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1. OBIIASI XAPAKTEPUCTUKA PABOYEH ITPOI'PAMMBbBI
HNPOPECCHUOHAJIBHOI'O MOAYJIA IIM.02 IludpoBbie TEXHOJIOTHA B
apXMBHOM J1eJie

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

PabGouass mporpamma mpodeccruoHampHOTO MOIyNIsS (mamee — pabodas
nporpamMma)  SIBIISIETCS  4acThl0  0Opa3oBaTeNbHONW  MPOTPAaMMBI  CPEIHETO
po(heCCHOHATBFHOTO O00pa30BaHUsI — TPOTPAMMBI TOATOTOBKH CIEIHAIMCTOB
cpemHero 3BeHa U paszpabortana B coorBercTBUU ¢ ®I'OC CIIO mo crienuaibHOCTH
46.02.01 JloxymeHTalMOHHOE OOECTeueHrne YIpPaBJICHUA U AapXHBOBEJICHUE,
npoeCCHOHAILHBIMU ~ CTaHJApPTAMH M C YYETOM OIICHOYHBIX MAaTEepHAJIOB
Bopuackuiic no KommneTreHuuu

B pesynbrate nzydeHus npodeccHoHaTIbHOTO MOAYJISI O0YYarOIIUNCS TOJKECH

OCBOWTH OCHOBHOM BHJ JI€ATEIBHOCTH «» M COOTBETCTBYIOUIUME OOIIUE W
npodeccruoHanbHble KOMIETEHIIMU, TPYyJAoBble GyHKUMU U pazaensl WSSS mo
KOMIIETEHIIUH

1.1.1. IlepedyeHn 0OMMUX KOMIETEHIIUM

Kona HaumeHoBaHue 001MX KOMIIETEH NI
OK 01. Bre16upats cnocoObl peieHus 3aaa4d npodeccuoHanbHoi
JESTeTbHOCTH MPUMEHUTEIFHO K PAa3JIMYHBIM KOHTEKCTaM
OK 02. Hcnonb30BaTh COBPEMEHHBIE CPEICTBA MOUCKA, aHAIN3a U

uHTepnpeTanuu nHpopmauu 1 "HGOPMAIIMOHHBIE TEXHOJIOTHH IS
BBITIOJIHEHUS 3324 MTPOPECCHOHAIBHON JACSITEIHHOCTH

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 pabOTaTh B KOJJICKTUBE U
KOMaH/1e
OK 05. OCyIIEeCTBIIATh YCTHYIO M TUCBMEHHYI0 KOMMYHUKAIIUIO Ha

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

OK 06. [IposABAATH rPa’kIAHCKO-MIATPUOTUYECKYIO MO3ULIUIO,
JEMOHCTPUPOBATH OCO3HAHHOE MOBE/IEHNE HA OCHOBE TPAAUIIMOHHBIX
OO0ILIIEYeIOBEYECKUX [IEHHOCTEH, B TOM YHCIIE C YYETOM
rapMOHHU3AIMN MEKHAIIMOHAJIBHBIX U MEKPEIUTHO3HBIX OTHOIIECHUH,
MPUMEHSITh CTAHJAPThl AHTUKOPPYIIIMOHHOTO TTOBEJICHUS

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




Kon HaumeHoBaHue 00IIMX KOMIIETEeHIINI
OK 08. Hcnonp30Bath cpeacTBa GU3NIECKON KyIbTYPHI AJI COXPAHEHUS U
YKpEeIUICHUS 3J0POBBs B Ipoliecce MPodecCuoHANbHOM 1eATeTbHOCTH
U TIOJ/Iep KaHus HEOOXOIMMOTO YPOBHSA (PU3HUECKOM
MOJITOTOBJICHHOCTH
OK 09. [Tonb3oBaThCs MPOPECCUOHATBHON JOKYMEHTAIMEH Ha

rocygapCTBCHHOM UM MHOCTPAHHOM S3bIKAaX

1.1.2. ITepedyens npodeccuoHaATBHBIX KOMITETSHITUN

HaumMmeHoBaHue BHAO0OB 1€ATCJIBHOCTH U leO(l)eCCI/IOHaJ]LHI)IX

Kon .
KOMIIeTeHIIU
BI 1 OCYLIECTBJICHHE OPraHNU3allHOHHOI0 M JOKYMEHTAIIHOHHOI0
ol0ecrnieyeHNs 1eATEJIbHOCTH OPraHU3AIUN;
Ocy1uiecTBIATh IpUEM-TIEpeiady yIpaBIeHUYECKONH HHPOPMAIUH C
[IK 1.1. MOMOIIIBIO CPEJICTB MH(DOPMAITMOHHBIX U KOMMYHUKAIIMOHHBIX
TEXHOJIOTUH
K 1.2. KoopauaupoBatb pa6f)Ty HpI/ICMHOIEI PYKOBOJIUTEISA, 30H IpUEMa
Pa3JIMYHBIX KATETOPU MOCETUTENEH OpraHu3aluu
K 1.3, BnaneTs HaBbIKaMH IIJITAaHUPOBAHUS pabOYero BpEMEHU PyKOBOAUTEIS
U ceKkperaps
K 1 4. OCyIIecTBIATh MOATOTOBKY JEJIOBBIX ITO€3/I0K PYKOBOJIUTENS U
JPYTUX COTPYAHUKOB OpraHu3aluu
0K 1.5 Bnanets cnocobamu opranuzanuu paboyero mpocTpaHcTBa
' MPUEMHON 1 KaOMHETa PYKOBOJAUTEIS
Ocy1ecTBIsATh padoTy MO MOATOTOBKE U MTPOBEICHUIO
K 1.6. KOH(l)epeH}“HBIX MEPOIPUATUI, 00ecrieynBaTh NHPOPMALTUOHHOE
B3aMMOJIEUCTBHE PYKOBOAUTEIA C MOAPA3ICTECHUSIMHU U
JOJKHOCTHBIMH JIMIIAMU OpTaHU3al|H
OdopmiiATh OpraHU3aMOHHO-PACTIOPAIUTEIbHBIE TOKYMEHTHI U
[IK 1.7. OpraHu30BbIBaTh PabOTy C HUMH, B TOM YHCIIE€ C UCIIOJIb30BAHUEM
aBTOMAaTU3HPOBAHHBIX CUCTEM
OpraHu30BBIBaTh TEKYIIEE XPAHEHHUE IOKYMEHTOB, 00pabOTKYy el
[IK 1.9. | nyist oniepaTUBHOTO M apXMBHOIO XPAHEHHMSI, B TOM YHCIIE C
MCIT0JIb30BAHUEM aBTOMATU3HPOBAHHBIX CUCTEM
K 2.1 Ocy11ecTBIATh KOMIUIEKTOBAHUE APXUBHBIMU JIeJIaMU
o (IOKyMEHTaMM) apX1Ba OpraHu3aluu
K 2.9, Bectu y4eT apxuBHBIX Jie1 (TOKyMEHTOB), B TOM YHCIIE C
MCII0JIb30BAaHUEM aBTOMATU3UPOBAHHBIX CUCTEM
Ocy1iecTBISATh XpaHEHHE APXUBHBIX 1€ (JIOKYMEHTOB) C
[IK 2.3. | HOCTOSIHHBIM CPOKOM XPaHEHUS U 1O JUYHOMY COCTABY B apXUBE
OpraHu3aluu
K 2.4 OCyIIecTBIIATh XpAaHEHUE, KOMIUIEKTOBAHUE, YUET U UCIOJIb30BAHHE
" | nest (I0OKYMEHTOB) BPEMEHHOI'O XpPaHEHHUS
K 2.5. Ocy11ecTBIATh UCTOIB30BAHUE APXUBHBIX A€ (JJOKYMEHTOB), B TOM

YUCJIC C UCIIOJIb30BAHUECM aBTOMATU3UPOBAHHBIX CHUCTEM




Kon

HaumeHoBaHHMe BUIOB JAeSITEJIbHOCTH U PO(PecCHOHATBHBIX
KOMIIeTeHII N

B/ 2

OpraHu3anus apXuBHOW PadoThI MO JOKYMEHTAM OpPraHu3anui
pa3au4YHbIX (OPM COOCTBEHHOCTH.

IIK 1.1.

OcymiecTBIsATh MpUeM-TIepeaady ynpaBieHIeCKol HHPOpMAITUHU C
MTOMOIIIBIO CPEJICTB MH(GOPMAIIMOHHBIX 1 KOMMYHHUKAITHOHHBIX
TEXHOJIOTUN

[IK 1.2.

KoopnunupoBaTs paboTy NPUEMHON pyKOBOJIUTENS, 30H NpUEMa
Pa3IMYHBIX KaTETOPUN MOCETUTENICN OpraHn3aluu

IIK 1.3.

BnaneTs HaBbIKaMH IJTAHUPOBAHUS pabO4Yero BpeMEHU PyKOBOAUTEIS
U CEeKpeTaps

IIK 1.4.

OC}’H_[GCTBJ'IHTB IMOATOTOBKY JCJIOBBIX ITOC3J0K PYKOBOJUTCIIA U
APYIrux COTPYAHHUKOB OpIraHU3alluN

IIK 1.5.

Bnanets ciocobamu opranuzanuu paboyero mpocTpaHcTBa
MPUEMHON U KaOMHETa PYKOBOJIUTEIIS

IIK 1.6.

Ocy1iecTBIATh paboTy MO MOATOTOBKE U MTPOBEICHUIO
KOH(EpEeHTHBIX MEPONPUATHIA, 00€CTIeunBaTh UH(POPMALIUOHHOE
B3aMMO/ICHCTBUE PYKOBOAUTENS C IOAPA3ACICHUSIMU U
JIOJLDKHOCTHBIMHM JIMIIAMU OpraHU3aIuu

[IK 1.7.

OdopMIIsATh OpraHU3aIMOHHO-PACTIOPSAIUTENbHBIC JOKYMEHTHI U
OpraHU30BBIBATH PA0OTY C HUMH, B TOM YHCJIE C UCIIOJIb30BAHUEM
ABTOMATHU3UPOBAHHBIX CUCTEM

IIK 1.9.

OpraHu30BBIBaTh TEKYIIEE XPAHEHHUE IOKYMEHTOB, 00pabOTKYy e
JUTSl OTIEPATUBHOTO U a@pXHWBHOTO XPAHEHUS, B TOM YHUCIIE C
HCITI0JIb30BAaHUEM aBTOMATH3UPOBAHHBIX CUCTEM

[IK 2.1.

Ocy1iecTBIsATh KOMIUJIEKTOBAHUE aPXUBHBIMU JI€JIaMU
(IOKyMEHTaMM) apXuBa OpraHu3aIuu

[IK 2.2.

Bectu y4eT apXuBHBIX Jie1 (TOKyMEHTOB), B TOM YHCIIE C
VCIIOJIb30BaHUEM AaBTOMATU3UPOBAHHBIX CUCTEM

[IK 2.3.

OcyiecTBISATh XpaHEHUE apXUBHBIX Je] (JIOKYMEHTOB) C
MOCTOSIHHBIM CPOKOM XPAHEHHUS U IO TUYHOMY COCTaBYy B apXUBE
Opra’u3anuu

[IK 2.4.

Ocy1iecTBIATh XpPaHEHHE, KOMIUJIEKTOBAHUE, YUET U UCTOJIb30BAHUE
1€ (IOKYMEHTOB) BpEMEHHOT'O XPaHEHHSI

[IK 2.5.

Ocy1iecTBIsATh UCTI0JIb30BAHUE APXUBHBIX J€J (IOKYMEHTOB), B TOM
YHUCJIe C UCIOJIb30BAHUEM aBTOMATU3UPOBAHHBIX CUCTEM

1.1.3. Ilepeyens TpyAOBBIX HYyHKIUN

Kon

HauMeHoBaHue npo¢ecCHOHABLHBIX CTAHIAPTOB,
00001IEHHBIX TPYAOBBIX (DYHKIIHII U TPYAOBbIX PYHKIMH

07.002

CrenuajucT Mo OPraHu3aluoOHHOMY U IOKYMEHTAIMOHHOMY
o0ecrevYeHNI0 YNpaBJeHus OpraHn3anueii

OT® A. OpranuzaiimoHHOE 0OeCTeueHUE IeATEIbHOCTH OPTaHNu3aluN

Td A/01.3. | IIpuem u pacupenenenue TeeGOHHBIX 3BOHKOB OPraHU3aliN

Td A/02.3. | Opranuzanus paboThl ¢ TOCETUTEISIMA OpraHU3aIluN




HaumenoBanue npogecCHOHAIBHBIX CTAHAAPTOB,

Kon . .
000011IeHHBIX TPYIOBbIX (PYHKIMI M TPYAOBBIX (PYHKIIUIA

Td A/03.3. | BeimonaHeHHnE KOOPIUHUPYIOMUX U 00SCTICYHBAOIINX (DYHKITHIA

OT® B. /lokymMeHTanmoHHOEe obecrieyeHue AeATeIbHOCTH OpTraHN3aIiu

Td B/01.5. | Opranuzanus paboThl C JOKYMEHTAMH

Td B/02.5. | Opranu3anus TEKyIEro XpaHeHUs TOKYMEHTOB

Td B/03.5. | Opranuzanus 00pabOTKH A€ IS MOCISAYIONET0 XPaHCHHSI

OT® C. OpranuzannoHHOE, TOKYMEHTAIIMOHHOE U MH(POPMAITHOHHOE
o0ecrniedyeHre AeSITeNbHOCTA PYKOBOJAUTENS] OPTaHU3aluN

Td C/01.6. | Oka3zaHue MOMOIIHM PYKOBOIUTEIIO B TNIAHUPOBAHUH PabOUYETo
BpPEMCHH
Td C/02.6. | [InanupoBanHue padoUero JHSI CEKpeTaps

Td C/03.6. | Opranmzanus TeneOHHBIX TIEPETOBOPOB PYKOBOTUTEIS

Td C/04.6. | Opranuzanys KOMaHAHUPOBOK PYKOBOIUTEIIS

Td C/05.6. | Opranuzanus paboThl ¢ HTOCETUTEISIMHA B IPUEMHOU
PYKOBOJUTEIS

T®d C/06.6. Opranu3zarus MoAroTOBKH, IIPOBEACHUS U 0OCTY)KUBAHUS
KOH()EPEHTHBIX MEPOTIPUATUIN

Td C/07.6. | OpraHu3anus UCTIOJTHEHUS PEIICHUH, OCYIIIECTBICHUE KOHTPOJIS

HUCIIOJTHCHU A nopyquI/Iﬁ PYKOBOJUTCIIA

Td C/08.6. | Opranuzanus u nojaepxkaHue pyHKIMOHAILHOTO pabodyero
MIPOCTPAHCTBA MPUEMHOMN M KaOMHETa PYKOBOAUTEIIS

Td C/09.6. | Pa3zpaboTka JOKaIbHBIX HOPMATHBHBIX aKTOB,
perJaMeHTHPYIOIUX padoTy cekperaps

Td C/10.6. | CocraBnenue u oopMIICHHE YIIPABICHUECKOW JOKYMEHTAIIUH

Td C/11.6. | Opranuzanus pabOThl C JOKyMEHTaMH B TPHUEMHOM
PYKOBOJUTES

Td C/12.6. | Opranuzanus XpaHCHUS JOKYMEHTOB B IPUEMHOM
PYKOBOJUTES

Td C/13.6. | OGecnieuenue pyKoBoauTeIs HH(OpMaLei

T® C/14.6. Opranuzanus HHPOPMAITMOHHOTO B3aUMOJIECHCTBUS
PYKOBOJUTEIIS C TIOJIpA3/ICJICHUSIMU U JOJHKHOCTHBIMU JIMIIAMHU
OpraHu3aINH

OT® D. UadopManimoHHO-aHATUTUYECKAS] K OPTaHU3AIMOHHO-
aAMUHUCTPATUBHAS MOJAECPIKKA JEATEIbHOCTA PYKOBOJUTENSI OpraHU3aliu

Td D/01.6. | dopmupoBanre HHPOPMALIMOHHOTO B3aMMOICHCTBUS
PYKOBOJIUTENSI C OpPraHU3alusIMU

Td D/02.6. | Ananu3 uHbopMaIMK U TIOATOTOBKA HHPOPMALIMOHHO-
AHAJIMTUYECKUX MAaTepUaJIOB

T® D/03.6. Opranu3aius JeJ0BbIX KOHTAKTOB U IMMPOTOKOJbHBIX

MEPONPUSATHN
Td D/04.6. | Opranu3aiyisi ICIIOJHEHUS PEIICHUN PYKOBOIUTEIIS
Td 01.6. dopmupoBaHue HHPOPMAITMOHHOTO B3aUMOCHCTBHS
Td 04.6. Opranu3zaiys UCIOJHEHUN peleHn PyKOBOIUTES

07.004 CrneumnajmcT no ynpaBJjieHUI0 JOKYMEHTAMM OPraHu3aluu




Kon

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

OT® A. JlokymeHTalMOHHOE 00ecredeHne ynpaBIeHHs OpraHu3anuein

Td A/04.6. | [IpoekTrpoBaHUE, BHEIPCHHUE U PA3BUTHE CHCTEMBI
AJIGKTPOHHOTO JOKYMEHT0000pOTa
07.004 CrenuajucT 1o ynpapJeHUI0 JOKyMEHTAel Oprann3aunu

OT® A. JlokymeHTanlMOHHOE 00ecredeHne ypaBIeHHs OpraHu3anuein

Td A/01.6. | Pa3paboTka 1 BHEApPEHHE JOKATHHBIX HOPMATHBHBIX aKTOB IO
JTOKYMEHTAIIMOHHOMY 00€CIICUCHHIO YITPABJICHUS OpTaHU3aIuei

Td A/01.6. | PazpaboTka v BHEIPEHHE JOKAIbHBIX HOPMATHBHBIX aKTOB B
o0JacTH ynpaBiIeHHs TOKYMEHTaMU OpTaHU3aIIH

Td A/02.6. | Opranuszaius JOKYMEHTHPOBAHHUS YIIPABICHUYCCKOM
JEeSITEeIbHOCTH B OpTraHU3aIlluu

Td A/02.6. | Opranu3zamnus JOKyMEHTHPOBAHUS JCIATEIBHOCTH B
OpraHHu3aIiu

Td A/03.6. | Opranu3anus TOKyMEHTOO00pOTa B OpraHU3aIluu

Td A/04.6. | OcymiecTBieHre pabOT MO MPOCKTUPOBAHUIO U BHEIPCHHUIO
CHUCTEMBI JICKTPOHHOI'O JIOKYMEHTO000pOTa B chepe
JIOKYMEHTAIMOHHOTO YIIPABJICHHS OpraHu3alliu

Td A/04.6. | [IpoexkTupoBaHKe, BHEAPCHUE U PA3BUTUE CUCTEMBbI
AIIEKTPOHHOTO JOKYMEHT0000pOoTa

Td A/05.6. | OcymecTBiaeHre HHPOPMALIMOHHO-CITPABOYHOM PabOTHI C
JOKYMEHTaMH OpTraHu3aluu

Td A/06.6. | OcyiiecTBiIeHHE KOHTPOJISA TPOIEcca U CPOKOB UCIIOJTHEHUS
JIOKYMEHTOB B OpraHU3alliu

Td A/07.6. | Opranusaiiysi OrepaTUBHOTO XPaHEHHS TOKYMEHTOB B
OpraHM3alMM U Nepeadu Je Uil MOCIEAYIOIEro XpaHeHUs

Td A/07.6. | Opranuszaius XxpaHeHHs TOKYMEHTOB B OPraHU3aI|H 1
nepenayu Jesl Ha apXUBHOE XpPAaHECHHE

Td 01.6. Pa3paboTka 1 BHEIpEeHUE JIOKATbHBIX aKTOB 10
JOKYMEHTAIIMOHHOMY 00€CIIEUCHHIO YITPABJICHUS OpraHu3aIei
T 03.6. Opranuzanusi JOKyMEHTO000pOTa OpraHu3auu

OT® B. PykoBOACTBO JI€ATETHLHOCTHIO MO TOKYMEHTAIIMOHHOMY O0OECTICUCHHIO
YIIPaBJICHUs OpraHu3aluen

Td B/01.7. | PykoBOJCTBO NESTEIBHOCTBIO MOIPA3ICICHUSI [0
JOKYMEHTAIIMOHHOMY 00€CIIEUeHHIO YITPABJICHUS OpraHU3aI|H

Td B/02.7. | Opranuzanus pa3paOb0TKH JIOKAIBHBIX HOPMATUBHBIX aKTOB U
METOIMYECKUX JOKYMEHTOB M0 JOKYMEHTALIHIOHHOMY
00ecTeYeHHI0 YIIPaBJICHHS OpraHu3aIuu

Td B/03.7. | IlocTpoeHHE CUCTEMBI JOKYMEHTAITMOHHOTO 00ECICUEHHMSI
yIpaBJICHUs] OPTaHU3AIUU

Td B/04.7. | OcyiiecTBiaeHre KOHTPOJIS (QYHKITMOHUPOBAHUS CHCTEMbI
JOKYMEHTAIMOHHOIO0 00ECIIEUEeHHsI YITPABJIEHUSI OpraHU3aLHH

T® B/05.7. | CoBeplIeHCTBOBaHHE CHCTEMBI JJOKYMEHTAITMOHHOTO

obecrieueHusl ynpaBJieHUs OpraHu3aluu




Kon

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

OT® B. PykoBOACTBO J€ATEIRHOCTBIO MOAPA3IEIEHUS MO TOKYMEHTALHOHHOMY
00ecleyeHNIO yIpaBIeHUsl OpraHu3auen

Td 01.7.

PYKOBO,ZICTBO ACATCIbHOCTBIO ITOAPA3ACIICHUSA 110
JOKYMCHTAIITHOHHOMY 00eCIIeUCHHUIO YIPABJICHUA OpFaHHSaHHCﬁ

OT® C. Ynpasn

CHHC IIOKYMeHTaHHGﬁ OpraHu3anuunu

T C/01.8.

Crparerndeckoe IjIaHUPOBaHUE U PYKOBOACTBO IMOCTPOECHHUEM
€MHOMN CUCTEMBI YIPABJIEHUs TOKYMEHTAMEW OPTaHU3ALNU

Td C/02.8.

VYnpasienue pazpadoTKo# JTOKaTbHBIX HOPMAaTUBHBIX AKTOB
OpraHu3alyy Mo BONPOCAM YIIPABJIEHUS €€ JOKYMEHTAlUEN

Td C/03.8.

praBHCHHe ACATCIbHOCTBIO 110 KOHTPOJITO Q)YHKHI/IOHI/IPOBaHI/ISI
BCCX CUCTCM JOKYMCHTAIIMU OPraHU3alku U €C
KOPIIOPATHUBHOI'O I[OKYMGHTOO60pOTa

Td C/04.8.

VYpaBiieHre IPOEKTaMU 110 BHEAPEHUIO KOPITOPATUBHON
CUCTEMBI 3JIEKTPOHHOT'O JIOKYMEHTOO00pOTa OpraHU3alluy U
pa3paboTKe CTPATETUU €€ Pa3BUTHUS

T®d C/05.8.

Crparernueckoe IIaHUPOBAHUE U PYKOBOACTBO ITOCTPOCHUEM
€AMHON CUCTEMBI XpaHEHUS JOKYMEHTAIBHOTO (pOHa
OpraHHU3alHH

Td 02.8.

VYnpasienue pazpaboTKoO# JTIOKaIbHBIX AKTOB OpTraHU3allUU 10
BOIIPOCAM yNIpPaBJIECHUS €€ TIOKYMEHTaluen

07.009

Cnennanauct no popMuUpPOBAHUIO FJIEKTPOHHOIO APXUBA

OT® A. BrinonHeHue padoT Mo cO3JaHuI0 rpapuiyecKkux 00pa3oB JOKYMEHTOB B
CUCTEME WIEKTPOHHOI'O apXUBa

Td A/01.3. | I[ToaroToBka JTOKyMEHTOB K CKAHUPOBAHHIO JIJISl 3JICKTPOHHOTO
apxuBa

Td A/02.3. | CkanupoBaHHE JOKYMEHTOB ISl SJICKTPOHHOTO apXHBa

Td A/03.3. Bo3BpaT 1OKyMEHTOB B MCXOAHBIN 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 IaHHBIX B CHCTEMY 3JIEKTPOHHOTO apXHBa

Td B/01.4. | Pacno3HaBaHUE TEKCTA JOKYMEHTA MO CMBICIY M COJIEPKAHUIO C
MOCJIeTyIoNIel Kiaccudukaluei 1 HHIeKcauen B CuCTeMe
AJIIEKTPOHHOI'O apXHBa

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

apxuBa

OT® C. PykoBOACTBO MPOLIECCOM CKAaHUPOBAHMSI, BBOJIA U 00pAOOTKHU JAHHBIX B
CUCTEME MIEKTPOHHOI'O apXUBa

Td C/01.6. | YrpasieHue AeATEIbHOCTHIO IO KOHTPOJIIO
(YHKIIMOHMPOBaHUS, BBOAA U 00paOOTKM JAHHBIX B CUCTEME
AIIEKTPOHHOTO apXUBa

Td C/02.6. | PazpaboTka JTOKaIbHBIX HOPMATHBHBIX aKTOB IO BOIPOCAM




HaumenoBanue npogecCHOHAIBHBIX CTAHAAPTOB,

Kox . .
000011IeHHBIX TPYIOBbIX (PYHKIMI M TPYAOBBIX (PYHKIIUIA
OpraHM3alliy MPoLecca CKAHUPOBAHUS B CUCTEME 3JIEKTPOHHOTO
apxuBa
Td C/03.6. | CrpaTernyeckoe IIaHUPOBAHKME U IIOCTPOCHHUE IPOIECCCOB

CKaHUPOBAHUS, BBOJIA M OOPaOOTKH JAHHBIX B CUCTEME
AJICKTPOHHOT'O apXHBa
OT® C. PykoBOACTBO MPOIECCOM CKAaHUPOBAHUS, BBOA M 0OPAOOTKU JJAHHBIX

Td 01.6. VYrpaBieHue 1esTebHOCTHIO 0 KOHTPOJIIO
(YHKIIMOHUPOBaHHUSA, BBOAA U 00pabOTKU JaHHBIX

Td 02.6. VYmpasieHue pa3paboTKO# JIOKaTbHO-HOPMATHBHBIX aKTOB
OpraHM3aIMH [0 BOIIPOCAaM OpTaHMU3aIlNH Mpoliecca
CKaHMPOBAHUS

Td 03.6. Ctparernyeckoe ImiIaHUPOBAaHUE U TTOCTPOCHUE MPOIIECCOB
CKaHMPOBAHUs, BBOJIa M1 00pabOTKH JTAHHBIX

07.013 Cnennanuct uudposoii Tpanchopmanumn

AOKYMEHTHPOBAHHBIX c(ep 1eATeJJbHOCTH OPraHu3alun
OT® A. TexHOJIOTHYECKOE COPOBOXKACHUE UPPOBOU TpaHCHOPMALINH
JIOKYMEHTUPOBAHHBIX CEP EATETbHOCTH OPraHU3alun

Td A/02.5. | Cucremaru3anus CTPYKTYPUPOBAHHBIX TAHHBIX
JOKYMEHTHUPOBAHHBIX CPEP AEATETbHOCTH OPraHU3aLUU JJIs
MCII0JIb30BAHUS U XPAHCHHUSI

1.1.4. Paznensr WSSS o koMeTeHnu

Pa3gen
WSSS
1

HaumenoBanue pa3aesna WSSS

1.2. lleqb ¥ iIaHUPYeMBbIe Pe3yJIbTATHI 0CBOCHUSA

B pamkax nporpamMmbl TPO(ECCHOHATBHOTO MOIYJS  O00YYarOIUMHUCS
OCBaMBaIOTCs cienayromue ymMeHuss U 3HaHus B cooTBerctBuu ¢ @I'OC CIIO mo
CHEeNUaIbHOCTH, TpPO(EeCCHOHATBLHBIMU CTaHAapTamMu u pazaenamu WSSS 1o
KOMITETEHIINH:

1.2.1. O0me KOMIIETEHIIUH:

Kon

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

YMmenust SHanus




Kon

OK YMmenns

3HaHud

OK 08.

OK 09.

1.2.2. IIpodeccronanbHble KOMIIETEHITAHN:

Kon
K IIpakTH4eckuii onbIT YMmenus

3Hanusa

1 2 3

4

ITIK 1.1.

ITIK 1.2.

ITIK 1.3.

I1K 1.4.

ITIK 1.5.

I1K 1.6.

ITIK 1.7.

ITIK 1.9.

I1K 2.1.

11K 2.2.

I1K 2.3.

11K 2.4.

I1K 2.5.

1.2.3. TpynoBsie pyHKITUU:

Kon IIC

T OBbI€ JAelicTBUA YMmenust
u T® pya A

3Hanug

1 2 3

4

07.002 Cl'leIII/IaJII/ICT Mo OPraHmM3alluOHHOMY H JOKYMCHTAIIUOHHOMY o0ecrnevyeHuIo

YupaBJIiCHUSA opraﬂn3aunei71

A - OpranusanioHHoe obecreyeHne JesiTeIbHOCTH OpraHu3alun

A/01.3

A/02.3

A/03.3

B - JlokymeHnTanmonHoe obecredeHune AesiTeIbHOCTH OpraHu3aIiu

B/01.5

B/02.5

B/03.5

C - OpFaHI/I3aHHOHHOC, AOKYMCHTAIITUOHHOC U I/IH(I)OpMaI_II/IOHHOC obecrneucHue JACATCIIBHOCTH

PYKOBOJUTEIIA OpraHu3alun

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




Kon IIC

T OBBbI€ JelicTBUA YMmenns 3HaHud
u Td pya a

1 2 3 4

C/12.6

C/13.6

C/14.6

D - HudopmanmoHHO-aHATUTHYECKAsT M OPraHU3ALMOHHO-aIMHUHUCTPATUBHAS TOAJICPKKA
JEeATEIbHOCTH PYKOBOIUTEINS OPraHU3aLuU

D/01.6

D/02.6

D/03.6

D/04.6

01.6

04.6

07.004 CrenMaJIuCcT N0 YyNIpPaBJIeHUI0 JOKYMEHTAMM OPraHU3aluu

A - JlokyMeHTalMOHHOE 00€eCcTIeueHre YIIPABJICHHS OpraHn3aluen

A/04.6 | |

07.004 ChneunuaJjucT 1o ynpapJjieHHIO JOKYMeHTaliell opranu3anuu

A - HOKYMCHTB.I_II/IOHHOC obecnieyeHne YIIPpaBJICHUSA 0praHH3aL{Heﬁ

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 - PykoBOACTBO JeATENHHOCTHIO IO JOKYMEHTAIIMOHHOMY OOECII€UCHUIO YIpaBICHUS
Opra"u3aluen

B/01.7

B/02.7

B/03.7

B/04.7

B/05.7

B - PykoBOACTBO €ATEIBHOCTHIO MOJPA3/ENECHUsI MO JOKYMEHTAIMOHHOMY OOECIEeUCHHIO
YIPABJICHUS] OpraHUu3alMen

L7 | | |

C- praBJ’IeHI/IC IlOKyMCHTaI_[I/ICI\/'I OpraHu3anuun

C/01.8

C/02.8

C/03.8

C/04.8

C/05.8

02.8

07.009 Cnenuajauct no GOpMHPOBAHMIO YJIEKTPOHHOI0 apXHBa

A - Brmmonaenue paboT mo co3maHuio Tpaduueckux o0pa3oB JOKYMEHTOB B CHCTEME
DJIGKTPOHHOTO apXHBa




Kon IIC .
u T® Tpynosble 1eiicTBUs YMeHus 3HaHHuA

1 2 3 4

A/01.3

A/02.3

A/03.3

A/04.3

A/05.3

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

B/01.4

B/02.4

C - PYKOBO,I[CTBO ImponeccoM CKaHHUpOBaHHs, BBOJAa H O6pa6OTKI/I JaHHBbIX B CHCTEMC
9JICKTPOHHOI'O apXHuBa

C/01.6

C/02.6

C/03.6

C- PYKOBO,I[CTBO IIpoucCCOM CKaHNPOBAHM:A, BBOAA U O6pa6OTKI/I JaHHBIX

01.6
02.6
03.6
07.013 Cnennanuer uu@poBoii TpaHchopManMu JOKYMEHTHPOBaHHBIX cdep
JAeATEeJbHOCTH OPraHNu3alHuu

A - TexHONOTHYECKOE COMPOBOXKACHHUE IU(DPOBOI TpaHCHOpMAIHH TOKYMECHTHPOBAHHBIX Cdep
JeSITeIIbHOCTH OPTaHU3aIUH

AI025 | | |

1.2.4. Pa3znensr WSSS o koMmmereHmmn

Pa3zpen

WSSS YMmennst 3HaHug
1 2 3
1

1.3. KosaimuecTBO 4acoB, 0TBOJAMMOE HA 0CBOEHHUE MPO(ECCHOHATBLHOT0 MOILYJIs

O0BbeM 00pa3oBaTEIBHON MPOTrpaMMEI 10 TIpodeccruonamsHoOMy Moy 0 — 90
4ac., UX HUX:

1.4. Ucnoan3oBanue 4yacoB 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- | 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
90 80 40 10
Bcero: 90 80 40 10




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 Mmoayns [IM.02 "L{uppoBbie TEXHOJOTUH B apXHWBHOM
nene" peanu3yercs B ...

3.2. UupopMmaniuoHHoe odecniedyeHUue peasu3aunuu NpoecCHOHAIBHOI0 MOAYJIA

Jns  peanuzanuu  mporpaMmbl  OMOMMOTEYHBIM  (OHJ 00pa3oBaTEILHOM
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 [IM.02 "IludpoBble TEXHOJOTHH B apXUBHOM Jeie" OCYIIEeCTBISACTCS
IPETIoIaBaTel MU B MPOIIECCE U3yUSHUSI MaTepraia B paMKax TeKYIIero KOHTPOJIS B
dopmMe ... , a TaKKe B paMKax MMPOBEICHUS MPOMEKYTOYHON aTTeCTallK 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
orieHoYHBIX cpeact o [IM.02 "[{udpoBsie TEXHOIOTHH B apXUBHOM jelie".

OueHka pe3yabTaToB OCBO€HUsI TMpodeccruoHanbHOro Moayis [IM.02
"[udpoBbie TEXHOJOTUM B APXUBHOM Jieie" OCYIIECTBISCTCS IK3aMEHAIIMOHHOM
KOMHCCHEN B paMKax MPOBECHUS MPOMEXKYTOUHOU aTTecTaliuu B Gopme ... .

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



