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AHHOTAIMS HA PABOUYYIO IPOTPAMMY YUYEBHOI
JTUCHUATIIMHBI

«CTI'.01 ©HCTOPHUSA POCCHUMN»
46.02.01 TokyMeHTAaLIMOHHOE O0eclieYeHHe YIPABJICHUS U APXUBOBEACHHE

1.1. MecTO JUCUMILIIMHBI B CTPYKTYpPe OCHOBHO# 00pa30BaTe/IbHOM NMPOrpaMMbl:

VYueOnas

JUCHUITIINHA

«Hcropus

Poccun»

SIBIISIETCST  0043aTEIbHOW  4acTbIO

COLMAIBHO-TYMaHUTAPHOTO LUKJIA MPUMEPHON 00pa3oBaTEIbHON MPOrpaMMBbl B COOTBETCTBUU

c @roc cCro

" apXUBOBCIACHUS.

o CleuuaJIbHOCTHU

JIOKyMEHTAaLlMOHHOE

o0ecriedeHrne  yrpaBlICHUS

Oco0oe 3HaueHue AMCUUILIMHA UMeeT npu ¢opmupoBanuu u pazsutuu OK 01, OK 02,
OK 04, OK 05, OK 06, OK 09.

1.2. Heas 1 niIaHupyeMble pPe3yJbTAaThl 0CBOCHUS JUCHUIIJIMHBI:
B pamkax mporpammbl y4eOHOW MHUCHMIUIMHBI O0YYarOIIUMUCA OCBAaMBAIOTCS YMEHUS U

3HAHUS
Kon
Ymenust 3Hanus
IIK, OK
OK 01, 02, 04, OpPUEHTHPOBATHCS B OCHOBHBIE HaIlpaBJICHUS Pa3BUTHUS
05, 06, 09 COBpPEMEHHOM Poccun (CCCP) Bo BTOpOIi MOJIOBUHE
SKOHOMHUYECKOU, XX u nepBoit yerseptu XXI BB.;

MTOJIMTUYECKON U KYJIbTYPHOU
cutyauuu B Poccuu u mupe;

BBISIBJIATH B3aUMOCBSI3b
OTEYECTBEHHBIX,
pEernoHaIbHbBIX, MUPOBBIX
COLIMAJIbHO-9KOHOMHYECKUX,
MOJUTHYECKHUX M KYJIbTYPHBIX
npo0iem;
IPOTHBOJICHCTBOBATD
nomnsITkaM (aibcudukanuu
UCTOPUYECKUX (DAKTOB.

CYIIHOCTb ¥ IPUYHHBI JTOKAIbHBIX,
PETMOHAIIBHBIX, MEKIOCYAApPCTBEHHBIX
KOH(JIUKTOB BO BTOPOI 1MosIoBUHE XX —
nepBoi uersepTy XXI B., OLIEHUBATH
POJIb CTPaHbI B UX pa3pelICHUU;
OCHOBHBI€ ITPOLIECCHI TOJIMTHYECKOTO U
SKOHOMHUYECKOI'O Pa3BUTHS CTPAHBI U €€
PEroHOB;

OCHOBHBIE HAIIPABJIEHNs OTEYECTBEHHOMN
BHEIIIHEW MMOJIUTHUKHU C BETYIIUMH
MupoBbiMH aepxkasamu, OOH, HATO,
EC u apyrumu mex1yHapOAHBIMU
OpraHu3alusIMU;

O POJIM HAYKHU, KYJIbTYPbI U PETUTUN
B COXpPaHEHHUHU U YKPEIUICHUH
OTEUYECTBEHHBIX HAIIMOHAIBHBIX U
rOCYJapCTBEHHBIX TPaIULINT;
COJIep’KaHUE U Ha3HAUYEHUE BaXKHEUIITNX
IIPABOBBIX U 3aKOHOJATEIbHBIX aKTOB.




2. CTPYKTYPA U COAEPXKAHUE YUEBHOM JUCIIUILINHBI

2.1. O0beM yueOHOI IMCUMIIMHBI M BUABI Y4eOHO0# padoThI

Bup yueOHoii padoThl O0bem B yacax

O6bem 00pa3oBaTeNbHOI MPOrpaMMbl Y4eOHON AUCIUTUINHBI 34

B T.4. B (hOpMe PAKTHUECKOM MOJrOTOBKU

BT. 4.
TeopeTuyeckoe o0ydueHue 26
NPaKTUYECKHE 3aHATUS 8

HpOMe)KYTO‘IHaH aTTeCTanusa




AHHOTAIMS HA PABOUYYIO IPOTPAMMY YUYEBHOI
JTUCHUATIIMHBI

«CT'.02 THOCTPAHHBIN S3BIK B TIPO®ECCHOHAJBHOM JEATEJIBHOCTH»
46.02.01 IokymMmeHTAlIMOHHOE O0ecTeYeHre YIIPABJICHUS U APXUBOBEJICHHUE

1.1. MecTO AUCHUIJIMHBI B CTPYKTYPe OCHOBHOI 00pa3oBaTe/ibHOM NPOrpaMMbl:
VYyebnas aucuuiuimHa «MHOCTpaHHBIN S3BIK B MPO(ECCHOHATBHON NESITEIbHOCTH»

ABJIACTCA

o0pa3oBaTelbHOIl MpOrpaMMbl B

00s13aTeIbHON

4aCTbIO
COOTBCTCTBHUU

CONUAJIbHO-TYMAHUTAPHOI'O

LUKIIa
dI'oC CIIO 1o

MIPUMEPHOH
CHEIUAIBHOCTH

46.02.01 JIokymMeHTamOHHOE 00OecIeueHre YIPaBICHHS U apXUBOBEICHHE.

Ocoboe 3HaueHne TUCHUIUIMHA uMeeT npu ¢opmupoBanuu u passurun OK 01, OK 02,
OK 04, OK 05, OK 09.

1.2. He.]'lb H INIAHUPYEMBIC PE3YyJbTAThI OCBOCHUA TUCHUIIIMHBI:

B paMKax ImporpamMmbl yqe6H0171 JAUCHUITIIMHBI 06y‘laIOH_[I/IMI/IC$I OCBAWBAKOTCA YMCHUSA

U 3HaHUsA
HII(<,0)(1)K Ymenus 3HaHuA

OK 01, MIOHUMATbh OOIIUI CMBICI YETKO IIpaBUJjIa IOCTPOECHUS IIPOCTHIX U
OK 02, MPOU3HECEHHBIX BBICKA3bIBAHUM HA | CJIOKHBIX MPEIII0KEHUN HA
OK 04, npodeccuoHaIbHbIE OBITOBBIE npogeccuoHaIbHBIE TEMBL;
OK 05, TEMBI; OCHOBHBIE 001IIEYIOTPEOUTETbHBIE
OK 09, MMOHUMATh TEKCTHI Ha Oa30BbIC U riarossl (ObITOBAs U
IIK 1.1, npodeccOHAIbHBIE TEMBI; npodeccuoHagbHast JEKCHKa);
IIK 1.2, CTPOMTB NPOCTHIE BHICKA3BIBAHUA O | JIEKCUYECKMI MUHUMYM, OTHOCSILUICS
[IK 1.4, ceOe u 0 cBoeHl MpodecCHOHANbHON | K OMUCAHUIO MPEAMETOB, CPE/CTB U
K 1.7 NEATEIIbHOCTH; MIPOLIECCOB MPOPECCHOHATBHON

y4acTBOBATh B AMAJIOrax Ha oOIIue
1 Ipo(heCCUOHATIbHBIE TEMBIL;
KpaTKo 00OCHOBBIBATH M OOBSICHSTH
CBOM JICUCTBUS;

MUCaTh MPOCThIE CBSA3HbIC
COOOIIEHUS Ha 3HAKOMBIE MU
MHTEpECYyIoIINe NpoQecCuoHaIbHbIE
TEMBI;

BecTH Oeceny (BKIrOUast
TeneOHHBIE TePErOBOPHI) Ha
WHOCTPAaHHOM SI3bIKE Ha
MIOBCETHEBHBIE U
npo¢eccrOHaIbHBIE TEMBI;
BCTPEYaTh MOCETUTENEH;
OCYILECTBIATH TPEBEI-TIOAJIEPKKY
JIEJIOBBIX MOE3/10K;

- BECTH NIEPENUCKY HA HMHOCTPAaHHOM
A3BIKE.

JIEATENHHOCTH;

0COOEHHOCTH MIPOU3HOIIEHUS CIIOB;
TIpaBWJIa YTCHUS TEKCTOB
npodeccuoHaNbHOM HAMIPaBIEHHOCTH;
(bpasbI-KIuIIe s BeAeHUs Oecebl U
MEePETCKN Ha MHOCTPAHHOM SI3BIKE;
0COOCHHOCTH MepeBo/ia JOKYMEHTOB C
WHOCTPAHHOTO SI3BIKA;

MpaBWJIa OpTaHU3AIMH ITPHEMa
MOCETUTEIIEH;

MOPSAIOK MOJATOTOBKH JI€JIOBOM
MMOE3IKU.

2. CTPYKTYPA U COJAEP)KAHUE YYEBHOM JUCHUILINHBI




2.1. O0beM y4eOHOM TMCHUIIMHBI 1 BUbI Y4eOHO# padoThl

Bun yueOHo# padoThI O0Bem B yacax

O6beM 00pa3oBaTeNbHOI MpOrpaMMbl y4eOHON AUCIUTIITMHBI 140

B T.4. B (hOpMe IPAKTHUECKOMN MOArOTOBKU -

BT. Y..

TeopeTuyeckoe o0ydueHue -

MIPaKTUYECKHUE 3aHATH 140

[IpomexxkyTouHas arrectauus




AHHOTAIMS HA PABOUYYIO IPOTPAMMY YUYEBHOI
JTUCHUATIIMHBI

«CTr'.03 BE3OITACHOCTD KU3HEJAEATEJIBHOCTHN»
46.02.01 IokymMmeHTAlIMOHHOE O0ecTeYeHre YIIPABJICHUS U APXUBOBEJICHHUE

1.1. MecTo cuMIVIMHBI B CTPYKTYPe OCHOBHOM 00pa30BaTe/IbHOM NPOrpaMMbl:
Vuebnasg nucuuminHa «be3onacHOCTh KU3HENESTEIbHOCTH» SBISETCA 00s3aTeIbHON

YaCTbO  COOUAIIBHO-TYMAHHUTAPHOTO  IMUKJIA HpHMCpHOﬁ

00pa3oBaTeIbHON  MPOrpaMMBI

B cootrBeTcTBUU ¢ PI'OC CIIO mno cnenmanbrocty 46.02.01 JlokyMeHTanmmOHHOE oOecrieueHne
YIpaBJICHUS U apXHUBOBEJICHHE.

Ocoboe 3HaueHne TUCHUILTUHA UMeeT pu (popmupoBanuu u pazsutuu OK 01, 02, 04, 07.

Hesapb n ni1aHUpyemMble pe3yJabTaThl 0CBOCHUS AMCUUIIIMHBI:
B pamkax mporpaMMbl y4eOHOW TUCIUIUIMHBI OOYYAIOIIMMHUCS OCBAWBAIOTCS YMEHUS

Y 3HAHUS
Kon YMeHus 3HaHHA
IIK, OK
OK 01 pacno3HaBaTb B INPOPECCHOHAIBHOM | aKTyaJIbHbBIN npogeccuoHaIbHBIN
U COLIMAJILHOM KOHTEKCTE 3aJaudl W/WiIH | U COLMAJIbHBIN KOHTEKCT

POOJIEMBI, OTHOCSIIUECS K KPYTY 33a4
1500701051 npobiem Mo/IepKaHus
0e30MacHbIX yCIOBUI
JKU3ZHEJEATEIIbHOCTH, B TOM YHUCJE MPHU
Bo3HUKHOBeHNH YC;

aHAIM3UPOBATh  3aJadyy ©  W/WIH
POOJIEMBI, OTHOCSTITHECS K MPEAMETHON
obmactu 0€301acHOCTH
JKA3HEIEITENLHOCTH,

Y BBIACIATH COCTABHBIC YaCTH MOTO0HBIX
3a/1a4 U/uiu mpooiem;

BBIABIIATE U 3((EKTUBHO  HCKaTh
uHopmalo,  HEOOXOAUMYIO IS
pelieHuss  3aJady  W/WIM  TpodIemM
MoJIJIepKaHusT  O€30MacHBIX  YCIIOBHI
JKU3HEICITCIIbHOCTH,

B TOM 4YHCJIE IPU BO3HUKHOBeHUH YC;
COCTaBIIATh TUTAH JIEHCTBUI, ONIPEIEISTh
pecypchl, TPOTHO3HPOBATh PE3yIbTaThI
peanu3alid  COCTAaBIEHHOTO  IJIaHa
nojJepKaHusi  0e30MacHBIX  YCIOBUIA
JKU3HEJICATCIIGHOCTH, B TOM YHCIIE NPHU
BO3HUKHOBeHHH UC;

BJIQJIETh  CIIOCOOHOCTHIO  NPUHUMATH
pereHus o 1enecoo0pa3HbIM
JIeHCTBUAM

B UC;

BJIJICTh METOJaMH 3aIIUTHI OT BPEIHBIX
u onacHblx (akropoB UC, 3amuThl
gesoBeKa

U cpeapl OOUTaHUS OT HETAaTUBHOTO
Bo3AercTBUs npu YC; npruemsl 1eMCTBUI
1o rpaxaaHckoi obopone u B UC.

nojJiepKaHusi O€30MacCHBIX YCIIOBUMA
YKU3HEICSITCIIbHOCTH, B TOM YHCIIE TIPH
Bo3HMKHOBeHNH YC;

OCHOBHBIE HCTOYHHKU HH(pOpMAIu

u pecypcebl JUISt peLIeHus
3amady  obecriedeHuss OE30MaCHOCTH
KU3HEEATEIIbBHOCTH B

npopecCHOHAIBbHOM U COLMATBLHOM
KOHTEKCTaX: NPUHLUIBI, MpaBuiIa H
TpeOoBaHuUsl GE30MacHOrO MOBEIEHUS,
3alIMUTBl  OT  ONACHOCTEH  IIpHU
OCYILLECTBICHUH MpPOodecCHOHATbHON
nestenbHocTH U B UC;

(busHnonIorNUecKue MOCJIEICTBUSA
BO3JIEUCTBUSI Ha geJIoBeKa
TPaBMUPYIOLIHUX, BpPEIHBIX "

nopaxaromux (pakTopos;

QITOPUTMBI M TPUEMBI  3ALIUTHI
YeIOBeKa H Cpeabl OOWUTaHHUSI OT
HeraTuBHOro Bo3aeucTeus npu UC;
QITOPUTMBl U IIPUEMBl  JEHCTBUMU
0 TpaxaaHckoi obopone u B UC;
OCHOBBI obecriedeHrss  BOEHHOM
Oe3omacHOCTH  rocyaapctBa (A
FOHOIIICH).

OCHOBBI MEIUIIMHCKUX 3HAHWN (A
JIEBYIIIEK)




OLICHMBATh pPE3yAbTaT U MOCIEACTBHS
CBOMX JICHCTBUM II0 PELICHUIO 3a1a4
1500703051 npobem Mo /IepKaHUS
0e30MacHbIX yCIIOBUI
KU3ZHEJEATEIIbHOCTH, B TOM YHUCIE MPHU
Bo3HUKHOBeHun YUC.

Bnaners 3HaHUSAMH OCHOB 00OecriedeHHUsI
BOCHHOW 0€30MacHOCTH TOCYyJapcTBa
(n7st roHOIIEH ).

Brnagets 3HaHUSIMH OCHOB METUITUHCKUAX
3HAHWH (JIJ151 JICBYIIICK)

OK 02

OnpeneNaTh  3a7adyd  JUIs  [IOHCKa
uHOpPMaIIHH, COEPIKaIIE aKTyalbHbIe
CBEIEHUS 0 0e30IacHOCTH
KU3HENEATEBHOCTH,

OHpeI[eJIﬂTI) HCO6XOI[I/IMI)IC NCTOYHHUKH
uH(pOpMAIIMK COTJIACHO HOMEHKIJIAType

UH(POPMAIIMOHHBIX HCTOYHUKOB,
NpUMEHsSIeMbIX B cdepe 0e30MacHOCTH
KU3ZHEJESATEIIbHOCTH;

MIPUMEHSATh NPUEMBI CTPYKTYPUPOBAHUS
uH(pOpMAIMK JIJIST  CO3JaHUS  YCTHBIX
n IMMChbMEHHBIX COOOIIIEHHH,
AJIEKTPOHHOTO KOHTEHTa ¥ T.I. B
mporecce OCBOCHHMsS HWHMOpPMAIUU O
0€30IIaCHOCTH JKU3HEACATCILHOCTH;
npumenste  UMKT u  uudpossie
WHCTPYMEHTHI [UJISI  pelIeHus 3ajad,
CBS3aHHBIX C  MpodeccHnoHaTbHBIM
KOHTEKCTOM obecrieueHUs
0e30IMacHOCTH  JKU3HEAEITCILHOCTH |
3aIUTHl OKPYKAIOIIEH CpeIbl;
HCIOIb30BaTh COBPEMEHHOE
MporpaMMHOE 00€CTICUeHHE, PA3TUIHbIC
nupoBble CpeAcTBa IS MOTy4YSHHS
uH(popMaIuy, TTO3BOJISIONICH:
UIEHTU(DUIIUPOBATH OCHOBHEIE
OMACHOCTH CpeIbl OOMTAaHUS YETOBEKa,
OIICHWBATh PHUCK WX pean3aIluu;
MPUHUMATh pereHus o
nenecoodpasubiM  aedctBusiM B UC;
pacno3HaBaTh >KMU3HEHHbIE HapylIECHUs
npu HEOTJIOKHBIX COCTOSIHHASX
U TpaBMax

HOMEHKJIATYpPY MH(OPMAITMOHHBIX
WCTOYHUKOB, MIPUMEHSIEMBIX B cdepe
0€30MaCHOCTH  JKU3HEACSITEIbHOCTHU:
HOPMAaTHUBHO-ITPABOBBIC aKTBI
dbenepanpHOTO, PETHOHAIBHOTO,
JIOKaJIbHOTO YPOBHEH, PEryJIMPYIOIIHe
NESATENILHOCTh B cepe Oe30MacHOCTH
KHU3HEIEATCILHOCTH, OCHOBBI
KOHTPOJISI

U yrpaBieHus B cdepe oOecredeHus
0€30MaCHOCTH  JKU3HEACATEIHLHOCTH
¥ 3aIUTHl OKPYXKAFOIIEH CPEIIbI;
IPHEMBI CTPYKTYpHUPOBAHHUS
UH(pOpMaIInH, cozepKarien
aKTyaJIbHbIC HAydYHBIC CBEJCHHUS O
0€30MaCHOCTH JKU3HENIEATENBHOCTH, U
¢dopmatel  odopmueHus  (ycTHoe
coo01IeHne, MUCbMEHHOE COOOIIICHHE,
9JIEKTPOHHBIA KOHTEHT U T.I1.) JAHHOMN

UHpOpMaLny;

MOPSIIOK TIPUMEHEHHST COBPEMEHHBIX
CpPEICTB 51 YCTPOMICTB
nHpopmaTuzanu

" U PPOBBIX WHCTPYMEHTOB
B o0ecrieyeHnn 6e30macHOCTH

KU3HEACATCIIBHOCTHN nu 3allIUThI
OKpYyXKarolllel cpeapl B Mpolecce
peleHnss  3a7a4  COUHMAIbHOM U
npodeccroHabHOM 1eATeTbHOCTH

OK 04

OpraHW30BbIBaTh  Pa0bOTy  KOJUICKTUBA
n KOMAaHbI u BSaHMOHeﬁCTBOBaTB
C KOJUIEraMH, PyKOBOJICTBOM, KITHCHTAMH
TUTSt CO3JIaHUS YeJI0BEKO- u
IPUPOI03ALTUTHOM cpenbl
OCYIIECTBICHUSI  MPO(eCcCHOHAITBHOM
JACATCIIbHOCTH,

TICUXOJIOTUYCCKUC OCHOBBI
ACATCIIBHOCTH TPYAOBOT'O KOJIJICKTHUBA,
TICUXOJIOTUYCCKUC 0COOEHHOCTHU

JUYHOCTH B cdepe  TpyrOBOH
NesITeIbHOCTH,  aKTyallbHble  JUIA
MUHUMM3ALHAN OIaCHOCTEN u
3¢ (EKTUBHOTO YIPABICHUSI PHCKaMU
UYC na pabouem mecTe;

OCHOBBI IIPOEKTHOM  JAEATEIbHOCTU
B KOJUIEKTHBE M KOMAH/IE M0 PELICHUIO
3aJa4  MUHMMM3ALMU  ONACHOCTEH




u s pexTHBHOTO YIpaBJICHHS
puckamu YC nHa pabouem mecte Ha
OCHOBE MPUHIHUIIOB 3P (HEKTUBHOTO
B3aUMOJICVCTBHUS

o CO3/IaHHUIO YeJI0BEKO-
u MPUPOAO03ALIUTHON cpenbl
OCYIIECTBIECHUSI TPO(hecCHOHATHLHOM
JeSITeNIbHOCTH

OK 07 | apdexruBHO JEHCTBOBATH B
YpEe3BBIYAHHBIX CHUTYAIMAX, COOJIONATH
HOPMBI 9KOJIOTUYECKOH 0€301acHOCTH
Ha pabodyem MecTe;

COJICUCTBOBATh IIPAKTUYECKOMY
OCYLIECTBIICHHIO HJEHU OEpexIIMBOrO
IPOM3BOJICTBA 334 CYET MHUHUMH3AIHNU
yIpO3bl HOTEPB, BBI3BIBAEMBIX
HapyILIEHUAMH HOpPM  O€30MaCHOCTH
KHU3HEICATSIIFHOCTH Ha pabodeM MecTe

MOPSIAOK JIEMCTBUM B YpPE3BBIYAWHBIX
CUTyalUsX, HOPMBI 3KOJOTMYECKOU
0e30macHOCTH npu BE/ICHUU
npogeccuoHaIbHOMN e TeIbHOCTH;
Croco0bl  MUHHMH3ALUU  YIPO3BI
IIOTEPb, BBI3BIBAEMBIX HapPYyLICHUSMHU
HOPM 0e30IMacHOCTH
KHU3HEIEATENIPHOCTH  Ha  pabodeM
MECTE€ U ONACHOCTh HapyIIEHUsS HOPM
0€30IIaCHOCTH  >KU3HEAEATEIbHOCTU
JUISL peanu3anuu ujaeu OepeKIMBOro
IIPOM3BOJCTBA

2. CTPYKTYPA U COJAEPXKAHUE YUEBHOM JUCIIUILIVHBI

2.1. O6beM y4eOHOI TMCHUILIMHBI U BU/IbI Y4eOHOH padoThl

Buj yueOHoit padoThI

O0BeM B yacax

O6bem 06pa3oBaTeabHOM NPOrpaMMbl y4eOHOM JUCIUIUIMHBL 70
B T.4. B (hOpMe NMPaKTHUECKOM MOITOTOBKH 36
BT. 4.

TEOpeTUIeCcKoe 00ydeHne 34
NPaKTUIECKHUE 3aHATHS 36

[IpomexxyTouHas arrecranus




AHHOTAIMS HA PABOUYYIO IPOTPAMMY YUYEBHOI
JTUCHUATIIMHBI

«Cr'.04 ®UBNYECKASA KYJIBTYPA»
46.02.01 IokymMmeHTAlIMOHHOE O0ecTeYeHre YIIPABJICHUS U APXUBOBEJICHHUE

1.1. MecTo AuCHMILVINHBI B CTPYKTYpPe OCHOBHOI 00pa30oBaTeIbHOI IPOrpaMMBbl:

VYyeOnass nucuuiuinHa «@u3udeckas KyjlabTypa» SBISETCS 005S3aTeIbHOW YaCThIO
COLIMAJIbHO-TYMaHUTAPHOIO IMKJIa MPUMEPHO 00pa3oBaTeNIbHON MPOrpaMMbl B COOTBETCTBUU
¢ ®I'OC CIIO no crnenuamsHocTd 46.02.01 JlokyMeHTallMOHHOE OOECIIeUCHUE YIpaBICHUS
U apXUBOBEJ/ICHUE.

Ocoboe 3HaueHMe qUCUUIUIMHA UMeeT npH popmupoBanuu u pazsutuu OK 08, OK 04.

1.2. Heab ¥ niiaHupyeMble pPe3yJbTAaThl 0CBOCHUS] TUCHHILINHBI:
B pamkax nporpaMmmbl yueOHOM TUCIMIUIMHBI 00YyYaIOIIMMHUCS OCBAUBAIOTCS YMEHUS

Y 3HAHUS
Kon
Ymenus 3Hanus
IIK, OK
OK 04 OpPraHU30BBIBAaTh PAOOTY KOJUIEKTUBA U | IICUXOJOTMYECKUE OCHOBBI
KOMAaH/IbI; B3aUMOJICHCTBOBATH C JeSITeTbHOCTH KOJIJICKTHBA,
KOJIJIETaMH, PYKOBOJICTBOM, KIIMEHTAMHU | TICHXOJIOTHYECKUE OCOOCHHOCTH
B X0]1€ TPOPeCCUOHATBHON JIMYHOCTHU; OCHOBBI MPOEKTHOMN
JeSITeTbHOCTH JeSITeTbHOCTH
OK 08 UCIIOJIb30BaTh (PU3KYIBTYPHO- poiib (pU3UYECKOI KYIbTYpHI B

03/IOPOBUTEIBHYIO I€ATEIBHOCTD JJIS O0IIEKYIBTYPHOM, MPO(HeCcCHOHATEHOM
YKpEIUIeHUs 37J0pOBbs, TOCTUKEHUS U COIMAJIbHOM Pa3BUTUH YEJIOBEKa;
KHU3HEHHBIX U MPO(HeCCHOHAIBHBIX OCHOBBI 37I0pOBOr0 00pa3a >KU3HHU;
1eJel; MPUMEHSTh PalliOHAIbHbIE ycI0BUS PO ecCHOHATBHOM
IpUEMBbI ABUraTeIbHBIX (QYHKIIMHA B JeSITeIbHOCTH U 30HBI PHCKa
npoeccuoHaNbHON e TeNbHOCTH; (u3MUecKoro 310pOoBbs A Npodeccuu
M0JIb30BATHCS CPEJICTBAMU (cennanbHOCTH); CPEACTBA
NpOoIIAKTUKY TIepEHATIPSKEHUS, MpOGUITAKTUKY TIepeHATPSKEHUS
XapaKTEpHBIMHU ISl TaHHOW Tpodeccuu
(criennaabHOCTH)

2. CTPYKTYPA U COAEPX KAHUE YUEBHOM JUCIUTILIMHBI

2.1. O0beM yueOHOM IMCUMIVIMHBI M BUABI Y4eOHO0# padoThI

Buj yueOHoit padoThl O0bem B yacax
O6beM 00pa3oBaTeNIbHOM MPOrpaMMbl y4eOHON AUCIUITITUHBI 122
BT. Y..

TEOPETHUECKOe 00yUeHne 2




IPAKTUYECKHE 3aHSITHS 120

camocTosTeNbHas paboTa

HpOMe}I(YTOLIHaH aTTcCTaluAa




AHHOTAIMS HA PABOUYYIO IPOTPAMMY YUYEBHOI
JTUCHUATIIMHBI

«CT'.05 OCHOBBI BEPEXKJINBOT'O NTPOU3BOJACTBA»
46.02.01 IokymMmeHTAlIMOHHOE O0ecTeYeHre YIIPABJICHUS U APXUBOBEJICHHUE

1.1. MecTO JUCUMILIIMHBI B CTPYKTYpPe OCHOBHO# 00pa30BaTe/IbHOM NMPOrpaMMBbl:

VYyeOHnas nucuuiuinHa «OCHOBBI OEpEKIMBOrO IIPOU3BOJCTBAY SIBISETCA 005A3aTeIbHON
YacThIO  CONHMATBHO-TYMAaHUTAPHOTO IHMKJIA TPUMEPHONW 00pa30BaTeNbHONW MPOTPaAMMBbI
B cootrBeTcTBUU ¢ PI'OC CIIO no cnenumanprocTr 46.02.01 JlokyMeHTamMOHHOE o0OecIrieueHne
yIpaBiIeHUS U apXUBOBEJICHUE.

Ocoboe 3HaueHHe nucHHUIUIMHA uMeeT npu GopmupoBanuu u pazputuu OK 01, OK 02,
OK 03, OK 04, OK 05, OK 06, OK 09.

1.2. Heas 1 niIaHUpyeMble pPe3yJbTAaThl 0CBOCHUS JUCHUIIJIMHBI:
B pamkax nporpaMmmbl yueOHOM TUCIMIUIMHBI 00YyYaIOIIMMHICS OCBAUBAIOTCS YMEHUS

U 3HAHUA
Kon
YmMmenus 3HaHuA
IIK, OK
OK 01 IIJIJAHUPOBATh, OPraHU30BaTh U coJiep>kaHue U GOopMbl
MPOBOIUTH MEPOIIPUITHSA 110 SKIIMBOTO IIPOU3BOJICTBA;
Oepe Oro IPOU3BOJICTBA;
OK 03 peam3anu NpUHOUIIOB 6epe)KJ'II/IBOFO IIPUHLIUIIBI, METOABI U
OK 04 MIPOU3BOJICTBA; MHCTPYMEHTBI OEpPEXKITUBOTO
MOJIb30BaTHCI UHCT €HTaMH IIPOU3BOJICTB
OK 05 OHM3BOJCTBA
OK 06 6epe)K.]-H/IBOFO IMPON3BOJACTBA B AJTOPUTM BHEJIPECHUS
OK 09 HpO(beCCI/IOHaHI)HOI\/’I NCATCIIBHOCTHU HHCTPYMEHTOB 6epe)KJ'II/IBOFO
MPOU3BOJACTBA B ICSTEIbHOCTD
oduca

2. CTPYKTYPA U COJAEP)KAHUE YUEBHOM JUCIHUIIIMHBI

2.1. O0beM yueOHOI JMCUMIIJIMHBI M BUABI Y4eOHOI padoThI

Buj yue6Hoii padoThl O0beM B yacax
O6beM 00pa3zoBaTeNIbHOM MPOrpaMMbl yUeOHON AUCIMITIIUHBI 34

B T.4. B (OpMe MPaKTUUECKOI MOATOTOBKHU 12

BT. U.:

TeopeTuvecKkoe oOydeHue 22
MPaKTUYECKHUE 3aHATUS 12
[IpomMexxyTouHas arrecrauus




AHHOTAIMS HA PABOUYYIO IPOTPAMMY YUYEBHOI
JTUCHUATIIMHBI

«CT'.06 OCHOBbI ®UHAHCOBOM T'PAMOTHOCTH»
46.02.01 lokymMmeHTAIIMOHHOE O0ecIevYeHre YIPABJIeHHUS U APXUBOBEICHUE

1.1. MecTO AUCHUIJIMHBI B CTPYKTYPe OCHOBHOI 00pa3oBaTe/ibHOM NPOrpaMMbl:

VYyebnas mucnurumHa «OCHOBBI (PMHAHCOBON TPaMOTHOCTHY SIBJISIETCS 00s3aTeIbHOM
YaCThIO  COIMAIBHO-TYMAaHUTAPHOTO IHMKJIA TPUMEPHOM 0Opa3oBaTENbHOW IPOTPaMMBbI
B cootrBeTcTBUU ¢ PI'OC CIIO no cnenuanproctr 46.02.01 JlokyMeHTamMmOHHOE o0OecIieueHne
YIpaBJICHUS U apXHUBOBEJICHHE.

Ocoboe 3HaueHHWe AUCUUIUIMHA HMEeT Mpu (OPMHUPOBAHUU M PA3BUTHU OOIIUX
komnerennui: OK 01, OK 02, OK 03, OK 04, OK 05, OK 06, OK 09.

1.2. He.]'ll) H INIAHUPYEMBIC PE3YJbTAThI 0CBOCHUSA TUCHUIIIIMHBI

B pamkax mporpamMMmbl y9eOHOW TUCIUIUIMHBI OOYYAIOIIMMHUCS OCBAWBAIOTCS YMEHUS

Y 3HAHUS
Hllf,o?)K YMenust 3naHus
OK 01 MIPUHUMATD paliOHAIbHBIC (DMHAHCOBBIC | OCHOBHBIC MMPUHIIUIIBI
OK 02 penieHus B chepe ynpaBiIeHHS JIMYHBIMU | SKOHOMHUYECKOMW KU3HM 00IIeCTBa:
OK 03 (buHaHCAMY, POJIb JIEHET B CEMbE U OOIIECTBE,
OK 04 IUIAHUPOBATh U IPOTHO3UPOBATH MPUYUHBI U MIOCJIEACTBUS U3MEHECHUE
OK 05 6y;[y1une JOXOJbI U pacXodbl JIUYHOT'O J0XO0J0B U PACXO0J0B CEMbU; POJIb
OK 06 OroJKeTa,; rocyziapcTBa B 9KOHOMHUKE CEMbH;
OK 09 CTaBUTh CTPATETUYECKHUE 3a/1aUu JIJIs OCHOBBI B3aUMOJICHCTBUS C
JTOCTHKEHHS JINYHBIX (PUHAHCOBBIX KPEIUTHBIMU OpTraHU3alUsIMU;
1enen; MPUHIUIIBI YHKITHOHUPOBAHUS
MMOHUMATh JTUYHYIO OTBETCTBEHHOCTH 3a (MHAHCOBOM CHCTEMBI
pelieHust, MpUHUMAaeMbI€ B IIpoIiecce COBPEMEHHOTO TOCY/1apCTBa;
B3aUMOJICHCTBUS ¢ (PUHAHCOBBHIMU OCHOBBI yIPABIICHUSI HAJIOTOBBIMU
WHCTUTYTaMU; MJIATEeKaMHM C 1EIbI0 CHUKEHUS
HAXOJUTh HCTOYHUKHA MH()OPMAIIMH [l | HAJIOTOBBLIX PACXO0B B YCIOBUAX
npuHATUSA 3()HEKTUBHBIX (PUHAHCOBBIX COOJIIOICHHSI HAJIOTOBOM
peLeHuit JUCLUIUTUHBI

2. CTPYKTYPA U COAEPKAHUE YUEBHOM JUCIIUILIVHBI

2.1. O0bemM yueOHOM AMCUMIIMHBI M BUJbI Y4e0HOI padoThI

Buj yueOHoit padoThl O0bem B yacax

O6beM 00pa3zoBaTeNIbHOM MpOrpaMMbl y4eOHON AUCIMITITUHBI 34

B T.4. B JopMe MPAKTUUECKON MOATOTOBKH

BT. U..
TEeOpeTUIecKoe o0ydeHue 22
MPaKTUYECKHUE 3aHATUS 12

IIpomexxyTouHas arrecranus




JTUCHUATIIMHBI

AHHOTAIIMS HA PABOYYIO TIPOTPAMMY YUYEBHOU

«OI1.01 9KOHOMHUKA OPI'"AHU3 AN
46.02.01 IokymMmeHTAlIMOHHOE O0ecTeYeHre YIIPABJICHUS U APXUBOBEJICHHUE

1.1. MecTO JUCUMILIIMHBI B CTPYKTYpPe OCHOBHO# 00pa30BaTe/IbHOM NMPOrpaMMBbl:
VYyeOHas aucuMiuinHa «OKOHOMHUKA OpraHU3alUu» SBISAETCS 00sA3aT€IbHOM YacTbiO

o0mienpodeCCHOHANBHOTO IUKJIA MPUMEPHON 00pa3oBaTEeNbHON MPOrpaMMbI B COOTBETCTBUU

¢ ®I'OC CIIO no crnenuamsHocTd 46.02.01 JlokyMeHTallMOHHOE OOECIICUCHUE YIpaBICHUS
U apXUBOBEJICHUE.

Oco0oe 3HaueHue AMCUMILIMHA UMEeT MpH (POPMUPOBAHUU U PA3BUTHH KOMIETEHIIMMA
OK 01, OK 02, OK 03, OK 04, OK 05.

1.2. I_[e.m, U IVIAaHUPYEMBbI€ PE3yJabTaTbl 0CBOCHUA TUCHUIIJIMHDBI:

B pamkax nporpaMmMbl yueOHOM AUCIMIUIMHBI 00YYaIOIIMMHICS OCBAUBAIOTCSl YMEHUS U 3HAHUS

Kon

1K, OK YMmenns 3Hanus

OK 01 IIPOU3BOJUTH PACUETHI 10 OCHOBHBIM U | 0a30BbI€ MOHSITUSI TUCLIUIINHBI,

OK 02 00OPOTHBIM CpPEICTBAM MPEATIPHITHS; 0O0ILIYI0 XapaKTEPUCTUKY TPYIOBBIX

OK 03 COCTaBJISITh IPOCTEHIITNI OM3HEC-TIIaH pecypcoB;

OK 04 3a/1aBa€Mor0 MPEAIPUATHUS; MIOHATHUE, CYLIIHOCTb U POJb

OK 05 OCYILIECTBIATH MPOCTENUILINE PACUETHI 10 | HAYYHO-TEXHUUYECKOTO Iporpecca B

K 1.3 KaJpaM U 3apaboTHOI! miare; Pa3sBUTHU OpraHU3aINM;

K 1.8 paccUnThIBaTh U3/IEP>KKU MPOU3BOACTBA | OCHOBHBIE JKOHOMHYECKHE
1 ce0ECTOMMOCTHU MPOAYKIIHH (YCIIYT) MO | TIOKa3aTelld OpraHu3allig;
3aJlaHHBIM [TapaMeTpam; OCHOBHBIE OpraHU3allMOHHO-
paccuuThIBaTh LIEHY Ha MPOIYKIIHIO; IIpaBOBbIE (POPMBI MTPEANIPUATHII;
orieHUBaTh 3P PEKTUBHOCTH OCHOBHBIE HAMPABJIEHUS
JESATEIbHOCTH OpraHu3aluu MHHOBAIIMOHHON TOJIUTUKU

2. CTPYKTYPA U COAEPKAHUE YUEBHOM JUCIIUILIVHBI

2.1. O0bemM yueOHOM AMCUMIIMHBI M BUbI Y4e0HO# padoThI

Buj yueOHoit padoThl

O0BeM B yacax

O6bem 06pazoBaTenbHOM NporpaMmMbl y4eOHOW AUCHUIUINHBI 34
B T.4. B (hOpMe MPaKTHUECKOH MOJITOTOBKH 10
BT. U.:

TEeOpeTUIecKoe o0ydeHue 24
MIPaKTUYECKHUE 3aHATHS 10




Camocmosmenvnasn paboma* -

IIpomexyTodHas arrecranus

L' Camocmosmenvnas paboma € pamkax 00pa306amenvHOU NPOSPAMMbL NAAHUPYEMCA  0OPA306AMENbHOT
opeanuzayuel ¢ coomeemcmeuu ¢ mpedosanusmu ©®IOC CIIO 6 npedenax obvema yuebOHOU OUCYUNIUHBL &
KoOnuyecmee 4acog, HeoOXO0UMOM OJisi  BbINOJHEHUS 3A0AHULl  CAMOCMOAMENbHOU pabomel  00yYaAIOUWUXCS,
npeodyCcMOmMpPEenHbIX MeMAMUYECKUM NIAHOM U COOEPHCAHUEM YYEOHOU OUCYUNTIUHBL.



AHHOTAIMS HA PABOUYYIO IPOTPAMMY YUYEBHOI
JTUCHUATIIMHBI

«OI1.02 MEHE/KMEHT)>
46.02.01 IokymMmeHTAlIMOHHOE O0ecTeYeHre YIIPABJICHUS U APXUBOBEJICHHUE

1.1. MecTO JUCUMILIIMHBI B CTPYKTYpPe OCHOBHO# 00pa30BaTe/IbHOM NMPOrpaMMBbl:

VYueOnas

JUCLHMIIIIMHA «Men CIKMCHT»

SABJIICTCA

00s13aTeIbHOI 4aCTbIO

o0mienpodeCCHOHANBHOTO IUKJIA MPUMEPHON 00pa3oBaTEeNbHON MPOrpaMMbI B COOTBETCTBUU

¢ ®I'OC CIIO no crnenuamsHocTd 46.02.01 JlokyMeHTallMOHHOE OOECIICUCHUE YIpaBICHUS

N apXHUBOBCICHUC.

Oco0oe 3HayeHHe TUCIUILUIMHA UMeeT Ipu (GOPMUPOBAHUU M PA3BUTUU KOMIIETEHIUH:
OK 01, OK 02, OK 03, OK 04, OK 05, OK 06, OK 09.

1.2. I_[e.m, U IVIAaHUPYEMBbI€ PE3yJabTaTbl 0CBOCHUA TUCHUIIJIMHDBI:

B pamkax nporpaMmmbl yueOHOM TUCIMIUIMHBI 00YyYaIOIIMMHICS OCBAUBAIOTCS YMEHUS

Y 3HAHUS
Kon
Ymenust 3Hanus
IIK, OK
OK 01 cJIe10BaTh NIPUHIMIAM YIIPaBICHUS; XapaKTepHbIE YEPTHI
OK 02 yIPaBJIATh KOHPIUKTAMU U CTpeccaMu B COBPEMCHHOTO MCHC/DKMCHTA,
OK 03 nporiecce mpodeccuoHANTBHOM (YHKIIUU MCHEIDKMEHTA,
OK 04 ACATCIbHOCTH; CYIIHOCTh U OCHOBHEIE
OK 05 yCTaHABIUBATh )KM3HEHHBIE TIJIAHBI, 3JIEMEHTHI IJIAHUPOBAHUS;
OK 06 000CHOBAaHHOCTH BBIOOpa HEOOXOAUMOM CHOCOOBI MOTUBALIUU K TPYAY;
OK 09 MH(MOPMALMH JUIs BHIIOJTHEHHSA OpraHU3alMOHHBIE CTPYKTYPBI
HpO(beCCI/IOHaHI)HI)IX 3aaad, YIIPaBJICHHUS;
— po(heCCUOHATIBHOTO U IMYHOCTHOTO OCHOBHBIE IPHHLATIBL 1
: pPa3BUTHS; HOIXOIE
MK 1.2 oA
: pa60TaTI) B KOJIJICKTUBE U KOMaH/IC, K YIIPaBJICHUIO;
1K 1.3 3¢ heKTHBHO 00IIaThCs ¢ KOJIIETaMH,

PYKOBOJICTBOM;
OpaTb Ha ce0sl OTBETCTBEHHOCTH 3a paboTy
YJIEHOB KOMaH/Ib!I (TIOAYMHEHHBIX ),
PE3YIbTAT BBINIOJIHCHUSA 3aJaHUA

IpoueCcC NpUHATHUA U
peanu3anuy yIupaBJIeHUYECKUX
pelIeHui

2. CTPYKTYPA U COAEPKAHUE YUEBHOM JUCIIUILIVHBI

2.1. O0bemM yueOHOM AMCUMIIMHBI M BUbI Y4e0HO# padoThI

Buj yueOHoit padoThl

O0BeM B yacax

O0bem 00pa3oBaTebHOI NPOrpaMMbl Y4eOHOM JMCIUIITHHBI 34
B T.4. B (pOpMe NPAKTHYECKOI NMOATOTOBKH 12
BT. 4.

TEOpETHUECKOe 00yUeHne 22
MIPaKTUYECKHUE 3aHATHS 12




Camocmosmenvnasn paboma

HpOMe)KyTO‘lHaH aTrecranus

2 Camocmosmenvhas paboma 6 pamkax 06OPA306amMeNbHOU NPOSPAMMbL  NAAHUPYEMCA  0OPA306AMENbHOl
opeanuzayuel ¢ coomeemcmeuu ¢ mpedoganusimu @I'OC CIIO 6 npedenax oOvema yueOHOU OUCYUNIUHBL 6
KoOnuyecmee 4acog, HeoOXO0UMOM OJisi  BbINOJHEHUS 3A0AHULl  CAMOCMOAMENbHOU pabomel  00yYaAIOUWUXCS,
npeoyCcMOmMpenHbIX MeMaAMU4ecKuM NIaHOM U COOepICAnUem Y4eOHOU OUCYUNTUHDL.



AHHOTAIIMS HA PABOYYIO TIPOTPAMMY YUYEBHOU

JTUCHUATIIMHBI

«OI1.03 TIPO®ECCHUOHAJIBHAS 3TUKA 1 OCHOBBI AEJIOBOI'O OBLLIEHU S »
46.02.01 IokymMmeHTAlIMOHHOE O0ecTeYeHre YIIPABJICHUS U APXUBOBEJICHHUE

1.1. MecTO JUCUMILIIMHBI B CTPYKTYpPe OCHOBHO# 00pa30BaTe/IbHOM NMPOrpaMMBbl:

VYuebnass nucrurumna «lIpodeccnonanbHas 3THKA W OCHOBBI JCIIOBOTO OOIICHHS

SIBIISIETCS] 0053aTEILHOM YacThIO 00IIETTPO(ECCHOHAIBHOTO ITUKIIA MPUMEPHON 00pa30oBaTeIbHON

nporpaMMbel B

COOTBETCTBHHU C

oroc  CI1o

o CIIELINATIbHOCTHU CIIO

46.02.01. JlokyMeHTallMOHHOE OOeCIIeYeHUE yIPaBICHUS U apXUBOBEICHUE.

Ocoboe 3HaueHue NUCUUIUIMHA UMeeT Npu (OPMHUPOBAHUU M PA3BUTHHM KOMIIETEHIUIM
OK 01, OK 02, OK 03, OK 04, OK 05, OK 06, OK 09.

1.2. HCJIL U IVIAaHUPYEMBbI€ PE3yJabTaThbl 0CBOCHUA TUCHUIIJIMHDBI:
B paMKax IIporpaMMbl yqe6H0171 AUCHUITIIMHBI O6y‘IaIOH_II/IMI/IC$I OCBanBANOTCs YMCHUA

Y 3HaHUs
Kon
Ymenus 3Hanus
IIK, OK
IIK 1.1, IIK 1.2, YCTaHABJIMBATh U NOAJACPKUBATH MpaBHJIA IPOBEACHUS JIETOBBIX
IIK 1.3, IIK 1.4, KOMMYHHUKAIUU B IIPOLIECCE ETI0BOI0 | IIEPErOBOPOB;
IIK 1.6 OOIIIEHUS C TOMOIIBIO CPECTB 9THKA JIEJIOBOTO OOIIEHUS;
OK 01, OK 02, MH(pOPMAIMOHHBIX U IIpaBUJjIa PEYEBOI0 ITUKETA,
OK 03, OK 04, KOMMYHUKAIMOHHBIX TEXHOJIOTUH; IIPaBUJIA MTOAEPKAHUS U
OK 05, OK 06, CTJIaKUBATh KOH(IMKTHBIE U CJIOXKHBIE | PA3BUTUS MEKIMUYHOCTHBIX
OK 09 CUTYyaIH MEXJIUYHOCTHOTO OTHOIIICHU;

B3aMOJCHCTBUS;

coOJTr01aTh CITY>KEOHBIN YTHKET;
BCTpEYaTh MOCETHTENEH, TTOITyIaTh
MEPBUYHYIO HHPOPMAITUIO O
MMOCETUTETISX,

CepBHUPOBAThH YaitHbIe (KO(EiTHBIC)
CTOJIBI B OHCE;

COTJIACOBBIBATh BCTPEUH U
MEPOIPHUATHS H BHOCUTH HH(POPMAITHIO
B IUTAaHUPOBIIMK (OpraHaiizep);
BBEIOMPATH ONTUMATBHBIE CTIOCOOBI
BHEITHETO W BHYTPEHHETO
MH()OPMHUPOBAHHUS O TUTAHUPYEMBIX
MEPOTPHUITHSIX;

COTJIACOBBIBATH C MIPUHUMAIOIIEH
CTOPOHOM MPOTOKOJ IJIAHUPYEMBIX
MEpOTPUITHI B POPMUPOBATH
MpOorpamMmy JAEJIOBOU MOE3IKH;
OpPraHU30BBIBATH MPOLECC MOATOTOBKHU
Y TIPOBEICHNE KOH(GEPEHTHOTO

STUKET U OCHOBBI
MEX1YHapOAHOIO IPOTOKOJIA;
IIpaBHJIa CEPBUPOBKU YalTHOTO
(xodeitHorO0) CTONA
AKTyaJIbHBIN
npodeccroHalbHbIN 1
COLIMAJIbHBIA KOHTEKCT, B
KOTOPOM MPUXOJUTCS paboTaTh
Y J)KUTB;

OCHOBHbBIE HCTOUYHUKH
nH(OpMAaLIUU U PECYPCHI JUIS
peleHus 3a1a4 u npo0ieM B
npodeccnoHaTbHOM H/UITU
COLIMAJIbHOM KOHTEKCTE;
CoJlepKaHUeE aKTyalbHOU
HOPMAaTHUBHO-TIPABOBOM
JOKYMEHTAINH;
NICUXOJIOTUYECKNE OCHOBBI
NesITeIbHOCTH KOJIJIEKTHBA,




MEPOTIPUATHS UHIUBHUIYATbHO U B
cocraBe pabouell TpymIbl;

COOJIIOIATh STHUKET U OCHOBBI
MEXTyHApPOAHOTO MPOTOKOJIA;

BJIQJICTh aKTyaJIbHBIMU METOIaMH
paboThl B PO ECCHOHATBHON U
CMEXHBIX chepax;

OTIPENeNIATh HEOOXOIUMbIE HCTOUHUKHU
uH(pOpMAIHH;

OIPEICTISITh aKTYaJIbHOCTh
HOPMAaTHBHO-IIPABOBOI JOKYMEHTALIUH
B PO eCCHOHATILHOMN e TENbHOCTH;
OIIPEIENIATh ¥ BHICTPAUBATh
TPaeKTOPUU NMPO(HECCHOHATLHOTO
pa3BUTHS U CAMOOOPa30BaAHHMSI
OpPraHU30BBIBATh PA0OTY KOJUIEKTHUBA U
KOMaH/IbI;

B3aMMOJICHCTBOBATh C KOJJIETAMH,
PYKOBOJICTBOM, KITHCHTAMHU B XO/IC
npodeccnoHaABHOM IS TEIFHOCTH;
IPaMOTHO M3J1araTh CBOM MBICIIH;
MPOSIBJISITH TOJIEPAHTHOCTD B pabodyeM
KOJUIEKTHUBE;

OIUCHIBATh 3HAYMMOCTh CBOEH
npodeccun (CrenuaabHOCTH);
MPUMEHSTh CTAaHIAPThHI
AQHTUKOPPYIIIHOHHOTO MOBEIACHUS.

[ICUXOJIOTHYECKUE
0COOEHHOCTH JTUYHOCTH;
0COOEHHOCTH COI[UAILHOIO U
KYJIbTYPHOT'O KOHTEKCTa,;
CYITHOCTB TPaXIaHCKO-
HaTPUOTHYCCKOMN MO3HIINH,
00I1eUeI0BEYECKUX
IIEHHOCTEH;

3HAYMMOCTD
npodeccrnoHaIbHOM
JesITeIbHOCTH 110 TIpodeccun
(cnenuanbHOCTH);
CTaHIapThI
AHTUKOPPYIIIUOHHOTO
IIOBEJICHUS U ITOCIEICTBHS €r0
HapyIICHUS




2. CTPYKTYPA U COJAEP)KAHUE YYEBHOM JUCHUILINHBI

2.1. O0beM y4eOHOM TMCHUIIMHBI U BHAbI YU4eOHOIl padoThI

Buj yueOHoii padoThl O0bem B yacax
O0bem o0pa3oBaTeIbHOI NPOrpaMMbl Y4eOHOM JMCIHUIITHHBI 34

B T.4. B opMe NPAKTUHYECKOH NMOATOTOBKH 10

BT. 4.:

TEOPETUUECKOE 00yUeHue 24
MPAKTUYECKHUE 3aHITUS 10
Camocmosmenvuas paboma >

[TpomesxyTouHas arTecTanus

3 Camocmosmenvnas paboma € pamkax 00PA306aMENbHOU NPOSPAMMBL  NAAHUPYEMCA  0OPA306AMENbHOT

opeanuzayuel ¢ coomeemcmeuu ¢ mpedoganusimu @I'OC CIIO 6 npedenax oOvema yueOHOU OUCYUNIUHBL 6
Kouuecmee 4acos, HeoOXO0UMOM O/l 6bINOJHEHUS 3A0AHULl CAMOCMOSMENbHOU pabomol  00YYAWUXCS,
npeodyCMOMPEHHbIX MEeMAMUYECKUM HAAHOM U COOEPHCAHUEM YUEOHOU OUCYUNTUHDL.



AHHOTAIMS HA PABOUYYIO IPOTPAMMY YUYEBHOI
JTUCHUATIIMHBI

«OIN1.04 IIPABOBBIE OCHOBBI TIPO®ECCHOHAJILHOM TEATEJIbHOCTHN»
46.02.01 IokymMmeHTAlIMOHHOE O0ecTeYeHre YIIPABJICHUS U APXUBOBEJICHHUE

1.1. MecTO JUCUMILIIMHBI B CTPYKTYpPe OCHOBHO# 00pa30BaTe/IbHOM NMPOrpaMMBbl:

VYyeOnas aucuumiuHa «IIpaBoBbie 0OCHOBBI MPOQeCcCHOHANBHON AEITEILHOCTH ABIISETCS
00s3aTeNIbHOM  YacThio  OOMIETIPO(ECCHOHATFHOTO [HMKJIA MPUMEPHOH 00pa3oBaTeNbHOU
nporpammsbl B cooTBeTcTBUM ¢ GI'OC CIIO no cnenuanbHocTH 46.02.01 JlokymMeHTallMOHHOE

obecrieueHre ypaBJICHHs U apXUBOBEJICHUE.

Oco0oe 3HaueHHe JUCHUIIIIMHA UMCECT IIpU (bOpMI/IpOBaHI/II/I U pPa3sBUTHH KOMHGTCHHI/Iﬁ

OK 01, OK 02, OK 03, OK 06.

1.2. He.]'lb H IINIAHUPYEMBIC PE3YJbTAThI OCBOCHUSA TUCHUIIINHBI
B paMKax IIporpaMMbl yqe6H0171 AUCHUITIIMHBI O6y‘IaIOH_[I/IMI/IC$I OCBAanBAOTCs YMCHUA

Y 3HAHUSI
Kon
1K, OK Ymenus 3HaHuA
OK 01 ONpPENENATh aKTYaIbHOCTb CoJiepKaHue aKTyalbHON HOPMATUBHO-
OK 02 HOPMAaTHBHO-IPABOBOA MPaBOBOM JOKYMEHTAIIUH;
OK 03 JAOKYMECHTAlLlNH B CTaHIapThl AHTUKOPPYIIHOHHOTO TIOBEICHHUS 1
OK 06 Ipo(eCCHOHANBHOM IIOCJIEACTBUA €0 HapYILIECHNUS;
K 1.7. ACATCIILHOCTH, HOPMAaTHBHBIE PABOBbIE aKThI Poccuiickoii
1K 1.8. UCIIOJIb30BATh MTPABOBYIO ®enepannu B chepe MHPOPMAITMOHHBIX U
K 1.9 vH(OpManuio B 5 KOMMYHUKAI[UOHHBIX TEXHOJIOTUH;

o npodeccnoHanbHOH HOpPMaTHBHbIE TPABOBBIC aKThl POCCHIICKO#
IK2.1. ACATCIBHOCTH, denepanuu 1o 3ammre nHGopMalu 1 padore
1K 2.3. 3aluIaTh CBOM IpaBa B ¢ 0OpallleHUsIMH I'paX/iaH;

COOTBETCTBHH C TPYZOBBIM HOPMAaTHBHBIE TPaBOBbIE aKThl Poccuiickoii
3aKOHOMATEILCTBOM, ®enepannn B chepe HHGOPMAIMOHHOM
IMPUMCHATH CTaHAAPThBI 6C3OH8.CHOCTI/I;

AHTHKOPPYTIIMOHHOTO TpeGOBaHMs OXPaHbI TPY/IA;

IOBE/ICHNUS;

NPUHUMATH MEPHI 10
COXPaHEHHIO
KOH(UICHIIMATBEHOM
uHpOpMaLKHU B X0J1e TpUéMa
ITOCETHUTEIICH;

obecrieunBaTh COXPaHHOCTb
TIEPCOHATBHBIX JAHHBIX
pPabOTHUKOB.

HOPMAaTHUBHBIE MPABOBBIE aKThl Poccuiickon
®deneparun B chepe opraHuzaium J1eJI0Bor
MTOE3/IKH;

HOPMAaTHBHBIE PAaBOBbIE aKThl Poccuiickon
®denepanun B chepe HHPOpMALIUY;
HOPMAaTHBHBIE MPABOBBIE aKThl Poccuiickon
®deneparyn B cepe AeT0MPOU3BOICTBA;
HOPMAaTHUBHBIE IIPABOBbIE aKThI Poccuiickon
Oenepannn B chepe TPYAOBBIX OTHOIIECHUH;
JIOKaJbHbIE HOPMaTUBHBIE aKTHI,
PErIaMCHTUPYIOIIHUE TPYJOBbIC OTHOIICHUS;

HOPMAaTHBHBIE NPAaBOBbIE aKThl Poccuiickon
®eneparyn B chepe apXUBHOTO JIENa;
HOPMAaTHUBHBIE IIPABOBbIE aKThl Poccuiickon
®denepanun B 001aCTH KOHPUICHITUATHEHON
nH(GOpPMAIIMY U 3aIIUTHI IEPCOHATBHBIX
JaHHBIX.

2. CTPYKTYPA U COAEPKAHUE YUEBHOM JUCIIUILIVHBI




2.1. O0beM y4eOHOM TMCHUIIMHBI U BUAbI Y4eOHOIl padoThbl

Buj yueOHoit padoThl O0bem B yacax
O6bem 006pa3oBaTenbHOM MPOrpaMMbl y4eOHOW AUCIUIUINHBI 70

B T.4. B (hOpMe MPaKTHIECKOH MO OTOBKH 20

BT. 4.

TEOpETHYECKOe 00yUeHne 50
MIPaKTUYECKHUE 3aHATHS 20
CamocmosmenvHas pa60ma 4

[TpomerxyTouHas arTecTanus

4 Camocmosmenvnas paboma € pamkax 00pA306aMeNbHOU NPOSPAMMbL NAAHUPYEMCA  0OPA306AMENbHOT

opeanuzayuel ¢ coomeemcmeuu ¢ mpedoganusimu ©@IOC CIIO 6 npedenax obvema yuebHOU OUCYUNIUHBL G
KoOnuyecmee 4acog, HeoOXO0UMOM OJisi  BbINOJHEHUS 3A0AHULl  CAMOCMOAMENbHOU pabomel  00yYaAIOUWUXCS,
npeodyCcMOmMpPEenHbIX MeMAMUYECKUM NIAHOM U COOEPHCAHUEM YYEOHOU OUCYUNTIUHBL.



AHHOTAIMS HA PABOUYYIO IPOTPAMMY YUYEBHOI
JTUCHUATIIMHBI

«OI1.0S TH®OPMAIMOHHBIE U KOMMYHUKAIIMOHHBIE TEXHOJIOI'MW»
46.02.01 IokymMmeHTAlIMOHHOE O0ecTeYeHre YIIPABJICHUS U APXUBOBEJICHHUE

1.1. MecTO JUCUMIIJIMHBI B CTPYKTYPe OCHOBHOM 00pa30BaTe/IbHOM MPOrpaMMbl

VYyeOnass nucuuuinHa «MHbopMalnvoHHbIE U KOMMYHUKALIMOHHBIE TEXHOJOTHH
SIBIISIETCS] 00513aTEIBHOM YacThiO 00IIenpodecCHOHAIBHOTO KA MPUMEPHOI 00pa3oBaTeIbHON
nporpammsel B cootBeTcTBUM ¢ PI'OC CIIO no cneuunansHocty 46.02.01 JlokymMeHTalimoHHOE
obecrieueHre ypaBJIeHHs U apXUBOBEICHUE.

Ocoboe 3HaueHue JUCLUIUIMHA UMeeT Ipu (OPMHPOBAHUU M PA3BUTHHM KOMIIETEHIUH
OK 01, OK 02.

1.2. I_Ie.]'lb H IINIAHUPYEMBIC PE3YJbTAThI OCBOCHUSA TUCHUIIINHBI

B paMKax IIporpaMMbl yqe6H0171 AUCHUITIIMHBI 06y‘IaIOH_II/IMI/IC$I OCBAanBAOTCs YMCHUA
" 3HaHUA

Kon
1K, OK Ymenust 3Hanus
OK 01 pacrio3HaBaTh 3aJ1a4y U/Win aKTyaJbHBIN
Br16upats criocoObt po0sieMy B MpoQeCCHOHATBHOM po(heCCUOHATILHBIN U
peleHus 3a1a4 W/W COITUATBHOM KOHTEKCTE; COLIMATILHBIA KOHTEKCT, B
npoQeCcCHOHAIBHON aHAIM3WPOBATH 3a/1a4y W/UITN KOTOPOM IPUXOJUTCS
JESATEIIBHOCTH npo0JIEMY U BBIIENIATH €€ COCTaBHbIe | PA0OTaTh U KMTh;
MPUMEHUTEIHHO K 4acTu; OCHOBHBIE HCTOUHUKH
pa3IM4YHbIM OTPeIENSTh ATAIbI PEeIICHHs 3a/1a4u; | HHPOPMAIMKU U PECYPCHI
KOHTCKCTaM BBISIBIIATH U 9(PPEKTUBHO UCKATh AL peIICHUA 3a1a9 U
nH(pOopMaLHIo, HEOOXOTUMYIO JUIS npoGieM B
pelIeHns 3a/1a4u U/ Ui NpoOIeMBbl; NPO(eCCHOHATBHOM /WA
COCTaBJISATh IIAH JIEHCTBHS, CONHaJIbHOM KOHTCKCTE,
OTIpeIeNIATh HEOOXOIUMBIE pecypchl; | AITOPUTMBI BbITIOJTHCHUS
BJIAJIETh aKTyaJbHBIMH METOJIAMU pabor B
paGoTHI B TPO(heCCHOHATBHOIM 1 npodeccHoHaIbHOI U
CMEKHBIX cepax; CMEXHBIX 00J1acTsIX;
peaM30BbIBaTh COCTABIICHHBIH T1an; | METOIBI paloTsI B
OLIEHMBATh PE3YJIbTAT M IIOCIIEACTBUS PO eCCHOHANBHOM U
CBOMX JICHCTBHIA (CAMOCTOATENBHO CMEKHBIX chepax;
WJTU C TIOMOIIBI0 HACTABHUKA). CTPYKTYpPY IUIaHa IJIA
pelIeHus 3a1ay;
TOPSIIOK OLIEHKH
Pe3yIbTAaTOB PEIICHUS
3a/1a4 mpoecCuoHATbHON
NeSTETLHOCTH.
OK 02 OIpENCIATh 3aJa4H JJIs TOUCKa HOMECHKIIaTypa
Vcnonp30Bath UH(pOpPMALIUH; UH(POPMALIMOHHBIX
COBPEMEHHBIE OTpeesATh He0OXOAUMbIE HWCTOYHHUKOB,
CpeJ/CcTBa MOUCKA, WMCTOYHUKH WH(OPMALINN; MIPUMEHSIEMBIX B
aHaM3a u MJIAHUPOBATh MPOLIECC MTOUCKA;




UHTEpIpeTalun
uHpOpPMALIUU U
UH(POPMALOHHbIE
TEXHOJIOTUH IS
BBITIOJTHEHUS 33/1a4

CTPYKTYpPUPOBATH MOIy4aeMYIO
nH(pOpMAIIHIO;

BBIIENATH HanOoJIee 3HAYNMOE B
nepeyHe HHpopMaIuu;
OIICHUBAThH MPAKTUYECKYIO

npodeccroHabHOM
NeSTENIbHOCTH,
MIPUEMBI
CTPYKTYpUPOBaHUS
uHdopmanuu;

npogeccHoHaIbHOI 3HAYUMOCTb PE3YJbTATOB ITOUCKA; ¢dbopmar opopmieHHS
ACATCIIBHOCTH oopMIIATH pe3yabTaThl TOKUCKA, pe3yJIbTaTOB MOHUCKA
IIPUMEHSITh CPE/ICTBA uH(pOpMaIHH,
MH(POPMAIMOHHBIX TEXHOJIOTUN A1 | COBPEMEHHBIE CPEJCTBA U
perieHust mpoheCCHOHANBHBIX 3a/1a4; | YCTPOHCTBA
HCII0JIb30BaTh COBPEMEHHOE UH(pOpMaTU3aLNH;
MIPOrpaMMHOE 0OecTIeueHUE; HOPSIIOK UX IPUMEHEHUS U
HCII0JIb30BaTh PAa3IMYHbIe HU(PPOBbIE | MPOTPAMMHOE
CPEICTBA JJIsl pELICHUS oOecrnieueHue B
podeCCHOHATBHBIX 3a/1a4. npodeccronanbHON
JESTEIbHOCTH B TOM UHUCIIE
C MCII0JIb30BaHUEM
U(GPOBBIX CPEJICTB.
IK 1.1. WCII0JIb30BATh CPEACTBA HOPMATHUBHBIE IPABOBbIE
OcyiecTBISITh MH()OPMAIIMOHHBIX U akThl Poccuiickoit

npuéM-repenavy

KOMMYHHKAIIUOHHBIX TEXHOJIOTHI

®Oenepanuu B cepe

yIPaBICHYECKON JUIS TIOJIYYEHHUS U NIEpelaun UH(POPMALIMOHHBIX U
uHpOpMaLun uHpopManuy,; KOMMYHHKAIIMOHHBIX
C MOMOIIIBIO CPEJICTB | BECTH U MCIOJIL30BaTh B paboTe 0a3zy | TEXHOJOIHUH;
MH()OPMAIMOHHBIX KOHTAKTOB OpTraHU3aIiH, TpeOOBaHUS OXPaHbI TPY/a.
1 YCTaHABIIMBATh U MOJAEPKUBATh
KOMMYHHKAIIHOHHBIX | KOMMYHHUKAIIUU B TIPOIIECCe
TEXHOJIOT Ui JIeI0OBOT0 OOIEHHS ¢ TOMOIIBIO

cpeAcTB HHPOPMALIMOHHBIX U

KOMMYHHMKAIIMOHHBIX TEXHOJIOTHUH;

oOecnieunBaTh NH(HOPMALIMOHHYIO

0€301MacCHOCTb JIEATEIbHOCTH

OpraHu3aIyy.
IIK 1.3. BbIOMPATh ()OPMBI TNIAHUPOBAHUS U HOpPMAaTHUBHBIE IIPAaBOBBIE

[Tpunumars yyactue
B TUTaHUPOBAHHUU
pabouero BpeMeHu
PYKOBOANTEIS

U TUTAaHUPOBATH
pabouwuii 1eHb
cekperaps

0(OpMIIATH MITAHUPOBIIKK
(opranaiizep) pyKOBOAUTEIS U
ceKperaps,

obecreunBaTh HHPOPMALMOHHYIO
0€301acCHOCTb JeSITeIbHOCTH
OpraHu3aIuy,

MIPUMEHSTH B paboTe cpeacTBa
MH(OPMALIMOHHBIX U
KOMMYHHUKAIIIOHHBIX TEXHOJOTHH.

aKThl Poccuiickoi
®denepanun B cepe
nH(}OpMaLIMOHHON
0€e30I1acHOCTH,
TpeOOBaHUS OXPAHBI TPY/IA.




I1K 1.4. OCYILIECTBIIATH TPEBEI-IIOIIEPIKKY
Ocy1iecTBISITh JICJIOBBIX IOC3/I0K;

IIOATOTOBKY ACJIOBLIX | MCHOJb30BATh CPEACTBA

IMOe310K MH(POPMAIIMOHHBIX U

PYKOBOJIUTEIIS U KOMMYHUKAITMOHHBIX TEXHOJIOTHUI
JIpYTUX COTPYAHUKOB | 1uist 0O€CIICUCHHS B3aUMOICHCTBUS C
OpraHu3aluu PYKOBOJMTENIEM BO BpEMs €T0
JICIIOBOM ITOC3IKH.

WHTEPHET-PECYPCHI ISt
OCYIIECTBIIECHUS TPEBEII-
MOJICPKKH JIETTOBBIX
MOE€3/10K;

TpeOOBaHUS OXPaHbI TPY/a.

[IK 1.6. OCYIIECTBIATH cO0p, 00paboTKy
OcymiecTBisiTh nHPOPMAIINU, CUCTEMATU3AITUIO
pabory MOJTyYaeMbIX U IepeaBacMbIX
0 TIOJITOTOBKE JIAHHBIX;

U TPOBEJICHUIO MPUMEHATH HHPOPMAIIMOHHO-
KOH(EpPEHTHBIX KOMMYHHKAITUOHHBIC TEXHOJIOTHH.
MEPOIPHUATHH,

o0OecnieunBaTh

UH(POPMALIMOHHOE

B3aUMO/ICHCTBHE

PYKOBOTUTEIIS

C nmoApa3aACiICHHUAMUA
1 JOJDKHOCTHBIMU
JIMIaMH1 OpraHus3anuun

METOABI 00pabOTKH U
3alUThl UH(OPMALUU C
IPUMEHEHHUEM CPENICTB
UH(POPMALIMOHHBIX U
KOMMYHHMKaIIMOHHBIX
TEXHOJIOTHI;

TpeOOBaHMS OXpaHbI TPY/IA.

IIK 1.7. MPUMEHSTh HH()OPMALIMOHHO-
Odopmnare KOMMYHUKAIIMOHHBIC TEXHOJIOTUHy
OpraHu3alnroOHHO- CKaHUPOBAaTh, KOIIUPOBAaTh U
pacnopsAaUTEIIbHBIC KOHBEPTHUPOBATHh JOKYMCHTEI B
AOKYMEHTBI pasnuuHble popMaThl.

N OpraHru30BbIBATH
paboTy ¢ HUMH,

B TOM 4YHCJIC

C MCIIOJIb30BaHUEM
ABTOMATH3UPOBAHHbIX
cucTeM

COBPEMEHHBIE
UH(POPMALIMOHHBIE U
KOMMYHHKaIIMOHHbIE
TEXHOJIOTHH,
MIpUMEHsIEMbIE B paboTe ¢
JIOKYMEHTaMH,

TpeOOBaHMS OXpaHbI TPY/IA.

2. CTPYKTYPA U COAEPKAHUE YUEBHOM JUCIIUILIVHBI

2.1. O0beM y4eOHOM TMCHUIIMHBI U BUAbI YU4eOHOIl padoThbl

Buj yueOHoi1 padoThI

O0BeM B yacax

O0bem o0pa3oBaTebHOI MPOrpaMMbl Y4eOHOI 1M CIHIIIMHBI

66




B T.4. B GopMe NPaKTUIECKOil MOATOTOBKH

B TOM 4YHUCJIC:

TEOpETHYECKOe 00yUeHue 10

MIPaKTUYECKHE 3aHATHS 56

Camocmosmenvnas paboma °

HpOMe}I(YTOLIHaH aTTcCTaluusa

5 Camocmosmenvhas paboma 6 pamkax 06PA306AMENbHOL NPOSPAMMbL NAAHUPYEMCA  0OPA306AMENbHOT

opeanuzayuel ¢ coomeemcmeuu ¢ mpedoganusimu @I'OC CIIO 6 npedenax oOvema yueOHOU OUCYUNIUHBL 6
KoOnuyecmee 4acog, HeoOXO0UMOM OJisi  BbINOJHEHUS 3A0AHULl  CAMOCMOAMENbHOU pabomel  00yYaAIOUWUXCS,
npeoyCcMOmMpenHblX MeMamu4eckum NIAHOM U co0epicanuem y4eOHoU OUCYUNIUHbL.



AHHOTAIIMS HA PABOYYIO TIPOTPAMMY YUYEBHOU

JTUCHUATIIMHBI

«OI1.06 PYCCKHM SI3bIK B TIPO®ECCHUOHAJIBHOM JEATEJIBHOCTH»
46.02.01 IokymMmeHTAlIMOHHOE O0ecTeYeHre YIIPABJICHUS U APXUBOBEJICHHUE

1.1. MecTO JUCUMILIIMHBI B CTPYKTYpPe OCHOBHO# 00pa30BaTe/IbHOM NMPOrpaMMBbl:
VYuebnas auctumuinHa «Pycckuil si3bIK B MPO(GECCHOHATBHON JEATEIbHOCTHY SIBIISIETCS

00s3aTeNIbHOM  YacThi0  OOMIETTPO(ECCHOHATFHOTO [MKJIA MPUMEPHOH 00pa3oBaTeNbHON

nporpammsel B cootBeTcTBUU ¢ @I'OC CIIO no cnenuanbHoct. 46.02.01 JlokymeHTallMOHHOE
o0ecrieueHre yrpaBieHHs U apXUBOBEICHHE

Oco0oe 3HaueHue AMCUMILIMHA UMEeT MpH (POPMUPOBAHUU U PA3BUTHH KOMIETEHIIMMA
OK 01, OK 02, OK 04, OK 05, OK 09.

1.2. Heas 1 niIaHUpyeMble pPe3yJbTAaThl 0CBOCHUS JUCHUIIJIMHBI:
B pamkax mporpamMMbl y4eOHOW TUCIUIUIMHBI OOYYAIOIIMMHUCS OCBAWBAIOTCS YMEHUS

U 3HAHUA
Kon
YmMmenus 3HaHus
IIK, OK
OK 01 BIIAJICTh IIPABUJIAMH PYCCKOM OCHOBHBIC KaHPbI O(OUIIHATHHO-
OK 02 opdorpaduu, myHKTyaluH, JIETIOBOT'O CTUJISI, COJIEPKAHUE U
OK 04 CTHIINCTHKM; CTPYKTYpY (pyHKIIMOHAIBHO-
OK 05 [MUCHbMEHHBIN TEKCT ¢ COONIIOIEHUEM CTHJIIACTUYCCKOrO IIPOCTPAHCTBA
OK 09 TpeboBaHU OPUITHATHHO-IETIOBOTO JCJIOBOTO A3BbIKA, KOMIIO3UIINIO
) CTHIIS; JIOKYMEHTHOTO TEKCTa;
IIK 1.2.
MK 1.7 HCIIOJIB30BaTh OCOOEHHOCTH S3bIKa TpaguIui MMCEMEHHOT'O PEYEBOTO
o JOKYMEHTOB: CTHJIIMCTHYCCKH HOBCIACHHS B ICJIOBOM
IIK 1.8.

MapKUPOBAHHYIO JEKCUKY U
TEPMHUHOJIOTHIO, peYeBbIE KIIHILIE U
HITaMIIbl, YCTOHYNBBIE 000POTHI,

[JIarOJIBHOE yIIpaBJIEHUE, IPaBUIIA

y1'[0Tpe6J'IeHI/I$I MMPOMUCHBIX U CTPOYHBIX

OyKB U T.J.

po¢eCCHOHATIBHO COCTABIISATH,
0(QOpMIISITh U PEIaKTUPOBATH JIEJIOBbIE
OyMmaru ¢ yueToM COBPEMEHHOM
IIPaKTUKHU TUChMA;

II0JI30BaThCS CIIPABOYHOU
JIUTEPaTypou;

BIIQJICTh KYJIbTYPOU peYH IIPU IIPUEME
ITOCETUTEIIEH.

KOMMYHHKATHUBHOM ITPOCTPAHCTBE;
CBO/JI ITpaBMJI pycckoi opdorpaduu u
NYHKTYallld, OTBEYAIOIINX
COBPEMEHHOMY COCTOSIHHIO PYCCKOTO
SA3BIKA;

COBPEMEHHBIE HOPMBI YCTHON U
MUCHbMEHHON peuH;

MIpaBUiIa, OTPaKAIOIINE
CTHJIMCTUIECKOE MHOTOOOpa3ne u
JMHAMUYHOCTb COBPEMEHHOM peuu U
JIJIOBOTO MHCHhMA;

MIpaBUJIa PEYEBOT0 ITUKETA;

cnenuuKy peaaKTOpcKoil paboThI ¢
TEKCTaMH JICJIOBOM JTOKYMEHTAIIHH.




2. CTPYKTYPA U COJAEPXKAHUE YUEBHOM JUCIIUILIVHBI

2.1. O0beM y4eOHOM TMCHUIIMHBI U BHAbI YU4eOHOIl padoThI

Buj yueOHoii padoThl O0bem B yacax
O0bem o0pa3oBaTeIbHOI NPOrpaMMbl Y4eOHOM JMCHUIIIHHbI 70

B T.4. B (hopMe NPaAKTHYEeCKOH MOATOTOBKH 58

BT. 4.:

TEOPETUUECKOE 00yUeHue 12
MPAKTUYECKHUE 3aHITUS 58
Camocmosmenvnasn paboma

[TpomesxyTouHas arTecTanus

Camocmosmenvnas paboma € pamkax 00PA306aMENbHOU NPOSPAMMBL NAAHUPYEMCA  0OPA306AMENbHOT

opeanuzayuel ¢ coomeemcmeuu ¢ mpedoganusimu @I'OC CIIO 6 npedenax oOvema yueOHOU OUCYUNIUHBL 6
Kouuecmee 4acos, HeoOXO0UMOM ONS  BbINOJHEHUS 3A0AHULl CAMOCMOSMENbHOU pabomsl 00YYAWUXCS,
npeodyCMOMPEHHbIX MEeMAMUYECKUM HAAHOM U COOEPHCAHUEM YUEOHOU OUCYUNTUHDL.



AHHOTAIIMS HA PABOYYIO TIPOTPAMMY YUYEBHOU

JTUCHUATIIMHBI

«OI1.07 KOMIIBIOTEPHASA OBPABOTKA JOKYMEHTOB»
46.02.01 IokyMeHTAaIIMOHHOE OOecneyeHre YIIPABJICHUS U APXUBOBeIeHUE

1.1 MecTo TMCUMILIMHBI B CTPYKTYPe OCHOBHO# 00pa30BaTe/IbHOI MPOrpaMMbI:
VYyeOnas nucruiuinaa «Kommnbsrorepaas 00padoTka JOKYMEHTOBY SIBISIETCS 0053aTeIbHON

4aCTbIO

o0mIenpoeCcCHOHATBHOTO

OUKJIa

IIPUMEPHOU

00pa3oBaTEeNbHON  MPOrpaMMBbI

B coorBeTcTBUU ¢ PI'OC CIIO no cnenumanpHocTr 46.02.01 JlokyMeHTanmoHHOE obOecrieueHne
yIpaBICHUS U ApXUBOBEICHUE.
Ocoboe 3HaueHne nucnuIuinHa uMmeet npu Gopmupoanuu u pazputu OK 01, OK 02,

OK 04.

1.2. Heab 1 niiaHupyeMblie pe3yJbTaThl 0CBOEHUS JUCIUIJIMHBI:
B pamkax nporpaMmmbl yueOHOM TUCIMIUIMHBI 00YyYaIOIIMMHUCS OCBAUBAIOTCS YMEHUS

Y 3HAHUS
E(I)?, OK Ymenust 3Hanus
OK 01, BBITIOJTHATH TPEOOBAHUSA MO OXpaHe MPaBUII IO OXpaHe TPy/Ja U TEXHUKE
OK 02, TpyZla U TeXHUKE 0€3011aCHOCTH; 0€301acHOCTH;
OK 04, OpPTraHU30BBIBaThH paboyee MECTO Uil | MPaBWJI OpraHU3aIuK pabouero Mecra
I[IK 1.5 MaKCUMAaJIbHO Y PEKTUBHOM pabOTHI; | CEKpeTapsi U pyKOBOIUTEIIS;

PO eCCUOHAIBHO OCYIIECTBISATh
Habop, popmMaTupoBaHHE, BEIBOJ Ha
neyvaTh, COXpaHEHUE TeKCTOBOM U
¢ poBoil HHPOpMaLUU HA
NEPCOHAIBHOM KOMITBIOTEPE;
YHUTATh, IOHUMATh U UCTIPABIIATH
MIPOEKTHI JIOKYMEHTOB, C
WCTIOJIH30BAaHUEM CITPABOYHO-
MIPABOBBIX CHCTEM;

IUTaHUPOBaTh pabouee Bpems,
UCHOJIb3Ys MpEeACTaBICHHbIE 3aJaHNs,
porpaMMHoe obecrieueHue u
HCXO/IHYIO TOKYMEHTALUIO;
BBIOMPATh TEXHOJIOTHIO CO3/TaHUS

JIOKyMEHTA.

PYCCKOH U JIJATHHCKOM KJIaBUATYypbI
IEPCOHAIBHOTO KOMIIBIOTEPA;
npaBuiI 0POPMIIEHHS TEKCTOBBIX
JIOKYMEHTOB Ha MEPCOHAIbHOM
KOMIIBIOTEPE.




2. CTPYKTYPA U COJIEP)KAHUE YUEBHOM JUCIHUILIAHBI

2.1 O0béM yueOHOI TMCUUTIMHBI U BU/IbI YU4eOHOH padoThl

Buj yueOHoii padoThl O0bém B yacax
O0bem o0pa3oBaTeIbHON NPOrpaMMbl y4eOHOM THCHUTIINHBI 70
B T.4. B (hJopMe NPaKTHYECKO# MOAr0TOBKH 60

B TOM YHUCJIC:

TEOpeTUIeCcKoe o0ydeHne 10

MPaKTUYECKHUE 3aHATHS 60

Camocmosmenvuas pa60ma !

HpOMe)Ky'TOIIHaH aTTcCTauusa

T Camocmosmenvhas paboma € pamkax 00PA306AMENbHOU NPOSPAMMBL  NAAHUPYEMCA  0OPA306AMENbHOL

opeanusayuell 8 coomgeemcmeuu ¢ mpebosanuimu @IOC CIIO 6 npedenax obvema yueOHOU OUCYUNTUHBL 6
Kouuecmee uacos, HeoOXO0UMOM Ol 6bINOJHEHUS 3A0AHULl CAMOCMOSMENbHOU pabomol 00YYArOWUXCS,
npeoyCMOMPEHHBIX MEMAMUYECKUM NAAHOM U COOEPAHCAHUEM YUEOHOU OUCYUNTUHDL.



AHHOTAIIMS HA PABOYYIO IPOTPAMMY YUEBHOH

JUCLHUTIJIMHBI
«I[IM.01 OCYIHIECTBJIEHUE OPTAHU3AILIMOHHOI'O U JOKYMEHTAIIMOHHOI'O
OBECIIEYEHUS JEATEJIBHOCTHU OPI'AHU3ALIUN»

46.02.01 lokyMeHTALIMOHHOE O0ecIieYeHHe YIPABJICHUS U ApXUBOBEAeHHE

1.1. Heab 1 muianupyembie pe3yJbTaThl 0CBOeHHS NMPOdecCHOHAIBLHOT0 MOTYJIS

B pesynbrate u3ydeHus npoQecCHOHATBHOTO MOIYJsS OOYYaroIIMHCS JOKEH OCBOUTH
OCHOBHOM BI/II[ ACATCIIbPHOCTHU <<OCYH_ICCTBJI€HI/I€ OpraHu3allMOHHOI0 MW AOKYMCHTAIITMOHHOT'O
o0ecrieyeHus AesITeIbHOCTH OPTaHU3aluu» U COOTBETCTBYIOLINE eMy 001Ie U TpodecCHOHATbHbIE
KOMIICTCHIINHN .

1.1.1. TlepeveHp 00X KOMITETESHITUI

Kon HanMeHoBaHue 00X KOMMIETEHINA

OK 01 | BriGupars criocoObl pemieH st 3a/1a4 TpopeCCHOHATBHON 1A TeIbHOCTH
MMPUMCHHUTCIIbBHO K pa3JIMYHbIM KOHTCKCTAM.

OK 02 Hcnonp30BaTh COBpEMEHHBIE CPENICTBA TIOUCKA, aHAIM3a U UHTEPIPETAIIH
uH(popMaluu, 1 UHGOPMALIMOHHBIE TEXHOJIOTHH IS BHITIOTHEHUS 3a7a4
npohecCuOHaNBHOM NeSTeNbHOCTH.

OK 04 D¢ dexkTrBHO B3aMMOICHCTBOBATh U Pa0OTaTh B KOJUICKTUBE U KOMAH/IE.

OK 05 OcCy1ecTBIATh YCTHYIO U TUCBbMEHHYI0O KOMMYHHKAIMIO HA TOCYAapCTBEHHOM
SI3BIKE

Poccuiickoit @enepanuu ¢ yaeroMm 0COOEHHOCTENW COLMATBHOTO U KYJIbTYPHOIO
KOHTEKCTA.

OK 09 [Tonp3oBaTbes MpodeccnoHanbHOM TOKYMEHTalue Ha TOCy1apCTBEHHOM U

HHOCTPAHHOM A3bIKaX.

1.1.2. Tlepedens npodeccnoHaNbHBIX KOMITETCHIINN

Kon ‘ HaunmenoBaHue BUIOB A€eATEIbLHOCTH U l'lpO(l)eCCI/IOHaJIbH])IX KOMIIeTeHII NI

BI 1 OcyuecTBiIeHNEe OPraHU3ANMOHHOI0 U JOKYMEHTAIIHOHHOI0 00ecre4eHust
AesITeIbHOCTH OPraHNu3aluM

MK 1.1. | OcymecTBiATs NpuUEM-Tiepeady yrnpaBieH4ecKoi HHGOpMaIK ¢ TTIOMOIIBIO
CpeACTB
MH(OPMALIMOHHBIX U KOMMYHHUKAIIMOHHBIX TEXHOJIOTUH.

IIK 1.2. | KoopaunupoBaTh paboTy MPUEMHON PYKOBOJIUTEINS, 30H MPUEMa Pa3TUIHBIX
KaTerOpHuil MOCETUTENIEH OpraHn3aliu.

MK 1.3. | Bnagers HaBbIKaMU IUIAHUPOBAHUS PabOYETro BpEMEHU PYKOBOIMTENS U CEKpeTapsl.

IIK 1.4. | OcymecTBasATh NOATOTOBKY JI€JIOBBIX NOE30K PYKOBOJIUTEINS U APYTUX
COTPYJHHUKOB
OpraHu3alMH.

IIK 1.5. | Branets cnocobaMu opraHu3aui paboyero NpocTpaHCTBa MPUEMHOM U KaOuHeTa
PYKOBOIIUTEIISI.

MK 1.6. | OcymecTBiATh pabOTy 1O NOATOTOBKE U MPOBEICHUIO KOH(PEPEHTHBIX
MEpONPUATHIA, 00ecTieyrBaTh HHPOPMALMOHHOE B3aUMOJICHCTBUE PYKOBOAMUTEIS C

noapasACICHUAMUA U JOJKHOCTHBIMU JIMIIAMU OpTaHU3alluu.




IIK 1.7.

O(bOpMHHTB OpTraHHU3alluOHHO-PACTIOPAANUTCIIBHBIC JOKYMCHTBI U OPTaHU30BbIBATH
pa60Ty C HUMH, B TOM YHUCJIC C UCITIOJIb30BAHUCM aBTOMATHU3UPOBAHHBIX CUCTCM.

IIK 1.8.

OdopMIIATh TOKYMEHTHI 110 JITYHOMY COCTaBY M OPTraHU30BbIBATh PabOTy ¢ HUMH, B
TOM YHCJIE C UCIIOJIb30BAHUEM aBTOMATU3UPOBAHHBIX CUCTEM.

IIK 1.9.

Opranu3oBbIBaTh TEKYIIEEe XpaHEHUE JOKYMEHTOB, 00pabOTKY 1€ JUis
OIIEpaTUBHOTO U APXUBHOTO XPaHEHHUSI, B TOM YHUCIIE C UCIOIb30BAaHUEM
aBTOMATHU3HPOBAHHBIX CUCTEM.

1.1.3. B pe3ynbrare ocBOCHUS MPOPECCHOHATBHOTO MOAYJISI 00YJaIOMTUNACS TOJKEH:

Bnanetrs
HaBBIKAMH

[Tonyyenus HeoOXoaAUMON HHPOPMALIMYU U NIEPeaud CAaHKLIMOHUPOBAHHON
uH(pOpMalLUU C UCHOJIB30BAHUEM CPEJICTB MH(YOPMAIIMOHHBIX U
KOMMYHHUKAIIHOHHBIX TEXHOJOTH.

Koopannanuu paGoTel IpuéMHON PyKOBOAMUTEINS U 30H IPpUEMA pa3IMUHbIX
KaTerOpuil IOCETUTEIIEH OpraHU3aliy.

[TnanupoBanus pabouero BpeMeHH pyKOBOIUTENSA U pabouero JIHs cexpeTapsl.
OpraHu3anuy J1e10BbIX 0€310K PYKOBOAUTENS U APYIHX COTPYIHUKOB
OpraHHU3aLUH.

Opranuzanuu 1 nojaep)xaHust GyHKIMOHAIBHOTO paboyero npocTpaHCTBa.
Opranu3anuu NOArOTOBKU U MTPOBEACHUS KOH(DEPEHTHBIX MEPOIIPUATHIA,
obecriedeHnss THPOPMALIMOHHOTO B3aUMO/IEHCTBHS PYKOBOJIUTEIIS C
MOJIPA3IeIEHUSIMHU U JOJDKHOCTHBIMH JIUIIAMU OPTaHU3AIHH.

OdopmieHus: opraHu3allMOHHO-PacTIOPSIAUTENbHBIX IOKYMEHTOB U
opraHu3anyu paboThl ¢ HUIMH, B TOM YHUCIIE C UCTIOIH30BAHNEM
aBTOMAaTU3UPOBAHHBIX CHCTEM.

OdopmiieHust TOKYMEHTOB 110 JINYHOMY COCTaBy M OpraHU3aluy paboThl ¢
HUMH, B TOM YHCJIE C UCTIOJIb30BAHUEM aBTOMATU3UPOBAHHBIX CUCTEM.
OpraHu3anuy TeKyIero XpaHeHus J0KyMeHTOB, 00paboTKu e JUis
OIIEPATUBHOTO U ApXUBHOT'O XPAaHEHHUS, B TOM YHUCIIE C UCTIOIb30BAHUEM
ABTOMATH3MPOBAHHBIX CHCTEM.

VYmMmern

OpPraHHU30BBIBATH paboyuee MECTO B COOTBETCTBUH C TPEOOBAHUSMU SPIrOHOMHUKHU
U KyJbTYpBI TPYZa;

obecrieunBaTh paboyee MeCTo M (PyHKIIMOHAIbHOE paboyee IPOCTPaHCTBO
HEOO0XOAMMBIMHU CPEICTBAMH OPraHU3allMOHHON TEXHUKU, MEOEIIbIO U
KaHUEJISIPCKUMH MTPUHAIICKHOCTAMHY;

MOJJIEP>KUBATh CPEJCTBA OPTAHU3AIIMOHHON TEXHUKH B pab0YeM COCTOSHUU;

MIPUMEHATH B paboTe cpeAcTBa HHOOPMAITMOHHBIX 1 KOMMYHUKAIIMOHHBIX
TEXHOJIOTHI;

UCIOJIb30BaTh CPECTBA MHPOPMAITMOHHBIX U KOMMYHUKAIIMOHHBIX
TEXHOJIOTHH JIJIs TTOJTYYeHUS U Tiepeauu HH(OpMaIuu;

YCTaHABJIUBATh U MOAACPKUBATh KOMMYHHUKAIIUH B IIPOLIECCE AEIOBOTO

0OIIIEHHUs ¢ TTOMOIIBIO CPEJICTB NMHPOPMAITMOHHBIX 1 KOMMYHUKAITMOHHBIX
TEXHOJIOTHIA;




OCYIIECTBISATH cOOp, 00pabOTKy HHPOPMAITNH, CUCTEMATH3AIUIO TTOTyYaeMBbIX
U TIepe/IaBaeMbIX JTaHHBIX;

OCYIIECTBIISATH IIPOBEPKY JOCTOBEPHOCTH, TIOJIHOTHI M HEIPOTHBOPEUYNBOCTH
JaHHBIX, UCKITIOYEeHUE TyOnupoBanus HH(popMaIumy;

CTIIQXKUBaTh KOH(DIUKTHBIC U CIIOKHBIE CUTYAI[UH MEKIUIHOCTHOTO
B3aHMOJCHCTBUS;

COOJI0/IaTh STHKET U OCHOBBI MEKIYHAPOAHOTO MPOTOKOJIA;
oOecrieurBaTh HHPOPMAIIMOHHYIO 0€301TaCHOCTD JICATEIIBHOCTH OPTaHU3aIlHH;
BECTH U UCIIOJIb30BaTh B paboTe 0a3y KOHTAKTOB OpraHU3allNH;

BECTHU YUYETHBIC PETHUCTPAIMOHHBIE (JOPMBI, UCTIONIH30BATh MX IS
nH(OPMALIMOHHON PaOOTHI ¥ PabOTHI IO KOHTPOJIIO UCTIOTHEHHS TOPYUCHHIA;

BCTpeuaTh MOCETUTENEH, TOTy4YaTh MEPBUYHYIO HH(DOPMALIUIO O TOCETUTEIISIX,
yCTaHaBJIMBATh MOPSAOK MPUEMA JUIsl pa3IMUHbIX KaTErOpUI OCETUTENEN
MIPUHUMATH MEPHI IO COXPAHEHHUIO KOH(PHICHIMATbHONH HHPOPMAIIUH B XO/1€
NpuéMa NOCETUTENIEH;

BECTU Y4ETHBIC PETHCTPALIIOHHBIE (POPMBI 10 TPUEMY ITOCETHTENEH U
oopMIATH TIpOIycKa;

OCYIIECTBIISATH MIPUEM, TIEpeiady U OTIPABKY JTOKYMEHTOB;
OpPTraHU30BBIBATh U OPOHUPOBATH IIEPETOBOPHBIC KOMHATHI,
CepBUpPOBATh YaiiHble (KO(eiHbIe) CTONbI B O(HcCe;

BbIOMpATh (POPMBI IJIAHUPOBAHUS U 0(OPMIISAThH INIAHUPOBIIUK (OpraHaiizep)
PYKOBOJUTENS U CEKpETaps;

YCTaHABJIMBATH 1€, OTIPENCISITh TPHUOPUTETHOCTD U 0YEPETHOCTH
BBINOJIHEHUS paboT 1 3PPEeKTUBHO pacnpeaessaTh padbouee Bpems;

COTJIACOBBIBATh BCTPEUH U MEPOIPHUATHS U BHOCUTH HHPOPMAIIHIO B
MJIAHUPOBIIMK (OpraHaiisep);

MH(OPMHUPOBATH PYKOBOJUTENS O MPUOIMKEHUN BPEMEHH U PETIaMEeHTe
3aIUIAHUPOBAHHBIX BCTPEY U MEPOIIPUATHH;

BBI6I/IpaTB ONTUMAJIbHBIE CLIOCOOBI BHEIIIHETO U BHYTPCHHCTO I/IH(l)OpMI/IpOBaHI/IH
O INTAHUPYEMBIX MECPOIIPUATHUAX

COCTABIISATh U OOPMIISATH TOKYMEHTBI JIJIs1 JIEIOBBIX MOE3/10K;
OCYILIECTBIIATH TPEBEI-NIOAEPKKY JEIOBBIX MOE3A0K;
COTJIaCOBBIBATh C MPUHUMAIOLIEH CTOPOHOM MPOTOKOJI INTAHUPYEMBIX
MEpPONPUATHIA U GOPMHUPOBATEH MPOTPAMMY JETOBON MOE3/IKH;
UCIOJIb30BATh CPEACTBA MHPOPMALMOHHBIX U KOMMYHHUKAIIHOHHBIX

TEXHOJIOTUH JIJIs1 00ecTieueHusl B3aUMOACHCTBUS C PYKOBOJUTEIEM BO BpeMs
€ro JIEJIOBOM IOe3/IKH;

0QOpMIIATH OTUETHBIE JOKYMEHTHI O JIEJI0BOM MOE3/IKE.

OpPTraHU30BBIBATH MPOLIECC MTOATOTOBKH U IPOBeIeHNE KOH(PEPEHTHOTO
MEpPOTPUATHS HHIUBUYaThHO U B COCTaBE paboueii TPYIIIHI;
JIOKYMEHTUPOBATh pa3HbIe ATAIbI MPOLEAYPHI MOATOTOBKH U MPOBEACHUS
KOH(EPEHTHOTO MEPONPUSITHS;




COCTaBJISTh MPOCKTHI OPTraHU3AIMOHHBIX, PACTIOPSIIUTEIbHBIX U
MH(OPMAIIMOHHO-CIIPABOYHBIX JTOKYMEHTOB, B TOM YHUCIIE JIOKYyMEHTOB,
coJiepKaux KOH(QUICHINATBHYI0 HH(POpMAIIHIO;

o OpMIIATH OpraHU3aMOHHO-PACTIOPATUTENIbHBIE IOKYMEHTHI (OpUTHHAIIBI U
KOIIUN);

CKaHHPOBATh, KOIMPOBATh U KOHBEPTHPOBATH JJOKYMEHTHI B pa3IHUHbIC
dhopmarsr;

OCYILIECTBIISATH MPOBEPKY MPOEKTOB JJOKYMEHTOB Ha COOTBETCTBHUE MpPaBUIaM
JIeJIONPOU3BO/ICTBA;

MPUHUMATH U IPOBOJAUTH NEPBUUHYIO 00pa0OTKY BXOAAIIUX TOKYMEHTOB;

MMpOBOAUTDL NMPCABAPUTCIIBHOC PACCMOTPCHUC BXOJAIINX U BHYTPCHHUX
AOKYMCHTOB;,

PEruCTpUpPOBATE BXOAAIINEC, UCXOAAIUC U BHYTPCHHHUEC JOKYMCHTEI,

KOHTPOJIUPOBATH MapHIPYTU3aHO0 JOKYMCHTOIIOTOKOB B OpraHu3alun
(COFJIaCOBaHI/Ie, MOATIMCAaHUE, YTBCPKACHUC, pCTUCTPALlUA, O3HAKOMJIICHHUEC U
HUCIIOJIHCHUC I[OKYMCHTOB);

OCYHICCTBJIATDH CpOKOBBIfI KOHTPOJIb UCITOJIHCHUA JOKYMCHTOB;
OCYHICCTBJIATD 06pa60TI<y " OTIIPABKY UCXOIAMIUX NOKYMCHTOB;

COCTAaBIISITh OTYETHI 1 aHATTUTHYCCKHUE CIIpaBKH 00 UCIIOJIHCHUU JOKYMCHTOB,
BCCTH I/IHCI)OpMaI_[I/IOHHO'CHpaBO‘lHYI-O pa60Ty M0 JOKYMCHTAaM;,

OCYIIECTBJISTh PabOTy C OPraHU3aAMOHHO-PACTIOPSAUTEILHBIMUA TOKYMEHTAMU
B aBTOMAaTU3WPOBAHHBIX CUCTEMAX;

obecneunBaTh COXPAHHOCTDb NNEPCOHAJIBHBIX JAHHBIX pa6OTHI/IKOB;

OpraHU30BBIBATH IOKYMEHTOOOOPOT MO MPEJCTABICHUIO TOKYMEHTOB 110
MEPCOHAITY B TOCY/IapCTBEHHBIC OPTaHbI;

OpPraHU30BBIBATh IOKYMEHTOOOOPOT MO YUYETY U JABMKEHUIO pAOOTHUKOB;
BECTU BOMHCKHUI Y4€T paOOTHHUKOB;
BECTH YUET paboyero BpeMeHU pabOTHUKOB;

OCbOpMJ'IfITB OpTraHHU3allMOHHO-PACTIOPAANTECIbHBIC JOKYMCHTEI I10 TUYHOMY
COCTaBy;

BECTHU PETUCTPALMIO, YUET, ONIEPATUBHOE XPAHEHHUE JOKYMEHTOB I10 JINYHOMY
COCTaBY;

BECTH JTOKYMEHTALMIO, TIOATBEPKIAIOILYIO CBEACHUS O TPYIOBOU JEATEIBHOCTH
U TPYZIOBOM CTa)k€ pabOTHUKOB;

(bopMHpOBATh JTUYHBIE JIeNIa pAOOTHUKOB;
oQOpMIIATH JeN1a 0 JTUYHOMY COCTaBY JJIsl IEpejaul B apXUB OpraHU3aluy;

paboTaTh CO CIeNHaTu3UPOBAHHBIMU HHPOPMAIIMOHHBIMH CUCTEMaMH U
0a3aMu JaHHBIX 110 BEICHUIO YUETa U ABMKEHUIO pAaOOTHHUKOB;

pa3pabarbiBaTh HOMEHKJIATYpPY €]l OpraHu3aIuy;

MIPOBEPSATH MPABUIBLHOCTH OPOPMIICHUS JOKYMEHTOB  OTMETKHU 00 MX
WCIIOJIHEHUU TIepe UX GOPMUPOBAHUEM B JICTIO JUIS MTOCIIEAYIOMIErO XPaHEHUS;




(bopmHpoBaTh Aena, KOHTPOIUPOBATH PABUIBHOE U CBOEBPEMEHHOE
pacnpeziesieHre U MOAINUBKY JOKYMEHTOB B Ji€Jla B COOTBETCTBUH C
HOMEHKJIATypOH Jed;

IIPOBEPATH CPOKHU XPaHEHHsI JOKYMEHTOB, COCTABIIATh IPOTOKOJI PabOTHI
9KCIIEPTHON KOMHUCCHH I10 NTOATOTOBKE JOKYMEHTOB K IIEpPEIaue B apXUB;
COCTaBJISATh aKT O BBIIEICHUH K YHUUTOXKEHHUIO IOKYMEHTOB, HE MOAJIEKAIINX
XPaHEHHUIO;

COCTABIISATh KT 00 YHUYTOXXEHUU JIOKYyMEHTOB;

OCYIIECTBIISATH MOJHOE WK YaCTHYHOE O(POPMIICHHE JeTl BPEMEHHOTO,
IIOCTOSIHHOT0, JIOJITOBPEMEHHOI'0 CPOKOB XPAHEHUS;

COCTABJIATh OIUCH JIeJ1 CTPYKTYPHBIX MOApa3AeIeHUN OCTOSHHOTO,
JI0JTOBPEMEHHOT'0 CPOKOB XPaHEHUs JUIs [Iepe/lauu e B apXUB OpraHU3alMH.

3HaTh HOpMaTUBHBIE MpaBoBbIe akThl Poccuiickoit denepanuu B chepe
WH(POPMAIIMOHHBIX ¥ KOMMYHUKAITMOHHBIX TEXHOJIOTUH, MO 3aIUTE
nHpopManuu, HHOOPMAITMOHHOM 0€30ITaCHOCTH, TI0 paboTe ¢ 0OpaIeHUIMHA
rpak[iaH, 0 OPraHU3aIluK JICIOBOM TIOE3/IKH, B chepe AeTONPOU3BOICTBA U
apXWBHOTO JieJa, B chepe peryJupoBaHus TPYAOBbIX OTHOIICHUH;

JIOKAJIbHBIC HOPMATHUBHBIC AKTbI, PCTIIAMCHTHUPYIOIIUC ACATCIbHOCTD CJ'Iy>K6LI
ACJIOIIPONU3BOACTBA U eé pa6OTHI/IKOB, OpraHu3anuro BCICHUS
ACJIOIMPOU3BOJACTBA, IEpEaavdy ACII B ApXUB OPraHU3aluu, a TAKKE
PErIaMCHTUPYIOIIUE TPYAOBBIC OTHOIICHM A,

CTPYKTYpY OpraHu3aiuu, e€ 3a1au U QyHKIUHU, pacrpeaencHue GyHKInl
MEXKY CTPYKTYPHBIMU MOAPA3ACICHUSIMU U CIIELUAIIMCTAMU;

TpeOOBaHUs OXpaHbI TPY/ia, MPON3BOACTBEHHON CAaHUTAPUH, IPOTUBOIOKAPHON
3aIUTHI;

OCHOBBI MMPABWIIBHON OpTaHHU3AIMH TPY/Ia ¥ METOJIBI TIOBBIIIICHHS €TI0

s pexTUBHOCTH;

OCHOBBI YIIPABJIEHUSI BDEMEHEM;
BH/JIBI OPTaHU3AIIMOHHON TEXHUKHU U TIPaBUIa paOOTHI C HEM;

METOAbI O6pa6OTKI/I " 3alIUThI I/IH(I)OpMaI_II/II/I C IPpUMCHCHUCM CPCACTB
HH(bOpMaLIHOHHLIX U KOMMYHHUKAIITMOHHBIX TCXHOJIOT Hﬁ;

COBpPCMCHHBIC I/IH(I)OpMaI_II/IOHHLIC 1 KOMMYHHKAIITMOHHBIC TCXHOJIOTHH,
IIPUMCEHACMBIC B pa60Te C JOKYMEHTAaMH, B TOM YMCJIC IO JINYHOMY COCTaBY,

9THKET U OCHOBBI MEXTyHAPOIHOTO IPOTOKOJA;
ATUKY JCIOBOTO OOIIEHNS,

IIpaBUJIa PYCCKOTO S3bIKA;

MIpaBUJIa PEUEBOTO ITUKETA;

MpaBWJIa NOIEPKAHUS U PA3BUTUS MEXIIMYHOCTHBIX OTHOIIIEHUH;
IIpaBWJ1a IPOBEJEHUS JI€JIOBBIX 1IEPETOBOPOB;

IIpaBUJIa OPraHU3ALUHU IPUEMA TIOCETUTENEH;

MpaBUjIa CEPBUPOBKH YaHOTO (KO(EHHOro) cTona;

MOPSIIOK TIOJITOTOBKH M IOKYMEHTHPOBAHUS JIETIOBOU MOE3]IKH;




MHTEPHET-PECYPCHI JIJIsl OCYILIECTBICHUSI TPEBEI-TTOAJIEPIKKH JIETOBBIX MOE3/0K;

KOMILIEKC OPraHU3allMOHHO-TEXHUUECKUX MEPONPHUATHH 110 IOJTOTOBKE U
MIPOBE/ICHUIO KOH(PEPEHTHBIX MEPONIPUSATHIH;

mpaBmiIa 0POPMIICHUS JOKYMEHTOB, CO37]aBAEMbBIX B MPOIIECCE MOATOTOBKH U
MIPOBEICHUSI KOH(PEPEHTHOTO MEPOIIPUATHS;

COCTaB BHYTPCHHHUX WU BHCIIHUX I/IH(bOpMaI_[I/IOHHBIX IIOTOKOB,

PYKOBOJICTBO CTPYKTYPHBIX MOAPA3ICIICHUN, 00pa3Ilbl OMUCEH JHUII,
HMMEIOIIMX MPaBO MOJAMUCAHUS U YTBEP)KICHHS JJOKYMEHTOB, U OTPAaHUYCHUS
30H UX OTBETCTBEHHOCTH;

BUJIBI HOMEHKJIATYP JIeJ1, 00LIHe TpeOOBaHHsI K HOMEHKIIATYPE JIeJ, OPSII0K
paboTEHI ¢ Hel;

nopsAoK (GopMUpoBaHUs U 0opMIIeHUS J1e, ciennpuky popMupoBaHUs
OT/EJIbHBIX KaTErOpHil AT,

MpaBUjIa XpaHEHHS JeJl, B TOM YHCJIE C JIOKyMEHTaMH OTPAaHUYEHHOTO JIOCTYIIA;
IIpaBUJIa BbIIAYM U MCIIOJIb30BAaHMS JOKYMEHTOB U3 C(DOPMUPOBAHHBIX JIEIT;

MOPAA0OK HCIIOJIBb30BAHUA TUITOBBIX WJIM BEAOMCTBCHHLIX nepequﬁ
AOKYMCHTOB, OIIPCACIICHUA CPOKOB XpAaHCHHS B IIPOLECCE SKCIICPTU3BL
HEHHOCTHU JOKYMCHTOB;

BHUbI oIHcen ACJI OpraHu3aniuu U mopsaaokK pa6OTI>I C HUMMH.

1.2. Koin4ecTBO 4acoB, 0TBOJAUMOE HAa 0CBOCHHE NPO(PECCHOHATBLHOTO0 MOLYJIs

Bcero uacos — 428
B TOM 4HcIIe B popMe MPAKTUYECKON OATOTOBKU — 332

N3 Hux Ha ocBoeHne MJIK — 356
B TOM YHCJI€ CAMOCTOsITEIbHAs paboTa —

NPaKTUKH, B TOM dHclie yaeOHast — 36

MIPOU3BOJICTBEHHAS — 36

[IpomMexxyTouHast arrecranus —




AHHOTAIIMSI HA PABOUYYIO TPOTPAMMY YUYEBHOI
JUCLHUTIJIMHBI

«IIM.02 OPTAHU3AIIAA APXUBHOM PABOTHI 11O IOKYMEHTAM OPTAHU3AIIMIA
PA3JIMYHBIX ®OPM COBCTBEHHOCTHN»

46.02.01 IokymMeHTAaIIMOHHOE OOecneyeHre YIIPABJICHUS U APXUBOBe/IeHUE

1.1. Heab 1 niIaHupyeMble pe3yJbTaThl 0CBOEHUSI MPO(eCCHOHATIBLHOT0 MOTYJIsI

B pesynbrate m3yueHHs NpOoPECcCCHOHATBHOIO MOIYJS OOYYaIOUIMXCS JOJDKEH OCBOUTH
OCHOBHOH BHJ AestenbHOCTH OpraHuzanus apXuBHOM pabOThl MO JOKYMEHTaM OpraHu3alui
pa3auuHbiX  (GopM  COOCTBEHHOCTH, U  COOTBETCTBYIOIIHME €My OO0Ilue KOMIETEHIIMH
U ipodecCuOHaIbHbIe KOMIETCHIINN:

1.1.1. I[lepevern 0OITUX KOMIICTCHITHI:

Kon HanmenoBanue 001X KOMNeTEeHIUH

OK 01 BriOupats crioco0sl perienus 3aaa4 npodecCHoHaIbHON AeITeTbHOCTH
MIPUMEHHUTEIHHO K PA3JTMYHBIM KOHTEKCTaM
Hcnonb30BaTh COBpEMEHHBIE CPEJICTBA IIOUCKA, aHAIN3a U UHTEPIIPETALIUU

OK 02 uHpopmanuu, 1 UHGOPMALIMOHHBIE TEXHOJIOTHH IS BHIIOTHEHUS 3a7a4
po¢eCCUOHATBHON IEATETLHOCTH

OK 04 DddekTHBHO B3aUMOIEHCTBOBATh U PA0OTATh B KOJIJIEKTUBE M KOMAaH/IE
OcCymIecTBIATh YCTHYIO U TUCbMEHHYIO KOMMYHHUKAIUIO HA TOCYJapCTBEHHOM

OK 05 a3bike Poccuiickoii @eneparuu ¢ y4éToM 0COOEHHOCTEN COIMAbHOTO
U KYJIbTYPHOTO KOHTEKCTa

OK 09 [Tonw3oBatbest mpodeccuoHaIbHOM TOKYMEHTAIUeH Ha TOCYapCTBEHHOM
Y UHOCTPAHHOM SI3BIKaX

1.1.2. Tlepevens npodeccnoHaNbHBIX KOMITETCHIINN

Kon HanmeHnoBaHMe BUIOB JeATEJILHOCTH H NPO(QECCHOHATBHBIX KOMIIETEHIUI
B2 Opranu3zanys apXuBHOM pabOTHI 110 TOKYMEHTaM OpraHU3aluil pa3IundHbIX Gopm
COOCTBEHHOCTHU
K 2.1 Ocy1ecTBISITh KOMIJIEKTOBAaHUE ApXUBHBIMU JeJIaMU (JIOKyMEHTaMH1) apXuBa
©" | opranuszanun
K 2.2 Bectu yuét apxuBHBIX /1€ (JOKYMEHTOB), B TOM YHUCJIE C UCIOJIb30BaHUEM
" | aBTOMATU3MPOBAHHBIX CHCTEM
K 2.3 Ocy1ecTBISTh XpaHEHNE apXUBHBIX e (JIOKYMEHTOB) C TOCTOSIHHBIM CPOKOM
™" | XpaHeHus ¥ 1O TUYHOMY COCTaBY B apXUBE OPraHU3AUH
K 2.4 OcymiecTBIATh XpaHEHNUE, KOMIUIEKTOBaHHE, YUET U HCIIOJIb30BaHUE /1€
" | (10OKyMEHTOB) BpEMEHHOTO XPaHEHHUS
K 2.5 OcymiecTBIATh UCTIOIb30BAHUE APXUBHBIX JIeN (IOKYyMEHTOB), B TOM YHCJIE
" | ¢ ucnonp30BaHKEM aBTOMATH3UPOBAHHBIX CHCTEM




1.1.3. B pe3ynbrare ocBOeHUS MTPOPECCHOHATBHOTO MOYJ/ISl 00YJaIONUNACS TOJKEH:

Bnaners KomriuiekToBaHust apXMBHBIMU JIeaMH (JIOKYMEHTaMU) apXHuBa
HaBbIKAMU OopraHu3aIu

Benenus yuéra apxuBHbBIX J1e]1 (JOKYMEHTOB), B TOM YHCIIE C
MCIOJIb30BaHNEM aBTOMATHU3UPOBAHHBIX CUCTEM

Ocyl1iecTBIeHUS] XpaHEHUS apPXUBHBIX JI€] (JOKYMEHTOB) C MOCTOSTHHBIM
CPOKOM XpaHEHUs U M0 JINYHOMY COCTaBY B apXMBE OpPraHU3allun
XpaHeHusl, KOMIJICKTOBaHMsI, yu€Ta U UCIIOJIb30BaHUS JIeN (JOKYMEHTOB)
BPEMEHHOI'O XpaHEHUs

Hcnonp30BaHus apXUBHBIX A€l (JIOKYMEHTOB), B TOM YHUCJIE C
WCIIOJIb30BAHUEM aBTOMATU3UPOBAHHBIX CUCTEM

YMetb paboTaTh C MoApa3IeICHUSIMHA/OPTaHU3aAUSIMHA HCTOYHUKAMU
KOMILJIEKTOBAHUS apXHBa;

NPUHUMATH apXUBHBIE J1eNa (JIOKyMEHTHI) Ha TIOCTOSTHHOE WIIN
JIOJITOBPEMEHHOE XPaHEHHUE;

y4acTBOBAaTh B MPOBEJICHUN HKCIIEPTHU3HI IICHHOCTH PA3TUYHBIX TUIIOB U
BUJIOB JIOKYMEHTOB B COOTBETCTBUHU C BHYTPEHHUMH periaMeHTaMU
OpraHu3aluy;

IPUMEHSATH B paboTe peKOMEHJallMU SKCIEPTHO-TIPOBEPOYHON KOMUCCHH
WJIN DKCTIEPTHON KOMUCCHU OpPTaHU3aIHH;

IPUMEHSTD [IEPEUHH C YKa3aHHEM CPOKOB XpaHEHUs el (JIOKYMEHTOB);
co0JII0/1aTh HOPMATHBHBIE CPOKU XpaHEHHUs el (JOKYMEHTOB);

BECTH y4Y€T HCTOYHUKOB KOMIJIEKTOBAHUS apXUBa;

MCIIOJIb30BaTh NEPEOBON OTEUECTBEHHBIN U 3apyOEKHBIM OIBIT MO
KOMIUJIEKTOBAHUIO apXHBa JeJaMHt (JIOKyMEHTaMH) TIOCTOSTHHOTO U
JIOJITOBPEMEHHOT'O XPaHEHUS;

UCIOJIb30BaTh COBPEMEHHbBIE aBTOMATU3UPOBAHHbIE, UH()OPMAIIMOHHBIE U
TEJIEKOMMYHHUKAIIMOHHBIE TEXHOJIOTUHU JTOKYMEHTHPOBAHHBIX cep
JeSITEIbHOCTH OpraHu3aluu.

CUCTEMAaTHU3UPOBATh Jeja (JOKYMEHTHI);

pasMelaTh apXuBHBIE Jiea (JOKYMEHThI) Ha MECTax XpaHEHHs B
COOTBETCTBUH C HOPMATUBHBIMU TPEOOBAHUSAMH B 00JIaCTH apXUBHOTO Jiena
U YIpaBJeHUs JOKYMEHTaMH;

COOITIO/TaTh HOPMATHBHBIE PEKUMBI XPAHEHHUST ApXUBHBIX JIET
(TOKyMEHTOB) Ha JIOOBIX HOCUTEISIX;

IPOBOJUTH MTPOBEPKY MOJTHOTHI COCTaBa APXUBHBIX IOKYMEHTOB B
€/IMHUIaX XPaHECHUS;

IPOBOJUTH OMMCAHUE APXUBHBIX J€JT (JIOKYyMEHTOB);

COCTaBJIATh CIIPAaBOYHO-TIOMCKOBBIE CPENICTBA K APXUBHBIM JIe/IaM
(mokyMeHTaMm);

BECTH YUY€T U KOHTPOJIb BBIIaYH aPXUBHBIX JIEJT (JIOKYyMEHTOB) M3

apXMBOXPaHWIMILA U UX BO3BpATa,;




BECTH YUET U KOHTPOJIb Nepeadu e (JOKYMEHTOB) B
roCyJapCTBEHHBII/MYHUIIMITATBHbIN apXUB MM HA HHOE BHELITHEE
XpaHEHUE U Npuéma Jiej C BHELTHETO XPaHEHMUS;

IPOBOJUTH MOJUCTHYIO IPOBEPKY (PU3NYECKOIO COCTOSHUS JIeI
(TOKYMEHTOB);

pa3bICKMBaTh HEOOHAPYKEHHBIE J1eNa (JIOKyMEHTHI);

MOJIb30BAThCSl YIETHBIMU JOKYMEHTAMH B PAMKaX 3JIEKTPOHHBIX
UH(POPMALIMOHHBIX CHCTEM TOKYMEHTHPOBAHHBIX chep AesTeTbHOCTH
OpraHu3aluy;

H0JIb30BAThCS CEPTU(PULNPOBAHHBIMU ABTOMATU3UPOBAHHBIMU CUCTEMAMHU
JOKYMEHTHPOBAaHHBIX c(ep AeATeIbHOCTH OPraHU3alU1 110 YUYETY,
perucTpamuu, KOHTPOJIIO A€l (JOKYMEHTOB);

[10JIb30BAThCS MH(OPMALMOHHO-CIIPABOYHBIMU CUCTEMAaMU
JOKYMEHTHPOBAaHHBIX c(hep AeITEeTbHOCTA OpTaHUu3aIiH;

BECTH CIPAaBOYHO-IIOMCKOBBIE CPECTBA K APXUBHBIM JIeJIaM (JIOKYMEHTaM);
BECTH Y4ET CTPaXxoBOro (poHIa apXUBHBIX JIeJT (IOKYMEHTOB);

IPUMEHSITh HOPMATHBHBIE TPABOBBIC aKThI, IOKAIbHBIE HOPMATUBHBIC aKTHI
OpraHM3ali U METOINYECKUE IOKYMEHTHI B 00JIaCTH yuéTa apXUBHBIX JI€1
(ITOKyMEHTOB);

BHOCHUTb NPEITI0KEHUS 10 COBEPILICHCTBOBAHUIO METOJUYECKOTO
oOecrieyeHns y4€Ta pa3HbIX BUJOB JOKYMEHTOB B JOKYMEHTHPOBAHHBIX
cdepax AesTeTbHOCTH OpraHU3aIHH;

3amuuaTh HHQOPMAaLMOHHBIE PECYPCHI ApXHBa OT HECAHKI[MOHUPOBAHHOTO
JocTymna.

OpraHM30BBIBAaTh U 00ECIIEUYUBATh XpaHEHHE A€ (JOKYMEHTOB)
BPEMEHHOI'0 XpaHEHHUsI OPraHU3alMK B TPAAULIMOHHOM U B 3JIEKTPOHHOM
BU/IE;

KOHTPOJIMPOBATh pa3paboTKy CTPYKTYPHBIMU HOJIpa3AeeHUsIMU ONKCeN 1
AKTOB O BbIIEJICHUHM HA YHUUTOKEHUE /1€ (OKYyMEHTOB) BPEMEHHOTO
XpaHEeHUs B TPAJAULIMOHHOM U B 3JIEKTPOHHOM BH/IE;

(dbopMHpOBATH €AUHUIIBI XPAHEHUS TOKYMEHTOB JJIS1 UX MOCJIEAYIOIIETO
pasMelleHHs] B apXUBE OpraHu3allu;

COCTaBJISITh CIPABOYHO-TIOUCKOBBIE CPEACTBA K APXUBHBIM JlefiaM
(TokymMeHTaM);

OCYILECTBIIATh MOUCK /1€ (JIOKYMEHTOB) BPEMEHHOT'O XpaHEHUs B
npoliecce UX XpaHEHUs B CTPYKTYPHBIX MOJIPA3/IENEeHUsX U apXHUBe
OpraHu3aIuy;

OCYIIECTBIISITh METOJMYECKOE PYKOBOJICTBO OpTraHU3alMel XpaHeHus el
(TOKyMEHTOB) B CTPYKTYPHBIX MOJpa3AeeHUSIX OpraHN3aluu;

OKa3bIBaTh CTPYKTYPHBIM HOJPA3ICICHUSIM NPAKTUYECKYIO TOMOIIb B
OpraHM3aly XpaHEeHUs 1€l (JOKYMEHTOB);

pa3pabaTbiBaTh CIPaBOYHO-WH(POPMALIMOHHBIE JOKYMEHTHI 110
OpraHu3alliy UCIOIb30BAHUSA A€ (JOKYMEHTOB) BDEMEHHOTO XPaHEHHs B
CTPYKTYPHBIX MOAPA3ACIECHUSIX U apXUBE OpraHU3alluu;




IPOBOJIUTH FKCIEPTUIY HEHHOCTH JeJT (JIOKYMEHTOB) BPEMEHHOTO
XpaHEHUs, TICPEJaHHbBIX B APXUB;

OTIPEeNIeNIATh CPOKHU XpaHEHHs JIelT (JIOKyMEHTOB) BPEMEHHOTO XPaHEHHS,
o0ecreunBaTh 3aIUTYy Je (JOKYMEHTOB) BpEMEHHOI'O XpaHEHUS B
OpraHMu3aIyi OT HECAHKIIMOHUPOBAHHOTO JIOCTYIA WJIK YHUYTOXKECHUS;
IPOBOJUTH (PU3MYECKOE YHUUTOKEHHE JeTT (JOKYMEHTOB) BPDEMEHHOTO
XpaHEHHS C HCTEKIIMMH CPOKAMH XPaHEHHS ITOCTIE COTJIACOBAHUS CO
CTPYKTYPHBIMHU MOJIPA3/ICTICHUSIMHI OpraHU3aInu;

0hOpMIIATh YYETHBIC JOKYMEHTHI 00 YHUUYTOKCHUH JIe]1 (JIOKYMEHTOB)
BPEMEHHOT'O XpaHEHUs C UCTEKIIUMHU CPOKaMHU XpaHEHHs] COBMECTHO CO
CTPYKTYPHBIMH MOAPA3/ICICHUSIMA OpraHU3al1u.

CHCTEMaTH3UPOBATh U 0000IIATh CBEACHHUS O COCTABE U COJCPKAHUU
apXUBHBIX J€J1 (JIOKYMEHTOB);

UCIOJIb30BaTh NH(POPMAIIMOHHBIE TEXHOJIOTUHU B 00JIACTH CO3/IaHUS
CIIPaBOYHO-TIOMCKOBBIX CPEJICTB apXMBA U JOKYMEHTHUPOBAHHBIX Cep
JEeSTEIbHOCTH OpraHu3aluy;

(GbopMHpOBATH OCHOBHBIE W BCIOMOTATEIbHBIC BUIBI ApPXUBHBIX
CIPAaBOYHUKOB B AJIEKTPOHHOM (opMme;

MOJrOTAaBIUBATh HHPOPMAIIOHHBIE TOKYMEHTHI 110 3a1pocam
MOJIb30BaTENeH Pa3IMUHbIX KaTErOpPHiA.

3HaTh

BU/IbI, PAa3HOBUAHOCTU U (hOpPMAThI BCEX BUJIOB JOKYMEHTOB;

KPUTEPUU ONpeeIeHUsI HEHHOCTH J1eJ (JOKYMEHTOB) ISl 1aJbHEUIEro
XpaHEHUs WIN YHUUYTOKEHHS;

METOJKa pa3paboTKu (GopM YUETHBIX TOKYMEHTOB B TPAIUIIMOHHOM U B
ANEKTPOHHOM BUJIE;

METOIMYECKHE JOKYMEHTHI B 00JIaCTH MCIIOIB30BAHUS U ITYOJIUKAIIUN
apXUBHBIX JIeJl (IOKYMEHTOB);

METOMYECKHE TOKYMEHTHI i HallUOHAIIbHBIE CTAaHAAPTHI B 00JIACTH
JIeJIONPOU3BOJICTBA U APXUBHOTO JIENA;

METOMYECKHE JOKYMEHTHI U HAIlMOHAIBHBIE CTAHIAPTHI B 00J1aCTH yuéTa
JIOKYMEHTOB M JIOKYMEHTHPOBAHHBIX CEp NeATeTbHOCTH OpraHN3aIlNH;
Hay4YHO-METOJMYECKUE KPUTEPUH SKCIEPTU3bI LICHHOCTU PA3IUYHBIX TUIIOB
¥ BUJOB JeN (IOKYMEHTOB);

HOpMaTHBHBIE MTpaBoBbIe akThl Poccuiickoit Meaeparuu B 0071aCTH 3aLTUTHI
MIEPCOHAJILHBIX JIAHHBIX;

HOPMAaTHBHBIE MPaBOBbIE akThl Poccuiickoit Menepanuu B 0071aCTH
uH(popMaliu, HTHPOPMAIIMOHHBIX TEXHOJIOTUH, 3alIUTHl HHPOPMAIUHU U
MEPCOHANBHBIX JaHHBIX, U(POBON TpaHChHOpMAIINU;

HOpMaTHUBHBIE MTpaBoBbIe akThl Poccuiickoit deneparuu B o0nactu
KOH(HICHIIMATBLHOCTH HHPOPMALINY;

HOPMAaTHBHBIC MPaBOBbIE akThl Poccuiickort Denepanun B cepe
JIETIONIPOU3BOJICTBA U APXUBHOIO JIENA;

HOpMaTHUBHBIE MTPaBOBbIE aKkThl Poccuiickoit eneparuu B cdepe
JIETIONPOU3BOJICTBA;




oO0II1e MPUHIMIIBI YU€Ta U KOMIUICKTOBAHUS J1e] (JIOKyMEHTOB)
OTrpaHUUYEHHOIO0 JI0CTYIIa;

OpraHU3al[MOHHBIE IPUHIIUIIBI UCIIOJIb30BAaHUS TOKYMEHTOB
OrPaHUYEHHOIO J0CTYIIa;

OpraHU3alMOHHBIE PUHIIMIIBI KOMIUIEKTOBAHUS €] (JOKYMEHTOB)
OTrpaHUUYEHHOI0 IOCTYIIA;

O0COOEHHOCTH OpraHU3alMK XpaHEHUs Jel (JOKYMEHTOB) Ha Pa3IMYHBIX
HOCHUTEJISX;

OTEYECTBEHHbIE U 3apyOeKHbIE CEPTUPHUIIMPOBAHHBIE CUCTEMbI
aBTOMATU3UPOBAHHOTO y4€Ta apXUBHBIX i€ (JOKyMEHTOB);

HopsI0K (POPMHUPOBAHUS TOKYMEHTOB B KOMILIEKTHI, TPYIIIIBI, TUIIBL;
IIpaBUJia CUCTEMATU3AlUU U KJIACCU(PUKAIUHN IOKYMEHTOB;

IpaBUiIa XpaHEHUs A€l (JOKYMEHTOB) B COOTBETCTBUU C UX TUIIAMU;
cepTUPHUIMPOBAHHBIE HHPOPMALIMOHHO-TTIOMCKOBBIE CUCTEMBbI B 00JIACTH
pa3paboTKy HayYHO-CIIPABOYHOTO allapara JOKYMEHTUPOBAaHHBIX cdep
JeSITEIbHOCTH OpraHu3aluy;

CIOCOOBI M TEXHOJIOTUH IOKYMEHTHUPOBAHUS Pa3IMYHbIX BUJIOB
npodecCuoHaIbHOMN 1S TeIbHOCTH;

CPOKH BBIIIOJIHEHHUS PA0OT MO OPraHU3alMK UCIIOIb30BaHUS APXUBHBIX /1€
(TOKyMEHTOB);

CPOKH BBINIOJTHEHUS pa0OT MO y4ETY apXUBHBIX /1€ (JJOKYMEHTOB);

CPOKH BBITIOJTHEHUS PabOT;

CTaHJapThl 0POPMIIEHHS OPraHU3aAMOHHO-PACTIOPSANTEIBHOM
JIOKyMEHTaIUH;

TEOPETUYECKHE U METOINYECKUE aCTIEKThl KOMIUIEKTOBAHUS U IKCIIEPTU3BI
LIEHHOCTHU BCEX BUJIOB IOKYMEHTOB;

TpeGoBaHuUs K 0)OPMIICHUIO JOTOBOPOB HA PEAJIN3aIUI0 YCIYT BHEIIHETO
XpaHeHUs Jel (JOKYMEHTOB);

TpeOOBaHUS K MOJMOTOBKE apXUBHBIX CIPABOK U BHIMHMCOK U3 apXHUBHBIX
JIOKYMEHTOB;

TpeOoBaHUS K IpoLeccaM YHUUTOXEHHsI UH(POpMallUK B TPAJIULIMOHHOM U
AIIEKTPOHHOM BHUJIE;

TpeOOBaHUS K YCTAaHOBJICHHBIM HOPMaM BbIpAOOTKHY;

TpeOoBaHUS K yUETY 0CO00 LIEHHBIX U YHUKAIbHBIX APXUBHBIX JIE]T
(TOKyMEHTOB);

TpeOOBaHUS OXpaHbI TPY/IA;

YHUDUIUPOBAHHYIO CUCTEMY OPTaHU3AI[MOHHO-PACTIOPSAUTEIBHOM

JOKYMCHTAIUU.

1.2. KosimyecTBO 4aCOB, OTBOJAMMOE HA OCBOCHHUE NMPO(eCCHOHATBHOT0 MOIYJIsI

Bcero wacos — 250
B TOM 4YHCJIe B (popMe MpaKTUUECKON MOATOTOBKY — 136

13 HUX Ha ocBoeHne MJIK — 178



MIPaKTUKH, B TOM ducie yueOHas — 36
IPOU3BOICTBEHHAS — 36
[IpomMexxkyTouHas arrecrauus —
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