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HUCITOJIb3YEMBIE COKPAIIEHUSA

OI'OC — denepabHBIN TOCYAAPCTBEHHBI 00pa30BaTEIIbHBIN CTAaHAAPT
[1C — mpodeccruonanbHbIi CTaHAAPT

TK — TpeOoBaHUs KOMIIETCHIINT

K3 - koHKypCcHOE 3a1aHue

NJI — uHppacTpyKTypHBIH JHUCT

KO - kpurepuu oneHkn

OT u Thb — oxpaHa TpyJa 1 TeXHHUKa 0€30MaCHOCTH



1. OCHOBHBIE TPEBOBAHUSA KOMIIETEHIIUN

1.1. OBIIME CBEJEHUS O TPEBOBAHUAX KOMIIETEHLIUU

Tpebopanus kommereHnuu (TK)  «JlokymeHTalnlMoHHOE  oOecIeueHue
YIPABJICHUS] U apXUBOBEJICHUS» OMPEIEISAIOT 3HAHUS, YMEHHUSI, HABBIKU U TPYIOBBIC
GbyHKIIMM, KOTOpbIE JieXKaT B OCHOBe Hambojee akTyalbHBIX TpeOOBaHUMN
paboTojarenei OTpaciu.

Llenpr0 COpPEBHOBAHUWI MO KOMIETEHIUHU SIBJISIETCS JIEMOHCTpAIMs JIyYIIUX
OPAaKTUK ¥ BBICOKOTO YPOBHS BBIMOJHEHUS pabOThl IO COOTBETCTBYIOIICH
CHEUATBHOCTU WU TIpodecchm.

TpeGoBaHUs KOMIETEHIMU SABJISIIOTCS PYKOBOJACTBOM JUJIsi  MOJTOTOBKH
KOHKYPEHTOCTIOCOOHBIX, BRICOKOKBATU(UIIMPOBAHHBIX CIIEUATUCTOB U YYaCTHUS UX B
KOHKYpcax MpoecCHOHATBHOTO MaCTepCTBa.

B copeBHOBaHMSX MO KOMIIETEHIIMM MPOBEpPKA 3HAHUM, YMEHWW, HABBIKOB U
TPYJOBBIX  (PYHKIMII  OCYLIECTBJISIETCS  MOCPEICTBOM  OLIEHKHA  BBIITOJHEHHS
MPaKTUYECKON paOOTHI.

TpeboBanusi KOMIETEHLMU pa3/ielieHbl Ha YETKUE pa3esibl ¢ HOMEpPaMH U
3arojIOBKaMu, KaXXJOMy pa3/ely Ha3HauyeH NPOLEHT OTHOCUTEIbHOW Ba)KHOCTH,
cyMmMa KoTopheix coctasisieT 100.

1.2. IEPEYEHD ITPO®ECCHUOHAJIBHBIX 3AJTAY CIIEHUAJIUCTA
IHO KOMIIETEHIIUHN «/lokyMeHTAUMOHHOE oO0ecneyeHue YNPABJICHUS U

APXNBOBCACHUN»
Ilepeuens 6u006 npogheccuoHanvbHol OesimenbHOCMU, YMeHUll U 3HAHUL, NPOpecCcUOHANbHBIX

mpyoosvix @yukyuii cneyuanucma (u3 PIOC/HAIC/ETKC.) u 6asupyemcs Ha mpebosanusx
COBPEMEHHO20 PLIHKA MPYO0ad K OAHHOMY CReYUudiucmy

Tabnuya Nel

Ilepeyenn npodeccHOHATBHBIX 32124 CHEIHATHCTA

1 | Opranusamust paboThI, TEXHHKA 6E30MACHOCTH U OXpaHa Tpyaa 6

CrienuaiucT J0HKEH 3HATH U IOHUMATh:

— TpeboBaHMS ~ OXpaHbl  TpyAa, TEXHUKH  O€30MacHOCTH,
MIPOTUBOMOXKAPHOH 06€30MaCHOCTH;

— OCHOBBI HpaBHHBHOﬁ opranu3anvi Tpyaa U METOABI IMOBBIIIICHUA
ero 3¢ pexTuBHOCTH;

— cnenu(uKy OCHOBHOH J€ATeIbHOCTH OpraHU3aINH;

— CTPYKTypy OpraHm3amnuu, e€ 3agadd, B3aUMOCBS3U W
pacnpeseneHue byHKUMH MEXITY CTPYKTYpPHBIMH
IOIpa3IeICHUAMU;

— TPUHIUIBI U TIPaBHUJIA TUIAHUPOBAHUS pabovero BpEeMeHH.

Cneunuanuct T0KEH YMETh:
— yCTaHaBJIMBAaTh 1€, OMNPENENSITh  NPUOPUTETHOCTH U




04epEAHOCTh BBITIOJIHEHHS padoT U 3PPEKTHBHO pacHpenemsiTh
pabouee Bpems;

BBINOJIHATH TPEOOBAHUS OXPaHBI TPYJa U TEXHUKH OE30MaCHOCTH
Ha pabodeM mecTe;

0e30MacHO  HKCIOJIb30BaTh  OPraHU3ALUOHHYIO  TEXHUKY,
000pyJ0BaHUE U UHCTPYMEHTHI;

OpraHu30BBIBaTH ~ paboyee MECTO B COOTBETCTBUU  C
TpeOOBAHUSMU SPTOHOMHKH H KYJIBTYPBI TPY/IA;

coOMI0AaTh KOH(OUICHITNAILHOCTH MEPCOHATBHBIX TAaHHBIX.

Opranu3zanus paboTsl C TOKYMEHTaMU 40

Crnenpanuct A0JKEH 3HaTh U TIOHUMATh:

— 3aKOHOJATENIbCTBO, HOPMAaTHBHBIC, MPABOBHIC aKThl, CTAHIAPTHI,
METOAMYECKHE PEKOMEHJALUMUu B 00JacTH JAEJIONpPOU3BOJICTBA,
OpraHu3alli  YIPABJICHUYECKOW JEATEIBHOCTH M TPYAOBBIX
OTHOIIICHHH;

— OCHOBHBIE TPYIIIBI OpTraHU3aIOHHO-PACHOPSAUTEIBHBIX
JOKYMEHTOB, OTJIMYUTEJIbHbIE OCOOCHHOCTHM HMX COCTAaBJICHUS U
oopmienus;

— OCHOBbl  JIOKYMEHTHPOBAaHHUS  YIPABICHUYECKUX  PEILEHHIA,
TPYZIOBBIX OTHOLICHUH;

— TIpaBWJa  COCTaBleHMS M OGOpPMIIEHUS  JIOKyMEHTOB,
yHA(PUIIPOBAaHHBIX (HOPM;

— TOpAJOK 00paOOTKM BXOIAIIUX, MCXOJSAIIUX U BHYTPEHHHX
JOKYMEHTOB.

Crenanuct J0KEH YMETh:

— aHanuM3upoBaTb U  OTOMpAaTh HUCTOYHUKUM HMHPOpMALUU B
COOTBETCTBUM C  KPUTEPUSAMU IOJHOTHI, JOCTOBEPHOCTH,
CBOEBPEMEHHOCTH TPEJI0CTABICHHUS WH(POPMAIIHH;

— cobuparb, oOpabaThiBaTh W aHAIM3UPOBATh WHGOPMAIUIO B
COOTBETCTBHH C 33JaHHBIMU TPEOOBAaHUSIMH;

— KOHCTPYHMPOBaTh pa3W4Hble BUJAbI OJAHKOB JOKYMEHTOB C
y4€TOM 3aKOHOJATENbHBIX, HOPMATHBHBIX, IPAaBOBBIX aKTOB,
CTaHJApTOB M METOAMYECKHX JIOKYMEHTOB, JOKAJIbHBIX aKTOB (B
3aBHCUMOCTH OT ITOCTABJICHHBIX 33/1a4);

— COCTaBJIAThb, PEJAKTHUPOBATh U O(OPMIIATH OPTraHU3ALHOHHO-
pacropsIuTeIbHbIE TOKYMEHTHI;

—  COCTaBJIATbh, PEJAKTUPOBATH U O(OPMIIATH JOTOBOPHI;

— TOATOTAaBJIMBATH MPOEKTHI YIIPABICHYECKUX PEIICHU,

—  BBIABJIATH OMIMOKU, HETOYHOCTH, UCIIPABJICHUS U HEJOCTOBEPHYIO
nH(}OpPMALIKIO B TOKYMEHTAX;

— 00paboTaTh BXOASIINE, UCXOMAIINE, BHYTPEHHHE HOKYMEHTHI, B
TOM 4HcIie 00palleHus rpaXxkiaH;

— BECTH yYETHBIE PETUCTpAIMOHHBIE (DOPMBI, HCIIOJIB30BATh UX IS
nH(OPMAaLIMOHHON PabOThI;

— OCYHIIECTBJIATH  MapIIPYTH3alMI0  JOKYMEHTOIIOTOKOB B
opranuzanuu  (corjacoBaHue, IOANUCaHHE,  YTBEp)KIEHUE,
perucTparnwsi, 03HaKOMJICHHUE W UCTIOJTHEHUE);

— o0pabaTeiBaTh M CTPYKTYypHpOBaTh HUHGOpMaluoo, o0pazys
WH(OPMaIMOHHBIE PECYPCHI.

Opranuzanys apxXuBHOW pabOTHI 18

CHCI_II/IB.J'II/ICT JOJIDKCH 3HAaTh U TIOHUMATh:




apXMBHOE 3aKOHOJATEIbCTBO, MpaBUia OpPraHU3AIMH XpaHEHUS,
KOMIUIEKTOBaHMUS, Yy4€Ta M  KCIOJb30BaHHUS  JIOKYMEHTOB
ApxuHoro ¢onaa Poccuiickoit denepanuu u Ipyrux apXUBHBIX
JOKYMEHTOB B OpraHax TIOCyJapCTBEHHOM BIJIaCTH, OpraHax
MECTHOT'O CaMOYIIPABJICHUS U OPTaHU3AIIMSIX;

MEPEYHU THUIIOBBIX APXUBHBIX JIOKYMEHTOB, OOpa3yroIIuxcs B
NesITeIbHOCTH OpraHu3alui, ¢ yKka3aHueM CpPOKOB XpaHEHUS;
CUCTEMY apXHMBHOro yrpasiieHusi B Poccuiickoii denepanuu u
opranuzanuio ApxuBHoro ¢onga Poccuiickoit deneparuu;
XpaHeHUs1 U 00pabOTKH IOKYMEHTOB;

OpraHM3alfio JAESITeIbHOCTH apXuBa C Y4YeTOM cTaTyca u
npo¢uIIs OpraHu3aIumy;

BUJBI HOMEHKJIATYp Jei, oOuue TpeOoBaHMs K HOMEHKIIAType
e, IOPSAOK paboThI ¢ HUMH;

MOATOTOBKA JOKYMEHTOB M JeJl K IepeJaye Ha apXHUBHOE
XpaHEHHUE;

O0COOCHHOCTH CHCTEMaTH3allMU OTJEIbHBIX BUJIOB IOKYMEHTOB;
MIpaBUJIa UCIIOJIb30BAHUS APXUBHBIX JJOKYMEHTOB.

CHeI_II/IaJ'II/ICT HAOJIKCH YMCTh:

MPUMEHSTHh MpaBUia OpraHU3alUN XPAaHEHUS, KOMIUIEKTOBAaHUS,
yuyéTa M HCIOJIb30BaHMUS JIOKYMEHTOB ApXHMBHOro (oHIa
Poccuiickoit ®denepauuym U JIpyrux apXUBHBIX JOKYMEHTOB B
OpraHax TIOCyJapCTBEHHOM  BIAacTH, OpraHax MECTHOIO
CaMOYIIpaBIICHHsI ¥ OPTaHU3AIMIX B paboTe;

II0JIB30BATbCA  IIEPEYHSAMU JOKYMEHTOB U  aHAJIU3UPOBATh
(bakTHUecKoe copep)kaHie MMEIOIINXCS B JIeIe TOKYMEHTOB IMpH
OIIPECIICHUU CPOKOB MX XPaHEHMUS;

OpPraHHU30BbIBATh PA0OTy M0 YYETY, XPAaHEHUIO U UCIIOJIb30BAHUIO
apXUBHBIX JOKYMEHTOB U JEIT;

IIPOU3BOJIUTH CUCTEMATU3ALHUIO JIEIT;

OCYILIECTBIATh O(OPMIIEHHE JIe1 BPEMEHHOT0, IOCTOSHHOTO,
JOJITOBPEMEHHOTO  CPOKOB ~ XPAaHEHWs, BKJIOYas OTIECIbHBIC
KaTEeropuu JIe;

pa3pabarbiBaTh HOMEHKJIATYPY JeJl OpraHu3aluiy;

IIPUMEHSATh HOMEHKIIATYpY JIeNl B pabore;

(dbopMHpOBaTh JOKYMEHTHI B ieJIa C YYETOM UX CIIEHUPUKY;
COCTaBJIATh U O(OPMIIATH YCTAHOBJIEHHBIE apXUBHBbIE (HOPMBI
JOKYMEHTOB;

OCYILIECTBIATh AKCIEPTU3Y LEHHOCTH JOKYMEHTOB, O(OPMIISATH
JOKYMEHTBl IO  pe3yibTaTaM  JIeATENbHOCTH  OKCIEPTHOMN
KOMUCCHH;

COCTaBJIATh U O(POPMIIATH APXUBHBIE CIIPABKH, KOUU U BBIMUCKU
13 apXMUBHBIX TOKYMEHTOB.

Opranu3anus NoAroOTOBKH, IPOBEACHUS U 00CITYKUBAHHS
KOH()EPEHTHBIX MEPOIIPUITHIA

10

CHCI_II/IaJ'II/ICT JOJIDKCH 3HAaTh U TIOHUMATh.

IIpaBWJIa OpraHU3aIK IpUeMa MoCeTUTENEeH;
IIpaBWJIa JEJI0BOrO NMMPOTOKOJIA U ITHKETA,

MpaBWJa B3aMMOJEHCTBHSI ¢ apTHEPaAMHU, KIIMEHTaMH,
CpeAcTBaMHU MaccoBOM MH(OpMaIuy;

MpaBWJIa aKTUBHOT'O CIIYIIAHUS;

ITpaBWJIa BEJICHMS IEJIOBBIX I1IEPETOBOPOB;




— TIpeAcTaBieHUE HHGOPMAIMH TOCTYITHBIM SI3BIKOM;

— TpaBWia KyJbTYpBI PEUU;

—  Tpo¢eCCHOHAIBHYIO TEPMUHOJIOTHIO;

— TPeICTaBUTENbCKHE (DYHKIINH;

— TalM MEHEIKMEHT;

— KOHTPOJIb UCTIOJIHEHUS TOPYUCHHUI;

— peuieHre KOH(DIUKTHBIX CUTYAIUI/BBIXO/ U3 HECTAaHAAPTHBIX
CUTYallUi.

Criennanuct JOJKEH YMETh:

—  OCYILUECTBIIATH MOATOTOBKY U IIPOBENCHUE JIEJIOBBIX MEPOIIPUATHIA
(koH(EepeHIIni, COBEIIaHWNM U TEPErOBOPOB, B TOM YHCIE
MEXIYHApOAHBIX) U TIPUEM MOCETUTEIIEH;

— TIPUMEHATHh  YCTaHOBJIEHHbIE  MpaBuUjla U IPOLEIYpHI
KOMMYHUKAIMU BHYTPU OpPraHU3alUu;

— OCYILECTBJIATh IOJAIOTOBKY JAEJIOBBIX IOE310K (KOMaHIMPOBOK)
PYKOBOAMTEIIA U IPYTUX COTPYIHUKOB OpraHU3allNY;

— TPUMEHATH CPEJACTBA KOMMYHHUKALMU JJIs Mepefaud MOpYyUYEHHM
PYKOBOAMTEIA U COTPYJHUKOB OPraHU3aLUN;

— TPUMEHATH TallM MEHEDKMEHT B paloTe;

—  OCYILUECTBIISATh KOHTPOJIb UCIIOJHEHUS JOKYMEHTOB;

- pemiaTh KOH(QJIMKTHBIE, HECTAHIAPTHHIC CUTYAIIHH.

Opl"aHI/IBaI_II/IH pa6OTLI C TEXHHUKOU U PacXOJHbIMU MAaTCpHUaAIaMHU

12

Criennanuct JOHKEH 3HATh U IOHUMATh!

— TpaBuUiia IKCIUTyaTallMM OPraHU3allMOHHOW TEXHUKH, O(UCHOTO
obopynoBanus, nepudepun, TapHUTYPHI;

— TpaBUiia HUCHOJB30BaHUS KAHILEISPCKUX TMPUHANTICKHOCTEH W
pacxoAHbIX MaTEPUAJIOB, NTeYaTel U MITaMIOB; (I HOCUTENIEH.

Crenuanuct J0KEH YMETh:

— WCTOJB30BaTh B pabOTe OPITEXHUKY, O(pUCHOE O00OpYyIOBaHUE,
TapHUTYPY,  KaHLEISIPCKUE  TMPUHAAIEKHOCTH,  PaCXOJHbIE
MaTepHalbl IeYaTH, IITaMIIbL;

— TIOJB30BaThCS M NPUMEHATH nepudepuitHoe 00OpyrOBaHUE B
pabote (MOHHTOp, KJaBHaTypa, MbIllb, BeO-KamMepa, 3BYKOBBIE
KOJIOHKH, ayJIM0 FapHUTYpA, QIIeI-HAKOIUTEIH).

Opranuzanus padoThI C MPOTPAMMHBIM 00€CIICUEHUEM U UHTEPHET-
pecypcamu

14

Crennanuct JOKEH 3HaTh U IOHUMATh:

— o¢uCHOE TPOrpaMMHOE 00ECIICYCHHE;

— TpaBuia paboThl B CUCTEMAX 3JEKTPOHHOTO JOKYMEHTOO00POTa;

—  HCIOJIb30BaHHE apXUBAaTOPOB, MPOrpPaMM JJIsi CKaHUPOBAaHUS U
00paboTKH JOKYMEHTOB;

— TpOrpaMMBbl JUIsl CBSI3U IUCTAHIIMOHHOMN pabOThI JUIsl pabOTHI;

— PDF nporpammsl [uist pelakTUPOBaHUS;

— Tporpammsl i paboThl ¢ 6a3aMH JaHHBIX;

— CIPaBOYHBIE IPABOBBIE CUCTEMBI;

—  HMHTEpPHET-PECYPCHI;

— (YHKIMOHAJIbHBIE  BO3MOXKHOCTH  O3JIEKTPOHHOM  IOYTHI,
MECCEH/IKEPOB.

Cnenuanuct T0KEH YMETh:
— TI0JIb30BaThCsl  O(QUCHBIM  MaKeTOM (TEKCTOBBI  pemaKTop,
TaOJIMIbl);  CO3JlaBaTh,  pPEJaKTUpOBaTh,  (GOpMaTUPOBATH




JIOKYMEHTHI;

— TIOJIb30BaThCsl  ABTOMATHU3UPOBAaHHBIMH  CHCTEMaMM  yd4eTa,
perucTpaluu, KOHTPOJIS U  HMH(DOPMAIMOHHO-CIIPABOYHBIMU
CHCTeMaMH INpH paboTe C JOKyMEHTAaMHM OpraHHM3alliH, B TOM
qHClie YJaIeHHO;

— TPOU3BOAMTH TOUCK HMH(POPMALUMU B CYIIECTBYIOUIMX 0a3zax
JAHHBIX, BECTU MH(POPMAIIMOHHO-CIIPABOYHYIO pabOTy Ha OCHOBE
Pa3IMYHBIX KOMOMHAIMA TOUCKOBBIX MPH3HAKOB;

— co3maBatb M O(GOPMIIATH MPE3CHTAlUH, JAEMOHCTPAlMOHHBIE,
BU3yaJIbHBIE MaTE€PUaIbl B Pa3HBIX MPOrpaMMax;

— HCHOJb30BaTh MPOrPaMMBbl Jii CKAaHUPOBAHUS, PACIO3HABAHMS
TEKCTOB, apXMBHPOBAHUS IOKYMEHTOB;

— HCHOJb30BaTh TEXHUYECKHWE U MPOTPaMMHBIE CpPEICTBA JUIS
MIPOBE/ICHUS TOJIOCOBOW WII BUI€0-KOH(EPEHI-CBS3H;

— HCHOJb30BaTh CPEACTBA KOMMYHUKALMOHHOW OPITEXHUKU IUIf
noinyyeHus u mnepenaun uHGopmamuu g pabdorer ¢ pdf
MIPOrPaMMBI JIJIsl peAaKTUPOBAHUS;

— HCIIOJB30BaTh MPOTrpaMMBbI J1Jisi pabOThI ¢ 0a3aMu TaHHBIX;

— HCIONB30BaTh B PabOTE CIHpPAaBOYHBIC IPABOBHIE CHUCTEMBI;
HUHTEPHET PECYPCHI;

— HCHOJb30BaTh B padOTE JIEKTPOHHYIO IOUTY U MECCEHJIKEPBI.

1.3. TPEBOBAHUSA K CXEME OLHEHKHA

Cymma 6amioB, MPUCYXKIAEMbIX MO KaXJAOMY acleKTy, JOJDKHA MomnajaTh B
quana3oH  0ajuioB, ONPEACTCHHBIX JUISl  KaXIOro pasjiesia  KOMIIETSHIUH,
0003HaYEHHBIX B TPEOOBAHUIX U YKa3aHHBIX B TaOiuiie No 2.

Tabnuya Ne 2
Marpuua nepecyera Tpe0OBaHMH KOMIIETEHUMH B KPUTEPHH OLIEHKH

HToro 0a1710B 32
pa3nen

Kputepuii/Moayab TPEEOBAHMIA

KOMIIETEHIIMHN

150 | 150 6,0 | 4,0 40

Pazneast TPEBOBAHUM

10 | 10|00 | 160 £
KOMIETEHIH 00 | 00 | 100 0,0 10
50 | 3520 | 15 12
65 | 20 | 25 | 3,0 14

29,0 | 23,0 ] 22,0 | 26,0 100




1.4. CHEOUOUKALIIUA ONEHKA KOMIIETEHIIMHN
Onenka KoukypcHoro 3amanusi OyIeT OCHOBBIBATbCSI Ha KPUTEPHSX,
yKa3aHHBIX B Ta0nuie No 3:
Tabauya Ne 3

O1eHKa KOHKYPCHOTO 3a1aHUA

B nmanHOM KpuTEpHM OIICHUBAIOTCS OpraHU3aIus padoTHI,
TexHHKa Oe30macHOCTH W oxpaHa Tpyna. KoHcrpyupoBanue
pa3NUYHBIX BBl OJAaHKOB JOKYMEHTOB C  Y4€TOM
HOPMAaTUBHBIX TPEOOBAaHUI; COCTaBICHUE, PEAAKTUPOBAHUE U
odopmienue OpraHU3aI[MOHHO-TIPABOBHIX,
pacnopsauTeNbHbIX u MH(}OPMALIMOHHO-CITPABOYHBIX
JOKYMEHTOB; pEIaKTHpPOBaHUE U O(OpMIICHHE JIOTOBOPOB;
MOJATOTOBKA IPOEKTOB YIPABJICHYECKUX pELICHUI; 0TOOp
BXOJSLINX, UCXOJSIINX, BHYTPEHHHUX JOKYMEHTOB, B TOM
yucie o0palleHui rpaxaH A perucTpaluu U AajdbHenen
paboThl, BEIEHWE YYETHBIX PETHCTPAIMOHHBIX  (OpM,
MCIOJIb30BaHUE WX AJIs1 HH()OPMALIMOHHON pabOThI; KOHTPOIIb
UCIIOJIHEHUS! JOKYMEHTOB U TIOPYYEHHI; OCYIIECTBIIEHUE
MapHIpyTHU3allUkd  JOKYMEHTOINIOTOKOB B  OpraHU3alUu
(cornmacoBaHue, MOANKMCAHUE, YTBEPXKIECHUE, PETUCTpALUs,
03HAKOMJICHHE U UCIIOJIHEHUE); CHCTeMaTU3alHsl TOKYMEHTOB
0 BHJAM B TEKYIIEM JEIONPOHU3BOJICTBE C COONIOJICHHEM
TaM MEHEKMEHTA. [Ipumenenue KaHUEISAPCKUX
NPUHAISKHOCTEH, TPOrPpaMMHOTO 0becrieueHust

B nanHOM KpuUTepuu OILEHUBAIOTCS OpraHu3alus padouero
MecTa MW COOJIOJCHHWE TEXHUKH OE30MacHOCTH M OXpaHBI
Tpyna. [IlpumeHeHHMEe HOPMATHUBHBIX JIOKYMEHTOB TIpH
co3maHu W O(OPMIIGHWH  OpPraHU3aI[MOHHO-TIPABOBBIX,
pacopsAUTENbHBIX, UH(OPMAIIMOHHO-CITPABOYHBIX
JOKYMEHTOB,  JIOKYMEHTOB IO  JIMYHOMY  COCTaBY;
OCYILIECTBJIEHHE PETHCTpPAllUd JOKYMEHTOB HX 0OpabOTKH;
CUCTeMaTH3alMsl JOKYMEHTOB [0 BHJaM B TEKYyILIEM
JIeNIOTIPOU3BOJICTBE € COOJIIOJIEHMEM TaliM MEHEIKMEHTA;
MOJITOTOBKA TPOEKTOB OOHOBJICHHBIX JTOKYMEHTOB C YUETOM
KOPPEKTUPOBKU U pe3omonuy. IIpuMeHeHnne KaHLEIsIpCKUX
NPUHAJISKHOCTEH, TPOrPaMMHOTO 0OecTiedeHusl.

B nanHOM KpuUTepuu OIEHUBAIOTCS OpraHu3alus padouero
MecTa MW COOJIOJICHHWE TEXHUKH O€30MacHOCTH H OXpaHBI
Tpyla. YMEHHE OCYIIECTBUTh MOJATOTOBKY  JEJIOBBIX
MeponpusITHIA (KOH(DEPEHITHI, COBEIIAHUA W TIEPErOBOPOB, B
TOM YHCJIE€ MEXKIyHAPOJIHBIX) W TIpUeMa [OCETUTENEiH;
NPUMEHEHHE  YCTAHOBJEHHBIX MpaBUI M  MPOIEayp
KOMMYHUKAI[UU BHYTPU OpPraHHU3alM{; TPUMEHEHUE CPEICTB
KOMMYHHKAIMKM JJIs Tepeadud MOpY4YeHUH PYKOBOIUTENS U
COTPYAHUKOB OpPraHHU3aly; MPUMEHEHUE TalilM MEHEIKMEHT
B paboTe;  OCYyHIECTBICHHE  KOHTPOJS  HMCIIOJHEHHS
JOKYMEHTOB; pelIeHNe KOH(IMKTHBIX, HECTaHJapTHBIX




CUTYalH.

OI_[eHI/IBaIOTCSI BBICTYHJIGHI/IG, Hp€3€HTaI_II/I$I, IIOATOTOBJICHHBIC
NPEMJIOKEHUST W TMPOCKThl  JIOKYMEHTOB. [IpuMeHeHue
KaHIIEJISIPCKUX MIPUHAJICKHOCTEH, MIPOrpaMMHOTO
obecrieueHrsI © HHTEPHET-PECYPCOB.

r XpaHeH#e, KOMIUICKTOBAHHE, | TaHHOM KPUTEPHH OIICHUBAIOTCS OpraHu3anms padodero
Y4€T U UCIIOIb30BAHUE MecTa M COOJIFOJICHHE TEXHUKH OE30IaCHOCTH W OXpaHbI
ApXUBHBIX JOKYMEHTOB Tpyna. Opranuzanus XpaHEeHHs,, KOMIUIEKTOBaHUS, Y4éTa U

WCIIOJIb30BaHMS apXUBHBIX JOKyMeHTOB. dopMupoBaHue u

opopmiienne nen. KauectBo mpommBku nen. OnpeneneHue

CpPOKOB XpaHEHUst e, MIPUMEHEHUE MepeYHEH.

OcyliecTBI€HUE  3KCHEPTU3bl  LIEHHOCTU  JOKYMEHTOB,

odopMmIIeHHE JTOKYMEHTOB IO pe3yjibTaTaM ACSATEIbHOCTH

AKCHEPTHOM Komuccuu. KauecTBO NOATOTOBKM JIaHHBIX,

HEOOXOAMMBIX JUIi COCTABJICHHS JOKYMEHTOB Ha OCHOBE

CBEJICHUN, WUMEIoIUXCc B apxuBHOM Jnene. KadectBo

MOATOTOBKU [IeJa K YHUYTOXKEHUIO WM K Iepenaye u3

CTPYKTYPHOTO TOJPA3ICICHUSI B apXWB OpraHU3AIMH.

KauectBo ocymiectBienus WHGOpPMALMOHHONW paboTy Mo

JIOKYMEHTaM, B TOM YHCJIE€ C HUCIOJIb30BAaHUEM OPTTEXHHUKH,

MPOrpaMMHBIX ~ CPEICTB  y4yeTa, XpaHEHHs U IOUCKa

JTIOKYMEHTOB. BHeceHne HM3MEHEHU B HOMEHKJIATYpy Jedl.

[Ipumenenue KaHIEIAPCKUX MIPUHAIJICKHOCTEH,

MIPOrPaMMHOTO 00ECTICUCHUSI.

1.5. KOHKYPCHOE 3AJIAHUE

YyacTHUKM  OCHOBHasi  Kareropusi:  oOydarommecss  00pa30BaTEIbHBIX
OpraHu3alluii 1Mo MporpaMmam CpeHero MpoPpecCUuOHAIBHOTO 00pa30BaHUsl.

O611ast POROIDKUTETBHOCT KOHKYpCHOro 3ananust: 13 4acoB 5 MUHYT.

KonnuecTBO KOHKYPCHBIX JHEW: 3 JHS.

Bne 3aBucuMocTu ot KosimuectBa Moayneil, K3 m1omKkHO BKIOYATh OLEHKY IO
KaXJIOMY U3 pa3zesioB TpeOOBaHUN KOMIIETEHIIUH.

OueHka 3HaHMM YydYyacTHUKA JOJDKHA TMPOBOJUTHCS 4Yepe3 MPaKTUUECKOe
BbIllOTHEHWEe KOHKypcHOro 3agaHus. B JomofiHeHHE MOTYT  YYUTBHIBATHCS
TpeboBaHMsI paboTojaTeneid sl TPOBEPKU TEOPETUYECKUX 3HAHUM / OIECHKU
KBaJTU(DUKAIIAH.

1.5.1. Pa3paGoTka/BbI00pP KOHKYPCHOT'O 3aJaHUS

KonkypcHoe 3amanue coctoutr u3 4 Moayiel, BKIIOYAeT 00S3aTelbHYI0 K
BBINIOJIHEHUIO 4YacTh (MHBapuant) - 4 w™oxaynsa. OOiiee KOIMYEeCTBO OaljioB
KOHKypcHOro 3amaHusi coctaBisieT 100. OOsi3aTenbHas K BBINOJHEHUIO YacTh
(MHBapHaHT) BBHINIOJIHAETCS BCEMH PErMOHaMH 0€3 UCKIIOYEHHUs Ha BCEX YPOBHSIX
YeMIIMOHATOB.

1 .
VYkasvieaemcesa cymmapnoe epems na svinonmenue écex mooyaeti K3 o0num kouKypcanmom.



MaTtpuua KOHKYPCHOIO 3aJaHUS

Tabauya Ne 4

O0o00meHnas Tpynosas HopMmaTusHslii nokyment/3YH Mopy.ib Koncranra/Bapnatus ni KO HaOpaHHbIE
TpyAoBasi ynkmmus 0aJuTbl B perHoHe
bynkuus

Joxymentannonnoe | Opranuzanus TIC: 447 ®I'OC 46.02.01 Monaynb A — KoncranTa Paznen WJI
obecrieueHne pabortsl, TexHuKa | JlokyMeHTaloHHOE JlokyMeHTUpOBaHHE

JIeSITeTbHOCTH 0e301acHOCTH U obecrieueHne ynpaBieHus 1 u

OpraHu3aIiu oXpaHa TpyJa apXHMBOBEJICHHE JIOKYMEHTO000pOT

OpranuzanuonHoe, | OpraHuzanus [1C: 447 ®I'OC 46.02.01 Paznen NJI
IOKYMEHTAIHOHHOE | PabOTHI C JloKkyMeHTaImoHHOE

1 nHQOpPMAIOHHOE | TOKyMEHTAMHU obecrieueHNE YIIpaBICHAS U

obecrieueHme apXMBOBEICHIE

JIeSITeTBHOCTH

PYKOBOIUTEIS

OpTaHU3aINH

Joxymenraunonsoe | Opranuzaunus T1C: 447 ®I'OC 46.02.01

obecrieueHue XpaHEeHUs JlokyMeHTaImoHHOE

JIeSITeNTBHOCTH JIOKYMEHTOB oOecrieueHue yIpaBiIeHUsI U

OpraHu3aIH apXHMBOBEJICHNE 29
Opranmzannonnoe, | OpraHuzaiys I1C: 447 ®I'OC 46.02.01

JIOKYMEHTAIHOHHOE | PabOTHI C JlokyMeHTaIimoHHOE

1 MHPOPMAIIMOHHOE | TEXHHKOM 1 obecrieyeHne yrpaBIeHUs U

obecrieucHme PacXoIHBIMHU apXUBOBEJICHHE

JIESITeTBHOCTH MaTepHalaMu

PYKOBOIUTEIS

OpTraHu3aIIH

OpraHuzalunoHHOE, Opranuzauus T1C: 447 ®I'OC 46.02.01

JIOKYMEHTAIHOHHOE | PabOTHI C JloKkyMeHTaImoHHOE

1 nHQOpPMaIOHHOE | TIPOTPaMMHBIM obecrieueHHE YIIPaBICHHS U

obecrieueHne obecrieueHNEM 1 | apXUBOBEJCHHE

JIeSITETTBHOCTH HUHTEPHET-

PYKOBOIUTENS pecypcamu

OpraHu3aINH

JoxymenrtarmonHoe | Oprannzaus IIC: 447 ®I'OC 46.02.01 Monyms b - Koncranta Paznen NJI
obecrieueHme paboTel, TexHUKa | JIoKyMEeHTallmOHHOE JIoKyMeHTaIlmOHHOE

JIeATEITBHOCTH 0€30MacHOCTH U obecreueHne ynpaBIeHUs U obecrieueHue 23
OpTraHU3aINH OXpaHa TpyZa apXMBOBEJICHUE paboTsl ¢

MIEPCOHATIOM
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O0o00meHHas Tpynosas HopMmaTusHblii nokyment/3YH Mopy.ib Koncranra/Bapnatus ni KO HaOpaHHbIE
TpyAoBasi ynkmmus 0aJuTbl B perHoOHe
bynkuus

OpranuzanuonHoe, | OpraHuzanus TIC: 447 ®I'OC 46.02.01 Paznen WJI
IOKYMEHTAIHOHHOE | PabOTHI C JlokyMeHTanmoHHOE

1 nHQOpPMaIIOHHOE | TOKyMEHTaMHU obecrieueHne yIIpaBICHHUS U

obecrieuenne apXMBOBEJICHIE

JIeSITeTTFHOCTH

PYKOBOIUTEIS

OpTraHU3aINH

OpraHuzannoHHoE, Opranuzauus T1C: 447 ®I'OC 46.02.01

JIOKYMEHTAIHOHHOE | XpaHEHUs JlokyMeHTaImoHHOE

U MH(POPMAIIMOHHOE | TIOKYMEHTOB oOecrieueHue yrpaBiaeHUs U

obecrieueHue apXMBOBEJICHUE

JIeSITeNTBHOCTH

PYKOBOIUTENS

OpraHu3aIiu

OpranuzanuonHoe, | OpraHuzanus [1C: 447 ®I'OC 46.02.01

IOKYMEHTAIlHOHHOE | PabOTHI C JlokyMeHTaImoHHOE

1 THQOPMAIOHHOE | TEXHHUKOH H obecrieueHNE YIIpaBICHAS U

obecrnieueHme PacxXoIHBIMHU apXMBOBEJICHIE

JIESITeTBHOCTH MaTepHalaMu

PYKOBOIUTEIS

OpraHu3aINH

OpranmuzannonHoe, | OpraHuzaiys I1C: 447 ®I'OC 46.02.01

JIOKYMEHTAIHOHHOE | PabOTHI C JlokyMeHTaIimoHHOE

1 MHPOPMAIIMOHHOE | NMPOrPaMMHBIM obecrieyeHne yrpaBIeHUs U

obecrieueHue oOecrieueHreM U | apXHBOBEJICHUE

JIESITeTTBHOCTH HHTEpHET-

PYKOBOIUTENS pecypcamu

OpraHu3aIIH

OpraHuzannoHHOE, Opranuzauus T1C: 447 ®I'OC 46.02.01 Mopyns B - Koncranra Pazpgen MJI
JIOKYMEHTAIlMOHHOE | paboThl, TeXHUKa | JJOKyMEHTallmOHHOE Cexpertapckoe

n uHPOpMAIMOHHOE | 0e30MacHOCTH U obecrieueHne ynpasieHus 1 o0ciy)XKnBaHue

obecrieueHne oXpaHa TpyJa apXUBOBEJCHUE

JIeSITETbHOCTH 29
PYKOBOIUTENS =
OpraHU3aINH

Opranmzannonnoe, | OpraHuzamys IIC: 447 ®I'OC 46.02.01 Paznen NJI
JIOKYMEHTAIMOHHOE | PabOTHI C JlokyMeHTanmoHHOE

1 MHQOPMAIIOHHOE | TOKyMEHTAMHU obecrieyeHne yrpasiIeHHus U
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O0o00meHHas Tpynosas HopMmaTusHblii nokyment/3YH Mopy.ib Koncranra/Bapnatus ni KO HaOpaHHbIE
TpynoBasi $ynxnus 0aJuTbl B perHoOHe
bynkuus

obecrieueHne apXUBOBEJICHUE

JIESITEIEHOCTH

PYKOBOAUTEISA

OpTaHM3aIA

Opranmzannonnoe, | OpraHu3amus IIC: 447 ®I'OC 46.02.01

JIOKyMEHTAI[IOHHOE | TOATOTOBKH, JlokyMeHTaIlmOHHOE

1 HHGOPMAIIMOHHOE | TPOBEICHHUS U o0ecricueHne yIpaBIcHHUS 1

obecrieueHne o0CITyXKUBaHHA apXMBOBEIICHUE

JIeSITeNTBHOCTH KOH(EPEHTHBIX

PyKOBOIUTES MEpPOIPUATUI

OpraHu3aIix

OpranuzanuonHoe, | OpraHuzanus [1C: 447 ®I'OC 46.02.01

JIOKYMEHTAIHOHHOE | PabOTHI C JlokyMeHTaImoHHOE

1 MHPOPMAIIMOHHOE | TEXHHKOH 1 obecrieueHue yrpaBiaeHUs U

obecrieueHue PacxXoIHBIMHU apXHBOBEJICHNE

JIESITEIIEHOCTH MarepraiaMu

PYKOBOIUTEIS

OpTaHM3aIx

OpraHuzannoHHOE, Opranuzauus T1C: 447 ®I'OC 46.02.01

JIOKYMEHTAI[IOHHOE | paboTHI ¢ JlokyMeHTallmOHHOE

1 MHGOPMAIIMOHHOE | TPOTPAMMHBIM obecrieueHne ynpasiaeHus 1

obecrieueHue oOecrieueHreM U | apXHBOBEJICHUE

JIESITeTTBHOCTH HHTEpHET-

PYKOBOIUTENS pecypcamu

OpraHu3aINH

OpranuzanuonHoe, | OpraHuzanus [1C: 447 ®I'OC 46.02.01 Monyns I’ KoncranTa Paznen NJI
JIOKYMEHTAIMOHHOE | paboThl, TeXHUKa | JlOKyMeHTallMOHHOE XpaHeHue,

1 MHPOPMAIMOHHOE | 0e30MacHOCTH U obecrieueHne yrpaBiaeHUs U KOMILJICKTOBaHHE,
obecrieuenne OXpaHa TpyZa apXHBOBEIICHHUE yu€r u
JIeSITETbHOCTH UCTIONIb30BaHUE
PYKOBOIUTENS apXUBHBIX
OpraHu3aIu JOKYMEHTOB 26
OpraHuzainoHHoE, Opranuszauus TIC: 447 ®I'OC 46.02.01 Pazgen MJI
JIOKYMEHTAIlIOHHOE | paboTHI C JlokyMeHTallMOHHOE

1 UHGOPMAIMOHHOE | TOKYMEHTaMH obecrieueHne ynpasieHus 1

obecrieueHne apXMBOBEJICHNE

JIESITeTTBHOCTH

PYKOBOJUTEIIS
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O0o00meHHas Tpynosas HopMmaTusHblii nokyment/3YH Mopy.ib Koncranra/Bapnatus ni KO HaOpaHHbIE
TpynoBasi $ynxnus OaJibl B peruoHe
bynkuus

OpraHu3alyu

JoxymenranuonHoe | OpraHuzanus IIC: 447 ®I'OC 46.02.01
obecrieueHne XpaHeHHs JlokyMeHTaIlmOHHOE
JIESITEIEHOCTH JOKyMEHTOB obecrieueHne yIpaBiIeHUs U
OpTaHM3aIA apXMBOBEJICHHUE
Opranmzannonnoe, | OpraHu3amus IIC: 447 ®I'OC 46.02.01
JIOKyMEHTAI[IOHHOE | paboTHI ¢ JlokyMeHTaIlmOHHOE

1 MHGOPMAIIMOHHOE | TEXHHUKOH 1 obecricueHne yIpaBiIeHHS U
obecrieueHne PacXoaHBIMH apXMBOBEIICHUE
JeATeTIbHOCTH MaTepHanaMu

PYKOBOJUTELS

OpraHu3alix

OpranuzanuonHoe, | OpraHuzanus [1C: 447 ®I'OC 46.02.01
JOKYMEHTAI[HIOHHOE | paboThI ¢ JloKyMeHTallMOHHOE

1 MHPOPMAIIMOHHOE | MPOTPaMMHBIM o0ecIeueHue ynpaBIeHUs U
obecrieueHue obecrieueHHeM U | apXHMBOBEJICHUE
JIESITEIIEHOCTH HUHTEPHET-

PYKOBOIUTEIS pecypcamu

OpTraHM3aIyn

NucTpykius 1o 3aII0JTHEHUIO MAaTPULBL KOHKYPCHOT'O 3a7aHus (ITpunoxenune Ne 1)




1.5.2. CTpykTypa MoayJieii KOHKYPCHOTIO 3aaHusl (MHBAPHAHT)

Monayasb A. JlokyMeHTHpOBaHHME U IOKYMEHTO000POT
Bpems na eévinonnenue mooyns 3 yaca 00 MuHyT

3ananms: Konxkypcanmy HeobOX0O0umMo cniaHupoéams ceoe pabouee 8pems,
obpabomams 30 O0KyMeHmo8 meKyuwezo 0elonpou3Bo0cmed; noocomosuns
NpOeKmsbl OMEEeMmMHbIX OOKYMEHMO8 N0 3anpocy Ul No NOPYHeHulo pykKogooumens
opeanusayuu; pacnpeoenums 0OKyMeHmbl Had KOHMPOJib, HA UCNOJHEHUe, HA NOONUCD
(npu  Heobxooumocmu). Bce Ookymenmwvl cxanuposamev U NPUKpenumv K
pecucmpayuoHHO-KOHMpPoIoubiM  hopmam.  Cucmemamusuposams — OOKYMEHMUL.
Coz0amb  uHopmayuonno-cnpagounylo  6asy  OaHHbIX N0  00pPaAbOMAHHLIM
OOKYMeHmaM.

Konkypcanmy npedocmasnsaomes 8 31eKMPOHHOM UAU OYMANCHOM BUOe:
OpP2aHU3AYUOHHAS CIMPYKMYPA YNPAasieHUs, KapmouKka Opeanu3ayuu, UHCmMpYKyusi no
0e10npoU3800Cmay, OOJHCHOCMHAS UHCMPYKYUS CReYUuaiucma, HOMeHKiamypa oei
Ha mekywui 200, OOKYMeHMbl, NOCMYnuguiue ce200Hs No noume 8 KOHBepmax, u3z
omoenos, 00CMagleHHble KypbepoM, nepedanHvlie COMpYOHUKAMU U HANPAGIeHHble
HA 31eKMPOHHYIO NOUMY.

Ilpu obpabomre O0OKYMEHMO8 KOHKYPCAHM UCHONb3YEem WMAMNbl, neyamu,
gakcumure.

Moayab Bb. JlokymMmeHTalMOHHOE 00ecnedeHne padoThl ¢ MEPCOHATIOM
Bpemsa na evinonnenue mooyna 3 yaca 00 MUHYT

3apanus: Koukypcanmy HeobXo0umo CniaHuposams ceoe paboyee pems 0
8LINOJIHEHUSL  NAMU  KAOPOBbIX onepayuti (npuem, nepesoo, KOMAHOUPOBKA,
VBOJIbHEeHUe, OMNYCcK, MNOOWpPeHUe, B3bICKAHUEe, USMEHeHUe JUYHbIX OaHHUBLX,
U320MoseHUe KONUll Ka0poBvlX OOKYMEHMO8, 8bINUCOK UL Opyaue).

Brecmu uzmenenus 6 0oKymenmol (WmamHoe pacnucanue uiu maoens yyéma
paboyeco epemenu, Ui pagux OmMnyckog uiu opyaue); noocomosums HPOEKm
0OHOBIEHH020 OOKYMEeHma C Y4emom KOPpeKmupoeku u pesonoyuu c¢ 1 uucna
cnedyrwe2o  mecaya, No020MOGUMb  NPOeKm  Npuxkasa o6  ymeepicoeHuu
0OHOBIEHH020 OOKYMEHMA.

Koukypcanmy npedocmasénsaiomcs 6 31eKMPOHHOM UAU OYMAINCHOM 8ude:
KApmouka Opeanu3ayuu, wWmamHoe pacnucaiue Ha mexkywuil 200, OOJHCHOCMHAs
UHCMPYKYUSL CReyuaiucma omaoena Kaopos, HOMEHKAAmypa Oel HA MeKywull 200,
epaguk omnycrKos, Knuea yuema O8UNCEeHUs MPYOO8bIX KHUINCEK U 6KIAOblulell K Hell,
JHCYPHANBL Pe2UCMPayUuU 8 2NeKMPOHHOM 6ude, JuuHble Kapmouku gopmol T-2 (8
9NEKMPOHHOM 8UOe) U MPYO0Gble KHUNCKU COMPYOHUKO8, OOKYMEHMbL, NOCHYNUBLLUE
6 omoei Ka0pos ce200Hsl.

Ilpu evinonnenuu Moodyna KOHKypcanmy npedocmasgisiemcs OO0Cmyn K
CHPABOYHO-NPABOBOL cUCTEeMe.



Ilpu obpabomre OOKYMEHMOE8 KOHKYPCAHM UCHOAb3Yem WMAMNbl, nedamu,
Gaxcumure.

Moayas B. Cexkperapckoe o0ciry:KuBanue
Bpems na svinonnenue mooyna 3 yaca 30 mun.
(u3 Hux 30 MuH. Ha 8blcmynjieHue y4acmHUKos)

3ananms: Kowkypcammy, 6 poau cekpemaps (6 cocmase paboueu 2pynnvl
opeaHuzayu), He0O6X00UMO CHIAHUPOBAMb C80e pabouee 8pems OJisl CeKPemapcKo2o
00CIYHCUBAHUSL 0€N08020 MepPOonpusmus. ecepoccutickoeo ¢gopyma. Yepez 20 Owuetl
cocmoumcs Bcepoccutickuii goopym «...», komopuwiti npoorumcs 3-4 Oua. [enecayus
8 cocmage - pyKogoOumenb U O08YX €20 3amecmumeneti - HpumMem ydacmue 8
meponpuamuy. llnanupyemcs — @vicmynienue  pyKogooumens OpeaHu3ayuu C
O0OKNAOOM.

Konxypcanmy mneobxooumo pacwugpposams ayouozanucb u cocmagums
HeobX00uMblil OOKYMEHM NO NOPYYEHUI0 PYKOBOOumens opzaHuzayuu. A makdice
nO020MOBUMb OOKYMEHMbl U NPOEeKmbl OOKYMEHMO8 8 IJeKMPOHHOM 6ude: NIaH
NO020MOBKU, PACNOPAOUMENbHLIL OOKYMEeHm 0 CO30aHuu pabodel 2pynnol,
UHDOPMAYUOHHO-CNPABOUHBIE OOKYMEHMbL, OO0KIAO0, OMUEM,; NPeOloAHCeHUsT NO
opeaHuzayuu  Meponpusamus,  OpPeHOUPOBAHHOU  NPOOYKyuu,  mpaucgepa,
pasmeweHus,  NPONCUBAHUA,  NUMAHUS  VYACMHUKOS,  Op2AHU3ayuu  0ocyad
(KyIbmypHas npocpamma) u opyaue Mamepuaivl, 8 3a8UCUMOCIU OM CUMYAYUU.

Omobpasums pazpabomanusle npeoioHceHuss U OOKYMeHmbl 8 Npe3eHmMayuu.

Ilooecomosums vicmyniieHue Ha 5 MUHYmM Om UMEHU CeKpemaps op2aHu3ayuu
Ha memy « Cekpemapckoe 00CLyHcusanue Meponpusimusiy.

Konxypcanmy npedocmasnsemcss 6 21eKmMPOHHOM UMU OYMANCHOM BUOE:
Kapmouka  opeamusayuu,  OOJHCHOCMHASL —~ UHCMPYKYUs,  UHCMPYKYUsL — No
0elonpous8o0cmsy,  nogecmka  OHA,  CMPYKmMypa  opeanuzayuu,  opyaue
UHGDOPMAYUOHHOE-CNPABOUHbBIE OOKYMEHMbL (NPOSpaAMMA  MepOnpUsSmMusl, NUCbMO-
npuenauierue unu opyaue) O0KyMeHmeol.

Iloozomosnennas npezenmayusi u mekcm OAi  BbICMIYIJIEHUS. COAlOMCs
9KCNEepPmMHOU 2pynne nocje 3a8epuieHusi N0O20MoBKU U He NOONeHCam USMEHEHUIM U
O0ononHeHusiM nepeo @vicmynieHueMm. Bo epems @vlcmynjieHus KOHKYPCAHmbl
HAxX00sImcst 8 KOMHAme KOHKYPCAHMOS8 U NPUSIauaromcs: 8 Opu@uHe-301y moibKo
07151 C80€20 BbICHYNICHUSL.

Mooyns I'. XpaHeHHne, KOMILUIEKTOBAHHE, YY6T U UCIOJIb30BaHHE APXUBHBIX
JTOKYMEHTOB
Bpems na evitnonnenue mooyna 4 yaca 00 munym

3aoanuna: Konxkypcanmy nHeoOXo0uMo opeanu308ams 3KCNEPMu3y YeHHoCmu u
UCNONIL308AHUE APXUBHBIX OOKYMeHmMOos. M3 npeonosxcenuvix oen cgopmuposams u
ogopmums 0ena NOCMOAHHO20, 00JI208PEMEHHO20, BPEMEHHO20 XPAHEHUs U 0eld No



JIUYHOMY COCMABY C Y4EMOM HOPMAMUBHLIX OOKyMenmos. Heobxooumo oghopmums
OOKYMeHmMbl N0 pe3yIbmamam O0essmeabHOCmU IKCNepmHol Komuccuu. Bceeo 0na
BbINOJIHEHUS. 3A0AHUSL VYACMHUKY npednazaemcsi 5 Oen (4 Oena Ha OymasicHom
Hocumene u 1 21ekmpoHHOoe Oeno (unu 2ubpuouHoe 0eino), 8 mom uucie, Oend
yacmuuHo copmuposanuvie u 6 poccvinu). JJondxicHbl 6bims oghopmaeHvl 6ce dena,
BKIIOYAS INEKMPOHHOE (2UOPUOHOE 0€0).

Koukypcanmy  neobxooumo  emecmu  usmeneHuss 8  OelUCMBYIOWYIO
HOMEHKAamypy O0el, No020MOo8Umb HpPOeKm HoMeHKiamypoul oOen. Iloocomosums
OOKYMeHmMbl N0 3aNpocy HA OCHOBe C8EOCHUN, UMEIOUUXCS 8 APXUBHOM Oele.

Koukypcanmy npedocmagnsaiomcs 6 391eKMPOHHOM UMU OYMANCHOM 8Ude:
KApmouKa opeanu3ayuu, 00JIHCHOCMHAS UHCMPYKYUSL apXUBAPUYCA, UHCMPYKYUS HO
0enonpouzeoocmay, 5 0el, 8KIYas d1eKmpoHHoe (2ubpuoHoe), HOMeHKIamypa oel
NPOWIBIX Jlem (8 91eKMPOHHOM uoe OJisi peOaKmupo8aHus, GHeCeHUs U3MEeHeHULl No
yKazauuro  pykogooumens). [na  peoakmuposanus — bl0AEMCA  IK3IEMNJSAD
HOMEHKIamypbl Oell.

Ilpu evinonnenuu Mooyna KOHKypcanmy npedocmasgnsiemcs OOCmyn K
CHPABOUHO-NPABOBOL cUCeMe.

Ilpu obpabomre OOKYMeHMO8 KOHKYPCAHM UCNONb3Yem Wmamnsl, nedamu,
Gaxcumure.

Heobxooumo obpamums ocoboe sHumanue Ha mexHuxy Oe30NACHOCMU NPU
pabome ¢ WuIOM U U0 NPU NPOUUBKE Oell.

2. CHEIIMAJIBHBIE TIPABUJIA KOMIIETEHIIUH?

Opranuzatop  COpeBHOBaHUN  005i3aH  TPEAOCTaBUTh  KOMIIBIOTEPHI,
porpaMMHOE OOecriedeHre, KOTOpble MOXKHO HCIOJIb30BaTh B OCHOBHBIX PEKUMaXx
paboTel. Mapku u Mojenu oO0OpyIOBaHMS, a TakKe MPOU3BOJUTEIIA MOTYT
OTJINYAThCS MEXAY COOOM, HO JOJDKHBI CTPOrO COOTBETCTBOBATh TEXHUYECKUM
XapaKTepUCTHKaM, ITponucaHHbiM B Onrcannu komneTeHun u MuadpactpykrypHom
JIACTE.

[Ipu BbIONHEHUH PAOOT MOXKET OBITh HCIHOJIB30BAH BECh TEXHUYECKUI
MOTEHIIUAJI TEXHUYECKUX CpeACTB ympasieHus. [ o0paboOTKH JOKYMEHTOB
npejJiaratoTcs IMITamimbl, nedat, ¢akcumuie. [Ipu UCHONBb30BaHUM 3JIEKTPOHHOM
MOAMUCH — MakKeT (00pa3zelr) JJIsl UCTIOIb30BaHUS.

['maBHBIA BKCHEPT OMPENECISIET MPOU3BOACTBEHHBIE CUTYALlUU IJI1 MOIYJIEH;
pa3pabaThIBaeT JIOKAJTBLHBIE aKThl OPTaHU3AI[UU; MAKEThl JIOKYMEHTOB; YTOUHSIOIIIHE
CBEJICHUS W JOTOJHUTENbHBIC MaTepuainbl. J[aThl B JOKyMEHTaX HE0OXOIMMO
NpUBS3aTh K JaTaM MPOBEJACHUS COPEBHOBAHMII; MAKEThl -- K PETHOHY, B KOTOPOM

Vkazviearomess  ocobennocmu Komnemenyuu, Komopvle OMHOCAmMCA KO 6CeM 603DACMHbIM Kamezcopusim Uu
YEMNUOHAMHBIM TUHEUKAM Oe3 UCKIIOYEeHUS.



MPOBOJUTCS 4YeMMUOHAT. JIOKyMEHTBI TMOJTOTaBIMBAIOTCS B OYMaXXHOM U
AJIEKTPOHHOM BapHaHTaX, B KOHBEpPTax; IMEpeNaloTcid IO AJIEKTPOHHOM TMoYTe,
3arpy»karoTcs B mporecchl v 3aaauu B CO/1.

2.1. JInuHbI HHCTPYMEHT KOHKYPCAHTA
Hayurauku npoBOHEIE.

2.2. MaTtepuaJbl, 000py10BaHie 1 HHCTPYMEHTbI, 3aipellleHHbIe Ha
IUIOIIAIKe
3anpeneHHbIMU Ha TUIONIA/IKE KOHKYpCca CUMTAOTCS MaTepralibl 1 000pyJ0BaHUE, HE
o0o3HaueHHble B IHppacTpyKTypHOM JIUCTE

3. IPUJIOKEHUA
[Tpunoxenue Ne 1 MudpacTpyKTypHBI JTUCT.
[Tpunoxxenue Ne 2 Kpurepuu orieHKH.
[Tpunoxxenune Ne 3 [lnan 3acTpoiKy.
[Tpunoxenue Ne 4 WHCTpyKuMs 1o oxpaHe TpyAda U TEXHHKE O€30MacCHOCTH IO
KOMIETEHIIMH «J{0KyMEeHTallMOHHOE 00ecTieYeHNE yIPABICHUS U apXUBOBEICHHUEY.



