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OBIEKYJIBTYPHBIE KOMIIETEHIIMH

OK-1—-  cnmoco0HOCTBIO HCIOJIL30BATHh OCHOBBI (prJ10cO(CKUX 3HAHUM 1J151 GOPMHUPOBAHUSI MUPOBO33PEeHYECKOH MO3UITUT

3HaTh

—  OocHOBHbIE pu0cO(CKUE KATETOPUH U CIEUUPHUKY X TIOHUMAHHS B
Pa3InYHBIX UCTOPUUYECKUX TUMAX (PHUI0cO(UU U aBTOPCKUX MOAXOIAX;

—  OCHOBHbIE HampasieHus punocoduu u pazauunst GUIOCOPCKUX KO B
KOHTEKCTE HCTOPUH;

—  OCHOBHBIC HalpaBJICHHS U MPOOIEMATHKy COBPEMEHHOM (rutocodhun;

YMeTh

PACKpBIBATh CMBICI BBIIBUTAEMBIX UJICH, KOPPEKTHO BBIPAXKATH U
apryMEHTHPOBAaHO OOOCHOBBIBATH MOJIOKEHHUS TPEIMETHON 00J1aCTH 3HAHUS,
MPEJICTARNIATh paccMaTpruBaeMble (PUI0COPCKUE MPOOIEMBI B Pa3BUTHH;
CPaBHHBATH PA3NUYIHBIE PHITOCO(CKHIE KOHIIETIIINY TI0 KOHKPETHOU MPoodIieMe;
YMETb OTMETHUTH NMPAKTUYECKYIO [IEHHOCTH OTIPEIeICHHBIX (PHI0CO(PCKUX
MOJIOKCHUH U BBISIBUTH OCHOBAHUS Ha KOTOPBIX CTPOUTCS (PHITocopCKasi KOH-
LENIUs W CUCTEMA;

Bnaners

HaBBIKaMU pabOThI ¢ PUIOCOHCKUMH HCTOYHUKAMHU U KPUTHUECKOU
JIUTEPATYPOU;

MpreMaMH TIOUCKa, CUCTEMAaTH3aIMKi U CBOOOTHOTO U3JI0KEHUS (PHIIOCO(CKOTro
MaTepuaia U MeTOJaMU CpaBHEeHUS (HUIOCO(CKHUX UIeH, KOHIEIIUH U 3110X;
criocobamMu 000CHOBAHUS PENICHUS (MHIYKIIHS, NEAYKIHS, TIO aHATIOTHH )
npo0JeMHOW CUTYaIUH;

BJIaJICTh HABBIKAMH BBIPAYKCHUS U 000CHOBaHMS COOCTBEHHON TO3MIIUN
OTHOCHUTEILHO COBPEMEHHBIX COI[MOTYMaHUTAPHBIX MPOOJIEM M KOHKPETHBIX
(UITOCOPCKUX TTOZUITHIA

dunocodpus

3HaTh

- [Ipeamet 1 0OBEKT €CTECTBEHHOHAYYHOI KapTHHBI MUPA;

- [IpenMeT 11 0OBEKT OTAENBHBIX ECTECTBEHHBIX HAYK;

- OCHOBHBIE IPUHIIUIIBI, 3aKOHBI, TIOHATHSA U METOABI, a TAKXKE OCHOBHBIE
€CTECTBEHHOHAYUYHBIE KOHLICIIIIUH, UX COAEP/KAHUE U B3AUMOCBS3U;

- Ponb ectecTBeHHOHAYYHBIX 3HAHUH, QUIIOCOPUH, COITMOTYMaHUTPHBIX HAYK B
(bOpMHPOBaHNH 1IEIOCTHOTO BHJICHHSI MHUPA U )KU3HU

YMeTh

- [IpaBunbHO hopMyIMPOBATH LIENb U 3a[]a4d IPH PELICHUH Y4eOHOH
npo0JeMbl, IPUMEHSATh KaK BceoOIIre METOIbl HAYyYHOTI'O MCCIIeJOBaHUsl, TaK U

Konnenuuu coBpeMeHHOT0
€CTECTBO3HAHUS




CmpykmypHbwlil d1emenm Cmpykmypubvlil d1emenm
PYRIYP IInanupyemvoie pesyrbmamsi 00yuenus pYRIMYpHoil
KoMnemeHyuu 00pazoeamenbHOl NPOSPAMMbL

¢unocodckue, COMOryMaHUTapHbIE, €CTECTBEHHOHAYYHBIC;

- Mcnonp30BaTh OCHOBHBIE 3aKOHBI M IPHHITHUIIEL, HICH W TIOHATHS
COBPEMEHHOT'0 €CTECTBEHHOHAYYHBIX TUCHUIUINH MPH aHaJIN3€ U O0bSICHECHUU
KOHKPETHBIX BOIIPOCOB;

- YMeTb /ienaTh BBIBOIBI I IPUMEHSTH METOIbI MaTeMaTHIeCKOi 00paboTKn
UH()OPMALINH, TEOPETHYECKOTO M IKCTIEPUMEHTAIBHOTO HCCIISIOBAHMS JUIS
pemieHns y4eOHBIX 3a1ad.

Bianers - HaBpikamu paboThl ¢ Hay4yHOH TUTEPAaTypOl pa3HOTO YPOBHS (HAYYHO-
HOIYJISIPHBIE U3AaHUSL, IEPUOANYECKHE JXypHAalIbl, MOHOTpaduu, yueOHUKHY,
CIIPaBOYHHKH).

- HaBbikamu ananmza 1 00bSICHEHHS OCHOBHBIX HA0JIIOAaEMBIX IPUPOAHBIX H
TEXHOTCHHBIX SIBICHUN ¥ 3 (PEKTOB C MO3UIUH PyHIaMEHTATBHBIX
€CTECTBCHHOHAYYHBIX 3aKOHOB,;

- HaBpikamu ucrnionp3oBanust GUtocoCKuX, COMOTYMaHUTAPHBIX,
€CTECTBCHHOHAYYHBIX 3HAHHUH 17151 POPMUPOBaHHUSI HAYYHOTO MHUPOBO33PEHUS

OK-2 - cnoco0HOCTbIO AaHATU3HPOBATH OCHOBHBIE ITATNIBI H 3aKOHOMEPHOCTH MCTOPUYECKOT0 Pa3BUTHS 001ecTBA 115 GOPMHUPOBAHHUSA I'PAKIAHCKON
NMO3ULIMHI

3HaTh OcHOBHbBIE HpO6J’IeMLI, Nnepuoabl, TCHACHIIUN U 0COOEHHOCTH HUCTOPHUYICCKOTO
rnmpouecca, NpUINHHO-CJICICTBCHHBIC CBA3U

YMerb BripaxkaTh 1 000CHOBBIBATH CBOIO TIO3UIIHIO IO BOTIPOCAM, KACAIOIUMCS

Ucropus
[IEHHOCTHOI'O OTHOHIEHUSI K HCTOPUYECKOMY NPOLIJIOMY

Brnaners HaBpIkamMu BOCTIDOM3BEICHUSI OCHOBHBIX KOHIETIIIHH 110 N3y4aeMbIM
mpodiieMam

3HaTh Jloruky u conepkaHue MOIUTUIECKOro MPOIIecca;

0COOCHHOCTH B3aMMOOTHOIIEHUH IPaKIAHCKOT0 00IIEeCTBa U TOCYJapcTBa B
P®. Ocobennoctu popmupoBanus 1 GyHKIHOHUPOBAHHS OJIUTHIECKUX
WHCTUTYTOB.

Vmers OHCpHpOBaTB OCHOBHBIMHU MNOJIUTHYCCKUMU KATCTOPHUAMU.

OPUEHTUPOBATHECA B MUPOBOM HCTOPHUYCCKOM IPOLECCE, aHAIIN3UPOBATh
IMPOLCCCHI U ABJICHHUA, TPOUCXOJSAIINC B O6IJ.ICCTBC;

OMpeaACIATh CTCIICHb PA3BUTUA T'PAXKIAHCKOI'O O6H.IeCTBa o yYpOBHIO
Pa3BUTOCTH U aKTUBHOCTHU €TI0 CTPYKTYPHBIX DJICMCHTOB,

TTonuromorus

BJIEUICTB Hapreikamu CpPaBHUTCIIBHOI'O aHa/IM3a MOJIMTUYCCKUX CUCTEM, HHCTUTYTOB,
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nporeccoB. CoBpeMEHHBIMH METOAaMHU 00pabOTKU M HHTEPIPETALUH
KOMITJIEKCHOH TTOJIUTOJIOTHIECKOH MH(MOPMAITHH.

3HaThH

— Krnaccudukanuro Hapoa0B U PETHOHOB MUpPA
— KynprypHO-aHTpOMOIOTHYECKYIO U reorpadpuaecKyro KapTHHY MUpa
— 3aKOHOMEPHOCTH B CXOJICTBAX M PA3IHYMIX HAPOJOB M PETHOHOB MUPA

YMeTh

— Haxomute oTimuus MEXIOy HapojgaMH M PErHOHAMH MHUpa IO
XO3SHCTBEHHBIM U KYJIbTYPHO-aHTPOIIOJIOTHIECKUM IIPU3HAKAM

— JlaBaTh omucaHus HapoOJOB M PErMOHOB Mupa U Poccuu B OCTYIHOM,
MOTTYJIAPHOU (hopMme

— VYO0eauTensHO, apryMEHTHPOBAaHO IMPOBOIUTH IMPOCBETUTENBCKYIO paboTy
10 BOCIIMTAHUIO TOJICPAHTHOTI'O OTHOUICHHA K pa3JIMYHBIM CTpaHaM, KyJIbTypaM
U HapoaaM

(DTHOJIOTHS U PETHOHOBEACHUE

Bimagets

—  KynbrypHO-aHTPONOJIOTHYECKUM H TeorpaduyeckuM TEePMUHOIOTHYECKUM
anmapaTom

— IlpumeHnstsb KYJIbTYPHO-aHTPOIOJIOTrHYECKUI u reorpadudecKuii
NOHATHHHBIN anmnapat B Ipo¢)eCCHOHANBHON AEATENEHOCTH

— HaBplkaMu NpuUMEHEHUs] HAay4YHBIX 3HAHUN B IONYJSIPU3ALMU KYJbTYpHO-
AHTPOIIOJIOTHYECKHX M Teorpaduyeckux 3HaHHUN

3HaTh

- OCHOBHYIO U CIIPABOYHYIO JIMTEPATYPY 10 KYPCY;
- HOBEHIIINE TEOPETUIECKUE MPEICTABICHUS O IpodiIeMax 1 MEePCHeKTUBAX
pa3BUTHUS COBPEMEHHOIN POCCHICKOM rOCY1apCTBEHHOCTH B LIEJIOM H
TrOCyapCTBEHHOTO aNliapara B YaCTHOCTH;

- HICTOPUYECKHE OCOOEHHOCTH M TEHACHIINN Pa3BUTHS IOCYIapCTBEHHOTO
anmnapata Poccuy;

- OCHOBBI HOPMaTHBHO-TIPaBOBOH 0a3bl ycTpoiicTBa M (YHKIIMOHUPOBAHUS TO-
CyIapCTBEHHOTO annapara P®, KOHCTUTYLIHOHHBIA CTaTyC U KOHKPETHOE
OpraHU3allMOHHOE YCTPOICTBO (heaepanbHbIX OPraHoB BiacTu PO,

- OPTaHU3alMOHHOE YCTPOMCTBO OCHOBHBIX (peliepanbHbIX BeoMCTB PO,

- OCHOBHBIE OpTaHU3AIIMOHHBIE TPOOIEMBI IEATEIbHOCTA OPTAaHOB BIACTH U
ynpaBiieHust CyObeKToB PD;

- OCHOBHBIE IPOOJIEMBI JAESTEIbHOCTH OPraHOB CaMOYIIPABIICHHS.

CoBpeMeHHasi OpraHu3aIus
FOCYJapCTBEHHBIX YupexaeHui Poccuun

YMeTh

- OPUEHTUPOBATHCS B COBPEMEHHOM OpraHu3alii OpraHoB roCyAapCTBEHHON
BIIACTH,
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- CAMOCTOSITEIbHO paboTaTh ¢ HOPMATHUBHOM JOKyMEHTaNuel 1 HaXOJUTh
HE00X0IUMYH0 HH(OPMALIHIO O CTPYKTYPE rOCyIapCTBEHHBIX OPraHOB,
- MOJIETIMPOBATh CTPYKTYPY YIPaBIECHUECKUX OpraHU3aIuii

Bnanets

- HABBIKaMH pabOThI C TOKYMEHTAIHEH, ONPEACIISIIONICH MOPSIOK W MPHUHITAIIBI
pabOThI OPTaHOB BIIACTH,

- IOHUMATh aCTICKThI B3AaHMOICHCTBHS TOCYIaPCTBCHHBIX YUPEIKACHUH C
HHBIMHU YIIPABJICHYECKUMHU CTPYKTYpaMH: KOPITOPATHBHBIMH, OOIIECTBCHHBIMH,
YaCTHBIMHU MIECPUOAU3ALTUTIO OTEUECTBEHHON HNCTOPpHHU

3HaTh

— OCHOBHBIE OTIpeNIEICHNS U MOHATHS 110 UCTOPUN MHUPOBON U OTE€UECTBEHHON
KYJbTYpHI;
— OCHOBHBIE 3Talbl HICTOPUY MUPOBOH M OTEUECTBEHHOH KYNbTYpHI;

YmeTh

—  BBLICJSTH XapaKTEPHbIE YEPThl KOHKPETHOM KYJIBTYPBHI;
—  XapakTepH30BaThb UCTOPUKO-KYJIBTYPHBIE 3TAIIbI

[Mctopust MUPOBOIM M OTEYECTBEHHOM

Bnanets

— crmocobamy BBISIBIICHHS BIMSHUS KYJIBTYp OPYT Ha Apyra
— crmocobamu BEISIBIICHHS 3aKOHOMEPHOCTEH Pa3BUTHS MUPOBOU U
OTEYECTBEHHON KYJIbTYpPBI

KYJIbTYPBI

3HaTh

—  OCHOBHBIE OIPEAEICHHUS U HOHATHS 110 UICTOPUH MUPOBOI U OTE€UECTBEHHON
KYJIBTYPBI;
— OCHOBHBIE 3Talbl HICTOPUY MUPOBOH M OTEUECTBEHHOH KYNbTYPHI;

YMeTh

—  BBLAEIITH XapaKTEPHBIEC YePThl KOHKPETHOH KYJIBTYPBI;
—  XapakTepu30BaTh NCTOPHKO-KYJIbTYpPHBIE 3Tallbl

MupoBas XyJ105KECTBEHHAs! KyJIbTypa

Bnaners

— croco0amu BBISIBIICHUS BIMSHUS KyJIbTYp OpYyT Ha Apyra
— croco0amu BBISIBIICHHS 3aKOHOMEPHOCTEH Pa3BUTHSI MUPOBOU U
OTEYECTBEHHOH KYJIbTYPHI

3HaTh

OcobeHHOCTH Pa3BUTHUA MHUPOBBIX I_II/IBI/IJ'II/I3aLII/If/’I,
HpI/I‘-II/IHHO-CJ'Ie,I[CTBeHHLIC CBS3U UCTOPHUYUCCKHUX SIBIICHUI

YmeTh

BCECTOPOHHE 00BLEKTUBHO OLICHMUBATH U 0606HIaTI) 3aKOHOMEPHOCTH
IUBUJIN3aIMOHHOI'O Pa3BUTUA

IMcTopust MUPOBBIX LIUBUIIM3ALIMMA

Bnanets

Hagbikamu BeJieHUs IUCKYCCHUHU U MOJIEMUKH B OTCTABAHUU CBOEH IPaXKIaHCKOM
HO3ULIUH

3HaTL

OCHOBHBIC IPUHIIUIIBI, 3dKOHBI U KATCTOPHUU UCTOPUICCKUX 3HAHUH B HX

HcTopus 3apyOeXHBIX HAPOAOB U KYJIbTYD
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JIOTUYCCKOMU OCJIIOCTHOCTHU M IIOCJICIOBATCIBHOCTH,

YMeTh

HCIIOJIE30BaTh OCHOBEI HCTOPHUYCCKUX 3HAHUU IS OLICHUBAHUS M aHAJIN3a
Pa3JInYHbIX COBPEMCHHLIX TeHILGHHHfI, SIBIICHUH U (baKTOB;

Bnanets

CHOCOOHOCTBIO a0CTPaKTHO MBICIUTh, aHAIN3UPOBATh, CHHTE3UPOBAThH
MOJTy4aeMyto HH(GOPMAITHIO.

3HaTH

-OCHOBHBIE ATAIbl HCTOPUYECKOTO PA3BUTHS;

-0COOCHHOCTH MEIUHHBIX HOCUTEJIEH — OCHOBHBIX CPEJICTB JIsl XpaHEHHUS
UCTOPUYECKON MHPOPMAIIH;

-MHPOBO33PEHYECKHE OCHOBBI 1151 YOPMHUPOBAHUS I'PayKTAHCKOH MO3UIINH C
y4eToM MeaHanH(OpMaIiH, MOTy9IaeMOH B COIMOKYIBTYPHOM cpene

YMeTh

-aHAJIM3UPOBATH OCHOBHBIE TAITbl HCTOPHIECKOTO Pa3BHUTHS
-paboTaTh C METUAHOCUTEIISIMU — CPEJICTBAMU ISl XpaHEHUS U TIepelaun
UCTOpUYECKOi mH(popManny;

-OIIPEIEISITh MUPOBO33pPEHUECKIE OCHOBBI JUIsl (POPMHUPOBAHHUS TPAKIAHCKON
MO3HIIMH C YIETOM MeInanH(OpMaInu, MoIy4aeMoi B COLIMOKYIbTYPHOU
cpene

MenuakynbTypa

Bnaners

-HaBBIKAMHU aHAJIN3a UCTOPHYECKOTO ITyTH Pa3BUTHS;
-HaBBIKaMH pabOThI C MEIMAHOCUTEIISIMHA — XPAHUTEISIMH MCTOPHIECKON
UHQOPMAIIH;

-HaBBIKAMU (POPMUPOBAHHS TPAXKAAHCKON TIO3UIMH HA OCHOBE WHPOPMAITIH,
HOJTy4aeMOH NPH TIOMOIIN MeTHaCPEACTB

OK-3 - c1nocoGHOCTHI0 MCNO0JIb30BATH OCHOBbI IKOHOMHMYECKHMX 3HAHUI B Pa3JIM4HbIX cepax aesaTeTbHOCTH

3HaTh

— OCHOBHBIE TEPMMHBI, OIPEAECIECHUS, OSKOHOMUYECKHE  3aKOHBl U
B3aMMO3aBUCHMOCTH Ha YPOBHE 3KOHOMHUKHM B II€JIOM M HAa YPOBHE OTIEIBHOTO
MPEANPUATHUS;

—  METOJBI HCCIEIOBAaHUA 3KOHOMHUYECKUX OTHOLIEHUH Ha YPOBHE SKOHOMHUKH
B LIEJIOM U HA YPOBHE OTJAEIbHOI'O NPEAIPUATHS;

— METOAMKM pacyeTa BaKHEHIIMX OSKOHOMUYECKUMX  IIOKa3areiled U
k03 PUIIMEHTOB HAa ypOBHE SKOHOMHUKH B IEJIOM M Ha YPOBHE OTAEIHHOTO
NPEANPUATHUS;

— TEOpEeTHYECKHE NPHUHLMIBI BBHIPAOOTKHM SKOHOMHYECKOH TOJUTHKA Ha
YPOBHE roCyZapcTBa ¥ Ha YPOBHE OTAEIBHOIO IPEAIPUITHSL.

DKOHOMMKA
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YmeTh

— OpHUEHTHPOBATHCA B THUIOBBIX SKOHOMUYECKHX CHUTYalUsX, OCHOBHBIX
BOIpPOCAaX 3KOHOMHUYECKOH MOJIUTHKH;

— WCIOJb30BaTh  DJEMEHTHl  3KOHOMHUYECKOrO  aHauu3a B CBOEH
npodecCHOHAIBHON esATeIbHOCTH;

— pPalLMOHAIBFHO OPraHU30BAaTh CBOE 3KOHOMMYECKOE IOBEJICHHE B KAYeCTBE
arc¢HTa pbIHOYHBIX OTHOHIGHHfI,

— AaAHaJIM3HUpoBaTb U 00BEKTUBHO OLICHMBATL IIPOLCCChI W  ABJICHUA,
OCYIIECTBISIONIMECS B paMKax HalMOHAJHHOW 5SKOHOMHMKH B LEJIOM H
OTIENBHOI0 MPEINPUSATHS B YACTHOCTH.

— OPHUEHTHPOBATHCS B y4eOHOM, CIPaBOYHON M HAYYHOU JIUTEpAType.

Bimagets

— METOJaMHM U IpUeMaMy aHaji3a 3KOHOMHUYECKHUX SIBJICHUI U IMPOLECCOB Ha
YPOBHE 3KOHOMHKH B LIEJIOM U Ha YPOBHE OTIEIBHOIO IPEAIIPUATHS;

— TPaKTUYECKUMH HaBBIKAMHU HCIIONb30BAHUA SKOHOMHUYECKHX 3HaHUU Ha
JIPYTUX IUCHUIUIMHAX, HA 3aHATHSAX B ayIUTOPUU U Ha TIPAKTHKE;

— Ha OCHOBAaHMM TEOPETHUYECKUX 3HAHMN MPUHUMATh pEUIEHHS Ha YpOBHE
SKOHOMUKH B II€JIOM M Ha YPOBHE OTJEIBHOTO NMPEANIPHSITHS;

—  CaMOCTOATENIFHO NpUOoOpeTaTh, yCBaMBaTh M NPUMEHATH 3KOHOMHYECKHE
3HaHUs, HaONI0NaTh, aHAIM3UPOBATh U OOBSCHITH KOHOMHYECKHE SBJICHUS,
COOBITHSI, CUTyaLIUH.

3HaTh

— OcHOBHBIC TOHATHA W TEPMHHBI U3 UCTOPUU PA3BUTHS TPATUIUMOHHOTO
XO03sI1ICTBAa HAPOJIOB MUpa

— CucreMHbIE CBSI3U MEXIY Ppa3IUYHBIMH XO3SHCTBEHHO-KYJIHTYPHBIMHU
CHCTEMaMHU HapOJ0B MUpa

— Kraccudukamuio u UCTOpUIO pa3BUTHSA XO3IHCTBEHHO-KYIHTYPHBIX THUIIOB
CTpaH 1 HapoJIOB MUpa

YMeTh

— [IpumeHATh SKOHOMUYECKHE 3HAHUS TIPU U3yUSHUH 00IIeCTBa
— Uznarate ycBOeHHBIN MaTepHal B IOCTYITHOU (hopMe
— Hayuno cuctemMatusupoBath, MOJyYCHHBIEC 3HAHUS

DTHOJIOTUS U PETrUOHOBEACHUC

Bnanets

— bazosoin TCpMI/IHOJIOFPICﬁ I10 3THOJIOTUH U PETUOHOBCICHUTIO
— CHCTEeMHBIMHU 3HAHUSAMHU 110 STHOJIOTHH U SKOHOMHYECKHM HayKaM
- MCTOI[aMI/I HAay4YHOI'0 MCCJICAOBAHUA STHOJIOTMH U PCTHUOHOBCACHU

3HaTh

- OCHOBHBIC ITOHATHA SKOHOMHKHU, IPUMEHACMBIC B HOPMAaTHBHO-IIPaBOBOM

JIoKyMeHTaIlHOHHOE 00eCTIeYeHue
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PEryJIMPOBAHUY TPAXKIAHCKUX OTHOLIECHUN B PD
- OCHOBHBIE MTOHATUS TPAXKAAHCKOT0 IPaBa U UX CBSI3b C OCHOBHBIMHU
MOHATHUSIMUA SKOHOMUKHU

rpakAaHCKUX OTHOIIeHUM B PD

YmeTs

- IPUMEHSATH 3HAHUSI SKOHOMUYECKUX OCHOB PETYJIMPOBAHUS I'PAKIAHCKUX
oTHouIeHu# B P® B Oyaymiei npohecCHOHANBHOM e TeIbHOCTH

- IPUMEHSATDH 3HAHUS OCHOBHBIX MOHSATUI IPa>kIaHCKOrO MPaBa B UX CBSI3H C
OCHOBHBIMH MTOHATHSMHU SKOHOMHKH B OymyIiei mpogeccHoHamIbHO’
JeSITeILHOCTH

Bnanets

- [IpyueéMaMi UCII0JIb30BaHUA 3HAHUH YKOHOMHYECKUX OCHOB PEryjaupoBaHus
TpaXTaHCKHUX OTHOIIeHuH B PO B Oymymieit mpodeccnoHabHOM AesITeThHOCTH
- IpYe€MaMH HCIIOIb30BaHNUS 3HAHUI OCHOBHBIX HOHSITHUH IPaXKIAHCKOTO paBa
B UX CBA3H C OCHOBHBIMHU IIOHATHUAMU 3KOHOMUHKHU B 6YILYHICI\/'I
npodecCHOHAIBHON eATebHOCTU

3HaTH

OCHOBHI pabO0THI IO BEACHUIO OYXTaITePCKUX JOKYMEHTOB, B TOM uncie B COJ]

VYmeTh

IMPUMCHSATH 3HAHUA 110 MTOCJICAHUM N3MCHCHUAM 3aKOHOJATCIILCTBA B C(’pepe
9KOHOMUKHM IIPpU COCTABJICHUU JOKYMCHTOB, B TOM YHCJIC B CBI[

CrenuanbHasi CHCTEMa YIeTHOMN

Bnaners

HaBBIKAMU M METOJTUKaAMK 000O0IIECHHSI Pe3yJIbTATOB U MPOBEICHHS aHATTH3a
COCTaBJICHHBIX YUEHBIX JIOKyMEeHTOB B CO/] ¢ y4eToM MOCIeIHUX W3MECHEHHI
HOPMaTUBHOMN 0a3bl

JMOKYMCHTalln

OK-4 cnocoGHOCTBIO HCIOJIB30BATH OCHOBBI NIPABOBBIX 3HAHUI B PA3JIMYHBIX c(epax AesiTeTbHOCTH

3HaTh

— OCHOBHBIC ITPABOBBIC MMOHATHUA,
— OCHOBHBIC UCTOYHHKHU IIpaBa;
— NPUHOUNBI IPUMCHCHUSA IOpPI):[PI‘IGCKOfI OTBCTCTBCHHOCTH.

YMeTh

— OpHUEHTHPOBATHCS B CUCTEME 3aKOHOJATEIILCTRA;
—  ONpeAeNsiTh COOTHOIICHUE IOPUINYECKOTO COACPKAHUS HOPM C pPeaTbHBIMU
COOBITUSIMH OOIIIECTBEHHOM JKHU3HU;

— pa3pabarbIBaTh JJOKYMEHTBI IIPABOBOTO XapaKkTepa,

— npuoOpeTaTh 3HAHUS B 00JIACTH MpaBa;

— KOPPEKTHO BBIp@KaTh W apryMEHTHUPOBAaHHO OOOCHOBBIBATh CBOIO
IOPUIMYECKYIO MO3HUITHUIO.

[IpaBoBeneHue

Bnanets

— IMPaKTHYCCKUMH HaBbIKaMHU aHaJIW3a U pa3pCUICHU OPUANIYCCKUX
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CUTYaLIN;

— TPaKTHYECKUMH HABBIKAMH COBEPIIEHUS IOPUANYECKUX JEHCTBHI B
COOTBETCTBHH C 3aKOHOM;

— HaBBIKAMHU COCTABJICHHUS NPETECH3UH, 3asBICHUH, Kan00 1o (akTy
HEUCIIOJIHEHHS] MJIM HEHAJIEXKAILETO UCIIONHEHMSI IPaB;

— cmocobaMi COBEpIICHCTBOBAHMS MPABOBBIX 3HAHWW W YMEHHH MyTeM
WCIIOJIb30BaHMsl BO3MOXKHOCTEH MH(POPMAITMOHHON CpEJIbI.

3HaTh

- oTIpe/ieNIeHUs] OCHOBHBIX OHATUI KOHCTUTYLIMOHHOTO MpaBa

- TEOPETUYECKHE U HCTOPUIECKHE OCHOBBI COBPEMEHHOT'O POCCUICKOTO
KOHCTHUTYIIMOHAIHU3Ma

- Koncrurynmto PO (1993 r.), B ToM unciie opuimaibHbie TOTKOBAHUS
KOHCTUTYLIMOHHBIX HOPM, AECHCTBYIOIINE U3MEHEHHS TEKCTA

- KOHCTUTYLIMOHHO-IIPABOBOE PETYIMPOBAHUE OCHOB FOCYAAPCTBEHHOTO U
0OIIECTBEHHOTO CTPOsI, CTaTyca YeJIOBeKa U IpakJaHnHA, HHCTUTYTOB
HETIOCPEICTBEHHOM JeMOKpaTHH, e/lepaTHBHOTO ycTpoiicTBa Poccun,
OpraHu3alMy CUCTEMbI FTOCYJapCTBEHHOW BIIACTH Ha (heaepasbHOM U
peruoHaIbHOM (cyOBhekTOB PD) ypoBHSAX, OCHOBEI MECTHOTO CaMOYITPABIICHHUS

VYmeTh

- ACTIOJIb30BaTh 3HAHKUE OTPEICICHHUI OCHOBHBIX TIOHATHI KOHCTUTYITHOHHOTO
npaea B Oyaymiei npodeccuoHaabHON AeATEbHOCTH

- HCTIONIL30BaTh OCHOBHEIE MToNIoxkeHus: Koncrurynuu PO (1993 1.), B Tom
yuclie oUIIMaTbHBIC TOJIKOBAHUS KOHCTUTYIIMOHHBIX HOPM, JICHCTBYIOIIHE
W3MEHEHHS TeKCTa B OyAyIiel mpodeCCHOHAIBHOMN JIeATSIbHOCTH

- ACTIONTb30BaTh 3HAHHE KOHCTHTYIIMOHHO-TIPABOBOTO PETYIIMPOBAaHUS OCHOB
TOCY/IapCTBEHHOTO M OOIIIECTBEHHOTO CTPOsI, CTaTyca YeIIOBEeKa U IpaXkIaHWHA,
WHCTUTYTOB HETIOCPEICTBEHHOMN JIEMOKPATHH, PEeIepaTUBHOTO YCTPOMCTBA
Poccumn, opranuzanuy CUCTEMBI TOCYIapCTBEHHOH BIIACTH Ha ()eIepaTbHOM H
peruoHabHOM (CyObeKTOB PD) ypoBHSIX, OCHOBBI MECTHOTO CAMOYIIPABIICHUS B
Oymymiei mpodecCHOHATBLHON IEITeTLHOCTH

JlokyMeHTaroHHOE oOecrieueHne
rOCYJapCTBEHHOIO yCTpoicTBa B PD

Bmanets

- IPUEMAaMU UCIIOJI30BAHUS 3HAHUI OINPEEICHU OCHOBHBIX IIOHATHN
KOHCTUTYLIMOHHOTO ITpaBa B Oynyuieil npodecCHOHaBHON e TebHOCTH

- IpUeMaMH MCIIONB30BaHUs OCHOBHBIX NojoxkeHuit Konctutyun PO (1993
T.), B TOM YHCJ€ OQUIMATBHBIX TOJIKOBAaHUI KOHCTUTYIITHOHHBIX HOPM,
JISHCTBYIONMX M3MEHEHHI TeKcTa B Oyaynied npodeccnoHabHON
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JeSITeIbHOCTH
- IpHEeMaMH UCTIOIH30BAHMS 3HAHUH KOHCTUTYIIMOHHO-TIPABOBOTO
peryarpoBaHUs OCHOB rOCYIapCTBEHHOTO U OOLIECTBEHHOTO CTPOsI, CTaTyca
YeJoBeKa U rpakJaHrHa, MHCTUTYTOB HETIOCPEICTBEHHON IEMOKpaTHH,
¢denepaTuBHOTO ycTpoiicTBa Poccum, opranu3anuy CUCTEMBI TOCYIapCTBEHHOM
BJIACTH Ha (eIepaIbHOM U PErHOHATEHOM (CyOBheKTOB PD) ypoBHSIX, OCHOBBI
MECTHOTO CaMOYIpaBJIeHus B OyayIel npodeCCHOHAIBHON AEATEILHOCTH B
Oynynieit mpodeccuoHaaIbHON NeATEbHOCTH

3HaTh - coZiep KaHue U CTPYKTYPY OCHOBHBIX IIOHATHI B cepe MpaBoBOro
PeryaupoBaHus aIMUHUCTPATUBHBIX OTHOLLICHUN
- COCTaB, CTPYKTYPY M cojiepKaHHe aIMUHUCTPATUBHOTO 3aKOHO/IATENIbCTBA

YnMmeTs - UCTIOJIb30BaTh 3HAHHE OCHOBHBIX MOHSATHH, UCTIONIB3YEMBIX B chepe IPaBOBOTO
PETyINpOBaHUs aIMIHUCTPATUBHBIX OTHOIICHHH B PD, B Oyayrei
pohecCHOHATPHON NEATENbHOCTH

- UCTIONIB30BaTh 3HAHHUE COCTaBa, CTPYKTYPHI H cOJiep KaHusl MHPOPMALMOHHOTO |[/IoKyMeHTallHOHHOE 00ecTieYeHue

1 apXUBHOT'O 3aKOHOJIATEJILCTBA B OyayIned NpohecCHOHAIbHOM NESITebHOCTH [QJIMUHUACTPATUBHBIX OTHOIICHHMI B PD

Bragers - IpHEMaMH MCIIOJIb30BaHUsI OCHOBHBIX TOHSTHIA, HCIIOJIB3yEMBIX B B chepe
MPABOBOTO PETYIMPOBAHUS AJIMUHUCTPATUBHBIX OTHOIICHHH, B Oy TyIiieit
po(heCCUOHATIBHOM IeATENbHOCTH

- IpUEMaMH MCTIONB30BAHUS 3HAHUI O COCTaBE, CTPYKTYPE M COEPKAHUN
aJIMHHHUCTPATHBHOTO 3aKOHO/IaTEIbCTBA B Oy yIieii mpodeccnoHalbHOM
JIESITETBHOCTH

3HaTh - coJiep)KaHue OCHOBHBIX TIOHSTHH, UCTIONB3YEMBIX B HHOPMAIMOHHOW cdepe
Y apXUBHOM JIeJie
- COCTaB, CTPYKTYPY U cojepkaHre HH(POPMAIIMOHHOTO U apXUBHOTO

3aKOHOJATEJILCTBA

VYMmeTh - HCTIOJIH30BaTh 3HAHUE OCHOBHBIX TOHSITHI TSPMUHOJIOTHIECKON Oa3bl, JIOKyMEHTAlMOHHOE 00ecHeYeHre
UCIOJIb3yeMOl B MH(OPMALIMOHHOH cepe 1 apXUBHOM Jelie, B APXUBHOTO Jie)1a U MH()OPMAIIMOHHOM chephl
po(heCCHOHANBHON IEATEILHOCTH JOKYMEHTOBEA U Pa0OTHUKA apXUBa B PD

- UCTIOJIB30BaTh 3HAHHE COCTaBa, CTPYKTYPHI M COJep KaHUsI HHPOPMALMOHHOTO
W apXWBHOT'O 3aKOHOJIATENLCTBA B MPO(ECCHOHATIBHOM JIeSITeTbHOCTH
JOKYMEHTOBeJa ¥ pa0OTHHKA apXHBa

BJ'Ia,Z[eTB - [IppeMaMi UCII0JIb30BaHUS OCHOBHBIX HOHﬂTHﬁ, HCIIOJIb3YCMBIX B
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MHQOPMAIMOHHOH chepe U apXUBHOM JIeJIe, 3aKOHOJaTeIbCTBA B
mpohecCHOHANBHON NeATENbHOCTA JOKYMEHTOBEAA U PaOOTHHUKA apXUBa

- TIpuUeMaMH HCHONb30BaHHUA 3HAHMM O COCTaBe, CTPYKTYpE U COAEpNKaHUU
MHQOPMAIIMOHHOTO M apXHMBHOTO 3aKOHOAATENLCTBA B MPO(ECCHOHATBHON
JIeSITEeIbHOCTH TOKYMEHTOBE/IA U paOOTHUKA apXHBa

3HaTH

- coZiep KaHue U CTPYKTYPY OCHOBHBIX IIOHATHUH B cdepe MpaBoBOro
PEryaupoBaHus TPYAOBBIX OTHOLICHUIN

- COCTaB, CTPYKTYPY U COJEpKaHHEe TPYIAOBOTO 3aKOHOIATEIILCTBA
3aKOHOJATENbCTBA

YMeTh

- UCTIOJIb30BaTh 3HAHHE OCHOBHBIX MOHATUH, (JYHKIMOHUPYIOILUX B cepe
MPAaBOBOTO PErYJIMPOBAHUS aIMHHHACTPATUBHBIX OTHOIIeHHI B PO, B Oymymieit
po(heCCUOHATBHOMN IEATENbHOCTH

- UCTIOJIB30BaTh 3HAHHE COCTaBa, CTPYKTYPHI M COJACPIKaHUS TPYAOBOIO
3aKOHOJATENbCTBA B Oyayel npodeccroHaNbHOM AESTENBHOCTH

J/lokyMeHTarnmoHHOe o0ecTiedeHre TPYIOBBIX
oTHOIlIEHUH B PD

Bnanets

- IPUEMaMH KCIIOJIb30BAHUS OCHOBHBIX MOHATHH, (PYHKIHOHUPYIOIIUX B chepe
MPaBOBOTO  PETyIMPOBaHMSA  TPYJAOBBIX  OTHOIIEHWH, B  Oymymeit
npodhecCHOHABHOM AeATETbHOCTH

- NpUeMaMH HCIIOJIb30BaHMs 3HAHUH O COCTaBe, CTPYKTYype W COAEPKaHUH
aJMUHHUCTPATUBHOTO 3aKOHOJIATEJILCTBA B Oyaylied mnpogeCCHOHAIBHOM
JIESITETBHOCTH

OK-5 cnioco0HOCTBHI0O K KOMMYHHKA
MEKKYJIBTYPHOIO B3aUMO/1eHCTBUS

MM B YCTHOH U MUCbMEHHOI (popMax Ha PycCKOM M MHOCTPAHHOM SI3BIKAX /ISl PellieHHs 32124 MeKIHYHOCTHOIO U

3HaTh

JIEKCHYECKHI ¥ TPaMMaTHYECKHIA COCTAB SI3bIKa Ha YPOBHE, JOCTATOYHOM JUIS
CcBOOOTHOTO MPOECCHOHATBHOTO 00IIEHUS, TEOPETHUECKUE U TPAKTHYECKHE
0COOEHHOCTH apTHUKYJISILUH, IPABHIIA COCTABIICHUS JIEJIOBOH KOPPECTIOHICHIINH,
COIIMOKYJIBTYPHBIE M JITHTBOCTPAHOBEAYECKUE OCOOCHHOCTH CTPaH M3y4aeMoro
SI3bIKA

YmeTh

CcBOOOHO YJacTBOBATh B TMAIOTAX C HOCUTEISIMHA N3y9aeMOro S3bIKa,
NPUHUMATH YY9acTHE B INCKYCCUH,000CHOBBIBATh U OTCTAHBATh CBOIO TOUKY
3pEHHUs, [TUCATh ICCE WX JOKJIA/bl, OCBELIask BOIPOCHI UIU ApIyMEHTHUPYs
TOYKY 3PEHHMS

MHOCTpaHHBII SA3BIK

Bnanets

HaBBIKAMH KOMMYHUKAITH B YCTHOM M MICbMEHHON (hOpMax Ha PYCCKOM U
WHOCTPAHHOM SI3bIKaX JUIsl pEIICHUS 3a/1a4 MEKIIMYHOCTHOTO U
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MCKKYJIbTYPHOT'O B3aUMOJCHCTBUSI

3Hath - HOPMBI JIUTEPATypHOTO s3pIKa B €ro YCTHOW M NHCHbMEHHOH (opme u
JIOTUYECKUE 3aKOHBI TOCTPOCHHUSI BBICKA3bIBAHUS;

- KOMMYHHKATHBHBIE KAUeCTBA PEYX B UX CUCTEME; - CTaH/IAPTHHIE METOIUKH
CO3IaHUS PA3IUIHBIX TUTIOB TEKCTOB.

YMeTb - TPaMOTHO H3J1arath, JOTUYECKH BHICTPAMBaTh, 0OOCHOBBIBATH COOCTBEHHBIC
BBICKA3bIBaHU A,

- aHAJIM3UPOBATH U OLIEHUBATH CTeeHb () (PEKTHBHOCTH OOIIEHYIS;

- GOpMyIHPOBAThH peueBble MHTCHIIMH KOMMYHHKAHTOB.

IPycckuii sI3pIK B STHOKYJIBTYPHOM
KOMMYHUKATHUBHOU Cpenie

Brnaners - HOpPMaMH JINTEPATYPHOTO SI3bIKA;

- HaBbIKAaMH1 YCTHOT'O U MMCbMCHHOI'O U3JIOKCHUSA U O(bOpMJ'ICHI/ISI MBICJIU B
COOTBETCTBHH C CHTYaIHeil OOIICHNS U THIIOM TEKCTa;

- 3HAHUSAMH O HOpMaX OOIIEHHS U CTIOCOOHOCTHI0 TPOQECCHOHAIEHOTO
MCKIIMYHOCTHOT'O U MEXKKYJIBTYPHOT'O B3aI/IMOI[eI>'ICTBI/I$I.

3HaTh OCHOBHBIE OIPEEIICHUS U ITOHATHS, CBSI3aHHBIE C KOMMYHHKALUEN B YCTHOHN U
MUCBMEHHOH opMax Ha PyCCKOM SI3BIKE JIJIsl pEeIIeHUs 3a/1a4 MEKITMYHOCTHOTO
Y MEXKKYJIBTYPHOTO B3aUMOJECHCTBHS

YmMmeTs pacro3HaBath 1o oopasiy 3 dexTuBHbIe U HEIDPEKTUBHBIE CIIOCOOBI PEIICHHS
3a7]a4 MEeXIIMYHOCTHOTO M MEKKYJILTYPHOTO B3aUMO/ICHCTBUS B ITpoliecce UIMHrBHCTHYECKHE OCHOBBI JIEJIOBOTO MTHChMa
KOMMYHHKAIIMU B YCTHOH M MUCBMEHHOHN (popMax Ha PyCCKOM SI3BbIKE

Brnaners NPaKTHYECKUMU HaBBIKAMH PEIICHUS 334 MEKINIHOCTHOTO U

MEXXKYJIBTYPHOTO B3aUMOJICHCTBUS B IIPOLiECCE KOMMYHHUKAIIMU B YCTHOW U
MUCBMEHHOHN popMax Ha PYCCKOM SI3bIKE IO 00pasIty

3HaTh TOJIBKO OCHOBHBIE OIpPEIENIEHHUS U MTOHATHS, CBI3aHHbIE C KOMMYHHUKAIHEH B
YCTHOW M MUCbMEHHOHN (pOpMax Ha PyCCKOM SI3bIKE ISl pEIICHUS 3a7a4
MEXJIMYHOCTHOTO M MEXKKYJIBTYPHOTO B3aMMOAECHCTBHUS

YmMmeTs pacmo3HaBath 1o oopasiy 3¢ dexkTuBHbIe U HEI(D(PEKTHBHBIE CIIOCOOBI pPEIICHHS
3aJ1a4 MEXIMIHOCTHOT'O M MEXKKYJIBTYPHOTO B3aHMMOJISHCTBUS B ITpoIiecce TpyHBIE BOIPOCHI PYCCKOH ITyHKTYaIuu
KOMMYHHKAIIUU B YCTHOW M MUCBMEHHOHN (popMax Ha PyCCKOM SI3bIKE

Bnanets NPaKTUYECKUMH HaBBIKAMH PELICHHUS 3a/1a4 MEKIMYHOCTHOTO U

MEXKYJbTYPHOI'O B3aUMOICHCTBUS B MIPOLIECCE KOMMYHHUKAIMHM B YCTHOH H
MUCBMEHHOHN (popMax Ha PYCCKOM SI3bIKE TIO 00pasIty

3HaTh ONpeIEICHUS U TTOHATHSI, CBI3aHHBIE C KOMMYHHMKAIIMEN B YCTHOU U JTOKyMEHTHas INHIBHUCTHKA
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MMMCbMCHHOM (bopMax Ha PYCCKOM A3BbIKE IJId pEIICHUA 3aJa4 MEKIIMYHOCTHOT' O
1 MCXKKYJIBTYPHOI'O B3aPIMO,I[eI>iCTBPIH

YMeTh

pacmo3HaBath 1o 00pasiry 3QpexkTuBHbIE U HeI(h(HEKTUBHBIE CITOCOOBI pEIIeHNUS
3aJ1a4 MeXJIMYHOCTHOT'O U MEKKYJIBTYPHOTO B3aUMOJICHCTBHS B TIPOIIECCE
KOMMYHUKAIIUU B YCTHOW Y MUCEMEHHOM (hOpMax Ha PyCCKOM SI3BIKE

Bnanets

MPAKTUYECKUMHU HaBBIKAMU PELICHUA 33]]a4 MEKIUYHOCTHOTO U
MEXXKYJIBTYPHOTO B3aUMOJICHCTBUS B IIPOLIECCE KOMMYHHUKAIIMU B YCTHOW U
MUCbMEHHOHN opMax Ha PYCCKOM SI3bIKE IO 00pasIty

3HaTh

OCHOBHBIE OIIPEACIICHUS U IIOHSTHS, CBSI3aHHBIE C KOMMYHUKAIUEN B YCTHOU U
MUCBMEHHOH opMax Ha PYCCKOM SI3BIKE JJIsl PEIICHHs 3a/1a4 MEKITMYHOCTHOTO
Y MEKKYIBTYPHOTO B3aUMOJECHCTBHS

YMeTh

pacmo3HaBath 1o 00pasiry 3QpeKTuBHbIE U HeA(h(HEKTUBHBIE CITOCOOBI pEIIeHHUS
3a/1a4 MEXJIMYHOCTHOIO U MEXKKYJIbTYPHOI'O B3aUMOJEHUCTBHSI B IIPOLIECCE
KOMMYHHKAIIMU B YCTHOH M MUCbMEHHOH popMax Ha PYCCKOM SI3BIKE

Bnanets

NPAaKTUYECKUMH HaBBIKAMH PELICHHUS 33124 MEKIMYHOCTHOTO U
MEXXKYJIBTYPHOTO B3aUMOJICHCTBUS B MIPOLIECCE KOMMYHHUKAIIMU B YCTHOW U
MUCBMEHHOHN popMax Ha PYCCKOM SI3bIKE TIO 00pasIty

/TenoBast puropuka

3HaTh

TOJIbKO OCHOBHBIE OIPEJEICHUS U IOHATHUS, CBA3aHHbIE C KOMMYHUKAIIUEN B
YCTHOW M MUCbMEHHON ()OpMax Ha PYyCCKOM SI3bIKE JJIsl pEIICHUs 3a1a4
MEXJINYHOCTHOTO M MEXKKYJIBTYPHOTO B3aMMOACHCTBHUS

YMeTh

pacmo3HaBath 1o 00pasity 3QpeKTuBHbIE U HeA(D(HEKTUBHBIE CITOCOOBI pEIIeHHUS
3a7]a4 MEeXIIMYHOCTHOTO M MEKKYJILTYPHOTO B3aHUMO/ICHCTBUS B ITpoliecce
KOMMYHHKAIIMU B YCTHOH M MUCBMEHHOHN (popMax Ha PyCCKOM SI3BbIKE

Bnaners

NPAaKTUYECKUMH HaBBIKAMH PELICHHUS 3a/1a4 MEKIMYHOCTHOTO U
MEXXKYJIBTYPHOTO B3aUMOJICHCTBUS B MIPOLIECCE KOMMYHHUKAIIMU B YCTHOW U
MUCEMEHHOHN popMax Ha PYCCKOM SI3bIKE TIO 00pasIty

/Ienosas nepenucka

3Harth

OIPEACIICHUA U MOHATHUA, CBA3AHHBIC C KOMMYHHKaHHeﬁ B yCTHOﬁ n
MMICHMCHHOU (l)OpMaX Ha PYCCKOM SA3bIKE AJId PCHICHUA 3aa1 MCKIIMYHOCTHOT' O
1 MCKKYJIBTYPHOT'O BBaHMOHCﬁCTBHﬂ

YMeTh

pacmno3HaBath d3QPeKTUBHBIE 1 HeI((EKTUBHEIE CITIOCOOKI pEIIeHUs 3a1a4
MEXIIMIYHOCTHOTO M MEXKKYJITYPHOIO B3aMMOJCHCTBHUSA B IIpOIiecce
KOMMYHUKAIIUW B YCTHOW M MUCEMEHHOM (hOpMax Ha PyCCKOM SI3BIKE

Bnanets

HaBbIKaMH PCHICHUA 3a/1a4 MCKIIMYHOCTHOI'O U MCKKYJIbTYPHOT'O

HOpMaTI/IBHaH baza JCJI0BOIro nmucbma
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B3aUMOJICHCTBU B pOIlecce KOMMYHHKAIIMU B YCTHOW M MMUCBbMEHHOH (opmMax
Ha PYCCKOM $I3BIKE TI0 00pasIry

OK-6- cnocoGHOCTHIO paGoTaTh B KOJJIEKTHBE, TOJIEPAHTHO BOCIPHHUMAS COI[UANIbHbIE, ITHHYECKHE, KOH(ecCH

OHAJIbHbIC U KYJbTYPHBIC PAa3/IMYUA

3HaThL

- OCHOBHBIE KpUTepHH S(P(EKTUBHOCTH PEUEBOTO OOLICHHS U JIOTHUECKHE
3aKOHBI IOCTPOCHHS BEICKA3bIBAHHS

- crneuu(uKy pe4eBoro oOIIEHHUS B YCIOBUAX MEXKYJIBTYPHBIX KOHTAKTOB

- QopMbl M MeTOABI PEYEBOTO OOIUICHHS B KOMaHJEe B YCIOBHUSIX
MOJIMKYJIBTYPHBIX KOHTAKTOB.

YMeTh

- aHAJIM3UPOBATH MTPOOIIEMBI OOIIEHHSI B KOMAH/IE;

- OPUEHTUPOBATHCS B MUPE KYJIBTYPHBIX HOPM U IIEHHOCTEHH;

- o0o3HauaTh MpoOJeMHbIe 00JacTH OOUIeHUST B cdepe MEXKYIbTYpHOU
KOMMYHHKAIIUH JJIsI IPOTHO3HUPOBAHMs OYIYIINX COOBITHH.

IPycckuii sI3pIK B STHOKYJIBTYPHOM
KOMMYHHKaTHBHON cpeze

Bimanets

- HaBbIKaMu  TocTpoeHus  d(dexTHBHOrO  OOMIEHHS B  YCIIOBHUSX
npodeccnoHamTbHON KOMMYHHKAITHN

- HaBbIKaMU PEYCBOI'0 B3aHMOI[CI>'ICTBPISI Ha OCHOBC IIPUHATBHIX B OGHICCTBC
HOPM

- HAaBBIKAMHU PEYEBOT0 B3aMMOJICHUCTBHUS B MOJUKYJIBTYPHON M MOJMITHUIECKOM
cpere.

3HaTh

CymHocTh 00111eCTBa, KYJIbTYPHBI, TUYHOCTH,
COLIMANILHYIO CTPYKTYPY M COIIMANBHYIO CTpaTH(UKAIHIO.

YMeTh

ITpumensTh MOHSATHHHO-KaTerOpralbHbII anmapar COLIMOJIOTHH,
UACHTHGHULIMPOBATH NPHUHAIIISKHOCTh K COLIMAIBHON IPYIIIE.

Comnuonorust

Bnaners

HaBbikaMy TPUMEHEHHUs COLMOJOTMYECKMX 3HAHMHA Ha MpakTHKe (B
npodecCHOHATLHON JIeSATEHbHOCTH).

3HaTh

— KOHICIIHWHU COIMAJIBHBIX, STHUYCCKUX, KOH(i]eCCI/IOHaJII)HBIX " KYJBbTYPHBIX
pazInuuii;

—  IIPUHLUIIBLI TOJIEPAHTHOI'O IIOBEJICHNUS;

—  OCHOBBI KOH()JIMKTOJIOTUH U METOJIBI Pa3pelieHns: KOH(IUKTOB,;

— OCHOBBI KOMaHA000pa30BaHUs M MPOSKTHOM JEATEIbHOCTH.

TexHOIOTHs KOMaHI000pa30BaHUs U
CaMOpa3BUTHUS

VYmeTh

— paboTaTh B KOJUIEKTHBE IO PEIIEHUIO0 KOHKPETHBIX MPOEKTHBIX 33j1a4;
— COACHCTBOBaTh  KOHCTPYKTHMBHOMY  B3aWMOJEHCTBUIO B  IpoLEcCe
COBMECTHOM JI€ATEIbHOCTH 110 PEIIEHUIO TPOCKTHBIX 33/a4;
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—  HCIIOJIB30BaTh CIIOCOOEI U METOJbI MMPCOJ0JICHUA KOH(bJ'II/IKTHLIX CHTyaHHﬁ.

Bimanets

— HaBBIKAMH TOJICPAHTHOTO TIOBEICHHUS,;

— HaBBIKAMHU KOMaHIHOU pabOTHI;

— HaBBIKAMH peau3allid COBMECTHBIX TBOPUYECKHUX IIPOEKTOB;
— HaBBIKAMH  TPEIyNPEeXISHUS ©W  KOHCTPYKTHBHOTO
KOH(JIMKTHBIX CUTYAIHi B IPOIIECCE COBMECTHOM JIEATEIIEHOCTH.

paspenieHus

3HaTh

- 0COOEHHOCTH Pa3BUTHSI MUPOBOH M OTEUECTBEHHOM KYJIbTYPHI
- QJIEMCHTHI HAllMOHAJIBHBIX KYJIBTYP

YmeTh

- IPOCJIEKMBATh B3aUMOBIUSHUE KYJIbTYP
- CPAaBHMBATH KYJBTYPHBIE ITPOLIECCHI B Pa3HBIX TOCYIapCTBaX HA PA3HBIX
JTanax

[Mcropust MUPOBOH M OTEYECTBEHHOM
KYJIbTYPBI

Bnanets

- METOJIJaMH KOJUIGKTUBHOM pabOThI

3HaTH

- 0COOEHHOCTH Pa3BUTHI MUPOBOH M OTEUECTBEHHOM KYJIbTYPHI
- QIIEMEHTHI HAIMOHAJIBHBIX KYJIbTYP

VYmeTh

- IPOCJIEKUBATH B3aUMOBIIMSIHUE KYJIBTYD
- CPAaBHUBATH KYJIbTYPHBIE IIPOLECCHI B Pa3HBIX FOCYAApCTBAX HA PA3HBIX
JTanax

MupoBas XyJ105KECTBEHHAs! KyJIbTypa

Bnaners

- METOJaMH KOJUICKTUBHOM pa6OTBI

3HaTh

Oco0EeHHOCTH B3aMMOOTHOIIIEHHH B TPYAOBOM KOJUIEKTUBE HA OCHOBE 3HAHUH,
MOJTy4YEHHBIX ITPH U3Y4eHHH Kypca «cTopusi MUPOBBIX IMBHIN3ALMIA

YMeTh

[IpuMeHsATh UCTOPUYECKUIN OTIBIT MUPOBBIX LIMBUIIM3ALMMI TOJIEPAHTHOTO
BOCTIPUSITHS COITUANTLHBIX, STHHUECKUX, KOH(ECCHOHABHBIX U KYJIbTYPHBIX
pa3IuyuMil B TPaKTUUYECKOM €SI TETbHOCTH.

[McTopust MUPOBBIX LIMBUIIU3ALIMM

Bnanets

CriocoOHOCTBIO paboTaTh B KOJJIEKTHUBE, TOJICPAHTHO BOCIIPHHUMAS
COIMAJIbHBIC, STHUYECKUE, KOH(PECCUOHATBHBIC U KYJIBTYPHBIC Pa3THyMsI
JIPYTHX JIFOJEH.

3Harte

OcHoBHbIE POPMBI I€JI0BOI0 OOIIECHHUS, IPUHIIMITEI K METO/bI OPraHU3ALIUN
KOMMYHUKAIIUY;

VYmeTh

CO3/aBaTh M PEJAKTHPOBATH TEKCTHI HAYYHOTO U MPOPECCHOHATTEHOTO
Ha3HAYCHHUS;

pedeprpoBaTh 1 aHHOTHPOBATh HHPOPMAIIHIO;

C03aBaTh KOMMYHHUKATHBHBIE MaTEpHaIb;

HcTopus 3apyOeXHBIX HAPOAOB U KYJIbTYD
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OpraHnu30BaTh Hepel"OBOpHLII\/'I mpounecc, B TOM YMCJIC C UCIIOJIb30BAHUCM
COBPEMCHHBIX CPEACTB KOMMYHUKAIINH

Bianets

HaBBIKaMU ITyOIMYHON KOMMYHHUKALHH.

3HaThL

— OCHOBHBIE OTIPENIECICHNS U MOHATH METUAKYIBTYPHI;

— OCHOBHBIE METOABI UCCIIENOBaHUM, UCTIOIb3yEMbIE B MENAaHAIN3E C
LENbIO BBISBICHUS KYIbTYPHBIX Pa3TUUUNIL;

— OINpeAeNeHNs] MEIUIMHBIX TOHATUH, OCHOBHBIE TEOPETHUECKUE TIOAXOIBI K
HUM, HX CTPYKTYpPHBIE XapaKT€pPUCTUKH;

—  ONpEAeNeHHs MEIUIHBIX IPOIECCOB.

YMeTh

— NPUMEHATH 3HAHUS 110 MEAUAKYIbTYpe B MPOGECCHOHANBHON AESITENbHOCTH
B TIpoLiecce padOThl B KOJUICKTHBE;

— mpuoOpeTaTs 3HaHUS B 0071aCTH MEAUAKYIbTYPHI,

— KOPPEKTHO BBIpaXaTh M apryMEHTHPOBAHHO OOOCHOBBIBATH CBOIO TOUKY
3peHUs] Ha COBPEMEHHBIE MEIUIHbIE IPOLECCHl, TOJEPAHTHO BOCIPUHUMAs
coLMallbHBIE, STHUYECKUE, KOHPECCHOHABHBIE U KyJIbTYPHBIC Pa3IHUMs;

— aHaJM3MpOBaTh CBOK NOTpeOHOCTH B HHMOpMauuu aisi paboTel B
KOJJIEKTUBE.

MenuakynbTypa

Bnanets

— HaBBIKAMU KMCITOJIH30BaHUS 3HAHUI B 001aCTH MCIUAKYJIbTYPbI B
npohecCHOHANBHON chepe, KPUTUKH U CAMOKPUTHUKHU, TEPITUMOCTHIO K
MPEICTABUTENSM PAa3IMUHbIX KOHpECCHH;

— HaBBIKAMH COTPYIHHYECTBA B MEHACPE/IC, BEACHUS MIEPETOBOPOB U
paspelieHus: KOH(IUKTOB;

— HaBBIKAMH TOJIEPAHTHOTO BOCTIPHUSITUS COI[MATBHBIX M KYJIbTYPHBIX Pa3InIni,
BIUSIONIMX Ha (DOPMUPOBAHUE METUACPEIbI

OK-7-  cmoco0HOCTHIO K cCaMoOpT

AHU3aAllU1 " CaM006pa3OBaHH10

TexHoIOrust KOMaH,E[OO6p3.30BaHI/ISI u

3HaTh — 0 BOJIEBBIX KauecTBaX JIMUYHOCTH;
— 0 IYTSAX HOBBIMICHUS CBOCH KBaTU(hUKAIINH;
— 0 METOJIaX CaMOCOBEPIICHCTBOBAHUSI.
VYMeTh

— IPUMEHSATH METOIbl M CpPEACTBA IIO3HAHUSA JUIsI WHTEUIEKTYaJbHOrO
pasBUTHsS, TOBBINICHUS KyJIbTYPHOTO YPOBHA W  TpoQecCHOHATHLHON

KOMIICTCHTHOCTH,

CaMOpa3BUTHUSA
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— AHAJIM3UPOBATH U O606IIIaTL IMOJIYYCHHBIC JAHHBIC,
— CaMOCTOATCIIBHO paClIupATb U yrﬂy6ﬂHTL 3HaHHusd, CTPEMUTLCA K
CaMOpPAa3BUTHUIO.

Braners — MpHeMaMH Pa3BUTHUS IICUXUIECKUX MPOIECCOB;

— aHajmu3a 1 00001eHns HHPOPMAITHH;

— pa3sBUTOH MOTHBalMed K CaMOPa3BUTUIO C [EJbK  MOBBIIICHHSI

KBaNTM(UKAIIUU 1 TPO(HECCHOHANBHOTO MacTEPCTBA;

— HaBBIKAMH BBIPOKEHHS CBOWX MBICICH W MHEHUH B MEXKIUYHOCTHOM H

JIEJIOBOM OOIIEHHH;

— HaBblkaMH 3((EKTUBHOrO B3aMMOJCHCTBUST B CIOXKHBIX CHUTYalUsIX

YEJIOBEYECKUX OTHOLICHHM.
3HaTh OCHOBHBIC UCTOYHUKHU IMOJTYUCHUA I/IH(i)OpMaHI/II/I 110 AUCHUITIIMHE
Ymethb CaMOCTOSITETIHHO MOJTy4aTh HHOOPMAIIMIO U3 OCHOBHBIX HCTOYHUKOB IO

JUCLIUIIIIMHE UVIMHrBHCTHYECKHE OCHOBBI JICIOBOTO ITMChMa
Bnanets HaBBIKAMU PEIICHHS 33/1a4 B 00JIACTH CaMOOPTraHU3alui U CaM0o00pa3oBaHuUs

1o o0pasiry
3Hath OCHOBHBIC UCTOYHHUKH MOJTyYeHUST HHOOPMAIIMHU TI0 TUCIIUTUINHE
YMeTh CaMOCTOATCJIbHO I1OJIYy4YaThb I/IH(I)OpMaHI/IIO U3 OCHOBHBIX UCTOYHHKOB I1O

TUCHIUTUTNHE TpyHbIE BOMPOCHI PYCCKON MyHKTYaIuu
Bnanets HaBBIKAMU PEIICHHS 33/1a4 B 00JIACTH CAaMOOPTaHU3aIluU U CaMOO0pa30BaHuUs

o o0pasity
3Hath OCHOBHBIC UCTOYHHUKH MOJTyYSHUST HHOOPMAIIMHU 110 TUCIIUTUINHE
YMeTh CaMOCTOATCIIbHO I10J1Yy4YaThb I/IH(I)OpMaHI/IIO N3 OCHOBHBIX UCTOYHHKOB I10

JIUCIIUTUTAHE J/lokyMeHTHas THHTBUCTHKA
Brnagets HaBBIKAMH PELLICHUS 33/1a4 B 00JIACTH CaMOOPraHU3aluy U cCaMo00pa30BaHus

Mo 00pasity
3Hath OCHOBHBIC UCTOYHUKH MOTyYeHUs1 HHOOpMAIUN
Ymeth CaMOCTOSITETIbHO MOJTyYaTh HHMOPMALMIO U3 OCHOBHBIX HCTOYHUKOB

JlenoBast puTopuka

Bnanetsb HaBBIKAMU PEIICHUS 33/1a4 B 00JIACTH CAaMOOPTaHU3aIuU U CaMO00pa30oBaHuUs

o o0pasiry
3HaTh OCHOBHBIE HCTOUYHHUKH MOJy4eHUsI HH)OPMALMH 110 TUCUUIUINHE JlenoBas Tepenucka
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Ymethb CaMOCTOSITEIBHO MOJTyYaTh HHHOPMAIIMIO U3 OCHOBHBIX HCTOYHHUKOB IO
JMCIUIUTAHE
Bragers HaBBIKAMH PEIICHUs 33/1a4 B 00IaCTH CaMOOPTraHU3aIMU M CaMOOOPa30BaHUSI
1o o0pasiy
3HaTh OCHOBHBIEC HCTOYHHKH MOJYUYCHUS HHOOPMAIIMHU TI0 TUCIUTUIHHE
YmeTh CaMOCTOATEIBHO TOTy4aTh HHPOPMAIIUIO U3 OCHOBHBIX HCTOYHHKOB T10
JUCLIUIIIIMHE HopMaTtuBHas 0a3a JeI0BOro MUchMa
Bnanmets HaBBIKAMH PELICHUs 33/1a4 B 00JaCTH CaMOOPraHU3aI[MU U CaMO0OOPa30BaHUsI

1o 00pasiry

OK-8- cnoco0HOCTbIO HCIIO/IB30BATH METOABI M CPeICTBA (U3NYECKOH KYJIbTYPhI IJIsl 00ecnedeHusl MOJTHOIEHHOH COHATBLHOI 1 NPodeccHOHAIbHOI

ACATCJIBbHOCTH

3HaTH

— poiib (PU3MUECKON KyJIbTYphl B Pa3BUTHUU YEJIOBEKAa M IOATOTOBKE
CIEINAJINCTA;

— OCHOBBI (PU3NYECKOH KYJIbTYpHI U 3J0pPOBOro 00pa3a KU3HHU,

— BIMSHHME O3/IOPOBUTENBHBIX CHUCTEM (U3NYECKOTO BOCIMTAHUS Ha
YKpeIUIeHUE 370pOBbs, MPOPUIAKTHKY NPOPECCHOHATBHBIX 3a00JIeBaHUN
Y BPEJIHBIX IPUBBIYEK;

— cnocoObl KOHTPOJISL, CAMOKOHTPOJISI M OLIEHKH (PU3NUYECKOTO Pa3BUTHUSA
U QU3UYECKOM MOrOTOBICHHOCTH;

— mpaBwia U crnocoObl IJIAaHUPOBAHUS 3aHATHH 10 (U3HUEcKOn
KYJIBTYpE W CIOPTY C LEIbI0 YKPEIUIEHHS U COXPAHEHHUs 310pOBbS,
PO HIAKTUKH MPOdeCCUOHATBHBIX 3a00I€BaHUH;

JJIEKTUBHBIE KYpCHI 10 (pr3nvecKoit
KyJIBType U CIIOPTY

VYmeTh

— UCHOJb30BaTh INPUOOPETEHHblE 3HAaHUSA, YMEHUs B o0JacTu
¢u3nueckoil KynbType 1 cropTe B IpoheCCHOHATBLHON e TEIbHOCTH;

— COCTaBJIATh KOMILIEKCHI 03JJ0POBUTEIHLHON U aJaiTUBHON (JIeueOHOM)
buznYeCcKOi KyIbTYphI;

— OCYLIECTBJISITH TBOPUYECKOE COTPYAHMYECTBO B  KOJUIEKTUBHBIX
dopmax 3aHATHH HU3NIECKOI KYIbTYpOIi;

Bnanets

— CHCTEMOW TEOpPETHUECKHUX 3HAHWUU, 00ECTICUMBAIONINX COXpaHEHUE U
YKpeIieHue 310POBBS, pa3BUTHE u COBEPILIEHCTBOBaHUE
MCUXO0(PU3NIECKUX CIIOCOOHOCTEN U KaueCTB ;
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— HaBBIKAMU MMOBBIIICHHS paboTOCIIOCOOHOCTH, COXpaHEeHUs,
VKpEIUICHUSI 37I0pOBbSI M CBOMX (YHKIHMOHAJIBHBIX M JIBUTATEJIbHBIX
BO3MOXKHOCTEIA;

— HaBBIKAMM  OpTraHU3allid W  TNPOBEICHUS  MHIAWMBHUIYAJIbHOTO,
KOJUJIEGKTUBHOTO M CEMEWHOTO OTIblXa M IPU YYaCTUM B MAaCCOBBIX
CIIOPTUBHBIX COPCBHOBAHUAX

— HaBBbIKAMM  IUIAHUPOBAHUSI ~ CAMOCTOSITENIBHBIX  3aHATHM 1O
bu3nYeCcKOi KyIbType U CIIOPTY A7 NPOPUIAKTUKY TPO(HECCHOHATBHBIX
3a00JI€BaHUM, YKPETUICHUSI U COXPAHEHUS 3/I0POBbSI.

3HaTH

— poJib U 3HaueHue (PU3NIECKOi KyIbTYpHl B MPO(ECCHOHATHFHON TOATOTOBKE
W JadbHEHIICH NeATeIbHOCTH,

— (op™mbl 1 BUABI GUBKYIBTYPHOU NIESTETBHOCTH JJIsi OPTaHU3aIHUU 3J0POBOTO
00pa3a )KU3HHU, aKTUBHOTO OTJIbIXA U I0CYTa;

— 3HAHHWE TEXHWYECKHUX MPUEMOB M JBUTATENBHBIX JCHCTBUI 0a30BBIX BUIOB
CIIOpTAa;

— COBpPEMEHHBIE TEXHOIIOTUM YKpeIUIEHHSI W  COXpPaHEHHWS  3II0POBbS,
nomjepxkaHust  paboTOCMOCOOHOCTH,  NPOPWIAKTAKH  MPEXyTpeKIeHUSL
3a00JIeBaHUM, CBSI3aHHBIX ¢ y4eOHOW 1 MPOU3BOJCTBEHHOH NI TETHHOCTHIO;

— OCHOBHBIE CIOCOOBI CAMOKOHTPOJISi ~HMHAMBUAYaIbHBIX  TOKa3aTeseil
3JI0POBBS,, YMCTBEHHOW M (U3NYECKOH pPabOTOCIIOCOOHOCTH, (QHU3MUECKOrOo
pa3BUTHUS B (PU3MUECKUX KAaueCTB

IAJanITUBHBIE KYPCHI 10 (PU3UUECKON

YMeTh

— HCIIOJIb30BAaTh MEKIPEAMETHbIE TOHATHS U YHUBEPCAJIbHbIE yUeOHbIE
JefcTBuUS (pEerynaTUBHbBIC, TO3HABATENbHbIC, KOMMYHHKATUBHBIC) B
CIIOPTUBHOH, (PU3KYIBTYpPHOH, 03/I0POBHTEIEHON 1 COLMATLHON MPAKTHKE;

— BBIIOJHATH (pU3MUecKre yIpaKHEHHS pa3Hoi (yHKIIMOHATBHON
HaINpPaBJIEHHOCTH, HCTIOJb30BaTh UX B PEXKUME YIeOHOH U IPOU3BOICTBEHHOM
JESITeIbHOCTH C LEIbI0 NTPO(UITAKTUKY IEPEYTOMIICHHUS U COXPaHEHHS BEICOKOH
paboOTOCIIOCOOHOCTH;

— WCIOJIL30BaTh Pa3HOOOpa3Hble (GOPMBI U BHBI PU3KYIHTYPHOU
JIESTEIbHOCTH ISl OPTaHU3aIluH 3I0POBOT0 00pa3a )KM3HH, aKTUBHOTO OT/IbIXa
U J10CYyTa;

— HCIOJIb30BaTh 3HAHHUS TEXHUYECKHX NPUEMOB U ABUTATENBHBIX NCHCTBUI

KYJIbTYPE U CIOPTY
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0a30BbIX BHJOB CIIOPTa B UTPOBOM U COPEBHOBATENBHOM JIESTEIHHOCTH;

— aHAJU3MPOBATh U BHIIACIATH 3 GEKTUBHBIE TEXHOJIOTUH YKPETIIICHHUS U
COXpaHEHUs 3IOPOBbS, OIS KAHMS pa00TOCIIOCOOHOCTH, IPODMITAKTHKH
npeaynpexaeHus 3a00eBaHnl, CBI3aHHBIX ¢ Y4eOHOH U IPOU3BOICTBEHHOM
JeSITeIbHOCTHIO;

- QaHAIM3UPOBATh MHIMBHIYAbHbIC TIOKA3aTENN 3/I0POBBsI, YMCTBCHHOU H
(hnzmueckoit paboTocriocoOHOCTH, PUINIECKOTO Pa3BUTHA U (PUIUIECKIX
Ka4eCTB;

- BBITIOJIHATh MHIUBUIYAILHO MMOJ00HBIC KOMIUICKCHI 03I0POBUTEIILHON U
aJanTUBHON (1eueOHOIT) (PHM3NUIECKON KYIbTYPHI,

- OCYIIECTBIISITh TBOPUECKOE COTPYIHHUUECTBO B KOJJIEKTUBHBIX (hopMax
3aHATHN (PU3NUECKON KYIbTYPOIA;

- HCITOJIb30BaTh MPUOOPETEHHBIC 3HAHKS M YMEHHS B ITPAKTHYECKOM

JCATCIIBHOCTU U HOBCCI[HGBHOﬁ JKHU3HHU.

Bnaners

N NPaKTUYECKUMH HaBbIKAMH HCIOIb30BaHUS PETYIISITUBHBIX,
M03HAaBaTENbHbIX, KOMMYHUKATUBHBIX JEHCTBUI B CIIOPTUBHOM,
(bUBKYIBTYPHOM, 03I0POBUTENHFHON M COLMATBHON MPAKTHKE;

- HaBbIKAMU MCIIOJIb30BaHUS (PU3NUECCKHUX YITPAKHEHUH pa3HOU
(hyHKITMOHATHHON HAMPABICHHOCTH B peXXUME YIeOHOH U MPOU3BOJICTBEHHOM
JIESTENIbHOCTH C METbI0 MPOPUIAKTUKA EPEyTOMIICHHUS M COXPaHEHHS
BBICOKOH pa0OTOCIIOCOOHOCTH;

N MIPaKTUYECKUMHU HaBBIKAMH UCTIONH30BAHHS PA3HOOOPa3HBIX (GOPM U
BUJIOB (QU3KYJIbTYPHOU NEATENLHOCTH JJIsl OpraHn3allie 3[0pPOBOro o0pasa
JKW3HU, aKTUBHOT'O OT/bIXA U JI0CYTa;

- HaBbIKAMM HMCIIOJIb30BaHUS COBPEMEHHBIX TEXHOJIOIMH YKPEIUIEHUS U
COXpaHEHHs 340POBbsI, HOAJIEPKaHUsI pabOTOCIIOCOOHOCTH, MPOPUITAKTHKH
npeaynpexIeHns 3a001eBaHNi, CBA3aHHBIX ¢ Y4eOHOH U IPOU3BOICTBEHHOM
JIeATEIbHOCTBIO;

- OCHOBHBIMHU CIIOCOOAaMHU CAaMOKOHTPOJISI MHANBUYaTbHBIX
nokasareneH 3710poBbsl, yMCTBEHHOW U pru3nyeckoii paborocrnocobHOCTH,
(bu3nYecKOro pa3BUTHs U QU3NICCKUX KaYECCTB;

- CUCTEMOH TeOpeTHYECKUX 3HaHUI, 00eCTIeUNBAIOLINX COXPAHEHHUE U

YKpeTuieHHe 310pOBbSI, PAa3BUTHE U COBEPIICHCTBOBAHME MTCUXO(DHU3NIECKUX
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CIIOCOOHOCTEH 1 Ka4ueCTB (C BBITIOJTHCHUEM YCTAaHOBJICHHBIX HOPMATHBOB 10
obmmelt (GU3MIecKOr U CIOPTUBHO-TEXHUYECKON TTOATOTOBKE) IS

- MIOBBIIIIEHHUST PaOOTOCTIOCOOHOCTH, COXPAaHEHUS, YKPEIUIEHUS 3A0POBbA
Y CBOMX (DYHKIIMOHAJIBHBIX U JBUTATEIBHBIX BO3MOXXHOCTEH;

- OpraHU3allu{ U MPOBEICHUS HHANBUAYAJIbHOI 0, KOJJIEKTUBHOIO U
CEMEUHOr0 OT/IbIXa U IIPU YYACTHH B MACCOBBIX CIIOPTHUBHBIX COPEBHOBAHUSAX;

- TpoIecca aKTUBHOM TBOPYECKOM JCATEILHOCTH 0 (hOPMUPOBAHHUIO

3I0pPOBOTO 00pa3a KU3HU;

- - HCIIOJIb30BaHUS JIMYHOTO OIBITA B (PU3KYIBTYPHO-CIIOPTUBHOM
JIeATeITLHOCTH.

3HaTh

— poib (u3NYECKON KyJAbTYPbl B Pa3BUTHM 4YEJIOBEKA U IOATOTOBKE
CHeLHaINCTa;

— OCHOBBI (PM3NYECKOH KYJIBTYpHI U 37J0POBOTO 00pa3a KU3HH,

— BIMSIHHME O3JIOPOBUTENBHBIX CHUCTEM (U3NYECKOIO BOCIMTAaHUS Ha
YKpeIUIeHUE 370pOBbs, MPOPUIAKTHKY NPOPECCHOHATBHBIX 3a00JIeBaHUN
Y BPEIHBIX IPUBBIUCK;

—  c1ocoObl KOHTPOJISL, CAMOKOHTPOJISI M OLIEHKH (PU3NUECKOTO Pa3BUTHUS
U (pU3UYECKOM MOrOTOBICHHOCTH;

— mpaBuWia U CrHocoObl IJIAaHUPOBAHUS 3aHATHH 10 (u3MUecKoin
KyJIbType W CIOPTY C LENbI0 YKPEIUIEHUS W COXpPAHEHHsS 3I0POBBS,
npoHIAKTUKU MPo(ecCHOHATBHBIX 3a00JI€BaHUI;

VYmeTh

— UCHOJb30BaTh INPUOOPETEHHblE 3HAHUS, YyMEHUs B 00JacTu
(bu3nUecKoil KynbType 1 copTe B MpodeCCHOHATIBLHOMN 1eATEIbHOCTH;

— COCTaBJIATh KOMILIEKCHI 03JJ0POBUTEIHLHON U aJaiTUBHON (JIeueOHOM)
buznYeCcKoi KyIbTYyphl;

— OCYLIECTBJISITH TBOPUYECKOE COTPYAHMYECTBO B  KOJUIEKTUBHBIX
dopmax 3aHsATHH HU3NUECKOM KYIbTYpOHi;

Bnanets

— CHUCTEMOM TEOpeTHUECKHUX 3HAHUU, 00ECIeunBaIOIIUX COXPAaHEHUE U
YKpeEIIeHUe 310pOBb, pa3BUTHE 51 COBEPILECHCTBOBAHUE
MCUXO0(PU3NIECKUX CIIOCOOHOCTEN U KaueCTB ;

dusznyeckas KyiabTypa U CIOPT
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— HaBBIKAMU MMOBBIIICHHS paboTOCIIOCOOHOCTH, COXpaHEeHUs,
YKpEIUICHUSI 37I0POBbSi U CBOUX (PYHKIIMOHAIBHBIX M JIBUTATEIbHBIX
BO3MOXKHOCTEIA;

— HaBBIKAMM  OpraHU3alldd M  TPOBEICHUS  MHIUBHUIAYAJIBHOIO,
KOJUJIEGKTUBHOTO M CEMEWHOTO OTIblXa M IPU YYaCTUM B MAaCCOBBIX
CIIOPTUBHBIX COPCBHOBAHUAX

— HaBBbIKAMM  IUIAHUPOBAHUSI ~ CAMOCTOSITENIBHBIX  3aHATHM 1O
buznYecKoil KyabType U CIIOPTY ISl MPOPUIAKTHKY MPOodeCCHOHATBHBIX
3a00JI€BaHUN, YKPETUICHHUS] U COXPaHEHUS 3I0POBbSI.

OK-9- roToBHOCTHIO I0JIL30BATHCSI OCHOBHBLIMH METOAaMU 3aIUMThI IPOU3BOACTBEHHOI'0 MEPCOHATIA M1 HACECJICHUA OT BO3MOKHBIX nocJieACTBUM aBapm”l,

KaTacTpod, CTUXUHHBIX OeICTBUH

3HaTh

- Mexanu3M nericteus OBII® Ha opranusm 4enoBeka;

- OCHOBHBIE METOJBI 3aIIUTHI MPOU3BOJCTBEHHOTO MEPCOHANIA W HACENIEHUS OT
BO3MOJKHBIX TIOCJIEJICTBUI aBapuii, KaTacTpod, CTUXUIHBIX OEICTBHI;

- ocHoBHble mpaBuwia bX/[; Meromnyeckne, HOPMAaTUBHBIE M PYKOBOJSIINE
MaTepHabl, KACAIOIINECs BBINOJIHIEMON padoTHI.

YMeTh

- IOA0MPATh CPECTBA MHIMBUIYaIbHON 3aIIUTHl PAOOTHHKOB;

- KOHTPOJINPOBAThH BBINOJHEHHWE TpPeOOBAaHWH IO OXpaHE TPyJda M TEXHUKE
0e30macHOCTH B KOHKPETHOH cepe AesTeNbHOCTH;

- pacriozHaBaTh 3P PEeKTUBHBIE CTIOCOOBI 3aITUTHI YeI0BEKa OT HEA(P(HEKTUBHBIX.

be3onacHOCTE KU3HEIEITEIbHOCTHU

Bnaners

- TPAKTUYECKUMM HaBBIKAMU HCIIOJIb30BAHUS 3aIUTHBIX MEp; OCHOBHBIMH
METOJaMH PEIICHUS 331a4 B YCIOBUAX YPE3BBIYANHBIX CUTYaLH];

- METO/JaM{ TIPUMEHEHHS COBPEMEHHBIX CPEICTB 3aIllMThl OT OMACHOCTEH MU
OCHOBHBIMH MEPAaMH IO JIMKBUIALUHU MX TOCIEICTBHH;

- crmocobaMu COBEPIIECHCTBOBAHUS MPO(QECCHOHANBHBIX 3HAHUM M yMEHHH
ITyTEM HCIIOIH30BAHNS BO3MOKHOCTEH MHPOPMAIIMOHHOHN CpEbI.

3Harte

npodeCcCHOHATBLHYIO TEPMUHOJIOTHIO, 3aKOHOIATENIFHYIO0 M HOPMATHBHO-
METOJUYECKYIO 0a3y, periiaMeHTHPYIONIYIO IPUMEHEHNE HHPOPMAIIMOHHBIX
TEXHOJIOTHH B JICATEIHLHOCTH OpPTaHHU3aInN

Texaudeckue cpeacTna ymnpasieHus B JJOY

YMeTh

OpraHu30BaTh aBTOMATU3UPOBAHHOE paboUee MECTO /ISl BBIMOJIHEHHS PabOTHI C
HCIIOIb30BaHUEM HOBEHUIITUX MIPOrpaMMHO-TCXHUYCCKUX U OPraHU3alluOHHBIX
CpENCTB

1 apXHUBax
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Brnanets HaBBIKAMH CaMOCTOSATENBHOM paboThl ¢ HHOOPMAIMOHHBIMU TEXHOJIOTHSIMH,
HIPUMEHSIEMBIMH B IS TEIBHOCTH COBPEMEHHBIX OpraHU3aIii
3HaTh [MpodeccronanbHy0 TEPMUHOIOTHIO, 3aKOHOAATEILHYIO 1 HOPMAaTHBHO-
METOANYECKYIO 0a3y, periaMeHTHPYIOUIYI0 IpUMEeHEeHHE HH()OPMAIIMOHHBIX
TEXHOJIOTHH B ICSITEILHOCTH OPraHM3alui
Ymethb OpraHn3oBarh aBTOMaTU3UPOBAHHOE pabodee MECTO AJIS BHITIOHEHHSI pa0OThl  [BhIYHCIUTENbHAS TEXHUKA U
C HCIIOJIb30BaHHEM HOBEHIIMX MPOTrPaMMHO-TEXHUUECKHX U OPraHU3alMOHHBIX [mporpamMmupoBanue B JIOY u apxuBax
CpPEICTB
Bnanets Hagpikamu camocTosiTeNnbHOM paboThl ¢ HHOOPMAIIMOHHBIMU TEXHOJIOTHSIMU,
NPUMEHSIEMBIMHU B JICSITETHBHOCTH COBPEMEHHBIX OpraHU3aIii
3HaTh npaBHiIa NOBEICHUS IIEPCOHAIa apXKBa IIPH aBapusX, KaracTpodax, CTUXUHHBIX
. 'YaeOHast - MpaKkTHKa IO HOIYyYESHHUTO
OecTBHM .
MEPBUYHBIX MPO(ECCHOHANBHBIX YMEHUH 1
YMeTsb UCIIOJIb30BaTh 3HAHMSA 10 3aIIUTE JOKYMEHTAJIBHOTO (pOHIA apXHBa MpH .
. HABBIKOB, B TOM YHCJIC TIEPBUYHBIX YMEHHUH U
aBapusx, KaTacTpodax, CTUXMHHBIX OeICTBHUIX N
B - HaBBIKOB HAyYHO-MCCIIEI0BATEILCKOM
TaseTh MpUEMaMI 3AIATH! APXMBHOTO NEPCOHANA, MOCCTHTENEH U JOKYMEHTANBHOTO |/ ooonmp ooy
(oH/1a apX¥Ba OT BO3MOXKHBIX ITOCIICICTBUI aBapHid
3HaTh NpaBuIIa IOBEACHU [IEPCOHANA apXHBa IPH aBapHAX, KaTacTpodax, CTUXUIHBIX
OencTBui
[TpousBocTBEHHAS - IPAKTHKA IO
Ymethb WCIIOJIb30BaTh 3HAHMS TI0 3alUTe JOKYMEHTAILHOTO (DOH/Ia apXuBa MpH .
. MOJTY4EHUIO MPO(ECCHOHATBHBIX YMEHUH U
aBapusix, KaTactpodax, CTUXHHHBIX OeICTBHUIX N
= oTbITa TPO(HECCHOHATILHOM AEATEIEHOCTH
Bnanets NprUeMaMH 3allUThl APXUBHOTO MEPCOHANa, TIOCETUTENeH U IOKYMEHTaIBHOTO
(oH1a apX¥Ba OT BO3MOXKHBIX ITOCIICICTBUI aBapHid
3HaTh IpaBuIia IOBEACHU [IEPCOHANA apXHBa IPH aBapHsX, KaTacTpodax, CTUXUIHBIX
OeCTBUIA
Ymerthb WCIIOJIb30BaTh 3HAHMS TI0 3aIUTe JOKYMEHTAIBHOTO (OHIa apXuBa MpH [Tpou3BoICTBEHHAS — MPEIIUTIOMHAS
aBapusix, KaTacTpodax, CTUXMHHBIX OeICTBHUIX MpaKkTHUKa
Bnanets NprUeMaMH 3aIIUThl apXUBHOTO IEPCOHANA, TOCETUTENEH U TOKYMEHTaIbHOTO

(bOH)Ia apXuBa OT BO3BMOXKHBIX HOCJ'IC,Z[CTBI/Iﬁ aBapI/Iﬁ

OK-10- cnoco0HOCTBI0 K HCTIOJIH30BAHNIO OCHOBHBIX METO/I0B, CIIOCO00B U CPEACTB MOJy4YeHHs, XpaHeH s, TepepadoTku nHopManuu

3HaTL

OCHOBHbBIE MOHATHS JUCUUILTHHBI «H(pOpMaTHKay; TPUHLHIIBI
(yHKIMOHUPOBAaHUS KOMITBIOTEPA U COBPEMEHHBIX MH()OPMAIIMOHHBIX
TEXHOJIOTHIA; CIOCOOBI M CPEJICTBA MOIyIEHHUs, XPaHEHUSs, TepepadoTKU

Nudpopmaruka
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uHQOpMaIH

YMeTh

MIPUMEHSATH METOBI, CTIOCOOBI M CPEICTBA TIOMYUCHHS, XPAaHEHISI, TepepaboTKu
nHQOpMaUK U QYHKIMHA KOMITBIOTEpa MPH PELICHUH 3a1a4
pohecCHOHATBHON IEeATENbHOCTH

Bianets

OCHOBHBIMH METOJIaMH U CPeICTBAMU MH()OPMALIMOHHBIX TEXHOJIOTHH AJIs
MONTyYeHUsI, XpaHeHUs, TepepaboTku nHPpopMannuy yaeOHOTO Ha3HAYSHHS U
npodecCHOHANBLHON AEATENLHOCTH; COBPEMEHHBIMI HHPOPMAaITHOHHBIMH
TEXHOJIOTHSIMHU; CTIOCOOaMU MPECTaBICHUSI UH(POPMALUN B COOTBETCTBUU C
MIOCTaBICHHON 3afa4dei

3HaTH

OIIpeIeIIeHHS IPOLIECCOB MCIOIb30BAHUS OCHOBHBIX METOIOB, CIIOCOOOB 1
CPECTB NONYYEHHsI, XpaHEeHUsI, TepepaOboTKH WHPOPMAITUH

YmeTh

Bbinensats, 00BSICHATH (BBISIBIST U CTPOUTD) TUITUYHBIE MOJICIH, IPHOOPETATH
3HaHMS B 00JIACTH OCHOBHBIX METOJIOB, CIIOCOOOB M CPEJCTB IOIYIEHHS,
XpaHEHUs, mepepadoTKN HHPOPMAIIHH;

OpFaHI/ISaLII/Iﬂ " TCXHOJIOIrHA
JMTOKYMCHTAIMOHHOI'O obecneueHus

Bnanets

MPAaKTUIECKUMHU HaBBIKAMH HCHOJIb30BaHuU, BO3MOXHOCTBIO
MEXIUCIUTITUHAPHOTO TPUMEHEHHsT OCHOBHBIX METOJ/IOB, CITIOCOOOB M CPEJICTB
NOJIYY€HUs], XpaHEeHUs], IepepaboTKH HH(OPMaLIUH;

YIpaBJICHUS

3HaTh

OCHOBHBIE MTOHSTHSI METOJIOB, CITIOCOOOB M CPEJICTB TIOIyYEHUsI, XpaHEHUS,
nepepaboTku nHpOpMaUN

VYmeTh

MPUMEHSTh METOJIbI, CIIOCOOBI U CPEJICTBA MOTYUYCHUS, XpaHEHUS, TepepadoTKU
uHQOpMaIUK B 00JIACTH KaIPOBOTO JEIOMPOU3BOJICTBA M apXUBHOTO JIeNa,

KanpOBoe ACTIOPOU3BOACTBO

Bnanets

CIOCOOHOCTBIO BHE/IPSITH METOJIBI, CIIOCOOBI U CPE/ICTBA MOTYUYCHUS, XpaHCHNS,
nepepaboTKu HHGOPMALUH B 00JIaCTH KapOBOTO JEJIONPOU3BOACTBA U
ApXHMBHOTO JieJia MPOECCUOHANBHON AESTENILHOCTH

3Harte

- CIIOCOOBI ¥ CpeJICTBA TIOyUSHHSI, XPaHEHHUS, TIepepaboTKi HHPOPMAIUH

YMeTh

- IOJIy4aTh, XpaHUTh, IepepadaThIBaTh HHYOPMAILIHIO

Bnanets

- IPaKTUYECKUMH HABBIKAMH MTOJTYUCHUS, XPAHEHUs, IepepadOTKU 1
UCTIOJIb30BaHMs MH(POpMAIHK;

- METO/IaMH MIPEACTABIICHUS U IEPBUYHOTO aHAN3a HHPOPMALIMN U MaCCUBOB
JIAHHBIX

[IponsukeHHEe HAYYHOH MPOTYKIUH

3HaTh

MPUHIMITEI OPTaHU3aMY ¥ (YHKIIMOHUPOBAHUS KOMITLIOTEPHBIX CUCTEM.
OCHOBHBIE ITPOrpaMMHBIE CPEACTBA AJIs PA0OTHI C JOKYMEHTHPOBAHHOM

O6paboTKa U 3aImuTa JOKyMEHTUPOBAHHON
uHQOpMaITUH




CmpykmypHbwlil d1emenm Cmpykmypubvlil d1emenm
PYRIYP IInanupyemvoie pesyrbmamsi 00yuenus pYRIMYpHoil
KoMnemeHyuu 00pazoeamenbHOl NPOSPAMMbL

MHQOpMAITUEH.

NPUHLUIEL ¥ TEXHHYECKUE CPEICTBA XpaHEHNUs, 00pabOTKH 1 Iepenadn
MHQOPMAIUH B TIK U KOMITBIOTEPHBIX CETSX B aCMEKTE 00eCIeUeHHs
MHQOPMAIIMOHHOHN 0€30MAaCHOCTH M 3alIUTHl HHPOPMAIHH.

Vmetsb paboTaTh ¢ OnepalMOHHON CUCTEMON 1 MPOrpaMMHBIMH CPEJCTBAMHU OOLIETO
Ha3HAYCHHUSI.

HACTPaMBaTh ONEPAIIMOHHYIO CHCTEMY M IPOTPaMMHBIE CPE/ICTBA OOIIETo
Ha3HAuCHHMS C MO3UIUU TpeOOBaHWI HHPOPMALIMOHHON 0€30MacHOCTH U
3aMUTHl HHGOPMAITIH

AQHAIM3UPOBATH SBHBIC U CKPBITHIC YIPO3bI 3AIIUIIAEMON HHPOPMAIIHH.

Bnanets OCHOBHBIMH METOJIaMH, CIIOCOOaMU U CPEACTBAMHU MOTYUEHUs, XpPaHESHUS,
nepepadoTKH HHPOPMAIIUH.

HaBBIKaMH 00eCIeYeHHUS 3aIUThl HH(YOPMALUH [ITATHBIMU CPEICTBAMHU
ONEPALMOHHON CUCTEMBI.

HaBbIKaMH MOJTYYCHUA, XPAaHCHUA U YHUUTOXKCHUA I/IH(l)OpMaHI/II/I C Y4€TOM
TpeOoBaHM HH(OPMAITMOHHOM OE30IMaCHOCTH.

3HaTh o0menpodeccuoHalbHbIE TEOPETHUECKHE U METOAMYECKHE OCHOBBI MOJTY4YEHUS,
XpaHeHus, nepepadoTKu MHGOpMALKHU; UX METObI, CIOCOOB! M CPEeACTBA

Ymets pacrio3HaBath 3()(HEeKTUBHOE NMPUMEHEHHE B MPO(ECCHOHATIBHON JesITeNbHOCTH

MudopMainOHHbBIE PECYPCHI KAAPOBOU
METOJIOB, CIIOCOOOB M CPEICTB IOJIydeHHUsS, XPaHCHUs, NepepadoTKu (bop pecyp P

nHpopMaIuu oT Hed((HEeKTUBHOTO cyROnI
Bnagets MPAKTHYECKUMU HaBBIKAMH, METOJIAMH, CIIOCO0aMH M CPEJICTBAMHU TOIyUYEHHUS,
XpaHEeHUsl, mepepa0d0TK UHPOPMAIIHH U HABBIKAMU X UCTIOIH30BAHHS
3Hatb IBPUCTHYECKHE CIIOCOOBI 00pabOTKH MH(OPMALUH B IPOecCHOHATBHON
JIeSITeTbHOCTH
YmeTh aHaJIN3UPOBaTh, 00Pa0ATHIBATH M XPAHUTH HH(POPMAITHIO C TIOMOIIBIO0 CpeACTB  [[exHudecKkue cpeactra ynpasienus B JIOY
BBIYUCIIUTEIbHON TEXHUKH M apXuBax
Bnanets HaBBIKaMU paOOThI C IEPCOHATIBHBIM KOMITBIOTEPOM, OPraHU3alMOHHON
TEXHUKOW U NMPOrpaMMHBIM 00ecIieueHueM
3HaTh OBpPUCTHYECKUE CIIOCOOBI 00paboTKK HH(GOPMAIUH B TPO(HECCHOHATBHON
JIeSITEIIbHOCTH BrrauciuTensHas TEXHUKA U
Ymeth AHanu3upoBath, 00pabaThIBaTh U XPAaHUTh HHPOPMAILHIO C TIOMOIIBIO CPeACTB  [IporpaMmuposanue B JIOY n apxuBax

BBIYHCIIUTCIIFHON TEXHHUKH
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Bnaners HaBpikamu paboThl ¢ IEpCOHAIBHBIM KOMIIBIOTEPOM, OPTaHU3aIMOHHON
TE€XHUKOH U POrpaMMHBIM 00ecTiedeHueM
3HaTh HOPMATUBHbIC TPEeOOBaHMA NPABWJI OPraHW3alUM IOJIY4EHHUs, XPaHEHUs U
nepepadoTKH HHPOPMALIMU B ApXUBHOM YUPEKICHUH
" - 'Y4eOHas - MpaKTHKA I10 MTOIYYIECHUIO
YmMmeTs MOJIH30BAThCSI 3aKOHOAATENbHON 6a30i1 U1 OpraHu3aluy MOMyYeHus, .
[EPBUYHBIX NPO(ECCHOHATBHBIX YMECHUHN U
XpaHeHus, nepepadoTKu HHGHOPMAIUU B YCIIOBUSAX apXHBa B COOTBETCTBHU C o
HODMAMH HAaBBIKOB, B TOM YHUCJIC IICPBUYHBIX YMCHUU U
P - HABBIKOB Hay4YHO-HCCIIEI0BATENbCKOM
Bnanets TE€XHUKaMH 0OPMIICHHUS CONPOBOAUTENBHON JOKYMEHTAIIUU TIOTYy4EHHS, eSTeNbHOCTH
XpaHeHus, epepadoTKN apXUBHOW HH(OpMAIMY B YCIOBHAX apXUBHOTO
YUpEKIACHUS
3HaTh HOPMAaTUBHbBIC TPEOOBaHU MIPABUIJI OPraHU3aLMH OTY4EHHs, XPaHEHUS 1
nepepaboTKH HMHPOPMAIINY B ApXUBHOM YUPEKICHUN
YMetb MOJIF30BAThCS 3aKOHOAATEIBHON 0a30# 11 OpraHU3aIiy IMOTyIeHUS,
[Ipon3BoacTBEHHAS - IPAKTHKA MO
XpaHEHUsl, epepa0d0TKU UHPOPMAIIMK B YCIOBHIX apXHBa B COOTBETCTBHHU C o
HODMAMIL [OJTy4EHUIO NPO(eCcCHOHATBHBIX YMEHUN U
P ” orbITa MPO(HECCUOHATBLHON JIEATSIIBHOCTH
Bnanets TE€XHUKaMH 0QOPMIIEHHUS CONPOBOANTENBHON JOKYMEHTAIUN TTOTYYEHHS,
XpaHeHus, epepadoTKN apXUBHON HH(OPMAIMK B YCIIOBHUAX apXUBHOTO
YUpEKIACHUS
3Hath HOpMaTHBHBIE TpPeOOBaHUS MpPaBWJI OPraHM3ALMW TOIYYEHHS, XPaHEHHUd U
nepepaboTKH HHGOPMALIMHU B ApXUBHOM YUPEKIECHUH
Ymets MOJIb30BAaThCSl  3aKOHOJATENbHOM 0a30d [yIsi  OpraHu3aliM  IOJY4EHUs,
XpaHeHus1, nepepadoTku MHGOpMAIMK B YCIOBHAX apXuBa B COOTBETCTBHM C [[Ipon3BOACTBEHHAS — MPEIIUILIOMHAS
HOpMaMH MpaKTHKa
Bitagers TEXHUKaMH OQOPMIICHHS COMPOBOAUTENHHON JIOKYMEHTAIUM ITOJYyYCHHS,

XpaHeHus, NepepaboTKH apXWBHOW HHGPOPMALUM B YCJIOBUSX apXUBHOTO
YUPEXKICHUS

OK-11-cnoco0HOCTHIO YBaKUTEJIbH

(19§ ﬁepemﬂo OTHOCUTBHCHA K HCTOPUYECCKOMY HACJICAUIO U KYJbTYPHBLIM TPAaAULIUAM

Mcropus

3Hathb OcHOBHBIE COOBITHSI HCTOPUYECKOT'O MPOLIECCA B XPOHOJIOTUIECKON
IOCJIEIOBATEIBHOCTH

YmMmeTs [IpuMeHATh NOHATUHHO-KaTErOpHaIbHBIN annapar MpH U3JI0KEHUH OCHOBHBIX
(haxkTOB U SABICHUN HCTOPHU

Biagets HappikaMu MEXIIMYHOCTHON U MEKKYJIbTYPHOU KOMMYHHUKALUH,
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OCHOBAHHBIMHU Ha YBaXXCHHUU K UICTOPUYCCKOMY HACJICANUIO U KYJIbTYPHBIM
TpaguuuiaM

3HaTh TEOPHIO OCMBICIICHHS ()eHOMEHA HCTOPHUIECKOTO HCTOUYHNKA KaKk 00beKTa
MCTOPUYECKOM HAYKU M THYECKHE OCHOBHI MPOPECCHOHANBLHON eATETLHOCTH
apXMBHCTA U TOKYMEHTOBEA
YMeTh OMnpeaciiATbh HEHHOCTh JOKYMCHTAJIbHOI'O HCTOYHMKA KaK YaCTU UCTOPUYCCKOTO
. Beenenue B mpodeccuto
Haclens B MPOGECCUOHANBHON ISATENILHOCTH apXMBHCTA U JIOKYMEHTOBE]IA
Bnanets HaBBIKAMU BBIOUPATH T€ BHUJIBI HCTOYHUKOB, KOTOPBIE BXKHBI JIISI KOHKPETHO-
HCTOPUYECKOTO UCCIIEIOBAHUS C yUETOM EHHOCTH TIOKYMEHTAIBHOTO
MCTOYHHUKA KaK YaCTH HCTOPHUYECKOTO HACIIEIHSI
3HaTh - KyJIbTYPHBIC TPAJUIIUK PA3TUYHBIX HAPOJIOB
- OCHOBHBIC KYJIbTYPHBIC TAMSTHHKH;
[McTopust MUPOBOIM M OTEYECTBEHHOM
YmeTh - BBIJICTIUTH OCOOCHHOCTH KYJIBTYPHBIX TPATUIUI Pa3IMYHBIX HAPOIOB KYJIbTYPBI
Bnanets - HABBIKAMU BBISIBIICHUS U XapaKTEPUCTHKH KyJIbTYPHBIX TPATUIIMN pPa3THIHBIX
HapoJIOB
3Hath - KyJIbTYpHBIE TPaJULIUN PA3IMYHBIX HAPOJIOB
- OCHOBHBIC KYJIbTYPHBIC ITaMATHUKH,
Ymethb - BBIJICJIUTh OCOOCHHOCTH KYJIbTYPHBIX TPATUIIMN Pa3IMYHBIX HAPOJIOB MupoBast XyZIOKeCTBCHHAs Ky/IbTypa
Bitagers - HaBBIKaMU BBISIBIICHUS U XapAKTEPUCTUKU KYJIBTYPHBIX TPAJULUI Pa3IMUHbIX
HapOJIOB
3HaTh Hcropudeckoe HacleIue U KyIbTYPHBIC TPAJUIIHA MUPOBBIX [IMBUIH3AIINH.
Ymethb BcecTtoponHe aHanM3upoOBaTh HCTOPUYECKOE HACIEINE U KyJIbTYPHBIC
TPATUIIMH MUPOBBIX ITHBUIIH3AIIHH. McTopust MUPOBBIX IIMBHITU3AITHI
Brnagets CriocoOHOCTBIO YBRKUTEIBHO M OEPEKHO OTHOCUTHCS K HCTOPHUUECKOMY
HACJICJTUIO ¥ KYJIBTYPHBIM TPAJUIIUSM MUPOBBIX IIHBHIIH3AITHN.
3Hath CrennpuKy HCTOPUIECKOTO PA3BUTHS Pa3IMYHBIX [IMBHIIN3AINIl, OCHOBHBIE
(baKTBI, COGBITI/ISI, HaH60nee JUCKYCCHOHHBIC aCIICKThI X UCTOPUH
YMetb WCIIOJIB30BaTh (PyHIaMEHTabHbIE U TPUKIIAJHbIE HCTOPHYECKHE 3HAHUS B HcTopust 3apyOexXHBIX HAPOJIOB H KYJIBTYD
cepe mpodhecCHOHANTBHON JIeSATEIILHOCTH;
Brnanetsb HABBIKAMH BEJICHUS HAyYHO-HUCCIIEI0BATEIHCKUX PadoT
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3HaThL

- UICTOPHUYCCKOC HACJICAUC YCIOBCUCCTBA,

-KYJIbTYPHBIC TPAJUIIUU Y€JIOBEYECTBA,

-CONHAJIbHBIC U KYJIbTYPHBIC PA3JINUUA B PA3JIMYHBIX KYJIbTYpPax;
-3HaAYCHUC KYJIbTYPHOI'O HACJICAM YCJIOBCUCCTBA

YmeTs

-COXPaHsTh HCTOPUYECKOE HACIEINE YEIOBEYECTBA MPH MOMOILN COBPEMEHHBIX
MEIHaHOCHUTIICH;

-aHAJIM3UPOBATH COLMANIBHBIC M KyJIbTYpPHBIC PA3IHUHS IIPH TTOMOIIN
MeananH(opMaIum;

-U3y4aTh KyJIbTYPHBIC TPAAUIMN YEIOBEYECTBA,;

MenuakynbTypa

Bmanets

HaBBIKaMH COXPaHEHHS UCTOPUUYECKOTO HACIEIUS Y€JI0BEUECTBA MTPH TOMOIIH
COBPEMEHHBIX MEJUAHOCUTIIEH;

-HaBBIKaMU aHaJIM3a COXPAaHHOCTH KYJIbTYPHBIX TPaIULIHii;

-HaBBIKAMU M3YYEHUs! KYIbTYPHBIX PA3IMUUil IPU HOMOLIM MeaAnanH(opManuu

OBIENPO®ECCHOHAJIBHBIE KOMIIETEHIINHA

OIIK-1 — cnocoOHOCTHI0 MCTIOJIHL30BATH TEOPEeTHYECKHNE 3HAHNSI H METOAbI HCCIeI0OBAHNS HA MPAKTHKE

3HaTh

— IIpuHIMIBI 1 METOBI HAYYHBIX UCCIIEIOBAHUN

YMeTh

— AHanu3upoBath JaHHbIE, POPMYIUPOBATH TEOPETHUECKHUE BBIBOIbI

Bnanets

— HaBplkaMu 1 METOANKAMH O6pa6OTKI/I OMIIUPUYICCKUX JAHHBIX
— W MCTOJHUKaMH O606H.[CHI/I$I PpE3YyJIbTATOB PCHICHU,
3KCH€pHM€HT3J'IBHOI71 JACATCIBHOCTH,

OCHOBBI HAYYHO-HCCIIEA0BATEIHCKON
JIeSATEIIbHOCTH

3HaTh

OCHOBHBIC ONIPCACIICHUA U IMTOHATHA, OCHOBHBIC METOAbI HCCHGHOB&HHﬁ,
OMPEACIICHUS ITPOUCCCOB UCITOJIB30BaHUS TCOPETUICCKUX 3HAaHUU U METOI0B
HCCJICAOBAHNS HA MPAKTUKC

YMeTh

pacmno3HaBath d3PPEKTUBHOE pelieHre OT HedP(HEKTUBHOTO,

NPUMEHSTh TEOPETHUECKHE 3HAHUSI 1 METOIBI HCCIICIOBAHNST 3HAHUS B
npodecCHOHAIBHON IeATebHOCTH; UCTIONB30BATh UX HA MEKANCIUITTMHAPHOM
YPOBHE;

KOPPEKTHO BBIP2KAaTh U apryMEHTHPOBAHHO OOOCHOBBIBATH TEOPETUYECKHUE
3HAHUSI ¥ METOJIbI UCCIIE/IOBAHUS HA MPAKTHUKE

Opranuszanys 1 TEXHOJIOTHS
JIOKYMEHTAIIMOHHOTO 00ecTieYeHus
YIPaBICHUS

Bnanets

MPAKTUYCCKUMU HAaBbIKAMU, crocobamu OLICHMBAaHUA 3HAYHMMOCTH U
HpaKTH‘leCKOﬁ MMPUTOAHOCTH HUCIIOJIB30BAHNUA TCOPCTUUCCKUX 3HAHUU U
MCTOJI0B MCCJICNOBAHM HA IPAKTUKE, OCHOBHBIMH METOJaMH PCHICHUA 3aJia4 B
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00JaCTH UCTIOIB30BATh TCOPETHUCCKUE 3HAHHS U METOBI UCCIICIOBAHUS Ha
MIPAKTHKE;

3HaThH

OCHOBHBIC OIIPCACIICHUA U ITOHATHSA, OCHOBHBIC METOABI HCCHCHOB&HHﬁ,
OMPEACIICHUS ITPOUCCCOB UCIIOJIb30BaHUA TCOPETUICCKUX 3HaHUM U METOJIOB
HCCJIICNOBAHNM Ha MPAKTUKC

YmeTh

pacro3HaBath 3G (HEeKTHBHOE pelieHne OT HedPPEKTUBHOTO,

HIPUMEHSTh TEOPETUYCCKUE 3HAHUS K METO/IbI HCCIICIOBAHMS 3HAHUS B
npodeccuoHaNbHOM AEATEIbHOCTH; UCIIONB30BaTh UX HA MEKIANCIUILTHHAPHOM
YpOBHE;

KOPPEKTHO BBIPaXKaTh M apryMEHTHPOBAaHHO OOOCHOBBIBATh TEOPETUYECKUE
3HAHUSI ¥ METOJIBI CCIICIOBAHHS HA MPAKTHKE

KoHduneHnuansHoe 110NPOU3BOICTBO

Bnanets

NPaKTUYECKUMH HaBBIKAMH, CTIOCO0aMH OLICHUBAaHUS 3HAYHUMOCTH H
MIPAKTUYECKOM MPUTrOIHOCTH UCTIOIb30BAHNS TEOPETHUECKUX 3HAHUN U
METO/0B MCCIICAOBAHMS Ha IPAKTUKE; OCHOBHBIMH METOAAMU PEIIEHHS 3a7a4 B
00J1aCTH UCTIOIB30BaTh TEOPETUUECKUE 3HAHMS U METObI MCCIEI0OBAaHMUS Ha
MIPAKTHKE;

3HaTh

- TOKYMEHTOBETYECKYIO TEPMUHOJIOTHIO;

- HOPMaTUBHO-METOANYECKNE MaTepHAIIBI IT0 JOKYMEHTHUPOBAHHIO
YIPABIEHYECKOHN EATENBHOCTH

- 3aKOHOMEPHOCTH JTOKYMEHTOOOPa30BaHNs, CKJIaJIbIBAHUS M PA3BUTHUS CHCTEM
JIOKYMEHTAIVH,

- TEOPETUYECKUE U TIPAKTHYECKUX MPOOJIEMBbI CO3AaHUs JOKYMEHTUPOBAaHHON
WHQOPMAITUK OpraHU3aIHNH Pa3IMYHBIX OPraHU3alMOHHO-TIPABOBBIX GopM

- COCTaB OPraHU3aIMOHHO-PACTIOPAIUTEIFHON JOKYMEHTAIINY;

- IpaBUJIa COCTABIICHUS M OPOPMIICHHUS TOKYMEHTOB

- IpaBWJia MOJATOTOBKH YIIPAaBJIEHYECKHX IOKYMEHTOB W BEACHHS [EIIOBOU
TIEPETINCKH

[TpakTHKyM 10 COCTaBIEHHIO U
0 opMIIEHHUIO CITyKEOHBIX JOKYMEHTOB

YmeTh

- YHUUIMPOBATH U TIPOCKTUPOBATH ()OPMEI IOKYMEHTOB;

- COCTaBJIATh JOKYMEHTHI C HCIIOIb30BaHUEM SI3bIKOBBIX BAPUAHTOB B
3aBUCUMOCTH OT HA3HAYEHUS COJEPKAHMS U BUJA JOKYMEHTA,

- YHU(UIMPOBATH TEKCTHI IOKYMEHTOB;

- UCTIOJIb30BaHMS KOMITBIOTEPHON TEXHUKH U MH(POPMALIMOHHBIX TEXHOIOTUI
IIPY COCTABJICHUU M 0(pOPMIIEHUH CITY:KEOHBIX TOKYMEHTOB
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- 0OPMJISITH TOKYMEHTBI B COOTBETCTBUH C TPEOOBAHUSIMHU TOCYIaPCTBECHHBIX
CTaHJapTOB;

- QaHAIM3UPOBATh HOPMATUBHO-TIPABOBbIC 1 HOPMATHBHO-METOINYCCKHE
nokymeHTsl B chepe 1OV

—peIaKTHPOBATh, COCTABIIATH U OOPMIIATH PA3IUYHbIC BUIBI CIY)KEOHBIX
JIOKYMEHTOB;

—HMCIOJIb30BaTh TEOPETHUCCKUE 3HAHHMS W METOJbl NPU aHAIKM3e CIIyKEOHOM
JOKYMCHTAIMKU C TOYKH 3pCHHUA NPABUIIBHOCTH €€ COCTABJICHUA U O(bOpMHeHI/Iﬂ

Bnanets

- TOKYMEHTOBETYECKOH TEPMUHOJIOTHEH B TPOECCHOHAITBHOMN pedn;

- IpYeMaMH COCTaBJICHUS M O(OPMIICHNSI OCHOBHBIX YIIPaBICHUECKUX
JIOKYMEHTOB;

- METOJIaMHU YHU(HUKAIIUU U CTaHIaPTH3AIMU JOKYMEHTOB

- METOAAaMU aHAJIN3a CIIYy>KEOHOM JOKYMEHTAIMU C TOYKU 3PEHUS IPaBUILHOCTH
ee cocTaBJIeHUs 1 0(hOPMIICHHS

3HaTh

OCHOBHBIE METO/IbI HCCIICIOBAHMUS apXUBHBIX JOKYMEHTOB, a TAKXKe CIIOCOOBI
NPUMEHEHUs TEOPETUIECKUX 3HAHHH B cpepe apXHBHOTO Jieia Ha IPAKTHKE

YMeTh

pacrio3HaBath 3 (heKTUBHOE pereHne oT HeaHEeKTUBHOTO IPU NPUMEHEHUH
TEOPETUUECKUX 3HAHUH B cpepe apXMBHOTO Jiejla Ha IPAKTHKE

'YueOHas - MpakTHKa I10 MTOIYYECHUI0
MEPBUYHBIX MPO(ECCUOHANBHBIX YMEHUH 1

Bnaners

crocobamMu OLICHMBAHUA 3HAYNMOCTH U HpaKTH‘IeCKOﬁ MNPUTOAHOCTHU
IMMOJTYYCHHBIX PE3YJILTATOB;

OCHOBHBIMU METOJAAMHU PCHICHUA 3a1aY B HpO(I)eCCHOHaHBHOﬁ obactu npu
IMPUMCHCHUUN TCOPCTUICCKUX 3HAHUH B C(IJepe APXUBHOI'O [icJIa HA MTPAKTHUKE

HAaBbIKOB, B TOM YHUCJIC IICPBUYHBIX YMeHI/Iﬁ )51
HaBbIKOB Hay‘lHO-HCCJ’IeI{OBaTeJ’ILCKOfI
JICATCIIBHOCTHU

3HaTh

OCHOBHBIE METO/IbI HCCIIEIOBAHNS apXUBHBIX JOKYMEHTOB, a TAKXKE CIIOCOOBI
PUMEHEHUS TEOPETUIECKUX 3HAHWH B cpepe apxXHUBHOTO Jiella Ha TIPAKTHKE

VYmeTh

pacrio3HaBath 3Q(HeKTUBHOE pelieHre OT HedPEKTHBHOTO PU TPUMEHEHUH
TEOPETHYECKUX 3HAHUI B cepe apXHBHOTO Jieia Ha PaKTHKE

HpOI/IBBO,Z[CTBCHHaSI - [IpaKTHKa 110

Bnangets

croco0aMy OLEHUBAHUS 3HAYMMOCTH M IPAKTUYECKONW MPUTOTHOCTH
MOJTyYEHHBIX PE3YJIBTATOB;

OCHOBHBIMH METOJJAMH PEIIeHUs 33/1a4 B MpoeccnoHaIbHON 00IacTH IpU
NPUMEHEHUH TEOPETUUECKUX 3HAaHUH B chepe apXMBHOTO Jieia Ha MPAKTHKE

[OJIyYEHHUIO POPECCHOHAIBHBIX YMEHHUH U
orbITa MPO(ECCUOHATHHON JIEATEIIEHOCTH

3HaTL

OCHOBHBIC MCTOAbI UCCICAOBAHNA AaPpXHUBHBIX JOKYMCHTOB, a4 TAKKC CIIOCOOBI
MMPUMCHCHUS TCOPCTUICCKUX 3HAHUU B cq)epe APXHWBHOI'0 JICJia HA IMPAKTHUKC

HpOI/IBBO,Z[CTBCHHaSI — ONpeaAaruIIsiOMHast

VYmeTh

pacrio3HaBath 3Q(heKTUBHOE pelieHre 0T HedPPEKTHBHOTO NPU IPUMEHEHUH

[IpaKTHUKA
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TCOPETUIYCCKUX 3HAHUM B C(bepe APXUBHOTO [CJIa Ha MMPAKTHUKE

Bnanets

Croco0aMy OIICHUBAHUS 3HAYMMOCTHU U MPAKTUICCKON MPUTOTHOCTH
MOJIYYCHHBIX PE3yIbTaTOB;

OCHOBHBIMH METOJJAMH PEIIeHUs 33/1a4 B Mpo(pecCHoHaIbHON 001acTH IpH
MIPUMEHECHUH TCOPETUUCCKUX 3HAHMI B Chepe apXUBHOTO Jielia Ha MMPAKTHKE

OIIK-2- B1agennem 6a30BbIMH 3HAHUSIMHU B 00,1acTH NHGPOPMALMOHHBIX TEXHOJIOTUI

3HaTH

Teoperndeckre OCHOBBI HHPOPMATHKH U HHPOPMAIIMOHHBIX TEXHOJIOTHH U
BBIUMCIIMTEIHLHON TEXHUKHU B MPO(ECCHOHATILHOM chepe

YmeTh

Pemrath npakTrdeckue 3a1aun B mpoeCCHOHATIBHOM cdepe, NCTIONb3Ys
BO3MOKHOCTHU BI)I‘-II/ICHI/ITCHI)HOI\/'I, OpFaHH3aHHOHHOﬁ TEXHUKHU U ITPOTrpaMMHOTO
o0ecnieyeHust

Mudopmaruka

Bmanets

Haprixkamu pa6OTI>I B JIOKAJILHBIX U TTI00ATBHBIX KOMITBIOTEPHBIX CETAX;
HaBbIKaMU pa60Tm CO CIICHMAIM3UPOBAHHBIMU XPaHWJIMIITAMU JaHHBIX

3HaTh

- 6a30BBIC OIpeaesieHHsI HHPOPMATHKH;

- OCHOBHBIC U COCTABHBIC CTPYKTYPBI IaHHBIX, HCIIOJIb3YEMbIE B KOMITBIOTEPHBIX
TEXHOJIOTHSX

- 0011TME CBEJICHUS O MH(POPMAIIMOHHO-KOMMYHHKAIIMOHHBIX CHCTEMaX U
HCTOYHHKAX, OCHOBHBIEC BHAAaX 043 MaHHBIX U UX THUITU3AIHN

YMeTh

- paboTaTh HA MEPCOHATBHOM KOMITBIOTEPE B CPEJIC OJHOW M3 ONepaIlMOHHBIX
cucteMm (Windows);

[IponBmxeHre HAYYHON TPOLYKIUU

Bnaners

- HaBBIKAMH MOATOTOBKH IOKYMEHTOB C UCIIOJIb30BaHUEM O(HCHBIX
nporpaMMHbIX ipoaykToB (MS Word, MS Excel, MS Access, MS PowerPoint)

3HaTh

0a30BbIe TIOHATHUS B OOJIACTH UT.

CYLIHOCTb ¥ OOLIYIO XapaKTEepPUCTUKY HH(OPMALMOHHBIX ITPOLIECCOB
WHQOPMAIMOHHOTO 00IIecTBa B aclieKTe HH(POPMAIIMOHHOM 0e30MacCHOCTH.
COBpPEMEHHOE COCTOSTHHE YPOBHSI 1 HAIIPABIICHUH Pa3BUTHS POTPAMMHBIX
CpeAcTB B 0bnacTu obecrieueHus HHPOPMAIOHHOM 0€30MaCHOCTH U 3aIIUThI
WHPOPMAITUH.

O6paboTKa U 3aImuTa TOKyMEHTUPOBAaHHON
MHQOpMAITUH

VYmeTh

CaMOCTOSITETIbHO OPUEHTHPOBATHCS B COBPEMEHHBIX HH(OPMAIIMOHHBIX
TEXHOJIOTHSIX MPO(ECCHOHANBHOM O0JIACTH.

NPUMEHSTH C TPOGECCHOHATBHON AEATENFHOCTH COBPEMEHHBIE CPEJCTBA UKT.
obecrieunBaTh 3aUTy HHOOPMAIIMU BO BpeMsi paboThl C COBPEMEHHBIMU
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CpeaCcTBaMH UKT.

Bnanets

HaBBIKAMH HCIIOIb30BAaHHUS COBPEMEHHBIX UKT.
NPUHIMIIAME PaOOTHI CITy>KO HHTEpHET U1 cOopa nmpodeccuoHaIbHOMI
nH()OpMAaITHH.

0a30BBIMU IPUEMaMH pa3MelIeHUs] HH)OPMALUU B OTKPBITOM JIOCTYTIE C
MOMOIIBIO COBPEMEHHBIX HKT.

3HaTh

TEOPETUIECKHUE OCHOBBI MHOOPMATHKH U HHPOPMALIMOHHBIX TEXHOJIOTUH H
BBIYMCITUTEIHHON TEXHUKH B MMPo(eccHoHambHOU cdepe

YMeTh

penrath MpaKTHYECKUE 3a1a491 B MTPOPECCHOHAIBLHOMN chepe, HCIONb3YsI
BO3MOXHOCTHU BI)I‘-II/ICHI/ITCHI)HOI\/'I, OpFaHH3aHHOHHOﬁ TCXHHUKHU U HpOFpaMMHOFO
oOecrieueHus

MubopMalnOHHBIE TEXHOJIOTHH B
IIOKyMEHTOBEICHUH U aPXHUBHOM JI€JIe

Bnanets

HaBBbIKaMU pa60Tm B JIOKQJILHBIX U TJI00ATBHEIX KOMITBIOTCPHBIX CETAX,
HaBBIKAMH pa6OTLI CO CICIMaJIM3MPOBAHHBIMU XpaHWINIIAMU JaHHBIX

3HaTH

Teoperndeckre OCHOBBI HHPOPMATHKH U MHPOPMAIIMOHHBIX TEXHOJIOTHI U
BBIUMCIIMTEIHLHON TEXHUKHU B MPO(ECCHOHATILHOM chepe

VYmeTh

Pemiath nmpakTrueckue 3a1a4u B NpodecCuoHaIbHON cdepe, UCTIoNIb3Ys
BO3MOXHOCTH BBIYHMCIIUTEIILHOMN, OPraHU3aI[MOHHON TEXHUKH U TIPOrPAaMMHOTO
obecreueHus

TexHndeckue cpencTBa ynpasieHus B JJOY
1 apXuBax

Bnaners

Haprixkamu pa6OTI>I B JIOKAJILHEBIX U TTI00AIBHBIX KOMIIBIOTCPHBIX CCTAX]
HaBbIKaMU pa6OTLI CO CNICHMAIM3UPOBAHHBIMU XPAaHWJIMIITAMU JaHHBIX

3HaTh

TeopeTnueckre OCHOBEI HHPOPMATHKY B MHPOPMAIIMOHHBIX TEXHOJIOTHH 1
BBIYMCIIMTEIBHON TEXHUKH B ipodeccoHaibHOH cdhepe

YMeTh

Penrats npakTHyeckue 3a1a4n B mpodeccHoHanbHOM chepe, NCIob3ys
BO3MOXHOCTH BBIYHMCIIUTEIILHON, OPTraHU3aI[MIOHHON TEXHUKH U TPOTrPAMMHOTO
obecrieueHus

BrerarcnuTensHas TEXHUKA U
nporpammupoBanue B JI0OY n apxusax

Bnanets

Hapreikamu pa6OTBI B JIOKAJIBHBIX U IJ100aIbHBIX KOMIIbIOTEPHBIX CETAX,
HaBbIKaMU pa6OTLI CO CTICHUAIN3UPOBAHHBIMU XPAHWJINIITAMHU JAHHBIX

OIIK-3 - BaageHneM 0a30BbIMU 3HAHUSIMM CHCTEM OPIraHOB rocyJapCTBEHHOI 1 MyHMIMNIATbHON BJIACTH

OCHOBEI APXUBOBCACHUS

3Hath OCHOBBI CHCTEMBI OPTAaHOB TOCYJAPCTBEHHOW U MyHHUIIUIIAIFHON BIACTH

YMetb Hcrnonb30BaTh 3HaHUS OCHOB CHCTEMbI OPIaHOB rOCYJapCTBEHHON U
MYHUIIMIIAIBHON BIACTH

Bnagers 3HAHHUAMHU OCHOB CHCTEMBI OPraHOB TOCYJapCTBEHHONW M MyHHUIIMITAIbHON
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BJIACTHU B ACATCIIBHOCTHU

3HaThL

- KOHCTUTYIIIOHHBIE OCHOBBI CUCTEM OPTaHOB I'OCYIapCTBEHHON U
MYHHULIMIIAIBHOM BIIACTH;

- TEOPETUYECKUE U HCTOPHUECKHE OCHOBBI COBPEMEHHON CHCTEMbI OPT'aHOB
TrOCy/IapCTBEHHON ¥ MyHHMIIUIIATbHOM BIIACTH;

- cratbu Konctutyuuu PO (1993 r.), mocBsiiieHHbIE CHCTEME OPTaHOB
roCyJapCTBEHHOW U MyHULIMIAIBHON BIAaCTH;

- KOHCTUTYLIMOHHO-IIPABOBOE PEryJINPOBAaHUE OPTraHU3aLUH CUCTEMBI
rOCyJapCTBEHHOW BIAaCTH Ha (heaepaIbHOM H PErHOHAIBHOM (CyOBeKkTOB PD)
YPOBHSIX, OCHOBBI MECTHOTO CAMOYTIPaBJIECHUS

YMeTh

- TOJIKOBATh MIPaBOBbIE HOPMBI, TIOCBSIILIEHHbIE CUCTEME OPIaHOB
rOCyJapCTBEHHOW U MyHUIIMIAIBHON BIACTH

- CAMOCTOSITEIBHO OCYIIECTBIIATh: IOUCK, aHATIN3, CHCTEMATU3aLINI0
KOHCTUTYIIMOHHO-TIPaBOBOW MH(opMaluu B chepe opraHu3auu CUCTEMBI
TrOCy/IapCTBEHHOH BIIACTH HA ()eepATEHOM H PETHOHATHHOM (CyOBeKkTOB PD)
YPOBHAX, OCHOBBI MECTHOT'O CaMOYIIPABJICHUA

- CAMOCTOSITEIbHO MPUMEHSTH PABOBBIE HOPMBI B TPOECCHOHATBHOM
JESITeIbHOCTH BO B3aUMOOTHOIIEHUSX C (peZiepaibHBIMKU U pErHOHANBHBIMU
(cybnexToB PD) opranaMu rocy1apcTBEHHOM BIaCTH U MECTHOTO
CaMOYTIPABJICHUS

CoBpeMeHHasi OpraHu3aIus
rOCy/IapCTBEHHBIX yupexkaeHuit Poccun

Bnanets

- BO3MOXKHOCTBIO MEKIUCIUILTHHAPHOTO MPUMEHEHUS TPABOBBIX OCHOB B
cdepe opraHu3alul CUCTEMBbI TOCYIaPCTBEHHOM BIacTH Ha ellepalbHOM U
peruoHabHOM (CyObekToB PD) ypoBHAX, OCHOBBI MECTHOT'O CaMOYIIPABIICHNS;
- IpO()eCCHOHATBHBIM SI3BIKOM B C(hepe OpraHu3allui CUCTEMBI
roCyJapCTBEHHOW BIACTH Ha (heepabHOM M PErHOHAIBHOM (CyOBbekToB PD)
YPOBHSIX, OCHOBBI MECTHOTO CaMOYTIPABIICHHUS;

- HaBBIKaMU pabOThl ¢ HCTOYHUKAMU TOCYIAPCTBEHHOTO U MYyHHUIUITATIHBHOTO
npasa

- HaBBIKaMH aHAJIM3a Pa3IMYHbIX IPABOBBIX SIBICHUN, IOPUANIECKUX (HAKTOB,
NPaBOBBIX HOPM U NPABOBBIX OTHOIIEHUH B chepe opraHu3aiuu CUCTEMBI
rOCy/IapCTBEHHOM BJIACTH Ha (eAepATbHOM U PETHOHATHHOM (CyOBekToB PD)
YPOBHSIX, OCHOBBI MECTHOTO CaMOYTIPABIICHHUS, SIBISIOMINXCS 00bEKTaMU
npodecCHOHAIBHON IEATENbHOCTH; aHAIM3a PaBONPUMEHUTEIBHON 1
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MPaBOOXPAHUTEIFHON MPAKTHKK; Pa3pelICHHs MPaBOBBIX MPOOJIEM B KOJUTH3UH
B 00JIaCTH TOCYAaPCTBEHHOI'0 U MYHHUIIMIIAIIBHOTO IIpaBa.

- croco0aMu COBEPILICHCTBOBAaHUS MTPOQECCHOHANBHBIX 3HAHUHN U YMEHHUN
MYTEM MCIOJIb30BaHHs BO3MOKHOCTEH HH(POPMALIMOHHOHN CpEJIbL.

3HaThL

- OCHOBBI CUCTEM OPraHoOB I‘OCY}:[apCTBeHHOI‘/'I nu MYHI/IHI/IHaJ'II)HOI‘/'I BJIaCTHU

YMeTh

- IPUMEHATHb TCOPECTUIECKUE U METOANYICCKNE OCHOBBI OpTaHU3alluu U
ACATCIIBHOCTHU TOCyAapCTBCHHBIX, MYHUIUIIAJIbHBIX U BEJOMCTBCHHBIX apXUBOB

["ocynapcTBEHHBIE, MyHUIMIIAJILHBIE U
BEIOMCTBEHHBIE aPXUBBI

Bnanets

- 6a30BBIMH 3HAHUSMH CUCTEM OPTraHOB rOCYIAPCTBEHHOW M MyHHUIIUITATIHHOM
BIIACTHU

3HaTh

- TpeOOBaHMA K COCTABICHHUIO U O(OPMIICHHIO YITPABICHYSCKUX IOKYMEHTOB
- COCTaB U COZIEpXkKAaHUE HOPMATUBHO-METOIMUECKOM 6a3bl O COCTaBICHUIO U
0(OPMIIEHHIO CITY’)KEOHBIX TOKYMEHTOB

- OCHOBHBIC HpO6HeMBI HOPMAaTUBHOI'O OGCCHG‘IGHI/IS[ COCTAaBJICHUA U
o(opMIIEHUS YITPABICHYECKOH JIOKYMEHTAIIMN B CUCTEME OPraHOB
TOCY/IapCTBEHHOI W MyHUIIMIIAJIBHOW BIIACTH

- OCHOBHBIE TIPOOJIEMBI HOPMaTUBHOTO O0ECIICUCHHUS BEICHUS JIeTOBOM
TMEPETTMCKU B CUCTEMC OpraHOB FOCYI[apCTBeHHOﬁ u MYHHIIHHEIJTLHOP'I BJIaCTHU

VYmeTh

-HCIOJIb30BaTh IPH COCTABIICHUU W O(POPMIICHUM DPa3IHYHBIX BUIOB
YIPABIEHUECKHUX TOKYMEHTOB HOPMAaTHBHBIE U IPABOBBIE AKTHI OPraHOB
rOoCy/IapCTBEHHON ¥ MyHHIIUIIAJIBHOM BIIACTH;

- IPOEKTHPOBATh YHU(DUIIMPOBAHHBIE (POPMBI YIIPABIEHYECKHUX JIOKYMEHTOB C
Y4eTOM COBPEMEHHBIX TPEOOBaHHUI OpPraHOB rOCY/IaPCTBEHHON U
MYHHLIMIIAIBHOM BIIACTH;

- COCTaBJISAITh HOPMAaTUBHO-METOINYECKYIO JOKYMEHTALIHIO 110 ITOArOTOBKE
YOPABJICHYECKONW JOKYMEHTALMH

. OCHOBBIBasICh HA HOPMaTHBaxX CHCTEM OPraHOB rOCY/IapCTBEHHOH U
MYHHLMIIAJIBHOM BIIACTH,

I[OKYMGHTOBe,Z[eHI/Ie

Bnanets

- IpaBUJIaMU MOJTOTOBKH YIIPABIEHYECKUX IOKYMEHTOB OPTraHOB
TroCyIapCTBEHHON W MyHHUIIUIIAJIbHOW BJIACTH;
- IPaBUJIaMU BEJCHUS AEJIOBOM MEPENUCKHU B CUCTEME OPraHOB
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TOCYJapCTBEHHOM U MyHUIIUIAILHON BIACTH;

- HOpPMaTHUBHO-METOMYECKO1 0a3bl OPraHOB rOCYNaPCTBEHHON U
MYHHIIUTIATBHOM BIIACTH 11O COCTABJICHUIO U O()OPMIICHHUIO CITYKEOHBIX
JIOKYMEHTOB

- IPAKTUYCCKUMHN HaBbIKaMHU UCIIOJIb30BaHUA YMEHUA COCTABIATh U O(I)OpMJ'ISITB

CIIy’KeOHYIO0 TOKYMEHTALMIO OPTaHOB TOCYAAPCTBEHHON U MyHHIUNIAIBHON
BJIACTH

3HaTh

MCTOYHUKHU KOMIUIEKTOBaHUS ApXUBHOTO QoHaa PD B 3aBHCHMOCTH OT BETBEH
roCyJapCTBEHHOW U MyHUIIMIAIBHON BJIacTe U yIpaBIICHNUS;
rOCYJapCTBEHHBIM OpraH UCIOJHUTEIBHOU BIACTH, OCYILECTBISIOIINNA
OKa3aHHe TOCyJapCTBEHHBIX YCIIYT B cepe apXUBHOIO Jema(B
JTUaXPOHUYECKOM U CHHXPOHHYECKOM acCIeKTax);

COBPEMEHHYIO CETh apXUBHBIX yupexxeHud Poccuu.

YMeTh

ONpEAEIATh IPUHANIEKHOCTD OpraHa BETBH FOCYIapCTBEHHOU U
MYHUIUIIAIBHON BIACTH U YIIPABJIECHMS 110 PEKBU3UTAM JIOKYMEHTOB;
OTIPEJIENIATH TUI ADXUBHOTO YUPEIKACHUS, TPUHUMAIOIIETO apXUBHBIC (DOHIBI
COOTBETCTBYIOLIETO OpraHa rocy1apCTBEHHON 1 MyHUIIMIIAJIGHOM BIIACTH;
onupasich Ha OQUIMATILHBIA CAT aApXUBHOTO YUPEXKJICHHS, YCTAHOBUTH €TI0
MECTO B COBPEMEHHOM CETH apXUBHBIX yupexeHui Poccuu.

IApXUBOBEICHUE

Bnanets

HaBBIKAMU HJCHTU(QUKAINY APXUBHBIX JOKYMEHTOB 10 IPHHAIIEKHOCTb
OpraHa BETBU FOCYAAPCTBEHHON M MyHHIIUIIAIBHOM BIIACTH U YNIPaBJICHUS 10
PEKBU3UTAM;

HaBBIKOM UCHTH()HUKAIUN HOPMATUBHBIX aKTOB, PErJaMEeHTHPYIOIIHX
JEATEIbHOCTH rOCYJapCTBEHHOIO WU MYHULUIIAJIbHOIO ApXUBHOTO
YUpEXKICHUS ;

HaBBIKaMU pabOThI ¢ OQUIUATEHBIMHU 3JIEKTPOHHBIMH PECYpCaMH OPTaHOB
BJIACTU M MOJOTUYETHBIX UM apXUBHBIX YUPEKACHHM.

3HaTh

- KOHCTUTYIIMOHHBIE OCHOBBI CUCTEM OPTaHOB I'OCYJapCTBEHHON U
MYHHLUIIAIBHOM BIIACTH

- cratbu Koncrurynuu PO (1993 r.), mocBsiiieHHbIE CHCTEME OPTaHOB
TrOCyJapCTBEHHOW U MyHUIIMTIIAIIBHON BIACTH

- KOHCTUTYIIMOHHO-IIPABOBOE PETYJIMPOBAHNE OPraHU3aLUN CHCTEMBI
TrOCY/IapCTBEHHOM BJIACTH Ha ()eIePATHHOM U PETHOHATHHOM (CyOBekToB PD)

JIoKyMeHTaIlHOHHOE 00eCTIeYeHue
FOCYJapCTBEHHOIO yCTpoicTBa B PD
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YPOBHAX, OCHOBBI MECTHOT'O CaMOYIIPABJICHU

YmeTs

- UCTIOJIb30BaTh KOHCTUTYLIHOHHBIE OCHOBBI CHUCTEM OPTraHOB TOCYAapCTBEHHOM
Y MyHHULUIIaJIBHOHM BIacTu B Oyaymiel npodeccHoHaIbHOM NesITeIbHOCTH

- UCIT0JIb30BaTh 3Hanue crateit Koncrurymuu PD (1993 r.), mocBsImeHHBIX
CHCTEME OpraHOB rOCYAapCTBEHHON M MYHUIIMIIAILHON BIIACTH

- UCIIOJIb30BATh 3HAHUE OCHOB KOHCTUTYLHOHHO-IIPABOBOI'0 PEryIMPOBAHU
OpraHu3aliy CUCTEMBI FTOCYJAPCTBCHHOW BIACTH Ha (efepaibHOM U
perunoHasHOM (CyOBeKTOB PD) ypoBHSIX, OCHOBBI MECTHOTO CAMOYIIPABICHUS B
Oynymieit mpodeccuoHaIbHOMN NeSATEIbHOCTH

Bnanets

- IpreMaMH UCTIOIb30BaHNS 3HAHUSI KOHCTUTYLIMOHHBIE OCHOBBI CUCTEM
OpTraHoOB TOCYJapCTBEHHONW M MyHUIIMITAIHHON BIACTH B OyayIen
npodecCHOHAIBHON eATeIbHOCTH

- Ip¥eMaMy MCIOJb30BaHus 3HaHus crareit Koncturyimu PO (1993 r.),
MOCBSILIEHHBIX CUCTEME OPTraHOB rOCYIaPCTBEHHOI U MyHUIIMIIAIEHOM BIIACTH
- IpYeMaMH HCIIOIb30BAHNUS 3HAHUSI OCHOB KOHCTHTYLIMOHHO-TIPABOBOT'O
PETYJINPOBaHUS OPTaHMU3ALMU CUCTEMBI TOCYIaPCTBEHHOM BIACTH Ha
(henepanbHOM U pernoHaIbHOM (CyOBeKTOB PD) ypoBHSIX, OCHOBBI MECTHOTO
camoyImpasJeHus B Oyaynield npodeccHoHaIbHOM e TeIbHOCTH

3HaTh

- UCTIOJIB30BaTh 3HAHUS O CHeNU(UKE OPraHOB rOCYIAPCTBEHHOM KaK
CYOBEKTOB aJIMUHUCTPATUBHBIX MTPABOOTHOIICHUH B Oy IyIiiei
po(heCCHOHAIBHOM IeATENbHOCTH

- UCTIOJIB30BaTh 3HAHUS O CHeU(UKE OPraHOB MYHHIIUTIAILHON BIIACTH KaK
CyOBEKTOB aJIMUHUCTPATUBHBIX MTPABOOTHOIIICHHUH B Oy TyTieH
po(heCCHOHATIBHOM IEeATENbHOCTH

- QaHATTM3UPOBATH HOPMATHBHO-TIPABOBBIC AKThI OPraHOB T'OCYAaPCTBEHHOMN
BJIACTH C TOYKHM 3PEHHSI OTPAKCHUS B HUX JIMUHUCTPATHBHO-TIPABOBOM
uHpOpMaIH

- AaHAJIM3UPOBATh HOPMATHUBHO-ITPABOBBIC AKThI OPTAaHOB I'OCYIAPCTBEHHOH 1
MYHHIUIAIEHON BJIACTH C TOYKH 3pEHUS OTPKEHHS B HUX aJMUHHCTPATHBHO-
paBoBOH MH(MOpMAIHN

I[OKYMGHTaLII/IOHHoe obecrieucHue
AIMUHUCTPATUBHBIX OTHOILICHUH B

VYmeTh

- TpreMaMU HCTIOJIb30BaHNUs 3HAHUH 0 crienn(rKe OpraHoB TOCYIapCTBEHHON
KaK CyObEKTOB aJ]MHUHUCTPATUBHBIX IPABOOTHOIIICHHUH B Oy Iy1iien
npodecCHOHAIBHON e TebHOCTH
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- IpUeMaMH MCTIONB30BaHuUS 3HaHUH 0 crienurKe OpraHoB MyHHLIUIATILHON
BJIACTH KaK CyOBEKTOB aIMUHHUCTPATUBHBIX TPABOOTHOIICHUH B Oyaymien
npodecCHOHATFHON NeATENbHOCTH

- IpYeMaMy aHaJn3a HOPMAaTUBHO-TIPABOBBIX aKTOB OPraHOB FOCYAapCTBEHHON
BJIACTH C TOYKH 3PEHHS OTPAKEHUS B HUX JIMHHUCTPATHBHO-TIPABOBOM
nHpOpMAITUN

- [IpyeéMaMi aHaJin3a HOPpMaTUBHO-IIPABOBBIC aKTOB OpPraHOB FOC}’I[apCTBeHHOﬁ
u MYHI/IHHHaJILHOﬁ BJIACTU C TOYKHU 3pCHUA OTPAKCHUSA B HUX
aIMHHUCTPATHBHO-TIPABOBON MH(OPMAIIAN

Bnanets

- UCTIOJIB30BaTh 3HAHUS O CHeNU(UKE OPTAaHOB rOCYIAPCTBCHHOM KaK
CYOBCKTOB aJIMUHUCTPATUBHBIX MTPABOOTHOIICHUH B OyIyIei
po(heCCUOHATIBHOMN IEATEIbHOCTH

- UCTIOJIE30BaTh 3HAHUS O CHeNU(UKE OPTaHOB MYHHIIUTIAILHON BIIACTH KaK
CYOBCKTOB aJIMUHUCTPATUBHBIX MTPABOOTHOIICHUH B Oymy1iei
po(heCCUOHATBHOMN IEATENbHOCTH

- QaHATTM3UPOBATH HOPMATHBHO-TIPABOBBIC AKThI OPraHOB T'OCYAaPCTBEHHOMN
BJIACTH C TOYKH 3PCHUS OTPAKECHUS B HUX aIMUHHUCTPATHBHO-TTPABOBOMN
uHQOpMaIH

- aHAJTM3UPOBATH HOPMATHBHO-TIPABOBBIC AKThI OPIaHOB TOCY/IAPCTBEHHON U
MYHUIMITATEHOW BIACTH C TOUKH 3PCHUS OTPAKEHUS B HUX aIMUHUCTPATHBHO-
paBoOBOH MH(MOpMAIUN

3HaTh

- CICTEMY OpPraHOB rOCY/IapCTBEHHON U MyHUIIMIIAJIbHOW BiiacTu B PD

- CHIEIU(UKY OPraHOB TOCY/IAPCTBEHHON BIIACTH KaK CYOBEKTOB IPAXKIAHCKIX
MPaBOOTHOIICHU

- CHICIU(UKY OpraHOB MYHHIIUIIAIBHOHN BJIACTH KaK CYObEKTOB IPaKIaHCKUX
MPaBOOTHOIIEHU

YMeTh

- ACTIOJIb30BATh 3HAHHMS O CIICIU(UKE OPTaHOB TOCYIapCTBEHHON U
MYHHIIMTIATBHOM BIACTH KaK CyObEKTOB TPakJaHCKUX MTPABOOTHOIICHUH B
Oymymiei mpodecCHOHaTLHON IeATeTFHOCTH

- aHAJIM3UPOBATh HOPMATHUBHO-TIPABOBBIC aKThI OPTaHOB TOCYIaPCTBEHHOM
BJIACTH C TOYKH 3PECHUS OTPAKEHUS B HUX IPAKIAHCKO-TIPaBOBOM MH(OpMAITUU
- AHAJIM3UPOBATh HOPMATHUBHO-IIPABOBBLIC AKTHI OPIraHOB rocyzxapCTBeHHoﬁ u
MYHHIIUTIAIBHOM BIACTH C TOYKU 3PSHHS OTPAKEHUS B HUX TPaXKJAHCKO-

J/lokyMeHTarmonHoe o0ecrieueHue
rpakJaHCKUX OTHOIIeHui B PD
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npaBoBOH HH(MOpMALUN

Bnanets

- IpYeMaMH MCTIONB30BaHUs 3HaHUH O crieni(rKe OpraHoB TOCYAapCTBEHHOM 1
MYHUIMIIATEHON BIACTH KaK CyOBEKTOB IPpaKJaHCKUX MTPABOOTHOIICHHUI B
Oynymieit mpodeccnoHaIbHON IEeATEeTbHOCTH

- IpYeMaMy aHaJn3a HOPMAaTUBHO-TIPABOBBIX aKTOB OPTaHOB FOCYAapCTBEHHON
BJIACTH C TOUKH 3PEHUS OTPAXKEHUS B HUX TPaXKAaHCKO-TIPAaBOBOI HH(pOpMaLuu
- IMMeMaMH aHaJIM3a HOPMATHBHO-TIPABOBBIX aKTOB OPTaHOB I'OCYAAPCTBEHHOM
¥ MYHHUIUTIAJIBHON BIACTH C TOYKH 3PCHUS OTPAKEHUS B HUX TPAKIAHCKO-
paBoBOH MH(pOpMAIUU

3HaTh

CMpYyKmypy u yHKYUU 0peanoe 20Cy0apCcmeeHnol U MyHUYUNAaibHOU 1acmu,
3a0elicmB0B8aHHbIX 8 pabome no OMEEMAM Ha 0OPALEHUS 2PANCOAH.

YMeTh

0np€0€]lﬂmb cocmag u 00SI3aHHOCMU OONINCHOCHIHbBIX JIUY, OMEENICMEBEHHBIX 34
opearuzayuro pa60mbl C o6pau4eHu}mu epa:»cdaH, onupasicev Ha J10KajlbHble
aKmol OAHHBIX OopecaHos 61acniu.

Bnanetb

HABbIKAMU NOUCKA UHDOPMAYUU O CIMPYKIMYPE OP2AHO8 20CYOAPCMEEHHOU U
MYHUYUNATLHOU 81ACMU HA OQUYUATBHBIX CAUMAX OP2aAHO8 81ACTU U
VIpagnenus, a maxdice Ha CNpAgoyHoO-uHpopmayuouHom Mumeprnem-nopmanie
«llopman eocyoapcmeennsvix ycnye Poccutickou ®edepayuuy, Hagvikamu
0mbOpa HOPMAMUBHO-NIPABOBBIX AKMOB, 3AKOHOOAMENbHO Pe2laMeHMUPYIOUUX
pabomy ¢ obpaujeHuAMUY 2PAXiCOAH 8 YKAZAHHBIX OP2AHAX, BKAHYASL
HeoOX00UMblll HADOP TOKALHBIX AKMOS.

Opranu3zamus paboThI ¢ 00paleHUIMA
rpakaaH

3HaTh

- CHICIU(UKY OPraHOB rOCYIAPCTBEHHOM BJIACTH KaK CYOBEKTOB IPaXKIaHCKHUX
MPaBOOTHOIICHUIA

- CHIeIU(UKY OpraHOB MyHHIIUTIAIBHOHN BIIACTH KaK CYObEKTOB TPaKJaHCKUX
MPaBOOTHOUIEHU

- CUCTEMY OpPraHOB rOCYyJIapCTBEHHON W MyHUIIMIIAJIbHOW BiacTu B PD;

- PABOBOE PETYJINPOBAHUE OPraHU3aIMN CUCTEMBI TOCYIAPCTBEHHOM BIIaCTH Ha
(henepanbHOM M perHOHATHLHOM (CyObeKTOB PD) ypOBHSIX, OCHOBBI MECTHOTO
CaMOYTIpaBJIEHUS

- TEOPETUYECKUE U UCTOPUUECKHUE OCHOBBI COBPEMEHHON CUCTEMBI OPTaHOB
TOCYJapCTBEHHOM U MyHUIIMOAIBHON BIACTH

/Ienonpon3BoACTBO MyHULIUNIAIIBHBIX
lYUpeKaAECHUI

YMeTh

- TOJIKOBATh I'PAYKIAHCKO-IIPABOBBIE HOPMBI, ITOCBSIIEHHBIE CUCTEME OPTAaHOB
TrOCy/IapCTBEHHON M MYHULIMITAIIbHOM BIacTH
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- CAaMOCTOSITETILHO OCYIIECTBIISATh: TIOMCK, aHAJIN3, CHCTEMAaTU3aIHIO
rpakAaHCKO-TIPAaBOBON MH(OPMAIHHU B chepe CHCTEMBI TOCY1apCTBEHHON
BJIACTH Ha (e/iepalbHOM M PETHOHAIBHOM (CyObekToB PD) ypoBHSIX, OCHOBEI
MECTHOTO CaMOYIPaBJICHUS

- QaHAIM3UPOBATh TPAKTAHCKO-TIPABOBBIE HOPMBI BO B3aHMOOTHOIICHHSAX C
(enepanbHBIMH U pETHOHATBHEIME (CYOBbeKTOB PD) opranamu
rOCYJApCTBEHHON BIACTH U MECTHOTO CaMOYTIPaBIICHHS

Bnanetb

- BO3MOKHOCTBIO MEXKAUCUUIUIMHAPHOTO IPUMEHEHHS I'Pak1IaHCKO-TIPaBOBBIX
OCHOB B cpepe CUCTEMBI TOCyIapCTBEHHOU BIIACTH Ha (eIepaIbHOM U
pernoHaTEHOM (CyOBeKkTOB PD) ypoBHIX, OCHOBBI MECTHOTO CAMOYIIPABIICHUS;
- IpOQ)eCCHOHANBHBIM SI3BIKOM B Chepe OpraHu3alui CUCTEMBI
rOCyJapCTBEHHOW BIACTH Ha (heepaibHOM H PErHOHAIBHOM (CyOBeKkTOB PD)
YPOBHSX, OCHOBBI MECTHOTO CaMOYTIPABIICHHUS;

- HaBBIKaMU pabOThI ¢ HCTOYHUKAMU TOCYIAPCTBEHHOTO U MyHUIUITAIHHOTO
npaBa

- HaBBIKAMH aHAJIM3a Pa3IMYHbIX IPABOBBIX SIBICHUN, IOPUANYECKUX (HAKTOB,
NPaBOBBIX HOPM U NPABOBBIX OTHOILIEHHUH B chepe opraHu3aluy CUCTEMBI
rOCYJapCTBEHHOMW BIIaCTH Ha (hefiepaibHOM H PETHOHATIBHOM (CyOBbekToB PD)
YPOBHSX, OCHOBBI MECTHOTO CaMOYTIPABIICHHUS, SIBISIOMINXCS 00bEKTaMU
npodecCHOHAIBHON AEATENIbHOCTH; aHaIM3a IPaBONPUMEHUTEIBHON 1
MPaBOOXPAHUTEIFHON MPAKTUKU; Pa3pellieHHs] TPaBOBBIX MPOOJIEM H KOJUTU3UH
B 00J1aCTH TOCYJaPCTBEHHOI'O W MYHHUITUIIAILHOTO MTpaBa

- crloco0aMy COBEPILIEHCTBOBAHUS TPO(YECCHOHATIBHBIX 3HAHUHN U YMEHUH
MyTEM MCTOJIb30BaHMs BO3MOKHOCTEH HH(POPMAITMOHHOHN CcpeJibl

OIIK-4-BaanenneM HABLIKAMH MCIT
HCN0JIb30BAHUM NPABOBBIX 0a3 1aH

HBIX, COCTABJICHUH 6n6nnorpaclmqec1mx U APXUMBHBIX 0630p0B

0JIb30BaHUSA KOMHBIOTepHOﬁ TEXHUKH U I/IH(l)OpMaIIHOHHI)IX TEXHOJIOTHIi B MOUCKE HCTOYHUKOB U JUTEPATYpPhbI,

3Harth

Ha3BaHHSA UHPOPMAIOHHO-TTPABOBBIX MTOPTAJIOB Pa3MEIICHUS aKTyalbHbIX H
yCTapeBLINX UCTOYHHUKOB, 3aKOHOAATEILHO PErfIaMeHTHPYIOUINX padoTy ¢
JIOKYMEHTaMH, a TaK)Ke Ha3BaHUs HAYYHO-TIPAKTHUECKUX JKypHAJIOB TI0
JIEJIOTIPON3BOJICTBY M apXUBHOMY JIEITY; YCIOBUS ITOJIb30BAHMUS
oOpazoBarenbHbIM noptanoM MITY, 6a30ii anexkrponnoit oudnuoreku MI'TY;
Ha3BaHMA ACUCTBYIOMIMX NMPodecCHOHANBHBIX (OpyMOB.

OCHOBBI JOKYMCHTOBCICHUA

VYmeTh

COCTaBJIATh TEMAaTHYECKUIT 0030p HAyUHBIX cTaTell; 0030p aBTOPOB HAa OCHOBE
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TOJI0BOM MOJMNHCKY KypHaJla; OLCHUBATh U BBISBIATH 00bEM M Ka4eCTBO
nH(pOpMaI, TperaraeMoi MIHTepHeT-MCTOYHUKAMH 10 JIEIONPOU3BOJICTBY U
APXUBHOMY JI€TTY

Bnanets

HaBbIKaMH1 MMTPUMCHCHUS OII€palliy IMOUCKa I/IH(bOpMaHI/II/I B ITIOMCKOBBIX
CUCTCMAaX, B TCKCTC KOHKPETHOI'0O JOKYMCHTA pPa3JIMYHbIX q)OpMaTOB.

3HaTh

- TUIIBI ICTOYHUKOB HH(OPMAaLINH;
- TUIIBI IPABOBBIX 0a3 JaHHBIX

YMeTh

- HAXO/IUTh UCTOYHUKHU M JINTEPATYPY TP MOMOIIHA HH)OPMAIIHOHHO-
KOMMYHHKAITHOHHBIX TEXHOJIOTHIA;
- MTOJIb30BAaThCs OUOIMOrpagruuecKUMU 0030paMH, COCTABIISATh X

IIponBuxeHNE HAYYHON IPOLYKLUU

Bnanets

- IPaKTUYECKUMHU HaBBIKAMU UCTIOIB30BaHUS OMOIHOTrpadnIecKux 0030poB, HX
COCTaBJICHUS;

- IPAKTUYCCKMMHU HaBbIKaMHU ITIOMCKAa UCTOYHHUKOB U JIMTEPATYPLI C
NpUMEHeHHEeM WHPOPMAIIMOHHO-KOMMYHHUKAIIMOHHBIX TEXHOJIOTHH

3HaTH

- 0COOEHHOCTH UCTIOJIb30BAHUS KOMIIBIOTEPHOI TEXHUKH U HH(POPMAIIMOHHBIX
TEXHOJIOTHH IPU COCTABJIEHUH U O(OPMIICHUHU CITyKEOHBIX JOKYMEHTOB

- 0COOEHHOCTH UCTIOJIb30BAHUS MPABOBBIX 0a3 JaHHBIX TIPU COCTABICHUH U
0(OPMIICHUH CITY)KEOHBIX JOKYMEHTOB

- 3aKOHOZATEJIbHYI0 M HOPMAaTHBHO-METOANYECKYIO 0a3y, peraaMeHTHPYIOLIYIO
nprUMeHeHne HHPOPMALMOHHBIX TEXHOJIOTUH MPH COCTaBIEHUH U 0(OPMIICHUN
CITy’)KE€OHBIX IOKYMEHTOB

- BU/Ibl HH(OPMALIMOHHBIX TEXHOJIOTHIA;

- IPUEMBI ¥ CIIOCOOBI PabOTHI ¢ KOMITBIOTEPHON TEXHUKOH 1
WHQOPMAIMOHHBIMH TEXHOJIOTHUSMU B TTOUCKE HCTOYHUKOB U JIUTEPATYPHI

- IPUEMBI ¥ CIOCOOBI pabOTHI ¢ KOMITBIOTEPHOW TEXHUKOH 1
MH(POPMAITMOHHBIMH TEXHOJIOTUSMH B UCIIOJIb30BaHUM MPABOBBIX 0a3 JaHHBIX;
- IPUEMBI ¥ CIOCOOBI pabOTHI ¢ KOMITBIOTEPHON TEXHHKOH 1
WHQOPMAITMOHHBIMH TEXHOJIOTHSMH B COCTABJICHHH OHOIMOTpadUuecKuX
CIIUCKOB

[TpakTHKyM O COCTaBJICHUIO U
0(OPMIICHUIO CITYKEOHBIX JOKYMEHTOB

YMeTh

- paboTaTh ¢ KOMIBIOTEPHON TEXHUKOW M HHPOPMALMOHHBIMH TEXHOJIOTUSMH B
IIOMCKE UCTOYHUKOB U JIUTEPATYPhI

- paboTaTh ¢ KOMIIBIOTEPHON TEXHUKOW ¥ MHPOPMAITMOHHBIMH TEXHOJIOTUSIMU B
MCIIOJIb30BaHUHY NPaBOBBIX 0a3 JaHHBIX
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- pabOTaTh C KOMITBIOTEPHON TEXHUKOHN U MHPOPMAIIMOHHBIMU TEXHOJIOTHSMHU B
COCTaBJICHUH OMOIHOTrpaMIeCKUX CITUCKOB

Bianets

- MpodeCCHOHATTEHON TePMUHOJIOTHEH B chepe HHPOPMAITMOHHBIX TEXHOJIOTHIA
- IpUeMaMH ¥ crioco0amMu paboThl ¢ KOMIIBIOTEPHOW TEXHUKOH 1
MHQOPMAITMOHHBIMH TEXHOJIOTHUSMH B TTOUCKE HCTOYHUKOB U JIUTEPATYPHI

- IpHEeMaMH U cTioco0amul paboThl C KOMITEIOTEPHOI TEXHUKON U
MH(QOPMALIMOHHBIMH TEXHOJIOTUSMH B UCIIOIb30BaHUU NPABOBBIX 0a3 JaHHBIX
- IpUeMaMy ¥ crioco0amu paboThl ¢ KOMIIBIOTEPHOW TEXHUKOH 1
WH(GOPMAITMOHHBIMH TEXHOJIOTHUSMH B COCTaBICHUHU ONOIMorpadrmaeckux
CIIMCKOB

3HaTH

OCHOBHBIE TIOHSATHS U OIPEENICHUS B 001acTH oOecriedeHnss HHGOPMAITHOHHOM
0€30MacHOCTH | 3alIUThl HH()OpMAaIHH.

KJIacCH(UKAUU BPEJOHOCHBIX MTPOTPaMM

CIocoObI 3aIUTHI HH(GOPMAINH B aBTOMATU3UPOBAHHBIX CUCTEMaX 00paboTKH
JaHHBIX, I‘HO6aJII)HI>IX 1 JIOKAJIbHBIX CCTAX, 3allIUTHI OT BPCJOHOCHBIX ITPpOrpaMMm

VYmeTh

COXPaHATh HHPOPMAIIHIO OT HECAHKIIMOHUPOBAHHOTO JIOCTYIIA.
HACTPauBaTh W UCIMIOJB30BaTh CIIEIUAIIM3UPOBAHHOE aHTUBUPYCHOE TIO.
MCIIOJIb30BaTh METOJIbI U CPEJICTBA 3aIIUTHl HHPOPMAIIHH.

O6paboTKa U 3aIKTa JOKyMEHTUPOBAaHHON
WHGpOpPMAITIH

Bnaners

HpO(i)eCCI/IOHaJ'IBHLIM S3BIKOM Hpe,Z[MeTHOﬁ 00J1acTH 3HAHHSL.

HaBbIKaAMM 3aIlIUTHI U 60pb6BI C Bp€IOHOCHBIMHU IpOTrpaMMamMu.
HaBbIKaMH1 IPUMCHCHUS TPOTrPAMMHBIX CPCACTB 3allIUThI I/IH(I)OpMaLII/II/I B
KOMIIbIOTCPHBIX CCTAX.

3HaTh

MIPUHIUAIIBI ﬂeﬁCTBHﬂ " KOHCTPYKTHBHBIC 0COOEHHOCTHU Pa3IMYIHBIX
TEXHUYCCKUX CPECACTB YIIPABJICHUA, NX TEXHUKO-OKCILUTYaTallUOHHBIC
XAPAKTCPUCTUKHN

YMeTh

IMMOJIb30BATHCA PACIIPOCTPAHCHHBIMU ITOUCKOBBIMH CUCTECMAMU, TEMATUYCCKUMU
pY6pI/IKaT0paMI/I, TEMATHUYCCKHMMH KaTaJloraMH1

MupopMaLnOHHBIE TEXHOJIOTHH B
ITOKYMEHTOBEJICHUH U apXUBHOM JIeJIe

Bnanets

HABBIKAMH HCITOJIE30BAHUS KOMITBIOTEPHON TEXHUKU 1 WHGOPMAITMOHHBIX
TEXHOJIOTHI B TOMCKE UCTOYHUKOB U JINTEPATYPhI, HCIIOIb30BAHUH ITPABOBBIX
0a3 JTaHHBIX, COCTABICHUHN OMOIMOTpaUUECKUX U apXUBHBIX 0030pPOB

3HaTL

HpI/IHI_II/IHBI HeﬁCTBHﬂ 1 KOHCTPYKTHBHBIC 0COOEHHOCTH PAa3INYHBIX
TCXHUYCCKUX CPCACTB YIIPABJICHUA, UX TCXHUKO-3KCILUTYaTallUOHHBIC
XapPaKTCPUCTUKHN

Texaudeckue cpeacTna ymnpasieHus B JJOY
1 apXuBa
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YmeTh

[Tonb30BaTHCS pacpoOCTPaHEHHBIMU OUCKOBBIMU CHCTEMAaMU, TEMATHIECKUMU
pyOpHKaTOpaMu, TEMaTHIECKHUMH KaTaJloTaMu

Bianets

HaBpIkamMu HCHIONIB30BaHMS KOMIIBIOTEPHON TEXHUKN M MH(OPMAITOHHBIX
TEXHOJIOTHH B TIOUCKE UCTOYHUKOB U JINTEPATYPHI, HCIIOJIH30BAHUH [TPABOBBIX
0a3 JaHHBIX, COCTaBJICHNH OMOIMOrpadMUeCKUX M apXUBHBIX 0030pOB

3HaTh

[TpuHIHMITEL ASHCTBHSI 1 KOHCTPYKTUBHBIE OCOOCHHOCTH Pa3InIHbIX
TEXHUYECKUX CPEICTB YIPABICHUS, X TEXHUKO-IKCILTyaTallAOHHbIE
XapaKTEPUCTHKHU

YmeTh

[Tonp30BaThCA pacnpOCTPaHEHHBIMU MOMCKOBBIMU CUCTEMAaMU, TEMAaTHUYECKUMHU
pyOpHUKaTOpaMu, TEeMaTUYECKMMHU KaTaJloraMu

BrruucnurenbHas TEXHUKA U
nporpammupoBanue B 10Y u apxuBax

Bnanets

HaBpIkamMu HCHIONIB30BaHMS KOMIIBIOTEPHON TEXHUKN M MH()OPMAITOHHBIX
TEXHOJIOTHH B TONCKE NCTOYHUKOB U JIUTEPATyPHl, UCTIOIH30BAHUH ITPABOBBIX
0a3 JaHHBIX, COCTaBJIICHNH OMOIMOTpadUUECKUX W apXUBHBIX 0030pPOB

3HaTh

HOPMaTHUBHYIO 0a3y MCIOJIb30BaHMsI KOMITBIOTEPHON TEXHUKH U
MH(QOPMAILIMOHHBIX TEXHOJIOTUI B IOUCKE HCTOYHUKOB U JIUTEPATYpPhI B padoTe
apxuBa

'YueOHas - MpakTHKa 10 MTOTYYEHUI0

YMeTh

MOJIb30BATHCSI KOMIIBIOTEPHOM TEXHUKOW B MMOMCKE UCTOUHUKOB U JIUTEPATYPHI,
MIPH COCTaBJICHUH OMOIMOrpaduIecKuX U apXUBHBIX 0030pOB B paboTe apXuBa

MEPBUYHBIX MPO(ECCUOHANBHBIX YMEHUH 1
HAaBBIKOB, B TOM YHCJIE IEPBUYHBIX YMEHUH H

Bnanets

HaBBIKaMU pabOThI C KOMITBIOTEPHOH TEXHUKOW NP MMOMCKE UCTOYHUKOB U
JUTEPATYPBI, IIPH COCTABICHUN OMOIHOrpaQUIecKuX U apXUBHBIX 0030pOB MPH
peweHny npodecCHOHAIBHBIX 3a/1a4 apXUBapHyca

HaBbIKOB Hay‘lHO-HCCJ’IeI{OBaTeJ’ILCKOfI
JICATCIIBHOCTHU

3HaTh

HOPMATHBHYIO 0a3y MCIOIb30BaHMs KOMITLIOTEPHON TEXHUKH H
MHGOPMAIMOHHBIX TEXHOJIOTHM B MOMCKE UCTOUYHUKOB M JIUTEPATYPhI B padoTe
apxuBa

YMeTh

HI0JIE30BATHCS KOMIIBIOTEPHON TEXHUKOH B TIOMCKE HCTOYHHKOB H JINTEPATYPHI,
IIPY COCTaBJIeHUU Oubarorpaduyeckux U apXuBHBIX 0030pOB B paboTe apXuBa

[Ipon3BoACTBEHHAS - IPAKTHKA 110
[OJIYYEHHUIO POPECCHOHAIBHBIX YMEHHUH U

Bnanets

HaBBIKAMU pabOThI ¢ KOMITBIOTEPHOHN TEXHUKOW NP MOMCKE UCTOYHUKOB U
JUTEPATYPHI, IPH COCTABICHUN OMOIHOrpaQUUeCKUX U apXUBHBIX 0030pOB MPH
pemeHny npodecCHOHATIbHBIX 3a/1a4 apXUBapHyca

OIIbITa HpO(l)CCCHOHaJIBHOfI JACATCIIBHOCTHU

3HaTL

HOPMATHBHYIO 0a3y UCIOJIb30BaHMs KOMITLIOTEPHON TEXHUKH H
MHGOPMAIMOHHBIX TEXHOJIOTHM B MOMCKE NCTOUYHUKOB M JIUTEPATYPhl B paboTe
apxuBa

[Ipon3BoACTBEHHAs — PEAIUILIIOMHAS
[IpaKTUKA

VYmeTh

II0JIB30BAThCS KOMIIBIOTEPHOM TEXHUKON B IIOMCKE UCTOUYHUKOB U JIUTEPATYPHI,
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NPY COCTaBJIeHUU OUOIHOrpaduIeckux u apXuBHBIX 0030pOB B pabOTE apXuBa

Bnanets

HaBBIKaMU pabOThI C KOMIIBIOTEPHOH TEXHUKOW NP MOMCKE UCTOYHUKOB U
JUTEPATYPBI, IPH COCTABICHUN OMOIHOrpa@UUECcKUX U apXUBHBIX 0030pOB MPH
peneHny npod)ecCHOHAIbHBIX 3a/1a4 apXUBapHyca

OIIK-5 -

BJIaJC€HHUEM 3HAHUSMHU B

o0J1acT nmpaBuJI Hyﬁﬂl/IKaHI/I]{l HCTOPUYECKUX HCTOYHMKOB U ONI€PATUBHOI'0 U3JaHUA TOKYMEHTOB

3HaTH

TEXHOJIOTHH, METOBI U MIPABIJIA MMyOIWKAINN NCTOPHIECKUX UCTOYHUKOB U
OTIepaTHUBHOTO U3JJAHHUS JJOKYMEHTOB COTJIACHO MpodeccHoHaIbHON
HOpMAaTUBHOM 0a3e, B TOM YHCJIE ¢ MPUMEHEHUEM HH()OPMAIIMOHHBIX
TEXHOJIOTUI

YmeTh

OpraHU30BaTh MyOIMKALNIO HCTOPUYECKUX UCTOUHUKOB U OIIEpaTUBHOIO
M3IaHUS JOKYMEHTOB C IPUMEHEHHEM HH(OPMAIIMOHHBIX TEXHOJIOTHH

Beenenue B mpodeccuro

Bmanets

InpueéMamMu, HaBbIKaM1 U METOJAUKaMH CO31aHUA COHpOBO,I[I/ITCJIBHOﬁ
JOKYMCHTalUU K Hy6JII/IKaHI/II/I HUCTOPHUYCCKHNX NCTOUYHUKOB B pa60Te ApXWBUCTA,
a TaK)KC€ OpraHu3allMOHHBIMU TEXHOJIOTUAMU OINICPATHUBHOI'O U3aHUA
JOKYMCHTOB apXHBa B 3JICKTPOHHOM BHUIEC

3HaTh

- [IPpaBOBbIC OCHOBLIL ny6nm<au1/m HUCTOPHUYCCKHUX UCTOYHUKOB;
- [IpaBuJia ONICPATUBHOT'O U3JJAHUA NTOKYMCHTOB

VYmeTh

- UCTIONIB30BaTh 3HAHUS B O0JIACTH MIPABOBOTO PETYIHMPOBAaHUS pabOTHI ¢
MCTOPUYECKUMH HUCTOYHUKAMHU B Oyaymiei npodeccnoHaIbHON AeATETbHOCTH;
- UCTI0JIB30BaTh 3HAHUS MPABWJI ONIEPATUBHOTO W3JaHUS TOKYMEHTOB B
npodecCHOHATLHON IeATENLHOCTH JJOKYMEHTOBEIa M PA0OTHHUKA apXUBa

JloKyMeHTaIlHOHHOE 00eCTIeYeHue

Bnanets

- IpUeMaMH UCTIONIb30BaHNUS 3HAHUH B 00J1aCTH MTPaBHIT Iy OJIMKAITUH
HCTOPUYECKHUX UCTOYHUKOB B IPO(ECCHOHATBHOM e TeIbHOCTH
JOKYMEHTOBEa U paOOTHHKA apXHBa

- IpHeMaMH MCTIOIh30BAHMS 3HAHUH B 00JIACTH ONEPATHBHOTO U3AHHS
JIOKYMEHTOB B TIPO(eCCHOHAITLHOM JISSITEIbHOCTH IOKYMEHTOBE/[a H Pa0OTHHKA
apxuBa

APXUBHOTO JieNia U HH()OPMAIMOHHOH chepsl
B PO

3HaTh

TEXHOJIOTHH, METOBI ¥ MPaBHJIa MyOJIMKAIINYA UCTOPHUECKUX UCTOYHUKOB U
OMepaTUBHOIO U3JaHUS JOKYMEHTOB COTJIACHO MPO(eCcCHOHATbHON
HOpMAaTUBHOM 0a3e, B TOM YHCJIE ¢ MPUMEHEHHUEM HH()OPMAIIHOHHBIX
TEXHOJIOTHH

Beenenue B nmpodeccuio

YMeTh

OpraHu30BaTh r[y6m/n<aumo HUCTOPHUYCCKUX UCTOYHUKOB U OIICPATUBHOI'O
n3aaHnud JOKYMCHTOB C IPUMCHCHUEM HHq)OpMaIII/IOHHLIX TEXHOJIOTHI
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Bnanets

npueMamu, HaBbIKaMH 1 MCTOJHUKAMHU CO3JaHUA COHpOBOI[PITeJ'IBHOfI
JAOKYMCHTAIIUU K HYGJ'II/IKaLII/II/I HUCTOPHUYCCKUX UCTOYHHUKOB B pa60Te ApXHUBUCTA,
a TaKIKC€ OPraHu3allMOHHBIMU TEXHOJIOTUAMHU OINICPATHBHOI'O U3aHUA
JOKYMCHTOB apXHBa B DJICKTPOHHOM BUJC

OIIK-6- ¢cnmoco0HOCTHIO pelmaTh CTAHIAPTHBIE 3a1a4U NPo¢ecCHOHAIBHOI 1eATeTbHOCTH HA 0CHOBEe HH(OpMannoHHOH 1 dudauorpaduyeckoi
KYJbTYPBbI ¢ IPUMeHEeHHEeM HH(POPMALMOHHO-KOMMYHUKAIIMOHHBIX TEXHOJIOTHIi U C Y4€TOM OCHOBHBIX TPe00BaHUIlI HH(POPMALMOHHOI 0€3011aACHOCTH

3HaTH

- OCHOBHbI€ MOHATNA N MeToAbl TEOPUN BepOﬂTHOCTe[/‘I N CTaTUCTUYECKOro
dHa/1In3a pe3yibTaToB 3KCNEPUMEHTA

YmeTh

- KOPPEKTHO BblpaKaTb M apryMeHTUPOBaHO 06OCHOBbIBATL NOJIOXKEHMUA
npegmMmeTHOM 061acTU 3HAaHUA 418 NOCTAHOBKU U pPeLleHNs KOHKPETHbIX Npu-
KNaZHbIX 3343y

MaTteMaTHKa

Bnanets

- TOTOBMTb U PeAaKTUPOBaTh TEXHUYECKME TEKCTbI C MaTeEMATUYECKOM
CUMBOMKOW UK dopmynamu, nybanyHO NpPeacTaBaATb COBCTBEHHbIE U U3-
BECTHbIE Hay4Hble pe3yabTaTbl, BECTU AMCKYCCUMY;

- HaBbIKaMW U MeToAMKamun 0606LLLEHUA PE3YNbTATOB PeLleHus,
3KCNepUMeHTaNbHOM AeATeNIbHOCTU

3HaTh

- ®enepanbHblii 3akoH 0T 20.02.1995 N 24-D3 (pen. ot 10.01.2003) «O6
uHQOopMaIuy, HOOPMATH3AIUH U 3aIUTe UHPOPMAIHI)
- crtoco0Bl peIIeHUs CTAHAAPTHBIX 33/1a9 B MPO(ECCHOHAIBHOM eI TeTbHOCTH

YMeTh

- IOJIB30BaThCs ONOIMOrpadUIecKUMH CIIUCKaMHU, COCTaBIIATh HX;
-IIPUMCHATH I/IH(bOpMaI_II/IOHHO-KOMM}/HI/IKaHI/IOHHBIe TEXHOJIOTUH C YYETOM
OCHOBHBIX TpeOoBaHUI HHPOPMAITMOHHON 0€30MacHOCTH

[IponBuxeHHEe HAYYHOH MPOTYKIUH

Bnanets

- IPAKTUYCCKUMHU HaBbIKaMHW UCIIOJIb30BAHUA 6H6nnorpa¢nqe01<nx CITHCKOB, UX
COCTAaBJICHUA,

- IPAKTUYCCKNMHU HaBbIKaMU IPUMCHCHU A I/IH(i)OpMaHI/IOHHO-
KOMMYHUKAIIMOHHBIX TEXHOJIOTHI

3HaTh

OCHOBHBIC ITOJIOKCHUA FOCyZIapCTBeHHOfI MOJIUTHKH 00ecIIeueHUs
PIH(l)OpMaLIPIOHHOfI 0e30MacHOCTH U 3alllUThI I/IH(l)OpMaI_II/II/I.

O6paboTKa U 3aImuTa JOKyMEHTUPOBAHHON
nHpOpMaLIUU
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HOPMBI HH(OPMAITMOHHOM STHKH U TIPaBa.
MPUHIMITEL PA0OTHI ¢ MHPOPMAITUEH Ha Pa3IUYHBIX pecypcax, ¢ y4eToM
TpeOoBaHM MH()OPMAITMOHHOM OE30IMACHOCTH.

YmeTs

NPUMEHSATH Ha PAaKTHUKE COOTBETCTBYIOIINE TPEOOBaHUSI K HOPMBI 00ecTieueHHs
MHQOPMAaIIMOHHOH 0€30MAaCHOCTH 1 3aLIUTHl HHPOPMAIHH.

cOOJIFOIaTh TIpaBa WHTEIUIEKTYAIbHON COOCTBEHHOCTH Ha WH(OPMAITHIO.
0(hopMIIATE pe3yIbTaThl UCCICAOBAHUI U BECTH TEKYLIYIO PadOTy ¢ y4eTOM
TpeOOBaHUI U HOPM OOeCIIeYCHUS HHPOPMAITHOHHON 0€30MACHOCTH | 3aIUThI
WH(OPMAITHHL.

Bmanets

OCHOBHBIMH METOJIAMH HCCIIEOBaHUS B 00JIaCTH HH(POPMAMOHHOI
0€30I11aCHOCTH U NMPAKTUYSCKUMH YMEHHSMH M HaBBIKAMU HX UCTIOIB30BAHHSI.
OOMIMMU MPUHITUIIAMHU COONIOIEHHS TpeOoBaHUK MHOOPMAIIMOHHOM ITUKU
npasa.

croco0amMu COBEPILICHCTBOBAHUS MPO(ECCHOHANBHBIX 3HAHUH 1 YMEHHH ITyTeM
WCIIOJIb30BaHMsl BO3MOXKHOCTEH HH(POPMAIIMOHHON CpEJIbl, C yUETOM
TpeOOBaHM TOCYAaPCTBEHHBIX HOPMATUBHBIX aKTOB M MHPOPMALIMOHHON 3THKU
¥ IpaBa

3HaTh

po(heCcCHOHANBHYIO TEPMUHOJIOTHIO, 3aKOHO/IATEIbHYIO0 1 HOPMaTHUBHO-
METOJIUYECKYIO 0a3y, periiaMeHTHPYIONIYIO IPUMEHEHNE HHPOPMAIIHOHHBIX
TEXHOJIOTUM B ACSTEIbHOCTH OpraHU3alldi

YMeTh

OpraHu30BaTh aBTOMATU3UPOBAHHOE paboUee MECTO JIJIsl BBIMOJIHEHHS PAOOTHI C
UCTOJIb30BAaHUEM HOBEHIIMX MPOrPAMMHO-TEXHHUECKUX M OPTaHU3aIIMOHHBIX
CpEJICTB

MHpopMaLnOHHBIE TEXHOJIOTHH B
ITOKYMEHTOBEJIEHUHN U apXUBHOM JIeJie

Bnanets

HaBBIKAMH CaMOCTOSTENFHOM paboThl ¢ HTHOOPMAIIMOHHBIMU TEXHOJIOTHSIMH,
IIPUMEHSEMBIMH B JIESITEJIbBHOCTH COBPEMEHHBIX OpraHU3alui

3HaTh

HOPMATUBHYIO 023y MpUMEHEHUS HHHOPMAIIMOHHO-KOMMYHUKAITHOHHBIX
TEXHOJIOTHI € yY4eTOM OCHOBHBIX TpeOOBaHUH MH(POPMAITMOHHON
0e30MacHOCTH B paboTe apxuBapuyca

'YgyeOHas - TpaKkTHKa MO MOTy4YeHUIO

YmeTh

pemarh CTaHJAapTHBIE 337a49u MPOPECCUOHANBLHON JISATEILHOCTH apXUBHCTA HA
OCHOBE MH(POPMALIMOHHOH 1 OnOIHOrpaguuecKol KyIbTyphl C IPUMEHEHUEM
MH(QOPMAIIMOHHBIX TEXHOJIOTUHI

MEPBUYHBIX MPO(ECCHOHANBHBIX YMEHUH 1
HaBBIKOB, B TOM YHCJIE TIEPBUYHBIX YMEHUN U
HAaBBIKOB Hay4YHO-HCCIIE0BATENbCKOM

Bnanets

HABBIKAMU MPUMEHSTh HHGOPMAIIMOHHBIC TEXHOJIOTHY TIPH PEIICHUN
npodeCCHOHANBHBIX 3371a4 B paboTe apXxuBapuyca

JCATCIIBHOCTHU
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3HaThL

HOPMATHBHYIO 0a3y MPUMEHCHUS MHPOPMAIIMOHHO-KOMMYHHUKAITUOHHBIX
TEXHOJIOTHHA C Y9€TOM OCHOBHBIX TpeOOBaHWH HH(DOPMAIMOHHOM
0e30MmacHOCTH B paboTe apXuBapuyca

YmeTs

pelarh CTaHAapTHBIE 334a4K MPOPECCHOHANBHON AEATENIFHOCTH apXUBHCTA HA
OCHOBE MHPOPMAIIMOHHOH 1 OUOIHOrpaduuecKOi KyIbTyphl C MPUMEHEHUEM
MH()OPMAITMOHHBIX TEXHOJIOTHI

[Ipon3BoaCTBEHHAS - TPaKTHKA IO
[OJIy4EHUI0 NPO(ecCHOHATBHBIX YMEHUN U
ombITa TPO(hEeCCHOHATILHOMN AEATEIbHOCTH

Bnanets

HaBbIKAMH MMPUMEHATh HHOOPMAIIHOHHBIEC TEXHOJIOTHH TIPH PEIICHHN
po(h)eCCHOHAIBHBIX 3371a4 B padOoTe apXuBapuyca

3HaTh

HOPMAaTUBHYIO 0a3y MpUMeHEeHUs] HHHOPMAIIMOHHO-KOMMYHHUKAITUOHHBIX
TEXHOJIOTHH C y4eTOM OCHOBHBIX TpeOOBaHWH MH(POPMALMOHHON
0e301macHOCTH B paboTe apXuBapuyca

YMeTh

pemIaTh CTaHAapTHHIE 33/1a41 MPOPECCHOHATBHON IeSITEIbHOCTH apXHBHCTA HA
OCHOBE WHPOPMAITMOHHOHN 1 OUOIHOrpaduecKOl KyIbTyphI C IPUMEHEHHEM
WHQOPMAITMOHHBIX TEXHOJIOTUH

[Ipon3BoACTBEHHAS — MTPEIIUILTOMHAS
MpaKTHUKa

Bnanets

HaBBIKAMU NIPUMEHITh HHPOPMALIOHHBIE TEXHOJIOTHH TP PELLICHUN
npodeccHoHAIBHBIX 337a4 B paboTe apxuBapuyca

JAIK-1-cioco0HOCTHI0 pa3padaThIBATh MAKETHI JJOKAJIBHBIX HOPMATHUBHBIX AKTOB H HOPMATHBHO-METOAUYECKUX JOKYMEHTOB M0 WH(OPMAIHOHHO-

JOKYMEHTAIMOHHOMY 00ecneYyeHuI0

YHPaABJCHUA U APXUBHOMY XPAHCHUIO TOKYMECHTOB

3HaTh

- OIIpe/IeNIeHNsI OCHOBHBIX KOHCTHTYIIMOHHO-TIPABOBBIX MOHITHH B cepe
MH(POPMALIMOHHO-TOKYMEHTAIHOHHOTO 00ECIIeUeH s YIIPABICHUS U aPXUBHOTO
XpaHEeHHUs TOKYMEHTOB

- ctatbt Koncturymuu P® (1993 r.), cBsi3aHHBIE C pETYJINPOBAHUEM
WHPOPMAIMOHHO-IOKYMEHTAIIHOHHOTO 00ECTICUeHUs YIIPABJICHUS U apXHUBHOTO
XpaHEeHHUs TOKYMEHTOB

- TEOPETHYECKHE OCHOBBI COBPEMEHHOTO POCCUICKOTO PETryIMPOBaHUA
KOHCTUTYIIMOHHO-ITPABOBBIX HOPM B HHPOPMAITMOHHO# chepe

JIoKyMeHTaIlHOHHOE 00eCTIeYeHre

YmeTh

- CTIOJIb30BATh 3HAHKE OTPEIETICHUI OCHOBHBIX KOHCTUTYITMOHHO-TIPABOBBIX
NOHATHH B cpepe nHPOPMALUOHHO-TOKYMEHTALMOHHOTO 00eceueH s
YIpaBICHHUS U ApXUBHOTO XPAaHEHHS TOKYMEHTOB

- ucnoik30BaTh 3HaHue crarerd Koncrurynun PO (1993 r.), cBSI3aHHBIX €
peryaupoBaHueM HHPOPMAIMOHHO-JOKYMEHTAIIMOHHOTO 00ecTieyeHus
yIpaBlIeHUs ¥ apXUBHOTO XpaHEHHsI JOKYMEHTOB, B Oy yIien
podeCCHOHATBLHON IeATeIFHOCTH

rOCyAapCTBEHHOIO yCTpoiicTBa B PO
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-HCII0JIb30BaTh 3HAHHE TEOPETHUYECKUX OCHOB COBPEMEHHOTO POCCUHCKOTO
pETyIMPOBaHUsl KOHCTUTYIIMOHHO-TIPABOBBIX HOPM B MH(OPMAITMOHHOU cdepe

Bianets

- IpYe€MaMH HCTIONb30BAHUS 3HAHUS ONPEAEICHNN OCHOBHBIX KOHCTUTYLIMOHHO-
MPaBOBBIX MOHATHI B cpepe HHPOPMATMOHHO-JOKYMEHTAIIHOHHOTO
o0ecrieyeHus ynpaBieHUs U apXUBHOTO XpaHEHUS TOKYMEHTOB

- IpreMaMH UCTIONBh30BaHus 3HaHus crareil Korncrutynmu PO (1993 1.),
CBSI3aHHBIX C PETYIMPOBaHUEM HH(POPMALITOHHO-JOKYMEHTALIHOHHOTO
o0ecrieyeHus yIpaBICHUs U apXUBHOTO XpaHEHUs JOKYMEHTOB, B Oyayiien
npodecCHOHAIBHON eATeIbHOCTH

- IpYeMaMH HCTIONb30BAHUS 3HAHUSI TEOPETUUYECKUX OCHOB COBPEMEHHOIO
POCCHUICKOTO PETYIUPOBAHUA KOHCTUTYIITUOHHO-IIPABOBBIX HOPM B
uHQOpMaIMOHHOH chepe

3HaTH

OIpeiesIeHHsI TPOLIECCOB Pa3pabOTKU MAKETOB JIOKAJIbHBIX HOPMAaTUBHBIX aKTOB
¥ HOPMaTHBHO-METOANYECKUX JOKYMEHTOB IO MH(OPMALMOHHO-
JOKYMEHTAIIHOHHOMY 00€CIICUCHHIO YIIPABICHHS U apXUBHOMY XPaHEHHIO
JIOKYMEHTOB

YMeTh

o0cyxaaTh crtocoOb! 3pPEeKTUBHOTO pelIeHws, pacio3HaBaTh 3 (GeKTuBHOE
pemrenue ot Hed(h(EeKTUBHOTO, MPHUOOpETATh 3HAHHUS B 00J1aCTH CIIOCOOHOCTH
pa3padaThIBaTh MAaKETHI IOKATBHBIX HOPMAaTHBHBIX aKTOB H HOPMAaTHUBHO-
METOANYECKUX JOKYMEHTOB 10 MH(OPMAIMOHHO-T0KYMEHTAITUOHHOMY
00eCIIeUeHHUIO YIIPABJICHUS U apXHMBHOMY XPaHEHHUIO IOKYMEHTOB

Bsenenue B npogeccuro

Bnaners

croco0aMy COBEPLICHCTBOBAHMS TPOGECCHOHANBHBIX 3HAHUM U YMEHUH ITyTeM
WCTIOJIb30BaHMs BO3MOXKHOCTEH WH(POPMAITMOHHOH CpeJIbl IPH CITOCOOHOCTH
pa3pabaThIBaTh MaKETHI JIOKATHHBIX HOPMATHUBHBIX aKTOB M HOPMaTHUBHO-
METOANYECKUX JOKYMEHTOB 0 MH(OPMAaMOHHO-I0KYMEHTALUOHHOMY
00€CIeYeHUIO YIPABJICHHUS U apXUBHOMY XPaHEHHIO JOKYMEHTOB

3Harte

IOHATHUEC MMAKETOB JIOKAJIbHBIX HOPMATHUBHBIX aKTOB 1 HOPMAaTHUBHO-
METOJUYCCKUX JOKYMEHTOB 10 I/IH(I)OpMaHI/IOHHO-)IOKYMCHTaHI/IOHHOMy
00€eCIIeUCHUTO YHOpaBJICHUS U ApXUBHOMY XpPaHCHUIO JOKYMCHTOB

YMeTh

pa3pabaTheIBaTh MAaKETHI JIOKAJTLHBIX HOPMAaTHUBHBIX aKTOB 1 HOPMAaTUBHO-
METOJANYECKUAX JOKYMEHTOB 110 MH(OPMAIMOHHO-TOKYMEHTAITUOHHOMY
00ecrneveHunIo yIIPaBIeHNs M ApXUBHOMY XPaHEHHIO IOKYMEHTOB

IIpoekTHas neATeNbHOCTD

Bnanets

HaBBIKaMU pa3pa60T1<1/I IMaKE€TOB JIOKAJIBHBIX HOPMATHUBHBIX aKTOB U
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HOPMATHBHO-MCTOANYCCKHUX JOKYMCHTOB I10 I/IH(bOpMaLII/IOHHO-
JAOKYMCHTAIITUOHHOMY 00eCTIeUeHUTO YIipaBJIEHUA U apXUBHOMY XPaHCHUIO
JOKYMCHTOB

3HaThL

onpezeNeHle JTOKaIbHOI0 HOPMATHBHOTO aKTa, MOHATHE HOPMATHUBHO-
METOANYECKOH JOKYMEHTAIIUH, B YaCTH HH(POPMALMOHHO-T0KYMEHTAITHOHHOTO
00€CIeYEeHUIO YIPABJICHHUS U apXUBHOIO XPaHEHUs JOKYMEHTOB

YMeTh

pa3pabaThIBaTh MAKETHI JIOKAJIbHBIX HOPMAaTHUBHBIX aKTOB 1 HOPMATUBHO-
METOANYECKHE TOKYMEHTHI B 00JIACTH HHPOPMAIIIOHHO-JOKYMEHTAIIHOHHOTO
o0ecrieyeHus yIpaBiIeHUs 1 apXUBHOTO Jieia

MOILGJ’II/IpOBaHHC CHUCTEM NJOKYMCHTAIlUN
opranusanmu

Bnanets

METOJIJaMH pa3pabOTKH MaKETOB JIOKAIBHBIX HOPMATUBHBIX aKTOB M HOPMaTHBHO
— METOAMYECKUX IOKYMEHTOB B YaCTH HHPOPMAIIOHHO-TOKYMEHTAIIHOHHOT O
00eCIEeUCHHUIO YIIPABJICHUS U ApXUBHOT'O XPAHCHUS JOKYMCHTORB

3HaTh

OCHOBHBIE ONpEAETICHUs], TOHATUS U METO/IbI UCCIIEIOBAHUMN, UCIIOJIb3YEMBIX B
CIOCOOHOCTH pa3pabaThIBaTh MAKETHI JIOKATbHBIX HOPMATHBHBIX aKTOB H
HOPMAaTUBHO-METOJMUYECKUX JOKYMEHTOB 110 MH(GOPMALIIOHHO-
JIOKYMEHTAIIHIOHHOMY 00€CTIeYeHHIO YIPABICHHS U apXUBHOMY XPaHEHHUIO
JIOKYMEHTOB;

VYmeTh

o0cy)aTh crocoObl 3pPEKTUBHOTO pelieHHs, TPUOOPETaTh 3HAHUS B 00J1aCTH
CIIOCOOHOCTH pa3pabaThIBATh MAKEThI JIOKAIbHBIX HOPMATHBHBIX aKTOB U
HOPMATHUBHO-MCTOANYCCKHUX JOKYMCHTOB I10 I/IH(bOpMaHI/IOHHO-
JOKYMCHTAIIUOHHOMY O6eCHe‘-IeHI/IIO YHpaBJICHUA 1 apXUBHOMY XPaHCHUTIO
JIOKYMEHTOB;

TIpoexTupoBaHUe yIIpaBIeHUECKON
IMOKYMEHTALlMU OpraHu3aluH

Bnaners

croco0aMy COBEPLICHCTBOBAHMS TPOGECCUOHANBHBIX 3HAHUM U YMEHUH ITyTeM
MCIIOJIb30BaHMS BO3MOXKHOCTEH NH(OPMALIMOHHOHN Cpelibl IPU CIIOCOOHOCTH
pa3pabaThIBaTh MaKEeTHI JIOKATHHBIX HOPMATHUBHBIX aKTOB M HOPMaTHBHO-
METOANYECKUX JOKYMEHTOB 10 MH(OPMAaLMOHHO-I0KYMEHTALTHOHHOMY
00€CIeYeHUIO YIPABJICHHUS U apXUBHOMY XPaHEHHIO JOKYMEHTOB;

3HaTh

- HOPMAaTUBHO-METOJUYECKYI0 0a3y M0 TOKYMEHTAIHOHHOMY 00€CIIeUeHHIO
YIPABJICHUS

- COCTAaB JIOKAJIbHBIX HOPMATUBHBIX aKTOB U HOPMATUBHO-METOAUYECKUX
JOKYMEHTOB 110 HH(QOPMAILIMOHHO-IOKYMEHTAIHOHHOMY 00€CIIeUeHHIO
YIpaBIeHHS Pa3IMIHBIX OPraHU3AIMOHHO-TIPABOBBIX (HOpM

- TEHJACHIINU Pa3BUTH WHPOPMAITMOHHO-IOKYMEHTAIIMOHHOTO O0ECTIeUeHUS

[IpakTHKyM IO COCTAaBIECHUIO U
0 opMIIEHHUIO CITyKEOHBIX JOKYMEHTOB
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YIpaBIECHHUS;

YMeTh

- aHAJIM3UPOBATH YIPABICHYECKHE JOKYMEHTHI C TOUKU 3PEHUSI IPABUIBHOCTU
UX COCTaBJICHHUS U OPOPMIICHUS;

- aHAJTM3UPOBATH JIOKATFHYIO HOPMaTHBHO-METOAMYECKYIO 6a3y 1o
MH(QOPMALIMOHHO-T0OKYMEHTALIHOHHOMY O00€CIICUECHHIO YIIPABICHUS Ha
COOTBETCTBHE COBPEMEHHBIM TPEOOBAHHSIM;

- COBEPILICHCTBOBATH JIOKAJIbHYI0 HOPMAaTUBHO-METOJUUECKYIO Oa3y 110
MH()OPMAIIMOHHO-IOKYMEHTAIHOHHOMY 00€CIICUECHHIO YIIPABICHHUS

Bmanets

- Mpo(hecCHOHATBHBIM SI3BIKOM B 00J1aCTH HHPOPMAIIMOHHO-
JOKyMEHTAIIMOHHOTO 00eCTIeUeHNsT YIIPaBICHUS;

- HaBbIKaMU aHaJI13a HOPMAaTUBHO-METOIUYECKOMH 0a3bl M0 HHPOPMAIIMOHHO-
JOKyMEHTAIIHOHHOMY OOECIICUEeHHIO YIIPABICHHUS;

- IPaKTUYECKUMHU HaBBIKAMH MCIIOJIb30BAHUS YMEHHS aHAIN3UPOBATh
JIOKaJIbHYI0 HOPMATUBHO-METOANYECKYIO 0a3y 1o HH(pOpMaIIMOHHO-
JOKYMCHTAIIUOHHOMY o0ecIIeYeHn 0 YIIpaBJICHUA HA JPYTUuX JUCHUIUINHAX, Ha
IPOU3BOJICTBEHHOW M IPEUIMIIOMHOM MTPAKTHKE

3HaTh

OIpEACIICHUS ITPOUECCOB paBpa60TKI/I MaKETOB JIOKAJIbHBIX HOPMATUBHBIX AKTOB
1 HOPMATUBHO-METOANYCCKUX JOKYMCHTOB I10 I/IH(bOpMaHI/IOHHO-
JOKYMCHTAIIUOHHOMY 00ecIeYeHUIO YHpaBJICHUA U apXUBHOMY XpPaHCHUIO
JAOKYMCHTOB

YMeTh

nproOpeTaTh 3HaHUA B 00JIACTH CIIOCOOHOCTH pa3padaThiBaTh MAKETHI
JIOKaJIbHBIX HOPMATUBHBIX aKTOB U HOPMATHBHO-METOIUYECKHUX JOKYMEHTOB I10
UHPOPMAITMOHHO-IOKYMEHTATHOHHOMY 00€CIIEYEeHUIO YIIPaBICHHUS U
apXMBHOMY XPaHEHUIO JOKYMEHTOB

/1e10npon3BOICTBO MyHHIIUITAIBHBIX
ly4peKaAECHUI

Bnanets

croco0aMy COBEPLICHCTBOBAHMSI MPO(ECCUOHANBHBIX 3HAHUHM U YMEHUH ITyTeM
MCIIOJIb30BaHMs BOBMOYKHOCTEH WH(OPMAIIIOHHON CPE/IBI TPH CIIOCOOHOCTH
pa3pabaThIBaTh MAKETHI JIOKATHHBIX HOPMATHBHBIX aKTOB M HOPMaTHUBHO-
METOANYECKUX JOKYMEHTOB 10 MH(OPMAaLMOHHO-I0KYMEHTALTHOHHOMY
00€CIeYeHUIO YIPABJICHHUS X apXUBHOMY XPAaHEHHUIO JOKYMEHTOB

3HaTh

OCHOBHBIE OIIPEICIICHUS U TIOHATHSA, OCHOBHbBIE METO/Ibl UCCIIEI0BAaHUM,
OTIpeIeTICHUS TIPOIECCOB Pa3pabOTKH MaKETOB JIOKATFHBIX HOPMATHBHBIX aKTOB
Y HOPMATHBHO-METOIMYECKHX JOKYMEHTOB 10 MH()OPMAIMOHHO-

/1es10npon3BOICTBO KOMMEPUYECKUX
MpeanpUsITHI




CmpykmypHbwlil d1emenm Cmpykmypubvlil d1emenm
PYRIYP IInanupyemvoie pesyrbmamsi 00yuenus pYRIMYpHoil
KoMnemeHyuu 00pazoeamenbHOl NPOSPAMMbL

JOKYMCHTAIITUOHHOMY 00ecIeueHUI0 YIIPABJICHUA U apXUBHOMY XPAaHCHUIO
JOKYMCHTOB

YMeThb o0cy)aaTh crmocoOb! 3(pPeKTHBHOTO peleH s, TPUOOPETaTh 3HAHUS B 00JIACTH
CIOCOOHOCTH pa3padaThIBaTh MAKETHI JIOKATBHBIX HOPMATHBHBIX aKTOB U
HOPMATHUBHO-METOAMYECKUX JOKYMEHTOB MO0 WH(OPMAIIMOHHO-
JIOKYMEHTAIIHOHHOMY OOECIICUCHHIO YIIPABIICHHS U ApPXUBHOMY XPaHCHHIO
JIOKYMEHTOB

BH&I[GTL IMMPAKTHUYCCKUMU HaBbIKaMU, crocobaMu ACMOHCTpalu YMCHUA U

croco0aMu COBEPLICHCTBOBAHMSI MPO(GECCHOHANBHBIX 3HAHUHM U YMEHUH ITyTeM
UCIIOJIb30BaHMS BO3MOXKHOCTEH MH(OPMALIMOHHOHN Cpelbl IPU CIIOCOOHOCTH
pa3pabaThIBaTh MAKETHI JIOKAJIbHBIX HOPMAaTHBHBIX aKTOB 1 HOPMATUBHO-
METOANYECKUX JOKYMEHTOB 10 MH(OPMAIMOHHO-T0KYMEHTATUOHHOMY
00€CIeYEeHUIO YIPABICHHUS U apXUBHOMY XPAaHEHUIO JOKYMEHTOB

3HaTh OCHOBHBI€ [IPAaBUJIa COCTABJICHHUS IAKETOB JIOKAIbHBIX HOPMATUBHBIX aKTOB U
HOPMAaTUBHO-METOJUUYECKUX JOKYMEHTOB 110 MH(GOPMALIIOHHO-
JIOKYMEHTAIIHIOHHOMY 00€CTIeYeHHIO YIPABICHHS U apXUBHOMY XPaHEHHUIO

JIOKYMEHTOB

YmMmeTs AHAJIU3UPOBATh OCHOBHBIE IIPABUJIA COCTABIICHNUS [TAKETOB JIOKAIBHBIX
HOPMATHUBHBIX aKTOB U HOPMATUBHO-METOAUYECKUX JOKYMEHTOB I10 IIpon3BoaCTBEHHASA — IPEATUILIOMHAS
UHPOPMAITMOHHO-IOKYMEHTATHOHHOMY 00€CIIEYEeHUIO YIIPaBICHHUS U [TpaKTHUKA

APXUBHOMY XPAHCHHUIO TOKYMCHTOB

Bragers HABBIKOM COCTABJICHHSI OCHOBHBIX IIPABUII COCTABJICHHS ITAKETOB JIOKAIbHBIX
HOPMATHUBHBIX aKTOB U HOPMATUBHO-METOAUYECKUX JOKYMEHTOB I10
WHPOPMAITMOHHO-IOKYMEHTATHOHHOMY 00€CIIEYEeHUIO YIIPaBIeHHUS U
APXMBHOMY XPaHEHHUIO JOKYMEHTOB

JIIK-2 cnnoco0HOCTHI0O OPHEHTHPOBATHCS B 3aKOHOAATEJILHON 1 HOPMATHBHO-METOAUYECKOIl 0a3e HHPOPMALMOHHO-T0KYMEHTAIMOHHOT0 00ecedeHusI
YIPABJICHHSI M APXMBHOIO J1eJIa M CMEXKHBIX 00J1acTei

3Hathb - OIIpe/IeNIeHHsI OCHOBHBIX KOHCTUTYLIMOHHO-TIPABOBBIX IMOHITHH B cepe
WHPOPMAIMOHHO-IOKYMEHTAI[HIOHHOTO 00ECTICUeHHUs YIIPABICHUS H ApXHUBHOTO
JieNia ¥ CMEKHBIX o0acTen CoBpeMeHHas OpraHu3alus
- ctated Koncrurynun PO (1993 r.), cBsi3aHHBIE C PETYIMPOBAHUEM FOCYIapCTBEHHBIX yupexaeHuil Poccun

I/IH(I)OpMaHI/IOHHO-)IOKYMeHTaHI/IOHHOFO 06ecnequI/m ynpaBHeHI/Iﬂ nu apXI/IBHOFO
JejIa 1 CMEXHBIX o0stacTei
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- TECOPETUYECKHE OCHOBBI COBPEMEHHOTO POCCHUCKOTO PEryINPOBAHHUS
KOHCTHTYI[MOHHO-TIPABOBBIX HOPM B chepe HHPOPMAIIMOHHO-
JIOKYMEHTAI[MOHHOTO 00ECIIeYeHHUS YIPABICHHUS U apXUBHOTO Je7a U CMEXHBIX
obmnacreit

YmeTs

- TOJIKOBATh KOHCTHTYLUOHHO-TIPABOBBIC HOPMBI, IOCBSIICHHBIE
peryIMpoBaHuio B chepe HHPOPMAIIMOHHO-TOKYMEHTAIIMOHHOTO 00eCTICUeHHS
yIIpaBJICHHS ¥ apXUBHOTO JIella U CMEKHBIX 00acTen

- CAMOCTOSITEIBHO OCYIIECTBIIATh: IOUCK, aHATIM3, CHCTEMATU3aLINI0
KOHCTHUTYIIHOHHO-TIPaBOBOW nH(popMaIuu B chepe nHHOpPMAIMOHHO-
JOKyMEHTAIIHOHHOTO 00eCTICUeHNS YIIPAaBICHUS U ApXHBHOTO JIeJIa © CMEXKHBIX
obmacreii

- CaMOCTOATCIIbHO NPUMCHATH KOHCTUTYIHHMOHHO-IIPABOBLIC HOPMEI B
npohecCHOHANBHOH IEATENFHOCTH B chepe HHPOPMAIIMOHHO-
JOKYMCHTAIMOHHOT'O O6eCHC‘IeHI/Iﬂ YIIPaBJICHUA U apXUBHOT'O A€jIa U CMCKHBIX
obmacrei

Bnanets

- BO3MOKHOCTBIO MEKIUCIUILIMHAPHOTO MPUMEHEHUS! KOHCTUTYITUOHHBIX
OCHOB B c(epe HHPOPMAMOHHO-TOKYMEHTAIMOHHOTO 00eCTICUeHNUS
yIIpaBIICHHs U apXUBHOTO JIeIa U CMEXKHBIX obnacTeit

- IPO()eCCHOHATBLHBIM SI3BIKOM B cepe HHPOPMAIMOHHO-TOKYMEHTAITUOHHOTO
oOecrieueHus! yIpaBJIeHs ¥ apXHBHOTO JieJla ¥ CMEKHBIX 00nacTei

- HaBBIKAMH PabOTHI ¢ HICTOYHUKAMU B chepe NHHOPMAITOHHO-
JIOKYMEHTAIIHOHHOTO 00eCTIeYeHHs YIPABICHUS U apXUBHOTO JIeJa U CMEKHBIX
oOmacrei

- HaBBIKAMU aHAJIM3a PA3IMYHBIX IPABOBBIX SBICHHUH, FOPUANIECKUX (DAKTOB,
MPaBOBBIX HOPM U TPABOBBIX OTHOIIEHHI B chepe HHPOPMAITUOHHO-
JIOKYMEHTAIIHOHHOTO 00eCIIeYeHHs YIPABJICHUS U apXUBHOTO JIeJla U CMEKHBIX
obunacreit

- crioco0aMy COBEPILIEHCTBOBAaHUS TPOGECCHOHANBHBIX 3HAHUI U YMEHUH
MyTeM MCIOJIb30BaHMs BO3MOKHOCTEH HH(MOPMAITMOHHOHN CpEJIbL.

3HaTh

- coJIep’KaHne OCHOBHBIX KOHCTHTYIIMOHHO-TIPABOBBIX TIOHATHI B chepe
MH(POPMAIMOHHO-TOKYMEHTAIHOHHOTO 00eCIeYeH)s1 YIIPABICHUS U ApXHUBHOTO
nena

- KOHCTUTYL[MOHHBIE OCHOBBI, [IPUMEHSEMBIE B 3aKOHOJATEIBHON 1
HOPMAaTUBHO-METOMUYECKON 0a3ze MH(POpMAIIMOHHO-I0KYMEHTAMOHHOTO

JIoKyMeHTaIlHOHHOE 00eCTIeYeHue
FOCYyapCTBEHHOTO YCTpoiicTBa B PO
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obecrieueHus YHIpaBJICHUA U apXUBHOT'O A€j1a

YmeTs

- UCTIOJIb30BaTh 3HAHHUE COAEPIKAaHMSI OCHOBHBIX KOHCTHTYLIMOHHO-TIPABOBBIX
MOHATHH B cpepe nHPOPMATUOHHO-TOKYMEHTAHOHHOTO 00eCceueHHs
YIIpaBJIEHHS ¥ apXUBHOTO Jiena B Oy rymieit mpodecCHOHAIBHOMN NeITeTbHOCTH
- UCTIONIb30BaTh 3HAHNE KOHCTUTYLIMOHHBIX OCHOB, IPUMEHSIEMBIX B
3aKOHOAATEILHOW 1 HOPMAaTUBHO-METOJUeCKol 6aze HH(OpMaIMOHHO-
JOKyMEHTAIIMOHHOTO 00eCIIeueHuns! YIPaBICHUs M apXUBHOTO Jielia, B Oy ayIei
npodeccnoHaIbHOM AEATETbHOCTH

Bnanets

- IpeMaMH MCIOJIb30BaHUS 3HAHUS COJICP)KAaHHSI OCHOBHBIX KOHCTHTYIIHOHHO-
NPaBOBBIX MOHATHI B cpepe HHPOPMAITHOHHO-JOKYMEHTAIIHOHHOTO
obecrievueHus YIIpaBIIeHUSI M apXUBHOTO Jiea B OyayIiei mpodeccuoHanbHOR
JeSATeILHOCTH

- IpyueéMaMi UCII0JIb30BaHUA 3HAHNA KOHCTUTYIIMOHHBIX OCHOB, MIPUMCHACMBIX B
3aKOHOAATEILHOW 1 HOPMAaTUBHO-METOUUECKol O6aze nH(OopMaIMOHHO-
JOKyMEHTAIIHOHHOTO 00eCTIeUeHNs! YIIPaBJICHUS U apXHBHOTO Jiesia, B Oy ymeit
po(heCCHOHAIBHOM IeATEIbHOCTH

3HaTh

OTpeIesICHUS MPOLIECCOB CIIOCOOHOCTH OPUEHTHPOBATHCS B 3aKOHOIATEIILHOM 1
HOPMATUBHO-METOAMYECKOM Oa3e MHPOPMAIIMOHHO-TOKYMEHTAI[HOHHOTO
o0ecrieveHus YITpaBIIeHUs] M apXUBHOTO JIeJIa U CMEXHBIX 00JIacTei

YMeTh

Brinensite, NpUMEHATH, KOPPEKTHO BBIPAXKATh U apryMEHTUPOBAHHO
000CHOBBIBATH TIOJIOKEHUS CITOCOOHOCTH OPUEHTHPOBATLCS B 3aKOHOATEIHBHON
1 HOPMATUBHO-METOINYECKON 0a3e MH()OPMALMOHHO-I0OKYMEHTAI[AOHHOTO
oOecrieveHus YITpaBIICHUS] M apXUBHOTO JIeJIa U CMEXHBIX 00JIacTei

Brenenue B nmpodeccuro

Bnaners

HaBpikamu, METOAMKAaMHU M CIOCOOaMHU COBEPLICHCTBOBAHUS
npodecCHOHANBHBIX 3HAHUIM U YMEHUH ITyTEM HCIOJIB30BaHUS BO3ZMOXKHOCTEH
UHPOPMAITMOHHOH CpeJIbl CIIOCOOHOCTH OPUEHTHPOBATHCS B 3aKOHOIATEIIHLHOM
Y HOPMaTHBHO-METONYECKOH 0a3e nHPOPMALMOHHO-TOKYMEHTAIHOHHOTO
o0ecrieyeHus ynpaBJieHUs 1 apXUBHOTO JieJla U CMEXHBIX o0yacTel

3Harte

3aKOHOJIATEBHYIO 1 HOPMAaTHBHO-METOAHYECKYIO 0a3y WH(POPMAIIMOHHO-
JIOKYMEHTAIIOHHOTO 00ecrieueH s yIpaBiIeHH!s U apXUBHOTO JIeNIa; IPaBOBYIO
0a3y cMexHbIX obsacTel B cepe KOHPUACHIIMAIBHOIO AeJIONPON3BOCTBA

KoHduneHmuansHoe 1eI10IpOU3BOICTBO

YMeTh

MPUMEHSTH U ONEPUPOBATH 3aKOHOIATEILHOU U HOPMATUBHO-METOIUYECKON
0a30l JIOKYMEHTAIIMOHHOTO 00ecTieYeHNs YIIPABJICHUS M apXUBHOTO JieTia, a
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TaKXe CMEXHBIX o0nacTeil B chepe KOHPUICHINATBEHOTO IEIONPOU3BOICTBA

Bnanets

Croco0aMy OIICHUBAHUS 3HAYMMOCTHU U MPAKTUICCKON MPUTOTHOCTH
WCTIOJIb30BaHMsI 3aKOHOIATEIBHON M HOPMATHBHO-METOAMYCECKOMN 0a30ii
WH(}OPMAITMOHHO-IOKYMEHTAIIHOHHOTO 00eCTIeueH s YIIPaBIeHH U apXUBHOTO
JIeJia U CMEKHBIX 00J1acTel B cepe KOHDUACHIIMAIBHOTO IEIONPOU3BOICTBA

3HaTh

3aKOHOJIATSJIbHYIO ¥ HOPMATUBHO-METOAMUECKYIO 0a3y HHPOPMAIIMOHHO-
I[OKYMCHTaHI/IOHHOFO O6CCHC‘ICHI/I$1 ynpaBHCHI/Iﬂ nu apXI/IBHOFO JcJIa 1 CMEKHBIX
oOmacreit

YMeTh

OPUMEHSThH 3aKOHOIATEIbHYI0 M HOPMATUBHO-METOANYECKYIO 0a3y B CBOSH
po(heCCUOHATIBHOMN IEATEIbHOCTH

IIpoekTHas neATENbHOCTD

Bnanets

CIOCOOHOCTHIO OPUEHTHUPOBATHCS B 3aKOHOATEILHOM M HOPMATHBHO-
METOJIUYECKOH 0a3e MHGOPMAIIMOHHO-TOKYMEHTAIIMOHHOTO 00SCIICUeHUS
yIpaBJICHHs U apXMBHOTO JIeJIa U CMEKHBIX 001acTei

3HaTH

- OCHOBHBIE KaTETOPUU U MOHATHUS aAMUHUCTPATUBHOIO IIpaBa,
aIMUHUCTPATUBHBIE HOPMbI U aIMUHUCTPATUBHO-TIPABOBBIE aKThl, CB3aHHBIE C
peryiaMeHTanuel JOKyMEHTAIIMOHHOTO O0SCIICUSHSI YITPABICHUS i apXUBHOTO
nena

- MPAaBOBOI CTATYC ¥ KOMIIETEHITNHN CYOBEKTOB Q/IMHHIUCTPATUBHBIX
MIPABOOTHOIICHUH B chepe TOKYMEHTAIMOHHOTO 00ECIICUCHUs YITPABICHUS U
ApXHMBHOTO JIeJa

YMeTh

- UCIIOJIb30BaTh OCHOBHBIE KATETOPUH U IMOHATHUS aIMUHUCTPATUBHOIO TIpaBa,
aJMHUHHUCTPATHBHO-TIPABOBHIE HOPMBI M ]IMUHUCTPATUBHO-TIPABOBHIE AKTHI,
CBSI3aHHBIE C perjiaMeHTalueH JOKYMEHTAIIMOHHOTO 00eCTICYeHUS! YIIPaBICHHSI
Y apXUBHOTO Jiena, B Oyayiel npodecCHOHaIbHOM NeITeNbHOCTH

- UCII0JIB30BaTh 3HAHUS O PABOBOM CTaTyCE U KOMIIETEHIIMH CYObEKTOB
IpaXXJIJaHCKHUX MMPABOOTHOMICHHUH B cepe TOKYMEHTAIIHOHHOTO 00eCTIeYeHUs
yHpaBJIeHHs U apXUBHOTO Jelia

JloKyMeHTaIlHOHHOE 00eCTIeYeHue
A IMUHUCTPATUBHBIX OTHOILIEHU B PD

Bnanets

- IPUEMaMU UCIIOJIb30BAHUSI OCHOBHBIX KATErOpUM U MOHSATHI
aIMUHUCTPATUBHOTO MPaBa, aAMUHUCTPATUBHO-TIPABOBBIX HOPM U
aJIMUHUCTPATUBHO-TIPABOBbIE€ aKTOB, CBA3aHHBIX C perjaMeHTaluen
JIOKYMEHTAI[MOHHOTO 00eCIIeUeHHs YIPABJICHHUS U apPXUBHOTO JIe)ia, B Oy xyiiei
po(hecCHOHANBHON NEATENbHOCTH

- IpreMaMHU UCTOJIb30BAHUS 3HAHUSI O PABOBOM CTaTyCE U KOMIIETCHIIUU
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Cy6’beKTOB IrpaXKJaHCKHUX HpaBOOTHOHICHI/Iﬁ B C(bepe JOKYMCHTAIMOHHOT'O
obecrieucHUs YIIpaBJICHUA Y apXHUBHOT'O Acj1a

3HaThH

- 3aKOHO/IaTeNbHYI0 0a3y HHPOpMaMOHHO! cdepsl B PO

- 3aKOHOZAATENIbHYI0 0a3y apXuBHOTO jena B PO

- HOPMaTUBHO-METOJMUECKYI0 0a3y MH(OPMALMOHHON Cephl

- HOpPMaTUBHO-METOMYECKYI0 0a3y B 00JIACTH apXHBHOTO nena B PO

YMeTh

- OPMEHTHPOBATHCA B 3aKOHO/IaTENbHOM 0a3ze nHpopManmoHHOH cdepbl B PD
-OpPUEHTUPOBATHCS B 3aKOHOAATEIBHON 0a3e apXUBHOTO jena B PO

- OPUEHTHPOBATHCS B HOPMATUBHO-METOAMYECKOM Oa3e MHPOPMAIIMOHHOMH
ctepsl B PO

- OPUECHTUPOBATHCS] B HOPMATUBHO-METOINYECKOM Oa3e B 00J1acTH apXUBHOTO
Jena B PO

JlokyMeHTallMOHHOE 00ecTIeUeHuEe
APXUBHOTO JeNia ¥ HH()OPMAIMOHHOH chepsl
B PO

Bnanets

- IpUeMaMy OPHEHTAIIMHU B 3aKOHOaTeNIbHON 6a3e MHQOPMAIIMOHHOH cephl B
PO

- IpreMaMy OPUEHTAIINN B 3aKOHOJATeIbHON O6a3e apxuBHOTO fena B PO

- IpUeMaMy OPHEHTAIMU B HOPMAaTUBHO-METOJUeCKOl 0aze MH(pOopMaIIMOHHOM
ctepsl B PO

- IpUeMaMy OPHEHTAlMK B HOPMAaTUBHO-METOJUECKol 6asze B obnactu
apxuBHOro siena B PO

3HaTh

- OCHOBHBIE KaTETOPUU U MTOHATHUS TPYAOBOIO IIpaBa, COAEPKaHUE HOPM
TPYOBOT'0 3aKOHOZATEIBCTBA U HOPMATUBHBIX AKTOB, CBSI3aHHBIX C
periaMeHTanen JOKyMEHTallMOHHOTO 00ecieueH s yIIPaBICHNS U apXUBHOTO
Jena

- IPaBOBOM CTaTyC U KOMIIETCHIIUH CyOBbEKTOB TPYAOBBIX IPABOOTHOIICHH B
cdepe TOKYMEHTAIMOHHOTO 00ecneyeH s YIIPaBICHUs U apXUBHOTO Jena

YMeTh

- HCIIOJIb30BaTh OCHOBHBIE KATETOPUH U MOHATHUS TPYIOBOTO IIpaBa, 3HAHNE
CoJlep’KaHusl HOPM TPYAOBOTO 3aKOHOAATEIHCTBA 1 HOPMATHBHBIX aKTOB,
CBS3aHHBIX C perjiaMeHTalnell TOKyMEeHTAIMOHHOTO 00eCTIeYeH s YIIPaBIeHUS
Y apXUBHOTO Jiena, B Oyayiel npodecCHOHaIbHOM AeITeNbHOCTH

- UCTIOJIB30BaTh 3HAHUS O MPABOBOM CTaTyCE U KOMIIETEHIIMH CYObEKTOB
TPYIOBBIX MIPABOOTHONICHHUH B chepe JOKYMEHTAIIMOHHOTO 00eCTIeYeHUs
YIPaBIEHMS U apXUBHOIO Aena

J/IoKyMeHTaIMOHHOE 00eCIIeUeHHE TPYIOBBIX
oTHOIlIEHUH B PD

Bnanets

- [IppeMaMi UCII0JIb30BaHUS OCHOBHBIX KaTCFOpI/Iﬁ W HOHSTHHI TPYAOBOI'O
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MIpaBa, 3HaHUE COAEP)KaHNS HOPM TPYJOBOIO 3aKOHOATENbCTBA U
HOPMATUBHBIX aKTOB, CBSI3aHHBIX C PErylaMeHTalMel JOKYMEHTAIL[HIOHHOTO
o0ecriedeHuns ynpaBieHUs U apXUBHOTO Aefa, B Oyayuiei npodeccnoHansHON
JIeITENIbHOCTH

- IpUeMaMH HCTIONb30BAHUS 3HAHUI O IPAaBOBOM CTaTyCe M KOMIIETCHIINU
CyOBEKTOB TPYAOBBIX IPABOOTHOLIECHHUH B chepe JOKYMEHTALHOHHOTO
o0ecrieyeHus ypaBJIeHUs 1 apXUBHOTO JieJia

3HaTh

3aKOHOJIATSJIbHYIO ¥ HOPMATUBHO-METOAMUECKYIO 0a3y MHPOPMAIIMOHHO-
JIOKYMEHTAIIMOHHOTO 00ECIICUCHUs YIPABICHUS U apXUBHOTO JIeJa U CMEKHBIX
oOmacreit

YMeTh

OPUCHTUPOBATLCS B 3aKOHOJATEILHON H HOPMATHBHO-METOMYECKOMN Oase
I/IH(I)OpMaHI/IOHHO'I[OKYMCHTa]_[I/IOHHOFO O6CCH€‘ICHI/I5{ ynpaBHCHI/IH nu apXI/IBHOFO
Jiea U CMEXKHBIX o0JracTeit

MonenupoBaHHe CUCTEM JOKYMEHTAINN
OpraHu3aluu

Bnanets

NPAaKTUYECKUMH HaBBIKAMH HUCIIOIb30BaHUS 3aKOHOAATEILHON 1 HOPMATUBHO-
METOANYECKOH 0a3bl IPU MOJICIMPOBAHUU CUCTEM YIIPABIICHUS OPraHU3aLUU

3HaTh

- OCHOBHBIE KaTE€TOPHH U MOHATHUS TPaKIAaHCKOTO MPaBa, TPakJaHCKO-
MIPaBOBbIE HOPMBI U TPaKIaHCKO-TTPABOBbIE AKTHI, CBSI3aHHBIE C
periaMeHTanen JOKyMEHTallMOHHOTO 00eCIeUeHHs yIIPAaBICHNS U apXUBHOTO
nena

- IPaBOBOM CTATYyC YYACTHUKOB IPaXkIaHCKHUX MPABOOTHOIIEHUH B chepe
JOKYMEHTAIIMOHHOr0 00€eCTIeYeHHs] YIPaBJICHHs U apXUBHOI'O JIeNa

YMeTh

- ICTI0JIb30BaTh OCHOBHBIE KATETOPHH M MOHSTHS MPasKIaHCKOTO IpaBa,
IPaKIaHCKO-TIPABOBbIE HOPMBI U TPaKIaHCKO-TIPABOBBIE aKThI, CBSI3aHHBIE C
perTaMeHTaIel JOKyMEHTAIIMOHHOTO 00€eCIeUeH s YIIPaBICHHS U apXUBHOTO
Jiena B Oyayiei mpo)eCCUOHANIBHOM IS TeIbHOCTH

- UCTIOJIb30BaTh 3HAHMS O MPABOBOM CTaTyCE YYACTHUKOB IPAXKIAHCKUX
MIPABOOTHOIIICHUH B chepe TOKYMEHTAIMOHHOTO 00eCIICUCHUs YITPABICHUS 1
apXMBHOTO Je1a

JloKyMeHTaIlHOHHOE 00eCTIeYeHue
rpakJaHCKUX OTHOIIeHuM B PD

Bnanets

- IpHEeMaMH MCTIOIH30BAHHS OCHOBHBIX KaTETOPUI M MOHITUN TPAKJAHCKOTO
npaBa, FPaXJIaHCKO-IIPABOBBIE HOPM M IPaXJaHCKO-IIPABOBBIE aKTOB,
CBSA3aHHBIX C perjiaMeHTaluell TOKyMEeHTAIMOHHOTO 00eCTIeYeHNs yIIpaBIeHUS
¥ apXHUBHOTO Jiena B Oy aymeil mpodeccnoHaIbHO A TeIbHOCTH

- IpMEMaMH MCTOJIb30BAHHS 3HaHUH O PABOBOM CTaTyCE YYaCTHUKOB
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Tpa’)kaAaHCKUX HpaBOOTHOHIeHHP'I B cq)epe JOKYMCHTAIMOHHOT'O obecrieueHus
YIIpaBJICHUA U apXHUBHOT'O acjia

3HaThH

IIPaBOBBIE OCHOBEI I/IH(I)OpMaI_II/IOHHO-Z[OKyMeHTaHI/IOHHOFO obecrieucHUs
YHOpaBJICHUA U apXUBHOI'O ACJIa JJId OpraHyu3alun pa6OTBI CCKpETaps

YmeTs

NPUMEHSTH Ha IPaKTUKE B MPOPECCHOHANBHON AEATENFHOCTH CEKPETApCKOrO
paboTHuKa 3HaHUs TpaBoBbIX ocHOB IOV u apxuBHOTO Aena

Bmanets

METOIMKaMHU O(pOPMIICHHS U XPaHEHUS JOKYMEHTOB, COCTaBIISIEMBIX
ceKkpeTapeM (C HEeKOTOPHIMH 3aMEYaHHSIMH)

(OCHOBBI CEKPETapCKOro 00CITy)KHBaHUS

3HaTH

OCHOBHBIE OIIPEEICHHS U MOHATHS CIOCOOHOCTH OPHEHTHPOBATHCS B
3aKOHOZAATEILHOW 1 HOPMAaTUBHO-METOJUECKol 6aze HH(OpMaIMOHHO-
JOKyMEHTAIIHOHHOTO 00EeCTICUeHNS! YIIPABIICHHUS U apXHBHOTO JIeJIa U CMEXKHBIX
obnacrei;

YMeTh

KOPPEKTHO BBIPAXKATh U ApPTYMEHTHPOBAHHO OOOCHOBBIBATH MTOJI0KEHHS
CIOCOOHOCTH OPHEHTHPOBATHCS B 3aKOHOAATEILHOW 1 HOPMATUBHO-
METOIUYECKOH 6aze MHPOPMAIIMOHHO-TOKYMEHTAIIMOHHOTO 00eCTIeUeHUs
yIIpaBJICHHs ¥ apXMBHOTO JIeJla U CMEKHBIX 00J1acTel;

Bnaners

croco0aMu COBEPIICHCTBOBAHUSI MPOGECCHOHANBHBIX 3HAHUM U YMEHUHN MyTeM
MCIOJIb30BaHMsI BO3MOXKHOCTEH HH(POPMAIIMOHHON CPEeJIbl CIOCOOHOCTH
OPUEHTHPOBATHCS B 3aKOHOIATSIILHOM M HOPMATUBHO-METOAUYECKON 0a3e
HHPOPMAIMOHHO-TOKYMEHTAI[HOHHOTO O0CCIICUCHHUS YIIPABJICHUS U apXUBHOTO
JIeJia U CMEKHBIX 00JIaCTeil.

[IpoexTupOBaHUE yIPABICHYECKOU
MOKYMCHTAlIKU OpraHu3aln

3HaTh

OCHOBHbIE NPABOGbLE U HOPMAMUBHbLE AKMbL, pe2yaupyrowue pabomy c
00payeHUAMU 2PAXCOaH CReYUPDUKY OpP2aHU3ayuL pabomvl ¢ 00paeHUsMU
2PAdICOaH 8 OP2aAHAX 20CYOAPCMBEHHOU 8IACIU, OP2AHAX MECIHOZ0
CAMOYNPABIEHUsL U OPLAHUZAYUSX, OCYWECTNEISIOWUX NYOTUUHO 3HAYUMbIE

dyHxyuu;

YMeTh

onpeoeisimeb akmyaibHOCIb HOPMAMUBHBIX NPABOBBIX AKMOS,
pe2namenmupyrowux pabomy ¢ 00paujeHusMu epaxcoan 8 OpeaHax
20Cy0apCcmeeH Ol 81ACMU, OP2AHAX MECHHO20 CAMOYNPABAEHUS U
OP2aHU3AYUSIX, OCYWECMBIAIOUUX NYOIUYHO SHAUUMbBLE DYHKYUU,
UOeHMUPUYUPOBaAmMb COCMA8 NPABUIL RO HOO20MOBKE YNPABIEHUECKUX
0OKYMeHmo8 no pabome ¢ 0OpAWEHUAMU 2PAHCOAH 8 3a8UCUMOCTIU OM OP2aAHA

rpask1aH

Opraau3arus paboTsl ¢ OOpaIIeHUSIMHI
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20CY0apCmeeHHOU 61acmu, 0p2ana MECIHO20 CAMOYNPAGIEHUsL WU TUN
OpeaHU3ayUU. .

Bianets

NPUHYURAMU PAHICUPOBAHUSL HOPMAMUBHBIX OOKYMEHMO8, Pe2lamMenmupyouux
pabomy ¢ 0bpaugeHuAMU SPANCOAH NO 3HAUUMOCTIU,

HABbIKAMU NOUCKA HOPMAMUBHBIX U NPABOBBIX AKMOSE 8 UHDOPMAYUOHHO-
npasoewvix nopmanax cemu Unmepuem;

HABLIKAMU OCMAGIEHUSL NUCEM-YBEOOMAEHULL CO CCHLIKAMU HA
3axoHodamenvHule akmvl PO.

3HaTh

3aKOHOZAATENIbHYIO U HOPMAaTHBHO-METOINYECKYIO 0a3y HHPOPMAIIOHHO-
JOKYMEHTAIIHOHHOTO 00eCTIeUeHNUS! YIIPAaBIICHUS U apXHBHOTO JIeJIa; TPABOBYIO
0a3y cMexxHBIX 00acTell B cepe KOHPHUISHITNATFHOTO JeIONPOU3BOJICTBA

YmeTh

IIPUMEHATD U ONIEPUPOBATH 3aKOHOATEIbHON U HOPMATUBHO-METOIUYECKON
0a30i1 JOKYMEHTALIMOHHOTO 00ECIIeYEeHNsI yIIPaBIeHHs U apXUBHOTIO Jefa, a
TaK)Ke CMEKHBIX 00JacTed B cepe KOHDUACHIINATBHOTO IETONPON3BOICTBA

JlokyMeHTallMOHHOE 00ecTIeUeHuEe
[YIpaBJICHUs Ha NPEINPUATHIX Pa3InIHbIX

Bmanets

croco6aMy OIIEHWBAHUS 3HAYMMOCTHU U MPAKTUIECKON MPUTOTHOCTH
MCIOJIb30BaHMsI 3aKOHOIATEIBHON 1 HOPMATUBHO-METOAMYCSCKOM 0a30it
UHGOPMAIMOHHO-IOKYMEHTAIIMOHHOTO 00SCIICUEHUS YIIPABJICHUS U aPXHUBHOTO
JIeJia ¥ CMEeXHBIX 00sacTe B cepe KOHDUACHIIMATBHOTO JIEITONPONU3BOICTBA

OpTraHU3aIIMOHHO-TIPABOBEIX (OPM

3HaTh

3aKOHOJATENbHYI0 U HOPMAaTHBHO-METOANYECKYIO 0a3y HH(POPMALIMOHHO-
JIOKYMEHTAI[MIOHHOTO 00eCTieueHus YIIPaBIEeHUS U apXUBHOTO JIeJIa U CMEKHBIX
o0yacTell B 4aCTH MEPCOHANBHBIX JAaHHBIX Pa0OTHHKA

VYmeTh

OpPUECHTUPOBATHLCS B 3aKOHOAATENBHOW M HOPMAaTHBHO-METOIMIECKOM Oa3e
MH(POPMALIMOHHO-TOKYMEHTAIHOHHOTO 00eCIeueH s YIIPABICHUS U ApXUBHOTO
JieJla ¥ CMEXKHBIX 00JIacTel B YaCTH MEPCOHATIbHBIX IAHHBIX PA0OTHHKA

HepCOHaJ’IBHBIe JaHHBIC U UX
HAOKYMCHTHUPOBAHUC

Bnanets

CIIOCOOHOCTBIO MPUMEHEHHUS 3aKOHOIATSJIbHOM U HOPMATHBHO-METOINIECKON
6a3pl 1 UH(POPMAITMOHHO-TOKYMEHTAIIMOHHOTO 00CCIICUCHUS YIIPABICHUS U
APXUBHOTO JIEJIa U CMEXHBIX 00J1aCTel B YaCTH MIEPCOHANBHBIX JaHHBIX
pabOTHHKA U UX JOKYMEHTHPOBAHHS

3Harth

ouyuanvrvie UCMOYHUKY ONYOIUKOBAHUS AKINYATIbHBIX HOPMAMUBHBIX
npagosvlx akmos PD;

omauYUmenbHvle XapaKkmepucmuku 3aKoOH00amenbCcmed no
OOKYMEHMUPOBAHUIO OeAMeTbHOCMU He20CYOAPCMEEHHbIX OP2AHU3AYULL,
VPOBHU HOpMamusHo-memoouueckou bazvl JJOY u HOY;

/ToxymMeHTHpOBaHUE AESITEIbHOCTH
HErOCYIapCTBEHHBIX OpPraHU3aIIHiA
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NPUHYUNBL UOSHMUDUKAYUY HOPMAMUBHOU CPEObl OOKYMEHMUPOBAHUSL 8
OpP2aHU3AYUAX 8 COOMBEMCMBUU C BUOOM ee IKOHOMUUECKOU OesamelbHOCmU,
Ghopmuvl cOOCmMBEHHOCMU, OP2AHUZAYUOHHO-NPABOBOU POPMb.

YmeTs

HAX00UMb aKmMyanbHble pedakyuu HeoOX0OUMbIX HOPMAMUBHBIX NPABOGHIX
axkmos 6 uHghopmayuonno-npasosvix Mnmepnem-nopmanax « Koncyromanmpy,
«l'apanmy u op.;

Gopmuposams HOPMAMUBHYIO CPeY, PEYIUPYIOUYIO OOKYMEHMUPOBAHUE
0esamenbHOCMU He20Cy0apCMEeHHbIX OP2AHU3AYUL 8 COOMEEMCMBUU C
OpP2aHU3AYUOHHO-NPABOBOU POPMOIL;

BBIABNIAMY 68 MEKCME HOPMAMUBHBIX OOKYMEHMOE8 C8EOeHUS, KACAIOWUECS]
mpe6o8anuii K 00KYMEeHMUPOBAHUIO 0esmeNbHOCMU He2o0CY0apCmMBEeHHbIX
opzanuzayuu;

Bimagets

HAaBbIKaMU AHAU3A YPOBHU HOPMAMUBHO-Memooudeckou 6azvl JOY u UOY;
Memooamu uOeHmupuKayuy HOpMamueHoU cpeosvl OJis KOHKPEMHOU
Op2aHU3aAYUYU UTU MUNA OP2AHUSAYUTL,

cnocobamu 0eMOHCMpayuy yMenus aHaiu3uposams HOpMAaAmueHo-
Mmeroandeckyto 6azy JOY u HOY;

3HaTh

HOPMAaTUBHYIO 0a3y U OCHOBBI pabOThI CHCTEM HH(OPMALMOHHOTO U
TEXHUYECKOTO 00ecIeYeH sl JOKYMEHTO000pOoTa B OyXTaJITEPCKOM y4eTe 1
yIpaBlieHHsI ApXUBOM OyXTaITEPCKUX JOKYMEHTOB

YMeTh

MCIIOJIb30BaTh 3HAHUS Pa0OTHI CHCTEM WHPOPMALIMOHHOTO U TEXHHYECKOTO
o0ecrieyeHus TOKyMEHTO000pOTa B OyXIrajaTepCcKOM yueTe U YIpaBIeHUS
apXUBOM OYXTaITEPCKUX JOKYMEHTOB B MPO(ECCHOHAIBHOM JesITENbHOCTH

JIOKyMEHTBI 1 TOKYMEHTO00OpOT B
OyXraiaTepcKoM ydere

Bnanets

MCETOJUKaMHU COCTABJICHUSA JOKYMCHTOB GYXFaJITepCKOFO yucTa B
I/IH(I)OpMaHI/IOHHBIX CUCTEMAax U C MPUMCHCHUEM COBPEMCHHBIX TEXHUYCCKUX
CpCACTB C YUCTOM CHCLII/I(bI/IKI/I OpraHu3anunu

3HaTh

NPaBOBBIE OCHOBBI HH(OPMAIIMOHHO-A0KYMEHTALIMOHHOTO 00ECTIeYeHUS
YOPABJICHHS U apXUBHOTO JIeJa sl HYKJ] KOHKPETHOIO apXUBHOTO YUPEKIACHUS

YmeTh

MPUMEHATH Ha MMPAKTUKE B MPO(PECCUOHATILHON ACSITSIABHOCTH 3HAHUS
npaBoBbIX 0cHOB MJIOY u apXuBHOTrO Jiesia B KOHKPETHOM apXUBHOM
YUpeKICHUN

[Tpon3BOACTBEHHAS - TPAKTHKA TIO
MOJTy4EHUIO PO(eCCHOHATILHBIX YMEHUN U
oTbITa TPO(EeCCHOHATILHOM eI TeNbHOCTH

Bnanets

METOAUMKAaMH O(i)OpMJ'IeHI/IH " XpaHCHUSA JOKYMCHTOB C YUCTOM HOPM -
COCTAaBJICHUC JOKYMCHTOB C HCKOTOPBIMHU 3aMCUAHUSAMUA
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[Tpou3BoACTBEHHAS — MPEAAUILIIOMHAS
ITPaKTHKa

KomMnemeHyuu

3Hath MPaBOBBIE OCHOBBI HH()OPMAIIMOHHO-AOKYMEHTAIMOHHOTO 00eCTICYeHUS
YIPAaBICHUS K apXUBHOTO JeJIa Il Hy K KOHKPETHOTO apXHUBHOTO YUPEXKICHUS

Ymers IPUMEHSTh Ha IPAKTUKE B IPOGECCUOHANBHON AEATEIbHOCTH 3HAHUS
npaBoBbIX 0cHOB MJIOY 1 apXuBHOTO Jiena B KOHKPETHOM apXHUBHOM
YUPEXKICHUH

Bnagers METOAUKAMHU O0(OPMIICHHS M XPAaHEHUS TOKYMEHTOB C Y4ETOM HOPM -

COCTaBJICHME JOKYMCEHTOB C HCKOTOPBIMU 3aMCYaHUAMU

JIIK-3- 3HaHueM 0CHOB TPY/A0BOI0

3aKO0HO/IATE/IbCTBA, IPABUJ U HOPM OXPaHbI TPYyIa

3HaTH

OCHOBHbIE MOHATHS B 00J1aCTH TPYAOBOTO paBa PD, a Taxke npaBuil 1 HOPM
OXpaHsbl TpyJa

YMeTh

MIPUMEHATH OCHOBBI TPYAOBOTO 3aKOHOJATENbCTBA, MPAaBUIA U HOPMBI OXPAHBI
TpyZa B npodeccHoHATFHON U NPaKTHYECKOH e TeTbHOCTH

KaILPOBOC ACIOMPOU3BOACTBO

Bnanets

3HanreM ocHOB TK P®, a Tak jxe mpaBuI U HOPM OXpaHbI TPyIa

3HaTh

- HOPMAaTHBHBIC OCHOBBI pa60Tm C NICpCOHAJIbHBIMHA JaHHBIMUA pa6OTHI/IKOB,
HCIIOJIb3YEMbIMU pa6OTOI[aTeJ'IHMI/I

VYmeTh

- IPUMEHATH 3HaHUSI O HOPMAaTHUBHOM peryiaMeHTalH paboThI ¢
NEePCOHANBHBIMYU JTaHHBIMH PAOOTHHUKOB, HUCIIOJIb3YEMBIMH PA0OTOATEISIMH, B
npodecCHOHATLHON IeATENLHOCTH JJOKYMEHTOBEIa M PA0OTHHUKA apXUBa

JloKyMeHTalmoHHOe o0ecIieueHne
APXMBHOTO Jiesia U HHPOPMAIIMOHHOH cephl

Bnanets

- IpYeMaMH MCIO0JIb30BaHUs 3HAHUIT B 00J1aCTH HOPMATUBHOM periaMeHTaluu
PabOoThI C IEPCOHAIBHBIMU TAHHBIMH PA0OTHUKOB, UCTIOJIB3yEMbIMU
paboroaaressiMu, B IpOheCCHOHATBHON JIeATeTbHOCTH JOKYMEHTOBEIa U
paboTHHUKa apXuBa

B PO

3HaTh

- OCHOBHBI€ MTOHATHA U KaTerOpUH TPYIOBOTO IIpaBa
- HOPMBI TPYZOBOTO 3aKOHOJATEIBCTBA, 3aKOHOIaTENIbCTBA, PETYIUPYIOIIETO
3aHATOCTh HACEJICHUSA

- OCHOBHBIE MEXaHU3MBI PETyJIMPOBaHUS OTHOILIEHUN B cepe Tpyna
-[IOJIUTHKY TOCYJIApCTBa B chepe COIMAIBHOTO MapTHEPCTBA

- OCHOBHBIE TPeOOBaHMA K AUCUUIIMHE TPyaa

- IpaBUJIa U HOPMBI OXpaHbl TPYa, 3aKpeIICHHbIE B TPYAOBOM
3aKOHOJATEIbCTBE

JlokyMeHTaIoHHOe 00ecTieueHre TPYIOBBIX
oTHOLIEHUH B PO

VYmeTh

- IPUMCHATH 3HAHUA OCHOBHBIX ITOHATHA U KaTeFOpI/Iﬁ TPYAOBOI'O IIpaBa B
Oynymieit mpodeccuoHaIbHON NEATENbHOCTH
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- UCTIOJIb30BaTh HOPMBI TPYIOBOIO 3aKOHOIATEIBCTBA, 3aKOHOIATEIbCTRA,
PETyIUPYIONIETO 3aHATOCTh HACEICHUs, B OyayIel mpodecCHoHaNbHON
JIeSITeTIbHOCTH

- OTIPE/IENIATH OCHOBHBIC MEXaHU3MBI PEr'yINPOBAHUS OTHOIICHUH B cepe
TpyAa

- UCTIOJIB30BaTh 3HAHMUS O MOJUTHKE TOCYIapCTBa B chepe COIHATHHOTO
MapTHEPCTBA B OyAyIIeH MPpodeCCUOHANIBHOM IEeATSILHOCTH

- HCTIONIb30BaTh OCHOBHBIC TPEOOBAHMS K AUCIUITINHE TPYAa B Oyaymiei
npo(eCcCHOHATLHON TIEATETHHOCTH

- IPUMEHSATH TPaBHIIa ¥ HOPMBI OXPaHBI TPY/Ia, 3aKPEIICHHBIE B TPYIOBOM
3aKOHOJIATENIbCTBE, B OynyIed NpoeCCHOHAILHON e TeILHOCTH

Bnanets

- IpueMaMiu NPpUMCHCHUA 3HAHUM OCHOBHBIX ITOHATHUS U KaTeFOpI/II\/'I TPYAOBOT'O
mpasa B Oyaymieit npodeccnoHaIbHON AeATEeNbHOCTH

- Ip¥eMaMH MCIOJIb30BaHUs HOPM TPYIOBOTO 3aKOHO/IATENILCTBA,
3aKOHOAATENILCTBA, PErYJIMPYIOIIETO 3aHATOCTh HACETICHUS, B OyayIIeH
npodeccnoHabHOM AeSTETbHOCTH

- 3HAHUSIMU 00 OCHOBHBIX MEXaHH3MaX PEryJHMpOBaHMUS OTHOLICHUH B chepe
Tpyna

- 3HAHUSIMU O TIOJIUTUKE rOCYIapcTBa B chepe connaabHOro MapTHEPCTBA B
Oynymieit mpodecCHOHaNBHOMN eI TeIbHOCTH

- 3HAHUSAMHU 00 OCHOBHBIX TPEOOBAHMSX K JUCLHUIUIMHE TPYJIA C EIbI0
WCIIOJIB30BaHMs UX B Oyyiiei nmpodeccuoHaaIbHON AeATEIbHOCTH

- 3HAHUSIMU TIPABUJI M HOPM OXPaHBI TPYAa, 3aKPEIUICHHBIX B TPYI0BOM
3aKOHOJIATENIbCTBE, B Oy IyIed IpoecCuOHAIbHOM IS TeIbHOCTH

3HaTh

OCHOBBI TPYZOBOT'0 3aKOHOAATENHCTBA U IIPaBUJIa OXpaHbl TPYya, OMpeeIeHus
MIPOIIECCOB, PErVIAMEHTHPOBAHHBIX TPYAOBBIM 3aKOHO/IATENHCTBOM

YmeTh

00cyxaTh criocoObl 3ppekTHBHOTO pereHus 3a71a4 B TPYIOBBIX
IPaBOOTHOIICHHSX

HepCOHaHBHBIe JaHHBIC U X
HAOKYMCHTHUPOBAHUC

Bnanets

OCHOBHBIMH METOJIaMH PELICHHUS 3a/1a4 B 00JIACTH TPYIOBOTO
3aKOHOAATENHhCTBA, IPABUII U HOPM OXPaHBI TPy

3HaTh

3aKOHOAATEIbHBIE 1 HOPMAaTHBHO-METOAMYECKHE aKThl TPYIOBOTO TIpaBa,
paBuJia 1 HOPMBI OXpaHbl TPYZIa M CMEKHBIX o0nacTen

MupopMaLmoOHHBIE pecypchl KaJApOBOM

YMeTh

MNPUMCHSTH 3aKOHOAATCIIbHBIC 1 HOPMATUBHO-METOANYCCKUEC AKThI TPYAOBOT'O

CITyKOBI
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ImpaBa, IpaBujia U HOPMbI OXPaHbI TPyJda U CMEKHBIX obOmacTeli Ha IMPAKTUKEC

Bnanets Croco0aMy OIICHUBAHUS 3HAYMMOCTHU U MPAKTUICCKON MPUTOTHOCTH
HCIIOJIb30BaHUS 3aKOHOAATEIIBHBIX U HOPMATUBHO-METOIMYECKUX aKTOB
TPYAOBOTO MpaBa, MPAaBUJI 1 HOPM OXPaHBI TPYIa M CMEXHBIX 00J1acTei
3Hath OCHOBHI TPYAOBOTO 3aKOHOAATEIHCTBA, OCHOBHBIC TIPaBUJIa U HOPMBI OXPaHbI
TpyIa
YnMmeTs aHAJTN3UPOBATh OCHOBBI TPYIOBOTO 3aKOHOATEILCTBA, OCHOBHBIC ITpaBmwia U [[Ipon3BoACTBEHHAS — MPEAAUIIIOMHAS
HOPMBI OXpaHbl TPyJa MpaKTHUKa
Bnagets HABBIKOM HCIIOJB30BaHUS B JESTEIHOCTH OCHOB TPYJOBOTO 3aKOHOATEIILCTBA,

OCHOBHBIX IIPaBWJI M HOPM OXPaHbl Tpyaa

JAIK-4- cioco0HOCTHIO K COOTI0eHHI0 TPe0OBAHUI K OPraHU3aAIMHU CEKPETAPCKOTo 00CTyKMBAHUS

3HaTh MIPaBOBBIE OCHOBHI OPTaHU3AINH CEKPETAPCKOTO 0OCTYKUBAHUS
YMets NPUMEHSTh Ha MPaKTUKE B MPOPECCHOHANBHON ACATENLHOCTH 3HAHHS

npaBoBEIX ocHOB OCO

P (OCHOBBI CEKPETapCKOro 00CITy>KMBaHUS

Bianers TEXHUKaM¥ U HaBBIKAMH O(QOPMIICHUS M XpaHEHUS JIOKyMEHTOB, CBSI3aHHBIX C

CEKPETAPCKUM O0CITY>KHBAaHUEM - COCTABJICHUE JOKYMEHTOB C HEKOTOPBIMU

3aMCHaAHUIMU
3HaTh
VMeTh [MToxroroBka K ciade ¥ craya

rOCYIapCTBEHHOI'0 3K3aMeHa

Bnaners

JIIK-5- ¢cioco0HOCTHIO K COOTI0IeHHI0 TPe0OBAHUI K OPraHU3alMU KAIPOBOTO0 J1eJONPOU3BOACTBA U JOKYMEHTH

XPAHCHHUIO TOKYMECHTOB 110 JUYIHOM

COCTaBY

POBaHUIO TPYAOBBIX OTHOLIEHMIA,

3HaTh

MOHATHE OpPTaHU3aluHU KaJpOBOTo AETIONPONU3BOJCTBA U JOKYMEHTHPOBAaHUE
TPYJIOBBIX OTHOIUIEHUHI

YmeTh C06JHOJIaTI) Tpe6OBaHI/I$I K OpraHu3aly KagpoBOro ACJIONpPOU3BOACTBA U Ka,I[I)OBOC JCJIONPOU3BOJCTBO
JTOKYMEHTHPOBAHHIO TPYIOBBIX OTHOIIEHUH
Bnagers METOAAMH OPTraHU3aLUU KaAPOBOTO AEJIONPOU3BOICTBA
3Hath - OCHOBBI pabOTHI C KaIPOBOH TOKYMEHTAIMEN, B TOM YHCIie TpeOOBaHUS K
OpraHU3alKy KaJpOBOro AEIONPOU3BOACTBA U JOKYMEHTUPOBAHUIO TPYIOBBIX
OTHOILUEHUH, a TaK K€ XPaHEHUIO JOKYMEHTOB I10 JIMYHOMY COCTaBY APXHBBI IO JIHIHOMY COCTaBY
YMetb - OpraHu30BaTh KaJIpOBOE JIEJIONPOU3BOACTBO, XPaHEHHUE KAIPOBOU
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JIOKYMEHTAIIH U OPTaHU30BaTh COOJIIOICHHIE TPEOOBAHUN K OpraHU3aIUN
KaJI[pOBOTO JIEIOMPOU3BOICTBA M IOKYMEHTUPOBAHUIO TPYIOBBIX OTHOIICHHA,
XPaHEHUIO JOKYMEHTOB I10 JUYHOMY COCTaBY

Brnanetsb - CIOCOOHOCTHIO K COOITIOICHNIO TPEOOBAHUH K OpraHU3aIMy KaJapOBOTo
JICITOTIPOM3BOJICTBA U IOKYMEHTHPOBAHUIO TPYOBBIX OTHOIICHHHA, XPaHECHHIO
JIOKYMEHTOB TI0 JINYHOMY COCTaBY
3HaTh OTIpeJICIICHISI TPOIIECCOB B OPraHU3aluu TOKYMEHTUPOBAHUS TPYAOBBIX
OTHomCHHﬁ, MEPCOHAJIIBHBIX JAHHBIX, 10 XPAHCHUIO JOKYMCHTOB I10 JINYHOMY
COCTaBy
Ymethb cobumoaaTh TpeOOBaHUS TPEABABIIEMBIE K OPraHU3aI[HH KazIpoBoro ITepcoHATbHBIE AAHHBIE 1 HX
JICIIOTIPON3BOJICTBA U IOKYMEHTUPOBAHUIO TPYJIOBBIX OTHOIICHHA, XPAHECHUIO
MTOKYMEHTUPOBAHUE
JOKYMCHTOB 110 JIMYHOMY COCTAaBY B 4aCTHU NICPCOHAJIBHBIX JaHHBIX pa6OTHI/IKa
Bnagetsb CIOCOOHOCTBIO K COOJTIOJICHHUIO TPEOOBAaHUI K OpraHu3aliy KaJJpoBOTro
JIEJIONIPOU3BOACTBA U IOKYMEHTUPOBAHUIO TPYIOBbIX OTHOLIEHUMN, XPAaHEHUIO
JIOKYMEHTOB IO JINYHOMY COCTaBY B YaCTH MEPCOHANBHBIX JAHHBIX paOOTHUKA
3HaTh o01IenpodecCHOHAEHBIE TCOPETUICCKUE U METOIUNYECKUE TPEOOBAHUS K
OpraHu3aruy KaJpoBoro JAeI0MPOU3BOACTBA M JOKYMEHTHPOBAHUIO TPYAOBBIX
OTHomeHHﬁ, XPaHCHHIO TOKYMCHTOB 110 JIMYHOMY COCTAaBYy
YMerb OCYIIECTBIISTh U OPTraHU30BBIBATh PA0OTy Ha MPOPECCHOHATLHOM YPOBHE mo (DOPMALHOHHEIE PECYPCHI KAIPOBOf
KaJIpOBOMY JICJIONPOM3BOCTBY U IOKYMEHTHPOBAHHIO TPYIOBBIX OTHOIICHUIA, N
XPaHCHUIO JOKYMCHTOB I10 JINYHOMY COCTaBY
Bnanmets CIOCOOHOCTHRIO K COOJTIOZICHNIO TPEOOBAHMI K OpraHu3alMy KaJapOBOTo
JIEJIONIPOU3BOACTBA U IOKYMEHTUPOBAHUIO TPYIOBBIX OTHOIUIEHUHN, XPAHEHUIO
JIOKYMEHTOB 0 JINYHOMY COCTaBY Ha MPO(hECCHOHATHLHOM YPOBHE
3HaTh
- TloaroToBKa K ciave v clada
rOCYIapCTBEHHOTO K3aMEHa
Bmanets

JIIK-6 - cnoco0HOCTBIO OPraHU30BaTh PadoTy ¢ JOKYMEHTaMH, COAePKAIMMH HH(OPMALMIO OTPAHUYEHHOI'0 10CTyNAa

3HaTh o0menpodeccHoHATbHBIC TEOPETUIECKIE U METOANYECKUE OCHOBBI padOTHI €
JIOKYMEHTaMH, COJIEPKAIIMMU HHPOPMAIIMIO OTPAaHHYEHHOTO JIOCTyIa
YMeThb OCYIIECTBJISATh U OPIraHU30BbIBATH Pa0OTY Ha MPO(ECCHOHAIBHOM YPOBHE C

JOKYMCHTaMHU, COACPKAIINMHU I/IH(i)OpMaIH/IIO OIrpaHUYCHHOI'O JOCTYyIIa

KoHduneHmuansHoe 1e10IpONU3BOICTBO
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Brnanets HaBBIKaMU 110 OCYILIECTBICHHUIO U OPraHnu3aliuy padoThl Ha MPOPEeCcCHOHATEHOM
YpOBHE C JOKYMEHTaMH, COJIEPKaIMMK HHPOPMAIIHIO OTPAaHINYEHHOTO JOCTYTIIa
3HaTh OCHOBHBIE METO/IBI NCCIIEOBAHMUI, UCIONB3yeMble B paboTe ¢ nH(pOpMaIrei
OTPaHUYEHHOTO JOCTYMNa
Ymeth OpraHu30BaTh pabOTy C TOKYMEHTaMH, COACPKAIUMHU HH(POPMALIUIO [epconanbHbIe JaHHBIE U UX
OrpaHUYCHHOI0 A0CTyIa B 4aCTH JOKYMCHTHUPOBAHUA IICPCOHAJIBHBIX JAHHBIX MOKYMCHTHUPOBAHUEC
Bnagets croco6aMy ¥ METOIaMHt padOTHI C JOKYMEHTaMU, COAepPKAIUMI HH()OPMAITHIO
OTPaHMYEHHOTO JIOCTYIA B YAaCTH MEPCOHATBHBIX TaHHBIX paOOTHHUKA
3HaTh
Vatorn IIoaroroska k crade u caaqa
TOCY/IapCTBEHHOTO dK3aMeHa
Bnanets

AIIK-7 - cnoco0HOCTHIO MPUMEHSATH

METOABbI MPOBEACHHUSA KOJIUIECCTBEHHOI'0 AaHAJIN3Aa OPraHu3alv J10KYMECHTAIIUOHHOT 0 o0ecneyeHus YIpaBJICHUS U
APXUBHOI'O XpaHCHHUSA JOKYMCHTOB B KOHerTHOﬁ opraHnm3aunvm

3HaTh

- OCHOBHbIE MOHATMA U MeTO4010IrNK0 KOZINYECTBEHHOIO aHaNn3a,

- MaTemMaThyeCkne metobl nposeaeHUA KOIMYECTBEHHOIO aHa/In3a

VYmeTh

- IPUMEHATb MeToAbl NpoBeaAeHNA KONNYEeCTBEHHOIO aHaIn3

- dHa/In3npoBaTb NoNy4YeHHbIe pe3ynbTaThbl B XO04€ nposBeaeHUA
KO/IN4ECTBEHHOIO aHaNn3a;

- MTPUMEHATb MEeTOAbl NpoBegeHNA KONNYECTBEHHOIO aHa/1M3a

MartemaTHnka

Bnangets

- HaBblKaMu d)OpMyJ'II/IpOBaHVIH APryMmeHTUPOBAHHOIO U AOKa3aTe/IbHOIo
BblBOJa B XOo4€ nposeaeHNA aHa/in3a

3HaTh

OCHOBBI IPUMEHEHUA METOAOB IIPOBEACHUA KOJIMUCCTBEHHOI'O aHaJIn3a
opranu3anuy JOKYMECHTAIMOHHOT'O obecneyeHus YIIpaBJICHUA U apXUBHOT'O
XPAaHCHU

CrenmaibHasi CHCTeMa YIeTHOH

YMeTh

MMPUMCHSTH Ha IIPAKTUKE B HpO(beCCHOHaHBHOﬁ JACATCIIBHOCTHU 3HAHUA O
MCTOJaX NPOBEACHNA KOJIMYCCTBECHHOI'O aHaJIM3a OpraHu3anun

JAOKYMCHTAlN
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JOKYMCHTAIUOHHOT'O obecrneueHus YIpaBJICHUA U aPXUBHOT'O XpaHCHUA

Bnanets

TCXHHUKaMH, HaBBIKaMU H criocobamMu MMPOBCACHUA KOJIMUCCTBCHHOT'O aHaIn3a
opraHu3an JOKYMCHTAIIMOHHOT'O obecrneueHus YIpaBJICHUA U apXUBHOT'O
XPpaHCHU 6YXFaHTepCKI/IX AJOKYMCHTOB

3HaTh

-OpraHu3alMIo IIpoLecca pa3padOTKU yIPaBIEHYECKUX PELICHUI;
-OCHOBHBIE MAaTEMaTHUECKUE MOJICIIN TIPHHSTHSI PEILICHUH;

-OCHOBHBIE MTOHSATHS, IPUHIIUITBI 1 METOJOJIOTHIO MAaTEMaTHIeCKOTO
MOJEITUPOBAHUS;

~T€OPETUYECKHE OCHOBBI M METObl KOJTMYECTBEHHOTO U KAUECTBEHHOTO
aHayM3a NPy MPUHATHN YIPABICHYECKUX PELICHUH;

-3Tarbl IOCTPOCHUS SKOHOMUYECKUX, QUHAHCOBBIX U OPraHU3aLUOHHO -
yIpaBJIeHYECKUX MOJeIel B 3a1a4ax pa3padOTKH yIpaBJIEHYECKUX PEHICHUH

YMeTh

- pelaTh TUIOBBIE MATEMATUUECKHUE 3aa41, UCIIOJIb3YEMbIE IIPH MPUHATUU
YIIPABIEHYECKUX PELICHU;

- HCTIOJIb30BaTh MATEMATUYECKUH S3bIK 1 MATEMATUYECKYHO0 CUMBOJIUKY [IPU
MOCTPOEHUHU OPraHU3aLUOHHO-YIPABICHYECKUX MOJIEICH;

- IPUMEHATHh METO/Ibl KOJIMYECTBEHHOT0 M KAU€CTBEHHOT'O aHAJIN3a MIPU
MPUHATUM YIIPABICHUYECKUX PELICHUM;

- O€CHUBATh aJICKBATHOCTb S KOHOMHWYCCKHX, (1)I/IH3.HCOBLIX " OpraHnu3aliMOHHO-

YIIPABJICHUYECKUX MOJENIeH B 3a/jadax pa3pabOoTKK YIPABICHUECKUX PEIICHUN

[KonuuecTBEeHHBIC MCETOJbI B TYMAaHUTAPHBIX
MCCJIICJOBAaHUAX

Bnanets

- IpUeMaMy TIOCTPOCHUSI U HCITONIB30BAHUS SKOHOMHUECKHX, DUHAHCOBBIX U
OpraHU3allMOHHO-YIIPaBIEHYECKIX MOJIENel B 3a7auax pa3padoTKu
YIpaBIeHUYECKUX PEIICHUH;

- MaTeMaTUYECKUMH, CTATUCTUYECKUMH U KOJINYECTBEHHBIMU METOIaMHU
pelIeHus] TUITOBBIX OPraHU3aIlMOHHO-YIIPABICHYECKUX 3a/1a4;

- HaBBIKAMH NIPUMEHEHHs1 0a30BOT0 IPOTPAMMHOTO HHCTPYMEHTApUs
MaTEMaTHYECKOT0 MOJICTIMPOBAHNS B YIIPaBJIECHUU

3HaTh

-OpraHu3alMIo Mpolecca pa3padOTKH yIpaBIeHYECKUX PELICHUH;
-OCHOBHBIE MATEMATHYECKUE MOJEJIH NIPUHATHUS PELLICHUM;

-OCHOBHBIE ITOHATHUS, IPUHLUIIBI U METOLOJIOTUI0 MaTEMATUYECKOTO
MOZEIIUPOBAHUS;

-TEOPETUYECKUE OCHOBBI U METO/bI KOJIMYECTBEHHOI'O U KaYECTBEHHOT O
AHaJIM3a IIPU PUHATHUN YIIPABJIECHYECKUX PELICHUM;

Matematnueckue MeToasl B JJOY
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-3Tanbl OCTPOSHUS IKOHOMHUYECKUX, (PUHAHCOBBIX U OPTaHU3AI[HOHHO -
yHpaBJIeHIECKUX MOJETEH B 3a/1a4ax pa3paboTKH YIPaBIEHIECKUX PEHICHUN

YMeTh

- pelIaTh TUIIOBbIE MAaTEMAaTHYECKHE 331a4H, UCIIOIb3yEMbIe IPH IPUHATHH
YIPaBIEHUECKHUX PEIICHUH;

- HCIOJIb30BaTh MAaTEMaTHUECKUI S3bIK M MAaTEMaTHUECKYI0 CHMBOJIMKY TIPU
MOCTPOCHUH OPraHU3aLMOHHO-YIPaBICHYECKUX MOJENeH;

- IPUMEHSATh METO/Ibl KOJIMYECTBEHHOI'O 1 KAYECTBEHHOTO aHAIN3a MIPH
MIPUHATUH YIIPABIEHYECKUX PELICHUH;

- OLICHUBATH a/IKBATHOCTh SKOHOMUYECKUX, (PMHAHCOBBIX M OPraHU3alMOHHO-
yIpaBJIeHYECKUX MOJeJIel B 3a1a4ax pa3padO0TKH yIPaBJIEHUYECKUX PEHICHUH

Bmanets

- IpYeéMaMy TIOCTPOEHUSI U UCIIOJIb30BAHUS SKOHOMHUECKHUX, (DUHAHCOBBIX U
OpraHU3allMOHHO-YIIPABICHUECKUX MOJETICH B 3a/1a4ax pa3padoTKH
YIPABICHYECKHUX PEIICHUN;

- MaTEMaTHYECKUMH, CTATUCTHYECKUMH U KOJINYECTBEHHBIMH METOJaMHU
pelIeHUs TUITOBBIX OPraHU3allMOHHO-YIIPAaBICHYECKUX 3a/1a4;

- HaBbIKaMH MPUMEHEHHs 0a30BOT0 IPOTPAMMHOT0 HHCTPYMEHTapHUs
MaTEMaTHYECKOT0 MOJICIIMPOBAHHNS B YIIPaBJICHUU

3HaTh

YMeTh

[loaroroBKa K ciade U caada

Bnanets

rOCYyJapCTBCHHOI'O SK3aMCHa

IHNPOPECCHOHAJIBHBIE KOMIIETEHIIUN

ITK-1 — cnoco0HOCTHIO NMPUMEHATH HAYIHBIC METOALI MPHU UCCJICA0BAHUN 00LEKTOB HpO(l)eCCHOHaHbHOﬁ ACATCJIbHOCTH

Maremaruka

3HaTh - MOHATUE MaTpuULbl, onpeaennTesib MaTpuubl, MMHOP MaTpuLlbl,
a/'ll'66paVILIECKOG AONO/IHEHNE MaTpPULLbI, O6paTHaF| MaTpuLa, paHr MmaTpuLbl
- OCHOBHbleé MaTemMaTn4eCkne moaenn NpuHATUA pEUJEHMl\;I

Vmers - CTPOUTb MaTeMaTU4YECKMNE moaenun ana nccnenoBaHmAa peasibHoO

npoTeKakwmnx npoueccos, FlBﬂeHVIﬁ,'

- 3G PEKTUBHO NPUMEHATL Ha NPAKTUKE MHAYKTUBHBIN U AeAYKTUBHbIA MeToApb!
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nccneaoBaHUM

Bnanets

- HaBblKaMW UCNONb30BaHMA B NPOPECCMOHANbHOM AeATenbHOCTM 6a3oBbIX
3HaHUMN B 06N1acTM maTemaTUKu;

- HaBblKamMu 0606LLEHMA 1 aHaNM3a MHPOPMALMN, METOLAMN NPOBELEHUSA
nepBMYHOM 06pPaboTKyY M aHaNM3a MaTeEMATUYECKUX AaHHbIX;

- MeTo4amM NOCTPOEHUA MaTeMaTUYeCcKon moaenn npodeccmoHasbHbIX 3a4au
M codepyKaTe/ibHON UHTeprpeTaLmMm Noay4eHHbIX Pe3yibTaTos

3HaTH

COBpEMEHHbIe MeTOobl HayHHO-MCCHEAOBaTEHbCKOVI AeATeNbHOCTU

YMeTh

AHa/'IMBMDOBaTb 1 0aBaTb OLLEHKY pe3yabTaTamM UMccnegoBaHuUA.

Bnaners

MeToLamu NPaKTUYECKOro UCMOJIb30BAHMSA Pe3y/IbTaToB UCCIeA0BaHUI B
npodeccnoHanbHON AeATENbHOCTU

OCHOBBI HAYYHO-HCCIIEA0BATEIHCKON
JIeSATEIIbHOCTH

3HaTh

HAay4YHbIC MCTOJbI B obnactu JAOKYMCHTOBCACHUA U NOKYMCHTAITUOHHOI'O
obecreueHus YIpaBJICHUA; HAYYHBIX METOAOB UCCIICAOBAHUA COHUAJIBHBIX
CHCTCM.

YMeTh

MNPUMCHSATH HAYUHBIC MCTO/IbI B o0nactu AOKYMCHTOBCACHUA U
JAOKYMCHTAIMOHHOI'O obecrneueHus YHpaBJICHUS

Bnanets

HaBbIKaMH1 MIPUMCHCHUSA HAYyYHbIX METOZIOB B obmacTu JOKYMCHTOBCICHUA U
JOKYMCHTAIlMOHHOTI'O obecrieueHus yHpaBJICHUA; HaBbIKaMK COLMOJIOTHYCCKUX
I/ICCJ'IC,E[OBaHI/Iﬁ MMPUMCHUTCIILHO K JOKYMCHTOBCACHUIO U APXHBOBCACHHUIO

KanpOBoe ACTIOMPOU3BOACTBO

3HaTh

- METOAbI IPABOBOI'0 PETYJIUPOBAHUS I'PAKAAHCKO-TIPABOBLIX OTHOILICHUI
- O6’LCKT, npeamMeT, CY6’BCKTBI Tpa’xAaHCKO-IIPABOBOT'0 PEryJInMpOBaHUus
- METOAbI UCCIICAOBAHUA aIMUHUCTPATUBHOI'O IIpaBa KaK HAyKH

VYmeTh

- aHAJTM3UPOBATh JIMIUHUCTPATHBHO-TIPABOBEIC HOPMBI M 3 IMUHHACTPATHBHOE
3aKOHOAATENBCTBO C TOUKH 3PEHUS HCIIOJIb30BaHUs MX B OyayIen
po(heCCHOHATBHON IeATENbHOCTH

OKYMEHTAIIMOHHOE o0ecrieueHue
A IMUHUCTPATUBHBIX OTHOILIeHU B PD
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- AHAJIM3UPOBATh AAMUHUCTPATUBHO-IIPABOBBIC AKThHI C TOUKH 3PCHUA
periaMEHTAIM OCHOBHBIX BOIIPOCOB ACJIONPOMU3BOACTBA U apXUBHOI'O J€J1a

Bianets

- [Ipy€éMaMu aHaJin3a aIMUHHUCTPATUBHO-IIPABOBBIX HOPM U aIMUHHUCTPATUBHOC

3aKOHOATEIBCTBO C TOUKH 3PSHUS MCIIOJIb30BaHUs MX B OyayIien
po(heCCUOHATBHON NEATEIbHOCTH

- IpHeMaMH aHalln3a aJIMIHUCTPATUBHO-TIPABOBBIC AaKTOB C TOUKH 3PEHUS
perIamMeHTaIlii OCHOBHBIX BOTIPOCOB JIETIONPOM3BOCTBA U apXUBHOTO Jelia

3HaTh

- METOBI ITPAaBOBOI'0 PErYJUPOBAHMS TPYIOBbIX OTHOLLIEHUI
- 00BEKT, IPEAMET, CYObEKThI PETYJINPOBAHUS TPYOBBIX PABOOTHOIICHUH
- METOJIbI HCCJIENOBAHMS TPYAOBOrO NpaBa Kak HAyKH

YMeTh

- AaHAIM3UPOBATH HOPMBI, PETYJIUPYIOIIHE TPYIOBbIC IPABOOTHONICHUS, U
TPYIOBOE 3aKOHOIATEIBCTBO C TOUKH 3PCHHUS HCITOIB30BAHUS UX B OyayIIeit
po(heCCUOHATBHOMN IEATEIbHOCTH

- AaHAJIM3UPOBATH AKTHI, PETYIUPYIOIINE TPYIOBBIC TPABOOTHOIICHHS, C TOUYKH
3pEHUS periiaMEHTAIlMH B HUX OCHOBHBIX BOIIPOCOB JICJIOMPOU3BOCTBA U
apXMBHOTO Je1a

J/lokyMeHTaIMOHHOe 00eCICUeHUE TPYIOBBIX
OoTHOIIEHUH B PD

Bnanets

- IPUEMAMU aHAJIU3a HOPM, PETYJIUPYIOIIMX TPYAOBBIE IPABOOTHOILIECHHUS, U
TPYZOBOE 3aKOHOJATEIBCTBO C TOUKH 3PEHHUS UCIIOIB30BaHUs UX B Oyaymieit
npodecCHOHAIBHON e TeNbHOCTH

- IPUEMAMU aHAJIU3a AKTOB, PETYJIUPYIOIIHUX TPYAOBbIE IIPABOOTHOILIEHUS, C
TOYKH 3pEHUS PEIIaMEHTAlMM OCHOBHBIX BOIIPOCOB AEJIONPOU3BOJCTBA U
apXHMBHOIO Jiea

3HaTh

- METOABI IPAXKTAHCKOIO IIPaBa Kak HAyKH
METO/IbI IIPABOBOIO PETYIUPOBAHUS IPAKIAHCKO-TIPABOBBIX OTHOLLICHUN
- 00BEKT, peAMET, CYObEKThI IPaXKIAHCKO-TIPABOBOTO PETYIHUPOBAHUS

YMeTh

- aHAJIM3UPOBATH I'PAXKTAHCKO-TIPABOBBIE HOPMBI U TPAXKIAHCKOE
3aKOHOATENBCTBO C TOUKH 3PEHHUSI HCITOJIL30BaHUS B Oy TyIieit
podeCCUOHATBEHON IeATeTFHOCTH

- AHAJIM3UPOBATh I'PAXKAAHCKO-IIPABOBBIC TOTOBOPEI C TOYKH 3PCHUA
MPaBIIILHOCTH OTPKEHUS B HUX MH(OpMALUK 00 00beKTe, IpeMETe,
CcyOBbeKTaxX Ipak[aHCKO-ITPABOBOI'0 PEryIMPOBAHUS

JlokyMeHTanoHHOE oOecrieueHre
CpaXIaHCKHUX OTHOLIEHUH B PO

Bimanets

- IPUEMAaMU aHAJIU3a TPAXKIAHCKO-IIPABOBBIX HOPM U I'PaXAAaHCKOTO
3aKOHOJIATENbCTBA C TOUYKH 3PSHUS HCIIOJIB30BaHUS HX B OyaymIei
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npodecCHOHAIFHON NeATENbHOCTH

- aHAJIM3UPOBATH IPAKAAHCKO-TIPABOBBIE JOTOBOPHI C TOUKH 3PEHUS
MPaBUIBHOCTH OTPaKEHUsI B HUX HH(popManuu 00 00beKTe, mpeamere,
Ccy0beKTax rpakAaHCKO-MPAaBOBOTO PEryJIUpOBaHUS

3HaThL

oTpeJiesIeHHsI TPOIIECCOB HAYYHBIX METOJIOB IPH MCCIIEAOBAaHUN OOBEKTOB
npodecCHOHAIBHON e TebHOCTH,;

YMeTh

NPUMEHSTH HayYHBIE METOBI IIPU MCCIIEIOBAaHUN 00BEKTOB MPO(pECCHOHATHHON
ACATCIIbHOCTH,; UCITIOJIb30BaTh UX HAa MCKANCHUIIIMHAPHOM YPOBHE; KOPPEKTHO
BBIPQKATh U apIyMEHTHPOBaHHO OOOCHOBBIBATH HAYYHBIE METOBI IPH
HCCIIETOBAHNN 00BEKTOB MPO(ECCHOHANBHOM JIeATEIbHOCTH;

IIpoexTupoBaHUE yIIPABICHYECKON

Bimagets

NPAaKTUYECKUMH HaBBIKAMH, CIOCO0AMHU OLIEHUBAHUS 3HAYMMOCTHU U
MPaKTUYECKOW MPUTOIHOCTH HAYYHBIX METOJIOB MIPU MCCIIE0BAHIH OOBEKTOB
npodecCHOHANBHON AEATENHLHOCTH; IPO(EeCCHOHATIBHBIM S3BIKOM B 00J1aCTH
HaY4HBIX METOJOB IIPU HCCIEIOBAHIH O0BEKTOB MTPOeCCHOHATBHON
JesITEeIbHOCTH;

JAOKYMCHTAIKU OpraHu3aln

3HaTh

OCHOBHBIC MOHATHSI peheprpoBaHys U AHHOTUPOBAHUS HAYYHOH JTUTEPATYPHI U
MPUHIMIIBL PEJAKTOPCKOM padoThI

VYmeTh

W3BJIEKATh U3 HAYYHOH JINTEPATYPhl 3aJaHHYIO0 HH(POPMALIHIO

I[OKYMGHTHB.H JJMHI'BUCTHKA

Bnanets

HaBBIKAMU COCTABJICHUS pepepaToB M aHHOTAIUIH HAYYHOU JIUTEPATYPHI U
BEJICHMSI PEIAaKTOPCKON pabOThI IO 00pasily

3HaTh

- OCHOBHBIE Pa3/IeIbl KOJIMYECTBEHHBIX METOIOB;

- TUTIOJIOTHIO YITPABICHYECKUX PEIICHUN;

- YCIIOBHUS M BO3MOXKHOCTH BBIPAOOTKU PEIICHUS;
-arOpuTMbl  BBIOOpPa  3(()EKTUBHBIX  AIBTEPHATHBHBIX
NeuCcTBUM

YHpaBIeHYECKUX

YMeTh

AHAJIN3MPOBAThH ANBTEPHATUBHBIE BAPUAHTHI PEIICHUH;

- PacCUMTHIBATh KPUTEPUAIbHBIE TIOKA3ATEH JJIS1 OCIEAYIOIIET0 UX
UCIIOJIb30BaHHS B BHIOOPE AlIbTCPHATHUB;

- pas3pabaTeiBaTh MEpHl peanu3allid HPUHITOTO pPELIeHMs: IUIAHUPOBaTh H
OCYIIECTBISITh KOHTPOJIb HaJl peajin3alueil peieHus

KonmuecTBeHHBIE METO/Ibl B T'YMaHUTApPHBIX
MCCJICIO0BaAHUAX

Bnanets

- HAYYHBIMU METOJaMU MPUMEHACMBIMU IIPU NPUHATHU YIIPABICHYCCKUX
peuieHuii;
- HaBBIKAMH NIPAKTUYECKON pabOTHI IO cOOpy
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HEOOXOTUMBIX MaTepUaIOB, UX KOMILJICKCHOH OLIEHKE, aHATIN3Y
CHCTEMaTHU3allUH B 4YaCTH Pa3pabOTKH U pealu3aluy yIpaBIeHIECKUX
peLieHui;

-METOJaMH1 pa3padOTKU M OleHKU () ()EKTUBHOCTH yIIPABICHYECKUX PEIICHUN

3HaThL

- OCHOBHBIE Pa3Jesibl KOJIMYECTBEHHBIX METOIOB,;

- THIIOJIOTHUIO YIIPABICHYECKUX PELICHUIA;

- YCJIOBHSL M BO3MOYKHOCTH BBIPAOOTKH PELICHHS;
-aITOPUTMBI ~ BBIOOpa  APQPEKTHBHBIX  aIbTEPHATHBHBIX
JIEHCTBUM

YIpaBIeHUECKUX

YMeTh

AHAJM3UPOBATh AJIbTCPHATUBHBIC BAPHAHTHI PEILICHHIA;

- PacCUNTHIBATh KPUTEPHAIbHBIC TIOKA3aTENHN I MOCIEAYIOIIEro UX
UCTIOJIb30BaHMs B BHIOOPE allbTEPHATHUB;

- pa3pabaTeiBaTh MEpHl pealu3alyd NPUHATOTO PELICHMS: IUIAHUPOBAaTh H
OCYILIECTBIISITh KOHTPOJIb HaJl peau3alyei pemeHus

MatemaTnaeckre MeToasl B JJO

Bnanets

- HAyYHBIMU METOAAMH NTPUMEHAEMBIMU IIPH IPHUHITHN YIIPABIECHYECKIX
peuieHuii;

- HaBBIKaMH NIPAKTUYECKON pabOTHI IO cOOpY

HEOOXOIUMBIX MaTe€pUalIOB, NX KOMIIJIEKCHOM OLIEHKE, aHATTU3Yy U
CHCTEMAaTH3allMU B YaCTH pa3pabOTKH U peaH3aliy YIPaBICHYECKUX
peuieHuii;

-METOJaMH pa3padOTKU M OLEHKU () ()EKTUBHOCTH yIIPABICHYECKUX PEIICHUN

3HaTh

COJIepKaHue U CHEIM(PUKY METOIOB HCCIICIOBAHMS U PeATH3AINH UX B
npodecCHOHATLHON IEATENbHOCTH apXHBapHyca

'YgyeOHas - TpakTHKa MO MOy4YEeHUIO

VYmeTh

OIICHUBATH M 00CYKAaTh cr10cOObI SPPEKTHBHOTO PENICHUS MPAKTHYSCKUX
npodecCHOHAIBHBIX 33]1a4 B PO ECCHOHANBHOM IS TEIbHOCTH apXHBapHyca

MEPBUYHBIX MPO(ECCHOHANBHBIX YMEHUH 1
HAaBBIKOB, B TOM YHCJIE IEPBUYHBIX YMEHHUH U

Bnangets

NpreMaMHy peajin3aliii METOIOB PEeIeHHs 3a1a4 B IPoQecCHOHANBHON 00acTu
apxuBapHyca

HAaBBIKOB Hay4YHO-HMCCIIE0BATENbCKOM
e TeNNbHOCTH

3HaTh

COJIepKaHUe U CHEIM(PUKY METOJIOB HUCCIICIOBAHMS U PEATH3AINH UX B
mpohecCHOHANBHON IESTENbHOCTH apXHUBapuyca

VYmeTh

OIIEHUBATH M 00CYKIaTh CIIOcOObI APPEKTHBHOTO PENICHUS MPAKTHYSCKUX
npodecCHOHAIBHBIX 3aa4 B TPO(eCCHOHANBHON A TEIbHOCTH apXHBapHyca

[Ipon3BoaCTBEHHAA - IPAKTHKA IO
MOJTy4EHUIO PO(eCCHOHATILHBIX YMEHUN U

Bnanets

NpUeMaMHt peai3allii METOA0B PELICHUs 33/1a4 B IPOPECCHOHATBHON 001acTH
apxuBapuyca

orbITa TPO(HECCHOHATBLHOM JAEATEIEHOCTH
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[Ipon3BoACTBEHHAS — MPETUILTIOMHAS
MPAKTHK

KOMnemenyuu

3HaTh COJICPIKaHUE U CICIU(PUKY METOJIOB UCCIICIOBAHMS U PEeaTH3alH UX B
npodecCHOHATLHON ISATEIbHOCTH apXHBapHyca

YMeThb OIIEHHBATH M 00CYXKIATh CIIOCOOBI (P (EKTUBHOTO PEIICHHUS MPAKTUIECKIX
po(heCCHOHANBHBIX 337]a4 B TPO(ECCHOHAIBHON e TeILHOCTH apXHBapuyca

Bnagets MpUeMaMU pean3alii METOJIOB PEIICHUS 3a/1a4 B MpodecCHoHaIbHON 001acTH

apxuBapuyca

[IK-2-BnageHueM ocHOBaMH HH(OPMAIHOHHO-AHATUTHYECKOH AeATETHbHOCTH U CIOCOOHOCTHIO IPUMEHSATH HX B

npodgeccuoHAIbLHOI chepe

3HaTH

- 1IeJIK ¥ 33J1a4u UH(HOPMAIIMOHHO-aHATUTHYECKOMN IESITEIIbHOCTH;

- ATaIbl IPOBEICHUS HHPOPMAIIMOHHO-aHATUTHYCCKOM JIeATeILHOCTH;

- MpaBUJIa OpraHU3aIi U 0a30BbIE CXEMBbI peaTu3alnu
HH(pOPMAIIMOHHO-aHATUTUYECKON JCATEITHbHOCTH;

- MaTemaTU4yecKkme MeToabl, NPUMeHseMbl B MHPOPMaLMOHHO-aHAIUTUYECKOW

AeATENbHOCTU

VYmeTh

- ocywecTBAATL cbop nHPopmaunu;

- BbINO/IHATb aHA/IMTUYECKYIO FPYNMNUPOBKY NOJYYEHHbIX AaHHbIX UHbOPMaLNW;
- BbINO/IHATb MaTeMaTUYecKyto 06paboTKy AaHHbIX

- aHaNM3NPOBaTb NONYYEHHYO MHPOPMALLUIO;

- HHTEPIPETUPOBATH HHPOPMAITUIO U aIallTUPOBATH €€ K
po)eCCHOHAIIBHBIM 3a/1auaM, MIPEJICTABIIATH €€ B MOJIEIISIX

MaTteMaTHKa

Bmanets

- dHaINTUHECKUMU U YACTEHHBIMU METO4aMUN pelleHNA NOCTAB/IEHHbIX 3a4a4;

- HaBbIKaMH (I)OpMyJII/IpOBaHI/IH APTYMCHTUPOBAHHOT'O U JOKA3ATCIbHOT'O
BBIBOJA ITO UTOTaM MCCIC€IOBaHUA

3HaTL

OCHOBHBIC IIOHATHA u OIpEaACICHUA I/IH(l)OpMaI_II/IOHHO -aHAJIMTUYCCKON
JACATCIIBHOCTHU

MopenupoBaHUE CUCTEM TOKYMEHTALUU

VYmeTh

IIPUMCHSATH OCHOBBI I/IH(bOpMaHI/IOHHO-aHaHHTquCKOﬁ JACATCIBHOCTH B

OopraHu3aluu
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npodeccuoHanbHOU chepe

Bnanets

OCHOBaMHU HH(POPMALUOHHO-aHAIUTHYECKON JESATEIBHOCTH W CHOCOOHOCTBIO
NPUMEHATH UX B IPO(eCCHOHANBHOMN cdepe

3HaTh

- IIeTTH ¥ 3a7a9 HH)OPMAITMOHHO-aHAINTHIECKOHN TeSITeTbHOCTH;

- 9TaIbl MPOBEACHUSA NHHOPMAITMOHHO-aHATTUTHICCKON eI TETLHOCTH;

- IpaBUJIa OPTaHM3alMU ¥ 0a30BbIC CXEMbI peain3allii HH()OPMAIMOHHO-
aHAJTMTUYCCKOU JIEITECILHOCTH;

- METOJIBI MOJICTPOBAHWSI, TPUMEHSEMBI B WH(GOPMAIIHOHHO-aHATUTHIECKOM
JIeSITENIbHOCTH;

- METO/IbI, COJIEpIKaHUE U (POPMBI MTPOIECCOB MIPUHATHUS CTPATETUYCCKHUX,
TaKTUYECKUX U ONEPATUBHBIX PEIICHUH MEHEPKMEHTOM OpTaHH3aIlHH;

- METOJIBI OTICHKH Ka4eCTB DKCIIePTa;

- METOJbI OPTaHU3AIMH U MTPOBEICHUS SKCIIEPTHU3

YmeTh

- OIIPEJIEIISATh KPUTEPUH U OTPaHUICHUS orcKa 3P PeKTUBHBIX METOI0B
YIPaBICHHUS,

- QHAIN3UPOBATH U OLICHUBATh IPUHIMAEMBIE CTPATErHYECKUE, TAKTUIECKHE U
OTepaTUBHBIE PEIICHHUS;

- pa3pabaThIBaTh MEXAHU3M pealH3aliy yIPaBICHYECKOTO PEeIICHUS;

- ol1leHNBATh () (PEKTUBHOCTD YNPaBIEHUYECKUX PEHICHUH

KoanuecTBeHHBIC METO/IEI B TyYMaHUTapHBIX
IMCCJIICIOBAHUAX

Bnaners

- QHAINTHYECKUMH METOJaMH PEIICHHS TIOCTaBJICHHBIX 33/1a4;

- TEXHUKOHW aHanmu3a u oTOopa BaxHelIel nHpopManuy,

- TEXHUKOW CpPaBHHUTEJILHOT'O aHAJIM3a -ONpeIe]ICHUs aJIbTEPHATHB B MIpoIlecce
NPUHATHS CTPATETUUECKUX, TAKTHYECKUX M ONIEPATUBHBIX PEIICHUI;

- HaBBIKAMU OIICHKH 2P PEKTUBHOCTH pelIeHniH

3HaTh

- IIEJIU U 3aJ]a4M aHAJTUTHYECKOM NeATEIbHOCTH,

- OTaIlbl MPOBEACHUS AaHAUTUTUIECKOHN TSI TEITLHOCTH;

- MpaBUJIa OPTaHU3ANMHU U 0a30BbIE CXEMBI peasn3alui HH(PpOPMAIIMOHHO-
aHAJIMTUYECKOH JIeSITeIHbHOCTH,

- METOABI MOACITUPOBAHUS, PUMEHSIEMBI B MH()OPMAIIMOHHO-aHATUTHICCKOM
JIeATEILHOCTH;

- METO/IBI, COJIEpIKaHUE U (POPMBI MTPOIECCOB MIPHHATHUS CTPATETUIECCKHUX,
TaKTUIECKUX U OTIEPATUBHBIX PEIICHUI MEHEIHKMEHTOM OPTaHU3aIIH;

- METOBI OTICHKH Ka4eCTB DKCIIePTA;

Matematnueckue Metoasl B JJOY




CmpykmypHbwlil d1emenm Cmpykmypubvlil d1emenm
PYRIYP IInanupyemvoie pesyrbmamsi 00yuenus pYRIMYpHoil
KoMnemeHyuu 00pazoeamenbHOl NPOSPAMMbL

- METOAbI OpraHru3alvi U MpPOBCACHU IKCIICPTU3

YmMmeTs - ONIPEJIENATh KPUTEPUH U OTPaHUUCHUS TONCKa 3P PEeKTUBHBIX METOI0B
YIpaBIECHMUS;

- aHAJIM3UPOBATH U OLIEHUBATh IPUHUMAEMbIE CTPATETHUECKUE, TAKTUIECKUE U
ONepaTUBHbBIE PEIICHHUS;

- pa3pabaThIBaTh MEXaHU3M peai3alli YIPaBICHIECKOT0 PEUICHNUS;

- oLIeHNBATh () (PEeKTUBHOCTH YNPaBIECHUYECKUX PEHICHUH

Brnaners - AHATNTHYECKUMH METOJAaMH PEIICHHS TIOCTABICHHBIX 33/1a4;

- TEXHUKOH aHalin3a U 0TOOpa BaxKHEeWIel nHpopMaIum;

- TEXHUKOW CpPaBHHUTEJILHOT'O aHAIM3a -ONpe/Ie]ICHUs alIbTEPHATHB B MIpoIlecce
NPUHATHS CTPATETUUSCKUX, TAKTHYECKUX M ONIEPATHBHBIX PEIICHUII;

- HaBBIKaMU OIeHKH (P PEKTHBHOCTH pENICHUH

3HaThb OCHOBHBIE 0JIOKEHUSI UH(OPMALMOHHO-aHATTUTUIECKON AEATENbHOCTH

YmeTs [TpumensTs 10 00pa3iy OCHOBBI HHPOPMALMOHHO-aHATUTHYECKOH [Ipon3BoACTBEHHAS - IPAKTHKA 1O
JEeATECIIPHOCTH MOJIYYCHHUIO HpO(I)GCCI/IOHaJILHBIX yMeHI/Iﬁ n

Bitagers HagpikoMm mpuMeHeHust o o6pasily 0CHOB HH(POPMAIIHOHHO-aHATUTHIECKON OIIBITA IPO(ECCHOHATBHOM JCATCIEHOCTH
JeSITE€NbHOCTU

3HaTh OCHOBHBIC ITOJIOKCHUA I/IH(i)OpMaHHOHHO-aHaHHTHHeCKOﬁ JACATCIIBHOCTHU

YMetb [TpumensTs 0 00pa3iyy 0OCHOBBI MHPOPMAITMOHHO-aHATUTHYECKON [IpOW3BOCTREHHAS — PEUIHITOMHAs
JeSITE€NbHOCTU paKTHK

Bragers HaBpikoMm npumMeHeHns 1o 00pa3iyy 0CHOB HH()OPMAMOHHO-aHATUTHIECKOI
JIATENBHOCTH

II1K-3 - B1aeHNeM 3HAHUAMH OCHOBHBIX MP00JieM B 00J1aCTH IOKYMEHTOBEIEeHUSI H ApXUBHOTO JeJia

3HaTh OCHOBHBIC HpO6.HCMBI B o0JiacTu JOKYMCHTOBCACHUSA, IPUYWMHBI BOSBHUKHOBCHUSA
9THUX MPoOJIeM, a TaKKe YCIOBUsl, HEOOXOIMMBbIE JJIsl HX YCTPaHEHHUSI.

Ymers OOBSICHATH Pa3HUILy B CYIIECTBYIOIIMX TOJKOBAHUH KITIOYEBBIX OHITHN
JOKyMEHTOBeIeHUs (00BEKT, IPEAMET, METObI JOKYyMEHTOBEAECHH S, IOKYMEHT,
uHpopMaIHs, TOKYMEHTUPOBaHHAs HH(GOPMAIIUs); IeJIaTh BBIBOBI Ha OCHOBBI TOKYMEHTOBEICHHUS

OCHOBAHHWH aHAJIU3a ynOTpe6HeHI/Iﬁ TCPMUHOB B HOPMATHBHBIX UCTOYHUKAX U
CHCHHaHBHOﬁ JIATCPATYpC

Bnagers HAaBBIKAMY AHAJIN3A U COIOCTABIIECHUS CONEPKAHUS JOKYMEHTOBEAUYECKUX
TEPMUHOB
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3HaThL

TOJBKO OCHOBHBIC HpO6J’ICMI>I B o0JacTu JOKYMCHTOBCACHHA U apXHUBOBCIACHUA

YmeTs

pacmo3HaBath 1o 00pa3iry 3P peKkTUBHBIC U HEI(H(HEKTUBHBIC CIIOCOOBI PEIICHUS
OCHOBHBIX TIPOOJIEM B 00TACTH JJOKYMEHTOBEACHHUS M apXUBOBEICHHS

(OCHOBEI APXUBOBCACHU

Bimanets

MIPaKTUYECKUMH HAaBBIKAMH PEIICHIS OCHOBHBIX ITPOOJIEM B 00IacTH
JTOKYMEHTOBEJICHUS I apXHUBOBEJICHUS 110 00pa3Iy

3HaTH

- JOKyMEHTOBEAYECKYIO TEPMHUHOJIOTHIO;

- HOPMATUBHO-MCTOANYCCKNUE MAaTCPHUAJIbI IT0 JOKYMCHTHPOBAHNUIO
YIpaBIeHUECKOH 1eATeIbHOCTH;

- CIIOCOOBI ¥ CPEACTBA JOKYMEHTHPOBAHMUS;

- 3aKOHOMEPHOCTHU Pa3BUTHA JOKYMEHTA;

- CTPYKTYpy JOKYMEHTa;

- XapaKTEPUCTUKY U COCTAB YHU(PHULUPOBAHHBIX CUCTEM JOKYMEHTALIUH;

- TUTIOBOM COCTaB CHCTEM JIOKyMEHTAIIUH YIPEXKISHUH 000
OpraHU3aIlMOHHO-TIPABOBON (OPMBEI;

- IPaBUJIa COCTABJICHUS U OQOPMIICHUS TOKYMEHTOB;

- IOPSIIOK OPraHM3allH JOKYMEHTOB B KOMIUIEKCBI;

- KPUTEPUU U NPUHLUIIBI ONIPEAEIICHUS HAYYHO-UCTOPUUECKUI U IPAKTHYECKON
IEHHOCTU JOKYMCHTOBRB;

- TEHJCHLIWHU pa3BUTHA HHPOPMAIOHHO-TOKYMEHTAIHOHHOTO 00ecieueH s
YHpaBJIeHHS U apXUBHOTO Jelia

J/ToxymeHTOBEIEHHE

VYmeTh

- aHAJIM3UPOBATh HOPMAaTUBHO-METOUYECKUE UCTOUYHUKH I10
JIOKYMEHTHUPOBAHHIO YIIPABICHUYECKOU IEATENBHOCTH;

- XapaKTepu30BaTh U aHATTU3UPOBATH YHUPHUIIMPOBAHHBIX CUCTEM
JIOKyMEHTALUH;

- BBISIBJISITH TUTIOBOM COCTaB CHCTEM JIOKYMEHTAIIUH YUpexKIeHUH 10001
OpraHU3allMOHHO-TIPaBOBOM (OPMBI;

- IPUMEHATH NpaBUiia COCTABICHUS U 0(hOpMIIEHUS JOKYMEHTOB Ha MPAKTUKE;
- OPraHU30BbIBATh JOKYMEHTHI B KOMILJIEKCHI;

- BBISIBJIATh HAYYHO-UCTOPUYECKYIO U IPAKTUYECKYIO LICHHOCTh JOKYMEHTOB;
- BBISIBJISITH TEHJICHIMHU Pa3BUTHA HHPOPMAIMOHHO-T0KYMEHTALIHOHHOTO
o0ecreveHus yIpaBJIeHUs] M apXUBHOTO JIea

Bnanets

- IOKyMEHTOBEIUECKOH TEPMUHOJIOTHEH B TPOPECCHOHATBHON PEUH;
- IpUEMaMH COCTABIICHUsS] 1 O()OPMIICHUS] OCHOBHBIX YIIPaBIECHUECKUX




CmpykmypHbwlil d1emenm Cmpykmypubvlil d1emenm
PYRIYP IInanupyemvoie pesyrbmamsi 00yuenus pYRIMYpHoil
KoMnemeHyuu 00pazoeamenbHOl NPOSPAMMbL

JIOKYMEHTOB;
- METOaMH YHU(DUKAIIUN U CTAaHAAPTH3AINA JOKYMEHTOB;

- HaBBIKaMU O0bEIUHCHUS JOKYMEHTOB B ICPBUYHBIC KOMILIEKCHI;
- 3HAHUSIMHU OCHOBHBIX NMPOOJIEM B 001aCTH JTOKYMEHTOBEICHUS

3Hath TUIOJIOTU3ALHUIO TPOOJIEM POPECCUOHANFHON e TEIbHOCTH 3aB. apXUBOM H
KPUTEPHHU BBIOOPA PEIICHUSI - CBBIIIE 5

YmMmeTs MIPOBOAUTE 0030p U 00CYkIaTh CIOCOOBI A3(h(HEKTUBHOTO pEIICHUS
IMPAKTHYCCKUX HpO(i)CCCI/IOHaHBHBIX 3a1a4 B O6J'IaCTI/I JOKYMCHTOBCACHUA U

o IApXHBOBEICHHE
APXHUBOBCACHUA C MPUMCHCHUCM I/IH(bOpMaHI/IOHHI)IX TEXHOJOI'nn

Brnaners crocobaMu IEMOHCTPAIMK YMEHHS aHATM3UPOBATEH MPOOIEMHYIO CUTYAIIHIO -
CIOCOOHOCTH (OPMYITHPOBKH apryMEHTHPOBAHHOTO U IOKA3aTEIBHOTO BHIBOIA
B XOJIC aHaIM3a Mpo0JieM B paboTe 3aB. apXUBOM

3HaTh - OCHOBHBIE MPOOJIEMBI B 00JIACTH MTPABOBOT'O PETYIMPOBAHUS paOOTHI C
JOKYMEHTHPOBAaHHOH HH(opMaIue

- OCHOBHBIE MPOOIEMBI B 00JaCTH MTPABOBOTO PETYIUPOBAHUS PAOOTHI C
ApXUBHBIMH JJOKYMEHTaMHU

- OCHOBHBIE MPOOJIEMBI B 00JIACTH OPTaHU3ALIUY U YIIPABICHHS
nHGPOPMAITMOHHOH cepoit

-OCHOBHBIE IIPOOJIEMBI B 00J1aCTH OPraHU3alluy U YIIPaBJICHUS apXUBHBIM
JeJIOM

YMerb - UCTIOJIB30BaTh 3HAHHE OCHOBHBIX MPOOJIEMbI B 00JIaCTH MPaBOBOTO
perynupoBanus paboThI ¢ JOKYMEHTHPOBAaHHON MH(pOpMAIueil B /lokyMeHTarmoHHOe o0ecrieueHue
po(hecCHOHANBHON IEeATEFHOCTH JOKYMEHTOBEA U PaOOTHUKA apXUBa APXUBHOTO JieNia ¥ HH()OPMAIMOHHOH chepshl
- UCTIOJIB30BaTh 3HAHWE OCHOBHBIX MPOOJIeM B 00JIACTH MTPaBOBOTO B PO

peryaupoBaHusi pabOThI C ApXUBHBIMHU JIOKYMEHTaMH B TTPOQeCCHOHANBLHON
JesITeIbHOCTH IOKYMEHTOBEIa U Pa0OTHHUKA apXHBa

- UCTIOJIB30BaTh 3HAHWE OCHOBHBIX MPOOJIEM B 00JIACTH OpraHU3aIuH U
yIpaBiieHUs: THPOPMAITMOHHOH cepoit B mpodeccroHanbHON ASITEIbHOCTH
JOKYMEHTOBeJa U paOOTHHKA apXHBa

- UCTIOJIb30BaTh 3HAHNE OCHOBHBIX MPOOIeM B 00JIaCTH OpraHU3aluy U
yIpaBJI€HUS] apXUBHBIM JEIOM

Brnagets - 3HAHUEM OCHOBHBIX MTPOOJIEM B 00JIACTH MPABOBOTO PETYIHUPOBAHUS PAOOTHI C
JOKYMEHTUPOBaHHOH nHpopmanmen
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- 3HAaHWEM OCHOBHBIX MTPOOJIEM B 00JIACTH IPABOBOTO PEryIHMPOBAHHS PAOOTHI C
ApXUBHBIMH JTJOKYMEHTaMH

- 3HAaHWEM OCHOBHBIX MPO0JIeM B 00JIaCTH OPraHU3aIlMK U YIIPABICHUS
MHQOPMALIMOHHOM cepoit

- 3HAHHEM OCHOBHBIX MPOOJIEM B 00JIaCTH OpraHU3aIMU U YIPABICHUS
APXUBHBIM JIJIOM

3HaTh HexoTopsie mpo6iaeMsl B 001aCTH TOKYMEHTOBEICHUS U apXHUBOBEICHUS
YMeTb HaxonuTs pemieHns HEKOTOPBIX IpobJieM B 001aCTH JOKYMEHTOBEICHHUS U [Ipon3BoACTBEHHAS - IPAKTHKA 1O
ApXHWBOBEICHUS [OJTy4YEHUIO NPO(eCCHOHATBHBIX YMEHUN U
Bnagers HaBBIKOM MOMCKA PEIICHHs HeKOTOPBIX IPOGIIEM B 06/1aCTH JOKYMEHTOBEIeH s OTBITA IPO(ECCHOHATBHOM JeATeIEHOCTH
Y apXUBOBEJCHHUS
3HaTh HEKOTOpBIE MPOOIIEMBI B 00J1aCTH IOKYMEHTOBEICHUS 1 ApXHUBOBEICHUS
Ymethb HaXOJIUTh PEUICHUS] HEKOTOPBIX MPOOIIeM B 001aCTH JOKYMEHTOBEACHUS H
JIATDH P P P JOKY A [Tpon3BoaCTBEHHAS — MPEATUIUIOMHAS
ApXMBOBEICHUS
P A MpaKTHKa
Brnaners HaBBIKOM ITOMCKA PEIICHHs HEKOTOPHIX MPOOIIeM B 00JIaCTH IOKYMEHTOBEICHUS

1 apXUBOBCACHUA

IIK-4 - cioco0HOCTHIO CAMOCTOSATEIHHO PA0OTATH € PA3JIHYHBIMU HCTOYHUKAME HHpOpMaU

3Hatb OcobeHHOCTM paboTbl C Pa3IMUYHBIMKU BUAAMU UCTOYHNKOB
YmeTs MoabupaTtb UCTOYUHUKM AN1A HAYYHbIX UCCe0BaAHMMI N
(OCHOBBI HAY4HO-UCCIIEI0BATEIbCKOM
e TeNIbHOCTH
Bnagers Cnocobamu n3BneKaTb CYLWHOCTHYIO MHGOPMALMIO N3 UCTOYHMKA U
dopmynnposaTb TeopeTUYecKme BbIBOAbI
3Hathb OCHOBHBIE OTIPEICJICHHS ¥ TIOHATHUS Pa3IMYHbIX HICTOYHUKOB HH(OpMaIny;
OCHOBHBIE METO/IbI HCCIIEIOBAHNH, HCTIONB3YEMBIX B paboTe ¢ pa3InyHbIMU
WCTOYHUKAMH WHPOPMAITUH;
> " Opraau3arus 1 TEXHOJIOTHS
YMeTb 00cyxnaTh criocoObl 3ppekTHBHON caMocToATeIbHON paObOTHI C PA3THYHBIMH

MCTOYHUKAMH HHPOPMALNH; OOBSICHATH (BBISABISITH U CTPOUTD) TUITMYHBIE
MOJIENIM CaMOCTOATENLHON paboThI ¢ pa3TMYHBIMU UCTOYHUKAMM; TPUOOPETaTh
3HaHUS B 00JIACTH CaMOCTOSTEIHHO paboTaTh ¢ pa3THYHBIMA UCTOYHUKAMHU
MHPOPMAINH;

IMOKYMEHTAIIMOHHOT0 00ecTIeYeHuns
[YIpaBJICHUS
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Bnanets

MPAKTHYECKUMU HaBBIKAMH, CITIOCOOAMHM OIICHUBAHUS 3HAYUMOCTH U
MPAKTHYECKON MPUTOTHOCTH TOJTYICHHBIX PE3YIbTATOB IIPH CAMOCTOSATEIBHOM
paboTe ¢ pa3InYHBIMU HCTOYHUKAMU HH(POPMAIIUN; OCHOBHBIMU METOAAMHU
pelieHus 3a7a4d B 00JIaCTH CaMOCTOSATENILHOM PabOThI ¢ pa3IMyHBIMU
WMCTOYHUKAMH HH(OpMaInm;

3HaTH

- OCHOBHbIC HAay4HBIC U MEPHOTMUYCCKIE HU3IaHHs B 00JIaCTH
JIOKYMEHTOBE/ICHUS,

- OCHOBHbIC IHTEpHET-UCTOUYHHUKHU B 00JIaCTH TOKYMEHTOBE/ICHUS,

- HOpMaTHBHO-TIPaBYI0 1 HOPMATHBHO-METOANYECKYIO 0a3y
JOKYMEHTAIIMOHHOTO 00eCIICYCHH s YIIPABIICHNUS;

- c10co0BI pabOTHI ¢ PA3TMYHBIMU UCTOYHUKAMH WHPOPMAIHH;

- THPOPMAITMOHHBIE TEXHOJIOTHH TIpH paboTte ¢ nHpopMaluei B 001acTu
JIeITIOTIPOH3BO/ICTBA

YMeTh

- CAMOCTOSITEIILHO OCYIIECTBIIATH MOMCK HAYYHBIX H MEPUOJMUCCKUX H3IAaHUN B
00J1acTH JOKYMEHTOBEICHUS;

- CAMOCTOSITEIILHO MCIIOJIb30BaTh OCHOBHBIC MIHTEpHET-UCTOUHUKHY B 00J1aCTH
JIOKYMEHTOBEICHUS B MPOGECCHOHATBHOM JIeITEIbHOCTH;

- CAMOCTOSITEILHO aHAIM3UPOBATH HOPMATHUBHO-TIPABYIO K HOPMATHBHO-
METOJIUYECKYIO 0a3y JOKYMEHTAIIMOHHOT'O 00CCIICUCHHS YIIPABIICHUS;

- CAMOCTOSITEIILHO MCIOIBb30BAThH CITOCOOBI PAOOTHI C PA3TUIHBIMU
WUCTOYHUKAMH HHPOPMAIUH B TIPO(ECCHOHATTLHON eSITeIbHOCTH;

- CAMOCTOSITEIILHO MPUMEHAITh HHPOPMAIMOHHBIE TEXHOJIOTHH TpH padoTe ¢
uH(OpMAaIUel B 00JIaCTH ICTONPOU3BOICTBA

J/ToxymeHTOBEIEHHE

Bnaners

- HaBBIKAMH Pa0OTHI ¢ OCHOBHBIMHU HaYYHBIMH U MIEPUOANICCKUMHI H3JaHUSMU B
00J1acTH JOKyMEHTOBEICHHS;

- HaBbIKaMH pa6OTBI C OCHOBHBIMH I/IHTepHeT'I/ICTO‘IHI/IKaMI/I B o0macTu
JOKYMCHTOBCICHUS,

- 3HAaHUSIMA HOPMAaTHBHO-TIPAaBOil 1 HOPMAaTHBHO-METOANYECKOH Oa3oi
JIOKYMEHTAIIMOHHOTO 00eCIIeYeHus yIIpaBICHUS,

- criocobamu paboThI ¢ Pa3TUYHBIMU HCTOYHUKAMU HH(POPMAIIUY;

- THPOPMALIMOHHBIMH TEXHOJIOTHAMH MPH padoTe ¢ nHpopMarueld B odaactu
JIeJIONIPOU3BOJICTBA

3Harth

- pa3au4HbIE UCTOYHUKU [10 UCTOPUU MUPOBOIM U OTEUECTBEHHOM KYJIBTYpbI

[Mcropust MUPOBOI M OTEYECTBEHHOM
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YmeTh

- COCTaBUTh aHHOTHPOBaHHYIO OUOIHOTpaduio

KYJIBTYPbI

Bnanets

- HaBBIKAMHU CaMOCTOSTENILHON paboThI ¢ pa3TMYHBIMH UCTOUHUKAMH
uHpOpMaIH

3HaTh

- pa3nuYHBIE UICTOYHHUKH 10 HCTOPUU MUPOBOH M OTEUECTBEHHON KyIbTYPHI

YmeTs

- COCTaBUTh aHHOTUPOBaHHYIO OubIHOTpaduio

Bmanets

- HABBIKAMH CaMOCTOSATEIILHON pabOTHI C Pa3THYHBIMU HCTOYHHKAMH
uHQOpMaIH

MupoBas XyI0KeCTBEHHasI KyJIbTypa

3HaTh

METO/BI paboThI ¢ HEOOX0AMMOH HH(pOpMAaNKel U3 IEPBOUCTOYHUKOB

YmeTh

CaMOCTOSITETIbHO paboTaTh U KPUTHUECKH aHAIN3UPOBATh

WCTOYHUKH U HAYYHYIO JUTEPATypy MO UCTOPUH MUPOBBIX [TUBHIN3ALIUI
CaMOCTOSTEIBHO aHAIM3HPOBATh HAYYHYIO U HCTOPUYECKYIO JTUTEPATypy 10
M3y4aeMbIM BOIIPOCAM;

- CAMOCTOSITEJIBHO MOJTy4YaTh HOBbIC 3HAHHS B 00JIaCTU KYJIBTYpHO-
HUCTOPUYECKHX HAYK;

- HHTEPIPETUPOBATh HHPOPMALHIO;

McTopust MUPOBBIX IMBUIIM3ALIAN

Bnaners

- HaBBIKAMH CaMOCTOSTENILHON paboThl C HICTOPHUUYECKOM JTUTEPATypOl U
WCTOYHUKAMU;

- METO/IaMU U3y4eHHsI MHOT000pa3us KyJIbTyp M IUBUIIN3AIMIA B HICTOPUH
OOIIIECTB;

- HaBbIKaMH aHaJIKM3a JUTepaTypsl IO UCTOPHH;

- HaBBIKaMU 000011eHus nHpopMannuH, GOPMUPOBAHUSI COOCTBEHHOI'O MHEHUS
OTHOCHUTEJILHO 3apyO0eKHON HCTOPHH.

3HaTh

0COOCHHOCTH M CTENEHb PENPE3eHTaTHBHOCTH Pa3IMYHBIX HCTOYHUKOB
uHQOpMaIH

YmeTh

OCYILIECTBIISTh TIOUCK, CAMOCTOSITENIFHO pab0oTaTh M KPUTUIESCKU aHAITM3UPOBATh
WCTOYHUKH M HAYYHYIO JIUTEPATYPY 10 UCTOPHHU, POPMYITUPOBATH IIETH U
331444 UCCJIECNOBAHUS U JENIaTh CAMOCTOSTEbHBIE BbIBOJBL.

HcTopust 3apyOexXHBIX HAPOJIOB H KYJIBTYD

Bnagets

HaBBIKaMH pabOThl C HICTOPHYECKMMHU UCTOYHUKAMH, HAYYHOH JIUTEPaTyphI 110
UCTOPHH TIPH MOJTOTOBKE ayTUTOPHBIX 3aHATUI U IIHCbMEHHBIX padoT 1o

U3y4yaeMoMy Kypcy

3HaTh

3aKOHOJIATENBHYIO 0a3y MpaBmIl MTOMCKa HMHPOPMAIMH U €€ HCIIOb30BaHUS B
po(heCCHOHANBHON JIEATEIILHOCTH apXUBapuyca

'YgyeOHas - TpaKkTHKa MO MOTy4YeHUIO

[EPBUYHBIX NPO(eCCHOHATBHBIX YMEHUH U
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YMeTh CaMOCTOSITEJIbHO MCIIOJIL30BATh HCTOYHUKU HH(popMauHH B npO(peccpIOHanLHoﬁ HAaBBIKOB, B TOM YHUCJIE IEPBUYHBIX YMEHHUU U
NEATETLHOCTH 10 pabOTe ¢ ApXUBHBIMH JOKYMEHTAaMH HaBBIKOB Hay4YHO-HCCJIEIOBATENBCKOMN
Bnanets HaBBIKaMH OLICHUBAHUS 3HAYUMOCTHU U MPAKTUYECKON MMPUTOTHOCTH ACATCIIbBHOCTH
IOJIYYECHHBIX PE3YJILTATOB MOKUCKA 10 apXUBHBIM JOKYMEHTAM
3HaTh 3aKOHOJATEIbHYIO 6a3y IIpaBUJI IIOUCKA I/IH(I)OpMaLII/II/I M €€ MCIIOJIb30BAaHMS B
HpO(bf:CCHOHaHLHoﬁ JEeATEILHOCTH apXuBapuyca
~[Ipou3BoacTBEeHHAs - IPaKTUKA 110
YMeTh CaMOCTOSTENIbHO UCIIOJIb30BATh HCTOYHUKU I/IH(bOpMaI_II/II/I B npO(beCCI/IOHanLHOI/I .
[MOJIyYECHUIO HpocpeccyIOHanLHHx YMEHUHU U
NEeITEeNbHOCTH I10 pa60Te C apXUBHBIMHU JOKYMEHTAMH .
— OIIbITA npoq)eCCI/IOHaJILHOI/I IEITEIBbHOCTH
Bimagets HaBBIKAMH OLIEHUBAHUS 3HAYUMOCTH U MPAKTUIECKON IPUTOAHOCTH
IOJIYYECHHBIX PE3YJILTATOB MMOKUCKA 10 apXUBHBIM JOKYMEHTAM
3HaTh 3aKOHOIATEIBbHYIO 6a3y IIpaBUJI IOHCKA HH(bopMaunn M €€ MCIIOJIb30BaHUS B
npoq)eccyIOHanLHoﬁ JEATENLHOCTH apXuBapuyca
YMeTh CaMOCTOSTEIIBHO HMCIOJIb30BaTh HCTOYHUKHU I/IHcpopManHH B npoq)eccyIOHaanoﬁ [Ipon3BoACTBEHHAS — PEIAUILIOMHAS
IEeSATECIBHOCTH 10 pa60Te C apXHWBHBIMU JOKYMEHTaMU MpaKTHKa
Bnanets HaBbIKAMM  OLIEHMBAaHUS 3HAYUMOCTH W  NPAKTUYECKOW  MPUTOJHOCTU

TMOJIYYCHHEBIX PE3YJILTATOB IIOMCKA IO APpXHMBHBIM JOKYMCHTAM

IIK-5- BJIAACHUEM TEHACHIUSAMUA Pa3BUTUA mubopMaunomm-)meMeHTaunonnoro H o0ecreyeHus YIIpaBJCeHUA apXUBHOIO A€J1a

3Hatb OCHOBHbIE TeHICHLIUH Pa3BUTUS HHOOPMAIIMOHHO-IOKYMEHTALIHOHHOTO U
oOecreveHus yIpaBJIeHUs] apXUBHOTO Jelia

YMetb aHATM3UPOBATH TEHACHIIMH Pa3BUTHs HHPOPMALIMOHHO-TOKYMEHTAI[HOHHOTO U OCHOBB ApXMBOBEICHHS
o0ecredeHus yIpaBJIeHUs] apXUBHOTO Jefia

Bragers HaBBIKAMH PELICHMS 33/1a4 B 00JIACTH TeHACHUUH pa3BUTHs HH)OPMAIIMOHHO-
JOKYMEHTAIIMOHHOT'0 U o0ecneueH s ypaBJIeHNs apXUBHOTO Aeja 1o o0pasiy

3Hatb OTIpeJIeJICHHsI TPOLIECCOB PAa3BUTHs HHPOPMALMOHHO-T0KYMEHTAUOHHOTO 1
o0ecreveHus yIpaBJIeH!s] apXUBHOTO JeJa

YMeTb BBIJICNISITh TEH/ICHIMN, OOBSICHATH (BBISBIISITH H CTPOUTH) TUITMYHBIE MOJICITH,
KOPPEKTHO BBIpa)KaTh U apryMEHTHPOBAHHO OOOCHOBBIBATH MTOJIOKEHHUS OpraHu3zainus 1 TEXHOJIOTHs
TEHIEHIIMH pa3BUTHsI HMHPOPMAIMOHHO-TOKYMEHTAIL[HOHHOTO U 00ECIIEYeHUs]  [HOKYMEHTAIMOHHOTO 00ecIeueH s
YOPABJICHUsI ApXUBHOTO JIENA. [yIIpaBICHUS

Biagets croco0aMu JISMOHCTPAIMK YMEHHS aHATTM3UPOBATh CUTYAIHIO, BO3MOKHOCTBIO

MCKAUCHUIIIIMHAPHOT'O IPUMCHCHUS, HpO(beCCI/IOHaHBHBIM SI3LIKOM B 00J1aCTH
TGH,Z[CHL[I/Iﬁ Pa3BUTUA HH(i)OpMaI_[I/IOHHO-):[OKYMCHTaL[I/IOHHOFO 1 o0ecrieucHus
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YHpaBJICHUA apXUBHOTO €A,

3HaThL

OCHOBHBIC TCHACHIIMU PA3BUTUA I/IH(I)OpMaLII/IOHHOFO U JOKYMCHTAIIMOHHOT'O
obecrieueHus YIpaBJICHUSA, 4 TAKIKEC APXUBHOI'O ACJ1a

YMeTh

OPUMEHSTh U3YYCHHBIC TEHICHIIUH Pa3BUTHS HH(POPMAIIMOHHO-
JIOKYMEHTAIIMOHHOTO U 00ECTIeUeH s YIIPABICHHs apXHBHOTO Jiejia B
po(heCCUOHATIBHOMN IEATEIbHOCTH

KanpoBoe 1eionpon3BoIcTBO

Bnanets

TEHJICHIIUAMH Pa3BUTHS MHPOPMAIIMOHHO-JOKYMEHTAIIHOHHOTO U 00eCTIeUeHHS
yHpaBJeHHs apXUBHOTO Jiena

3HaTH

- TEHJCHIIUU Pa3BUTHS HHPOPMAIIOHHO-TOKYMEHTAIIMOHHOTO 1 00eCIIeYeHN S
YIpaBJIeHHS apXUBHOTO JeNa

YMeTh

- Ha3bIBAeT TEHACHIINY Pa3BUTHSA HHPOPMAITMOHHO-AOKYMEHTAIIMOHHOTO U
oOecrieueHus YIIpaBJICHUS apXUBHOTO JIejia, MOJKPEIUIsis IPUMepaMu
MPAKTHYECKON e TETFHOCTH

["ocynapcTBeHHBIE, MyHULUIIATbHBIE U
BEZOMCTBEHHbBIC aPXUBBI

Bnanets

- CIOCOOHOCTBIO aHANN3a TeHSHIINI Pa3BUTHs HH()OPMAITMOHHO-
JOKyMEHTAIIMOHHOTO Pa3BUTHS YIPABICHHUS apXUBHOTO Jlesia

3HaTh

o0renpodeccruoHaIbHbIC TEOPETUICCKUE U METOAMYECKUE OCHOBBI PAa3BUTHUS
UHGOPMAIMOHHO-IOKYMEHTAIIMOHHOTO 00SCIICUEHUS YIIPABJICHUS U aPXHUBHOTO
Jiena

YMeTh

NPUMEHSATh Ha MPaKTHKE 001IenpodeccuoHaNnbHbIe TEOPETHUECKHE U
METOANYECKHE OCHOBBI Pa3BUTHs HHPOPMALMOHHO-IOKYMEHTALHOHHOTO
o0ecreveHus yIpaBJIeHUs] M apXUBHOTO Jiea

KonbunernuaipHOE TET0MPOU3BOACTBO

Bnanets

croco0aMu OlIEHUBAHUS 3HAYMMOCTH W MIPAKTUYECKOHW TPUTOTHOCTH Pa3BUTHS
MH(POPMALIMOHHO-TOKYMEHTAIHOHHOTO 00eCieueH s YIIPABJICHUS U ApXUBHOTO
Jena

3Harte

HMMETh MPEACTABICHUE O TEHACHIUAX Pa3BUTHS HH(POPMALIMOHHO-
JIOKYMEHTAITMOHHOTO 00€CTIeUeHUs yIIPaBIICHUSI apXUBHOTO JIea

YmeTh

aHAJTN3UPOBATH MPOIECCHI HH(OPMAITIOHHO-TOKYMEHTAITMOHHOTO 00eCTICUeHNS
YIIPABJICHHS apXHUBHOTO Jena

MupopMalinoHHOE 00eCIICUeHNE YITPaBIICHHUS

Bnanets

MPAKTHYECKUMU HaBBIKAMH HCIIOJIB30BAHUS IIEMEHTOB MH(POPMAIIHOHHO-
JIOKYMEHTAITMOHHOTO 00€CTICUeHUs yIIPABICHUS apXUBHOTO JIeja

3HaTh

TCOPETUYCCKNE OCHOBBI  PA3BUTUA I/IH(l)OpMa]_II/IOHHO-)IOKyMeHTaI_[I/IOHHOFO
obecrieucHus YHpaBJICHUA U apXUBHOT'O ACJ1a

JIoKyMeHTaIlHOHHOE 00eCTIeYeHue

lYOpaBJICHUA Ha MIPEANPUATUAX PA3TIAIHBIX
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YmeTh

MNPUMCHATh Ha MPAKTHUKEC TCOPETUYCCKUEC OCHOBLI Pa3BUTHA I/IH(I)OpMaHI/IOHHO-
JOKYMCHTAIIMOHHOT'O obecrnieyeHUs YIIpaBJICHUA W apXHUBHOT'O OCjIa

OpTraHU3alMOHHO-TIPABOBHIX (HOPM

Bianets

TEHACHIUSAMH Pa3BUTHS HH()OPMAIMOHHO-TOKYMEHTAI[HIOHHOTO OOEeCTIeueHUs
YIIPABJICHUS U apXUBHOTO JIea

3HaThL

TEHJCHIIUU Pa3BUTHUS WHGOPMAITMOHHOTO U JIOKYMEHTAIIMOHHOTO 00€C-TICUCHUS
JIeSITENIbHOCTH OpraHu3aluii;

MEXTyHAPOIHBIC OPTaHU3AINH, 3aHIMAFOIIHECS 0000IEHNEM MUPOBOTO OIThITA
B oomactu MOV u J1I0Y;

MEXKyHapOIHBIE TOKYMEHTHI, OTPaXKaIOIie MUPOBOH OIBIT K OpraHU3aIuu
WH(POPMAITMOHHOTO U JOKYMEHTAIIMOHHOTO 00ECTIEYeHNS AETTOBON
JIeATCILHOCTH,

YmeTh

npuoOpeTath 3HaHusA B oonactu MOY u JI0VY 3a pyOexom;

KOPPEKTHO BBIPaKaTh U apTyMEHTHPOBAHO 0OOCHOBBIBATH CYIIIECTBOBAHHE
TCHJCHIMIA pa3BUTHS HHOOPMAITMOHHOTO U JOKYMEHTAIIMOHHOTO 00ECIICUCHHUS
JIeSITEIILHOCTH 3apyOe)KHBIX OpraHU3aIlnii;

o0cy)aTh crocoObl 3pPEKTUBHOTO pelIeHHs TPOOIeM HHPOPMAIIMOHHOTO U
JOKYMEHTAIIMOHHOTO 00ECIICUCHHUS ICSITEIbHOCTH OPraHM3aIlHid.

Me>xayHapoIHbIC CTaHIAPTHI YIIPAaBICHUS
IMOKyMEHTaMH

Bnaners

MPAKTHYECKUMU HaBBIKAMHU aHAJIN3a HOPMATUBHEIX akToB B chepe IOV u
oy,

crocobaMy IeMOHCTpAIK YMEHUS aHAIIM3UPOBATh cUTyaluio B chepe JJOY u
NoYy;

00BsacHATH TUNI4HBIE Moaeau JIOY u MOV B 3aBUCUMOCTH OT CIICITUPUKH
JIEJIOBOU JICSITEIBHOCTH OPTaHHU3AINH;

3HaTh

OCHOBHBIE OTIPE/IETICHHSI, TOHATUS U METOJIbI UCCIIEIOBAHUM, UCIIOJIb3YEMBIX B
TEHIECHIMAX Pa3BUTUS HHHOPMALMOHHO-IOKYMEHTAIMOHHOTO M 00ecTieyeHus
yHpaBJIeHHs apXUBHOTO Jiena

YmeTh

BBIJICJISITh TEHICHIMN, OOBSICHATH (BBISBIISITH U CTPOUTH) THITMYHBIE MOJICTH 1
KOPPEKTHO BBIPAXaTh U apTyMEHTHPOBAHHO OOOCHOBBIBATH TOJIOXKEHHS
TEH/ICHIIMH pa3BUTHSI HHPOPMAHOHHO-JOKYMEHTALIMOHHOTO U 00eCIIeUeHHS
yHpaBJIeHHs apXUBHOTO JIENa.

/1es10npon3BOICTBO KOMMEPUYECKUX
[IpEeANPUATUN

Bnanets

criocobamu JEMOHCTpALUH, BO3MO>KHOCTBIO MEXIUCIUTIIIMHAPHOTO
MPUMEHEHUST ¥ NMPO(ECCHOHATBHBIM SI3bIKOM B O0JIACTH TEHICHIMHA Pa3BUTHS
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I/IH(I)OpMaLII/IOHHO-I[OKYMCHTaHI/IOHHOI‘O 1 obecreueHus YHpaBJICHUSA apXUBHOI'O

Jena,

3HaThH

CnocodbL OOKYMEHMUPOBAHUS OESIMENbHOCTIU OPeAHU3AYUTL

00 OMeemMCcmMBEEeHHOCMU PYKOBOOUMenel OPeaHU3ayuil U CReyuaiucmos no
VIPABIEHUIO OOKYMEHMAMU 34 OOKYMEHMUPosanue 0e10801 U YNpasieHyecKol
oessmenbHoCmu;

OCHOBHblE MEHOeHYUU UHPOPMAYUOHHO-OOKYMEHMAYUOHHO20 0becneyenus
OOKYMEHMUPOBAHUSL OeSIMEIbHOCMU He20CYOAPCMEEHHbIX OP2AHUZAYULL,
603MOJICHOCTU YNOPSOOUEHUsI OeTI0BOL U YNPABTIEHYECKOU QesimelbHOCHU
opeanuzayuu O1a200aps CUCMeMamu3ayuu U Kiaccupurayuu 00KyMenmos.

YMeTh

CamocmosimenbHo nPUOOpemamy 3HaHus 8 001acmuU UHGOPMAYUOHHO-
OOKYMEHMAayuoHH020 U obecneyenus npoyecca 0OKyMeHmuposaHsl
OdesimenibHOCMU, ONUPAsICb HA Y4eOHUKU U Y4eOHble nocoous, nyoauxayuu
npoeccuorarbHbIX NEPUOOUYECKUX UOAHUL,

oenamv YMO3aKIOUEeHUs N0 AHANU3ZY MEHOEHYUL pa38umus UHGOPMayUOHHO-
OOKYMEHMAayUuoHHO020 obecneyenus He2ocy0apCmeeHHbIX Op2aHu3ayull no
mamepuanam nepuooudecKux npopeccuoHaIbHbIX U30AHULL

/lokyMeHTHpOBaHUE NesTeTbHOCTH
[HEroCy1apCTBEHHBIX OpraHU3aLHil

Bnaners

CHOCOOAMU COBEPUIEHCMBOBARUS NPOYECCUOHANLHBIX 3HAHUL U YMEHUU nymeMm
UCNONIL30BANUSL BOZMONCHOCEN UHMOPMAYUOHHOU CPeObl NPU ONPEOeieHUU
MEeHOEeHYUIl PA3EUMUST UHGOPMAYUOHHO-00KYMEHMAYUOHHO20 U 0DecneueHus
VIPAGIIeHUs APXUBHO20 Oeld;

npuemamit aHaIU3a HOPMAMUSHLIX AKMOE 8 001ACmU UHPOPMAYUOHHO-
OOKYMEHMAYUOHHO20 0becneyeHUs 0essmeabHOCMU He20CyOapCmEeHHbIX
opeanusayuil;

npuemamu Ucced08aHust UHGHOPMAYUOHHO-00KYMEHMAYUOHHO20 0becnedeHus
O0essmeIbHOCIU He20CYOapCMBEeHHbIX OP2aAHU3AYUL N0 UCTOYHUKAM U HAYYHOU
Jumepamype

3HaTh

OCHOBBI JOKYMCHTAIITUOHHOT'O COITPOBOKACHUSA 6yxyqua, B TOM 4HUCJIC C
MNPUMCHCHUCM CIICTIMAJIMZUPOBAHHOT'O 110

YMeTh

COCTaBJISITh M @aHAJIM3UPOBATH HA MPEAMET OLIMOOK OyXraiTepcKue JOKYMEHTHI,
B TOM 4YHCJIE C IPIMEHEHUEM clienanu3uposantHoro 110

JIOKyMEHTBI 1 TOKYMEHTOO0OpOT B
OyXTajaTepcKoM yueTe

Bnanets

HABbIKAMH M METOJJMKAMHU COCTABJICHUS JIOKYMEHTOB B OyXydeTe U aHaJIn3a
JIOKyMEHT0000pOTa TaHHOH cdepe, B TOM YUCIIe C TPUMEHEHHEM
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CIIeUaJIn3UPOBAHHOTO 11O

3HaTh OCHOBHBIC TCHJICHIIUY PAa3BUTHS WH(OPMAITHOHHO-OKYMEHTAIIHOHHOTO
oOecrieueHus YITpaBJICHUS apXUBHOTO JeJia
[Ipon3BOACTBEHHAS - TPAKTHKA TIO
YnMmeTs AHanm3upoBaTh OCHOBHBIE TEHACHIINU PAa3BUTHS HHPOPMAIIMOHHO- .
MOJTYYSHUIO TTPOPECCHOHATLHBIX YMEHHUH U
JTOKYMEHTAIIIOHHOTO 00ecrieueH s yIpaBlIeH!s] apXUBHOTO JieTia N
orbITa MPO(HEeCCUOHATHHON JIEATEIIEHOCTH
Bnagets [IpuMeHATH B IEATETHPHOCTH OCHOBHBIE TEHICHITUHN Pa3BUTHS HH(POPMAIIMOHHO-
JIOKYMEHTAI[MIOHHOTO 00ECIICUeHUs YIIPABICHUS apXUBHOT'O Jiejia
3HaTh OCHOBHBIC TCHJICHITUHU Pa3BUTHUS HH()OPMAIIMOHHO-TOKYMEHTAIMOHHOTO
obecrievyeHus YIIpaBIICHUS apXUBHOTO Jelia
YMmeTs aHAM3UPOBATh OCHOBHBIC TEHICHITUH Pa3BUTHUS HHPOPMAIIMOHHO- [Ipon3BoACTBEHHAS — MTPEIIUILTOMHAS
JTOKYMEHTAIIIOHHOTO 00ecrieueH s yIpaBlIeH!s] apXUBHOTO Jieia ITpaKTHKa
Bnanets MPUMEHSTH B ICATEIHBHOCTH OCHOBHBIC TEHICHIIUU PAa3BUTHUS HHPOPMAIIMOHHO-

JIOKYMEHTAI[MOHHOTO 00eCIIeUeHUs YIIPABICHUS apXUBHOT'O Jiejia

IIK-6 — cnoco0HOCTHI0 aHAJIM3UPOB

CHCTEMAaM JIeKTPOHHOI'0 JOKYMEHT0000pPOTA U BeIeHHsI )JIEKTPOHHOT0 APXHBA

aTb CUTyallUl0 HA PBIHKE HH(l)OpMaIIHOH]—[bIX IMPOAYKTOB H YCJIYI, JaBATbh IKCIIEPTHYI0 OLICHKY COBPCMECHHBIM

3HaTh

OCHOBHBIE OIPEIEITICHNS] U TIOHATHUS, OCHOBHBIE METO/IbI NCCIIEOBAHNH,
OTIpeJIeJICHHsSI TPOIIECCOB aHa3a CUTYallHH Ha PHIHKE HHPOPMAIIMOHHBIX
MPOAYKTOB M YCIIYT

VYmeTh

MCIOJIb30BaTh CIIOCOOHOCTh aHAIM3UPOBATh CUTYAIIMIO HA PhIHKE
MH(QOPMALIMOHHBIX IPOIYKTOB U YCIIYT, 1aBaTh SKCIEPTHYIO OLICHKY,
KOPPEKTHO BBIpaXaTh U apryMEHTHPOBAHHO OOOCHOBBIBATH MOJIOXKEHUS
CIOCOOHOCTH aHAJM3UPOBATH CUTYAIMIO HA PhIHKE HH()OPMAIIHOHHBIX
NPOAYKTOB H yCIYT, 1aBaTh 3KCIEPTHYIO OLIEHKY COBPEMEHHBIM CHCTEMaM
3JIEKTPOHHOT'0 JOKYMEHTO000pOTa U BEICHUsI JEKTPOHHOI'0 apXuBa.

Opranu3zanus 1 TEXHOJIOTHS
IMOKYMEHTAIIHOHHOTO 00ecTieYeHust
YIIpaBICHUS

Bmanets

OCHOBHBIMH METOJJAMH HCCIIEJOBAHUSA, CTIOCO0AMH COBEPIIIEHCTBOBAHUS
npohecCHOHANBHBIX 3HAHWI M YMEHUH IyTEM HCIIOIb30BaHUS BO3MOXHOCTEHN
MH(QOPMAIMOHHOH Cpe/ibl IPH aHAIN3E CUTYallul Ha PhIHKE HMH(OPMALOHHBIX
MIPOAYKTOB U YCIIYT, 1a4Hl SKCIIEPTHOM OLIEHKH COBPEMEHHBIM CHCTEMAM
IEKTPOHHOI'0 JOKYMEHT0000pOTa U BEACHUS 2JIEKTPOHHOI'O apXUBa.

3HaTh

WHQOPMaIMOHHBIE TPOAYKTHI MpeiaraeMble Ha BHYTPEHHEM U BHEIITHEM
pBIHKE, coBpeMeHHbIe COJl 1 3IEKTPOHHBIE apXUBBI HA BBICOKOM YPOBHE

BOCITPOU3BCACHUS U 0OBSICHEHHUS I/IH(i)OpMaI_[I/II/I

Ka,[[pOBOG ACIOIPOU3BOACTBO
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YmeTh

MPUMEHSATH UHPOPMAIIMOHHBIE TIPOIYKTHI MIPe IaracMblec Ha BHYTPESHHEM U
BHEIIHEM pBIHKE, coBpeMeHHbIe CO/] 1 SIeKTpOHHbIE apXUBHI

Bianets

MpreMaMH aHalln3a CUTYalln: Ha PhIHKE HH()OPMAITMOHHBIX TIPOIYKTOB U
YCIIYT, 1aBaTh SKCIIEPTHYIO OLICHKY COBPEMEHHBIM CHUCTEMaM 3JIEKTPOHHOTO
JIOKYMEHT0000POTa U BEJCHHUS DJICKTPOHHOTO apXHBa

3HaTh

- UICTOPHIO aBTOMaTH3aluu U Mexanuszauu JJOY u apXuBHOTO Jena;

- COBPEMEHHOE COCTOSIHUE U IEPCIIEKTUBHBIC HANIPABJICHUS HH(POPMATHU3ALNH
HOY u apxuBHOTO €7,

- BO3MOJKHOCTH PEILEHHsI TUIIOBBIX 3a/1a4 JEJIONPOU3BOJICTBA B CPEZIE
kopnopatuBHoi UC, TeXHONOIrMM KOMMYHHKAIUH, TOJACPKUBAEMBIX B
KOPIOPAaTHBHBIX MHPOPMALIMOHHBIX CHCTEMax

YmeTh

-UCIIOJIB30BATh COBpCMCHHLIC I/IH(l)OpMaHI/IOHHI)IC TCXHOJIOTUHU CO3JaHMH,
00pabOTKH M XPaHEHHS TOKYMEHTOB;

-COBEpLICHCTBOBAaTh NpuMeHsieMble B [IOY U apXUBHOM JI€I€ TEXHOJIOTHH C
MIPUMEHEHHUEM CPEJICTB aBTOMATH3AIIHH;

- OPUEHTHPOBATKLCS HA PhIHKE HHPOPMAIIMOHHBIX TIPOYKTOB U YCIIYT,
npuMeHsomuxcs B opraamszanuu JIOY u apxuBHOTO n1ena.

Bnaners

- COBPEMEHHBIMH HUH()OPMALIIOHHBIMH TEXHOJIOTUAMH CO3/1aHUsL, 00paObOTKH U
XpaHEeHHUs TOKYMEHTOB;

- OpHCHBIMU MIPHUIIOKECHUSMH U CIICIHATH3UPOBAHHBIM MIPOTPAMMHBIM
oOecnieueHuem, npumensemMsM B chepe OV u apxuBHOrO A€7a;

- COBpeMEHHO! 0(HCHOI KOMITEIOTEPHON TEXHUKOM.

["ocynapcTBEHHbIE, MyHUIMIIAJIbHBIE U
BEIOMCTBEHHBIE aPXUBBI

3HaTh

- TEHJICHLIUU PA3BUTHUS KOMIIBIOTEPHBIX CETEN U KOMIIBIOTEPHBIX YCTPOICTB;
- IPUHIUITBI OPTraHU3alU U UCTIOJIb30BaHUS CPEJICTB BBIUUCIUTEIbHOM
TEXHUKHU;

- COCTABJISIIOLIUE IKCIIEPTHOM OLICHKU COBPEMEHHBIX CHUCTEM AJIEKTPOHHOTO
JIOKYMEHTOO0OPOTA U BEIICHHUS DJICKTPOHHOTO apXHBa

YmeTh

- IaBaTh OIIEHKY COBPEMEHHBIM CHCTEMaM 3JIEKTPOHHOTO JOKYMEHTO000poTa
- BECTH JJIEKTPOHHBIN apXUB

Bnanets

- IPAKTUYCCKUMU HaBbIKaMU OLCHKU COBPEMCHHBIX CUCTEM JJICKTPOHHOT'O
,I[OKYMCHTOO60pOTa
- IPAKTUYCCKMMHU HAaBbIKaMW BCJACHUA DJICKTPOHHOI'O apXuBa

[IpoaBmxeHre HAYYHON TPOLYKIUU

3HaTh

OCHOBHBIE OTIPEJIENICHNSI U TIOHATHS B 001acTH HH(OPMAIIMOHHBIX MTPOIYKTOB,

MopenupoBaHUE CUCTEM TOKYMEHTALUU
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3KcrepTHOH oneHkH, COJ[ ¥ 31IeKTPOHHOIO apXuBa

OpraHu3aluu

YmMmeTs aHAJIM3UPOBATH CUTYAIUIO Ha PHIHKE WH()OPMAITUOHHBIX MPOIYKTOB U YCIYT,
JTaBaTh SKCIEPTHYIO OLICHKY COBPEMEHHBIM CUCTEMAaM AJIEKTPOHHOTO
JIOKYMEHT0000POTa M BEJICHHS DIIEKTPOHHOTO apXHBa
Bnagets METOJJaMH aHaJIM3a CUTyalri B 00J1acTH HH()OPMAIIMOHHBIX IPOAYKTOB H
YCIIYT, a TAaKXKe METOJ0M SKCIIEPTHOM OIeHKU coBpeMeHHBIX COJI u
3JICKTPOHHBIX aPXUBOB
3HaTh OCHOBHBIC TTPaBHJIa MOMCKA HH(POPMALIUY U €€ UCTIOIb30BAHUS B (OCHOBBI CEKPETapCKOro 00CITy>KMBaHUS
po(heCCHOHANBHON IESATEFHOCTH CEKpeTapst
YmMmeTs MPUMEHSATH 3HAHUS 110 MCIIOJIb30BaHUI0 UCTOYHUKOB B TTPO(ECCHOHATBHOM
JICSATEIIbHOCTHU - CAMOCTOSITEIILHBIN TOUCK HH(OPMAIUH O PHIHKE
WHGOPMAITMOHHBIX MPOTYKTOB U YCIYT IS MPO()EeCCUOHATBHOMN NEATEIBHOCTH
cekperaps
Bnagets HaBBIKAMH U METOJUKAMH 0000IIEHNUS PE3yIbTaTOB CAMOCTOSITEFHOTO TTOUCK
UHGOPMAITUH O PhIHKE HH()OPMAIIMOHHBIX IPOJAYKTOB U YCIYT JIJIs
npodecCHOHATLHON IEATENbHOCTH CEKpETapsI
3HaTh OCHOBHBIE ONPEJEICHMUS], IOHATUS U OCHOBHBIE METO/IbI UCCIIEAOBAHUM, [IpoekTupoBaHue yIpaBIeHYECKON
MCTIOJIb3YEMBIX B CTIOCOOHOCTH aHAJIM3UPOBATH CUTYAIIHIO HA PHIHKE IMOKYMEHTAITNH OpTaHU3aIHN
WH(GOPMAITMOHHBIX IMPOJIYKTOB U YCIIYT;
YMeThb KOPPEKTHO BBIpAXaTh M apryMEHTHPOBAHHO OOOCHOBBIBAThH ITOJIOKEHHS
CIIOCOOHOCTH ~aHAIM3MPOBATh CHUTYallMI0 Ha pPBIHKE WHPOPMAIIMOHHBIX
MPOAYKTOB M YCIYT, JaBaTh 3KCIIEPTHYIO OIEHKY COBPEMEHHBIM CHCTEMaM
AJIEKTPOHHOTO IOKYMEHT0000pOTa M BEJCHHUS 3JICKTPOHHOTO apXHBa.
Bnagers Croco0aMu COBEPILICHCTBOBAHUS MPO(PECCHOHAILHBIX 3HAHUN U YMEHUH MyTeM
WCIIOJb30BaHMsI BO3MOXHOCTEH HMH(DOPMAIMOHHON Cpelbl MpPH  aHAIH3e
CUTYallul Ha PBIHKE MH(POPMAIMOHHBIX MPOAYKTOB H yCIYT, TAYH SKCIEPTHOM
OIICHKH COBPEMEHHEIM CHCTEMaM 3JIEKTPOHHOTO JOKYMEHTOO00pOTa U BEICHIS
JIEKTPOHHOTO apXHBa.
3Hartp —  OCHOBHBIE OIPEIETIEHHUS U MOHATHS HHPOPMAIIMOHHBIX IIPOAYKTOB U YCIyT, |APXUBBI I10 TUMYHOMY COCTaBY

akcnepTHO# oneHku, CO/1, 27IeKTPOHHOTO apXHUBa |

—  OCHOBHBIC METOIbI UCCIIEIOBAHU, UCTIOIb3yEMBIX B YaCTH apXHBOB IO
JIUYHOMY COCTaBYy;

— OIpEACJICHNUA OCHOBHBIX MOHATHI B YaCTH JOKYMCHTOB JIMYHOI'O, HA3bIBACT
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WX CTPYKTYpPHBIC XapaKTEPUCTUKU U CBOHCTBA,

—  OCHOBHBIC MOHSTHUS M MPABUJIA OPTaHU3AIUH WHPOPMAITHOHHBIX TIPOTYKTOB
U YCIIyT, SKcnepTHOU orieHkw, CO/l, 3eKTpOHHOTO apXuBa |

— OMNpeAeNCHHS  MPOLIECCOB  OKCIEPTHAs  OICHKA, WHQPOPMAIIMOHHBIX
MPOAYKTOB U YCIIYT;,

YmeTh

—  BBLICISITH CTPYKTYPHBIE AJIEMEHTHI MHPOPMAIIMOHHBIX MPOJIYKTOB U YCIYT,
sKkcnepTHOH onieHku, COJI, 3EeKTPOHHOTO apXUBa;

— o0cyxaare cnocoObl  3(PQEKTHBHOTO  pemieHus  HMHGOPMAIUOHHBIX
MPOAYKTOB U YCIIYT, 3KcTepTHas orieHka, CO/l, 31eKTpOHHBIN apXuB,;

— pacmo3HaBaTh 3 (ekTuBHOE penieHne oT HedPEeKTHBHOTO;

— OOBSCHATH (BBIABIATH W CTPOWTH) THUMUYHBIE MOJETH WH(POPMAIIMOHHBIX
MPOJIYKTOB U YCIYT, 3KCEPTHON oLleHKH, CO/], 3IEKTpOHHOTO apXUBa,

— TMPUMEHATH TOJyYEHHbIE 3HAaHUS B TPO(ecCHOHAIbHON IesTelIbHOCTH;
UCIIOJIb30BaTh UX Ha MEXKIUCIUILTHHAPHOM YPOBHE;

— mpuoOpeTaTh 3HaHUS B 00J1aCTH TPYIOBOTO M aJIMUHUCTPATHBHOTO [IPaBa;

— KOPPEKTHO BBIpaXaTh M apryMEHTUPOBAHHO OOOCHOBBHIBATH TOJIOXKEHHSI
MpeIMETHON 00JIaCTH 3HAHUSL.

Bnanets

— TPaKTHUYECKUMH HABBHIKAMH HMCIIOJIb30BAHUS 3JIEMEHTOB ... Ha JPYTUX
JTUCIUIUTNHAX, HA 3aHATUAX B ayIMTOPUH U HA ...IIPAKTHUKE;

— crocobamMy JeMOHCTPALUU YMEHUS aHAIN3UPOBATh CUTYaLUIo .. .;

— METOAaMH MPOBEJEHMSI SKCIIEPTHOM oneHKkH, CO /I, 3IEKTpPOHHOTO apXHUBa,

— HaBbIKAMH M METOAMKAMHU 000OIIEHNUS pe3yIbTaTOB PELICHNS,
9KCTIIEPUMEHTAIILHOM eSITENbHOCTH;

—  crocobamMu OIICHUBaHHS 3HAYUMOCTH U TIPAKTHYECKON MTPUTOJHOCTH
MOJYYEHHBIX PE3YJIbTaTOB;

—  BO3MOKHOCTHIO MEXTUCIUTUIMHAPHOTO MPUMEHEHHUS TIOJTyYSHHBIX 3HAHUH
B YacTH 3KcHepTHOU oneHkn, COJ] u 37MeKTpOHHOrO apXuBa,

—  OCHOBHBIMH METOJaMH HccieoBaHus B oonactu COJ, 31eKTpOHHOTO
apxuBa U MPaKTHYECKUMHU YMEHUSMH U HABBIKAMH X HCIIOJIB30BAHUS;

— OCHOBHBIMH METOJaMH pelIeHHs 3a7a4d B 00JaCTH MPOBEIECHUsI IKCIIEPTHOM
oneHkH, COJ] u 3JIeKTpOHHOTrO apXuBa ;

— npodecCHOHATBHBIM SI3BIKOM MPEIMETHON 00IacTH 3HAHWS OaKalaBpa
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HuA;

— cnocobaMu COBEPIICHCTBOBAHMS MPOPECCHOHAIBHBIX 3HAHUNW W YMEHHH
IIyTeEM HUCIOJIb30BAHUA BO3MOKHOCTEHN nH()OPMAITHOHHOH Cpensl,
MHQOPMAIIMOHHBIX MPOAYKTOB W  YyCIyr, OKcnepTHod onenku, CDO/I,
QJICKTPOHHOI'O apXHBa.

3Hath OcHOBHBIE TIOHATHS OPUCHBIX HHOOPMAIIMOHHBIX TEXHOJIOTHH. O0paboTka U 3a1mTa J0KyMEHTHPOBAHHOM
OcobenHocTH OOectieueHus 3amuTel HHPopMmarmu B opucHbx UT. nHDOpMaUH
Cdepsl mprMeHEHUST METOIOB 00ECTICUSHSI 3aIIUTHI HHPOPMAIIIH B OPHCHBIX
UT.
YnMmeTs JemoHcTpupoBaTh HaBBIKK paboThl B opucHbIX UT.
XapaxTepru30BaTh OCHOBHBIE CITOCOOBI 3aUTHI HH(opMaruu B odpucHbIX UT.
ITpuMeHATh HABBIKM HACTPOWKU OCHOBHBIX aCIEKTOB 00ECIEUCHUS 3aIUThI
WHQOpMaIMK MTATHBIMH cpeacTBamu opucHbix UT.
Bnagers Hagrsikom 00bsicHeHUsI He0OX0auMOocTH HacTpoiiku oducHbx UT ¢ mozunmn
obecrievueHns1 THPOPMAIIMOHHOH 06€30MacHOCTH
HaBrikoM BbII€IEHUS] OCHOBHBIX CIIOCOOOB 3aILUTH HHPOPMALUU B OPHUCHBIX
UT.
Hagrikom HacTpoiiku 3ammuTel nHbopMaruu B oducHex UT.
3HaTh OIpeJIesICHHsI TPOLIECCOB aHATM3UPOBATH CUTYAIMIO HA PHIHKE Jlenorpon3BOACTBO MyHUIIUIATIBHBIX
MH(QOPMALMOHHBIX IPOILYKTOB U YCIYT [yapeskaeHni
Ymethb KOPPEKTHO BBIpaXaTh W apTyMEHTUPOBAHHO OOOCHOBBIBATH ITOJIOJKEHHSI
CIIOCOOHOCTH ~ aHaIM3MPOBaTh CHUTYallMI0 Ha pbIHKE HWH()OPMAIMOHHBIX
NPOAYKTOB W YCIYT, AaBaTh HKCIEPTHYIO OLEHKY COBPEMEHHBIM CHUCTEMaM
3JIEKTPOHHOT'0 JOKYMEHTO000pOTa U BEICHUI JEKTPOHHOI'O apXHBa.
Bnanets croco0aMy COBEPIIEHCTBOBaHMS NMPO(HECCHOHATIbHBIX 3HAHUN U YMEHUH IyTeM
UCITIOJIb30BaHMs BO3MOXKHOCTEH HMH(MOPMAIMOHHOW Cpelbl TpH  aHaJK3e
CUTyalluu Ha phIHKE MH(OPMAIMOHHBIX MPOAYKTOB U YCIYT, Aa4l SKCHEPTHOM
OLIGHKM COBPEMEHHBIM CHCTEMaM 3JIEKTPOHHOTO JJOKYMEHTO000pOTa U BEACHUS
IEKTPOHHOTO apXUBa.
3HaTh NPUHIIMITEI OpTaHU3aIMY paboT ¢ IPUMEHEHHEM HH()OPMAIIMOHHBIX MupopMalnOHHBIE TEXHOJIOTHH B
TEXHOJIOTHH U 3JIEMEHTOB JIEKTPOHHOI'0 IOKYMEHT0000pOoTa ITOKYMEHTOBEJICHUN 1 ApXUBHOM JeJie
Ymeth aHAJTM3UPOBATH CUTYAIMIO HA PhIHKE HH(POPMAIIMOHHBIX MPOJIYKTOB U YCIIYT,

JAaBaThb 3KCICPTHYIO OLCHKY COBPEMCHHBIM CUCTEMAM 3JICKTPOHHOI'O
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I[OKYMGHTOO6OPOT3 1 BCACHUS SJICKTPOHHOT'O apXKrBa

Bnanets

OCHOBHBIMU METOJ]aMH COOpa ¥ aHaJIn3a HHPOpMAIMK B IPOECCHOHAIBHOM
cdepe, METOIAMH CTATUCTUIECKON 00Pa0OTKH JAHHBIX C UCIIOIb30BAHUEM
KOMIIBIOTEPHBIX TEXHOJIOTHI

3HaTh

OCHOBHBIE OIIPEJENIECHNS U TOHATUA, OCHOBHBIE METO/BI U OIPEAEICHUA
MPOIIECCOB aHATTM3MPOBATH CUTYAIMIO HA PhIHKE HH)OPMAIIMOHHBIX MPOAYKTOB
U yCIIyT

/1e10npon3BOACTBO KOMMEPUYECKUX
[IpEANPUATUN

YmeTh

UCIIOJIb30BaTh, KOPPEKTHO BBHIPAXKaTh M apryMEHTHPOBAHHO OOOCHOBBIBATH
MOJIOXKEHUSI ~ CIIOCOOHOCTH ~ aHAJIM3UPOBAaTh  CUTYyalUI0  HAa  PBIHKE
WHQOPMAIMOHHBIX TMPOJAYKTOB M YCIYr, JaBaTh SKCHEPTHYIO OICHKY
COBPEMEHHBIM CHUCTEMaM DJJIEKTPOHHOTO JOKYMEHTOOOOpOTa M  BEACHUS
JIEKTPOHHOTO apXHBA HA MEXKIVCIUIUIMHAPHOM YPOBHE;

Bmanets

OCHOBHBIMH METOJIaMH UCCIIEIOBAHUS, CIOCO0aMU COBEPIICHCTBOBAHUS
npodecCHOHANBHBIX 3HAHUIM U YMEHUH ITyTEM HCIIOIB30BaHUS BO3ZMOXKHOCTEH
WHQOPMAIMOHHOH Cpe/ibl TIPH aHAIM3E CUTYallUH Ha PhIHKE HH(POPMAIMOHHBIX
MPOAYKTOB H YCIIYT, a4Hl SKCIIEPTHOMN OLIEHKH COBPEMEHHBIM CHCTEMAM
3JIEKTPOHHOI'0 JOKYMEHTO000pOTa U BEICHUsI JEKTPOHHOI'O apXHBa.

3HaTh

oTpeJiesIeHHsI MOHATHIH HHPOPMAIIMOHHEIE MTPOILYKTHI M YCIIYTH, SKCIIEPTHAS
OLICHKA COBPEMEHHBIM CHCTEMaM IEKTPOHHOT'O JI0KYMEHTO000pOTa U
JIEKTPOHHBIN apXUB B YaCTH MEPCOHAIBHBIX JAHHBIX

HepCOHaanme JaHHBIC U UX
JMTOKYMCHTHUPOBAHUE

YMeTh

NPUMEHATh UH()OPMAIIMOHHBIE POILYKTHI U YCIIYyTH, SKCIIEPTHAs OLIEHKA
COBpPEMEHHBIM CHCTEMaM JIEKTPOHHOIO JJOKYMEHTO000pOTa U 3JIEKTPOHHBIN
apxuB B NPOeCCHOHATLHON JIeATEILHOCTH

Bnanets

OCHOBHBIMU METOAaMHU PCIICHUA 3a1a4 B obOnactu I/IH(i)OpMaHI/IOHHBIX
MNPOAYKTOB M YCJIYT, KaCArOMNUXCS NCPCOHAJIbHBIX JAHHBIX paGOTHI/IKa

3HaTh

[IpuHune! opranu3anuu padoT ¢ NpUMEHeHHEeM HHPOPMAIIMOHHBIX
TEXHOJIOTHH U 2JIEMEHTOB JIEKTPOHHOTO JIOKYMEHT0000pOoTa

TexHudyeckue cpescTpa ynpasiaeHus B JJOY
1 apXuBax

YmeTh

AHaIM3UPOBATh CUTYAIIIO Ha PhIHKE WHQOPMAIIMOHHBIX MIPOJYKTOB U YCIYT,
JIaBaTh SKCIEPTHYIO OLICHKY COBPEMEHHBIM CUCTEMAM 3JIEKTPOHHOIO
JOKYMEHT0000pOTa M BEACHUsI MEKTPOHHOTO apXUBa

Bnanets

OcHOBHBIMH MeTO/1aMU cOopa U aHau3a HHQOPMAIUU B MPodecCHoHaTbHON
chepe, METOAMH CTATUCTUIECKOH 00PaOOTKH JaHHBIX C UCIIOIb30BAHUEM
KOMITBIOTEPHBIX TEXHOJIOT Ui
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3HaThL

OCHOBHBIE YEPTHI CUTYallUH Ha PhIHKE HH()OPMALIMOHHBIX TPOAYKTOB U YCIYT,
JaBaTh 3KCIEPTHYIO OLIEHKY COBPEMEHHBIM CHCTEMaM JIEKTPOHHOTO
JOKYMEHT0000pOTa M BEACHUsI AEKTPOHHOTO apXUBa

[Ipon3BoACTBEHHAA - IPAKTHKA IO
[OJTy4EHUIO NPO(ecCHOHATBHBIX YMEHUN U
ombITa TPo(hEeCCHOHATBLHOM AEATENEHOCTH

YmeTs

AHaNM3UpOBaTh OCHOBHBIC YEPTHI CUTYallMH HA PhIHKE HH()OPMAIIMOHHBIX
MIPOAYKTOB U YCIIYT, 1aBaTh IKCIEPTHYIO OLIEHKY COBPEMEHHBIM CHCTEMaM
3JIEKTPOHHOI'0 JOKYMEHTO00OPOTa U BEIEHHSI SJIEKTPOHHOTO apXHBa

Bnanets

HaBbIkoM HCITONTB30BaHUS B IEATEIBHOCTH OCHOBHBIX UEPT CUTYyallMl HA PBIHKE
WHQOPMAaIMOHHBIX TPOYKTOB U YCIYT, IaBaTh YKCIEPTHYIO OLICHKY
COBPEMEHHBIM CHCTEMaM 3JIEKTPOHHOIO JJOKYMEHTO000pOTa U BEACHUS
JIEKTPOHHOTO apXHBA

3HaTH

OCHOBHbBIE YEPThI CUTYyaLlM{ HA PbIHKE HH(GOPMALMOHHBIX IPOILYKTOB U yCIYT,
JIaBaTh 3KCIEPTHYIO OLIEHKY COBPEMEHHBIM CHCTEMAM JIEKTPOHHOTO
JOKyMEHTO0000pOTa U BEICHUsI JIEKTPOHHOI'0 apXHBa

[Ipon3BoACTBEHHAS — MTPEIIUILIOMHAS
MpaKTHUKa

YmeTh

aHAJTM3UPOBATH OCHOBHBIE YEPTHI CUTYallMH HA PhIHKE HH)OPMAIIHOHHBIX
MIPOAYKTOB U YCIIYT, 1aBaTh HKCIEPTHYIO OLEHKY COBPEMEHHBIM CUCTEMaM
AIEKTPOHHOTO JOKYMEHT0000pOTa 1 BEACHUS AIEKTPOHHOTO apXUBa

Bnanets

HAaBBIKOM HCIIOJIb30BAHUS B IESITEIIBHOCTH OCHOBHBIX YEPT CUTYALMH HA PBIHKE
WHQOPMAIMOHHBIX TPOJIYKTOB U YCIIYT, IaBaTh YKCIIEPTHYIO OLIEHKY
COBPEMEHHBIM CHCTEMaM 3JIEKTPOHHOI'0 JIOKYMEHT0000pOTa 1 BEACHUS
3JIEKTPOHHOI'O apXHBa

IIK-7-cnoco0HOCTHIO OLIEHMBATH HCTOPHIO U COBPeMEeHHOe COCTOSTHUE 3apy0e;KHOT0 ONBITA YNPABJIEHUS JOKYMEHTAMH U OPraHU3alUM UX XPaHEeHUs

3HaTh

OCHOBHBIE ONPEJEICHUS U OHSATUSL, OCHOBHBIE METO/IbI UCCIIEAOBAHUM,
OIIPEJIETICHUS IPOLECCOB OLIEHKU HCTOPUU U COBPEMEHHOIO COCTOSIHUE
3apyOEKHOTO OTBITA YIPABICHUS JOKYMEHTAMH U OPTaHU3aIlMN UX XPaHCHUS

Opranuzanus 1 TEXHOJIOTHS
IMOKYMEHTAIIHOHHOTO 00ecTieYeHunst
[yIIpaBIeHUS

VYmeTh

pacro3HaBath 3QpPEKTUBHOE pPelIeHHE OT HeAP(HEKTUBHOTO, OOBSICHITH
(BBIABJATH M CTPOWTH) TUITMYHBIC MOJIEITH, TPUOOPETATh 3HAHHS B 00JIACTH
OILICHKH UCTOPUU U COBPEMEHHOI'O COCTOSTHHUA 3apy6e>I<Horo OIlbITa YIIPAaBJICHUA
JOKYMCHTaMU W OpraHU3allvii UX XpaHCHUS

Bnanets

MPaKTUYECKUMHU HABbIKAMU UCIIOIb30BaHUSA 3JIEMEHTOB OLIEHKH, BO3MOKHOCTHIO
MEXIUCITUTUIMHAPHOTO PUMEHEHUS OIIEHKH, TPO(GECCHOHAIBHBIM S3bIKOM
MPEeAMETHON 00JIaCTH OIIEHKH HCTOPHH M COBPEMEHHOTO COCTOSTHUS
3apy0e)KHOTO OIBITA YIPABIECHUS JOKYMEHTAMH M OPTaHU3aINHA UX XPAHEHHST;

3Harth

OIpPEACIICHUSA ITPOUECCOB CUCTEMBI YIIPABJICHHA JOKYMEHTAMU U OpraHu3alun

Beenenue B nmpodeccuio
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HX XpaHCHUA,;

YmeTs

KOPPCKTHO BbIpaXaTb MW aAPryMCHTHUPOBAHHO 00OCHOBBIBATH  ITOJIOKEHHS
o0macTu 3HaHUS HUCTOpUU U COBPECMCHHOI'O0 COCTOSIHUC Sap}I6C)KHOFO OIIbITa
YIipaBJICHHUA JOKYMCHTAMU U OpTaHU3alMU UX XPaHCHUS.

Bianets

mpohecCHOHATBHBIME CITOCOOAMH OIIEHWBAHMS 3HAYUMOCTH U MPAKTUIECKON
MIPUTOTHOCTH CIIOCOOHOCTH OLIECHUBATh HCTOPHIO U COBPEMEHHOE COCTOSTHHUE
3apyOe)KHOT'O OIBITA YIIPABJICHHUS JJOKYMEHTAMHU M OpraHu3alliy WX XpaHCHUs

3HaTh

OCHOBHBIE MTOHATHUS, UCTIONb3YEMBbIE IIPU TOCTPOEHUH CUCTEMBI YIIPaBJICHUS
JOKYMEHTaMH;

WCTOPHIO TOSBJICHUS TOHITUS «YIPaBICHUE JOKYMEHTaMM»;

CBSI3b TIOHSTHS;

COBPEMEHHBIC HCTOYHUKN HH(OPMAIMK O COCTOSHUHU 3apyO0eKHOTO OIIBITa
ynpaBieHHUs JOKYMEHTaMHU.

MesKayHapOIHBIE CTAHIAPTHI YIIPABICHUS
TOKyMEHTaMH

YmeTh

pacro3HaBath 3 (HeKTHBHBIC pelIeHUs OT HeAPPEKTUBHBIX MTPH OLICHKE
WCTOPUU U COBPEMEHHOTO COCTOSIHUS 3apyOeKHOTO OIBITa YIPaBICHUS
JOKyMEHTAaMH M OPTaHM3aIMU UX XPAHCHNUS;

00CykaaTh ciocoObI 3 (HeKTHBHOTO yIpaBiIeHUs JOKyMEHTaMH TIPH aHAJIN3e
MEXKYHApOTHOTO OIbITA;

JlaBaTh COOCTBEHHBIE 00OCHOBAHHBIE MPOTHO3BI IPUMEHEHUS 3apyOesKHOTO
OIIBITA YIIPaBJICHHs JOKyMeHTamu B Poccum.

Bnaners

HAaBBIKAMY aHAJIN3a U COIOCTABIIEHUS MEXAYHAPOIHbIX CTAHIAPTOB 110
YIPABJICHUIO TOKYMEHTAMHU U OT€YECTBEHHON HOPMATUBHOU CpEbL;
MPUHLUIIAMU IIPOEKTUPOBAHUA CUCTEMBI YIIPABICHUS JOKYMEHTAMHU 110
MEXIYHApOJHBIM CTaHAAPTaM.

3HaTh

3HaTh OCHOBBI HUCTOPHUU U COBPEMCHHOI'O COCTOSHUS sapy6e>1<H0ro OIlbITa
YHpaBJICHUA TOKYMCHTAMU U OpraHu3allii UX XpaHCHUA B OTJACJIBHBIX CTpaHax

[Tpon3BOJCTBEHHAS - IPAKTHKA TI0
MOJIYYEHHUIO TPOPECCHOHAIBHBIX YMEHHUH U

YmeTh

AHaIM3UPOBATh OCHOBBI HCTOPUHU M COBPEMEHHOT'O COCTOSIHUS 3apyO0eKHOTO
OTIBITA YIPABICHUSI JOKYMEHTAMH U OPTaHU3AINU UX XPAHEHHS B OTJIEIBHBIX
CTpaHax

oTbITa MPO(HECCHOHATHHOM JIEATEIbHOCTH

Bnanets

HagpikoM Hcmionb30BaHus B AEATEIBLHOCTH OCHOB HCTOPUH U COBPEMEHHOTO
COCTOSIHHS 3apy0E€’kHOTO OIbITA YIPABICHUS JOKYMEHTAMU U OPraHU3alul UX
XPAHEHHUsI B OT/EIIBHBIX CTpaHax

3HaTL

3HATb OCHOBBI UICTOPUH U COBPECMCHHOI'O COCTOSAHUA SaPY66)KHOFO OIIbITa

HpOI/IBBO,Z[CTBCHHaSI — ONpeaAaUuIlIIOMHast
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yrpaBJICHUA JOKYMCHTAMU U OpraHU3allii UX XpaHCHUA B OTACJIbHBIX CTpaHaX

IMPAaKTHKa

YmMethb AHAJTM3UPOBATH OCHOBBI HCTOPHH U COBPEMEHHOTO COCTOSIHUS 3apyOeIKHOTO
OTBITA YIIPABJICHUS JOKYMEHTAMH W OPTaHU3aIlMU X XPAHEHHUS B OTACIIBHBIX
CTpaHax

Bnanets HaBBIKOM HCIOJIb30BaHHS B ICATEILHOCTH OCHOB UCTOPUH U COBPEMEHHOTO

COCTOSIHUS 3apyOEKHOTO OMBITA YIIPaBICHUS JOKYMEHTAMH M OPTaHU3aIMU X
XpaHEHUs! B OTJENbHBIX CTPAHAX

MK-8-cnoco0HOCTHI0 AHATU3UPOBATH HEHHOCTH JOKYMEHTOB ¢ LEJbI0 HX XpaHEHHs

3HaTh KPUTEPHUU OLIEHKH LIEHHOCTHU TOKYMEHTOB, IOCPEICTBOM OINPEICTECHUS OCHOBBI IOKYMEHTOBEICHHUS
(GYHKIIMHM JOKYMEHTOB, CLIOCOOBI U CPEJCTBA JOKYMEHTHPOBAHHMS, TPHHIIUIIBI
KIaccuuKaniu QyHKIUI TOKYMEHTOB B JOKYMEHTOBEICHHUH; TPEUMYIIIECTBA
Y HEJIOCTATKH KAXKIOU KI1acCU(UKALMOHHON CUCTEMBI;
0 3aBUCHMOCTH CPOKOB XPaHCHHSI JOKYMEHTOB OT UX (PYHKIIUH ¥ COCTOSHUS
MaTepUaThHOTO HOCUTEIS, a TAKXKE OT CII0co0a TOKYMEHTHPOBAHUS
VMeTh OTIpeAeTATh PYHKINN JOKYMEHTOB 110 PEKBU3UTAM U COJEPKAHUIO; YMETh
000CHOBBIBATH CBOIO TOUKY 3PEHUS;
Bnanets HaBbIKAMH aHAJIM3a [IEHHOCTHU JIOKYMEHTOB, UCXO/Is1 U3 €0 (DYHKIIMOHATBHON
MPUHAJUICKHOCTH ¥ IPUMEHEHHOTO CII0c00a JOKYMEHTHPOBAHUS
3HaTh OCHOBHBIE CITOCOOBI aHAJH3a [IEHHOCTU JOKYMEHTOB C [IEIbI0 MX XPaHEHHS (OCHOBBI ApXUBOBEACHUS
YMeTh 1o 00pasily aHAIM3UPOBATh IIEHHOCTh JIOKYMEHTORB C LIEIBI0 X
Bnanets HaBBIKAMU MPUMEHEHUS TI0 00pa3Ily aHalln3a IIEHHOCTH JJOKYMEHTOB C I[eITbI0
WX XpaHEHUs
3HaTh BCE 3TaIlbl KCIIEPTU3bI [ICHHOCTH JJOKYMEHTOB, B IIpeJIOMIICHUH Ha crneruduky [KaapoBoe neonpon3BoICTBO
XpaHEHUs] JTOKYMEHTOB
VYMeTh AHAJIM3UPOBATh JOKYMEHTHI Ha MTPEAMET UX IKCIIEPTU3BI U JIS TOCIEAYOLIETO
HX XpaHEHUs
Bmanets METOJIaMU 3KCIIEPTHOMN OIIEHKH TOKYMEHTOB C LEIBIO UX, TOCIEAYIOIIETO
XpaHEHUsI
3HaTh - KOHIICTILIMK ONpe/esieHus] Hanboee NHPOPMAIIMOHHO 3HAYUMBIX JOKYMEHTOB [[0CYIapCTBEHHbBIC, MYHHIIUIIATbHBIC U
B paMKaX dKCIEPTU3bl HEHHOCTH IOKYMEHTOB C LENbI0 ONPEIEICHUs YCIOBUN U [BETOMCTBEHHBIE apXUBBI
CPOKOB MX XpaHEHNH,
YMeTh — OIPEJETUTh CPOKU XPAHEHHUSI TOKYMEHTOB B 3aBUCUMOCTH OT BAPUAHTHOCTHU U
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IyOneHoCTH HHPOPMAIHH;

Biagers — HAaBBIKAMU YCTAHOBJIEHUS CPOKOB HX XPAaHEHHsS Ha OCHOBE IIPUHATHIX
KPUTEPHUEB U C YYETOM B3aUMOCBSI3U C APYTHUMHU JOKYMEHTaM.
3HaTh OCHOBHBIE ITPABHIIA IKCIIEPTHU3BI [ICHHOCTH JOKYMEHTOB - CBBIIIE 5 IApXHBOBEICHHE
YMets npuMeHsTh 3HaHus no DI, kpuTepruu HeHHOCTH MpU 0TOOpE TOKYMEHTOB Ha
XpaHEeHHE NPH OPraHU3alMU paboThl MpeceIaTesi KOMUCCHH
Braangets HaBBIKaMH ¥ MeToaukamu D11/;
croco6aMy OIIEHWBaHUS 3HAYUMOCTH JOKYMEHTA - mpoTokonmpoBanue DL/
COCTaBJICHUE apXUBHBIX OIUCEH, AKTOB O BBIJIEICHUU JOKYMEHTOB K
YHUYTOXKEHUIO
3Hathb — KPHUTEpPHUH LIEHHOCTU JOKYMEHTA; IApXHBBI TI0 INYHOMY COCTaBY
YMeTh — KiaccupuuupoBaTh AOKYMEHTHl B 3aBUCHMOCTH OT CTENEHH IICHHOCTH
JIOKyMEHTa
Bnaners — HaBbIKAMH IIPOBCIACHHSA OSKCIECPTHU3bl LICHHOCTH HOOKYMCHTA, HAaBbIKAMH
OpraHU3aLMK XPAHECHMSI IOKYMEHTOB C YYETOM CTENEHU UX LEHHOCTH
3Hath 3aKOHOAATENbHYIO, HOPMAaTHUBHYIO PETJIaMEHTAIHIO U ITPaBHJia SKCIIEPTH3BI CrierinanbHas CUCTEMa yYETHOMN
LIEHHOCTHU YYETHBIX, OyXTralTepCKUX JOKYMEHTOB Ha OCHOBE HayYHBIX IMOKYMEHTAINH
KPUTEPHUEB COITIACHO HOPMATHUBHOM perjaaMeHTaluu
YMerb MpUMEHATh 3HaHM 1o DLIJ], CBsI3aHHBIX ¢ y4eTOM, KPUTEPUH LIEHHOCTH MPU
oTOOpe OyXTranTepcKUX TOKYMEHTOB Ha XpaHEHHE, aHAIM3UPOBATh NX BHEIITHHE
0Cc0OEHHOCTH M OCOOEHHOCTH COJePKaHUsl
Bragers HaBBIKAMHU M METOJMKAMH, CIIOCOOaMU OLIEHHBAHMSI 3HAYHMOCTH
OyXxraiaTepckoro JoKyMeHTa - mpotokonuposanue DLJ[ u cocraBienue
APXMBHBIX OIMCEH, AKTOB O BBIJICIIEHUH JJOKYMEHTOB, CBSI3aHHBIX C yU4ETOM, K
YHUUYTOXKEHUIO
3Hathb OCHOBHBIE ONPEAETICHNSI U TIOHATHUS B YaCTH LIEHHOCTHU JIOKYMEHTOB C LieJblo UX |[[lepcoHanbHbIE TaHHBIE U UX
XPaHEHUs U IOKYMEHTUPOBAHHUS IEPCOHAIBHBIX JAHHBIX IMOKYyMEHTUPOBaHHE
YMeTb AHAJIU3UPOBATh LICHHOCTh JOKYMEHTOB C LIEJIbI0 UX XPAHEHHSI B YACTH
NePCOHAILHBIX JJAHHBIX PA0OTHUKA
Bnagers METOAaMH M CIIOCO0aMHU IIEHHOCTH JOKYMEHTOB C LIEJIbIO0 UX XPaHEHUS
3Hath 3aKOHOJIATENBHYIO 0a3y 1 OCHOBHBIE ITPABUIIA DKCIIEPTU3HI IEHHOCTH 'YgyeOHas - TpaKkTHKa MO MOTy4YeHUIO

JOKYMCHTOB (1)0H;[a APXUBHOI'0 YUPCIKIACHUA

[EepPBUYHBIX NPO(eCcCHOHATBHBIX YMEHUH U
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Ymerh OpraHU30BATh MPOLECTYPY IKCIEPTU3BI U MIPUMEHATH 3HaHUs 1o DL/, HABBIKOB, B TOM UHKCJIC IEPBUYHBIX YMEHUH U
KPUTEPUH IIEHHOCTH TP 0TOOpE TOKYMEHTOB Ha XpaHEHHE HaBBIKOB Hay4HO-HCCJIEIOBATENbCKOMN
Bnanets MpUEeMaMH COCTABJIEHUSI COTIPOBOUTENLHON JOKYMCHTaIlH, HAaBBIKaMH 1 ACATCIIbBHOCTH
metoaukamu DI1J];crrocobamu orleHMBaHUS 3HAYUMOCTH JJOKYMEHTA -
npotokonupoBanue D1/
3HaTh 3aKOHOJIaTeJIbHYIO 0a3y M OCHOBHBIC ITPaBHJIa SKCIICPTH3BI IEHHOCTH [Ipon3BoACTBEHHAS - IPAKTHKA 110
JTOKYMEHTOB (pOH/Ta apXUBHOTO YUPEIKICHHS ITOJTy9YEHUIO IPOPECCHOHANFHBIX YMEHUH U
YMeTh OpraHU30BaTh MPOLEIYPY IKCIEPTU3bI U MIPUMEHATh 3HaHUs 1o DL/, OIIbITa MPO(ECCHOHATLHON 1eSTENbHOCTH
KPUTEPUU [ICHHOCTH NP 0TOOPE JIOKYMEHTOB Ha XpaHCHHE
Brnanets MIpUEeMaMH COCTABIICHUS COMPOBOAUTEIBLHON TOKYMEHTAIINHU, HABBIKAMU U
MmeTogukamu DL1JT;
croco6aMy OIIEHWBaHUS 3HAYMMOCTH JOKYMEHTA - mpoTokoympoBanue D11J]
3HaTh 3aKOHOAATENbHYIO 033y M OCHOBHBIE MPABUIIA DKCIIEPTU3HI IIEHHOCTH [Ipon3BoACTBEHHAS — MPEIAUILIOMHAS
JIOKYMEHTOB (DOH/Ia apXUBHOTO YUPEIKICHHS MpaKTHUKa
YMets OpraHMU30BaTh MPOLETYpPY IKCIIEPTU3BI U IPUMEHATh 3HaHUS 1o DL/,
KPUTEPUU IIEHHOCTH TIPH 0TOOPE IOKYMEHTOB Ha XpaHEHHE
Bnanets MpUEMaMU COCTABIICHUS COIPOBOAUTENILHON TOKYMEHTAlMU, HABBIKAMU U

meTtoaukamu D11J]; cmocobamu orieHNBaHUS 3HAYMMOCTH JIOKYMEHTA -
npotokoiupoBanue I/

IIK-9-Bi1agenneM HaBBIKAMH COCTA

BJIeHHs Onbanorpadguyeckux U apXuBHBIX 0030pOB

3HaTh TOJILKO OCHOBHBIE MTOHSTHSI COCTaBIICHHUS OMOIMOTpadUUeCKIX ¥ apXHUBHBIX OCHOBBI apXHBOBEJICHHS
0030poB

Ymethb COCTaBIISITh 10 00pa3iy Oubanorpaduyeckre u apXuBHbBIE 0030PbI

Bnagets HaBBIKAMH COCTaBJICHUS OMOIMorpadMuecKuX U apXUBHBIX 0030POB M0 00pasiy

3Hath MIPHUHIIUIIBI TOCTPOeHUs, penaktupoBanus HCA k JOKyMeHTaM apXuBa, IApXHMBOBEJICHNE
0030poB

YmeTs opranu3oBath 0TOOp HeoOXoauMon MH(opMary st 0030pa MPU BHITIOIHEHUN
paloThI 3aB. apXHBOM

Bnagets TEXHUKAMH U HaBbIKaMH 0(hOpMIIEHUsI 0030pOB - COCTABIEHUE JOKYMEHTOB,
YMEHHUE ITPOBOJUTH aHAJIM3 Ha MPEAMET OIHO0K

3HaTh - HOPMATHBHO-METOIUUECKYIO 0a3y OnOnmuorpahuuecKux ONMUCaHUi pa3indHbIX JJOKyMEHTAIMOHHOE 00eceueHrE

HCTOYHHUKOB

APXHMBHOTO JieJia ¥ HHPOpMaIMOHHOH chephl
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- OCHOBHBIC HCTOYHHKH I/IH(bOpMaI_II/IOHHOI‘O ImpaBa
-~OCHOBHBIC HCTOYHHUKH apXHUBHOI'O ITpaBa

B PO

YMeTh

- TOA0UPATh UCTOYHUKOBYIO 0a3y, MMOCBSIIEHHYI0 OCHOBHEIM MPOOIeMaM B
cdepe mpaBoro peryaupoBaHusi UHHOPMAIMOHHOM chepbl U apXUBHOTO Jieia
- COCTaBIIATh M 0pOPMIIATH OMOIHOTrpadUIeCKHe CITUCKU HCTOUHUKOBOM 0a3bl,
MOCBAIICHHONW OCHOBHBIM Mpo0OiieMaM B cdepe MPaBoro peryIupOBaHUs
WH(GOPMAITMOHHOU c(ephl M apXUBHOTO JIeNa

Bnanets

- [IpyeéMaMu aHajin3a HCTOYHHKOBOM 6331)1, HOCBﬂHIeHHOI‘/’I OCHOBHBIM
npo0iieMamM B cpepe mpaBoro perympoBaHus HHPOPMAIIMOHHOH Cephl U
apXMBHOTO JeIa

- HaBBIKAMU COCTaBIIEHUs, 0(OopMIIEHHUS U 0030pa Ondmmorpaduaeckux
CIIMCKOB MICTOYHUKOBOM 0a3bl, TOCBSIIIEHHON OCHOBHBIM IpobiiemMaM B cepe
IPaBOTo PEryJINPOBaHMs MHOOPMAIIOHHON chephl M apXUBHOTO JeJ1a

3HaTH

OcCHOBHBIE TTpaBUIIa COCTaBICHNS ONOIMOrpadnIecKiX M apXUBHBIX 0030pOB

[Ipon3BoacTBEHHAS - IPAKTHKA MO

YmeTh

AHaNM3MpoBaTh OCHOBHBIE TIPaBHUIIa COCTABJICHUS OnbIHorpaduIeckux u
apXMBHBIX 0030pOB

[OJTy4EHUIO PO(eCCHOHATBHBIX YMEHUN U
orbITa TPO(hEeCCHOHATIBLHOM AEATEIEHOCTH

Bnaners

HaBpikoM HnC01630BaHMS B AEATEIbHOCTH OCHOBHBIX IIPABUJI COCTABIICHUS
OonbnmorpaduvecKux 1 apXUBHBIX 0030pOB

3HaTh

OCHOBHBIC ITPaBHJIa COCTABJICHUS ONOIMOrpaguUecKuX U apXUBHBIX 0030POB

IIpon3BOACTBEHHAS — MPEITUIIIIOMHAs

YMeTh

AQHAJIM3UPOBATH OCHOBHBIC MIPABUIIA COCTABICHHUS OMOIHOrpadhUuecKux 1
apXMBHBIX 0030pOB

MpaKTHKa

Bnanets

HaBBIKOM HCIIOJNBb30BaHHS B ICATEIbHOCTH OCHOBHBIX MPABHII COCTABIICHUS
OoubnmorpaduyecKnx U apXuBHBIX 0030pOB

[IK-10-BaaneHnneM NpUHOMIAMH H

MeTOaMU CO3aHUsl CIPABOYHO-HH(POPMALNMOHHBIX CPEACTB K JOKYMEHTaM

3Hath oTpeJiesieHNe CIIPaBOYHO-NH(POPMAIIMOHHBIX CPEJICTB K JIOKYMEHTAaM; KanpoBoe 1e101npon3BoACTBO
NPUHIMIIEI 1 METOIBI CO3JJAHMUS CIPABOYHO-UH(POPMAIIMOHHBIX CPEACTB
YmMmeTs NPUMEHSATH IPUHLIUIIBI K METO/BI CO3/IaHUsI CIPABOYHO-HH(POPMALIMOHHBIX
CPEJICTB K IOKYMEHTaM B IPAKTUYECKON AEATEIbHOCTH
Bitagets NPUHIMIIAME U METOJIAMH CO3JIaHHS CIIPABOYHO-WH(POPMAITMOHHBIX CPECTB K
JIOKYMEHTaM,
3HaTh COBpPEMEHHBIE MPUHIUIBI © METOJIBI CO3JIAaHHS CIIPAaBOYHO-WHPOpMAMOHHbIX  [MHOopMalmoHHOE o0ecrieueHue yrpaBieHHs

CPEACTB K IOKyMeHTaM M Kiaccudukaropos TOCHU
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YmeTh

BBIACIIATE U IPUMEHATH METOJAbI CO3AaHUA Cl'[paBO‘IHO-I/IH(bOpMaHI/IOHHLIX
Cp€ACTB K IOKYMCHTAaM M MCITI0JIb30BATh UX Ha MCKIVCHHUITJIMHAPHOM YPOBHEC

Bianets

KOMILJICKCOM METOJ0B KIacCU(pHKALNHU, KOAUPOBAHUS U HHAEKCALIIH
MHQOPMALUH JJIs1 CO3aHuUs CIIPaBOYHO-HH(POPMAIIIOHHBIX CPEICTB K
JokyMeHTaM U knaccudukatopoB TOCU u BO3MOKHOCTBIO
MEXIUCHUIIMHAPHOTO TPUMEHEHUS HX

3HaTH

MemoOobl CO30AHUS NOIHO20 KOMNAEKCA 83AUMOCEA3AHHBIX U
83AUMOOONONIHAEMBIX CHPABOUHBIX CPEOCME 01 OCYUWECTNELeHUS KOHMPOIs U
NOUCKOBOU pabombl 8 npoyecce NOO20MOBKU OMBEEMAa HA 00PAUeHUs SPANHCOAH
U Opeanu3ayuu ONepamueHo20 XpaHeHus OOKyMeHmos.

YMeTh

€030a8amu NOJHbII KOMNJIEKC CAPABOYHBIX CPeOCmE no pabome ¢ 06paujeHUsM
2pasicoan

Bnanets

HABBIKAMU CO30AHUSL OCHOBHBIX CNPABOYHBIX CPEOCME OJisl NOUCKOBOU pabombl 8
npoyecce n0O20MOBKY OMEEMa Ha 0OPaUeHUsl 2PANCOaH U ONEPATMUBHO20
XpaHeHusi OOKyMeHmo8 no oopawjenuam epaxcoar (PKK) u nonvzosanus umu
(HOMeHKIamypoll 0ejl, PecUCMPAYUOHHO-KOHMPOJLHOU KAPMOTU, ORUCHIO).

Opranu3zaius padoThI ¢ 00paIeHHSIMHA
rpakJaH

3HaTh

- IPUHOUIIBI 1 METOAbI CO3JaHUA CHpaBOT-IHO-I/IH(bOpMaHI/IOHHI)IX CpCACTB

YMeTh

- IPUMEHUTD 3HAHUS O IPUHLMIIAX U METOJAX JJIsl CO3IaHMs CIIPABOYHO-
WHQOPMAITMOHHBIX CPEJICTB K TIOKYMEHTaM

Bnanets

- HAaBBIKOM CO31aHH CIIPaBOYHO- I/IH(i)OpMa]_[I/IOHHBIX CpC€ACTB K JOKYMCHTaM

IApXMBBI TI0 INYHOMY COCTaBY

3HaTh

OCHOBHBIE TIPaBHJIa COCTABIICHUS U JIOTIOJIHEHUS CIIPAaBOYHO-WH(GOPMAITIOHHBIX
CPEJICTB K OYXTaJITEPCKUM JIOKYMEHTaM — HOMEHKJIATYP JeJ, apXUBHBIX OMHCEH

VYmeTh

0TOMpaTh U aHAIM3UPOBATH HEOOXOAUMYO HH(POPMALIUIO JUIs CIPABOYHO-
MH()OPMALIMOHHBIX CPEICTB K OYXTaITEepCKUM JIOKYMEHTaM

Bnanets

TEXHUKAaMH U HaBbIKaMH 0()OPMIICHUS CIPaBOYHO-MH()OPMAIIMOHHBIX CPEJICTB K
OyXranTepcKuM JOKyMEHTaM, YMEHHEM NMPOBOANTH aHaTN3 0(OPMIICHHBIX
CIPaBOYHO-MH(POPMAIIMOHHBIX CPEJICTB K OYXTalTePCKUM JOKyMEHTaM Ha
npeaMeT OMKO0K

CnenuanbHasi CHCTEMa YYETHON
IMOKyMEHTAITIH

3HaTL

obmenpodeccHoHATbHBIE TEOPETUYECKIE U METOAMYECKUE OCHOBBI CO3JIaHUS
CIPaBOYHO-MH(DOPMAIIMOHHBIX CPEJICTB K JIOKYMEHTaM KaJPOBBIX CITYXKO;
MIPUHIIMIBI U METOJIBI CO3JJaHUA

VYmeTh

NPUMEHSTh Ha IPAKTUKE METOJIbl CO3/[aHMUs CIIPABOYHO-UH(POPMAITHOHHBIX

MubopMannOHHEIE PeCypChl KaJApOBOH
CITyKOBI
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CPEZICTB K IOKyMEHTaM KaJIpOBBIX CITYKO

Bnanets MPAKTHYECKUMU HaBBIKAMU CO3JIaHUS CIIPABOYHO-UH(OPMAIIMOHHBIX CPEJICTB K
JTOKyMEHTaM KaJIPOBBIX CITyK0 1 HABBIKAMU UX UCTIOJIb30BAHHS

3HaTh OCHOBHBIE IPUHITAIIEI B METOABI CO3aHUS CIIPAaBOYHO-HH(DOPMAITHOHHBIX TIpor3BOACTBEHHAS - MPAKTHKA 110
CpEACTB K JOKYMEHTaM [TOJTy9IEHUIO PO ECCHOHANBHBIX YMEHUH 1

VMeTh AHanmM3upOBaTh OCHOBHBIE NPUHLHUIBI U METObI CO3JaHUS CIIPABOYHO- OIBITA TPO(ECCHOHANBHON JIEATEIbHOCTU
WH(GOPMAITMOHHBIX CPEACTB K JOKYMEHTaM

Bnanets HaBpikoM KCTIONB30BaHUsA B IE€SITEIBHOCTH OCHOBHBIX MPUHIIMIIOB U METOA0B
CO3IaHUs CIIPABOYHO-WH()OPMAIMOHHBIX CPEJCTB K IOKyMEHTaM

3HaTh OCHOBHBIE TIPUHIIUITEI 1 METOBI CO3JJaHsI CIIPABOYHO-MH(POPMAITHOHHBIX [Ipon3BoACTBEHHAS — PEIAUILIOMHAS
CpEACTB K JOKYMEHTaM IpaKTHKa

YMeTh aHaJIU3UPOBATh OCHOBHLIC IPUHIUIILI 1 METOABI CO3AaHUS CIIPABOYHO-
WHGOPMAITMOHHBIX CPEACTB K JOKYMEHTaM

Bnanets HaBBIKOM HCIIOJIL30BaHU B AE€ATCIBHOCTH OCHOBHBIX IIPUHITAIIOB U METOI0B

CO3J1aHMs CPAaBOYHO-MH(OPMALMOHHBIX CPEACTB K JOKYMEHTaM

IIK-11-BaanennemM HaBbIKAaMU ped)epUPOBAHUS H AHHOTHPOBAHUS HAYYHOI JINTEPATYPbl, HABHIKAMH PEIaKTOPC

KO padoThI

3HaTh

OCHOBHBIE ONIPEICIICHHS U IOHATHS, OCHOBHBIE METO/bI HCCIIECAOBaHNH,
ofpeJiesIeHHsI Po1eccoB pedepupoBaHNs U aHHOTUPOBAHUS HAYYHOM
JUTEPATyPhl, HABBIKAMHU PEIAaKTOPCKON paboThI,

Opranu3zanus 1 TEXHOJIOTHS
IMOKYMEHTAIIMOHHOT'0 00ecTIeYeHus
[yIIpaBIeHUS

VYmeTh

BBIJICJISITH CTPYKTYPHBIE DJIEMEHTBI, OOBSCHSTD (BBISBIISITH U CTPOUTD)
TUTNIMYHBIE MOJIENN, TPHOOPETaTh 3HAHUS B 00J1acTH pedepupoBaHUs U
AHHOTHPOBAHMI HAYYHOM JIMTEPATypPbl, HABBIKAMH PEIaKTOPCKON paboThl;

Bnaners

MPaKTUYECKUMHU HAaBBIKAMY, BO3MOXXHOCTBI MEXIUCLIUAIIIINHAPHOIO
NPUMEHEHUs], TPOPECCHOHANBHBIM SI3IKOM MPEIMETHON 00JIacTH
pedeprpoBaHns 1 AHHOTHPOBAHUS HAYYHOH JINTEPATYPhI, HABBIKAMH
pelaKTOpcKOi padoThI;

3HaTh

- oco0eHHOCTH pedeprupoBaHns HAYYHOU JINTEPATyPHl, IOCBSILEHHOM
COCTaBJICHHIO U O()OPMIICHHIO CITY’)KEOHBIX JIOKYMEHTOB

- 0COOEHHOCTH aHHOTHPOBAHMS HAYYHOU JIUTEPATYPHI;

- TpeOOBaHMS K KOMIIO3UILIMH U S3bIKY CITYKEOHBIX JOKYMEHTOB;

- TOCYIapCTBEHHbIE CTAaH/IAPTHI B 00J1aCTH OUOIHOTpadUIECcKOro OMMCaHMs
Hay4YHbIX UCTOYHHUKOB

[MpakTUKyM IO COCTABICHHIO U
0(OPMIICHUIO CITYKEOHBIX JTOKYMEHTOB
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Ymeth - pehepupoBaTh HAYYHYIO TUTEPATYPHI, IIOCBSILICHHON COCTaBICHHUIO U
0(OPMIIEHHIO CITY’KEOHBIX TOKYMEHTOB
- COCTAaBJIATH U OQOPMIISTH CITY’)KEOHYIO TOKYMEHTALMIO C YIETOM TpeOoBaHHH
K €€ KOMIIO3UIIH U S3BIKY;
- IPAMEHATH TOCYJapCTBEHHBIE CTAHIAPTHI B 00JIacTn 6ubmrorpaduaeckoro
OIMCAaHMs HAYYHBIX HCTOYHUKOB B IPU pedepupoBaHUN HAYYHOH JIUTEPATYPHI;
Bnagets - HaBBIKaMU pedepUpOBaHUs HAYIHOH TNTEPaTyPHI, TOCBAIICHHON
COCTaBJICHHIO U O()OPMIICHHIO CITY’KEOHBIX IOKYMEHTOB
- - aHaJIN3a U BBISIBJICHUS IIyTeH UCTIPaBICHHUS KOMIIO3UIIMH U SI3bIKa
CIIy’KE€OHBIX IOKYMEHTOB
3HaTh OCHOBHbIE MOHATHS pe)eprpOBaHHS U AHHOTUPOBAHNUS HAYYHOH JTUTEPaTyphl U JIMHrBUCTHYECKHE OCHOBBI AEJIOBOTO MUChMa
NPUHIMIIBL PEJAKTOPCKOH padoThI
YMeTh HU3BJICKATh U3 Haquoﬁ JIMTCPATyphbl 3aJaHHYIO I/IH(I)OpMaHI/IIO
Bianers HaBBIKAMU COCTaBJICHUS pedepaToB W aHHOTAIMI HAYYHOW JIUTEPATypPhl U
BEJICHMSI PEIAaKTOPCKON pabOThI IO 00pasily
3Hath OCHOBHBIE TOHATHS peepupoBaHKs U AHHOTUPOBAHUS HAYYHOH TUTEpaTypsl U [ py/HBIE BOIPOCHI PYCCKOM MyHKTYaIluH
NPUHIMIIBL PEJAKTOPCKOHN paboThI
Ymets M3BJIEKaTh U3 HAyYHOH JIUTEPATyphl 331aHHYI0 HH(pOpMaLnio
Bnanets HaBBIKAMH COCTABJICHUS pedepaToB U aHHOTALMH HAYYHOU JIUTEPaTypPhl U
BECHUS peIAKTOPCKON paboThl 1o o0pasmy
3HaTh OCHOBHbIE MOHATHS peheprpOBaHUS 1 AHHOTUPOBAHMS HAYYHOH JTUTEpaTyphl M [JIOKyMEHTHAs IMHTBUCTHKA
MPUHIMITBL PEJAKTOPCKOH padoThI
YMeTh HU3BJICKATh U3 Hay‘lHOfI JIMTCPATyphbl 3aJaHHYIO I/IH(l)OpMaHI/I}O
Bitaners HaBBIKAMU COCTaBJICHUS pedpepaToB M aHHOTAIUIH HAYYHOU JIUTEPATYPHI U
BEJICHUS PEIAKTOPCKON paboThI 1o 00pasiry
3Hath OCHOBHBIE TTOHATHSI peheprpoBaHys U aHHOTUPOBAHUS HAYYHOH TUTepaTypsl U |[[lenoBas puTopuka
NPUHIMIIBL PEJAKTOPCKOM paboThI
Ymeth M3BJIEKaTh U3 HAyYHOH JTUTEPATyphl 331aHHYI0 HH(pOpMaLHio
Biagets HaBBIKAMH COCTaBIIEHUS pedepaToB M aHHOTAIMI HAyYHOU JTUTEPATYPHI U
BEICHUS peIAaKTOPCKON paboThl o oOpasmy
3HaTh OCHOBHBIE MOHATHS peheprpOBaHKs 1 AHHOTUPOBAHUS HAYYHOH TUTEpaTypsl U |JlenoBas nepenucka

NPUHIMITEL PEJAKTOPCKOM padoThI
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Ymets U3BJIEKATh U3 HAY4YHOU JIUTEpaTyphl 3alaHHYI0 HH(HOPMAIIHIO

Brnaners HaBbIKAMU COCTABIIEHUs peepaToB U aHHOTALMI HAyYHOH JINTEPaTyphl U
BEJICHYSI PEIAKTOPCKON pabOTHI IO 00pasity

3HaTh OCHOBHbIE MOHATHS peheprpOBaHMsI 1 AHHOTUPOBAHUS Hay4yHOH nuTeparypsl 1 [HopmaTuBHas 6a3a 1e10BOro nmucbMa
IPUHIMIIBL PEJAKTOPCKOM paboThI

Ymets W3BJIEKATh U3 HAYYHOH JTUTEPATyphl 3aJaHHYI0 HH(pOpMaLHio

Bnanets HaBBIKAMH COCTABJICHUS pedepaToB U aHHOTALMHI HAYYHOM JIUTEPATypPhl U
BEJICHISI PETaKTOPCKON pabOTHI IO 00pasIry

3HaTh OcHoBHbIE NTpaBuia pedeprpoBaHys 1 AHHOTUPOBAHUS HAYYHOH TUTEpaTypsl, ([I[pOM3BOACTBEHHAS - IPAKTHKA I10
HaBbIKAMU PEJAKTOPCKOI paboThl TOJIy4EeHUIO TPOPECCUOHANBHBIX YMEHUH U

Ymers AHanM3MpoBaTh OCHOBHBIE ITpaBUIIa pehepupoBaHis U aHHOTUPOBAHUS OmbITa IPOPECCHOHALHOM ESTENbHOCTH
HAY4YHOM JIUTEpaTypbl, HABBIKAMHU PEIAKTOPCKON paboTEI

Bnanets HaBpikoM ncnonp30BaHus B AEATEIBHOCTH OCHOBHBIX NPaBil pedepupoBaHus
Y aHHOTHPOBAHUSI HAYYHOI JIUTEpaTyphl, HABBIKAMU PEIAKTOPCKON pabOThI

3HaTh OcHoBHbI€ NTpaBmwIa pedepupoBaHms 1 aHHOTUPOBAHUS HAyYHOH nTeparypsl, [[[pon3BojcTBEHHAs — MPeAIUILIOMHAS
HaBbIKaMU peJlaKTOPCKOH paboThl [paKTUKa

Ymets AHanm3upoBaTh OCHOBHBIE IpaBuiia pe)epUpOBaHUS U AaHHOTUPOBAHUS
HAYYHOM JIUTepaTypbl, HABBIKAMH PEAKTOPCKOH paboThI

Brnanets HaBpikoM ncnonbp30BaHus B A€ATEIIEHOCTH OCHOBHBIX IPaBJI pedepupoBaHus

Y aHHOTUPOBAHUSI HAYYHOH JINTEPATyphl, HABBIKAMH PEAAKTOPCKOHN padOTHI

ITK-12-crioco0HOCTHIO BBISABJIATH U

OTﬁl/IpaTb AOKYMEHTHBI Uil pa3HbIX TUIIOB U BU/10B HyGJ'II/IKaIII/Iﬁ

3HaTb MpaBUJIa U METOJIMKY BBISBICHUS U 0TOOPA JIOKYMEHTOB IS Pa3HbIX THIIOB U [KOH(UACHIIMATBHOE JICIONPOU3BOJICTBO
BUJIOB ITyOJIMKAIHI
YMerhb MPUMEHSTh BRIOpAHHbIE JOKYMEHTHI JIJIsl Pa3HbIX THITOB M BH/IOB ITyOJIMKAIHi B
npodeCCHOHATBLHON ICATETLHOCTH; UCTIOIB30BATh UX HA MEIKIUCIUILITMHAPHOM
YpOBHE
Biangers MPaKTHYECKAMY HABBIKAMH BBISBICHHS U OTOOpA TOKYMEHTOB IS Pa3HBIX
THIIOB ¥ BUOB IyOIMKAIMil ¥ HABBIKAMH WX HCIIONb30BAHMS
3HaTh - 0COOEHHOCTH 0TOOpA JIOKYMEHTOB JUIsl TyOJUKAILIMK Pa3HBIX BUIOB M THUIIOB  |JlOKyMEHTAIMOHHOE 00ecIieueHre
Vmerhb - BBUSIBIATD UCTOYHUKH C TOUKH 3PEHHs OTPAXKEHUS B HUX OCHOBHBIX IpoGiiem  |[APXUBHOTO Jiena u HH(popMAIMOHHO chepbi

B 00JIACTH HOPMATHUBHOTO PETYIHPOBAaHUS HHPOPMAIIMOHHON Cephl 1
oTOMpaTh ee I NyOJUKaluil pa3HbIX BUJOB U THUIIOB

B PO
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- BBISIBJISITh UICTOYHUKY C TOYKH 3PSHHSI OTPAKCHHS B HUX OCHOBHBIX MPOOJIEM B
o0JacTH HOPMATHBHOTO PErYIIMPOBAHUS APXUBHOTO JIeNIa ¥ OTOUPATh ee s
myOJIMKaIuil pa3HBIX BUJIOB M TUTIOB

Bnanets

- IpUeMaMH BBISBJICHUS © 0TOOPA UCTOUYHUKOB C TOUKHU 3PECHUS OTPAKEHHS B
HUX OCHOBHBIX MPOOJIEM B 00JIACTH HOPMAaTHBHOTO PETYIMPOBAHUS
WH(POPMAITMOHHOU cephl B OTOMPATh WX IS ITyOIMKAIIU pa3HBIX BHIOB U
THIIOB

- [IpyeéMaMi BBIABJICHUSA U 0T6opa HNCTOYHUKOB C TOUKH 3PCHUA OTPAKCHUA B
HHUX OCHOBHBIX IPOOJIEM B 001aCTH HOPMATUBHOTO PETyJIHMPOBAHUS APXUBHOTO
Jie7ia ¥ OTOMPATh MX sl MyOJIMKanuii pa3HbIX BHJOB M THIIOB

3HaTH

3HaTh OCHOBHBIE KPUTEPHUU OTOOPA TOKYMEHTOB JUISl Pa3HBIX THUIIOB U BHIOB
nyOIuKaui

[Tpon3BOACTBEHHAS - IPAKTHKA TIO
MOJTY4YEeHUIO MPO(ECCHOHATBHBIX YMCHUH 1

YmeTh

AHanu3upoBaTh HEKOTOPBIC JOKYMEHTHI JUIsl PA3HBIX TUIIOB M BUJIOB
Ty OTHKATTHIA

ombITa TPO(HEeCCHOHATIBLHON AEATEIbHOCTH

Bmanets

CIOCOOHOCTBIO BBISBIIATH U OTOMPATh HEKOTOPHIE TOKYMEHTHI JJIST Pa3HBIX
THUIIOB U BUJIOB ITyOJIMKaImii

3HaTh

3HATh OCHOBHBIE KPUTEPHH OTOOpA TOKYMEHTOB JUISI Pa3HBIX TUIIOB U BHJIOB
Ty OMKaIui

IIpon3BOACTBEHHAS — MPEITUIIIIOMHAs
MpaKTUKa

VYmeTh

aHAJIM3UPOBATh HEKOTOPHIE IOKYMEHTBI /Il Pa3HbIX THUIIOB U BUJIOB
Ty OJTHKAITHIA

Bnaners

CIOCOOHOCTBIO BBISBIIATH U OTOMPATh HEKOTOPHIE TOKYMEHTHI JJIs1 Pa3HBIX
TUIIOB U BUJIOB ITyOJIMKaImii

MMK-13- ¢cnocoGHOCTHIO BECTH HAYYHO-METOAMYECKYI0 PadOTY B rocy1apCcTBEHHBIX, MYHHIUNAIbHBIX APXHBAX M APXUBAX OPraHu3aiui

3Hath TOJILKO OCHOBHBIE MTPaBUIIa HAYYHO-METOINIECKON PabOTHI B (OCHOBBI apXHBOBEICHHS
rOCYJapCTBEHHBIX, MYHULIMIIAJIbHBIX aPXUBAX U apXUBaX OpraHU3aluil

YmMmeTs MCIIOJIB30BaTh MO 00pasily NpaBuiia HAyYHO-METOIUYECKOM padoTHl B
rOCY/JapCTBEHHBIX, MYHUIIMIIAJIBHBIX APXUBAX M apXUBaX OpraHU3alui

Bnagers HaBBIKAMH HCIOJIB30BAaHHS IO 00pasily NpaBuil HAYYHO-METOINYECKON padoThI
B FOCYJapCTBEHHBIX, MYHUIIMIIAJIbHBIX aPXUBAX U apXUBax OpraHu3aiuil

3HaTh HOPMATHBHBIE OCHOBBI HAYYHOU U T"'ocynapcTBeHHbBIE, MyHULIUIIAJIBHBIE U

METOANYECKOH PabOThI C APXUBHBIMH
dhonmamun

BCAOMCTBCHHBIC apXUBbI
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YmeTh

IMPOCKTHUPOBATH HCO6XOI[I/IMI>IG I OpraHru3alviy XpaHCHUA, KOMIIJICKTOBAaHUS,
y4€Ta U UCIIO0Jb30BaHUA apXUBHBIX TOKYMCHTOB

Bianets

HaBBIKaMH XpaHEHUS,
KOMIIJIEKTOBAHUS, y4€Ta U UCIIOJIb30BAHMS

APXHUBHBIX JOKYMEHTOB IIPHU IPOEKTUPOBAHUU
METOJUYECKHX TOKYMEHTOB [0 OPraHU3alul

XpaHEHUs, KOMIIEKTOBAaHNS,

y4eTa ¥ MCI0JIb30BaHusl IOKYMEHTOB ApxuBHOTo onga PO

3HaTh

OcHOBHBIE NTpaBHiIa BEACHUS HAYYHO-METOJMUECKON pabOTHI B
TrOCYIapCTBEHHBIX, MyHUIIMIIAJIBHBIX APXHUBAX M apXUBaX OpraHu3ali

[Ipon3BoACTBEHHAS - IPAKTHKA IO
[OJTy4EHUI0 PO(ecCHOHATIBHBIX YMEHUN U

YMeTh

AHanu3upoBaTh OCHOBHBIE IPaBUJIa BEACHHUS HAYYHO-METOANYECKON pabOoThI B
rOCY/IapCTBEHHbIX, MYHUIIUIIAJIIbHBIX apXUBAX M apXUBax OpraHu3aIui

ombITa TPOHEeCCHOHATIBHON AECATEIbHOCTH

Bnanets

OCHOBHBIMH HaBBIKAMH BEJCHHSI HAYIHO-METOINYECKOM PadOTHI B
rOCYJapCTBEHHBIX, MYHULIMIIAJIbHBIX aPXUBAX U apXUBAX OpraHHU3alui

3HaTH

OCHOBHbIE [IPaBUIIa BEICHUS HAYYHO-METOANYECKOI paboThI B
roCyJapCTBEHHBIX, MyHUIMIIAIBHBIX aPXUBAX M apXMBaxX OpraHU3alui

[Ipon3BoACTBeHHAS — MTPEIIUILIOMHAS
MPaKTHKA

YMeTh

AHAJIN3UPOBATH OCHOBHBIC ITPpaBUJIa BEACHUA Hay‘lHO-MeTO,Z[H‘ICCKOfI paGOTI:»I B
TOCYJAApCTBCHHBIX, MYHUITUIIAJIIBHBIX apXUBaxX U apXHUBax opraHmauHﬁ

Bnanets

OCHOBHBIMH HaBbIKaMH BCACHHA Hay‘IHO-MeTOJlH‘{eCKOﬁ paGOTBI B
TOCYAApCTBCHHBIX, MYHUIIUIIAJIBHBIX dApXUBAX U APXHBAX opraHmauHﬁ

I[IK-14- p1ageHneM HaBBIKAMH HCIOJIb30BAHUA KOMIbIOTEPHOI TEXHUKH U HHPOPMAIMOHHBIX TEXHOJIOTHI B JOKYMEHTAIIMOHHOM 00ecnedeHHn

yIpaBJieHUs] U AaDXHBHOM JieJie

3HaTh

OCHOBHBIE OIIPEICIICHUS U TIOHATHUSA, OCHOBHBIE METO/Ibl HCCIIEI0BAaHUM,
ompeiesIeHHs MPOLIECCOB NH(POPMAIIMOHHBIX TEXHOJIOTHIA B IOKYMEHTAIIMOHHOM
o0ecreueHnH yIpaBIieHUS U apXUBHOM JIElIe;

OpraHu3aius 1 TEXHOJIOTHS
IMOKYMEHTAIIHOHHOTO 00ecTieYeHust
[yIpaBJICHUS

YMeTh

NPUMEHSTH OCHOBHBIE METO/IbI UCCIIEIOBAaHUM U IPHUOOPETATh 3HAHUS B 0071aCTH
KOMITBIOTEPHOW TEXHUKH U HH(POPMAIIMOHHBIX TEXHOJIOTHIA B
JIOKYMEHTAIIIOHHOM 00ecTieueHUH YIPABJICHHsSI U apXHUBHOM JIEJIE;

Bnanets

MIPaKTUYECKUMH HAaBBIKAMH, BO3MOXHOCTBE MEXIUCIUATIIIMHAPHOIO
NPUMEHEHUs], TPOPEeCCUOHANBHBIM SI3BIKOM MIPEIMETHON 00s1acTh
KOMITBIOTEPHOW TEXHUKH U HH(POPMAIIMOHHBIX TEXHOJIOTHIA B
JIOKYMEHTAIIIOHHOM 00ecieueHUH YIPABJICHHsI U apXHUBHOM JIEJIE;

3HaTh

- OCHOBBI OpraHu3aIiy coBpeMeHHBIX DOBM 1 nx ob1ue xapakTepuCTHKH;

TIponBuxeHrEe HAyYHON IPOLYKLUU
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- CIIOCOOBI pelieHHs 3371a4 TPOECCUOHANBHOM JIEATEILHOCTH

YmeTs

- IPUMEHSATH 3HAHUS B 00JIACTH MH(DOPMAIIMOHHBIX TEXHOJOTUH IS
yirydieHust 3 OEKTUBHOCTH MPOIECCOB, TPOUCXOIAIINX MPH TMOTYICHUH,
XpaHeHUH, rmepepadboTke nHMOpMAITIH

Bianets

- MPaKTHYECKAMHU HaBBIKAMHU TPUMEHEHHSI HH()OPMAITMOHHO-
KOMMYHHKAIIMOHHBIX TEXHOJOTHH B IOKYMEHTAIIHOHHOM 00eCTieYeHUI
YIpaBJIeHUS U apXUBHOM JeJie

3HaTh

ITpuHIMIIBI NCTIOSTB30BAHMS KOMITBIOTEPHON TEXHHUKH B JJOKYMEHTAIIUOHHOM
o0ecreyeHn  yIpaBiIeHHUs U apXUBHOM JIEJIE.

[Mpunnumnet ucnoas3oBanust UT B TOKyMEHTAITMOHHOM 00€CIIEYeHUH
yIpaBIeHUs U apXUBHOM JIETIe.

[TpuanIMTIEL 0OecTieueHnsT HHPOPMAIIMOHHON 0€30MACHOCTH U 3aIUTHI
nH(GOPMAITIH B ITPOIIECCe.

O0paboTka ¥ 3a1uTa T0KyMEHTUPOBAHHOM
nHDOpMaUH

YmeTh

Paborath ¢ nH(MOpMAaIMEH B TOKAJIBHBIX CETAX.

Paborath ¢ nH(hopMaIueii B 1100aTbHBIX CETAX.

Ob6ecnieunBaTh HHOOPMAITMOHHYIO 0€30MACHOCTH U 3aIlIUTy HH)OPMAIIUU B
npoiiecce paboThI.

Bnanets

bazoBsIMU TpreMamu paboOTHI ¢ TpodeccHoHATEHON HHOopMaIHeH.
Criocobamu obecriedeHust 3aUThl HHPOPMAIIUH B TIpoIiecce padoThI C
npoeccuoHanbHON HH(DOpMAIUEi.

HopmaTuBHO-1IpaBoBoii H(OpMareld B 001acTu oOecTiedeH s 3aliThI
npodeccuoHaIbHON HHOpMAaInH.

3HaTh

TEXHOJIOTUH OIICPATUBHOTO U JOJITOBPEMEHHOT'O XPAHCHHS 3JICKTPOHHBIX
JAOKYMCHTOB

MupOopMalnOHHBIE TEXHOJIOTHH B
IIOKyMEHTOBEICHUH U aPXHUBHOM JI€JIe

YMeTh

OPHUCHTUPOBATHCA B COBPECMCHHBIX OTCUCCTBCHHBIX aBTOMATU3UPOBAHHBIX
CUCTCM JOKYMCHTAILIMOHHOI'O obecneueHus YIIPAaBJICHUS

Bnanets

HaBBIKaMU paGOTLI B JIOKAJIbHBIX M IJI00AJIbHBIX KOMITBIOTCPHBIX CETAX,
HaBBbIKaMU paGOTLI CO CNICHMAIM3NPOBAHHBIMU XPAaHWJIMIITAMU JaHHBIX

3Harte

HOPMaTHBHYIO 0a3y MCIOJIB30BaHMS KOMITBIOTEPHON TEXHUKH H
MH(QOPMAIMOHHBIX TEXHOJIOTUH B JOKYMEHTAlMOHHOM 00eCTIeYeHUH
YOPABJICHUS U apXUBHOM JIETIE

'YgyeOHas - TpaKkTHKa MO MOTy4YeHUIO
MEPBUYHBIX NPO(ECCHOHATIBHBIX YMEHUN U
HABBIKOB, B TOM YHCJI€ IEPBUYHBIX YMEHUH H

VYmeTh

BECTH HAy4YHO-METOJINIECKYIO PadOTy B apXHUBE MCIOIB30BAHMS KOMITBIOTEPHOM
TEXHUKU ¥ HHPOPMAIIMOHHBIX TEXHOJIOTHH

HAaBBIKOB Hay4YHO-HCCIIEJ0BATENbCKOM
e TENBHOCTH
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Bnanets

croco0aMu COBEPLICHCTBOBAHMSI MTPO(GECCHOHANBHBIX 3HAHUN U YMEHUH ITyTeM
UCIIOJIb30BaHMS MH(DPOPMAIIMOHHBIX TEXHOJIOTHH - COCTaBJIEHHE JOKYMEHTOB C
HEKOTOPBIMH 3aMEeYaHUSIMHU

3HaThL

HOPMAaTUBHYIO 0a3y HCHOJIb30BaHUSI KOMIBIOTEPHOH TEXHUKH U
MHQOPMAIIMOHHBIX TEXHOJIOTUH B JOKYMEHTAIIMOHHOM 00eCTIeYeHUH
yIpaBJICHUsI U apXUBHOM JIeNIe

[Ipon3BoACTBEHHAS - TPAKTHKA IO
MOJTY4YEeHUIO MPO(ECCHOHATBHBIX YMEHUH 1
ombITa TPO(HEeCCHOHATIBHON AEATEIbHOCTH

YMeTh

BECTH Hay4YHO-METOANYECKYIO paboTy B apXHBE UCIOJIb30BaHNUS KOMIIBIOTEPHON
TEXHUKU ¥ HHPOPMAIIMOHHBIX TEXHOJIOTHH

Bnanets

croco0aMu COBEPUICHCTBOBAHMSI MPOGECCHOHANBHBIX 3HAHUHM U YMEHUH ITyTeM
HCIIOJIB30BaHUA I/IH(i)OpMaHI/IOHHI)IX TEXHOJIOTHI - COCTaBJIICHHUE JOKYMCHTOB C
HEKOTOPBIMH 3aMEYaHUSIMHU

3HaTH

HOPMAaTUBHYIO 0a3y HCHOJIb30BAHUS KOMIBIOTEPHON TEXHUKH U
MHQOPMAIIMOHHBIX TEXHOJIOTUH B JOKYMEHTAIIHOHHOM 00€CTICYeHUH
YOPABJICHUSI U apXUBHOM JIEJIE

[Ipon3BoACTBEHHAS — MTPEIIUILTOMHAS
MpaKTHUKa

YMeTh

BECTH Hay4YHO-METOANYECKYIO paboTy B apXHBE UCIOJIb30BaHUS KOMIIBIOTEPHON
TE€XHUKU ¥ HHPOPMAIIMOHHBIX TEXHOJIOTHH

Bnaners

croco0aMy COBEPLICHCTBOBAHMS ITPO(ECCHOHANBHBIX 3HAHUM U YMEHUH ITyTeM
UCIIOJIb30BaHMsI MH(POPMAIIMOHHBIX TEXHOJIOTHI - COCTaBIEHUE JJOKYMEHTOB C
HEKOTOPHIMH 3aMeUaHUSIMHU

IIK-15- coco0HOCTHIO COBEPIIEHCTBOBATH TEXHOJIOTHH JOKYMEHTAIHOHHOT0 00ecTeYeHnsl YPaBJIeHHs 1 APXHBHOTO /ieJia Ha 0a3e UCMOJIb30BAHUSA

CpeICTB aBTOMATH3AIUH

3HaTh

OCHOBHBIE OTIpE/IeTICHHSI U TIOHATHS, OCHOBHBIE METO/TbI NCCIIEIOBAaHNUH,
OTIpeIeTICHUS TIPOIECCOB TOKYMEHTAIIMOHHOTO 00ECTICUeHUS yIIPaBICHUS U
ApXUBHOTO JIe)ia Ha 0a3e UCIOIh30BAHUS CPEJICTB AaBTOMATH3AIIHH;

OpraHuzanyst 1 TEXHOJIOT U
IMOKYMEHTAIIHOHHOTO 00ecTieYeHust
[yIpaBJICHUS

YMeTh

BBIJICJIATh TEXHOJIOTHH JOKYMEHTALMOHHOTO 00ecIieueH s YIPpaBIeHUs 1
apXHUBHOTO Jieyia Ha 0a3e MCIOJIb30BaHUs CPEJICTB ABTOMATH3aLUH, OOBSICHATD
(BBISIBIIATH ¥ CTPOUTH) TUITMYHBIE MOJIETH COBEPIIICHCTBOBAHMS, KOPPEKTHO
BBIPQ)KaTh U apIYMEHTHPOBAHHO OOOCHOBBIBATH TOJIOKEHHS
COBEPILIECHCTBOBAHUS TEXHOJOTHH JOKYMEHTALMOHHOTO 00ecrieueHHs
yIpaBJIeHUs] U apXUBHOTI'O Jie/a Ha 0a3e UCII0Nb30BaHUs CPEACTB
AaBTOMATH3AIINH;

Bnanets

crocobamMu ACMOHCTpAllM YMCHUS aHAJIU3UPOBATh, OICHUBAHUA 3HAYUMOCTH U
HpaKTH‘leCKOﬁ MPpUroAHOCTH, OCHOBHBIMU MCTOdaMH PCHICHUS 3a1d4 B obactu
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COBCPUHICHCTBOBAHUA TCXHOJIOTUU JOKYMCHTAIITUOHHOT'O obecrneueHus
YIIpaBJICHUA U apXHUBHOT'O A€J1a HA 0ase UCIOJIb30BaHMS CpEacCTB
aBTOMaTU3alliu,

3HaThL

- IPUHLIMIIBL U HANpaBJICHHUE Pa3BUTHUS TEXHOIOTUN JOKYMEHTALMOHHOTO
o0ecrieyeHus1, ypaBleHHUs 1 apXUBHOTO JIENa;

- CIOCO0BI perIeHus 3a1a4 Npo(hecCHOHAIBHOM AesITENbHOCTH IIPH HOMOIIH
COBPEMEHHBIX HU(PPOBBIX TEXHOJIOTUI

[IponBukeHNE HAYYHOU IIPOLYKLUU

YmeTs

- orpeiensATh 3¢ (HEeKTUBHBIC MYTH MPOABMKEHHS HAYIHOW NPOIYKINHU Ha
WHQOPMAITMOHHBIN PHIHOK C TPUMEHEHHEM COBPEMEHHBIX HH(OPMALIMOHHO-
KOMMYHHMKALIMOHHBIX TEXHOJIOTHH, IM00aNbHBIX HH(OPMALMOHHBIX PECYPCOB

Bimagets

- HaBBIKAMU COBEPIIEHCTBOBAHUS TEXHOJIOTHI IOKYMEHTAIIHOHHOTO
oOecrieueHus, yIpaBJIcHUS U apXUBHOTO Jie)ia Ha 0a3e UCIOIb30BaHUS CPEICTB
aBTOMAaTH3AlUH;

- METOJJaMH CTUMYJTUPOBaHUS CObITa MHHOBAIIMOHHOH MPOTYKITHH C
MIPUMEHEHUEM COBPEMEHHBIX IIU(PPOBBIX TEXHOIOTHIA

3HaTh

TexHonornu JOKYMCHTAIMOHHOI'O OGCCHG‘ICHI/IS[ YHIpaBJICHUA U apXUBHOTO JI€j1a
Ha 0a3e MCTOIb30BaHMSI CPEJCTB aBTOMATHU3AIUH.

Crioco0s1 oOecniedeHust 3auTh H(HOPMAITUH C TTOMOIIBIO CPENICTB
ABTOMATH3AIUH.

Cdeps! mprMeHeHuUs ClIOCO00B 00ecieueHrs HHPOPMAIIMOHHON 0€3011aCHOCTH
Ha YPOBHE TEXHOJIOTUH JOKYMEHTAIIMOHHOTO 00CCIICUCHHUS YIIPABICHUS U
apXMBHOTO JieJia Ha 0a3€ MCIOIb30BaHUS CPEJICTB ABTOMATH3AIUH.

O6paboTKa U 3aIKTa JOKyMEHTUPOBAaHHON
MHQOpMaITUH

YMeTh

[IpuMeHATh B cTaHAAPTHBIX PA0OYHMX CUTYALMAX CIIOCOOB! 00ecTIeYeH s
UHPOPMAITMOHHON 0€30MaCHOCTH B CPEJICTBAX aBTOMATH3AIHH.
XapakTepu3zoBarhb Clioco0bl odecnieueHust ”HPOPMAIIMOHHOM 6€30MacCHOCTH B
TEXHOJIOTHSIX JOKYMEHTAILHOHHOTO 00eCTIeYeHHUs YIPaBJICHHs U apXUBHOTO
nena Ha 0asze MCTIOJIB30BaHMS CPEICTB aBTOMATH3AIUH.

KoppekTHo Hcnonb30BaTh CpecTBa 3aIUThl HHYOPMAIIUHU B CPEICTBAX
aBTOMaTH3aLMHN TEXHOJIOTHH TOKYMEHTAHOHHOTO 00ecrieueHHs yIpaBIeHUs 1
apXHMBHOTO Jena

Bnanets

Hasbikom popMynrpoBaHusi OCHOBHBIX TpeOOBaHMH MH)OPMAIIMOHHOM
0e30MmacHOCTH K CPEeCTBAM aBTOMATHU3AINN TEXHOJIOTHH TIOKYMEHTAI[HOHHOTO
o0ecrieyeHus! ynpaBJIeHHUs U apXUBHOTO JAeJa.
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HaBbIkOM 00BACHEHUST OCHOBHBIX CPEICTB M METOIOB 00CCIICUeHHS
MH()OPMAITHOHHON 0€30IMaCHOCTH B TIporiecce pPaboThI ¢ TEXHOIOTHAMHU.
HaBbIkOM MpUMEHEHHUS CPEICTB U METOIOB 0OeCTieUeHUsT HH()OPMAITMOHHOM
0€30MMacHOCTH B IPOIIecce pabOThI ¢ TEXHOJIOTHUSIMU.

3HaThL

OCHOBHBIE TEXHOJIOTUHU JOKYMCHTAlIlMOHHOI'O obecreueHus YIIpABJICHUA U
APXMBHOI'O A€J1a Ha 0ase MCIOIB30BAHHMS Cp€ACTB aBTOMAaTHU3allMN

[Ipon3BoACTBEHHAS - TPAKTHKA IO
[TOJTy4EHUIO NPO(eCcCHOHATBHBIX YMEHUN U

YMeTh

AHanuM3upoBaTh OCHOBHBIE TEXHOJIOTUH JOKYMEHTAILIHIOHHOTO 00ecTIeyeHus
yIIpaBJIeHHs] U ApXUBHOI'O JieNa Ha 0a3e UCIIONb30BaHUs CPEACTB
AaBTOMATHU3ALUHU

ombITa TPOHEeCCHOHATIBLHON AEATEIbHOCTH

Bnanets

CriocoOHOCTBIO COBEPIICHCTBOBATH OCHOBHBIE TEXHOJIOTUU
JOKYMEHTAILIMOHHOT0 00€CTIeYeHUs! YIpaBJICHHsI U apXUBHOTO Jie1a Ha Oase
MCIIOJIb30BaHMsI CPEJICTB aBTOMATH3AIIUI

3HaTh

OCHOBHBIC TEXHOJIOT'MH JOKYMCHTAIIUOHHOI'O obecreueHus yHpaBJICHUA U
APXMUBHOT'O [1€J1da Ha 0a3e MCIOJIL30BAHMSI CpCACTB aBTOMATU3aAIUN

IIpon3BOACTBEHHAS — MPEIIUIIIIOMHAs
MpaKTUKa

YMeTh

AHAJIN3UPOBATH OCHOBHBIC TEXHOJIOTMHU NJOKYMCHTALIMOHHOT'O obecrnieucHUs
YIIpaBJICHUA U ApXUBHOI'O ACJIA Ha 0ase UCIOJIb30BAHMS CpeaAcCTB
aBTOMaTU3alnuu

Bnanets

CIIOCOOHOCTRIO COBCPUHICHCTBOBATHE OCHOBHBLIC TEXHOJIOI'UH
JOKYMCHTAIMOHHOT'O obecrieueHus YHpaBJICHUA 1 apXUBHOT'O AC€Jia HA Oase
HCIIOJIb30BaHHA CPCACTB aBTOMATU3ALIUN

[IK-16-BaanennemM NpaBWjIaMM SKCITYaTAIMH TEXHHYECKUX CPEICTB M CIOCOOHOCTHI0 HCMOJIL30BATh TEXHHYECKHE CPEJACTBA B TIOKYMEHTAIIMOHHOM
o0ecrneyeHNH YNIPABJEHUS] U APXUBHOM Jiejie

3HaTh

- METOAMYECKHE, HOPMATHUBHBIE M PYKOBOSAIINME CTaHIAPTHI U JOKYMEHTHI B
001acTH TEXHUKU O€30MaCHOCTH, MPOM3BOJACTBEHHOM CAaHUTAPHH, MOXKAPHON
0e30I1aCHOCTH M OXPaHbl TPyAa

be3onacHOCTE KU3HEIEATEIbHOCTHU

YMeTb

- - HACHTU(UIUPOBATH OMACHBIC U BPEAHbIC (PAaKTOPHI C TOMOIIBIO TEXHUYESCKUX
CPEICTB;

- U3MEPATH YPOBHHU OIMACHBIX U BPEIHBIX (DAKTOPOB C MOMOIIBI0 TEXHUYESCKUX
CPE/ICTB;

- O€HMBATb YPOBHH OIIACHBIX W BPCIHBIX q)aKTOpOB C MOMOIIBKO TCXHUYECCKUX
CpEZICTB

Bnanets

- HCIOJIb30BAaTh IIpaBUJIa JKCIUTyaTallMM TCXHHUYCCKHUX CPCACTB M HABBIKAMH
N3MCPCHUS, OIICHKU W ONTUMHU3AIWU MAPaMCETPOB yc.]'[OBHfI TpyZAa € NMOMOIIBIO
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TEXHUYCCKUX CPCACTB

3Hath Bo3M0OKHOCTH, OCHOBHBIE HAIIPABIICHUS M CHIEU(UKY UCTIONB30BaHHS TexHudeckue cpencTpa ynpasiaeHus B JJOY
nHpOopMamoHHbIX pecypcoB MuTtepHeT B JIOY 1 apXuBHOM fiene U apXUBax
Ymers y4acTBOBATh B MIPOLIECCE OPTIPOCKTUPOBAHNS X BHEAPEHHS KOHKPETHON
MH(QOPMAILIMOHHON CUCTEMBI B OPraHU3alluy U BBIOOPE ONTHMAIbHOTO
MPOrPaMMHOI0 00eCIICUCHUS
Biagers HaBplkaMu npriMeHEeHUsT Ha TIPAKTHKE COBPEMEHHON O(MCHON TEXHUKHU H
OpPraHU3aLMOHHOM TEXHUKH, & TaK K€ HABBIKAMHU MEJIIKOCPOYHOI'O PEMOHTA
3HaThb Bo3MoHOCTH, OCHOBHBIE HAIIPABJICHUS M CENU(UKY UCIOIb30BAHUS BeraricnuTensHas TEXHUKA H
nH(popMaIoHHBIX pecypcoB UuTepHeT B JIOY 1 apxuBHOM fAerne nporpammupoBanue B JJOY u apxuBax
YmeTs y4acTBOBATh B MIPOLIECCE OPTIPOEKTUPOBAHNS U BHEAPEHUS KOHKPETHON
MHQOPMAIIMOHHON CUCTEMBI B OPraHU3allii U BBIOOPE ONTHMAaIbHOTO
MPOrpaMMHOT0 00ecTiedeHus
Bnagets HaBpikamu npuMeHeHHsS Ha MPaKTHUKE COBPEMEHHOM O(HUCHON TEXHUKH 1
OpraHM3allMOHHON TEXHUKH, a TaK K€ HaBBIKAMH MEIKOCPOYHOIO PEMOHTA
3Hath HOPMaTHUBHYIO 0a3y MCIOJIb30BaHMsI TEXHUYECKUX CPEJICTB B 'YgyeOHas - TpakTHKa MO MOy4YEeHUIO
JIOKYMEHTAIITHOHHOM 00€CTIeYeHUH YIIPaBICHHSI U apXUBHOM JIeNe MEPBUYHBIX MPO(ECCUOHANBHBIX YMEHUH 1
VYmeTh BECTH HAYyYHO-METOJMYCCKYIO pa60Ty B apXHBE C 3KcnnyaTauHeI71 TEXHUYECKHUX [HABBIKOB, B TOM YHUCJIC IICPBUYIHBIX yMeHI/Iﬁ u
CpEJICTB HaBBIKOB HAyYHO-UCCIIEA0BATENbCKON
Bnagets croco6aMu COBEPIICHCTBOBAHUS MTPO(ECCHOHANBHBIX 3HAHUIN U YMEHUH ACATCIILHOCTH
apXHBapuyca IIyTeM C IKCIUTyaTalueld TEXHUYECKUX CPENCTB - C HEKOTOPBIMU
3aMEYAHUSIMU
3Hath HOPMAaTHUBHYIO 0a3y MCIOJIb30BaHUSI TEXHUYECKUX CPEJICTB B IIpon3BoACTBEHHAs - IPAKTHKA 110
JOKYMEHTAllHOHHOM 00€CIIeUeHUH YIIPaBJICHHsI U apXUBHOM JIeNIe MOJTY4YEHUIO MPO(ECCHOHATBHBIX YMEHUH U
YmMmeTs BECTH HAY4YHO-METOANYECKYIO paboTy B apXHBE C SKCIUTyaTallel TEXHUIECKHX [OIbITa IpO(ECCHOHATILHOM eI TENBHOCTH
CPEICTB
Bitagets croco0aMu COBEPIICHCTBOBAHUS MPOPECCHOHATLHBIX 3HAHUH U YMEHUH
apxuBapHyca IyTeM C 3KCIUTyaTalluell TEXHUUECKUX CPEJICTB - C HEKOTOPBIMHU
3aMEYAHUAMU
3Hathb HOPMAaTUBHYIO 0a3y HCIOIb30BaHUS TEXHUUECKUX CPEJICTB B [Ipon3BoACTBEHHAs — IPEIIUILIIOMHAS
JIOKYMEHTAIIMIOHHOM 00ecrieueHUH YIPABJICHHsSI U apXHUBHOM JIeJie [IpaKTHUKA
YMetb BECTH HAyYHO-METOJINIECKYIO Pa0OTy B apXHBE C IKCIUTyaTallueil TEXHMYECKNX
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CpPEnCTB

Bnanets

croco0aMy COBEPLICHCTBOBAHUS MTPOPECCHOHANBHBIX 3HAHUH U YMEHUH
apxuBapuyca IMyTeM C 3KCIUTyaTalueil TEXHUUECKUX CPENICTB - C HEKOTOPBIMHU
3aMEYaHUSIMU

IIK-17- B1ageHneM MeTOAaMH 3aIIUTHI HH(pOPMAITUT

3HaTH

OCHOBHBIE BUJIBI YTP0O3 NH()OPMAITOHHOW 0€301IaCHOCTH, METO/IBI M CPE/ICTBA
3amu Tl HHGOPMAITIH

MudopmaTtuka

YMeTh

HCIIOJIb30BaTh METOIbI 3aIUThI HH()OPMALIUK IPU PEIICHUHU 3a1a4
po(heCCUOHATIBHOMN IEATEIbHOCTH

Bnanets

CIIOCOOHOCTBIO MPUMEHSITh METO/IbI 3aIUTH HH()OPMAIIUHU TIPU paboTe ¢
KOMMYHHKAIIMOHHBIMU TEXHOJIOTHSIMU

3HaTH

001IenpohecCHOHANBHBIE TEOPETHIECKHE M METOJMYECKIE OCHOBBI
WH(GOPMAITMOHHONW 0€301TaCHOCTH U 3aIIUTHI HHPOPMAIHH

KonbunernuaipHOE ITOMPON3BOACTBO

YmeTh

pacro3HaBath d3PPEKTUBHOE TPUMEHEHHE B MTPO(ECCUOHAIBHON IEATSIILHOCTH
METOJIOB 3aIIUTHI HHGOpMAIUK OT Hed(D(HEKTUBHOTO

Bnanets

IMMPAKTUYCCKUMHU HaBbIKaMU 3allIUThI I/IH(i)OpMaHI/II/I M HaBBIKaAMH UX
HCIIOJIB30BaHUA

3HaTh

- COBPCMCHHbBIC TCHACHIINU B obmacTu 3alIUThI I/IH(I)OpMaLII/II/I

[IpoaBmxeHre HAYYHON TPOLYKIUU

YMeTh

- IPUMEHSTh HH(POPMAIIMOHHO-KOMMYHHUKAIIMOHHBIE TEXHOJIOTHU C Y4€TOM
OCHOBHBIX TpeOOBaHMI HH(POPMALTMOHHOM 0€30MaCHOCTH;

- IPUMEHATH CTaHAapTHBIC PHUEMbI (DOPMATHPOBAHHMS, M IEPEPAOOTKH
uHQOpMaIH

Bnaners

- HaBBIKaMH 3a1UThl HHPOPMALIH;
- HaBBIKaMH NIPUMEHEHNSI HTH)OPMAIIMOHHBIX TEXHOJIOTHHA JUISI OJYYeHUs],
XpaHeHus, nepepaboTku HHOpMaIUn

3Harth

HopmartusHo-TepMuHoiornieckas 6aza B 00J1acTH 3aIUThl HHGOPMAITHOHHOM
0€3011aCHOCTH.

Kpurepun otHeceHust HHGOPMAITUH K 3aIUIIIAEMOM.

MeTo/1pI ¥ CpEACTBA 3aLTUTH HH(POPMALIKH.

O6paboTKa U 3aImuTa TOKyMEHTUPOBAHHON
MHQOpMAITUH

VYmeTh

OpueHTHPOBaThCS B IPOIPAMMHOM 00eCTIeYeHNH, HEOOXOTUMOM IS
o0ecrieyeHus 3auThl HHPOPMALIUHL.
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OnpenensaTs BUA KOHPUACHINATEHON HHPOPMALINH.
[IpuMeHsTH Ha IPAKTHKE OCHOBHBIE CIIOCOOBI 3alUThl HH(POPMALK Ha
Pa3aNYHBIX HOCUTENSAX.

Brangers HopMaTHBHO-TEPMHHOIOrHYECKOM 0a30ii B 00JaCTH 3aIUThI MH)OPMAIHH.
OCHOBHBIMH METOIAMH 3aIIUTHl HHOOPMAIMHU Ha PAa3JINYHBIX HOCHTEJISX.
OCHOBHBIMH METOJIAMH TIOCTPOEHHS CHCTEMBI 3aIUThI JOKYMEHTUPOBAHHON
nH(pOpMaIK B MpoheCcCHOHATBHON 00JIaCTH.
3Hath HOPMATUBHYIO 0a3y 3aIUThl HHPOPMAIIUK B APXHUBHOM JIEJIE [TpoK3BOACTBEHHAS - IPAKTHKA 10
VMeTh IPUMEHSATH METOIbI 3aLIUTHI HHYOPMALMKU [IPH HAYYHO-METOAUYECKOM pabore  [TOYICHHIO Hpo‘i’eCCHOHajH’HHX yMenHi u
B apxuBe OIbITa MPO(ECCHOHAIBHOM IEATETLHOCTH
Bianets croco0aMy COBEPLICHCTBOBAHHS MPOPECCUOHATBLHBIX 3HAHUN U YMEHUH
apXuBapuyca Ipu NPUMEHEHHH METOJIOB 3aIlMThl HH(POPMALUU
3uarh HOPMATHBHYIO 0a3y 3aIliThl KHPOPMAIIUK B apXUBHOM JIENIE [Tpou3BOICTBEHHAS — NPEIUILIOMHAS
VmeThb IPUMEHSATH METO/IBI 3AIUTHI HHPOPMALMH TIPU HAYYHO-METOIMIECKOM pabore  [IPAKTHKA
B apXMBE
Buazners Croco0amMu COBEPLICHCTBOBAHMS MPO(PECCHOHAIBHBIX 3HAHUN U YMEHHI

apxuBapuyca py NPUMEHEHUH METOIOB 3aLIUThl HHPOPMALIH

IIK-18- B1ageHnemM coBpeMeHHbIMHU
yIpaBJieHHs] APXUBAMU

CUCTECMaMH I/IH(l)OpMaIII/IOHHOFO H TEXHHYECKOro o0ecreueHus AOKYMEHTAIH

OHHOT'0 00ecrieYeHHA YIIPaBJIeHHUS H

3HaTh

OCHOBHBIE OIIPEJEIICHUS U TOHATHUS, OCHOBHBIE METO/IbI HCCIIEA0BAHMM,
OIpeJieJIeHHsI TPOLIECCOB COBPEMEHHBIX CUCTEM MH(OPMALIMOHHOTO U
TEXHUYECKOTO 00eCTIeYeHUsI JOKYMEHTAIIHOHHOTO 00eCTIeYeHUS YIIPaBICHUS 1
YOPABJICHUSI ApXUBAMU;

OpraHu3aius 1 TEXHOJIOTHS
IMOKYMEHTAIIMOHHOT'0 00ecTIeYeHus
YIIpaBICHUS

VYmeTh

BBIICNIATh COBPEMEHHBIE CUCTEMBI, OOBSICHATH (BBIABIATH U CTPOUTH) TUITUYHEIE
MOJIEIM COBPEMEHHBIX CHCTEM HH(POPMAIIMOHHOTO ¥ TEXHHYECKOTO
obecrnieveHus JOKYMEHTAIIMOHHOTO 00ECIICYCHHS YIIPABICHUS U YIIPaBICHUS
apXuBaMH; KOPPEKTHO BEIPAXKATh U ApTyMEHTHPOBAHHO 0OOCHOBEIBATH
TMOJIO’KEHUST COBPEMEHHBIX CHCTEM MH(POPMAIIMOHHOTO ¥ TEXHHYECKOTO
obecrieveHus JOKYMEHTAIIMOHHOTO 00ECIICUCHHS YIIPABICHUS U YIIPaBICHUS
apX1BaMU;

Bnanets

IMPAKTHYCCKUMU HaBbIKaMU UCIIOJIb30BaHUA 3JICMCHTOB COBPEMEHHEBIX CUCTEM,
crocobamMu OLICHMBAHMA 3HAYMMOCTH U HpaKTI/I‘{CCKOﬁ IIPpUTrOAHOCTH,
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OCHOBHBIMH METOJIaMH PEUICHUS 3a/1a4 B 00JIACTH COBPEMEHHBIX CHCTEM
MH(QOPMAILIMOHHOTO ¥ TEXHUYECKOT'0 00ECIIeUeHNS JOKYMEHTALMOHHOTO
o0ecrieyeHus ynpaBieHUs U YIPaBJICHUS apXUBaMH;

3HaThL

oTpeiesIeHHsI TPOLECCOB MHPOPMAIMOHHOTO U TEXHHYECKOTO 00ecTieyeHuUs
JOKYMEHTAIIHOHHOTO 00eCTieYeHus yIpaBICHUS;

OCHOBHBIE TPeOOBaHHS MEXTyHAPOHBIX CTAHAAPTOB K COBPEMEHHBIM
cucteMaM WHGOPMAITMOHHOTO U TEXHUIECKOTO 00eCTIeeHHS
JOKYMEHTAIIHOHHOTO 00eCTIeYeHHUs YIIpaBICHUS;

NPUHLUITE] TOCTPOSHUS CUCTEM HH(POPMAMOHHOTO ¥ TEXHUIECKOTO
o0ecrieueHus: JOKyMEHTAIIHOHHOTO 00eCTIeueHH s YIIPaBIICHUSL.

MexnyHapoIHbIE CTaHAPThI YIPaBICHUS
ITOKyMEHTaMH

YMeTh

BBIJICIIAITH MIPU3HAKHU CYIIIECTBOBAHUS MIIH OTCYTCTBHSI CHCTEM
I/IH(I)OpMaHI/IOHHOFO U TEXHUYCCKOI'O O6CCHG‘-ICHI/IH JAOKYMCHTAIIUOHHOT'O
obecreueHus! yIpaBICHHUs ¥ YIPaBICHHS apXHBaMU;

IPOSKTUPOBATH COCTAB METAIAHHBIX [UISl CHCTEM TOKYMEHTAIL[HOHHOTO
o0ecrieyeHus yrpaBieHUs;

MOACIIUPOBATL KPUTEPHUU CUCTEM I/IH(bOpMaHI/IOHHOI‘O U TEXHHUYCCKOI'O
obecreueHus! JOKYMEHTAIIMOHHOTO 00eCeYeHH s YIIPABICHHUS 110
MEXKYHApOAHBIM CTaHAAPTAM.

Bnanets

croco0aMu OLlEHHBAaHUS 3HAYMMOCTH W MIPAKTUIECKOW MPUTOTHOCTH
MOJIYy4YEHHBIX 3HAHUMH;

croco0aMy IEMOHCTpAIMK YMEHHUS aHAJIM3UPOBATh COCTABHYIO YAaCTh CUCTEMBI
yHpaBJICHUA JOKYMCHTaMHU, CBS3aHHYIO C I/IH(l)OpMaHI/IOHHBIM U TEXHUYCCKUM
obecriedyeHneM JOKYMEHTAIIHOHHOTO 00eCTIeYeH!s YIPaBICHUS;

HaBBIKAMH U METOJMKAaMH 000O0IIECHHS PE3Y/IbTaTOB aHAIN3a MEXIyHapOIHBIX
CTaHJapTOB.

3HaTh

OCHOBHbIE MTpaBuiIa GYHKIMOHUPOBAHUS COBPEMEHHBIX CHCTEM
WHQOPMAIMOHHOTO M TEXHHYECKOTO 00ECTICUeHHS JJOKYMEHTAITUOHHOTO
o0ecrieyeHus yIpaBiIeHUs U YIIPaBICHUS apXUBaMH OyXTaJITepCKUX U YUETHBIX
JIOKYMEHTOB

CrnenuanbHasi CHCTEMa YYeTHON
IMOKyMEHTAITIH

YMeTh

OpraHU30BaTh CUCTEMY WH()OPMAIIMOHHOTO U TEXHUYECKOTO 00eCTIeUeHUs
JIOKYMEHTAITMOHHOTO 00€CIIeUeHNS YIIPABICHUS U YIIPABICHUS apXHUBaAMH
OyXTalTepCKUX U YYETHBIX JOKYMEHTOB C IIPUMEHEHHEM NH(POPMAITHOHHBIX
TEXHOJIOTHH
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Bnaners TEXHUKAaMH U HaBBIKAaMH 0()OPMIICHUS YUETHBIX TOKYMEHTOB, YMEHHUE
IPOBOAMTH aHAJIM3 Ha NIPEAMET OUIMOOK
3HaTh HOPMaTHBHYIO 0a3y cucTeM WH()OPMAIIMOHHOTO W TEXHUYECKOro o0ecriedeHust [YdeOHast - MpakTHKa MO MOTYUSHHIO
JOKYMEHTAIIHOHHOT0 00eCTIeYeHHs] YIpaBJICHHsI U YIPaBJICHUS! apXUBaMH MEPBUYHBIX MPO(ECCHOHANBHBIX YMEHUH 1
YmMmeTs OTepHUPOBaTh CUCTEMaMH HHPOPMATHOHHOTO U TEXHHYECKOTO 00ecTieueHHs HaBBIKOB, B TOM YHCJIC IEPBUYHBIX YMEHUH U
JIOKYMEHTAIIMOHHOTO 00ECTIEUEH s YIIPABJIECHHUS M YIIPABJICHHUS apXUBaMK IIpY  [HABBIKOB HAYYHO-HCCIIEIOBATENbCKOM
paboTe apxuBapuyca EATENBHOCTH
Bnanets HaBBIKaMU pa0OThI B CHCTEMaxX HH(OPMALMOHHOIO M TEXHUYECKOTO
obecrieyeHus TOKYMEHTAIIHOHHOTO 00eCTICUeHHs YITPABJICHUS H YIIPABIICHUS
apXx¥BaMU NP padoTe apXuBapuyca
3HaTh HOPMAaTUBHYIO 0a3y cucteM MH(OPMAIIMOHHOrO U TEXHUYECKOro oOecriedeHns:  [[I[pon3BOACTBEHHAS - IPAKTHKA I10
JOKYMEHTAIIMOHHOT0 00€CTIeUeHHs] YIPaBJICHHsI U YIPABJICHUS apXUBaAMU [TOJTy4EHUIO NPO(eCCHOHATBHBIX YMEHUN U
YMetb OTIEpUPOBATh CHCTEMaMH HH()OPMAITMOHHOTO U TEXHUIECKOTO 00eCTIeUeHUs OIbITa IIPOPECCHOHATLHOM EATENBHOCTH
JOKYMEHTAIIHOHHOTO 00eCTIeYeHus] YIpaBJICHHsI U YIPaBJICHUS apXUBaMH NIPU
pabote apxuBapuyca
Bnanets HaBBIKaMH pa0OThI B CHCTEMax MH(OPMALIMOHHOTO U TEXHUYECKOTO
o0ecreyeHus TOKYMEHTAIIHOHHOTO 00eCTIeUeHUs YIIPABICHUS U YIIPaBICHUS
apXx¥uBaMH MPH padoTe apXuBapuyca
3Hath HOPMAaTUBHYIO 0a3y cucTeM HH()OPMAIIMOHHOTO U TEXHUYeCcKoro obecriedenusi [[pon3BoICTBEHHAS — TIPEAUITIOMHAs
JOKYMEHTAIIMOHHOI0 00€CTIeYeHHs] YIPaBJICHHsI U YIPABJICHUS apXUBaMH MpaKTHUKa
Ymets OIepUPOBaTh CUCTEMaMH MHPOPMAIMOHHOTO U TEXHUYECKOTO 00eceueH s
JOKYMEHTAIIMOHHOT0 00€eCTICUeHHs! YIPaBJICHHs U YIPABJICHUS apXUBaMH IpU
paboTe apxuBapuyca
Bnagers HaBBIKaMU pabOThI B CHCTEMax HH()OPMAIIMOHHOTO U TEXHUYECKOTO

o0ecreyeHus TOKYMEHTAIIMOHHOTO 00eCTIeUeHUs YIIPABICHHUS U YIIPaBICHUS
apxuBaMu IPH padoTe apXuBapuyca

IIK-19- crioco0HOCTHIO MCIT0JIL30BATH npaBwjia moAroTOBKHU YNpPaBJdCHYECCKUX JTOKYMECHTOB U BCICHUA J1eJIOBOM I

epenucKu

OCHOBEI AOKYMCHTOBCACHU S

3Hathb OCHOBHBIE (DYHKIIUH YIPABIEHYECKUX JOKYMEHTOB; HCTOPHIO MOSIBICHHS
OCHOBHBIX YIIPABJIICHYECKHUX TOKYMCHTOB B OTCUCCTBECHHOM JICJIOITPOU3BOJICTBE;
HNCTOYHUKH, COACPKAUIUE ITpaBUjia IIOATOTOBKN JOKYMEHTOB U BEACHUA
JICTIOBOM MIEPENUCKH;

YmMmeTs OnpenensaTs GYHKIUIO YIPABICHYECKOr0 JOKYMEHTA
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Bnanets

METOAaMHU HACHTUPHUKAIUN (QYHKIUN yNpaBIeHUYECKUX TOKYMEHTOB

3HaThL

- IpaBUJIa IOJTOTOBKH YIPABIEHUECKUX TOKYMEHTOB

- TEOPETHUUECKHE OCHOBBI BECHHUS AETOBON MEPETUCKU

- COCTaB U COZAEp)KaHNE HOPMATUBHO-METOAMUECKON 0a3bl IO COCTABICHUIO U
0 OPMIICHHUIO CITYKEOHBIX JOKYMEHTOB

- cieunUKy S3bIKa YIPaBIeHUYECKON JOKYMEHTAIUH;

- OCHOBHBIE IPOOJIEMbI HOPMAaTUBHOT'O 00ECIIEUCHHS COCTABICHUS U
odopMIIeHHUS YyIPaBIEHYECKOW JOKYMEHTALUH;

- OCHOBHBIE IPOOJIEMbI HOPMAaTHBHOTO 00ECTICUCHHS BEICHHSI JICTIOBOM
MIEPENUCKU

I[OKyMeHTOBCI[CHI/IC

YMeTh

- COCTaBJIATh U OYOPMIIATE Pa3IUYHbIE BUABI YIPABIECHUYECKUX JOKYMEHTOB B
COOTBETCTBHH C IIPaBUJIAMH UX ITOATOTOBKH;

- IPOEKTUPOBATh YHU(HUIIMPOBAHHBIE (POPMBI YIIPABIEHYECKUX IOKYMEHTOB C
YUETOM COBPEMEHHBIX TPEOOBaHUH K X COCTABICHHIO  O(OPMIICHHUIO;

- IPUMEHATH NIPaBHIIa BEICHUS €JI0BOM MEPEHNCKH;

- COCTaBJIATH JIOKAIbHYI0 HOPMAaTHBHO-METOIUYECKYIO JOKYMEHTALIUIO IO
MOJITOTOBKE YIPABIEHYECKOH TOKyMEHTAIUH;

- COCTaBIIATh JIOKAIBHYI0 HOPMAaTUBHO-METOJUYECKYIO JOKYMEHTALNIO 1O
BEJICHUIO JIENIOBOM NEPENUCKH

Bnanets

- IpaBUJIaMU MOJITOTOBKH YIIPABICHYECKUX JOKYMEHTOB;
- IPaBUJIaMU BEJICHHUS JIETIOBOU TEPETHCKY;

- HOPMaTUBHO-METOINYECKOI Oa3bl 10 COCTABICHUIO B 0()OPMIICHHUIO
CITyKEOHBIX TOKYMEHTOB

- o(pUIIATEHO-IEIOBBIM SI3BIKOM TIPH COCTABICHUN ¥ OQOPMIICHUH CITYKEOHBIX
JIOKyMEHTOB;

- IPaKTUYECKUMH HaBBIKAMH HCIOIb30BAHHUS YMEHHsI COCTABIISATh U OhOPMIIATH
CITy’)KEOHYIO JIOKYMEHTAIIMIO Ha JIPYTUX JUCIUILTHHAX

3Harth

OIPEJIETIEHUS UCIIOJIb30BAHNS ITPABUJ IIOATOTOBKH YIIPABICHYECKHUX
JIOKYMEHTOB M BEJICHHUS JIEJI0BOM NEPENMCKH, HA3BIBAET UX CTPYKTYPHBIE
XapaKTEPUCTUKU,

TIpoexTupoBaHUE yIIPaBICHYECKON
IMOKYMEHTAIINH OpTaHU3aIiN

YMeTh

KOPPEKTHO BBIpaXaTh W apryMEHTUPOBAHHO OOOCHOBBIBATH IIOJIOXKEHHS
WCIIOJIb30BaHMs TIPAaBUJI MOJITOTOBKH YIPABICHYECKUX JTOKYMEHTOB W BEICHUS
JIEJIOBOY ITEPENUCKU;
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Bnanets

OCHOBHBIMU METOJaMH UCTIONH30BAHUS IIPABUII MMOATOTOBKHU YIIPABICHYECKUX
JTOKYMEHTOB Y BEJCHHS JIEIOBON TIEPEMUCKH;

3HaThH

nepeuenb ynpasieH4eckux O0KYMeHmos, co30a8AeMblx 6 npoyecce pabomol ¢
00paweHUsMU 2paxNcOan,

Gdopmynsap-obpazey nucoma, 0COOESHHOCMU COCMABNEHUS U OPOPMIIEHUS
RUCLMA-Y8OOMAEHUSA, CONPOBOOUMETbHO20 NUCOMA, NUCLMA-OMBEEMA, NUCbMA-
3anpoca;

mpebo6anus K OQOPMIECHUIO PEKBUIUMOE 6 3A8UCUMOCTIU OM 8UOA O€L08020
RUCLMA UTU YIPAGILEHUECKO20 OOKYMEHMA,

nepeuerb HOPMAMUBHO-NPABOBLIX AKIMOS, Pe2YIUPYIOUUX NOO20MOBKY
VAPABIEHUECKUX OOKYMEHMO8 N0 00PAWEHUSIM 2PANCOAH.

Opraamu3arus paboTsl ¢ 0OpaIICHUSIMHE
rpaXKaaH

YmeTh

noavzoeamucsi I OCTom P 6.30-2003 npu ogpopmaeruu pexsuzumos nucbma u
Opy2ux ynpasjienueckux 0OKyMeHmos no pabome ¢ 00paeHUAMU SPANCOaH;
nonvzosamuvcsi OOWEPOCCUTICKUM MEMAMUYECKUM KIACCUPUKAMOPOM
0bpaweHutl 2paxicoan u OpeaHu3ayull 8 npoyecce OOKYMeHmupo8anus pabomul
¢ 0bpaweHusAMU 2PAXNCOaH;

ROL306AMBCSL TOKATLHLIMU AKMAMU NPU NOO20MOBKE NUCEM U OPY2UX
VAPABAeHUecKux 0OKYMEHMO8 no pabome ¢ 00paAujeHUAMU 2PaANCOaH;

Bnanets

HagvlKamMu onpeoeieHus 8uda (3aseienue, Heaioba, npednodcenue, nemuyus,
KOJLIeKMuUusHoe oopaujerue, xo0amaicmeo)

obpawenus 2paxrcoan;

HABLIKAMU UCHOIb30BAHUSL NPABUL HOO20MOGKU YNPAGLEHYECKUX OOKYMEHMO8 U
6€0€HUsL NEPENUCKU. C SPANCOAHUHOM, 20CYOAPCTNEEHHBIMU U MYHUYUNATTbHBIMU
OpPeaHAMU U OP2AHUSAYUIMU.

3HaTh

- IpaBUJIA TIOJITOTOBKH YIIPABICHYECKUX JOKYMEHTOB

- TEOPETUYECKUE OCHOBBI BEJICHHUSI JIEIOBOM MEPENUCKU

- COCTaB W COJIepKaHNE HOPMATHUBHO-METOMYECKOM 0a3bl IO COCTABICHUIO U
0 OPMIICHUIO CITY>KEOHBIX JOKYMEHTOB

- crienn UKy sI3bIKA YIIPaBIEHIECKON TOKYMEHTAINH;

- OCHOBHBIE TTPOOJIEMBI HOPMATHBHOTO OOECTICUEHUS COCTABIICHUS U

o opMIIEHUS YITPABIEHYECKON JOKYMEHTAIUY;

- OCHOBHBIE MTPOOIJIEMBI HOPMATHBHOT'O 0OECTIEUEHHs BeIEHNUS I€TT0BOM

[MpakTUKyM IO COCTABICHHIO U
0(OPMIICHHUIO CITY)KEOHBIX JTOKYMEHTOB
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MEPEIIUCKU

YmeTs

- COCTaBJISATh M O(OPMIIATH PA3JIMYHBIC BUJIbI YIPABICHUESCKUAX JOKYMCHTOB B
COOTBETCTBUH C MPABUIAMHU UX MOATOTOBKH;

- IPOEKTHUPOBATh YHU(DUITNPOBAHHBIE (POPMBI YIIPABICHYECKHUX JOKYMEHTOB C
Y4ETOM COBPEMEHHBIX TPEOOBAHUI K UX COCTABIICHUIO ¥ 0()OPMIICHUIO;

- IPUMEHSATD MTpaBUJjIa BEACHHS IEJIOBOM MEPEITUCKU

Bnanets

- [IpaBUJIaMH1 MIOATOTOBKU YIIPABJICHUYCCKUX JOKYMCHTOB,

- IpaBHJIAMH BEICHHS JICIOBOH NEPETTUCKH;

- HOpPMaTHUBHO-METOAMYECKOM 0a3bl 110 COCTABIEHUIO M 0(OPMIICHHUIO
CITy’)KE€OHBIX IOKYMEHTOB

- 0(UIMATEHO-JIETIOBBIM SI3BIKOM TIPH COCTABJICHUH U O(OPMIICHHH CITY)KEOHBIX
JIOKyMEHTOB;

- IPAKTUYCCKUMU HaBbIKaMU UCIIOJIb30BAHUSA YMEHUA COCTABJIATL U O(I)OpMJ'DITL
CITy’)KeOHYI0 TOKYMEHTAIIMIO Ha JPYTUX AUCIHMIUIMHAX

3HaTH

OCHOBHBIC IIpaBUJIa MOATOTOBKH YIIPABJICHYECKUX JOKYMEHTOB U BEACHUA
b1 (S3) ():10) TNICPCTIMCKHU

YMeTh

WCIIOJIB30BaTh 110 00pa3Ily MpaBUIia MOArOTOBKH YIPaBICHUECKUX IOKYMEHTOB
Y BEJICHUS JIEJI0BOM MEPENUCKH

Bnanets

HaBBbIKaMH MCIIOJIb30BaHHsA I10 06pa3uy IMpaBUJI MOATOTOBKH YIIPABJICHUYCCKUX
JOKYMCHTOB M BCICHUA ,I[eJ'IOBOﬁ TNICPCIIMCKN

VIMHTBHCTHYECKHE OCHOBEI JISJIOBOrO IIHChMa

3HaTh

TOJIbKO OCHOBHBIE MPaBUJIa OATOTOBKH YIPABICHUECKUX JOKYMEHTOB U
BEJICHUS JIEJI0BOM MEPENUCKH

VYmeTh

MCIIOJIB30BaTh 110 00pa3ily MpaBuiia MOArOTOBKH YIPABICHUECKUX JOKYMEHTOB
Y BEJICHUS JIEJI0BOM MEPENnUCKH

Bnanets

HaBBIKAMU HCIOJIB30BaHMS 110 00pasily MpaBuIl OJATOTOBKH YIIPABICHUECKUX
JIOKYMEHTOB U BEJCHMS JEJIOBOM NEPENUCKU

I[OKYMGHTHB.H JJMHI'BUCTHKA

3HaTh

TOJIBKO OCHOBHBIE MPAaBWJIA IMOJATOTOBKH YIIPABJIECHYECKUX IOKYMEHTOB U
BEJICHUS JIEJIOBOM MEPENUCKU

VYmeTh

HCIIOJIB30BaTh 110 06pa3uy ImpaBuJia MOoAroTOBKU yHpaBJIICHYCCKUX JOKYMCHTOB
" BCACHUA ZLGJ’IOBOﬁ TNCPCIMCKHU

Bnanets

HaBbIKaMH MCIIOJIB30BaHHsA I10 06pa3uy MpaBuWJI MOATOTOBKH YIIPABJICHUYCCKUX
JOKYMCHTOB U BCICHUA ,I[eJ'IOBOﬁ TNCPCIHCKU

/lesnoBas puTopHKa
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KomnemeHyuu 00pazoeamenbHOl NPO2PaMMbl
3HaTh TOJIBKO OCHOBHEIC IIpAaBuUJjia IIOJrOTOBKHU YIIPABICHYCCKUX JOKYMCHTOB U JlenoBas mepenucka
BEICHUS JIENIOBOM NEPENTUCKI
VYmers HCIIOJIb30BATh 110 00pa3Iy MpaBuIIa MOArOTOBKH YIPaBIEHYECKUX TOKYMEHTOB
U BSJCHUS JCJIOBOM NICPEIMCKHU
Bnagers HaBbIKAMU HCIIOJIb30BaHUs 110 00pa3lly MpaBUil HOATOTOBKH YIIPABIEHUYECKHX
JIOKYMEHTOB U BEJCHHS JEIIOBOM IIEPEMUCKU
3HaTh TOJIBKO OCHOBHBIC IIPAaBHUJIa IIOATOTOBKHY YIIPABICHYECKUX JOKYMEHTOB U HopmaTuBHas 6a3a 1€J10BOro MHChMa
BEICHU JIEJIOBOM NEPEIUCKH
Ymets UCIIOJIb30BATh 110 00pa3sIly NpaBuIa MOArOTOBKH YIPABIEHYECKUX TOKYMEHTOB
U BSJCHMS JICJIOBOM NICPEIMCKHU
Bnagers HaBbIKAMU HCIIOJIb30BaHUs 110 00pa3Ily NpaBul HOATOTOBKH YIIPaBIEHUECKUX
JOKYMEHTOB U BEJICHH IEJI0BOH IEPEIHCKU
3HaTh OcHOBHBIE IIpaBHJIa TOATOTOBKHU YIIPABIECHYECKUX JOKYMEHTOB U BEICHUA 'YueOHas - NMpaKTUKA [0 IOIYyYEHUIO
JIEJIOBOM MEPEIIUCKU MEPBUYHBIX IPOPECCHOHANBHBIX YMEHUH U
Ymers AHanM3upOBaTh OCHOBHBIE MPABUIIA TIOATOTOBKHU YIPABICHYCCKUX JOKYMEHTOB |[HABBIKOB, B TOM YHCJIC IEPBUYHBIX YMCHHUH U
U BEJICHUS JEJIOBOU IIEPEUCKU HAaBBIKOB Hay4YHO-HCCIIEA0BATEIbCKON
Bnanets CrocoOHOCTBIO UCTIOIB30BATh OCHOBHBIC ITPABHJIA MOATOTOBKU JICATCIBHOCTHA
YIPaBJIEHYECKUX JOKYMEHTOB H BEICHUS EJIOBOM IEPEIUCKH
3HaTh OCHOBHBIC IIPaBUJIA IIOATOTOBKHY YIIPABICHYECCKUX JOKYMEHTOB 1 BEACHHUS IIponsBoaCTBEHHAs — IPEIAAIIOMHAS
JICJIOBOH IIEPEIUCKU IpaKTHKa
Ymers aHaJIM3UPOBAaTh OCHOBHbIC IIPaBHJIa IIOATOTOBKM YIPaBJICHYCCKUX JOKYMEHTOB
U BEJICHHS J1EJ0BOM NEPEIUCKH
Brnaners CIIOCOOHOCTBIO MCIOJIb30BATh OCHOBHBIE ITPAaBUJIA IOJTOTOBKU YIIPABIEHYECKUX

JOKYMCHTOB M BCICHUA ,I[eJ'IOBOﬁ TNCPCIINCKN

IK-20-crmoco0H0CTLI0 HCIOJIb30BATh npaBuJjia Opraum3alnm BCEX 3TanoB paﬁOTLI C JOKYMEHTAMHU, B TOM YUC/I€ aDXUBHBIMH JOKYMEHTAMHU

Opranu3zanus 1 TEXHOJIOTHs
MOKYMEHTAIIIOHHOTO 00ecrieueHus
[yIIpaBIeHUS

3HaTh OCHOBHBIC ONIPCACIICHUSA U ITOHATHSA, OCHOBHBIC MCTObL I/ICCJ'IC,Z[OBaHI/If/’I,
OIpEACIICHUS ITPOUECCOB OpraHU3alu BCECX 3TaIllOB pa6OTI)I C JOKYMCHTaMH, B
TOM YHMCJIC apXUBHBIMU JOKYMCHTAMMU,

VYMmeTh IIPUMCHSTH IIpaBujia OpraHru3aluu BCEX 3TAIIOB paGOTBI C JOKYMEHTaMH, B TOM

YHcIie apXUBHBIMH JOKYMEHTaMH B IIPO(ECCUOHANBHON AEATENEHOCTH;
WCIIOJIb30BaTh UX HAa MEXIUCIUILUTHHAPHOM YPOBHE; MPHOOPETATH 3HAHUS B
001aCTH UCIIOJIb30BaHMS IPaBUJI OPraHU3aLuU BCEX ATAOB PabOThI C
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JOKYMCHTaMHU, B TOM YHCJIC apXUBHBIMU JOKYMCHTAMU,

Bnanets

MPAKTUYCCKUMU HAaBbIKaMU, crocobamu OICHHBAHUS 3HAYUMOCTHU U
HpaKTH‘lCCKOfI MMpUroAHOCTH, OCHOBHBIMHU MCTOJaMH PCUICHUS 3a1a4 B obactu
HCIIOJIB30BaHMsA IIpaBUJI OpraHru3allii BCEX OTAIIOB pa6OTLI C IOKyMCHTaMHU, B
TOM YHCJIC apXUBHBIMU JOKYMCHTAMMU,

3HaTh

MpaBuJia OPraHU3aIUU BCEX 3TANOB PabOThI JOKYMEHTaMH, BKITFOUAsT apXUBHBIC
JIOKYMEHTBI

KaILPOBOC ACIOMPOU3BOACTBO

YmeTh

HCIIOJIBb30BaTh IpaBuJia OpraHru3ali BCEX 3TAIlOB pa60Tm C JOKyMCHTaMu, B
TOM YHCJIC apXUBHBIMU JOKYMCHTaAMU

Bnanets

CHOCOOHOCTBIO UCIIOJIB30BaHMS IIPABUJI OPraHU3aLUH BCEX ATANOB PaOOTHI C
JIOKYMEHTaMH, B TOM YHCJIE apXUBHBIMH JOKYMEHTaMH

3HaTh

MYTH COBEPIICHCTBOBAHHMS JOKYMEHTAIIMOHHOT'O 00ECIICUeHIH YITPABICHUS

["ocynapcTBEHHbIE, MyHUIMIIAJIHBIE U

YMeTh

paboTaTth ¢ JJOKYMEHTaMH B TPYIIax; MPUMEHATh KOHKPETHBIC TEXHOJIOTHH
paboTHI C IOKYMEHTaMH B apXHUBax

BCIOMCTBECHHBIC apXHUBbI

Bnanets

HaBBIKAMH MEKJINYHOCTHBIX OTHOILICHHUIA,

BKJIIOUYCHHS] B KOMMYHUKAIIMU C

COTPYTHUKAMU OpPTaHU3AIUN ; HABBIKAMH PabOTHI C 3JEKTPOHHBIMHU 0azaMu
JIAHHBIX K APXUBHBIN (OH»

3HaTh

oburenpodeccuoHAIbHBIE TEOPETUIECKHAE U METOANIECKHE OCHOBBI
OpTraHM3aIlMX BCEX ATAIOB PabOTHI C JOKYMEHTaMH, B TOM YHCIIE€ apXUBHBIMU
JIOKyMEHTaMH

KoHduneHmuansHoe 110IpOU3BOICTBO

VYmeTh

pacro3HaBath d3PPEKTUBHOE TPUMEHEHHE B MTPO(ECCUOHAIBHOMN eATSIIbHOCTH
MpaBuJia OPraHU3aIlu| BCEX 3TANOB PaOOTHI C JIOKYMEHTAMH, B TOM YHCIIE
ApXMBHBIMH JOKYMEHTAMHU OT HEA(P(PEKTHBHOTO

Bnanets

MPAKTUYCCKUMU HAaBbIKaMHU UCIIOJIb30BAHUA HA MC)KAUCIUIIJIIMHAPHOM YPOBHE
IMpaBuJI OpraHu3alvi BCCX 3TAIlOB pa6OTLI C JOKYMCHTaMH, B TOM YUCJIC
APXUBHBIMU JOKYMCHTAMH

3Harth

IpaBuJia OpraHu3aln BCEX 3TAIIOB pa6OTBI C TOKYMEHTaMH, B TOM YHUCJIC
APXUBHBIMU JOKYMCHTAMU

MopenupoBaHuE CUCTEM TOKYMEHTALUU
OpraHU3alun

YMeTh

HCIIOJIb30BATh IIpaBuJia OpraHu3alu BCCX 3TAIlOB pa6OTLI C JOKYyMCHTaMHU, B
TOM YHMCJIC apXWBHBIMHU JJOKYMCHTaMU

Bnanets

CITOCOOHOCTEIO MCIIOJIB30BATh IIpaBujia OpraHU3alun BCEX 3TAIlOB paGOTBI C
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JOKYMCHTaMHU, B TOM YHCJIC apXUBHBIMU JJOKYMCHTaAMU

3HaThL

npaBuiIa OpraHu3aluy paboThl ¢ ApXUBHBIMU IOKYMEHTAaMH B ICSTEIbHOCTH
cekpeTaps

(OCHOBBI CEKPETapCKOro 00CITy)KMBaHUS

YMeTh

0oTOMpaTh HEOOXOANMYIO HHPOPMAIIHIO IS OpTaHU3aIuN PaOOTHI C
JIOKYMEHTaMH B JICATEIILHOCTH CEKpeTapsi

Bnanets

HaBBIKaMU 0(OPMJIICHUSI BHYTPEHHUX HOPMATUBHBIX JOKYMEHTOB JJIsl
pabOTHUKOB CeKpeTapuara 1o XpaHeHHI0 HHPOPMAIIUHY - COCTaBIICHHE
JTOKYMEHTOB C HEKOTOPBIMH 3aMeUaHUsIMHU

3HaTH

npasuia opeanu3ayuL U NOC1e008amenIbHOCHb YIMAN08 0eIoNpoU3800cmaed no
pabome ¢ 0bpawjeHuAMU ePaAXtCOaH,

Memoobl CO8EPUIEHCIBOBANUS OETONPOU3B00CMEA NO pabome ¢ 06paujeHUsMU
2pasicoan

Opranu3zamus paboThI ¢ 00paleHUIMHA
rpakaaH

YMeTh

8bLOCNIAMb PAOOMY ¢ 0OPAUSHUAMU PANHCOAH 8 CREYUATUSUPOBAHHYIO OMPACTb
denionpoussodcmaa;

UCNOIb3068AMb OCHOBHbIE NPABOBLIE U HOPMAMUBHBLE AKM, Pe2yaupyiouue
pabomy c obpawjenuamu paxcoan npu MOOeIUPoOsaHUY 0eronpou3800cmasa;
KOPPEKMHO 8bIpadXCamy U apeyMeHmupo8aHHo 000CHOBbI8ANMb NOTOHCEHUS
3aKoHO0amenbHOlU 6a3vl npu omeeme Ha 0OPAWJEHUSL PANHCOAH,

BbICIMPAUBAMb MEXHOIOSUYECKYIO YEeNOoUKy pabomul ¢ 00PAWEHUAMU SPAHCOAH,
onpeoensimeb cneyuuxky pabomei ¢ 0OPAUIEHUAMU SPAIHCOAH 8 3ABUCUMOCTIU OM
cooepaicanus 0opauerus.

Bnanets

NPUHYUNAMU OP2AHU3AYUU OCTONPOU3IBOOCEA NO pabome ¢ YCMHbIMU U
NUCbMEHHBIMU 0OPAUWEHUIMU SPANCOAH,

NPAKMUYECKUMU YMEHUAMU U HAGLIKAMU UHMEPNPemayuu U UCNOIb308AHUS
JIOKANbHBIX AKMO8 NPU MOOEIUPOSAHUU OPSAHUZAYUU OeTONPOU3BOOCMEA NO
obpawenusAM eparcoam,

MEMOOAMU AHAU3ZA OCHOBHBIX NPABOBLIX U

3HaTh

OMpPEACIICHUS ITPOUCCCOB OpraHu3alii BCCX 3TAIIOB pa6OTBI C JOKYMCHTaMH, B
TOM YHCJIC apXHUBHBIMU JOKYMCHTAMMU;

/les10npon3B0ICTBO MyHHIIUIIAIBHBIX
[yapexIeHu I

YMeTh

HpI/IO6peTaTB 3HAHUS B 00JaCTH UCIIOIL30BAHUS mpaByJI OPraHu3alnnu BCCX
JTaIlloB pa6OTBI C JOKYMCHTaMHM, B TOM YK CJIC ApXUBHBIMU JOKYMCHTAMU,

Bnanets

OCHOBHBIMU METOAaMHU PEIICHUA 3a1a4 B 00J1aCTH MCII0JIL30BAHMS IpaBUI
OpraHu3alM BCCX 3TAIIOB pa6OTBI C JOKYMCHTAaMH, B TOM YHUCJIC APXUBHBIMU
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JOKYMCHTAaMU;

3HaThL

001eTTPOECCHOHANBHBIC TEOPETUICCKHE U METOJMYECKUE OCHOBBI
OpraHu3alMy BCEX ITAOB pabOTHI C JOKYMEHTAMH, B TOM YHCIIC apXUBHBIMU
JIOKYMEHTaMH

JloKyMeHTallMOHHOE 00eCTIeYeHUE
[YIpaBJICHUS HA MPEINPUATHIX Pa3InIHbIX
OpraHU3aIMOHHO-TIPABOBEIX (opM

YMeTh

pacmo3HaBath 3 (PEKTUBHOE IPUMEHEHHE B MMPOPECCHOHATEHOMN NeATeTLHOCTH
NpaBuiIa OPraHU3allui BCEX ATAIMOB PA0OTHI C JOKYMEHTaMH, B TOM YHCIIE
APXMBHBIMH JOKYMEHTaMH OT HEAPPEKTHBHOTO

Bnanets

MMPAKTUYCCKUMU HaBbIKaMU MCIIOJIb30BaAHUA Ha MCKIAUCIUITIIMHAPHOM YPOBHE
IIpaBUJI OpraHU3aliui BCEX 3TAIllOB pa6OTBI C IOKyYMEHTaMHU, B TOM 4YUCJIC
APXUBHBIMU JOKYMCHTAMUN

3HaTh

OCHOBHBIC ONIPCACIICHUA, TOHATHA U OCHOBHBIC MCTO/bI HCCHC}IOB&HI/II‘/’I,
HCIIOJIb3YEMBIX B IMPpaBUJIaX OpraHU3alMy BCCX 3TAIllOB pa6OTI)I C JOKYMCHTaMU,
B TOM YHUCJIC apXUBHBIMU JOKYMCHTAMHU;

J1eJ10IpOn3BOACTBO KOMMEPYECKUX
[IpEANPUATUN

YMeTh

NPUMEHSTh IIpaBUiia OPraHu3allK BCEX 3TANOB Pa0OTHI C JOKYMEHTaMHU, B TOM
YHCIIe apXUBHBIMU IOKYMEHTAaMH B IPOQECCHOHAILHON e TEbHOCTH;
MCIOJIb30BaTh UX HAa MEXJIUCIUINIHHAPHOM YPOBHE;

Bnaners

MPAKTHUYCCKUMHU HaBBbIKaMH, crocobamu OLICHHUBAHUA 3HA4YMMOCTH,
HpaKTH‘IeCKOﬁ MNPUTOAHOCTH HCIIOJIB30BAHUA N  OCHOBHBIMHM MEC€TOJaMH
peui€HuA 3aga4 B 00/1aCTH MCIIOJIb30BAaHMS IIpaBuJI OpraHu3alyii BCEX OTAIIOB
pa6OTLI C JOKYMCHTAaMHM, B TOM YHCJIC aPXUBHBIMU JOKYMCHTAMU,

3HaTh

npasua opeanu3ayuy OOKYMeHmupOBanUst 0essmerbHOCmu U eé
0COOEHHOCMU 8 He20CYOAPCMBEHHBIX OPSAHUSAYUSIX

NpasuIa CUCmemMamuzayuu OOKYMeHmMaIbHO20 oHOa He2ocyOapCmEeHHbIX
opeanuzayuil

I[OKYMGHTI/IPOBaHI/Ie ACATCIBbHOCTH
HETrOCy1apCTBECHHBIX OpFaHH3aI_II/II>'I

VYmeTh

UCTIOTB3068Ab NPABULA OP2AHUZAYUY OOKYMEHMUPOBAHUS U ONEPAMUBHO20
XpaHeHust OOKYMEHMO8 NPU MOOEIUPOBAHUU CIPYKMYPbl OOKYMEHMANTbHO20
(onda He2oCyOapcmeeHHOU OP2anU3aYUU, NOTL30BAMbCS NPUMEPHBIMU
HOMEHKIIamypamu 0en 0Jid NPOeKmMUpOo8anus HOMEHKIAMypbl 0ell Op2aHU3ayuU
KOHKpEemHo20 mund,

CAMOCMOAMENbHO NPUOOPEemMams 3HaAHUSL 8 001ACMU OOKYMEHMUPOBAHUS
desamenibHOCMU He20CYOapCmMEeHHOU Op2aHUu3aAYUU, OPUEHMUPYACH HA
KOHKPEMHYH0 OP2AHU3AYUOHHO-NPABO8YI0 popmy;

Bnanets

cnocobamu ()eMOHcmpClL;MM YMEHUA aAHAIU3UpOoBaAmsd Cumyayuro
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OOKYMEHMANbHBIL POHO HE20CYOapCMEEHHOU OPeAHU3AYUU,

HABLIKAMU 0000OWeHUs Pe3VIbMAmMOo8 AHAIU3A CReYUPUKU OOKYMEHMANbHO2O
gonoa opeanuzayuli onpedeneHHo20 munda,

npuemamy MOOeauUpo8ars pe3yibmamos peueHus npogeccuoHaIbHbIX 3a0ay.

3HaTh 3aKOHOJATENbHYIO PETJIAMEHTALNIO IKCIIEPTH3bI LIEHHOCTH OyXTalTePCKUX JIOKyMEHTBI U JOKYMEHTOO00POT B
JOKYMEHTOB, B TOM YHCJIC U1 3JICKTPOHHOI'O apXHBa OyXTaJTepCKOM yueTe
Ymets IPUMEHSATH 3HAHUS [0 KCHEPTU3E LIEHHOCTH OyXTIalNTepCKUX JOKYMEHTOB IS
JIOJICOBPEMCHHOTI'O XpaHCHUS UK BBIACICHHS Ha YHUYTOXKCHUE, B TOM YHCIIC
JUIS 3JICKTPOHHOTO apXHuBa
Bnagers HaBbIKAMU U TEXHOJIOTUSMHU aHAJIN3a LICHHOCTH JIOKYMEHTOB OyXTraJaTepcKoro
ydeTa M OpraHu3aluy 0T00pa Ha XpaHEeHUe, B TOM YHCIIe A7 JIEKTPOHHOTO
apxuBa
3HaTh OcHOBHBIE ITPaBUJIAa OPraHU3AIMY BCEX ITANOB pabOTHI ¢ JOKYMEHTaMu, B ToM  [[I[pou3BoAcTBeHHAs - MPAKTHKA TI0
YHCJIC aPXMBHBIMU JOKYMCHTAMU TMOJIy4EeHUIO TPOPECCUOHANBHBIX YMEHUH U
YmeTs AHanu3upoBaTh OCHOBHBIE IPaBHJIa OPraHU3aLMH BCEX 3TAOB PabOTHI € OIbITa TIPO(PECCUOHATILHOM JIEATENBHOCTH
JOKYMEHTaMH, B TOM YUCJIC apXUBHBIMU JOKYMEHTAMU
Brnaners CrnocoOGHOCTBIO UCIIOIB30BATh B JESATEIbHOCTU OCHOBHBIX IIPaBHJI OpraHU3alN
BCEX 3TANOB PabOThI C JOKYMEHTAMU, B TOM YUCJIE APXUBHBIMU JOKYMEHTaMU
3HaTh OcHOBHBbIE IIpaBUjIa OPraHU3aLMU BCEX ITAIOB pabOThI ¢ JOKyMeHTaMu, B ToM  [[Ipou3BOACTBEHHAs — IIpeAJUITIOMHAs
YHCJIC ApXUBHBIMH JOKYMEHTaAMU MIpaKTHKA
Ymets AHanu3upoBaTh OCHOBHBIE ITPAaBUIIAa OPraHU3ALK BCEX ATAIIOB pabOTHI C
JOKYMEHTaMH, B TOM YUCJIC apXUBHBIMU JOKYMEHTAMU
Bnaners CrnocoOHOCTBIO UCTIONB30BATh B AESITEIbHOCTH OCHOBHBIX IIPaBHJI OPraHU3aIHN

BCEX J3TAIlOB pa6OTBI C JOKYMCHTAaMHM, B TOM YUCJIC apXUBHBIMU JOKYMCHTAMH

IIK-21-B1agenueM HaBBLIKAMH COCT

aBJICHHUS oNucel a€J1, MOATOTOBKH €/ K IMepeaavye B apxXuB oOpranusanuu, rOCY}IapCTBeH]—[I)Iﬁ HJIH My]—[HIIHl'Ia.]IbHBIﬁ

apxuB

3Hathb MOHATHE OIHUCH /1€, MEXaHU3M MOJATOTOBKH NEpeladt JeNl B apXUB KanpoBoe nenonpon3BoacTBO
OpraHM3alld, TOCYIAPCTBEHHBIN MM MYHUITUIIAILHBIA apXUB

YmeTs COCTaBJISITh OMUCH JEJT AJISl TIOATOTOBKH K Iepeiade B apXUB OPTaHN3alInH,
TrOCY/IapCTBEHHBII M1 MyHHUIIUITIAIbHBIN apXHB

Bnagers HaBBIKaMH COCTABJIEHUS ONUCEN JeMT, MOATOTOBKH JIeJ K IIEpeaiaue B apXHB

OpraHu3aluu, FOCY,I[apCTBeHHBIﬁ WIn MYHI/II_[I/IHaJIBHBIﬁ apXuB
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3HaThL

- METOJIUKY SKCIICPTH3bBI IICHHOCTH JJOKYMEHTOB BCEX IOKYMEHTOB,
00pa3yroImmXcs B COCTaBe TIOKYMEHTAIBHOTO ()OH/Ia OPTaHU3aIMU CO CPOKAMU
XPaHEHUS IIOCTOSHHOY, «BPEMEHHO», I10 JITYHOMY COCTaBY», C IIOMETKOM
OIIK, mpaBuiia COCTaBJICHUS U BEICHUS CIIPABOYHO-TTOMCKOBBIX CUCTEM
(Hay9YHO-CTIPaBOYHOTO aIlliapara), y9eTHBIX JOKYMEHTOB

YMeTh

- IPUMEHATh NPaBUIa: ONMCAHUS JOKYMEHTOB; COCTAaBJICHHS OIUH JElT;
BBINOJIHATH TEXHOJIOIMYECKHE BUIBI PA0OT MO0 JOKYMEHTAllHOHHOMY
00ecIeUeHUIO YIIPaBICHNUs U apXUBHOMY JieJTy Ha 6a3e HCIOIb30BaHUs
HOBEWITNX WH(HOPMAITMOHHBIX TEXHOJIOTHHA

Bmanets

- HaBBIKAMH COCTaBJICHU, O()OPMIIEHUS U COTTIacCOBaHMUS ONHUCEN TOKYMEHTOB,
nepeaaBaeMbIX Ha MOCTOSHHOE XPaHEHHUE B OCYIapCTBEHHBIN HITH
MYHHULMIIAIBHBIN apXyB, COCTaBIECHUS U BEIEHUS CIPAaBOYHO- TTOMCKOBBIX
cucTeM (Hay4HO-CIPAaBOYHOI'O anmnapaTa), yI€THbIX JOKYMEHTOB

FOCYI[apCTBeHHBIC, MYHUIIUTIAJIBHBIC U
BE€IOMCTBCHHBIC apXHUBBI

3HaTH

- IpaBuIIa KJaccu(hUKAUY apXUBHBIX TOKYMEHTOB C IIEJIbI0 COCTABIICHHS
OTIHCH €T IOKYMEHTOB; IPaBWJIa MOJITOTOBKH JIEN JUIS Mepe/lavud B apXUB

VYmeTh

- IPOM3BECTH KJIACCH(PUKAIIIIO apXUBHBIX JOKYMEHTOB, OOPMHTH OTHCH JIET
JIOKYMEHTOB; IIOJIrOTOBUTh JOKYMEHTBI JIJIsl IEPEIaYu B APXUB

Bnanets

- HaBbIKAMU OpPraHU3aIuy JOKYMEHTHOW HH(pOpMAIIMK TIPH TIepe/ade
JIOKYMEHTOB M3 OPTaHU3ALMU B apXUB

IAPXHUBBI IO JINYHOMY COCTaBY

3HaTh

OCHOBHBIE NTpaBWJIa COCTABIEHHS ONUCEN A€, TOATOTOBKH €T K Iepeiade B
ApPXMB OPTaHMU3aLUH, TOCYJAPCTBEHHBIN WM MYHULIUIIAJIbHBIA apXUB

VYmeTh

AHanu3upoBaTh OCHOBHBIE MTPABHJIA COCTABICHHUS ONUCEH /1€, MOJATOTOBKH /1€
K [lepejiadye B apxXuB OpTaHU3aIluH, TOCYIapCTBEHHBIN WM MyHHUIIUIIATbHBIN
apxuB

Bnaners

OCHOBHBIMH HaBBIKAMHU COCTABJICHUS OMUCEH JIeJI, TOATOTOBKH JIEII K MEpeayde
B apXMB OPTaHMU3al1H, TOCYJAPCTBEHHBIM NI MYHULIUIIAJIbHBIN apXHUB

IIpon3BoACTBEHHA - TPAKTHKA IO
MOJTY4YEeHUIO MPO(ECCHOHATBHBIX YMEHUH 1
orbITa TPO(HEeCCHOHATIBLHOM AEATEIEHOCTH

3Harth

OCHOBHBIC IIpaBuJjia OpraHru3annuu BCEX 3TAIllOB pa6on,1 C IOKyMEHTaMH, B TOM
YUCJIC apXUBHBIMU JOKYMCHTAMU

IIPAKTHKA

YMeTh

AHAJIM3UPOBATH OCHOBHBIC ITPpaBUJIa OpraHrU3aliui BCCX 3TAIIOB pa60TBI (¢
JAOKYMCHTAMHU, B TOM YHCJIC ApXUBHBIMU JOKYMCHTAMU

Bnanets

CITOCOOHOCTRIO MCIOJIL30BATE B ACATCIIBHOCTH OCHOBHBIX ITPpaBUJI OpraHU3aIun
BCEX J3TAIlOB pa6OTI)I C JOKYMCHTAaMHM, B TOM YUCJIC apXUBHBIMU JOKYMCHTAMH

TIpon3BOACTBEHHAS — MPEITUIIIIOMHAs

MK-22-crocodoHoCTLI0 NPpUHUMATDH YyYaCTHuEC B paﬁoTe MO MPOBECACHUIO IKCIIEPTU3BI HEHHOCTH
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3Hath MOHSATHE 3KCIIEPTU3bI LIEHHOCTH TOKYMEHTOB Kanpooe nenonpou3BoacTBO
YmMmeTs MIPOBOJIUTH IKCIEPTU3Y LIEHHOCTH TOKYMEHTOB
Bragets METOJaMH MPOBEAEHUS dKCIIEPTU3BI ICHHOCTH JOKYMEHTOB Ha BBICOKOM
YpOBHE
3Hath OCHOBHBIE ITPaBUJIA IKCTIEPTU3HI IIEHHOCTH JOKYMEHTOB - CBBIIIE 5 IApXMBOBEJICHHE
YMetb npuMeHsATs 3HaHus 1Mo DIIJ], kpurepun eHHOCTH pu 0TOOpEe JOKYMEHTOB Ha
XpaHeHue B pabore npencenarens K
Bnanets HaBbIKamMu 1 MeToaukamu D11/;
croco6aMy OIIEHWBaHUS 3HAYUMOCTH JOKYMEHTA - mpoTokonmpoBanue DL/
COCTaBJICHHE aPXUBHBIX OIMCEH, aKTOB O BBIIEIICHUN TOKYMEHTOB K
YHUUYTOKEHUIO, UX aHAIH3
3HaTh - OCHOBHBI€ 3TaIllbl, MOPAIOK MPOBEICHUS SKCTIEPTU3HI LIEHHOCTH JOKYMEHTOB B |ApXMBBI 110 INYHOMY COCTaBY
COOTBETCTBHH ¢ HOPMATHBHBIMH JOKYMEHTAMH
YmeTs - pPasTpaHUYUTh JOKYMEHTHI IOCTOSIHHOTO, BPEMEHHOTO CPOKA XpaHEHMUS,
MOJIIEKAIINE YHHUTOKEHHIO
Bnagers - HaBbIKaMH JIOKyMEHTHUPOBAHU MPOBEIEHUS SKCIIEPTU3HI IIEHHOCTH
JIOKYMEHTOB
3Hath MIpaBUJIa 3KCTIEPTH3BI IEHHOCTH JOKYMEHTOB apXHBa [Tpon3BoACTBEHHAS - TPAKTHKA IO
Vmerhb HCIIO/Ib30BaTH 3HaHMS 110 DLIJI, KpUTEPUH LEHHOCTH [IPH OTOOpe A0KyMeHToB  [1O/LYHEHHIO NPOQECCHOHALHBIX yMEHHH 1
Ha XpaHeHHe ombITa TPO(HECCHOHATILHOM AEATEIEHOCTH
Bragers TE€XHUKaMH, HaBbIKaMH 1 MeToaukamMu DL/ 1o ¢poHmy apXMBHOTO yUpeKAeHUs;
croco0aMy OLIEHUBAHUS 3HAYMMOCTH TOKYMEHTA - IpoToKoiuposanue DL/, ee
aHaJu3
3HaTh 3aKOHOJIaTeNIbCTBO U HOPMATHUBHYIO 06a3y apXUBHOM AesTerabHoCTH B Poccun;  [['ocymapcTBeHHbBIE, MyHUIIMIIATHHBIE U
BUJIBI ¥ TUITBI apXUBOXpaHWIUIL Poccun; OCHOBHBIE HalPaBICHUS BEJIOMCTBEHHBIC apXUBBI
JICAITEIBHOCTH apXUBHBIX YUPEKICHUN
YmMmeTs MPUMEHATh NPUHIUIIBI, METOABI U METOJIUKY apXUBOBEACHHUS; YMETh
MPOBOJIUTH KIACCU(PHUKAILIUIO JIOKYMEHTOB; POBOJIUTH IKCIIEPTHU3Y IEHHOCTH
JIOKYMEHTOB
Bnagers ApXUBHOM TEPMHUHOJIOTUEH; IPEACTABICHUEM 00 OIIMCAaHIH JOKYMEHTOB, HX

yuéTe u 00ecreueHNH COXPAaHHOCTH; CIIOCOOHOCTHIO MPUHUMATh y4acTHE B
paboTe 1O NPOBEICHUIO SKCIIEPTU3bI IOKYMEHTOB.
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HpOI/ISBOI[CTBeHHaH — IpeaAauIIIoMHas

ITpaKTHKa

KOMnemeHyuy

3Hath MIpaBUJIA 3KCIIEPTH3BI IEHHOCTH JOKYMEHTOB apXHBa

YmMmeTs UCIOJIb30BaTh 3HaHUs 1o DLJI, kpuTepun LEHHOCTH PH 0TOOPE JOKYMEHTOB
Ha XpaHEeHHe

Brnaners TEXHUKaMH, HaBbIKaMH U MeToaukamu D1IJ] o ¢poHxy apXMBHOTO yUpeKACHUS;

crocob6aMy OIIEHWBaHUS 3HAYMMOCTH JOKYMEHTa - MpoTokonupoBanue D11/, ee
aHajanu3

HK-23-BJ13[[6HI/ICM HaBbIKaMH OPraHms3anuu ClIpaBOYHO-MIOMCKOBLIX CPEACTB U UCITOJbB30BaAHUA APXUBHBIX JOKYMEHTOB

3HaTh OCHOBHBIE TIOHATHS y4eTa U 00ECTIeueHUs] COXPAaHHOCTH JOKYMEHTOB B apxuBe [OCHOBBI apXHBOBEACHHUS
Vmers YMETh OpraHU30BBIBATH 110 00Pa3Ily Y4eT U o0ecTieueHe COXPAaHHOCTH
JOKYMEHTOB B apXHUBE
Braangets OCHOBHBIMH HaBBIKAMH yU€Ta M 00ECIIEUEeHHUsI COXPaHHOCTH JIOKYMEHTOB B
apxuBe
3HaTh OCHOBHBIC TIpaBUJIa COCTABICHUS APXUBHBIX YUETHBIX TOKYMEHTOB - IPUHIIUIBL |APXUBOBEICHHE
MOCTPOEHUS, PEIAKTUPOBAHUS CUCTEMBI yUeTa K JOKyMEHTaM apXuBa, OMUCEH,
0COOEHHOCTE 00ecTiedeH!s] COXPAaHHOCTH JIOKYMEHTOB
Ymerh OpraHu30BaTh 0TOOP HEOOXOUMON HH(MOPMAIIMH JUIS YYETHBIX JOKYMEHTOB
Braangets TEXHUKAMH 1 HaBBIKAMH O(OPMIIEHUS YIETHBIX TOKYMEHTOB - COCTABJICHHE
JIOKYMEHTOB, YMEHHUE TIPOBOJIUThH aHAJIU3 HA MTPEIMET OIIMOOK
3HaTh - HOpPMaTUBHBIE JJOKYMEHTBI, OTPaXXarolue IPUHIUIBI, METOABI 1 HOPMBI IApXUBHI 110 JTMYHOMY COCTaBY
obecrieueHns COXpaHHOCTH, yUeTa JOKYMEHTOB B apXHBE
YmeTh - IPUMEHUTH Ha MPAKTUKE 3HAHUS O MPaBWIIaX 00ECIIEYeHNsT COXPAHHOCTH,
y4eTa JOKYMEHTOB B apXUBE
Brnangets - HaBBIKAMU y4eTa ¥ 00ecIiedYeHHs COXPAHHOCTH JOKYMEHTOB B apXHBE
3HaTh HOPMAaTHBHYIO 0a3y U OCHOBHBIE TIPAaBUJIa COCTABIICHUS aPXHUBHBIX YYETHBIX [Ipou3BoACTBEHHAS - IPAKTHKA 110
JIOKYMEHTOB - IIPUHIUIIBI TIOCTPOEHUS CUCTEMBI YU€Ta K JJOKYMEHTAM apXuBa MOJTyYEHUIO TTPOPECCHOHATBLHBIX YMEHHUH U
VYMmeTh 0oTOMpaThL HEOOXOTUMYTO I/IH(bopMaumo JJIs1 YYETHBIX JOKYMEHTOB OIBITa NPO(ECCHOHAILHON 1EATENBHOCTH
Bnanetn HaBBIKAaMH 0()OPMIICHHUS YYETHBIX JOKYMEHTOB K apXUBHOMY (POHITY -
COCTaBJICHUE JIOKYMEHTOB C HEKOTOPBIMU 3aMEYaHUsIMUA
3HaTh HOPMATHBHYIO 0a3y U OCHOBHEIE TIPABIIIa COCTABJICHIS ApXUBHBIX YUCTHBIX IIpor3BOACTBEHHAS — MPETUIIIIOMHAs
JIOKYMEHTOB - IPUHIUIIBI TOCTPOEHUS CUCTEMBI YUeTa K JJIOKYMEHTAM apXuBa [paKTUKa
YMetb 0TOMpaTh HEOOXOUMYIO HH(POPMAIIUIO JIJISl YUETHBIX JIOKYMEHTOB
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Bnanets

HaBBbIKaMH O(bOpMJ'IeHI/Iﬂ YUYCTHBIX JOKYMCHTOB K apXUBHOMY (pOHHy -
COCTaBJICHMC JOKYMEHTOB C HCKOTOPbIMU 3aMCYaHUAMU

IIK-24 - BJIAJCHUEM HAaBbIKAMH OPraHU3alMU CIIPABOYHO-IIOMCKOBBIX CPEACTB H MCIIOJb30BaAHUS APXUBHBIX TOKYMEHTOB

3HaTh

TMOHATHUE CIIPABOYHO-TIOUCKOBBIX CPEACTB, apXUBHBIX JOKYMCHTOB

KanpoBoe eionpon3BoIcTBO

YmeTs

OpraHU30BbIBATE CIIPABOYHO-TIOUCKOBLIC CPEACTBA B OpraHrU3aluigX

Bmanets

HaBbIKaMU OpTraHU3alUU CIIPABOYHO-TIOMCKOBBIX CPEACTB U UCIIOJIB30BAHUA
APXUBHBIX TOKYMCHTOB

3HaTh

— OCHOBHBIC OIPCACICHUA W IMOHATUA CIIPABOYHO-TIOMCKOBBIX CPEACTB U
APXUBHBIX TOKYMCHTOB

IIpoekTHas neATENbHOCTD

YmeTh

- 00Cy)aTh CIIOCOOBI AIPPEKTUBHOTO MPOSKTHOTO PEIICHHS,

- pacriozHaBaTh 3 PeKTHBHOE perieHne oT Hed(pPEeKTHBHOTO;

- OOBSACHSATH (BBISBIISITh U CTPOWTD) THITMIHBIE MOZEIH TIPOSKTHON
JeSITeIbHOCTH 3a/1aY;

- IPUMEHSTh 3HAHMSA B IPO(ECCHOHAIBHON AeATEIHHOCTH; UCIIOIb30BaTh HX Ha
MEKIMCIUILTMHAPHOM YPOBHE;

- mpuoOpeTaTh 3HAHUS B OOJIACTH TEOPUH YIIPABICHHUS,

— KOPPEKTHO BBIpaXaTh M apryMEHTUPOBAHHO OOOCHOBBIBATH TOJIOXKEHHSI
MpeIMETHON 00JaCTH 3HAHUS

Bnaners

— HaBbIKaMM OpraHu3alv CIIPaBOYHO-IIOUCKOBBIX CPEACTB U UCIIOJIb30BAHUA
APXUBHBIX TOKYMCHTOB

3HaTh

OCHOBHBIC TOHATHUS U OINPEACIICHUA CIIPABOYHO-IIOUCKOBLIX CPCJCTB U
HCIIOJIb30BaHHMA APpXHUBHBIX JOKYMCHTOB

MO,[[GJ'II/IpOBaHI/Ie CHUCTCM NOKYMCHTAllUH
OpraHu3anuu

VYmeTh

OPraHU30BbIBATH CIIPABOYHO-TIOMCKOBBIE CPEICTBA U UCIIOJIH30BAHUS aPXUBHBIX
JIOKYMEHTOB

Bnanets

HaBbIKaMH OpraHHU3aluy CIIPaBOYHO-IIOMCKOBBIX CPCJACTB U UCITIOJIE30BaHUA
APXUBHBIX TOKYMCHTOB

3HaTh

OCHOBHBIE MTOHATHS B 00JIACTH KIacCU(PHUKALNN U KOJUPOBaHUS HH(OpMAIHY;
uepapxuueckii U GpaceTHbI METOIbI KIaCCU(PHKAIIAH, ATOPAUTMBI
COCTaBJICHHSI KJIACCH(UKATOPOB; METOIbI KOJAUPOBAHUS HHPOPMAIIHH.

NudpopmanmonHoe obecrieueHne yrnpaBieHus

VYmeTh

COCTaBIISITh KIIacCU(UKATOPHI; KilacCU(UIIMPOBATH HHPOPMAITUIO B
JIeJIOTIPOM3BOJICTBE, OMUPAsICh Ha 3a/1a4i HHOOPMALMOHHOTO 00eCTICeYeHUS
yIpaBIICHHST; TT0JIH30BATHCS KIIAaCCH(DUKATOPAMH JOKYMEHTOB U JIOKYMEHTHOU




CmpykmypHbwlil d1emenm Cmpykmypubvlil d1emenm
PYRIYP IInanupyemvoie pesyrbmamsi 00yuenus pYRIMYpHoil
KoMnemeHyuu 00pazoeamenbHOl NPOSPAMMbL

UHQOPMAIIH;

Bnanets HaBBIKaMU KJIaCCU(UKAIIMK ¥ KOAUPOBAHHS HHPOPMALIUH;, CIOCOOHOCTHIO
OpPHEHTUPOBATHCS sI B 00IIepoccuiickux knaccudukatopax TIOCU;
HaBBIKAMH COCTABJICHUS] YUPEKACHUYECKUX KIacCH(PUKaTOPOB.

3HaTh OCHOBbL OP2AHU3AYUU CIPABOYHO-NOUCKOBLIX CPedCms 011 pabomvl C Opraamu3arus paboTsl ¢ 00paIIeHUSIMH
00payeHUAMU 2PANCOAH, rpakJaH

cneyuguKy cnpagoyHo-nOUCKOBHIX CPEOCME, UCHONb3YeMbIX NpU pabome ¢
00paweHUAMU 2paxcoan 8 omauyUe om NPOUUX Ompacieti 0elonpouU3800Cmad;
cneyuguKy cnpagoyHO-nOUCKOBIX CPEOCME, UCHOIb3YeMbIX Npu pabome ¢
VCMHBIMU, RUCLMEHHBIMU 0OPAUYEHUAMU SPANCOAH, A MAKICe 0OpAujeHusMU,
nepeoanHbiMU 6 2NeKMPOHHOM 6ude no cemu Unmepnem

YmMmeTs obcyscoams cnocobwvl 3¢hpexmusHoll opeanu3ayuy CNPaABoOYHO-NOUCKOBBIX
cpedcms u 3¢hheKmurHo20 UCNONb308AHUS APXUBHBIX OOKYMEHMO08 8 pabome ¢
obpawjeHUAMU 2padtcOaH;

NPUMEHSMb CNPABOYHO-NOUCKOBbIE CPeOCMEd 8 pabome ¢ YCMHbIMU,
RUCbMEHHBIMU 0OPAUEHUAMU 2PAXCOAH, a4 MAKHCe 00PaAUWEHUAMU,
nepeoanHbiMU 8 I1eKMPOHHOM ude no cemu Mnmepnem

Bnanets OCHOBHBIMU MEMOOaMU peuteHus 3a0ay 8 001acmu OpeaHU3AYUY CHPABOYHO-
HOUCKOBLIX CPEOCME U UCHOTb308AHUSL APXUSHBIX OOKYMEHMO8 6 pabome ¢
0OpaweHusMU epaxcoan;

MEXHOIOUAMU OP2AHUZAYUU CPABOYHO-NOUCKOBLIX CPEOCNE, NPUMEHSIeMBIX 8
pabome ¢ 0OpaUEHUAMU SPANCOAH,

HABLIKAMU OYEHKU IDPeKmUSHOCMU NPUMEHSEMBIX CHPABOUHO-NOUCKOBHIX
cpedcmas 6 pabome ¢ 0OPAUCHUSMU 2PANCOAH .

3HaTh - [IpaBuJia COCTABJICHUA CIIPABOYHO-TIOUCKOBBIX CPEACTB ApXI/IBI)I 110 JIMYHOMY COCTaBy

Ymetp - IPOM3BECTH OTOOP JIMTEPATyphl, APXUBHBIX JJOKYMEHTOB Ha 3aJJaHHYIO TEMY;
CaMOCTOSITETIbHO paboTaTh C pa3TMYHBIMU UCTOYHUKAMH UH)OPMAIHH;
IMOHMMAaTh, AaHAJIM3UPOBATH U U3JIaraTb I/IH(l)OpMaIH/HO

BHa}IeTB - HAaBBIKOM HCIIOJIB30BaHUA U OpraHU3aIun HHq)OpMaIIHOHHI)IX TEXHOJIOTHH B
novcke HH(OpMaINH, UCTIOJIb30BaHMS PABOBBIX 0a3 JaHHBIX MIPHU COCTABICHUN
OounbmorpaduvecKoro U apxXUBHOTO 0030pOB

3HaTh HOPMaTHBHYIO U NIPABOBYIO PETJIaMEHTAIIUIO MOCTPOECHUS, PEIAKTUPOBAHMS CrenmaibHasi CHCTeMa YIeTHOH
HCA x noxymeHTaMm apxuBa YYETHBIX JOKYMEHTOB, TIPABIII UCIIOJIH30BAHUS JIOKYMEHTaluN
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6yXl" AITCPCKUX NOKYMCHTOB

YmeTs

oTOupatk HeoOXoaumMyto nH(GopManuto it HCA JOKyMEHTOB CUCTEMBI y4eTa,
3anpoca mo OyXrajaTepcKuM JTOKYMEHTaM C HCIOJb30BaHHUEM WH(OPMAIMOHHBIX
TEXHOJIOTUN

Bianets

TeXHUKAMH B HaBBIKamMu odopmiteHns u opranmzannu HCA k cieruaibHBIM
CUCTEMaM y‘ICTHOﬁ OJOKYMCHTAIMH, UCIIOJIb30BaHUA 6YXI‘3HTepCKI/IX
JOKYMCHTOB - COCTaBJICHUEC JOKYMCHTOB, YMCHHE IPOBOAWUTH aHAJIM3 HA
MpeIMET OMIHOOK

3HaTH

OC06CHHOCTI/I, IpaBWjIa U IPUHIHUIIBI OpraHru3ali CIIPpaBOYHO-IIOUCKOBBIX
CpCACTB U UCIIOJIb30BAHUA APXMWBHBIX KaIPOBBIX TOKYMCHTOB

MubopMannoHHbIE pecypchl KaApoBOH
CITyKOBI

YmeTh

IMPUMCHSATHL U OPraHU30BbIBATh CIIPABOYHO-IIOUMCKOBLIC CPEACTBA U
HCIIOJIb30BAaTh apXMBHBIC KaAPOBLIC JOKYMCHTHI Ha IIPAKTUKE; UCIIOJIbB30BATh
JaHHBIC 3HaHW Ha MCKIUCIUIIIIMHAPHOM YPOBHE

Bimagets

BO3MO>XHOCTBIO MEXKIUCUUIIIMHAPHOTO MPUMEHEHHUS HAaBBIKOB OPTraHU3aLiN
CIIPaBOYHO-TIOUCKOBBIX CPEACTB U UCIOIb30BaHUS apXUBHBIX KaJIPOBBIX
JIOKYMEHTOB

3HaTh

HOpPMaTUBHYIO 0a3y, npuHiuIiel noctpoenus: HCA k mokymeHTaMm apxusa,
MCIIOJIb30BaHMs JOKYMEHTOB KOHKPETHOI'O apXKBa

[Ipon3BoaCTBEHHAS - IPAKTHKA MO
MOJTY4YEHUIO MPO(ECCHOHATBHBIX YMEHUH U

YMeTh

OpraHu30BaTh MOMCK HeoOxoaumoil napopmanun it HCA, 3anpoca o ¢ponay
KOHKPETHOTO apXHBa

orbITa TPO(HEeCCHOHATBLHOM AEATEIEHOCTH

Bnanets

METOMKaMH, TEXHUKaMH U HaBbIKaMu odopmiieHus U opranuzanuu HCA,
HCIIOJIB30BaHUSA JOKYMEHTOB - COCTaBIECHUE JOKYMEHTOB C HEKOTOPBIMHU
3aMEYAHUAMU

3HaTh

HOpPMaTUBHYIO 0a3y, npuHimIel noctpoenus HCA k gokymeHTaM apxuBa,
MCIIOJIb30BaHMsI TOKYMEHTOB KOHKPETHOTO apXHBa

IIpon3BoACTBEHHASA — IPEATUILIOMHAS
[TpaKTHUKA

YmeTh

OpraHu30BaTh MOMCK HeoOXxoauMoit napopmarun st HCA, 3anpoca o gpoumy
KOHKPETHOTO apXuBa

Bnanets

METOAUMKaMH, TCXHUKaAMH U HaBBIKaMH O(l)OpM)'ICHI/ISI " OpraHu3anuu HCA,
HCIIOJIb30BaHUA JOKYMEHTOB - COCTAaBJICHUC NOKYMEHTOB C HCKOTOPBIMU
3aMCUYaHHUAMN

IK-25- BJIAACHUEM HABbIKAMHU MOATOTOBKH YIIPABJICHYECCKUX TOKYMCHTOB U BCICHUSA ).'[eJ'[OBOﬁ

3HaTh

CHOCOOBI IOKYMEHTUPOBAHHUS, HCIIOJIb3yEMbIE B YIIPABICHUECKON

OCHOBBI JOKYMCHTOBCICHU A
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JIESATEIIbHOCTH; UCTOPHIO CTAHOBJICHUS CIIOCO0 TOKYMEHTHUPOBAHUS
YIpaBIeHUECKO e TeNHOCTH; IPEUMYIIECTBA U HEJOCTATKH CITOCOO0B
JIOKYMEHTUPOBAHUS, TPUMEHIEMBIE B IEJTOBOU JESTEIHHOCTH

Ymethb BBIOMpATH CIIOCO0 TOKYMEHTUPOBAHHUS B Pa3HBIX CUTYalUsAX JAIOBOI
JeSITeIbHOCTH
Bnanets TPaJUIMOHHBIM M TEXHOTPOHHBIM CIIOCO0aMU TIOKYMEHTHUPOBAHHUS
YIIPaBJIEHYECKOHN eI TeIbHOCTH
3HaTh OIIpe/IeIIEHHS TIOATOTOBKH YIIPABICHYECKUX JOKYMEHTOB U BeJleHHs 1esioBoi  [[[poekTrpoBaHme yrnpaBiIeHIeCKON
MEPENHCKH, Ha3bIBACT UX CTPYKTYPHBIC XapaKTEPHUCTHKH; IMOKYMEHTAIIMW OpTraHu3aluu
YnMmeTs 00cyxaTh ciocoObl 3 PpeKTUBHOMN MOATOTOBKH YIIPABICHYECKUX JTOKYMEHTOB
Y BEICHUS JICI0OBOI MIEPETINCKH;
Brnaners croco0aMM  COBEpILCHCTBOBAHUS HABBIKOB MOATOTOBKH  yIPABICHUECKHX
JOKyMEHTOB ¥ BEACHHS JICJIOBOM TEPENUCKH IIyTeM HCIIOJIb30BAHMS
BO3MOXHOCTEH MH(OPMAIIMOHHON CpeJibl;
3Hath Gdopmynap-obpazey nucoma ; Opranu3zaius padoThl ¢ 00paIICHUSIMU
9mansvl NOO20MOBKU NUCbMA, rpaskaaH
BUO0BYIO KIACCUDUKAYUIO 0€TI0BbIX NUCEM;
pasnudus 8 opmynapax-o6pazyax pasiuiHelx U008 NUcem, NPUMEHAEMbIX 8
pabome ¢ 0OpaUCHUAMU SPANCOAH,
0CObDEHHOCMU 8e0eHUsl NEPENUCKU HO 0OPAWEHUAM 2PANCOAH.
YmMeTb €030a8ams NUCbMO-0MEent, Ha 0OpaUeHUe SPANCOAHUHA NUCLMO-YEe0OMIEHUe,
RUCbMO-3aNPOC, CONPOBOOUMENbHOE NUCLMO NO POPMYNAPY-00paA3YY;
co30asamp ynpasieH4deckue 00KyMenmol, obecneuusarowue QHexmusHyo
pabomy ¢ obpaweHuAMU 2PANHCOaH.
Brnaners HABBIKAMU COCMABNIEHUs MEKCMO8 NUCbMA-0mEema (8 m.u. NUCbMa omKasa),
RUCOMA-3aNPOCA, NUCLMA-Y8e00MAEHUS, CONPOBOOUMENbHO20 NUCBMA.
3HaTh - IpaBWJIa TIOJATOTOBKH YIIPABIEHUYECKUX JIOKYMEHTOB [MpakTHKyM IO COCTABICHHIO U

- TEOPETUYECKIE OCHOBBI BEACHUS JACITOBOI MEPETUCKH

- COCTaB M CO/IEp)KaHNE HOPMATHBHO-METOIMYECKOM 0a3bl IO COCTaBICHUIO U
0 OPMIICHHUIO CITYKEOHBIX JOKYMEHTOB

- crienn UKy sI3bIKa YIIPaBIEHIECKON TOKYMEHTAITUN

- OCHOBHBIE TIPOOJIEMbI HOPMAaTUBHOTO 00ECIICUSHHUS COCTABIICHUS U
oopmIIeHHS yIIPABICHYECKON TOKYMEHTAIIMH

0(OPMIICHUIO CITY)KEOHBIX JOKYMEHTOB
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- OCHOBHBIC MTPOOJIEMbI HOPMATHUBHOT'O 00SCIICUCHUS BEICHUS JICTIOBOM
MIEPETINCKH

YMeTh

- COCTaBJIATh U OQYOPMIIATE Pa3IUIHbIE BUIBI YIPABIEHUYECKUX JOKYMEHTOB B
COOTBETCTBHH C IPaBUIaMH UX MTOATOTOBKU

- IPOEKTUPOBATh YHU(UIIPOBAHHBIE (POPMBI YIIPABICHYECKHX TOKYMEHTOB C
YUETOM COBPEMEHHBIX TPEOOBaHUH K UX COCTABICHUIO U 0(OPMIICHHIO

- IPUMEHATH NpaBUiia BEJCHUS ACJIOBON NEPEUCKU

- COCTaBJIATH JIOKAIbHYI0 HOPMAaTHBHO-METOUYECKYIO JOKYMEHTALIHIO IO
MOJTrOTOBKE YIPaBJIEHYECKOW JOKYMEHTALUU

- COCTaBJIAITh JIOKAJIbHYI0 HOPMAaTHBHO-METOIUYECKYIO JOKYMEHTALMIO 1O
BEJICHUIO JIETIOBOM MepenucKu

Bnanetb

- IpaBUJIaMU MOJATOTOBKH YIPaBICHYECKUX JOKYMEHTOB
- IpaBHJIAMH BEICHHS JICIIOBOH NEPETTUCKH;

- HOpPMaTHUBHO-METOAMYECKOM 0a3bl 10 COCTABIEHUIO M 0(OPMIICHHUIO
CITy’)KE€OHBIX TOKYMEHTOB

- o(pUIIATEHO-IEIOBBIM SI3BIKOM TIPH COCTABICHUH ¥ OQOPMIICHUH CITYKEOHBIX
JIOKyMEHTOB

- IPaKTUYECKUMH HaBBIKAMH UCTIOIB30BAHUS YMEHHSI COCTABIISATh H 0DOPMIIATH
CITy’)KeOHYI0 TOKYMEHTAIIHMIO Ha PYTUX AUCIHMIUIMHAX

3HaTh

MpaBuJia UCIIOJIb30BaHUS 110 00pa3Ily YIIPaBJICHYECKUX JOKYMEHTOB U BEICHUS
JISIIOBOM MTEPETINCKH

YMeTh

WCIIOTIB30BaTh 110 00pa3Ily IMPaBHMII TIOJITOTOBKH YIPAaBIEHUYECKHUX IOKYMEHTOB U
BEJICHUS JIEJI0BOM MEPENUCKH

Bnanets

HaBBIKAMU HCIOJIB30BaHMS IO 00pasily MpaBuIl OJATOTOBKH YIIPaBICHUECKUX
JIOKYMEHTOB M BEJICHHUSI JIEJIOBOM NIEPENMCKHU

VIMHrBUCTUYECKHE OCHOBHI JCJIOBOIro nmruchbma

3HaTh

NpaBUIIa UCTIOJIL30BAHUS 110 00pa3ly YIpaBIeHYECKUX JOKYMEHTOB U BEJCHHUS
JICTIOBOM ITEPENIHUCKH

YMeTh

WCIIOJIB30BaTh 110 00pa3Ily MPaBUII TIOJITOTOBKH YIPaBICHUYSCKHUX IOKYMEHTOB U
BEJICHUS JIEJIOBOM NEPENUCKU

Bnanets

HaBBbIKaMH HMCIIOJIB30BaHHA I10 o6pa3uy IMpaBUJI MOATOTOBKH YIIPABJICHUYCCKUX
JOKYMCHTOB U BCICHUA ,I[eJ'IOBOﬁ TNCPCIIMCKNU

I[OKyMCHTHaSI JIJMHI'BHUCTHKA

3HaTL

NpaBuIIa UCTIOJIb30BAHUS 110 00pa3lly YIpaBIeHYECKUX JOKYMEHTOB U BEJCHHUS
JIEJIOBOU MTEPENUCKU

JlesoBas puTopHKa
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Ymerh WCIIOJIB30BaTh 110 00pa3Ily MPaBUII TIOJITOTOBKH YIPABICHUYCSCKHUX IOKYMECHTOB U
BEJICHUS JIEJIOBOM MEPENUCKU
Braanets HaBBIKAMH HCITOJIF30BaHUS 110 00pa3Ily MPaBWII MOATOTOBKH YIPaBIEHIECKAX
JOKYMEHTOB U BEACHUS NE€I0BON NEPEMUCKU
3HaTh MpaBHJIa UCIIOJIB30BaHUs 10 00pa3Ily yIpaBIeHYSCKUX JOKYMEHTOB U BelieHusl  |JlenoBas repenucka
JIEJIOBOH IIEPENUCKHU
Vmers WCTIOTIB30BaTh 110 00pa3Ily MPaBMII TIOJITOTOBKH YIPaBIECHUYESCKUX TOKYMEHTOB U
BEJICHUS JEIOBOM NEPENUCKU
Braagets HaBBIKAMH HCITOIF30BAaHUS 110 00pa3Ily MPaBWII MOATOTOBKH YIPAaBIEHIECKAX
JOKYMEHTOB U BEACHUS IE€JI0BOHN NEPENUCKU
3HaTh MpaBHJIa UCIIOJIb30BaHUs 110 00pas3ily yIpaBIeHYSCKUX JOKYMEHTOB U BeieHuss [HopmaTuBHas 6a3a JeJI0BOTo MUChMa
JIEJIOBOM MEPENUCKHU
Vmers WCTIOTB30BaTh 110 00pa3Ily MPaBMII TIOJITOTOBKH YIPaBIECHUYESCKUX IOKYMEHTOB U
BEJICHUS JEJI0BOM NEPENUCKH
Bnanets HaBBIKAMH HMCITOJIb30BaHUS 10 00pa3Ily MPaBUII MOJTOTOBKH YIPABICHUESCKUX
JIOKYMEHTOB M BEJICHHUSI JICJIOBOM MEPENUCKU
3HaTh OcHOBHBIE MPaBUJIa TOITOTOBKH YIIPABICHUCCKUX JOKYMEHTOB U BEJICHUS IIpon3BOACTBEHHAs - PAKTUKA 110
JIEJIOBOM MEPENUCKU MOTy4EHHUIO TTPOPECCHOHATFHBIX YMEHHUH U
Vmers AHanmM3upoBaTh OCHOBHBIE MPaBUJIa MOATOTOBKY YIIPABICHUYECKUX JOKYMEHTOB [OIbITa npoQeCcCHOHATBHON AesATeIbHOCTH
U BEJCHUS I€JIOBOU IIEPEIUCKU
Bnanets OCHOBHBIMH HaBBIKAMU TIOJITOTOBKH YIIPABICHUECKHUX JOKYMEHTOB U BEICHUS
JIEJIOBOM MEPENUCKU
3HaTh OcCHOBHBIE NpaBUJa MOATOTOBKH YIIPaBICHUECKUX JOKYMEHTOB U BEICHUS [Ipon3BoACTBEHHAS — PEAAUILIIOMHAS
JIEJIOBOM MEPENUCKU [MpaKTHUKa
VYMeTh AHamMM3UpOBaTH OCHOBHBIE TIPABHJIA TTOATOTOBKH YITPABICHUYCCKUX JOKYMEHTOB
Y BEJICHUS JIEJIOBOM MEPENUCKU
Bnanets OCHOBHBIMH HaBBIKAMU TIOJITOTOBKY YIIPABICHUECKHUX JOKYMEHTOB 1 BEICHUS

JICIIOBOM MEPENIUCKH

IIK-26 - B1agennemM HaBbIKaMH 00PadOTKHU JOKYMEHTOB Ha BceX 3TaNax JOKYMEHT0000p0Ta, CHCTeMATH3alHH, COCTABJIEHUS] HOMEHKJIATYPBI /eI

3HaTL

OCHOBHBIE ONPEJEICHUS U MOHSATHUS, OCHOBHBIEC METO/IbI UCCIIEAOBAHUM,
oTpeieNICHHs IPOLIeCCOB 00PabOTKHU IOKYMEHTOB Ha BCEX ATarax
JIOKyMEHT0000pOTa, CHCTEMAaTH3aIlNH, COCTABIICHUS] HOMEHKJIATYPhI JET;

OpralesauI/m 1 TCXHOJIOTHA
JTOKYMCHTAIMOHHOT'O obecneuecHuUs

lyIIpaBJIeHUs
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YmeTh

0OBSICHATH (BI:ISIBJ'I?[TB nu CTpOI/ITL) THUITMYHBIC MOIACIIN O6pa6OTKI/I JOKYMCHTOB
Ha BCCX JTarax ILOKYMCHTOO60pOTa, cCUcCTeMaTus3anuu, COCTaBJICHUA
HOMCHKJIATYPBI ACJI; KOPPEKTHO BbIpaXXaTb U apryMEHTUPOBAHHO
000CHOBBIBATE MOJI0KEHUS 06pa60TKI/I JOKYMCHTOB Ha BCCX JTallax
HOKyMeHT0060pOTa, CHUCTEMATHU3alMHU, COCTABJICHHUA HOMCHKIIATYPHI OEJ1;

Bmanets

MeToaMHu 00pabOTKH JOKYMEHTOB Ha BCEX dTanax JOKYMEHTO000poTa,
CHCTeMaTH3aIll{, COCTABIICHUSI HOMEHKJIATYPBI JIe]; CIIOCO0AMH OLICHUBAHUS
3HAYMMOCTH U TPAKTHYECKON MPUTOTHOCTH 00padOTKH TOKYMEHTOB Ha BCEX
JTamax JOKyMEHT000OpOTa, CHCTEMAaTU3AINH, COCTABIICHNS! HOMEHKIIATYPBI
JIeJT; OCHOBHBIMH METOJIaMH PEIIEHUS 33124 B 00acTe 00paboTKH TOKyMEHTOB
Ha BCEX 3Talax JOKyMEHTO000pOTa, CUCTEMAaTU3alluH, COCTABICHHS
HOMEHKJIATYPBbI Je7l.

3HaTH

TEOPETUYECKUX MOJXO0I0B U OCHOBHBIX IPUHIHUIIOB X METOJIOB
YIOPSAOOYEHUSI  JOKYMEHTOB; MOPSIKA OPTaHU3alKU TOKYMEHTOB B
KOMIUIEKCHI

KanpoBoe neaonpon3BoACTBO

VYmeTh

aHAIM3MPOBATh COCTAaB JOKYMEHTAllMM OpraHu3allid B COOTBETCTBUHU C
YCTAHOBJICHHBIMU TPEOOBAaHMSAMH; pEaIM30BaTh Ha MPAKTHKE YHOPSIOYCHHE
KOMIIJIEKCOB JTOKYMEHTOB M HMH(OPMAIMOHHBIX IIOTOKOB B COOTBETCTBHU C
YCTaHOBJICHHBIMH METOJIAMH W TIpUeMaMH; 00pabaThiBaTh JOKYMEHTHI Ha BCEX
JTanax JAOKyMEHTOOOOpOTa, CHCTEMAaTU3UPOBATh M COCTABISATH HOMEHKIIATYPY
JIelI.

Bnaners

NPUHIMIIAME U METOJIAMH YIIOPSIOUCHHSI COCTaBa JOKYMEHTOB U
WHQOPMAIMOHHBIX TIOKa3aTeleil; HaBbIKaMu 00pabOTKU JJOKyMEHTOB Ha BCEX
JTanax JOKyMEHTO000pOoTa; HaBbIKaMK cOOpa, 0000IICHHS, CUCTEMATU3aIlUN 1
aHaim3a (paKTUYEeCKUX JAHHBIX; HABBIKAMU COCTABJICHHSI HOMEHKIIATYPHI JICII.

3HaTh

OC06€HHOCTI/I, npaBuJia U MPUHIUAIIBI O6pa6OTKI/I JOKYMCHTOB Ha BCEX 3Talax
JIOKYMCHTOO60pOTa, CUcCTeMaTus3anum, COCTaBJICHUA HOMCHKJIATYPBI 1€J1

KonhunennuaipHOE IT0MPOU3BOACTBO

YmeTh

00pabaThiBaTh IOKYMEHTHI HA BCEX dTarnax JOKyMEHTO00opoTa,
CUCTEMATHU3NPOBATh UX, COCTABJIATH HOMCHKIIATYPhI JCJI; UCII0JIB30BaTh JaHHBIC
3HAHHA Ha MEKIUCIUIUIMHAPHOM YPOBHE

Bnanets

BO3MO’KHOCTBIO MEKAUCHUITIMHAPHOTO IPUMEHEHHS HABBIKOB 00paboTKH
JIOKYMEHTOB Ha BCEX dTarax JOKyMEeHT0000poTa, CHCTEMaTH3aIHH,
COCTaBJICHHs] HOMEHKJIATYPHI A€l
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3HaThL

BCE 3Tarnbl 00pabOTKU JOKYMEHTOB; 3Talbl JOKYMEHT0000pOTa,
CHCTEeMaTH3aIM{ M COCTABJICHHSI HOMEHKJIATYPHI J1eJT

MopaenupoBaHUE CUCTEM TOKYMEHTAIIUU
OpraHU3aIHH

YMeTh

00pabaTreIBaTh JOKYMEHTHI (Pa3IMYHOTO POAa ) Ha BCEX dTarnax pabOThl ¢ HUM,
CHUCTEMAaTHU3UPOBATh JOKYMEHTHI (Pa3IMuyHOTO POa); COCTABIISIT
HOMEHKJIATYPY JeI

Bnanetb

HaBBIKAMHU 00pabOTKU JOKYMEHTOB Ha BCEX JTalax JOKYMEHT0000poTa,
CHCTeMaTH3aIMH1, COCTABICHHSI HOMEHKJIATYPbI Je

3HaTH

3Tanbl JOKyMEHTAIIHOHHOTO U MH(POPMAIIMOHHOTO 00eCIICUeHNS YIIPaBIICHUS,
NpUEMBbl CUCTEMaTH3alUWH (THIIM3AIMH, YHI(PHUKALINY, CTAHAAPTH3ALIIH)
JOKYMEHTAIIHOHHBIX MPOLIECCOB , ATAIBI M MTPaBUIIa COCTABIICHHUS
HOMEHKJIATYPbI JIeJ U IPYTHX KIacCU(PHUKATOPOB, OTPAYKAFONINX JOKYMEHTHO-
KOMMYHHKAIIMOHHBIE TMPOLIECCHl B OPTaHU3AIINY;

MudopmanmorHoe obecrieueHre yrpaBieHus

YmeTh

CHCTEMaTH3UPOBaTh, TUIH3UPOBAThH, yHU(UIIMPOBATH TOKYMEHTHI U
JOKYMCHTAIIMOHHBIC ITPOLICCCHI; BBICTPAanBaTh KJ'IaCCI/I(bI/IKaHI/IOHHI)IC CXEMBbI 111
HOMEHKIIATYp JIe]; COCTABIISTh Ta0eNb YHH(PHUIIMPOBAHHBIX (GOPM 1 anpOoMa
0J1aHKOB,

Bnanets

BJIaACHUEM HaBbIKaMH1 TUIIN3allUU, YHI/I(l)I/IKaIH/II/I, CTaHAapTHU3alluK JJOKYMCHTOB
KaK Npue€MaMu COBCPHICHCTBOBAHU S I[OKYMCHTOO60p0Ta.

3HaTh

TpeOoBaHMs K 00pabOTKE JJOKYMEHTOB M OCHOBHBIC ITPABHJIa SKCIIEPTU3BI
[ICHHOCTH JIOKYMEHTOB B paboTe cekperapsi - Ha JOCTATOYHOM YPOBHE HE MEHee

3

(OCHOBBI CEKPETapCKOro 00CITyKMBaHUS

VYmeTh

npuMeHITh 3Hanus 1mo D11/], cocTaBneHn HOMEHKIATYPHI e CeKpeTapeM
OpraHu3aiu

Bnaners

HaBBIKAMH U METOJIMKAMH OLIEHUBAHUS 3HAYMMOCTH JOKYMEHTa ¥ 0(OpMIICHHUS
IPUMEPHOH M HTOTOBOM HOMEHKJIATYP A€l B paboTe ceKkpeTaps

3HaTh

OCHOBHBIE ONPEJEICHHUS, IOHSATUS U METOJIbI UCCICAOBAHUM, UCIIOJIb3yEMbIX
npu 00paboTKe JOKYMEHTOB Ha BCEX dTanax JJOKYMEHTOO00poTa,
CHCTEMAaTHU3ALNK, COCTaBICHHS] HOMEHKIIATYPHI ACT;

[IpoekTHpoBaHuE yIpaBIeHYECKON
MOKYMEHTAIINH OpTaHU3aIiN

YMeTh

KOPPCKTHO BbIpAXAaTb W aAPryMCHTHUPOBAHHO 00OCHOBBIBATh  ITOJIOKEHHS
06pa6OTKI/I AOKYMCHTOB Ha BCCX 3Talax ,Z[OKyMeHTOO60p0Ta, cCuCTeéMaTu3alnuu,
COCTAaBJICHUA HOMCHKJIATYPBI A€,

Bnanets

METOJIlaMH 00pa0OTKH JOKYMEHTOB, CIIOCOOaMK OIICHMBAaHHUS 3HAYMMOCTH U
MPAKTUYECKON MPUTOTHOCTA 00pabOTKH JOKYMEHTOB Ha BCEX ATAIax
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I[OKYMGHTOO60pOTa, cucTeMaTusalum, COCTaBJICHUA HOMCHKIIATYPBI 1CJI;

3HaThL

OIpeaACICHUA IPOUECCOB 06pa60TKI/I JOKYMCHTOB Ha BCCX dTallax
I[OKYMCHTOO60pOTa, CUCTCMAaTU3aln, COCTABJICHUA HOMCHKJIATYPBI JCJI;

/lenonpoun3BoACTBO MyHULUIIANBHBIX
y4peKaAeHUN

YMeTh

KOPPEKTHO BBIpaXXaTb ¥ apryMEHTHPOBAaHHO OOOCHOBBIBATH MOJIOKCHUS
00pabOTKM TOKYMEHTOB Ha BCEX JTalax JOKYMEHTO00OpOTa, CHCTeMaTH3aIiH,
COCTaBJICHHSI HOMEHKJIATYPHI JIEJT;

Bnanets

OCHOBHBIMH METOJIaMH PEIICHUs 3a1a4 B 00JIaCTH 00pabOTKU JIOKYMEHTOB Ha
BCEX 3Tanax JOKyMEHTO000pOTa, CHCTEMATH3aIU!, COCTABIICHHS
HOMEHKJIATYPHI JICII.

3HaTH

NPUHYUNBL CUCMEMAMU3AYUY U KIACCUDUKAYULU OOKYMEHNO8, KOMNIEKCO8
OOKYMeHmOo8, cucmem OOKYMEeHMAayuu,

HA3HAYEeHUe HOMEHKIAMYPbl 0€l OP2aAHUIAYUU,

NPUHYUNBL CUCMEMAMU3AYUY OOKYMEHMANbHO20 POHOA OP2AHUSAYUU,
NPUHYUNBL CUCIEMAMU3AYUU U KIACCUDUKAYUU OOKYMEHMO8, KOMNIIEKCO8
OOKYMeHmOo8, cucmem OOKyMeHMayuu,

NPUHYUNBL CUCMEMAMU3AYUL OOKYMEHMANbHO20 (POHOA OP2aHU3AYUU,
MUNoB6ol Habop cucmem 0OKymMenmayuu 1obou opeanuzayuu

JlOKyMEHTHpOBaHHUE NESITEIbHOCTH
HEroCyJapCTBEHHBIX OpraHU3aIHii

VYmeTh

onpeodensmb cOCmag CUcmem OOKYMeHmayuu, UCX00s U3 8UOA IKOHOMULECKOU
OessimenbHOCmU, Popmbl COOCMEBEHHOCIU U OP2AHUIAYUOHHO-NPABOBOLL (POPMbL
opeanuzayuu

NONb308AMbCS HOMEHKAAMYPOU Oell OP2AHU3AYUU,

00bACHAMb CIMPYKMYPY OOKYMEHMATbHO20 (POHOA OP2AHUZAYUU, UCX005T U3
cneyupuKy He2ocyO0apCcmeeHHOU OP2aHU3AYUL.

Bnaners

IPUHYUNAMU COCMABNEHUSL HOMEHKIAMYPbL 0ell OP2aAHU3AYUL
Memooamu KOMIJIEKMOBAHUsL OeJl;

NPAKMULECKUMU HABBIKAMU NOJb308AHUSL 00UEePOCCUTICKUMU U
6€00MCMBEHHbIMU NEPEUHBIMU MUNOBLIX OOKYMEHMO8

3HaTh

CO3J1aHHs CIPAaBOYHO-MH(POPMALIMOHHBIX CPEACTB K JOKYMEHTAJIbHBIM (hOHIaM
OyXranTepcKoro y4era corjiacHO MOCIEIHUM U3MEHEHUSM HOPM C
MIPUMEHEHHEM crierinann3upoBanHoro 110

JIOKyMEHTBI 1 TOKYMEHTO00OpOT B
OyXranTepcKoM ydere

VYmeTh

Pp€aIM30BbIBATh IPUHIUIIBI U METOAbLI CO3aHUA CHpaBOT-IHO-I/IH(i)OpMaI_[I/IOHHLIX
CpCACTB K 6yXFaJ’ITepCKI/IM JAOKYMCHTaM C MPUMCHCHUCM CIICHHUATIU3UPOBAHHOT'O
1o




CmpykmypHubltl 271eMeHm
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CmpyxkmypHuvltl 21eMeHm
00pa306ameavbHOU NPOZPAMMYL

Bnanets

HABBIKAMH COCTABJICHUS CIIPABOYHO-MH(POPMAIIMOHHBIX CPEJICTB K
OyXTalITepCKUM JIOKyMEHTaM C YI€TOM CIEIU(PUKN OPraHU3aIul ’
MpUMEHEHUEM creruanu3upoBannoro 110

3HaThL

OcHOBHbBIE ImpaBuJia 06pa6OTKI/I JOKYMCHTOB Ha BCCX dTalax
I[OKYMGHTOO6OPOT3, CUCTCMAaTU3aln, COCTABJICHUS HOMCHKJIATYPBI 1CJI

[Ipon3BoACTBEHHAS - TPAKTHKA IO
MOJTY4YEeHUIO MPO(ECCHOHATBHBIX YMEHUH 1

YmeTh

AHanmM3upoBaTh OCHOBHBIE TIpaBHiia 00pabOTKU JOKYMEHTOB Ha BCEX JTarax
JOKYMEHT0000p0Ta, CUCTEMAaTH3aLUH, COCTaBJICHUS HOMEHKJIATYPbI el

ombITa TPOHEeCCHOHATIBHON ACATEIbHOCTH

Bmanets

OCHOBHBIMH HaBBIKAMHU 00pPaOOTKH JOKYMEHTOB Ha BCEX 3Talax
JIOKyMEHT0000pOTa, CUCTEMATH3aLlUH, COCTABJICHUSI HOMEHKJIATYpBI JIeJT

3HaTh

OCHOBHBIC TTPaBHJia 00pa0OTKU JOKYMEHTOB Ha BCEX 3Tarnax
JIOKyMEHT0000pOTa, CHCTEMAaTH3aIINH, COCTABICHUS] HOMEHKIATYPHI e

IIpon3BOACTBEHHAS — MPEIIUIIIIOMHAs
[paKTHUKa

YMeTh

aHaJTM3UPOBATH OCHOBHBIE MpaBuiia 00padOTKU TOKYMEHTOB Ha BCEX dTamax
JOKYMEHT0000p0Ta, CUCTEMAaTH3aLUH, COCTaBJICHUS HOMEHKJIATYPBI el

Bnanets

OCHOBHBIMH HaBbIKaMH O6pa6OTKI/I JOKYMCHTOB Ha BCEX dTallax
I[OKYMCHTOO60pOTa, CUCTCMaTu3alun, COCTaBJICHNUA HOMCHKJIATYPBI 1CJI

3HaTh

TCOPETUYCCKUX NMOAXOJ0B U OCHOBHBIX IMTPUHIIUIIOB U METOA0B
YHopAA0UCHUA AOKYMCHTOB; IIOpAAKa OpraHu3alui 10OKyMCHTOB B
KOMIIJICKCBI

'YpaBieHue 4e0Be4eCKUMU pecypcamu

VYmeTh

aHAIM3MPOBATh COCTAaB JOKYMEHTAllMM OpraHu3allid B COOTBETCTBUU C
YCTaHOBJICHHBIMH TpPEOOBAaHHMSAMH; pean30BaTh Ha MPAKTHKE YIOPSJOYCHHE
KOMIIJIEKCOB OKYMEHTOB M HH(OPMAIIMOHHBIX IOTOKOB B COOTBETCTBHH C
YCTAHOBJICHHBIMH METOJIaMH W IpUeMaMH; 00pabaThiBaTh JOKYMEHTHI Ha BCEX
JTanax JAOKyMEHTOOOOPOTa, CHCTEMAaTU3UPOBATh M COCTABISATH HOMEHKIIATYPY
JIelL.

Bnaners

NPUHIMIIAME U METOJIJAMH YIOPSIOUEHHS COCTaBa JJOKYMEHTOB H
WH(POPMAITMOHHBIX TIOKA3aTeNei; HABBIKAaMHU 00pabOTKH JIOKYMEHTOB Ha BCEX
JTanax JOKyMEHTO000pOoTa; HaBbIKaMK cOOpa, 0000IICHHS, CUCTEMATU3aI[UH 1
aHanm3a (PaKTHYECKUX JAHHBIX; HABBIKAMH COCTABICHHS HOMEHKIIATYPHI JeIl.

MK-27- ¢cnnocoGHOCTHIO NPUHUMATH

YuyacTtue B paﬁoTe 110 MPOBEACHUIO IKCNIEPTU3BI HEHHOCTU JOKYMEHTOB

KaJIPOBOe ACIOIPOU3BOACTBO

3HaTh IIOHATUE SKCIEPTU3BI LIEHHOCTH T0KYMEHTOB
YMetb IIPOBOJUTH AKCIIEPTU3Y LICHHOCTH JOKYMEHTOB
Bnagers METOAAMHU NPOBEACHUS SKCIIEPTU3bI IEHHOCTU JTOKYMEHTOB HAa BEICOKOM
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KomMnemeHyuu 06pazoeamenbHol NPO2PAMMbl
YPOBHE
3Hath TpeOOBaHUsI K ONPEIEIICHHIIO IEHHOCTH TIOKYMEHTa; IPU3HAKH JJOKYMEHTA; l"ocynapcTBeHHBIE, MyHUIIUTIAIBHBIE U
Ha0Op MHCTPYMEHTOB JJIS TPOLEYPHI IO MPOBEACHUIO SKCIEPTU3BI [ICHHOCTH  [BEIOMCTBEHHBIC apXHBBI
JIOKYMEHTOB.
Ymers IIPOBOJUTB 3KCIEPTU3Y LIEHHOCTH TOKYMEHTA; BBIIENATE KATETOPUH HEHHOCTH
JIOKYMEHTOB
Biagers CIOCOOHOCTBIO BUAETH KauecTBa JJOKYMEHTa; CIIOCOOHOCTHIO TPUHIMATD
ydactre B paboTe 10 NPOBEACHUIO SKCIEPTH3bI IICHHOCTH JOKYMEHTOB
3HaThb OCHOBHBIE ITPABHJIA IKCIIEPTHU3BI [ICHHOCTH JOKYMEHTOB - CBBIIIE 5 IApXHBOBEICHHE
YMetb npuMeHsTh 3HaHus no DI/, kpuTepruu HeHHOCTH MpU 0TOOpE TOKYMEHTOB Ha
XpaHEHHUE, B TOM YHUCIIE B 3JIEKTPOHHOM BHJE
Braagets HaBBIKaMH ¥ MeToaukamu J11/;
croco6aMy OIIEHWBaHUS 3HAYUMOCTH JOKYMEHTA - mpoTokonmpoBanue DL/
COCTaBJICHUE apXUBHBIX OIUCEH, AKTOB O BBIJIETICHUU JJOKYMEHTOB K
YHUUYTOKEHUIO, HX aHAIH3
3Hatb - OCHOBHBIE 3Tallbl, TOPAJOK MPOBEIEHUS IKCIIEPTU3BI IEHHOCTH JOKYMEHTOB B |ApXHBBI 110 JINYHOMY COCTaBY
COOTBETCTBHMH C HOPMATHBHBIMH JOKYMEHTaMH
YmeTs - pa3rpaHUydUTh JOKYMEHTHI IOCTOSSHHOTO, BpDEMEHHOIO CPOKA XPAHEHUS,
MOJIEXKAIINE YHUUTOKEHUIO
Bitagers - HaBbIKaMH JIOKyMEHTHUPOBAHU MPOBEIEHUS SKCIIEPTU3HI IIEHHOCTH
JTOKYMEHTOB
3Hatb OcHoBHBIE NTpaBuia 00pabOTKU TOKYMEHTOB Ha BCEX dTarax IIpon3BoaCTBEHHA - TPAKTHKA IO
JIOKYMEHT0000pO0Ta, CHCTEMAaTH3aIluH, COCTABIICHHS HOMEHKJIATYPHI JIelT MOJTY4YEeHUIO MPO(ECCHOHATBHBIX YMEHUH 1
YMeTh AHanu3upoBaTh OCHOBHBIC MTPaBHJia 00pa0OTKU JOKYMEHTOB Ha BCEX 3Tanax OIBITA TPO(ECCHOHANBHON 1EATEIBHOCTU
JIOKYMEHT0000pOTa, CHCTEMATH3aIlMH, COCTABJICHUS] HOMEHKJIATYPHI [
Bnagers OCHOBHBIMH HaBBIKAMU 00paOOTKH JOKYMEHTOB Ha BCEX Tamax
JIOKYMEHT0000pO0Ta, CHCTEMAaTH3aLlMH, COCTaBJICHHS HOMEHKJIATYPBI el
3Hathb MIpaBUJIa 3KCIIEPTH3BI HIEHHOCTH JOKYMEHTOB apX1Ba [Ipon3BoACTBEHHASA — IPEATUILIOMHAS
VMmetb WCIIOJIB30BaTh 3HaHus 110 DLIJI, KpuTepuu LEHHOCTH TIpU 0TOOpE NoKyMeHToB — [IPAKTHKA
Ha XpaHEHHe
Brnagets TEXHUKaMH, HaBbIKaMu U MeToqukamu DLIJ] o ¢oHmy apXMBHOTO YUpeKIeHUs;

croco0aMu OlleHWBAHUS 3HAYMMOCTH JIOKYMEHTA - ipoTokoarpoBanue D11, ee
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00pa306ameavbHOU NPOZPAMMYL

KomnemeHyuu
aHaJInu3
3HaTh TMOHATHUC SKCIEPTU3BI HECHHOCTH TOKYMCHTOB
VYmerh IIPOBOAUTH SKCIIEPTU3Y HEHHOCTU JOKYMECHTOB
Braanets METOJaMHU MPOBEACHU S SKCIIEPTU3BI IEHHOCTU JOKYMEHTOB Ha BEICOKOM

ypOBHE

anaBneHHe YCIOBCUCCKUMHU peCypCaMU

IIK-28- B1agennemM HaBBIKAMHM Y4eTa U o0ecnieyeHHus1 COXPAaHHOCTH JOKYMEHTOB B apXHBe

3HaTh OCHOBHBI€ [IPAaBUJIa COCTABJICHNS ADXUBHBIX YUETHBIX JOKYMEHTOB - IPUHLIUIB |[ApXUBOBEICHHE
MOCTPOCHUS, PEIaKTUPOBAHMSI CUCTEMBI yUeTa K JOKYMEHTaM apXuBa, OMHUCEH,
ocobeHHOCTel o0ecrieueH sl COXPaHHOCTH TIOKYMEHTOB
Ymers Opranu3oBath 0TOOp He0OXoAUMON MH(OPMAIMHU TSl YUYETHBIX TOKYMEHTOB
Bnanets TEeXHUKaMH U HaBBIKaMH 0()OPMIICHUS YUETHBIX TOKYMEHTOB B ycioBusix COJ]
3HaTh - HOPMAaTUBHBIE JOKYMEHTHI, OTPAKAIOLINE TPUHLIUIIBI, METObI 1 HOPMBI IAPXHUBBI IO JINYHOMY COCTaBY
o0ecreyeHus1 COXpaHHOCTH, Y4eTa JOKYMEHTOB B apXHBe
Ymethb - IPUMEHHUTH Ha TIPAKTHKE 3HAHUS O MPaBUIax 00eCIeUeHHsI COXPAaHHOCTH,
ydeTa JOKYMEHTOB B apXHBE
Bnanets - HaBBIKaMH y4eTa U 00ecrieueHus COXPaHHOCTU IOKYMEHTOB B apXHBE
3HaTh HOPMAaTUBHYIO 023y U OCHOBHBIC TIPaBHJIa COCTABJICHUS aPXUBHBIX YUETHBIX [TpousBoCTBEHHAS - IPAKTHKA IO
JIOKYMEHTOB - IPUHIMIIBI IOCTPOCHHS CUCTEMBI YUeTa K JOKYMEHTaM apXuBa  [OJIY4EHHIO NMPO(ECCHOHANBHBIX YMEHUH U
Ymets 0TOMpaTh HEOOXOUMYIO HH(POPMALIUIO TSl YUETHBIX TOKYMEHTOB OIbITa IIPO(PECCHOHATILHOM JIEATENBHOCTH
Bnanets HaBBIKAMHU OQOPMIICHHUS YUETHBIX JJOKYMEHTOB K apXUBHOMY (OHTY -
COCTaBJICHHE JOKYMEHTOB C HEKOTOPHIMH 3aMEUaHUSIMU
3HaTh HOPMAaTUBHYIO 0a3y U OCHOBHBIE IPaBHJIa COCTABJICHUS apXUBHBIX YUETHBIX [Ipon3BoaCTBEHHAS — PEIUIUIOMHAS
JOKYMEHTOB - IPUHIMIIBI IOCTPOSHHS CUCTEMBI YUeTa K JOKYMEHTaM apXuBa  [IPaKTHKa
YMeTb 0TOMpaTh HEOOXOJUMYIO HH(POPMAIIUIO JIJISl YYETHBIX JIOKYMEHTOB
Bnanets HaBBIKAMHU OQOPMJIICHUS YUETHBIX JOKYMEHTOB K apXUBHOMY (OHIY -

COCTAaBJICHUC JOKYMCHTOB C HCKOTOPBIMHU 3aMCUAHUSIMUA







