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IosicuuTenbHAn 3anucKa

W3menennst B ocHOBHYIO NpohecCHOHATBHYTO 00pasoBareNbHyI0 IporpaMmy 00pazoBaTenbHy0
[IPOrpaMMy  CpeHEro MpoQecCHOHANTBHOr0 06pa3oBaHus - NIPOrpaMMy MOATOTOBKH CHELHAIHCTOR
CPEIHEro 3BCHA BHOCATCS B COOTBETCTBHH ¢ IIpaBmiamu Pa3paboTKH, yTBEp)KIAEHHST H IPHMEHEHHs
MPO(eCCHOHANBHBIX CTAHIaPTOB, YTBEPKICHHBIMH MOCTaHOBIIeHHeM [Ipasutenscts Poccuiickoil Me-
Acpauun ot 22 supapst 2013 rona Ne 23, craTseit 28 DesiepabHOrO 3aKoHa OT 29 nexabps 2012 roga
Ne 273-®3 «O6 o6pasoBanuu B Poccniickoi Denepaunny, TpeGoBaHUIMH enepanbHbIX rocynaper-
BEHHBIX 00Pa30BATENBHBIX CTAHAAPTOR CPEHEr0 MPO(ECCHOHATEHOr0 06pa30BaHMs, METOIHYECKIMHU
PCKOMEHIALHAMH, yTBEP)KICHHBIMU NPHKa30M MHHHCTepCcTBA obpasopanust u Hayku P® ot 22 sHpa-
pst 2020 r. Ne JIJT-1/05BH, pexoMeHzamusaMu mo OPTaHH3allHH IOTYYEHHsS CPeAHero obiero o6paso-
BaHI B Npe/ie/lax OCBOGHHs 00pa3oBATENBHBIX IPOrpaMM CPEIHEro IPo(eCcCHOHAIBHOr0 06pasosa-
HHS Ha 0ase OCHOBHOTO o6ero 06pa3oBanus ¢ y4eToM TpeGoBaHHii (enepanbHbIX rOCY1apCTBEHHBIX
00pa3oBaTeNbHBIX CTAHAAPTOB U TI0JTy4aeMOH IPO(GECCHH MM CeNHATLHOCTH cpenHero mpogeccHo-
HAJIBHOTO 00pasoBanus, onoGpeHHbME HayyHo-MeTommyeckmm coBeToM lenTpa mpogeccronansuo-
ro obpasoBanus H cucteM kBamHpukamuii GBIAY «OUPOy (ITporokom Ne 3 ot 25 mas 2017 r), IpH-
MEPHEIMH NIPOTpaMMaMH 0011e00pa30BaTeNbHBIX YUeOHbIX THCIHUILIHH AT IpodecCHOHATBHBIX 06pa-
30BaTeIbHBIX Opranusanuii (2020 r.).




Tabauua S. Pesyabrarsl ocBoenns nporpamver CITO

Buael nesrensHocTH IIpodeccHonanbHbIe KOMNETEHIUH
1 2
BIIT 1. IIK'1.1. | KoopaurupoBats paboTy opraHH3anuu (mpHeMHO# pyKOBOIH-
Opranmsauus TEJIs), BECTH [IPHEM ITOCETHTEIEH.

AOKYMEHTALHOHHOI0
obecrieueHnsn
yHIpaBJIeHHS H
GYyHKIIHOHHPOBAHHS
OpraHH3alHH.

IIK12. | OcymectBiath paGoTy MO MOATOTOBKE H IPOBEIEHHIO COBEIA-
HHUH, JEOBBIX BCTPEY, TIPHEMOB U MTPE3EHTALHI.

[IK 1.3. | OcymecTBIsTh MOArOTOBKY JEIOBBIX IOE3MOK PYKOBOIMTENS H
JPYTHX COTPYAHHUKOB OpraHH3alHH.

[IK 1.4. | Opranu3oBeBaTE paGouee MecTO CeKpeTaps U PYKOBOIHTEJISA.

I[IK 1.5. | Odopmuats H PETHCTPHPOBATH OpraHH3aliOHHO-
PacropsUTENbHBIE JOKYMEHTEI, KOHTPOJIHPOBATh CPOKH HX HC-
TIOJIHEHHUS.

[IK'1.6. | O6pabareBaTh BXOJSIUME H HCXOAIIHNE JOKYMEHTbI, CHCTEMATH-
3HPOBATh HX, COCTABIIATh HOMEHKJIATYPY A€M B (OPMHPOBATE 10-
KYMEHTHI B JIeJia.

IK 1.7. CamocrosTensHO paboTaTh ¢ JOKyMEHTaMH, COZIepXKaIIUMH KOH-
(unennnanbHyo HHGOPMALHIO, B TOM YHCIIE ¢ JOKYMEHTaMH [10
JIHYHOMY COCTaBYy.

IIK 1.8. OcymecTBisth TenehonHOE 06CITY)KHBAHAE, IPUHAMATE H TIepe-
J1aBaTh (haKchL.

[IK 1.9. OcyiecTBnsaTh MOATOTOBKY /e K Iepesiade Ha apXHBHOE XpaHe-
HHeE.

I1K 1.10. CoctaBiiaTe omMCH JeN, OCYIIECTBISTH MOATOTOBKY JIeN

K IIepeJlaue B apXHB OPraHU3alMH, TOCYIAPCTBEHHBIE H MYHHIIH-
NaJIbHEBIE APXHBEI.

IIK 1.11. Bei1aBath B COOTBETCTBHH C NMOCTYNAIOIIMMHE 3allPOCAMH apXHB-
HbI€ KOIIHH H JIOKYMEHTEHIL.
BIIJ 2 IIK2.1. | YuactsoBaTh B paGoTe MO 3KCIEPTH3E LEHHOCTH JOKYMEHTOB
B COOTBETCTBHH C JICHCTBYIOIIUMH 3aKOHOJATEIbHEIMH aKTAMU U
Opranusanus apxue- HOpPMAaTHBaMH.

HO¥ B CIPABOYHO-
HHpOpManHOHHOI pa-
00TBI IO JOKYMEHTAM

OpraHH3alHH.

Bectn paGoty B cHCTeMax 37€KTPOHHOTO JOKYMEHTOOGOPOTA.

PaspaGareiBate u BecTH KinaccudukaTophl, Tabemu u Ap. crpa-
BOYHHMKH 110 TOKYMEHTaM OpraHH3allHH.

OOGecrieunBaTh MpHeM H pallHOHATIBHOE Pa3MEIEH e JOKYMEHTOB
B apXHUBE (B T.4. IOKYMEHTOB I10 JINYHOMY COCTaBY).
O6ecrneynBarh y4eT H COXPAHHOCTB JOKYMEHTOB B apXHBe.

Oprasu3oBbIBaTE  HCIOJNB30BAHHE  APXHMBHBIX  JOKYMEHTOB
B HAYYHBIX, CIIPABOYHBIX H MPAKTHYECKHUX LIENSAX.




IK 2.7. OcymecTBIATE OpraHU3alHOHHO-METOIHYECKOE PYKOBOACTBO H
KOHTPOJIb 33 pabOTOH apXMBa OpraHM3allM¥ M 3a OpraHM3armeil
JOKYMEHTOB B JI€IOIPOH3BOJICTBE.

BILJ 3 Ocymects.e- IIK'3.1. | OcymecTBIaTs HHGOPMAHOHHYIO paboTy Imo JOKyMEHTaM, B

HHE JOKYMEHTALHOH- TOM HHCJIC C HCNOJBE30BAHHEM OPITEXHHMKH, INPOrpaMMHBIX
HOro obecneveHus CPCACTB y4eTa, XpaHECHHS H NOHCKA JOKYMEHTOB H IPYIHX CIIe-
YOPABJICHAS H APXHB- [HATH3HPOBAHHEIX 0a3 JaHHEIX.

HOT0 eJ1a ¢ HCNOJIb-
30BaHHEM HNpPOrpamMm-
HBIX CpeJCTB y4yera,
XpaHeHHs, 00paboTKH
H MOHCKA J0KYMEHTOB.

[IK3.2. | IIpuHUMaTh MepBl 10 YNOPSIOYEHHIO COCTaBa IOKYMEHTOB H
HH(OPMAITMOHHEIX TOTOKOB, COKPAIIEHHIO MX KOJIMYECTBA H OIl-
THMH3ALHH JOKYMEHTONOTOKOB OPTraHH3aI[HH.

[IK3.3. | Bectu paGoTy mo cO3/aHHMIO CIPABOYHOTO ammapara 1o JIOKY-
MEHTaM € LelbIo 00ecreyeHHs yIo6HOro i GBICTPOro HX MOHCKA.

[IK3.4. | TloaroraBnuBarh AaHHbIE, HEOOXOIUMEIE Il COCTABICHHS crpa-
BOK Ha OCHOBE CBE/ICHHH, MIMEIOIIMXCS B JOKYMEHTAX apXHBa.

[IK3.5. | IlpuHuMath yuacTHe B pa3palOTKe JOKATBHBIX HOPMATHBHBIX
aKTOB OpraHH3allM{ II0 BONpOcaM JOKYMEHTAI[HOHHOIo obecre-
YEeHHs YIpaBICHHUS U apXUBHOIO J€ja.

[IK 3.6. IIpunumars yyactue B paboTe 1m0 noabopy M pacCTaHOBKE Kaji-
POB CITyXOBI JOKYMEHTAaIIHOHHOTO O0ECIIeYeHHs YIpaBIeHHs H
apXHBa OpraHH3aIlHH.

BII14. | Boinoanenne paGoT no oaHOii HIH HECKOJILKAM mpodeccusm
pabo4ux, A0/KHOCTAM cayxamux (21299 Jleronponspoan-
TeJIb)

O0mue KoMNeTeHHH

OK 1. IloHMMaTh CYIIHOCTb ¥ COLMAIBHYIO 3HAUHUMOCTE CBOEH Oynymei npodeccun, nposBaaTh K Hel
YCTOHYMBEIH HHTEpEC.

OK 2. OpraHu30BbIBaTh COOCTBEHHYIO IEATEIBHOCTh, ONPEAEIATH METOIBl M CIOCOObI BBITOTHEHHS
npodecCHOHANBHBIX 3a/1ad, OLEHHBATh HX () (PEKTHBHOCTD H KAYECTBO.

OK 3. Pematb n1poGiieMsl, OLIHUBATH PHCKH H NIPUHAMATD PELICHHS B HECTAHIAPTHBIX CHTYALHIX.

OK 4. OcyIiecTBIATh MOHCK, aHAIH3 M OLEHKY HH(QOPMALHH, HeOOXO0MMMOM IS MOCTAHOBKH M pelue-
HHS IPOGECCHOHANBHBIX 3a/1a4, TPO(ECCHOHAILHOTO U THYHOCTHOTO Pa3sBUTHAL.

OK 5. Hcmonp3oBath MH(OPMAIMOHHO-KOMMYHHKAIMOHHBIE TEXHONOTHH JUIS COBEDIICHCTBOBAHHS
npodecCHOHATBHON e TETEHOCTH.

OK 6. PaGoTath B KOJLIEKTHBE H KOMaH/Ie, 00eCIeynBaTh ee CIoyeHne, 3hMeKTHBHO 06IMATECS ¢ KO-
JIeTaMH, PYKOBOJICTBOM, MOTPeOHTENAMH.

OK 7.CraBHTE L€/, MOTHBHPOBAT EATENBHOCTh [0 A4MHEHHBIX, OPraHU30BBIBAT H KOHTPOJIHPOBATH
HX paboTy ¢ NPUHATHEM Ha ce0sl OTBETCTBEHHOCTH 33 Pe3Y/IbTAT BHIOIHEHHUS 3a1aHHil.

OK 8. CaMOCTOSTENIbHO ONpPENEATE 334K NPOYECCHOHATEHOTO H TIHYHOCTHOTO PAa3BHTHS, 3aHUMATBCS
camMo00pa3oBaHHEM, OCO3HAHHO IUIAHHPOBATH [IOBBINICHHE KBATH(MHUKALIHH.

OK 9. BbITE rOTOBEIM K CMEHE TEXHOJIOTHIH B IPO(ecCHOHANTBHON AeSTebHOCTH.

@I'OC CIIO obecneunBaloT OLEHKY PO(ECCHOHATEHOH KBATHPHKALHA C YIETOM TpeboBanuit npodec-




CHOHA/IbHBIX CTAHAPTOB IIYTEM IIPEIbABICHUS CIIEIYIOMIMX TpeGOBaHMIA:

- (OHIBI OLEHOYHBIX CPENCTB I MPOMEKYTOYHOMN ATTECTAIMH 110 IPO(ECCHOHATBHEIM MOIYJISAM H JUIs
rOCyZIapCTBEHHOH HTOTOBOM aTTeCTauuy pa3pabaThIBAIOTCS M MOJUKHBI YTBEPHKIATHCS 0Gpa30BATEILHOM
OpraHH3aliel moc/ie NpeIBapUTEeILHOT0 N0JIOKHTEILHOI0 3aK/II0UeHHs paGoToxaTeei;

- COTIEpIKAHHE KBATH(HKALHOHHOTO 9K3aMeHa JODKHO OBITh MAKCHMAILHO NPHOIHAKEHHBIM K YCIOBHIM
Oynywe# npodecCHOHATBHOI NesTeIHOCTH BBITYCKHHKOB, K IIPOBEICHHIO 9K3aMEHA B KAYeCTBE BHEIITHIX
9KCIIEPTOB A0JIKHBI AKTHBHO NPHBJIEKAThCS padoToaaTeu;

- TEMaTHKa BBITYCKHOH KBATH(QHKALMOHHONW pabOTHI IS IPOrpaMM MOATOTOBKH KBATH(MHIHPOBAHHBIX
paboumX, CIIy)KallMX J0/IKHA COOTBETCTBOBATH COAEP/KAHHMIO OJHOIO MM HECKOJIbKHX Mpodeccro-
HAJILHBIX MOYJIeH U IIpeyCMaTPHBATE CI0KHOCTH PaGOTHI He HHJKE Pa3ps/a 110 IPpodeccHH, PeIyCcMOT-
perHoro @I'OC. BemyckHas kBamuuKanmonHas paboTa JODKHA BKIIOYATH MPAKTHUECKYIO KBaTH(pHKA-
LHOHHYO paboTy M MUCBMEHHYIO 3K3aMEHAIIHOHHYI0 paboTy;

- TeMaTHKa BBIIYCKHOH KBIM(UKAUMOHHOH paGoTHl (IMIIOMHOM paGOTHI, OUIUIOMHOTO MPOEKTa) IUIs
IIpOrpaMM MOATOTOBKH CIELHATHCTOB CPEJHEroO 3B€Ha A0/KHA COOTBETCTBOBATH COMAEP/KAHHIO OXHOIO
HJIH HECKOJIbKHX NP0 eCcCHOHAIBLHBIX MOy 1€ii.




OnpenesieHue CTPYKTYpbI «T€0PETHYECKOI YACTH» NPOrPAMMBI

PesyabTartel
YuebOHble ChbI, I CLHILTHHBI
o0ydueHHsI YMeHHs H 3HAHHSA RYpest: ARG ’
MO/yJIH, IPOrPpaMMBI
(KoMIneTeHHH)
Jlo/xen 3HATH
OK OIL.03. MenemkmenT
OyHKIIMH caMOMeHeDKMEHTa
HMosken 3HATH OI1.06. ITpocheccuoHambHas ITH-
OK DTHKET U OCHOBBI MEKIYHAPOIHOro mpo- | K& M IICHXOJIOTHS 1eJI0BOr0 06-
TOKOIIa CHHA
Jlo/zxeH 3HATH
OCHOBEI yIIpaB/ieHHs BpEMEHEM
i [1.10. Ynpagnenue nepcoHanom
OK OcHOBBI IPaBHIIEHON OpraHU3alliy TPyaa 0 DapiE P
U METO/IbI IIOBBIIEHUS ero 3(dheKkTHBHO-
CTH
Ho/keH 3HATH
OK TpeGoBarHs oXpaHE! Tpyaa, mponssoxer- | O11.15. BesonackocTs xusnenes-
MK 1.4. BEHHOH CaHHTapHH, IIPOTHBOIIOKAPHOMN TCIBHOCTH
3aIUTHI
IIK 1.1-I1K 1.11 Jonxen ymers [IM.01 Opranuzarus 10KyMeH-
HOH i -
OK COCTaBIATE M BECTH y4eTHBIE JOKYMEHTEl | | - WAOHHOIO obecrieserms ynpas
JIeHHs U (DYHKIHOHHPOBAHHUS Op-
[lonb30BaThes NepevHAMH TOKYMEHTOB H | raHH3amHy
AHAIIM3UPOBATh (haKTHUECKOE CO/epIKa- 01.01
HHE UMEIOLINXCA B Ie/Ie JOKYMEHTOB IIpH MAK 01.
OIpeIeIEHHH CPOKOB HX XPaHEHHS
Jo/KeH ymMeThb IIM.03
OGecneunBats HHpOpPMAHOHHYIO 6€30- | OCyIIeCTBIEHHE TOKYMEHTAIb-
MAacCHOCTb JEATEIbHOCTH OpraHH3alHu HOro 00€CIICUCHHS YIIPaBICHHS U
BHOT OBaHH-
BuiGupats u 0hOPMIATE IIAHHPOBIGUAK | 2P0 SR i -
€M IPOrpaMMHBIX CPEZICTB ydera,
BHOCHTE H 0TCIEXHUBATE I/IH(l)OpMaIJ;HIO XpaHEHHUH, oﬁpaﬁom U IIOHCKA
IIK 3.1.-3.6 Ha 3JIEKTPOHHOM H/HJIH OyMa’KHOM HOCH- noxkymenros MJIK 03.01
Tene
OK " .
ITonp30BaThCS NIEKTPOHHOM MOYTOM
Jo/iKeH 3HATH
CoBpeMeHHBIE Hay4HBIE METOIBI U TEX-
HHYECKHE CPEACTBa, CHOCOOCTBYIOIIHE
cbopy, 0OpaboTke, COXpaHEHHIO H Iepe-
Jade HHPOPMALUOHHBIX IIOTOKOB
IIM.03
Ho/keH 3HATH
IIK 3.1.-3.6 Ocy1ecTBnenne J0KyMeHTAb-
OK Meronnka oTGopa HCTOYHHKOB MH(OD- | goro ofecmeyens YIIpaBIICHHS U

MalluH

ApXHUBHOTO JIe/Ia ¢ HCIIOJIB30BaHH-
€M IIPOrpaMMHBIX CPEICTB y4eTa,




XpaHeHus, 00pabOTKH U IOKCKa
noxymenros MJIK 03.02

IIK 3.1.-3.6
OK

Jo:keH ymeTh

BBoauTe HOBBIE NaHHEIE B CIIPABOYHO-
HH(OPMANHOHHEIE CHCTEMBI

[lonb3oBatbest OazaMM JAaHHBIX, B TOM
4HUClle y1aIeHHBIMA

HoszkeH 3HaTH

Ocobernnoctu popmupoBanus 6a3 1aH-
HBIX B OpraHH3alHH

[IpaBuna co3manus ¥ BemeHus 0Oa3 naH-
HBIX CITyXeOHBIX JOKYMEHTOB B OpraHu-
3alHA

IIM.03

OcymecTBneHHE JOKYMEHTAIb-
HOro obecreyeHus yIpaBleHus 1
APXUBHOTO JIeJIa ¢ HCITOJIE30BaHH-
€M IIPOrpaMMHBIX CPEICTB y4eTa,
XpaHeHus, 00paboTKH U MOKCKa
noxkymentoB MJIK 03.03

JokeH ymeTb

Pabotats co Beeit COBOKYITHOCTBIO HH-
(hopMaIHOHHO-T0OKYMEHTAIIHOHHBIX pe-
CYpPCOB OpraHH3alHuH

Bectu yueTHBle perucTpannoHssie dop-
MBI, HCIIOJIb30BaTh UX UL HHOpMaIH-
OHHOH paboTHI H paboTEI IO KOHTPOITIO
HCIIOJIHEHHS PELIEHUH PyKOBOIHTEIIS

Odopmaars kaccoBble (HHHAHCOBBIE 10~
KyMEHTBI H JOKYMEHTEI 110 Y4eTy Ha-
KJIaJHBIX PAcXOJ0B

CocTaBaate U 0pOPMIIATE CBOOHEIE, OT-
YETHBIE, CTATHCTUYECKHE JOKYMEHTEI

I1M.04 Bemonsenue pabot mo
OJIHOH HJIH HECKOJBKUM npodec-
cusM pabouux, TOIKHOCTIM
cayxammx (21299 Jlenonpoun3sso-
JUTEND)

MJK 04.01




