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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  CIEUMAIMCTOB  CPEJHErO0  3BEHA IO
cnenuasibHocTH  46.02.01 JlokymMeHTalmoHHOE oOOecreYeHrue YIpaBJICHUS U
apXMBOBEJICHUE pAacCMOTpeHa M ojoOpeHa Ha 3acenanuu Ilemarormyeckoro
cosera Kosremka mporokoin 01-01/9 ot 23.05.2025.
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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,
yCIOBUSI W TEXHOJOTMU peaau3alud o0pa3oBaTEeNbHOTO MPOIECCa, OILEHKY
KauecTBa MOJIOTOBKHM BBITYCKHUKA MO JAHHOW CHEIUATbHOCTU M BKIIIOYAET B
ce0s1: y4eOHBIM MUIaH, padodne MporpamMMbl YUE€OHBIX MUCIUIUIMH (MOayJiel) u
Ipyrue maTepualibl, 0OecreurBarolMe KauyecTBO MOATOTOBKM OOydYaroumxcs, a
TAaK)K€ MPOrpaMMbl Y4eOHOM M NPOU3BOJCTBEHHOM MPAKTUKHU, KaJEHIAPHBIN
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 CcpenHero 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 mpodeccuoHaabHOTO 00pa3oBaHUS U
YCTAHOBJICHMM COOTBETCTBHUS OTAENBHBIX Mpodeccuid HW CcHenuaibHOCTE!
CpeHEero Mpo(PecCHOHANIBHOIO O00pa30BaHMS, YKA3aHHBIX B JTUX MEPEUHSX,
npodeccusiM U CHEUANTbHOCTIM CpPEJHEro NpodeccHoHaIbHOro 00pa30BaHUs,
MEPEYHH KOTOPBIX YTBEPKIEHBI PUKa30M MuHucTEepcTBa 00pa3oBaHus 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 Munuctepcra mnpocBemieruss PO ot 2 centsops 2020 r.
Ne 457 (pen. ot 13.10.2023) "O6 ytBepxnenuu llopsaka mpuema Ha oOydeHue
Mo 00pa30oBaTEIBLHBIM MPOTPAMMaM CPEIHETO PO ecCHOoHaTFHOTO 00pa30BaHMS.

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

6. IIpukaz MuHucrepcrBa mnpocseweHuss Poccuiickon Penepaunu
ot 24.08.2022 Ne 762 (Pemakuusa ot 20.12.2022) «O6 ytBepxaenuu [lopsiaka
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OpraHu3allMid U  OCYIIECTBIICHUS  OOpa30BaTENbHOW  JEATEIBHOCTH IO
o0pa3oBaTeIbHBIM MPOTPaMMaM CPETHETO MTPOPECCHOHATTEHOTO 00pa30BaAHMS;

7. [Ipuka3z Munnpocsemenuss Poccun ot 08 Hoa0ps 2021 r. Ne 800
(Pemakuma ot 19.01.2023 Ne 37) «O0 ytBepxknaenuun llopsaka npoBeneHus
roCyJapCTBEHHOW HWTOTOBOM aTTEeCTallMM IO O0pa3oBaTEIbHBIM IpOrpaMmmaM
cpenHero npogecCHoHaIbHOT0 00pa30BaHU;

8. [Ipuka3z Munnpocsenienust Poccun ot 26 asrycra 2022 roga Ne 778
«O06 yTBepxkaeHun (eneparbHOrO TOCYJIapCTBEHHOTO  00pa30BaTENbHOTO
CTaHJapTa CpeIHero MpO(PECCHOHAIBHOIO 00pa30BaHMs 1O CHEIUATbHOCTU
46.02.01 ToxyMeHTaIIMOHHOE O00ECIICUeHHUE YIIPABIICHHUS U apXUBOBEIICHHUEY;

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 MpodecCHoHANBHOTO cTaHaapTa «CHenuaiucT 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  Poccniickonn ®enepannu 21 anpens 2022 r., peructpanuoHHbiii Ne
63193) «O06 yTBepxkaeHUU mnpodeccuoHadbHOro craHgapra «Croenuanuct
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 — (enepanbHblii TOCYIapCTBEHHBIN 00pa30BaTEIbLHBINA CTAHIAPT
cpeaHero npodecCuoHAIbHOTO 00pa30BaHus;
[TICC3 - mporpamma nNOATOTOBKH 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 — obmenpodeccnonaabHast TUCIUILINHA;
J1D — neMOHCTpallMOHHBIN SK3aMEH;
I'MA — rocynapcTBeHHast UTOrOBasi aTTECTALIMS.

Pa3zgesn 2. O0mas xapakTepucTHKA 00pa30BaTe/IbHOM POrPaAMMbI
KBamudukanus, mnpucBamBaeMas  BBIMYCKHUKaM  00Opa30BaTeIbHOU
nporpamMmbl: CHEIUAIKUCT 10 JOKYMEHTAIIMOHHOMY OOECTICUCHHIO YIIPABJICHUS U
apXUBHOMY JICITY.
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[Ipu  pa3paboTke  oOpa3oBaTeNnbHON  MpPOrpaMMbl  OpraHU3alUs
YCTaHABIIMBAET HAIPABIEHHOCTb, KOTOpPas COOTBETCTBYET CHEIHAIbHOCTH B
LEJIOM.

[Tomyuenue oOpazoBanus 1o cnenuanbHocTh 46.02.01 JlokyMeHTanOHHOE
o0OecrieueHre YOpaBICHUS M apXUBOBEJCHHE JIOMYCKAaeTcs TOJBKO B
pod)eCCHOHATEHON  00pa30BaTEeIbHON OpraHW3AlMH WA 00pa30oBaTEIHHON
OpraHu3alMH BBICIIEr0 00pa30BAHMS.

®dopMbl 00yUeHHUs: 3a0UHAs.

O6beM  mporpaMmbl [0 OCBOCHHMIO  MPOTrpaMMbl  CPEIHEro
npodeccuoHalbHOTO0 00pa3oBaHus Ha 0a3e OCHOBHOTO 0OIIEro oOpa3oBaHMs C
OJIHOBPEMEHHBIM  TIOJIyY€HHEM cpeaHero ooOmiero oOpazoBaHus: 4428
aKkaJIeMUYECKHX 4acoB, CO CPOKOM 00yueHus 2 roga 11 mecsues.

Pa3znen 3. Xapakrepucruka npogecCHOHAIBHOM AeSITeJIbHOCTH BbINIYCKHUKA
3.1. OGnacte mnpodeccCHOHATBLHOW JEATEIHPHOCTH BBITYCKHUKOB: 07
AJMUHUCTpaTUBHO-YIIpaBlieHYeCKast U OUCHAs JEATEIbHOCTD.
3.2. CooTBETCTBUE BUIOB AEATEIBHOCTU NPO(HECCHOHATBHBIM MOTYJISIM:

HanmenoBanue
pohecCuOoHANBHBIX MOyJIEH

HaumeHoBaHue BUJOB J€ATEIbHOCTH

1 2

Bunrl negreiapHocTH

OCYH.[GCTBJ'IGHI/IC OpraHU3allMOHHOIO U
AOKYMCHTAITUOHHOT' O o0ecIeyeHus JACATCIIBHOCTH
OpraHu3anuu

[IM.01 OcymiecTBieHnue
OpraHU3aIMOHHOTO

U TOKYMEHTAIIHOHHOTO
o0ecneyeHus NeITCILHOCTH
OpraHu3aIuu

Opranu3zanus apXuBHOM pabOTHI IO TOKyMEHTaM
OpraHu3alyii pa3nu4yHbIX GOpM COOCTBEHHOCTH

IIM.02 Opranusanust apxuBHOU
paloThI 1O TOKYMEHTaM
OpraHu3anuil pa3Iu4HbIX (opM
COOCTBEHHOCTH

Ocsoenue 61006 pabom no 0OHOU Ul HeCKOAbKUM
npogeccuam pabodux, OOJIHCHOCMAM CILYHCAUUX

[IM.03 OcBoenue BUAOB paboT
110 OJHOM WJIM HECKOJBKUM
npodeccusiMm pabouux,
JOJKHOCTSIM CITY KaIluX

Paznen 4. Ilnanupyemble pe3yJibTAThl

NporpaMMalI
4.1. O0uIMe KOMIETeHINH

0CBOeHHSI 00pa3oBaTeJIbHOM

Kon @opmyanposka 3HaHusA, YMEHUA
KOMIETEeHI[HH KOMIEeTeHI[UH
OK 01 Bri6upats criocoOsr YMeHusi: pacrio3HaBath 3a7a49y W/UIH MPOOIEMy
peleHus 3a1a4 B IPO(eCCHOHATIBHOM H/MITH COLIMATbHOM
npodeccroHanbHOM KOHTEKCTE; aHAJIM3UPOBATh 3a/1a4y W/WiH
JeATeIbHOCTH pobseMy U BBILACTATH €€ COCTaBHbIE YacTH;
MPUMEHHUTEIHHO K OTIPEJIENIATH ITAIBI PEUICHHUS 331a9H; BBISIBISITh U
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Ppas3InIHbIM
KOHTCKCTaM

3¢ PEeKTUBHO UCKaTh HHPOPMALIUIO,
HEOOXOIUMYIO TSI pEIICHUS 3a/1auu U/Un
MPOOJIEMBI; COCTABIISITH IJIaH ICHCTBUS;
OIIpENIeNIATh HEOOXOIUMBIE PECYPCHI; BIIA/IETh
aKTyaJIbHBIMH METO/IaMU PabOTHI B
npo¢eCCHOHAIBPHON U CMEXKHBIX chepax;
peaI30BBIBATH COCTABJICHHBIN TUIAH; OIICHUBATH
pe3yabTaT U MOCIIEACTBUS CBOUX JICHCTBUI
(caMOCTOSTENHHO UITH C TIOMOIIBI0 HACTABHUKA)

3HaHUA: aKTyalbHBIN MPO(ecCHOHANBHBIN U
COIMAIIbHBINA KOHTEKCT, B KOTOPOM TPUXOJAUTCS
paboTaTh U KUTh; OCHOBHBIC HCTOYHUKHU
nHGOPMAIIMU ¥ PECYPCHI LIS PEUICHUS 3a71a4 |
mpo6ieM B podeccHoHAIEHOM H/HITH
COIMAILHOM KOHTEKCTE; aJlTOPUTMBI BBIITOJTHEHHS
paboT B MpoheCCUOHATBFHOM U CMEKHBIX
00J1acTAX; METOIBI Pa0OTHI B MPO(heCCHOHATBHOM
Y CMEXHBIX cepax; CTPyKTypy IUTaHa JIJIs
peleHw s 3a]1a4; OPSI0K OLIEHKU Pe3yJIbTaTOB
pereHus 3a1a4 IpopecCuOHaTBHON

TSI TeIbHOCTH

OK 02

Hcnonb3oBars
COBPEMEHHBIC CPEIICTBA
MOKCKA, aHaTIN3a U
HWHTEPIIPETAIIH
nHpopManuu, u
MH(POPMAIOHHBIE
TEXHOJIOTUH IS
BBITIOJTHEHUS 3124
npodeccnoHanbHOM
JeSATEIIbHOCTH

YMeHus: onpenessTh 3aJauu s IorcKa
nHGOPMAIINY; OTIPEENIATH HEOOXOTUMbIE
MCTOYHHUKH MH(POPMAIINH; ITIAHUPOBATH MPOLIECC
MOMCKA; CTPYKTYPHPOBATH MOTYIAEMYIO
MH(OPMAIIHIO; BBIJCTATH HanOoIee 3HaYMMOe B
nepeyHe HHPopMaIuu; OLEeHUBATh
MPaKTHYECKYIO 3HAYMMOCTh PE3yJIbTaTOB MIOMCKA;
oOpMIIATH Pe3yJIbTATHI TOUCKA, IPUMCHSITH
cpeacTBa MHPOPMALMOHHBIX TEXHOJIOTUH /IS
peteHust mpohecCHOHANBHBIX 3a/1a4;
HCIOJIb30BATh COBPEMEHHOE TPOTPAaMMHOE
obecrieueHne; UCIOIb30BaTh PA3INUHBIC

UG pPOBBIE CPEACTBA /TS pEIIeHUsS
npodeccnoHaNbHbIX 3a1au.

3HaHUs: HOMEHKJIaTypa HH(OPMAIIMOHHBIX
WCTOYHHUKOB, IPUMEHSEMBIX B
poeCCUOHATILHOMN 1EATEIbHOCTH; IIPUEMBbI
CTpYKTypupoBaHus nHpopmauuu; Gopmar
oopmieHus pe3yabTaToB MOMCKA HHPOPMALINHY,
COBpPEMEHHBIE CPEJICTBA U YCTPONUCTBA
nH(pOpMaTHU3ALUY; TIOPSIOK UX IPUMEHEHUS U
MporpaMMHOE 00eCIIeueHUE B
npoeCCHOHATBLHOMN IeATEILHOCTH B TOM YHCIIE C
HCIOJIb30BaHUEM U POBBIX CPEICTB.

OK 03

[lmanupoBate 1
pean30BhIBaTh
COOCTBEHHOE
npodeccuoHaIbHOE U
JUYHOCTHOE Pa3BHUTHE,

YMeHus1: onpeaensiTh akTyalbHOCTb
HOPMAaTUBHO-IIPAaBOBOM JOKYMEHTAIlUU B
npodeccnoHanbHOM e TeIbHOCTH; TPUMEHSTh
COBPEMEHHYI0 HayuHYIO MPO(ECCHOHATBHYIO
TEPMHUHOJIOTHIO; ONPEIETSITh U BHICTPAUBATh




NPEANPHUHUMATENBCKYIO
JEATEILHOCTD B
npodeccnoHaTbEHOMI
cdepe, UCIIOTH30BATH
3HaHUS 10 (PMHAHCOBOM
IPaMOTHOCTH B
Pa3INYHBIX KHU3HEHHBIX
CHUTYaIIX.

TPaeKTOPUH NMPO(HECCHOHATBHOTO PA3BUTHS U
camM000pa30BaHMsl; BBISBIISTH JOCTOMHCTBA U
HEJ0CTaTKU KOMMEPUYECKOH HJIen; IPE3EHTOBATh
UJIeU OTKPBITUS COOCTBEHHOTO JIeja B
poheCCUOHATILHON IATENFHOCTH; 0()OPMIIATH
OM3HEeC-TIaH; PaCCUUTHIBATh pa3Mephl BHIILIAT 110
IIPOLIEHTHBIM CTaBKaM KpEJAUTOBAHUS;
OIIpeIeNIATh UHBECTULIMOHHYO
IIPUBJIEKATEIbHOCTh KOMMEPUECKUX UJIEH B
paMKax npoQeccuoHanbHOM e TEbHOCTH;
MIPE3EHTOBATh OM3HEC-UJICIO; OTIPEIEIATh
UCTOYHUKH (PUHAHCUPOBAHUS

3HaHusA: coiepKaHKUE aKTyalbHONH HOPMATHUBHO-
IIpaBOBOM JOKYMEHTAIMH; COBPEMEHHAs Hay4Has
1 npodeccuoHanbHasi TEPMUHOJIOTHS;
BO3MOJKHBIE TPACKTOPHH POPECCHOHATHLHOTO
pa3BUTUS U CAMOOOPA30BAHUST; OCHOBBI
MpeANPUHUMATEIBCKOM 1€ TENbHOCTH; OCHOBBI
(rHaHCOBOW I'PaMOTHOCTH; MpaBuia pa3paboTKu
OM3HEC-TIJIAHOB; MOPSII0K BHICTPAaUBAHUS
Mpe3eHTAINH; KPeTUTHbIE OAHKOBCKHUE MPOTYKTHI

OK 04 DddexTuBHO YMeHus: OpraHU30BBIBaTh PaOOTY KOJUIEKTUBA U
B3aUMOJICHICTBOBATh U | KOMaH/Ibl; B3aUMOICHCTBOBATh C KOJUIETaMH,
paboTaTh B KOJJICKTUBE | PYKOBOJCTBOM, KIIMEHTAMH B XOJI€
1 KOMaH/Ie npodeccCHOHATEHOM IeATEIIBHOCTH

3HaHUA: [ICUXOJIOTMYECKUE OCHOBBI
NEeSATEIbHOCTH KOJJIEKTUBA, IICUXOJIOTHYECKUE
0COOCHHOCTH JIMYHOCTH; OCHOBBI TPOEKTHOM
NEeSATeTbHOCTH

OK 05 OcymecTBIATh YCTHYIO | YMEHHsI: TPaMOTHO U3JIaraTh CBOM MBICTH U
Y MIICbMEHHYIO 0 OpMIISTH TOKYMEHTHI 10 MpodheCCHOHATBHON
KOMMYHHKAITIO HA TEMaTHKe Ha TOCY/IapCTBEHHOM SI3BIKE,
rocyJJapCTBEHHOM MIPOSBIIATH TOJIEPAHTHOCTH B pabouem
s13bp1ke Poccuiickon KOJUIEKTUBE
denepanuu ¢ yueToM
0COOEHHOCTEH 3HaHuA: 0COOEHHOCTH COIMATBLHOTO U
CONUAJIBHOTO U KyJbTYPHOI'O KOHTEKCTA; MpaBuia 0hopMIIeHHUS
KyJIbTypHOIo JIOKYMEHTOB M ITOCTPOEHHsI YCTHBIX COOOIIEHUH
KOHTEKCTa

OK 06 [IposBisTH YMeHusi: OUChIBATh 3HAYUMOCTh CBOEH
IPaKJaHCKO- CHELUATbHOCTH; TPUMEHSATH CTAaHAAPThI
MaTPUOTHYECKYIO AHTUKOPPYIIIMOHHOTO TTOBEACHUS
HIO3HIIHIO, 3HaHMA: CYIIHOCTH TPaKJaHCKO-
JIEMOHCTPUPOBATH

OCO3HAHHOE ITOBEACHHE
Ha OCHOBE
TPaAUIIMOHHBIX
00II1eYeI0BEYECKUX
LICHHOCTEM, B TOM
YUCJIE C YYETOM

NaTPUOTUYECKOH MO3UINH, 00IIeYeTOBEYECKUX
LIEHHOCTEN; 3HAYUMOCTh TPO(HEeCCUOHATILHOM
JesITeIbHOCTH 10 Tpodeccuu (CreaaTbHOCTH);
CTaHJAapThl aHTUKOPPYIILMOHHOTO TIOBEACHUS U
IIOCJIEICTBUS €T0 HAapYILIEHUs




rapMoOHHU3alun
MCE)KHAIIMOHAJIBHBIX U

MEKPEITUTHO3HBIX
OTHOIIICHHH,
NPUMEHSATH CTAaHIAPThHI
AHTUKOPPYMIIHOHHOTO
MIOBE/ICHUS
OK 07 CopneiicTBOBaTh YMenus: coOIr01aTh HOPMBI SKOJIOTUYECKOM
COXPaHEHHIO 0€301acHOCTH; ONPEACISATh HAIlPaBICHUS
OKpY’KalolIen cpeapl, pecypcocOepekeHus B paMKax
pecypcocOepexeHuio, | mpodecCHOHaIbHON AEATEITLHOCTH 110
MPUMEHSITh 3HAHUSI 00 | CIICIUATBHOCTH OCYIIECTBIISITH paboTy ¢
M3MEHEHHUH KJIMMara, COOJII0/IEHHEM TTPHHIUIIOB OEPEKITNBOTO
TPUHIIMITBI MPOM3BOICTBA; OPraHU30BbIBATh
OepexKITMBOTO poQeCcCHOHATIBHYIO JIESTENBHOCTD C YIETOM
MIPOM3BOJICTBA, 3HAHHUW 00 U3MEHEHUH KJIMMATHYCCKUX yCIOBUI
3¢ pexTUBHO pervoHa.
ACHCTBOBATD B 3HAHHSA: PABUIIA YKOJIOTUYECKO 0€30IaCHOCTH
PC3BbITAHHBIX U BEJIEHUH MPO(PECCHOHABHOM JEATETEHOCTH;
CUTyalusx OCHOBHBIE PECYPChI, 3a1HCTBOBAHHBIE B
npodecCHOHATLHOM JISATEIILHOCTH; ITyTH
o0ecrieueHns: pecypcocOepesKeHNsT; TPUHIIUIIBI
OepeITMBOTO MPOU3BOJICTBA; OCHOBHBIC
HalpaBJICHUS] I3MEHEHUS KIIMMATHYEeCKUX
YCJIOBUI PETHUOHA.
OK 08 Hcnons3oBarts YMeHus: ucnosab30BaTh GUKYIbTYPHO-
cpencTBa GU3UYECKON | O3OPOBUTEIBHYIO JCITEILHOCTD IS
KYJIBTYPBI JUIs YKPEIUICHUS 30POBbSI, TOCTHKEHHS )KU3HEHHBIX
COXpaHEHHS U 1 Ipo()eCCHOHATBHBIX IEIICH; TPUMEHSTh
YKPETUICHUS 30POBbsI B | PallOHAJIbHBIC IPUEMbI IBUTATEIbHBIX (QyHKINI
nporecce B IIPO(heCCHOHANTBHOM IS TeIBHOCTH;
npodeccHoHaIbHOM MIOJIB30BaThCSl CPEICTBAMU TMPODUIAKTHKH
JEATSIILHOCTH U MePEHAPSHKCHUS, XapaKTEPHBIMU JUTSL TAHHON
MO/ IePKAHUS CIIeaTIbHOCTH
HeO6X0HHMVOFO YPOBHA | 3yanusa: pons GusMueckoii KylIbTypsl B
(usneckott OOIIEKYIBTYPHOM, TPOPECCHOHATHPHOM U
IIOATOTOBICHHOCTH COIIMAJIbHOM Pa3BUTHH YEIOBEKA; OCHOBBI
3I0pOBOTO 00pa3a KU3HU; YCIOBHS
npodecCHOHaIbHON AEATETLHOCTH M 30HBI PHCKa
(U3MUECKOTO 3I0POBbS JIJIsI CCIUATLHOCTH,
cpencTBa NpoQHIAKTUKY TTepEeHANPSHKEHHS
OK 09 [Tonmp30BaTbCs YMeHusi: MOHUMATh OOIITUI CMBICIT YETKO
npodeccHoHaIbHOM NIPOM3HECCHHBIX BBICKA3bIBAHUI Ha H3BECTHHIC

JTOKyMEHTaluen Ha
rOCYJIapCTBEHHOM U
WHOCTPAHHOM SI3bIKAX

TeMbl (IpodecCHOHaIbHbIE U OBITOBBIE),
MIOHUMATh TEKCThI Ha Oa30BbIe
npodeccuoHanbHbIE TEMbI; Y4aCTBOBATh B
JMajorax Ha 3HaKOMbIe O0IIue U
npodeccuoHanbHbIe TEMbI; CTPOUTH IPOCTHIE
BbICKa3bIBaHUS O ce0e U 0 CBOEH
npodeccuoHaIbHOM e TENbHOCTH; KPaTKO
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000CHOBBIBATEH U OOBACHATE CBOU JEACTBUS
(TeKyII¥e u MIIaHUPyEeMbI€); TTUCATh MPOCTHIC
CBSI3HBIE COOOIICHUS Ha 3HAKOMBIE HIIN
MHTEPECYIONIHE TPOPECCHOHATBHBIE TEMBI

3HaHMsA: IpaBUIa MOCTPOCHUS MIPOCTHIX U
CJIOKHBIX MPEIIOKEHUH Ha MPodecCHOHATBHEBIE
TEMbI; OCHOBHBIE 00I1IeyIOTpeOUTEIbHbIC
riiarofsl (ObITOBast U podeccnoHabHas
JIEKCUKA); TeKCUYECKHI MUHUMYM, OTHOCSAIIUICS
K OIIMCaHMIO IPEIMETOB, CPEJCTB U IPOLIECCOB
npodeccnoHanbHOM e TeIbHOCTH; 0COOEHHOCTH
MPOU3HOIICHUS; TPaBUIa YTEHUS TEKCTOB
npodeccuoHanTbHOM HalIPaBIEHHOCTH

4.2 IlpodeccrnoHaibHbIe KOMIIETEHIIUU

Buasi Kon u
HAaUMEHOBaHUe IHoka3aresiu 0CBOCHHS KOMIIETEHIMHU
AeATeJbHOCTH
KOMIIeTeHIUH
Ocy1ecTBiieHue IIK 1.1. HaBbiku
OpraHn3aliiOHHOI0O OcymecTBasTh MOJTy4eHus: HeoOXouMoi HH(OPMALIUU U
51 npuém-nepeaavy nepeaadr CaHKIIMOHUPOBAHHOW WH(OpMaIuu
JOKYMEHTALMOHHOTO | YIIPaBJIEHYECKOM C UCMOJIb30BaHUEM CPEACTB UHPOPMAIIMOHHBIX
obecrieueHus uHdopmaun Y KOMMYHUKAIMOHHBIX TEXHOJIOTUI
JIEeATeIbHOCTH C MOMOIIBIO CPCIICTB | YpeHms:
OpraHusaiin HH)OPMAITHOHHBIX MICTIOJIBb30BaTh CPECTBA MHPOPMAIIMOHHBIX U
u KOMMYHUKAIMOHHBIX TEXHOJIOTUHN TS
KOMMYHHUKAUHOHHBIX | 116 5ryyenus u nepemaun MHGOpMAIMHY;
TEXHOJIOTUN

BECTH U HCIIOJIB30BaTh B paboTe 6azy
KOHTaKTOB OpPTraHU3alIlNN;

BECTHU YUYETHBIE PETHCTPAIIUOHHBIE (POPMBIL,
MCTIOJIB30BATh MX JIJIS1 HH)OPMAITHOHHOK
paboThl U pabOTHI MO KOHTPOJIIO UCTIONHEHUS
MIOPYYEHU;

YCTaHABIMBAThH U MOJACPKUBATH
KOMMYHHUKAIIH B TIPOIIECCE JIEIIOBOTO
OOIIEHUS C MOMOIIBIO CPECTB
WH(OPMAIMOHHBIX 1 KOMMYHHKAITHOHHBIX
TEXHOJIOTHI;

CTJTIQKUBATh KOH(JIMKTHBIEC U CIIOKHBIE
CUTYaIlUU MEXINYHOCTHOTO B3aUMOJICHCTBUS;
co0JII01aTh CITY>)KEOHBIN ITHUKET;
obecrneunBaTh UHPOPMALIIOHHYIO
0€301acHOCTb JESITeIbHOCTH OPTaHU3aIIH.

3nanus:

HOPMAaTHBHBIE NPAaBOBbIE aKThl Poccuiickon
®enepanyu B chepe HHPOPMALMOHHBIX U
KOMMYHUKAIIHOHHBIX TEXHOJIOTHIA,
CTPYKTYpa OpraHu3aluy, e€ 3a1auu U
byHKINH,
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MIpaBHJIa IPOBEJICHUS JICJIOBBIX IIEPETOBOPOB;
9THKA JIEJOBOIr0 OOIIEHNUS;

MpaBHJIa PEYEBOTO ITUKETA;

MpaBwJIa TIOIICPIKAHUS ¥ PA3BUTHS
MEXKIIMYHOCTHBIX OTHOIICHUIA,

TpeOOBaHUS OXPAHBI TPY/IA.

IIK 1.2.
Koopaunuposath
paboTy npueMHOU
PYKOBOJUTENS, 30H
npreMa pa3IudHbIX
KaTeropuit
MMOCETUTENIEN
OpraHu3aIu

HaBbixu

KOOPJIUHAIIMK PadOThl TPUEMHOM
PYKOBOJIMUTEIS U 30H IMTPUEMA PA3IMUHBIX
KaTeropuil MoCeTUTENEH OpraHn3aiuu

Ymenus:

BCTpEUaTh MOCETUTEIIEH, IOIyYaTh IEPBUYHYIO
MH(POPMALIMIO O TOCETUTENSAX, YCTAHABIMBATh
MOPSIIOK MPUEMA JUIS PA3JIMYHbBIX KaTErOpuin
IMOCETUTEIICH;

BECTH yUETHBIE PETUCTPALIMOHHBIE (POPMBI T10
npuéMy moceTuTenei u ohoOpMIIATh POITYCKa;
BECTH NPUEM, Nepeaady U OTIPaBKY
JIOKYMEHTOB;

OpraHU30BBIBaTh U OPOHUPOBATH
[IEPErOBOPHBIE KOMHATBHI;

CepBUPOBaTh YaiiHbIC (KO(EHHBIC) CTOJIBI B
oduce;

IIPUMEHSITH B paboTe cpeacTBa
MH(POPMALIMOHHBIX 1 KOMMYHHUKAIIMOHHBIX
TEXHOJIOTHIi;

IIPUHUMATH MEPBI 110 COXPAHEHUIO
KOH(HICHIIMATHHON HH()OPMAINH B X0
puéMa IOCETUTEIIEH.

3Hanus:

HOPMAaTHUBHBIE IPABOBbIE aKThl Poccuiickon
denepanuu o 3amure HHGopMaIuu u padote
¢ oOpaIeHusIMU TPaXKJIaH;

CTPYKTypa OpraHU3aIlHu U paclpeesieHne
(GYHKIMA MEXTy CTPYKTYPHBIMH
MOAPa3IeICHUSMH U CTICLIMAIUCTAMU;
MpaBujIa OpraHu3aluy NpuéMa MoCeTUTENEH;
ATUKET U OCHOBBI MEXKTyHAPOHOTO
MIPOTOKOJIA;

9THKAa JIEJIOBOr0 OOIIEHHUS;

MpaBuJjIa peueBOr0O ITUKETA.

MpaBHJia CEPBUPOBKU YaHOTO (KO(EHHOTO0)
CTOJIa;

TpeOOBaHUS OXPAHBI TPY/IA.

IIK 1.3. Baagets
HaBBIKAMH
TUTAHUPOBAHUS
paboyero BpeMeHu
PYKOBOJUTEIIS U

HaBbiku
TUTAHUPOBAHUS pabovYero BpeMeH!
PYKOBOAMTEIS U paboUero qHS CeKpeTaps

YMmeHnus:
BbIOMpaTh (POPMBI IUTAHUPOBAHMSI U

12




cekperaps

0(pOpMIIATH MIAHUPOBIIMK (OpraHaiizep)
PYKOBOJUTENS U CEKpeTaps;

yCTaHABJIMBATH 1€, OTIPEIEIATh
IPUOPUTETHOCTb U 0YEPETHOCTD BBIITOJHEHUS
pabot u 3pexTuBHO pacpenenaTs padbouee
BpeMs;

COTJIACOBBIBATh BCTPEUYH U MEPOTIPUSATHS U
BHOCUTb MH(OPMAIUIO B IIJIAHUPOBLIMK
(opranaiizep);

UH(POPMHUPOBATH PYKOBOAUTEIS O
IpUOJIMKEHNU BPEMEHU U perjlaMeHTe
3aIUTAHUPOBAHHBIX BCTPEY U MEPOTIPHUATHI;
BbIOMPATh ONTHUMAJIbHBIE CIIOCOOBI BHELTHETO U
BHYTPEHHET0 HHPOPMUPOBAHUS O
IUTAHUPYEMbIX MEPONPUATHSX;

obecrieunBaTh HHPOPMALIMOHHYIO
0€301acHOCTb JeSITeIbHOCTH OpraHu3aIiHy;
IIPUMEHSITH B paboTe cpeacTBa
MH(GOPMALIMOHHBIX 1 KOMMYHUKAIIMOHHBIX
TEXHOJIOTUH.

3HaHusn:

HOPMAaTHUBHBIE PABOBbIE aKThl Poccuiickon
®denepanuu B chepe nHPOpMaIMOHHOM
0e301acHOCTH;

CTPYKTYypa U crienrdrKa OCHOBHOU
JIeATeTLHOCTH OpraHU3allNH;

OCHOBHI YIIPABJICHUS BPEMEHEM,;

IpaBuJia IPOBEJCHUS JIEJIOBBIX IEPETOBOPOB;
9THKAa JIEJIOBOr0 OOIIEHHUS;

TpeOOBaHUS OXPAHBI TPY/IA.

[IK 1.4.
OcymiecTBIAThH
MOATOTOBKY JETOBBIX
MOE3/I0K
PYKOBOJIUTENS

U IPYTHX
COTPYJIHUKOB
OpTaHHU3aIII

HaBbiku
OpraHU3aIMK JEIOBBIX MOE3A0K PYKOBOIUTEISA
U IPYTUX COTPYIAHUKOB OpraHU3aluu

Ymenus:

COCTaBIISATh U ODOPMIIATH JOKYMEHTBI JISI
JIEJIOBBIX MOE310K;

OCYIIECTBIISATH TPEBEN-TIOJACPKKY JIETOBBIX
MOE3/10K;

COTJIAaCOBBIBATh C MPUHUMAIOIIEH CTOPOHON
MIPOTOKOJT TUTAHUPYEMBIX MEPOTIPHSITHIA 1
dbopMUpOBATh MPOTPaMMYy J1€T0BOM MOE3/IKH;
HCIIOJIb30BaTh CPEJICTBA HHPOPMAITMOHHBIX U
KOMMYHHKAITMOHHBIX TEXHOJIOTHIA JIs
o0ecIieueHnst B3aUMOIEUCTBHUS C
PYKOBOJHUTENIEM BO BpeMsl €r0 JIeTT0BOM
MMOE3IKH;

0(pOPMITSITh OTYETHBIC TOKYMEHTHI O JICTIOBOM
o3 IKe.

3HaHuA:
HOPMAaTHBHBIE PABOBbIE aKThl Poccuiickon
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denepannu B chepe opraHu3anuu JeI0BOM
MTOE3/IKH;

MOPSIIOK MOJATOTOBKHU M IOKYMEHTUPOBAHUS
JIETIOBOM ITOE3/IKH;

MHTEPHET-PECYPCHI ISl OCYIIECTBICHUS
TPEBENI-TIOIAEPKKH JEJIOBBIX MOE3/10K;
STUKET U OCHOBBI MEKIyHAPOJHOTO
MPOTOKOJIA;

ATHKA JEIOBOT0 OOILECHUS;

TpeOOBaHUS OXPAHBI TPY/IA.

IIK 1.5. Bnanets Hasbixn
criocobamu OpTraHHU3aluy U TOAICPIKAHHS
Oprannsalnunn (YHKIIMOHAJIBHOTO Pab0Yero NpocTpaHCcTBa
paboyero VMEHHS:
TIpOCTpaHCTBA OpraHHu30BbIBATH PaboUee MECTO B
TIpUEMHON 1 COOTBETCTBUH
kabnHeTa ¢ TpeOOBaHUSAMHU YPrOHOMUKHU M KYJIBTYPHI
PYKOBOAMTEIS Tpyna;
obecrieunBaTh paboyee MECTO
(byHKIIMOHATIBHOE pabovee MPOCTPAHCTBO
HEOOXOIMMBIMU CPEACTBAMHU
OpraHU3alMOHHON TEXHUKH, MEOEIBIO U
KaHIEJISIPCKUMH TPUHAIIC)KHOCTIMHU;
HOJI/IEPXKUBATh CPEJCTBA OPraHN3aOHHOM
TEXHUKH
B paboueM COCTOSHHH.
3Hanus:
TpeOOBaHUs OXPAHBI TPY/IA,
IIPOM3BOJICTBEHHOI CaHUTAPHH,
IIPOTUBOIOKAPHOU 3aLIUTHL;
OCHOBBI TIPAaBMIIBHOM OpraHU3aluy TpyJa U
METO/bI MOBBILIEHUS €r0 3()(HEKTUBHOCTH;
BUIBI OPTaHU3AIMOHHON TEXHUKH U TIOPSIIOK
paboThI C HEM.
[IK 1.6. HaBbiku
Ocy1iecTBisTh OpraHu3aIluH MMOJATOTOBKH U IPOBEICHUS
paboty 1o KOH(EPEeHTHBIX MEPONIPUATUHN, OOecTIeueHus
MOJITOTOBKE MH(POPMAIIMOHHOTO B3aMMOICHCTBHS
U TIPOBEJICHUIO PYKOBOJUTES C MO/Ipa3AEICHUIMH U
KOH(EPEHTHBIX JOJKHOCTHBIMY JIMIIAMH OpTaHU3aluU
MEpOINPHUATHH, VMeHust:
obecreunBarh OPraHU30BBIBATH MPOLECC MOATOTOBKH H
HHq’OpMaIfHOHHoe NpoBe/IeHNe KOH()EPEHTHOTO MEPOTIPHSITHS
B3aMMO/ICHICTBHE WHTHBHTYATHHO
PYKOBOAUTCIA ¥ B cocTae paboueii rpymsl;

C Mo ipa3AeICHUSIMU
1 TOJDKHOCTHBIMUA
JIUI[AMA OPTaHU3aIUH

JIOKyMEHTHPOBATh Pa3HbIE ATAIbI IPOLEAYPbI
MOJAFOTOBKU U MIPOBEJEHUSI KOH()EPEHTHOTO
MEpONPUATHS;

COOJIIO/IaTh STUKET U OCHOBBI
MEXYHapOAHOTO IPOTOKOJIA;
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OCYILECTBIISATH cOOp, 00paboTKy MHpOpManuy,
CHCTEMAaTH3aIHNIO TI0Ty4YaeMbIX 1
nepeaBaeMbIX JTAaHHBIX;

OCYIIECTBIISATH IPOBEPKY JTOCTOBEPHOCTH,
MIOJTHOTBI

Y HEPOTUBOPEYMBOCTHU JTAHHBIX, HCKITIOYCHHUE
nyOpoBaHus HH(OPMAIIUH;

HNPUMEHSATh HHPOPMAIIOHHO-
KOMMYHUKAI[HOHHBIC TEXHOJIOTHH.

3HaHusn:

HOpPMaTHUBHBIE ITPaBOBbIC aKThl Poccuiickoi
®denepanuu B chepe nHPOpMAITIH;
KOMILJIEKC OPTaHU3alMOHHO-TEXHUYECKHUX
MEPOIPUITHIA 110 MOATOTOBKE U IIPOBEICHUIO
KOH()EPEHTHBIX MEPOIPHSITHIA;

npaBuiia 0pOPMIICHHUS JOKYMEHTOB,
CO3/1aBaEMbIX

B IIPOLIECCE MOATOTOBKYU U NMPOBEICHUS
KOH(EPEHTHOTO MEPONPHUSATHS;

ATUKET U OCHOBBI MEXTyHAPOIHOTO
MPOTOKOJIA;

9THKA JIEJIOBOr0 OOIIEHHUS;

COCTaB BHYTPEHHUX U BHEUTHUX
MH(OPMAIIMOHHBIX TOTOKOB;

CTPYKTypa OpraHU3aIlH U MOPSIOK
B3aUMO/ICVCTBUS OAPA3ACICHUN;

METOJIbI 00PAaOOTKH 1 3aITUTHl HHPOPMAITUH C
MPUMEHEHHUEM CPEJCTB MHPOPMAITMOHHBIX U
KOMMYHHKAITMOHHBIX TEXHOJIOTHIA;
TpeOOBaHUS OXPAHBI TPY/IA.

IIK 1.7. OdopmasaTs
OpTaHU3aIMOHHO-
pacropsIuTeabHbIe
JOKYMEHTHI U
OpPraHU30BBIBAThH
paboTy ¢ HUMH, B TOM
qucie ¢
WCTIOJIh30BaHUEM
aBTOMaTH3UPOBAHHBIX
CHCTEM

HaBbixn

odopMIIeHUs] OPTaHU3AIMOHHO-
paclopsANTETHHBIX

JIOKyMEHTOB ¥ OpTaHu3anus paboThl C HUMH, B
TOM YHCJIE C UCTIOIb30BAaHUEM
ABTOMATHU3MPOBAHHBIX CHCTEM

Ymenus:

COCTaBJIATh MPOEKTHI OPraHU3alMOHHbIX,
pacropsaUTEIbHBIX U HH)OPMAITHOHHO-
CIPaBOYHBIX JOKYMEHTOB, B TOM YHUCIIE
JIOKYMEHTOB, COJIEpIKaIINX
KOH(HICHIIMATBHYI0 HH()OPMAITHIO;
0hOpMIIATH OPTaHU3AIMOHHO-
pacropsAuTeIbHbIe JOKYMEHTbI (OpUTHHAIIBI U
KOIUH);

CKaHUPOBATh, KOMMMPOBATh U KOHBEPTHUPOBATH
JIOKYMEHTBHI B pa3IuyHble (POpPMaThI;
OCYIIIECTBIISITH TIPOBEPKY MTPOEKTOB
JIOKYMEHTOB Ha COOTBETCTBHUE MpaBUIIaM
JIEITOTIPOU3BO/ICTBA;
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MPUHUMATH U TIPOBOJIUTH IEPBUYHYIO
00paboTKy BXOSIIUX IOKYMEHTOB;
MIPOBOJMTH MPEIBAPUTEIILHOE PACCMOTPCHHE
BXOJISIIIUX U BHYTPEHHUX JIOKYMEHTOB;
PETUCTPHUPOBATH BXOSAIINE, UCXOISIINE U
BHYTPCHHHUE JIOKYMEHTHI;

KOHTPOJMPOBATH MapIIPyTHU3ALUIO
JIOKYMEHTOTIOTOKOB B OPTaHU3aINH
(coriacoBaHme, MOANMKMCAHUE, YTBEPIKICHHE,
perucTpanus, 03HaKOMJICHUE U HCIIOTHCHUE
JIOKYMEHTOB) ;

OCYIIECTBIISATH CPOKOBBIN KOHTPOITh
UCTIOJTHEHUS IOKYMEHTOB;

OCYIIECTBIISATH TIOJITOTOBKY M OTIPABKY
UCXOMISAIINX JIOKYyMEHTOB;

COCTABJIATh OTYETHI U AHAJTUTUYCCKHUE CIPABKU
00 MCIIOJIHEHUH JIOKYyMEHTOB;

BECTH WH(POPMAIIMOHHO-CIIPABOYHYIO pabOTy
0 IOKyMEHTaM;

OCYILECTBIIATH pa0dOTy C OpraHU3aIllMOHHO-
pacopsSAUTEILHBIMHA JJOKYMEHTAMHU

B aBTOMATH3UPOBAHHBIX CHCTEMaX.

3Hanun:

HOPMAaTHUBHBIE PABOBbIE aKThl Poccuiickon
®enepanyu B chepe AeT0IPOU3BOICTBA;
JIOKaJIbHbIE HOPMATHUBHBIE AKTHI,
perJaMeHTUPYIOIINE JESTENbHOCTD CIIY>KOBbI
JIeNIONPOU3BOICTBA U €€ paOOTHHUKOB,
OpraHU3aIII0 BEJACHUS I€I0NPOU3BO/ICTBA;
COBpEMEHHbIE HH(POPMAIMOHHbIE U
KOMMYHHMKAIIMOHHbIE TEXHOJIOTHH,
IIPUMEHSIEMbIE

B paboTe ¢ JOKyMEHTaMUu;

CTPYKTypa OpraHu3aluu, pyKOBOJCTBO
CTPYKTYPHBIX [TO/Ipa3/iesieHui, 00pasiibl
MOJAIHNCEN JINL, UMEIOIINX MPABO MOJIUCAHUS
U YTBEPK/IEHUS JOKYMEHTOB,

Y OTPAHUYEHUS 30H UX OTBETCTBEHHOCTH;
IIpaBUJIa PyCCKOTO SI3bIKA;

TpeOOBaHUS OXPAHbI TPY/a.

1K 1.8. OpopmnsaTts
JIOKYMEHTBI 110
JUYHOMY COCTaBY H
OpraHU30BBIBATH
paboTy ¢ HUMH,

B TOM YHCJIE C
WCTIOJIh30BaHUEM
aBTOMAaTH3UPOBAHHBIX
CHCTEM

HaBbixku

o(opMIIEHHS TOKYMEHTOB 110 JIUYHOMY
COCTaBy M OpTaHHU3alUU PaOOTHI C HUMH, B TOM
YHCJIE C UCTIOJIb30BaHUEM
ABTOMATU3HPOBAHHBIX CUCTEM

Ymenus:

obecrneunBaTh COXPaHHOCTh MEPCOHATBHBIX
JTAHHBIX PAOOTHHUKOB;

OpPraHU30BBIBATH JJOKYMEHTOOOOPOT MO
MPEACTABJICHHUIO JOKYMEHTOB 1O TIEPCOHATY B
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rOCy/IapCTBEHHBIE OPTaHbI;
OPraHU30BBIBATH JIOKYMEHTOOOOPOT MO YUETY
U IBIDKCHUIO PaOOTHUKOB;

BECTH BOMHCKHI y4€T paOOTHUKOB;

BeCTH y4€T pabodero BpeMeH! pabOTHHUKOB;
0OpMIIATH OpraHU3aluOHHO-
pacropsIUTeIbHBIC TOKYMEHTHI 110 INYHOMY
COCTaBYy;

BECTH PETUCTPAIIHIO, YUET, OTIEPATUBHOEC
XpaHEHHE JIOKyMEHTOB IO JUYHOMY COCTaBY;
BECTH JJOKYMEHTAIUIO, TTIOATBEPKIAIOIIYTO
CBEJICHUS

0 TPYAOBOM JEATEIHHOCTH U TPYJOBOM CTaXKe
PaOOTHHKOB;

(GbopMHUPOBATH JTUYHKIC Jie)ia PAOOTHHKOB;
oOpMIIATH JIelIa TI0 JINYHOMY COCTaBY ISt
nepeaadn

B apXHB OpraHU3aIINH;

paboTaTh cO CelHaTu3uPOBAHHBIMU
WH(POPMAIIMOHHBIMH CUCTEMaMH U 0a3aMu
JAHHBIX 110 BEJACHUIO YUYETA U JIBMYKCHHUIO
PabOTHHKOB.

3Hanus:

HOPMAaTHBHBIC IPAaBOBbIE aKThl Poccuiickoi
®denepanuu B chepe TPyTOBBIX OTHOIICHHUI;
JIOKaJIbHbIC HOPMATHBHBIC aKTHI,
perjiaMeHTUPYIOIIUE TPYIOBbIE OTHOIICHHUS;
COBpeMEHHbIE HH(POPMAIIMOHHO-
KOMMYHHKAITMOHHBIC TEXHOJIOTHH,
MPUMEHsIEMbIE B paboTe C IOKyMEHTaMHU 10
JTUYHOMY COCTaBY;

CTPYKTypa OpraHu3aIii, pyKOBOIACTBO
CTPYKTYPHBIX MOAPA3IEICHUNL;

MpaBuja JAeIONPOU3BOICTBA;

MpaBHJIa PYCCKOTO SI3bIKA;

9THKAa JIEJIOBOr0 OOIIEHHUS;

TpeOOBaHUS OXPAHbI TPY/a.

IK 1.9.
Opranu3oBbIBaThH
TEKyIIee XpaHEeHUE
JIOKYMEHTOB,
00paboTKy nen st
OTIePaTUBHOTO

U apXUBHOI'O
XpaHeHUsl, B TOM
qrcie ¢
HCIIOJIb30BaHUEM
ABTOMAaTU3WPOBAHHBIX
CUCTEM

HaBbikn

OpTraHHU3aIH TeKYIIEr0 XPaHEHUS
JIOKYMEHTOB, 00paObOTKH eI JJIs
OTIEpAaTUBHOTO U APXHUBHOTO XPaHEHHsI, B TOM
YUCJIE C UCTIOIB30BAHUEM
aBTOMATHU3UPOBAHHBIX CHCTEM

Ymenusn:

paszpabaThiBaTh HOMEHKJIATYPY A€l
OpraHu3aluy;

MIPOBEPSITH MPABMIHBHOCTD O()OPMIICHHS
JIOKyMEHTOB ¥ OTMETKH 00 UX UCIIOIHEHUHU
nepea ux GOPMUPOBAHUEM B JICITIO JIJISt
MOCIEAYIONIEro XpaHeHus; GopMUPOBAThH
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Jielia, KOHTPOJIHUPOBATh PABUIILHOE U
CBOEBPEMEHHOE PACIIPE/ICIIEHUE U TIOIINBKY
JOKYMCHTOB B ACJIa B COOTBETCTBUH C
HOMEHKJIaTypoH Jei;

[IPOBEPSTH CPOKU XPAaHEHUS JOKYMEHTOB,
COCTaBJIATh IIPOTOKOJI pabOThI SKCIIEPTHOM
KOMHCCHUH 110 IMOATOTOBKE JOKYMCHTOB K
nepeaaye B apXus;

COCTAaBJIATH aKT O BBIACIICHUU K YHUYTOXCHUIO
JIOKYMEHTOB, HE IIOJUIeKALINX XPAHEHUIO;
COCTaBJIATh aKT 00 YHUUYTOXKEHUU IOKYMEHTOB;
OCYILECTBIISATH IIOJIHOE UM YACTUYHOE
odopmiIeHHE €] BpPEMEHHOT'0, TIOCTOSIHHOTO,
JIOJITOBPEMEHHOI'O CPOKOB XPaHEHUS;
COCTaBJIATh OIUCH JIeJI CTPYKTYPHBIX
IIO/APAa3/1eJICHUN ITOCTOSIHHOTO,
JIOJITOBPEMEHHOT'O CPOKOB XPaHEHUs J1J1st
nepeayu Jesl B apXyuB OpraHu3aluu;
IPUMEHATh HH(POPMALIUOHHO-
KOMMYHHKAIIMOHHBIC TCXHOJIOTHHU IIPU pa60Te
C IOKyMEHTaMH.

3HaHus:

HOpMAaTHBHBIE PAaBOBbIE aKThl Poccuiickoi
®denepanuu B chepe 1eI0Mpon3BOICTBA U
apXMWBHOTO JI€Na;

JIOKaJIbHbIE HOPMATHUBHBIC AKTHI,
perjiaMeHTUPYIOLUE BECHUE
JIeJIOTIPOU3BOJICTBA U Mepeaady Jell B apXUB
OpraHu3aluy;

BHJIbI HOMEHKJIATYp JeJ, 00111e TpeOOBaHUS K
HOMEHKJIaType e, TOPsSA0K paboTh ¢ Hell;
nopsa0K GopMUPOBaHUs U opopMIIeHUs Ael,
crienuduka GopMUPOBAHUS OTIIETBHBIX
KaTeropui JIelr;

MpaBujIa XpaHEHHUS /1], B TOM YHCIIE C
JIOKYMEHTaMU OTPaHUYEHHOTO JOCTYIIa;
MpaBUJjIa BbIIaYU U UCIIOJIb30BAHUS
JIOKYMEHTOB U3 C(hOPMUPOBAHHBIX JEIT;
MOPSIIOK MCTIOJIB30BAHMS TUTIOBBIX WU
BEJIOMCTBEHHBIX NepeYHEN JOKYMEHTOB,
OTIpeJIeTICHUsI CPOKOB XPAaHEHHUS B MPOIECCE
AKCIEPTU3bI IEHHOCTH JTOKYMEHTOB;

BH/JIbI ONMCEH JIe]1 OpraHu3aliy U MOPsI0K
paboThI

C HUMU;

TpeOOBaHUS OXpaHBI TPY/IA.
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Opranuzanus
apXUBHOU pabOTHI
0 IOKyMEHTaM
OpraHu3anui
pa3nuyHbIX HopMm
COOCTBEHHOCTH

IK 2.1.
OcyiecTBIsITh
KOMILIEKTOBaHUE
apXUBHBIMHU JI€IaMU
(mOKyMeHTaMM )
apxXuBa OpraHu3alu

Hasbixn

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

paboTaTh ¢ moapa3aesieHusIMU/OpraHu3ausIMu
MCTOYHUKAMU KOMIUIEKTOBAaHUS apXUBa;
MPUHUMATh APXUBHBIE JIeNa (JOKYMEHTHI) Ha
IIOCTOSIHHOE WJIM JI0JIFOBPEMEHHOE XPAaHEHHUE;
y4acTBOBAaTh B IIPOBEACHUH SKCIIEPTU3BI
LEHHOCTH Pa3JINYHbIX TUIIOB U BUJIOB
JIOKyMEHTOB B COOTBETCTBUH C BHYTPEHHUMU
periiaMeHTaMH OpraHu3alny;

IIPUMEHSTH B pab0TE peKOMEHIalluU
AKCIEPTHO-TIPOBEPOYHON KOMUCCUH WIIU
AKCIIEPTHON KOMHCCUU OpraHU3aliy;
MIPUMEHSATH [IEPEYHH C YKa3aHUEM CPOKOB
XpaHeHus /e (JOKyMEHTOB);

coOIr01aTh HOPMATHUBHBIE CPOKU XPaHEHHS
nen (IOKYMEHTOB);

BECTH YUYET UCTOUHHUKOB KOMILJIEKTOBAHUS
apXuBa;

KCIIOJIb30BaTh MEPEIOBON OTEUECTBEHHBINA U
3apyOeKHBIN OMBIT 10 KOMIIEKTOBAHUIO
apxuBa JieJamu (JOKYMEHTaMH) IIOCTOSIHHOTO
U JOJITOBPEMEHHOT'O XPaHEHUS;
HCII0JIb30BAaTh COBPEMEHHBIE
aBTOMAaTU3HPOBaHHbIC, HHPOPMAIIMOHHBIE U
TEJIEKOMMYHUKALIMOHHBIE TEXHOJIOTUU
JIOKYMEHTHPOBAHHBIX c(hep AesITeTbHOCTH
OpraHu3aIuy.

3HaHuA:

HOPMAaTHUBHBIE IIPABOBbIE aKThl Poccuiickon
denepanyu B chepe 1e10IpOU3BOICTBA U
apXMUBHOTO JIETa;

HAy4YHO-METONYECKNE KPUTEPUU IKCIIEPTU3HI
LIEHHOCTHU Pa3JINYHBIX TUIIOB U BUOB JEl
(ToKyMEHTOB);

TEOPETUYECKHE U METOINYECKUE ACTIEKThI
KOMIUIEKTOBAHUS U DKCIEPTU3BI IEHHOCTH
BCEX BHUJIOB JIOKYMEHTOB;

BUJIbI, PA3HOBUIHOCTH U (hOPMAThI BCEX BHUJIOB
JIOKYMEHTOB;

YHUGUIMPOBAHHYIO CUCTEMY
OpraHU3alMOHHO-PACIOPAAUTEIBHON
JIOKYMEHTallUH;

CTaHJapThl 0POPMIIEHHST OPraHU3aAIIOHHO-
pacnopsAUTEIbHON JOKYMEHTAINH;
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CHOCOOBI M TEXHOJIOTUU TOKYMEHTHPOBAHHUS
pasIUYHbIX BUIOB IPOPEeCcCHOHATBHON
JIESTEIIbHOCTH;

OpraHU3alMOHHBIE TPUHIIUIIBI
KOMIUIEKTOBAHHUS J1eN1 (JOKYMEHTOB)
OTPaHUYEHHOTO JIOCTYIIA;

TpeOOBaHUS OXPAHBI TPY/IA.

[IK 2.2. Bectu yuér
apXUBHBIX el
(10KYMEHTOB), B TOM
quclie

C UCIIOJIb30BAaHUEM
ABTOMATU3HPOBAHHBIX
cHCTEM

HaBbikn

BEJICHUS YUETa apXUBHBIX JIeT (JIOKYMEHTOB), B
TOM YHUCJIC C UCITIOJIB30BAHHUCM
aBTOMATU3UPOBAHHBIX CHCTEM

Ymenus:

M0JIb30BATHCS YUETHBIMU JOKYMEHTaMU B
paMKax 3JIEKTPOHHBIX HHPOPMAITMOHHBIX
CUCTEM JIOKyMEHTUPOBAHHBIX chep
JIESITSIIBHOCTH OpPraHU3aIliy;

MOJIb30BATHCS CEPTUDUIIMPOBAHHBIMU
ABTOMATHU3WPOBAHHBIMU CUCTEMAMHU
JIOKYMEHTHUPOBAHHBIX chep NesTeIbHOCTH
OpTaHM3aIH 110 YUYETY, peruCcTpaIu,
KOHTPOJTIO Jie (JOKYMEHTOB);

0JIb30BATHCS HH(OPMAITMOHHO-CIIPABOYHBIMU
CHUCTEeMaMH JOKYMEHTUPOBAHHBIX chep
JIESITEIIBHOCTH OpPraHu3alliy;

BECTH CIPABOYHO-TIOMCKOBBIE CPE/ICTBA K
apXUBHBIM JIeJ1aM (JIOKyMEHTaMm);

BECTH YUET CTPaxoBOro hoHIa apXUBHBIX JIET
(TOKyMEHTOB);

MIPUMEHSITh HOPMATHBHEIC PABOBBIC aKTHI,
JIOKaJIbHbIE HOPMATHUBHBIE aKThl OPraHU3AIIH
¥ METOJMYECKHE JOKYMEHTHI B 00JIACTH YUETa
aApXUBHBIX €T (JOKyMEHTOB);

BHOCHTH MPEIIOKEHUS TI0
COBEPIICHCTBOBAHUIO METOAMYECKOTO
oOecrnieyeHust yuéra pa3HbIX BUI0B
JIOKYMEHTOB B JIOKYMEHTHPOBAHHBIX cepax
JIESITEIIBHOCTH OPTaHu3allNH.

3Hanusa:

HOpPMAaTHBHBIE IIPAaBOBbIE aKThl Poccuiickon
®denepanuu B cepe IeT0mMpoOru3BOICTBA U
apXUBHOTI'O JIEJIa;

METONYECKUE TOKYMEHTHI U HAllMOHAJIbHBIE
CTaHJApTHl B 00J1aCTH y4€Ta JOKyMEHTOB U
JIOKYMEHTHUPOBAHHBIX chep NeATEeTbHOCTH
OpraHu3aIny;

OTEUECTBEHHBIE U 3apyOEIKHbIC
cepTU(UIIUPOBAHHBIE CUCTEMBI
ABTOMATU3MPOBAHHOT'O YUETA aPXUBHBIX JIEII
(TOKyMEHTOB);

TpeOoBaHUs K yU€TY 0CO00 IIEHHBIX U
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YHUKAJIbHBIX aPXUBHBIX 1] (IOKYMEHTOB);
CPOKH BBITIOTHEHUS PA0OT 10 YUETY apXUBHBIX
Jien (JIOKYMEHTOB);

oO0IIHMe IPUHIHITBI Y4ETa U KOMIUICKTOBAHUS
Jen (TOKyMEHTOB) OTPAaHHYEHHOTO JIOCTYTIA;
TpeOOBaHUS OXPAHBI TPY/IA.

IIK 2.3.
Ocy1iecTBIAThH
XpaHEHUE apXUBHBIX
nen (JOKyMEHTOB)

C IOCTOSIHHBIM
CPOKOM XpaHCHHSI U
10 JINYHOMY COCTaBY
B apXUBe
OpraHu3aIu’

HaBbixu

OCYIIECTBIICHUS XPAaHEHUS apXUBHBIX JIEJ
(10KYMEHTOB) C IOCTOSIHHBIM CPOKOM
XpaHEHUsI ¥ 10 JINYHOMY COCTaBY B apXHUBE
OpraHu3aluu

Ymenus:

CUCTEeMAaTU3UPOBATh Jeja (JOKYMEHTHI);
pa3Melarb apXuBHBIE Jiefa (JOKYMEHTHI) Ha
MeCTaX XpaHEHUs! B COOTBETCTBHHU C
HOPMATHUBHBIMU TPEOOBaHUSAMH B 001aCTH
apXUBHOTO JIeJla U yIpaBICHUS TOKYMEHTaMH;
COOIIOIaTh HOPMATHBHBIE PEKUMBI XPAaHESHUS
ApXUBHBIX /1T (JOKyMEHTOB) Ha JTIOOBIX
HOCHUTEIISX;

MIPOBOJIUTH MTPOBEPKY MOJTHOTHI COCTaBa
apXUBHBIX JOKYMEHTOB B €IUHUIIAX XPaHCHUS;
MPOBOJIUTH OTMIMCAaHUE APXUBHBIX JIEIT
(TOKyMEHTOB);

COCTABJIATH CIIPABOYHO-TIOMCKOBBIE CPENICTBA K
aApXUBHBIM JeJIaM (JIOKyMEHTaM);

BECTH YUYET U KOHTPOJIb BbIJJAUM aPXUBHBIX JIelT
(TOKYMEHTOB) M3 apXUBOXPAHWINIIA U HX
BO3BpaTa;

BECTH YUET U KOHTPOJIb IIEPENAUN €I
(TOKyMEHTOB)

B I'OCY/IapCTBEHHBI/MYHHUIIUIATbHBIN apXUB
WM Ha MHOE BHEIIIHEEe XpaHeHHe U Ipuéma aein
C BHEIITHETO XPaHEHUS;

POBOJIUTH MOJUCTHYIO POBEPKY
(PUBUYECKOTO COCTOSIHUS JIeT (JIOKYMEHTOB);
pa3bICKUBATh HEOOHAPY)KEHHBIE JIeNTa
(TOKyMEHTHI);

3alMIIaTh HHPOPMAIIMOHHEIE PECYPCHI apXHBa
OT HECAHKIIMOHUPOBAHHOI'O IOCTYIIA.

3Hanus:

HOPMAaTHBHBIE NPAaBOBbIE aKThl Poccuiickon
denepannu B chepe IeT0MPOU3BOICTBA U
apXHUBHOTIO JIEJIA;

HOPMAaTHUBHBIE ITPAaBOBbIE aKThl Poccuiickon
®enepaunu B 061acTH UHpOpMaLINH,
WH(OPMAIIMOHHBIX TEXHOJIOTHH, 3alIUTHI
nH(pOpMaIUK U IEPCOHATILHBIX JIaHHBIX,
G poBoii TpaHCHOpPMALIUY;

HOPMAaTHUBHBIE IPABOBbIE aKThl Poccuiickon
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®enepanyu B 00:1acTH KOH(DUICHINAIBHOCTH
nHpopMmanuu;

IIpaBUJIa XpaHEHUS /1€ (1OKYMEHTOB) B
COOTBETCTBUU C UX TUIIAMU;

NopsI0K (POPMHUPOBAHUS TOKYMEHTOB B
KOMIUIEKTBI, TPYIIIb, TUIIBI;

TpeOoBaHuUA K 0)OPMIIEHUIO JOIOBOPOB Ha
peau3aIHio yCIIyT BHEITHETO XPpaHSHHs JelT
(TOKYMEHTOB);

CPOKH BBIIIOJIHEHUS padoT;

TpeOOBaHUS K yCTAaHOBJIEHHBIM HOpMaM
BBIPaOOTKH;

TpeOOBaHUS OXPAHBI TPY/IA.

[IK 2.4.
Ocy1iecTBIAThH
XpaHeHue,
KOMIUIEKTOBAaHHE,
YYET U
WCIIOJIb30BAHUE JIEI
(1OKyMEHTOB)
BPEMEHHOTO
XpaHeHus

HaBbixu

obecrieueHns XpaHEHHU s, KOMIJIEKTOBAHHUS,
yuyéra u

MCIOJIb30BaHUs A€l (JIOKyMEHTOB)
BPEMEHHOT'O XPaHEHHUS

Ymenus:

OpPraHU30BBIBATH U 00ECIIEUNBATH XPaHEHUE
Jen (TIOKYMEHTOB) BPEMEHHOTO XpaHEHUS
OpraHu3aIiy B TPAAUIIMOHHOM U B
AJIEKTPOHHOM BH/IE;

KOHTPOJIMPOBATh pa3paboTKy CTPYKTYPHBIMU
MOApa3CICHUSIMH OIUCEH U aKTOB O
BBIJICTICHUH Ha YHUUTOXKEHUE /1T
(IOKYMEHTOB) BPEMEHHOT'0O XpaHEHUS B
TPaJULIMOHHOM U B 3JIEKTPOHHOM BUJIE;
(GOopMHUPOBATH SMHUIIBI XPAHCHHS
JIOKYMEHTOB ISl UX MOCJIETYIOLIEro
pa3MeIleHus B apXUBE OpPraHU3alIluu;
COCTABJISITH CITPABOYHO-TIOMCKOBBIE CPEJICTBA K
aApXUBHBIM JeJIaM (JIOKyMEHTaM);
OCYIIECTBJISATh MOUCK /1€ (JOKyMEHTOB)
BPEMEHHOI'0 XpaHEHUs B IIPOLIECCE UX
XPaHEHUS B CTPYKTYPHBIX TOJIPA3ACIICHUIX U
apXuBe OpraHU3aIlNH;

OCYIIECTBIISATh METOUYECKOE PYKOBOJICTBO
OpraHu3aIyeil XxpaHeHus aeln (T0KyMEeHTOB)
B CTPYKTYPHBIX MOJIpa3ICICHUSIX
OpraHu3aIuy;

OKa3bIBaTh CTPYKTYPHBIM MOAPA3IEICHUIM
MPAKTUYECKYIO TIOMOIIh B OpraHU3aIuu
XpaHeHUs el (J0OKYMEHTOB);
paszpabaTheIBaTh CIPABOYHO-UH(OPMAITMOHHBIE
JIOKYMEHTBI 110 OPTaHU3aIMH UCTIOBE30BaHUS
Jien (IOKYMEHTOB) BPEMEHHOTO XpaHEHUsI B
CTPYKTYPHBIX MOJIPA3/ICICHUSX U apXUBE
OpraHu3aIuy;

MIPOBOJIUTh IKCHEPTU3Y LIECHHOCTH el
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(TOKYMEHTOB) BPEMEHHOT'O XpaHEHUS,
NepelaHHbIX B apXUB;

OTIPENIeNATh CPOKH XPAHEHHS JelT
(TOKYMEHTOB) BPEMEHHOTO XpPaHCHHS;
o0ecrieunBaTh 3aUIUTY JIeI (JIOKyMEHTOB)
BPEMEHHOI'0 XpaHEHUS B OPraHU3alUU OT
HECAHKIIMOHUPOBAHHOTO JOCTYIIA WU
YHUYTOXKEHUS;

MPOBOAUTDH (PU3NUECKOE YHUUYTOKEHUE JIeT
(IOKYMEHTOB) BPEMEHHOT'O XPAHEHHUSI C
UCTEKIINMH CPOKaMH XpaHEHHUS MOCIie
COTJIACOBAHUS CO CTPYKTYPHBIMU
MO/Ipa3/IeJICHUs MU OpraHU3aIIH;
0pOpMIIATH YyUETHBIE TOKYMEHTHI 00
YHUYTOXXEHUU Jell (IOKyMEHTOB) BPEMEHHOTO
XpaHEHUs C UCTEKIIMMHU CPOKAMH XpaHESHUS
COBMECTHO CO CTPYKTYPHBIMHU
MOIpa3/IeICHUSIMHI OpTaHU3aLNH.

3Hanun:

HOpPMaTHUBHBIE ITPaBOBbIE aKThl Poccuiickoii
®enepanyu B chepe AeT0npor3BOICTBA U
apXUBHOTO €114,

HOPMAaTHUBHBIE NIPABOBbIE aKThl Poccuiickon
®enepanyu B 001aCTH 3aIUThI IEPCOHAIBHBIX
JTAaHHBIX;

HOPMAaTHUBHBIE NIPABOBbIE aKThl Poccuiickon
®enepanyu B 00:1acTH KOH(DUICHINAIBHOCTH
uH(popMaLuu;

METONYECKUE TOKYMEHTHI U HALlMOHAJIbHBIE
CTaH/AapThl B 00JaCTH JEIONPOU3BOJICTBA U
apXUBHOTO JI€714;

METOJIMKA pa3paboTKu GopM YUETHBIX
JIOKyMEHTOB B TPaJULIMOHHOM U B
AIIEKTPOHHOM BHUJIE;

IpaBUjIa CUCTEMATH3AIMU U KIacCU(PHUKAILIMN
JIOKYMEHTOB;

0COOEHHOCTH OpraHU3AIMK XpaHEHUs JEe
(TOKYMEHTOB) Ha Pa3JIUYHbIX HOCUTEIIAX;
KpUTEPUU OTIpeIeNIEHUs IICHHOCTH J1e
(TOKYMEHTOB) JUIsl JaJIbHEHIIIEro XpaHeHHsI
WJIM YHUYTOXKEHUS;

TpeOOBaHUs K MpolieccaM YHUYTOKEHUS
nH(pOpMalUU B TPAJUIIIOHHOM U
AJIEKTPOHHOM BHJIE;

TpeOOBaHUs OXPaHbI TPYIa.

IIK 2.5.
OcymecTBISTh
HCIIOb30BaHUE
ApPXUBHBIX JIETT
(IOKyMEHTOB), B TOM

HaBbixu

OCYIIIECTBIICHUS UCTIOIh30BaHUS APXUBHBIX
Jien (TOKYMEHTOB), B TOM YHUCJIE C
HCIIOJIh30BAaHUEM aBTOMATH3UPOBAHHBIX
CHCTEM
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qucjec C
HUCITIOJIB30BaAHHUEM
ABTOMAaTU3WPOBAHHBIX
CHUCTEM

Ymenus:

CHCTEMaTHU3UPOBATh M 0000IIATh CBECHUS O
COCTaBe U COJIEP)KAaHUU APXUBHBIX JICTT
(TOKYMEHTOB);

MCIOJIb30BaTh UH(GOPMAIIMOHHBIE TEXHOJIOTUU
B 00J71aCTH CO3/JaHMS CIIPABOYHO-TIOMCKOBBIX
CPEJIICTB apXUBa U IOKYMEHTHPOBAHHBIX cep
JESITEIIbHOCTH OpraHU3aIuy;

(dbopMHPOBATH OCHOBHBIE U BCTIOMOTaTEJIbHbBIE
BU/IbI APXUBHBIX CIIPABOYHUKOB B
ANIEKTPOHHOHU (hopMme;

MOITOTABIIUBATh MH(POPMAIIOHHBIC
JIOKYMEHTBI 10 3alipocaM MoJIb30BaTenen
Pa3IMYHBIX KATETOPHM.

3HaHuA:

HOpPMaTHUBHBIE ITPaBOBbIE aKThl Poccuiickoii
®enepanyu B chepe AeT0MPON3BOICTBA;
HOPMAaTHUBHBIE NIPABOBbIE aKThl Poccuiickon
®enepanyu B 001aCTH 3aILUThI IEPCOHAIBHBIX
JTAaHHBIX;

METOAMYECKHE JJOKYMEHThI B 001aCTH
MCTIOJIB30BaHUS M ITyOIMKAINN apXUBHBIX JIET
(TOKyMEHTOB);

cepTUHUIMPOBAHHBIC HHPOPMALTMOHHO-
MIOUCKOBBIE CHCTEMBI B 00JIaCTH pa3paboTKu
Hay4HO-CIIPaBOYHOI'O aIlapara
JIOKYMEHTUPOBAaHHBIX chep NesITeIbHOCTH
OpraHu3aluy;

CPOKHM BBIIIOJTHEHUS pa0bOT IO OpraHu3aluu
UCTOJIb30BAaHUS apXUBHBIX /1€ (JIOKYyMEHTOB);
OpraHM3alMOHHBIC TPUHIUIIBI HCIIOJIb30BAHMS
JIOKYMEHTOB OTPaHUYEHHOI'0 JTOCTYIIa;
TpeOOBaHUs K MOJITOTOBKE apXUBHBIX CIIPABOK
Y BBIMCOK U3 apXUBHBIX JOKYMEHTOB;
TpeOOBaHUs OXpaHbI TPYIa.
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Pazgen 5. Ctpykrypa 06pa3oBaTe/ibHOI NPOrpaMMbl

CrpykTypa 00pa3oBaTeIbHON NPOTpaMMbl BKIIIOUAET NPOPECCUOHATIBHYIO MMOATOTOBKY B PaMKaX BPEMEHH, BBIJICIIEHHOTO
y4eOHBIM IUIAHOM, a TaKXK€ BHEAYTUTOPHBIE MEPONPUITUS pabouel pOrpaMMbl BOCITUTAHUSL.

5.1. YueOnsrii maH. [Ipunoxenue 4

TutynbHBIN IUCT Y4EOHOTO TUIaHA IPOrPaMMBI TOATOTOBKH CIIELUAIMCTOB CPEAHETO 3B€HA COACPKUT UH(POPMALIHIO O
CHELMAIBHOCTH MTOJATOTOBKH, 00 YpOBHE 00pa30BaHusl, HEOOXOAUMO JJIs IpreMa Ha o0yueHue o o0pa3oBaTebHOM porpaMmme,
kBannukanyu, popme o0yuenus, cpoke noayuenus: CI1O 6a30Boii moArOTOBKY B OUHOM Qopme 00yUueHHs, rojia Hauaaa
MOATrOTOBKH, npukase 00 yreepxaeHuu @I'OC CIIO.

VYyeonslii m1ad yreepxkaeH pekropom AHIIO «MAHO».

CocTaBHBIMHU YacTAMHU y4eOHOTO IJIaHa ABIAIOTCS rpaduK yueOHOTO TpoIiecca, CBOAHBIE TaHHBIE MO OI0/KETY BPEMEHH,
pabounii yaeOHBIN T1aH, IEPEYeHb KOMIUIEKCHBIX BUIOB KOHTPOJIS, IEPEUYCHb JUCIUILTHH.

B y4eGHOM m1aHe yka3aHbl 3JIEMEHTHI yueOHOTO Mpoliecca, BpEMEHH B HeJleTsIX, MaKCUMasbHas U 00s3aTeNbHasl HAarpy3Ka, Kype
oOydeHus1, paclpeIe]ICHHE YacoB MO TUCIUIUIMHAM, TPOGECCHOHATBHBIM MOTYJISIM.

VY4eOHBIi M1aH ONpeaessieT CAeIyoINe XapaKTepUCTUKU 00pa30BaTEeIbHON TPOrPaMMBI

N 00BbEMHBIE TapaMeTpbl yUeOHON Harpy3Ku B 1I€JIOM, 110 T01aM 00Y4YE€HHUS U IO CEMECTPaM;

N nepeyeHb YYeOHbIX JUCIUILINH, TPOPECCUOHANIBHBIX MOAYJIEH U UX COCTABHBIX 3JIEMEHTOB (MEXKIUCIUILUIMHAPHBIX
KYPCOB, Y4EOHBIX U MPOU3BOJICTBEHHBIX MPAKTHK);

N [OCJIEI0BATEIBHOCTh U3YyUEHUs yUEOHBIX TUCIUIUIMH U IPOo(deCCUOHAIbHBIX MOYJIEH;

N pacrnpezesieHue 1Mo rofgaM 00y4YeHHsI U CEMECTpaM Pa3IMYHbIX (OPM MPOMEKYTOUHOM aTTECTALIMU MO YUEOHBIM
IUCIMILTAHAM, TPO(ECCHOHAIBHBIM MOIYJISM (M UX COCTABJISIONIMM MEXKAUCIUITTMHAPHBIM KypcaM, Y4eOHOU 1
MPOM3BOJICTBEHHON MIPAKTHKE);

[ 00BbeMbI YUeOHOM Harpy3Ku MO BUAAM YYEOHBIX 3aHATHIMA, 10 YYEOHBIM TUCHUILIMHAM, TPO(ECCUOHATBHBIM MOIYJIAM U UX
COCTABJISIFOLINM;

[ CPOKH MPOXOKACHUS U MPOAOKUTEIIBHOCTD MPEAIUIIIOMHON MPAKTUKY;

[ (b opMbI TOCYAAPCTBEHHOW UTOTOBOM aTTeCTalli, 00beMbl BDEMEHHU, OTBEACHHBIC HA TOATOTOBKY M 3aLIUTY BBITYCKHON
KBaIM(PUKALIMOHHOM paboThl B pamkax [ MA;

[ 00BbEeM KaHHUKYJI IO roJiaM 00y4YeHUsl.
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5.2. Kanengapubiii yueoublii rpaguk. [Ipunoxenue 5

B kanengapHom yueOHOM rpaduike yKa3pIBaeTCs MOCIEA0BATEILHOCTD Peau3alui 00pa3oBaTeIbHOM MPOrPaMMBI 110
CHEUUATbHOCTH, BKJIIOYAsl TEOPETUUECKOE 00yUEHNE, TPAKTUKH, IPOMEKYTOUHBIE U UTOTOBYIO aTTECTALNIO, KAHUKYJIbI.
Kanenmapusiii yueOHbIN rpaduK CIyKUT IS OpraHu3aluy yueOHOro mporecca u popMupyercs Ha yueOHbIN IO/l Ha OCHOBE
tpedoBanuit ®I'OC CIIO k cpokam 0CBOEHHSI OCHOBHOM Mpo(hecCHOHAIBbHOM 00pa3oBaTeIbHON MPOrpaMMBbl U yUeOHOTO TIIaHa.
['ocynapcTBeHHast UTOrOBasi aTTeCTALUs IPOBOAUTCSA B (DOPME 3aLUTHI JEMOHCTPALIMOHHOTO SK3aMEHA U 3alUThl AUINIOMHOTO
npoekTa(paboTsl). JleMOHCTPALIMOHHBIN 3K3aMEH SBJISIETCS MIEPBBIM 3TAIlOM rOCYAApCTBEHHOM HTOroBoi arrectanuu. [Ipouenypa
JE€MOHCTPALIMOHHOTO SK3aMEHA BKJIIOUAET PELICHNE KOHKPETHBIX PON3BOACTBEHHBIX 33/1a4, a TAKXKE CIIOCOOCTBYET BBISICHEHUIO
YPOBHS IOJTOTOBKH BBIITYCKHUKA K CAMOCTOATEIBHON MPO(ECCUOHATIBHON e TeNbHOCTH. J1JIs OpraHu3aiiu
JE€MOHCTPALIMOHHOTO PK3aMEHA BBIIAETCS HECKOJIbKO HaOOpoB 3aianuil. ConeprkaHue 3aJaHuil 1EMOHCTPAIIMOHHOTO 3K3aMeHa
COOTBETCTBYET pe3yJbTaTaM OCBOCHMSI OHOTIO MJIM HECKOJIBKUX MPO(ecCHOHABHBIX MOyJIEN, BXOASAIINX B 00pa30BaTEIbHYIO
porpaMmy cpeHero npodeccuoHaILHOTO 00pa30BaHMUS.

Ha BTOpOM 3Tane rocyaapcTBEHHOW UTOTOBOM aTTECTAI[MU MPOBOAUTCS 3alIUTa BBITYCKHOW KBATU(UKALIMOHHON paOOTHI.
Cpoxku npoBeneHust kaxaon popmel [ A pernameHTUpYET KOJUIEIXK B KaleHAapHOM rpaduke yueOHOro mpolecca Ha TeKyIui
y4eOHBIN o,
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5.3. PaGouyasi nporpaMmMa BOCIMTAHUSA

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

[lenp paboueil mporpamMmbl BOCHUTAHUS — CO3J@HUE OPTraHU3ALMOHHO-
MEJarOTMYeCKUX  YCIOBUM 111 (DOPMHUPOBAHUSI JIMYHOCTHBIX — PE3yJIbTaTOB
OOy4Jaronuxcsi, MPOSBISIONINXCS B PA3BUTHH WX TIO3UTUBHBIX UYBCTB U
OTHOUIEHUH K POCCUMCKUM TpaXJaHCKUM (0a30BbIM, OOIICHAIIMOHAIBHBIM)
HOpPMaM U LIEHHOCTSIM, 3aKkperuiéHHbIM B Konctutynuu Poccuiickoit @enepanuu, ¢
y4eTOM Tpaaulluii W KyJdbTypbl cyObekTa Poccuiickori denepainmiu, AEIOBBIX
KaueCTB KBAIU(PUIIMPOBAHHBIX PabOUYMX, CIYKAIIUX/CIEUUATUCTOB CPEAHETO
3BEHA, OIPECIICHHBIX OTPACIEBBIMU TPEOOBAHUSIMU (KOPIIOPATUBHOM KYJIBTYPOM).

3agauu:

— (QopMHUpOBaHUE €IMHOTO BOCHUTATEIILHOIO MPOCTPAHCTBA, CO3/IAIOIIETO
paBHbIE  yCJIOBHS  JUIsl  pa3BUTHS ~ OOydHaromuxcsi  NpoQecCHOHAIbHON
00pa3oBaTeNbHON OpraHU3aluu;

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

— ¢dopmupoBaHue y oOydaromuxcs npodecCUOHabHOW 00pa3oBaTeNbHON
OpraHu3ald OOIIMX IIEHHOCTEH, MOpaJbHBIX M HPABCTBEHHBIX OPUEHTHUPOB,
HEOOXOMMBIX JIJIl yCTOWYMUBOTO Pa3BUTHSI TOCY1apCTBA;

— YCWJICHHE BOCIUTATEIBHOTO BO3JEUCTBUS Onarogaps HENMPEpPHIBHOCTH
MPOIIECCA BOCIIUTAHUSI.

5.3.2. PaBGouas nporpamMmma BOCIIUTAHUS MIPEICTABJICHA B MPUIIOKEHUH 6.

5.4. KanenaapHblii IJIaH BOCIUTATEIBHOI padoThI
KanenmapHslii mu1aH BOCIUTATENbHONM pabOTHI MPEICTaBICH B MPUIIOKESHUH 6.

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
KOHCYJIbTALIMM, TEKYIIErOo KOHTPOJISI M MPOMEKYTOUHOM aTTeCTAallMU, a TaKXKe
MOMEIIEHUsI JUISl CaMOCTOSITEIbHOM W BOCHUTATEIbHOM paldOThl, MacTepCKue
U JabopaTopuu, OCHAIEHHbIE O00OPY/IOBAaHHWEM, TEXHUYECKUMH CpEICTBAMHU
oOy4eHHs] W MaTepuajaMH, YYUTBHIBAIONIUMU TPEOOBAHUS MEXIYHAPOIHBIX
CTaHJapTOB.
IlepeyeHb cnenuaIbLHbIX MOMEIEHUN
KaOunersnr:
— 0011e00pa3oBaTeIbHBIX JUCIUTLINH;
— COIIMAJIbHO-?KOHOMUYECKUX U YIPABICHUECKUX AUCIUTLIINH;
— HMHOCTPAHHOTO S3bIKa B MPO(ECCHOHANTBHON JESTETHHOCTH;
— PYCCKOTO s3bIKa B IPO(ECCHOHATLHOM eI TeTbHOCTH;
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— TPpaBOBOro obecrnedeHus npohecCuOHATBHON IEATeTLHOCTH,
— JIOKYMEHTallMOHHOTO 00ecIieyeHus yIpaBlIeHHUS;
— apXUBOBEJICHUS;
— mpodecCuOHATBHOM STUKH U OCHOB JICIOBOTO OOIIEHNS;
— OpraHu3allU CEeKPETApPCKOro OOCTYKUBAHUS;
— 0€30IMacCHOCTH KU3HEEATEIbHOCTH;
— METOINYECKUMH.
JlabGopaTopumn:
— KOMITBIOTEpHOI 00pabOTKN JOKYMEHTOB;
— WH(POPMAIMOHHBIX U KOMMYHHUKAITMOHHBIX TEXHOJIOTHH;
— apXUBHOTO JIeNa;
— Opra"u3anuu paboThl ¢ TOKYMEHTaAMU;
— CHCTEM 3JIEKTPOHHOTO JIOKYMEHTOO0O0POTa;
— yueOHas KaHLETSpHs.
CnopTuBHBINH KOMILJIEKC
- CHOpTHBHBII 3aJ1
3anbri:
— OuOIMOTEeKa, YUTAIBHBIN 3411 ¢ BbIX0J10M B IHTEpHET;
— aKTOBBIM 3all;
u Jp.

6.1.2. MaTepualbHO-TEXHUYECKOE OCHAIllEHHE KaOMHETOB, J1a0OpaTOpUid,
MacTEepCKUX U 0a3 MPAaKTUKHU 0 CHEUATbHOCTH.

OOpaszoBaTenbHas ~ OpraHM3alus,  peaM3yollas  [OporpamMmy IO
cneruanbHocT  46.02.01 /okymMeHTallMOHHOE OOECHeYeHHe YINpaBICHUS H
apXMBOBEJICHWE, JIOJDKHA  pacrnojaraTb  MaTepUalbHO-TEXHUYECKON  0a3oM,
oOecreynBaoIlIeid  MpOBEICHUE BCEX  BHUJOB TUCUUIUIMHAPHON U
MEXIUCITUTUIMHAPHON  TOJTOTOBKH, JIA0OpATOPHOM, MPAKTUUECKOW pPabOThI
oOyuaromuxcs, IPETYCMOTPEHHBIX y4eOHBIM IUTAHOM
U COOTBETCTBYIOIIEH JEUCTBYIOIIMM CAaHUTAPHBIM W  IPOTHUBOIOKAPHBIM
OpaBWJiaM M HOpMaM B paspe3e BBIOPAaHHBIX TpaeKkTopuil. MuUHUMAaIbHO
HeoOxomumbld  uist peanuzanuu OOIl mepeueHb MaTepHaTbHO-TEXHUYECKOTO
o0ecrnieuyeHuns BKIIIOYaeT B ceOsi:

6.1.2.1. OcHaiieHre KaOMHETOB
Kaounnersl «O0meo0pa3oBaTeIbHbIX IMCHUILINHY, «CONMATBbHO-IKOHOMHUYECKUX H
YHPABJICHYCCKUX TUCHHUILIIMHY.

Ne | Hammenosauue oGopynoBanus TexHu4YecKoe ONMCaHHe

| Cneunajm3upoBanHasi MeOeJib U CHCTeMbI XPaHEHHUs

OcHoBHOe 000py/1I0BaHKE

pabodre CTOJI ¥ CTYII IO KOJIMYECTBY 00YJAFOIINXCS YYCHUYECKUE CTOJHI,
CTy.TII)H 110 KOHI/I‘—ICCTBy
00y4JarImuxcs

pabodee MeCTO MpernojaBaTes PabGouee mecTo
npenogaBarens (CTol,
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CTYJI, IEPCOHAIIBHBIN

KOMITBIOTED)
JlonoJiHUTeIbHOE 000pY/I0BaHHE
| MarHMTHO-MapKepHasi yueOHas JocKa \ B naninuumn
II Texuuuyeckue cpeacrsa
OcHOBHOe 000py/10BaHHE
1 | nepcoHaIbHBIN KOMIBIOTED B Hannuuu
2 | mpuHTEp B Hanuuuu
3 | npoekTop B naninuun
4 | uHTEepaKTUBHAs MPHUCTABKA K JIOCKE UJIM UHTEPAKTUBHAS B nanuuun
JIOCKa

I1I JlemoHCTpauMoHHbIE YUeOHO-HATJISIIHbIE OCO0US

OcHOBHOe 000py/10BaHNE

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

KOMIUIEKT y4eOHO-
METOINYECKON
JIOKyMEHTAI1H,
BKJIIOUAIOLTUH yueOHO-
METOMYECKUE YKA3aHUs
JUTSL CTY/IGHTOB TI0
IIPOBEJCHUIO
MPAKTUYECKUX padoT,
METOMYECKUE YKA3aHUs
10 OpraHu3aluu
CaMOCTOSITENIbHOM paboThI,
KOMIUIEKT OLEHOYHBIX
CPEJICTB IO JUCIUILIMHAM

y4eOHbIe TOCOOHS

y4ueOHOe mocodue 1o
IIPENOoaBacMoOn
JMCIUIIIIHE

TUIaKTHYECKUN U IEMOHCTPAIlMOHHBIN MaTepual,
HEOOXOIUMBIN N7 OpTraHU3AIMH KAaYECTBEHHOTO 00yUYeHUS

KOMIUIEKT y4eOHO-
HaIJISITHBIX TIOCOOMH
(Tmakatel, pa3gaToyHbIe
KapTOUYKH, TaOJIHUIIBI)

Kaouner « MHOCTpPaHHOTO s13bIKA B IPO(eCCHOHATLHOM 1eSITeJIbHOCTH

Ne | Hammenosanue oGopynoBanus

‘ TexHudeckoe onrucaHue

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

OcHoBHOe 000py/1I0BaHNE

pabouue CTOJ U CTYJI I10 KOJUYECTBY 00yUaroIuxcs

YUCHUUYCCKHE CTOJIbI,
CTYJIbSl IO KOJTMYECTBY
00yyJaronmxcs

pa60qee MECTO IPCOAaBaTeIIsz

PabGouee mecTo
npenoaaBarens (CTod,
CTYJI, IEPCOHAIIBHBIN

KOMITBIOTED)
JlonoJiHUTEeIbHOE 000pY/I0BaHHE
‘ MarHUTHO-MapKepHas yueOHasi JocKa ‘ B nanuuuun
II Texnnyeckue cpeacrsa
OcHoBHOe 000py/10BaHKE
1 | nepcoHanbHbIM KOMIBIOTEP B Hanuunun
2 | npuHTep B Hanuunun
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3 | mpoekTop

B nanuuun

4 HWHTCpaKTUBHAA MPHUCTAaBKa K JOCKC UJIM MHTCPAKTUBHAsA
JOCKa

B mannunu

111 /IlemoHCcTpauMOHHBbIE YUeOHO-HATJISAIHbIE TOCOOHSI

OcHoBHOe 000opyr0oBaHHe

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

KOMIUICKT y4eOHO-
METONYECKOMN
JIOKYMEHTAITUH,
BKJIFOYAIOLTUHN yueOHO-
METOAMYECKUE YKA3aHUS
JUTSI CTYICHTOB TIO
MIPOBE/ICHUIO
NPaKTUYECKUX padoT,
METOAMYECKUE YKA3aHUS
10 OpraHu3aIuu
CaMOCTOSITEIILHOW Pa0OTHI,
KOMIUICKT OIEHOYHBIX
CPEJCTB IO JUCIHIIMHAM

y4eOHBIC TTOCOOHS

yueOHOe rmocodue 1o
MpenogaBacMoun
JUCLUILINHE

TUIAKTHYECKUA U IEMOHCTPAIIMOHHBIA MaTepHall,

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

KOMIUIEKT y4eOHO-
HATJISIHBIX TTOCOOMit
(TuTakaThl, pa3IaTOYHbBIC
KApTOUYKHU, TaOJIUIIbI)

Kaonner «Pycckoro si3bika B po¢ecCHOHAJIbHOM AeATeIbHOCTI)

Ne ‘ HaumeHnoBanue 000pyoBaHus

\ TexHU4eCcKOe OIUCAaHNE

| Cneunajn3upoBanHasi MeGeJib U CHCTEMbI XpaHEHUsI

OcHoBHOEe 000pynOBaHHe

pabouue CTOJ U CTYJI I10 KOJUYECTBY 00yUaroIuxcs

YUCHUUYCCKHE CTOJIbI,
CTYJIbSl IO KOJIMYECTBY
00yyJaronmxcs

pabodee MecTo MpernoaBaTeis

Pabouee mecTo
npenojaBaTens (CTo,
CTyJ1, HEPCOHATBHBIN

KOMIIBIOTED)
JlonoJiHUTeIbHOE 000pY/I0BaHHE
| MarHMTHO-MapKepHasi yueOHas JocKa B nHannuun
II Texuuueckue cpeacraa
OcHoBHOe 000py/10BaHHE
1 | mepcoHaIbHBIN KOMIBIOTED B Hannuum
2 | mpuHTEp B Hannuuun
3 | mpoekTop B nanuuun
4 | UHTEepaKTUBHAS MPHUCTABKA K JIOCKE WM WHTEPAKTUBHAS B manmuuun

JOCKa

I11 /leMOHCTpalMOHHbIE Y4eOHO-HAIISAHbIE 10CO0US

OcHoBHOe 000pyrOBaHHe

yqe6H0-MeT0)1quc1<m7[ KOMIIJICKC ITO JUCIHHITIIMHE

KOMIUIEKT y4eOHO-
METOINYECKON
JIOKYMEHTAIIHH,
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BKITIOYAIONTUH yueOHO-
METOIUYCCKHE YKa3aHUS
JUISL CTYJICHTOB 10
POBEICHUIO
NPaKTUYECKUX padoT,
METOIUYCCKHE YKa3aHUS
110 OpraHu3alu
CaMOCTOSTENILHON paboTHl,
KOMIUICKT OLCHOYHBIX
CPEJICTB M0 JUCIUILIHHAM

ydeOHbIe TOCOOHS

yuebHoe 1mocodue 1o
MperoaBaeMoi
IUCIHAIIINHE

,Z[I/I,I[aKTI/I‘ICCKI/Iﬁ u ,Z[CMOHCTpaI_II/IOHHHﬁ marcpual,

HCO6XOI[PIMBIﬁ AJId opraHnu3aluu KadCCTBCHHOI'O O6y‘-I€HI/ISI

KOMIUICKT y4eOHO-
HaIJISIIHBIX TTOCOOUH
(mnakatel, pa3gaTovyHbIe
KAapTOYKHU, TaOJIHUIIbI)

KaoOuner «IIpaBoBoro obecneyenusi npohecCHOHAIBHOM 1eATEJIbHOCTH.

Ne | HaumenoBanue 060pyaoBaHus

‘ TexHudeckoe onucaHue

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

OcHOBHOe 000py/I0BaHHE

pabodne CTOJ U CTYJI IO KOJIMYECTBY O0YJAIOIINXCS

YUCHUUYCCKHE CTOJIbI,
CTYJIbsI IIO KOJIMYECTBY
0o0yyaronmxcs

pa60qee MCCTO IIPCIIOAaBaTCIIA

Pabouyee mecto
npenoasarens (CToi,
CTYJI, IEPCOHAIBbHBIH

KOMITBIOTED)
JlonoyiHUTEeIbHOE 000pY/I0BaHHE
\ MarHMTHO-MapKepHasi yueOHas JocKa \ B nanuuun
I1 Texnnyeckue cpeacrsa
OcHoBHOe 000py/10BaHNE
1 | mepcoHaIbHBIN KOMIBIOTED B Hannuum
2 | mpuHTEp B nHannuun
3 | mpoekTop B Haymanm
4 | UHTepaKTUBHAs MPHUCTABKA K JTOCKE WJIM WHTEPAKTHUBHAS B nanuuun
JIOCKa

I1I JlemoHCTpanMOHHBbIC Y4eOHO-HATJISIHbIC NOCO0USs

OcHoBHOe 000pynOBaHHe

yqe6H0-M€TOI[Hq€CKHﬁ KOMIIJICKC ITO JUCHHITIIMHE

KOMIUIEKT y4eOHO-
METONYECKOU
JIOKYMEHTallUH,
BKITIOUAIONTUH yueOHO-
METONYECKUE YKAa3aHHs
JUISl CTY/IEHTOB 110
MIPOBEJICHUIO
MPAKTUIECKUX pabdoT,
METONYECKUE YKA3aHHs
10 OpraHu3aluu
CaMOCTOSITENIbHOM paboThI,
KOMIUIEKT OLIEHOUYHBIX
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CpCACTB IO JUCHUIIJIMHAM

y4eOHbBIC TOCOOUS

y4yeOHOe rmocodue mo
[IPENO1aBacMOU
JUCIUILINHE

JUJJAaKTUYECKUI U JEMOHCTPALIMOHHBIN MaTepual,
HEOOXOIUMBIN JIJIsi OpraHU3aIMN KaYeCTBEHHOTO 00yUYeHUS

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

KaOnner «/IOKYyMEHTAMOHHOIO 00ecneYeHs YIIPaBJICHHUS»

Ne

| HammenoBauue 060py10BaHHs

\ TexHU4ecKOe OIUCAaHNe

| Cnenuajgn3upoBaHHasi MebeJib U CHCTeMbl XpaHeHHsl

OcHOBHOe 000py10BaHNE

1 | paGouue cTON U CTYJI 1O KOJIMYECTBY O0yUAIOIIUXCSI YYEHUYECKHUE CTOJIbI,
CTYJIbSl IO KOJIMYECTBY
o0yyJaronmxcs

2 | paboyee MECTO MPEToOAaBaTENs Pabouee mecto
npenojasatens (cTo,
CTyJ1, HEPCOHATBHBIN
KOMITBIOTED)

3 | cucteMbl XpaHeHHS Je B YIeOHON KaHIEISIPUN B nanuuun

JlonoJiHUTEILHOE 000PYAOBaHUE

| MarHMTHO-MapKepHas yueOHas JocKa B nHaninuumn

Il Texuuueckue cpeacTrna

OcHoBHOe 000py/10BaHHE
1 | mepcoHaIbHBIN KOMIBIOTED B Hannuumn
2 | npuatep/ MDY B nHanmunmn
3 | ckanep/ MDY B Haymmauun
4 | konupoBaJbHbIN anmapar/MOVY B nHayimuuu
5 | mpoekTop B nHannuun
6 | MHTepaKTHBHAs TPHUCTaBKa K JOCKE WJIM HWHTEPaKTHBHas | B Hammumm

JOCKa

111 lemoHcTpauMoHHbIe YUeOHO-HATJIsIAHbIE 10CO0US

OcHoBHOE 000pynOBaHHe

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

KOMIUIEKT y4eOHO-
METONYECKOU
JIOKYMEHTalluH,
BKJIIOUAIONTUH yueOHO-
METOJNYECKUE YKA3aHUs
JUIsl CTyIEHTOB 110
MIPOBEJCHUIO
MPaKTUIECKUX pabdoT,
METONYECKUE YKA3aHHs
110 OpraHu3aluu
CaMOCTOSITENIbHOM paboThI,
KOMIUIEKT OLIEHOUYHBIX
CPEJICTB IO JUCIUILIMHAM

ydeOHbIe TOCOOHS

yuebHoe rnocobue 1o
IIPEno1aBacMou
JMCIUIIITHE

JIMJTAKTUYECKUI U IEMOHCTPALIMOHHBIN MaTepual,

KOMIUICKT y4eOHO-
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HEOOXOIUMBIN JJIsi OpraHU3aIMK Ka4YeCTBEHHOTO 00Y4YEeHUs

HATJIAIHBIX IT0COOUIH
(TuTaKaThI, pa3laTOYHbBIC
KapTOYKH, TaOJIUIIbI)

KaOnner «<ApXuBOBeIeHHS».

No | HanmenoBanne o0opyaoBaHus

‘ TexHndeckoe onycaHue

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

OcHoBHOe 000opyrOBaHHe

1 | pabGoume CTOM U CTYJI IO KOJIMYECTBY OOYUAIOIINXCS

YUECHUYECKUE CTOJIBI,
CTYJIbSI TI0 KOJIMYECTBY
00yJarIUXCS

2 | pabodee MeCTO MpenoaaBaTest

Pabouee mecto
npenojgasaress (cTou,
CTYJI, IEPCOHAIBHBIN

KOMIIBIOTED)
3 | apXuBHBIC KA B nHanmmunn
4 | oucHBIEC cTEIAXU B Hajmmauun
JlonoJiHUTEILHOE 000PYAOBaHUE
\ MarHMTHO-MapKepHasi yueOHas JocKa \ B nanuuun
II Texuuuyeckue cpeacTsa
OcHoBHOe 000py/10BaHHE
1 | mepcoHaIbHBIN KOMIBIOTED B Hannuumn
2 | npuatep/ MDY B nHanmunn
3 | ckanep/ MDY B Hajmmauun
4 | xonupoBasbHbIH anmapat/MOPVY B nannuuu
5 | mpoekTop B nHaninuun
6 | mHTEepaKTHUBHAS TMPUCTABKAa K JOCKE WJIM HWHTEPAKTUBHAs | B Hammumm

ocka

111 lemoHCcTpauMoHHbIe YUeOHO-HATJISIHbIE 0CO0USs

OcHoBHOe 000pynOBaHHe

yqe6H0-M€TOI[Hq€CKHﬁ KOMIIJICKC ITO JUCIMITIIMHE

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

ydeOHbIe TOCOOHS

yuebHoe rnocobue 1o
IIPEno1aBacMou
JMCIUIIITHE

JTUJTaKTUYECKUN U IEMOHCTPALIMOHHBIN MaTepual,

HCO6XOﬂHMBIﬁ IJId OpraHru3alii KauCCTBCHHOI'O O6yquI/I$I

KOMIUIEKT y4eOHO-
HarJISIIHBIX TTOCOOUI
(mnakatel, pa3gaTo4yHbIe
KapTOUKH, TaOJIMIIbI)
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Kaouner «IlpodeccnoHaIbHOM I TUKH U OCHOB /1€JIOBOT0 O0LIIEHUS».

No \ HaunmenoBanne o6opyaoBaHus

\ TexHuueckoe OnMcaHne

| CHeIIHaJ'[Hfin()BaHHaﬂ Me0eIb H CHCTEMbI XPaHECHUSA

OcHoBHOe 000py10BaHHe

1 | paGoune CTOM U CTYJ MO KOJUYECTBY O0YUaIOIIUXCS

YYCHUYCCKUE CTOJBI,
CTYJIbSI TIO KOJIMYECTBY
00yJaronmxcs

2 | pabodee MeCTO MpemnoaaBaTest

Pabouee mecto
npenojgasaress (cTou,
CTYJI, IEPCOHAIBHBIN

KOMITBIOTED)
JlonosiHuTE/ILHOE 000PYI0BAHUE
| MarHuTHO-MapKepHas yuebHas 0cKa | B Hanmunu
II Texuuuyeckue cpeacraa
OcHoBHOe 000opyr0oBaHHe
1 | mepcoHaNbHBIA KOMIBIOTED B Hannuuun
2 | mpuHTEp B Hanuuuu
3 | mpoekTop B Haymmauun
4 | UHTepaKTUBHAs MPUCTABKA K JTOCKE WJIM WHTEPAKTHUBHAS B Hanmuun
JI0CKa

111 /IlemoHcTpauMoHHbIe Y4eOHO-HATJISITHbIE IOCO0MS

OcHoBHOe 000py/1I0BaHHE

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

KOMIUIEKT y4eOHO-
METOINYECKOMN
JIOKYMEHTaIlUH,
BKJIFOYAIONTUHN yueOHO-
METOJIMYECKUE YKA3aHH
JUISL CTYZCHTOB 10
MIPOBEJICHUIO
MpPaKTUYECKUX padoT,
METOJIMYECKUE YKA3aHH
110 OpTraHU3aAIUH
CaMOCTOSITENIbHON PaboTHl,
KOMILJIEKT OIEHOYHBIX
CPEJICTB MO JUCIUILINHAM

y4eOHbIE TTOCOOUS

yueOHOoe rmocodue 1o
[IPENoIaBacMou
JUCIUIUINHE

TUIaKTHYECKUN U IEMOHCTPAIlMOHHBINA MaTepual,

HGO6X0I[I/IMI>II\/JI AJId opraHn3alii Ka4CCTBCHHOI'O O6y‘-IeHI/I$[

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

KaOonner «Opranu3anmu CeKpeTapcKoro 00cayKuBaHush).

Ne | Hammenosauue 0GopynoBanus

‘ TexHudeckoe onucaHue

| Cneunajm3upoBanHasi MeOeJib U CHCTEeMbI XPaHEHHUsI

OcHoBHOe 000py/1I0BaHKE

1 paboyrie CTOJ U CTYJ MO KOJIUYECTBY 00yHAIOIINXCSI

YUEHUYECKUE CTOJIBI,
CTYJIbA IO KOJINYCCTBY
00y4JarImuxcs

2 | paboyee MeCTO MpernoaaBaTes

Pabouee mecto

npenogaBarens (CTol,
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CTYJI, IEPCOHAIIBHBIN

KOMITBIOTED)
3 | cucTeMbl XpaHEHUs Jel B yUeOHOW KaHIEISIpUU B Hanmmuuun
JlonosiHuTE/ILHOE 000PYI0BAHHUE
| MaruuTHO-MapkepHas yueGHas JOCKa | B Hanmuun

II Texuuuyeckue cpeacraa
OcHoBHOe 000opyr0oBaHHe

1 | nepcoHaIbHBIN KOMIBIOTED B Hannuumn

2 | npuatep/ MDY B nHanmuun

3 | ckanep/MOY

4 | konupoBaibHbIN anmapat/MOY

S | IpoeKTop B nasinuun

6 | uHTepakTHUBHAs TMPUCTaBKa K JOCKE WJIM HHTEpakTuBHas | B Hamuuuu

JI0CKa

111 lemoHCcTpanMoHHbIe YUeOHO-HATJISAHbIE OCO0US

OcHoBHOe 000py/10BaHHE

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

KOMIUIEKT y4eOHO-
METOINYECKOMI
JIOKYMEHTalluH,
BKJIIOYAOLIUI yueOHO-
METOANYECKUE YKA3aHU
JUIsl CTyIEHTOB 10
IIPOBEACHUIO
IPaKTUYECKUX pabdoT,
METOANYECKUE YKA3aHU
10 OpraHu3anuu
CaMOCTOSITENIbHOM paboThI,
KOMIUIEKT OLIEHOYHBIX
CPEACTB MO JUCHUILIMHAM

ydeOHbIe TOCOOHS

yuebHoe 1nocobue 1o
IIPENo1aBacMon
JMCIUIIIIHE

JTUJTAKTUYECKUI U IEMOHCTPALIMOHHBIN MaTepual,
HEOOXOIUMBIH JIsl OpraHU3allii Ka4eCTBEHHOTO 00yUeHUs

KOMIUIEKT y4eOHO-
HarJIsIIHBIX TOCOOMI
(nnmakatel, pa3gaTo4yHbIe

KapTOUYKH, TAOIHUIIHI)

Kaouner «be3onacHocTH KU3HEeAeATEILHOCTH.

Ne ‘ HaumeHnoBanue 000pyaoBaHus

\ TexHu4ecKoe ONUCaHnue

| Cneuuaau3upoBaHHas Medeb H CUCTeMbl XpPAHEHHUsI

OcHoBHOEe 000pynOBaHHe

1 | paGoume CTON U CTYJ MO KOJIMYECTBY OO0YHAIOLINXCS

YYEHUYECKUE CTOJIBI,
CTYJIb IO KOJINYCCTBY
0o0y4Jarmuxcs

2 | pabouee MecTO mpenogaBaTess

Pabouee MecTo
npenoasaress (CTod,
CTyJ1, HIEPCOHATBHBIN

KOMIIBIOTED)
3 | nporuBoras ['TI-7 B manmuuun
4 | pecriupatop P-2 B nHanmuun
5 | samurHEI KocTIOM JI-1 B nanmuunu
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6 | 0OuIeBOHCKOBOM 3aIIUTHBIN KOCTIOM B naynnuuun
7 | 001IeBONWCKOBOM MPUOOP XUMHUUYECKON Pa3BEIKH B nHanmuuun
8 | xommac-a3uMyT B Hanmmuuun
9 | UHAMKATOpP PalMOAKTUBHOCTH B Hanuuuun
10 | namuBuaYyanpHbIN nepeBsizounbiid naketr UITT-1 B Haynimuuu
11 | KryT KpOBOOCTaHABIMBAIOLIUI B Hanuuuun
12 | anteuka nnauBUaYyanbHas 1. AW-2 B manmmunu
13 | KOMIIJIEKT MPOTHUBOOKOTOBBII B Haynmuuu
14 | uaauBUAYyanbHbIN TpoTHBOXUMUYecKkuid makeT MITIT-11 B manmmunu
15 | cymka canuTapHas aJis OKa3aHus IEPBOIl MOMOIIN B nanuuun
noapazaenenusiM cwt 'O (mpuka3 Ne 611 ot 08.02.2013)
16 | HOCWJIKHM TUTalIeBbIE B nanuuuun
17 | Tpenaxxép-MaHEeKeH B3pOCIIOTr0 MOCTPaIaBLIETO B Hanuuuun
«Anexcanap-2-0.1» (romosa, Topc) (MK €ro aHAIOT) JUIs
0TpabOTKU MPUEMOB CEPJICUHO-JIETOYHON peaHnMaluu (co
CBETO3BYKOBBIM MHAMKATOPOM)
18 | crena-yronok MapkepHbii « TexHuka 0e30MmacHOCTH. B nannuumn
YcrpoiicTBo, cOopka u pazbopka aBromata AK-74.
Hopwmatusbei»
19 | crena «IIpubopsl paaualliOHHON U XUMUYECKOM pa3Beaku» | B Hanuuum
20 | maker aBroMata KanmamnukoBa (cOopHO-pa300pHBIii) B nanuunun
21 | yueOHO-TPEeHHPOBOYHBIN KOMILJIEKC OTHEBOM MOATOTOBKH B Hanuuun
Crpeneu-1/AK (maccorabaputasiii Mmaketr AK) nnm ero
aHaJIor
22 | crenn «Opranu3annoHHas CTPYKTypa BoopykKEHHBIX chit B Hanuuun
Poccuiickoit deneparmm»
23 | crenn «CpencTBa MHAMBHYAJIBHOM M TPYNIIOBOM 3aUTh | B Hanmmumm
24 | creng «CpeacTBa 3allUThl OPTaHOB JIBIXaHUS B Hanmuuun
(MHIMBUyaJIbHBIE CPEJICTBA 3ALIUTHI)»
25 | crenn «YcraBbl. 3aKOH BOGHHOH CITy>KObI. BoeHHas B Hannuun
TIPHUCSITay
26 | MarHUTHO-MapKepHas T0cka «MaKeThl yOeKHII 1 B nannunn
MPOCTEHUIINX YKPBITHID C KOMIUIEKTOM (hostnii 1
TEMaTH4YECKHX MarHuTOB
Il Texnuueckue cpeicTaa
OcHoBHoOe 000opy10BaHHe
1 | nepcoHanbHBII KOMOBIOTED B Hannuuun
2 | mpuHTEp B Hannuuun
3 | mpoekTop B Hanmuuun
4 | MHTepaKTUBHAs MPUCTABKA K JOCKE WK UHTEPAKTUBHAs B Hanmuun
JI0CKa
111 leMmoHcTpalMOHHBbIE Y4eOHO-HALJIsIAHbIE OCO0HS
OcHOBHOe 000py10BaHUE
y4eOHO-MEeTOJMUECKUI KOMIUIEKC MO JUCLUIUINHE KOMILJIEKT Y4eOHO-
METOINYECKOMN
JIOKyMEHTalluH,
BKJTFOYAIONTUH y4eOHO-
METOINYECKUE YKA3aHUs
JUTSL CTY/IEHTOB 110
IIPOBEJCHUIO
MIPaKTUYECKHUX padoT,
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METOINYECKUE YKA3aHU
10 OpraHu3alUH
CaMOCTOSITENIBHOM padoThI,
KOMILJIEKT OLEHOYHBIX
CpCACTB 110 JUCHUIIJIMHAM

y4eOHbBIC TTOCOOUS

y4eOHOe rmocodue 1mo
IIPENO01aBacMOU
JICIUATUTHHE

JUJJAaKTUYECKUI U JEMOHCTPALIMOHHBIN MaTepual,

H€O6XOHHMBIﬁ AJId opraHu3allii Ka4€CTBCHHOI'O O6y‘leHI/I${

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

Kaouner «MeTognmuecKkuim.

Ne | HammenoBaume 060py1oBaHus

\ TexHU4ecKOe OIUCAaHNe

| Cneunajn3upoBanHasi MeGeJib U CHCTEMbI XPaHEHUsI

OcHoBHOe 000py/10BaHHE

1 | pabouee MeCTO MO KOJUYECTBY METOANCTOB B nHannuumn
2 | cuCcTeMBbl XpaHEHUsl y4eOHO-METOIMICCKON JOKYMeHTauu | B Hammunn
II Texuuueckne cpeacTBa
OcHoBHOe 00opyp0oBaHHe
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 NoOMeeHN i, 32/1eiICTBOBAHHBIX NIPH OPTraHU3aLMU CAMOCTOSITEIbHOM

U BOCTIMTATEIbHOMH PadoThI.

KaOnner «bu0anorexka, YuTaJbHbIH 3271 ¢ BBIX0J0M B HHTEPHET»

Ne | HanmenoBaume 060py10BaHus

‘ TexHudeckoe onrucaHue

I Cﬂelll/IaJII/I3l/Ip0BaHHaﬂ Me0eIb U CHCTEMbI XPpaHCHUSA

OcHoBHOe 000py/1I0BaHNE

1 | pabouee MecTo OubIMOTEKAPS B Hannuuun
2 | cremnaxu OMOIMOTEUHbIE ISl XPAaHEHHUS B nHannuun
3 | cremnaxxu OMOIMOTEYHBIE IEMOHCTPAITMOHHBIE B manmununu
4 | pabouue CTONBI M CTYJbsSI ISl 00YYaroIuXcs B Hannuuun
Il Texuuueckue cpeacTna
OcHoBHOe 000py/10BaHHE
1 | mepcoHanpHBIN KOMIBIOTED (pabodee MecTO B nanuuumn
o6ubnuorexaps)
2 | mepcoHaJIbHBIC KOMIBIOTEPHI JIJIsT 00YYaAIONTUXCS B Hajmanm
3 | npuaTep/ MDY B manmuuun
4 | ckanep/ MDY B nanuuun
5 | konupoBanbHbIH anmapat/MOY B nanuuumn
6 | mpoekTop B Hanmmuuun
7 | MHTEepaKTUBHAS MPHUCTaBKA K JIOCKE WJIM MHTCPAKTHBHAS B Haymmanm
JI0CKa
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‘ 8 ‘ JOCTYT K DJIEKTPOHHBIM OUOJIMOTEYHBIM CHCTEMAM B Hannuum

6.1.2.3. OcHamenue 1adboparopuit
JladopaTopusi «KomMnboTepHOil 00pad0TKH JOKYMEHTOB.

Ne | HaumenoBanue 060pyaoBaHus | TexHn4ecKoe ONMCaHnue

I CnenmanusupoBaHHasi MEOEJb U CUCTEMBI XpaHEHUS (IPU HEOOXOTUMOCTH )

OcHoBHOE 000pyiOBaHKE

1 | paboume MecTa 0OydaOIUXCS YYEHUYECKHUE CTOJIBI,
CTYJIbsSI TTO KOJIMYECTBY
00yJarIUXCS

2 | pabouee MeCTO MpernoaaBaTes Pabouee mecto

npenojgasaress (cTou,
CTYJI, IEPCOHAIBHBIN

KOMIIBIOTED)
3 | mapkepHas J0CKa
II Texuuuyeckue cpeacTrsa
OcHoBHOe 000py/1I0BaHHE
1 | nepcoHanbHBIN KOMIBIOTED B Hannuumn
2 | mpuaTtep/MOY B Hanuuuun
3 | ckaaep/ MDY B nHanmunn
4 | konmpoBabHbI anmapar/MPY B Hannuumn
5 | mpoekTop B nHaninuumn
6 | uHTepaKTUBHAs NMPHCTABKA K JOCKE WM MHTEPAKTUBHAS B Hanuuun
JIOCKa
7/ | YHUYTOXUTENb OyMaru B nasimuum
111 lemoHCcTpauMoHHbIe YUeOHO-HATJISIHbIE 0CO0USs
OcHoBHOe 000py/1I0BaHHE
y4e0HO-METOIMIECKUN KOMITJIEKC 10 TUCIUILIIHHE KOMIUIEKT y4eOHO-
METOANYECKOU
JIOKYMEHTallUH,

BKJIIOUAIOTUH y4eOHO-
METOJIUYCCKHE YKa3aHUS
JUISL CTYJICHTOB 10
MPOBEICHUIO
NpaKTHYECKHX pador,
METOJIUYECKHE YKa3aHUS
110 OpraHu3aIiu
CaMOCTOSITENIbHOM paboThI,
KOMIUIEKT OLICHOYHBIX
CPEJICTB IO JHMCIUILTHHAM

yueOHbIe mocoOus yuebHoe 1nocodue no
IIPENo1aBacMou
JMCIUIIIIHE

)II/II[aKTI/I'—IeCKI/Iﬁ u )IeMOHCTpaHI/IOHHLIfl marcpuall, KOMIIJIEKT yqe6H0-

HEOOXOIUMBIN JJIs1 OpraHU3alMy Ka4YeCTBEHHOT0 O0YUYEeHHUsI | HAIJIAHBIX TOCOOUi
(nnakatel, pa3gaToyHbIe
KapTOYKH, TaOJIMIIbI)

JlabopaTopus «MH(poOpMalMOHHBIX H KOMMYHHUKAIMOHHBIX TEXHOJIOTHII».

‘ No ‘ HanmenoBanne o6opyaoBaHus ‘ TexHuuecKkoe OnMcaHne
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I CnenmanusupoBaHHasi MeOEJIb U CUCTEMBI XpaHeHUs (IPU HEOOXOAUMOCTH )

OcHoBHOE 000pYyIOBaHUE
1 | pabouue cTOJ U CTYJ MO KOJIUYECTBY 00YHAIOIIUXCS YYEHUYECKHUE CTOJbI,
OCHALEHHbIE KOMIIBIOTEPHBIMH CTOJIAMU U NOIBEMHO- CTYJIbSl IO KOJIMYECTBY
MIOBOPOTHBIMU KpeciiaMu 0o0y4Jarmuxcs
2 | pabouee MeCTO MpenogaBaTess Pabouee mecto
npenojasatess (cTo,
CTyJ1, HEPCOHAIBHBIN
KOMITBIOTED)
3 | MapkepHas J0CKa
II Texuuuyeckue cpeacrsa
OcHOBHOe 000py/10BaHNE
1 | mepcoHanbHBIA KOMIBIOTEP HA KaX0€ pabouee MeCTO: B Hanuuun
C YCTaHOBJIEHHBIM [IPOTrPAMMHBIM 00€CIIieYeHUEM:
OIlepallMOHHasl CUCTEMA, aHTUBUPYCHAs Iporpamma,
TEKCTOBBIN, Tabnuunblil penaktop, CYB/], mporpamma st
cOo3JIaHMsI Mpe3eHTauii, [lepconanbHbI HHMOPMALTMOHHBIH
MeHeKep ¢ QYHKIUAMU TOYTOBOTO KiveHTa u Groupware,
apXUBaTOPBI, MPOTPAMMBbI CKAaHUPOBAHUS,
KOHBEPTHPOBaHUS (ailsios,
C JIOCTYIIOM B IV1I00AJIbHYIO CETh UHTEPHET, B JIOKAJIBbHYIO
CeTh y4eOHOT0 3aBEICHHSI, B CIIPABOYHO-TIPABOBYIO
CHCTEMY U 3JICKTPOHHO-OMOIMOTEUHYIO CUCTEMY
2 | npuatep/MOY B nHanmunn
3 | ckanep/ MDY B Haymmauun
4 | konupoBasbHbIH anmapat/MPY B nannuuu
5 | mpoekTop B Hannuuun
6 | MHTepaKTUBHAS MPUCTABKA K JIOCKE WJIM WHTEPAKTHBHAS B nanuuun

ockKa

111 lemoHcTpauMoHHbIE YUeOHO-HATJIsIAHbIE 0CO0US

OcHoBHOEe 000pynOBaHHe

yqe6H0-M€TOI[Hq€CKHﬁ KOMIIJICKC ITO JUCIMITIIMHE

KOMIUIEKT Y4eOHO-
METOIUYECKOMN
JIOKYMEHTAIINH,
BKJTIOYAIOTNI y4eOHO-
METOJINICCKUE YKa3aHUS
JUISL CTYIEHTOB TIO
MIPOBEICHUIO
MPaKTHYECKHUX padoT,
METOJINICCKUE YKa3aHUS
10 OpraHu3aIuu
CaMOCTOATEIIbHOMN
paboThI, KOMIUIEKT
OIICHOYHBIX CPEJICTB TI0
JUCIUILTHHAM

y4eOHbBIC TTOCOOUS

ydeOHoe rocodue 1o
IIPENnoAaBacMou
JUCIUIINHE

TUIAKTUYECKUM U IEMOHCTPALIMOHHBIA MaTepHall,
HEOOXOIUMBIN JIJIsi OpTraHU3AINH KaYEeCTBEHHOTO 00yUIeHUS

KOMILJIEKT y4eOHO-
HarJSIIHBIX TOCOOMHA
(nnmakatel, pa3gaToYHbIe
KapTOUYKH, TAOJIHUIIBI)
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JlaGopaTopusi KAPXMBHOIO J1€J1a).

No \ HanmenoBanne o6opyaoBaHus

\ TexHuuecKkoe OnMcaHne

I CnenmanusupoBaHHasi MEOEJIb U CUCTEMBI XpaHEHUS (IPU HEOOXOTUMOCTH )

OcHoBHOE 000pyiOBaHUE

1 | paGoyue CTOI M CTYJI IO KOJUYECTBY OOYJAFOIIHXCS

YYCHUYCCKUE CTOJIBI,
CTYJIbSI TIO KOJIMYECTBY
00yJaronmxcs

2 | pabouee MeCTO MpernoaaBaTest

Pabouee mecto
npenogasaress (cTou,
CTYJI, IEPCOHAIBHBIN

KOMITBIOTED)
3 | apxuBHBIe mKahbI B nHanmuun
4 | opucHBIE CTEIUTAKHU B Hanmmuuun
5 | mapkepHas J0CKa B Hannuuu
6 | YHHYTOXHTENb JOKYMEHTOB (LIpesep), B Haynimuuun
7 | MHCTPYMEHTBI U MaTE€PHAJIbI JUIS MPOIIUBKH JOKYMEHTOB B Hannuun
(MexaHUYECKHE U PYUYHbIE):
8 | mpomuBHOE YCTPOHCTBO B Hannuuun
9 | ABIPOKOJIBI HA JIBA U YETHIpE MPOKOJIA B Hannuuun
10 | mmi0 mo KOJIMYEeCTBY 0OYUYAIOIIMXCS B nanuunun
11 | uria mo KOJIMYECTBY 00YYArOITUXCSI B nHanmunn
12 | xapToH «apxuBHBIH cTaHaap™» 230x320 MM ¢ OUTOBKOIA B nanmmuun
(o muHUYM cruba) 1Mo KOJIMYECTBY 00yYarOIUXCs
13 | HUTH U NOAIIMBKHA JOKYMEHTOB JIABCAHO-IITAIIEIbHBIE B nannuun
JIII-210 mo KoJIM4eCTBY 00YYArOIITUXCSI
14 | meyaTh U IITaMIBI 7S 3aBEPEHHS APXUBHBIX CIIPABOK, B nannuun
KOIUH 1 BBIUCOK (OTMETKA O 3aBEPEHUU KOHH
JOKYMeHTOB, mramil «Konmsi»);
II Texuuuyeckue cpeacraa
OcHoBHOE 000pynOBaHHe
1 | mepcoHanbHBIN KOMIBIOTEP HA KAXKI0€ pabouee MeCTO C B nanuuumn
YCTAHOBJICHHBIM ITPOIPAaMMHBIM 00€CIIeUeHUEeM:
olepaloHHasl CUCTEMa, aHTUBUPYCHAs Iporpamma,
TEKCTOBBIH, CUCTEMA JIEKTPOHHOTO JOKYMEHTO000pOTa,
IIPOrPaMMHBIN MPOIYKT, peasn3yomuil GyHKIMN apXuBa
OpraHu3aIuy,
C JIOCTYIIOM B INI00AJIbHYIO CETh UHTEPHET, B JIOKAJIBHYIO
ceTh yueOHOTro 3aBeJICHHs], B CIIPaBOYHO-TIPAaBOBYIO
CUCTEMY M 3JIEKTPOHHO-OMOJINOTEUHYIO CUCTEMY
2 | npuntep/MOY B Hannuuun
3 | ckanep/ MDY B Haymanm
4 | xonupoBanbHbI annapat/MOY B nHayimuuu
5 | IPOEKTOp B manmuuun
6 | nHTepaKkTUBHAs MPHUCTABKa K JOCKE WJIM HHTEPAKTHBHAS B nanmmunn
JI0CKa

111 lemoHcTpauMOHHbIE YUeOHO-HATJIsIAHbIE 0CO0US

OcHoBHOe 000pyrOBaHHe

y4eOHO-METOIMUECKUI KOMIUIEKC TT0 TUCIUILINHE

KOMIUIEKT y4eOHO-
METOIUYECKOMN
JIOKYMEHTAIIWH,
BKJIFQUAONIUH yueOHO-
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METOJIMYECKUE YKa3aHUS
JUISL CTYZICHTOB T10
IIPOBEJICHUIO
MPaKTUYECKUX padoT,
METOAUYCCKHUC yKa33,HI/ISI
110 OpraHu3aluu
CaMOCTOSITCIbHOM
paboThl, KOMILJIEKT
OIICHOYHBIX CpeI[CTB 110
JHUCIUILIMHAM

ydeOHbIe TOCOOHS

yuebHoe rmocodue 1mo
MperoaBaeMoit
IHACIIUAILINHE

,Z[I/I,I[aKTI/I‘ICCKI/Iﬁ u ,HGMOHCTpaI_II/IOHHHﬁ marcpual,
HCOGXOI[I/IMHﬁ AJId opraHru3alii KauCCTBCHHOI'O O6y‘-I€HI/ISI

KOMIUJIEKT Y4eOHO-
HaTJISTHBIX TTOCOOUi
(nnakatel, pa3gaToyHbIe
KapTOYKHU, TaOJIHIIbI)

JlabopaTopusi «Opranuzanuu padoThbl ¢ JOKYMEHTAMI)).

Ne | HaumenoBanue 060pyaoBaHus

‘ TexHudeckoe onucaHue

I Cnennanu3upoBaHHasi MeOEJIb U CUCTEMbI XpaHEHUs (IpU HEOOXOAUMOCTH)

OcHoBHOE 000pyiOBaHKE

1 | paboume MecTa 0OydYarOIUXCS YYCHUYECKHUE CTOJIBI,
CTYJIbSl IO KOJTMYECTBY
0o0yyJaronmxcs

2 | pabouee MeCTO MpernoaaBaTest Pabouee mecto
npenoasaresns (CToi,
CTYJI, IEPCOHATBHBIH
KOMIIBIOTED)

3 | oucHbBIE CTEITaKHU B nHanmuumn

4 | MOIEEMHO-TIOBOPOTHOE KPECIIO MO0 KOJIUIECCTBY B Haymmaum

o0yJaronuxcs

5 | OyMaroyHM4TOXHUTEb B Haymanm

6 | OymaropesareibHOE YCTPOHCTBO B Haymaumn

7 | namMmuHaTOp B Hannuuun

8 | opomrtopaTop B Haymanm

9 | KOHBEPTOBCKPHIBATEh B Hannuuun

10 | xaHHIEnsApcKre nevaTy (OTTUCK TIeUaTH) U IITAMITHI JIJIS B Haymmaum

00pabOTKH JOKYMEHTOB (OTMETKA O MOCTYIJIEHUHU, OTMETKA
0 KOHTPOJIE)
11 | manas KaHUENSIPHUS MO KOJTMYECTBY 00YUaroIInXcs B B Hammuun
COOTBETCTBUH ¢ HHOPACTPYKTYPHBIM JTUCTOM
II Texuuuyeckue cpeacraa
OcHoBHOe 000py/1I0BaHHE
1 | mepcoHanbHBIN KOMIBIOTEP HA KAXKI0€ pabouee MecTo: B nanuuumn

C JIOCTYTIOM K JIOKaJIbHOW CeTH y4eOHOTrO 3aBEJICHHUS,
r7100aIbHOM CETH UHTEPHET, CIPABOYHO-TIPABOBOM
cHcTeMe, JIEKTPOHHBIM OMOIMOTEYHBIM CUCTEMAM;
porpaMMHOE o0ecIiedeHre: TeKCTOBBIN, TAOJIMIHBII
penakrop, nporpamma cosaanus npezenrauuii, CYBb/I,
MIepCOHAIbHBIN HHPOPMAIIMOHHBIN MEHEKEp C
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(GbyHKIMAMHU TOYTOBOTO KiMeHTa u Groupware, cuctema
3IIEKTPOHHOTO IOKYMEHTO000pOTa, apXUBATOP,
MIPOrpaMMbl CKAHUPOBAHUS U KOHBEPTUPOBAHHS
JTOKYMEHTOB, ITPOTPAMMBI JUIS HOATOTOBKH JOKYMEHTOB K
nepeaaye B apxXus.

2 | npuatep/MOY B nanmuun

3 | ckanep/ MDY B Hanmmuuun

4 | konupoBabHBI anmapar/MOV B nannuuun

S | IPOEKTOp B naninuun

6 | UHTepaKTUBHAs MPHUCTABKA K IOCKE WJIM WHTEPAKTUBHAS B Hanuuuun
JI0CKa

111 lemoHCcTpanMoHHbIe YUeOHO-HATLJISIHbIE OCO0US

OcHOBHOe 000py/10BaHNE

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

KOMIUIEKT y4eOHO-
METOINYECKON
JIOKyMEHTAI1H,
BKJIIOUAIOLTUI yueOHO-
METOMYECKUE YKA3aHUs
JUTSL CTY/IGHTOB TI0
MIPOBEACHUIO
MPaKTUYECKHUX padoT,
METOJMYECKUE YKA3aHUs
110 OpraHU3alHH
CaMOCTOSTCILHOM
paboOThI, KOMILJIEKT
OIICHOYHBIX CPEJICTB IO
JUCLMILUIMHAM

y4eOHBIC TTOCOOHS

yueOHOe rmocodue 1o
MpenogaBacMoun
JUCLIUTLINHE

TUIaKTHYECKUN U IEMOHCTPAIlMOHHBINA MaTepual,
HEOOXOIUMBIN JIJIsi OpTraHU3AIMH KaYE€CTBEHHOTO 00yUYeHUS

KOMIUIEKT y4eOHO-
HaIJISITHBIX TIOCOOMH
(Tnmakatel, pa3gaToYHbIe
KApTOUYKH, TaOJIUIIbI)

JlabopaTopus «CucreM 3JIEKTPOHHOI0 JOKYMEHTO000pOTaY.

Ne ‘ HaumeHnoBanue 000pyaoBaHus

\ TexHru4ecKoe ONUCaHnue

I CnenmanusupoBaHHasi MeOEJIb U CUCTEMbI XpaHeHUs (IPU HEOOXOAUMOCTH)

OcHoBHOE 000py/IOBaHHE

1 | paGoune mecTta 00yyaromuxcs

YYEHUYECKUE CTOJIBI,
CTYJIbA IO KOJIUYCCTBY
o0y4Jarmuxcs

2 | pabouee MeCTO TpenoaBaTess

Pabouee mecTo
npenojasaresns (CTod,
CTyJ1, HIEPCOHATBHBIN

KOMIIBIOTED)
3 | MOABEMHO-TIOBOPOTHOE KPECIIO MO KOJINIECTBY B Haymanm
oOyJaronuxcs
4 | OyMaroyHU4TOXHUTEIh B nannuumn
5 | 6ymaropes3aTeabHOE YCTPOMCTBO B manmuuun
6 | namuHaTOp B Hayimunu
7 | 6bpomropaTop B nmanmuuun




KOHBEPTOBCKPBIBATEIIb

B nanuuun

KaHIEJSAPCKUE MeYaTH (OTTUCK TIEUaTH) U IITAMITBI JUIs
00pabOTKH JOKYMEHTOB (OTMETKA O TIOCTYIUICHUHU, OTMETKA
0 KOHTPOJIE)

B mannunu

10

MaJtasi KaHIIeJSIPHS TI0 KOJIMYECTBY OOYJArOIIUXCS B
COOTBETCTBUH C HHOPACTPYKTYPHBIM JTUCTOM

B nanuuun

II Texuuuyeckue cpeacrsa

OcHOBHOe 000py/10BaHNE

1

[IEPCOHANIbHBIN KOMIIBIOTEP Ha KaXK/10€ pabodyee MeCTo:
C IOCTYIIOM K JIOKaJIbHOU CETH y4eOHOT0 3aBEACHMUS,
IJ100aJIbHOM CETU UHTEPHET, CIIPABOYHO-IIPABOBOM
CUCTEME, DJIEKTPOHHBIM OUOIHOTEYHBIM CHCTEMAaM;
MIPOrpaMMHOE 00eCTIeYeHUE: TeKCTOBBIN, TAOIMYHBIN
penakTop, nporpamma cosaanus npesenranuii, CYB/,
NEPCOHAIBHBIN HH(OPMAITMOHHBIN MEHEIKED C
GyHKIUSMU OYTOBOTO KiIueHTa u Groupware, cucrema
AJEKTPOHHOIO JJOKYMEHTO000pOTa, apX1UBaTop,
MIpOrpaMMbl CKAHUPOBAHUS U KOHBEPTUPOBAHUSA
JIOKYMEHTOB, IPOTrpaMMBbl J1JIsl HOJATOTOBKU JOKYMEHTOB K
repeaaye B apXuB

B nanuuun

npuntep/ MOY

B nanuunn

ckanep/ MDY

B nanuuun

KOMHUPOBaJIbHBIH anmapar/MPVY

B nammuun

gl wiN

MHOTO(YHKIIMOHAJIEHOE ~ ycTpoiicTBo M®Y  (mpuHTeED,
CKaHep, KOIUP, CPEICTBA CBSI3H)

B nanuuun

IIPOEKTOP

B nanuuun

HHTCPAKTHBHAA IIPUCTABKA K JOCKC WJIM HHTCPAKTUBHAA
JOCKa

B nammunn

111 leMmoHcTpanmoHHble Y4eOHO-HATJISTHbIE OCOOMSI

OcHoBHOE 000pyrOBaHHe

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

KOMILJIEKT Y4eOHO-
METOINYECKOMN
JIOKYMEHTAIINH,
BKJTIOYAIOTNI y4eOHO-
METOJINYCCKUE YKa3aHUS
JUISL CTYIEHTOB TIO
MIPOBEICHUIO
MPaKTHYECKHUX padoT,
METOJINICCKUE YKa3aHUS
10 OpraHu3aIuu
CaMOCTOATEIIbHOMN
paboThI, KOMIIIIEKT
OIICHOYHBIX CPEJICTB TI0
JUCIUILTHHAM

y4eOHBIC TTOCOOUS

ydebHoe rmocodue 1o
IIPENnoAaBacMou
JUCIUIINHE

JTUIAKTUYECKUM U IEMOHCTPALIMOHHBIA MaTepHall,
HEOOXOIUMBIN JIJIsi OpTraHU3AINH Ka4YeCTBEHHOTO 00yUIeHUS

KOMILJIEKT Y4eOHO-
HarJSIIHBIX [TOCOOMHA
(nnmakatel, pa3gaToYHbIe
KapTOUYKH, TAOJIHUIIBI)
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JlaGoparopusi «Y4yeOHasi KAHIEJISAPUSD).

No \ HanmenoBanne o6opyaoBaHus

\ TexHuuecKkoe OnMcaHne

I CnenmanusupoBaHHasi MEOEJIb U CUCTEMBI XpaHEHUS (IPU HEOOXOTUMOCTH )

OcHoBHOE 000pyiOBaHUE

1 | paGoune mecTa 00ydJarOIIMXCS YYCHUYECKHUE CTOJIBI,
CTYJbsSI 110 KOJIMYECTBY
00yJaronmxcs

2 | pabouee MeCTO MpernoaaBaTes Pabouee mecto
npenogasaress (cTou,
CTYJI, IEPCOHATILHBIH
KOMITBIOTED)

3 | HOIBEMHO-TIOBOPOTHOE KPECIIO MO KOJUYECTBY B Hannuuun

o0yJaronmuxcs

4 | OyMaroyHU4TOXUTEIb B nHanmuun

5 | 6ymaropesarenbHOE yCTPOHCTBO B nanuuuun

6 | mamMmuHaTOp B Hanuuuun

7 | 6pomrtopaTop B Haymmauun

8 | KOHBEPTOBCKPHIBATEIh B Hannuuun

9 | xaHUenspckue nevyatu (OTTUCK MeYaTH) U IITaMIIbl AJIs B Hanmuuun

00pabOTKH JOKYMEHTOB (OTMETKA O MOCTYIUIEHUH, OTMETKA
0 KOHTPOJIE)
10 | manas KaHIENSAPUS O KOJIMYECTBY 00YUaIOIINXCS B B nannuun
COOTBETCTBUH C HHOPACTPYKTYPHBIM JTUCTOM
II Texuuuyeckue cpeacTsa
OcHoBHOe 000py/1I0BaHHE
1 | mepcoHanbHBIN KOMIBIOTEP HA KaXK0€ pabouee MecTo: B nannuumn
C IOCTYIIOM K JIOKaJIbHOU CEeTH y4eOHOT0 3aBEACHMUSI,
1J100aJIbHOM CETU UHTEPHET, CIIPABOYHO-IIPABOBOM
CUCTEME, DJIEKTPOHHBIM OMOIMOTEYHBIM CHCTEMAaM;
MporpaMMHOE oOecIiedeHre: TeKCTOBBIN, TAOJIUYHBII
penakTop, nporpamMma cosganus npeszenranuii, CYB/I,
MepCOHANbHBIN HHPOPMAIIMOHHBIN MEHEIKEp C
(GbyHKUMAMHU TOYTOBOTO KiIveHTa u Groupware, cuctemMa
ANEKTPOHHOTO JJOKYMEHTO000pOTa, apXUBaTop,
IIPOrpaMMbl CKAHUPOBAHUS U KOHBEPTUPOBAHMS
JOKYMEHTOB, ITPOTPaMMBI JIJIsI IOATOTOBKH TOKYMEHTOB K
nepeaaye B apXuB
2 | mpuaTep/MOY B Hanuuuu
3 | ckanep/ MDY B Hannuuun
4 | xonupoBanbHbI annapat/MOY B nHayimuuu
5 | MHOroyHKIMOHAIBHOE ycTpoiictBo M®Y  (mpuHTep,
CKaHep, KOIUP, CPEICTBA CBSI3H)
6 | dbakcuMUIBHBIN anmapar
7 | muan-ATC
8 | mpoekTop B Hajmanm
9 | uHTepaKkTUBHAs NMPHCTABKA K JOCKE MM MHTEPAKTUBHAS B Hammuumn
JI0CKa

111 leMmoHcTpalMOHHbIE Y4eOHO-HALJISIIHbIE OCO0HS

OcHoBHOe 000pyrOBaHHe

y4eOHO-METOIMYECKUI KOMIUIEKC 10 TUCIUTIUINHE

KOMIUIEKT y4eOHO-
METOAUYECKOU
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AOKYMCHTAllUH,
BKJTIOYAIONIUN y4eOHO-
MCTOANYCCKUC YKa3aHU A
JUISL CTYJIEHTOB 110
MIPOBEJICHUIO
IPAaKTHYECKUX padoT,
MCTOANYCCKUC YKa3aHU
10 OpraHu3aIuu
CaMOCTOATEIIbHOMN
paboThl, KOMIUIEKT
OIICHOYHBIX CPCACTB I10

JHMCIUIIIIMHAM

yueOHbIe TocoOust yuebHoe rmocodue 1mo
MperoaBaeMoit
JMCLUTUIMHE

JIMJAKTUYECKUI U IEMOHCTPALlMOHHBIN MaTepHa, KOMIUIEKT y4eOHO-

HEOOXOAUMBIN JJIsi OpraHU3aIMK Ka4YeCTBEHHOTO OOYYEeHHUsI | HarJISAHBIX TOCOOMi
(makaThl, pa3gaToyHble
KapTOYKHU, TaOIHIIbI)

6.1.2.5. OcHaimenue 0a3 NPaKTUK

Peanmzamus oOpa3oBaTeiabHONM MPOrpaMMBbI IMPEAINONaracT 00s3aTeNbHYIO
y4eOHYIO U TPOU3BOJCTBEHHYIO MMPAKTHUKY.

[TpakTHdeckasi MOATOTOBKA MOXKET OBITh OPTraHU30BAHA:

1) HemocpenCcTBEHHO B OpraHU3alud, OCYLIECTBIIAIONIEH OOpa30BaTENbHYIO
JESTEIbHOCTh, B TOM 4YHCIIE€ B CTPYKTYPHOM HOJpa3fesieHuu 00pa3oBaTeIbHON
OpraHu3aliy, IpeIHA3HAYCHHOM JJIsl IPOBEACHUS MPAKTUYECKONU OATOTOBKY;

2) B OpraHu3alud, OCYLIECTBISIIOIIEH  JAESITENBbHOCTh 1O  IpOoUiIIo
COOTBETCTBYIOIIEH 00pa30BaTeNIbHOM MpOrpamMmbl, B TOM YHCJIE B CTPYKTYpPHOM
nojipa3ziesieHuu NpouiIbHONW OpraHU3aluy, NpPeJHa3HAYEHHOM /I MPOBEACHUS
NPAKTHYECKON TMOATOTOBKH, HAa OCHOBAaHHMM JOTOBOPA, 3aKIIOYAEMOTO MEXIy
oOpa3zoBaTeapHON opraHnu3alye u npoUIbHON OpraHu3aluei.

YyeOHass W TPOW3BOJACTBEHHAs NPAKTHKa peaju3yeTcs B OpPTaHH3aIUsIX
moboro  npoduiis, O00eCreyuBarOUX  ACATEIBHOCTh  OOydYaroluxcsi B
npodeccuoHaNbHON 00JacT  aJIMUHUCTPATUBHO-YNPABICHYECKOH U O(]HCHOU
JeSITEIBHOCTH.

Macrtepckue  npodecCHOHAIBHOM  oOpa3oBaTelbHOM  OpraHu3allvu,
0o0Opy/nOBaHUE TMPEANPUATUN U TEXHOJOIMUECKOE OCHAIleHHe padounx MecT
OPAKTUKKA  JOJDKHBI  COOTBETCTBOBATH  COJAEPXKAHUIO  NMPOQEeCcCHOHATbHON
JeSITEIIbHOCTH U JaTh BO3MOKHOCTb o0yuarolemycs OBJIAJIETh
npo(ecCHOHANBPHBIMA ~ KOMIIETEHIIMSIMH 10 BCEM  BHJAM  JESITEIbHOCTH,
IPeTyCMOTPEHHBIMHU IPOrPaMMOi, C UCIIOJIb30BAHUEM COBPEMEHHBIX TEXHOJIOTHH,
MaTepHaioB U 000PYIOBAHUS.

6.1.3. JomyckaeTcst 3aMeHa 000pyI0BaHUS €T0 BUPTYalbHBIMHU aHAJIOTAMH.

6.2. TpedoBanus K y4eOHO-MeTOAUYeCKOMY odecre4eHnIo
o0pa3oBaTeJIbHOM NMPOTrPaAMMBbI
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6.2.1. bubnuoreunbrit dbon oOpa3zoBaTeIbHON opraHu3aiuu
YKOMITJIEKTOBAH TEYaTHBIMHU H3AAHUSMU U (WJIH) DJIEKTPOHHBIMU U3JIAHUSMH TI0
KXJIOW TUCIUIUIMHE (MOJYJI0) U3 pacyeTa He meHee 0,25 sK3eMIUIApa Kaxjaoro
U3 W3JaHuM, YKa3aHHBIX B pPadouuMx mporpamMmax IJUCIHHUIUIMH (MOIyJieil) B
KaueCcTBE OCHOBHOM JUTEpaTyphl, Ha OJIHOTO OOYyYalollerocss W3 4ucia JIuI,
OJIHOBPEMEHHO OCBAMBAIOIIUX COOTBETCTBYIOLLYIO JUCIUIUIUHY (MOIYJIb).

B ciyuyae Hanmuuus 35eKTpOHHON UH(POPMAIIMOHHO-00pa30BaTEIBHOM CPeIbl
JIOMYCKaeTCsl 3aMeHa Me4YaTHOro OubnaroreyHoro (oHAa MpeloCcTaBICHUEM ITpaBa
OJTHOBPEMEHHOTO JIOCTyIa He MEHee 25 MPOIEHTOB 00ydYaromuxcs K IUPpoBOi
(9MIEeKTpOHHOM ) OMOIMOTEKE.

OOpazoBatenbHasi mporpamMma OO€CeUMBACTCS YYEOHO-METOAUYECKOU
JIOKyMEHTAIMEHN TI0 BCEM YUEOHBIM TUCHUTIIIMHAM (MOJIYJISIM).

6.2.2. O0yuaromyecss MHBAIUIBI U JIMIA ¢ OTPaHUYEHHBIMUA BO3MOKHOCTSIMHU
3I0POBbs  OOECIeYeHBbl IEeYaTHBIMM W (WJIM) DJICKTPOHHBIMH  Y4e€OHBIMHU
W3JaHUSIMHA, QalNTUPOBAHHBIMU MPHU HEOOXOIUMOCTH JJii OOyYCHHUS YKa3aHHBIX
oOy4Jarommxcs.

6.3. TpeboBaHMsl K IPAKTHYECKON MOATOTOBKE 00y4arOUIMXCS

6.3.1. IlpakTuueckass MOArOTOBKA MpH pealn3aluud 00pa30oBaTEIbHBIX
IpPOrpaMM  CpPEIHEro MpO(ECCHOHANIBHOIO 00pa30BaHUS  HAIpaBJIeHA Ha
COBEPILIEHCTBOBAHUE MOJIENIM MPAKTUKO-OPUEHTUPOBAHHOTO OOYUYEHUS, YCUIICHHUE
poiau paboromarened INpU MOATOTOBKE CIELMAIUCTOB CPEIHEr0 3BEHA IyTEM
pacuIMpeHHUs KOMITOHEHTOB (dacreit) 00pa3oBaTeIbHBIX IIporpamm,
IIPENYCMaTPUBAIOIINX MOJEIUPOBAHUE YCIOBUMN, HEMOCPEACTBEHHO CBSI3aHHBIX C
Oyayuieil nmpodeccuoHanbHON AEATEIbHOCTBIO, @ TaKXKe OOECHeueHUs: yCIOBHUM
JUIsL TIOJMy4YeHUs OOydaroIMMUCS TPAKTUYECKUX HABBIKOB M KOMIIETEHLUH,
COOTBETCTBYIOIIMX  TpeOOBaHUSM,  MpenbsABISEMbIM  paboTodaTrensiMu K
KBaJIM(UKALMAM CIIEHUATHCTOB.

6.3.2. OOpa3oBarenbHas OpraHu3alys CaMOCTOATEIbHO MPOEKTUPYET
peasn3anio  00pa3oBaTENbHOW MPOrpaMMbl M €€  OTACIBHBIX  YacTel
(IMCUMIUTMHBI, MEXAUCIUIUIMHAPHBIE KYpChl, NpodeccuoHaIbHble MOAYJIH,
MpaKkTUKa U JIPyrue KOMIIOHEHThI) B (pOpMe MPAKTHUECKOW MOATOTOBKU C YUETOM
tpedoBannii ®I'OC CIIO u cneuuduku nosydyaeMon crenuagibHOCTH.

6.3.3. O6pa3zoBaTenbHas AESITENBHOCTh B (DOpME MPAKTUUECKON MOATOTOBKHU:

- peanusyeTcss NpU NPOBEICHUM NPAKTUYECKUX M JAaOOPATOPHBIX
3aHSTH, BBITOJIHEHUH KypPCOBOIO POEKTUPOBAHUS, BCEX BUIOB MPAKTUKU U UHBIX

BUJIOB YU€OHOM e TEIIbHOCTH;

- IIpeayCMaTpUBaeT  JEMOHCTPALMIO  IPAKTUYECKUX  HABBIKOB,
BBITIOJIHEHHE, MOJIETUPOBAHKE OOYyYalOUIUMUCS OMPEICICHHBIX BUIOB padOT IS
pellieHus MPaKTUYECKUX 3a/lad, CBA3aHHBIX C Oyaymied mnpodeccuoHaIbHON
JESITEIbHOCTBIO B YCIOBUSIX, TPUOIMKEHHBIX K PEaTbHBIM MTPOU3BOICTBEHHBIM;
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— MOXET BKJIOYaTh B CEOS OTHENbHBIC JICKIMH, CEMUHAPBI, MacTep-
KJIACChI, KOTOpPBIE TPEIyCMATPHBAIOT Tiepenady oOydaromuMmcs —ydeOHOM
uH(pOpMaIu, HEOOXOIUMOM JIJIsT TIOCIICAYIOIIETO BHITIONHEHUS PabOT, CBA3AHHBIX
¢ Oyayieit mpodeccuoHanbHOM 1eITeIbHOCTHIO.

6.3.4. OOpazoBaTenbHasi JEITEIBHOCT, B (OpMEe MNPaKTUUECKOU
MOJTOTOBKM MOKET OBITh OpraHW30BaHa Ha JIOOOM Kypce OO0yueHHs, OXBaTbhIBas
JUCHUIUIMHBL,  NpOoQecCHOHAIbHBIE  MOJIYJH,  BCE  BHUABI  TNPAKTHKH,
PEeIyCMOTPEHHbIE YUeOHBIM MJIaHOM 00pa30BaTENbHON POrPAMMBI.

6.3.5. IlpakTtnueckas MOATOTOBKA OpPraHuM3yercs B Y4eOHbIX, y4eOHO-
MPOM3BOJCTBEHHBIX JTAOOPATOPHIX, MACTEPCKUX, YUEOHO-OIBITHBIX XO3SHCTBAX,
y4eOHBIX TIOJUTrOHAaX, Y4YeOHbIX 0a3ax TMPAKTUKH M HHBIX CTPYKTYPHBIX
NOJIpa3/IeNICHUsIX 00pa30BaTEIbHOM OpraHu3alii, a TakKXe B CIEHHAIbHO
00OpyIOBaHHBIX MOMEHICHHUIX (pabouux MecTax) Mpo(UIbHBIX OpraHu3alui Ha
OCHOBAHMH JOTOBOpA O MPAKTHYECKOW MOJTOTOBKE 00YYaIOIIUXCs, 3aKI0YaeMOro
MEXIy O00pa3oBaTeNbHOW OpraHu3anuedl W NpoQUIbHOW  OpraHu3alue,
OCYLIECTBIISIOLIEH JEeSATENBHOCTD 1o npouIIo COOTBETCTBYIOILIEH
00pa30BaTeIbHON TPOrPaMMBI.

6.4. TpeOGoBaHus K OPraHu3alui BOCIUTAHUS 00y4AKOUIUXCS

6.4.1. Bocnuranue o00y4arolmuxcs TMpPU OCBOCHHMH HMMH OCHOBHOM
00pa30BaTeNbHONl TPOrpaMMbl OCYIIECTBIISIETCSI HAa OCHOBE BKJIIOYAEMBIX B
HACTOSALIYI0 00pa3oBaTeNbHYI0 MpOorpaMMy palOouell MmporpamMMmbl BOCIUTAHUS U
KaJICHIaPHOTO TUIaHA BOCIIUTATEIBHON PabOThI (MIpuiiokeHue 6).

6.5. TpedoBanus K KaJApPOBbIM yYCJIOBUAM peajiu3anmuu
0o0pa3oBaTeJIbHOM NMPOrPaMMBbI

6.5.1. Peanuzauusa oOpa3oBarenbHOl  MporpaMMmbl  0OecrieurBaeTCs
NeAarorndyeckuMu  paboOTHUKaMU  00pa3oBaTeIbHONM OpraHu3aludd, a TaKxkKe
JUIAMM, TPHUBJIEKAaeMbIMH K pealn3alud 00pa30BaTENbHON MporpaMMmbl  Ha
YCIIOBUSIX ~ IPaKIAHCKO-TIPABOBOIO  JOrOBOpa, B TOM 4YHCIE M3 YHUCIA
pykoBoAuTeNnell ¥ pabOOTHUKOB OpraHM3alllii, HampaBlICHUE JEATEIbHOCTU
KOTOPBIX  COOTBETCTBYET 00JACTH MNPOPECCHOHATBHON  JesTelibHOCTH 07
AJMUHUCTpPATUBHO-yIIpaBlieHYeCKass U OQUCHas AESITENbHOCTb, U HMEIOIIUMHU
CTaXX padOThI B JAaHHOU MPOPECCUOHAIBHON 00JIACTH HE MEHEE TPEX JIET.

[legarornueckue paboTHUKH, MpPUBJIEKACMbIE K peanuzanuu
o0pa3oBaTeNbHOM  MPOTPAaMMBI,  JTOJDKHBI  TOJy4YaTh  JIOMOJHHUTEIBHOE
npodeccruoHanbHoe 00pa3oBaHUE MO MPOrpaMmaM MOBBIIIEHUS KBaTU(PUKALINY, B
TOM 4ucie B (opMe CTRKHUPOBKM B OpraHHU3AIUSAX, HAIMPaBJICHUE ACSITEIbHOCTU
KOTOPBIX ~ COOTBETCTBYET o0jacTu mnpodeccuoHanbHo  nedarenbHoctd 07
AJIMUHUCTPATUBHO-YIIpaBIeHYeCKass M O(pUCHAs JESITEIbHOCTh, HE PEXE OTHOTO
paza B TpuU ToJa C YYETOM pACIIUPEHHUS CHEKTpa MpodeccruoHaNIbHbIX
KOMITETEHIUH.

Jlons meparorudyeckux pabOTHUKOB (B HMPUBENEHHBIX K ILIETOYMCICHHBIM
3HAYEHUSIM CTaBOK), 00ecIeunBarOIINX OCBOEHUE O0yJaroIIMMHCS
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po(eCCUOHATIBHBIX MOJYJIEH, UMEIOLIUX OMbIT AEATEIbHOCTH HE MEHEE TPEX JIET
B OpraHU3alMAX, HANpaBJIEHUE IESTENbHOCTH KOTOPBIX COOTBETCTBYET 00JacTh
npodeccuonansHoil nearenbHocTH 07  AJIMUHUCTPATUBHO-YIIpaBJICHYECKAs U
opucHas JeATENbHOCTb, B OOIIEM YHWCIE MEJarormyeckux pabOTHUKOB,
peaM3yIomMX MporpaMMbl  MpodEeCCHOHATIBHBIX MOAYJIEH 00pa3oBaTeIbHON
MPOTrpaMMBbl, JOJKHA ObITh HE MEHEE 25 MPOIEHTOB.

6.6. TpedoBanuss K  (UHAHCOBBLIM  YCJIOBHSIM  peaju3alun
o0pa3oBaTeIbHOM MPOrPaMMbl

6.6.1.  IlpumepHble = pacyeTbl  HOPMATHBHBIX  3aTpaT  OKa3aHUs
rOCYJapCTBEHHBIX YCIIYT M0 peai3ali 00pa3oBaTEIbHON MPOrpaMMbl

PacueTsl HOpMATHBHBIX 3aTpaT OKa3aHUsA TOCYJAPCTBEHHBIX YCIyT IO
peanu3anuu 00pa30BaTEIBLHONW MPOTPaMMbl OCYIIECTBISIOTCS B COOTBETCTBUU C
[lepeyHeM U COCTaBOM CTOMMOCTHBIX TpyHIl NPOPECcCHil M CHELMATBbHOCTEN IO
rOCyJapCTBEHHBIM yCIIyraM [0 peaju3alid OCHOBHBIX MPO(eCcCHOHATBHBIX
0o0pa30BaTeNbHBIX MPOTPaMM CpPEAHEr0 MPO(PECCHOHAIBHOTO OO0pa30BaHUA —
IpOrpamMM MOATOTOBKH CHELUAINCTOB CPEJHEr0 3BEHA, WTOTOBBIE 3HAYCHUS
U BEJIMYMHA COCTABISIONMIMX Oa30BBIX HOPMATHMBOB 3aTpaTr MO TOCYJaPCTBEHHBIM
ycllyraM 1o CTOMMOCTHBIM Ipynnam Hpo¢eccuil U CHelualbHOCTEH, OTpacaeBbie
KOppeKTUpYyIomue Ko3PUIIMEHTH U MOPSAJO0K UX MPUMEHEHHUS, yTBEPKIaeMbIe
Munnpocsemenus Poccnn exxerogHo.

®uHaHCOBOE OO0ecneYeHnue peain3aluu o0pa30BaTEIbHON MPOrpPaMMBbl,
OINPEJIETICHHOE B COOTBETCTBUU C OFOJIKETHBIM 3aKOHOAATENIBCTBOM Poccuiickoii
Oenepanun 1 DenepaibHbIM 3aKOHOM OT 29 nekabpst 2012 Ne 273-d3 «O06
oOpa3zoBanuu B Poccuiickoil @enepannny», BKIOYAET B ceOsl 3aTpaThl HA OILIATY
TpyJda MpenojaBaTeieil U MacTepoB MPOU3BOJCTBEHHOTO OOYUYEHHSI C Y4E€TOM
o0ecrniedyeHus: ypoBHs cpeHel 3apa00THOM TUIaThl EJaroruueckux paboOTHUKOB 3a
BBHITIOJIHAEMYIO MU y4eOHYIO (MPEnoaaBaTesibcKyto) paboTy U APyryro padoTy B
cootBeTcTBHM ¢ YKa3oM IIpesuaenta Poccuiickoit @enepanuu ot 7 masg 2012 r. Ne
597 «O MeponmpusATHUSIX N0 peaau3aluu TOCYyJIApCTBEHHON COLMAIBHOM
MOJTUTUKID.

Pasngesn 7. ®opmupoBaHue OLCHOYHBIX MATEPHAJIOB IS INPOBEICHHUS
rocy1apCTBEHHOM MTOTOBOM aTTeCTALINH

7.1. TocynapctBeHHasi utoroBas arrtectauus (ganee — [MA) saBnsiercs
oOsi3atenbHON Jyisi oOpaszoBaTenbHbiX opranuzamnuit CIIO. Ona mpoBoaMTCS TIO
3aBEPIICHUN BCETO Kypca OOydeHHs TI0 HampaBlieHW0 moarotoBku. B xome 'MA
OIICHUBAETCSI  CTETNEHb  COOTBETCTBUS  C(HOPMHUPOBAHHBIX  KOMIICTCHIIHMA
BbIMyCKHUKOB TpeboBaHusiMm ®I'OC CIIO.

7.2. BBIMYCKHUKHA, OCBOUWBIINE MPOTPAMMBI TOATOTOBKU CIICIIMAIMCTOB
CpPEIIHETO 3BEHA, BBHITIOJHAIOT JUIUIOMHBIA TPOEKT (paboTy) U  CHAIOT
JIEMOHCTPAIIMOHHBIN 3K3amMeH. TpeOoBaHUs K COAEpPKAHUIO, 00BEMY U CTPYKType
JTUTIJIOMHOTO TpoekTa (paboThl) oOpa3oBaTeibHAsh OpraHU3aIUsl OIpenesseT
CaMOCTOSATEIBHO.
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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
OpraHu3aluell paspabaThlBaeTCs MporpamMma TOCYJapCTBEHHOW  HMTOTOBOM
aTTeCTAllMM U OLIEHOYHbIE MaTEPHUAJIbI.

3amanus A7 JEMOHCTPAIIMOHHOTO 9K3aMeHa pa3paldaThIBalOTCS HA OCHOBE
po(ecCHOHANIBHBIX CTAaHAAPTOB U C YUYETOM OLEHOYHBIX MaTepUasoB, IPHU YCIOBUU
HAJIMYUsI COOTBETCTBYIOIIUX MPOGECCUOHATBHBIX CTAaHJAPTOB U MAaTEPHAJIOB.

7.4. OueHouHble Marepuainbl s npoBeAeHuss [MA BkiIrOYaroT THUIOBBIE
3aJlaHus JUIsl IEMOHCTPAIIMOHHOTO K3aMEHa, TEMbI JTUIJIOMHBIX padoT, OMHCaHUe
IpoLeIyp W YCIOBUW MPOBEJACHUS TOCYJApPCTBEHHON HWTOTOBOM aTTECTaIuH,
KPUTEPHUH OLICHKHU.

[Tporpamma I'MMA npencTaBiieHa B IPUIIOKEHUH /.
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