I JIynenko
2023 r.

OBPA3OBATEJIbHASA TIPOT'PAMMA CPEJHEI'O TIPO®ECCHOHAJBHOI'O
OBPA30BAHUA

(apanTupoBaHHas 00pa3oBaTeJbHAS MPOrpaMMa)

rOCyJapCTBEHHOr0O OIO/PKETHOTO COLMATIEHOTO YUPEXKACHHS
Kanununrpazckoit obnactu npodeccroHanbHoi 06pazoBaTelbHON OpraHu3auy
«CoBeTCKHi TEXHUKYM-HHTEPHATY
IO CHENUATBHOCTH CPERHEro MPO(ecCHOHATEHOTO 00pa30BaHus

46.02.01 JoxymeHTaIHOHHOE 00ecredeH e YNpaBJIeH s H AaDXHBOBeeHHE

KBamudukarust: cieruanmct mo
JOKYMEHTALHOHHOMY 00€CTICYEHHIO YIIPaBICHUS 1
apXUBHOMY JIEITy

®opma 0OyueHus - OuHast

Cpoxk nomydeHust 00pazoBaHHs

110 00pa3oBaTenbHOM mporpamme — 2 roga 10
MeECSIIEB.

Ha 6a3e ocHOBHOrO 00111610 06pa3oBaHus
[Ipoduie nomydaemMoro npoheccHoHaIbHOro
00pa3oBaHusl - COLUATBEHO-9KOHOMUYECKHUH.

Cosetck
2023 ron



OOpa3oBarenbHasi MporpaMMa IO CHEIHAIBHOCTH CPeIHEro mnpogecCHOHAIBHOIO
obpazoBanusi 46.02.01 JlokyMeHTallMOHHOE OOECIICUeHUE YIpaBICHUS W apXUBOBEICHUE
pa3paboTaHa Ha OCHOBE:

- @enepalibHOTO FOCYIAPCTBEHHOT0 00Pa30BaTENLHOrO CTaHAapTa MO CHEeMATBFHOCTH CPEAHETO
npodeccuonanbHoro oopazopanus (nainee — CIIO) 46.02.01 JlokymeHTaIMOHHOE o0OecrieueHne
yIpaBJIeHUS W apXUBOBEICHME, YyTBEpKIAeHHOro Ilpukazom MuHHCTEpCTBAa MNPOCBEUICHUS
Poccuiickoit @enepaunu ot 26 asrycra 2022 r. Ne 778, 3apeructpupoBaHHOro B MUHUCTEpCTBE
toctuiuun  Poccmiickoii ®epeparuu 30 HosiOpst 2022 1., peructpanuonHbiii Ne 70318,
ykpynHeHHas rpynmna 46.00.00 Mcropus u apxeonorus.

- TpPUMEPHOW OCHOBHOW o0Opa3oBaTeapbHON TmporpamMmbl 1o crneruanpHocTn  46.02.01
JlokyMeHTalMoOHHOE OOecleyeHne YIpaBICHUS W apXUBOBEJICHHUE, 3apETUCTPUPOBAHO B
rOCyIapCTBEHHOM  pEecTpe MPHUMEPHBIX OCHOBHBIX OOpa30BaTENIbHBIX MPOTpPamMM, MPHUKa3
OI'BOY AITO UPIIO Ne I1-162 ot 07.04.2023.

Opranu3zanus-pa3padoTuuK. TOCYJapCTBEHHOE OIO/DKETHOE COIHMANIBHOE YUYPEKICHHE
Kanununrpaackoir obnactu npodeccuonanbHas oOpa3oBatenbHas opraHu3anus «CoBETCKUI
TEXHUKYM-UHTEPHAT»

Pa3patGorumkmu:

Kypuc T.B. — 3amectuTenb qupekTopa mo yaeOHoi padore
Kocmarenko JI.B. —3aBenyromniuii yue6HOI 4acTbio
SxoBneBa An.U. — meToguct

[Iunmuaa U.P. — 3aMecTuTeNh JUPEKTOPA 110 BOCIUTATEIIBHONW U COITMAIBHOM padboTe
3aneukuc A.B. — nexaror-ncuxonor

I'mpoxene H.B. — conmanpHbIi negaror

Kanounukosa U.A. - npenogaBareinb

Konuger B.O. — npenogaBatens

I'ony6esa E.H. — npenogaBaresnn

Jlenute O.I1. — npenonaBarens

Kanounukos B.B. - npenonaBarens

Ckyrapes W.1O. — npenonasarens

CararensH D.0. — npenojaBaTellb

Macreposa E.B.- npenogasarens

Cxomopox B.JI. — npenogaBatenn

Tpamkosa E.M. - npenogasareins

OO0pa3zoBarenbHas IporpaMMa paccCMOTpEeHa M OJ00peHa Ha 3acelaHuM MEeTOJUYECKOM
KOMHCCUH TOCYJapCTBEHHOI'O OIOJKETHOTO COLHUAIBHOrO yupexaeHus KamuHuHrpaackoi
obOmactu  mpodeccuoHaIbHOM oOpa3oBaTenbHOW opraHu3auuu  «COBETCKUH TEXHUKYM-
UHTEpHAT», TpoToKoa Ne 9 ot 05 mas 2023 ropa.

PexomennoBana MeTOIUYECKUM COBETOM T'OCYJApCTBEHHOI'O OIOJKETHOTO COLIMAIBHOTO
yupexaenuss Kanuaunarpaackoit obmactu npodeccnoHaabHONH 00pa3oBaTesIbHOM OpraHu3aiuen
«CoBeTCKHIl TEXHUKYM-UHTEpHAT», IPpoToKoa Ne 9 ot 05 mas 2023 roaa.
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Paszpnen 1. O01mme moJioxkeHust

1.1. Hacrosimias aganTHpPOBaHHAsE OCHOBHas o0Opa3oBaTejbHasi MNpPorpaMMmMa CpeaHero
npogeccnonanbHoro oodpaszopanusi (najgee — AQOIlI CIIO) no cnenuansHocTH 46.02.01
JlokymMeHTanoHHOe oOecreyeHne yIpaBlIeHUs M apXWBOBEACHUE pa3zpaboTaHa HAa OCHOBE
(denepasbHOrO TroCyJapCTBEHHOTO 00pa30BaTENBHOTO CTaHIApTa CPEAHEro MpohecCHOHATBLHOIO
obpazoBanust 1o crneruanbHocTH 46.02.01 JloKyMEeHTalMOHHOE OOECTeUYeHne YIpaBiIeHUs |
apxuBoOBejeHue, yrBepxkaeHHoro Ilpukazom MunuctepcTBa npocsemenuss Poccuiickoit deneparuu
oT 26 aBrycta 2022 r. Ne 778, 3apeructpupoBaHHOrO B MMHHUCTEpPCTBE IOCTHUIMU Poccuiickon
Oenepannu 30 HOs0ps 2022 r., peructpanuoHHbiii Ne 70318, ykpymHennas rpymma 46.00.00
Hcropus u apxeosiorusi.
AOOII onpexnensier peKOMEHJOBAaHHBII 00BEM M COJCpKAHUE CPEAHEro Npo(ecCHOHATBHOTO
oOpazoBanusi mo crenuanbHocTH 46.02.01 JlokyMeHTallMOHHOE OO€CleueHUe YIpaBICHUS H
apXMBOBEJICHNE, IUIAHUPYEMBbIE pPE3yJbTaThl OCBOCHHS OOpPa30BATEIbHON IPOrpaMMbl, YCIOBHS
o0pa3oBaTeNbHON N1eATeNbHOCTH M pa3paboTaHa ajs peajau3aluud Ha 0a3e OCHOBHOIO OOIIEro
o0pa3oBaHus C y4eTOM mnoidydaemoi cnernuansaoct u Hactosmeir OOIT CITO.

Hannas AOIIIl agantupoBaHa nas oOOy4YyeHHS WHBAJIMIOB U JIMIl C OrPaHUYCHHBIMU
BO3MOXXHOCTSIMH  37I0POBbSI  C y4€TOM OCOOCHHOCTEH HX TCUXO(PU3NYECKOTO Pa3BUTHSA,
MHAMBUYaJIbHBIX BO3MOXHOCTEH U MPU HEOOXOAMMOCTH 00€CIeunBaroIas KOPPEKIUIO HapyIIeHUH
Pa3BUTHS U COLIMATIBHYIO aJaliTAllMI0 YKa3aHHbIX JIHUII.

PazpaboTka W peanmzanus aganTUpPOBaHHBIX 00pa3oBaTeNbHBIX mporpamm (maisee — AOII)
CpeaHero NpogecCnOHaIHLHOT0 00pa30BaHMsl OPHUEHTUPOBAHBI HA PELICHHUE CIEAYIOMINX 3a/1a4:
- co3llaHue B 00pa3oBaTEIbHON OpraHU3allMH YCIOBH, HEOOXOIUMBIX JUIAMOIYYEHHUS CPEIHETrO
npoecCHOHANBFHOr0 00pa30BaHUsl WHBAIMIAMU M JUIAMH C OTPAaHHYEHHBIMH BO3MOXXHOCTSIMU
3JI0pOBBS, MX COLIMATN3AIUU U aJalTalllH;
- TIOBBIIIEHHUE YPOBHS TIOCTYITHOCTH CPEIHET0 MPOPECCHOHANTBHOTO 00pa3oBaHus JJIsl MHBAIHUIOB U
JIUI] C OTPAaHUYEHHBIMH BO3MOXXHOCTSIMU 3/IOPOBBS;
- TOBBIIIEHHWE KayecTBa CpPEJHEro NpoecCHOHAIbHOrO0 O0pa30BaHMs WHBAJIWAOB U JIMIL C
OTpaHUYEHHBIMU BO3MOXXHOCTSIMU 3/J0POBbS;
- BO3MOXHOCTh  (OPMHUPOBAHHUS HWHIUBUAYAIbHOM  0Opa3oBaTeNbHOM  TPAeKTOPUM  JUIS
oOyuarolerocsi HHBalIM/1a Wik 00y4arollerocsi ¢ OrpaHUYEeHHBIMU BO3MOKHOCTSIMU 3/I0POBbS;
- (hopmupoBaHue B 00pa30BaTeNIbHON OPraHU3aIMK TOJICPAHTHON COLIMOKYIBTYPHOM CpeIbl.
1.2. HopmaTtuBHbie ocHOBaHus 1Jis pa3padorku OOII:
- ®enepanbHblii 3ak0H OT 29 nekabpsa 2012 r. Ne273-®3 «O6 obpazoBanuu B Poccuiickoii
Denepauuny;

- [Ipuxa3z Munmnpocsemenuss Poccun ot 08 ampenst 2021 r. Ne 153 «O6 yrBepxkaenuu Ilopsnka
pa3paboOTKN MPUMEPHBIX OCHOBHBIX 00pa30BaTENbHBIX MPOrpaMM CPEIHEro MpogeccHOHaIHLHOIO
o0pa3oBaHMs, NPOBEIEHUS WX OKCIEPTU3bl M BEIACHHMS peecTpa NPUMEPHBIX OCHOBHBIX
00pa3oBaTeNbHBIX MPOTPAMM CPEIHETO MTPOPECCHOHATHPHOTO 00Pa30BaAHUSY;

- [Ipuxa3z MunucrepctBa npocsenienus Poccuiickoit @eneparuu ot 26 asrycra 2022 r. Ne 778, «O6
YTIBEPXKICHUH  (EelepaTIbHOIO  TIOCYJapCTBEHHOIO  00pa3oBaTelIbHOIO  CTaHJApTa CPEIHEro
npodeccuoHanbHOro 00pazoBanus no crenuanbHocTH 46.02.01 JlokyMeHTalmoHHOE oOecreueHue
YIPABJICHUSI W APXUBOBEJCHUE», 3apErMCTPUPOBAHHOTO B MuHucrepctBe roctuiuu Poccuiickon
Oenepanuu 30 HosiOps 2022 1., peructpannonubiit Ne 70318;



- Ilpuka3 Mwunobpuayku Poccum ot 14 wuions 2013 r. Ne 464 «O6 yrBepxacHuu I[lopsinka
OpraHu3alluy U OCYIIECTBICHHUS 00pa30BaTEIbHON EATENFHOCTH 110 00pa30BaTEIbHBIM IIPOrpaMMaM
cpeaHero npogeccnoHaIbLHOrO 00pa30BaAHU;

- IIpuxaz MwunoOpnayku Poccum ot 16 aBrycra 2013 r. Ne 968 «O06 yrBepxaenun Ilopsinka
NPOBEICHUS TOCYAaPCTBEHHOM MTOTOBOH aTTecTanuu Mo 00pa3oBaTeNbHBIM MIPOrpaMMaM CPETHETO
npodeccuoHaIbHOr0 00pa30BAHUY;

- [Ipuxa3z Muno6pnayku Poccun Ne 885, Munnpocsemienus: Poccun Ne 390 ot 5 aBrycra 2020 r. «O
NPaKTUYECKON MOATrOTOBKE oOyyaromuxcs» (Bmecte ¢ «llojoxeHneM o MpakTHYECKOW MOATOTOBKE
00yJaroumxcs»;

- [Ipuka3 MunucTepcTBa Tpyia U counanbHoM 3amuthl Poccuiickoit @enepauuu ot 15 urons 2020 r.
No 333u (3apeructpupoBan MunucrepctBoM toctuuiuu Poccuiickoit ®enepanuu 15 urons 2020 r.,
peructpannoHHbid Ne 58957) «O06 yrBepx)acHun npodeccuoHaAIbHOTO cTannapTa «CrnernuanmucT mo
OpPraHU3aIIOHHOMY U IOKYMEHTAIIHOHHOMY O0ECIICUEHHUIO YIIPaBICHHUS OpraHu3aiueny;

- [Ipuka3 MuHucrtepcTBa Tpyaa U couranbHoM 3amuTel Poccuiickoit ®denepanuu ot 18 mapra 2021 1.
Ne 1401 (3apeructpupoBan MunuctepcTBoM roctuiinu Poccutickoit @enepamuu 21 anpens 2021 r.,
peructpaunoHHblii Ne 63193) «O6 yrBepx)aeHUH NpodeccHoHANbHOro cranaapra «Crenuanuct
apXuBay;

-Meronuueckue peKOMEHIAlMU M0 pa3padoTKe M peanu3aluyd NPUMEPHBIX aJdaNTHUPOBAHHBIX
o0pa3oBaTeNbHBIX MPOrpaMM cpeaHero npodeccuonansHoro obpaszosanus: ®I'BOY IO UPIIO,
2022 .

1.3 Ucnioib3yemble TEPMUHBI U ONIpe/ieIeHusl

OO0yualomuiics ¢ OrpaHUYeHHBIMH BO3MOKHOCTSIMH 3[0POBbSl - (HU3HUECKOE JIHIIO,
UMEIOIIee HEJOCTaTKH B (DU3MYECKOM M (WIJIM) TICUXOJOTMYECKOM PAa3BUTHH, IMOJITBEPKICHHBIC
MICUXOJIOTO-MEIUKO-TIEAArOTUYECKOM KOMHCCHEW M TPEMATCTBYIOIIME TMOJIYYCHHIO O00pa30BaHUA
0e3 co3/1aHus CreUalIbHBIX YCIOBHI.

MuBaauy - 1110, KOTOpoe UMEET HapyLIeHUE 3/I0pPOBbsl CO CTOMKUM PAacCTPONCTBOM (PYHKITHIA
OpraHusMa, o0ycCJIOBJI€HHOE 3a00JI€BaHUSIMHU, IOCIEICTBUSIMU TPaBM MJIH Je(eKTaMu, IPUBOIAIIEE
K OTPaHUYEHUIO KU3HEESITEIbHOCTH U BbI3bIBaIOIIEe HEOOXOIMMOCTh €0 COIIMAbHOM 3alllUTHI.

AnanTupoBaHHasi o0pa3oBaTe/lbHasi NporpaMMma cpeaHero mnpodgeccHoHAJIbHOIO
o0pa3zoBaHusi - TIporpaMMa IOJATOTOBKM KBaJIW(DPUIMPOBAHHBIX pabOuMX, CHyXKalIUX WIN
nporpaMMa MOJIOTOBKM CIELUAIMCTOB CPEIHEro 3BEeHa, aJalTHpoBaHHas s OOydeHHUs
MHBAJIUIOB U JIMI[ C OIPAaHUYEHHBIMH BO3MOXXHOCTSMHU 3JI0POBbSI C YU4E€TOM OCOOEHHOCTEH HX
NCUXO(U3UUECKOTO Pa3BUTHUS, HWHIUBUAYAJIbHBIX BO3MOXHOCTEM M TpU HEOOXOAUMOCTH
o0ecrneunBaroIias KOPPEKINI0 HAPYIIEHUH pa3BUTHS U COIMATBHYIO aIalTAI[UI0 YKa3aHHBIX JIUII.

AanTAMOHHAS JMCHUIUIMHA - DOTO DJIEMEHT aJalNTUPOBAHHON 00pa3oBaTENbHOM
IPOrpaMMbl CPEIHEr0 MpOo(eccHOHabHOTO 00pa30BaHMsI, HAIPABJIEHHBIM Ha WHAWBHUIYAJIbHYIO
KOPPEKIIMI0 Yy4YeOHBIX M KOMMYHHMKATHBHBIX YMEHMH U CHOCOOCTBYIOIIMH COIMATbHOM U
npodeccuoHanbHOM aganTanuyu OOYydYaoUUMXCsl WHBAJTUAOB U OOyYaIOIIUXCSl ¢ OrpaHMYEHHBIMU
BO3MOXXHOCTSIMH 37I0POBBSI.

NupuBuayanbHas nporpamma peaduiautauun (UIIP) unBaamaa - pazpaboTaHHBIA Ha
OCHOBe permieHuss ['OCyZapCTBEHHOH CIy*Obl MEIUKO-COIMATbHON HKCHEPTH3bl KOMIUIEKC
ONTUMABHBIX JUISI MHBAIH/A PEaOUIUTAIIMOHHBIX MEPOIIPUSATUH, BKIFOUAIOIIHNI B ce0sl OTAEeTbHBIC
BUJBI, (HOPMBI, O0BEMBI, CPOKH M TOPSAOK peaiu3alui MEAUIMHCKHUX, MPO(EeCCHOHANBHBIX W
JIPYTUX peaOUINTAMOHHBIX Mep, HAIPaBIEHHBIX HA BOCCTAHOBJICHHE, KOMIIEHCAIIHIO HAPYIIIEHHBIX



WM YTPAaueHHbIX (PYHKIUN opraHu3mMa, BOCCTAHOBJIEHUE, KOMIIEHCAIIMIO CIIOCOOHOCTEN MHBAIH 1A K
BBITIOJTHEHUIO OIPEEICHHBIX BUIOB ACSTEIbHOCTH.

NupuBuayaibHblii  y4eOHBIH mNJIaH - y4yeOHBI 11aH, 00€CHeYnBaIONIM OCBOCHHUE
00pa30BaTeNbHON IPOrpaMMbl Ha OCHOBE WHIUBUAYAIM3AlMM €€ COACpPXKAHUS C Y4YETOM
0coOeHHOCTEH 1 00pa30BaTENbHBIX MOTPEOHOCTEH KOHKPETHOTO 00Y4aOLIeTOCH.

CnenmnanbHble YCJI0BHUS Ui MOJy4YeHUs] 00pa3oBaHuUsi - YCJIOBUA OOy4eHHs, BOCHHUTAHUSA U
pa3BuTHsa OOydYalOIIUXCsl MHBAIUIOB U OOYYAIOIIMXCS C OTrPaHMYECHHBIMH BO3MOXKHOCTSMU
3I0pOBBS, BKIIOYAIOUIME B ce0s MCIOJIb30BaHUE CHEHAIbHBIX 00pa30oBaTENbHBIX MPOrpaMM U
METOJIOB OOYUEHUSI U BOCIIUTAHUS, CIICLIMATLHBIX YUeOHUKOB, Y4EOHBIX MOCOOUN U TUAAKTHUECKUX
MaTepHaJoB, CHEIHATbHBIX TEXHUYECKUX CPEJICTB O0YUYECHHUS KOJJICKTHBHOTO M WHIAMBHIYaTbHOTO
MOJIb30BAHMUs, MPEAOCTABICHUE YCIYl aCCUCTEHTa (TIOMOIIHMKA), OKA3bIBAIOIIEr0 O0YyYaromIUuMCs
HEOOXOJUMYI0  TEXHHYECKYI0 IIOMOIIb, NPOBEACHHE TPYIIOBBIX U  HWHIUMBUIYaIbHBIX
KOPPEKLIMOHHBIX 3aHATUH, OOecleYeHHe JAOCTyNa B 3/laHus OpraHu3alul, OCYHIECTBIISIOIINX
00pa3oBaTeNbHYIO ACSITEeNbHOCTb, U JIPYTHe YCIOBUSA, 0€3 KOTOPhIX HEBO3MOXKHO WJIH 3aTPYAHEHO
OCBOEHHE 00pa3oBaTeNbHBIX MPOrpaMM HHBAIMAAMH U OOYyYalOHMIMMHCS C OrpaHUYCHHBIMU
BO3MOXXHOCTSIMH 37I0POBBSI.
1.4. TpeGoBanus K aOUTYpPHEHTY
AbGutypueHT npu noctymiaeHud B COBETCKUM TEXHUKYM-HUHTEPHAT JOJDKEH HMETh JOKYMEHT
TOCY/IapCTBEHHOTO0 00pa3ma - arrecTar 00 OCHOBHOM OO0IIeM o00pa3oBaHUU. AOHWTYPHUEHTHI,
UMEIOLINE HMHBAJIUJHOCTh, NPEIBSIBISIIOT NpPU IOCTYIUIEHHH Ha OOyueHuEe HHAMBUAYAJIbHYIO
nmporpaMmy peabuimuTany WHBaTUAA (peOCHKAa-WHBAIMAA) C peKoMeHaanueld o0 oOydeHWu IO
JAHHOW CHEUAIbHOCTH U HHGOpMaIueit 0 HeOOXOIUMBIX CHEIMATBHBIX YCIOBUIX 00yUeHUSI.
Jluna ¢ orpaHMYEHHBIMH BO3MOXKHOCTSIMH 3/I0POBBSI MPEAOCTABISIIOT B MPUEMHYI0 KOMHUCCHIO
3aKJIIOUYEHHUE TICHXOJIOTO-MEIUKO-TIeJarOTHYeCKO KOMUCCHH C pPeKOMEHJanueil 00 o0y4yeHuH 1o
JAHHOW CHEUAIbHOCTH U HHGOpMaIueit 0 He0OOXOJUMBIX CIEIUATBHBIX YCIOBHIX 00yUeHUS.
1.5. Ocobennoctu pazpadorku AOOII

AnantupoBaHHas oOpa3oBaTeibHas IporpamMma corjlacoBaHa ¢ paboTojaareisimH,
pazpaboTaHa u yTBep)kJIeHa oOpa30BaTeNbHON OpraHu3alUeil CcaMOCTOSTEIbHO Ha OCHOBE
cootBerctBytoniero PI'OC CIIO mno cneumanbHoct CIIO 46.02.01 JlokymeHTallMOHHOE
oOecrieyeHre YIpaBICHUS W apXMBOBEJIEHUE B COOTBETCTBUU C OCOOBIMH 00pa30BaTEIbHBIMU
HOTPEOHOCTAMHM HMHBAJIMIOB M JIMI[ C OTPAaHUYEHHBIMH BO3MOXKHOCTSIMH 3J0POBBS C YYETOM
0COOEHHOCTEH UX MCUXOPU3NIECKOTO Pa3BUTHS U MHIMBUAYAIBHBIX BO3MOXKHOCTEH.

AnantupoBaHHas oOpa3oBaTeibHas IporpamMma pa3paboTaHa B OTHOLIEHMM Yy4eOHOU
rpynnel  o0y4ammuxcs ¢ pa3HbIMH  Ho3ojorusMu. [l pa3paboTku — aJanTHUpPOBAHHOU
o0pa3oBaTeNbHON IMpOrpaMMbl OBbUIM TPUBJIEYEHBI: IEJAaror-lcuxoJior, COLUAIbHBIN Ieaaror.
AnanTanus oopaszosarensHbix nporpamm CIIO IIICC3 ocymecTBiseTcs ¢ yueToM peKOMeHAAINH,
JAHHBIX 00yYarOMIMMCS 110 3aKJIIOYEHHUIO TICUX0JIOT0-MEINKO-TIe1arOrH4eCKoro KOHCUINyMa.

UucneHHOCTh  00yYalrOIIMXCS  HHBAJMAOB U OOyYalOIMXCS €  OTpaHUYEHHBIMH
BO3MOXKHOCTSIMH 3/I0pOBbsI B yU€OHOI rpyIine ycTaHaBJInuBaeTcs 70 15 uenosex.
Pa3nes 2. O01mas xapakTepucTHKa 00pa30BaTeIbHON MPOrpaMMbl
KBanuduxanus, npucBanBaeMasi BBITYCKHMKaM 00pa3oBaTenbHOM mporpammbl: CHenuamiuct mo
JOKYMEHTAITMOHHOMY 00€CIIEUeHHUI0 YIIPaBICHHUS U apXUBHOMY JIETy.
[Tonyuenue oOpa3oBaHHsl MO CHEIHAJIBHOCTH JIOMYCKAaeTCs TOJIBKO B MpodhecCHOHATbHON
00pa3zoBaTeNbHON OpraHu3aIiy WK 00pa30BaTEIbHOM OPraHU3aIliU BBICIIETO 00pa30BaHuUs.
®dopma 00yueHus: OUHasl,.



Cpok nosyueHusi 06pazoBaHus 1o 00pa3oBaTeNIbHOM MporpaMMe, peanuzyeMoi Ha 6a3e OCHOBHOTO
o0miero oOpazoBanus 1o kBanudukanuu: 2 roga 10 mecsies.

O06beM mporpamMMbl MO0 OCBOCHHMIO HPOTPAMMBI CPEIHEr0 Mpo(ecCHOHANBHOTO 00pa30BaHUS Ha
06a3e OCHOBHOro 0O0mero oOpa3oBaHMsI C OJHOBPEMEHHBIM IIOJYYEHHEM CpPEIHEro OO0IIero
oOpa3zoBanus: 4428 akageMUYECKUX YACOB.

Pa3zgen 3. XapakrepucTuka npoecCHOHAILHOM AeSITeJIbHOCTH BbIIYCKHUKA

3.1. OO6mactp mnpodecCHOHATBLHON ACATEIBPHOCTH BBITYCKHHKOB: 07 AJIMHUHUCTpPaTHUBHO-
yhpaBieH4ecKast U opucHasi 1eATeIbHOCTb.

3.2. CooTBeTCTBHE BHJAOB JCATEILHOCTH MPO(EeCcCCHOHANBHBIM MOJYJISM U MpHUCBaUBaeMON
kBannukanyu (m.1.1 ®IOC):

HaumeHnoBaHue BUIOB A€ATEIBHOCTH HaumenoBanue npodeCcCHOHATBHBIX
MOJyJIEN

1 2

Bune! nestenpHOCTH

OcyuiecTBieHue OpraHU3allMOHHOTO u | [IM.01 OcymiecTBiieHne opranu3aliMOHHOTO

JTOKYMEHTAIlMOHHOT'O o0ecrieyeHus | U JOKYMEHTAI[MOHHOTO obecrnieueHus

JEeSTEIbHOCTH OpraHu3aluu JEeSTeIbHOCTH OpraHu3aluu

Opraauzauus apXUBHOU paboThI no | [IM.02 Opranuzanusi apXuBHOH pabOTHI

JOKYMEHTaM OpraHM3alui pa3lu4HbIX (GopM | 1o JTOKYMEHTaM OpraHu3aIHii

CcOOCTBEHHOCTHU pa3muyHbIX (HOPM COOCTBEHHOCTH

OcBoenne BuAOB padbor mno oxHoi wm | [IM.03 Beimonnenue pabot no mpodeccun

HECKOJIbKUM npodeccusim pabouux, | pabouux, MODKHOCTU chyxamero 21299

JOJIKHOCTSIM CITY KaIluX Jlenonpoun3BoauTensb

Pa3nen 4. [lnannpyemblie pe3yJibTaThl 0CBOCHUsSI 00Pa30BaTEJIbHON MPOrPaMMbI
4.1. O0mme KOMIEeTeHIIHHA

KO,[[ CDOpMy.]'II/IpOBKa KOMIICTCHIIUNU 3HaHI/IH, YMCHUA
KOMIIC-
TCHIIUHN

YMmeHusi: pacrno3HaBaTh 3aady W/WIU MpoodsieMy
B NpOoPEecCHOHAIBHOM  W/WIM  COLHUAIbHOM
KOHTEKCTe;  aHaJM3UpOBaTh  3adady  W/HIU
npoOjieMy © BBIJIEIATh €€ COCTaBHBIE 4YaCTH;
OMPCACIIATEL 3TAIllbl PCIICHUA 3aJa4l; BBIABIIATL U

3¢hPEeKTUBHO UCKaThb UHpOpMaLHIO,
OK'1 BeiOupare crmocoObl pelieHus | HeOOXOAUMYIO Al pelleHMs 3aJadd  W/Wiu
3a1a4 npodecCHOHATBHON | MPOOJIEMbI;  COCTaBIATh  IUIaH  JIGHCTBHUS;

JeSITeIbHOCTH TPUMEHUTENIBHO | ONPEACTATh HEOOXOIUMBIE pPEeCcypchl; BIAAETh
K pa3JIMYHbIM KOHTCKCTaM AKTyaJIbHBIMHU METOJaMH pa6OTBI B
npodeccnoHalbHOM ¥ CMEXHBIX  cdepax;
PEAIN30BbIBATH COCTAaBJICHHBII IJIaH, OLICHUBATH

pe3yJbTaT M TOCJIEACTBUS CBOUX JEHCTBUU
(caMOCTOATENHHO UITH C TIOMOIIBI0 HACTABHUKA)

3HAHUSA: aKTyaJbHBIH MNPOPECCHOHATBHBIN U




COLIMATIbHBIA KOHTEKCT, B KOTOPOM MPUXOTUTCS
paboTaTh ¥  JKUTh; OCHOBHBIE HCTOYHUKHU
uHbOpMAMA U PECYpCHl U PEUICHUs 33134 U
pooiem B po(hecCuOHATLHOM u/vunm
COIMAILHOM KOHTEKCTE; aJITOPUTMBbI BBIITOIHEHHUS
pabor B mpodeCcCHOHATHPHOM M  CMEXHBIX
o0JacTsax; MeToibl paboThl B IpodeccHoHaIbHOM
U CMEXHBIX cdepax; CTPYKTypy IUIaHa ISt
pelieHus 3a/1a4; IMOPAJOK OILEHKH pe3yJbTaToB
pereHus 3aj1a4 npodeccuOHATBLHON
JeSITeTbHOCTH

OK 2

Hcnonb3oBaTb  COBPEMEHHBIE
CpeAcTBa IIOMCKa, aHalu3a M
UHTEepHpeTanun HH(pOopManu,
u UH(POPMaLIMOHHbIE
TEXHOJIOTUM JJIS1 BBINOJHEHUS
3a1a4 npodeccnoHaTbHOM
JeSTEIIbBHOCTH

YMeHusi: omnpeAensaTh 3amaud s TOUCKa
uHpOpMAMK;  ONpEeneNsiTh  HEOOXOIMMBIe
UCTOYHHKH uHpopmanuy; IUIAHUPOBATH
nporecc TIOUCKa; CTPYKTYPHPOBATh
HOJTy4aeMyIo UH(OPMAIIHIO; BBIJICIISITH
HanOoJiee 3HAYMMOE B IEpeYHe WH(POPMALNY;
OLICHUBATh MPAKTUIECKYIO 3HAYUMOCTb
pe3ybTaTOB MOMCKA; O(GOPMIISATH PE3YIbTATHI
TIOWCKa, IPUMEHSTh cpexacrtsa
UH(QOPMAIIMOHHBIX TEXHOJOTUH Ui pEIeHHUs
npodecCHOHaNbHBIX ~ 3aJad;  HCIOJIBb30BaTh
COBPEMEHHOE  IPOrpaMMHOE  OOECHeUYeHHE;
UCIIOJIb30BaTh pa3lInyHble NU(POBBIE CPEICTBA
JUTSL pelIeHus: TpoeCcCHOHaIbHBIX 3ajad.
3HaHUsA: HOMEHKIATypa HWH(POPMAIMOHHBIX
HCTOYHHUKOB, IPUMEHSIEMBIX B
npopEeCCHOHATBHON  JIeATENIbHOCTH;  TIPUEMBI
CTpYKTypupoBaHusi ~ MH(popmaruy;  Gopmar
odopmienus pe3yIbTaToB HIOUCKa
uHpOpMalLlUK, COBPEMEHHbIE CpEeACTBA MU
yCTpOMCTBa HMH(OpPMATU3ALMK;, TMOPSJIOK UX
OPUMEHEHUs M MpOorpaMMHOE oOecledeHHe B
poeCCHOHATILHON IEeSTETHHOCTH B TOM YHCIIE
C MCITOJIb30BAaHUEM IT(PPOBBIX CPEICTB.

OK3

[InanupoBats u
peanu3oBbIBaTh COOCTBEHHOE
npodeccnoHanbHOe u
JMYHOCTHOE pa3BuTHE,
PEeINPUHIMATEIbCKYIO

JeSITeTbHOCTD B
npodeccuonanbHoil  cdepe,
WCTOJNB30BAaTh  3HAHHS 10
(uHaHCOBOH TpaMOTHOCTH B
Pa3IUYHbIX AKHU3HEHHBIX

Yvmennsn: OTIPENIETISATh aKTYaJIbHOCTh
HOPMaTUBHO-TIPABOBOM JIOKyMEHTalluu B
npodeccnoHaNbHON  JAEITETbHOCTH; MPUMEHSTh
COBPEMEHHYID  Hay4HyI0 Tpo()eCCHOHATBHYIO
TEPMUHOJIOTHIO; OINpEAeNATh U  BBICTpauBaTh
TPaeKTOpUH MPOPECCUOHATBHOTO PAa3BUTUA U
CaMOO6pa3OBaHI/I$I; BBIABJIIATH JOCTOMHCTBA WU
HEOOCTAaTKU KOMMepquKOﬁ nacu, Hpe3eHTOBaTI)
uIeun OTKPBITUSA CcOOCTBEHHOTO nela B
npodeccnoHaNbHON  IeSTENBHOCTH; O(OPMIISAThH




CUTyalUsX. OM3HEeC-TIIaH; PAacCUUTHIBATh Pa3Mephl BHIILIAT I10
IIPOLIEHTHBIM CTaBKaM KPEIUTOBAHMSI; ONIPEAEIIATh
HMHBECTULIMOHHYIO IPUBJIEKATEILHOCTD
KOMMEPYECKUX unen B paMKax
npodeccnoHabHOM AesTeNbHOCTH; PE3EHTOBATh
Ou3HEC-UJICIO; OTIpE/IEeTISATh UCTOYHUKU
(uHaHCUpOBaHUS
3HaHMA: collep)KaHUE aKTyalbHOW HOPMATHBHO-
IIPaBOBOM JOKYMEHTALIMM; COBPEMEHHAsl Hay4yHas
U podeccroHaIbHast TEPMHHOJIOTHS; BO3MOXKHBIE
TPAaeKTOPUU MPOPECCUOHATBHOTO PpA3BUTHS U
caMmo00pa3oBaHus; OCHOBBI
MPEeANPUHUMATENECKON  ACSITETbHOCTH; OCHOBBI
(MHAaHCOBOW TPaMOTHOCTH; IMpaBUiIa Pa3pabOTKU
OU3HEC-TIJIaHOB; MOPSATIOK BBICTpaBaHUS
MIpe3eHTAINH; KPEIUTHbIE OaHKOBCKHE MPOTYKTHI
OK 4 Db dexTnBHO YMeHus1: OpraHu3oBbIBaTh pabOTy KOJUIEKTHBA U
B3aMMOJICHCTBOBATh U pabOTaTh | KOMaHAbl; B3aUMOJEHCTBOBaTHL C KOJUJIEraMu,
B KOJUJIEKTUBE U KOMaH/IE PYKOBOJICTBOM, KJIMEHTaMH B xoJie
npodeccCnOHABHOM IeATEIIBHOCTH
3HaHus: MICUXOJIOTHYECKUE OCHOBBI
NESTEIbHOCTH  KOJUIGKTHBA, IICHXOJIOTMYECKUE
OCOOCHHOCTH JIMYHOCTH; OCHOBBI IPOEKTHOM
JeSITeIbHOCTH
OK 5 OcylecTBisITh ~ YCTHYHO U | YMeHHsI: TPaMOTHO M3j1araTb CBOM MBICIU U
MUCBbMEHHYI0O KOMMYHHMKAIUIO | 0pOPMIISITH JOKYMEHTBHI MO NpPOPecCHOHANbHON
Ha TOCYJapCTBEHHOM SI3bIKE | TEMATHKE Ha TOCYJapCTBEHHOM SI3BbIKE, IPOSBIAThH
Poccuiickoit ~ ®exepanu ¢ | TOJIEPAHTHOCTH B pabOYEM KOJJICKTHUBE
Y4EeTOM 0coOeHHOCTEH | 3HAHUSA: 0COOCHHOCTH COLIMAJIBHOTO u
COLMAIBHOTO M KYJIbTYpHOTO | KYJIBTYpPHOIO KOHTEKCTa; IpaBuia O(OpMIIEHUS
KOHTEKCTa JIOKYMEHTOB M TOCTPOEHHSI YCTHBIX COOOIIEHUH
OK 6 [TposiBiATH rpaXJaHCKO- | YMEHHUAl:  ONUCHIBATh  3HAYUMOCTh  CBOEW
NaTPUOTHYECKYIO MO3ULHIO, | npogeccuu (cneyuanvrocmu); MIPUMEHSITh
JEMOHCTPUPOBaTh OCO3HAHHOE | CTAaHAAPTHI AaHTUKOPPYILIMOHHOTO MTOBEACHUS
MIOBE/ICHNE Ha OCHOBE | 3HAHMSA: CYIIHOCTb I'PaKAAHCKO-NTATPHOTUYECKON
TPaIULIMOHHBIX MO3ULUH, 00111e4eI0BEYeCKIX LIEHHOCTEH;
00I11€YeNTOBEYECKUX 1IEHHOCTEH, | 3HAYMMOCTh MPO(ECCHOHATBHON  /IeATEIbHOCTH
B TOM 4HCI€ C Y4YeTOM |0 Tpodeccud (CrenuanbHOCTH); CTaHAAPTHI
rapMOHU3ALUN AHTUKOPPYILMOHHOIO MOBEACHUS U NOCIEACTBUS
MeKHAIIMOHAIbHBIX U | €ro HapylIeHUs

MEXPEJINTUO3HBIX OTHOIICHUH,
IIPUMEHSATH CTaHJapThI
AHTUKOPPYIIIHOHHOTO

IMOBCACHUA




OK 7 ConeiicTBOBaTh ~ COXPAHEHHUIO | YMEHHsl: COOJII0JaTh HOPMBI  3KOJIOTUYECKOM
OKpy’Karolien cpenpl, | 6e3omacHOCTH; OIIpENETATh HarpaBJICHUS
pecypcocOepexeHuIo, pecypcocOepexeHus B pamKax
OPUMEHSTh 3HAHUA 00 | mpodeccuoHaNBHOIN JESATENBHOCTH 110 npogeccuu
U3MEHEHUU KJIMMAarTa, | (cneyuanbnocmu) — OCYILECTBIATH — paboTy ¢
HPUHIUIIBI OepeKIMBOro | COOII0ICHUEM IPUHIUIIOB OepeKIMBOro
IIPOM3BOJICTBA, 3¢ (GEKTUBHO | IPOM3BOJICTBA; OpPraHU30BbIBATh
JeMCTBOBaTh B YpPE3BbIYANHBIX | IPO(YECCHOHAIBHYIO JIEATEIIBHOCTE € Y4ETOM
CUTYaLUsAX 3HaHUI 00 M3MEHEHHWU KIMMATUYECKUX YCIOBUH

peruoxa.

3HaHUA: MpaBWJIa HKOJOTHUYECKOW Oe30MacHOCTH
IpU BEJCHUU TPOPECCHOHATBHON NeATeIbHOCTH;
OCHOBHBIE  PECypChbl,  3a/lcHCTBOBAaHHbIE B
npogeccuOHaIbHON JeSTEIbHOCTH; yTH
obecrieyeHuss pecypcocOepeKeHHsl; PUHIIMIIbI
OepeKIMBOTO IIPOU3BOJICTBA; OCHOBHbIE
HanpaBJIeHUs U3MEHEHUs KJIMMaTHYECKUX
YCJIIOBUI PETHOHA.

OK 8 Hcnonp3oBatk cpenctBa ¢usn- | YMeHHUs: HCII0JIb30BaTh (bU3KYIBTYpHO-
YECKOM KYJIbTYpBI JUIsl COXpaHe- | 03 OPOBUTENBHYIO ACSITEIbHOCTD /ISl YKPETIJICHUS
HUS M YKPEIUICHUs 3[I0POBbS B | 3110pOBbs, JOCTHKEHHUSI KHU3HEHHBIX u
nporecce  NMpodhecCHOHAIBHOM | MPO(dhecCHOHAIBHBIX ele; IIPUMEHSTh
NEeSITeIbHOCTH M TOAJEp’KaHMsl | pallMOHAJIbHbIE MPUEMbI JIBUrATEIbHbIX (YHKLIUN
HE00X01MMoro ypoBHs (usuye- | B npodeccuoHaIbHON NeSITebHOCTH;
CKOM ITOATOTOBJIEHHOCTH II0JIb30BAThCSA cpencTBamMu poUIaKTUKU

MIEpPEHANIPSKEHMSI, XapaKTEPHbIMH JJIs JaHHOU
CHEIHAIbHOCTH

3HaHmMsA: poiab  (QU3NYECKOW  KYNbTYpbl B
OO0IIEKYJIBTYPHOM, npo¢ecCHOHATLHOM U
COLIMAJIbHOM  Pa3BUTUM  4YEJOBEKA;  OCHOBBI
3JI0pOBOTO obpaza KHU3HU; yCJIOBHUS
poeCCUOHATILHON JEeSATEIbHOCTH U 30HBI pHCKa
(U3MYEeCKOro 3710pOBbsl ISl CHELMAIbHOCTH;

OK9 [Tonb30BaTbCs CpeacTBa NPOPUIAKTUKY MepEeHANPSKEHUS
npodecCuoHATIbHON
JOKyMEHTaluen Ha | YMeHusI: TIOHMMaTh OOMIMA CMBICT  YETKO
roCy/1apCTBEHHOM U | IPOM3HECEHHBIX BBICKA3bIBAHUM Ha W3BECTHBIE

HHOCTPAaHHOM A3bIKaX

TeMbl  (mpodeccoHanbHBIE U OBITOBBIE),
MIOHUMATh TEKCThI Ha 6a30BbIe
npodeccuoHalbHbIE  TEMBl;  y4acTBOBaTb B
Jaorax Ha 3HAKOMBbIE o0mue u

npoeCCUOHAIBHBIE TEMBI;
cebe uw o

CTPOUTHh TIPOCTHIE
BbICKa3bIBAHUS 0 CcBOEH

npodeccuoHambHOM ~ JeSTeNbHOCTH; KpaTKo

00OCHOBBIBAaTL U OOBACHITL CBOU JIEUCTBHUS




(Tekymue M IUIAHUPYEMbIE); MHCATh IPOCTHIE

CBS3HBIE  COOOIICHWS Ha  3HAKOMBIE  WIH
WHTEpECYIoMue MpodeccnoHABHBIC TEMBI

3HAHMA: TpaBWIa TOCTPOCHUS TPOCTHIX U
CIIOKHBIX TPEUIOKEHUI Ha TpOQecCHOHATHHBIC
001eynoTpeOuTeNbHBIC
(6prToBast  w  mpodeccroHambHas

J'ICKCI/IKa); JIEKCUYECKHUIU MUHHUMYM, OTHOCHI.HI/If/iCil

TEMBI, OCHOBHBIC

IJ1aroJibl

K OIKCAHUIO TPEJMETOB, CPEICTB U IPOLECCOB
npodeccCHoOHATLHON JEeSTENIHOCTH; OCOOSHHOCTH

MIPOU3HOIICHHS;
npodeccHoHaATLHON HAIIPABICHHOCTH

ImpaBujia YTCHUA TCKCTOB

4.2. llpodeccnonHanbHbIE KOMIETEHNH

Bunsl nesrenpHoctu

Ko u nHaumenoBaunue

Tloka3zarenu 0oCBOEHU KOMIIETEHIIUN

KOMIIETEHIIUU
OcyiecTBiieHue I1K1.1. IIpakTHYecKHii ONBIT:
OpPraHU3alMOHHOTO Ocy1ecTBisATh [Tonyyenne HeoOXonuMoOW HHPOPMALUU U
u npuém-nepenaqy nepefaya CaHKIMOHMPOBAHHOW HMH(OpMau
JOKYMEHTAI[MOHHOTO | YIPaBJIEHYECKOM c UCIIOJIb30BaHUEM CpeACTB
obecneyeHus uHpopMauu ¢ | U”HQOPMAIIMOHHBIX M  KOMMYHUKAIIMOHHBIX
NeSITEIbHOCTH MIOMOUIbI0  CPEICTB | TEXHOJIOTHM
OpraHu3aluu MH(OPMALIMOHHBIX U | YMeHHUS:

KOMMYHUKAIIMOHHBIX
TEXHOJIOTUH

— HCIIOJIb30BaTh CPEACTBa MH()OPMAITMOHHBIX
U KOMMYHMKAIIMOHHBIX TEXHOJOTMH  ajs
HOJY4YEHUs U nepesadu HHpopMarumy;

— BECTM M UCHOJb30BaTh B pabore 0azy
KOHTaKTOB OpPraHU3allnu;

— BECTU YYETHBIE PErMCTPaLMOHHBIE (OPMBI,
WCIIOJIb30BAaTh MX M HMH()OpPMaMOHHON
paboThl U pabOThl IO KOHTPOJIIO MCIIOIHEHUS

MIOPYYEHUH;

- yCTaHaBJIMBAaTh 51 MIOICPKUBATH
KOMMYHHMKallud B  IIPOLECCE  JIETIOBOIO
o0IeH s c IIOMOIIBIO CPEACTB

UHOOPMAIMOHHBIX M KOMMYHHUKAIIHOHHBIX
TEXHOJIOTHIA;

— CIVIaXXWBaTh KOH(MIUKTHBIE M CIOXKHBIE
CUTYyAIMH MEXJIMYHOCTHOTO B3aMMO/ICHCTBHSI;
— coOJIIOAaTh CITY>)KEOHBIN ATHUKET;

- obecrieunBaTh MH(OPMALIMOHHYIO
0€30MacHOCTh JICSITEIIBHOCTH OpTaHU3aIlNH.
3Hanun:

— HOpPMaTUBHbBIE MPABOBbIE aKThl Poccuiickon
Oenepanii B chepe HHPOPMAIMOHHBIX U
KOMMYHUKAIIMOHHBIX TEXHOJIOTHIA;




[1K1.2.
Koopaunuposats
pabory MIPUEMHOM
PYKOBOAMTENS,  30H
npueMa  Pa3InYHBIX
KaTeropui
MIOCETUTENEH
OpraHu3aIu

— CTpYKTypa oOpraHusaunuu, e€ 3agauul Hu
byHKIUY;

- npaBuia NPOBEACHUS JIeTTOBBIX
MIEPErOBOPOB;

— ATHKA JICJIOBOTO OOIICHUS;

— IpaBUJIa PEYCBOTO ITUKETA;

— TpaBWiIa TOMJEPKAHUS W Pa3BUTHS
MEKITHYHOCTHBIX OTHOILICHHIA;

— TpeOOBaHUS OXPAHBI TPY/IA.

IIpakTHYecKHi ONBIT:

Koopmaunanus paboThI IPUEMHON
PYKOBOIOMUTENS M 30H IpUEMA Pa3INYHbIX
KaTeropuil MOCETUTENEH OpraHu3annun
Ymenus:

—  BCTpeyaTrb  IIOCETUTENEH,  I0JIy4aTb
HNEpBUYHYI0 HMH(OPMAIMIO O IOCETUTEIISAX,
yCTaHaBIMBaTh  MNOPAJOK  npuéma  Juid
Pa3JIMYHBIX KATETOPHUM ITOCETUTENEH;

— BECTH YYETHBIE PETUCTPALMOHHBIC (HOPMBI
no npuéMmy mnocerureneii u  oopmiATh
IIPOITYCKa,

— BeCcTM HpuéM, Iepenady M OTIPaBKY
JIOKYMEHTOB;

- OpraHU30BBIBATH u OpOHUPOBAThH
IIEPErOBOPHBIE KOMHATBI;

— CEpBUpPOBATh YailHbIe (KO(EHHbIE) CTOJBI B
oduce;

—  TpUMEHATh B  paboTe  cpeacTBa
UHPOPMALIMOHHBIX U KOMMYHHKAIIHOHHBIX
TEXHOJIOTHIA;

— TIpUHUMATh MeEpbl 10 COXPAHEHHUIO
KOH(pUJIEHIIMATbHOH MH(pOpMAMM B  XOe
MpUEMa IOCETUTEIIEH.

3HaHuA:

— HOpMaTHBHBIE ITPAaBOBBIE aKThl Poccuiickon
@enepanii MO 3amUTe UMHGOpPMaLUU U
paboTe ¢ oOpalieHusIMH TpaXKaaH;

— CTPYKTypa OpraHu3allid U pacIpeneicHHe
GbyHKIMN MEXIY CTPYKTYPHBIMH
MO/Ipa3JIEJIEHUSMH U CIIELIUATUCTAMY;

- IpaBuJIa OpraHu3aLuu npuéma
MOCETUTEIIEH;

— DOTHUKET U OCHOBbl MEXAYHapOIHOIO
MIPOTOKOJIA;




— 3THKa JIeJIOBOr0 OOIICHHMS;

— IpaBUJIa PEYEBOTO ITHKETA.

— MpaBUJIa CEPBUPOBKH YaltHOTO (KO(EHHOTr0)
CTOJIa;

— TpeOOBaHUS OXPaHBI TPYAA.

IIK 1.3.
HaBbIKaMU

Bnanets

IUTaHUPOBaHUs pabo-
4ero BpPEMEHU
PYKOBOJIUTEIIA u

cekperaps

IIpakTr4yeckunii oNbIT:
[InanupoBanue pabouero BpEMEHU
pyKoBoIUTENS M paboyero JHs cexperaps
Ymenus:

— BbBIOMpaTh  (POPMBI
TUTAHUPOBILIUK

IUIAHUPOBAHUS U
opopMIIATH
PYKOBOJIUTEIIS U CEKPETAPS;

(opranaiizep)

—  yCTaHaBIWBaThb  IENH,  ONPEIENsTh
IPUOPUTETHOCTh U OYEPEAHOCTh BBIIOJIHEHUS
paboT u 3¢hHEKTUBHO paclpeacisTh padouee
BpeMs;

— COTJIaCOBBIBATh BCTPEYM M MEPOIPHATHS H
BHOCUTh HH(pOpPMaLHUIO B
(opranaiizep);

—  uHPOPMHPOBATH

TJTAHUPOBILIMK

pyKOBOIUTENS O
NpUOJIMKEHUU  BPEMEHM M pEryiaMeHTe
3aIlJIAHUPOBAHHBIX BCTPEY U MEPOTIPHUSATHIA;

—  BbIOWpATH
BHEIIHETO W BHYTPEHHET0 HMH()OPMUPOBAHHS

ONTHMAJBHBIE  CHOCOOBI
0 IUIAHUPYEMBIX MEPOIIPUATHUSAX;

- obecrnieunBarh MH(OPMALIMOHHYIO
0€30MaCHOCTb JeSITeTLHOCTH OPTaHU3aINHY;
pabote  cpeiacTBa
UHPOPMALIMOHHBIX ¥  KOMMYHHKAIIHOHHBIX

TEXHOJIOTUH.

- MIPHUMCHSAITH B

3Hanusn:

— HOpMaTUBHBIE IPABOBbIE aKThl Poccuiickon
Qeneparu B chepe  MHPOPMALMOHHOM
0e30I1aCHOCTH;

— CTpPYKTypa H
NeSTeTbHOCTH OpraHU3allluu;

cnenuduka OCHOBHOM
— OCHOBBI YIIPaBJICHUSI BPEMEHEM;

- npaBuja MPOBEICHUS JICTTOBBIX
NIEPErOBOPOB;
— DTHKA JICIOBOTO OOIIICHUS;

- TpeGOBaHI/I}I OXpaHbI TpyAa.

[1K1.4.
OcCyecTBISTh
MOATOTOBKY JIEJIOBBIX
MOE30K

IIpakTu4eckunii ONbIT:

Opranuzanus JIEJIOBBIX

JIPYTHX

MOE30K
PYKOBOAMTENA W COTPYAHHUKOB

OopraHu3anuvu.




PYKOBOIUTEIS U | YMeHHus:
JIPYTHX COTPYIHUKOB | — COCTABJIATH U OGOPMISTH AOKYMEHTBI JUIS
OopraHu3alu JICJIOBBIX TIO€3/0K;
— OCYILECTBIISATh TPEBEI-NMOACPKKY JI€TOBBIX
M0€3/10K;
— COTJIaCOBBIBATh C MPUHUMAIOIIEH CTOPOHOM
IPOTOKOJN IUIAHUPYEMBIX MEPONPHUATHI U
(hopMUpOBaTh MPOrpaMMy J1€JI0BOM MOE3/IKH;
— WUCTOJB30BaTh CPEICTBA MHPOPMAITMOHHBIX
U KOMMYHHUKAIIMOHHBIX TEXHOJOTUM  JJif
obecrnieueHus B3aMMO/ICHCTBHS c
PYKOBOJAMTEIIEM BO BpeMs €ro JeJOBOU
MOE3/IKH;
— ohopMIsATs OTUETHBIE JOKYMEHTHI O
JIEJIOBOM MOE3/IKe.
3HaHun:
— HOpMAaTHBHBIE MPaBOBbIe aKThl Poccuiickoii
Oenepanun B cepe opraHU3AMHU JEIOBOU
MOE3/IKH;
— TOPSIIOK MOATOTOBKH U JIOKYMEHTUPOBAHUS
JICIIOBOM ITOC3/IKH;
— MHTEpPHET-PeCcypCchl sl OCYLIECTBICHUS
TPEeBEN-TIOACPKKHU AETOBBIX TOE3/10K;
— DOTHUKET M OCHOBBI MEXIYHapOIHOIO
POTOKOIA;
— 9THKa JIeJIOBOrO OOILEHHS;
— TpeboBaHUsI OXpPaHbI TPY/a.
IIK 1.5. Bnagers | [IpakTu4eckuii onbIT:
crocobamu Opranuzanus u NoJ/IepKaHue
opraHm3anuu  pabo- | GYHKIIMOHATBEHOTO paboYero NpocTpaHCTBa.
Yero MpOCTPAHCTBA | YMeEHHS:
MPUEMHOI U | — OpraHu3oBbIBaTh pabouee MecTo B
KaOuHeTa COOTBETCTBUU C TPEOOBAHUSAMU SPTOHOMUKHU U
PYKOBOJUTEIS KYJIBTYpHI TPY/a;
— ofOecrieunBath  pabouee  MeCTO W
dbyHKIIMOHAaNBEHOE  pabodyee  MPOCTPAHCTBO
HEO0OXOTUMBIMHU cpelncTBamMu
OpPraHM3AIlMOHHON TEXHUKH, MeOenblo U

KaHICIAPCKUMU IIPUHAJICIKHOCTAMU,
— NOAACPIKUBATL CPCACTBA OpFaHI/I3aI_II/IOHHOI71
TCXHHUKU B pa6oqu COCTOSAAHHMU.

3HaHus:
- TpeOoBaHUs OXpaHbI Tpyna,
MIPOU3BOJICTBEHHOM CaHUTapuH,

MIPOTUBOINOKAPHOM 3aIUTHI;




— OCHOBBI IIPAaBWJIBHOIM OpraHu3anuu TpyJaa
METO/IbI MOBBIIIECHUS ero 3(peKTuBHOCTH;
TEXHUKU U

— BHIBl OPraHU3ALMOHHOM

MOPSAJIOK pabOTHI C HEH.

[1K1.6.
OcCylecTBISTh
pabory o
MOJITOTOBKE u
MIPOBEJICHUIO
KOH()EPEHTHBIX
MEpOTpHUATHA, 00ec-
MeYHBATh
nH(pOPMaLMOHHOE
B3aMMOJICIICTBHE DY-
KOBOJUTES c

moApasaACiICHHUsAMU H
JOJIXKHOCTHBIMH
JIMIaMH1 OpraHus3anuun

IIpakTr4yeckunii ONbIT:

Opranuzanys TOJATOTOBKM U IPOBEACHUE
KOH(EPEHTHBIX MEpONpUsTHil, obecreueHue
MH(OPMAIIMOHHOTO B3aUMOICHCTBUSA
PYKOBOAMTENS €  TOAPA3ACICHUSIMH U
JOJDKHOCT-HBIMU JTUI[AMU OpTaHU3aI1H.
Ymenus:

— OpraHu30BBIBATH IMPOLIECC MOJATOTOBKU H

IpoOBeJCHNE KOH(PEPEHTHOTO MEPONPUSITUS

WHIMBHIYaJIbHO W B cocTaBe paboueii
TpYIIIBL;

—  JOKyMEHTHUPOBAaTh  pa3HbIe  JTalbl
OpOIEeIyphl  MOATOTOBKM W TPOBEICHHUS
KOH()EPEHTHOTO MEPOIPUATHUS;

—  co0mojgaTb  3THKET U OCHOBBI
MEXIYHAPOIHOTO MPOTOKOJIA;

- OCYIIECTBIIATD coop, 00paboTKy

UH(POPMALIUU, CUCTEMATU3ALMIO 110JIy4aeMbIX
Y Mepe/laBaeMbIX JaHHbIX;

— OCYILECTBJIATh HPOBEPKY J1OCTOBEPHOCTH,
IOJIHOTHI U HENPOTHBOPEYUBOCTU JIAHHBIX,
UCKITIOUEHHE AyOIMpOBaHU HHPOPMALINH;

- MPUMEHSITh MH(}OPMaLIMOHHO-
KOMMYHHMKAI[MOHHBIE TEXHOJIOTUH.

3HanuA:

HOPMATHUBHBIE IIPaBOBBbIE aKThl Poccuiickon
®denepanun B chepe HHPOpMALIUY;

— KOMIUIEKC OpraHM3allMOHHO-TEXHUYECKUX
MEPONPUIATUHA MO MOATOTOBKE U MPOBEIEHUIO
KOH()EPEHTHBIX MEPOIIPUSTHIA;

— mpaBwia  o(QOpMIIEHHS  JOKYMEHTOB,
CO3/1aBa€MbIX B TMpoOIlecCe MOATOTOBKH H
MPOBEIEHUS] KOHPEPEHTHOTO MEPOTIPUATHS;

— DOTUKET M OCHOBBI MEXAYHapOIHOIO
MIPOTOKOJIA;

— OTHKa ACJI0BOIo O6H_ICHI/I$I;

— COCTaB  BHYTPEHHUX U  BHEIIHHUX
MH(OPMALIMOHHBIX IOTOKOB;
— CTpyKTypa OpraHh3alud W HOPSAJIOK

B3aMMOJICHCTBUS MOApa3AETICHUII;
— MeTo/ibl 00pabOTKHU U 3alUThl HHPOPMAIIH




C IPUMEHEHHEM CPEJICTB UH(POPMAIIMOHHBIX U
KOMMYHHKAITUOHHBIX TEXHOJIOTHIA;
— TpeOOBaHUS OXPAHBI TPY/IA.

IIK 1.7. Odopmisars
OpraHu3aIMOHHO-
pacropsiAuTeIbHbIC
JOKYMEHTBI "
OpTraHU30BBIBATH
paboTy ¢ HUMH, B TOM

YHUCJIC C
HCIIOJIB30BaHHUECM
ABTOMATHU3UPOBAHHBIX
CHCTEM

IIpakTr4yeckunii ONbIT:

Odopmnenue OpraHu3alMOHHO-
pacnopsAUTENbHBIX JIOKYMEHTOB u
opranusanus paboTbl C HUIMH, B TOM YHCIE C
UCIOJIb30BAHUEM ABTOMATU3HPOBAHHBIX
CUCTEM

Ymenus:

— COCTaBJIATh TPOCKTHI OPraHU3aANUOHHBIX,
pacCTOPSANTENBHBIX W WH(POPMAIMOHHO-
CIPAaBOYHBIX JIOKYMEHTOB, B TOM 4YHCIIE
JIOKYMEHTOB, coJIeprKalInX
KOH(UACHIMATBHYIO HH(pOpMaIIHIO;

- oQopMIIATH OpraHU3aIMOHHO-
pacTopsANTEIbHBIC JTOKYMECHTHI (OPUTHHAIIBI
U KOIHH);

- CKaHHUPOBATb, KOITUPOBAThH u
KOHBEPTHPOBATh JOKYMEHTHI B pa3JINYHBIC
dhopmarsr;

—  OCYHIIECTBIISAIT ~ IPOBEPKY  IPOEKTOB
JOKYMEHTOB Ha COOTBETCTBHE IpaBUJIaM
JIEJIONPOU3BO/ICTBA;

— TpPUHEMATh W TMPOBOJUTH IEPBUIHYIO
00pabOTKy BXOSIINX IOKYMEHTOB;

- MIPOBOIUTH MPEIBAPUTEILHOEC
pPacCMOTPEHHE BXOJISAIIMX ¥ BHYTPEHHUX
JTIOKYMEHTOB;

— PEeruCTpUpPOBATH BXOJMSIINE, UCXOAIINE H
BHYTPEHHUE IOKYMEHTHI;

- KOHTPOJHMPOBATh MapIIpyTU3ALUIO
JTIOKYMEHTOIIOTOKOB B OpraHH3aIuu
(cornmacoBaHme, MOIMCAHUE, YTBEpPXKICHUE,
03HAKOMJICHUE U HCIIOJTHEHUE JIOKYMEHTOB) ;
—  OCYIISCTBJIATH  CPOKOBBIH  KOHTPOJb
WCIIOJTHEHUS JIOKYMEHTOB;

— OCYIIECTBISITh TMOATOTOBKY M OTHPAaBKY
UCXOJSIINX JTOKYMEHTOB;

— COCTaBISTh OTYETHI W AHATUTHYECKHE
CIPaBKHU 00 MUCTIOJHEHUH JOKYMEHTOB;

— Bectd  WH(MOPMAIMOHHO-CIPABOYHYIO
paboTy 1o TIOKyMEHTaM;

— OCYILECTBIISITH pabOTy C OpraHU3alMOHHO-
pactopsANTEeIbHBIMH JIOKyMEHTaMH B




aBTOMAaTU3MPOBAHHBIX CUCTEMAX.
3HaHuA:

— HOpMAaTUBHBIE IIPAaBOBBIE aKThl Poccuiickon
Denepanyn B cepe AeT0NPOU3BOICTBA;
- JIOKAJIbHBIE HOPMAaTUBHBIC
PErIaMeHTHPYIOIHUE JIeATEIbHOCTh CIIYKObI
JenonpousBoActBa U €€  pabOTHHKOB,
OpraHM3aLMI0 BEACHUS JEIOIPOU3BO/CTBA;

aKThlI,

—  COBpeMEHHble  WH(POPMALMOHHBIE H

KOMMYHUKAIIMOHHBIE TEXHOJIOTHH,
MIPUMEHsIEMbIE B padoTe C IOKYMEHTAMH;

— CTpYKTypa OpraHu3aluu, pYyKOBOJCTBO
CTPYKTYpPHBIX  TOJpa3ielieHud,  o0pasiibl
HOJIUCEN JUI, UMEIOIINX MPaBO MOANUCAHUS
U YTBEPXKJICHUS TOKYMEHTOB, U OTpaHUYCHUS
30H UX OTBETCTBEHHOCTH;

— MpaBUJIa PYCCKOTO S3bIKA;

— TpeboBaHUsI OXpaHbI TPYy/a.

[IK 1.8. Odopmisats

JOKYMCHTEIL 10
JIMYHOMY COCTaBy U
OpPraHru30BLIBATH
pa60Ty C HUMH, B TOM
YHUCJIC C
HUCIIOJIB30BaHHEM
ABTOMATHU3UPOBAHHBIX
CHCTEM

IIpakTu4eckuii ONbIT:

OdopmieHre JTOKYMEHTOB
COCTaBy M OpraHusanus paboThl C HUMH, B
TOM

[0  JUYHOMY

qucie c HCII0JIb30BAHUEM
ABTOMATHU3UPOBAHHBIX CUCTEM

Ymenus:

— obecrneunBaTh COXPaAaHHOCTh MEPCOHAIBHBIX
JAHHBIX PaOOTHHUKOB;

— OpraHu30BBIBATH JOKYMEHTOOOOPOT IO
MPE/ICTAaBICHHUIO IOKYMEHTOB 110 IIEPCOHAY B
roCylapCTBEHHBIE OPTaHbI;

— OpraHu30BBIBaTh JOKYMEHTOOOOPOT IO
yUY€TY M JBUKEHUIO PaOOTHHUKOB;

— BECTH BOMHCKMI y4E€T paOOTHUKOB,;

— BeCTH yu€T pabouero BpeMeHH pabOTHUKOB,;
- 0hopMITATH OpraHU3aIMOHHO-
pacnopsAUTENbHbIE TOKYMEHTBHI MO JIUYHOMY
COCTaBY;

— BECTH pErucTpanuio, yué€T, OIepaTHUBHOE
XpaHEHUE TOKYMEHTOB 110 INYHOMY COCTAaBY;
— BECTH JOKYMEHTALUIO, TOJITBEPKIAOLIYIO
CBEACHMS O TPYIOBOM JEATEIBHOCTH U
TPYZOBOM CTa)ke pabOTHHKOB;

— (popMupOBaTh TMYHBIE JieNIa PAOOTHUKOB;

— o(opMIIATh JieNia M0 JIUYHOMY COCTaBy IJis
nepeayy B apXUB OpraHu3allnu;

— pabotaTh CO  CHEUUATH3UPOBAHHBIMU




WH(POPMALIMOHHBIMH CUCTEMaMu M 0a3amu
JMaHHBIX IO BEACHHUIO Y4€Ta W JBIKCHUIO
pabOTHUKOB.

3HaHus:

— HOpMaTUBHBIC MPaBOBbIE aKThl Poccuiickoi
®Oenepannu B chepe TPyIOBbIX OTHOIICHUI;

- JIOKaJIbHbIE HOpPMAaTUBHbIE
peraaMeHTHPYIOIINE TPYIOBbIE OTHOILICHUS;

aKThI,
- COBPEMEHHBIE nHPOPMALMOHHO-
KOMMYHMKAI[MOHHBIE TEXHOJIOTHH,
IIpUMEHsIEMblE B pabOTe € JOKYMEHTaMHU IO
JUYHOMY COCTaBY;

— CIpPYKTypa OpraHU3allMH,

CTPYKTYPHBIX NOJIpa3iesieHU;

PYKOBOJCTBO

— MpaBuWJIa JAeONPON3BO/ICTBA;
— MpaBUJIa PYCCKOTO S3bIKA;

— 9THUKa JEJI0OBOTO OOIICHUS;

— TpeboBaHUsI OXpaHbI TPY/A.

I1K1.9.
Oprann3oBbIBaTh
TEKyIlllee  XpaHCHHE
JIOKYMEHTOB,
o0paboTky gen s
ONEpPaTUBHOTO H ap-

XUBHOI'0O XpaHCHH:, B

TOM YHUCIIC C
HUCIIOJIB30BaHHUEM
ABTOMATHU3UPOBAHHBIX
CHUCTEM

IIpakTu4eckuii ONbIT:
Opranuzanus TEKYIIETO
obpaboTka

XpaHeHus

JOKYMEHTOB, aen TSt
OIIEPAaTHBHOTO U aPXUBHOTO XPAaHEHUS, B TOM
qHcie c UCIIOJIb30BAHUEM
aBTOMATH3UPOBAHHBIX CHCTEM

Ymenus:

—  pa3pabaThiBaTh  HOMCHKJIATYPY [l
OpraHH3aluH;

— TpOBEpATh MPABUIBHOCTH OGOPMIICHUS
JOKYMEHTOB W OTMETKM 00 HMX HCIOJHEHHU
nepen ux (GopMUpOBaHMEM B JENO I
TIOCJI/TYFOIIIETO XPaHEHHS;

—  (opmupoBath

IIPAaBUJIBHOC )51

Jiena,  KOHTPOJMPOBAaTh
CBOEBPEMEHHOE
pacnpeaciicHue W MOAUIMBKY AOOKYMCHTOB B
Jies1a B COOTBETCTBUU C HOMEHKJIATYPOH JIet;
— IIPOBEPATH CPOKH XpaHEHUSA HOKYMEHTOB,
COCTaBJIATh IPOTOKOJN PAOOTHI SKCIEPTHOU
KOMHUCCUM IO TOATOTOBKE JOKYMEHTOB K
nepeiadye B apXus;
— COCTaBIATh AaKT O BBIICIEHUH K
YHUUTOKEHHUIO IOKYMEHTOB, HE MOJIEKALUX
XpaHEHUIO;

— COCTaBJSITh aKT 00  YHUYTOXEHUU
JIOKYMEHTOB;

— OCYHIECTBJIATH IIOJIHOC HJIIM YaCTHYHOC




odopmIIeHHE 1€ BPEMEHHOTO0, TIOCTOSIHHOTO,
JIOJITOBPEMEHHOI'O CPOKOB XPAHEHUS,
—  COCTaBJIATh

OIIMCU JIe]l CTPYKTYPHBIX

MIOAPA3ACIICHUN IIOCTOSIHHOTO,
JI0JTOBPEMEHHOTO
nepeaayn el B apXuB OpraHu3aluy;

- IPUMEHSTh UH(pOPMAaLMOHHO-

KOMMYHUKAIIMOHHBIC TCXHOJOI'UH IIPpH pa60Te

CPOKOB XpaHCHHA  JIA

C JOKYMEHTAaMH.
3HaHuA:

— HOpMAaTUBHBIE IIPAaBOBBIE aKThl Poccuiickon
@enepanun B cepe AETONPOU3BOACTBA H
apXUBHOTO /€714,
- JIOKAJIbHBIE

HOPMAaTUBHBIC aKThI,

perjJaMeHTHpYoIIne BEJICHHE
JIEJIONPOU3BO/ICTBA U Tepeaady Jield B apXuB
OpraHH3aIy;
—  BUIBl  HOMEHKJATyp  Jel,  oOImue
TpeOOBaHUSI K HOMEHKIJIATYpe e, IMOPSI0K
paboTHI ¢ Hell;

— TopsAnoK (GopMHpOBaHUA U OPOPMIICHUS
nen, cnenuduka GopMHUPOBAHUS OTIEIbHBIX
KaTeropui Jen;

— TpaBWJIa XpaHEHHs [el, B TOM YHCIE C
JIOKYMEHTaMU OTPaHUYEHHOTO JTOCTYIIA;

— TpaBWja BBAAYM M HCIOJIB30BAHHS
JOKYMEHTOB M3 c(pOPMUPOBAaHHBIX JIEIT;

— TIOPSIIOK WCIIOJIb30BAaHHUS THITOBBIX HJIH
BEJIOMCTBEHHBIX  MEPEeYHEW  JOKYMEHTOB,
OTIpeJIeNIEHUs] CPOKOB XpaHEHMsI B Ipolecce
9KCHEPTU3bl IEHHOCTH JOKYMEHTOB;

— BUJIBI ONHKCEH J1eN1 OpraHu3aluu U MOPsIOK
paboTHI C HUMH;

- TpeOOBaHUsI OXpaHbI TPyIa.

Opraau3zanus
apXUBHOM paloOTHI MO
JIOKyMEHTaM
Opra"u3aun
pa3Nu4HBIX GOpM CcOO-
CTBEHHOCTHU

I1K2.1.
OcymiecTBISITh
KOMIUICKTOBaHHE
ApPXUBHBIMH  JeTlaMU
(IOKyMEHTaMH )
apXuBa OpraHU3aINH

IIpakTHYecKHid ONBIT:

Yyactue B KOMIUIEKTOBAHUU apXUBHBIMU
nenaMu (JIOKyMEHTaM1) apX1uBa OpraHU3aliu
Ymenus:

- paboTtath c
M0JIpa3/ieIeHUIMHU/OpraHu3alusIMu
HMCTOYHUKAMU KOMIUIEKTOBAHUS apXUBa;

— NpPUHUMATh apXUBHBIE Jiena (JOKYMEHTHI)
Ha  TOCTOSHHOE WJIH  JIOJITOBPEMEHHOE
XpaHEHHUE;

— Y4JaCTBOBAaTb B IIPOBCACHHWHN OKCIICPTHU3bI




LIEHHOCTU  pa3JIMYHbIX THUIOB U  BHJIOB
JIOKYMEHTOB B COOTBETCTBUU C BHYTPEHHUMH
pernaMeHTaMH OpraHu3aluu;

— TpUMEHATh B paboTe pPEKOMEHIAINH
JKCIIEPTHO-NIPOBEPOYHOM  KOMHUCCHUU  WIH
9KCIIEPTHON KOMHUCCHH OpraHU3aluy;

— NPUMEHATH MEPEYHU C YKa3aHHUEM CPOKOB
XpaHeHus Ael (I0KyMEHTOB);,

— c00Jr0/1aTh HOPMATHUBHBIE CPOKU XPaHEHHS
nen (JOKyMEHTOB);

— BECTU YYET HMCTOYHUKOB KOMIUIEKTOBAHMUS
apxuBa;

— HMCTIOJIb30BaTh NEPEIOBON OTECUECTBEHHBIN U
3apyOexHBIH ONBIT 10 KOMIUIEKTOBAHUIO
apxuBa JenaMu (JOKYMEHTaMH) MOCTOSTHHOTO
U JIOJITOBPEMEHHOTO XPaHEeHHUS,

- UCIIOJIb30BaTh COBpEMEHHBIE
aBTOMATH3UPOBaHHbIC, WH(MOPMAIIMOHHBIE H
TEJIEKOMMYHUKAlHOHHbIE TE€XHOJIOTHH
JOKYMEHTUPOBAHHBIX Cep AeSITeIbHOCTH
OpraHH3aIHH.

3Hanun:

— HOPMAaTHBHBIE MPaBOBbIe aKThl Poccuiickoii
Oenepanii B cepe AENOMPOU3BOACTBA U
apXUBHOTO JIeTIa;

- Hay4YHO-METO/IUYECKUE KpUTEpUHU
9KCIIEPTU3bl IIEHHOCTH pPAa3jM4YHbIX THUIIOB U
BHJIOB JIeN (TOKYMEHTOB);

— TEOPETUYECKHE M METOJAMYECKHUE ACIEKTBI
KOMILJIEKTOBAHUSI W OKCIEPTU3bl 1IEHHOCTHU
BCEX BHUJIOB JOKYMEHTOB;

— BHJBI, Pa3HOBUIHOCTH U (OpMaThl BCEX
BUJIOB IOKYMEHTOB;

- YHU(PUIIMPOBAHHYIO CUCTEMY
OpraHU3aIOHHO-PACTIOPSAUTEILHON
JIOKYMEHTAI1H;

— CTaHAapThl OPOPMIIEHUS OpPraHU3aLMOHHO-
pacnopsiANTENIbHON JOKYMEHTALINHY;

— Cc1ocoObl M TEXHOJIOTUU JOKYMEHTHUPOBAHHUS
Pa3ITUYHBIX BHJIOB npodeccuoHaIbHON
NESTENbHOCTH;

- OpraHU3allMOHHbIE TIPUHIIAIIBI
KOMILIEKTOBaHUS pi(Sh) (IIOKyMEHTOB)
OTpaHUYEHHOTO JIOCTYIIA;

— TpeboBaHUsI OXpPaHbI TPYy/a.




IIK 2.2. Bectu yuér
APXUBHBIX aen
(10KYMEHTOB), B TOM
YHuCI€ C HUCHOJIb30-
BaHUEM
aBTOMATHU3UPO-
BaHHBIX CUCTEM

IIpakTHYecKHi ONBIT:

Benenne yu€ra apxuBHBIX el (JOKYMEHTOB),
B TOM YHCIIC c HCII0Ib30BaHUEM
ABTOMATU3UPOBAHHBIX CHCTEM

YMenus:

— TIOJIb30BaThCs YYETHBIMH JOKYMEHTAMH B
paMKax  JJICKTPOHHBIX  HMH(POPMAIIMOHHBIX
CHCTEM JIOKYMEHTHPOBaHHBIX chep
JeSATEeIbHOCTH OpraHU3alllu;

—  TIONB30BaThCA  CEPTUPHUIIUPOBAHHBIMH
ABTOMATU3HPOBAHHBIMU CHCTEMaMU
JOKYMEHTHUPOBAHHBIX Ccdep ACSATeIbHOCTH
OopraHu3amyu 1o  y4€Ty, perucTpaiuu,
KOHTPOJIIO JIe] (JIOKYMEHTOB);

- [10JIb30BaThCS nH(pOpPMaIMOHHO-
CIIPaBOYHBIMU cHCTEMaMU
JOKYMEHTHUPOBAHHBIX cdep AesITeNbHOCTH
OpraHu3allNH;

— BECTHU CIIPaBOYHO-TIOMCKOBBIE CpEICTBA K
apXUBHBIM JielaM (JOKYMEHTaMm);

— BECTH Y4Y€T CTPaxoBOro (POHIA apXHUBHBIX
nen (I0KyMEHTOB);

— IPUMEHATh HOPMATHBHBIC MPABOBBIC AKTHI,
JIOKaJIbHbIC HOPMATHBHBIC aKThl OPraHU3AIUH
U METOJUYECKHe JOKYMEHTHI B 00acTu yuéra
apXUBHBIX J€J1 (IOKYMEHTOB);

— BHOCHUThH MIPEAJIOKEHUS o
COBEPIIIEHCTBOBAHUIO METOJHUYSCKOTO
oOecrieueHus yaéra Pa3HBIX BUIOB
JOKYMEHTOB B JIOKYMEHTHPOBAHHBIX cepax
JeSATEIbHOCTH OPraHU3alUU.

3Hanusn:

— HOpMaTUBHBIE IPAaBOBbIE aKThl Poccuiickon
Oenepanun B chepe ASIONMPOU3BOACTBA U
ApXUBHOTO JIETIA;

— METOIUYECKHE JTIOKYMEHTBI i
HallMOHAJbHBIE CTAHIAPTHI B 00JacTH yuéTa
JOKYMEHTOB ¥ JOKYMEHTHPOBAaHHBIX cdep
JesATEeIbHOCTH OpraHU3alllu;

- OTCUECCTBCHHBIC u 3apyOeKHbIe
cepTu(UIUPOBAHHBIE CHCTEMBI
ABTOMATU3UPOBAHHOIO Y4€Ta apXUBHBIX el
(1OKyMEHTOB);

— TpeOoBaHUS K Yy4€Ty 0c000 IIEHHBIX H
YHUKAJIbHBIX apXUBHBIX JIE] (TOKYMEHTOR);




— CpOKHM BBINOJHEHUS paboT mo yuery
ApXUBHBIX €I (IOKYMEHTOB);

- o0mume MIPUHLUIIBI yuéta u
KOMIUJIEKTOBAHHUS nen (10KYMEHTOB)
OTPaHUYEHHOTO JOCTYIIA;

— TpeOOBaHUS OXPAHbI TPY/A.

[1K2.3.
Ocy1iecTBISTh
XpaHEHUE AapXUBHBIX
Jnen (IIOKyMEHTOB) C
MOCTOSTHHBIM CPOKOM
XpaHEeHUusT W 10
JUYHOMY COCTaBy B
apX¥WBE OpraHU3aluu

IIpakTr4yeckunii ONbIT:

OcyluecTBieHHEe XpaHEHUS AapXUBHBIX M€l
(IOKYMEHTOB) C  TIOCTOSIHHBIM  CPOKOM
XpaHEHUs1 U IO JINYHOMY COCTaBy B apXuBE
OpraHu3aluu

Ymenus:

— CHUCTEMaTU3UPOBATh Jeia (JOKYMEHTHI);
pa3MmelaTh apXuBHbIE Jena (JOKYMEHThI) Ha
MecTax XpaHeHHs B  COOTBETCTBUU C
HOPMAaTUBHBIMU TpPeOOBaHUSIMH B 00JIACTH
ApXMBHOTO JI€JIa U YIPaBJICHUS T0KYMEHTAMU;
— coOnofarb  HOPMATHUBHBIE  PEKUMBI
XpaHEHUs apXUBHBIX Jel1 (JOKYMEHTOB) Ha
JIFOOBIX HOCUTEIIAX;

— IpPOBOJUTH IPOBEPKY IOJHOTHI COCTaBa
apXMBHBIX  JOKYMEHTOB B  €JUHMLAX
XpaHEeHHUS;

— TIPOBOAMTH ONHMCAHUE AaAPXUBHBIX JI€I
(1O0KyMEHTOB);

- COCTaBJISTh CIIPAaBOYHO-TIOMCKOBBIE
CPEJCTBA K apXUBHBIM JieIaM (JOKyMEHTaMm);
— BECTHU YYET M KOHTPOJIb BbIIAUU apXHUBHBIX
nen (IOKyMEHTOB) U3 apXUBOXPAHWINIIA U UX

BO3BpaTa;
— BeCTH YYET W KOHTPOJIb Tepenadyu el
(I1OKyMEHTOB) B

rOCyJapCTBEHHBII/MYHUIIMNIAIbHBIN ~ apXUB
WIM Ha MHOE BHEIIHEE XpaHEeHHue U npuéma
JIeJ1 C BHEIIHETO XPaHEHUs;

—  MpOBOAUTH  TMOJIUCTHYIO  IPOBEPKY
(hU3UIECKOTO COCTOSIHUS JIeTT (JIOKYMEHTOB);

—  pa3bICKUBaTh HEOOHAapYXKEHHbIE Jena
(TOKyMEHTHI);

- 3amuuarh HMH()OPMAIMOHHBIE PECYpPCHI
apxuBa OT HECAaHKLIMOHUPOBAHHOI'O JOCTYIIA.
3HaHus:

— HOpMaTHUBHBIE MTPAaBOBBIE aKThl Poccuiickon
Qenepanii B cdepe ATONPOU3BOACTBA U
apXUBHOTO JIeNIa;




— HOpMAaTUBHBIE IIPAaBOBbIE aKThl Poccuiickon
Qeneparun B obmactu  MH(OpMAIUH,
WH(POPMALIMOHHBIX ~ TEXHOJOTHH,  3alIUTHI
uHbOpMAlMM W TEPCOHAIBHBIX JAHHBIX,
udpoBoit Tpanchopmanuu;

— HOpMaTUBHBIC MPaBOBbIE aKThl Poccuiickoi
@enepanuu B 001acTi KOHGUICHIMATEHOCTH
uHdopmanuu;

— IpaBuja XpaHEHMs Jed (JIOKyMEHTOB) B
COOTBETCTBUM C UX TUIIAMU;

— mopsAnoK (GOpMHUPOBaHUS JOKYMEHTOB B
KOMIUICKTBI, TPYIIIbI, TUIIBL;

— TpeboBaHUs K O(POPMIICHUIO IOTOBOPOB Ha
pealii3aluio yCIyr BHEIIHETO0 XPaHEHUs el
(mOKyMEHTOB);

— CPOKH BBITIOJIHEHUS PadoT;

— TpeOOBaHUA K YCTAaHOBIEHHBIM HOpPMaM
BbIPAaOOTKY;

— TpeboBaHUsI OXpPaHbI TPY/A.

[1K2.4.
Ocy1ecTBiATh
XpaHeHue,
KOMILJIEKTOBaHUE,

y‘IéT Hn HCIIOJIB30Ba-

HUE
(TOKyMEHTOB)
BPEMEHHOTO
XpaHeHHsI

pi(SA) |

IIpakTHYecKHid ONBIT:

OOecnieueHne XpaHEHMs, KOMILJICKTOBAaHUS,
yuéTa W MCIIOJIb30BaHMs Jel (JOKYMEHTOB)
BPEMEHHOI'O XpaHEHUS

Ymenus:

— OpraHW30BBIBATh M 00ECIIEYNBATH XPAHEHHE
nen

(1OKyMEHTOB) BPEMEHHOTO XpaHEHUs
OpraHM3alii B  TPAJAULMOHHOM U B
JJIEKTPOHHOM BHJIE;

- KOHTPOJIMPOBAaTh pa3paboTKy
CTPYKTYPHBIMH IOJAPA3JEICHUSIMH OIHUCEU U
aKTOB O BBIJCIICHUN HA YHHUYTOXXEHHUE €l
(IOKyMEHTOB) BpPEMEHHOIO XpaHEHUs B
TPaJULMOHHOM H B 3JIEKTPOHHOM BHJIE;

—  (opmupoBaTh  €IMHHUII  XpAaHEHUS
JOKYMEHTOB  JUII  HMX  ITOCJIEIYIOLIErO
pa3MelleHys B apXUBe OpraHu3aluu;

- COCTaBIIATh CIIPAaBOYHO-TIOMCKOBBIE
Cpe/CTBa K apXMBHBIM JIeJIaM (JJOKYMEHTaM);
— OCYUIECTBIATh MOUCK JieNl (JOKYMEHTOB)
BPEMEHHOIO XpaHEHMs B IpOLEcCE UX
XpaHEHUsl B CTPYKTYPHBIX MOJpa3ACIEHUsIX U
apXuBe€ OpraHU3allly;

— OCYULIECTBJIATH METOAUYECKOE PYKOBOJICTBO
OopraHusanueil xpaHeHus aen (JJOKyMEHTOB) B




CTPYKTYPHBIX IOJIpa3elICHUsIX OpraHnu3alny;
— OKa3blBaThb CTPYKTYPHBIM IOAPA3JEICHUIM
[IPAaKTUYECKYI0 IOMOLIb B  OpraHU3alMU
XpaHeHus Aell (JOKyMEHTOB);

- pa3palaThIBaTh CIPaBOYHO-
uH(GOpPMaIlMOHHbBIE JTIOKYMEHTBI o
OpraHu3aIu UCIOJIb30BaHUS nen

(TOKYMEHTOB) BpPEMEHHOI'O  XpaHEHHUS B
CTPYKTYpPHBIX IOJAPA3JCIICHUAX U apXuBe
OpraHu3aIuy;

— TIPOBOJAUTH DJKCHEPTU3Y LEHHOCTU el
(1OKyMEHTOB) BPEMEHHOT'O XpaHEHHH,
nepeJaHHbIX B apXUB;

—  ONpenensiTh CPOKM  XpaHEHUs  Jeln
(IOKYyMEHTOB) BPEMEHHOTO XpaHEHHUS;

— obecrneunBarh 3aIIUTy A€l (IOKYMEHTOB)
BPEMEHHOTO XpaHEHHs B OpraHuU3alid OT
HECaHKIIMOHUPOBAHHOI'O Jnocryna Wi
YHUYTOXEHUS,

— IPOBOJUTH (HU3NYECKOE YHHUTOKCHHE JICT
(IOKYMEHTOB) BpPEMEHHOIO XpaHEHUs ¢
UCTEKIIMMH  CPOKaMH  XpaHEeHHUs  IOCIie
COTJIaCOBaHUs co CTPYKTYPHBIMH
noJipa3ieIeHUsIMU OpraHU3allHH;

—  odopMIATh YYETHBIE JOKYMEHTHI 00
YHUUYTOXKEHUU JIeN (JIOKYMEHTOB) BPEMEHHOI'O
XpaHEHUsl C HUCTEKIIMMHU CpPOKaMH XpaHEHHUS
COBMECTHO co CTPYKTYPHBIMH
MO/Ipa3IeJICHUIMU OpTaHU3aI|H.

3HanuA:

— HOpMaTUBHBIE IPABOBbIE aKThl Poccuiickon
B cdepe IeNONpOU3BOJACTBA U APXHUBHOTO
Jena;

— HOpMaTUBHBIE ITPAaBOBbIE aKThl Poccuiickon
denepanun B oOJactu 3aIUTEI
MIEPCOHANBHBIX JaHHBIX;

— HOpPMaTHBHBIE ITPAaBOBBIE aKThl Poccuiickon
®denepanuu B 006JaCTH KOH(PHUICHIIMATBHOCTH
uH(pOpMaIHH;

- METOINYECKUE JIOKYMEHTBI u
HaIlMOHAJIbHBIE  CTaHJApThl B OOJIACTH
JIEJIONPOU3BO/ICTBA U ApPXUBHOTO JIENA,;

— MeToJuKa pa3paboTku (opM YUETHBIX
JOKYMEHTOB B TpPaJUIMOHHOM M B
3JIEKTPOHHOM BU/IE;




- npaBuja CHUCTEMaTH3aIuU u
KJIacCU(UKAIUU JOKYMEHTOB;

— OCOOCHHOCTH OpTaHW3allUX XPAHCHHS e
(TOKYyMEHTOB) Ha pa3TUYHBIX HOCUTEIISX;

— KpUTEpUHU OMNpPENICICHUS LEHHOCTH JIe
(ITOKyMEHTOB) JUISl JalbHEHIIET0 XpaHCHHUsI
WJIA YHUYTOXKEHUS;

— TpeOOBaHHS K MPOLECCAM YHHUYTOKCHHS
uHpopMaIu B TPATUIIMOHHOM u
ANIEKTPOHHOM BHJIE;

— TpeOOBaHUS OXPAHBI TPY/IA.

[1K2.5.
OcCylecTBIISTh
UCIIOJIb30BaHUE
APXUBHBIX nen
(IIOKyMEHTOB), B TOM

YHUCJIC C
HUCIIOJIB30BaHHUEM
ABTOMATHU3UPOBAHHBIX
CHCTEM

IIpakTHYecKHii ONBIT:

OcylecTBieHHEe HUCHOJIB30BaHUS APXUBHBIX
nen  (DOKyMEeHTOB), B TOM  4YHCIE C
UCIIOJIb30BaHUEM aBTOMATU3HPOBAHHBIX
CUCTEM

Ymenus:

— CHCTEMAaTHU3HUPOBaTh U 0000IIATh CBEIECHUS
O COCTaBe M COACPKAHWU aPXUBHBIX JIEN
(1OKyMEHTOB);

- UCIIOJIb30BAaTh nH(OPMaLIMOHHbBIE
TEXHOJIOTHH B 00JacTU CO3JAaHMsI CIIPABOYHO-
MOMCKOBBIX CpeICTB apxuBa u
JOKYMEHTUPOBAHHBIX cdep AesITeNbHOCTH

OpraHu3aIHH;
- (dhopmMupoBaTh OCHOBHEIC u
BCIIOMOTATE/IbHBIC BUJIBI apXUBHBIX

CIIPaBOYHHMKOB B JIEKTPOHHOU (HOpME;

- IMOJITOTaBIMBATh nH(pOpMaIMOHHBIE
JOKYMEHTBl 1O 3ampocaM MOJb30BaTesen
pa3IMYHBIX KATETOPHA.

3Hanusn:

— HOpMaTUBHBIE IPABOBbIE aKThl Poccuiickon
®denepanun B chepe eT0nporu3BOICTBA;

— HOpPMaTUBHBIE ITPAaBOBBIE aKThl Poccuiickon
®denepanun B oOJactu 3aIUTEI
TePCOHAIBHBIX JTAHHBIX;

— METOAMYECKHE JOKYMEHThl B 00JacTu
WCTIONIb30BaHUS M TyOIUKAIINH apXUBHBIX T
(mOKyMEHTOB);

— cepTuUIMPOBaHHbIE MH(POPMAIMOHHO-
MTOMCKOBBIE CHCTEMBbI B 00JacTU pa3pabOTKH
HAy4YHO-CITPABOYHOIO arnmapara
JOKYMEHTUPOBAHHBIX chep ACATEIHHOCTH
OpraHu3alNu;




Beimonnenue padbot mo
npodeccun  pabodero,

JOJKHOCTH
CITy’Kalllero 21299
JenonpousBoaurens

IIK 3.1 Ilpunumars u
pErucTpupoBaTh
KOPPECIOHICHIIUIO,
HampaBJsiTh €€ B

CTPYKTYpHBIE
MIOAPAa3ACIICHHUS.

— CPOKH BBITIOJIHEHHUsI PabOT MO OpraHU3aIiH
WCIIOb30BAHUS APXUBHBIX JIE] (JIOKYMEHTOB);

- OpraHU3alMOHHbIE IIPUHLIMIIBI
HCIIOJIb30BAaHMS JIOKYMEHTOB OIPAHMYEHHOIO
JOCTYTIA;

— TpebOBaHUS K IOJIrOTOBKE aPXUBHBIX
CIPaBOK M BBIIMCOK W3  apXUBHBIX
JIOKYMEHTOB;

— TpeOOBaHUS OXPAHBI TPY/IA.
IIpakTHYecKHid ONBIT:

OCYLIECTBIICHUE 51 JOKYMEHTUPOBAHUE

onepaunﬁ o JABMIKCHHIO JOKYMCHTOM Ha

MPEANPUATUH.
YmMmenus.

MIPUHUMATh 51 PETHCTPUPOBATH
KOPPECIIOHJICHIIMIO,  HAIpaBIsATh €€ B

CTPYKTYPHBIC TIOAPA3ACIICHUS,

B COOTBETCTBUU c pe3oJironuei
PYKOBOAMTENIEH MpEAUpUITHS IEpelaBaTh
JAOKYMCHTBI Ha  HCIIOJHCHHC, Oq)OpMJ'IHTI)

PETHCTPAIIMOHHBIC KApPTOYKH WU CO37aBaTh
0aHK JTaHHBIX;

BECTM  KAPTOTEKYy  y4yeTa  IPOXOXKICHUS
JOKYMEHTAJIbHBIX MAaT€pPUAJIOB; OCYLIECTBIATh
KOHTPOJIb 3a MX HWCIOJIHEHUEM, BbIIABaTh
HE00X0/IMMBbIE CIIPaBKH o
3apErUCTPUPOBAHHBIM TJOKYMEHTaM;

3Hanusn:

HOPMAaTHBHBIE TPABOBBIC AKThI, IMOJOKEHUS,
WHCTPYKIIUH, Jpyrue PYKOBOJSIIINE
Marepuaibl M JOKYMEHTbl M0 BEACHUIO
JIETIONIPOU3BO/ICTBA HA MIPEAIIPUATHH;
OCHOBHBIE MOJOKEHUS Enunoit
rOCyJ1apCTBEHHOM CHCTEMBI
JIETIOTTPON3BO/ICTBA;

CTPYKTYPY MPEATPUITHS " ero

MOJIpa3IeIICHH;




IIK 3.2 IlepenaBath

JIOKYMEHTBI Ha
HCIIOJIHEHHE,
0hOpMIIATH
pPErUCTpaIIMOHHBIC
KapTOYKH, CO3]aBaTh
0OaHK JaHHBIX.

IIK 33 Bectu
KapTOTEKY ydaera
MPOXOXKIACHHUSI  JOKY
MEHTAJIbHBIX MaTepua
JIOB,  OCYIIECTBISTH
KOHTPOJb 32  HX
HCIIOJTHEHHEM,
BBIIABATh
HEO0OXOaIUMBIE
CIIPaBKHU o
3apETHCTPUPOBAHHBIM
JIOKyMEHTaM.

IIpakTHYeCcKHi ONBIT:
OCYILIECTBIICHUE U JOKYMEHTUPOBAHUE

onepaunﬁ o JABMIXKCHHIO JOKYMCHTOM Ha

MPEANPUITHH.
Ymvennsn:

B COOTBETCTBUHU c pe30IoNHeH
PYKOBOAMTEIICH TPEANpHUITHS TIE€pelaBaTh
I[OKyMeHTBI Ha HUCIIOJIHCHUC, Oq)OpMJISITB

PETUCTPAIIOHHBIC KApPTOYKH HIIM CO3/1aBaTh
0aHK JTaHHBIX;

BECTH  KapTOTEKy  ydeTa
JOKYMEHTAJIbHBIX MAaTEPHAIIOB; OCYIICCTBIIATh
KOHTPOJb 3a HX HCIIOJIHEHHEM, BBIIABaTh

HeO6XOI[I/IMBIe CIIpaBKH 10

IPOXOXKICHUS

3apErUCTPUPOBAHHBIM JOKYMECHTAM;
OTIPABIISATH UCIIOJIHEHHYIO TOKYMEHTAIUIO 110
ajpecaram;
3nanusa:
MOPSAOK  KOHTPOJIS 33  TPOXOXKICHUEM
CITy’)KeOHBIX JJOKYMEHTOB M MaTEPHAJIOB;

OCHOBBEI OpTraHHU3allui TPpyJda,

IIpakTu4eckunii ONbIT:
OCYILIECTBIICHUE U JOKYMEHTUPOBAaHUE
ONepalyii I0 JABMXKCHUIO JOKYMEHTOM Ha
MPEANPUATHH.

Ymenus:

BECTH y4YeT IMOJy4aeMOW M OTIPABIISIEMOU
KOPPECIIOHICHLIUHA, CHCTEMAaTU3UPOBaTh U
XPaHUTb JOKYMEHTBI TEKYILIETO apXUBA;

BECTH paboTy IO CO3JaHUI0 CIPaBOYHOTO
afnmapara IO JOKyMeHTaMm, oOecreyuBarh
yIOOHBIN U OBICTPBIN UX MOUCK;
MIOATOTAaBIMBATH W  CHAaBaTb B  apXUB
NPEANPUATHS JTOKYMEHTAJIbHbBIE MaTepHabl,
3aKOHYECHHBIE
PEruCTPallMOHHYIO KapTOTEKY

KOMIIbFOTCPHBIC OaHKuU JaHHBIX, COCTaBJIATH

ACJIOMPONU3BOJICTBOM,
Ui

OMHCH JIeNl, TIepelaBaeMbIX Ha XpaHEHUE B
apXUB;
obOecrieunBaTh  COXPAHHOCTh  TPOXOASIIEH
CITYKeOHOW TOKYMEHTAIIUH.

3HaHun:

OCHOBBI 3aKOHOAATCJIbCTBA O TPYAC,




IIpaBUJIa BHYTPEHHETO PACIIOPSIKA;
IIpaBWJIa U HOPMBI OXpaHbl TPYAA.

Pa3nen 5. Ctpykrypa o0pa3oBaTe/ibHOM NPOrpaMMbl

5.1 YueOnsrnii mnan no crenuansHoctd 46.02.01 JlokymMeHTamoHHOE 00ecIieYeHne yrpaBIeHUs
Y apXUBOBeJICHHE (IIpUIaraeTcs)

5.2 Kanennapusiii yueOHbIN Tpaduk (prtaracTcs)

5.3 Pabouas nporpaMmMa BOCIIUTaHHUS (PUJIATaeTCsl)

5.4 KaneHaapHblii TU1aH BOCITUTATEIBHOM pabOoThI (ITpHUIaracTcs)

5.5 PabGouue nporpaMMbl Y4E€OHBIX AUCIUIUTHMH U MPOGECCHOHATBHBIX MOTYJICH
Pa3nes 6. YciaoBus peasunszanun o0pa3oBaTeibHOI NPOrpaMMbl

6.1. TpeOGoBanuss K MaTepHAJbLHO-TEXHMYECKOMY o0ecrieyeHUI0 00pa3oBaTelbHOM
NPOrpaMMblI

6.1.1. CrnenuanbHple TOMEIICHHS JIOJDKHBI TMPEACTaBIATh CO0O0W ydeOHBbIE ayAUTOPUU IS
MPOBEJCHUS 3aHATUN BCEX BHJIOB, MPEIYyCMOTPEHHBIX 00pa3oBaTEIbHON MPOrpaMMOii, B TOM
YHClie TPYIIOBBIX M MHAWBUIYATbHBIX KOHCYJIbTAIMM, TEKYIIET0 KOHTPOJIS U MPOMEKYTOUHON
aTTecTallid, a TaKXe I[IOMEIeHUsl s CaMOCTOATEIbHOW U BOCHUTATENBHOM paboTHI,
MacTepCcKhe M J1abopaTOpHH, OCHAIICHHBIE OOOpPYIOBAaHUEM, TEXHUYECKUMH CpPEICTBAMU
0o0y4YeHHs U MaTepHajaMy, YIUTHIBAIOIIUMH TPEOOBAHUS MEKIYHAPOIHBIX CTaHIAPTOB.

6.1.2. MatepuajibHO-TEXHHYECKOe OCHallleHHe KAO0MHeTOB, JiadopaTopuii, MacTepCKUX M
0a3 npakTUKHU No cnenuaabHocTH 46.02.01 lokymeHTallHOHHOE 00eciedeHre YIPaBJIeHUS
U apXMBOBe/IeHHe.

OOpa3zoBarenbHas OpraHu3alus, pealu3ylollas MporpaMMmy IO CHEIHAIbHOCTH, JOJKHA
pacrioyiaraTh MaTepUaIbHO-TEXHUYECKOH 0Oa30i, oOecreuuBaromieil NMpOBEJECHUE BCEX BUIOB
JUCHUTUTMHAPHON M MEXIUCIMIUIMHAPHON MOATOTOBKH, Ja0OPAaTOPHOM, MPaKTUYECKONW PabOThI
o0yyaroImuxcsi, NMPelyCMOTPEHHBIX Y4YeOHBIM IIJJAHOM M COOTBETCTBYIOILEH JeHCTBYIOIIUM
CaHUTApHBIM U MPOTHUBOINOKAPHBIM IPaBHJIAaM U HOPMaMm B pa3pe3e BHIOPAHHBIX TPACKTOPU.
MunumanibHO HeoOxomaumbiii st peanmzanuu OOIl mepeueHb MaTepuaIbHO-TEXHUUECKOTO
o0ecrieueHns1, BKJIIOYAET B ceOsl:

6.1.2.1. OcHamenne KaOUHETOB

KaOuner o0meo0pa3oBareibHbix aucuumaud Ne 401, ocHameHHbI 000pyaOBaHUEM:
KOMILJIEKT: yueHHuecKoi mebenu — 20 IIT.; CTOJ, PeryJIMpyeMblid O BBICOTE - 3 MIT.; KOMIUIEKT
mebenu uia yautens — 1 mr.; mkadsl A7 XpaHeHus: nocoOuit — 2 mT.; yaeOHO-METOAUYECKHE U
pa3fgaTo4yHble MaTepuaibl COTJACHO TEMATHKE 3aHATHUM, IUIaKaThl; JOcCKa MenoBas — 1 mT.;
TEXHUYECKUE CPEACTBA: IKPaH MPOSKIUOHHBIN — 1 TIT.; mpoekTop — 1 mT.; KOMIBIOTEP B cOOpeE -
lmr.; mpuarep CANONI-SENSYSLBP — 6020- 1mr.; nmpoekrop Epson EB-X 11- lmir.;
OTHETYIIHUTENb- | MT.

KaOouner o0meoOpa3oBarejabHbIXx aucuunaud Ne 108, ocHameHHbI 000pyAOBaHUEM:
KOMIUIEKT ydeHuueckor MeOenu — 20 mT.; KOMIUIEKT MeOenu st ydutens — | mT.; crym,
peryaupyeMblii mo BbicoTe — 1 mmIT.; mKkadbel Ui XpaHEHUs NOcoOuil — 2 1mT.; ydyeOHOo-




METOJMYECKHEe M PAa3AaTOYHbIe MaTepualbl COTJAaCHO TEMAaTHKE 3aHSTHUM, IJIaKaThl; J0CKa
MelnoBast — 1 MIT.; TEXHUYECKHUE CPENICTBA: IKPaH MPOSKLIMOHHBINA — | MIT.; KOMIbIOTEP B cOOpe -
lmr.; mpuarep CANONI-SENSYSLBP — 6020- lmr.; npoekrop Epson EB-X 11- lmr.;
OTHETYIIUTEIND - | 1IT.

Ka6uner o0meo0pa3oBaTeibHbIX JucHuIIMH Ne 502, ocHameHHBI 000pyJIOBaHUEM:
KOMIUIEKT y4YeHHueckor MeOenu — 20 mT.; KOMIUIEKT MeOenu s ydutens — | mT.; cry,
peryiaupyeMblii 1Mo BbicoTe — | miT.; mkadbsl I8 XpaHEHHS NocoOud — 2 mT.; ydeOHo-
METOJMYECKHEe M pa3/JIaTOuHble MaTepHallbl COTJACHO TEMaTHKE 3aHSITHM, IJIaKaThl, J0CKa
MenoBas — 1 IIT.; TEXHUYECKUE CPENICTBA: SKpaH MPOEKIMOHHBIN — | 1IT.; KOMIIbIOTEp B cOope -
lmr.; mpuarep CANONI-SENSYSLBP — 6020- lmr.; npoekrop Epson EB-X 11- lmrt.;
OTHETYIIUTEND - | 1IT.

KaOuner undopmanuonnsix Texnonoruii Ne 503, ocHalieHHbIN 000py0BaHUEM:

KOMIUIEKT y4eHHYecKorl Mebenu — 20 mIT.; KOMIUIEKT MeOenu Ui yuurtens — 1 mr.; mxadsl s
XpaHeHus TocoOuit — 2 mT.; croa mucbMeHHbIi 3400%1200*750 — 1 1mT.; cTON YriioBon
(1450x1350x750) — 1mt.; kpecino Ipectrxk -20 mT.; kpecio I[IpecTmk 6€3 MOIJTOKOTHUKOB
—20 mwr.; yueOHO-METOIMYECKUE U pa3laTOYHbIe MaTEpUasbl COTJIACHO TEMAaTHKE 3aHSATHUH,
ITaKaThl; JOCKa MenoBas — 1 IIT.; SKpaH MPOEKIMOHHBIA — | IIT.; TEXHUYECKHE CpelCTBa:
kommbioTep B coope -12 mt.; mpuarep CANONI-SENSYSLBP — 6020- 1mr.; mpoextop Epson
EMP-X5 - 1mr.; naymauku SVEN AP-880 — 20 mT.; orHeTymmTens - 1 mrT.

Ka6uner o0meodpa3zoBarenbHbIX Aucuuniaud Ne 408, ocHaiieHHbIH 000pyI0BaHUEM:
KOMIUICKT ydeHU4ecKor MeOemn — 20 1IT.; KOMITIEKT MeOeu s yautenst — | mT.; mkadbl as
XpaHeHuss mocoOuil — 2 mT.; yueOHO-METOIMYECKHE W pa3aTOYHbIE MaTepUalbl COTJIACHO
TEMaTHKE 3aHSITHUH, IJIaKaThl, KpaH MPOEKIHOHHBIM — 1 mT.; mocka MmenoBas — 1 T
TeXHUYECKUE cpeacTBa: koMmbioTep B coope -1mT.; mpuaTrep CANONI-SENSYSLBP — 6020-
lurt.; mpoektop Epson EB-X 11- 1mir.; oruerymuTens - 1 mr.

Kaouner ungopmanuonnbix Texnonoruii Ne 403, ocHaiieHHbIH 000pyJ0BaHUEM:

KOMIUIEKT MeOenu g yuutens — 1 mr.; mkagsl g XpaHeHus nocoOuid — 2 ImT.; JOCKa
MenoBas — 1 IIT.; 2KpaH MNPOEKIUMOHHBII — 1 1mT.; pabodyee MecTO € MEpPCOHATbHBIM
KOMITbIOTEpOM-20 TIIT.; CTON OBaIbHBIA -1mIT.; HOX pe3ak-lmrT.; cremaep-lmT.; ydeOHO-
METOJMYECKHME M pa3JaTOYHble MaTepuajbl COTJaCHO TeMaTHKe 3aHATUM, IUIaKaThl;
orHerymuTens — lmT.; TexHuyeckue cpenacrsa odyuenus: MOY KONICA MINOLTA-1mr.;
MyJIbTUMeAUHHBIN poekTop Epson EB-S92-1mt.;

xonoHku Sven H 478; Be6-kamepa SONY DCR - SX45E silver-2mr.; poroanmapar NIKONS
3100 SILVER-lmr.; ckanep-lmr.; namuHarop-lmr.; Opomrtoparop-lmr.; TepMomnpecc
koMOuHupoBanublii Bulros k-8- 1mr.; xommyratop TP-LINKTL-SF1008D 8-port- lmit.; 3D-
npuHTtep-lmr.; 3apsanoe ycrpoictBo;, USBFlashDrive 32 GBVerbatim; USBFlashDrive
64GBIntenso - lr.; mporpammser: CoreDRAWX4, MSOffice- 1.

Kab6uner cagoBo-napkoBoro xo3siiicrea Ne 509, ocHameHHBINH 000pyI0BaHUEM:

KOMIUIEKT yueHHuecko mebenn — 20 MIT.; KOMIUIEKT MeOenu Juis ydurtens — 1 ImT.; cTod,
peryiaupyeMblii mo BbicoTe - 1 mT.; mkadpsl s XpaHeHHs mnocoOuit — 2 mT.; ydeOHo-
METOJMYECKHE M pa3JaTOYHble MaTepHuajbl COIVIACHO TEMAaTUKE 3aHATUH, IJIaKaThl; KpaH
NPOEKIIMOHHBIN — | MIT.; JO0CKa MenoBas — 1 IIT.; TEXHUYECKHE CPEeJICTBA: KOMITBIOTEP B cOope -1
mt.; npuatep CANONI-SENSYSLBP — 6020- lmrt.; npoektop Epson EB-X 11- lmr.;
OTHETYIIMUTENb - | T.



JlabopaTopusi caoBO-IapKOBOIro X03s1iicTBa, kKaduHeT Ne 500, ocHameHHass 000PyI0BaHUEM:
creHn (B mabopaTtopuio)-lmrt.; cton jmabopaTopHblii-1uT.; ropmok kBaapaTHbd 1,51-10mT.;
ropuok kBaapatHbliid 31-10mrT.; rpadbmu 23 3y0. ¢ yepeHKoM-20mIT.; KyJIbTUBATOP -31IT.; JIeHKa
mractMaccoBasg10m-5mr.; jmomara mTeIKoBasg-10mT.; merenka-10mT.; MOTBIra-5mIT.; Hacaaka
pacIbUIUTENb-21IT.; HOX MPUBUBOYHBIN -l1IIT.; HOX CaIOBBIN-11IT.; HOXKHUIIBI-3IIT.; HOXKHHUIIbI
CaJl0B-31IT.; ONPBICKUBATEIb 8J1.-2IIT.; OYKH 3AIIUTHBIC -SIIT.; PBIXJUTEIb-MOTHDKKA-11IT.;
CEKaTOp CaJOBBIN-11IIT.; OTHETYIIUTEb- | TIIT.

KaGuner ocHOB 0e301acHOCTH Ku3HeAeATeJbHOCTH Ne 507, ocHaleHHbIH 000pyI0BaHUEM:
KOMIUIEKT Y4YeHHYecKor wmeOenmun -20 1mT.; KOMIUIGKT MeOenw mpernojaBaTens -
lmT.;uHTepaKTUBHAs ToCKa— 1 mT.; yueonbie MakeTsl o OBXK—21mmT.; nocka n/mapkepos 100x150,
MeTall., SManupoB-lmT.; 3kpan Limh 152 * 203-1mr.; mkad yrinoBoi 854Mmioy-1lmrT.; cro,
peryiaupyeMbiii 0 BbICOTE-41IT; yueOHO-METOJIMYECKUE U Pa3JaTOUYHbIE MaTepHAIbl COIJIACHO
TEMAaTUKE 3aHATHH, IJIAKaThI;IPOTHBOra3-1IIT., TEXHUYECKHEe cpeacTBa: kommbtorep " Diron"-
lmt.; mpoekTop Epson EB-X24-1mT.

Ka0Ouner ananTuBHoM Gu3NyecKoii KyJbTypbl, OCHAILIEHHBIH 000pYI0BaHUEM:
OMOKMHETUYECKUH TpeHAXEP A pa3pabOTKHU U YKPETUIEHUS! CIIMHBI M IO3BOHOYHUKA -1 IIT.;

Benorpenaxkep  KettlerGolf C4 /  7689-400 wepnbiit — 1 T, TpeHaxep
BHGIlobalGymPlusG152X — 1 mr.; tpenaxep KettlerMultigymPlus 1042-100 — 1 mrt.;
awmncoun  KettlerOptina 100 — 1 mT.; OeroBas  JOpOXKKa  JIIEKTPUYECKAsI
NovaMotorizedTreadmill — 1 wr.; BuGpomardopma — 1 mit.; TpeHaxep sl paCTSHKKH CITUHBI —

1 mT.; Bemocumea 3-X KoiecHsld — 1mT.; rpedHON TpeHaxep — 1 mt.; M4 GyTOONBHBIN — 5 IT;
.Ms14 6aCKeTOOJIbHBIA — 5 IIT.;MAY BOJICHOOIBHBIN — 5 IIT.; pakeTKa [yl HACTOJILHOTO TEHHUCA —
3 KOMIUJIEKTa;CTOJl TEHHUCHbIH — 1 IIT.; pakeTka A OOJbIIOr0 TEHHHCAa- 3 KOMIUIEKTA;
ckakajka — 10 mrT.; mamky — 5 KOMIIEKTOB; OCKA IIaxMaTHasl - 5 KOMIUIEKTOB.

CnopTuBHas II0IAKA, OCHALLICHHAs 000pYy/JOBAHUEM:

YIUYHBIA TPEHAKEPHBIA KOMIUIEKC IJIsi WHBAIMIOB — KOJSICOYHMKOB — | INT.; cTON Aus
apMpECTIIMHTIA - | IIT.; BEJIOANENTUYECKUI TpeHaxkep — 1 mT.

Kaouner Ne107 KaOuHeT KOMIIbIOTEPHBIX T€XHOJIOTHI, OCHAIIEHHBIN 000pYy/JOBaHUEM

KOMIUIEKT y4EeHMYECKOH MeOenH ¢ MepCOHAIbHBIM KOMIbIOTEpOM—20 MIT., KOMIUIEKT Mebenu
JUISL yYUTENS C MEePCOHAIbHBIM KOMIbIOTEpPOM— | IIT., mKadbl A1 XpaHEHNU N0coOui — 2 mT.,
uHTepakThBHasA aocka Hitachi FX-77WD - 1mrt., skpan npoekiuoHHbI — 1 mT., mpoektop — 1
IIT., OBAIbHEIN cTo —1 mT., HaymHukn SVEN AP-880-20 mir., kononku 2,0 SVEN 314 (2x2W)
wiactuk USB-20 mT., KonmupoBaibHBIA anmapar, ¢(akCUMWIbHBINA anmapar, mMuHu ATC,
MHOTO(QYHKIIMOHAIbHOE YCTpoicTBO MDYV (mpuHTEp, CKaHEp, KOMUPOBaJIbHbIE CPEJCTBA CBSI3N),
OyMaroyHMYTOXUTEIb U Oymarope3arelibHO€ YCTPOMCTBO, JIaMHHATOp, OpOIIOpaTop,
KOHBEPTOBCKpBIBATENb, KAHLEISPCKUE NedaTh (OTTUCK IeYaTd) M LTammbl Ui o0paboTKu
JOKYMEHTOB (OTMETKa O IIOCTYIJIeHHH, OTMETKa O KOHTpOJIe), Mayas KaHLEIspus I
KOJIMYECTBY OOYYalOIIMXCA B COOTBETCTBUM C HMHQPPACTPYKTYPHBIM JIMCTOM, Y4eOHO-
METOJUYECKME M pa3JaTOYHble MaTepHalbl COTJACHO TEMAaTHUKE 3aHATHH, IUIAKaThl;
OTHETYIIUTENb- | IIIT.

JlabopaTopusi KOMNbIOTEPHOI 00pPadOTKHU JOKYMEHTOB, kKaduHeT NeS04, ocHameHHas
000py/OBaHUEM: KOMIUIEKT YYEHHYECKON MeOenu ¢ MepCOHAIbHBIM KOMIbIOTEpOM—20 IIT. C
YCTQHOBJICHHBIM TMPOTPaMMHBIM 0OO€CIeueHHEeM: OIEepallMOHHas CHCTeMa, AaHTUBUPYCHas
nporpaMma, TeKCTOBBIN, TabnuuHblil penakrop, CYB/], mporpaMma aiist co3aaHus Mpe3eHTaui,
KONMPOBAJIbHBIN ammapar, (akcuMuibHbli anmapaT, MUHH ATC, MHOroyHKIMOHaIbHOE
ycrpoiictBo MDY (npuHTEp, CKaHEep, KOMUPOBAIbHBIE CPEJCTBA CBA3M), OyMaroyHU4YTOXUTENb
u OymaropesaTellbHOE yCTPOWCTBO, JIaMHUHATOp, OpOIIIOpaTop, KOHBEPTOBCKPHIBATEIb,



KaHIICJISIPCKUE TeYaTh (OTTUCK TeYaTH) M ITaMIbl s 00paOOTKH TOKYMEHTOB (OTMETKa O
MOCTYIUIGHUH, OTMETKAa O KOHTpPOJE), Mallas KaHUESIpUs 1O KOJWYECTBY OOyYarommxcs B
COOTBETCTBUU C MH(PPACTPYKTYpHBIM JIUCTOM. [lepcoHanbHbIN MH(DOPMAIMOHHBIA MEHEDKEp C
GYHKIUSAMHU TOYTOBOTO KiMeHTa W Groupware, apXWBaTOpbI, MPOTPAMMBI CKaHUPOBAHUS,
KOHBEPTHPOBaHUS (aiyioB, C JOCTYIIOM B TJIOOANBHYI CETh HHTEPHET, B JIOKAJIBHYIO CETh
y4eOHOTO 3aBEJICHHUS, B CIIPABOYHO-TIPABOBYIO CUCTEMY H DJIEKTPOHHO-OUOIMOTEYHYIO CHCTEMY,
KOMIUIEKT MEOCIH ISl YYUTENS C MEPCOHATBHBIM KOMIIBIOTEpOM— | T, HHTEPAKTUBHAS JJOCKa
Hitachi FX-77WD - lurr., skpaH npoeKnuoHHbIi — 1 mit., mpoektop — 1 mT., Haymauka SVEN
AP-880-20 mt., komonku 2,0 SVEN 314 (2x2W) mnactuk USB-20 miT., yueOHO-METOIUYECKHE
Y pa3/IaTOYHbIC MaTEPHUAIbI COTIIACHO TEMATHUKE 3aHATHH, IJIAKAThI; OTHETYIIUTENb- | IIIT.

6.1.2.2. OcHaleHne NMOMeNIeHUI, 32/1elICTBOBAHHBIX NMPU OPraHU3ANUH CAMOCTOSTEIbHOM
H BOCIIMTATEJIbHOH PadoThI.

Kaouner «bu6amnorexka, YuTAJIbHBINA 321 ¢ BBIX0JI0M B HHTEPHET)», OCHAIIIEHHBbII:

- obopynoBaHueM: pabodee MecTO OMOIMOTEKaps, CTEIaXH OUOIMOTEUHBIE Ui XpaHEHUS,
CTeJUTaXH OMOIMOTEUHBIC IEMOHCTPALMOHHBIC, pa00YHe CTOJBI U CTYIbS JUI 00yYarOIIUXCsl.

- TEXHHUYECKUMH CpPEACTBaMH: IEPCOHAIBHBIN KOMIbIOTEp (pabodee MecTo OmOIMOTEKApS),
NEPCOHAIbHBIE KOMIBIOTEPHI [UIsl O0YUYaIOLUXCsl, IPUHTEP, CKaHEp, IPOEKTOpP, UHTEPAKTUBHAS
IIPUCTaBKa K JOCKE WIM MHTEPAKTHBHAs JOCKa, KOMUPOBAIBHBIN annapar win MOV, nocryn k
cetu Internet, TOCTYI K 3JIEKTPOHHBIM OUOTMOTEYHBIM CUCTEMAM.

AKTOBBIH 3.

6.1.2.3. OcHaienue 6a3 NpPaKkTUK

Peanuzamust oOpa3zoBaTenbHONW MporpamMmbl MpeAnojiaraeT o0sS3aTelnbHYl0 y4eOHYI0 U
IIPOU3BOJCTBEHHYIO IPAKTHUKY.

Y4eOHas TpaKkTHKa pean3yeTcss B MPOPECCHOHATBHOW 00pa3oBaTeNbHOM OpraHW3alud U
TpeOyeT Haauuusi 00OpYAOBaHMS, WHCTPYMEHTOB, PACXOJHBIX MaTE€pPHaOB, 00ECIICUHBAIOLINX
BBITMIOJTHEHHE BCEX BUAOB pabOT, ONpEAENEHHBIX COAEpKaHUEM Mporpamm MpodeccunoHaTIbHbIX
MOJYJIEH.

[Tpon3BojaCTBEHHAass  MpPaKTUKAa  peaju3yercss B OpraHuzanusx Jioboro  mpoduis,
o0ecrneynBaOIUX  JEATEIBHOCTh  OOydarommxcs B NpodeccHoHanbHOM — obnactu
a/IMUHUCTPATUBHO-YIPaBICHYECKON 1 O(UCHOH eATETbHOCTH.

OO6opynoBaHue  NpeanpUATHH U TEXHOJOTMUYECKOe  OCHalleHHe  pabouumx  MecT
MIPOU3BOJICTBEHHOW MPAKTUKU JIOJDKHO COOTBETCTBOBATH COJAEPKAHUIO MPO(EeCCHOHATBHON
JEeSTENIbHOCTH W J1aTh BO3MOXKHOCTH OOydarolleMycsi OBJafeTh Npo(hecCHOHATbHBIMU
KOMIETEHIIMSIMM TI0 BCEM BHUJAM JAESTEIbHOCTH, MPEAYyCMOTPEHHBIMU MPOrpaMMOi, C
HCIIOJIb30BAaHUEM COBPEMEHHBIX TEXHOJOTUM, MATEPHAIIOB U 000PYIOBaHMUS.

3aKJIIOYEHBl JIOTOBOPBI O COTPYJHUYECTBE [UIsl TPOBEACHUSA MPAKTUK CTYIEHTOB CO
CJIEYIOIIMMHU OpraHU3aLUsIMU:

- VYnpaiaeHue JnenaMu (apXuBHas JEATEIBHOCTb) aaMuHHUCTpauuud COBETCKOro
ropojckoro okpyra Kamununrpanackoit obmactu — VYILO1 VYwuebnas mnpaktuka; II11.01
[TpousBonacTBenHas npaktuka; YI1.02 Yuebnas npaktuka; [111.02 ITpon3BoacTBeHHas MpaKTHKA.
OcHaleHre: nepcoHaIbHBIN KOMIbIOTEP — 2IIT., MHOTO(YHKIIMOHAIBHOE YCTPOIMCTBO — 2 MIT.,
HOYTOyK — 10 mT., MOKyMEeHTH Ha OyMaxHbIX HocuTelsix — 30693 kom.emxpaH, B T.4.:
ymnpaBieHdeckne — 8459 koj.emXpaH, IO JIMYHOMY cocTaBy — 22234 KOJL.ed.XpaH;
ayMOBU3yallbHbIE JIOKYMEHTbl Ha TPaJWLUOHHBIX HocuTenssx — 106, JOKyMeHTHI Ha
AIIEKTPOHHBIX HOCUTENAX — 112 Kom.em.XxpaH.



- ApXUBHBIA OTAEN aAMUHUCTPAIIMM MYHUIMNAIBHOTO 00pa3oBaHus «ClIaBCKUM
MyHUIUNaNbHBIA okpyr Kamumaunrpaackoit oOmactu - YIILO1 VYuebnas mnpaxtuka; III1.01
[TpousBonacTBenHas npaktuka; Y11.02 Yuebnas npakruka; [111.02 IIpon3BoacTBeHHAs TPAKTHKA.
OcHaiuenue: MHOTO()YHKIIHOHAIIEHOE YCTPOUCTBO KYOCERA KM -1635,
MHoroyHkuoHansHoe yctpoiictBo HP LJ Pro MFPM130A, nepcoHaqbHBIH KOMIIBIOTED,
00opyoBaHue AJIsl TEXHUYECKOM 00paOOTKH apXHUBHBIX JOKYMEHTOB.

- MynununanbHoe  OrOJKeTHOE — yupexjaeHue KyiabTypel  «lleHTpanmu3zoBaHHas
oubmoteynas cucrema CoBeTckoro ropojckoro okpyra — YI1.01 Yuebnas npaktuka; ITI1.01
ITpousBoacTeenHas npaktuka; YI1.03 Yuebnas npakrtuka; [111.03 [Ipon3BoacTBeHHAs MpaKTHKA.
Ocnamenue: LlentpanbHas ropojackas oubmmoreka uMm. M. S. Pyrmana: komnbrotepoB — 18mir.,
OPUHTEPOB — 9 MIT., OPOIIIOPOBOYHBIN CTaHOK — | MmMT., ayanocucrtemMa — | MIT., TPOEKTOPHI — 2
IT., JOCTYIl B UHTEPHET.

LlenTpanbHas TOPOJCKasl JETCKO-IOHOIIECKass OMOIMOTEKa: KOMIIBIOTEPOB — 36IIIT., IPUHTEPOB —
10mT., OpomnmropoBOUYHBI cTaHOK — | mT., JamuHatop — 1 miT., ayauocucrtema — 1 miT.,
MPOEKTOPHI — 4 MIT., JOCTYI B UHTEPHET.

6.1.3. lonyckaercst 3aMeHa 000PY/10BaHMS €0 BUPTYAJbHbIMU AaHAJIOTAMH.

6.2. TpeGoBanus K yueOHO-MeTOANYECKOMY 00ecredeHNI0 00pa30BaTeIbHOH IPOrPaMMBbI

6.2.1. bubnunoreunsiii GoHA 00pa3zoBaTENbHON OpPraHU3AMH JOJDKEH OBITh YKOMIUJIEKTOBAH
MEYAaTHBIMH U3JIAaHUSMU U (UJIM) SJIEKTPOHHBIMU U3JIaHUSIMU 10 KaKIO0W AUCHUIUINHE (MOIYJIIO)
u3 pacueta He MeHee 0,25 sK3eMIuIsipa KaXI0To U3 U3JaHHii, yKa3aHHBIX B pa00OUUX Mporpammax
JTUCHUTUTMH (MOJTyJIei) B KayecTBE OCHOBHOM JINTEPATYpHl, HA OJHOTO O0YYArOIIErocs U3 Yncia
JIUI, OTHOBPEMEHHO OCBAMBAIOIINX COOTBETCTBYIONIYIO TUCIUILIUHY (MOYJIb).

B cayyae Hanmuumsi SJ€KTPOHHOM HMH(MOPMAIMOHHO-00Pa30BAaTEIbHON CpEAbl JIOMYCKAeTCs
3aMEHa MeYaTHOro OMOJIMOTEeYHOro ()OHJA MPEIOCTaBIEHUEM IIPaBa OJHOBPEMEHHOIO JIOCTYIa
HE MeHee 25 MpoLeHTOB 00y4Jarmuxcs K HudpoBoil (3MEKTPOHHOI) OUOIHOTEKE. DIEKTPOHHBIIH
pecypc undpoBoit oopasoBarenbHON cpensl yupexaeHus «PROFo6pazoBanue».

OOyuarommmcs J0HKeH OBITh 00eCTieYeH OCTYM (YIaJICHHBIA JOCTYI), B TOM YHCJIE B CIIydae
NPUMEHEHHS DJIEKTPOHHOTO OOydYeHUs, AMCTAHIIMOHHBIX O00pa30BaTENbHBIX TEXHOJOTHH, K
COBPEMEHHBIM TPO(EeCCHOHANLHEIM 0a3aM JIaHHBIX ¥ WH()OPMAIMOHHBIM  CIIPABOYHBIM
CHUCTEMAaM, COCTaB KOTOPBIX OMpeJeNsercs B padoyux mporpamMmax JUCHUIUIMH (Monynied) u
MO/JIKUT OOHOBJIEHHIO (TIpu HeoOxomumocTH). (OOpas3oBaTenbHas TMporpaMma JIOJDKHA
obOecrieunBaThcsl y4eOHO-METOIUYECKONW JIOKYMEHTAallMeld MO BCeM Y4YeOHBIM TUCIUILUIMHAM
(Momymsim).

6.2.2. O6yyarorniyiecss UHBAIH/IBI U JTUIA C OTPAHUYCHHBIMH BO3MOXKHOCTSIMH 3/I0POBBS TOJKHBI
ObITh  OOecreyeHbl TMEYaTHBIMU U (WJIM) DJIEKTPOHHBIMH  yYEOHBIMU  W3JIaHUSIMH,
a/IaTITUPOBAHHBIMH TTPU HEOOXOIMMOCTH TSl O0YUEHHsI YKa3aHHBIX 00YUJaIOIIHXCSl.

6.2.3. TlepeueHp HEOOXOIUMOTO KOMILJIEKTA JIMIEH3MOHHOTO UM CBOOOJHO PacHpOCTPaHsSEMOro
IPOTrPaMMHOT0 00ecrieueH sl, B TOM YHCJIe OT€YECTBEHHOIO MPOU3BO/ICTBA.

N | HaumenoBanue  Juuen3uonHoro u | Kox wu HammenoBanme | KosmuecTBo
/11 | ¢cBOGOIHO PACIPOCTPAHSIEMOI0 | y4eOHOMH AUCHHILIMHBI
NPOrpaMMHOro olecrne4eHusi, B TOM | (MoayJist)

4YHc/Ie 0Te4eCTBEHHOI0 NPOU3BOACTBA

1 | «MoitOduc ObpazoBanue» wiu ero | [IM. 01 Opranuzamnus no- | [To konuuecTBy
anaJjior (LinuxUbuntu) KYMEHTAIIHOHHOTO pabounx MecT
o0OecrieyeHnsl  ynpaBJe€HUs




u (hYHKIIMOHUPOBAHUS
OpraHu3aIuy,

OIL05 WadopmanroHHbIE
u KOMMYHHKAITHOHHBIC
TEXHOJIOTUU

«MoiiO¢uc Ilouta» wunm ero aHajgor
(MSOutLoockExpress)

IIM. 01 Opranuzauust no-
KYMEHTALMOHHOTO
o0ecrieyeHHs  yNpaBlICHUS
" (bYHKIIMOHHPOBAHUS
OpraHu3aIu,

OIL05 WudopmanroHHbIE
u KOMMYHHKAIIHOHHbIE
TEXHOJIOTUH

[Io xommuecTBy
pabouux MecT

Buneopenaktop Movavi nin ero anajaor

IIM. 01 Opranuzauust no-
KyMEHTAI[HIOHHOT'O
o0ecrieyeHHs  yNpaBlICHUS
U (YHKIIMOHUPOBAHUS
OpraHu3anuu,

OIL.05 HWudopmanuoHHsie
u KOMMYHHKAIIHOHHBIE
TEXHOJIOTUU

[Io xommuecTBy
pabouux MecT

1C:Ilpeampusitue 8.  Kondurypanus
«lokymenroobopor I[IPOD» wumm ero
aHaJIoT.

IIM. 01 Opranuzanus
JIOKYMEHTAIUOHHOTO
oOecrieyeHusl  yIpaBJeHUs
U (YHKIIMOHUPOBAHUS
opranmzamuu, [IM. 02
OpraHuzanusi ~ apXUBHOM
paboThl MO JOKyMEHTaM
OpraHu3aluii  pa3IUYHBIX
bopm COOCTBEHHOCTH,
OIL.05 HudopmannoHHsle
" KOMMYHHKAIIHOHHBIE
TEXHOJIOTUU

[Io xommuecTBy
pabouyux mMecT

Effectorsaver wiu ero anaJjor

IIM. 01 Opranuzanus
JIOKYMEHTAIUOHHOTO
oOernevyeHust ynpaBieHUsT U
(bYHKIIMOHUPOBAHUS
opranmzaruu, [IM. 02
Opranuzanusi ~ apXUBHOM
paboTel MO JOKYMEHTaM
OpraHu3aluil  pa3IUYHBIX
bopm COOCTBEHHOCTH,
OI1.07 KomnrerorepHas
00paboTKa  JOKY-MEHTOB,
OIL.05 UHu-popmannoHHbIE
" KOMMYHHKAIIHOHHBIE
TEXHOJIOTUU

[Io xommuecTBy
pabounx MecT

Microsoft Office Professional Plus 2016

IIM. 01 Opranuzanus
JOKYMEHTAIUOHHOTO

oOecrieueHus yNpaBIeHUS
u (YHKIIMOHUPOBAHUS
OpraHu3aluy, OI1.07

Hudpst




KommprorepHass o6paboTka
JIOKYMEHTOB, OI1.05
WNudopmanroHHbIe u
KOMMYHHKAITHOHHBIC
TEXHOJIOTUU

Microsoft Office Standard 2016

IIM. 01 Opranuzanus
JIOKYMEHTAIUOHHOTO
o0ecrieyeHHs  yNpaBlICHUS
" (GYHKIIMOHUPOBAHUS
OpraHu3aluy, OI1.07
KommprorepHas o6paboTka
JIOKYMEHTOB, OI1.05
HNudopmannoHHbIe "
KOMMYHHKAIIHOHHBIE
TEXHOJIOTUU

Hudpet

Windows 10

IIM. 01 Opranuzanus
JOKYMEHTAIlMOHHOTO
oOecrieyeHusl  yIpaBJIeHUs
u (YHKIIMOHUPOBAHUS
OpraHu3aIy, OI1.07
KowmmprorepHas o0paboTka
JIOKYMEHTOB, OI1.05
HNudopmanmonubie u
KOMMYHHKAITHOHHBIC
TEXHOJIOTUU

[Io xommuecTBy
pabouyux mMecT

10

EndpointSecurity10

IIM. 01 Opranuzanus
JIOKYMEHTAIUOHHOTO
oOecrieyeHusl  yIpaBJIeHUs
U (GYHKLIIMOHUPOBAHHUS
OpraHu3aIy, OI1.07
KomnbrotepHas obpaboTka
JIOKYMEHTOB, OI1.05
WNHudopmannoHHble u
KOMMYHHUKAIIHOHHBIE
TEXHOJIOTUU

[Io xommuecTBy
pabouyux mMecT

11

D0C CO/I Jlemo miaum ero aHaior

IIM. 01 Opranuzanus
JIOKYMEHTAIUOHHOTO
oOecrieyeHusl  yIpaBleHUs
U (GYHKIIMOHUPOBAHUS
OpraHu3aIyy, OI1.05
WNHudopmannoHHble u
KOMMYHHUKAI[HOHHBIE
TEXHOJIOTUU

[Io xommuecTBy
pabouux mect

12

CIIC Koncynbrant [Iimroc wim ee ananor

IIM. 01  Opraanszanus
JOKYMEHTAIUOHHOTO
oOecrieyeHusl  ynpaBleHUs
u (YHKITMOHUPOBAHUS
opranmzamuu, I[IM. 02
Opranuzaius apxXuBHOU H
CIPaBOYHO-
uH(pOpMalIMOHHONW PabOTHI
1o JIOKYMEHTaM

[Io xomnuecTBy
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6.3. TpeOGoBaHUs K NPAKTHYECKOH MOATOTOBKE 00y4ar0IUXCs

6.3.1. IlpakTuueckas MOArOTOBKA IpH peanu3aly oO0pa3oBaTEIbHBIX MIPOrpaMM CpPETHETO
npo¢eCCHOHATBLHOTO 00pa30BaHMs HANpaBiIeHA HAa COBEPIICHCTBOBAHHE MOJIENIN TMPAKTHUKO-
OpUEHTUPOBAHHOrO  OOyuYeHHus, YCWIEHHE poiin  paboromarened NpU  MOATOTOBKE
KBaJIM()ULMPOBAHHBIX padOYUX, CIYKaIUX, CIIEHUAINCTOB CPEAHETO 3BEHA IYyTEM pacIIMpeHus
KOMIIOHEHTOB (4acTeil) oOpa3oBaTeNIbHBIX MPOrPaMM, MPETyCMATPUBAIOIINX MOACIUPOBAHUE
YCIIOBUHM, HEMOCPEJCTBEHHO CBS3aHHBIX C Oynymied npodecCHOHAIbHOW AesTeNbHOCThIO, a
Takke OOecreueHus: YCIOBUU ISl TMONyYeHHUs OOYyYarolMMHCS MPAKTHUYECKUX HABBIKOB U
KOMIIETCHIIMM, COOTBETCTBYIOIIUX TPeOOBaHUSAM, MPEIbSBISEMbIM pPAOOTOAATENSIMU K
KBaJTM(DUKALMSIM CIIEHUATNCTOB, pad0YHX.

6.3.2. OOpaszoBarenpHasi  OpraHu3alMsl  CaMOCTOSITEIbBHO  MPOEKTHUPYET  peau3aluio
00pa3oBaTeNbHON MPOrpaMMbI M €€ OTACIBHBIX YacTeil (IUCIMILIMHBI, MEXIUCIUILTHHAPHBIC
KypCBI, TpoeCCHOHATEHBIE MOTYJIH, TIPAKTHKA U APYTHEe KOMIIOHEHTHI) B (hopMe MPaKTUIECKOH
noAroToBKMU ¢ yderom tpeboBanuii @DPI'OC CIIO wu cneuuduku  monxydaemoi
npodeccuu/CrenuaIbHOCTH.

6.3.3. O6pa3zoBarenbHas AEATEIbHOCTb B (hOpME MPAKTUYECKON MOJATOTOBKU:

(] peanmu3yercss HNpU MPOBEACHUU MPAKTHUYECKMX WU J1a0OpPaTOPHBIX 3aHATHH, BBIIOJIHEHUHU
KYpPCOBOTO TIPOEKTUPOBAHUS, BCEX BHJIOB MTPAKTHKH U MHBIX BUIOB YIEOHOW ACATEITHHOCTH;

[J mpeaycMaTpuBaeT AEMOHCTPALMIO MPAKTUYECKUX HABBIKOB, BBINOJIHEHUE, MOJCIMPOBAHHE
00y4JaroIMMHUCS ONPEAETICHHBIX BUIOB pa0OT A pPelieHus] MPaKTUYECKUX 3a/1a4, CBA3aHHBIX C
Oynymeil mpodecCHOHaIbHONW JEeATENBHOCThI0 B YCIOBHUSX, MPUOIMKEHHBIX K peaTbHBIM
MIPOU3BOJICTBEHHBIM;

(] MOXeT BKIOYaThb B ceOS OTAETbHBIE JEKIMH, CEMHHAPBI, MAacCTEp-KIAacChl, KOTOPBIE
NpeyCMaTpuBalOT Tepeaady oOydJaromuMmcs y4deOHoW uWH(OpMannuu, HEOOXOIUMOW Ui
MOCNEAYIOLIET0  BBIMOJHEHWs  paboT, CBA3aHHBIX C Oyaymed  mnpodeccuoHanbHON
JeSITeTbHOCTBIO.

6.3.4. OOpazoBaTenbHast JEATEILHOCTh B (OpME NPAKTHUECKOM IOATOTOBKHU MOXKET OBITh
OpraHu3oBaHa Ha 2-3 Kypcax 0OydeHUsl, OXBaTbIBas AUCHUILIUHBI, TPOPECCHOHATIBHBIE MOYIIH,
BCE BH/JIbI IPAKTUKH, IPEAYCMOTPEHHBIE Y4eOHBIM TUIAHOM 00Pa30BaTEeIbHON POTrPaMMBI.

6.3.5. IlpakTuyeckas NOArOTOBKAa OPraHU3yeTcss B YUEOHBIX, Y4eOHO-IIPOM3BOJICTBEHHBIX
nabopaTopusx, y4eOHBIX 0a3aXx TMpPaKTUKHM W HWHBIX CTPYKTYPHBIX MOJPa3/eIeHUsX
00pa3oBaTeNbHONW OpraHM3alih, a TakkKe B CIHENHATBHO OOOPYIOBAaHHBIX TIOMEIICHUSX
(pabounx wmecTax) OpraHu3alii HAa OCHOBAaHWUHU JIOTOBOpPAa O WIPAKTUYECKON TOJITOTOBKE
00yJaromuxcsi, 3aKII0YaeMOro MeXAy o0pa30BaTeNbHON OpraHu3aluell W OpraHU3alueH,




OCYIIECTBIISIIONIEH  JEATEIbHOCTh 10 MPOQHWII0  COOTBETCTBYIONIEH  00pa3oBaTelbHON
POTPaMMBI.

6.3.6. Pe3ynbraThl OCBOECHHS 00pa30BaTEIbLHON NPOTrPaMMBI (€€ OTICNbHBIX YacTei) MOTYT OBITH
OLEHEHbl B paMKaX [MPOMEKYTOYHOM M TOCYHAPCTBEHHOM HWTOTOBOM  aTTECTAllUH,
OpPraHM30BaHHBIX B (JOPME AEMOHCTPALIMOHHOTO SK3aMEHa.

6.4. TpeOboBaHUs K OPraHU3aAUMH BOCTIMTAHUS 00y4aI0IIUXCS

6.4.1. YcnoBust opraHu3amniy BOCIIUTAHUS OMPEIEISIOTCS 00pa30BaTeIbHOM OpraHu3aIuei.
Beibop ¢opm opraHuzanMm = BOCHMTATENIbHOW  pabOThl  OCHOBBIBAETCSI Ha  aHalU3e
3¢ (HEeKTUBHOCTH U IPAKTUYECKOM OIIBITE.

Jns peanmuzauun PaGoueit mporpamMmel Bociutanusi U KajgeHgapHOTo IuiaHa BOCHHUTATEIBHOM
paboThI ompeeNieHs! caeaytomnre GopMbl BOCIHTATEIHLHOW PAOOTHI C 00YUJAIOIITIMHICS:

— UH()OPMAITMOHHO-TIPOCBETUTENILCKUE 3aHATHA (JIEKIIUH, BCTPEYH, COBEIIAHNs, COOpaHHs U T.1.)
— MacCOBBIE U COLIMOKYJIbTYPHbBIE MEPOIIPUSTHS;

— CIIOPTUBHO-MAaCCOBBIE M 03/JOPOBUTEIIbHBIE MEPOIIPHSTHUS;

—1€ATeIbHOCTb TBOPUYECKUX 00BEANHEHHH, CTYIEHUECKUX OpraHu3aluii;

— IICUXOJIOTrO-NIeJarorn4ecKrue TPEHUHIH U UHIMBUAYaJIbHbIE KOHCYJIbTAllUH;

— Hay4yHO-IIPAaKTUYECKUE MEpoIpusiTus (KoH(pepeHIUH, GOpPYMBbl, OJIMMIINA/IbI, YEMIHOHATH U
7p);

— TpodOpUECHTAIMOHHBIE MEpPONPHUATHS (KOHKYPCHI, (DEeCTHBalM, MacTep-KJIAcChl, KBECTHI,
AKCKYpPCHUU U Jp.);

— OIPOCHI, aHKETUPOBAHHE, COITUOJIOTHUECKUE UCCIICAOBAHMS CPEI 00YIarOIIUXCSI.

6.5. TpeGoBaHus K KagApPOBbIM YCJIOBHAM peajin3aluu 00pa3oBaTebHON MPOrpaMMbl

6.5.1. Peanmu3zauus oOpa3oBaTenpHOW @porpaMMbl — oOeclieuMBaeTcsl IMeJaroru4ecKuMu
paboTHHUKaMU 00pa3oBaTeIbHOM OpraHU3alMHy, a TAKXKe JIULAMHU, IIPUBJIEKAEMBbIMU K peaau3aluu
00pa3oBaTeIbHONW MPOrpaMMBbl Ha YCIOBHSIX IPaXKAaHCKO-IIPABOBOTO JOTOBOPA, B TOM YMCIE U3
quciaa pykoBojauTeNneil M paOOTHHMKOB OpraHU3alMif, HaNpaBiICHUE EATEIILHOCTH KOTOPBIX
COOTBETCTBYeT obmactu mpodeccuonanbHor  nesrenbHoctd (07  AJIMHUHHCTPAaTUBHO-
yhnpaBieH4Yeckass M o¢ucHas JAESITeNbHOCTb), M MMEIOIIMMU CTaX paboThl B JaHHOU
po)eCCHOHAIBHON 00JIaCTH HE MEHEee TPeX JIeT.

KBanudukanus nenarorndeckux paboTHUKOB 00pa30oBaTeNbHON OpraHu3aluy 10JI)KHA OTBEYaTh
KBAJTM(PHUKAIIMOHHBIM TPEOOBaHUSIM, YKa3aHHBIM B KBAJH(PHKAIIMOHHBIX CIIPABOYHUKAX M (MIJIM)
npodecCHOHATBHBIX CTaHAapTaX (MpH HATUYHUH).

[Tenarornyeckue paOOTHUKH, MPUBJIEKAEMBblEe K pealu3allud 00pa3oBaTENbHONW MPOTrpPaMMBI,
JOJDKHBI  TIOJy4aTh JIOTMOJHUTENBHOE TNpoQeccHoHanibHOe 00pa3oBaHUE [0 MporpamMmam
MOBBILICHUS KBJIM(UKALMK, B TOM 4Hciie B (OpME CTAXXUPOBKHU B OPraHU3alIMAX, HAlIPaBJIEHUE
JESITEIbHOCTH KOTOPBIX COOTBETCTBYET o0nacTu mpodeccuoHanbHOl nedrenbHoctd 07
AJMUHUCTpPAaTUBHO-yIpaBieHUYeCKass U O(PUCHAs NEATEIbHOCTh), HE peXe OJHOr0 paza B TpU
rojJia C y4eToM paclIMpeHus CeKTpa NpodeccnoHalIbHbIX KOMIETEHIIHH.

Jlonst megarorndeckux pabOTHUKOB (B MPUBEACHHBIX K IEIOYUCICHHBIM 3HAUYEHHUSIM CTaBOK),
o0ecreynBaroIuX OCBOCHHE O0YYarOIUMHCS NMPO(EeCcCHOHANIBHBIX MOIYJeH, UMEIOIIUX OIBIT
JEATEIIBHOCT HE MEHEE TpeX JIET B OpraHu3alysaX, HalpaBiICHUE JEATEIbHOCTH KOTOPBIX
COOTBETCTBYET 00JacTu mNpodeccHoHaNbHOM aesTeNbHOCTH (yKa3blBaeTcsi W3 MmyHKkTa 1.14
OI'OC CIIO), B ob6meM yucie MNeJaroruueckux pabOTHUKOB, PEATU3YIOIIUX MPOTrpamMMbl
MpoeCCHOHAIBHBIX MOAYJIEH 00pa30BaTeIbHOM MTPOTpPaMMBbI, JODKHA OBITH HE MeEHee 25
MPOLIEHTOB.

6.6. TpedGoBanus kK GUHAHCOBBIM YCJIOBHAM peajn3alui 00pa3oBaTeIbHOM MPOrpaMMbl



6.6.1. IlpuMmepHble pacyeTbl HOPMATHBHBIX 3aTpaT OKa3aHUS TOCYJAPCTBEHHBIX YCIYT IO
peanuzanuu 00pa3oBaTEIILHON MPOTPaMMBbI
Pacuersl HOpMaTUBHBIX 3aTpaT OKa3aHHUS TIOCYHApCTBEHHBIX YCIyI [0 pealu3aluu
00pa30BaTeNbHOI MpOrpaMMbl OCYIIECTBIISIIOTCS B COOTBETCTBUM ¢ MeETOIUKOHN omnpeaeneHus
HOPMATUBHBIX 3aTpaT Ha OKa3aHUE rOCYNAapCTBEHHBIX YCIYT IO peau3aliu 00pa3oBaTeIbHbBIX
porpaMM cpeaHero npodeccruoHaibHOro odpa3zoBaHus Mo npodeccusM (CrenuaaTbHOCTAM) U
YKPYIHEHHBIM Tpymnmam mpodeccuii (cnenuaibHOCTeH), yTBepkaeHHo MuHoOpHayku Poccun
27 uosops 2015 r. Ne AI1-114/188H.
HopmaTuBHbIe 3aTpaThl Ha OKa3aHHE TOCYJAapCTBEHHBIX Yyciayr B cdepe oOpa3oBaHHs IO
peanu3anu 00pa3oBaTENbHON MPOrpaMMBbl BKJIIOYAIOT B ceOs 3arpaThl HAa OIUIATy TpyAa
npernojiaBaTeyel ¥ MacTepoB MPOU3BOACTBEHHOTO OOYUYEHHsI C Y4ETOM OOECIEUYEeHHUs YPOBHS
cpeaHell 3apaOOTHOH IIAaThl MEAArOTHYECKUX PaOOTHUKOB 32 BBIMOJHAEMYI0 MMM Y4EOHYIO
(mpemosaBaTeNbCKy0) paboTy M ApYrylo paboTy B COOTBETCTBMHM ¢ YKazoMm llpesuaenra
Poccuiickoit ®enepaunu or 7 mas 2012 1. Ne 597 «O weponpusTusx IO peau3aluu
roCyJapCTBEHHOM COLMAIbHON TOJIUTUKI.
Paszpnen 7. ®opmupoBanue (POHA0B OLECHOYHBIX CPEICTB IJIl NPOBEACHUS IOCYy1apPCTBEHHOM
HTOr0BOM aTTecTaluu
7.1. TocymapctBeHHast utoroBas arrtecranus (manee — [MA) sBisercss o0s3aTeNnbHOW st
oOpa3zoBarenbHbIX opranuzauuii CI10. OHa npoBoAKTCS 10 3aBEPIIEHUH BCETO Kypca 00yueHus
mo HampaBieHuro noarotoBku. B xome [MA oueHuBaeTcss CTENneHb COOTBETCTBUS
c(hOpMHUPOBAHHBIX KOMITETEHITHH BBITYCKHUKOB TpeOoBanusm OI'OC CIIO.
7.2. BBINYCKHUKH, OCBOMBIIME IPOTPAaMMbl IOATOTOBKH CIIEHHUAIMCTOB CPEIHEro 3BEHA,
BBIMIOJHSIOT BBIMYCKHYIO KBIU(DUKAIMOHHYIO paboTy (IMIUIOMHBIM TPOEKT) M CHAIOT
JEMOHCTPAIIMOHHBIN SK3aMeH. TpeOoBaHMs K COAEpXKaHHUIO, O0bEMY M CTPYKTYPE BBITYCKHOU
KBaTM(UKAIIMOHHOM paboThl 0o0Opa3oBaTeNbHAas OPraHU3allvs OIpEAessieT CaMOCTOSITENBHO C
yuerom [TOOII.
['ocynapcTBeHHass WUTOroBas  aTTecTallMsl  3aBEpIIAeTCs MPUCBOCHHEM  KBaIU(pUKALUU
crenuanucTa cpeHero 3seHa: CrneruaiucT no JOKyMEHTAllMOHHOMY 00€CTIeUeHUI0 YIpaBIeHUS
U apXUBHOMY JIETTy.
7.3. Jlns rOoCymapCTBEHHOM HWTOTOBOW  aTTecTallud  0O0pa3oBaTeIbHOM  OpraHU3alueit
pa3pabaTeiBaeTcs IporpamMma rocyAapCTBEHHOW WTOTOBOM aTrTecTalud U (POHJBI OLIEHOYHBIX
CPEJICTB.
3anmanus A7 JeMOHCTPAIIMOHHOTO dK3aMeHa pa3paldaThIBalOTCS Ha OCHOBE Mpo(deccHOHaTbHBIX
CTaHJapTOB U C yYETOM OIICHOYHBIX MaTepHayioB, padpadoTaHHbIXx AHO «ATeHTCTBO pa3BUTHUS
npodeccuoHaabHOro macrepctBa «Mostozpie npodeccuonansy (Bopaackwiic Poccus), mpu
YCIIOBUU HAJIMYMS COOTBETCTBYIOLIUX MPO(ECCHOHAIBHBIX CTAaHAAPTOB U MaTEPUAJIOB.
7.4. ®@oHaBl NPUMEPHBIX OLEHOYHBIX cpeacTB A mnpoBereHus [MIA BkiroyaroT THIOBBIE
3aJaHusl 7S JIEMOHCTPAIIMOHHOTO 3K3aMe€Ha, MPUMEphl TE€M AUIJIOMHBIX pPaloT, omMcaHue
IIPOLEAYD U YCIOBUI MPOBEAECHUS FOCY1apCTBEHHOW NTOTOBOW aTTECTALINN, KPUTEPUHU OLIEHKH.
Opranm3anusi rocyJapCcTBEHHOW  HTOrOBOM  aTTeCTAIlMM  BBIMNYCKHHKOB €
OrpaHMYEeHHBIMHU BO3MOKHOCTSMHU 310POBbSI H HHBAJINI0B
JInst  BBINYCKHMKOB C OrPAaHMYEHHBIMH BO3MOXHOCTSIMH 3J0pOBbSI W HWHBAJIUJIOB
rocynapcrBeHHas urorosas arrecranus nposoaurca B 'bCY KO 10O «CoeTrckuii TEXHUKYM-
UHTEpHAaT» C YYETOM OCOOEHHOCTEH MNCUXO(U3UUECKOr0 pa3BUTHS, WHIMBUIYaTbHBIX
BO3MOXXHOCTEl M COCTOSIHHS 370pOBbSl TaKWX BBIMYCKHHMKOB (Jajgee - WHIWBUIYyaJIbHbIE
OCOOEHHOCTH).



[Ipu nmpoBeneHNN rocy1apcTBEHHOW UTOTOBOM aTTECTAllud 00ECIIEYMBACTCS COOTIOACHUE
CJICAYIOIIMX 00IIUX TpeOOBaHUI:

- IPUCYTCTBHE B ayJUTOPUU ACCHUCTEHTA-TIOMOIIHMKA, OKAa3bIBAIOIIETO BBITYCKHUKAM
HEOOXOUMYI0 TEXHHUYECKYIO MOMOIIh C YYeTOM MX WHAMBUAYAIBHBIX OCOOCHHOCTEH (3aHATH
pabodee MecTO, TEPeIBUTATHCS, MPOYUTATh U O(OPMUTH 3aJaHHE, OOMATHCS C WICHAMHU
rOCYJapCTBEHHOM 3K3aMEHAITMOHHOW KOMHUCCHH ),

- TIOJb30BaHHEC HEOOXOIUMBIMH BBIMYCKHUKAM TEXHUYCCKHMH CPEACTBAMHU IIPH
MPOXOXKJICHUH TOCYJIapCTBEHHOM MTOTOBOM aTTECTAallMM C YYE€TOM MX HWHIUBUIYAIbHBIX
0COOEHHOCTEN;

- obecrieueHre BO3MOKHOCTH OECIPEISITCTBEHHOTO JOCTYIIa BHITYCKHUKOB B ayIUTOPHUH,
TyaJIeTHBIC U IPyTUe TIOMEIICHHUS, & TAK)KE UX MPEOBbIBAHUS B YKA3aHHBIX TOMEIICHUSIX.

JIONONHUTENBRHO  TPU  TNPOBEACHUM  TOCYJAPCTBEHHOW  MTOTOBOM  aTTECTALlUM
obOecrieunBaeTcs COONIOJIEHUE CIEAYIOIIUX TpeOOBaHWN B 3aBUCUMOCTH OT KaTeropuid
BBIITYCKHUKOB C OTPAaHUYEHHBIMU BO3MOXHOCTSAMHU 3/I0POBBS:

JUIS TIIYXUX ¥ caOOCIbIIIAIUX :

o0ecrieunBaeTcs  HaJIW4YMe  3BYKOYCHJIMBAIOIIEH  ammapaTypbl  KOJJIEKTUBHOTO
MOJIb30BAaHUsA, TPU HEOOXOAMMOCTH IMPEAOCTABISAECTCS 3BYKOYCHIIMBAOINAs amnmaparypa
WHIUBUIYaJIbHOTO MOJIb30BAHMUS;

1o ux >kenanuto 3amura BKP MmoxeT npoBoauThcst B mUCbMEHHOM popme.

BreinyckHukn WM poauTenu  (3aKOHHBIE TPEACTABUTENM) HECOBEPIICHHOJETHUX
BBIITYCKHUKOB HE TIO3JIHEE YeM 3a 3 Mecdlla 0 Havyajia rocyJapCTBEHHON UTOTOBOM aTTECTalUU
MOJal0T MUCbMEHHOE 3asBIIEHHE O HEOOXOIUMOCTU CO3JaHUS JUIsl HUX CIIECHUATIbHBIX YCIOBHIM
IIPU IIPOBEJICHUU FOCYAAPCTBEHHOM UTOMOBOM aTTECTALIUH.



