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d1rocC Coo (benepanbHbIii rOCy/1apCTBEHHBIM oOpa3oBaTeabHbIN
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dI'OC CIIO benepanbHbIii rOCyJ1apCTBEHHBIN 00pa3oBaTeIbHBIN
CTaHIapT cpeaHero npodeccuoHalbHOTO 00pa3oBaHus

P® Poccuiickas @enepanus

WNuBanuasl 1 JIuIa ¢

HHBAJIWAbI W JIMIAa C OI'PAHUYCHHBIMH BO3MOKHOCTAMHU

OB3 310pPOBBS
Y4eOHbIC KB — COIHMANLHO-TYMAaHWTApPHbIE, OOIWEe TyMaHUTapHBIE W
COIMATTLHO-YKOHOMUYECKUE, MaTEeMaTHYCCKUEe W  OOIIHe

CCTCCTBCHHO-HAYYHBIC, 06H16Hp0(beCCI/IOHaJILHBIe nu
HpO(i)eCCI/IOHaJIBHBIC ITHUKJIBI

ITOIT — mnpuMepHas o0pa3oBaTeibHas MporpaMma
1. O0ue mos0KeHUA

1.1. OcHoBHas oOpa3oBarelbHas TMporpaMMa CpPeIHEero MNPOQPEeCCHOHATHLHOTO
o0pa3oBaHusl — IPOrpaMMa MOJATOTOBKH CIIELUAIUCTOB CPEIHEro 3BeHa MO CIEUUaIbHOCTU
46.02.01 JloxkymeHTanmoHHOe oOecliedyeHNe YIpaBJICHUS W apXWBOBEJAEHUE Ha 0ase
cpeaHero ooiero oopa3oBaHus MPEACTABISET cO00M KOMITJIEKC 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 YIpaBIeHUs] U APXHUBOBEJIECHHWE 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 OCHOBHOI 0Opa30BaTENbHON MPOrPaMMbl HCIOJIb30BAINCH
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 1Mo cruenuaibHOCTH 46.02.01 JloKkyMeHTalmoHHOe
oOecrieyeHre yMOpaBl€HUsST M apPXUBOBEJEHUE, YTBEPXKIEH MpUKa30oM MUHHCTEpCTBA
oOpazoBanus u Hayku PO ot 26.06.2022 No778;

[lopsiiok opraHu3zalMM M OCYIIECTBIEHHS OOpPa30BaTENIbHOM JEATEIBHOCTH 110
o0pa3oBaTeNbHBIM IPOrpaMMaM CPEAHEr0 MPOPECCUOHATBHOTO 00pa30BaHUs, YTBEPKIEH
npuka3zom MunucrepctBa npocsemenust PO ot 24.08.2022 Ne 762;

[TonoxxeHre O MPAKTUUYECKOW MOATOTOBKE OOYYAIOIIMXCS, YTBEPXKIEHO NMPUKA3aMU
ot 05.08.2020 Munob6puayku Poccun Ne 885, Munnpocseuienust Poccuu Ne 390;
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[Topsnok MPOBEICHUSA roCyIapCTBEHHOMN UTOTOBOH aTTecTauu 1o
o0pa3oBaTebHBIM MPOrpaMMaM CPEAHETO MPOPECCHOHATBLHOTO 00pa30BaHUs, YTBEPKIEH
npuka3zoM Munncrepctsa npocsemienns PO or 08.11.2021 Ne 800;

Metonuueckue peKoOMEHAAMH IO pa3pabdOTKEe OCHOBHBIX MpPOo(ecCHOHATbHBIX
00pa3oBaTeIbHBIX MPOTPAMM U JIONOIHUTENBHBIX MPO(PECCHOHATBHBIX MPOTPAMM C YUETOM
COOTBETCTBYIOUINX MPO(eCcCCHOHATBHBIX CTaHIAPTOB, YTBEpKIAeHb MuHoOpHayku Poccuun
22.01.2015 Ne J1J1-01/058H;

[Ipodeccuonanpupiii  crapmaapt  «Coenmuanuct MO  OPraHU3allMOHHOMY U
JOKYMEHTAlIUOHHOMY O0O€CIIeUeHUI0 YIpaBIEHUs OpraHU3aluen», YTBEpkKACH IMPUKa30M
MunncTepcTBa Tpyna W companbHo 3ammThl Poccuiickoit ®@enepammm ot 15.06.2020
Ne333y;

[Ipodeccuonanpupiii  crangapt «CrneuuaiucT apxuBay, YTBEPXKIEH NPUKa30M
MuHuctepcTBa Tpylna M couuManbHOM 3amuThl Poccuiickoit @enepanun ot 18.03.2021
Ne 140n;

[IpumepHnas  oOpaszoBaTenbHas  IporpamMma  CpeaHEro  MpoQecCHOHAIBLHOTO
obpazoBanus 1o crenranabHocTh 46.02.01 JfJokyMeHTanmOHHOE 0OecIiedeHNEe YIIPaBICHUS U
apXUBOBEJICHUE,;

HOPMAaTUBHO-METOJMYECKUE JOKYMeHThl MunoOpHayku Poccun, MunucrepcTBa
npocenieHus: Poccuu;

VcraB PI'5OY BO «BBI'V»;

nokabHble HOpMaTUBHBIE akThl PI'BOY BO «BBI'Y».

2. O0mas xapakTepucTUKa OCHOBHOI 00pa30BaTe/IbHOM MPOrpaMMbl

2.1. ObOyyeHne N0 OCHOBHOW OOpa3oBaTENbHOW MporpaMMme MO CHEUAIbHOCTH
46.02.01 lokyMeHTalMOHHOE OoOecrieyeHre YIpaBiIeHHUs] U apXHUBOBEJIEHUE HAIPABJICHO Ha
pelieHre 3agad  HMHTEJUIEKTYalIbHOTO, KYJbTYpHOTO M MPO(EeCCHOHAIBHOIO pa3BUTHUS
YeJIOBEKa U MMEET LIEJIbI0 MOATOTOBKY CIIELMAIMCTOB CPEAHETrO 3BEHA B COOTBETCTBHUM C
NoTpeOHOCTAMU OO0IIecTBa M TOCYAApCTBA, a TaKXKe YJIOBIETBOPEHHE NOTpeOHOCTEN
JUYHOCTH B YIUIYOJICHUH U PACIIMPEHUHN 00pa30BaHUSI.

2.1.1. Ilenpro peaym3allid OCHOBHOH 00pa3oBaTEIBPHOW MPOTPAMMBI  SBIISICTCS
BOCIIUTaHHE TAPMOHUYHO PA3BUTOM M COLIMAIBLHO OTBETCTBEHHOM JIMYHOCTH, IMOJyYEHHE
CTyJleHTaMu KBaJM(UKAIMU, JTOCTH)KEHHUE BBITYCKHUKAMU I[IJIAHUPYEMBIX pPE3YJIbTaTOB
OCBOEHHSI OCHOBHOW 00pa3zoBaTeNbHOW NpOrpaMMbl, (OPMUPOBAHHE y HUX OOMIMX U
npoeCCHOHANBHBIX KOMIIETeHIIMA B cooTBeTcTBHM C TpeboBanusimu PI'OC CIIO u
KOMIIETEHTHOCTEH,  OMNpeAeNseMbIX JUYHOCTHBIMH, CEMEHHBIMH, OOIIECTBEHHBIMH,
roCyJIapCTBEHHBIMUA MOTPEOHOCTSAMH U BO3MOKHOCTSMHU OOY4arOUIeTroCs, WHANBHTyaTbHON
00pa3oBaTENbHON TPAEKTOPUEH €ro Pa3BUTUS U COCTOSHHUEM 3/I0pPOBbs, CTAHOBJIIEHHE U
Pa3BUTHE JTUYHOCTU O0YUaIOIIErocs B €€ CAMOOBITHOCTU U YHUKAIbHOCTH.

2.1.2. JIns nOCTHKEHHUS yKa3aHHOM LeIu MpeayCMaTpPUBAETCS pElIeHHE CIeIyOUX
3ajay:

oOecrieyeHre JOCTIXKEHHsI OOydyarolMMUCS 00pa30BaTeNbHBIX pPE3YJIbTaTOB B
COOTBETCTBUU ¢ TpeOoBaHusIMH, ycTaHoBIeHHbIMU DPI'OC CIIO;

YIOBJIETBOPEHUE NOTPEOHOCTEN JIMYHOCTH B HHTEIUIEKTYalIbHOM, KYJIbTYPHOM U
HPABCTBEHHOM Pa3BUTHH IIOCPEICTBOM IOJy4YEHUsI 00pa30BaHus;

(GopMHUpOBaHHE JIUYHOCTHBIX KadyeCTB, HEOOXOMUMBIX [UIl IMOHMMAHUS 3HA4YEHUs
npoeCCUOHAIBHOM JIeATENIbHOCTH JJIsi  4YeJloBeKa M OOLiecTBa, Uil JaJbHEHIIEro
ocymiectBieHus ) GeKTUBHON MpodheCcCUOHATBHON eI TeITLHOCTH,
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(dbopMHUpPOBaHUE Y CTYICHTOB TPAXKITAHCKOW MO3HUIIMHA U MATPUOTUIECKOTO CO3HAHWSI,
NPABOBOM U MOJIUTHUYECKOW KYJIbTYpbI, CIIOCOOHOCTH K TPYAY M >KM3HU B COBPEMEHHBIX
YCIIOBHSIX;

CO3/IaHUE YCIIOBHHM [UIS pPa3BUTHS M CaMOpeanu3alii OOydJaromuxcs, s
dbopMupoBaHUS 310POBOT0, 0€30MACHOTO U PKOJOTUYECKHU IIeJIeco00pa3Horo odpasa >KM3HU
00ydJaromuxcs.

2.2. K OCBOGHHIO OCHOBHOW 00pa30BaTeNbHON MPOrpaMMbl IO CHEIHAITBHOCTH
46.02.01 [oxymeHTallMOHHOE OOeCIeUeHUEe YIpaBICHUS M apXHWBOBEJACHHE IOMYCKAIOTCS
JuIa, UMeroIre 00pa3oBaHre HE HIXKE CPEHEro 00IIero oopa3oBaHusl.

2.3. OOpa3oBarenbHas TporpaMma pa3padoTaHa B COOTBETCTBHH C BBIOPAaHHOM
KBaTM(UKAIMEH CHEeIHaIiNcTa CPEIHETO 3BEHA — «CHEIHAIUCT MO JOKYMEHTAIMOHHOMY
oOecrieyeHnIo yIpaBiIeHUs U apXUBHOMY Jeily», ykasaHHou B I[lepeune crenuaabHOCTEH
cpenHero mpodeccruoHaNbHOTO 00pa3oBaHUs, YTBEPKICHHOM IMpUKa3oM MUHHCTEPCTBA
npocsemieHus: Poccuiickoit @eneparyu ot 17 mast 2022 1. Ne 336.

2.4. HampaBieHHOCTh 00pa30BaTeIbHON MPOTPAMMbI COOTBETCTBYET CHEIIMAIIBHOCTH
B IEJIOM.

2.5. O0y4eHne 1o MporpaMMe OCYIIECTBIACTCS B O9HOU (hopMe 00ydeHHSI.

2.6. O0BeM 00pa3oBaTEIBHON MPOTPaMMEI, pean3yeMoi Ha 0aze CpeaHero oo0Iero
oOpa3oBaHnus coctaBiseT: 2952 akaeMHUUeCKIX 4acoB.

2.7. Cpok nonyyeHus: oOpa3zoBaHus 1o 00pa3oBaTeIbHON IporpaMMe B OYHOU hopme
00ydJeHHS BHE 3aBUCHMOCTH OT IIPUMEHSIEMBIX 00pa30BaTEIbHBIX TEXHOJIOTHH COCTABIISCT:

Ha 6aze cpeqHero obuiero oopazoanus — 1 rog 10 mecsiies.

2.7.1. Tlpu oOy4yeHHH TIO WHAMBHAYAJIbHOMY Y4eOHOMY IUIaHY CPOK TOJyYeHUs
oOpa3zoBaHusi MO 00pa30BaTEIBLHON MpOrpaMMe BHE 3aBUCUMOCTH OT (OpMBI OOyUEHHUS
cocTaBisieT He Oonee cpoka TomydeHHs O0Opa3oBaHWsA, YCTAHOBJICHHOTO IS
COOTBETCTBYIOIIEH (POPMBI OOyUEHUSI.

2.7.2. Tlpu oOyueHHWH MO WHAMBUAYAIHHOMY Yy4e€OHOMY IUIaHY OOYYarOIIMXCs
WHBAJIWJIOB W JIMIl C OTPAaHUYCHHBIMH BO3MOXKHOCTSIMH 3JI0POBBSI CPOK TIOJTy4YCHUS
o0Opa3oBaHusi MOKET OBITH yBeNMuYeH He Oosiee yeM Ha | Toja Mo CPpaBHEHHIO CO CPOKOM
MOJTy4eHHUs 00pa30BaHMs 111 COOTBETCTBYIOIICH POpMBI 00yUeHUSI.

2.8. OOyueHue OCYyIIECTBIsIETCS Ha TOCYIapCTBEHHOM si3bike Poccuiickoit
denepauv — pycCKOM.

2.9. Tlpu peamuzaumu OOIl wuCHONB3YIOTCS pa3IMyHBIE 00pa30BaTENbHBIC
TEXHOJIOTUU: aKTUBHBIE M MHTEPAKTUBHBIE (POPMBI MPOBEACHUS 3aHATHH (JeKuus-Oecena,
JICTIOBBIC W POJICBBIC WUTPHI, JUCKYCCHUS, KEHC-METOJbI) B COUYCTAHWU C BHEAYJUTOPHOM
paboToif; MUCTAHIIMOHHBIE OOPAa30BATEIIbHBIE TEXHOJIOTMH C TPUMEHEHHEM WHTEPHET-
CEPBHUCOB, DJJIEKTPOHHBIX HWH(OPMAIMOHHBIX O00Pa30BATENBHBIX PECYPCOB, YACTUIHO
AIIEKTPOHHOE 0Oy4YeHHE.

OnekTpoHHOe  OOyueHWe, JUCTAaHIIMOHHBIE  O00pa3oBaTelbHBIE  TEXHOJIOTHH,
npUMEHsieMble TP OOYYeHHHM WHBAIWJOB W JIMIl C OTPAHUYEHHBIMH BO3MOXKHOCTSIMU
3JI0POBBS, IPEIYCMATPUBAIOT BO3MOXKHOCTh IIpHEMa-Tiepeaadun HHHOPMAIMK B TIOCTYITHBIX
JUTst HUX (opMax.

2.10. O6pa3oBarenbHas AEATEIBHOCTh TP OCBOCHUU 00pa30BaTEIbHON IMPOTPaMMBbl
W OTJENIBHBIX €€ KOMIIOHCHTOB B YCJIOBHSX BBIMIOTHEHHS 00 YJAIOIIUMHUCS OIPEIEIICHHBIX
BUJIOB palOT, CBSI3aHHBIX ¢ Oyayuieil mpodeccuoHaIbHON JeSTENbHOCTHIO U HAPaBIEHHBIX
Ha (hOopMHpOBaHUE, 3aKPEIJICHUE, PA3BUTHE MPAKTUYECKUX HABBIKOB W KOMIIETEHLUHU I10
npoMII0 COOTBETCTBYIOMIEH 00pa3oBaTeNbHOM MPOrpaMMBbl OpTraHu3yeTrcs B (opme
MPAKTUIECKON IMOATOTOBKH.
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3. XapaKTepI/lCTHKa HpO(l)eCCI/IOHaJILHOﬁ ACATCIbHOCTU BBIINTYCKHUKA

3.1. OGnacte mnpodecCHOHAIBHONW JAESITEIBHOCTH, B KOTOPOW BBIMYCKHUKH,
OCBOMBIIIME  OCHOBHYIO  00pa3oBaTeNbHYIO  MpOrpaMMy, MOTYT  OCYIIECTBIIATH
npoECCHOHAIBHYIO NIEeATENBHOCTh: 07 AIMHUHUCTPAaTUBHO-YIpPABICHUECKAsT W OQUCHAS
JeSITETLHOCTb.

3.2. OOpa3zoBarenpHasi mporpamMma MpeayCMaTpUBAaeT OCBOCHHE CIIEAYIONINX BHIOB
JESITEIPHOCTH:

OCYIIIECTBJIICHUE  OPraHU3allMOHHOTO W  JIOKyMEHTAI[MOHHOTO  OOeCTCueHUs

JACATCIIBPHOCTH OpraHU3aIuH,

OpraHM3alysi apXUBHOM pabOTHI MO JAOKYMEHTaM OpraHu3aluil pa3inuHbIX (HopM

COOCTBEHHOCTH;

ocBoeHue mpodeccun padbodero, TOHDKHOCTH ciyKamiero (Jleronpon3BoauTens).
3.3. CooTHeceHHe BHJIOB ACITCILHOCTH U TpodeccrnoHanbHbix Moaynei (Tabnwma

1).

Ta6muma 1 — CooTHeceHHEe BHIOB JISATEIBHOCTH U PO ECCHOHATBLHBIM MOYJISM

HaumeHnoBanue BuAa AeITEJIbHOCTH

HanmenoBanue npogeccnoHaJIbLHOTo

MOTYJIsI
OcyuiecTBieHue OpraHU3allMOHHOTO u | OcyuiecTBieHue OpraHU3aI[MOHHOTO u
JOKYMEHTAIlMOHHOT'O o0ecrniedyeHus | TOKyMEHTAllMOHHOTO obecrnieueHus
JIEATETLHOCTH OpraHN3aluN JIeATETLHOCTH OpraHU3alNH
Opraauzauus apXUBHOMU paboThI no | Opranuszanus apXHUBHOU paboThI o

JIOKYMEHTaM OpTraHu3aIfil pa3IudHbIX (QopMm
COOCTBEHHOCTH

JIOKYMEHTaM OpTraHU3alil pa3IuYHbIX (QopM
COOCTBEHHOCTHU

OcBoenue mpodeccuu paboydero, JOIKHOCTH
ciyxaiero (Jleaonpons3BoanuTenb)

OcBoenue mpodeccun pabouero, JOKHOCTH
ciyxaero (JleaonponsBoanuTenp)

4. Ilnanupyemble pe3yJbTaThbl 0CBOEHUSI 00Pa30BATEJIbHOI NPOTrpPaMMbl

41. B pe3ynpbraTe OCBOEHHUA O0Opa30BATEIBHOM  MPOTrpaMMbl  CPEAHErO
npodeccuoHaNbHOIO0 00pa30BaHMs Y BBITYCKHUKA JOJKHBI ObITh C(OPMUPOBaHBI 00IIME
komneteHuu (Tabmmna 2) u npodeccronanbubie komrereniuu (Tabmuma 3).

Tab6muma 2 — OO011e KOMIETEHIUH

Koa u HauMeHOBaHMe
Pe3yabTaThl 00yuyeHus1

KOMIIeTeHIIHH
OK 01 3HaHus: aKTyaJbHbIH npodeccuoOHaATbHBIN "
Beibupars  CroCOOBI  PCIUEHHS | commanbHBIA KOHTEKCT, B KOTOPOM IPHXOIUTCS paboTaTh
3ajat NPO(ECCUOHAIBHON | 11 HUTh; OCHOBHBIE HCTOYHHKH MH(OPMAIIMK U PECypChl

ACATCIIBHOCTH TMNPUMCHUTCIIBHO K
Pa3IMYHBIM KOHTCKCTaM

JUISL pelieHus 3aJa4d U MmpodseM B MpodeccHoHaTbHOM
W/WIKA COLMAIIBHOM KOHTEKCTE; aJlTOPUTMBI BBIMOJIHEHUS
pabor B mpodeccHOHAaTBLHON M CMEXKHBIX O00JacTsX;
MeTOoABbl paboThl B MPO(ECCHOHAIBHOW M CMEXHBIX
cdepax; CTpYKTYpy TUTaHA JUTsl peIeHHs 3a7ad; MOPSIOK
OLIEHKHU PE3YJIbTAaTOB PEUICHHUs 3a7a4 Mpo(ecCHOHATBHOM
JEATEIHOCTH

VYMeHus: pacmo3HaBaTh 33Jady W/WIM TpoOlieMy B
npodeccHoHAIbHOM  W/WJIM  COLIMATbHOM  KOHTEKCTE,
aHAIM3UPOBATh 3aJady W/WiIn mpolieMy W BBIICIATH €€
COCTaBHBIC YAaCTH; ONPEIENATh ITAlbl PelICHUs 33Ja4H,




BBIABIATH HW  A(PQPEKTHBHO HWCKaTh HH(OpMaImio,
HEOOXOMMMYIO JJIsI PEIICHUS 3a7add W/HUIU MPOOJIEMBI,
COCTaBJIATh IUIaH JCWUCTBUSA; OINpPEAessTh HE0OXOIUMbIe
pPECYpCHI; BIAIETh AKTYaIbHBIMH METOJaMU pPabOTHl B
npoecCuoHaNBHOM U CMEXKHBIX c(hepax; peann3oBbIBATH
COCTaBICHHBIA  IUIAaH;  OICHUBATH  pe3yabTaT U
MOCTIEICTBUSI CBOMX JEUCTBUN (CaMOCTOSITEIBHO WIU C
TMOMOIITbI0 HACTABHUKA)

OK 02
Hcnons3oBath COBPEMECHHBIE
CpeAcTBa IIOMCKAa, AaHalu3a M

UHTEpHpeTanuu HHGOpMAMU |
uH(OPMALIMOHHBIE TEXHOJIOTUU IS
BBITIOJTHEHUS 3aja4
poecCuOHANBHOM NesTeNIbHOCTH

3HaHUsA: HOMEHKJIaTypa UH(POPMALMOHHBIX MCTOYHUKOB,
IPUMEHSAEMBIX B HPO(ECCHOHATBHON JeSITEIbHOCTH;
NpUEMBl  CTPYKTYpHUpOBaHUs HHpOpManuu; Qopmar
oopmiieHHsT ~ pe3yNbTaTOB  IOWCKa  HMH(MOPMAIH,
COBpPEMEHHBIE CPEJICTBA M YCTPOCTBA HHPOPMATU3ALINY;
HOPSIOK UX IPUMEHEHHUS U IPOrpaMMHOE o0ecrieueHe B
npoeCcCCHOHATBPHON JIEATENIFHOCTA B TOM YHUCIE C
MCTIONIb30BaHUEM U (DPOBBIX CPEACTB.

YMeHus: onpeaensaTh 3aJa4n IS TIOMCKa UH(OPMaIUH;
OIpeNeNIATh HEeoO0XOAUMble HMCTOYHUKU HH(OpMaIuuy;

IJIAHUPOBaTh  MPOILIECC  IOWCKA;  CTPYKTypHPOBATh
nojgy4aeMyr0  HH(OpMAaIuio;  BBIACIATH  HamOolee
3HAQUMMOE B IepevyHe HHPOpMALUH; OLCHUBATH
NPAaKTHYSCKYI0 ~ 3HAYMMOCTh  PE3YJbTATOB  IOMCKA;

oopMIIATh pe3ysbTaThl MOMCKA, NMPUMEHATh CPEJCTBa
MH(OPMALIMOHHBIX TEXHOJIOTHH TUISt pelieHus
npogecCuoHaIbHBIX 3aj[ay; MCIOJb30BaTh COBPEMEHHOE
IIPOrpaMMHOE OOECIIEYeHHE; HCIOIb30BATh Pa3IHUHbIC
U(POBBIE CPEACTBA Ui PeleHUs NMPOo(ecCHOHATBHBIX
3ajad.

OK 03

[InanupoBaTh M peaIU30BHIBATH
cobcTBeHHOE MPOhEeCcCHOHATBHOE U
JMYHOCTHOE pasBUTHE,
HpeaIPUHIMATENLCKYIO
JeSITeTbHOCTD B
npodeccuoHanbHOM cepe,

MCII0JIb30BaTh 3HAHMSI 110 MPABOBOM
U (GUHAHCOBOM TPaMOTHOCTH B
pa3IMYHbIX YKU3HEHHBIX
CUTYaLUsX.

3HaHUA:  COACpKaHHE

MIPaBOBOM JOKYMEHTAIVH;
npogeccuoHaibHas TEPMUHOJIOT U, BO3MOXKHBIE
TPAEKTOPUU po(hecCHOHATIBHOTO pa3BUTHUA 51
caMo00pa3oBaHMsl;  OCHOBBI  MPEANPUHUMATEIBCKOMN
JeSTeIbHOCTH; OCHOBBI (PMHAHCOBOM TPaMOTHOCTH;
npaBuia  pa3pabOTKM  OM3HEC-IUIAHOB;  TOPSIOK
BBICTpPAWBaHUsl TPE3EHTAIMN; KpeAUTHblE OaHKOBCKHE

MPOAYKTHI

aKTyaHBHOﬁ HOPMATUBHO-
COBpCMCHHAsA HaydHad U

VYMeHHs:  ompenensaTh  aKTyaJbHOCTh  HOPMATHBHO-
MpaBOBOM  JOKyMEHTalluu B  MpodeccrnoHalbHOMI
JEATEIbHOCTH; IPUMEHATH COBPEMEHHYH) HAy4YHYIO

po(eCcCHOHATEHYI0 TEPMHHOJIOTHIO; ONpPEICNATh |
BBICTPanuBaTh TPACKTOPUU MPO(HECCHOHATLHOTO Pa3BUTHS
n CaMOO6p330BaHI/I5[; BBIABJISATH JOCTOUHCTBA n
HEJOCTAaTKU KOMMEpPYECKOW WJeH; IMPE3eHTOBATh HUICH
OTKPBITUSI COOCTBEHHOTO JeJa B MPOodecCHOHATbHON
JEeSTeNbHOCTH, O(OpMIISATh OU3HEC-TIJIaH; PACCUUTHIBATH
pa3Mepbl  BBIIUIAT MO  MPOLEHTHBIM  CTaBKam
KpCAUTOBAHUA,; OIpeaACIATh HWHBCCTUIIMOHHYIO
MIPUBJIEKATEILHOCTh KOMMEPYECKUX HJeH B paMmKax
npodeccroHabHOM JEATEIBHOCTH; IIPE3EHTOBATH
OM3HEC-UJICI0; ONPEACIATh UCTOYHUKN (PHAHCUPOBAHMS




OK 04
DddexTuBHO B3aMMOJCHCTBOBATH
U paboTaTh B KOJUICKTUBE H

3HaHUA: IICUXOJIOTNYCCKUEC OCHOBBI JACATCIIbHOCTH
KOJIJICKTHBA, IICUXOJIOTHYCCKHEC 0COOEHHOCTHU JIUMYHOCTH,
OCHOBBI HpOCKTHOﬁ JCATCIIBHOCTH

KoMariie YMeHus: OpraHu3oBbIBaTH padOTy KOJJICKTHBA U
KOMAaH/Ibl; B3aMMOJICIICTBOBATH c KOJUIEraMHu,
PYKOBOJICTBOM, KIHMEHTaMH B XOJi¢ MpohecCHOHATbHON
NEeATEIbHOCTH

OK 05 3HaHMA: OCOOEHHOCTH COLHMAIBLHOTO M  KyJIbTYPHOTO

OcymecTBisTh YCTHYIO U | KOHTEeKCTa; TmpaBwia O(OPMICHUS JOKYMEHTOB U

IIACbMCHHYI0O KOMMYHHKALHWIO Ha | TOCTPOEHHUS YCTHBIX COOOIICHUM

roCyJapCTBEHHOM SI3BIKE

Poccuiickoit denepanuu ¢ ydetom

YMenus: rpaMOTHO H3JIaraTb CBOU MBICIIM U O(i)OpMJISITL
AOKYMCHTBI 11O HpO(i)CCCI/IOHaJIbHOI;'I TCMAaTHUKEC Ha

OCOOEHHOCTEH  COLMAJIBHOTO U

rOCYJapCTBEHHOM $3BIKE, IIPOSBIIITH TOJIEPAHTHOCTH B
KYJIbTYPHOI'O KOHTEKCTA

pabodeM KOJIIeKTHUBE
OK 06 3HaHUA: CYIIIHOCTb IPaKJIaHCKO-IIaTPUOTHYECKON
HposBisTs TPaXAAHCKO- | O3UIIUK, OOIICUYCIOBEUECKUX I[CHHOCTCH; 3HAYMMOCTh
HTaTPUOTHICCKYIO MO3ULHIO, | Mpod)eCCHOHANBHOM — ACSITCIBHOCTH 1O  mpodeccun
ACMOHCTPUPOBATH OCO3HAHHOC | (crieUMaabHOCTH);  CTAHAAPTHl  AHTHUKOPPYIMLIUOHHOIO
MOBCICHHUC Ha OCHOBC | oBeneHU U NIOCIEACTBUS €r0 HAPYIIECHUS
TPaAUIIMOHHBIX POCCHICKUX

AYXOBHO-HPAaBCTBCHHBIX
HCHHOCTeﬁ, B TOM YHUCJIE C YyYCTOM
rapMoHuU3aluu MEKHAUOHAJIbHBIX
H  MCKPCIUTHO3HBIX OTHOIJ.ICHPIfI,
MNPUMCHATH CTaHapThI
AHTUKOPPYINIMOHHOI'O TIOBECACHU

VYMeHus: ONMCHIBaTh 3HAYUMOCTh CBOCH CIICHHUAJIbHOCTH,
IMPUMCHSTH CTaHAAPThI aHTUKOPPYIILIUOHHOT'O ITIOBECACHUA

OK 07

3HaHUS: MpaBuja SKOJOTMYECKOW O€30MacHOCTH MpU

CopeiicTBoBaTH COXPAaHCHHUIO | BeneHUH MPOHECCUOHATBHON JESITEIIbHOCTH; OCHOBHBIC
OKpY’KaroIeH CpeIbl, | pecypchl, 3aJ€CTBOBaHHbIE B  MpodeccruoHaIbHOMN
PeCypcocOepeKeHIIO, TPUMCHSTE | nesTeqbHOCTH; IyTH OOECTeUeHHs PecypcocOepeKeHus;
3HaHWs 00 WM3MEHEHMH KIMMaTa, OPUHLUINBL  OEpPEeXIMBOTO  MPOU3BOJICTBA; OCHOBHBIE
TIPUHITUIIBI OCPEXIMBOTO | HampaBaeHHs H3MEHEHHsS KIMMATHUECKHX  YCIOBHii
MPOU3BOCTBA, s¢heKTUBHO peruoHa.
JICCTBOBATL - B APEIBRMAMHEIX | vy oppg: co0nroaaTh HOPMBI 9KOJIOTHYECKOM
p
CHTYAHHAX 0€30MaCHOCTH; OIIpENETATh HarpaBJeHUs
; pea P
pecypcocOepexxeHuss B paMKax INpodeccuoHaIbHON
JeSITeIbHOCTH IO CHENHUANIbHOCTH OCYIIECTBIATh paboTy
c coOnroieHreM MIPUHIIUIIOB OepeXITMBOTO
MIPOU3BOJICTBA; OPraHU30BBIBATH MPO(PECCHOHAITBHYIO
NEeSATeNIbHOCTh C y4eTOM 3HaHUH 00 H3MEHEHHH
KJIMMaTU4YECKUX yCIOBUM pETHOHA.
OK 08 3HaHUA: poib buznueckoit KYJIbTYpbI B
Hcnone3oBats CpPCACTBA | OOMICKYJIBTYPHOM, MPO(ECCHOHATHFHOM U COIUATHLHOM
rsneckoi KYyJIbTYpbI UL | pa3BUTHM YEJIOBEKA; OCHOBBI 3J10pOBOr0 00pa3a >KU3HU;
COXpaHCHHUA H YKPCIUICHUA | ycioBust Mpo(eCCHOHATBHON EeATeTbHOCTH W 30HBI
310pOBbA B NpOIECCe | pucka (U3NYECKOTO 3A0POBbS JUISl  CIIEIHUATHHOCTH,

npo(ecCHOHATLHON JeSTEIbHOCTH
U TOAJIEp)KaHUS HEO0OXOAUMOTO
YpOBHS ¢buznyeckoi
MOJITOTOBJICHHOCTH

cpeacTBa NPOGUIAKTHKY MepeHaANpsKEHUs

YMeHnus: UCIIOJIb30BaTh (bU3KYIBTYpHO-
O3JI0POBUTEIILHYIO  JEATCIBHOCTh Ul YKpEIUIEHUs
310pOBbA, JNOCTUKCHUS JKA3HEHHBIX u

npoecCHOHANBHBIX 1eJel; MPUMEHSITh pPallOHAJIbHbIE
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MPUEMBI JIBUTATEIbHBIX (QYHKIHA B MPOecCHOHATBHON
JIeATEIILHOCTH, MMOJIB30BaThCS CpeACTBaMU
NpOPUITAKTUKA TEPEHANPSDKEHUS, XapaKTePHBIMH IS
JTAaHHOM CHEIUaIbHOCTH

OK 09 3HaHUA: MpaBUila I[OCTPOEHUS NPOCTBIX M CIIOKHBIX
Ionp30BaTbest MPOGECCHOHANBHON | npejokeHuil Ha PO(ECCHOHATbHBIE TEMbI; OCHOBHbIE
JAOKYMCHTALHCH Ha | oOmeynoTpeOuTeNbHbIC TJIaroJIbI (6bITOBaS u
TFOCYNapCTBCHHOM M HHOCTPAHHOM | mpod)eccHOHANbHAS JIEKCUKA); JIEKCUYECKUH MUHUMYM,
A3bIKaX OTHOCSAIIMKMCS K OINHUCAHUIO IIPEIMETOB, CpPEICTB H

IIPOLIECCOB npodeccuoHaNbHOM JIeATEIbHOCTH;

OCOOCHHOCTH TMPOHM3HOIICHUS; MPaBUjia YTCHUS TEKCTOB
npodeccuoHaNbHOM HallPaBIEHHOCTH

YMeHnus: [IOHUMATh o0t CMBICII YETKO
IPOM3HECEHHBIX BBICKA3bIBAHUNA HA HW3BECTHBIC TEMBI
(npogeccroHanbHble U OBITOBBIE), TIOHUMATh TEKCThl HA
6a30Bble IpodecCHOHATIbHBIE TEMBl; y4yacTBOBaTh B
JMajiorax Ha 3HAaKOMbIE OOImMe W TpoecCHOHATBHBIC
TEMBbI; CTPOUTH IPOCThIE BBICKAa3bIBaHUS O ceOe U 0 CBOEH
npogeccuoHaIbHON NesTeNbHOCTH; KpaTKo
00OCHOBBIBaTh U OOBSICHITH CBOM JICHCTBUS (TEKyIUE H
IUITAHUPYEMBIE); TUCATh IIPOCTHIE CBSI3HBIE COOOIIEHUS Ha
3HaKOMBIE WJIHM HWHTEpecylomue MnpodecCHOHaTbHbIC
TEMBbI

Tabnuna 3 — [IpodeccnoHabHbIE KOMIIETCHIINH

Kon n

Buael gesrejibHOCTH HAaHMMEHOBaHUe PesyabTaTnl 00yyeHus

KOMIIeTEHIIUH
OcymiecTBieHne K 1.1 3HaHUS:
OPraHU3alMOHHOTO U OcyiecTBiATh HOPMaTUBHBIE IIPaBOBbIE aKThl Poccuiickoin
JOKYMEHTAIlUOHHOTO npuéM-nepenavy @eneparu B chepe HHGPOPMAIMOHHBIX U
obecrieueHus YIIPaBICHYECKOM KOMMYHUKAIMOHHBIX TEXHOJIOTUI;
JeATEIIbHOCTH nHpOpMaINU C CTPYKTypa opraHuszauuu, €€ 3agaud H
OpraHu3anuu IIOMOIIIBIO CPEJICTB GyHKIUY;

MH(OPMALIMOHHBIX U
KOMMYHUKAIMOHHBIX
TEXHOJIOTUN

IpaBHJIa IPOBEICHHUS JIETIOBBIX IEPETOBOPOB;
JTHKA JIEJIOBOT0 OOIIEHHUS;
MIpaBUJIa PEUEBOTO ITUKETA;
nmpaBujia  TOAACPKAHUS U
MEXJIMYHOCTHBIX OTHOIICHUH;
TpeOOBaHMS OXpaHBI TPY/IA.

pa3BUTHS

YmMenus:

HCIIOJIb30BaTh CPeACTBa WH(OPMAIMOHHBIX U
KOMMYHUKAITHOHHBIX TEXHOJIOTHIA ISt
TOJIYYeHUS U Tiepeiadun HHGOpMaInu;

BECTH U HCIONBb30BaTh B pabore 0Oa3y
KOHTaKTOB OpPTaHU3AIIHH;

BECTH YYETHBIC PErHMCTPALMOHHBIC (HOPMBI,
UCTOJB30BaTh WX M1  WH(POPMAIMOHHOU
paboThl U PabOTHI MO KOHTPOIIIO HCIIOJHEHUS
MOPYYECHUH;

yCTaHABJIMBAThH u MO/IJICPKUBATh
KOMMYHUKAIlM B TpoIlecce  JEIOBOTO
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oO01eHus C IIOMOIIBI0 CpeICTB
MHOOPMAIIMOHHBIX ¥ KOMMYHHKAITHOHHBIX
TEXHOJIOTHIA;

CTIIQXMBaTh KOH(IMKTHBIE W  CIIOKHBIE
CUTYyaIu MEKJITHYHOCTHOTO
B3aHUMOJCHCTBUS;

coOJIr01aTh CITy>KEOHBIN YTHKET;
obecrieynBaThb MH(POPMAITMOHHYIO
0€3011aCHOCTh JICSITEIIbBHOCTH OpraHU3aIuN
HaBpIku:

MOJlydYeHUs: HEeoOXoAMMON HHOpMALMK U
nepeayd CaHKIMOHUPOBAHHON HMH(pOpMAIU

c HCIIOIL30BaHHEM CpeICTB
WHPOPMAIMOHHBIX ¥ KOMMYHUKAIIHOHHBIX
TEXHOJIOTHI

IIK 1.2 3HaHus:

Koopauaupoath HOPMAaTHBHBIC TIPABOBBIC aKThl Poccuiickoit

pabory npuemHol | @enepanii MO 3amuTe HMHPOPMAIUU U
PYKOBOIUTENS, 30H | paboTe ¢ OOpaIICHUSIMH IPaX/iaH;
MpreMa  Pa3iUYHBIX | CTPYKTypa OpraHHW3alliil W paclpe/esieHue

KaTeropui GbyHKUMH MEXTY CTPYKTYPHBIMHU

IoceTuTenen HOJIpa3/iesICHUsIMU U CIIELIUATIUCTAMY;

OpraHu3aluu IpaBUJIa OpraHu3aluy MpuéMa oceTuTeleH;
9TUKET M OCHOBBl  MEXJIYHApOIHOIO
IIPOTOKOJIA;

JTHKA JIEJIOBOT0O OOIIEHHUS;
IpaBUJIa PEYeBOro ITUKETA.
MpaBWJIa CEPBUPOBKU YailHOro (kodeiHoro)

CTOJIa;
TpeOOBaHMs OXPAHbI TPYJa.

YMeHnus:

BCTpeUaTh MOCETUTENEH, M0JIy4aTh

HNEpBUYHYI0 HH(OPMAIMIO O MOCETUTENX,
yCTaHABIMBATh  MOPSAAOK  NpuémMa  JUIs
Pa3IMYHBIX KATETOPU IIOCETUTENEH;

BECTU y4YE€THBIE PETUCTPALMOHHBIE (POPMBI 110
npuéMy  mocetutrene U ohopMIAThH

MIPOITYCKa;

BECTM MpuéM, Imeperadyy U  OTIPaBKYy
JIOKYMEHTOB;

OpraHU30BBIBATH u OpOHUPOBAThH

TePEroBOPHBIC KOMHATHI;
CepBHpOBaTh yaiiHble (KOQEilHbIE) CTONBI B

oduce;

MIPUMEHSATD B pabote CpeacTBa
WHPOPMAIIMOHHBIX ¥ KOMMYHHUKAITHOHHBIX
TEXHOJIOTHIA;

MPUHUMATh Mepbl o COXpPaHECHUIO

KOHHUIEHIIMATbHOH HH(OpMAIM B  XOJ€
npuéma MOCETUTEIICH.

Hasbiku

KOOpAMHAINH paboThI npUEMHON
PYKOBOIUTENsE M 30H npuéMma pa3iIuyHbIX
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KaTEropuil MOCETUTEIEH OpraHu3aIuu

K 1.3

Bnagers  HaBbIKaMu
IJITAHUPOBAHUS
paboyero  BpeMeHH
PYKOBOAUTEIISA "
ceKperaps

3HaHus:

HOpPMaTHBHBIE MPaBOBbIE aKThl Poccuiickoit
Oenepariit - B chepe  MHPOPMAITMOHHOMN
0€e30I1aCHOCTH;

CTpyKTypa u  creuuduka
JeSITeNIbHOCTH OpraHU3aIuy;
OCHOBBI YIIPABIICHUSI BPEMCHEM;
IpaBHJIa IPOBEICHHUS JIEIOBBIX I1€PETOBOPOB;
9THKA JCIOBOI0 OOIICHNS;

TpeOOBaHMS OXPaHbI TPYJA.

OCHOBHOM

YMmenus:

BBEIOMpAaTh  (POpPMBI
opOopMIISITh  TUIAHUPOBITUK
PYKOBOAMTENS M CEKpeTaps;
yCTaHaBJIUBAThH e, OTIPENIETISATh
IPUOPUTETHOCTDh U OUEPENHOCTH BBHITTOTHEHUS
paboT u 3¢h(HEeKTUBHO pacmpenesaTh padbouee
BpeMs;

COTJIACOBBIBATh BCTPEYU W MEPOIPHUATHS U
BHOCUTh HH(OpMALMI0O B  IUIAHUPOBIIUK
(opranaiizep);

uH(GOPMUPOBATH PYKOBOIUTENS 0
OpUOJIMKEHUH BPEMEHM U PErVIaMEHTE
3arIaHUPOBAHHBIX BCTPEY M MEPOTIPUSATHUIH;
BBIOMPATh ONTUMAJIbHBIE CIIOCOOBI BHEIIHETO
U BHYTPEHHET0  WH(OPMHpPOBAHHUSI O
IUTAHUPYEMBIX MEPOTIPHUSATHSIX;

obecrneunBaTh MH(OPMALIMOHHYIO
0€30MacHOCTh IS TEIbBHOCTH OpraHU3aIliy;
IPUMEHSITh B pabote cpencTna
MHOOPMAMOHHBIX M KOMMYHUKAIIHOHHBIX
TEXHOJIOTHM.

IUTAHUPOBAHUSI |
(opranaiizep)

HaBreixu
IJIAHUPOBAHUSA pabouero BpPEMEHU
PYKOBOAMTEIS U pabOUero THS CeKpeTaps

[IK 1.4
OcymecTBISTh
MOATOTOBKY JIEJIOBBIX
MOE3710K

PYKOBOIUTENS u
JIPYTUX COTPYIHUKOB
OpraHu3aLu

3HaHUA:

HOPMaTHBHBIE IIPaBOBbIE aKThl Poccuiickoin
@enepanu B cepe opraHuzalMy JeT0BOMH
MTOE3/IKH;

MOPAJIOK TOATOTOBKM U JIOKYMEHTHPOBAHMS
JIEIIOBOM ITOC3/IKH;

UHTEPHET-PECYPCHl Il OCYIIECTBICHUS
TPEBEI-TIOIEPIKKH JEITOBBIX MMOE3/10K;

OTUKET M  OCHOBBl  MEXJIYHApPOIHOTO
MIPOTOKOJIA,;

9THKA JIEJIOBOIO OOIIECHUS;

TpeOOBaHUs OXpaHbI TPYJIA.

VYMmenus:

COCTaBIIATh U O(OPMIATH JAOKYMEHTBI JJIs
JIEJIOBBIX MOC30K;

OCYIJ_ICCTBHHTL TpeBen-nozL,uepncKy JCIIOBBIX
MOE3I0K;
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COTJIACOBBIBaTh C MPUHUMAIONICH CTOPOHOM
IIPOTOKOJI IUIAHUPYEMBIX MEPONPUATUN U
(hopMUpOBaTh MPOrpPaMMy J1€JI0BOM MOE3/IKH;

HCIOJIb30BaTh CPeACTBa WH(MOPMAIMOHHBIX U

KOMMYHHKAIIMOHHBIX TEXHOJIOT Ui JUTS
obecrieyeHnst B3aUMOIEHCTBHUA c
PYKOBOJIUTEIIEM BO BpEMs €ro JeJIOBOM
[IOE3KH;

0oQOpMIIITh OTYETHBIE TOKYMEHTHI O JIEIOBOI
MOE3/KE.

Hagbikn
OpraHu3anuu JIEJIOBBIX II0€3/10K
PYKOBOJIUTENS U JPYTHX  COTPYIHHMKOB
OpraHu3aluu
I[IK 1.5 3HaHUA:
Bnagers cnocobamu | TpeOoBaHus OXpaHbI TpyJa,
OpraHu3aluu IPOM3BOJICTBEHHOM CaHMTapHUH,
pabouero IPOTUBOINOXKAPHOM 3aIUTHL;
IIPOCTPaHCTBA OCHOBBI MPABUJIBHOM OpraHu3aluu Tpylda M
MIPUEMHON U | METOJIbI TTOBBIIIEHUS €T0 YPPEKTUBHOCTH;
KabuHeTa BUJIbl OPTaHU3ALMOHHONW TEXHUKHM M HOPSIO0K
PYKOBOIUTENS paboThI ¢ HEM.
YMeHnus:
OpraHU30BBIBATH pabouee MECTO B
COOTBETCTBUH C TPEOOBAHUSIMH SPTOHOMUKH U
KYJIbTYpPBI TPYAQ;
obecrieunBaTthb pabouee MECTO U
¢yHKIIMOHAaTBPHOE  paboyee  MPOCTPAHCTBO
HE0OXO0IMMBIMU CpeaCTBaMH
OpPraHM3al[MOHHOM TEXHUKHU, MeOenplo |
KaHLEJIPCKUMH IPUHAAIEKHOCTIMU;
MOJJIEP’)KUBATh CPEACTBA OpPraHU3alMOHHOMN
TEXHUKHU B pabo4yeM COCTOSHUU.
Hagbiku
OpraHu3alu U HOJIePIKaHUS
(YHKIIMOHATILHOTO paboYyero NpocTpaHCcTBa
IIK 1.6 3HaHUA:
Ocy1ecTBiATH HOPMaTHBHBIE IIPaBOBbIE aKThl Poccuiickoin
paboty no | ®enepauuu B chepe nHpopmanuy;
MO/ITOTOBKE U | KOMIUIEKC OpraHU3aIMOHHO-TEXHUYECKHUX
IIPOBEJIEHUIO MEPOIPUATHI 1O MOATOTOBKE U IPOBEIECHUIO
KOH(EpPEHTHBIX KOH(EPEHTHBIX MEPOIIPUSITHIA;
MEpPONPUATHIHA, IpaBuJIa oopmienus JIOKYMEHTOB,
o0ecrneunBaTh CO3/1aBa€MbIX B TIpollecce TOJArOTOBKU U
UH(pOPMAaIMOHHOE MIPOBEICHUS KOH(PEPEHTHOTO MEPONPUATHS,
B3aNMO/IEHCTBUE 3TUKET M OCHOBBl  MEXIYHApPOJIHOTO
PYKOBOIUTENS C | IPOTOKOJIA;
MOJPA3/IENEHUsIMI U | 3THKA JIeJIOBOr0 OOIIEHUS;
JOJKHOCTHBIMH COCTaB BHYTPEHHUX U BHEIIIHUX

JIMaMun OpraHnusanuu

MH(OPMAIIMOHHBIX TOTOKOB;

CTPpYKTypa  OpraHu3aluu |
B3aUMOJICVCTBUS OAPA3ACICHUN;
MeTOBl 00pabOTKH M 3aIIUTHl HH(OPMAIUHU C

MOPSIIOK
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NPUMEHEHUEM CpPeICTB MH(GOPMAIMOHHBIX U
KOMMYHHKAIIUOHHBIX TeXHOJ’IOI‘HfI;
TpeOOBaHUs OXpaHbI TPY/IA.

YMeHnus:

OpPraHM30BBIBAaTh IPOIECC TOATOTOBKH H
IPOBEJCHNE KOH(PEPEHTHOTO MEPOIPUATHS
WHAMBUIYAIbHO W B cocraBe paboueit
TpYIIIb;

JOKYMEHTHPOBATh Pa3HbIC ATAIbI MPOLEAYPHI
IOATOTOBKM M TPOBENCHHUS KOH()EPEHTHOTO

MEpPONPUSTHS;
co0JII0/1aTh ITHUKET u OCHOBEI
MEX1YHapOIHOTO IIPOTOKOJIA;

OCYIIECTBIISTh coop, 00paboTKy

MHPOPMALIMU, CUCTEMATH3AIMIO TOTYIaeMBbIX
¥l TIepe/IaBacMbIX JIaHHBIX;

OCYIIECTBJIATH  NPOBEPKY  JIOCTOBEPHOCTH,
IOJIHOTBI W HENPOTHBOPEYMBOCTH aHHBIX,
UCKITIOUEHHE AyOIMpOBaHUS HHPOPMALINH;

MIPUMEHSITh uH(pOpMaITMOHHO-
KOMMYHUKAIIMOHHBIE TEXHOJIOTUH.
HaBbixn

OpraHu3aliy TOATOTOBKM M TPOBEICHUS
KOH(EPEHTHBIX MEPOIPUATHI, obecrneueHus
UH(POPMAITUOHHOTO B3aUMO/ICHCTBUSA
PYKOBOAUTENSA C  MOApAa3feieHUs MU U
JIOJDKHOCTHBIMHM JIMIIAMH OPTaHU3aIuu

K 1.7

OdopmnsaTs
OpraHHU3aIOHHO-
pacTtopsANTEIbHbIC
JTIOKYMEHTBI "
OpPTaHU30BBIBATH
paboTy ¢ HUMH, B TOM
qrcie c
HCIOJIb30BaHUEM
ABTOMATH3UPOBAHHBIX
CUCTEM

3HaHUA:

HOPMaTUBHBIE IIPAaBOBbIE aKThl Poccuiickoin
®enepanyn B cepe AeT0MpPOU3BOICTBA;
JIOKaJIbHBIE HOPMATHBHBIE aKThl,
pEerJIaMEeHTUPYIOLIHE AESTEIbHOCTh CITYKOBI
NIEJIONPOU3BOJACTBA U €€  pabOTHHUKOB,
OpraHU3al|IO BEIEHU JEIO0NPOU3BOJICTBA;
COBPEMEHHBIE nH(pOpMallMOHHbIE )51
KOMMYHHKAI[UOHHBIE TEXHOJIOTHH,
MIpUMEeHsIeMbIe B padoTe C TOKYMEHTAMU;
CTPYKTypa  OpraHu3alud,  pPyKOBOZACTBO
CTPYKTYpPHBIX  TOJpa3ieieHuii,  o0pa3ibl
MOAIMUCEN JUL, UMEIOIIUX IIPABO MOANUCAHUS
W YTBEPKIECHHS JOKYMEHTOB, U OTPaHUUYECHUS
30H UX OTBETCTBEHHOCTH;

MIpaBUJIA PYCCKOTO SA3bIKA;

TpeOOBaHUs OXpaHbl TPYJIa.

YmMenus:

COCTABJIATh  TPOEKTHI
pacropsIUTeIbHBIX U
CIPAaBOYHBIX JIOKYMEHTOB, B TOM 4YHCIIE
JIOKYMEHTOB, coJieprKaInx
KOH(HUISHIINATbHYIO0 HHPOPMALIUIO;
0hopMIIATH OpraHU3aIMOHHO-
pacropsIuTeIbHbIle JOKYMEHTHl (OpUTHHAIIBI
Y KOIIHH);

OpraHHU3alMOHHBIX,
MH(OPMAaLIMOHHO-
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CKaHMPOBATh, KOMMMPOBATh U KOHBEPTUPOBATH
JOKYMEHTHI B pa3JInyHbIe (pOpMaThI;

OCYIIIECTBIISITh IIPOBEPKY IPOEKTOB
JOKYMEHTOB Ha COOTBETCTBHE IIpaBUJIaM
JIeJIONPOU3BO/ICTBA;

NPUHAMATh HW  TPOBOJUTH  TEPBUYHYIO
00pabOTKy BXOAIINX IOKYMEHTOB;
MIPOBOJIUTH TPEIBAPUTEIHLHOE PACCMOTPEHHE
BXOJISIINX U BHYTPEHHUX JOKYMEHTOB;
PETUCTPUPOBATh BXOJSIINE, HWCXOISAININE U
BHYTPEHHUE IOKYMEHTHI;

KOHTPOJMPOBATH MapUIpyTHU3aLHUI0
JIOKYMEHTOIIOTOKOB B OpraHu3aluu
(cornmacoBanme, NOINKMCAHUE, YTBEPXKICHHE,
pEerucTpanus, O3HAKOMIICHHE U HCIOJIHEHUE
JIOKYMEHTOB);

OCYIIECTBIISTh CPOKOBBII KOHTPOJIb
UCTIOJTHEHUS IOKyMEHTOB;

OCYIIECTBIISITh  TIOJATOTOBKY M OTHPAaBKY
UCXOSIINX TOKYMEHTOB;

COCTAaBIIATh  OTYETHI M AHAIUTHYECKUE
CIPaBKHU 00 UCIOJIHEHUH JOKYMEHTOB;

BECTH WH(POPMALMOHHO-CIIPABOYHYIO paboTy
10 TOKyMEHTaM;

OCYIIECTBIISITh PAabOTy C OpTraHU3aIMOHHO-

pacnopsIuTeNIbHBIMU JOKyMEHTaMU
B ABTOMAaTU3UPOBAHHBIX CHCTEMaX.
Haspiku
odopmIIeHUS OpraHU3aIMOHHO-
pacnopsIuTEIbHbIX JIOKYMEHTOB u
opraHusanus paboTbl C HUIMH, B TOM YHCIIE C
UCIIOJIb30BAaHUEM aBTOMATU3HPOBAHHBIX
CUCTEM
I[IK 1.8 3HaHUS:
OdopmnsaTe HOPMAaTUBHBIE IIPaBOBbIE aKThl Poccuiickoin
JIOKYMEHTBI no | ®enepanun B chepe TPyI0BBIX OTHOIICHHUI;
JUYHOMY COCTaBYy H | JIOKaJbHbIE HOPMAaTHUBHBIC aKThI,
OpraHU30BbIBATH PErIaMEHTHPYIOIINE TPYAOBBIC OTHOIICHUS,
paboTy ¢ HUMH, B TOM | COBPEMEHHBIE MH(POPMaIMOHHO-
qucle C | KOMMYHHUKAIlMOHHBIE TEXHOJIOTHH,
HCIIOJIb30BaHUEM MpUMeHsieMble B paboTe C JOKYMEHTaMH I10
ABTOMATU3HPOBAHHBIX | JUYHOMY COCTABY;
CUCTEM CTpYKTypa  OpraHu3aluH,  PYKOBOJCTBO

CTPYKTYPHBIX TIOJIpa3ielieHUi;

TIpaBWIIA JICJIONPOU3BOICTBA,

MpaBUJIa PYCCKOTO SI3BIKA;

JTHKA JIEJI0OBOT0O OOIIEHHUS;

TpeOOBaHUS OXpaHbI TPY/a.

VYMmenus:

o0ecreunBaTh COXPAaHHOCTh IEPCOHATBHBIX
JAHHBIX PAOOTHHUKOB,

OpPTraHU30BBIBATH JTOKYMEHTOOOOpOT 0
MIPEACTABJICHHUIO JOKYMEHTOB IO TIEPCOHAITY B
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rOCyIapCTBCHHBIC OPTaHBI;

OpPTraHU30BBIBATH JIOKYyMEHTOOOOPOT MO yUETY
U JIBUKEHUIO PAOOTHUKOB;

BECTH BOMHCKHH y4€T paOOTHUKOB;

BECTH yu€T pabouero BpeMeHH pabOTHUKOB,;

oopmMIATH OpraHu3alMOHHO-
pacnopsiIuTeIbHbIE JOKYMEHTHI M0 JTUYHOMY
COCTaBy;

BECTU PETUCTpPALUI0, YY€T, ONEPATUBHOE
XpaHEHHE TOKYMEHTOB I10 JUYHOMY COCTABY;
BECTU JIOKYMEHTALMIO, IOATBEPKAAOIIYIO
CBEICHUS O TPYAOBOM JAEATEIBHOCTH U
TPYAOBOM CTa)ke PaOOTHHKOB;

(hopMUPOBATH JTUYHEIC JIe)Ia PAOOTHHKOB;
oQopMIIATh Jela MO JUYHOMY COCTaBY JUIS
Nepelayu B apXuB OpraHu3aluy;

paboTartb co CIeUaJIu3UPOBAHHBIMU
WH(POPMAIIMOHHBIMU CHCTEMaMH W 0a3amMu
JAHHBIX 110 BEACHUIO yu€Ta W JIBUIKEHUIO

pabOTHHUKOB.
Hagbiku
opopMIICHHS ~ JOKYMEHTOB II0 JIHYHOMY
COCTaBy M OpraHu3aluud pabOThl C HUMH, B
TOM YUCIIe c HCIIOJI30BaHUEM
ABTOMATHU3MPOBAHHBIX CHCTEM
K 1.9 3HaHUS:
Opranu3oBbIBaThH HOpPMAaTHBHBIE TpaBOBbIE akThl Poccuiickoii
tekymiee  xpanenue | Geneparuu B cdepe enonpou3BoJCTBA U
JIOKYMEHTOB, apXMUBHOTO JIENIa;
00paboTKy Jen ISl | JOKaJIbHBIC HOPMAaTHUBHBIC aKTEhI,
ONEepPaTUBHOTO U | perjlaMeHTUPYIOUIUE BEJICHUE
ApXUBHOTO XpaHEHUs, | JEJIONPOU3BOJICTBA U TMepeaady Jel B apXHB
B TOM 4YHUCJIE€ C | OpraHU3aluy;
HCIIOTh30BaHUEM BHJIBI HOMEHKJIATyp JeJ, 00mue TpeOoBaHus
ABTOMATHU3MPOBAHHBIX | K HOMEHKJIATYpE JeJ, TOPSAI0K padoThI ¢ HEl;
CUCTEM nopsAIoK (hopMupoBaHUsl U OPOpMIIEHUS JEl,

cneuupuka OTAENbHBIX
KaTeropuii e,

NpaBUja XpaHEHHUs Jed, B TOM 4YHCIE C
JTOKYMEHTaMH OTPaHHYEHHOTO JIOCTYIIA;
IpaBUjga  BBIJAYM U MCIOJIB30BaHUA
JTOKYMEHTOB M3 c(pOPMHUPOBAHHBIX JIEIT;
MOPSAOK  MCIIOJIb30BAaHMUSI  THIOBBIX WM
BEJIOMCTBEHHBIX  TIEpEYHEH  JIOKYMEHTOB,
OTIpeJIeNIeHUs] CPOKOB XpaHEHMs B Mpoliecce
AKCHEPTHU3bI IEHHOCTH JOKYMEHTOB;

BUJIbl OIHKCEH el OpraHu3aluu U MOPSAIOK
paboTHI C HUMU;

TpeOOBaHUS OXpaHbI TPY/a.

dbopmupoBaHus

VYMmenus:

pa3pabaTbIBaTh HOMEHKIATYpy Ji(Sh)
OpraHu3aIlNH;

IIPOBEPATH IIPAaBUJIBHOCTD oopmienus
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JOKYMEHTOB U OTMETKH 00 HMX HCIIOJHEHUU
nepes uUx (QOPMHPOBAHHUEM B JeN0 JJIs
HOCJIEAYIOEro  XpaHeHus;  (OopMHUPOBATh
7ieNla,  KOHTPOJIMPOBaTh  NPAaBUIbHOE U
CBOEBPEMEHHOE pacpeesieHe U MOJIINBKY
JOKYMCHTOB B J€JIa B COOTBCTCTBHU C
HOMEHKJIaTypoH Jed;

MPOBEPATH CPOKH XpaHEHUs JOKYMEHTOB,
COCTABJIATh IPOTOKOJI pabOThl HKCHEPTHOMN
KOMHUCCHUHU 110 TIOATOTOBKEC HOOKYMCHTOB K
nepeiaye B apXus;

COCTaBIATh  aKT O  BBIACIEHMM K
YHUYTOXKEHUIO JJOKYMEHTOB, HE MOJUIEkKAIUX
XPaHEHUIO;

COCTaBIISATh aKT 00 YHUYTO)XKEHUU
JIOKYMEHTOB;

OCYLIECTBIIATh  IOJHOE WIM  YacTUYHOE
oopmileHHE J€7T BPEMEHHOTO, ITOCTOSHHOTO,
JOJITOBPEMEHHOI'O CPOKOB XPaHEHUS;
COCTaBJIATh  OHNHUCH  Jiel  CTPYKTYPHBIX
NO/Ipa3ieIeHuI IIOCTOSIHHOTO,
JIOJITOBPEMEHHOTO CPOKOB  XpaHEHMs JUIs
nepesayy Jell B apXuB OpraHu3aluy;
IPUMEHSTh UH(POPMALIUOHHO-
KOMMYHHKAIIUOHHBIC TCXHOJIOTUH ITPpH pa60Te
C IOKYMEHTAMH.

Haspiku
OpraHu3aIu TEKYIIETro XpaHEeHUs
JIOKYMEHTOB, 00paboTku nen JUISt
OTIEPAaTUBHOTO M APXWUBHOTO XPAHEHHS, B TOM
yuCIie c HCII0JIb30BaHUEM
ABTOMATU3UPOBAHHBIX CHCTEM
Opraauzanus K 2.1 3HaHUS:
apXUBHOU pabOTHI TIO Ocy1iecTBIAThH HOPMAaTHUBHBIE MPABOBBIE aKThl Poccuiickoit
JIOKyMEHTaM KOMILIEKTOBaHHUE Qenepanii B cepe eIOMPOU3BOJACTBA U
OpraHu3aImi ApXUBHBIMH JIeTIaMU ApXHUBHOTO JICTIA;
pa3auuHbIX (HOpM (moxymeHTaMu) Hay4HO-METOANYECKUE KPUTEPUH IKCIIEPTU3BI
COOCTBEHHOCTH apXWBa OPTaHHW3allMM | IECHHOCTH pa3JIMYHBIX TUIIOB M BUJIOB €]
(moKyMeHTOB);

TEOPETUYECKHE U METOJUYECKHE AaCIEKThbI
KOMIUIEKTOBaHUS W OKCIEPTU3bl LEHHOCTH
BCEX BUJIOB JJOKYMEHTOB;

BUJIBI, PA3HOBUIHOCTH U QopMaThl BCEX
BHJIOB JOKYMEHTOB;

YHUPUITIPOBAHHYIO CUCTEMY
OpraHU3aIIOHHO-PACTIOPSAUTEIbHOM
JIOKYMEHTAIUU;

CTaHAapThl OQOPMIIEHHS OpraHU3alHUOHHO-
pacnopsiANTENIbHON JOKYMEHTALINHY;

CHOCOObl M TEXHOJOTHH JTOKYMEHTHPOBAHUS
Ppa3IUYHBIX BHJIOB npodeccuoHaIbHON
JeSATEIbHOCTH;

OpraHU3alMOHHbIC IPUHIUIIBI
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KOMILICKTOBaHUS hi (S} (TOKYMEHTOB)
OTrPaHUUYEHHOIO JI0CTYIIa;

TpeOOBaHUs OXpaHbl TPYJa.

YMeHnus:

paborartb c
MOJIpa3IeIeHUIMHU/OpTraHU3aUIMU
UCTOYHUKAMHU KOMIUJIEKTOBAaHHSI apXUBa;
IIPUHUMATh apXUBHBIE Jieda (JOKYMEHTBI) Ha
IIOCTOSIHHOE WJIN J0JITOBPEMEHHOE XPaHEHUE;
y4acTBOBaTb B IIPOBEJEHUM SKCIEPTU3bI
LICHHOCTH DPAa3JUYHbIX TUIOB U  BHUJOB
JOKYMEHTOB B COOTBETCTBUU C BHYTPEHHHMHU
periiaMeHTaMu OpraHu3alumy;

OpUMEHATb B paboTe  pEeKOMEHJAluu
9KCHEPTHO-IIPOBEPOYHON  KOMHUCCUM WM
9KCIIEPTHON KOMUCCHM OpraHU3aluy;
OPUMEHATh TEpPEeYHH C YyKa3aHUEM CPOKOB
XpaHeHus Ael (JIOKyMEHTOB);

coOJIt0jaTh HOPMATUBHBIE CPOKHM XPaHEHUS
nell (JOKyMEHTOB);

BECTH YYET MCTOYHMKOB KOMILJICKTOBAHUS
apxuBa;

UCIIOJIb30BaTh IEPEIOBONM OTEYECTBEHHBIH U
3apyOeXHBI ONBIT 1O KOMILJIEKTOBaHHUIO
apxuBa JieJlaMu (JJOKYMEHTaMH) MOCTOSTHHOTO
U J0JATOBPEMEHHOIO XpaHEHUS;

HCITOJIb30BaTh COBpPEMEHHBIE
aBTOMATU3HPOBAaHHbBIE, WH(OPMAIMOHHBIE H
TEJIEKOMM YHUKALlMOHHbIE TEXHOJOTUH
JOKYMEHTHUPOBAHHBIX cdep eATeTbHOCTH
OpraHu3aIuu.

Hasrpikn

ydacThss B KOMIUIEKTOBAHUM apXUBHBIMHU
JiesiaMu (JIOKYMEHTaM1) apX1Ba OpraHu3aliu

[IK 2.2 3HaHUA:
Bectu yuér HOPMaTHBHBIE IIPaBOBbIE aKThl Poccuiickoin
apXUBHBIX €Il @enepar B cdepe J1EIONPOU3BOJCTBA U
(IOKyMEHTOB), B TOM | apXHUBHOTO JIeJa;
qHCIIE C METOJINYECKUE JOKYMEHTBHl M HallMOHAJIbHbIE
HCIIOJIb30BaHUEM CTaHIapThl B 0O0ylacTU y4€Ta JOKYMEHTOB H
aBTOMATH3MPOBAHHBIX | JOKYMEHTUPOBAHHBIX cdep AeATeIbHOCTH
CUCTEM OpraHH3aIiy;
OTEUYECTBEHHbIE " 3apyOeKHbIe
cepTu(UIMpPOBaHHbBIE CUCTEMBI
aBTOMATHU3MPOBAHHOIO y4Y€Ta apXUBHBIX J€J
(1OKyMEHTOB);

TpeboBaHus K Y4€Ty 0c000 IIEHHBIX U
YHUKAJIbHBIX apXUBHBIX JIEN (TOKYMEHTOR);
CPOKHM  BBIMIOJNHEHHS PabOT 1O  yu4é€Ty
ApPXHUBHBIX e (JJOKYMEHTOB);

o0mIre MPUHIUMBI yu€Ta U KOMILJICKTOBAHUS
nen (TOKYMEHTOB) OTPAHHYEHHOTO JTOCTYIIA;
TpeOOBaHUS OXpaHbI TPY/a.
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YMeHnus:

II0JIB30BaThCs y‘-IéTHBIMI/I JOKYMCHTaMH B
pamMKax  QJIEKTPOHHBIX  MH(POPMAIIMOHHBIX
CHCTEM JOKYMEHTUPOBAHHBIX chep
JeSITeNIbHOCTH OpraHU3aluy;

I10JIB30BAaTLCS cepTU(UIMPOBAHHBIMU
aBTOMATHU3HPOBAHHBIMU CUCTEeMaMHU
JAOKYMCHTHUPOBAHHBIX C(bep ACATCIIbHOCTHU
opranMzali 1o  yu€ry, perucrpaiuu,
KOHTPOJIIO J1eTT (JIOKYMEHTOB);

M0JIb30BATHCS nH(}OPMAaLIMOHHO-
CIPaBOYHBIMU cUCTEMaMHU
JOKYMEHTUPOBAHHBIX cdep eATeIbHOCTU
OpraHu3allNH;

BECTH CIIPaBOYHO-TIOUCKOBBIE CPEICTBA K
apXUBHBIM JielaM (JOKYMEHTaMm);

BECTH YYET CTPaxoBOro (hpoH/a apXUBHBIX €I
(1OKyMEHTOB);

IPUMEHSITh HOPMATHBHBIC MPABOBBIC AaKTHI,
JIOKaJbHbIE HOPMATHBHbBIE aKThl OpraHU3aluu
Y METOJUYECKHE JJOKYMEHTHI B 00J1aCTH y4€Ta
ApXUBHBIX el (IOKYMEHTOB);

BHOCHTD IPETI0OAKEHUS 1o
COBEPILLIECHCTBOBAHUIO METOAMYECKOTO
oOecrnieuyeHus yuéTra  pasHbIX BUJIOB
JOKYMEHTOB B JIOKYMEHTHPOBaHHBIX cdepax
JIeSITeIbHOCTH OpraHU3alUH.

Haspiku

BEJICHUS y4€Ta apXUBHBIX Je)l (JOKYMEHTOB),
B TOM  4YHCIE C  HCIOJIb30BAHUEM
ABTOMATHU3HPOBAHHBIX CHCTEM

IK 2.3 3HaHUS:

OcyiecTBiATh HOPMaTUBHBIE IIPaBOBbIE aKThl Poccuiickoin
XpaHeHue apxuBHbIX | Denepaunn B cdepe AenONpPOU3BOACTBA U
nen (TOKYMEHTOB) C ApXUBHOTO JIETIA;

IIOCTOSIHHBIM CPOKOM | HOPMAaTHBHBIE IPAaBOBbIE aKThl Poccuiickoi
XpaHEHHS U 110 Oenepanut B obnactd  wHGOpMAIUH,
JUYHOMY COCTaBY B WH(POPMAIIMOHHBIX ~ TEXHOJOTMH,  3aIlUTHI
apxXuBe OpraHM3al | MHGOpMallMM U TEPCOHAJbHBIX JAHHBIX,
uupoBoii TpaHchopMalnu;

HOPMaTHBHBIE IIPaBOBbIE aKThl Poccuiickoin
®deneparyu B 001acTH KOH(UIACHIIUAIBHOCTH
nHpopmanuu;

IpaBUja XpaHEeHUs JAen (JIOKyMEHTOB) B
COOTBETCTBUH C UX TUIIAMU;

nopsiAoK  (OPMHUPOBAHUS ~ JTIOKYMEHTOB B
KOMIUIEKTBI, TPYIIIIbI, TUIIBI,

TpeboBaHUS K O(OPMIICHUIO JOTOBOPOB Ha
peanu3anyio yClIyr BHEIIHEro XpaHEHUs el
(1OKYMEHTOB);

CPOKH BBITIOJIHEHHUS padoT;

TpeOOBaHUS K YCTAaHOBJIIEHHBIM HOpPMaM
BBIPAOOTKH;
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TpeOOBaHMS OXpaHbI TPY/IA.

YmMenus:

CUCTEMAaTHU3UPOBATh Jeja (JOKYMEHTHI);
pa3MeniaTb apXuBHBIE Jiena (JOKYMEHThI) Ha
MECTaX XpaHEHUS B  COOTBETCTBUU C
HOPMAaTUBHBIMH TPEOOBaHUSIMH B 00JacTu
ApXUBHOTO JIeJia U YIPaBJICHUS TOKYMEHTAMU;
cO0JII0IaTh HOPMATHUBHBIE PEKUMBI XPAHEHUS
ApXMBHBIX JeT (JOKYMEHTOB) Ha JIIOOBIX
HOCHUTEIISIX;

IPOBOAUTH MPOBEPKY IOJHOTHI  COCTaBa
apXMBHBIX  JIOKyMEHTOB B  EAMHHUIAX
XpaHEHUs;

NPOBOJUTH  ONHCAHHUE  APXHMBHBIX  JEJ
(mOKyMEHTOB);

COCTABIISATH CIIPAaBOYHO-TIOMCKOBBIE CPE/ICTBA
K apXUBHBIM JieJaM (JOKYMEHTaMm);

BECTH YYET M KOHTPOJIb BBLIAYH APXHUBHBIX
nein (I0OKYMEHTOB) U3 apXUBOXPAHUIIUINA U UX
BO3BpATa;

BECTH YYET M KOHTPOJIb Tepenadyu el
(1OKyMEHTOB) B
rOCy/IapCTBEeHHBI/MYHUIIUITANIGHBIA ~ apXUB
WIM Ha WHOE BHEIIHEe XpPaHEHHE W IMpuéma
JIeJl C BHEIIHETO XpaHEeHUs;

MPOBOJIUTH MOJIUCTHYIO MIPOBEPKY
(hU3UUECKOTO COCTOSIHUS JIeN (JOKYMEHTOB);
pa3bICKUBATh HEOOHApYKECHHBIC JIena
(mOKyMEHTHI);

3alMmarh  MHQOPMALMOHHBIE  PECYpPChI
apXMBa OT HECAHKIIMOHUPOBAHHOI'O JOCTYIIA.

Hasrpikn

OCYILIECTBJIEHUSI XPAaHEHUsI apXWUBHBIX €N
(TOKYyMEHTOB) €  TOCTOSSHHBIM  CPOKOM
XpaHEHHsI U IO JIMYHOMY COCTaBYy B apXUBE

OpraHu3aIyu
IIK 2.4 3HaHUA:
Ocy1ecTBiATH HOPMaTHBHBIE IIPaBOBbIE aKThl Poccuiickoin
XpaHEHHUE, @enepan B cdepe J1ENONPOU3BOJACTBA U
KOMILUIEKTOBaHHUE, apXHUBHOTO JIEJIa;
YyU€T U HOPMAaTUBHBIE IIPaBOBBIE aKTbl Poccuiickoin
HUCITIOJIL30BAaHUE JIET denepanun B oOJactu 3aIUTEI
(1OKyMEHTOB) MIEPCOHAJIbHBIX JAHHBIX;
BPEMEHHOIO HOPMaTHBHBIE IIPaBOBbIE aKThl Poccuiickoin
XpaHeHUs ®eneparnun B 001acTH KOH(UIACHIUAIBHOCTH

nHpopmanuu;

METOJIMYECKUE JOKYMEHThl M HAIlMOHAIbHBIE
CTaHIapThl B 00JIACTH JEJIIONPOU3BOJCTBA U
aApXUBHOTO JIeTa;

MeToAuKka  pa3paboTku  (GHopM  YUETHBIX
JOKYMEHTOB B  TPaJAWIMOHHOM U B
3IEKTPOHHOM BH/IE;

MpaBWJIa CUCTEMATH3AIUN U KIacCH(UKAIUU




21

JIOKYMEHTOB;

OCOOCHHOCTH OpraHW3allid XPAaHCHUS el
(IIOKYMEHTOB) Ha Pa3JIMIHBIX HOCUTEIIAX;
KPUTEPUU  ONpEJACICHUS  LEHHOCTH  Je
(moKyMeHTOB) mJIsl JajbHEHINEro XpaHCHHS
WA YHUYTOKCHUA,

TpeOOBaHUS K MPOIECCaM  YHHUYTOKEHHSI
uH(pOopMaIU B TpaJuLIMOHHOM u
JJIEKTPOHHOM BH/IE;

TpeOOBaHUS OXpaHbI TPY/A.

VYMmenuns:

OpPraHHW30BBIBATH M 00ECIEUYMBATh XPaHEHUE
nen  (IOKyMEHTOB) BPEMEHHOTO XpaHEHHS
OpTraHU3aIIN B TPAIUIIMOHHOM 51 B
3JICKTPOHHOM BH/IC;

KOHTPOJIMPOBATh Pa3pabOTKy CTPYKTYPHBIMH
MOJApa3iCICHUsIMA ~ ONMUCEd W aKTOB O
BBIJICJICHUH Ha YHUYTOXKCHUE Jen
(IOKyMEHTOB) BpPEMEHHOTO XpaHEHUs B
TPAIUIIMOHHOM H B 3JICKTPOHHOM BHJIC;
(dhopmMupoBaTh €IMHULIBI XpaHCHUS
JOKYMEHTOB  JUII  HMX  IOCIEAYIOUIETO
pa3MeIleHUs B apXUBE OpraHu3aliy;
COCTaBJISITh CIPABOYHO-TIOMCKOBEIE CPEACTBA
K apXMBHBIM JieJaM (JOKYMEHTaMm);
OCYIIECTBIATh TOUCK Jied (JOKYMEHTOB)
BPEMEHHOTO XpaHEHHs B TMpolecce Ux
XpaHEHUsI B CTPYKTYPHBIX MOAPA3JICICHASIX U
apXuBe OpraHHU3aIliH;

OCYIIECTBIISITh METOJIMYECKOE PYKOBOJICTBO
OpraHu3alnueil XxpaHeHus aen (JOKyMEHTOB) B
CTPYKTYPHBIX TOJPA3ICIICHUSX OpTaHH3aIlHH;
OKa3bIBaTh CTPYKTYpPHBIM TOJpPa3IeICHHUIM
MPAKTUYECKYI0 TIOMOIbL B  OpraHU3aIluu
XpaHeHus Ael (IOKYMEHTOB);

pa3pabaTbIBaTh CIIPaBOYHO-
nH(pOpMalMOHHbIE JTOKYMEHTBI o
OpraHu3anuu HCIIOJIb30BaHUS nen

(TOKYyMEHTOB) BPEMEHHOTO XpaHEHUS B
CTPYKTYPHBIX IOAPA3JACIEHUSIX U apXUBE
OpraHu3alNu;

MPOBOJAUTH  JKCIEPTU3Y  LIEHHOCTH  JEN

(TOKyMEHTOB) BPEMEHHOTO XpaHEHHH,
nepeaHHbIX B apXUB;
OTIPENIETISATh CPOKH XpaHeHUs Ten

(IOKyMEHTOB) BPEMEHHOT'O XpaHEHUS;
o0ecnieunBarh 3alIUTy Jell (JOKYMEHTOB)
BPEMEHHOI'O XpaHEHHs B OpraHu3aldud OT
HECAHKIIMOHUPOBAHHOTO J0CTyIa WIH
YHUUTOKEHUS;

IPOBOJUTh (PU3UYECKOE YHUUTOXKECHHE [ell
(IOKyMEHTOB) BpPEMEHHOIO XpaHEHHUS C
UCTEKIIMMHU  CPOKaMH  XpaHEHMsl  IOcCie




22

COTJIACOBAHUS co CTPYKTYPHBIMH
MOJIPa3/ICTICHUSAMHU OpraHU3aINH;

opopMIIATh  Y4YETHBIE  JIOKYMEHTHI 00
YHMUTOKEHUU 1€l (JOKYMEHTOB) BPEMEHHOI'O
XpaHEHUsl C UCTEKUIMMH CPOKAMH XpaHEHUS

COBMECTHO co CTPYKTYPHBIMHU
noApasaeneHuAmMM OpraHM3aLmm.
HaBbiku
oOecrieyeHuss XpaHEHUS, KOMIUIEKTOBAHHUA,
yuéra 51
HCIIOJIb30BAHUS nen (1OKyMEHTOB)
BPEMEHHOI'0 XpPAHEHUS
K 2.5 3HaHUs:
Ocy1ecTBIATH HOPMATHUBHBIE NpaBOBble akThl Poccuiickoit
HCII0JIb30BaHUE ®enepaunu B chepe 1e101ponu3BOICTBA;
apXUBHBIX Jell HOpPMATHUBHBIE NpaBOBbIE akThl Poccuiickoii
(mokymeHTtoB), B Tom | Denepanuu B obnactu 3aIIUThI
YHUCIIE C NEPCOHANIbHBIX JIaHHBIX;
HCII0JIb30BAHUEM METOJUYECKHE  JOKYMEHTHl B  00JacTH
ABTOMATHU3UPOBAHHBIX | MCIOJB30BAaHUS U IMyOTUKALIUY apXUBHBIX J1€J
CUCTEM (1OKyMEHTOB);
cepTu(ULIUPOBAHHbBIE nH(OPMAaLIMOHHO-
IIOMCKOBBIE CHUCTEMBI B 00JacTu pa3paboTKu
Hay4HO-CIIPABOYHOI'O anmnapara
JIOKYMEHTUPOBAaHHBIX cep NeATeIbHOCTH
OpraHu3alky;

CPOKH BBIIIOJIHCHUA pa60T 10 OpraHu3anvun
HCITOJIb30BaHUA AapXUBHBIX ICJI (,I[OKYMCHTOB);

OpraHU3aIMOHHbBIC TIPUHIIATIBI
UCIIOJIb30BAaHUS JTOKYMEHTOB OTPaHUYEHHOTO
JIOCTYTa;

TpeOOBaHUs K IOJrOTOBKE apXUBHBIX CITPABOK
1 BBIITUCOK U3 apXUBHBIX JOKYMEHTOB;
TpeOOBaHUs OXpaHbI TPYJIA.

YMenus:

CHCTEMAaTH3HPOBAaTh M 0000IATh CBEACHUS O
COCTaBe W COJAEP)KAaHWUU apPXUBHBIX  JCI
(moKyMeHTOB);

HCIOJIb30BaTh HH()OPMAIIMOHHBIC TEXHOJIOTHH
B 00JaCTH CO3/IaHUS CIIPABOYHO-TIOUCKOBBIX
Cpe/ICTB apXHBa M JOKYMEHTHPOBAHHBIX chep
JIeSITeJIbHOCTH OPTaHU3aIIH;

(OopMHpPOBATH OCHOBHBIC W BCIIOMOTATEIbHBIE

BU/IBI apXMUBHBIX CIPaBOYHUKOB B
AJIEKTPOHHOU (popme;
MOATOTaBINBATh nH(OpMaLIMOHHBIE

JOKYMEHTBI 110 3ampocaM IOJIb30BaTelei
pa3JIMYHBIX KaTETOPHl.

HaBbiku

OCYILIECTBIIEHUS! MCIIOJIb30BAaHUS apXUBHBIX
nen  (DOKyMEHTOB), B TOM 4YHCIE C
HCII0JIb30BaHUEM aBTOMATU3HPOBAHHBIX
CHCTEM
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OcBoenue podeccun | [1K 3.1 3HaHMS:

pabouero, nomwkHocTH | Opranuzanus paboThl | HOPMAaTHBHBIE IIpaBOBbIE aKTBbI U

CITy KaIero C JTOKYMEHTaMHu HOPMaTHBHO-METOINYECKHUE JIOKYMEHTEI,

(HenonpounsBoaurens) OIpeAeIAONIe MOPSAIOK
JTOKYMEHTAI[HOHHOTO obecrieueHus
yIIpaBJICHUS;

COBpEMEHHBIE HH(OPMAIIMOHHBIE TEXHOJIOTHH
paboThI ¢ JOKYMEHTaMU;

HOPSIOK PadOTHI C JOKYMEHTAMH;

CXEMBI JOKYMEHT0000pOTa;

CHCTEMBI CKOPOCTHOTO MTUCHMA;

IpaBujia pa6OTBI C BXOJAIIIMMH, UCXOOAIIINMHU
Y BHYTPEHHUMU

JIOKYMEHTaMH;

npaBuja OpraHu3alud U (OPMBI KOHTPOJIS
HCITIOJITHCHUA JOKYMCHTOB B

OpraHH3aluH;

THUIIOBBIC CPOKHU HUCIIOJIHCHUSA JOKYMCHTOB,
IPUHIHITE pabOTHI CO CPOKOBOM KAPTOTEKOM;
Ha3HaYeHHWE W TEXHOJOTHA TEKYIIero u
peayNpeaUTEIHbHOTO KOHTPOJIS;

npaBWja  COCTaBJICHUS AQHATMTUYECKUX
CIPABOK I10 OpPTaHU3aHuU PabOTHI

C JOKYMEHTaMH W KOHTPOJIO HCIOJHEHHS
JOKYMEHTOB;

npaBuWiIa JOKYMEHTAIlMOHHOTO o0ecredeHus
JeSITeTbHOCTH OpTaHU3aIH;

BUJIbI IOKYyMEHTOB, UX Ha3HAYCHUE;
TpC6OBaHI/I$I, MNpEABABIACMBIC K JOKYMCHTaAM
B COOTBETCTBHH C

HOPMAaTUBHBIMU IMpaBOBbBIMHA aKTaMu nu
rOCyJJapCTBEHHBIMH CTaHIapTaMHu;

MpaBWjla  COCTaBleHUS U  odopmiieHus
UH(POPMALIMOHHO-CITPABOYHBIX,
OpraHru3allMOHHBIX, YIPaBJICHUCCKHUX
JIOKYMEHTOB;

InmpaBujia CO3JaHHUA W BEIACHHA 0as JaHHBIX
CITy>K€OHBIX JOKYMEHTOB B

OpTaHu3aINH;

CHCTEMBI AJIEKTPOHHOT'0 JIOKYMEHTO000pOTa;
nmpaBrujia MW CPOKH OTIIPAaBKH HUCXOAAINIUX
JTIOKYMEHTOB.

YMeHnus:

paboTtath co BCEl COBOKYITHOCTBIO
MH(OPMALIMOHHO-0KYMEHTAIIMOHHBIX
peCypcoB OpraHU3alHy;

MOJIL30BaThLCA 0a3zaMy JAaHHBIX, B TOM YHCIIE

yIAJIEHHO;

MOJIL30BaThCS CIIPABOYHO-TIPABOBBIMU
CHCTEMaMU,

MOJIL30BaThCS ABTOMAaTU3UPOBAHHBIMU

CHUCTEMAMH y4Y€Ta, pErucTpaluy,
KOHTPOJISI U WHGOPMAalMOHHO-CIPABOYHBIMU
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cucTeMaMu Tpu paboTe ¢

AOKYMCHTaMH OpraHu3aluu;

NPUMEHSITh COBPEMEHHbIC HH()OPMAIOHHO-
KOMMYHHKAIITMOHHBIC

TEXHOJIOTUH il pabOThl C JOKYMEHTaMH, B
TOM YHCIIE JJIS1 ee

ONITUMH3AIIMH U TOBBIICHUS P PEKTUBHOCTH;
MIPUMEHSITH MPaBUIIa PYCCKOTO S3bIKA;
PUMEHSTHh HABBIKH CKOPOCTHOTO MUChMA.

HaBpiku: mpuem wu mnepBuyHas oOpaboTKa
BXOJSIIMX JOKYMECHTOB;

IpeBapUTEILHOE paccMoTpeHHe u
COPTHPOBKA JJOKYyMEHTOB Ha

pErucCTpUpyEMBbIE U HEPETUCTPUPYEMBIE;
MO/ATOTOBKA BXOJSLIMX JOKYMEHTOB IS
PacCMOTpPEHHsI PyKOBOUTENIEM;

perucTpanys BXOISIIHUX JOKYMEHTOB,;

OpraHu3aIus JIOCTaBKH JTOKYMEHTOB
VICTIOJTHUTEJISIM;

BejieHWe  0a3pl  JAaHHBIX  JJOKYMEHTOB
OpraHH3aluH;

BeJICHUE UH(POPMALIMOHHO-CITPABOYHOM
paboTHI;

oOpaboTka M OTIpaBKa  HCXOASILUX
JIOKYMEHTOB;

opraHusaius paboThl IO perucTpaluu, yuery,
XPaHEHUIO U Ilepeaye B

COOTBETCTBYIOIINE CTPYKTYpHBIE
NOpa3ielIeHUs JOKYMEHTOB TEKYILETO
JEJIONPOU3BO/ICTBA;

KOHTPOJIb  WCIIOJHEHUS  JOKYMEHTOB B

OpraHu3aIyu.
IIK 3.2 3HaHHuA:
Opranuzanus HOPMAaTHBHBIE MPABOBBIE aKThl, HOPMATHUBHO-
TEKYLIEro XpaHeHUs METOIMYECKHUE TOKYMEHTHI,
JTIOKYMEHTOB roCyJapCTBEHHBIC CTaHJApTHI,
OMPEIEAIONINE TOPSIIOK
JTIOKYMEHTAIMOHHOTO oOecrieueHust
YIPABIICHHUS;

BHJIBI HOMEHKJATyp, OOIIHMe TpeOOBaHUS K
HOMEHKJIaType, METOANKA €€

cocTaBJIeHUS U 0(OPMIICHUS;

MpaBujia COTJIACOBAHUS HOMEHKJIATYPhI AEI C
BEJOMCTBEHHBLIMHU

apXMBaMU U SKCIIEPTHOU KOMHCCHEM.

YmMmenus:
OpPTraHU30BBIBATH PAOOTY MO yUETy, XPAaHCHHIO
U Tiepeade B

COOTBETCTBYIOIIHE CTPYKTYpHBIE
TOpa3ACIICHHs] TOKYMEHTOB TEKYIIIETO
JIeIONPOU3BO/JICTBA;

OCYHICCTBIIATE MCTOAWYCCKOC PYKOBOACTBO
ACJIOMPONU3BOJACTBOM B
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OpraHHU3aliK, KOHTPOJIUPOBATh TMPABUIBHOEC
(dhopMupoBaHHe, XpaHEHHE U

clady Jes B apXUB,;

pa3pabaTbIBaTh HOMECHKJIATYPY Jen
CTPYKTYPHOTO MOJIpa3ieICHus;

WCIOJIb30BaTh ~ HOMCHKJIATYPY JIel  TpHU
U3yYCHUH CTPYKTYPBI;

OpraHHM3aluH, COCTABJICHUH OMHUCEH Je
OpraHU30BBIBaTh PaboTy MO (HOPMHPOBAHHIO
JIe7T B COOTBETCTBUH C

YTBEPKICHHOU HOMEHKJIATypOu Jen
OpraHu3aIuy;

(hopMUPOBATh TOKYMEHTHI B JIeNIa C yYETOM UX
cnenuuKu;

CUCTeMAaTHU3UpPOBaTh  JOKYMEHTHl  BHYTPH
nena;

o0ecrieunBaTh  COXPAaHHOCTb M 3AIIUTYy
JOKYMCHTOB OpraHu3aiuu.

HaBbiku: pa3paboTka HOMEHKIATYphl €T
OpraHu3allNH;

IpoBepKa MIPaBHJIbHOCTH odopmieHUs
AOKYMCHTOB U OTMCTKHU 00 ux

UCIIOTHEHUH Tepea UX (QOpMHUPOBAHUEM B
JIEJI0 JI71sl TIOCJIEIYIOIIETO

XpaHEeHUS;

¢bopMynupoBaHME  3arojloOBKOB A€l U
ONpeJIeJIeHUE CPOKOB UX XPAHECHHUS;
dhopmupoBanue e,

KOHTPOJIb TPaBUJIBHOTO M CBOEBPEMEHHOTO
pactpenenesHus U NOAILNBKA

JJOKYMEHTOB B JIeJIa.

[IK 3.3 3HaHUA:
Opranuzanus KPUTEPUM  pa3lielieHus]  JOKYMEHTOB  Ha
0o0paloTKu aen ams IPYMIbl B COOTBETCTBUU C
MOCJIETYIOLIEro IIEHHOCTBIO MH(OpMAaLUK, coAepxkalleiics B
XpaHCHHS HUX;

MOPSAOK  CO3JaHus,  OpraHu3aluu U

JTIOKYMEHTHUPOBAHUS PaOOTHI

IKCIEPTHOU KOMHCCHUH;

ImpaBrjIa COCTAaBJICHUS n YTBCPKIACHUA
MPOTOKOJIA PA0OTHI DKCIEPTHOM

KOMHUCCHH;

MpaBUJIa COCTABJICHUS M YTBEPXKICHHS aKTa O
BBIJICJICHUN TOKYMCHTOB,

HE MOJISKAIINX XPAHCHHIO,

MpaBHjIa TEXHUYECKOW 0OpabOTKH M MOJHOTO
odopmiieHus aen

MOCTOSTHHOTO U BPEMEHHOT'O XPaHCHUS;

IpaBujia COCTaBJICHU OIIMCHU p1(SA) |
IIOCTOSAHHOI'O 1 BPEMCHHOI'O XpaHCHUA
B COOTBCTCTBHUH C HOPMAaTUBHO-

METOJIMYECKUMU TOKYMEHTAMH;
MpaBWJIa Iepejaun JeJl B apXUB OpraHu3aluy.
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YMeHnus:

IOJIb30BATbCA TCPCUHHAMHU OOKYMCHTOB U
aHAIM3UPOBATh (PaKTUUYECKOE

coJiepKaHNEe UMEIOIINXCS B Jiefie TOKYMEHTOB
U ONPEEIICHUU CPOKOB

X XpaHCHUA,;

oQopMIIATH JTIOKYMEHTBI 9KCIIEPTHOMN
KOMUCCHH;

oQopMIIITh OOJOXKKU JIe MOCTOSHHOTO U
BPCMCHHOI'O XpaHCHHA B

COOTBETCTBUU c TpeOOBaHUAMU
rOCy/IapCTBEHHBIX CTaHAPTOB;

MPOU3BOJIUTH XPOHOJIOTHUECKO-CTPYKTYPHYIO
CHCTEMaTH3AIHIO JIET;

OCYIIECTBIISITh TEXHUYECKYID O00paboOTKy u
noJIHOE 0(OPMIICHUE JEI

MOCTOSTHHOTO U BPEMEHHOT'O XpaHEHUS;
COCTABIIATH  OMHUCH JIEJI TIOCTOSHHOTO U
BPCMCHHOI'O XpaHCHHUA B

COOTBETCTBUU C HOPMATHBHO-METOINYECKUMU
JOKYMCHTAMM.

Hagpixu:

IpOBEpPKa CPOKOB XpaHEHUs JOKYMEHTOB,
COCTaBJIEHUE MTPOTOKOIA

paboThI AKCIIEPTHOM KOMHUCCUH 1o
IMOATOTOBKE JOKYMCHTOB K XpaHCHHIO,

akTa O TIepeadye Ha  YHUYTOXKECHHE
JOKYMCEHTOB, HC ITOAJICKAIINUX

XpaHEHHUIO;

COCTaBIICHHME BHYTPEHHEH OMHCH Il s
0c000 LIEHHBIX JOKYMEHTOB;

opopmiieHre e MTOCTOSTHHOTO,
JONTOBPEMEHHOT'O CPOKOB XPaHEHUS;
opopmiieHHe OOJIOKKH JIeNT TOCTOSHHOTO,
JI0JTOBPEMEHHOTO CPOKOB

XpaHEHUS;

COCTaBJIECHUE OIMUCH JIeJ  TOCTOSIHHOTO,
JI0JTOBPEMEHHOTO CPOKOB

XpaHEHHUs;

nepenaya el B apXUB OpraHu3allnu.

4.2. B pamkax mnpodeccuonHanbHoro moxyis I1IM.03 mpenycMOTpeHO OCBOEHHE
nporpamMmbsl  IIpoecCHOoHanbHOrO o0ydeHuss 1o mpodeccun padodero, JAOHKHOCTH
CITyXalllero «/lenonpousBoauTeb. OO6yuatoumcs, YCIICIITHO CIaBIITUM
KBJIM(DUKAIIMOHHBIA HSK3aMEH, BBIIAETCA CBHUJIETEILCTBO O Mpodeccun pabouero,
JOJDKHOCTH  CITY’KAIllero, MOATBEp)KJAlolee IMOTydYeHne KBaJHu(pHUKAMH IO Tpodeccuu
pabodero, MOJDKHOCTH CIY)KAIIET0 W TMPUCBOCHHUE (MPU HAIWYMN) KBAIM(DUKAITMOHHOTO
paspsiza, Kiacca, KaTerOpHuH.

5. CTpykrypa u coaep:xxkanne OOII

5.1. CrpykTypa u coxaepkaHue 00pa3oBaTeIbHOW MPOrpaMMbl COOTBETCTBYIOT
tpeboBanusiM GI'OC CIIO no gaHHO#M CHEUaNbHOCTH, YTO OTPAKEHO B yUeOHOM ILJIaHe.
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5.2. Ctpykrypa u 00beM 00pa30BaTeIbHON IPOTPaMMbl BKITIOYAET:

JTUCITATIITAHBI (MOJTYJIH ),

MPAKTHKY;

rOCyJapCTBEHHYIO HTOTOBYIO aTTECTAIIHUIO.

OOpa3oBaTenpHas MporpaMMa UMeeT CIIEAYIONIYI0 CTPYKTYpy U o0beM (Tabnuua 4):

Ta6muma 4 — CtpykTypa 1 00beM 00pa30BaTeIbHOM MPOTPAMMBI

O0beM o0pa3zoBaTeIbHOM

CrtpykTypa 00pa3oBaTe/ibHOM MPOrPaMMBbI NnporpamMmsbl B
aKaJieMIYeCcKHX Yacax
Jucuunnuael (MOIYIIN) 2304
IIpakTuka 432
['ocynapcTBeHHast HTOTOBast aTTECTAIUS 216
O6muii o0beM o00pa3oBaTeNbHOM MporpaMmbl Ha 0Oasze 2952
CpeHero o0nero 00pa3oBaHuUs:

5.3. OGpa3zoBaTenbHas MporpaMMa BKIIFOUAET ITUKJIBI:

COLMABHO-TYMaHUTAPHBIN UK,

oOmenpodeccuoHambHbIN IIUKIT;

npodeccuoHaNbHBIN ITUKIL.

5.4. B pamkax oOpa3zoBareibHOW MPOTpaMMBbl BBLICISIOTCS O0s3aTenbHas 4acThb U
4acTh, hopMupyemasi yuaCTHUKaMU 00pa30BaTeIbHBIX OTHOIICHUH (BapuaTUBHAS YaCTh).

5.4.1. OOs3atenbHas 4YacTh 00pa3oBaTeIbHOM MPOrpaMMbl HampaBlieHA Ha
dbopmMupoBaHue 00mMUX U MPO(HECCHOHANBHBIX KOMIIETEHIIMH, mpeaycMoTpeHHbx PI'OC
CIIO o na"HHOW CHenraIbHOCTH.

5.4.2. ObbeM o00s3aTeNbHON YacTU 0e3 yuera o0bemMa rocyJapCTBEHHOW HMTOTOBOM
aTTeCTaIluu cocTaBiisgeT He Oosee 70 mporeHTOB OT 00IIero oobeMa BpeMEHHU, OTBEICHHOTO
Ha OCBOCHHE 00pa30BaTEIbHOM MPOTPAMMBI.

5.5. BapuaruBHas uacTh oOpa3zoBaTeibHOW Mporpammbl 0o0beMoM He MeHee 30
IOPOLIEHTOB OT 00Iero o0bemMa BpEeMEHH, OTBEJACHHOTO HAa OCBOCHHME 00pa3oBaTeIbHOU
OporpamMMbl, J1ae€T BO3MOXHOCTh JajJbHEHMIIEro pa3BUTHA OOIMX U MPO(PECCHOHAIBHBIX
KOMIIETCHIIMH, B TOM 4HCIE 3a CYET paCIIMPEHUS BHIOB ACSATEIHHOCTH, BBEIACHUS
JIOTIOJTHUTENIFHBIX BHUJOB JICATENBHOCTH, a TakkKe MpOo(ecCHOHATbHBIX KOMITCTEHIIHH,
HEOOXOAUMBIX JJIsi 00ecreueHus] KOHKYPEHTOCIIOCOOHOCTH BBIITYCKHUKA B COOTBETCTBHHU C
NOTPeOHOCTSMHU PETHMOHAIBFHOTO PhIHKA TPYAd, a TaKKe ¢ y4eToM TpeOoBaHui HudpoBoii
HYKOHOMUKH.

5.6. Ilpm ocBoeHHMH COLMATIBHO-TYMaHUTAPHOTO, OOIIETPO(HECCHOHATBHOTO U
npo(eCCHOHAIIBHOTO ILIMKIJIOB BBIACHSAETCS 00beM Yy4YeOHBIX 3aHATHH, NPaKTHKH (B
poQeCCHOHATHHOM ITUKJIIE) U CAMOCTOSITEIbHOM pabOTHI.

5.7. Ha npoBeneHne yuyeOHBIX 3aHATUNA U MPAKTUK MPU OCBOCHUM YUEOHBIX ITUKJIOB
o0Opa3oBaTenbHON MporpaMmMbl B OYHOW Qopme oOyueHHs BbineneHo He Menee /70
NPOIIEHTOB OT 00bEMa yUEOHBIX IUKIIOB 00pa30BaTENIbHON IPOrPAMMBI.

5.8. B yueOHbIC HHMKJIBI BKJIIOYAETCS MPOMEXKYTOUYHAs aTTecTalus oOydaromuxcs,
KOTOpasi OCYIIECTBISICTCSI B paMKaX OCBOCHHS YyKa3aHHBIX LHUKIOB B COOTBETCTBHH C
dbopMoii, onpenensieMoil 00pa30BaTENbHON OpraHU3aIMei, U OIEHOYHBIMU MaTepHalIaMH,
MO3BOJISIIOIIMMH OIICHUTHh JOCTHXKEHUE 3alUIAaHUPOBAHHBIX MO OTIEIbHBIM AMCIMILIMHAM
(MOIyJIsIM) M TIPAaKTUKaM PE3yJIbTaTOB OO yUEHHUS.

5.9. UuBanumam u JumaM ¢ OTrPaHUYCHHBIMH BO3MOXXHOCTSIMH 3J0pOBbs (IO UX
3asIBJICHUIO) IMPEJOCTABISAETCS BO3MOXXHOCTh OOYy4EHHs 110 00pa3oBaTEIbHOM IpOrpaMMme,
YUUTBHIBAIOIIEH OCOOEHHOCTH HX TMCUXO(PHU3NYECKOTO PAa3BUTHUS, WHIUBUIYATBHBIX
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BO3MOXKHOCTEH U, NpU HEOOXOAMMOCTH, O0OECIEUYMBAIOMIEH KOPPEKUHUIO HapYIICHHUH
pPa3BUTHUA U COLMAIBHYIO aJalTallUi0 YKA3aHHBIX JIHLI.

5.10. OGs3arenbHas 4YacTh COIMAIBLHO-TYMaHUTApHOTO IUKJIa 00pa3oBaTeIbHOU
MporpaMMbl MpeaycMaTpUBaeT HM3ydeHHe cieayromux auctumind: «Mcropus Poccumy,
«MHOCTpaHHBIH  sI3bIK B MpoQecCHOHambHOM  nearenbHOCTH»,  «be3zomacHocTh
KUBHENEATEIBHOCTHY, «Du3ndeckass KyabTypa», «OCHOBBI OEpeKIMBOTO MPOU3BOICTBAY,
«OCHOBBI (PUHAHCOBOW I'PaMOTHOCTI.

5.10.1. OOmmii o00beM IUCHUILUIMHBL «be30macHOCTh  KU3HENEATEILHOCTH
COCTaBIIICT /2 aKaJeMUYECKUX Yaca, U3 HUX Ha OCBOCHHE OCHOB BOEHHOM CIy>KObI (AJis
IOHOIIIEH) — 48 akaJIeMHUYeCKHX YacoB.

5.10.2. HMucturmumua «®dusmdeckas KyiabTypa» crmocoOCTByeT (OPMUPOBAHHIO
dbusznueckoil KyiabTYphl BBIMIYCKHHKA M CIHOCOOHOCTH HAIPABJICHHOTO HCIIOJIb30BAHUS
cpenctB (U3MYECKOW KyJIbTYphl U CIOpPTa JUIsl COXPAHEHHUS W YKPEIJIEHUS 310pOBBA,
ncuXxo(U3N4eCKod MOArOTOBKE K NMPOQPECCHOHATBHON AESITENbHOCTH, NPEIyHpexKICHUIO
npodecCHOHANTBHBIX 3a00JIEBaHHM.

Jliis oOy4aromuxcsi UHBAJIUOB U JIMIl C OTPAHUYEHHBIMU BO3MOXKHOCTSIMH 3JI0POBbSI
oOpa3oBaTenbHasi OpraHU3alusl YCTaHABIMBAET OCOOBIM MOPSAOK OCBOEHUS JUCUUILIMHBI
«Duznyeckas KylIbTypa» C y4€TOM COCTOSIHUS UX 37I0POBbSI.

5.11. O6s3arenpHass 4YacTh oOmIENpodeccuoHaIbHOTO IHKIa 00pa3oBaTeIbHOM
IporpaMMbl  MPEAyCMaTpUBAE€T U3YYEHUE CIEAYIOIUX JUCHUIUIMH: «OKOHOMHUKA
opranmzanun», «MenemkmenT, «llpodeccronanpHass STHKa W OCHOBBI JEJIOBOTO
oOmenus», «IIpaBoBbie OCHOBBI MPOGECCUOHATBHON NesTeNbHOCTHY, «HbOopMalnoHHbIE
U KOMMYHUKAIIMOHHBIE  TexHolorum», «Pycckuii  s3plk B mpodeccruoHanbHOU
nesitenbHOCTY, «KommnbploTepHas 00paboTka JOKYMEHTOBY.

5.12. TlpodeccrmoHanbHblii 1UKI 00pa30BaTENIbHOM MPOrpamMMbl  BKJIIOYAET
npodeccruoHaNbHbIE MOJYJH, KOTOpble (DOPMHUPYIOTCS B COOTBETCTBHH C BHIOpAaHHBIMH
BUaaMu JesaTenbHocT, npeaycmorpeHHbiMu DPI'OC CIIO, a Takke ONOJTHUTEIbHBIM
BUJOM JiesiTenbHocTH, chopmupoBanHbiM PI'BOY BO «BBI'Y» camocTtosiTenbHO.

5.12.1. B cocTaB npoheccuOHAIBHOTO MOIYIISl BXOAT MEKIUCITUTUIMHAPHBIE KYPCHI.
O6beM npodeccuoHaTbHOTO MOYJIS COCTABISET HE MeHee 4 3aUeTHBIX €IUHUII.

5.12.2. IlpakTrika BXOAUT B MPOQPECCUOHATBHBIN ITUKI U UMEET CIEAYIONIUE BUIBI -
yuyeOHasi MpakTHUKa W TPOU3BOJCTBEHHAs MPAKTHKA, KOTOpPbIE peanu3yrTcs B (opme
MPAKTUYECKOW MOJATOTOBKU. Y4eOHast M MPOU3BOJICTBEHHAS MPAKTUKU PEATU3YIOTCS Kak B
HECKOJIBKO MEPUOJIOB, TAaK U PACCPEIOTOUCHO, YUEPENYICh C YUCOHBIMU 3aHITHIIMH.

5.13. TocymapcTBeHHass WTOTOBas  aTTecTalMsl MpPoBOAWTCS B (opme
JIEMOHCTPAIMOHHOT0 YK3aMEHa U 3alUThl JUMIJIOMHOU pabOTHI.

5.14.J1oKyMeHTHI, perIaMEHTUPYIOLIUE OpraHu3aLuIo " coJlepKaHue
00pa3zoBaTeILHON MPOTPAMMBI, pa3pabaThIBAIOTCA B COOTBETCTBUU ¢ TpeboBaHusiMu OI'OC
CIIO u nokaneubiMu akTaMu PI'BOY BO «BBI'Y», BxoasaT B coctaB OOII u npunnararorces
K €€ OMMCaTEIbHOM YaCTH.

5.14.1. VYuebHblii TUIaH 0OpPa30BAaTENBbHOM MPOTPaMMBI ONpEIENAeT IEepPEUCHb,
TPYJAOEMKOCTb, TIOCIEAOBATEILHOCTh U paclpesiefieHue Mo nepruoaaM o0ydeHHs! y4eOHBIX
PEeIMETOB, KYPCOB, NTUCIMILTUH (MOIYJEH), MPAKTUK, MHBIX BHJIOB YUEOHOU NEsATEIHHOCTH
oOyyaromuxcs 1 GOpMbl UX aTTECTALIUH.

Kanennapueiit yueOHblii Tpaduk - CTPYKTYpHBIH 37eMeHT ydeOHoro miana OOII,
KOTOPBI OTpakaeT Bce MepUo/ibl yUeOHON e TENbHOCTU CTY/IEHTa U KaHUKYJI 32 BECh CPOK
00y4eHHUsI, UX paclpeiesIeHUe 0 roJaMm.

5.14.2. PaGouas mporpamMma y4eOHOH IUCHMIUIMHBI ONpEAENseT IeNd, MECTO
qucuuiiieel B ctpyktype OOII CIIO, ee Tpyno€MKOCTh B aKaJeMHUYECKHUX dYacax,
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IUTAHUPYEMBIE Pe3yNIbTaThl 00y4deHHs, (OpPMBI TEKYIIEH M MPOMEKYTOYHOM aTTECTAlWH,
OIICHOYHBIE CPEJCTBA, MEPEUYCHb Y4eOHO-METOAMYECKOT0 W MaTepUaIbHO-TEXHHUYECKOTO
obecrieueHusi, HEOOXOJIMMOIo JUIsl OCYIIECTBICHUST 00pa3oBaTeIbHOTO IMpolecca Mo
mucuuiuinae. Pabodre mporpaMMbl TUCIUIUTAH M OLEHOYHBIE CPEACTBA pa3padaThIBAIOTCS
nefgarorndyeckuMu  pabotHukamu noapazgenenuid  CIIO, 3a KOTOpBIMH  3aKpEIUICHbI
TUCIUIUIMHBI, PacCMaTpUBAIOTCS U YTBEPXKAAIOTCS  LUKIOBBIMH  METOJUYECKUMHU
KOMHCCHAMH. Y TBepKIeHHBIN BapuaHT npuiaraetcs k OOIL

5.14.3. Tlporpammbl mpodeccHOHATbHBIX MOJYJICH, HalpaBlICHHbIE Ha OCBOEHHE
YCTaHOBJICHHBIX 00pa30BaTeIbHOM MPOTpaMMOIl BUIOB OCHOBHOHM MpodeccuoHanbHOU
NEeSITENTPHOCTH, a Takke (OHIBI OICHOYHBIX CpPEIACTB K HHUM, pa3pabaThIBalOTCA B
COOTBETCTBHU C JIOKAJIBHBIM aKTOM, PAacCMAaTPUBAIOTCS W YTBEPKAAIOTCA ITHKJIOBBIMU
METOJIMYECKUMHU KOMUCCUSAMHU. Y TBEPKJIeHHBIN BapuanT npuiiaraercst k OOIL.

5.144. Pabouas mporpaMMa TIPaKTHKH OIpeAesieT O00beM, COJepKaHUE W
IUTAHUPYEMBIE Pe3yabTaThl 00yUeHHS 1O MPAKTUKE, a TAKKE BKIIOYAET B ¢€0s1 KOHTPOIJIBHO-
OIICHOYHBIE CPEJICTBA ISl IPOBEJCHUS IPOMEKYTOUHOM arTecTtanuu. Paboune mporpamMmsl
MPAKTUK PETJIaMEHTUPYIOT JESTENbHOCTh PYKOBOJIUTENEH MPAKTUKH M OOYYaIOIIUXCS B
X0JIe TIPOXOKIEHUSI KOHKPETHOTO BHJA TMPAKTUKH, pa3padaThIBAIOTCSI B COOTBETCTBUHU C
JOKaJbHBIM aKTOM, PAacCMAaTPHBAIOTCS W YTBEP)KIAIOTCS ITUKIOBBIMH METOIUYCCKUMU
KOMHUCCHUSIMU C TIpHBJICUEHHEM paboToiaresieil. YTBEp:KICHHBIN BapuUaHT MpUiaraercs K
OOIl.

5.14.5. Ilporpamma rocyaapCTBEHHOM MTOrOBOM aTTeCTallMd BKJIOYAET B ce0s
TpeOOBaHUsI K TUIUIOMHBIM TMpOEKTaM (paboTaM), MOPSAKY HMX BBIMOJHEHHUS M 3alllUTHI,
METOJIMKaM WX OIEHWBAHUSA, 3aJaHUsl W KPUTEPUH OIICHUBAHUS TOCYIapCTBEHHBIX
HK3aMEHOB (IIPU HAJIMYMH), & TAKXKE YPOBHU JAEMOHCTPALIMOHHOTO 3K3aMeHa (IIpH HAJIUYHUH),
KOMIUIEKTHI OIICHOYHOH TOKYMEHTAIIMH, BEIOPAHHBIC UCXO/S U3 COJICPIKAHHSI pean3yeMoin
o0Opa3oBaTebHON MPOrpaMMBbl, U3 Pa3MEIICHHBIX Ha caiiTe ornepaTopa B ceTu «HTepHeT».

5.14.6. K OOII mpunaratorcst yaeOHO-METOAMYECKIE MaTepuaibl, pa3paboTaHHbIE IO
JUCIUTILTAHAM (MOIYJISIM) Y4eOHOTO TIaHa U paKkTUKaM (METOMYECKUE PEKOMEH/IAINH 10
OpraHu3allii CaMOCTOSATEIbHOW pabOThI, BBIOJIHEHUIO KYPCOBOM palOThI, BBIMTYCKHOU
KBaJIM(DUKAITMOHHON pabOThI, METOAMYECKHE YKa3aHHs MO0 Y4eOHOW M MPOU3BOACTBEHHOU
NPaKTHKE), TepeueHb pa3pabOTaHHBIX JJICKTPOHHBIX Y4YEOHBIX KypcOB. MeTOoIuyecKue
MaTepHallbl JOCTYIHBI 00yYAIOMIMMCS B AJIEKTPOHHOW WH(POPMAIMOHHO-00pa30BaTeIbHON
cpele By3a.

5.14.7. Paboyast mporpamMMa BOCIHMTaHUS M KaJCHIAPHBIA IUTAH BOCHHUTATEIHHOMN
paboThl pa3pabaThIBAIOTCS C 1EAbI0 TMPHOOIICHUS OO0ydYalIIMXCsl K POCCHUUCKUM
TPaJUIIMOHHBIM JYXOBHBIM IICHHOCTSIM, MpaBWJIaM M HOpPMaM TOBEJIEHUsS B OOIIECTBE,
JOCTIKEHUST 00YJarOIIUMHUCS THYHOCTHBIX PE3yJbTaTOB, YkazaHHBIX BO DI'OC.

PaGoyast mporpamMMa BOCTIMTaHUS OTNPENEISIET KOMIUIEKC KIIFOUEBBIX XapaKTEPUCTHK
CUCTEMBI BOCIIUTATEIILHOW paboThl yHUBepcHTeTa (NMPUHIUIBI, METOOJIOTUICCKHE
MOJXOJbI, IIeNib, 3aJaud, HarpaBieHus, (OPMBI CpPEACTBA W METOABl BOCIUTAHUSA,
TUTAHUPYEMbIE PE3YJIbTATHI).

KanennapHslil TJ1aH BOCIIUTATEIEHON paOOThI KOHKPETHU3UPYET MEPEUCHb COOBITHI 1
MEPOIPUATHI BOCHUTATEILHON HANPABICHHOCTH, KOTOPHIE OPTaHU3YIOTCS W MPOBOJSATCS
YHUBEPCUTETOM H B KOTOPBIX 00YJarOIIUECs MPUHUMAIOT Y9acTHe.

6. YcaoBus peanuzauuu OOII

6.1. VYcimoBus  peanmmzanmuu  O0Opa30OBaTENbHOM  MPOTPAMMBI  TTOJHOCTBHIO
cootBeTcTBYIOT  TpeboBanusiMm DPI'OC  CIIO mo  cmemmanbHocT  46.02.01
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JIoKyMEeHTalMOHHOE 00EeCTICUeHNE YIIPABIICHUS U apXUBOBEICHUE.

6.2. ®I'bOY BO «BBI'Y» ocymecTBisieT 00pa3oBaTelbHYIO ACATEIBHOCTH IO
peanuzanuu 00pa3oBaTEIbHON MPOrpaMMBbl CpeAHEro MpodhecCHOHaNIbHOT0 00pa30BaHUs B
COOTBETCTBUU C JEHCTBYIOIIMMHU CAHUTAPHBIMU HOPMAMU U TIPABUJIaAMHU.

6.3. ®I'bOY BO «BBI'Y» pacnonaraet Ha mpaBe COOCTBEHHOCTH WJIM HHOM
3aKOHHOM OCHOBaHWUU MAaTEpHUaIbHO-TEXHUYECKOW 0a3oli, oOecreunBarolieil MpoBeieHue
BCEX BUJIOB YUEOHOMU JEATEIHOCTH 00YUaIOIUXCs, MPEAYCMOTPEHHBIX YUYEOHBIM TUIAHOM, C
yuetom ITOII.

6.4. ®I'bOY BO «BBI'Y» pacnonaraer crnenuaJbHBIMH MTOMENIEHUSIMH, KOTOpPHIC
MPEACTABISAIOT COO0OM ydeOHbIe ayIuTOpHUH, JIa0OPATOPUHU, MACTEPCKUE, OCHAIICHHBIC
000py/IOBaHHEM, TEXHUYECKUMH CpEICTBAaMU OOYy4YEHHUs JJiA MPOBEICHHS 3aHSITUN BCeX
BUJIOB, TPEIYCMOTPEHHBIX 00pa3oBaTeIbHONW MPOTpaMMOM, B TOM YHCIE TPYIIOBBIX U
WHAVBUAYAJIbHBIX KOHCYNbTAllMd, a TakXke s TMPOBEIECHUE TEKYIIEro KOHTPOII,
MPOMEXXYTOYHOM M TOCYJaPCTBEHHONW UTOTOBOM aTTeCTallUM, TTOMEIICHUS JIJIsi OpraHu3aluu
CaMOCTOSITEIbHOW M BOCHHUTATENbHOM pPabOThI, COCTAaB KOTOPHIX OMpEeNieH B pabodmx
nporpaMMax yuyeOHBIX MPEeIMETOB, TUCIUTUIHH (MOIYJeH), TPaKTHUK.

6.4.1. Bce Buasl yd4eOHON [EATENBHOCTH OOYYaIOMUXCSA, MPEIyCMOTPEHHBIE
y4eOHBIM TUTAHOM, BKJIFOYAsi IPOMEKYTOUYHYIO M TOCYAApPCTBEHHYIO UTOTOBYIO aTTECTAIUIO,
oOecrie4eHbl PacXOHBIMU MaTepHUaIaMHu.

6.4.2. [lomemienus sl OpraHU3allid CaMOCTOSITENIbHOM M BOCIUTATENIbLHON paboThI
OCHAIIIEHBl KOMITBIOTEPHON TEXHUKOW C BO3ZMOXKHOCTBHIO MOJKIIOUCHHS K HHHOPMAIIHOHHO-
TEJICeKOMMYHUKAIIMOHHON ceTu «MHTepHeT» M o0ecnedyeHueM JJO0CTyma B AJIEKTPOHHYIO
uH(popMannoHHo-00pa3zoBarenbHyto cpeny ®I'BOY BO «BBI'V».

6.4.3. DI'BOY BO «BBI'Y» o0ecrieueH HE00OXOIUMBIM KOMIUIEKTOM JIMIIEH3UOHHOTO
U CBOOOJAHO PACHpPOCTPAHSAEMOrO0 TPOTPAaMMHOTO OOecleueHus, B TOM YHCIIE
OTEUYECTBEHHOTO MTPOU3BO/JICTBA.

6.4.4. bubnuoTteunpiit GOH YKOMIUIEKTOBAH MMEYATHBIMU W3/IaHUSAMH U3 pacyeTa He
meHee 0,25 nsk3emmuisipa KaxAOro W3 H3AaHMM, YKa3aHHBIX B pabO4YMX MporpaMmax
JTUCIUIUIMH (MOJyJiei ), TPaKTHK, Ha OJTHOTO O0YYalomIerocs 13 Yucia JHIl, OJTHOBPEMEHHO
OCBaMBaIOLIUX COOTBETCTBYIOLIYIO JUCUUTTAHY (Monynb), MPOXOISALIUX
COOTBETCTBYIOIIYIO MIPAKTHUKY.

B kauecTBe OCHOBHOW JUTEpaTypbl YHHBEPCHUTET HCMOJB3YEeT YyUYCOHUKH, ydeOHBIE
nocob6usi, npeaycmorpennsie [TOIT.

6.45. ®I'BOY BO «BBI'Y» pacnonaraer 5JeKTpOHHONH HWHGOPMAIIOHHO-
o0pa3oBaTebHON Cpeoif, MOATOMY BO3MOKHA 3aMeHa NEYaTHOro OMOIMOTEYHOTro POHA C
MPEIOCTABICHUEM TIpaBa OJHOBPEMEHHOTO JOoCTyma He MeHee 25% oOyuwarommuxcs K
pPOBOI (3NIEKTPOHHOI) OUOIHOTEKE.

6.4.6. OOyuarommmcsi oOecrieueH A0CTyn (yAaJeHHBIM JOCTYI), B TOM YHCIE B
clyyae TPUMEHEHHUs OJJICKTPOHHOTO OOy4YeHHMs, JUCTAHIIMOHHBIX 00pa30BaTEIbHBIX
TEXHOJIOTUH, K COBPEMEHHBIM MPOGECCHOHAIBHBIM 0a3aM JaHHBIX U WHGOPMAIMOHHBIM
CIIPAaBOYHBIM CHCTEMaM, COCTaB KOTOPBIX OIpeAeNseTcs B padoyux mporpaMmax
JTUCHUTUIAH (MOAYJIEH) U TOICKUT OOHOBJICHUIO (TTPH HEOOXOAMMOCTH).

6.4.7. OOyuarmuecs WHBAIUABI WU JIMIA C OTPAHUYCHHBIMU BO3MOXKHOCTSIMU
3I0pOBbs  00ECIEUeHBbl TIEYATHHIMU © (WJIHM) DIIGKTPOHHBIMH YYEOHBIMH W3JIaHUSIMH,
aIaITUPOBAHHBIMU MTPU HEOOXOAUMOCTH JJI11 0O0YUYEHUS yKa3aHHBIX 00Yy4aroIINXCs.

6.4.8. OoOpa3zoBaTenpHas TmporpamMma oOecleynuBaeTcsl y4eOHO-METOIUYECKON
JOKyMEHTaluel 1o BCeM Y4YeOHBIM NUCHIUILTUHAM (MOIYJSIM), BUJAM TMPAKTUKH, BHUIAM
rOCyIapCTBEHHOW UTOTOBOM aTTECTAIUU.

6.5. Peanuszanus oOpa3oBaTesbHON MpOTrpaMMbl 00€CTIeUMBAETCS MeIarorndyecKuMu
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paboTHHKamMu 00pa30BaTENbHONW OpraHM3alMM, a TAKKe JHIIAMH, NPUBICKAEMBIMU K
peanmzanuu 00pa3oBaTENbHOW MpPOTrpamMMbl Ha MHBIX YCJIOBMSX, B TOM YHCIIE U3 YHUCIA
pykoBoauTened W pabOTHUKOB OpraHW3aIfii, HaMpaBIEHUE JAEATEIBHOCTH KOTOPBIX
COOTBETCTBYeT OJHOW W3  obmacteii  mpodeccuoHanmpHOM  nestensHocTh: 07
AJIMUHHCTPATUBHO-YIPaBJIeHYECKass U O(pUCHas AESITEIbHOCTh (MMEIOIUX CTaX paboThl B
JaHHOH MpodeccnoHaIbHON 001aCTH HE MEHee TpeX JIET).

6.5.1. Kpanudukanus nenarorndeckux pabOTHHKOB 00pa30BaTeIbHON OpraHU3aluu
OTBEYAeT KBAMU(PUKALMOHHBIM TpeOOBaHMSAM, YKa3aHHBIM B  KBaJU(UKALMOHHBIX
CIpPaBOYHUKAX U (WIK) Mpo(ecCHOHATBHBIX CTaHAApTaxX (MPU HATMYUN).

6.5.2. Ilemarornueckue paOOTHHKH, MIPHUBIIEKAEMbIE K pealn3alui 00pa30BaTeIbHON
OpOrpaMMbl, TMOJY4YarOT  JOMOJHUTENbHOE MNPOPECCHOHATBHOE  O0pa3oBaHUE IO
nporpamMmamM IMOBBIIIEHHSI KBaJM(UKALUU HE PEXe OJHOrO pa3a B TPHU roja C y4yeToM
paclupeHusi crekrpa MpodecCHOHANbHBIX KOMIETEHIMH, B TOM uucie B (opme
CTOKUPOBKH B OPTaHU3AINAX, HAMPABICHHUE ACITEIHLHOCTH KOTOPBIX COOTBETCTBYET OJHOU
u3 obuacteil nmpopeccuoHanbHON nesTenbHOCTH: 07 AIMUHUCTPATUBHO-YIIpaBIeHYeCKas U
oducHas JesITeTbHOCTh, a TaKKe B APYTUX 00JaCTIX Mpo(ecCHOHAIbHOMN NeATeNbHOCTH U
(nn) chepax npodeccHOHATBHON AESTEILHOCTH MPU YCIOBUU COOTBETCTBHUS MOJTYYEHHBIX
KOMIIETEHITI TpeOOBaHUAM K KBATH(PHUKAIIMH MTEAArOTHIeCKOro paboTHHKA.

6.5.3. [ons mnemarorndyeckux pabOTHUKOB (B MPUBEICHHBIX K LEIOYHUCICHHBIM
3HAYEHUSM CTaBOK), UMEIOIIMUX OMBIT JESTEIbHOCTH HE MEHEe TpeX JIeT B OpraHu3alusix,
HalpaBJICHUE  JEATENbHOCTH  KOTOPBIX  COOTBETCTBYET  OAHOM W3  oOsacte
npodeccuoHaIbHOM nesTenbHocT: 07 AAMMHHUCTpAaTUBHO-yIpaBieHUECKass W oducHas
NESITENBHOCTh, B OOIIEM YHUCIIE MeJarorudeckux paboTHUKOB, OOECIIEUNBAIOIINX OCBOCHHE
oOyyJaromumMucs mpoeccuoHaIbHbIX MOAYJIEH 00pa30BaTEIbHON MPOTPAMMBI, COCTABIISET
HE MeHee 25 MPOLIEHTOB.

6.6. dunaHcoBOE oOecrieyeHne peanu3alnuu 00pa30BaTeNbHON MPOrPaMMBbI JOJIKHO
OCYILECTBIIATbCA B 00ObEME, HE HHXKE OINPEACTICHHOIO B COOTBETCTBHM C OIOKETHBIM
3aKkoHoJaTenbcTBOM Poccuiickoit @enepannu u denepanbHbIM 3aKOHOM OT 29 nexadps
2012 r. Ne 273-®3 «O06 obpazoBannu B Poccuiickoit denepanumy.

6.7. C 1uenpl0 KOHTPOJSI W  COBEPIICHCTBOBAHMSA  KayecTBa  OCHOBHOM
00pa3zoBaTeIbHON TPOTrpaMMBI CpeHEro Mmpo(ecCHOHATBHOTO 00pa3oBaHUs MPOBOISATCS
BHEIIHWE ¥ BHYTPEHHUE MPOIIETyPHI OIICHKH U Tipu3HaHus kadectBa OOIT.

6.7.1. K ocHOBHBIM mpolleAypaM BHEIIHEW OleHKH W mpu3HaHus kadectBa OOII
OTHOCSTCS:

roCy/lapCTBEHHAs " oOmiecTBeHHO-TIpodeccuoHaIbHAs aKKpEIUTAIUS
00pa30BaTeNbHON IEATEIbHOCTH;

skcneptuza OOII u e sneMeHTOB paboTONATEIISIMH.

6.7.2. OCHOBHBIMHU TIpoLIelypamMu BHyTpeHHeH orieHkH kadecTBa OOII sBustoTes:

MPOMEXKYTOUHAST aTTeCTalMsi OOYYaroIIUXCs, TPOBEIECHUE BXOMAHOTO KOHTPOJIS
YPOBHSI TOATOTOBJICHHOCTH OOYYalOIIMXCS B Hayale WM3YYCHUS TUCIHUILTUHBI (MOIYJIs),
aHanu3 MopTdoino y4eOHbIX M BHEYYEOHBIX TOCTHKEHHHA OO0YyYaroIIuXcs, MpPOBEIECHUE
OJTUMIIHAJ] M APYTUX KOHKYPCHBIX MEPOIPHITHIA, TOCYAapCTBEHHAS MTOTOBAsl aTTECTAIUS
BBIITYCKHUKOB;

camooOcieoBaHME W BHYTPEHHUH ayauT 00pa3oBaTeNbHOW  MPOTPaMMBI,
BKJIIOYAIOIIMN  aHKETUpOBaHUE paborojarened, MeJIaroriueckux pabOTHUKOB U
oOyyaronMxcsi, OLIEHKY KauecTBa pecypcHOro oOecrneueHuss 00pa3oBaTeIbHOU
NeSITENbHOCTH, MOHUTOPHHT YPOBHSI KBATH(DHUKAIMK MMEAArorHYecKiuX pabOTHUKOB, aHATU3
IIOKAa3aTeseu TpyAO0yCTPOMCTBA BBIITYCKHUKOB U T.II.;
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MOHUTOPUHI U NEepHUOJUYecKas olleHKa kadectBa cozepxkanus OOIl, kortopoe
€KEroJJHO OOHOBIISETCS C YYETOM pa3BUTHUsI HAyKH, KYJIbTYpbl, SKOHOMUKH, TEXHUKHU,
TEXHOJIOTMH U CcoIuadbHOM cdepbl, a Takke B cllyda€ HW3MEHEHUM JEHCTBYIOIIETO
3akoHozaarenbcTBa PO B chepe oOpazoBaHus.

6.8. BocnurarenpHass pabora SBISETCS HEOTHEMJIEMOM 4YacTbiO I€JIOCTHOTO
00pa30BaTeNbHOIO IpOLECcCa YHUBEPCUTETAa BHE 3aBUCHUMOCTH OT NPUMEHSIEMBIX (OpM
oOyueHnus. Bocnurtanue sBisieTcsi NMPUOPUTETHBIM HAMpaBIEHUEM B 00pa30oBaTEIbHOM
Ipolecce YHHUBEPCUTETAa M PAcCMaTpUBAETCS Kak IieJIeHalpaBleHHas OpraHu3alusi BCeX
cdep KU3HEAEATEITBHOCTH 00y4aroIuXCs.

6.8.1. ['maBHO¥ 3amayeii BOCIUTATEILHON PaOOTHI SIBISICTCS] CO3AHKE YCIOBHM IS
AKTUBHON JKM3HEAESTENBHOCTH OO0YyYalolUXCs, TIPaKJAHCKOTO CaMOOIpENETIeHUs |
camopeanu3alyuy, A YIAOBIETBOPEHHUsS NOTPEOHOCTEH CTYIEHTOB B HMHTEIUIEKTYaJIbHOM,
JyXOBHOM, KYJIbTYPHOM M HPaBCTBEHHOM Pa3BUTHUHU.

6.8.2. BocrutarenpHas paboTa B YHHBEPCHUTETE OCYIIECTBIISCTCS CHUCTEMHO 4Yepe3
yueOHbBIN IMpolecc, NPaKTUKM U BHEY4YEOHYIO JedATeldbHOCTh. ObecriedeHue MpaB U
COLMATBbHON 3alUThl OO0ydYarolUXCcs, pa3BUTHE U (DYHKIMOHUPOBAHUE CTYIECHUYECKOTO
CaMOYIIpaBJICHMsI, TNPOPUIAKTHKA aCOLMAJIbHBIX SBJICHUH B MOJOAEKHONW cpene,
opraHu3anus 0cyra 00ecrneuynBaoT pa3BUTHE OOIINUX KOMIIETEHIINI 00yJaromumxcs.

6.8.3. Bocnuranme ~ oOywarommxcs  IPH  OCBOGHHMM  HMH  OCHOBHBIX
npodeCCHOHAIBHBIX ~ 00pa30BaTENbHBIX  MPOTPaMM  OCYIIECTBISIETCS Ha  OCHOBE
BKJIIOYaEMbIX B 00pa30BaTEIbHYI0 MpOrpaMMy pabouyedl NporpaMMbl BOCIHMTAaHUA U
KaJEeHJAapHOTO IUIaHA BOCHMTATENbHON paboThl, pa3pabaThIBAEMbIX U YTBEPXKIAEMBIX
®I'bOY BO «BBI'Y» camocTosTenbHO.

6.8.4. YHUBEpCUTET — 3TO YHUKAJIbHBIN KOMIUIEKC 37aHUI U COOpPYKEHHUI C pa3BUTON
KaMIyCHOW WHQPACTPYKTYpOH, BKIIOYaromied OOIIEKUTUS U TOCTHHHUILY, CIHOPTHUBHBIC
00BEKTHI U COOPYKEHHSI, MEAUIIMHCKUI LIEHTP, CEeTh CTOJIOBBIX U Kade, TpeHaKepHbIE 3aJIbl U
Jpyrue OOBEKTHI, 00ECTICUMBAOIINE BCE YCIOBUS JJISI IPOKUBAHMUS, TUTAHUSI, O37J0POBIICHHUS,
3aHATUN CIIOPTOM M OT/IbIXA.

BocnuTeiBaronasi cpeia M BOCHUTATENIbHBINA IPOLIECCHI MOTYT CO3/1aBaThCsl Kak
OHJIaliH, TaK U B oraiiH-popmarax.



