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1. OBIIASI XAPAKTEPUCTUKA PABOYEH ITPOI'PAMMBbBI
HPOPECCHUOHAJIBHOI'O MOAYJISA IIM.02 Ob6ecnneyeHne COXpaHHOCTH
AOKYMEHTOB

1.1. Heas u niiaHnpyeMble pe3yJabTaThbl 0CBOeHHS NMPO¢ecCHOHATBHOIO
MOLYJIsl

PabGouass mporpamma mpodeccrmoHanpHOTO MOIyNs (mamee — pabodas
nporpamMma)  SIBIISIETCS  4acThl0  0Opa3oBaTeNbHONW  MPOTPAaMMBI  CPEIHETO
po(heCCHOHATBFHOTO O00pa30BaHUsI — TPOTPAMMBI TOATOTOBKH CIEIHAIMCTOB
cpemHero 3BeHa U paszpabortana B coorBercTBur ¢ ®I'OC CIIO mo crienuaibHOCTH
46.02.01 JloxymeHTalMOHHOE OOeCreueHne YIpaBJICHUS U apXHUBOBEJCHUE,
npo(ecCHOHANPHBIMA ~ CTaHJAPTaMd M C YYETOM OIICHOYHBIX MaTepuasoB
Bopuackuiic no KommneTreHuuu

B pesynpraTte nzydeHus: mpopecCHOHATHHOTO MO OOYUYAIOIIUICS TOJDKEH

OCBOWTH OCHOBHOM BHJ JEATETBHOCTH «» M COOTBETCTBYIOIIUE OOIIUE U
npodeccruoHanbHble KOMIETEHIIMU, TPYyJAoBble GyHKUMU U pazaensl WSSS mo
KOMIIETEHIIUH

1.1.1. IlepedyeHn 0OMMUX KOMIETEHIIUM

Kona HaumeHoBaHue 001MX KOMIIETEH NI
OK 01. Br16upats ciocoObl pelieHus 3aaa4d npopeccCuoHaTbHON
JESTeTbHOCTH MPUMEHUTEIFHO K PAa3JIMYHBIM KOHTEKCTaM
OK 02. Hcnonb30BaTh COBPEMEHHBIE CPEICTBA MOUCKA, aHAIN3a U

uHTepnpeTanuu nHpopmauu 1 "HGOPMAIIMOHHBIE TEXHOJIOTHH IS
BBITIOJIHEHUS 33124 TPOPECCHOHAIBHOMN JACSITEIbHOCTH

OK 03. [TmanupoBath 1 peann30BbIBaTH COOCTBEHHOE MPOQPECCHOHAIIBHOE U
JUYHOCTHOE Pa3BUTHE, IPEANTPUHUMATEILCKYIO IEATCILHOCTD B
npodeccuoHabHOU cepe, UCTI0JIb30BATh 3HAHUS 110 (PUHAHCOBOM
I'PaMOTHOCTH B Pa3JIMYHBIX KU3HCHHBIX CUTYAITASIX

OK 04. D¢ (DeKTUBHO B3aMMOICHCTBOBATH U pab0OTaTh B KOJUIEKTUBE U
KOMaH/1e
OK 05. OCyIIEeCTBIIATh YCTHYIO M TUCBMEHHYI0 KOMMYHUKAIIUIO Ha

rocy1apCTBEHHOM sA3bIke Poccuiickont denepannu ¢ yueToM
0COOCHHOCTEH COIMAIbHOTO M KYJIbTYPHOTO KOHTEKCTa

OK 06. [IposABAATH rPaKIAHCKO-MIATPUOTUYECKYIO MO3ULIUIO,
JEMOHCTPUPOBATH OCO3HAHHOE MOBEIEHNE HA OCHOBE TPAAUIIMOHHBIX
OO0ILIIEYeIOBEYECKUX [IEHHOCTEH, B TOM YHCIIE C YYETOM
rapMOHHU3AIMN MEKHAIIMOHAJIBHBIX U MEKPEIUTHO3HBIX OTHOIIECHUH,
MPUMEHSITh CTAHJAPThl AHTUKOPPYIIIMOHHOTO TTOBEJICHUS

OK 07. ConelicTBOBaTh COXPAHEHUIO OKPYKAIOIIEN CPEMBL,
pecypcocOepeKeHUI0, MPUMEHATh 3HaHUsI 00 U3MEHEHUU KIIUMaTa,
TMPUHITUIIBI OEPEKITMBOTO MTPOU3BOACTBA, d(PPEKTUBHO IEHCTBOBATH B
YPE3BBIUYANHBIX CUTYAIUSIX




Kon HaumeHoBaHue 00IIMX KOMIIETEeHIINI
OK 08. Hcnonp3oBath cpeacTBa GU3NIECKON KYIbTYPHI U1l COXPaHEHUS U
YKpEeIUICHUS 3/I0POBBs B Mpo1iecce MpodheccCnoHaTbHOM NesITENbHOCTH
U TIOJ/Iep KaHus HEOOXOIMMOTO YPOBHSA (PU3HUECKOM
MOJITOTOBJICHHOCTH
OK 09. [Tonb3oBaThCs MPOPECCUOHATBHON JOKYMEHTAIMEH Ha

rocygapCTBCHHOM UM MHOCTPAHHOM S3bIKAaX

1.1.2. ITepeyens npodeccnoHaTBLHBIX KOMITCTCHITHHA

Kon

HaumeHoBaHue BUIOB JAeSITEJIbHOCTH U PO(PecCHOHATBHBIX
KOMIIEeTeHII NI

BJ 1

OCYIIECTBJICHUE OPraHN3aAlIMOHHOT0 H JOKYMCHTAIIHOHHOI'O
oOecreuyeHus ACATCIBHOCTH OPIraHu3annuu,;

IIK 1.1.

OcymiecTBIsATh MpUeM-TIepeaady ypaBieHIeCKOW HH(POPMAITUHU C
ITOMOIIIBIO CPEJICTB HHGOPMAIIMOHHBIX 1 KOMMYHHUKAITHOHHBIX
TEXHOJIOTUN

[IK 1.8.

OCI)OpMJIHTB JAOKYMCHTHEI 110 IMYHOMY COCTAaBY U OPIraHU30BbLIBATH
pa60Ty C HUMH, B TOM 4YHCJI€ C UCIIOJIb30BaAaHHUECM
ABTOMATHU3UPOBAHHBIX CUCTEM

[IK 1.9.

OpraHu30BbIBaTh TEKYILIEE XPAHEHHUE IOKYMEHTOB, 00pabOTKYy Aei
JUTSL OTIEPATUBHOTO M apXUBHOTO XPAaHEHHsI, B TOM UHUCIIE C
MCIOJIb30BAaHUEM aBTOMATU3UPOBAHHBIX CUCTEM

[IK 2.1.

Ocy1iecTBIsATh KOMIUIEKTOBAHUE aPXUBHBIMU JI€JIaMU
(IOKyMEHTaMM) apXyBa OpPraHU3aIuU

[IK 2.2.

BecTu ydet apxuBHBIX A€ (JIOKYMEHTOB), B TOM YHCIIE C
MCIMOJIb30BAaHMEM aBTOMATU3UPOBAHHBIX CHCTEM

[IK 2.3.

OcCy1IecTBIATh XpaHEHUE apXUBHBIX JIE€] (IOKYMEHTOB) C
MTOCTOSTHHBIM CPOKOM XPAHEHUS U 110 JTUYHOMY COCTaBY B APXHUBE
OpraHu3alun

[IK 2.4.

OcymecTBIATh XpaHEHUE, KOMIUICKTOBaHHUE, YYET U UCIIOJIh30BaHUC
nen (TOKyMEHTOB) BPEMEHHOTO XpaHEHUs

[IK 2.5.

Ocy11ecTBIATh UCIOIB30BAHUE APXUBHBIX € (JOKYMEHTOB), B TOM
YHUCJIE C UCITOJIBb30BAHUEM ABTOMATU3UPOBAHHBIX CUCTEM

B/ 2

OPraHM3anusa apXUBHON padoThI 0 JOKYMEHTAM OPraHu3anui
pa3Jn4HbIX ()OPM COOCTBEHHOCTH.

[IK 1.1.

Ocy1ecTBIIATh IpUEM-Tiepeiavy yrpaBieH4ecKo HHPpopMaluu ¢
MOMOILBIO CPEJCTB MHOOPMAITMOHHBIX M1 KOMMYHUKAIIMOHHBIX
TEXHOJIOTUH

[IK 1.8.

O(bOpMHHTB JAOKYMCHTHI 110 IMYHOMY COCTAaBYy U OPraHU30BbLIBATH
pa60Ty C HUMH, B TOM 4YHCJIC C UCIIOJIb30BaHHNECM
ABTOMATHU3HUPOBAHHBIX CUCTCM

IIK 1.9.

OpraHu30BBIBaTh TEKYIIEE XPAHCHHUE IOKYMEHTOB, 00pabOTKYy ael
JUTsI OTIEPATUBHOTO ¥ ApXUBHOTO XPAHEHMSI, B TOM YHCIIE C
WCITOJIb30BAHUEM aBTOMATHU3UPOBAHHBIX CHCTEM

IIK 2.1.

OCYH_IGCTBJ'IHTB KOMIIJICKTOBAHNC apXWBHBIMHU JICJIaMH




Kox HaunMeHoBaHue BUI0OB AeATeILHOCTH H npogeccHOHATbHBIX
KOMIIeTeHIIU

(TOKyMEHTaMH) apXrBa OpraHU3alUuu

K 2.0, Bectu yueT apxuBHBIX Jie (TOKyMEHTOB), B TOM YHCIIE C
HCII0JIb30BAaHUEM aBTOMATU3UPOBAHHBIX CUCTEM
Ocy1ecTBIATh XpaHEHUE apXUBHBIX JIE] (JIOKYMEHTOB) C

[IK 2.3. | MOCTOSIHHBIM CPOKOM XpaHEHUS U 10 JTUYHOMY COCTaBY B apXUBe
OpraHu3aluu

K 2 4. OcCy1IecTBIIATh XpaHEHUE, KOMIUIEKTOBAHUE, YUET U UCIIOIb30BaHUE
Jen (TOKYMEHTOB) BPEMEHHOI'O XPAHEHUSI

0K 2.5. Ocy1iecTBISATh UCTIOJIb30BAHUE APXUBHBIX J€] (IOKYMEHTOB), B TOM
YHUCJIE C UCIIOJIb30BAHNEM aBTOMATU3UPOBAHHBIX CHCTEM

1.1.3. [lepeyenn Tpya0BbIX HYHKIUN

Kon

HaunMeHnoBanue npogecCHOHAIBHBIX CTAHIAPTOB,
00001ICHHBIX TPYAOBBIX (DYHKIUI U TPYAOBbIX (PYHKIUMHU

07.002

CrenuajucT Mo OPraHu3anMoOHHOMY U IOKYMEHTAIIMOHHOMY
o0ecrneyeHHI0 YIIPaBJIeHUsI OpraHu3anmeii

OT® A. OpranuzaliuoHHOE 00eCIIeYeHUE IEITEIbHOCTH OpraHu3alnu

Td A/01.3. | [Ipuem u pacnpezaencHue Teie()OHHBIX 3BOHKOB OpraHU3alluN
Td A/02.3. | Opranusaiiusi pabOThI C TOCETUTEISIMH OpraHU3aIMN
Td A/03.3. | BeimoaHeHHE KOOPIUHUPYIOMUX U 00CCTICUMBAOIINX (DYHKITHIA

OT® B. /lokymeHTanimoHHoe obecriedeHue AesITeIbHOCTU OpraHu3aluu

Td B/01.5. | Opranuzanus paboThl C JOKYMEHTaMH
Td B/02.5. | Opranuzanus TeKyIiero XxpaHeHus JOKYMEHTOB
Td B/03.5. | Opranuzanus o0pabOTKH A€ IS MOCISAYIOIEr0 XpaHSHHUs

OT® C. OpranuzaiioHHOe, TOKYMEHTAIIMOHHOE 1 HH(POPMAIIUOHHOE
obecrieueHue AeSTeIbHOCTA PYKOBOJIUTENSI OpraHU3alluu

Td C/01.6. | OkazaHue MOMOIIHM PYKOBOIUTEIIO B IUNIAHKPOBAHUU Pab0OYEro
BpPEMEHH

Td C/02.6. | [lnanupoBanue paboyero JIHs CeKpeTaps

Td C/03.6. | Opranmzanus Teae)OHHBIX IIEPETOBOPOB PYKOBOIUTENS

Td C/04.6. | Opranuzanus KOMaHIUPOBOK PYKOBOIUTEISA

Td C/05.6. | Opranusanus paOOThI C MOCETUTEIIIMU B IPUEMHOMN
PYKOBOIUTEIS

Td C/06.6. | Opranuzanus NoAroTOBKH, IPOBEICHUS U 00CITY>)KUBaHUS
KOH()EPEHTHBIX MEPOTIPUITHN

Td C/07.6. | Opranu3anus UCTIOJTHEHUS PEIICHUH, OCYIIIECTBICHUE KOHTPOJIS
MCIIOJIHEHUS TOPYYCHUN PYKOBOIUTEIIS

Td C/08.6. | Opranuzanus u noaaepkanue GyHKIMOHAILHOTO Paboyero
POCTPAHCTBA MPUEMHOMN M KaOWHETa PYKOBOAUTES

Td C/09.6. | Pa3paboTka J0KaIbHBIX HOPMATHBHBIX aKTOB,
pPETIaMEHTHPYIOIIUX paboTy ceKpeTapsi

Td C/10.6. | CocraBienue u opopmiIeHHE YITPABICHYSCKON JOKYMEHTAIIUN

Td C/11.6. | Opranmusanus paboThI C JOKyMEHTaMH B TPHEMHOM




HaumenoBanue npogecCHOHAIBHBIX CTAHAAPTOB,

Kox . .
000011IeHHBIX TPYIOBbIX (PYHKIMI M TPYAOBBIX (PYHKIIUIA
PYKOBOIUTEIS
Td C/12.6. | Opranuzanus XpaHEHHUs JOKYMCHTOB B IIPHEMHOM
PYKOBOIUTEIS
Td C/13.6. | Obecneuenue pyKkoBoauTess nHGopManyei
Td C/14.6. | Opranmzanus ”HPOPMAIMOHHOTO B3aMMOICHCTBUS

PYKOBOJUTENS € MOAPA3AEICHUAMH U JOKHOCTHBIMU JTUIIAMU
OpraHu3aluu

OT® D. UadopManmmoHHO-aHATUTHYECKAS] K OPTaHU3AIMOHHO-
aIMUHUCTPATUBHAS NOAAEPKKA NEATECIbHOCTH PYKOBOJUTENS OPraHU3AllAN

Td D/01.6. | ®opmupoBanre nHHOPMALMOHHOTO B3aUMOICHCTBHS
PYKOBOJIUTEIISI C OpraHU3allusIMHU
Td D/02.6. | Ananu3 uHbopMaIMK U TOATOTOBKA HHPOPMALIMOHHO-
AHAJTMTHYECKUX MAaTepUaJIOB
Td D/03.6. | Opranusarusi JeJIOBBIX KOHTAKTOB U MPOTOKOJIBHBIX
MEPOIPUATHI
Td D/04.6. | OpraHu3anysi HCIIOJHEHUS PEIICHUN PYKOBOTUTEIIS
T® 01.6. dopmupoBanue HHHOPMAIIMOHHOTO B3aUMOICHCTBUS
Td 04.6. Opranu3zanus UCIOJHEHNUN PEMIEHUN PYKOBOIUTES
07.004 CnenmnajucT no ynpasJeHUI0 JOKYMEHTAMH OPraHU3aluu

OT® A. JlokymeHTallMOHHOE 0OEeCIIeYeHHEe yIpaBIeHUs] OpraHu3alnuen

Td A/04.6. | [IpoexkTupoBaHue, BHEAPCHUE U PA3BUTUE CUCTEMBbI
AJICKTPOHHOTO JOKYMEHTO000pOTa
07.004 CrenuajucT 1Mo ynpapJieHUI0 JOKYyMEHTaueil Oprannu3anmuu

OT® A. JlokyMeHTaIIMOHHOE 00eCTIeUeHNE YIIPABJICHUSI OpraHu3aluen

Td A/01.6. | PaspaboTka 1 BHEAPEHHE JOKATbHBIX HOPMATUBHBIX aKTOB I10
JOKYMEHTAIlMOHHOMY 00€CIIEUeHHIO YITPABJICHUs OpraHu3aleit

Td A/01.6. | PaspaboTka v BHEJAPEHHUE JOKAIbHBIX HOPMATHBHBIX aKTOB B
00JacTy ynpaBiaeHUs TOKYMEHTaMH OpraHU3aluu

Td A/02.6. | Opranuzanus JOKyMEHTHPOBAHHS YIIPABICHYCCKOM
JESITEIbHOCTH B OpTraHU3aIluu

Td A/02.6. | Opranu3zanus JOKYMEHTHPOBAHUS JCIATEIBHOCTH B
OpraHHU3aIiH

Td A/03.6. | Opranusaiiusi JOKYMEHTO000pOTa B OpraHU3al|K

Td A/04.6. | OcymiecTBieHue pabOT MO MPOSKTUPOBAHUIO U BHEIPEHHUIO
CUCTEMBI DJIEKTPOHHOTO IOKYMEHTO000poTa B chepe
JOKYMEHTAI[MOHHOTO YIIPABJICHUsI OpraHU3aI|H

Td A/04.6. | [IpoekTupoBaHue, BHEAPCHUE U PA3BUTUE CUCTEMBI
AJIEKTPOHHOTO JOKYMEHT0000pOTa

Td A/05.6. | OcymectBiacHre HHPOPMALIMOHHO-CITPABOYHOM PabOTHI C
JOKYMEHTaMu OpraHu3aluu

Td A/06.6. | OcymiecTBieHHEe KOHTPOJIIS POIIECCa B CPOKOB HCIIOJTHEHHSI
JOKYMEHTOB B OPTaHU3alIUU

Td A/07.6. | Opranu3aiysi OepaTHBHOTO XPAHEHUS TJOKYMEHTOB B




HaumenoBanue npogecCHOHAIBHBIX CTAHAAPTOB,

Kox . .
000011IeHHBIX TPYIOBbIX (PYHKIMI M TPYAOBBIX (PYHKIIUIA
OpraHM3aliy U TIepeIadn I JUIS MOCIEIYIOMEro XpaHeHUs
Td A/07.6. | Opranu3zaius XpaHeHHs TOKYMEHTOB B OpTaHU3aIK U
nepeavn JeNl Ha apXUBHOE XpaHEHUE
Td 01.6. Pa3paboTka 1 BHEApEHHE JIOKATBHBIX aKTOB 10
JOKYMEHTAIIMOHHOMY 00€CIICUCHHIO YITPABJICHUS OpTaHu3aIei
T 03.6. Opranu3zaius JOKyMEHT0000pOTa OpraHnu3aluu

OT® B. PykoBoACTBO J€ATEIBHOCTBIO MO TOKYMEHTALIHOHHOMY 00OECTIEUEHHIO
YOPaBJIEHHUsI OpraHu3anuen

T® B/01.7. PyKkoBOJICTBO €ATEIBHOCTBIO MOIPA3ICIICHHS 110
JIOKYMEHTAIMOHHOMY 00€CII€YEHHUI0 YIIPABJICHUS OpraHu3alluu

Td B/02.7. | Opranuzanus pa3paOd0TKH JIOKAIbHBIX HOPMAaTUBHBIX aKTOB U
METOJIMYECKHUX JOKYMEHTOB 10 JOKYMEHTAIIHOHHOMY
00€eCIeueHUI0 YIIPaBJICHHs OpraHu3aluu

Td B/03.7. [TocTpoeHue cucTemMbl TOKYMEHTAIIMOHHOTO 00ECIIeUeHHUs
YOPaBJICHHUS OPTaHU3aIliN

Td B/04.7. | OcymiecTBieHne KOHTPOIIS (PYHKITMOHUPOBAHUS CHCTEMBI
JOKYMEHTAITMOHHOTO 00CCTICUCHHMSI YIIPABICHHUS OpTaHU3aAINH

Td B/05.7. | CoBepIlIeHCTBOBAaHUE CHCTEMBI JJOKYMEHTAITHOHHOTO

oOecrieueHus yIpaBJIeHUs] OPTaHU3aIuU

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

Td 01.7.

PykoBOACTBO A€ATEIBHOCTHIO OAPA3ACIICHUS IO
JIOKYMEHTAIIMOHHOMY O0ECIICUCHHIO YIIPAaBJICHUS OpTaHu3aleit

OT® C. Ynpasn

CHHC HOKYMGHTaHHeﬁ OpraHu3alnuu

Td C/01.8.

Crparernueckoe IaHUPOBAaHUE U PYKOBOICTBO ITOCTPOCHUEM
€IMHOM CUCTEMBbI YIIPABJIECHUs TOKYMEHTALMEW OPraHUu3aluu

Td C/02.8.

VYmpasienue pa3paboTKO# JIOKATbHBIX HOPMAaTUBHBIX aKTOB
Opra”Hu3alyy 0 BONPOCAM YIIPABJIEHUS €€ JOKYMEHTaluEn

Td C/03.8.

VYnpaBiieHue 1eaTeIbHOCThIO 10 KOHTPOJIO (DyHKIIMOHUPOBAHMUS
BCEX CHCTEM JOKYMEHTALIMM OPTaHU3ALUU U €€
KOPHOPATUBHOI'O JJOKYMEHTO00OpOTa

Td C/04.8.

VYrpaBieHue IPOSKTaMH 110 BHEIPECHUIO KOPIIOPATUBHOM
CUCTEMBI JJIEKTPOHHOTO JJOKYMEHTO000POTa OPTaHn3allud U
pa3pabOTKe CTPATETUH €€ Pa3BUTHS

Td C/05.8.

Crparernueckoe IaHUPOBAHUE U PYKOBOJICTBO MTOCTPOCHUEM
€IMHOM CHCTEeMBI XpaHEHHUs JOKyMEHTAIBHOTO (PoHIa
OpraHu3aluu

Td 02.8.

VYmpasienue pa3pab0oTKOH JIOKAIBHBIX aKTOB OPTaHU3AIIAH T10
BOIPOCAM yIIPABJICHUS €€ JOKYMEHTAUEN

07.009

Cnenuaanct 1o ¢GopMUPOBAHMIO FJIEKTPOHHOIO APXMBA

OT® A. Beimonaenue padoT 1o co31aHuio rpaduyecKkux 00pa3oB JOKYMEHTOB B
CHCTEME AJEKTPOHHOTO apX1Ba

Td A/01.3.

‘ HOI[FOTOBK& JOKYMCHTOB K CKAHUPOBAHWIO IJIS1 QJICKTPOHHOTO




HaumenoBanue npogecCHOHAIBHBIX CTAHAAPTOB,

Kox N .
000011IeHHBIX TPYIOBbIX (PYHKIMI M TPYAOBBIX (PYHKIIUIA

apxuBa

Td A/02.3. | CkanupoBaHUE JOKYMEHTOB IS SJICKTPOHHOTO apXHBa

Td A/03.3. Bo3Bpar 10KyMeHTOB B MCXOIHBIN BU]I

Td A/04.3. | KoHTpois KauecTBa pe3ysIibTaTOB CKAHUPOBAHUS JOKYMEHTOB B
CHUCTEME DJICKTPOHHOTO apXUBa

Td A/05.3. | O6paboTka rpaduveckux 0Opa3oB JOKYMEHTOB B CHCTEME

QJICKTPOHHOI'O apXHBa

OT® B. ®opmupoBaHue 1 3arpy3Ka JaHHBIX B CUCTEMY 3JIEKTPOHHOT'O apXH1Ba

Td B/01.4. | Pacmo3HaBaHuE TEKCTa JOKYMEHTA IO CMBICITY M COAECPIKAHMIO C
HoCTeAyIoNIeH KiraccuuKanued 1 HHAeKcalueld B CUCTEME
AJIIEKTPOHHOTO apXHBa

Td B/02.4. | 3arpy3ka 000OIIEHHBIX JAHHBIX B CHCTEMY 3JICKTPOHHOTO

apxmBa

OT® C. PykoBOACTBO MPOLIECCOM CKaHUPOBAHMSI, BBOJIA U 0OpAOOTKHU JAHHBIX B
CUCTEME MIEKTPOHHOI'O apXUBa

T C/01.6.

VYrpaBieHue 1esTeIbHOCTHIO 10 KOHTPOJIIO
(GYHKIIMOHUPOBaHUS, BBOAA U 00paOOTKU JaHHBIX B CUCTEME
AIEKTPOHHOTO apX1Ba

Td C/02.6.

Pa3paboTka j0KanbHBIX HOPMATUBHBIX aKTOB IO BOIPOCAM
OpraHM3alMHU MMPOLECCAa CKAHUPOBAHHS B CUCTEME AJIIEKTPOHHOTO
apxuBa

T C/03.6.

Crparerndeckoe IIIaHUPOBAHKUE U IOCTPOEHHUE TIPOLIECCOB
CKaHMPOBaHUs, BBOJAa U 0OpabOTKH JIaHHBIX B CUCTEME
AJIEKTPOHHOI'O apXHBa

OT® C. PykoBOACTBO MPOIIECCOM CKAHUPOBAHUs, BBOJA U 00PaOOTKH JAHHBIX

Td 01.6. VYrpaBiieHue 1eSITEIbHOCTHIO IO KOHTPOJIIO
(GYHKIIMOHUPOBaHMS, BBOAA U 00paOOTKU JaHHBIX

Td 02.6. VYmpasienue pa3paboTKOil JIOKaTbHO-HOPMATHUBHBIX aKTOB
OpraHM3alMy [0 BOIIPOCaM OpraHM3alliy Mpolecca
CKaHMPOBAHUS

Td 03.6. Crparernyeckoe MmiIaHupOBaHUE U TTOCTPOCHUE MPOLIECCOB
CKaHMPOBaHUs, BBOJIa U 0OPAaOOTKH JTaHHBIX

07.013 Cnenuaanct uudgpoBoi Tpanchopmanuu

AOKYMEHTHPOBAHHBIX C(I)ep ACATCJIBHOCTH OPraHu3annuu

OT® A. TexHonornueckoe CONpoBOXKACHUE MUGPOBOI TpaHCHOPMAITHH
JIOKYMEHTUPOBAHHBIX CEp NEATeTLHOCTH OPTaHU3aIUU

Td A/02.5.

CucreMartuzanus CTpyKTYPUPOBAHHBIX JaHHBIX
JOKYMEHTHUPOBAHHBIX Cep MeATeTbHOCTH OPTaHU3AIUH JJIS
WCMOJIb30BaHUS U XPAHEHUSI

1.1.4. Pa3znensr WSSS o koMmmereHnmn




Pa3zgea

WSSS HaumenoBanue pa3aesna WSSS

1.2. Hesb U IUIaHUPYEMBbIE Pe3yJIbTAThHI 0CBOECHUS

B pamkax mnporpamMmbl TpPO(ECCHOHATBHOTO MOIYJS O0O0YYarOIIUMHUCS
OCBaMBAaIOTCs Cieayrolre yMeHus U 3HaHus B cooTBercTtBUU ¢ OI'OC CIIO mo
CHEIHATBHOCTH, MPO(PECCHOHANBHBIMU CTaHAapTaMu U pasaenamu WSSS 1o
KOMIIETEHIINH:

1.2.1. O0miye KOMIIETEHIIAH:

Kon
OK YMmenus 3HaHud

OK 01.
OK 02.
OK 03.
OK 04.
OK 05.
OK 06.
OK 07.
OK 08.
OK 09.

1.2.2. TIpodeccronanbHble KOMIETEHIINHU:

Kon
K IIpakTH4yecKHil ONbIT Ymenus 3nanus

1 2 3 4
ITK 1.1.
ITIK 1.8.
ITK 1.9.
ITIK 2.1.
I1IK 2.2.
11K 2.3.
11K 2.4.
IIK 2.5.

1.2.3. TpynoBsie PyHKIUU:

Kon IC Tpynossble 1eicTBUs YMeHus 3HaHHuA
uTo
1 2 3 4
07.002 CnenmajaucTt mo OpFaHH3aHHOHHOMy U JTOKYMEHTALMOHHOMY O0ecne4yeHHuIo
ylnpaBJieHUsl OpraHu3anueit

A - OpraamzaioHHoe o0ecrieueHne e TeNbHOCTH OPTaHnu3aluu
A/01.3

A/02.3
A/03.3




Kon IIC

u T® Tpynosble 1eiicTBUs YMeHus 3HaHHuA
1 2 3 4
B - JlokymeHTanmoHHOE 00ecreyeHue e TEIbHOCTH OPraHnu3aluu
B/01.5
B/02.5
B/03.5

C - OpranuzaimoHHoOe, JTOKYMEHTAIMOH

PYKOBOJIUTEIISI OpraHU3aluu

HOC U I/IH(bOpMaI_[I/IOHHOG obOecrieueHue JACATCIIBHOCTH

C/01.6

Cl02.6

C/03.6

Cl04.6

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 - Hndop

MAallMOHHO-aHAJIUTHYCCKasA
ACATCIIBHOCTH PYKOBOJUTCIIA OpraHru3alun

U OpraHU3allMOHHO-aJIMUHUCTPATUBHAA IMOAACPIKKA

D/01.6

D/02.6

D/03.6

D/04.6

01.6

04.6

07.004

Cl'leIII/IaJ'II/ICT 110 YIIPABJCHUIO TOKYMECHTAMHU OpraHusalum

A - Z[OKYMCHTS.I_II/IOHHOC obecrneucHue YIIPpAaBJICHUSA OpFaHHSaHHCﬁ

A/04.6

07.004

Cl'leIII/IaJ'II/ICT 110 YIIPABJCHUIO )IOKyMeHTaIII/Ieﬁ OpraHusanmum

A - JlokyMeHTaIlMOHHOE 00ecleyeHue yi

ABJICHUA Opl"&HPI?»B.LIHGfI

A/01.6

A/01.6

A/02.6

A/02.6

A/03.6

A/04.6

Al04.6

A/05.6

A/06.6

A/07.6

A/07.6

01.6

03.6

B - PyKkoBOACTBO [eATENBHOCTBIO TO JOKYMEHTAIIMOHHOMY OOECIICUECHHUIO YIPABICHUS

Opra"u3aiuen

B/01.7




Kon IIC

T OBBbI€ JelicTBUA YMmenns 3HaHud
u Td pya a

1 2 3 4

B/02.7

B/03.7

B/04.7

B/05.7

B - PykoBOACTBO I€STEIbHOCTHIO MOJPA3/AEIECHUS 10 JOKYMEHTAMOHHOMY OOECIEeUCHHIO
YIIPABJICHUS OpraHUu3alyen

017 | |

C - Ynpasnenue TOKyMEHTAIMEH OpraHu3aiun

C/01.8

C/02.8

C/03.8

C/04.8

C/05.8

02.8

07.009 Coenuanuct no ¢GopMHPOBAHHUIO YJIEKTPOHHOT0 APXHBA

A - Brimoanenue pa60T 110 CO31aHHIO Fpa(1)I/I‘l€CKI/IX o6pa30B AOKYMCHTOB B CHUCTEMC
9JICKTPOHHOI'O apXuBa

A/01.3

A/02.3

A/03.3

A/04.3

A/05.3

B - ®opMupoBaHue u 3arpy3ka JaHHbIX B CHCTEMY 3JIEKTPOHHOT'O apXHBa

B/01.4

B/02.4

C - PYKOBOI[CTBO mponeccomMm CKaHHUpOBaHUsA, BBOJAAa U O6pa6OTKI/I JaHHBbIX B CHCTCMC
SJICKTPOHHOI'O apXHuBa

C/01.6

C/02.6

C/03.6

C - PykoBOJICTBO MPOIIECCOM CKAaHUPOBAHUS, BBOJIA M 00PaOOTKH JTAHHBIX

01.6

02.6

03.6

07.013 Cnenmanuer nu@poBoil TpanchopManMu JOKYMEHTHPOBAaHHBIX cdep
' AeTeJIbHOCTH OPraHu3aluu

A - TexHonoruyeckoe COpoBOXKIACHNUE UPPOBON TpaHCHOpPMALIUU JOKYMEHTUPOBAHHBIX chep
JIeSITeIbHOCTH OpraHu3aluu

AI025 | | |

1.2.4. Pa3znensr WSSS 1o koMmrereHnmn

Pasznen

WSSS YMmennst 3HaHud
1 2 3
1

1.3. Kosin4yecTBO 4acoB, 0TBOJUMOE HA OCBOEHHE NMPO(PeCCHOHATBLHOTO MOTYJIs



O06beM 00pa3oBaTEIBHON MPOTPaAMMBI 10 TIPodeccuoHaTbEHOMY MOy 0 — 50
4ac., UX HUX:

1.4. Ucnosb3oBanue yacoB BapuaTuBHou yactu IIICC3



2. CTPYKTYPA U COAEPKAHUE NTPO®ECCUOHAJIBHOI'O MOAYJIsA
2.1. CTpykrypa npo¢ecCHOHAIBHOT0 MOAYJIA

O0bem npodeccHoOHAIBLHOT0 MOYJIfA, AK.YAC.
Koapl HauMeHoBa PatGora o0yuyaromuxcsi BO B3aUMOJAEHCTBUM € MPenojaBaresiemM
Koabt 06
npogec- | odpeceno- Hus BEM | O0yueHue M0 MeKIMCUUILIHHAPHBIM
CHOHAJIb- p IpakTHKH
pa3nesioB oOpa3oBa KVDCAM
HEIX 1 HAJIbHBIX Pa3nennl (MIIK) TeLHOI yp Camocrosi-
P CTAHJAPTOB WSSS npodeccno- | mporpam B TOM HHCIE TeJbHas
m (TPyROBBIX p porp J1a00pPaTOPHBIX IIpowus- padora
KOMIETEH™ | byHicnmii) HAJILHOTO | MBL HaC. | Beerg H KypcoBasi | YueOHasi | BOACTBeH-
nuH MOy 1t NpaKTHYeCcKuX | padora Hast
3aHATHH
1 2 3 4 5 6 7 8 9 10 11
50 40 20 10
Bcero: 50 40 20 10




2.2. TemaTH4eCKHUil IJIaH U coJep:kaHue MPoecCHOHATBLHOT0 MOIYJIs



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

OcBoeHue nporpaMMbl MOKET MPOBOJIUTHCS C MPUMEHEHUEM 3JIEKTPOHHOIO
oOy4eHHsI ¥ JIMCTaHIMOHHBIX oOpa3zoBarenbHbIX TexHoJorui (manee — JOT) mpu
HaJIUYAH  OOBCKTUBHBIX  YBAXKHUTEIBHBIX NPUUYMH  W/WIM  OOCTOSITEIIBCTB
HETMPEOIOMMMON  CHITBI  (POpC-MaXKOPHBIX  OOCTOSITENIBCTB), MPEMATCTBYIOIIAX
O0OyJaronMMCcsl W/WJIM TPEToaBaTessiM JIMYHO MPUCYTCTBOBATh MPH IPOBEIACHHUH
3aHSATHSL.

B sTom cnyuae poryckaercs MpOBOJUThH 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 peau3anun
npo¢ecCHOHAILHOI0 MOIYJIA

[Ipodeccuonanbupiii  Momyar  [IM.02  "OGecrmeueHue  COXPaHHOCTH
JIOKYMEHTOB" peaau3yercs B ...

3.2. UupopMmaniuoHHoe odecniedyeHUue peasu3aunuu NpoecCHOHAIBHOI0 MOAYJIA

Jns  peanuzanuu  mporpaMmbl  OMOIMOTEYHBIM (HOHI 00pa30BaTEIbHOM
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

Hepnozmqecmle NnevYyaTHbl€e U3JaHUA

3.3. O0mme TpeOOBAHUSA K OPraHU3ANUM PeaTU3aAIMUA U OCBOCHUS
npo¢ecCuHOHAILHOT0 MOXYJIS

3.4. KaapoBoe o0ecnieuenne 00pa3oBaTeibHOIO Mpoiecca

Peanuzanus IPOrPaMMBI po(heCCUOHATIBHOTO MOy JIse JOJDKHA
o0OecneunBaThCs MEAArOTMYECKUMHU KaJpaMH, HMEIOIIMMHU BbICIIee 00Opa3oBaHUE,
COOTBETCTBYIOIIEE NPOQUII0 TpernoaaBaeMoro Monyis. OnbIT AEsTeTbHOCTH B
OpraHM3alusIX  COOTBETCTBYIOIIEH  MpodeccHOHANbHON  cdepbl  sBIsETCS
o0si3aTeNbHBIM 711 TIpernojaBaTesiel, OTBEUalolUX 3a OCBOCHHE OO0YYaroIIMMCS
npo(ecCUOHaTBHOTO IUKJIA, 3T MPENOoJaBaTeN J0KHBI IPOXOIUTh CTAXKUPOBKY B
npOo(HUIIBHBIX OpraHU3alUsAX HE pexe OJTHOTO pa3a B 3 roja.



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

KoHTponb U olieHKa pe3yslbTaTOB OCBOCHHS AJIEMEHTOB MPO(ecCHOHATBHOTO
moaynst I[IM.02 "OOecnedyeHne COXPaHHOCTH JTOKYMEHTOB" OCYIIECTBIISACTCS
IPETIoIaBaTel MU B MPOIIECCE U3yUSHUSI MaTepraia B paMKax TeKYIIero KOHTPOJIS B
dopmMe ... , a TaKKe B paMKax MMPOBEICHUS MPOMEKYTOUHON aTTeCTaIl B opMax,
IPEyCMOTPEHHBIX yUeOHBIM TUTAHOM.

B 1mensx KOHTpPOJIS W OIEHKH pPe3yJIbTaTOB OCBOCHUS JJIEMEHTOB
po(hecCHOHATEHOTO MOTYJIS MPETO1aBaTEISIMU UCTIONB3YIOTCS PA3TUYHbBIC METOIBI:

OcHOBHBIE TTOKA3aTEIN U KPUTEPUHN OLICHUBAHUS 3HAHUW, YMEHUMN, HABBIKOB U
c(OPMHUPOBAHHOCTH  KOMIIETEHIIMN, TEpPEeUYeHb KOHTPOJBHBIX  MAaTE€pHUAJOB,
NPUMEHSIEMBIX ISl TEKYIIEH OLIEHKH YCHEBAEMOCTH M 3aJaHUsl IMPOMEXKYTOUYHOMN
aTTeCTalMM TI0 dDJEMEHTaM MPO(PECCHOHAIBHOTO MOIYJs OTpakeHbl B (hoHIaX
orleHoYHBIX cpeacts o [IM.02 "Obecneuenre COXpaHHOCTH TOKYMEHTOB" .

OueHka pe3yabTaToB OCBO€HUsI TMpodeccruoHanbHOro Moayis [IM.02
"OOecneueHUE COXPAHHOCTH JOKYMEHTOB" OCYIIECTBIISIETCA HYK3aMEHAIIMOHHOU
KOMHCCHEN B paMKax MPOBEJCHUS MPOMEKYTOUHOM aTTecTaluu B popMme ... .

OcHOBHBIE TTOKA3aTENU U KPUTEPUH OLICHUBAHUS 3HAHUN, YMEHUI, HABBIKOB U
c(hOpMHUPOBAHHOCTH KOMIETECHIINH, a TaK)Ke MepeueHb KOHTPOJIbHBIX MAaTEpPUAJIOB,
MPUMEHSIEMBIX JIJIs1 IPOBEJCHUS ...



