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1. OBIIASI XAPAKTEPUCTUKA PABOYEH ITPOI'PAMMBbBI
MPOPECCHUOHAJIBHOI'O MOAYJIA 1IM.02
I'ocynapcrBeHHbIe,MyHUIIMIIAJIbHbIC APXUBHI U APXUBbI OPraHu3aL Uil

1.1. Heas u niiaHupyeMble pe3yabTaThbl 0CBOeHHS NMPO¢ecCHOHATBHOIO
MOLYJIsl

PabGouass mporpamma mpodeccrmoHanpHOTO MOIyNs (mamee — pabodas
nporpamMma)  SBJISETCS  4YacThl0O  00pa3oBaTelIbHOM  MPOrpaMMbl  CPEIIHETO
npodeccuoHanbHOTO 00pa30BaHUsl — MPOrpaMMbl TMOJATOTOBKH CIEIUATUCTOB
cpenHero 3BeHa u pazpabdortana B coorBercTBHM ¢ GI'OC CIIO no cnenuaibHOCTH
46.02.01 JloxymeHTalMOHHOE OOeCreueHne YIpaBJICHUS U apXHUBOBEJCHUE,
npodeccruonanbHbiMU cTangapTamu 07.002«CrienuanucT no OpraHu3aluOHHOMY U
JOKYMEHTAIUOHHOMY o0ecreueHuno YIPABJICHUS OpraHu3alue;
07.004«Cnennanuct o YIIPaBJIEHUIO TOKYMEHTAMH OpraHU3aLuny;
07.004«Cneuuanuct MO YHOPaBICHHKD  JOKYMEHTAlMEd  OpraHU3aLNN;
07.009«Cneuunanuct 110 (bopMHPOBaHUIO AJIEKTPOHHOTO apXuBay;
07.012«Cnenmanuct apxuBay; 07.013«Cneunanuct uudpoBoit TpaHchopMalvu
JIOKYMEHTHUPOBAHHBIX C(ep AESITEIbHOCTH OpPraHU3alliu» U C YYETOM OIEHOYHBIX
MarepuanoB Bopiaackumic mo kKoMneTeHIuu

B pesynbrarte u3yueHusi npopecCuOHAIbHOIO MOAYJSl OOYYAIOIIUIICS TOHKEH

OCBOWTH OCHOBHOW BHJ JEATCILHOCTH «OPTaHU3AIUs apXWBHOW pPaOOTHI TI0
JIOKyMEHTaM OpraHu3aluil pa3audHbix GOpM COOCTBEHHOCTH.

; OCYIIECTBJICHUE OPTraHU3AIIMOHHOTO M JOKYMEHTAIIMOHHOTO OO0ecredYeHus
JESTEILHOCTH OPTaHU3AIMK;» W COOTBETCTBYIOIIUE 00mUe U TpodeccruoHambHbIe
KOMIIETEHIUH, TPY/ZIOBbIE byHKIMN u pasnuensl WSSS 1o
KOMITCTCHITNH

1.1.1. IlepeyeHn 0OMMUX KOMOETEHIIUM

Kon HaumMeHoBaHMe 001IMX KOMIIETEeHIINHI
OK 01. Br16upath cioco0Osl permieHus 3aaa4 mpoQecCuoHaTbHON
JESATeTbHOCTH MPUMEHUTEIFHO K PA3JIMYHBIM KOHTEKCTaM
OK 02. Hcnonb30BaTh COBPEMEHHBIE CPEJICTBA MOUCKA, aHAIA3a U

UHTEpIpeTanuy HHHOpMaAIUU U HHOOPMAIIMOHHBIE TEXHOJIOTUHN AJIS
BBITIOJTHEHMSI 33/1a4 PO ECCHOHATBHON ACSITETbHOCTH

OK 03. [1nanupoBaTh U peanr30BbIBaTh COOCTBEHHOE MPOQPECCHOHAIBHOE U
JMYHOCTHOE Pa3BUTHE, PEINTPHHUMATEIBCKYIO IEATEIFHOCTD B
npodeccuoHaIbHOU cpepe, UCTI0JIb30BATh 3HAHUS 110 (PUHAHCOBOM
TPaMOTHOCTH B Pa3JIMYHBIX KU3HEHHBIX CUTYaIHsIX

OK 04. D¢} dexTuBHO B3aNMOACHCTBOBATH U pa0OTATh B KOJJIEKTUBE U
KOMaHJ1e
OK 05. OCyIIECTBIIATh YCTHYIO M MTUCBMEHHYI0 KOMMYHUKAIIUIO Ha

roCcyJ1apCTBEHHOM s3bIke Poccniickon denepanuu ¢ yueTom




Kon

HaumeHoBaHue 00IIMX KOMIIETEeHIINI

0COOCHHOCTEH COIMAIbHOTO M KYJIbTYPHOTO KOHTEKCTa

OK 06.

HpO}IBJ'IHTL IrpaKaaHCKO-TIaTPUOTUYCCKYIO ITIO3UIIUIO,
ACMOHCTPUPOBATH OCO3HAHHOC ITOBCACHNC HA OCHOBC TPAAUITMOHHBIX
06HIC‘IGJIOBC‘IGCKI/IX HGHHOCTGI‘;I, B TOM 9HUCJIC C YUCTOM
rapMOHH3alIUK MCKHAITNOHAJIBHBIX 1 MCKPCINTHO3HBIX OTHomeHHﬁ,
INMPUMCHATDb CTAHAAPTBI aHTUKOPPYIIMHUOHHOI'O ITOBCACHUA

OK 07.

CopelicTBOBaTh COXPaHEHHUIO OKPYXKAIOIIEeH Cpe/ibl,
pecypcocOepexeHun o, MPUMEHATh 3HAHKUS 00 N3MEHEHHUH KJIMMaTa,
MIPUHITUIIBI OEPEKIIMBOTO MTPOU3BOACTBA, IP(HEKTHUBHO JICHCTBOBATH B
YPE3BBIYANHBIX CUTYaAITAIX

OK 09.

[Tomp30BaThCS PO ECCHOHATBHON JOKYMEHTAITEH Ha
rOCYAApCTBEHHOM M MHOCTPAHHOM SI3bIKAX

1.1.2. [lepeyens npodeccuoHaTbHBIX KOMITETEHIIUN

Kon

HaumeHoBaHMe BUIOB JAeSITEJIbHOCTH M NPO(PeCCHOHAIBbHBIX
KOMIIeTeHIIMI

B 1

OCYIIECTBJICHHUE OPraHN3aAlIMOHHOT0 H JOKYMCHTAIIHOHHOI'O
o0ecrneueHusl 1eATEJIbHOCTH OpraHm3almu,

[IK 1.1.

Ocy1ecTBIIATh IpUEM-TIepeiavy yIpaBiIeHYeCKO HHPpOopMaLuu ¢
MOMOILBIO CPEJCTB MHDOPMAITMOHHBIX 1 KOMMYHUKAIIMOHHBIX
TEXHOJIOTUHI

[IK 1.2.

KoopnunupoBaTs paboTy NpueMHON pYKOBOJIUTENS, 30H MprUeMa
pPAa3JIMYHBIX KATETOPUM OCETUTENIEN OpraHU3alun

IIK 1.3.

Bnanets HaBbIKaMU MJIAHUPOBAHUS pab0OYEero BPEMEHH PYKOBOIUTEIS
U CEeKpeTaps

IIK 1.4.

OcCy1ecTBIATh MOATOTOBKY AEJNOBBIX MTOE3/I0K PYKOBOJIUTEIS U
JIPYTUX COTPYAHUKOB OPTraHU3aLAN

IIK 1.5.

BnaneTts cnocobamu opranu3anuu padoyero mpocTpaHCcTBa
IPUEMHOMN 1 KaOWHEeTa pyKOBOJIUTENS

[IK 1.6.

Ocy1ecTBIsATh paboTy MO MOATOTOBKE U MTPOBEICHHUIO
KOH(EpEeHTHBIX MEPOTIPUATHIA, 00€CTIeunBaTh UH(POPMAITUOHHOE
B3aMMOJICUCTBUE PYKOBOAUTEIS C MOAPA3ICTCHUSIMA U
JOJDKHOCTHBIMU JIUTIAMU OPTaHU3AINH

[IK 1.7.

OdopmiiATh OpraHU3aMOHHO-PACTIOPAIUTEIBHBIE TOKYMEHTHI U
OpraHU30BbIBaTh PabOTy C HUMH, B TOM YHCJIE€ C UCIIOJIb30BAHUEM
aBTOMATH3UPOBAHHBIX CUCTEM

[IK 1.8.

O(l)OpMJ'ISITB JAOKYMCHTEI 110 IMYHOMY COCTAaBY M OPraHU30BbLIBATh
pa60Ty C HUMH, B TOM 4YHCJI€ C UCIIOJIb30BAHUEM
ABTOMATHU3HUPOBAHHBIX CHUCTCM

B/ 2

OPraHu3anus apXuBHOW padoThI M0 JOKYMEHTAM OPraHUu3aluil
pa3au4YHbIX (OPM COOCTBEHHOCTH.

IIK 1.1.

OcyiecTBIATh MpUEM-TiepeIady yrpaBieHIeCKON HHPOpMAIINH C
MOMOIIIBIO CPEJICTB MH(OPMAIIMOHHBIX U KOMMYHHKAIITMOHHBIX
TEXHOJIOTUN




HauMeHoBaHHe BUIOB JAeATEJIbHOCTH U IlpO(l)eCCI/IOHaJ]bHLIX

Kon .
KOMIIeTeHIIU
K 1.2. Koopaunuposatb paGUOTy HpI/ICMHOIEI PYKOBOAUTEISA, 30H IIpUeMa
pa3IMYHBIX KATErOPUN NOCETUTENIEH OpraHUu3alMH
K 1.3. Bnanets HaBbIKaMu IJIAHUPOBAaHUS Pab0OUYEro BpEMEHN PYKOBOIUTEIIS
U cexperaps
K 1 4. OCyIIecTBIATh MOATOTOBKY JEJIOBBIX ITO€3/10K PYKOBOJUTENSA U
JAPYTUX COTPYAHUKOB OpraHU3aliu
K 1.5. Bnanets ciocobamu opraHuzaiuu paboyero mpocTpaHCTBa
IPUEMHON U KaOMHETA PYKOBOJIUTENS
OcytiecTBiATh pabOTy MO MOATOTOBKE U MPOBEICHUIO
0K 1.6. I(OH(I)epeH;FHBIX MEpONpUATUi, oOecrieunBaTh HHHOPMAITUOHHOE
B3aUMOJICUCTBUE PYKOBOAUTEIIS C MTOAPA3ACICHUSIMHA U
JOJDKHOCTHBIMHM JIMIIAMU OpraHU3alMH
OdopMIATh OpraHU3alHOHHO-PACTIOPSIUTENbHBIE TOKYMEHTHI U
IIK 1.7. OpPraHH30BbIBATh pabOTy C HUMHU, B TOM YHCJIE C UCTIOJIb30BAHUEM
aBTOMAaTU3HPOBAHHBIX CUCTEM
OdopMIIATh TOKYMEHTHI 110 TUYHOMY COCTaBY U OpPraHU30BHIBAThH
IIK 1.8. paboTy ¢ HUMH, B TOM YHCJI€ C UCTI0JIb30BAHUEM

ABTOMATU3UPOBAHHBIX CUCTEM

1.1.3. Ilepeyens TpyAOBBIX GYyHKUINN

Kon

HauMeHoBaHue npogecCHOHAIBHBIX CTAHIAPTOB,
0000 1IEHHBIX TPYAOBBIX (DYHKIIUII U TPYAOBBIX PYHKIMH

07.002

o0ecrneyeHNI0 YIpaBJIeHUs OpraHu3anmen

OT® A. OpranuzaliMoHHOE 00ecrieYeHUE eI TeIbHOCTH OpraHu3aluu

Td A/01.3. | [Ipuem u pacnpenencHue Tesie)OHHBIX 3BOHKOB OpTaHU3alluU

Td A/02.3. | Opranusaius paboThI C MOCETUTEIIIMHU OpPraHU3aliK

Td A/03.3.

BrinonHeHne KOOpAMHUPYIOMUX U 00ecriednBaomux GyHKINUN

OT® B. /lokymeHTarimoHHOe obecrieueHue ASATCIbHOCTH OPTaHN3aIuu

Td B/01.5. | Opranusanus paboThl C TOKYMEHTAMHU

Td B/02.5. | Opranuzanus TeKyniero XxpaHeHus JOKYMEHTOB

T® B/03.5. Opranuzarust 00pabOTKH e IS TOCJIETYIONEro XpaHeHUSI

OT® C. OpranuzaiioHHOE, TOKYMEHTAIIMOHHOE ¥ HH(POPMAITMOHHOE
o0ecrieueHune AeSITEeIbHOCTH PYKOBOJIUTENS] OpraHU3allun

To C/01.6.

OxkazaHue OMOIIY PYKOBOJIUTENIO B TNIAHUPOBAHUH Pab0UIEro
BPEMEHU

Td C/02.6. | [InanupoBanHue padboUero JHsI CEKpeTaps

Td C/03.6. | Opranmzanus Tene()OHHBIX IIEPETOBOPOB PYKOBOIUTEIS

Td C/04.6. | Opranuzanus KOMaHIUPOBOK PYKOBOIUTEIS

T® C/05.6. | Opranuzanus paboThl ¢ TOCETUTEISIMHA B TPUEMHOU
PYKOBOJIUTEIIS
Td C/06.6. Opranu3zaius MoAroTOBKHU, IPOBEACHUS U 00CTYKUBAHUS

KOH()EPEHTHBIX MEPONIPUATUIN

CHCHI/IaJ'II/ICT M0 OPraHu3amuoOHHOMY M JOKYMECHTAIIMOHHOMY




HaumenoBanue npogecCHOHAIBHBIX CTAHAAPTOB,

Kon . .
000011IeHHBIX TPYIOBbIX (PYHKIMI M TPYAOBBIX (PYHKIIUIA
Td C/07.6. | Opranu3anus UCTIOTHEHUS PEIICHUH, OCYIIECTBICHUE KOHTPOJIS
WCIIOJTHEHUS TIOPYYCHUH PYKOBOIUTEIS
Td C/08.6. | Opranuzanus u nojaepxadue GyHKIHOHAILHOTO paboyero
IPOCTPAHCTBA MPUEMHOMN 1 KaOWHETa PyKOBOIUTEIISI
Td C/09.6. | Pa3paboTka J0KaIbHBIX HOPMATHBHBIX aKTOB,
pPETIaMEHTHPYIOIUX paboTy ceKpeTapsi
Td C/10.6. | CocraBnenne u oopMIICHHE YIIPABICHUECKONW JOKYMECHTAITUH
Td C/11.6. | Opranuzanus pabOThI C JOKyMEHTaMH B TPHEMHOM
PYKOBOJUTES
Td C/12.6. | Opranuzanus XpaHeHHUs JOKYMEHTOB B IPHEMHOM
PYKOBOJUTENS
Td C/13.6. | Obecrieuenne pykoBoauTENsI HHGOpMaIHen
Td C/14.6. | Opranuzanus HHPOPMAIMOHHOTO B3aMMOICHCTBUS

PYKOBOJUTENS C MOAPA3ETICHUIMH U JOJKHOCTHBIMU JTUIIAMU
OpraHu3aluu

OT® D. UapopMallMOHHO-aHATUTUYECKAS] K OPTaHU3AMOHHO-

AIMHWHUCTPATUBHAA INOAACPIKKA JCATCIIBHOCTH PYKOBOJUTCIIA OpraHru3aluu

Td D/01.6. | dopmupoBanre HHPOPMALIMOHHOTO B3aMMOCHCTBUS
PYKOBOJIUTEIISI C OpraHU3allusIMHU
Td D/02.6. | Ananu3 uHbopMaIMK U TOATOTOBKA HHPOPMALIMOHHO-
AHAJTMTHYECKUX MAaTepUaJIOB
Td D/03.6. | Opranusarusi JeIOBBIX KOHTAKTOB U MPOTOKOJIBHBIX
MEPOIPUATHI
Td D/04.6. | Opranu3anusi HCIIOJHEHUS PEIICHUN PYKOBOIUTEIIS
TD 01.6. ®opmupoBaHue HHHOPMAILIMOHHOTO B3aUMOICUCTBUS
Td 04.6. Opranu3zaius UCIIOJTHEHUN PEeIIEHU PYKOBOUTES
07.004 CnenmnajucT no ynpapJeHUI0 JOKYMEHTAMM OPraHu3aluu

OT® A. JlokymeHTallMOHHOE 0OeCrieYeHHe yIpaBiIeHUs] OpraHu3anuen

Td A/04.6. | [IpoexkTupoBaHue, BHESAPCHUE U PA3BUTHE CUCTEMBbI
AJIEKTPOHHOT'O JOKYMEHT0000poTa
07.004 CneumnajmcT no ynpaBJieHUI0 TOKyMEeHTallueil OpraHu3annu

OT® A. JlokymeHTallMOHHOE 0OecrieueHre yIpaBiIeHUs] OpraHu3anuen

Td A/01.6. | PaspaboTka v BHEAPEHHE JOKATbHBIX HOPMATHBHBIX aKTOB I10
JOKYMEHTAIIMOHHOMY 00€CIIEUeHHIO YITPABJICHUs OpraHu3alieit

Td A/01.6. | PaspaboTka v BHEAPEHHE JOKATbHBIX HOPMATHBHBIX aKTOB B
00JIaCTH yIpaBlieHUs JOKyMEHTaMU OpraHu3alluu

Td A/02.6. | Opranuszaius JOKYMEHTHPOBAHHUS YIIPABICHUYECKOM
JeSITEIbHOCTH B OpTraHU3aIluu

Td A/02.6. | Opranu3zanus JOKYMEHTHPOBAHUS JCIATEIBHOCTH B
OpraHu3alMU

Td A/03.6. | Opranuzarius JOKyMeHTO000pOTa B OpraHu3alin

Td A/04.6. | OcymectBieHue paboT MO MPOSKTHPOBAHUIO U BHEIPECHUIO

CHCTEMBI 3JIEKTPOHHOTO IOKYMEHTO000poTa B chepe




HaumenoBanue npogecCHOHAIBHBIX CTAHAAPTOB,

Kon . .
00001IEHHBIX TPYAOBBIX (PYHKIHUI M TPYAOBbIX GyHKIM
JOKYMEHTAI[MOHHOTO YIIPABJICHUSI OpTaHU3aIIH
Td A/04.6. | [IpoekTupoBaHue, BHEAPCHUE U PA3BUTUE CUCTEMBI
AJIEKTPOHHOTO JJOKYMEHT0000pOoTa
Td A/05.6. | OcymecTBiacHre HHPOPMALIMOHHO-CITPABOYHOM PabOTHI C
JOKYMEHTaMH OpTaHU3aINH
Td A/06.6. | OcymiecTBieHHE KOHTPOJIS POIIECCa M CPOKOB HCITOJTHEHHSI
JOKYMEHTOB B OpTaHU3AlIUU
Td A/07.6. | Opranusaiys onepaTHBHOTO XPaHEHUS IOKYyMEHTOB B
OpraHM3aIiy U TIepeladn e JUIsl MOCIEIYIOMEro XpaHeHUs
Td A/07.6. | Opranu3zaius XpaHeHHs TOKYMEHTOB B OpraHU3aIK U
nepeJady Jesl Ha apXUBHOE XpaHEHUe
T® 01.6. Pa3paboTka 1 BHEIpEeHUE JIOKATBHBIX aKTOB 10
JOKYMEHTAallMOHHOMY 00€CIIEYeHHIO YITPABJICHUs OpraHu3aleit
T 03.6. Opranuzanusi JOKyMEHTO000pOTa OpraHu3anuu

OT® B. PykoBOACTBO AeATEIBHOCTHIO MO TOKYMEHTAIMOHHOMY 00€CTICUEHUIO
YIPaBJIEHHUs OpraHu3anuen

Td B/01.7. PykoBOJICTBO AEATENBHOCTHIO TOAPA3ICICHUS 110
JOKYMEHTAIlMOHHOMY 00€CIIEUeHHIO YIIPABJICHUS OpraHU3aI|U

Td B/02.7. | Opranuzanus pa3paOd0TKH JIOKAIbHBIX HOPMATUBHBIX aKTOB U
METOJUYECKUX JOKYMEHTOB 10 TOKYMEHTALIHOHHOMY
00eCneUeHHUI0 YIPaBIEHUS] OpraHu3aluu

T® B/03.7. | IlocTpoeHHE CUCTEMBI JOKYMEHTAIIMOHHOTO 00eCIIeUeHUS
yIpaBlIeHUS] OPTaHU3AINN

T® B/04.7. | OcyuiecTBieHue KOHTPOJIS (QYHKITMOHUPOBAHUS CHUCTEMBI
JOKYMEHTAIIMOHHOTO 00eCTIeUeHHs yIIPaBJICHHs OpraHu3alliu

Td B/05.7. | CoBepIllIeHCTBOBAaHUE CHCTEMbI JJOKYMEHTAIIHOHHOTO

oOecrieueHns yIpaBJIeHHs OpraHu3alliu

OT® B. PykoBOACTBO A€ATENBHOCTHIO MOAPA3AECICHUS 110 JOKYMEHTALIHOHHOMY
00€eCIeUeHHUI0 YIIPaBJICHHS OpraHu3aluen

Td 01.7.

PykoBOJICTBO AEATEIBHOCTHIO TOAPA3ICIICHUS 110
JIOKYMEHTAIIMOHHOMY O0ECIICUCHHIO YIIPaBICHUS OpraHu3aleit

OT® C. Ynpasn

CHHC JIOKYMCHTaI_II/Ieﬁ OpraHu3anuu

Td C/01.8. | CrpaTernyeckoe IIaHUPOBAHUE M PYKOBOACTBO MOCTPOCHUEM
€IMHOM CHCTEMBI YIIPaBIICHUS JOKYMEHTAIMEeH OpraHu3aiuu

Td C/02.8. | Yrpasienue pa3pabOTKO# JIOKAIbHBIX HOPMAaTUBHBIX aKTOB
OpraHM3alMM [0 BOIIPOCaM YTIpaBJICHHsI €€ JOKYMEHTAIMel

Td C/03.8. | YrpasieHue AeATEIbHOCTHIO 10 KOHTPOJIO (YHKIIMOHUPOBAHUS
BCEX CHCTEM JOKYMEHTAI[MH OpraHu3alluu 1 ee
KOPIOPATUBHOTO JOKYMEHTO000pOTa

Td C/04.8. | YrpasieHue MpoeKTaMu 110 BHEIPCHUIO KOPITOPATUBHON
CUCTEMBI JJIEKTPOHHOTO JIOKYMEHTO000POTa OpraHn3alud 1
pa3paboTKe CTpaTETHu €€ pa3BUTHSI

Td C/05.8. | Ctparernyeckoe IIaHUPOBAHHUE U PYKOBOJICTBO IMMOCTPOCHUEM




HaumenoBanue npogecCHOHAIBHBIX CTAHAAPTOB,

Kox N .
000011IeHHBIX TPYIOBbIX (PYHKIMI M TPYAOBBIX (PYHKIIUIA
€IMHON CHCTEMBI XpaHEHHUS JOKyMEHTAIBHOTO (poHIa
OpraHU3aAIHH
Td 02.8. VYrpasieHue pa3paboTKOH JIOKAIBHBIX AKTOB OPraHU3alliu 110
BOTIPOCAM YIIPABIICHUS €€ TOKyMECHTaIUeH
07.009 Cnenmnanauct no popMuUpPOBAHUIO YJIEKTPOHHOIO APXUBA

OT® A. Bemmonaenue paboT 1Mo co3/1aHuio rpaduyecKkux 00pa3oB JOKYMEHTOB B
CUCTEME WIEKTPOHHOI'O apXUBa

Td A/01.3. | [ToaroroBka JOKyMEHTOB K CKAHUPOBAHHIO JISI SJIEKTPOHHOTO
apxuBa

Td A/02.3. | CkanupoBaHUE JOKYMEHTOB JUIS SJICKTPOHHOTO apXHBa

Td A/03.3. Bo3Bpar 10KyMEHTOB B UCXOJIHBIN BU]I

Td A/04.3. | KoHTpois KauecTBa pe3ysIbTaTOB CKAHUPOBAHHS JJOKYMEHTOB B
CHCTEME SJIEKTPOHHOTO apXHBa

Td A/05.3. | O6paboTka rpaduueckux 00pa3oB JOKYMEHTOB B CHCTEME

QJICKTPOHHOI'O apXHBa

OT® B. ®opMupoBaHue 1 3arpy3Ka IaHHBIX B CUCTEMY 3JIEKTPOHHOT'O apXuBa

Td B/01.4. | Pacmo3HaBaHuE TEKCTa JOKYMEHTA IO CMBICITY M COAEPIKAHMIO C
nocieayoonie kaccupukanuend U HHIeKCallue B CUCTEME
AIIEKTPOHHOTO apXHUBa

Td B/02.4. | 3arpy3ka 00OOIICHHBIX JAaHHBIX B CHCTEMY JIEKTPOHHOTO

apxuBa

OT® C. PykoBOACTBO MPOLIECCOM CKaHUPOBAHMSI, BBOJIA U 0OpAOOTKHU JAHHBIX B
CUCTEME IEKTPOHHOTO apXHBa

Td C/01.6.

VYrpaBieHue AesITeIbHOCTHIO 0 KOHTPOJTIO
(GYHKIIMOHUPOBaHUS, BBOAA U 00paOOTKU JaHHBIX B CUCTEME
AJIIEKTPOHHOTO apXHBa

T C/02.6.

Pa3paboTka J0KanbHBIX HOPMATUBHBIX aKTOB MO BOIPOCAM
OpraHU3alMHU MIPOLIECCa CKAHUPOBAHUS B CUCTEME MIEKTPOHHOTO
apxuBa

T C/03.6.

Crparerndeckoe IIIaHUPOBAHKUE U IOCTPOEHHUE TIPOLIECCOB
CKaHMPOBaHUs, BBOJAa U 00pabOTKH JIaHHBIX B CUCTEME
AJIEKTPOHHOI'O apXHBa

OT® C. PykoBOJCTBO MPOIECCOM CKAaHUPOBAHMSI, BBOJIA 1 00PAOOTKHU TAHHBIX

Td 01.6. VYrpaBiieHue 1esITeIbHOCTHIO O KOHTPOJIIO
(GyHKIIMOHUPOBAHUS, BBOAA U 00paOOTKU JaHHBIX

Td 02.6. VYrpaBienue pazpaboTKoM JIOKaTbHO-HOPMATUBHBIX AKTOB
OpraHU3aIMH 110 BOTIPOCAM OpTaHU3aIMH IpoIecca
CKaHMPOBAHUS

Td 03.6. Crparernyeckoe miIaHupOBaHUE U TOCTPOCHUE MPOLIECCOB
CKaHUPOBAHUs, BBOJIA U 00PaOOTKHU JaHHBIX

07.013 Cnenuasanct uudgposoi Tpanchopmanuu

JOKYMCHTHPOBAHHbBIX cc[)ep JACATCIBbHOCTH OPranu3alnvm

OT® A. Texnomornyeckoe cOnpoBoKAeHUE U(poBoi TpaHchopmanuu




Kon

HaumenoBanue npogecCHOHAIBHBIX CTAHAAPTOB,
0000111eHHBIX TPYAOBbIX (PYHKIMI M TPYAOBBIX PYHKIUIH

JOKYMCHTHPOBAHHBIX C(l)ep ACATCIIbHOCTHU OpraHu3aln

Td A/02.5.

CI/ICTGMaTI/IBaHH}I CTPYKTYPUPOBAHHBIX NAHHBIX
JOKYMCHTHUPOBAHHBIX C(bep ACATCIbHOCTH OpraHU3aluun JIJId
HCIIOJIb30BAHUA U XPAHCHU A

1.1.4. Pazgensr WSSS 1o koMmneTeHIIMu

Paznea
WSSS

HaumenoBanue pa3zgena WSSS

1

1.2. ey U iIaHUPYyeMble Pe3yJIbTAThl 0CBOCHUS

B pamkax nporpaMmsl

IpO(ECCHOHATIBHOTO  MOAYJIA  O0y4YaroIUMUCs

OCBaMBaIOTCs cieayromue ymeHuss u 3HaHusi B cootBerctBuu ¢ ®I'OC CIIO mno
CHEeIUaIbHOCTH, TpOo(ecCHOHATBHBIMU CTaHgapTamMu u pazaenamu WSSS 1o
KOMIIETEHIINH:

1.2.1. O01mne KOMIIETEHIINH

Kon
OK

YMmennst

3HaHug

OK 01.

OK 02.

OK 03.

OK 04.

OK 05.

OK 06.

OK 07.

OK 009.

1.2.2. TIpodeccronanbHble KOMIIETEHIIU:

Kon
MK

IpakTnyecknii oNbIT

YMmenuns

3Hanus

1

2

3

4

ITIK 1.1.

11K 1.2.

IIK 1.3.

I1K 1.4.

IIK 1.5.

ITIK 1.6.

IIK 1.7.

IIK 1.8.

1.2.3. TpynoBbie GyHKIUU:




K;I)Ifrl;)c Tpynosble 1eiicTBUs YMeHus 3HaHHuA
1 2 3 4
07.002 Cnenmnanucrt no OPraHH3aUHOHHOMY M J10KYMEHTAUHOHHOMY olecreyeHN 10
ylpaBJIeHUs1 OpraHu3anuei
A - OpranuzanoHHOE 00ecrieueHue IesITeIbHOCTH OpraHu3aluu
A/01.3
A/02.3
A/03.3
B - JlokyMeHTalmoHHOE obecneueHue NesITeIbHOCTH OpraHn3aluu
B/01.5
B/02.5
B/03.5

C - OpranuzanmoHHOe, JOKYMEHTAIIMOHHOE M MH(OPMAIIMOHHOE OOecreueHue IesATeIbHOCTH
PYKOBOJIMTEIISl OpraHU3aIuu

C/01.6

C/02.6

C/03.6

C/04.6

C/05.6

C/06.6

C/07.6

C/08.6

C/09.6

C/10.6

C/11.6

C/12.6

C/13.6

C/14.6

D - Uudop

MAalfMOHHO-aHAJIUTHUYCCKasa

U OpraHU3allMOHHO-aAMHUHUCTPATUBHAA TMOAACPIKKA
ACATCIIBHOCTH PYKOBOJUTCIIA OpraHUu3alnun

D/01.6

D/02.6

D/03.6

D/04.6

01.6

04.6

07.004

CrnenmnajiucTt no ynpapJjieHHIO JOKYMEHTAMHU OpPraHu3anuu

A - JlokyMeHTanmoHHOe 00ecTeueHre YIPaBJICHHs OpraHN3aluen

Al04.6

07.004

Cnenmajiuct no ynpapJjieHHIO JOKYMeHTallel opraiu3auuu

A - JlIokyMeHTaImoHHOE 00€eCTIeueHNE YII

ABJICHUSI OpraHU3aIen

A/01.6

A/01.6

A/02.6

A/02.6

A/03.6

Al04.6

A/04.6

A/05.6

A/06.6

A/07.6




Kon IIC

T OBBbI€ JelicTBUA YMmenns 3HaHud
u Td pya a

1 2 3 4

A/07.6

01.6

03.6

B - PykoBOJACTBO [eATENHHOCTHIO MO JOKYMEHTAIMOHHOMY OOECIICUCHHUIO YIIPABJICHUS
OpraHu3aiuen

B/01.7

B/02.7

B/03.7

B/04.7

B/05.7

B - PykoBOACTBO JAEATENHHOCTHIO MOJAPA3JCICHUS MO JOKYMEHTAIIMOHHOMY OOECIICUEHUIO
yIpaBIeHUs OpraHu3alnuen

01.7 \ \ \

C- praBHeHI/IC ﬂOKyMeHTaHHeﬁ OpraHu3aluu

C/01.8

C/02.8

C/03.8

C/04.8

C/05.8

02.8

07.009 Crnenuaauct no (pOpMHPOBAHUIO JJTEKTPOHHOI0 APXHUBa

A - BremonHeHne paboT MO co3naHuio TpadudecKux o0pa3oB JOKYMEHTOB B CHCTEME
AJIIEKTPOHHOT'O apX1Ba

A/01.3

A/02.3

A/03.3

A/04.3

A/05.3

B - ®opmupoBaHue u 3arpy3Ka JaHHBIX B CUCTEMY JIEKTPOHHOTO apXHBa

B/01.4

B/02.4

C - PYKOBOI[CTBO mponeccomMm CKaHHUpOBaHUSA, BBOJAAa U O6pa6OTKI/I JaHHBIX B CHCTCMC
SJICKTPOHHOI'O apXuBa

C/01.6

C/02.6

C/03.6

C - PykoBOJICTBO MPOIIECCOM CKaHUPOBAHUS, BBOJIa U OOPAOOTKHU TaHHBIX

01.6

02.6

03.6

07.013 Cneuunanuer nudpoBoii TpaHcpopMalMU JOKYMEHTHPOBAHHBIX c(ep
' AeATeTIbHOCTH OPraHUu3aluH

A - TexHOJIOTHYECKOE COMPOBOXKACHHE ITU(POBOM TpaHCHOopMaUK TOKYMEHTUPOBAHHBIX cdep
JIeATETbHOCTH OpraHNu3aluu

AI025 | | |

1.2.4. Pa3znensr WSSS o koMmereHnmn




Paznen

WSSS YMmennst 3HaHud
1 2 3
1

1.3. KosimuyecTBO 4acoB, 0OTBOJAMMOE HA OCBOEHHE MPO(EeCCHOHATBLHOI0 MOIYJIst

O6beM 00pa3zoBaTEIBHON MPOrpaMMBbI 1O TPOPECCHOHATIEHOMY MO0 — 62
qac., UX HUX:

1.4. Ucnosib3oBanue yacoB BapuatuBHoii yactu IIIICC3




2. CTPYKTYPA U COAEP KAHUE ITPO®PECCUOHAJIBHOI'O MOY JIsA
2.1. CTpykrypa npo¢ecCHOHAIBHOT0 MOAYJIA

O0bem npodeccHoOHAIBLHOT0 MOYJIfA, AK.YAC.
Koapl HauMeHoBa PatGora o0yuyaromuxcsi BO B3aUMOJAEHCTBUM € MPenojaBaresiemM
Koabt 06
npogec- npodeccuo- Hus BEM | O0yueHue M0 MeKIMCUUILIHHAPHBIM
CHOHAT - P IpakTuKu
pa3nesioB oOpa3oBa KVDCAM
HEIX 1 HAJIBHBIX Paznennl (MIIK) TeLHOI yp Camocrosi-
P CTAHJAPTOB WSSS npodeccno- | mporpam B TOM HHCIE TeJbHas
I (TPyROBBIX p porp J1a00pPaTOPHBIX IIpowus- padora
KOMIETEH™ | byHicnmii) HATBRHOTO | MBI, HacC. | peerg u KypcoBasi | YueOHasi | BOACTBEH-
nuH MOy 1t NpaKTHYeCcKuX | padora Has
3aHATHH
1 2 3 4 5 6 7 8 9 10 11
62 54 18 8
Bcero: 62 54 18 8




2.2. TemaTuyeCcKHH IJIAH U COAEPKAHUE NPOPECCHOHAIBHOI0 MOAYJIA



2.3. ConpoBo:x1eHUe peajin3anuy 00pa3oBaTeIbHON MPOrPaMMBbI €
NpUMeHEeHUEeM JIEKTPOHHOT0 00y4eHHsI M JUCTAHIMOHHBIX 00pa30BaTeIbHbIX
TEXHOJIOT M

OcBoeHue MmporpaMMbl MOXKET MPOBOJUTHCA C MPUMEHEHHEM 3JIEKTPOHHOIO
oOy4eHHsI M JIMCTAaHIIMOHHBIX 0oOpa3zoBarenbHbIX TexHoJorui (manee — JOT) mpu
HaJIUYAH  OOBCKTUBHBIX  YBAXKHUTEIBHBIX NPUUYMH  W/WIM  OOCTOSITEIIBCTB
HETMPEOIOMMMON  CHITBI  (POpC-MaXKOPHBIX  OOCTOSITENIBCTB), MPEMATCTBYIOIIAX
0OyJaronuMcsl W/ WM TIPEToaBaTesiM JIMYHO MPHUCYTCTBOBATH MPH IMPOBEIACHHUH
3aHSATHSL.

B sTom cnyuyae poryckaercs MpoOBOJUThH 3aHATHE YIAJIEHHO B COOTBETCTBUU C
paclucaHueM, YTBEPKICHHBIM PYKOBOJMTEIIEM CTPYKTYPHOTO MOApPA3[EiICHUs Ha
wiatgopMmax: ...



3. YCJIOBUS PEAJU3ALIUU TIPOTPAMMBI TIPO®ECCUOHAJILHOIO
MOJIVJIS

3.1. MuHUMAaJIbHOE MATEPHATBLHO-TEXHUYECKOE o0ecriedeHue peau3anumn
npo¢ecCHOHAILHOI0 MOIYJIA

[Ipodeccnonanpupiii moxyns IIM.02 '"T'ocynapcTBeHHBIC,MyHULIUTIATHHBIC
apXWBbI U apXMBbI OpPraHU3aALMN" peain3yeTcs B ...

3.2. UupopMmaniuoHHoe odecniedyeHUue peasu3aunuu NpoecCHOHAIBHOI0 MOAYJIA

Jns  peanuzanuu  mporpaMmbl  OMOMMOTEYHBIM (OHI 00pa30BaTEIIbLHOM
OpraHM3alliii HWMEeT TIeYaTHbIE W/WIM OSJCKTPOHHBIE O00pa3oBaTeNbHBIE |
WHOOPMAITMOHHBIC  PECypChl,  PEKOMEHAYEeMble  JJI1  HWCIIOJIB30BAaHUS B
o0pa3oBaTebHOM IMpOIIECCe.

IIOHO.]IHI/ITCJIBHLIC HCTOYHUKMH:
Ne i/m bubnuorpaduueckoe onucanue

HNuTepHer-pecypcesbl

3.3. O0mue TpeOOBAHUSA K OPraHU3ANUM PeaTU3AIUMUA U OCBOCHUS
npo¢ecCuHOHAILHOT0 MOXYJIS

3.4. KaapoBoe o0ecnieuenne 00pa3oBaTeibHOIO nmpoiecca

Peanmuzanus IPOTPAMMBI po(heCCHOHATEHOTO MOIyNs  JIOJDKHA
o0ecIeuynBaThCsl TMEIarorTHYeCKUMH KaJpaMy, UMEIOIIUMH BBICIIIEE 00pa3oBaHUE,
COOTBETCTBYIOIIEE TPOGUIIO TpernoaaBaeMoro Momayis. OmnbIT AeSITETbHOCTH B
OpraHW3alMsIX  COOTBETCTBYIOIIEH  MpodecCHoHaIbHONW  cepbl  sBIsAETCS
00s13aTeNbHBIM I TIPETOaBaTesIeii, OTBEUAIOIINX 3a OCBOCHHE OO0YYaIOIIUMCS
MPo(eCCUOHATILHOTO ITUKJIA, 3TH MPEMOIaBATENIN JOJKHBI TPOXOAUTH CTAKUPOBKY B
PO IIBHBIX OPTAHU3AIUAX HE PE’kKe OJTHOTO pas3a B 3 roja.



4. KOHTPOJIb U ONIEHKA PE3YJIbTATOB OCBOEHUA
MPOPECCHUOHAJIBHOI'O MOAYJIA (BUJA AEATEJABHOCTHN)

KoHTponbs 1 oljeHKa pe3ynbTaTOB OCBOEHMSI 3JIEMEHTOB MPO(ECCHOHAIBHOTO
moaynss I[IM.02  "I'ocymapcTBEHHbIE,MyHHUIIMNAIbHBIE apPXHBbl W  APXUBBI
OpraHu3alMi" OCYIIECTBIISIETCS MPENOAABATEISIMY B IIPOLIECCE U3YyUEHUs MaTepuana
B paMKax TEKYyLIEro KOHTpojis B (opMe ... , a TaKKe B paMKax IPOBEICHUS
IPOMEXYTOUHOM aTTecTaluy B (popmax, NpeayCMOTPEHHBIX YUYEOHBIM IJIAHOM.

B memsx KOHTpONA W OLEHKM PE3yJIbTATOB OCBOCHUS  JJIEMEHTOB
npo¢ecCUOHATLHOTO MOAYJIS MPEenojaBaTesIMU UCTIOJIb3YIOTCS Pa3InYHbIE METOBIL:

OCHOBHBIE ITOKA3aTENN U KPUTEPUHN OLICHUBAHUS 3HAHWUW, YMEHHUW, HABBIKOB U
COPMUPOBAHHOCTH  KOMIIETEHIIMM, TEepeYeHb KOHTPOJbHBIX  MaTEpHaJIoB,
IIPUMEHSEMBIX Ul TEKYIIEH OLICHKH YCIIEBAEMOCTH M 3aJaHUsA IIPOMEXKYTOYHON
aTTecTallud IO 3JIEMEHTaM MNpOo(eCCHOHATBHOTO MOYJS OTpaXkeHbl B (OHIAX
oneHouHbIX cpeacts no I1IM.02 "I'ocymapcTBeHHBIE,MyHULIMIIAIbHBIE APXUBBI U
apXWBbI OpraHu3anun'.

OueHka pe3yabTaToB OCBOCHUSI TmpodeccruoHanbHOro Moayis [IM.02
"I'oCcy1apCTBEHHBIE,MyHULIMIIAJIbHBIE ~ APXWBBI M ApXUBBl  OPTaHU3ALMMN"
OCYILECTBIIIETCA  DK3aMEHAIIMOHHOM  KOMMCCHUEH B  paMKax  IIPOBEICHMS
IPOMEXYTOUYHOM aTrTecTaluu B opme ... .

OCHOBHBIE TOKa3aTENIN U KPUTEPUU OLICHUBAHUS 3HAHWUM, YMEHUI, HABBIKOB U
c(OPMUPOBAHHOCTH KOMIIETEHLIUH, a TaK)Ke MepeueHb KOHTPOJIbHBIX MaTEpUajoB,
MIPUMEHSIEMBIX IS IPOBEICHHUS ...



