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[Iporpamma  MOArOTOBKH  CIELUUATUCTOB  CPEJHEr0  3BEHA IO
cneruanbHoctd  46.02.01 JlokyMeHTallMOHHOE OOECTeueHue YIpaBiICHUS U
apxuBOBeJeHHE pa3zpaboTaHa Ha OCHOBE (eAepalbHOr0 TOCYyAAPCTBEHHOTO
00pa30BaTeNbHOrO CTAaHAApTa CPETHEr0 MPOPECCHOHATBHOTO 00pa3oBaHUs IO
cnerranbHoctn  46.02.01 JlokyMeHTallMoOHHOE OOECTeueHue YIpaBiICHUS U
apxuBoBeJeHne, yTBepxkaeHHoOro IIpukazom Munnpocsemenus Poccun ot
26.08.2022 Ne 778.

[Iporpamma  MOATOTOBKM  CIEUUAIUCTOB  CPEJHEr0  3BEHA IO
cnenuasibHocTH  46.02.01 JlokymMeHTalmoHHOE oOOecreYeHrue YIpaBJICHUS U
apXMBOBEJICHUE pAacCMOTpeHa M ojoOpeHa Ha 3acenanuu Ilemarormyeckoro
coseta Kosremka mporokos 01-01/33 ot 27.05.2024.
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Pa3zngena 1. O0miune moJio:keHust

1.1. IIporpamma noAroToBku cnenuaiuctoB cpeasero 3seHa (IITICC3)
MPEACTABIISIET COOOW CUCTEMY JTOKYMEHTOB, pa3pabOTaHHYIO M YTBEPKICHHYIO C
Y4eTOM TpeOOBaHMIl pbIHKA TpyJda Ha ocHOBE DenepaabHOro rocyAapCTBEHHOTO
00pa3oBaTENBLHOIO CTaHJapTa CpelHero MNpodecCHOHAIBHOTO 00pa3oBaHUs
(®Ir'oC CIIO) nmo crnenmanbHocT 46.02.01 JloKyMeHTaMOHHOE OOECTICUCHUE
yOpaBlIeHUS M apXWUBOBeJCHHUE, yTBepkaeHHoro [Ipukazom MuHIpocBeneHus
Poccuu ot 26 aBrycra 2022 roga Ne 778.

[IIICC3 pernamMeHTHpPYET LIENTH, OXKHUAAEMble PE3yJbTaThl, COJAEpKAHUE,
yCIOBUSIT W TEXHOJOTHMU peamu3alud 00pa3oBaTeIbHOTO TIPOLECCa, OLEHKY
KauecTBa MOJIOTOBKHM BBITYCKHUKA MO JAHHOW CHEIUATbHOCTU M BKIIIOYAET B
ce0s1: y4eOHBIM MUIaH, padodne MporpamMMbl YUE€OHBIX MUCIUIUIMH (MOayJiel) u
Ipyrue maTepualibl, 0OecreurBarolMe KaueCTBO MOATOTOBKU OOydYarommxcs, a
TAaK)K€ MPOrpaMMbl y4eOHOM M TNPOU3BOJCTBEHHOM MPAKTUKHU, KaJCHIAPHBIN
y4eOHbIN rpauk U METOAMYECKHE MaTepualbl, 00ECIEUUBAIOIINE PEATHIALHUIO
COOTBETCTBYIOIIECH 00pa30BaTEIbLHON TEXHOJIOTHH.

1.2. HopMaTuBHBIE OCHOBaHUS JJI pa3padOTKU MPOrpaMMbl MOJATOTOBKH
CHELHUAINCTOB CPEIHETO 3BEHA!

1. @®enepanpHblii 3akoH oT 29 nekabps 2012 r. Ne273-03 «OO0
oOpazoBanuu B Poccuiickoit deneparmny;

2. [Ipukaz MunnpocBemenuss Poccum ot 12.08.2022 N 732
«O BHeceHuu u3MeHeHul B DenepalibHbIN TOCYAapCTBEHHBIA 00pa30BaTeIIbHbBIN
CTaHIapT CpeaHero oOmero oOpa3oBaHus, yTBepXkAeHHbIM Ilpukazom
MunucrepctBa oOpa3oBanus M Hayku P® ot 17 wmas 2012 1. No 413y
(3apeructpupoBano B Muntocte P® 12.09.2022 N 70034).

3. IIpuka3 MununcrepcrBa npocsemenuss Poccuiickoin @enepanum Ot
17.05.2022 Ne 336 (B pen. ot 25.09.2023 N 717) "O6 yTBepkI€HUU NEpeUHEN
npodeccuii U CreHaIbHOCTEN CpelHero mpodeccuoHaabHOro 00pa3oBaHUS U
YCTAHOBJICHMM COOTBETCTBHUS OTAENBHBIX Mpodeccuid HW CcHenuaibHOCTE!
cpeaHero MnpodecCUOHAIIBHOTO O0pa30BaHUs, YKAa3aHHBIX B JITHUX MEPEUHSIX,
npodeccusiM U CHEUANTbHOCTIM CpPEJHEro NpodeccHoHaIbHOro 00pa30BaHUs,
MEPEYHH KOTOPBIX YTBEPKJIECHBI MPUKa30oM MuHUCTEpCTBA 00pa30BaHus U HAyKU
Poccuiickoii ®@enepanun ot 29 oktsaOps 2013 1. Ne 1199 "O6 yTBepknenun
nepeuHei mnpodeccuil U CHEIUaIbHOCTEM CpeaHero MmpodecCHOHaTbHOTO
obpazoBanus" (3apeructpupoBan 17.06.2022 No 68887).

4, [Ipuka3z MunuctepctBa mnpocBerieHuss PO ot 2 centsops 2020 r.
Ne 457 (pen. ot 13.10.2023) "O6 ytBepxnenuu llopsaka mpuema Ha oOydeHue
Mo 00pa3oBaTEIBLHBIM MMPOTPAMMaM CPEAHETO MPO(hEeCCHOHATHFHOTO 00pa30BaHMUS.

S. [Ipuka3z MunoOpnayku Poccum ot 14 okts6pa 2022 r. N 906 O6
YTBEPXKJICHUU TOpPSAIKA 3alOJHEHUs, y4eTa W BbIJAYM JUIJIOMOB O CpEIHEM
npodeccCuoHaIbHOM 00pa30BaHUM U UX TyOJIMKATOB

6. IIpukaz MunucrepctBa npocseuieHus Poccuiickon Denepauuu
ot 24.08.2022 Ne 762 (Pemakuusa ot 20.12.2022) «O6 ytBepxaenuu [lopsiaka
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OpraHu3alMid U  OCYIIECTBICHHUS  OOpa30BaTENbHONW  JEATENBHOCTH IO
o0pa3oBaTeIbHBIM MPOTPaMMaM CPETHETO MTPOPECCHOHATTEHOTO 00pa30BaAHMS;

7. [Ipuka3z Munnpocsemenuss Poccun ot 08 Hos0ps 2021 r. Ne 800
(Pemakuma ot 19.01.2023 Ne 37) «O0 ytBepxknaenuun llopsaka npoBeneHus
roCyJapCTBEHHOW HWTOTOBOM aTTECTAllMM IO OO0pa30BaTEIbHBIM IPOrpaMMaM
cpenHero npogecCHoHaIbHOT0 00pa30BaHU;

8. [Ipuka3z Munnpocsenienust Poccun ot 26 asrycra 2022 roga Ne 778
«O06 yTBepkaeHuH (eneparbHOrO TrOCYJIapCTBEHHOTO  00pa30BaTENbHOTO
CTaHJapTa CpeIHero MpO(PECCHOHAIBHOIO 00pa30BaHMs 1O CHEIUATbHOCTU
46.02.01 JoxyMeHTaIlMOHHOE O0ECIICUCHHE YIIPABJICHUS U apXUBOBEICHHUEY;

9. [Ipuka3z MunucrepcTBa TpyJla U COUMAIBHOW 3amuThl Poccuiickomn
Oenepanuu ot 15 urons 2020 r. Ne 333u (3apeructpupoBan MUHHCTEPCTBOM
toctuunu  Poccuiickoir @enepanuu 15 nrona 2020 1., peructpauoHHBIA Ne
58957) «O6 ytBepxkaeHun MpodeccuoHanbHOTO cTaHjaapta «CHenualucT Mo
OpraHU3allMOHHOMY M  JOKYMEHTAllHOHHOMY  OOECIEYEHHUIO  YIpPaBICHUS
OpraHu3alue;

10. TIlpmka3z MuHuctepcTBa TpyAa M COLMANBHON 3ammThl Poccuiickoit
@eneparu ot 18 mapta 2022 r. No 140H (3apeructpupoBaH MHHHCTEPCTBOM
roctunn  Poceniickonn ®enepannu 21 anpens 2022 r., peructpanuoHHbiii Ne
63193) «O06 yTBepxkaeHun mnpodeccuoHanbHOrO cTaHAapra «CrnenuaiucT
apXuBay.

11.  VYcraB AHITIOO «MAHO».

12.  Tlonoxenue o Komnemxe AHITOO «MAHO».

1.3. IlepeueHb COKpalleHUN, HUCHOIB3YEMBIX B TEKCTE MPOTPaMMBbI
NOJATOTOBKY CHELUAINCTOB CPEIHETO 3BEHA!
®I'OC CIIO — enepanbHblil TOCYIapPCTBEHHBIN 00pa30BaTEIbHBIN CTaHIAPT
cpeaHero npodecCuoHAIbHOTO 00pa30BaHus;
[ITICC3 - mporpamma nOArOTOBKH CHENUAIMCTOB CPETHETO 3BEHA,;
OK — o0mpe KOMIIETCHITNH;
I1IK — mpodeccrnonanbHble KOMIETEHIUY;
JIP — TMYHOCTHBIE PE3yJIbTaThI;
CI' — coumanbHO-TYMaHUTAPHBIA LIVKJT;
OII — obmenpodeccnoHaIbHBIN ITUKIT;
[T — npodeccroHanbHBIN UK
M/IK — MexaucuuIuIMHapHbIi Kypc;
[IM — npodeccruoHaIbHBIN MOYJIb;
OII — obmenpodeccnoHanbHasT TUCIHUILINHA;
J1D — neMOHCTpallMOHHBIN SK3aMEH;
I'MA — rocynapcTBeHHast UTOrOBasi aTTECTALIMS.

Pa3znesn 2. O0mas xapakTepucTHKA 00pa30BaTeJIbHOM MPOrPaMMbl
KBamudukanus, mnpucBamBaeMas  BBIMYCKHUKaM  00Opa30BaTeIbHOU
nporpamMmel: CHEIUaNNCT 10 JOKYMEHTAIIHOHHOMY OOECIICYCHHIO YIIPaBICHUS U
apXUBHOMY JICITY.
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[Ipu  pa3paboTke  00pa3oBaTENbHON  MPOTPaMMBl  OpraHU3aLUs
YCTaHABIIMBAET HAIMPABIEHHOCTb, KOTOpPas COOTBETCTBYET CIELHUAIBLHOCTU B
EJIOM.

[Tomyuenue oOpazoBanus 1o cnenuanbHocTh 46.02.01 JlokyMeHTanOHHOE
o0OecrieueHre YOpaBICHUS M apXUBOBEJCHHE JIOMYCKAaeTcs TOJBKO B
pod)eCCHOHATEHON  00pa30BaTEeIbHON OpraHW3AlMH WA 00pa30oBaTEIHHON
OpraHu3aliy BBICIIETO 00pa30BaHMUS.

®opmbl 00ydeHUs: 3a09HASL.

OO0beM 00pazoBaTeNbHON MPOrpaMMBbI, peanu3yeMoll Ha 0a3e CpeaHero
obmiero ob6pa3oBanus 1Mo kBanupukanuu: CrenuamucT mo JOKYMEHTAIHOHHOMY
00eCTIEYCHUIO YIIPABICHUS M apXUBHOMY JIeTy —2952 akaJeMHUECKUX Jaca.

Cpox monyyeHust o0Opa3oBaHMs 10 0O0Opa3oBaTEIbLHOM MpOrpaMme,
peasmzyeMoil Ha 0a3ze cpemHero oomiero oOpa3oBaHHS TO KBaTU(DHUKAIIH:
Creruanuct mo JOKYMEHTAIIMOHHOMY OOECTICUEHHUIO YIIPABJICHUS W apXUBHOMY
neny — 1 rog 11 mecdnes.

O6beM  mporpaMMbl O  OCBOCHHIO  MPOTPaMMBbl  CPEIHEro
MPO(ECCHOHAIBHOTO 00pa30BaHUsl Ha 0a3e OCHOBHOTO OOILEro o0pa3oBaHUs C
OJIHOBPEMEHHBIM  TIOJIy4YEHHEM cpeaHero ooOmiero oOpaszoBanus: 4428
aKaJIeMUYECKUX YacoB, CO CPOKOoM oOyueHus 2 roja 11 mecsiies.

Pa3znes 3. Xapakrepuctuka npogecCuOHAIbHOM 1eITeJIbHOCTH BbIIYyCKHIUKA
3.1. O6nacte mnpodeccuoHaTbHOW JEATEbHOCTH BBIMYCKHUKOB: 07
AJMUHUCTpaTUBHO-YIIpaBlieHYeCKast U OUCHAs JeATEIbHOCTD.
3.2. CoOTBETCTBUE BUJIOB JCITEIBHOCTU IPO(HECCHOHATEHBIM MOTYJISIM:

HaunmeHnoBanue BUIOB A€SATEIbHOCTH HaumenoBanue
npohecCHOHANBHBIX MOTYyIEH
1 2
Buibl 1esTenbHOCTH
Ocy1iecTBlIeHHE OPTaHU3AIMOHHOTO U [IM.01 OcymecTBiaeHue
JOKYMEHTAIMOHHOTO O0EeCTIeUeHUs AeITeTbHOCTH OpraHU3aIMOHHOTO
OpraHu3aIu U JJOKyMEHTAIMOHHOTO
obecrieueHus qesTeIbHOCTH
OpraHu3aIu
Opranu3aniys apXuBHOM pabOTHI MO TOKyMEHTaM [IM.02 Opranusarnus apxuBHOU
OpraHu3aluil pa3InyHbIX (HOPM COOCTBEHHOCTH paboTHI IO IOKYMEHTaM
OpraHu3aIuil pa3nu4HbIX Hopm
CcOOCTBEHHOCTHU
Ocsoenue 6u006 pabom no 0OHOU UlU HeCKOAbKUM [IM.03 OcBoenne BUAOB paboT
npogheccuam paboyux, OOIHCHOCIAM CILYHCAUJUX M0 OJHOMN WJIA HECKOJIBKUM
npodeccusM pabodmx,
JIOJDKHOCTSIM CITY Kalux

Paznen 4. Ilnanumpyemble pe3yJbTaTbl OCBOEHHSI 00pPa30BaTeIbLHOM
NMpPorpaMMblI
4.1. O0uue KoMIeTeHUNH




Kon
KOMIIETEHI[M U

DopMyJIHPOBKA
KOMIIETeHIIU U

3HaHus, yMeHus

OK 01

Bribupats ciocoOs
pelieHus 3aaa4
npodeccnoHaTbEHOMI
JEATSIbHOCTH
MNPUMCHUTCIIBHO K
pa3IUYHBIM
KOHTEKCTaM

YMeHuUs: pacro3HaBaTh 3a/1a4y W/WIH MpooieMy
B IPO(ECCUOHATILHOM H/HJITH COIIMATIbHOM
KOHTEKCTE; aHAJIM3UPOBATh 33/1a4y WU/WIIN
po0JIeMy U BBIICTISTH €€ COCTaBHBIC YacTH;
OTIPEICNIATh ATAIbI PELICHUS 33/a4H; BBIABIISATH U
3¢ pexTUBHO HCKaTh HHGOPMAIIHIO,
HEOOXOIMMYIO JIJIsl PEILICHUS 3a/1a41 1/UJIH
POOJIEMBI; COCTABIISTH IIJIAH JICHCTBUS;
OIPECIISITh HEOOXOAUMBIE PECYPCHI; BIIA/ICTh
aKTyaJbHBIMH METOJIAMH PAOOTHI B
npoecCHOHATTLHON M CMEXHBIX cepax;
pea30BbIBATh COCTABJICHHBIH IIJIaH; OLICHUBATh
pe3yJIbTaT U NMOCJIEACTBUSI CBOUX JACHCTBHUI
(caMOCTOSITEIHHO MITU C TOMOIIIBbI0 HACTABHUKA)

3HaHMA: aKTyalbHbIN NPOPECCHOHATBHBIN U
COIMAIIbHBINA KOHTEKCT, B KOTOPOM TPUXOJAUTCS
paboTaTh ¥ KUTh; OCHOBHBIC HCTOYHUKU
uHGOPMAIIMU U PECYPCHI VIS PEUICHUS 3aa4 |
po6ieM B podecCHOHAIEHOM H/VITH
COIMAJILHOM KOHTEKCTE; aJITOPUTMbI BBIITOJTHEHHS
paboT B MpodheCCHOHATHHON U CMEKHBIX
00J1acTAX; METOIBI PaOOTHI B MPO(heCCHOHATBHOM
Y CMEXHBIX cepax; CTpyKTypy IUTaHa JIJIst
peleHus 3a/1a4; TOPSI0K OLIEHKU Pe3yJIbTaTOB
pereHus 3a1a4 NpopecCuOHATBHON
JeSITebHOCTH

OK 02

Hcnons3oBats
COBpPEMEHHBIE CPECTBA
MOUCKA, aHaJIu3a U
WHTEPIpETAINN
uHbopMaluu U
nH(pOpMaLIMOHHbIE
TEXHOJIOTUH IS
BBITTOJTHEHUS 33,144
npodeccnoHanbHOM
JeSTeTbHOCTH

YMeHus1: ONpeaeaTh 3a1a4u JUIsl TIOMCKa
nH(pOpMaLIUY; OTIPEAEATh HE00X0UMbIE
MCTOYHHUKH MH(POPMALINY; TNIAHKPOBATh MPOLIECC
MIOMCKA; CTPYKTYpPUPOBAThH MOJTy4YaeMyIO
nH(OpMaIINIO; BBIIENATh HanboJiee 3HaYMMOe B
nepeyHe HHPOopMaIuu; OLEHUBATh
MIPaKTUYECKYIO 3HAUMMOCTD PE3YJIbTaTOB IIOMCKA;
oQOopMIIATH pe3yJIbTaThl TOUCKA, IPUMEHSTh
cpeacTBa MHPOPMALMOHHBIX TEXHOJIOTUH /IS
pelieHus npodeccnoHalbHbIX 331a4;
HCII0JIb30BaTh COBPEMEHHOE ITPOTrPAMMHOE
obecrieyeHne; UCIoNIb30BaTh pa3IMYHbIE

UG pPOBBIE CPEACTBA TS pPEIIeHUsS
npodeccnoHaNbHbIX 3a1ad.

3HaHMsA: HOMEHKJIAaTypa HH(POPMaIIMOHHBIX
HCTOYHUKOB, IPUMEHSAEMBIX B
npoeccrnoHabHOM 1eATENbHOCTH; PUEMBI
CTPYKTypupoBaHus uHGopMmaruu; hopmat
oopMmIIeHHs pe3yJIbTaTOB MOMCKa HHPOpMaIuH,
COBPEMEHHBIE CPEJICTBA U YCTPOHCTBA
nH(OpMAaTHU3aLNY; TOPSIOK UX TPUMEHEHUS U




MpOrpaMMHOE OOecTieueHue B
npodeccnoHanbHOM e TEIbHOCTH B TOM YHCIIE C
WCIOJIb30BaHUEM ITU(PPOBBIX CPECTB.

OK 03 [InanupoBats u YMeHus1: onpeaensaTh akTyalbHOCTb
pealin30BbIBaTh HOPMAaTUBHO-TIPABOBOM TOKYMEHTAIIUU B
COOCTBEHHOE npodeccnoHaALHOM IeATEIIbHOCTH; IIPUMEHSITh
npodeccuoHanbHoE U COBPEMEHHYI0 HaAY4YHYIO MPO(ecCHOHAIBbHYIO
JIUYHOCTHOE Pa3BUTHE, | TEPMHUHOJIOTHUIO; OTIPEICIISITh U BEICTPAUBATh
MPEeANPUHUMATEILCKYIO | TPACKTOPHH MPOPECCUOHAIBHOIO Pa3BUTHS U
JeSITEILHOCTD B caM000pa30BaHuUsl; BBISBISATH JOCTOUHCTBA U
npodeccnoHanbHOM HEJ0CTaTKU KOMMEPUYECKOH Hien; MPe3eHTOBATh
cdepe, UCIoab30BaTh W]V OTKPBITHSI COOCTBEHHOTO JIeja B
3HaHUA 10 PUHAHCOBOI | MpodeccnoHalbHOMN 1eATeNbHOCTH; O(POPMIIATH
rPaMOTHOCTH B OW3HEC-TIJIaH; PaCCYUTHIBATH Pa3Mephl BBITUIAT IO
Pa3IMYHBIX KU3HEHHBIX | MPOLIEHTHBIM CTaBKaM KpeIUTOBAHMUS,
CUTYaIUsX. OTPEIEIATH MHBECTUIIMOHHYIO

MIPUBJIEKATEILHOCTh KOMMEPUECKUX HIeH B
pamKax npoQeccuoHaNbHON AESITEIbHOCTH;
MIPE3EeHTOBATh OM3HEC-U/ICI0; ONPEEITh
WCTOYHUKU (PUHAHCUPOBAHUS

3HaHuMA: coiep)KaHUEe aKTyaJIbHON HOPMATHUBHO-
MIPaBOBOM JOKYMEHTAIIMH; COBPEMEHHAs Hay4Has
1 IpoeCCUOHANIbHASI TEPMUHOJIOT U,
BO3MOXXHbBIE TPAEKTOPUU TPO(HECCUOHATILHOTO
pPa3BUTHS U caMOOOpa30BaHMsI; OCHOBBI
MpeANPUHUMATEIBCKOM 1eATEeNbHOCTH; OCHOBBI
(UHAHCOBOW TPAMOTHOCTH; ITPaBUIIa pa3padOTKU
OU3HEC-TIJIAHOB; MOPSI0K BEICTPAUBAHUS
MPE3CHTAINH; KPEAUTHBIE OAHKOBCKUE TTPOTYKThI

OK 04 O¢pdexTuBHO YMeHusi: OpraHu30BbIBaTh PabOTy KOJJIEKTHBA U
B3aUMOJICHICTBOBATh U | KOMaH/Ibl; B3aUMO/ICHCTBOBATh C KOJUIETaMH,
paboTaTh B KOJIJIEKTUBE | PYKOBOJCTBOM, KIIMEHTAMH B XOJI€
Y KOMaH/Ie npo¢eCCUOHANTBHON IeATETbHOCTH

3HaHUA: TICUXOJIOTHYECKUE OCHOBBI
JEeSATEIbHOCTH KOJJIEKTUBA, ICUXOJIOTHYECKUE
0COOEHHOCTH JIMYHOCTH; OCHOBBI ITPOCKTHOM
NeSATETbHOCTH

OK 05 OcCymecTBIIATh YCTHYIO | YMEHUsI: TPaMOTHO M3JIaraTh CBOM MBICTH U
Y MIICbMEHHYIO 0 OpMIISTH TOKYMEHTHI 10 MpodheCCHOHATBHON
KOMMYHHKAITIO HA TEMaTHKe Ha TOCY/IapCTBEHHOM SI3BIKE,
rocyJJapCTBEHHOM MIPOSBIIATH TOJIEPAHTHOCTH B pabouem
s13p1ke Poccuiickoi KOJUIEKTUBE
denepanuu ¢ yueToMm
0COOEHHOCTEH 3HAHHUA: 0COOEHHOCTH COLHAIBHOTO U
COHAJIPHOT'O 1 KyJIbTYPHOTO KOHTEKCTA; MpaBuia ohopMICHUS
KYyJIbTYpHOI'O JIOKYMEHTOB ¥ TIOCTPOEHUS YCTHBIX COOOIICHUI
KOHTEKCTa

OK 06 [IposiBisiTH YMeHusi: OMChIBaTh 3HAYUMOCTb CBOEH
TPaKIAHCKO- CHEIUATLHOCTH; TPUMEHSTH CTAaHIAPTHI

MaTpUOTUYCCKYIO

AHTHUKOPPYNIIUOHHOI'O TOBECACHU A




MO3UIIHIO,
JIEMOHCTPUPOBATH
OCO3HAHHOE TTOBEACHHUE
Ha OCHOBE
TPaJULIMOHHBIX
00I1IIeUeI0BeueCKUX
LICHHOCTEH, B TOM
YHUCJIE C YYETOM

3HaHUA: CYyIIHOCTh TPAXKIAAHCKO-
MaTPUOTHYECKON O3UIMH, 00LIEUETOBEUECKUX
LEHHOCTE; 3HAYMMOCTb PO EeCCHOHATHHOM
NEATEILHOCTH TI0 PO ecCuu (CIeIUaTbHOCTH);
CTaHJApThl aHTUKOPPYIIIHOHHOTO TIOBEJICHUS U
MIOCJICAICTBHS €70 HApYLICHUS

rapMOHU3AIIH
MEXKHAIIMOHAIBHBIX U
MEXPETUTHO3HBIX
OTHOIIICHHH,
MPUMEHSTH CTAaHIAPTHI
AHTUKOPPYILHUOHHOTO
MIOBEICHUS
OK 07 CopelicTBOBaTh YMeHusi: coOaroaaTh HOPMbI SKOJIOTUYECKON
COXPaHEHUIO 0€30MMacCHOCTH; ONPEIENISITh HAllPaBJICHUS
OKpY’KaroIllen Cpeipl, pecypcocOepexeHns B paMKax
pecypcocOepexeHuto, | npodeccuoOHANbHOMN 1eATeIbHOCTH 10
MPUMEHSTH 3HaHUS 00 | CIENUATBHOCTH OCYIIECTBISITH paboTy C
W3MEHEHUU KIIUMaTa, COOJIOZICHUEM MTPUHIIUIIOB OEPEKINBOTO
TIPUHIIHAITBI MPOU3BOJICTBA; OPTaHU30BHIBATH
OepeKIMBOTO npodeccuoHaNbHYI0 AEITEeIHLHOCT C YYETOM
MIPOU3BOJICTBA, 3HaHUI 00 N3MEHEHNN KIIMMAaTHYECKUX yCIOBHNA
3¢ pexTUBHO pervoHa.
ACUCTBOBATE B 3HAHUA: TIPABUIIA IKOJOTHIECKON GE30MaCHOCTH
PC3BbITANHBIX MIpH BEACHUU MPO(PECCHOHANTBHOM eI TeTbHOCTH;
CUTyalusx OCHOBHBIE PECYPChI, 3a1HiCTBOBAHHBIE B
npodecCHOHATLHOM JIEATEIIEHOCTH; Iy TH
o0ecreyeHns pecypcocOepeKeHus; TPUHIHUITBI
OepeKITMBOTO TPOU3BO/ICTBA; OCHOBHBIE
HampaBJIeHUs U3MEHEHUS KIMMaTHYECKUX
YCIIOBUM pEerHOHA.
OK 08 Hcnons3oBats YMeHus: ucnoab30BaTh GUKYIbTYPHO-
cpeacTBa GU3NYECKON | 03I0POBHUTEIBHYIO ICATEIEHOCTD JJIS
KYJIbTYPBI IS YKpPEIUIEHUs 30POBbs, TOCTHKEHUS )KU3HEHHBIX
COXpaHEeHHUS U 1 Ipo()eCCHOHANBHBIX IIeJIEH; MPUMEHSATh
YKpEIUIeHUs 370pPOBbs B | PallMOHAIbHbIE TPUEMBI JBUTaTEIbHBIX (DYyHKIHIHA
nporecce B IPOECCHOHATILHOMN e TEILHOCTH;
npodeccuoHaTbHON MI0JIb30BaThCS CPEACTBAMU MPOPHUIAKTUKI
JeSITeTbHOCTH U NepeHaNPSHKCHUS, XapaKTePHBIMHU IS JTaHHOM
NOJAep KaHUS CMEeLUaTbHOCTH
HeO6X0HHMPFO YPOBHA | 3yapms: pons GusMueckoii KylIbTypsl B
(usneckoit OOIIEKYIbTYpHOM, TIPO(PECCHOHATEHOM U
IIOATOTOBICHHOCTH COLIMAJIbHOM Pa3BUTHUHU YEIOBEKa; OCHOBBI
3JI0pOBOT0 00pa3a KU3HU; yCIOBUS
npoeCCHOHATLHON I€ATEIbHOCTH M 30HBI PUCKa
(U3NIECKOTO 37I0POBBS TSI CIICIHATBHOCTH,
cpeacTBa NPOPHUIAKTUKY TTePEHAIPSKEHUS
OK 09 Honb3oBaTbest YMeHus1: TOHUMATH OOILTUI CMBICT YETKO
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npodeccnoHabHOMI
JOKyMEHTaIuen Ha
roCyJapCTBEHHOM U
WHOCTPAHHOM SI3bIKax

MIPOU3HECEHHBIX BBICKA3bIBAHUI HA U3BECTHHIE
TeMbI (MpodecCHOHATBHBIE U OBITOBHIC),
IIOHUMATE TEKCTHI Ha 0a30BLIE
npodeccuoHalIbHbIC TEMbI; Y4aCTBOBAThH B
Jajiorax Ha 3HaKOMEIE OOIIHE 1
podeccuoHaIbHBIC TEMBbI; CTPOUTD IIPOCTHIC
BBICKA3BIBaHHS O C€0C M O CBOCH
podecCHOHAIbHOM IeATEIIBHOCTH; KPaTKO
000CHOBBIBATh M OOBSICHITH CBOM JIEHCTBHS
(TeKylue ¥ IMJIaHUPYEMbIE); ITUCATh TPOCTHIC
CBSI3HBIE COOOIICHUS Ha 3HAKOMBIC UJIU
HMHTEPECYIONIHe MPO(eCCHOHATBHBIC TEMBI

3HaHus: paBWIa OCTPOEHUS IPOCTHIX U
CJIOKHBIX MPEIJIOKEHNN Ha PO eCCHOHATBLHBIE
TEMbl; OCHOBHBIE 00LIeyIOTPEOUTEIbHBIE
riarouibl (ObITOBast M Mpo(hecCHoHaIbHAS
JICKCHKA); JEKCUYECKUII MUHUMYM, OTHOCSIIIIUICS
K OINMCaHUIO NPEJIMETOB, CPEACTB U IIPOLIECCOB
npo¢eCCUOHATILHOM 1eATEIbHOCTH; OCOOCHHOCTH

MIPOU3HOIICHHUS; IPaBUJIa YTEHUS TEKCTOB
npodeccnoHanbHOM HAIPaBIEHHOCTH

4.2 IlpodeccnoHaIbHbIC KOMIIETEHIIHN

Buasl Koau
HAauUMEHOBaHUe IHoxa3arTesiu 0CBOCHHS KOMIIETEHIMHU
JeATeJIbHOCTH
KOMIIeTeHIUH
Ocy1ecTBiieHne IIK 1.1. HaBbiku
OpraHn3aliiOHHOI0O OcymecTBasTh MOJTy4eHus: HeoOXoauMoii nH(OPMALIUU U
u npuém-nepeaavy nepeaadr CaHKITMOHUPOBAHHOW MH(OpMaIuu
JIOKYMEHTAIHOHHOTO | YIIPABJICHYECKOH C MCIIOJIb30BaHUEM CPEACTB HH(POPMALIMOHHBIX
obecneuenus uH(pOpMaLUn Y KOMMYHUKAIMOHHBIX TEXHOJIOTUI
JIESITEIIbHOCTH C TIOMOIIBIO CPEICTB | YnfeHHUSI:
OpraHusaiin HH)OPMAITHOHHBIX UCIIOIB30BaTh CPEACTBA HH(YOPMAIMOHHBIX U
u KOMMYHUKAIIMOHHBIX TEXHOJIOTUHN JJIS
KOMMYHHK%HHOHHHX MOJTy4eHUs U Tiepeaadu nHhopMaIuy;
TEXHOJIOTUN

BECTHU U UCIIOIBH30BaTh B paboTre 6a3y
KOHTaKTOB OpPTraHU3allNN;

BECTU YUYETHBIC PETUCTPALIMOHHBIE (POPMBI,
MCIIONIb30BATh UX ISt UHQOPMAIIMOHHON
paboTHI ¥ pabOTHI IO KOHTPOJIIO UCTIOTHEHUS
[IOPYYEHUH;

YCTaHABIMBATh U TOJACPKUBATH
KOMMYHHUKAITUHU B TIPOIIECCE JIETOBOTO
OOIIEHUS C TIOMOIIBIO CPESICTB
WH(POPMAITMOHHBIX U KOMMYHHUKAITMOHHBIX
TEXHOJIOTHIi;

CTUIAKUBATh KOH(MJIUKTHBIE U CIIOKHBIC
CUTYyaIluu MEXJIMYHOCTHOTO B3aUMOICHCTBHUS;
co0JII01aTh CITY)KEOHBIN ITHKET;
obecrneynBaTh HHPOPMAIIMOHHYIO
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0€30I1aCHOCTh ACATCIIBHOCTH OpraHu3aluu.

3HaHus:

HOpPMaTHUBHBIE ITPaBOBbIC aKThl Poccuiickoi
®enepanyu B chepe HHPOPMALMOHHBIX U
KOMMYHHKAITUOHHBIX TEXHOJIOTHIA;
CTPYKTYypa opraHu3aluu, e€ 3a1auu u
byHKINH,

MpaBuJjIa MPOBEJICHUS JIEJIOBBIX IEPETOBOPOB;
3THKA JCIOBOr0 OOIIECHUS;

MpaBHJia PEYEBOTO ITUKETA;

MpaBujIa MO KAHUS U Pa3BUTHUSA
MEXKJIMYHOCTHBIX OTHOIICHUH;

TpeOOBaHUS OXPAHBI TPY/IA.

K 1.2.
Koopaunuposats
paboTy mpueMHOI
PYKOBOAMTEIS, 30H
rpueMa pa3IudHbIX
KaTeropuim
MMOCETUTENICH
OpraHu3aluu

Hasbixkn

KOOPAWHAIMH PAOOTHI MPUEMHON
PYKOBOJUTEIIS U 30H NIPpUEMA Pa3IMYHbIX
KaTerOpHi MOCETUTEIIEN OpraHU3aLNN

Ymenus:

BCTpEYaTh MOCETUTENEH, T0JTy4aTh IEPBUUHYIO
MH(OPMALIHIO O OCETUTENAX, YCTAHABINBATh
HOPSI0K puéMa JUIs Pa3IuuHbIX KaTeropHui
MMOCETHUTEIICH;

BECTH yUETHBIE PETUCTPALIMOHHBIE (POPMBI T10
npuémy moceTuTenei u ohopMIIATh IPOITYCKa;
BECTH NPUEM, Iiepesiady v OTIPaBKY
JIOKYMEHTOB;

OpraHU30BBIBATH U OPOHUPOBATH
IIEPETOBOPHBIE KOMHATBHI;

CEpBUPOBATh YaliHble (KO(QEHHBIE) CTONbBI B
oduce;

IIPUMEHSITH B paboTe cpeacTBa
MH(POPMALMOHHBIX 1 KOMMYHHUKAIIMOHHBIX
TEXHOJIOTHI;

MPUHUMATH MEPBI IO COXPaAHEHHIO
KOH(HIeHIIMATbHON HH(OpMAIK B X0O/1€
IIpUEMA ITOCETUTEIICH.

3Hanus:

HOpPMAaTHBHBIE IIPAaBOBbIE aKThl Poccuiickon
denepanuu 1o 3amure nHGoOpMaIuu U padoTe
¢ oOpalleHUsIMU TPaKJIaH;

CTPYKTypa OpraHU3aIlHu U paclpeesieHne
GYHKIUI MKy CTPYKTYPHBIMU
MOApa3ACICHUSIMHU B CTICIIHATUCTAMH,
MpaBujIa OpraHU3aluy MPUEMa TOCETUTEIICH;
ATUKET U OCHOBBI MEXKTyHAPOIHOTO
MPOTOKOJIA;

STHKAa JACIOBOr0 OOIIECHUS;

MpaBUjIa peueBOTO ITUKETA.

IIpaBHJia CEPBUPOBKU YaHOTO (KoQeiHoro)
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CTONA;
TpeOOBaHUS OXpaHbI TPY/IA.

IIK 1.3. Bnanets
HaBbIKaMH
TUTAHUPOBAHUS
pabouero BpeMeHH
PYKOBOAMTEIS U
cekperaps

HaBbikn
MJIAaHUPOBaHUS paboYero BpeMeH!
PYKOBOAMTEIIS U paboUero JqHS ceKpeTaps

Ymenus:

BBIOMPATH (POPMBI TNIAHUPOBAHUS U
0hOpMIIATH TUIAHUPOBIIHUK (OpraHaizep)
PYKOBOJUTEIIS U CEKPETaps;

yCTaHABJIMBATH IIEITH, OTIPEIEIATh
MPUOPUTETHOCTD U 0UEPENHOCTD BBITTOJIHEHUS
pabot u 3pdexTuBHO pacpeneniTs padbouee
BpeMs;

COTJIACOBBIBAThH BCTPEYH U MEPOIIPHUATHS U
BHOCHUTb UH(POPMALIHIO B IJIAHUPOBIIUK
(opranaiizep);

UH(OPMUPOBATH PYKOBOIUTEIS O
PUOIKEHUY BPEMEHH U PETJIAMEHTE
3aMJIaHUPOBAHHBIX BCTPEY M MEPOIIPUSITHIA;
BBIOMPATH ONTUMAJIbHBIE CTIOCOOBI BHEIITHETO U
BHYTpEHHEro HHGOPMHUPOBAHUS O
TUTAHAPYEMBIX MEPOIIPUSTHSIX;
oOecrieynBaTh HHPOPMALIMOHHYIO
0€301MacHOCTb JIEATEIBHOCTH OPraHU3alNY;
IIPUMEHSITH B paboTe cpeacTBa
MH(OPMALIMOHHBIX U KOMMYHHUKAITHOHHBIX
TEXHOJIOTHIA.

3HaHus:

HOpPMaTHUBHBIE IIPAaBOBbIE aKThl Poccuiickon
®denepanuu B chepe nHPOPMaITUOHHOMN
0C30IMacCHOCTH;

CTPYKTYypa U crieniurka OCHOBHOU
JIEATEIbHOCTH OPTraHU3allNH;

OCHOBBI YIIPaBJICHUSI BPEMEHEM;

MpaBuIa NPOBEACHUSA JIETIOBBIX NIEPETOBOPOB;
3THKAa JACIOBOr0 OOIIECHUS;

TpeOOBaHUS OXPAHBI TPY/IA.

IIK 1.4.
Ocy1iecTBIAThH
MOATOTOBKY JETOBBIX
MOE3/I0K
PYKOBOJIUTES

U IPYTHX
COTPYJIHUKOB
OpTaHHU3aIIH

HaBbiku
OpraHU3aIMK JEIOBBIX MOE3A0K PYKOBOIUTEISA
U IPYTUX COTPYIAHUKOB OpraHU3aluu

Ymenusn:

COCTaBIIATh U OOPMIIATH JOKYMEHTBI JUIs
JIETOBBIX IOE3JI0K;

OCYIIECTBIISATh TPEBEI-TIOIIEPIKKY JIETOBBIX
IOE3/I0K;

COTJIACOBBIBAThH C MPUHUMAIOIIEH CTOPOHOI
IIPOTOKOJI TUIAHUPYEMBIX MEPONIPUATHI U
(dbopMHUPOBATH MPOTPAMMY J1€TI0BOM MOE3IKH;
MCIIO0JIH30BaTh CPEACTBA HH(MDOPMAITMOHHBIX U
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KOMMYHUKAIMOHHBIX TEXHOJIOTUHN JJIs
oOecrneyeHns B3auMOJICHCTBUS C
PYKOBOJIMTEJIEM BO BPEMS €TI0 JEJTOBOM
MTOE3/IKH;

0pOPMIISITh OTYETHBIE JOKYMEHTHI O JISTIOBOU
MOE3]IKE.

3HaHusn:

HOPMAaTHUBHBIE IIPAaBOBbIE aKThl Poccuiickon
denepanuu B chepe opraHu3aliu JeI0BOU
MOE3/IKH;

MOPSIIOK MOJATOTOBKHU U IOKYMEHTUPOBAHUS
JICIIOBOM II0€3/IKH;

MHTEPHET-PECYPCHI ISl OCYIIECTBICHUS
TPEBENI-TIOIAEPKKH JEJIOBBIX MOE3/10K;
ATUKET U OCHOBBI MEXKTyHAPOHOTO
MIPOTOKOJIA;

9THKA JIEJIOBOr0 OOIIEHHUS;

TpeOOBaHUS OXpaHbI TPY/Ia.

IIK 1.5. Baagets HaBbikn
crocobamu OpraHu3aluy U NOJAEPIKaHUS
OpraHu3anuu (YHKIMOHAJIBHOIO pabo4ero NpoCTpaHCTBA
pabouero YMenus:
TIpOCTpaHCTBa OpraHu30BBIBaTH paboyee MECTO B
TIPHCMHOM 1 COOTBETCTBHUH
Kabunera ¢ TpeOOBaHUSMU SPIrOHOMUKHU U KYJIbTYPBI
PYKOBOJUTENS Tpya;
obOecrnieunBath pabodyee MeCTo U
(GyHKIIMOHATBEHOE pabodee MPOCTPAHCTBO
HEOO0XO/IMMBIMHU CPEACTBAMHU
OpraHU3allMOHHOMN TEXHUKHU, MEOETBIO U
KaHUEJIIPCKUMH MTPUHAAICKHOCTAMHY;
MOJIEP/KUBATH CPEJCTBA OPTaHU3ALIMOHHON
TEXHUKH
B pabo4yeM COCTOSIHUU.
3HaHuA:
TpeOOBaHUS OXPAHbI TPY/JIa,
IIPOM3BOJICTBEHHOI CaHUTAPHH,
IIPOTUBOIOKAPHOU 3ALIUTHL;
OCHOBBI MIPAaBUJIBHOM OpraHu3aluy TpyJa u
METO/IbI TOBBILLIEHUS €r0 3PPEKTUBHOCTH;
BUJIbl OPTaHU3ALMOHHON TEXHUKH U TOPSIIOK
paboTHI C HEM.
[IK 1.6. HaBbiku
OcyiecTBiATh OpraHu3aluy MOATOTOBKHU U NPOBEIECHUS
pabory 1o KOH(EPEHTHBIX MEPOIPHUATHI, 0OecrieueH st
MIOATOTOBKE MH(POPMALIMOHHOTO B3aUMOIEHCTBHS
W TIPOBCJICHUIO PYKOBOAUTEIIS C OAPA3ACIICHUSIMU U
KOH(EpEeHTHBIX JOJDKHOCTHBIMU JIMLAMH OpTaHU3aluu
MEpPOTIPUSTHIA, VMeHAS:
o0ecrieunBaThb

OpTraHru30BbIBATH INPOLUCCC IMOATOTOBKU 1
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nH(POPMAaLMOHHOE
B3aMOJEICTBUE
PYKOBOAUTES

C ToIpa3ieJICHUSIMHU
U TOJDKHOCTHBEIMH
JIMIIaMHA OpPTaHU3aAIIN

MpPOBeJICHNE KOHPEPEHTHOTO MEPOIIPUATHS
WH/INBUYTBHO

U B cocTaBe pabouell Ipynibl;
JIOKYMEHTHPOBATh Pa3HbIC 3TAIbl IPOIIETyPhI
MOJTOTOBKH U TIPOBECHHSI KOH(DEPEHTHOTO
MEPOTIPUSITHSI,

COOJIIO/IATh STUKET U OCHOBBI
MEXTYHAPOJIHOTO ITPOTOKOIA;

OCYIIECTBIISATH cOOp, 00paboTKy HHPOPMAIIHH,
CHUCTEMATH3AIINIO TIOJTYYaeMbIX U
nepe1aBaeMbIX JTAaHHBIX;

OCYIIECTBIISATH TPOBEPKY IOCTOBEPHOCTH,
MIOJTHOTBI

1 HETPOTHBOPEUYUBOCTH JIAHHBIX, HCKIFOUCHUE
nyonupoBaHus nH(OpMaIuu;

MPUMEHSTh HH()OPMAIIMOHHO-
KOMMYHUKAIIHOHHBIC TEXHOJIOTHH.

3HaHus:

HOPMAaTHUBHBIE IPABOBbIE aKThl Poccuiickon
denepanuu B chepe HHPOPMAIIHH;
KOMILJIEKC OPTaHU3alMOHHO-TEXHUYECKHUX
MEPOIPUITHH 110 MOATOTOBKE U IIPOBEICHUIO
KOH()EPEHTHBIX MEPOIPHUSITHIA;

npaBuiia 0pOpPMIIEHUS JJOKYMEHTOB,
CO3/1aBAEMbIX

B IIPOLIECCE MOATOTOBKH U IIPOBEIECHUS
KOH(EPEHTHOTO MEPONPUSITHUS;

ATUKET U OCHOBBI MEXTyHAPOIHOTO
IIPOTOKOJIA;

ATHKA JIEIOBOTO OOILEHUS;

COCTaB BHYTPEHHHUX U BHEITHUX
MH(OPMAIIMOHHBIX TOTOKOB;

CTPYKTypa OpraHU3aliH U MOPSI0K
B3aMMOJICVCTBHUSI IIOAPA3IACICHUN;

METO/IbI 00pa0OTKH U 3aIUTHI HHPOPMAIIHH C
MPUMEHEHHUEM CPEJICTB MHPOPMAITMOHHBIX U
KOMMYHUKAITMOHHBIX TEXHOJIOTHIA;
TpeOOBaHUS OXPAHbI TPY/a.

IIK 1.7. Odopmnats
OpraHU3aIMOHHO-
pacropsIuTeIbHbIe
JIOKYMEHTBI U
OpPTraHU30BBIBATH
paboTy ¢ HUMH, B TOM
qHCIIe C
UCIOJIb30BaHUEM
aBTOMAaTH3UPOBAHHBIX
cHcTeM

HaBbixku

o opMIIEeHHS OpTraHU3aIUOHHO-
pacropsIUTEIIbHBIX

JIOKYMEHTOB ¥ OpraHu3anus paboTsl C HUMH, B
TOM YHCJIE C UCIIOIL30BaHUEM
ABTOMATU3UPOBAHHBIX CUCTEM

Ymenus:

COCTaBJISITh IPOEKThI OPraHU3aLMOHHbIX,
pacropsauTeIbHbIX U MH)OPMAIIMOHHO-
CIIPABOYHBIX IOKYMEHTOB, B TOM YHCIIE
JIOKYMEHTOB, COAEPKAIINX
KOH(UIEHIHATBbHYI0 HHPOPMAIIHIO;
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0OpMIIATH OpraHU3aluOHHO-
pacropsAUTeIbHBIC JOKYMEHTHI (OPUTHHAIIBI U
KOIIHH);

CKaHUPOBATh, KOMMUPOBATh U KOHBEPTHUPOBATH
JOKYMEHTHI B pa3InyHble (OpPMATHI;
OCYILECTBIISATH MIPOBEPKY MTPOEKTOB
JOKYMEHTOB Ha COOTBETCTBHUE IPaBHIIaM
JIEITOTIPOU3BO/ICTBA;

MPUHUMATD U TIPOBOMTH TIEPBUYHYIO
00paboTKy BXOISIINX IOKYyMEHTOB;
MIPOBOJIUTH MTPEIBAPUTEIILHOE PACCMOTPEHUE
BXOSIIIUX U BHYTPEHHUX JIOKYMEHTOB;
PETUCTPUPOBATH BXOISIINE, UCXOASIINE U
BHYTPEHHHUE JIOKYMEHTHI;

KOHTPOJHMPOBATH MapUIPyTHU3ALIUIO
JIOKYMEHTOIIOTOKOB B OpTaHU3aIH
(cornmacoBanme, MOANMKMCAHUE, YTBEPKICHHUE,
peructparusi, 03HaKOMJICHHE ¥ UCTIOJTHEHUE
JIOKYMEHTOB) ;

OCYILECTBIISATH CPOKOBBIM KOHTPOITh
WCTIOJTHEHUS IOKYMEHTOB;

OCYILECTBIISATH TIOATOTOBKY M OTIIPABKY
UCXOMSAIINX JIOKyMEHTOB;

COCTABJIATh OTYETHI U AHAJTUTUYCCKHUE CIPABKU
00 UCIIOJIHEHUH JIOKYMEHTOB;

BECTH WH(POPMAIIMOHHO-CIIPABOYHYIO pabOTy
10 JIOKYMEHTaM;

OCYILECTBIISATH pabOTy C OpraHU3aIMOHHO-
pacropsauTeIbHBIMU JOKYMEHTaMU

B aBTOMATH3MPOBAHHBIX CHCTEMAX.

3Hanusa:

HOpPMaTHUBHBIE IIPAaBOBbIE AKThI Poccuiickon
®denepanuu B cepe IeT0mpoOru3BOJICTBRA;
JIOKAJIbHbIE HOPMATUBHBIE aKThlI,
perjiaMeHTUPYIOIIUE ACATEIHHOCTD CITY>KObI
JIEIOMPOU3BOJICTBA U €€ PaOOTHHUKOB,
OPraHU3aLMI0 BEACHUS JIETONPOU3BOJICTBA;
COBpeMEHHbIE MH(POPMAIIMOHHBIE U
KOMMYHUKAILMOHHBIE TEXHOJIOTHH,
MPUMEHSEMbIE

B paboTe ¢ JOKYMEHTaMH;

CTPYKTypa OpraHu3aiuu, pyKOBOJACTBO
CTPYKTYPHBIX MOJIpa3ieNieHui, 00pasibl
MOJITMCEN JIUI], UMEIOIINX MPABO MOAMUCAHUS
Y YTBEPKJIECHUS JOKYMEHTOB,

Y OTPAHUYEHUS 30H UX OTBETCTBEHHOCTH;
MPaBUJIa PYCCKOTO S3BIKA;

TpeOOBaHUS OXPAHBI TPY/IA.

[IK 1.8. OdopmnsaTs
JIOKYMEHTBI 110

HaBbiku
ohopMIIeHHSI TOKYMEHTOB 110 JINYHOMY
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JUYHOMY COCTaBy U
OpraHu30BbIBaTh
paboty ¢ HUMH,

B TOM YHCJIC C
UCIIOJIb30BAHUEM
ABTOMATU3UPOBAHHBIX
CHCTEM

COCTaBy U OpraHU3allnun pa6OTI>I C HUMH, B TOM
YHCJIC C UCITIOJIb30BAHUEM
ABTOMATU3HUPOBAHHBIX CUCTCM

Ymenus:

o0ecrneunBaTh COXpPaHHOCTh MEPCOHAIBHBIX
JTAHHBIX PaOOTHHUKOB;

OpraHU30BBIBAThH IOKYMEHTOOOOPOT IO
NPECTaBICHUIO JOKYMEHTOB I10 TIEPCOHATTY B
rOCyJJapCTBEHHbIE OPIaHbI;

OpraHU30BBIBATH JIOKYMEHTOOOOPOT MO yUETY
U JIBUKEHUIO PAOOTHUKOB;

BECTH BOMHCKHMH yu€T paOOTHUKOB;

BECTH yu€T pabouero BpeMeH! pabOTHUKOB;
0(GOpPMIIATH OpraHU3aLUuOHHO-
pacropsaUTeIbHbIC TOKYMEHTHI 110 INYHOMY
COCTaBYy;

BECTH PETUCTPALIMIO, YUET, OTIEPATUBHOE
XpaHEHHE JIOKyMEHTOB IO JHYHOMY COCTaBY;
BECTH JJOKYMEHTALUIO, T0ATBEPKAAIOLLYTO
CBEJICHUS

0 TPYAOBOM JEATEIbHOCTU U TPYJOBOM CTaXKe
PabOTHHUKOB;

(dbopMHpOBATh JIUYHBIE JIeJ1a pAOOTHUKOB;
o(GOopMIIATH JeJ1a 0 JINYHOMY COCTaBY JAJIst
nepenadu

B apXMB OpraHU3allNY;

paboTaTh cO CelHaTu3UPOBAHHBIMU
MH(POPMALIMOHHBIMH CUCTEMaMH U 6a3aMu
JTAHHBIX TI0 BEJICHUIO yUYETa U IBUKCHUIO
pabOTHHUKOB.

3HaHuA:

HOPMAaTHUBHBIE IIPABOBbIE aKThl Poccuiickon
denepanyu B chepe TPYLOBBIX OTHOIICHUI;
JIOKaJIbHbIE HOPMATHBHBIE AKTHI,
PErIaMCHTUPYIOIINUE TPYAOBbIC OTHOLICHUS;
COBpEMEHHbIE HH(POPMALIMOHHO-
KOMMYHMKAIIMOHHbIE TEXHOJIOTHH,
pUMeHsieMble B paboTe ¢ JOKYMEHTaMHU 0
JUYHOMY COCTaBY;

CTPYKTypa OpraHu3aluu, pyKOBOJCTBO
CTPYKTYPHBIX [TO/Ipa3/ielIeHUH;

IIpaBWJIa AEIONPOU3BOICTBA;

IIpaBHJIa PYCCKOTO SI3bIKA;

STHKA JIEJIOBOI0 OOIIEHNUS;

TpeOOBaHUs OXpaHbI TPYIa.

IK 1.9.
OpraHu3oBbIBaTh
TEKyIllee XpaHEHHE
JOKYMEHTOB,
00paboTKy z1en Jyis

HaBbixkn

OpTaHM3aINHN TEKYIIETO XPaHCHHUS
JIOKYMEHTOB, 00paOOTKH JIEN JIsI
OTICPATUBHOTO M APXUBHOTO XPAHCHHUS, B TOM
YHCIIE C UCIIOJIb30BaHUEM
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OIIEpaTUBHOIO
Y apXUBHOTO
XpaHeHus, B TOM
YHCIIe C
HCII0JIb30BAHUEM
aBTOMATHU3HPOBAHHBIX
CUCTEM

ABTOMATU3HUPOBAHHBIX CUCTCM

YMenusn:

pa3pabaTeiBaTh HOMEHKJIATYPY JelT
OpraHu3aIuy;

MIPOBEPSATH MPABHIBLHOCTH OPOPMIICHHUS
JIOKYMEHTOB U OTMETKH 00 UX MUCIIOJIHCHUH
nepes X GOpPMHUPOBAHUEM B JIENIO JIJIS
MOCJICIYIONIErO XpaHeHUs; HOPMHUPOBATH
Jiena, KOHTPOJIMPOBATH MPABUILHOE U
CBOEBPEMEHHOE pacmpeiejieHue U TOAIINBKY
,IIOKyMeHTOB B AcJIa B COOTBECTCTBHUU C
HOMEHKJIATypOH JeT;

MIPOBEPSITH CPOKH XPaHEHUS JOKYMEHTOB,
COCTaBIISITh IPOTOKOJ paObOThI SKCIIEPTHON
KOMHCCHH T10 TIOJITOTOBKE TOKYMEHTOB K
nepeaayue B apXuB;

COCTaBIISITh aKT O BBIICTICHUU K YHUUYTOKEHHUIO
IIOKYMGHTOB, HC ITOJICKAIIIUX XpaHeHI/IIO;
COCTaBIISITh aKT 00 YHUUYTOXEHUH JIOKYyMEHTOB;
OCYILECTBIISITh MOJTHOE WM YaCTUYHOE
odopMIICHHE JIe] BPEMEHHOTO, TTOCTOSIHHOTO,
JTIOJITOBPEMEHHOTO CPOKOB XPaHEHUS;
COCTaBIIATH OIUCH JEJ CTPYKTYPHBIX
MoApa3iesIeHU MOCTOSIHHOTO,
JIOJITOBPEMEHHOTO CPOKOB XpaHEHUS JIsI
repeaayun JeN B apXUB OpraHu3aliuu;
IIPUMEHSTHh HH()OPMALIMOHHO-
KOMMYHHKAIIMOHHBIE TEXHOJIOTHH MpHU padoTe
C IOKyMEHTaMH.

3Hanus:

HOpPMAaTHBHBIE IIPAaBOBbIE aKThl Poccuiickon
®denepanuu B chepe IeT0mMpOUu3BOICTBA U
apXUBHOTI'O JIEJ1a;

JIOKaJIbHbIE HOPMATHUBHbBIE AKTHI,
pEerIaMEHTUPYIOIINE BEICHHE
JIETTONTPOU3BOJICTBA U MIepeavy JIe]l B apXUB
OpraHu3aluy;

BUJIbI HOMEHKJIATYP 1, o01Ire TpeOoBaHus K
HOMEHKJIAType JIeJ, MOPSA0K paOOThI C HEH;
nopsAa0K GopMUPOBaHUS U opopMIIeHUs A€,
crienuduka GopMUPOBAHUS OTIIETBHBIX
KaTEropui JIelr;

MpaBWJIa XPaHEHUS 1€, B TOM YHCIIE C
JIOKYMEHTaMH OTPaHUYEHHOTO J0CTYIIA;
MpaBuJja BbIIaYU U UCIOJIb30BAHUSA
JIOKYMEHTOB U3 C(POPMUPOBAHHBIX JIEIT;
MOPAAOK MCHOJIb30BAHUS TUIIOBBIX WJIIU
BEIOMCTBEHHBIX MTEPEUHEN IOKYMEHTOB,
ONIPEAEIIEHUS CPOKOB XPaHEHUS B IPOLIECCE
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AKCIIEPTU3BI IEHHOCTH JTOKYMEHTOB;
BUJIBI OITUCEH JIeTT OpraHU3aIuy U TOPSI0K
paboThI

C HUMU;

TpeOOBaHUS OXPAHBI TPY/IA.

Opranuzanus
apXUBHOM pabOTHI
0 IOKyMEHTaM
OpraHu3anui
pa3nuyHbIX HopMm
COOCTBEHHOCTH

IK 2.1.
OcyecTBISTh
KOMILIEKTOBaHUE
aApXUBHBIMHU JIeIaAMU
(mOKyMeHTaMM )
apXuBa OpraHu3aliu

Hasbixkn

y4acTHs B KOMIJIEKTOBAHUM apXUBHBIMU
JienaMu (TOKyMEHTaMM) apXyuBa OpraHU3aluu
Ymenus:

paboTaTh ¢ moapa3aeIeHusIMU/OpraHu3alusIMu
MCTOYHUKAMU KOMIUIEKTOBAaHUS apXUBa;
MPUHUMATH APXUBHBIE JieNa (JOKYMEHTHI) Ha
IIOCTOSIHHOE MJIM JIOJIFOBPEMEHHOE XPAaHEHHUE;
y4acTBOBAaTh B IIPOBEACHUU SKCIIEPTU3BI
LEHHOCTH Pa3JIMYHbIX TUIIOB U BUJIOB
JIOKyMEHTOB B COOTBETCTBUH C BHYTPEHHUMU
periiaMeHTaMH OpraHu3allny;

IPUMEHSTH B paboTe peKOMEH1alun
AKCIEPTHO-TIPOBEPOYHON KOMUCCUH WIIU
HKCIIEPTHON KOMHCCUU OpraHU3alUy;
MIPUMEHSATH MEPEYHH C YKa3aHUEM CPOKOB
XpaHeHus /e (JOKyMEHTOB);

coOIr0aTh HOPMATHUBHBIE CPOKU XPaHEHUSI
nen (I0KyMEHTOB);

BECTH YUYET UCTOUHUKOB KOMILJIEKTOBAHUS
apXuBa;

KCIIOJIb30BaTh MEPEIOBON OTEUECTBEHHBINA U
3apyOeKHBIN OMBIT 10 KOMIIEKTOBAHUIO
apxuBa JieJamu (JOKYMEHTaMH) IIOCTOSTHHOTO
U 1I0JITOBPEMEHHOTO XpaHEHMS;
UCII0JIb30BaTh COBPEMEHHBIE
aBTOMAaTU3MpPOBaHHbIE, THPOPMAIIOHHBIE U
TEJIEKOMMYHUKALIMOHHBIE TEXHOJIOTUN
JIOKYMEHTHPOBAHHBIX chep eATeNbHOCTH
OpraHu3aLuy.

3HaHunA:

HOPMAaTHBHBIE IIPABOBbIE aKThl Poccuiickon
denepanyu B chepe 1e10IpOr3BOICTBA U
apXMUBHOTO JIENa;

Hay4YHO-METOAUYECKUE KPUTEPUU SKCIIEPTU3BI
LIEHHOCTH Pa3JIM4HbIX TUIIOB M BUIOB JIEJ
(I1OKYMEHTOB);

TEOPETUYECKUE U METOINYECKHUE ACIIEKThI
KOMILIEKTOBAHUS U DKCIIEPTU3BI LIECHHOCTH
BCEX BUJIOB JJOKYMEHTOB;

BU/JIbI, PA3HOBUJIHOCTU U ()OpMaThl BCEX BUIOB
JIOKYMEHTOB;
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YHU(PULIUPOBAHHYIO CHCTEMY
OpraHU3alMOHHO-PACIOPSAAUTEIBHOM
JOKYMEHTaIUH;

CTaHJapThl 0(POPMIIEHHS OPraHU3aLMOHHO-
pacropsAuTeIbHON TOKyMEHTAILINN;
CHOCOOBI U TEXHOJIOTUHU IOKYMEHTHPOBAHUS
Pa3NIUYHBIX BUIOB IPOPEeCcCHOHATHLHON
JeSTEIbHOCTH;

OpraHU3alMOHHBIE PUHIIUIIBI
KOMIUIEKTOBAHHUS J1eN1 (JOKYMEHTOB)
OTPaHUYEHHOTO JIOCTYIIA;

TpeOOBaHUS OXPAHBI TPY/IA.

[IK 2.2. Bectu yuér
ApXUBHBIX el
(10KYMEHTOB), B TOM
qucle

C MCIIOJIb30BaHUEM
ABTOMATU3HPOBAHHBIX
CUCTEM

HaBbixu

BEJICHUS YUYETa apXUBHBIX JIeT (JIOKYMEHTOB), B
TOM YHCJIE C UCHOIb30BaHUEM
ABTOMATU3UPOBAHHBIX CUCTEM

Ymenus:

MI0JIb30BATHCS YUYETHBIMU JOKYMEHTAMH B
pamKax 3JeKTPOHHBIX HHPOPMAIIMOHHBIX
CHCTEM JIOKyMEHTHPOBAHHBIX cep
JESITEIIbHOCTH OpraHu3aluy;

MIOJIb30BATHCS CEPTHPHUIUPOBAHHBIMU
aBTOMATHU3HPOBAaHHBIMU CUCTEMaMU
JOKYMEHTHPOBAaHHBIX c(hep NesITeTbHOCTH
OpraHHu3aIyy 1o YUYETY, perucTpaium,
KOHTPOJIIO J1eTT (JIOKYMEHTOB);

MOJIb30BaThCSl MHPOPMALMOHHO-CITPABOYHBIMHA
CHUCTEeMaMH JOKYMEHTUPOBAHHBIX chep
JeSITeTIHHOCTH OpTaHU3aIlnH;

BECTH CIIPAaBOYHO-TIOUCKOBBIE CPEACTBA K
apXUBHBIM JIeJ1aM (JIOKyMEHTaMm);

BECTH YU€T CTPAXOBOT0 (POHAA apXUBHBIX J€IT
(ToKyMEHTOB);

PUMEHSITh HOPMATHBHEIE TPABOBBIE aKTHI,
JIOKaJIbHbIE HOPMATHUBHBIE aKThl OPraHU3AINH
¥ METOJINYECKHE JJOKyMEHTHI B 00JIaCTH yu&Ta
aApXUBHBIX €T (JOKyMEHTOB);

BHOCHUTBH TIPEITIOKESHHS IO
COBEpPILEHCTBOBAHUIO METOIUNYECKOTO
oOecrnieyeHust yuéra pa3HbIX BUI0B
JIOKYMEHTOB B JIOKYMEHTHPOBAHHBIX chepax
JeSITETHHOCTH OpTaHNU3alliH.

3HaHuga:

HOPMAaTHUBHBIE ITPAaBOBbIE aKThl Poccuiickon
denepanuu B cepe IeT0mpoOru3BOICTBA U
apXUBHOTI'O JIENIA;

METOJINYECKUE TOKYMEHThI U HAllMOHAJIbHBIE
CTaHAapTHI B 001acTH yuéTa TOKYMEHTOB U
JIOKYMEHTHPOBAHHBIX c(hep ACATEITHPHOCTH
OpraHu3alu;
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OTEUYECTBEHHBIC U 3apyOCIKHBIC
CepTUDUIIMPOBAHHBIC CHCTEMBI
aBTOMATU3HPOBAHHOTO YUETA ApXUBHBIX JIET
(TOKYMEHTOB);

TpeOoBaHUs K yU€TY 0CO00 IIEHHBIX U
YHHUKAQIIbHBIX apXUBHBIX JIEJT (JIOKYyMEHTOB);
CPOKH BBITIOTHEHUS pa0OT MO YUETY apXUBHBIX
nen (IOKYMEHTOB);

oO0IIHe PUHIKITBI Y4ETa U KOMIUIEKTOBAHUS
Jen (TOKyMEHTOB) OTPAaHHYEHHOTO JIOCTYTIA;
TpeOOBaHUS OXPaHBI TPYIA.

K 2.3.
Ocy1iecTBIAThH
XpaHEHUE apXUBHBIX
nen (JOKyMEHTOB)

C IOCTOSIHHBIM
CPOKOM XpaHCHHSI U
0 JIMYHOMY COCTaBYy
B apXUBE
OpraHHu3aIuu

HaBbikn

OCYILIECTBICHUS XPaHEHUS apXUBHBIX JIEIT
(IOKYMEHTOB) C TIOCTOSIHHBIM CPOKOM
XpaHeHI/ISI U 110 JII/I‘-IHOMy COCTaBy B apane
opraHu3aIu

Ymenus:

CUCTEMATU3UPOBATh Jieja (JOKYMEHTHI);
pa3MeniaTth apXuBHbIE Jiea (TOKYMEHThI) Ha
MeCTax XpaHEHHsI B COOTBETCTBUH C
HOPMAaTUBHBIMH TpeOOBaHUSMU B 00J1aCTH
apXHMBHOTO JIeJIa ¥ YIPABJICHUS JOKYMEHTaMH,
COOIIOIaTh HOPMATHBHBIE PEKUMBI XPAaHESHUS
ApXUBHBIX JIeT (IOKyMEHTOB) Ha JTIOOBIX
HOCHUTEIISIX;

MIPOBOAMTH MIPOBEPKY MOTHOTHI COCTaBa
apXHMBHBIX JOKYMEHTOB B €MHUIIAX XPAHECHUS;
MPOBOANTH OMMCAHUE APXUBHBIX JIElT
(ToKyMEHTOB);

COCTABJIATH CIIPABOYHO-TIONCKOBBIE CPENICTBA K
ApPXUBHBIM JIeJIaM (JIOKyMEHTaM);

BECTH yUE€T U KOHTPOJIb BBIIAYH apXUBHBIX JIEJT
(IOKyMEHTOB) M3 apXUBOXPAHUIUIIA U UX
BO3Bpara;

BECTH YU€T U KOHTPOJIb Nepejauu e
(IOKyMEHTOB)

B TOCY/IapCTBEHHBIA/MYHHUITUTATLHBIA apXUB
WIA Ha WHOE BHEIIHEEe XpaHeHHe U TpuéMa Jei
C BHEILIIHETO XpaHEeHUs;

POBOJIUTH MOJUCTHYIO POBEPKY
($U3UYECKOT0 COCTOSHHUS [ (JOKYMEHTOB);
pa3bICKMBaTh HEOOHAPY)KEHHBIE J1eN1a
(TOKyMEHTBHI);

3alMIIaTh HHPOPMALMOHHbIE PECYPChl apXHBa
OT HECAHKIIMOHUPOBAHHOTO JIOCTYTIA.

3Hanusa:

HOpPMAaTHUBHBIE ITPAaBOBbIE aKThl Poccuiickon
denepanuu B cepe IeT0mMpoOru3BOICTBA U
apXUBHOTIO JIEJIA;

HOPMAaTHUBHBIE IPABOBbIE aKThl Poccuiickon
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®eneparyu B 001acTi MHGOPMAIIHH,
MH(POPMALMOHHBIX TEXHOIOTUH, 3aIIUTHI
uH(pOPMALIUU 1 TIEPCOHATIBHBIX JAHHBIX,
nudpoBoit TpanchopManuu;

HOPMAaTHUBHBIE IIPABOBbIE aKThl Poccuiickon
®enepanyu B 00:1acTH KOH(PUICHINAIBHOCTH
uHpOpMaInu;

IpaBUJIa XpaHEHUs Jell (JOKYMEHTOB) B
COOTBETCTBUU C UX THUIIAMU;

nopsI0K (POPMHUPOBAHUS TOKYMEHTOB B
KOMIUIEKTBI, TPYIIIbI, TUIIBI;

TpeGoBaHuUs K 0hOPMIICHUIO JOTOBOPOB HA
peanu3aluio yCIIyr BHEIIHETO XpaHeHUs el
(1O0KYyMEHTOB);

CPOKH BBIIIOJHEHUS PaboT;

TpeOOBaHUS K YCTAaHOBJIEHHBIM HOpMaM
BbIPa0OTKY;

TpeOOBaHUs OXpaHbl TPYIa.

IIK 2.4.
Ocy1iecTBIAThH
XpaHeHue,
KOMILIEKTOBAaHHE,
YYET U
WCIIOJIb30BAHUE JIEI
(IOKyMEHTOB)
BPEMEHHOTO
XpaHeHus

HaBbiku

obecrieueHust XpaHEHU s, KOMIJIEKTOBAHMUS,
yuyéra u

WCIIOJIB30BaHUS JIeT (JIOKYMEHTOB)
BPEMEHHOI'0 XpAHEHUS

Ymenus:

OpraHU30BBIBATH U 00ECIEUNBATH XPaHEHUE
Jiel1 (IOKYMEHTOB) BPEMEHHOT'O XPaHEHHsI
OpraHu3aly B TPAAULIMOHHOM U B
3JIEKTPOHHOM BUJIE;

KOHTPOJIMPOBATh pa3paboTKy CTPYKTYPHBIMU
MOIpa3ICJICHUSMHU ONMCEN U aKTOB O
BbI/IEJICHUH Ha YHUUTOKEHUE /1T
(TOKYMEHTOB) BPEMEHHOT'O XpaHEHHsI B
TPaJMLIMOHHOM U B 3JIEKTPOHHOM BU/JIE;
(GbopMHUPOBATH €MHUIIBI XPAHEHUS
JIOKYMEHTOB JJISl UX MOCIEAYIOLIETO
pa3MelieHys B apXUBe OpraHu3alluy;
COCTaBIIATh CIIPaBOYHO-TIOUCKOBBIE CPEACTBA K
apXUBHBIM JIeJ1aM (JIOKyMEHTaMm);
OCYLIECTBJIATh NOUCK J1€1 (JIOKYMEHTOB)
BPEMEHHOI'0 XpaHEHUS B MPOIECCE UX
XPpaHEHUs B CTPYKTYPHBIX NOJPA3ACICHUAX U
apXuBe OpraHU3allNy;

OCYIIECTBIISATh METOJUYECKOE PYKOBOJACTBO
OpraHu3anueil XpaHeHus Aell (J0KyMEHTOB)
B CTPYKTYPHBIX MOAPA3EICHUAX
OpraHu3aluy;

OKa3bIBaTh CTPYKTYPHBIM MOIpa3IesIEHUsIM
IIPAKTUYECKYIO TOMOIIb B OPraHU3alNH
XpaHeHus Jel (J0KyMEHTOB);

pa3padaTbIBaTh CPaBOYHO-UH(POPMALIMOHHBIE
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JIOKYMEHTBHI 110 OpraHU3alliy UCTIO0JIb30BAHMS
Jien (IOKYMEHTOB) BPEMEHHOTO XpaHEHUsI B
CTPYKTYPHBIX OJPA3ICIICHUSIX U apXUBE
OpraHu3aluy;

MPOBOJUTH SKCIEPTUIY LIEHHOCTH JelT
(IOKYMEHTOB) BpEMEHHOT'O XpaHCHHUS,
NEpEaHHbIX B APXUB;

OTPEENATh CPOKH XpaHEHUS Ael
(IOKYMEHTOB) BPEMEHHOT'O XPaHCHHS;
o0ecrieynBaTh 3aUIUTY JIel (JIOKyMEHTOB)
BPEMEHHOI'0 XpaHEHUS B OPraHU3alUU OT
HECAHKIIMOHUPOBAHHOTO JOCTYIIA WU
YHUYTOXKEHUS;

POBOJUTH (PU3MUYECKOE YHUUTOKEHHUE JeIT
(IIOKyMEHTOB) BPEMEHHOTO XpaHEeHHUSI C
MCTEKIIUMH CPOKAMHU XPaHEHUS T1OCIIe
COTJIACOBaHUs CO CTPYKTYPHBIMU
MOJIPa3/IeICHUSIMU OpTraHU3aINH;
0pOpMIISITh YUETHBIE TOKYMEHTHI 00
YHUYTOXKEHUU JeJl (IOKyMEHTOB) BPEMEHHOT'O
XpaHEHUs C UCTEKIIMMU CPOKaMU XpaHEHUS
COBMECTHO CO CTPYKTYPHBIMHU
MOIpa3iesIeHUs MU OpTaHU3aIHH.

3Hanun:

HOPMAaTHUBHBIE IIPABOBbIE aKThl Poccuiickon
®enepanuu B chepe 1e10IpOU3BOICTBA U
apXMUBHOTO JIEJIa;

HOPMAaTHUBHBIE IIPABOBbIE aKThl Poccuiickon
®enepanyy B 001aCTH 3alUThl IEPCOHAIBHBIX
JTaHHBIX;

HOPMAaTHUBHBIE IIPABOBbIE aKThl Poccuiickon
®enepannu B 00JaCTH KOH(DUIEHIUAIBHOCTH
uHpOpMaInH;

METOANYECKUE JOKYMEHTBI M HAllHOHAJIbHBIE
CTaHJApPThI B 00JIACTH JEIONPOU3BOCTBA U
apXMUBHOTO JIETa;

METOAMKA pa3padoTKU (GOpM yUETHBIX
JIOKYMEHTOB B TPAJIMIIMOHHOM U B
JJIEKTPOHHOM BHJIE;

IpaBUjIa CUCTEMATH3AIMU U KIacCU(PHUKAILIMN
JIOKYMEHTOB;

0COOEHHOCTH OpraHU3aluu XpaHEeHUs /el
(TOKyMEHTOB) Ha pa3IM4HbIX HOCUTEISX;
KPUTEPUU ONPEIEICHUSA IEHHOCTH eIl
(TOKyMEHTOB) /JIsl AaJIbHEHIIEr0 XpaHeHus
WIM YHUYTOXKEHUS;

TpeOOBaHUS K MpolieccaM YHUYTOKESHHUS
nH(pOpMaLUU B TPAJUIIIOHHOM U
JJIEKTPOHHOM BHJIE;

TpeOOBaHUS OXpaHBI TPY/IA.
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IIK 2.5.
OcyiecTBIsITh
HCII0JIb30BaHUE
ApXUBHBIX el
(10KYMEHTOB), B TOM
YHCIIe C
HCIOJIb30BAaHUEM
ABTOMATHU3HPOBAHHBIX
CUCTEM

HaBbiku

OCYIIIECTBIICHUS UCIIOIb30BaHUS ApXUBHBIX
Jien (IOKYMEHTOB), B TOM YHUCJIE C
HCITOJIb30BAHUEM aBTOMATH3WPOBAHHBIX
CHCTEM

YMenus:

CUCTEeMaTU3UPOBATh U 0000IIATH CBEJCHUS O
COCTaBE U COJIEP>KAHUU apXUBHBIX JIEII
(TOKYMEHTOB);

MCIOJIb30BaTh UHGOPMAIIMOHHBIE TEXHOJIOTUU
B 00JIACTH CO3AaHUS CIIPABOYHO-TIOMCKOBBIX
CPEJIICTB apXUBa U IOKYMEHTHPOBAHHBIX cep
JIeATEIIbHOCTH OpraHUu3allNy;

(dbopMHPOBATH OCHOBHBIE U BCTIOMOTaTEJIbHbBIE
BU/Ibl aDXUBHBIX CIIPABOYHUKOB B
AIIEKTPOHHOU (hopme;

[O/IrOTAaBIMBATh UHPOPMAIIOHHBIE
JIOKYMEHTHI 110 3apocaM I0JIb30BaTeNeH
Pa3IMYHBIX KATETOPHH.

3HaHuA:

HOpPMaTHUBHBIE ITPaBOBbIE aKThl Poccuiickoii
®enepanyn B chepe AeT0MPOU3BOICTBA;
HOPMAaTHUBHBIE NIPABOBbIE aKThl Poccuiickon
®enepanyu B 001aCTH 3aILUThI IEPCOHATBHBIX
JTAaHHBIX;

METOAMYECKHE JJOKYMEHTBI B 001aCTH
MCTIOJIB30BaHUS | ITyOIMKAINK apXUBHBIX JIET
(TOKyMEHTOB);

cepTuduIrpoBaHHbIE THPOPMAILIMOHHO-
MIOUCKOBBIE CHCTEMBI B 00JIACTH pa3pabOTKU
Hay4YHO-CIIPaBOYHOTO armapara
JIOKYMEHTHPOBAaHHBIX c(hep NesITeTbHOCTH
OpraHu3aluy;

CPOKHM BBIIIOJTHEHUS pa0bOT IO OpraHu3aluu
UCIOJIb30BAaHUS apXUBHBIX /1€ (JIOKYyMEHTOB);
OpraHU3al[MOHHbIE TPUHIUIIBI UCTIOIb30BAHUS
JIOKyMEHTOB OTPaHUYEHHOIO JJOCTYTIa;
TpeOOBaHUs K MOJITOTOBKE apXUBHBIX CIIPABOK
Y BBIIMCOK U3 apXUBHBIX JJOKYMEHTOB;
TpeOOBaHUS OXpaHbI TPYIa.
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5.3. PaGouyasi nporpaMmMa BOCIIMTAHUSA

5.3.1. lenp u 3agauu BOCHUTaHUSA, OOYyYArOLIMXCS NPHU OCBOECHUU HUMU
00pa30BaTeNbHOM MPOTPAMMBI:

[lenp paboueil mporpamMmbl BOCHUTAHUS — CO3J@HUE OPTraHU3ALMOHHO-
MEarOTMYeCKUX  YCIOBUM 111 (DOPMUPOBAHMS JIMYHOCTHBIX  PE3YyJbTATOB
OOy4Jaronuxcsi, MPOSBISIONINXCS B PA3BUTHH WX TMO3UTUBHBIX UYBCTB |
OTHOUIEHUH K POCCUMCKUM TpaXJaHCKUM (0a30BbIM, OOIICHAIIMOHAIBHBIM)
HOpPMaM U LIEHHOCTSIM, 3aKkperuiéHHbIM B Konctutynuu Poccuiickoit @enepanuu, ¢
y4eTOM Tpaaulluii W KyJdbTypbhl cyObekTa Poccuiickoit deneparuu, IeI0BBIX
KaueCTB KBAIU(PUIIMPOBAHHBIX PAO0OYMX, CIY>KAIIKUX/CIEIUATUCTOB CPEIHETO
3BEHA, OIPECIICHHBIX OTPACIEBBIMU TPEOOBAHUSIMU (KOPIIOPATUBHOM KYJIBTYPOM).

3agauu:

— (QopMHUpOBaHUE €IMHOTO BOCHUTATEIILHOIO MPOCTPAHCTBA, CO3/IAIOIIETO
paBHbIE  yCJIOBHS  JUIsl  Pa3BUTHS  OOydHaromuxcsi  Npo¢eCcCHOHAIbHOU
00pa30oBaTeIbHON OpraHU3aluu;

— OpraHu3alMs BCEX BUJOB JICSITEIHLHOCTH, BOBJICKAIONIEH O00OyYarommuxcs B
OOILIECTBEHHO-IIEHHOCTHBIE COLIMAIU3UPYIOLINE OTHOLIEHUS;

— ¢dopmupoBaHue y oOydaromuxcs npodecCUOHATBHOW 00pa30oBaTeIbHOM
OpraHu3ald OOIIMX IIEHHOCTEH, MOpAJbHBIX M HPABCTBEHHBIX OPHUEHTUPOB,
HEOOXOMMBIX JIJIl yCTOWYMUBOTO Pa3BUTHSI TOCY1apCTBA;

— YCWJICHHE BOCIUTATEIBHOTO BO3JEUCTBUS Onarogaps HENMPEpPHIBHOCTH
MPOIIECCA BOCIIUTAHUSI.

5.3.2. PaBGouas nporpamMmma BOCIIUTAHUS MIPEICTABICHA B MPUIIOKEHUH 3.

5.4. KanenaapHblii IJIaH BOCIUTATEIBHOI padoThI
KanennapHslii 1aH BOCHUTATENIbHON paOOThI MPEACTABIEH B MPUIIOKEHHUH 3.

Paznen 6. YciaoBusi peasiuzanuu 00pa3oBaTe/IbHOM MPOTrPaMMBbl
6.1. TpeboBanuss K  MaTepUAIBHO-TEXHUYECKOMY  OOECIICUEHUIO
o0pa30BaTeNbHOM MPOTrpaMMBbl
6.1.1. CneuuanbHble MOMEIICHHS JOJKHBI MPEICTaBIATh CO00N yueOHbIe
ayIUTOpUU NI TPOBEICHUS 3aHATUM BCEX BHJOB, MPEIYCMOTPEHHBIX
o0Opa3oBaTeIbHON MPOrpaMMOM, B TOM YHCJI€ TPYIIOBBIX U WHIWBHUAYaJIbHBIX
KOHCYJIbTALMM, TEKYIIErOo KOHTPOJISI M MPOMEKYTOUHOM arTecTaluu, a Takke
MOMEIIEHUsI JUISl CaMOCTOSITEIbHOM W BOCHUTATEIbHOM paldOThl, MacTepCKue
U JabopaTopuu, OCHAIEHHbIE O00OPY/IOBAaHHWEM, TEXHUYECKUMH CpEICTBAMHU
oOy4eHHs] W MaTepuajaMH, YYUTBHIBAIONIUMU TPEOOBAHUS MEXIYHAPOIHBIX
CTaHJapTOB.
IlepeyeHb cienmuaNbLHBIX MOMeEIEHUN
KaOunersnr:
— COIIMAJIbHO-?KOHOMUYECKUX U YIPABICHUECKUX AUCIUTIIINH;
— UWHOCTPAHHOTO s3bIKa B MPO()ECCUOHATBHOMN JAESATEILHOCTH;
— PYCCKOTO s3bIKa B IPO(ECCHOHATLHOM eI TeTbHOCTH;
— TMpaBoBOro obecrnedeHus npohecCuoOHATBHON EATeTbHOCTH,
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— JIOKyMEHTaLMOHHOTO 00eCreYeHNs yIpaBICHUS;
— ApXUBOBEJCHUS;
— MnpodeccuOHAIBHOMN 3TUKH U OCHOB JEJIOBOTO OOILIEHUS;
— OpraHM3alyu CEKPETapcKOro 00CIyKUBaHUS;
— 0e30macHOCTH KU3HEIEeATEIbHOCTH;
— METOINYECKUMH.
JlabopaTopumn:
— KOMITIBIOTEpHOU 00pabOTKU JOKYMEHTOB;
— HH(OPMAIMOHHBIX K KOMMYHHUKAIIMOHHBIX TEXHOIOTHIA;
— apXMBHOTO J€Na;
— OpraHu3aluu padoThl ¢ JOKYMEHTaMU;
— CHCTEM 3JIEKTPOHHOTO JIOKyMEHTO000pOTa;
— yueOHas KaHLEISApHS.
CnopTuBHBINA KOMILIEKC
- ClIOpTHBHBIH 321
3anabl:
— OuOIMOTEKa, YUTAIBHBIN 341 ¢ BbIX0/10M B IHTEpHET;
— aKTOBBIM 3all;
U Jp.

6.1.2. MarepuanbHO-TEXHUUECKOE OCHAIlleHHe KaOWMHETOB, J1abopaTopui,
MacTepCKHUX U 0a3 MPaKTUKU MO CIIEHUATBHOCTH.

OOpasoBarenbHass ~ OpraHM3alys,  peajusyiouias  OporpaMMmy IO
cnerquanbHocT  46.02.01 lokymMeHTallMOHHOE OOECHeYeHHe YINpaBICHUS H
apXMBOBEJICHWE, JIOJDKHA  pacrojiaraTb  MaTepUalbHO-TEXHUYECKON  0a3oM,
o0OecreynBaIleil  IpOBEIECHUE BCEX  BHUJOB TUCUUIUIMHAPHON U
MEXIUCIUIUIMHAPHON TOATOTOBKHM, J1a0OpPaTOpPHOM, MNPAKTHUUYECKOW pabOThI
oOyyJaronmxcs, PEe1yCMOTPEHHBIX y4eOHbIM IJTAHOM
U COOTBETCTBYIOIEH JECUCTBYIOIIMM CAaHUTAPHBIM W  MPOTHUBOIOKAPHBIM
npaBuiaM M HOpMaM B pas3pe3e BBIOpaHHBIX TpaeKTOpud. MHHHMaIBHO
HeoOxomumbld Uit peanuzanuu OOIl mepeueHb MaTepHaTbHO-TEXHUYECKOTO
obecreyeHus BKIIIOYaeT B ceOs:

6.1.2.1. OcHareae KaOMHETOB
KaﬁI/IHeT «COIII/IaJIBHO-C)KOHOM]/I‘ICCKI/IX )/ | ynpaBnquecmlx AUCHUIIJIUH)).

Ne | Hammenosaume oGopynoBanus TexHUYeCKOe ONMCAHNE

| Cﬂelll/IaJII/I3l/Ip0BaHHaﬂ Me0esIb U CHCTEMbI XPaHECHHUSA

OcHoBHOe 000py/10BaHKE

pabouue CTOJ M CTYJI 110 KOJTMYECTBY 00yUYarOIINXCS YYCHUYECKUE CTOJHI,
CTYJIbSl IO KOJIMYECTBY
00yJaronmxcs

pabodee MecTo MpernojaBaTes Pabouee mecto

npenoaaBarens (CTod,
CTYJI, IEPCOHAIIBHBIN
KOMITBIOTED)

JlonoJiHUTEeIbHOE 000pY/I0BaHHE

30



\ MarHUTHO-MapKepHas yueOHasi IocKa \ B Hanmuuun
II Texuuueckue cpeacraa
OcHoBHOe 000opy10BaHHNe
1 | mepcoHaIbHBIN KOMIBIOTEP B nannuuun
2 | mpuHTEp B Hanuuuun
3 | npoekTop B Hannuuun
4 | UHTepaKTUBHAs MPUCTABKA K JIO0CKE WM UHTEPAKTHUBHAS B Hanuuuun
JI0CKa

111 /IlemoHCcTpauMOHHBbIE YUeOHO-HATJISAIHbIE TOCOOHSI

OcHoBHOe 000opyr0BaHHe

y‘le6HO'MeTO,Z[I/I‘IeCKHﬁ KOMIIJICKC 11O JUCHHUITIIIMHE

KOMIUICKT y4eOHO-
METONYECKOMN
JIOKYMEHTaIl1H,
BKJIFOYAIOLTUHN yueOHO-
METOJIMYECKUE YKA3aHUs
JUTSL CTYZCHTOB 10
MIPOBEJICHUIO
MPaKTUYECKUX padoT,
METOJIMYECKUE YKA3aHH
110 OpTraHu3aIUH
CaMOCTOSITENIbHOM paboThI,
KOMIUICKT OIEHOYHBIX
CPEJICTB MO JUCIHUILIMHAM

y4eOHBIC TTOCOOHS

yueOHOe rmocodue 1o
MpenogaBacMoun
JUCLIUILINHE

TUIAKTHYECKUA U IEMOHCTPAIIMOHHBIA MaTepHall,

HGO6XOI[I/IMBH\/JI AJid opraHru3alii Ka4CCTBCHHOI'O 06yquI/m

KOMIUIEKT y4eOHO-
HAaTJISIHBIX TTOCOOMIt
(TuTakaThl, pa3IaTOYHbBIC
KapTOUYKH, TaOJIHUIIbI)

Kaouner « MHOCTpPaHHOTO s13bIKA B NPO(eCCHOHATLHOI 1eSITeJIbHOCTH

Ne ‘ HaumeHnoBanue 000pyaoBaHus

\ TexHru4ecKoe ONUCaHNue

| Cienman3upoBaHHasi Me0eJIb U CHCTEMbI XPAHEHHSA

OcHoBHOE 000pynOBaHHe

pabouue CTOJ U CTYJI I10 KOJUYECTBY 00yUaroIuxcs

YUCHUUYCCKHE CTOJIbI,
CTYJIbSl IO KOJTMYECTBY
00yyJaronmxcs

pa60qee MECTO IpCOAaBaTeIIsz

PabGouee mecTo
npenoiasarens (CToi,
CTYJI, IEPCOHAIIBHBIN

KOMITBIOTED)
JlonoJiHUTEIbHOE 000PYAOBaHUE
\ MarHMUTHO-MapKepHasi yueOHas JocKa \ B nanuuun
II Texuuuyeckue cpeacraa
OcHoBHOe 000py/1I0BaHHE
1 | mepcoHaIBHBIN KOMIBIOTED B nannuum
2 | mpuHTEp B nanuuun
3 | mpoekTop B Hajmanm
4 | UHTEepaKTUBHAS MPHUCTABKA K JIOCKE WM HHTEPAKTHBHAS B manmuuun

JOCKa
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I1I JlemoHCTpanMoHHbIE YUeOHO-HATJISIHbIE OCO0US

OcHOBHOe 000py10BaHNE

Y‘-ICGHO-MGTOI[I/ILICCKI/II?I KOMIIJICKC 11O JUCHHUITIIIMHE

KOMIUIEKT y4eOHO-
METOINYECKON
JIOKyMEHTAI1H,
BKJIIOYAIOLTUI y4yeOHO-
METOIMYECKUE YKA3aHUs
JUTSL CTY/IGHTOB TI0
IIPOBEJCHUIO
MPaKTUYECKUX padoT,
METOIMYECKUE YKA3aHUs
110 OpraHu3aluu
CaMOCTOSITENIbHOM padoThI,
KOMIUIEKT OLEHOYHBIX
CPEJICTB IO JUCIUILIMHAM

y4eOHbBIC TTOCOOUS

y4eOHOe rmocodue 1mo
IIPENOo1aBacMoOn
JIICIUATUIMHE

JUJTaKTUYECKUI U JEMOHCTPALIMOHHBIN MaTepual,
HEOOXOIUMBII ISl OpraHU3alliy KaYeCTBEHHOTO 00yUeHUs

KOMIUIEKT y4eOHO-
HATJISTHBIX TOCOOUM
(nakatel, pa3gaTo4yHbIe
KapTOYKH, TAOJIUIIbI)

Kaonner «Pycckoro si3bika B po¢ecCHOHAJIbHOM AeSTeTIbHOCTI)

Ne ‘ HaumeHnoBanue 000pyoBaHus

\ TexHu4eCcKOe OIUCAaHNE

| Cl'[eIII/IaJ'II/I3I/Ip0BaHHaﬂ Me0eJIb U CHCTEMbI XPaHECHHUSA

OcHoBHOe 000py/1I0BaHHE

pa60qI/Ie CTOJI U CTYJI 10 KOJIUICCTBY O6y‘{aIOH_[I/IXCH

YUCHUYECKUE CTOJIbI,
CTYJIb IO KOJIMYCCTBY
o0y4Jarmuxcs

pabodee MecTo MmpernoaBaTeis

Pabouee mecTo
npenojaBaTens (CTo,
CTyJ1, HEPCOHATBHBIN

KOMIIBIOTED)
JlonoJIHUTeIbHOE 000pY/I0BaAHHE
| MarHuTHO-MapKepHas yueGHasi 0cKa B Hanmiuun
I1 Texnnyeckue cpeacrsa
OcHoBHOe 000py/1I0BaHNE
1 | mepcoHaNbHBIH KOMIBIOTED B Hammuun
2 | mpuHTEp B Hanuuuu
3 | mpoekTop B Hanmmuun
4 | MHTEepaKTUBHAs NPUCTABKa K JOCKE MM UHTEPAKTUBHAS B Hammuun

JOCKa

I1I lemoHCTpanMOHHbIE Y4eOHO-HATJISIHbIE OCO0US

OcHoBHOe 000py/10BaHKE

yqe6HO-MCTOHI/IquKHﬁ KOMIIJICKC ITO JUCHHUITIIMHE

KOMIUIEKT y4eOHO-
METOINYECKOMN
JIOKYMEHTAITUH,
BKJTFOYAIONTUH y4eOHO-
METOJIMYECKUE YKA3aHU
JUTSI CTYJICHTOB TIO
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IIPOBEJCHUIO
MPaKTUYECKUX padoT,
METOAMYECKHE YKA3aHUs
10 OpraHu3aluu
CaMOCTOSITENIbHOM padoThI,
KOMILJIEKT OLEHOYHBIX
CpCACTB 110 JUCHUIIJIMHAM

y4eOHbBIC TTOCOOUS

y4eOHOe rmocodue 1mo
IIPENO1aBacMOU
JCIUATUTAHE

JUJJaKTUYECKUHN U JEMOHCTPALIMOHHBIN MaTepual,

H€O6XOHHMBIﬁ AJId opraHu3allii Ka4€CTBCHHOI'O O6yLIeHI/I5[

KOMIUIEKT y4eOHO-
HarJISTHBIX TOCOOUM
(makatel, pa3gaTo4yHbIe
KapTOYKH, TAOJIUIIbI)

Kaouner «IlpaBoBoro odecneyennsi npogecCHOHAIbHOMN 1eATETbHOCTH.

Ne ‘ HaumeHnoBanue 000pyaoBaHus

\ TexHU4eCKOe OIUCAaHNE

| Cneunajn3upoBanHasi MeGeJib U CHCTEMbI XpaHEHUsI

OcHoBHOe 000py/1I0BaHHE

pa60qI/Ie CTOJI U CTYJI 10 KOJIUICCTBY O6y‘{aIOH_[I/IXCH

YYEHUYECKUE CTOJIBI,
CTYJIbS TIO KOJIMYECTBY
0o0yyJaronmxcs

pabodee MeCTo MperoiaBaTes

PaGouce mecTo
npenoaasarens (CToll,
CTyJ1, HEPCOHATBHBIN

KOMITBIOTED)
JlonoJiHuTeIbHOE 000pY/10BaHHE
| MaruuTHO-MapKepHas yueGHasi JoCKa B Haynmuuun
II Texuuuyeckue cpeacTsa
OcHoBHOe 000py/1I0BaHNE
1 | mepcoHaNbHBIA KOMIBIOTED B Hannuuun
2 | mpuHTEp B Hanuuuu
3 | mpoekTop B Hannuuun
4 | UHTepaKTUBHAS MMPHUCTABKa K JOCKE WM HHTEPAKTHBHAS B Hammaum

JOCKa

111 lemoHcTpauMoHHbIe YUeOHO-HATJIsIAHbIE 0CO0US

OcHoBHOe 000py/I0BaHNE

y‘{e6HO'MCTOHI/I“IeCKI/Iﬁ KOMIIJICKC ITO JUCHHUITIIMHE

KOMIUIEKT y4eOHO-
METOINYECKOMN
JIOKYMEHTAIlUH,
BKJTFOYAIONTUHN yueOHO-
METOJIMYECKUE YKA3aHH
JUTSL CTYZICHTOB 10
MIPOBE/ICHUIO
MPaKTUYECKUX padoT,
METOIMYECKUE YKA3aHU
110 OpTaHU3aIUH
CaMOCTOSITENILHOM paboTHI,
KOMIUIEKT OIEHOYHBIX
CPEJICTB MO JUCIUILINHAM

y4eOHbBIEC TOCOOUS

yueOHOoe mocodue 1no
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[IPENOIaBacMOU
JUCLUIUIMHE

JUJJaKTUYECKUN U JEMOHCTPALIMOHHBIN MaTepual,
HEOOXOIUMBIN JIJIs1 OpraHU3aIN KaYECTBEHHOTO 00yUYeHUS

KOMIUIEKT y4eOHO-
HarJISTHBIX TOCOOUM
(makatel, pa3gaTo4yHbIe
KapTOYKH, TAOJIUIIbI)

KaOnner «/IOKYyMEHTAMOHHOI0 00ecIeYeHUsI YIIPABJICHUA»

Ne

| HamMenoBauue 060py10BaHHS

\ TexHU4ecKOe OIMCAaHNe

| Cnennajgn3upoBaHHasi MebeJib U CHCTeMbl XpaHeHHsI

OcHOBHOe 000py10BaHNE

1 | paGouue cTON U CTYJI 10 KOJIMYECTBY O0yUAIOIIUXCSI YYEHUYECKHUE CTOJIbI,
CTYJIbSI IO KOJIUYECTBY
00yJaronmxcs

2 | paboyee MECTO MpernoaaBaTes Pabouee mecto
npenojasatens (CTo,
CTyJ1, HEPCOHATBHBIN
KOMITBIOTED)

3 | cucTeMbl XpaHEHHUs 1Sl B y9eOHOW KaHICISIPUU B nanuuun

JlonoJiHUTEIbHOE 000PYAOBaHUE

\ MarHMTHO-MapKepHasi ydeOHas JocKa \ B nanuuun

Il Texuunuyeckue cpeacTna

OcHoBHOe 000py/1I0BaHKE

1 | mepcoHaIbHBIN KOMIBIOTED B Hannuumn

2 | npuatep/ MDY B nHanmunn

3 | ckanep/ MDY B Hajmmauun

4 | xonupoBasbHbIH anmapat/MOPVY B nannuuu

S5 | IpoeKTop B nanuuun

6 | mHTEepaKTUBHAS TMPUCTABKAa K JOCKE WJIM WHTEPAKTUBHAs | B Hamnumm
JI0CKa

111 lemoHcTpauMoHHbIe YUeOHO-HATJIsIAHbIE 0CO0US

OcHoBHOE 000pynOBaHHe

yqe6H0-M€TOI[Hq€CKHﬁ KOMIIJICKC 11O JUCIMITIIMHE

KOMIUIEKT y4eOHO-
METONYECKON
JIOKYMEHTalluH,
BKJTIOUAIONTUH yueOHO-
METOJNYECKUE YKA3aHUs
JUISl CTyIEHTOB 110
MIPOBEJCHUIO
MPAaKTUIECKUX padoT,
METOJMYECKUE YKA3aHUs
10 OpraHu3aluu
CaMOCTOSITENIbHOM paboThI,
KOMIUIEKT OLIEHOUYHBIX
CPEJICTB IO JUCIUILIMHAM

ydeOHbIe TOCOOHS

yuebHoe rnocobue 1o
IIPEno1aBacMou
JMCIUIIITHE

JTUJTaKTUYECKUI U IEMOHCTPALIMOHHBIN MaTepual,
HEOOXOUMBI JIsl OpraHU3allii KaYeCTBEHHOTO 00yUeHUs

KOMIUIEKT y4eOHO-
HarJIsIIHBIX TTOCOOUIA
(myakatel, pa3gaTo4yHble
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‘ KapTOYKH, TaOJIMIIbI)

KaOnner «<ApXxuBOBeIeHHS».

No | HanmenoBanne o0opyaoBaHus

‘ TexHndeckoe onycaHue

| CHeIII/IaJ]I/I3I/IpOBaHHaﬂ Me0eJIb H CHCTEMbI XPaHECHUSA

OcHoBHOe 000opyp0oBaHHe

1 | pabGoune CTOM U CTYJI IO KOJIMYECTBY OOYUAIOIINXCS

YUECHUYECKUE CTOJIBI,
CTYJIbSI TI0 KOJIMYECTBY
00y4JarIUXCs

2 | pabodee MeCTO MpernoaaBaTest

Pabouee mecto
npenojgasaress (cTou,
CTYJI, IEPCOHAIBHBIN

KOMIIBIOTED)
3 | apXuBHBIC KA B nHanmuun
4 | oucHbIE cTeIaxu B nasinuun
JlonoJiHUTEILHOE 000PYAOBaHUE
\ MarHMTHO-MapKepHasi ydeOHas JocKa \ B nanuuun
II Texuuuyeckue cpeacTsa
OcHoBHOe 000py/10BaHKE
1 | mepcoHaIbHBIN KOMIBIOTED B Hannuumn
2 | npuatep/ MDY B nHanmunun
3 | ckanep/ MDY B Haymmauun
4 | xonupoBaibHbIH anmapat/MOPVY B nannuuu
5 | mpoekTop B nHaninuun
6 | mHTEepaKTHUBHAS TMPUCTABKAa K JOCKE WJIM WHTEPAKTUBHAs | B Hammumm
JIOCKa

111 lemoHCcTpauMoHHbIe YUeOHO-HATJISIHbIE 0CO0USs

OcHoBHOe 000py/10BaHHE

yLIe6HO-M€TOI[I/I‘-I€CKI/II7I KOMIIJICKC 11O JUCIHHMITIIMHE

KOMIUIEKT y4eOHO-
METONYECKOU
JIOKYMEHTallUH,
BKJTIOUAIOTUH yueOHO-
METOJMYECKUE YKA3aHUs
JUIsl CTyIEHTOB 110
IIPOBEJICHUIO
MPAKTUIECKUX pabdoT,
METOJNYECKUE YKA3aHUs
10 OpraHu3aluu
CaMOCTOSITENIbHOM paboThI,
KOMIUIEKT OLIEHOYHBIX
CPEJICTB IO JUCIUILIMHAM

ydeOHbIe TOCOOHS

yuebHoe 1ocodue no
IIPEno1aBacMou
JMCIUIIIIHE

JTUJTaKTUYECKUN U TIEMOHCTPALIMOHHBIN MaTepual,
HEOOXOTUMBIH JIsl OpraHU3allii Ka4eCTBEHHOTO 00yUeHUs

KOMIUIEKT y4eOHO-
HaTrJISITHBIX TTOCOOMIA
(nnakatel, pa3gaTovyHbIe
KapTOYKH, TaOJIMIIbI)

Kaouner «IlpodeccnoHaIbHOM I THKH M OCHOB /1€JI0BOT0 O0LIIEHHS.

| No | HanmenoBanue o60pynoBanus

‘ TexHudeckoe onrcaHue
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| Cnennajgm3upoBanHasi MeOeb U CHCTeMbl XPAHEHUSI

OcHoBHOe 000opyrOBaHHe

1 | paGoune CTOM U CTYJ MO KOJUYECTBY O0YUAIOIIUXCS

YYCHUYCCKUE CTOJBI,
CTYJIbS TIO KOJIMYECTBY
00yJaronmxcs

2 | paboyee MECTO MpenoaaBaTes

PaGouee mecto
npenojasartens (cTo,
CTyJ1, HEPCOHAIBHBIN

KOMITBIOTED)
JlonosiHuTE/ILHOE 000PYI0BAHUE
| MarHuTHO-MapKepHas yueOHas 0cKa | B Hanmuun
II Texuuuyeckue cpeacraa
OcHoBHOe 000opy10OBaHHNe
1 | mepcoHaIbHBIN KOMIBIOTEP B nannuuun
2 | mpuHTEp B Hanuuuun
3 | mpoekTop B Hanuuuun
4 | UHTepaKTUBHAs MIPUCTABKA K JIOCKE WJIM WHTEPAKTHUBHAS B Hanuuuun
JI0CKa

111 /IlemoHcTpauMOHHbIE Y4eOHO-HATJISITHbIE OCO0MS

OcHOBHOE 000pYy/10BaHHE

y‘Ie6HO'MeTOI[I/ILICCKI/II71 KOMIIJIICKC IO AUCHHUIIIIMHEC

KOMIUIEKT y4eOHO-
METOINYECKOMN
JIOKYMEHTaIlUH,
BKJIFOYAIONTUHN yueOHO-
METOJIMYECKUE YKA3aHH
JUTSL CTYZCHTOB T10
MIPOBEJICHUIO
MPaKTUYECKUX padoT,
METOJIMYECKUE YKA3aHH
110 OpTaHU3aIUH
CaMOCTOSITENILHON PaboTHl,
KOMILJIEKT OIEHOYHBIX
CPEJICTB MO JUCIUILINHAM

y4eOHbIEe TOCOOUS

yueOHOoe rmocodue 1no
[IPENoIaBacMou
JUCIUIUINHE

TUIaKTHYECKUN U IEMOHCTPAIlMOHHBIN MaTepual,
HEOOXOIUMBIN N7 OpTraHU3AIMH KAaYECTBEHHOTO 00yUYeHUS

KOMIUIEKT y4eOHO-
HaIJISITHBIX TIOCOOMH
(Tnmakatel, pa3gaToYHbIe
KapTOUYKH, TaOJIHUIIbI)

Ka0uner «Oprann3anmuu ceKpeTapcKkoro o0caIy:KuBaHHsD.

Ne | Hamvenosaume oGopynoBanus

‘ TexHudeckoe onrucaHue

| Cneunajm3upoBanHasi MeOeJib U CHCTEeMbI XPaHEHHUsI

OcHoBHOe 000py/1I0BaHKE

1 paboyrie CTOJ U CTYI MO KOJIUYECTBY 00yHAIOIINXCSI

YUEHUYECKUE CTOJIBI,
CTYJIbA IO KOJINYCCTBY
00y4JarImuxcs

2 | paboyee MeCTO MperoaaBaTes

PaGouee MecTo
npernoaaBaTens (CTo,
CTyJ1, HEPCOHATBHBIN

KOMIIBIOTED)
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3 \ CUCTEMBI XpaHEeHHsI JIe) B YIeOHOM KaHIISISIPUH \ B Hanmuuun
JlonosiHuTE/ILHOE 000PYI0BAHUE
| MarHuTHO-MapkepHas yueGHas JOCKa | B Hanmuun
Il Texuuyeckue cpeacraa
OcHoBHOe 000opy10BaHHNe
1 | mepcoHaIbHBIN KOMIBIOTEP B nannuuun
2 | npuaTep/ MDY B nHanmuun
3 | ckanep/MOY
4 | konupoBaibHbIN anmapat/MOY
S | IpoeKTop B nasinuun
6 | uHTepakTUBHAs TMPUCTaBKa K JOCKE WJIM HHTEepakTuBHas | B Hamuuuu
JI0CKa

111 leMmoHcTpanmoHHble Y4eOHO-HATJISIHbIE TIOCOOHSI

OcHOBHOe 000py/10BaHNE

Y‘-ICGHO-MGTOI[I/ILICCKI/II?I KOMIIJICKC 11O JUCIHHUITIIIMHE

KOMIUIEKT y4eOHO-
METOINYECKOMI
JIOKyMEHTAI1H,
BKJIIOUAIOLTUH yuyeOHO-
METOJINYECKUE YKA3aHUS
JUIS1 CTYJIEHTOB 11O
MIPOBEJICHUIO
MPAKTUYECKUX padoT,
METOJINYECKUE YKA3aHUS
110 OpraHu3alnu
CaMOCTOSITENIbHOM paboThI,
KOMILIEKT OLIEHOYHBIX
CPEACTB MO JUCIUIIIIMHAM

ydeOHbIe TOCOOHS

yueOHOe mocodue 1o
MPENOJaBAEMOMN
JMCLUIUIMHE

JTUJTaKTUYECKUI U IEMOHCTPALIMOHHBIN MaTepual,
HEOOXOIUMBIH ISl OpraHU3allii Ka4eCTBEHHOTO 00yUeHUs

KOMIUIEKT y4eOHO-
HarJIsIIHBIX TOCOOUi
(nnmakatel, pa3gaTo4yHbIe

KapTOUYKH, TAOIHUIIHI)

Kaouner «be3onacHocTH KU3HEedeATEILHOCTH.

Ne ‘ HaumeHnoBanue 000pyaoBaHus

\ TexHu4ecKoe ONUCaHnue

| Cneuuajau3upoBaHHas Medeb H CUCTeMbl XpPAHEHUsI

OcHoBHOE 000pynOBaHHe

1 | paGoume CTON U CTYJ MO KOJIMYECTBY OO0YHAIOLINXCS

YYEHUYECKUE CTOJIBI,
CTYJIbS IO KOJINYCCTBY
00y4Jarmuxcs

2 | pabouee MecTO mpenogaBaTess

Pabouee MecTo
npenoasaress (CTod,
CTyJ1, HIEPCOHATBHBIN

KOMIIBIOTED)
3 | nportmBoras ['TI-7 B manmuuun
4 | pecniupatop P-2 B nHanmuuun
5 | 3amuTHBIN KocTioM JI-1 B nanuuumn
6 | 0OLIEBOIICKOBOI 3AIIUTHBII KOCTIOM B mannunu
7 | o01IeBOHCKOBOM MPUOOP XUMUYECKON Pa3BEIKU B nannuuu
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8 | komMnac-a3umyT B Hanmmuuun
9 | UHAMKATOpP PalMOAKTUBHOCTH B Hannuuun
10 | unauBUAYaNbHBIN niepeBs3ounbli naker MIIII-1 B mannunu
11 | KryT KpOBOOCTaHABIMBAIOLIUI B Hanuuuun
12 | anTeuka nHauBUayanpHas 1. AU-2 B nanmuunu
13 | KOMIUIEKT IPOTHBOOKOTOBBII B Hanuuuun
14 | uaauBUAYyanbHbIN TpoTBOXUMUYecKuid makeT MITIT-11 B manmmunu
15 | cymka canuTapHas A OKa3aHus IEPBOIl MOMOIIN B nanuuun
noapazaeneHusiM cwit 'O (mpuka3 Ne 611 ot 08.02.2013)
16 | HOCWIIKH TJIaIIeBhIe B naninuun
17 | Tpenaxxép-MaHEeKeH B3pOCIIOTrO MOCTPAIaBLIETO B Hannuuun
«Anexcanap-2-0.1» (romosa, Topc) (MM €ro aHAJIOT) JUIs
0TpabOTKU MPUEMOB CEPJICUHO-JIETOYHON peaHuMaluu (co
CBETO3BYKOBBIM MHJIUKATOPOM)
18 | crena-yronok MapkepHbiil « TexHuka 0e30macHOCTH. B Hanuuuun
YcrpoiicTBo, cOopka u pazbopka aBromara AK-74.
Hopwmatusbe»
19 | crenn «IIpubopsl paMaliOHHON U XUMUYECKOM pa3Bekn» | B Haymmaumn
20 | maker aBToMara KayamaukoBa (cOOpHO-Pa300pHBIii) B nHanmmunn
21 | yueOHO-TPEeHHPOBOYHBIN KOMIIJIEKC OTHEBOM MOATOTOBKH B Hanuuun
Crpeneu-1/AK (maccorabaputasrii Mmaketr AK) nnm ero
aHaJIor
22 | creng «Opranu3annoHHas CTpYKTypa BoopykEHHBIX chi B nanuuun
Poccuiickoit deneparmm»
23 | crenn «CpencTBa MHAMBHYAJIBHON M TPYNIIOBOM 3aUTh | B Hanmmumm
24 | crenpg «CpeacTBa 3alluThl OPTaHOB JIbIXaHUS B Hanmuuun
(MHAMBUIYAJIHBIE CPEJICTBA 3AIUTHI)»
25 | crenp «YcTaBbl. 3aKOH BOGHHOM Ci1ykObl. BoenHas B nammuun
TIPUCSTAY
26 | MarHUTHO-MapKepHas Jocka «MakeTsl yOexuI u B nanuuun
MPOCTEHIINX YKPBITHID C KOMIIEKTOM (QOJuil 1
TEeMATHYECKUX MATHUTOB
Il Texunueckue cpeacTaa
OcHoBHOe 000py/10BaHHE
1 | mepcoHanbHBINM KOMIBIOTEP B nHannuun
2 | mpuHTEp B Hannuuun
3 | mpoekTop B Hannuuun
4 | uHTEepaKTHBHAs MPUCTABKA K JOCKE WJIM UHTEPAKTUBHAS B nanuuun

JOCKa

111 lemoHcTpanMoHHbIe YUeOHO-HATJIsIAHbIE 0CO0US

OcHoBHOe 000py/1I0BaHHE

y‘{e6HO'MCTOHI/I“IeCKI/Iﬁ KOMIIJICKC ITO JUCIUITIIMHE

KOMIUIEKT y4eOHO-
METOINYECKOMN
JIOKYMEHTAIl1H,
BKJTFOYAIONTUH y4eOHO-
METOJIMYECKUE YKA3aHU
JUTSL CTYZICHTOB 10
MIPOBE/ICHUIO
MPaKTUYECKUX padoT,
METOIMYECKUE YKa3aHUs
110 OpTaHU3AIUH
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CaMOCTOSITENILHON pabOTHI,
KOMILIEKT OLIEHOYHBIX
CPEJICTB MO JUCIUILIMHAM

y4eOHbBIC TOCOOUS

y4eOHOe rmocodue 1mo
IIPENO1aBacMOU
JIICIUATUTAHE

JUJJAaKTUYECKUI U JEMOHCTPALIMOHHBIN MaTepual,

H€O6XOHHMBIﬁ AJId opraHu3allii Ka4€CTBCHHOI'O O6yLIeHI/I5[

KOMIUIEKT y4eOHO-
HarJISITHBIX TOCOOUi
(makatel, pa3gaTo4yHble
KapTOYKH, TAOJIUIIbI)

Kaouner «MeTognmuecKkum.

Ne | HammenoBaume 060py1oBaHus

\ TexHU4ecKOe OIMCAaHNe

| Cnenmuaan3upoBaHHasi MebeJib U CHCTeMbl XpaHeHHsI

OcHOBHOe 000py/10BaHNE

1 | pabouee MECTO MO KOJUYECTBY METOIMCTOB B nHaninuun
2 | cucTeMBbl XpaHEHUs y4eOHO-METOIMICCKON JOKYMeHTauu | B Hammunm
II Texuuueckne cpeacTBa
OcHoBHOe 00opyroBaHHNe
2 | npuntep/MOY B Hanuuuu
3 | ckaaep/ MDY B nHanmunn
4 | konupoBasbHBIN anmapat/MOY B Hannuumn

111 leMmoHcTpanmoHHble Y4eOHO-HATJISTHbIE OCOOMSI

OcHoBHOe 000py/1I0BaHHe

y‘le6HO'MeTO,I[I/I‘IeCKI/II>'I KOMILJICKC

KOMIUIEKT y4eOHO-
METOINYECKOI
JIOKYMEHTAIlUU

6.1.2.2. OcHamenne nNoMeIeHui, 3a/1eiiCTBOBAHHBIX MIPH OPraHU3AIMU CAMOCTOATEIbHOM

U BOCTIMTATEIbHOMH PadoThI.

KaOnner «bu0anorexka, YuTaJabHbIH 3271 ¢ BBIX0J0M B HHTEPHET»

Ne | HanmenoBaume 060py10BaHus

‘ TexHudeckoe onrucaHue

I Cﬂelll/IaJII/I3l/Ip0BaHHaﬂ Me0eJIb U CHCTEMbI XPaHECHUA

OcHoBHOe 000py/1I0BaHHE

1 | pabouee MecTo OubIMOTEKAPS B Hannuuun
2 | cremnaxu OMOIMOTEUHbIE ISl XPAHEHHUS B nHannuun
3 | cremraxu OMOIMOTEYHBIE IEMOHCTPAITMOHHBIS B manmununu
4 | pabouue CTONBI M CTYJbsSI 715l 00YYaroIuXcs B Hannuuun
II Texuuueckue cpeacraa
OcHoBHOe 000py/10BaHNE
1 | mepconanbHBIN KOMIBIOTEDP (pabouee MecTO B nanuuumn
oubnuorekaps)
2 | mepcoHaJIbHBIC KOMIBIOTEPHI JIJIsT 00YYaIONTUXCS B Hajmanm
3 | npuaTep/ MDY B manmuuun
4 | ckanep/ MDY B nanuuun
5 | konupoBanbHbIH anmapat/MOY B nanuuuun
6 | mpoekTop B Hammuuun
7 | MHTEepaKTUBHAS MPHUCTaBKA K JIOCKE WJIM MHTCPAKTHBHAS B Haymanm
J0CKa
8 | mocTyn K 2JIEKTPOHHBIM OMOIMOTEYHBIM CHCTEMaM B nannuumn
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6.1.2.3. OcHamenue gabopaTopuii

JladopaTopus «KomnboTepHOil 00pa0d0TKH JOKYMEHTOBY.

No | HanmenoBanne o0opyaoBaHus

I TexHndeckoe onycaHue

I Cnenmanu3upoBaHHast MEOEJb U CUCTEMBI XpaHEHUS (IPU HEOOXOTUMOCTH )

OcHoBHOE 000pyiOBaHUE

1 | paGoune mecTa 00ydJarOIIMXCS

YYCHUYCCKUE CTOJBI,
CTYJIbS TIO KOJIMYECTBY
00yJaronmxcs

2 | pabouee MECTO MpernoaaBaTest

PaGouee MecTo
npenoaaBarens (CToll,
CTYJ1, HIEPCOHAIBHBIN

KOMITBIOTED)
3 | MapkepHas J0CKa
II Texnnyeckue cpeacrsa
OcHoBHOe 000py/1I0BaHHE
1 | nepcoHanbHBIN KOMIBIOTED B Hannuumn
2 | npuatep/MOY B nHanmunn
3 | ckanep/ MDY B Haymmauun
4 | konmpoBabHbI anmapar/MPY B Hannuumn
5 | mpoekTop B nHannuumn
6 | MHTepaKTUBHAS MPUCTABKA K JIOCKE WJIM WHTEPAKTHBHAS B nanuuun
JIOCKa
7 | yHUYTOXUTEIh OyMaru B Hannuumn

111 leMmoHcTpanmoHHble Y4eOHO-HATJIsTHbIE IOCOOMSI

OcHoBHOe 000py/1I0BaHHE

yLIe6HO-M€TOI[I/I‘-I€CKI/II7I KOMIIJICKC 11O JUCIHMITIIIMHE

KOMIUIEKT y4eOHO-
METOANYECKON
JIOKYMEHTalUH,
BKJTFOYAIONTUHN y4eOHO-
METOAMYECKHE YKa3aHUs
JUTSL CTYZCHTOB T10
IIPOBE/ICHUIO
MpPaKTUYECKUX padoT,
METOAMYECKHE YKA3aHUS
10 OpTaHU3aIUH
CaMOCTOSITENIbHON PaboTHl,
KOMIUJIEKT OIEHOYHBIX
CPECTB M0 JUCUUILIIMHAM

ydeOHbIe TOCOOHS

yuebHoe rnocobue no
IIPENo1aBacMon
JMCIUIIIIHE

JTUJTaKTUYECKUN U TEMOHCTPALIMOHHBIN MaTepual,

HCO6XOHHMBIﬁ IJId OpraHru3aliu KauCCTBCHHOI'O O6yquI/I$I

KOMIUIEKT y4eOHO-
HarJISITHBIX TTOCOOMI
(nnakatel, pa3gaTovyHbIe
KapTOYKH, TaOJIMIIbI)

JlabopaTopus «MHpoOpMaLIMOHHBIX H KOMMYHHUKAIMOHHBIX TEXHOJIOTHI».

Ne ‘ HaumenoBanue 060pyaoBaHus

\ TexHu4ecKoe ONMCaHne

I CnenmanusupoBaHHasi MeOEJIb U CUCTEMBI XpaHEHUs (IPU HEOOXOAUMOCTH )

OcHoBHOE 000py/IOBaHHE
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ockKa

1 | pabouue CTON U CTYI MO KOJIUYECTBY O0YHAIOIINXCS YYEHUYECKHUE CTOJIBI,
OCHAIICHHbIE KOMIIBIOTEPHBIMH CTOJIAMU U TIOJILEMHO- CTYJIbSl IO KOJIMUECTBY
MMOBOPOTHBIMU KpecaaMu 00yJaromuxcs

2 | pabouee MECTO MpernoaaBaTest Pabouee mecto

npenoasaress (CToi,
CTYJI, IEPCOHAILHBIH
KOMIIBIOTED)

3 | MapkepHas J0CKa

II Texuuuyeckue cpeacrsa

OcHOBHOe 000py/10BaHHE

1 | nepcoHanbHBIN KOMIBIOTEP HA KAXK0€ pabouee MeCTo: B nanuuun

C YCTaHOBJIEHHBIM [TPOTPAMMHBIM 00€CIIeYeHUEM:

onepalroOHHas CUCTeMa, aHTUBUPYCHAs MPOTrpaMMma,

TEKCTOBBIN, TaOmuuHbIi penaktop, CYB/I, mporpamma ajis

co3zaHus npesenranuii, [lepconanbHbli nH(MOPMATMOHHBIH

MeHeKep ¢ QYHKIUAMU TOYTOBOTrO KiveHTa u Groupware,

apXUBaTOPBI, MPOTPAMMBbI CKAaHUPOBAHUS,

KOHBEPTHPOBaHUS (ailsios,

C JIOCTYIIOM B TJI00aJIbHYIO CETh UHTEPHET, B JIOKAIbHYIO

CeTh y4eOHOTr0 3aBEICHMUSI, B CIIPABOYHO-IIPABOBYIO

CHCTEMY U 3JICKTPOHHO-OMOJIMOTEUHYIO CUCTEMY
2 | npuatep/MOY B nHanmmunun
3 | ckaaep/ MDY B nHanmmunun
4 | konmpoBabHbIH anmapar/MPY B Hannuuu
5 | mpoekTop B Hannuuun
6 | MHTepaKTUBHAS MPUCTABKA K JIOCKE WM WHTEPAKTHBHAS B nanuuun

111 lemoHCcTpauMoHHbIe YUeOHO-HATJISIHbIE 0CO0USs

OcHoBHOe 000py/1I0BaHHE

y‘{e6HO'MCTOHI/I“IeCKI/Iﬁ KOMIIJICKC ITO JUCIMITIIMHE

KOMIUIEKT y4eOHO-
METOINYECKOM
JIOKYMEHTAIlWH,
BKJTIOYAIOIUN y4eOHO-
METOAMYECKUE YKA3aHUS
JUTSL CTYJIEHTOB 110
MIPOBEACHUIO
MPaKTHYECKHUX padoT,
METOAMYECKUE YKA3AHUS
10 OpraHu3aIuu
CaMOCTOATEIIbHOMN
paboThl, KOMILIIEKT
OIICHOYHBIX CPEACTB 1O
JUCIUILTHHAM

ydeOHbIe TOCOOHS

yuebHoe rmocodue 1mo
MIPENOIaBacMOn
JHMCIUILITHHE

JTUJTaKTUYECKUI U TIEMOHCTPALIMOHHBIN MaTepual,
HEOOXOTUMBIH JIsl OpraHU3allii KaYeCTBEHHOTO 00yUeHUs

KOMIUIEKT y4eOHO-
HaTrJISIHBIX TTOCOOMIA
(nnmakatel, pa3gaToyHbIe
KapTOUKH, TaOJIMIIbI)

JlabGopaTopusi KAPXMBHOIO J1€J1a).

‘Ng

| HanmenoBanue 060py10BaHHs

’ TexHudeckoe onucaHue
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I CnenmanusupoBaHHasi MeOEJIb U CUCTEMBI XpaHeHUs (IPU HEOOXOAUMOCTH )

OcHoBHOE 000pYyIOBaHUE

1 | pabouue cTOJ U CTYI MO KOJIMYECTBY O0yUaIOIIUXCSI YYEHUYECKHUE CTOJbI,
CTYJbsSI 110 KOJIMYECTBY
00yJaronmxcs

2 | pabouee MeCTO IpenogaBaTess Pabouee mecto
npenojasatess (cTo,
CTyJ1, HEPCOHAIBHBIN
KOMITBIOTED)

3 | apxuBHBIE mKahbI B nanmuun

4 | opucHbBIE CTEIUTAKHU B Hanmmuuun

5 | mapkepHas J0CKa B Hannuuu

6 | YHHYTOXHTENb JOKYMEHTOB (LIpesep), B Haynimuuun

7 | MHCTPYMEHTBI U MaTepHAaJIbl U1 IPOLIUBKH JOKYMEHTOB B Hanuuuun

(MeXaHUYECKHE U PYUYHbIE):

8 | mpomuBHOE YCTPOHCTBO B Hannuuun

9 | IBIPOKOJIBI HA JIBA M YETHIPE MPOKOJIA B nanuunun

10 | mm0 Mo KOJIMYECTBY 0OYYAIOUIMXCS B nanmuuun

11 | uria mo KOJIMYECTBY 00YYArOITUXCSI B nHanmmunun

12 | xapToH «apxuBHbIH cTaHaap™» 230x320 MM ¢ OUTOBKOIA B nanmmuun

(o muHUYM cruba) 1Mo KOJIMYECTBY 00yJarOuXCs
13 | HUTH U NOAIIMBKH JOKYMEHTOB JIABCAHO-IITAIIEIbHBIE B nannuun
JIII-210 mo KoJIM4eCTBY 00YYArOITUXCSI
14 | meyaTh U IITaMIBI 7S 3aBEPEHHS APXUBHBIX CIIPABOK, B nannuun
KOIUH 1 BBIUCOK (OTMETKA O 3aBEPEHUU KOMHH
JOKYMeHTOB, mramil «Konmsi»);
II Texuuueckne cpeacTBa
OcHoBHOe 000opyp0oBaHHe
1 | mepcoHaIbHBINA KOMIBIOTEP HA KAXKI0E pabouee MeCTO ¢ B nannuumn
YCTAHOBJICHHBIM ITPOIPAaMMHBIM 00€CIIeUeHUEeM:
OTIepallMOHHAs CHCTEMa, aHTHBHPYCHAS IpOrpaMma,
TEKCTOBBIH, CUCTEMA JIEKTPOHHOTO JOKYMEHTO000pOTa,
IIPOrPaMMHBIN MPOJIYKT, pean3yomuil GyHKIMN apXuBa
OpraHu3aIuy,
C IOCTYTIOM B TJIOOABHYIO CETh HHTEPHET, B JIOKAJIHHYIO
ceTh yueOHOTro 3aBeJICHHs], B CIIPaBOYHO-TIPAaBOBYIO
CUCTEMY M 3JIEKTPOHHO-OMOJINOTEUHYIO CUCTEMY
2 | npuntep/MOY B Hannuuun
3 | ckanep/ MDY B Haymanm
4 | xonupoBanbHBbI annapat/MOY B nHayimuuu
5 | IPOEKTOp B nHanuuun
6 | MHTepaKkTUBHAas MPHUCTABKA K JOCKE WJIM UHTEPAKTUBHAS B nanuuun

JOCKa

111 lemoHcTpauMOHHbIE YUeOHO-HATJIsIAHbIE 0CO0US

OcHoBHOe 000pyrOBaHHe

y4eOHO-METOIMYECKUI KOMIUIEKC M0 TUCIUTILINHE

KOMIUJIEKT y4eOHO-
METOJIUYECKOMN
JIOKYMEHTAITNH,
BKJIOYAIOIIUH yueOHO-
METOJINICCKUE YKa3aHUS
JUISI CTYJIGHTOB TIO
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MIPOBEICHUIO
MPaKTHYECKUX padoT,
MCTOANYCCKUC YKa3aHU A
0 OpraHu3aIun
CaMOCTOATEIIbHOMN
paboThl, KOMIUIEKT
OICHOYHBIX CPCACTB I10

JMCIUIIITMHAM

yueOHbIe TocoOust yuebHoe rmocodue 1mo
MperoaBaeMoit
JMCLIUTUIMHE

IUJAKTUYECKUI U IEMOHCTPALlMOHHBIN MaTepHa, KOMIUIEKT y4eOHO-

HEOOXOIUMBII JIsl OpraHU3allii KAYeCTBEHHOTO OOyUeHUsl | HArJISAHBIX TOCOOUIt
(TuTakatel, pa3gaToYHbIC
KapTOUYKH, TAOJIUIIBI)

JlabopaTopusi «Opranuzanuu padoThbl ¢ JOKYMEHTAMI)).

Ne l HaumeHnoBaHnue O60py,HOBaHI/I5{ ‘ TexHudeckoe onucaHue

I Cnennanu3upoBaHHasi MeOEJIb U CUCTEMbI XpaHEHUs (IPU HEOOXOAUMOCTH)

OcHoBHOE 000pyiOBaHUE

1 | paboume MecTa 0OydYaIOIUXCS YYCHUYECKHUE CTOJIBI,
CTYJIbsSI TIO KOJIMYECTBY
00yyJaronmxcs

2 | pabouee MECTO MpernoaaBaTest Pabouee mecto

npenojasartess (cTou,
CTYJI, IEPCOHAIBHBIN

KOMITIBIOTED)
3 | oducHbBIE cTEIAXU B nHanmunn
4 | MOIBEMHO-TIOBOPOTHOE KPECIIO MO KOJIUIECCTBY B nanuunn
o0yJaronuxcs
5 | OyMaroyHM4YTOXHUTEb B nannunn
6 | OymaropesaresbHOE YCTPOHCTBO B nannunn
7 | namuHaTOp B Haynimuuun
8 | opomrtopaTop B Haymanm
9 | KOHBEPTOBCKPHIBATEIIb B Haynimuuun
10 | xaHmenApcKre nevaTy (OTTUCK TICUaTH) W IITAMITHI JIJIS B nanuunn

00paboTKH JOKYMEHTOB (OTMETKA O MOCTYIJIEHUHU, OTMETKA
0 KOHTPOJIE)

11 | manas KaHIEIAPUs O KOJINYECTBY OOyUaIOIINXCS B B nannuun
COOTBETCTBUH C HHQPACTPYKTYPHBIM JTUCTOM

II Texuuueckue cpeacraa

OcHoBHOE 000pynOBaHHe

1 | mepcoHanbHBIN KOMIBIOTEP HA KAXKI0€ pabouee MecTo: B nannuumn
C JIOCTYTIOM K JIOKaJIbHOW CeTH y4eOHOTrO 3aBEJICHHUS,
r7100aTbHOM CeTH UHTEPHET, CIPABOYHO-TIPABOBOM
cHcTeMe, JIEKTPOHHBIM OMOIMOTEUHBIM CUCTEMAM;
MporpaMMHOE o0ecIiedeHre: TeKCTOBBIN, TAOJIMIHBII
penakTop, nporpamMma cosganus npezenranuii, CYB/I,
MepCOHANbHBIN HHPOPMAIIMOHHBIN MEHEIKEp C
(GyHKIMAMHU OYTOBOTO KiareHTa u Groupware, cucrema
AJEKTPOHHOIO JJOKYMEHT0000pOTa, apX1BaTop,
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MPOrpaMMbl CKAHHPOBAHUS 1 KOHBEPTUPOBAHUS

JOKYMEHTOB, POTPaMMBbI JJIsl HOJATOTOBKU JOKYMEHTOB K

1epeslaye B apXUB.
2 | npuaTep/MOY B nHanmuun
3 | ckanep/ MDY B Hanmmauun
4 | konupoBabHBIi anmapar/MOV B nannuuun
5 | IPOEKTOp B naninuun
6 | UHTepaKTUBHAs MPHUCTABKA K JOCKE WJIM UHTEPAKTHUBHAS B Hannuuun

JI0CKa

111 lemoHCcTpanMoHHbIe YUeOHO-HATLJISIHbIE OCO0US

OcHOBHOe 000py/10BaHNE

Y‘-ICGHO-MGTOI[I/ILICCKI/II?I KOMIIJICKC 11O JUCIHHUITIIIMHE

KOMIUIEKT y4eOHO-
METOINYECKON
JIOKyMEHTAIl1H,
BKJTFOYAIONTUH y4eOHO-
METOJMYECKUE YKA3aHUs
JUTSL CTY/IGHTOB TI0
MIPOBEACHUIO
MPaKTUYECKUX padoT,
METOJMYECKUE YKA3aHUs
110 OpraHU3alHH
CaMOCTOSTCILHOM
paboOThI, KOMILJIEKT
OIICHOYHBIX CPEJCTB IO
JUCLMILUIMHAM

y4eOHBIC TTOCOOHS

yueOHOe rmocodue 1o
MpenogaBacMoun
JUCLUILINHE

TUIAKTHYECKUA U IEMOHCTPAIIMOHHBIA MaTepHall,
HEOOXOIUMBIN JIJIs1 OpraHU3AIMH Ka4YE€CTBEHHOTO 00yUYeHUS

KOMIUIEKT y4eOHO-
HATJISIHBIX TTOCOOMiA
(Tnmakatel, pa3gaTovYHbIe
KapTOUYKH, TaOJIUIIbI)

JlabopaTopus «Cuctem 3J1eKTPOHHOI0 JOKYMEHTO000pOTa.

Ne ‘ HaumeHnoBanue 000pyaoBaHus

\ TexHru4ecKoe ONUCaHnue

I CnenmanusupoBaHHasi MeOEJb U CUCTEMbI XpaHeHUs (IPU HEOOXOAUMOCTH)

OcHoBHOE 000pyIOBaHHE

1 | pabGoune mecTta 00yyaromuxcs

YUEHUYECKUE CTOJIBI,
CTYJIbA IO KOJINYCCTBY
0o0y4Jarmuxcs

2 | pabouee MeCTO TpenoaBaTess

Pabouee mecTo
npenojaBaTens (CTo,
CTyJ1, HEPCOHATBHBIN

KOMIIBIOTED)
3 | MOABEMHO-TIOBOPOTHOE KPECIIO MO KOJINIECTBY B Haymanm
o0yJaronuxcs
4 | OyMaroyHU4TOXHUTEIh B nannuumn
5 | 6ymaropes3aTeabHOE YCTPOMCTBO B manmuuun
6 | namuHaTOp B nayimuuun
7 | 6bpormropaTop B manmuuun
8 | KOHBEPTOBCKPHIBATEIh B Hayimuuun
9 | kaHMEIsIpCKHe NevYaTh (OTTUCK TIEYaTH) M ITaMIIbI IS B nannunn




00pabOTKH JOKYMEHTOB (OTMETKA O TOCTYIUICHUHU, OTMETKA
0 KOHTPOJIE)

10

Majasi KaHIIeJISIpUs 10 KOJIUYECTBY 00YyUarolmuxcs B
COOTBETCTBUH C HHOPACTPYKTYPHBIM JTUCTOM

B nanuuun

II Texuuuyeckue cpeacrsa

OcHOBHOe 000py/10BaHNE

1

IIEPCOHANIBHBIN KOMIIBIOTEP Ha KaXKJ10€ pabodyee MecTo:
C IOCTYIIOM K JIOKaJIbHOU CETH y4eOHOT0 3aBEACHMUS,
IJ100aJIbHOM CETU UHTEPHET, CIIPABOYHO-IIPABOBOM
CUCTEME, DJIEKTPOHHBIM OUOIMOTEYHBIM CUCTEMAaM;
MIPOrpaMMHOE 00eCTIeYeHUE: TEKCTOBBIN, TAOIMYHBIN
penakTop, nporpamma coszaanus npesenranuii, CYB/],
NEPCOHAIBHBIN HH(OPMAITMOHHBIN MEHEIKED C
GbyHKIUSAMU TOYTOBOTO KiIueHTa u Groupware, cucrema
AJIEKTPOHHOIO JJOKYMEHTO000pOTa, apX1UBaTop,
MIPOrpaMMbl CKAHUPOBAHUS U KOHBEPTUPOBAHUSA
JIOKYMEHTOB, IIPOTrpaMMBbl J1JIsl HOJATOTOBKU JOKYMEHTOB K
repeaaye B apXuB

B nanuuun

npuntep/ MOY

B nanuuun

ckanep/ MDY

B namnuun

KOMUPOBaJIbHBIH anmapar/MPVY

B nammunn

gl w|N

MHOTO(YHKIIMOHAJIbHOE ~ ycTpoiictBo M®Y  (mpuHTeED,
CKaHep, KOIUP, CPEICTBA CBSI3H)

B nanuunn

IIPOEKTOP

B nanuuun

HHTCPAKTHBHAA IIPUCTABKA K JOCKC WJIM HHTCPAKTUBHAA
JOCKa

B nammuun

111 leMmoHcTpanmoHHble Y4eOHO-HATJIsTHbIE OCOOMSI

OcHoBHOe 000py/1I0BaHHe

yLIe6HO-M€TOI[I/I‘-I€CKI/II7I KOMIIJICKC 11O JUCIHMITIIIMHE

KOMILIEKT Y4eOHO-
METOINYECKON
JIOKyMEHTAIIWH,
BKJTIOYAIOINI y4eOHO-
METOAMYECKUE YKA3AHUS
JUTSL CTYJIEHTOB 11O
MPOBEICHUIO
MpaKTUYECKUX padoT,
METOMYECKUE YKA3aHUS
110 OpraHu3aluu
CaMOCTOATENIbHON
paboThl, KOMILJIEKT
OLICHOYHBIX CPEACTB 1O
JTUCITUTIITHHAM

y4eOHbBIC TTOCOOUS

ydebHoe rmocodue 1o
IIPENnoAaBacMou
JUCIUIINHE

JTUIAKTUYECKUM U IEMOHCTPALIMOHHBIA MaTepHall,
HEOOXOIUMBIN JIJIsi OpTraHU3AIMH Ka4YE€CTBEHHOTO 00yUIeHUS

KOMILJIEKT y4eOHO-
HarJSIIHBIX [TOCOOMHA
(nnmakatel, pa3gaToyHbIe
KapTOUYKH, TAOJIHUIIBI)

JlabopaTopusi «YueOHAsh KAHIEJSIPUSD.

| No | HaumeHoBanHe 0GopyIoBaHHs

’ TexHudeckoe onucaHue
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I CnenmanusupoBaHHasi MeOEJIb U CUCTEMBI XpaHeHUs (IPU HEOOXOAUMOCTH )

OcHoBHOE 000pYyIOBaHUE

1 | paGoune mecTa 00ydJarOIHMXCs

YYCHUYCCKUE CTOJBI,
CTYJIbSI TIO KOJIMYECTBY
00yJaronmxcs

2 | pabouee MeCTO IpenogaBaTess

PaGouee mecto
npenojasatess (cTo,
CTyJ1, HEPCOHAIBHBIN

KOMITBIOTED)
3 | HOIBEMHO-TIOBOPOTHOE KPECIIO MO KOJUYECTBY B nannuun
o0ydJaronmxcs
4 | OyMaroyHU4TOXHUTEIb B nHanmuun
5 | OymaropesarenbHOE yCTPOHCTBO B naninuun
6 | mamMmuHaTOp B Haninuun
7 | 6pourtopaTop B Hanmauun
8 | KOHBEPTOBCKPHIBATEIh B nHannuun
9 | KaHUeNApCcKue rnevyatu (OTTUCK MeYaTH) U ITAMITBI JUIs B nanuuun
00pabOTKH JOKYMEHTOB (OTMETKA O MOCTYIJIEHUHU, OTMETKA
0 KOHTPOJIE)
10 | manas KaHIENSAPUS IO KOJIMYECTBY 00YUaIOIINXCS B B nanuuun
COOTBETCTBUH C HHYPACTPYKTYPHBIM JTUCTOM
II Texuuuyeckue cpeacTsa
OcHoBHOe 000py/1I0BaHHE
1 | mepcoHanbHBIN KOMIBIOTEP HA KAXK0€ pabouee MecTo: B nannuumn
C IOCTYIIOM K JIOKaJIbHOU CETH y4eOHOT0 3aBEACHMUSI,
1J100aJIbHOM CETU UHTEPHET, CIIPABOYHO-IIPABOBOM
CUCTEME, DJIEKTPOHHBIM OUOIMOTEYHBIM CHCTEMaM;
MIPOrpaMMHOE 00ECIICYeHUE: TeKCTOBBIHN, TAOIMIHBIN
penakrop, nporpamma cosaanus npezenraunii, CYb/],
MepCOHANbHBIN HHPOPMAIIMOHHBIN MEHEIKEp C
(GbyHKUMAMHU OYTOBOTO KiIveHTa u Groupware, cuctemMa
AJEKTPOHHOTO JJOKYMEHTO000pOTa, apX1UBaTop,
MPOrpaMMbl CKAHUPOBAHUS U KOHBEPTUPOBAHUS
JIOKYMEHTOB, IPOTrpaMMBbl JJIsl HOJATOTOBKU JOKYMEHTOB K
nepesiadye B apXUB
2 | mpuaTep/MOY B Hannuuun
3 | ckanep/MOY B Hannuuun
4 | konmpoBabHbIH anmapat/MPY B nannuumn
5 | MHOropyHKIIMOHaIbHOE ycTpoiicTBo M®Y  (mpuHTep,
CKaHep, KOIUP, CPEICTBA CBSI3H)
6 | dbakcuMUIIBHBIN anmapar
7 | muan-ATC
8 | mpoekTop B Hajmanm
9 | uHTEepaKTUBHAS MPHUCTABKA K JIOCKE WJIM WHTEPAKTHBHAS B nanuuun
JIOCKa

111 lemoHcTpalMOHHbIE Y4eOHO-HALJISIIHbIE OCO0HS

OcHoBHOe 000py/1I0BaHKE

y4eOHO-METOIMUECKUI KOMIUIEKC TT0 TUCIUILINHE

KOMIUIEKT y4eOHO-
METOJIUYECKOMN
JIOKYMEHTAIIWH,
BKJIFQUAONIUH yueOHO-

46




METOJIMYECKUE YKa3aHUS
JUISL CTYZICHTOB T10
IIPOBEJICHUIO
MPaKTUYECKUX padoT,
METOAUYCCKHUC yKa33,HI/ISI
110 OpraHu3aluu
CaMOCTOSITCIbHOM
paboThl, KOMILJIEKT
OIICHOYHBIX CpeI[CTB 110

JMCIUIIIITMHAM

yueOHbIe TocoOus yuebHoe rmocodue 1mo
MperoaBaeMoit
JMCLUTUIMHE

IUJAKTUYECKUI U IEMOHCTPALlMOHHBIN MaTepHal, KOMIUIEKT y4eOHO-

HEOOXOIUMBIN JJIsl OpraHU3alMy KaYeCTBEHHOTO OOYYEHHUsI | HarJIAHBIX TOCOOUit
(nakaThl, pa3gaToyHble
KapTOYKHU, TaOJIHIIbI)

6.1.2.5. OcHamenue 0a3 NPaKTUK

Peanmzamusi 00pa3oBaTenbHONW MPOrpaMMBI MPEAINoaracT 00s3aTeIbHYIO
y4eOHYIO U MTPOU3BOJCTBEHHYIO MMPAKTUKY.

[TpakTHdeckasi MOATOTOBKA MOXKET OBITh OpTraHM30BaHA:

1) HemocpencTBEHHO B OpraHU3alud, OCYLIECTBIIAIONIEH OOpa30BaTEIbHYIO
JEeSTEIbHOCTh, B TOM 4YHCIIE€ B CTPYKTYPHOM HOJpa3fesieHuH 00pa3oBaTeIbHON
OpraHu3aliy, IpPeIHA3HAYCHHOM JAJIs1 IPOBEACHUS MPAKTUYECKOM MTOATOTOBKH;

2) B  OpraHu3alud, OCYLIECTBISIIOIIEH  AESITENBbHOCTh 1O  IpOouiIro
COOTBETCTBYIOILIEH 00pa30BaTEeNIbHOM MpOrpamMmbl, B TOM UYHUCJIE B CTPYKTYpPHOM
nojipa3fesiecHud NpoQuiIbHON OpraHU3allM, MPEAHA3HAYEHHOM JJIsl IPOBEICHMUS
MPAKTHYECKON TOATOTOBKH, Ha OCHOBaHHH JOTOBOpA, 3aKIIOUYAEMOTO MEXIY
oOpa3zoBaTeIpHOM opraHu3alye u npoUIbHON OpraHu3aluei.

Y4eOHass W TPOW3BOJCTBEHHAS TNPAKTHKAa peaju3yeTcs B OpPTaHH3aIUsIX
moboro  npoduiis, O00ECrneyuBarOUX  ACATEILHOCTh  OOydYaroluxcsi B
npodeccuoHanbHON 00JacT  aJIMUHHCTPATUBHO-YNPABICHYECKOH U O(]HCHOU
JESITEIBHOCTH.

Macrtepckue  npodecCHOHAIBHOM  oOpa3oBaTelbHOM  OpraHu3allvu,
00Opy/IOBaHUE TMPEANPUATHII U TEXHOJOTMYECKOE OCHAIlleHuE paboyux MecCT
OPAKTUKKA  JOJDKHBI  COOTBETCTBOBATH  COJAEPXKAHUIO  NMPOQECcCHOHATbHON
JeSITEIIbHOCTH U JaTh BO3MOKHOCTb o0yuaroiemycs OBJIAJIETh
npo(eCCHOHANBHBIMA ~ KOMIIETEHIIMSIMM 10 BCEM  BHUJAM  JESTEIbHOCTH,
IpeyCMOTPEHHBIMHU IPOrPaMMOii, C UCIIOIb30BAHHEM COBPEMEHHBIX TEXHOJIOTHUH,
MaTepHaioB U 000PYIOBaAHUS.

6.1.3. JomyckaeTcst 3aMeHa 000pYyI0BaHUS €T0 BUPTYalbHBIMHU aHAJIOTAMH.

6.2. TpedoBanus K Y4eOHO-MeTOAUYeCKOMY odecre4eHnIo
o0pa3oBaTeIbHOM NMPOTrPaAMMBbI

6.2.1. bubnuoreunsrit dbonx oOpa3oBaTenbHOI OpraHu3aluu
YKOMIUJIEKTOBAH IME€YaTHbIMM HM3AAHUSAMU U (WJIM) AJIEKTPOHHBIMU W3IAHHUSMHU IO
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KOKJI0M AUCHUIUIMHE (MOJYJI0) U3 pacuera He MeHee 0,25 sk3eMIuisipa KaxKaoro
U3 W3aHuM, YKa3aHHBIX B pPadouux mporpamMmax JUCHHUIUIMH (MOIyJieil) B
KayecTBE OCHOBHOM IJIMTEpaTypbl, Ha OJHOTO OOYyYaloLIErocs W3 Yucia JIUI,
OJIHOBPEMEHHO OCBAMBAIOLIMX COOTBETCTBYIONIYIO JUCHHUILIUHY (MOAYJIb).

B ciyyae Hanmuuus 35eKTpOHHOM UH(POPMAIIMOHHO-00pa30BaATEIBHOMN CPEIbI
JIOMYCKaeTCsl 3aMeHa Me4aTHOro OubnroreyHoro (oHAa MpeloCTaBICHUEM ITpaBa
OJIHOBPEMEHHOTO JOCTyla He MeHee 25 MPOLEHTOB oOydaroumxcs K 1udpoBoit
(2JIEKTPOHHOM ) OMOIHOTEKE.

OOpa3zoBaTenpHas mporpaMma OOecTeunBacTCs Y4eOHO-METOINIECKOM
JOKyMEHTAMEN IO BCEM YUEOHBIM JTUCUHUILIIMHAM (MOJIYJISIM).

6.2.2. O0yuarommuyecs: HHBAJIK/IbI U JIMIA C OTPAHUYEHHBIMU BO3MOXHOCTSIMHU
3I0POBbsl  OOECIIEUCHBI TMEYaTHBIMH W (WJIM) DJJIGKTPOHHBIMH  y49eOHBIMHU
U3JIaHUSIMH, a/IallTHPOBAHHBIMHU TPU HEOOXOJIUMOCTU JUIsi OOYUEHUS yKa3aHHBIX
oOy4Jarommxcs.

6.3. TpeOoBaHMA K NPAKTHUYECKOH MOATOTOBKE 00y4AOIMXCH

6.3.1. IlpakThueckas NOArOTOBKAa IpH pealu3aluud 00pa3oBaTEIbHbBIX
IporpaMMm  CpeAHero MpoQecCHOHAJIbHOIO O0Opa30BaHMsS  HampaBjieHa Ha
COBEPILIEHCTBOBAHUE MOJENIN MPAKTUKO-OPUEHTUPOBAHHOTO OOYUYEHUS, YCUIICHHUE
posm paboroaarenedl MpU MOATOTOBKE CHEHUATUCTOB CPEIHEr0 3BEHA IyTEM
pacimpeHus KOMIIOHEHTOB (dacreii) o0pa3zoBaTeIbHbIX porpamm,
IPEeIyCMaTPUBAIOIINX MOJEIUPOBAHUE YCIOBUM, HEMOCPEACTBEHHO CBS3aHHBIX C
Oynyuieit npodeCCHOHAIIBHOM MESITEIbHOCTRIO, a TaKKe OOECIEeUEeHUs! YCIOBUI
JUIsL TIOJMy4yeHUs OOydaroIMMUCS TPAKTUYECKUX HABBIKOB M KOMIIETEHLUH,
COOTBETCTBYIOIIMX  TpeOOBaHUSM, MNpenbsABISEMbIM  paboTodaTrensiMu K
KBATM(PUKALUSIM CTICIIHAIUCTOB.

6.3.2. OOpa3oBarenpHas OpraHU3alydsg CaMOCTOSITEIBHO MPOEKTUPYET
peanu3anyio  o0pa30BaTEIbHOM TPOrpaMMbl M €€  OTHENbHBIX  YacTen
(IMCUUIUIMHBI, MEXIUCUUIUIMHAPHBIE KypChbl, MNpO(ecCHOHANbHBIE MOIYJIH,
IPAaKTHKA U JIPyTrue KOMIIOHEHTHI) B (JopMe MPAKTUUECKOH MOATOTOBKH C YUETOM
tpedoBanuii ®I'OC CIIO u cnenupuku Noay4aeMon CrenuagibHOCTH.

6.3.3. O6pa3zoBaTenbHast AESITEIBHOCTh B (DOPME MPAKTUUECKON MOATOTOBKHU:

- peanusyercss MpU MPOBEIECHUU MPAKTUYECKUX U JabOPaTOPHBIX
3aHSTH, BBITOJIHEHUH KypPCOBOIO ITPOEKTUPOBAHMS, BCEX BUJIOB ITPAKTUKHU U MHBIX
BUJIOB Y4€OHOM e TEIIbHOCTH;

- npeaycMaTpuBaeT  JEMOHCTPALMIO  MPAKTUYECKUX  HABBIKOB,
BBITIOJIHEHUE, MOJIETUPOBAHKE OOYyYalOUIMMUCS OMPEICICHHBIX BUIOB padOT IS
peleHusl MNPaKTUYECKUX 3a/ad, CBSA3aHHBIX C Oyayuied npodeccuoHanbHOU
JeSATEIbHOCTBIO B YCIOBUSIX, TPUOIMKEHHBIX K pEaIbHBIM MPOU3BOICTBEHHBIM;

- MOKET BKJIIOYaTb B C€OSl OTHAENbHbIE JIEKIMU, CEMUHAphI, MacTep-

KJIACChI, KOTOpBIE TPEIyCMATPUBAIOT Tiepenady oOydaromuMmcs —ydeOHOM
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uH(pOpMaIUK, HEOOXOAMMOM IS TIOCIICIYFOIErO BBIMOJHEHUS PA0OT, CBSI3aHHBIX
¢ Oyaymeit mpodecCHoHaNbHOM NeITeTbHOCTBIO.

6.3.4. OOpazoBaTenbHas JAEATENBHOCT B  (opMe NPaKTUYECKON
MOJITOTOBKKA MOXET OBITh OpraHM30BaHa Ha JIIOOOM Kypce oOydeHHs, OXBaTbIBas
TUCHMIUIMHBL,  Tpo(decCHOHaNbHBIE  MOJAYJIHM, BCE  BUIBl  MPAKTHKH,
peyCMOTPEHHBIE YIeOHBIM IIAaHOM 00pa30BaTEIHbHON MPOTPaAMMBI.

6.3.5. ITlpakTuyeckasi MOATOTOBKAa OPTaHU3yeTCS B YYEOHBIX, y4eOHO-
MIPOM3BOJICTBEHHBIX JTA0OPATOPHSIX, MACTEPCKUX, YUCOHO-OIMBITHBIX XO3SHCTBAX,
y4eOHBIX TIOJUTOHAaX, Y4YeOHBIX 0a3ax TMPaKTUKH H HWHBIX CTPYKTYPHBIX
noJIpa3feieHusiX 00pa3oBaTeIbHONW OpraHU3allid, a TaKkKe B CIHCIHAIBHO
000pYy/IOBaHHBIX MOMEIICHHUAX (pabodynx MecTax) NpO(UIBHBIX OpraHU3aIUil Ha
OCHOBaHUM JOTOBOPA O MPAKTHUYECKON TOTOTOBKE 00YJAIOIINXCS, 3aKITF0YaeMOTO
MEXIy O00pa3oBaTENbHOW OpraHu3auued W NOpoPUIBHOW  OpraHu3alueH,
OCYIIIECTBISIONICH JeSITENbHOCTD o npoduIo COOTBETCTBYIOIIEH
00pa3oBaTeIbHOI MPOrpPaMMBbl.

6.4. TpeOoBaHMSA K OPraHU3ANNH BOCIIMTAHUA 00YYAKOIINXCSH

6.4.1. Bocnuranue o00y4armuxcss TpPU OCBOCHHMM WMH OCHOBHOM
o0pa30oBaTeNbHON TPOrpaMMbl OCYIIECTBIISIETCSI HAa OCHOBE BKJIIOYAEMBIX B
HACTOSIIYI0 00pa3oBaTeNbHYIO0 MPOTpaMMy paboueil MpOorpaMMbl BOCIIUTAHUS H
KaJICHIAPHOIO MJIaHa BOCIIUTATENIbHON pa0boThI (IIPUIIOKEHHE 3).

6.5. TpedoBanus K KaJApOBbIM YCJIOBUAM peaju3anuu
o0pa3oBaTeIbHOM NMPOTrPaMMBbI

6.5.1. Peanuzaunusa oOpa3oBaTrenpbHONl  MporpaMMbl  0OECIIeUMBAETCS
NeJaroruieckuMu  pabOTHUKaMHU 00pa3oBaTelIbHOM OpraHu3aluy, a TaKxke
JUIAMHU, TPUBJIEKAEMBIMU K peaau3alud 00pa3oBaTeNbHOM MpPOrpaMMbl Ha
YCIOBHUSIX  IPAXKJAHCKO-IPAaBOBOTO  JIOTOBOpa, B TOM 4YHUCJIE M3 4HCIA
pykoBoauTENEed W PaOOTHUKOB OpraHW3aluid, HaMpaBiICHUE JAESITEIIbHOCTU
KOTOpPBIX  COOTBETCTBYET 00sactu npodecCUOHAIBHOM  JAesTeNbHOCTH 07
AJIMUHUCTPAaTUBHO-YIIpaBJieHYeCKass M OQUCHAas JAESITEeIbHOCTh, U HMEIOIUMU
CTaX pabOTHI B JaHHOM MPOPECCHOHATIBLHON 00JIaCTH HE MEHEE TPeX JIeT.

Ilenarornyeckue pabOTHUKH, IIPUBJIEKAEMBbIE K peanuzanuu
oOpa3oBaTeNbHOM  MpPOTrpamMMbl,  JOJDKHBI  MOJy4aTb  JIONOJHUTENIbHOE
npoeccuoHanbHOEe 00pa30BaHUE MO MPOrpaMMaM MOBBILICHUS KBaIU(PUKALUU, B
TOM 4ucie B (OpME CTAKUPOBKU B OpraHM3alMsIX, HAIpPaBICHUE JAEITEIbHOCTH
KOTOPBIX  COOTBETCTBYET o00jacTu mnpodeccruoHanpHo  nesrenbHoctd 07
AJIMUHHUCTPATUBHO-YIIpaBlieHYeCKass U O(UCHAs NIEATeNbHOCTh, HE PEXE OJHOIO
paza B TpuU TOJa C YYETOM pACIIMPEHHUS CHEKTpa NpodeccHoHaTIbHBIX
KOMIIETECHITUH.

Jlonisl menarornyeckux pabOTHUKOB (B MPHUBEACHHBIX K LEIOYUCICHHBIM
3HAYECHUSIM CTaBOK), o0ecIieynBaroINX OCBOEHUE oOy4JaromMMucs
po(ecCUOHANbHBIX MOAYJIEH, UMEIOIIUX OMBIT ACSATEIHHOCTH HE MEHEE TPeX JIET
B OpraHU3alysaX, HalpaBJIE€HUE JIEATEIbHOCTH KOTOPBIX COOTBETCTBYET OOJACTH
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npodeccuoHanbHOl AesTeabHOCTH 07  AJIMUHHUCTPAaTUBHO-YMpABJICHYECKAsT U
opucHasi JEATENBHOCTh, B OOIIEM YHCIE TMEJAaroru4ecKuX PpaOOTHHUKOB,
peanu3yronmMx MNporpaMmMbl  TPO(PECCHOHABHBIX MOAYJCH 00pa3oBaTEIbHON
MPOTrpaMMBbl, JOJKHA ObITh HE MEHEE 25 MPOIEHTOB.

6.6. TpeOoBanusi K  (PUHAHCOBBIM  YCJIOBHUSIM  peaju3auuu
00pa3oBaTe/IbHOI MPOTrPAMMBI

6.6.1.  IlpumepHble = pacyeTbl  HOPMATHBHBIX  3aTpaT  OKa3aHUs
rOCYJapCTBEHHBIX YCIIYT MO pean3alii 00pa3oBaTEIbHON MPOrpaMMbl

PacueTsl HOpMATHBHBIX 3aTpaT OKa3aHUsA TOCYJAPCTBEHHBIX YCIyT IO
peanu3anuu 00pa30BaTEIBHONW MPOTPaMMbl OCYIIECTBISIOTCS B COOTBETCTBUU C
[lepeuyneM U COCTaBOM CTOMMOCTHBIX TPYMI MPOPECCHl M CHEIHATBbHOCTEH IO
rOCYy/IapCTBEHHBIM YCIyraM I[I0 peali3allud OCHOBHBIX MpodeccruoHaIbHBIX
0o0pa30BaTeNbHBIX MPOTPaMM CpPEAHEr0 MPO(PECCHOHAIBHOTO O0pa30BaHUA —
IpOrpamMM MOATOTOBKH CHELUAINCTOB CPEJHEr0 3BEHA, WTOTIOBBIC 3HAYCHUS
U BEJIMYMHA COCTABIIAIOIIMX 0a30BbIX HOPMATHBOB 3aTpaT MO TOCYJapCTBEHHBIM
ycllyraM 1o CTOMMOCTHBIM Ipynnam Hpo¢eccuil U CHelualbHOCTEH, OTpacaeBbie
KOppEeKTUpYIoIue KO3()PUIHMEHTHl U MOPSIOK MX MPUMEHEHHs, yTBEPHKIAAEMbIe
Munnpocseuenus Poccun exxeromHo.

@uHaHCOBOE OO0ecreYeHnue peain3aluu 00pa30BaATENbHON MPOrpPaMMBbl,
OINPEIETICHHOE B COOTBETCTBUM C OFOJIKETHBIM 3aKOHOAATENbCTBOM Poccuiickoi
Oenepanun 1 DenepanbHbIM 3aKOHOM OT 29 nekabpst 2012 Ne 273-d3 «O0
oOpa3zoBanuu B Poccuiickoil @enepannny», BKIOYAET B ceOs 3aTpaThl HA OILIATY
TpyJa MpenojaBaTeieil M MacTepoB IMPOU3BOJCTBEHHOTO OOYUYEHHSI C YYE€TOM
o0OecrieueHus1 ypOBHS CpeiHEel 3apabOTHOM IJIATHI M€IarOTMYECKUX PAaOOTHUKOB 3a
BBINIOJIHAEMYIO UMHU y4eOHYIO (IPEnoaaBaTesibcKyto) paboTy U APyryro padoTy B
cootBeTcTBHM ¢ YKa3oM IIpesuaenta Poccuiickoit @enepanuu ot 7 masg 2012 r. Ne
597 «O MeponmpusATHUSIX N0 peaau3aluu TOCYyJIApCTBEHHON COLMAIBHOM
MOJTUTUKID.

Pazgen 7. ®@opMuUpoBaHUE OLECHOYHBIX MAaTEpPHAIOB /I INMPOBEACHUS
rocy1apCTBEHHOM MTOTOBOM aTTeCTALIMH

7.1. TocynapctBeHHasi utoroBas arrtectauus (ganee — [MA) saBnsiercs
oOsi3atenbHON Juisi oOpaszoBaTenbHbiX opranuzamnuit CIIO. Ona mpoBoauTCs TO
3aBEpIIEHUU BCEro Kypca oOydeHHUs MO HampaBieHHIO moAroToBku. B xome ['TMA
OIICHUBAETCSl  CTEMEHb  COOTBETCTBUSI  CHOPMUPOBAHHBIX  KOMIICTCHIIUI
BbIMyCKHUKOB TpeboBaHusiMm ®I'OC CIIO.

7.2. BBIMYCKHUKHA, OCBOUWBIINE MPOTPAMMBI TOATOTOBKU CIICIIMAIMCTOB
CpPEIHETO 3BEHA, BBHIMIOJHAIOT JUIUIOMHBIA TPOEKT (paboTy) U  CHAIOT
JIEMOHCTPAIIMOHHBIN dK3aMeH. TpeOoBaHUs K COAEpPKAHUIO, 00bEMY U CTPYKTYpe
JTUTIJIOMHOTO TpoekTa (paboThl) oOpa3oBaTeibHAs OpraHU3aIusl OIpenesseT
CaMOCTOSITEIIBHO.

50



l'ocypapcTBeHHast WTOroBas aTTeCTallMs 3aBEepIIAETCS MPUCBOCHUEM
KBaJM(PUKALINU crenuainucTa CPEIHEro 3BEHA! Cneunanuct o
JOKYMEHTAIUOHHOMY 0O€CIIEYEHUIO YIIPABICHUS U apXUBHOMY JIENTY.

7.3. Jlns rocygapCTBEHHOW WTOrOBOM —aTTecTaluu o0pa3oBaTEIbHON
OpraHu3anuell paspabaTblBaeTCsi MporpaMma TOCYJapCTBEHHOW  HMTOTOBOM
aTTeCTAllMM U OLIEHOYHbIE MaTEPHUAJIbI.

3amaHus Uil JEMOHCTPAIIMOHHOTO 3K3aMeHa pa3paldaThIBAIOTCS HA OCHOBE
po(ecCHOHANIBHBIX CTAaHAAPTOB U C YUYETOM OLEHOYHBIX MaTepUasoB, IPHU YCIOBUU
HAJIMYUSl COOTBETCTBYIOIIUX MPOGECCUOHATBHBIX CTAHIAPTOB U MAaTEPHAJIOB.

7.4. OueHouHble Marepuainbl s npoBeAeHuss [MA BkiIrOYaroT THUIOBBIE
3aJlaHus JUIsl IEMOHCTPAIIMOHHOTO SK3aMEHa, TEMbl JTUIIOMHBIX padoT, OMHCaHHUe
IpoLeIyp W YCIOBUW MPOBEJACHUS TOCYJApPCTBEHHON HWTOTOBOM aTTECTaIuH,
KPUTEPHUH OLICHKHU.

[Tporpamma I'MMA npeacTaBiieHa B IpUIoKeHUH 4.
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