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IlepeyeHb 0003HAYEHUMI M COKPALLIEHUH

OI'bOY BO «BBI'Y», — denepanbHoe rOCyJapCTBEHHOE OI0KETHOE

YHUBEPCUTET o0pa30BaTeNbHOE  YYPEXKACHHE BBICIIErO0 00pa30BaHUSA
«BnaanBOCTOKCKUI TOCYAapPCTBEHHBIN YHUBEPCUTET»

OOII — OCHOBHas 00pa3oBarenbHas porpamMma

CIIO — cpenHero nmpodeccuoHaIbHOr0 00pa30BaHUS

[I1CC3 — IporpaMma MNOArOTOBKH CIIELIMAIIMCTOB CPEIHETO 3BEHA

[TIKPC — T@porpaMMa IMOATOTOBKM KBaNU(DUIMPOBAHHBIX palboUuX,
CITyXKaIux

oI'oC COO — (enepanpHeIi roCy/1apCTBEHHBII o0Opa3oBaTeNbHbIN
CTaHJapT CpeHEro 00IIero 0opa3oBaHus

oI'oC CII0 — (enepanbHBbIi rOCyJIapCTBEHHBIN o0pa3oBaTeIbHBIN
CTaHIapT CpeaHEro MpodecCuoHANIBHOTO 00pa30BaHUS

PO — Poccuniickas @enepanus

WNuBanunp! u numna c — HHBaIWABl M JHUIA C OIPAaHUYEHHBIMH BO3MOKHOCTSMHU

OB3 310pPOBbBS

VY4eOHbIC IUKITBI — obmieo0Opa3oBaTelibHbIC, COIMATBHO-TYMaHUTAPHBIE, O0IIIe
r'yMaHUTapHbIE u COLIMATILHO-3KOHOMUYECKHUE,

MaTeMaTH4eCKMe W O0IlHe  eCTECTBEHHO-HAy4HEIE,
obuienpodeccnoHallbHbIE U MPOPECCUOHATBHBIEC IIUKIIBI
[TOII — TnpuMepHas o0pa3oBaTelibHas MporpamMma

1. O0uIMe mMoJI0KeHu s

1.1. OcHoBHas oOpa3oBaTelbHas TMporpaMMa CpPeIHEro MPOQPECCHOHATHLHOTO
o0pa3oBaHusl — IPOrpaMMa MOJATOTOBKH CIIELUAIUCTOB CPEIHEro 3BeHa MO CIEUUaIbHOCTU
46.02.01 JloxkymeHTanmoHHOe oOecliedyeHNe YIpaBJICHUS W apXWBOBEJAEHUE Ha 0ase
OCHOBHOTI'0 00111eT0 00pa3oBaHUs PEACTaBIsIET CO00M KOMIUIEKC OCHOBHBIX XapaKTEPUCTUK
o0pa3oBaHusi W  OpPraHU3alMOHHO-TIEJArOrMYECKUX  YCIIOBUH, pa3paOOTaHHBIA B
COOTBETCTBUU C (pefepalbHBIM rOCYAapCTBEHHBIM 00Pa30BaTEIbHBIM CTAHJAPTOM CPEIHETO
npodeccuoHanbHOTO oOpa3oBaHus 1o crenuaibHocTH 46.02.01 JlokyMeHTarmoHHOe
oOecrieyeHre YIpaBleHUs] M ApPXHMBOBEJIEHHUE C YYETOM HWHIAMBUIYaJbHBIX 3allpOCOB
oOydJalIuxcss W UX poauTeneill (3aKOHHBIX MpeacTaBUTeNel), NPOQPEeCCHOHATBHBIX
CTaHJApTOB, MOTPEOHOCTEW pBhIHKA TPyAa M YTBEP)KACHHBIM pEIICHHEM Y4Ye€HOTO COBETa
YHUBEPCHUTETA.

1.2. Tlpu pa3paboTke OCHOBHOH OOpa30BaTEIbHOW MPOTPAMMBI HCIIOJIb30BAINUCH
CJIelyIOL[I€ HOPMATUBHBIE TOKYMEHTBHI:

®enepanpublii 3akoH Poccuiickoit @enepannnu «O6 obpazoBanuu B Poccuiickoit
®enepanun» ot 29.12.2012 Ne 273-D3;

QenepanbHbIi  TOCYNApCTBEHHBIM  0Opa3oBaTENbHBIM  CTaHAAPT  CPEIIHEro
npodeccuoHaNbHOTO 0o0pa3oBaHusi 1o cruenuaibHocTH 46.02.01 JloKyMeHTalmoHHOe
oOecrieyeHre yMpaBleHUsST M AapXUBOBEJCHUE, YTBEPXKIEH MpUKa30M MUHHCTEPCTBA
oOpazoBanus u Hayku PO ot 26.06.2022 No778;

[lopsiiok opraHu3zalMM M OCYIIECTBIEHHS OOpPa30BaTENIbHOM JEATEIBHOCTH 110
00pa30BaTENbHBIM MPOTPAMMAaM CPEIHETO MPO(EeCCHOHATBHOTO 00pa30BaHUs, YTBEPKIACH
npuka3zom MunucrepctBa npocsemenust PO ot 24.08.2022 Ne 762;

QDenepanbHbIi TOCYAAPCTBEHHBIN 00pa30BaTENIbHBIN CTaHAAPT CPEIHEro O0OIIero

o0Opa3oBaHus1, yTBEPK/IEH IMpUKa3oM MuHucTepcTBa 06pazoBanus u Hayku P® ot 17.05.2012
Ne 413,



[TonmosxeHune 0 MPaKTUIECKON MOATOTOBKE 00YYaIOLINXCS, YTBEPKIACHO MPUKA3aMHU OT
05.08.2020 Munoo6puayku Poccuu Ne 885, Munnpocsemenus Poccun Ne 390;

[Topsimok mpoBeieHus TOCYAapCTBEHHON UTOTOBOM aTTECTAllMU 10 00pa30BaTeIbHBIM
OporpaMMaM CpeIHEro MNpoQecCHOHATIBHOIO 00pa30BaHMs, YTBEPKIEH MPHUKA30M
MunuctepctBa npocsemenus PO ot 08.11.2021 Ne 800;

QenepanbHas o0pa3oBaTenbHasi MporpaMMa CcpeaHero o0mero ooOpa3oBaHMs,
yTBepkAcHa npuka3oM Munucrepcrtsa npocsenienus PO or 18.05.2023 Ne 371;

Metonuyeckue peKOMEHAAMH 10 pa3pabdoTKe OCHOBHBIX MpodeccuoHaTbHBIX
00pa3oBaTeNbHBIX MPOTPAMM U JIONOIHUTENBHBIX MPO(PECCHOHANTBHBIX MPOTPAMM C YYETOM
COOTBETCTBYIOUIMX MPO(ECCHOHATBHBIX CTAHIAPTOB, YTBEpKIAeHB MuHoOpHayku Poccun
22.01.2015 Ne J1J1-01/058H;

[Ipodeccuonanbupiii  crapgapt  «Coenmuanuct MO OPraHU3allMOHHOMY U
JIOKYMEHTAIIUOHHOMY OO€CIIEUEHUI0 YIpaBIEHUs OpraHU3aluel», YTBEPKACH IMPUKA30M
MunncTepcTBa Tpyna W companbHo 3ammThl Poccmiickoit @enepammm ot 15.06.2020
Ne333m;

[Ipodeccuonanpupiii  crangapt «CHenuanucT apxuBay», VYTBEPXKIEH MPUKA30M
MunucrepcrBa Tpyna u conuanbHou 3amuThl Poccuiickoit ®enepannu ot 18.03.2021
Ne 140n;

[IpumepHnas  oOpaszoBaTenbHass IporpamMma  CpeaHero  MpoQecCHOHAIBLHOTO
obpazoBanus 1o crenraibHocT 46.02.01 JlokyMeHTaMOHHOE o0ecIieueHre yIpaBaeHUs |
apXMBOBEJICHUE,

HOPMAaTHUBHO-METOJIMYECKUE JOKYMEHThl MmuHoOpHayku Poccun, MuHucrepcTBa
npoceenieHus Poccuuy;

Yeras ®I'EOY BO «BBI'Y»;

nokasbHble HOpMaTUBHBIE akThl @I’ BOY BO «BBI'Y».

2. O0mas xapakTepucTUKa OCHOBHOI 00pa30BaTe/IbHOM MPOrpaMMbl

2.1. ObOyyeHne mO OCHOBHOM 0OOpa3oBaTENbHOW MpOrpaMMme MO CHEUAIbHOCTH
46.02.01 ToxymenTanimoHHoe obOecriedeHre yIpaBJiIeHUs U apXHUBOBEJICHUE HANIPABICHO Ha
pelieHre 3ajad HMHTEJUIEKTYyaJIbHOTO, KYJbTYpHOTO M MpO(eCcCHOHAIBHOIO pa3BUTHUS
YyeJIoBeKa U MMEET 1IeJIbI0 MOJTrOTOBKY CHELHAMCTOB CPEJHEr0 3B€HA B COOTBETCTBHH C
NoTpeOHOCTAMU O0IIecTBa M TOCYAAapCTBa, a TaKXkKe YJIOBJIETBOPEHHE NOTpeOHOCTEN
JUYHOCTH B YIIIyOJICHUH U PACIIMPEHUH 00pa30BaHMUS.

2.1.1. llenpto peanu3alid OCHOBHOH 00pa3oBaTeIbHONW MPOTPaMMBbI  SBIISETCS
BOCIUTaHHE TAPMOHUYHO PA3BUTOM M COLIMAIBLHO OTBETCTBEHHOM JIMYHOCTH, MOJyYEHHE
CTYICHTaMU KBaJHU(PHUKAIMH, IOCTH)KCHHE BBITYCKHUKAMHU IUIAHUPYEMBIX pPE3yJIbTaTOB
OCBOEHHSI OCHOBHOW 00pa3zoBaTeNbHOW NpOrpaMMbl, (OPMUPOBAHHE y HUX OOMIMX U
npodecCHOHANBHBIX KOMIIETeHIIMI B cooTBeTcTBHH ¢ TpeboBanusimu DPI'OC CIIO wu
KOMIIETEHTHOCTEH,  OMNpeAeNseMbIX JUYHOCTHBIMH, CEMEWHBIMH, OOIIECTBEHHBIMH,
roCyJIapCTBEHHBIMU MOTPEOHOCTSAMH U BO3MOKHOCTSMHU OOYYarOUIeTroCs, WHANBHTyaTbHON
0o0pa3oBaTeIbHONW TPACKTOPUEH €ro pa3BUTUS U COCTOSHUEM 3[0pOBbS, CTAaHOBIIEHUE WU
Pa3BUTHE JTUYHOCTH O0YUaIOIIErocs B €€ CAMOOBITHOCTU U YHUKAIbHOCTH.

2.1.2. obecrieueHne paBHBIX BO3MOYKHOCTEH IMONYy4EHHUS KAa4ECTBEHHOTO CPEIHETO
o0mero u cpegHero MpoecCHOHANBHOTO 00pa3oBaHHMs HA OCHOBE IPEEMCTBEHHOCTH
ypOBHEeH 00pa3oBaHus;

obecrieueHre JOCTHKEHHsI OO0ydarolMMUCS OOpa30BaTENbHBIX pPE3yJIbTaTOB B
COOTBETCTBUHU ¢ TpeboBaHusAMH, ycTaHOBIEHHBIMU PI'OC COO u ®I'OC CIIO;



VIOBIETBOPEHUE TOTPEOHOCTEH JIMYHOCTH B HWHTEIUICKTYAIHHOM, KYJIBTYPHOM U
HPABCTBEHHOM Pa3BUTHH IOCPEICTBOM MOJTyUYEHHUs 00pa30BaHNUs;

dbopMupoBaHUE JIMYHOCTHBIX KAadeCTB, HEOOXOIUMBIX IS MOHUMAaHUS 3HAYCHUS
npodeCCHOHANBHON  NIEeATENHOCTA IS YelOoBeKa M OOmecTBa, JUIA JallbHEHIIEro
ocymiecTBieHus 3pPexkTuBHOM MpodecCuoHaNIbHOMN IeITeNbHOCTH,

(dbopMUpOBaHHUE Y CTYICHTOB T'PaXJTAHCKOU MO3UIIMU U MATPUOTUYECKOTO CO3HAHMS,
MIPABOBOM M TOJUTHYECKOW KYJIbTYPHI, CIIOCOOHOCTH K TPYAY M JKH3HU B COBPEMEHHBIX
YCIIOBUSIX;

CO3/IaHME YCIOBUM JUIsl pa3BUTHS M caMoOpealiu3allud oOydaroumxcs, s
dbopmupoBaHUs 3J0pOBOTr0, OE30MACHOTO M SKOJOTUUYECKH 11e51eco00pa3Horo oopasza >KU3Hu
00yJaromuxcsi.

2.2. K OCBOEHHIO OCHOBHOM 00pa30BaTeNbHONl MPOrpaMMbl MO CHEIHAIBHOCTH
46.02.01 [loxymeHTalMOHHOE OOeCIeUeHUE YIPaBICHUS M apXHUBOBEACHHUE IOMYCKAIOTCS
JuIa, UMeroIre 00pa3oBaHre HE HMXKE OCHOBHOTO 00I1IEr0 0Opa30BaHMs.

2.3. OOpa3oBarenpHas mporpamMma paszpaboTaHa B COOTBETCTBUU C BbIOpaHHOM
KBaM(UKAIMEH CclielUaanucTa CPeHEro 3BeHa — «CIHEIHUATNCT MO JOKYMEHTAIIMOHHOMY
00€CTICUCHHIO YIPaBJICHUS U apXUBHOMY Jely», YkazaHHOW B llepeune cnenumanbHOCTEH
cpenHero mpoecCHOHATBHOTO 00pa3oBaHMS, YTBEP)KIEHHOM TNPHUKa30M MMHHHCTEpCTBA
npocenieHus: Poccuiickoit @enepanmu ot 17 mas 2022 r. Ne 336.

2.4. HampaBieHHOCTh 00pa30oBaTeIbHON MPOTPAaMMbI COOTBETCTBYET CHEIIMAIIBHOCTH
B IICJIOM.

2.5. O0y4eHue 1o nmporpaMmme OCYIIECTBISIETCS] B OUHOM (popme oOyueHusl.

2.6. O6BemM 00pa3oBaTENIbHON MPOTPaMMBI, pean3yeMoi Ha 0aze CpeHero oo0Iero
obOpazoBaHus coctaBiseT: 4428 akaleMUYECKHUX YacoB.

2.7. Cpok nonyyeHus: o0pa3zoBaHus 1o o0Opa3zoBaTeIbHON porpaMMe B OYHOU hopme
00ydJeHUs BHE 3aBUCUMOCTH OT MPUMEHSEMbBIX 00pa30BaTEeIbHBIX TEXHOJIOTHUN COCTABIISET:

Ha 6a3e cpeaHero obmiero oopasoBanus — 2 roga 10 mecsiies.

2.7.1. Tlpu oOy4yeHMM TO HMHAMBHAYAJIbHOMY y4eOHOMY IUIaHY CPOK MOJy4YEHUs
oOpa3oBaHusi 10 OOpa30BATENBHON MPOrpaMMe BHE 3aBHCHMOCTH OT (OPMBI OO0yueHUs
cocraBisier He Oonee cpoka ToOdy4deHHs O0Opa3oBaHMSA, YCTAHOBJIEHHOTO IS
COOTBETCTBYIOLIEH (OPMBI OOyUEHUS.

2.7.2. Tlpu oOydeHUH 0O HMHAMBUAYAIbHOMY Yy4ye€OHOMY IUIaHY OOYYaromuxcs
WHBAJWJOB W JIMI[ C OTPAaHUYCHHBIMU BO3MOXXHOCTSIMH 3JI0POBbSI CPOK TIOJMy4YEHUS
0o0pa3oBaHusI MOXET OBITh yBETMYEH He Oojiee yeM Ha | TOoA MO CPaBHEHHIO CO CPOKOM
NOJTy4YeHHsI 00pa30BaHUs ISl COOTBETCTBYIOMIEH POPMBI O0yUESHHSI.

2.8. O0yueHue ocymecTBIsIeTCs Ha TOCYAapCTBEHHOM s3bIke Poccuiickoii deneparuun
— PYCCKOM.

29. Ilpu peamm3ammum OOIl  wucmomb3ylOTCs  pas3audHbie  00pa3oBaTeIbHBIC
TEXHOJIOTUU: aKTUBHBIC M MHTECPAKTUBHBIC (POPMBI MPOBEACHHS 3aHATUH (Jeknus-Oecena,
JICTIOBBIE W POJIEBBIE WUTPHI, JUCKYCCHUS, KEHC-METOJbI) B COUYETAHWU C BHEAYJUTOPHOU
paboToif; MUCTAHIIMOHHBIE OOPa30BATENIbHBIE TEXHOJIIOTMH C NPUMEHEHHEM WHTEPHET-
CEPBHCOB, DJICKTPOHHBIX WH(POPMAIMOHHBIX 00pPa30BaTENBHBIX PECYpPCOB, YaCTHYHO
ANIEKTPOHHOE 0Oy4YeHue.

DONeKTpoHHOE  OOydeHHue, [AUCTAHIIMOHHBIE  O00pa3oBaTEIbHbIE  TEXHOJOTHUH,
npUMeHsieMble NP OOYy4YeHMM WMHBAJIWJOB W JIMI[ C OrPAHUYEHHBIMH BO3MOKHOCTSIMHU
3/10pOBbSI, MPEAYCMATPUBAIOT BOZMOXKHOCTD MpHeMa-rnepeauu nH(popMaIm B JOCTYIHbBIX
I HUX (hopMax.

2.10. O6pa3oBarenbHas ACATEIBHOCTh IPH OCBOCHUH 00pa30BaTENBHON IPOTPaMMBbI
WM OTJEJIbHBIX €€ KOMIIOHEHTOB B YCJIOBHSIX BBIMOJTHEHHS 00YYaIOIUMHUCS OIpeIeNIEeHHBIX
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BUIOB paboT, CBSI3aHHBIX C Oymymiei mpodecCHOHAIBHON IEeATEIBHOCTHIO M HAIIPaBIEHHBIX
Ha (OpMHUpOBaHHE, 3aKpEIJICHUE, Pa3BUTHE MPAKTUYECKHMX HABBIKOB M KOMIIETEHIMH I10
npoQMII0 COOTBETCTBYIOIIEH 00pa30BaTENIbHOM IIPOrpaMMBbl OpraHusyercs B (opMme
NPAKTUYECKON MOATOTOBKH.

3. XapakTepucTuka npogecCHOHAJIBHOM AeITeJIbHOCTH BHIMYCKHUKA

3.1. O6macte TpPOPECCHOHATLHOW NEATEIBHOCTH, B KOTOPOW BBIMYCKHUKH,
OCBOMBIIIE  OCHOBHYIO  00pa3oBaTelpbHYH  MpOrpaMMy, MOTYT  OCYIIECTBIIATH
npoECCHOHAIBHYIO NIEeATENBHOCT: 07 AIMUHUCTpAaTUBHO-YIpPABICHUYECKAsT W OQUCHAS
NeSITENbHOCTb.

3.2. OOpa3zoBarenpHasi mporpaMma MpeayCMaTpUBAaeT OCBOCHHE CIEAYIONINX BHIOB
NEeSTEITLHOCTH:

OCYILIECTBJIICHUE  OPraHU3allMOHHOTO U
JeSITENFHOCTH OpPTraHU3allniy,;

OpraHu3alvsl apXWBHOW pabOTHI MO JOKYMEHTaM OPraHW3alUN pPa3Iu4HbIX (OopM
COOCTBEHHOCTH;

ocBoeHHE podeccuun padboyero, JOHKHOCTHU ciayKaiiero (/leronpou3Boaurens).

3.3. CooTHECEHHE BHIOB ICATCILHOCTH U TIPOdeCcCHOHATBHBIX MoayJei (Tabmuma 1).

AOKYMCHTAIIMOHHOI'O oOecreyeHus

Ta6muma 1 — CooTHeceHHEe BHIOB JISATEIBHOCTH U PO ECCHOHATBEHBIM MOYJISIM

HaumenoBanue npogeccunoHaTbHOT0
HaunmeHoBanue BUA 1eATEJILHOCTH

JOKYMEHTaM OpraHu3aliil pa3iuyHbIX (opM
COOCTBEHHOCTH

MOYJIsl
OcymecTBienue OpPTraHMU3aIIOHHOTO u | OcyiiecTBieHue OpraHU3alMOHHOTO u
JOKYMEHTAllMOHHOT O o0ecreyeHns | JOKYMEHTallMOHHOTO o0ecrieueHus
JeSITEIbHOCTH OpraHU3aluu JeSITEIbHOCTH OpraHu3aluu
Opranuzanus apXUBHOMN paboThI no | Opranuzanus apXUBHOM paboThI 1o

JIOKYMEHTaM OpraHu3aluil pa3iuyHbX (Gopm
COOCTBEHHOCTH

OcBoenue mpodeccun pabouero, AOTKHOCTH
ciyxamiero (JlenonpousBoauTens)

OcBoenue mpodeccuu pabodero, TOHKHOCTH
ciyxamiero (Jleronponus3BoauTens)

4. Ilnanupyemble pe3yJibTaThl 0CBOEHUSI 00Pa30BATEIbHOI NPOrpPaMMbl

4.1. OcBoeHue 00pa3oBaTEIbHON

IporpaMMbl  OOECrieYMBaeT  IOJyYEHHE

KBaTM(UKAIIUU U TIOJIyYEHUE CPEHETO 00111ero 00pa3oBaHHs.
4.2. OOmeoOpa3oBaTeNbHBI UK NPOrpaMMBbl HalpaBlieH Ha (OpPMHpPOBAHHE
METAanpeIMETHBIX, MPEIMETHBIX U JMYHOCTHBIX PE3YJIbTATOB.

4.2.1. JINUHOCTHBIE PE3YIbTATHI:

0CO3HaHHE 00YYAIOIIUMUCS POCCUHCKOM IPayKIaHCKON HIEHTUYHOCTH;

TOTOBHOCTB K CAMOPA3BUTHUIO, CAMOCTOSITENILHOCTH U CaMOOIIPEIEIICHUIO;

HaJIM4re MOTHBAIMHU K OOYUYEHHUIO U TUYHOCTHOMY Pa3BUTHUIO;

LIEJICHAIIPABJIECHHOE Pa3BUTUE BHYTPEHHEW MO3UIIMU JINYHOCTH HA OCHOBE J1yXOBHO-

HPAaBCTBCHHBIX L[CHHOCTef/’I HapoJ0B

Poccuiickon

denepaun, HUCTOPUYECKUX U

HAIIMOHAIBHO-KYJIBTYPHBIX TPAaIUIHiA, (OPMHUPOBAHHE CHUCTEMbl 3HAYMMBIX LIEHHOCTHO-

CMBICJIOBBIX YCTAaHOBOK,

AHTUKOPPYMIIIMOHHOTO

MHUPOBO33pPCHHA, IIpaBOCO3HAHUAA,

AKOJIOTHYECKOM KYJbTYPHI, CIIOCOOHOCTH CTaBUTH eI U CTPOUTH JKU3HCHHLIC TJIAHBI;

4.2.2. MeTtanpeaMeTHbIC PE3YJIbTATHI:

OCBOCHHBIC O6y‘IaI-OIHI/IMI/IC}I MCIKIIPCAMCTHBIC IIOHATHUA WU YHHUBCPCAJIBHBIC y‘le6HBIe
JICUCTBUS (peFYJ'IHTI/IBHI)Ie, IIO3HABaTCJIbHBIC, KOMMYHI/IKaTI/IBHbIe);




CIIOCOOHOCTh HX UCIOJIb30BaHMSI B IO3HABATEIBHOM M COLMAIIBHOW MPaKTHKE,
TOTOBHOCTb K CaMOCTOSITEIbHOMY IUIAHUPOBAaHWUIO M OCYIIECTBICHHIO  YUCOHOM
JEATeTbHOCTH, OPTaHU3alMKi Y4eOHOTO COTPYAHUYECTBA C MEJAarOTHYECKUMHU PAOOTHUKAMHU
U CBEPCTHUKAMHU, K Yy4YacTHUI0O B TIOCTPOCHHWM HWHJMBHUAYaJbHOM 0Opa3oBaTelbHOU
TPaEeKTOPHH;

OBJIQJICHHEC HaBBIKAMH Y4YeOHO-HMCCIICIOBATEIbCKOM, MPOCKTHONM U COIMAIbHOU
JIeSITEILHOCTH;

4.2.3. IlpenmeTHBIC PE3yIbTATHI:

OCBOCHHE O00YYAIOIUMHKCS B XOJI€ M3YUYCHHS yU4eOHOTO MpeaMeTa HaydHBbIX 3HAHUH,
YMEHUU U CMOCOOOB JEWUCTBUM, CHEUM(PUUYECKUX IJii COOTBETCTBYIOLIEH MpPEeIMETHOU
00acTH.

43. B pe3ympTaTe OCBOCHHUS  00pa3oBaTeIbHONH  MPOTPAMMBI  CPEIHETO
podeCCHOHATBPHOTO 00pa30BaHUs Yy BBIMYCKHUKA JIOJDKHBI OBITH cpopMUpOBaHBI 0OIIHE
komreteHiuu (Tabnuua 2) u npodeccnonanpubie komneteHuu (Tabmuma 3).

Tabmauma 2 — O011e KOMIIETEHIIUN

Kox v nanmenoBanue

Pe3yabTaThl 00yueHus
KOMIIeTeHIIUH

OK 01 3HaHUs: aKTyaJIbHBIA TPO(ECCHOHATBHBIN U COIMATBHBIN
Beibuparh criocoOBI pELIeHHs 33/1a4 | KOHTEKCT, B KOTOPOM IIPHXOAMTCA paboTaTh M KHTH;
NPO(ECCHOHAIBHON ACSATENBHOCTH | OCHOBHBIE MCTOUHMKM MH(OPMAIMH M PECypchl JUIs
NPUMCHHUTCIPHO K PA3IMIHBIM | pemieHHs 3a4a4 ¥ npobieM B MpodeccuoHaIbHOM H/WIn
KOHTCKCTaM COLIMAJILHOM KOHTEKCTE; aJITOPUTMBbI BBIIIOJIHEHUS padoT
B Npo(ecCHOHANBHOM M CMEXHBIX 00]acTAX; METOJIbI
paboTel B TpPO(ECcCCHOHATLHON W CMEXHBIX cdepax;
CTPYKTYpy IUIaHa Ui PEIICHUs 3a/1ay; NOPSAIOK OLEHKH
pe3yNbTaTOB  peuieHus 3afad  [podeccrnoHalbHON
JESATEIBHOCTH

VYMeHus: pacnosHaBaTh 3ajJady W/Miau MpoOieMy B
MpOoPECCHOHAIIBHOM ~W/WJIM  COIMATBbHOM KOHTEKCTE;
aHAIM3UPOBATh 33Jauy W/UIU MPOOJIeMy U BBIACTATH €€
COCTaBHBIC YaCTH; ONPECIIATh dTAlbl PEIICHUS 33]1a4H;
BBIBIATH U A(G(GEKTUBHO HCKaTh HH(OpMALHUIO,
HEOOXOIUMYIO JUIsl PEIICHHS 3a/auyd /WA TPOOJIEMBL;
COCTaBIISITh IJIaH JCWCTBUS, ONPEAETsTh HE0OXOTUMBbIC
peCypCHl; BIIAJCTh aKTyaJIbHBIMH MeTOJaMH pPabOTHl B
npoecCHOHANBFHOM M CMEKHBIX c(hepax; peann3oBbIBaTh
COCTaBJICHHBIM  TUIaH;  OIEHUBAaTh  peE3yJIbTaT M
MOCTIEACTBHSI CBOMX JACUCTBUN (CaMOCTOSITENBHO WU C
MTOMOIIIbIO HACTABHUKA)

OK 02 3HaHus: HOMEHKJaTypa WH(GOPMAIIMOHHBIX HCTOYHHUKOB,
Hcnonb3oBars COBPCMCHHBIC | rpuMEHsAEMBIX B MPO(PECCHOHATLHON JIESITEIbHOCTH;
CpeAcTBa  MOWCKA, aHaM3a H | pUeMbl CTPYKTYpHpOBaHMA UHpopMauuu; ¢opmar
VHTEPIPETAld  MHYOPMALMK U | oopMIICHHS  pe3y/IbTaTOB  IOMCKA  HMH(OPMAIINH,
MH(OPMAIMOHHBIC TEXHOIOTHH VISl | coBpeMeHHbIE CPEJICTBA M YCTPOIHCTBA HH(OPMATH3AINH;
BBITIOJTHCHHA 3al1a9 | mopsAIOK UX MPUMEHEHUS U IPOrPaMMHOE 0O0eCTICUCHHE B
NpOQeCcCHOHATIBHOM e TeIbHOCTH npoecCHOHANFHOM  NIeATETPHOCTH B TOM YHCIE C
UCIOJIb30BaHUEM LU(POBBIX CPE/ICTB.

YMeHus: onpenensaTh 3a4a4uM A MOUcKa MHPOpMaLuy;
onpeneNniaTh HeoO0XOAWMBbIE HMCTOYHUKHA HH(POPMAIUY;
IUIAHUPOBAaTh  TPOLIECC  TIOMCKA;  CTPYKTYPHPOBATh




noixydaemyro  WHGOpPMAIMIO;  BBIACIATH  Hauboiee
3HAYNMOC B MepeUHC I/IH(i)OpMaL[I/II/I; OLCHUBAThH
NPAaKTUYECKYI0  3HAYMMOCTh  PE3YJIbTAaTOB  ITOWCKA;

oQOpMIIATH pPE3yNbTaThl MOMCKA, MPUMEHSTH CPEICTBA
MH(OPMAaLMOHHBIX TEXHOJIOTU JUTSL pelIeHHs
npodeCCHOHATIBHBIX 33J1a4; HCII0JIb30BaTh COBPEMEHHOE
porpaMMHoOe 0OecredyeHHe; HUCMOIb30BaTh Pa3IUUHbIE
U(pPOBBIE CPEACTBA Ul PeleHHs] MPo(ecCHOHATBHBIX
3azay.

OK 03 3HaHUS: COJIEpKAHUE aKTyaJIbHOM HOPMATUBHO-TIPABOBOM
[lnanupoBaTh ¥  pealM30BBIBATH JOKYMEHTALNH; COBpEMEHHAs Hay4Has u
COOCTBEHHOE NPO(ECCHOHANIBHOE U npodeccuoHaIbHAs TEPMHUHOJIOTHS; BO3MOJKHBIC
JIHTHOCTHOC PasBUTHE, | TpaeKTOpUU po(heCCUOHATILHOTO pa3BUTHS 31
HpEAIPUHUMATEIIBCKYIO caMo0oOpa3oBaHUs;  OCHOBBI  MPEINPUHUMATEIHCKOM
ACATCIBHOCTD B | IeATENHHOCTH; OCHOBBI (PMHAHCOBOW T'PAaMOTHOCTH;
pOeCCHOHAIBHON chepe, | mpaBmma  paspaGOTKHM  OHM3HEC-ILIAHOB; MOPSJIOK
HCIIOJIB30BATh 3HAHUS 10 NIPABOBOH | BpIcTpaMBaHMs IPE3EHTAMH; KPEIUTHbIE OaHKOBCKHE
U (uHAHCOBOW TpPaMOTHOCTH B IPOIYKTHI
Pa3IMYHBIX YKU3HEHHBIX ]
S— YMCHI/IFI.U ONPENIENATy  aKTYalbHOCTh  HOPMATHBHO-
MpaBOBOM  JOKyMEHTalMd B  NpodecCHOHATBHOM
JEATEIbHOCTH; MPUMEHATh COBPEMEHHYI0 Hay4HYIO
MPOPECCHOHAIBHYI0O TEPMHUHOJIOTHIO; OINPENEIsITh U
BBICTPAMBaTh TPACKTOPUHU MPOPECCUOHATBHOTO Pa3BUTHS
U caM0o00Opa3oBaHMS; BBIABISATH JOCTOMHCTBA U
HEJOCTAaTKM KOMMEPYECKON WJEH; IMPE3eHTOBAaTh WJIEU
OTKPBITHSI COOCTBEHHOTO Jiefla B MPO¢eCcCHOHATHHOM
JESTENbHOCTH; O(OPMIIATh OM3HEC-TINIaH; PaCCUUTHIBATH
pasMepbl  BBIIUIAT MO TPOILIEHTHBIM  CTaBKaM
KpEIUTOBAHUS; ONPENENATh MHBECTUI[UOHHYIO
MPUBJIEKATEILHOCTh KOMMEPYECKHMX HJACH B paMKax
npodeccnoHaNbHOMI NEeSATEIbHOCTH; MPE3EHTOBATH
Ou3HeC-ueI0; ONPEAEATh UCTOYHUKN (DUHAHCHUPOBAHUS
OK 04 3HaHUA: TICHXOJIOTHYECKUE

D¢ dexTuBHO B3aUMOACHCTBOBATH U
paboTaTh B KOJUIEKTHBE M KOMaH/IE

OCHOBBI JACATCIIbHOCTHU
KOJIJICKTHUBA, IICUXOJIOTHYCCKHUEC 0COOCHHOCTU JIMYHOCTH,
OCHOBBEI HpOGKTHOfI ACATCIIBHOCTH

VYMeHusi: OpraHuM3oBbIBaTH pabdOTy KOJUIEKTHBA H
KOMAaH/IbI; B3aUMOJICHICTBOBATh c KOJUIETaMHU,
PYKOBOJICTBOM, KIHMEHTaMH B X0Jie¢ MpOo(hecCHOHATbHON
JIEATEITbHOCTH

OK 05

OcymecTBiATh YCTHYIO u
IMUCBbMCHHYIO KOMMYHHKAalUIO Ha
rOCyJJapCTBEHHOM A3BIKE

Poccuiickoit denepanuu ¢ y4eTom
0COOEHHOCTEN  COLMAIIBHOTO |
KYyJIBTYPHOI'O KOHTEKCTa

3HaHUs: OCOOEHHOCTH COIMAJIBHOIO U KYJIBTYPHOTO
KOHTEKCTa; TMpaBwia oO(OpMIIEHUS JTOKYMEHTOB H
MOCTPOCHMS YCTHBIX COOOILIEHHH

VYMmenus: T'paMOTHO H3JiIaraTb CBOU MBICIIN U O(bOpMJ'IfITI)
JOKYMEHThl MO0 TMpodeccnoHalbHON TeMaTHKE Ha
TOCy/IapCTBEHHOM $I3BbIKE, TMPOSIBISITH TOJEPAHTHOCTH B
paboueM KOJUICKTUBE

OK 06

IIposiBnaTh rpak1aHCKO-
MaTPHOTHYECKYIO MO3ULUIO,
JEMOHCTPUPOBATH OCO3HAaHHOE
IIOBEJICHUE Ha OCHOBE

3HaHus: CYIIHOCTb IpakJaHCKO-NIaTPUOTHIECKOM
MO3HIINY, OOIICUEIIOBEUECKUX IIEHHOCTEH; 3HAYUMOCTh
npoeCCHOHATBHON  JEATENIFHOCTH 1O  Ipodeccuu
(cmenuanbHOCTH);  CTaHJAAPTBHl  AHTUKOPPYIIIUOHHOTO
MOBEJICHUS U TIOCJIEACTBUS €r0 HapyIICHUs




TPaTUITMOHHBIX POCCHICKHX
JTyXOBHO-HPABCTBEHHBIX
[IEHHOCTEH, B TOM YHCIIE C YYETOM
rapMOHU3AIUU MEKHAIIMOHAIBHBIX
U MEXPEIUTHO3HBIX OTHOIICHUH,
MIPUMCHSITh CTaHJapThI
AHTUKOPPYIIIUOHHOTO TTOBEACHUS

YMeHus: onuchIBaTh 3HAYMMOCTEL CBOEH CIICIIMAJIbHOCTH;
MPUMEHSATh CTAaHAAPTHI AHTUKOPPYILIMOHHOTO MTOBEICHUS

OK 07

3HaHUA: mpaBujia 9KOJIOTHYECKOM 0e30I1acHOCTH Ipu

ConerictBoBaTh COXPAaHCHHUIO | BereHUU MPO(EecCHOHATBHON N1eATENbHOCTH; OCHOBHbBIE
OKpY’KarolIeH CpeIbL, | pecypchl, 3aJCWCTBOBAaHHBIE B MpodeccrnoHATbHOMI
PeCypCocOepeKeHuIo, TPUMEHSTh | nesTenbHOCTH; MyTH OOECTIEUeHHs PeCypcocOepekeHs;
3HaHUs 00 HM3MEHEHMH KIMMATa, MPUHIMIBI  OEPEKIMBOTO  MPOU3BOJICTBA; OCHOBHEIE
IIPUHIHIIBL OCpeKIIMBOIO | HampaBieHHs HW3MEHEHHS —KIMMATHYECKUX YCIOBUU
MIPOU3BOJICTBA, >bheKTUBHO | permoa.
NEHUCTBOBAaTh B  UYPE3BBbIYANHBIX . -
— YMenus: coOroaTh HOPMBI 9KOJIOTUYECKOMN
0€e301acHOCTH; OIIpEeAEIATh HaIpaBJICHUS
pecypcocOepexeHusi B paMKkax MpodeccruoHalIbHOI
JESITETLHOCTH M0 CHEIMATBHOCTH OCYIIECTBIISATH padoTy
c COOI0ICHHEM MIPUHLUIIOB OepeKITUBOTO
MIPOM3BOJICTBA; OPTaHMU3OBBIBATH MPO(ECCHOHATBHYIO
JIESATENIbHOCTh C yY4eTOM 3HaHUH 00 HU3MEHEHHH
KJIIMMAaTUYECKUX YCIIOBUM pEruoHa.
OK 08 3HaHUs: poJib buznyeckoit KYJIbTYpbI B
Hcnons3oBath CPEACTBA | OOLIEKYIBTYPHOM, HPOPECCHOHATBHOM M COLMAIBHOM
(puzmaeckon KyJIbTYpBbI UL | pa3BUTUHU 4YEJIOBEKA; OCHOBHI 37J0POBOTO 00Opa3a *KHU3HH,
COXpaHCHUA u YKPCIICHUS | ycroBuUs MpodeccuoHabHOM ASSITENFHOCTH U 30HBI PUCKa
340pPOBbA B nponecce | hu3uyecKoro 370pOBbS I CHEIUATBLHOCTH, CPEIICTBA
NpOGECCHOHATILHON  IEATENbHOCTH npOoQUTAKTUKY TIEPEHATIPSHKCHUS
U TOJJepXKaHus HeoOXOJAUMOro ]
. | YMeHus: WCII0JIh30BaTh (bU3KyNBTYpHO-
YPOBITA usuraccroit O3JIOPOBUTENIbHYIO  ACSATENBHOCTh ISl YKPEIUICHUS
MOATOTOBJIEHHOCTH
310pOBBS, JIOCTHKCHHUSI KU3HEHHBIX u
npoecCHOHANBHBIX [eNel; MPUMEHSITh palMOHAIBHBIE
IIPUEMBI JIBUTaTeNbHBIX (YHKIHMI B mpodeccuoHaIbHOM
JESITEIbHOCTH; TOJIb30BATHCS CPECTBAMU MPOPUITAKTHKU
MepeHanpsHKeHUs,  XapakKTepHBIMH I JTaHHOU
CIEUUATBHOCTH
OK 09 3HaHUA: TpaBWa TOCTPOCHHUS] MPOCTBIX M CIOMKHBIX
[onb30Barbest MPO(YECCHOHANBHON | peioskeHHit Ha MPOMECCHOHANBHBIE TEMbI; OCHOBHBIC
JIOKyMEHTaLUCH Ha | o0meynoTpeOuTeNbHbIE TJ1aroJibl (6bITOBaN u

rocyaapCTBECHHOM W HWHOCTpPAHHOM
SA3bIKaX

npodeccuoHalibHAs JIEKCHUKA); JICKCHYSCKUH MHHUMYM,
OTHOCSIIIIMICST K OMHCAHUIO TPEIMETOB, CpPEICTB H
MIPOIIECCOB npodeCCHOHATEHON NeSATEIIEHOCTH,
OCOOCHHOCTH TPOHM3HOIICHUS; TPAaBUIa YTEHUS TEKCTOB
Mpo¢eCCHOHAIBHON HAIIPaBICHHOCTH

YMeHuUs: MOHUMATh OO CMBICT YETKO MTPOU3HECEHHBIX
BBICKA3bIBAaHUH Ha M3BECTHBIE TeMbI (podeccroHaIbHbIe
U OBITOBBIC), TMOHUMATh TEKCTHI Ha  0a30BBIC
npodeccroHaIbHbIE TEMBI; Y4acTBOBAaTh B JAMANOrax Ha
3HAaKOMbIE O0IIKe U NMPOPEeCcCCHOHATBHBIE TEMbI; CTPOUTh
OpOCThIC  BBICKa3plBaHMsI O cebe HW O  CBOeH
npodeccCHOHATHLHON NeSITeIbHOCTH; KpaTKO




000CHOBBIBATh U OOBSICHATH CBOU JIEHCTBHS (TEKYyIIUE U
IJIAHUPYEMBIE); TUCATh MPOCTHIE CBSI3HBIE COOOIICHUS Ha
3HAKOMBIC WJIM MHTEPECYIONTUE MPOPECCHOHATBHBIC TEMBI

Tabmuna 3 — [IpodeccnoHaIbHBIE KOMIICTCHITHH

Koa un

Buabl 1esiTeIbHOCTH HAHMEHOBaHUe Pe3yabTaThl 00yYeHUs

KOMIIETEeHIIUH
OcyecTBiieHne IK 1.1 3HaHus:
OpPraHU3aIIOHHOTO U Ocy1ecTBISTH HOpMaTUBHBIE TMpaBOBble akThl Poccuiickoit
JOKYMEHTAIlHOHHOI'O npuéM-nepenavy @enepanun B chepe HMHPOPMALMOHHBIX U
obecrnieueHus yIpaBiIeHYECKON KOMMYHHKAI[MOHHBIX TEXHOJIOTHIA;
JeSATCIIbHOCTH uH(pOpMaIIUU C CTPYKTypa oOpraHm3amnuu, e€ 3agadud |
OpraHu3aluu MOMOIIBIO CPEICTB byHKIUY;

MH(OPMaLIMOHHBIX U
KOMMYHHKAIIMOHHBIX
TEXHOJIOTUI

IIpaBHJia IPOBEJCHMUS JIETIOBBIX 1IE€PETOBOPOB;
ATHKA JETOBOTO OOIIECHUS;
IIpaBHJIa PEYEBOT0 ITUKETA;
mpaBWiia  TOJNJCpXKaHUS U
MEXJINYHOCTHBIX OTHOIIECHU;
TpeOOBaHUS OXPAHbI TPY/A.

pa3BUTHUA

YMenus:

UCIOJIb30BaTh CPEACTBA MH(POPMALMOHHBIX U
KOMMYHHUKAITHOHHBIX TEXHOJIOTUH TUIst
NOJIy4YeHHUs U Mepeiaud HHPOopMaluu;
BECTU M UCIONB30BaTh B pabore
KOHTAKTOB OpraHU3aliH;

BECTH Y4YETHBIE PErHCTPALMOHHBIE (HOPMBIL,
UCMONb30BaTh WX JUII  HMH(OpMAIMOHHON
paboThl 1 pabOTHI IO KOHTPOJIIO MCIIOTHEHHS
MOPYYECHUH;

yCTaHaBJINBATh " TIOJ/IEP’KUBATh
KOMMYHHUKAIlMM B  Mpolecce  JeI0BOro
oOLIeHUs c MTOMOUIbIO CpEICTB
MHPOPMALIMOHHBIX ¥ KOMMYHHMKAIIMOHHBIX
TEXHOJIOTHIA;

CrJIaXUBaTh  KOH(MJIMKTHbIE U  CIIOKHBIE
CUTYaIIMH MEXITHYHOCTHOTO B3aUMO/ICHCTBUS;
coOITI0/IaTh CTYKEOHBIN TUKET;
o0ecrieunBaTh MH(OPMALIMOHHYIO
0€301acHOCTb JeSITEIbHOCTH OpraHu3aINH

0azy

HaBpIkn:

MONlyueHus: HeoOXoaumMmol wuHpopMamuu u
nepeaadnd CaHKIIMOHUPOBAHHON MHGOpMAIIN
C HCII0JIb30BaHUEM CPEACTB
WH(POPMAIMOHHBIX M KOMMYHHUKAIIHOHHBIX
TEXHOJIOTUH

IK 1.2
Koopaunuposath
paboty MIPUEMHOI
PYKOBOAMTENS,  30H
npuemMa  pa3Iu4HbIX
KaTeropui
IIOCETUTENIEH

3HaHMUS:

HOPMAaTHBHBIC IIPaBOBbIE aKTbl Poccuiickoi
denepanuu 1o 3ammTe HHGOpMAIUK U paboTe
¢ OOpaleHUsIMU TPaKIaH;

CTPYKTypa OpraHu3allid M pachpeiesieHue
byHKIUH MEXITY CTPYKTYpPHBIMH
MOJIpa3/IeNICHUsIMU U CIICIUAINCTAMU;




OpraHu3aIu

IpaBHUJia OpraHu3aliy NpuémMa noceTuTene;
3TUKET M OCHOBBl  MEXKIYHApOJIHOTO
MIPOTOKOJIA;

3THKA JCIOBOr0 OOIIECHUS;

[paBHJia PEYEBOTO ITUKETA.

IpaBUja CEPBUPOBKU YaiHOTO (KO(erHOoro)
CTOJIA;

TpeOOBaHUS OXPAHBI TPY/IA.

YMeHnus:

BCTpEYaTh IIOCETUTENIEH, 10JIy4aTh
NEPBUYHYI0 HMH(MOpMAIMIO O MOCETUTENX,
YCTaHaBIMBaTh  NOPSAJOK  mpuéma s
Pa3IMYHBIX KaTErOpUil MOCETUTENEH;

BECTH YUYETHBIE PETUCTPAIIMOHHBIE (POPMBI 110
npuémy noceturenei 1 opopMIATh MPOIYCKa;
BECTH MpuéM, Inepenayy U  OTIPaBKy
JIOKYMEHTOB;

OpraHU30BBIBATH u OpOHUPOBATH
IIEPErOBOPHBIE KOMHATBHI;

CepBUPOBaTh 4YaifHble (KOQEHHbIE) CTONBI B
oduce;

MPUMCHSITH B pabote CpencTBa
MHPOPMALIMOHHBIX ¥ KOMMYHHMKAlIMOHHBIX
TEXHOJIOTHIi;

IIPUHUMATh MEpBI 1o COXPAHEHUIO
KOH(QUIEHIMANbHOU HH(pOpPMalUd B XOJe
IpuéMa IOCETUTEIICH.

HaBpiku

KOOpAUHALINU paboThI IPUEMHOMN
PYKOBOAMTENA M 30H IpUEMA Pa3IUYHBIX
KaTeropyil MOCETUTENIEN OpraHu3auu

IIK 1.3

Bnanets HaBBIKaMH

TJIAaHUPOBAHUS

pabouero  BpeMeHH

PYKOBOJIUTENS
cekperaps

n

3HaHus:

HOPMAaTHBHBIE MPAaBOBbIE aKThl Poccuiickoit
Oenepaniun B chepe  uHODOpPMAIIMOHHON
0C30IMacCHOCTH;

CTPYKTypa i crenuduka OCHOBHOM
JIeATETbHOCTH OpraHU3allly;

OCHOBBI YIIPABJICHUSI BpEMEHEM;

MpaBujIa IPOBEJICHUS JIETIOBBIX TEPETOBOPOB;
STHKA JIEJIOBOI0 OOIIEHNUS;

TpeOOBaHUS OXPAHBI TPY/A.

YmMenus:

BbIOMpaTh  (OPMBI  TUTAHUPOBAHHS U
opopMIISITh  IUIAHUPOBLIMK  (OpraHaiizep)
PYKOBOJIUTENS U CEKpeTaps;

yCTaHaBJINBATh TeITH, OTIpeNeNATh
PUOPUTETHOCTD M OYEPETHOCTD BBITOTHEHUS
pabot u 3P GHEeKTUBHO pacmpeneniaTh padbouee
BpeMs;

COTJIaCOBBIBaTh BCTPEYHM U MEPOIPHUATHS U
BHOCUTh HH(OpMANMIO B  IJIAHHPOBIIUK
(opramnaiizep);




nH(pOpMUPOBaATH PYKOBOJIUTEIS 0
OpuOMMKEHUM  BPEMEHH W pPeriiaMeHTe
3aIIAHUPOBAHHBIX BCTPEY U MEPOIIPHUSATHI;
BEIOMpATh ONTUMAIBHBIE CIIOCOOBI BHEITHETO
W BHYTPEHHEro  uH(OpMUpOBaHUS O
TUTAHUPYEMBIX MEPOIIPUSITHIX

obecrieunBaTh nH(pOpMaAITMOHHYIO
0€30IacHOCTh JISATEIBHOCTH OPraHU3allNY;
MIPUMEHSATH B pabore cpencTBa
WH()OPMALIMOHHBIX M  KOMMYHUKAIIMOHHBIX
TEXHOJIOTHH.

HaBbiku
IJIAHUPOBAHUS pabouero BpEMEHU
PYKOBOAMTEIA U paboyero qHs ceKperaps

[IK 1.4
Ocy1iecTBISITh
MOJITOTOBKY JICTIOBBIX
MOE3JI0K
PYKOBOJTUTEIIS u

JIpPYruX COTPYAHHUKOB
OpraHu3anuu

3HaHUA:

HOpPMAaTHBHBIE IIpaBOBbIE aKTbl Poccuiickoit
@enepanyu B cepe opraHuzaluu JeI0BOMH
ITOE3/IKH;

NOPSAJOK TOATOTOBKM U JOKYMEHTHPOBaHMS
JICIIOBOM II0C3/IKH;

MHTEPHET-PECYPChl  JUJIl  OCYILECTBICHUS
TPEBEI-TIOIAEPIKKH JEIIOBBIX MOE3/0K;

OTUKET W  OCHOBBl  MEXIYHAPOIHOIO
IIPOTOKOJIA;

ATHKA JIEIOBOTO OOILEHUS;

TpeOOBaHUs OXpaHBI TPYJA.

YMenus:

COCTaBIATh M OGOPMISATH JTOKYMEHTHI st
JIETIOBBIX II0E3/I0K;

OCYIIECTBIISITh TPEBEN-TIOAIEPKKY JETOBBIX
MOE3/0K;

COTJIaCOBBIBaTh C MPHUHUMAIOIIEH CTOPOHOM
MIPOTOKOJI  IUIAHUPYEMBIX MEPONPHUITHA U
dbopMUpPOBATH MPOTPAMMY JIETOBOI MOE3IKH;
HCIIOJIb30BaTh CPeACTBA WH(POPMAIMOHHBIX U
KOMMYHHKAITHOHHBIX TEXHOIOTHI I
o0ecrieyeHus B3aUMOJEHCTBHUS c
PYKOBOAHMTENEM BO BpEeMs €ro JeI0BOM
MMOE3IKH;

0OpPMIISITh OTYETHBIE IOKYMEHTHI O JIEIOBOM
MOE3/IKE.

Hagbiknu
OpraHu3aluu
PYKOBOJIUTENA U
Opra"u3aluu

JIeTIOBBIX
ApYyTUX

MOE3I0K
COTPYAHUKOB

K 1.5

Bmagers cmocobamu
OpraHu3anuu
pabouero
MPOCTPAHCTBA
MIPUEMHON U KaOuHeTa
PYKOBOAUTENSA

3HaHUS:
TpeOoBaHUS
MPOU3BOIACTBEHHOMN
MIPOTUBOIIOKAPHOM 3allIUThI;

OCHOBBHI TIPABWJIBHON OpraHu3aluu Tpyda U
METO/IbI TTOBBIMICHUSI €T0 3P (HEKTUBHOCTH;
BUJIbI OPTAHU3AIMOHHONW TEXHUKU M TOPSIOK
paboTHI C HEMl.

OXpaHbI Tpyna,

CaHUTapuy,




VYMmenus:

OpPTraHU30BBIBATH pabouee MECTO B
COOTBETCTBUH C TPCOOBAHUSAMHU SPrOHOMHUKH U
KYJIBTYDPBI TPYAA;

obecneyuBaTh pabouee MECTO H
(GyHKIIMOHATBHOE pabouee MPOCTPAHCTBO
HEOOXOIMMBIMU CpeICTBaMHU
OpPraHW3aIMOHHON TEXHUKH, MEOCIbI0 U

KaHUEJIAPCKUMH IPUHAAIEKHOCTAMU;
MOJIEPKUBATh CpPEACTBA OpPraHU3aLMOHHOMN
TE€XHUKHU B pab04eM COCTOSHUMU.

Haspiku
OpraHu3aluu u O ACPIKaHUS
(YHKIIMOHAJIBLHOTO pabovyero NpocTpaHCcTBa

[IK 1.6
Ocy1iecTBISITh
paboty
MOATOTOBKE "
MIPOBEJICHUIO
KOH()EPEHTHBIX
MEpONPUATHH,
o0OecnieunBaTh
nH(pOPMaLIMOHHOE
B3aUMO/ICHCTBUE
PYKOBOAMTENS c
MoApa3ieieHusIMH U
JOJIKHOCTHBIMH
JTUIAMUA OpTaHU3aIuu

3HaHUs:

HOpPMAaTHBHBIE IIpaBOBbIE aKTbl Poccuiickoit
denepanuu B chepe HHPOPMAIIHH;

KOMILIEKC OpPraHU3allMOHHO-TEXHUYECKHUX
MEPOIPHUATHIA MO MOATOTOBKE U MPOBEICHHUIO
KOH(EPEHTHBIX MEPOTIPHUITUNL;

npaBuIIa odopmieHus JIOKYMEHTOB,
CO371aBacMbIX B IIpollecCc€ TMOJATOTOBKU U
MPOBEJICHUS KOHPEPEHTHOTO MEPOIIPHUATHS;

OTHUKET | OCHOBBI  MEXITYHApOIHOTO
MPOTOKOIIA;

9THKAa JIEJIOBOr0 OOIIEHHUS;

coCTaB BHYTPEHHUX u BHEIIHUX

MH(POPMAIMOHHBIX TTOTOKOB;
CTpYKTypa  OpraHu3alMu H
B3aWMO/JICUCTBUS MOIPa3/ICICHUN;
METO/bI 00pa0OTKU U 3alUTHl HHPOPMALIUU C
NPUMEHEHHEM CPEICTB MH(POPMAITMOHHBIX U
KOMMYHHUKAIIHOHHBIX TEXHOJIOTHIA;
TpeOOBaHUs OXpaHBl TPYA.

MOpAIOK

Ymenus:

OpPraHU30BBIBATh IPOLECC TOATOTOBKU U
NpoBe/IeHUE KOH(EPEHTHOTO MEPOIPHSITHS
WH/IMBUJIYyaJIbHO U B COCTaBe paboyeil Tpymnibl;
JOKYMEHTHPOBATh Pa3HbIC JTaIbl MPOIETyPHI
MOJATOTOBKM U TPOBEJIEHHUS KOH(EPEHTHOTO
MEpOTIPUSITHSI,

co0I01aTh STHKET "
MEXTYHAPOIHOTO MTPOTOKOIA;
OCYILECTBIIATH cOOp, 00pabOTKy HH(pOpMAIIHH,

OCHOBBI

CHCTEMaTH3aLHIO MOJTy4aeMBbIX u
nepeaBaeMbIX JIaHHBIX;
OCYIIECTBIISAITh  IIPOBEPKY  JOCTOBEPHOCTH,

MOJIHOTBI W HCHUPOTUBOPCUUMBOCTU HAHHBIX,
HCKIIIOUYCHHE TyOJIMpoBaHUs HH(POpMAIINH;

MIPUMEHSTH nH(pOPMaIMOHHO-
KOMMYHUKAIIMOHHBIE TEXHOJIOTHH.
HaBbikn

opraHu3aliii IMOATOTOBKM MW IIPOBCACHUA




KOH(EPEHTHBIX MEPOIPHUATHNA, OOCCTICUCHHS
UH(OPMAIMOHHOTO B3aUMOJICUCTBUS
PYKOBOIUTENST €  TOApPA3[CIICHUSIMH |
JOJDKHOCTHBIMU JIMIAMU OPraHu3aluu

IK 1.7

OdopmsTs
OpraHU3aluOHHO-
pacropsUTeIbHbIC
JOKYMEHTBI u
OpraHu30BbIBAThH
paboTy ¢ HUMHU, B TOM
qHCIIe c
UCIIOJIb30BAHUEM
ABTOMATH3UPOBAHHBIX
CHCTEM

3HaHUA:

HOpPMAaTHBHBIC IIPaBOBbIE aKTbl Poccuiickoin
®epnepanuu B chepe AeT0IPOU3BOICTBA;
JIOKaJIbHbIE HOPMAaTUBHBIE aKThI,
pErIaMeHTUPYIOLE JesTeIbHOCTh CITY)KOBbI
JIeNONPOn3BOACTBa U €€  pabOTHHKOB,
OpraHM3alHI0 BEICHUS IEIONPOU3BOCTBA;
COBPEMEHHBIE UH(POPMALIMOHHBIE u
KOMMYHHKAI[MOHHBIE TEXHOJIOTHH,
[IpUMEHsIEMbIE B paboTe C TOKYMEHTaMH;
CTPYKTypa  OpraHu3allM,  PYKOBOJICTBO
CTPYKTYpHBIX  TOJpa3feleHuii,  00pa3lbl
MOJAINHUCEN JIUL, UMEIOIINX [IPaBO IOJIUCAHU
U YTBEP>KJIECHHsI JOKYMEHTOB, U OTPaHUYECHUS
30H UX OTBETCTBEHHOCTH;

IIpaBUJIa PYCCKOIO SA3BIKA;

TpeOOBaHUS OXpaHbl TPYa.

YMeHus:

COCTABJIATh  IMPOCKTHI  OPraHU3aIlMOHHBIX,
pacopsIUTEIbHBIX W HWH()OPMAIMOHHO-
CIIPaBOYHBIX JOKYMEHTOB, B TOM YHUCIE

JIOKYMEHTOB, COoZIeprKaIuX
KOH(HIEHIIMATBHYIO HH()OPMAIHIO;
0pOpMIISITD OpraHU3allMOHHO-

pacrnopsAUTENbHbIE JOKYMEHTHI (OPUTMHAJIBI U
KOIUH);

CKaHHUPOBATh, KONIMPOBATh U KOHBEPTHUPOBATh
JIOKYMEHTBI B pa3iIU4HbIe (OpMAaThI;

OCYHICCTBJIATDH IMPOBEPKY IMPOCKTOB
JOKYMCHTOB Ha COOTBETCTBUC IIpaBUJIaM
ACJIONIPONU3BOJACTBA;

OpUHUMATh W TPOBOJAWTH  MEPBHUYHYIO
00paboTKy BXOISIINUX TOKYMEHTOB;
NPOBOJIUTH TIPEIBAPUTEIHLHOE PACCMOTPEHUE
BXOJISIIIUX U BHYTPEHHUX JIOKYMEHTOB;
PETUCTPUPOBATh BXOJAIINAE, HCXOSIINE |
BHYTPCHHHUE JIOKYMEHTHI;

KOHTPOJHPOBATH MapIIpyTH3aLUIO
JIOKYMEHTOTIOTOKOB B OpraHu3aIuH
(corymacoBaHue, MOIIKMCAHKUE, YTBEPKICHUE,
peructpaius, O3HAKOMJICHHE M HCIIOJHEHHE
JIOKyMEHTOB);

OCYIIECTBIIATh CPOKOBBII KOHTPOJTb
WCTIOJTHEHUS IOKyMEHTOB;

OCYILECTBIIATh  MOJATOTOBKY U OTIPABKY
UCXOMAIINX JIOKyMEHTOB;

COCTABJIATH OTYETHI M AHATTUTHUYCCKHUE CIIPABKU
00 MCIIOJIHEHUH JJOKYMEHTOB;

BECTH HMH(POPMAIMOHHO-CIIPABOYHYIO PabOTy




10 JOKYMEHTaM;

OCYILECTBIIAITh PabOTy C OpPraHU3aLUOHHO-
pacropsauTeIbHbBIMU JIOKYMEHTaMHu
B @BTOMAaTU3HPOBAHHBIX CUCTEMAX.

Haspiku
odopmiIeHHS OpraHU3allMOHHO-
pacnopsAUTEIbHBIX JIOKYMEHTOB u
opraHuzanusi padoThl C HUMH, B TOM YHCIIE C
HCII0JIb30BaHNUEM ABTOMATHU3UPOBAHHBIX
CHUCTEM
K 1.8 3HaHus:
OdopmsaTs HOpPMaTHUBHBIE MPaBOBbIE akThl Poccuiickoit
JIOKYMEHTBI no | @enepanuu B chepe TpyAOBBIX OTHOUICHUH;
JUYHOMY COCTaBY U | JIOKAJIbHbIE HOPMAaTHBHBIE aKTBhI,
OpraHU30BbIBATH perJaMeHTUPYIOIINUE TPYAOBbIE OTHOLLICHUS;
paboTy ¢ HUMH, B TOM | COBPEMEHHbIE UH(OPMALIMOHHO-
qucie C | KOMMYHHUKAIIMOHHBIE TEXHOJIOTUH,
HCII0JIb30BaHUEM IpUMEHsieMble B paboTe C JOKYMEHTaMH IO
ABTOMATHU3UPOBAHHBIX | JUYHOMY COCTaBY;
cucTeM CTPYKTypa  OpraHu3alud,  pPyKOBOJICTBO

CTPYKTYPHBIX ITOAPA3ACIICHUI;
MpaBuJIa AeOMPON3BOCTBA;
IIpaBUJIa PYCCKOTO SI3bIKA;
ATHKA JETOBOTO OOIIECHUS;
TpeOOBaHUS OXPaHbI TPY/IA.

YMeHnus:

o0OecrieunBaTh COXPAaHHOCTb IE€PCOHAIBHBIX
JTAaHHBIX PaOOTHHUKOB;

OpraHU30BBIBATH  JTOKYMEHTOOOOpPOT MO
MIPEACTABJICHUIO JJOKYMEHTOB I10 [IEPCOHAILY B
roCyZapCTBEHHBIE OPTaHBL;

OpPraHU30BBIBATH JIOKYMEHTOOOOPOT MO YUETY
U IBM)KEHUIO paOOTHHUKOB;

BECTH BOMHCKHMH y4€T paOOTHUKOB,;

BECTH YUET paboyero BpeMeHU pabOTHUKOB;

0popMIIATH OpraHHU3alMOHHO-
pacnopsiAUTENbHbIE JOKYMEHTHI 10 JHYHOMY
COCTaBY;

BECTH PETHCTpalMio, Y4ET, OINEepaTHBHOE
XpaHEeHHE JIOKYMEHTOB IO JUYHOMY COCTaBY;
BECTH JIOKYMEHTAIMIO, TOATBEPKAAIOIIYIO
CBEIEHUS O TPYAOBOW JEATENBHOCTH U
TPYZIOBOM CTa)ke paOOTHHKOB;

(dbopMHUpOBaTh JTUYHBIE JIeJIa pAOOTHUKOB;
oopmiATh nleNa MO JUYHOMY COCTaBY JUIs
nepeaay B apXuB OpraHU3aIHg;

paboTathb co CHeMaTU3UPOBAHHBIMU
MHPOPMALIMOHHBIMU CHCTeMaMH U 0azaMu
JAHHBIX TI0 BEICHUIO y4éTa W JIBH)KCHHIO
pPabOTHHUKOB.

Hasriku
opopMIICHHS ~ JOKYMEHTOB 10 JINYHOMY
COCTaBY W OpraHu3aluy PabOThI C HUIMH, B TOM




qucie c HCIIOJIB30BAHNEM
aBTOMAaTU3UPOBAHHBIX CHCTEM
IIK 1.9 3HaHUA:
OpraHuzoBbIBaTh HOpPMAaTHBHBIE IIpaBOBbIE aKTbl Poccuiickoit
Tekymee  xpaHeHue | dexepaunn B cdepe AEIONPOU3BOACTBA U
JIOKYMEHTOB, apXMUBHOIO JIEJ1a;
0o0paboTKy Jen [yl | JOKaJbHbIE HOPMaTUBHBIC aKThI,
OIIEPATUBHOTO U | periIaMeHTHUPYIOLue BEJICHUE
apXUBHOTO XpaHEHMs, | JEJONPOU3BOJACTBA U IEepeaady Jel B apXuB
B TOM 4YHUCIE C | OPraHHU3aLUU;
MCII0JIb30BaHNEM BUJIbI HOMEHKJIATYp JeJ1, 001ue TpeOoBaHus K
ABTOMATH3UPOBAHHBIX | HOMEHKJIATYpE €T, MOPSAOK PadOThI C HEH;
CUCTEM nopsiioK (POpMUPOBAHUS U OPOPMIICHUS JIEl,

cnenuduka  HopMUPOBAHHS
KaTeropui Jiei;

npaBujia XpaHEHUs [I€J, B TOM YHCIE C
JIOKyMEHTaMU OTPaHUYEHHOTO JIOCTYIIA;
MpaBWjia  BBIIAYM W HUCIOJIH30BAHUS
JIOKYMEHTOB 13 CHOPMUPOBAHHBIX JIEIT;
MOPSIIOK  HCIIOJIB30BAHMSI  TUIIOBBIX — HJIU
BEJJOMCTBEHHBIX  IEpeYHEed  JOKYMEHTOB,
ONpEICTICHUsI CPOKOB XPAaHEHHSI B IIPOIIECCE
HKCIEPTU3BI IEHHOCTH JTOKYMEHTOB;

BUJBI ONHUCEH JIe] OpraHu3alud U TOPSIOK
paboThI C HUMU;

TpeOOBaHMS OXPaHbI TPY/IA.

OTACJIBbHBIX

YMeHus:

pa3zpabaThIBaTh HOMEHKJIATypy e
OpraHu3aluy;

MIPOBEPSTH MPaBUIILHOCTD odopmIIeHUS

JIOKYMEHTOB M OTMETKH 00 MX HCIIOJIHEHHH
nepenl ux (QopMHUpOBaHHMEM B €O JUISA
MOCJEIYIOEro  XpaHeHus;  (pOpMHPOBATH
Jiena,  KOHTPOJIMpOBaThb  NpPaBUIBHOE U
CBOEBPEMEHHOE PaClpeelIeHue U MOALIMBKY
JOKYyMEHTOB B Jlela B COOTBETCTBHM C
HOMEHKJIATypOil 1,

MPOBEPSATh CPOKM XPAHEHUS JIOKYMEHTOB,
COCTaBJIATH MPOTOKOJN pPabOThl HKCHEPTHOU
KOMHUCCHUH TIO TOATOTOBKE JIOKYMEHTOB K
nepeade B apXus;

COCTaBJISITh AKT O BBIJICJICHUN K YHUUTOKEHHUIO
JIOKYMEHTOB, HE MTOJJIEKAIUX XPAHEHUIO;

COCTaBJIATh aKT 00 YHUYTOXEHUU
JIOKYMEHTOB;
OCYLIECTBJIATh ~ IIOJHOE WM  YaCTHYHOE

odopmiIcHHE JIeT BPEMEHHOTO, TTOCTOSIHHOTO,
JOJITOBPEMEHHOTO CPOKOB XPaHCHHUS;

COCTAaBIATL  OIMKMCH  J€lI  CTPYKTYPHBIX
Mopa3ieICHUI IMOCTOSTHHOT O,
JIOJITOBPEMEHHOTO  CPOKOB ~ XpaHEHUs s

nepeavyu Jesl B apXUB OpraHu3aluu;
IPUMEHSITh H(OPMaIMOHHO-




KOMMYHHKAIIMOHHbIE TEXHOJIOTUU MpU padboTe
C JOKYMEHTaMH.

HaBrikn
OpraHu3aIuu TEKYIIEeTO XpaHeHUs
JIOKYMEHTOB, 00paboTKu nein VIS

OINICPATUBHOTO U APXHWBHOT'O XpPAaHCHUA, B TOM
YHUCJIC C HCITIOJIB30BAHUEM
ABTOMATU3HWPOBAHHBIX CUCTCM

Opranuzanus
apXWBHOI paboTHI 110
JIOKyMEHTaM
OpraHu3aui
pasnIuuHbIX hopm
COOCTBEHHOCTH

[K 2.1
Ocy1iecTBISTh
KOMILJICKTOBaHUE
ApPXUBHBIMH JIeTIAMH
(ToxymMeHTaMu)
apXuBa OpraHU3aINH

3HaHUs:

HOpPMAaTHBHBIE IIpaBOBbIE aKTbl Poccuiickoit
@enepauu B chepe eIOMPOU3BOJICTBA U
apXMUBHOIO JIEJ1a;

Hay4YHO-METOJANYECKUE KPUTEPUU SKCIIEPTU3bI
LEHHOCTH pAa3jM4YHbIX TUIIOB U BUJOB €I
(IOKyMEHTOB);

TEOPETUYECKHE U METOJUYECKUE ACIIEKThI
KOMIUIEKTOBAaHUSI M 3KCHEPTU3bl LIEHHOCTH
BCEX BHUJIOB JJOKYMEHTOB;

BU/IbI, PA3HOBUIHOCTU U (pOpMATHI BCEX BUJIOB
JIOKYMEHTOB;

YHU(PUIIUPOBAHHYIO
OpraHU3alMOHHO-PACIOPAIUTENBHOM
JIOKYMEHTAIUU;

CTaHAapThl OQOPMIIEHMS] OpraHU3aLUOHHO-
pacnopsAUTENbHON JOKYMEHTALUH;

CrocoObl U TEXHOJOTMH JIOKYMEHTUPOBAHMS

CUCTEMY

pasNMYHBIX ~ BUAOB  MpOo(hecCHOHAIbHOM
JIeSITEIbHOCTH;

OpraHU3alMOHHBIE ITPUHIIMIIBI
KOMILIEKTOBAHUS Jen (TOKyMEHTOB)

OTPaHUYEHHOIO JIOCTYIa;
TpeOOBaHUS OXPAHbI TPYJA.

YMeHus:

paboratb c
MoIpa3ieieHUsIMU/OpraHU3aUsIMU
HMCTOYHUKAMH KOMIUICKTOBAHUS apXUBa;
MPUHUMATh apXHUBHBIE JeNa (JIOKYMEHTHI) Ha
MTOCTOSTHHOE WJTH JIOJITOBPEMEHHOE XPAHECHHE;
y4acTBOBaTh B IPOBEACHUM HKCIEPTU3BI
[IEHHOCTH Pa3UYHBIX THUIIOB W  BHUJOB
JIOKYMEHTOB B COOTBETCTBUM C BHYTPEHHUMU
periiaMeHTaMH OpTraHu3allNH;

OpPUMEHSITh B paboTe  pPEeKOMEHIAIuU
AKCIIEPTHO-TIPOBEPOYHON  KOMHUCCHH  WJIH
AKCIEPTHON KOMUCCUU OpTraHU3aluu;
MPUMEHATh TIEPEYHU C YKa3aHHEM CpPOKOB
XpaHeHus el (JOKyMEHTOB);

co0I0/1aTh HOPMATHUBHBIE CPOKU XPAHCHHS
nen (IOKyMEHTOB);

BECTH YYET HCTOYHHKOB KOMILJIEKTOBAHHMS
apXxuBa;

WCIOJIb30BaTh TMEPEOBOM OTEUECTBEHHBIA M
3apyOeKHBIH ONBIT 1O KOMILIEKTOBAHHUIO




apxuBa JejiaMu (JOKyMEHTaMH) MOCTOSTHHOTO
" JOJITOBPEMCHHOI'O XPpaHCHUS

HCITOJI30BaTh COBpPEMEHHBIE
aBTOMATHU3WPOBAaHHBIC, WHPOPMAIMOHHBIE U
TEJIEKOMMYHUKAIIUOHHbBIC TEXHOJIOTHH
JIOKyMEHTUPOBAHHBIX Cep AeATeIbHOCTH
OpraHu3aIyu.

Hagrixkn

y4yacTHsi B KOMIUICKTOBAaHUU apXUBHBIMU
Jies1aMu (IOKyMEHTaMM) apX1Ba OpraHu3aluu

[IK 2.2

Bectu yuér
ApXUBHBIX el
(IOKYMEHTOB), B TOM
YHCIIE C
UCTIOJIb30BaHUEM
ABTOMATHU3UPOBAHHBIX
CHCTEM

3HaHUA:

HOpPMAaTHBHBIE IIpaBOBbIE aKTbl Poccuiickoit
Qenepann B cdepe IeIONPOU3BOJACTBA U
apXHUBHOTO JIEJIa;

METOAMYECKHE JOKYMEHTBl U Hal[MOHAJIbHBIE
CTaHJApTHl B 00JacTH y4€ra JOKYMEHTOB H
JIOKYMEHTUPOBAaHHBIX Ccep JesTeIbHOCTH
OpraHu3aIum,

OTEYECTBEHHbIE u 3apyOeKHbIe
cepTU(UIMPOBAHHBIC CHCTEMBI
aBTOMAaTU3MPOBAHHOIO Y4Y€Ta apXUBHBIX €I
(1OKyMEHTOB);

TpeboBaHus K Y4E€Ty 0c000 IEHHBIX U
YHHUKAJIbHBIX aPXUBHBIX JIE] (JOKYMEHTOB);
CPOKH BBITIOJHEHUS padoT MO y4&TY apXUBHBIX
nen (IOKYMEHTOB);

o01iMe NPUHIMIBLI yu4éTa U KOMIJICKTOBAHUS
Jien (AI0KyMEHTOB) OTPaHUYEHHOT0 JIOCTYIIa;
TpeOOBaHUs OXPaHBbI TPY/a.

YMenus:

MOJIb30BaThCsl  yYETHBIMM JOKYMEHTaMH B
paMKax  dIIEKTPOHHBIX  HWH(MOPMAIMOHHBIX
cUCcTeM JOKYMEHTHPOBAaHHBIX chep
JeSITeTIHbHOCTH OpTaHU3aIlnHg;

M0JIb30BaThCS CepTUPHUINPOBAHHBIMU
aBTOMAaTH3HPOBAHHBIMU cucTeMaMu
JOKYMEHTUPOBAaHHBIX Ccep JesITeIbHOCTH
OpraHu3aliil 1Mo  y4€Ty, pETUCTpAallHH,
KOHTPOJIIO J1e71 (JOKYMEHTOB);

MIOJIB30BAThCS MH(OPMaLMOHHO-
CIIPaBOYHBIMU CUCTEMaMHU
JTOKYMEHTUPOBAHHBIX Ccdep AeATeIbHOCTU
OpraHu3aluy;

BECTH CIIPABOYHO-TIOMCKOBBIC CpEICTBA K
aApXUBHBIM JIeNIaM (JIOKYMEHTaMm);

BECTH YYET CTPaxoBOro (hoHIa apXUBHBIX JIET
(IOKYMEHTOB);

MPUMEHATh HOPMATHUBHBIC IIPABOBBIC AaKTHI,
JIOKQJIbHBIE HOPMATHUBHBIE aKThl OpPTraHU3AINUN
1 METOIUYECKHE IOKYMEHTHI B 00J1acTH y4&Ta
apXUBHBIX A€l (JOKYyMEHTOB);

BHOCHUThH MPEIOKEHUS o
COBEPIIICHCTBOBAHUIO METOIUYECKOTO




o0ecrieueHus yuaéra pa3HBIX BHJIOB
JOKYMEHTOB B JOKYMEHTHPOBAaHHBIX cCepax
JIEeATEIIbHOCTH OpraHU3allliH.

Hagbikn

BEJICHUS y4€Ta apXUBHBIX €]l (JOKYMEHTOB),
B TOM  4YHCI€ C  MHCIOJb30BaHUEM
aBTOMATHU3HPOBAHHBIX CUCTEM

IK 2.3
Ocy1iecTBISTh
XpaHEHHE apXUBHBIX
Jien (TIOKYMEHTOB) C
MOCTOSIHHBIM CPOKOM
XPaHEHUS U TIO
JMYHOMY COCTaBY B
apXWBE OpraHHU3AINH

3HaHUS:

HOpPMAaTHBHBIE IIpaBOBbIE aKTbl Poccuiickoit
Qenepann B cdepe IeIONPOU3BOJACTBA U
apXUBHOIO J1€11a;

HOpPMAaTHBHbIE IpaBOBblE aKThl Poccuiickoit
@eneparun B obnactu  mHGpOpMAIHH,
MHPOPMALIMOHHBIX  TEXHOJOIMH,  3allUThI
nH(pOpMallMd U TEPCOHAIbHBIX JAHHBIX,
nudpoBoit TpaHchopManuu;

HOpPMAaTHBHBIE IIpaBOBbIE aKThl Poccuiickoit
®enepanyn B 001acTH KOH(UACHIUAIBHOCTH
uH(popMaLuu;

IpaBUia XpaHeHUs Jed (JOKYMEHTOB) B
COOTBETCTBUU C UX TUIIAMHU;

HOpsiI0K  (POPMHUPOBAHUS  JIOKYMEHTOB B
KOMIUIEKTBI, TPYIIIIbI, TUIIBL;

TpeOoBaHUSA K O(OPMIICHHIO JOIOBOPOB Ha
pean3alnio YCIyr BHEIIHEro XpaHEHUs el
(ITOKyMEHTOB);

CPOKHM BBINIOJTHEHUS padoT;

TpeOOBaHUS K YCTAaHOBJIEHHBIM HOpPMaM
BbIPa0OTKY;

TpeOOBaHUs OXPaHBI TPY/a.

YMenus:

CHCTEMaTH3UPOBATh Jefa (JOKYMEHTHI);
pa3Meniath apXxuBHBIE Jiena (JOKYMEHTHI) Ha
MecTax XpaHeHHs B  COOTBETCTBUH  C
HOPMAaTUBHBIMHA TpeOOBaHUSAMH B 00JacTh
apXMBHOTO JIeJIa U YIpaBJIeHUs JOKYMEHTaMH;
COOJTIO/TaTh HOPMATHBHBIE PEKUMBI XPAHESHUS
apXUBHBIX JeN (JIOKyMEHTOB) Ha JIOOBIX
HOCHUTEIISIX;

IPOBOJUTH MPOBEPKY IOJHOTHI  COCTaBa
apXHWBHBIX IOKYMEHTOB B €IMHHIIAX XPAHCHUS;
IPOBOJUTH  ONHCAHWE  APXHUBHBIX  Jell
(TOKyMEHTOB);

COCTaBJIATH CIIPABOYHO-ITIOMCKOBBIE CPEJICTBA K
apXUBHBIM JIeJIaM (JIOKyMEHTaMm);

BECTH yUET ¥ KOHTPOJIb BBIJIa4N apXUBHBIX 1€
(TOKyMEHTOB) W3 apXUBOXPAHWIWIIA U WX

BO3BpATa;
BECTH YYE€T M KOHTPOJIb Tepefadyd Jem
(1OKYMEHTOB) B

roCyapCTBCHHBIN/MYHUIIUTIAIBHBIA ~ apXUB
WJIM Ha MTHOE BHEIITHEE XpaHEHUe U Tpuéma Jiei
C BHEIIHErO XpaHEHUs;




IIPOBOJIUTH MOJIMCTHYIO IIPOBEPKY
(U3NIECKOT0 COCTOSIHUSA JIeT (JOKYMEHTOB);
Pa3bICKUBATh HEOOHApYKEHHbIE nena
(1OKYMEHTHI);

3alMIaTh  MHQOPMALMOHHBIE  PECYpChI
apXuBa OT HECAaHKIIMOHUPOBAHHOI'O JOCTYIIA.

HaBwixu

OCYIIECTBJICHUS XPAHEHUs apXUBHBIX JI€]
(TOKYMEHTOB) €  TIOCTOSIHHBIM  CPOKOM
XpaHEHHUs] U MO JIMYHOMY COCTaBy B apXHBE

OpraHu3anuu
K 2.4 3HaHus:

Ocy1ecTBIsTH HOpMaTUBHBIE TMpaBOBbIe akThl Poccuiickoit
XpaHeHHe, @enepann B cdepe IEIONMPOU3BOJACTBA U
KOMILUJIEKTOBaHHE, apXUBHOTO JIeNa;

y4€T U HOpPMAaTHBHBIE IIpaBOBbIE aKTbl Poccuiickoit
MCIIOJIb30BaHUE /1T ®denepannu B 00JaCTH 3aLUTHI IEPCOHATBHBIX
(1OKYMEHTOB) JIAHHBIX;

BPEMEHHOIO HOpMaTUBHBIE TMpPaBOBbIe akThl Poccuiickoit
XpaHeHus ®denepanuu B 00J1aCTH KOHPHUICHITUATBHOCTH

nHpopManuu;

METOAMYECKHE JTOKYMEHTHl W HAI[MOHAIbHBIC
CTaHJapThl B 00JacTU JeNONpOU3BOACTBA U
apXHUBHOTO JIEJIa;

MeToAMKa  pa3paboTku  (opM  yUYETHBIX
JOKYMEHTOB B  TpPAJAWIMOHHOM U B
AJIEKTPOHHOM BUJIE;

NpaBUjla CUCTEMAaTU3allui M KiIacCH(PHUKAINN
JIOKYMEHTOB;

OCOOCHHOCTH OpraHu3alluy XpaHEHUs Jei
(TOKyMEHTOB) Ha Pa3IUYHbIX HOCUTEIAX;
KPUTEPUH  OMNpEIeNIeHUsT IIEHHOCTH  Jell
(TOKyMEHTOB) Ui JalbHEUIIEro XpaHEHUs
WIA YHUYTOXKEHUS;

TpeOOBaHUS K TpoleccaM YHHUTOXEHUS
uHpOpMaIUN B TPaIUIIHOHHOM "
AJIEKTPOHHOM BUJIE;

TpeOOBaHMS OXPaHBI TPY/IA.

YMeHus:

OpraHW30BBIBaTh U 00ECIIEUNBATH XPaHEHHUE
nen  (IOKyMEHTOB) BPEMEHHOTO XpaHEHUs
OpraHu3aIu B TPAJAUITHOHHOM u B
AJIEKTPOHHOM BH/IE;

KOHTPOJIUPOBATh Pa3pabOTKy CTPYKTYPHBIMU
MOApa3/IeICHUsIMM  ONUCEHd U  aKTOB O
BBIIEIICHUHA Ha YHUYTOXKEHUE el
(IOKYMEHTOB) BPEMEHHOTO XpaHEHUS B
TPAAUITMOHHOM U B SJIEKTPOHHOM BUJIE;
dbopMupoBaTh €IMHUIIBI XpaHeHust
JOKYMEHTOB  JIJI1 WX  TOCIEAYIOIIETO
pa3MeIleHUs] B apXUBE OpPraHU3aluu;
COCTAaBJISITH CITIPABOYHO-TIOMCKOBBIE CPEACTBA K
apXUBHBIM JIeJaM (JIOKYMEHTaM);




OCYIIECTBIISATh TMOUCK JAeN  (JTOKYMEHTOB)
BPEMEHHOI'O XpaHEHHMs B IIpolecce HUX
XpaHEHUs! B CTPYKTYPHBIX MOAPA3JEICHUIX U
apXuB€ OpraHU3allly;

OCYIIECTBIISITh METOJIMYECKOE PYKOBOJICTBO
opraHu3aleil XxpaneHus Jen (JOKyMEHTOB) B
CTPYKTYPHBIX MOAPA3JICICHUSIX OpraHU3aIuy;
OKa3bIBaTh CTPYKTYPHBIM TMOJpPA3AEICHUIM
MPAKTUYECKYI0 TIOMOIIb B  OpraHU3aluu
XpaHeHus el (10KyMEHTOB);

pa3pabaThIBaTh CIIpaBOYHO-UH(POPMALIMOHHBIE
JIOKYMEHTBI 110 OpPraHU3allU{ UCIOJIb30BaHUS
nen (JOKYMEHTOB) BPEMEHHOTO XpaHEHHS B
CTPYKTYPHBIX MOJApA3JEICHUAX U apXuBe
OpraHu3aIuy;

IPOBOAUTH  JKCHEPTHU3Y  LIEHHOCTH  JEN

(IIOKyMEHTOB) BPEMEHHOTO XpaHEHMs,
MepEeIaHHBIX B APXHUB;
OINpeaeATh CpOKHU XpaHeHus nen

(TOKyMEHTOB) BPEMEHHOT'O XPaHEHMUS;
oOecrieunBaTh 3alIUTy Jel  (JOKYMEHTOB)
BPEMEHHOI'O XPaHEHUs B OpraHu3alud OT
HECAHKIIMOHUPOBAHHOTO JOCTyTIa 170071
YHUYTOXKEHHUS;

MPOBOJUTH (PU3UUECKOE YHHUTOXKECHHE el
(TOKyMEHTOB) ~BpPEMEHHOT'O  XpaHEHHUS C
UCTEKIIUMH  CPOKaMH  XpaHEHHsS  TI0CIe
COIJIaCOBAHUSA co CTPYKTYPHBIMHU
MOJIpa3/IeIICHUSIMU OpTaHU3aIINH;

opopMisATh  y4€THBIE  JOKYMEHTHI 00
YHUUTOKEHUU Je) (JOKYMEHTOB) BPEMEHHOTO
XpaHEeHUsl C UCTEKIIUMH CPOKaMH XpaHEeHHUs

COBMECTHO co CTPYKTYPHBIMH
nogpasgaeneHnAMmn opraHnsaumm.
HaBpiku
oOecrieyeHUss XpaHEHHs, KOMIUIEKTOBaHMS,
yuéra 5
UCIIOJIb30BaHUs b1 (2h) (1oKyMEHTOB)
BPEMEHHOI'0 XpaHEHUS
IIK 2.5 3HaHUS:
Ocy1iecTBIsITh HOpPMAaTHBHBIE IIPaBOBbIE aKThl Poccuiickoi
UCIIOJIb30BaHUE ®enepanyn B chepe AeT0MPOU3BOICTBA;

APXHUBHBIX JIEJT
(IOKYMEHTOB), B TOM
YHClie ¢
HCIIOJIb30BaHUEM
aBTOMAaTHU3UPOBAHHBIX
cUCTEM

HOpPMAaTHBHBIE IIpaBOBbIE aKThl Poccuiickoit
deneparyy B 001aCTH 3aIUThI TEPCOHATBHBIX
JTaHHBIX;

METOAMYECKHE  JIOKYMEHThl B  001acTu
MCIOJIb30BAaHUS U MMyOJMKALUK apXUBHBIX JI€T

(IOKYMEHTOB);

cepTU(UIIUPOBAHHBIE nH(pOpMaIMOHHO-
MIOUCKOBBIE CHUCTEMbI B 00JacTu pa3paboTKu
HAYYHO-CIIPABOYHOTO amrapara

IIOKYMCHTI/IPOBHHHBIX C(bep JCATCIIBHOCTU
OpTraHHu3aIiy;




CPOKHM BBINOJIHEHUS PabdOT MO OpraHu3aluu
MCII0JIb30BaHUsl ApXUBHBIX €] (JIOKYMEHTOB);
OpraHU3alMOHHbIE IPUHIIMIIBI HCIIOIb30BAHUS
JIOKyMEHTOB OIPaHUYEHHOI0 JIOCTYIIA;
TpeOOBaHUS K OJrOTOBKE aPXUBHBIX CIIPABOK
U BBIIMCOK U3 apXUBHBIX JOKYMEHTOB;
TpeOOBaHUs OXpaHbl TPYa.

Ymenust:

CUCTEeMaTHU3UPOBaTh U 0000IIaTh CBEACHHS O
COCTaBe W COJEp)KaHUU AapPXUBHBIX JIT
(TOKYMEHTOB);

MCIOJIb30BaTh HH(POPMAIIMOHHBIC TEXHOJIOTHH
B 00JIaCTH CO3/IaHHS CIIPaBOYHO-TIOMCKOBBIX
CPEJIICTB apX¥Ba U JJOKYMEHTHPOBAaHHBIX chep
JESTEIIbHOCTH OpraHu3alluy;

(hOopMHPOBATH OCHOBHBIE M BCIIOMOTATEIIbHBIE

BU/IBI APXUBHBIX CIIPaBOYHHKOB B
AIIEKTPOHHOHU (hopMme;
MOJITOTAaBIUBATh uH(pOpPMaILIMOHHbBIE

JOKYMEHThl [0 3ampocaMm I0Jb30BaTesen
pa3IMYHBIX KaTErOpHiA.

Hagbiku
OCYIIECTBIICHUSI HCIOJIb30BAHUS aAPXUBHBIX
nen  (ODOKyMEHTOB), B TOM  4HCIE C
HCIIOJIb30BaHUEM ABTOMATHU3HPOBAHHBIX
CUCTEM

OcBoenue nmpogeccun
pabouero, JOMKHOCTH
CITy>KaIllero

(emompon3BoAUTENH)

IK 3.1
Opranu3zanus paboTsl
C IOKyMEHTaMHU

3HaHUSA:

HOpPMaTHUBHBIE [TPABOBbIE AKThl U HOPMATUBHO-
METOJUYECKUE JIOKYMEHTBI, ONPEICIIAIOINE
MOPSAJIOK JOKYMEHTAllMOHHOTO oObOecreyeHus
YIpaBIECHUS;

COBpEMEHHbIE MH(OPMALIMOHHbIE TEXHOJIOTUU
paboThI ¢ JOKYMEHTaMH;

MOPSAIOK pabOThI C JOKYMEHTaMU;

CXEMBI JJOKYMEHT0000POTa;

CUCTEMBI CKOPOCTHOT'O TUChMa;

npaBuia paboThl ¢ BXOJSAIMINMHU, UCXOIAIIUMU
U BHYTPEHHUMH

JIOKyMEHTaMU;

IpaBWJia OpraHu3alud U (QOPMBI KOHTPOJIS
WCIIOJIHEHUS IOKYMEHTOB B

OpraHu3aluy;

TUIIOBBIE CPOKU UCIIOJHEHUS IOKYMEHTOB;
MIPUHIIMIIBI padOTHI CO CPOKOBOM KapTOTEKOM;
Ha3HAYeHUE M TEXHOJIOTHUS TEKYUIEro U
MpeyNpPeaUTENbHOTO KOHTPOJIS;

IIpaBuIIa COCTaBJICHUS AHAJINTUYECKUX
CIPABOK 110 OpraHu3aluu padoThl

C JOKYMEHTaMM M KOHTPOJIO HCIOJHEHUS
JIOKYMEHTOB;

npaBuUia JOKYMEHTAI[MOHHOTO OOecredeHus
JeSITeIbHOCTH OpraHU3aluiy;

BUJIbl JOKYMEHTOB, UX HA3HAUYEHUE;




TpeOOBaHMs, IPEABSIBISIEMbIC K TIOKYMEHTaM B
COOTBETCTBHUHU C

HOPDMATUBHBIMH  TIPABOBBIMH  aKTaMH U
rOCY/IapCTBCHHBIMHU CTaHIapTaMHU;

IpaBWiIa  COCTABICHHUS M  OQOPMIICHHUS
UH()OPMAIIMOHHO-CIIPABOYHBIX,
OpraHU3alMOHHBIX, YIPaBJICHYECKUX
JIOKYMEHTOB;

HpaBWiIa CO3JAHUS M BEICHUs 0a3 JaHHBIX
CIIy’K€OHBIX JJOKYMEHTOB B

OpraHu3allny;

CHCTEMBI JIEKTPOHHOTO JTOKYMEHTO000pOTa;
OpaBWia M CPOKH OTIPABKH HCXOJSIINX
JTIOKYMEHTOB.

YMeHus:

paboratb co BCeH COBOKYITHOCTBIO
MH(OPMALIMOHHO-I0KYMEHTAI[HOHHBIX
pEeCypcoB OpraHu3aluy;

MOJIb30BaThbC 0a3aMH JAaHHBIX, B TOM YHCJIE

YAQJICHHO;
MT0JIb30BAThCS CIIPaBOYHO-TIPABOBBIMHU
CHCTEMaMHU,

MT0JIb30BaThCS aBTOMAaTU3MPOBAHHBIMU

CUCTEMaMHM y4€eTa, perucTpaluu,
KOHTPOJISI U HMH(POPMALMOHHO-CIIPABOYHBIMU
cucTeMaMH Tpu padbote ¢

JIOKyMEHTaMU OpTraHH3alNY;

IPUMEHSTh COBPEMEHHbIE HH(OPMALOHHO-
KOMMYHHKAI[MOHHBIE

TEXHOJIOTUH JUIsl pabOThl C JIOKYMEHTaMH, B
TOM YHCIIE IS €€

ONTUMM3AIMH U TOBBILICHUS 3P PEKTUBHOCTH;
IIPUMEHSTH [TPaBUJIA PYCCKOTO SI3bIKA;
IIPUMEHSITh HaBBIKH CKOPOCTHOI'O TUChMa.

HaBbiku: mpuem u mnepBuvHas o00pabOTKa
BXOJISIIUX JOKYMCHTOB;

MPEIBApUTEIILHOE paccMOTpeHHe u
COPTHPOBKA JOKYMEHTOB Ha

PETUCTPUPYEMBIC U HEPETUCTPUPYEMBIC;,
MOJTOTOBKA  BXOJSIINX JOKYMEHTOB  JIJISt
paccMOTPEHHUS PYKOBOIUTEIICM;

perucTparyst BXOIAIINX JOKYMCHTOB,;
OpraHu3aIus JIOCTaBKHU JIOKYMEHTOB
HCITOJTHUTEIISAM;

BelcHHe  0a3bl  JAaHHBIX  JIOKYMEHTOB
OpraHu3aIni,

BeJICHUE UH(POPMALMOHHO-CITPABOYHOM
paboTHI;

obpaboTka u OTIIpaBKa HUCXOISIINAX
JIOKYMCHTOB;

OpraHu3aiusi paboThI IO PETUCTPAIUH, YUCTY,
XpaHCHHIO U TIepeIade B




COOTBETCTBYIOIIHE CTPYKTYpHBIE
MoApa3iesieHUsl IOKYMEHTOB TEKYIIETO
JIEJIONPOU3BO/ICTBA;

KOHTPOJIb ~ HMCIOJHEHUS  JIOKYMEHTOB B

OpraHu3aIuy.

IIK 3.2 3HaHuA:

Opranuzanus HOPMATHBHBIC MPABOBHIE aKThl, HOPMATHUBHO-

TEKYILEro XpaHeHus METOMYECKHUE TOKYMEHTHI,

JIOKYMEHTOB rocyJapCTBEHHBIC CTaHJapPTHI,
ONPEIETSIONINE MOPSII0K
JIOKYMEHTAITMOHHOTO obecnieyeHus
YIpaBJICHHUS;

BUJbl HOMEHKJATyp, oOlue TpeOoBaHHs K
HOMEHKJIAType, METOAMKA €€

COCTaBJIEHUS U OPOPMIICHHUS;

IIPABUJIa COTJIACOBAHMA HOMEHKJIATYPBI €1 C
BEJIOMCTBEHHBIMU

apXMBaMH M KCIEPTHOW KOMHUCCHUEM.

YMeHus:

OpraHU30BBIBATH PA0OTY MO YYETy, XpPaHEHHUIO
U Iiepeave B

COOTBETCTBYIOLIUE CTPYKTYpHBIE
MOAPa3AesIeHUs TOKYMEHTOB TEKYLIETO
JIETIONIPOU3BO/ICTBA;

OCYILIECTBIATh METOJUYECKOE PYKOBOACTBO
JIEJIONPOU3BOJICTBOM B

OpraHu3ali, KOHTPOJHMPOBATH MpPaBUIBLHOE
¢dbopMupOBaHUE, XpaHEHHUE U

clady Jell B apXUB;

pa3pabatbIBaTh HOMEHKJIATypy nen
CTPYKTYPHOTO MOAPa3IeICHUS;

UCIIONIB30BaTh ~ HOMEHKJIATYpPY  JIel1  IIpH
W3Y4YEHUU CTPYKTYPHI,

OpraHu3aly, COCTaBICHUH ONUCEN eIl
OpraHU30BBIBATH PA0OTY MO (HOpPMHUPOBAHUIO
JIe] B COOTBETCTBHH C

YTBEPKICHHOU HOMEHKJIATypOu bi (Sh)
OpraHu3aluy;

(hopMHUPOBATh TOKYMEHTHI B JIeNIa C yU4ETOM UX
crnenuuky;

CHUCTEMAaTHU3UPOBATh TIOKYMEHThI BHYTPH JI€Na;
oOecrieunBaTh  COXPAaHHOCTb M 3aIIUTY
JIOKYMEHTOB OpPTraHU3alHH.

HaBbiku: pa3paboTka HOMEHKIATYPBI JIes
OpraHu3aIuy;

MpoBepKa  TPABHIBLHOCTH odopmITCHHS
JIOKyMEHTOB ¥ OTMETKHU 00 UX

UCTIOJTHEHUM Tiepes] uX (HOopMUpOBaHHEM B
JIeII0 JUIs TOCTIeTYOIIETO

XpaHCHHUS;

dbopMynupoBaHHE  3arojIOBKOB A€l U
OTIpeieICHNEe CPOKOB UX XPaHCHHUS;
dbopMupOBaHUE AL,




KOHTPOJIb IPAaBWIBHOIO U CBOEBPEMEHHOI'O
pacrpeaeneHust ¥ NOAILMBKU
JIOKYMEHTOB B JI€JIa.

IIK 3.3
Opranuzanus
00paboTku aen ais
MTOCJICTYIOIIETO
XpaHeHUs

3HaHUS:

KPUTEPUH pa3/ieJIeHUs JOKyMEHTOB Ha TPYIIIIBI
B COOTBETCTBHH C

[ICHHOCThIO HMH(OpManuy, cojaepKamencs B
HUX;

HOPSIIOK ~ CO3JIaHMs,  OpPraHU3alMd |
JOKYMEHTHPOBaHUS pabOTHI

HKCTIEPTHON KOMUCCHUH;

IpaBUja COCTABICHUS U YTBEPXKACHUS
IPOTOKOJa PabOTHI SKCIIEPTHON

KOMICCHUH;

IpaBUJia COCTABICHUS M YTBEPXKICHHUS aKTa O
BBIJICJICHUH IOKYMEHTOB,

HE MOJUIeKAIINX XPaHEHHIO;

npaBUiIa TEXHUYECKOH 00paOOTKU W MOJIHOTO
odopMIICHHS J1eTT

MOCTOSTHHOTO U BPEMEHHOTO XPaHEHUS;

ImpaBujia COCTaBJICHHUA OIINCH pI(SA) |
MOCTOAHHOI'O U BPCMCHHOT'O XpaHCHUA
B COOTBCTCTBUH C HOPMATUBHO-

MCTOAUYCCKUMHU JOKYMCHTAMU;
MpaBujia népcaavu ACJI B ApXUB OPraHU3aInu.

YMenus:

MOJIb30BAaThCsl  TEPEUHSMHU JIOKYMEHTOB U
aHAJIM3UPOBATh (PaKTUUECKOE

COJIep’KaHNE UMEIOIUXCS B JI€JI€ JOKYMEHTOB
IIPU ONPEJIEIIEHUN CPOKOB

UX XpaHEHUs;

0pOpMIISITH JOKYMEHTBI AKCTIEPTHOM
KOMHCCHUH;

0hopMIIATh OOJIOKKK JIeNT TOCTOSIHHOTO U
BPEMEHHOI'0 XpaHEHHUs B

COOTBETCTBUU c TpeOOBaHUSIMU
rOCYJapCTBEHHBIX CTaHIapTOB;

MPOU3BOJIUTH XPOHOJOTHUECKO-CTPYKTYPHYIO
CHCTEMaTH3alHIO JIEJT;

OCYIIECTBIISITh TEXHUYECKYI0 00pabOTKy U
noJIHOe 0(OpMIICHHE JE

MIOCTOSTHHOTO U BPEMEHHOTO XPaHEHUS;
COCTaBJIATh OINHUCh JIe] IOCTOSIHHOTO U
BPEMEHHOT'O XpaHECHHUS B

COOTBETCTBUH C HOPMAaTHBHO-METOANYECKUMU
JIOKyMEHTaMH.

Hagrpiku:

MpOBEpKa CPOKOB XpaHEHUs] JOKYMEHTOB,
COCTaBJICHUE ITPOTOKOJIA

PpaboOTHI SKCIEPTHONW KOMUCCHH TI0 TIOATOTOBKE
JIOKYMEHTOB K XPaHECHHUIO,

akTa O Tmepegaye Ha  YHUUYTOXKCHHE
JIOKYMEHTOB, HE MOJJIEKAITUX




XPaHCHUIO;
COCTAaBJICHUE BHYTPCHHEH ONHUCH Jed JJis
0c000 IICHHBIX JJOKYMEHTOB;

odopmiieHHE nen MTOCTOSIHHOTO,
JIOJITOBPEMEHHOTO CPOKOB XPaHCHHS;
oopmiieHre OOJOKKH JIeT MOCTOSIHHOTO,
JIOJITOBPEMEHHOTO CPOKOB

XpaHEHHUS;

COCTaBJICHHE OIKHCH JIeJ  IOCTOSIHHOTO,
JIOJITOBPEMEHHOTO CPOKOB

XpaHEHHS;

nepezaya JieJl B apXuB OpraHu3aluu.

4.2. B pamkax mpodeccuonambHoro moxayis [IM.03 mpemycMOTpeHO OCBOCHHE
nporpaMMmbl  MpodeccuoHambHOro oOydeHust 1o Tmpodeccuu paboyero, JOJKHOCTU
CITy’KaIlero «/lemonpon3BoAUTENbY. OObyuarouumcs, YCIEIIHO CAAaBLIUM
KBATM(UKAITMOHHBIM HOK3aMEH, BBIJACTCS CBUIETEILCTBO O mpodeccun pabdbouero,
JOJKHOCTU CITY’Kalllero, MOJTBEpKIaloliee MoydeHne KBanudukanuu no mnpodeccun
paboyero, MOJKHOCTH CIY)KAIllEr0 U MPUCBOEHHUE (MPU HAIMYMK) KBAIM(DUKAITMOHHOIO
pa3psja, Kjacca, KaTerOpHH.

5. CTpykrypa u coaep:xkanue OOIIL

5.1. CrpykTypa u cojaepkaHue 00pa30BaTEIbHOW MPOTPAMMBI COOTBETCTBYIOT
tpeboBanusM PI'OC CIIO no naHHO# CrenUalTbHOCTH, YTO OTPAKEHO B yUCOHOM TLIaHE.

5.2. Ctpykrypa 1 06beM 00pa3oBaTeIbHOM MPOTrPaMMbl BKITFOYAECT:

JTUCIUTITAHBI (MOJIYJIH);

MIPAKTHKY;

TOCY/IapCTBEHHYIO UTOTOBYIO aTTECTAIUIO.

OO6pa3oBarenpHasi IpOrpaMMa UMEET CIEYIONTYI0 CTPYKTYpY 1 00bem (Tabnuna 4):

Ta6muia 4 — CtpykTypa u 00beM 00pa30BaTeIbHOM MPOTPAMMBI

O0beMm 00pa3oBaTebHOM

CTpykTypa 00pa3oBaTe/IbHOI MPOrpaMMbl NMporpamMMsbl B
aKa/JleMHYeCcKHX Yacax
JlucnumumHe! (MOIYIN) 3780
ITpakTuka 432
I'ocynapcTBeHHast HTOTOBAs ATTECTAIIHS 216
O6mmit o0BeM oOpa3oBaTenbHOM TpOrpaMMmbl Ha 0Oasze 4428

OCHOBHOTO 00mero o0Opa3oBaHus, BKJIIOYas MOJy4eHUE
cpenHero ooOmero oOpa3oBaHUS Ha OCHOBE TpeOOBaHUM
benepanbHOrO TOCYyAapCTBEHHOTO 00pa3oBaTeNbHOTO
CTaHJapTa CPEHETO 00IIero 0opa3oBaHus

5.3. O6pazoBaTenpHast IpPOrpaMMa BKIIFOUACT LIUKIIBL:

o011e00pa3oBaTENbHBIN ITUKI;

COLIMATIHO-TYMAHUTAPHBIH 1IUKII;

obmenpodeccuoHaIbHbBIN ITUKIT;

npodeccuoHaNbHBIN ITUKIL.

5.4. B pamkax oOpa3oBaTejbHOW MpPOTrpaMMBbl BBIIEISIOTCA O0s3aTelbHasi 4acTh U
4acThb, (hopMHUpyemMasi yuacCTHUKaMHU 00pa30BaTeIbHBIX OTHOIICHHH (BapuaTUBHAS YacTh).

5.4.1. OOs3arenpHas YacTh 00pa3oBaTEbHOM MPOrpaMMbl HampaBlieHa Ha



dbopmupoBaHue 00mMUX U TMPO(HECCHOHAIBHBIX KOMIIETEHIINH, mnpeaycMoTpeHHsix OI'OC
CIIO no magHOW CHenraJIbHOCTH.

5.4.2. O6beM oO0s3aTenbHON YacTH 0e3 ydera o0beMa roCyIapCTBEHHOW HMTOTOBOM
aTTecTaluu cocTaBisieT He O6osee 70 MPOIEHTOB OT 00IIero 00beMa BPEMEHH, OTBEICHHOTO
Ha OCBOEHHUE 00pa30BaTEIbHON IPOTPAMMBI.

5.5. BapuatuBHas yacTh 00pa3oBaTeabHON mporpamMMmbl ob6bemoMm He MeHee 30
IPOLEHTOB OT 00IIero o0beMa BpPEMEHHU, OTBEJICHHOIO Ha OCBOEHHE 00pa3oBaTENbHOU
IpOrpaMMBbl, JaeT BO3MOXKHOCTh JajbHEHIIET0 pa3BUTHS OOUMX M MPOPECCHOHATBHBIX
KOMIIETEHIIMI, B TOM 4HCIE€ 3a CYET paCUIUpEeHUs BUAOB JEATEIbHOCTH, BBEICHUS
JIOTIOJIHUTENBHBIX BHJIOB JEATEIBHOCTH, a Takke Npo(ecCHOHANBHBIX KOMIIETECHIINM,
HEOOXOUMBIX JUIsl 00eCrieYeHNs] KOHKYPEHTOCIIOCOOHOCTH BBIITYCKHHKA B COOTBETCTBUU C
NOTPEOHOCTSMU PETHOHAILHOTO PBIHKA TPYJa, a TaKKe C ydeToM TpeboBaHUU HU(PPOBOM
HYKOHOMHUKH.

5.6. B cootBerctBuu c tpedoBanmsmu ®I'OC COO o6meodbpazoBaTeNbHBIA UK
npenycMaTpUBaeT o0s3aTelIbHOE M3y4YEHHE CIEAYIOIUX Y4eOHBIX mpeameToB: «Pycckuii
sa3bIk», «Jlutepatypa», «Marematukay, «MHocTpaHHBI s13bIK», «MHpOpMaTHKay,
«Duzukay, «Xumusa», «buonorus», «Ucropus», «OOmecTBo3Hanue», «leorpadus»,
«Dusnueckas KynbTypa», «OCHOBBI 0€30MACHOCTH JKU3HEIEATEILHOCTHY», U3 KOTOPHIX 3
yueOHBIX npeameTa: «Jlureparypay, «O6mectBo3Hanue», «MHbopmaTrukay u3ydarorcs Ha
yriayOJIeHHOM YPOBHE.

B yue6GHOM m1aHe MpeaycMOTPEHO BBIITOJIHEHHE O0YYalOIIUMUCS WHIUBUYAIbHOTO
MPOEKTA.

B oOpazoBarenpHy0 mporpamMmy BKJIIOYEH JOTIOJHUTEIBbHBIN YYEOHBIH MpeaMeT
«BBenenue B crieninanbHOCTbY

5.7. Ilpu ocBoeHun  001IE00Pa30BATENIBHOIO,  COLMAIBHO-TYMaHUTAPHOTO,
o0mmenpodecCHOHATBFHOTO M MPOPECCHOHATBLHOTO IMKJIOB BBIJEIACTCS O00BEM Yyd4eOHBIX
3aHATHA, TPAKTUKHU (B TPO(HECCHOHAIBHOM IIUKIIE) U CAMOCTOSITEIbHON paboTHI.

5.8. Ha npoBenenne yuyeOHBIX 3aHATUNA U MPAKTUK MPU OCBOCHUM YUYEOHBIX IMKJIOB
o0pa3oBaTeIbHON MPOrpaMMbI B 0YHON opMe o0yueHus BblienieHo He MeHee /0 MpoieHToB
0T 00beMa y4eOHBIX ITUKIIOB 00Pa30BaTEIbHON TPOTPAMMBI.

5.9. B yueOHbIE HMKJIBI BKJIIOYAETCS MPOMEXKYTOUYHAs aTTecTalus OOydaroluxcs,
KOTOpas OCYILECTBISETCS B paMKaX OCBOEHUS YKa3aHHBIX IIUKIJIOB B COOTBETCTBUU C (POPMOI,
ompejenseMor  o0pa30oBaTENbHOW  OpraHu3anued, ¢  OICHOYHBIMH  MaTepHallaMH,
MO3BOJISTIOIIIMME  OIICHUTH JOCTIDKEHUE 3alUTAaHUPOBAHHBIX TO OTJEIBHBIM JAWCIHMILTHHAM
(MOIyJIsIM) M TIPaKTHUKaM PE3yJIbTaTOB OO yUCHHUS.

5.10. ®I'bOY BO «BBI'Y» mpenocTaBisieT UHBAJIUIAM U JIMIIAM C OTPaHUYCHHBIMU
BO3MO>KHOCTSIMU 3/I0POBBS (TI0 UX 3asIBJICHHIO ) BO3MOXHOCTH O0yUYEHHSI TI0 00pa30BaTeIbHON
nporpaMMe,  y4YUTHIBalOIIEM  OCOOEHHOCTM  UX  NCUXO(U3UYECKOTO  Pa3BUTHUA,
UHAUBUAYAJIbHBIX BO3MOXKHOCTEH M, IPpU HEOOXOIMMOCTH, 00ECIeUnBaOIIed KOPPEKIIHIO
HAPYIICHUH PAa3BUTHS ¥ COIUATBHYIO aJJalTAIIUIO YKA3aHHBIX JIUII.

5.10. OGs3arenbHas 4YacTh COIHAIBHO-TYMAaHHUTapHOTO LUKIa 00pa30BaTENbHOM
IpOrpaMMbl MpeaycMaTpUBaeT U3ydeHHe cienyromux aucuuruind: «Mctopusi Poccumny,
«MHOCTpaHHBIE  s3BIK B NPOQECCHOHAIBHOM  AesTenbHOCTH»,  «be3omacHocTb
KUBHENEATEITbHOCTI Y, «Du3ndeckas KyabTypa», «OCHOBBI OEPEKIUBOTO MPOU3BOICTBAY,
«OCcHOBBI (PMHAHCOBOW IPAMOTHOCTH.

5.11.1. OOumii o00beM IUCHUIUIMHBI «be30macHoCTh,  KU3HEAEATEILHOCTH
COCTaBJISIET /2 aKaJleMUYECKHX 4Yaca, U3 HUX HAa OCBOCHHWE OCHOB BOCHHOHM CIYXOBI (IUis
IOHOIIIEH) — 48 akaJIeMHUYECKHIX YacoB.

5.11.2. JucrunnuHa «®dusnueckas KyJIbTypa» CHOCOOCTBYeT (HOPMHUPOBAHUIO



¢u3ndYecKoi KyJIbTyphl BBITYCKHHKA M CIIOCOOHOCTH HAIPAaBIEHHOTO HWCHOJIb30BaHU
cpenctB (U3MYECKO KyJIbTYyphl M CIOpTa JUIS COXpPAHEHUS U YKPEIJICHUS 30pOBBA,
NCUX0(U3NUECKOW MOArOTOBKE K MPOPECCHOHATBHON AESITENbHOCTH, NPEIyHpPExKICHUIO
podeCcCHOHANTBHBIX 3a00JIEBaHUM.

Jliis oOy4daromuxcsi MHBAJIUOB U JIUIl C OTPAHUYEHHBIMU BO3MOXKHOCTSIMH 3/I0POBbSI
oOpa3oBaTenbHasi OpraHU3allvs YCTaHABIMBAET OCOOBIA MOPSAOK OCBOCHHUS UCHUTLIMHBI
«Pu3nueckast KyJIbTypa» C Y4ETOM COCTOSIHUS UX 370POBbSI.

5.12. Ob6s3arenbHas 4YacTh OOMIENPOPECCHOHATBLHOTO IIMKJIA 00pa30BaTEIHbHOM
OporpaMMbl  MPEAYCMAaTPUBACT U3YYCHHE CIEAYIOMIMX  JUCHUIUIMH: «JKOHOMHUKA
opranuzanum», «MeHemxMmenT», «lIpodeccnonanbHas STUKa W OCHOBBI JI€JIOBOIO
oOuieHus», «IIpaBoBbie OCHOBBI MPOPECCUOHATBHON AesTENbHOCTH Y, «H(pOpMaLMOHHBIE U
KOMMYHHUKAIIMOHHBIE TEXHOJIOTHNY, «Pycckuil a3bIK B MPOPECCHOHATBLHON e TEIBHOCTHY,
«KommnbrorepHast 06paboTka JOKYMEHTOBY.

5.13. IlpodeccroHanbHBII [HUKI 00pa30BAaTEIbHONM MPOTPAMMBI  BKITIOYAET
npodeccruoHaNbHbIE MOJYJH, KOTOpble (OPMHUPYIOTCS B COOTBETCTBHH C BHIOpAaHHBIMU
BUJAMU JesTeNbHOCTH, TipeaycMoTpeHHbME OI'OC CIIO0, a Takke T10NmOJTHUTETHHBIM BUIOM
nesitenbHocTH, cpopmupoBanHbiM PI'BOY BO «BBI'Y» camocTosiTensHo.

5.13.1. B cocTaB npodeccHOHATBHOTO MOYJISl BXOIAT MEKIUCITUTUTMHAPHBIC KYPCHI.
O06beM npodecCHOHATBFHOTO MOJTYJISI COCTABIISIET HE MEHee 4 3a4eTHBIX eUHUII.

5.13.2. [IpakTrika BXOAUT B PO(PECCHOHATBHBIN ITUKI U UMEET CIASAYIOIIUE BUIBI -
yuyeOHasi MpakTHUKa W TPOU3BOJCTBEHHAs MPAKTHKA, KOTOpbIE pealn3yloTcs B ¢opMme
MPAKTUYECKOW MOJATOTOBKU. Y4eOHast M MPOU3BOJICTBEHHAS MPAKTUKU PEATU3YIOTCS Kak B
HECKOJIBKO IEPUOJIOB, TaK U PACCPEIOTOUEHO, YEPEAYSICh C YUEOHBIMU 3aHATHUSIMH.

5.14. TocynmapcTBeHHass  WTOTOBas  aTTecTalMsl  MpoBoAWTCS B (opme
JIEMOHCTPAIIMOHHOI'0 SK3aMeHa U 3allUThI TUTJIOMHON PabOTHI.

5.15. Tlo 3aBepmieHHH OCBOCHHUsS O00IC00pPa30BATEIBPHOTO ITMKIIA, OOYyYaroIIUecs
BIIpaBE MPOUTH I'OCYAAPCTBEHHYI0 UTOTOBYIO aTTECTALMIO, IIPU YCIEIIHOM IMPOXO0XKIECHUU
KOTOPOI UM BBIJJAETCSI aTTECTAT O CpeAHEM 00111eM 00pa30BaHNUU.

5.16.J10KyMeHTHI, periIaMeHTUPYIOLINE OpPraHU3aIUIo u coepKaHue
o0pa3oBaTeIbHON MPOTPaMMBI, pa3padaThIBalOTCA B COOTBETCTBUU ¢ TpeboanusiMu OI'OC
CIIO u nokaneabiMu akTaMu PI'BOY BO «BBI'Yy, Bxoaat B coctaB OOII n npunnararorces
K €€ ONMCaTeIbHON YacTH.

5.16.  JIokyMeHTBI,  pEriJaMEHTUPYIOIIME  OpraHu3aluid U COJEpKAHHE
o0pa3oBaTeNbHON MPOrpaMMBbI, pazpadaThIBalOTCA B COOTBETCTBUM ¢ TpeboBaHusMu OPI'OC
CIIO, ®I'OC COO wu nokansaeiMu akTaMu @I'BOY BO «BBI'Y», Bxoasat B coctaB OOII u
NpUJIAratoTcs K €€ onucareIbHOW YacTH.

5.16.1. VYueOHblii mimaH 0O0pa30BaTENBHOM MPOrpPaMMBl OMpEeNseT IepeUeHb,
TPYJOEMKOCTb, TIOCIEAOBATENLHOCTh U paclpesiesieHue Mo nepuoaaM o0ydeHHs! y4eOHBIX
NpeIMETOB, KYpCOB, TUCHUILIUH (MOYJE), MPAKTUK, UHBIX BUJIOB YYEOHOH NesATEIbHOCTU
oOyyarommxcs ¥ opMbI UX aTTECTAIHH.

Kanennapubliii yueOHbIN rpaduk — CTpyKTypHBIA 3meMeHT ydeOHoro miuana OOII,
KOTOPBI OTpakaeT BCce Mepuo/ibl y4eOHOM JesTEIbHOCTH CTYIeHTa U KaHUKYJ 32 BECh CPOK
00y4EeHHUsI, UX paclpeesIeHUe 10 FOJIaM.

5.16.2. PaGouas mporpamma y4eOHOH IUCHMIUIMHBI ONpEAENSeT IeNd, MECTO
muciuiuinabl B cTpyktype OOIl CIIO, ee Tpyno€MKOCTh B akKaJeMHYECKHX dYacax,
IUTAHUpYEMbIE pe3yJbTaThl 0OyueHHUs, (GOpPMbI TEKYIIEeH U MPOMEKYTOYHOW aTTeCTallUH,
OILICHOYHBIE CPEACTBA, IMEpPEUYeHb Y4EOHO-METOIUYECKOTO M MaTepHabHO-TEXHUYECKOTO
oOecrieyeHusi, HEOOXOIMMOIO [UIsl OCYLIECTBIEHHS 00pa30BaTEIbHOrO Ipolecca I0
muciuiuinae. Paboune mporpamMmbl JUCHUILUIMH U OLIEHOYHBIE CPEACTBA pa3paldaThIBAIOTCS



negarorudyeckumMu - pabotnukamu noapasnaeneHuid  CIIO, 3a KOTOpPBIMH  3aKpeTUICHBI
TUCIUIUIMHBI, paccMaTpUBAIOTCS U YTBEPXKAAIOTCS  UUKIOBBIMH  METOJUYECKUMHU
KOMUCCHUSIMU. Y TBEPKIEHHBIN BapuaHT npuiaraerca k OOIL.

5.16.3. Ilporpammsl mpodeccHOHATBHBIX MOMYJEH, HAalpaBICHHBIE HAa OCBOCHUE
YCTaHOBJIEHHBIX 00pa30BaTEIbHOM MPOrpaMMOIl BHUIOB OCHOBHOM MpodeccCHOHaTBHOM
NESITENbHOCTH, a Takke (OHABI OIEHOYHBIX CPEACTB K HHUM, pa3padaThIBalOTCS B
COOTBETCTBUU C JIOKAJIBHBIM aKTOM, pacCMaTpHUBAIOTCA M YTBEPKIAIOTCS LMKIOBBIMU
METOJIMNYECKUMHU KOMUCCUSAMHU. Y TBEPKJIeHHBIN BapuanT npuiaraercs k OOIL.

5.16.4. Pabouas mporpaMMa TIPaKTUKH OIpeAesieT O00bheM, COACp)KaHHE U
IUTAHUPYEMBIE PE3YNbTAaThl 00YUEHHsI IO MPAKTHKE, a TAKKE BKIIOYAET B C€0sI KOHTPOJIBHO-
OLICHOYHBIE CPEJICTBA JJIs IIPOBEAEHUS MPOMEXKYTOUHOHN arTectanuu. Paboune nmporpamMmsl
MPAKTUK PETIAMEHTUPYIOT EATEIbHOCTh PYKOBOAUTENEH MPAKTUKHU U OOYUYAIOIIUXCS B XOJ1€
NPOXOXKICHUSI KOHKPETHOTO BHJAa TPAKTUKU, pPa3paldaThIBAIOTCS B COOTBETCTBUH C
JIOKQJIbHBIM aKTOM, PAacCMaTpUBAIOTCS U YTBEPKIAAIOTCSA IMKIOBBIMU METOJMYECKUMU
KOMHUCCHUSIMU C TIpHBJICUEHHEM paboToiaTenieil. YTBEp:KICHHBIN BapuUaHT MpUiaraercs K
OOIL

5.16.5. IlporpamMMa rocymapCTBEHHOH HWTOTOBOW aTTECTAllMM BKIIOYAET B ceOs
TpeOOBaHUsl K IJUIUIOMHBIM IMpoeKTaM (paboTaM), MOPSAKY WX BBINOJIHEHHUS U 3aLUTHI,
METOJIMKaM WX OIEHWBAaHUA, 3aJaHUsl M KPUTEPUH OICHUBAHUS TOCYIapCTBEHHBIX
HK3aMEHOB, a TakK)K€ YPOBHH JIEMOHCTPAIMOHHOTO 5K3aMEHA, KOMIUIEKThl OLIEHOYHOU
JIOKYMEHTallul, BBIOpAHHBIC HCXOJS W3 COJEpKaHUSI peaqu3yeMol o0pa3oBaTeIbHOU
POrpaMMBbl, U3 pa3MENICHHBIX Ha caiiTe orepaTopa B ceTH « IHTepHET».

5.16.6. K OOII mpunaratorcst yaeOHO-METOANYECKIE MaTepuaibl, pa3paboTaHHbIE TTO
JMCIUTUTAHAM (MOIYJISIM) Y4eOHOTO TUIaHa U MPAaKTUKaM (METOMYECKUE PEKOMEH/IAINH 10
OpraHu3alliyd CaMOCTOSATEIbHOW pabOThl, BBINOJIHEHHUIO KYpCOBOM paloOThl, BBIMYCKHOU
KBaJIM(DUKAITMOHHON pabOThI, METOJAMYECKHE YKa3aHWs MO Y4eOHOW M MPOU3BOJICTBEHHOMN
NpakTHKE), NepedeHb pa3pabOTaHHBIX JIIEKTPOHHBIX Yy4eOHBIX KypcoB. MeToamuecKkue
MaTepualbl AOCTYMHBI O0y4YarolUMcs B 3JEKTPOHHON HMH(OpMaImoHHO-00pa3oBaTeIbHON
cpele By3a.

5.16.7. PaGoyas mporpaMma BOCIUTaHUS W KaJICHJAPHBIA TUTAH BOCIHMTATEIHLHOU
paboThl pa3pabaThIBAIOTCS C LEIbI0 NPHOOIIECHUS OOydYalIIMXCsl K POCCUUCKUM
TpPaJMLIMOHHBIM JYXOBHBIM II€HHOCTSM, MpaBHjiaM M HOpMaM IOBEJIEHHs B OOIECTBE,
JOCTHXKEHUSI 00y4JaIoOIIMMHCS JTMYHOCTHBIX Pe3yNbTaToB, yKkazaHHbIX B0 PI'OC.

Paboyast mporpamMMa BOCIIMTAHUS ONPENEsieT KOMIUIEKC KITIOUEBBIX XapaKTEPUCTUK
CUCTEMbI BOCIIUTATEIbHOU pabOThl yHUBEpCUTETA (IPUHIIMUIIBI, METOA0JI0THYECKUE TTOIXO/IBI,
1eNb, 3a/layd, HampaBlieHus, (OPMBI CpPEJICTBA M METOJbI BOCIUTAHUS, IUIAHUPYEMbIC
pE3yJIbTaTHI).

KanengapHelil miian BocnutateabHOM paboThl KOHKPETU3UPYET MepeyeHb COOBITHI U
MEpPOIPHUATHIT BOCHUTATENbHON HANpPaBICHHOCTH, KOTOPbhIE OPTaHU3YIOTCS M MPOBOJISATCS
YHUBEPCUTETOM M B KOTOPBIX O0ydaromuecs IpUHUMAKOT yYacTHE.

6. YcaoBus peanuzanuu OOII

6.1. YcnoBus peanuzanuu 00pa3oBaTeNbHOM MPOrpaMMbl IOJTHOCTHIO COOTBETCTBYIOT
tpeboBanusam OI'OC CIIO no cnennansrocT 46.02.01 /lokymeHTanmoHHOE OOecTieueHme
YIPaBJIEHUS U apXUBOBEJCHUE.

6.2. ®I'bOY BO «BBI'Y» ocymecTBisieT o0pa3oBaTelbHYIO ACATEIBHOCTH IO
peanu3anuu 00pa30BaTENbHON MPOTPaAMMBI CPETHETO MPOPECCHOHAIBHOTO 00pa30BaHus B
COOTBETCTBUHU C JEHCTBYIOIIMMHU CAHUTAPHBIMU HOPMAMH U IIPABUJIAMU.



6.3. ®I'bOY BO «BBI'Y» pacrmonaraer Ha mpaBe COOCTBEHHOCTH HJTH MHOM 3aKOHHOM
OCHOBAaHHUU MaTepUaIbHO-TEXHUUYECKON 0a3oi, oOecrieunBaroliell MpoBeIeHUe BCEX BHUJIOB
y4eOHOM AESITENbHOCTH O0YyYarolMXcs, MPEAYCMOTPEHHBIX yYEOHBIM IUIAHOM, C Y4YETOM
[TOIL.

6.4. ®I'bOY BO «BBI'Y» pacnonaraer crnenraJbHBIMH TTOMEIICHUSIMH, KOTOpPHIC
NPEJICTAaBISIOT COOOM ydeOHble ayJUTOpUH, JIabOpaTOpUU, MACTEPCKUE, OCHAIICHHBIC
000pyIOBaHHEM, TEXHUYECKHMMH CPEICTBAMU OOYUYCHHS ISl MPOBEACHUS 3aHATHI BCeX
BUJIOB, TPEIYCMOTPEHHBIX 00pa3oBaTeIbHOW MPOTpaMMOM, B TOM YHCIE TPYNIOBBIX U
UHAVBUAYAJIbHBIX KOHCYNbTAallMH, a TaKke /s MPOBEJIECHUE TEKYIIEr0 KOHTPOIIS,
IPOMEKYTOYHON U TOCYJapPCTBEHHOW UTOTOBOM aTTECTAllNU, TOMEUICHHS ISl OpPraHu3alnun
CaMOCTOSITENIbHOM M BOCHHUTATEIbHON pPabOThI, COCTaB KOTOPBIX OINpEENIeH B paboumx
nporpaMMax y4yeOHbBIX MPEeIMETOB, TUCIUIUIMH (MOIYJIEH), TPAKTHUK.

6.4.1. Bce BubI yaeOHOM NeATETLHOCTH 00 yJarOITUXCS, MPEyCMOTPEHHBIC YIeOHBIM
IUTAaHOM, BKJTIOYas TPOMEXYTOUYHYI0 W TOCYJapCTBEHHYIO HWTOTOBYIO aTTECTAIHIo,
oOecrieyeHbl PacXOHBIMU MaTepHUaIaMHu.

6.4.2. [lomemienus sl OpraHU3allid CaMOCTOSITENILHOM M BOCIUTATENbHON padOThI
OCHAIICHBI KOMIIBIOTEPHON TEXHUKOH C BO3MOXXHOCTBIO MOAKIIOUEHHUS K WHPOPMAIIHOHHO-
TEJIEKOMMYHHUKAIMOHHON ceTn «MHTepHeT» M o0ecrmeueHreM JJ0CTyla B JSJICKTPOHHYIO
uH(popMannoHHo-o0paszoBarensHyto cpeny DI'BOY BO «BBI'V».

6.4.3. DI'BOY BO «BBI'Y» o0ecieueH HEOOXOAUMBIM KOMIUIEKTOM JIMLIEH3HOHHOTO
¥ CBOOOTHO pacIpOCTPaHsIEMOT0 MPOTPAMMHOTO 00ECTICUEHH S, B TOM YHCIIC OTCUECTBEHHOTO
MIPOU3BO/JICTBA.

6.4.4. bubnuoTteunpiit GOH/ YKOMIUIEKTOBAH MEYATHBIMU W3/IaHUSAMH U3 pacyeTa He
meHee 0,25 nsk3emIuisipa KaXAOro W3 H3JaHMM, yKa3aHHbIX B paboO4YMX Mporpammax
JTUCIHTUINH (MOIYJEH), MPAKTHK, HAa OJHOTO 00YYAIOMIeTrocst U3 YMCIIa JIUI, OJTHOBPEMEHHO
OCBAMBAIOIIUX COOTBETCTBYIOIIYIO TUCIUILTUHY (MOYJIb), MPOXOASIIUX COOTBETCTBYIOIIYIO
MPAKTUKY.

B kauecTBe OCHOBHOH JHUTEpaTyphl YHHUBEPCUTET HCIONB3YET YUCOHWKH, ydeOHBIC
nocob6wusi, npeaycmorpernsie [TOIT.

6.45. ®I'BOY BO «BBI'Y» pacnonaraer »5ieKTpOHHON WH(GOPMAIIMOHHO-
00pa3zoBaTeILHON CPeoii, MOITOMY BO3MOXKHA 3aMeHa MeYaTHOro OMOInoTedHOro (poHa ¢
NPEOCTaBICHUEM IIpaBa OJHOBPEMEHHOTO JoCTyma He MeHee 25% oOywarommxcs K
1 poBoH (NIEKTPOHHOI) OMOTHOTEKE.

6.4.6. O0yuaromumcs obecriedeH JoCTy (yAaJeHHbIH JOCTYIT), B TOM YUCIIE B CIy4ae
NPUMEHEHHsSI DJIEKTPOHHOTO OOYYCHHS, TUCTAHIIMOHHBIX 00pa30BaTENbHBIX TEXHOJOTHH, K
COBPEMEHHBIM TMpo(deccHoHaNbHBIM 0a3aM JaHHBIX W WHGOPMAIMOHHBIM CIIPABOYHBIM
CHUCTEMaM, COCTaB KOTOPBIX OMPEENSIETCS B padounX Mporpammax JTUCIUTUINH (MOIYJeH) U
MOJIJIC)KUT OOHOBIIEHUIO (IIPU HEOOXOIUMOCTH).

6.4.7. O0yuaronriecss HHBaJIU/IbI ¥ JINIA C OTPAHUYCHHBIMH BO3MOXXHOCTSIMH 3/I0POBbSI
oOecriedeHbl MeYaTHBIMY U (WIJIH) SJIEKTPOHHBIMU YI€OHBIMH U3/IAHUSIMH, aJTaITAPOBAHHBIMU
pY HEOOXOAUMOCTH I OOyUEHUS YKa3aHHBIX 00yJaromnxcs.

6.4.8. OoOpa3zoBaTenpHas TmporpamMma oO0ecleynuBaeTcsl y4eOHO-METOIUYECKON
JOKyMEHTaluel 1o BCEeM Y4YEOHBIM NUCHUILIMHAM (MOIYJSIM), BUJAM TMPAKTUKH, BUIAM
rOCyIapCTBEHHOW UTOTOBOM aTTECTALUU.

6.5. Peanuszanus oOpa3oBaTeslbHON MPOTrpaMMbl 0OecrieunBaeTcs MeAarornyecKuMu
paboTHUKaMH 0O0pa3oBaTeIbHOM OpraHu3aldd, a TakXKe JHUIaMH, MPUBIEKAEMBIMU K
peanu3anuu 00pa3oBaTEeIbHON MPOTPaMMbl HA HMHBIX YCJIOBUSAX, B TOM YHCIIE M3 YHCIA
pykoBoauTened W paOOTHUKOB OpraHHW3alfii, HAMpaBlI€HHE AEATEIBHOCTH KOTOPBIX
COOTBETCTBYET OJHOM U3  obnacteil  mpodeccuoHanbHOi  pedarensHocTH: 07



AJIMHUHHACTPATUBHO-YIIPaBJICHUECKass U O(pHUCHAs ACSITETHHOCTh (MMEIOIUX CTaX paboTh B
JAaHHOH NnpodeccuoHaIbHON 001aCTH HE MEHee TpeX JIET).

6.5.1. Kpanudukanus nenarorndeckux padOTHUKOB 00pa30BaTeIbHON OpTraHU3aluu
OTBEYaeT KBAIM(UKAMOHHBIM TpEeOOBaHMUSAM, YKAa3aHHbIM B  KBaIM(PUKALUOHHBIX
CIpPaBOYHUKAX U (WIK) Mpo(ecCHOHATBHBIX CTaHAApTax (MPU HATUYUN).

6.5.2. [legarornueckue pabOTHUKH, IPUBJIEKAEMbIC K peaTn3alni 00pa3oBaTeIbHON
IPOrpaMMBbl, OJIYYarOT JONOJHUTENBHOE IPO(dhecCHOHAIBHOE 00pa30BaHUE 110 MpOrpaMMaM
HOBBIIIEHUS KBAIN(UKALNY HE PEXe OHOT0 pa3a B TP rojia C yueTOM pacIIUpEeHUs CIIEKTpa
npo¢eCCUOHAIBHBIX KOMIIETEHIMH, B TOM uucie B (opMe CTaXXMPOBKU B OpraHU3alMsX,
HAlpaBJICHUE  JEATENbHOCTH  KOTOPBIX  COOTBETCTBYET  OAHOM U3  oOsacten
npodeccruoHanbHON AesitenbHOCTH: 07 AIMUHUCTPATHBHO-YIpaBlIeHYECKass U OQucHas
JeSITEIbHOCTh, @ TAKKE B JIPYIMX 00JIACTSAX NPOPECCHOHAIBHOM IESTEIbHOCTH U (MIIH)
chepax npodecCHOHANBHON JAEATEeIbHOCTH MpPU YCIOBHUM COOTBETCTBUS IOJYYEHHBIX
KOMIIETEHIIUI TpeOOBaHUAM K KBAIM(PHUKAIUU TIEAArOTHYECKOT0 paOOTHHKA.

6.5.3. [Jons mnemarorndyeckux pabOTHUKOB (B MPUBEACHHBIX K LEIOYHUCICHHBIM
3HAYEHUSM CTaBOK), UMEIOIIMX OMBIT JESITEIbHOCTH HE MEHEe TpeX JIET B OpraHu3alusix,
HalpaBJICHUE  JEATENbHOCTH  KOTOPBIX  COOTBETCTBYET  OJHOM W3  olmacte
npodeccuoHanbHON AestenbHOCTH: 07 AIMUHUCTpPATHBHO-yIpaBlieHYecKass U o¢ucHas
NeSITENIbHOCTh, B OOIIEM YHCIIE TMEeJarOrMuecKuX pabOTHUKOB, OOECIIEUNBAIOIINX OCBOCHHE
oOyyarommmucs npodeccuoHaIbHBIX MOJYJeH 00pa30BaTeNIbHOM MPOrpaMMbl, COCTAaBIISET
HE MEHee 25 MPOILIEHTOB.

6.6. ®unancoBoe obecrieyeHne peaau3aluu 00pa30BaTEIbHON MPOrpaMMbl JOHKHO
OCYILECTBIIAATbCA B 00bEME, HE HHXKE OINPEACICHHOIO B COOTBETCTBHM C OIOKETHBIM
3akoHoJaTenbcTBoM Poccuiickoit @enepannu u denepanbHbIM 3aKOHOM OT 29 nexadps
2012 r. Ne 273-®3 «O6 obpazoBanuu B Poccuiickoit denepannn.

6.7. C 1enbio KOHTPOJIS U COBEPLICHCTBOBAHUS KaueCTBa OCHOBHOM 00pa3oBaTeIbHOI
OporpamMMbl  CpPeHEro Mpo(ecCHOHATBFHOrO0 O00pa30BaHUSl IPOBOAATCS BHEIIHUE U
BHYTPEHHUE IIPOLIEAYPHI OLIEHKHU U nipu3HaHus kayectsa OOIL.

6.7.1. K ocHOBHBIM mporeypaM BHEIIHEW OIEHKH U mpusHaHus kadectBa OOII
OTHOCSTCS:

roCy/apCTBEHHAs u o0LIeCTBEHHO-TIPOPECCUOHATIbHAS aKKpeauTaIus
00pa3oBaTEIHLHON S TEIHHOCTH;

skcriepTr3a OOIT u e€ anemMeHTOB paboTOAATEISIMHU.

6.7.2. OCHOBHBIMU IIpoLIeypaMH BHyTpeHHeH orieHkH kadectBa OOII sapnsroTes:

MIPOMEKYTOYHAs aTTeCTalMsl 00y4aroIIUXCcsl, TPOBEIEHNE BXOHOT'O KOHTPOJIS YPOBHS
MOJTOTOBJICHHOCTH OOYYalONIMXCSl B Hayalle W3Y4YEeHUs TUCHHUIUTUHBI (MOIYJs), aHajIu3
nopTQOINO yUeOHBIX U BHEYUEOHBIX TOCTHKEHUN 00YyJatoIuXcs, IPOBEACHNE OTUMIIHAL U
JIPYTUX KOHKYPCHBIX MEPONPUITHH, rOCYAapCTBEHHAsI UTOTOBAs aTTECTAIUS BBIITYCKHUKOB,;

camoo0OclieloBaHUE W  BHYTPEHHUH ayAuT 00pa3oBaTeNbHON  MPOrpaMMBI,
BKIIIOYAIOIIMNA  aHKETUpOBaHUE paboTojmareneld, MEIarorHyeckux pabOTHUKOB U
oOyyarommxcsi, OLEHKY KauecTBa pecypcHOro oOecrmeueHusi 00pa3oBaTeIbHON
NESTENbHOCTH, MOHUTOPUHT YPOBHS KBaJU(UKALMU MEJarori4eckux paOOTHUKOB, aHATIU3
IIOKAa3aTeNeu TPyAO0yCTPOMCTBA BHIITYCKHUKOB U T.II.;

MOHUTOPUHI U NEepHOJUYecKas olleHKa kadectBa cozepxkanus OOIl, kortopoe
€KEroJJHO OOHOBJISETCS C YYETOM pa3BUTHUSI HAyKH, KYJIbTYpbl, SKOHOMHUKH, TEXHUKH,
TEXHOJIOTUH W CcoLMaIbHONH cdepbl, a TakkKe B Cllydae H3MEHEHUH JeHCTBYIOIIETO
3akoHogaTenscTBa PO B chepe oOpazoBanms.

6.8. BocnutarenbHas paboTra SBISETCS HEOTHEMIIEMON YacThIO IIEIIOCTHOTO
00pa30BaTeNbHOIO IpoLEecca YHUBEPCUTETAa BHE 3aBUCHUMOCTH OT MPUMEHSEMBIX (HopM



oOyueHus. Bocnurtanue sBisieTcss NPUOPUTETHBIM HAIpaBIEHUEM B 00pa3oBaTEIbHOM
npolecce YHUBEPCUTETA U pacCMaTPUBAETCS KaK IeJIeHaNpaBiIeHHas opraHu3anus Bcex chep
KU3ZHEACATEILHOCTH O0Yy4arOITUXCS.

6.8.1. ['maBHO¥ 3amadeii BOCIUTATEILHON PaOOTHI SBISICTCS CO3JaHUE YCIOBUH IS
AKTUBHOM JKM3HEACSTENBHOCTH OOYyYalolUXCs, TPaKIAHCKOTO CaMOOIpeneeHUus |
camopeanu3aluu, JUIsl YIAOBIETBOPEHUS] MOTPEOHOCTEW CTYJIEHTOB B WHTEIUIEKTYaJIbHOM,
JTyXOBHOM, KYJbTYPHOM M HPAaBCTBEHHOM Pa3BUTHUHU.

6.8.2. BocniutaTtenbHass paboTa B YHHMBEPCHUTETE OCYIIECTBISETCS CHUCTEMHO 4Yepes
y4eOHBIM TMpoliecc, MPAaKTHUKH M BHEY4eOHYIO jaedaTenbHOCTh. (OOecnedyeHue mpaB U
COLIMAJIBHOM 3alluThl OOYYAIOIIMXCS, Pa3BUTHE U (PYHKIMOHUPOBAHHE CTYJEHYECKOTO
CaMOYIIpaBJICHMsI, MPOPUIAKTUKA aCOLMAJIbHBIX SBJICHUH B MOJOAEKHOU cpene,
opraHu3alus J0cyra 00ecreuynBaoT pa3BUTHE OOIIUX KOMIIETCHIIMM 00y4Yaronuxcs.

6.8.3. Bocriutanue 00y4aromuxcs Ipu OCBOSHHH MU OCHOBHBIX TTPO(ECCHOHATBHBIX
00pa3oBaTeNbHBIX MPOTPAMM OCYIIECTBIISIETCSI HA OCHOBE BKJIFOYAEMBIX B 00pa30BaTENbHYIO
nporpamMMmy pabodeil mporpamMmbl BOCHUTAHUS W KaJEHAAPHOTO IUTAHA BOCIUTATEIBHOU
paboTsl, pa3zpabateiBaeMbiX U yTBepxkaAaeMbix DI'EOY BO «BBI'Y» camoctosTeabHO.

6.8.4. YHUBEpCUTET — 3TO YHUKATBHBIN KOMIUIEKC 3/JaHAN M COOPYKEHHUI C Pa3BUTON
KaMIyCHOU HH(PACTPYKTYpOH, BKIFOYAOLIEH OOILIEKUTHS U TOCTHHHULLY, CIIOPTUBHBIE OOBEKTHI
U COOpY>KEHHsI, MEAUIIMHCKUI IIEHTP, CETh CTOJIOBBIX U Kade, TpeHaKEPHbIE 3aJIbl U JIPYTrHe
00BEKTHI, 00eCrIeunBaloIIe BCe YCIOBUS ISl TPOKUBAHUS, IUTAHUS, O3/I0POBIICHHSI, 3aHATHI
CIOPTOM U OT/bIXA.

BocnutsiBaromiasi cpefla U BOCHUTATENbHBINA MPOLIECCHI MOTYT CO3/1aBaThCsl Kak
OHJIaliH, TaK U B o(praitH-popmarax.



