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MATPHIIA ®OPMUPOBAHMS KOMIIETEHIIUI IO OBPA3OBATEJILHOM ITPOTPAMME

Cmpykmypnblii 31emMenm KOMnemeHyuu

Inanupyemvie pezynvmamol 00y4eHus:

Cmpyxmypubiii 21emenm
06pazosamenbHOl NPOSPaAMMbL

OBIIEKYJIBTYPHBIE KOMIIETEHIIUNA

OK-1-  cmocoGHOCTBHIO HCIOJIBL30BATh OCHOBBI (pri10cOo)CKUX 3HAHMIA 151 POPMUPOBAHHSI MHPOBO33PeHYECKO# MO3UIMKI

3HaTh

—  OCHOBHBIE (prtocodckre KaTeroOpuy U CEHU(PHUKY X HOHUMAHHS B Pa3IHIHBIX
HCTOPHYECKUX THITAX (GUIOCOPHUH U aBTOPCKUX IOIX01aX;

—  OCHOBHBIE HanpaieHus Gpruitocoduu 1 pazauyus GHUIOCO(CKUX IIKOI B KOHTEKCTE
UCTOPUH;

—  OCHOBHBIEC HAIpaBJICHUs] U IPOOJIEMATHKY COBpEMEHHOI puiocodum;

YMmerb

PacCKphIBaTh CMBICIT BBIBUTACMbIX HJICH, KOPPEKTHO BBIPAXKATh U apTYMEHTHPOBAHO
000CHOBBIBATH MMOJIOKCHHS IPEIMETHOM 00JIACTH 3HAHUS,

MPEJICTAaBIIATh paccMaTpuBaeMbie GrutococKkue mpooIeMbl B pa3BUTHH;

CpaBHHUBATh pa3in4Hbie HUIOCO(CKHIE KOHIICIIIMU 110 KOHKPETHOI mpooiieme;

YMETh OTMETUTh NPAKTHYECKYIO IECHHOCTh OMPEACICHHBIX PHIOCOPCKIX MOT0KEHHUN 1
BBISIBUTH OCHOBAHHUS HAa KOTOPBIX CTPOUTCS pruiiocodckas KOH-

LETIHsI WK CUCTEMA;

Bnagers

HaBBIKaMU paboTHI ¢ GUIOCOMCKUMHI HCTOUYHHKAMH U KPUTHIECKOW JIUTEPaTyPOH;
MpreMaMH TIOUCKA, CHCTEMAaTH3AIIHA U CBOOOIHOTO H3JIOKECHUS (PIIOCOPCKOTO
MaTepHuajia 1 METOIaMH CPaBHEHUS PIIIOCOPCKIX HICH, KOHIICTIHHA U JII0X;
criocobamu 000CHOBAHMS PEIICHUS (MHAYKIU, IS TyKIHs, IO aHAJIOTHH) IPOOIEMHON
CUTYAIIHH;

BJIaJICTh HABBIKAMU BBIPAKEHHSI U 00OCHOBAHHUS COOCTBEHHOM MO3UIMH OTHOCHTEILHO
COBPEMEHHBIX COIIMOTYMAaHUTAPHBIX TPOOJIEM U KOHKPETHBIX (PUIT0CO(CKUX MOZUIUHA

Ounocodus

3HaTh

- [Ipenmet 1 00BEKT eCTECTBEHHOHAYYHOH KapTHHBI MHPAa,

- [Ipenmet 1 00BEKT OTAETHHBIX €CTECTBEHHBIX HAYK;

- OCHOBHBIE IIPUHIIHIIBI, 3aKOHBI, IOHSATHS M METOJIBI, a TAK)KE OCHOBHBIC
€CTECTBEHHOHAYYHbIE KOHIICIIINH, UX COJIepKaHUE U B3aUMOCBS3H;

- Ponp ecrecTBeHHOHAYUHBIX 3HAHUH, (HHI0CO(UHN, COIIMOTYMAaHUTPHBIX HAYK B
(hopMHUPOBaHMH IIETOCTHOTO BUICHUSI MUPA U KU3HU

YMmeTrh

- [IpaBuibHO OPMYNIHPOBATH LIENb U 33/1a4H NIPU PEHICHUH YIeOHOI TpoOIeMBl,
MPUMEHSTH KaK BCEOOIIHEe METO bl HAYTHOTO HCCIICAOBAHMS, TaK U (hriocodekue,
COLIMOTYMaHHUTApHbIE, ECTECTBCHHOHAYYHBIE;

- Ucnonp30BaTh OCHOBHBIE 3aKOHBI M IPUHIIUIBI, AU U NOHATUS COBPEMEHHOIO
€CTECTBEHHOHAYYHbIX JIUCIHUILIMH IIPH aHAIU3€ 1 00BSICHEHNH KOHKPETHBIX BOIIPOCOB;
- YMeTh Jienath BBIBOJIBI M IIPUMEHSTH METObI MaTEMaTHIECKON 00padoTKH
nH(OpMaLMK, TEOPETUUECKOTO M IKCIIEPUMEHTAIBLHOT0 MCCIIEA0BAHUS JUIsl PEIICHUS

KOHHCHHI/II/I COBPEMEHHOI'O €CTCCTBO3HAHU S




Cmpykmypnwlii d1emMenm KoMnemeHyuu

Inanupyemvie pezynvmamol 00y4eHus:

Cmpyxmypubiii 21emenm
06pazosamenbHOl NPOSPaAMMbL

yueOHBIX 3a/1a4.

Bnagets

- HaBbIkamu paboThl ¢ HAYYHOM JINTEPATYpOil pa3HOro YpoBHA (HAyYHO- HOMYJISIPHBIC
W3/1aHus, TIEPUOIMYECKHE KYPHAIIBI, MOHOTpad UK, Y4eOHUKH, CIIPABOYHHKH).

- HaBbikamu aHanm3a v 00bsICHEHHSI OCHOBHBIX HAa0JI01aeMbIX TIPUPOAHBIX U
TEXHOT'€HHBIX SIBJICHUH 1 3((PeKTOB ¢ Mo3unuii PyHIaMEHTaIBHBIX
€CTECTBCHHOHAYYHBIX 3aKOHOB;

- HaBbIkamu ucnosnp3oBaHust GUIOCOPCKHUX, COLMOTYMaHUTaPHBIX,
€CTECTBEHHOHAYYHbIX 3HaHMH A7 POPMHUPOBAHNUS HAYYHOT'O MHPOBO33PEHHS

OK-2 - cnoco0HOCTHIO AHAJIM3HPOBAT

b OCHOBHBIC 3TAIlbl U 3AKOHOMEPHOCTH UCTOPUIECCKOI'0O pasBUTHUA OﬁllleCTBa JJIA q)OpMHpOBaHI/Iﬂ rpamancxoﬁ MO3UIUHN

3HaTh

OcHoBHBIE TPOOIEMBI, IEPHObI, TEHACHIMH 1 OCOOCHHOCTU UCTOPUYECKOTO IIpoliecca,
IIPUYMHHO-CJIEJICTBEHHBIE CBSI3U

YMmerh

Bripaxars 1 000CHOBBIBATH CBOIO TIO3UITHIO 110 BOMPOCAM, KAaCAIOIIUMCS IICHHOCTHOTO
OTHONICHUS K HCTOPUIECKOMY MPOILIOMY

HUcropus

Bnanets

Happikamu BOCHPOU3BCACHNA OCHOBHBIX KOHHeHL[I/Iﬁ 10 U3y4a€MbIM npo6neMaM

3HaTh

Jloruky u coneprkaHue OJUTHIECKOTO TIPOIIEcca;
0COOCHHOCTH B3aMMOOTHOIICHUH I'pa’kAaHCKOTO 00IIecTBa 1 rocyapcTsa B POD.
Ocobennoct hopMHupoBaHUs B HYHKIIMOHUPOBAHUS MTOJTUTHUECKUX HHCTUTYTOB.

VYmMers

OreprpoBaTh OCHOBHBIMH MOJUTHYECKUMHE KaTETOPUSIMHU.

OPHEHTHPOBATHCS B MEPOBOM HCTOPHUUYECKOM MPOLIECCe, aHATM3UPOBATh MPOLIECCHI H
SIBJICHUS, IPOUCXOSIINE B OOIIECTBE;

ONPCACIIATEL CTCIICHL PAa3BUTUA T'PAXKIAHCKOTO O6HleCTBa IO YpPOBHIO PasBUTOCTU U
AKTMBHOCTH €r0 CTPYKTYPHBIX 3JIEMEHTOB;

ITonuromorus

Bnanets

HaBblkamMy cpaBHUTEIBHOTO aHAJIN3a MMOJUTHYECKUX CUCTEM, HHCTHTYTOB, IIPOLIECCOB.
CoBpeMeHHBIMU METOAaMH 00pabOTKH U MHTEPIIPETALUH KOMILUIEKCHOI
MOJITOJIOTHYECKOI HHpopManuu.

3HaTh

—  Knaccudukanuio HapoJ0B ¥ pernoHOB MHUpPa
—  KyneTypHO-aHTpOIOIOTHYECKYIO B TeoTpapuIecKyto KapTHHY MUpa
—  3aKOHOMEPHOCTH B CXOACTBAX M Pa3IMYUsIX HAPOJOB U PETHOHOB MHPa

YMmeTrh

— Haxoauth ormianuus Mexay HapoAaMHM U PETMOHAMM MHpa IO XO3SMCTBEHHBIM U
KyJbTYPHO-aHTPOIIOJIOTHYECKUM IIPU3HAKAM

— JlaBaThb omnucaHMs HapoJOB U pEruoHoB Mupa u Poccum B JOCTYNHOH,
MOITyJISIpHOH  hopme

— Y0enurtenbHO, apryMEHTHPOBAHO IPOBOAWUTH IIPOCBETUTEIHCKYIO paboTy 1o
BOCIUTAHMIO TOJIEPAHTHOIO OTHOLICHMS K PA3JIMUHBIM CTpaHaM, KyJIbTypaM M HapoaaM

DTHOJIOTHS U PEruoOHOBEACHUEC

Bnanets

—  KynbrypHOo-anTpomnosorndeckuM W reorpaMueckuM  TEPMHHOJOIMYECKUM
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anmnapaTom
— llpumeHATH KyINBTYpPHO-aHTPONOJOTHICCKHA U reorpaduieckuii MOHITHHHBINA
anmapaT B Ipo()eCCHOHABHOM AeATEIbHOCTH

— HaBblkamMm mnpuMeHEHHWS HAy4YHBIX 3HAHWI B MNOMYIAPH3ALUM KYJIbTYPHO-
AHTPOIOJIOTHYECKUX U reorpa)MuecKuX 3HAHMH

3HaTh

- OCHOBHYIO U CIIPABOYHYIO JINTEPATypy MO Kypcy;

- HOBEHIIINE TEOPETUIECKUE MPEACTABICHHUS O MPOOIeMax U MEPCIIEKTHBAX PA3BUTHA
COBPEMEHHOH POCCHICKOM rOCYJapCTBEHHOCTH B LIEJIOM M FOCYJapCTBEHHOTO anmapara
B 4aCTHOCTH;

- HICTOpUYECKHE OCOOCHHOCTH M TEHACHIIMU Pa3BUTHUS rOCYAapCTBEHHOTO arnmnapara
Poccuu;

- OCHOBBI HOPMAaTHBHO-TIPaBOBOH 0a3bl YCTPOHCTBA M (PYHKIIMOHUPOBAHUS I'O-
CylapCTBeHHOro annapara PO, KOHCTUTYLIMOHHBIHN CTaTyC U KOHKPETHOE
OpraHU3aI[HOHHOE YCTPOUCTBO (heiepalibHBIX OPraHoB BiacTu PO,

- OpraHMU3alUOHHOE YCTPOMCTBO OCHOBHBIX (heiepaibHBIX BEJOMCTB PD,

- OCHOBHBIC OpTaHU3alMOHHbIE POOIIEMBI JEATEIFHOCTH OPTaHOB BIACTH U
ynpaBieHus cyorexToB PO;

- OCHOBHBIE NTPOOJIEMBI JISITEIBHOCTH OPTaHOB CaMOYIPABIICHHSI.

CoBpeMeHHast OpraHu3alIysl FoCyJapCTBEHHBIX
lyupexaenuii Poccuu

VYmMers

- OPUEHTHPOBATHCS B COBPEMEHHON OpraHM3allii OPraHOB TOCY1apCTBEHHO BIACTH,
- CaMOCTOSTENILHO paboTaTh C HOPMAaTHBHON IOKYMEHTaIlMeH 1 HAXOIUTh
HE00X0MMYI0 HH(OPMAIIHIO O CTPYKTYpPE roCyIapCTBEHHBIX OPTaHOB,

- MOJIETIMPOBATh CTPYKTYPY YIPaBICHYECKUX OpraHu3alni

Bnagers

- HaBBIKAMH Pa0OTHI C TOKYMEHTALUEH, OTIPEIEIIAIONICH MOPSI0K M MIPHHITUIIEI paOOTHI
OpraHOB BJIACTH,

- IOHUMATbh aCTMEKTHl B3aUMOICHCTBUS TOCYIaPCTBEHHBIX YUPEKICHUH C HHBIMH
YIpaBICHYCCKAMHU CTPYKTypaMH: KOPIIOPATHBHBIMH, OOIIECTBEHHBIMHU, YaCTHBIMU
MIEPUOAN3AIUI0 OTEYECTBEHHON NCTOPHUH

3HaTh

—  OCHOBHBIE ONPEEICHHS U MOHATHS 10 UCTOPUU MUPOBOM U OTEUECTBEHHOU
KYJbTYpBbI;
—  OCHOBHBIE 3Talbl HCTOPUY MUPOBOM U OTE€YECTBEHHOH KYJIBTYpHI;

YMmeTrh

—  BBIACJATH XapaKTEPHbIE YEPThl KOHKPETHOM KYJIbTYpHI;
—  XapaKTepHu30BaTh UCTOPUKO-KYJIBTYPHBIE 3Talbl

Mcropust MUPOBOM U OTEUECTBEHHOM KYJIbTYPbI

Bnaners

—  crocobaMu BBISIBICHUS BIUSHUS KyJIbTyp APYT Ha Ipyra
—  crocobaMu BBISIBICHHUS 3aKOHOMEPHOCTEH Pa3BUTHS MUPOBOI I OTEYECTBEHHOM
KyJbTYpbl
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Inanupyemvie pezynvmamol 00y4eHus:
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3HaTh

—  OCHOBHBIE OIIPE/IEJICHUS U IOHATHS [0 UCTOPUU MUPOBOI U OTEUECTBEHHOI
KyJIbTYpBI;
—  OCHOBHBIE 3TaIlbl HICTOPUH MUPOBOI U OTEUECTBEHHOH KYJIBTYPHI;

YMmerb

—  BBIJEATH XapaKTepPHbIE YePThl KOHKPETHOH KyJIbTYPHI;
—  XapakTepH30BaTh HCTOPHKO-KYJIbTYPHBIE 3TAIIBI

IMupoBasi XyZ0>KECTBEHHAs KyIbTypa

Bnagets

—  cnoco0aMu BBISBIICHUS BIMSHUS KyJIbTYp ApYT Ha Apyra
—  crmoco0amH BBISBICHHS 3aKOHOMEPHOCTEH pa3BUTHSI MUPOBOM M OT€UECTBEHHOM
KyJIbTypBI

3HaTh

OcobeHHOCTH Pa3BUTHUA MUPOBBIX I_II/IBI/IJII/ISaI_[I/Iﬁ,
HpI/I‘II/IHHO'CJ'IeI[CTBeHHLIC CBA3HU NCTOPHUICCKUX SIBIICHUI

Vmers

BCCCTOPOHHC 00BEKTUBHO OLICHUBATh U 0606H_[aTL 3aKOHOMCEPHOCTH
HUBUJIN3AIMOHHOTO PA3BUTHS

IMcToprst MUPOBBIX LMBUIU3ALUI

Bnanets

HaBrikamu BelleHHs TUCKYCCUM U MOJIEMUKH B OTCTaBaHUU CBOEH Ipak1aHCKOM
MTO3UITIH

3HaTh

OCHOBHBIC MPUHIUIIBI, 3aKOHBI U KaTCTOPHUU UCTOPHUUICCKUX 3HAaHUM B MX JIOTMYCCKOM
OEJIOCTHOCTH M ITOCJTICAOBATCIIBHOCTH,

YMmerh

HCII0JIb30BAaTh OCHOBBI HCTOPUYECCKUX 3HAHUK JUIA OLICHUBAHUA U aHAJIN3a pa3JIMIHbIX
COBPCMCHHBIX TeH,I[CH].[PIﬁ, SIBIICHUH 1 (I)aKTOB;

McTopus 3apyOeKHBIX HApOJIOB U KYJIBTYP

Bnanets

CHOCOOHOCTBIO aOCTPAKTHO MBICTIHTh, aHAJIN3UPOBATh, CHHTE3UPOBATH MOTy4aeMyIO
HHQOPMAILHIO.

3HaTh

-OCHOBHBIE ATAITbl HCTOPUIECKOTO PA3BUTHS;

-0COOCHHOCTH MEIUIHBIX HOCUTENCH — OCHOBHBIX CPEJCTB [ XpaHEHUS
HCTOpHYECKOH HH(pOpManum;

-MHPOBO33pPEHYECKHE OCHOBBI JJIsI (POPMUPOBAHUS IPasKAAHCKOHN MTO3HUIIUH C YUETOM
MenuanHpOpMalyH, NoIyJyaeMOoi B COIMOKYJIBTYPHOH cpefie

VYmMers

-aHaJIM3UPOBATh OCHOBHBIC 3TaIbl HCTOPHYECKOTO Pa3BUTHS;
-paboTaTh C MEJUAHOCUTEISIMH — CPEICTBAMH JIJIA XPAaHESHHS H IIepeiadyil HCTOPUISCKOH
nHpopmanuy;

-OIpeeIIiTh MUPOBO33PEHUECKHE OCHOBBI JUIsl JOPMHUPOBAHUS TPAXKIAHCKOHM HO3UIMN C
yueToM MenranH(popManny, IoIyJyaeMol B COLMOKYJIbTYPHOH cpeze

MenuakynsTypa

Bnanets

-HaBBIKaMH aHaJIM3a HCTOPUYECKOTO IIyTH Pa3BUTHS;
-HaBBIKaMH Pa0OTHI ¢ MEUAHOCUTEIISIMHI — XPaHUTEISIMA HCTOPUYECKON HH(POPMAIHH;
-HaBBIKaM# (POPMHUPOBAHUS IPAKIAHCKOHN IMO3UIMH HA OCHOBE MH(OPMAIHH,
MOJTy9aeMOH ITPH HOMOIITH MEANACPECTB

OK-3 - c1ocoGHOCTHIO HCTI0JIB30BATH OCHOBBI JKOHOMHYECKHX 3HAHNUI B PAa3JIMYHBIX cepax AeaTeTbHOCTH
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3Hatb —  OCHOBHBIE TEPMUHEBI, ONPEAETICHNS, SJKOHOMUYECKHE 3aKOHBI U B3aMO3aBUCHUMOCTH
Ha ypOBHE SKOHOMHKH B IIEJIOM U Ha YPOBHE OTAEIBHOTO MPEINPHSATHS;

— METOIBl HCCIICNOBAHUS IKOHOMHUYECKHX OTHOIICHWH Ha YPOBHE JKOHOMHKH B
IIEJIOM U Ha YPOBHE OTAEIBHOTO MPEAIPHATHS;

— METOIVKH pacueTa BaKHEHIINX SKOHOMHYECKHX IOKas3areneidl m xoadduimeHToB
Ha ypOBHE SKOHOMHKH B IIEJIOM U Ha YPOBHE OTAEIBHOTO MPEINPHSATHS;

— TEOPETHYECKHE TNPHHIMIBI BBHIPAOOTKM SKOHOMHYECKOH MOJHUTHKH HA YpPOBHE
rocy/IapcTBa U Ha YPOBHE OTJEIBHOTO IPEANPUATHS.

Ymers —  OpHUEHTHPOBATHCS B THUIOBBIX SKOHOMHUYECKHX CHUTYalUsX, OCHOBHBIX BOIPOCAX
3KOHOMUYECKON MOJUTUKH;

—  HCIOJIB30BaTh AJIEMEHTHI YKOHOMHYECKOTO aHaliu3a B CBOCH MpodecCHOHANTbHOM
JIeSITEILHOCTH;

— pauMOHaJIbHO OPraHU30BaTh CBOE 3KOHOMHYECKOE MOBEJACHUE B KaueCTBE areHTa
PBIHOUHBIX OTHOIICHUH, DKOHOMHKA
- aHaJIU3UpoOBaTh n OG’L@KTI/IBHO OLICHUBAThH IMPOLECChI u SIBJICHUA,
OCYLIECTBIISIIOIMECS B paMKax HAllMOHAJIbHOM 3KOHOMHMKHM B IIEJIOM U OTAEJIBHOTO
MpEeaNpUATHS B YACTHOCTH.

—  OpHEHTHPOBAThCS B yUeOHOM, CIPAaBOYHOH M HAYIHOH JTUTEpaType.

Buaners —  MeTOJaMHM U NpUEMaMHU aHalu3a IKOHOMHUYECKHX SIBIEHHH U MPOIECCOB HA YPOBHE
OKOHOMMKH B IIE€JIOM ¥ Ha YPOBHE OTIAEIBLHOTO IIPEATIPHSITHS,

— MpaKTHYECKHMMH HaBBIKAMHU HCIIOJIB30BaHUsSI SKOHOMUYECKUX 3HAHUH Ha Jpyrux
JUCLHIUIMHAX, Ha 3aHATHAX B aYJUTOPHUH U Ha IIPAKTHKE,

— Ha OCHOBaHUU TEOPETUUYECKUX 3HAHUI NPUHUMATh PEILICHUS HA YPOBHE DKOHOMUKH
B LIEJIOM U Ha YPOBHE OTIEJIBLHOIO MPEANPUITHS,

—  CcaMOCTOSTENbHO MPHOOpeTaTh, yCBaWBaTh U INPUMEHITH IKOHOMHYECKHE 3HAHHUS,
HaONI0AaTh, AaHAIU3UPOBAaTh M OOBICHATH OSKOHOMUYECKHE SBJCHUS, COOBITHSA,
CHUTYyaIUH.

3Hath —  OCHOBHbIC NOHSITHS U TEPMUHBI M3 UCTOPHH PA3BUTHS TPAIUIIMOHHOTO X03siCTBA
HapOJIOB MHpPa
— CuCTeMHbIE CBSI3U MEXIY pa3IMuHbIMH XO35HCTBEHHO-KYJIbTYPHBIMU CHCTEMaMu
HapoJI0B MHpa
— Knaccudukanuio 1 UCTOPHUIO pa3BUTHA XO3SHCTBEHHO-KYIbTYPHBIX TUIIOB CTPAaH U [ITHOJIOTHUS U PETHOHOBEIECHHE
HapoJ0B MHpa

YmeTs —  IIpuMeHATh S5KOHOMHUYECKHUE 3HAHMUS NP U3yYEeHUH 00IIecTBa
— H3narate ycBOGHHBIN MaTepHai B JOCTYNHOH (popme
— Hay4Ho cuctemMaTtu3upoBaTh, NOTY4YEHHBIC 3HAHUS
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Bnagets

- Bazosoit TepMI/IHOHOFI/Ieﬁ 10 3THOJIOTHUU U PETUOHOBCACHHNIO
- CHCTEMHBIMH 3HAHHUSMH I10 STHOJIOTHH U S3KOHOMHYECKHUM HayKaM
- MCTOIIEIMI/I HaY9IHOI'0 UCCJICHOBAHUS DTHOJIOTMU U PETUOHOBEACHUS

3HaTh

- OCHOBHBIE TIOHATHS YKOHOMMKH, IPUMEHsIEMble B HOPMAaTUBHO-IIPaBOBOM
PErYNUPOBaHUM IPaKAAHCKUX OTHOIIEHU! B PO

- OCHOBHBIC TTOHATHA TPAXKAAHCKOTO NPaBa U UX CBSI3b C OCHOBHBIMHU MOHATHSIMU
9KOHOMUKH

Vmers

- IPUMEHATH 3HAHNS SKOHOMHYIECKUX OCHOB PETYINPOBAHUS IPAXKIAHCKIX OTHOIICHUH
B PO B Oymymieit mpodeccnoHasHON AESTEIEHOCTH

- IPUMEHATH 3HAHWS OCHOBHBIX IMOHATHH IPaXkTaHCKOTO paBa B MX CBA3U C
OCHOBHBIMH NOHITHSIMH 35KOHOMUKH B Oyaymeil npodeccrHoHanbHON NesITeNbHOCTH

JloxyMeHTanmmoHHOE 00ecIIeYeHNE TPaX TaHCKUX
oTHOWmECHH B PD

Bnagets

- IpUeMaMH HCTIOJIb30BaHMS 3HAHNI YKOHOMHUYECKHX OCHOB PETYJINPOBAHUS
rpaxIaHCKuX oTHoIIeHnH B PD B Oymymie mpodeccnoHaabHOM NesITeIbHOCTH

- IpUEeMaMH HCTIONb30BAHMS 3HAHNH OCHOBHBIX MOHSTHI IPa’kAaHCKOTO ITPaBa B UX
CBSI3U C OCHOBHBIMH ITOHATHSAMHU SKOHOMHUKH B Oyay1iel npodecCHoHaNbHON
JIeSITeTIbHOCTH

3HaTh

OCHOBBI paOOTHI TI0 BEIEHHUIO OyXTalITePCKUX JOKYMEHTOB, B TOM 4ncie B CO/]

VYmMers

MPUMEHSTH 3HAHUS T10 MOCTICTHIM N3MEHEHHSIM 3aKOHOIAaTENbECTBA B c(hepe IKOHOMHUKH
MIPU COCTABJIEHUH JTOKYMEHTOB, B TOM yucie B COJ]

Bnagers

HaBbIKAMU M METOJMKAaMHU 0000IIEHNs pe3yIbTaTOB U IIPOBEACHHS aHAIN3a
COCTaBJIEHHBIX YYEHBIX JOKyMEeHTOB B CO/] ¢ ydeToM mociueHuX n3MeHEeHUH
HOpPMaTHBHOH 0a3bl

CrieranbHas CUCTeMa Y4eTHON JOKyMEHTalun

OK-4

CMOCOOHOCTHIO MCI0JIBL30BATH OCHOBBI MPABOBBIX 3HAHMIT B Pa3JMYHBIX cepax AesiTeJbHOCTH

3HaTh

- OCHOBHBIC ITPABOBLIC MMOHATHA
- OCHOBHBIC UCTOYHHKHU ITpaBa,
— TIPUHIUIIEI TPUMCHCHUSA }OpH}IH‘IGCKOﬁ OTBCTCTBCHHOCTH.

YMmeTrh

—  OpPHUEHTHPOBATHCS B CHCTEME 3aKOHO/IaTEIhCTBA,

—  OmpeAeNsiTh COOTHOIIEHHE FOPHUIUYECKOTO COAEPKAHHS HOPM C PEATbHBIMHU
COOBITHSAMH OOIIECCTBEHHOM KHU3HH,

—  paspabaThIBaTh JOKYMCHTHI IPABOBOTO XapaKTepa;

—  TpuoOpeTaTh 3HAHUS B 00JIaCTH MPaBa;

—  KOPPEKTHO BEIPAKaTh M apryMCHTHPOBAHHO OOOCHOBHIBATH CBOKO IOPUAHYCCKYIO
TTO3UIIMIO.

[IpaBoBeaeHuE

Bnanets

- MNPAaKTUYCCKUMU HAaBbIKaMH aHAJINW3a U paspClICHUA IOPUANICCKUX CI/ITyaHI/II\/‘I;
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—  MPaKTHYECKUMH HaBBIKAMU COBEPIICHUS IOPUIMUECKUX ACHCTBHUI B COOTBETCTBUU
C 3aKOHOM;

—  HaBBIKAMU COCTABIICHUS NPETEH3MUH, 3as8BICHHUH, 5Kano0 1o (aKTy HEHCHIOIHEHHS
WITM HEHAJJIC)KAILETO UCTIONHEHHSI TIPasB;

— cmocobamMHM  COBEPIICHCTBOBAaHMS MPABOBBIX 3HAHWH W yYMEHHH IIyTeM
WCIIOJIE30BaHMSI BO3MOYKHOCTEH HHPOPMAMOHHON CpEeab.

3HaTh

- ONpeAEICHNSI OCHOBHBIX MOHATHI KOHCTUTYLIHOHHOTO MpaBa

- TEOPETUIECKHE U HCTOPHUECKUE OCHOBBI COBPEMEHHOTO POCCHICKOTO
KOHCTUTYLMOHAIA3MA

- Koncrurynuro PO (1993 r.), B ToM uncie oduipanbHble TOJKOBAHHS
KOHCTUTYLMOHHBIX HOPM, ACUCTBYIOLIUE U3MEHEHUS TEKCTA

- KOHCTUTYLIMOHHO-IIPABOBOE PETYJIUPOBAHUE OCHOB I'OCYIaPCTBEHHOIO U
0O0IIIECTBEHHOTO CTPOS, CTaTyca 4eloBeKa U IpakAaHuHA, HHCTUTYTOB
HETOCPEACTBEHHOM IEMOKpaTHH, (peIepaTUBHOTO yCTpoiicTBa Poccuu, opranusanuu
CHCTEMBI TOCY/IapPCTBEHHOM BIaCcTH Ha (heiepalbHOM M PErHOHAIBHOM (CyOBbekToB PD)
YPOBHSIX, OCHOBBI MECTHOT'O CaMOYTIPaBJICHUS

YMmerb

- UCTIOJIb30BATh 3HAHKE OIPE/ICNICHUH OCHOBHBIX MOHATHH KOHCTUTYIIHOHHOTO IIpaBa B
Oyaymieit mpodeccHoHATEHON AEATETEHOCTH

- HCTIOJIh30BaTh OCHOBHBIE ToN0xkeHus: Korcturymuu PO (1993 r.), B ToM gmcie
oduIHaTbEHBIC TOIKOBAaHUSI KOHCTHTYIIMOHHBIX HOPM, ICHCTBYIOIIAE H3MECHEHHUS TEKCTa
B Oyaymeit mpodeccrnoHampHON AeATEIFHOCTH

- HCTIOJIH30BATh 3HAHHE KOHCTUTYIIHOHHO-TIPABOBOTO PETYIIMPOBAHHS OCHOB
TOCYIapCTBEHHOTO M OOIIECTBEHHOTO CTPOS, CTaTyca YeJI0BEKa U rpaKTaHUHA,
MHCTHTYTOB HENOCPEICTBEHHOM IEMOKpaTHH, (ezepaTuBHOTO ycTpoiicTBa Poccun,
OpraHU3aIMK CUCTEMBI TOCYapCTBEHHON BIACTH Ha (eiepaJIbHOM U PETHOHAIEHOM
(cyobekroB PD) ypoBHSIX, OCHOBBI MECTHOTO CAMOYIIPABJICHUs B Oymymien
po(dhecCHOHATLHON JesITeIbHOCTH

JloKyMeHTaIoHHOe obecneueHne
rOCYAapCTBEHHOTO yCTpoiicTBa B PO

Bnagets

- IpUeMaMU UCIIOJIb30BaHMsI 3HAHUM ONPEJECIICHUI OCHOBHBIX IIOHATUN
KOHCTUTYITMOHHOTO TIpaBa B Oyaymiei mpodeccnoHaNbHOM AesITeIbHOCTH

- MpUEMaMU HCTIOIb30BaHMsI OCHOBHBIX mostoxernit Konctutynuu PO (1993 r.), B ToM
yHcie opUIHATbHBIX TOIKOBAHIH KOHCTUTYIIMOHHBIX HOPM, IEHCTBYIOMNX U3MEHEHNH
TeKcTa B Oyaymiei npodeccnoHalbHOM A TeTbHOCTH

- IpYeMaMU UCIOIb30BAHUS 3HAHUN KOHCTUTYIIHOHHO-TIPaBOBOTO PEryJINPOBAHUS
OCHOB T'OCYIapCTBEHHOT'O U OOIIECTBEHHOTO CTPOsI, CTaTyca YeJIOBeKa U rpaxkJaHuHa,
MHCTHTYTOB HETIOCPECTBEHHON IEMOKpaTHH, (eaepaTuBHOTO ycTpoiicTa Poccnn,
OpTaHM3aI{ CHCTEMBI TOCYIapCTBEHHOM BIIaCTH Ha (eIepalbHOM U PErHOHAILHOM
(cyobekroB PD) ypoBHSIX, OCHOBBI MECTHOT'O CaMOYIIPaBJIeHUs B Oynynien
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npoQeCCUOHANBHOM JeSITEIBHOCTH B Oymymieit mpoeCCHOHANBHOM NeATeIbHOCTH

3HaTh

- COJep)KaHNe U CTPYKTYPY OCHOBHBIX ITOHATHH B c(epe IIPaBOBOTO PETYIUPOBAHUS
aJMUHUCTPATUBHBIX OTHOILIECHUM
- COCTaB, CTPYKTYpY U COEpKaHHe aAMUHUCTPATUBHOIO 3aKOHOJATEIbCTBA

YMmerh

- UCTIOJIb30BaTh 3HAHHE OCHOBHBIX ITOHSATHH, HCIIONB3YEMBIX B Chepe IPaBOBOTO
perynupoBaHus aAMUHUCTPATUBHBIX OTHOWEHU B P®, B Oynymieit npodeccrnoHansHON
JIeSITeTIbHOCTH

- UCTIOJIb30BaTh 3HAHHE COCTaBa, CTPYKTYPHI U CoJepKaHusl HHYOPMALTHOHHOTO U
apXMBHOTO 3aKOHO/IaTeIbCTBA B OyAylIel NpodecCHOHAIBHON JeSTeIbHOCTH

JloxymeHTamoHHoe obecneyeHue
QIMUHUCTPATUBHBIX OTHOLIEHUN B PO

Bnanets

- IpUeMaMU UCTIOJIb30BaHHsI OCHOBHBIX TIOHSTHI, HCIOJIb3YEMBIX B B chepe MpaBOBOTO
perynupoBaHus aAMUHUCTPATUBHBIX OTHOILEHHUH, B Oyyliel npodecCHoHaIbHOM
JIeSTENIBHOCTH

- IpEeMaMH HCHOJIb30BaHUs 3HAHUHN O COCTaBe, CTPYKTYpPE U CONEPIKaHUU
aJIMUHUCTPATUBHOTO 3aKOHOJIATENbCTBA B Oy yIie mpodecCHOHATbHON NeSTEIbHOCTH

3HaTh

- COJIepKaHNe OCHOBHBIX MOHSATHH, UCTIOJIB3yEeMBIX B HHPOPMAIIMOHHOH cepe u
apXUBHOM JIeJIe
- COCTaB, CTPYKTYPY U cojiepkaHre MH(OPMAIIOHHOTO M apXMBHOTO 3aKOHOIATEIILCTBA

VYmMers

- UCTIONIb30BaTh 3HAHHE OCHOBHBIX IMOHATHH TEPMUHOJIIOTHYECKOH 0a3bl, HCIIOIb3YeMOH
B MH(POPMAIIMOHHOW chepe 1 apXMBHOM JieJie, B MPO(eCCHOHAIBHOM NesITeIbHOCTH
JOKyMEHTOBe/ja 1 paOOTHHKA apXuBa

- UCTIONIb30BATh 3HAHHWE COCTaBa, CTPYKTYPHI U coJep kaHus HHYOPMALMOHHOTO 1
apXMBHOTO 3aKOHO/IATEIbCTBA B MPO(ECCHOHAIBHOI eITeIbHOCTH IOKYMEHTOBE1A 1
pabOTHHKA apXUBa

JIOKyMEHTallHOHHOE 00eCIIeueHUEe apXUBHOTO
imea 1 nHpOpPMATMOHHOI chepsl B PD

Bnagers

- IpUeMaMH MCTIOJIb30BAHHS OCHOBHBIX MOHSTHI, HCIOIb3YEMbIX B MH(POPMAIIHOHHON
cdepe 1 apXHUBHOM JIeNIe, 3aKOHOIAaTeIbCTBA B MPO(ECCHOHANBHOM NeITeIbHOCTH
JIOKYMEHTOBe1a 1 pabOTHUKA apXHBa

- IpUeMaMH WCIOJNb30BaHUS 3HAHUI O coOCTaBe, CTPYKTYpe U COJEp’KaHHH
WHQOPMALIMOHHOTO W apXWBHOTO  3aKOHOJATENIhCTBA B  IPO(eCcCHOHATBHOM
JACATCIBHOCTH JOKYMCHTOBEIA U pa60THm<a apXxXunBa

3HaTh

- coziepKaHMe U CTPYKTYPY OCHOBHBIX HOHSTHH B Chepe MPaBOBOTO PETYIHPOBAHUS
TPYIOBBIX OTHOLUEHUI
- COCTaB, CTPYKTYpY U COAEPKaHHE TPYAO0BOrO 3aKOHONATENBCTBA 3AKOHOIATEIbCTBA

VYmMmeTrh

- HCTIOJIH30BATh 3HAHNE OCHOBHBIX HMOHATHH, QYHKIMOHUPYIOMNX B chepe IPaBOBOTO
PeryIupoBaHNs aIMUHICTPATUBHBIX OTHOIMEHHNH B PD, B Oyxymieit mpodeccrnonansHON
JIeSTENBHOCTH

- HCIIOJIb30BaTh 3HAHUE COCTABA, CTPYKTYPHI M COAEPKAHUSI TPYLOBOTO

J{okyMeHTalmOHHOE 00eCIIeYeHNE TPYIOBBIX
oTHOIIEHHI B PD
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3aKOHOJAaTCJIbCTBA B 6y;[y111e171 HpO(l)eCCI/IOHaHLHOﬁ JACATCIbHOCTU

Bnagets

- TpHeMaMH WCIIONB30BAHMS OCHOBHBIX MOHATHH, (QYHKIHMOHHpYIOMUX B cdepe
MPAaBOBOTO PETYJIMPOBAaHUS TPYAOBBIX OTHOIICHWH, B Oyaymied mpodeccrHoHanbHON
JIeSITEIbHOCTH

- IpUeMaMH UCTONb30BaHUS 3HAHUI O cocTaBe, CTPYKTYpe U COJAEp’KaHHU
aJIMUHUCTPATUBHOTO 3aKOHOJIATENBCTBA B Oy 1yIiel MpoecCHOHANBHON IeSITEIbHOCTH

OK-5 cnoco0HOCTbI0 K KOMMYHUKANMHA
B3aUMO/ICHCTBUSA

B yCTHOﬁ M MHUCbMEHHOM (bopMax Ha PYCCKOM U HHOCTPAHHOM A3BIKAX JIfl PEHICHUA 32121 MEKITHIHOCTHOI'O M MECKKYJIBTYPHOTO

3HaThb

JIEKCMUYECKUM U TpaMMaTHYECKHUIl COCTaB S3bIKa HA YPOBHE, JOCTATOUHOM JJIS
CBOOOIHOTO MPO(EeCCHOHATBHOTO OOIIEHUSI, TEOPETUUECKUE U NPAKTUIECKHE
0COOCHHOCTH apTHKYJISILIMH, [TPaBUJIa COCTABIICHNUS JIEIOBO KOPPECTIOHICHIHH,
COLIMOKYJIbTYPHBIE ¥ JIMHTBOCTPaHOBETUECKUE 0COOCHHOCTH CTPaH M3y4aeMOoro si3bIKa

YMmerh

cBOOOJTHO y4acTBOBATh B AUAJTOTaxX ¢ HOCUTEISIMU H3y4aeMOro SI3bIKa,
MPUHUMATh y4acTHE B TUCKYCCUH,000CHOBBIBATh U OTCTaNBATh CBOIO TOUKY 3PEHHUS,
MHCATh 3CCE WM JOKJIAbl, OCBElIasi BOIPOCHI WM apryMEHTHPYS TOUKY 3pCHHUS

MHOCTpaHHBIN SA3BIK

Bnanets

HaBBIKAMU KOMMYHUKAIIUU B YCTHOM U MUCbMEHHOH (popMax Ha PyCCKOM U
WHOCTPAHHOM SI3bIKax IS pEUIEHUs 3a/1a4 MEKIMYHOCTHOT'O U MEKKYJIbTYPHOIO
B3aUMOJEHCTBUS

3HaTh

- HOPMBI JIMTEPATYPHOTIO 53bIKa B €r0 YCTHOW M NHUCbMEHHOW (hopMe U JIOrHYeCKue
3aKOHBI IIOCTPOEHUS BbICKa3bIBaHUS,

- KOMMYHUKATHUBHBIC KQY€CTBA PEUU B UX CUCTEME; - CTAHAAPTHBIC METOAUKU
CO3[aHMsl pa3IUYHbIX TUIIOB TEKCTOB.

VYmMers

- TpPaMOTHO W3JaraTh, JIOTMYECKH BBICTPaWBaTh, OOOCHOBBIBATH COOCTBEHHBIC
BBICKA3bIBAHHUS;

- aHAJIM3UPOBATh M OLIEHUBATH CTEICHb 3()()EKTUBHOCTH OOILCHNS;

- (hopMyIIMpoBaTh peyeBble HHTCHIIMH KOMMYHHKAHTOB.

IPycckuii i3bIK B STHOKYJIbTYPHOM
KOMMYHUKaTHBHOH cpefie

Bnagers

- HOpMaMH JIUTCPATYPHOI'O A3bIKa,

- HaBbIKaMH1 YCTHOI'O U NMCbMEHHOI'O U3JIOKCHUSA 1 O(l)OpMJ'IeHI/IH MBICJIN B
COOTBETCTBHUU C CI/ITyaHI/I(iﬁ O6IIICHI/I${ U TUIIOM TCKCTa,

- 3HAaHUSIMH O HOpMaAx 06HICHI/I$I M CIIOCOOHOCTBHIO HpO(i)CCCI/IOHaHBHOFO
MCXKJIMYHOCTHOI'O U MEKKYJIBTYPHOT O BSaHMOﬂeﬁCTBHﬂ.

3HaThb

TOJIBKO OCHOBHBIE OIPEIEIICHUS U MOHATUS, CBSI3aHHbIE ¢ KOMMYHUKALMEW B YCTHON U
MHCEMEHHON (JOpMax Ha PYCCKOM SI3BIKE JJIS PEIICHUS 3a/1a49 MEKIMIYHOCTHOTO 1
MEXKYJIbTYPHOT'O B3aUMOJEHCTBUS

TpynHBIE BOIIPOCH pyccKoii opdorpadun
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YMmerh

pacmo3HaBath 1o 00pasny 3¢ dexkTuBHBIE 1 Hed(D(HEKTUBHBIE CTIOCOOBI pEIICHHUS 3a1ad
MEIJIMIHOCTHOTO ¥ MEXKYJIBTYPHOTO B3aNMOZEHCTBHUS B IIPOIIECCE KOMMYHHKAIIH B
YCTHOH M MUCEMEHHO (popMax Ha pyCCKOM S3BIKE

Bnagets

MPaKTHIECKUMH HaBBIKAMU PEIECHUS 337a4 MEXINIHOCTHOTO U MEXKYJIBTYPHOTO
B3aMO/ICHCTBUS B IIpoOliecce KOMMYHHKAIIMY B YCTHOHM M MUChbMEHHOH (hopmax Ha
PYCCKOM SI3bIKE TIO 00pa3iy

3HaTh

OCHOBHBIE OIIPEJEIICHUS U IIOHATUS, CBA3AHHBIE C KOMMYHMKAIUE B YCTHOU U
MHCBMEHHOH (popMax Ha pyCCKOM SI3bIKE JUIsl PEILICHHUS 3a]a4 MEKIMYHOCTHOTO U
MEXKYJIbTYPHOI'O B3aUMOJCHCTBUS

YMmeTrh

pacno3HaBath 1o 00pasiy 3¢ dhexTuBHbIC 1 He3DHEKTUBHBIC CIIOCOOBI PEIICHHUS 3a1a4
MEKIIMYHOCTHOI'O U MEKKYJIBTYPHOT'O BSaHMoﬂeﬁCTBHH B ITpOUECCC KOMMYHUKAIINU B
YCTHOH M MMChbMEHHOI (hopMax Ha PYCCKOM $I3bIKE

Bnanets

MPAaKTUYECKUMHU HaBbIKAMH PELICHUS 33724 MEXINYHOCTHOTO U MEXKYJIBTYPHOTO
B3aUMO/ICHCTBUSI B IIpoliecce KOMMYHHKAIMK B YCTHOM U ITMCbMEHHO# (hopmax Ha
PYCCKOM $I3BIKE TI0 00pasiry

3HaTh

TOJBKO OCHOBHBIE ONpPEAENICHUS U MOHATHUS, CBSI3aHHbIE C KOMMYHHUKAIMEN B YCTHOM U
MUCBMEHHOU (popMax Ha PYCCKOM SI3bIKE TSI PEIICHHUS 3a/1a4 MEXKIUYHOCTHOTO U
MEKKYJbTYPHOIO B3aUMOJIEHCTBUS

YMmerh

pacno3HaBath 1o 00pasiy 3¢ dexTuBHbIC 1 HeID(HEKTUBHBIC CIIOCOOBI PEIICHUS 3a1a4
MEKIIMYHOCTHOI'O U MEXKKYJIBTYPHOTO B3aHMOﬂeﬁCTBHﬂ B ITPOIECCE KOMMYHUKAIIUU B
YCTHOH M MMChbMEHHOI1 (hopMax Ha PYCCKOM SI3bIKe

TpyaHbIE BOIPOCH! PYCCKOM TyHKTYallUX

Bnanets

[IPAKTUYECKUMH HAaBbIKAMU PELICHUS 33124 MEKIUYHOCTHOIO U MEXKKYJIbTYPHOTO
B3aUMO/ICHCTBUSI B IIpOliecce KOMMYHHKAIMK B YCTHOM U IIMCbMEHHO# (hopmax Ha
PYCCKOM $I3bIKE IO 00pa3iy

3HaTh

ONpe/eNieHNs U MOHATHS, CBSI3aHHbIE C KOMMYHHUKAIMEN B YCTHOM U MUCbMEHHOM
(hopmax Ha pyCCKOM sI3BIKE TSI PEIICHUS 33]]a9 MEXIIMIHOCTHOTO H MEXKYJIBTYPHOTO
B3aMMOJIEHCTBUS

YMmeTrh

pacmno3HaBath 1Mo 00pasiy 3¢ deKkTuBHbIE 1 Hedh(HEKTHBHBIE CIIOCOOBI pEIIeHHs 3a/1a4
MEKIIMYHOCTHOTO M MEXKKYJIBTYPHOI'O B3aUMOJICHCTBHUS B MPOLIECCE KOMMYHHUKAIIHA B
YCTHOW U MUCBMEHHOM (popMax Ha PyCCKOM SI3BIKE

II[OKyMCHTHElfI JIMHI'BUCTHKA

Bnanets

MPaKTHYECKUMH HaBbIKAMU PEICHUS 33a4 MEXXIMYHOCTHOTO U MEXKKYJIBTYPHOTO
B3aMMO/ICHCTBUS B IIpoliecce KOMMYHHKAIMK B YCTHOHM U IIMCbMEHHOI hopmax Ha
PYCCKOM $I3bIKE IO 00pa3iy

UVIMHrBUCTHYECKHE OCHOBEI JCJI0OBOTO IMMChbMa
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3HaTh

OCHOBHBIE OIPENENECHNUS U MOHATHS, CBA3aHHBIC C KOMMYHHUKAIUel B YCTHOI 1
MIChMEHHOH (popMax Ha PyCCKOM SI3BIKE [UIS PEIICHUS 3aJa4 MEXIMIHOCTHOTO 1
MEKKYJIbTYPHOTO B3aUMOACHCTBUS

YMmerb

pacmo3HaBath 1o 00pasiy 3¢ dhekTuBHBIC 1 He3(DHEKTUBHBIC CIIOCOOBI PEIICHUS 3a1a4
MEKJIMYHOCTHOTO U MEXKYJIbTYPHOT'O B3aUMOICHCTBHUS B IIPOIIECCE KOMMYHHKAIIUH B
YCTHOH M MCBMEHHOH (popMax Ha pyCCKOM S3BIKE

JlenoBas puropuka

Bnagets

MPaKTHIECKUMH HaBbIKAMU PEIICHUS 337a4 MEKITNIHOCTHOTO U MEXKYJIBTYPHOTO
B3aMO/ICHCTBUS B IIpoOliecce KOMMYHHKAIIMY B YCTHOHM M MUChbMEHHOH (hopmax Ha
PYCCKOM $I3bIKE IO 00pa3iy

3HaTh

TOJIBKO OCHOBHBIC OHNPCACICHUA U IOHATHA, CBA3aAHHBIC C KOMMyHPIKaHHeﬁ B YCTHOﬁ n
MMICHbMEHHOM (1)0pMax Ha pYCCKOM A3BbIKC UISL pCHICHNA 3a1ad MCKINYHOCTHOTI'O U
MCXKKYJIbTYPHOI'O BBaHMOHeﬁCTBHH

VmMers

pacmo3HaBath 1o 00pasny 3¢ dhekTuBHBIC 1 Hed(P(HEKTUBHBIC CTIOCOOBI pEIICHHUS 3a1a9
MEXIIMYHOCTHOTO U MEXKYJIBTYPHOTO B3aMMOAECIHCTBHS B IPOLIeCCe KOMMYHHKAIHHU B
YCTHOW M IUCBMEHHOI (hopMax Ha PYCCKOM SI3bIKE

I[eJ'IOBaiI NepeIcKa

Bnagets

MPaKTHIECKUMH HaBbIKAMU PEICHUS 337a4 MEKITHIHOCTHOTO U MEXKKYJIBTYPHOTO
B3aUMO/ICHCTBUS B IIpoOliecce KOMMYHHKAIIMY B YCTHOHM M MUCbMEHHOH (hopmax Ha
PYCCKOM $I3bIKE IO 00pa3iy

3HaTh

OIPCACIICHUS U TOHATHS, CBSA3aHHBIC C KOMMyHPIKaL[PIeﬁ B YCTHOﬁ M MUCBMCHHOMH
(l)opMax Ha PYCCKOM SA3bIKC UIA PpEHICHUA 3a/la1 MEKINYHOCTHOI'O U MEKKYJIBTYPHOT O
BSaHMOHeﬁCTBHH

VYmMers

pacrio3HaBath Y3QPEeKTHBHEIC U HeA((PEKTUBHBIC CITOCOOBI peIIeHHS 33124
MEXIIMYHOCTHOTO U MEXKYJIBTYPHOTO B3aMMOACIHCTBHS B IPOL[ECCe KOMMYHHKAIIHU B
YCTHOW M IUCBMEHHOI (hopMax Ha PYCCKOM sI3bIKE

HOpMaTI/IBHaiI ba3a JCJI0BOTO IMMChbMa

Bnagers

HaBBIKAMU PEIICHUS 33/]a4 MEXITMIHOCTHOTO U MEXKKYJIbTYPHOTO B3aMO/ICHCTBHS B
nporecce KOMMYHHKAIMY B YCTHON M IIMChbMEHHOM (hOpMax Ha PYCCKOM sI3bIKE TI0
obpasiy

OK-6- cnoco6HOCTBIO Pa0OTaTh B KOJIJIEKTHBE, TOJEPAHTHO BOCIIPHHIMAsI COMAJIbLHBbIE, dTHHYECKHe, KOH(peccHoHANbHbIE U KYJbTYPHbIE PA3IHIYMS

3HaTh

- OCHOBHBIE KpuTepuH >(PGEKTHUBHOCTH PEUEBOTO OOIICHUS M JIOTHYECKHE 3aKOHBI
MOCTPOEHHUS BHICKA3bIBAHUS

- cnenu(pUKy peueBoro OOMICHUS B YCIOBHUSIX MEKKYIbTYPHBIX KOHTAKTOB

- (OpMBI B METOIBI PEYCBOTO OOIICHWS B KOMAHIC B YCIOBHUSX IIOJHKYJIBTYPHBIX
KOHTaKTOB.

IPycckuii S13bIK B ’THOKYJIbTYPHOU
KOMMYHHKaTUBHOMU cpelie

VmMern

- aHaJIM3MPOBATh NPOOJIEMBI OOILEHNS B KOMAH/IE;
- OPHEHTHPOBATHCS B MUPE KYJIbTYPHBIX HOPM U [IEHHOCTEH;
- 0003Ha4aTh NMpoOIeMHbIe 00JIacTH 00LIEHNS B chepe MEKKYIbTYPHOH KOMMYHHUKAIUU
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JUISL TIPOTHO3UPOBAHUS OYIyIINX COOBITHH.

Bnagets

- HaBBIKAMH IOCTpOeHUs 3()(PeKTHBHOrO OOMICHHS B YCIOBHAX INPOodeccHoHAIEHON
KOMMYHUKaIUU

- HaBBIKAMH{ PEYEBOI0 B3aUMOJEHCTBUS HAa OCHOBE IIPUHATHIX B OOLIECTBE HOPM

- HaBBIKAMHU PEUEBOT0 B3aUMOJACHCTBUSI B IOJIIMKYJIBTYPHOH U MOJMITHUYECKOU Cpeze.

3HaTh

CymHocTh 00111ecTBa, KYJIbTYPbI, THYHOCTH,
COLMAIIBHYIO CTPYKTYPY U COIIMAIBHYIO CTPaTH(UKAIIHMIO.

YMmeTrh

[TpuMeHsTh MOHATHHHO-KAaTErOpUalbHBIM anmnapar COLUOJIOTHH, WACHTH(UIHMPOBATH
IIPMHAJUIEKHOCTh K COLIMAJILHOM IpyIIeE.

Conuoorus

Bnanets

HaBpikaMu pUMEHEHUS COITUOJIOTMYCCKIX 3HAHUI Ha MpaKkTUKE (B MpodeccrHoHaIbHON
JIESITENBHOCTH).

3HaTh

—  KOHIETIIUH COIMAIBHBIX, 3STHUYECKNX, KOHPECCHOHATIBHBIX U KYJIBTYPHBIX
pa3nuuuii;

- TMIPUHIUIIBI TOJICPAHTHOTO TOBECACHUA

—  OCHOBBI KOH()IMKTOJIOTUH U METO/IbI Pa3pelIeH s KOHQINKTOB;

—  OCHOBBI KOMaH1000pa30BaHUsl U MPOSKTHOM JIESITEEHOCTH.

VYMmerh

— paboTaTh B KOJUICKTHBE IO PEHICHUIO KOHKPETHBIX MPOCKTHBIX 3a/1a4;

—  COJEHCTBOBAaTb KOHCTPYKTUBHOMY B3aUMOJCHCTBHUIO B TIPOLECCE COBMECTHOM
JACATCIBHOCTH IO PEHICHUIO MMPOCKTHBIX 3aJ1a4;

—  HCHOJB30BATH CIIOCOOBI M METOBI IPEOJI0TICHUS KOHMINKTHBIX CUTYallni.

TexHOMOTHSA KOMaHZ[OO6p330BaHI/I$I u
CaMOOpraHu3alnusa

Bnagets

—  HaBBIKAMH TOJIEPAHTHOTO TTOBEICHUS;

—  HaBBIKAMH KOMaHIHOH paboTHI,

—  HaBBIKAMH PEaJH3aliN COBMECTHBIX TBOPUYECKHUX IPOCKTOB,;

— HaBBIKAMH TPEIyNPEeKACHAS W KOHCTPYKTUBHOTO pa3pemieHus KOH(DIMKTHBIX
CUTYyallM{d B IPOIIECCE COBMECTHOM JIEATEILHOCTH.

3HaTh

- 0COOCHHOCTH PAa3BUTHS MUPOBOH M OT€UECTBEHHOH KyIbTYpHI
- QJIEMEHTHI HAIIMOHAIBHBIX KYJIbTYP

VYMerts

- [IPOCJICI)KMNBATH B3aUMOBJIIMAHUEC KYJIbTYP
- CpaBHUBATH KYJIbTYPHBIC IPOLCCCHI B PA3HBIX TOCYAAPCTBAX HAa PA3HBIX dTallaX

McTopus MUPOBOI M OT€YECTBEHHOM KYIbTYPbI

Bnanets

- ME€TOJaMU KOJUIEKTHBHOM pa6OTBI

3HaTh

- 0COOCHHOCTH Pa3BUTHSI MUPOBOH M OT€UECTBEHHON KYIBTYPHI
- OJICMCHTBI HAITMOHAJIbHBIX KYJIBTYD

VYmMmeTrh

- IPOCJIEKUBATh B3AaUMOBIIMSHUE KYJIbTYD
- CPaBHUBATh KYJIbTYPHBIE IIPOLIECCH] B Pa3HbIX FOCYAAPCTBAX HA PAa3HbIX dTanax

MupoBas Xy0)KECTBEHHAs KyJIbTypa
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Bnagets

- MCTOJaMH KOJUUIEKTHBHOM paGOTLI

3HaTh

Oco0eHHOCTH B3aMMOOTHOIIEHUH B TPYOBOM KOJUIEKTHBE Ha OCHOBE 3HAHHH,
MOJIYYSHHBIX [IPU M3YYeHHH Kypca «/cTopusi MUPOBBIX IIMBUIIN3AIMN

VYmers

[IprMeHATh NCTOPHUYECKUI OIBIT MUPOBBIX [TUBHIIM3ALMHA TOJIEPAHTHOTO BOCTIPHATHS
COLMAIbHBIX, STHUYECKNX, KOHPECCHOHAIBHBIX U KYJIbTYPHBIX Pa3iMuui B
MPAaKTUYECKOM JesITeIbHOCTH.

IMcTopuss MUPOBBIX LMBHIM3ALUN

Bnagets

CrnocoOGHOCTBIO paboTaTh B KOJUIEKTUBE, TOJICPAHTHO BOCIIPHHUMAS COIIMANIBHBIE,
STHUYECKHE, KOHPECCHOHAJbHBIC U KYJIbTYpPHbIC Pa3IH4Hs APYTUX JIOJCH.

3HaTh

OCHOBHEIC (I)OPMBI JACJI0BOTO O6H.ICHI/I$I, NPUHOUIIBI 1 MCTOABI OpraHu3aluu
KOMMYHUKAIIUN;

Vmers

CO371aBaTh U PEIAKTHPOBATh TEKCTHI HAYYHOTO U IIPO(ECCHOHANBEHOTO HA3HAYCHNUS;
pedeprpoBats 1 aHHOTHPOBATH HH()OPMALIHIO;

C03/1aBaTh KOMMYHUKaTHBHbIE MaTepHAIIbI;

OpraHU30BaTh NEPErOBOPHBIIL MpoIecC, B TOM YHUCIIE ¢ UCTIONb30BaHHEM COBPEMEHHBIX
CPeICTB KOMMYHHKAIIHUH;

McTopus 3apyOeKHBIX HApOJIOB U KYJIBTYP

Bnanets

HaBbIKaMHU HyGHHHHOﬁ KOMMYHUKAIIH.

3HaTh

—  OCHOBHBIE OIIPEJICIICHUS U TIOHATHS METUAKYJIBTYPHI;
—  OCHOBHBIE METO/IBI HCCIIEIOBAHUH, UCIIOIb3YEMbIE B MEANAaHAIN3E C IIETbI0
BBISIBJICHUS KyJbTYPHBIX Pa3IHUYNii;

— OmpeAeNeH:s MEJUHHBIX TIOHATHH, OCHOBHBIE TEOPETHIECKUE MOAXOIBI K HUM, HX
CTPYKTYpPHBIE XapaKTePUCTUKU;

—  onpeaereHus MeIUIHBIX IPOIECCOB.

YMmerh

— TOpPUMEHATh 3HaHUS 10 MEIUaKyJIbType B NpPO(ECCHOHAIBHOH JEsSTEeIbHOCTH B
nporiecce paboTHl B KOJUIEKTHBE;

— TNpuoOpeTaTs 3HAHMA B 00JIACTH MEAUAKYIIBTYPHI;

—  KOPPEKTHO BBIPaXKaTh M apryMEHTUPOBAHHO OOOCHOBBIBATh CBOIO TOUKY 3PEHHMS Ha
COBPEMEHHBIC MeﬂHﬁHBIe IIPOLECCHI, TOJICPAHTHO BOCIIpUHUMAA COIIMAJIBHBIC,
STHUYECKHE, KOHPECCHOHAIBHBIE U KYJIbTypPHbIEC PA3IHUHs;

— aHaJM3MPOBaTh CBOIO NMOTPEOHOCTH B MH(OpManuy /ist paboThl B KOJIIEKTUBE.

MenuaxkyibTypa

Bnanets

— HaBBIKaMH MCIIOJIL30BAaHMS 3HAHUI B 00JIaCTH MEIMAKYJIBTYPhI B IPO(ECCHOHAIEHON
cdepe, KPUTHKN ¥ CAMOKPUTHKH, TEPIIMMOCTBIO K IIPEJICTABUTEISIM PA3INIHBIX
KoH(eccuii;

— HaBBIKaMH COTPYIHUYECTBA B MEJHACPE/Ie, BEACHHS IEPETOBOPOB U Pa3peIICHUs
KOH()JIMKTOB;
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— HaBBIKaMH TOJIEPAHTHOTO BOCHPHSATHUS COLMAIIBHBIX U KYJIbTYPHBIX Pa3Inuuii,
BIIMSIOIUX Ha ()OPMHUPOBAHHIE MEIHACPEIBI

OK-7-  cnmoco0HOCTBIO K CAMOOPTraHU3aMM H CAMO0OPa30BAHUIO

3HaTh

- O BOJICBBIX KaU€CTBaX JIUYHOCTH,
- 0 YTAX MOBBINICHUSA CcBOCH KBaJ'II/I(i)I/IKaHI/II/I;
— 0 MCTOJIaX CaMOCOBEPIICHCTBOBAHMS.

Ymers — TPUMEHATh METOABI W CPEACTBA IO3HAHUS JJISl MHTEIUIEKTYaIbHOTO DPa3BUTHS,

MOBBILICHHS KyJbTYPHOTO YPOBHS M PO(heCCHOHAIBHOI KOMIIETEHTHOCTH;

—  aHaJIM3HUPOBATh U 0000IATH MOTyYCHHbIE JaHHBIE;

—  CaMOCTOSITEJIbHO PACIIUPSATH U YIIyOJsITh 3HAHUSI, CTPEMHUTHCS K CAMOPA3BUTHIO. TeXHONOTEA KOMAHIOOGPA3OBAHHEA B
Bnanets —  IpUEMaMH Pa3BUTHS IICUXUYECKHUX MPOIIECCOB; camooprannsas

—  aHanuza u 0000LeHus nHpopMaLny;

—  Pa3BUTOI MOTHBAaLMEH K CAMOPA3BHTHIO C LIENBIO TOBBIICHHS KBAIU(QHUKAMH U

npodeccHoHANILHOrO MacTePCTBA;

— HaBBIKAMH BBIPOKEHUS CBOMX MBICIICH W MHEHHH B MEXIMIHOCTHOM U IICIOBOM

00IIEeHNH;

—  HaBbIKaM# 3((EKTUBHOTO B3aUMOJCHCTBUS B CIOKHBIX CHTYallHAX UYEIOBEUCCKUX

OTHOIICHUH.
3HaTh OCHOBHbIE HCTOYHHUKH TIOJIy4eHUS] HHPOPMALIMH 110 JUCIUIUINHE
Ymers CaMOCTOSATENHHO MOJTy4aTh HHPOPMAIIMIO U3 OCHOBHBIX UCTOYHUKOB IO JMCIMIUINHE

TpymHBIE BOIIPOCH pyccKoit opdorpadun

Bnaners HaBBIKAMU PeIIeHUs 3a/1a4 B 00IaCTH CaMOOPraHN3aIlii U cCaM0o00pa30BaHUA MO

obpasiy
3HaTh OCHOBHBIC HCTOYHUKH MOTYYCHUS HH)OPMAIIH TIO AUCITUTLTHHE
YmeTs CaMOCTOSATENIHHO MOJIy4aTh HHPOPMAIIMIO U3 OCHOBHBIX HCTOYHHKOB I10 AMCIMIUINHE

MHIBHCTHYECKHE OCHOBBI JIEIOBOTO MIHChMa

Bnaners HaBbIKaMU peleHus 3aa4d B 00J1acTH caMOOpraHU3aIiK 1 caMoo0pa30BaHMs 110

o0pasiy
3HaTh OCHOBHbBIE HCTOYHHKH TIOJTyYEHUS] HHPOPMALIHMH 110 JUCIUIUINHE
YmeTpb CaMOCTOSATENbHO MOJIy4aTh HH(POPMAIINIO U3 OCHOBHBIX HCTOYHHMKOB I10 AUCIHIUINHE .

TpyHbIE BONPOCHI PYCCKOW MMyHKTYAIUH

Bnaners HaBBIKaMU peleHus 3aa4d B 001acTH caMOOpraHu3aIiK 1 CaMoo0pa3oBaHMs 110

o0pasiy
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3Hath OCHOBHBIC HCTOYHUKH TIONYUCHUS HHYOPMALMH [0 TUCIUIUTHHE
YMeTb CaMOCTOSITEBHO TI0y4aTh HHPOPMALMIO U3 OCHOBHBIX HCTOYHHKOB MO JUCIMIUIMHE
OKYMEHTHas! JIMHTBUCTHKA
Bramets HaBBIKAMHM PELICHHs 3a]a4 B 00J1aCTH CaMOOPTaHNU3aLUH H CaMO00pa30BaHu 110
o0pazmy
3Hath OCHOBHBIC HCTOYHUKH TIOMY4CHUS HHGOpMAIIIH
YmMmerb CaMOCTOATENBHO MOJY4aTh HHPOPMAIIMIO U3 OCHOBHBIX UCTOUYHHKOB
€II0Basi PUTOPHKA
Bramets HaBBIKAMH PELICHHS 3a]a4 B 00J1aCTH CaMOOPTaHU3aLUH M CaMO00Opa30BaHus 110
o0pasiy
3Hath OCHOBHBIC HCTOYHUKH TIOYYCHHS HHYOPMALMH 1O TUCIUIUTIHHE
YMmerh CaMOCTOATECJIBHO MOJIYy4YaTh HH(bOpMaHI/IIO U3 OCHOBHBIX HCTOYHHUKOB I10 JUCIUITJINHE
€JI0Basl IIepenuckKa
Bramets HaBBIKAMH PELICHHS 3a]a4 B 00J1aCTH CaMOOPTaHU3aLUH H CaMO00pa30BaHus 110
o0pasiy
3Hath OCHOBHBIC HCTOYHUKH TIOYYCHHS HHYOPMALIMH 1O TUCIUIUTIHHE
YMmerb CaMOCTOATECJIBHO MOJIYy4YaTh HH(bOpMaHI/IIO U3 OCHOBHBIX HCTOYHHUKOB I10 JUCIUITJINHE
HopmatuBHas 6a3a 1e0BOT0 MUCHMa
Branets HaBBIKAMHM PELICHHS 3324 B 00J1aCTH CaMOOPTraHU3aLUK H CaMO00Opa30BaHus 110

o0pasiy

OK-8- cmoco0HOCTBIO HCIOJIB30BATH METOIBI H CPEACTBA (PH3NYECKOI KYJIbTYPHI JAJIA 00ecnedeHns MOJTHOIEHHO COUATbHOM H MPo(ecCHOHAIBHOI e TeTbHOCTH

3Hath —  poJb (pU3HYECKOU KYIbTYPhI B PA3BUTHUHU YEJIOBEKA H MOIOTOBKE CIICIUAINCTA;
—  OCHOBBI ()U3UYECKOI KyJIbTYPHI U 3JI0POBOI0 00pa3a JKU3HH,
- BJIMSIHUE O3OO0POBUTCIILHBIX CHCTEM (bmmqec:Koro BOCIIMUTaHUA Ha YKPCIIJICHUEC
3I0POBbsI, TPOPHIAKTHKY MPOPECCHOHATBHBIX 3a00JICBAaHIIA U BPEIHBIX IPUBBIUCK;
—  CrmocoObl KOHTPOJIS, CAMOKOHTPOJIS H OICHKH (DU3MYECKOTO Ppa3BUTHS U
(husMuecKoil MOArOTOBICHHOCTH;
— mpaBWia ¥ CrocoObl IUIAHUPOBAHUS 3aHITUH 10 (PU3UYECKON KYJIbType U CIIOPTY C
LENBI0 YKPCIUICHUS M COXPAaHCHHS 3I0POBBS, NPOQPIIAKTHKH MPOPEeCCHOHATHHBIX
3a00JIEBaHHUII;

YmeTb —  HCIIONB30BaTh NPpUOOPETECHHBIC 3HAHUS, YMEHHUS B 00JIaCTH (PU3NIECKOM KYJIBType U

criopte B Ipo(heCCHOHANILHOM e TeTbHOCTH;

—  COCTaBIIITH KOMIUIEKCHI 03/I0POBUTEIBHON M aJanTUBHOM (JieueOHOI) Gu3ndeckon
KYJIBTYPHI;

—  OCYIIECTBIATH TBOPYECKOE COTPYTHHYECTBO B KOJUIEKTHBHBIX (OpPMax 3aHATHH
(hn3nIecKoil KyIbTypoii;

DJIeKTUBHBIE KyPCHI IO (GU3NIECKOI KyIbType U
CIOpTY
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pyrmyp " Py pesy Y 006pazosamenvbHoll NPoSpamMmbl
Bnaners —  CHCTEeMOH TEOpeTHYeCKHX 3HaHWH, 00eCHeYMBaIOIINX COXPAHEHHWE M YKpeIUICHHE
3I0POBBS,, Pa3BUTHE W COBEPLICHCTBOBAHHE NCHXO(PHU3MIECKUX CIIOCOOHOCTEH W
Ka4ecTB,

—  HaBBIKAMU TOBBIIICHHS PAOOTOCIIOCOOHOCTH, COXPAHECHUS, YKPEIUICHNUS 3[0POBbS U
CBOMX (DYHKIIMOHAIBHBIX U JBUTATEIILHBIX BO3MOXKHOCTEIH;

— HaBbIKAMU OpraHM3alii W TPOBEJICHUS HHIUBHIYAIbHOTO, KOJUICKTUBHOTO U
CeMEHHOTr0 OT/AbIXA U MPH YYACTHH B MACCOBBIX CIIOPTUBHBIX COPEBHOBAHHUSAX;

—  HaBBIKAMU IUTAHUPOBAHHS CAMOCTOSTEIBHBIX 3aHATHH MO (PU3MUYSCKOU KYJIBType U
crnopry Ui TpoQUIAKTHKH TPO(PECCHOHANBHBIX 3a00JCBaHUMN, YKPCIUICHUS U
COXpaHEHHsI 30POBbSI.

3Hathb — poip W 3HaueHHWe (PU3MUECKOW KyNIbTYphl B INPOQECCHOHAIBHOW IMOJIrOTOBKE M
JanbHENIIeH 1esITeTbHOCTH;

— Qopmbl 1 BUIBI GU3KYIBTYPHOH AEATEIBHOCTH JUIsl OpPraHU3alliK 310pOBOro oOpasa
JKU3HH, aKTUBHOI'O OTAbIXa U J0OCYTa,

YMeThb — HCIIOJIb30BATh MEXKIIPEIMETHBIE MTOHSITHS U YHUBEPCAJIbHbIC YUeOHBIE IEHCTBUS
(perynaTuBHBIE, TO3HABATENbHBIE, KOMMYHUKATUBHBIE) B CHHOPTUBHON, QU3KYIBTYPHOIA,
030POBUTENBHOMN U COUAILHON MPAKTHKE;

— BBINOJHATH (PU3NUECKHE YIPAKHEHUS Pa3sHOH (HYHKIMOHAIBHONW HANIPABIEHHOCTH,
UCIIOJIb30BaTh UX B PEXXHMME YIeOHON M MPONU3BOJICTBEHHOH JEATEILHOCTH C IIEJIbI0
NpoQMIAKTHKY NePEyTOMIICHUS 1 COXPAHEHNUS BRICOKOH pab0TOCIIOCOOHOCTH;

— HCIIOIB30BaTh Pa3HOOOpa3HbIe (GOpMBI M BUIIBI (PU3KYIBTYPHON ESTEINBHOCTH IS
OpraHU3aIiH 3/J0POBOTO 00pa3a KU3HHU, aKTUBHOTO OTAbIXA U JOCYTa; |AIaIITHBHBIE KYPCHI 1O (PH3HIECKOil KyIbTYpe H
— HCIOJB30BaTh 3HAHUS TEXHUYECKUX PUEMOB M JIBUTATEIbHBIX IHCTBHI 0a30BbIX  |criopTy

BUJIOB CIIOPTa B UT'POBOI M COPEBHOBATENIBFHOMN EATEIFHOCTH;

Brnanets - MIPAKTUYECKUMU HABBIKAMH UCIOIb30BAHUS PETyIIATUBHBIX,
MIO03HABATENIFHBIX, KOMMYHHKATHBHBIX JIEHCTBHI B CTIOPTHUBHOH, (PU3KYIBTYpHOH,
030pPOBUTENBHOI U COLUATbHON MPAKTHKE;

- HaBBIKAMH HCTIONIF30BaHMS (PU3NIECKHUX YIPAKHEHUH pa3sHON
(yHKIIMOHAJIBHOW HAaNPaBJICHHOCTH B peXXUMe y4eOHOI U TPOU3BOACTBEHHON
JIESITETTHHOCTH C LEThI0 MPOMUIAKTUKY TIEPEYTOMIICHUS M COXPAHEHHS BEICOKOM
paboTOCIOCOOHOCTH;

- MIPAKTUIECKUMHU HABBIKAMH HCIIOIB30BAaHUS pa3HO0Opa3HBIX (HOpM U BHIOB
(DUBKYIBTYPHOH AEATEIHHOCTH ISl OPraHU3aluy 3J0pOBOT0 00pasa )KU3HH, AKTUBHOTO
OT/IbIXa U JIOCYTa,;
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- HaBBIKAMH HCIIOIb30BaHNS COBPEMEHHBIX TEXHOJIOTHH YKPEIUICHUS U
COXpaHEHHMs 370POBbs, MOIEPIKAHUSI PadOTOCHOCOOHOCTH, TPODUIAKTHKH
TpeIypexIeHIs 3a00JIeBaHU, CBI3aHHBIX C YAeOHOW U IPOU3BOACTBEHHOMN
JIeSITeNIbHOCTHIO;

- COPEBHOBAHMUSAX;

- TIpolecca akTHBHOW TBOPYECKOW JESTENbHOCTH O POPMUPOBAHUIO 310POBOTO

o0pasa KXU3HW;

- - UCIIOJIb30BaHUs JIMYHOI'O OIIbITa B (bHSKyHLTypHO-CHOpTHBHOﬁ
JIeSATEIILHOCTH.

3HaTh

— 3HAHUEC TCXHUYCCKUX MPUEMOB 1 IBUTATCIIbHBIX ﬂeﬁCTBHﬁ 6a3031>1x BUOOB CIIOPTA,

— COBPEMCHHBIC TCXHOJIOTUU YKPCIUVICHHUA W COXPAaHCHHUSA 3J0POBbs, MNOAACPKAHUA
pabOTOCIOCOOHOCTH, TPOPHUIAKTHKH MPEAYIPSKICHHUS 3a00JCBaHUN, CBSI3aHHBIX C
y4eOHOIl ¥ IPOU3BOJCTBEHHON AEATEIBHOCTHIO;

OCHOBHbIE CLIOCOOBI CAMOKOHTPOJISI MHIMBHIYAIbHBIX TI0KAa3aTeNeil 30pOBbs,
YMCTBEHHOH U (PU3HIECKOH paboTOCIIOCOOHOCTH, (DU3UUECKOTO Pa3BUTHS U
(U3MUECKUX KAYECTB

VYmMers

— aHaAIM3UPOBATh U BBIICIATH d(h(HEKTUBHBIC TEXHOIOTHN YKPEIUICHHUS U COXPAHECHUS
3II0POBBS, TIOAJIEPIKAHUS PAOOTOCIIOCOOHOCTH, MPOPMIAKTHKU TIPEAYIPEKICHHS
3a00JIeBaHU, CBA3aHHBIX C y4eOHOW M MMPOU3BOICTBECHHOH NEATEIHHOCTEIO;

- aHANM3UPOBATh HHANBHYaIbHEIC TOKA3aTEIH 30OPOBhS, YMCTBCHHOHN U (PU3UUECKOM
paboTOCIIOCOOHOCTH, PU3MUSCKOTO PA3BUTHS M (PU3NICCKUX KAUECTB;

- BBITIOJIHATh MHIMBHUYAIbHO 110100HbIE KOMIUIEKCHI 03/I0POBHUTENILHOM U ajanTHBHOM
(meuebHOM) PU3NUECKON KYIbTYPHI;

- OCYLIECTBIISITh TBOPYECKOE COTPYTHUYECTBO B KOJUIEKTHBHBIX (hopMax 3aHsATHI
(hu3n9ecKoil KyIbTypoii;

- WCIIOJIb30BaTh IPHOOPETEHHBIC 3HAHUSI U YMEHUSI B IPAKTUYECKO JIESITEIbHOCTH U
TIOBCETHEBHOM JKU3HH.

Bnanets

- OCHOBHBEIMH CIIOCOOAMH CAaMOKOHTPOJISI HHAWBHIYAIBHBIX TIOKa3aTelei
310POBbSI, YMCTBEHHOH M (PU3NIECKON PabOTOCTIOCOOHOCTH, PU3UIECKOTO Pa3BUTHUS U
(hM3UYECKHUX KaYeCTB;

- CHCTEMOU TEOPEeTUIECKIX 3HAHNN, 00ECTICUNBAIONINX COXPAaHEHUE U YKPETUICHUE

3/I0POBBSI, PA3BUTHE U COBEPIIEHCTBOBAHME NICHXO()U3NIECKUX CIIOCOOHOCTEH 1
Ka4ecTB (C BHIIIOJIHEHHEM YCTAaHOBJICHHBIX HOPMATHBOB I10 001Iei hr3ndeckoit u
CHOPTHUBHO-TEXHUYECKOH ITOJITOTOBKE) JIJIS:

dusnueckas KyJabTypa U CIIOPT
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- TTOBBIIICHUA pa6OTOCHOC06HOCTI/I, COXpaHCHUA, YKPCIJICHUSA 310POBbS U CBOUX
CI)yHKI_II/IOHaJILHLIX 1 IBUT'aTCIIBHBIX BOSMOX(HOCTeﬁ;
OpraHn3anu U NPOBEACHNUA NHANBUAYAIBHOI'O, KOJUIEKTUBHOI'O U CeMeHHOro OTAbIXa U
IIpH Y9aCTUH B MAaCCOBBIX CIIOPTUBHBIX

OK-9- roroBHOCTBIO 0JIL30BATHCA OCH
CTHUXHMIHBIX O0eACTBHI

OBHBIMH METOJaMHU 3AIIIUTHI MIPOU3BOACTBEHHOI'0 I€PCOHAIA H HACCJIEHHUSA OT BO3MOKHBIX nocJjeacTBUii asapnﬁ, KaTaCTpoq),

3HaTh

- MexaHu3M aeiicteust OBII® Ha opraHu3m 4enoBekxa;

- OCHOBHBIE METOJBl 3alIUTHl IPOM3BOACTBEHHOTO NEPCOHANTAa W HACENCHUSA OT
BO3MOXKHBIX MOCIECTBHI aBapuii, KatacTpo(, CTUXHIHBIX OeCTBUI;

- ocHoBHBIe npaBuia BXK][; MeTonnaeckue, HOpMaTHBHBIC U PYKOBOJSIINE MaTEPHAIIBL,
KacarolIxecs! BBINOIHIEMOH paboThI.

VmMers

- IOIOMPATh CPEACTBA MHANBUIAYAIbHOMN 3aIIUTHl pAGOTHUKOB;

- KOHTPOJINPOBATh BHITIOJIHEHHE TPEOOBaHMH 10 OXpaHEe Tpy/Ia U TEXHUKE 0e30TMaCHOCTH
B KOHKPETHOM chepe IeATeNbHOCTH;

- pacmo3HaBaTh YPPEKTUBHBIC CIIOCOOBI 3aIIUTHI YeTI0BEKa OT HEI(H(HEKTUBHBIX.

Ibe3omacHOCTB KUBHCOACATCIbHOCTHU

Bnagets

- NMPAaKTHYECKMMH HaBBIKAMHU HCIOJIb30BAHUS 3AIIUTHBIX MEP; OCHOBHBIMH METOJAMH
pelleHys 3aJa4 B YCIOBUSX YPE3BbIYAHBIX CUTyallul;

- ME€TOAaMH1 TMPUMEHCHUA COBPEMECHHBIX CPEACTB 3allIUTHI OT OITAaCHOCTEH U OCHOBHBIMH
MEpaMHu IO JIMKBUJAIUN UX HOCHeﬂCTBHﬁ;

- crmoco0amMH COBEPILEHCTBOBAHUS NMPO(ECCHOHANBHBIX 3HAHUH M YMEHHWH IyTeM
HCIIOJIb30BaHMUSI BO3MOXKHOCTEH MHPOPMALIMOHHON CpEeabI.

3HaTh

npodeccroHaIbHYI0 TEPMUHOJIOTHIO, 3aKOHOAATEIbHYI0 U HOPMAaTUBHO-METOANYECKYIO
0a3y, periaaMeHTHPYOIIY0 MPUMEHEHHE HH(DOPMAITHOHHBIX TEXHOJOTHIA B
JIeSITENIBHOCTH OpraHu3aluil

YMmerh

OpraHU30BaTh aBTOMATHU3WPOBAHHOE pabodyee MECTO JIJIsl BHITTOJIHEHUS paOOTHI C
KCII0JIb30BaHHEM HOBEHMIIMX MPOTPAMMHO-TEXHUYECKHUX M OPraHU3allMOHHBIX CPEJICTB

Texnuuyeckue cpeacTsa ynpasienus B JJOY u
apXxuBax

Bnagets

HaBBIKAMU CAMOCTOSITEIbHOM paboThl ¢ MH(POPMAITMOHHBIMHI TEXHOJIOTHSIMH,
IIPUMEHSIEMBIMU B 1€ATEIbHOCTH COBPEMEHHBIX OPraHU3aLuN

3HaTh

IIpodeccroHaNbHYI0 TEPMHUHOJIOTHIO, 3aKOHOIATEIHHYI0 U HOPMATUBHO-
METOINYECKYI0 0a3y, periaMeHTUPYIOIYI0 MpUMEHEeHHEe HHDOPMAITHOHHBIX
TEXHOJIOTUH B JIEATEJILHOCTH OpraHU3alMi

YMmeTrh

OpraHu3oBaTh aBTOMAaTU3UPOBAaHHOE pabodee MECTO ISl BBITIOTHEHHS paObOTHI C
KCII0JIb30BaHNEM HOBEHMIIMX MPOTPAMMHO-TEXHUYECKHUX M OPraHU3allMOHHBIX CPEJICTB

BbIuucauTenbHas TEXHUKA U TIPOrpPaMMHUPOBaHKE
B IOV u apxuBax

Bnaners

Hagsrikamu caMocTosITeIpHOI paboThl ¢ MH(POPMAITMOHHBIMHI TEXHOJIOTHSIMH,
IIPUMEHSIEMBIMU B 1€ATEIbHOCT COBPEMEHHBIX OPraHU3aLuN

3HaTh

MpaBWJIa IOBEJICHNS IEpPCOHANIA apXHBa MPU aBapusX, KaTacTpodax, CTUXUHHBIX

'Yuebnas - MpaKTUKa 10 MOJYUCHHUIO IEPBUYHBIX




Cmpykmypnwlii d1emMenm KoMnemeHyuu

Inanupyemvie pezynvmamol 00y4eHus:

Cmpyxmypubiii 21emenm
06pazosamenbHOl NPOSPaAMMbL

OencTBUl MpOo(eCCUOHATBHBIX YMCHHI U HABBIKOB, B TOM
dHCIIe IEPBUYHBIX YMEHUH U HaBBLIKOB HAYYHO-

VYMeTn MCIIONIb30BaTh 3HAHUSI IO 3aIIUTE JOKYMEHTAIbHOTO (DOH/IA apXUBaA MPU aBapHUsIX, P Y oA

KATACTPOMAX, CTHXHAHBIX GENCTBUAX CCIIEI0BATENBCKON IEATEILHOCTH
Bnaners MpUeMaMH 3aIUThl APXUBHOTO MIEPCOHAIA, TOCETUTENCH 1 JOKYMEHTAILHOTO (hOHAa

apXuBa OT BO3MOXHBIX MOCJICICTBHIA aBapuil
3HaTh npaBKiia MOBEACHHS [IEPCOHAIA apXUBa [IPU aBapUsX, KaracTpodax, CTUXUHHBIX

OeCTBUI

[Tpoun3BOACTBEHHAS - IPAKTHKA IO MOJYICHHUIO
VYMeTn MCIIONIb30BaTh 3HAHUSI MO 3al[UTE JOKYMEHTAJIBHOTO (D)OH/IA apXUBa MPU aBaPUsIX, .
o mpo¢eCCHOHATBHBIX YMEHUI U OITBITa
KaTacTpodax, CTHXHHHBIX OCJICTBUIIX o
— PO eCCHOHANBLHOMN IESITENbHOCTH

Bnaners MpUEeMaMH 3aIUThl APXUBHOTO MIEPCOHAA, TOCETUTENCH 1 JOKYMEHTAILHOTO (hOHIa

apXuBa OT BO3MOXHBIX TOCIEICTBUIN aBapuii
3HaTh npaBKiia MOBEACHHS [IEPCOHAIA apXUBa [IPU aBapUsX, KaracTpodax, CTUXUHHBIX

OeCTBUI
VYMeTn MCIIONIb30BaTh 3HAHUSI IO 3aIIUTE JOKYMEHTAIbHOTO (hOH/IA apXUBaA MPU aBapHUsIX,

o [Ipon3BOACTBEHHAS — MPEATATUIOMHAS TIPAKTHKA

KaTacTpodax, CTHXHUHHBIX OCJCTBUIX

Bnaners MpUEeMaMH 3aIUThl ApPXUBHOTO MIEPCOHANA, TOCETUTEICH 1 JOKYMEHTAILHOTO (DOH/A

apXrBa OT BO3MOXXHBIX HOCJ'IC,I[CTBI/If/‘I aBapI/Iﬁ

OK-10- cmoco0HOCTHI0 K HCTIOJIb30BAHUI) OCHOBHBIX METO/I0B, CIIOCO00B H CPEICTB MOJTy4YeHHs, XPAHEHHS, IepepadoTKN NH

dopmanun

3HaTh

OCHOBHBbIE MOHSATHS AUCUMIUIMHBI «IH(bOpMaTHKa»; NPUHINIBI ()YHKIMOHUPOBAHUS
KOMITBIOTEPa ¥ COBPEMEHHBIX HHPOPMAIIMOHHBIX TEXHOJIOTHI; CIIOCOOBI M CPEICTBA
MOJIyYeHHMs], XpaHEeHHs, TepepaboTKH HH(popManuu

YMmerh

MPUMEHSTH METOMBI, CIOCOOBI U CPE/ICTBA MOJTyYSHHS, XPAaHEHHs, IepepadoTKu
nHpopManuy U GyHKINU KOMIIBIOTEPA NPU PEIICHUH 33134 MPO(eCcCHOHAIbHON
JIeSITETIbHOCTH

Mudopmarnka

Bnanets

OCHOBHBIMH METOJJAMHU M CPEJICTBAMH HWH(POPMAIIMOHHBIX TEXHOJOTUH [UIs TOJTyYEHUs,
XpaHeHus, nepepadoTkr nH(GopManuy y4eGHOro Ha3HAYCHUsI U MPOPECCHOHATIBHOM
JIeITeIbHOCTH; COBPEMEHHBIMH MH(OPMALIMOHHBIMHU TEXHOJIOTHUSIMH; crtoco0amu
Ipe/ICTaBICHUs] HHPOPMaIMH B COOTBETCTBHUH C OCTABJICHHOH 3a1a4uen

3HaTh

OTIPEZIETICHNUSI IPOLIECCOB UCTIOJIb30BAHHS OCHOBHBIX METOJIOB, CIOCOO0OB M CPE/ICTB
TIOJIy4CHHS], XpaHEHHs, IepepadoTKu HHOpMaLH

YMmeTrh

Briaensats, 00BACHATH (BBIABIATH U CTPOUTH) TUIIMYHBIE MOJIEITH, TPHOOPETaTh 3HAHUS
B 00J1aCTH OCHOBHBIX METOJIOB, CIIOCOOOB M CPE/ICTB MOJTYUCHHUS, XPAaHEHHS,
nepepabOTKH HHPOPMALINH;

OpraHmauI/m 1 TEXHOJIOTHUA JOKYMCHTAIIMOHHOT O
o0ecreueHus Y1paBJICeHUA

Bnanets

MPAaKTUYCCKUMU HABbIKAMHU HCIOJb30BaHUA, BO3MOXHOCTHHO MEKIAUCHUIUIMHAPHOTO
MNPpUMEHCHUSI OCHOBHBIX MCTOJOB, cIocoboB U CpCACTB MNOJYYCHHUHA, XPpaHCHHI,
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nepepabOTKH HHPOPMAIINH;

3HaTh

OCHOBHBIC MIOHSTHUS METO/IOB, CIOCOOOB M CPEICTB MOTYyYCHUS, XPaHSHUS, TepepaboTKH
nHdopmanuu

VYmers

MPUMEHATH METO/BI, CIIOCOOBI U CPEICTBA MOIYUCHHS, XPaHEHU, IEpepadOTKH
nH(opManuu B 00JacTH KaApOBOro AEIONPOU3BOACTBA U APXUBHOTO JI€Ja,

KaxgpoBoe n1emonpon3BOACTBO U apXHUBEI

Bnagets

CIIOCOOHOCTBIO BHEIPATH METOJIBI, CIIOCOOBI M CPEIICTBA TIONYUEHHUS, XPaHEHMS,
nepepaboTKu HHHOPMAIIUH B 0OJIACTH KAJPOBOTO JEIONPOU3BOICTBA M apXUBHOTO JIeNa
po¢eCCUOHANTBHOM JeSITeIBHOCTH

VIOKYMCHTOB 110 JINYHOMY COCTaBYy

3HaTh

- CIIOCOOBI M CPECTBA MOYUYEHHSI, XpaHEHHUS, epepaboTKH HHPOPMAIUU

YMmerh

- OJIy4aTh, XPaHHUTB, NiepepadaThIBaTh HHPOPMAIHIO

Bnanets

- IPaKTHYECKUMH HaBbIKaMH TIOJIy4EHUs, XpPaHEHHUs, IepepabOTKU 1 UCTIONb30BAHHMS
uHpopmanuy;
- METOJIaMH TIPEJICTAaBJICHHS U IEPBUYHOTO aHaIM3a HH(OpMALIMK U MACCUBOB JaHHBIX

[IponBrXKEHNE HAYYHOH NPOILYKLUU

3HaTh

MIPUHITUITBI OPTaHU3aIUU U () YHKIIMOHUPOBAHUS KOMITBIOTEPHBIX CUCTEM.

OCHOBHBIC ITPOrPAMMHBIC CPEJICTBA AJIs1 pabOThI ¢ JOKYMEHTUPOBAHHOM HH(POPMALIUCH.

MPUHITAIBI U TEXHHYECKUE CPEICTBA XPaHEHHUs, 00padOTKH U mepenadyn HHGOopMaIum B
MK ¥ KOMIIBIOTEPHBIX CETSIX B aCMEKTe 00ecneueH st HHPOPMAIIMOHHOW 0€30MaCHOCTH U
3aIUTHl HHHOPMAIIUH.

YMmerh

paboTaTh ¢ onepalnOHHONW CUCTEMON U MPOTPaMMHBIMH CPEICTBaMHU 0OIIET0o
Ha3Ha4YCHUS.

HACTPauBaTh ONEPAI[HOHHYIO CHCTEMY U MPOrpaMMHBIE CPEJICTBA O0IIero Ha3HAYCHHS C
MO3UIMY TpeOOBaHUH MH(POPMAIIMOHHON 0€301TaCHOCTH U 3alUThl HH(OPMAaIN
AQHAIM3MPOBATH SIBHBIE M CKPBITHIE YTPO3bI 3aIIMIIaeMON HH(POPMAITHH.

O6paboTKa 1 3amuTa JOKYMEHTHPOBAHHOI
MHpOpMAIIN

Bnagers

OCHOBHBIMH METOJIaMH, CIIOCOOAMH U CPENICTBAMU MOJTYUYCHUs, XpaHEHHUs, IepepabOTKH
HHPOPMAIIH.

HaBBIKAMH 00ECIICYCHUS 3aIUThl HH)OPMAIIMH [ITATHBIMU CPEACTBAMH OIIEPaLIHOHHOM
CHCTEMBI.

HaBbIKaMU IMOJTyYEHUsI, XpPAaHEHUSI U YHUUTOXKEHHUS MHQOPMAILIK C YU€TOM TpeOOBaHUH
nH(OopMaLMOHHO 6e301I1acHOCTH.

3HaThb

OCHOBHEBIC MCECTO/BI, CITIOCOOBI nepepa60TKI/I

nHpopmanuu

U CpCACTBa IMOJYYCHUS, XPAHCHUS,

VmMern

BbIACAITH W HNPUMCHATH OCHOBHBIC METO/bI, CITIOCOOBI

XpaHeHUs, epepadoTKu HH(GopManuu

n CpeACTBa IOJYUYCHUH,

'Ynpasienue HHOOPMAITHOHHBIME PECYpCaMH B
IPoccuu 1 3a pyoexoM

Bnanets

NPAaKTHYECKUMH HaBBIKAMH HCIIOJIb30BAaHMSI OCHOBHBIX METOJIOB, CIIOCOOOB U CPEICTB
NOJIy4CHHs], XpaHEHHs, IepepadOTKH HHPOPMAIIHH.
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3HaTh obenpogdeccuoHanbHble TEOPETHYECKUE M METOAMYECKHE OCHOBBI IOJYYEHHUS,
XpaHeHHs, TepepaboTKN WH(POPMAIHHN; HX METOJIBI, CTIOCOOBI M CPEJCTBA
YmeTs pacniozHaBaTh 3¢ QEKTHBHOE IPUMEHEHHE B IPO(PECCHOHANBHONH JESATEIbHOCTH
METOJIOB, CIIOCOOOB M CPEJACTB MOIyUYSHHMs, XpaHEeHHs, nepepadoTku uHGopMmanuu ot [IHGOopMaLMOHHBIE peCypChl KaIpOBOH CITy>KObI
HeadexTuBHOTO
Bnanets NPaKTHYECKUMH HaBBIKAMH, METOJaMH, CII0co0aMH M CpPEACTBAMH  IOJyYeHHUS,
XpaHeHHs, TepepadoTKH HH(OpMaMK 1 HaBBIKAMH UX HCHOJIb30BaHUS
3Hath IBPUCTHYCCKUE CIOCOOBI 00pabOTKU HH(POPMAIHH B IPOPECCHOHATBHOM
JIeSITETIbHOCTH
YmeTsb aHaJIM3MpPOBaTh, 00pabaTHIBaTh U XPaHUTh HH(YOPMALIUIO C TIOMOIIBIO CPEICTB TexHnueckue cpeacTna ynpasiueHus B IOY u
BBIUHCIIUTENIHHON TEXHUKU ApXHUBax
Bnanets HaBbIKaMU pabOThI C EPCOHAIBLHBIM KOMIIBIOTEPOM, OPraHU3alMOHHOM TEXHUKOI 1
MIPOrPaMMHBIM 00ecTieYeHHEM
3Hath DBpHUCTHYECKHE CITOCOOBI 00pabOTKK HHPOPMAITUH B TPOHECCUOHATBHOI
JIeSITETIbHOCTH
YmeTsb AHanu3upoBatb, 00pabaTeiBaTh U XPaHUTh HHPOPMAIIHIO C TOMOLIBIO CPE/ICTB BeraucnuTenpHas TEXHUKA M IPOrpaMMHUPOBaHHUE
BBIYUCIIUTEIbHON TEXHUKU B JIOY u apxuBax
Buagers HagBrikamu paboTHI ¢ IEPCOHATBHBIM KOMITBIOTEPOM, OPTaHU3AIMOHHON TEXHUKON U
MIPOrPaMMHBIM O0ecTieYeHHEM
3HaTh HOpPMAaTHBHBIE TPeOOBAaHUS MPABUII OPraHU3ALNHU MOJyYSHHS, XPaHEHHS U NepepaboTKu
UH(POPMALUK B ADXUBHOM YUPEXKJIEHUU |YueOHast - mpakTHKa MO MOTYYSHHIO TIEPBUIHBIX
YmeTs TMOJIB30BATHCS 3aKOHOIATEIbHOW 0a301 JUIs OpraHu3aliy HOIyYeHHUs, XpaHEHHS, npodeccroHaIbHBIX YMEHUI U HABBIKOB, B TOM
nepepabOTKH MHPOPMAIIMHU B YCIOBHSIX apXHBa B COOTBETCTBHU C HOPMaMHU gHCTIe IEPBUYHBIX YMEHUI M HABBIKOB HAYYHO-
Buagers TEeXHUKaMH 0(OPMIICHHSI COTIPOBOAUTENFHON TOKYMEHTAIUN TOTY4YEHHUs, XPaHEHHUS, MCCIIeI0BATENIbCKOMN JIESITEbHOCTH
nepepabOTKH apXHBHOW MH(OPMALIMH B YCIOBHUSIX apXUBHOTO YUPEXKICHUSI
3HaTh HOpMAaTHBHBIE TPeOOBaHMS MIPABUII OPTaHU3ALUH TTOJTyUEHHS, XpaHSHUS U NepepadoTKu
UH(OpPMAIIMK B ApXUBHOM YUPEXKICHUH
" " [Ipon3BoACTBEHHAS - MPAKTHUKA IO TOITYIECHHUIO
YmeTs MOJIF30BATHCS 3aKOHOIATENIFHON 0a30i1 I OpraHU3aIiy MTOJTyYSHHS, XPaHESHUS, .
npodecCHOHATBHBIX YMEHHUH U OIBITA
nepepaboTKN HH(POPMAINH B YCIOBUSIX apXHBa B COOTBETCTBUH C HOPMAMHU .
— npodecCHOHANBHON A TeTbHOCTH
Bnanets TEXHUKaMH 0(OPMIICHHSI COTIPOBOANTENFHON TOKYMEHTAINN NOTYYEeHHUS, XpaHEHHS,
nepepabOTKN apXUBHOM MH(POPMAIIUH B YCIOBHSIX apXUBHOTO YUPEKACHUS
3HaTh HOpPMAaTHBHBIE TPEOOBAaHUS MPABUII OPraHU3ALNH TTOTyYCHHS, XPaHEHHS U IepepaboTKu
MHPOPMALIMH B apXUBHOM YUPEXKICHUH
> > [Ipou3BoACTBEHHAs — NPEAAUILIOMHAS IPAKTUKA
YmeTs MOJIB30BATBCS  3aKOHOAATENbHOW 0a30i JUIs OpraHu3alUM IIOJY4YEHUs, XpaHEHHS,

nepepaboTk HHGOPMAIIMU B YCIOBHSIX apXHUBa B COOTBETCTBUU C HOPMAMH
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Bnagets

TEXHUKaMU O(QOPMIICHHS COIPOBOAMUTEIHHOW IOKYMEHTAIMU TMOJXYyYSHHs, XPaHECHUS,
nepepabOTKH apXUBHOH MH(OPMAIINH B YCIOBHUSIX apXUBHOTO YUPEKICHHUS

OK-11-ciocoGHOCTHIO YBAKUTEJIHHO H

66pe?l€HO OTHOCUTBHCH K UCTOPUYECKOMY HACJTECAUI0 U KYJBbTYPHBIM TPAAUIIUAM

3HaTh OCHOBHBIE COOBITHS HCTOPHIECKOTO IIPOLIECCa B XPOHOJIOTHUECKOM

NOCJIEeI0BATENbHOCTU
Ymers HpI/IMeI-\I'ﬂTB MTOHATHHHO-KaTerOpHAIbHBIN aInapar MpH U3JI0KCHUH OCHOBHBIX (DAaKTOB H Vctopus

SBJICHUH NCTOPHU
Bnaners HaBbIkaMy MEXIMYHOCTHONH M MEXKYJIBTYPHOH KOMMYHHKAIINH, OCHOBAHHBIMH Ha

YB&KCHUH K HCTOPHUYECKOMY HACIIEIUIO U KYIBTYPHBIM TPa HIUsIM
3HaTh TEOPHUIO OCMBICICHUS (PEHOMEHa HCTOPHUYECKOTO NCTOYHHUKA KaK 0OBEKTa HCTOPUIECKON

HayKH 1 3THYECKHE OCHOBBI MPOECCHOHATBHON S TENEHOCTH apXUBUCTa U

JIOKyMEHTOBE A
Ymers OTIPEEIATh IEHHOCTh IOKYMEHTAJIBHOTO HCTOYHHKA KaK YaCTH HCTOPHIECKOTO

Hacieaus B MpoecCHOHATBHON NESTEIbHOCTH apXUBHUCTa U TIOKYMEHTOBEIA Brenerne 8 npogeccuio
Bnaners HaBbIKaMHU BBIOMPATH T BUBI HCTOYHUKOB, KOTOPHIE BAKHBI 111 KOHKPETHO-

HCTOPHYECKOTO MCCIIECAOBAHNUS C yIETOM IIEHHOCTH JOKYMEHTAIbHOTO HCTOYHHUKA KaK

9aCTH UCTOPUUECKOTO HACIEANs
3HaTh - KyJIbTYpHBIE TPAAHIMH PA3INIHBIX HAPOZOB

- OCHOBHBIE KYJIBTYPHBIE IAMSITHHUKH;

Mcroprst MUPOBOH M OTE€UECTBEHHOM KYJIbTYPBI

Ymers - BBIJICJTUTH OCOOEHHOCTH KYJIBTYPHBIX TPAANIUH Pa3INndHBIX HAPOJ0B
Bnanets - HaBBIKAMH BBISABIICHHS U XapaKTEPUCTUKHU KYIbTYPHBIX TPAIUIMNA PAa3IMUHBIX HAPOJOB
3HaTh - KyJlbTypHBIE TPaJUIIH PA3INYHBIX HAPOIOB

- OCHOBHBIE KyJITYPHBIE TAMSITHUKH;

MupoBasi XyZ0)K€CTBEHHAs KyJIbTypa

YmeTs - BBIJICTIUTH OCOOEHHOCTH KYJIBTYPHBIX TPAAULIUI pa3IUIHBIX HAPOIOB
Bnanets - HaBbIKAMH BBISIBIICHUS U XapaKTEPUCTUKHU KYIbTYPHBIX TPAIULMNA pa3IHMUHBIX HAPOAOB
3HaTh Hcropuueckoe Hacaenue U KyIbTypHbIE TPAIUIINNA MAPOBBIX IIHBIIN3AIIHA.
YmeTs BcecTroponHe aHanu3upoBaTh HCTOPUUYECKOE HACTAEUE U KyIbTYPHBIE TPAAULIUU

MHUPOBBIX III/IBI/IHI/IBaHPIfI. I/ICTOpI/Iﬂ MHPOBBIX UBUJIA3AITAN
Bnanets CrnocoOHOCTBIO YBaXKHUTEJILHO U OEPEKHO OTHOCHTHCS K ICTOPHUECKOMY HACIIEIUIO U

KYJIBTYPHBIM TPaJULHMSIM MUPOBBIX IUBUIN3ALUII.
3HaTh Crneunguky UCTOPUYECKOT0 Pa3BUTHUS Pa3IMuHbIX [IMBUIIN3ALMH, OCHOBHBIE (DaKTHI,

CO6LITI/IH, HauboJee JUCKYCCHOHHBIC aCIICKThI UX UCTOPHUHU

Mcropust 3apyOeXHBIX HAPOAOB U KYJIBTYP
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YMmerh

UCIIOJIb30BaTh (DyHAaMEHTAIbHbIC U IPUKJIaIHbIE HICTOPUIECKUE 3HAHUS B cepe
npodeccHoHaIBHOH NeTeNbHOCTH;

Bnagets

HaBbIKaMH BCICHUA HAYUYHO-UCCIICAOBATCIILCKUX pa60T

3HaTh

- HCTOPHUYICCKOE HACIECAUE YCTIOBECUCCTBA,

-KYJbTYPHBIC TpAAUIIUN YCJIOBEYCCTBA,

-COMAJIbHBIC U KYJIbTYPHBIC pa3JINiUd B PA3JINYHBIX KYJIbTYpax;
-3HAYCHHNC KYJIbTYPHOT'O HACJICAUA YCJIOBCUCCTBA

YMmeTrh

-COXPaHsITh UCTOPUYECKOE HACJIEINE YETOBEUECTBA IIPH TIOMOIIN COBPEMEHHBIX
MEIUaHOCHUTIICH;

-aHAJIM3UPOBATh COLMAIBHBIC U KYJIbTYPHBIC PA3IMYHs IIPH TOMOILIH
MenuanHpopMaluy;

-M3y4aTh KyJbTypHbIC TPAJAUIIMU YEJIOBEUECTBA;

MenuaxkyabTypa

Bnanets

HaBBIKAMU COXPAHEHUS HCTOPUUECKOTO HACIIEANs YeJI0BeUeCTBa IPH MOMOIIU
COBPEMEHHBIX MEMAaHOCHUTIIEH;

-HaBBIKAMH aHAJIN3a COXPAHHOCTHU KyJIbTYPHBIX TPaJAUIIHL;

-HaBBIKAMH W3YYCHUsI KYJIBTYPHBIX PA3IMIU{ IIPH NOMOIIN MeAHanH(OPMALIH

OBHIENNPO®ECCHOHAJIBHBIE KOMIETEHIIMN

OIIK-1 — cnoco0HOCTBLIO HCIOJIL30BAThL

TCOPECTHYECCKUEC BHAHUS U METO/IbI UCCJICA0BAHUS HA MPAKTUKE

3HaTh

— IlpuHUMOBI U METO/BI HAYYHBIX UCCIIEIOBAHUIN

YMmerh

—  AHanu3upoBaTh JJaHHbIE, (POPMYIHPOBATH TEOPETHUECKUE BBHIBOBI

Bnagers

- Hasreikamu n METOAUKaAMU O6pa6OTKI/I OMITUPHUYICCKUX TaHHBIX
- 1 METOJUKaAMH O606H.[€HI/I$[ PE3YJIbTATOB PCUICHUA, 3KCH€pPIM6HTaJ'IBHOI>i
JACATCIBbHOCTH,

OCHOBBI HAYYHO-HUCCIIEI0BATENBCKOM
JIeATETbHOCTH

3HaTh

OCHOBHBIC OIIPEACICHUS U TOHATHSA, OCHOBHBIC MCTOAbI HCCHG,I[OBaHHi/‘I, OIIpCACIICHUA
MMPOIECCOB MCIIOJIb30BaHUA TCOPETUYCCKUX 3HAHUH U METOAO0B HUCCIICAOBAHUA HA
IIPAKTHUKC

VYMers

pacrnozHaBath 3((GEeKTHBHOE penieHre OT HedPPEKTUBHOTO,

NPUMEHSTH TEOPETUYECKUE 3HAHUS U METO/IbI HCCIIEIOBAaHNs 3HAHUS B
npodeccHoHANBHOI JeITeIbHOCTH; UCII0JIb30BATh X Ha MEKANCIMILIMHAPHOM YPOBHE;
KOPPEKTHO BBIpaKaTh M apryMEHTHPOBAHHO OOOCHOBBIBATH TEOPETHUUECKHE 3HAHUS U
METO/Ibl HCCIICJIOBAHUSI Ha TPAKTUKE

Opranu3anys 1 TEXHOJIOTHUS
JIOKYMEHTAIIHOHHOT'O O0ECTIEYCHNUS YIIPABICHHS

Bnaners

MMPaKTUYCCKUMU HaBbIKAMH, crocodamu OLICHUBAHHUA 3HAYHUMOCTHU U HpaKTPI‘-IeCKOﬁ
MMPUTOJAHOCTH HUCIIOJIB30BAHUA TCOPECTUYECCKUX 3HAHWUH 1 METOI0B HUCCIICAOBAHUA HA
IMPaKTHUKE, OCHOBHBIMU METOJJaMU PCHICHUA 3a/1a4 B 00J1aCTH MCITOIL30BaATh
TCOPECTUICCKUEC 3HAHUA U METOABI UCCIICTOBAHNUA HA MPAKTUKE,
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3HaTh

OCHOBHBIE OTPE/EICHUS U MOHATHUS, OCHOBHBIE METO]IbI UCCIICIOBAaHUMN, OIpeACTICHUS
MPOLIECCOB UCTIOIB30BAHMSA TCOPETHIECKIX 3HAHUH 1 METOIOB UCCIIEIOBaHNS Ha
MpaKTHKE

YMmerb

pacrniozHaBath 3 (EeKTUBHOE penieHue OT HedPPEKTUBHOTO,

NPUMEHATH TEOPETHYECKHE 3HAHUSA U METObI HCCIICAOBAaHHS 3HAHUS B
npo¢ecCHOHABHON NeATeIbHOCTH; NCIIOIB30BaTh UX Ha MEKIUCLUIUIMHAPHOM YPOBHE;
KOPPEKTHO BBIPaXKaTb M apryMEHTHPOBaHHO OOOCHOBBIBaTH TCOPETUYCCKUE 3HAHUS H
METOJBI ICCIICIOBaHNUS Ha IIPAKTHKE

KoH}pureHaIpHOE TEIOTIPOU3BOACTBO

Bnagets

MNPAaKTUICCKUMU HAaBbIKaMHU, criocodamu OLICHHMBAHHUA 3HAYNMOCTHU U HpaKTH‘IeCKOﬁ
MNPpUTroAHOCTH UCHOJIB30BaHUA TCOPCTUICCKUX 3HAaHUHN U METOA0B HUCCIICAOBAHUA HA
MMPAaKTHUKC; OCHOBHBIMU MCTOJAAMHU PCHICHUSA 3a4a4 B 00JIaCTH HCIOJIB30BaTh
TCOPECTUYCCKHUC 3HAHUA U METOAbI UCCJICAOBAHUS Ha MPAKTUKE,

3HaTh

- TOKyMEHTOBEJYECKYIO TEPMHHOJIOIHUIO;

- HOPMaTHBHO-METOJUUECKUE MAaTEPUAIIBI O JOKYMEHTUPOBAHHIO YIIPABIEHUYECKON
JIeSITENIBHOCTH

- 3aKOHOMEPHOCTH JOKYMEHTOO0Opa30BaHus, CKIIaIbIBAHUSA U Pa3BUTHS CHCTEM
JIOKyMEHTaluHy,

- TEOPETUYECKHE U MPAKTHYECKUX MPOOIEMBI CO3/IaHMs JOKYMEHTHPOBAHHOM
uH(OopMaLUK OpraHU3alMil Pa3IMYHBIX OPraHH3alMOHHO-TIPABOBBIX (hOPM

- COCTaB OPraHU3ALMOHHO-PACIOPSAUTEIbHON JOKYMEHTALUY,

- IpaBWJIa COCTaBIICHUS U O()OPMIICHHUS JOKyMEHTOB

- IpaBHJIa MOATOTOBKH YNPABJIEHUYECKUX JOKYMEHTOB U BEICHUS JIENOBOH NEPENHUCKH

VYmMers

- YHUHUIUPOBATH U POEKTUPOBATH (POPMBI JOKYMEHTOB;

- COCTaBIISITh JIOKYMEHTBI C UCTIOJIb30BAHUEM SI3bIKOBBIX BAPUAHTOB B 3aBUCUMOCTH OT
Ha3HAYEHHsI COJCPIKAHUS U BHJIA JOKYMEHTa,;

- YHUHUIUPOBATH TEKCTHI JOKYMEHTOB;

- UCTIOJIb30BAHHSI KOMITBIOTEPHOU TEXHUKH U HHPOPMAIIMOHHBIX TEXHOJIOTHU MPH
COCTaBJICHUH U OPOPMIICHHUHU CIY)KEOHBIX JOKYMEHTOB

- O(i)OpMIIS[TB JOKYMECHTBI B COOTBETCTBHUU C Tpe6OBaHI/I${MI/I TOCYAapCTBEHHBIX
CTaHIapTOB;

- AHAJIU3UPOBATH HOPMATUBHO-IIPABOBBIE 1 HOPMATUBHO-METOAUICCKNUE TOKYMEHTEI B
cthepe J10Y;

—pE€AAKTUPOBATH, COCTABJIATH U O(bOpMJ'[S[TI) Pa3JIMIHBIC BUJIbI CHy)Ke6HBIX JOKYMEHTOB,
—HCIOJIb30BaTh TEOPETHYCCKHE 3HAHWSA W METOAbl MPH aHaIM3e CIy)XeOHOM
JIOKYMEHTAITUH C TOYKH 3pCHHS MPaBIIBHOCTH €€ COCTaBJICHUs U 0hopMIIeHHUS

[TpakTHKyM 110 COCTABICHHIO U O(OPMIICHHIO
CITy’KEOHBIX TOKYMEHTOB

Bnaners

- TOKYMEHTOBETYECKOH TEPMHHOJIOTHEH B IPO(PECCHOHAIBHON peyl;
- IpUEeMaMH COCTaBJIEHUsI U 0(OPMIICHHUSI OCHOBHBIX YITPABJIEHUYECKHX JOKYMEHTOB;
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- MCTOJaMH yHI/I(l)I/IKaIII/II/I 1 CTaHJapTHU3aliuu JOKYMCHTOB

CoCTaBJICHUS U 0pOPMIICHHUS

- METOJaMHU aHaIW3a CIY)KCOHON IOKyMEHTallMM C TOYKH 3PEHHs INPAaBIWILHOCTH €€

3HaThb

OCHOBHBIE METO/IbI MCCIICAOBAHNUS aPXUBHBIX JJOKYMEHTOB, a TAK)KE CIIOCOOBI
IPUMEHEHNUS TEOPETHUECKHUX 3HAHHUH B cepe apXUBHOTO JIeJIa Ha IPAKTHKE

YMmerb

pacno3HaBaThb 3(1)(1)GKTI/IBH06 peuieHue ot HeB(l)(i)eKTI/IBHOFO Ipyu NTPUMECHCHNUN
TCOPECTUYCCKUX 3HAHHUH B C(bepe APXMBHOT'O JCJId Ha TPAKTUKE

'YueOHas - IMpaKTHKa IO MOJTYUYCHUIO MCPBUIHBIX
HpO(beCCI/IOHaJ'ILHBIX yMeHI/Iﬁ W HABBIKOB, B TOM

Bnanets

crocobamu OIEHUBAHUS 3HAUMMOCTH U MPAKTUUECKON TMPUTOTHOCTH MOTYyUESHHBIX
pe3yJbTaToB;

OCHOBHBIMH METOJAaMH PEIICHHUS 3a/1a4 B PO ECCHOHATBHOM 00IacTi pu
MIPUMEHEHUN TEOPETHUSCKUX 3HAHUN B cpepe apXUBHOTO JIea Ha IPAKTHKE

IHUCJIC ICPBUYHBIX yMeHI/Iﬁ 1 HAaBbIKOB HAYYHO-
PICCH@Z[OBaTeJILCKOfI JACATCIBbHOCTHU

3HaTh

OCHOBHBIC MCTOJbI UCCIICAOBAHNS aPXUBHBIX JOKYMCHTOB, d TAKKC CIOCO0BI
MPUMCHCHU S TCOPCTUICCKUX 3HAHUH B cq)epe APXMBHOTI'O [icJIa Ha IPAKTHUKC

Vmers

pacrnozHaBath 3((GEKTHBHOE penIeHNe 0T Hed(PEKTUBHOTO NPH IPUMEHEHHN
TCOPETHUYECKUX 3HAHMH B chepe apXUBHOTO JIeNla Ha TPAKTHKE

HpOI/ISBO,I[CTBCHHaﬂ - [IpaKTHKa IO IMOJYy4YCHUIO

Bnanets

crioco0amMu OlIeHUBaHMS 3HAUMMOCTHU U IIPAKTUYECKOM MPUTOTHOCTH MOTyYSHHBIX
Pe3yJIbTaToB;

OCHOBHBIMH METOJJaMH PEIICHNUS 3aa4 B IPOPECCHOHANBHON 001acTH NpH
PUMEHEHNH TeOPETHYECKHUX 3HaHMH B chepe apXHBHOTO Jiesla Ha MIPAKTHKE

MPOQeCCHOHANBHBIX YMCHHUHN U OIBITA
MpodecCHOHANBHOMN NEeSTENFHOCTH

3HaTh

OCHOBHBIC METOJbI UCCIICAOBAHNA APXUBHBIX JOKYMCHTOB, a TaK¥XC CIIOCOOBI
MNPUMEHCHU S TCOPCTUICCKUX 3HAHUH B c@epe APXMBHOTI'O [ICJIa Ha TPAKTUKE

VYmMers

pacrniozHaBath 3((GEKTHBHOE penIeHne 0T Hed(PEKTUBHOTO NP IPUMEHEHHN
TEOPEeTHYECKUX 3HaHUH B chepe apXMBHOTO Jiesla Ha MTPAKTHKE

Bnagers

Croco0amMy OLICHWBAHMS 3HAYMMOCTH U TIPAKTUYECKOH MTPUTOAHOCTH TOJTyYSHHBIX
Pe3yJbTaToB;

OCHOBHBIMH METOJJaMH PEIICHHUS 3aa4 B IPOPECCHOHANEHON 00IacTH NpH
PUMEHEHNH TeOPETHUYECKHX 3HaHMH B chepe apXHBHOTO Jiesla Ha MPAKTHKE

HpOI/ISBO,I[CTBeHHaSI — [NpSAAUIITIOMHAA NPpaKTUKa

OIIK-2- Bi1anenneM 0a30BLIMH 3HAHUA

MH B 00/12CTH HH(POPMALUOHHBIX TEXHOJIOI Ui

3HaTh Teoperndeckne 0OCHOBEI HHPOPMATHKH M HH(OPMAIIMOHHBIX TEXHOJIOTUH U
BBIYHCITUTEILHON TEXHUKHU B POPECCHOHATBHON cdepe

YMmers Pematp npakTugeckue 3a1a4n B Ipo(ecCHOHATEHON cdepe, HCIOIb3yst BO3MOKHOCTH Wndopmarika
BBIYUCITUTEIHFHOHN, OPTraHN3AIIMOHHON TEXHUKH U IIPOTPaMMHOT0 00ecreueHust

Buagets HaBpixkamu pabOTHI B JIOKQJIBHBIX U TII00AJTFHBIX KOMITBIOTEPHBIX CETSAX; HaBBIKAMHU
paboThI CO CIeNMaIN3NPOBAHHBIMU XPAHWIHIIIAMHI TaHHBIX

3HaTh - 6a30BbIe ONpeeTeHNs HH(POPMATHKHY;

- OCHOBHBIC 1 COCTABHBIC CTPYKTYPBI TaHHBIX, UCITIOJIB3YEMBIC B KOMIIBIOTCPHBIX

[IponBuXkEeHNE HAYYHOH POLYKLIUU
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TEXHOJOTUIX
- o0mrre cBeIeHus 0 MH(QOPMAIIIOHHO-KOMMYHHKAIIMOHHBIX CHCTEMAaX W UCTOYHUKAX,
OCHOBHBIE BHaX 0a3 JaHHBIX U WX THIIM3ALNH

YMmerb

- pa6OTaTL Ha MepCOHAJILHOM KOMIIBIOTEPE B CPECC 0[[H0171 13 onepalfuOHHbIX CUCTEM
(Windows);

Bnagets

- HaBBIKAMH TIOJITOTOBKHU JIOKYMEHTOB C HCIIOJIb30BaHUEM O(MHUCHBIX TIPOTPAMMHBIX
npoayktoB (MS Word, MS Excel, MS Access, MS PowerPoint)

3HaTh

0a30Bble MOHATHS B 00JIACTH UT.

CYIIHOCTb U OOIIYI0 XapaKTePHCTHKY HHPOPMALOHHBIX IIPOLIECCOB
MH(POPMALMOHHOTO 00IIEeCTBa B aCleKTe HHPOPMAIIMOHHOH 0€30acHOCTH.
COBPEMEHHOE COCTOSIHIE YPOBHS U HalPaBJICHUI pa3BUTHsI IPOrPAMMHBIX CPEACTB B
obnacti obecnieueHNst HHPOPMAIIMOHHONW OE30MACHOCTH U 3aIIUTH HHPOPMAITHHL.

Vmers

CaMOCTOSITETIFHO OPUEHTHPOBATHCS B COBPEMEHHBIX HH()OPMALIMOHHBIX TEXHOJIOTHIX
npodeccrnoHaIbHOM 00IacTu.

HPUMEHATH C IPO(PECCHOHABHON NEATEIBHOCTH COBPEMEHHBIE CPEACTBA HKT.
o0ecrevnBaTh 3aIUTy HHHOPMALUH BO BpeMs pabOTHI C COBPEMEHHBIMH CPEICTBAMH
UKT.

O6paboTKa U 3aIIuTa JOKYMEHTHPOBAHHON
MHpOpMAIAN

Bnagers

HaBBIKAMU HCIOJIb30BAHUSI COBPEMEHHBIX HKT.
MPUHITUIIAMHA PaOOTHI CIYKO UHTEPHET Iyt cOopa mpodecCHoHaNbHOM HHpOPMAIIHH.
0a30BBIMH IPUEMAMHU Pa3MEIICHUS HH)OPMAIHH B OTKPBITOM JOCTYIIE C TIOMOIIBIO
COBPEMEHHBIX HKT.

3HaTh

TEOpEeTHYECKNE OCHOBBI MHPOPMATHKN M MHYOPMALMOHHBIX TEXHOJIOTHIT 1
BBIUUCIIUTEIHHON TEXHUKH B IPO(PECCHOHAIBHOM chepe

YMmerh

pelaTh MPaKTUIECKUE 3a1a49K B MPOPECCUOHANBHOM cdepe, UCTOb3Ys BO3MOKHOCTH
BBIYHUCITUTENHLHOM, OPTraHU3aIMOHHON TEXHUKH ¥ MPOTPAMMHOT0 00ecrieueHus

MHdopMalMOHHBIE TEXHOJIOTHH B
JIOKyMEHTOBEJICHUM U aPXUBHOM JIEJIe

Bnanets

HaBbIKaAMU pa60TI>I B JIOKAJbHBIX U I'100aIbHBIX KOMIIBIOTEPHBIX CETAX; HABBIKAMH
pa6OTBI CO CICIUATIM3UPOBAHHBIMHA XPAHWJIUIAMH JAHHBIX

3HaThb

Pa3HOBUAHOCTU I/IH(l)OpMaIII/IOHHLIX TEXHOJIOTUH

VYMers

HCIIOJIBb30BaTh I/IH(l)OpMaHI/IOHHI)Ie TCXHOJIOT'HHU B yqe6Hof/'1 Buaax ACATCIBHOCTH

'YnpaBneHne HHPOPMaMOHHBIME PECYpCaMt B

Bnanets

MIPAKTUIECKUMHU HaBBIKAMH MIPUMEHATh HHPOPMAIMOHHBIE TEXHOJIOTHH HA 3aHATHSIX B
ayIUTOPUHU

IPoccuu 1 3a pyGesxom

3HaTh

Teoperndeckne 0OCHOBEI HHPOPMATHKH U HH(OPMAITMOHHBIX TEXHOJIOTUH
BBIYHUCITUTEILHON TEXHUKHU B POGECCHOHATBHOHN cdepe

Texunnueckue cpeacTsa ynpasiuenus 8 IOY u

VYMmeTh

Pematp npakTudeckue 3a1aun B Ipo(ecCHOHAIBHON cdepe, HCIOIb3Ys BO3SMOXHOCTH

apXuBax
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BLI‘IHCHHTGHLHOFI, OpFaHI/I3aHI/IOHHOﬁ TCXHUKHU U MPOTpaMMHOT0 obecnieueHus

Buagers HaBbikamu paOoOTBHI B JIOKAJIBHBIX U INI00ATBHBIX KOMITBPIOTEPHBIX CETSX; HABBIKAMH
paboTHI CO CHENMAaTM3UPOBAHHBIMU XPaHWINIIAMH JaHHBIX

3HaTh Teopernueckre 0CHOBBI HHPOPMATHKH U HHPOPMAIMOHHBIX TEXHOJIOTHH 1
BBIYHCIINTEIBHON TEXHUKH B IpoeccHoHaNIBHOI cdepe

YmMmerb Pemats npakruueckue 3aaun B poQecCHoHanbHON cepe, NCTIOb3ysl BO3MOKHOCTH  [BBIYMCIIUTENbHASI TEXHUKA M IPOrPaMMHUPOBAHHUE
BBIUHCIIUTENIFHOMN, OpraHN3aIIMOHHON TEXHUKH U IIPOTPaMMHOT0 00ecreuyeHust B JIOVY u apxuBax

Buagers HaBbikamMu paboThI B JIOKAIBHBIX M INI00AJIBHBIX KOMITBIOTEPHBIX CETSX; HaBBIKAMU

pa6OTLI CO CICUAJIM3NPOBAHHBIMU XPpAHWJIUIAMU JaHHBIX

OIIK-3 - BaageHneM 0a30BbHIMHU 3HAHHSIMH CHCTEM OPraHOB rocyJapCTBEHHOH H MYHHIIMNIAJIBHOM BJIACTH

3HaTh

OCHOBEI CHCTEMBI OpraHoB FOCY,HapCTBCHHOﬁ n MyHPII.lPIHaJ'IBHOIZ BJIaCTH

YMmerh

Hcnonb30BaTh 3HaHUS OCHOB CUCTEMBI OPI'aHOB I'OCYIaPCTBEHHON U MYHULIUIIAJIBEHOM
BJIACTH

OCHOBEI APXHUBOBCACHUS

Bnanets

3HaHUAMHU OCHOB CUCTEMbI OpT'aHOB FOCyZ[apCTBeHHOﬁ u MyHHHHHaJILHOfI BJIaCTHU B
JACATCIBbHOCTHU

3HaTh

- KOHCTUTYIIMOHHBIE OCHOBBI CHCTEM OPT'aHOB TOCYIapCTBEHHONW U MYHHUITUTIAILHON
BJIACTH,

- TEOPETHICCKHUE U HCTOPHUYECKIE OCHOBBI COBPEMEHHON CHCTEMBI OPTaHOB
TOCYIapCTBEHHOM W MYHUIIMITATBHON BIACTH;

- crateu Koncturynuu PO (1993 r.), mocBsieHHbIE CHCTEME OPTaHOB
TOCYIapCTBEHHOHN W MYHHUIIUITAIBHOM BIACTH;

- KOHCTHTYIIHOHHO-TIPABOBOE PETYIHPOBAHUE OPTaHU3aIlUN CHCTEMBI TOCYJapCTBECHHOM
BJIACTH Ha (eIepabHOM H PETHOHAIEHOM (cyOBeKTOB PD) ypOBHSIX, OCHOBBI MECTHOTO
CaMOYITpaBJICHUS

VYmMers

- TOJIKOBAaTh MIPaBOBbIE HOPMBI, NOCBAIIEHHBIE CHCTEME OPTraHOB I'OCYAapCTBEHHON U
MYHULIMINIAJIbHOU BJIACTH

- CAaMOCTOSITENILHO OCYIECTBIIATh: TOUCK, aHAIIN3, CHCTEMATH3AIUI0 KOHCTUTYIHOHHO-
paBoBOH MH(OpPMAIH B chepe OpraHu3aluy CHCTEMBI TOCYyIapCTBEHHOH BIIACTH Ha
(henepaspHOM M perHOHANBHOM (CyOBekTOB PD) ypOBHSAX, OCHOBBI MECTHOTO
CaMOYIpaBIICHUS

- CaMOCTOSTENBHO MTPUMEHSTH IIPABOBBIE HOPMEI B ITPO(ECCHOHATBHOI e TETPHOCTH
BO B3aUMOOTHOILIECHHUSX C (heilepabHBIMU U PETHOHAIBHBIME (CyObekToB P®D) opranamu
rocyJ1JapCTBEHHOH BJIACTH U MECTHOTO CAMOYIPABIECHHUS

CoBpeMeHHasl OpraHu3alysl FoCy1apCTBEHHBIX
lyapexnenuii Poccuu

Bnaners

- BO3MOKHOCTBIO MEKAUCIIUILIMHAPHOTO IPIMEHEHHSI TPaBOBBIX OCHOB B cepe
OpTaHM3aIMK CHCTEMBI TOCYIAPCTBEHHOH BIAaCTH Ha (e/lepaIbHOM U perHOHAJIbHOM




Cmpykmypnwlii d1emMenm KoMnemeHyuu

Inanupyemvie pezynvmamol 00y4eHus:

Cmpyxmypubiii 21emenm
06pazosamenbHOl NPOSPaAMMbL

(cyobekToB PD) ypoBHSX, OCHOBBI MECTHOT'O CaMOYIIPABICHHUS;

- Ipo(ecCHOHANBHBIM S3BIKOM B cepe OpraHu3alii CHCTEMBI FOCYIapCTBEHHOM
BJIACTH Ha (eIepaTbHOM H PeTHOHAIBHOM (CyOBekTOB P®) ypOBHSIX, OCHOBBI MECTHOTO
CaMOYIIPaBICHUS;

- HaBBIKaMH pabOThI ¢ HCTOYHUKAMH T'OCYJaPCTBEHHOTO M MyHUIIUIIATEHOTO TIpaBa

- HABBIKAMHM aHAJIM3a Pa3JIMYHBIX IIPABOBHIX SABJICHUH, IOPHIMIECKHX (HaKTOB, IPABOBBIX
HOPM U IIPABOBBIX OTHOIICHHUIT B cepe OpraHu3allii CUCTEMBI TOCYAAPCTBEHHOM
BJIACTH Ha (eliepalibHOM U perHoHaIbHOM (CyObekToB PD) ypoBHSIX, OCHOBBI MECTHOTO
CaMOYIIpaBJICHUS, ABJIAOIINXCA 00BbEeKTaMH HpO(beCCHOHaHLHOfI JCATCIBHOCTH,
aHaJIM3a NPaBONPUMEHHUTENLHOM U IPaBOOXPAHUTEIBHON MPAKTUKH; Pa3peLICHUS
IIpaBOBbIX HpO6HCM U KOJIJIU3UI B O6J'IaCTI/I rocyaJapCTBEHHOI0O 1 MyHUIIUIIAJIbHOT'O
npasa.

- crloco0aMu COBEPLICHCTBOBAHUS MTPO(ECCHOHATBHBIX 3HAHUN U YMEHUI ITyTeM
MCIIOJIb30BaHHUS BO3MOXHOCTEH HH)OPMAIIMOHHOU CPEeIbL.

3HaTh

- OCHOBBI CUCTEM OPraHOB I'OCYJAPCTBEHHON U MyHULIMIIAJIbHOU BIIACTH

YMmerb

- IPUMCHATH TCOPETUICCKUEC U METOANICCKUE OCHOBBI OpraHU3alu U JCATCIbHOCTH
roCy1apCTBEHHBIX, MYHUITUTIAJIbHBIX 1 BEAOMCTBCHHBIX apXUBOB

FOC}’I[apCTBeHHLIe, MYHUIUIIAJIBHBIC U
IBEAOMCTBCHHBIC apXUBBI

Bnagets

- 0a30BBIMU 3HAHUSIMU CHCTEM OpraHoOB I‘OCyI[apCTBeHHOﬁ nu MyHPIHHHaJ'IBHOfI BJIaCTH

3HaTh

- TpeOOBaHUS K COCTABICHHIO U O()OPMIICHHUIO YIIPABICHYCCKHUX TOKYMEHTOB

- COCTaB ¥ COJIepKaHHe HOPMATHBHO-METOAMIECCKOMH 0a3bl IO COCTABICHUIO H
0(OPMIICHHIO CITY>KEOHBIX JTOKyMEHTOB

- OCHOBHBIE TIPOOJIEMBI HOPMATUBHOT'O 00ECIIEYCHHUS COCTABICHHUS U 0()OPMIICHUS
YOpPaBJIEHYECKOW JOKYMEHTAlMU B CUCTEME OPIaHOB I'OCYIapCTBEHHON U
MYHHULMIAILHOW BIACTH

- OCHOBHBIE IPOOJIEMBI HOPMATUBHOTO O0ECIICYCHHUS BEICHSI IIOBOH IEPETTUCKU B
CHCTEME OPTaHOB r'OCYJIAPCTBEHHON M MYHUIIMIIAJIILHON BJIACTH

YMers

-MCIOJIB30BATh NIPH COCTAaBJICHUU U OQOPMIICHUH PA3IMYHBIX BUIOB YIPABICHYECKUX
JIOKYMEHTOB HOPMAaTHBHBIE U NIPABOBbIE aKThl OPTaHOB FOCYJApPCTBEHHOM 1
MYHULIMIIAJIbHOW BIIACTH;

- IPOEKTUPOBATH YHU(HUITIPOBAHHBIE (POPMBI YIIPABICHYECKHIX TOKYMEHTOB C YIE€TOM
COBpPEMEHHBIX TpeOOBaHUI OPraHOB TOCYIAPCTBEHHONW M MYHHIIMTIAIIEHON BIIACTH;

- COCTaBJISITh HOPMATHBHO-METOJUUYECKYIO JOKYMEHTALUIO 10 IOATOTOBKE
YIPaBJIEHYECKONH JOKYMEHTALUU

. OCHOBBIBAsICh HA HOPMAaTHBAX CUCTEM OPraHOB roCy1apCTBEHHON ¥ MyHUIIUNIAIbHON

JloxymMeHTOBEeIcHYE
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BJIaCTH,

Bnagets

- IpaBUJIAMH MOJTOTOBKHU YIIPABICHUECKUX JOKYMEHTOB OPTaHOB FOCYJapCTBEHHON U
MYHHIUIIAJIbHON BJIACTH;

- IpaBUJIaMU BEACHUS J1€JI0BON NEPENHUCKU B CICTEME OpraHOB IOCYAapCTBEHHOH U
MYHHIHUIIaJIbHON BJIACTH;

- HOPMaTHBHO-METOIMYECKOH 0a3bl OPraHOB roCyJapCTBEHHON U MyHUIIMIIAIBHOM
BJIACTH TI0 COCTABJICHUIO B O(h)OPMIICHUIO CITY>KEOHBIX JOKYMEHTOB

- IPAaKTHYECKUMH HaBbIKaMH{ MCIOIB30BAHUS YMEHHSI COCTABIATH U 0(hOPMIISITE
CITy’KEOHYIO TOKYMEHTAIIMIO OPTaHOB rOCYJaPCTBEHHOW M MYHHUIIMIAJIBHON BIACTH

3HaTh

MCTOYHHMKN KOMIUIEKTOBaHUS ApxuBHOTO (poHIa PP B 3aBUCHMOCTH OT BETBEH
rocy1apCTBEHHON M MYHUIIMIIANBHON BIACTEH U yNpaBlIeHUS;

roCyIapCTBEHHBIN OpraH UCIIOIHUTEIbHON BIACTH, OCYLIECTBIISIOMUI OKa3aHHe
TOCYAApCTBEHHBIX YCIYT B c(epe apXHUBHOTO Jeia(B JTUAXPOHUIECKOM U
CHHXPOHHYECKOM aCTIEKTax);

COBPEMEHHYIO CETh apXUBHBIX yupexaeHuil Poccuu.

Vmers

ONPEAENATh NPUHAIE)KHOCTh OpraHa BETBH MOCYAAPCTBEHHOW M MYHULIUIIATBHON
BJIACTU U YIPABJICHUS 110 PEKBU3UTaM JOKYMEHTOB,

OIPEJIEIIATh TUI APXUBHOTO YUPEKACHHS, IPUHUMAIOIIET0 apXUBHBIE (DOHIIBI
COOTBETCTBYIOIIEIO0 OpraHa rocy/1lapCTBEHHONW U MYHUIIMIIAJIbHOMN BJIACTH;
OMHMpPasACh Ha OQUIMANBHBINA CAalT apXUBHOTO YUPEXKACHUS, YCTAHOBUTH €r0 MECTO B
COBPEMEHHOM CETU apXUBHBIX yupexaeHui Poccuu.

IApxuBOBEICHNE

Bnanets

HaBbIKaAMU I/I}ICHTI/I(I)I/IKaI_II/II/I APXMUBHBIX TOKYMEHTOB I10 IMPUHAIJIC)KHOCTb OpraHa
BCTBH FOCyI[apCTBeHHOﬁ n MyHHHHHaHLHOﬁ BJIaCTH U YIPABJICHUA 110 PEKBU3UTAM;
HaBBIKOM I/II[eHTI/I(bI/IKaHI/II/I HOPMAaTUBHBIX aKTOB, PETTIAMCHTHUPYIOMIUX ACATCIbHOCTH
ToCyAapCTBEHHOI'O0 NI MYHUIIUITIAJIbHOI'O apXUBHOTO YUPCIKACHUA ;

HaBbIKaMH pa6OTBI C O(I)I/IL[I/IaJ'ILHLIMI/I DJICKTPOHHBIMU peCypCaMi OPraHOB BJIACTH U
MNOJOTYCTHBIX UM apXHUBHBIX y'{pexc/:[eHHﬁ.

3HaThb

- KOHCTUTYLIUOHHBIE OCHOBBI CHCTEM OPraHOB rOCyJapCTBEHHON M MYHUIUIIATbHOMN
BIACTU

- cratbu Konctutyuuu P® (1993 r.), mocBsiieHHbIE CHCTEME OPraHOB
rocyJapCTBEHHON U MYHUIIUINANbHOM BIacTu

- KOHCTUTYLIHOHHO-TIPABOBOE PETYIMPOBAHUE OPraHU3aLUN CUCTEMBI FOCYJAPCTBEHHOM
BJIACTH Ha (eIepaTbHOM H PETHOHAIEHOM (CyOBekTOB PD) ypOBHSAX, OCHOBBI MECTHOTO
CaMOYMpPAaBICHUS

JloxymeHTanmonHoe obecreuenne
rOCYAApCTBEHHOIO YCTpoiicTBa B PO

VmMern

- UCNOJIb30BaTh KOHCTUTYLIMOHHBIE OCHOBBI CUCTEM OPTraHOB ITOCYAAPCTBEHHON U
MYHUITUITAJIBHOH BIACTH B Oyaymieii mpohecCHOHATBHON e TeTbHOCTH
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- UCToNb30BaTh 3HaHue cTateit Konctutyimu PO (1993 r.), MOCBALICHHBIX CHCTEME
OpraHoOB rOCYAapCTBEHHOW U MyHHLIMIIAIbHON BIACTH

- NCTIONIB30BaTh 3HAHNE OCHOB KOHCTHTYLIMOHHO-TIPABOBOTO PETYJINPOBAHUS
OpTaHM3aIMH CHCTEMBI TOCYIapCTBEHHOH BIAaCTH Ha (eIepaIbHOM U PETHOHAILHOM
(cyonpexToB P®) ypoBHAX, OCHOBBI MECTHOTO CAMOYIIPaBIICHHS B Oymymeit
npodeccroHaIBHOM AeATETPHOCTH

Bnagets

- IpUEMaMU UCIIOJIb30BaHMsI 3HAHUSI KOHCTUTYLIMOHHBIE OCHOBBI CCTEM OPraHOB
TOCYapCTBEHHOH W MYHHUIIUITATBHON BIacTH B OyIymed mpodeccnoHaIbHOM
IeATENLHOCTH

- MpUeMaMU UCTIONb30BaHus 3HaHus crareit Koncturyuu PO (1993 r.), mocBsieHHbIX
CUCTEME OPraHOB I'OCYJAapPCTBEHHOM U MyHULIMIIAJILHOM BIIACTH

- MpUEMaMU HCTIOIb30BAHMsI 3HAHUSI OCHOB KOHCTUTYIIMOHHO-TIPABOBOTO
PEryIUpOBaHUS OPTaHH3AIMK CHCTEMbI TOCYIaPCTBEHHON BIACTH Ha (peiepaibHOM U
peruoHanbHOM (CyObekToB PXD) ypOBHSIX, OCHOBBI MECTHOT'O CAaMOYIPABIICHHS B
Oyayuiel mpodecCHOHANBHOM JeITEeIBHOCTH

3HaTh

- UCTIOJIb30BAaTh 3HAHMS O Cliel(UKE OPraHOB rOCyJapCTBEHHOM KaK CyObEKTOB
aJIMUHUCTPATUBHBIX NPABOOTHOLICHHUH B Oynyliel npoecCHOHAIbHON AeSTeIbHOCTH
- UCTIOJIb30BaTh 3HAHMS O cliel(UKEe OPraHOB MYHHIUIIAILHOM BIACTH KaK CyOBbEKTOB
a/IMUHUCTPATUBHBIX MPABOOTHOLIEHUH B Oy rymieit mpodecCHOHATBHON AeSTEIbHOCTH
- aHAJIM3UPOBaTh HOPMATHBHO-TIPABOBBIE AKThl OPIaHOB FOCYJAPCTBEHHOI BIACTH C
TOYKH 3PECHUS OTPAXKEHUS B HUX 3/IMUHACTPATUBHO-TIPABOBOM HH(OPMAIINU

- aHAJIM3UPOBAaTh HOPMATHBHO-TIPABOBBIE AKThl OPTaHOB FOCYJAPCTBEHHON U
MYHUIUNAIbHOHN BIACTH C TOUKU 3PEHUS OTPAXKEHUS B HUX aJJMHUHUCTPATHBHO-
npaBoBOW MH(GOPMAIHH

VYmMers

- IpHeMaMH MCIOIb30BaHMs 3HAHUH O CTIe[U()UKE OPraHOB TOCYIapCTBEHHOM Kak
CyOBEKTOB aJ]MUHHCTPATHBHBIX PAaBOOTHOIIEHUH B Oyaymiei npodeccrnonansHOM
JIeSITETbHOCTH

- IpreMaMH UCIIOIb30BAHNUS 3HAHUH O crienn(uKe OPraHOB MYHHUIIMIIATBHOM BIacTH
KakK CyOBEKTOB aIMHHUCTPATUBHBIX ITPABOOTHOIICHNH B OyIymiel mpodeccnoHaIbHOM
JIeSITETTBHOCTH

- MpreMaMy aHaJIM3a HOPMATHBHO-TIPABOBBIX aKTOB OPT'aHOB I'OCY/IapPCTBEHHOH BIIACTH
C TOYKH 3pEHUS OTPAKECHUS B HUX aMUHUCTPATHBHO-TIPAaBOBON MH(pOpMAIMN

- IpYeMaMU aHaJIn3a HOPMAaTUBHO-IIPABOBBIE AKTOB OPraHOB FOCYAAPCTBEHHON U
MYHUIUNAIbHOHN BIACTH C TOUKU 3PEHUS OTPAXKEHUS B HUX aJJMUHHUCTPAaTUBHO-
paBoBOW MH(POPMAIHH

II[OKny:HTaI_[I/IOHHOG obecrnieueHue
AIMUHUCTPATUBHBIX OTHOIIICHUH B

Bnanets

- UCTIOJIL30BAaTh 3HAHMS O CIIeIM(UKE OPraHOB rOCYJapCTBEHHON KaK CyOBEKTOB
aIMUHUCTPATUBHBIX NPABOOTHOLIECHUH B Oynyniel npoecCHOHATIBHON AESTEIbHOCTH




Cmpykmypnwlii d1emMenm KoMnemeHyuu

Inanupyemvie pezynvmamol 00y4eHus:

Cmpyxmypubiii 21emenm
06pazosamenbHOl NPOSPaAMMbL

- UCTIONIb30BaTh 3HAHMS O CrielU(UKE OPraHOB MYHHIIUIIAILHOMN BIIACTH KaK CyOBEKTOB
aJIMIHUCTPATUBHBIX IPABOOTHOLIECHUH B Oyrymieii mpodecCHOHATBHON AESTEIbHOCTH
- aHAJIM3UPOBATh HOPMATUBHO-TIPABOBBIE aKTHI OPTaHOB TOCYIaPCTBEHHOI BIACTH C
TOYKH 3PEHUS OTPAXKCHUS B HUX aIMUHACTPATUBHO-TIPABOBOM HH(POPMAINU

- aHAJIM3UPOBATh HOPMATUBHO-TIPABOBBIE aKTHI OPIaHOB TOCYIAPCTBEHHO 1
MYHHUIUIIAJIbHON BJIACTH C TOYKHU 3PEHHS OTPAKEHHS B HUX aIMHHUCTPATHBHO-
paBOBOH MH(OPMAIHH

3HaTh

- CHCTEMY OPraHOB rOCYJapCTBEHHON U MyHULIMIIAIbHON BiacTu B PO

- CHENU(UKY OPraHOB TOCYIapCTBEHHOH BIACTH KaK CyOBEKTOB IPaskAaHCKHX
MPaBOOTHOIEHU I

- CHIeUU(HKY OpPraHOB MYHHLUNAIEHON BIACTH KaK CyOBEKTOB IPaXKIaHCKUX
MPaBOOTHOLUEHUN

YMmerb

- UCTIOJIb30BAaTh 3HAHMS O CrielM(UKE OPraHOB IOCYIAPCTBEHHON U MyHUIIMITIAIBHOM
BJIACTH KaK CyOBbEKTOB I'PaykIaHCKHUX MPABOOTHOIIEHUH B Oyayiei npodeccrnonansHO
JIeSTENIBHOCTH

- QHAJIM3UPOBATH HOPMATUBHO-IIPABOBBIEC AKThl OPTaHOB I'OCYJapCTBEHHOM BJIACTU C
TOYKH 3PEHHUS OTPAXKECHUS B HUX I'PaXIaHCKO-TIPaBOBON MH(POPMAIIUH

- aHAJIM3UPOBAaTh HOPMATHBHO-IIPABOBBIE aKThl OPTaHOB FOCYJAPCTBEHHON U
MYHUIUNAIbHOHN BIIACTH C TOUKU 3PEHUS OTPAXKEHUS B HUX IPAXKAAHCKO-TIPABOBOM
HHPOpPMATUU

JlokymMeHTallnOHHOE 00eCTIeueHre TPaKIaHCKUX
oTHOIIEHHH B PD

Bnagers

- IpUeMaMH UCTIONb30BaHMS 3HAHUH O CIeU(HKe OPraHOB rOCYIapCTBEHHOH 1
MYHHIUIAJIbHON BJIACTH KaK CyOBEKTOB IpaXkJaHCKMX IPAaBOOTHOIICHHH B Oyaymien
npodeccrnoHabHOM AeATeTbHOCTH

- IpUeMaM¥ aHaJIM3a HOPMaTHBHO-TIPABOBBIX aKTOB OPT'aHOB T'OCYIapCTBEHHOH BIACTH
C TOYKH 3PEHUS OTPAKEHUS B HUX IPAKIaHCKO-TIPaBOBOH MH(pOpPMAaIN

- MIIHEeMaMH aHaJIN3a HOPMATHUBHO-IIPABOBBIX AaKTOB OPraHOB T'OCYAApPCTBEHHOHN U
MYHHUIUIAJIBHOM BIIACTH C TOUKH 3PEHHUS OTPAXKEHUS B HUX IPAXKAAHCKO-TIPABOBOM
nHPOpPMALTIT

3HaTh

CMPYKmMypy u QYHKYuu op2anos 2ocy0apcmeentoll u MyHUYunaIbHOU 61acmu,
3Q0eliCMBOBAHHBIX 6 pabome no omeemam Ha 0OpaujenUst 2padcoaH.

YMmeTrh

onpedejmmb cocmas u 0053aHHOCMU QONHCHOCIMHBIX Juy, omeencnieeHHblxX 3d
opeaHuIayuro pa6ombl c 06pau;enu;mu zpaofcdaH, onupasiCo Ha J1OKAlbHbvle aKmbobl
OAHHBIX OpecaHoe8 61acmu.

Opraanzanus paboTsl ¢ 00paLICHUIMH TPaXIaH

Bnaners

HABBLIKAMU NOUCKA UHGOpMAYUU 0 CMPYKmMype 0p2aHo8 20Cy0apCmeeH Ol U
MYHUYUNANBHOU 871ACMU HA OQUYUATBHBIX CAliMAx 0p2aHo8 61acmu U ynpasienus, a
maxokce Ha cnpasoyHo-ungopmayuonnom Mnmepnem-nopmane «llopman
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eocyoapemeennuix yciye Poccutickoii @edepayuuy, nagvikamu omoéopa HOpMamueHo-
npagosuIX AKmos, 3aKOHOO0AMeNbHO Pe2laMeHMuUpyrowux pabomy ¢ oopaujeHuamu
2PAd*COaH 8 YKA3AHHBIX OP2AHAX, 8KAIOYAS HEOOX0OUMbLU HAOOD JIOKAbHLIX AKMOS.

3HaThb

- cIenU(UKY OpraHoB TOCYIapPCTBEHHO BIACTH KaK CyObEKTOB IPayKIaHCKHUX
[IPaBOOTHOLIEHUI

- CHENU(UKY OPraHOB MyHHIUNAIEHON BIACTH KaK CyOBEKTOB IPXKIAHCKUX
MPaBOOTHOIICHUH

- CHCTEMY OPraHOB rOCYJapCTBEHHON U MyHULIUNAJIBHOU BiacTH B PD;

- IPaBOBOE PEryJIMPOBAHIE OPraHU3ally CUCTEMBI TOCYAAPCTBCHHON BIIaCTH Ha
(henepaspHOM H perHOHANEHOM (CyOBekTOB PD) ypOBHSAX, OCHOBBHI MECTHOTO
CaMOYTIPaBJICHUS

- TEOPETUYECKHUE U HCTOPHUECKIE OCHOBBI COBPEMEHHON CHCTEMBI OPTaHOB
rOCyJIapCTBEHHOW U MYHUIIMIIAJIbHOM BIacTH

YMmerb

- TOJIKOBaTh I'Pa’kJaHCKO-TIPAaBOBBIC HOPMBI, TIOCBSIIEHHBIE CHCTEME OPTaHOB
roCyJlapCTBEHHOW U MYHULMIIAJIbHOM BIacTH

- CaMOCTOSATEJIBHO OCYIIECTBIIATE: MOUCK, aHAIN3, CUCTEMAaTHU3aIUI0 TPaXKAaHCKO-
npaBoBoi MH(pOpMALMHK B chepe CUCTEMBI TOCYJapCTBEHHOH BJIACTH Ha (eiepaibHOM U
pernoHansHOM (CyObekToB PD) ypoBHSIX, OCHOBBI MECTHOTO CaMOYTIPABIICHHS

- aHAJIM3UPOBaTh T'PakKJAaHCKO-TIPABOBBIE HOPMBI BO B3aMMOOTHOIIEHUSIX C
(henepaybHBIMK ¥ peTHOHAIBHBIME (CyOBekTOB PD) opranamu rocynapcTBeHHOM
BIACTU M MECTHOTO CaMOYTIPABIICHHS

/1emonpon3BoICTBO MyHUIIMITIAIBHBIX
lydpexaeHui

Bnagers

- BO3MOXKHOCTBIO MEKINCIUILTHHAPHOTO IPUMEHEHHS TPa’k1aHCKO-TIPABOBBIX OCHOB B
cdepe crcTeMbl TOCYIapPCTBEHHOM BIIaCTH Ha (he/iepaibHOM M PerHOHAILHOM
(cyobekroB PD) ypoBHSX, OCHOBBI MECTHOTO CAMOYTIPABIICHUS;

- mpoeCcCHOHANBHBIM S3bIKOM B c(hepe OpraHU3aLIK CUCTEMBI TOCYIapCTBEHHOM
BJIACTH Ha (eJiepaibHOM U pEeTHOHATIBHOM (cyObekToB PD) ypoBHSIX, OCHOBBI MECTHOTO
CaMOyTIpaBJICHHUS;

- HaBBIKaMH PabOTHI C HICTOYHUKAMHU TOCYAAPCTBEHHOTO M MyHHIIMTIAIILHOTO MIPaBa

- HaBBIKAMH aHaJIN3a Pa3INIHBIX IPABOBBIX ABICHUH, IOPUANIECKAX (DAKTOB, IPABOBBIX
HOPM M IIPAaBOBBIX OTHOIICHHUH B cpepe OpraHn3aliiil CHCTEMBI FOCYJapCTBEHHOM
BJIACTH Ha (eIepaTbHOM H PETHOHAIEHOM (CyOBekTOB PD) ypOBHSAX, OCHOBBI MECTHOTO
CaMOYIpaBIICHNUSI, SIBJIIOMINXCS 00BEKTaMH ITPOPECCHOHAIBHON JIESITeIbHOCTH;
aHaIu3a NPaBOIPUMEHUTEIBHON U IPaBOOXPAHUTENLHON PAKTUKU; pa3pelIeHns
MPaBOBBIX MPOOJIEM U KOJUIM3HH B 00JIaCTH TOCYIapCTBEHHOTO W MyHHUIIMITIAIBHOTO
npaBa

- crloco0amMu COBEPLIEHCTBOBAHUS MPO(ECCHOHANBHBIX 3HAHUH U YMEHUH ITyTeM
MCII0JIb30BaHMsI BOBMOXKHOCTEH MH(OpMAaMOHHOI Cpeibl
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OIIK-4-B1ajeHreM HABBIKAMH HCII0JIb

NMPaBOBBIX 023 JaAHHBIX, COCTABJICHUH OUOINOrpaduuecKnX U apXUBHBIX 0030poB

30BaHUA KOMH])]OTepHOﬁ TEXHUKH H HH(l)OpMaIII/IOHHI)IX TEXHOJIOTHI B MONCKE HCTOY

HUKOB H JIMTEPATYypPbl, UCIIOJIb30B AHUH

3HaTh

Ha3BaHUs HHPOPMAIIMOHHO-TIPABOBBIX IOPTAJIOB Pa3MEIICHHUS aKTyalbHBIX U
yCTapeBIINX HCTOYHUKOB, 3aKOHOAATEIBHO PErTIaMEHTHPYIOIIUX padoTy ¢
JOKYMEHTaMH, a Takoke Ha3BaHHs Hay4HO-TIPaKTHYECKHUX )KyPHAIOB I10
JeJIONPOU3BOJICTBY M apXHUBHOMY JI€JIy; YCIIOBHS ITOJIb30BaHMS 00pa30BaTeNbHbIM
noptanoM MI'TY, 6a3oii amextporHo# 6nbmmorekn MI' TV

Ha3BaHMs JEHCTBYIOINX MPO(ECCHOHATBHBIX (POPYMOB.

OCHOBEI JAOKYMCHTOBCIACHUSA

Vmers

COCTaBJISITh TEMATHUCCKHI O630p HAYYHBIX CTaTeﬁ; 0630p AaBTOPOB Ha OCHOBC FOI[OBOﬁ
MOAIMUCKH XKXYypHaJa; OUCHUBATL U BbIABIATH 00BEM U KaYECTBO I/IHq)OpMaL[I/II/I,
npez[naraeMoifl I/IHTepHGT-I/ICTOIIHI/IKaMI/I 110 ACJIONIPOU3BOACTBY M apXHMBHOMY JCITY

Bnagets

HaBbIKaMH MPUMCEHCHUA OIICpAlH ITOUCKA I/IH(i)OpMaI_[I/II/I B [IOMCKOBBIX CUCTEMAX, B
TCKCTC KOHKPETHOI'O JOKYMCHTA PA3JIMIHBIX (I)OpMaTOB.

3HaTh

- TUIIbI HCTOYHHUKOB I/IH(bOpMaHI/II/I;
- THUIBI IIPAaBOBBIX 6a3 JaHHBIX

Vmers

- HAXOJUTh UCTOYHUKH U JIUTEPATYPY MPHU MOMOIIHM HHHOPMAIUOHHO-
KOMMYHHUKAIIMOHHBIX TEXHOJIOTHH;
- TOJTb30BAThCs OMOIMOTpaUIECKUMHU 0030paMH, COCTABIISTh UX

[IponBHXKEeHNE HAYYHOH NPOLYKLUU

Bnagers

- IPAaKTHYECKUMH HaBbIKaM{ MCHOJIB30BaHUs Onbimorpaduaeckux 0630poB, Ux
COCTAaBJICHUS;

- IPAaKTUYECKUMU HABBIKAMM ITI0MCKA UCTOYHHUKOB U JIUTEPATyphl C IPUMEHEHUEM
MH(QOPMAMOHHO-KOMMYHHUKAIIMOHHBIX TEXHOJIOTHH

3HaTh

- 0COOEHHOCTH MCIIOIb30BAHKS KOMITBIOTEPHOU TEXHUKH U HH(OPMAIHOHHBIX
TEXHOJIOTHH NIPU COCTABICHUH U O(DOPMIICHUH CITYKEeOHBIX JOKYMEHTOB

- OCO6eHHOCTH HCTI0JIb30BaHUA IMMPAaBOBBIX 0a3 JAHHBIX MTPU COCTABJICHUU U
odopMIIeHHHN CITYXKEeOHBIX JOKYMEHTOB

- 3aKOHOJIATEJIbHYIO0 M HOPMaTHBHO-METOJMUECKYIO 0a3y, perilaMeHTHPYIOILYIO
prMeHeHNe HH()OPMAIIOHHBIX TEXHOJIOTHI IPU COCTABICHUH M O(OPMIICHUN
CITy’)kKeOHBIX JOKyMEHTOB

- BUJBI HH(POPMAITMOHHBIX TEXHOJIOTHIH;

- IPUEMBI U CIIOCOOBI pabOTHI C KOMITBIOTEPHOH TEXHUKOW M HH(POPMaMOHHBIMH
TEXHOJIOTHSIMU B ITIOUCKE NCTOYHHUKOB M JINTEPATYPbI

- IPUEMBI U CIIOCOOBI pabOTHI C KOMITBIOTEPHOI TEXHUKOW U HHPOPMAIIMOHHBIMH
TEXHOJIOTHSIMU B UCIIOJIb30BAaHUH IIPABOBBIX 0a3 JaHHBIX;

- IPUEMBI U CIIOCOOBI pabOThI C KOMITBIOTEPHOH TEXHUKOW M HH(POPMaMOHHBIMH

TEXHOJIOTHSIMH B COCTABJICHIH OMOIHOTpapUIeCcKIX CIMCKOB

[TpakTHKyM I10 COCTABJICHHIO U O(OPMIICHHIO
CITy>kKeOHBIX JTOKyMEHTOB
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YMmerh

- paboTaTh ¢ KOMIBIOTEPHOU TEXHUKON M MH()OPMALIMOHHBIMU TEXHOJIOTHSIMU B ITOUCKE
HCTOYHHKOB U JIUTEPATYPHI

- paboTaTh ¢ KOMIBIOTEPHOI TEXHUKOH 1 HHYOPMALMOHHBIMH TEXHOJIOTHAMH B
HCIIOJIB30BAaHUH NIPABOBBIX 0a3 JaHHBIX

- paboTaTh ¢ KOMIBIOTEPHOI TEXHUKOI ¥ HHOOPMAIIMOHHBIMY TEXHOJIOTHAMH B
COCTaBIICHIH OMOIHOTpaUIECKUX CITHCKOB

Bnagets

- Ipo(ecCHOHANBHON TEPMHUHOJIOTHEH B chepe HHPOPMALOHHBIX TeXHOJIOT Uil

- IpHEMaMH U CIIoco0aMul paboThl ¢ KOMITBIOTEPHOH TEXHUKOI U HH)OPMAIIMOHHBIMH
TEXHOJIOTHSIMH B TIOMCKE UCTOYHHKOB U JIUTEPATYPHI

- IpHEMaMH U CIIoco0aMul paboThl ¢ KOMITBIOTEPHOH TEXHUKOI U HH)OPMAIIMOHHBIMH
TEXHOJIOTHSIMU B UCIIOJIb30BaHUH TIPABOBBIX 0a3 JaHHBIX

- IpUeMaMH U criocodaMu paboThl C KOMITBIOTEPHON TEXHUKOH M MH()OPMaMOHHBIMU
TEXHOJIOTHSIMU B COCTaBJICHUH OHOJIMOrpaduIeckux CucKoB

3HaTh

OCHOBHBIC ITOHATHUS M OMPEICICHUs B 007acTh obecreueHuss HHYOPMAIIMOHHON
0€30MaCHOCTH U 3alUThI HHGOPMAIIHH.

Ki1accu(UKaIMy BPEIOHOCHBIX IPOrpaMM

CHOCO6I)I 3allUThI I/IH(bOpMaHI/II/I B aBTOMAaTHU3UPOBAHHBIX CUCTEMAX O6pa6OTKI/I JAaHHBIX,
FJ'IO62U'H)HI)IX 1 JIOKAJIBHBIX CCTAX, 3allIUThI OT BPCJOHOCHBIX ITpOorpaMm

YMmerh

COXpaHATh HHPOPMAIIHIO OT HECAHKIIMOHUPOBAHHOTO JTOCTYTIA.
HACTpanBaTh U UCMOJH30BATh CIIEUATN3UPOBAHHOE aHTUBUPYCHOE TI0.
HCIIOJIE30BaTh METOJIBI M CPEJICTBA 3aITUTH HH(POPMAIIHH.

O6paboTKa 1 3aImuTa JOKYMEHTHPOBAHHOI
nHbopMaLuu

Bnanets

mpodecCHOHATEHBIM SA3BIKOM MPEIMETHOM 00JIaCTH 3HAHMS.

HaBBIKaMU 3aIIUTH H OOPHOBI ¢ BPEAOHOCHBIMH MPOTPAMMAaMHU.
HaBBIKAMU MPUMEHEHUSI IPOTPAMMHBIX CPEJICTB 3aIIUTHl HHPOPMAIIUH B
KOMIIBIOTEPHBIX CETSX.

3HaTh

MPUHIUIIBI ,Z[CﬁCTBI/IH 1 KOHCTPYKTHBHBIC 0COOEHHOCTH PA3TNIHBIX TEXHAYCCKUX
CpPCACTB YHPABJICHHS, UX TEXHUKO-IKCITYAaTAMOHHBIC XapaKTCPHUCTUKHU

VYMers

MOJIb30BATHCA paCHPOCTPAHCHHBIMU MTOUCKOBBIMU CUCTEMAMU, TEMATUICCKUMHU
py6p1/n<aT0paMI/I, TEMATHYCCKUMU KaTaJloraMu

MHpOopMannoHHbIE TEXHOJIOTHH B

Bnanets

HaBBIKAMU MCIOJIb30BAHUS KOMITBIOTEPHOI TEXHUKN M UH()OPMALMOHHBIX TEXHOJIOTHil
B TIOMCKE UCTOYHUKOB U JIMTEPATYPHI, HCIIOJIb30BAaHUH NIPABOBBIX 0a3 JIaHHBIX,
COCTaBJIEHUH OMOIMOTrpaMUECKUX U apXUBHBIX 0030pOB

VIOKYMCHTOBCJACHNHU U apXUBHOM JI€JI€

3HaThb

HpI/IHIII/Il'[LI ,Z[eﬁCTBHSI 1 KOHCTPYKTHBHbBIC 0COOEHHOCTH PA3INIHBIX TEXHUYCCKUX
CpPCACTB yHPaBJICHHS, UX TEXHUKO-IKCIUTYAaTAUMOHHBIC XapaKTCPHUCTUKHN

Texaudyeckue cpeacTa ynpasienus B JJOY u

VmMern

Ilonp3oBaThes pacrnpoCcTpaHCHHbIMHA IMTOUCKOBBIMU CUCTEMAaMU, TEMATUYCCKUMHA
py6pI/IKaT0paMI/I, TEMATHYCCKUMU KaTaJloraMu

apXuBa
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Bnaners HaBbIkaMu HCIIOTB30BaHUS KOMITBIOTEPHOH TEXHUKN M MHYOPMALMOHHBIX TEXHOJIOTHH
B TIOMCKE ICTOYHUKOB U JIUTEPATYPHI, HCIIOIb30BAHNY PABOBBIX 0a3 TaHHBIX,
cocTaBIeHUN OMOIMOTpadUIECKIX 1 apXUBHBIX 0030pOB
3HaTh [TpyuHIMDBI TEHCTBUSA U KOHCTPYKTUBHBIE OCOOCHHOCTH Pa3iIMYHBIX TEXHHYECKUX
CPEACTB YNPABIECHUs, X TEXHUKO-3KCIUTyaTallMOHHBIE XaPAKTEPUCTUKHI
Ymers [onb30BaThCs pacnpocTpaHEHHBIMH TTOMCKOBBIMH CHCTEMAMH, TEMaTHUECKHUMHU
BberuuciauTenbHas TEXHUKA U TIPOrpaMMHUPOBaHKE
pyOpHKaTOpaMy, TEMaTHYECKUMH KaTaJIoraMy
- —B A0V u apxuBax
Bnaners HaBbIkaMu HCIIONIB30BaHUsI KOMITBIOTEPHOM TEXHUKN M MH)OPMALMOHHBIX TEXHOJIOTHH
B TIOMCKE UCTOYHUKOB U JIUTEPATYPBhI, HCIIOJIb30BaHUH MPABOBBIX 0a3 JIaHHBIX,
COCTaBIICHUN OMOIHOTpaUIeCKIX M apXUBHBIX 0030pOB
3HaTh HOPMaTHBHYIO 0a3y HCIIOJIb30BaHUSI KOMIBIOTEPHON TEXHUKH U MH(POPMAIIMOHHBIX
TEXHOJIOTHH B TIOMCKE HCTOYHUKOB ¥ JIUTEPATyphl B paboTe apXuBa
- = 'YueOHast - MpaKTHKa IO MOJYYEHHIO MEPBUYHBIX
Ymers MOJIB30BATHCS KOMITBIOTEPHOM TEXHUKOW B MOMCKE HCTOYHUKOB U JINTEPATYPHI, IPU .
npodeccroHaNBHBIX YMEHUI U HABBIKOB, B TOM
COCTaBJICHUH OMOIHOTpadUIeCcKIX M apXUBHBIX 0030pOB B paboTe apXuBa .
B 6 - ~ qyciIe IEPBUYHBIX YMEHUH U HAaBBIKOB HAYYHO-
Th HaBbIKAMHU TBI C KOMITBIOTEPHOI TEXHUKOM NP IMOUCKE UCTOYHHKOB M JINTEPAT 5
Tae aBBIKAMH PAOOTBI € KOMIIbIOTCPHOM TC OM HPH TIOMCKE HCTO OB H JIMTCPATYPEL, |1 rre roBaTebCKOil AESTEIPHOCTH
NIPU COCTABJICHNH OMOJIMOTrpaduiecKux 1 apXUBHBIX 0030POB MPU PEILICHUH
npodeccHoHANIPHBIX 33/1a4 apXHuBapuyca
3Hath HOPMaTHBHYIO 0a3y MCIIOJIb30BaHHS KOMIBIOTEPHON TEXHUKH U MH(POPMAIIMOHHBIX
TEXHOJIOTHH B TIOMCKE HCTOYHUKOB U JIUTEPaTyphl B paboTe apXuBa
Ymers MOJIb30BATHCS KOMITBIOTEPHOM TEXHUKOW B MOMCKE HCTOUYHUKOB U JINTEPATYPbI, PU [Tpoun3BoACTBEHHAS - MPAKTHKA IO MOJYYESHHUIO
cocTaBjeHUH OuOIHorpadMuecKiX U apXUBHBIX 0030pOB B paboTe apXuBa npodeccroHaIbHBIX YMEHUIT U OTbITa
Buagers HaBBIKaMU pabOTHI C KOMIIBIOTEPHOH TEXHUKOI MPH MONUCKE NCTOUHUKOB U JINTEPATYPHI, NpO(eCCHOHATBHON IEATENBHOCTH
MIPY COCTaBJICHHH OMONMHOTrpadUIecKUX U apXUBHBIX 0030POB MIPU PELICHUH
npodeccHoHANIPHBIX 33/1a4 apXHuBapuyca
3Hath HOPMaTHBHYIO 0a3y HCIIOJIb30BaHUSI KOMIBIOTEPHON TEXHUKH U MH(POPMAIIMOHHBIX
TEXHOJIOTHH B MIOMCKE HCTOYHUKOB U JIUTEPATyphl B paboTe apXuBa
Ymers MOJIB30BATHCS KOMITBIOTEPHOM TEXHUKOW B MOMCKE HCTOUYHUKOB U JINTEPATYPbI, PU
cocTaBjeHUH OubarorpadMuecKux U apXUBHBIX 0030pOB B paboTe apxuBa [Tpou3BOACTBEHHAS — MPEIUILIOMHAS ITPAKTHKA
Bnaners HaBbIKaMU pabOThI C KOMITBIOTEPHOH TEXHUKOW TP MOUCKE UCTOYHHUKOB U JINTEPATYPBI,
TIPY COCTaBIICHUH OMOMHOTrpadIecKuX U apXUBHBIX 0030POB MIPH PELICHUH
npodeccHoHAIBHBIX 33/1a4 apXuBapuyca
OIIK-5- BiageHHeM 3HAHMSIMM B 00JIACTH MPABUJI MYOJIUKAIIMN MCTOPUYECKMX HCTOYHHUKOB U ONIEPATUBHOIO M3/1aHUS IOKYMEHTOB
3HaTh TEXHOJIOTHH, METObI U TPaBUIIa MyOINKAIIMA HCTOPUIECKUX UCTOYHUKOB

OTIEpaTUBHOTO M3/IaHUS JOKYMEHTOB COTJIACHO MPOQEeCCHOHAIBHON HOPpMATHBHOM 0a3ze,
B TOM YHCJIE C IPUMEHEHUEM HH(DOPMAIIMOHHBIX TEXHOJIOTUH

Beeaenne B mpodeccuio
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YMmerh

OpPTaHHU30BaTh IyOINKAIMIO HICTOPHYECKUX HCTOYHUKOB U OTIEPATHBHOTO M3/IaHHs
JOKYMEHTOB C IPIMEHEHHEM HH(OPMAIIOHHBIX TEXHOIOTHH

Bnagets

npueMamMu, HaBbIKaM1 1 METOAUKAMU CO3JaHUs COHpOBO[[HTeJ'IbHOﬁ JAOKYMCHTallUU K
ny6m/u<au1/11/1 HUCTOPUYCCKUX UCTOUYHUKOB B pa60Te ApXMUBHUCTA, a TAKKE
OpPraHn3aUOHHBIMU TEXHOJOTUAMUA ONIEPATUBHOI'O U3AAaHUA TOKYMEHTOB apXnBa B
OJICKTPOHHOM BHIC

3HaTh

- [IpaBOBbIC OCHOBBI Hy6J’II/IKaHI/II/I HUCTOPUYCCKUX UCTOUYHHUKOB,
- [IpaBrJjia ONCPATUBHOI'O U3aHUSA JOKYMCHTOB

YMmerb

- UCTIOJIb30BaTh 3HAHMS B 00JIACTH MPABOBOTO PETYJIMPOBaHUS pabOTHI C
HCTOPHYECKUMH NCTOYHHKAMH B Oynymiel mpodeccnoHanbHOM A TeIbHOCTH;
- NCTIONIb30BATh 3HAHMS TPABHII ONIEPATHBHOTO M3JaHUS JOKYMEHTOB B
npodeccHoHaIBHOM NeSTeNbHOCTH IOKYMEHTOBEIa ¥ pabOTHHKA apXHBa

JIOKyMEHTaIIHOHHOE 00eCIIeueHUE apXUBHOTO
Imea 1 uHpOpPMATMOHHOI chepsl B PD

Bnagets

- IpUEMaMU UCTI0JIb30BAHUA 3HAHUI B 00JIaCcTH paBujI Hy6J'II/IKaLII/II/I HCTOPHUYCCKUX
HCTOYHHUKOB B HpO(beCCI/IOHaJ'ILHOI\/’I ACATCIbHOCTH JOKYMCHTOBEAA U pa6OTHI/IKa apxuBa
- IpUEMaMHU UCTI0JIb30BAHUA 3HAHUI B 00JIacTH OIICPATUBHOI'O U3JaHUA JOKYMCHTOB B
HpO(I)CCCHOHaHBHOﬁ ACATCIBbHOCTH NJOKYMCHTOBEAA U pa6OTHI/IKa apXxuBa

3HaTh

TCXHOJIOIMU, MCTOABI U IIPpaBUja Hy6J'II/IKaLII/II/I HUCTOPUYCCKHUX UCTOYHUKOB 1
OIICPATUBHOI'O U3JaHUA JOKYMEHTOB COTJIACHO HpO(I)eCCPIOHaJ'ILHOﬁ HOpMaTHBHOﬁ 6336,
B TOM YHCJIC C IPUMCHCHUCM I/IH(I)OpMa]_II/IOHHBIX TEXHOJIOTHH

VYmMers

OpraHn30BaATh ny6nm<aumo HUCTOPUYCCKHUX UCTOYHHUKOB 1 OINICPATUBHOI'O U3AaHUA
JAOKYMCHTOB C IIPUMEHCHUCM I/IH(i)OpMaI_II/IOHHBIX TEXHOJIOTHIH

Beenenue B npodeccuro

Bnagers

MpUeMaMHU, HaBbIKaMHU ¥ METOJIMKAMHU CO3JaHMsI CONPOBOAUTEILHON JOKYMEHTALUH K
My OJIMKAIIAN HCTOPHYECKIX HICTOYHIKOB B Pa0OTE apXUBUCTA, a TAKKE
OpraHU3allMOHHBIMU TEXHOJIOTUSMH OIIEPATUBHOIO U3AaHUs JOKYMEHTOB apXHBa B
3JIEKTPOHHOM BHUJI€

OIIK-6-
NpUMeHeHHeM HHPOPMALHMOHHO-KOMM

CMOCOOHOCTHIO pelIaTh CTAHAAPTHDIE 3224 NPO(eCcCHOHAIBHOM JeTeJIbHOCTH HA 0CHOBE HH(OPMALMOHHON U 0MbIuorpaduveckoii KyJabTypbI C

HHUKALMOHHbBIX TEXHOJIOTHI U C Y4€TOM OCHOBHBIX TpeﬁOBaHl/Iﬁ I/IH(l)OpMaIlHOHHOﬁ 0€30MaCHOCTH

3HaThb

- OCHOBHBIE TIOHATHS U METOJIbI TEOPUHU BEPOSTHOCTEH M CTATUCTHUECKOTO aHAJIN3a
Pe3yIbTaTOB SKCIIEPUMEHTA

IMaTeMaTHKa

YmeTs - KOPPEKTHO BBIPAXKaTh U apryMEHTHPOBAHO OOOCHOBBIBATH MOJOKEHHUS IPEAMETHOM
00acTH 3HaHUS JUIS IOCTAHOBKH M PEIIECHNSI KOHKPETHBIX MPHUKJIATHBIX 33024
Bnanets - TOTOBUTH U PEJAaKTUPOBATh TEXHUYECKUE TEKCThI C MATEMATUYECKOM CUMBOIMKON MIIH

(dhopmymamu, myOIMYHO MPEACTABIIATH COOCTBEHHBIC U U3BECTHBIC HAYUHBIE PE3YIIbTa-
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TBI, BECTH AUCKYCCHU;

- HaBBIKaMH1 U MCTOJHKaMH 0606H16HI/I$[ PE3YJIbTATOB PCUICHNA, 3KCHepI/IMeHTaHLHOﬁ
JACATCIBbHOCTHU

3HaTh

- ®enepanbHerii 3axoH oT 20.02.1995 N 24-®3 (pex. ot 10.01.2003) «O6 uadopmarmm,
UHGPOPMATU3ALNH H 3aLIUTEe HHPOPMALIUI
- CIIOCO0BI PEIICHHUS] CTAHIAPTHBIX 33124 B IPO(YECCHOHAIBLHOM ACATENbHOCTH

Vmers

- TIOJIL30BaThCs OUOIHOrpadhUECKUMHU CIIUCKAMH, COCTABIIATh UX;
-IPUMEHSTh HHYOPMALIHOHHO-KOMMYHHUKAMOHHBIC TEXHOJIOTUH C YY€TOM OCHOBHBIX
TpeOoBaHMi HHPOPMAITMOHHOH O€30MaCHOCTH

[IponBrXKeHNE HAYYHOH NPOLYKLUU

Bnagets

- MPaKTHICCKIMH HaBBIKAMH HCIOJIH30BAHUS ONOTHOTpadUIECKUX CIICKOB, HX
COCTaBJICHUS,

- MPaKTHICCKAUMH HaBBIKAMU TIPIMEHEHHUS HHPOPMAINOHHO-KOMMYHUKAITOHHBIX
TEXHOJIOTHI

3HaTh

OCHOBHBIC MOJIOKECHUS TOCYAaPCTBEHHON MOJIUTHKU obecnedeHus: HHPOPMAITHOHHOM
0e30MacHOCTH U 3aIIUTHl HH(POPMAIIUH.

HOPMbI HH)OPMALIMOHHO ATUKHU U TIpaBa.

NPUHLMUIBI Pab0THI ¢ MH(pOPMALel Ha pa3IndHbIX Pecypcax, ¢ y4eToM TpeOOBaHUH
MHPOPMAIMOHHON 6€301aCHOCTH.

YMmerh

NPUMEHSTH Ha PAaKTHKE COOTBETCTBYIOIME TPEOOBAHUS U HOPMBI 0OECTICYEeHHS
nH(OpMaLMOHHO# 6€30IIaCHOCTH M 3aIUTHI HH(pOpMALIKH.

co0JIo1aTh NIpaBa MHTEIJIEKTYalbHONH COOCTBEHHOCTH Ha MH(OPMALIHIO.
oopMIIATh Pe3yNIbTaThl HCCIIEIOBAHUIM U BECTH TEKYIIYIO paboTy C yU4eTOM
TpeboBaHui 1 HOpM obecredeHNs] HHPOPMAITMOHHOW 0€30MaCHOCTH U 3aIIUThI
HHQOPMAIIUH.

O6paboTKa 1 3amuTa JOKYMEHTHPOBAHHOI
nHbopMaLuu

Bnanets

OCHOBHBIMH METOJJAMHU MCCJIEIOBAHUsI B 00J1aCTH HHPOPMAIIMOHHOM 6€301aCHOCTH U
MMPaKTUYCCKUMU YMECHUAMU U HABBIKAMU WX HUCIIOJIB30BaHUA.

00IIMMY IPUHIUIIAMH COOJIFOIeHHs TPeOOBaHUH MH(MOPMAIIMOHHON 3THKH U ITpaBa.
Croco6amMu COBEpPIIEHCTBOBAHUS NPO(ECCHOHAIBHBIX 3HAHNI U YMEHUH IyTeM
MCIIOJIb30BaHMSI BOBMOXKHOCTEH MH()OPMALMOHHOM Cpe/ibl, C y4eTOM TpeOOBaHUN
TOCYAApCTBEHHBIX HOPMAaTHBHBIX aKTOB M MH()OPMAIIMOHHOM ITHKH U TIpaBa

3HaThb

HpO(i)CCCI/IOHaJ'ILHy}O TECPMHUHOJIOTUIO, 3aKOHOAATCIIbHYIO 1 HOPMATUBHO-METOJUICCKYIO
633}/, PErIaMCHTUP YOI YO IPUMEHCHUEC I/IH(i)OpMaL[I/IOHHBIX TEXHOJIOTHI B
JACATCIBbHOCTHU OpFaHI/IBaHI/Iﬁ

MH(pOopMaTMOHHBIE TEXHOJIOTHH B
IIOKYMEHTOBEJICHUM U aPXUBHOM JIEJIe

VmMern

OpraHn30BaTb ABTOMATU3UPOBAHHOC pa60qee MECTO AJIs1 BBIITOJTHCHHA pa60TI:I C
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HUCIOJIb30BaHMEM HOBEHIIINX IPpOrpaMMHO-TCXHUYCCKHUX U OPraHn3allMOHHBIX CPEACTB

Bnagets

HaBBbIKaMHU CaMOCTOSITEIbHOM paGOTbI C I/IH(l)OpMaIII/IOHHLIMI/I TCXHOJIOTUAMU,
NMPUMCHACMBIMHU B JICATCIbHOCTH COBPEMECHHBIX OpFaHI/ISaHI/Iﬁ

3HaThb

HOPMaTHBHYIO 0a3y MPpUMEHEHHsI HHPOPMAIIHIOHHO-KOMMYHHUKAIIMOHHBIX TEXHOJIOTHH C
YYETOM OCHOBHBIX TpeOoBaHMH HH(OPMALIMOHHOW 06€301acHOCTH B paboTe
apxuBapuyca

YueOHast - mpakTHKa 110 MOJYYEHHIO NEePBUYHBIX

YMmeTrh

penath CTaHAApPTHBIE 3aJa4¥ IPOECCHOHANIBLHOMN JIESITeHOCTH apXUBHCTa HA OCHOBE
nH(opMaMOHHO 1 GubIMorpaduIeckoll KyIbTyphl ¢ IPUMEHEHUEM
MH(OPMALMOHHBIX TEXHOJIOTHI

Mpo(eCCUOHATBHBIX YMCHHI U HABBIKOB, B TOM
YUCJIIC HepBI/I’-IHbIX yMeHI/Iﬁ 1 HABBIKOB Haquo-
KCCJIEIOBATEIBCKON JESITEILHOCTH

Bnanets

HaBbIKAMU MPUMEHATH HH(POPMAIIMOHHBIE TEXHOJIOTUH NPU PEIICHUN
npodeCCHOHANBHBIX 3a1a4 B paboTe apXuBapuyca

3HaTh

HOPMaTHBHYIO 0a3y NPUMEHEHHsI HH(POPMAIIHOHHO-KOMMYHHUKAIIMOHHBIX TEXHOJIOTHH C
Y4ETOM OCHOBHBIX TpeOOBaHHUN HH(POPMAITMOHHOMN 0€30MacHOCTH B paboTe
apxuBapuyca

YMmerh

penath CTaHAapTHBIE 3aJa4¥ TPOECCHOHANIBLHOMN JIESITENFHOCTH apXUBHCTa HA OCHOBE
nH(opMaMOHHO 1 GubIMorpadguIeckoll KyIbTyphl ¢ IPUMEHEHUEM
MH(OPMALMOHHBIX TEXHOJIOTHI

[Ipou3BOACTBEHHAS - IPAKTUKA 110 IIOJIyYECHHUIO
Mpo¢eCCUOHATBHBIX YMEHHI U OIBITA
poQeCCUOHANBHOM IS TEIBHOCTU

Bnagets

HaBbIKAMU MPUMEHATH HMH(POPMAIIMOHHBIE TEXHOJIOTUH NPU PEIICHUN
npodeccroHaNIbHBIX 33/1a4 B paboTe apxuBapuyca

3HaTh

HOPMaTHBHYIO 0a3y MpUMEHeHHs] HH(OPMAI[HOHHO-KOMMYHHUKAIIMOHHBIX TEXHOJIOTHH C
YYETOM OCHOBHBIX TpeOoBaHMI HH(OPMALMOHHOM 0€3011acHOCTH B paboTe
apxuBapuyca

YMmerh

pemaTh CTaHJapTHHIE 3a/1a4M PO eCCHOHANBHON AESITeIbHOCTH apXUBHUCTA HA OCHOBE
MHPOPMALMOHHON U OUOIHOTpaduecKoN KyIbTYPhI C IPUMEHEHHEM
MH(POPMAIMOHHBIX TEXHOJIOTHI

HpOI/I3BOI[CTBeHHaSI — OpEeAAUITIIOMHAs MpaKTUKa

Bnanets

HaBbIKAMU MPUMEHATH MH(POPMAIIMOHHBIE TEXHOJIOTUH NPU PEIICHUN
npodeccroHalbHBIX 337124 B paboTe apxuBapuyca

JIIK-1-cnmocoGHOCTHIO pa3padaThIBaTh NaKeThl JOKAJIBHBIX HOPMATUBHBIX AKTOB U HOPMATHBHO-METOAMYECKHX JOKYMEHTOB N0 MH(OPMALMOHHO-T0KYMEHTALIMOHHOMY
ofecneyeHHI0 YIIPABJIEHHS M APXUBHOMY XPaHEHHIO IOKYMEHTOB

3HaTh

- OTIpe/IeTICHNS] OCHOBHBIX KOHCTHUTYIIMOHHO-TIPABOBEIX IOHSATHIA B chepe
MHPOPMAMOHHO-IOKYMEHTAIIHOHHOTO 00ECIICUeHNs YIPABICHUS H apXUBHOTO
XpaHEeHHS JOKyMEHTOB

- cratey Koncrurynuu PO (1993 r.), cBs3aHHbIE ¢ perynnpoBaHueM HH(OpMalnoHHO-
JIOKyMEHTAI[HOHHOT'O 00eCIIeYeHHsl YIIPAaBICHUS U apXUBHOT'O XPaHEHHMs IOKYMEHTOB

- TEOPETUYECKHE OCHOBBI COBPEMEHHOT'O POCCUICKOIO PEryIHPOBaHUS
KOHCTHTYIIMOHHO-IIPABOBBIX HOPM B HH()OPMALIMOHHOM cepe

JloxymeHTanmonHoe obecreueHne
rOCyIapCTBEHHOTO yCTpolcTBa B PO
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YMmerh

- UCTIOJIb30BaTh 3HAHHE ONPEJICIICHUH OCHOBHBIX KOHCTUTYLIMOHHO-TIPABOBBIX OHATHH
B cepe HHOOPMAIIIOHHO-TOKYMEHTAIIMOHHOTO 00eCTIeYeHHS YIIPABICHHS U ApXUBHOTO
XpaHEHHA JOKYMECHTOB

- IcnoJb30BaTh 3HaHue crateii Koncrurynnu PO (1993 r.), cBA3aHHBIX C
perynupoBaHueM HH(YOPMAMOHHO-JOKyMEHTAIIHOHHOTO 00ECIIEUCHUS YIIPABICHUS U
apXMBHOTO XpaHEHUs JOKYMEHTOB, B Oyaymel npodeccnoHaIBHOHN AeATeNbHOCTH
-MCIOJIB30BATh 3HAHNE TEOPETUYECKUX OCHOB COBPEMEHHOT'O POCCHICKOTO
perynupoBaHusi KOHCTUTYIIMOHHO-ITPABOBBIX HOPM B HH(OPMALIMOHHOM cdepe

Bnagets

- IpUeMaMH MCTIOIb30BaHMS 3HAHNUS ONPEIEICHNI OCHOBHBIX KOHCTHTYLIHOHHO-
MPaBOBBIX MOHATHH B cepe NHPOPMAIMOHHO-TOKYMEHTAIIMOHHOTO 00eCIICUCHHS
YIpaBIEHUS U apXUBHOTO XpaHEHUS JOKYMEHTOB

- IpreMaMu UCIoIb30BaHus 3HaHusA crateil Koncrurynuu PO (1993 r.), cBA3aHHBIX ¢
perynupoBaHueM UH(OOPMALMOHHO-TOKYMEHTAIHIOHHOTO 00ECIIeYeHUs! YIIPaBICHUS U
apXMBHOTO XpaHEHHs JOKYMEHTOB, B Oyaylei npodeccnoHaIBHOM e TeIbHOCTH

- IpreMaMH UCIIOJIb30BAHNUS 3HAHUSA TEOPETHUUYECKUX OCHOB COBPEMEHHOTO
POCCHICKOTO PETYINPOBAHUS KOHCTUTYLIMOHHO-TIPABOBBIX HOPM B HH(OPMAIMOHHOH

chepe

3HaTh

OTpEeICIICHUS MPOIECCOB Pa3pabOTKH MAKETOB JIOKAIbHBIX HOPMATHBHBIX aKTOB U
HOPMATHUBHO-METOAMYCCKHIX TOKYMEHTOB 110 HH(OPMAIIHOHHO-TOKYMEHTAIIHOHHOMY
00ECTICYCHHIO YIIPABICHUS H ApXHUBHOMY XPaHEHHUIO TOKYMEHTOB

VYmMers

00cyx1aTh crocoOb! 3(h(heKTUBHOTO pelIeHUs, Paco3HaBaTh 3PPEKTUBHOE PELICHHE
ot Hea(peKkTHBHOTO, TPHOOPETATh 3HAHHS B 00JIACTH CITIOCOOHOCTH pa3padaThIBATh
HaKeThl JIOKAJbHBIX HOPMATUBHBIX AaKTOB U HOPMAaTUBHO-METOANYECKUX JTOKYMEHTOB I10
MH(POPMALMOHHO-TOKYMEHTALMOHHOMY 00SCIICYCHHIO YIPABICHHS H apXUBHOMY
XPaHEHUIO JOKYMEHTOB

Beenenue B npogeccuro

Bnagers

Croco0amMu COBEPIIEHCTBOBAHMS MPO(ECCHOHAIBHBIX 3HAHUI U YMEHHUH IyTeM
UCIIOJIb30BaHMS BOBMOXKHOCTEH MH(POPMAMOHHOM Cpe/ibl IpU CIOCOOHOCTH
pa3pabaTbIBaTh MaKeTHl JOKAJIBHBIX HOPMATUBHBIX aKTOB M HOPMATHBHO-METOIUUECKUX
JIOKYMEHTOB 110 WH(POPMAIMOHHO-TOKYMEHTAITHOHHOMY 00€CTICUeHHIO YIPaBICHUS U
ApXMBHOMY XPaHEHHUIO TOKyMEHTOB

3HaThb

[TOHATHE MTAKETOB JIOKAJIbHBIX HOPMATUBHBIX AKTOB U HOPMaTUBHO-METOIUYECKUX
JIOKyMEHTOB TI0 MH(POPMAITMOHHO-TOKYMEHTAIIMOHHOMY O0ECTIEUSHUIO YIPaBIECHUS U
apXMBHOMY XPaHEHUIO JOKYMEHTOB

VYmMmeTrh

pa3pabaThIBaTh MAKETHI JIOKAJTHHBIX HOPMATHBHBIX aKTOB U HOPMATUBHO-METOIUIECKUX
JIOKyMEHTOB TI0 MH(POPMAITMOHHO-TOKYMEHTAIIMOHHOMY O0ECTIEUSHUIO YIPaBIECHUS U
apXMBHOMY XPaHEHUIO JOKYMEHTOB

HpOCKTHaSI JACATCIBHOCTD
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Bnagets

HaBbIKAMU Pa3pabOTKH MAKETOB JIOKAJIbHBIX HOPMAaTUBHBIX aKTOB M HOPMaTHBHO-
METOJIMUYECKHX JOKYMEHTOB MO0 MH(GOPMAIIMOHHO-TOKYMEHTAaIIHOHHOMY 00€CTIEICHHUIO
YIPABICHUS X apXUBHOMY XPaHEHHUIO JOKYMEHTOB

3HaThb

OTIpeJIeNIEHUE JIOKAIBHOTO HOPMATUBHOIO aKTa, IOHATHE HOPMATUBHO-METOAMYECKOM
JIOKYMEHTAITIH, B YaCTH WH(POPMAIMOHHO-IOKYMEHTAIIHOHHOTO 00eCIICYeHUIO
YIpaBJICHUS U apXHUBHOTO XPaHEHHSI JOKYMEHTOB

Vmers

pa3pa6aTbIBaTI> MAaKEThI JIOKAJIbHBIX HOPMATHUBHBIX aKTOB 1 HOPMAaTHUBHO-MCTOJANUYCCKUC
JAOKYMCHTHI B obnactu I/IH(I)OpMaLII/IOHHO',E[OKyMeHTaLII/IOHHOFO ob0ecreueHus
YIIpABJICHUA U apXHUBHOT'O [CJid

MO,I[GJ'H/IpOBaHI/Ie CUCTCM JOKYMCHTAMHU
OpraHnu3anuuunu

Bnagets

MCETOJaMH pa3pa60T1<H MAKCTOB JIOKAJIbHbIX HOPMATHBHBIX AKTOB 1 HOPMATUBHO —
MCTOANYCCKUX NTOKYMCHTOB B 4aCTHU I/IH(I)OpMaLII/IOHHO',Z[OKyMeHTaL[I/IOHHOFO
00eCIeUYeHHI0 YIPABJICHUA U apXUBHOTI'O XPAHCHU S JOKYMCHTOB

3HaTh

OCHOBHBIC OTIPECACIICHUS, TIOHATUA U METOAbL HCCHGHOB&HHﬁ, HCIOJIb3yCMbIX B
CIIOCOOHOCTH paSpa6aTBIBaTL MaKCThI JTOKAJbHBIX HOPMATUBHBIX daKTOB U HOPMAaTHUBHO-
MCETOANYCCKUX TOKYMCHTOB 11O I/IH(i)OpMaL[I/IOHHO',I[OKyMeHTaLII/IOHHOMy 00ecreYeHUIO
YIIpABJICHUA U apXUBHOMY XPAHCHUIO JOKYMCHTOB;

Vmers

00cyxmaTh crocoOb! 3(h(hEeKTUBHOTO pelIeHus, IPHOOpeTaTh 3HAHUS B 00JIacTH
CIIOCOOHOCTH pa3pabaThiBaTh MaKeThl JJOKAIbHBIX HOPMATHBHBIX aKTOB U HOPMATHBHO-
METOANYECKUX JTOKYMEHTOB 110 MH()OPMAMOHHO-IOKYMEHTAIOHHOMY 00E€CICYESHHIO
YIPABJICHUSI ¥ apXUBHOMY XPaHEHUIO JIOKYMEHTOB;

[TpoexTnpoBaHue yIpaBIeHIECKON
ITOKYMEHTAILlK OpTaHN3alun

Bnagers

Croco0amMu COBEPIIEHCTBOBAHMS PO()ECCHOHAIBHBIX 3HAHUI U YMEHHUH IyTeM
HCIIOJIb30BaHMUSI BO3MOYKHOCTEH MH(POPMALIMOHHON CPebl IPH CIIOCOOHOCTH
pa3pabaTbIBaTh MAKETHI IOKAJBHBIX HOPMATUBHBIX aKTOB M HOPMATHBHO-METOAMYECKIX
JIOKYMEHTOB 110 WH(POPMAIMOHHO-TOKYMEHTAITHOHHOMY 00€CTIeUeHHIO YIIPaBICHUS U
ApXMBHOMY XPaHEHHUIO TOKYMEHTOB;

3HaTh

- HOpPMaTHBHO-METOJMUYECKYI0 0a3y MO JOKYMEHTAIIHOHHOMY 00€CTIeYeHUIO
yIpaBIEeHUs

- COCTaB JIOKAIbHBIX HOPMAaTHBHBIX aKTOB M HOPMaTHBHO-METOINIECKUX JOKYMEHTOB
10 UHPOPMAIHOHHO-TOKYMEHTAIIHOHHOMY 00ECIIEYeHHUIO YIIPABICHHS PA3TUIHBIX
OpTaHU3aAIIOHHO-TIPABOBEIX (OPM

- TEHJCHIIMH Pa3BUTHS HHPOPMAIIMOHHO-IOKYMEHTAIIMOHHOTO 00eCTIeYeH s
yIpaBlIeHUs;

[TpakTHKyM IO COCTABIEHUIO U O(OPMIIEHHIO
CITy>kKeOHBIX JTOKyMEHTOB

VmMern

- AHAJIM3UPOBATH YHPABJIICHYCCKHUE NOKYMEHTBI C TOUYKHU 3PpCHUA NPABUIIBHOCTU UX
COCTaBJICHUA U O(l)OpMJ'ICHI/ISI;
- AHAJIM3UPOBATH JIOKAJIbHYIO HOPMAaTHUBHO-MCTOANYCCKYHO 6a3y 10 I/IH(l)OpMaIII/IOHHO'
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JIOKyMEHTAIIHOHHOMY 00€CIICUCHHUIO YIIPABJICHHS Ha COOTBETCTBHE COBPEMEHHBIM
TpeOOBaHUM;

- COBEpIICHCTBOBATH JIOKAIbHYI0 HOPMAaTHBHO-METOJHIECKYIO 0a3y 1O
MH(POPMAIMOHHO-IOKYMEHTAIMOHHOMY 00ECIICUCHHUIO YIPABJICHUS

Bnagets

- Mpo(heCCHOHATBHBIM SI3BIKOM B 00J1aCTH HH()OPMAITHOHHO - T0KyMEHTAIIHOHHOTO
obecrieueHns yIIpaBICHIS,

- HaBBIKaMH aHAJIN3a HOPMATHBHO-METOINYECKOM 0a3bl 10 nHpOpMannoHHO-
JOKYMEHTAI[HOHHOMY OOECIICUCHHIO YIIPaBJICHHUS;

- IPAaKTHYECKUMH HaBBIKaMH{ MCIIOJIb30BaHNS YMEHUS aHAJIM3UPOBATh JIOKATIBHYIO
HOPMAaTHBHO-METOMIECKYIO 0a3y 1Mo nH(pOpMannoHHO-TOKYMEHTAIHOHHOMY
obecreyeHnIo yIpaBJieHUs Ha APYTUX JTUCIUILIMHAX, HA TIPOU3BOJICTBEHHON U
MPEAJAUILNIOMHOMN ITPaKTHUKe

3HaTh

OIIpeZIeICHUsI POLIECCOB Pa3pabOTKHU IMAKETOB JIOKAIbHBIX HOPMaTHBHBIX aKTOB H
HOPMaTHBHO-METOMYECKUX JOKYMEHTOB 10 MH(OPMALMOHHO-TOKYMEHTALIHOHHOMY
00€eCTIeYeHHIO yNIPaBJICHHUS U apXHUBHOMY XPaHEHHUIO TOKyMEHTOB

YMmerh

npuoOpeTaTh 3HaHUS B 00J1aCTH CIIOCOOHOCTH pa3padaThIBaTh MAKETHI JIOKAIbHBIX
HOPMaTHBHBIX aKTOB 1 HOPMAaTHBHO-METOANYECKUX JTOKYMEHTOB 110 MH()OPMAIHOHHO-
JIOKYMEHTAI[HOHHOMY 00€CIIeUeHHIO YIIPaBJICHHs] U QpXUBHOMY XPaHEHHUIO IOKYMEHTOB

JleHOHPOI/I?;BO}ICTBO MYHHUIHUITAJIBHBIX

Bnanets

Croco0amMu COBEPIICHCTBOBaHMS PO()ECCHOHAIBHBIX 3HAHUI U YMEHHH ITyTeM
HCIIOJIb30BaHMUSI BO3MOYKHOCTEH MH(POPMALIMOHHON CPebl IPH CIIOCOOHOCTH
pa3pa6aTI)IBaTI) TMMaKEThI JIOKAJIbHBIX HOPMATHUBHBIX dKTOB 1 HOPMATUBHO-METOJUICCKUX
JIOKyMEHTOB TI0 MH(POPMAITMOHHO-TOKYMEHTAIIMOHHOMY O0ECIIEUSHUIO YIPaBIECHUS U
ApXUBHOMY XpaHEHHIO TOKYMEHTOB

lydpexaeHun

3HaTh

OCHOBHBIC OTIPEACTICHUA U MOHATHSA, OCHOBHBIC MCTO/IbI I/ICCHeI[OBaHI/Iﬁ, OIPCACTICHUA
IMpO1ECCOB pa3pa60TKM MaKeTOB JIOKAJIbHBIX HOPMATHUBHBIX aKTOB 1 HOPMATHUBHO-
METOANYCCKUX JTOKYMEHTOB 11O HHq)OpMaHHOHHO',I[OKyMGHTaLII/IOHHOMy o0ecreYeHIIO
YIIpAaBJICHUA U apXUBHOMY XPAHCHUIO JOKYMCHTOB

VYMers

00cyx1ath croco0bl 3¢ GEeKTUBHOTO PeLIeHHs, TPHoOpeTaTh 3HaHUs B 00J1aCTH
CIIOCOOHOCTH pa3padaThiBaTh MaKeThl JIOKAJIBLHBIX HOPMAaTHBHBIX AKTOB M HOPMaTHBHO-
METOJIMYECKHX JJOKyMEHTOB MO0 MH(OPMAILMOHHO-I0KYMEHTAIIHOHHOMY 00€CTIEYEHHIO
YIIPaBJICHUS ¥ apXUBHOMY XPaHEHHUIO JOKyMEHTOB

Jlenonpon3BoACcTBO KOMMEPUYECKUX MIPEAIPUSTHH

Bnanets

MMPaKTUICCKUMU HAaBbIKaMH, criocobamu JACMOHCTpAaIllu YMEHHUA U

criocobamu COBCPUICHCTBOBAHUA HpO(i)eCCI/IOHaJ'IBHBIX 3HAHMH U yMGHI/Iﬁ nyTeM
HCIIOJIb30BAaHUS BO3MOXKHOCTEH HH(I)OpMaIIPIOHHOﬁ Cpeabl IIpu CIIOCOOHOCTHU
pa3pa6aTI)IBaTL IMaKEThI JIOKAJIbHBIX HOPMATHUBHBIX dKTOB 1 HOPMATUBHO-MCTOAUICCKUX
JOKYMEHTOB 110 I/IH(i)OpMaHI/IOHHO-}IOKyMeHTaHI/IOHHOMy o0ecneuyeHnto YHOpaBJICHUA U
APXMBHOMY XpPaHCHUIO JOKYMCHTOB
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3HaTh

OCHOBHBI€ ITPaBUJIa COCTABJICHUS ITaKETOB JIOKATIbHBIX HOPMATUBHBIX aKTOB U
HOPMAaTHBHO-METOIMIECKUX JOKYMEHTOB 0 MH(OPMANNOHHO-TOKYMEHTAIHOHHOMY
00€ECIICUCHNIO YIPABICHNS I ApXUBHOMY XPaHEHUIO TOKYMEHTOB

YMmerb

AQHAJIM3UPOBATh OCHOBHBIE NIPABUJIA COCTABICHUS MTAKETOB JIOKAJIbHBIX HOPMATUBHBIX
aKTOB M HOPMAaTHBHO-METOANYIECKUX JOKYMEHTOB 110 MH()OPMALMOHHO-
JOKYMEHTAIIMOHHOMY O00ECIICUCHHIO YIPABICHHS M apXUBHOMY XPaHEHHUIO JOKYMEHTOB

[Ipon3BoACTBEHHAS — MPEATATUIOMHAS TIPAKTHKA

Bnagets

HABbIKOM COCTABJICHHA OCHOBHBIX ITPABUJI COCTABJICHUA IMAKETOB JIOKAJIbHBIX
HOPMAaTHUBHBIX aKTOB 1 HOPMATUBHO-MCTOAUYCCKHUX NJOKYMCHTOB I10 I/IH(l)OpMaLII/IOHHO'
JAOKYMCHTAIMOHHOMY 00€eCIIeUCHHIO YHOpaBJICHUS U apXUBHOMY XPAHCHUIO TOKYMCHTOB

JAIIK-2 crnoco0HOCTHI0 OPHEHTHPOBATH
APXHMBHOIO /IeJIa U CMEeKHBIX 00J1acTeil

csl B 3aKOHOJIATeJbHOH U HOPMATHBHO-MeTOAMYecKoi 0a3e MHGOPMALMOHHO-A0KYMEHTALIMOHHOI0 o0ecrieyeHUsi ypaBJIeHHs U

3HaTh

- OTIPEIETICHUS] OCHOBHBIX KOHCTHTYLIMOHHO-TIPABOBBIX IIOHATHH B chepe
MH()OPMAIMOHHO-TOKYMEHTALIOHHOTO 00ECIIECUeHNS YIIPaBICHNS M apXUBHOTO JIeNa U
CMEXHBIX o0acTen

- cratbu Korcrutyruu PO (1993 1.), cBs3aHHBIE ¢ peryupoBaHHEeM HHPOPMAIIHOHHO-
JOKYMEHTAI[IOHHOTO 00€CIeYeHHUS YIIPABICHUS U apXUBHOTO JIETa U CMEKHBIX
obnacreit

- TEOPETUYECKHE OCHOBBI COBPEMEHHOTO POCCHHCKOTO PEryIMPOBAHUS
KOHCTHTYLIHOHHO-IIPABOBBIX HOPM B chepe nHPOopManoHHO-T0KYMEHTAIHOHHOTO
obecrieueHus yIpaBJlIeHNs] M apXUBHOT'O JieJla U CMEXHbBIX o0Jacteit

YMmerh

- TOJIKOBAaThb KOHCTI/ITyHI/IOHHO-HpaBOBbIe HOpMI)I, TTIOCBAILIICHHLBIC perJ'H/IpOBaHI/IIO B
chepe nHGOPMAITHOHHO-TOKYMEHTAIIMOHHOTO 00ECIICUCHHS YIIPABJICHHUS K apXUBHOTO
Jiera ¥ CMEKHBIX o0acTeii

- CaMOCTOSITEILHO OCYIIECTRIIATE: MIOUCK, aHAJIN3, CHCTEMATU3AI[HI0 KOHCTUTYIIHOHHO-
npaBoBoi HH(pOpMaIHK B chepe HHHOPMAITHOHHO-T0KYMEHTAIIMOHHOTO 00eCIICUCHHS
YIPaBICHUS U aPXUBHOTO JIela U CMEXKHBIX 00JacTei

- CAaMOCTOSITENILHO MPUMEHSTh KOHCTHUTYIIMOHHO-TIPABOBBIC HOPMBI B
npodecCHOHANBHOM JeaTeIbHOCTH B chepe HHPOPMAIIMOHHO-I0KYMEHTAIIMOHHOTO
o0ecrieueHHs YIIPaBIICHISI M ApXHBHOTO JIeNla M CMEXKHBIX 00JacTei

CoBpeMeHHas1 OpraHU3aIHsl FOCyJapCTBEHHBIX
lyapexnenuii Poccuu

Bnanets

- BO3MOKHOCTBIO MEXAUCIUIIIMHAPHOTO IPUMEHEHHSI KOHCTUTYLIUOHHBIX OCHOB B
cdepe nHGOpMAMOHHO-TOKYMEHTAI[HOHHOTO 00ECIIeYeH sl YIIPABIICHUS U apXHUBHOTO
JieTia ¥ CMEXKHBIX o0JacTei

- mpodecCHOHANBHBIM S3BIKOM B cepe HHPOPMAIIMOHHO-T0KYMEHTAIHOHHOTO
obecrieueHns yIpaBiIeHUS U apXUBHOTO JieJla 1 CMEXXHBIX obnacTeit

- HaBBIKAMH PabOTHI C HICTOYHUKAMH B cepe HHHOPMAIIHOHHO-T0KyMEHTAIIMOHHOTO
obecrieueHns yIpaBIeHUS U apXUBHOTO JieJla M CMEXXHBIX obyacTeit

- HaBBIKAMH aHaJIN3a Pa3INIHBIX IPABOBBIX SIBJICHUN, IOPUANIECKIX (PAKTOB, MPABOBBIX
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HOPM M NIPABOBBIX OTHOLIEHHH B chepe MHPOPMAITOHHO-I0KYMEHTAIIHOHHOTO
obecrieueHns YIPaBICHNS U apXUBHOTO JIe7la U CMEXHBIX oOacTeit

- crioco0amMu COBEPIICHCTBOBAHUS MPO(ECCHOHANBHBIX 3HAHNI U YMEHUH IyTeM
WCIIOJIE30BaHMSI BO3MOYKHOCTEH WH(POPMATMOHHON CPEpI.

3HaTh

- COJepKaHNe OCHOBHBIX KOHCTUTYIIMOHHO-TIPABOBBIX MOHATHH B chepe
MH()OPMAIMOHHO-TOKYMEHTAHOHHOTO 00ECIICUCHNUS YIIPABICHUS W apXUBHOTO Jea

- KOHCTUTYIIMOHHBIE OCHOBBI, IPUMEHSEMBIE B 3aKOHOJATEIbHON 1 HOPMAaTHBHO-
METoIM4YecKOi 0a3e MH(YOPMAaMOHHO-JOKYMEHTAI[HOHHOTO 00ECIICUCHNUS! YIIPABICHUS
Y apXHUBHOT'O Jiena

Vmers

- UCIIOJTB30BATh 3HAHKE COJICPIKAHHUSI OCHOBHBIX KOHCTHTYLIMOHHO-TIPABOBBIX MOHITHH B
cdepe HHPOPMAHMOHHO-TOKYMEHTAIIMOHHOTO 00SCIICYeHNs YIPaBICHHS 1 apXHBHOTO
Iera B Oynyieil npodeccHoHanbHON NeITeIbHOCTH

- UCIIOJIb30BAaTh 3HAHUC KOHCTUTYHHMOHHBIX OCHOB, IPUMCHACMBIX B 3aKOHOI[aTeHI:HOﬁ u
HOPMaTHBHO-METOAMYECKOH 0a3e HHPOPMAIMOHHO-10KYMEHTAIIMOHHOTO 00ecTieueH s
YIPaBJICHUsI ¥ apXUBHOTO JieJa, B OyAyniel npodeccHoHaIbHOM AesTeIbHOCTH

JloxymeHTamoHHoe obecnedeHue
rOCYAApCTBEHHOIO yCTpoiicTBa B PO

Bnanets

- IpreMaMH UCTIOIb30BAaHUS 3HAHUSA COICP)KaHUS OCHOBHBIX KOHCTUTYLIHOHHO-
MPaBOBBIX MOHATHH B chepe HHPOPMAIIMOHHO-TOKYMEHTAlIMOHHOTO 00eCIeueHH s
YIPaBJICHUS X apXUBHOTO Jiejia B Oyayleil npodecCHoHaIbHON IesITebHOCTH

- IpreMaMH UCIIOIb30BAHNUS 3HAHNUSA KOHCTUTYIIHOHHBIX OCHOB, TPUMEHSIEMBIX B
3aKOHOJATEeIHHON U HOPMAaTUBHO-METOANYECKOH 0a3ze HH(OPMaIMOHHO-
JIOKyMEHTAI[IOHHOTO 00eCiedeHHs YIIPaBICHUS U apXUBHOTO JIeNa, B Oyaymen
npodeccHoHAILHOH NesITeIbHOCTH

3HaTh

OIpCACIICHUS TPOLECCOB CIIOCOOHOCTHU OPHUCHTHUPOBATHCH B SaKOHOI[aTeJ'IBHOI\/‘I u
HOpMaTHBHO-MeTOI[PI‘ICCKOﬁ Oaze I/IH(l)OpMaI_[I/IOHHO'Z[OKyMeHTaL[I/IOHHOFO obecreueHus
YIIpABJCHUSA U apXHUBHOT'O [I€JIda U CMCIKHBIX obnacrei

VYmMers

BLI,I[CJ'I?[TL, NMPUMCHATH, KOPPEKTHO BbIPAXKATh U apIryMCHTHPOBAHHO 000CHOBEIBATH
ITOJIOKEHHUS CIIOCOOHOCTH OpPHUEHTHUPOBATHCA B SaKOHOHaTCHLHOﬁ 1 HOPMATUBHO-
MeTO,I[PI‘IeCI(OfI Oase I/IH(i)OpMaL[I/IOHHO-Z[OKyMeHTaL[I/IOHHOFO obecneueHus yupaBJiCHUA
1 apXUBHOT'O JI€JIa 1 CMCIKHBIX obOnacreit

Beenenue B mpodeccuro

Bnanets

HaBbikamu, MeTOTMKAMH ¥ CIIOCOOAMH COBEPIICHCTBOBAHHS MPO(PECCUOHATBHBIX
3HAHUI U YMCHHI IIYTEM HUCIOJIb30BaHUS BOZMOXKHOCTEH HH(OPMAIIMOHHON CPeIbl
CHOCOOHOCTH OPUEHTHUPOBATHCS B 3aKOHOAATEIIEHOW U HOPMATHBHO-METOINIECKOH Oa3e
MHPOPMAIMOHHO-IOKYMECHTAIIHOHHOTO 00ECIICUCHUs YIPABICHUS M apXUBHOTO JIeia U
CMEXHBIX o0yacTeii

3HaThb

3aKOHOJIATENIFHYIO 1 HOPMaTHBHO-METOMYECKY0 0a3y HH(POPMAIIMOHHO-
JOKYMEHTAIIHOHHOTO 00eCTIeueHNs yIPaBISHUS U apXUBHOTO Jielia; IPaBOBYIO 0a3y
CMEXHBIX 00JacTeil B cepe KOHPHISHINATEHOTO IeIONPON3BOICTBA

KonbuneHmagpHOE 1eTONIPON3BOACTBO
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YMmerh

MPUMEHSTh U ONICPUPOBATh 3aKOHOATEIBHOM U HOPMATUBHO-METOAMYCCKOMN 0a30ii
JIOKYMEHTAI[HIOHHOTO 00ECIIeYCHUS YIIPABICHHUS U apXUBHOTO JIeN1a, & TAKIKE CMEIKHBIX
obnacreil B cepe KOHQHUACHITNAIEHOTO AeTIONPON3BOICTBA

Bnagets

crioco0amul OIICHUBAHKSI 3HAYMMOCTHY M MIPAKTHICCKON MPUTOTHOCTH HCIIOIh30BAHUS
3aKOHOJATEeIIFHON U HOPMAaTUBHO-METOANYeCKOl 06a30i HH(pOpMATHOHHO-
JIOKYMEHTAIIHOHHOTO 00eCIIeYeHNs YIIPABICHUS H apXUBHOTO JIeTa M CMEKHBIX
obnacreil B cepe KOHQHUACHIINAEHOTO AeJIONPON3BOICTBA

3HaTh

3aKOHO/IATEIbHYIO0 U HOPMATHBHO-METOIUUYECKYIO 6a3y HH(OPMAIHOHHO-
JIOKYMEHTAI[HIOHHOT'O 00ECIICYCHUSI YIIPABICHUS U APXUBHOTO JIe7a K CMEMKHBIX
obnacreit

Vmers

MNPUMCHATH 3dKOHOAATCIIbHYIO 1 HOPMAaTHUBHO-MCTOANYCCKYIO 6&3y B CBOCH
HpO(I)eCCHOHaJ'IBHOfI JCATCIBbHOCTHU

HpOGKTHaﬂ JACATCIBHOCTD

Bnagets

CIIOCOOHOCTBIO OPUCHTHUPOBATBHCA B BaKOHOI[aTeﬂbHOﬁ n HOpMaTHBHO-MeTOI{H‘IeCKOﬁ
baze I/IH(I)OpMaI_[I/IOHHO-,E[OKyMeHTaL[I/IOHHOFO obecreueHus ypaBJICHUSA U apXHUBHOT'O
Jc€j1a 1 CMCXHBIX obnacrei

3HaTh

- OCHOBHBIE KaTETOPHH ¥ TIOHATHS aIMUHACTPATHBHOTO TIPaBa, aIMUHUCTPATHBHEIE
HOPMBI U aJIMHHUCTPATHBHO-TIPABOBHIE aKTHI, CBS3aHHBIE C pETJIaMEHTaIneH
JOKYMEHTAI[MOHHOTO 00eCTIeUyeH s YIPaBIEHHs i apXHBHOTO JieJia

- IPaBOBOM CTATyC M KOMIIETEHIINH CYOBEKTOB 8 IMHHUCTPATHBHBIX TIPABOOTHOIICHHUH B
cdepe TOKyMEHTAIMOHHOTO 00ECIICUCHHS YIIPABJICHUS M apXUBHOTO JeJ1a

VYmMers

- MCIIOJIb30BaTh OCHOBHBIE KATErOPUHU U MOHATUS aIMUHACTPATUBHOIO 1IPaBa,
aIMUHUCTPATUBHO-IIPABOBbIE HOPMBI U a/IMUHUCTPATUBHO-IIPABOBLIE AKTHI, CBSI3aHHBIC
C perjaMeHTanueil JOKyMeHTallMOHHOTo 00ecTieyeHNs yIpaBIeHHs U apXUBHOTO Jiena,
B Oynynieit npodecCHOHaNbHON IesITeNbHOCTH

- UCTIOJIH30BATh 3HAHMS O MIPABOBOM CTATyCe M KOMIIETEHIINH CYObEKTOB IPaXTaHCKUX
MIPaBOOTHOMIEHHUH B chepe JOKYMEHTAIIMOHHOTO 0OecrieueHHs yIpaBIeHus U
APXUBHOTO Jiea

JloxymeHTamonHoe obecrneyeHne
QIMUHUCTPATUBHBIX OTHOLIEHUH B PO

Bnanets

- MpreMaMH HCTIOJIH30BAHUS OCHOBHBIX KaTETOPHH U MOHITHH aIMIHUCTPAaTHBHOTO
1paBa, aAMIHACTPATHBHO-TIPABOBEIX HOPM M aIMHHHUCTPATHBHO-TIPABOBEIE aKTOB,
CBSI3aHHBIX C perjlaMeHTaIMel JOKyMEHTalHOHHOTO 00eCTieueHHs yIIPaBICHHS U
apXMBHOTO JieNa, B Oyayeit mpodecCHOHaNbHON JIESITeNEHOCTH

- IpUeMaMH UCTIOJIb30BaHMS 3HAHUS O IPABOBOM CTAaTyCe M KOMIETCHIINHN CYOBEKTOB
TPaXAAHCKHUX NTPABOOTHOLICHUH B chepe TOKYMEHTallMOHHOTO o0ecTieueH s
YIPaBJICHUsI U apXUBHOTO JIeja

3HaThb

- 3aKOHOJIaTeNIbHYI0 06a3y HHpOpMaMOHHOH cepsl B PO
- 3aKOHOJIaTENIbHYI0 0a3y apXuBHOTro siesa B PO

JlokyMeHTaIoHHOE 00ecIieYeHrue apXHBHOTO
jnena 1 nHpopManoHHo# cdepsl B PO
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- HOPMaTHBHO-METOJMYECKYIO 0a3y HH(POPMAIIMOHHON chephbl
- HOPMaTHBHO-METOMYECKYIO 0a3y B o0JlacTH apXHBHOTO aena B PO

YMeTh

- OPHEHTHPOBATHLCS B 3aKOHOJIATENbHOH Oa3e nHpopmMannoHHoit chepsl B PO
-OpUEHTUPOBATHCS B 3aKOHO/IaTEIbHOM 0a3e apxuBHOro aena B PO

- OPHEHTHPOBATHCS B HOPMATHBHO-METOIMYECKON 0aze HHpopMannoHHOH cepsl B PO
- OPHCHTHPOBATHCS B HOPMAaTUBHO-METOIMYECKOl 6a3e B 00J1acTH apXUBHOTO JIeNa B
PO

Bnagets

- MpreMaM¥ OpUEHTAIINH B 3aKOHOJATEIbHOM 0a3e nH(pOpMaIMOHHO cepbl B PO

- MpreMaM¥ OpUEHTALlNH B 3aKOHOJATeIbHOM 0a3e apxuBHOTO nena B PO

- MpreMaM¥ OpUEHTAIINN B HOPMATUBHO-METOIMYECKON 0aze HHpopMarmoHHOH chepsl
B PD

- IprEeMaMH OpUEHTAIlN B HOPMaTHBHO-METOIIMUECKON 06a3e B 00IACTH apXHUBHOTO
nena B PO

3HaTh

- OCHOBHBIE KaTE€rOPUH U IIOHATHS TPYAOBOIO IIPABA, COAEPIKAHUE HOPM TPYIOBOIO
3aKOHOJATEJIbCTBA U HOPMATUBHBIX aKTOB, CBSI3aHHBIX C pEryIaMEeHTalueil
JIOKyMEHTAI[HOHHOT'O 00€CIIeYCHUsl YIIPABJICHUS U apXUBHOTO Jieia

- IPABOBO# CTAaTYC ¥ KOMIETEHIIUH CyObEKTOB TPYAOBBIX IIPABOOTHOILCHUH B chepe
JIOKYMEHTAI[HOHHOT'0 00€CTIeYCeHUsI YIIPABJICHUs U apXUBHOTO Jieja

YMmerh

- HCIIOJIH30BaTh OCHOBHBIE KaTETOPUH U MOHATHS TPYAOBOTO IIPaBa, 3HAaHHUE
COJIEpXKaHUA HOPM TPYIOBOTO 3aKOHOAATENIECTBA U HOPMATUBHBIX AKTOB, CBS3aHHBIX C
periaMeHTanueil JOKyMEeHTAI[HOHHOTO 00ecieueH s YIPaBICHUS 1 apXUBHOTO JieNa, B
Oynyuie nmpoecCHOHABHOM AeSTeIbHOCTH

- UCTIOJIL30BATh 3HAHMS O TIPABOBOM CTaTyce M KOMIIETEHIIMH CYOBEKTOB TPYIOBBIX
MPaBOOTHOIIECHUH B cepe TOKYMEHTAI[HIOHHOTO 00eCIIeYeHUs! YIIPABICHUS U
ApXMBHOTO Jiena

J{oxyMeHTanmonHoe o0ecnedeHne TpyI0BhIX
OTHOLIEHUI B PO

Bnagers

- IPHEMaMH UCTIONIE30BAHUS OCHOBHBIX KaTErOPHiA M TIOHATHI TPYIOBOTO paBa, 3HAHUE
COZIep)KaHUSA HOPM TPYJOBOTO 3aKOHOIATENHCTBA U HOPMATHBHBIX aKTOB, CBI3AHHBIX C
periaMeHTaIueil JOKyMEHTAIIMOHHOTO 00eCTIeUeH s YIPaBIeH s ¥ apXHBHOTO JIeja, B
Oyayueit mpodecCHoOHATEHON ACSATEITEHOCTH

- PUEMaMU MCTIOJIb30BAHMS 3HAHUI O MPABOBOM CTATYCE U KOMIIETEHI[HH CYOBEKTOB
TPY/IOBBIX MIPABOOTHOIIEHUH B chepe JOKYMEHTAIMOHHOTO 00eCIeUeH s YIPABICHHS U
ApXUBHOTO JeJIa

3HaThb

3aKOHOJATEIBHYI0 H HOPMAaTUBHO-METOAMYECKYIO 0a3y HH(OPMAIOHHO-
IIOKyMeHTaI_[I/IOHHOFO o6ecnequI/m praBHeHI/Iﬂ n apXI/IBHOFO JeJIa 1 CMEKHBIX
obnacrei

MonenupoBaHue CUCTEM JOKYMEHTaUU

VYmMmeTrh

OpPHEHTHUPOBATHCA B 3aKOHOJATEIFHON M HOPMATHBHO-METOIMUECKON Oa3e
MHPOPMAMOHHO-OKYMEHTAIIIOHHOTO 00eCIIeueHNs YIPABICHUS 1 apXUBHOTO JIea U

OpraHn3anuvun
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CMEKHEIX 00acTeit

Bnagets

MPpaKTUYCCKUMU HaBbIKaMH HMCIIOJIb30BaHU 3aKOHO[[aTeJ'II;HOﬁ 1 HOpMATUBHO-
METOINYECKOM 0a3bl IIpU MOACIIMPOBAHUN CUCTEM YIIPABJICHUS OpTraHU3allun

3HaThb

- OCHOBHBIE KaT€TOPHUU U MOHSITUS TPAsKAAHCKOTO IIPaBa, TpaskJaHCKO-TIPaBOBbIE HOPMBI
U TPAXAAHCKO-IIPABOBBIE aKTHI, CBA3aHHBIE C peTIaMeHTaluell JOKYMEHTAalHOHHOT O
obecrieueHns yIpaBJICHNUS! U apXUBHOTO JeJia

- IPABOBO# CTAaTYC YYaCTHUKOB IPaXKIAHCKUX MPABOOTHOILEHUH B chepe
JIOKYMEHTAIIHOHHOT'0 00€CIIeYCHUsI YIIPABJICHUs U apXUBHOIO Jeja

YMmerh

- HCIIOJIb30BaTh OCHOBHBIE KaTETOPUH U MOHATHS I'PakJaHCKOT'O IpaBa, IpaXkJaHCKO-
IIPaBOBBIE HOPMBI U TPaYKAAHCKO-TIPABOBBIEC aKTHI, CBSI3aHHBIE C perjlaMeHTauen
JIOKyMEHTAIJHOHHOT'O 00ECIIeYEeHUsI YIIPABJICHUS U apXUBHOTO Jieja B Oyayluei
npodeccrnoHaNbHOM AeATeTbHOCTH

- ICIOJIb30BAaTh 3HAHMSA O IPABOBOM CTATyCE YYACTHUKOB IPaXJTaHCKUX
MPaBOOTHOIIECHUH B c(epe JOKYMEHTAI[MIOHHOTO 00ECIIeYeHNUS YIIPaBICHUS U
ApXUBHOTIO JieNa

I[OKyMeHTaI.[I/IOHHOG obecrnieucHue TpakIaHCKUX

oTHOWmECHHH B PD

Bnagets

- IPUEMaMU HCIOIb30BAHUS OCHOBHBIX KaTETOPHH U MOHATHI TPayKAAHCKOTO MPaBa,
TpaX<IaHCKO-IIPAaBOBBIE HOPM H I'PaXKJaHCKO-IIPABOBBIE AKTOB, CBA3AHHBIX C
periiaMeHTaIuen JOKyMEeHTallMOHHOTO 00eCIeYeH)s YIIPaBJICHNS! U APXUBHOTO JIela B
Oynymuiei mpoeccCHOHATbHON AeATeTbHOCTH

- IpUeMaMU UCIIOJIb30BaHMsI 3HAHUM O IPAaBOBOM CTaTyCE yYaCTHUKOB I'PaKIaHCKUX
MIPaBOOTHOMIEHHUH B chepe JOKYyMEHTAIIMOHHOTO 00ecrieueHHs yIpaBIeHus U
APXUBHOTO Jiea

3HaTh

MIPaBOBBIE OCHOBBI HH(OPMAIIMOHHO-JOKYMEHTAIIMOHHOT'O O0ECTIEYCHUS YIIPABICHUS U
apXMBHOTO Jef1a JJIsl OpraHU3aluH paboThl CeKpeTapst

YMmerh

MPUMEHSTH Ha NMPAKTHKE B IPOGECCHOHANBHOM JAEeSITeIbHOCTH CEKPETapCKOro
paboTHHKa 3HaHHUA NpaBoBBIX 0CHOB MJIOY u apxuBHOTO Aena

(OCHOBBI CEKPETAPCKOTO OOCITYKUBAHHS

Bnagets

METOJIMKaMHU 0(OPMIICHHS U XpaHEeHHs JOKYMEHTOB, COCTaBIIIEMbIX ceKpeTapeM (¢
HEKOTOPBIMHU 3aMeUaHHSIMN)

3HaTh

OCHOBHEBIE OTIPE/ICTICHUS M MMOHATHS CIIOCOOHOCTH OPHEHTHPOBATHCS B 3aKOHOIATEIIHHOM
1 HOPMaTHBHO-METOIUIECKOH 0a3e HH(OPMAIMOHHO-TOKYMEHTaIlMOHHOTO
oOecriedeHns yrpaBJIeHIs U apXUBHOTO JieJla M CMEXXHBIX 00J1acTel;

VYmMmeTrh

KOPPEKTHO BBIPAXaTh M apTyMEHTHPOBAHHO 00OCHOBBIBATH ITOJIOKEHHS CIOCOOHOCTH
OPHECHTHUPOBATHCS B 3aKOHOAATEIIbHOW M HOPMaTHBHO-METOIUYECKOM 0aze
I/IH(bOpMaI_[I/IOHHO-HOKyMeHTaHHOHHOFO o6ecnequI/m YIIpaBJICHUA U aPpXUBHOT'O J€J1a U
CMEKHBIX 00J1acTeil;

[TpoexTnpoBaHue yIpaBIeHUYECKON
ITOKyMEHTAIlU! OpTaHNU3aIuI

Bnaners

crioco0amMu COBEPIIEHCTBOBAHMS MPOGECCHOHAIBHBIX 3HAHUH M YMEHUH ITyTeM
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HCIIOJIb30BaHUs BO3MOKHOCTECH HH(POPMAIMOHHON CPEIBI CIIOCOOHOCTU
OPHEHTHPOBATHCS B 3aKOHOIATENBLHON 1 HOPMATHBHO-METOIMIECKOi 0a3e
MH()OPMALMOHHO-JOKYMEHTAIHOHHOTO 00ECIICYCHHUS YIIPABICHUS U apXUBHOTO JIeja 1
CMEXHBIX 00JIacTeii.

3HaTh

OCHOBHbIE NPABOGbIE U HOPMAMUBHBIE AKINbL, pe2yaupyrouue pabomy ¢ oopaujeHusmu
epascoan cneyuuxy opeanusayuu pabomsi ¢ 0OpAEHUAMU SPANHCOAH 8 OPLAHAX
20CY0apCcmeeHHO 6IACMU, OP2AHAX MECMHO20 CAMOYRPABIEHUS U OPSAHUZAYUSX,
0Cyuecmenawux nyoIuuHoO 3HayuMble QYHKYUU,

Vmers

onpeoensime aKkmyaibHOCHb HOPMAMUBHBIX NPABOBLIX AKMOE, PENAMEHIMUDYIOUUX
pabomy ¢ obpawgenuaMu 2pax3cOan 8 op2anax 20CyOapCMEEHHOU BAACIU, OP2AHAX
MECMHO20 CAMOYRPAGILEHUSL U OP2AHUIAYUSX, OCYUWECMBIAIOUUX NYOIULHO SHAUUMbLE
dyHryuU;

UOEHMUPUYUPOBAMb COCMAS NPABUIL HO HOO20MOBKE YPAGILEHUECKUX OOKYMEHMO8 NO
pabome ¢ 06pawjeHUAMU SPANCOAH 8 3ABUCUMOCTIU OM OP2AHA 20CYOAPCMBEEHHOU
G1ACMU, OP2AHA MECIHO20 CAMOYNPAGIICHUS WU MUN OP2AHUZAYUU.

Opranuzanus paboThl ¢ 0OpaILCHUIMH TPaXKIaH

Bnanets

NPUHYURAMU PAHIHCUPOBAHUSL HOPMANUBHBIX OOKYMEHMO8, Pe2iamMenmupyioujux
pabomy ¢ obpawenusMU 2parcOan no 3HAYUMOCIU;

HABLIKAMU NOUCKA HOPMATUGHBIX U NPABOBLIX AKMOE 8 UHPDOPMAYUOHHO-NPABOGLIX
nopmanax cemu Mnmepnem;

HABBIKAMU OCMABLEHUsL NUCEM-YBEOOMICHUL CO CCOLIKAMU HA 3AKOHOOAMENIbHbLE AKMbl
Po.

3HaTh

3aKOHOAATCJIbHYO U HOPMATUBHO-METOANYCCKYTO 6a3y I/IH(l)OpMaI_[I/IOHHO'
JAOKYMCHTAIUOHHOT'O obecreueHus YIIpaBJICHUA U apXHUBHOTO [JI€Jid; IIPABOBYIO 633y
CMEKHEIX 00J1acTei B C(bepe KOH(l)I/I,I[GHLII/IaHBHOFO ACJIOIIPOU3BOACTBA

VYmMers

MPUMEHSTH U ONIEPUPOBATh 3aKOHOJATEIHHON 1 HOPMATUBHO-METOAMICCKOH 0a30i
JIOKYMEHTAIIHOHHOTO 00ECIICYCHHUS YIIPABICHUS M apXUBHOTO JeTa, a TAKKE CMEKHBIX
oOnacteil B cepe KOHQHUACHINATIEHOTO AJIOMPON3BOJICTBA

II[OKny:HTaI_lI/IOHHOG obecrnieucHue yipaBJieHUA
Ha IPEANPUATHAX Pa3JIMIHBIX OPTraHU3allMOHHO-

Bnanets

criocodamu OLICHHUBaHUA 3HAYUMOCTHU U HpaKTH‘ICCKOﬁ MMPpUTroAHOCTH MCIIOJIb30BaHUA
SaKOHOHaTCHLHOﬁ n HOpMaTHBHO'MeTOHquCKOﬁ Oazoit I/IH(l)OpMaL[I/IOHHO'
JAOKYMEHTAlUOHHOT'O obecreueHus YHpaBJIC€HUSA U apXHUBHOTO [1€JIa U CMCIKHBIX
obnacrteii B C(bepe KOH(l)I/II[GHL[I/IaHBHOFO ACJIONPOU3BOJCTBA

MpaBOBBIX (opm

3HaThb

3aKOHOAATCJIbHYIO U HOPMATUBHO-METOAUYCCKYTO 633}’ I/IH(l)OpMaL[I/IOHHO'
JAOKYMEHTAlUOHHOT'O obecrneueHus YIIpaBJIC€HUA U ApXUBHOTO [1€JIa U1 CMEKHBIX
obJacteii B 4acTu TIEPCOHAJIbHBIX JAHHBIX pa6OTHI/IKa

HepCOHaHBHBIe JAaHHBIC 1 X TOKYMCHTHUPOBAHUEC

VmMern

OPHUCHTHUPOBATLCS B 3aKOH0,Z[aTCJ'H:HOI>i u HOpMaTHBHO'MeTOHH‘ICCKOﬁ Oaze
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MH(OPMALMOHHO-JOKYMEHTAIIOHHOTO 00eCIIeYeHUS YIIPaBJICHUS U apXUBHOTO Jeia U
CMEXHBIX 001aCTel B YaCTH IEPCOHANBHBIX JAHHBIX paOOTHHKA

Bnagets

CIOCOOHOCTHIO MPUMEHEHNS 3aKOHOAATEIIbHOW M HOPMAaTHBHO-METOINYECKOI 0a3bl 1
MH()OPMALMOHHO-JOKYMEHTAIIHIOHHOTO 00eCIIeYeHNUs! YIIPaBJICHUS U apXUBHOTO Jeja 1
CMEXHBIX 001acTel B YaCTH NEPCOHATBHBIX JAHHBIX paOOTHHKA U UX
JOKYMEHTHUPOBAHHUS

3HaTh

ogpuyuanvHvie UCMOYHUKY ONYOIUKOBAHUS AKMYAIbHBIX HOPMAMUGBHBIX NPABOBLIX
akmoeé P®;

OMaUYUMeENnbHbIE XAPAKMEPUCIUKU 3AKOHOOAMENbCMBA N0 OOKYMEHMUPOBAHUIO
0eamenbHOCMU He2oCyOapCmEeHHbIX OP2aAHU3AYUT,

VPOSBHU HOpMamusHo-memoouyeckou o6asvl JOY u HOY;

NPUHYUNbLL UOSHMUPUKAYUU HOPMAMUBHOU CPEObl OOKYMEHMUPOBANHUS 8 OP2AHUZAYUSX
8 COOMBEMCMBUU C 8UOOM ee IKOHOMUUECKOU desAmenbHOCmU, Oopmbl cODCmeenHocm,
0p2aHU3AYUOHHO-NPABOBOU OPMUYL.

YMmerb

HAX0O0UMb aKMyaibHble pe0aKyuu HeoOX0OUMbIX HOPMAMUBHBIX NPABOBBIX AKMOE 8
ungopmayuonno-npaeosvix Unmeprnem-nopmanax « Koncynomanmy, «I apanm» u op.;
dopmuposams HOPMAMUBHYIO CPedy, PeYyIUPYIOUYIO OOKYMEHMUPOBAHUE
OesamenbHOCMU He2oCyOapCMBeHHbIX OP2AHU3AYULL 8 COOMEEMCINBUU C
OP2aHU3AYUOHHO-NPABOBOU POPMOUL;

8bIABNIAMYb 8 MEKCMe HOPMAMUBHBIX OOKYMEHMO8 C8e0eHUsl, Kacarowuecs mpedoeaHuii
K OOKYMEHMUPOBAHUIO 0esIMeNbHOCHU He20CYyOapCMEeHHbIX OP2AHUZAYUY,

J{OKyMEHTHpOBaHHE JIEATEIbHOCTH
HEroCyJapCTBEHHBIX OpraHU3alnui

Bnanets

HABLIKAMU AHAIU3A YPOSHU HOPMAMUeHo-memoouyeckou 6azol JJOY u UOY;
Memooamu UOeHMUGUKayuu HOpMamusHoU cpedvl 0Jisk KOHKPEMHOU OP2aAHU3AYUY ULU
MUna OpeaHu3ayul;

Cnocobamu OeMOHCMPayUY YMEeHUsL AHATUUPOBAMb HOPMAMUBHO-METOIMTIECKYIO 6a3y
HAOY u HOY;

3HaTh

HOPMAaTHBHYIO 023y U OCHOBBI pabOTBI CHCTEM MH(OPMAIIHOHHOTO ¥ TEXHHIECKOTO
obecrieueHns IOKyMEHTO000poTa B OyXIajaTepCKOM yUeTe U YIPaBJICHHS apXUBOM
OyXraJTepcKux JTOKYMEHTOB

VYMerts

UCIIOJIb30BaTh 3HaHUS pabOThl CHCTEM MH(POPMAIIMOHHOT'O M TEXHHYECKOTO
obecrieueHuns IOKYMEHTO000poTa B OyXIajaTepCKOM yUeTe U YIPaBJICHHS! apXUBOM
OyXraJTepcKux JJOKYMEHTOB B ITPO(EeCCHOHAIBEHON JIESITENEHOCTH

VIOKyMEHTHI U IOKYMEHTOO00POT B
OyXrajaTtepckoM ydere

Bnanets

METOAMKaMH1 COCTABJICHUS JOKYMCHTOB 6yXI‘aJ’ITCpCKOF0 y4deTa B I/IH(i)OpMaL[I/IOHHBIX
CHUCTEMAX U C IPUMCHCHUEM COBPEMCHHBIX TEXHUYCCKUX CPEACTB C yUHETOM CHGIII/I(l)I/IKI/I
OpraHm3anuun

3HaThb

IIpaBOBbIC OCHOBBI I/IHq)OpMaL[I/IOHHO',HOKyMeHTaIII/IOHHOFO obecreueHus YIipaBJIC€HUA U

HpOI/BBO,HCTBCHHaSI - [IpaKTHKa 110 IMOJYYCHUIO
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APXMBHOTO Acjia M1 HYKI KOHKPETHOI'O apXHUBHOTO YUPCIKKACHUA

Mpo(eCCUOHATBHBIX YMEHHI U OIBITA

MpoQeCcCHOHANBHOMN NESITENFHOCTH

YmeTs NPUMEHSTH Ha IPaKTHKE B MPOEeCCHOHATIBHON IESTEIbHOCTH 3HAHMUS TPABOBBIX OCHOB
MNAOY u apXuBHOTO feaa B KOHKPETHOM apXUBHOM YUPEXACHUU
Bnanets METOJIUKaMU 0(OPMIICHHS U XpaHEHHsI JOKYMEHTOB C YUETOM HOPM - COCTaBJICHUE
JIOKYMEHTOB ¢ HEKOTOPBIMHU 3aMeUaHUsSIMU
3HaTh MPaBOBbIE OCHOBBI HH(POPMAIIMOHHO-I0KYMEHTAIMOHHOTO 00eCTIeUeHH s YIPaBICHHS 1
ApXHUBHOTO JIeNa TSl HY’KI] KOHKPETHOTO apXUBHOTO YUPEKICHUS
YmeTsb NPUMEHSTH Ha IPaKTHKE B MPO(GECCUOHATIBHON 1A TEIBHOCTH 3HAHUS IPABOBBIX OCHOB
[Ipon3BoACTBEHHAS — MPEAIUIUIOMHAS IPAKTHKA
NJIOY u apxXUBHOTO Jiena B KOHKPETHOM apXUBHOM YUPEKICHUU
Bnaners METOJUKaMU 0(OPMIICHHS U XpaHEHHS JOKYMEHTOB C YU€TOM HOPM - COCTaBJICHUE

JOKYMCHTOB C HCKOTOPBIMHU 3aMCYaHUAMU

JIIK-3- 3HaHHEeM 0CHOB TPYI0BOI0 3aKOHOAATEJIHCTBA, IPABHJ H HOPM OXPaHbI TPyAa

3HaTh

OCHOBHBIE IIOHATHS B 00J1aCTH TPYAOBOTI'O IpaBa Pq), a TAKKC IMpaBUJI U HOPM OXPaHbI
Tpyaa

Vmers

MNPUMCEHATH OCHOBBI TPYAOBOI'O 3dKOHOAATCIILCTBA, IPaBUJIa U HOPMbI OXpaHbl TPpYyJad
B HpO(beCCHOHaHBHOﬁ n HpaKTPI‘IeCKOfI JACATCIBHOCTHU

aZIpOBOC ACTIONPOU3BOACTBO U aPXUBBI
VIOKYMCHTOB 110 JINYHOMY COCTAaBY

Bnagers

3HaHueM ocHoB TK P®, a tak e MpaBuil 1 HOPM OXpaHbl TpyJa

3HaTh

- HOpMaTHBHBIC OCHOBBI pa6OTLI C IEPCOHAJIbHBIMU JTaHHBIMU pa6OTHI/IKOB,
HCII0JIb3YEMbIMHU pa6OTO)laT6J'I$[MI/I

YMmerh

- IPUMEHSATH 3HAHUSA O HOPMATUBHOM perjlaMeHTaluy paboThI C TEPCOHATIBHBIMH
JIAHHBIMH Pa0OTHUKOB, HCIIOJIb3YEMBIMHU PabOTOAATENSIMH, B IPO(ECCHOHANIBLHOMN
JISSITETIbHOCTH JOKYMEHTOBEIa M pPa0OTHHKA apXuBa

JTOKyMEHTAIIMOHHOE 00eCIIeYeHNe apXHBHOTO
Inena u uHpOpManoHHoH cdepsl B PO

Bnanets

- IpreMaMH UCTIOIb30BAHUS 3HAHUI B 00J1aCTH HOPMATHUBHOMN perjaMeHTauu paboTsl C
MepCOHANTbHBIMU TaHHBIMU PAOOTHHUKOB, HCIIOIB3yEMBIMU paOOTOAATEIAMH, B
npodeccroHaIbHOM NesTeIbHOCTH JIOKYMEHTOBE 1A ¥ pabOTHHKA apXHBa

3HaTh

- OCHOBHBIE TIOHATHS ¥ KATETOPHUH TPYIOBOTO IpaBa

- HOPMBI TPYJOBOTO 3aKOHOAATENbCTBA, 3aKOHOIATENIbCTBA, PETYIUPYIOIIETO 3aHITOCTh
HaCceJeHUs

- OCHOBHBIE MEXaHU3MBI PEr'YJIMPOBAaHMs OTHOIIEHUH B cepe Tpyna

-TIOJINTUKY TOCYIapCTBa B c(hepe COIMAIBLHOTO MTapTHEPCTBA

- OCHOBHBIE TpeOOBaHMUS K JUCHUILIMHE TPYIa

- IpaBUJIa U HOPMBI OXpaHbl TPYAQ, 3aKPENICHHbIE B TPYI0BOM 3aKOHOATENILCTBE

J{oxyMeHTanmonHOe o0ecredeHne TpYyI0BhIX
OTHOLIEHU! B PO

VmMern

- IPUMEHATL 3HAHUSA OCHOBHBIX NOHATUSA U KaTCI‘OpI/Iﬁ TPYAOBOIO IIpaBa B 6yZ[yIII€ﬁ
HpO(I)CCCHOHaJ'ILHOfI JACATCIbHOCTU
- MCIIOJIB30BATh HOPMBI TPYAOBOI'O 3aKOHOJAATE/ILCTBA, 3aKOHOATCIbLCTBA,
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PEryIHPYIOLIETO 3aHATOCTh HACEIeHHUs, B Oyaymieil mpodecCHOHANBHOM ASSITEIbHOCTH
- OMpe/eIIsITh OCHOBHBIC MEXaHNU3MbI PEryJIHMPOBAHMUs OTHOIICHUIT B chepe Tpyaa

- UCTIOJIb30BATh 3HAHMS O TIOJIUTHUKE FOCYapCTBa B chepe COLUaIbHOTO TapTHEPCTBA B
Oyaymeit mpodeccHoHATEHON ACATENEHOCTH

- UCTIOJIb30BaTh OCHOBHbBIE TPEOOBAHMS K JUCIHUIUIMHE TPYy/aa B Oymyiien
npodeccroHaNBHO# e TeIbHOCTH

- IPUMEHSTH MPABUIIA U HOPMbI OXPaHBI TPY/IA, 3aKPEIUICHHbBIE B TPYI0BOM
3aKOHOJIATEIbCTBE, B OynylieH mpodhecCunoHaIbHOM NeSITeIbHOCTH

Bnagets

- IpeMaM¥ IPIMEHEHNS 3HAHMH OCHOBHBIX MMOHSTHS U KATETOPHI TPYIOBOTO MPaBa B
Oyayleit mpoQecCHOHaTbHON NeATeTbHOCTH

- IpHEMaMH UCIIONB30BaHUS HOPM TPYOBOTO 3aKOHOIATENBCTBA, 3aKOHOIATEIbCTBA,
PETYIHPYIOLIETO 3aHATOCTh HACEIEHHUS, B Oyayiieil mpodecCHOHANBHOM AeSITeIbHOCTH
- 3HAHUAMH 00 OCHOBHBIX MEXaHH3MaX PEryJIUpOBaHMs OTHOILICHHUU B cepe Tpyaa

- 3HAHHUSMH O MOJIMTHKE TOCYIAPCTBA B c(hepe COMUATLHOTO MapTHEPCTBA B Oy ayIieit
npo¢eCCUOHANTBHOM NeSTeIbHOCTH

- 3HAHUSMH 00 OCHOBHBIX TPEOOBAHHUSX K JUCIIMIUIMHE TPy/Ia C IEbI0 MCIIOIb30BaHHUs
UX B OyayIe poQeccCHoHaIbHOM e TeNEHOCTH

- 3HAHUSMU TIPABHII ¥ HOPM OXPaHBI TPYy/Ia, 3aKPETUICHHBIX B TPYIOBOM
3aKOHOJIATENILCTBE, B Oyaymieil mpodecCHOHATBHON eI TETBHOCTH

3HaTh

OCHOBBI TPYAOBOT'O 3daKOHOAATCJILCTBA U MPpaBUJjIa OXpaHbl TpyJa, OIPEACICHUA
IMPOIECCOB, PECIIIAMCHTHUPOBAHHBIX TPYAOBbLIM 3dKOHOJAATCIILCTBOM

VYmMers

00Ccyx1ath croco0b! 3¢ (HEKTUBHOTO PELICHHS 33124 B TPYAOBBIX IIPAaBOOTHOIICHHUAX

HepCOHaJ'ILHLIG JAAHHBIC 1 UX NOKYMCHTHUPOBAHUC

Bnanets

OCHOBHBIMH METOAAMH PEIICHNUS 3a/1a4 B 00JIaCTH TPYAOBOTO 3aKOHOATENbCTRA,
IIPaBWJI U HOPM OXPaHsbl TpyJa

3HaTh

3aKOHOJATEJIbHbIE 1 HOPMAaTUBHO-METOIUYECKUE AKTHI TPYAOBOIO IIPaBa, IPaBUiIa U
HOPMBI OXpaHbI TPYyJa ¥ CMEXKHBIX 001acTei

YMmerh

IIPUMEHSTH 3aKOHOAATEIbHbIE U HOPMAaTUBHO-METOANYECKUE AKThl TPYAOBOIO IIPaBa,
MIPaBHJIa ¥ HOPMBI OXPAHBI TPYIa M CMEXXHBIX 00J1acTell Ha MPaKTHKE

MHbOopMaOHHBIE PECYpPCH KaAPOBOH CITyKOBI

Bnanets

crioco0amu OIIEHUBaHHS 3HAYMMOCTH U MIPAKTUIECKOH MPUTOTHOCTH NCTIOIb30BAHUS
3aKOHOJATEJIbHBIX U HOPMAaTUBHO-METOMYECKUX aKTOB TPYAOBOTO IIpaBa, IPaBUIl U
HOPM OXPaHbI TPy/Ia ¥ CMEXHBIX o0sacTen

3HaTh

OCHOBBI TPYJIOBOTO 3aKOHOATEILCTBA, OCHOBHBIE MPABHJIa 1 HOPMBI OXPAHBI TPYIa

VmMern

AHAIIM3UPOBATh OCHOBBI TPYOBOT0O 3aKOHOATENLCTBA, OCHOBHBIE IPABUIIA U HOPMEI
OXpaHBI Tpyia

HpOI/IBBOJICTBeHHaH — ONpEAAUITIIOMHAA IMpaKTHUKa

Bnanets

HABBIKOM HCIIOJIb30BAHUS B JEATCIIBHOCTU OCHOB TPYIOBOI'O 3aKOHOAATEIbCTBA,
OCHOBHBIX IIPaBWJI U HOPM OXPaHbl TpyAa
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JAIK-4- cnioco0HOCTHIO K COOJTHIEHUI0

TpeﬁOBaHl/Iﬁ K OpraHm3anuu CEKpeTapcKkoro oﬁcnymnnaﬂuﬂ

3HaTh MPaBOBbIE OCHOBBI OPraHU3aLNH CEKPETAPCKOT0 00CITYKUBAHHUS

Ymets MPUMEHSATH Ha IPaKTHKE B MPOGECCHOHATBHON IESTEIbHOCTH 3HAHNS NTPABOBBIX OCHOB
0CO

Bnaners TEXHUKaMH 1 HaBBIKaMH O()OPMIICHHS M XPAHEHHUS JOKYMEHTOB, CBS3aHHBIX C

CCKPCTAapCKUM O6CJ'Iy)KI/IBaHI/IeM - COCTABJICHUC JOKYMCHTOB C HCKOTOPBIMHU
3aMCYaHUsAMN

OCHOBBI CEKPETapCKOTO 00CTYKHBAHUS

JIK-5- cnoco0HOCTBIO K CO0JIIOIECHUIO
Mo JUYHOMY COCTaBY

TpedoBaHMIi K OPraHM3alUM KaJPOBOro JeJONPON3BOACTBA M IOKYMEHTHPOBAHUIO TPYAOBBIX OTHOLIEHUH, XPAHEHHIO JOKYMEHTOB

3HaTh

TIOHSATHE OPTaHU3AINH KaJpPOBOTO AEJOMPOM3BOJICTBA U TOKYMECHTHPOBAHUE TPYHAOBBIX
OTHOIIICHUI

Vmers

CO6J'IIO,H3TL TpC6OBaHI/I$[ K OpTraHu3aluy KaApOBOI'0 ACJIOMNPONU3BOACTBA U
JAOKYMCHTHUPOBAHUIO TPYAOBBIX OTHOIICHHI

aZIpOBOC ACTIONPOU3BOACTBO U aPXHUBBI
VIOKYMCHTOB 110 JINYHOMY COCTaBY

Bnagets

METOAaMM OpraHu3anru KaApoOBOTO ACJIOIPOU3BOACTBA

3HaTh

- OCHOBBI PabOTHI C KaJIPOBOH JOKYMEHTAIIMEH, B TOM YKCiIe TPEOOBAHUS K
OpraHM3aIiy KaJpOBOro JEIOMPOU3BOICTBA U JOKYMEHTUPOBAHHUIO TPYIOBBIX
OTHOIIICHHH, & TAK K€ XPAHEHHUIO JJOKYMEHTOB I10 JINYHOMY COCTaBY

VYmMers

- OpraHu3oBaThb KaApPOBOC ACIOIPOU3BOACTBO, XPAHCHUC KaﬂpOBOﬁ AOKYMCEHTAalu 1
OpraHn30BaATh CO6J'HO,H€HI/IC T‘pC6OBaHHI>'I K OpTraHU3aluy KaApOBOI'0 ACJIOIMPONU3BOACTBA
1 JOKYMCHTHPOBAHUIO TPYAOBBIX 0THOI.H€HPII7[, XpaHCHUIO JOKYMCHTOB 110 JINYHOMY
COCTaBy

IAPXHBBI 11O JINYHOMY COCTaBY

Bnagers

- CIOCOOHOCTBIO K CO6J'IIOZ[€HI/IIO Tpe60BaHHI>i K OpraHu3aluru KapoBOro
ACJIONPOU3BOACTBA U JOKYMCHTUPOBAHUIO TPYAOBBIX OTHOH.IeHPIﬁ, XpaHCHUIO
JAOKYMCHTOB I10 JINYHOMY COCTABY

3HaTh

OIpCACIICHNS NTPOUECCOB B OPraHu3alliu JOKYMCHTUPOBAHUA TPYAOBBIX OTHOMGHHﬁ,
INEPCOHAJIBHBIX JAHHBIX, M0 XPAHCHUIO JOKYMEHTOB I10 JIUNYHOMY COCTABY

VYMerts

COGJ’HOHEITI) Tp€60BaHI/I$I MNPEABABIIACMBIC K OpTraHU3allu KaAPOBOT'O ACJIONPOU3BOJACTBA
1 JOKYMCHTHUPOBAHUIO TPYAOBBIX 0THOHICHI/II>1, XpaHCHHUIO JOKYMCHTOB 11O JTUYHOMY
COCTaBy B 4aCTU NEPCOHAJIIbHBIX JAHHBIX pa60THI/IKa

HCpCOHaIII)HBIe JAAHHBIC U UX NTOKYMCHTHUPOBAHUEC

Bnanets

CIIOCOOHOCTBIO K COOJIIOJICHNIO TPEOOBAaHMH K OpraHU3aLMH KaIPOBOTO
JEJIONPOU3BOICTBA U JOKYMEHTUPOBAHUIO TPYIOBBIX OTHOLIEHUH, XPaHEHUIO
JIOKYMEHTOB 10 JITYHOMY COCTaBY B YaCTH IIE€PCOHAIBHBIX JaHHBIX paOOTHHKA

3HaThb

06HICHpO(1)€CCI/IOHaJ'ILHLI€ TCOPETUICCKUEC U MECTOANICCKUC Tpe60BaHI/I$I K OpraHu3aluu
KaapOBOT'O ACJIONPOU3BOACTBA U JOKYMCHTUPOBAHNIO TPYAOBBIX OTHomCHHﬁ,
XPaHCHUIO JOKYMCHTOB 10 JINYHOMY COCTABY

MHdpopManmoHHbIe pecypchl KaApOBOW CITyKObI
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YmeTs OCYLIECTBIISITh U OPraHU30BBIBaTh Pa0OTY Ha MPOPECCHOHATILHOM YPOBHE IO
KaJpOBOMY AEIOTPOU3BOJCTBY U JOKYMEHTHPOBAHUIO TPYAOBBIX OTHOIICHNUH,
XPaHEHHIO JOKYMEHTOB MO JITYHOMY COCTaBY

Bnanets CIIOCOOHOCTBIO K COOJIIOJICHNIO TPEOOBAaHHH K OpraHU3aLlMH KaJIpOBOT0

JETIONPON3BOICTBA M JJOKYMEHTHPOBAHHUIO TPYIOBBIX OTHOLICHUH, XPaHEHUIO
JIOKyMEHTOB I10 JITYHOMY COCTaBY Ha MPO(]eCCHOHAIBHOM YPOBHE

JAIIK-6 - cioco0HOCTBI0 OPTraHU30BaTh

padoTy ¢ JOKYMEeHTaMH, CO/IepKAIMMH HHPOPMALHIO OTPAHMYEHHOI0 J0CTyNa

3HaTh ob1enpogeccuoHaibHbIE TEOPETUIECKHE U METOIMUECKHE OCHOBBI PabOTHI C

JIOKyMEHTaMH, COJIepKallluMK HH(OpMaLIMIo OrpaHHYeHHOT0 TOCTYIa
Ymers OCYIIECTBIIATh U OPraHU30BBIBATh PaOOTy HA MPO(ECCUOHATEHOM YPOBHE C

JlOineHTaMI/I, co,u%pncamHMn I/IH(bIZ)pMaIi/I/IIO ofpfl)mquHoro )Z[OCTiI’Il?[a Kongunerimanbioe 1e10npoH3BoACTE0
Bnaners HaBBIKaMU 110 OCYIIECTBICHHIO U OPraHU3aLMK PaObOThl Ha MPO(ECCHOHAILHOM YPOBHE

C JIOKyMEHTaMH, COJICPKAIMMHU HH(GOPMAIIHIO OTPAHUYCHHOTO JOCTyIa
3Hath OCHOBHBIC METO/IbI UCCIICIOBAHUM, UCIIOIb3yeMbIC B paboTe ¢ HHMOpMAaIe

OTpaHMYEHHOTO JI0CTyMa
YMeThb OpPraHU30BaTh PadOTY C JOKYMEHTaMH, COJECPIKAIIUMH HH(OPMALIUIO OTPAHUYEHHOTO

HECTyHa B '-IaCTII?I ﬂOK}}/,MefITH;OBaHHﬂ l'I’epCL([)HI;HLI]:I[LIX L[aHqu)pr i P [1ePCORATLHEIC IAHHEIC H X JOKYMCHTHPOBAHKE
Bnanets Croco0amMu U METO/IaMH PabOoThI C IOKYMEHTaMH, COAEPIKAIMU HH(POPMAIIHIO

OrpaHUYCHHOTO JOCTYIA B 4aCTHU NCPCOHAJIBHBIX JaHHBIX pa6OTHI/IKa

I[HK-7 - CIIOCOOHOCTHIO NPUMEHATDb METOAbI TPOBECACHUNA KOJIUICCTBCHHOI'0 AaHAJIN3Aa OPTraHU3allUd JOKYMEHTAIMOHHOT' O odecneueHus YupaBJjieHUS U APXUBHOI'0
XpaHEHUs JOKYMECHTOB B KO]—[erTHOﬁ OpraHu3alnvu

3HaTh

- OCHOBHBIC ITOHATHA U MCTOJ0JIOTHKO KOJIMYCCTBCHHOT'O aHAIN3a,

- MAaTEMAaTHICCKUEC METOAbI IPOBEACHUA KOJIMICCTBEHHOI'O aHAIN3a

YMmerh

- IPUMEHATH MCTOJAbI MTPOBCACHUS KOJINYCCTBCHHOT'O aHAJIN3

- AHAJIM3UPOBATH NOJYUCHHBIC PE3YJIbTAThI B XO/JC IMPOBCACHUA KOJIMYECCTBECHHOI'O
aHalJin3a,

- IPUMEHATH METOJbI ITPOBCIACHUSA KOJIMYCCTBCHHOT'O aHAaJIN3a

IMaTemaTuka

Bnanets

- HaBBIKaMH ()OPMYJIMPOBAHUS ApTYMEHTHPOBAHHOTO U JIOKa3aTeIFHOTO BBIBOJIA B XO/I€
MIPOBEEHUS aHAIIN3a




Cmpyxmypubiii 21emenm

CmpyxkmypHulii 21eMeHm KoMnemeryuu IInanupyemvie pezynbmamul 00yUeHUs] .
pyrmyp " Py pesy Y 006pazosamenvbHoll NPoSpamMmbl
3HaTh OCHOBBI IIPUMEHEHUS] METOJI0B ITPOBEACHUS KOJMYECTBEHHOI0 aHAJIN3a OpraHU3alul
JOKYMEHTAIIMOHHOT'0 00ECTIIEYEeHNsI YIPABICHNUS U ApXUBHOI'O XPAHCHHUS
YmeTs NPUMEHSTH Ha IPaKTHKE B MPOPECCHOHATIBHON IESTEIbHOCTH 3HAHUS O METO/AaX

MPOBEACHUSA KOJIMYECTBECHHOI'O aHaJIn3a OpraHru3anuu JOKyMEHTAallUOHHOT'O

CrierabHast CUCTEMa YIeTHOU JOKyMEHTAIUN
obecrieueHns yIIpaBIeHUS U ApXUBHOTO XpaHEHHUS

Bnaners TEXHUKAaMH, HaBBIKAMH U CIIOCOOAMU MPOBEJCHUS KOJINYECTBEHHOTO aHaIHN3a
OpTaHM3aINH JOKYMEHTAIMOHHOTO 0OeCTIeueH s YIPaBICHHU M apPXUBHOTO XPaHCHHMS
OyXraJaTepcKux JOKYMEHTOB

3Hath -OpraHU3alMIo Mpoliecca pa3padboTKH YIIPABICHYECKUX PEIICHUH;

-OCHOBHBIC MaTEMATHYECKHUE MOJICITU MIPUHSITUS PEIICHUIT;

-OCHOBHBIC TIOHSITHSI, IPUHIIUITBI 1 METOIOJIOTHI0 MATEMATHYECKOTO MOICTHMPOBAHUS;
-TEOPETUYECKHIE OCHOBBI M METO/Ibl KOJMIESCTBEHHOTO U KAYE€CTBEHHOTO aHANIN3a MPH
NPUHSATUH YIIPABICHYECKUX PEIICHUIT;

-9Tarbl HOCTPOSHUS IKOHOMUIECKUX, (PUHAHCOBBIX U OPraHH3aALUOHHO -
YIpaBJICHYCCKAX MOJICNICH B 3a/1a4ax pa3pabOTKU YIPABICHUCCKUX PEIICHUI

YMmers - pelIaTh TUIOBBIE MATEMATHYECKUE 3aJ]aul, UCTIOIb3yEMbIE IPU NPUHITHU
YIpaBJIEHYECKUX PELICHUM;

- UCII0JIb30BaTh MaTEMaTHUUECKUH SA3bIK U MAaTEMATHYECKYIO CUMBOJIUKY MPHU
MOCTPOCHUHU OPraHU3ALMOHHO-YIIPABJIEHYECKUX MOJEIEH; IKonmuecTBeHHBIE METO/IbI B TYMaHUTAPHBIX
- IPUMEHATh METObI KOJIMYECTBEHHOI'O U KaUECTBEHHOTO aHajn3a NPy NPUHATUU MCCIeJOBaHUAX

YIIPaBJIEHYECKUX PEIICHUH;

- OIICHUBATh aJICKBATHOCTh YKOHOMHYCCKHX, PUHAHCOBBIX M OPraHU3AI[HOHHO-
YIpaBJICHYSCKAX MOJIENEH B 3a/1a4ax pa3paOOTKH YIIPABICHUSCKUX PEIICHUI

Bnaners - IpUeMaM¥ MOCTPOSHHS M UCIIONIb30BaHHsI IKOHOMHYECKUX, (PMHAHCOBBIX U
OpraHHU3aIIOHHO-YIIPABIEHUYECKUX MOJIENeH B 3ajauax pa3paboTKH yIpPaBIEHUECKUX
pelIeHuit;

- MaTeMaTUYECKIMH, CTATUCTUUECKUMH 1 KOJIHIECTBEHHBIMH METOJJAMHU PEIICHUS
THUITOBBIX OPTraHW3allMOHHO-YIIPABICHUECKHX 3a/1a4;

- HaBBIKaM{ NIPIMEHEHUs 6a30BOT0 IIPOrPaMMHOTO HHCTPYMEHTAPHUSI MAaTEMaTHYEeCKOTO
MO/IEJIUPOBaHKS B YIIPABICHUU

HNPOPECCHOHAJIBHBIE KOMIIETEHIIUHN

ITK-1 — cnocoGHOCTHI0 NPUMEHATH HAYYHbIE METOIbI IPH HCCJIEI0BAHNN 00bEKTOB NMPOdecCHOHATbHOM 1eATeNLHOCTH

3HaTh - MOHATHE MATPHUIIBI, ONIPEAETUTENs MATPHIBI, MUHOP MAaTPHIIBL, alre0pandeckoe
JIOTIOJTHEHHE MaTpHIIbl, 0OpaTHas MaTpula, paHT MaTPHIIbI MaremaTuka
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- OCHOBHBIC MAaTEMAaTUICCKUE MOACIIN IIPUHATHUA pemeHHﬁ

YMmerb

- CTPOUTH MaTeMaTHYECKUE MOJICIH JJISl FICCIEIOBAHMUS PEabHO MPOTEKAFOIIIX
IIPOLIECCOB, SIBJICHUIL;

- 3((eKTUBHO IPUMECHSThH Ha MPAKTHKE WHAYKTUBHBIA U ICYKTUBHBIA METOIbI
HCCJIEJOBAHUHN

Bnagets

- HaBbIKAMHU UCIIOJIb30BaHUS B PO(PECCUOHAIBHON AEATEIIbHOCTH 0a30BbIX 3HAHHI B
00acTH MaTeMaTHKH;

- HaBbIKaMU 0000IIEHNS U aHa3a HHQOPMALUK, METOIaMH ITPOBEICHUS MIEPBUYHON
00paboTKy M aHaJIN3a MAaTEMAaTUIECKUX JTaHHBIX;

- METOJIaMH TIOCTPOSHHUST MaTEeMaTH4YECKON MOJIENTH TPOEeCCHOHANBHBIX 331a4 U
COZIEPKATEIbHOM HHTEPIIPETALUHU IIOJYUYEHHBIX PE3YJIbTAaTOB

3HaTh

COBpeMeHHBIe METOAbI Hay‘IHO'HCCHGI[OBaTGHLCKOﬁ JACATCIBHOCTHU

VYmMers

AHaJ'II/IBI/IpOBaTB 1 AaBaTh OLCHKY pe3yjibTaTaM UCCICAOBAHUS.

OCHOBEI Hay‘IHO-HCCHe,I[OBaTCHLCKOﬁ

Bnanets

MeTO}IaMI/I MPaKTUYECKOI'0 UCII0JIb30BaHUA PE3YILTATOB I/ICCHCHOBaHI/Iﬁ B
po(dhecCHOHATLHON JeSITEIbHOCTH

JACATCIBHOCTU

3HaTh

Hay4YHbIC MECTOJbI B obnactu JOKYMEHTOBECACHUA U JOKYMCHTAIIUOHHOT'O obecneueHus
YHpaBJICHUA; HAYYHBIX METOJI0OB UCCJICTOBAHUA COITUAIBHBIX CUCTEM.

YMmerh

MPUMCEHATH HAYYHBIC METOBI B obnactu JOKYMEHTOBEACHUA U JOKYMCHTAIITUOHHOT'O
o0ecrieyeHns yrpaBIeHHs

KanpoBoe 1emonpon3BOICTBO U ApXUBBHI

Bnagets

HaBbIKaM¥ MPUMCHCHUA HAYYHBIX METOJIOB B obnactu JOKYMCHTOBCICHUSA U
JOKYMEHTAIUOHHOT'O obecrieueHus yYpaBJI€CHUA; HABBIKAMH COIUOJIOTMYCCKUX
I/ICCHe)IOBaHI/Iﬁ MPUMEHUTEJIBHO K TOKYMEHTOBEACHUIO U aPXUBOBCIACHUIO

VIOKYMEHTOB 110 JINYHOMY COCTaBYy

3HaTh

- METOABI IIPAaBOBOT'O PErYJIUPOBAHUS I'PAXKIAHCKO-TIPABOBBIX OTHOIIEHUH
- 00BEKT, IPEeaMET, CyOBEKTHI TPaXKJAaHCKO-TIPABOBOTO PETYIUPOBAHNUS
- METOZBI UCCIIEOBAHNS aJMUHUCTPATUBHOIO ITpaBa KaK HayKu

VYmMmeTrh

- aHAJIM3UPOBATh AJMHUHHACTPATHBHO-TIPABOBBIE HOPMBI M AMHUHUCTPATHBHOE
3aKOHOJIATEIILCTBO C TOYKH 3PEHUS HCIOIB30BAHNUS UX B OyIyIIel npodecCHoHaTbHON
JIeSITETbHOCTH

- aHAIM3MPOBATh A]MHHHACTPATHBHO-TIPABOBEIE AKTHI C TOUYKH 3PEHHS PErJIaMeHTAIIH

J{okyMeHTalmoHHOe 00ecTeYeHre
QIMUHUCTPATUBHBIX OTHOLIEHUH B PD
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OCHOBHBIX BOIIPOCOB ACJIOIMPOU3BOACTBA U apXUBHOI'O JI€J1a

Bnagets

- IpyE€MaMu aHaJIn3a aIMUHUCTPATUBHO-IIPABOBBIX HOPM U aIMUHUCTPATUBHOC
3aKOHOAATCJILCTBO C TOUYKH 3PCHUS UCIIOJIb30BaAHUSA UX B 6yZ[yH1617[ HpO(l)eCCHOHaHLHOP‘I
JACATCIBbHOCTHU

- IpUE€MaMu aHajin3a aIMUHUCTPATUBHO-IIPABOBBIC AKTOB C TOYKHU 3PCHUS
periiaMeHTallMi OCHOBHBIX BOITPOCOB ACJIONPON3BOJACTBA U APpXUBHOI'O ACjIa

3HaTh

- METOZBI IIPABOBOT'O PEryJIMPOBAHUS TPYAOBbIX OTHOLICHUN
- 00BEKT, IIpeaMeT, CYOBEKThl PETYIMPOBAHUS TPYIOBBIX IPAaBOOTHOIICHHH
- METOZBI UCCIIEIOBAHNS TPYAOBOIO IIpaBa KaK HAyK1

YMmerb

- AHAJIM3UPOBATH HOPMEI, PETYIUPYIOIIHNE TPYIOBbIE MPABOOTHOIIEHNUS, U TPYI0BOE
3aKOHOJIATEIbCTBO C TOYKH 3PEHHS UCIIOIb30BaHMs MX B Oyayiiel npodeccuoHambHOMI
JeATEeIbHOCTH

- QHAM3MPOBATH AKTHI, PETYIUPYIOIIIE TPYIOBbIC IPABOOTHOLICHHS, C TOYKH 3PCHUS
perIaMeHTAlMd B HUX OCHOBHBIX BOIIPOCOB JI€JIONPOHM3BOJICTBA M @pXUBHOIO Jeya

J{oxyMeHTanmmoHHOE 00ecTIedeHNe TPYIOBBIX
oTHOWmECHHH B PD

Bnagets

- IpUeMaMH aHaJIN3a HOPM, PETYJINPYIONINX TPYAOBBIE ITPABOOTHOLICHUS, i TPYI0BOE
3aKOHOJATEIbCTBO C TOYKH 3PEHHSI UCTIONB30BAHMS MX B Oyaymel mpodeccnoHambHOM
JIeATeIIbHOCTH

- IpUeMaM¥ aHaJIM3a aKTOB, PErYJIUPYIOINX TPYJOBbIE IIPABOOTHOIIECHNUS, C TOUKH
3pEHUsI periiaMeHTal OCHOBHBIX BOIPOCOB JEJIONPON3BOICTBA M apXHBHOTO Jiena

3HaTh

- METO/IBI TPAXK/IAHCKOTO TIpaBa Kak HayKH
METO/IbI IIPABOBOTO PETYIMPOBAHNUS IPAXKIAHCKO-TIPABOBBIX OTHOIICHHH
- 00BEKT, IPeMET, CYOBEKTHl I'PaKJAHCKO-TIPABOBOTO PETYIHUPOBAHHUS

VYmMers

- QHAM3MPOBATH IPAKIAHCKO-IIPABOBBIC HOPMBI U IPAXKIAHCKOE 3aKOHOAATEIBCTBO C
TOYKH 3PEHUS HCIIOJIB30BaHUS B Oymyiieil mpodheCCHOHATBHON AEATEIbHOCTH

- aHAJIM3UPOBATh IPAXKIAHCKO-TIPABOBBIE JIOTOBOPHI C TOYKH 3PEHUSI IPABHILHOCTH
oTpaxkeHHs B HUX HH(opManuu 06 00beKTe, MpeaMeTe, CyObeKTaX IpaIaHCKO-
MPaBOBOTO PEryJIUPOBAHUS

JlokyMeHTallnOHHOE 00eCTieueHre TPaXkIaHCKHUX
oTtHOLIEHUH B PD

Bnanets

- MpreMaMy aHaJIM3a TPaKIAHCKO-TIPABOBBIX HOPM M TPa)KIaHCKOTO 3aKOHOAATENbCTRA
C TOYKH 3PEHHMS UCTIOJIF30BAHIS UX B Oyaymeil mpodecCHoHAIBHON AeATeIbHOCTH

- aHAJIM3UPOBATh TPAXKTAHCKO-TIPABOBBIE TOTOBOPHI C TOYKHU 3PEHUS IPABIIBHOCTH
oTpakeHHs B HUX MH(popMarn 00 00beKTe, mpeamMeTe, CyobeKTax rpakJaHCKO-
MIPaBOBOT'0 PETYIHPOBAHUS

3HaTh

OTIpeJIeNICHUS TIPOIIECCOB HAYYHBIX METOJIOB MPH MCCIEA0BAHNN O0BEKTOB
podhecCHOHATTLHON JesITEIbHOCTH;

[TpoexTnpoBaHue yIpaBIeHUYECKON

VYmMmeTrh

MPUMEHSTH HAyIHbIE METOIBI P UCCIIEAOBAHIH 00BEKTOB IPO(ECCHOHATBHON
JIeSITENIbHOCTH; UCIIOJIb30BATh UX HA MEXANCIUIIIIMHAPHOM YPOBHE; KOPPEKTHO

VIOKYMCHTAlMU OpraHu3alin
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BBIP@XaTh U apTyMEHTUPOBAHHO 0OOCHOBHIBATH HAYYHBIE METOIBI ITPU HCCIIE0BAHUH
00BEKTOB IPO(PECCHOHANBHON JESITETHHOCTH;

Bnagets

MPaKTHYECKUMH HaBbIKaMH, CIOCOOaMH OLIEHHBAHHS 3HAYMMOCTH U IIPAKTUYECKON
NPUTOJHOCTH HAYYHBIX METO/IOB IIPU MCCIIEOBAHNH O0BEKTOB NMPOPEeCCHOHATBHON
JeATeIbHOCTH; NPO(ECCHOHAIBHBIM S3bIKOM B 00JIaCTH HayYHBIX METOO0B IIPH
HCCIICIOBAaHUN 00BEKTOB NMPO(ECCHOHATFHON IeATEIFHOCTH;

3HaTh

OCHOBHBIC MOHATHS pe)epPUPOBAHNS U AHHOTUPOBAHUS HAYYHOH JIUTEPaTypHI U
NPUHIHUIIBI PEJAKTOPCKON paboTh

YMmerb

W3BJICKATh U3 HAYYHOU JIMTEPaTyphl 3aJaHHYI0 HHPOPMALHIO

I[OKyMeHTHaH JIMHI'BUCTHKA

Bnanets

HaBBIKAMU COCTaBJICHHsI pe)epaToB U aHHOTAMH HAYYHOI JUTEpaTyphl U BEICHHS
penakTopcKoi paboThI 10 00pa3iy

3HaTh

- OCHOBHBIE Pa3/ieiibl KOJIMYECTBEHHBIX METOJOB;

- TUIIOJIOTHIO YIIPABJIICHYECKUX PEIICHUN;

- YCJIOBUSI M BO3MOYKHOCTH BBIPAOOTKH PELICHHS;

-aJIrOpUTMbI BbI0Opa 3 PEKTUBHBIX AJTbTEPHATUBHBIX YIPABICHYSCKUX ACHCTBUI

YMmerb

AHATM3UPOBATH ANBTEPHATHBHBIC BAPHAHTHI PCIICHHIA;

- PaCCUYHTHIBATH KPUTEPUATIBHBIC TOKA3ATEIH JUTS TIOCIIEAYIOIIEr0 UX UCTIOIb30BaAHNS B
BBIOOpE aJIbTEPHATHUB;

- paspabarbiBaTh MeEpbl pealM3aldd  PHHITOTO
OCYIECTBILSITH KOHTPOJIb HAJl peasii3allieil peeHs

peuieHus:  [JIaHUPOBATh

u

[KonnuecTBeHHEIE METOAbI B TYMaHUTAPHBIX
IMCCICIOBAHUAX

Bnagers

- HAY4YHBIMH METOJIaMH TIPUMEHSIEMBIMH MPU NPUHATHN YIPaBICHYECKNX PEIICHHH;
- HaBBIKaMH{ NPaKTHYECKON paboThI IO cOopy

HEOOXOMMBIX MaTepHajIoB, NX KOMIUIEKCHOH OIIEHKE, aHAIN3y U CUCTEMaTH3alliu B
4acTH pa3pabOTKH U pean3aliy yIpaBIeHUECKUX PEIICHHH;

-METOAaMH Pa3pabOTKH U OIeHKH 3((EKTUBHOCTH YIPaBICHYECKHUX PEIICHUH

3HaTh

coJiepKaHue 1 CcIielM(UKY METOJOB HCCIICOBAHMS U PEATU3ALNH UX B
npodeccHoHaIbHOM NesITeIbHOCTH apXUBapHyca

'YueOHas - MpaKTUKa 10 MOJYUCHHIO IEPBUYHBIX

YMers

OLICHUBATh U O6CY)KI[aTI) CITOCOOBI 3(1)(1)€KTI/IBHOFO peuIieHuA MPAKTUICCKUX
HpO(I)CCCI/IOHaJ'ILHBIX 3aJ1a4 B HpO(i)CCCHOHaﬂLHOfI JACATCIbHOCTU apXuBapuyca

l'[pO(l)eCCI/IOHEL]'H)HLIX yMeHI/Iﬁ MW HAaBBIKOB, B TOM
I CJIC IEPBUYHBIX yMeHI/Iﬁ 1 HAaBbIKOB HAYYHO-

Bnanets

NpUeMaMH pealin3allii METOI0B PELIeHHs 33/1a4 B PO ecCHOHaIbHOM 00J1acTh
apxuBapuyca

HCCHCHOB&TGHLCKOﬁ JACATCIBbHOCTHU

3HaThb

COACPIKAaHUEC U CHGIII/I(l)I/IKy METOAOB UCCJIICAOBAHUA U peajin3alli UX B
HpO(I)CCCHOHaHLHOﬁ ACATCIBbHOCTH apXUBapuyca

HpOI/IBBOJlCTBeHHaH - [IpaKTHKa I10 MOJYYCHUIO

VmMern

OLICHUBATh U O6CY)KI[aTB CITIOCOOBI 3(1)(1)6KTI/IBH01"0 peuIieHuA MPAKTUICCKUX
HpO(I)CCCI/IOHaJ'IBHBIX 3aJ1a4 B HpO(l)eCCPIOHaJ'ILHOfI ACATCIbHOCTU apXuBapuyca

MpodhecCHOHATLHBIX YMEHUH U OTbITa
MpohecCHOHATBLHON eI TEIbHOCTH
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Bnanets NpUeMaMH pealln3alii METOI0B PELIeHH 33/1a4 B PO eCCHOHATIbHOM 00J1acTh
apxuBapuyca
3HaTh coJiepKaHue U crielin(UKy METOJJOB HCCIICIOBAHUS U PEaTU3aLiH UX B
npodeccroHaIbHOM NesTeIbHOCTH apXHBapHyca
YmeTs OLICHHMBATh U 00CYXaTh criocoObl A3 PEKTHBHOTO pEIICHHs TIPAKTUIECKUX
. [TpousBoACTBEHHAS — NPEIAUIUIOMHAS IPAKTHK
npodeccroHaNIBHBIX 33124 B TPO(eCCHOHATIBHON IESITENbHOCTH apXuBapuyca
Bnanets NpUeMaMH pealln3alii METOIOB PELICHH 33/1a4 B PO eCCHOHATIbHOM 00J1acTh

apxuBapuyca

[K-2-BaaneHneM 0CHOBAMH HHPOPMAINIMOHHO-AHAJTUTHYECKOH TeATETHHOCTH U CIIOCOOHOCTHIO MPUMEHSITH HX B TPodecCHOHATBLHOI cdepe

3HaTh - LEJH 1 3a/1a9¥ HHPOPMAIMOHHO -aHATUTHIECKON IESTEITbHOCTH;
- 9Tambl IPOBeICHNS MHPOPMALMOHHO-aHATUTHIECKOH eI TEILHOCTH;
- IpaBWJIa OPTaHU3ALUH U 0a30BbIE CXEMBI PeaTN3alny HHPOPMAIIMOHHO-
AHATMTHYECKOH JeATeIbHOCTH;
- MaTeMaTHIEeCKHe METOIbI, IPUMEHAEMbI B MH()OPMALMOHHO-aHATUTHIECKOM
JIeSITeTIbHOCTH
YmeTs - OCYILECTBIISATh COOp MH(POPMAIH;
- BBITTOJIHATH aHAJTMTHYECKYIO TPYIITUPOBKY ITOTYIEHHBIX TaHHBIX HHPOPMAINH;
MaTemaTuka
- BEITTOJIHATH MAaTEMaTHIECKy10 00paboTKy JaHHBIX
- aHaJIM3MPOBAThH MOJIyYCHHYIO HH(POPMALIHIO;
- HHTEPIIPETHPOBATh MH(OPMALIHMIO U aJaNTHPOBATh €€ K Npo(heCCHOHATBHBIM 331a4aMm,
TPE/ICTABISTH €€ B MOJISIISIX
Bnaners - aHAJIMTUYECKUMU U YUCICHHBIMH METOJIaMHU PEILICHHUS] TIOCTABICHHBIX 3a]1a4;
- HaBBIKaMH ()OPMYIIMPOBAHUS apTYMEHTUPOBAHHOTO U I0Ka3aTeIFHOTO BHIBOIA 110
WUTOTaM HCCIICIOBAHNUS
3HaTh OCHOBHBIE ITOHATHUS U ONIpeeeHus] HHYOPMAIIMOHHO-aHATUTHIECKOH JesITeTbHOCTH
Ymers PUMEHSTh OCHOBBI nH(POPMAIMOHHO-aHATUTHYECKON JeITeIIbHOCTH B |Moie MpoBaHHe CHCTEM JOKYMEHTAIIHH
npodeccronabHOM chepe opramusamu’
Bnaners OCHOBaMHM  MH(OPMALMOHHO-AaHAJIMUTUYECKONH  JESATENBHOCTH W CIIOCOOHOCTBIO

NPUMEHSTH UX B ITPOoQeccHoHaIbHON chepe
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3HaTh

- eI U 3a/1a4d HHPOPMAIMOHHO-aHAIUTUYECKON IeSITEIbHOCTH;

- 9Tambl IPOBEICHNS MHPOPMALMOHHO-aHATUTHIECKOH JEITEIbHOCTH;

- IpaBUJIa OPTaHM3ALUH U 0a30BbIE CXEMBI pealn3anui HHGpOpMannoHHO-
AHATMTHYECKOH JeATeIbHOCTH;

- METO/IbI MOZAEINPOBAHNS, IPUMEHSIEMBI B MH(OPMAIIIOHHO-aHATTUTHIECKOI
JEATEIBHOCTH;

- METOJIBI, COZIEpKaHKE U (POPMBI IIPOIIECCOB MPUHSITUS CTPATETHIECKUX, TAKTHIECKUX U
OTIEPATUBHBIX PEIICHUHA MEHEPKMEHTOM OpTaHH3alui;

- METOJIBI OLIEHKH KaueCTB IKCIIEPTa;

- METOJIbl OPTaHU3AIMU U IPOBEACHUS 3KCIIEPTH3

IKonmdaecTBeHHBIC METOBI B TYMAHHUTApHBIX

YMmeTrh

- ONPEEIIATh KPUTEPUU U OTPaHUYEHHsI HOUCKA AP (PEKTUBHBIX METO/IOB YIIPABJICHUS;
- aHaJIM3MPOBATh U OLICHUBATh PUHUMAEMbIE CTPATErHYECKUE, TAKTUUECKHE U
OTepaTHBHbBIE PELICHUS;

- pa3pabaThIBaTh MEXaHH3M peasI3aliy yIIPABICHUYECKOTO PEIICHUS;

- OLICHUBATh (P PEKTUBHOCTh YIPABJICHYECKUX PEIICHHH

HMCCJIICJOBAHUAX

Bnanets

- QHAJIMTUYECKUMH METOJIaMU PEILLEHUs IIOCTaBICHHBIX 3a/1a4;
- TEXHHKOI aHajM3a ¥ 0TOOpa BaXkHeieH nHhopMaIiy;

- TEXHUKOH CPaBHUTEJILHOTO aHA/IN3a -ONPECIICHUsS AJIbTEPHATUB B IIPOLIECCEe
HNPUHATHS CTPATETMYECKHX, TAKTUUECKUX U ONEPATUBHBIX PEIICHUI;

- HaBBIKAMH OLIEHKH 3()()EeKTUBHOCTH pEHICHUH

3HaTh

OCHOBHBIC ITOJIOXKCHUA I/IH(i)OpMaLII/IOHHO'aHaHHTH‘ICCKOﬁ JACATCIBbHOCTHU

YMmerh

ITpumensTH IO 00pa31y OCHOBEI HHPOPMALMOHHO-aHAIUTHYECKOH AEITENbHOCTH

[Ipon3BoACTBEHHAS - PAKTUKA 110 MOJIYYEHHUIO
po¢eCCHOHATBHBIX YMCHHI U OIBITA

Bnagers

HasbIkoM npuMeHeHust Mo 00pasiy 0CHOB HH(OpMaMOHHO -aHAINTHIECKON
JIeSITETIbHOCTH

po¢eCCUOHANBHOM AESITEIBHOCTH

3HaTh

OCHOBHBIC ITOJIOXXCHUA I/IH(i)OpMaLII/IOHHO'aHaHHTH‘ICCKOﬁ JACATCIBbHOCTHU

VYmMers

HpI/IMCHFITB 1o 06pa3uy OCHOBBI I/IH(I)OpMaI_[I/IOHHO'aHaJII/ITPI‘IeCKOﬁ JACATCIBbHOCTHU

Bnanets

HaBpixoM nmpuMeHeHus 1o 06pa3iry 0CHOB HH(OPMAIMOHHO-aHATHTHIECKOH
JICSITETIbHOCTH

POU3BOACTBCHHAA — NPEAAUITIIIOMHAA IIPAKTHKA

IK-3 - BJAaJACHUEM 3HAHUAMHU OCHOBHBIX npoﬁneM B 00J1acTH JAOKYMEHTOBECACHUS U APXUBHOI'0 J€Jj1a

3HaTh OCHOBHEIC l'[pO6J'IeMBI B o0acTu JAOKYMEHTOBEACHU S, HPUYNHBI BOSBHUKHOBCHUSA 3TUX
HpO6J’I€M, a TaKXKC yCJIOBUS, HCO6XOHI/IMLI€ JJI UX YCTPpAHCHU .
Ymetb OOBSICHATE pasHUully B CYIIECTBYIOIIUX TOJIKOBAHWUU KITHOUEBBIX IIOHSTUI

JAOKYMCHTOBCACHUA (06T>CKT, MNpeaAMET, METOJAbI IOKYMEHTOBCACHU S, TOKYMCHT,
I/IH(I)OpMaIII/IH, JAOKYMCHTHUPOBAHHAA I/IH(I)OpMaIII/ISI); JC€J1aTh BBIBOJbI HA OCHOBaHHUU

OCHOBEBI JOKYMCHTOBCICHUSA
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aHaIM3a YIOTPEOICHHUI TEPMUHOB B HOPMATHBHBIX HCTOYHHKAX M CIICIAATBHON
JIHUTEpaType

Bnagets

HaBbIKaMH aHaJIn3a U COMOCTABJICHUSA COACPIKAHUA JOKYMCHTOBEAYECKNX TEPMUHOB

3HaThb

TOJIBKO OCHOBHBIC HpO6J’IeMI>I B o0macTu JOKYMCHTOBCACHUA U apXHUBOBCACHNA

Vmers

pacmo3HaBath 1o 00pasny 3¢ dhekTuBHBIE H HEAPPEKTUBHBIC CIOCOOBI PEIICHNUS
OCHOBHBIX IIP00JIeM B 00J1aCTH JOKYMECHTOBEICHHS M apXHBOBEICHHS

OCHOBEI APXHUBOBCACHUS

Bnagets

MNPAKTUICCKUMU HaBbIKaMH PCHICHNUA OCHOBHBIX np06neM B 001acTu
JAOKYMCHTOBCACHUS U ApXUBOBCJCHHS 11O 06p33].[y

3HaTh

- TOKyMEHTOBEUYECKYIO TEPMUHOJIOTHIO;
- HOPMaTUBHO-METOJUYECKHE MAaTEPUAIIBI [0 TOKYMEHTHUPOBAHUIO YIIPABIECHUECKOM
JIeSITENIbHOCTH;

- cIT0CcOOBI U CPeICTBA TOKYMEHTHPOBAHUS;

- 3aKOHOMEPHOCTHU PA3BUTHS TOKYMEHTA;

- CTPYKTYpY JOKYMEHTA;

- XapaKTEPUCTHKY U COCTAB YHU(DUIIMPOBAHHBIX CUCTEM JIOKYMEHTAIIUH;

- TUTIOBOM COCTaB CHCTEM JOKYMEHTAIIMH YUPEkKACHUH JII000H OpraHn3alioHHO-
NpPaBOBOH (OPMBI;

- IpaBWJIa COCTABJICHUS H OPOPMIICHHS JOKYMEHTOB;

- IOPSIIOK OpraHU3aLMHU JOKYMEHTOB B KOMIUIEKCHI;

- KPUTEPUH U IPUHLIMIIBI ONIPEIEICHHSI HAYYHO-UCTOPHUECKUN U PAKTUYECKOI
LEHHOCTU JOKYMEHTOB;

- TEH/ICHIINH Pa3BUTHS MH(POPMAIOHHO-T0KyMEHTAIIHOHHOTO 00eCIIecUeHHS
yOpaBJIEHUs] M apXUBHOI'O JleJia

II[OKny:HTOBeZ[eHI/Ie

VYmMers

- AaHAJIM3UPOBATH HOPMATUBHO-METOAMYECKNE UCTOYHUKH 10 JOKYMEHTHPOBAHUIO
YOPaBJIEHUYECKON AESITEILHOCTH;

- XapaKTepu30BaTh U aHAJTM3UPOBATH YHUDHUIIMPOBAHHBIX CUCTEM JOKYMEHTAIIUH;

- BBISIBJISITH TUIIOBOW COCTaB CHCTEM JIOKYMEHTAIIUH YUPEKACHHH JIF000i
OpTraHU3aI[OHHO-TIPAaBOBOH (pOPMEI;

- IPUMEHSATH NIPAaBHUJIa COCTABJICHUS M OPOPMIICHHS JOKYMEHTOB Ha MPaKTHKE;

- OPTaHU30BbIBaTh JJOKYMEHTHI B KOMIUIEKCHI;

- BBISIBJIATh HAYYHO-UCTOPUYECKYIO U IIPAKTUUECKYIO LIEHHOCTh JJOKYMEHTOB;

- BBISBJIATH TCHICHIUHU Pa3BUTHS HHPOPMAIMOHHO-TOKYMEHTAIMOHHOTO 00CCIICUeHHUS
YIPaBJIEHUS U apXUBHOTO A€

Bnanets

- JOKyMEHTOBEJUECKOH TEpMHHOJIOTHEH B pohecCHOHAIBHOM pedn;
- IpUeMaMH COCTaBJIEHUS U 0(OPMIICHHUSI OCHOBHBIX YIPABIEHYECKUX JIOKYMEHTOB;
- METO/IaMH YHU(UKAIMK ¥ CTaHAAPTU3alUU JOKYMEHTOB;
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- HaBBIKaMH 06’be,HI/IHeHI/I$I JOKYMCHTOB B NICPBUYHBIC KOMIIJICKCHI;
- SBHAaHUAMH OCHOBHBIX HpO6HeM B o0yactu JAOKYMEHTOBEACHUSA

3HaTh THUITOJIOTH3ALUIO ITPOOIIEM MPoecCHOHATIBHON IS TEIBHOCTH 3aB. apXHBOM U KPUTEPUHU
BBIOOpA peIeHus - CBhILIE 5
Ymers MPOBOJUTH 0030p U 00CYkIaTh cIocoObI 3P PEKTUBHOTO PEIICHUS TPAKTUUECKIX
npodeccroHaNBHBIX 3a/1a4 B 00JaCTH JOKYMEHTOBEACHHS U apXHBOBEJICHUS C A
pUMEHEHHEeM MH(OpMaMOHHBIX TEXHOJIOTHI DXHBOBEACHHC
Bnaners crnoco0aMu AEMOHCTPALMH YMEHHS aHAJIM3UPOBATh NPOOIEMHYIO CUTYAIHIO -
CIOCOOHOCTH (POPMYJIUPOBKH apryMEHTHPOBAHHOTO U I0KA3aTeIbHOTO BBIBOJIA B XOJIE
aHanm3a npobieM B paboTe 3aB. apXUBOM
3HaTh - OCHOBHBIE MPOOJIEMBI B 00JIaCTH MPaBOBOI'O PEryJIMPOBaHUs pabOTHI C
JIOKYMEHTHPOBAaHHOM HH(pOpMaIie
- OCHOBHBIE IPOOJIEMBI B 00JIaCTH NPABOBOTO PETYINPOBAHUS PAOOTHI C apXUBHBIMHU
JIOKYMEHTaMH
- OCHOBHBIE IPOOIEMBI B 00JIaCTH OPTaHU3aINN U YIIPAaBICHNS HHPOPMALTMOHHOH
chepoit
-OCHOBHBIE ITPOOJIEMBI B 00JIACTH OPraHU3aLUK U YIPABJICHHUS ApXUBHBIM JEIOM
YmeTs - HCTOJIb30BaTh 3HaHHE OCHOBHBIX MPOOJIEMBI B 00J1aCTH IPABOBOTO PETyIUPOBAHNUS
paboThI C TOKYMEHTHPOBAaHHOI HHpOpMAaIHel B IpodecCHOHATIBHON AeATETbHOCTH
JIOKYMEHTOBe1a 1 pabOTHUKA apXHBa
- HCIIOJIb30BaTh 3HAHME OCHOBHBIX NMPOOJIEM B 00JIACTH MPaBOBOTO PEryIMPOBAHUS
paboThI C apXUBHBIMU JIOKYMEHTAaMH B IPO(ECCHOHAIBHOM JeSTeIbHOCTH
JIOKYMEHTOBe1a 1 pabOTHUKA apXHBa J{oxyMeHTaImoHHOe 00ecredeHne apXuBHOIO
- HCIIOJIb30BaTh 3HAHHE OCHOBHBIX MPOOJIEM B 00JIaCTH OpPraHU3AIMH U YIIPABICHUSI Inena u uHpopMaoHHoH cdepsl B PO
uHpopMaMOHHOW cdepoil B MpodhecCHOHATBHON eI TeIbHOCTH JOKYMEHTOBEAA 1
pabOTHHKa apXUBa
- HCTOJIE30BaTh 3HaHWE OCHOBHBIX NPOOJIEM B 00J1aCTH OpTaHU3aluU U YIIPABICHUS
ApPXUBHBIM JEIOM
Bnanets - 3HaHHEM OCHOBHBIX ITPOOJIEM B 00JIaCTH NIPaBOBOI0 PErYJIMPOBAaHUS pabOTHI ¢

JIOKYMEHTHPOBaHHOI HHpOpMaren

- 3HaHHEM OCHOBHBIX IIP00JIeM B 00J1aCTH NTPABOBOTO PETyIUPOBAHUS pabOTHI C
ApXMBHBIMU JIOKYMEHTaMH

- 3HaHHEM OCHOBHBIX IIP00JIEM B 001aCTH OpraHU3aliy U yIIPaBICHUS
nHGOPMATMOHHOH chepoit

- 3HAHWEM OCHOBHBIX ITPO0OJIeM B 00JIACTH OpTaHU3AIMH U YIIPABICHHUS apXUBHBIM
JeIoM
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3HaTh OCHOBHBIE ITPOOJIEMBI B 00J1aCTH TOKYMEHTOBEICHHSI 1 apXUBOBEJICHUS HA YPOBHE
BOCIPOM3BEACHUSI MOHSITHI
Ymers MOKa3aTh 3HAHMS HA YPOBHE BOCIIPOU3BENCHHUS  0OBICHEHUs MH(OpMany B 00J1acTH
COBPEMEHHBIX POOJIEM JOKYMEHTOBEICHUS U apXUBOBEICHHUS, a TAKXKE 00J1a1aTh
CoBpeMeHHBIE TPOOJIEMBI TOKYMEHTOBEACHHUS H
WHTEIUIEKTYaIbHBIMHA HABBIKAMH PEIICHNS IPOCTBIX 3724, TEOPETHHECKHX A pXHBOBCICHH
METOJIOTOTUYECKIX OCHOB JAHHOH JUCIUIIIMHBI
Bnaners 3HAaHUAMH OCHOBHBIX IIPOOJIEM B 00JIACTH IOKYMEHTOBEICHUS M apXUBOBEACHUS Ha
YPOBHE BOCIIPOM3BEACHUS U O0BACHEHHS HH()OPMALIH, HHTEIUICKTYaIbHBIMU
HaBBIKAMHU PEIICHNUS MPOCTHIX 3a7a4
3HaTh Hexoropsie npoOiieMbl B 0071aCTH JOKyMEHTOBECHHUS U apXUBOBEICHHS
Ymetb HaxonuTh pelieHuss HEKOTOPBIX MPOOJIEM B 00J1aCTH TOKYMEHTOBEACHUS U [Ipon3BOACTBEHHAS - MPAKTUKA 10 MOMYYCHHIO
apXUBOBEICHUS npodeccroHaBHBIX YMEHUI U OTIbITA
Branets HaBbikoM moucKa penieH s HEKOTOPBIX Ipo6iIeM B 0071aCTH TOKyMEHTOBEICHHS 1 NPO(ECCHOHATLHOM eATETLHOCTH
APXHUBOBCICHUA
3HaTh HEKOTOphIe IIPOOIEeMBl B 001aCTH JOKYMEHTOBEICHHUS U apXUBOBEACHUS
Ymers HaXOAMTh PELICHHUS] HEKOTOPBIX MPOOIEM B 00IaCTH JOKYMEHTOBEACHHS 1
ApXUBOBEICHU [Ipon3BoacTBEHHAs — NPEIUIIIIOMHAs IPAKTUKA
Bnaners HaBBIKOM ITOHMCKA PELICHHUs] HEKOTOPBIX MPO0JIeM B 00JIaCTH JOKYMEHTOBEACHUS U

APXHUBOBCICHUA

[K-4 - cnoco0HOCTHIO CAMOCTOSITEHLHO PAG0OTATH ¢ PA3IMYHBIMH HCTOYHNKAMHU HHPOPMATHHT

3HaTh OcobeHHOCTH PabOTHI ¢ PA3IMIHBIMU BUAAMHI HCTOYHUKOB
YMmers ITon6upaTe UCTOUHUKY JUISI HAYYHBIX UCCIICTOBAaHUN (OCHOBBI HAYYHO-HUCCIIEZIOBATEIBCKOM
Bnaners Crioco6amu H3BJIEKATh CYIHOCTHYIO HH(OPMAIHIO U3 HCTOYHHKA U opMymmpoBath [0 CIPHOCTH
TEOPETUYECKHE BBIBOIBI
3HaTh OCHOBHBIE OTIPEJENICHUS U TIOHATHS PA3JIMYHbIX HCTOYHUKOB HH(OPMALIUH;
OCHOBHBIE METOIBI HCCIEOBAHUI, NCTIOIBb3YEMBIX B paboTe C pa3InIHbIMA
WCTOYHHUKAMHU HH(OpMAIHH;
YMmers 00cyxmaTh criocoOb! 3(h(HEeKTUBHON CaMOCTOSTEIBHOM PabOTHI ¢ Pa3TUIHBIMU
HCTOYHHUKAMU HH(OPMAIMH; OOBSICHATH (BBISIBIISATH M CTPOUTH) TUIIHMYHBIC MOJEIIH OpraHn3anys ¥ TEXHOJIOTHS JOKYMEHTAIHOHHOTO
CaMOCTOSATENIFHON pabOTHI C Pa3NUYHBIMHA UCTOYHUKAMH; IPHOOPETATh 3HAHUA B oOecrieueHns yrpaBIeHU
00J1aCTH CaMOCTOATENIFHO PabOTaTh C PA3TMYHBIMU HCTOYHUKAMH MH(DOPMAITIH;
Bnanets MPaKTUIECKUMHU HaBBIKAMH, CIIOCO0aMHU OLIEHMBAHUS 3HAYNMOCTH M IPAKTHIECKOH

MPUTOAHOCTH MOIYYEHHBIX PE3yIbTaTOB IIPH CAMOCTOSTEIHHOMN paboTe ¢ pa3IMIHBIMH
HMCTOYHHKAMHU MH(OpPMAIMH; OCHOBHBIMH METOIaMH PEIIeHHs 3a/1a9 B 00JIaCTH
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CaMOCTOSITEIIbHOM paGOTI)I C pa3JIMYHbIMH UCTOYHUKAMU I/IH(I)OpMaIII/II/I;

3HaTh

- OCHOBHBIC HAayYHBIE M EPHOANYECKUE U3AaHKs B 00JIaCTH JJOKyMEHTOBEICHUS,
- OCHOBHBIE VIHTEpPHET-UCTOYHHUKH B 00JIaCTH JOKYMEHTOBEACHHS;

- HOPMaTHBHO-TIPaBYI0 1 HOPMaTHBHO-METOANYECKYIO 0a3y JTOKYMEHTAlMOHHOTO
obecrieueHns ypaBJIeHHUS;

- COCOOBI Pa0OTHI C Pa3IMYHBIMU HCTOYHUKAMU HHPOpMAIINY;

- nH(pOPMAIMOHHEIE TEXHOJIOTHH NpH padboTe ¢ nHpopMaIme B o0macTu
JIeTIONIPOH3BOICTBA

Vmers

- CaMOCTOSITENIFHO OCYIECTBILATH MOUCK HAYYHBIX U EPHOJMICCKUX U3IaHUIT B
00NIacTH TOKyMEHTOBEICHUS;

- CAMOCTOSITETIFHO MCIOJIb30BaTh OCHOBHBIE MIHTEpHET-HCTOYHUKH B 001aCTH
JOKYMEHTOBEACHHS B PO(ECCHOHAIBHON IS TeIBHOCTH;

- CAMOCTOSTEIIPHO aHATM3UPOBATh HOPMATHBHO-TIPABYI0O U HOPMAaTHBHO-METOANYCCKYIO
0a3y JTOKYMEHTallMOHHOTO 00eCIIeYeH s YIPaBICHHS;

- CaMOCTOSTENILHO MCIOJIB30BATh CIIOCOOBI pabOThI C Pa3TMYHBIMUA HCTOYHUKAMU
nHpopmanuu B 1pohecCHOHATBHOM AeSTeIbHOCTH;

- CaMOCTOSTENILHO MPUMEHSTh HHPOPMAIMOHHBIE TEXHOJIOTHH IIPH padoTe ¢
nHpopManueil B 007aCTH IEIOIPOU3BOCTBA

J{okyMeHTOBeieHHE

Bnanets

- HaBbIKaMH pa6OTLI C OCHOBHBIMHY HaYYHBIMH U IEPUOANICCKUMU U3JTAHUAMU B
00JacTH TOKyMEHTOBEICHHS,

- HaBBIKAMH pabOTHI C OCHOBHBIMHU VIHTEpHET-UCTOYHUKAMHU B 00J1aCTH
JOKYMCECHTOBECACHUS,

- 3HAHUSMH HOPMATHBHO-TIPABON U HOPMATUBHO-METOIMUECKON 6a30i
JIOKYMEHTAI[HOHHOT'O 00ECIIeYCHUSI YIIPABIICHUS,

- crioco6amMu paboThI ¢ PA3IMIHBIMU UCTOYHUKAMHU HHPOPMAIINH;

- HHQOPMAIIMOHHBIMH TEXHOJIOTHAMHE IpU pabdote ¢ uHpopmaleln B 00macTu
JICIIONPOU3BOJICTBA

3HaThb

- pa3jingHbIC UCTOYHUKHU 1O UCTOPUN MHpOBOﬁ M OT€YECTBEHHOM KYJbTYPbI

YMmeTrh

- COCTaBUTh aHHOTHUPOBaHHYIO OnbIHOTpaduio

Mcropyst MUPOBOH U OTEUECTBEHHOU KYJIbTYPBI

Bnanets

- HaBBIKAMH CAMOCTOSITEIILHOH paboTHI ¢ Pa3TMIHBIMU HCTOYHIKAMH HHPOPMAILIIT

3HaThb

- pa3jin4HbIC UCTOYHUKHU 1O UCTOPUN MHpOBOﬁ M OT€YECTBEHHOM KYJbTYPbI

VmMern

- COCTaBUTh aHHOTUPOBAHHYIO OUOIHOTpaduro

MupoBas Xy0)KeCTBEHHAs KyJIbTypa

Bnaners

- HaBBIKAMH CAMOCTOSITEIILHOM paboThI ¢ Pa3TMIHBIMU HCTOYHIUKAMH HHPOPMALIIT

3HaTh

MeTOABI paboTHI ¢ He0OX0UMON HH(OPMAIEH U3 TIEPBOUCTOYHUKOB

IMcroprst MUPOBBIX LMBUIIU3ALUI
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YMmerh

CaMOCTOATENBHO PadOTaTh M KPUTHYECKN aHAIN3UPOBATH

HCTOYHMKHU M HAYYHYIO JINTEPATYPY 10 UCTOPHH MHUPOBBIX [IUBHITN3AIINN
CaMOCTOATENHHO aHATM3UPOBATh HAYYHYIO X HICTOPHIECKYIO IUTEPATYPY IO
M3y9IaeMbIM BOIIPOCAM;

- CaMOCTOSTENBHO MOJy9aTh HOBBIE 3HAHMUS B 00JIACTH KyJIbTYPHO-UCTOPHUECKHUX HAYK;
- HHTEPIPETHPOBATh NH(OPMALIHIO;

Bnagets

- HABBIKAMH CaMOCTOSTEIBEHOM pabOTHI ¢ HCTOPHYECKOH JIUTEPATYPOil U HCTOYHUKAMU;
- METOAAaMH M3Y4CHHUsI MHOTO00Pa3us KyJIbTyp U UBUIIM3ALMN B UCTOPUH OOLIECTB;

- HaBBIKAMHM aHAJIM3a JIUTEPaTypPhI 110 HCTOPHH;

- HaBBIKaM# 00001IeHU HHpOpMAIHH, POPMHPOBAHHS COOCTBEHHOTO MHEHUS
OTHOCHTEJIBHO 3apy0e>KHON UCTOPHUH.

3HaTh

OCOOEHHOCTH U CTEIIEHb PCeOpe3CHTAaTUBHOCTH PA3JIMYHBIX HCTOYHHUKOB I/IH(I)OpMaI_lI/II/I

Vmers

OCYIIECTBIISITH OUCK, CAMOCTOSITETIHFHO PA00TATh M KPUTHIECKN aHAIN3UPOBATD
MCTOYHMKHU M HAYYHYIO JINTEPATYpPY 110 UCTOPHH, (GOpMyIHpOBaTh LEJIN U 331291
WCCIIEJIOBaHMS U AENATh CAMOCTOSTEIHHbIC BBIBOJIBI.

Mcropust 3apyOeXHBIX HAPOAOB U KYJIBTYP

Bnagets

HaBbIKaM1 pabOThI C HICTOPHYECKUMH NCTOYHUKAMH, HAYIHOH JUTEPATypHI 110 HCTOPUH
IIPH [TOJITOTOBKE ayAWTOPHBIX 3aHSITHI M MHCHbMEHHBIX paldoT 110 H3y4aeMoMy Kypcy

3HaTh

3aKOHOJaTeNIbHYI0 0a3y MpaBHJI MONCKa HHPOPMAIIMHU U €€ MCIIOIb30BaHUs B
npodeccHoHAIBHOM NesTeIbHOCTH apXHBapHyca

|YueOHas - MpaKTUKa 10 MOJYUCHHIO IEPBUYHBIX

VYmMers

CaMOCTOATCIIBHO HUCITI0JIb30BaTh HCTOYHUKN I/IH(I)OpMaI_lI/II/I B HpO(I)eCCHOHaHBHOfI
JACATCIBbHOCTH I10 pa60Te C ApXUBHBIMU NOKYMCHTAMU

HpO(bGCCI/IOHaJ'ILHBIX yMCHI/Iﬁ W HAaBBIKOB, B TOM
IHUCJIC ICPBUYHBIX yMCHI/Iﬁ 1 HAaBbIKOB HAay4HO-

Bnagers

HaBbIKaMU OLICHUBAHUA 3HAYUMOCTH U HpaKTH‘ieCKOﬁ MNPpUTrOJHOCTH MOJTYYCHHBIX
PE3YyJIbTAaTOB INIOUCKA IO APXUBHBIM JOKYMCHTAM

HCCHeI[OBaTeHLCKOﬁ JACATCIBbHOCTHU

3HaTh

3aKOHOJaTeNIbHYI0 0a3y MpaBHJI MONCKa HHPOPMAIIMHU U €€ HCIIOIb30BaHUs B
npodeccHoHaIbHOH NesTeIbHOCTH apXHBapHyca

VYmMers

CaMOCTOATCIIBHO HUCII0JIb30BaTh HCTOYHUKN I/IH(I)OpMaI_lI/II/I B HpO(I)eCCHOHaHBHOfI
JACATCIBbHOCTH I10 pa60Te C ApXUBHBIMU TOKYMCHTAMU

[Tpon3BoaCTBEHHAS - MPAKTHKA IO TTOIYIECHHUIO
MpodecCHOHANBHBIX YMEHHUH U OIIBITA

Bnanets

HaBbIKaMU OLICHUBAHUs 3HAYUMOCTH U HpaKTPI‘ICCKOﬁ MMPpUTroJHOCTH MOJTYUYCHHBIX
PE3YJIbTATOB IMMOUCKA IO APXUBHBIM JOKYMCHTAM

MpoQeCcCHOHANBEHOMN NEeSITENEHOCTH

3HaTh

3aKOHOJATENbHYI0 0a3y mpaBWi TOMCKAa HWHPOPMAMHM M €€ HCIOJIH30BAHUSA B
npoeCCHOHATBHON NeTeIbHOCTH apXHBapuyca

VYmMmeTrh

CaMOCTOSITENIFHO HCIIOJB30BATh HCTOYHWKH HH(pOpManmud B TNpodeccHoHaTbHON
JIeSITEJIbHOCTH 110 pad0Te C apXUBHBIMU JIOKYMEHTAMHU

HpOI/IBBOJICTBeHHaH — ONpEAAUITIIOMHAA IMpaKTUKa

Bnaners

HaBbIKAMU OILICHUBAHHUA 3HAYUMOCTH H HpaKTquCKOﬁ MPUTOAHOCTH TIOJTYYCHHBIX
PE3YyJIbTATOB IMMOUCKA IO APXUBHBIM JOKYMCHTAM
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K-5- BJIAICHUEM TCHACHIUSAMMU Pa3BUTUSA HH(l)OpMaIII/IOHHO-I[OKyMeHTaIIHOHHOFO " o0ecredeHus YHupaBJicHUSI AapXUBHOT O

aeaa

3HaTh

OCHOBHBIE TEH/ICHIINH PAa3BUTHSA HH()OPMAITIOHHO-TOKYMEHTAIIHOHHOTO U 00ECTICYCHNUS
yIpaBJICHU apXUBHOTO Jeja

Vmers

aHATM3MPOBATH TEHACHIUH Pa3BUTHA HH()OPMALIMOHHO-JOKYMEHTAI[IOHHOTO U
obecrieueHns yIpaBJICHHS apXUBHOTO AeTIa

OCHOBBI apXHUBOBEACHUS

Bnagets

HaBbIKaMH pCHICHUA 3a/1a4 B obnactu TeHZ[eHLII/Iﬁ Ppa3BUTHA I/IH(l)OpMaLII/IOHHO'
JAOKYMCHTAIMOHHOI'O 1 obecneyeHus YHOpaBJICHUS apXHUBHOI'O Ac€J1a 110 06p33].[y

3HaTh

OIIpCACIICHUS TPOLCCCOB PA3BUTHUA I/IH(I)OpMa].[I/IOHHO',Z[OKyMeHTaLlI/IOHHOFO u
obecneueHus YIpaBJICHUA apXHUBHOI'O CJ1a

Vmers

BBIACIIATH TCHACHIINH, OOBICHATH (BBISIBJ'I?[TB u CTpOI/ITB) TUINIUYHBIC MOJCIIN, KOPPEKTHO
BbIPAKATb U apI'YMCHTUPOBAHHO 000CHOBBIBATH MOJIOKEHHS TCH,Z[@HI.[HIZ Ppa3BUTHA
I/IH(i)OpMa].[I/IOHHO-,E[OKyMeHTaI_II/IOHHOFO u obecreyeHus YHOpaBJICHUA apXHUBHOI'O cCJ1a.

OpFaHI/ISaI_[I/IiI 1 TCXHOJIOTHUA JOKYMCHTAIMOHHOT O

Bnagets

criocodoamu JACMOHCTpAaIM YMCHHA aHAJIU3UPOBATh CUTYyalll0, BO3MOXKXHOCTBIO
MCKAUCIUIITIMHAPHOIO IPUMCHCHU, HpO(l)eCCI/IOHaJ'IBHLIM SI3BIKOM B 00JIaCTH
TeHZ[CHI_II/Iﬁ Pa3BUTHUA I/IH(i)OpMaI_II/IOHHO-,Z[OKyMeHTaI_II/IOHHOFO 1 00eCIICUeHHS
YIIpABJICHUA apXHUBHOI'O ACJ1a;

oOecIecUeHUS YIpaBJICHUA

3HaTh

OCHOBHBIC TCHACHI MU PA3BUTHUSA I/IH(I)OpMaI_[I/IOHHOFO 1 JOKYMCHTALIMOHHOT'O
obecrneueHus YIPABJICHUS, 4 TAKIKEC apXUBHOI'O ACj1a

VYmMers

MNPUMCEHATH U3YYCHHBIC TCHACHIUN Pa3BUTUA I/IH(I)OpMaL[I/IOHHO',I[OKyMeHTaLII/IOHHOI‘O u
obecrneueHus YIpaBJICHUA apXHUBHOTI'O [I€JIa B HpO(I)CCCPIOHaJ'ILHOﬁ JCATCIIBHOCTHU

KaﬂpOBO@ ACJIONPOU3BOACTBO U apXUBbBI
VIOKYMCHTOB 110 JINYHOMY COCTaBY

Bnagers

TCHACHIOUAMU PA3BUTHUSA I/IH(l)OpMaLII/IOHHO'Z[OKyMeHTaI_II/IOHHOl"O H 00ecreyeHus
YIIpABJICHUSA apXHUBHOTI'O [ICJid

3HaTh

- TCHACHIIUHN pa3BUTUA I/IH(1)OpMaLII/IOHHO-Z[OKyMeHTaL[I/IOHHOFO 1 00ecIIeUeHus
YIIpABJICHUSA apXHUBHOTI'O JICJId

VYmMers

- Ha3bIBACT TCHACHIIMU PA3BUTUSL I/IH(i)OpMaLII/IOHHO',I[OKyMGHTaLII/IOHHOFO n
obecrneueHus YHpaBJICHUA apXHUBHOI'O [1€J1a, IIOAKPCIIIAA IpUMEpaMu HpaKTH'IGCKOfI
JACATCIBbHOCTHU

rOCY,I[apCTBeHHBIe, MYHHUIUIIAJIbHBIC U
IBEAOMCTBCHHBIC apXUBBI

Bnanets

- CHOCOOHOCTRIO aHAIN3a TeH,Z[CHL[I/Iﬁ pa3BUTHUA I/IH(I)OpMaL[I/IOHHO',HOKyMeHTaIII/IOHHOFO
Ppa3BUTHSA YIIPABJICHUS apXHUBHOTI'O J1CJ1a

3HaThb

06HICHPO(1)€CCI/IOH3J'II)HI)IC TCOPETUICCKUEC U MECTOANYCCKUEC OCHOBBI PA3BUTHUA
I/IH(I)OpMaHI/IOHHO',HOKyMCHTaIII/IOHHOFO obecrneueHus YIIpABJICHUS U apXUBHOTO JICjia

VmMern

MNPpUMCEHATH Ha IPAKTUKE O6IIICHpO(1)€CCI/IOHaI[LHLI€ TCOPETUUCCKUE U MCTOANICCKUC
OCHOBBI Pa3BUTUA I/IH(l)OpMaL[I/IOHHO',Z[OKyMCHTaIII/IOHHOFO obecrneueHus YIIpaBJICHUS U
APXMBHOT'O JcJia

KOHq)I/I,HCHIII/IaJ'IBHOG ACITOIMPOU3BOACTBO

Bnanets

criocodbamu OLICHMBAaHUA 3HAYUMOCTHU U HpaKTH‘ICCKOﬁ MMpUrogHOCTH pa3sBUTUA
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I/IH(l)OpMaI_II/IOHHO'Z[OKyMeHTaHI/IOHHOFO obecreueHus YIIpaBJICHUA U apXUBHOT'O JCja

3HaTh

HUMCTb NPEACTABJICHUE O TCHACHIUAX PA3BUTHUA I/IH(i)OpMaHI/IOHHO-Z[OKyMeHTaHI/IOHHOFO
obecreyeHus YIIpaBJICHU apXUBHOT'O JCjia

YMmerh

AHAJIU3UPOBATh NPOLECChI I/IH(l)OpMaI_[I/IOHHO'Z[OKyMeHTaHI/IOHHOFO obecneueHus
YIIpaBJCHUA apXHUBHOTI'O JCJia

Munekcanus u koaudukaus nHOpMAaIUU B
PO eCCUOHANBHON IS TEIBHOCTU

Bnanets

MPaKTUYCCKUMU HaBbIKaMH HCIIOJIb30BaHUA 3JIEMECHTOB I/IH(i)OpMaHI/IOHHO'
JOKYMCHTAallUOHHOT'O obecreueHus YIpaBJICHU apXHUBHOTI'O JCjia

3HaTh

TEOPETHYECKUE OCHOBBI PAa3BUTHS MH(POPMAIIMOHHO-IOKYMEHTAI[MOHHOTO 00ecIeueH s
YIPaBJICHUS] U apXUBHOIO J€JIa

Vmers

INPpUMCHATb Ha HNPAKTHUKE TCOPCTHYCCKHUE OCHOBBI PA3BUTHUA I/IH(I)OpMa].[I/IOHHO'
JOKYMCHTAalUOHHOT'O obecreueHus YIIpaBJICHUA U apXUBHOT'O JICjIa

J]OKyMeHTaI[IOHHOE 00eCIIeYeHNE YIIPABICHUS
Ha IPEANPUATUAX Pa3IUYHBIX OPraHU3alMOHHO-

Bnagets

TCHACHIIUAMUA pa3BUTHUA I/IH(l)OpMaLII/IOHHO -AOKYMCHTAIMOHHOTO obecreueHus

yIpaBIEHUs U apXUBHOTO Jiesa

MpaBOBBIX (OpM

3HaTh

OTIpeNIeNICeHUs TPOLIECCOB Pa3BUTHS HH)OPMAIIHOHHO -TOKYMEHTAIIMOHHOTO U
obecrnevyeHnst ynpaBlIeHuUs! apXUBHOTO Jiea

Vmers

BBIJICTISITH TEHACHINH, OOBSCHSTH (BBISABIATh M CTPOUTH) THIIMYHBIC MOJIEIH, KOPPEKTHO
BBIPAXATh W apTyMEHTHPOBAHHO OOOCHOBBIBATH MOJIOXKEHHS TEHACHIMH pa3BUTUS
MHPOPMAIMOHHO-IOKYMEHTAI[IOHHOTO M 00eCIeYeHHs yIIPaBJICHHUs apXUBHOTO JIeTa.

MeTtoms! parmoHanu3auu JJ0Y

Bnagers

Croco0amMu AEMOHCTPALMH YMEHHUS aHAIM3UPOBATh CUTYALNIO, BO3MOXKHOCTBIO
MEKANCIUIUIMHAPHOTO IPUMEHEHUsI, TPO(ECCHOHATBHBIM S3bIKOM B 00JIACTH
TEHJICHINH Pa3BUTHA HH(POPMAIIIOHHO-T0KyMEHTAIIHOHHOTO U 00eCTIeYeHNs
YIPaBJIEHUs] apXUBHOIO JI€1a;

3HaTh

OCHOBHBIE TEH/ICHIINH PA3BUTHA HH()OPMAIIIOHHO-IOKYMEHTAIIMOHHOTO U 00eCTIeYeHUS
YIpaBJIEHUsS apXUBHOTO JieJia HA YPOBHE BOCIIPOU3BECHHS U OOBICHEHHS
MHPOPMALINH, NHTEIJUIEKTyaJIbHbIC HABBIKH PELICHUS MPOCTHIX 3a/1a4

YMmerh

M0Ka3aTh 3HaHUA B 007acTH HHOOPMAIIMOHHO-JOKYMEHTAI[MOHHOTO 00eCTIeUeHuUs
yIpaBlIeHUS] M ApXUBHOTO JeJia Ha YPOBHE BOCTIPOU3BECHUS 1 OOBSICHEHUS
nHPOPMAIINHN, HHTEJUICKTYaIbHBIMU HABBIKAMH PEIICHHUS TPOCTHIX 3a7a4

CoBpeMeHHBIE TPOOJIEMBI TOKYMEHTOBEACHUS U
APXHUBOBEICHUS

Bnanets

TEH/ICHIISIMH PAa3BUTHSA HH()OPMAIIOHHO-T0KyMEHTAIIHOHHOTO 00eCTIeUYeHHS
YIOpaBJIEHUS U apXUBHOTO JIe/Ia Ha YPOBHE BOCIIPOM3BEACHUS U OOBSICHEHUS
nHpOpPMALIIT

3HaTh

TEHJCHINH PA3BUTUA HH()OPMAIIIOHHOTO U JOKYMEHTAI[HOHHOTO 00ec-TIeueHHs
JIESATENBHOCTH OpraHu3alui;

ME>KIyHapO/IHbIE OPTaHU3aINH, 3aHUMAIoONIHeCs 0000IEeHHeM MUPOBOTO OIBITA B
obnactu UOY u JIOV;

MexnyHapOoAHbIE CTAaHJAPTHI YIIPABJICHUS
IOKyMEHTaMHU
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MEXIYHApOJHbIE TOKYMEHTHI, OTPaKAIOLIIEe MUPOBOU OTBIT K OPraHU3aluu
MHPOPMAIMOHHOTO U TOKYMEHTAIIMOHHOTO 00ECTICYCHHUS IeTIOBOH NEeITEIBHOCTH;

YMeTh

npuobperath 3HaHus B obnactu MOY u JIOY 3a pydexom;

KOPPEKTHO BBIpa)KaTh M apryMEHTHPOBAaHO 00OCHOBBIBATH CYIIECTBOBaHUE TCHICHIMN
pa3BUTHS NHOOPMALMOHHOTO U JOKYMEHTALMOHHOTO 00ECIIeUeHHUS NesTeIbHOCTH
3apyOeKHBIX OpTaHU3aLNH;

00cyxmaTh crrocoOb!l 3 (HEeKTHBHOTO pelIeHus MpodiieM HH(OPMAIIHOHHOTO
JOKYMEHTAIIHOHHOT'0 00eCTIeueHNs e TeNbHOCTH OpPTraHU3alii.

Bnagets

MPaKTHIeCKIMHU HaBBIKAMH aHAIIN3a HOPMaTHUBHBIX akToB B cepe JOY u UOY;
crioco0amMul IEMOHCTPALINN YMEHHS aHATM3UPOBaTh cutyanuto B chepe JOY u UOY;
00BscHATE THIIMYHBIE Mogend J1OY u MOV B 3aBHCHMOCTH OT CIieIU(DUKH AETOBOM
JIeSITETIbHOCTH OpPTaHU3aIHH;

3HaTh

OCHOBHBIC OTIPEJENICHNUS, HOHATHS U METOIbI HCCIICIOBAHUM, HCIIOIB3YEMBIX B
TEHJCHUMSIX Pa3BUTHUsI MH()OPMAMOHHO-TOKYMEHTALMOHHOTO U 00ecTieueH s
yIpaBIEHUs] ApXUBHOTO AeJa

Vmers

BBIJICNIATh TCHACHINH, OOBICHATH (BBISIBIITh H CTPOUTH) THIIMYHBIE MOJICITH U
KOPPEKTHO BBIPAXKATh U apTyMEHTHPOBAHHO 0OOCHOBBIBATH MOJIOKEHUS TEHACHIIUN
pa3BUTHS HHPOPMAIMOHHO-IOKYMEHTAI[HOHHOTO M 00ECIICUCHH S yIIPaBICHHSI
ApXUBHOIO JIeNa.

Jlemonpon3BoacTBO KOMMEPUYECKUX MPEIPUATHHA

Bnagets

croco0amMH JIEMOHCTPAIH, BO3MOXKHOCTBIO MEXIUCIMIUIMHAPHOTO TPUMEHEHUS U
npoeCCHOHANIBHBIM  SI3BIKOM B O0JIACTH TEHACHUMH pPa3BUTHA HMH(POPMAIIMOHHO-
JIOKYMEHTAIIHOHHOTO ¥ 00ecTieueHHs yIIPaBJICHHs apXUBHOTO J€7a;

3HaTh

0 TEHACHIMSAX PA3BUTHS UH(HOPMALMOHHO-JOKYMEHTAI[HIOHHOTO 00eCIeYEeHUsI
YIpaBIEHUs] apXUBHOTO Aeja

YMmerh

AQHATTM3UPOBATh MIPOIECCH HHPOPMALMOHHO-OKYMEHTAI[HIOHHOTO 00eceueHus
yIpaBIEHUs] apXUBHOTO Aeja

'Ympasienrne nHGOPMAIMOHHBIMU peCypcamu B
IPoccun 1 3a pybexom

Bnanets

MPAKTUYECKUMH HABBIKAMU UCTIOIH30BaHUS 3JIEMEHTOB MH()OPMAIIMOHHO-
JIOKyMEHTaIlMOHHOTO 00ECTICUeHUS YIPABICHHS apXUBHOTO JeIa

3HaTh

CnOCOObL OOKYMEHMUPOBAHUSL OeSAMETbHOCMU OPAHUZAYUTL

06 0meemcmeeHHOCU PYKOBOOUmeell OP2aHUu3ayuil U CReYUaIucmos no YnpaeieHuro
OOKYMEHMAaMu 3a OOKYMEHMUposanue 0ei060u U ynpasieHieckol 0esmeibHoCmu,
OCHOBHbLE MEHOCHYUU UHDOPMAYUOHHO-00KYMEHMAYUOHHO20 0DeCheyenus
OOKYMEHMUPOBAHUsL OesiIMENTbHOCU He20CYOapCMEEHHbIX OP2AHUZAYULL
B03MOACHOCTU YNOPAOOUEHUS. OENI0BOU U YNPABIEHUECKOU OesIMeNbHOCIU OP2AHU3AYUU
bnazodaps cucmemamuzayuu U Kiaccu@urkayuu OOKyMeHmos.

J{OKyMEeHTHpOBaHHE JIEATENIbHOCTH
HEroCY/JapCTBEHHBIX OpraHU3aluil
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YMmerh

CamocmoamenbHo npuodpemams 3Hanus 8 061ACMU UHPOPMAYUOHHO-
OOKYMEHMAYUOHHO2O0 U 0OeCneyeHlUs npoyecca OOKYMeHMUPOSAaHus OesimenbHOCMU,
ONUPAACH HA Y4eOHUKU U YyeOHble NocoOUs, NYOIUKayuu nPogheccuoHaIbHbIX
nepuoouyecKux U30anull;

Oenamv yMO3aKIOUeHUs N0 AHATU3Y MEeHOeHYULl pa36umust UHGHOPMAYUOHHO-
OOKYMEHMAYUOHHO20 0OeCcnedeHUs: He2oCyOapCMEEeHHbIX OP2AHU3AYUL NO MAMEPUATAM
nepuoouyecKux npopeccuoHAIbHbIX U30AHUU.

Bnagets

CnOCobamu co8epueHCmBo8ans NPOPeCcCUOHANLHBIX 3HAHUT U YMEHUTI nymem
UCHONBL30BAHUS BO3MOICHOCEN UHPOPMAYUOHHOU CPedbl npu onpeodeseHuu meHOeHyull
pazeumus UHGOPMayUoHHO-00KYMEHMAYUOHHO20 U 0OecneueHus ynpaeieHus
apxueno2o oena;

npUeMamy aHaIu3a HOPMAMUBHLIX AKMO8 6 001aCU UHPOPMAYUOHHO-
OOKYMEHMAYUOHHO20 06ecneyersl 0essmenbHOCMU He20CYOapCmEeHHbIX OP2aHU3AYULL
npUeMamy Uccied08anus UHGOPMayuoHHO-00KYMEHMAYUOHHO20 0becheyeHus]
0esamenbHOCMU He2oCyO0apCmeEeHHblX OP2aAHU3AYUL NO UCHOYHUKAM U HAYYHOU
Jqumepamype

3HaTh

OCHOBBI JOKYMCHTAIIUOHHOT'O COIIPOBOXKIACHUA 6yxyqua, B TOM YHUCJI€ C IPUMEHCHUEM
cnenuanuzuposanHoro 110

YMmerh

COCTaBIIATh M AHAIM3UPOBATH Ha MPeIMET OMNO0K OyXrajaTepcKkue JOKYMEHTHI, B TOM
qrciIe ¢ MPUMEHeHHeM cnenuanusuposanHoro 110

V{OKyMEHTBI U TOKyMEHTO00O0pOT B

Bnagets

HABBIKAMHU M METOIAMKAMHK COCTABJICHHUSI JOKYMCHTOB B OyXydeTe U aHaIn3a
JIOKyMEHT0000pOTa JaHHOHU cdepe, B TOM YUCIIe C IPUMEHEHHUEM
cnenuanusupoBanHoro 10

OyXraJTepCKOM yueTe

3HaTh

OCHOBHbIE TE€H/ICHIINY Pa3BUTHUsI MH(POPMAIIMOHHO-IOKYMEHTAIlMOHHOTO 00eCeueHH s
YIpaBJIEHHUs] apXUBHOTO Aeja

YMmerh

AHanM3upoBaTh OCHOBHBIE TEHCHINH Pa3BUTUS HH()OPMAIIMOHHO-
JIOKYMEHTAIHOHHOTO 00CCIICUCHHUS YIIPABJICHUS apXUBHOTO JIeia

[Ipon3BoaCTBEHHAS - PAKTUKA 110 MOJIYYEHHUIO
Mpo¢eCCHOHATBHBIX YMCHHI U OIBITA

Bnanets

IIpumeHsTh B 1eATENHbHOCTH OCHOBHBIC TEHICHIIMN Pa3BUTHS HH(POPMAITOHHO-
JIOKyMEHTaIIMOHHOTO 00ECTICUEeHUS YIPABICHIS apXUBHOTO JIeJIa

npodeccroHaNbHOI AeSTeTbHOCTH

3HaTh

OCHOBHBIE TEH/ICHIINH PA3BUTHSA HH()OPMAIIIOHHO-I0KyMEHTAIIHOHHOTO 00eCTIeUeHHS
YIpaBIEHHUS] apXUBHOTO JAeja

YMmeTrh

aHATM3UPOBATH OCHOBHBIE TEHICHIIMN Pa3BUTHS HHPOPMAIIMOHHO-TOKYMEHTAIIMOHHOTO
obecreueHns ynpaBieHUs] apXUBHOTO Jiena

HpOI/IBBOJICTBeHHaH — ONpEAAUITIIOMHAA IMpaKTHUKa

Bnaners

MIPUMEHSITH B JIESATEILHOCTH OCHOBHBIE TEHICHITNN PAa3BUTHS WH(OPMAIIMOHHO-
JIOKyMEHTallMOHHOTO 00ECTIeUeHUS YIPABICHIS apXUBHOTO Jea

IIK-6 — cnoco0HOCTHLIO AHAJIU3UPOBATH CUTYyallMIO HA PbIHKE l/lH(l)OpMaHl/IOHHl)IX NMPOAYKTOB U YCJIYI, 1aBATh IKCIEPTHYIO OLCHKY COBPEMEHHBIM CUCTEMaM 3JICKTPOHHOI'O
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lIOKyMeHTOOﬁopOTa U BE€ICHUH IJICKTPOHHOI'0 apxXuBa

3HaTh

OCHOBHBIC OTIPCACIICHU U TOHATHA, OCHOBHBIC METOABI PICCJ'ICI[OBaHHﬁ, OIPCACIICHUA
IMPOLCCCOB aHaJIn3a CUTyallul Ha PbIHKC I/IH(l)OpMaIlI/IOHHI)IX MPOAYKTOB U yCJIyT'

YMmerh

UCIIOJIb30BaTh CIIOCOOHOCTh aHATM3UPOBATH CUTYAIMIO Ha PhIHKE MHPOPMAIIMOHHBIX
IIPOJLYKTOB U YCIIYT, 1aBaTh SKCIEPTHYIO OLICHKY, KOPPEKTHO BBIPAKATh U
apryMEHTHPOBaHHO 0OOCHOBBIBATH ITOJIOKEHUS CIOCOOHOCTH aHAJIM3UPOBATh
CHUTYaIMIO Ha PhIHKE MH(OPMAILIOHHBIX ITPOIYKTOB U YCIIYT, AaBaTh 3KCIIEPTHYIO
OILIEHKY COBPEMEHHBIM CHCTEMaM 3JIEKTPOHHOI'0 JOKyMEHTO000pOTa U BEJICHUS
3JICKTPOHHOI'O apXHBa.

OpFaHI/ISaL{I/Iﬂ 1 TEXHOJIOTHA JOKYMCHTAIIUOHHOT O
oOecrieueHns ynpaBieHUs

Bnanets

OCHOBHBIMH METOJaMH HCCIIEI0OBaHMs, CIIOCOOAMHU COBEPIICHCTBOBAHHUS
npodeccroHaNBHBIX 3HAHUI U YMEHHI IyTeM HCI0JIb30BaHUs BO3ZMOKHOCTEH
MH()OPMALMOHHOH Cpebl IPH aHAJN3E CUTYaIlH Ha PhIHKE HH(POPMAIIHOHHBIX
MPOAYKTOB U YCIIYT, Ja4X SKCIIEPTHON OLIEHKH COBPEMEHHBIM CUCTEMaM 3JIEKTPOHHOIO
JIOKyMEHT0000pOTa 1 BEJCHHUS SIEKTPOHHOTO apXHBA.

3HaTh

MH(POPMALMOHHBIE POIYKTHI IpeylaracMble Ha BHYTPSCHHEM H BHEIITHEM PBIHKE,
coBpemeHHble CO/] ¥ 3JIeKTPOHHBIC apXHBBI HAa BEICOKOM YPOBHE BOCIIPOM3BEACHHUS
00BsICHEHUS HHPOpMAITHH

VYmMers

MPUMEHATH MH)OPMALMOHHBIE TIPOIYKTHI ITpeJiaraeMble Ha BHYTPEHHEM M BHEIITHEM
pbiHke, coBpeMeHHble COJ1 1 371eKTPOHHBIE apXHUBbI

KaﬂpOBO@ ACJIONPOU3BOACTBO U apXUBbI
VIOKYMCHTOB 110 JINYHOMY COCTaBY

Bnagers

[NprueMaMu aHajIi3a CUTyallul Ha PbIHKE I/IH(i)OpMaI_II/IOHHBIX IIPOAYKTOB U yCJIYT, 1aBaTh
OKCIICPTHYIO OLICHKY COBPEMEHHBIM CUCTEMaM JJICKTPOHHOI'O I[OKyMeHTOO60pOTa u
BCJICHHUA DJICKTPOHHOI'O apXnBa

3HaTh

- HICTOPHIO aBTOMaTu3aluu U Mexannzanuu IOV u apxuBHOTrO Aena;

- COBPEMEHHOE COCTOSIHHE U NepCIeKTHBHbIE HarpaieHus nadopmaruzanuu 10V n
apXUBHOIO JI€J1a;

- BO3MOXKHOCTH PEILIEHUs] TUIIOBBIX 3aJa4 A€IONPOU3BOJCTBA B CPeie KOPIOPATHBHOM
NC, TexHOIOrNY KOMMYHHUKAIUH, TOJAEP)KUBAEMBIX B KOPIOPATUBHBIX
MHPOPMAMOHHBIX CHCTEMAaX

rOCY,I[apCTBeHHBIe, MYHHUIUIIAJIbHBIC U
IBEAOMCTBCHHBIC APXUBBI

YMmeTrh

-MCTI0JIb30BaTh COBPEMEHHBIE MHPOPMAITMOHHBIE TEXHOJIOTHUHU CO3/IaHus1, 00pabOTKH U
XpaHEHHUs JOKYMEHTOB;

-COBEpIIIEHCTBOBAThH puMeHsieMble B JIOY 1 apXuBHOM Jiefie TEXHOJIOTUH C
MPUMEHEHHUEM CPEJICTB aBTOMATU3AIIHH;

- OPUEHTHUPOBATHCS HA PHIHKE WHPOPMAITMOHHBIX MPOIYKTOB U YCIIYT, IPUMEHSIOIIAXCSI
B opranusanuu JIOY u apxuBHOTrO Jena.

Bnaners

- COBpPEMEHHBIMHU MH()OPMAITMOHHBIMY TEXHOJOTHSIMU CO3JIaHuUs, 00pabOTKH U
XpaHEHHUs JOKYMEHTOB;
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- O(pMCHBIMHY TIPHIIOKEHUSIMU M CIICIHATN3UPOBAHHBIM IPOrPaMMHBIM 00€CIIeYeHHEM,
npuMeHseMbIM B chepe IOV u apxuBHOTO fena;
- COBPEMEHHOM O(MICHOW KOMIBIOTEPHOI TEXHUKOM.

3HaThb

- TCHACHIIUHN Pa3BUTUSA KOMIBIOTCPHBIX ceTeil u KOMIBIOTEPHBIX yCTpOfICTB;

- IPUHIWIBI OPraHUu3alnui 1 UCII0JIb30BaHUs CPEACTB BBIYHCIUTSILHON TCXHHKU,
- COCTaBJIAIOIIHEC 3KCH6pTHOﬁ OLEHKHW COBPEMEHHBIX CUCTEM DJIEKTPOHHOTO
,I[OKyMeHTOO60pOTa 1 BEACHUS DJICKTPOHHOI'O apXnBa

[IponBrrkeHre HayqHOI IPOAYKIIUU

Vmers

- AaBaTb OLICHKY COBPEMCHHBIM CUCTCMaM JJICKTPOHHOI'O I[OKyMeHTOO60pOTa
- BECTH BHGKTPOHHLIP‘I apXu1B

Bnagets

- IPAaKTHYECKUMH HaBbIKAMHU OILICHKH COBPEMEHHBIX CHCTEM 3JIEKTPOHHOTO
JOKyMEHTO000poTa
- IPAaKTHYECKUMH HaBbIKaMH{ BEJICHHUS 3IEKTPOHHOTO apXUBa

3HaTh

OCHOBHBIC OTIPEJEIICHNUS U TIOHATHUS B 00J1aCTH HH(POPMAIIMOHHBIX IPOIYKTOB,
sKcnepTHOU oleHKH, COJI 1 3JIEKTPOHHOTO apXUBa

MO,I[GJ'H/IpOBaHI/Ie CUCTCM JOKYMCHTAMHU
OpraHnu3anuvuu

Vmers

AHAJIM3UPOBATH CUTYAIUIO HA PBIHKC I/IH(bOpMaLII/IOHHLIX MNPOAYKTOB U yCJIYT, 1aBaThb
OKCIICPTHYIO OLICHKY COBPEMCHHBIM CUCTEMaM JJICKTPOHHOI'O I[OKyMeHTOO60pOTa u
BCICHU DJICKTPOHHOI'O apXnBa

Bnagers

METOJIaMH{ aHaJIu3a CUTyalui B 00J1acTH HHPOPMAIMOHHBIX MIPOIYKTOB U YCIYT, a
TaK)Ke METOJOM HKCIEPTHOH oneHKH coBpeMeHHBIX COJl M 3JIeKTPOHHBIX apPXHBOB

3HaTh

OCHOBHBIC ITpaBUJIa MIOUCKaA I/IH(l)OpMaLII/II/I " €€ UCII0JIb30BaHUs B HpO(I)eCCPIOHaJ'IBHOfI
ACATCIBbHOCTH CCKpETaAps

(OCHOBBI CEKPETAPCKOTO 00CITYKMBAHUS

VYmMers

MPUMEHSTH 3HAHMUS 110 UCTIOIH30BAHUIO HICTOYHUKOB B PO ECCHOHATILHOM
JIeITEIIFHOCTH - CAMOCTOSITEIbHBIN IMOMCK MH(POPMAINH O PhIHKE HH(POPMAIIMOHHBIX
MPOJYKTOB M YCIYT IJIs TPOeCCHOHANBHOM JISSITEIEHOCTH CEKpeTaps

Bnagers

HaBbIKAMU M METOJJMKaMHU 0000IIEHHS pe3yIbTaTOB CAMOCTOSITEIILHOTO ITONUCK
nH(OpManuK 0 peIHKE MH(YOPMALMOHHBIX TPOILYKTOB U YCIYT JUIsl TPO(eCcCHOHATIBHON
JIeITeIIbHOCTH CeKpeTapsi

3HaThb

OCHOBHBIC OIIPEACICHUS, TIOHATUSA U OCHOBHBIC METOAbI HCCHCHOB&HHﬁ, HCIIOJIb3YEMBbIX
B CIIOCOOHOCTH AHAJIM3UPOBATH CUTYAIUIO HA PBIHKE I/IH(l)OpMaIII/IOHHI)IX MPOAYKTOB U

yeyr;

[IpoexTupoBaHUe yIpaBIEHYECKON
ITOKYMEHTAILlMK OpTraHn3alin

VYMers

KOPPEKTHO BbIpAXaTb U apTryMEHTHPOBAHHO 00O0CHOBEIBATH IOJIOKEHHS CIIOCOOHOCTH
AHAJIU3UPOBATH CUTYAllUIO HA PBIHKE I/IH(bOpMaIII/IOHHLIX OPpOAYKTOB M YCIYI, daBaTb
OKCIICPTHYIO OILICHKY COBPEMCEHHBIM CHUCTEMaM JJICKTPOHHOI'O ,Z[OKyMeHTOO60pOTa u

BCJICHWA DJICKTPOHHOI'O apXuBa.

Bnanets

criocodbamu COBCPUICHCTBOBAHUA HpO(i)CCCI/IOHaJ'ILHBIX 3HAaHHH | yMeHI/Iﬁ myTemM
HCIIOJIE30BAHUS BO3MOXKHOCTEH HH(i)OpMaIII/IOHHOﬁ Cpeabl IIpU aHAJIM3C CUTYyAllMU Ha
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pBIHKE HH(QOPMALMOHHBIX MPOAYKTOB U YCIIYT, Aa4H SKCIIEPTHOM OLIEHKH COBPEMEHHBIM
CHCTEMaM 3JIEKTPOHHOTO JOKYMEHTO000pOTa M BEACHHS 3JIEKTPOHHOTO apXUBa.

3HaTh

—  OCHOBHBIC OIIPE/ICIICHUS U TIOHATHS HH(GOPMAIIMOHHBIX TIPOTYKTOB U YCIYT,
3KcrepTHOH oreHkd, COJI, 3eKTPOHHOTO apXuBa |

—  OCHOBHBIE METOJIbI HCCIICAOBAHMU, HCIIOIb3YEMbIX B YACTH aPXUBOB MO IHYHOMY
COCTaBY;

—  OIpeeNCHHUs OCHOBHBIX MOHSATHH B YAaCTH JJOKYMEHTOB JTMYHOTO, Ha3bIBAET UX
CTPYKTYPHBIC XapaKTePUCTUKH U CBONCTBA,;

—  OCHOBHBIC MOHATHS ¥ PaBHIA OpraHU3aliKi HHOOPMALMOHHBIX MPOAYKTOB U
yCIIyT, SKCIIepTHOH ouleHku, CO/I, 2IeKTPOHHOTO apXuBa ;

—  ompeieicHUS MPOIECCOB JKCIEPTHAsl OILCHKA, MH()OPMAIMOHHBIX MPOJYKTOB H
YCIIYT;

IAPXHBBI 110 JINYHOMY COCTaBY

YMmerh

—  BBUICTATH CTPYKTYPHBIE OJIEMEHTHl HMH(OPMAIMOHHBIX IPOAYKTOB M YCIYT,
aKcnepTHOU onieHkH, COJI, 2IeKTPOHHOTO apXUBa;

— obcyxaarh croco0bl 3(pdeKTHBHOrO perieHus MHPOPMAIMOHHBIX MPOIYKTOB M
yciyr, sKcniepTHas onenka, COJl, sJeKTpOHHBINA apXUB;

—  pacrno3HaBaTh 3 PeKTUBHOE penieHre oT HeaHeKTHBHOTO;

— OOBACHATH (BBIABIATE M CTPOWTH) THUNHMYHBIE MOJEIH WH(POPMAINOHHBIX
MPOJYKTOB U YCIYT, 3KCepTHOU oneHku, CO /1, 371eKTpOHHOTO apXUBa;

— TPUMEHATH TOJyYCHHBIE 3HAaHUS B TPOQPECCHOHATBHOW AEATEIBbHOCTH;
UCIIOJNIb30BaTh UX HAa MEXIUCIUIIIMHAPHOM YPOBHE;

— mpuoOperaTh 3HaHUS B 00JIACTH TPYAOBOTO U aJMUHUCTPATHBHOTO 1TPaBa;

— KOPPEKTHO BbIp@XaTb M  apryMEHTHPOBAaHHO OOOCHOBBIBATH  IIOJIOXKEHUS
MpeIMETHOM 00JIaCTH 3HAHMSI.

Bnagets

—  MPaKTHYECKMMHU HaBbIKAMU UCIIOJIb30BAHHUS 3JIEMEHTOB ... Ha IPYTUX
JNIMCLMIUIMHAX, HA 3aHATHUIX B AyJJUTOPUM U HA ...[PAKTHUKE;

—  cnocobaMu JeMOHCTPAIUK YMEHHSI aHAJTU3UPOBATh CUTYAIHIO ...}

—  METOJaMU MPOBEICHHUs dKCIIEPTHOH onleHku, COJI, 3eKTpOHHOTO apXHBa,

;
—  HaBBIKAMH ¥ METOJIUKaMH 0000IIEHNS pe3yIbTaTOB PEIICHHs, SKCIIEPUMEHTAIBHON
JIeTeIIbHOCTH;

—  cHoco0aMu OLEHMBAHHS 3HAYMMOCTH U TIPAKTUYECKON MPUTOAHOCTH HOIyYSHHBIX
Pe3yJIbTaToB;

—  BO3MOXXHOCTBIO MEXIUCIUILUTMHAPHOTO MPUMEHEHHS OTyYSHHBIX 3HaHUH B YaCTH
skcnepTHO oneHky, COJl u 37IEKTPOHHOIO apXHBa;

—  OCHOBHBIMH METOJaMHM HccliefioBaHus B 001acTi COJI, 2JIeKTPOHHOTO apXuBa U
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NPaKTHYECKUMH YMEHHUSMH U HaBBIKAMH MX HCIIOJIb30BAHUS;
—  OCHOBHBIMH METOJAaMHU PEIICHHUS 3aJa4d B 00IaCTH IPOBEIACHUS IKCIIEPTHOM
omeHkd, COJ] U 3MEKTPOHHOTO apXuBa ;

—  npoecCHOHATBHBIM SI3BIKOM MPEIMETHOH 001acT 3HaHUA OakanaBpa JuA;

— cmocobamMH COBEPUICHCTBOBAHUS NPOGECCHOHATBHBIX 3HAHUH W YMEHHH ITyTeM
UCITIONB30BaHUS ~ BO3MOXKHOCTEH  MH(MOPMAIMOHHOW  cpeapl, HH(pOpMannoHHBIX
MPOJOYKTOB U YCIYT, 3KcepTHOU onleHKH, CO /1, 31eKTpOHHOTO apXUBa.

3HaTh

OCHOBHEIE TOHATHS OPUCHBIX MHPOPMALMOHHBIX TEXHOIOTHIA.
OcoberHOCTH 0OecieueHns 3amuThl HHGopMarwu B opucHsx UT.
Coepsl nprMeHeHUs] MEeTOI0B o0ectieueH st 3anuThl HHGopmanuu B opucHbix UT.

O6paboTKa U 3aIIKTa JOKYMEHTHPOBAHHON
MHpOpMAIAN

Vmers

JleMOHCTpHPOBATH HABBIKU paboTHl B 0pucHBIX UT.

XapakTepu3oBaTh OCHOBHBIEC CIIOCOOBI 3aIUThI HHpopManuu B oducHbIx UT.
[TpuMeHsTh HABBIKM HACTPOWKH OCHOBHBIX aCIIEKTOB 00ECIICUCHHUS 3alUThI
nH(opManuK MTaTHEIMU cpeacTBaMu opucHbix UT.

Bnanets

HaBbikoM 00BsicHEHHsT HEOOXOIUMOCTH HacTpoiiku opucHbix UT ¢ mo3unuu
obecrieueHuss HHPOPMAITUOHHOW OE30MACHOCTH

HaBpikoM BbII€TICHUS OCHOBHBIX CIIOCOOOB 3aIUThl HHPOpMAIu B opucHbix WUT.
HaBbikoM HacTpo#KH 3amuThl MHGopMaimu B opucHbix UT.

3HaTh

OIIpeiesIeHUsl POLIECCOB aHAM3UPOBATh CUTYAIMIO Ha PhIHKE HH(MOPMAaI[HOHHBIX
MPOAYKTOB U YCIIyT

J1ea0npon3BoACTBO MYHUIIMIIAIBHBIX
lydpexaeHui

YMmerh

KOPPEKTHO BBIpaXXaTh M apTyMEHTHPOBAHHO OOOCHOBBIBATH MOJOXKEHHUS CIIOCOOHOCTH
aHAJIM3MPOBATh CHUTYAIMI0 Ha PbIHKE MH(OPMALMOHHBIX MPOAYKTOB U YCIYT, NaBaTh
SKCHEPTHYIO OIIEHKY COBPEMEHHBIM CHCTEMaM JJIEKTPOHHOTO JOKyMEHTOO0OOpoTa
BEJICHUS DJICKTPOHHOTO apXHBa.

Bnagets

CHoco0amMH  COBEPILIEHCTBOBaHMSI NPO(ECCHOHANBHBIX 3HAHMH W yMEHUH IIyTeM
UCIIONIb30BaHMsI BO3MOXKHOCTEH MH(OPMALMOHHOW CPEAbl NpH aHadu3e CUTyalud Ha
pBIHKE HH)OPMAITHOHHBIX [TPOJAYKTOB U YCIIYT, Ta4K YKCIIEPTHOM OIIEHKH COBPEMEHHBIM
CHCTEMaM 3JIEKTPOHHOT'O JIOKYMEHTO000pOTa M BeJICHHs! 3JIEKTPOHHOTO apXHUBa.

3HaTh

OCHOBHBIC OTIPEACIICHUA U ITIOHATHA, OCHOBHBIC METOABI HCCHGHOB&HHﬁ, OIPCACIICHUA
IMPOIECCOB aHaJIn3a CUTyalluu Ha PbIHKC I/IH(I)OpMaIII/IOHHI)IX IMPOAYKTOB U yCJIYyT'

Metonb! parmonanuzanuu JJOY

YMmeTrh

HCIIOJIB30BaTh CIIOCOOHOCTH aHAIM3UPOBATH CUTYAIIMIO HA PHIHKE HH(OPMAIMOHHBIX
MPOAYKTOB M YCIIYT, TaBaTh SKCHEPTHYIO OLEHKY, KOPPEKTHO BBIPAXKaTh U
apryMEHTHPOBaHHO 0OOCHOBBIBATH ITOJIOKEHUS CIOCOOHOCTH aHAJIM3UPOBATh
CHUTYaIMIO Ha PhIHKE NH(OPMALMOHHBIX ITPOIYKTOB U YCIIYT, J1aBaTh HKCIIEPTHYIO
OLICHKY COBPEMEHHBIM CHCTEMaM 3JIEKTPOHHOT'O JOKyMEHTO000pOTa U BECHUS
SNEKTPOHHOIO apXUBa.
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Bnagets

OCHOBHBIMH METOJJaMHU MCCJIEI0BAHUSI, CIIOCO0aMU COBEPILCHCTBOBAHMS
npodecCHOHANBHBIX 3HAHUN ¥ YMEHHUH ITyTEM HCTIOBE30BaHI BO3MOKHOCTEH
MH()OPMALMOHHO Cpebl IPH aHAJIN3€ CUTYaIlH Ha PhIHKE HH(POPMAIIHOHHBIX
MPOIYKTOB M YCIIYT, Ja4l SKCIEPTHON OIIEHKH COBPEMEHHBIM CHCTEMaM IEKTPOHHOTO
JOKyMEHT0000pOTa 1 BEJCHHUS SIEKTPOHHOTO apXHBaA.

3HaTh

MPUHIUIIEI OPTaHU3ALUH PabOT C MPUMEHEHHEM HH(POPMAIIMOHHBIX TEXHOJIOTHHA 1
3JIEMEHTOB 3JIEKTPOHHOTO IOKYMEHTO000pOTa

Vmers

AHAJIU3UPOBATH CUTYAIUIO HAa PBIHKC I/IH(bOpMaLII/IOHHLIX MNPOAYKTOB U yCJIYT, 1aBaThb
OKCIICPTHYIO OLICHKY COBPEMCHHBIM CUCTECMaM JJICKTPOHHOI'O ,I[OKyMeHTOO60p0Ta u
BCACHU DJICKTPOHHOI'O apXnBa

Bnagets

OCHOBHBIMH MeTOAaMHt cOopa i aHamu3a HHQOpMAIHH B IPOPECCHOHANBHOM cdepe,
METOAAMH CTaTUCTUIECKOI 00pabOTKH JaHHBIX C UCIIOE30BAaHIEM KOMITBIOTEPHBIX
TEXHOJOTUH

MH(pOopMannoHHbIE TEXHOJIOTHH B
TOKYMEHTOBEICHUH 1 apXUBHOM JIeTIC

3HaTh

OCHOBHBIC OTIPEJENICHNUS U TIOHATHS, OCHOBHBIC METOABI U OTIPEICIICHNS TIPOIIECCOB
AQHATM3MPOBATh CUTYAIMIO Ha PhIHKE HH(OPMAIIMOHHBIX NPOJYKTOB M yCIyT

Vmers

HCIO0JIb30BaThb, KOPPCKTHO BBIPAKATH U APrYMCHTUPOBAHHO 000CHOBBIBATDH MOJIOKEHHUS
CIIOCOOHOCTH AHAJIM3UPOBATL CUTYAILIMIO HAa PBIHKE I/IH(I)OpMaI_[I/IOHHLIX MIPOAYKTOB U
yciayr, JdaBaTb 3KCOCPTHYKO OIICHKY COBpPEMCHHBIM CHUCTEMAM  BJICKTPOHHOI'O
,HOKyMeHTOO60p0Ta 1 BEACHUS DJICKTPOHHOI'O apXHBd Ha MCKJIUCHUIIJIMHAPDHOM YPOBHE,

Bnagers

OCHOBHBIMH METOJJaMH{ HCCJICAOBAHUS, CIIOCOOaMU COBEPIIEHCTBOBAHMS
npodeccroHaNBHBIX 3HAHUHM U YMEHHUH ITyTeM HCIOJIb30BaHMUs BO3SMOXKHOCTEH
MHGOPMALMOHHON Cpebl TP aHAINM3E CUTYallly Ha PhIHKE HH(POPMAIIMOHHBIX
IIPOJLYKTOB U YCIYT, 1a4M SKCIIEPTHON OLIEHKH COBPEMEHHBIM CUCTEMAaM 3JIEKTPOHHOIO
JOKYMEHT0000pOTa U BECHUS SIEKTPOHHOIO apXUBa.

/1emonpon3BOICTBO KOMMEPUYECKUX TIPEIIPUATHI

3HaTh

oTpeieNeHus MOHIATHI HHQOPMAIOHHbIE TPOAYKTHI M YCIIyTH, SKCIIEPTHAsI OIIEHKa
COBPEMEHHBIM CHCTEMAaM JIEKTPOHHOTO JOKYMEHTO000POTa U 3JIEKTPOHHBIN apXHB B
JaCTH NEPCOHATBHBIX JAHHBIX

YMmeTrh

IMPUMEHATH I/IHq)OpMaHI/IOHHBIe MPOAYKTHI U YCIIYI'U, OKCIIEPTHAA OL€CHKAa COBPEMECHHBIM
CUCTEMaM 3JIEKTPOHHOIO JOKYMEHTO000POTa M DJIEKTPOHHBIN apXUB B
po(heCcCHOHATTLHOM eI TEIbHOCTH

Bnanets

OCHOBHBIMH METOJ/IaMH PEIIeHus 33724 B 00JacTH NHHOPMAIIMOHHBIX MPOTYKTOB H
YCIIYT, KacaloluXcsl MePCOHATIBHBIX TAaHHBIX paOOTHHUKA

HepCOHaJ'II)HBIe JaHHBIC 1 X TOKYMCHTHUPOBAHUEC

3HaTh

[IpuHIUOE! Opranu3anuy padboT ¢ NPUMEHEHHEM HH(OPMAIMOHHBIX TEXHOIOTHH 1
3JIEMEHTOB IEKTPOHHOTO IOKYMEHT0000poTa

apXuBax

VYMmeTh

AHanM3MpoBaTh CUTYAIMIO HA PBIHKE HH(POPMAIMOHHBIX MMPOIYKTOB U yCIYT, 1aBaTh
HKCHEPTHYIO OLIEHKY COBPEMEHHBIM CHCTEMaM JIEKTPOHHOTO JOKYMEHTO000pOoTa

Texaudyeckue cpeacTa ynpasienus B JJOY u
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BCICHUA DJICKTPOHHOTI'O apXuBa

Bnagets

OCHOBHBIMH METOJIaMH COOpa U aHAIHM3a HHPOPMALIUH B ITpodheccCHoHaIbHOM chepe,
METOJ[AMHU CTaTUCTUYECKOI 00pabOTKH JaHHBIX C UCIIOJIb30BAHHEM KOMITBIOTEPHBIX
TEXHOJIOTUH

3HaTh

OCHOBHEIE YCPThI CUTYyallUN HAa PBIHKC I/IH(l)OpMaIII/IOHHI)IX IMMPOAYKTOB U YCJIYT, 1aBaThb
OKCIICPTHYIO OLICHKY COBPEMCHHBIM CUCTEMAM 3JICKTPOHHOI'O )IOKyMeHTOO60pOTa u
BCJICHUA DJICKTPOHHOTI'O apXnBa

[Tpou3BOACTBEHHAS - MPAKTHUKA IO MOJYIEHHUIO
npodeCCHOHABLHBIX YMEHUH U OTIbITa
MpoQeCCUOHANBHOM S TEIBHOCTU

YMmerb

AHanu3upoBaTh OCHOBHBIC Y€PThI CUTYaIlMM Ha PhIHKE HHPOPMAIIMOHHBIX IPOYKTOB
YCIIyT, JaBaTh SKCIEPTHYIO OLEHKY COBPEMEHHBIM CUCTEMAaM JJIEKTPOHHOIO
JIOKYMEHT0000pOTa U BEJICHUSI JIEKTPOHHOT'O apXHBa

Bnanets

HaBbIkOM HCIIONIB30BAaHUS B EATEIBHOCTH OCHOBHBIX YEPT CUTYallUU Ha PhIHKE
MH(OPMALMOHHBIX MPOAYKTOB U YCIIYT, AaBaTh YKCIIEPTHYIO OLICHKY COBPEMEHHBIM
CHCTEMaM JJIEKTPOHHOTO JOKYMEHTO000pOoTa U BEICHUs! 3JEKTPOHHOIO apXUBa

3HaTh

OCHOBHBIE YEePThI CUTYallM Ha PbIHKE HH(POPMAIIMOHHBIX POJIYKTOB U YCIIyT, 1aBaTh
9KCIEPTHYIO OL[EHKY COBPEMEHHBIM CHCTEMaM JJIEKTPOHHOTO JJOKyMEHT0000pOoTa U
BEICHUS 2IEKTPOHHOIO apXuBa

HpOI/I3BO[[CTBeHHaH — OpeaauIlioMHas rmpakTrukKa

YMmerh

aHaJIM3MPOBATh OCHOBHBIE YEPThI CUTYAIIMU HA PhIHKE NH(POPMAIIMOHHBIX IPOJYKTOB
YCIIyT, JaBaTh SKCIEPTHYIO OLEHKY COBPEMEHHBIM CUCTEMAaM 3JIEKTPOHHOIO
JIOKyMEHT0000pOTa 1 BEJICHHUS JIEKTPOHHOTO apXHBa

Bnanets

HaBBIKOM HCIIOJIH30BAHUS B JICITEIHHOCTH OCHOBHBIX YePT CUTYaIlMH Ha PHIHKE
MH()OPMALMOHHBIX MPOAYKTOB M YCIIYT, AaBaTh HKCIIEPTHYIO OIIEHKY COBPEMEHHBIM
CHCTEMaM JJIEKTPOHHOTO JOKYMEHTO000pOTa 1 BeJICHHUSI JIEKTPOHHOTO apXHBa

ITK-7-crnocodHOCTHIO OLIEHUBATH HCTOPUIO H COBPEMEHHOE COCTOSIHHE 3apYy0e;KHOT0 ONbITA YINPABJIEHUS JOKYMEHTAMH U OPTAHU3AIUHU UX XPAHEHUSI

3HaTh

OCHOBHBIC OTIPEACIICHU U TIOHATHA, OCHOBHBIC METOAbI HCCHCHOB&HHﬁ, OIPCACIICHUA
IMPOIECCOB OLICHKU UCTOPHUU U COBPEMEHHOI'O0 COCTOSAHUC 3apy66>KHoro OIIbITa
YIpaBJICHUA TOKYMCHTAMU U OpraHrU3alu UX XpaHCHUA

OpI‘aHI/ISaHI/IH 1 TEXHOJIOTUA TOKYMECHTAIUOHHOTO
oOecriedeHns yrpaBIeHHS

VYMmeTrh

pacnio3HaBath dhpexTrBHOE pemeHne oT HedPPEeKTUBHOTO, OOBACHATH (BBIABISATH U
CTPOUTH) TUITUYHBIE MOJIENIH, IPUOOPETATh 3HAHUSI B 00JIACTH OLIEHKHA UCTOPUU H
COBPEMEHHOTO COCTOSIHHSI 3apyOeKHOTO OMBITA YIPaBJICHHSI JOKYMEHTAMH U
OpraHu3alui UX XpaHEeHHUs;

Bnanets

MMPaKTUYCCKUMU HaBbIKaMH HUCIIOJIb30BAHUA 3JIEMEHTOB OIICHKH, BO3MOXXHOCTBIO
MEXIUCITUIITIMHAPHOTO IPUMCHEHU OLICHKU, HpO(i)eCCI/IOHaJ'H)HI)IM SA3BIKOM
HpeﬂMCTHOﬁ obnactu OLICHKU UCTOPHUU U COBPEMEHHOI'O COCTOSTHUSA 3aPY6C)I(HOFO
OIIbITA YIIPABJICHHUA NOKYMCHTAMU U OpraHrU3aliui UX XpaHCHUS

3HaThb

OIpCACIICHN NPOUECCOB CUCTEMBI YIIPABJICHUSA JOKYMEHTAMU U OpraHru3aliuu ux

Beenenue B npogeccuro
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XpaHCHUA;

YMeTh

KOPPEKTHO BbIpaXaTb MW aApTryMCHTHUPOBAHHO 00O0CHOBEIBAThL IOJNIOKEHUS 00JIacTH
3HaHUA HUCTOPHU U COBPEMCECHHOI'O COCTOSHHC 3apy6e>1<Horo OIlbITa YHOpaBJICHUA
JOKYMCHTaMH U OpraHru3aliui X XpaHCHUA.

Bnagets

npoQeCCUOHANTBHBIMU CIIOCO0AMH OIICHUBAHUS 3HAYMMOCTH M PAKTUYCCKOM
MIPUTOTHOCTH CIIOCOOHOCTHU OLIEHUBATh UCTOPHUIO U COBPEMEHHOE COCTOSTHUE
3apyOEIKHOTO OMBITA YIIPABICHHS JOKYMCHTAMH M OPTaHU3AIMK UX XPAHCHUS

3HaTh

OCHOBHBIE MOHSATHS, UCIIOJIb3yEMbI€ NPU IOCTPOECHUU CUCTEMBbI YIPABICHUS
JIOKYMEHTaMU;

WCTOPUIO MOSIBJICHUS MOHATUS «ypPaBICHUE TOKYMEHTAMMNY;

CBSI3b MOHATHUS;

COBpPEMCHHBIC UICTOYHUKH HH(OOPMAIIIH O COCTOSHUH 3apyOeKHOTO OIBITA YIIPABICHU
JIOKYMEHTaMH.

MexnyHapOAHbIE CTAHJAPThI YIIPABJICHUS
MIOKyMEHTaMHU

Vmers

pacrniozHaBaTh 3((EKTHBHBIC PEICHUS 0T HEI(PPEKTUBHBIX NPH OLEHKE HCTOPHU H
COBPEMEHHOT'O COCTOSIHUSI 3apyOe)KHOTO OTIBITA YIPABICHUS JOKYMEHTaMHU H
OpTaHM3aINN UX XPaHECHHUS;

00CcyXIath crioco0b! 3((HEKTUBHOTO YIPABICHUS JOKYMEHTaMH IIPH aHAIIN3e
ME>KTyHApOIHOTO OIIBbITa;

JlaBaTh COOCTBEHHBIE 0OOCHOBAHHBIE MIPOTHO3bI IPUMEHEHNS 3apYOEKHOTO OIBITA
yIpaBiIeHus JoOKyMeHTaMu B Poccum.

Bnagers

HaBBIKAMU aHAJIM3a U CONOCTABIICHHS MEXIyHaPOIHBIX CTAHAPTOB IO YIIPABICHHIO
JIOKyMEHTaMU U OT€4ECTBEHHON HOPMAaTUBHOM CPE/IbL;

IIPUHLUIIAMHY IPOEKTUPOBAHUS CUCTEMBI YIIPABICHUSI JOKYMEHTaMU 110
MEXIYHapOJHBIM CTAHJAPTaM.

3HaTh

00 UCTOPUH U COBPEMEHHOM COCTOSIHUH 3apyOesKHOTO OTIBITA YIIPABICHUS
JIOKYMEHTaMH M OPTaHU3AINH X XpPAaHEHHUS,

'Ympasienrne nHGOPMAIMOHHBIMU peCypcamu B
IPoccun 1 3a pybexom

YMmerh

npuoOpeTaTh 3HaHUS B 00JIaCTH KCTOPUU U COBPEMEHHOT'O COCTOSIHHS 3apyOeiKHOTO
OTIBITA YIIPABICHHUS JOKYMEHTAMH U OPTaHU3aIMU X XPAHEHHS

Bnanets

MPaKTUYeCKUMHU HaBBIKAMH B MTPHOOPETEHNH 3HAHUH B 00IaCTH UCTOPUH U
COBPEMEHHOTO COCTOSHUS 3apy0eKHOTO OTIBITA YIIPABICHHS JOKYMEHTAMH U
OpraHu3aluyu UX XpaHEHUsI

3HaTh

3HaTh OCHOBBI HCTOPHU M COBPEMEHHOTO COCTOSIHHS 3apYOEKHOTO OMBITA YIPABICHUSI
JIOKYMEHTaMU U OpPTaHU3alliY UX XPaHEHUs B OTIENbHBIX CTPaHAX

[Ipon3BoACTBEHHAS - PAKTUKA 110 MOJIYYEHHUIO
MpodecCHOHATLHBIX YMEHUN U OIbITa

VYMmeTh

AHaJ'II/I?,I/IpOBaTb OCHOBBI UCTOPHUHU U COBPEMEHHOI'O COCTOAHUA 3apy6e>1<Horo OIIbITa
YIpaBJICHUA TOKYMECHTAMU U OPraHrU3alui UX XpaHCHUA B OTACIBHBIX CTpaHax

MpodecCHOHATBLHON AesITEIbHOCTH

Bnaners

HapbsikoM HCIIOJIE30BaHMS B JACATCIbHOCTH OCHOB UCTOPHUU U COBPEMEHHOT'O COCTOAHUA




Cmpykmypnwlii d1emMenm KoMnemeHyuu

Inanupyemvie pezynvmamol 00y4eHus:

Cmpyxmypubiii 21emenm
06pazosamenbHOl NPOSPaAMMbL

3apy6e>1<Horo OIIbITAa YIIPABJICHUA JOKYMCHTAMU U OpraHu3allui UX XpaHCHUS B
OTHACIBHBIX CTPpaHAX

HpOI/IBBOZ[CTBeHHaH — NpCAAUIITIOMHAasd NpaKkTUKa

3HaTh 3HAaTb OCHOBBI UICTOPUUN U COBPEMECHHOT'O COCTOSAHU A 3apy6e>1<Horo OIIbITa YIIPAaBJICHUSA
JOKYMCHTAMU 1 OpraHru3aliui X XpaHCHUA B OTACJIBHBIX CTpaHax

YMmerh AHAJIU3UPOBATH OCHOBBI UCTOPUH U COBPEMCHHOT'O COCTOSITHUA 3apy6e>1<H0r0 OIIbITa
YIpaBJICHUA TOKYMCHTAMU 1 OpraHrU3aliui UX XpaHCHUA B OTACIBHBIX CTpaHax

Bnanets HaBBIKOM HCIIOJIB30BaHUA B ACATCIbHOCTH OCHOB UCTOPHUU U COBPEMEHHOI'O COCTOSHUA

3apyOEIKHOTO OMBITA YIPABICHHS JOKYMCHTAMH U OPTaHU3aIMK UX XPAHCHUS B
OT/EJIbHBIX CTPAHAX

K-8-croco0HOCTHI0 AHAJIM3UPOBATH HEHHOCTH JOKYMEHTOB C IeJILI0 NX XpaHeHHUsI

3HaTh KPHUTEPHH OLEHKH LIEHHOCTH JIOKYMEHTOB, TIOCPEICTBOM OIpeeeHHsT QYHKIMN OCHOBBI JOKYMEHTOBEICHUS
JIOKyMEHTOB, CIIOCOOBI M CPEACTBA JOKYMEHTUPOBAHUS; MPUHIIUIIBI KIIaCCUPUKALIIH
(yHKIMIA TOKYMEHTOB B JOKYMEHTOBEJICHUH; TPEUMYILECTBA M HEOCTATKH Kak 0N
KiIaccu(UKAITHOHHON CUCTEMBI,
0 3aBUCHMOCTH CPOKOB XpaHEHUsI JOKYyMEHTOB OT MX (YHKIMI U COCTOSHUS
MAaTepHaILHOTO HOCHTEIIS, a TAKXKE OT CIoco0a TOKYMEHTHPOBAHHSI
YMmers OIpeIesaTh PYHKIMU JOKYMEHTOB 10 PEKBU3UTAM H COACPKAHUIO; YMETh
00OCHOBBIBATH CBOIO TOUYKY 3PEHHSI;
BJ'IaI[eTI) HaBbIKaMH aHaJIn3a HEHHOCTHU JOKYMCHTOB, UCXO/Id U3 €TO q)yHKHI/IOHaHLHOIZ
MPUHAJJIEKHOCTH U IPUMEHEHHOTO coco0a JOKYMEHTHPOBAHUS
3HaTB OCHOBHBIC CHOCO6BI aHaJIn3a HEHHOCTU JOKYMCHTOB C LEJIBIO UX XPAHCHUSA OCHOBLI APXUBOBEICHU
YmeThb 0 00pasily aHaJIHU3UPOBATh [IEHHOCTD JOKYMEHTOB C LENBI0 HX
Bianets HaBBIKAMH TIPUMEHEHUS TI0 00pasily aHAIN3a [IEHHOCTH JIOKYMEHTOB ¢ IENBI0 HX
XpaHeHus!
3Harh BCE 3TAITBl OKCIIEPTH3bI IIEHHOCTH JJOKYMEHTOB, B TIPEJIOMJIEHHHI Ha CIENUA(PUKY KaspoBoe Jeonpor3BOACTBO U apXUBBI
XpaHeHHs! JOKYMEHTOB ITOKYMEHTOB T10 JINYHOMY COCTaBY
Ymerh AHAJIM3UPOBATH TOKYMEHTHI HA MPEMET UX IKCIIEPTHU3BI U JJISI MOCIIEAYIONIETO HX
XpaHeHHsI
Bnaners METOJIJaMU IKCIIEPTHOU OIEHKU JIOKYMEHTOB C eI X, MOCIEAYIOIIEro XpaHeH s
3HaTh - KOHLENIIMH ONpeAeleHHs Hamboslee WHPOPMAIMOHHO 3HAYMMBIX JIOKYMEHTOB B [['OCymapCTBEHHBIEC, MyHHIHIIAIBHBIC T
paMKax 3KCHEPTU3bl HEHHOCTU JOKYMEHTOB C IEJIBIO ONPEACICHUA yCHOBHﬁ 1 CPOKOB BEAOMCTBCHHBIC apXUBBI
UX XpaHeHUs,
VYMmeTh — OmpEACIUTb CPOKH XpaHCHHUA JOKYMCHTOB B 3aBUCHUMOCTH OT BAPUAHTHOCTHU U

JIy0iieHoCTH HH(pOpMAaIHH;
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Buagers — HABBIKAMU YCTaHOBJICHUS CPOKOB UX XPaHEHUS HA OCHOBE IPUHATBIX KPUTEPHUEB U C
Y4€TOM B3aUMOCBSI3H C IPYTUMU JOKYMEHTAM.
3HaTh OCHOBHBIE IIPaBUJIA YKCIIEPTU3bl LEHHOCTU JOKYMEHTOB - CBBIIIE 5 IApxuBOBEICHHE
YmMmerb npuMeHsATh 3HaHus no D11/], kpuTepuu IEHHOCTH NIPH 0TOOPE JOKYMEHTOB Ha
XpaHeHHe IIPH OpraHHu3aliK paboThl NpejceaTeNnst KOMUCCHU
Bnanerts HaBbIKaMu U MeToaukamu D11 J1;
crioco0amMu OlIEHUBaHMS 3HAYMMOCTHU TIOKyMEHTa - IpoTokouposanue D1/ u
COCTAaBJICHUE APXMBHBIX OIUCEH, aKTOB O BBIICJICHUU JOKYMEHTOB K YHUUTOKCHHIO
3Hath —  KPHUTEPHH IIEHHOCTHU JIOKYMEHTA; IAPXHBBI 110 INYHOMY COCTaBYy
VMmeThb —  KIaccU(UIMPOBATh JOKYMEHTHI B 3aBUCHMOCTH OT CTEIIEHH LICHHOCTH JOKYMEHTa
Buaners — HaBbIKaMM  IIPOBEACHHS  3KCHEPTU3BI  LEHHOCTH  JTIOKYMCHTA, HAaBbIKaMH
OpraHu3aluy XpaHEHUs1 JOKYMEHTOB C YY€TOM CTEIIEHU X LIEHHOCTH
3HaTh OIIpECIICHUE TIOHATUA LEHHOCTH JOKYMEHTOB; 3aKOHOAATEIbHYI0 U HODMAaTUBHO- CoBpeMeHHbIE IPOOJIEMBI JOKYMEHTOBEACHUS 1
METOMYECKYIO 0a3y, Ha KOTOPOH HOHSITHE OCHOBBIBACTCS, a TAKKE YMETh ApPXUBOBEICHUS
BOCIIPOM3BECTH M OOBSCHHUTH JAHHOE TOHSATHE
YmeTs HMPUMEHSTD ONPEJIENIEHUE JAHHOTO MOHATHUS B IPAKTHYECKON IEATENLHOCTH HA YPOBHE
BOCIIPOM3BEICHHS, a TAK)KE YMETh BOCIIPOM3BECTH HOIyUEHHYIO HH()OPMALIHIO
Bnanets CIIOCOOHOCTBHIO aHATM3NPOBATH IEHHOCTh JOKYMEHTOB C IIEJIbI0 MX XpAaHEHHs HA YPOBHE
BOCIPOM3BEACHUS U 00BsICHEHNs! HH(OPMAIUN
3HaTh 3aKOHOJATENbHY0, HOPMATUBHYIO PETNIAMEHTALUIO M IPAaBUJIa SKCIEPTH3bI IIeHHOCTH  [CrienuaibHas CUCTEMA YYETHOW JOKyMEHTAluN
YUYETHBIX, OyXTaJITEpCKUX JOKYMEHTOB HAa OCHOBE HAYYHBIX KPUTEPHEB COTIACHO
HOPMAaTHUBHOMW perjlaMeHTalu
YmeTs NpuUMeHATh 3HaHus o D1I/I, CBA3aHHBIX C yUeTOM, KPUTEPHHU IEHHOCTH IIpU 0TOOpE
OyXrajTrepckux JOKYMEHTOB HAa XpaHEHUE, aHAIN3UPOBATh UX BHEIIHHE OCOOEHHOCTH 1
0COOCHHOCTH COEPKaHUs
Bnanets HaBbIKAMU M METOJMKAMH, CIIOCOOaMH OLIEHHBAHMS 3HAUUMOCTH OyXTaJTepCKOTO
JIOKyMeHTa - poTokonupoBanue D[ u cocTaBneHne apXUBHBIX OMUCEH, aKTOB O
BBIICJICHUM JOKYMEHTOB, CBSI3aHHBIX C YYETOM, K YHUYTOKCHUIO
3HaTh OCHOBHBIE OIIPEJEJICHUA U IIOHATHS B YACTH LEHHOCTH JOKYMEHTOB C LIEJIbIO UX [lepcoHanbHbIE JaHHBIE U UX NOKYMEHTHPOBAHUE
XPaHEHU U JOKYMEHTHPOBAHUS IIEPCOHAIBHBIX JaHHBIX
YmeTs aHAJIM3UPOBATh LICHHOCTb JOKYMEHTOB C LEJIBIO UX XPAHEHMs B YACTHU IIEPCOHAIBHBIX
JIAaHHBIX paOOTHHUKA
Bnanets METOJIaMH{ U CII0CO0aMH [IEHHOCTH JJOKYMEHTOB C LIEJIBI0 UX XpaHEHHS
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3HaTh 3aKOHO/IATEJIbHYI0 0a3y U OCHOBHBIE TPaBHJIa SKCIIEPTH3bI LIEHHOCTH JOKYMEHTOB YueOHast - MpaKTHKa IO MOJYYESHHIO MEPBUYHBIX
(hoHIa ApXUBHOTO yIPESIKACHHS MpogeCCHOHANBHBIX YMCHHI U HABBIKOB, B TOM

YmMmerb OpPraHU30BaTh NPOLEAYPY IKCIEPTU3bl U NPUMEHTh 3HaHUA 1o DLJI, kpurepuu MHCIIC IEPBUYHBIX YMCHHI U HABBIKOB Hay4HO-
IIEHHOCTH Y 0TOOpE IOKYMEHTOB Ha XpaHCHHUE CCIIeI0BATENIBCKOM ACATEIBHOCTH

Buagers IpUeMaMH COCTaBJICHUs CONPOBOAUTENIBHON JOKYMEHTAIUU, HABBIKAMU U METOJUKAMU
SlJl;cnocobamu OLleHHBaHMs 3HAYMMOCTH JJOKYMEHTA - poTokosimposanue D111

3HaTh 3aKOHOJIATEJIbHYI0 0a3y U OCHOBHBIE TPaBHJIa SKCIIEPTH3bI LIEHHOCTH JOKYMEHTOB [Ipou3BOACTBEHHAS - IPAKTUKA 110 IIOJIyYECHHUIO
(hoH/Ia apXUBHOTO yUPEIKACHHSI npodeccroHabHBIX YMEHUI U OTbITa

YmMmerb OpPraHU30BaTh NPOLEAYPY IKCIEPTU3bI U NPUMEHTh 3HaHUA 1o DLIJI, kpurepuu PO} eCCHOHANBLHOM JIEATENLHOCTH
IIEHHOCTHU IIpU 0TOOpE JOKYMEHTOB Ha XpaHCHHE

Bnaners [IPUEMaMHU COCTABJICHUS COIIPOBOJUTEIIbHOM TOKYMEHTALUU, HABBIKAMY U METOJUKAMU
ST
croco0amMy OlIeHMBaHMS 3HAYMMOCTH IOKYMEHTA - poTokoauposanue D111

3HaThb 3aKOHOJIATEJIbHYI0 0a3y U OCHOBHBIE TPaBHJIa SKCIIEPTH3bI LIEHHOCTH JOKYMEHTOB [Ipou3BOACTBEHHAS — IPEAJUIUIOMHAs IIPAKTHKA
(hoH/Ia apXUBHOTO yUPEIKACHHS

Ymers OpPraHU30BaTh NPOLEAYPY IKCIEPTU3bI U NpUMEHATh 3HaHUA 1o DL/, kpurepun
IIEHHOCTH IIPU 0TOOpE JOKYMEHTOB Ha XpaHCHHE

Bnaners [IPUEMaMHU COCTABJICHUS COIIPOBOJUTENIbHOM JOKYMEHTALUU, HABBIKAMU U METOJUKAMU

OI/I; cnocobamu OIleHMBaHMSI 3HAUUMOCTH JOKYMEHTA - MpoTokoaupoBanue D11J]

HK-g-BHaZ[eHHeM HaBbIKaAMHM COCTaBJIC

Hus OudanorpadguyecKux U apXMBHBIX 0030pOB

3HaTh TOJIKO OCHOBHBIE TIOHATHS COCTaBIECHUs OMOIMOrpaduueckux 1 apXuBHBIX 0030pOB (OCHOBBI aPXMBOBEICHUS

YmeTb COCTaBIIATH 110 00pa3iy oubnuorpaduaeckue M apXuBHBIC 0030PHI

Bnanets HaBBIKAMU COCTaBJICHHs1 OMOIHOrpadMueckuX U apXUBHBIX 0030POB M0 00pa3Iy

3HaTh MPUHIHIEI TocTpoeHus, penaktuposanus HCA k nokymeHTam apxuBa, 0630poB IApxrBOBeICHHE

Ymers OpTaHH30BaTh OTOOP HEOOXOANMON HHPOPMAIMH JUIs 0030pa MPH BHIOIHEHUN pabOTHI
3aB. apXHBOM

Bnaners TEXHUKAaMH 1 HaBBIKaMH 0pOpMIICHHSI 0030pOB - COCTABIICHHUE IOKYMEHTOB, YMEHHE
MPOBOJINTD aHAJIN3 HA PEIMET OLUIMOOK

3HaTh - HOPMaTHBHO-METOIMUYECKYI0 0a3y Onbanorpadueckux ONMUCAHUH Pa3IMIHBIX JlokyMeHTaIoHHOE 00ecieYeHrne apXHBHOTO
HUCTOYHUKOB Inena n nHpOpManoHHoH cdepsl B PO
- OCHOBHBIE HCTOYHUKH MH()OPMAIMOHHOTO MpaBa
-OCHOBHBIE ICTOYHHUKH apXHBHOTO IpaBa

YmeTs - moA0UpaTh UCTOYHUKOBYIO 0a3y, MOCBSIIEHHYIO OCHOBHBIM IpobieMaM B cdepe

IPaBOTO PEryJIMPOBaHUs HHPOPMAIIMOHHOH c(epbl M apXUBHOIO Jiesia
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- COCTaBJIATh U 0OPMIIATH OMOTUOTpapUUECKUE CITUCKU UCTOYHUKOBOM 0a3kbl,
MOCBSIILIEHHOW OCHOBHBIM MPOOJieMaM B cdepe MpaBoro peryanpoBaHus
WHPOPMAIMOHHON cephl U apXUBHOTO JeJa

Bnanets - IpUeMaMy aHajIn3a ICTOYHUKOBOI 0a3bl, MOCBSILEHHOW OCHOBHBIM IpoOJieMaM B
cdepe IpaBoro peryInpoBaHus HHYOPMAIIMOHHOH chephl 1 apXHUBHOTO J1eNia
- HaBBIKAMH COCTaBIICHIS, 0PopMIIeHHS B 0030pa OnOMmorpadnIeckux CIIMCKOB
MCTOYHHMKOBOH 0a3bl, IOCBSAIICHHON OCHOBHBIM IpobieMaM B cepe mpaBoro
perynupoBaHusi ”HPOPMAIMOHHOHN c(epbl M APXUBHOTO JIeNIa
3HaTh HOoHATHE OMOIMOTrpauIECKOro M ApXUBHOTO 0030pa CoBpeMeHHBIE TIPOOJIEMBI JOKYMEHTOBEACHUS 1
YmeTsb COCTaBJIATH OMOIMOrpaduyeckue 1 apXUBHbIE 0030PHI U pellaTh TUITHYHbIC 331a41 APXMBOBCICHHIA
Buagers METOJIaMH COCTaBJICHHsI ONOIOrpadMueckux U apXUBHBIX 0030pOB
3HaTh OCHOBHBIE NIPaBUIIa COCTABICHHUS OMOIHOTpadUuECcKIX U apXUBHBIX 0030pOB [Ipon3BoACTBEHHAS - IPAKTHKA IO MOTYUYECHHUIO
YmMmerb AHanu3upoBaTh OCHOBHBIE NIPaBHJIa COCTABJICHUs OMOIMOrpapUIecKUX 1 apXUBHBIX P mbeCCHOHaHLHHz{ YMCHHH | OTIbITA
MpodeccHoHaNbHOH
0630pOB pod JeSITEIIEHOCTH
Bnanets HaBBIKOM HCIIONIB30BAHNUS B 1€ATEILHOCTH OCHOBHBIX IIPABUII COCTABICHUS
O6ubmorpaduuecKkix 1 apXuBHBIX 0030pOB
3HaTh OCHOBHBbIE IIPaBUJIa COCTABIICHUSI OMOIMOrpadMUECKUX U apXUBHBIX 0030pOB [Tpou3BoACTBEHHAS — NPEIUIUIOMHAS ITPAKTHKA
Ymers aHAIM3MPOBATh OCHOBHBIE IIPaBHiIa COCTABIECHHS OMOIMOTpaduIecKix u apXUBHBIX
0030poB
Bnaners HaBBIKOM HCIIOJIb30BAHUS B AEATEIHHOCTH OCHOBHBIX MPABHJI COCTaBIICHUS

Ooubnmorpaduaeckux u apXUBHBIX 0030pOB

[K-10-B1ageHneM NPUHIAIIAMHA H MeTOJAMH CO3AAHHUA CHIPABOYHO-HH(POPMAIIMOHHBIX CPEICTB K JOKYMEHTAM

3Hath OMpeeNIeHUE CIIPaBOYHO-UH(POPMAIIMOHHBIX CPEICTB K TOKYMEHTaM; IPUHIIHAIIBI 1 KanpoBoe 1emonpon3BOACTBO U ApXHUBBI
METOBI CO3/[aHMUS CIIPABOYHO-HH()OPMAIIMOHHEIX CPEACTB TOKyMEHTOB 1O IMYHOMY COCTaBY

YMmeth MPUMEHSITh TPUHIIAITEI K METOJIBI CO3/IaHMUs CIIPAaBOYHO-UH(POPMAIIMOHHBIX CPEJICTB K
JIOKyMEHTaM B TIPAKTHUUECKOH JEeITeITbHOCTH

Bragets MIPUHIIMIIAMA U METOJAMHK CO3JaHUs CTIPAaBOYHO-UH(POPMAITHOHHBIX CPEJCTB K
JIOKyMEHTaM,

3Hath COBPEMEHHBIE TPUHIIUITBI M METOBI CO3/IaHMs CIIPaBOYHO-WH(OPMAIIMOHHBIX CPeACTB K [MHaekcanus 1 Kogudukaus nHPopMaIuu B
JIOKyMeHTaM U kiaccudurxatopo TOCU MpodecCHOHaTBHON AesITeIbHOCTH

YMmeth BBIICTISITH ¥ IPUMEHSTH METOIBI CO3/IaHUS CIIPABOYHO-UH()OPMAIIMOHHBIX CPEACTB K
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JAOKYMCHTaM U UCIIOJIb30BATh MX HAa MCKIUCHUIUIMHAPHOM YPOBHE

Bnagets

KOMIIJICKCOM MECTOJ0B Knaccn(i)nxaunn, KOAUPOBAaHUA U UHACKCAIUU I/IHq)OpMaHI/II/I JJIsL
CO31aHuA Cl'[paBO‘-IHO-I/IH(l)OpMaIII/IOHHLIX CpCACTB K JOKYMCHTaM U KJ'IaCCI/IqJI/IKaTOpOB
THOCH 1 BO3MOKHOCTBIO MCKIUCITUIITIMHAPHOI'O MPUMCEHCHUSA UX

3HaTh

MemoOobl CO30ANUSL NOTHO20 KOMNLEKCA 83AUMOCEA3AHHBIX U 63AUMOOONOTHAEMBIX
CHPABOYHBIX CPEOCmE OJis OCYWECMBIEHUsL KOHMPOIsL U HOUCKOBOU pabombl 8 npoyecce
NO020MOBKYU OMEema Ha 0OPaAeHUst PANACOaH U OPSAHUIAYUU ONEPAMUBHO20 XPAHEHUS
O0OKYMEHMO8.

YMmerh

€030a8amv NOIHBIN KOMNIEKC CHPABOUYHBIX CPeOCm8 No pabome ¢ 0opaujenusm
epasicoan

Bnanets

HABLIKAMU CO30ANUSL OCHOBHBIX CIIPABOUHBIX CPeOCME 0Jisi NOUCKOBOU pabomuvl 6
npoyecce nOO20MOBKU OMBEMa Ha 00PAueHUs 2paicoaH U ONepamusHO20 XPaHeHus
O0oxymenmog no oopawenusm epaxcoar (PKK) u nonvsosanus umu (Homenxramypou
0ell, pecucmpayilOHHO-KOHMPOLbHOU KAPMOU, ONUCHIO).

OpFaHI/ISaHI/IH paGOTLI C 06paHICHI/I$[MI/I TpaxJaaH

3HaTh

- IPUHIUIIBI 1 METOABI CO3IaHUA CHpaBO‘IHO-I/IH(bOpMaHI/IOHHLIX CpCaCTB

YMmerh

- IPUMEHUTH 3HaHUS O IPUHLUIAX U METOJAX Ul CO3JaHUsl CIIPaBOYHO-
MH(QOPMALMOHHBIX CPEJICTB K TOKYMEHTaM

Bnanets

- HAaBBIKOM CO3daHUA CIIPaBOYHO- I/IH(I)OpMaL[I/IOHHI)IX CpCACTB K JOKYMCHTaM

IAPXUBEI 10 TUYHOMY COCTaBY

3HaTh

OCHOBHBIC ITpaBUJIa COCTABJICHUSA U AOIIOJTHCHUA Cl'[paBO‘«IHO'I/IH(bOpMaHI/IOHHLIX CpCACTB
K 6yXFaJ’IT€pCKI/IM JAOKYMCHTAM — HOMCHKJIATYP ACJI, APXUBHBIX ommcei

VYmMers

0TOMpPATh U aHATU3UPOBATH HEOOXOANMYIO HH(POPMALIHIO ISl CIIPABOYHO-
MH()OPMALMOHHBIX CPEJCTB K OyXTaJITepCKUM JIOKYMEHTaM

Bnagers

TEXHUKAaMH 1 HaBBIKaMHU 0()OPMIICHHS CTIPABOYHO-MH(POPMAIIMOHHBIX CPEACTB K
OyXrajaTrepckuM JOKyMEHTaM, YMEHHEM MPOBOANTH aHAIN3 O()OPMIICHHBIX CIIPABOYHO-
MH(OPMALMOHHBIX CPEACTB K OyXTaJITepCKHM JIOKYMEHTaM Ha IpeIMET OMIMO0K

CHeHI/IaHLHaﬂ CcucTeéMa y‘ICTHOﬁ JAOKYMEHTallun

3HaTh

06H.[erO(1)€CCI/IOHaJ'ILHLI€ TCOPETUICCKUE U MCTOANICCKUC OCHOBBI CO31aHNUA
CHpaBO‘lHO-I/IH(bOpMaIII/IOHHLIX CpCACTB K JOKYMCEHTAM KaJApPOBbIX CJ'Iy)K6; MIPUHIUIIBI 1
MCETOAbI CO3/IaHUA

VYMerts

NPUMEHSTH Ha IPAaKTHKE METO/IbI CO3/IaHMs CIIPaBOYHO-MH(POPMAIIOHHBIX CPEACTB K
JIOKyMEHTaM KaJIpOBBIX CIIyK0

Bnanets

MPAaKTUYCCKUMU HAaBbIKaMH CO3J1aHUS CHpaBO‘IHO'I/IH(l)OpMaIII/IOHHI)IX CpCACTB K
JAOKYMEHTAaM KaJIpOBBIX CJ'Iy)K6 1 HaBBIKAMH WX HCIIOJIb30BaAHUS

MHudopMannoHHbIe pecypchl KapoBOH CITyKObI

3HaThb

OCHOBHEIE MPUHIHUIIBI 1 METOJAbI CO3JaHU CHpaBO‘IHO'I/IH(l)OpMaIII/IOHHI)IX CpPCACTB K
JOKYMCHTaM

VmMern

AHEU'H/IBI/IPOBaTL OCHOBHBIC TPUHIUIIBI U METOJbI CO3JaHUs CIIPABOYHO-

[Tpou3BOACTBEHHAS - MPAKTUKA MO MOJIYYECHHUIO
mpo¢eCCHOHANBHBIX YMEHUH U OIbITa
MpoheCCHOHATBHOM e TEIBHOCTH
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I/IH(l)OpMaI_II/IOHHI)IX CpCACTB K JOKYMCHTaM

Buagers HagbikoM uCnIOIb30BaHMs B 1€ATEIBHOCTU OCHOBHBIX IIPUHIUIIOB U METOJO0B CO3/aHUS
CIPaBOYHO-MH(POPMAIIMOHHBIX CPEJICTB K IOKYMEHTaM

3HaTh OCHOBHBIE MIPUHIMIIBI U METO/IbI CO3/IaHHsI CIIPABOYHO-MH(POPMAILIIOHHBIX CPEACTB K [Ipou3BOACTBEHHAS — IPEAJUIUIOMHAS IIPAKTHKA
JIOKyMEHTaM

YmMmerb AQHAJIU3UPOBATh OCHOBHBIC IIPUHIIUIIBI U METO/IbI CO3JaHUS CIIPABOYHO-
MH(OPMALMOHHBIX CPEJCTB K TIOKYMEHTaM

Buagers HABBIKOM HCIIOJI30BAHUS B JEATEIILHOCTH OCHOBHBIX IIPUHIIMIIOB U METOJ0B CO3JaHUs

CIPaBOYHO-UH(POPMAITMOHHBIX CPEIICTB K TOKYMCHTAM

[K-11-B1ageHuemM HaBbIKAMHU peepUPOBAHNA H AHHOTHPOBAHMUSA HAYYHOI JHTEPATYPbI, HABBIKAMH PEIAKTOPCKOi padoThI

3HaTh

OCHOBHBIC OTIPEJEIICHNUS U TIOHATHSI, OCHOBHBIE METOJIbI HCCIICTOBAHUM,
OTIpeZIeTICHNS POLECCOB pe)epupoBaHust 1 AHHOTHPOBAHUS HAYTHOH JINTEPATYPBHI,
HaBbIKAMHU PEIaKTOPCKON paboTHI;

OpFaHI/ISaI_[I/IiI 1 TCXHOJIOTHUA JOKYMCHTALIMOHHOT' O
oOecIecueHUs YipaBJICHUA

Vmers

BBIJICTISTH CTPYKTYPHBIC 3IEMEHTHI, OOBSCHSTH (BBISABISTH M CTPOUTD) TUIIHIHBIC
MOJICTIH, TPHOOPETATh 3HAHKUA B 00JacTH peepupOBaHIsI U AaHHOTHPOBAHUS HAYIHOU
JUTEpaTyphl, HABBIKAMH PEAAKTOPCKOM paboThI;

Bnagers

MPaKTHIECKUMH HaBbIKaMHU, BO3MOXKHOCTBIO MEKANCIIMIUIMHAPHOTO IPUMEHEHNS,
npodeccHOHANBHBIM SI3BIKOM MTPEAMETHOH 00s1acTH pedeprpoBaHus 1 aHHOTHPOBAHMS
HayYHOH JIUTEpaTyphl, HABBIKAMH PEIAKTOPCKOI paboThl;

3HaTh

- 0cOOEHHOCTH peheprUpOBaHISI HAYYHOH JINTEPATYPHI, TOCBAIIEHHOH COCTABICHHUIO U
odopmIIeHHIO CITY’)K€OHBIX TOKYyMEHTOB

- 0COOEHHOCTH aHHOTUPOBAHUSI HAYYHOH JINTEPATYPBI;

- TpeGOBaHMUS K KOMITO3HIIMHU U A3BIKY CIIY>KEOHBIX JOKYMEHTOB;

- TOCYIapCTBEHHbIE CTAHAAPTHI B 00JaCTH OMOIMOTpaduuecKoro ONUCaHus HAyYHBIX
HCTOYHUKOB

[TpakTHKyM IO COCTABICHHIO U O(OPMIICHHIO
CITy’KEOHBIX TOKYMEHTOB

YMmerh

- pehepupoBaTh HAY4YHYIO JIUTEPATYPHI, OCBSILEHHOW COCTABICHHIO U 0(OPMIICHHIO
CITy’)kKeOHBIX JOKyMEHTOB

- COCTaBJIATb U 0hOPMIIATH CIIY)KEOHYIO TOKYMEHTAIHIO C Y4eTOM Tpe0OBaHHH K ee
KOMITO3HIMH H SI3IKY;

- IPUMEHSTH TOCY/IapCTBEHHBIE CTAHAAPTHI B 00JIacTH OMOIMOrpaduIecKoro OnucaHus
Hay4YHBIX UICTOYHHUKOB B IIPH pe)epupoBaHUM HAYYHOH JINTEPATYPHI;

Bnaners

- HaBBIKaMH peepupoBaHUs HAYYHOH JINTEPaTyphl, MOCBAIICHHON COCTaBICHHUIO U
odopmIIeHHIO CITY’)KEOHBIX TOKYMEHTOB

- - aHaJIM3a U BBISIBJICHUS ITyTEH NCTIPAaBICHUS KOMITO3UIIMH U SI3bIKA CITY)KEOHBIX
JIOKYMEHTOB
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3Hath OCHOBHBIC MIOHATHUS peepupOBaHUI U AaHHOTUPOBAHUS HAYYHOU JIUTEPATYPHI U TpynHble Bonpock! pycckoid opdorpadun
NPHHIMIBI PETAKTOPCKOIl paboThI
Ymers U3BIICKATh U3 HAYYHOI JINTEpaTyphl 3a1aHHYI0 HHPOPMALHIO
Bnaners HaBBIKAMH COCTaBJICHHS pedepaToB M aHHOTALMH HAYYHOI JINTEpaTyphl U BEACHHS
penakTopcKoi paboTHI IO 00pa3Iy
3HaTh OCHOBHBbIE MOHATHS pe)ePUPOBAHUS U aHHOTUPOBAHHS HAYYHOH JIUTEPATyphl U UIMHrBHCTHYECKHE OCHOBBI J€JIOBOTO IMMChMa
NPUHILHUIIBI PEJAKTOPCKON paboTh
Ymers W3BJICKATh U3 HAYYHOU JIUTEPaTyphl 3aJaHHYI0 HH()OPMALIHIO
Bramets HaBBIKAMH COCTABJICHHS ped)epaToB M aHHOTAMH HAYYHOI JINTEpaTyphl U BEACHHS
peIakTopcKoi paboThI 110 00pa3iy
3Hath OCHOBHBIC OHSTHUS peepupOBaHUSI U AaHHOTUPOBAHUS HAYYHOU JIUTEPATYPHI H TpynHBIE BONPOCHI PYCCKOM MYHKTYaIlHU
NPUHILHUIIBI PEJAKTOPCKON paboThI
YMeTb U3BIICKATh U3 HAYYHOI JINTEpaTyphl 3a1aHHYI0 HHPOPMALHIO
Branets HaBBIKAMH COCTABJICHHS pedepaToB M aHHOTALMH HAYYHOI JINTEPATyphl U BEACHHS
penaKkTOpCKOi paboTH O 00pa3Iy
3Hath OCHOBHBIC MOHSTHUS pe(eprupoBaHus U AHHOTUPOBAHUSI HAYYHOMH JINTEpaTyphl U VIOKyMEHTHas JIMHIBUCTHKA
NPHHLMIBI PEAAKTOPCKOil padoThl
YMeTb U3BIICKATh U3 HAYYHOI JINTEpATyphl 3a1aHHYI0 HHPOPMALHIO
Bnaners HaBBIKAMU COCTaBJICHHsI pe)epaToB U aHHOTAIMI HAYYHOI JIUTEpaTyphl U BEICHHS
peIaKTopcKoi paboThl 10 00pa3iy
3HaTh OCHOBHBbIE MOHSTHS pe)ePUPOBAHUS U AHHOTUPOBAHHS HAYYHOH JIUTEPATyphl U /lenoBast puropuka
NPUHIHUIIBI PEJAKTOPCKON paboTh
Ymerhb W3BJIEKATh U3 HAYYHO JIMTEPaTyphl 3aJaHHYI0 HHPOPMAIHIO
Bnaners HaBBIKAMHU COCTaBJICHHs pe)epaToB U aHHOTALMH HAYYHOH JMTEpaTyphl U BEACHUS
peIaKTopcKoi paboThl 1o 00pasny
3HaTh OCHOBHBbIE MOHSTHS pe)epUPOBAHNS U aHHOTUPOBAHMS HAYYHOH JIUTEPaTypHl U JlemoBas nepenucka
NPUHIHUIIBI PEJAaKTOPCKON paboThl
Ymers W3BJICKATh U3 HAYYHOU JINTEPaTyphl 3aJaHHYI0 HHOPMALHIO
Bnaners HaBbIKAMHU COCTaBJICHHSI pe)epaToB U aHHOTALMH HAYYHOH JIUTEPATYpPhl ¥ BEACHHS

peIaKTopcKoi paboThl 1o 00pa3iy
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3HaTh OCHOBHBbIE MOHSTHS pe)epUPOBAHUS U aHHOTUPOBAHUS HAYYHOH JIUTEPaATypHl U HopmaruBHas 6a3a 1e710BOTr0 MucbMa
IPUHIUIIBI PEJAKTOPCKON paboTh

YmMmerb W3BJICKATh U3 HAYYHOH JIMTEPaTyphl 3aJaHHY10 HHQOpMaLUio

Buagers HaBBIKAMU COCTaBJICHHS pe)epaToB U aHHOTALMH HAYYHOH JUTEpaTyphl U BEJICHUS
PeaaKkToOpcKoil paboThl o 06pasiy

3HaTh OcHOBHBIE NpaBmiIa peeprupOBaHNs K AaHHOTUPOBAHUS HAYYHOH JIUTEPATYPHI, [Ipou3BOACTBEHHAS - IPAKTUKA 110 ITOJIYYCHHUIO
HaBBIKAMU PEIAKTOPCKOH pabOTHI npodeccroHabHBIX YMEHUI U OTbITa

YmMmerb AHanu3upoBaTh OCHOBHbIE NpaBuiia pe)epupoBaHus U aHHOTHPOBAHUS HAyYHOU PO} ECCHOHANBLHOM EATENLHOCTH
JIUTEPaTyphl, HABBIKAMH PETAKTOPCKON pabOTHI

Bnanets HaBbIkoM HCHOIb30BaHNUS B I€ATEILHOCTH OCHOBHBIX IIPAaBWII peepHUpOBaHUS U
AQHHOTUPOBAHUsI HAYYHOH JINTEPATYPhl, HABBIKAMH PEAAKTOPCKOI pabOTHI

3HaTh OcHOBHBIE TIpaBHiIa peepHPOBAHNS U aHHOTUPOBAHUS HAYYIHOH JIUTEPATyPHI, [Ipon3BoACTBEHHAS — NPEAAUILIOMHAS IPAKTUKA
HaBBIKAMU PEIAKTOPCKOH pabOTHI

YmeTs AHanu3upoBaTh OCHOBHBIC MpaBHiIa pe)epupoBaHs 1 aHHOTHPOBAHUS HAYTHOH
JIUTEPaTyphl, HABBIKAMH PETAKTOPCKON pabOTHI

Bnanets HaBbIkoM HcHOIb30BaHNUS B A€ATEILHOCTH OCHOBHBIX IIPAaBWII pe)epupOBaHUs U

AQHHOTHPOBAHMSI HAYYHOH JINTEPATYPhl, HABBIKAMH PEAAKTOPCKOM pabOThI

[K-12-cnoco0HOCTHIO BBISBJIATH H OTOMPATH JOKYMEHTHI [JIsl Pa3HBIX THIIOB H BHIOB MyOJHKAMit

3HaTh

MpaBHia U METOAUKY BBISBICHUS U OTOOPA JJOKYMEHTOB JIJIsl PA3HBIX THIIOB U BUIOB
myOnuKanuit

KoH}pueHaIpHOE EIOTPOU3BOACTBO

VYmMers

MNPpUMCHATH BBI6paHHBI€ JAOKYMCHTBI UIS1 pa3HbIX TUIIOB U BUJI0B ny6m/11<aum71 B
HpO(I)eCCHOHaHBHOﬁ ACATCIBbHOCTH; UCIIOJIB30BATh X HA MCIKJAUCIUIIJIMHAPDHOM YPOBHE

Bnanets

MPpaKTUYCCKUMU HaBbIKaMH BBISABJICHUA U 0T6opa JOKYMEHTOB JIJI pa3HbIX TUIIOB U
BHUJ0B l'IydTIPIKaI.[Hﬁ W HaBBIKAMH HUX HUCIIOJIb30BaHUA

3HaTh

- 0COOEHHOCTH 0TOOpa TOKYMEHTOB JUIsl ITyOJIMKaLMil pa3HbIX BUIOB U THIIOB

VloKyMeHTaIIMOHHOE 00ecIieYeHue apXHBHOTIO

YMmerh

- BBISIBIIATH MICTOUYHUKH C TOYKH 3PEHHS OTPa’KCHHSI B HUX OCHOBHBIX MPOOJIeM B
001acTH HOPMATHBHOTO PETYINPOBAHUS HH(YOPMAIIOHHOH cepsl 1 OTOMpaTh ee I
myONUKanui pa3HBIX BUIOB U THIIOB

- BBISIBIIATH MICTOYHUKH C TOYKH 3PEHUS OTPAXKEHUSI B HUX OCHOBHBIX IIP00JeM B
00J1acTH HOPMAaTUBHOT'O PErYJIMPOBAHMS apXUBHOTO Jiejla U OTOMpaTh ee st
nyOJUKanui pa3HbIX BUAOB M THIIOB

imena 1 uHpOpMAMOHHOI chepsl B PD

Bnaners

- MpreMaMH BBIIBICHHUS H 0TOOPA HCTOYHHUKOB C TOYKH 3PEHUS OTPAKEHHUS B HUX
OCHOBHBIX IIpO0JIEM B 00J1aCTH HOPMAaTHBHOTO PETYIMPOBaHMs HHPOPMAIMOHHON
cdepsl 1 0OTOMPATH UX AT MyONMKAMKA Pa3HBIX BUIOB M THIIOB

- IpUeMaMHU BBISIBJICHUsI 1 0TOOpa MCTOYHHUKOB C TOUKH 3PCHHUS] OTPKEHHS B HUX
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OCHOBHBIX IIP00JIEM B 00JIACTH HOPMATUBHOTO PETYJIMPOBAHUS APXUBHOIO JIeja U
OTOMpaTh WX JUIS ITyONUKAIMKA Pa3HBIX BUIOB U THIIOB

3HaTh 3HaTh OCHOBHBIE KPUTEPUH 0TOOPA TIOKYMEHTOB ISl pa3HBIX TUIIOB M BUJIOB [Ipou3BOACTBEHHAS - IPAKTUKA 110 ITOJIYYCHUIO
yOJIMKanui npodeccroHaNBHBIX YMEHUI U OTbITA

YmMmers AHanu3upoBaTh HEKOTOPBIE TOKYMEHTHI JUIsl pa3HbIX TUIIOB M BUIOB IyOJIUKaLIMii NpO(ecCHOHANIBHON JAEATENBHOCTH

Bnaners CIOCOOHOCTBIO BBIABIIATE M OTOMPATh HEKOTOPHIE TOKYMEHTHI [T PAa3HBIX THIIOB U
BUIOB IyOJIUKAIIH

3HaTh 3HaTh OCHOBHBIE KPUTEPUH 0TOOpPA TOKYMEHTOB JUIsl Pa3HBIX TUIIOB U BUJIOB [Ipou3BOACTBEHHAS — IPEAJUIUIOMHAs IIPAKTHKA
nyOnukanuit

YmeTs aHATM3UPOBATh HEKOTOPHIE JOKYMEHTHI JJIsl PA3HBIX THUIIOB U BHOB ITyOIHMKAIIH

Bnanets CIIOCOOHOCTBIO BBISIBIATH M OTONPATh HEKOTOPBIE JOKYMEHTHI AJISI PA3HBIX THIIOB U

BUJOB IYOIUKAIIHA

K-13- cnoco0HOCTBI0 BECTH HAYYHO-METOIHYECKYI0 PadOTy B rocyAapCTBEeHHBIX, MyHHIUNAJBHBIX APXHBAX H APXHBAX OPraHu3anuii

3HaTh

TOJIBKO OCHOBHBIC ITpaBUJjia Hay‘lHO-MeTOI[H‘IeCKOfI pa6OTH B rOCyAapCTBCHHBIX,
MYHHIHUIIAJIBHBIX apXHUBaX U apXHUBaAX OpFaHI/ISaHI/Iﬁ

OCHOBEI APXHUBOBCACHUS

VYmMers

HCIIOJIB30BaTh I10 06p331_[y npaBujia Hay‘lHO-MeTOI[PI‘«IeCKOfI pa6OTI>I B
TOCyAapCTBCHHbIX, MYHHUIINIIAJIbHBIX dPXUBAX U apXHBaX opraﬂﬂsaunﬁ

Bnagers

HaBbIKaMU HUCIIOJIB30BaHMA 110 06pa3uy npaBuil Hay‘lHO-MeTOI[PI‘IeCKOﬁ pa6OTI>I B
TOCyAapCTBCHHbIX, MYHHUIINIIAJIbHBIX dPXUBAX U apXHBaX opraﬂﬂsaunﬁ

3HaTh

HOPMaTHBHBIE OCHOBBI HAYYHOU U
METOANYECKOM pabOoThI ¢ apXUBHBIMU
hormamMu

FOC}’I[apCTBeHHLIe, MYHUIUIAJIBHBIC U
IBEAOMCTBCHHBIC apXUBBI

VYmMers

MMPOCKTUPOBATH H€O6XO,I[I/IMLIC U1 OpraHru3alii XpaHCHUs, KOMIVICKTOBAHUS,
ydeTa U MCHOJIb30BAHUS AapXHMBHBIX TOKYMEHTOB

Bnagers

HaBbIKAMU XpaHEHNS,
KOMIUIEKTOBAHHMS, YU€Ta ¥ UCIIOJIb30BaAHMS

ApXMBHBIX JOKYMEHTOB IIPH ITPOEKTUPOBAHUH
METOAMYECKHUX JOKYMEHTOB 10 OPraHU3aluU

XpaHeHHs, KOMIUIEKTOBaHUS,

yueTa M UCIIOJIb30BaHMsl IOKYMEHTOB ApxuBHoro ¢ponna PO

3HaThb

OCHOBHBIC OIIPEACIICHUS U TIOHATUSA HaquO'MeTOL[HqCCKOﬁ pa60TLI rocy1apCTBEHHbBIX,
MYHHIHUIAJIBHBIX apXHUBaX U apXUBaxX OpFaHI/I3aHHﬁ

COBpCMeHHHe HpO6J’ICMI)I JAOKYMCEHTOBCACHUA U
APXHUBOBCJICHUA

VmMern

HCIIOJIB30BAaTh METOAbI Hay‘lHO-MeTO,HH‘IGCKOﬁ pa60TLI rocylapCTBCHHbBIX,
MYHHIHUIAJIbHBIX apXUBaX U apXUBaxX OpFaHI/I3aHHﬁ
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Brnanets MPAaKTUYECKAMHU HaBBIKAMH UCTIOJIb30BaHUsI METOJIOB HAYYHO-METOIUUYCCKON PabOoThI
TrOCYAAPCTBEHHBIX, MYHUIIMIIAJIIbHBIX apXMBAX M apXHUBaxX OpraHU3alun

3HaTh OCHOBHBIC TIPaBUJIA BEJCHUS HAYYHO-METOIUICCKOM pabOThI B TOCYIapCTBCHHBIX, [Ipon3BoaCTBEHHAs - IPAKTUKA M0 MOJIYYEHUIO
MYHULMNAJIBHBIX apXUBaxX M apXMUBaX OpraHu3anui MpoQeCCUOHATBHBIX YMCHHI U OTIBITA

Ymetb AHaM3MpoBaTh OCHOBHBIC MPABHUIIA BEICHHS HAYYHO-METOINICCKOI pabOThI B npodecCHOHaTEHON AEATENBHOCTH
rOCyJIJapCTBEHHBIX, MYHUIIMIAJIBHBIX apXMBAaX U apXHUBaxX OpraHU3alun

Brnanets OCHOBHBIMHU HAaBBIKAMH BEJICHUS HAYYHO-METOHUECKON paOOThI B TOCYAaPCTBEHHBIX,
MYHULMINAJIBHBIX apXUBaxX U apXUBaX OpraHu3anui

3HaTh OCHOBHBIC MTPaBHJIA BEJCHHUS HAyYHO-METOIUUCCKON PabOThI B TOCYIaPCTBCHHBIX, [Ipon3BoacTBEHHAs — NPEIAUIIIIOMHAs IPAKTUKA
MYHUIIUIIAJIBLHBIX apXUBAaX U apXUBaX OpraHu3aluu

Ymethb aHAIM3UPOBATH OCHOBHBIC MIPABUIIA BEACHHS HAYIHO-METOUUECKON paboThHI B
rOCyJIapCTBEHHbBIX, MYHUIIMIAJIIBHBIX apXHUBAaX U apXHBaxX OpraHu3alui

Brnanets OCHOBHBIMH HaBBIKAMU BEJICHUS HAyYHO-METOAMYCCKON pabOTHI B TOCYIapCTBCHHBIX,

MYHULMIIAIbHBIX apXUBAX U apXUBaxX OpraHu3anuil

II1K-14- B1agenneM HAaBBIKAMH HCIOJIb
aeie

30BaHUA KOMH])]OTepHOi;I TEXHUKH H HH(l)OpMaIII/IOHHl)IX TEXHOJIOTUi B JAOKYMEHTAIIUOHHOM o0ecneyeHNH YHnpaBJicHUSI 1 apXUBHOM

3HaTh

OCHOBHBIE OIIPEJIEICHUS U IIOHATHSI, OCHOBHBIE METO/IbI UCCIIEOBAHUM, OIIPEIEICHUS
MpoLEeccoB NHPOPMAIMOHHBIX TEXHOJIOIUH B JOKYMEHTAIIMOHHOM 00eCTie4eHHH
YIPaBJICHUS! U ApXUBHOM JIEIIE;

OpI‘aHI/ISaHI/IH 1 TEXHOJIOTUA TOKYMECHTAIUOHHOTO
oOecrieueHns yrpaBIeHH

YMmerh

MPUMEHITHh OCHOBHBIE METO/IBI MCCIIEIOBAHNI U TpHOOpeTaTh 3HaHUS B 06JacTn
KOMIIBIOTEPHOI TEXHUKU ¥ HH(GOPMAIMOHHBIX TEXHOJIOTHH B JOKYMEHTAI[HOHHOM
o0ecrieyeHnn YIpaBIeHNUs U apXUBHOM JIeTIe;

Bnanets

[IPAKTUYECKUMH HaBBIKAMHU, BO3MOKHOCTBI0 MEKIUCLIUILIMHAPHOIO IPUMEHEHUS,
podecCHOHATBHBIM A3BIKOM ITPEIMETHON 00IaCTH KOMIBIOTEPHON TEXHUKH U
MHQOPMALMOHHBIX TEXHOJIOTHH B JOKYMEHTAI[HOHHOM 00eCIIe4eHUH YIPaBICHUS U
apXUBHOM JIEIE;

3HaTh

- OCHOBBI OpTaHU3aIK COBpeMeHHBIX DBM 1 nx o0mmue XapakTepucTHKY;
- crocoObl pemIeHus 3aa9 MpodeccHOHATLHOMN e TENbHOCTH

[IponBuxkeHNE HAYYHOHU IPONLYKLIUU

VYMmeTrh

- MPUMEHSATH 3HaHUS B 00J1acTH MH(POPMAITHOHHBIX TEXHOJIOTHH IS YIyqIICHHS
3¢ GEKTHBHOCTH HPOLECCOB, IPOUCXOISNIINX P TOIYUYSHUH, XPAaHSHUH, TlepepadoTke
nHpopmanmu

Bnaners

- IPaKTUYECKUMH HaBbIKaMH1 ITPUMEHCHUA I/IH(I)OpMaHI/IOHHO-KOMMyHI/IKaHI/IOHHBIX
TEXHOJIOTHI B JAOKYMCHTAIMOHHOM obecnieueHuu YIpaBJICHUA U apXHUBHOM JICJIC

3HaTh

IIpuHIMTIBI UCTIONB30BAHUS KOMITBIOTEPHOW TEXHUKHU B JIOKYMEHTAlLIMOHHOM
obecreueHnN ynpaBiIeHUs H apXUBHOM JIelIe.
[puanune! uenonszoBanns T B JOKyMEHTAIIMOHHOM 00ECIICUCHUN YIIPABICHUS H

O6paboTKa 1 3aIUTa JOKYMEHTHPOBAHHOM
MHpOpMAIIT
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ApXMBHOM JIele.
[puHIUDE! 06ecnedeHuss HHYOPMAITOHHOI 0€301TacCHOCTH 1 3aIIUTH HH(POPMAIiH B
nporecce.

YMmerb

PabGoTtath ¢ nH(pOpMaIHe B JOKAIBHBIX CETSX.

Pa6oraTs ¢ mHbOpMAaIHel B rI00aIBHBIX CETAX.

ObecneunBaTh HHPOPMAMOHHYIO 0€30IIaCHOCTH U 3aIIATy WHPOPMAIINH B IIpoIiecce
paboTEI.

Bnagets

bazoBeiME preMamMu paboThI ¢ MpodeccHoHaNbHOH HHPOpMAaLUeH.
Criocobamu obecriedeHus 3auThl HHQOpMAIHH B TIporiecce paboThI ¢
npodeccnoHaNbHON HHpOpManneH.

HopmartuBHo-1paBoBoii HHpoOpMarLmeil B 001acTi o6ecriedeH s 3alUThl
npodecCHOHATBHON HHPOPMALIUH.

3HaTh

TCXHOJIOIMU ONCPATUBHOI'O U JOJTOBPEMEHHOI'O XPAHCHUA 3JICKTPOHHBIX TOKYMCHTOB

MH(pOopMannoHHbIE TEXHOIOTHH B

Vmers

OPHUCHTHUPOBATHCS B COBPEMCHHBIX OTCHCCTBCHHBIX ABTOMATU3UPOBAHHBIX
CHUCTCM JOKYMCHTALIMOHHOTI'O obecneueHus YHpaBJICHUSA

WMTOKYMCHTOBCACHNUHU U apXUBHOM JCJIC

Bnagets

HaBbIKaMH pa6OTI>I B JIOKAJILHBIX M II100aIbHBIX KOMIBIOTCPHBIX CCTAX; HABbIKAMHA
pa6OTBI CO CcricIMaJIM3MPOBaHHbIMHU XPpAHWJINIITAMU JAHHBIX

3HaTh

HOPMAaTHBHYIO 0a3y MCIOIb30BaHUS KOMIBIOTEPHOI TEXHUKH U HH(POPMAIIMOHHBIX
TEXHOJIOTHH B IOKYMEHTAIIMOHHOM 00€CIICUeHUN YIPABIICHUS U apXUBHOM JIeTie

YueOHas - MpaKTHKa MO MOTYYEeHHUIO TIEPBUUHBIX
MpodecCHOHANBHBIX YMEHHUI U HABBIKOB, B TOM

YMmerh

BECTH HAyYHO-METOJIMYECKYIO pabOTy B apXUBE HCIIOIb30BAaHUSA KOMITBIOTEPHOM
TEXHUKH ¥ HHPOPMAMOHHBIX TEXHOJIOTHI

IHUCJIC ICPBUYHBIX yMCHI/Iﬁ 1 HAaBbIKOB HAYYHO-
HCCHeI[OBaTeHLCKOﬁ JACATCIBbHOCTHU

Bnagets

CIoco0amMu COBEPIICHCTBOBaHMS PO(ECCHOHAIBHBIX 3HAHUI U YMEHUI ITyTeM
MCIIOJIb30BaHMS HH()OPMALIMOHHBIX TEXHOJIOTHH - COCTaBJICHHE IOKYMEHTOB C
HEKOTOPBIMH 3aMEYaHHIMH

3HaTh

HOPMAaTHBHYIO 0a3y MCIOIb30BaHUS KOMIBIOTEPHOI TEXHUKH U HH(POPMAIIMOHHBIX
TEXHOJIOTHH B IOKYMEHTaIIMOHHOM 00ecIieueHHN YIPaBICHUS! M apXUBHOM JeJie

[Tpon3BoACTBEHHAS - MPAKTHUKA IO TOITYIECHHUIO
MpodecCHOHANBHBIX YMEHHUHN U OTIBITA

YMmerh

BECTH HAyYHO-METOJIMYECKYIO pabOTy B apXUBE HCIIOIb30BaHUA KOMITBIOTEPHOM
TEXHUKH ¥ HHPOPMaMOHHBIX TEXHOJIOTUI

MpodecCHOHANBHOMN eI TENEHOCTH

Bnanets

crioco0amMu COBEPIIEHCTBOBAHMS MTPOGECCHOHATIBHBIX 3HAHUH U YMEHHUHN ITyTeM
HCIIOJIb30BAaHUA PIH(i)OpMaHI/IOHHBIX TEXHOJIOTUH - COCTaBIICHHUE JOKYMEHTOB C
HEKOTOPBIMHU 3aMeYaHUsIMU

3HaTh

HOPMATHBHYIO 0a3y MCIOIb30BaHMUS KOMIBIOTEPHOI TEXHUKH U HH(POPMAIIMOHHBIX
TEXHOJIOTHH B IOKYMEHTAIMOHHOM 00OecIieueHHN YIPaBJICHHs 1 apXHBHOM Jielie

HpOI/IBBOJICTBeHHaH — ONpEAAUITIIOMHAA IMpaKTHUKa

VYmMmeTrh

BECTH HAyYHO-METOIMYECKYIO pabOTy B apXHBE HCIIOIB30BAHNUA KOMITBIOTEPHOM
TEXHUKH ¥ HHPOPMAMOHHBIX TEXHOJIOTUI
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Bnagets

CIoco0amMu COBEPIICHCTBOBAaHMS MPO()ECCHOHANBHBIX 3HAHUI U YMEHUH IyTeM
UCTIOIb30BaHMs HH()OPMAILIMOHHBIX TEXHOJIOTHI - COCTaBICHHE JOKYMEHTOB C
HEKOTOPBIMH 3aMEUaHHUAMHU

IK-15- cnoco0HOCTHIO COBEPIICHCTBOBATH TEXHOJIOIMA JOKYMCHTAIIHOHHOT O o0ecneyeHHs YHnpaBJicHUSI 1 aPXMBHOI'O A€JIa HA 0a3e HCIOJIL30BAHUA Cpeacre

ABTOMATHU3AllUHN

3HaTh

OCHOBHBIC OTIPCACIICHUA U TOHATHSA, OCHOBHBIC METOAbI HCCJ'Ie,Z[OBaHPIﬁ, OIPCACIICHUA
MMpOUECCOB NOKYMCHTAlTUOHHOT'O obecrneueHus YIIpaBJICHUA U apXUBHOTO JCJIa HA baze
HCII0JIb30BaHUA CPCACTB ABTOMATU3AIINN;

OpraHmaum{ 1 TEXHOJIOTHUA JOKYMCHTALIUOHHOTO
oOecrecueHUS YIpaBJICHUA

YMmerb

BBIACJIATH TCXHOJIOTUU JOKYMCHTAIIMOHHOT' O obecrneueHus YyIipaBJICHUA U apXUBHOT'O
Jcjia Ha 0a3e KCI0Ib30BaAHMS CpCACTB aBTOMATHU3alluu, OOBICHITH (BBISIBJ'I?[TB u
CTpOI/ITB) TUIMMAYHBIC MOJICJIN COBCPIICHCTBOBAHU A, KOPPCKTHO BBIPAXKATH U
APTYMCHTHPOBAHHO 000CHOBBIBATH MOJOKEHHUS COBCPUICHCTBOBAHUA TCXHOJIOT NN
JAOKYMCHTAIMOHHOT'O obOecreueHus yYHpaBJICHUA U apXHUBHOTO [1€J1a Ha Oaze
HCII0JIb30BaHUA CPCACTB ABTOMATU3AIINH;

Bnagets

criocodoamu JACMOHCTpAaIu YMCHHA aHAJIN3UPOBAaTh, ONCHUBAHUS 3HAYUMOCTHU U
HpaKTH‘IeCKOﬁ IpUTrogHOCTH, OCHOBHBIMH METOAaMM PCUICHUA 3a/1a41 B obmactu
COBCPUICHCTBOBAHUSA TCXHOJOIMU JOKYMCHTALITMOHHOT O obecnecueHus YIIpaBJICHUA U
APXMBHOTO JICJIa HAa 0a3e UCIOJIb30BAHUS CpCACTB aBTOMATU3allNHU,

3HaTh

- IPUHINIBI ¥ HAIIPABJICHUE PA3BUTHS TEXHOJOTHH TOKYMEHTAIIMOHHOTO 00eceYeHNs,
YIpaBIEHUS U apXUBHOTO J1EN1a;

- CHIO0COOBI pelIeH s 3a1a4 Npo(ecCHOHANBHOMN NI TeIbHOCTH IPH HOMOIIN
COBPEMEHHBIX IU(POBBIX TEXHOJIOTHIA

[IponBHXKEeHNE HAYYHOH NPOLYKLUU

YMmerh

- onpeenaTh 3G (PEKTUBHBIE ITyTH MPOABMKEHHS HAYYHOH MPOIYKIINHU HA
MH(OPMALMOHHBIH PHIHOK C IPUMEHEHHEM COBPEMEHHBIX HH()OPMALMOHHO-
KOMMYHHKAIIMOHHBIX TEXHOJIOTHH, r100anbHBIX HHYOPMAIIOHHBIX PECYPCOB

Bnanets

- HaBBIKAMH COBEPIICHCTBOBAHUS TEXHOJOTHHA JOKYMEHTAIIMOHHOTO 00ecreueHus,
YIpaBJIEHUS U apXUBHOTO JleNa Ha 6a3e HCIOIb30BaHUS CPEICTB aBTOMATH3AINH;

- METOJJaMH CTHUMYJINPOBAHHS COBITa MHHOBAI[HOHHOHN MPOIYKINHU C IPUMEHEHUEM
COBPEMEHHBIX NH(POBBIX TEXHOJIOTHI

3HaTh

TexXHOJI0rHH JOKYMEHTAIIMOHHOTO 00eCCueH s YIIPaBICHUS M apXMBHOTO Jeia Ha 0ase
HCIIOJIb30BaHMsI CPEJCTB aBTOMATH3ALIMH.

Crioco0b1 06ecriedeHus 3aMUThl HHQOPMAIHK ¢ TOMOIIBIO CPEJICTB aBTOMATHU3AIIHH.
Cdepsl mpumeHeHHs crioco00B odeciedueHus HHPOPMAIIMOHHOM 0€30MaCHOCTH Ha
YPOBHE TEXHOJIOTHIA JOKYMEHTAIIHOHHOTO 00ECIICUeHUsI YIIPABICHUS M apXHUBHOTO JIeiia
Ha 0a3e HCIOJIb30BAHMUS CPEJICTB AaBTOMATH3AIINH.

O6paboTKa 1 3amKTa JOKYMEHTHPOBAHHOM
MHQOpPMAaITIT

VmMern

HpI/IMCHSITL B CTaHAApPTHBIX pa60q1/1x CUTyalludgXxX CII0CO0BI 00€eCTIeUeH S
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nH(OpPMaLMOHHO 6€30ITaCHOCTH B CPEACTBAX aBTOMATU3AIHH.

XapakTepHu30BaTh CIIOCOOBI 00ecTieueHI HHPOPMATHOHHONW 0€30IIaCHOCTH B
TEXHOJIOTHSX JOKYMEHTAILIMOHHOTO 00SCIICUeHHUs YIPaBJICHUS M apXUBHOTO Jieyia Ha
0a3e UCIIOIB30BAaHMS CPEACTB ABTOMATH3ALIUH.

KoppeKTHO HCTI0Nb30BaTh CPENICTBA 3AIUTHI HHPOPMALIMK B CPEICTBAX aBTOMATH3ALUH
TEXHOJIOTHH JOKYMEHTallMOHHOI0 00ecIieYeH s YIIPaBICHHs M apXHBHOTO Jena

Bnagets

HapbikoM GopMyITHpOBaHUS OCHOBHBIX TPEOOBaHUH HHPOPMALIOHHOH 0€30MacHOCTH K
CpelncTBaM aBTOMATH3ALMU TEXHOJIOTHH TOKYMEHTAILIMOHHOTO 00eCIICUeHUS
YIIPABJICHUS U apXUBHOTO Jiena.

HapbikoM 00BsICHEHHS OCHOBHBIX CPEICTB U METOJIOB oOecniedeH s HHPOPMaLOHHO
0€30I1aCHOCTH B IIpoLiecce PabOThl C TEXHOIOTHAMH.

HaBbIKOM npHMeHEHHs CPEICTB U METOI0B olecreueHus NHPOpMalnoHHOH
6e30IacHOCTH B Mpoliecce paboThl ¢ TEXHOIOTHUIMHU.

3HaTh

OCHOBHEIE TEXHOJOT'HU JOKYMCHTAIUOHHOTO obecnieueHus YiipaBJICHUA U apXUBHOT'O
JCJia Ha 0a3e MCIOIb30BaAHUI CpC€ACTB aBTOMAaTU3allun

[Ipou3BOACTBEHHAS - IPAKTUKA 110 IIOJIyYECHHUIO
npodeccroHaBHBIX YMEHUI U OTbITa

YMmerh

AHaJ'II/ISI/IpOBaTI) OCHOBHBIC TCXHOJIOTUH JOKYMCHTAIIMUOHHOI'O obecrieueHus YyrpaBJIC€HUA
1 apXMBHOT'O JICJIa Ha 0ase KMCIOJIB30BaHUs CpCACTB aBTOMATU3aAllN

Mpo¢eCCUOHANBHOM S TEIBHOCTU

Bnanets

CrnocoOHOCTBIO COBEPUHICHCTBOBATH OCHOBHBIC TEXHOJIOTUN JOKYMECHTAIUOHHOT'O
obecrneueHus YOpaBJICHUA U apXUBHOTO JI€J1a HA 0ase MCMOJb30BaHUS CpC€aCTB
aBTOMaTHU3aluu

3HaTh

OCHOBHBIC TCXHOJIOI'MU JOKYMCHTAIIMOHHOT'O obecreueHus YIipaBJICHUA U apXUBHOT'O
JCJia Ha 0a3e MCIOIb30BaAHUI Cp€ACTB aBTOMATHU3AIIUN

HpOI/I3BOI[CTBeHHaSI — OpeAAuITIJIOMHAs MpaKTUKa

YMmerh

AHAJIU3UPOBATh OCHOBHBIC TEXHOJOTUN JOKYMEHTAITUOHHOT'O obecreueHus yrapaBJICHUA
1 apXUMBHOT'O JICJIa Ha 0ase KMCIOJIb30BaHUs CpCACTB aBTOMAaTU3alluH

Bnanets

CITOCOOHOCTBIO COBEPUICHCTBOBATH OCHOBHBLIC TEXHOJIOTHUN JOKYMEHTAIUOHHOT'O
obecrnieueHus YOpaBJICHUA U apXHUBHOTO JI€J1a Ha 0ase MCTOJb30BaHUS CpC€aCTB
aBTOMaTHU3aluu

IIK-16-Bi1ageHueM NpaBUIaAMH IKCILTY
yInpaBJeHUsl U aDXUBHOM JieJie

aTallMi TEXHUIECCKHUX CPEICTB U CIOCOOHOCTHIO HCI0JIB30BATH TEXHHYECKHE CpeacTBa B IOKYMCHTAIIHOHHOM odecneyeHNH

3HaTh

- METOAWYECKHEe, HOPMATHBHBIE M PYKOBOJSIINE CTaHAAPTHI W JIOKYMEHTHI B 00JacTu
TEXHUKHA O€30TMacHOCTH, MPOM3BOJICTBEHHOW CAHWTApWH, MOXKapHOW OE30IacHOCTH H
OXpaHBI Tpyia

Ibe30macHOCTD KU3HEACATCIIFHOCTH

VYmMmeTrh

-- I/I}]eHTI/I(bI/IHI/IpOBaTB OITaCHBIC U BPCIHBIC (baKTOpBI C IIOMOIIBIO TEXHUYECCKUX
CpEICTB;

- UIBMEPATH YPOBHU OIMACHBIX U BPEAHBIX (baKTOpOB C IOMOMIBIO TEXHUYCCKUX CPEJICTB,
- OIICHMBATH YPOBHHU ONIACHBIX U BPECAHBIX (baKTOpOB C IOMOMIBIO TCXHUYCCKUX CPEIICTB
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Buagers - HCIOJIb30BAaTh IIPAaBUJIA DKCIUIyaTallUd TEXHUYECKUX CPEICTB M HABBIKAMH
U3MEPEHUs, OLEHKM M ONTHMH3alUU MapaMeTpoB YCIOBHH TpyAa C IOMOIIBIO
TEXHUYECKUX CPEJCTB
3HaTh B03MOXHOCTH, OCHOBHBIE HAITPABJICHHS U CHEUU(HUKY HCIIOIBb30BaHUS TexHnueckue cpeacTna ynpasiueHus B IOY u
nHpopMannoHHBIX pecypcoB MaTtepreT B IOY 1 apXuBHOM zene apXuBax
YmMmerb y4acTBOBaTh B IIPOLIECCE OPTIPOEKTUPOBAHUS U BHEAPEHUS KOHKPETHOMN
MH()OPMAMOHHOM CHCTEMBI B OPTaHN3aIMK B BBIOOPE ONTUMAaIBHOTO IPOrPaMMHOTO
obecrieueHus
Buagers HaBpIkamMu npuMeHeHNsT Ha NPaKTHKE COBPEMEHHOM OPUCHOMN TEXHUKU
OpPTraHU3aIIOHHON TEXHHKH, a TaK K€ HABBIKAMU MEIKOCPOYHOI0 PEMOHTA
3HaTh B03MO0XHOCTH, OCHOBHBIC HalIPaBJICHHS ¥ CIIELU(HKY UCTIOIB30BaHUS BrruuciiuTenbHas TEXHUKA U IPOrPaMMUPOBaHNE
nHPOpMannOHHBIX pecypcoB MaTepHeT B IOY 1 apXUBHOM Jieie B 1OV u apxuBax
YmMmerb Y4acTBOBATh B IIPOLIECCE OPTIPOEKTUPOBAHUS U BHEAPEHUS KOHKPETHON
MH()OpPMALMOHHOM CHCTEMBI B OPTaHN3aIMK M BBIOOPE ONTUMAaIBHOTO IPOrPaMMHOTO
obecrieueHus
Buagers HaBplkaMu npuMeHeHUsT Ha NPaKTHKE COBPEMEHHOM OPUCHOMN TEXHUKU U
OpraHU3aIIOHHON TEXHHKH, a TaK K€ HABBIKAMHU MEIKOCPOYHOI0 PEMOHTA
3HaTh HOPMATHBHYIO 0a3y UCIONB30BaHMS TEXHUYECKUX CPEJCTB B JOKYMEHTAIIHOHHOM YueOHas - MpaKTHKa IO HOITYYEeHHIO TIEPBUYHBIX
o0eclieueHNH YIIPaBIICHHUS X apXUBHOM JIeje MpodecCHOHANBHBIX YMEHHUH U HABBIKOB, B TOM
YMmerh BE€CTH HAYYHO-METOJUICCKYIO pa60Ty B apXMBE C IKCILTyaTaluell TEXHUUECKUX CPEJICTB [THCIIE IEPBUYHBIX yMeHI/II7I M HaBBIKOB HAY4YHO-
" " MCCIIEI0BATENLCKON AEATENBHOCTH
Buagers CIoco0amMu COBEPUICHCTBOBAaHUsI MPO(ecCHOHANBHBIX 3HAHUI U YMEHUI apXuBapuyca
IIyTEM C DKCIULyaTallued TEXHUYECKUX CPEACTB - C HEKOTOPBIMU 3aMEUYaHUsIMU
3HaTh HOPMATHBHYIO 0a3y UCIONB30BaHMSI TEXHUYECKUX CPEJCTB B JOKYMEHTAIIHOHHOM [Ipou3BOACTBEHHAS - IPAKTUKA 110 IIOJIyYEHHUIO
00ecTieyeHNn YIIPaBIeHNs U apXUBHOM JIeTie npodeccroHaNBHBIX YMEHUIT U OTIbITa
YMmers BECTH HAyYHO-METOJIMUECKYIO pabOTy B apXUBE C HKCIUTyaTaled TEXHHYECKUX CPEACTB PO} eCCHOHANBLHOM IEATENLHOCTH
Bnanets Croco0amMu COBEpIICHCTBOBAHMS NPO(eCCHOHANBHBIX 3HAHUI N YMEHUH apxuBapuyca
MyTEM C IKCILTyaTalel TEXHUYECKUX CPEACTB - C HEKOTOPBIMU 3aMEYaHHIMU
3HaTh HOPMaTHBHYIO 0a3y MCIIOJIb30BAHHS TEXHUYECKHUX CPEJICTB B JJOKYMEHTAIIHOHHOM [Ipou3BoACTBEHHAS — IPEAAUILIOMHAS IPAKTUKA
o0eclieueHNH YIIPaBIICHUS U apXUBHOM JIeje
YmeTs BECTH HAyYHO-METOJIMUECKYIO pabOTy B apXUBE C IKCILTyaTaleld TEXHUUECKUX CPEACTB
Buagets croco0amMu COBEPIIEHCTBOBAHIS PO ECCHOHAIBHBIX 3HAHUH M YMEHHN apXUBapHuyca

ITYTEM C 3KCHJ’[yaTaHHeﬁ TCXHUYCCKUX CPCACTB - C HCKOTOPBIMU 3aMCYAHUAMU

MK-17- B1ajeHueM MeTOAaMU 3aIUTHI HH(OPMALIMHU

3HaTh

OCHOBHBIE BUJIBI YTP03 HHGOPMAITMOHHOHN 0€30MaCHOCTH, METOIBI ¥ CPEZICTBA 3AIIUTHI

Mudpopmarnka
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nHdopmManuu

YMeTh

HCIIOJIB30BAaTh MCTOAbI 3alllUThI I/IH(l)OpMaIII/II/I Ipu pCUICHUU 3a1a4 HpO(l)eCCI/IOHaJILHOﬁ
JACATCIBbHOCTHU

Bnagets

CIIOCOOHOCTEIO MPUMEHATH MCTO/bI 3allIUTHL I/IH(bopMaI_[I/II/I npu pa60Te C
KOMMYHUKAIIMOHHBIMHU TCXHOJIOTUSIMU

3HaTh

o01enpogeccuoHanbHbIE TEOPETUIECKHE U METOIMUECKHE OCHOBBI HH(OPMAIIHOHHOM
0€301acHOCTH M 3alUThl HHQOpMaLUK

KonduaeHmansHOe IeI0MPOU3BOICTBO

YMmeTrh

pacno3HaBath 3PPEKTHBHOE MPUMEHEHHE B MPO(YECCHOHATBLHON AEATEILHOCTH
METOJIOB 3aIIUTHI HH(opManuu oT HedPPEeKTHBHOTO

Bnagets

MNPAKTUICCKUMU HAaBbIKaMU 3allIUThI HH(i)OpMaLII/II/I W HaBBIKaMH UX HCIIOJIb30BaHUA

3HaTh

- COBPECMCHHBIC TCHACHIINU B obnactu 3alIUTHI I/IH(bOpMaLII/II/I

[IponBrXKEHNE HAYYHOH NPOLYKLUU

YMmerh

- IPUMCHATH I/IH(bOpMaHI/IOHHO-KOMMyHI/IKaHI/IOHHI)Ie TEXHOJIOTUHU C YUCTOM OCHOBHBIX
TpeOoBaHuil HHPOPMAIIMOHHOM OE30MaCHOCTH;
- IPUMEHSTH CTaH/IapTHBIC NpUeMbl (HOPMATHPOBAHHUS, U MTEPepabOTKH HHHOpMALTUH

Bnanets

- HaBbIKaMH 3alUThI HH()OpMAaLUHL;
- HABBIKAMH{ NPUMEHEHUS HHPOPMALMOHHBIX TEXHOJIOTHH IS IIOJYYCHHUS, XpaHESHHS,
nepepadoTKu MHPOpMAITUH

3HaTh

HopmaruBHO-TepMHUHONIOTHYECKast 0a3a B 001aCTH 3alUThl HH)OPMAIUOHHOH
0e30IMaCHOCTH.

Kpurepuu otHeceHus HHOOPMALIUH K 3aIHIAEMOH.

MeTo/Ibl ¥ Cpe/ICTBA 3aIUThI HHPOPMAIIUH.

O6paboTKa 1 3ammTa JOKyMEHTHPOBAHHOM

MHpOpMAIIN

VYmMers

OpHEHTHPOBATHCS B IPOrPAMMHOM 00eCTICUeHHH, HEOOXOIMMOM IS 00SCIIeUCHUS
3alIUTH KHPOPMALINH.

OnpenensaTe BU KOHPUACHINATHHON HHOPMAITHH.

[IpuMeHsITh Ha MPAKTHUKE OCHOBHBIE CIIOCOOBI 3alTUTHl HHPOPMAIIUU HA Pa3IUUHBIX
HOCHTEJISIX.

Bnanets

HopmaruBHO-TepMHUHOIOTHYECKOH 6a30i B 00J1aCTH 3alIUTHl HHHOPMALIIH.
OCHOBHBIMH METOAaMM 3aIIUTHI I/IH(I)OpMa[H/H/I Ha pas3siInYHbIX HOCUTECIIAX.
OCHOBHBIMH METOAaMM IMOCTPOCHUA CUCTEMBI 3allIUThI )IOKyMeHTI/IpOBaHHOI\/’I
nHpOpMAaNH B MPo(hecCHOHATHFHON 00JIacTH.

3HaTh

HOPMATHBHYIO 0a3y 3alWuThl HHPOPMALIMK B apXUBHOM JIETIC

HpOI/IBBOJlCTBeHHaH - [IpaKTHKa I10 MOJYYCHUIO

VmMern

MNPUMEHATH MCTO/bI 3allIUThL I/IH(l)OpMaIII/II/I npu Hay‘lHO-MeTOHH‘IGCKOﬁ pa60Te B apXuBC

MpodhecCHOHATLHBIX YMEHUHN U OTbITa
MpodhecCHOHATBLHON AesITeIbHOCTH

Bnanets

Croco0amMu COBEPIIEHCTBOBAaHMS NPO(eCCHOHAIBHBIX 3HAHUI U YMEHU apXuBapuyca
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Ipyu IPUMEHCHUU METOJA0B 3all[UThL I/IH(l)OpMaI_[I/II/I

HpOI/IBBOZ[CTBeHHaH — NpCAAUIITIOMHAasd NpaKkTUKa

3HaTh HOPMaTHBHYIO 0a3y 3aIllUThl HHPOPMAIMU B ADXUBHOM JIeie
Ymets MPUMEHSATH METOBI 3aLIUTH HH(OPMAIIMH IPH HAYIHO-METOIMUECKOH paboTe B apXuBe
Bnaners CI0CO0aMM COBEPIIEHCTBOBAHNS MPO()ECCHOHANBHBIX 3HAHUI U YMEHUH apXuBapuyca

NP IPUMEHEHUN METOAOB 3aLIUTh HHPOPMAINH

ITIK-18- Bi1ageHnemM coBpeMeHHbIMH CHCTEMAMHU HH(POPMALMOHHOIO U TeXHUYECKOTro ofecreyeHHs1 AOKYMEHTAllHOHHOT0 o0ecriedeH!s1 YIPAaBJIeHHs U YyIPABJI eHHUs

apxuBamu

3HaTh

OCHOBHBIC OTIPECACICHUA U TOHATHA, OCHOBHBIC METOAbI HCCHCHOB&HHﬁ, OIPCACIICHUA
MMpOIECCOB COBPEMCHHBIX CUCTCM I/IH(bOpMaLII/IOHHOFO 1 TEXHUYECKOI0 00eCIICUeHHS
JAOKYMCHTAIMOHHOT'O obOecreueHus YHOpaBJICHUSA U YIIPABJICHUS ApXUBAMHU,

OpraHmauHa 1 TEXHOJIOTHA JOKYMCHTAIIMOHHOT O
oOecrecueHUS Y1paBJICHUA

Vmers

BBIJICTISITH COBPEMEHHBIE CHCTEMBI, OOBSCHATH (BBISBIATH U CTPOUTH) THITMYHBIE MOJIEIIN
COBPEMEHHBIX CHCTEM MH()OPMALMOHHOTO U TEXHHYECKOTO 00EeCIICUCHUS
JOKyMEHTAI[IOHHOTO 00ECIIeYeHNUS YIIPABICHUS U YIPaBJICHHS apXUBaMHU; KOPPEKTHO
BBIPAXATh W apTyMEHTHPOBAHHO OOOCHOBBIBATH ITOJIOXKEHHSI COBPEMEHHBIX CHCTEM
MH()OPMALMOHHOTO ¥ TEXHHYECKOTO 00ECIICUCHHNS TOKYMEHTAMOHHOTO 00eCTIeueH s
YIIPABIICHUS U YIPaBJICHHS apXUBAMU;

Bnagers

MPaKTUYECKAMU HaBbIKAMH UCTIOJNB30BaHMs SJIEMEHTOB COBPEMEHHBIX CUCTEM,
Croco0amMy OLICHWBAHMS 3HAYMMOCTH U NIPAKTHYECKOM MPUTOHOCTH, OCHOBHBIMHU
METOAAMH PEIICHHS 3a/1a4 B 00IaCTH COBPEMEHHBIX CHCTEM MH(POPMAIIMOHHOTO U
TEXHUYECKOTO 00ecreueHus JOKYMEHTAI[HOHHOTO 00ecieueHus YIPaBICHUS ’
yIpaBJIeHUs apXHUBaMU;

3HaTh

OTIpeieNeH sl MPOLECCOB HH(POPMAITMOHHOTO M TEXHUYECKOT0 0becreueHHs
JIOKYMEHTAITHOHHOTO 00CCIICUCHHUS YIIPABICHHUS,

OCHOBHBIE TpeOOBaHUS MEXIYHAPOAHBIX CTAHAAPTOB K COBPEMEHHBIM CHCTEMaM
MHPOPMAIIMOHHOTO U TEXHUYECKOTO 00eCTeYeH sl TOKYMEHTAIMOHHOTO 00ecTieueHUs
yIpaBIIEHUS;

MPUHIHITEI IOCTPOSHHSI CUCTEM UH(POPMAITMOHHOTO M TEXHUYECKOTO 00eCIICUeHHS
JIOKYMEHTAITMOHHOTO 00ECIICYCHUS YIIPABIICHUSI.

MexnyHapOAHbIE CTAHAPThI YIIPABJICHUS
IOKyMEHTaMHU

YMmeTrh

BBIJICJIATH TIPU3HAKH CYIIECTBOBAHUS WM OTCYTCTBHUS CHCTEM WH(GOPMALMOHHOTO U
TEXHHUYECKOTO 00ECIIeUeHHUS JOKYMEHTAHOHHOTO 00eCIeYeHUs YIIPaBICHUS 1
YIIPaBIICHUS ApXUBAMH;

MPOEKTHPOBATH COCTAB META/IaHHBIX JUISl CUCTEM JIOKYMEHTALMOHHOTO 00eCIeYeHNs
YIIpaBIICHUS;

MOJIETIMPOBATh KPUTEPUU CUCTEM MH(OPMAMOHHOTO U TEXHHYECKOTO 00ecTieueH s
JIOKYMEHTAITHOHHOTO 00ECTIeYeHNs YIIPABICHUS 0 MEKIYHAPOIHBIM CTaHAAPTAM.
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Bnagets

crioco0amu OIICHUBAHKS 3HAYMMOCTH M MPAKTUICCKOM MPUTOTHOCTH MOJTyYCHHBIX
3HAHWM;

crioco0amu IGMOHCTPAUN YMEHHS aHATU3UPOBATh COCTABHYIO YaCTh CHCTEMBI
YIpaBJIeHUS TOKYMEHTaMH, CBA3aHHYIO ¢ MH(POPMAITMOHHBIM H TEXHHYECKUM
obecriedyeHreM TOKYMEHTAIMOHHOTO 00eCTIeYeHHS yIIPaBIICHIIS,

HaBBIKAMU ¥ METOAMKAMH 00OOIIEHNS Pe3yIbTaTOB aHAIN3a MEKIYHAPOTHBIX
CTaHIApTOB.

3HaTh

OCHOBHBIC ITPpaBMIIa (PYHKINOHUPOBAHUS COBPEMEHHBIX CHCTEM MH(OPMALIIOHHOTO 1
TEXHHYECKOTO 00ECIIEUCHNS JOKYMEHTAIMOHHOTO 00ECIICUCHNS YIIPaBICHUS U
YIIPABICHUSI ApXUBAMH OYXTalNTEPCKUX M YUETHBIX JOKYMEHTOB

CHeHI/IaHLHaﬂ CHUCTEMA y‘IeTHOﬁ JAOKYMCHTAMU

Vmers

OpPTraHU30BATh CHCTEMY MH(POPMAMOHHOTO M TEXHUIECKOTO 00eCIIeUeHIs
JIOKYMEHTAITHOHHOTO O0ECIICYCHNUS YIIPABICHUS U YIPABICHUS apXUBaMHI
OyXTaJITepCKUX U YUCTHBIX TOKYMEHTORB C MMPUMEHEHUEM HH()OPMAIIHOHHBIX
TEXHOJIOTUHN

Bnanets

TEXHUKAMH U HaBBIKAMH O(QOPMIICHHS YYETHBIX TOKYMEHTOB, yMEHHE POBOIUThH
aHaJIu3 Ha MPEIMET OMHOOK

3HaTh

HOPMaTHBHYIO 0a3y cucTeM HH()OPMAIMOHHOTO U TEXHHYECKOTO 00eCIICUeHHs
JIOKYMEHTAI[HOHHOT'0 00€CTIeYEeHUsI YIIPABJICHUS U YIIPABIICHUS] apXUBAMHU

Y4ueOHas - mpaKTUKa IO HOTYICHUIO TIEPBUYHBIX
Mpo¢eCCUOHATBHBIX YMEHHI U HABBIKOB, B TOM

VYmMers

OTIepPUPOBATH CHCTEMaMU HH()POPMAITMOHHOTO M TEXHUIECKOTO 00eCIeueHHS
JIOKYMEHTAITHOHHOTO 00CCIICUCHHUS YIIPABICHUS U YIPABJICHUS apXUBaMu MPH paboTte
apxuBapuyca

IHUCJIIC HepBI/ILIHbIX yMeHI/Iﬁ 1 HABBIKOB Haquo-
KCCJIEIOBATEIBCKON NEITEILHOCTH

Bnagets

HaBBIKaMU pabOTHI B CHCTEMax HH(POPMAIIMOHHOTO U TEXHHYECKOTO 00eCTIeYeHUs
JIOKyMEHTAI[HIOHHOTO 00eCIIeYeHus! YIIPABJICHUS U YIPaBJICHHs] apXUBaMH IpH padboTe
apxuBapuyca

3HaTh

HOPMAaTUBHYIO 06a3y CUCTEM MH(DOPMAIIMOHHOTO U TEXHUYECKOTO 00eCTIeueHuUs
JIOKYMEHTAITHOHHOTO 00CCIICUCHHUS YIIPABICHUS U YIIPABJICHUS apXUBAMHU

[Ipon3BoACTBEHHAS - PAKTUKA 110 MOJIYYEHHUIO
Mpo¢eCCHOHATBHBIX YMCHHI U OIBITA

YMmerh

OTIepHPOBATH CUCTEMaMHU HH()OPMAIIMOHHOTO M TEXHUYECKOT0 obecreueHus
JIOKYMEHTAIIHOHHOTO O0ECTIeYeHNS YIIPABICHNS U YIPABJICHNS apXUBaMH IIpH padote
apxuBapuyca

po¢eCCHOHANBHOM AESITeTBHOCTH

Bnanets

HaBbIKaMH pabOTHI B cHCTEMaX HHOOPMAIIMOHHOTO U TEXHUYIECKOTO 00eCTICUSHSI
JIOKyMEHTaIlMOHHOTO 00eCTieueHNs YIPaBISHHUS U YIPABICHUS apXUBaMU TpU paboTte
apxuBapuyca

3HaTh

HOPMAaTUBHYIO 0a3y CUCTEM HH(DOPMAIIMOHHOTO U TEXHUYECKOTO 00eCTIeueHUs
JIOKyMEHTallMOHHOTO 00ECTIeUCeHHN S YIPABICHNS W YIPABICHUS apXUBaAMH

HpOI/IBBOJICTBeHHaH — ONpEAAUITIIOMHAA IMpaKTHUKa

VYMmeTh

OTIepPHPOBATH CHCTEMaMHU HH()POPMAIIMOHHOTO M TEXHUYECKOT0 00ecreueHHs
JIOKYMEHTAITMOHHOT'O 00eCTIeYeHNUs YIIPABICHNS M YIPABJICHUS apXUBaMH NpH padoTe
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Bnanets HaBbIKaMu pabOThI B cucTeMax HHPOPMAIIMOHHOTO M TEXHUYECKOTO 00eCcTIeYeH s
JIOKyMEHTAI[HOHHOTO 00ECIIeYeHNUs! YIIPABICHHUS U YIIPABJICHHS apXUBaMU IIpH padoTe
apxuBapuyca

IK-19- cnoco0HOCTHIO UCII0JIL30BAThH npaBuJjia MOAroOTOBKM yIpaBJCHYECCKUX TOKYMEHTOB U BEACHUA I[eJIOBOﬁ nepenucKu

3HaTh OCHOBHEIC (I)yHKL[I/II/I YHOpAaBJICHYCCKUX JOKYMCHTOB,; HCTOPHUIO MMOABJICHUS OCHOBHBIX
YIIPABJICHYCCKUX JOKYMCHTOB B OTCYCCTBCHHOM ACJIOIIPOU3BOACTBE; HCTOYHHKMU,
COACPIKAIUEC NpaBujia MOATOTOBKN JOKYMCHTOB U BEICHUA JICIOBOM TICPCIIUCKHU;

OCHOBEI JAOKYMCHTOBCIACHUSA

YmeTs OmnpenensaTs GYHKIHMIO YIIPABICHIECKOTO JOKYMEHTa
Bnanets MeToaMy HAaeHTH(GHKay (QyHKOUI ynpaBIeHUYECKUX JOKYMEHTOB
3HaTh - IpaBUJIa MOJTOTOBKH yNPaBJICHUECKUX JOKYMEHTOB J{oxymeHTOBeieHNEe

- TEOPETUYECKHUE OCHOBBI BEJICHUS JIEIOBOM MEPEIUCKU

- COCTaB U coAep)kaHNe HOPMAaTUBHO-METOANIECKON 0a3bl 10 COCTABICHUIO U
oopmIIeHHIO CITy’)K€OHBIX TOKYMEHTOB

- CHenU(UKY A3bIKa YIPABICHIECKONW TOKYMEHTALINH;

- OCHOBHBIE NTPOOIEMBI HOPMATUBHOTO 00ECIICUEHHSI COCTABICHHS U OPOPMIICHHS
YIIPaBIEHYECKON TOKYMEHTALINHY;

- OCHOBHBIE NTPOOIEMBI HOPMATUBHOTO 00€CIICUeHHs BEJICHHUS JICTIOBOH NEPETTHUCKH

Ymers - COCTABIATH ¥ 0hOPMIIATH PA3ITMUHbIEC BUJIBI YIIPABICHUYECKUX JJOKYMEHTOB B
COOTBETCTBHH C IIPAaBUJIAMH MX TTOJITOTOBKH;

- IPOEKTUPOBATh YHU(HUIINPOBaHHBIE (HOPMBI YIIPABICHYECKUX JTOKYMEHTOB C Y4ETOM
COBPEMEHHBIX TPEOOBAaHUI K UX COCTABICHUIO U 0)OPMIICHHUIO;

- IPUMEHSATh IPAaBUJIA BEICHUS J€JI0BOU NIEPENNCKY;

- COCTaBJIATh JIOKATbHYI0 HOPMaTUBHO-METOJMUECKYIO JOKYMEHTAIHUIO 110 ITOJITOTOBKE
YIpaBIEeHYECKOI TOKYMEHTAIUH;

- COCTaBJIATH JIOKAJIbHYIO HOPMATUBHO-METOANYCCKYIO TOKYMEHTAIHUIO 110 BEACHUIO
JICIIOBOM MEePENUCKU

Bnanerts - IPaBUJIAMU TIOJIFTOTOBKU YIIPABICHUYECKUX TIOKYMEHTOB;

- IpaBUJIaMU BEJIEHUS J1eJI0OBON NEPEUCKH;

- HOpMATHBHO-METOJMYCSCKON 0a3bl 10 COCTABICHUIO U O(OPMIICHUIO CITYKEOHBIX
JIOKYMEHTOB

- 0(UIHATBHO-JICIIOBBIM S3BIKOM IIPH COCTABJICHUU U 0(DOPMIICHUU CITYKEOHBIX
JIOKYMEHTOB;

- MPaKTHYCCKUMH HaBBIKAMU HCIOJIB30BAHUS YMCHHS COCTABIIATH M 0(OPMIIATH
CITy»)eOHYIO JOKYMEHTAIINIO Ha IPYTUX JUCIUTIIMHAX
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3HaTh

OIpeieNeHUs UCIIOIB30BAHUS IPABUWJI IOATOTOBKU YIIPABIEHYECKUX JOKYMEHTOB U
BE/ICHHS ACNOBOI NIEPENHCKH, Ha3bIBAET HX CTPYKTYPHBIEC XapaKTEPHCTHKH;

[IpoexTupoBaHue yIpaBIeHUECKON
TOKYMEHTAILlH OpTaHN3aIin

YMeTh

KOPPEKTHO BbIpaXXaTb U apryMCHTUPOBAHHO 000CHOBEIBATH ITOJIOXKEHUS HCIIOIL30BaAHHUS
IMpaBuJI MOATOTOBKU YIPABJICHUYCCKUX JOKYMCHTOB U BEACHUA ,ZleJ'IOBOﬁ TICPCIIUCKHU;

Bnagets

OCHOBHBIMHU METOJaMU UCIIOJIb30BaHUA TPABUJT IOATOTOBKHU YIIPABJICHYCCKUX
JOKYMCHTOB U BEACHUS ,HeJ'IOBOﬁ TICPCIUCKH;

3HaThb

nepeyenb YnpasieH4eckux 0OKyMeHmos, co30a8aemMbvix 8 npoyecce pabomul ¢
obpawenuamMuy paxcoan,

@opmyasap-obpasey nucoma, 0cOOEHHOCIU COCABNEHUA U OPOPMIEHUA NUCLMA-
VBEOOMIAEHUSL, CONPOBOOUMENLHO20 RUCOMA, NUCbMA-OMBEMd, NUCbMA-3aNPOCd;
mpe6osanus K OPOPMIEHUIO PEKGUIUMO8 8 3ABUCUMOCTIU 0N 8UOA OENI06020 NUCbMA
WU YNPAaBIeHYecKo20 OOKYMEeHma,

nepeyenb HOPMAMUBHO-NPABOBLIX AKMOS, Pe2yIUPYIOUWUX NOO2OMOBKY YAPAGLEHUECKUX
OOKYMEHMO8 N0 00PAUEHUAM SPANHCOAH.

Opranuzanus paboThl ¢ 0OpaILCHUIMH TPaXKIaH

VYmers

noavsosamuvca I OCTom P 6.30-2003 npu oghopmnenuu pexgusumos nucbma u Opyaux
YnpasieHueckux 0OKyMenmos no pabome ¢ 00paueHUsAMU 2paxtcoan; noab308aAmsCsl
Obwepoccutickum memamudecKuM Kiaccugpukamopom oopawjenui paxcoan u
opeanuzayul 8 npoyecce OOKYMeHmuposanusi pabomul ¢ 0OPAUEHUAMU SPANCOAH,
NOAb308AMbCA JIOKATLHLIMU AKMAMU NPU HOO20MOBKe NUCEM U OPY2UX YAPABIEHYECKUX
00KYMEeHmOo8 no pabome ¢ 0OpauenuUsMu 2paxicoam,

Bnagets

Hasvlkamu onpedeneHus uoa (3asenenue, JHcanoda, npeonodceHue, nemuyus,
KOJLIeKmugHoe obpawenue, xo0amaicmeo)

00paueHus 2paxcoan;

HABBLIKAMU UCHOJIb308AHUSL NPABUL NOO2OMOBKU YNPAGLEHYECKUX OOKYMEHMO8 U 6e0eHUs!
NePenucKu. ¢ 2PAACOGHUHOM, 20CYOAPCMEEHHBIMU U MYHUYUNATIbHBLMU

OpP2aHamMu U OP2aAHU3AYUSIMUL.

3HaThb

- IpaBUJIa MOJATOTOBKH yNPABIEHUECKUX JOKYMEHTOB
- TEOPETUYECKHE OCHOBBI BEJICHHSI JEIOBOM MEPENUCKU

- COCTaB U cojiep)kKaHre HOPMAaTUBHO-METOANYECKON 0a3bl 110 COCTAaBICHUIO U
odopMIIeHHIO CITY)KEOHBIX TOKYMEHTOB

- CIenU(UKY S3bIKa YIPABICHYECKON JOKYMEHTALUH;

- OCHOBHBIE ITPOOJIEMBI HOPMATUBHOTO 00€CTICUEHHsI COCTABICHHS U 0(OPMIICHUS
YIpaBIEHYECKOI JOKYMEHTAIUH;

- OCHOBHBIE TPOOJIEMBI HOPMATUBHOT'O 00ECTIEYEHHUS BEICHH IEIOBOH MEePETHCKU

HpaKTI/IKyM 110 COCTABJICHUIO U O(l)OpMJ'IeHI/IIO
CJ'Iy)K€6HI:IX JAOKYMCEHTOB

VYmMmeTrh

- COCTaBJIATH U O(pOpMJ'ISITI) Ppa3InYHbIC BUJbBI YIIPABJICHYECKUX JOKYMCHTOB B
COOTBETCTBUM C IpaBUJIAMH HUX IMOATOTOBKH,




Cmpykmypnwlii d1emMenm KoMnemeHyuu

Inanupyemvie pezynvmamol 00y4eHus:

Cmpyxmypubiii 21emenm
06pazosamenbHOl NPOSPaAMMbL

- IPOEKTUPOBATH YHU(DHUIINPOBAHHBIE (POPMBI YIIPABICHUYECKUX JJOKYMEHTOB C y4ETOM
COBpPEMEHHBIX TPeOOBAaHUH K X COCTABICHHUIO U 0()OPMIICHHIO;
- IPUMEHSTH IIPaBUJIa BEICHUS STI0BOH IePEIHCKH

Bnagets

- IPaBWJIAaMH TTIOATOTOBKH YIIPABICHYECKUX JTOKYMEHTOB;
- IPaBWJIAMH BEICHHS JIEJIOBOI MEPEIHCKY;

- HOpPMaTHBHO-METOIIMYECKON a3l 10 COCTABICHUIO U O(OPMIICHHUIO CITYKEOHBIX
JOKYMEHTOB

- 0 MIMATBHO-IETIOBBIM SI3BIKOM IIPU COCTABICHUH U 0QOPMIICHHH CITyKEeOHBIX
JOKYMEHTOB;

- IPaKTUYECKUMHU HABBIKAMY UCIIOIB30BAHMS YMEHHUS COCTABIATh U 0OPMIIATH
CITy»)eOHYI0 JOKYMEHTAIIMIO Ha IPYTHX JAUCHUTUIMHAX

3HaTh

oTIpeieNIeHUE TTOHATHS YIIPaBICHYECKOTO JOKYMEHTA; UMETh OOIIIe MPeACTABICHUS O
BEJICHUHU JIEJIOBOU MEPENUCKU;

0011IHii 0030p MPaBUII OATOTOBKH YIIPABICHYCCKUX TOKYMEHTOB M BEJICHHUS JCTI0BOI
MEPENUCKHI

COBpeMeHHHe HpO6J’I€MBI JAOKYMCHTOBCIACHUA U

APXHUBOBCICHUA

YMmerh

MPUMCHATH MMpaBuJia NOATOTOBKU YIPABJICHYCCKUX TOKYMCHTOB U BEICHU A HeJ’IOBOﬁ
MEePENUCKH Ha yPOBHE BOCIIPOU3BEACHMUS;
0003HauaTh MPOOIEMBI B JAHHBIX IpoIeccax

Bnanets

CIOCOOHOCTBIO MCIIOIB30BATh MPABUIIa TIOATOTOBKU YIIPABICHYECKUX JTOKYMEHTOB U
BEJICHUS JI€JI0BOM IIEPEIIUCKY;
HaBbIKAMHU MCIOJIb30BaHUS MTOJY4YE€HHOHM HH(OpMaLuK N0 3aJJaHHON TeMe

3HaTh

OCHOBHBIE MPaBWJIa MOATOTOBKH YIIPABIEHYECKUX JOKYMEHTOB M BEJICHUS I€TOBON
MEPETHCKU

UVIMHrBUCTHYECKHE OCHOBEI JCJI0OBOTO IMMChbMa

YMmerh

HCIIOJIB30BaTh 110 00pas3ily MpaBuiia MOATOTOBKH YIPABICHIECKUX TOKYMEHTOB H
BEJICHUS 1€JI0BOU NIEPENUCKU

Bnanets

HaBBIKaMU HCIIOIB30BaHMA 10 00pa3ily MpaByil HOATOTOBKH YIPABICHIECKHIX
JIOKYMEHTOB U BEJICHUS J€JI0BOM EPENUCKU

3HaTh

TOJIBKO OCHOBHBIE MPaBHJIa IIOATOTOBKH YIPABIEHYECKUX JOKYMEHTOB M BEICHUS
JIEIIOBOM EpENUCKU

JIOKyMGHTHaH JIMHI'BUCTHKA

YMmeTrh

WCIIOJIb30BaTh TI0 00pa3ily mpaBuja MOATOTOBKH YIPABIEHIECKUX TOKYMEHTOB U
BEJICHUSI JIEJIOBOM NEPENUCKU

Bnanets

HaBbIKaAMU HUCIIOJIB30BAHHUA 110 06p33[{y IpaBUJI MOATOTOBKH YIIPABJICHYCCKUX
JOKYMCHTOB 1 BEACHUA 11en0130171 TNEPENNUCKU

3HaTh

TOJIBKO OCHOBHBIE NPaBHJIa IIOATOTOBKH YIPABIEHYECKUX JOKYMEHTOB M BEICHUS
JIEIIOBOH EpENUCKU

JlenoBas puropuka

VmMern

HCIIOJIB30BaTh I10 06pa311y paBujia MOATOTOBKHU YIIPABJICHYCCKUX JOKYMCHTOB U
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BEJICHUS JCI0BOM NEPCIrCKU

Buagers HaBBIKAMU MCIOJIB30BaHU 110 00pa3Iy MpaBUil HOATOTOBKU YIPaBICHYECKUX
JIOKYMEHTOB U BEICHUS JEJI0OBOM NEPENUCKU
3HaTh TOIBKO OCHOBHBIE IIPaBUJIa IOATOTOBKH YIIPABICHYECKUX JOKYMEHTOB U BEACHUS JlenoBas nepenucka
JIEIIOBOM IEPENUCKU
Ymers UCIIOJIb30BaTh MO 00pas3ily MpaBuiia MOJrOTOBKH YIIPABICHUYECKHX JOKYMEHTOB U
BEJICHUS 1€JI0OBOU NIEPEIUCKH
Buagers HaBBIKaMU HCIIOJIB30BaHUA 0 00pa3ily MpaBUil MOATOTOBKU YIPaBICHIECKUX
JIOKYMEHTOB U BEJICHUS J€JI0BOM EPENUCKU
3HaTh TOJIBKO OCHOBHBIE IIPaBUJIA IIOATOTOBKH YIIPaBICHUYECKUX JOKYMEHTOB U BEACHU HopmaruBHas 6a3a Ae710BOTO MUCbMa
JIeIIOBOH IEPENUCKU
YmeTs HCIIONIB30BaTh M0 00pa3ily MpaBHiia MOArOTOBKH yIIPABICHYECKUX JOKYMEHTOB H
BEJICHUS 1€JIOBOU NIEPEIUCKU
Bnanets HaBBIKAMHU MCIOIB30BAHU 110 00pa3Ily MPaBUII HOATOTOBKU YIIPABICHIECKUX
JIOKYMEHTOB U BEJICHUS [€JI0BOM EPENUCKU
3HaTh OcHOBHBIE TpaBUJIa IOATOTOBKYU YIPABICHYECKUX JOKYMEHTOB M BEACHUS I€I0BOU |Y4ueOHas - MmpakTHKa IO MOTyYSHUIO TEPBUIHBIX
HEPENUCKU MpodecCHOHANBHBIX YMEHHUH U HABBIKOB, B TOM
YMmers AHanu3upoBaTh OCHOBHBIE MPAaBUIIA MOATOTOBKU YIPABIEHYECKUX JOKYMEHTOB U MHCIIC TICPBUYHBIX YMEHHH 1 HABBIKOB HAYYHO-
BEJICHUS 1€JI0BOM NEPENUCKHU MCCIIEIOBATEIBCKOM NEATENILHOCTH
Bnanets CrocoOHOCTBIO NCTIONIB30BATH OCHOBHBIE TIPABMIIA TIOATOTOBKH YIPABICHYECKUX
JIOKYMEHTOB U BEJCHUS IEN0BOH NEPENUCKH
3HaTh OCHOBHBI€ ITPaBHIIA MOJTOTOBKH YNPABIEHUYECKUX JOKYMEHTOB U BEACHUS JIEI0BON [Ipon3BoaCTBEHHAS — NPEAAUILIOMHAS IPAKTUKA
HEPENUCKU
YmeTs aHAJIM3UPOBATh OCHOBHBIE IIPABUIIA IIOJrOTOBKHU YIIPABICHYECKUX TOKYMEHTOB U
BEJICHUS 1€JI0BOH NEPENUCKH
Bnanets CIIOCOOHOCTBIO MCTIONB30BAaTh OCHOBHBIC ITPABMJIA TTOJITOTOBKH YITPABIEHUIECKIX

JAOKYMCHTOB 1 BEACHUS ,I[eJ'[OBOﬁ MEpenrcCKu

IK-20-cnoco0HOCTHIO HCITOJIB30BATD IT

PaBIWJIa OPraHU3ANNH BCEX ITAIIOB paﬁOT])I C JOKYMEHTAMHU, B TOM YHCJI¢ APXUBHBIMHA JOKYMEHTaAMMU

OpFaHI/ISaHI/Iﬂ 1 TCXHOJIOTHUA JOKYMCHTAITUOHHOT O
oOecrieueHns yrpaBIeHU

3HaTh OCHOBHBIE ONIPEJIEICHNS U IIOHATHS, OCHOBHBIE METO/IbI UCCIIE0OBAHUM, ONIPEIEICHUS
MIPOIIECCOB OPTaHM3AIIMH BCEX ITANOB pabOTHI ¢ JOKYMEHTaMH, B TOM YHCIIe
apXUBHBIMU JJOKYMEHTAMH;

YMmers MPUMEHSTDH MpaBUiIa OPraHU3aIIH BCEX ATAMOB PaOOTHI C JOKYMEHTAMH, B TOM YHCIIE

APXMBHBIMU JTOKYMECHTAMU B HpO(l)GCCI/IOHaI[LHOf/'I JACATCIBbHOCTH, UCIIOJIB30BaTh UX Ha
MCKIUCHUIITIMHAPHOM YPOBHE, HpI/IO6p€TaTB 3HAHHUA B 00J1aCTH MCIOJIb30BaHUS IpaBuil
OpraHn3alun BCEX 3TAIl0B pa6OTI:I C JOKYMCHTAMH, B TOM YHMCJIC apXUBHBIMU
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JAOKYMCHTaMU,

Bnagets

MPpaKTUYCCKUMU HaBbIKaMH, criocodbamu OLCHUBaHHUA 3HAYUMOCTU U HpaKTI/I‘IeCKOﬁ
MpUroaAHOCTH, OCHOBHBIMU METOJaMU PCHICHUS 3a1a4 B 00J1aCTH UCIIOIb30BaAHUS
IMpaBuUJI OpraHnu3anyu BCCX 3TAIOB pa6OTI)I C TIOKYMCHTaMU, B TOM YUCJIC apXUBHBIMU
JOKYMCHTaMMU,

3HaTh

MpaBUJIa OPTaHU3AIMH BCEX ATAMOB PabOTHI JOKYMEHTAMHU, BKITIOYAsl apXUBHEIC
JIOKYMEHTBI

KanpoBoe 1e10npou3BOACTBO U apXUBBI
/TOKYMEHTOB T10 JITYHOMY COCTaBY

YMmerb

HCII0JIBb30BaTh IpaBujia OpraHn3alu BCEX 3TarloB pa60T1>1 C JOKYyMCHTaMH, B TOM YUCJIC
APXHUBHBIMU JTOKYMCHTaMU

Bnanets

CIIOCOOHOCTBIO MCIIOIb30BAHUS IpaBUJI OpraHru3anu BCCX 3TAIrloB pa60T1)1 C
JOKYMCHTaMH, B TOM YHCJIC apXUBHLIMU JOKYMCHTaAMU

3HaTh

MYTH COBEPIICHCTBOBAHHS JOKYMEHTAIIMOHHOTO 00ECIIeYeHNN YIIPaBICHUS

rOC}’[[apCTBeHHbIe, MYHHUIUIIAJIBHBIC U

Vmers

pa6OTaTL C JOKYMCHTAMU B IpyIinax; NpUMCHATb KOHKPETHBIC TCXHOJIOT'MU pa6OTBI C
JAOKYMCHTAMU B apXHBax

BCIOMCTBCHHBIC apXHBbI

Bnagets

HaBBIKAMH MEKJINYHOCTHBIX OTHOIICHHH,

BKJIIOYCHHS B KOMMYHHUKALIUH C

COTPYJHUKaMH OpraHHU3alMii ; HABBIKAMH Pa0OTHI C 3JIEKTPOHHBIMHU 0a3aMU JaHHBIX
«ApPXUBHBIH QOHI

3HaTh

06H.[erO(1)€CCI/IOHaJ'ILHBIe TCOPETUYCCKUEC U MCTOANICCKUEC OCHOBBI OPraHu3aliu BCCX
OTaIl0B pa6OTLI C JOKYMCHTaAMH, B TOM YHCJIC apXUBHBIMH JOKYMCHTAMUN

KoH}puaeHaIpHOE EIOTPOU3BOICTBO

VYmMers

pacrno3HaBath 3p(HEeKTHBHOE IPUMEHEHUE B MPO(ECCHOHANBHOM ASSATEILHOCTH IIPaBUiia
OpraHM3aliK BCEX ITAINOB PAaOOTHI C IOKYMEHTaMH, B TOM YHCJIE apXUBHBIMH
JIOKyMEHTaMH OT Hed(PEeKTHBHOTO

Bnagets

MPAaKTUYECKUMHU HABBIKAMU MCII0JIb30BAaHUS Ha MEKIUCUUIITIMHAPHOM YPOBHE MIPaBUI
OpraHU3aI[|K BCEX ITAMOB PAOOTHI C JOKYMEHTAMH, B TOM YKCJIC apXUBHBIMH
JIOKYMEHTaMHU

3HaTh

MIpaBWJIa OPTaHU3AIMH BCEX ITANOB padOTHI C TOKYMEHTaMH, B TOM YHCJIE apXHUBHBIMU
JIOKYMEHTaMHU

MoaenrpoBaHie CUCTEM JIOKYMEHTAIIMHT
OpraHu3aIu

YMmeTrh

HCII0JIB30BATh IIpaBujia OpraHU3allui BCEX OTAIlOB pa6OTBI C JOKYMCHTaMH, B TOM YHCJIC
APXWBHBIMU TOKYMCHTaAMU

Bnanets

CIIOCOOHOCTHIO UCIOJIE30BAThH IpaBuJjia OpraHru3alu BCEX 3TAlOB pa60TI)I C
JOKYMEHTaMH, B TOM YHCJIC AapXUBHBIMU JOKYMCHTaAMHU

3HaThb

IpaBujia OpraHn3anumn pa6OTBI C apXUBHBIMH JTOKYMCEHTAMU B ACATCILHOCTU CCKpETaAps

OCHOBEI CCKPETAapCKOTro 06CJ'Iy)KI/IBaHI/IS{

VmMern

0T6I/IpaTL H€O6XO,Z[I/IMyIO I/IH(i)OpMaIII/IIO JUIA OpraHru3alun pa60TBI C JOKYMCHTaMHU B
ACATCIBbHOCTH CECKpETaps
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Bnagets

HaBbIKaMU 0(OpPMJIICHHS BHYTPEHHUX HOPMAaTHBHBIX JTIOKYMEHTOB JUI PAOOTHUKOB
CEeKpeTapuaTa o XpaHeHHI0 HHPOPMaIUH - COCTaBJICHHE JOKYMEHTOB C HEKOTOPBIMHU
3aMEUaHHSIMHA

3HaThb

npasuna opeaHu3ayuy U noc1e008amenbHOCHb IMAno8 OeonpouU3so0cmea no pabome
¢ obpaweHuaAMU 2paARHCOan,

Memoovl COBEPUIEHCMBOBAHUA OeTONPOU3B00CEA No pabome ¢ 0OpaeHUAMU
2pascoan

Opranuzanus paboThl ¢ OOpAILCHUSIMH TPaXKIaH

Vmers

8b10eAMb pabonmy ¢ 0OPAWEHUAMU SPANCOAH 8 CHEYUATUSUPOBAHHYIO OMPACTL
denonpouzeoocmaa;

UCNOIL308ANb OCHOBHYIE NPABOBbLE U HOPMAMUGHYIE AKM, pe2yaupyiowue pabomy ¢
00paweHUAMU 2PaANCOAH NPU MOOEIUPOBAHUL 0eTONPOU3BO0CMEA,

KOPPEKMHO 8blpadicanmv u apeymMeHmupo8anHo 000CHO8bIBaNb NOLONHCEHUA
3aKoHO0amenvHOl 6a3bl npu omeene Ha 0OPAUEeHUS SPAHCOAH;

BLICIPAUBAMb MEXHON02UHECKYIO YENOUKy padomvl ¢ 00PAWEeHUAMU 2PAACOaH;
onpeodensims cneyugpuxy pabomul ¢ 06PAUEHUAMU SPAHCOAH 8 3ABUCUMOCTHU OM
codeporcanus obpaujenus.

Bnanets

NPUHYUNAMU OP2AHU3AYUU OCIONPOU3BO0CIEA N0 pabome ¢ YCMHbIMU U NUCbMEHHbIMU
00paueHUAMU 2PANCOAH,;

NPAKMUYECKUMU YMEHUSMU U HABLIKAMU UHMEPAPEemayuu U UCNOb308aHUS TOKATbHBIX
aKmos npu MOOeIUPOSAHUL OP2AHUIAYUU OCJIONPOUZBO0CIBA NO 0OPAUEHUSIM
epasicoan;

MeMoOamMu AHAIU3A OCHOBHBIX NPABOBLIX U

3HaTh

OIpCACIICHNS NPOUECCOB OPraHn3alliu BCCX 3TAIIOB pa6OTI>I C JOKYMCHTAaMH, B TOM
YMCJIC apXUBHBIMU JOKYMCHTAMMU,

/1emonpon3BoICTBO MyHUIIUITIAIBHBIX
lydpexaeHui

YMmerh

npuo6peTaTL 3HAHMUS B 00JIACTH MCITOIb30BAHMS IpaBUJI OpraHu3anyu BCEX 3TAIOB
pa6OTBI C TOKYMCHTAMH, B TOM YHCJIC ApXHUBHBIMU JOKYMCHTAMU;

Bnagets

OCHOBHBIMU ME€TOJIaMU PCIICHUA 3a/la4 B 00J1aCTH MCII0Ib30BaHMSI IpaBUJI OpraHru3alunu
BCCX 3TAIlOB pa6OTBI C JOKYMCHTAMH, B TOM YUCJIC APXUBHBIMHU JOKYMCHTAMMU;

3HaTh

obmenpogeccuoHaabHbIE TEOPETHUECKHUE U METOANYECKHE OCHOBBI OPTaHU3aIlNN BCEX
9TanoB paboThl C TOKYMEHTAMH, B TOM YHCIIE apXUBHBIMH JJOKYMEHTaMHU

V1OKyMEeHTaI[HOHHOE 00eCIIEYeHUE YIIPABICHUS
Ha IPEANPUATUAX Pa3IM4YHbIX OPraHU3alUOHHO-

YMmeTrh

pacrnio3HaBaTh 3G (PeKTHBHOE MPUMEHEHNE B IPO(GECCUOHATILHON JACSITENLHOCTH TIPaBUIIa
OpraHU3aIMH BCEX ITAMOB PaOOTHI C JOKYMEHTAMH, B TOM YHCJIE apXUBHBIMH
JIOKyMEHTaMH OT Hed(p(pEeKTUBHOTO

MpaBoBBIX Gopm

Bnaners

MPaKTUYCCKUMU HaBbIKaMH1 HMCIIOJIb30BAHUA Ha MCKIUCITUITTIMHAPHOM YPOBHE IIPaBUJI
OpraHu3aliu BCEX 3TaIl0B pa6OTI:I C JOKYMCHTAaMHU, B TOM YHCJIC apXUBHBIMU
JAOKYMEHTaMU
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3HaTh

OCHOBHBIC OTIPCACICHUS, MTOHATHA U OCHOBHBIC MCTO/IbI HCCHGHOB&HHﬁ, HCIOJIB3YyEMbIX
B IIpaBWJIaX OpraHu3ani BCEX 3TAIIOB pa6OTBI C IOKYMEHTaMH, B TOM YHCJIC
APXWBHBIMU TOKYMECHTAMM,;

Jlenonpon3BoacTBO KOMMEPUYECKUX MIPEAIPUSTHH

YMmerb

MPUMEHSTD IpaBHUiIa OPraHU3alK BCEX ITANOB paOOTHI C JOKYMEHTaMH, B TOM YHCIIE
apXMBHBIMH JOKYMEHTaMH{ B TPOGECCHOHATBHON IS TENbHOCTH; MCIIOIb30BaTh X Ha
MEKANCIHUIUIMHAPHOM yPOBHE;

Bnagets

MNPpaKTUYCCKUMHU HaBbIKAMH, crocodamu OLCHHUBAaHHA 3HAYHUMOCTH, HpaKTH‘IeCKOﬁ
NPpUroAHOCTH HCIIOJb30BaHHMA W OCHOBHBIMU MCETOAAaMU PCHICHUA 3a4a4 B obnactu
HCIOJIb30BaHUA MPpaBUJI OpPraHU3allii BCCX IOTAIIOB pa6OTBI ¢ NOKYMCHTAMH, B TOM
YHCJIC apXUBHBIMU JOKYMCHTAMM;

3HaTh

npasuia op2anu3ayuy OOKyMeHmuposanus 0esmenbHocmu u eé
0COOEHHOCMU 8 He20CYOAPCMEEHHBIX OP2AHUSAYUSX

nPpasuia cucmemamusayuy OOKyMeHmaibHo20 oHoa He2ocyOapCcmeenHbix
opeanuzayuii

IZ[OKyMeHTI/IpOBaHI/Ie JACATCIIBHOCTHU
HECTOCYAAPCTBCHHBIX OpFaHI/I3aLII/Il>‘I

Vmers

UCNOL308ANb NPABUILA OPSAHUZAYUU OOKYMEHMUPOBAHUS U ONEPAMUBHO20 XPAHEHUS.
OOKYMEHMO8 NPpU MOOETUPOBAHUU CIPYKIYPbl OOKYMEHMANbHO20 OHOA
He20Cy0apCmeeH Ol OPeAHU3AYUY; NOTbI0BAMbCA NPUMEPHBIMU HOMEHKAAMYPAMU Oel
07151 NPOEKMUPOBAHUS HOMEHKNATYPbL 0e/l OP2AHUIAYUY KOHKPEMHO20 MUnd;
CamocmoamenbHo npuodpemamy 3HaHUs 8 001Acmu OOKYMEHMUPOBAHUA
0esAmenbHOCMU He20CYOapCMEEHHOU OP2aAHU3AYUL, OPUSHINUPYACL HA KOHKPEMHYIO
0p2aHU3AYUOHHO-NPABO8YIO hopMY;

Bnagets

cnocobamu 0eMOHCMPAYUU YMeHUs AHATUZUPOEAMb CUMYAYUIO OOKYMEHMATbHbIU (POHO
He20CcyO0apCmeeHHOU OP2aHU3ayuu;

HAgbIKAMU 0000WeHUs. Pe3YTbMAMO8 AHAIU3A CREYUPUKU OOKYMEHMATLHOZ0 (POHOA
Op2anu3ayull onpeoeieHHo20 mund,

npuemMamu MoOeIUpOBAnUsl PE3YIbMAamo8 PeuleHs NPOPECCUOHANbHBIX 3A0aY.

3HaTh

3aKOHOAATCJIbHYIO PErJIaMEHTAlUIO 3KCIICPTU3BI IEHHOCTU 6yXFaHTepCKHX
JAOKYMCHTOB, B TOM YHCJIC UIA DJICKTPOHHOI'O apXHUBa

JIOKYMEHTHI U IOKYMEHTOO0O0POT B
OyXranTepCKOM ydere

VYMmeTh

IMPUMEHATH 3HAHUA I10 SKCIICPTU3C ICHHOCTU 6yxranTepc1<Hx JOKYMEHTOB JJId
JOJITOBPEMCHHOT'O XpaHCHWA WJINM BBIACJICHUA HA YHUYTOXKCHUC, B TOM YUCJIC IJI
QJICKTPOHHOI'O apXHBa

Bnanets

HaBBIKaMH1 U TEXHOJIOTUAMU aHAJIN3a HEHHOCTHU TOKYMEHTOB 6yxranTepc1<oro yue€Tta u
OpraHm3anuun 0T6opa Ha XpaHEHHUC, B TOM YUCJIC JJISI SJICKTPOHHOT'O dpXHUBa

3HaTh

OCHOBHEIE IIpaBujia OpraHu3ali BCEX STAIlOB pa6OTBI C TOKYMCHTaMH, B TOM YHUCJIC
APXMBHBIMHU JTOKYMCHTAMU

HpOI/IBBOJlCTBeHHa}I - [IpaKTHKa 110 MOJYYCHUIO
HpO(l)GCCI/IOHaJ'H:HLIX yMeHI/Iﬁ U OIIbITa

VYmMmeTrh

AHaIII/I?,I/IpOBaTb OCHOBHBIC ITpaBUJia OpraHU3alui BCEX 3TAIlOB pa60T1)1 C IOKYMCHTaMH,

MpoheCCHOHATBHOM e TEIBHOCTH
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B TOM YHUCJIC apXUBHBIMU JOKYMCHTaAMU

Buagers CrnocoOHOCTBIO UCTIOJIB30BATH B JESTEILHOCTH OCHOBHBIX MTPABUJI OPraHU3aluH BCEX
9TaIoB pabOTHI C TIOKYMEHTaMH, B TOM YUCJIE apXUBHBIMH JJOKyMEHTAMH

3HaTh OCHOBHBIE TIPaBHJIa OPTraHN3alMU BCEX ATANIOB pabOTHI C JOKYMEHTAMH, B TOM YHCIIE [Ipou3BoACTBEHHAs — NPEAAUIUIOMHAS IPAKTHKA
ApPXUBHBIMU JOKYMEHTaMHU

YmMmerb AHanu3upoBaTh OCHOBHBIE MPaBIJIa OPraHU3alMU BCEX 3TAOB PabOTHI C TOKYMEHTaMH,
B TOM YHCJIE apXUBHBIMU JOKYMEHTaMHU

Bnaners CriocoOHOCTBIO UCTIONIB30BATh B JESTEIHHOCTH OCHOBHBIX MPABMJI OPraHU3aIMH BCEX

JTaIlOB pa60T1>1 C JOKYMCHTaAMU, B TOM YUCJIC apXUBHBIMH JOKYMCHTAMMN

ITIK-21-p1afgenreM HaBbIKAMHU COCTABJICHUS OMMHCeIi /1eJI, IOAr0TOBKH /el K Nepejaye B apXHB OPraHu3aluM, rocy/1apcTBeHHbIH HJIM MYHULIMNATBHBIH apXUB

3HaTh

MOHSTHE OIIMCH JeJa, MEXaHH3M ITOJTOTOBKH MEpEadn AeT B apXUB OpraHU3alNH,
TOCYAAPCTBEHHBIN MIM MYHHUIIUIIATbHBIN apXUB

KaZ[pOBO@ ACJIONPOU3BOACTBO U aPXUBBI
VIOKYMCHTOB 110 JINYHOMY COCTaBY

Vmers

COCTaBJIATH OIMCH e IS IOATOTOBKH K Iepeiaue B apXuB OpTaHHU3allHH,
TOCYAApCTBEHHBIN MIIM MYHHIIUIAIBHBIN apXyB

Bnagets

HaBBIKAMH COCTaBJICHUS OIHCEH ACJ, TOATOTOBKH ACII K IEpeaavuc B apXuB
OpraHn3anuu, FOCY,Z[apCTBeHHBIﬁ 501058 MyHHLII/IHaHBHLIﬁ apX¥B

3HaTh

- METOAUKY SKCHEPTHU3bI HECHHOCTU NJOKYMEHTOB BCEX JOKYMCHTOB, O6pa3yIOH.[I/IXC$I B
COCTAaBC TOKYMCHTAJIbLHOT'O (1)OHZ[a OpraHu3anum CoO CPpOKaMu XpaHCHUA «ITOCTOSIHHO»,
«BPEMCHHO», «I10 JIUYHOMY COCTaBy», C IIOMETKOM SHK, npaBujia COCTABJICHUSA U
BEICHUA CIIPABOYHO-TIOMCKOBBIX CUCTEM (HaquO-cnpaBquoro annapaTa), YYCETHBIX
JAOKYMCHTOB

rOCY,I[apCTBeHHBIe, MYHHUIUIIAJIbHBIC U
IBEAOMCTBCHHBIC aPXUBBI

VYmMers

- IPUMEHSATH MIPaBUJIA: OITUCAHUS JOKYMEHTOB; COCTABJIEHNUS OIIUU JI€JT; BBIIOJIHATD
TEXHOJIOTHYECKUE BHIIBI PA0OT 110 TOKYMEHTAIIMOHHOMY 00ECIICUCHHIO YIIPaBICHUS H
ApXUBHOMY JIeJy Ha 0a3e MCIOJIb30BAHUS HOBSHITUX UH(DOPMAITHOHHBIX TEXHOJOTHIA

Bnagers

- HAaBBIKAMH COCTABIICHU, O(OPMIICHHS U COTIACOBAHMUS OIHCEH JOKYMECHTOB,
NepelaBaeMbIX Ha MOCTOSIHHOE XPaHEHHUE B TOCYAaPCTBEHHBIN WM MYyHULIUIIATIbHBINA
apXuB, COCTaBJICHHS W BEJIEHUS CIIPABOYHO- TIOUCKOBBIX CUCTEM (HAYYHO-CIPABOYHOTO
anmapara), y9eTHbIX JJOKYMEHTOB

3HaTh

- MpaBWJIa KJIACCH(HUKAINY apXUBHBIX JOKYMEHTOB C IIEJIBI0 COCTABIICHHS OTHCH JIeI
JIOKYMEHTOB; IPaBHJIa IOATOTOBKU JI€J1 IJIsl IEPEJauy B apXUB

IAPXUBBI 110 THYHOMY COCTaBY

VYMers

- IPOU3BECTH Knaccn(bnxaumo APXMBHBIX TOKYMCHTOB, Oq)OpMI/ITL OIIUCH OCI
JOKYMEHTOB, MOATOTOBUTH NOKYMEHTEI JUIA NIEPEAAYN B ApXHB

Bnanets

- HaBbIKaMH OpraHu3anuun ,Z[OKyMeHTHOfI I/IH(l)OpMaL[I/II/I npu nepeaavuc 10KyMEeHTOB 13
OpraHnu3alnuu B apXuB

3HaThb

OCHOBHEIE IpaBujia COCTABJICHUA ommcei JCJI, HOATrOTOBKHU JI€JI K IE€peaavc B apXuB

HpOI/BBO,HCTBCHHaSI - [IpaKTHKa 110 IMOJYYCHUIO
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OpraHu3aluu, FOC}’I[apCTBeHHLIfI nin MyHI/IHI/IHaJ'H)HHﬁ apXxuB

MpOoQeCCUOHATBHBIX YMCHHI U OTBITA

MpoQeCcCHOHANBHOMN NESITENFHOCTH

YmMmerb AHanu3upoBaTh OCHOBHBIC NPaBHJIa COCTABICHUS OMUCEN A€, MOATOTOBKU Aed K
nepeAaye B apxXuB OpraHU3allii, FOCyJapCTBEHHBIM MM MYHUIMNATIBHBIN apXuB
Buagers OCHOBHBIMU HaBBIKAMM COCTaBJICHUS OMKCEH e, IOArOTOBKH JIeN K Iepeaaye B apXuB
OpraHu3aluy, FOCy1apCTBEHHBIM WIM MyHUIIMIIAIbHBIA apXUB
3HaThb OCHOBHBbIE [IPaBUJIa OPraHM3aluK BCEX ITAOB PA0OTHI C JOKYMEHTaMH, B TOM YHCIIE [Ipou3BOACTBEHHAS — IPEAJUIUIOMHAS IIPAKTHKA
APXUBHBIMH JOKYMEHTAMHU
Ymers aHaJIM3MPOBATh OCHOBHBIE IIPaBUJIa OPTaHU3ALMU BCEX ITANIOB pabOTHI C JOKyMEHTAMH,
B TOM YUCJIC aDXUBHBIMU JOKYMEHTaMU
Bnanets CIIOCOOHOCTBIO HCTIONB30BATh B IESATEIHHOCTH OCHOBHBIX IIPaBHJI OPraHU3ALNH BCEX

JTaIlOB pa6OTI>I C JOKYMCHTaMH, B TOM YHUCJIC apXUBHBIMH JOKYMCHTAMMN

MK-22-cnoco0HOCTHI0 MPUHUMATH Y4acTHe B padoTe M0 MPOBeIeHUI0 IKCIIEPTU3BI IEHHOCTH

3Hatb MOHSTHE HKCIIEPTU3bI HEHHOCTU JOKYMEHTOB KanpoBoe 1enonpou3BoOACTBO U apXUBbI
YmMmerb MPOBOJUTH SKCNEPTU3Y LIEHHOCTH JOKYMEHTOB (LOKYMCHTOB 1O JIMIHOMY COCTaBY
Bﬂa}leTL METOAaMU MPOBEACHU SKCIEPTU3BI HECHHOCTU JOKYMEHTOB Ha BLICOKOM YPOBHE
3Hatb OCHOBHBI€ NPaBUJIa SKCIIEPTU3bI LEHHOCTH JOKYMEHTOB - CBBILIE 5 IApx1BOBeICHNE
YMmers npuMeHATh 3HaHus 1o DL/, kpuTeprun meHHOCTH P 0TOOpE TOKYMEHTOB Ha
xXpaHeHHe B paboTte npeacenarens DK
Bnanerts HaBbIKaMu U MeToankamu D11 J1;
criocobam¥ul OIIEHUBaHHS 3HAYMMOCTH IOKYMEHTa - TipoTokoiupoBanue D1/] u
COCTAaBJIEHUE APXUBHBIX OIUCEH, aKTOB O BBIJECJIIEHUH JTOKYMEHTOB K YHUUTOXXEHHIO, UX
aHaJIN3
3Hatb - OCHOBHBIE 3TaIlbl, MOPSIOK IPOBEACHUS SKCIIEPTU3bI LIEHHOCTH JOKYMEHTOB B IApXHBBI 110 IUYHOMY COCTaBY
COOTBETCTBUHU C HOPMATHUBHBIMU JIOKYMEHTaMHU
YMmers - pa3rpaHU4YUTh TOKYMEHTHI IOCTOSIHHOTO, BPEMEHHOI'O CpOKa XpaHEeHHUsI, OIJIeKalIue
YHUUTOXKEHHUIO
Bnagers - HaBBIKAMH JOKYMEHTHUPOBAHHUS MIPOBEACHUS SKCIIEPTU3bI LIECHHOCTH TIOKYMEHTOB
3HaTh IIpaBuJjIa SKCICPTU3BI HIEHHOCTU JOKYMCHTOB apXuBa HpOHSBOHCTBeHHaH - [IpaKTHKa I10 MOJYYCHUIO
184 HOHAJILHBIX YMEHUH U OIIBIT:
YMmers UCIIONIB30BaTh 3HaHUS 110 D11J], KpuTepuu EeHHOCTH MPH 0TOOPE JOKYMEHTOB Ha podeccronan X yme OlIbITa
XpaHeHHe MpohecCHOHATBLHON JesITeIbHOCTH
Buagers TEXHUKaMU, HaBbIKaMu ¥ MeToqukaMu D1/ mo hoHIy apXUBHOTO YUPESIKICHUS,
criocobamul OTIIEHUBAHKS 3HAYMMOCTH JOKYMEHTa - poTokoupoBanue DI1J], ee ananu3
3Hatb 3aKOHOJIATEIhCTBO U HOPMATUBHYIO 033y apXHUBHOM JesTeNbHOCTU B Poccum; BUABI 1 ['ocynapcTBEHHbIE, MyHULUIIATbHBIE U
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TUIIBI apXUBOXPAHUINIL Poccun; OCHOBHBIE HalpaBJIeHUs JeSITEIbHOCTH apXUBHBIX
YUpexKICHUN

BCIOMCTBCHHBIC apXHBbI

YmMmerb NIPUMEHATH IPUHLMIIBL, METOABI U METOAUKY aPXUBOBEJCHUS; YMETh IIPOBOJUTD
KJI1acCH(UKAIMIO IOKYMEHTOB; IIPOBOJIUTH SKCHEPTHU3Y LEHHOCTH JOKYMEHTOB
Buagers apXMBHOHM TEPMHHOJIOTHEIl; IPEACTaBICHUEM 00 OIMCAHUH JJOKYMEHTOB, X YUETE U
o0ecreueHNH COXPAaHHOCTH; CIOCOOHOCTBIO IPUHUMATh y4acTHE B paboTe Mo
MPOBEACHUIO SKCIIEPTU3bI JOKYMEHTOB.
3HaTh [IpaBWJIa SKCIEPTU3bI HEHHOCTU TOKYMEHTOB apXUBa [Ipou3BOACTBEHHAS — IPEAJUIUIOMHAs IIPAKTHKA
YmMmerb HCTIONIb30BaTh 3HaHUA 1o DLIJI, KpuTepuu LIeHHOCTH IIPU 0TOOPE JOKYMEHTOB Ha
XpaHEHUe
Buagers TEeXHUKaMH, HaBbIKaMu 1 MeToukamu D1/ o GpoHay apXUBHOTO yupeKIeHUS;

crocobamu OIIeHUBAaHKS 3HAYMMOCTH TJOKYMEHTa - MpoTokonupoBanue DI1J], ee ananu3

HK-23-BJ’[a}IeHHeM HaBbBIKAMMU OPraHU3alvM CIPAaBOYHO-IIOUCKOBLIX CPEACTB U HCITOJB30BAHUA APXUBHBLIX TOKYMEHTOB

3HaTh OCHOBHBIC MTOHATHS y4eTa U 00eCIeYeHNsI COXPAaHHOCTH JOKYMEHTOB B apXUBE (OCHOBBI aPXMBOBEICHNUS
YmeTsb YMETb OPraHU30BBIBATh 10 00pa3ily y4eT 1 o0ecrieueHre COXPaHHOCTH JIOKYMEHTOB B
apxuBe
Bnanets OCHOBHBIMH HaBBIKAMH y4eTa H 00eCTIeYeHHUsI COXPAaHHOCTH JJOKYMEHTOB B apXHBE
3HaTh OCHOBHBIE ITPABHJIa COCTABJICHUS APXUBHBIX YUETHBIX JOKYMEHTOB - IPUHIIHUIIBI IApxrBOBeICHHE
MOCTPOCHHUS, PEAAKTUPOBAHIS CUCTEMBI yUeTa K JJOKYMEHTaM apXuBa, OIHCeH,
oco0eHHOCTel obecedeHHs COXPaHHOCTH JOKYMEHTOB
YMmers OpraHu30BaTh OTOOP HEOOXOAUMON HHPOPMAIIMH ISl YUETHBIX JOKYMEHTOB
Bnaners TEXHUKAMH 1 HaBBIKaMHU 0(pOPMIICHHS] YUETHBIX JIOKYMEHTOB - COCTAaBJICHHUE
JIOKYMEHTOB, YMEHHE NTPOBOANTH AaHAIHM3 Ha MPEAMET OIHNO0K
3HaTh - HOpMaTHBHBIE IOKYMEHTBI, OTPa)KaloIlne MPUHIINIBI, METOIbI 1 HOPMBI 0OecriedeHns] [ApXUBBI 110 JMYHOMY COCTaBY
COXPaHHOCTH, Y4€Ta JOKYMEHTOB B apXHBE
YmeTs - IPUMEHUTD Ha NPaKTHKE 3HAHUS O MPaBUIax 00eCieYeH sI COXPaHHOCTH, y4eTa
JIOKYMEHTOB B apXUBE
Bnanets - HaBBIKaMH y4eTa U 00ecre4eHHsI COXpPaHHOCTH JJOKYMEHTOB B apXUBE
3HaTh OIpeieNIeHUE MOHATHUS y4eTa JOKYMEHTOB B apXUBE; CoBpeMeHHbIE IPOOJIEMBI JOKYMEHTOBEACHHS 1
OIpeieNIeHUE MTOHATUSI COXPAHHOCTU TOKYMEHTOB ApPXUBOBECHUS
YmeTs 0TOMpaTh HEOOXOANMYIO HH(OPMALIUIO JJISl yUeTa apXUBHBIX JIOKYMEHTOB
Brnanets HaBBIKaMU y4eTa ¥ 00eCTIedeHHUs COXPAaHHOCTH JOKYMEHTOB B apXHBE
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3HaTh HOPMaTHBHYIO 023y U OCHOBHBIE TIPaBHJIa COCTABICHHS apXUBHBIX YYETHBIX [Ipou3BOACTBEHHAS - IPAKTUKA 110 IIOJyYECHHUIO
JIOKYMEHTOB - IPUHIUIILI IIOCTPOEHHUS CUCTEMBI yUeTa K JOKYMEHTAaM apXuBa MpodeCcCHOHANBHBIX YMEHHHN U OTIBITA

YmMmerb 0TOMpaTh HEOOXOAUMYIO HH(OPMALIUIO ISl YUETHBIX JJOKYMEHTOB NpO(ecCHOHANIBHON AEATENBHOCTH

Buagers HaBbIKaMU 0(OPMJICHHS YYETHBIX JOKYMEHTOB K apXUBHOMY (DOHIY - COCTaBIICHHUE
JIOKYMEHTOB ¢ HEKOTOPBIMH 3aME€YaHUAMU

3HaTh HOPMaTHBHYIO 0a3y U OCHOBHBIE TIPaBHJIa COCTABICHHS apXUBHBIX YYETHBIX [Ipou3BOACTBEHHAS — IPEAJUIUIOMHAS IIPAKTHKA
JIOKYMEHTOB - PUHIUIIBI IOCTPOECHMS CUCTEMBI yU€Ta K JOKYMEHTAM apXHBa

YmMmerb 0TOMpaTh HEOOXOAUMYIO HH(OPMALIUIO ISl YUETHBIX JJOKYMEHTOB

Bnanets HaBbIKaM1 0(OPMIICHHS yUETHBIX JOKYMEHTOB K apXUBHOMY (POH/Y - COCTAaBIICHHUE

JAOKYMCHTOB C HCKOTOPBIMHU 3aMCYAHUAMU

ITIK-24 - B1ageHneM HABBIKAMH OPraHU3aLMH CIPABOYHO-NIOUCKOBBIX CPeJICTB M HCIOIb30BAHUS APXUBHBIX TOKYMEHTOB

3HaTh

TMOHATHUEC CIPABOYHO-TIOUCKOBLIX CPEACTB; ApXHUBHBIX TOKYMCHTOB

KanpoBoe 1emonpou3BOACTBO U apXUBBI

YMmeTrh

OpPraHMu30BbIBATh CIIPABOYHO-IIOMCKOBLIC CPEACTBA B OpraHU3alugX

[TOKyMEHTOB 110 IMYHOMY COCTABY

Bnagets

HaBbIKaMH OpraHru3anun CIipaBOYHO-IIOUCKOBBIX CPCACTB U UCIIOJIb30BAHUS APXUBHBIX
JAOKYMCHTOB

3HaTh

- OCHOBHBIC OHNPCACICHUA U MNOHATHUA CHPABOYHO-IIOMCKOBBIX CPCIACTB U apXHMBHBIX
JAOKYMCHTOB

HpOGKTHa?[ JCATCIBHOCTD

VYmMers

- 00cy)XaaTh cioco0bI 3pPEKTUBHOTO MPOSKTHOTO PEIICHHUS;

- pacro3HaBath APPEKTHBHOE pemeHne OT Hed((HEeKTUBHOTO;

- OOBSCHATH (BBISIBIISITH ¥ CTPOUTD) TUIIMYHBIE MOJIENHN NIPOSKTHON EATEIbHOCTH 33134,
- IPUMEHSATh 3HaHUS B NPO(EeCCHOHANBHO NeaTelIbHOCTH; UCII0JIb30BATh X HA
MEXAUCIUIUINHAPHOM YPOBHE;

- IproOpeTaTh 3HaHUA B 00JIACTH TEOPHH yIIPABICHHUS,

— KOPPEKTHO BbIp@XaTb M  apryMEHTHPOBAaHHO OOOCHOBBIBATH  IIOJIOXKEHUS
MpeIMETHOM 00JIacTH 3HAHUS

Bnanets

- HaBBIKaMH OpraHu3ali CIPABOYHO-TIOMCKOBBIX CPEACTB MW HCIOJB30BaHUA
APXMBHBIX TOKYMCHTOB

3HaTh

OCHOBHBIC TTOHATUA U ONIPEACICHUA CIPABOYHO-TIONCKOBBIX CPEACTB U MCIIOJIB30BAHUA
APXMBHBIX TOKYMCHTOB

MonenupoBaHue CUCTEM JOKYMEHTaUU
OpraHu3aIn

VYmMmeTrh

OpraHHU30BBIBaTH CIIPABOYHO-TIOMCKOBBIE CPEICTBA U UCIIOJIb30BAHUS aPXUBHBIX
JIOKYMEHTOB

Bnaners

HaBbIKAMHU OPTaHU3AIMHU CIPABOYHO-TIOMCKOBBIX CPEJICTB U UCTIOJIb30BAHUS apXUBHBIX
JIOKYMEHTOB

3HaTh

OCHOBHBIE ITOHATHUS B 00J1aCTH KIACCU(PHUKAIMN ¥ KOAUPOBAHUSI HHOPMAIIHH;

Munexcanus u koaupukanus nHHOPMAIUY B
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uepapxXuuecKuil 1 (paceTHBIH METOJIbl KJIaCCU(HKALIUH, AITOPUTMBI COCTABIICHHS
KJIaccu(UKATOPOB; METOABI KOJHPOBAHUS HH)OPMAIIHH.

PO eCCUOHANBHON IS TEIBHOCTU

YMeTh

COCTaBJIATH KJIACCU(HUKATOPBI; KiIacCUPHUIMPOBATh HH(OPMALUIO B JI€TIOIPOU3BOJICTBE,
onupasch Ha 331241 MHPOPMAIIIOHHOTO 00ECIIeYeHHUS! YIIPAaBJICHUS; I10JIb30BaThCS
Kiaccu(huKaTopaMy JOKYMEHTOB M JOKYMEHTHOH HH(OPMAIHH;

Bnagets

HaBbIKaMU KJIaCCU(HUKALUK U KOAUPOBaHUs HHPOPMAINH; CHOCOOHOCTHIO
OpPHEHTHUPOBATHCSA 5 B 00ImIepoccuiickux Kiaccudukaropax TOCHU;
HaBBIKAMHU COCTaBJICHHS YIPESKAECHUCCKUX KIIACCH(HUKATOPOB.

3HaTh

OCHOBbI Op2AHU3AYUY CNPABOUHO-NOUCKOBBIX CPEOCME 0151 pabomul ¢ 06paweHuAMU
epascoan;

Cneyu@uKy cnpagoyHo-noUCKOBbIX CPeOCms, UCHOIb3YeMbIX NPU pabome ¢
00paueHUAMU 2PaNCOAH 8 OMAUYUE OM NPOYUX OMPACTell 0eONPOU3B00CMEd;
CReyu@uUKy cnpasoyHo-noUCKOBbIX CPeOCms, UCHOIb3YeMbIX npu pabome ¢ YCMHbIMU,
RUCMEHHBIMU 0OPAWEHUAMU 2DANCOAH, A MAKHCE 0OPAUEHUAMUY, NEPEOAHHBIMU &
91eKMPOHHOM 8ude no cemu Mnmepnem

Opranuzanus paboThl ¢ 0OpaILCHUIMH TPaXKIaH

Vmers

o0bcyscoams cnocobwvl 3¢ghekmusHoll opeanuzayuu CnPABoYHO-NOUCKOBLIX CPeOCms U
9hPexmusHo20 UCNONBL3I0BAHUS APXUBHBIX OOKYMEHMO8 8 pabome ¢ 00pauyeHuAMU
epasicoan;

NPUMEHAMb CNPABOYHO-NOUCKOBbIE CPeOCMEd 8 pabome ¢ YCIHbIMU, NUCLMEHHbLMU
obpawenuaMY 2paxcoaH, a maxice 0OpaujeHUAMU, NEPEeOaHHBIMU 8 INEKIMPOHHOM BUOe
no cemu Unmepuem

Bnagets

OCHOBHBIMU MEMOOAMU peuterus 3a0ay 6 obnacmu opeanuzayuu cnpaeo4rHo-noucCKoeblx

Cpeocme U UCNONIb308ANUSL APXUSHBIX OOKYMEHMOE 8 pabome ¢ 00pAueHUAMU SPANCOAH;

MEXHOIOUAMYU OP2AHUIAYUU CHPABOYHO-NOUCKOBBIX CPEOCNE, NPUMEHACMBIX 68 pabome
¢ 06pawjeHuUAMU SPax*CcOan;

HABLIKAMU OYEHKU IPHEKMUBHOCTIU NPUMEHAEMBIX CHPABOYHO-NOUCKOBBIX CPEOCIS 6
pabome ¢ 0OpawjeHusMU SPANCOaH .

3HaThb

- [IpaBuJjia COCTABJICHUS CIIPABOYHO-TIOUCKOBBIX CPCACTB

IAPXHBBI 110 JINYHOMY COCTaBY

VYMmeTh

- MPOU3BECTH OTOOP JTUTEPATYPhI, APXUBHBIX JOKYMEHTOB Ha 3a/JaHHYIO TEMY;
CaMOCTOSTENIFHO PabOTaTh C Pa3IMYHBIMU HCTOYHUKAMU HH()OPMAIUI; TOHUMATB,
AQHATM3UPOBATh U M3JIaraTh MH(POPMAITHIO

Bnaners

- HAaBBIKOM HCIIOJIb30BAHUA U OpTraHU3allun I/IH(i)OpMaHI/IOHHI)IX TEXHOJIOTHI B IIOUCKE
I/IH(bOpMaI_H/H/I, HCIIOJIB30BaHUA IMTPABOBBIX 63.3 JAHHBIX ITPU COCTABJICHUU
O6ubauorpaduueckoro 1 apXmuBHOTO 0030pOB

3HaTh

HOPMAaTUBHYIO M MIPABOBYIO PETJIAMEHTAIINIO MTOCTpoeHUs, peaakTupoBanus HCA k
JIOKyMEHTaM apXuBa YUETHBIX TOKYMEHTOB, PABHJI UCIIOJIH30BaHUS OYXTaaTePCKUX

CrienranbHast CUCTEMa YIeTHON TOKyMEHTAIuN
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JIOKYMEHTOB

YmeTs otoupath HeoObxoaumyto nHpopmanuro st HCA 10KyMEHTOB CHCTEMBI yueTa, 3anpoca
10 OyXTaJTepCKUM JIOKYMEHTaM C HUCII0JIb30BaHHEM MH(POPMAIIMOHHBIX TEXHOJIOTHH

Bnanets TEeXHUKaMH U HaBbIKaMu odopmiteHns u opranunzanuu HCA k crienuansHbIM cCTEMaM
YUYETHOU TOKYMEHTALMH, UCIIOIb30BaHUs OyXralTepCcKUX JOKYMEHTOB - COCTaBJICHHE
JIOKyMEHTOB, YMEHHUE MTPOBOANTH aHAJH3 HAa MPEAMET OUTHOOK

3HaTh 0COOCHHOCTH, MPaBUJIa U NPUHILIUIIBI OpPraHU3alUuK CIIPABOYHO-TIOUCKOBBIX CpecTB U [IH(OpMaLMOHHBIE pecypCchl KalpOBO CITy>KObI
HCIIOJIb30BaHNSI apXUBHBIX KaJIPOBBIX JOKYMEHTOB

YmeTsb MIPUMEHSTh U OPraHU30BbIBATh CIIPABOYHO-TIOUCKOBEIE CPEJICTBA U HCIIOIB30BaTh
apXHUBHbIE KaJIpOBbIEC JOKYMEHTHI Ha MPAKTHKE; UCIIOJIb30BaTh JaHHBIEC 3HAHHS Ha
MEXJUCIUIUINHAPHOM YPOBHE

Bnanets BO3MOKHOCTBIO MEXTUCIIMIUTMHAPHOTO IPUMEHEHNS HaBBIKOB OpraHU3alluu
CIPAaBOYHO-TIOMCKOBBIX CPEJICTB U MCIIOJIB30BAHMS apXUBHBIX KQPOBBIX JOKYMEHTOB

3HaTh HOpMaTHBHYIO 0a3y, npuHIubl nocrpoernss HCA k 1okyMeHTaMm apxuBa, [Ipon3BoACTBEHHAS - IPAKTHKA IO MOTYUYECHHUIO
HCIIOJIb30BaHNUsI JOKYMEHTOB KOHKPETHOT'O apXuBa npodeccroHaBHBIX YMEHUI U OTbITa

YMmeTh OpraHU30BaTh MOUCK HeoOxoauMoi napopmarmu st HCA, 3anpoca o ¢hoHy npodeccHOHANbHOM JeaTeIbHOCTH
KOHKPETHOTO apXHBa

Bnanets METOJIMKaMH, TEXHUKaMH U HaBbIkaMu oopmiieHust u opranuzaimu HCA,
HCIIOJIb30BaHMSI JOKYMEHTOB - COCTaBJIEHHE JOKYMEHTOB C HEKOTOPBIMH 3aMEYaHHUIMHU

3HaTh HOpMAaTUBHYIO 6a3y, mpuHIKIE noctpoeHnss HCA k qoxymeHTam apXuBa, [Tpon3BoACTBEHHAS — MPEAAUIUIOMHAS IPAKTHKA
HCIIOJIb30BaHMUS JOKYMEHTOB KOHKPETHOT'O apXuBa

YMmers OpraHM30BaTh MOUCK HeoOxoaumol nHpopmarmu aust HCA, 3anpoca o ¢poHIy
KOHKPETHOTO apXHBa

Bnaners METOJIMKaMH, TEXHUKaMH 1 HaBbIKaMu oopmiteHns u oprannzanmun HCA,

HCIIOJIb30BAHUA JOKYMCHTOB - COCTABJICHUC JOKYMCHTOB C HCKOTOPBIMH 3aMCUYAHUAMU

[K-25- B1agenneM HaBHIKAMH MOATOTOBKH YIPABJIEHYECKHX JOKYMEHTOB H BeIeHHS 1e10BOI

3HaTh CIOCOOBI IOKyMEHTHUPOBAHUSI, HCIIOJIb3YEMbIE B YIIPaBICHYECKOH A€ TEIBHOCTH; OCHOBBI JOKyMEHTOBECHUS
HCTOPHIO CTAHOBJIEHHS CIIOCO0 JOKYMEHTHPOBaHHS YIIPABIEHUECKOH eI TeIbHOCTH;
NPEUMYIIECTBA U HEJOCTATKH CIIOCOO0B JOKYMEHTUPOBAHHS, IIPUMEHSEMbIE B JIEIOBOM
JIESATEIBHOCTH
YmeTs BBIOMPATH CIIOCOO JOKYMEHTHPOBAHUS B PA3HBIX CUTYAIMAX JEJIOBOH JIESATEIbHOCTH
Buagets TPaIUIMOHHBIM U TEXHOTPOHHBIM CIIOCO0AMH JOKYMEHTHPOBAHHS YIIPABICHIECKOH
JIESATEIBHOCTH
3HaTh ONPEJEIJICHNUS IOArOTOBKU YIPABICHUECKUX TOKYMEHTOB U BEACHUS 1EI0BOI [IpoexTrpoBaHUE YIPABIEHYECKOU

MEPENMCKH, HA3bIBACT UX CTPYKTYPHBIC XapPAKTCPUCTUKU,

VIOKYMCHTAIIMU OpraHu3alnin
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YMmerh

00CcyXaath croco0b! 3¢ (HEeKTUBHOM MOrOTOBKH YIPABIEHUYECKHX JJOKYMEHTOB U
BE/ICHHS ICIOBOI MIEPETINCKH;

Bnagets

Croco0amMu COBEPIICHCTBOBAHUS HABBIKOB MOATOTOBKHU YIIPABIEHUYECKHX JOKYMEHTOB U
BEJICHHS JICJIOBOM MEPEMUCKHU MTyTEM HCIOJIB30BAHMS BO3MOKHOCTEH HH(POPMAIIMOHHON
CpeJibl;

3HaTh

Gopmynap-obpazey nucoma ;

amansl NHOO2OMOBKU NUCLMA;

8UO0BYI0 KIACCUDUKAYUIO OeTI08bIX NUCEM,

pasauyus 8 YopMyIApax-0opaA3yaAxX PaAIUYHLIX U008 RUCEM, NPUMEHAEMbIX 8 pabome ¢
obpaujeHuAMU 2PaANCOaH,;

0CODEHHOCMU 8e0eHUs NePeNnUCKU N0 00PAWEeHUIM SPANCOAH.

OpraHmaum{ paGOTLI C 06paHICHI/I$[MI/I TpaxJaaH

Vmers

€030a6amv RUCbMO-0MEem, Ha 0OPaLYeHUe SPANCOAHUHA NUCLMO-Y8EOOMIIEHUE,
RUCbMO-3ANPOC, CONPOBOOUMENLHOE NUCLMO NO YOPMYIAPY-00pasyy;

co30aseamv ynpasieHuecKkue 00KyMeHmol, obecneuusarowjue 3¢exmusHyro pabomy c
obpawenuaMU 2padxicOan.

Bnagets

HaevlKamu cocmaesjieHusl meKcmos nucbma-omeema (6 m. 4. nucemda omka:«:a), nucema-
sanpoca, nuczwza-ysedomeﬂuﬂ, COI’lpOBO()Mme]leOZO nucoemda.

3HaTh

- MpaBWJIa MOATOTOBKH YIIPABICHUYECKUX JOKYMEHTOB
- TEOPETHICCKHIE OCHOBHI BEJICHHS ICIOBOH ITEPETTUCKU

- COCTaB | cojiepKaHNe HOPMATUBHO-METOMUECKOH 6a3bl IO COCTABICHUIO U
0pOPMIICHHIO CITY>KEOHBIX TOKYMEHTOB

- crier UKy sI3pIKa YIPABICHYESCKON JOKYMEHTAIMH

- OCHOBHBIE TIPOOJIEMbI HOPMAaTUBHOTO O0ECTIEUEHHUsI COCTABIEHUS U 0(OPMIICHHS
yIpaBlIeHYECKOW JOKYMEHTAIIU!

- OCHOBHBIE TIPOOJIEMbI HOPMAaTUBHOTO 00ECTIEUeHNUsl BEJICHUS IeJIOBON MePENUCKH

[TpakTHKyM 110 COCTABICHHIO U O(OPMIICHHIO
CITy’KEOHBIX TOKYMEHTOB

YMmerh

- COCTABIATH M OhOPMIISATH PA3IMYHbIEC BHJIBI YIIPABICHUYECKUX JOKYMEHTOB B
COOTBETCTBHUH C TPABIJIAMH UX MTOJITOTOBKH

- IPOEKTUPOBATh YHU(HUINPOBAHHBIE (POPMBI YIIPABICHYECKUX JOKYMEHTOB C YUETOM
COBPEMEHHBIX TPEOOBAHMUI K X COCTABICHUIO H 0()OPMIICHUIO

- IPUMEHSATH NIPaBUJIa BEJCHUS AEIO0BOM MEPEnUCKU

- COCTaBJISITh JIOKAIbHYI0 HOPMaTUBHO-METOJUUECKYIO JOKYMEHTAIHUIO 110 TOJTOTOBKE
YIpPaBJIEHYECKOH JOKYMEHTAUH

- COCTaBJISITh JIOKAIbHYI0 HOPMaTUBHO-METOJUUECKYIO JOKYMEHTALUIO 110 BECHHIO
JIEIIOBOH EpENUCKU

Bnanets

- IPaBWJIaMH TTIOATOTOBKH YIPaBICHYECKUX IOKYMEHTOB
- MpaBWJIAMH BEACHUS JICJIOBOH MEPEIHCKH;
- HOpPMaTHBHO-METOIMYECKON 6a3bl 0 COCTABICHUIO H 0(OPMIICHHIO CITYKEOHBIX
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JIOKYMEHTOB
- 0(pHIIaTBHO-AETOBBIM A3BIKOM IIPH COCTABICHUN W O()OPMIICHNH CITy>KEOHBIX
JOKyMEHTOB

- IPaKTHYECKUMH HaBBIKAMH MICIIOIB30BAHUS YMEHHSI COCTABIATh U 0(hOPMIISTE
CITy’KEOHYIO TOKYMEHTAIMIO Ha APYTHX AUCIUIUINHAX

3HaTh oTIpeNieNIeHUe MMOHATHS YIPaBICHYECKOTO JOKYMEHTa; UMETh 00IIre mpeacTaBieHns 0  (COBpeMEHHbIe TPOOJIEMBI TOKYMEHTOBEACHHUS
BEICHUU JICIIOBOU TIEPETIHCKH; APXIBOBEICHIUS
CH0CcOOBI TOJATOTOBKHU YIIPABICHUYSCKUX JOKYMEHTOB U BEJICHHS IEIOBOH MEPETTHCKU

YwmeTpb pa3pabaTbIBaTh yIpaBIeHISCKUE JOKYMEHTHI MO MIa0JIOHaM M BECTH JEJIOBYIO
TIEPENICKY TI0 aJITOPUTMY

Bnanets HaBBIKAMU ITOJATOTOBKH YIPABICHIECKUX TOKYMEHTOB M BEJCHHUS ACTIOBOM MEPETUCKI

3HaTh MpaBHJIa UCTIONB30BAHIS [0 00pa3Ily YIpaBICHISCKIX TOKYMEHTOB M BEJCHHS ATIOBOH JIMHIBHCTHYECKHE OCHOBHI ACIIOBOTO MHACHMa
TICPENCKA

YmeTpb HCIIONB30BaTh IT0 00pa3Ily IPaBUII MOATOTOBKH YIIPABICHUSCKUX JOKYMEHTOB U
BEJICHUS JICJIOBOM MEPEIICKH

Bnanets HaBBIKAMU HCITOF30BAHMS IO 00pa3iy MPaBHII MIOATOTOBKH YIIPaBICHISCKAX
JTOKYMEHTOB H BEACHUS JICTIOBOH MEPEIICKH

3HaTh MpaBHJIa UCTIONB30BAHIS [0 00pa3Ily YIpaBICHYSCKIX JOKYMEHTOB U BeIeHUS esIoBol |[JlOKyMEHTHas THHTBUCTHKA
MIePENICKA

YmeTb HCIIOJIE30BaTh M0 00pa3Ily MPaBUI HOATOTOBKH YIPABICHYSCKIX JOKYMEHTOB U
BEJICHUS JICJIOBOW MIEPEITHCKH

Bnanets HaBBIKAMH HCITOBF30BAHMS IO 00pa3iy MPaBHII MIOATOTOBKH YIIPaBICHICCKAX
JIOKYMEHTOB H BEJICHHUS ICJIOBOH MEPETUCKHI

3HaTh MpaBHJIa UCTIONB30BaHIS [0 00pa3Ily yIpaBICHYSCKIX TOKYMEHTOB M BEJICHHS AeT0Boi |[lenoBast putopuka
MIePENCKH

YmeTs WCIIOJIb30BaTh TI0 00pa3Iily MpaBujl MOATOTOBKH YIIPABIEHIECKUX JTOKYMEHTOB 1
BEJICHUS 1€JI0OBON NEPENUCKU

Bnagets HaBbIKaMH MCTIOIH30BaHUS 10 00pa3ily MpaBwI MOATOTOBKH YIPaBIECHIECKIX
JIOKYMEHTOB 1 BEJICHUS J€JI0OBOM MEPENnUCKU

3HaTh MpaBHJIa UCTIOIB30BaHUS TI0 00pa3ily yHpaBleHIeCKHX JOKYMEHTOB U BEeJICHUS 1eJ0BOi |JlenoBast mepenucka
MEPENnUCKU

YmeTpb WCIIOJIb30BaTh 10 00pa3ily MpaBuil MOATOTOBKH YIPABIEHISCKUX JOKYMEHTOB 1

BEJICHUS 1€JI0BON NIEPENUCKH




Cmpyxmypubiii 21emenm

CmpyxkmypHulii 21eMeHm KoMnemeryuu IInanupyemvie pezynbmamul 00yUeHUs] T T ——
Buagers HaBBIKaMU HCIIOJIb30BaHUA 110 00pa3ily MPaBUiI MOATOTOBKH YIPaBIEHUYECKUX
JIOKYMEHTOB H BEJCHUS IENOBOH NEPENUCKH
3HaTh NpaBHJIa UCTIOIB30BAHMS 10 00pa3ily yIpaBiIeHYECKUX JOKYMEHTOB U BeieHHs AeoBoi [HopmaTuBHas 6a3a 1e0BOTO MUChMa
MEPENUCKU
YmMmers UCIIOJIb30BaTh MO 00pas3ily MpaBuJI IIOATOTOBKH YIPABICHYECKUX JTOKYMEHTOB U
BEJICHUS 1€JI0BOU NIEPEIUCKH
Buagers HaBBIKaMU HCIIOJIB30BaHMA 10 00pa3ily MpaBUiI MOATOTOBKH YIPaBIEHUYECKUX
JIOKYMEHTOB U BEICHHUS JEII0OBOI IEPENNCKU
3HaTh OcCHOBHBIE TIpaBWJIa IOATOTOBKHU YIPABICHYECKUX TOKYMEHTOB U BEJICHUS JEJI0BOI [Ipou3BOACTBEHHAS - IPAKTUKA 110 IIOJIYYECHHUIO
MEPENUCKU npodeccroHaBHBIX YMEHUI U OTbITa
YmMmerb AHanu3upoBaTh OCHOBHBIE MPaBIJIa TIOATOTOBKY YIPABICHYECKUX TOKYMEHTOB U PO} ECCHOHANBLHOM EATENLHOCTH
BEJICHUSI J1€JI0BOI NEPENUCKU
Buagers OCHOBHBIMHU HaBBIKaMH ITOJITOTOBKH YIIPaBICHUYECKUX JOKYMEHTOB U BECHUS J1€IOBON
MEPENUCKU
3HaTh OCHOBHBIE TIpaBWJIa TOATOTOBKHU YIPABICHYECKUX TOKYMEHTOB U BEJICHUS JEJI0BOIi [Ipou3BOACTBEHHAS — IPEAJUIUIOMHAs IIPAKTHKA
MEPENUCKU
YMmers AHannm3upoBaTh OCHOBHBIE TIPaBHJIa MIOATOTOBKH YIPABIEHYECKUX JOKYMEHTOB H
BEJICHUS 1€JI0BOU NIEPENUCKU
Buagers OCHOBHBIMHU HaBBIKaMH ITOJITOTOBKH YIIPABIECHUYECKUX JOKYMEHTOB U BEICHUS J1€IOBON
MEPENUCKU

IIK-26 - BJIAaJICHUECM HaBbIKAMHU 06p360TKl/I AOKYMEHTOB Ha BCEX dTanmax }IOKyMeHTOOﬁOpOTa, CucTeMaTru3alnuu, COCTaBJICHUS HOMEHRKJIATYPLI J1€]1

3HaTh OCHOBHBIC OIIPEACIICHUS U TOHATHSA, OCHOBHBIC MCTOAbI HCCJ'IGI[OBaHHfI, OIIpCACIICHUA OpFaHI/ISaL{I/Iﬂ 1 TCXHOJIOTHUA JOKYMCHTALTMOHHOT O
IMMpo1EeCCcoB O6pa6OTKI/I JAOKYMCHTOB Ha BCEX dTallax Z[OKyMCHTOO60pOTa, o0ecreueHust Y1paBJICHUA
CHUCTEMATHU3AllNN, COCTABJICHUS HOMCHKJIATYPBI JACJI;

VYmeth OOBSICHATE (BBIHBJI?[TB u CTpOI/ITb) THUITHYHBIC MOJCIIN O6pa6OTKI/I JAOKYMCHTOB Ha BCEX

JTamax JOKyMEHTO000pOTa, CHCTEMAaTH3alliH, COCTABICHUS HOMEHKIIATYPHI JIET;
KOPPEKTHO BBIPaXaTh U apryMEHTHPOBAHHO 00OCHOBBIBATH MOJIOKCHHS 00pabOTKU
JIOKYMEHTOB Ha BCEX 3Tanax JOKyMEHTO000pOTa, CHCTEMaTH3aIH, COCTABIICHHS
HOMEHKJIATYPHI JIET;

Brnanets MeToAaMH 00paboOTKM JOKYMEHTOB Ha BCEX 3Tanax JOKyMEHT0000poTa,
CHCTeMaTH3al[UH, COCTABJICHHUs HOMEHKJIATYPBI JeJT; CII0CO0aMK OLleHUBAHHUS
3HAYUMOCTHU U HpaKTH‘IeCKOﬁ IIPUTOJHOCTH O6pa6OTKI/I JOKYMEHTOB Ha BCEX dTalax
JIOKyMEHT0000pOTa, CUCTEMATH3aI[1H, COCTABJICHNS] HOMEHKJIATYPBI I€]T; OCHOBHBIMHU
METOJIaMH pelieHus 3a/1a4 B 001acT 00pabOTKH JOKYMEHTOB Ha BCEX dTamax
JIOKyMEHT0000pOTa, CHCTEMATH3aIlH, COCTaBJICHNS] HOMEHKJIATYPHI JIEII.
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3HaTh

TCOPCTUYCCKUX MOAXOA0B 1 OCHOBHBIX MPUHIUIIOB U METOJ1I0B
JOKYMEHTOB;

YOOPSAOYESHUS
TOPsIKAa OPTaHU3AINH JOKYMEHTOB B KOMIUICKCHI

KanpoBoe ne10npou3BOACTBO U apXUBBI
[TOKyMEHTOB TI0 JITYHOMY COCTaBY

YMeTh

AHAJIU3UPOBATh COCTaB JOKYMCHTallMU OpraHmnzanuun B COOTBCTCTBUU C
YCTaHOBJICHHBIMHU Tpe6OBaHI/ISIMI/I; pcaanu3oBaTb Ha IMPpaKTUKE YIopsAaA04YCHUC
KOMIUIEKCOB JOKYMCHTOB H I/IHCI)OpMa].[I/IOHHBIX IIOTOKOB B COOTBETCTBUH C
YCTaHOBJIEHHBIMH METOAAMU U IIPUEMAMU; O6pa6aTLIBaTL JOKYMEHTBI Ha BCEX DTaIrax
,HOKyMeHTOO60pOTa, CHUCTCMATHU3UPOBATH U COCTABJIATH HOMCHKJIATYPY ACJI.

Bnagets

NpUHOUIIAMA 1 METOAaMU YIIOPAAOYCHHA COCTaBA NOKYMCHTOB U I/IH(l)OpMaLII/IOHHBIX
HOKa3aTeHCI>'I; HaBbIKaMH O6pa6OTKI/I JAOKYMCHTOB Ha BCCX 3Tallax ,I[OKyMeHTOO60p0Ta;
HaBbIKaMH c60pa, 0606H.IGHI/I$1, CHUCTEMATHU3alluH U aHAJIU3a q)aKTI/I‘IeCKI/IX JAaHHBIX
HaBbIKaMH COCTABJICHUSI HOMCHKJIATYPBI ACJI.

3HaTh

OCO6CHHOCTI/I, npaBujia U MIPUHIUIIBI 06pa6OTKI/I JAOKYMCHTOB Ha BCCX dTallax
,I[OKyMeHTOO60pOTa, CHUCTEMATU3AllNH, COCTABJICHU HOMCHKJIATYPBI ACJI

KoH}puneHIaIpHOE NEIOTPOU3BOACTBO

Vmers

06pa6aTLIBaTL JAOKYMCHTBI Ha BCCX dTalax ,HOKyMeHTOO60pOTa, CUCTCMATU3UPOBATH UX,
COCTABJIAITb HOMCHKJIATYPBI ACJI; UCIIOJIb30BaTh JaHHBIC 3HAHU Ha
MCKIUCHUIITIMHAPDHOM YPOBHC

Bnagets

BO3MOXXHOCTBIO MCKAUCTTUIITIMHAPHOTO NIPUMCHCHUI HABBIKOB O6pa6OTKI/I JAOKYMCHTOB
Ha BCECX 3Talriax I[OKyMGHTOO60pOTa, CHUCTEMATU3AIINN, COCTABJICHUS HOMCHKJIATYPBI ACJI

3HaTh

BCC 3Tallbl 06pa6OTKI/I JAOKYMCHTOB; OTallbl I[OKyMeHTOO60pOTa, CUCTEMATHU3allu U
COCTABJICHU I HOMCHKJIATYPBI ACJI

MO,I[GJ'H/IpOBaHI/Ie CUCTEM JOKYMCHTAU
OpraHnu3anuvun

VYmMers

00pabaThIBaTh JOKYMEHTHI (Pa3IMIHOTO poJia ) Ha BCEX ATanaxX padOTH C HUMU;
CHCTEMAaTH3MPOBAaTh JOKYMEHTHI (Pa3IMuyHOro pojia); COCTABISITh HOMEHKIATYPY Jiell

Bnagers

HaBbIKaMH 06pa6OTKI/I JOKYMCHTOB Ha BCEX 3Tanax ,Z[OI(yMeHTOO60pOTa,
CHUCTEMATHU3allNN, COCTABJICHUS HOMCHKJIATYPBI JACJI

3HaTh

JTarbl JOKYMEHTAITHOHHOTO ¥ HH(OPMAIIMOHHOTO 00ECIICUCHHS YIIPABICHS;, IPHEMBI
CUCTEMaTH3aluH (TUIH3aNH, YHH(PHUKAINN, CTAaHIAPTU3AINH) TOKYMCHTAIHOHHBIX
TIPOIIECCOB , 3TATIBI M IIPABHJIA COCTABJICHUS HOMCHKIIATYPHI JIEJ ¥ IPYTHX
KJIaccu(UKATOPOB, OTPAKAFOIIUX JOKYMEHTHO- KOMMYHHUKAITUOHHBIC IPOLIECCHI B
OpTaHU3aINH;

Munekcanus u KoauduKaus HHHOpMaIud B
MpoeCCHOHATBHOM eI TeTFHOCTH

VYMerts

CHCTEeMaTH3HPOBaTh, THIIU3UPOBATh, YHU(PHUIIMPOBATH JOKYMEHTHI U
JIOKyMEHTAI[HOHHBIE ITPOIIECCHI; BEICTPAUBATh KJIACCU(HKALMOHHBIE CXEMBI IS
HOMEHKJIATYp JIEJ; COCTaBIIATh Tabesb YHU(HUITMPOBAHHBIX (opM 1 anpOoMa OJIaHKOB;

Bnanets

BJIaACHHUECM HaBbIKaMU THUIIU3alluH, yHI/I(I)I/IKaIII/II/I, CTaHJapTHU3allui JOKYMCHTOB KaK
IprueEMaMu COBECPIICHCTBOBAHUA )IOKyMeHTOO60pOTa.

3HaThb

Tpe6OBaHI/I${ K 06pa60T1<e JAOKYMCEHTOB XU OCHOBHBIC IIpaBUJIa SKCIICPTU3BI IEHHOCTU
JAOKYMCHTOB B pa60Te CCKpeTapd - Ha JOCTATOYHOM YPOBHC HE MCHEC 3

OCHOBEI CCKpPETAapCKOTro 06CJ'Iy)KI/IBaHI/IS{
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YMmerh

MpUMEHSTh 3HaHuA 1o DI/, cocTaBneHNN HOMEHKIATYPHI AT CEKpeTapeM
OpraHu3aIH

Bnagets

HaBbIKAMU M METOJMKAMU OIICHUBAHUsI 3HAUUMOCTHU JOKYMEHTa U 0(OPMIICHUS
PUMEPHOH M HTOTOBOI HOMEHKJIATYP JIell B paboTe cekperaps

3HaTh

OCHOBHBIC OTIPECACIICHUS, TIOHATUSA U MCTO/IbI HCCHeHOBaHHﬁ, HCIOJIb3YEMbIX TTPU
06pa60TKe JOKYMCHTOB Ha BCCX JTalax HOKyMeHTOO60pOTa, CUCTCMAaTHU3alluu,
COCTABJICHUSI HOMCHKJIATYPBI ACJI;

[IpoexTupoBaHue yIpaBIeHYECKON
ITOKYMEHTALK OpTraHn3alin

YMmerh

KOPPEKTHO BBIP@XaTh W apryMEHTHPOBAHHO OOOCHOBBHIBATH IOJIOKCHHUS 00PabOTKU
JOKyMEHTOB Ha BCEX OJTamax JOKYMEHTOOOOpOTa, CHCTeMaTH3alliM, COCTaBIICHHS
HOMEHKJIATYPHI e,

Bnanets

METOZaMHU 00pabOTKHU TOKYMEHTOB, CII0OCOOAaMH OIICHUBAHUS 3HAYUMOCTH U
MPaKTHYECKON MPUTOIHOCTH 0OPabOTKH JOKYMEHTOB Ha BCEX dTanax
JIOKYMEHT0000POTa, CHCTEMATH3AIMHI, COCTABIEHHs HOMEHKIIATYPHI JIETT;

3HaTh

OIIPCACIICHUS NTPOLECCOB O6pa6OTKI/I JAOKYMCHTOB Ha BCCX dTallax Z[OKyMeHTOO60pOTa,
CHUCTCMATHU3AllNN, COCTABJICHUS HOMCHKJIATYPBI ACJT;

/1emonpon3BoICTBO MyHUIIUITIAIBHBIX
lydpexaeHui

YMmerh

KOPPEKTHO BBIPaXaTh W apryMEHTHPOBAHHO OOOCHOBBHIBATH IOJIOKCHHUS 00PabOTKU
JMOKYMEHTOB Ha BCEX J3TamaxX JOKYMEHTOOOOPOTa, CHUCTEMATH3allid, COCTABIICHHS
HOMEHKJIATYPHI JIeT;

Bnagers

OCHOBHBIMH METOJaMU PCHICHUA 3a/1a41 B obnactu O6pa6OTKI/I JOKYMCHTOB Ha BCEX
JTarax Z[OKyMeHTOO60pOTa, CUCTCMAaTHU3allu1, COCTABJICHUS HOMCHKJIATYPbI ACJI.

3HaTh

OCHOBHBIE OTIPE/ICTICHUS U MOHATHS, OCHOBHBIE METOJIbI UCCIICIOBAHUHN, OIIPEACTICHUS
MPOLIECCOB AHAIM3A CUTYAIMH HA PhIHKE HMHPOPMAIIMOHHBIX MPOJYKTOB M yCIyT

MeTtoms! parmoHanu3au JJ0Y

YMmerh

UCIIOJIb30BaTh CIIOCOOHOCTh aHATM3UPOBATH CUTYAIMIO Ha PhIHKE MHPOPMAIIMOHHBIX
MPOJIYKTOB M YCIYT, IaBaTh SKCHEPTHYIO OLIEHKY, KOPPEKTHO BBIPAXKATh U
apryMEHTHPOBaHHO OOOCHOBBIBATh TOJIOKEHHUS CIIOCOOHOCTH aHAIM3UPOBATh
CHUTYaIMIO Ha PhIHKE MH(OPMAIMOHHBIX ITPOIYKTOB U YCIIYT, 1aBaTh 3KCIICPTHYIO
OLICHKY COBPEMEHHBIM CHCTEMaM 3JIEKTPOHHOTO JOKyMEHTO000pOTa U BECHUS
9NEKTPOHHOIO apXMBa.

Bnanets

OCHOBHBIMH METOJJaMH1 MCCJICI0BAHUSI, CIIOCO0aMH COBEPIIEHCTBOBAHUS
npodeccHoHANBHBIX 3HAHUHM U YMEHHUH ITyTeM HCIOJIb30BaHMUs BO3SMOXKHOCTEH
MH(OPMALMOHHO Cpebl IPU aHAJIM3€ CUTYallH Ha PhIHKE HH(POPMAIIMOHHBIX
MIPOAYKTOB U YCIIYT, Ta9X SKCIIEPTHOH OIIEHKH COBPEMEHHBIM CHCTEMaM AIIEKTPOHHOTO
JOKYMEHTO0000pOTa U BEJCHNUS SIEKTPOHHOTO apXUBa.

3HaTh

IMPUHIIUIIBI CUCTEMATHU3AIUN U Knaccmbmcaunn JOKYMEHTOB, KOMITJIEKCOB TOKYMECHTOB,
CHUCTEM NOKYMCEHTAIUH,
Ha3HAaYCHNEC HOMCHKJIATYPBI J€JI OpTraHU3alnuu,

J{OKyMEeHTHpOBaHHE JIEATENbHOCTH
HEroCY/JapCTBEHHBIX OpraHU3aluil
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NPUHLUIIBI CUCTEMATH3aluH JOKYMEHTAILHOTO (POH/Ia OpraHn3aliy; IIPUHIHITBI
CHCTEMAaTH3alMU U KJIACCH(UKALMN TOKYMEHTOB, KOMIUIEKCOB IOKYMEHTOB, CHCTEM
JOKYMEHTAIHN;

NPHUHIMIBI CHCTEMAaTH3aLIH JOKyMEHTAIbHOTO (hOHIIA OPTraHU3aLHH;

TUTIOBOM HA0Op CHCTEM JTOKYMEHTAIINH JIF000i1 opraHn3annu

Ymets OIIPEZETATH COCTaB CUCTEM JOKYMEHTAINH, NCXO/ U3 BUIa SKOHOMUYECKOH
JEeATeIIBHOCTH, (POPMBI COOCTBEHHOCTH 1 OPTaHU3alMOHHO-TIPaBOBOH (POPMBI
OpTaHM3aIN

TMIOJTE30BATHCSI HOMCHKIIATYPOH JIeT OpraHu3aluH;

OOBACHSATH CTPYKTYPY JOKYMEHTAJILHOTO (DOHIA OPTaHU3ALMHN, NCXO U3 CHEIU(PHUKA
HEroCyAapCTBEHHON OpraHu3alyu.

BJ'IaZ[eTL MNpUHIUIIAMHU COCTABJICHUA HOMCHKIIATYPBI ACJI OpraHru3alum;

METOAaMH KOMILIICKTOBAaHUA JCII;

MPaKTUYCCKUMU HaBbIKaMH IOJIb30BaAHUSA OGIHGpOCCI/IfICKHMH U BCJOMCTBCHHBIMH
TNECPCUYHBIMU TUIIOBBIX JTOKYMCHTOB

3HaTh CO3JJaHUSI CIIPABOYHO-NH(OPMALIMOHHBIX CPEJICTB K JTIOKYMEHTaIbHBIM (hOHIaM VIOKYMEHTHI U TOKYMEHTOO0O0POT B
OyXraiaTepcKoro y4eTa COrjacHO HOCIEeIHIM H3MEHEHUSIM HOPM C IPUMEHEHHEM OyXraJTepCKOM yueTe
cnenuanuzuposanHoro 110

YMmers pean30BBIBATH IIPUHIMITBI M METO/IbI CO3/[aHUsI CIPAaBOYHO-UH()OPMALIMOHHBIX CPEICTB
K OyXTaJITepCKUM JOKYMEHTaM C IIPUMEHEeHHEM crielpann3upoantoro 110

Buagers HaBBIKAMHU COCTaBJICHHS CIIPABOYHO-MH(POPMAIIMOHHBIX CPEJICTB K OYXIaJITepCKUM
JIOKYMEHTaM C y4eTOM CIeIU(PHUKH OpraHn3allii U IPUMEHEHUEM
cnenuanuzuposanHoro 110

3HaTh OcHOBHBIE TIpaBMIIa 00pabOTKH TOKYMEHTOB Ha BCEX ATalax JOKYMEHT0000poTa, [Ipou3BOACTBEHHAS - IPAKTUKA 110 IIOJIyYECHHUIO
CHCTEMaTH3alliH, COCTABICHUSI HOMEHKIIATYPHI JIeJ npodeccroHaNbHBIX YMEHUIT U OTbITa
Ymerh AHanu3upoBaTh OCHOBHBIE MpaBUiIa 06pa6OTKI/I JOKYMEHTOB Ha BCEX dTamax HPO(I)CCCI/IOHaHBHOfI ACATCIILHOCTH

JIOKyMeHTOO60pOTa, CUCTEMATHU3AIINN, COCTABJICHUA HOMCHKJIATYPHI JCTT

Bnanerts OCHOBHBIMHU HaBbIKAMHU 00pa0OTKH TOKYMEHTOB Ha BCEX ATAMax JJOKyMEHTO000pOTa,
CHUCTeMAaTH3aIl|H, COCTABIICHUS! HOMEHKJIATYPHI JEJT

3HaTh OCHOBHEIE ITpaBwiIa 00pabOTKH JOKYMEHTOB Ha BCEX 3Talax JOKyMEHTO000poTa, [Ipou3BOACTBEHHAS — IPEAJUIUIOMHAS IIPAKTHKA
CUCTEMATHU3alMM, COCTABJIECHUSI HOMEHKJIATYpPhI el

YMmers AQHATM3UPOBATH OCHOBHBIE NTPaBHiIa 00PabOTKH JOKYMEHTOB Ha BCEX dTAlax
JIOKYMEHTO0000POTa, CHCTEMATH3aIINH, COCTABICHNS! HOMEHKIIATYPhI JIeJT

Bnaners OCHOBHBIMH HaBBbIKaMH 00pabOTKH JOKYMEHTOB Ha BCEX dTalnax JOKyMEHTO000poTa,
CHCTEMAaTH3alll1, COCTaBJICHUS HOMEHKIIATyPhl 1]

3HaTh TCOPETUYCCKHUX IMOAXOA0B U OCHOBHBIX MPUHIHUIIOB U METOJ10B YHopsAa04€HUA YHpaBJ'ICHI/IC YCJIOBEYCCKNMU peCypcaMu
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JAOKYMCHTOB, NnopsaKa opranmn3anuu 10KyMEHTOB B KOMILJICKCBL

YMmerh AHAJIU3UPOBATh COCTaB JOKYMCHTallMU OopraHmuzanuun B COOTBCTCTBUU C
YCTaHOBJICHHBIMHU Tpe6OBaHI/ISIMI/I; pcainu3oBaTb Ha IMPpaKTUKE YIopsAaA04YCHUC
KOMIUJICKCOB ~ JOKYMCHTOB U I/IH(l)OpMaI_[I/IOHHLIX IIOTOKOB B COOTBCTCTBHH C
YCTaHOBJICHHBIMU METOAAMH U IPUEMaAMU; O6pa6aTI>IBaTI) JOKYMCHTBI Ha BCCX dTallax
IlOKyMeHTOO60pOTa, CUCTECMATHU3UPOBATH U COCTABJIATH HOMCHKJIIATYPY ACJI.

Bnanets MpUHIUIIAMA 1 METOAaMH YIIOPAAOYCHHA COCTaBa JOKYMEHTOB U I/IH(bopMaHI/IOHHI)IX

HoKa3aTesel; HaBbIKaMH 00pabOTKU JOKYMEHTOB Ha BCEX Talax JOKyMEHTO000pOTa;
HaBbIKaMu cOopa, 0000IIeHNsI, CHCTEMATH3alNH 1 aHaIN3a (PaKTHUECKNX JaHHBIX;
HaBBIKAMHU COCTaBJICHHSI HOMEHKJIATYPHI JEL.

IIK-27- cioco0HOCTHI0 NPpUHUMATDH YyYaCcTue B paGOTe MO0 MPOBEACHUIO IKCIIEPTU3LI HEHHOCTH TOKYMEHTOB

3HaTh MOHSITHE YKCIIEPTHU3BI IEHHOCTH JOKYMEHTOB KanpoBoe 1enonpou3BOACTBO U apXUBBI
YMmeTh MIPOBOIUTD IKCIEPTH3Y IICHHOCTH TOKYMEHTOB (1OKYMCHTOB IO JITTHOMY COCTaBY
Bnanmerts METOAAMH TPOBEICHUS IKCIIEPTH3HI IICHHOCTH JOKYMEHTOB Ha BEICOKOM YPOBHE
3HaTh TpeOOBaHUS K ONPEICICHHIO IICHHOCTH JOKYMEHTA; MPU3HAKH JOKYMEHTa; Habop ["ocymnapcTBEHHBIE, MYHUITUTIATBHBIE U
WHCTPYMEHTOB JISI TPOLIEYPHI IO MPOBEACHUIO SKCIIEPTHU3HI IIEHHOCTH JTOKYMEHTOB. BEJIOMCTBEHHBIE apXUBBI
VYmethb MIPOBOJUTD HKCIIEPTHU3Y IIEHHOCTH JJOKYMEHTA; BBIICTISATH KATETOPUH IEHHOCTH
JIOKYMEHTOB
Bnaners CMOCOOHOCTBIO BUJIETH Ka4€CTBA JOKYMEHTA; CHOCOOHOCTHIO IPUHUMATh Y4acTHE B
paboTe Mo MPOBEJCHHUIO SKCTIIEPTU3bI IICHHOCTH JOKYMEHTOB
3HaTh OCHOBHBIE MPaBUJIa SKCIIEPTU3bI IEHHOCTU JOKYMEHTOB - CBBIIIIE 5 IApxuBOBEICHNE
YMmeTh npUMeHSTh 3HaHus 1o DL/, kpuTepruu HeHHOCTH MpH 0TOOpE TOKYMEHTOB Ha
XpaHEHHe, B TOM YHCJIE B OJIEKTPOHHOM BHJIE
Bnagers HaBbIKaMu U MeToaukamu DL J1;
crioco0am¥ul OTIEHUBaHHS 3HAYMMOCTH JIOKyMEHTa - TipoTokoiupoBanue D1/] u
COCTaBIIEHUE APXUBHBIX OIUCEHN, aKTOB O BBIJICJICHUN JJOKYMEHTOB K YHUUTOXXCHHIO, UX
aHaju3
3HaTh - OCHOBHBIE JTaIIbl, MOPSIOK IPOBEICHUS SKCIIEPTU3bI IICHHOCTH JOKYMEHTOB B IApXHBBI TT0 TUIHOMY COCTaBY
COOTBETCTBUH C HOPMATUBHBIMU JIOKYMEHTAMU
Vmeth - pasTpaHUYUTH TOKYMEHTHI TIOCTOSIHHOTO, BPEMEHHOTO CpOKa XpaHESHHsI, MTOIJIeKAIIe
YHUUYTOKECHUIO
Braanets - HaBBIKAMH JJOKYMEHTUPOBAHUS IPOBEJAECHUS KCIIEPTU3bI LICHHOCTH TOKYMEHTOB
3HaTh OCHOBHBIE TIpaBUIIa 00PaOOTKH TOKYMEHTOB Ha BCEX ATalaX JOKYMEHTO000pOTa, [Ipou3BOACTBEHHAS - MPAKTUKA IO MOJIYUYECHHUIO

CHUCTEMATU3AllNN, COCTABJICHUS HOMCHKIIATYPBI AC]I

HpO(bCCCI/IOHaJIBHLIX yMeHI/Iﬁ U OIIbITa
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YmeTs AHanu3upoBaTh OCHOBHBIE IpaBHiIa 00pabOTKM TOKYMEHTOB Ha BCEX dTanax npodeccroHaNBHOM AeSTeTbHOCTH
JOKyMEHT0000pOTa, CHCTEMaTH3aIlH, COCTABJICHNSI HOMEHKJIATYPHI A€
Bnanets OCHOBHBIMU HaBBIKaMH 00pabOTKM JTOKYMEHTOB Ha BCEX ATalax JOKyMEHTO000poTa,
CHCTEMaTHU3alliU, COCTABICHUS HOMEHKJIATYPBI J1eJ1
3HaTh MpaBUJIa HKCIEPTU3HI IICHHOCTU JOKYMEHTOB apXHBa [Ipou3BoACTBEHHAs — NPEAAUIUIOMHAS IPAKTHKA
YmMmerb HCTIONIb30BaTh 3HaHUA 10 DL1JI, kpuTepuu LIeHHOCTH IIPU 0TOOPE JOKYMEHTOB Ha
XpaHEHUeE
Bnanets TEeXHUKaMH, HaBbIKaMu 1 MeToukamu D1/ o GpoHay apXUBHOTO yupeKIeHUS;
criocobamu OIIeHUBAHMS 3HAYMMOCTH JOKYMEHTa - MpoTokoiupoBanue DI1JI, ee ananu3
3HaTh MOHSTHE SKCIEPTU3BI HEHHOCTH JOKYMEHTOB |YIIpaBineHHe 4eI0BEYECKUMU peCypcaMu
YmeTs MPOBOIUTH DKCIEPTH3Y LIEHHOCTU TOKYMEHTOB
Buagers METOZAaMHU NPOBEICHUS IKCIIEPTU3HI IICHHOCTH IOKYMEHTOB Ha BEICOKOM YPOBHE

K-28- B1agennemM HaBbIKAMH y4eTa U

odecreyeHust COXPAHHOCTHU JOKYMEHTOB B apXuBe¢

3HaTh OCHOBHEIC ITPAaBHJIa COCTABJICHUS APXHUBHBIX YICTHBIX JOKYMEHTOB - IPHUHIIHIIEI IApxuBOBEICHNC
MOCTPOCHHUS, pEAAKTUPOBAHISI CHCTEMBI ydeTa K JOKYMEHTaM apXuBa, OMHCEH,
0COOEHHOCTEH 00eCIeYCHHsI COXPAHHOCTH JOKYMEHTOB
YMmethb OpPTraHU30BaTh 0TOOP HEOOXOAUMOW MH(POPMAITUH [T YUYSTHBIX TOKYMEHTOB
Biagets TEXHUKaMH 1 HaBBIKaMHU 0(OPMIICHUS YUETHBIX JOKYMEHTOB B ycioBusax CO/]
3HaTh - HOPMaTHUBHBIE IOKYMEHTHI, OTPAKAIOLTUE MPUHIUIIBI, METOJIBI U HOPMBI 00ecrieueHns |APXUBBI 110 TUYHOMY COCTaBY
COXPaHHOCTH, y4eTa JOKYMEHTOB B apX1BE
YMmeTh - MPUMEHUTH Ha MIPAKTUKE 3HAHUS O MPaBUIIaX 00ECTIeueHUs] COXPAHHOCTH, yueTa
JIOKYMEHTOB B apXUBE
Bnaners - HaBBIKAMH y4eTa U 00ecTeueHus] COXpaHHOCTH JOKYMEHTOB B apXHBE
3HaTh HOPMATHUBHYIO 0a3y U OCHOBHBIC IIPABUIIA COCTABIICHUS apXUBHBIX YUETHBIX [Tpon3BOACTBEHHAS - MPAKTHUKA IO TIOITYICHUIO
JIOKyMEHTOB - PUHITUIIBI TOCTPOCHHSI CUCTEMBI y4eTa K TOKYMEHTaM apXrBa MpodhecCHOHATLHBIX YMEHUN U OTbITa
Ymetb 0TOMpaTh HEOOXOIUMYO HH(POPMAIIHIO JJIsl YICTHBIX TOKYMEHTOB PO eCCUOHANBHOM ICATENBHOCTH
Bnaners HaBBIKaMU 0()OPMIICHUSI YICTHBIX JOKYMEHTOB K apXUBHOMY (DOHIY - COCTABIICHHE
JIOKYMEHTOB C HEKOTOPHIMH 3aMEeYaHUsIMU
3HaTh HOPMATHUBHYIO 0a3y U OCHOBHBIC IIPABUIIA COCTABIICHUS APXUBHBIX YUCTHBIX [Ipou3BOACTBEHHAS — IPEAJUIUIOMHAS IPAKTHKA
JIOKYMEHTOB - IPUHIUIBI HOCTPOEHUSI CUCTEMBI yUeTa K JOKYMEHTaM apXuBa
Ymetb 0TOMpaTh HEOOXOIUMYO HH(POPMAIIHIO JJIsl YIETHBIX TOKYMEHTOB
Bnaners HaBbIKaMHU 0(hOPMIICHHUS yUETHBIX IOKYMEHTOB K apXUBHOMY (DOHAY - COCTaBJICHHE
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JAOKYMCHTOB C HCKOTOPBIMHU 3aMCYaHUAMU




