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1. OBIIASI XAPAKTEPUCTUKA PABOYEH ITPOI'PAMMBbBI
HNPOPECCHUOHAJIBHOI'O MOAYJIA IIM.03 TexHu4eckue cpeacrsa
ylpaBJieHHUA B ouce

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

PabGouass mporpamma mpodeccruoHampHOTO MOIyNIsS (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 OOECTeueHrne YIpPaBJICHUA U AapXHBOBEJICHUE,
npodeccruonanbHbiMU cTangapTamu 07.002«CrienuanucT no OpraHu3aluOHHOMY U
JOKYMEHTAIUOHHOMY o0ecreyeHunto YIPABJICHUS OpraHu3aluen»;
07.004«Cnennanuct o YIIPaBJIEHUIO TOKYMEHTAMH OpraHU3aLuny;
07.004«Cneuranuct MO YHOPABICHHID  JOKYMEHTalMEd  OpraHu3alun;
07.009«Cneuunanuct 110 (bopMHPOBaHUIO AJIEKTPOHHOTO apXuBay;
07.012«Cnenunanuct apxuBay; 07.013«Cneunanuct 1udpoBoi TpaHchopManuu
JIOKYMEHTHUPOBAHHBIX C(ep AESITEIbHOCTH OpPraHU3alliu» U C YYETOM OIEHOYHBIX
MarepuanoB Bopiackuic mo koMneTeHuu

B pesynpraTe nzydeHus mpopecCHOHATBHOTO MOl OOYUYAIOIIUICS TOJDKEH
OCBOWTH OCHOBHOW BHJ JEATCILHOCTH «OpPTaHU3AIMs apXUBHOW paboOTHl TIO
JIOKyMEHTaM OpraHu3aluil pa3audHbix GOpM COOCTBEHHOCTH.

; OCYIIECTBJICHUE OPTraHU3AIMOHHOTO M JOKYMEHTAI[MOHHOTO OOeCIeYeHUs
JESTEILHOCTH OPTaHU3AIMK;» W COOTBETCTBYIOIIUE 00mUe U TpodeccruoHambHbIe
KOMIIETEHIUH, TPY/ZIOBbIE byHKIMN u paznesnbl WSSS o
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 CPE/ICTBA MOUCKA, aHAIA3a U

UHTEpIpeTanuy HHHOpMaAIUU U HHOOPMAIIMOHHBIE TEXHOJIOTUHN AJIS
BBITIOJTHEHMSI 33/1a4 PO ECCHOHATLHON eI TEIbHOCTH

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

OK 04. D¢ddexTuBHO B3aNMOACHCTBOBATH U pa0OTATh B KOJJIEKTHUBE U
KOMaHJ1e
OK 05. OCyIIECTBIIATh YCTHYIO M MTUCBMEHHYI0 KOMMYHUKAIIUIO Ha

roCcyJ1apCTBEHHOM s3bIKe Poccuiickon denepanuu ¢ yueTom




Kon

HaumeHoBaHue 00IIMX KOMIIETEeHIINI

0COOCHHOCTEH COIMAIbHOTO M KYJIbTYPHOTO KOHTEKCTa

OK 06.

HpO}IBJ'IHTL IrpaKaaHCKO-TIIaTPUOTUYCCKYIO ITIO3UIUIO,
ACMOHCTPUPOBATH OCO3HAHHOC ITOBCACHNC HA OCHOBC TPAAUITMOHHBIX
06HIC‘IGJIOBC‘IGCKI/IX HGHHOCTGI‘;I, B TOM 9HUCJIC C YUCTOM
rapMOHH3alIU MCKHAITMOHAJIBHBIX 1 MCKPCIUTNO3HBIX OTHOIIIGHI/Iﬁ,
INMPUMCHATDb CTAHAAPTBI aHTUKOPPYIIMHUOHHOI'O ITOBCACHUA

OK 07.

CopelicTBOBaTh COXPAaHEHHUIO OKPYXKAIOIIEH Cpeibl,
pecypcocOepexeHun o, MPUMEHATh 3HAHKUS 00 N3MEHEHHUH KJIMMaTa,
MPUHITUIIBI OEPEIKITMBOTO MTPOU3BOACTBA, 3(PPEKTUBHO IEHCTBOBATH B
YPE3BBIYANHBIX CUTYaAITAIX

OK 08.

Hcnonp30Bath cpeacTBa GU3NIECKON KyIbTYPHI I COXPAHEHUS U
YKpEIUIEHHS 3J0pOBbs B Mpouecce Npo(hecCHOHaIbHON 1eATeTbHOCTH
U ToJ/Iep KaHMs HEOOXOIMMOTO YPOBHS (pU3HUECKOM
IIOJITOTOBJICHHOCTH

OK 09.

[Tonp3oBaThCs HpO(l)CCCPIOHEUIBHOﬁ ,Z[OKYMGHTaHI/ICﬁ Ha
rocygapCTBCHHOM M NMHOCTPAHHOM S3bIKaX

1.1.2. Ilepedyens mpodeccuoHaTbHBIX KOMITETEHIUN

HaumeHnoBaHue BHI0B 1€ATCJIBbHOCTH U l]pO(l)eCCI/IOHaJ]LHI)IX

Kopn .
KOMIIeTeHIUii

BI 1 OCYLLIECTBJICHHE OPraHU3allHOHHOI0 M JOKYMEHTAIlHOHHOI0
ol0ecrneyeHNs 1eATEJbHOCTH OPraHU3aluN;
Ocy1ecTBISATh MpUEM-TIEpeiauy yIpaBieHIeCKOo HHPpOpMaIUU ¢

[IK 1.1. MIOMOIIIBIO CPEJICTB MH(DOPMAITMOHHBIX U KOMMYHUKAIIMOHHBIX
TEXHOJIOTUH

K 1.2. KoopauaupoBatb pa6v0Ty HpI/ICMHOIEI PYKOBOJIUTESA, 30H IPUEMaA
Pa3JIMYHBIX KATErOpU MOCETUTENEH OpraHu3auu

K 1.3, BnaneTs HaBbIKaMH IJITAHUPOBAHUS padOYEro BpEMEHU PyKOBOAUTEIIS
U ceKkpeTaps

K 1 4. OcCyIecTBIATh MOATOTOBKY JEJIOBBIX ITO€3/10K PYKOBOJIUTENS U
JPYTUX COTPYJHUKOB OpraHU3aluu

0K 1.5 Bnanets ciocobamu opranuzamnuu pabodyero mpocTpaHcTBa

' PUEMHON 1 KaOMHETa PYKOBOIUTEIIS

Ocy1ecTBIATh padoTy MO MOATOTOBKE U MTPOBEACHUIO

K 1.6. KOH(l)epeH;FHBIX MEPOIPUATUI, 00ecrieynBaTh HHPOPMAITMOHHOE
B3aMMOJICUCTBHE PYKOBOAUTEIS C MOAPA3ICICHUSIMU U
JOJKHOCTHBIMU JIMIIAMU OpTaHU3al|U
OdopmiiATh OpraHU3aMOHHO-PACTIOPAIUTEIBHBIE TOKYMEHTHI U

[IK 1.7. OpraHU30BbIBATh PabOTy C HUMH, B TOM YHCJIE C UCITOJIb30BAHUEM
aBTOMATH3WPOBAHHBIX CUCTEM
OdopMIIATh TOKYMEHTHI 110 TUYHOMY COCTaBY U OpPTraHU30BHIBATH

[IK 1.8. paboTy ¢ HUMH, B TOM YHCJIE€ C UCTIOJIb30BAHHEM
aBTOMAaTU3UPOBAHHBIX CUCTEM

[1K 2.2. Bectu y4eT apXuBHBIX J€1 (JOKYMEHTOB), B TOM YHCJIE C




Kon

HaumeHoBaHHMe BUIOB JAeSITEJIbHOCTH U PO(PecCHOHATBHBIX
KOMIIeTeHII N

HCIIOJIb30BAHUCM aBTOMATU3NPOBAHHBIX CUCTCM

B/ 2

OpPraHu3anus ApXMBHON PadOTHI MO0 JOKYMEHTAM OPraHu3anuii
pa3au4YHbIX (OPM COOCTBEHHOCTH.

Ocy1ecTBIATh pUEM-TIiepeiauy yrpaBieHueCKo HHPpOopMaluu ¢

IK 1.1. MTOMOIIIBIO CPEJICTB MHGOPMAIIMOHHBIX 1 KOMMYHHUKAITHOHHBIX

TEXHOJIOTUN

IIK 1.2.

KoopanaupoBaTe paboTy NPUEMHON PYKOBOJIUTENS, 30H pUEMa
Pa3IMYHBIX KaTETOPU MOCETUTENICN OpraHu3aIuu

IIK 1.3.

BnaneTs HaBbIKaMH IJTAHUPOBAHUS pabO4Yero BpEMEHU PyKOBOAUTEIS
U CEKpeTaps

[IK 1.4.

OCYHIGCTBJUITB IMOATOTOBKY ACJIOBLIX ITIOC3A0K PYKOBOJIUTCIIA U
APYIrux COTPYAHHUKOB OPpIraHU3alluN

IIK 1.5.

Bnanets ciocobamu opranuzanuu pabouyero npocTpaHCcTBa
PUEMHON 1 KaOMHETa PyKOBOJAUTEIIS

IIK 1.6.

OcyuiecTBiATh pabOTy IO OATOTOBKE U IPOBEACHUIO
KOH()EpEHTHBIX MEPONPUATHIA, 00eCTIeunBaTh HHPOPMALIUOHHOE
B3aMMOJIEUCTBHE PYKOBOAMUTEIA C MOAPA3ICTECHUSIMHU U
JOJDKHOCTHBIMH JIMIJAMU OpTaHU3ALNH

O(bOpMJ'IHTB OpraHu3aluOHHO-PACIIOPAAUTCIIBHBIC JOKYMCHTEI U

[IK 1.7. OpraHU30BbIBATh PabOTy C HUMH, B TOM YHCIIE C UCIIOJIb30BAHUEM

ABTOMATHU3HUPOBAHHBIX CUCTCM

O(I)OpMJ'IHTI) AOKYMCHTHI 110 IMYHOMY COCTaBy N OPIr'aHU30BbIBATb

[IK 1.8. paboTy C HUMH, B TOM YHUCJIE C UCIIOJIb30BaHUEM

ABTOMATHU3HUPOBAHHBIX CUCTCM

[IK 2.2.

Bectu yueT apXuBHBIX Jie1 (IOKyMEHTOB), B TOM YHCIIE C
VCIIOJIb30BaHUEM aBTOMATU3UPOBAHHBIX CUCTEM

1.1.3. Ilepeyens TpyAOBBIX GYyHKUIUN

Kon

HauMeHoBaHue npodecCHOHAIBHBIX CTAHIAPTOB,
0000 1IEHHBIX TPYAOBBIX (DYHKIMII U TPYAOBBIX QYHKIMA

07.002

CneumnajaucTt no OPraHu3alMOHHOMY U JOKYMEHTALMOHHOMY
o0ecrneyeHNI0 YIpaBJIeHUs OpraHu3anmen

OT® A. OpranuzainmoHHoe o0ecreueHue A TeIbHOCTH OpraHU3aluu

Td A/01.3. | IIpuem u pacnpeaenenue TeeGOHHBIX 3BOHKOB OPTaHU3aIiN
Td A/02.3. | Opranusaiiust pabOTHI ¢ TOCETUTEISIMH OpraHU3aIuN
Td A/03.3. | BeinoaHeHHE KOOPIUHUPYIONUX U 00CCIIeUMBAIOIINX (DYHKITHIA

OT® B. JlokyMeHTanimoHHOE 00ECTIEYeHHE eI TEILHOCTH OpraHu3alluu

Td B/01.5. | Opranuzanus paboThl C JOKYMEHTAMH
Td B/02.5. | Opranu3anus TEKyIEero XpaHeHUs TOKYMEHTOB
T® B/03.5. | Opranuzanus 00pabOTKH A€ IS MOCIEAYIONMET0 XPaHCHHSI

OT® C. OpranuzannoHHOE, JTOKYMEHTAIIMOHHOE U MH(POPMAIIHOHHOE
o0ecrnieuyeHre AeSITeNbHOCTH PYKOBOAUTENS] OPTaHU3alUU

Td C/01.6.

‘ Oxa3aHue MOMOUTN PYKOBOJIUTEIIO B IJIAHUPOBAHUH pab0OYero




HaumenoBanue npogecCHOHAIBHBIX CTAHAAPTOB,

Kon 000011IeHHBIX TPYAOBbIX (PYHKIMIA M TPYAOBBIX pyHKIMIA
BpEMEHU
Td C/02.6. | [InanupoBanHue padoUero JHSA CEKpeTaps
Td C/03.6. | Opranuzanus Teie(GOHHBIX IIEPErOBOPOB PYKOBOAUTEIS
Td C/04.6. | Opranusanys KOMaHJAHUPOBOK PYKOBOIUTEIIS
Td C/05.6. | Opranuzanus pabOTHI C TOCETUTEIIIMA B TPUEMHOMN
PYKOBOJUTES

Td C/06.6. | Opranuzanus NOArOTOBKH, TIPOBEICHUS U OOCITY>)KUBAHUS
KOH(EPEHTHBIX MEPOIPUSITHI

Td C/07.6. | Opranu3anus UCHOJHCHUS PEIICHHUH, OCYIIECTBICHIUE KOHTPOJIS
VCTIOJTHCHMSI TIOPYYCHUI PYKOBOJAUTEIIS

Td C/08.6. | Opranuzanus u noajaepkanre GyHKIMOHAILHOTO Paboyero
MIPOCTPAHCTBA MPUEMHON M KAOMHETa PYKOBOAUTEIIS

Td C/09.6. | Pa3zpaboTka JOKaIbHBIX HOPMATHBHBIX aKTOB,
pErIaMeHTHPYIOMINX paboTy cekpeTapsi

Td C/10.6. | CocraBnenue u oopMIICHHE YIIPABICHUECKOW JOKYMECHTAITUH

Td C/11.6. | Opranuzanus paboThl ¢ JOKYMEHTAMH B TPHUEMHOM
PYKOBOJUTES

Td C/12.6. | Opranuzanus XpaHeHUs JOKYMCHTOB B IPUEMHOI
PYKOBOJUTES

Td C/13.6. | OGecnieueHue pyKoBoauTeINIs HH(OpManen

Td C/14.6. | Opranuzanus uHGOPMAITMOHHOTO B3aMMOICHCTBHS
PYKOBOJIHMTEIIS C TIOIPA3ICICHUSIMHI U JOJKHOCTHBIMU JTUIIAMHU
OpraHU3aAIHH

OT® D. UudpopmMaiinoHHO-aHATUTUYECKAS] K OPTaHU3AIMOHHO-
aJIMUHUCTPATUBHAS NOAAEPKKA NEATEIbHOCTH PYKOBOJUTENS OPraHU3alluN

Td D/01.6. | dopmupoBanre HHPOPMALIMOHHOTO B3aMMOCHCTBHUS
PYKOBOJIUTEIISI C OPraHU3alUSIMHU

Td D/02.6. | Ananu3 nHbOpMAIMK U TIOATOTOBKA MHPOPMAIIMOHHO-
AHATUTUYECKUX MAaTEPHUAaJIOB

Td D/03.6. | Opranusarusi JeIOBBIX KOHTAKTOB U MPOTOKOJIBHBIX

MEpOIPHUITUN
Td D/04.6. | Opranusaiiyisi HCIIOJHEHUS PEIICHUI PYKOBOMTEIIS
Td 01.6. dopmupoBanue HHHOPMAIIMOHHOTO B3aUMOICHCTBUS
TO 04.6. Opranuzanus UCIIOJHEHNN PEMIEHN PYKOBOAUTES
07.004 CrnenuajucT no ynpaspjaeHU0 JOKyMEHTAMHU OPraHu3aluu

OTD A. JlokymeHTaIlMOHHOE 00ECTICUCHHE YIIPABJICHUS OpraHu3anuen

Td A/04.6. | [IpoexTupoBaHue, BHSAPCHUE U PA3BUTHE CUCTEMbI
AJIEKTPOHHOTO JOKYMEHT0000pOTa

07.004 CrenuajucT no ynpapjieHHI0 J0KyMeHTaluel OpraHu3anumn

OT® A. JlokymeHTanlMOHHOE 00ecredeHne yrnpaBIeHHs OpraHu3anuein

Td A/01.6. | Pa3paboTka u BHEApEHHE JOKATHHBIX HOPMATHBHBIX aKTOB IO
JOKYMEHTAIMOHHOMY O0O€CIIEYEHUIO YIPABJICHHS OpraHu3aluen

Td A/01.6. | PazpaboTka v BHEIPEHHE JOKAIbHBIX HOPMATHUBHBIX AKTOB B




HaumenoBanue npogecCHOHAIBHBIX CTAHAAPTOB,

Kon . .
00001IIeHHBIX TPYAOBBIX (PYHKIMI U TPYAOBBIX (PYHKIUH

o0JacTy ynpaBiIeHHs TOKyMEHTAMU OpTaHU3aI[lH

Td A/02.6. | Opranuzanusi JOKYMEHTHPOBAHUS YIIPABICHUECKON
AeSITeIbHOCTH B OPTaHU3aIUH

Td A/02.6. | Opraruzanusi JOKYMEHTHPOBAHUS ESITETHHOCTH B
OpraHu3aIuu

Td A/03.6. | Opranusaiysi JOKyMEHTOO00pPOTa B OpraHU3aIiH

Td A/04.6. | OcymectBieHre paboT MO MPOSKTHPOBAHUIO U BHEIPCHUIO
CUCTEMBI 3JIEKTPOHHOTO IOKYMEHTO000poTa B cpepe
JOKYMEHTAIIMOHHOTO YIIPABJICHUSI OpTaHU3aIIH

Td A/04.6. | [IpoekTHpoBaHHe, BHEPEHHUE U PA3BUTUE CUCTEMBI
AJIEKTPOHHOT'O JOKYMEHT0000poTa

Td A/05.6. | OcymiecTBieHre HHGOPMAIIMOHHO-CIIPABOYHON paOOTHI C
JOKYMEHTaMHU OpTraHU3aIiH

Td A/06.6. | OcymiecTBieHHEe KOHTPOJIS POIIECCa B CPOKOB HCITOJTHEHHSI
JOKYMEHTOB B OPTaHU3aIUN

Td A/07.6. | Opranusarus onepaTHBHOTO XPAaHEHUS IOKYMEHTOB B
OpraHM3aIiH U TIEpeadn e JUIS MOCIEIYIOMEro XpaHeHUs

Td A/07.6. | Opranuzamus XpaHeHUs IOKYMEHTOB B OpraHH3alluy U
nepeadn Jesl Ha apXUBHOE XpaHEHUe

T® 01.6. Pa3paboTka 1 BHEIpEeHUE JIOKATBHBIX aKTOB 10
JOKYMEHTAIIMOHHOMY 00€CIIEYeHHIO YITPABJICHUs OpraHu3aleit
Td 03.6. Opranuzanusi JOKyMEHTO000pOTa OpraHu3auu

OT® B. PykoBoACTBO AeATEIbHOCTHIO IO TOKYMEHTAIUOHHOMY 00€CTICYEHUIO
yIpaBJIEHHUs OpraHu3anuen

Td B/01.7. PykoBOJICTBO AEATENBHOCTHIO TOAPA3ICICHUS 110
JOKYMEHTAIlMOHHOMY 00€CIIEUeHHIO YITPABJICHUs OpraHU3aI|u

Td B/02.7. | Opranuzanus pa3paOd0TKH JIOKAIbHBIX HOPMATUBHBIX aKTOB U
METOJUYECKUX JOKYMEHTOB 10 JOKYMEHTALIHOHHOMY
00eCneUeHHUI0 YIPaBIEHUS] OPTaHUu3aluu

Td B/03.7. | IlocTpoeHHE CUCTEMBI JOKYMEHTAIIMOHHOTO 00ECIIeUeHUS
yHpaBJICHUs] OPTaHU3AIUU

T® B/04.7. | OcyuiecTBicHUEe KOHTPOJIS (PYHKIIMOHUPOBAHUS CHCTEMbI
JOKYMEHTAI[MOHHOTO 00eCcTieueH sl YIIpaBiIeHUsl OpraHu3aluu

Td B/05.7. | CoBepIlleHCTBOBaHUE CHCTEMbBI JJIOKYMEHTAIIHOHHOTO

obecrieueHus yIpaBJICHNs] OPTaHU3AIUU

OT® B. PykoBOACTBO A€ATEIRHOCTBIO MOAPA3IEIEHUS MO TOKYMEHTALHOHHOMY
00eCneueHHUI0 YIPaBIEHUS OpraHu3aluen

To 01.7.

PykoBOJICTBO A€ATEIBHOCTHIO TOAPA3ICIICHUS 110
JIOKYMEHTAIIMOHHOMY 00ECIICUCHHIO YIIPaBICHUS OpraHu3aleit

OT® C. Ynpagrn

CHHC )]OKYMCHTaI_Il/Ieﬁ OpraHu3alnuu

Td C/01.8. | CrpaTernyeckoe IIaHUPOBAHUE M PYKOBOACTBO IMTOCTPOCHUEM
€IMHOM CHCTEMBbI YIIPaBIICHUS JOKYMEHTAIMEeH OpraHu3aliiuu
Td C/02.8. | Ynpasnenue pa3pabOTKOH JIOKAIBHBIX HOPMAaTUBHBIX aKTOB




Kon

HaumenoBanue npogecCHOHAIBHBIX CTAHAAPTOB,
000011IeHHBIX TPYAOBbIX (PYHKIMIA M TPYAOBBIX pyHKIMIA

OpraHu3alyy M0 BOMPOCaM YIIPABJICHUS €€ JOKYMEHTaIUEN

Td C/03.8.

VYrpaBieHue AesTeIbHOCTHIO 10 KOHTPOJIO (DYHKIIMOHUPOBAHUS
BCEX CUCTEM JIOKYMEHTAILIUU OpTaHU3alllK U €€
KOPHOPATUBHOTO JJOKYMEHTO00O0pOTa

Td C/04.8.

VYrpasieHue nNpoeKTaMu 1o BHEAPEHUIO KOPIIOPATUBHOM
CUCTEMBI 3JIEKTPOHHOTO TOKYMEHTO000pOTa OpraHn3aluu u
pa3pabOTKe CTPATETUH €€ Pa3BUTHS

T®d C/05.8.

CrpaTrerndeckoe IjIaHUPOBaHUE U PYKOBOACTBO IIOCTPOECHHUEM
€IMHOM CHCTEMBI XpaHEHUS JOKYMEHTaIbHOTO (hoHIa
OpraHHU3alHN

Td 02.8.

praBJ]CHHG pa3pa60TKoﬁ JIOKAJIBHBIX aKTOB OpraHu3alliu I10
BOIIPOCAaM YIIPABJICHHA €C I[OKYMGHT&I.[PICﬁ

07.009

Cnennanauct no popMUPOBAHUIO FJIEKTPOHHOIO APXUBA

OT® A. BrinmonHeHue paboT Mo CO3JaHUI0 rpapuuecKux 00pa3oB JOKYMEHTOB B
CUCTEME WIEKTPOHHOI'O apXUBa

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

Td A/02.3. | CkaHupoBaHUE IOKYMEHTOB JIJIsl 3JICKTPOHHOTO apXUBa

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

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

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

QJICKTPOHHOI'O apXHBa

OT® B. ®opMupoBaHue 1 3arpy3Ka JIaHHBIX B CUCTEMY 3JIEKTPOHHOT'O apXMBa

Td B/01.4. | Pacmo3HaBaHuE TEKCTa JOKYMEHTA IO CMBICITY M COAEPIKAHMIO C
OCJIeAYIONIeH Kiaccudukaueid 1 HHIeKCaIllue B CUCTEME
AIICKTPOHHOTO apXHUBa

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

apxuBa

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

To C/01.6.

VYmpaBieHue AesITeIbHOCTHIO 0 KOHTPOJTIO
(GYHKIIMOHUPOBAHMS, BBOIA M 00paOOTKM JaHHBIX B CHUCTEME
AJIIEKTPOHHOTO apXHBa

Td C/02.6.

Pa3zpaboTka JokanbHBIX HOPMATUBHBIX aKTOB IO BOIIPOCAM
OpraHM3alMHU MPOLECCAa CKAHUPOBAHUS B CUCTEME DJIEKTPOHHOTO
apxuBa

T C/03.6.

Crparernueckoe IIaHUPOBaHUE U TOCTPOECHUE MIPOLIECCOB
CKaHMPOBAaHUs, BBOJAa U 0OpabOTKH JIaHHBIX B CUCTEME
AJIEKTPOHHOI'O apXHBa

OT® C. PykoB0oJICTBO MPOIIECCOM CKaHUPOBAHUS, BBOJIa U 0OPaOOTKHU TaHHBIX

Td 01.6.

VYnpaBneHue 1eaTeIbHOCTHIO [0 KOHTPOJIIO
(YHKIIMOHUPOBAHHUS, BBOAA U 00pabOTKU JaHHBIX




HaumenoBanue npogecCHOHAIBHBIX CTAHAAPTOB,
000011IeHHBIX TPYAOBbIX (PYHKIMIA M TPYAOBBIX pyHKIMIA
Td 02.6. VYmpasieHue pa3paboTKO# JIOKATbHO-HOPMATHBHBIX aKTOB
OpraHu3alMH 110 BONPOCaM OpraHU3aliy npouecca
CKaHUPOBAHHUS
T® 03.6. Crparernueckoe IIaHUPOBAHHUE U TIOCTPOEHHUE IPOLIECCOB
CKaHUPOBAHUS, BBOJIA U 00pabOTKU JAHHBIX
07.013 Cnenmnanuct undpoBoii Tpanchopmanumn
AOKYMEHTHPOBAHHBIX c(ep 1eATeJbHOCTH OPraHu3alun
OT® A. Texnomornyeckoe conpoBokAeHHUE HU(poBOI TpaHchopmanuu
JTOKYMEHTHUPOBAHHBIX c(hep NeATeTbHOCTH OpraHu3aluu

Td A/02.5. | Cucremaru3anus CTPYKTYPUPOBAHHBIX TAHHBIX
JOKYMEHTUPOBAHHBIX cep AeATEIbHOCTH OpraHu3aluu AJis
MCII0JIb30BAHUS U XPAHEHHUSI

Kon

1.1.4. Paznensr WSSS o koMeTeHnun

Pa3gea
WSSS
1

HaumenoBanue pazgena WSSS

1.2. lleab U niIaHUpPYyeMBble Pe3yJIbTATHI 0CBOCHUSA

B pamkax nporpamMmbl TpPO(ECCHOHATBHOTO MOIYJS O00YyYaroIUMHUCS
OCBaMBAIOTCS clenyronme ymenuss u 3HaHus B cooTBercTtBuM ¢ OI'OC CIIO mo
CHEeNUaIbHOCTH, TPOo(EeCcCCHOHATBHBIMU CTaHAapTamMu u pazaenamu WSSS 1o
KOMITETEHLIUU:

1.2.1. O01me KOMIIETEHIIUH:

Kon
OK YMmenust 3Hanus

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

1.2.2. IlpodeccronanbHble KOMIIETCHITAH:

Kon

K IIpakTHYecKHil ONBIT Ymenus 3nanus

1 2 3 4
IK 1.1.




Kon
K IIpakTHYecKHil ONBIT Ymenus 3nanus

1 2 3 4

ITIK 1.2.

I1K 1.3.

I1K 1.4.

ITIK 1.5.

I1K 1.6.

ITIK 1.7.

ITIK 1.8.

I1K 2.2.

1.2.3. TpynoBbie GyHKITUU:

Kon IT .
allc TpynoBbie neiicTBust YMenus 3Hanud
uTo
1 2 3 4
07.002 CrnenuajucT no OPraHUu3auMOHHOMY H JOKYMEHTANMOHHOMY O0ecnevyeHuIo

yHnpaBJIeHNUsl OpraHu3anuen

A - OpranusanoHHoe o0ecreyeHue JIeTeNbHOCTH OPraHnu3aluu

A/01.3

A/02.3

A/03.3

B - I[OKYMGHTaL[I/IOHHOC obecreyeHue ACATCIIbHOCTHU OpPraHn3aliun

B/01.5

B/02.5

B/03.5

C - OpraHI/ISaHI/IOHHOC, JAOKYMCHTAIIUOHHOC U I/IH(I)OpMaI_II/IOHHOC obecneucHue JACATCIIbHOCTH
PYKOBOOUTEI OpraHnu3alnuun

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 - HudopmannoHHO-aHAIUTHYECKAss W OPraHU3aI[MOHHO-aJIMUHUCTPATHUBHAS TOJAJEPKKa
JIeATEIbHOCTH PYKOBOJIUTEINSI OPraHU3aLUU

D/01.6

D/02.6

D/03.6

D/04.6

01.6

04.6

07.004 Crnenmnanuct no ynpapJjieHHIO JOKYMEHTaMHU OpPraHu3anuu




Kon IIC

T OBBbI€ JelicTBUA YMmenns 3HaHud
u Td pya a

1 2 3 4

A - JlokyMeHTallMoOHHOE 00ecTieueHre yIIPaBJICHHS OpraHu3aluei

A/04.6 | |

07.004 Crnenmnajiuct no ynpapjieHHIO IOKYMeHTauueill opranu3anuu

A - JlokyMeHTallmOHHOE 00eCTieueHNe YITPaBJICHUS OpraHu3aIuei

A/01.6

A/01.6

A/02.6

A/02.6

A/03.6

A/04.6

A/04.6

A/05.6

A/06.6

A/07.6

A/07.6

01.6

03.6

B - PykoBOJCTBO JeATENHHOCTHIO IO JOKYMEHTAIMOHHOMY OOCCIICYCHHUIO YITPABJICHUS
Oopra"u3aiuen

B/01.7

B/02.7

B/03.7

B/04.7

B/05.7

B - PykoBOACTBO A€ATENBHOCTHIO MOAPA3JCICHUS IO JOKYMEHTAIlMOHHOMY OOECIEeUEHUIO
yTpaBJIeHUs] OpraHu3anuei

01.7 \ \ \

C- praBHeHI/IC HOKyMeHTaHHeﬁ OpraHu3anunu

C/01.8

C/02.8

C/03.8

C/04.8

C/05.8

02.8

07.009 Cnennanuct n1o GopMHPOBAHMIO )JIEKTPOHHOIO APXHBA

A - BrimonHeHue palboOT MO co3laHuI0 Tpaduyeckux 00pa3oB JOKYMEHTOB B CHCTEME
AJIIEKTPOHHOT'O apX1Ba

A/01.3

A/02.3

A/03.3

A/04.3

A/05.3

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

B/01.4

B/02.4

C - PykoBoACTBO mpollecCOM CKaHUPOBAaHHS, BBOAAa M OOpaOOTKM JaHHBIX B CHCTEME
DJIGKTPOHHOT'O apXHBa

C/01.6

Cl02.6




Kon IC Tpynosble 1eiicTBUs YMeHus 3HaHHuA
uTod
1 2 3 4
C/03.6
C - PykoBOJICTBO NpOIIECCOM CKaHUPOBaHUs, BBOJIa U 00PaOOTKM JAHHBIX
01.6
02.6
03.6
07.013 Cnemmanuer unu@poBoil TpaHchopManMu JOKYMEHTHPOBaHHBIX cdep
AeAITeIbHOCTH OPraHUu3aALUuM
A - TexHONOTHYECKOE COMPOBOXACHUE IM(DPOBOU TpaHCHOpMAHK TOKYMEHTHPOBAHHBIX cep
JIEATEIbHOCTH OpraHUu3aluN
A/025 | | |

1.2.4. Pazgensr WSSS 110 koMreTeHIIMU

Pazpen

WSSS YMmennst 3Hanug
1 2 3
1

1.3. Koan4yecTBO qacoB, 0OTBOJANMOC HA OCBOCHHC HpO(l)eCCI/IOHaJ'ILHOFO MOIYJIA

O0BeM 00pa3oBaTEIBLHON MPOTPaMMBI 1O TIpodeccroHaTEHOMY MO0 — 60
9ac., UX HUX:

1.4. Ucnoab3oBanue 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
60 50 30 10
Bcero: 60 50 30 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

[Ipodeccnonanpupiii Mmoayns [IM.03 "Texnuueckue cpencTBa ympaBlieHUs B
oduce" peanu3yeTcs B ...

3.2. UupopMmaniuoHHoe odecniedyeHUue peasu3aunuu NpoecCHOHAIBHOI0 MOAYJIA

Jns  peanuzanuu  mporpaMmbl - OMOIMOTEYHBINM  (OHI 00pa30BaTEIbHOM
OpraHM3alliii HWMEeT TIeYaTHbIE W/WIM OSJCKTPOHHBIE O00pa3oBaTeNbHBIE |
WHOOPMAITMOHHBIC  PECypChl,  PEKOMEHAYEeMble  JJI1  HWCIIOJIB30BAaHUS B
o0pa3oBaTebHOM IMpOIIECCe.

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

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)

KOHTpoJIb ¥ OLleHKa pe3yJIbTaTOB OCBOEHHMS 3JIEMEHTOB MPOPECCUOHAIBHOIO
moxaynst [IM.03 "Texuudeckue cpeicTBa ympaBieHHS B odrce" OCymecTBIIeTCS
IPENOAABATEISIMU B IMPOLIECCE U3YUECHUS MaTEepUaja B paMKax TEKYLIEr0 KOHTPOJIS B
dopme ... , a TaKKe B paMKax MPOBEJCHUS MPOMEKYTOUHOM aTTecTanuu B popmax,
PEeTyCMOTPEHHBIX YUECOHBIM IIJIAHOM.

B umemax KOHTpoJsT ¥ OUEHKH PE3yJbTaTOB OCBOCHUS  DJIEMEHTOB
po(hecCHOHATEHOTO MOIYJIS MPETOIaBaTENIMU UCTIONIBb3YIOTCS Pa3InYHbIC METO/IbI:

OcCHOBHBIE MTOKa3aTeNId U KPUTEPUU OLICHUBAHUS 3HAHUM, YMEHUH, HABBIKOB U
COPMUPOBAHHOCTH  KOMIIETEHIIMM, TEepeYeHb KOHTPOJbHBIX  MaTEpHaJIoB,
NPUMEHSIEMBIX ISl TEKYIIEH OLIEHKH YCHEBAEMOCTH M 3aJaHUsl IMPOMEXKYTOUYHOMN
aTTecTallud IO 3JEMEHTaM Mpo(ecCHOHATBHOTO MOJIYJS OTpakeHbl B (OHIAX
orieHOYHBIX cpeacts no [IM.03 "Texnuueckue cpeacTBa ynpasieHus B oduce".

Ouenka pe3yiabTaToB OCBOeHUsI mpodeccruoHanbHOro Moxayis [IM.03
"TexHUYECKUE CPEeACTBA YIPABJICHHS B o(price" OCylIeCTBIAECTCA YK3aMEHAIMOHHOM
KOMHCCHEN B paMKax MPOBEAECHUS IPOMEKYTOUHOM arrecTauuu B popme ... .

OcHOBHBIE TTOKA3aTENU U KPUTEPUH OLICHUBAHUS 3HAHUN, YMEHUI, HABBIKOB U
c(hOpMHUPOBAHHOCTU KOMIIETECHIINH, a TaKKe TMepeueHb KOHTPOJIbHBIX MATEPUATIOB,
OPUMEHSAEMBIX JUISl IPOBEACHUS ...



