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[Iporpamma gyanpHOrO 00ydeHus pazpaboTaHa Ha OCHOBE:

—  @eaepanbHOTO  TOCYJAPCTBEHHOTO  00pa30BaTENIbHOIO  CTaHJapTa
(manee — ®I'OC) cpeanero npodeccuoHaILHOTO 00pa30BaHUs MO CIEHUATBLHOCTH
46.02.01 JoxyMeHTaIIMOHHOE O0ECIICUCHHE YIIPABIICHUS U apXUBOBE/ICHHUE;

— pabouyux mporpamMm y4eOHbIX AUCIUIUIUH U MPO(ECCHOHATBHBIX MOIYJIEH
cnenuanbHocT  46.02.01 JlokymeHTanlmoHHOE OOeCleueHre yIpaBieHUus |
apXMBOBEJICHUE;

- ITIOCTAHOBJICHHUS IIpaBuTenbCcTBa benroponckon obnactu
ot 18 mapra 2013 roma Ne 85-nit «O nopsiKke OpraHu3aiyi JyaJlbHOro 0OOy4eHHs
YYAILUXCS U CTYJEHTOBY;

- ITIOCTAHOBJICHHUS IIpaBuTenbCcTBa benroponckon obnactu
or 19 mas 2014 roma Ne 190 «O BHeceHUM H3MEHEHUN B IOCTAHOBIICHHE
[TpaButenncTBa benropoackoit oomactu ot 18 mapra 2013 romga Ne 85-mm»



1. TACITIOPT ITPOI'PAMMBI AYAJIBHOI'O OBYYEHUA

1.1. O61acTh NPUMEHEHUS] TPOTPAMMBI

[Iporpamma  nyanpHOrO  OOy4YeHHS  SBJSIETCS  COCTaBHOM  YacThIO
obpazopatenbHoi porpamMmmbl CI1O B cootrBeTcTBHM ¢ PI'OC mo crnenuanbHOCTH
46.02.01 JlokyMEHTAIIMOHHOEC OOCCICUCHHME VYIPABICHUS W apXHWBOBCJICHHE B
paMKax pean3aliy 1yaabHOT0 00yUCHHS.

[Iporpamma ayanbHOTO OOYYEHHMS HCMOJB3YeTCS I MOJATOTOBKH
crnenuaiucToB 1o cnenuanbHocTH 46.02.01 JlokyMeHTaIlmoHHOE 00ecneUeHUe
yIpaBJISHHs M ApXHUBOBEICHUE.

[ear mnporpamMmbl. mnpuoOpeTEHHE MEPBOHAYAIBHOTO MPAKTHYECKOTO
OTIBITA 10 OCHOBHBIM BHJIaM ACSATEIHHOCTH CIEIUATNCTA MO0 JOKYMEHTAITMOHHOMY
00eCIIeUeHHUI0 YIIPaBIEHHUs, apXUBUCTA, HEOOXOIUMBIX MPAKTHUYESCKIUX HABBIKOB 10
npodeccuu 21299 Jlenonpon3BOAUTENs B YCIOBHSIX 0a30BBIX MNPEANPUATHN U
OpTraHU3AIUN.

3amauu nporpamMmsbi:

1. OcBoenHue cTyaeHTaMU OOIUX U MPOPECCUOHATBHBIX KOMIETEHIIUNA 1O
crienaibHOCTH B cooTBeTcTBUU ¢ PI'OC m pabouuMu mporpamMMamMu y4eOHBIX
JTUCHUIUIMH U MPOo(eCcCHOHATBLHBIX MOTYIICH;

2. IlpuoOpereHue  CTyneHTaMH  TPAKTUYECKOTO  OIbITa Ha  0ase
MPEANPUATUN paboTonaTels.

1.2. TpeboBaHusi K pe3yJibTaTaM OCBOEHUSI IPOTPAMMbI:

OOyyaromuiics JOJKEH yMeTh:

- MPUMEHSATH HOPMATUBHBIC TMPABOBbIE aKThl B  YIPaBICHUYECKOUN
JIeSITEILHOCTH,

- TOJTrOTaBIMBATH MPOEKTHI YIIPABICHUECKUX PEIICHHUIA;

- oOpabaTpiBaTh  TOCTyHAalOIIME W  OTHpPABISEMblEe  JOKYMEHTHI,
CUCTEMAaTHU3UPOBATh MX, COCTABIATH HOMEHKJIATYpY JHel U  (GopMHPOBATh
JIOKYMEHTHI B JI€JIa;

- TOTOBUTb W TPOBOJIUTH COBEIIAHUA, JEJIOBbIE€ BCTPEYH, IPUEMBI H
Mpe3eHTAal1Y;

- OPraHu30BBIBaTh JEATEIIBHOCTh apXWBa C Y4YE€TOM cTaTryca M IpoQuis
OpraHu3allvu;

- paboTaTh B CUCTEMAaXx JIEKTPOHHOTO JOKYMEHTO000POTa;

- HCTOJIb30BaTh B JIEATEIILHOCTH apXWBa COBPEMEHHBIE KOMIIbIOTEPHBIE
TEXHOJIOTHH,

- TMPUMEHSTH COBPEMEHHBIE METOJUKH KOHCEpBAIlMM U pecTaBpaluu
aApPXUBHBIX IOKYMEHTOB;

- pabotatb C MPOPECCHOHATLHO OPUEHTHUPOBAHHBIM MPOTPAMMHBIM
obecnieueHueM B obactu JIOY u apxuBHOTO J1ena;

- OpraHM30BHIBATH BHEAPCHHE ABTOMATU3UPOBAHHOM CHCTEMBI B CIIy)KOe
JOV u apxuBe (TexHuueckoe 3aaanue, nmousatue o CASE -TexHoI0THgX);

- HaxXOJUTh HEO0OXOIUMYIO nHpopManuio, MOJIb30BAThCS
uHopMaImoHHbIMU pecypcamu WHTepHEeTa B 00JacCTH JOKYMEHTOBEJCHHS U
apXUBHOIO JIeTa;



- paboTath ¢ AEKTPOHHBIMU JOKYMEHTAMH;
- HCIOJIB30BAaTh CETEBBIE IPOIPAMMHBIE M TEXHUYECKUE CpPEICTBA B
1po(heCcCUOHATIBHOM JeATENBHOCTH.

OOyuaromuics 10JKEH 3HATh:

- HOpMAaTHBHBIC NMPABOBLIC aKThl B 00JACTH OpPTaHU3AIMU YIPABICHYECKON
JEATEIIbHOCTH;

- OCHOBHBIE MPaBUJIa XPAHEHHUS U 3aIlIUTHI CIIy>keOHOU nH(pOpMaIuy;

- CHCTEMYy apxXMBHBIX yupexnaeHud B Poccmiickon ®enepaunu u
opranuzanuio ApxusHoro pouaa Poccuiickoit denepanuu;

- CHCTeMY XpaHEHHs U 00pabOTKU JOKYMEHTOB,

- PBIHOK CHEUATU3UPOBAHHOTO IPUKJIAJTHOTO IPOrPaAMMHOTO
obecrieuenuss B obmactu JIOY u apxuBHOTO nena (aBTOMAaTUYECKHE CUCTEMBI
YIPABJICHUS TOKYMEHTAMH);

- coBpeMeHHoe coctosiHue IOV rocynapCTBEHHBIX M HETOCYJApPCTBEHHBIX
YUPEXKACHUN, TOCYIapCTBEHHBIX, MYHULHUIAJIBHBIX W  HEroCyJapCTBEHHBIX
apXxuBOB B 00JacTWU  MNPUMEHEHHs  MH(POPMAIMOHHBIX  TEXHOJOTHMH U
UCIOJIb30BaHUs CIELMATM3UPOBAHHOTIO IPOTPAMMHOTO 00€CTIEUEHMS;

- KOpPIOpaTUBHbIE HMH()OPMALMOHHBIE CUCTEMBI, aBTOMAaTU3UPOBAHHBIE IO
cUCTEMaM JOKyMEHTaIuu (KaJapoBoii, OyxydeTa u Jip.);

- NEepCIEeKTUBHbIC HanpaBieHus nHpopmaTuzanuu JJOY u apxuBHOro nena;

- 3aKOHOJATeNbHYI0  0a3y, OCHOBHbIE yrpo3bl  MH(OPMAIMOHHOU
0€30MacHOCTH.

JIoMKeH OCBOWTH OCHOBHBIC BHAbI NMPO(PecCHOHAIBLHON 1esATeJbHOCTH
(BILI):

1. OpraHuzamnuss JTOKYMEHTAllHOHHOTO OOECICYCHHUsSI YIpaBlIeHUS U
GYHKIIMOHUPOBAHUS OPTaHU3AIINN.

2. Opranuzaiusi apXMBHOM M CIPABOYHO-UH(POPMAIMOHHOW pabOTHI 1O
JIOKyMEHTaM OpraHU3aIIHH.

3. OcymiecTBieHre JOKYMEHTAIIMOHHOTO OOECIEYEHUsl YIpaBiICHUS U
aApXWBHOTO JieJla C HCIOJb30BAHUEM MPOTPAMMHBIX CPEJICTB yueTa, XpaHEHUs,
00pabOTKH U MOUCKA TOKYMEHTOB.

4. Bwmoanenue padot mo npodeccuu 21299 Jlenonpon3BoAUTEb.

JIOJKEH OCBOUTBH COOTBETCTBYIOUIME NMPO(eCCHOHATbHBIE KOMIIECTEHIUH
(ITK):

IIK 1.1. KoopaunupoBaTh paboTy Opranu3anuu (IpUeMHONU PYKOBOJIUTENS),
BECTH IIPUEM ITOCETUTETIEN.

[IK 1.2. OcymiecTBisTh pabOTy MO MOJATOTOBKE U MPOBEACHUIO COBEIIAHUIH,
JIEJIOBBIX BCTPEY, IPUEMOB U MPE3CHTALIUM.

[1IK 1.3. OcymiecTBisiTh MOJATOTOBKY JE€JIOBBIX MOE3J0K PYKOBOJIUTENS U
JOPYTUX COTPYAHUKOB OpraHu3alu.

[1IK 1.4. Opraau3oBbiBaTh pabodee MECTO CEKpeTaps U pyKOBOIUTEIS.

[IK 1.5. Odopmusats 51 pErucTpUpOBaAThH OpraHU3alMOHHO-
pacnopsauTEIbHbIE JOKYMEHTBI, KOHTPOJIUPOBATh CPOKH UX MCHOJHEHUS.

IIK 1.6. O6pabatsiBaTh BXOJIAIIHE u UCXOISIINE JIOKYMEHTBI,



CHUCTEMaTU3UpPOBaTh WX, COCTABIATh HOMEHKIATYpYy Jed U (HopMHpOBaThH
JIOKYMEHTHI B JIeTa.

[IK 1.7. CamoctosaTensHO paboTaTh C JOKYMEHTaMH, COJEpKAIIUMU
KOH(DUIeHIIANBbHYI0 UH(POPMAIIMIO, B TOM YHCIIE C JOKYMEHTAMH IO JUYHOMY
COCTaBy.

IIK 1.8. OcymecTBisath TeneoHHOE OOCITy)XHMBaHWE, NPUHUMATh U
nepenaBaTh (akchl.

[IK 1.9. OcymiecTBisATh MNOATOTOBKY JeJl K TIepeladye Ha apXUBHOE

XpaHEHUe.
1K 1.10. CocTaBisiTh ONHUCH J€J, OCYIIECTBISATH MOATOTOBKY €l
K Mepe/laue B apXUB OpraHu3alluu, TOCyJapCTBEHHbIC U MYHUIIUTIATbHBIC aPXUBHI.
IK 1.11. BpigaBate B COOTBETCTBMM C TMOCTYIMAKOIIMMHU 3apoCamMu

apXHUBHBIE KOMUU U JOKYMEHTHI.

[IK 2.1. YyacTBOBaTh B pabOTe MO D3KCHOEPTH3E IIEHHOCTU JOKYMEHTOB
B COOTBETCTBUU C JEHCTBYIOIIMMHU 3aKOHOAATEIbHBIMU aKTaMU 1 HOPMAaTHBaMHU.

[1IK 2.2. BecTtu paboTy B cucTeMax 3JIEKTPOHHOTO JJOKYMEHTO000pOTA.

[IK 2.3. Pa3pabareiBaTh U BecTH KiaccudukKaTopbl, Tabeau U Jp.
CIIPAaBOYHUKHM 110 IOKYMEHTaM OpraHU3alllH.

[1IK 2.4. OGecrneunBath MpUeM U pallMOHATBHOE pa3MEIICHHE TOKYMEHTOB B
apxuBe (B T.4. IOKYMEHTOB 10 JINYHOMY COCTaBY).

[1K 2.5. OGecrnieunBaTh y4eT U COXPaHHOCTh JOKyMEHTOB B apXHBE.

[1IK 2.6. Oprann3oBbIBaTh  HWCIIOJIb30BAHWE  APXMBHBIX  JOKYMEHTOB
B HaYYHBIX, CIIPABOYHBIX U MPAKTUUECKUX IEIISIX.

[1IK 2.7. OcymecTBIsSITh OpPTaHU3AIMOHHO-METOANYECKOE PYKOBOJICTBO M
KOHTPOJIb 3a paboTOil apxuBa OpraHU3aldyd W 3a OpraHu3alueid JOKYMEHTOB
B JICJIONIPOU3BOICTBE.

[1IK 3.1. OcymiecTBisTh UHPOPMAIMOHHYIO PA0OTY MO JOKYMEHTaM, B TOM
YHUCJIE C UCIOJIb30BAHUEM OPITEXHHUKHU, IPOTPAMMHBIX CPEACTB yUe€Ta, XpPaHECHHUS U
MOKCKa JJOKYMEHTOB U JIPYTUX CHECIHAIU3UPOBAHHBIX 0a3 TaHHBIX.

[IK 3.2. [IpynuMate Mepbl MO YHOPSAIOYECHHIO COCTaBa JOKYMEHTOB U
WH()OPMAITMOHHBIX TIOTOKOB, COKpAIIEHUI0 WX KOJIMYEeCTBA M ONTHMHU3ALUU
JIOKYMEHTOIIOTOKOB OpraHU3aluu.

[IK 3.3. Bectu paboTy 1O CO3MaHHIO CIPAaBOYHOIO ammapara 1o
JIOKYMEHTaM C IeJIbI0 00ecreueHus yI00HOTO U OBICTPOro MX MOUCKA.

I1IK 3.4. TloaroraBnuBaTh JaHHBIC, HEOOXOAMUMBIC JIJISI COCTABIICHUS CTIPABOK
Ha OCHOBE CBEJICHHI, UMEIOIINXCA B IOKYMEHTaxX apXuBa.

[IK 3.5. TlpunumaTte yudacTue B pa3pabOTKE JIOKATbHBIX HOPMATHUBHBIX
aKTOB OpPraHHU3allMU 10 BOMPOCaM JIOKYMEHTAMOHHOTO 00eCeueHusl yIpaBlIeHUs
Y apXMBHOTIO JIea.

[1K 3.6. [IpuaumMath ydactre B paboTe 1Mo moadopy U pacCTaHOBKE KaJpoOB
CITyOBbI JOKyMEHTAIITMOHHOTO 00CCIICUCHHMSI YIIPaBJICHUS U apX1Ba OpPTraHU3aIIH.



2. COAEP KAHUE ITPOI'PAMMBI IYAJIBHOI'O OBYYEHUS

1. KommyecTBo

qacCcoB

NPEeANpPUATAN/OpTaHU3aIu:

Ha

OCBOCHHC

IPOrpaMMBbl Ha

Bcero yacos

B cooTBeTCcTBHM
c ProcC

B I1IOO

Ha npennpusitun/
OpraHu3anun

HaumeHoBaHue npeanpusaTus

AYIUTOpPHBbIE YaChI

1754

U3 HUX uacol
npakmu4ecKux 3auamuil

966

MJK.01.01
JIOKyMEHTalMOHHOE
obecreyeHre ynpaBieHUsI

396

284

MJK.01.03 Opranuzanus
CEKPETapCKOro
00CITy’)KUBaHUS

184

64

MJIK.02.01 Opranuzanus
Y HOPMaTHUBHO-TIPABOBBIC
OCHOBBI apXHBHOTO JIeJIa

158

32

M/IK.02.02
I'ocynapctBenHslie,
MYHHIIMITAJIEHBIC apXUBBI
Y apXUBbI OpraHu3anui

146

54

M/IK.02.03 Metoauka u
MPAKTUKA apXMUBOBEICHHUS

120

42

M/IK.02.04 Obecnieuenue
COXPaHHOCTH JOKYMEHTOB

124

24

MJIK.03.01
WNupopmanvonnsie
TEXHOJIOTUH B
JIOKYMEHTAl[lMIOHHOM
o0ecrnieueHnr yrpaBIeHHs
(JOY) u apxuBHOM seme

230

192

MJIK.03.02 Metoauka
paroHaIN3aun
JOKYMEHTAIMOHHOTO
o0ecrnieueHus yrnpaBIeHUs
Y apXUBHOTO JIea

106

42

MJIK.03.03 Opranuzarus
paboTHhI ¢ AIEKTPOHHBIMU
JOKYMEHTaMHU

104

46

MJIK.04.01 BeinonHeHue
paboT 1Mo OJTHOM WK
HECKOJIbKUM Tpodheccusim
pabouunx, TOHKHOCTAM
CITy’)KaIlUuX

186

186

Yacel NPaKTHKH

504

504

U3 HUX

VYuebnas npakruka [IM.01

72

72

OI'KY «"ABO»
OI'KY «'AHUBO»




[Tpoun3BoacTBEHHAS 72 72 OI'KY «"ABO»
npaktuka [IM.01 OI'KY «"AHUBO»
VYyebnas npaktuka [IM.02 36 36 OI'KY «"ABO»
OI'KY «"AHHUBO»
[Ipou3BoacTBEHHAS 36 36 OI'KY «"ABO»
npaktuka [IM.02 OI'KY «"AHUBO»
VYuebnas npaktuka [IM.03 36 36 OI'KY «"ABO»
OI'KY «"AHUBO»
[IpousBoacTBEHHAS 36 36 OI'KY «"ABO»
npaktuka [TM.03 OI'KY «"AHUBO»
VYyebnas npaktuka [IM.04 72 72 OI'KY «"ABO»
OI'KY «"AHUBO»
[IpouzBoacTBeHHAs 72 72 OI'KY «I"ABO»
npaktuka [IM.04 OI'KY «I"AHUBO»
[Ipennuruiomuas 144 144 OI'KY «I"ABO»
IPAaKTUKA OI'KY «"AHMBO»




2. PacnipenesieHre y4eOHBIX YaCOB HA OCBOEHHUE NPOTrPaMMBblI
AYAJIbHOT0 00y4eHusi 00y4al0IIUXCH

Ne Koa u naumenoBanne M/IK, Oos3arenbHast Ha nyanbHoe o0yuenue
n/n NMPaKTUKH yuyeOHasi HArpy3Ka
BCero M3 HUX Il xype 111 xype 1V kype Bcero yacos
4acoB . - 3 cemecTp 4cemecTp 5 cemecTp 6 cemecTp 7 cemecTp 8 cemect
SlE s : | s : | s : | slelE |2 : | s A 2
R S| 8| g S| 8| & S| &8 g S| & = S| §| g S| g 2| g 'S g
S| E | F | E SO R E| 5| E &l 5| e E| B | E S B OF = E
1. | MIK.01.01/JokymenTammo | 396 284 62 62
HHOe o0ecrieueHne
YIIPABIICHHS
3. | MJK.01.030pranu3amus 184 64 64 64
CCKPETApPCKOTO
00CTyKUBaHMSI
4. | MIK.02.010praauzanus u 158 32 16 16 32

HOPMAaTHUBHO-IIPABOBBIC
OCHOBBI ApXHWBHOI'0 JCj1a

5. | MK.02.02T'ocynapcteenn | 146 54 22 32 54
bI€, MyHHUIIUITATbHBIC
apX¥BBI M APXHUBHI
OpraHu3aiui

6. | MJIK.02.03 MeTtoauka u 120 42 42 42
MPAKTHKA ApPXHUBOBEJICHUS

7. | MJIK.02.04006ecmieuenue 124 24 24 24
COXPAHHOCTH JJOKYMEHTOB

8. | MJIK.03.01Uuadopmammon | 230 192 192 192
HBIE TEXHOJIOTHH B
JIOKYMEHTAIIHOHHOM
o0ecrnevyeHnH yIpaBieHUs
(10Y) n apxuBHOM gene

9. | MJK.03.02MeToauka 106 42 42 42
paloHaIN3auN
JIOKYMEHTAI[HOHHOTO
obecrievyeHus yrpaBlIeHUs




Y apXUBHOTO JIeNa
10 | MJIK.03.030pranu3zamus 104 46 46 46
paboTHI C 3JIEKTPOHHBIMHU
JOKYMEHTaMH
11. | MIK.04.01Bsimonunenue 186 186 186 186
paboT o OTHOM WITH
HECKOJILKAM MPOQECCHIM
paboumx, TOHKHOCTIM
CITYKaIInX
HUTOI'o 1O MJK 1754 966 64 284 82 48 280 744
1. | YueOnas npakruka [IM.01 72 72 36 36 72
2. | IIpousBoacTBeHHAS 72 72 36 36 72
npakTuka [IM.01
3. | Yuebnas npaxtuka [1M.02 36 36 36 36
4. | IlponsBoacTBeHHAs 36 36 36 36
npakTuka [IM.02
5. | Yuebnas npakruka [IM.03 36 36 36 36
6. | Ilpom3BoncTBeHHas 36 36 36 36
npaktuka [IM.03
7. | Yuebnas mpaxtuka [IM.04 72 72 36 72
8. | IIpousBoncTBEeHHAS 72 72 36 72
npaktuka [IM.04
9. | llpenaunnoMHas IpakTHKa 144 144 144 144
HUTOI'O 1O MPAKTHUKE 504 504 72 72 144 72 144 504
BCEI'O 2258 1470 136 320 82 192 352 144 1248

Pacuer ko3 puuueHTa 1yajabHOCTH

1. Ob6s3arenvHas yueOHas Harpy3ka oOyuaromuxcs mo [IM + Bce Bumbl npaktuku (B coorBeTcTBUU ¢ PI'OC CIIO u padounm
yaeOnbM TianoM [100): 2414 4.
2. Teopetnueckoe 00ydeHuUE, Ta0OPATOPHBIC U TPAKTUIECKHE PAOOTHI, MPOBOAUMBIC HA Oa3e mpeanpusitus: (44 4.
3. [IpakTuueckoe oOydeHne Ha MPOU3BOJICTBE (BCE BUABI IPAKTUKH): 504 4.
4. Koapdumument ayansaoctu**: 51,6 %

10




3. 'ogoBoii rpaduk peasu3zanum AyaJbHOro 00y4eHusi B NpodeccuoHAIbLHOI 00pa30BaTe/IbHOI OPraHu3aluu

HaumeHoBaHue mporpamMmbl Kypc Ilepuoa npoBeaeHusi 1yajabHOr0 00y4YeHUst MecTo npoBeneHus AyaJbHOI0 00y4eHUs
IIICC3 (mecsin, rox) (npeanpusiTHe/OpraHu3anus)

JIOKyMEHTAIMOHHOE paccpenotoueno B mepuon c¢ 01.09. mo OI'KY «I'ABO»
obecricueHUE yMOpaBiICHUI U 04.12.2023 r. OI'KY «I'AHHUBO»
apXUBOBEJICHUE 12.12 - 18.12. 2023r.

19.12 — 25.12. 2023 r.

paccpenoroueHo B mnepuon ¢ 15.01. mo

05.06.2024 r.

05.06 — 11.06. 2024 t.

12.06 — 18.06. 2024 r.

paccpenoroueHo B mnepuon ¢ 01.09. mo OT'KY «I'ABO»

25.12.2024 r. OI'KY «I'AHHBO»

paccpenotoueHo B mnepuoa ¢ 14.01 mo

03.06.2025 r.

03.06 — 11.09. 2025 1.

10.06 — 16.06. 2025r.

paccpenoroueHo B mnepuony ¢ 01.09. mo OI'KY «I'ABO»

03.12.2025 r. OI'KY «I'’AHUBO»

02.12-08.12. 2025 r
09.12 -15.12. 2025 .
¢ 21.04 no 18.05. 2026 r
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3. YCJI0OBUA PEAJINBALINU ITPOTI'PAMMBI
AYAJIBHOI'O OBYYEHUA

3.1.1. Tpe6oBaHusi K MHHMMAJIBHOMY MATEPHAJbLHO-TEXHHUYECKOMY
o0ecneyeHHI0 B MpPodecCHoHATILHOM 00pa30BaTeIbHO OPraHu3aluu

— yaeOHbIC KaOWHETHI:

Ne i/m HaumeHoBaHue yueOHOro kabuHera KounuecTBo
1. JIOKYMEHTAITMOHHOTO 00ECIIeYCHUs YIIPABIICHHUSI; 1
2. ApXHUBOBEACHUS; 1
3. po()eCCHOHAIBHON ATUKU U TICUXOJIOTHH JISJIOBOTO OOIICHUS; 1
4, METOINYECKUH. 1
— 1abopaTopum:
Ne i/m HaumeHnoBaHnue J1abopaTopuii KoJunuecTBo
1. WH()OPMATUKH U KOMIIBIOTEPHON 00pabOTKH IOKYMEHTOB; 1
2. TEXHUYECKUX CPEACTB YIIPABIICHUS; 1
3. CUCTEM DJICKTPOHHOTO IOKYMEHTO000pOTa; 1
4, JIOKYMEHTOBE/ICHHUS, 1
S. yuyeOHast KaHuensapus (ciayx0a TOKYMEHTAllMOHHOTO OOeCTeUeHHs 1
yIpaBICHUS).
— TCXHUUYCCKUC CPCACTBA O6Y‘-I€HI/I$I:
Ne HaumenoBanue o0opyaoBanus KoimuectBo
n/n yueOHbIE Jaboparopum, MacTepcKue, HTOr0
kaOuHerbl | padoyue Mecta | padoume mecra
JabdopaTropuu MacCTepPCKUX
1. Jlocka MHTEpaKTUBHAS 3 3
2. Jlocka aJIeKTpOHHAs 1 1
3. KommiekT cereBoro 000pyoBanus 1 1
4. KonupoBanbpHblil annapar 2 2
S. ITpunTtep 29 29
6. [Tnotrep 1 1
7. MDY 5 5
8. Ckanep 2 2
9. ITpoexTop 19 19
10. MynbTUMETUITHBIA KOMIUIEKT 1 1
11. | HoyrOyx 10 10
12. | llopTaTUBHBIM KOMIBIOTEP 7 7
13. | Cucrema BUIEOpETHCTPAIIHN 1 1
14. | VHUUYTOXUTEND 1 1
15. | Dkpan Ha mTaTuBe 4 4
16. | IlepcoHanabHbIE KOMIBIOTEPHI 132 132
17. | Cepgep 1 1
18. | [IporpammHO-anmapaTHBIH 1 1
komruiekc VIPNET Terminal
- 000pyI0BaHUE:
Ne HaumenoBaHue 000py10BaHusA KosmuectBo
n/n y4eOHbIe Jiaboparopun, MacTepcKHue, Hroro
Ka0uHeThl | padodne MecTa | padodme MecTa
JiabopaTropun MacCTepPCKUX
1. H0CaJ0YHbIE MECTA 00 YUYaIOIHXCS 25 25 50
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2. pabouee MECTO MpemnoIaBaTels 1 1 2
MYJIbTUMEIUHHOE obopynoBaHue 1 1 2

3 (xommbrOTED, IIPOEKTOP,

WHTEPaKTHUBHAs JI0CKa,
BHJIEOKaMepa).

4. TeneBuzop 1 1

5. Buneomarautodon LG 1 1

6. Buneomaraurodon Samsung 1 1

7. DVD-nineep BBK 1 1

8. Kommiext yueOHON JOKyMEHTAIH 1 1
1o obmenpodeccuoHaIbHON
nucuurmuHe OCHOBBI
HCCIIEIOBATENbCKOM 1eATeIbHOCTH
JUISL CTIEIUAIBHOCTH
«JlokymeHTalmoHHOE o0ecrieueHme
YIIPaBJICHUS i ApXUBOBEJICHHE)

9. YMK 1o o6menpodeccnoHanbHOM 1 1
muctuminHe OCHOBBI
MCCIIEIOBATEIILCKON AEATEIbHOCTH
JUISL CTICLIUATIBHOCTH
«JlokymMeHTalmoHHOE o0ecTieueHne
YIIPaBJICHUS i ApXUBOBEJICHHE)

10. Jenonpon3BoIcTBO u | Hocrynn | Joctynno no | Joctymuo no | Jocty
JOKYMEHTOOOOPOT. YyebOHOE | 0 IO Internet Internet ITHO
nocoobue /  CocraBurens T.B. | Internet o
CuranoBa.[ DNeKTpOHHBIN pecypc| Intern

et

11. | DnekrpoHHas 6ubnuoreka | Joctynn | Hocrynno no | Joctynuo no | Jocty
y4eOHUKOB. Paznen | o o Internet Internet ITHO
«/lenonpounsBoncTeo» Internet o
[DnexTpoHHbIH pecypc] Intern

et

12. 4K-J1oKkyMeHTOOOOpOT. Hoctynn | HocrynHo no | HocrynHo nmo | octy
[DneKTpOoHHBIN pecypc] 0 1o Internet Internet MTHO

Internet 1o
Intern
et

13. 1C: JIoKyMEeHT0060pOT 8. | Hoctynu | HoctynHo no | HoctynHo no | octy
[DnexTpoHHbIH pecypc] 0 1o Internet Internet MTHO

Internet o
Intern
et

o0ecre4eHNI0 HA NPeANPUATHH/OPraHU3aAIUN

3.1.2. TpeOoBanusi K MHHHUMAJBLHOMY MATEPHAJbLHO-TEXHHYECKOMY

— 1abopaTopum:
Ne i/m HaumeHnoBaHue J1abopaTopuii KosaunuectBo
1. MH(OPMATUKU U KOMIIBIOTEPHON 00pabOTKH IOKYMEHTOB;

2.

TCXHUYCCKHUX CPCACTB YIIPABJICHUA,

3.

CHCTEM 3JIEKTPOHHOT'O IOKYMEHTO000pOTa;
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4.

JIOKYMEHTOBECHUS;

S. ci1y»k0a JOKYMEHTAIlMOHHOTO 00ECIIeUeHUs YIIPaBICHHUS.
— 060py,Z[OBaHI/I€, CpCACTBA ITPOU3BOACTBA:
Ne HaunmenoBaHmue KoanuecTBo***
n/n o0opynoBaHus / cpeacTn Hex | KOMIUIEKC | MacTepckue, | J1aopaTopHii 4 | HTOro
NMPOU3BOJCTBA padoune Mecta | paboyux MecT
MacTePCKHX Jadopartopuii
1. | mocagouHbIe MeCTa 25 25
00yJaronmxcs
2. | pabodee MeCTO mperoaaBaTes 1 1
3. MYJIbTUMEINIHOE 1 1
o0opyoBaHue (komIbIOTED,
MIPOEKTOP, WHTEpaKTUBHAs
JIOCKa, BUJICOKaMepa).

3.2. KaapoBoe o0ecnieuenne 00pa3oBaTejibHOIO mpoiecca
TpeboBanus kK KBaTM(PHUKAIIMK KypaTopoB oOydaromuxcs (TperoaaBaTemnei
¥ MacTepoB MPOU3BOICTBEHHOTO 00ydueHust [100):

- Obpazosanue: BBICIIIEE;

- Cmaoswc pabomsi: HE MEHEE S JIET;
- Keanugpuxayuonnas kamezopusi: BbICIIAs, TIEpBasl.
TpeboBaHus K KBaIM(pUKAIIMY HACTABHUKOB HAa MIPEANPUITHU:

- Obpazosanue: BBICIIIEE;

- Cmaosc pabomsi (no cneyuaibHocmu): He MEHEE S JIET;

- Keanugpuxayuonnas kamezopus. BbICIIAs, IEPBas;

- Paspso:

OtBercTBeHHBIN Ha [Ipeanpuaruu 3a npoBeaeHNE AyaTbHOTO OOYUCHHUS:
3amecmumens oupekmopa

(Oonarcnocms)

OtBercTBeHHBIN Ha [IpeanpusTun 3a MpoBeeHNE HHCTPYKTAXKA 110 TEXHUKE
0€30MacHOCTH U MHCTPYKTaXKa Ha paboueM MecTe:
3amecmumens oupekmopa

(OonarcHocms)

OtBercTBeHHbId Ha [lpenmpustun 3a nOpuem
pacmnpeneneHue o pabouruM MecTaMm:
3amecmumensb OUpeKmopa

oOyJarommxcss |

(OovicHocmy)
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4. KOHTPOJIb 1 OIEHKA PE3YJIbBTATOB OCBOEHUA
ITPOI'PAMMBI 1YAJIBHOI'O OBYYEHUA

KOHTpOJII) H OOCHKa pe3yJIbTaTOB OCBOCHHA IIPOTPpAMMBI AYaJIbHOT'O
06y‘—IeHI/I$I OCYHICCTBIACTCA TCKYIIUM, IIPOMCIKYTOYHBIM, UTOI'OBBIM KOHTPOJICM U

Ha [ UA.

Pe3ysabTarsl 00yyeHus
(ocBOeHHBbIE YMEHMHSI, YCBOCHHbIE 3HAHMS,
chopMHUpPOBaAHHBIE KOMIIETEHIIMH)

®opMbI M METOAbI KOHTPOJIS U
OLIEHKH Pe3yJIbTATOB 00y4YeHu sl

OCBOCHHbIC YMEHUSA:
1. npumeHSATP HOPMATHUBHBIE IIPABOBBIE aKThl B
YIIPaBICHYECKON AEATEIbHOCTH;

2. TOJArOTABJIMBAaTH  HPOCKTHI  YIIPABICHUYCCKUX
peLICHUI;

3. o00pabaTeiBaTh IOCTYIAKOIIAE W OTIPABISEMbIC
JOKYMEHTBI,  CHUCTEMAaTH3UpOBaThb WX, COCTAaBJIAThH

HOMEHKJIATYpY JeNl M (OpPMUPOBAThH TOKYMEHTHI B JIEJNa;
4. TOTOBUTh W TPOBOJIUTH COBCIIAHUS, [CJIIOBBIC
BCTPEYH, IPUEMBI U IIPE3CHTALINY;
5. OpraHM3OBBIBAaTh JEATEIBHOCTh apXHUBA C YYETOM
cTaryca v mpoQuis OpraHu3aIuy;

6. pa6OTaTB B CHUCTCMax QJICKTPOHHOI'O
I[OKYMeHTOO60pOTa;
7. WCHOJIL30BAaTh B JACATCIIBHOCTH apxuBa

COBPEMEHHBIE KOMITbIOTEPHbBIE TEXHOJIOTUY;

8. mpuMeHsTh COBpPEMEHHBIC METOUKH
KOHCEpBAlM U PECTaBpalli apXUBHBIX JJOKYMEHTOB;

9. paborath ¢ MPOPECCHOHATHHO OPUESHTUPOBAHHBIM
nporpaMMHbIM oOecrieyeHueM B obmactu  JIOY wu
apXHUBHOTO JIENa;

10. opraHu3oBBIBaTh BHEJ]PEHUE
aBTOMATHU3UPOBAaHHOW cucTeMsbl B cinyxoe JIOY u apxuse
(TexHuyeckoe 3ananue, nouarue o CASE -texHonorusx);

11. nmaxomuth HEO0OXOUMYIO nHpopMaIuio,
M0JIb30BaThCS MH(POPMALIMOHHBIMU pecypcamu
WNHuTepHera B 00nacTu JOKYMEHTOBEIEHUS M apXMBHOIO
nena;

12. paGoraTh ¢ IIEKTPOHHBIMH TOKYMEHTAMHU;

- HaOJNIOJIeHHE 3a CTyICHTaMHU
B Ipollecce NPAaKTUKA U aHAIH3
KayecTBa OTACIBHBIX BHIOB HX
paboTsI;

- aHam3
JIOKyMEHTAIUH;

- Oecempl CO CHEIHMATMCTAMH,
PYKOBOJUTEISIMH  yUPEXKJICHHUH, CO
CTY/ICHTaMH,

- aHKETHPOBAaHUE CTYJCHTOB;

- KypCOBOE IPOCKTUPOBAHHKE;

- BBITIOJTHCHUE BBIITYCKHOM
KBATH(UKAIIMOHHON PabOTHI

OTYETHOH

13. ucnonb3oBaTh  CeTeBble  NPOTPaMMHBIE U

TEXHUYECKHE CpeacTBa B npodeccrnoHanbHON

JESITEIBHOCTH.

YCBOCHHbIE 3HAHUA: TectupoBanue, penieHue
1. HopmaTuBHBIE TPaBOBBIE AaKThl B  00JIACTH | MPO(ECCHOHAIBHBIX 3a/1a4

OpraHU3alMK YIPaBICHYECKOUN NEeATEIbHOCTH;

2. OCHOBHBIE TpaBWJa XpaHEHUS W
ciyxe0HOoM nHpopmanuy;

3. cHuCTeMy apXMBHBIX yupexJeHuid B Poccuiickoit
Oenepanun W opra"u3anuio  ApxuBHOro  ¢doHAA
Poccutickoit denepanuy;

4. cucreMmy XxpaHeHHsI 1 00pabOTKU JOKYMEHTOB;

3alllUThI
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5. PBIHOK  CIEUUATU3UPOBAHHOTO  MPUKIATHOTO
nporpaMMHOro obecneuenuss B obmactu  JIOY u
apXUBHOTO JieNia (aBTOMaTHYECKHUE CUCTEMbl YIPaBICHUS
JIOKYMEHTaMHu );

6. coBpemenHoe cocrosiaue JIOY rocymapcTBEeHHBIX
U HETOCYAAapCTBEHHBIX YYPEXKIECHHUH, rocylapCTBEHHBIX,
MYHHUIIMIIAIBHBIX W HETOCYJapCTBEHHBIX  apXHBOB
B 00J1aCTH IPUMEHEHUS] UH)OPMAITHOHHBIX TEXHOJIOTHH 1
UCIIOJIb30BAaHUS CHEUAIU3UPOBAHHOTO IMPOTPAMMHOTO
obecreucHus;

7. KOpHopaTUBHbIE HH(POPMALIMOHHBIE CUCTEMBI,
aBTOMATH3MPOBAHHBIE IO CHUCTEMaM JIOKyMEHTAlluu
(kagpoBoii, Oyxydera u ap.);

8. TmepcreKTUBHBIC HAIpaBICHUS WHPOpMATHU3ALUU
JAOY u apxuBHOTO J€71a;

9. 3akoHOmaTenpHYl0 0a3zy, OCHOBHBIE  YTPO3bI
nH(pOpMaIMOHHOM 0€30MMacCHOCTH.
CdopmupoBaHHbIe KOMIETEHIIUH: - HalxrosieHue 3a CTyIEeHTaMH
I1K 1.1. KoopauHupoBatb pabory OpraHu3alluy | B TPOIlecCe NPAKTUKH W aHAJIN3

(mpueMHOI pyKOBOAMTES), BECTU IPUEM ITOCETUTENEH.
[IK 1.2. OcymectBiate paboTy 1O TMOATOTOBKE U
IIPOBEJICHUIO COBEIIAHUM, JIEJOBBIX BCTpPEY, MPUEMOB U
Mpe3eHTaIH.

[1K 1.3. OcymiecTBasiTh TOATOTOBKY MAEJOBBIX ITOE30K
PYKOBOJUTENS U JPYTUX COTPYAHUKOB OpraHU3aIIH.

[IK 1.4. Opranu3oBeiBaTh pabouee MECTO CeKpeTraps u

PYKOBOJUTEIIS.
IIK 1.5. Odopmisars u pErucTpupoBaTh
OpraHU3aIIOHHO-PACTIOPSAUTENbHBIC JIOKYMEHTHI,

KOHTPOJIMPOBATH CPOKU MX MCTIOTHEHHS.
IIK 1.6. O6pabatpiBaTh  BXOJAIIME U HCXOASIIME
JOKYMEHTBI,  CHUCTEMAaTH3UpOBaThb WX, COCTaBIAThH
HOMEHKJIATypy JeJ1 ¥ (OPMUPOBAThH TOKYMEHTHI B JejIa.
[IK 1.7. CamocTosiTennbHO paboTaTh C JIOKYMEHTAMH,
CoJZiepKalIMMHU  KOH(UICHIUMANBbHYI0O HH(QOpPMaLUIO, B
TOM YHCJIE C JIOKYMEHTaMH 110 JTUYHOMY COCTaBY.

I1K 1.8. OcymectBasate  TenedoHHOE  0OCIyKHBaHUE,
MIPUHUMATH U TIepeaBaTh (paKchl.

I1K 1.9. OcymiecTBasATh MOATOTOBKY €N K Nepefaye Ha
apXHBHOE XpaHEHHE.

IIK 1.10. CocTaBnsiTh  ONMUCH  J€,  OCYIIECTBIATH
MOJITOTOBKY [eJT K Iepefade B apXWB OpraHU3aIlnH,
rOCYJapCTBEHHbIE U MYHUIIUIAIbHBIC APXUBBI.

[IK 1.11. BeimaBath B COOTBETCTBUH C MOCTYMAOIIUMHU
3arpocamMM apXUBHBIE KOTIUU U JOKYMEHTBI.

IIK 2.1. YgacTBOBaTh B pabOTe MO IKCIEPTU3E IIEHHOCTH
JOKYMEHTOB B COOTBETCTBMM  C  JICHCTBYIOUIMMHU
3aKOHOJIATETILHBIMH aKTaMH 1 HOPMAaTHBaMHU.

IIK 2.2. Bectu paboTy B cHCTeMax 3JIEKTPOHHOTO
JIOKYMEHTOO0O0pOTA.

[IK 2.3. PazpabaTeiBaTh M  BECTH
Tabeam W JIp.  CIPAaBOYHUKHU

KJ1acCU(UKATOPHI,
N0  JOKyMEHTam

KayecTBa OTHENBHBIX BHJOB HX
paboTHI;

- aHaIM3 OTYETHOM JOKYMEHTA
IIH TI0 UTOTaM MPaKTHKH;

- Oecenpl CO CICIHUAIMCTAMH,
PYKOBOAUTENSIMH  YUPEXKACHUHA CO
CTYACHTaMH;

- aHKETHPOBAaHUE CTY/ICHTOB;

- TPaKTUYECKUE 3aHATHSA,

- BHEayJUTOpHas  CaMOCTOS-
TenpHas paboTa;

- KypCOBOE€ NPOEKTHPOBAHMUE;

- BBINOJIHEHHE BBIITYCKHOH
KBAJTM(PHUKAIIMOHHOHN paboTBhI.
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OpraHu3allH.

[IK 2.4. ObecnieunBaTh ~ NMpHEM U palMOHAIBHOE
pa3MenieHre JOKYMEHTOB B apXuBe (B T.4. TOKYMEHTOB
I10 JIMTYHOMY COCTaBY).

[IK 2.5. Ob6ecnieunBaTh y4eT U COXPaHHOCTh JJOKYMEHTOB
B apXuBe.

[IK 2.6. Opranu3oBbiBaTh ~ MCIOJIb30BAaHUE  APXHBHBIX
JOKYMEHTOB B Hay4YHBIX, CIPABOYHBIX U MPAKTHUICCKHUX
LEsIX.

[1K 2.7. OcymiecTBisATh OpraHU3aLMOHHO-METOIHYECKOE
PYKOBOJCTBO M  KOHTpPOJIb 3a pabOTOM  apxuBa
OpraHm3alliii ®W 32  OpraHu3amueld  JOKYMEHTOB
B JICJIONPOU3BOJICTBE.

[IK 3.1. OcymectBiath  WHPOPMANMOHHYIO  paboTy
[0 IOKyMEHTaM, B TOM 4YHCJE€ C HCIOJb30BaHUEM
OpPITEXHUKH, MPOTPAMMHBIX CPEJCTB y4eTa, XPAaHCHUS U
MOKMCKAa JJOKYMEHTOB U JPYTUX CIEIUATH3UPOBAHHBIX 0a3
JTAHHBIX.

[IK 3.2. [lpuHuMaTe Mepbl 1O YHOPSAOYCHHIO COCTaBa
JOKYMEHTOB ¥ MH(POPMAITHOHHBIX ITOTOKOB, COKPAIICHUIO
UX KOJMYECTBA U ONTHUMHU3ALUUU JIOKYMEHTOMOTOKOB
OpTaHU3aIH.

IIK 3.3. Bectu paboTy 1Mo CO3JaHHUIO CHPABOYHOTO
ammapara IO JIOKYMEHTaM C IIeJbl0  O0ecreYeHus
yIIOOHOTO U OBICTPOrO UX MOUCKA.

IIK 3.4. [loaroraBamuBaTh [OaHHBIE, HEOOXOOUMBIE IS
COCTaBJICHHS CIIPABOK Ha OCHOBE CBEICHUMN, UMEIOIINUXCS
B JJOKyMEHTAaX apXHBa.

[IK 3.5. IlpunumMate yyacTue B pa3pabOTKe JOKAIbHBIX
HOPMATHUBHBIX aKTOB OpTraHM3allMd TI0  BOIPOCaM
JOKYMEHTAIlMOHHOTO  O0ECTeueHus  yhpaBieHHs U
apXUBHOTO JIea.

I1K 3.6. [Ipunumars ydactue B pabore mo moadopy U
paccTaHOBKE KaJpPOB  CIYKOBI  TOKYMEHTAIIMOHHOTO
oOecrnieueHus yrpaBiIeHUsS U apXuBa OpraHu3alliu.

4. Bemonusate  paborel 1o mpodeccun 21299
Jlenonpou3BoauTenb
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