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Pasgena 1. O0uiue mos1o:keHus

1.1. Hacrosmas oOpa3oBarensHas nporpamma (manee OIl) mo cnenmansHoctn 46.02.01
JlokymeHTalMoHHOe oO0OecreueHre YMpaBlIeHUs W apXUBOBEJACHHE pa3padoTaHa HAa OCHOBE
(benepaTbHOTO TOCYIAPCTBEHHOTO 00pa30BaTEILHOTO CTaHAAPTA CPEIHETO MPOPECCHOHATBLHOTO
obpaszoBanus mno cnenuanbHocTd 46.02.01 JlokyMeHTalMoOHHOE oOecleYeHrue YNpaBiICHUs MU
apXUBOBEJICHUE, YTBEPXKIECHHOIO MpHKa3oM MHUHHCTEpPCTBA mpocBemeHuss Poccuiickoit
Oeneparn ot 26.08.2022 1. Ne 778 «O0 yrBepxkaeHuu (enepabHOro 00pa3oBaTEIBHOTO
CTaHIapTa CpeaHero mnpodeccHoHANbHOTO oOpa3zoBaHus 1o cnermanbHocTH  46.02.01
JlokyMeHTaInoHHOe 00ecTicueHHEe yIPaBJICHUS U apXUBOBEIICHHE.

OII ompenensier peKOMEHA0BaHHBIN 00bEM M COJICpKAHUE CPEITHETO MPO(HECCHOHATTEHOTO
obpasoBanus mo cnenuanbHocTd 46.02.01 JlokyMeHTAaIMOHHOE OOECTeYeHHe YIIPaBICHUS H
apXUBOBEACHUE, IUIAHUPYEMbIE pe3yJbTaThl OCBOCHHS O0pa30BaTENbHOM IMPOrpPaMMBI,
MPUMEpPHBIE YCIOBUS 00pa30BaTEIbHOM JIETETHHOCTH.

OII pa3paborana Juisi peanm3anud 00pa3oBaTENBLHON NpOrpaMMbl Ha 0a3e OCHOBHOTO
ob1ero obpazoBaHus 00pa30BaTENIbHOM OpraHu3alMell Ha OCHOBE TpeOoBaHM (heaepaibHOro
rOCyapCTBEHHOI0 00pa30BaTEIHLHOrO CTaHAapTa cpeaHero oodmiero oopaszosanus u ®I'OC CITO
C ydyeToM Toidy4yaemou crenuanbHOCTH. [lpu pa3paboTke o00pa3oBaTeNbHON MPOTPaMMBbI
YUUTBIBAIOT pPEATH3aLUI0 00I1e00pa30BaTeNIbHBIX JUCUUIUIMH Ha MPOTSKEHUH BCErO CpPOKa
oOydeHus 1o oOpa3oBaTeIbLHON MPOrpaMMme.

Jlnst peanuzanuu 00pa3oBaTeIbLHON MPOrpaMMbl Ha 6a3e cpeHero oomero oopa3oBaHus
650K 00111€00pa30BaTENbHBIX AUCUUIUIMH HE YUUTHIBACTCA.

1.2. HopmatuBHBIE OCHOBaHHUS JJIs1 pa3pabOTKH 00pa30BaTeIbHOM MPOTrPaMMBbL:

OOmue:

— QenepanpHblii 3akoH oT 29 gekalpst 2012 r. Ne273-®3 «O06 obpa3oBaHUM
B Poccuiickoit denepanuny;

— IIpuka3 Munnpocsemienust Poccuu ot 08 anpesns 2021 r. Ne 153 «O0 yTBepxkaeHun
[Topsinka pa3paOOTKM HPUMEPHBIX OCHOBHBIX OOpa30BaTENIbHBIX IPOrPAMM CPEIHEro
npo¢eCCUOHATILHOIO 00pa30BaHMsl, MPOBEAECHUS MX OSKCIEPTU3bl M BEACHUS peecTpa
NPUMEPHBIX OCHOBHBIX 00pa30BaTENBHBIX MPOTPaMM CPEAHEr0 MPOQecCHOHATHHOTO
00pa3oBaHUY;

— Ilpuka3z Munnpocsemenus Poccun ot 26 aBrycra 2022 rogma Ne 778 «O6
YTBEpXKIEHUU (PeepanibHOr0 roCyIapCTBEHHOTO 00pa30oBaTEIbHOIO CTaHAApTa CPEAHEro
npodeccnoHalbHOTO 00pa3zoBanHus 1O crenuanbHOCTH 46.02.01 JloKyMeHTanMOHHOE
oOecrieueHre YIIpaBICHHUSI U apXUBOBEICHHECY;

- [Tpuka3 MunmnpocBemenuss Poccun ot 24.08.2022 Ne 762 «OO0 yTBepKIeHUU
[lopsinka opraHu3amMyd W OCYIICCTBICHHS  OOpa30BATEIbHOW  NESITETHHOCTH IO
00pa30BaTeNbHBIM MPOTPAMMaM CPEIHETO MPo(ecCHOHATBHOTO 00PA30BAHUSY;

— IIpukaz MunnpocBemenus Poccun ot 08 Hoa0ps 2021 r. Ne 800 «O6
yrBepxkacHuM Ilopsaka mnpoBeneHuss TOCYJapCTBEHHONM WTOTOBOM —aTTECTalUU IO
00pazoBaTebHBIM ITPOTpaMMaM CPETHETO TPO(PECCHOHATTEHOTO 00pa30BaHUN Y,

— IIpukaz MunoOpnayku Poccum Ne 885, Munnpocsemienuss Poccun Ne 390 ot
5 aBrycra 2020 1. «O nmpakTH4YeCcKO# MOAr0TOBKe oOydaromuxcs» (BMecTe ¢ «IlooskeHnemM
0 MPAKTHUYECKOH MOArOTOBKE 00YUYAIOIIUXCSI»);



— IIpuka3z MunucrepcTBa TpyJa ¥ couuanbHOM 3amuThl Poccuiickont denepanuun
ot 15 uronst 2020 r. Ne 333u (3apeructpupoBaH MuHHCTEpCTBOM IOCTHIMK Poccuiickoit
@enepatun 15 mtons 2020 1., peructpaumonHbiii Ne 58957) «O06 yTBepxkIeHUU
poheccuoHaIbHOTO craugapta  «Cneuuanuct 1O OpraHU3alMOHHOMY U
JOKYMEHTALIMOHHOMY OOECIEUeHHIO YIPaBICHUs OpraHu3aluein;

— IIpuka3z MuHucTEpCTBAa Tpyda M coluaibHOU 3amuThl Poccuiickoit denepanun
ot 18 mapta 2022 r. Ne 140H (3apeructpupoBaH MHHHCTEPCTBOM IOCTUIIMN PocCCHiiCKOM
@eneparun 21 anpenst 2022 1., peructparmonsbii Ne 63193) «O6 yrBepxkaeHUN
npodeccnoHanbHOTO cTanaapTa «CHeruanucT apXuBay.

— IlocranoBnenue IlpaBurensctBa P® ot 27 anpens 2024 r. N 555 «O ueneBom
o0y4eHuH 1Mo 00pa3oBaTeIbHBIM MPOrpaMMaM CpPeIHEro Mpo(ecCHOHATLHOTO U BBICIIETO
o0Opa3oBaHUsI»,

— IIpuka3z Muno6pnayku Poccum ot 14.07.2023 N 534 «OG0 yrBepxaenuu [lepeuns
npodeccuit  pabouux, JODKHOCTEM  CIyXalllkX, MO KOTOPBIM  OCYIIECTBISIETCS
npodeccrnoHaTbHOE 00yUCHUEY;

— [Iucemo Munnpocseuienuss PO ot 14.06.2024 Ne 05-1971 «O nHanpaBneHun
PEKOMEHJAIMK M0 pealn3allii CpPeIHero o0mero oOpa3oBaHUs B IpelesiaX OCBOCHUS
00pa3oBaTeNnbHOI MPOrpaMMbl CpeIHEro Mpo(hecCHOHATEHOTO 00pa30BaHUsY;

— IIpukaz Munnpocsemenus Poccuu or 17.04.2023 Ne 285 «O6 omepatope
J€MOHCTPAIIMOHHOT'O 9K3aMeHa 0a30BOro M MpO(UILHOrO YpOBHEH IO 00pa3oBaTeIbHbIM
porpamMmam CpeJHero npohecCHoHaIbHOrO 00pa30BaHUI.

1.3. Ilepeyens cokpaiueHuii, ucrnosb3yembix B Tekcte OIT:

@I'OC CIIO — ¢denepanbHblii rocy1apcTBEHHBI 00pa30BaTENIbHbIM CTaHIAPT CPEIHErO
po¢eCCHOHATBPHOTO 00pPa30BaHMS;

OIT —o6pa3zoBarenbHas IporpaMMa NOArOTOBKY CHELUAINCTa CPETHETO 3BEHA,

OK — 0011me KOMITETEHIINH;

ITIK — npodeccrnonanbHbIe KOMIIETEHITUY;

I1C — mpodeccnoHaIbHBIN CTaHAAPT,

CI' — counanbHO-ryMaHUTAPHBIN LIUKIT;

OIT —obmenpodeccruoHaIbHBIN TUKT/00menpodeccnoHanbHas AUCIUILTNHA;

IT — npodeccnoHanbHBIN UKIT;

[IM — npodeccrnoHanbHbIN MOAYIIb;

MK — MeXaucunuIuIMHaApHBIA KypC;

ITA — npoMesxyTO4YHast aTTecTalus;

JID — neMOHCTpallMOHHBIN dK3aMEH;

I'MA — rocynapcTBeHHast UTOTOBasi aTTECTALMS;

KO/I- KOMIIEKT OLIEHOYHO! JOKYMEHTAIUY;

LIS — neHTp mMpoBeACHHS I€MOHCTPAIIMOHHOTO dK3aMeHa

Pa3znen 2. O0masi xapakTepucTUKa 00pa3oBaTeIbHOH MPOrpaMmbl
[Iporpamma coyeraet oOyueHue B 00pa3oBaTeIbHON OpraHU3ali U Ha pabodyeM MecTe B

OpraHM3allMd WIM Ha TPEINPUATHA C [IUPOKAM HCIOJIb30BaHHEM B OOyYeHHH IU(PPOBBIX
TEXHOJIOTHH.



KBamudukanus, mnpucBauBaeMas  BBIITIYCKHMKaM  0Opa30BaTEIbHOM  MPOrpaMMBbl:
CHELUAINCT M0 JOKYMEHTAIl[MIOHHOMY O0€CIIEUeHHIO YIIPABJICHUS U ApXUBHOMY JIEITy.

BeinmyckHuk 00pa3oBaTeiabHOM MPOrpaMMbl MO KBATU(PHUKALMHM «CHELHAIUCT 10
JOKYMEHTAIlMOHHOMY O0ECIeUeHHIO YIPABICHUS U apXUBHOMY JIEJIy» OCBaMBaeT OOIIME BHIbI
JESTEIbHOCTU: OCYIIECTBICHUE OPraHMU3alMOHHOIO M JOKYMEHTAIIOHHOTO 00ecredeHus
JEeSITEbHOCTH OpraHU3allii; OPTraHU3alMsl apXWBHOM palbOTHI MO JTOKyMEHTaM OpraHHM3alui
pa3nn4HbIX (HOPM COOCTBEHHOCTH; OPTaHU3AIMS JOKYMEHTAIIMOHHOTO 00eCTIeYeHUs yIpaBIeHUS
1 GYHKIIMOHUPOBAHUS OpraHU3aLUu.

[Toryuenne oO6pa3zoBaHus MO CHEIHATBHOCTH JIOIYCKAETCS TOJNBKO B MPO(ECCHOHAIBHOM
00pa3oBaTeNbHON OpraHN3alUH.

®opmbl 00ydeHuUs: OUHas

O06beM mporpaMMbl IO OCBOEHHIO HPOTPaMMbl CpPEAHEro Mpo(hecCHOHAIBLHOIO

oOpasoBanus Ha 0ase cpemnHero odmero obpazoBanms: 2952 akaJIeMHYECKHX Yaca, CO CPOKOM

oOyuenus 1 rox 10 mecsues.

Paspnen 3. Xapakrepucriuka npogeccuoHaIbHOM 1esiTeIbHOCTH BbITYCKHHKA

3.1. O6nacte npodeccruoHaNbHONW AESITEILHOCTH BBITYCKHUKOB: 07 AIMUHUCTPATHBHO-
yrpaBieH4YecKast 1 OPHUCHAs 1A TEILHOCTb.

3.2. Marpuma KOMIIETEHIINH BBITyCKHUKA KAaK COBOKYITHOCTb PE3YJIbTAaTOB OOydYEHHS
B3auMOCBs3aHHBIX Mexay coboit OK u IIK, koTopwie IOMKHBI OBITH CHOPMHPOBAHBI Y
o0yyJaroIerocs o 3aBeplieHuH 00pa30BaTeIbHON IPOTrPAMMBI.

3.3. [IpodeccruoHanbHBIC CTAHAAPTHI.

[Tepeyens nmpodeccuoHaTbHBIX CTAHIAPTOB, YUUTHIBaeMbIX mpu pazpadotke OIT CIIO:

HaumenoBanue 0O0001mIeHHbBIC TpyaosBbie pyHKIUH Kon
Nnpo(hecCHOHAIBLHOIO | TPYAOBbIe (PYHKIUH
CTaHJIapTa
07.012 «Cnenunanuct | XpaHeHue, Opranuzanuss HOCTOSHHOTO A/01.5
apXuBay OT | KOMILJIEKTOBAHHME, YYeT | XpaHCHHUS] apXUBHBIX JIEJ

18.03.2021 Ne 140n U HCTOJb30BaHUE Jel | (IOKYMEHTOB)
(ITOKyMEHTOB) apXuBa KomrutekroBaHue

apXHUBHBIMHU neJaMu A/02.5
(moxyMeHTaMu) apXxuBa

VYuer apXUBHBIX nen
(TOKyMEHTOB)

Opranmsanus AJ03.5

WCTIOJIb30BAHUS ~ APXHUBHBIX
nen (I0KyMEHTOB)

XpaHeHwue, AJ04.5
KOMIUICKTOBaHHUE, Yy4YEeT |
UCIIOJIb30BaHUE ne
(TIOKyMEHTOB) BpPEMEHHOTO AJ05.5

XpaHeHUs




PyxoBojicTBO
MOAPA3AETIEHUEM
apxuBa

PyxoBojicTBO
JeSITETbHOCTHIO o
apXMBHOMY XPaHEHUIO JAel
(IOKyMEHTOB), y4eTy Hu
UCIOJIb30BAHUIO nen
(IOKyMEHTOB) B
OpTaHu3aIH

Opranmzanust  pa3paboTKu
JIOKAJIbHBIX ~ HOPMAaTHBHBIX
aKTOB M METOJUYECKHX
JOKYMEHTOB IO XPaHEHHIO,
KOMIUIEKTOBAaHHIO, YYeTy W
UCIOJIb30BAHUIO APXUBHBIX
nen (IOKYMEHTOB)
[TocTpoenue CHCTEMBI
apXMBHOTO XpaHEHUs Jel
(TOKYMEHTOB) B
OpraHu3aIH

KonTpons
(YHKIIMOHUPOBAHUS
CHCTEMBI apXMBHOTO
XpaHeHus Jell (J0KYMEHTOB)
B OpraHM3aluu
CoBeplIeHCTBOBAHHE
CHCTEMBI apXHBHOTO
XpaHEHUS nen
(IOoKyMeHTOB), y4yeTa U
WCTIOJIH30BAHUS nen
(TOKyMEHTOB) BpPEMEHHOT'0
XpaHEeHHUs1 B OpraHu3alyu
Buenpenue CHCTEMBI
AJIEKTPOHHOTO apxuBa
OpraHu3aIu

B/01.6

B/02.6

B/03.6

B/04.6

B/05.6

B/06.6

PykoBonctBO

nmponeccom apxXmuBHOT'O

XpaHEHUS
(1oKyMEHTOB)

en

Co3nmanne enuHON CHUCTEMEI
apXMBHOTO XpaHEHUs Jen
(TOKYMEHTOB)

VYupasienne — pa3pabOTKON
JOKaJIbHBIX  HOPMATHUBHBIX
AKTOB IIPOLIECCOB APXUBHOIO
XpaHeHus Jell (J0KYMEHTOB)
KonTtpoins apXMBHOTO
XpaHeHus Je (TOKyMEHTOR)
PerynupoBanue u KOHTPOIb
(benepanbHbIX u
pEeruoHaNbHBIX
rOCyAapCTBEHHBIX
WHPOPMAIIMOHHBIX CHUCTEM,
peecTpoB U 6a3 TaHHBIX
[InanupoBanue u
MIOCTPOEHHE MIPOLIECCOB
apXMBHOT'O XpaHEHUs, ydera
W WCIOJIb30BaHMUS  Jel

C/01.7

Cl02.7

C/03.7

Cl04.7

C/05.7




(IOKyMEHTOB) BPEMEHHOIO
XpaHEHUs

07.002 «Cneumanuct
o
OpraHU3aIIOHHOMY H
JOKYMEHTAIIMOHHOMY
00eCIIeYCHUIO
yIIpaBiICHUS
opranuzanueit» ot 15
nougs 2020 roma N
333n

Opranu3zanuoHHOe IIpuem wu pacnpeneneHue A/01.3
o0ecrieyeHne TeneOHHBIX 3BOHKOB
JeATEIBHOCTH OpTaHU3aLUH
OpraHHu3aIiH Opranmsanus  paboOTBl ¢ AJ02.3
MOCETUTEIISIMU OpTaHU3aLUH
Bemonnenue
KOOPIUHUPYIOIIUX u AJ03.3
o0ecneunBarOIUX (QyHKIHMHA
JlokyMeHTalnoHHOE Opranmzanus  pabOTBHl  C B/01.5
obecrnieueHue JOKYMEHTaMU
JEATENBHOCTH Opranunzanus TEKYLIETO B/02.5
OpTaHU3aLUH XpaHEHUs JOKYMEHTOB
Opranuzamusi  00pabOTKH B/03.5
JIen  JUid  MOCIEIyIOIEro
XpaHCHUsI
OpranuzanuoHHoe, Oxkazanue MIOMOILU C/01.6
JOKYMEHTAIlMOHHOE PYKOBOJHUTEIIO B
uH(popMaIMOHHOE IUTAHUPOBaHUH  pabouero
obecrieueHne BpEMEHHU
JESITEIIbHOCTH [MnanupoBanue  pabouero C/02.6
PYKOBOJMTEIIS TIHSL CeKpeTapst
OpraHu3aINH Opranmzanus TenepOHHBIX C/03.6
MIEPErOBOPOB PYKOBOAUTEIIS
Opranuzanus C/04.6
KOMaHIHPOBOK
PYKOBOJUTEIIS
Opranuzauuss  paboTel € C/05.6
MOCETUTENSIMU B TIPHEMHOMN
PYKOBOJHUTEIS
Opranmszanusi TOATOTOBKH, C/06.6
MPOBEICHUS u
00CITyKUBaHUS
KOH(epeHTHBIX
MEPOIPUATUN
Opranuzanusi  MCIOTHEHHS
pelleHMid, OCYIIECTBICHHUE C/07.6
KOHTPOJIS UCTIOJTHEHUS
MOPYYEHHUH PYKOBOIAMUTEIIS
Opranmzanus " C/08.6
MO/ IepKAHUE
(YHKIIMOHATIBHOTO
pabouero pOCTpaHCTBa
NMpUEeMHONM U KaOuWHeTa
PYKOBOJUTEIIS
PazpaboTka JOKaJIbHBIX
HOPMaTUBHBIX aKTOB, C/09.6

periaMeHTUPYIONINX padoTy
cekpeTaps




Cocrasienue 1 opopMIICHHE C/10.6
YIIPABJICHYECKON
JTOKYMEHTAIIUU
Opranmzamust  paboTBl € C/11.6
JOKYMEHTaMU B TPUEMHOU
PYKOBOIUTEIIS
Opranuzanus XpaHEHUs C/12.6
JOKYMEHTOB B TPUEMHOU
PYKOBOIUTEIIS
ObecnieueHne pyKOBOAUTENS C/13.6
nHpopMmanmen
Opranuzanus C/14.6
WHPOPMAIIMOHHOTO
B3aUMOJCUCTBUS
PYKOBOJUTEIIS c
NOJIpa3/ieIeHUSIMU u
JOJDKHOCTHBIMHA JUIIAMHA
OpraHHU3aluH

3.4. CooTBeTCTBHE BUAOB JEATEIHLHOCTH PO(ECCHOHATILHBIM MO TYJISIM:

HawnMeHoBaHMe BUIOB JCATEILHOCTH HaumeHoBanue

npodeCCHOHATBLHBIX MOJTyJICH

Bunp! gesrensHOCTH:

OcyiecTBieHue OpraHU3alMOHHOTO u | [IM.01 Ocy1iecTBieHue

JTOKYMEHTAIIMOHHOTO obecrnieueHus JEeSITEIbHOCTU | OPTaHU3aI[HOHHOTO u

OpraHu3aIIH JOKYMEHTAIIMOHHOTO
oOecrieyeHus JeATeIbHOCTH
OpraHu3aIu

Opranuszauuss apxuBHOH pabGotel 1o jnokymeHTaM | [IM.02 Opranuzanus apXuBHOU

OpraHu3aIHi pa3IMIHbIX POPM COOCTBEHHOCTH paboTsl 1o JIOKYMEHTaM

OpraHu3alyii pasln4HbIX (Hopm
COOCTBEHHOCTHU

OcBoenne BHUAOB pabOT MO OJHON WM HECKOJIbKUM
npodeccusiM pabounx, JOHKHOCTAM CITy>KaIuX

IIM.03 OcBoenue BUI0B paboT 1Mo
OTHOH WA HECKOJIbKUM
npodeccusm pabouux,
JOJKHOCTSIM CITY KaIlux




4.1. O01Me KOMIeTeH NN

Paspnen 4. Ilnannpyembie pe3y/1bTaThl 0CBOCHHA 00pPa30BaTEJIbHOM NPOrPaMMbI

=
|
S g @opmyanposka 3HaHus, yMEHUA
= 2 KOMIIeTeH MU
3
=
OK 01 | BeibupaTh criocoObt YMeHus:
pelieHus 3a1a4 pacrno3HaBaTh 3aaqy 137070 0% npooiemy B
npodeccroHanbHON pohecCHOHATLHOM H/WITU COLIMAThHOM KOHTEKCTE
JIeATENIbHOCTH aHaAJIM3UPOBATh 3a/1a4y W/HWIK NpoOIeMy U BBIICIATH €€
MPUMEHHUTETHHO COCTaBHBIC YACTH
K pa3jinIHbIM OIIPENEIATE dTAILl PEICHUS 3a1a4u
KOHTCKCTaM BBIABISITh M A((PEKTHBHO UCKaThb HH(POpPMAIHUIO,
HEOOXOUMYIO JIJISl PEIICHUS 3a1a4 U/ TIPOOJIEMBI
COCTaBJIATH IIJIAH JIEHCTBHUS
OTIPEJIeNIATH HEeOOXOIUMBIE PECYPCHI
BIIA/ICTh AKTyaJIbHBIMU METOaMHU paboThI
B Mpo(ecCHOHAIILHON 1 CMEXKHBIX cdepax
peaI30BbIBATh COCTABICHHBIN TUIaH
OLICHUBATh PE3YyJIbTAT M IOCIEJICTBUS CBOUX JIEHCTBUI
(caMOCTOSITENILHO WJIU C TIOMOIIBI0 HACTABHUKA)
3HaHus:
aKTyaJlbHBI ~ TIPOQ)ECCHOHAIBHBIA W COIMATBHBINA
KOHTEKCT, B KOTOPOM MPUXOAUTCS PabOTaTh U )KUTh
OCHOBHBIC HUCTOYHHKHA HMH(MOPMANUU U PECYPCHI IS
pelIeHus 3a1a4 u npooieM B IpoheCCUOHATEHOM U/UITN
COIIMAJILHOM KOHTEKCTE
AJITOPUTMBI BBITIOJIHEHUSI paboOT B MPOPECCHOHATBHON U
CMEKHBIX 001acTsIX
METOAbl paboThl B MPO(ECCHOHATLHON M CMEXKHBIX
ctepax
CTPYKTYpY IUIaHa JUIsl PEeIIeHuUs 3a7a4
MOPSAIOK  OIICHKK  pEe3yJbTaTOB  pPEIICHUS  3ajad
pohecCHOHANIbHOM 1eATeIbHOCTH
OK 02 | Mcnonb3oBath YMeHus:

COBpPEMCHHBIC CPCACTBA

MIOWCKa, aHalu3a 1
MHTEPIIPETauN
uHpOpMAIHH, U
MH(POPMAaIMOHHBIE
TEXHOJIOTUH JUTS
BBITIOJTHEHUS 32,124
npodeccrnoHanbHON
JeATEIBHOCTH

ONpeeNATh 3aJ1a4M JUIsl IOMcKa nH(OpMalun

ONpeeNaTh He0OX0IUMble HCTOYHUKH UH(OpMaLIUU

IUIAHUPOBATD IIPOLECC ITONUCKA,

CTPYKTYPHPOBATh MOJIyYaeMyt0 HHGOPMALIHIO

BBIICIISITh HanOoJIee 3HAYUMOE B NepeuHe HHPOopMauu

OLCHUBATH IMPAKTHYCCKYIO 3HAYMMOCTL PE3YJILTATOB
IIOHCKa

0pOpMIATh Pe3yNbTaThl MOWCKA, MPUMEHSITH CPEICTBA
UHQOPMAIIMOHHBIX ~ TEXHOJIIOTMA Ui PELICHUsS
npoeccrnoHaNbHBIX 3a/1a4

UCTIOJIF30BaTh COBPEMEHHOE MTPOrPaMMHOE 00eCTIeYCHNE

UCITOJIb30BaTh pa3ivyHble LUGPOBBIE CpEACTBA IS
penieHus npodhecCHOHANBHBIX 3a/1a4




3HaHud:

HOMEHKJIaTypa MH(POPMALIMOHHBIX HCTOYHUKOB,
NPUMEHSEMBIX B TPOHECCUOHATLHON IS TEILHOCTH

IpUEMBbl CTPYKTYPUPOBAHUS HHPOPMALIUU

dopmart oopmienus pe3yIbTaToB MIOUCKa
uH(popMaIMy, COBpPEMEHHBIE CPEICTBA M YCTPOMCTBa
nHpOpMaTH3ALUN

MOPSIZIOK MX NMPUMEHEHUs U MPOTPaMMHOE 00ecTiedeHne
B NpoQecCHOHATBHON JESATENHbHOCTH B TOM 4YHCIE C
UCMOJIb30BAHUEM IIU(PPOBBIX CPEJCTB

OK 03 | [InanupoBaTh Ymenus:
U pealn30BbIBaTh ONpeNeNsiTh  aKTyaJbHOCTh  HOPMATHBHO-TIPABOBOM
coOCTBEHHOE JIOKYMEHTAIMU B TPO(HECCHOHALHOM IeATeTbHOCTH
npodeccnoHanbHOe MIPUMEHSTh COBPEMEHHYIO Hay4HYIO
Y JJUYHOCTHOE pohecCHOHABEHYIO TEPMUHOIOTHIO
pa3sBUTHUC, ONpEaACIsITh u BBICTpauBaTh TPacKTOpUU
IPEAIPUHUMATENIBCKYIO | Mpo(eCCHOHALHOTO PAa3BUTHS U CaMO00Opa30BaHuUs
ACSATCIBHOCTD BBISIBJIATH JOCTOMHCTBA M HEIOCTATKM KOMMEPYECKOU
B npodeccruoHaIbHON wien
cepe, UCTIOIB30BATH MPE3CHTOBATh HJEH OTKPBITUS COOCTBEHHOTO Jeiia B
3HAHWsI 110 PUHAHCOBOH | podheccHOHANBHOI ACSTEIBHOCTH; 0hOPMISTE GU3HEC-
IPaMOTHOCTHU IaH
B Pa3IMYHBIX pacCUMTHIBATh pa3Mepbl BBHIILIAT IO MPOICHTHBIM
KU3HEHHBIX CUTYALMAX | crapkaM KpeAHTOBAHUS
ONpENeNsATh  MHBECTHLMOHHYIO  IPHUBJIEKATEIbHOCTD
KOMMEpYECKUX WA B pamkax mnpodeccrnoHalIbHON
JIEeATEIIbHOCTH
IPE3EHTOBATh OM3HEC-UJICI0
OTIPEJICNIATh UCTOYHUKH (DUHAHCUPOBAHUS
3HaHuM:
COJepKaHUE  aKTyaJbHOM  HOPMATUBHO-IIPaBOBOM
JIOKYMEHTAIIHI
COBpPEMEHHAas Hay4Hast u npodeccuoHanbHas
TEPMUHOJIOTUS
BO3MOXXHBIE TPACKTOPUH MPO(HECCUOHATTLHOTO Pa3BUTHS
U caMm000pa3oBaHus
OCHOBBI MPEIIPUHUMATEIbCKON AESITEIIBHOCTH; OCHOBBI
(bUHAHCOBOW TPAaMOTHOCTH
mpaBuja pa3paboTKu OM3HEC-TUIAHOB
MOPSIA0OK BBICTPAWBAHUS NPE3CHTAUU
KpeIUTHbIE OAHKOBCKHUE MPOTYKTHI
OK 04 | DddexTrBHO YMenus:
B3aUMOJCIICTBOBATH OpraHU30BBIBAThH paboty KOJUIEKTUBA
1 paboTaTth 1 KOMAaH/IbI
B KOJUIEKTHBE U B3aMMOJICCTBOBAaTh C  KOJUIETaMH, PYKOBOJCTBOM,
KOMaHZe KJIMEHTaMHU B XOI€ npO(beCCHOHaHLHOﬁ IEATEIIbHOCTH
3HaHus:
MICUXOJIOTUYECKUE OCHOBBI JEATEIBHOCTH KOJIJIEKTHBA,
TICUXOJIOTHYECKHE OCOOCHHOCTH JTMYHOCTH
OCHOBBI IPOEKTHOM JESATEIbHOCTH
OK 05 YMenus:




OcCymiecTBIATh YCTHYIO
U NMCbMCHHYIO

CBOU MBICJIN
mo MmpoheCCUOHATBLHOM

PaMOTHO u3j1araTh
1 ohopMIISITH JTOKYMEHTBI

KOMMYHUKALIUIO Ha TeMaTHKe Ha TOCYIAPCTBEHHOM $3bIKE, IPOSBIATH
rocy/1apCTBEHHOM TOJIEPAHTHOCTH B pab0oUeM KOJIJIEKTUBE
a3bIke Poccuiickoit 3HaHus:
Denepanuu ¢ y4eTom 0COOEHHOCTH COIMAIIBHOTO M KYJIBTYPHOTO KOHTEKCTA;
0COOEHHOCTEH TpaBiIa obopmIIeHHS JIOKYMEHTOB
COIIMAIBHOTO U U TIOCTPOEHUS YCTHBIX COOOLICHUI
KYJIbTYpHOTO
KOHTEKCTa
OK 06 | ITposiBiisATh YMeHHns:
IpaXxaaHCKO- OIUCHIBATh 3HAUUMOCTH CBOEH CIIEUAIHLHOCTHU
TTATPHOTHICCKYIO IPUMEHSTE CTaHJapThI AHTUKOPPYILHOHHOTO
NO3ULIU
O3HIHIO, IMOBEICHUA
JI€MOHCTPUPOBATh 3
OCO3HAHHOE MoBecHue | 2HAHMIL .
HA OCHOBE CYIIHOCTh  T'PaXKIAHCKO-TIATPUOTHYECKOM  MO3MIIMH,
TPAJUIIHOHHBIX 00111e4eIOBEeUECKUX LIEHHOCTEH
00I111e4eTI0BEYECKUX 3HAUUMOCTh PO(ECCUOHATBHON JIEATENILHOCTH IO
HOEHHOCTCH, B TOM CIIEIMAJILHOCTHU
UCIC € yICeTOM CTaHIapThl  AHTHKOPPYNIMOHHOTO  IOBEICHUS |
TapMOHH3ALMH MOCJIEACTBUSI €r0 HapyLLIEHUS
MEXXHAIMOHAJIBHBIX 1
MEXPETUTHO3HBIX
OTHOIIICHUH,
INPUMEHSATh CTaHAAPThI
AHTUKOPPYILIHOHHOTO
MIOBE/ICHUS
OK 07 | ConeiicTBoBarth YMeHus:
COXpPaHEHHUIO coOIII0IaTh HOPMBI HKOJIOTHYECKOI 0€301MacHOCTH;
OKpY>Karollen cpepl, ONpeNeNiATh  HANpaBJICHUS  PECypcocOepekeHHs B
pecypcocOepekeHnio, | paMKax — Npo(ECCHOHANbHOM  JEATEILHOCTH  IIO
IPUMEHSTH 3HAHKS 00 | CHCLHAIBHOCTH, OCYIIECTBIATH PabOTy ¢ COOMIOICHHEM
M3MEHEHUH KIHMATA, IIPUHLIMIIOB OEPEXKIIMBOTO IPOU3BOACTBA
NPHHIATIBT OpTaHHU30BBIBATE npo(ecCHOHANBHYIO JEATENbHOCTh c
Yy4eTOM 3HaHHI 00 U3MEHEHUH KIIMMAaTUYECKUX YCIOBUI
OepeKITUBOTO
peruoxa
IIPOM3BO/JICTBA,
3Hanus:
3¢ (deKTUBHO =
o NpaBUia 3KOJOTHMUYECKOW Oe30MacHOCTH NpU BEJICHUU
JIeficTBOBaTh B .
. po¢eCCUOHATILHON AEATEIbHOCTH
Ype3BbIUAHBIX =
OCHOBHBIE pecypcebl, 3aJ1eliCTBOBaHHbIE
CUTYyalUsAX .
B I1po(pecCrOHAIbHOM 1€ TEIbHOCTH
NyTH o0ecTeyeHus: pecypcocOepekeHus
IIPUHLIMITEI OEpPEKIMBOrO MPOU3BOICTBA
OCHOBHBIE HAIPABJICHUS M3MEHEHMsI KIMMaTHUYECKUX
YCJIOBUH peruoHa
OK 08 | Ucnonb3oBath Ymenns:
cpeacTBa (pU3NYECKON
UCTOJIb30BATh (U3KYJIBTYpHO-0310pPOBUTEIBHYIO

KYJIbTYPBI JUIs
COXpPAHEHUs U
YKPEIUIEHHS 310POBbs
B IIpo1iecce

JEATEINbHOCTh IS YKPEIUIEHHs 310POBbs, TOCTHIKECHHS
YKH3HEHHBIX M MPO()ECCHOHABHBIX 11T

OPUMEHATh pallMOHAJbHBIE IPHUEMbl JABUraTeIbHbBIX
byHKIMH B PO eCCHOHATIBHON NIeSITETbHOCTH




npodeccroHanbHON 10JIb30BaThCA CpelIcTBaMu pOoUITAKTUKH

JeSITEeNIbHOCTU NEepeHanpsKeHUs,  XapakTEepHbBIMU Ui JaHHOU

U TIOJJICPIKAHUS CHCIUATBHOCTH

HEO0OXOIUMOTO YPOBHSA | 3HAHMA:

usmyeckoi poab  (U3NUECKOH KyJIbTYpbl B  OOLIEKYJIBTYPHOM,

IIOATOTOBJICHHOCTH Mpo(eCCHOHATHPHOM M COLUAILbHOM Pa3BUTHUHU YEJIOBEKA
OCHOBBI 3JJOPOBOTO 00paza >KU3HU
yCIOBHSI TPO(PECCHOHATBHON JIESTENLHOCTH M 30HBI
pHicKa GU3HUYECKOTO 3J0POBbSI ISl CHICIIHATBHOCTH
CpeacTBa MPOQUIAKTUKY NEPEHANPSKESHUS

OK 09 | [Tonb3oBatbes YMmeHus:
npodeccruoHanbHON MMOHUMATh OOMUI CMBICT YETKO TPOU3HECCHHBIX
JOKYMEHTAaIuen BBICKa3bIBAaHUI Ha W3BECTHBIE TEMBI

Ha TOCYy/IapCTBEHHOM
Y UHOCTPAHHOM $SI3bIKaX

(mpotheccroHalibHBIC U OBITOBBIC), IOHUMATh TEKCTHI Ha
0a30BbIe IPO(HECCHOHATTLHBIC TEMBI

y4acTBOBaTb B JUAJIorax Ha 3HAKOMBLIC 06IHI/I€

1 Ipo()eCcCHOHATHHBIE TEMBI

CTPOUTh TNPOCTHIE BBICKA3bIBaHUS O cebe M O CBOEH
po¢eCCUOHATILHON AEATEIbHOCTH

KpaTKO OOOCHOBBIBaTh M OOBSCHATH CBOW JCHCTBHUS
(TeKy11ue U MIaHupyeMbIe)

IUCATh MIPOCTHIE CBA3HBIE COOOIIEHUS HA 3HAKOMBIE WIIN
MHTEpECYIOIINe NpoQecCHOHaIbHbIE TEMBI

3Hanuga:

paBujia MMOCTPOCHUA MMPOCTBIX )51 CJIOXKHBIX

peUI0KEeHH Ha MpodecCHoHaNbHbIE TEMbI

OCHOBHBbIE 00IIEYNOTPEeOUTENbHbIE T1arobl (ObITOBas U
npodeccuoHaIbHas JICKCHUKA)

JICKCUYECKUA MHUHUMYM, OTHOCAIIMICS K OINHCAHUIO
MPEIMETOB, CPEJCTB U MPOIECCOB MpodeccrnoHaIbHON
OEITEILHOCTH

0COOCHHOCTH TTPOU3HOIICHUS

ImpaBujia YTCHUA TEKCTOB
HaIpaBJICHHOCTHU

npodeccruoHaIbHON

4.2. IlpodeccroHanbHbIe KOMIIETEHIIUN

Bujanl Koa u Tloka3aTeyiu 0CBOEHUSI KOMIIETEHIIUH
JeSITeJIbHOCTH HanMeHOBaHHE
KOMIIeTeHIIM
Ocy1iecTBieHue K 1.1. HaBbikn
OpraHu3alMoHHOrO0 U | OCylIeCTBIATh [Mony4yenust HeOOX0IUMOM HHPOPMAITIH U
JIOKYMEHTAIMOHHOTO | MpUEéM-Tiepeaady rnepelayv CaHKIIMOHUPOBAHHOM
obecrieueHus YIIPaBICHYECKOU nH(pOpPMAIIUU C UCTIONH30BAHUEM CPEICTB
JIeITeILHOCTU uHbOpMaIIUU C WH(OPMAIIMOHHBIX ¥ KOMMYHHUKAITMOHHBIX
OpraHu3aluu MIOMOILBIO CPEJICTB TEXHOJIOTHI
MHOOPMALIMOHHBIX U | YMeHHs:
KOMMYHHKAIIHOHHBIX | HCIIONB30BaTh CPEACTBA HH(OPMAITMOHHBIX U
TeXHOJ’IOI‘I/Iﬁ KOMMYHUKAITUOHHBIX TEXHOJIOT U JJIA
IMOJIYUCHUS U Iepeaadn I/IH(i)OpMaI_II/II/I




BECTH U HCIIONH30BaTh B paboTe 0a3y KOHTAKTOB
Opra"u3aluu

BECTH YUETHBIE PETHCTPALIIOHHBIE (POPMBEI,
HCIOIB30BaTh UX AJIs1 HH)OPMALMOHHON
paboThl U PabOTHI 110 KOHTPOJIIO UCTIOHEHHS
MIOPYYEHUI

YCTaHABIIMBATH U MTOJICPKUBATH
KOMMYHHUKAITUH B TIPOIIECCE IETTOBOT'O OOIIECHHUS
C TIOMOIIBIO CPEJCTB HHPOPMAIMOHHBIX U
KOMMYHHKAIIMOHHBIX TEXHOJIOTHH

CrJIa)XMBaThb KOH(I)J'II/IKTHHe H CJIOXKHBIC
CUTyalluu MEXJINIYHOCTHOI'O B3aMMOJICHCTBHS

COOJIIONIATh CITY)KEOHBIN 3TUKET

oOecrieunBaTh WHHOPMAIIOHHYIO
0e301acHOCTh AESATEIbHOCTH OpPraHU3aIliH.

3Hanusa:

HOPMATHUBHBIE [TPaBOBbIE aKThl Poccuiickoi
Oeneparinu B chepe nHHOPMAITMOHHBIX U
KOMMYHHKAIIHOHHBIX TEXHOJIOTHI

CTPYKTypa OpraHu3alu, e€ 3aJa4i U GyHKIUH

IMpaBurJjia IPOBCACHUS JACJIOBBIX IICPECTOBOPOB

OTHUKaA OCJI0BOIO O6I]_I€HI/I$I

IpaBUJIa PEYEBOr0 STHUKETA

IpaBujia NOAACPIKAHUA U pa3BUTHUA
MEXJIMYHOCTHBIX OTHOIIICHUMN

TpeOOBaHUS OXpaHbI TPYIA.

IK 1.2.
Koopaunuposats
paboTy MpUEeMHOM
PYKOBOJUTENS], 30H
npreMa pazIudHbIX
KaTeropumn
MOCETUTENEHN
OpraHu3aluu

HaBbIkn

KOOpJIMHAIMK pabOThl MPUEMHON
PYKOBOJUTEINS U 30H IPUEMA Pa3IMYHBIX
KaTeropui MmoceTuresied opranu3aluu

YMmenuns:

BCTpeUaTh MOCETUTENICH, TTOTyYaTh MIEPBUIHYIO
UHQPOPMAITHIO O TIOCETUTENSIX, YCTAHABIMBATh
TIOPSIOK TIpHEMa JIJTS PA3IMIHBIX KaTeTOprui
TOoCeTUuTEeNeH

BECTH YUETHBIC PETUCTPAIMOHHEIE (POPMBI TT0
npuéMy MOCETUTEIICH U 0QOPMIISTH MPOITyCKa

BECTH MPUEM, TIepeiady U OTIPABKY
JIOKYMEHTOB

OpPraHU30BbBIBATH U 6p0HI/Ip0BaTL NEpErOBOPHBIC
KOMHAaThbI

CEPBHUPOBATH YaifHbIe (KOPEITHbIE) CTOIBI B
oduce

MIPAMEHSTH B paboTe CpeficTBa
WH(OPMAITMOHHBIX 1 KOMMYHHUKAITHOHHBIX
TEXHOIOTUH

IIPUHUMATh MEPHI [0 COXPaHEHUIO
KOH(DUIEHITNATBEHON HHPOPMAIIMH B XO/I€
npuéma MOCETUTEIICH.

3HaHuqg:

HOpPMAaTHUBHBIE MTPaBOBBIE aKThl Poccuiickoit
denepanuu 1o 3anmTe nHGOPMAIUH U PadoTe C
o0panIeHNsIMH TPaXKIaH




CTPYKTYpa OpraHu3ally U paclpereiacHne

(GYHKUMH MEXITy CTPYKTYPHBIMHU
MOAPA3CICHUSMHU U CIEIUAIUCTAMHU

MIpaBMJIa OPraHU3aIUHU IPUEMA TTOCETUTENEH

OTUKET U OCHOBBI MCXKIYHAPOJHOI'O IIPOTOKOJIa

9THUKaA OCJI0BOIO O6H_I€HI/IH

IpaBujia peUCBOIro STUKCTA.

MpaBujIa CEPBUPOBKH YaitHOTo (KOeHHOro)
cTona

TpeOOBaHUS OXPAHBI TPY/IA.

IIK 1.3. Baagets
HaBBIKAMU
TUTAHUPOBAHUS
paboyero BpeMeHU
PYKOBOJIUTEINS U
ceKpeTaps

HaBbpIkn

TUTAHUPOBaHMS pabodero BpeMeH!
PYKOBOAWTEINS U pabovero AHs ceKperaps

YMmenuns:

BBIOMPATh (GOPMBI TUTAHUPOBAHUS U OQOPMILITH
MIJIAHUPOBIIUK (OpraHaisep) pyKOBOAUTEINS U
ceKpeTapst

YCTaHaBJIMBATh LECJIH, ONIPCACIIATH
MPUOPUTETHOCTD M OYEPETHOCTD BBIMTOTHEHHS
paboT u 3 (HEeKTUBHO pacpeeiaTh padoyee
BpeMs

COrJIaCOBBIBATH BCTPCUM U MEPONPUATUA U
BHOCUTH I/IH(l)OpMaIII/HO B INITAaHUPOBUIUK
(opranaiizep)

WH(POPMUPOBATH PYKOBOIUTEIS O
npuOJIMKEHUN BPEMEHH U perjiaMeHTe
3aIJIaHUPOBAHHBIX BCTPEY M MEPOIPUATHH

BBIOMPATh ONTUMAJIBHBIE CITOCOOBI BHEITHETO U
BHYTPEHHEr0 HH(OPMUPOBAHHUS O
IUTAHUPYEMBIX MEPOIPHUSITHIX

o0ecrneunBaTh HHPOPMAIIMOHHYIO O€3011acCHOCTh
JesITeIbHOCTH OpraHu3alun

MIPUMEHATH B pabOTE Cpe/ICTBA
MH(OPMAIIMOHHBIX M KOMMYHHUKAIIMOHHBIX
TEXHOJIOTHIA.

3HaHuAa:

HOPMATUBHBIE [TPaBOBBIE aKThl Poccuiickoi
Oenepariuu B chepe nHHOPMAITHOHHON
Oe3onacHocTU

CTPYKTYpa U crieli(pruKa OCHOBHON
JIESATENbHOCTH OpraHU3aluu

OCHOBBI YIIPaBJICHHA BPCMCHEM

IpaBujia IPOBECACHUSA JICJIOBBIX IIEPETOBOPOB

OTHUKaA OCJIOBOIO OGH.IGHI/IH

TpeOoBaHUsI OXPaHbI TPYJA.

IIK 1.4.
OcyuiecTBAsATh
MOJITOTOBKY JIEJIOBBIX
MOE3/I0K
PYKOBOIUTENS

U IPYTHX
COTPYTHUKOB
OpraHu3aIu

HaBbIKH

OpraHU3aliy JEJI0BBIX I10E310K
PYKOBOJUTENS U IPYTUX COTPYAHUKOB
OpraHu3aluu

YMmenus:

COCTaBIISITh U OPOPMIISTH TOKYMEHTHI IS
JIETOBBIX MMOE3I0K

OCYIIECTBIISTH TPEBEI-TIOAIEPIKKY JEIOBBIX
MOE3I0K




COIJIACOBBIBATH C MMPUHUMAIOIIEH CTOPOHOM
IIPOTOKOJI INIAHUPYEMBIX MEPONIPUATHN U
(hopMHPOBaTh IPOrpaMMy ACJIOBOW MOE3IKU

WCITONTb30BaTh CPeICTBAa MH(POPMAIIMOHHBIX U
KOMMYHHKAITHOHHBIX TEXHOJIOTUH JIIIs
o0ecrnieveHus B3auMOJICHCTBYS C
PYKOBOJIUTENIEM BO BPEMSI €T0 I€JI0BON MOE3IKU

0hOpMIIITh OTYETHBIE TOKYMEHTHI O
JIEJIOBOH IIOC3IIKE.

3HaHuqg:

HOpPMaTHUBHBIE IPABOBBIE aKThl Poccuiickoi
denepanuu B chepe OpraHu3aliuu JeI0BOM
MOE3JIKU

MOPSIIOK MOJITOTOBKHU M JIOKYMCHTHPOBAHU S
NEJIOBOM IOE3OKU

WHTEPHET-PECYPCHI ISl OCYIIECTBICHUS TPEBEI-
MTOJIIEPKKH JISTIOBBIX TIOE3/I0K

OTHUKET U OCHOBBI MCXKAYHAPOAHOI'O ITPOTOKOJIa

STUKA JIEJIOBOr0 OOIIEHUS

TpeGOBaHI/IH OXpaHbI TPpyaa.

I[IK 1.5. Bmazgets

HaBbpIkn

criocobamMu OPTaHU3alNH U MOIJICPKAHUS
OpraHUA3alnU (YyHKIIMOHATLHOTO pab04Yero NpoCTpaHCTBa
pabouero YMenus:
MPOCTPAHCTBA OpraHu30BBIBATh pabovee MECTO B
MPUEMHON U KAOMHETa | COOTBETCTBUH C TPEOOBAHUSIMHU SPrOHOMUKH U
PYKOBOAMUTENS KyJIBTYpPBI TpyZa
obecreunBarh pabouee MECTO U
(dhyHKIHOHATRHOE pabodee MPOCTPAHCTBO
HEOOXOJMMBIMH CPEICTBAMH OPraHU3aIIMOHHON
TEXHUKH, MeOEJIbI0 U KaHIIEIIPCKHUMU
MPUHAIICKHOCTIMU
MOJAEP>KUBATh CPEACTBA OPraHU3aMOHHON
TEXHHUKHU B pabOYeM COCTOSTHUHL.
3HaHus:
TpeOOBaHUS OXpaHBI TPY/a, MPOU3BOACTBEHHOM
CaHWTAPUH, TPOTUBOIOKAPHON 3aIIUTHI
OCHOBBI ITPABUJIbHOM OpraHU3alUU TpyJa U
METOBI TTOBBIMICHUS er0 () (HEKTUBHOCTH
BUJIbl OPraHU3aMOHHON TEXHUKU U
TOPSAJIOK paOOTHI C HEH.
[IK 1.6. HaBbIku
OcyuiecTBAsATh OpTaHU3alMH TTOJITOTOBKH U MTPOBEACHUS
paboty 1o KOH(EPEHTHBIX MEPONPHUTHIA, 00eCTICUSHUS
MOATrOTOBKE U MH(GOPMAIIMOHHOTO B3aUMOICHCTBUS
MPOBEJICHUTO PYKOBOAMTEINS C MOAPA3ACICHUSIMHA U
KOH(EepPEHTHBIX JOJKHOCTHBIMU JIMLIAMY OpTraHU3aluN
MEPONPUATHH, YMeHus:
o0ecrieunBaTh OpraHU30BBIBATH MPOIECC MOTOTOBKH H
WHPOPMAIIMOHHOE MpoBeIcHUE KOH(PEPEHTHOrO MEPONPHSITUS
B3auMoO HeﬁCTBHC WHAWBUIYAJIbHO U B COCTAaBC pa60qep“1 TpynIbl

PYKOBOJUTEIS C
NOJPa3ACIICHUSIMH U

JIOKyMEHTUPOBATh Pa3HbIE 3TaIlbl IIPOLEAYPHI
MTOATOTOBKH M MPOBEIEHHS KOH()EPEHTHOTO
MEpONPUATHUS




JOJIXKHOCTHBIMH
JIMIaMH opraHui3anunu

COOJTIOZIATH 3THUKET U OCHOBBI MEXKYHAPOIHOTO
HPOTOKOJIA

OCYLIECTBIITH cOOp, 00paboTKy HHpOPMAIIH,
CHCTEMaTH3aIMIO TTOJIy9aeMbIX U TIepeaBaeMbIX
JaHHBIX

OCYIIECTBILSITH IPOBEPKY JIOCTOBEPHOCTH,
TIOJTHOTHI  HEITPOTHBOPEUYNBOCTH JJAHHBIX,
HCKITIOUCHHE TyOTNPOBaHMS HHPOPMAITUN

MPUMEHATh MHPOPMAITHOHHO-
KOMMYHMKAIIMOHHBIE TEXHOJIOTUU.

3HaHuA:

HOPMAaTHUBHBIE ITPaBOBBIE aKThI Poccuiickoil
Denepaunu B chepe HHPOpPMALIH

KOMIIJIEKC OpraHU3allMOHHO-TEXHUYECKHUX
MEPOMPUATUN IO MOJATOTOBKE U MPOBEJEHUIO
KOH(EPEHTHBIX MEPOTIPUSATHHA

npaBuia opopMIIeHHs JOKYMEHTOB,
CO3/1aBaeMBbIX B IIPOLIECCE MOATOTOBKU U
MPOBEICHUS] KOH(DEPEHTHOTO MEPOIPHSITUS

OTUKCT U OCHOBBI MCXKAYHAPOAHOI'O ITPOTOKOJIa

3TUKA JIEJI0BOr0 OOIIEHUA

COCTaB BHYTPEHHHX M BHEIITHUX
WH(}OpPMAIMOHHBIX TIOTOKOB

CTPYKTYypa OpraHU3aliy U ITOPSI0K
B3aMMOJICMCTBUS MOpa3ieeH Ui

METOJIbl 00pabOTKH M 3aIUThl HHPOPMAIIHU C
MPUMEHEHUEM CPEJICTB MH(POPMAIIMOHHBIX H
KOMMYHHKAIIMOHHBIX TEXHOJIOTHUI

Tpe60BaHI/IH OXpaHbI TPpyAa.

IIK 1.7. Odbopmasts
OpraHU3aIMOHHO-
pacropsiiuTeabHbIe
JIOKYMEHTBI 1
OpPTraHU30BBIBATH
paboTy ¢ HUMU, B TOM
qucie ¢
UCTIOJIb30BaHUEM
aBTOMATH3UPOBAHHBIX
CHCTEM

HaBbIKH

o OopMIICHHS OPTaHU3AITMOHHO-
pactopsAaAUTCIbHBIX TOKYMCHTOB U
opraHuzaius paboThl C HUMU, B TOM YHCIIE C
WCTIOJIb30BAHNEM aBTOMATH3UPOBAHHBIX
CUCTEM

YMmenus:

COCTaBJIATH ITPOEKTHI OPraHN3ANOHHBIX,
pacHopsANTENbHBIX U HH)OPMAIMOHHO-
CHPaBOYHBIX JOKYMEHTOB, B TOM YHCIIE
JTOKYMEHTOB, COJIEpKAINX KOH(PHICHIIHAIBHYIO
nH(pOPMAITUIO

0(hOpMIIATH OpraHU3aIUOHHO-
paciopsIuTeNbHEIE TOKYMEHThI (OPUTHHANEI H
KOITHH )

CKaHMPOBATh, KOITMPOBATH U KOHBEPTUPOBATH
JOKYMEHTHI B Pa3IIIHbIe ()OPMATHI

OCYILIECTBIIATH MPOBEPKY MPOEKTOB IOKYMEHTOB
Ha COOTBETCTBUE IIPABUJIAM AETIONPOU3BOJICTBA

MPUHUMATD U IPOBOJUTH TIEPBUYHYIO
00pabOoTKY BXOIAIINX JOKYMEHTOB

MIPOBOJIUTH MIPEIBAPUTEILHOE PACCMOTPEHUE
BXOJASIINX U BHYTPCHHUX JOKYMEHTOB

PETHUCTPHUPOBATH BXOIAIINE, HCXOIAIITHE U
BHYTPEHHHE JIOKYMEHTBI




KOHTPOJIMPOBATH MapUIPyTH3ALHIO
JIOKYMEHTOITOTOKOB B OpTraHU3aLluU
(cornmacoBaHue, MOANKMCAHUE, YTBEPKICHUE,
perucTpanys, 03HaKOMJIEHHE U HCIIOTHEHNE
JIOKYMEHTOB)

OCYILIECTBIIATH CPOKOBBIH KOHTPOJIb
HCIIOJTHEHUS] JOKYMEHTOB

OCYIIECTBIISTH MOATOTOBKY U OTIIPABKY
HCXOMSIIUX JTOKYMEHTOB

COCTaBJIATH OTUETHI M aHAIMTHUIECKUE CITpaBKH
00 MCIIOIHEHUU JAOKYMCHTOB

BeCTH HH(OPMAITMOHHO-CITPABOYHYIO PaboTy 1Mo
JTOKyMEHTaM

OCYILECTBIIATH PabOTy ¢ OPraHU3aIMOHHO-
pacnopsaUTeNbHBIMU TIOKyMEHTAMHU B
ABTOMATHU3UPOBAHHBIX CUCTEMAX.

3HaHuqg:

HOpPMAaTHUBHBIE MTPaBOBBIE aKThl Poccuiickoit
Ddenepanuu B chepe AeTOMPOU3BOJICTBA

JIOKaJIbHbIE HOPMATHBHBIE aKTHI,
peTIaMeHTHPYIOIIHE IeATETbHOCTD CIYKOBI
JIEJIOTIPOU3BOJICTBA U €€ PaOOTHUKOB,
OpraHH3alMIO0 BEJICHHs 1eJ0NPOU3BOJICTRA

COBPCMCHHBIC I/IH(l)OpMaI_II/IOHHBIe n
KOMMYHUKAITUOHHBIC TCXHOJIOT'UH,
IIPUMCHSICMBIC B pa60Te C JOKYMCHTaAMH

CTPYKTYpa OpraHu3aliu, pyKOBOJICTBO
CTPYKTYPHBIX MOJIpa3IeIeHHH, 00pa3IIbl
TTOATIKCEH JINT, UMEIOLTNX PABO TOMIMUCAHUS U
YTBEPKIICHHSI TOKYMEHTOB, U OT'PaHUYEHHUS 30H
HX OTBETCTBEHHOCTHU

MIpaBIJIa PYCCKOTO SI3bIKA

TpeOOBaHUS OXPaHBI TPY/IA.

1K 1.8. OdopmnsiTs
JIOKYMEHTBI 110
JUYHOMY COCTaBY U
OpPTaHU30BBIBATH
paboTy C HUMH, B TOM
qHCIIe C
UCTIOJIb30BaHUEM
aBTOMATU3UPOBAHHBIX
CHCTEM

HaBbpIkHn

o opMIICHHS TOKYMEHTOB M0 JTUYHOMY
COCTaBY W OpraHu3alyu paboThl C HUMH, B
TOM YHCJIE C UCTI0JIb30BAHUEM
ABTOMAaTHU3UPOBAHHBIX CUCTEM

YMmenus:

o0ecrneunBaTh COXPaHHOCTh IEPCOHATBHBIX
JIAHHBIX paOOTHUKOB

OpraHU30BBIBATH JOKYMEHTOOOOPOT IO
MPE/ICTaBICHUIO JOKYMEHTOB TI0 IIEPCOHATY B
rOCyJIapCTBEHHBIC OPraHbl

OpraHU30BBIBATH JOKYMEHTOOOOPOT N0 YUETY U
JBW)KEHHIO PA0OOTHHKOB

BECTH BOMHCKUH y4€T paOOTHUKOB

BeCTH YUIET pabodyero BpeMeHH PabOTHIKOB

oopMIISTH OPraHnU3aluOHHO-
pacIopsIuTENHEIE JOKYMEHTHI IO JTMYHOMY
COCTaBy

BCECTU PETUCTpALUIO, y‘léT, OIICPaTHUBHOC
XpaHCHUE JOKYMCHTOB 110 JIMYHOMY COCTABY




BECTH JOKYMEHTAINIO, TOATBEPKIAIOIIYIO
CBEJICHUS O TPYIOBOM JIeATENbHOCTH U
TPYZOBOM CTa)ke paOOTHHKOB

(hopMHpOBaTh JIMYHEIE Aejla paOOTHIKOB

ohopMIIAITH JieNia TI0 INYHOMY COCTaBY JJIst
Tepeladd B apXUB OpPraHU3aluU

paboTaTh CO CIEIUAIN3UPOBAHHBIMU
WH(POPMAIIMOHHBIMU CHCTEMaMH U Oa3aMu
JTAHHBIX TI0 BEACHUIO YUETa U IBUKECHUIO
PabOTHUKOB.

3HaHud:

HOpMaTHUBHBIE IPABOBBIE aKThl Poccuiickoit
®denepannu B chepe TPYyIOBBIX OTHOIICHHHA

JIOKAJIbHBIC HOPMATHUBHBIC aKThI,
PETIIAMCHTUPYIOIINUEC TPYAOBLIC OTHOIICHU

COBpEMEHHBIE MH(POPMAITHOHHO-
KOMMYHHKAIlMOHHBIE TEXHOJIOTHH,
MIpUMEHsIeMbIe B paboTe ¢ TOKyMEHTaMH 110
JIMYHOMY COCTaBY

CTPYKTYpa OpraHU3alHH, pyKOBOJCTBO
CTPYKTYPHBIX [TOIPA3ACICHUI

ImpaBujia ICJIONPONU3BOICTBA

IIpaBujia PyCCKOI'o A3bIKa

STHKA JIEJIOBOr0 OOIIEHUS

TpeOOBaHUS OXPAHBI TPY/IA.

IK 1.9.
Opranu3oBbIBaTh
TEKyIlIee XpaHCHUE
JIOKyMEHTOB,
00paboTKy aemn Juist
OTIEPATUBHOTO U
ApPXUBHOTO XpaHCHWSI,
B TOM YHCJIE C
HCIIOJIb30BaHUEM
aBTOMATH3UPOBAHHBIX
CHCTEM

HaBbIKH

OopraHu3aly TCKYIICTO XPaHCHUA
JIOKYMEHTOB, 00paOOTKH JIeJT JIsI
OTIEPATUBHOTO U APXUBHOTO XPAHCHMUSI, B
TOM YHCJIE C UCTIOJIb30BAHUEM
ABTOMATU3UPOBAHHBIX CUCTEM

YMmenus:

pa3pabaTeiBaTh HOMEHKIIATYPY ACI
OpraHu3aluy

MPOBEPSATH MPAaBUIBHOCTH OOPMIICHUS
JOKYMEHTOB U OTMETKU 00 UX UCTIOIHEHUU
nepen ux GopMUpOBaHUEM B €O IS
MOCJIEAYIOIIETO XPaHEHUsI

(dbopMupoBaTh Jesia, KOHTPOIHPOBATh
MPaBUIBHOE U CBOCBPEMEHHOE pacIpeielicHue
Y TIO/IIIUBKY TJOKYMEHTORB B JieNa B
COOTBETCTBHMH C HOMEHKJIATYPO#H Je

MIPOBEPSTH CPOKH XPAHEHHSI JOKYMEHTOB,
COCTABJIITH IPOTOKOJ PadOThI FKCIIEPTHOM
KOMHCCHUH T10 ITOATOTOBKE TOKYMEHTOB K
nepejiadye B apXuB

COCTaBJIATH aKT O BBIACJICHNU K YHUUYTOXKCHUIO
JOKYMECHTOB, HC NOMJIC)KAIINUX XPAHCHUTIO

COCTABJIATH aKT 00 YHUYTOXCHHUU JOKYMCHTOB

OCYHICCTBJIATH MMOJTHOC UJIM YaCTUYIHOEC
Oq)OpMJ'IeHI/Ie ACJI BPEMCHHOT' O, TIOCTOAHHOTI O,
JOJTOBPEMEHHOI'O CPOKOB XpPaHCHU A

COCTaBJISITH OIMUCH JEN CTPYKTYPHBIX
MOApa3eJIEHUM MOCTOSHHOTO,




AOJTOBPEMCHHOI'O CPOKOB XpaHCHUA JIA
nepeaadyun ac B apxXyuB OpraHu3alnu

MPUMEHITh HHPOPMAIIHOHHO-
KOMMYHUKAIIMOHHBIE TEXHOJIOTUN TIPH
paboTe C JOKyMEHTaMH.

3HaHud:

HOpMaTHUBHBIE IPABOBBIE aKThl Poccuiickoit
®denepannu B chepe AeTOmpon3BOICTBA U
apXUBHOTO JeNla

JIOKaJbHBIE HOPMATUBHBIC aKTHI,
PETJIAMEHTHUPYIOIINE BEIACHHE
JIEJIOTIPON3BOICTBA U IIepeiady Aejl B apXUB
OpraHu3aluH

BHJBI HOMCHKIIATYp J€], 001ue TpeOOBaHUS K
HOMEHKJIAType JeJl, IOpsiioK paboThl ¢ HeH

ops0K (hOpMUPOBaHUS U OYOPMIICHUS JCIL,
cnerpdurka GopMUPOBAHUS OTACIBHBIX
KaTeropui Jien

npaBujia XpaHCHUA €)1, B TOM YUCJIC C
JOKYMCHTAMHU OI'PaHUYCHHOI'O JOCTYyIIa

[IpaBUJIa BbIJAYU U UCIIOIb30BAHUS IOKYMEHTOB
13 c(OPMUPOBAHHBIX JIET

MOPSIIOK MCTIOB30BAHUS TUTIOBBIX HIIH
BEJIOMCTBEHHBIX MEPEYHEH TOKYMEHTOB,
oIpe/IeNICHHs CPOKOB XpaHEHHsI B ITpoliecce
9KCTIEPTHU3bI [IECHHOCTH JJOKYMEHTOB

BUJIBI OIMCEH J1eNT OpraHU3aIH 1 TOPSIIOK
paboTHI C HUMH

TpeOOBaHUS OXPAHBI TPY/IA.

Opranuzanus
aApXUBHOM pabOTHI
10 JOKYMEHTaM
OpraHu3aLuii
pa3nu4HbIX HopM
COOCTBEHHOCTHU

IK 2.1.
OcyuiecTBasATh
KOMIUIEKTOBaHHE
ApXWBHBIMH JIEIIaMHU
(ToKyMeHTaMHu)
apxuBa OpraHU3aLun

HaBbIKH

y4acTHs B KOMIUIEKTOBAHUU apXUBHBIMU
JiesiaMu (JOKyMEHTaMu) apXuBa
OpraHu3aIuu

YMmenuns:

pa6OTaTL C HOZ[paSI[eHCHI/IHMI/I/ OpraHu3anusmMun
HNCTOYHHMKAMHU KOMILUICKTOBAHUS apXKUBa

MIPHHUMATH apXUBHBIE JeJa (JOKYMEHTHI) Ha
MOCTOSIHHOE HJTH JTOJITOBPEMEHHOE XpaHEHHE

Y4aCTBOBATh B MMPOBCACHUHN SKCIICPTU3BI
LHEHHOCTH pa3/IMYHBIX THUIIOB X1 BUJI0B
JOKYMEHTOB B COOTBETCTBUU C BHYTPCHHUMU
periiaMCHTaM OpraHu3aluu

TIPUMEHSTH B pab0Te PEKOMEHIAINN YKCIIePTHO-
MPOBEPOUYHON KOMUCCHUM WJIA SKCIIEPTHOMN
KOMHCCHUM OpraHu3alyu

MIPUMEHSTH NEPEYHH C YKa3aHHEM CPOKOB
XpaHeHus fen (HOKYMEHTOB)

COOJII0/IaTh HOPMATHBHBIE CPOKU XPAaHCHUS J1ET
(ITOKyMEHTOB)

BECTH YUE€T UCTOYHUKOB KOMILJIEKTOBAHHUS
apxuBa

HCTIOJIb30BaTh MEPEIOBON OTEYECTBEHHBIN U
3apyOeKHBIN OMBIT IO KOMIUIEKTOBAHHUIO apXHUBa
JeJIaMu (IOKyMEHTaMH ) TIOCTOSTHHOTO U
JIOJITOBPEMEHHOT'0 XpaHEHUS




HCIIOJIb30BAaTh COBPEMEHHBIE
aBTOMaTU3UpPOBaHHBIEC, UHHOPMALIMOHHBIE U
TEJIEKOMMYHUKAIIMOHHBIE TEXHOJIOTHUHI
JOKYMEHTHPOBAHHBIX cep AeaTebHOCTH
OpraHu3aliH.

3HaHuqg:

HOPMATHBHBIE MMPABOBBIC akThl Poccuiickoit
denepanyu B chepe IeTONPOU3BOACTBA U
apXUBHOTO JieTa

HAyYHO-METOJMYECKHE KPUTEPUH IKCIEPTH3HI
[IEHHOCTH Pa3JIMYHBIX THIIOB M BUJIOB JIET
(IOKYMEHTOB)

TCOPETUYCCKUEC U MECTOANYCCKUC ACIICKThI
KOMILJICKTOBAHUS U OKCHICPTU3BI HEHHOCTU BCEX
BHUJOB TOKYMCHTOB

BHJIbI, PA3HOBUIHOCTH U (hOpMaTHI BCEX BUIOB
JIOKYMEHTOB

YHHUPUITUPOBAHHYIO CHCTEMY OpraHU3allMOHHO-
pacIOPSIUTENBHON IOKYMEHTAIIHI

CTaHIApTHl OPOPMIICHHUST OPraHU3AIHOHHO-
pacnopsauTENbHON JOKYMEHTAIMU

CIOCOOBI M TEXHOJIOTHUH JIOKYMEHTHPOBAHUS
Pa3IMYHBIX BUIOB MpodeccuoHanbsHON
JIeSTeIbHOCTH

OpPraHU3allMOHHBIC ITPUHIIUIIBI KOMIIJICKTOBAHH A
JCII (ﬂOKyMGHTOB) OIrpaHUYCHHOI'O JOCTYyIIa

Tpe60BaHI/IH OXpaHbI TpyAa.

IIK 2.2. Bectu yuér
apXMBHBIX nen
(IOKyMEHTOB), B TOM
qucie c
UCIIOJIb30BAaHUEM
aBTOMAaTU3UPOBAHHBIX
CHCTEM

HaBbIKH

BeJICHUS yu€Ta apXUBHBIX JIET
(IIOKyMEHTOB), B TOM YHCIIE C
HCIIOJIb30BAHUEM aBTOMATHU3MPOBAHHBIX
CUCTEM

YMmenus:

[OJIb30BATHCS YUETHBIMH JOKYMEHTaMHU B
paMKax 3JIEeKTPOHHBIX HH()OPMALIMOHHBIX
CHCTEM JIOKYMEHTHPOBAHHBIX cep
JeSITEIbHOCTH OpPTaHu3aluu

MOJB30BATHCS CePTUGUIIMPOBAHHBIMU
ABTOMATH3UPOBAHHBIMU CHCTEMaMHU
JIOKYMEHTUPOBAHHBIX chep NeATeILHOCTH
OpPraHU3aIHH 10 YUETY, PETUCTPAITIH,
KOHTPOJTIO €T (JOKyMEHTOB)

TOJIb30BATHCSI HH(POPMAIIMOHHO-CTIPABOYHBIMH
CHUCTEeMaMHt JOKYMEHTHPOBAHHBIX Cep
JIEATEIbHOCTH OPraHUu3alu

BECTH CIPaBOYHO-TIOMCKOBBIE CPEACTBA K
apXMBHBIM JieJIaM (JJOKYMEHTaM)

BECTHU Y4E€T CTPaxoBoro (hoHaa apXUBHBIX JIEJT
(JTOKyMEHTOB)

MIPUMEHATh HOPMaTHUBHBIE IPABOBBIE aKTHI,
JIOKaJIbHBbIE HOPMATUBHBIE aKThl OPraHU3aluu 1
METOINYECKHE TOKYMEHTHI B 001acTH y4éra
ApXMBHBIX JIeN (JIOKYMEHTOB)

BHOCHUTb IIPCIJIOKECHUA 10
COBCPHICHCTBOBAHUIO MECTOAUYCCKOI'O




oOecrieyeHus1 yuéTta pa3HbIX BUJIOB
JOKYMEHTOB B JJOKYMEHTHUPOBAHHBIX cdepax
JIeSITEJIbHOCTH OpraHu3alny.

3HaHud:

HOpMaTHUBHBIE IPABOBBIE aKThl Poccuiickoit
®denepanuu B chepe JeTOmpoOr3BOICTBA U
APXUBHOIO JeNa

METOINYECKHE TOKYMEHTHI U HallMOHAJIbHBIE
CTaHAPTHI B 00J1aCTH Y4ETa TOKYMEHTOB U
TOKYMEHTHUPOBaHHBIX cep nesTebHOCTH
OpraHu3aluu

OTEYECTBEHHBIC U 3apYOCIKHBIC
cepTu(GUIHUPOBAHHBIC CUCTEMBI
ABTOMATH3HPOBAHHOT'O YUETa apXUBHBIX JICIT
(ITOKyMEHTOB)

TpeOOBaHMS K YIETY 0C000 IEHHBIX
YHHUKAJIBHBIX apXUBHBIX JIEN (JOKyMEHTOB)

CPOKH BBITIOJIHEHHUS PabOT MO YIETY apXUBHBIX
Jen (IOKyMEHTOB)

O0IIHEe MPUHIIUIBI YIETa U KOMIUICKTOBAHHS
nen (JOKYMEHTOB) OTPaHMYEHHOIO JOCTyIa

TpeOOBaHUs OXpaHbl TPYa.

IIK 2.3.
Ocy1ecTBIsTh
XpaHEHUE apXUBHBIX
nen (I0OKYMEHTOB) C
MMOCTOSTHHBIM CPOKOM
XpaHeHUs U TI0
JTUYHOMY COCTaBYy

B apXUBE
OpraHHU3aIHN

HaBbIKH

OCYILECTBIICHUS] XPAHEHUS APXUBHBIX J1€J1
(IOKyMEHTOB) € TIOCTOSIHHBIM CPOKOM
XpaHEHUs U 1O JUYHOMY COCTaBY B apXUBE
OpraHu3alyu

YMmenuns:

CUCTCMATU3UPOBAThH CJ1a (}_'[OKYMGHTBI)

pa3MeIaTh apXuBHBIC Jienna (HOKYMEHTHI) Ha
MECTaxX XPaHCHUS B COOTBETCTBHHU C
HOPMAaTHBHBIMH TPEOOBAHUSIMH B 00J1aCTH
apXUBHOTO JieNa U YIPABJICHUS TOKYMEHTAMHU

COO0JTI0/1aTh HOPMATHBHBIC PEXKUMBbI XPAaHCHHS
ApPXUBHBIX JIe] (IOKyMEHTOB) Ha JFOOBIX
HOCHUTEIAX

MIPOBOJIUTH MPOBEPKY MOITHOTHI COCTaBA
APXUBHBIX TOKYMEHTOB B CAMHUIIAX XPAaHCHUS

MPOBOAMTD OMUCAHUE aPXUBHBIX AEI
(ITOKyMEHTOB)

COCTaBJISITh CIIPaBOYHO-TIONCKOBBIE CPENICTBA K
apXMBHBIM JieJIaM (JOKYMEHTaM)

BECTH YYET U KOHTPOJIb BBIIAYM APXUBHBIX 1€
(1OKYMEHTOB) 3 apXUBOXPAHUIIMIIA U UX
BO3BpaTa

BECTH YUYET U KOHTPOJIb MIEpeaayuu JIei
(ITOKyMEHTOB) B
rOCYJapCTBCHHBIA/MYHUIIMIIATBHBIA ApPXUB HITH
Ha MHOE BHEIITHEE XpaHEeHUe U MpHéMa JIes ¢
BHEIITHETO XpaHEHUs

MIPOBOJHUTH TOJIMCTHYIO MIPOBEPKY (PHU3NIECKOTO
COCTOSIHHSI JieJl (TOKYMEHTOB)

pa3bICKUBaTh HEOOHAPY)KCHHBIE JIeia
(ITOKyMEeHTBI)




3alMIaTh UHHOPMAIIMOHHBIE PECYPChI
apxuBa OT HECAaHKI[MOHUPOBAHHOTO
JOCTyIa.

3HaHud:

HOpMaTHUBHBIE IPABOBBIE aKThl Poccuiickoit
®denepanuu B chepe JeTOmpoOr3BOICTBA U
APXUBHOIO JeNa

HOPMAaTUBHBIE [TPaBOBbIE aKThl Poccuiickoit
Oenepannu B 001acT HHGOPMAIIHH,
HHPOPMAITHOHHBIX TEXHOJIOTHH, 3aIIUThI
MH(}OpMAIUU 1 IEPCOHANBHBIX TaHHBIX,
nndpoBoii Tpanchopmanun

HOPMATUBHBIE [TPaBOBbIE aKThl Poccuiickoi
Oeneparnu B 006J1aCTH KOHGUICHITHATEHOCTH
nHpOopMauu

TpaBUJIa XpaHEHUS el (TOKYMEHTORB) B
COOTBETCTBUHU C UX TUIIAaMH

TIOPSIOK (hOPMHPOBAHUS TJOKYMEHTOB B
KOMIUIEKTBI, TPYIIIbI, TUIIBI

TpeGoBaHuUs K 0QOPMIICHUIO JOrOBOPOB Ha
peanu3aluio yCIyTr BHEIIHETO XpaHEeHUs Je
(TOKyMEHTOB)

CPOKH BBIIIOJIHEHHSI PadOT

TpeOOBaHUS K YCTAHOBJICHHBIM HOpMaM
BBIPAOOTKH

TpeOOBaHUs OXpaHbI TPYAaA.

I1K 2.4.
OcymiecTBIATh
XpaHeHue,
KOMIUIEKTOBaHHE,
Y4ET U
UCTIOJIb30BAHUE JIE
(TOKyMEHTOB)
BPEMEHHOTO
XpaHEeHHUs

HaBbIkn

ObecnieueHus: XpaHEHUS], KOMILICKTOBAHUS,
y4€Ta ¥ UCIOJIL30BaHM JeJ (JOKYMEHTOB)
BPEMEHHOI'0 XpaHEHUS

YMmenus:

OpraHU30BBIBATH H 00ECTIIEYNBATH XpaHEHHE eI
(IOKYMEHTOB) BPEMEHHOT'O XpaHEHHUS
OpraHu3alyy B TPaJIULHOHHOM U B
JNEKTPOHHOM BHJIE

KOHTPOJIMPOBATh Pa3paboTKy CTPYKTYPHBIMH
MOpa3eICHUSIMU ONHCEN U aKTOB O
BBIJICJICHUH HA YHHITOXKEHHE A€ (TOKYMEHTOB)
BPEMEHHOT'0 XpaHEHUs B TPAJUIIMOHHOM U B
3JIEKTPOHHOM BHJIE

(hopMHUPOBATH ETUHUIIBI XPAHEHUS JOKYMEHTOB
JUTS UX TIOCIIEIYIOIIETO Pa3MEeIlleHUs B apXUBE
OpraHu3anuu

COCTABJIATH CIIPABOYHO-TIOMCKOBBIC CPEACTBA K
APXUBHBIM JIeJIaM (JOKYMEHTaM)

OCYILIECTBIIATH MOKCK /1N (JOKYMEHTOB)
BPEMEHHOT'0 XPaHEHU B TIPOIIECCE MX XPAHEHUS
B CTPYKTYPHBIX NOAPa3AEICHUSAX U apXUBE
OpraHu3anuu

OCYIIECTBIIITh METOANYECKOE PYKOBOACTBO
opraHu3anuell XxpaHeHus Jel (TOKyMEHTOB)

B CTPYKTYPHBIX NOAPA3ACTICHUAX OPraHU3aluu

OKa3bIBaTh CTPYKTYPHBIM HOAPa3AEICHUIM
MIPAKTHUYECKYIO TIOMOIIb B OPraHH3aluu
XpaHeHus J1en (JOKyMEHTOB)




pa3pabaThiBaTh CIIPaBOYHO-MH(POPMAIIIOHHBIE
JIOKYMEHTBI 110 OPraHU3aI[|K HCIIOIb30BAHUS
Jen (JOKYMEHTOB) BPEMEHHOTO XPaHEHUS B
CTPYKTYPHBIX MOAPA3ICTCHUSIX U apXUBE
OpTraHu3aliH

MPOBOAUTH SKCICPTUIY HEHHOCTU JCJI
(,Z[OKYMGHTOB) BPEMCHHOI'O XpaHCHU,
NEPCAAHHLIX B apXUB

OIIPEIEISATh CPOKH XpaHEHHUS A€l (TOKYMEHTOB)
BPEMEHHOT0 XpaHEHUs

o0ecreunBaTh 3aluTy J1ed (JOKyMEHTOB)
BPEMEHHOI'0 XPaHCHHUS B OpPraHU3aLUU OT
HECAHKIIMOHUPOBAHHOTO JOCTYIIA UIH
YHUYTOXKEHUS

MIPOBOIUTH (PM3UUECKOE YHUUTOKECHHE JEeTT
(TOKyMEHTOB) BPEMEHHOTO XPAHCHHS C
HUCTEKIIMMU CPOKaMU XPaHEHUs I10CIIe
COTrJIaCOBAHUS CO CTPYKTYPHBIMU
NOAPA3JIEICHUSIMH OpraHUu3aluu

oQOpMIATH YUETHBIE TOKYMEHTHI 00
YHUUTOKEHUU €T (JIOKYMEHTOB)
BPEMEHHOTO XPaHEHHUS C UCTEKIINMHU
CpOKaMU XpaHEHHsI COBMECTHO CO
CTPYKTYPHBIMH NO/Ipa3AeICHUIMHI
OpraHM3aIHH.

3HaHUA:

HOPMATUBHBIE [TPaBOBbIE aKThl Poccuiickoi
@enepanuu B chepe IeI0NPOU3BOACTBA U
apXUBHOIO JeJia

HOpPMaTHUBHBIE IPABOBBIE aKThl Poccuiickoi
denepanyu B 001aCTH 3aIIHUTHI IEPCOHATBHBIX
JTAHHBIX

HOpPMAaTHUBHBIE ITPaBOBBIE aKThI Poccuiickoil
®denepannu B 001acTH KOHPHISHITNATBHOCTH
nHpopMaLuu

MCTOANYCCKHUC NOKYMCHTBI U HAITUOHAJIbHBIC
CTaHIAAapPTHI B obmactH ACJIONPOU3BOACTBA U
APXHUBHOI'O JcJjia

METOAMKA Pa3paboTKu HOpM YIETHBIX
JIOKYMEHTOB B TPAJUIIOHHOM U B 3JICKTPOHHOM
BHJIC

MIpaBIJIa CUCTEMATH3AIMH U KIIaCCH(PUKAIINN
JIOKYMEHTOB

0COOCHHOCTH OpPraHM3aIUU XPAHCHUS JCIT
(MTOKYMEHTOB) Ha Pa3TUIHBIX HOCHTEIIIX

KPUTEPUU ONPENEIICHUS IEHHOCTH AEN
(mOKyMEHTOB) ISl TABEHEUIIIETO XPAaHEHUS UITH
YHUUYTOXKEHUS

TpeOOoBaHUS K IIPOIeCcCaM YHUUTOXKCHHUS
nH(}OpMAIU B TPAIUIIMOHHOM U AJICKTPOHHOM
BHJIC

TpeOOBaHUs OXpaHbl TPYa.

IIK 2.5.
Ocy1ecTBIsTh
HCIIOJIb30BaHUE

HaBbIKu

OCYIIIECTBIICHUS UCIIOJIb30BAHUS APXUBHBIX
neln (I0KyMEHTOB), B TOM YHCIIE C




aApPXUBHBIX eI
(IIOKyMEHTOB), B TOM
qHcye ¢
HCIOJIb30BaHUEM
ABTOMATU3UPOBAHHBIX
CUCTEM

HCIIOJIb30BAHUEM aBTOMATHU3UPOBAHHBIX
CHCTEM

YMmenus:

CHCTEMaTU3HUpOBaTh U 0000IIaTh CBECHNUS O
COCTaBE U COICP)KAHUN apXUBHBIX JIEIT
(ITOKyMEHTOB)

HUCIIOJIB30BaTh I/IH(i)OpMaL[I/IOHHI)Ie TCXHOJIOTMHU B
ob0macTH CO3daHus CIIPAaBOYHO-TIOUCKOBBIX
CpCACTB apxXuBa U JOKYMCHTHPOBAHHBIX C(I)ep
ACATCIIbHOCTH OpraHru3alu

q)OpMI/IpOBaTL OCHOBHBIC 1 BCIIOMOI'aTCJIbHBIC
BHJBI apXUBHLBIX CIIPABOYHUKOB B BHCKTpOHHOﬁ

hopme

MOJIrOTaBJINBAaTh UH(POPMALIMOHHBIE
JIOKYMEHTHI 110 3aIpOocaM I0JIb30BaTeNe
pa3IMYHBIX KaTErOpHUI.

3HaHua:

HOpPMAaTHUBHBIE ITPaBOBBIE aKThI Poccuiickoil
Oeneparinu B cepe AeTOMPOU3BOACTBA

HOPMATUBHBIE [TPaBOBBIE aKThl Poccuiickoi
®enepanny B 00J1aCTH 3aIIUTHI IEPCOHATBHBIX
JAHHBIX

METOJMYECKHE JOKYMEHTHI B 00J1aCTH
HCIOJIBb30BaHMS U MyOIMKALUY apXUBHBIX AEIT
(TOKyMEHTOB)

cepTUQHUUMPOBAHHBIE HH()OPMALLOHHO-
TTIOMCKOBBIE CHCTEMBI B 00JIaCTH pa3pabOTKH
HAayYYHO-CIIPaBOYHOTO armapara
JOKYMCHTUPOBAHHBIX c¢)ep JACATCIIbHOCTH
OpraHu3aIyH

CPOKH BBITIOJIHEHHSI Pa0OT 110 OpraHU3aIUH
WCIIOJIb30BAHMS ADXUBHBIX JeJI (JIOKYMEHTOB)

OpraHrU3allMOHHBIC ITPUHIUIIBI UCITOJIB30BAHUS
JOKYMCHTOB OI'PAHUYCHHOI'O JOCTYyIIa

TpeOOBaHMS K MOATOTOBKE aPXUBHBIX CIIPABOK H
BBITIUCOK W3 apXUBHBIX JIOKYyMEHTOB

TpeOoBaHUsI OXpaHbI TPYJA.




Paznen 5. CtpykTypa 00pa3oBaresibHOIl MPOrpaMMbl
5.1. Y4eOHblii nJ1aH M0 NporpaMMe NOAr0OTOBKH crienuaaucToB cpeanero 3gena (IIIICC3)

- - - ®dopMbl MPOM. aTT. Mtoro akaa.vacos O6bém 0N
Cuntatb MHaexc HanMeHoBaHMe SKk3a 3auer 3auet C Kp OueH | Skcnep Mo C cp NATT Mp. 06s3. | Bap.
B NnnaHe MeH oL Ka THOe nnady | npen. noaroT | YacTb | YacTb
NMN.NPO®ECCUOHAJIbHAA NOAIrOTOBKA 2952 2952 | 2048 852 52 1400 | 2066 | 886
Cru.CouunanbHO-ryMaHUTapHbIW LUK 488 488 480 8 68 442 46

+ cry.o1 WcTopus Poccum 1 80 80 80 8 34 46

MHOCTpaHHBbIl 5i3bIK B MpodeccMoHanbHou

+ cru.o2 [leSTENbHOCTH 4 123 140 140 140 36 140

+ cru.o3 be3onacHOCTb Xu3HeaesTeNbHOCTH 2 70 70 70 _ 70

+ CrLL.04 dusmnyeckas KynbTypa / AnantveHas 4 123 122 122 122 ) 122

Pu3nyeckas KynsTypa
+ cru.os OcHoBbl 6epeXxxIMBOro NPon3BOACTBa 3 38 38 34 4 12 38
+ cru.oe OcHOBbI (hMHAHCOBOW PaMOTHOCTM 2 38 38 34 4 12 38
OnnLu.06wenpoceccuoHaNnbHbIi LUK 820 820 612 192 16 494 372 448
+ onu.o1 DKOHOMMKA OpraHusaumm 3 87 87 58 29 30 34 53
+ oru.o2 MeHemKMeHT 3 87 87 58 25 4 30 37 50
+ OnLL03 MpodeccroHanbHas 3TMKa U OCHOBbI 2 120 120 88 28 4 88 34 86
[enoBoro obLeHns
MpaBoBble 0CHOBLI NpOhecCMOHaNbHOM

+ onu.04 [IESTENBHOCTH 1 116 116 96 16 4 96 61 55

+ OnLL05 MHbOpMaUMOHHbIE M KOMMYHUKALMOHHbIE 4 88 88 66 22 56 66 22
TEXHONMornm

+ onLL06 Pycckuin s3bIk B NpodheccoHanbHoM 3 86 86 70 16 58 70 16
LeATeNnbHOCTY

+ oru.o7 KoMmnbloTepHasi 06paboTka AOKYMEHTOB 4 3 120 120 80 36 4 40 70 50
O6paboTka 3KoHOMMYeCKoW MHdopMaumm /

+ ory.os AZanTyBHbIE MH(POPMALMOHHBIE TEXHOMOrMN 2 68 68 64 4 64 68
B NpoheccMoHanbHOW AesTeNbHOCTH




KOMMyHUKaTMBHbIN NpakTukym / ColpanbHas

+ onu.o9 ajanTaums U OCHOBbI COLMANbHO-NPABOBbIX U 1 48 48 32 16 32 48
3KOHOMUYECKNX 3HAHUIA
MNL.MpodeccnoHanbHbIA LUK 1428 1428 | 956 436 36 838 1036 | 392
OcyuiecrsiieHMe opraHM3aLMOHHOro 1
+ MM.01 AOKYMEHTALMOHHOIro obecneyeHus 111222 526 526 438 76 12 320 474 52
AEATENbHOCTM OpraHM3auvmn
[lokymeHTaUMoHHoe obecrneyeHne %
+ MZK.01.01 yripaBeHms: 2 242 242 238 4 120 218 24
OpraHuzaumst paboThbl C 3N1EKTPOHHBIMMU %
+ M[K.01.02 [IOKyMEHTaMM 1 68 68 68 68 68
+ MZK.01.03 OpraHu3aums cekpeTapckoro 06cnyXunBaHms 1* 80 80 80 80 52 28
+ M/K.01.04 [lokyMeHTaUMoHHOe obecneyeHve KaapoBom 1 52 52 52 52 5y
CIyx6bl
+ YM.01.01 YyebHas npakTuka 2% 36 36 36 _ 36
Mnn.o1.01 MNpou3BoaCTBEHHas NpakTuka 2% 36 36 36 _ 36
+ MM.01.01(K) KBarngumKkaLymoHHbIN SK3aMEH 12 12 12 _ 12
OpraHu3saumsa apxuBHoO# pa6oTbl No
+ MM.02 AOKYMEHTaM opraHM3aumii pasfiInyHbIX 223344 490 490 406 72 12 406 262 228
¢opm co6TBEHHOCTH
+ M/K.02.01 OpraHusaums n HopMaTUBHO-NPABOBbIE 2% 100 100 100 100 34 66
OCHOBbI apXMBHOIO Aena
locyaapcTBeHHbIE, MyHULIMNANbHBIE apXMBbI %
+ MAK.02.02 1 aPXMBbI OpraH3aLINA 2 100 100 100 100 34 66
+ MZK.02.03 MeToauka v NpakT1Ka apXvBOBEAEHNS 3* 106 106 106 106 76 30
+ MIK.02.04 ObecneyeHne COXpaHHOCTM AOKYMEHTOB 3% 100 100 100 100 34 66
+ ¥Mn.02.01 YyebHas npakTuka 4% 36 36 36 36
+ Mnn.02.01 Mpov3BoACTBEHHAs MpaKTuKa 4% 36 36 36 _ 36
+ MM.02.01(K) KBangmKkaymoHHbI SK3aMeH 12 12 12 _ 12
OcBoeHue BMAOoB paboT no ogHoW Unun
+ NnM.03 HECKoJIbKMM npodeccuam paboumx, 444 268 268 112 144 12 112 156 112
AO/HKHOCTAM Cly)aLmx
+ M/K.03.01 BbinonHeHve paboT no AomMKHOCTU 4% 112 112 112 112 112
[enonpov3BoanTesb
+ YMn.03.01 YuebHas npakTuka 4* 72 72 72 _ 72
Mnn.03.01 Mpov3BoACTBEHHAs MpaKTuKa 4% 72 72 72 72




+ MM.03.01(K) KBa/mmgmuKaLMOHHbIV SK3aMEH 12 12 12 12
NMPON3BOACTBEHHASA MPAKTUKA
+ nan.oi (MPELAVNIIOMHAS) 144 144 144 144
F'A.TocynapcTBeHHas UTorosas aTrecraums 216 216 216 216
MoaroToBKa BbiMyCKHOW KBA/IMMUKALMOHHOM
paboTbl, 3aLUMTa BbINYCKHOM 216 216 216 216

MMA.01

KBaNMMUKALMOHHOWM paboTbl 1

[IEMOHCTPALMOHHBIV 3K3aMeH




5.2. KanennapHuslii yueOHblIii rpaguk

KaneHaapHbii y4ebHbI rpadumk

Mec CeHTs6pb " OKTs16pb Hosibpb [ekabpb - SlHBapb - ®deBpanb Mapt " Anpenb - Man MioHb " WMonb Asrycr
o

NEHERN RN EEEINEHE R R E NI R I R I NN I R T I E e R s N E I e e N N e
Yacnal| T e o N N O N O A O O s B A I B B 2 B A B I R R R Eacl R R IR BN U T DT AR T B RO RPN o AN B AN B O AR ERR AR A

IR o| 2R NIRRT EIEIE w (NS Nlo|32 Nlo|2R o| 2R MEIEIRIMNEIEIR o|2R IR
Hen [1[23[4[5[6[7[8[9([10[11[12[13[14[15[16[17[18[19[20[21][22[23[24[25/26(27[28[29(30[31(32(33[34[35(36(37[38[39[40(41[42(43[44[45[46(47[48[49[50][51]52
I 3[K|K vin|[3|K|K[K|K|K[K]|K]|K

L K |
L K |
I 3[K|K viviyfnfnjn|a|m|na|ma|mafr|r|{r{r{rir==|=|=|=|=|=|=]|=
CBofiHbIE AaHHbIE
Kypc 1 Kypc 2
yp yP Wroro
Cem. 1| Cem. 2| Becero | Cem. 3 | Cem. 4 | Bcero

O6yyeHure no aucumnavHaM m 16 ~ B 16 ; o .

MEeX AUCUMMIIMHAPHBLIM Ky pcaM
Y |YyebHas npakTuka 1 1 3 3 4
n Mpon3BoacTBeHHast NpakTuka (no 1 T 3 E ;

nNpocunto cneumanbHOCT M)
na [pon3BoACTBEHHAs NpaKTuKa 4 4 4

(NnpeaavnnomMHas)
D |MpoMexyToyHas aTTecTaums 1 1 2 1 1 2 4
" |FocypmapcTBeHHas nTorosas aTTecraums 6 6 6
K |KaHukynbl 2 8 10 2 2/6 | 22/6 | 122/6
Utoro 19 33 52 19 |[242/6 |432/6| 952/6




5.3. Padouasi nporpaMma BOCIIMTAHU S

Lean paboueii mporpamMMbl BOCIIUTAHUS — CO3/IaHUE OPTraHMU3alMOHHO-TIEIarOrHUYeCKIX
yCIIOBHMA Ui ()OPMHUPOBAHUS JIMYHOCTHBIX PE3YJIbTATOB OOYYArOIIMXCs, MPOSBIISIOUINXCS B
Pa3BUTHU MX TO3UTHBHBIX YYyBCTB M OTHOLICHMH K POCCHUICKMM TIpa’kIaHCKUM (0Oa30BbIM,
OOIIeHAIIMOHATFHBIM) HOPMaM M LIEHHOCTSM, 3aKperiéHHbIM B KoHcTurymmun Poccuiickoit
denepanyn, ¢ y9eTOM TPATUIMKA U KyJIbTYpbl cyObekTa Poccuiickoii Depepanuu, JIEIOBBIX
KayeCTBKBATM(UIMPOBAHHBIX CHELUAINCTOB CPEJHETO 3BE€HA, OMPEAEICHHBIX OTpacieBbIMU
TpeOoBaHUSAMHU (KOPIIOPATUBHOM KYJIBTYPO).
3agauu:

- (opMHpOBaHHE €IMHOIO BOCIHUTATEIBHOTO IMPOCTPAHCTBA, CO3JAIOIIEI0 pPaBHBIC
YCIIOBHSI U 00ECIIEUMBAIOIIET0 PAa3BUTHE O0YYAIOIIEroCs KaK CyObeKTa NeaTeIbHOCTH, KaK
JUYHOCTH M KaK HWHIUBUAYAIbHOCTH, BIAJCIOMIEN O0OIIEYeIOBEeYUeCKUMU HOpPMaMHu
HPABCTBEHHOCTH, KYJIbTYPBbI, 310POBbS U MEXIUYHOCTHOIO B3aUMOJIEUCTBUS U CIOCOOHOM
obecrneunBaTh yCTOWYHBOE MOBBIIICHUE Ka4eCTBa COOCTBEHHOM JKM3HU U 00IIIECTBA B IIENIOM;

- oOpraHM3alusi BC€X BHJOB JESATENbHOCTH, BOBJEKaroUmlel oOydamomuxcs B
00IIECTBEHHO-IEHHOCTHBIE COLMATU3UPYIOIINE OTHOLICHHUS;

- BOBJICUCHHUE 00YYAIOIINXCS B KPYKKHU, CEKIIMU, KITyObl, CTYTUH U UHbIE O0bETMHEHMUS,
peanu30BbIBaTh UX BOCIIUTATENIbHBIE BO3MOKHOCTH;

- HCIIOJIb30BAaHKE B BOCITUTAHUU OOYYAIOLINXCS BO3MOKHOCTH U3y4aeMbIX PEJMETOB,
MOJIJICPKUBATh UCIIOJIB30BaHUE HA 3aHITHIX HHTEPAKTUBHBIX (POPM;

- OopraHu3oBbIBaTh B Duinane BOJOHTEPCKYIO IESTEIbHOCTh W NPUBJIEKATh K HEH
CTYJIEHTOB JIJI1 OCBOEHHUSI MU HOBBIX BHJIOB COLIMAJIIBHO 3HAYUMOM JESITEIbHOCTH;

- OpraHM30BBIBATH JJISi 00YUAIOIIMXCS CTYAEHTOB YKCKYPCHH, SKCIICTUINH, TIOXO bl U
pEaIN30BbIBATh UX BOCIUTATENIbHBIN OTEHIUAL;

- OpraHU30BBIBaTh PabOTY C CEMBSIMHU 00YYAIOIIMXCS, UX POTUTEISIMH WIH 3aKOHHBIMH
[IPEJICTABUTENISIMY, HAIPaBICHHYI0O HA COBMECTHOE peIlIeHHuEe MpoOjieM JIMYHOCTHOTO
pa3BUTHUS 00yYarOIINXCS.

- ¢opmupoBanue y  oOyuaronuecs — mnpodeccuoHambHOM — 00pa3oBaTeNbHOM
OpraHu3aIK OOUINX IIEHHOCTEH, MOPAJIbHBIX ¥ HDABCTBEHHBIX OPUEHTHPOB, HEOOXOIUMBIX
JUIsl yCTOMYMBOIO Pa3BUTHUS TOCYAapCTBa;

- yCUJIEHHE BOCIHTATEIbHOIO BO3JEHCTBUS Ojarojaps HENMpPEephIBHOCTU Ipoliecca
BOCIIMTAHHUS.

®enepanbabiii 3akoH oT 29.12.2012 1. Ne 273-®3 «O6 o6OpazoBanmu B Poccuiickoii
®eneparm» onpeaeser 00pa3oBaHUe KaK €MHBIN Ie/IeHanpaBIeHHbIN MPOIecc BOCTUTAHUS
1 00y4eHHs1, SIBJSIOMINIACS 0OIECTBEHHO 3HAYMMBIM 0J1aroM M OCYIIECTBISIEMbIH B HHTEpecax
4eJloBeKa, CEMbHU, OOIIECTBA U FOCYapCTBa, a TAK)KE COBOKYIHOCTh MPUOOPETaeMbIX 3HAHUH,
YMEHUI, HaBBIKOB, IIEHHOCTHBIX YCTaHOBOK, OIIbITA JIEATEIBHOCTH U KOMIIETEHLUH
OmpeAeNieHHbIX Oo0beMa M  CIOKHOCTM B  IENAX HMHTEUIEKTYaJbHOTO, JTyXOBHO-
HPaBCTBEHHOI'O, TBOPYECKOT0, PU3MUECKOTr0 U (UJIH) TPO(HECCHOHATILHOTO Pa3BUTHS YEI0BEKa,
Y/IOBJIETBOPEHUSI €r0 00pa30BaTEIbHBIX TOTPEOHOCTEH U HHTEPECOB.

Bocnuranue — nesTenbHOCTh, HAallpaBJIEHHAs HAa Pa3BUTHE JIMYHOCTH, CO3/IaHUE YCIIOBUM VIS
CaMOOIIPE/ICICHUS] U COLMAIN3AMKY 00YyYaroIMXCsl Ha OCHOBE COLMOKYJBTYPHBIX, TyXOBHO-
HPaBCTBEHHBIX IIEHHOCTEH M MPUHSTHIX B POCCUHCKOM OOIIECTBE MPABUII M HOPM TTOBE/ICHUS B



MHTEpEeCcax YeloBeKa, CeMbM, OOIIECTBa U TOCYIapcTBa, (OpMHUpPOBaHHE Yy OOYUaIOMIMUXCS
YqyBCTBA MATPHUOTHU3MA, IPaXIaHCTBEHHOCTH, YBAXXEHUS K MaMATH 3allUTHUKOB OTedecTBa U
nogsuraMm ['epoeB OtedecTBa, 3aKOHY M NPaBOMNOPAIKY, YEJIOBEKY TpyAa M CTapuieMmy
MOKOJICHUIO, B3aMMHOTO YBa)KCHHs, OEPEXKHOTO OTHOLICHHS K KYJIbTYPHOMY HACICIHIO U
TpaJuLMsIM MHOTOHAIIMOHAIBHOTO Hapoa Poccuiickoit denepanuu, npupojie U OKPYKaronen
cpene».

Bocruratensnas cucrema @unmana HampaBieHa Ha (QOPMHpPOBAHHE U Pa3BUTHE
MHTEJJICKTYaIbHOM, KYJIbTYPHOW, TBOPYECKOM, HPABCTBEHHOW JIMYHOCTU OOydYaromierocs,
OyIyIIero CrerualicTa, COYeTaronero B cede npodeccnoHalbHbIC 3HAHUS U YMEHUS, BRICOKHE
MOpajbHble M MATPUOTHYECKHE KadecTBa, OOJIAZAIOLIEr0 MPaBOBOM M KOMMYHUKATUBHOU
KYJIbTYPOW, aKTUBHOM I'PakJaHCKOH MO3ULIUEH.

B ocnoBy Ilporpammbl 3a0eH HOPUHLUI MPEEMCTBEHHOCTH BOCHIMTATEIBHONM padOThI OT
Kypca K Kypcy C YYeTOM BO3PAaCTHBIX M3MEHEHHUI, MOOMJIBHOCTH COLIMANBHBIX CTAaTyCOB U
poJieil 00ydaroMxcs CTapIiuX KypCcoB.

OcHoBHble HanpaBieHus [Iporpammsl

Monys 1. [IpodeccuonanbHoe U Tpy10BOE BOCITUTAHNE 00YUAIOLIHXCS;

Monyinb 2. JlyXOBHO-HPaBCTBEHHOE U 3CTETUYECKOE BOCITUTAHMUE;
Monyinb 3. ['paskaaHCKO-TaTPUOTUYECKOE BOCIIUTAHUE;

Monynb 4. [IpaBoBO€ BOCIIUTaHHUE;
Monynb 5. [IpodunakTika 3KCTPEMUCTCKUX MOSIBJICHUI B CTYyA€HYECKOH cperie;

Monyinb 6. KynpTypHO TBOpUECKOE BOCIIUTAaHUE CTYIEHTOB;
Moaynb 7. DKOI0THYECKOE BOCIIUTAHUE
Monyns 8. Bocriutanue ceMeiHBIX IEHHOCTEH U paboTa ¢ pOIUTEISIMU
Monyns 9. dusndeckas KynbTypa, 310poBbecOepekeHne 1 6e30macHblil 00pa3 )KU3HU
Monyns 10. IIpoduiakTika mpaBOHAPYIICHUH 1 3aBUCUMOCTEH cpei 00yJaronIixcst
Monyins 11. CtyaeHueckoe caMOynpaBiIeHHE U MOAJEPKKA COLUAIBHO 3HAUYUMBIX
MOJIOZIC)KHBIX HHULIUATHB.
KanengapHblii nian - 370 3a0JaroBpeMeHHOE OIPEIEICHUE MOPsAJIKaA, MOCIEI0BaTEIbHOCTH
OCYILECTBJIEHUs] TMPOTPaMMBbl BOCIMTATEIbHO - 0Opa30BaTEebHOM padOThl € yKa3zaHUEM
HEOOXOJIMMBIX YCIIOBUH, HCIIOIB3YyEMBIX CPEICTB, JOPM U METOJIOB paOOTHI.

Pabouass mporpamMmma BOCIMTaHHS W KaJCHOAPHBIA IUTAH BOCIIMTATENILHONW PaOOTHI
npenacrasieHsl B [Ipunoxxenun 4.

Paspnen 6. YciaoBus peasmm3zanun 00pa3oBaTeIbHON NPOrpaMMbl
TpebGoBaHusi K YCIOBUSIM pealu3alud O0Opa3oBaTENbHONW MMPOrpaMMbl BKIIOYAIOT B ce0s
oOmecucTeMHble  TpeOoBaHMs, TpeOOBaHMS K  MaTepHUAIbHO-TEXHUYECKOMY,  Yy4eOHO-
METOANYECKOMY OOECIIEYeHUI0, K OpPTraHW3allMd BOCIUTAHUS OOYYAIONIMXCS, KaJApPOBBIM H
(MHAHCOBBIM YCIIOBHSIM peaTH3aliy 00pa3oBaTeIbHON MPOTPAMMBIL.

6.1. TpedoBaHusi K MaTepUATBbHO-TEXHHYECKOMY O0ecre4eHn 0 00pa3oBaTe/bHOM
NPOrpamMMbI

Ilepeyens crnienuaIbLHbIX MOMeLeH it

KaOunersr:

ConunanbHO-?KOHOMHUYECKUX U YNIPABICHUECKHUX AUCLHUIUINH;

HNHocTpaHHOTO A3bIKa B MPOPECCHOHATBHON ACSITEIbHOCTH;



Pycckuii 51361k B TpodecCHOHANBHOM 1eATeNbHOCTH;
[IpaBoBorO 06EcTIeueHMs IPO(PEeCCHOHATTLHOM ACSITENbHOCTH;
JlokyMeHTalnoOHHOTo 00ecneYeHrsl YIIpaBIeHUs;
ApXUBOBEICHHSI;

[IpodeccronanbHOM STUKH M OCHOB JICJIOBOTO OOIICHHUS;
Opranusanuu ceKpeTapckoro 00CIyKHUBaHUS;
be3omacHOCTH KU3HEACATSIBHOCTH,

JlabopaTopun:

KomMmrsrotepHoii 00paboTKH JOKYMEHTOB;
NubopMaloHHBIX 1 KOMMYHUKAIIMOHHBIX TEXHOJIOTUH;
ApPXUBHOTO Jlena;

Opranuzanuu padoThl ¢ JOKYMEHTaMU;

CucreM 3IEKTPOHHOTO JOKYMEHTO0000POTa;

YyeOHast KaHIIENSAPHUS.

CnopTHBHBIH KOMILIEKC:

3anbr:
bubnnorteka, YuTaNbHBIN 3aJ1 ¢ BBIXOJOM B HHTEPHET
AKTOBBIN 3411

6.1.1. MarepuaJibHO-TeXHHYECKOe 0OOecreueHue

dunuan pacroyiaraeT MaTepHalbHO-TEXHUUYECKOH 0a30ii, o0ecrieurBaroneit MpoBeIeHUe 3aHATUI
BCEX BHJIOB, IPEyCMOTPEHHBIX 00pa30BaTEIIbHON MPOTpaMMOM B YUEOHBIM IJIaHOM: YIeOHBIMHU
ayIUTOPUSIMU JJI1 TIPOBENCHMs 3aHATHM BCEX BUAOB, NPEIYyCMOTPEHHBIX 00pa3zoBaTENBLHOI
MpOrpaMMON, B TOM YHCJI€ TPYNIOBBIX U UHAUBUAYAIbHBIX KOHCYJIBTALMM, TEKYIIETO KOHTPOJIS
Y TIPOMEKYTOUYHOM aTTECTAIlMH, a TaK)Ke MOMEIICHUS JJI1 CAMOCTOSTEILHON M BOCITUTATEILHOMN
paboThI, MAaCTepCKUE U Ta00OpaTOPHH, OCHAIIIEHHBIE 000PYAOBaHNEM, TEXHHUECKUMHU CPEICTBAMHU
oOydYeHUs1 1 MaTepHuajaMy, YIUTHIBAIONUMH TPEOOBAHUS MEKIYHAPOIHBIX CTaHIAPTOB.
[ToMemenust i1 CaMOCTOATEIILHOM M BOCIUTATEIHHOW PabOThI OOYYArOMIMXCS OCHAIICHBI
KOMIILIOTEPHOW  TEXHMKOW C  BO3MOXKHOCTBIO  MOAKIIOUEHUS K  WHGOPMAIMOHHO-
TeIeKOMMYHHKaIIMOHHON cetu "MHTepHer" wm oOecrieyeHHeM J0CTyla K COBPEMEHHBIM
npodeccHoHabHBIM 0a3aM JaHHBIX, 3JIEKTPOHHON HMH(OPMAIIMOHHO-00pa30BaTEILHON cpelie U
AIEKTPOHHO-OMOINOTEYHON CUCTEME.

OcHaiieHnue y4eOHBIX ayUTOPHIA, Ta00PaTOPHil M MACTEPCKUX OTPAXKEHO B pabOUMX MporpaMmmax
Y4eOHBIX JUCHIHUIUINH, TPO(PECCHOHATBHBIX MOJTYJICH.

Peanmzamus [ITICC3 no cnienmanbsaoct 46.02.01 JlokymeHTanmoHHOE 0OecriedeHrne yrpaBieHUs
U apXHUBOBEJEHHE OOECHEeUrBAETCs JIOCTYIOM KaKIoro oOywaromierocss Kk 0a3aMm JaHHBIX H
oubnmroreyHbIM  (hoHAaM, (GOPMHUPYEMBIM IO TOJTHOMY TEPEYHIO JUCIUIUIMH W MOJyJIeH
00pa30BaTeNbHON MPOrpaMMBbI, a Takke WH(OOPMALMOHHBIM TEXHOJOTHUSIM, UCHOIb3yEeMbIM MPHU
OCYIIECTBIICHUU 00Pa30BaTEIBLHOTO MPOIIecca, BKIOYasi MePEeYeHb JIUIIEH3UOHHOTO U CBOOOHO
pacipoCTpaHsIEMOro IMPOTPAaMMHOIO oOecreueHusi, MNpPoPecCHOHANIBHBIX 0a3 JaHHBIX U
MH(POPMAIIMOHHBIX PecypcoB ceTH MHTepHEeT, yKa3aHHBIX B pabouuX MporpaMMax y4eOHBIX
TUCITUTLINH, TPO(ECCHOHATBHBIX MOTYJICH.

B cimyyae npuMmeHeHUsT AJIEKTPOHHOrO OOy4YeHHs, JUCTAHIMOHHBIX 0O0pa30BaTEIbHBIX
TEXHOJIOTUH, TPUMEHSIOTCS CHEIHaIbHO OO0OpPYJOBaHHBIE IMOMEIIECHUS, WX BUPTyaJIbHbBIE



aHaJIor", rno3poJisitoure odyyaromumces ocauarb OK u I[1K.

OOpa3zoBaTenpHas TporpaMma oOecredeHa y4eOHO-METOAMYECKON TOKyMEHTAaIleld IO BCEeM
y4eOHBIM JTUCUUIUIMHAM, MOIYJISIM.

[lepeyeHb 3JIEKTPOHHBIX O00pPa30BATENBHBIX PECYPCOB COAEPXKUTCS B pabOUYMX MporpaMmax
y4€OHBIX JUCLUILINH U MPOPECCHOHATBHBIX MOTYJIEH.

[IporpamMma TOATOTOBKH CIICIMATHCTOB CpeaHero 3BeHa 1o crnenmanbHocTH 46.02.01
JlokyMeHTallMoOHHOEe OOecreueHe YNpaBlICHUs W apXUBOBEJCHHE OOECIeYeHa KOMILIEKTOM
pabounx mporpamM y4eOHBIX TUCIHIUINH, pa3pa0OTaHHBIX B COOTBETCTBUU C HOPMATUBHBIMU
TpeOOBAHUSAMHU, METOJMUYECKUMH PEKOMEHJAIMSIMHU 10 BBIMOJHEHUIO KYpPCOBBIX paboOT u
JTUTUIOMHBIX paboT, paboYrMH MPOrpaMMaMH IO MPAKTUKE.

6.1.2. OcHamenue 6a3 NpakTHK

Peanuzanust  oOpa3oBaTenbHOM MPOrpaMMbl  MPEArojiaraeT o0sM3aTeNIbHYK YYeOHYH U
MPOM3BOJICTBCHHYO TPAKTHKH.

YueOHass TMpakTHKa pealu3yercs B ydeOHbIX aymuTopusx Ounmana u  pacroliaraet
000pyI0BaHUEM, HHCTPYMEHTAMH, PACXOIHBIMH MaTepHalaMH, 00SCIICUNBAIOIIIMMH BHITOJTHCHUE
BCEX BHUJIOB pabOT, OMPEICICHHBIX COJIEPKAHUEM IPOrpaMM MPO(eCCHOHATBHBIX MOJTYJICH.
[TpousBoICTBEHHAS MPAKTUKA PEATU3YETCS B OPTaHU3ALUAX JTF000T0 PO uIist, 00ECTICUNBAOIIUX
JeSTENbHOCTh OOywarommxcsi B mnpodeccuoHanbHOl obmactu: 07 AJMHMHHUCTPATHBHO-
yrpaBjieHYecKast ¥ OPHUCHAs IeATEILHOCTb.

O06opynoBaHue MPEeINPUATHI U TEXHOJIOTHYECKOE OCHAIllEHHE pabounX MECTIPOU3BOICTBEHHOM
MPAaKTUKH JIOJDKHO COOTBETCTBOBATh COJEPKAHUIO NMPO(ECCHOHANBHON AEATENHHOCTH W JaTh
BO3MOKHOCTh 0OYYaIOIIEMyCsl OBJIaIeTh NPOGECCHOHATBHBIMU KOMIIETEHLIUSIMU 10 BCEM BHJIaM
JEATENbHOCTH, MPEAYCMOTPEHHBIMH  IPOTPAMMOM, C  HCIIOJIb30BAHUEM  COBPEMEHHBIX
TEXHOJIOTUH, MaTepuasoB U 000py10OBaHUS.

s oBnaseHust npoeCCUOHATBHBIMU HaBbIKAMU U C IIETBIO TPYAOYCTPOIMCTBA BBIITYCKHHUKOB,
3aKITIOYAIOTCS JIOTOBOPBI O TPAKTUYECKOH MOJrOTOBKE MEXny (uinaioM U MpoQUIbHBIMU
OpraHu3aLMsIMU.

[Ipo¢unbHple  OpraHM3allMM  COTJIACOBBIBAIOT  MPOTPaMMbl  MPAKTHKH, COJACPXKAHUE U
IUITAHUPYEMBbIE PE3yJIbTaThl NPAKTUKH, 3a/laHUE Ha MPAKTUKY; MPEJOCTaBISIOT pabodyne MecTa
o0yyYaromumMcsi, Ha3HAYarT PyKOBOAMUTENEH MPAKTUKH OT OpraHU3allid, ONpPEICSIOT U3 Yhcia
BBICOKOKBATM(DUIIMPOBAHHBIX ~ PAOOTHUKOB  OpPraHM3allMM  HACTAaBHUKOB,  ITOMOTAIOIINX
o0yyaromumcsi OBJIaJeBaTh MPO(YECCHOHAIBHBIMU HABbIKAMM; YYacTBYIOT B OIPEJCIICHUU
NPOIEyphl OIIEHKH pPE3YyJbTaTOB OCBOCHHS OOMMX M TPOPECCHOHATHHBIX KOMIIETEHIIHH,
MOJIyYEHHBIX B IIEPUOJ IMPOXOXKACHUSA IPAKTUKHM, a4 TaKKE OLCHKE TaKUX pe3yJbTaToOB;
obecrieunBaloT O€30MacHbIe YCIOBHS MPOXOXKACHUS MPAKTHKU OOYyYaroIMMCs, OTBEYAIOLIUEe
CaHWTAPHBIM MTPAaBUJIaM U TPEOOBAHUSIM OXPAaHbI TPYA; MPOBOAT HHCTPYKTAXK 00yUAIOIIUXCS TIO
O3HAKOMJICHHIO C TpeOOBAaHUSIMU OXpaHbl TpyJa, TEXHUKH OE30MacHOCTH, MOXKApHOH
0€30IacHOCTH,a TaK)Ke MPaBUIaMU BHYTPEHHETO TPYI0BOIO pacopsIKa.

Nmeromuecss 0a3pl MPakTUYECKOW MOATOTOBKM (IPakTUK) oOyuarommxcs o00ecrneynBaroT
BO3MO>KHOCTh TIPOXO’KACHUS MPAKTUKU B COOTBETCTBHHU C YUEOHBIM TJIAHOM.
Jlonmyckaercst 3aMeHa 000py10BaHUs €r0 BUPTYaIbHBIMH aHAJIOTaMH.



6.2. TpeGoBaHusI K y4eOHO-METOANYECKOMY 00ecnevyeHHI0 00pa3oBaTebLHOMI
NpOrpaMMmblI

6.2.1. bubmmoTeunslii GoHa QrIHaNa YKOMIUIEKTOBAH IMEYaTHBIMU HM3JIaHUSIMH U (WJIH)
AJIEKTPOHHBIMU H3aHUSIMHU MO0 KaXAOH AuciuIiuiMHe (MoIyio) u3 pacuera He Menee 0,25
HK3EMIULIpa KXKIOTO U3 M3JaHNH, YKa3aHHBIX B pabOYMX MporpamMMax JUCHUILTHH (MOIyJei) B
KayecTBe OCHOBHOW JUTEpaTypbl, HA OJHOTO OOYYaIOIIErocs M3 YHMCIa JIUI, OJHOBPEMEHHO
OCBAMBAIOIINX COOTBETCTBYIONIYIO TUCIHUILTUHY (MOJIYJIb).

bubnuoreunslii ponx Ounmana yKOMIDIEKTOBAH JIEKTPOHHBIMU YUYE€OHBIMU H3/IAHUSIMH,
BKJTFOYAst YICOHUKHU M yUeOHBIE ITOCOOUS TI0 KaXIOH TUCIIUILTHHE (MOIYIIIO), C MPEAOCTaBICHUEM
HEOTPAHUYEHHOTO JIOCTyNa oOydJaromuxcsi K IUppoBON (SJIEKTpOHHOH) OubnuoTeke -
obpasoBatenbHOl Muatdopme «tOpaitr» https://urait.ru/, «3Hanumym» https://znanium.com/ ,
«IPRbooks» https://www.iprbookshop.ru/

B kauecTtBe ocHOBHOI snuTepaTypbl @uinnan (0 BO3MOXKHOCTH) HCIOJIb3YeT YUeOHHUKH,
yueOHble ocobusi, npeaycmorpennsie [IOOIT.

OOyuarommmcst  obecriedeH  goCcTynm  (YOAJICHHBIA — JIOCTyH), B TOM  YHCIE
B CIIy4yae MPUMEHEHUs JIEKTPOHHOTO 00yUeHHs], TUCTAHIUOHHBIX 00pa30BaTeIbHBIX TEXHOIOTUH,
K COBPEMEHHBIM Npo(decCHOHANPHBIM 0a3aM MaHHBIX W WH()OPMAIMOHHBIM CIIPABOYHBIM
CHCTEMaM, COCTaB KOTOPBIX ONpeaessieTcs B paboymx MporpamMMax JUCLHMIUIMH (MOXIyJeH) u
MOJUIEKUT OOHOBIICHHIO (TIPU HEOOXOUMOCTH).

OOpa3zoBarenbHas MporpaMMa OO0ECIEYHBAETCS YICOHO-METOAMYECKOM JTOKYMEHTAIMEH
0 BCEM Y4EOHBIM TUCIUTUINHAM (MOJIYJISIM).

6.2.2. OGyyaromuecss MHBJIMIBI M JIMLA C OTPAHUYCHHBIMU BO3MOXKHOCTSMH 30POBBS
oOecrieueHbl eYaTHBIMU | (WITN ) 3JIEKTPOHHBIMH Y4EOHBIMU H3JaHUSMHU, aAallTHPOBAHHBIMH TIPH
HEOOXOIMMOCTH /ISl OOYUEHUS YKa3aHHBIX 00YYaroIIuXCsl.

[lpu oOy4yeHNMM WHBAJIMIOB W JIMI C OTPAHUYCHHBIMH BO3MOXKHOCTSMHU 3I0POBbS
3JIEKTPOHHOE OOyuYeHHE M JUCTAHIMOHHBbIE 00pa30BaTENIbHbIE TEXHOJIOTHM IMPEIyCMaTPUBAIOT
BO3MOKHOCTh TIpHeMa-Tiepeaadr HHHOpMaIK B JOCTYITHBIX JUIs HUX (opMax.

6.3. TpeGoBaHusI K NPAKTUYECKOI MOATOTOBKE 00y4al0IMXCS

6.3.1. IIpakTHyeckas MoAroTOBKa IPH peai3auy 00pa30BaTeIbHBIX IPOTPAMM CPETHETO
npo¢eCCUOHATBLHOTO 00pa30BaHMs HAIpPaBICHA HA COBEPIICHCTBOBAHWE MOJEIH IMPAKTHUKO-
OPHEHTUPOBAHHOTO OOyuY€HMsl, yCUIEHHUE PoJIM paboTojaTeneil Ipu MOATOTOBKE CIELUAINCTOB
CpeIHEro 3BEHa IyTEM pACHIMPEHHsT KOMIIOHEHTOB (4YacTeil) oOpazoBaTelbHBIX IPOrpamM,
NpeIyCMaTPUBAIONINX MOJICIIMPOBAHUE YCIOBHM, HETOCPEACTBEHHO CBS3aHHBIX C OynIymiei
npoeCCUOHATILHON  JIESATENbHOCThIO, @ TaKkKe O00ecHeueHusl YCIOBUM s  IMOJydYeHMs
00yYaromuMHCs TPAKTUYECKUX HABBIKOB W KOMIIETEHIIMH, COOTBETCTBYIOUIMX TPEeOOBaHUSM,
NpeIbsIBIIEMbIM Pa0OTONATENIMU K KBATM(UKALIUAM CIIELUATUCTOB.

6.3.2. ®unmuan PITY B r. JlomonenoBo peanusyer oOpa3oBaTelbHYIO MPOrpaMMmy U €e
OTJENbHBIC YacTH (IUCIMIUIMHBI, MEKIUCIUILUTMHAPHBIE KYPCBI, MPOQGECCHOHATBHBIE MOIYIH,
IPaKTHKa U APYrue KOMIIOHEHThI) COBMECTHO C paboTonaTeneM (IpoQuiIbHON opraHu3anueil) B
¢dopme npakTuueckoil noarotoBku ¢ yuerom tpedoBanuil ®I'OC CIIO cnenmduku nomyyaeMoin
CTIEIMATBHOCTH.

6.3.3. OGpazoBaTenbHas IeATeIbHOCTh B (popMe MPaKTHUECKOM MOIrOTOBKU:

- peanu3yeTcss Ha pabodyemM MecTe TMpeanpusaTus padotoaatesst (MPoPUIHLHOW OpTraHU3aIK) TTPH
IPOBEJCHUM  NPAKTHUYECKMX U Ja0OpaTOpPHBIX  3aHATUH,  BBINOJHEHUH  KYPCOBOTO
MPOEKTUPOBAHMS, BCEX BUIOB MPAKTUKU U UHBIX BUJIOB YUEOHOM NEATEIHHOCTH;



- TpelycMaTpuBaeT JAEMOHCTPAIUIO0 MPAKTUYECKUX HABBIKOB, BBIMIOJHEHUE, MOJCIMPOBAHUE
00yYaroIUMUCs ONPeIeTICHHBIX BUIOB paOOT ISl PEIICHUs MPAKTHUECKUX 3a7ad, CBS3aHHBIX C
Oymymei npo¢eCCuOHATbHON JESTEHHOCTHIO B YCIIOBUSIX, MPUOTMKEHHBIX
K peajbHBIM TPOU3BOJACTBEHHBIM;

- MOXET BKJIIOYaTh B CeOs OTIENbHBIC JICKIMH, CEMHHApPHI, MacTep-KJIacChl, KOTOpHIC
peIycMaTpUBAOT Tepefady oOydarommumcss y4eOHON uHpopMaInuy, HEOOXOAUMOW  JUIs
MOCJIeTYIOIIETO BHITIOTHEHUS padoT, CBSI3aHHBIX ¢ OyayIei mpodecCuOHaIbHOM NesITeTbHOCTIO.

6.3.4. O6pa3zoBarenbHas  JCATCIBHOCTH B (opMe  MPAaKTHYECKOW  IMOJATOTOBKH
opraHm3oBaHa Ha 2 W 3 Kypcax oOydYeHHs, OXBaThIBas TUCIMILIUHBI, MEXIUCIUTUTMHAPHBIC
MOJTyJH, TPO(ECCHOHATIBHBIE MOJTYJIH, BCE BUJIbI IPAKTUKH, TPEYCMOTPEHHBIC YICOHBIM TTAHOM
00pa30BaTeNbHOI MPOTrpaMMBbl.

6.3.5. [IpakTHueckasi MoIrOTOBKa OPraHU3YeTCsl B yUEOHBIX, Y4eOHO-TIPON3BOICTBEHHBIX
1abopaTopusiX U UHBIX CTPYKTYPHBIX MOAPA3ICICHUAX 00pa30BaTEIbHON OpraHU3aIlU, a TaAKKe
B CIELUUAIbHO OOOPYIOBAHHBIX TMOMEMICHUAX (pabodynx MecTax) MPO(UIBHBIX OpPraHU3aAlUN
Ha OCHOBAHWHU JOTOBOpPA O MPAKTUYECKOH MOATOTOBKE OOYYAIOIIUXCS, 3aKIF0YAEMOTO MEXITy
¢bunranom u npouIbHON opranuzamueit (paboTonaTeneM), OCyIIeCTBISIONICH NeATeIbHOCTh 10
npo¢ o 00pa3oBaTeIbHON MPOTPAMMEI.

6.3.6. Pe3ynbTathl OCBOCHHUS 00pa30BaTEIbHOH IPOrpaMMBI (€€ OTICIILHBIX YacTeil)
OLICHMBAIOTCSI B paMKax IPOMEXKYTOUHOW M TOCYAApCTBEHHOW WTOrOBOM aTTECTAalU,
OpPTraHU30BAaHHBIX B (hOpME IEMOHCTPAIIMOHHOTO YK3aMeHa MPO(UIBHOTO YPOBHS, B TOM YHCIIC HA
pabodem Mmecte paboTonatens (MpodUIbHON OpraHnu3aInm).

6.4. TpeGoBaHMA K OPraHU3aIHM BOCTIMTAHUSA 00Y4aI0INXCS

Benymieit koHEUHOH 11€/1bI0 BOCIIUTAHUS SBISIETCS Pa3HOCTOPOHHEE (POPMUPOBAHUE M PA3BUTHE
JUYHOCTH OyAylIero KOHKYPEHTOCIOCOOHOTO Tpod)ecCuoHana, OO0JIAAAlMEero  BBICOKOM
KyJbTYPOH, HHTCJUIMTCHTHOCTHIO, COIMAJILHONH aKTHBHOCTHIO, (DH3MUECKHM 3JI0POBBEM,
KaueCcTBaMU rpakJaHHHA-TIATPUOTA, COUYETAIOIIETO B ceOe nMpodeccuOHANbHbIC 3HAHUS U YMEHUS,
BBICOKME MOpaJlbHble W  NaTPUOTUYECKHME  KadyecTBa, OOJaJalolmiero MpaBoBOMl U
KOMMYHHMKAaTHUBHOWKYJIbTYPOU, aKTUBHOM I'PaXKTaHCKON NO3ULIUEN.

Peanu3anus HaMeueHHOW IIeJIM OCHOBBIBACTCS Ha aHamu3e d(P(PEKTUBHOCTH U MPAKTUIECCKOM
OMbITE M TPOBOJUTCS Uepe3 IUIAHOMEPHYI0 paboTy aJIMUHUCTpPALUM, TMeJaroru4eckoro
KOJIJIEKTUBA M OPTAHOB CTYACHYECKOTO CaMOYTIPaBIICHUS.

Konnenmus BocnuTaTebHOM pabOTHI BEICTPAUBACTCS C OPUCHTAIIUEH Ha MOJIEIh BBIITYCKHHUKA KaK
rpakJaHWHa - TMaTpPUOTa, OOPA30BAHHOIO YENIOBEKa, JUYHOCTb CBOOOJHYIO, KYJIBTYPHYIO,
T'YMaHHYIO, CIIOCOOHYIO K CAMOPA3BHUTHIO, YTO B TIOJHOW MEPe COOTHOCHUTCS ¢ 0A30BOM MOJIEITBIO
«[Toptpeta I'paxxganuna Poccun 2035 romay.

B ®wunuane co3maHbl ycinoBHS Uil TAKUMX HANpPaBJICHUM BOCIUTAHUSA, KaK TPaXIaHCKO-
MaTPUOTHYECKOE,  JYXOBHO-HPAaBCTBEHHOE,  CIOPTHUBHO-MAcCOBOE,  MPOQPHUIAKTHYECKOE,
nmpodeccCuoHaIbHO-TpYy10BOe, (m3uueckoe. Co3manbl W yciaoBUS i (OPMHUPOBAHHS
KOMIETEHIUHN COIMAIIbHOTO B3aUMOACHCTBUS, CAMOOPTaHU3ALMHA U CAMOYIIPABJICHUS, CHCTEMHO-
JIeATENIbHOCTHOTO XapaKTepa.

B ®unuane co3manbl yciaoBHs A MPOBEICHUS TPAJAWLMOHHBIX MEPONPUSTUN U KyJIbTYPHO-
MAaCCOBBIX MEpPONPUATHM K Ipa3IHUYHBIM AaTtaMm: J[eHp 3HaHUM, HEJels NEpPBOKYPCHUKA, /[eHb
yuutens, Jlenp marepu, [lenp HaponHoro eauHctBa, Jlenb ['epoeB OteuectBa, HoBwlil ron,
TaresaauH AeHB, 23-¢ GpeBpans, 8-¢ mapra, Jlens Cstoro Banentruna, Macnenuna, Jlens [1o6eapl.
OOyuaronuecss IMEIOT BO3MOXKHOCTh PeaT30BbIBATH CBOM TBOPUECKHE CTIOCOOHOCTH, HHTEPECHI,
(GbopMHpOBaTh JKU3HEHHBIC IIEHHOCTH, CO3JIaHbl YCJIOBHS Ui COLMAIM3AINWUW JIMYHOCTH U
MOJIYYEHUS CTICLIMATIBHOCTH.



B ®wimane co3maHbl yCNOBHsS I TBOPYECKOI'O pa3BUTUS CTYJCHTOB, c(opMupoBaHa
OnmarompusiTHas KyJbTypHas cpefa: oOydyaroliyecss HMEIOT BO3MOXHOCTh YYacTBOBaTh B
TBOPYECKOM KOHKYpCE ISl IEPBOKYPCHUKOB, CTYI€HYECKOM KMHOKITy0Oe, CTYZICHYECKOM TeaTpe,
3aHUMATbCsl B KPY)KKE BOKaJla, y4yacTBOBaTb B JKCKYPCUSIX IO KYJIbTYpHO-UCTOPHUYECKUM
o0bekTaM ropoja MoCKBbI, BCTpeuax ¢ U3BECTHBIMU MPEJCTaBUTEISIMU Mearachepsl.

C uenbio o0ecrieyeHHss BO3MOXHOCTH CBOOO/IHO BbIpaXkaTh CBOE MHEHUE U IPUHUMATh y4acTue B
OOCYXIIEHHH W TIPUHSATHH PEHICHWH IO KIIOYEBBIM BompocaMm (y4eOHBIM M BHEY4YEOHBIM),
3aTparvBalOIUM  HHTEPEChl CTYACHYECTBA, CO3[aH CTYJEHYECKHMH COBET. 3acelaHus
CTYJI€HUE€CKOTOCOBETa JOJHKHBI MPOBOJIUTHCS HE peXke JIBYX pa3 B MECHII.

OOyuatonuecss Punnana UMEIOT BO3MOXKHOCTH MPHHATH yYacTHE B HAYYHBIX KOH(EpEeHIUIX
CTYACHTOB, OJIMMIIHAaX MO NpeaMeTaM, KOHKypcax.

CnopruBHas xu3Hb Puinana: UMeeTcs BO3MOXKHOCTb Ul PErYJSIPHOTO MPOBEACHHUS MacTep-
KJIACCOB C W3BECTHBIMH CIIOPTCMEHAMHU, MPEJCTABUTEISIMHU NMPO(HECCHOHATFHOTO CIOPTHBHOTO
coo011ecTBa, COPEBHOBAHMSA C O0YYAIOIIUMHUCS PYTUX KOJJIEIKEH U By30B.

[IpodunakTuka npaBOHAPYIICHUH SBISETCS OJHOW W3 BaXHEMIIMX 3aJad BOCHHUTATEIbHOM
pabotsl Gunmana. Cucrema npodunakTuku padotsl Ounnana, HanpasieHHast Ha HOpMUpPOBaHHE
y oOydJaronuxcsi moTpeOHOCTH B 3J0POBOM OOpa3e >KM3HM, 3aKOHOTOCIYIIHOTO ITOBEICHHUS,
npodUIAKTUKY MPAaBOHAPYIICHHUH, aJKOrOJIM3Ma M HApKOMaHUHM BKJIFOUAET: OPTaHU3AIHIO
MEpONpUATUIl  MepBUYHOW  NPOPUIAKTHKH,  HPaBOBOE  NPOCBEUICHWE  YYaCTHUKOB
00pa30BaTeNbHOTO IMpPOLIECCa, BbIIBICHHE OOYy4YaloOIUXCS W3 TPYINIbl PUCKA, OPraHU3alUIo
MeIarOrMYEeCKOr0 COMPOBOXKICHHUS U MHIUBUAYAIbHON TPOPHIAKTHUECKONW padoThI.
ConumoxkyneTypHas cpefa @unuana cnocoocTByeT (OpMUPOBAHUIO OOIUX U MPOPECCUOHATLHBIX
KOMIIETEHIIUH, a TaK)Ke€ Pa3BUTHUIO COLMATbHO-JIMYHOCTHBIX KauecTB OOy4YaroMXcs, a UIMEHHO,
aKTUBHOW  TPaXIAHCKOM  TO3WIMM, CTAHOBICHHIO WX  JIMACPCKUX  CIIOCOOHOCTEH,
KOMMYHUKAaTUBHBIX M OpPraHU3aTOPCKHUX HAaBBIKOB, YMEHHS YCHEIIHO B3aMMOJEHCTBOBATH B
KoMmaHsie. JlaHHbple KauyecTBa MO3BOJISIIOT BBITYCKHHUKY YCHEIIHO paboTaTth B M30paHHON cdepe
JIESITEILHOCTU U ObITh BOCTPEOOBaHHBIMU Ha PHIHKE TPY/a.

PecypcHoe obecrieueHne BOCIHTATEILHONH pabOThI HANPABICHO HA CO3JAHUC YCIOBHH JUIS
OCYILECTBIICHUS] BOCIIMTATEIILHON IEATEIILHOCTH 00YyYaIOLIMXCsl, B TOM YHCIIE€ MHBAIM/IOB U JIUII C
OB3, B KOHTEKCTE peain3aii 00pa30BaTEeIbHON TPOTrPAMMBI.

Hdns  peanuzaumumu  paGoueld  mporpaMmbl  BocnuTaHuss — Punman  yKOMILIEKTOBaH
KBaJTU(UIIMPOBAHHBIMU CHeLUATUCTaMMU. VYnpasieHnue BOCIIUTATEIbHON pabotoit
o0ecrieunBaeTcs KaJpOBbIM COCTAaBOM, KOTOPBIM HECET OTBETCTBEHHOCTh 3a OPraHU3alUIo
BOCIIUTATENILHOW paboThl B MpodecCHoHANIBLHOW 00pa30BaTeNbHON OpraHM3alliil U KypUpYyeT
neparornyeckux pabotHukoB @Dunmana. @DyHKIMOHAN PaOOTHUKOB perilaMeHTHPYEeTCs
TpeboBaHUSIMH MPOGHECCUOHATBHBIX CTAHIAPTOB.

B xome maHupoBaHMsS BOCHUTATENLHOW JESTEILHOCTH YUWUTBHIBAETCS BOCIHUTATEIbHBIN
MOTEHLIMAJ Yy4acTUs CTYIEHTOB B MEPOIIPUATHUAX, IPOEKTAX, KOHKYpPCaxX, aKIUIX, IPOBOJAUMBIX Ha
ypoBHe Poccuiickoit @enepannu, B TOM YHUCIIE:

«Poccust — cTpaHa Bo3MOkHOCTE#» https://rsv.ru/

«bonpmas mepemenay https://bolshayaperemena.online/

«JIunepsr Poccum» https://munepuipoccun.pd/

«Mpb1 Bmectey (BosonTepctBo) https://onf.ru orpacieBbie KOHKYPCHI TPOdECCHOHATBHOTO
MacTepcTBa;ABKeHUsS «Bopnackuiic Poccusiy;

JBYDKEHUS «A OHITUMITHKC.

6.5. TpeboBaHUA K KAAPOBBIM YCJIOBHSM PeaiM3alHH 00Pa30BaTeIbHOI MPOrpaMMbl
Peanm3zamnus oOpa3oBaTeabHONM MPOrpaMMbl 00ECTICUNBACTCS MTEAaTOTMUECKUMU paOOTHUKAMU
o0pa3oBaTeNbHOW OpraHW3alud, a TaKXe JIMIAMH, T[PHUBJICKAEMbIMH K pealn3aiuu
00pa30BaTeNbHOM MPOrPaMMBbI Ha YCIOBHUSAX IPaXKIaHCKO-TIPABOBOIO I0TOBOPA, B TOM YHCIIE U3
quclia PyKOBOJIUTENICH W PabOTHHKOB OpraHU3aIlfii, HAaIpaBliCHUE IEATCILHOCTH KOTOPBIX



COOTBETCTBYET oOnacT npodeccuoHambHOU aesTenbHocTH 07  AJAMHMHUCTpaTHBHO-
yrpaBieH4Yeckass W OQHUCHAs MACATEIbHOCTh, W HMCIOUIMMH CTaX pabOThl B JaHHOU
po¢eCCHOHAIBHOM 00JIaCTH HE MEHEE TPEX JIeT.

KBanmudukamus mnegarornyeckux paboTHUKOB Dunmana oTBeYaeT KBATU(DUKAIIMOHHBIM
TpeOOBaHUAM, YKa3aHHBIM B KBATH(UKAITMOHHBIX CIIPABOYHUKAX, U (MJIH) TPOPECCUOHATBHBIX
cTaHgapTax (MpH HATHYUH).

[Tegarornueckue pabOTHHUKH, MPUBJIEKAEMbIE K pealin3alii 00pa3oBaTeNbHON MPOrpaMMBl,
JIOJDKHBI  TIOJTy4YaTh JIOTIOJHUTENBHOE MpOo(decCHoHAIbHOE 00pa3oBaHUE 10  MPOrpamMMam
MOBBIIICHUS KBATM(PHUKAIIMKA HE PEKE OJHOTO pas3a B TPH roJla C y4ETOM pacIIMpPEHHs CIIEKTpa
npoeCCHOHATLHBIX KOMIICTCHIIM, B TOM YHuClIe B (DOpME CTaXMPOBKH B OpPraHU3aIUIX,
HalpaBJIeHUE JICATEJBHOCTH KOTOPBIX COOTBETCTBYET OOJIACTHM  HpOQecCHOoHaIbHON
JeSITETbHOCTH.

Hons meparornyeckux pabOTHUKOB (B MPUBEICHHBIX K [IEJIOYUCICHHBIM 3HAYCHHSIM CTAaBOK),
00€eCTIeYNBAONINX OCBOCHUE 00YYArOIIUMUCS MPOPECCHOHATBLHBIX MOJTYJIeH, HMEIOIIUX OIIBIT
JeSITEIFHOCTH HE MEHEe TPeX JIET B OpraHW3alusAX, HalpaBlIEHUE NEATSIHHOCTH KOTOPBIX
COOTBETCTBYEeT oOJacTH TmpodeccuoHadbHONH AesTenbHocTH 07  AJAMHMHUCTpAaTHBHO-
yrpaBieH4YecKass U OpUCHAsI JCSTeIBHOCTh, B OOIIEM YHUCIIE TEAarormdecKux pabOTHUKOB,
peanu3yoImx MporpaMmbl Mpo(ecCHOHAIBHBIX MOAYJIeH 00pa30BaTeIbHOW MPOTPAMMBI,
COCTaBJISIET HE MEHEE 25 NPOLIEHTOB.

6.6. TpeGoBaHusI K (PUHAHCOBBIM YCJIOBHSIM PeajiM3aliui 00pa3oBaTebHOi
NMPOrpamMMbl

@dunaHCcOBOEe OOecredyeHrne peaan3anuyd 00pa30BaTEIbHOM MPOTrpaMMBbl OCYIIECTBISETCS B
o0beMe He HukKe 0a30BBIX HOPMATHMBHBIX 3aTpaT Ha OKa3aHUE I'OCYJApCTBEHHOW YCIyTH IO
peamu3aliid MMEIOIUX TOCYJApCTBEHHYIO AaKKpEAWTAIMI0 00pa3oBaTelIbHBIX MPOTrpaMM
cpeaHero nmpodeccuoHaIbHOTO 00pa30BaHUs MO CIIEIUATBHOCTH C YI€TOM KOPPEKTHPYIOIIHX
KO3 (UIIHEHTOB.

PacdeTrsl HOpPMATHMBHBIX 3aTpaT OKa3aHWs TOCYJApCTBEHHBIX YCIyr 10 peaju3aiuu
00pa3oBaTeNbHONW MPOrpaMMbl OCYIIECTBIAIOTCA B COOTBETCTBMU ¢ IlepeuHem u cocTaBoM
CTOMMOCTHBIX TpymI Hpodeccuii M CHEeIHMaIbHOCTeH MO TOCYJapCTBEHHBIM YyCIyram IO
peanu3alid OCHOBHBIX INPO(ECCHOHANBHBIX  00pa30BaTENbHBIX IPOrPaMM  CPEIHETO
poeCCUOHATBLHOTO 00pa30BaHUsl — MPOTPaMM MOJATOTOBKHU CIIEIIHATIICTOB CPEAHErO 3BEHa,
UTOTOBbIE 3HAYECHUS W BEIMYMHA COCTABIIONIMX Oa30BBIX HOPMAaTHBOB 3aTpar IO
rOCYJJapCTBEHHBIM yCIyraM IO CTOMMOCTHBIM TIpynnam mnpodeccuil u cnenuaibHOCTeH,
oTpacieBble KOPPEKTHPYoNe KOd((GUIIMESHTH U MOPAIOK UX MPUMEHEHHS, YTBEP)KICHHBIM
Munnpocsenienus Poccuu 1 utons 2021 r. Ne AH-16/118H.

HopmaTuBHble 3aTpaThl Ha OKa3aHUE T'OCYJApCTBEHHBIX yCIyr B cdepe oOpa3oBaHHs IO
peanmuzani 00pa30BaTENLHOM MPOrpaMMBbl BKIIOYAIOT B ceOs 3aTpaThl Ha OIUIATY TpyAa
npernojiaBaTenieil 1 MacTepoB MPOU3BOJACTBEHHOIO OOYUYEHHS C yUeTOM OOeCreueHHs YPOBHS
cpenHell 3apabOTHOM IUIAThl MENAaroruueckuxX paOOTHUKOB 3a BBIIOJIHAEMYIO UMH y4eOHYIO
(TIpero1aBaTeNbCKy0) paboTy W Ipyrylo pabdoTy B COOTBETCTBHHM ¢ YKa3oMm llpesuaenra
Poccuiickoit @enepauun or 7 mas 2012 r. Ne 597 «O MeponpusTHAX IO peaau3aluu
TrOCYIapCTBEHHOW COLIMATIbHON MTOJTUTHUKI.



Paszpnen 7. @opmupoBanue GOHI0B OLIEHOYHBIX CPEACTB

7.1 KoHTpOJIb U OlleHKA 0CBOEHHSI OCHOBHBIX BH/IOB NPO(deccuoHaIbLHOI
AeSITeJIbHOCTH, NPO(eCCHOHAIBHBIX M 00IMX KOMIIeTeHIIHil

C nenpl0 OIEHKH KadecTBa MOATOTOBKH OOYYaIOIIWXCS MO OCHOBHOM Mpo(decCHOHaIbHON
obpasoBatensHoi mporpamMme 46.02.01 JlokymeHTanmoHHOE oOecleyeHue YIpaBiICHUS U
apXUBOBEACHUE TPHUMEHSIOTCS CIEAYIOMME THUMBl KOHTPOJS: TEKYIIHA, MPOMEXKYyTOUHBIH
(mMpoMeXyToUYHast aTTECTaIlMs) ¥ UTOTOBBIN (TOCYJapCTBEHHAS HTOTOBAs aTTeCTAIMs (MTOroOBast
aTTecTanus)).

Texkymuii KOHTPOJIb TPEACTABISIET COOOW MPOBEPKY YCBOEHHUS Y4eOHOTO MaTepuana,
PETYJISIPHO OCYIIECTBIISIEMYIO Ha MPOTSHKEHHH cemecTpa. K TOCTOMHCTBaM €ro OTHOCSTCS:
CUCTEMATHYHOCTh U HEMIPEPHIBHOCTH MOHUTOPHUHTA Ka4eCTBa 00YICHHUS.

Texkymuii KOHTpOJb MPOBOJUTCS B TNHCBMEHHOM M YyCTHOM ¢opmax (pelTuHroas/
HAKOMUTENbHAS CHCTeMa OIICHUBAHUS, KOHTPOJbHbIE PabOThl, TECTUPOBAHKE, B TOM YHCIIE C
HCIIOJIb30BaHNEM KOMITBIOTEPHBIX U OHJIAWH-TEXHOJIOTHIA).

[To y4eOHBIM AMCUMIUIMHAM, H3y4aeMbIM JBa U Ooyiee ceMecTpa, 3a4eT WM SK3aMeH
MIPOBOMTCS TIO 3aBEPIICHUIO0 M3YUYCHHs yUYeOHOW TUCIUIUIMHBI, JO 3aBEPIICHUS H3YICHHS
JUCIUIUIMHBI B KOHIE Ka)X/I0T0 CEeMecTpa M0 TaKUM JUCUUIUIMHAM 3allJIaHHPOBAaHA UTOTOBAast
OLICHKA.

IIpomexyTouHas aTTecTalMA OCYLIECTBISIETCA B KOHIIE cemecTpa. DopMbl IPOMEKYTOUHON
aTTecTaluy OTpeeNieHbl YIEeOHBIM IIAHOM.

OCHOBHBIMH BHUJAMHU IPOMEKYTOUHOW aTTeCTallUMd SBISIOTCA: 3a4eT/ 3a4eT C OIICHKOM,
9K3aMeH, KypcoBas paboTa (IIPOeKT), B TOM YHCIIE KOMIUIEKCHBIE 3a4€Thl U DK3aMEHBI;

3auyet/ 3a4et ¢ onenkoi o muctmmuinae, MJIK, kypcoBoii paboTe (MpoeKTy) MpOBOIATCS 3a
cueT o0bemMa BpeMeHH, OTBOAUMOTro Ha u3yuenue nucuuminael, MJIK. 3aderst mo VII u I1I1
IIPOBOJSATCS 3a cueT o0beMa BpeMeHH, oTBeaeHHoro Ha Y11 u IIIL

DK3aMeHbl TMPOBOAATCS B CPOKH, OIpEJETICHHbIE y4eOHBIM IUIAHOM Ha MPOMEKYTOYHYIO
aTTecTalluIo, B JIHb, OCBOOOXKIEHHBIN OT APYTUX BUAOB 3aHATHIL. [Ipu MOgyTbHOM H3yUYEeHHH,
9K3aMEH MOJKET TIPOBOAWTHCS B TIOCJICIHUN JCHb M3yYEHUS COOTBETCTBYIOIIECTO
npo(hecCHOHANBEHOTO MOJIYJIA WIH Yy4eOHOUW TUCIMILTUHBI, OCBOOOKIACHHBIN OT APYrux Gopm
y4eOHON Harpy3KHU.

JK3aMeH M0 MOJYJII0 IIPOBOJUTCS MO0 OCBOCHUU MPOrpaMM NpodhecCHOoHANbHBIX MOIYJIEH B
nocleHeM ceMecTpe uzydenus. [1o uroram nmpoBeeHNs SK3aMeHa BHIHOCUTCS PEIICHHE: «BH/T
JIeSITEIbHOCTU OCBOEH /HE OCBOEH) C BBICTABJICHHEM OLICHKU.

JJeMOHCTPAUMOHHBIM 3K3aMeH - BUJl aTTECTALMOHHOIO WCIBITAHUS IPU TOCYIaPCTBEHHOU
UTOTOBOM aTTecTaluy (MTOTOBOW aTTeCTAIlMH ) WM TIPOMEKYTOYHON aTTeCTAIlH TT0 OCHOBHBIM
npodeCCHOHAIBHBIM ~ 00pa30BaTeNbHBIM  MPOTpaMMaM  CPEAHETO  MPO(ECCHOHATIBHOTO
o0Opa3oBaHMs WM TIO WX YacCTH, KOTOPBIM MpeaycMaTpUBAaET MOJCIHUPOBAHHE PEATBHBIX
MPOU3BOJACTBEHHBIX  YCJIOBHM JUIsi pEHIeHHS BBITYCKHMKAMU MPAaKTUYECKUX  3a/a4y
npodeccuoHaNbHOM 1eATeIbHOCTH.

Jas  arrecTanMu  OOYy4alOIIMXCS HAa COOTBETCTBHE WX IEPCOHAIBHBIX JTOCTHIKCHHM
nodtanubiM  TpeboBanusim [IIICC3  co3matorcs  Qouasl  omneHounbix cpencts (DOC),
MO3BOJIAIOIINAE OICHUTHh 3HAHWS, YMEHHS W OCBOCHHBIC oOImmMe u mpodeccrnoHaTbHBIE
KOMITCTCHITHH.



@DOH/BI OLIEHOYHBIX CPEACTB pa3padOTaHbl B COOTBETCTBUH € (hOpMaMU KOHTPOJIS, yKa3aHHBIMU
B Y4eOHOM TUTaHE.

@DOH/IBI OTICHOYHBIX CPEJCTB IO AUCIUILTHHAM, TPO(HECCHOHATEHBIM MOIYIISIM M TPAKTUKE IS
MPOMEKYTOYHON aTTecTaluu pa3pabaThIBAIOTCS MpENoJaBaTeleM B COOTBETCTBHH C
tpedoBanusiMu OI'OC, ¢ ydyerom npodecCHOHANTBHOTO CTaHAApTa M MPOXOIAT BHYTPEHHIOO
HKCIIEPTU3Y B Y4eOHO-METOINYECKOM OT/IeIIe; paccMaTpuBatoTcs U yrBepxknatorcs ITLK mocie
MPEBapUTEIILHOTO MOJIOKUTEIHHOTO 3aKITI0UEeHUS paboToaTeseH.

Bompockl  is  TOATOTOBKM K TPOMEKYTOYHOW — arTeCTalluH, yd4eOHO-METOAMYEeCcKas
JOKYMCHTAalUA I10 y‘~IC6HLIM npeaMeraM, JUCHUIIIIMHAM, MOAYJIIM, TCCTOBBIC 3aJJaHUA JIA
TEKYIIEro KOHTPOJIS Pa3MEMaroTcs Ha caiite Duinana ¥ CTAaHOBATCS JOCTYITHBI B JINYHOM
kabuHeTe 00yyaroIerocs.

7.2.I'ocynapcTBeHHasi HTOTOBas aTTecTalus (MTOroBasi aTTeCTALUs) BBINYCKHUKOB
l'ocynapcTBeHHast uroroBasi arrectanusi (utoromast arrectauus) (manee — I'MA (UA)),
OCBaMBAIOIIMX OCHOBHYIO Ipo¢eccHOHabHYI0 o0Opa3oBarenbHyto mnporpamMmy 46.02.01
JoxymeHTalnmoHHOE oOecrieyeHne ynpaBiIeHUs] U apXUBOBEJICHUE SIBJIAETCS 00s3aTeIbHOU U
MPOBOAMTCS IO 3aBEPIICHUU BCEro Kypca oOydeHwus mo cnemuanbHocTH. B xome ['THA (MA)
OLICHMBAETCS CTENEHb COOTBETCTBHA C(HOPMHPOBAHHBIX KOMIIETEHIMH BBITYCKHUKOB
tpedoanusiMm ®I'OC CIIO.

BbIyCKHUKH, OCBOMBIIME IPOrpaMMy IOATOTOBKM CHELMAIUCTOB CPEAHEr0 3BEHA 110
cneruansHocT 46.02.01 JlokymeHTalmoHHOE oOecrieueHre yIpaBlIeHUsI U apXUBOBEICHUE,
cnator [UA B ¢opMe IEeMOHCTPAIIMOHHOTO 53K3aMe€Ha M 3allUThl JUIJIOMHOTO IPOEKTa
(pabotsr). TpeboBanus k comepkanuto u mposenenuto [MMA (MA), o0bemy M CTpyKType
JUITIOMHOM paboThl (IUIIIOMHOro mpoekrta) onpezenserca ¢ yuerom ITOOII, orpaxens! B
[IporpamMmme rocyaapCTBEHHOM WTOrOBOM aTTecTallMM (MTOTOBOM AaTTeCTallMu), KOTOpas
yTBepkaaercss OuinaaoM U J0BOAUTCS /10 CBEACHUS CTYIEHTOB HE IO3/HEE, YEM 3a ILIECTb
MECSIEB JI0 Hayaja rocyJapCTBEHHOM UTOTOBOM aTTecTalMy (MTOrOBOM aTTECTAlUy).
ITopsimok mpoBeaeHUs IEMOHCTPALMOHHOI O K3aMeHa Puiinai onpeIestsieT CaMOCTOSATENBHO C
Y4ETOM JIEUCTBYIOLIETO 3aKOHO/1aTEIbCTBA.

3ajmaHust A8 JEMOHCTPAllMOHHOTO — 3K3aMeHa  pa3pabaThiBalOTCS  HA  OCHOBE
npoeCCUOHATBHBIX CTaHIAPTOB M C YYETOM OLIEHOYHBIX MAaTepHajoB, pa3padOTaHHBIX
@enepanbHBIM  TOCYJApPCTBEHHBIM  OIOJUKETHBIM  00pa30BaTENIbHBIM  YUPEXKICHHEM
JIOTIOTHUTEIBLHOTO npodeccrnoHaIbLHOTO o0Opa3oBaHUs «UHCTUTYT pa3BUTHUS
npodeccnonansHoro obpazosanus» (OI'BOY AIIO HPIIO). D10 yupexieHue BBICTYIACT
OIepaTopoM JIEMOHCTPAIIMIOHHOTO 3K3aMeHa ©0a30BOro u MpoduIbHOIO YpPOBHEH 1O
o0pa3oBaTeNbHbIM IPOrpaMMaM CpeAHEro NpoQecCuoHaIbHOI0 00pa30BaHus.

®oHabl OIEHOYHBIX cpeactB i npoBeneHus [MA (MIA) BKIIIOYAIOT TUIOBBIC 3aJaHUs NS
JEMOHCTPALMOHHOTO ~ JK3aMEHa, ONHMCAHME MPOLUEAYp U  YCIOBMM  IIPOBEICHUS
roCyJJapCTBEHHON MUTOTOBOM arTecTaluy (MTOrOBOM aTTecTalun), KPUTEPUH OLICHKH.

K rocymapcTBeHHO! WTOTOBOM arrectaniuu (MTOTOBOM  aTTECTAIMHM)  JIOMYCKAeTCA
oOyyarolmuiics, He HMEIOIMN aKaJeMHYECKOM 3a/J0JDKEHHOCTH, U B IOJHOM OObeMe
BBINIOJTHUBIIMKA y4e€OHBIN IJ1aH WM WHAUBUTyaJIbHbBIN y4eOHBIH MJ1aH.

l'ocynapcTBeHHast WTOroBas aTTeCTallds 3aBEPLIACTCS MPUCBOECHUEM  KBaJIU(pUKALUU
CHELMAINCTa CPEIHEr0 3BEHA: «CIEIHUAIUCT M0 JIOKYMEHTAIMOHHOMY O0OeCHeueHHIO
YIOpPaBJIEHUS U APXUBHOMY JIETTY».

Pesynbrarel mpoBenenuss ['MMA (MA) oneHHBaroTCs C MPOCTABICHUEM OJHOW W3 OTMETOK:



«OTIIMYHOY, «XOPOIIO», «yIOBICTBOPUTEIHLHO», «HEYIOBICTBOPUTEIHLHO» U OOBSBIAIOTCA B
TOT K€ JeHb IMociie O(OpMJICHUS B YCTaHOBJIEHHOM TMOPSAJKE IPOTOKOJIOB 3acelaHuil
roCyJIapCTBEHHOM IK3aMEHAITMOHHOM KOMUCCHU (MTOTOBOM 2K3aMEHAITMOHHON KOMUCCHH).
Jlunam, He TPONISINIMM TOCYJAPCTBEHHYIO UTOTOBYIO aTTECTAIMIO (MTOTOBYIO aTTECTAIIHIO)
nin nonyuyuBmuM Ha [TMA (MIA) HeynoBneTBOpUTENbHBIE pPE3yJbTaThl, a TAKXKe JIHIAM,
OCBOMBIIIMM 4YacTh 00pa30BaTENbHON MporpaMMbl M (MJIM) OTYMCICHHBIM W3 OpraHHU3allvy,
OCYILECTBIISIONIEH 00pa30BaTEIbHYIO AEATEIbHOCTD, BBIIACTCS ClIpaBka 00 00yYeHHH WIIH O
nepuoze o0y4yeHus o oOpasiry, caMOCTOSTENLHO ycTaHaBnuBaeMomy dumnmanom.

Pa3znen 8. OcobeHHOCTH OpraHu3anuu 00pa3oBaTeIbHOIO Mpouecca mno
o0pa3oBaTe/ibHOI MporpamMmMme Uit HHBaJANA0B u Jui ¢ OB3

Ananranus Hactosmei [IIICC3 npoBoauTcs B 1ensx o0ecnedeHus npaBa WHBAIUA0B U JIULIC
OTpaHUYEHHBIMH BO3MOKHOCTSIMU 3JI0OPOBBS Ha TOJYYEHHE CpeIHEero Mpo(ecCHOHAIBHOTO
oOpa3oBaHws.

WuBanua, yka3aBUIMA B 3asBJICHUM NPU TMOCTYIUIGHMHM O JKEJaHUM O00ydaTbes IO
aJlalTUPOBAHHOW 00pa30BaTENbHON NpOrpaMme, JOJDKEH HpPEeIbBUTh WHAUBUAYAIBHYIO
nporpammy peaOwintaimu uian adbunuranuu (MIIPA) wHBanmuaa ¢ pexomeHpanuen o6
O0y4eHMH 110 JaHHOW CHEIMaIbHOCTH, COAEp)Kallyl0 HH(POpMAIUMIO O HEO0OXOAUMBIX
CHELUAIBHBIX YCIOBHSIX OOyYEHHs, a TakXe CBEJCHHMS OTHOCUTEIbHO PEKOMEHIOBAHHBIX
YCJIOBUH U BUJIOB TPYyJa.

Jluno ¢ OB3, ykazaBuiee B 3asdBJICHUM MpPHU MOCTYIUICHUH O J>KEJIaHUU OOydaThCAd IO
aZlanTUPOBAHHOW  00pa30BaTeNbHON Mporpamme, JODKHO —MPEIbSIBUTH  3aKJIIOYEHHE
TICHXOJIOTO- MEIUKO-TIEJarOTH4eCKOi KOMUCCHU C peKOMeHJaIuel 00 00yd4eHuH 1Mo JTaHHOH
CHELUAIBHOCTH, cojepxaliee HHQOpMaLul O HEOOXOAUMBIX CIELUAIbHBIX YCIOBUAX
o0ydeHusl.

[To nuunomy 3asiBneHuto noctynusiiero Ha odyuyenue no IMIICC3 CIIO unBanuaa, nuua c
OB3, B03M0HO ero o0y4yeHue o MHIUBUyaTbHOMY yueOHOMY Iuiany. [Ipu Heo6xoaumoctu
(0o00CHOBaHHOW Ha OCHOBAaHWM PEKOMEHJAIWNA COLMAIBLHON AIKCTIEPTU3bl MU TICHXOJIOTO-
MEMKO- MeJarorn4eckoil KOMIUCCUH), CPOK MOIy4YeHHUs] 00pa30BaHUs MOXKET OBbITh YBEIHMUYEH
He Oosiee yeM Ha 1 roJ o cpaBHEHHUIO C yKazaHHbIM B pazaene 1 Hacrosmeit [ITICC3.

[Ipu oOyvenun wmHBanuaa, jauna ¢ OB3 mo aganTtuBHOM 0Opa3oBaTeNbHOW MpOTrpamMMe, B
VH/IMBUAYAJIbHBIA Y4eOHBIN TUIaH BKIIIOYAIOTCS aJaNnTalOHHbIE JUCLUUIUIMHBL AJAaNTUBHBIC
MH(POPMAaIMOHHbIE TEXHOJIOTUH B MPO(ECCHOHATBHON JeITEIbHOCTH.

Jns oOyvarormuxcs wHBaNMMA0B U Juil ¢ OB3 o0pa3oBaTenbHOM OpraHU3alMe yCTaHOBJICH
0COOBII TMOPATIOK OCBOSHHS JWUCHUILIMHBI «AJanTHUBHAs (U3MUECKas KYyIbTypa» C YYETOM
COCTOSIHUS MX 3[IOPOBbS — 3aHATHE B O0ILEH IrpyMIe, HO BHIIOJHEHUE 3a/IJaHUH, YUYUTHIBAIOIUX
TUI U CTENEHb HapyIIEHUs 310pPOBbs 00YUarOLIETrOCs.

OcHamieHne  y4eOHBIX — ayJUTOPUH  JOJDKHO OTBEYaTh OCOOBIM  0Opa30BaTEIbHBIM
NOTPeOHOCTSAM OOYYaIOLIMXCS MHBAJIMIOB U JIMI C OrPAaHUMYCHHBIMH BO3MOXKHOCTSIMU
37I0POBbsi. Y4eOHbIE ayJUTOPUU JOJDKHBI OBITH OCHAIIEHBI O0OPYIOBaHHEM W Y4eOHBIMU
MECTaMH C TEXHUYECKUMH CPEJICTBAMH OOYUYCHHMs JUTsl O0YUArOIUXCS C PA3THYHBIMU BHIIAMHU
OTrpaHUYEHUI 310POBbSI.

VYyeOHast ayauTopus, B KOTOPOM OOYyYaroTCs JIMIIA C HApYIIEHHEM CIyxa, JOJKHA OBITh
000pyI0BaHA MHIYKIIMOHHBIMU CUCTEMaMHU (MHIYKIIMOHHBIMU METIISIMU).



Jis cnaboBuasmmMx oOydarouMxcsi B y4eOHOH ayAWTOpPUM TMpeayCcMaTpUBAETCS HaJIU4yue
KOMIIBIOTEPHOM TEXHUKHM Uil NpocMOTpa ydeOHOM uHGpOpMalud Npu TMOMOIIM BHUACO-
YBEITUYUTENCH, NCTIOb30BaHKE KIaBUATYPHI co mpudrom bpaiins.

s oOywaromuxcsi ¢ HapyLIeHHEM OINOPHO-IBUTATEIBHOTO amnmapara yuyeOHas ayIauTOpus
JIOJIKHA OBITH 000pY/I0BaHa aJalTUBHBIMU MAPTAMU C PETYJIUPOBKON BBICOTHI.
Beieyka3zaHHOe OCHAIllEeHHE YCTAHABIMBAETCS B YYEOHBIX AayAUTOPHSAX TPH HAJIHMYUH
o0yyaromuxcs M0 aJanTUPOBaHHON 00pa30BaTENbHOM MpOrpaMMe € Y4eTOM HMEIOLIETOCs
THUIIA HAPYIICHUH 3I0POBBS y 00ydaromerocs.

[Ipy HEOOXOTUMOCTH MPEIOCTABISIIOTCS OECIUIaTHO CrelUalbHble YYCOHHKH U ydeOHbIe
nocobusi, wHass ydeOHas sureparypa. lmeercss BO3MOXKHOCTb TMPEAOCTABICHUS YCIYyT
aCCHUCTEHTa, OKa3bIBaolero odyyaroummmces ¢ OB3 He00X0MMYI0 TEXHUYECKYIO TIOMOILb, B
TOM YHCIIE YCIIYT CypAOTIEPEBOTINKOB U TH(HIOCYPAOTIEPEBOTIUKOB.

Opranun3anus NpaKTHKH 00yyaouuxcs HHBaJIMI0B 1 jul ¢ OB3

dopma mpoBeneHUs y4eOHOW U TMPOU3BOJICTBEHHOW TMPAKTUKU s OOydaromuxcs II0
a/IalITUPOBAHHOI 00pa3oBaTENbHONW MpOrpaMMe YCTaHABIMBAETCS C yUYETOM OCOOEHHOCTEM
NCUXO(U3UYECKOTO Pa3BUTHSI, WHAUBHUYyAbHBIX BO3MOXKHOCTEM U COCTOSIHUS 30POBbS
oOyuatronuxcs uHBanuAo0B u auil ¢ OB3.

[Ipu ompeneneHMM MeCT MPOXOXKACHUS MPAKTHUECKOW MOATOTOBKU JJII TaHHOM KAaTETrOpHH,
oOydaroluxcs HEoOXOJUMO yUWUTBHIBATH PEKOMEHJAIMH, JaHHbIE TI0 pe3yJbTaTam
MEAUKOCOUHMAIIBHON  AKCHEPTU3bl, COAEpKAIICHCd B  HMHIUBUAYAIBHOM  MpPOrpaMMe
peabunuTaly UHBAIUAA, OTHOCUTEIHHO PEKOMEHIOBAHHBIX YCIOBUN U BUIOB TPY/a.

[Ipu HEOOXOAMMOCTH JJI TIPOXOKICHUS IPAKTUYECKON TOITOTOBKH WHBAIUJIAMH CO3JAI0TCS
CHelHMalibHbIe pabouMe MecTa C ydYeTOM HapylmICHHBIX (YHKIMHA W OrpaHWYCHHHA WX
JKU3HEACSITEILHOCTH B COOTBETCTBHM C TPeOOBAaHUSAMH, YTBEPKICHHBIMU MPUKA30M
MunucrepctBa Tpyaa Poccun ot 19.11.2013 1. Ne 685H.

DopMbI U METOAbI KOHTPOJISI M OLIEHKHU Pe3yJIbTATOB 00y4eHM sl

[IpumensiemMbie Tpu peain3anuyd  pabounMx TMPOTPaMM JUCIUIUIAH, MPOPECCHOHATHHBIX
Moayie ¢GopMbl M METOAbI KOHTPOJIS MPOBOJATCS C YYETOM OTpPAaHMYEHHUS 370POBbS
oOyJaromuxcs.

[{enbro TEKyIIET0 KOHTPOJIS SIBJISIETCS CBOEBPEMEHHOE BBISIBIICHUE 3aTPYAHCHUN M OTCTABAHMS
00y4aroIerocss ¢ OrpaHUYCHHBIMUA BO3MOXHOCTSIMH 370POBbsI U BHECEHHUE KOPPEKTHBOB B
y4eOHYIO 1€ITEIbHOCTbD.

dopMa MPOMEKYTOUHOM aTTECTAUMU OINPENENSIeTCsl MPENoJaBaTesieM B COOTBETCTBUU C
y4eOHBIM TUJIAHOM W YCTAHABIMBAETCS C YYETOM HHIUBUAYaJbHBIX TCUXO(U3UYECKUX
ocoOeHHOCTel oOyuaromuxcsi uHBaMHAOB W Jmil ¢ OB3 (ycTHo, muchmMeHHO Ha Oymare,
MUCHhMEHHO Ha KOMITbIOTEpE, B JOpME TECTUPOBAHUS U T.I1.).

[Tpu mpoBeaeHUH TMPOMEKYTOUHOM aTTecTaluu 00ydJaromeMycsl MPeI0CTaBIseTCs BpeMs Ha
MOJATOTOBKY K OTBETY, YBEIMYEHHOE He Oojiee 4eM B TPHU pa3za OT YCTAHOBJICHHOTO MJIisi
MOJITOTOBKY K OTBETY O0OYJarOIUMCSI, HE UMEIOIINM OTPAaHUYCHUN B COCTOSTHUH 3I0POBbS.
Jns obywaronuxcst uHBanua0B 1 Ul ¢ OB3 B0O3MOXHO cO3/1aHNE CIIeMATbHBIX YCIOBHH TTPH
MIPOXOXKACHUN TOCYAapCTBEHHONW UTOTOBOM aTTecTaluu (MTOTOBOM aTTeCTalluu). BBITyCKHUKH
HE TI03/IHee YeM 3a 3 Mecslla O HaJalia TOCyIapCTBCHHONH UTOTOBOM aTTeCTalluu (MTOTOBOM
aTTecTalliy) TOJAIOT MUCBMEHHOE 3asBJICHHE O HEOOXOJUMOCTH CO3JaHusl JUIsl HHUX
CHELMAIIbHBIX YCJIOBUI MPH NMPOBEIECHUM I'OCYAapCTBEHHOW UTOIOBOM aTTeCTaluu (MTOTOBOM



aTTeCTalluu).

B cnenmanpHBIE YCIOBHST MOTYT BXOJWUTH: TMPEJOCTABICHHE OTICIBLHON ayJaUTOPHH,
YBEIIMYCHUE BPEMEHM JJIsl MOATOTOBKHM OTBETA, MPUCYTCTBUE ACCHUCTEHTA, OKAa3bIBAIOIIETO
HEOOXOUMYI0 TEXHUYECKYI0 MOMOIb, BBHIOOP (OPMBI MPEAOCTABICHUS WHCTPYKIMU IO
MOPSIAKY TIPOBEICHHSI TOCYJapCTBEHHOW WTOTOBOM arTecTaliud (MTOTOBOM aTTeCTallvu),
(GhOpMBI TIPEIOCTABIICHUS 3aJJaHU ¥ OTBETOB (YCTHO, MUChMEHHO Ha Oymare, MMChbMEHHO Ha
KOMIIbIOTEPE, c HCII0JIL30BaHUEM yCIIyr aACCHCTCHTA (cypnornepeBoIUHKa,
TU(dIOCYpIONIEPEBOAUMKA),  WCIIOJIF30BAaHUWE  CHEHUAIbHBIX  TEXHUYECKHX  CPEJCTB,
MpeA0CTaBIICHNUE TIepephIBa Il MPUEMa MHILH, JICKAPCTB U Jp.

Bo Bpemsi caMocTosiTeIbHON MOATOTOBKH OOyuaromuecs: nHBaIuabl U nuia ¢ OB3 momkHbI
ObITH 00eCTIeYeHbI IOCTYIIOM K ceTH IHTepHeT.

B ®wimane co3maHpl cielUaIbHBIC YCIOBHS U MOJYYCHUS CPEIHET0NnpodecCHOHATEHOTO
o0pa3oBaHMs IO 00PAa30BaTENBHBIM MTPOrPaMMaM 00yJarOIUMUCS HHBaNHaamu juiam ¢ OB3.
WNudopmarmsi 0 crienuaibHBIX YCIOBUSIX, CO3AHHBIX I OOYYaIOIIMXCS C OTPaHUYCHHBIMU
BO3MOXHOCTSIMU 3JIOPOBBSI, pa3MellleHa Ha caiTe Dunnana.



