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2. CTPYKTYPA U COAEPKAHUE ITPOI'PAMMBI

2.1. YyeOHblii IVIaH NPOrpaMMblI

No HaumenoBanue paznenon Ob6mee O0BeM BpeMeHH, [Tpomex
/n KoJInYe OTBEJICHHBIH Ha OCBOEHUE yTOYHas
CTBO MEXJUCLUIUTMHAPHBIX aTrecTta
4acoB KypCOB. usl.
Ha
OCBOCH Bcero yacos | Bcero yacos
e Ha Ha
kypca | TEOPETHUECK | BEINONHEHHE
0€ U3yYeHHE | MPAKTUYECKH
Kypca X pabor
1. | Ucropus Poccun 72 4 4 2
2. | HOCTpaHHBI S3bIK B TPO(ECCHOHANBHOM 94 4 4 1
JesTeNbHOCTH
3. | BesonacHOCTb XHU3HEAEATENLHOCTH 12 4 4 2
4. | ®usnueckas KyIbTypa 84 2 2 1
5. | OcHOBBI (PHHAHCOBOI IPAMOTHOCTH 52 4 2 2
6. | IIpodeccuonanbHas STUKA U OCHOBBI 72 4 4 1
JIeJI0OBOT0 OOILEeHUs
7. | IlpaBoBBIE OCHOBBI ITPOECCHOHATTLHON 92 4 4 2
JeSTeTbHOCTH
8. | MudopmanmoHHbIe 1 KOMMYHUKAITHOHHBIC 92 4 6 4
TEXHOJIOTUU
9. | Pycckuii s3Ik B podeccrOHATBHOM 84 4 4 2
JeSTeNbHOCTH
10. | KomnbroTepHast 06paboTKa JOKYMEHTOB 98 4 4 4
11. | JoxymeHTaIlMOHHOE O0ecriedeHre 142 2 2 2
YIpaBJICHUS
12. | Opranu3anusi ¥ HOpMaTUBHO-TIPABOBBIC 92 4 6 4
OCHOBBI apXHBHOTO JIeJIa
13. | T'ocynapcTBeHHbIE, MyHULIMTIAJIbHBIE 92 4 6 4
apXMBBI U apXUBBI OPTaHU3AIHA
14. | Meroauka u pakTUKa apXUBOBEJICHUS 92 4 6 2
15. | OGecrnieueHne COXpaHHOCTH JJOKYMEHTOB 92 4 6 2
16. | Jlemonpou3BOAUTENH 94 2 2 1




17. | YueGHas nmpakTHka 72

18. | [IpousBoacTBEHHAs IPAKTHKA 72

19. | KBanudukanroHHbIi 3K3aMeH 4

Htoro 1564

[Iporpamma mpodeccronansHoro odydeHus: mo npodeccun Apxusapuyc
(20190) paspaborana Ha ocHoBaHMHM [Ipuka3za MuHHCTEpCTBA IPOCBEHICHUS
Poccuiickoii @eneparnun ot 26 aBrycta 2020 roma Ne 438 «O06 yTBepxaeHUn
[Topsinka opraHu3andd W OCYUIECTBICHUS 00pa30BaTEIbHOU NEATEIBHOCTH IIO
OCHOBHBIM TIpOoTrpaMMam mpodeccuoHaIbHOTO 00ydeHus», [Ipukasza MunuctepcTsa
npocsenieanst Poccuiickoit ®enmepaumu ot 14 wmrona 2023 r. Ne 534 «O6
yTBepkaeHun llepeuns mnpodeccuit paboumx, HJOKHOCTEH Ciy)KalmuxX, IO
KOTOpPBIM ~ OCYILIECTBIIETCA IpodeccuoHanbHoe oOydeHue», denepaabHbIM
3akoHOM «O0 oOpa3zoBanuu B Poccuiickoit @enepanumy» ot 29.12.2012 No 273-03,
Ha ocHoBe denepasbHOr0 rocyJapCTBEHHOTO O00pa30BaTEIBHOIO CTaHAApTa IO
CHEIUATbHOCTU  CpeHero  mnpodeccuoHaibHOro  obpazoBanus  46.02.01
JIOKyMEHTaIlMOHHOE O0eCcTieueHUE YIpaBiIeHNs U apXUBOBEICHHUE, YTBEPKIEHHOTO
npukazoM MuHucTepcTBa oOpa3oBanus U Hayku Poccuiickoit denepanuu ot 26
aBrycra 2022 r. Ne 778.

LleneBas ayauTopus: JiMIla, UMEIOIIUE OCHOBHOE 00Iee oOpa3oBaHUE WM
cpenHee odiee oOpazoBaHue 0e3 MpeabsIBICHUS TPEOOBAHUM K CTaXKy paOOTHI.
HopmaTuBHBIN CpOK OCBOCHHMSI MPOTPAMMBI: IIPOrpaMMa paccunTana Ha 1564

qgaca.

VYuebHblli TIpoliecc HAYMHAETCS MO Mepe (PopMUpOBaHUS YUEOHBIX TPYMI
COrJacHoO yueOHOMY ILJIaHy.

JIns1 Bcex BUIOB ayAMTOPHBIX 3aHITUN AKAJIEMUYECKUI YaC YCTAaHABINBACTCS
IIPOIOJKUTEIBHOCTBIO 45 MUHYT.




Ili1anupyemble pe3yJibTaThl 0CBOCHUA 00pa30BaTeIbHOI MPOrPaMMbI:

O01HMe KOMIETEeHINHU

Koxa
KOMIIeTeHIINHA

®opmyMpoOBKa
KOMIIeTEeHIIUH

3HaHusA, yMeHust

OK 01

Bri6upatb cioco0sl
penieHus 3a1a4
npohecCHOHATBLHOM
JeSATEIbHOCTH
MMPUMCHHUTCIILHO K
pa3IUYHBIM
KOHTEKCTaM

YMeHuUs: pacrio3HaBaTh 3a/1a4y W/WIH MPooIeMy
B IPO(ECCUOHATILHOM H/HJTH COIIMATBbHOM
KOHTEKCTE; aHAJIM3UPOBATh 331a4y H/WIN
po0JIeMy U BBIICTISTH €€ COCTaBHBIC YacTH;
OTIPEICIIATh ATAIlbI PELICHUS 33/1auH; BBIABIISATH U
3¢ pexTUBHO HCKaTh HHHOPMAIIHIO,
HEOOXOIMMYIO JIJIsl PEILICHHUS 3a/1a41 1/HIIH
POOJIEMBI; COCTABIISATH IUIAH JCHCTBUS;
OIPECIISITh HEOOXOAUMBIE PECYPCHI; BIIA/ICTh
aKTyaJbHBIMH METOJaMU Pa0OTHI B
npoecCHOHATTLHON M CMEXHBIX cepax;
peaM30BbIBATh COCTABJICHHBIH IJIaH; OLICHUBATh
pe3yJIbTaT U NMOCJIEACTBUSI CBOUX JACHCTBHUI
(caMOCTOSITETIHHO MIIM C TOMOIIbI0 HACTABHUKA)

3HaHMsA: aKTyalIbHBINA MPOdECCHOHATBHBINA U
COIIMAIbHBIA KOHTEKCT, B KOTOPOM IIPUXOIUTCS
paboTaTh U KUTh; OCHOBHBIE HCTOYHUKU
MH(OPMAILIMY U PECYPCHI ISl pEIICHUS 3a/1a4 U
npo6sieM B MPoPeCCHOHAIIBHOM W/HUITH
COIIMAIbHOM KOHTEKCTE; aITOPUTMBI
BBITIOJTHEHUS paboT B PO(heCcCHOHATBLHOM 1
CMEXHBIX 00JIACTSX; METOABI pabOTHI B
npodeccnoHanbHOM U CMEXHBIX cepax;
CTPYKTYpY IUIaHa JJIsl pEeIIeHUs 3a/1a4; MTOPSII0K
OLICHKHU PE3yJIbTAaTOB PELICHUS 3a]1a4
npo¢eCcCUOHANTBHON IEeATETLHOCTH

OK 02

Ucnonp3oBath
COBPEMEHHBIE CPEJICTBA
MOMCKa, aHaJIn3a u
HMHTEPIIPETAlUU
uH(pOopMaluu U
nH(pOpMaIMOHHbBIE
TEXHOJIOTHH JIJIst
BBITIOJTHEHHUSI 3a/1a4
npodecCuOHAIbHON
JeATETbHOCTH

YMeHusi: onpeaensaTh 3aa4u I OUCKA
uH(pOpMaINH; ONPEeNIATh HEOOX0IUMbIE
HMCTOYHUKU MH(OpPMaLUK; TUIAHUPOBATh NPOILIECC
IIOMCKA; CTPYKTYpUPOBATh MOJIy4aeMYO
MH(}OpPMAaLINIO; BBIIENATH HanOOJIee 3HAUNMOE B
nepevyHe NHPOpPMaLH; OLIEHUBATh
MPaKTUYECKYIO0 3HAUUMOCTb PE3yJIbTaTOB
MOUCKA; OPOPMIISATH PE3yIbTAThI TOUCKA,
IMPHUMCHATE CPCACTBA I/IH(l)OpMaIII/IOHHBIX
TEXHOJIOTHH JUIs peleHns: NpoQeccunoHaIbHbIX
3aJ1a4; UCII0JIb30BaTh COBPEMEHHOE
porpaMMHoOe oOecrieueHue; UCIoIb30BaTh
pasznuuHbie UGPOBBIC CPEACTBA TSI PEIICHHS
npoeCCHOHATBHBIX 3a1au.

3HaHMsA: HOMEHKJIAaTypa HH(POPMALIMOHHBIX
HCTOYHUKOB, IPUMEHSAEMBIX B
npodeccroHabHOM 1eATENbHOCTH; PUEMBI
CTPYKTypupoBaHus uHGopMmauu; hopmat
oQopMmIIeHHs pe3yJIbTaTOB MOUCKa HHPOpMaIuH,
COBPEMEHHBIE CPEJICTBA U YCTPOHCTBA




nH(POPMATHU3ALNH; TIOPSIIOK UX IPUMEHEHUS U
porpaMMHOE 00ecIieueHUE B
npodecCHOHATEHOM JIEATEIIEHOCTH B TOM YHCTIE
C MCIOJIb30BaHKUEM IH(PPOBBIX CPEICTB.

OK 03 [InanupoBaTh u YMeHusi: onpenesaTh akTyaJIbHOCTh
peaIn30BBIBATH HOPMAaTHUBHO-TPABOBOM TOKYMEHTAIUU B
coOCTBEHHOE npodeccnoHaNbHOM e TeIbHOCTH; IPUMEHSITh
npohecCuoHaTBHOE U COBPEMEHHYIO HAYUHYIO MPO(ecCHOHAIBHYIO
JUYHOCTHOE Pa3BUTHE, | TEPMHUHOJIOTHIO; ONPEACIISATh U BBICTPAUBATh
IPEIPUHAMATEIBCKYIO | TPACKTOPHH MPOPECCHOHATBHOTO PA3BUTHS
JESITeNIbHOCTD B camM000pa30BaHusl; BBISBIIATH IOCTOMHCTBA U
npodeccuoHaIbLHON HEIOCTaTKU KOMMEPUYECKOH HJeH; MPEe3eHTOBATh
cdepe, UCIIOIB30BATH UJIeN OTKPBITHSL COOCTBEHHOTO Jieja B
3HAHUS 110 PUHAHCOBOH | MPodecCHOHAIBHON NeATeNbHOCTH; OPOPMIIATH
rPaMOTHOCTH B Ou3HEC-IJIaH; PaCCYUTHIBATH Pa3Mephl BbITLIAT
Pa3TUYHBIX KU3HEHHBIX | TI0 IPOIEHTHBIM CTaBKaM KPEIUTOBAHUS;
CUTYalUAX. OTIpeAeIATH UHBECTHIIHOHHYIO

MIPUBJICKATEILHOCTh KOMMEPUECKHUX HJICH B
pamKax npogeccuoHaANbHON AESITebHOCTH;
MIPE3EHTOBATh OM3HEC-U/ICIO; OTIPEIEISTh
WCTOYHUKU (PUHAHCUPOBAHUS

3HaHusA: coiepKaHUe aKTyalbHONH HOPMATHUBHO-
MIPaBOBOM JOKYMEHTAIINH, COBPEMCHHAS
HayuHas ¥ npodeccruoHaIbHasi TEPMUHOIOTHUS;
BO3MOJKHBIE TPACKTOPHH POPECCHOHATHHOTO
Pa3BUTUS U CAMOOOPA30BaHUS; OCHOBBI
MPEANTPUHUMATEILCKOH IeATEITBHOCTH; OCHOBBI
(rHaHCOBOW I'PaMOTHOCTH; MpaBuia pa3paboTKu
OW3HEC-TIAaHOB; MOPSIIOK BEICTPAUBAHUS
MIpe3eHTAINH; KPeTUTHbIE OAHKOBCKUE
TIPOTYKTHI

OK 04 O¢pdexTuBHO YMeHusi: OpraHu30BbIBATh PAOOTY KOJJIEKTHBA
B3aWMOJICHICTBOBATh U | M KOMaH/Ibl; B3aMMOJCHCTBOBATE C KOJUIETaMH,
paboTaTh B KOJUIEKTUBE | PYKOBOJICTBOM, KIIMEHTaAMH B XOJI€
¥ KOMaHj1e poeCCHOHATTFHOMN IeATETEHOCTH

3HAHUSA: TICHXOJIOTUYECKHE OCHOBBI
NEeSTeNIbHOCTH KOJUIEKTHBA, ICUXO0JIOTHYECKHE
0COOEHHOCTH JTMYHOCTH; OCHOBBI MTPOEKTHOU
JeSITeIbHOCTH

OK 05 OcCymIeCcTBISATh YCTHYIO | YMEHHUs: TPaMOTHO M3JIaraTh CBOM MBICTH U

U TUCHbMEHHYO
KOMMYHHKAITHIO Ha
roCyAapCTBEHHOM
s361Ke Poccniickoi
®denepanuu ¢ yueToM
0COOEHHOCTEH
COLIMAIBLHOIO U
KyJIbTYPHOTO
KOHTEKCTA

0oQOpMIISTH TOKYMEHTHI 10 MpodheCcCHOHATBHON
TEMaTHKe Ha TOCYIapCTBEHHOM SI3BIKE,
MIPOSIBIISATH TOJIEPAHTHOCTH B pabouem
KOJUIEKTHBE

3HaHuA: 0COOEHHOCTH COILMATBLHOTO U
KyJIbTYPHOT'O KOHTEKCTA; MpaBuia ohopMIeHUS
JIOKYMEHTOB ¥ TIOCTPOSHHS YCTHBIX COOOIICHHI




OK 06

IIposiBisaTh
TPaKIaHCKO-
NaTPUOTUYECKYIO
MO3UILIMIO,
JIEMOHCTPUPOBATH
OCO3HAHHOE ITOBEJACHHE
Ha OCHOBE
TPaAUITMOHHBIX
00IIIECYCIIOBCYCCKUX
IIEHHOCTEH, B TOM
YHCIIE C YYETOM

YMeHus: onuchiBaThL 3HAYMMOCTH CBOEN
CIICLIMATIbHOCTH; IPUMEHSTh CTaHAAPThI
AHTUKOPPYILIMOHHOTO ITOBEICHUS

3HaHMSA: CYIIHOCTh IPa’KIaHCKO-
MaTPUOTUIECKON TTO3UIINH, 0OIIEYeTIOBEUSCKUX
LIEHHOCTEN; 3HAYUMOCTh TPO(HeCcCUOHATILHOM
JEeSTENLHOCTH IO Mpodeccuu (CIEIHATbHOCTH);
CTaHJIapThl aHTUKOPPYILIUMOHHOTO TIOBEJICHUS U
MOCJIE/ICTBHS €T0 HAPYILIEHUS

rapMOHU3AIUH
MEKHAI[HOHAIbHBIX U
MEXPEITUTHO3ZHBIX
OTHOIIICHUH,
NPUMEHSTh CTAaHJIAPThI
AQHTUKOPPYMIIUOHHOTO
TIOBEICHHUSI
OK 07 CopeiicTBOBaThH YMeHnusi: coOnaroaaTh HOPMbI IKOJIOTUYECKON
COXPaHCHHIO 0€301aCHOCTH; ONPEIEIISITh HAPaBJICHUS
OKpY>KaroUlen Cpepl, pecypcocOepekeHus B paMKax
pecypcocOepekeHnto, | mpoheCCHOHATLHON JIEATEIILHOCTH 110
HNPUMEHSATH 3HaHKSI 00 | CIIEUATBHOCTH OCYIIECTBISATH PadOTy C
U3MCHCHHUHU KJIMMAaTa, COOJIIOJICHHEM TIPUHITUIIOB OEPEHIIUBOTO
TPUHIUITBL MPOM3BOICTBA; OPraHU30BbIBATh
OEpEIKITHMBOTO poeCCHOHATIBHYIO JCSITEIBHOCTD C YYETOM
HPOU3BOJICTBA, 3HAHHUW 00 U3MEHEHUH KJIMMATHYCCKUX yCIOBUI
3 pexTuBHO pervoHa.
ACHCTBOBATD B 3HaHusA: IPAaBUIIA DKOJIOTHIECKOH O€30MacCHOCTH
Hpe3BbIMalHbIX U BeJICHUH MPOPECCHOHATBHOM
CHTyanusx JEATETLHOCTH; OCHOBHBIE PECYPCEI,
3aJIeiCTBOBaHHbIE B IPO(ECCUOHATIBLHON
NEATENLHOCTH; I TH 00eCTIeUeHHSI
pecypcocOepekeH s, MPUHIHITBI OSPEKITUBOTO
MIPOU3BOJICTBA; OCHOBHBIC HAIPABJICHUS
M3MCHEHUSI KITMMaTHYSCKUX YCIIOBUI PErHOHA.
OK 08 Hcnonb3oBath YMeHus1: UCNIOJB30BaTh (PU3KYIBTYpPHO-

cpencTBa pu3NYECKOi
KyJBTYPBI JJI5
COXpaHEHUs U
YKPETUICHHUS 3/I0POBbS B
npoiiecce
npodecCHOHATbHON
JeATEIILHOCTH U
TIOJIePIKaHUS
HE00XO0/IMMOTO YPOBHS
buznIecKoit
HOJrOTOBJICHHOCTH

037I0POBUTEIBHYIO JEATEIBHOCTD JUIS
YKPEIUJICHUS 3/I0POBbS, TOCTUKEHUS KU3ZHEHHBIX
1 Ipo(heCCUOHATBHBIX IIeNIei; TPUMEHSATh
palMoHaIbHBIE PUEMBI JIBUTATEIIbHBIX
¢byHKIUH B TpodecCHOHANBHON AesITeNbHOCTH;
I0JIb30BAThCS CPEJICTBAMU MTPODUIAKTUKN
MepEeHATNPSKEHHUSI, XapaKTePHBIMU I TaHHON
CHEIHaIbHOCTH

3HaHUA: POTb PUBNYECKON KYTBTYPHI B
00IIEeKYTbTYPHOM, TPOPECCHOHATTEHOM U
COILIMAJIbHOM Pa3BUTHUH YEJIOBEKA; OCHOBBI
3I0pOBOTO 00pa3a KU3HU; YCIOBHS
npodeccHoHABHOM IeATENbHOCTH M 30HBI pUCKa




(hU3HYECKOTO 37I0POBBS ISl CIEIIHATLHOCTH,
cpeacTBa NPOPUIAKTHKY MepeHANPKEHUs

OK 09

ITonw3oBaThCA
npoecCHOHABLHOM
JIOKyMEHTaIlMel Ha
rOCy/IapCTBEHHOM U
WHOCTPAHHOM SI3bIKaX

YMeHusi: IOHUMATh OO CMBICI YETKO
MIPOU3HECEHHBIX BHICKA3bIBAHUH HA U3BECTHHIC
TeMbI (MMpodecCHOHANTBHBIE U OBITOBBIC),
IMOHMMAaTh TEKCThI Ha 0a30BbIC
npo¢eCCUOHAIBHBIC TEMBI; y4aCTBOBATh B

IHaorax Ha 3HaKOMEBIE O0IIe U
npodeccuoHaIbHBIC TEMBbI; CTPOUTD IIPOCTHIC
BBICKA3bIBaHHUA O ce0e U 0 CBOEH
podecCHOHATBHOM JIeATSIIBHOCTH; KPATKO
O60CHOBBIBaTB nu OGLHCHHTL CBOH HeﬁCTBHﬂ
(TeKylue ¥ IJIaHUPYEMbIE); ITUCATh IPOCTHIC
CBSI3HBIE COOOIIIEHUS Ha 3HAKOMBIE HIIN
HMHTEPECYIONIHe MPO(eCcCHOHAIBHBIC TEMBI

3HaHMsA: IpaBUIIA IOCTPOCHUS IIPOCTHIX U
CJIO’KHBIX MPEII0KEHNH Ha TpodecCHOHATIbHbIE
TEMbl; OCHOBHBIE 00LIEyIOTPEOUTEIbHBIE
riarouibl (ObITOBast M Mpo(hecCHoHaIbHAS
JIEKCHKA); TeKCUYECKHI MUHUMYM,
OTHOCSIIMICS K OIUCAHUIO IPEMETOB, CPEICTB
U TIPOLIECCOB MPO(HECCUOHATIBHOMN 1EATEIbHOCTH;
0COOCHHOCTH MPOU3HOLLIEHUS; IPABUJIA YTEHUS
TEKCTOB IPO(EeCCHOHATIBLHON HAIIPABIEHHOCTH

IIpodeccuonanbHbIe KOMIIETEHIIUT

Koa u

HAHMEHOBaHHUe Iloxa3aTenu ocBOeHMS KOMIIETEHIINH

KOMIICTCHIIUH

IIK 1.1. HaBbiku

Ocy1ecTBIsITH MOJIy4eHHs He00X0 MO HH(OPMALIUU U TIepeadn
npuéM-nepenady CaHKIIMOHMPOBAHHOM MH(POPMALIUHU C UCIIOJIB30BAHUEM CPENICTB
yIpaBlIeH4YeCKON MH(OPMALIMOHHBIX U KOMMYHHMKAIIMOHHBIX TEXHOJIOTHH
uHpOpMaLuu YMenus:

C IIOMOINBIO CPEACTB | UCIOJIB30BATh CPEACTBA MHPOPMAIIMOHHBIX U
MH(OPMaLIMOHHBIX KOMMYHMKAIIMOHHBIX TEXHOJIOTMH JUIs ITOJIy4EeHHU U TIepeadn
u nH(popmManuu;

KOMMYHHUKAI[MOHHBIX | BECTU U MCIIOJIb30BaTh B paboTe 0a3y KOHTAKTOB OpraHU3aLUY;
TEXHOJIOT Ui BECTHU YUETHBIE PETUCTPALIMOHHBIE (POPMBI, UCTIOIB30BATh UX AJIs

nH(OPMAIIMOHHON PabOTHI M paOOTHI IO KOHTPOIIO UCTIOTHEHUS
MIOPYYEHUH;

yCTaHABIMBAaTh U MOJICP)KUBATh KOMMYHUKAIIUHU B TIpoIiecce
JICJIOBOTO OOIIEHUS C TIOMOIIBIO CPEACTB HH(POPMAIIMOHHBIX U
KOMMYHHKAITMOHHBIX TEXHOJIOTHIA;

CTJIQ)KMBATh KOH(DJIMKTHBIC U CIIOXKHBIC CUTYaI[UU
MEKJIMYHOCTHOTO B3aUMOJICHCTBHS,

coOJr01aTh CITy>KEOHBIN YTHKET;

obecrnieunBaTh HH(POPMAIIMOHHYIO 0€30MaCHOCTh ACSITETFHOCTH
OpTaHH3aIHH.

3HaAHUA:




HOpPMaTHUBHEIE MPaBOBBIC akThl Poccuiickoit denepanuu B chepe
MH(OPMALIMOHHBIX U1 KOMMYHHUKAIIMOHHBIX TEXHOJIOTHIA;
CTPYKTypa OpraHu3alu, e€ 3a1adu U QyHKIUH;

MpaBUjIa IPOBEICHHUS JIETTOBBIX IIEPETOBOPOB;

9THKA JIEJIOBOTO OOIIEHHUS;

MIpaBUJjIa PEYEBOI0 ITUKETA;

MpaBujIa MOAEPKAHUS U Pa3BUTUS MEKIUYHOCTHBIX OTHOILICHHUIA;
TpeOOBaHMs OXpaHbl TPYJa.

[K 1.2.
Koopaunuposath
paboTy mpueMHOM
PYKOBOIUTEIS, 30H
npreMa Pa3IMIHbIX
KaTeropui
MIOCETUTENIEN
OpraHu3auu

HaBbiku
KOOpIUHAIMK paboThl MPUEMHOMN PyKOBOJIUTEINS U 30H Mpuéma
pa3JIMYHBIX KaTErOpHii MOCETUTENEN OpraHu3aLu

YMenus:

BCTPEYaTh NOCETUTENEH, MOTy4aTh NEPBUUHYIO HH()OPMAIIHIO O
MOCETUTENSX, YyCTaHABINBATh MOPSAOK MpUEMa [Tl pa3IM4HbIX
KaTerOpuil IOCETUTEIIEH;

BECTHU YUETHBIC PETUCTPALIMOHHBIE (POPMBI 10 IPUEMY
MOCETUTENEeH U 0POPMIIATH TPOIYCKa;

BECTHU NpUéM, niepesiady 1 OTIPaBKy JOKYMEHTOB;
OpPTraHU30BBIBATh U OPOHUPOBATH MIEPETOBOPHBIC KOMHATHI,
CEepBUPOBaTh YaliHble (KO EHHbIE) CTOJIBI B 0(huce;

MPUMEHSTH B paboTe cpeacTBa HHPOPMALMOHHBIX U
KOMMYHHKAIIUOHHBIX TEXHOJIOTHIA;

MPUHUMATh MEPHI 110 COXPAaHEHUIO KOH(DUICHIINATBHOMI
nH(OpMaLUY B X0JI€ MpUéMa MOCeTUTENEH.

3HaHus:

HOpMaTHBHBIE MPaBOBhIE akThl Poccuiickon deaepanuu mno
3amuTe nHpopManuu u paboTe ¢ 0OpaleHUsIMU TPaXxIaH;
CTPYKTypa OpraHHU3allH U pacrpeaencHue QyHKIMM Mex a1y
CTPYKTYPHBIMU NOJIPA3/ICJICHUSIMU U CIICIUATTUCTAMU;
MpaBujia OpraHu3aluy MpUEMa MOCETUTEIIEH;

STUKET U OCHOBBI MEXKTyHAPOIHOTO TPOTOKOJIA;

ATHKa JAETOBOTO OOIIEHUS;

MpaBUjia PEUEBOrO STUKETA.

MpaBUJIa CEPBUPOBKU YaHOTO (KOQeiHOro) cTona;
TpeOOBaHMS OXPaHbl TPY/JA.

IIK 1.3. Bnanets
HaBBIKAMH
TUTAHUPOBAHUS
pabouero BpeMeHu
PYKOBOIUTENS U
cekperaps

HaBbIkn
TJIAHUPOBAHUS paboYero BpeMEHU PYKOBOJIUTENS U pabovero JTHs
cekperaps

Ymenus:

BbIOMpPATh (OPMBI IIIAHUPOBAHUSA U 0OPMIISATH MJIAHUPOBIIUK
(opranaiizep) pyKOBOJUTENS U CEKpETaps;

yCTaHaBJIMBATh 1IE€JIH, ONPEENATh IPUOPUTETHOCTD U
0uepEITHOCTD BBHIOJHEHUS pa0doT U 3PPEKTUBHO pacHpeesTh
pabouee Bpems;

COTJIACOBBIBATh BCTPEYH U MEPOTIPHSTHS U BHOCUTH HH(POPMAIIHIO
B IUTAHUPOBIIMK (OpraHaii3ep);

WHGOPMHUPOBATH PYKOBOIHUTENS O MPUOIMKEHIH BPEMEHHU H
periaMeHTe 3arjIaHuPOBAHHBIX BCTPEY U MEPOIPUATHIA;
BBIOMPATH ONTUMAJIBHBIE CITOCOOBI BHEIITHETO U BHYTPEHHETO
MH(GOPMHUPOBAHHUS O TUIAHUPYEMBIX MEPOTIPUATHSIX;
obecrieunBaTh HHGOPMAIIMOHHYIO 0€30MMaCHOCTD JAEATETHHOCTH
OpraHu3alINy;




MPUMEHSATH B paboTe cpeacTBa MHPOPMALMOHHBIX U
KOMMYHHKAIIHOHHBIX TEXHOJIOTHH.

3Hanus:

HOpMaTHBHBIE TIPpaBoBbIe akThl Poccuiickoit deneparuu B chepe
nH()OPMAIIMOHHON OE30MMaCHOCTH;

CTPYKTypa U crielu(rKa OCHOBHOU JeSTEIbHOCTH OpraHU3aluy;
OCHOBBI YIIPABJICHUS] BPEMEHEM;;

MIpaBUJIa MPOBECHUS JIEJIOBBIX [1EPETOBOPOB;

9THKA JIEJIOBOT0 OOIIEHHS;

TpeOOBaHMs OXpaHbl TPYJa.

IIK 1.4.
OcCy1ecTBIISITh
MOATOTOBKY JEJIOBBIX
MOE3I0K
PYKOBOAUTEIISA

U APYTUX
COTPYAHUKOB
OpraHu3aIu

HaBbIku
OpraHMu3alMK JCJOBBIX MOE310K PYKOBOIUTES
U JIPYTHX COTPYAHUKOB OpraHU3aluu

Ymenus:

COCTABIISATh 1 OOPMIISATH JTOKYMEHTHI JJIS I€TIOBBIX MOE3/10K;
OCYILECTBIIATh TPEBE-TIOAAEPIKKY JIEIOBBIX M10E3/10K;
COTJIaCOBBIBATh C MPUHUMAIOLIEH CTOPOHOU IPOTOKOJI
IUTAHUPYEMBIX MEPONPUATHIA U POPMUPOBATH MIPOrPaMMy
JICIIOBOM ITOC3/IKU;

HCIOJIb30BATh CPEACTBA HHPOPMALMOHHBIX U
KOMMYHHKAIIMOHHBIX TEXHOJIOTHH J1sl oOecreueHus
B3aUMOJICHCTBUS C PyKOBOJMTEIEM BO BPEMsI €0 J1EJI0BOI
MOE3/KU;

0(popMIIATh OTUETHBIE JOKYMEHTBI O JICIIOBON MOE3/IKE.

3HaHus:

HOpPMaTHBHBIE MPaBOBbIC akThl Poccuiickoit denepanuu B chepe
OpraHu3aly JAEJI0BOM MOE3KH;

MOPSIA0K NOJATOTOBKHU U IOKYMEHTUPOBAHUS JI€JI0BOU MMOE3/IKH;
WHTEPHET-PECYPCHI ISl OCYILECTBIEHUS TPEBEI-TIOICPKKHI
JIEJIOBBIX MOE3/10K;

3THUKET U OCHOBBI MEKTYHAPOJHOTO MPOTOKOJIA;

ATHKA JAETOBOTO OOIIEHUS;

TpeOOBaHMS OXPaHbl TPY/A.

IIK 1.5. Bnanets
criocobaMu
OpTraHu3aIuu
pabouero
MPOCTPAHCTBA
pUEMHOM 1 KaOuHeTa
PYKOBOAMTENA

HaBbIkn
OpraHu3aIly U MOoJAepKaHus (PYHKITHOHAIBHOTO paboyero
IIPOCTPAHCTBA

Ymenus:

OpraHu30BBIBAaTh pabouee MECTO B COOTBETCTBUU

¢ TpeOOBaHUSAMHU SPTOHOMUKH M KYJIBTYpPhI TPYAQ;
obecrieunBaTh paboyee MeCTO M (pyHKIMOHAIbHOE padouee
MPOCTPAHCTBO HEOOXOMMBIMH CPECTBAMU OPTaHU3AIMOHHON
TEXHUKHU, MEOEIBIO U KaHLIEISIPCKUMU NPUHAUIEKHOCTIMU;
MOJIIEP>)KUBATH CPE/ICTBA OPTaHU3AIMOHHON TEXHUKH

B paboyeM COCTOSIHUH.

3HaHus:

TpeOOBaHUS OXpaHbl TPy/a, IPONU3BOICTBEHHOI CaHUTAPHUH,
MIPOTUBOIOKAPHOM 3aIMTHI;

OCHOBBI IIPaBUJIBHON OPraHU3alMK TPYJa U METO/IbI MOBBIILIEHUS
ero 3¢ pexTuBHOCTH;

BUJIbl OPTaHU3AIMOHHON TEXHUKH U TOPSIIOK pabOTHI C HEH.

HaBbIkn




IIK 1.6.
OcCy1ecTBISITh
paboty 1o
IOJITOTOBKE

Y TIPOBE/ICHUIO
KOH()EPEeHTHBIX
MEPOIPHUATHH,
obecneyuBaTh
UH(POPMALIMOHHOE
B3aUMOJICUCTBUE
PYKOBOJUTEIISA

C ToJIpa3ieTICHUSMHU
U TOJDKHOCTHBIMU
JUIIaMU OpTaHu3aIuu

OpraHHU3aIlK MOATOTOBKH U MPOBEICHUS KOHPEPEHTHBIX
MEpOIpUATHIL, oOecriedeHus] UHPOPMAILIHOHHOTO B3aUMOJICHCTBUS
PYKOBOAMTEIIS C MOAPA3ACICHUSIMHU U TIOJKHOCTHBIMU JIMIIAMU
OpraHu3aIu

Ymenus:

OpPraHU30BBIBATH MPOLECC MOATOTOBKH U MIPOBEICHUE
KOH(EPEHTHOTO MEPONPUSTUS MHIUBUIYaTHHO

U B cocTaBe pabouell rpymibl;

JOKYMEHTHUPOBATH Pa3HbIC ATAIBI TPOIEAYPHI TTOJTOTOBKH U
MIPOBEICHUSI KOHPEPEHTHOTO MEPOIIPHUSATHS;

COOJTFOATh ATUKET M OCHOBBI MEXTyHAPOIHOTO MPOTOKOJIA,;
OCYIIECTBIIATh COOp, 00pabOTKy MH(POPMAIIMH, CHCTEMATH3AIHIO
MOJTy9aeMbIX U TIepeaBAEMbIX JIaHHBIX;

OCYIIECTBIISITH IPOBEPKY TOCTOBEPHOCTH, MOTHOTHI

Y HEMPOTHUBOPEYHBOCTH JIAHHBIX, UCKITIOYCHUE Ty OITMPOBAHUS
nH(popManuu;

MPUMEHSITh HH()OPMAIIMOHHO-KOMMYHHUKAITMOHHBIC TEXHOJIOTHH.

3HaHun:

HOpMaTHBHBIE MPaBoBbIe akThl Poccuiickoit denepanuu B chepe
nH(popManu,

KOMIUIEKC OPraHNU3allMOHHO-TEXHUUECKUX MEPONPUATUH 11O
MOATOTOBKE U IPOBEJCHUIO KOH(PEPEHTHBIX MEPONPUITU;
npaBuia 0pOpPMIICHHS TOKYMEHTOB, CO3aBaEMBIX

B IIPOLIECCE MOATOTOBKH U MPOBEICHUS KOH()EPEHTHOTO
MEpPOIPUATHS;

STUKET U OCHOBBI MEX/TyHAPOJIHOTO IPOTOKOJIA;

JTHKA JCIOBOI0 OOIICHNS;

COCTaB BHYTPEHHUX U BHEUTHUX WH(OPMALIMOHHBIX TOTOKOB;
CTPYKTypa OpraHU3allK U NOPAJI0K B3aUMOIEHCTBUS
MIOAPAa3ACIICHUN;

METO]Ibl 00pabOTKH U 3alUTHl HH(GOPMALIUU C TIPUMEHEHHEM
CpeAcTB UHPOPMALMOHHBIX 1 KOMMYHUKAITMOHHBIX TEXHOJIOTUH;
TpeOOBaHMS OXPaHbl TPY/JIA.

I1K 1.7. OdopmiisaTs
OpraHu3aIMoOHHO-
pacropsauTeIbHbIe
JOKYMEHTHI 1
OpraHU30BBIBATh
paboTty ¢ HUMH, B TOM
qucie ¢
UCTIOJIb30BaHUEM
aBTOMAaTH3UPOBAHHBIX
CHCTEM

HaBbiknu

o opMIIeHUS OPTraHU3AIMOHHO-PACTIOPSIUTEITHHBIX
JOKYMEHTOB M OpraHu3aius padoThl C HUMHU, B TOM YHCIIE C
HCMOJIb30BAHUEM aBTOMATU3HUPOBAHHBIX CUCTEM

Ymenus:

COCTaBJISITh MPOEKTHI OPraHU3aMOHHBIX, PACTIOPAIUTENbHBIX U
MH(pOPMAIIMOHHO-CIIPABOYHBIX JTOKYMEHTOB, B TOM UHUCIIE
JIOKYMEHTOB, COepKaIlUX KOHPHUACHIUATbHYIO0 HH(OPMALINIO;
0(hopMIIATH OpraHU3aLMOHHO-PACTIOPAAUTEIbHbIE JOKYMEHThI
(OpUTHHaJIBI U KOIHH);

CKaHUPOBATh, KOIIMPOBATh U KOHBEPTUPOBATh JOKYMEHTHI B
pasnuyHble popMarTsl;

OCYIIECTBIIATH IPOBEPKY NIPOEKTOB JOKYMEHTOB Ha COOTBETCTBUE
MpaBWJIaM JeJIONPOU3BOCTBA;

MPUHUMATh U POBOJAUTH MEPBUUHYIO 00PAaOOTKY BXOSAIIUX
JIOKYMEHTOB;

IIPOBOAUTH NPEABAPUTENBHOE PACCMOTPEHUE BXOASIIUX U
BHYTPEHHUX JIOKYMEHTOB;




PETHCTPUPOBATh BXOISIINE, UCXO/SIINE U BHYTPCHHUE
JTOKYMECHTBI,

KOHTPOJIMPOBATH MAPIIPYTU3AIHIO JJOKYyMEHTOIIOTOKOB B
opraHu3anuu (CoriiacoBaHue, MOIMUCaHUe, YTBEPKICHHUE,
perucTparysi, 03HaKOMJICHUE U UCIIOJHEHUE JOKYMEHTOB) ;
OCYIIECTBIISATh CPOKOBBII KOHTPOJIb UCIIOJHEHHUS IOKYMEHTOB;
OCYIIECTBIISATH MMOJITOTOBKY U OTIIPABKY HCXOASAIIUX JJOKYMEHTOB;
COCTaBJISITh OTYETHI M AHATUTHYCCKUE CIIPABKU

00 HCIIOJIHEHUH JOKYMEHTOB;

BECTH WH(OPMALOHHO-CIIPABOYHYIO PadoTy

0 JIOKYMEHTaM;

OCYILIECTBIISATh PabOTy C OpraHU3aHOHHO-PACIIOPS U TEILHBIMU
JOKyMEHTaMHU

B aBTOMATU3UPOBAHHBIX CHCTEMaX.

3HaHus:

HOpPMaTHBHBIE MIPaBOBbIC akThl Poccuiickoit denepanuu B chepe
JIeJIONPOU3BO/ICTBA;

JIOKaJIbHBIE HOPMATUBHBIE aKThl, PETJIAMEHTUPYIOLINE
JESTENIbHOCTD CITY>KOBbI AEONPOU3BOACTBA U €€ paOOTHUKOB,
OpraHM3aINI0 BEJACHUS JEIONPOU3BOICTBA,

COBpeMEHHBIC HH()OPMAIIMOHHBIC U KOMMYHHUKAIIHOHHBIC
TEXHOJIOTHH, TPUMEHSIEMbIE

B paboTe ¢ JOKYMEHTaMu;

CTPYKTypa OpraHHU3aIlH, PYKOBOJICTBO CTPYKTYPHBIX
[0/Ipa3IesIeHni, 00pa3iibl HOANUCEH UL, UMEIOIUX ITPaBO
MOJNUCAHUS U YTBEPKICHUS TOKYMEHTOB,

Y OTPAHUYEHUS 30H UX OTBETCTBEHHOCTH;

MIpaBUJIa PYCCKOTO SI3bIKA;

TpeOOBaHMS OXPaHbl TPY/A.

I1K 1.8. Odopmiisats
JIOKYMEHTBHI 10
JUYHOMY COCTaBY H
OpraHU30BbIBAThH
paboTy ¢ HUMH,

B TOM YHCJIE C
UCIIOJIb30BaHNEM
ABTOMATU3UPOBAHHBIX
CHCTEM

HaBbiknu

odopMIIeHUS TOKYMEHTOB TI0 INYHOMY COCTaBY M OpraHU3alluN
paboThI C HUMH, B TOM YHUCJIE C UCTIOJIb30BAHUEM
ABTOMATU3UPOBAHHBIX CUCTEM

Ymenus:

o0ecneunBaTh COXPaAaHHOCTh NEPCOHAIBHBIX JaHHBIX PAOOTHUKOB;
OpPraHU30BBIBATh IOKYMEHTOOOOPOT MO MPECTABICHUIO
JIOKYMEHTOB 10 IEPCOHAITY B TOCYJJapCTBEHHBIE OPraHbl;
OpPraHU30BBIBAThH IOKYMEHTOOOOPOT MO YyUETY

U ABM)KEHUIO paOOTHHUKOB;

BECTH BOMHCKHH yuéT paOOTHHKOB,;

BECTH YUET pabovyero BpeMeH! pabOTHUKOB;

0(opMIIATH OpraHNU3alMOHHO-PACTIOPAAUTEIbHbIE JOKYMEHTBI 110
JUYHOMY COCTaBY;

BECTHU PETUCTPALUIO, YUET, ONIEPATUBHOE XPAHEHNE JOKYMEHTOB
10 INYHOMY COCTaBYy;

BECTH JOKYMEHTALIMIO, TIOATBEPKIAIOLLYI0 CBEICHHUS

O TPYJOBOH JESTENbHOCTU U TPYAOBOM CTa)K€ paOOTHUKOB;
(bopMHUpOBATh JTUYHBIE JIeJIa pAOOTHUKOB;

o(opMIIATH Jei1a 1o JIMYHOMY COCTaBY /IS Iepeiadn

B ApXUB OpraHU3alHY;




paboTath CO crienuaIn3uPOBAaHHBIMU HH()OPMAITHOHHBIMHU
crcTeMaMK U 0a3aMM JaHHBIX [0 BEICHHIO yUETa U ABHIKCHUIO
pabOTHUKOB.

3HaHusn:

HOpPMAaTHUBHEIE MMPaBOBBIC akThl Poccuiickoit denepanuu B chepe
TPY/IOBBIX OTHOIIECHMUIA;

JIOKAJIbHbIE HOPMATUBHBIE aKThl, PETJIAMEHTUPYIOLIUE TPYIOBbIE
OTHOLLEHUS;

COBpeMEHHBIC NH()OPMAIIMOHHO-KOMMYHHKAITIOHHBIC
TEXHOJIOTHH, IPUMEHsIEMbIE B padoTe C JOKYMEHTaMHU 10
JIMYHOMY COCTaBY;

CTPYKTYpa OpraHu3aluu, pyKOBOACTBO CTPYKTYPHBIX
MOJpa3/ICJICHHM;

IpaBujIa AJIONPOU3BOCTBA;

MpaBuiia PyCCKOTO A3bIKA;

9THKa JEI0BOr0 OOIICHUS;

TpeOOBaHMS OXPaHbl TPY/A.

IIK 1.9.
Opranu3oBbIBaTh
TEKyIllee XpaHCHHE
JIOKYMEHTOB,
00paboTKy nmen st
OTIEPaTHBHOTO

1 apXUBHOTO
XpaHEHUs, B TOM
qucie ¢
HCIIOJIb30BaHHEM
ABTOMATH3UPOBAHHBIX
CHCTEM

HaBbiku

OpraHM3aly TEKYLIEro XpaHeH!s JOKYMEHTOB, 00pabOTKH Jien
IUISL OTIEPATUBHOTO M APXWBHOTO XPAHEHHUS, B TOM YHUCIIE C
WCIOJIh30BAHUEM aBTOMATHU3UPOBAHHBIX CUCTEM

Ymenus:

pa3pabarbIBaTh HOMEHKJIATYPY JIEJI OpTaHU3aIIH;

IIPOBEPATH MPABUIBHOCTb O(POPMIIEHHS JOKYMEHTOB U OTMETKHU
00 MX MCTIOJIHEHUH! Tiepe X (GOpMUPOBAHUEM B €TI0 IS
MOCJIeIYIOIEro XpaHeHus; popMUpOBaTh Jiena, KOHTPOJIUPOBATh
MPAaBUILHOE i CBOCBPEMEHHOE PACIIPEICIICHUE U MOIIIHBKY
JIOKYMEHTOB B JieJla B COOTBETCTBHM C HOMEHKJIATYpOH /1€,
IIPOBEPATH CPOKU XPAHEHUSA JOKYMEHTOB, COCTABIIATE IIPOTOKOJI
paboThI SKCIIEPTHOM KOMHUCCUU 10 MOATOTOBKE IOKYMEHTOB K
nepeaade B apXuB;

COCTABJISATh aKT O BBIACICHUM K YHUUYTOXKEHHUIO TOKYMEHTOB, HE
MOJUIeKAIUX XPAHEHUIO;

COCTABJISATh aKT 00 YHMUYTOXKEHUU JIOKYMEHTOB;

OCYIIECTBIISITH TMIOJIHOE WIIH YaCTUIHOE OPOPMIICHHE JeTT
BPEMEHHOT0, TIOCTOSIHHOT'O, I0JITOBPEMEHHOTO CPOKOB XpaHEHMUS;
COCTABJISITH OIMCH JI€] CTPYKTYPHBIX ITOpa3IeIeHUN
MIOCTOSIHHOT O, JIOJITOBPEMEHHOT'O CPOKOB XpaHEHUs /I Iepelaun
JIeTl B apXUB OpTaHU3aIH;

MPUMEHATh HH(OPMAIIMOHHO-KOMMYHHMKAIIMOHHbIE TEXHOJIOTHH
pHU paboTe C TOKYMEHTaMHU.

3HaHus:

HOpMaTHBHBIE MPaBoBbIe akThl Poccuiickoit denepanuu B chepe
JIEJIONPOU3BO/ICTBA U APXHUBHOTO JIENIa;

JIOKaJbHBIE HOPMATHUBHBIE aKThI, PETIAMEHTHUPYIOIINE BEICHHUE
JIEJIONIPOU3BO/ICTBA U NIepeIavy J1e]l B apXUB OpraHU3allnu;
BHJIBI HOMEHKJIATYp 7€, 001re TpeOoBaHMs K HOMEHKIIAType
Jel1, IOPSIIOK paboTHI ¢ HEl;

nopsiIoK opMUPOBaHUS U 0HOPMIICHUS JIETI, CTIepUKa
(hopMUPOBaHUS OTAETHHBIX KATETOPUIA JET;

MpaBUjia XpaHEHUs JIeJI, B TOM YUCJIE C JOKyMEHTaMHU
OTPaHUYEHHOTO J0CTYNa;




IpaBHJia BbIAa4YU U UCIIOJIb30BAHWA JOKYMCHTOB M3
c(hOpMHUPOBAHHBIX JICTT;

MOPpAIOK UCIIOJIB30BAHUS TUITIOBBIX WJIM BEAOMCTBCHHBIX
NepevYHel JOKyMEHTOB, ONPEICIICHUSI CPOKOB XPaHCHHS B
MIPOILIeCCe IKCIEPTU3HI IICHHOCTH JIOKYyMEHTOB;

BUJIBI OITUCEH JIeNT OpraHU3aIiy U MOPSI0K PadOThI

C HUMH;

TpeOOBaHUs OXpaHbl TPYJIA.

K 2.1.
OcCy1ecTBIISITh
KOMILJICKTOBaHHE
ApXUBHBIMH JIeJIaMU
(moxymeHTaMM)
apXHuBa OpraHU3alHNH

HaBbiku

y4acTHs B KOMIUICKTOBAHUHU apXUBHBIMHU JeJaMHU (JIOKyMEHTaMH)
apxXuBa OpraHu3aluu

YMenus:

paboTats C moapasaeIeHUsIMU/OPTaHU3aAMSIMHA HCTOYHUKAMU
KOMIIJICKTOBaHMsI ApXHBa;

IIPUHUMATh apXUBHBIE Jieja (JOKYMEHThI) Ha IOCTOSIHHOE WIIN
JOJITOBPEMEHHOE XPaHEHHUE;

y4acTBOBATh B MPOBEACHUU IKCIIEPTU3BI IEHHOCTU PA3IUYHBIX
TUIIOB U BUJIOB IOKYMEHTOB B COOTBETCTBUU C BHYTPECHHUMH
periaaMeHTaMH OpraHu3aluu;

IPUMEHSATH B pab0Te PEKOMEHJAlIMU HKCIIEPTHO-IIPOBEPOYHOM
KOMUCCHUH WM IKCIEPTHON KOMHUCCUU OpraHU3ally;
IIPUMEHSITH [IEPEYHNU C YKa3aHUEM CPOKOB XPAHEHUs J€Ell
(1OKyMEHTOB);

co0JIt01aTh HOPMATUBHbIE CPOKU XpaHEHUs /1€ (JOKYMEHTOB);
BECTU YUYET UCTOYHUKOB KOMIIJIEKTOBaHUS apXHBa;
UCIOJIb30BATh MEPEIOBON OTEUECTBEHHBIHN U 3apyOeHBIN OIBIT
110 KOMILJIEKTOBAHUIO apXUBa JieJaMH (JOKyMEHTaMH)
IIOCTOSIHHOTO U JOJTOBPEMEHHOIO XPaHEHUS;

HCII0JIb30BaTh COBPEMEHHBIE aBTOMAaTU3UPOBAHHBIE,
MH(GOPMAIMOHHBIE U TEIEKOMMYHHUKAIIMOHHbBIE TEXHOJIOTUH
JIOKYMEHTHUPOBAHHBIX c(ep AesTEeIbHOCTH OpraHu3aluu.

3HaHus:

HOpMaTHUBHBIE MpaBoBbIe akThl Poccuiickoit deneparuu B chepe
JIEJIONPOU3BO/ICTBA U APXUBHOTO JIENA;

Hay4YHO-METOJIUYECKNE KPUTEPUU IKCIIEPTU3BI LICHHOCTH
Pa3IMYHbIX TUIIOB U BUJIOB JIeN (JOKYMEHTOB);

TEOPETUYECKHE U METOJUYECKUE ACTIEKThl KOMIUIEKTOBAHUS U
9KCIIEPTU3bI IEHHOCTH BCEX BUJIOB IOKYMEHTOB;

BU/IBI, PA3HOBUIHOCTH U (hOpPMATHI BCEX BUIOB TOKYMEHTOB;
YHU(GUIUPOBAHHYIO CUCTEMY OpPraHU3allMOHHO-
pacnopsiANTEeNbHON JOKYMEHTALINHY;

CTaHapThl OPOPMIIEHUSI OPraHU3ALIOHHO-PACTIOPSAUTEIBHON
JIOKyMEHTAIUU;

CHOCOOBI 1 TEXHOJIOTUH IOKYMEHTHPOBAHUS Pa3IUMYHbIX BUJIOB
npoecCUOHATILHOMN 1eATEIbHOCTH;

OpraHMU3aIOHHbIE TPUHIIUITBI KOMIIEKTOBAHUS J1€7T
(IOKYMEHTOB) OIpaHMYEHHOTO JIOCTYTIA;

TpeOOBaHMS OXPaHbI TPY/A.

I1K 2.2. Bectn yuér
ApXUBHBIX JIEJT
(JTIOKYMEHTOB), B TOM

HaBbIkn
BEJICHUSI YUETA apXUBHBIX JIeTT (IOKYMEHTOB), B TOM YHCIIE C
HCIOJIb30BAHUEM aBTOMATU3UPOBAHHBIX CUCTEM




YUCJIC

C UCITOJIb30BaHHUEM
ABTOMATHU3UPOBAHHBIX
CHCTEM

Ymenus:

MOJIb30BAThCSl YUYETHBIMH JJOKYMEHTaMHU B paMKaX AJICKTPOHHBIX
MH(OPMAIIMOHHBIX CHCTEM JJOKYMEHTHPOBAHHBIX chep
JeSITeIbHOCTH OpTaHU3aIlHH;

MOJIb30BAThCS CEPTUPHUIIMPOBAHHBIMU aBTOMATU3UPOBAHHBIMU
CHCTEMaMH JOKYMEHTUPOBaHHBIX c(ep AeITeTbHOCTH
OpTaHU3aIMH [0 YUETY, PErUCTPALIUU, KOHTPOIIIO JIeT
(TOKYMEHTOB);

MOJIb30BaThCsl HPOPMALMOHHO-CITPABOYHBIMUA CUCTEMaMH
JOKYMEHTUPOBaHHBIX c(hep AeITeTbHOCTH OpraHnu3aIluH;

BECTH CIIPABOYHO-TIOMCKOBBIE CPEJICTBA K APXUBHBIM JIEIaM
(mokymeHTam);

BECTH YYET CTPaxoBOTO (POHAA apXUBHBIX €] (JOKYMEHTOB);
MPUMEHSTh HOPMaTHBHBIC ITPABOBBIC AKThI, JIOKAIbHBIC
HOPMATHBHBIEC aKThl OPraHU3AIUN U METOANYECKHE JOKYMEHTHI B
obJyacTu yuéra apXUBHBIX eI (HOKYMEHTOB);

BHOCHTB TIPE/TIOKESHHS IO COBEPIICHCTBOBAHMIO METOIUNIECKOTO
oOecrieyeHrs yu€Ta pa3HbIX BUIOB JOKYMEHTOB B
JOKYMEHTHPOBaHHBIX chepax IesiTeIbHOCTH OpraHU3alliy.

3HanuA:

HOpMaTHBHBIE MpaBoBbIe akThl Poccuiickoit denepanuu B chepe
JIeJIOTIPOU3BOICTBA M apXUBHOTIO /€A,

METOJINYECKUE IOKYMEHTHI M HALIUOHAJIbHBIE CTaHApPThI B
o0acTH yuéra JOKyMEHTOB U JIOKYyMEHTHUPOBAHHBIX chep
JeSITeIbHOCTH OpraHu3aluy;

OTEYECTBEHHbIEC U 3apyOeKHbIE CEPTUPUIINPOBAHHBIE CUCTEMbI
aBTOMATHU3UPOBAHHOTO Y4€Ta apXUBHBIX /1€J (JOKYMEHTOB);
TpeOOBaHUs K YUETY 0CO0O0 IIEHHBIX M YHUKAJIbHBIX aPXUBHBIX J€J1
(1OKyMEHTOB);

CPOKH BBIIIOJIHEHHUSI Pa0OT MO YUYETY apXUBHBIX JIeJ (JOKyMEHTOB);
oO1u1ye NpUHIMIBI yuéTa U KOMIUIEKTOBaHUSI J1eN (JOKYMEHTOB)
OTrPaHUUYEHHOTO JOCTYIIa;

TpeOOBaHMS OXPaHbl TPY/A.

[1K 2.3.
OcymiecTBISITh
XpaHEHHE apXUBHBIX
nen (TOKyMEHTOB)

C TIOCTOSITHHBIM
CPOKOM XpaHCHHUS H
M0 TUYHOMY COCTaBY
B apXUBE
OpTraHu3aIuu

HaBbiknu

OCYIIECTBJICHUSI XPAHCHUS aQpXUBHBIX JIeJ (IOKYMEHTOB) C
IOCTOSIHHBIM CPOKOM XPaHEHUS U 10 JUYHOMY COCTaBY B apXUBE
OpraHu3aIuu

Ymenus:

CUCTEMAaTU3UPOBATh Jieja (JOKYMEHTHI);

pa3MelaTh apXuBHBIE Jiefa (JOKyMEHThI) Ha MECTaX XpaHEHHs B
COOTBETCTBUH C HOPMAaTUBHBIMHU TPEOOBAHUSAMHU B 00JaCTH
apXUBHOTO JieJ1a U yIPaBIEHUS T0KyMEHTAMH;

co0JII0aTh HOPMATUBHBIE PEXKUMbI XPaHEHUSI apXUBHBIX 1€
(TOKyMEHTOB) Ha JIFOOBIX HOCUTEISX;

MIPOBOAUTH MPOBEPKY MOTHOTHI COCTaBa APXUBHBIX IOKYMEHTOB B
€IMHUIIAX XPaHEHUS;

MIPOBOAUTH OMUCAHUE APXUBHBIX JIeJT (IOKYMEHTOB);

COCTaBJIATh CIIPABOYHO-TIONCKOBBIE CPEICTBA K apXUBHBIM JI€JIaM
(moxymeHTaMm);

BECTH YUYET U KOHTPOJIb BbIJAUX aPXUBHBIX €I (IOKYMEHTOB) U3
apXMBOXPaHWJIKIIA U UX BO3BPATA;




BECTH YUET M KOHTPOJIb Mepeiaun e (I0KyMEHTOB)

B TOCYJIapCTBEHHBII/MYHHUIIUIIATBHBIA apXUB HIIH HAa HHOE
BHEIITHEE XpaHEeHUE U MpuéMa JieJ ¢ BHEITHETO XPaHCHHS,
MIPOBOJIUTH MOJIMCTHYIO MPOBEPKY (DPU3HMUECKOTO COCTOSTHUS JIEI
(1OKYMEHTOB);

pa3bICKUBATh HEOOHAPYKECHHBIC eTia (JOKYMEHTHI);

3amuUnaTh HOOPMAIIMOHHBIE PECYPChl apXHUBa OT
HECAHKIIMOHMUPOBAHHOTO JIOCTYIIA.

3Hanus:

HOpPMaTHBHBIE MPaBOBbIC akThl Poccuiickoit denepanuu B chepe
JIEJIONPOU3BO/ICTBA U apXUBHOTI'O J€J1a;

HOpPMaTHUBHBIE TTpaBOBbIC aKThl Poccuiickoit denepanuu B
obmacti uHpopMaIK, HHPOPMAITMOHHBIX TEXHOJIOTUH, 3aIIUThHI
nH(OpMAaLIUY U ePCOHANIBHBIX JaHHBIX, HU(POBOIH
TpaHchopmanuu;

HOpPMaTHUBHBIE ITPaBOBbIC aKThl Poccuiickoit denepanuu B
o0acT KOH(UAEHIMATIBHOCTH HH(OpMaLIUK;

MpaBWJIa XpaHEHUS JIeT (IOKyMEHTOB) B COOTBETCTBHH C UX
TUIIAMU;

opsAI0K (OPMUPOBAHUS JOKYMEHTOB B KOMILIEKTHI, TPYIIIIBL,
THIIBI,

TpeOoBaHUS K O)OPMIICHHIO TOTOBOPOB HA PEATM3aLIUI0 YCIYT
BHEIIHETO XpaHEeHHUs Jell (JOKYMEHTOB);

CPOKHU BBITIOJTHEHUS padoT;

TpeOOBaHUS K yCTaHOBJIIEHHBIM HOPMaM BbIPaOOTKU;
TpeOOBaHMs OXpaHbl TPYJa.

IIK 2.4.
Ocy1iecTBISTh
XpaHEeHHE,
KOMILJIEKTOBaHUE,
YYET U
HCIIOJIb30BaHUE JIETT
(TOKyMEHTOB)
BPEMEHHOTI'0
XpaHeHUus

HaBbiku
oOecrieueHus XpaHeHus, KOMIUIEKTOBaHUs, yuéTa 1
WCIIOJIB30BaHMUSI JIe] (JIOKYMEHTOB) BPEMEHHOTO XpaHEHUS

Ymenus:

OpPraHM30BBIBATh U 00ECIIEUNBATh XpaHEHHE JIeN (JOKYMEHTOB)
BPEMEHHOT'0 XpaHEHHUs1 OPTaHU3aMH B TPAJUIIMOHHOM U B
AJIEKTPOHHOM BU/IE;

KOHTPOJIUPOBATh Pa3pabOTKy CTPYKTYPHBIMH MOIPA3/IEICHUAMHI
OMMCEN U aKTOB O BBIJIEJICHUH HA YHUUYTOXEHHUE JIE
(TOKyMEHTOB) BPEMEHHOI'0 XpaHEHUS B TPAIUIIIOHHOM H B
AJIEKTPOHHOM BU/IE;

(hopMHpPOBATh €AUHUIIBI XPAHEHUS IOKYMEHTOB ISl MX
MOCJIETYIOIEro pa3MeIIEeHUs B apXUBE OpraHU3aluH;
COCTaBJIATh CIIPABOYHO-TIONCKOBBIE CPEICTBA K apXUBHBIM J€]IaM
(moxymeHTam);

OCYILECTBIIATh MOUCK J1eN (JIOKYMEHTOB) BPEMEHHOI'O XpaHEHUs B
MPOLIECCEe UX XPAHEHUS B CTPYKTYPHBIX MOJpa3AeIeHUSIX U
apXx#Be OpraHU3alnY;

OCYIIECTBIISITH METOANYECKOE PYKOBOJICTBO OpraHU3allen
XpaHeHus Ael (JOKYMEHTOB)

B CTPYKTYPHBIX [TO/Ipa3ICIEHUAX OPTaHU3alluH;

OKa3bIBaTh CTPYKTYPHBIM MOAPA3EIICHUSM IPAKTUUECKYIO
MIOMOIIb B OPTaHU3AIMH XpaHEHUs Jel (JIOKyMEHTOB);
pa3pabarbIBaTh CIpaBOYHO-UH(POPMALMOHHBIE JOKYMEHTHI 10
OpraHM3aIMK UCII0JIb30BaHUSI JIe) (JOKYMEHTOB) BPEMEHHOIO




XpaHEeHUs B CTPYKTYPHBIX MOAPA3CICHUIX U apXUBE
OpraHu3aIuy;

IIPOBOJUTH SKCIIEPTU3Y LIEHHOCTH €1 (JOKYMEHTOB) BPEMEHHOIO
XpaHEeHHUs, IIepe/IaHHbIX B APXUB;

OIIPEAEIATh CPOKU XpaHEHUs /1€ (IOKYMEHTOB) BPEMEHHOTO
XpaHEeHHUs;

o0ecreynBaTh 3alMTy JIeI (JIOKYMEHTOB) BPEMEHHOTO XPaHEHUS
B OpraHU3allUM OT HECAHKIIMOHMPOBAHHOT'O JOCTYIIA WU
YHUUYTOXKCHUS;

MPOBONUTH (PU3UUECKOE YHUUTOXKEHHUE AeIT (JOKYMEHTOB)
BPEMEHHOI'O XpPaHEHUs C UCTEKIIMMU CPOKaMHU XPaHEHUS 110CIIe
COIIACOBAHUS CO CTPYKTYPHBIMU HOJPa3/IeIEHUSIMU
OpraHu3aluiy;

0(hopMIIATH yUETHBIE TOKYMEHTHI 00 YHUUTOXKEHUU J1E1
(1OKyMEHTOB) BPEMEHHOI'O XpPaHEHUSI C UCTEKIIMMH CPOKaMHU
XpaHEHHsI COBMECTHO CO CTPYKTYPHBIMU HOJpPa3IeICHUSIMU
OpraHU3alMH.

3HaHus:

HOpMAaTHBHBIE MPaBOBbIE akThl Poccuiickoit denepanuu B chepe
JIEJIONIPOU3BOJICTBA U APXUBHOIO JIEIIA;

HOpPMAaTHUBHBIE ITPaBOBbIC aKThl Poccuiickoit denepannn B
00J1aCTH 3aIIUTHI IEPCOHATBHBIX JaHHBIX;

HOpPMAaTHUBHBIE ITPaBOBbIC aKThl Poccuiickoit denepanun B
00J1acTi KOH(pHICHIIMAILHOCTH HH(OPMAITUH;
METOAMYECKUE JOKYMEHTHI U HAllMOHAIBHBIE CTAHIAPTHI B
00J1aCTH JACIONPOU3BOICTBA U APXHUBHOTO JIEIa;

METOAMKA Pa3padoTKu (GOpPM YUETHBIX JOKYMEHTOB B
TPAJULIMOHHOM U B 3JIEKTPOHHOM BUJIE;

MpaBWJIa CUCTEMATHU3AINH U KIIACCU(PUKAIIUU JTJOKYMEHTOB;
0COOCHHOCTH OpraHU3alliy XpaHeHHs el (TOKyMEHTOB) Ha
Pa3IUYHBIX HOCUTEISIX;

KpUTEPHUH OTPEIENICHUs IIEHHOCTH e (IOKyMEHTOB) JIJIsi
JTATBHENTIIETO XpPaHEeHUS UJIM YHUYTOXKEHUS;

TpeOOBaHUS K IPOIeccCaM YHUUTOXXEHUs HH(popManuy B
TPaAUIIMOHHOM U 3JIEKTPOHHOM BH/IE;

TpeOOBaHMS OXPaHbl TPY/JA.

[1K 2.5.
Ocy1iecTBISTh
UCTIOJIb30BaHNE
ApPXUBHBIX JIel
(1IOKYMEHTOB), B TOM
qHCIie C
HCIIOJIb30BaHUEM
ABTOMATHU3UPOBAHHBIX
CUCTEM

HaBbIku
OCYIIECTBIICHUS HCIIOIH30BaHUS ApXUBHBIX /1€ (JOKYMEHTOB), B
TOM YHUCJIE C UCMOJIb30BAHHEM aBTOMATU3UPOBAHHBIX CUCTEM

Ymenusn:

CHUCTEMAaTU3UPOBATh U 0000IIATh CBEJICHUS O COCTABE U
COJIep>)KaHUU apXUBHBIX /1T (IOKyMEHTOB);

HCIIOJIB30BATh I/IH(l)OpMaIII/IOHHI)IG TCXHOJIOTUH B 06J'IaCTI/I
CO3/IaHUS CIIPABOYHO-TIOMCKOBBIX CPEJICTB apXUBa U
)IOKYMCHTI/IPOBaHHI)IX C(bep OCATCIIBHOCTHU OpFaHI/I3aHI/II/I;
(hopMUPOBATh OCHOBHBIE M BCTIOMOTATEIbHBIE BUABI QPXUBHBIX
CIIPaBOYHHMKOB B JICKTPOHHOU hopme;

MOATOTABIUBATh NHGOPMAITMOHHBIE IOKYMEHTHI 110 3alpocaM
10JIb30BATEIEH PA3IMYHBIX KaTErOPUH.

3HaHus:
HOpMaTHBHBIE MIPaBOBBIE akThl Poccuiickoit denepanuu B chepe
JIEJIONPOM3BOJICTBA;




HOpPMaTHUBHBIE ITPaBOBbIC aKThl Poccuiickon denepauun B
00J1acTH 3alUThI IEPCOHAIBHBIX JTaHHBIX;

METOAMYECKUE JOKYMEHTBI B 00JIaCTU UCIIOIb30BAHUS U
MyOJIMKAITUU apXUBHBIX JIeJT (JIOKYMEHTOB);
cepTu(UIMPOBaHHBIE HHPOPMAIIMOHHO-TIOUCKOBBIC CUCTEMBI B
o0ractu pa3pabOTKU HAYYHO-CIPABOYHOIO anmnapara
JIOKYMEHTHUPOBAHHBIX c(hep eATEIBbHOCTH OPTaHnu3allNu;
CPOKH BBITIOJTHEHHS pabOT MO OpraHU3aluy UCIIOIb30BAHUS
apXUBHBIX €]l (JIOKyMEHTOB);

OpraHHU3alOHHBIE IPUHIIUIIBI HCTIOIB30BAHUS TOKYMEHTOB
OTPAaHUYEHHOTO JI0CTYTA;

TpeOOBaHUS K MOJTOTOBKE apXUBHBIX CIPABOK U BBIMHCOK U3
ApPXUBHBIX JOKYMEHTOB;

TpeOOBaHMs OXpaHbl TPYJa.




