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1. OBIIASI XAPAKTEPUCTUKA PABOYEH ITPOI'PAMMBbBI
HNPOPECCHUOHAJIBHOI'O MOAYJIA IIM.04 IIpoekTHas 1eATEJIbHOCTH

1.1. Heas u nJiaHupyeMble pe3yabTaThbl 0CBOeHHS NMPO¢ecCHOHATBHOIO
MOy sl

PabGouass mporpamma mpodeccroHampHOTO MOIyNs (mamee — pabodas
mporpaMma)  fBIISIETCS  YacThl0  O0Opa30BaTENbHOW  MPOTPaMMBl  CPETHETO
npodeccHoHanbHOTO 00pa30BaHUsl — MPOrpaMMbl TMOJATOTOBKH CIHEIUATUCTOB
cpenHero 3BeHa u pazpabdorana B coorBercTBuM ¢ GI'OC CIIO no cnenuaibHOCTH
46.02.01 [loxyMeHTallmoHHOE OOECIICUCHUE YMpaBICHUSA U apXHWBOBEICHUE,
npodeccuonanbabiMu cTanaaptamu 07.002«Crnernuanuct mo opraHu3aluoOHHOMY |
JOKYMEHTAIUOHHOMY o0ecreyeHunto YIPABJICHUS OpraHu3aluen»;
07.004«Cnennanuct o YIIPaBJIEHUIO TOKYMEHTAMH OpraHu3aluny;
07.004«Cnenpaiict MO YHPABICHHIO  JOKYMEHTaUWMEWd  OpraHU3alun;
07.009«Cneuunanuct 110 (bopMHPOBaHHUIO AJIEKTPOHHOTO apXuBay;
07.012«Cnenmanuct apxuBay; 07.013«Cneunanuct 1udpoBoi TpaHchopMauu
JIOKYMEHTHUPOBAHHBIX C(ep AESITEIbHOCTH OpPraHU3alliu» U C YYETOM OIEHOYHBIX
MaTtepuanoB BopiaaCKWIIC Mo KOMIIETEHIINN

B pesynpraTe nzydeHus mpoPpecCHOHATBHOTO MOl OOyUYaAIOIIUICS TODKEH
OCBOWTH OCHOBHOW BHJ JEATCILHOCTH «OpPTaHU3AIMs apXUBHOW pabOTHl TI0
JOKyMEHTaM OpTraHu3alui pa3aTudHbIX (JOpM COOCTBEHHOCTH.

; OCYIIECTBJICHUE OPraHU3AIlMOHHOTO M JOKYMEHTAI[MOHHOTO OOeCIeUeHUs
JIeSITeTbHOCTH OPTaHU3AIlMM;» W COOTBETCTBYIOIINUE 00mUe W TpodeccruoHambHbIe
KOMIIETEHIUH, TPY/ZIOBbIE byHKIMN u paznesnbl WSSS o
KOMITETEHIIUN

1.1.1. Ilepeyenn 0OMMUX KOMOETEHIIUM

Kona HaumeHoBaHue 001IMX KOMIIETEH U
OK 01. Br16upath cioco0Osl pernieHus 3aaa4 mpodecCuoHaTbHON
JESATeTbHOCTH MPUMEHUTEITFHO K PA3JIMYHBIM KOHTEKCTaM
OK 02. Hcnonb30BaTh COBPEMEHHBIE CPEICTBA MOUCKA, aHAIA3a U

UHTepIpeTanuy HHopMauu U HHHOPMALIMOHHBIE TEXHOJIOTUHN AJIS
BBINIOJIHEHMSI 33/1a4 PO ECCUOHATIBHON eI TEIbHOCTH

OK 03. [1nanupoBaTh U peanr30BbIBaTh COOCTBEHHOE MPOQPECCHOHAIBHOE U
JUYHOCTHOE Pa3BUTHE, MPEANPUHIMATEILCKYIO IEITETFHOCTD B
npodeccuoHabHOU cepe, UCTI0JIb30BATh 3HAHUS 110 (PUHAHCOBOM
TPaMOTHOCTH B Pa3JIMYHBIX KU3HEHHBIX CUTYAIIHsIX

OK 04. D} heKTUBHO B3aMMOJICHCTBOBATh U pabOTaTh B KOJIJISKTUBE U
KOMaH/Ie
OK 05. OCyIIEeCTBIIATh YCTHYIO M MTUCbMEHHYI0 KOMMYHUKAIIUIO Ha

roCcyJ1apCTBEHHOM s3bIKe Poccuiickon denepanuu ¢ yueTtom
0COOEHHOCTEH COIMAILHOTO M KYJIbTYPHOTO KOHTEKCTa




Kon

HaumeHoBaHue 00IIMX KOMIIETEeHIINI

OK 06.

[TposIBAATE IpaXkIaHCKO-MIATPUOTUYECKYIO TTO3ULUIO,
JEMOHCTPHUPOBATH OCO3HAHHOE MMOBEICHNUE HA OCHOBE TPAAUIIMOHHBIX
00111€4esIOBEYECKUX [IEHHOCTEN, B TOM YHUCIIE C yYEeTOM
rapMOHM3AIMY MEKHALIMOHAIBHBIX U MEXPEITUTHO3HBIX OTHOIICHUH,
IPUMEHATH CTAaHAAPThl AaHTUKOPPYILIMOHHOI'O IOBEICHUS

OK 07.

CopeiicTBOBaTh COXPAaHEHUIO OKPYKAIOIIEH Cpebl,
pecypcocOepeKeHUI0, MPUMEHATh 3HaHUsI 00 U3MEHEHUU KIIUMaTa,
MPUHITUIIBL OEPEKIMBOTO MTPOU3BOACTBA, dPHEKTUBHO JIEHCTBOBATH B
YPE3BBIYANHBIX CUTYaAITAIX

OK 09.

[Tomp30BaTHCS PO ECCHOHATBHON JOKYMEHTAITUEH Ha
rOCyAapCTBEHHOM M HHOCTPAHHOM SI3bIKAX

1.1.2. [lepeyens npodeccuoHaTbHBIX KOMITETEHIIUN

Kon

HaumeHoBaHMe BUIOB JAeSITEJIbHOCTH M NMPO(PeCCHOHAIBbHBIX
KOMIIeTeHII M

B 1

OCYIIECTBJICHHUEC OPraHU3allMOHHOI0 H JOKYMECHTAIIHOHHOI'O
o0ecrneueHusl 1eATEJIbHOCTH OpraHm3almu,

[IK 1.1.

Ocy1IecTBIIATh IpUEM-TIEpeiavy yIpaBiIeHYeCKO HHPOpMaLnu ¢
MOMOILBIO CPEJCTB MHDOPMATMOHHBIX 1 KOMMYHUKAIIMOHHBIX
TEXHOJIOTUI

[IK 1.3.

BnaneTs HaBbIKaMM IJITAHUPOBAHUS pad0OYero BPEMEHH PYKOBOIUTEIIS
U CEeKpeTapsi

[IK 1.5.

Bnanets cnocobamu opranuzanuu paboyero mpocTpaHcTBa
MPUEMHON U KaOMHETa PYKOBOJAUTEIS

IIK 1.6.

OcyuiecTBiATh pabOTy IO MOATOTOBKE U IPOBEACHUIO
KOH(DEpEeHTHBIX MEPONPUATHIA, 00ecTIeunBaTh UHPOPMALIUOHHOE
B3aMMOJIEUCTBHE PYKOBOAUTEIS C MOAPA3ICTECHUSIMHU U
JOJKHOCTHBIMH JIMIIAMU OpTaHU3aL|H

[IK 1.7.

OdopmiiATh OpraHU3aMOHHO-PACTIOPAIUTEIbHBIE TOKYMEHTHI U
OpraHu30BbIBaTh PabOTy C HUMH, B TOM YHCJIE€ C UCIIOJIb30BAHUEM
aBTOMATU3UPOBAHHBIX CUCTEM

IIK 1.9.

OpraHu30BBIBaTh TEKYIIEE XPAHEHHUE IOKYMEHTOB, 00pabOTKY el
JUTsI OTIEPATUBHOTO U apXUBHOTO XPAHEHMSI, B TOM YHCIIE C
WCITOJIb30BAHUEM aBTOMATU3UPOBAHHBIX CHUCTEM

[IK 2.1.

OcyiecTBISATh KOMIUJIEKTOBAaHUE apXUBHBIMU JIeJIaMU
(IOKyMEHTaMHM) apXuBa OpraHu3aIuu

B/ 2

OpPraHu3anus APXUBHOW PadOTHI 10 JOKYMEHTAM OPraHu3auii
pa3Ju4HbIX ()OPM COOCTBEHHOCTH.

[K 1.1.

Ocy1iecTBIsATh pUEM-Tiepe1avy yrpaBiIeHIeCKOo HHPOPMaIIUU ¢
MTOMOIIIBIO CPEJICTB MH(DOPMAITMOHHBIX M KOMMYHHUKAITMOHHBIX
TEXHOJIOTUN

IIK 1.3.

BnaneTs HaBbIKaMHM IJITAHUPOBAHUS pabO4Yero BpEMEHU PyKOBOAUTEIIS
U CEeKpeTaps

IIK 1.5.

Bnanets cnocobamu opranuzanuu paboyero mpocTpaHcTBa




Kon

HaumeHoBaHHMe BUIOB JAeSITEJIbHOCTH U PO(PecCHOHATBHBIX
KOMIIeTeHII N

MPUEMHON U KaOUHETa PyKOBOIUTEIS

[IK 1.6.

Ocy1iecTBIATh paboTy MO MOATOTOBKE U MTPOBEACHUIO
KOH(EpEeHTHBIX MEPONPUATHIA, 00ecTIeunBaTh UH(POPMALIUOHHOE
B3aMMOJICUCTBHE PYKOBOAUTEIS C MOAPA3ICTICHUSIMU U
JOJDKHOCTHBIMU JIUIIAMU OpTaHU3aI|H

IIK 1.7.

OdopMIATh OpraHN3allMOHHO-PACTIOPSIIUTEIbHBIC TOKYMEHTHI U
OpraHU30BbIBAaTh PadOTy C HUMH, B TOM YHCJIE C UCIIOJIb30BAHUEM
ABTOMATU3UPOBAHHBIX CUCTEM

[IK 1.9.

OpraHu3oBbIBaTh TEKYIIEE XpaHEHUE JOKYMEHTOB, 00pabOTKy Je
JUTSl OTIEPATUBHOTO U apXMBHOI'O XPAHEHHMSI, B TOM YHCIIE C
MCIT0JIb30BAHUEM aBTOMATU3HPOBAHHBIX CUCTEM

[IK 2.1.

Ocy1ecTBIATh KOMIUIEKTOBAHUE ApXUBHBIMU JIeJIaMU
(IOKyMEHTaM1) apXyBa OpraHU3aIuU

1.1.3. [lepeyens Tpya0BbIX HYHKIUN

Kon

HaumenoBanue npogecCHOHAIBbHBIX CTAHAAPTOB,
0000 1ICHHBIX TPYAOBBIX (DYHKIUI U TPYAOBbIX (PYHKIMH

07.002

CrenuajucT Mo OPraHu3anuoOHHOMY U IOKYMEHTAIIMOHHOMY
o0ecrneyeHHI0 YIIPaBJIeHUsI OpraHu3anmeii

OT® A. OpranuzanmoHHoe o0ecreueHue AeATeIbHOCTH OpraHu3aliu

Td A/01.3. | [Ipuem u pacupeaencHue Tesie()OHHBIX 3BOHKOB OpraHU3alluu

Td A/02.3. | Opranusaius paboThI C MOCETUTEISIMU OpPraHU3aIHH

Td A/03.3. | BemmonaHeHHnEe KOOPIUHUPYIOMUX U 00CCIICUMBAOIINX (DYHKITHIA

OT® B. /lokymeHTanmonHoe obecreyeHue AesITeIbHOCTU OpraHu3aiuu

Td B/01.5. | Opranuzanus paboThl ¢ JOKYMEHTAMH

Td B/02.5. | Opranuzanus TEKyIero XxpaHeHus JOKYMCHTOB

Td B/03.5. | Opranusanus 00pabOTKH A€ I MOCISAYIONETO XPaHCHHSI

OT® C. Opranu3aiioHHOE, JOKYMEHTAIIMOHHOE U HH(POPMALIMOHHOE
oOecreyeHue AesITeIbHOCTH PYKOBOJIMTENS] OpraHU3aluu

Td C/01.6. | OkazaHue MoMOIIHM PYKOBOIUTEIIO B INIAHKPOBAHUN Pab0OYero

BPEMEHHU

Td C/02.6. | [lnanupoBanue paboyero IHsI ceKpeTaps

Td C/03.6. | Opranuzanus Tene)OHHBIX TIEPETOBOPOB PYKOBOIUTENS

Td C/04.6. | Opranuzanys KOMaHAHMPOBOK PYKOBOIUTEIIS

Td C/05.6. | Opranusanus pabOThI C MOCETUTEIIIMA B IPUEMHOMN
PYKOBOIUTES
Td C/06.6. | Opranusaius NOArOTOBKH, IPOBEJCHUS 1 00CITYKHBAHUS

KOH()EPEHTHBIX MEPOTPUSITHIA

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

VICTIOJIHEHHUSI IOPYYEHUN PYKOBOAUTEINS

Td C/08.6. | Opranuzanus u nojaepxaHre (yHKIHOHAIBHOTO paboyero

OPOCTPAHCTBA MPUEMHOM U KaOMHETa PYKOBOAMUTEIIS

Td C/09.6. | Pa3paboTka J0KaIbHBIX HOPMATHBHBIX aKTOB,




HaumenoBanue npogecCHOHAIBHBIX CTAHAAPTOB,

Kox N .
000011IeHHBIX TPYIOBbIX (PYHKIMI M TPYAOBBIX (PYHKIIUIA
pETIaMEHTUPYIOMINX PaboTy CeKpeTaps
Td C/10.6. | CocraBienue u opopMmiIeHHE YIIPABICHYSCKON JOKYMEHTAIIUN
Td C/11.6. | Opranuzanus pabOThI C JOKYMEHTaMU B IPHEMHOM
PYKOBOIUTEIS
Td C/12.6. | Opranmu3anus XpaHeHHS JOKYMEHTOB B IIPUEMHOI
PYKOBOJUTEIIS
Td C/13.6. | OGecnieuenue pyKoBoauTeIs HH(QOpManen
Td C/14.6. Opranu3zarust HHPOPMAITMOHHOTO B3aUMOJIEHCTBUS

PYKOBOJAUTCILA C IOAPA3ACICHUAMU U JOJDKHOCTHBIMHU JIMIIaMHA
OpraHu3annun

OT® D. UndpopManinoHHO-aHATUTUYECKAS] K OPTaHU3AIMOHHO-
aJIMUHUCTPATUBHAS NOAECPKKA NEATEIbHOCTH PYKOBOJUTENS OPraHU3allUN

Td D/01.6. | dopmupoBanre HHPOPMAIIMOHHOTO B3aMMOCHCTBUS
PYKOBOJIMTEIS C OPTaHU3aAlUSIMU
Td D/02.6. | Ananu3 uH(bOpMAIMK U TIOATOTOBKA HHPOPMAIIMOHHO-
AHATUTUYECKUX MAaTEPHUAaJIOB
Td D/03.6. Opranu3aius 1eJ0BbIX KOHTAKTOB U MPOTOKOJIbHBIX
MEPOIPHUITUN
Td D/04.6. | Opranusaiiyisi ICIIOJHEHUS PEIICHUN PYKOBOIUTEIIS
T® 01.6. dopmupoBaHue HHHOPMAIIMOHHOTO B3aUMOICUCTBUS
Td 04.6. Opranu3zaiiys UCTIOJTHEHUN pelIeHU PyKOBOIUTES
07.004 CrnenuaaucT no ynpapJjieHHI0 JOKYMeHTAMH OPraHu3aluu

OTD A. JlokymeHTaIlMOHHOE 0OECIIEUeHHE YIIPaBICHHs OpraHn3anuen

Td A/04.6. | [IpoexkTupoBaHue, BHEAPSCHUE U PA3BUTUE CUCTEMBI
AJIEKTPOHHOTO JOKYMEHTO0000pOTa
07.004 CrnenuajucT no ynpapJjieHHIO JOKYMeHTAlMel opraHu3anuu

OT® A. JlokymeHTaIlMOHHOE 00ECTICUeHHE YIIPaBICHUS OpraHu3anuen

Td A/01.6. | PaspaboTka 1 BHEAPEHHE JOKATbHBIX HOPMATUBHBIX aKTOB I10
JIOKYMEHTAITMOHHOMY 00ECIICUEHHUIO YIIPABJICHHS OpraHu3auen

Td A/01.6. | Pa3paboTka v BHEApPEHHE JOKATHHBIX HOPMATHBHBIX aKTOB B
00J1aCTH yIpaBJieHUs JOKYMEHTaMHU OpraHU3allun

Td A/02.6. | Opranuzarnus JOKyMEHTHPOBAHHS YIIPABICHYCCKOM
JIESITETLHOCTH B OPTaHU3aIuU

Td A/02.6. Opranuzanusi JOKyMEHTUPOBAHHUS ACSTEILHOCTH B
OpraHu3aINH

Td A/03.6. | Opranusaiius JOKyMeHTO000pOTa B OpraHU3al|K

Td A/04.6. | OcyiecTBiacHHE paObOT MO MPOSKTUPOBAHUIO M BHEPECHUIO
CHUCTEMBI JIEKTPOHHOT'O JIOKYMEHTO000pOTa B chepe
JOKYMEHTAITMOHHOTO YIIPABJICHHS OPTaHU3aIlin

Td A/04.6. | [IpoekTrUpoBaHUE, BHEIPCHHUE U PA3BUTHE CHCTEMBI
AIIEKTPOHHOTO JJOKYMEHTO000pOoTa

Td A/05.6. | OcymecTBieHne HHPOPMAITMOHHO-CITPABOYHOU PabOTHI C

JOKYMCHTAMM OPraHH3aIlun




HaumenoBanue npogecCHOHAIBHBIX CTAHAAPTOB,

Kon . .
00001IIeHHBIX TPYAOBBIX (PYHKIMI U TPYAOBBIX (PyHKIMii
Td A/06.6. | OcymiecTBieHHE KOHTPOJIS POIIECCa M CPOKOB HCITOJTHEHHSI
JOKYMEHTOB B OpraHU3aIiH
Td A/07.6. | Opranuzamysi OIepaTUBHOTO XpaHEHHUS IOKYMEHTOB B
OpraHu3alliy U Iepefayu e AJisl IOCIEIYIOEr0 XpaHeHH s
Td A/07.6. | Opranuzamusi XpaHEHUs TOKYMEHTOB B OpraHH3aluy U
nepeayy J1eN Ha apXUBHOE XpaHEHHE
Td 01.6. Pa3paboTka 1 BHEIpEHUE JIOKABHBIX aKTOB 10
JOKYMEHTAITMOHHOMY O0€CIIEYCHHUIO YIIPABICHUS OpraHu3aiuei
T 03.6. Opranu3zaius JOKyMEHT0000pOTa OpraHnu3aluu

OT® B. PykoBoACTBO A€ATEILHOCTHIO IO IOKYMEHTAIIUOHHOMY 00€CTICYCHHUIO
yIpaBJieHUs OpraHu3aluen

Td B/01.7. | PykKoBOACTBO JIEATEILHOCTHIO TOAPA3ICIICHUS 110
JIOKYMEHTAIIMOHHOMY 00€CIIEYEHHUI0 YIIPABJICHUS OpraHu3alluu

Td B/02.7. | Opranuzanus pa3paOdO0TKH JIOKAITEHBIX HOPMAaTUBHBIX aKTOB U
METOJAMYECKUX TOKYMEHTORB 10 TOKYMEHTAITMOHHOMY
00€CTICYEHUI0 YIIPABJICHUS OpraHu3aIuu

Td B/03.7. [TocTpoeHue cucTemMbl TOKYMEHTAIIMOHHOTO 00eCIIeUeHUs
VIPaBJICHUS OPTaHU3aIliN

Td B/04.7. | OcyiiecTBieHUE KOHTPOJIS (PYHKITMOHUPOBAHUS CHCTEMBI
JIOKYMEHTAI[MOHHOTO 00eCTIeUeHUsI YIIpaBIeHUs] OpraHu3aluu

Td B/05.7. | CoBepIllleHCTBOBAaHUE CHCTEMbBI JJOKYMEHTAIIHOHHOTO

oOecrieueHus yIpaBJICHUs] OPTaHU3aIuU

OT® B. PykoBOACTBO AEATEIBHOCTHIO TOAPA3AEIEHUS 110 JOKYMEHTALIMOHHOMY
00EeCIIEUYEHHUIO YIIPABJIEHUS OpraHu3aluen

Td 01.7.

PykoBOACTBO IEATENBHOCTHIO MOIPA3IEIICHUS IO
JIOKYMEHTAIIMOHHOMY O0ECIEUCHHIO YIIPAaBICHUS OpraHu3aleit

OT® C. Ynpasn

CHHC HOKYMGHTaHHeﬁ OpraHr3annuun

Td C/01.8.

Crparernueckoe MIaHUPOBAHUE U PYKOBOICTBO MTOCTPOCHUEM
€MHOM CUCTEMbI YIPaBJIEHHUS TOKYMEHTAMEW OpraHu3aluu

Td C/02.8.

VYmpasienue pa3padoTKO JIOKATbHBIX HOPMaTUBHBIX aKTOB
OpraHu3alyy Mo BONPOCAM YIIPABJICHUS €€ JOKYMEHTaluen

T C/03.8.

VYrpaBieHue AesITeIbHOCTBIO 0 KOHTPOJIO (DYHKIIMOHUPOBAHUS
BCEX CUCTEM JIOKYMEHTAllUU OPraHUu3aluu U ee
KOPIIOPATUBHOI'O JOKYMEHTO0O0pOTa

Td C/04.8.

VYnpasieHne NpoeKTamMu M0 BHEAPEHUIO KOPIIOPATUBHOU
CUCTEMBI SJIEKTPOHHOTO JIOKYMEHTO000pOTa OpraHU3aluU U
pa3pabOTKe CTPATETUU €€ Pa3BUTHUS

Td C/05.8.

Crpareruueckoe IaHUPOBAHUE U PYKOBOACTBO TOCTPOCHUEM
€IMHOM CHCTEeMBI XpaHEHHUs JOKyMEHTAIBHOTO (PoHIa
OpraHu3aluu

Td 02.8.

VYrpasienue pa3pab0OTKOH JIOKAIBHBIX AKTOB OPraHU3allu 110
BOIIPOCAM YIPABJICHUS €€ JOKyMEHTaluen

07.009

Cnenunanuct no ¢popMHUPOBAHUIO JIEKTPOHHOTO APXUBa




Kon

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

OT® A. BeimonHenue padoT Mo co3qaHuto rpaduIecKkux 00pa3oB JOKYMEHTOB B
CUCTEME IEKTPOHHOT'O apXHBa

Td A/01.3. | [loaroroBka TOKYMEHTOB K CKAHHPOBAHUIO LISl DJICKTPOHHOTO
apxuBa

Td A/02.3. | CkaHupoBaHUE TOKYMEHTOB JJIsl 3JICKTPOHHOTO apXUBa

Td A/03.3. | Bo3BpaT TOKYMEHTOB B UCXOJIHBIN BUJ

Td A/04.3. | KoHTpois KauecTBa pe3ysIbTaTOB CKAHUPOBAHHS JOKYMEHTOB B
CUCTEME IJIEKTPOHHOT'O apXHBa

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

QJICKTPOHHOI'O apXHBa

OT® B. ®opMupoBaHH€e U 3arpy3Ka IaHHBIX B CHCTEMY 3JIEKTPOHHOTO apXHBa

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

Td B/02.4. | 3arpy3ka 00OOIICHHBIX TAaHHBIX B CUCTEMY AJICKTPOHHOTO

apxmBa

OT® C. PykoBoCTBO MPOIIECCOM CKaHUPOBAHUs, BBOIA M 00paOOTKHM TaHHBIX B
CUCTEME IEKTPOHHOTO apXHBa

Td C/01.6.

VYrpaBiieHH€e IS TENbHOCTHIO IO KOHTPOJIIO
(GYHKIIMOHUPOBaHUS, BBOAA U 00paOOTKU JaHHBIX B CUCTEME
AIEKTPOHHOTO apX1Ba

Td C/02.6.

Pa3paboTka jJ0KanbHBIX HOPMAaTUBHBIX aKTOB MO BOIIPOCaM
OpraHU3alMHU NIPOLIECCa CKAHUPOBAHUS B CUCTEME MIEKTPOHHOTO
apxuBa

T C/03.6.

Crparerndeckoe IIIaHUPOBAHKUE U TIOCTPOEHHUE TIPOLIECCOB
CKaHMPOBAaHUs, BBOJAa U 00pabOTKH JIaHHBIX B CUCTEME
AJIIEKTPOHHOI'O apXHBa

OT® C. PykoBOACTBO MPOIECCOM CKAaHUPOBAHMS, BBOJAA U 00paOOTKU JaHHBIX

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

Td 02.6. VYrpaBienue pazpaboTKoOM JIOKaTbHO-HOPMATUBHBIX aKTOB
OpTaHU3aIMH 10 BOIPOCAM OpraHU3aI|H MpoIecca
CKaHMPOBAHUS

Td 03.6. Crparernyeckoe MmiIaHupOBaHUE U TTOCTPOCHUE MPOLIECCOB
CKaHUPOBAHUs, BBOJIA U O0PaOOTKHU JaHHBIX

07.013 Cneunanuct uudposoii Tpanchopmanumn

JOKYMEHTHPOBAHHBIX c(ep AesiTeJIbHOCTH OPraHU3alnu

OT® A. TexHOIOTHYECKOE COMTPOBOXKACHUE ITU(PPOBOI TpaHcHopMauu
JIOKYMEHTHUPOBAHHBIX CEP NeATeTLHOCTH OPTaHU3AIUU

Td A/02.5.

CucreMarnsanus CTpyKTYPUPOBAHHBIX JAHHBIX
JOKYMEHTUPOBAHHBIX Cep AeATEIbHOCTH OpraHNu3aluy 115
UCIIOIb30BAHUS U XPaHEHUs




1.1.4. Paznensr WSSS o koMIieTeHnu

Paznea
WSSS
1

HaumenoBanue pa3zgena WSSS

1.2. lleqb ¥ UIAHUPYeEMBbIE Pe3yJbTATHI 0CBOCHUS

B pamkax mnporpamMmmbl TpodEeCCHOHAIBHOTO MOAYJS  00Yy4YaroIIMMUCS
OCBaMBAIOTCS clienyronme ymenuss u 3HaHus B cooTBeTcTBUM ¢ PI'OC CIIO mo
CIICIMAIBHOCTH, TMPOGECCHOHAIIBHBIMU CTaHAapTaMu W pazaenamu WSSS 1o
KOMIICTEHIIUH:

1.2.1. O01Imne KOMIIETEHIINH

Kon
OK YMmenust 3Hanug

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

1.2.2. TIpodeccronanbHble KOMIETEHIIUHU:

Kon
K IIpakTH4ecKHii ONBIT YmMenus 3Hanus

1 2 3 4
ITIK 1.1.
I1K 1.3.
ITK 1.5.
I1K 1.6.
ITK 1.7.
ITIK 1.9.
I1K 2.1.

1.2.3. TpynoBsie pyHKITUU:

Kon IIC .
nzfl“ ® Tpynosbie neiicTBus Ymenust 3nanus
1 2 3 4
07.002 CrnenuajJucT MO0 OPraHU3auMOHHOMY H JOKYMEHTAIMOHHOMY O0ecne4yeHHUIo

yIpaBJIeHUs OPraHu3anuen

A - Opranu3zanmoHHoe 00eCrIeYeHHE NeITEIbHOCTH OpraHu3aIiu
A/01.3

A/02.3
A/03.3
B - JlokymeHTanmonHoe obecnedeHne AesITeIbHOCTH OpraHu3aIiu




Koxa IIC
unTo

Tpynosble 1eiicTBUs

YMmenns

3HaHud

1

2

4

B/01.5

B/02.5

B/03.5

C - OpraHuzainioHHoe, JOKyMEHTAIOH

PYKOBOJUTEIS

OpraHu3alnunu

HOE U MH(OpPMAIIOHHOE OOecreueHre IesATeIbHOCTH

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 - HudopmanmoHHO-aHATUTHYECKAS

U OpraHU3allMOHHO-aAMHUHUCTPATUBHAA TMOAACPIKKA
ACATCIIBHOCTH PYKOBOJAUTCIIA OPpraHU3alnun

D/01.6

D/02.6

D/03.6

D/04.6

01.6

04.6

07.004

CrnenuajnucTt no ynpabJeHHIO JOKYMEHTAMHU OPraHUu3aluu

A - JlokyMeHTaImoHHOe 00ecTieueHre YIPaBJICHHs OpraHn3aluen

A/04.6

07.004

Cl'leIII/IaJ'II/ICT 110 YIIPABJICHUIO I[OKyMeHTaIlPIeﬁ OpraHu3anvu

A - JlokyMeHTaImoHHOe 00ecTieueHre YIpaBJICHHs OpraHu3aluen

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

A/07.6

01.6

03.6

B - PykoBOJACTBO [eATENbHOCTHIO MO JOKYMEHTAllMOHHOMY OOECIEUEHHUIO YIIpPaBJICHUS

Opra"u3aluen

B/01.7

B/02.7




Kon IIC

T OBBbI€ JelicTBUA YMmenns 3HaHud
u Td pya a

1 2 3 4

B/03.7

B/04.7

B/05.7

B - PykoBOACTBO JAEATENHHOCTHIO MOJAPA3JCICHUS MO JOKYMEHTAIIMOHHOMY OOECIICUEHUIO
yIpaBJeHUs] OpraHu3ainuen

01.7 \ \ \

C - YnpaBneHue 10KyMeHTallel opraHu3aiiu

C/01.8

C/02.8

C/03.8

C/04.8

C/05.8

02.8

07.009 Crnenuaauct no (pOpMHPOBAHUIO YJIEKTPOHHOI0 APXHBa

A - BremonHeHne paboT MO co3naHuio TpadudecKux o0pa3oB JOKYMEHTOB B CHCTEME
9JIEKTPOHHOTO apXHBa

A/01.3

A/02.3

A/03.3

A/04.3

A/05.3

B - ®opmupoBanue 1 3arpy3Ka JaHHbBIX B CUCTEMY IEKTPOHHOI'O apXHBa

B/01.4

B/02.4

C - PykoBojacTBO TpOIlECCOM CKAaHHPOBAHWS, BBOJAa M OOpPa0OTKH JIaHHBIX B CHCTEME
AJIIEKTPOHHOT'O apXUBa

C/01.6

C/02.6

C/03.6

C- PYKOBOI[CTBO IMpoHeCCOM CKaHUPOBAHUSA, BBOJJd U O6pa6OTKI/I JaHHBIX

01.6

02.6

03.6

07.013 Crneuunanuer nudpoBoii TpaHcpopMalMU JOKYMEHTHPOBAHHBIX c(ep
' AeATeIbHOCTH OPraHu3aluH

A - TexHOJIOTHYECKOE COMPOBOXKACHHE ITU(GPOBON TpaHCHOpMaIIUK TOKYMEHTUPOBAHHBIX Cep
JIeATETbHOCTH OpraHNu3aluu

AI025 | | |

1.2.4. Pa3znensr WSSS 1o koMmrereHnmn

Pa3znen

WSSS YMmennst 3HaHud
1 2 3
1

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

O06BeM 00pa3oBaTeIbHON MPOTrPaMMBI 1O NMPodecCHOHATBHOMY MO Ty 0 — 60
qac., UX HUX:



1.4. Ucnoab3oBanue yacoB BapuaTuBHou yactu IIIICC3



2. CTPYKTYPA U COAEP KAHUE NTPOPECCUOHAJIBHOI'O MOAYJIA

2.1. CTpykrypa npo¢ecCHOHAIBHOT0 MOAYJIA

O0bem npodeccHoOHAIBLHOT0 MOYJIfA, AK.YAC.

Koapl K HauMeHoBa PatGora o0yuyaromuxcsi BO B3aUMOJAEHCTBUM € MPenojaBaresiemM
bl
npogec- Hpocl:)(?ccno- Hus O0beM [ Ogyuenne 10 MeAIMCUUIIMHAPHBIM
CHOHAJIb- pa3nesioB oOpa3oBa Kypeam IpakTHKH )
— HAJIBHBIX Pa3znesnnl (MIIK) TeLHOI y Camocros
CTaH/IapPTOB WSSS B TOM 9HCT€ TeJIbHas
001mMx (Tpy10BBIX npogeccuo- | mporpam a60PATOPHBIX TMpous- paGora
KOMIETEH™ | byHicnmii) HATBRHOTO | MBI, HacC. | peerg u KypcoBasi | YueOHasi | BOACTBEH-
nuH MOy 1t NPaKTHYECKUX | padora Hasi
3aHATHH
1 2 3 4 5 6 7 8 9 10 11
36 6 6 30
24 12 12 12
Bcero: 60 18 18 42




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 MPOBOJIUTHCA C MPUMEHEHUEM 3JIEKTPOHHOIO
oOy4eHHsI ¥ JIMCTaHIMOHHBIX oOpa3zoBarenbHbIX TexHoJorui (manee — JOT) mpu
HaJIUYAH  OOBCKTUBHBIX  YBAXKHUTEIBHBIX NPUUYMH  W/WIM  OOCTOSITEIIBCTB
HETMPEOIOMMMON  CHITBI  (POpC-MaXKOPHBIX  OOCTOSITENIBCTB), MPEMATCTBYIOIIAX
0OyJaronuMcsl W/ WJIM TIPEToaBaTesiM JIMYHO TMPHUCYTCTBOBATh MPH IMPOBEIACHHUH
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

[Tpodeccuonanbubiit Moayas [IM.04 "IIpoekTHas AesSTENHHOCTD' peann3yeTcs

3.2. UupopmanuoHHoe odecneyeHue peaau3aunu npohecCHOHAIBHOI0 MOAYJIA

Jns  peanuzanuu  mporpaMmbl  OMOMMOTEYHBIM  (OHJ 00pa3zoBaTelbHON
OpraHM3alliii HWMEeT TIeYaTHbIE W/WIM OSJCKTPOHHBIE O00pa3oBaTeNbHBIE |
WHOOPMAITMOHHBIC  PECypChl,  PEKOMEHAYEeMble  JJI1  HWCIIOJIB30BAaHUS B
o0pa3oBaTebHOM IMpOIIECCe.

IIOHO.]IHI/ITCJIBHLIC HCTOYHUKUH:
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 MIPOTPaAMMBI po(hecCHOHATEHOTO MO ISt JOJDKHA
oOecIieuynBaThCsl MEJAaroTHISCKUMH KaJpaMy, UMEIONMMHU BBICIIEe 0Opa3oBaHME,
COOTBETCTBYIOIIEE TPOGUIIO TpernoaaBaeMoro Momayis. OmnbIT AeSITETbHOCTH B
OpraHW3alMsIX  COOTBETCTBYIOIIEH  MpodecCHoHaIbHONW  cepbl  sBIsAETCS
00s13aTeNbHBIM I TIPETojiaBaTeseii, OTBEYAIOIINX 3a OCBOEHHE OO0YyYarOIUMCS
MpoeCCUOHATILHOTO ITUKJIA, 3TH MPENO0/1aBaTeNN JOJKHBI TPOXOJIUTH CTAXKUPOBKY B
PO IIBHBIX OPTAHU3AIUAX HE PE’kKe OJTHOTO pas3a B 3 roja.



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

KoHTponb U OLleHKA Pe3ysIbTaTOB OCBOCHHSI JIEMEHTOB MPO()ECCHOHAIBHOTO
moayist 1IM.04 "IIpoekTHast IeATEeIbHOCTh" OCYLIECTBISIETCS MPENOAABATENSIMU B
IpOLECCE U3YyUEHUSI MaTepraja B paMKaxX TEKYIIEro KOHTPOJIs B (popMe ... , a TakxKe
B paMKax IPOBEJIEHUS MPOMEKYTOYHOU aTTecTaluu B (GopMax, MperyCMOTPEHHBIX
y4EOHBIM IUTAHOM.

B wmensix KOHTpPOJIIA W OLEHKM pE3yJbTaTOB OCBOEHHSA JJIEMEHTOB
npo¢ecCUOHATLHOTO MOAYJIS MPEenojaBaTesIMU UCTIOJIb3YIOTCS Pa3InYHbIE METOBIL:

OcHOBHBIE TTOKA3aTEIU U KPUTEPUU OLICHUBAHUS 3HAHUW, YMEHUN, HABBIKOB U
c(hOPMHUPOBAHHOCTH  KOMIICTCHIIMH, TIepeYeHb KOHTPOJBHBIX  MaTepHasoB,
MPUMEHSAEMBIX JJI TEKYIIEH OIEHKH yCIEBA€MOCTH WM 3aJaHUsl MPOMEKYTOUYHOM
aTTeCTallMM TI0 3JIEMEHTaM MNPo(EeCCHOHATBLHOTO MOJIYJIS OTPaKeHBl B (OHIAX
olleHOYHbIX cpeacTB 1o [IM.04 "[IpoekTHas 1esTeIbHOCTS" .

Onenka pe3yabTaToB OCBOCHHMSI TMpodeccuoHanbHoro wmoayis [IM.04
"I[IpoexTHast AEATEIBHOCTH' OCYIIECTBIAETCA SK3aMEHAIMOHHOW KOMHUCCHEH B
paMKax MpoBEJACHUS TPOMEKYTOUHOM aTTecTalnu B hopMe ... .

OCHOBHBIE TTOKA3aTENM U KPUTEPUU OLICHUBAHUS 3HAHUM, YMEHUHN, HABBIKOB U
c(hOpPMHUPOBAHHOCTH KOMIICTCHIIMM, a TaK)Xe MepeueHb KOHTPOJBHBIX MaTEpPHAJIOB,
MPUMEHSAEMBIX JIJIsI IPOBEICHMUS ...



