBa
WH(OPMAITMOHHBIX U KOMMYHUKAIIMOHHBIX
TEXHOJIOTHUH.

3HaAHUA:
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HOPMAaTUBHBIE IIPABOBBIE aKThl Poccuiickon
®enepanyu B chepe nHPOPMALTMOHHOM
0C30I1aCHOCTH;

CTPYKTypa | crielu(rKa 0CHOBHOM
JESITEIbHOCTU OpPraHU3ally;

OCHOBBI YIIPaBJICHUSI BPEMEHEM;

IIpaBUJIa IPOBEACHHUS JIEJIOBBIX IEPETOBOPOB;
STHKA JICJIOBOr0 OOIICHHUS;

TpeOOBaHUs OXpaHbl TPy/a.

IIK 1.4.
Ocy1iecTBIAThH
MOJITOTOBKY JICTIOBBIX
MOE3/I0K
PYKOBOIUTEIIS

U IPYTUX
COTPYITHUKOB
OpraHu3aIuu

HaBbikn
OpraHu3aluu JEJIOBBIX MOE300K PYKOBOAUTENS
Y IPYyrUX COTPYIAHUKOB OPraHU3aALMHU

YMmenus:

COCTaBIIATH U 0OPMJIIATH TOKYMEHTHI IS
JIIIOBBIX MOE3/I0K;

OCYIIECTBIATH TPEBENI-TIOJEPIKKY JEIOBBIX
M0E3/10K;

COIVIACOBBIBATH C MPUHUMAIOILIENH CTOPOHOU
MIPOTOKOJ TUTAHUPYEMBIX MEPOTIPUATUN U
dbopMHpOBaTH TPOTPAMMY JCIIOBON MOE3IKH,
WCITOJTh30BaTh CpeACTBa HHGOPMAIIMOHHBIX U
KOMMYHHUKAITMOHHBIX TEXHOJIOTUH IS
obecrieueHns B3aUMOICUCTBUS C PYKOBOJUTEIEM
BO BPEMS €0 JIETIOBOM MOE3/KH;

0hOpMIISTH OTUETHBIE JOKYMEHTHI O JIEIOBOM
MOE3/IKE.

3HaHus:

HOpPMAaTUBHBIE NMPABOBBIE akThl Poccuiickoit
®denepanuu B chepe OpraHu3aiuu JeI0BOr
MOE3/IKY;

MOPSAJIOK TOATOTOBKU M IOKyMEHTHUPOBAHUS
JIEIIOBOM ITOE3/IKH;

MHTEPHET-PECYPCHI JUIsl OCYILIECTBICHUS TPEBE-
MOJICPIKKHU JAETOBBIX MMOE3/10K;

STUKET U OCHOBBI MEXIYHAPOIHOTO MPOTOKOJIA;
9THKA JIeJI0BOTO OOIICHHUS;

TpeOOBaHUs OXpaHbI TPY/A.

TIK 1.5. Baagets
crocobaMu
OpraHu3aIuu
pabouero
IPOCTPAHCTBA
IIPUEMHON U
KaOuHeTa
PYKOBOJHUTENS

HasBbixkn
OpraHu3aluy U MoAAepKaHus GYHKIIMOHAIBHOTO
paboyero nMpocTpaHCTBa

YMmenus:

OPraHu30BBIBaTh pabOYee MECTO B COOTBETCTBHU
¢ TpeOOBaHUSMHU IPTOHOMHKH U KYJIBTYPBI TPY/A;
obecreunBath pabouee MECTO U
(GYHKIIMOHAIBHOE pabouee MPOCTPAHCTBO
HEOOXOIMMBIMHU CPEIICTBAMU OPTaHU3AIMOHHON
TEXHUKH, MEOCIIbIO M KaHIICIIAPCKUMHU
NPUHA/IICKHOCTSIMHU;

TIOJIJIEPYKUBATh CPEICTBA OPraHU3AIIMOHHOMN
TEXHUKHU

B pabo4eM COCTOSIHUHU.
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3HaHuA:

TpeOOBaHUs OXpaHbI TPY/a, IPOU3BOICTBEHHOM
CaHUTApHUH, POTUBOTIOKAPHOM 3aIUTHI;
OCHOBBI ITPABUJILHOM OpraHu3aluy Tpyaa u
METO/IbI MTOBBIIIEHUS ero 3PPEeKTUBHOCTH;
BUJIbI OPraHU3AIMOHHON TEXHUKHU U MOPSIOK
paboThI ¢ HEM.

[IK 1.6.
Ocy1iecTBIAThH
paboty o
MOJITOTOBKE

U TIPOBEJICHUIO
KOH(EPEHTHBIX
MEpONPUITHH,
obecrneunBaTh
nH(pOpMallMOHHOE
B3aMMOJICVICTBUE
PYKOBOJIUTES

C TIOJpa3IeIEHUAMHU
Y JTOJIKHO CTHBIMH
JUIAMU OPraHu3aIuu

HaBbiku

OpraHu3aluy IMOTOTOBKHU U
POBENECHISIKOH(PEPEHTHBIX MEPOTIPHUSTHH,
obecniedeHrs ”HPOPMALTMOHHOTO
B3alMOJEUCTBUS PYKOBOJUTEIS C
NOZIpa3ACICHUSIMHU U TOJDKHOCTHBIMU JIUIIAMH
OpraHu3aIuu

YMmenus:

OpPTraHW30BBIBATH MPOIIECC IMOJATOTOBKH H
MIPOBEICHHE KOHPEPEHTHOTO MEPOITPHUSITHS
WHINBUTYAITEHO

U B cOCTaBe paboueil Tpymisl;
JOKYMEHTHPOBATh Pa3HbIC ATAIbI MIPOIETYPHI
MIOJITOTOBKH U TIPOBEACHUS KOH(PEPESHTHOTO
MEPOTIPHUATHS;

COOITIONIATh ATHKET ¥ OCHOBHI MEXTyHAPOIHOTO
MPOTOKOJIA,

OCYIIECTBIATH cOOP, 00paboTKy HHPOPMAITUH,
CUCTEMAaTH3alMIO MOJIy4aeMbIX U MepeaBaeMbIX
JTAHHBIX;

OCYIIECTBIIAThH MTPOBEPKY TOCTOBEPHOCTH,
MOJTHOTHI

U HEMPOTUBOPEUYUBOCTH JTAHHBIX, UCKITIOUECHUE
TyonupoBaHust KHPOPMAIIUU;

NPUMEHSTh HH()OPMALIMOHHO-
KOMMYHHKAIIHOHHBIE TEXHOJIOTUH.

3uanusa:

HOpPMaTUBHBIE MPABOBBIE akThl Poccuiickoit
®denepanuu B chepe HHPOPMALIHH;

KOMILUIEKC OPraHH3allMOHHO-TEXHUYCCKUX
MEPOTIPUSITHH 1O MOATOTOBKE U TIPOBEICHUIO
KOH(GEPEHTHBIX MEPOIIPUATHIA;

npaBuiia 0pOpPMIICHUS JOKYMEHTOB,
cO37aBaeMBIX

B IIpoliecce MOJATOTOBKH U IPOBEACHUS
KOH(EPEHTHOTO MEPOTIPHSITHS;

STUKET U OCHOBBI MEXIYHAPOIHOTO MPOTOKOIIA;
9THKa JEIOBOr0 OOIIECHHMS;

COCTaB BHYTPEHHUX U BHEIIHUX
UH(OPMAITMOHHBIX TOTOKOB;

CTPYKTYpa OpTaHU3alUU U TIOPSA0K
B3aMMOJICHCTBUS MOIPA3/ICICHHUIA;

METO/Ibl 00PabOTKH ¥ 3aIIUThI HH(OOPMAITUH C
IPUMEHEHHEM CPEICTB MHPOPMAITHOHHBIX 1
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KOMMYHUKAIIMOHHBIX TEXHOJIOTHIA;
TpeOOBaHUs OXpaHbI TPY/A.

IIK 1.7. Odopmnars
OpraHu3aIMoHHO-
pacnopsIuTenbHbIE
JOKYMEHTBHI U
OpraHu30BBIBATH
paboTy ¢ HUMH, B TOM
qrcie ¢
UCTIOJIb30BaHHEM
AaBTOMATU3UPOBAHHBIX
cHCTEM

HaBbikn

0(OpMIICHHUS OpTaHU3AIIHOHHO-
pactopsIUTEeILHBIX

JOKYMEHTOB U OpraHusaiusi paboThl C HUIMH, B
TOM YHCJIE C UCIIOJIb30BAaHUEM
ABTOMATU3UPOBAHHBIX CHCTEM

Ymenus:

COCTABJISTH MTPOEKTHI OPTaHU3AIMOHHBIX,
pacropsIUTENbHBIX U HHPOPMAIIMOHHO-
CIPAaBOYHBIX JJOKYMEHTOB, B TOM YHCJIC
JOKYMEHTOB, COJIEP)KAIINX KOH(PHICHIIHATHHYIO
UH(pOpPMaIHIO;

0(pOpMIISITh OpraHU3aLUOHHO-
pacropsiIuTeNTbHbIE TOKYMEHTHI (OpUTHHAIBI 1
KOTIUH);

CKaHMPOBATh, KOTIMPOBATh U KOHBEPTHPOBATH
JOKYMEHTHI B Pa3JInYHbIe (DOpMaThI;
OCYIIIECTBIIATH IPOBEPKY MPOEKTOB IOKYMEHTOB
Ha COOTBETCTBHE MIPABUIIaM JICTIONIPON3BOJICTBA;
MPUHUMATH ¥ IPOBOJUTH MEPBUYHYIO 00paOOTKY
BXOJISIIIIAX JOKYMEHTOB;

IPOBOJUTH IPEABAPUTEIBHOE PACCMOTPEHHE
BXOJIAIIIUX U BHYTPEHHUX JOKYMEHTOB;
PErUCTpUPOBATh BXOAIINE, UCXOSIINE U
BHYTPEHHUE JIOKYMEHTHI;

KOHTPOJINPOBATh MapHIPyTH3ALHIO
JOKYMEHTOIIOTOKOB B OpraHU3aluu
(cornnacoBaHue, MOANKUCAHUE, YTBEPKICHNUE,
peructpanys, 03HaKOMJICHHE U UCIIOJIHEHUE
JIOKYMEHTOB)

OCYILECTBJIATh CPOKOBBIA KOHTPOJIb UCIIOJTHEHUS
JOKYMEHTOB;

OCYILECTBJIATh IIOATOTOBKY U OTIPABKY
UCXOJSALINX IOKYMEHTOB;

COCTAaBJIATh OTYETHI U AHATUTHUECKUE CIIPABKU
00 UCIOJIHEHUH JOKYMEHTOB;

BECTH MH(OPMALIMOHHO-CIIPABOYHYIO padoTy
0 JOKYMEHTaM;

OCYILECTBIIATh PA0OTy C OpraHU3allMOHHO-
pacrnopsIUTeIbHbBIMU JJOKYMEHTaMH

B aBTOMATH3UPOBAHHBIX CUCTEMAX.

3uanus:

HOpPMAaTUBHBIE IIPAaBOBBIE aKThl Poccuiickoit
Oenepanuu B cepe Ae10mpon3BOJICTRA;
JIOKJIbHbIE HOPMATHUBHBIE AKTHI,
periaMeHTUPYIOIIHNE ESTEILHOCTh CITY>KOBI
JENIOTIPOM3BOCTBA U €€ paOOTHUKOB,
OPraHu3alUIo BEACHUS AEI0NPOU3BOICTBA;
COBPEMEHHbIE HH()OPMAIIMOHHBIE U
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KOMMYHHUKAIIMOHHBIE TEXHOJIOTUH, TPUMEHSIEMbIE
B paboTe ¢ JOKyMEHTaMH;

CTPYKTypa OpraHu3aliu, PyKOBOACTBO
CTPYKTYPHBIX MO/Ipa3iesieHuil, 00pa3ibl
HOJMUCEHN JIUI, UMEIOIIUX MTPABO MOAIUCAHUS U
YTBEP)KJACHUS JJOKYMEHTOB,

¥ OTPaHUYCHHS 30H UX OTBETCTBEHHOCTH;
IpaBUJIa PYCCKOTO SI3bIKA;

TpeOOBaHUs OXpaHbl TPy/a.

[IK 1.8. Odopmnsars
JOKYMEHTHI IO
JUYHOMY COCTaBY U
OpraHu30BBIBATH
paboTy ¢ HUMH,

B TOM YHCIIE C
WCTIOIh30BaHUEM
aBTOMAaTU3UPOBAHHBIX
cHCTEM

HaBbikn

0(hOpMIICHHUS JOKYMEHTOB TI0 IMYHOMY COCTaBY H
OpraHu3aIuyi padoThl ¢ HUMH, B TOM YHCIIE C
MCIIOJIb30BaHUEM aBTOMATH3UPOBAHHBIX CUCTEM

Ymenus:

o0ecrneunBaTh COXPaHHOCTh MEPCOHATIBHBIX
JTAaHHBIX paOOTHHUKOB;

OpraHU30BbIBAThH TIOKYyMEHTOOOOPOT O
MPECTABICHUIO TOKYMEHTOB I10 TIEpPCOHAIY B
rOCyIapCTBEHHBIE OPTraHbl;

OpPraHU30BBIBAThH IOKYyMEHTOOOOPOT MO YUETY
U IBMOKEHHUIO PaOOTHHUKOB;

BECTH BOMHCKHH y4E€T pabOTHUKOB;

BeCTU y4€T pabodero BpeMeH! padOTHUKOB;
0(hOpMIIATH OPTraHU3AIMOHHO-
pacnopsauTeNbHbIE JOKYMEHTHI IO TUYHOMY
COCTaBy;

BECTU PETUCTPALINIO, YUET, ONlepaTuBHOE
XpaHEHHUE TOKYMEHTOB 10 JUYHOMY COCTaBY;
BECTU JOKYMEHTAIINIO, ITOATBEPKIAIOIIYIO
CBEICHUS

0 TPYZIOBOI1 IEATEILHOCTH U TPYIOBOM CTaXke
PabOTHUKOB;

dbopMupoBaTh TNYHbIE JIe]a PAOOTHHKOB;
0GOpMIIATH Jiefia IO TUYHOMY COCTaBY JUIs
nepeaayu

B apXUB OpraHHU3aIliy;

paboTarh co crenuaiIn3upoOBaHHBIMU
UH(GOPMAIMOHHBIMHU CUCTEMaMu 1 0azaMu
JAHHBIX 110 BEACHUIO Yu&Ta U ABMKCHUIO
PabOTHHKOB.

3nanus:

HOPMAaTUBHBIE IIPABOBBIE aKkThl Poccuiickoit
Oenepanuu B cepe TpyI0BbIX OTHOIICHHI;
JIOKAJIbHbIE HOPMATHUBHBIE AKTHI,
pPEIaMEHTUPYIOIIUE TPYILOBBIE OTHOLLIECHHUS;
COBPEMEHHbIE HH(POPMALIMOHHO-
KOMMYHUKAILIUOHHBIE TEXHOJIOTUH, IPUMEHSAEMBIE
B paboTe ¢ JOKYMEHTaMH IO JINYHOMY COCTaBYy;
CTPYKTypa OpraHu3alHH, PyKOBOJICTBO
CTPYKTYPHBIX ITOAPA3IACICHUN;

IpaBUJIa JIEJIONPOU3BOJICTBA;
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IpaBUjIa PyCCKOTO SI3bIKa;
ATHKA JIeJI0BOr0 OOIICHHUS;
TpeOOBaHUs OXpaHbI TPY/A.

IK 1.9.
Opranu3oBbIBaTh
TEKyIllee XPaHCHHE
JOKYMEHTOB,
00paboTKy aein Jist
OTICPAaTHBHOTO

U apXUBHOTO
XpaHEHUS, B TOM
qrcie ¢
HCITIOJI30BaHUEM
ABTOMATH3UPOBAHHBIX
CUCTEM

HaBbiku

OpraHHM3aluK TEKYIEro XpaHeHHs JOKYMEHTOB,
00paboTKH A€ I OTIEPaTUBHOTO M APXUBHOTO
XpaHEHHs, B TOM YHUCIIE C UCIIOJIb30BaHUEM
ABTOMATHU3UPOBAHHBIX CHCTEM

YMenus:

pa3pabaTbiBaTh HOMEHKJIATYPY J€JI OPTaHU3allUu;
IPOBEPSATH MPABUIHLHOCTH 0(OPMIICHHUS
JIOKYMEHTOB M OTMETKH 00 MX UCIIOJIHCHUH
nepen ux GopMUPOBAHUEM B JIENO TSI
MOCJIENYIONIETO XpaHeHus ;) OpMHUPOBaTh Jeia,
KOHTPOJIUPOBATH IPABUIILHOE M CBOCBPEMEHHOE
pacripeneneHue 1 MoAIMBKY JOKYMEHTOB B Jiejia
B COOTBETCTBHUM C HOMEHKJIATypO# JE;
MIPOBEPSITH CPOKH XPAHECHHS JOKYMEHTOB,
COCTaBIIATH MPOTOKOJ PabOTHI IKCIIEPTHOU
KOMHCCHH TIO TMIOATOTOBKE TOKYyMEHTOB K
nepenade B apxuB;

COCTaBIIATH KT O BBIICJICHUN K YHUITOKCHHUIO
JIOKYMEHTOB, HE TO/IJICKAIINX XPaHECHHUIO;
COCTABJISITh aKT 00 YHUYTOXXEHUU JJOKYMEHTOB;
OCYIIECTBIISATH MOJIHOE U YaCTUYHOE
odopmIIeHHE JeNl BpeMEHHOTO, ITOCTOSHHOTO,
JOJITOBPEMEHHOTO CPOKOB XpaHEHHS;
COCTABJISITh OTIMCH JIENT CTPYKTYPHBIX
MOJPAa3/IeIeHUI MTOCTOSHHOTO, JOJITOBPEMEHHOTO
CPOKOB XpaHEHHUs JUIs Mepe/ladul e B apXUB
OpraHu3aiuy;

NPUMEHSTh HH()OPMALIMOHHO-
KOMMYHHMKAIIMOHHBIE TEXHOJIOTHH IIPH paboTe C
JOKYMEHTaMHU.

3uanusa:

HOpPMAaTUBHBIE MPaBOBBIE akThl Poccuiickoit
®denepanuu B chepe AeTONPOU3BOICTBA U
apXUBHOTIO JIETa;

JIOKaJIbHbI€ HOPMATHUBHBIE AKTHI,
peraMeHTUPYIOLUE BeIEHUE JEI0NPOU3BOICTBA
U Iiepesady Jiell B apXUB OpraHu3aly;

BUJIbl HOMEHKJIATYp e, 001Iue TpeOoBaHUs K
HOMEHKIIAType Jell, TOPSAIOK paboThI ¢ HEll;
nopsIoK GopMUpOBaHUS U 0DOPMIICHUS JIe,
cnenuduka GopMUPOBaHUS OTAECTBHBIX
KaTeropuiu Ael;

IpaBuJIa XpaHEHUS J€J, B TOM YHCIIE C
JIOKYMEHTaMU OIPaHUYEHHOTO JOCTYIIA;
IpaBWia BbIAAYM U UCTOJIb30BaHUs JOKYMEHTOB
u3 chopMHUPOBAHHBIX JETT;

MOPSIOK MCIOJIBb30BaHUs TUIIOBBIX WIIH

14




BE/IOMCTBEHHBIX MTEPEUHEN TOKYMEHTOB,
OTIpeIeJIEHUs] CPOKOB XpaHEHHS B IIpoIiecce
HKCTIEPTU3bI IIEHHOCTHU JIOKYMEHTOB;

BUJIBI OITUCEH JIeNT OpraHu3aluy U MOPSI0K
paboThl ¢ HUMU;

TpeOOBaHUs OXpaHbI TPY/A.

Opranuzanus
apXUBHOU paboThI
10 TOKYMEHTaM
OpraHu3aIuin
pa3nu4HbIX hopm
COOCTBEHHOCTH

IK 2.1.
OcyliecTBIAThH
KOMIUIEKTOBaHUE
ApXUBHBIMH JIeIIaMU
(moxymMeHTaMn)
apXuBa OpraHU3AIIH

HaBbiku

y4acTHsi B KOMIUIEKTOBAaHWU apXUBHBIMH JI€JIaMU
(ToKyMeHTaMU) apXyBa OpraHU3aIuU

YMenus:

paboTaTh ¢ Mo Ipa3AeICHUSIMI/OPTaHU3AUSIMA
HMCTOYHHMKAMH KOMITJIEKTOBAHUS apX1Ba;
IPUHUMATh apXUBHBIE JeNa (JOKyMEHTHI) Ha
MOCTOSTHHOE WJIM JIOJITOBPEMEHHOE XPaHEHHUE;
y4acTBOBATh B MPOBEJICHUN IKCIIEPTU3bI
[IEHHOCTU Pa3IMYHBIX TUTIOB U BUJOB
JTIOKYMEHTOB B COOTBETCTBUH C BHYTPECHHUMU
peraMeHTaMy OpraHu3aliy;

NPUMEHSTH B paboTe peKOMEHAAINN SKCIIEPTHO-
MPOBEPOYHON KOMUCCHU WU SKCIIEPTHOM
KOMHCCHH OpraHU3allnu;

MIPUMEHSATH MMEPEYHH C YKA3aHHUEM CPOKOB
XpaHeHUs /e (JOKyMEHTOB);

coOmoaTh HOpMaTUBHBIE CPOKU XPAHEHUS 1€
(TOKYMEHTOB);

BECTH Y4ET HCTOYHUKOB KOMIUIEKTOBAHUS
apXuBa;

HCIIOJIb30BaTh MEPEJOBOM OTEUECTBEHHBIN U
3apyOE>KHBII ONBIT O KOMIJIEKTOBAHUIO apXHBa
nenaMu (IOKyMEHTaMH) OCTOSTHHOTO U
JIOJITOBPEMEHHOI'O XPaHEHHS;

HCII0JIb30BaTh COBPEMEHHBIE
aBTOMAaTH3UpPOBaHHbIE, HHPOPMALIMOHHBIE U
TEJIEKOMMYHUKALIMOHHBIE TEXHOJIOTUN
JOKYMEHTHPOBAHHBIX cep IesTeIIbHOCTU
OpraHu3aluu.

3Hanus:

HOpPMAaTHUBHBIC PABOBbIC akThl Poccuiickoi
deneparnyu B chepe ATONPOU3BOJICTBA U
ApXHUBHOTO JIENa;

HAyYHO-METONYCCKHE KPUTCPUH IKCIICPTU3BI
IICHHOCTH Pa3JIMYHBIX THIIOB ¥ BHJIOB JIEJT
(IOKyMEHTOB);

TEOPETHUYECKUE U METOIUICCKUE aCTICKThI
KOMIUIEKTOBAHUS M SKCIIEPTHU3bI IICHHOCTU BCEX
BHUJIOB JIOKYMEHTOB;

BUJIbI, PA3HOBUHOCTHU U ()OPMATHI BCEX BUJIOB
JIOKYMEHTOB;

YHUDUIIUPOBAHHYIO CUCTEMY OPTraHU3aI[HOHHO-
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pacopsSIANTENBHON JOKYMEHTALIUH;

CTaHIAPTHl 0POPMIICHUSI OPraHU3AIUOHHO-
pacopsSIANTENBHON JOKYMEHTALINUH;

CHOCOOBI M TEXHOJIOTUU IOKYMEHTUPOBAHUS
pa3IMYHBIX BUJOB IPO(HeCCHOHATBHON
NeSITeIbHOCTH;

OpTraHU3aIMOHHBIC TPUHIIAITHI KOMIUICKTOBAHUS
Jen (TOKYMEHTOB) OTPaHUYEHHOTO JI0CTYIIA;
TpeOOBaHUs OXpaHbl TPy/a.

[IK 2.2. Bectu yuér
APXUBHBIX JIET
(IOKyMEHTOB), B TOM
qrcie ¢
WCTIOIh30BaHUEM
aBTOMATU3UPOBAHHBIX
cHCTEM

Hagbiku

BEJCHUSY4ETa apXUBHBIX €] (JOKYMEHTOB), B
TOM YHCJIE C UCII0JIb30BAHUEM
aBTOMAaTU3UPOBAHHBIX CHUCTEM

YMmenus:

MOJIE30BAThCS YIETHBIMH JIOKyMEHTAMHU B PaMKax
AIIEKTPOHHBIX HH(POPMAIMOHHBIX CHCTEM
JOKYMEHTHPOBAHHBIX Cep ACSITSILHOCTH
OpraHu3aIny;

MOJTE30BATHCS CEPTHPHUIIMPOBAHHBIMHU
ABTOMATH3UPOBAHHBIMHA CUCTCMAMHU
JOKYMEHTHPOBAHHBIX C(ep NeSATSITbHOCTH
OpTraHM3aI|H 110 YIETY, PETHCTPAI[UH, KOHTPOJTIO
Jel (JI0KyMEHTOB);

M0JIb30BaThCsl UH(POPMALIMOHHO-CITPABOYHBIMU
CUCTEMaMH IOKyMEHTHPOBAHHBIX cep
JeSITeNIbHOCTU OpraHU3allly;

BECTHU CIIPABOYHO-TIOMCKOBBIE CPEICTBA K
ApPXWBHBIM JIeJIaM (JIOKyMEHTaM);

BECTHU y4ET CTPaxoBOro (hoHAa apXUBHBIX AET
(TOKYMEHTOB);

MPUMEHSTh HOPMaTUBHbBIE TIPABOBbIE AKTHI,
JIOKaJIbHbIE€ HOPMAaTUBHBIE aKThl OPTraHU3AIUH U
METOMYECKHE TOKyMEHThI B 001acTu yuéTa
ApPXUBHBIX €] (JOKYMEHTOB);

BHOCUTbH MPEATIOKEHUS 10 COBEPIIICHCTBOBAHUIO
METOJMYECKOTO 0OecreueHHsl yuéTa pa3HbIX
BUJIOB JIOKyMEHTOB B JIOKyMEHTHPOBAHHBIX
chepax AeSITETLHOCTH OPraHU3alInu.

3HaHunA:

HOPMaTHBHBIE ITPABOBBIE aKThl Poccuiickoii
denepanun B cepe NeT0MPOU3BOACTBA U
apXMBHOTO JIeNa;

METOANYECKHE JOKYMEHTBI 1 HallUOHAJIbHBIE
CTaHJIapThl B 00JIaCTH y4€Ta JOKYMEHTOB U
JOKYMEHTHPOBAHHBIX c(ep AeATEIbHOCTH
OpraHu3alum;

OTEYECTBEHHbIE U 3apyOe)KHbIE
CepTUPHUIUPOBAHHBIE CUCTEMBI
AaBTOMATU3UPOBAHHOTO yUYETA apXUBHBIX A€
(IIOKyMEHTOB);

TpeOoBaHUs K YU€Ty 0c000 LIEHHBIX U

16




YHUKAJIBHBIX aPXUBHBIX €] (JOKYMEHTOB);
CPOKH BBITIOJTHEHHUS PA0OT 10 YUETY apXUBHBIX
nen (TOKyMEHTOB);

oO01I1e NPUHIMITEI Y4ETa U KOMIUIEKTOBAHUS JIEJT
(IOKyMEHTOB) OIpPaHUYEHHOTIO JIOCTYIIA;
TpeOOBaHUs OXpaHbI TPY/A.

IIK 2.3.
Ocy1iecTBIAThH
XpaHEHUE apXUBHBIX
nen (TOKyMEHTOB) €
MIOCTOSTHHBIM CPOKOM
XpaHEHUS U TI0
JMYHOMY COCTaBy

B apXUBE
OpraHu3aIuu

HaBbikn

OCYILIECTBIICHHS XPAHEHUSI APXUBHBIX I
(IOKYMEHTOB) C IMOCTOSTHHBIM CPOKOM XPaHECHHS
Y 110 JUYHOMY COCTaBYy B apXMBE OPraHU3aALNU

YMenus:

CUCTEMAaTU3UPOBATh Jeja (JIOKyMEHTHI);
pa3Meniath apXuBHBbIE Jiena (JOKyMEHThI) Ha
MeCTax XpaHEHHUsl B COOTBETCTBUHU C
HOpPMaTUBHBIMU TPeOOBaHUAMHU B 001acTH
apXUBHOTO JIeJ1a U yIIPaBJIECHUS JOKYMEHTaMU;
coOnroaTh HOpMaTUBHBIE PEKUMBI XpaHEHUS
ApPXUBHBIX /1] (JOKYMEHTOB) Ha JIFOOBIX
HOCHTEJISIX;

MPOBOJIUTH IPOBEPKY MOJHOTHI COCTaBa
ApXHUBHBIX JOKYMEHTOB B €IMHUIIAX XpaHEHUST,
MPOBOJIUTH OMUCAHNUE APXUBHBIX /€]
(IOKyMEHTOB);

COCTABJISATh CIIPABOYHO-TIOWCKOBBIE CPEICTBA K
aApXUBHBIM JIeJIaM (JIOKyMEHTaM);

BECTU y4YET U KOHTPOJIb BBIAAYH apXUBHBIX JEIT
(TOKYMEHTOR) M3 apXUBOXPAHUIIUIIA U HX
BO3Bpara;

BECTU y4ET U KOHTPOJIb IEpeaadu JIe
(TOKYMEHTOB)

B T'OCY/IapCTBEHHBIA/MYHHUIIUITALHBIN apXUB WU
Ha MHOE BHEIIHEE XpaHeHue U npuéma Jien ¢
BHEIIHETO XpaHEHUs;

MIPOBOJIUTH MOJUCTHYIO IPOBEPKY (HHU3HUECKOTO
COCTOSIHHS J1eJT (JOKYMEHTOR);

pa3bICKUBATh HEOOHAPYKEHHBIE JIea
(IIOKyMEHTHI);

3amuuiath "HGOPMAIMOHHBIE PECYpPChl apXUBa
OT HECaHKIIMOHUPOBAHHOTO JIOCTYIIA.

3Hanusn:

HOpPMAaTUBHBIE MPaBOBBIE akThl Poccuiickoit
®enepanuu B chepe 1e10npou3BoACTBA U
apXUBHOTO JIeNa;

HOpPMAaTUBHBIE ITPAaBOBBIE aKThl Poccuiickoit
®enepanyu B 001acTH HH(GOpMAINHY,
WH(GOPMAITMOHHBIX TEXHOJIOTUH, 3aIIUThHI
uH(GOpPMAIUH U TIEPCOHATBHBIX TaHHBIX,

1 poBoi TpaHchopmalnu;

HOPMAaTUBHbIE IPABOBBIE aKThl Poccuiickoit
Oenepanuu B 061aCTH KOHPUACHIUATHHOCTH
UHpOpMaLUY;

17




npaBujia XpaHeHus JieN (IOKyMEHTOB) B
COOTBETCTBUU C UX TUIIAMHU;

HOpsAA0K (POPMHUPOBAHUS IOKYMEHTOB B
KOMIUIEKTBI, TPYIIIIbI, TUIIBL;

TpeOoBaHus K 0(hOPMIIEHHUIO JOTOBOPOB Ha
peanu3anuio yciayr BHEIIHETO XPaHEHUS J1E1
(1OKyMEHTOB);

CPOKH BBITIOJTHEHUS PadOT;

TpeOOBaHUs K YCTAaHOBJIIEHHBIM HOpMaM
BbIPa0OTKY;

TpeOOBaHUs OXpaHbl TPy/a.

IIK 2.4.
OcyIiecTBIAThH
XpaHeHue,
KOMIUIEKTOBaHUE,
y4€T U
WCTIOJIb30BaHUE eI
(1OKyMEHTOB)
BPEMEHHOTO
XpaHEeHUs

HaBbiku
obecrieueHns XpaHeHHs!, KOMIJIEKTOBaHUS, yu€Ta
Y UCIIOJI30BaHUSs JelT (JOKYMEHTOB) BPEMEHHOTO
XpaHEHHS

YMmenus:

OpraHn30BBIBAaTh U 00ECIIEUNBATh XPAaHEHUE JIET
(TOKyMEHTOB) BPEMEHHOTO XPaHEHUS
OpraHu3aIluy B TPATUIIHOHHOM H B DJICKTPOHHOM
BUJIC;

KOHTPOJINPOBATh Pa3pabOTKy CTPYKTYPHBIMHU
NOJIpa3IeJICHUSIMHU OITUCEH U aKTOB O BBIJICIICHUH
Ha YHUUYTOKEHUE JIeT (JIOKyMEHTOB) BPEMEHHOTO
XpaHEHUs B TPAJUIIMOHHOM U B JIEKTPOHHOM
BUJIE;

dbopMupoBaTh €AMHUIIBI XPAaHEHHSI IOKYyMEHTOB
JUIS UX TIOCTIENYIONIETO pa3MeEIIeHUs B apXUBe
OpraHu3aiuy;

COCTAaBJISATH CIIPABOYHO-TIOWCKOBBIE CPEICTBA K
ApPXUBHBIM Jiej1aM (JIOKyMEHTaM);

OCYIIECTBIIATh MOKUCK /1] (IOKYMEHTOB)
BPEMEHHOTO XpaHEHHs B MPOIECCE UX XPAHECHUS
B CTPYKTYPHBIX MOJPA3ICICHUAX U apXUBE
OpraHu3aiuy;

OCYIIECTBIISATh METOJMUYECKOE PYKOBOJCTBO
opraHu3anueil xpaneHus aein (I0KyMEHTOB)

B CTPYKTYPHBIX MOAPA3ICIICHUSX OPraHU3alllu;
OKa3bIBaTh CTPYKTYPHBIM IMO/IPA3ACTICHUSIM
MPAKTUYECKYIO TOMOIIIb B OPraHu3aluu
XpaHeHus e (I0KyMEHTOB);

pa3pabaTbIBaTh CIPaBOYHO-UH(POPMALIMIOHHBIE
JOKYMEHTBI TI0 OpTraHU3allii UCTIOIB30BAHUS JEIT
(IOKyMEHTOB) BPEMEHHOI'O XpaHEHHUsI B
CTPYKTYPHBIX MOJPA3ICICHUIX U apXUBE
OpraHu3aIuy;

IPOBOJUTH IKCIIEPTU3Y HEHHOCTH JIe
(TOKYMEHTOB) BPEMEHHOTO XpaHEHUs,
NepeaHHbIX B apXUB;

OTIpENeNIATh CPOKU XpaHEHHs JIelT (JIOKYMEHTOB)
BPEMEHHOTO XpaHEeHHUS;

o0ecrieunBaTh 3aIUTY JeJ (JOKyMEHTOB)
BPEMEHHOTO XpaHEHHsI B OpraHU3alliu OT
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HECAaHKIIMOHUPOBAHHOIO JIOCTYIIA WIH
YHUUTOXKECHHUS;

IPOBOJUTH (PU3NYECKOE YHUUTOKECHHE JETT
(1OKyMEHTOB) BPEMEHHOTO XpaHEHUS C
UCTEKIIMMH CPOKaMH XpaHEHUs NOoCIie
COIIACOBAHMSI CO CTPYKTYPHBIMHU
HOJPA3/IeICHUSIMU OpPraHU3allnu;

0pOpPMIIATH yIETHBIE TOKYMEHTHI 00
YHUUTOXKEHHUH €1 (JOKYMEHTOB) BPEMEHHOTO
XpaHEHUs C UCTEKIIMMHU CPOKaMU XpaHEHUS
COBMECTHO CO CTPYKTYPHBIMHU I0Ipa3A€ICHUSIMU
OpraHu3aluHm.

3HaHuA:

HOPMAaTHBHBIE IPaBOBBIE aKThl Poccuiickon
®enepannu B chepe 1e10Nnpou3BOACTBA U
ApXUBHOTO JIeNa;

HOPMAaTHBHBIE IPAaBOBBIE aKThl Poccuiickon
®enepanyy B 00JaCTH 3aIIUThI IEPCOHATBHBIX
JTAaHHBIX;

HOPMAaTHBHBIE IPaBOBBIE aKThl Poccuiickon
®denepanuu B 001acTH KOHOUIEHITUATEHOCTH
uH(bopMaIuy;

METOJMYECKHE TOKYMEHTHI U HallHOHATIbHbIE
CTaHAapTHI B 001aCTH AETOTPOU3BOJICTBA U
apXUBHOTO €114,

METOJIUKA pa3paboTKu GOPM YUETHBIX
JOKYMEHTOB B TPAQAUIIMOHHOM U B 3JICKTPOHHOM
BHJIE;

IpaBUjIa CUCTEMATHU3AlUU U KJIacCU(UKAIIK
JOKYMEHTOB;

0COOEHHOCTH OpraHu3aly XpaHEeHUs Al
(IOKYMEHTOB) Ha pa3jIM4YHbIX HOCHUTEIISX;
KPUTEPUU ONPEAEICHHS LICHHOCTH €T
(IOKYMEHTOB) JUlsl JalbHENIIETr0 XpaHEHUs WU
YHUUYTOXKCHHUS;

TpeOOBaHMUs K IpOLIeccaM YHUUYTOXKEHUS
UH(OPMaLUH B TPAJTULIMOHHOM U 3JIEKTPOHHOM
BUJIE;

TpeOOBaHUs OXpaHbl TPY/IA.

[IK 2.5.
OcymecTBiATh
UCIIOJIb30BaHHe
apXMBHBIX JIe
(TOKyMEHTOB), B TOM
4HClIe C
UCIIOJIb30BaHHEM
aBTOMATU3UPOBAHHBIX
cucTeM

HaBbiku

OCYILIECTBIICHUS UCIOJIb30BAHMS APXUBHBIX JEI
(IIOKyMEHTOB), B TOM YHCJIE C UCIIOJIE30BAHUEM
ABTOMAaTU3UPOBAHHBIX CUCTEM

YMmenus:

CHCTEMaTU3UPOBaTh U 0000INATH CBEICHUS O
COCTaBE U COJICPKAHUU apXUBHBIX JICIT
(IOKyMEHTOB);

UCTIOJIb30BaTh HH(POPMAIMOHHBIC TEXHOJIOTUU B
00JIaCTH CO3/IaHUS CIIPABOYHO-TTOUCKOBBIX
CpEJICTB apXHBa U JIOKyMEHTUPOBAaHHBIX cep
JeSITeJIbHOCTH OpraHu3alliu;

(OopMHPOBATh OCHOBHBIC U BCIIOMOTATEIILHBIC
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BH/IbI QDXUBHBIX CIIPABOYHUKOB B 3JIEKTPOHHOU
dopme;

HOJTOTaBINBAaTh HH(POPMALIMOHHBIE JOKYMEHTHI
I10 3aIIpocaM I10JIb30BaTENIEH Pa3IMUHbIX
KaTeropui.

3HaHuA:

HOPMAaTHBHBIE IIPABOBBIE aKThl Poccuiickon
@eneparun B cdepe IeT0NPOU3BOACTBA;
HOPMAaTHBHBIE IIPAaBOBBIE aKThl Poccuiickon
®denepanyy B 001aCTH 3aIUTHI TEPCOHATBHBIX
JTAaHHBIX;

METOANYECKHE JJOKYMEHTHI B 00JIaCTH
MCIIOJIb30BaHUS U MYOJIMKALUK apXUBHBIX A€
(IOKyMEHTOB);

cepruduurpoBaHHbIE HH(POPMALIMOHHO-
MOMCKOBBIE CUCTEMBI B 001aCTH pa3pabOTKU
Hay4HO-CIIPaBOYHOIO ammnapara
JOKYMEHTHUPOBAHHBIX Cep AesITeNTbHOCTH
OpraHu3aluy;

CPOKH BBITIOJTHEHHS pa0dOT IO OpraHu3aluu
MCIIOJIb30BaHUS apXUBHBIX JIeN (JOKYMEHTOB);
OpraHU3alMOHHbIE TPUHIIUITBI UCTIOIb30BAHUS
JOKYMEHTOB OI'PaHUYEHHOTO JIOCTYIA;
TpeOOBaHUs K MOJrOTOBKE apXUBHBIX CIPABOK U
BBIIIUCOK U3 APXUBHBIX JOKYMEHTOB;
TpeOOBaHUS OXPAHBI TPY/A.

O01mme KoMneTeHUN

D opMyJTHPOBKA
Konxomnerenuun 3HaHus, yMeHUS
KOMIIeTeHIIUH

OK 01 BriOupars ciocoObl perieHuss | YMeHHs: paclio3HaBaTh 3a1a49y U/Uiu
3a/1a4 MpodecCHOHATbHON npobiemMy B mpoheCCUOHATLHOM /WK
JEeSITeNIbHOCTH COIIMAJIbHOM KOHTEKCTE; aHAJIU3UPOBATh
IPUMEHHUTEIBHO K Pa3jIMYHbIM | 3a/1auy U/UIu Ipo0iieMy U BBLICISTH €€
KOHTEKCTaM COCTaBHbBIE YaCTH; OTIPEAEISATH ATAIbI

pelIeHUs 3a/1a4U; BBISBIIATh U

3¢ exTuBHO MCKaTh HH(pOpPMAITHTO,
HEOOXOUMYIO IS PEIIeHUs 3a/1a4u
W/WAIY TPOOJIEMBI; COCTABIISATH IIJIaH
JEHCTBHUSI; OTIPEACIIATh HEOOXOIUMBbIC
pPECYpCHI;BIaACTh AKTyaJbHBIMU
MeToamMu paboThl B TPo(dheccHoHaAIbHOM
U CMEXHBIX c(hepax; peau30BbIBaTh
COCTaBJICHHBI MJIaH; OLIEHUBATh
pe3yabTar U MOCIEACTBUS CBOUX
JEHCTBHI (CaMOCTOSTEIBHO HITH C
MOMOIIIbIO HACTABHHKA)

3HAHMA: aKTyaJbHBIN
npodeccruoHabHbIN U COIMANTBHBIN
KOHTEKCT, B KOTOPOM IIPUXOIUTCSA
paboTaTh U )KUTh; OCHOBHBIE HCTOYHUKHU

20




UH(OPMALIMU U PECYPCHI ISl PEIICHHUS
3a1a4 u mpooiaeM B mpoecCHOHATEHOM
U/WITH COIUAIBHOM
KOHTEKCTE;JITOPUTMBI BBITIOJIHCHHUS
paboT B MpoeCCUOHATTLHON U CMEKHBIX
00acTsIX; METOIbI PAOOTHI B
npodeccHOHATBEHON U CMEKHBIX
chepax; CTPYKTypy TUTaHA JUIS PEIICHUS
3aj1a4; OPSIIOK OLICHKHU PE3YJIBTaTOB
pelieHus 3a1a4 npoheCcCuOHANTBHON
JeATEIILHOCTH

OK 02

Hcnonbs30BaTh COBPEMEHHBIE
CpEZCTBA ITOMCKA, aHAJIN3a U
WHTEepIpeTAMUUH(YOPMAITUIT
nH(}OpMaIMOHHbIE
TEXHOJIOTHH JJIsl BBITTOJTHEHUS
3a/1a4 MpohecCHOHATIbHON
JeSITEeTHHOCTH

YMeHusi: onpeneaTh 3a1a4u It
MovcKa HH()OPMAIIUN; OTIPEICTISATh
HEO0OXOAMMbIE UCTOUHUKHU UH(HOPMAIINH;
IUTAHUPOBATh POLECC TOUCKA;
CTPYKTYpUPOBATh MOIYyIaEM YO
uH(pOpPMaIUIO; BBIAEIATh Hanbosee
3HAYMMOE B TIepedHe HH(POPMAITHH;
OIICHUBATH MPAKTUYECKYIO 3HAUUMOCTh
PE3yNbTaToB MOKCKa; 0(POPMIIATH
pe3yIbTaThl MOUCKA, IIPUMEHSTH
cpencTBa HH()OPMALIMOHHBIX
TEXHOJIOTHH JUTS PEIICHUS
npodeccroHaTBHBIX 3a/1a4;
HCIIOJIb30BaTh COBPEMEHHOE
IpOrpaMMHOE 00eCTIEYeHHE;
HCIIOJIb30BaTh pa3inyiHble HU(POBBIE
CPEICTBa ISl pEIICHUS
npodeCcCHOHANBHBIX 3a]1ad.

3HaHMs: HOMEHKIaTypa
UH(POPMAITMOHHBIX HCTOYHUKOB,
NPUMEHSIEMBIX B IPO(PEeCCHOHATLHON
NeSITEeIIbHOCTH; IPHEMBI
CTPYKTYypUPOBaHUs WH(GOPMAIINH;
dbopmar opopMIICHUS PE3YITHTATOB
noucka H(GopMaIu, COBpEMEHHBIC
CpeJ/ICTBa M YCTPOUCTBA
UH(POPMATH3AIMH; TIOPSIOK X
NPUMEHEHHS U IPOTPaMMHOE
obecrnieueHre B MpoheCcCHuOHaATbLHOM
JeSITEIbHOCTH B TOM YHCIIC C
UCIIOJIb30BaHUEM ITU(PPOBBIX CPEICTB.

OK 03

[Inanuposars u
peaTn30BBIBaTh COOCTBEHHOE
npogeccuoHalbHOE U
JTUYHOCTHOE PAa3BHUTHE,
IpeIIPUHIMATETbCKYIO
JeSTeTLHOCTD B
npoeccruoHabHOM chepe,
UCTIOJIb30BaTh 3HAHHS IO
(MHAHCOBOW TPAMOTHOCTH B
Pa3IUYHBIX KU3HEHHBIX

YMeHusi: onpenensaTh akTyallbHOCTb
HOPMAaTHBHO-TIPABOBOI IOKyMEHTAIUHU B
npodeccruoHaNbHON AeITeIbHOCTH;
MPUMEHATH COBPEMEHHYIO HAYUHYIO
npodeccuoHaIbHYI0 TEPMUHOIIOTHIO;
OTIPEETISATh U BHICTPAUBATh TPACKTOPUU
npodeccruoHaIbHOTO Pa3BUTUS U
caM000pa30BaHusL; BBISBIIATh
JIOCTOMHCTBA M HEJIO CTAaTKU
KOMMEPUYECKOHN UAeH; IPE3EHTOBATh
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CUTyalusx.

UJICH OTKPBITHSI COOCTBEHHOTO JieNia B
npodeccuoHaIbHON AeATeTbHOCTH;
ohopMIIATh OM3HEC-TUTaH; PACCUUTHIBATH
pa3Mepsbl BBIILIAT 110 POICHTHBIM
CTaBKaM KpPEIUTOBAHUS; ONPENEIISATh
WHBECTUIIMOHHYIO TIPHBIICKATSILHOCTD
KOMMEPUYECKHX UJCH B paMKax
npodeccuoHabHON eI TeTLHOCTH,
IIPE3EHTOBATh OU3HEC-UJIEIO;
OTIPEICIISITh UCTOYHUKU
(buHAHCHPOBAHUS

3HaHMA: co/lepiKaHNE aKTyaJIbHON
HOPMAaTHUBHO-IIPAaBOBOM TOKYMEHTAIUU;
COBPEMCHHAA HAy4YHadA U
npodeccuoHanbHasi TEPMUHOJIOTHS;
BO3MOXKHBIE TPAEKTOPUU
po¢eCCHOHATBHOTO PA3BUTHUS U
€caM000Opa30BaHMs; OCHOBBI
Hpe}IHpHHHMaTeHBCKOﬁ ACATCIBbHOCTH,
OCHOBBI (P MHAHCOBOM TPAMOTHOCTH;
npaBuiia pa3paboTku OM3HEC-TUTAHOB;
MOPpAAOK BEICTPaMBaHHWA IMPE3CHTANN,
KpeAUTHBIC 0AHKOBCKHE MPOTYKTHI

OK 04

DddexTuBHO
B3aMOJICUCTBOBATEL U
paboTarh B KOJUIEKTUBE U
KOMaH/JIe

YMeHusi: OpraHn30BBIBaTh PadbOTy
KOJIJIEKTUBA U KOMaH/Ibl;
B3aMMO/IEUCTBOBATH C KOJIJIETAMH,
PYKOBOJCTBOM, KIINEHTaMH B XOJI€
npodeccruoHalbHON AeATeIbHOCTH

3HaHMsA: TICUXOJIOTHYECKHUE OCHOBBI
JCATCIIbHOCTHU KOJIJICKTHUBA,
IICUXOJIO0THYECKHIE 0COOECHHOCTH
JIMYHOCTH; OCHOBBI ITPO €KTHOM
JCATCIIBHOCTU

OK 05

Ocy1iecTBISITh YCTHYIO U
MUCbMEHHYI0 KOMM YHUKAIIHIO
Ha TOCYAapCTBEHHOM SI3bIKE
Poccuiickont denepanyu ¢
y4eToM 0COOEHHOCTEMH
COLIMAIBHOTO U KYJIBTYPHOTO
KOHTEKCTa

YMeHusi: rpaMOTHO U3JIaraTh CBOU
MBICITH ¥ 0(QOPMIISITH TOKYMEHTHI I10
npodeccruoHalbHON TeMaTUKe Ha
TOCYIapCTBEHHOM SI3bIKE, TIPOSIBIISITh
TOJIEPAHTHOCTH B pabOYeM KOJIJIEKTUBE

3HaHuA: 0COOEHHOCTH COIIMAILHOTO U
KYJIBTYpHOTO KOHTEKCTa; paBuia
odopMIIeHUS JOKYMEHTOB U TIOCTPOCHHUS
YCTHBIX COOOIIEHMIA

OK 06

[TposBIATE TpaskIaHCKO-
NaTPUOTHYUECKYIO TTO3UIIHIO,
JIEMOHCTPUPOBATH
0CO3HAHHOE MTOBEICHNUE Ha
OCHOBE TPaJUITUOHHBIX
00IIIeYETOBEUECKHUX
LIEHHOCTEN, B TOM YHUCJIIE C
YYETOM rapMOHH3ALUN
MEXHAIIMOHAJIBHBIX U

YMeHus: ONMChIBaTh 3HAUMMOCTh CBOEH
CIICUAJIbHOCTU;IIPUMCHSATH CTAHAAPThI
AHTUKOPPYIIIIUOHHOT'O MOBEACHUS

3HaHMA: CYyLITHOCTb TPaKJAHCKO-
NaTpUOTHYECKON TTO3ULIUH,
00111e4eNI0BeYeCKUX IEHHOCTEH;
3HaYUMOCTb MPO(HECCHOHATEHON
JeSITeIbHOCTH 110 Tpodeccuu
(crienManbHOCTH); CTaHAAPTHI
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MEKPEITUTHO3HBIX
OTHOLIEHUH, IPUMEHSATh

QHTUKOPPYNLIMOHHOIO ITOBEACHUS U
IIOCJIEICTBUS €r0 HapyLLICHUS

CTaH/IapThHI
AHTUKOPPYIIIHOHHOTO
MOBE/ICHUS

OK 07 CopnelicTBOBaTh COXPAHEHUIO | YMeHMs: COOII0NaTh HOPMBbI
OKPYKAIOLIEN CPEbI, IKOJIOTUYECKOI O€30TIaCHOCTH;
pecypcocOepexeHunro, OTIPEICIISATH HAPABICHUS
PUMCHSITh 3HAHUS 00 pecypcocOepeKeHns B paMKax
WU3MCHEHUU KJIMMATa, po(eCCHOHANBHON eI TEIBHOCTH T10
IIPUHIIAITEI OEPEKITHBOTO CIEIHATLHO CTUOCYIIECTBISITH padOTy C
IPOM3BOJICTBA, 3()(HEKTHBHO COOIIOIEHHEM TTPUHIIUIIOB OEPEKITUBOTO
JICMCTBOBAThH B YPE3BBIYAMHBIX | MPOW3BOJICTBA; OPTAHN30BHIBATH
CUTYAITUSIX po(eCCHOHATTBHYIO AEATEIBHOCTD C

y4eTOM 3HaHHUI 00 U3BMEHEHUH
KIIMMATHYECKHUX YCIIOBHI PETHOHA.
3HaHMA: TPaBUIIA FKOJIOTUYECKOI
0€30MacHOCTH NP BEIECHUHU
npodeCcCHOHATBHON NeATeIbHOCTH;
OCHOBHBIE PECYPCHI, 3a/IHICTBOBAaHHEIC B
npodeCcCHOHATBHON NeATeIbHOCTH;
MyTH 00ECIIEYCHUS PECYPCOCOEePEIKEHUS;
MIPHHIIAITEI OSPEKITMBOTO TPOU3BOICTBA;
OCHOBHBIC HAIPaBJICHUS U3MECHEHUS
KJIMMaTHYECKUX YCIIOBUM PETHOHA.

OK 08 Hcnonb3oBath cpeacTBa YMeHus1: ucroabp30BaTh GU3KYIBTYPHO-
(bu3nueckoil KyabTypbl JJIs 037I0POBUTEIBHYIO JESITENbHOCTD JJIS
COXpaHEHUs U YKpEIUICHUS YKpPETIJICHUS 3A0POBbS, 10 CTHKEHUS
3I0pOBbSA B IIpolecce YKU3HEHHBIX U MPo(deCCHOHATBHBIX
npodeccruoHanbHON HeJe; IPUMEHSTh palliOHATIbHBIC
JEeSITEeNIbHOCTH U MPUEMBbI IBUTaTeNbHBIX QYHKIUH B
noJyiep>KaHusi HEOOX0IMMOTO | MPOECCUOHATBHON eI TeIbHOCTH;
ypOBHS (hU3UYECKOU MOJIb30BAThCsI CPENICTBAMU
MOJITOTOBJIEHHOCTH npo(UIAKTUKY TIEPEHANPSIKEHUS,

XapaKTEPHBIMU 7151 JaHHOM
CHEIHAIbHOCTU

3HaHuA: POJb GUINYECKON KYIBTYPHI B
0OLIEKYTETYPHOM, MTPO(HecCHOHATEHOM
U COLIMAJIbHOM Pa3BUTHH YEIIOBEKA;
OCHOBBI 3/JOPOBOTO 00pa3a KU3HH;
ycnoBus podheccuoHanbHOMI
JEeSITEeIbHOCTH M 30HBI PUCKA
(bU3NYECKOTO 3I0POBBS A
CHEIHNAIbHOCTH, CPEICTBA
npoUIaKTUKY TIEpEeHANPSKEHUS

OK 09 [Tonw3oBaThCs Ymenusi: moHUMATh OOITUIT CMBICIT
npogeccuoHaIbHON YETKO IPOU3HECEHHBIX BBHICKA3bIBAaHUIMA

JIOKyMEHTaIlMei Ha
TOCYIapCTBEHHOM U
WHOCTPAHHOM SI3BIKaX

Ha U3BECTHBIC TEMBI
(mpoeccroHanbHbBIE U OBITOBBIE),
TIOHMUMAaTh TEKCTHI Ha 0a30BBIE
npoQeccuoHaATBbHBIE TEMBI; Y4aCTBOBATh
B IMAJIOTaX Ha 3HAKOMBIE 00IIHE U
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npodeccruoHabHBIE TEMBI; CTPOUTH
IPOCTHIE BHICKA3bIBAHUS O ceOe 1 0
CBOEH mpodeccCHoHaTbHOM
JIeATEIILHOCTH; KPaTKo 000CHOBBIBATh U
OOBSICHATH CBOM JICHCTBHS (TEKyIHE U
IJIaHUPYEMBIEC); MUCATh MPOCTHIE
CBSIBHBIC COO6HI€HI/I$I Ha 3HAKOMBIC UJIN
WHTEPECYIOIIHE MPOPECCHOHATBHBIC
TEMBI

3HaHUSA: IpaBHUJIA TIOCTPOCHHS IPOCTHIX
Y CIIOXKHBIX TPEII0KESHUH Ha
npo¢eccCHOHabHBIE TEMbI; OCHOBHBIC
0011eyTTOTPEOUTEIIBHBIC TIAr0JIbI
(6brTOBAs M MMpodeccuoHaTbHAS
JIEKCHKA); TEKCUUECKUI MUHUMYM,
OTHOCSIIIIUICS K OTIMCAHUIO TIPEIMETOB,
CPEZCTB U MPOLIECCOB
npodeCcCHOHATBHON NeATeNbHOCTH;
0COOCHHOCTH MPOU3HOIICHHUS; TpaBHIIa
YTEHMsI TEKCTOB NMPOPEeCCUOHATBLHON
HaMpaBJIeHHOCTH

2.3. CHIEHUAJIBHBIE TPEBOBAHMUS
Jluma, noctynuBIIKe Ha 00y4YeHHUE, JOJDKHBI UMETh IOKYMEHT O TIOJIYYEHUH OCHOBHOTO OOIIEro
00pa3zoBaHwMsI.

2.3.1 Hcnosb30BaHne BapUATHBHOM 4acTH

BapI/IaTI/IBHaH YJacCTb HCIIOJIb30BaHa:
- Ha YBCJIIMYCHHUC o0beMa BPEMCHH, OTBCACHHOI'O HA JUCHUIIINHBI 00s13aTeNbHOM HacCTH,
- Ha BBCIACHHEC HOBBIX JUCHUIIJIMH B COOTBETCTBUU C HOTpe6HOCT${MI/I pa60TOI[aTeJ'IefI.

Pacnipenenenne BapmatuBHOW yactu ydeOHoro mmiaHa [IIICC3 mo nukiaMm mpeacTaBieHO B
Taduue:

CrtpykTypa 00pa3oBaTeIbHOMI Bcero OO6s3arenpHas BapuatuBnas
MPOrpaMMBI 4acTh 4acTh
ConmaibHO-TYMaHUTAPHBIN TIHKIT 598 414 184
Ob6menpodeccrnoHaTBHBIN UK 622 400 222
[IpodheccrnonanbHBIN UK 1516 952 564
Bceero mo nmuknam IMTICC3: | 2736 1766 970
100% 65% 35%
l'ocynapcrBenHas utorosas
artecranus (I'A) 216 216
Bcero c THUA: | 2952 1982 970
O0611e00pa30BaTENBHBIA UK 1476 886 590
Bcezo 4428 2868 1560

Bbienenne uYacoB Ha BapuUaTHBHYIO YacTb OOOCHOBAaHO H3y4eHHEM TpeOOBaHUIA
pabGoTonareneii.
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2.3.2 Peasm3anus npogeccnoHaIbLHOI0 MOAYJIs 10 OCBOEHHUIO padoueii nmpodeccun

B kauectBe ocBamBaemoii paboueil mpodeccun cayxamero 26353 Cekperapb-
MallTMHUCTKA

[1M.03 Beimonnaenue pabot mo A0KHOCTH ciyxamiero 26353 CekpeTapb-MalliHUCTKA

Ilo oxoHwyaHWuM caaeTcs KBaNM(UKAITMOHHBIA SK3aMEH M BBIAACTCS JOKYMEHT 00
OCBOEHHUH pabouecii mpodeccuu BHYTPEHHEHTO 00pas3ia.

3. IOKYMEHTHBI, ONPEJAEJAIOIIUE COAEP KAHUE U OPTAHU3ALIUIO
OBPA3OBATEJIBHOI'O ITPOLHECCA

3.1 YYEBHBIN IVIAH OYHOM ®OPMbI OBYUEHMUSI

AKT corjiacopanus ¢ padorogarejisiMu 00pa3oBaTe/IbHbIX Pe3yJbTaTOB
BApPUATHBHON U HHBAPUAHTHOM YyacTeil

VY4eOHblil 1aH 04HOM (opMBbI pazpaboTaH i oOydaromuxcst Ha 0a3e 0CHOBHOTO
obmero oopazoBanus chOpMHUPOBAH HA KX bl O] HA0OPa OTAEIHHO.
VY4eOHbI MIaH BKJIFOYAET B CEOs:

— CBojHBIC TaHHBIC 10 OIOKETY BPEMECHHU.

— Ilnan yuebHoroO mporecca.

— Kanennapuslit rpaguk.

— Ilepedyenr kaOuwHeTOB, JsabopaTtopuif, MacCTePCKUX W Jp. s TOATOTOBKH TIO
cnenpanbHoct  46.02.01  JlokymMeHTalMOHHOE  OOECICUeHHE  YIpaBICHHS U
apXUBOBE/ICHUE.

— IlosicHuTenpHas 3anucka.

3.2 PABOYUE ITIPOI'PAMMbBI JUCIUIVIMH W HNPOP®PECCHUOHAJIBHbBIX

MOZIYJIEN
Ilepeyenb pabo4yux NporpamMm o01e00Pa30BaTeIbHOI0 IIUKJIA
HHJEKC HauMeHoBaHHe QUCHHUILIMHBI
OVIIL.Ol Pycckuit sa3b1k

OVII.02 Jluteparypa

OVII.03 Maremarnka

OVIL04 WNHocTpaHHbIN A3BIK

OVII.05 Nudopmaruka

OVII.06 dusuka

OVIIL.07 XumMus

OVII.08 Buosnorus

OVII.09 Hcropus

OVII.10 OO01ecTBO3HAHNE

OVIIL11 I'eorpadus

OVIIL.12 duznyeckas KylIbTypa

OVII.13 OcCHOBBI 0€30ITaCHOCTH KU3HEAEATEIHHOCTH

JAVYIIK.B.01 | TexHonoruueckue 0CHOBBI NPOQecCHOHATBHOM eI TeTbHOCTH

Hepeqeﬂb paﬁotmx nporpaMm JTUCHUMIIVIMH COIIHAJTBbHO-TYMAHUTAPHOI'0 IIUKJIA

HHIEKC HaumenoBanue JMCHUNINHBI

Cr.ol Hcropus Poccun




HHJEKC HaumeHoBaHue THCHUIJIMHBI
Cr.02 WHocTpaHHbI A3bIK B TPOPECCHOHATBHON AEATEIbHOCTH
Cr.03 be3onacHOCTh )KU3HEEATENBHOCTU
CI.04 duznyeckas KylbTypa
CI.05 OCHOBBI OEpPEKIMBOTO MPOU3BOJICTBA
CI.06 OcHOBBI (pHAHCOBOM I'PaMOTHOCTH
CI'.B.07 PriHOK Tpyna u npodeccuoHaiibHas Kapbepa
CI'B.08 OO61ue koMIeTeHIMH npodeccroHana (o ypoBHIM)
CI'B.09 ConuanbHO 3HaUMMas AESITEIbHOCTD

Ilepeyens padoynx NPOrpamMM JHCHHILUINH 001IeNPOdhecCHOHATLHOTO UKJIA

HHIEKC HaumeHoBaHue THCHUIJIMHBI
OI1.01 DKOHOMUKA OpraHu3alu
OI1.02 MeHeKMEHT
OI1.03 [TpodecronanbHas STUKA U OCHOBBI JIETIOBOTO OOIIICHHS
OI1.04 [IpaBoBBIE OCHOBBI NMPO(EeCCHOHATBHON AESITEIbHOCTH
OI1.05 Pycckuil s13pIK B poheccnoHaIbHOM A€ATEeIbHOCTU
OI1.06 NudopManimoHHbIE 1 KOMMYHHKAITMOHHBIE TEXHOJIOTUH
OI1.07 Komnerorepnast 00paboTka TOKYMEHTOB
OIL.B.08 OCHOBBI IPEITPUHUMATENBCTBA

IlepeyeHb paboYMX NPOrPAMM M CUHUILIHH PO eCCHOHATBHOI0 IMKJIA

HHJIEKC HaunmeHoBaHMe M CUUILUIMH/TIPOdecCHOHATBLHBIX MOTYJIEH

IIM.01 OcyIecTBIICHHE OPraHU3aMOHHOTO M IOKYMEHTAITMOHHOTO 00ECTICUeHUS IeATeITLHOCTH
OpraHu3auu

I[IM.02 | Opranu3anus apXuBHOU pabOTHI MO TOKYMEHTAM OpraHU3AINi pa3IMIHbIX HOpM
cOOCTBEHHOCTH

I[IM.03 | BemosiHeHne paboT 1o TOJDKHOCTH ciayxaiiero 26353 Cekperapb-MalllMHUCTKA
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3.3 KAJIEHJAPHO-TEMATUYECKHUE TIJIAHbI JUCHUIIJIMH, MK (Komrmuekr
KaJICHJJAaPHO-TEMATUYECKUX IIJIAHOB HAXOAUTCs B nanke «KamennapHo-TeMaTu4ecKue IJIaHbl.

46.02.01 JlokyMEeHTaMOHHOE 00ECIICUCHHE YIIPABICHHS H aPXUBOBEICHUEC)

3.4 YYHEBHO-METOANYECKHE JOKYMEHTDI,

PEAJIM3ALIMIO

PABOYHX INPOT'PAMM

IMPO®ECCHOHAJIBHBIX MOJYJIEH
Y4edHo-MeToANYeCKHIT KOMIIJIEKC ISl 00y4YaIoIIUXcsl M0 001eo6pa3oBaTebHOM

MnoATr0OTOBKE.

OBECHEUMBAIOIINE
JUCHUIINH

n

Tox nm3mauus/
aKTyaJu3aluu

®Uo
pa3padoTunka

HaszBanue
M3IaHHOIO
nmocoous

Bun

Tupamx

Oo0bem B
MEYATHBIX
JHMCTAX

2020

Canpuena E.A.

Metoanueckre pekoMeH1aluu
10 BBITTOJTHEHUIO
BHEAYyIUTOPHOM
CaMOCTOSITEIbHOM pabOThI 110
JMCITATIIINHE « OKOHOMHUKAY)

MP

2020

Canpuesa E.A.

MeTtomyeckne peKkoMeHaiuu
M0 BBIIOIHEHUIO
MPAKTUYECKUX 3aHATUH TI0
JMCITATIIINHE « OKOHOMHUKAY)

MP

2020

EBrpadosa 1.B.

Metoauueckre pekoMeHaaluu
10 BBITIOJTHEHUIO
BHEAYJIUTOPHOU
CaMOCTOSITEIHHOM pabOThI
quciumirHa Maremaruka

MP

2020

EBrpadosa 1.B.

MeTtonuyeckne peKoMeHIauu
10 BBIIIOJTHEHHIO
MIPAKTUYCCKUX 3aHITHH TI0
IUCHUIUTMHE MaTeMaTuka

MP

2020

EBrpadosa 1.B.

KoMIuiekT nexuui mo
MaTeMaTHKE

MP

2020

Hynykuna A.1.

Meroanyeckure peKoMeHAauu
JUUTS. BBITTOJTHEHHS
MIPaKTHYCCKUX PabOT MO TeMe
«DyHKIHA»

110 JUCIUILIMHE
«MaremaTuka

MP

2020

ITumanosa C.H.

Meroanyeckue peKoMeHaaIuu
10 BBIMOJIHEHHUIO
BHEAyIUTOPHOM
CaMOCTOSITEILHON paboThl TIO
JUCHMIUIMHE PyCCKUM sA3bIK

MP

2020

ITumanosa C.H.

CamocrosTenbHas pabora
CTYJICHTOB I10 TeMe
«CHHTaKCUC COBPEMEHHOTO
PYCCKOTO SI3bIKa
YueOHo-MeToguYeCcKast
pa3paboTka

MP
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o w3nanusy/ ®UO Ha3zpanue O0bem B
N3JIaHHOI0 Bun | Tupax | me4arHbIX
aKTyaJau3anun pa3padoTunka
nocooust JINCTAX
2020 [Mumanosa C.H. Y4eOHO-MEeTOINYECKOe MIT
nocobue «Kak paborars Haj
COUYMHEHHUEM»
2020 [Mumanosa C.H. Meroanueckue pekomeHpanuu | MP
10 BBIMIOJTHEHUIO
BHEAYIUTOPHOM
CaMOCTOATEIBHOM PabOThI
Pycckuii s13p1k
2020 Myxun B.1. Meroanuaeckne pa3paboTKH 1Mo MP
CaMOCTOSITEIbHBIM 3aHSATUSIM
(6acketb0:1, BoJEHOOM,
TMMHACTHKA,
JIeTKas aTJIeTUKa, JIbDKHAS
MOJITOTOBKA)
2020 Hassinosa N.A. Meroanuaeckue pekomeHaanuu | MP
110 CaMOCTOSITeNIbHOM paboTe
CTY/ICHTOB TI0 JUCITUTIIIHE
«Muadopmarnka»
Y4eOHo-MeToANYeCKM I KOMILJIEKC IS 00y4aroIuXxcsl 10 AUCHUILIMHAM U
npopeccnonaabubiM Moayasam (MK) npodeccuoHaIbHOr0 NUKIa
Hanuune cOOpHUKOB
HHCTPYKIUH WJIH } Hanmame Hanunumne
HaumeHoBaHMe TUCUMILIIHMHBI/ METOAUYECKUX YKAZaHU U Y4eOHOro
MJK no BoinojiHeHuio JIP, 113, KMO . nocoous s
(nmpenoaasareJieii)
CEeMHHApPOB o0y4armmxcst
JIP 13 | cemuHapbl
MJK.01. 01 JlokyMeHTalluOHHOE + + + +
obecrnieueHue yrnpaBieHuUs
MJIK.01.02 Opranuzaius paboThI C + + + +
ANIEKTPOHHBIMU JIOKYMEHTaMU
M/K.01.03 Opranuzarus + + + +
CEKPETapCKOro 00CIyKUBaHUS
MJIK.01.04 TokymeHTauMOHHOE + + + +
obecrieueHne KaapoBOil CIyKObI
M/K.02.01 Opranuzanus u + + + +
HOPMAaTHBHO-IIPABOBHIE OCHOBBI
apXUBHOTO JIeNa
MJ/IK.02.02 + + + +
locynapcTBeHHBIE, MyHUIIUITATTEHBIE
apXMBBI U apXUBBI OpraHu3alui
MJIK.02.03 Metoauka u mpakTHKa + + + +
apXMBOBEICHUS
MJIK.02.04 OGecrieucHue + + + +
COXPaHHOCTH JIOKYMEHTOB
MJIK.03.01 Texaomorus + + + +
BBITIONTHEHUS paOOT MO JOKHOCTH
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ciyxauiero 26353 Cekperapb-
MallTMHUCTKA

Y4yeOHO-MeTONMYECKHE U IMIAKTHYECKHE MAaTePUAJIbl, U3JaHHbIE B KOJLIeIKe
s o0yyaromuxcest B pamkax peaausanuu ITIICC3

T'on ®HUO Ha3Banue O6bem B
u3gaHus/ H3IaHHOTO Bua | Tupaxk | me4yaTHbIX
pa3padorunka
aKTyaJu3alun nocooust JIMCTAX
2020 Canpuena E.A. Mertoauueckue MP

PEKOMEHJaluHU IO
BBITIOJIHEHHUIO TTPAKTUYECKIX
3aHATHUH 10 TUCIUILIHHE
DKOHOMUKA OpraHu3aIuu

2020 Canpuena E.A. Merouaeckre yKazaHus s MP
HPOBEACHUSI MTPAKTHUESCKUX
3aHATHHU 10 TUCIUTLTHHE
«OcHOBa
MPEANPUHIMATEIHCTBAY

2020 Canpuena E.A. Mertoanueckue MP
PEKOMEH/IAINH TT0
BBITIOJTHCHHUO BHEAYTUTOPHOM
CaMOCTOSITEIHHOM pabOThI
«OCHOBEHI
PEIPUHAMATEIIHCTBA

2020 Canpuena E.A. MeTtonuueckne yka3zaHus st MP
MIPOBEICHHMSI MPAKTUICCKUX
3aHSATHH 10 TUCIUIIIINHE
«DKOHOMHYECKAST TCOPHSD)

2020 Canpuena E.A. Meronuueckue MP
PEKOMEHIAIMH T10
BBITIOJTHCHHUIO BHEAYIUTOPHOM
CaMOCTOSITCIIBHON paObOThI
«DKOHOMHYECKAST TCOPUSDY

2020 Myxun B.U. MeTtonuyeckue pa3pabOTKu MP
10 CaMOCTOSITEIbHBIM
3aHATUAM (OackeTOoI,
BOJICHOOJI, TAMHACTHKA,
JIeTKas aTJIeTHKa, JbDKHAS
MIOJITOTOBKA)

2020 [Tymkapckuit C.B. | Metonuueckue MP
PEKOMEHIALINH T10
BBITOJIHEHHUIO BHEAYJUTOPHOI
CaMOCTOATEIBHOM pabOoThI

1O JUCLUIUINHE
«be3omnacHocTh
KHU3HENIEATETbHOCTI

2020 [Iymkapckuii C.B. | Metonuueckue MP
PEKOMEHIALINH TI0
BBITOJIHEHHIO MPAKTHYECKUX
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Ton ®UO Ha3zBanue Oo0beM B
n3nanusa/ H3IAHHOTO Bua | Tupaxk | me4yaTHbIX
paspadoTunka
aKTyaJIu3anun nocoous JHUCTAX
paboT MO JUCIHILINHE
«be3onacHOCTD
KU3HENEATEIHLHOCTID)

yqeﬁHO'MeTOIlquCKHﬁ KOMIUJICKC 1JId Oﬁy‘-lalOHII/IXCH Mo JTMCHUIVIMHAM COIIHAJIBHO-

TYMAHUTAPHOI'0 HUKJIA

Hannuyue cOOPHUKOB HHCTPYKIMI WIIN Hanu4yue Hanu4yue
HaunmeHnoBanue METOAMYECKUX YKa3aHUil 1o KMO y4eOHOro
JUCIHHUIJINHDBI BbinojiHennio JIP, 13, cemunapos (mpenogaBare | mocoOus 1S
JIP 113 CeMHUHAPBI Jieit) ol0yuarommxest
CI.01 Ucropus + + + +
Poccun
CT.02 nocTpaHHbIN + + + +
SI3BIK B
npodeccnoHaATBHOM
JIeSITeIbHOCTU
CT.03 be3onacHOCTh + + + +
KU3ZHEACITEIbHOCTH
CT.04 ®usnueckas + + + +
KYJIbTypa
+ + + +
CT.05 OcHoBbI
OepeKITMBOTO
MIPOU3BOJCTBA
CT.06 OcHoBBI + + + +
(ruHaHCOBOM
IPAMOTHOCTHU
CT.B.07 PsiHOK + + + +
TpyAa u
npodeccuoHanbHas
Kapbepa
CI'.B.08 OOmue + + + +
KOMIIETEHIIUU
npodeccronana (1mo
YPOBHSIM)
CI'.B.09 ComuanpHO + + + +
3HaYMMast
JESITEIbHOCTh
Y4eOHO-MeToANMYeCKN I KOMILIEKC ISl 00y4alomuXCsi 10 AUCHHUIINHAM
00menpogeccHOHATBHOI0 IMKJIA
Hannuyne cOOpHUKOB HHCTPYKIM Hanmume Hanu4yue
HanmeHnoBanue WM METOAMYECKHX YKA3aAHUH 110 KMO y4eOHOro
JUCIHUILINHDBI BbinoJHennio JIP, 113, cemunapos . nmocoous s
(nmpenogaBareei)
JIP 113 CEMHHAPBI o0yuyaommxcst
OI1.019xoHOMUKa + + + +
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OpraHu3aIu

OI1.02 MeHemKMEHT + + + +

OI1.03 + + + +
[Tpodecnonanpuas
3THUKA U OCHOBBI

JICIIOBOTO OOIIICHHS

OI1.04 ITpaBoBbIe + + + +
OCHOBBI
npodeccHoHaATbHON
JESATSILHOCTH

OI1.05 Pycckuii sS3bIK B + + + +
npodeccHoHaATbHON
JIeSITEIIBHOCTH

OI1.06 + + + +
WNupopmanmonssle u
KOMMYHHUKaIIHOHHbIE
TEXHOJIOTHH

OI1.07 KommbrotepHas + + + +
00paboTKa TOKYMEHTOB

OII1.B.08 OcHOBEI + + + +
MIPEANPUHUMATEIIbCTBA

3.5 YYUEBHO-METOANYECKHE JOKYMEHTDI, OBECIIEYMBAIOIIHNE

PEAJIMBALIMIO [MPOU3BOJACTBEHHOI'O OBYYEHMUSI(Kommiekr pabounx
nporpamMMm mipakTuk, KTIlydeOHbIX MpakTUK, METOAUYECKHE PEKOMEHIAIUHA IS
oOyJaromuxcsi MO TMPOXOXKIEHUIO MpakTHUK HaxonuTcss B mnanke «lIpou3BoacTBeHHOE
00yuenne.46.02.01 JIokyMeHTaIHOHHOE 00CCIIEYeHNE YIPABICHUS M aDXUBOBEICHUEY).
Y4yeOHO-MeTOAMYECKHE JOKYMEHTHI, 00ecneuynBa0IMe pean3annio
NPOU3BOJACTBEHHOI0 00y4eHH

Ne HanmenoBanue nucuumimH

/1

1. Pabouast mporpamma yaeOnoi npaktuku [IM. 01. OcyiiecTBiaeHrue opraHu3aliOHHOTO U
JOKYMEHTAIIMOHHOI0 00ecneueH sl IesITeIbHOCTH OpraHu3altu.

2. Pabouast mporpamma yueOHoi npaktuku [IM. 02. Opranuzamnus apxuBHON pabOTHI 1O
JOKYMEHTaM OpraHu3alyi pa3andHbIX GOpM COOCTBEHHOCTH.

3. PaGouas nporpamma yueOHoi npaktuku [IM. 03. Beimonxenue paboT mo AOJKHOCTH
cinyxaiero 26353 Cekperapb-MalllUHUCTKA

4, PaGouas nporpamma npousBoactBeHHON mpaktuku [IM. 01. Ocymectnenue
OpraHU3alMOHHOIO0 M JOKYMEHTAIIMOHHOIO 00ecneueH sl 1esTeIbHOCTH OPraHU3aliH.

5. Pabouas nporpamma npousBoacTBeHHOM npakTuku [IM. 02. Opranusauus apxuBHO# paboThI
110 JOKYMEHTaM OpraHu3alui pa3andHbIX GOpM COOCTBEHHOCTH.

6. Pabouas nporpamma npousBocTBeHHOM npakThky [IM. 03. Beinonnenue padot no
JOJLKHOCTH cirykatiero 26353 Cekperapb-MallMHUCTKA

7. Pabouas nporpamMmMa o npeunIOMHON MPAKTHKE.

8. KTII yue6Ho# mpaktuku IIM. 01. OcymiecTBienne opraHu3aoHHOIo U
JOKYMEHTAIIMOHHOT0 o0ecneueH st IesITeIbHOCTH OpraHu3altu.

9. KTII yue6Ho# nmpaktuku I[IM. 02. Opranu3zanus apxuBHON pabOTHI 10 TOKyMEHTaM
OpraHu3alui pa3nuyHbIX GopM cOOCTBEHHOCTH.

10. | KTII yue6noit npaktuku [IM. 03. Beimonxnenue paboT Mo A0KHOCTH ciayxkaiero 26353
Cekperapb-MalllMHUCTKA

11. | KTII npousBoacteenHoi npaktuku [IM. 01. OcymecTBinenue opraHu3aliOHHOTO U
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HaumenoBanue JUCIUITIINH

/i
JOKYMEHTAIIMOHHOTO 00eCreueH sl ISSITeIbHOCTH OpraHu3altu.

12. | KTII npousBoactBeHHo# npaktuku [IM. 02. Opranuzamnusi apxXuBHOM pabOTHI MO
JOKYMEHTaM OpraHu3alyi pa3IudHbIX (OpPM COOCTBEHHOCTH.

13. | KTII npousBoactBennoi npakruku [IM. 03. BeimonHenne paboT 1Mo TOIHKHOCTH CITYXKAIIETO
26353 Cekperapb-MallIMHUCTKA

14. KTII npenauniaioMHON TPaKTUKH

15. | Meroauueckue pekOMEHIaluU 110 IPOXOKIHEHUIO yueOHo! npakTuku [IM. O1.
OcymecTBieHre OPraHU3aMOHHOTO U JOKYMEHTAIIMOHHOTO 00eCTIeYeHHS eI TEIbHOCTH
OpraHu3aliy.

16. | Meroanueckue peKOMEHIAINH 10 TPOXOXKTHEHHIO YaeOHO# npakTuku [IM. 02.
Opranu3zaiys apXuBHOM pabOThI IO TOKyMEHTaM OpraHMU3alfil pa3andHbIX GopM
COOCTBEHHOCTH.

17. | Meroauueckue pekOMeHalMK 10 TpOoXoKAHEeHUIo yueOHou npakTuku [IM. 03. Beinonnenue
paboT 1o AOHKHOCTH ciyxkaiiero 26353 CekpeTapb-MalllMHUCTKA

18. | Meroauueckue peKOMEHIAIMH 10 TPOXOKTHEHHUIO MPOU3BOICTBEHHOH npakTtuku [IM. 01.
OcymiecTBeHNE OPraHU3aMOHHOTO U JOKYMEHTAIIMOHHOTO 00eCTIeYeHUs e TEIbHOCTH
OpraHu3aIiy.

19. | Meroauueckue peKOMEHIAIMH 10 TPOXOKTHEHHIO MPOU3BOICTBEHHOH mpakTtuku [IM. 02.
Opranu3zanys apXuBHOM pabOThI O TIOKYMEHTaM OpraHU3alui pa3iInyHbIX Gopm
COOCTBEHHOCTH.

20. | Meromuyeckne peKOMEH/IAIUH TI0 TIPOXOXKTHEHUIO TIPOU3BOACTBEHHOH mpakTuku [IM. 03.
Brimonnenune paboT mo qomkHOCTH ciykaniero 26353 CekpeTapb-MaliuHUCTKA

21. | Meronuuecknue peKOMEHAAMH 110 TPOXOXKACHHUIO PEJIUIIOMHON IPAKTHKH.
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4. MATEPUAJIBHO-TEXHHUYECKOE OBECIIEYEHHUE PEAJIM3ALIUN
IMPOI'PAMMBI HOAI'OTOBKU CIIEUAJIMCTOB CPEJHEI'O 3BEHA

Peanmuzanus IIIICC3 mo cneumansHoctn 46.02.01 JlokymeHTanmoHHOE OOecredeHue
YIIPaBICHHS U apXUBOBEACHUEHUMEET HEOOX0IMMOE MaTepUATbHO-TEXHUYECKOE 00eCTIeYeHNE.

B komnemke co3naHbl yCIOBHS JUIS NMPOBEACHUS BCEX BUAOB J1a0OPATOPHBIX PadOT U
MPAKTUYECKUX 3AHATUN, JUCUUIUIMHAPHOM, MEXKIMCLMIUIMHAPHON M MOJIYJIBHOM IOJITOTOBKH,
MIPEIyCMOTPEHHBIX Y4eOHBIM IUITaHOM 1O crneuuansbHoctu  46.02.01 JlokymeHTanuoHHOE
o0ecrieyeHre yNpaBJICHUsI M apXuBOBeAeHUE. MaTepralbHO-TeXHHUECKass 0a3a COOTBETCTBYET
JNCUCTBYIONIUM CAaHUTAPHBIM U TIPOTHUBOIIOKAPHBIM HOPMaM.

Peanuzanus [MIICC3 obecnieunBaer:

—  BBITIOJTHCHHE O0y4JaONUMUCS JTAO0OPATOPHBIX paObOT M MPAKTHYCCKUX 3aHATHH, BKITIOUAS,
Kak  0O0s3aTeNIbHBI  KOMIIOHEHT, MpPaKTHYECKHE 3aJlaHus ¢  HCIOJb30BaHUEM
MEPCOHATBHBIX KOMITHIOTCPOB;

— O0CBOeHHME OOyJaromuMucs MpodecCUOHATBHBIX MOMIYIeH B YCIOBHSIX CO3IaHHOU
COOTBETCTBYIOIIEH 0O0pa3oBaTeNbHONM Cpeasl B TOCYJapCTBEHHOTO aBTOHOMHOTO
npodeccuoHanbHOT0 00pa3zoBaTenbHOTO yupexaeHus Camapckoit obnactu «Camapckuit
KOJIJIEJDK CepBUCA TPOU3BOJCTBEHHOTO oOopymoBanus wuMeHu I[epos Poccuiickoi
O®enepanuu E.B. 3o0moTyxuHa» ¥ B OpraHu3aiusix, B 3aBUCHUMOCTH OT CHEIU(UKH BUIA
npodeccuoHaNbHON AESITETbHOCTH.

I[Ipn  WCMONB30BAaHWM  JJCKTPOHHBIX W3JAHWKA TOCYAAPCTBEHHOTO aBTOHOMHOIO
npodeccuoHabHOTO 0OpazoBaTenbHOrO yupexaeHus Camapckoir obmactu  «Camapckuit
KOJUJIE/DK CepBHCa MPOU3BOJCTBEHHOTO 000pynoBanus uMeHu [eposi Poccuiickoit deneparun
E.B. 3onotyxuna» o0ecnieunBaeT KaxxJoro odydaromnierocs pabounuM MECTOM B KOMIIBIOTEPHOM
KJIacCe B COOTBETCTBUH C 0OBEMOM U3Y4aeMbIX AUCIUIINH.

Jlst peanuzanuu 00pa3oBaTeIbLHOTO Tpoliecca o crnennanbHocTy 46.02.01
JIoKyMeHTalloOHHOE 00ecTieyeHHEe YIIPaBICHUS U apXUBOBEACHUE B KOJUIEIKE CO3/IaHbI
KaOWHETHI, Tab0paTOpHH, MAaCTEPCKHE.

IlepeyeHb Ka0MHETOB, JIA0OPATOPHIL, MACTEPCKUX U IPYTrUX MOMeIIeHU I

Ne | HaumeHoBaHue

Kaounersr:

ConnanbHo- SKOHOMHYECKHUX M YITPABISIONIMX JUCIUIITAH

I/IHOCTpaHHOFO s3bIKa B HpO(beCCHOHaHBHOﬁHeHTCHBHOCTH

Pycckoro si3p1ka B TpodeCCHOHANBHON esITeNbHOCTH

IIpaBoBoro obecnieuenus mpodeccnoHaIbHOMN AEATENbHOCTH

JlOKyMeHTalnOHHOr0 00eCIIeueH s YIPaBICHHSI

ApXHUBOBEICHUS

[IpodheccrnoHambHON YTHKU M OCHOB JEJIOBOTO OOIIEHHS

OpraHu3zanyy CeKpeTapcKoro o0CcIyKHBaHuUs

OO NSO W N =

beszonacHOCTH KH3HEIESITEILHOCTH

10. | Pycckoro si3pIka U JIUTEpaTyphl
11. | Marematuka
12. | UcTopwust u o01iecTBO3HAHUS
13. | UnocTpaHHBIH S3BIK
14. | Undopmaruka
15. | ®usuka
16. | Xumus
17. | buonoruu u reorpaduu
JlabopaTopum:
1 KommnbrorepHoli 00paborku kaOMHETOB
2 WHbopMamoOHHBIX 1 KOMMYHHKAIIMOHHBIX TEXHOJIOTHH
3 ApPXHUBHOTO Jena
4 Opranuzanuu paboThl ¢ JOKYMEHTaMHU
5 CucTeM 3JIeKTPOHHOT0 JOKYMEHTO000poTa

33




CrnopTHBHBIH KOMILIEKC:

1 CHnopTHUBHBIH 3a1T;

2 OTKPBITBIN CTaJMOH IIUPOKOTO MPOGUIISI
3anabl:

1 bubnmoreka

2 YuranbHbld 33 C BEIXOJOM B ceTb MHTEpHET

3 AKTOBBIII 3a71.
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5. OPTAHM3AIMA KOHTPOJIA U ONEHKA PE3YJIbTATOB OCBOEHUA
IMPOI'PAMMBI HOAI'OTOBKU CIIEUAJIMCTOB CPEJHEI'O 3BEHA

5.1 KOHTPOJIb 1 OLIEHKA JOCTHUXEHH OBYYAIOIIUXCS
C 1enpl0 KOHTPOJII M OLEHKH pPE3yIbTaTOB IIOJATOTOBKM M Yy4€Ta HMHIMBUIyaIbHBIX
00pa30oBaTeNbHBIX JOCTHKEHUI 00YJaIOUINXCs TPUMEHSIOTCS:
~ BXOJIHOW KOHTpOJIb;
~  TEeKYIIMH KOHTPOJb;
—~ HTOTOBBIA KOHTPOJIb.

BxoaHoii KOHTPOJIB
Haznauenune BXOJHOTO KOHTPOJISI COCTOMUT B ONPENIENIEHUH CIIOCOOHOCTEN 00yyaroerocs
U €ro TOTOBHOCTHM K BOCIIPHUSITHIO M OCBOCHHIO Yy4eOHOTO MaTepuayia. BXoaHOW KOHTpPOJIb,
npenBapsouMii  o0ydeHue, TMPOBOJUTCS IMpernojaBaTeieM B BblOpaHHOW uM  (dopme
(koHTpOJIbHAs padoTa, AMKTAHT, TECTUPOBaHUE) B pamKkax auciurminabl/MJIK.
Texkymmii KOHTPOJIb
Texymuii KOHTpPOJIb PE3YIbTATOB MOATOTOBKHM OCYIIECTBISETCS TMpENoaaBaTreieM B
IpoLecce TMPOBEAECHUS MNPAKTUYECKUX 3aHATUH M J1a0OpaTOpHBIX pabOT, BBINOJIHEHUS
WHJIMBHUAYAIBHBIX JTOMAITHUX 3aJaHUil BHEAYIUTOPHOM CaMOCTOATEIHLHOW pabOThl WU B
pemHMe TPEHUPOBOYHOTO TECTUPOBAHUS B LENSIX MOTydeHHs] HHPOPMAIUH O:
BBITIOJIHEHUH 00y4aeMbIM TpeOyeMbIX ASHCTBHI B Ipoliecce yueOHOM AeqaTeIbHOCTH;
~ MPaBUIBHOCTHU BBIMOJIHEHUS TpeOyeMbIX NEHCTBUI;
— COOTBETCTBHH (POPMBI ACHCTBUSI TaHHOMY 3Tally OCBOEHHUS yueOHOTO MaTepuana;
— (dopMuUpOBaHMM  JACUCTBUS €  JOJDKHOM  Mepoil  000OIIeHHs,  OCBOCHUS
(aBTOMATH3UPOBAHHOCTH, OBICTPOTHI BHITIOJTHEHUS U Ap.) U T.]I.
HUTOroBblii KOHTPOJIb
WTOroBelii KOHTPOJb TPOBOJAUTCS HA OCHOBE HK3aMEHAllMOHHOTO Marepuaa,
YTBEP)KICHHOTO  3aMECTUTENEeM  JMPEKTOpa MO  y4eOHO-TIPOM3BOJCTBEHHOM  pabore.
YTBepkKIEHHBIE SK3aMEHALIMOHHBIE MATEPHUAIIbl XPAHATCS y METOJAUCTA CHELUATbHOCTH TAKKe
KaK M 2JIeKTpOoHHas Bepcus (poHAa OLeHOYHBIX cpeacTB. [Ipum ocBoeHuM npodeccruoHanbHOTO
MOJYJII UTOTOBBIA KOHTPOJb MPOBOJAUTCA B BUJEC KBAIM(UKAIMOHHOTO JK3aMEHAa Ha OCHOBE
KOMILJIEKTa  KOHTPOJIbHO-OLIEHOYHBIX  CPEICTB,  COIVIACOBAaHHOIO ¢  paboTojaTesieM
(paboTomaressiMi) U YTBEPIKACHHOTO 3aMECTHTENIEM TUPEKTOPA MO y4eOHO-ITPOU3BOICTBEHHOM
pabore.

5.2 MOPAAOK ITPOBEJEHUSA TOCYIAPCTBEHHOM UTOI'OBOM

ATTECTAIIMHN

Ilopsinok mpoBeneHus rocynapcrBeHHoi urorooi arrectaiuu (I'MMA) ompeneneH B
[TonoxxeHnne O MPOBEJEHUM T'OCYAAPCTBEHHOM HTOrOBOHM arrecTaluu 1Mo 00pa3oBaTeNbHBIM
mporpaMmaMm  cpeanero mnpodeccuonanbHoro odpazosanus B I'AIIOY CKCIIO, B kxotopom
periaMeHTUPOBaHa IEATENbHOCTh OTBETCTBEHHBIX JIMIL B YACTH:

—  CO3JlaHue rocyJapCTBEHHOM 3K3aMEHAlMOHHON KOMUCCUNU;
—  (hopMbI rocyJapCTBEHHON UTOTOBOM aTTeCTallUy;
— TNOpsAKa NPOBEICHUS FOCY1apCTBEHHOW HTOTOBOW aTTECTALlUU.

C nenbro okazaHUS METOJMUYECKOW MoMoIM oOydaromumces npu noarotoske k ['MA B
koieke 1o crnenupanbHocTH 46.02.01 JloxkymeHTanmoHHOe oOecredeHnue YIpaBieHus |
apXMBOBeAeHUEPa3pabOTaHbl METOAMYECKHE PEKOMEHJAIMM IO BBINOJHEHHIO U 3alluTe
BBIMMYCKHON KBaJTH(PUKALIMOHHON pabOThI.

IIpu moxnroroBke k I'MA paspabarbiBaeTcsi mporpamma TroCyJapCTBEHHOW HTOTOBOM
aTTeCTallUU BBIITYCKHUKOB, KOTOpasi yTBEPKIAETCS IUPEKTOPOM KOJUIEKA.
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5.3.®OH/J1 OHEHOYHbBIX CPEJACTB

OIIeHO'lHBIe MarTrepHuaJbl 10 JUCHUILJIMHAM 1 Kypca

Ne HanMeHoBaHMe 3K3aMeHANMOHHBIXIUCIUIINH
n/n
1. OVII 01. Pycckuii s13bIK
2. OVTIOS. Maremaruka
3. OVII 10. ObuiecTBo3HaHHE
Ouenounbie MaTepuajsl no aucuunaunam/IIM (MJIK) 2 kypca
Ne HaunmenoBanue 3k3aMeHauMOHHBIX qucuumiun/MIK/IIM
n/n
1. OI1.03 TIpodeccrnonanabHasi STUKA U OCHOBBI JIEJIOBOTO OOIIICHHS
2. OI1.05 Pycckuii g3bIK y pohecCHOHAIbHOMN 1€ TENbHOCTH
3. OI1.06 ndopManinoHHbIE ¥ KOMMYHUKAIITHOHHBIE TEXHOJIOTUU
OI1.07 KomnelorepHas 06paboTKa TOKyMEHTOB
4. MK 01.01 JloxymeHTanmoHHoe o0ecrieueHue yrnpaBieHus
MJIK 01.02 Opranuzarust paboThI C JJIEKTPOHHBIMU JOKYMEHTAMH
5. MJIK 01.03 Opranuzaius ceKpeTapcKkoro 00CTy)KUBaHUSI
MJIK 01.04 JTokymeHTaIrimoHHoe o0ecredeHne KaapoBOi CITy>KObI
6. [IM.03 BeimonHenue paboT 1o JOMKHOCTH cirykamero 26353 Cekperapb-MalinHACTKA
Ouenounbie Marepuajbl no pucuumanaam/IIM (MIK) 3 kypca
Ne HauMeHnoBaHue 3x3aMeHalMOHHBIX Aucuunana/MJAK/TIM
n/n
1. OI1.01 DeoHOMHKa OpraHU3aUN
OI1.02 MenemxMeHT
2. [IM.01 OcymiecTBieHHE OPraHU3AIMOHHOTO U JOKYMEHTAIIMOHHOTO 00eCIIeYeHUS
JeSITeNIbHOCTH OpraHu3alyu
3. MK 02.01 Opranuzanus 1 HOpMaTUBHO-IIPABOBBIE OCHOBBI apXUBHOTO Jieja
M/IK 02.02 I'ocynapcTBeHHbIE, MYHULIMTIATbHBIC aPXUBbI U aPXUBBI OpraHU3aLil
4, MJIK 02.03 MeTouka 1 IPKTUKA apXUBOBEIACHUS
5. [IM.02 Opranu3zanusi apXuBHOU pabOTHI MO0 JOKyMEHTaM OpraHU3alii pa3iIndHbIX GopM
cOOCTBEHHOCTHU
MarepuaJibl, 00ecrniequBaoIIye rocy1apcTBEHHYI0 HTOTOBYIO ATTECTALINIO
Ne HanmenoBanue marepuaioB
n/n
1. [Iporpamma rocynapcTB€HHON UTOTOBOM aTTeCTalluu
2. Metouyeckre peKOMEHAAINU M0 BHITIOIHEHUIO U 3allIUTe BHIMTYCKHON KBATM(UKAIMOHHON

paboThHI
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