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NCITIOJIb3YEMBIE COKPAILIEHUA

OI'OC — denepanbHBIN TOCYAAPCTBEHHBI 00pa30BaTEIIbHBIN CTAaHAAPT
I1C — npodeccuonanbHbIi cCTaHIAPT

TK — TpeboBaHUs KOMIIETCHIINU

K3 - koHkypcHOe 3a1aHue

NJI — uadpacTpyKTypHBIi JTUCT

KO - xpurepun oneHkun

OT u Th — oxpaHa Tpy/Ja u TeXHUKa 0€30MaCHOCTH

CO/1 — cuctemMa AJIeKTPOHHOTO JOKYMEHTO000pOoTa



1. OCHOBHBIE TPEBOBAHUSA KOMIIETEHIIUN
1.1. OBIIIME CBEJAEHUS O TPEBOBAHUAX KOMIIETEHIIUA

TpeboBanus kommerennuu (TK)  «JlokymeHTanmmoHHOoe — oOecrieueHue
YIPaBICHUS U ApXUBOBEICHUE» OIPENEISAIOT 3HaHUS, YMEHHUS, HABBIKU U TPYAOBbIE
(GYHKIMM, KOTOpbIE JieKAaT B OCHOBE HaumOojiee aKTyaJlbHbIX TpeOOBaHMM
paboTojarenei OTpaciu.

[lenbto COpPEeBHOBAHUN MO KOMIIETEHUUH SIBJISAETCA JEMOHCTpALUs JIy4LINX
IPaKTUK U BBICOKOTO YPOBHSI BBIMIOJIHEHHSI PaOOThI 10 COOTBETCTBYIOUIEH paboueit
CHEUaTbHOCTH WU PO(dECCHH.

TpeboBaHusT KOMIETEHUUHU SIBISAIOTCA PYKOBOJACTBOM ISl IOJATOTOBKHU
KOHKYPEHTOCIIOCOOHBIX, BBICOKOKBATHU(UIMPOBAHHBIX CHEUAINCTOB / paboYux H
y4acTusi UX B KOHKypcax Ipo(ecCHOHAIBLHOTO MacTepCTBaA.

B copeBHOBaHHUSAX MO KOMIIETEHIIMM MPOBEpKa 3HAHUM, YMEHUM, HaBBIKOB U
TPYJOBbIX  (PYHKIMI  OCYHIECTBISIETCS IOCPEICTBOM  OLICHKM  BBINIOJHEHUS
MPAKTUYECKON PabOTHI.

TpeGoBaHus KOMIETEHUMHU pa3[eieHbl HA YETKUE pa3fesbl ¢ HOMEpamMu Hu
3aroJIOBKaMM, Ka)KJOMY pasjielly Ha3HAueH IPOLEHT OTHOCUTEIBHOM Ba)KHOCTH,

cymMMma KoTopheix coctasisieT 100.

1.2. MIEPEYEHb TIPO®ECCHUOHAJIBHBIX 3AJIAY CIHEHUAJINCTA IO

KOMIIETEHIINM «/lokymMeHTAllHOHHOE 00ecneYeHne YIIPaBJICHUA 1

APXUBOBCACHHUEC»

Ilepeuens 6u008 npogeccuonanvhol 0esmenbHoCmuy, YMeHUull U 3HaHul, U npoghecCcUOHAIbHbIX MPYO08bIX QYHKYUL
cneyuanucma (uz @IOC/AIC/ETKC.) u 6asupyemcs nHa mpedOBAHUAX COBPEMEHHO20 PbIHKA Mpyod K OAHHOMY
cneyuanucmy

Tabnuya Nel

ITepeuyens npogeccnoHaNbHBIX 32124 CIIEIHATHCTA

1 | Opranusamusi paGoTsl, TEXHHKA §€30MACHOCTH H OXpaHa TPyaa 6

CHGL[I/IaJII/ICT JOJI’KECH 3HATh U ITIOHUMATh:
— TpeOOBaHHMS  OXpaHBl  TpyAa, TEXHUKA  OE30MaCHOCTH,
MIPOTHBOMOYKAPHOW OE30MaCHOCTH;




OCHOBBI TIPABWJIBHOW OpPraHU3allii TPYAa U METOJbI IMOBBIIICHUS
ero 3¢ pexTuBHOCTH;

crenupuKy OCHOBHOMU JCSITELHOCTH OpraHU3aIiH;

CTPYKTYypy  Opranm3anuu, e€ 3aJadyd, B3aUMOCBS3H U
pacripeniesieHue byHKIMH MEXITY CTPYKTYpPHBIMH
MI0JIPa3/ICIICHUSIMU;

MIPUHIIMITEI ¥ TPaBWJIA TUIAHUPOBAHMS pab0Yero BpeMEHHU.

Criennanuct JOHKEH YMETh:

YCTaHABJIMBATh  IIE€JIH,  ONPEACIATh  HPHOPHUTETHOCTh  H
OYCpPEMHOCTD BBIMOJHEHUS PA00T U 3(P(PEKTUBHO paclpeeisaTh
pabouee Bpems;

BBIMOJIHATH TPEOOBAHUS OXPaHbI TPY/Ja U TEXHUKH OC30MaCHOCTH
Ha paboyeM MecTe;

0e30macHo HCII0JIb30BATh OpraHU3aIMOHHYIO TEXHUKY,
000pyI0BaHUE U UHCTPYMEHTHI;

OpraHM30BBIBaTH  paboyee MECTO B  COOTBETCTBHH  C
TpeOOBAHUSMU SPTOHOMHKH H KYJILTYPBI TPY/IA;

co0FIOAaTh KOH(OUICHITNAILHOCTH IMIEPCOHATBHBIX TAHHBIX.

Opranu3anusi padoThbl ¢ JOKYyMEHTaMHU

40

CHGI_II/IaJ'II/ICT JOJDDKCH 3HAaTh U IIOHUMATh:

3aKOHOJIaTEJIbCTBO, HOPMATHUBHBIE, MPABOBBIE AKTHI, CTAHIAPTHI,
METOAMYECKUE PEKOMEHIAIMM B O0JAacTH JIEJONPOU3BOJICTBA,
OpraHMu3aly  YIPABICHYECKOW JICSITEIBHOCTH U  TPYIOBBIX
OTHOIIICHUH;

OCHOBHBIC TpYHIIbL OpraHru3alOHHO-PACTIOPAANTCIbHBIX
JTOKYMEHTOB, OTJIMYHUTEIbHBIE OCOOCHHOCTH WX COCTABJICHUS H
oopmieHus;

OCHOBBI ~ JIOKYMEHTHUPOBAaHHUSl  YINPABICHUYECKUX  PEIICHUH,
TPYAOBBIX OTHOLIEHHUH;

IpaBWjla  COCTaBJI€HHS M OPOPMIIEHHS  JIOKYMEHTOB,
YHU(UIUPOBAHHBIX (HOPM;

MOPSIZIOK  O0OpabOTKH  BXOJANINX, MCXOMSIIMX W BHYTPEHHHUX
JOKYMEHTOB.

CHGI_II/IaJ'II/ICT HAOJIKCH YMCTh:

aHAJIM3UpPOBaTh W  OTOMpATh HUCTOYHUKKM UHPOpManuu B
COOTBETCTBHUM C  KPUTEPUAMU TOJHOTHI, JOCTOBEPHOCTH,
CBOEBPEMEHHOCTH TIPEIOCTABICHHUS WH(POPMAIIHH;

cobupaTb, 00pabaTbiBaTh M aHAJIW3UPOBATh HH(POpPMAIHMIO B
COOTBETCTBHH C 33aHHBIMU TPEOOBAHUSIMH;

KOHCTPYUPOBAaTh pa3IUyYHble BHJbl OJAHKOB JIOKYMEHTOB C
yu€TOM 3aKOHOJATENBHBIX, HOPMATHBHBIX, IPAaBOBBIX AaKTOB,
CTaHJAPTOB M METOAMYECKHX JIOKYMEHTOB, JOKAJIbHBIX aKTOB (B
3aBHCUMOCTH OT ITOCTABJICHHBIX 3a/1a4);

COCTaBIISITh, PENAKTUPOBATh W OQOPMIISTH OpPTaHU3ANUOHHO-
pacropsIuTeIbHbIE TOKYMEHTHI;

COCTAaBIISITh, PENAKTUPOBATH U O(POPMIISTH JOTOBOPHI,
MOJITOTABIMBATH MMPOEKTHI YIIPABICHUECKUX PEIICHHIA;

BBISIBJIATh OIIMOKH, HETOUHOCTH, UCIIPABICHHS U HEJOCTOBEPHYIO
nH(pOPMAIHIO B JOKYMEHTAX;

00paboTaTh BXOJSAIINE, UCXOASIINE, BHYTPEHHUE TOKYMEHTHI, B
TOM 4Hcie 00palieHns rpax/JaH,




BECTH YYETHBIE PETUCTPAlMOHHBIC (DOPMBI, UCTIONB30BATH UX IS
UH(POPMAIIMOHHOHN paboThI;

OCYHIECTBIIATH ~ MapUIPyTU3AIMI0O  JTOKYMEHTOINOTOKOB B
OpraHuM3aliu  (COrJIacOBaHME, TIIOANMCAHUE,  YTBEP)KACHHE,
peructparnms, O3HAKOMJICHUE
Y UCITOJIHCHHE);

oOpabaTbiBaTh W CTPYKTypupoOBaThb HH(MOpMaImio, o0pa3ys
MH(OPMAIMOHHBIE PECYPCHL.

Opranunsanus apXuBHOH padoThI

18

CHGLII/IaJII/ICT JOJIDKCH 3HAaTh U IOHUMATh.

apXMBHOE 3aKOHOJATEIbCTBO, MpPaBUJa OPraHU3ALMU XPAaHEHHUS,
KOMIUIEKTOBaHMUS, Yy4€Ta M  HCIOJB30BaHHUS  JIOKYMEHTOB
ApxuBHoro ¢onna Poccuiickoit denepanuu U Ipyrux apXUBHBIX
JOKYMEHTOB B OpraHax TrOCYyJapCTBEHHOM BJIACTH, OpraHax
MECTHOI'O CAaMOYIPABIICHUS U OPTaHU3ALUAX;

MEPEYHN THUIIOBBIX APXUBHBIX JIOKYMEHTOB, OOpPa3yIOIIUXCS B
NEeATEIbHOCTH OPraHU3alUi, C YKa3aHUEM CPOKOB XPAHECHMUS;
CUCTEMY apXHUBHOro yrpasiieHusi B Poccuiickon ®enepaunu u
opranmzanuio ApxuBHoro ¢onna Poccuiickoit ®Denepanuuy;
XpaHeHHs U 00pabOTKH TOKYMEHTOB;

OpraHu3alMIi0 JEATEIbHOCTH apXuBa C YYETOM cTaryca u
npoduIIs opraHu3aIny;

BUJBI HOMEHKJIATYp Jed, oOmue TpeOoBaHMs K HOMEHKIIAType
TeJT, IOPSIZIOK paOOThI C HUMU;

MOATOTOBKA JIOKYMEHTOB M JIeJ K I[epeJlaye Ha apXUBHOE
XpaHEeHHE;

0COOEHHOCTH CHCTEMaTH3allMU OTJEIbHBIX BUJOB IOKYMEHTOB;
TIpaBUJIa UCIIOJIb30BAHUS APXUBHBIX JJOKYMEHTOB.

CHGI_II/IaJ'II/ICT HAOJIKCH YMCTh:

MIPUMEHATHh NPABWJIA OPraHU3ALMM XPAHECHHsI, KOMIUIEKTOBAaHHS,
yuyéTa M HCIOJIb30BaHMS JIOKYMEHTOB ApXHBHOro (oHJa
Poccuiickoit ®denepanuym U JIpyrux apXWBHBIX JOKYMEHTOB B
opraHax TOCYAApCTBEHHOM  BIACTH, OpraHax MECTHOIO
CaMOYIpaBJIEHUS U OpraHu3alusgx B paboTe;

[OJIb30BAaTbCAd  IEPEYHAMH JOKYMEHTOB U aHAJIMU3UPOBATH
(akTHUYeCKOe CcoepKaHNEe MMEIOIIMXCS B Jiele TOKYMEHTOB MPHU
OIIPEJIETICHUU CPOKOB UX XPAHECHHUS;

OpPraHMU30BBIBATh PA0OTy MO YYETy, XPAaHEHUIO U UCIIOJIb30BAHUIO
apXMUBHBIX JOKYMEHTOB U JI€;

IIPOU3BOJIUTH CHCTEMATU3ALUIO JIET;

OCYLIECTBIATH O(OPMIIEHHE JIe1 BPEMEHHOT0, IOCTOSHHOTO,
JOJITOBPEMEHHOTO  CPOKOB ~ XPAHEHWs, BKJIOYas OTICIbHBIC
KaTerOpHH JIEeIl;

pa3pabaTbiBaTh HOMEHKJIATYPY A€l OpraHu3aluiy;

IIPUMEHSATh HOMEHKIIATYpY JIeN B paboTe;

(dbopMHPOBaTh JOKYMEHTHI B JIeJIa C Y4ETOM UX CleHU(UKH;
COCTaBIISATh U OGOPMIISATH YCTAHOBJICHHbIE apXHUBHbBIE (OPMBI
JOKYMEHTOB;

OCYILIECTBISATh JKCIEPTU3Y LEHHOCTH TOKYMEHTOB, O(GOPMIIATH
JOKYMEHTBl ~II0  pe3yjbTaTaM  JEATEIIbHOCTH  JKCIEPTHOU
KOMUCCHH;

COCTABIISATh U OPOPMIISITH APXUBHBIE CIIPABKH, KOIMU M BBINUCKU




N3 apXUBHBIX TOKYMCHTOB.

Opranu3anusi NOAroTOBKH, NPOBeAeHNUs H 00CTyKUBAHUS
KOH(epEeHTHBIX MepONPUSTHI

10

CrenuanucT N0JDKCH 3HATh U IIOHMMATh:

CrenmanicT JOMKEH 3HATh ¥ TIOHMMATh:

— IpaBWJIa OPraHU3alUU [IPUEMa TOCETUTEIICH;

— MpaBuja JAEJIOBOr0 MPOTOKOJA U ITUKETA;

— IpaBuJia B3aUMOJICUCTBUS C MMApTHEPAMU, KIIMEHTAMU,
CpelcTBaMH MacCOBOM MH(OPMAIIHH;

— IpaBUJa aKTUBHOTO CIIYIIAHMUS;

— TMpaBuja BEJICHUS JEIOBBIX MIEPETOBOPOB;

— TpeacTaBlieHue MHGOPMAIUU JTOCTYITHBIM SI3BIKOM;

— IpaBujia KyJIbTYphl pEUH;

— 1npodecCHOHANTBHYIO TEPMUHOJIOTHIO;

— TpeacTaBUTENbCKHE (PYHKINU;

—  TauM MEHEDKMEHT;

— KOHTPOJIb UCIIOJIHEHUS IOPYUEHHIA;

— peuieHre KOH(DIUKTHBIX CUTYAIIUI/BBIXO/ U3 HECTAaHAAPTHBIX
CUTYalU.

Crenuanuct J0KEH YMETh:

—  OCYILECTBJIATH MOJATOTOBKY U IPOBEJCHHUE JIETOBBIX MEPOIIPUATHIMI
(koH(epeHLUI, COBEIIaHUH U MEpPEeroBOpoB, B TOM YHUCIE
MEX1YHApOAHbIX) U IIPUEM IIOCETUTEIIEH;

— TPUMEHATH  YCTaHOBJEHHBIE  MpaBuUjla U IPOLELYpHI
KOMMYHMKAIIUU BHYTPHU OpraHU3aluu;

— OCYUIECTBJIATH IOATOTOBKY JENOBBIX IMOE310K (KOMaHIHMPOBOK)
PYKOBOJUTENS U APYTUX COTPYAHUKOB OpraHU3alluu;

— TPUMEHATH CPEIACTBA KOMMYHHUKALUU JJIs MEpefaud MOpPYYEHUM
PYKOBOJUTENS U COTPYIHUKOB OPraHU3allNH;

— TPUMEHATH TaliM MEHEIKMEHT B padoTe;

—  OCYILECTBJIATh KOHTPOJIb UCIIOJHEHUS IOKYMEHTOB;

pemaTh KOH(QIMKTHbIE, HECTAH/IaPTHBIE CUTYAIIUH.

Opranuszanus paéoThl ¢ TEXHUKON U PACXOAHBIMH MaTepUaIaMHu

12

Criennanuct JOHKEH 3HaTh U IOHUMATh!

— TIpaBWJIa 3KCIUTyaTallud OPraHU3allMOHHOW TEXHUKH, O(QUCHOTO
o0opynoBaHus, nepudepun, TapHUTYPHI;

— TpaBUJia HUCHOJB30BAaHUS KAHLEISAPCKUX TPUHAIICKHOCTEH WU
pPacXoJHBIX MAaTepHAJIOB, MI€YaTEeH U IITAMIOB; (IISII HOCUTEIIEH.

Crienamict J0KeH YMETh:

— WCTOJB30BaTh B paboTe OPITeXHHUKY, ohUCHOE O00OpYyIOBaHUE,
TapHUTYPY,  KaHIEISAPCKUE  MPUHAAIEIKHOCTH,  PACXOJHbBIE
MaTepHaIbl TIEYaTH, IITAMITBI,

— TIONB30BaThCS M TPHUMEHATH NepudepuitHoe 00OpyIOBAaHUE B
pabote (MOHHWTOp, KJIaBHATypa, MBIIIb, BeO-KaMepa, 3BYKOBBHIE
KOJIOHKH, ayJTUO0 TApHUTYpPA, QIICII-HAKOTIUTEIIN ).

Opranusanus padoTbl ¢ IPOrPpaMMHBIM 00eclieYeHneM U
HHTEPHET-pecypcamMu

14

CHGI_II/IaJII/ICT JOJI’KCH 3HAaTh U ITIOHUMATh:
— oduCHOE TPOrpaMMHOE 00ECIICYCHHE;
— TpaBuia pabOTHI B CHCTEMaX 3JIEKTPOHHOTO JOKYMEHTO000pOTa;




HCIIOJIb30BaHUE APXMBATOPOB, MPOTrpaMM [UIsl CKAHWUPOBAHUS U
00paboTKH JOKYMEHTOB;

— NPOrpaMMBbl AJIs CBSI3U JUCTAHLMOHHON pabOThI 111 pabOThI;

— PDF nporpammsl [uisi pelaKTUPOBAHMS;

— Iporpammsl Ajs paboThl ¢ 6a3aMH JaHHBIX;

— CIPaBOYHBIE IPABOBBIE CUCTEMBI;

—  HMHTEPHET-PECYPCHI;

— (yHKUOMOHANbHBIE  BO3MOXHOCTM  DJIEKTPOHHOH  IOYTHI;
MECCEHIKEPOB.

Crnennanuct J0JKEeH YMETh!

— TI0JIb30BaThCsl  O(QUCHBIM TAaKeTOM (TEKCTOBBI  pemaKTop,
TaOJMIBI);  CO3[aBaTh,  PEAAKTUPOBATh,  (OPMATHPOBATH
JOKYMEHTHI,

— TIOJb30BaThCsS ~ AaBTOMATH3WPOBAaHHBIMH  CHCTEMaMH  y4eTa,
perucTpanyy, KOHTPOJIS ¥ HH(DOPMAIMOHHO-CIPABOYHBIMHU
cHUCTeMaMH IpH padoTe C JOKYMEHTaMU OpraHHW3aldH, B TOM
YHCIIE YAAJICHHO;

— TpPOM3BOAMTH MOHUCK HMH(MOPMAMK B CYIIECTBYIOIIMX 0a3ax
JAHHBIX, BECTH WH(OPMAIIMOHHO-CIIPABOYHYIO paObOTy Ha OCHOBE
Pa3IUYHBIX KOMOMHAIMI TOUCKOBBIX ITPU3HAKOB;

— co3maBaTb W OQOPMIISATH TPE3CHTAINH, JEMOHCTPALMOHHBIC,
BU3yaJbHBIE MaTepUalIbl B Pa3HbIX MPOrpaMMax;

— HCIONB30BaTh TMPOTPAMMBI Ui CKaHMPOBAHUS, PACIO3HABAHUS
TEKCTOB, ApXMUBUPOBAHMUS IOKYMECHTOB;

— HCIIONB30BaTh TEXHWYECKHE W MPOrpaMMHBIE CpEICTBA IS
MIPOBE/ICHUS TOJIOCOBON WIIN BU1€0-KOH(EPEHI-CBS3H;

— HCIONB30BAaTh CPEJCTBA KOMMYHHUKAIIHOHHOW OPTTEXHUKH JIJIs
nojydyeHus M mnepenaun uHopmamuu ans  pabotel ¢ pdf
MIPOTPaMMBI [T PeTaKTHPOBAHHS,

— HCIONB30BaTh IPOrpaMMbl JUIsl paboThl ¢ 6a3aMU JaHHBIX;

— HCIONB30BaTh B PabdOTE CIpPaBOYHBIE IPABOBHIE CHUCTEMBI;
WHTEPHET PECYPCHI;

— HCIOJIB30BaTh B pa0OTE 3JIEKTPOHHYIO OYTY U MECCEHIXKEPHI.

Ilposepumv/coomnecmu ¢ @I'OC, I1C, Ompacnesvimu cmanoapmamu




1.3. TPEBOBAHMUSA K CXEME OLIEHKH

CymMa 0asioB, MPUCYKIAEMbIX MO KaXJIOMYy aclekTy, JO0JbKHa TOoMajiaTh B
nuamna3oH  0ajuioB, OMpEACNIEHHBIX JUIS KaXJOro pasfelia  KOMIIETEHIUH,
0003HAaYCHHBIX B TPEOOBAHUAX U yKa3aHHBIX B Tabmuie No 2.

Tabauya Ne 2

Martpumna nepecuera TpeGOBaAHUI KOMIIETEHIIUN B KPUTEPUM OLlEHKH

1.4. CHEIM®UKALASA ONEHKY KOMIIETEHIINA

Onenka KonkypcHoro 3amanusi OyaeT OCHOBBIBAaThCSI Ha KPHUTEPHSX,

yKa3aHHbIX B Tabaune No3:

Tabauya N3

OuneHka KOHKYPCHOT'0 32/ IaHUA

B nmanHOM KpuTEpHUM OILIEHHMBAIOTCS OpraHU3alus padoTHI,
TeXHHKa 0€30MacHOCTH W oXpaHa Tpyna. KoHcTpynpoBaHme
pa3NUYHBIX BBl OJAaHKOB JOKYMEHTOB C  Y4€TOM
HOPMATHBHBIX TPeOOBaHUI;, COCTaBICHUE, PEAAKTUPOBAHUE U
odopmieHHE OpraHU3aI[MOHHO-TIPABOBHIX,
pacnopsauTeNbHbIX u HMH(}OPMAaLIMOHHO-CITPABOYHBIX
JOKYMEHTOB; DPEIAKTUPOBaHHE U OQPOPMIICHHE IOTOBOPOB;
MOJrOTOBKA IPOEKTOB YIPABJICHYECKUX pELICHUH; 0TOOop
BXOJSIINX, HCXOMSIINX, BHYTPEHHHX JIOKYMEHTOB, B TOM
yuclie 00palieHnii rpakJjad Ui perucTpanii U JajJbHenen




paboThl; BeIEHHUE YYETHBIX PErHCTPAlMOHHBIX  (opM,
UCTIOJIB30BaHUE UX Ul HH(OPMAIIMOHHON PabOThI; KOHTPOJIb
UCIIOJIHEHUS! JIOKYMEHTOB M IOPYYEHMH; OCYILIECTBIECHUE
MapUIpyTU3allMid  JIOKyMEHTOIIOTOKOB B OpraHHU3aluu
(cormacoBaHue, HOJNMCAHUE, YTBEPXKIEHHE, pPErucTpanus,
03HAKOMJICHHE U UCIIOJIHEHHE); CUCTEMATH3aIHs IOKyMEHTOB
[0 BUJAM B TEKYILIEM JEIONPOU3BOJCTBE C COOJIIOJIEHHEM
Taiim MEHEKMEHTA. [Tpumenenue KaHIEJAPCKIX
IPHUHAAISKHOCTEH, TPOrpaMMHOr0 obecreyeHust

B naHHOM KpWUTEpHH OICHMBAIOTCS OpraHu3amus padbodero
MecTa W COOJIOJCHHWE TEXHUKU OC30MAaCHOCTH M OXpaHbI
Tpyna. [lpumMeHeHHe HOPMATHBHBIX JOKYMEHTOB IIPH
co3maHu ¥ O(GOPMIICHUH  OPraHU3allMOHHO-TIPABOBBIX,
pacropsiInTeIbHBIX, UH(POPMAIIMOHHO-CIIPABOYHBIX
JOKYMEHTOB,  JOKYMEHTOB [0  JIMYHOMY  COCTaBy;
OCYIIECCTBIICHUE PETHCTPAIlMU JIOKYMEHTOB WX 0OpaOOTKH;
cUcTeMaTH3alus JOKYMEHTOB [0 BHJIaM B TEKYyIIeM
JICTIONPOM3BOJICTBE C COOJIIOJICHUEM TaiiM MEHEKMCHTA,
MOJITOTOBKA TPOCKTOB OOHOBJICHHBIX JIOKYMEHTOB C YUETOM
KOPPEKTUPOBKH M pe30itonuu. [IpuMeHeHue KaHLEeIIpPCKUX
NPUHAJISKHOCTEH, TPOrPAaMMHOTO 00eCTieueHUsI.

B naHHOM KpuUTEpUH OLICHMBAIOTCS OpraHM3anus pabouero
MecTa U COOJIOAEHHE TEXHUKU O€30MacCHOCTH M OXpaHbl
TpyAa. YMEHHE OCYIIECTBUTb IOJIrOTOBKY  JEJIOBBIX
MeponpusATHi (KOH(pepeHIIN, COBEIIaHui U MeperoBopoB, B
TOM 4YHCIE€ MEXIYHApOIOHBIX) W IpUEMa MOCETHTENEH;
IPUMEHEHUE  YCTAHOBJIECHHBIX MpPaBUI M NPOLERYP
KOMMYHHKAIlMM BHYTPU OpraHU3aLlUU; IPUMEHEHHUE CPENICTB
KOMMYHHKAIUM JJIs NEpeJadyd MOPYYEHUH PYKOBOIUTENSA U
COTPYAHUKOB OpPraHU3allM; NPUMEHEHHE TallM MEHEIXMEHT
B paboTe;  OCYUIECTBICHME  KOHTPOJII  MCIIOJHEHMS
JOKYMEHTOB; pElIeHHEe KOH(DIMKTHBIX, HECTaHIAPTHBIX
CUTYaIHil.

OneHuBarOTCs BBICTYILICHHE, IPE3CHTALUs, TIOJTOTOBIECHHBIE
NPEUIOKEHUST M TPOEKTHl JOKyMEeHTOB. IIpumeHeHune
KaHIEJIAPCKUX IIPUHAJIE)KHOCTEH, IPOrPAMMHOTO
o0ecreyeHns 1 HHTEPHET-PECYPCOB.

JTAaHHOM KPUTEPUHU OIICHUBAIOTCS OpraHu3amus pabouero
MecTa U COONIOJEHHE TEXHUKH O€30MacHOCTH M OXpaHbl
Tpyna. OpraHuzaius XpaHEHHs, KOMIUICKTOBaHUS, y4€Ta |
WCTIONIb30BAaHUsl apXHMBHBIX JOKYMEHTOB. DOpMHUpOBaHUE H
odbopmiienue aen. KauectBo mpommBku nen. OmnpeneneHue
CPOKOB XpaHeHUus Jel, MIpUMEHEHHE TepeyHeH.
OcymiecTBICHNE  OKCHEPTH3bl  IIEHHOCTH  JOKYMEHTOB,
opopMIIeHHE AOKYMEHTOB IO pe3ylbTaTraM JAeSaTeIbHOCTH
SKCIEPTHOM KomuccHM. KauecTBO TOATOTOBKM JTaHHBIX,
HEOOXOMUMBIX JJIi COCTaBIEHHUS JOKYMEHTOB Ha OCHOBE
CBEJICHNH, UMEKIUXcsl B apxuBHOM jnene. KauectBo
MOJATOTOBKM Jiefla K YHHUYTOXKEHHUIO WIM K Iepenadye u3
CTPYKTYpHOTO TOJpa3fefieHuss B apXWB OpraHU3alUH.
KauectBo ocymecTBienus uHDOPMANMOHHONW pPaboOTy 1O
JIOKYMEHTaM, B TOM YHCJI€ C HCIOJIb30BaHUEM OPITEXHHKH,




OPOTrPaMMHBIX ~ CPEICTB  yd4eTa, XpaHCHHs M  ITOHCKa
JIOKYMCHTOB. BHeceHHe W3MEHCHHMU B HOMCHKIIATYPY .
[TpumeneHue KaHIIETIPCKUX NPUHAUICKHOCTEH,
MPOrPaMMHOTO 00ECTICUCHUSI.

1.5. KOHKYPCHOE 3AJIAHUE

OO611ast POROIKUTENBHOCTS KOHKYpCeHOro 3amanus ' 13 gacoB 30 MHHYT.

KosmnuecTBO KOHKYPCHBIX THEW: 3 THS

Bne 3aBucuMocTu ot KosimuecTtBa Moayneil, K3 mMomKHO BKIIOYATh OLEHKY IO
KKJIOMY U3 pa3/iesioB TpeOOBaHUN KOMIIETEHIINH.

OueHka 3HaHMM Yy4YacTHUKA JOJDKHA MPOBOJIUTHCS 4YEpPE3 MPAKTUUECKOE
BbIllONTHEHNE KOHKypcHOro 3agaHus. B 1gomosiHEeHME MOTYT — YYUTBHIBATHCS
TpeOoBaHUsI padoToAaTeNe MJii TMPOBEPKH TEOPETHUUECKUX 3HAHUW / OIEHKHU

KBaJTU(DUKALIUH.

1.5.1. Pa3paGoTKa/BbI00pP KOHKYPCHOI'O 32/1aHUS

KonkypcHoe 3amaHue cocToUT u3 4 MOAyJeHd, BKIIOYaeT 00s3aTelIbHYI0 K
BBITIOJTHCHUIO YacTh (MHBAapUaHT) — 3 MOYJIS, U BapHATHUBHYIO 4acTh — | MOJYIIb.
OO6m1ee KOaUYecTBO OANIOB KOHKYPCHOTO 3aAaHus coctaiisieT 100.

OOs13aTenbHass K BBINIOJIHEHUIO YacTh (MHBAapHAHT) BBINOJHIETCS BCEMHU
pernoHamu 0e3 UCKIIIOUEHUS Ha BCEX YPOBHIX YEMITMOHATOB.

BapuatuBHblii  MOIyNlb  BBIOMpAaeTCd PETMOHOM  CaMOCTOATENBHO B
3aBHCHUMOCTH OT TMOTpeOHOCTel paboTojaTeneld peruoHa B COOTBETCTBYIOLIMX
cnenuaiicrax. B ciydyae eciu BapuaTUBHBIA MOAYJb HE TMOAXOJUT MO 3aIpoc
paboTonaTenss KOHKPETHOTO pEruoHa, TO BapHAaTUBHBIA MOIYJIb (QopMHUpYyeTCs
pPErMOHOM CaMOCTOSTENbHO MOA 3ampoc padotomarens. Ilpu stom, Bpems Ha
BBITIOJIHEHUE MOJAYJS U KOJMYECTBO Oa/lIOB B KPUTEPHUSIX OLEHKHU MO ACIEKTaM He

Mmensitores (IIpunoxenue 3. MaTpuiia KOHKYpCHOTO 3a/IaHHUS).

1 .
Vxaszvieaemca cymmapnoe epems na svinonnenue ecex mooyneti K3 oonum konkypcanmonm.
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1.5.2. Ctpykrypa MoayJieii KOHKYPCHOTO 3aaHusl (MHBapPUAHT/BAPUATHB)

Monayasb A. JlokyMeHTHpOBaHME H IOKYMEHTO000POT (MHBAPHUAHT)
Bpems na evinonnenue mooynsa 3 yaca 00 MuHyT

3ananmsi: Konxkypcanmy HeobOX00UMO CHIAHUPO8AmMb c80e pabouee 8peMs,
obpabomams 30 O0KyMeHmo8 meKyuwezo 0elonpou3B00Ccmed; noocomosunmb
NPOEeKmbl OMEEeMHbIX OOKYMEHMO8 N0 3anpocy Ulu no NOPYHYEHUr0 pyKo8ooumels
opeanusayuu; pacnpeoenums OOKYMeHmyvl Ha KOHMPO.lb, HA UCNOJIHEeHUe, HA NOONUCH
(npu  Heobxooumocmu). Bce 0Ookymenmwvl cxanuposamev U NPUKpenumv K
DPecUCmpayuOHHO-KOHMPOTIbHbIM — (QopMaM 6  JCYPHANAX — pecucmpayuu 8
9N1eKMPOHHOM  8uOe. Cucmemamusuposams ~ OOKYMeHMbL. Cozoampw
UHDOPMAYUOHHO-CNPABOUHYIO 6A3Y OAHHBIX NO 0OPAOOMAHHLIM OOKYMEHMAM.

Konxypcanmy npedocmasnsaiomes 6 31eKMPOHHOM UAU OYMANCHOM BUOe:
OpP2aHU3AYUOHHASL CIMPYKMYPA YNPAGIeHUs, KapmouKa Op2anu3ayu, UHCMpYKyusi no
0elonpou3800Ccmsy, HOMeHKIamypa O0el Ha MeKywui 200, OOKYMeHmbl,
nocmynuguiue ce200Hs NO Noyme 6 KOHBepmax, U3 0moenos, 00CMAGIeHHble
KYpbepoM, nepedanHvle COmpyOHUKAMU U HanpagienHvle Ha 2NeKMPOHHYIO0 NOYm).

Konxypcanmy neobxooumo evigecmu Ha neuamsv pe2UucCmpayuoHHO-yYemHble
dopmeol.

Ilpu  evinoanenuu Mooyna KOHKypcanmy npedocmasgnsiemcs OO0Cmyn K
CHPABOYHO-NPABOBOL cUCTEMe.

Ilpu obpabomre O0OKYMeHMO8 KOHKYPCAHM UCNONb3Yem Wmamnsl, neiamu,
gaxcumure.

Moayas b. JlokymeHTaumoHHOe o0ecnedyeHue PpadoTbl ¢ MEPCOHAIOM
(BapuaTtus)
Bpemsa na evinonnenue mooyna 3 waca 00 MuHyT

3apanus: Koukypcanmy HeobXo0umo CniaHuposams ceoe paboyee pems 0
8LINONIHEHUSL  NAMU  KAOPOBbIX onepayuti (npuem, nepesoo, KOMAHOUPOBKA,
VBOIbHEHUe, OMNYCK, NOOWpeHue, B3bICKaHue, UMeHeHUue JUYHbLIX OAHHDBIX,
U320MoseHuUe KONUll Kaoposvlx OOKYMEHMO8, 8bINUCOK UL Opyaue).

Buecmu usmenenuss 6 0okymenmsi (wmamunoe pacnucauue; mabensb yuéma
paboyeco @pemenu, epaux OomnycKkoe uau opyeue); NOO20MOGUMb NPOEKM
0OHOBIEHH020 OOKYMEeHmAa C Y4emom KOPpeKmupoeku u pesonoyuu c¢ 1 uucna
cnedyoueco mecaya, noo2omoeums NPOeKm HPUKa3ad O 6HeCeHUU USMEHEeHUl 8
O0OKYMeHM, N0O020MOBUmMb HeobXoouMble Omuemsl N0 KA0POBbIM COObLIMUSIM.

Kounkypcanmy npedocmasnaiomcs 6 31eKMPOHHOM UMU OYMANCHOM 8ude:
KApmouKa opeaHu3ayuul, WmamHoe pacnucanue Ha mekyuutl 200 (8 OymMaxicHom suoe
o0nsl pabomvl U 8 JJIEeKMPOHHOM 68Ude Ol BHECeHUs NONPABOK), OO0JHCHOCMHAL
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UHCMPYKYUSL CReyuanucma omoeia Kaopos, HOMEHKIAmypa o0ell Ha meKywui 200,
epaguk omnycrKos, KHuea yuema O8UNCEHUs MPYOO8bIX KHUINCEK U 6KIaObluLell K Hell,
JICYPHATBL pecUcmpayuul 8 2J1eKMpPOHHOM 6ude, JuyHvle Kapmouku ¢gopmul T-2 u
mpyooevie KHUNCKU COMPYOHUKO8, OOKYMEHMmbl, NOCHMYNUuuUe 8 omoel Kaopos
Ce200Hsl.

Coz0amb uHGoOpmMayuoHHO-CNpagounyro 6a3zy OAaHHbLIX HO 00pPAOOMAHHbLIM
OOKYMeHmaM.

Bvigecmu Ha neuamv 8ce CO30aHHble OOKYMEHMbL: NPUKA3bL, MPYOOsble
002080pbl, coenacue Ha obpabomky II/], npoexmvl wmamHno20 pacnucaHus u
npuUKaza 06 ymeepicoeHuy WmamHo20 pacnucaHusi.

Ilpu evinoanenuu Mooyns KOHKypcauwmy npedocmasisiemcs OOCmyn K
CHPABOUHO-NPABOBOIL cUCeMe.

Ilpu obpabomxe OOKYMEHMO8 KOHKYPCAHM UCNONb3Yenm WmMAaMnsl, nedamu,
gaxcumure.

Moayas B. Cekperapckoe o0caykuBaHue (MHBAPUAHT)
Bpems na évinonnenue mooynsa 3 uaca 30 mun.

(u3 Hux 30 Mun. Ha 8blcmynjieHue Y4acmHuKkos)
3ananms: Kowkypcawmy, 6 poau cekpemaps (6 cocmase pabouell 2pynnol

opeaHuzayuu), He0bx00UMO CHIAHUPOBAMb C80€e pabouee 8pems OJisl CeKPEemapCcKo2o
00CIIYIAHCUBAHUSL 0€T0B020 MEPONPUAMUSL. KOHDepeHyUU.

Konxypcanmy mneobxooumo pacwugposams ayouozanucb u cocmasums
HeoOX00UMblLL OOKYMEHN N0 NOPYUEHUIO PYKOBOOUMESE OPSAHUZAYUL.

Ilooecomosums 0oKymeHmbl U NpPoekmvl OOKYMEHMO8 8 INeKMPOHHOM BUle:
niaH NO020MOBKU, PACNOPSOUMENbHbIL OOKYMEHm O COo30anuu pabouell epynnol,
UHDOPMAYUOHHO-CNPABOUHBIE OOKYMEHmMbl, OO0KIAO0, OMUEMm,; NPeolodNHCeHUsT No
opeaHuzayuu  Mmeponpusmus, — OpPeHOUPOBAHHOU  NPOOYKyuu,  mpaucgepa,
pasmeweHus,  NPONCUBAHUS,  NUMAHUSL — VYACMHUKOS,  Op2eaHuzayuu  oocyed
(KyIbmypHasi npocpamma) u opyaue Mamepuaivl, 8 3a8UCUMOCIIU OM CUMYAYUU.

Omobpazums paspabomaHubie npeoloHCeHuss U OOKYMEHMbl 8 NPEe3eHMAaAyUU.

Iloocomosums evicmyniienue Ha 5 MUHym om umeHu cekpemapsi OpeaHu3ayuu
Ha memy « Cekpemapckoe 00CIyHCU8aHue MeponpusimusLy.

Konxypcanmy npedocmasnsemcss 8 3/1eKMPOHHOM UTU OYMANCHOM 8Ule:
Kapmouka  opeaHu3ayuu,  OOJNCHOCMHASL — UHCMPYKYUS,  UHCMPYKYUs  HO
0enonpouzeoocmay,  nogecmka — OHA,  CMPYKMypa  op2aHuzayuu,  opyeue
uHGOpMayUoHHOE-CNPABOUHbIE OOKYMEHmMbL (NPOSPAMMA MEPONPUSMUSL, NUCbMO-
npuenaulerue uiu opyaue) OOKyMeHmol.

Iloozomosnennas npeszenmayusi u meKcm O BbICMYNJIEHUs COAlOMCs
9KCNEPMHOU 2pynne nocjie 3a8epuieHusi NOO20MOBKU U He NOONeHCam UMeHEeHUIM U
OONnoNHeHUsM neped GviIcmynieHuem. Bo 6pems evicmynjieHus KOHKYPCAHMbL
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HAX0O0AMCsL 8 KOMHame KOHKYpCaHmoe u npuciautaroncs 6 6puqbuH2—30Hy moJlbKO
07151 C80€20 8bICMYNJIEHUAL.

Mooyns I. XpaHeHue, KOMILIEKTOBAHUE, YY6T U UCIOJIb30BaHUE APXUBHBIX
JTOKYMEHTOB (MHBAPHUAHT)
Bpems na evinonnenue mooyns 4 waca 00 munym

3aoanua: Konkypcanmy neobxooumo opeanHu308ams 3KCHEpmu3y YeHHoOCmu u
UCNONIb308AHUE APXUBHLIX OOKYMeHmos. M3 npeonodicennvix Oell cpopmuposams u
ogopmums O0ena NOCMOAHHO20, 00JI208PEMEHHO20, BPEMEHHO020 XPAHeHUs U 0eld No
JUYHOMY COCMABY C YY4E€MOoM HOPMAMUBHBIX OOKyMeHmos. Heobxooumo ogpopmums
OOKYMeHmbl N0 pe3yibmamam O0essmelbHOCmU IKCNepmHol Komuccuu. Bceeo 0na
BbINONIHEHUSL 3A0AHUSL VYACMHUK)Y npednazaemcsi 5 oen (4 Oena Ha OymadsxicHom
Hocumene u 1 21ekmponHoe Oeno (unu eubpuouHoe 0eno), 8 mom uucie, Oeid
Yacmu4Ho copmuposannvle u 6 poccvinu). /{oaxcHbl Obimb 0popMieHbl 6ce dend,
BKIIOYAS INEKMPOHHOE (SUOPUOHOE 0el0).

Koukypcanmy  neobxooumo  emecmu  usmeneHuss 8  OelUCMBYIOWYI0
HOMEHKIamypy 0ell, No020MOo8UMb NPOeKm HoMmeHKiamypsl oei. lloocomosumo
OOKYMeHmbl N0 3anpocy HA OCHOBe CBEOeHUll, UMEIOWUXCS 6 apXUBHOM Oele
(apXuUBHYIO CRPABKY, APXUBHYIO BLINUCKY, APXUBHYIO KONUIO).

Konxypcanmy npedocmasnaromes 6 31eKMPOHHOM UAU OYMANCHOM BUOe:
KApmouKa opeanu3ayuu, 00JIHCHOCMHAS UHCMPYKYUSL apXUBAPUYCA, UHCMPYKYUS HO
oenonpoussoocmsy, 5 0ell, 8KI0UAs INIeKMPOHHOe (cUOPUOHOE), HOMEHKIAMYpa Oeil
APOWIBIX Jlem (8 21eKMPOHHOM uoe OJisi peOaKmMupo8arus, GHeCeHUs U3MEeHeHULl No
yKazauuro  pykosooumens). [na  peoakmuposaHus — 6bl0Aémcs — IKIEMNAAP
HOMEHKIamypbl Oel.

Ilpu evinonnenuu Moodyna KOHKypcanmy npedocmasgisiemcs OOCmyn K
CNPABOYHO-NPABOBOLL cucmeMme.

Ilpu obpabomre OOKYMeHMO8 KOHKYPCAHM UCNONb3Yem Wmamnsi, neiamu,
gaxcumurne.

Heobxooumo obpamums ocoboe enumanue Ha mexHuky 0e30naCHOCMU Npu
pabome ¢ WUIOM U UTIOU NPU NPOUUEKE Oell.
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2. CIIEIIMAJIbHBIE ITPABUJIA KOMITETEHIMHA®

Opranuzatop  COpEeBHOBaHUN  00s3aH  MPEJOCTABUTh  KOMIIBIOTEPHI,
MporpaMMHOE OOecreyeHrne, KOTOpble MOKHO HCIIOJIb30BaTh B OCHOBHBIX PEXKHMAaX
paboTel. Mapku u MoJenu o0OpyJdoBaHMs, a TakKe MPOU3BOJUTEIN MOTYT
OTIMYATBCS MEXIy COOOM, HO JOJDKHBI CTPOTO COOTBETCTBOBATh TEXHUYECKUM
XapaKTepUCTUKaM, MponucaHHbiM B Onucanuu komneTeHun u MadpactpykrypHoM
JIUCTE.

[Ipu BbIONHEHUH PAOOT MOXKET OBITh HMCIOJIB30BaH BECh TEXHUYECKUUI
MOTCHITMAT TEXHUYECKUX CpeACTB yhpaBieHus. [[nsg o0paboTKu HOKYMEHTOB
npejyiaratoTcs IMITamibl, nedat, dakcumuie. [Ipu MCroNb30BaHUU 3JIEKTPOHHOMN
MOAIUCH — MakKeT (00pa3zelr) JJIsl UCTIOIb30BaHUs.

['maBHBIA 3KCHEPT OMpenensieT MPOU3BOACTBEHHBIE CUTYAIMH IS MOIYJICH;
pa3pabaThIBacT JOKAIbHBIE aKThl OPTaHU3AIMU; MAKEThl JIOKYMEHTOB; YTOUHSIOIIIE
CBEJICHUSI W JIOTIOJHUTENbHBIE MaTepuainbl. J[aTbl B JOKyYMEHTax HEOOXOAUMO
MpUBS3aTh K JaTaM MPOBEICHUS COPEBHOBAHUMN; MAKEThl -- K PETHOHY, B KOTOPOM
MPOBOAUTCS 4YeMIUOHAT. JIOKyMEHTBhl TOATrOTABIMBAIOTCS B OyMaXXHOM W
AJIEKTPOHHOM BapUaHTaX, B KOHBEPTAX; MEPEAAIOTCS O DJIEKTPOHHOU MOYTE,

2.1. JIM4HbIA MHCTPYMEHT KOHKYPCAHTA
HyieBoli - Heb3s1 HUUEro NPUBO3UTD.

2.2. MaTepuaJbl, 000py10BaHHE U HHCTPYMEHTBI, 3alipelieHHbIe Ha
U101 A/IKE

3anpelieHHbIMU Ha TUIOMIAIKE KOHKYpCa CUUTAIOTCS MaTepUalibl 1 000pyI0BaHHE, HE
o0o3HaueHHbIe B MTHGpacTpykTypHOM JTHCTE

3. HPUJIOXKXEHUSA

[Tpunoxxenue Ne 1 HCTpyKIMA 1O 3aN0JIHEHUIO MATPUILIBI KOHKYPCHOTO 3aaHus
[Tpunoxenue Ne 2 MaTpuiia KOHKYpCHOTO 3a1aHUS

[Tpunoxenue Ne 3 Kpurepuu orieHKu

[Tpunoxenue Ne 4 VHCTpyKuMs 1o oxpaHe TpyAa M TEXHHKE O€30MacHOCTH IO

KOMIICTCHIIUN «I[OKYMCHT&HI/IOHHOGE obOecrieyeHne YIPaBJIICHUA U apXUBOBCICHUC)).

2
Ykazviearomes ocobennocmu KoMnemeHyuu, Komopble OMHOCIAMCA KO 6CemM 603pACMHbIM Kamezcopusim U YemMnuOHamHnbim
JUHeUKam 6e3 UCKIIOYeHUs.
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