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I. O0mue cBexeHns

bubnnoreyHo-uHpopMamoHHas JesITEIbHOCTb

(HanMeHOBaHHE BHA MPOGECCHOHANBHOMN AesTeIbHOCTH) Kon

OcHoBHas 11e7b BUJ1a TPOPECCHOHATIEHON e TETHbHOCTH:

Y nosneTBopeHne NHPOPMAIIMOHHBIX, TPO(PECCHOHATIBHBIX, 00pa30BaTENbHbIX, JOCYTOBBIX OTPEOHOCTEH
noJjb30Baresiel OMOINOTEK U COACHCTBUE KYIbTYPHOMY PAa3BUTHIO OOIECTBA CPEACTBAMU OMOIMOTEYHO-
MH(}OPMaLIMOHHOMN AESITETbHOCTU

['pynna 3anaTwii:

3433 Cpennuii crienuanbHbIi epconan | 2622 Crernpanuctsl OMOINOTEK
XYyJI0KECTBEHHBIX rajepeu,
My3€eeB U OUOINOTEK

(xom OK3Y) (HauMeHOBaHME) (xox OK3) (HauMeHOBaHHME)

OrHeceHue K BHJIaM SKOHOMHYECKOM AEATEIbHOCTH:

91.01 | JlesATeIbHOCTh GHONMOTEK M APXUBOB

(xom OKBD/I?) (HauMeHOBaHME BUa YKOHOMHYCCKOHN JIEATSILHOCTH)

! OO1mepoccuiicknii KitacCUPHUKATOP 3aHIATHH.
2 o . o
OO6mepoccuiicknii KITaCCU(PUKATOP BUAOB SKOHOMHUYECKOH JIEATETHHOCTH.
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II. Onucanue TPyaOBbIX (PyHKUMHA, BXOAAIIUX B IPO(PeCCHOHANBHBINA CTAHAAPT

(pyHKIHOHAJBbHAS KAPTA BUAA NPO(PECCHOHATBHOMN 1eATeIbHOCTH)

O060011eHHbBIE TPYAOBBIC (DYHKITMU TpynoBsie pyHKITUN
YPOBEHb
KOJI HaMMCHOBAHHE YPOBCHD HaunmenoBanue KOJl (TTomypOBEHB)
KBaIM(uKaLIY KBTH(DUKAITIH
bubanoreyno- 6 CranmoHnapHoe, BHECTAIIMOHAPHOE U AUCTAHIIMOHHOE A/01.6 6
nH(POPMALMOHHOE 00cIyKMBaHUE M0JIb30BaTENIEH
o0cTyKUBaHUE bubnuroreuno-uHpopmMaIoHHoe 00cIyKuBaHue AeTen A/02.6 6
MOJIb30BaTENEH bubnuroreuno-uHpopMaIIMOHHOE 00CTYKUBAHUE JIHII C A/03.6 6
OTrpaHUYCHHBIMU BO3MOKHOCTSIMHU 37I0POBBSI
Opranuzanus u npoBefeHre OUOINOTEYHBIX KYIbTypHO- A/04.6 6
MIPOCBETUTEIIBHBIX, 00Pa30BaTEIBHBIX H COOBITUIHHBIX
MEpONPHUATHI
Benenne OMOIMOTEYHBIX CATOB/TIOPTAJIOB, CETEBBIX AJ05.6 6
COLIMAIBHBIX CEPBUCOB
dopmMHUpOBaHUE, YUET U 6 KommiexkroBanue Oubmuorednoro GpoHa neyaTHBIMH, B/01.6 6
o0paboTka AIIEKTPOHHBIMU M CETEBBIMH YIAIEHHBIMHU TOKYMEHTAMHU
oubnmoreyHoro GoHa VYuer u 06pabotka 6ubaroTeuHoro oI B/02.6 6
Opranuzanus u 6 Opranuzanys U obecreyeHue COXpaHHOCTU C/01.6 6
COXpaHEHHE o6ubaroreyHoro ¢ponHaa
6ubnuoreyHoro Gpouaa Opranu3anys 1 TEXHOJIOTUsl paboThl C (POHIOM pEKUX U C/02.6 6
IIEHHBIX KHUT, KHIKHBIX ITAMSITHHKOB
MuxkpokonupoBanue U ouuppoBka 6UOINOTEYHOrO oHIA C/03.6 6
Karanoruzanus 6 AHaJIMTHKO-CHHTETHYECKass 00paboTKa JOKYMEHTOB D/01.6 6
JIOKYMEHTOB, BEJCHUE OpraHu3aius ¥ BeIcHHE dJICKTPOHHBIX/TPaIUITHOHHBIX D/02.6 6
CIPaBOYHO-TIONCKOBOTO KaTaJoTroB
amrmapara
bubnnorpaduueckas u 7 CnpaBouHo-Oubnuorpagpudeckoe o0cayKuBaHuE B E/01.7 7

MH(pOpPMAIIMOHHO-

CTAlITMOHAPHOM U JUCTAHIIHMOHHOM PCIKUMaAX




aHAJINTUYECKast HNudopmannonHoe 00CIy>)KUBaHUE B CTAIIHOHAPHOM U E/02.7
JEATEILHOCTD JMCTAaHIIMOHHOM PEeKHMaX
Coznanue 6ubnmuorpadhuIecknx, aHATUTHICCKUX, E/03.7
HOJHOTEKCTOBBIX, MYJIbTUMEIUHHBIX OMOINOTEUHBIX
MH(OPMALMOHHBIX MPOJYKTOB
dopMHUpOBaHUE KPACBETUECKUX OMOINOTEUHO- E/04.7
MH()OPMAIIMOHHBIX PECYPCOB, CO3/IaHHUE U MIPOIBIKEHHE
KpaeBeaueckoil Oubauorpaduieckoit nHhopmamu
bubanoreuynas bubnuoTeunas uccienoBaTenbcKas padora F/01.7
HCCICNAOBATEIRCKA, Bubnuoreunas Mmetoanueckas padbora F/02.7
METOIUYECKast U
NPOEKTHAS bubnmorevynas npoeKTHAs AEATEIBHOCTD F/03.7
JEATEILHOCTD
Opranuzanus [TnanupoBanue pabOTHI CTPYKTYPHOTO MOAPa3ACICHHS G/01.7
JeSITeIbHOCTH O6ubIMOTEKN
CTPYKTYpPHOTO PykoBozcTBO paboToil CTPYKTYpHOTO HOApPA3eIICHUS G/02.7
Mo/Ipa3iesieHUs O6ubIMOTEKN
OubmoTeKu VY4éT 11 KOHTPOJIb PabOTHI CTPYKTYPHOTO MOJIPA3IEICHUS G/03.7

OMOIMOTEKH, OTYCTHOCTD




I11. XapakTepucTuka 00001IEHHBIX TPYAOBBIX QyHKIMIA

3.1. O000mennas TpynoBasi GyHKIus

bubnuroreuno-uHpopMamoHHOE YpoBeHb
HaumenoBanue (bopman . Kon A p 3]
00cITy>)KMBaHUE TOJIb30BATENCH KBaTH(UKALIH
[Ipoucxoxnenue
N . 3anMCTBOBAHO U3
00001IeHHON TPYI0BOIT OpurnHan X
OopuTHHANIA
¢GbyHKIAN
Kon Peructpanuonsslit
opurmuHaia HOMEp
npodeccroHaIBEHOTO
CcTaHgapTa
Bo3moxHbie bubnuorexapp
HAaWMCHOBAaHHS Benymuii oubanorexapb
JOJKHOCTEH, ['maBHBII OMOTHOTEKAPD
npodeccuit

TpebGoBanus K
00pa3oBaHUIO U
00yueHuto

Cpennee mpodeccuonansHoe 00pa3oBaHue — MPOrPaMMBbI TOATOTOBKHU
CIEIHAJINCTOB CPEJHETO 3BEHA

170071
Cpennee npogeccrnoHansHoe 00pa3oBaHue (HEMPOYUIBHOE) — MPOTPAMMBI
HOATOTOBKH CIIEUAIIICTOB CPEIHET0 3BEHA U JIOTIOJIHUTEIBHOE
npodeccrnoHaIbHOe 00pa30BaHKUEe — MPOTPAMMBI MTOBBIIICHUS KBaTH(PHUKALINH,
HpOrpaMMbI PO EeCCUOHATFHOM MEPENOAr0TOBKH MO MPO(UITIO A TETBHOCTH
WIIN

Beicuiee oOpa3oBanue — 6akanaBpuaT

WITN

Beicuiee oOpa3oBanue (HenpoduibHOe) — OakazaBpuaT U JONOIHUTEIBHOE

npodeccuoHanbHOe 00pa30BaHuE — IPOrPaMMBbI MOBBIILIEHUS KBaU(UKALIUH,
IporpaMMsbl Mpo(hecCHOHATbHON NepenoAroTOBKY MO NPOQHIII0 AEATEIbHOCTH

TpebGoBaHMs K ONBITY
PaKTUYECKON paboThI

Jns nomxHocTH "Benynuit OubnroTekaps" cTaxk paboThl B JOKHOCTH
O6ubnMoTeKaps s UL CO CPETHUM PO ecCHOHATBHBIM 00pa30BaHUEM HE
MeHee TpeX JIeT, IS JIHI] C BBICIIUM IPOo(ecCHOHAbHBIM 00pa30BaHUEM HE
MEHEE OJJHOTO ToAa

JI1s TOMKHOCTH «TJIaBHBIN OMOIMOTEKaph» CTaXK padOThI B JOIKHOCTH
BeyIIero 6ubiInoTeKkapsi He MEHee Tpex JIeT

Oco0ble ycroBust
JIOTycKa K pabore

Hpyrue
XapaKTEePUCTUKHI

PexkomeHryeTcst 1ONOIHUTENbHOE TPOecCHOHATbHOE 00pa30BaHUE —
MIPOrpaMMbI MOBBIIIEHUS KBaTU(UKALIUY IO TPOPUITIO JESTENbHOCTH (HE pexe
OJTHOTO pa3a B TPH rojia)




JIOTIOJTHUTEIBHBIE XaPaKTEPUCTUKH

Haumenosanue Kon HaumenoBanue 6a30Boii rpynibl, JOTKHOCTH
JIOKYMEHTA (mpodeccnn) WM CreUAIBLHOCTH
OK3 2622 Crenuanuctsl OMOIMOTEK
EKC? - bubnuorekapp
['maBHBI OMOIHOTEKAPH
Crenpanuct 1o OuOJIMOTEYHO-BBICTABOYHOM paboTe
OKCO* 8.51.02.03 bubanorexosenenne
8.51.03.06 bubnmoreuno-uHpopManmonHas 1esTeIbHOCTh
3.1.1. TpynoBas ¢pyHKuust
CranuonapHoOe, BHECTAIIHOHAPHOE U VpoBeHb
HaumeHoBaHue JTUCTaHIIMOHHOE 00CTYKUBAaHUE Koxn | A/01.6 (moypoBeHb) 6
10J1b30BaTeNei KBaMHKALHH
poncxomiente 000N [ gpuyas | x| Somernonano
Kong Peructpanuonsslit
OpuUTrruHaJia HOMCED
po¢heCCHOHATHFHOTO
CTaHAapTa

TpynoBble neicTBuUs

Perucrpanus/mepeperucrpariys mojap30BaTess On0IMoTeKy,
WH(POPMHUPOBAHUE O TIPABUIIAX MOJIb30BaHMs OMOIHOTEKOM, e€ pecypcax,
CepBHCax M YCIyrax M MOPSIKE UX UCIIOIb30BaHUS/TIONYYCHUS B
odraiin/oHIaliH pexuMax

[Tpuem nH(pOPMALIMOHHBIX 3aIIPOCOB MOJIB30BATENS B OQIIaliH/OHIalH
pexuMax

KoHcynpTHpOBaHuE MOIB30BATENEH IO TPAaBUIJIAM COCTABIIEHUS 3aIIPOCOB U
METOJMKE MONCKa MHPOPMALMK O TIOKYMEHTaX B CIIPaBOYHO-TIOMCKOBOM
ammapare U 3JeKTPOHHBIX pecypcax OMOJIMOTEKH, IOUCKOBBIX pecypcax
MH(}OpPMallMOHHO-TEJIEKOMM YHUKAIIMOHHOH ceTu «HTepHeT»

[Touck nokymMeHTOB, OMOIMOrpadMuecKoi U CpaBOYHON MH(OPMAIUH 1O
3ampocy MoJab30BaTelis B O0IrMoTeyHoM (OH/IE, B IOKATBHBIX U CETEBBIX
pecypcax B LEJISX YIOBJIETBOPEHHsI 3alIPOCOB MOJIb30BATENS

bpoHupoBaHue 3aKa3aHHBIX yJaJl€HHbIM 0JIb30BaTeNIEM JOKYMEHTOB U3
610IMOTeYHOr0 (OHA C ETbIO YAOBIETBOPEHUS HH(POPMAITMOHHBIX
3aMpocoB

[ToaroroBka QJICKTPOHHBIX KOITMI MeYaTHHBIX AOKYMCHTOB U Bepcnﬁ
SJICKTPOHHBIX JOKYMCHTOB I10 3aITpOoCaM YJAJICHHOI'O MOJIb30BATCIIA

Bbiava/TpaHCISINS M pETUCTPAIS BBIIAYH JOKYMEHTOB,
6ubnuorpaduueckoit  cripaBoYHOM MH(pOpMAIK B O(JIaiiH U OHJIAMH-
peKuMax

8 Enuneiii kBanmupuKanOHHBINA CIIPABOYHHK JTOJDKHOCTEH PYKOBOIUTENEH, CIEITUATUCTOB M JPYTHX CITY)KaIUX.

4 OO1mepoccuiicknii KracCUPHUKATOpP CHENUATBHOCTEH 110 00pa30BaHHUIO.




[Tpuem u perucrpaius Bo3Bpara JOKyMEHTOB odJIaiiH U OHJIalH-pEKIMax

PaccranoBka BO3BpallleHHBIX MOJ30BATEIEM JOKYMEHTOB B (JOH/I, MEITKHIA
PEMOHT U3JITaHUI

KonupoBanue u nmepeBo1 JOKyMEHTOB B u(poBoii popmar mo 3anpocy
10J1b30BaTEJIsI

Odopmrnenue 3akasa, BbIIa4H, BO3BpaTa JOKYMEHTOB 10 MEKOMOINOTECUHOMY
abonementy (MBA)

[Tpriem 1 BBITIOJTHEHHE 3aIPOCOB MOJIB30BATENS B PEKUME IJICKTPOHHOM
nocTaBku ToKymMeHToB (D 1/1)

Opranu3anys BBICTaBOK, PACKPHIBAIONINX OMOIMOTEUHBIN (OH, B
TPaJUIIMOHHOM M 1M poBOM dopmare

Opranu3zanusi 0OpaTHOW CBS3H C TOJb30BATEISIMU B OdIaiiH M OHJIAHH-
pexuMax, u3ydeHrne HHPOPMAIMOHHBIX TOTPEOHOCTEH U 3aIpOCOB
M0JIb30BaTENeH ¢ 1eNbI0 MOBbIIEeHUS 3 (HEKTUBHOCTH OUOIMOTEUHO-
UH(POPMALIMOHHOTO 00CTY)KMBAaHUS

VY4er u aHaM3 0TKAa30B OMOIMOTEKH Ha 3alPOCHI MOJIb30BaTENeH Ha
JIOKYMEHTBI, OMOIHOrpapuecKyro U CIIPaBOYH YO HHPOPMAIIHIO, JIOKATbHbIC
U CETEBBIC PECYPCHI C LEIBIO HX YIOBJICTBOPCHHUSI

Pabota ¢ nonb3oBarensMu, He BO3BPATUBLIMMHU JOKYMEHTHI B
YCTaHOBJICHHBIM CPOK

Opranuzanus cucTeMsl yyeta 6uGIMOTEeYHO-UH(POPMALIMOHHOTO
00CiIyKUBaHUS, BEIEHUE IUIAHOBO-OTYETHOM IOKYyMEHTalUU B OQUIaiiH U
OHJIaH-peKHUMax

VYder nocTyIuieHui TOKyMEHTOB B ()OHJ] CTPYKTYPHOTO TIOPa3ICIICHUS
OUOIHOTEKH, 00CTYKUBAIOIIIETO MOJIH30BATEIICH, MPOBEACHHE IPOBEPKH
Ooubmmoreynoro Gouga

Opranuzanus KoMGOpPTHOTO OUOIMOTEYHOTO MPOCTPAHCTBA M CUCTEMBI
HaBUTallUU B IOMEIIEHUAX OMOTMOTEKH U B (DOHJIE OTKPBITOTO JOCTYIIA C
IEJIbIO MOBBIICHUS 3P (HEKTUBHOCTH OMOINOTEYHO-UH(DOPMAITMOHHOTO
00CITy>)KMBaHUS

Heo6xoanmMelie ymeHust

Hcnonb30BaTh TpaAUMOHHBIE/aBTOMAaTH3UPOBAHHbBIE TEXHOJIOTUU
perucTpaiyu/mepeperucTpaiii nojb30Bareneid OMOIMOTEeKH, OCYIIECTBISITh
uX HHPOPMHUPOBAHUE O MPaBUIIAX MOJIb30BaHMs, PECypcax, CEpBUCAX U
yciyrax Ou0aMoTeku B oQuialiH U OHJIaH-peKUMax

Ocy1iecTBIATh NOUCK JOKYMEHTOB B OMOIMOTEUHOM (DOHJIE, B AIEKTPOHHBIX
pecypcax, CrpaBOYHO-TIOMCKOBOM anmapare OuOIMoTeKH U HHGOPMAITMOHHO-
TEJIEKOMMYHUKAaIMOHHOM ceTH «IHTepHEeT» B LIENAX yIOBIETBOPEHUS
MH(}OPMallMOHHBIX 3alPOCOB M0JIb30BaTeNeH B 0(hIailH U OHJIaH-pEeKUMAaX

BeimonusaTe 6ubnuorpaduyeckue aapecHble, TeMaTHYECKUE U
(axTorpadudeckue 3apocsl M0JIb30BaTENIEH HA OCHOBE CIIPABOYHO-
MIOMCKOBOTO anmnapara 6M0IMOTEKH, pecypcoB HH(POPMAIIMOHHO-
TEJICKOMMYHUKAIIMOHHOMU ceTu «HTepHeT»

OcCy1ecTBISITh aHATUTUKO-CUHTETHYECKYI0 00pabOTKy MeYaTHBIX,
AJIEKTPOHHBIX U CETEBBIX AJIEKTPOHHBIX JTOKYMEHTOB

Hcnonp30BaTh aBTOMATU3UPOBAHHYIO OMOJIMOTEUHO-UH(POPMALIMOHHYIO
cucremy (ABUC) Gubnunoreku, 1pyrue nudpoBbie TEXHOJIOTUU U
TEXHUYECKUE CPEJICTBA B ESAX OMOIMOTEUHO-MH(POPMAIIMOHHOTO
o0cCITy’)KMBaHUsl 1OJIb30BaTelNell B o¢uiaiiH M OHJIAH-peKuMax




[lepeBoanTh MEYaTHBIE JOKYMEHTHI B 3JIEKTPOHHBIN (JOpMAT U UCIIOIH30BaTh
TEXHOJIOTHH JIEKTPOHHOM TOCTaBKU JOKyMeHTOB (/1)

Hcronp30BaTh TEXHOJIOTHH OpraHru3aliiid KHUXHBIX BBICTABOK U
TEMATUYCCKUX 3KCHOSHHHI>1, B TOM YHMCJIC BUPTYAJIBbHBIX, Pa3JIMYHOI'O
OCJIICBOI'O M YNTATCIIBCKOT'O HA3HAYCHU A

OcymiecTBiIsSITE OMOINOTEUHO-UH(DOPMAITMOHHOE 00CITYKUBAHHUE
MOJIb30BaTeseH B O(hJIaiiH U OHJIAHH-PeXUMAaX, YIUTHIBAS UX INIHOCTHBIC
XapaKTEPUCTHKH U UHPOPMAIIMOHHBIC TOTPEOHOCTH, B TOM YHCIIC B
JUCTAHIIMOHHOM PEKHME

DopMUpPOBaTh YUTATEIBCKYIO KYIBTYPY, HHOOPMALIMOHHO-METUIHYIO U
U(PPOBYIO TPAMOTHOCTH MOJIb30BaTENICH HA OCHOBE MCIIOIb30BAHUS
WHAWBUAYAIBHBIX U TPYNIOBBIX METOJI0OB OMOIMOTEYHON pabOThI

Oprann3oBbIBaTh MHOTO()YHKIIMOHATIEHOE OMOIMOTEYHOE MTPOCTPAHCTBO, €TO
30HMPOBAHKE M HABHTALIMIO C IETbI0 00ecredeHust KoMopTa MMoJIb30BaTeNeH

BecTr ninanoBy10, y4eTHO-TEXHOJIOTHYECKYIO M OTUETHYIO JTOKYMEHTAIIHIO 110
O6u0IMOTEYHO-UH(POPMALTMOHHOMY OOCITY)KMBAaHHUIO TI0JIb30BaTeIel B odaiiH
Y OHJIAWH-PEXKUMAX

Co0mro1aTh KOJACKC TUKHA OMOIHOTeKaps

HeoOxonuMble 3HaHUS

OcHoBbl 6MOIMOTEKOBEACHM S, OMOIMOrpadoBeIeHus, JOKYMEHTOBEICHMS,
UHPOPMATUKH, OMOITNOTEYHO-NH(POPMAITMOHHOTO 00CTYKHBAHHUS
oJIb30BaTene

HopmartuHble npaBoBbI€ aKThI 10 OUOIMOTEYHO-MHPOPMALIUOHHOMN
JIeSITeTIbHOCTH, 3allIUTE aBTOPCKUX MPaB U NEPCOHATIbHBIX JAHHBIX

MeTtonuku opranu3anuu OnOIMOTEUHO-UHPOPMAILIMIOHHOTO 00CITY)KUBAHUS B
oaiiH 1 oHIalH-pexRUMax

MeToauKH U TEXHOJIOTHU TIOMCKA JIOKyMEHTOB, Oubimorpaduyeckoit u
CIpaBOYHON MHPOPMALIMH B TIOMCKOBOI cucteMe OUOINOTEKH, IIEKTPOHHBIX
pecypcax KpyImHEHIuX Ou0In0oTeK/MHPOPMAITMOHHBIX [IEHTPOB MIPH
BBINOJIHEHUH 3aIIPOCOB I10JIb30BaTEeH/y1ad€HHBIX N0Ib30BaTeNIEH

OcHoBbI HH(POPMALIMOHHO-KOMMYHHUKAIIMOHHBIX TEXHOJIOTUHN, B TOM YHCIIE
MOHUCKOBBIE BO3MOXHOCTH U CEPBUCH HH(POPMALMOHHO-
TEJIEKOMMYHUKAIIMOHHOMU ceTu «HTepHeT»

CTaHI[apTBI U IpaBHJia aHAJIMTUKO-CUHTETUUECKOU O6pa6OTKI/I ncyaTHbIX,
SJICKTPOHHBIX M CCTCBBIX DJICKTPOHHLIX TOKYMCHTOB

Metoauku paboThl ¢ pa3IMUHBIMU KaTETOPUSIMH MOJIb30BaTENeH C y4eTOM UX
MH(OPMALIMOHHBIX U KYJIbTYPHBIX TOTpeOHOCTEN B OIIaliH U OHJIalH-
pEKUMax

MeTtoanku UHANBUIYaIbHOM, TPYNIIOBOM U MacCOBOM pabOTHI IO MOJIEPIKKE
yTeHUsl, (OPMHUPOBAHUS YNTATEIBCKON KYJIbTYpbl U UH(POPMAIIMOHHOM
IPAMOTHOCTH

MeTtonuku opraHu3anuu ONOGIMOTEUHON BBICTaBKH, B TOM YHUCIIE
BUPTYAJILHOU

OCHOBBI 1 TIpaBWJIa OPTaHU3AINH, PACKPBITHS, HCIIOIB30BAHHUS
6ubnmMoTeyHoro GoHa M JIEKTPOHHBIX pecypcoB OnbIMoTeku B odaiid u
OHJIAMH-PEKUMAX

OCHOBBI B IpaBuJjia OpraHn3anmu 1 Jn3aiiHa OMOIMOTEYHOTO MMPOCTPAHCTBA

TpeOGoBaHMsI K COCTaBICHHIO TNIAHOB M YY€THO-OTYETHOM TOKYMEHTAIIUH TI0
OM0IMOTEYHO-NH(POPMAITMOHHOMY 0OCITYKUBAHUIO TIOJIH30BATEIICH




OTteuecTBeHHAs U 3apyOeKHas XyI0KECTBEHHAs JINTepaTypa, COBPEMEHHBIN
JUTEpPaTypPHBINA MPOLIECC, OCHOBBI COLIMATIBHBIX, TYMAHUTAPHBIX, TOUHBIX U
€CTECTBEHHBIX HAayK, HICKYCCTBa

OCHOBEI COHH&HBHOﬁ u BOSp&CTHOfI IICUXOJIOTHH, IICAAI' OTUKHU, COLITHMOJIOTHH
YTCHHA U COIMAJIbHBIX KOMMyHI/IKaL[I/Iﬁ

Hopwmsl mpodeccnonaibHOM OMOIMOTEYHOM STUKH

HApyrue
XAPAKTCPUCTHUKHU

3.1.2. TpynoBasi pyHkuus

bubnroTeyHo-uHpOPMAIIMOHHOE Yposenb
HauMeHoBaHME 0BCITyKUBAHME TeTeil Kox | A/03.6 (TOLypOBEHS) 6
KBaTU(UKAITHA
ITponcxokaeHNnE TPYIOBOM 0 X 3aMMCTBOBAHO W3
GyHKIUH prrHHAT OpHIHHANA
Kon PerucrpannoHHbIN
OpHTHHANA HOMEp
po(heCCHOHATBHOTO
CTaHIapTa

TpynoBble neicTBuUs

OpFaHI/ISaHI/IH 1 30HUPOBAHUC KOM(bOpTHOFO, 0e30macHoOro MMpOCTPAaHCTBA AJIA
06CJIy7KI/IBaHI/I$I IIGTGP'I B COOTBCTCTBHHU C UX BO3PACTHBIMH U IICUXOJIOT'O-
neaarorut4ycCKuMm 0COOEHHOCTAMU

®opmupoBanue, 00paboTka U opranuzanus GoH/a IETCKON JINTEPaTypHI,
BKJIFOYAsl AJIEKTPOHHBIE JIOKYMEHTBI, C y4ETOM BO3PAaCTHONH MapKHPOBKH U
KJIaCCU(UKAIUN

Opranuzanus KHUKHBIX BBICTABOK U SKCITO3UIUHN 110 TEMATHYECKUM
HAIPABIICHUSM B TPATUIIMOHHOM 1 IU(DpoBOM (hopMaTax ¢ EIbI0 PACKPHITHS
dboH1a JETCKON JTUTEPaTyphl U €r0 KOJUICKIIHA

Opranu3zaiiys CrpaBOYHO-MIOMCKOBOIO anmnapara Ha OoH] 1eTCKOH
JUTEpaTyphl JUIs M0JIb30BATENEH IETCKOT0 BO3pacTa, poAUTENeH U
CIELHATMCTOB MO JIETCKOMY YTEHHIO

Coznanue OMOGIMOTEUHBIX HH(OPMALIMOHHBIX TPOIYKTOB Pa3IMYHbIX TUIIOB U
BUJIOB JJIS1 TTOJIb30BaTeNell IETCKOro BO3pacTa, poAUTeNel 1 CIeaIiCTOB
10 JIETCKOMY YTEHHIO

OcymiecTBieHne noadopa JTOKyMEHTOB U NPEI0CTaBICHNE aJalTUPOBAHHOTO
Jnoctyna (HaBUralyu) K HHQOpMallMOHHBIM U CIIPaBOYHBIM pecypcaM ¢
Y4€TOM BO3PACTHBIX XaPaKTEPUCTUK U MHJIUBUAYATBHBIX OCOOCHHOCTEMN
N0JIb30BaTENeH JETCKOT0 BO3pacTa

OcymiecTBieHnEe HHIUBUYaTIbHON, TPYIIIOBOM U MaccoBOH pabOTHI €
MOJIb30BATENSIMH JIETCKOTO BO3pacTa MO MPUBUTHIO HABBIKOB UTEHUS,
Pa3BUTHIO YUTATENIBCKOM KYIbTYphl, MEIUHHO-UHPOPMALIMOHHON 1
1M (pOBOH TPAMOTHOCTH

Pa3paboTka MHAMBUIyaTbHBIX TPACKTOPUI YUTATEIICKOTO PA3BUTHS JIISI
OT/ICJIbHBIX KaTErOpHii MOJIb30BaTes el IETCKOr0 BO3pacTa: JOIIKOIbHUKOB,
MUTQJIIIUX ITKOJBHUKOB, TIOJPOCTKOB M FOHOIIIECTBA 10 WHIMBH Ty IbHBIM
3anpocam




IIpoexTrpoBanue, opraHu3anys U NpOBEACHUE KYJIbTYPHO-10CYTOBBIX
MEPOTIPUATHIA C YIE€TOM BO3PACTHBIX OCOOCHHOCTEH MOIh30BaTENICH IETCKOTO
BO3pacTa

HaronHeHne mo3uTUBHBIM KOHTEHTOM caiiTa (paszena caiita) OnOIMOTeKH,
AKKAYHTOB B COITMAIBHBIX CETAX C HEIbI0 IPOABIKECHUS OMOINOTEUHBIX
PECYPCOB U YCIIYT, OMYJISIPU3UPYIOIIUX JETCKOE YTCHUE

KoHcynpTupoBanue poauresneil (3aKOHHbBIX [TPEACTAaBUTENEN) II0Jb30BaTENEH
JIETCKOI'0 BO3pacTa 10 OpraHu3aliK JETCKOI0, IOJPOCTKOBOIO U
IOHOIICCKOI'O UTCHHUA U 06y‘-IeHI/IIO METOAHUKAM COBMCCTHOI'O UTCHU A

Opranu3anus y4eta, MOHUTOPHHTA U aHaJi3a ONOIMOTEYHO-
UH(POPMALIMOHHOM pabOoThI € MOIH30BATEISIMU AETCKOTO BO3pACTa C LENbIO
orieHkH e€ 3 PeKTHBHOCTH

Heo0Oxonumble ymeHus

[IpuMeHSTh TEXHOJIOTUU OPTaHU3AIUN U 30HHPOBAHKS KOM(POPTHOTO,
0€30MMacHOT0 MPOCTPAHCTBA JIJIs OOCTY)KHBaHHS MOJIb30BaTEICH JIE€TCKOTO
BO3pacTa B COOTBETCTBUU C X BO3PACTHBIMH H IICUXOJIOTO-TIeJar OTHYECKUMHU
0COOEHHOCTAMU

®opmupoBaTh GOHI IETCKOH JIMTEPATYPhI C YYETOM BO3PACTHON MapKUPOBKHU
Y KPUTEPUEB OLICHKU COAEPIKAHMS, Xy OKECTBEHHBIX JJOCTOUHCTB U
KYJIbTYPHOH LIEHHOCTH JE€TCKOU JIUTEPATYPBI

Ocy1iecTBIATh aHATUTUKO-CUHTETHUECKYI0 00pabOTKY TOKYMEHTOB U
OpraHU30BBIBATH (POH] JETCKOM JIUTEPATYPhI, BKIIOYAst IEKTPOHHBIC
JJOKYMEHTBI C Y4ETOM BO3PAaCTHOM MapKHUPOBKH M KiacCU(UKALUU

IIpoexkTupoBaTh U OPraHU30BBIBATH KHUYKHBIC BBICTABKH U KCIIO3ULIUHU I10
TEMaTUYECKUM HAIIPABJICHUSIM B TPAJIUIIMOHHOM U IIUPPOBOM PopMaTax ¢
Y4ETOM IICHUXOJIOTO-TIEJarOTMUECKUX 0COOCHHOCTEH MOJIb30BaTeNeH JETCKOTo
BO3pacra

Co3ztaBaTh ¥ BECTH CIIPAaBOYHO-ITIOMCKOBBIN anmapar, B TOM YHCIIE
AIIEKTPOHHBIE/TPAAUIIMOHHBIC KaTAJIOTH HA (DOH]] IETCKOHN JINTEPATYPhI

[TpuMeHATh METOUKHU 00Yy4EHUS MOJIb30BaTeNeH IeTCKOro BO3pacTa
COCTaBJICHUIO 3allPOCOB U MH(POPMAILIMOHHOMY MOUCKY JOKYMEHTOB B
TPaZULIHOHHOM U 3JIEKTPOHHOM pEXHMAX

Ucnonb3oBath GopMbl 1 METO/IBI MHIMBUIYaJIbHOM, IPYIIIOBOM U MaccoBOI
paboThI 10 Pa3BUTHIO YUTATEIBCKON KYIbTYpPbI, MEAUHHO-UH(OPMAIIIOHHON
U IIUPPOBOI rpaMOTHOCTH MOJIb30BaTENEH JETCKOro BO3pacTa

Pa3pabaTpiBaTh MpOrpaMMbl JIUTEPATYPHBIX 3aHATHH IS OTJEIBHBIX
KaTeropui Mosib30BaTelIed IeTCKOro BO3pacTa ¢ y4eTOM UX BO3PACTHBIX
XapaKTePUCTHK

Ocy1ecTBISITh IOUCK, 0TOOP, MPOBEPKY JOKYMEHTOB U JaHHBIX JUIS
cO3/1aHUs UH(OPMAIIMOHHBIX IPOAYKTOB ISl OJIB30BATENEH JETCKOTO
BO3pacTa, POAUTEIIEH U CIIEHUATMCTOB IO JETCKOMY YTEHUIO Ha OCHOBE
YCTaHOBJICHHBIX KPUTEPUEB

OcymiecTBIATh MOUCK, 0TOOP, TPOBEPKY HH(POPMAITUH [T HATIOJTHEHUS caiiTa
(pa3znena caiiTa) M aKKayHTOB B COLIMANIBHBIX CETAX C LIeNIbI0 00eCTIeYeHUs
MH(pOpPMaLMOHHON 06€30MacHOCTH B OMOIMOTEYHO-NH(OPMALMOHHOM
00CITy’)KUBaHHH I10JIb30BaTENeH JEeTCKOTro Bo3pacra

HpI/IMeHSITI) TEXHOJIOTHH COIMUAJIBHOTO MapTHEPCTBA U CETEBOI'O
B3aUMOJCUCTBHUS B NPOABHIKCHUU JIETCKOM KHUTH U HpI/I06H_ICHI/II/I K YTCHHIO
MIOJIb30BaTelICH JCTCKOT'O BO3pacTa




[TpumeHsTH METOUKH OLIEHKH 3(h(HEeKTUBHOCTH OMOINOTEUHO-
MH()OPMAIMOHHOTO 00CITY>)KHBAaHHS TIOJIb30BaTENIEH IETCKOTO BO3PacTa

Heo0Oxoaumeble 3HaHUA

OcHoBbI OMOIMOTEKOBEICHUS, OUOIMOrpadoBeieH s, TOKYMEHTOBEICHUS,
UH()OPMAIIMOHHBIX TEXHOJIOTHH, TEOPUH U MPAKTUKKA ONOIHMOTEYHO-
UH(OPMALIMOHHOTO 00CTY>)KMBaHUS TI0JIH30BATENEH IETCKOTO BO3pacTa

MexayHapoIHOE U POCCUHCKOE 3aKOHOIATEIHCTBO B 00JIACTH 3allIUTHI JETEH,
HOPMAaTHUBHBIC [TPABOBBIC AKThI 110 OMOIMOTEYHON padOTe C MOTH30BATEIISIMU
JIETCKOT'O BO3pAcTa, 3aIUTEe aBTOPCKUX MTPAB U TEPCOHAITBHBIX TAHHBIX

OcHOBBI TIeTaroruKu, OOIICH U BO3PACTHOM MICHXOJIOTUU M CMEKHBIX HAYK 110
npo0JeMaM JAETCKOTO YTEHHUS U OMOINOTEYHO-UH(DOPMAITMOHHOM paboTe ¢
JIETHMU

JKaHps!I 1 BUABI AETCKOM JINTEPATYPhI, TEHACHIIMY Pa3BUTHS MUPOBOH,
OTEYECTBEHHOM KJIIACCUYECKOU M COBPEMEHHOM JACTCKOM JIMTEpaTyphl

OO0r1re TeHACHIIMN Pa3BUTHS [IM(DPOBBIX TEXHOJIOTHI U COIMATBHBIX MEIna U
UX MPUMEHEHHE B OMOIMOTeYHO-UH(DOPMAIIMOHHON padoTe ¢
0JIb30BATEISIMU JIETCKOTO BO3pacTa

[TpUHIMIIBI, METOI0JIOTMUECKHE U TICXO0JIOT0-TIIarOTHY€CKHEe OCHOBBI
O6uOIMOTeYHO-UH(POPMAITMOHHOTO OOCITYKHBaHHUS JIeTel, MPUOOIICHUS UX K
YTEHUI0, POPMHUPOBAHUS METUIHHO-HH(DOPMAITMOHHON U IU(POBOIA
rPaMOTHOCTH

Conuonornyeckue 1 MapKeTUHTOBbIE METOIUKH U3YUeHHUsI TOTpeOHOCTEH
MOJIH30BATEJICH JIETCKOTO BO3pacTa B YTEHUH, OCOOCHHOCTEN X
YUTATEIHCKOTO MOBEICHUS

Tuns! 1 BUABI THGOPMAITMOHHBIX PECYPCOB IS JETCH U BOZMOKHOCTH HX
UCIIOJIb30BaHUs B OMOIMOTEYHO-UH(POPMALITMOHHOM OOCITYKHBAaHUU
MOJIb30BATEJICH JIETCKOTO BO3PACTa, POJIUTENICH U CIICIIHAIIUCTOB I10 IETCKOMY
YTEHUIO

Otrka npodeccCHOHATBHOTO OOIICHHUS, B TOM YHCIIE C ITOH30BATCIIIMU
JIETCKOT'O BO3PacTa, pOJUTEIISIMHU (3aKOHHBIMU MPEICTABUTEIISIMH)

Apyrue
XAPaKTCPUCTHUKU

3.1.3. TpynoBasi pyHkuus

bubnnoreuno-unpopMamoHHoe YpoBeHsb
HaumenoBanue o0cy>KMBaHUE JIUI] C OTPAaHUYECHHBIMU Kon | A/04.6 (noaypOBEHS) 6
BO3MOXKHOCTSIMH 3JOPOBbS KBaTH(UKALIH

IIpoucxoxaenue Tpya0BOH
GbyHKIUN

3arMCTBOBAHO U3
Opuru=ai X

OpHTrHHaJIA
Kon PerucrpannoHHbIN
OpHTHHANA HOMeEp
npo¢heCCUOHATBHOTO
cTaHziapra

TpynoBsie 1eHCTBUS

Cozanne TOCTYIMHON CPeIbl M PABHBIX BO3MOXKHOCTEH OMOINOTEUHO-
MH(POPMALIMOHHOTO 00CTY>)KMBaHUS JIUI] C OTPAHUYEHHBIMU BO3MOXKHOCTSIMU
3JI0pOBbSl HA OCHOBE OpraHu3anuu KoMGopTHOTro OMOINOTEYHOTO
IIPOCTPAHCTBA U CUCTEMbI HABUTALlUU

10




dopmupoBaHKe U OpraHU3alysl CIICIHATH3UPOBAHHOTO (DOHIA JOKYMEHTOB
JUTSL JIML C OTPaHUYCHHBIMHA BO3MOXKHOCTSIMH 3JI0POBbBSI— ITEYaTHBIX
(penbedHO-TpaduuecKux, ¢ pernbedHO-TOYeUHBIM MpUQPTOM bpaiinsd) u
SJICKTPOHHBIX, B TOM YHCIIE ayJHOBH3YaJIbHBIX JOKYMEHTOB

BocnpousBenenue TOKyMEHTOB B JOCTYIHBIX (popmarax mo 3amnpocy
YUTATEJIEH C UCIIOIb30BAHUEM CIIELIMAIBHBIX METOJMK M TEXHOJIOTHI

BCIIGHI/IG CIIPaBOYHO-TIOMCKOBOI'O arirapara, B TOM YHCJIC SJICKTPOHHBIX
KaTaJloroB, Ha CHCI_II/IaJ'II/I?)I/IpOBaHHBIﬁ q)OHI[ JOKYMCEHTOB JJIs JIMII C
OTrpaHNMYCHHBIMH BO3MOKHOCTSAMMU 300POBbS

Co3nanue yclioBUil U OpraHU3alKsl HHTETPUPOBAHHOTO / HHKIIFO3HBHOT'O
O6n6IMOTeYHO-NH(DOPMAITIOHHOTO O0CITYKUBAHHMSI JIUII C OTPaHUYECHHBIMHU
BO3MOKHOCTSIMU 3/I0POBbsI

Opranuzanus qudhepeHIIpPOBaHHOTO OMOINOTEYHO-UH(OPMALIMOHHOTO
00CITy>)KMBaHUS pa3IMYHBIX KATErOPHUI T0JIh30BATEIICH-MHBATUIOB: CICTIBIX U
C1a0OBUASILNX, C TPOOJIEMaMU OIIOPHO-/IBUTaTENILHOIO amapara,
HECIBIIIANMX U cJI1A00CIBIIIANIIX, C 0COOCHHOCTSIMH MEHTAILHOTO Pa3BUTHS

Co3znanue abTepHATUBHBIX (DOPM MOTYICHUS MTOJTHOIICHHOTO OMOIMOTEYHO-
MH(OPMALIMOHHOTO 00CTYKMBaHUS JIULIaM C OTPaHUYCHHBIMU
BO3MO>KHOCTSIMU 3/I0POBbSI: CIICIIUATU3UPOBAHHBIC MTYHKTHI BBIJAYH,
HAJOMHBIN a0OHEMEHT, MOYTOBasl PACChUIKA IOKYMEHTOB

ObecnieueHne TUCTAaHIIMOHHOTO JI0CTYIA K AJIEKTPOHHBIM pecypcam 1
ycayram OMOIMOTEKH, KOJUIEKIUAM «TOBOPSIILUX) U Ay TUOKHHT,
AIIEKTPOHHBIM 0a3aM JTIOKyMEHTOB, U3aHHBIX Pelbe(hHO-TOUCUHBIM
mpudToM, puabmaM ¢ TUGIOKOMMEHTAPUAMU U JUCTAHIIMOHHBIM
CYpAOIIEPEBOJIOM

Opranu3anus aganTHPOBAHHON CUCTEMbI HH(OPMAIIMOHHOH TTOAIEPKKI
MHBAJIAJIOB 110 COLMAIBLHO 3HAYUMBIM BOIIPOCAaM COBMECTHO C OpraHaMu
COLMAIBHOM 3alIUTHI, PEadMIUTAIIMOHHBIMUA U 00pa30BaTEIbHBIMH
LIEHTpaMH, O0IIeCTBAMH HHBAINJIOB U IPYTHMHU OpPraHU3alMsIMU

OxkazaHue peryyisspHO KOHCYJIbTaTUBHOM MOMOIIU B OUOINOTEUHO-
UH(POPMALIMOHHOM 00CTY>KMBaHUH JIUI[AM C OTPaHUYEHHBIMU
BO3MOXKHOCTSIMH 37I0POBbsI C YUETOM UX (PU3UYECKUX 0COOEHHOCTEN

Opranu3anys IIaHUPOBaHUs, y4eTa, MOHUTOPUHIA U aHaIHU3a OMOIMOTEUHO-
MH(OPMALIMOHHOTO 00CTYKUBAHUS JIUL C OTPAHUYEHHBIMU BO3MOXKHOCTSIMHU
310POBbSL C LIEJIbIO OLICHKU €r0 Pe3yIbTaTUBHOCTH

Heob6xoaumeie ymeHust

Hcrionp30Bathk MU(POBHIE TEXHOIOTHH H CHIETIHATbHBIE TEXHUIECKHE
yCTpOMCTBa B OMOIMOTEUHO-UH(POPMALIMOHHOM O0CITY>)KMUBaHUU JIUI] C
OTPaHUYEHHBIMU BO3MOKHOCTSIMHU 37I0POBbSI, B TOM YHCIIE IPOTPAMMBI
KOHBEPTHUPOBAHMS IJIOCKOIIEYAaTHOI'O TEKCTA B pelbePHO-TOUECUHbIN mpUudT

HpI/IMCHﬂTB MCTOJUKY U TCXHOJIOTHIO CO3aHHA TI/I(l)HOKOMMCHTapI/IeB K
BU3YalIbHOW MPOAYKIIMH, O3BYUYHMBAHUS TUIOCKOMEYATHBIX U3/IaHUH, CO3aHUs
penbedHOo-TpaduuecKrx n300paKeHun

®opmupoBaTh, 00padaTHIBaTh U OPraHU30BBIBATH CIIELUATN3UPOBAHHBIN
OuOIMOTEUHBIN (POHJ TS JIUL C OTPAaHUYEHHBIMU BO3MOKHOCTSIMH 3/10POBbS,
BKJIIOUAsl DJIEKTPOHHBIE, B TOM UHUCIIE ayINOBU3YaJIbHbBIE, MYJIbTUMEIUITHBIE
JIOKYMEHTBI, TJOKYMEHTHI pesibeHO-TOYeUHOTo mpudTa

OCyIIeCTBISITh aHATUTHKO-CHHTETHYECKYI0 00paboTKy TOKYMEHTOB B
JIOCTYITHBIX (hOpMaTax ¥ BECTH CITPABOYHO-TIOMCKOBBIN anmapar Ha
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CHGHH&HHSHpOBaHHLIﬁ (1)0HII JOKYMCHTOB JJIs JIMI C OrpaHUYCHHBIMHA
BO3MOXHOCTAMHU 3J0POBbA

Hcnonb30BaTh METOUKU U TEXHOJIOTUN OPTaHH3AIAH
WHTETPUPOBAHHOTO/MHKIIO3UBHOTO OMOJIMOTEYHO-HH(POPMAITMOHHOTO
00CITyKUBAHUS JIUI] C OTPAHUYCHHBIMU BO3MOXKHOCTSIMH 3I0POBbSI

OcymecTBisITh AuddepeHIInpoBaHHOE ONOIMOTEYHO-HH(POPMAIIMOHHOE
00CIyKUBAaHUE PA3IMYHBIX KaTErOpUil N0Jb30BaTENIEH-UHBAINIOB C YIETOM
uX (PU3NUECKUX U MEHTaJIbHBIX 0COOCHHOCTEH

Oxka3bIBaTh KOHCYJIBTATUBHYIO MOMOIIb JIMIIAM C OTPAHHMYEHHBIMU
BO3MOYKHOCTSIMH 3JI0POBbsI B OMOIHOTEYHO-UHPOPMAITMOHHOM
00CTYXMBAaHUU C YI€TOM HX (U3MUECKUX 0COOCHHOCTEH

[IpeogoneBaTh KOMMYHUKATUBHbBIE Oapbepbl B OMOINOTEUHO-
UH(POPMALIMOHHOM 00CTY>KMBAaHUH JIUI] C OTPAHUYEHHBIMU BO3MOKHOCTSIMHU
3JI0POBBS C YIETOM MX (PU3NUECKHX OCOOCHHOCTEH

Hcnonb30BaTh TEXHOJIOTMU COUMAIBHOTO NAPTHEPCTBA U CETEBOTO
B3aMMOJICUCTBUSI B LEJSAX OpraHU3alus aJallTUPOBAHHON CUCTEMBbI
MH()OPMAITMOHHON MOJACPIKKH HHBAIHUJIOB 110 COLIMAIBHO 3HAYUMbBIM
BOIIpOCaM

OcymiecTBISITh TUIAHUPOBAHUE, YUET, MOHUTOPUHT U aHAIN3 OMOJIMOTEYHO-
MH(OPMALIMOHHOTO 00CTYKMBAHUS JIUL C OTPAHUYCHHBIMU BO3MOKHOCTSIMU
3JI0POBBS C IIEJIbIO OIIEHKHU €0 pe3yJIbTaTUBHOCTH

Heo0Oxoaumeble 3HaHUA

OcHOBBI OMOIMOTEKOBEICHUS, B TOM YHCIie TH()I0OHOIMOTEKOBEICHNUS,
oubnunorpadoBeneHus, TOKyMEHTOBEICHUS, UHHOPMATHUKU, TEOPUH U
NPaKTUKHA OMOIMOTEYHO-MH(POPMAITMOHHOTO 00CITY>)KUBaHUS JIUI] C
OrpaHUYE€HHBIMU BO3MOKHOCTSIMU 3710POBbs

HopMmaTtuBHbIe 1paBoBbI€ aKThI 10 OUOIHMOTEYHO-UHPOPMAITHOHHOM
JIESITEJIBHOCTH B 00JIACTH COLMAIbHOM 3aIUThl U peaObuInuTali HHBAJIUI0B U
JIUL C OTPAaHUYEHHBIMH BO3MOXKHOCTSIMHU 37J0POBBS, 3aIIUTE aBTOPCKUX IIPaB
Y IIEPCOHAJIbHBIX JaHHbBIX

OCHOBBI ,ZLC(l)CKTOJ'IOFI/II/I, TI/I(l)JIOHe)IaFOl"I/IKI/I n TI/I(I)J'IOHCI/IXOJ'IOFI/II/I

[Tcuxomoro-nenarornyeckie MPUHIUIBI B METOIUKH 3(H(HEKTHBHOTO
B3aHMOI[ei/JICTBH$I C UHBAJINJIAaMHU C yLIeTOM ux q)HSPI‘-IeCKI/IX U MCHTAJIBHBIX
ocobeHHoCTEH

MCTOHI/I‘-IGCKI/IC OCHOBBI KOppGKHHOHHOfI IIOMOIIH JUIaM € OrpaHUYCHHBIMU
BO3MOXXHOCTSIMU 37I0POBbsI B TpoIieccax OUOIMOTEUHO-HH(POPMAITHOHHOTO
00CITy>)KMBaHUS

CoBpeMeHHbIE TEXHOJIOTUH, TEXHUYECKHE U 3JIEKTPOHHBIE YCTPOICTBA,
UCTIOJIb3yEMbIE B MPOIIECCaX B3aUMOJICHCTBHUS C UHBAIUIAMH U B X
O6u6IMOTeYHO-MH(POPMAITMIOHHOM 00CITY>KUBAaHUH

MeTtoapl 1 ipaBuiIa GOPMUPOBAHUS, OPTAHU3AINH U UCTIOIb30BAHUS
CHeIHalIN3UPOBaHHOTO OMOIMOTeYHOTO (POHAA IS JTUI] C OTPAHUYECHHBIMU
BO3MOXHOCTSIMH 3JI0POBBS

HpaBI/ma aHAJIUTUKO-CUHTETUYECKON O6pa6OTKI/I JAOKYMCHTOB, TCXHOJIOTUH
opraHu3aly 1 BEACHUA KaTaJloroB Ha CHGI_[I/IaJ'II/ISI/IPOBaHHHﬁ (1)0H}1 JUIS JIALY
C OrpaHUYCHHBIMH BO3MOKHOCTSAMU 3J0POBbA, 0a3 JaHHBIX

MGTOZ[BI, (I)OpMBI 1 TEXHOJIOT'MH I/IHTCFpI/IpOBaHHOFO/I/IHKHIO3I/IBHOFO
6I/I6J'II/IOTC‘-IHO-I/IH(I)OpMaI_[I/IOHHOFO O6CJ'Iy>KI/IBaHI/ISI Jii1y ¢ OrpaHUYCHHBIMU
BO3MOXHOCTAMU 3J0POBbA
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Otrka npodeccHOHATBHOTO OOIICHHUS, B TOM YHCIIE C ITOJTh30BATEIISIMU-
VHBaIUIaMHU

HApyrue
XAPAKTCPUCTHUKHU

3.1.4. TpynoBasi pyHkuus

HanmenoBanue

IIpoucxoxaeHue Tpya0BOU
GbyHKIUN

Opranu3zaiys u IpoBeAcHHE ONOINOTEUHBIX v
. POBEHB
KYJIbTyPHO-TIPOCBETHTEIBHBIX, Kon | AJO5.6 (foyposes) 5
06pa30BaTeJII:HLIX 1 COOBITUHMHBIX KBATHHKATIH
MEpOTPUITHI
Opwrmman X 3aMMCTBOBAHO U3
OpHTI'HHAJIA
Kon Peructpanuonssiit
OpHTHHaNa HOMeEp
npo¢heCCUOHATBHOTO
CTaHJapTa

Tpynossie nencTBUs

[IpoBeneHue ONPOCOB MOJIB30BATENIEH U HACEICHUS B LIEISAX BBIBICHUS
notrpeOHocTell B OMOIMOTEUHBIX KYIbTYPHO-IIPOCBETUTENIbHBIX,
00pa30BaTENbHBIX U COOBITHIHBIX MEPOTIPHITHSIX

N3yuenne nH(popMalMOHHBIX PECYPCOB C LIEIbI0 MOATOTOBKU OMOIMOTEYHBIX
MEpONPHUITUI

CocraBneHne KaJeHIapHOTro IJIaHa/TuIaHa-TIPOCHEKTa IIPOBEACHUS
OMOIMOTEYHOTO MEPOITPHUATHUS

Pa3pabotka cuieHapusi OMOIMOTEYHOTO MEPOTIPUSTHS, pACIIPEIEICHIE
(GYHKIMOHATBHBIX 0053aHHOCTEH MEXK/Ty €ro OpraHu3aTOPaMH, IPUBJICYCHHE
Ipa)KJaH, B TOM YHCJIE BOJIOHTEPOB, K YYACTHUIO B IPOBEICHUN MEPOIPUSITUS

Opranuzanys nHQOPMUPOBAHUS TOJIB30BATENICH O TPOBEICHUH
OUOIMOTEYHOTO MEPOIIPUATHUS

[IpoBenenne OMOIMOTEUHOTO MEPONIPUATHS C LIENBIO YI0OBIETBOPEHUS
MH(OPMAIMOHHBIX, 00pa30BaTeIbHbIX, KYJIbTYPHBIX, [I03HABATEIbHBIX
NOTPEeOHOCTEH U MHTEPECOB HACETICHUS

N3ydyeHre MHEHUS yHaCTHUKOB OMOIMOTEUHBIX MEPONPUITUHN C IIEIIBIO
MIOBBIIICHNS UX YPOBHS YIOBICTBOPEHHOCTHU

Benenue yyera ctaTUCTHUECKUX MOKa3aTeslel IPOBEACHHOIO OMOIMOTEYHOTO
KYJIBTYpHO-TIPOCBETUTENILHOTO, 00pa30BaTEIBLHOIO U COOBITUHHOTO
MEpPOIPUATHS

Heo6xoanMele ymeHUst

I/Isyanb HOTpe6HOCTI/I HacelIeHUs! B OMOJIMOTEYHBIX KYJIbTYPHO-
IMPOCBCTUTCIILHBIX, O6paSOBaTeJ'II>HI)IX H COOBITUIHBIX MCPOIPUATUAX, B TOM
YHUCJIC IPOBOAUTH OIIPOCHI CpeaAr MOJIb30BaTe e ONOINOTEKH

Omnpenensars Temy u ¢Gopmar, COCTaB yUaCTHUKOB U TTAPTHEPOB
OMOIMOTEYHOTO MEPOIIPHUSITHSI, OCYIIECTBIATH 0TOOp MH(OPMALIUY TIO €r0
TeMaTUKe

Hcnonb30BaTh METOAMKH OJATOTOBKU U MPOBEACHUS OMOINOTEYHBIX
MEpPOIPUATHI B OHJIAlH U oraliH-pexxumMax ¢ y4eToM HH(GOPMallMOHHBIX,
00pa3oBaTeNbHBIX, KYJbTYPHBIX, IO3HABATEIbHBIX MOTPEOHOCTEN

13




PazpabaTbiBaTh MIaH-TIPOCTIEKT U CIICHAPUN TPOBEIEHHS OMOIHMOTEUHOTO
KyJIbTYPHO-TIPOCBETHTEIIFHOTO, 00Pa30BaTEIbHOTO M COOBITHIHOTO
MEPOTPUSATHS

I'oToBuTh HHPOPMaLIHIO O OUOIMOTEYHOM MEPONPUATUH AJI Pa3MEIIeHUs Ha
caiite OMOIMOTEKH, COITMATILHBIX CETSIX U KaHaTaX MacCOBOTO
MH(OPMHUPOBAHUSI HACETICHUS

Hcnons30BaTh TEXHOIOIMH COLIMAIIBHOTO ITAPTHEPCTBA C KYJIBTYPHBIMH,
o0pa3oBaTeNbHbIMH, HAYYHBIMU, OOIIIECTBEHHBIMU OPTaHU3ALUSIMU U
CpeAcTBaMHU MacCOBOM MH(OPMAIK, B TOM YHCIIE PUBJIEKATh BOJIOHTEPOB K
OpraHu3aliy U MPOBEICHUIO MEPONPUATUN OMOIMOTEKH

Hcnonp3oBaTe MHPOPMATMOHHO-KOMMYHHUKAIIHOHHBIE, B TOM YHCIIE
MYJIbTUMEUIHBIC TEXHOJIOTHH M TEXHUUECKHE CPEJICTBA B OPraHU3aH U
IPOBEICHUHU OMOIMOTEUHBIX MEPOIIPUATUI

Bectu yueTHO-0TUETHYIO TIOKYMEHTALIUIO U aHAIU3UPOBATH 3PPEKTUBHOCTD
OUOIMOTEYHBIX MEPOTIPUATHIA C IIEIIHIO MOBBILICHUS YPOBHS
YAOBJIETBOPEHHOCTH UX YYACTHUKOB

CobaroaTh KOJIEKC 3TUKU OUOIMOTEKApsl, B TOM YHCIIE ATHKY OOIIEHHS C
ayIMTOPUH B MpOIIecce MPOBEICHUS MEPOIPHUSITHS

HeoOxonuMble 3HaHUS

OcHoBbl 6uOIHOTEKOBEACHHS, ONOIHUOrpadoBeIeHus, TOKYMEHTOBEACHHUSI,
MH()OPMATHUKH, TSCOPUU COITUATBHBIX KOMMYHHKAIIHH, COIMATbHO-KYIbTYPHOM
IEeATEIbHOCTH

OCHOBBI TOCYTaAPCTBEHHOM KYJIbTYPHOU MOJIUTUKH, HOPMaTUBHBIE [TPABOBbIE
aKThI 110 OUOIMOTEYHO-UHPOPMAIIMOHHON U COLIMATBLHO-KYIbTYPHON
JeSITENIbHOCTH, 3alUTE aBTOPCKUX IIPaB U MEPCOHAIbHBIX JTaHHBIX

MeTroauKky U TEXHOJIOTUH OPraHU3aluu KyJIbTYPHO-IIPOCBETUTEIIBHBIX,
00pa30BaTENbHBIX U COOBITUIHBIX MEPOTIPUATHIA PA3TUYHBIX ()OPMATOB,
LIEJICBOTO U YUTATEIILCKOIO HA3HAYEHUs

COIII/IOJIOFI/I‘IGCKI/IG 1 MAapKETUHI'OBBIC MCTOAbI U3YUYCHUSA CONUOKYJIbTYPHBIX
HOTpC6HOCTeI>'I PAa3JIMYHBIX T'PYIIII HACCIICHUS

Texnomorun COUAJIBHOT'O MAapTHEPCTBA U CECTEBOI'O BSaI/IMOIIGI\/JICTBI/ISI

Menauapecypcsl HUHGOPMAaLMOHHOTO TPOCTPAHCTBA, UX UCIIOJIB30BaHUE B
O6u0IMOTEYHBIX 00Pa30BaTENBLHO-IIPOCBETUTENBCKUX, KYJIBTYpPHO-
MT03HABATENbHBIX U COOBITUMHBIX MEPOIPHUITHSIX

[Topsmox u TpeGOBaHUS K COCTABICHUIO TUIAHOB U BEACHUIO YY€THO-OTYETHON
JOKYMEHTAIIMN OMOJINOTEKH

OCHOBEI U COBPCMCHHBIC TCHACHIIMU PAa3BUTUA COUUATIBHBIX, TYMaHUTAPHBIX,
TOYHBIX U €CTECTBEHHBIX HayK, HCKYCCTBA, KPA€BEIEHUSI, COBPEMEHHBIN
JIMTEpaTypHBIN IpoLece

Hopwmel npodeccronanbHoi OMOAHMOTEYHOM STUKH

Jpyrue xapakTepucTuKu

3.1.5. TpynoBasi pyHkuus

Benenue OMOIMOTEYHBIX CaHTOB/TIOPTAJIOB, VYposeHb
Hauvenosanue CETEBBIX COIHAILHBIX CEPBHCOB Kon | A05.6 (monyposerr) 6
KBaJTM(hUKATTHH
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IIpoucxoxkaenue Tpya0Boi Opurmman X 3aMMCTBOBAHO U3
byHKIMN OpHTI'HHaJIA
Kon PerucrpanuonHssiit
OpUruHana HOMeEp
pohecCHOHAILHOTO
CTaHJapTa
TpynoBsle 1eHCTBUS MoHuTopHHT HH(POPMAITMOHHBIX TOTPEOHOCTEH MMOJIb30BaTENCH

OMOJIMOTEYHBIX CAUTOB / IOPTaAJIOB U CETCBBIX COLUAJIBHBIX CEPBHUCOB

PazpaboTtka KoHIeNIIMK OUOIHMOTEYHOTO CaifTa / mopTaia: onpe/esiecHue BUa,
IEJICBOTO U TIOTPEOUTEIHCKOT0 Ha3HAUCHHS, CTPYKTYPBI, peaTu3yeMbIX
CEpPBHCOB

PopMHUpPOBaHKE KOHTEHTA, B TOM YHCJIE€ MEJUAKOHTEHTA, CaliTa U €ro
aKTyaJIn3alus

[Moxneprxanue oOpaTHOM CBsI3M/ MHTEPAKTUBHOTO AMUANIOTA C OJIb30BATEISIMU
caiita, orieHka 3()()eKTUBHOCTH caiTa

Pa3paboTka KOHIIETIIMK CO3[aHuUs CETEBOTO COLUATILHOTO CEPBUCA: BBIOOD
TUIOIAKH, OTIPE/ICIICHUE BU/IA, IIEJICBOTO M MOTPEOUTEIILCKOTO Ha3HAYCHUS,
TEMaTHUKH, HAITOJIHEHHSI KOHTCHTA

Hanonuenue/ aKTyalin3alus KOHTCHTA aKKayHTa OuOJINOTEKH B COIIMaJIbHBIX
CETAX

B3aumoneiicTBre ¢ MOIb30BATENIAMU COLUANIBHBIX CeTel (MaccoBoe,
IPYNIOBOE, MHIMBUIyaJIbHOE), KOHCYIbTUPOBAHUE M0JIb30BaTENEH

Ananus PE3YIbTATUBHOCTHU OMOIMOTEYHOrO AKKayHTa B COLMAJIbHBIX CCTAX

Heobxoqumeie ymennst | [IpuMeHATh METOAMKY M3Y4EHHS 1 MOHUTOPHHIA TIOTPEOHOCTEH
N0JIb30BaTeNel OMOIMOTEYHBIX CAMTOB/TIOPTAJIOB M COIIMATIBHBIX CETEeH

Pa3pa6aTmBaTb KOHICIIHWIO U CTPATCTIUIO CO3JaHUA U UCITIOJIb30BaHUA
OMOJIMOTEKOM CETEBBIX COIUAJIbHBIX CCPBUCOB

Co31aBaTh KOHTEHT C yY4ETOM MOTPEOHOCTEN MOIB30BATEICH, CTPATeTHid
pa3BUTHs OMOINOTEKH, COLIMATIBLHOTO 3aKa3a U TOCYAapCTBEHHOTO 3a1aHUS

CO3,Z[aBaTB, PEAaKTUPOBATD, HY6J'II/IKOB8.TB MCIHUAKOHTCHT

NupopmupoBaTh 0 BO3MOKHOCTSIX OMOIMOTEYHOrO caiiTa noprajia u
OKa3bIBaTh KOHCYJIbTATUBHYIO IIOMOIIIb I10JIb30BATEISIM

Heo6xoanmele 3HaHUS OcHoBbI 01OIMOTEKOBEICHUS, OUOIMOrpadoBeieH s, HH(POPMAIIMOHHO-
AHATUTHYECKON JEATEIBHOCTH, IOKyMEHTOBECHNU S, HH()POPMATHKH, TEOPHH
COLIMAJIbHBIX KOMMYHHUKALUH, HH(OPMAIMOHHOHN KYJIbTYpBI

HopmatuBHble npaBoBbI€ aKThI 10 OMOIMOTEYHO-MHPOPMAILTTOHHOMN
NeSITebHOCTH, HHPOPMALIMOHHOM O€30MTaCHOCTH, 3aIIUTE aBTOPCKUX MPaB U
NEPCOHAIBHBIX JaHHBIX

OcHoBBI HHOOPMAITMOHHOTO MEHEKMEHTA U MAPKETUHTa, B TOM YHCIIE
WHTEPHET-TEXHOJIOTUN U3ydeHUsT WH(POPMAITMOHHBIX MTOTPEOHOCTEH
[MOJIb30BaTeIE OMOIIMOTEKN

TexHonoruu paboThl ¢ UPPOBBIM KOHTEHTOM OMOINOTEK, aITOPUTMBbI
Be/ICHUs1 OMOJIMOTEUHBIX CATOB, aKKAYHTOB U IPYII B COLIMATIBHBIX CETAX

MeTtonuku co3aHus U pelaKTUPOBaHMs MH(POPMAIIMOHHOTO KOHTEHTA ISt
OMOJIMOTEYHBIX CAaTOB /MOPTATIOB M COIIMAIIBHBIX METa

OCHOBBI M COBpEMEHHBIE TEH/ICHLIMU PA3BUTHS COLMANIBHBIX, T'YMaHUTAPHBIX,
TOYHBIX M €CTECTBEHHBIX HayK, XyJ0KECTBEHHOM JINTEPaTyphl, HCKyCCTBA

Hopwmps ipodeccnonanbHON OMOIMOTEIHON STUKHI
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Apyrue
XapakTECPUCTUKHU

BrimonHseTcss BEAYIINM WK TJIAaBHBIM OMOJIMOTEKapeM

3.2. O0001meHHas TpynoBasi GyHKIus

®opmupoBanue, yuet u oopadoTka VpoBeHb
HaumenoBanue pMHp >y p Kon B p 3]
6ubmnoreunoro Gouga KBaTMDUKALMH
[Ipoucxoxnenue
N . 3anMCTBOBAHO U3
00001IeHHON TPYI0BOIT Opurnsan X
OpHTHHANA
¢GbyHKIAN
Kon Peructpanmonsslit
OpHTHHAJA HOMeEp
npoGhecCHOHATBHOTO
CTaHgapra

Bo3moxHbIe
HaMMCHOBAHUS
JIOJDKHOCTEH,
npodeccuit

Bbubnuorekapp-KOMILIEKTaTOP
DKcHepT N0 KOMIUIEKTOBAHUIO OMOIMOTEUHOT0 oHIa

TpeGoBanust K
00pa3oBaHUIO U
00y4eHHIO

Briciiee oOpa3zoBanue — OakanaBpuar

nJIn

Briciiee oOpa3oBanue (HenpoduinbHoe) — OakagaBpHuar U JONOJHUTEIBHOE
npodeccroHasbHOE 00pa30BaHUE — TPOTPAMMBI TIOBBIIICHHS KBATH()UKAIHY,
POrpaMMBbl MPOQECCHOHATHHON TIEPENOATOTOBKH IO MPOQIITIO IS TEIHHOCTH

TpeboBaHMs K ONBITY
IPAKTUYECKON pabOThI

JU1s JOJKHOCTH «3KCIIEPT MO0 KOMIUIEKTOBAHUIO OUOINOTEYHOT0 (POHAAa» CTax
paboThl B JOJDKHOCTH OUOIMOTEKAPsI-KOMILIEKTaTOpa HE MEHEE TPEX JIET

Oco0ble ycroBust
JIOTycKa K pabore

Jpyrue

XapaKTCPUCTHUKHU

PexomeHyeTcst 1OMOIHUTENbHOE POo(ecCHOHaNbHOE 00pa30BaHNe —
IIPOrpaMMbI NOBBIIIEHUS KBaJIM(UKALIMU 110 TPOPUITIO JEATEIBHOCTH (HE pexe

OJIHOTO pa3a B TPH rojia)

Z[OHOJIHI/ITGHBHLIC XapPaKTCPUCTUKU

HanmenoBanue
JIOKYMEHTA

Kon

HanmenoBaHnue 6a30B0ii IpyIIIbL, JOJKHOCTH
(mpodeccun) niM CrenuaIbHOCTH

OK3

2622 CrernpanucTsl OUOIHOTEK

EKC

- bubnuorekapn
I'maBHbI OnbIMOTEKAPD

DKCHepT Mo KOMIUIEKTOBaHUI0 OMbIMoTeyHoro GoHaa

OKCO

8.52.03.06

bubnnoreyno-uHpopMamoHHas AesITeNbHOCTD

3.2.1. TpynoBasi pyHKuust
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KommekroBanue 6ubmuorednoro Gouaa VYpoBeHb

HaumenoBanne [I€YaTHBIMH, 3JIEKTPOHHBIMH U CETEBBIMU Kox | B/01.6 (morypoBeHs) 6

YAQJIEHHBIMU TOKYMEHTaMHU KBAIU(DUKAIIH

[Ipoucxoxaenue TpyaoBoi
¢GbyHKIAN

3anMMCTBOBAHO U3

Opurunan | X
OpHUTHHAJIA
Kong Peructpanumonsslit
OpUrHHaja HOMeEp
npoQeCCUOHATBHOTO
cTaHaapTa

TpynoBsle 1eHCTBUS

MOHHUTOPHHT/3KCIIEPTH3a KHIYKHOTO PhIHKA U PBIHKA 3JICKTPOHHBIX
U3JIaHHH C HEJIBIO C IEIIBIO IUTAHUPOBAHMS KOMILICKTOBaHUS (OHIOB
OUOIUOTEKHU

YcranoBieHnue npohecCHOHABHBIX KOHTAKTOB C M3/1AI0LIMMU
OpraHU3aLMSIMH, TOCTABIIUKAMU TIEYaTHON M AJICKTPOHHOHN MPOAYKIMHU T10
BOIPOCAaM KOMIIJIEKTOBaHUsI OMbIMoTedyHoro hounna

[lepBuYHBIH OTOOP MEUYATHBIX JTOKYMEHTOB C IEJIbIO BKIIFOUCHHUS B
O6nboTeyHbIl GoH

PaGoTbl no TekyieMy KOMITJIEKTOBAaHUIO OUOIMOTEUHOTO (hoH 1A
MIEYATHBIMU JIOKYMCHTAMH

Odopmnenne 3aKynmoyHon U (GUHAHCOBO-DKOHOMUYECKON JJOKYMEHTAIIUU
110 MPUOOPETaeMbIM B OMOIMOTEUHBIN (OH] H3TaHUIM

PaboTsl 1o PETPOCIICKTUBHOMY KOMIIJICKTOBAaHHUIO OMOJIMOTEYHOTO (1)0H,Z[a, B
TOM YHCJIC pCAKMMU U HECHHBIMH U3JJaHUSAMU

PaboThI Mo KOMIUIEKTOBaHUIO (DOHIA AICKTPOHHBIMU JOKYMEHTAMH: HA
CBEMHBIX HOCUTEIISAX, UHCTAINIMPOBAHHBIMU, CETEBBIMU JIOKAIIbHBIMU U
yAaJIE€HHBIMU

3aKIIl0YCHUE IOTOBOPA, KOHTPAKTA, JIMIIECH3MOHHOTO COTJIAIICHUS C
MIPOU3BOIUTEIIEM/arperaTopoM pecypcoB, opopMIICHHE TTOAMMCKH Ha
M0JIb30BaHKUE KOJUICKIIMSIMHU (CEpBHCAMHU) AJICKTPOHHBIX JIOKYMEHTOB

Opranu3zanus Mex0n0IMOTEeUHOr0/ MEXTyHAPOIHOTO KHUTOOOMEHA B
LEJIAX JIOTIOJIHUTENILHOI0 KOMIIJIEKTOBAaHUSI OMOIMoTeyHOoro poHaa

Benenue cipaBo4HO-BCIIOMOIaTeIbHOTO amnmnapara, B TOM 4ucie 0a3bl
JAHHBIX 3aKa3aHHBIX U3JIAHUN JIJISl TEKYILETO U PETPOCIEKTUBHOTO
KOMIUIEKTOBaHUsI OMOIMOTeYHOTO (POH 1A

Heo6xoanmelie ymeHust

AHaJ'II/I3I/IpOBaTB MPEATIOKCHUA U HCHOBYIO MOJIMTHKY KHUT'OU3AATCIIBCKOTO
1 KHUT'OTOPTOBOI'O PBIHKOB, PBIHKA JJICKTPOHHBLIX ITPOAYKTOB, CEPBHUCOB U

yeayr

[TpoBOANTH KOHKYPCHBIE TIPOIIEAYPHI 110 TEKYIIEMY U PETPOCIICKTHBHOMY
KOMIUJICKTOBaHHIO OMOIHMOTeUHOro oH I

OdopmitsaTh 3aKynoYHy0 U (PMHAHCOBO-DPKOHOMHYECKYIO JJOKYMEHTAIIHIO
10 MpruoOpeTaeMbIM B OMOIMOTEUHbIN (OH H3TaAHUIM

3aKIroJaTh J0roBOpPbI, KOHTPAKTBI, JIMICH3NOHHBIC COTJIAIICHUSA C
HpOI/I3BOIII/ITeJ'ICM/ arperaTopamu 3JICKTPOHHBIX I/IH(I)OpMaI_II/IOHHLIX peCypCcoB

OcCyIIeCTBIIATh MOIMKCKY Ha MOJb30BaHKe KOJICKIMSIM/CepBUCaMU
YIAJICHHBIX 3JIEKTPOHHBIX TOKYMEHTOB

BBINOTHATE TEXHOIOTHYECKHE MPOLECCHI 110 TEKYIEMY U
PETPOCIIEKTUBHOMY KOMIUIEKTOBaHMIO OMOIMOTeYyHOro (hoHIa
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Hcnonb30BaTh TEXHOIOTHH MEKOHOINOTEYHOTO/MEXKTYHAPOTHOTO
KHUTOOOMEHA JIJII KOMIUIEKTOBaHMS OnOImoTeyHoro Goxma

OdopMsTh Tapbl U TOKEPTBOBAHUS B OMOIMOTEYHBIN (HOH]T

Bectu cripaBo4HO-BCIIOMOraTeNbHbII anmapar s TeKYIIero u
PETPOCHIEKTUBHOTO KOMIIJIEKTOBAaHUS OMOIMOTEYHOr0 (hoH1a

YcraHaBauBaTh MPodheCCHOHATbHBIC KOHTAKTBI C H3AOIHMU
opranu3anuvsiMu, IPOU3BOAUTCIIIMU U IMOCTABIIUKAMU e4aTHOHU U
AIIEKTPOHHOU MPOAYKIMH, arperaTopaMu 1o BOMPOcaM KOMIUIEKTOBAHHSI
oubnuoreynoro GoHma

Hcnonp30BaTh TEXHOJIOTHH PAOOTHI C aBTOMATU3UPOBAHHOW OMOINOTEYHO-
nHdopmanuonHoit cucremoit (ABMC) 6ubimorekn, npyrue udpoBsie
TEXHOJIOTUH U TEXHUUYECKUE CPEJICTBA B MIPOLECCAX KOMIUIEKTOBAHHS
O6ubmoTeyHoro Goxma

HeoOxoaumeble 3HaHUA

OcHoBel 6uOIHMOTEKOBEICHNUS, ONbIHOrpadoBeIeHNs, TOKYMEHTOBEICHHS,
OoubmoTeyHoro GpoHI0BeAeHUS, HH(POPMAITMOHHO-KOMMYHHKAITHOHHBIX
TEXHOJIOTHI

HopmatuBHbIe mpaBoBbI€ aKThI 10 OUOIMOTEYHO-UHPOPMAITMIOHHOIHA,
KHUTOM3/1AaTEIbCKOM U KHUTOTOPTOBOM JACSITEIIBHOCTH, PHIHKY JIEKTPOHHBIX
MIPOJYKTOB U yCIyT, HHPOPMAIIMOHHOM 0€30MaCHOCTH U 3alIUTE aBTOPCKHUX
rpaB

HopmatuBHBIC TPaBOBBIC aKThI IO OPTaHU3AIUH U TEXHOJIOTHSIM
KOMIUICKTOBaHMS (hoHIA

ConepxaTenbHO-THIIOJIOTUIECKAN TPOQHITHF KOMIUIEKTOBaHHS (hoHIa
O6ubINOTEKH

VCTOYHHMKH KOMILJIEKTOBaHUS OMOJIMOTEYHOIO (1)OHIIa II€4YaTHbIMH,
JJICKTPOHHBIMU JIOKAJIbHBIMU U CETCBLIMU YAAJICHHBIMH JOKYMCHTAMHU

PBIHOK TMIIEH3MOHHBIX 3JIEKTPOHHBIX PECYPCOB, IIEHOBAS U CEPBUCHAS
IOJIMTHKA ITPOU3BOJIMTENIEN U arperaropoB AIEKTPOHHBIX PECYPCOB

OrtpacneBas ¥ TUIIOJIOTMYECKasl CTPYKTypa KHUTOU3AATEIbCKOTO U
KHUT'OTOPrOBOI'0 TOKYMEHTHOI'O TIOTOKA, PBIHKA JINLIEH3MOHHBIX
JIEKTPOHHBIX PECYPCOB

ConepxatenbHble, popManbHbIe U IIEHOBBIE KPUTEPUU OTOOPA MEUATHBIX U
JJIEKTPOHHBIX JOKYMEHTOB, YIAJIEHHBIX CETEBBIX PECYPCOB

OCHOBBI 1 COBPEMEHHBIE TEH/ICHILIMU PA3BUTHS COLUAIBHO-TYMAaHUTAPHBIX,
TOUYHBIX ¥ €CTECTBEHHBIX HayK, COBPEMEHHOT0 JINTEPATYPHOT'O IPOLIECCa,
HCKYCCTBA

Hopmbl OMOJIMOTEYHOM 3TUKH, TIPaBHIIa JICTIOBOW EPEIUCKH U BEICHUS
MIEPErOBOPOB

Hpyrue

XAPaAKTCPUCTHUKHU

3.2.2. TpynoBasi pyHKuus

YposeHnb
HaumenoBanue Y4er u o6paboTka 6ubIHOTEYHOTO HOHIA Kon | B/02.6 (TIOXypOBEHB) 6
KBaJTU(DUKAIHA
IIpoucxoxaeHue Tpya0Boi Opurmman X 3aMMCTBOBAHO W3
byHKITIN OpuUrvHaja
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Kon PerucrpanuonHsiit
OpHTrHHaIA HOMEp
podeCCHOHANBEHOTO
cTaHziapra

TpynoBsie nencTBUs

Benenue nuddepennupoBanHoro (MHAMBUAYATEHOTO) H
MHTETPUPOBAHHOTO (CYMMAapHOT'0) y4eTa IeYaTHbIX JOKYMEHTOB,
MOCTYMUBIINX B OMOIMOTEYHBIN (HOH]T

BCI[GHI/IG CYMMApHOI'o0 1 UHANBUAYAJIbHOT'O YUY€Ta 3JICKTPOHHBIX
JOKYMCHTOB Ha (bI/I3I/I‘-IeCKI/IX HOCUTCJIIX, MHCTAJIJIMPOBAHHBIX,
CCTCBBIX JIOKAJIBHBIX U YIAJICHHBIX JOKYMCHTOB

TexHuueckas 00padOTKa ¥ MTPHUX-KOJAUPOBAHUE TOKYMEHTOB,
MOCTYMHUBIINX B OMOIMOTEYHBIN (HOH]T

bubnuorpaduueckas o6padboTKa TOKYMEHTOB, TOCTYITHUBIIIHUX B
OoubnmoteunsIil GpoHa, onpeaeneHre HATNIHS
Ooubmorpaduueckoro onucaHus TOKyMEHTOB B
AJIEKTPOHHOM/TPAUIIMOHHOM KaTajore

Pacripenenenue u nepenayda nocTynuBIINX JOKYMEHTOB B
(byHKIMOHATIBHBIE MTOIPa3/ICICHUsI ONOINOTEKN

HeoOxonumelie ymeHust

Hcnonb30BaTk TEXHOIOTUU AU(PEepeHIIPOBAHHOIO
(MHIMBUYaJIbHOT0) M MHTEIPHUPOBAHHOTO (CYMMAapHOT0) y4eTa
NEYaTHBIX JJOKYMEHTOB, TOCTYNHUBIINX B OUOJIMOTEUHbIH (HOH

HpI/IMeHﬂTI) TCXHOJIOTMHU CYMMApHOTI'0O U UHAUBUAYAJIbHOI'O y4€Ta
SJICKTPOHHBIX JOKYMCHTOB Ha (1)I/I3I/I‘ICCKI/IX HOCHUTCIIAIX,
HHCTAJUIMPOBAHHBIX, CCTCBBIX JIOKAJIbHBIX U YAAJICHHBIX
JOKYMCHTOB

OdopmIsaTs TOCTYNUBIIKE JOKYMEHTHI (TIeUaTHBIE U
AJICKTPOHHBIC) B COOTBETCTBHHU C TPSOOBAHUSIMH UX TEXHUICCKON
00pabOTKH, OCYIIECTBIISAThH IITPUX-KOAUPOBAHUE TOKYMEHTOB

OcymiecTBisTh 6ubIHorpadguueckyto 00padoTKy HOCTYMUBIIAX
JIOKYMEHTOB C COOTBETCTBUY C YCTAHOBJICHHBIMH B OMOJIMOTEKE
npaBUJIaMH

OdopMIsaTh JOKYMEHTAIIMIO 110 TIepeade MOCTYIUBIIIIX
JIOKYMEHTOB B (DYHKIIMOHAJIbHBIE TIO/Ipa3/ieNIeHUs] OMOIMOTEKH

Mcnonb30BaTh TEXHOJIOTUH PabOThI C aBTOMATU3UPOBAHHON
oubanoreuHo-uHpopmanuonHoil cucremoit (ABMC) bubnnorexw,
Jpyrue nudpoBble TEXHOIOTUN U TEXHUUECKUE CPEJICTBA BO BCEX
rpoiieccax ydera u 00paboTku O6ubauorednoro hoHaa

HeO6XOI[I/IMI>Ie 3HaHUA

OcHoBbI 6MOIMOTEKOBEICHUS, ONbIMOrpadoBeieH s,
JIOKYMEHTOBEIeHUs, OMOIM0TeYHOro (hOHAOBEACHUS

HopMmaTtuBHbI€ 11paBoBbI€ aKThI 10 OUOIMOTEYHO-
MH(POPMALMOHHOM, KHUTOU3]aTeIbCKON M KHUTOTOPTOBOM
JeSITeIbHOCTH, NUH()OPMALIMOHHOW O€30MacHOCTH U 3allluTe
ABTOPCKHX IIPaB

HopMmaTuBHbIE TOKYMEHTHI 110 y4ueTy 6ubanoredHoro Gonaa,
MOPSAJIOK y4eTa EYaTHBIX U MIEKTPOHHBIX JOKYMEHTOB Ha
(bu3NYECKUX HOCUTEISAX, UHCTAJNTMPOBAHHBIX, CETEBBIX
JIOKQJIbHBIX U YJAJIECHHBIX JOKYMEHTOB
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Texnonoruu qudPepeHInPOBaHHOTO U HHTETPUPOBAHHOTO yueTa
NEYATHBIX U 3JIEKTPOHHBIX JOKYMEHTOB Ha (PM3NYECKUX
HOCHUTEIISIX, MOCTYMUBIINX B OMOTHMOTEUHBIH (HOH]T

[TpaBuina u moCie0BaTEILHOCTh TEXHHUECKOW 00padOTKU
JIOKYMEHTOB (TI€YaTHBIX, SJICKTPOHHBIX Ha (PU3UIECKHIX
HOCHUTEJISIX ), TOCTYIUBIINUX B OMOIMOTEYHBINA (DOH/T

Mertoapl Oubnmorpapuueckoit 00padboTku
IICYaTHBIX/3JICKTPOHHBIX TOKYMEHTOB, IOCTYIIHBIINX B
OuOIMOTEYHBIN (HOHT

[TpaBuna opopmiIeHUs] TOKYMEHTALUH 10 TIepeiadye MOCTYITHBIINX
JOKYMEHTOB B (DYHKIIMOHAJIbHBIE MTOJIPa3/IeleHUs] ONOINOTEKN

OCHOBBI M COBpEMEHHBIE TEHACHLIUN PA3BUTHUS TYMaHUTAPHBIX,
TOYHBIX M €CTECTBEHHBIX HayK, XyJ10KECTBEHHOM JINTEPaTypHlI,
HUCKYCCTBA

HopwMmsl nnpodeccrnoHaibHON OUOTMOTEYHON 3THKH

Jpyrue xapakTepucTuKu

3.3. O0001meHHas TPYyAOBass PYHKUIMS

O ranm3alnysa 1 COXpPaHCHHUC YpoBeHb
HaumeHoBaHnue P P Kon C P 6
6ubmmoreyHoro GpoHga KBaJTH(UKAITNN
IIpoucxoxaeHue
N . 3alMCTBOBaHO U3
00001IeHHON TPYI0BOIT OpurnHan X
OpHTHHANA
¢GbyHKIHN
Kon Peructpanumonssiit
OpHTHHANA HOMeEp
npoheCcCHOHABHOTO
cTaHzgapra

Bo3moxHbIE
HAaMEHOBaHUS
JOJDKHOCTEH,
npodeccuit

Xpanutenb 6u6IMOoTeYHOrO (PoHAA

I'maBHBI XpaHuTens OubIMOoTEUHOTO (hOHIA

Crieruanuct no KoHcepBalMu 6MOIMOTEYHOro PoHAA
Criermanuct o padoTe ¢ peIKUMU KHUTaMHU

['maBHBIN criequanucT no pabore ¢ peIKUMU KHUTaMH
Crieranict Mo MUKPOKOITMPOBAHHUIO U OIIU(PPOBKE IOKYMEHTOB

TpebGoBanust x
00pa3oBaHUIO U
00y4YeHUIO

Briciiee oOpa3zoBanue — OakanaBpuar

nJIn

Bricmiee o6pazoBanue (HenpohuiaprHOE) — OaKagaBpuaT U JOMOJTHUTEIIBHOE
npodeccuoHansHOe 00pa3oBaHNEe — MPOTPAMMBbI TTOBBILICHUS KBaTH(PUKAIUH,
porpamMmsbl MpoheCcCHOHATHHOM MEePEOArOTOBKH M0 TPOMHITIO NeITeIbHOCTH

TpeboBaHus K ONBITY
MPAKTHYECKON paboThI

JIJ1st TOTMKHOCTH «TJIaBHBIN XpaHUTENh OMOIMOTEYHOTO (hOHIa» CTaX PaObOTHI B
JIOJDKHOCTH XpaHUTENsT OMOIMOTEYHOro (POHIa HE MEHEE TISTH JIET
JIJ1st TOTMKHOCTHU «CHEIUAIUCT 10 paboTe ¢ peIKUMH KHUTaMU» CTaX paboThI B
JOJKHOCTHU XpaHUTeNsi Ou0iIroTeyHoro ¢hoH/1a He MeHee Tpex JIeT
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JIJist TOTMKHOCTH «TJIAaBHBIN CIIEUATUCT M0 paboTe C PEAKUMU KHUTAMIY CTaXK
paboTHI B JODKHOCTH CHEIIHAIKCTA 11O PaboTe C peIKMMHU KHUTaMU HE MEHEee
TpeX JIeT

Oco0Oble yciioBHst
JIOITyCKa K pabote

HApyrue
XaAPaKTCPUCTHUKU

Pexomennyercs nononHuTeabHOe NpodeccnoHatbHoe 00pa3oBaHue —
POTPaMMBbI MOBBIIICHUS KBATH(PUKALINH 110 TPODUITIO eI TENFHOCTH (HE peke
OJTHOTO pa3a B TPH roja)

JJ1st TOIDKHOCTH «CTICITUAIIUCT 1O KOHCEPBAIMK OMOIHOTEUHOTO (POHIAY —
npoduIbHas MporpamMma JIOTOTHUTEILHOTO MPOPECCHOHATEHOTO 00pa30BaHMS
JJ1st TOIDKHOCTH «CTICITUAIIUCT 110 MUKPOKOITUPOBAHHIO U OLIU(POBKE
JIOKYMEHTOBY» — PO UIIbHAS TIPOTrpaMMa JIOTIOTHUTEIILHOTO
po¢eCCHOHAIBHOTO 00pa30BaHUs

I[OHOJ'IHI/ITCJ'IBHI)IC XapaKTECPUCTHUKHU

HanmenoBanue
JIOKYMEHTA

HaumenoBanue 0a30Boii T'pyHIibl, JOJZKHOCTH

Ko
g (mpodeccun) MM CIeNUATILHOCTH

OK3

2622 CrenranucTsl OUOIHOTEK

EKC

bubnuorekapp

['maBHBI OMOMHOTEKAPH

CrienuaimcT 1Mo Y4eTHO-XPAHUTEIBCKOHN TOKYMEHTAIIUN
Crienuaict 1o NpeBeHTUBHON KOHCEPBAIlUU
oubamoreynoro GoHma

Crienuaiict o MacCoBOM KOHCEpBAIMH OHOIIMOTEYHOTO
donma

OKCO

8.51.03.06 BubinoTeyHO-UHPOPMALIMOHHAS JAESTENBHOCTD

3.3.1. TpynoBasi pyHkuus

HaumenoBanue

IIpoucxoxaeHue Tpy10Bon

GbyHKIIH

Opranuzanus u o0ecrieueHue VYposeHb
616 Kox | C/01.6 | (moamyposens) 6
COXPAHHOCTH OHOJIMOTCYHOT'O (I)OHI[E[ KBaHI/I(bI/IKaLII/II/I
Opurunan 3aMMCTBOBAaHO U3 OpUTHHANA
Konx Peructpanuonssiit
OpHUTMHAJIA HOMEDP
po¢eCCUOHATIHHOTO
CTaHIapTa

Tpynoseie nercTBuUs

Pasmenienue u paccraHoBKa NOCTYNMBIINX JOKYMEHTOB B COOTBETCTBUH
C YCTaHOBJICHHBIMH HOPMaMH U IPUHATHIMU B OMOIHOTEKE MpaBUIaMH,
CO3/1aHH€ CUCTEMbl HaBUTALIUU MO (POHIOXPAHEHUIO

[IpoBeneHne KOHTPOIBHBIX TPOBEPOK (MIEpeydeTa) U IBUKEHUS
oubmmoTeyHoro Gonaa, B TOM unciie (POHa CETEBBIX JTOKATbHBIX
JTIOKYMEHTOB
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[IpoBenenue npoBepoK XpaHeHUs: OMOIMOTEYHOTO (POHIA C IETbIO
BBISIBJICHUS TIOBPEX/ICHUI TOKYMEHTOB, YTparT, 3a/10JDKEHHOCTEH,
HapyIIEHUH MTPAaBUI PACCTAaHOBKH

Hcxitouenne nevaTHbIX U YJICKTPOHHBIX JOKYMEHTOB Ha (PU3MYECKUX
HOCHUTEIISAIX U3 COCTaBa OMOIMOTEYHOTO (POHIa B COOTBETCTBHHU C
YCTaHOBIJICHHBIMU B OMOJIMOTEKE paBHIaMU

Opranuzanus OTKPBITOTO AOCTyINa K OMOIHoTedHOMY (POHAY M CO3AaHUE
CHCTEMbl HaBUTallUH 110 OTKPBHITOMY (POHTY

Obecneuenre HEOOXOAUMOTO PEKUMA XpaHEHHs OMOIHMOTEYHOTO
(boHa: CBETOBOr0, KIMMATHYECKOT0, CAHUTAPHO-IKOJIOTHIECKOTO

Opranusanys 1 o0ecrieueHne MPEBEHTUBHOM U MacCOBOM KOHCEPBAILIUU
JOKYMEHTOB OUOIHOTEYHOTO (hOH/Ia

Opranusaius 1 MpoOBEICHNUE TEKYIIEr0 PEMOHTA JOKYMEHTOB
oubnmoreynoro GoHaa

ObecnieyeHne MOXKAPHOM U OMOJIOTHYECKOM O€3011acHOCTH
6ubnmoreyHoro GoHzaa, 6€30MaCHOCTH OT HECAHKIIMOHUPOBAHHBIX
JIEUCTBUI MOJIL30BaTENIEH

Ocy1ecTBiI€HHE KOHTPOJISI COXPAaHHOCTHU JJOKYMEHTOB Ha BCEX dTana HUX
WCIOJIb30BaHUS: MTOCTYIUIEHNE B (DOH/I, ABMKEHHUE BHYTPU OUOIHOTEKH,
BblJ1aya B Ipolieccax o0CIyKMBaHMsI, BO3BpAT HA MECTO XPaHEHMUSI,;
BeJieHUe paboyero anmapaTta GOHIOXpaHEHUS

KoHTponbs coxpaHHOCTH TOKYMEHTOB U3 OMOIHOTEYHOTO (hOHA MTPH
9KCIIOHUPOBAHUU, KCEPOKOMUPOBAHIH, MUKPODUIbMUPOBAHHH,
nepeBoie B u(ppoBoii popmar, TPaHCIIOPTHPOBKE

Opranu3anys MOHUTOPHHTA COXPaHHOCTH OMOIHOTEYHOTO (HOH/IA;
BEJICHHE MAPKUPOBKHU U MaCHOPTA COXPAHHOCTH (pOHMA C yueToM
OTJIEJIbHBIX KATETOpUi TIOKYMEHTOB

Pa3paboTka pernaMeHTUPYIOIIUX JOKYMEHTOB [0 OpraHH3aliH
XpaHeHus1, o0ecredeHns1 0e30MaCHOCTH U COXPAHHOCTH OMOIMOTEYHOTO
donma

BCI[CHI/IC MJIAaHOBO-OTYETHOM AOKYMCHTAIUU IO OpTraHrU3alli XPaHCHUA,
o0ecreyeHns: COXpaHHOCTH U 6e301acHOCTH O0MOIMoTeyHoro GpoHaa

HeoOxonumelie ymeHust

OcyiecTBIATh PaCCTAaHOBKY JOKYMEHTOB B (DOHOXPAHUIIUIIIE COTIIACHO
MPUHATHIM HOPMaM U MpaBujiaM, pa3MeIleHUe JOKYMEHTOB B

(O YHKIIMOHATBHBIX MOAPA3ACICHUSIX ONOIMOTEKH C YIE€TOM 00eCTICUeHHS
OTKPBITOTO JOCTYyMa K HOoHTY

Hcnonp30BaTh TEXHOJIOTMH KOHTPOJIBHBIX IPOBEPOK OUOINOTEYHOTO
(hoH/1a U ero IBUKEHUs

Hcnonb30BaTh TEXHOIOTHH UCKIIOUEHUS TOKYMEHTOB U3
O6ubmoTeyHoro oA

IMonnep>xuBaTh HOPMAaTUBHBIE PEXKUMBI XpaHEHHUS OMOIMOTEYHOTO
(donza (CBETOBOrO, TEMIIEPATyPHO-BIAXKHOCTHOTO, CAHUTAPHO-
TUTHCHUYECKOTO)

Hcnonb30BaTh TEXHOIOTMH MPEBEHTUBHOM U (ha30BOI KOHCEpBALIUU
JIOKYMEHTOB

OcCymecTBISITh TPEAYIPEANTETLHBIA PEMOHT TOKYMEHTOB
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Hcnonp30BaTh METO/BI U CPEACTBA MPOPHUIAKTHKH, 3ALUTHI,
JE3UHCEKIIUU U OOPBOBI ¢ OMOJIOTMYECKUMHU BPEIUTEISIMU
oubnmoreynoro GoHma

[IpuMeHsTh OnepaTUBHbBIE CPEACTBA MMOKAPOTYIICHUS

[TpuMeHSITh TAKTHYECKHE U TEXHUYECKHIE CPEICTBA 00ECTICUCHHUS
¢dbuzmdeckoit 6e3onmacHocTH OMOIHOTEYHOTO (hOHAA ITPH
HECAaHKIIMOHUPOBAHHBIX JICHCTBUSAX M HEIITATHBIX CUTYAIUIX

Pa3pabareiBaTh periiaMeHTHPYIOIINE TOKYMEHTHI TI0 OpraHnu3alin
XpaHeHus1, o0ecredeHns: 6e30MaCHOCTH U COXPAHHOCTH OMOIMOTEYHOTO
dhonga

[TnaHupoBaTh ¥ BECTU YYETHO-OTUCTHYIO TIOKYMEHTAIIHIO 110
OpraHHU3aI¥ XPAHCHHUs, 00ECTIICUCHHUSI COXPAHHOCTH B 0€30MaCHOCTH
oubmoTeyHoro Goxma

Hcnonp30BaTh TEXHOIOIMH pabOThI ¢ aBTOMAaTU3UPOBaHHOMN
oubmoTeyHo-uHpopmarmonHoi cucremoit (ABMC) 6ubimoreku,
M (POBBIE TEXHOJIIOTUU U TEXHUYECKUE CPEICTBA B MPOIIeccax
OpraHU3aIMH U 00ECIICYCHHUSI COXPAaHHOCTH OMOIMoTeuyHOro hoHAa

Heo0xoaumble 3HAHUS

OcHoBbl OuOIMOTEKOBEICHNS, OMOIHOTpadOBEICHHS,
JTOKYMEHTOBEJICHHSI, KHUTOBEICHHs, OMOIMOTEYHOr0 (h)OHIOBEICHHS

HopmartuBHBIE TpaBOBBIE aKThI IO OMOIMOTEYHO-MH(DOPMAITUOHHON
JEATEIIbHOCTH, COXPAHEHHUIO OMOJIMOTEUHBIX (DOHJIOB, KOMILICKCHOM
CUCTEMBI 0E€30I1aCHOCTH OMOJIMOTEK

CraHgapThl 1 HOPMAaTUBHBIC JOKYMEHTHI 110 OPTaHU3AIHH, KOHCEPBAIIUN
U pecTaBparuu OMOJINOTEUHBIX (POHIOB

TpeboBaHust K pa3MELIEHUIO JOKYMEHTOB HAa MECTaX XpaHEHHUS,
HOPMAaTHUBBI pa3MEILECHUS

CriocoOs1 1 (hopMBI pa3MeneHus: OMOITHOTEIHOTO (POHIA B
(OHIOXPaHWIUIIIE U TTO/IPA3ICICHUIX OUOIMOTEKH C OTKPHITHIM
JOCTYTIOM K (hOHTY

Krnacce! 1 Buapl paccTaHOBKY OHOIMOTEYHOTO (hOHA (CEMaHTUYECKOH,
(dhopMabHOI)

[Topsmok opraHu3amuu, METOIbI U TEXHOJIOTUH TTPOBEPKU
O6ubmoTeyHoro GpoHa

[Topsiaok uckmroueHus u3 OUOIMOTEUHOTO (DOHIA TIEYATHBIX U
ANEKTPOHHBIX IOKYMEHTOB Ha PU3NYECKUX HOCUTEIISX

MeTo/IbI ¥ TEXHOJIOTHH KOMITJICKCHOTO 00CIICIOBAHUS KHUTOX PaHFITHII]
Y achopTH3aul OMOIMoTeuHOro PoHaa

TpeboBaHust K CBETOBOMY, KIUMaTHUYECKOMY U CAHUTapHO-
HKOJIOTHYECKOMY peKMMaM XpaHeHus: OnbauoreyHoro ponaa

TpeboBanust kK MaTepHaIbHO-TEXHUYECKON 0a3e POHIOXPAHEHUS U €T0
000pyIOBaHUIO

buonornueckue noBpekXACHUS JOKYMEHTOB, MEPBI UX NPELYIIPEKICHUS
Y YCTPaHEHHUS

[IpeBeHTHBHBIE METO/IBI, B TOM UHUCIIE PU3UYECKUE U XUMUYECKHE,
3amuThl OMbIMoTeYHOrO (hOHAA

DKCITyaTalliOHHBIE CBOMCTBA MAaTEPUATBLHOM OCHOBHI IOKYMEHTOB
oubmoTeyHoro GpoHa

Texnomaorun npeaAynpCcaAUTCIbHOI0O pCMOHTA
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Hay‘-IHI:IC 1 TCXHOJOTUYCCKUC OCHOBBI KOHCCPBAIIUNU JOKYMCHTOB, BUJIbI
1 HallpaBJICHUA KOHCCPBAIUH JOKYMCHTOB

TexHonornueckue TpeOOBaHUS K 00ECIIEUCHUIO COXPaHEHHS (POHTOBBIX
JOKYMEHTOB B IIPOIIECCAX MCIIOJIB30BAHUS

Jlorucruka ABWIKCHUS JOKYMCHTOB OT q)OHHOXpaHeHI/HI J0 MECT BbLJa4H
I10JIB30BATCJISIM 1 BO3BpaTa JOKYMCHTOB B (bOH,Z[OXpaHeHI/IC

TaKkTUKO-TEXHUYECKHUE CPEACTBA U ICUCTBUSA B YCIOBUAX
IKCTPEMAJIbHOM CUTYyalluH U obecriedeHus: GU3NIYECKOM 3aluThl
oubnmoreynoro GoHma

OCHOBBI 1 COBPEMEHHBIE TEH/ICHLIUU PA3BUTHS TYMaHUTAPHBIX, TOUHbBIX
U €CTECTBEHHBIX HAyK, COBPEMEHHOI'0 JINTEPaTYPHOTI0 MpolLecca,
HCKYCCTBA

Hopwmbl npodeccnonanbHOM OMOIMOTEYHON ITHKH

Jpyrue xapakTepuCcTUKU -

3.3.2. TpynoBasi pyHkuus

Opraunszanmsa 1 TEXHOJIOTUA paboThl ¢ GOHIOM YposeHb
HaumenoBanme p 1 p (b A Koxn | C/02.6 | (momyposens) 6
PEIKUX U IIEHHBIX KHUT, KHUYKHBIX TAMATHUKOB KBATHGHKAITAH
[IpoucxoxxaeHne Tpya0BOH HyHKIIHH Opurngan X SaHMCTBOBAHO H3
p Py y p OpHUTHHAJa
Kon Peructpanumonsslit
OpHUTHHAJIA HOMED
npodeccroHaIbHOTO
CTaHapTa
Tpynossie nencTBus BrusiBrienue, uaeHTUGUKAINS U M3yYSHHUE [ICHHBIX M PEIKUX KHHT /

KHIDKHBIX TAMSTHUKOB B (POHJIE OMOIMOTEKH U IPYTHX
opraam3anusx-HoHI0AePKATEIIX

PerpocrniekTuBHOE U TEeKylllee KOMITJIEKTOBaHHE/PEKOMITIICKTOBAHHE
(hoHIa peIKUX U IEHHBIX KHUT

SKCHCpTI/ISa PEAKHX N HCHHBIX KHUT B HEJIAX OTHCCCHHUA UX K
KHUWKHBIM ITaMATHHKaM

Benenue cymMmMapHOro U MHAMBHUIYaJIbHOTO y4eTa (poHAa peAKUX U
LIEHHBIX KHUT/KHWKHBIX TAMSTHUKOB

AHaNIUTUKO-CUHTETHYECKass 00paboTKa JOKYMEHTOB, TOCTYHAOIINX
B (DOHJI pEeAKUX M LIEHHBIX KHUT, KaTAJIOTU3aLUsl MTOCTYHBILNX
JIOKYMEHTOB

PaccranoBka oHIa peIKUX U LIEHHBIX KHUT C YY€TOM BbIJICJICHUS
UX CIIEUHAIU3UPOBAHHOTO COOpaHUs

ObecnieueHre COXpaHHOCTH M 0€30M1aCHOCTH (POHIA PEAKUX U
LIEHHBIX KHUT, TpoBepKa (HoHaa

EI/I6J'II/IOFpa(I)I/IquKOC OIMMMCAHUC U AHHOTUPOBAHUC PCAKNUX U LICHHBIX
KHHUT /KHUKHBIX HaMSTHUKOB C YUETOM UX 0COOEHHOCTEH

QHCKTpOHHa}I KaTaJIoTu3anusa pCAKUX U HCHHBIX KHUT U KOHHCKHI/Iﬁ
KHMWXKHBIX ITAMATHHUKOB
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PeFI/ICTpaLII/I}I KHHUKHBIX MTAMATHUKOB B rOCYAAapCTBCHHOM PECCTPC
KHHXXHBIX ITaMSITHHKOB, peFI/IOHaJ'IBHOM/ MYHUIUIIAJIBHOM CBOAC
KHUWXKHBIX ITAMATHHUKOB

Opranu3zanus J0CTyIa MOJIb30BaTesei K HHPOPMAIUK O PEIKUX U
[EHHBIX KHUTAaX/KHIKHBIX TAaMSITHHKAX

My3eiiHas u BbIcTaBOYHas paboTa ¢ GOHIOM PEAKUX U LIEHHBIX
KHHT/KHIDKHBIX TTAMSTHUKOB

Pa3paboTka periaMeHTHPYIOIIMX JOKYMEHTOB 110 OpPraHU3aIi1 |
TEXHOJIOTUH paboT ¢ POHAOM PEIKHUX M LIEHHBIX KHUT /KHUKHBIX
aMATHHKOB

Benenue miaHoBO-0TUETHOM JOKYMEHTAIIUU IO CUCTEMHOM paboTe ¢
(hOHIOM PEKUX U LIEHHBIX KHUT/KHUKHBIX MTAMSITHUKOB

Heo6xoauMeie ymeHUs

Hcnonb30BaTh METOBI BBISIBICHUS 1 OTOOpA LIEHHBIX U PEIKUX
KHMWT, OCYILECTBIISAITh SKCIIEPTHYIO OLICHKY UX COLUAIbHON U
HCTOPUKO-KYJIbTYPHOU LIEHHOCTHU

Bectu cnenmanu3upoBaHHBIM Y4ET U KaTAJIOTM3ALHI0 PEIKUX U
LEHHBIX KHUT, HOCTYIUBIINUX B (POH OMOIMOTEKH, TOM YHCIIe
KOJUIEKIIMM KHMKHBIX IaMSATHUKOB

ObecneunBaTh COXPAHHOCTh M 0€30MACHOCTh (POHAA PEIKUX U
[EHHBIX KHUT/KHIKHBIX TAMSITHHKOB

Hcnonb3oBarh MCTObI U3YUCHUSA U I/II[CHTI/Iq)I/IKaL[I/II/I PCAKUX U
IIECHHBIX KHUT/KHIOKHBIX ITAMATHHKOB

OcymecTBiarh aTpulyiuio, budnuorpaduyeckoe OMMUCaHue U
AHHOTHPOBAHUE PEAKHX M IEHHBIX KHUT/KHM)KHBIX MTAMSTHHKOB

OcymecTBiaTh 6ubIMoOrpaduueckoe ornucaHue 1 aHHOTUPOBAaHUE
0COOBIX BUIOB M3/1aHui: OMOIMO(UITBCKHX, (PaKCHMUITBHBIX,
IKCTIEPUMEHTAIBHBIX

Hcnonp30BaTh METOAUKY paboTy CO CIIENUAIBHBIMU BUAAMHU PEAKUX
Y LICHHBIX M3/IaHUI/KHIKHBIX TTAMSITHUKOB: H300pa3HTEelIbHBIMHY,
KapTorpaguuecKkuMH, HOTHBIMHU

BbIABIATE, CHCTEMATHU3UPOBATH U ONUCHIBATH BJIAJIENbUECKHE
KHMJKHBIE 3HaKU (3KCIMOPUCHI)

Hcnons30BaTh TEXHOIOIMH 3JIEKTPOHHOM KaTaJIOTU3ALMK PEIKAX U
LIEHHBIX KHUT, CO3/1aBaTh 3JIEKTPOHHYIO OMOIMOrpaduuecKyro
3aIUCh HA KHIKHBIC IaMATHUKHU

Hcnonp30BaTh TEXHOIOTUHM BKIIOUEHHS KHUYKHBIX IMTAMSATHHUKOB B
FOCYI[apCTBeHHHﬁ PEECTP KHMIKHBIX MMAMATHUKOB, PETHUOHAJIBHBIC 1
MYHUIUIIAJIBHBIC CBOAbI KHMXHBIX ITAMSATHUKOB

O0ecneunBaTh COXPAaHHOCTL PCAKHX U HCHHBIX KHUT B MTPOLECCE UX
BbIAa4H I1OJb30BATCIAM

Bectu paboty no co3gaHuio My3eHHBIX SKCIIO3ULIUN PEIKUX U
LIEHHBIX KHUT/KHWKHBIX TAMSITHUKOB (My3€€B KHUTN)

OpFaHI/ISOBLIBaTI) BBICTABKHN peI[KI/IX 1 OCHHBIX KHI/IF/ KHHNXKXHBIX
MaMSATHUKAMHU C yIeTOM 00€CIeYeHHs UX COXPAHHOCTH U
0€e30I1aCHOCTH

OT6I/IpaTB U MOATOTABJIMBATH PECAKUC U ICHHBIC KHUTU/KHUKHBIE
MaMATHUKHA JJIs1 MUKPOKOIIUPOBAHUA U OI_[I/I(l)pOBKI/I, B TOM YHCJIC C
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L[ETbI0 BKITFOUCHHS MX B €IMHBIN POCCHICKUI CTpaxoBOil PoHT
JIOKYMEHTOB

CocTaBisTh IUIAHBI U OTYETHI IO CUCTEMHOM padoTe ¢ HoHIOM
PEIKHX U [IEHHBIX KHUI/KHHKHBIX TTAMSITHUKOB

Hcnonp30BaTh TEXHOIOIMH pabOThI ¢ aBTOMATU3UPOBAaHHON
oubmoTeuHo-uHpopmarmonHoi cucremoit (ABMC) 6ubnmuoTeku,
U pOBBIE TEXHOJIOTHH U TEXHUYECKHE CPEICTBA B MpoIeccax
paboThI C PEIKUMHU U IIEHHBIMU KHUTAMH/KHUKHBIMU TaMSATHUKAMU

Heo0Oxoaumbie 3HAHUS

OcHoBbl OuOIMOTEKOBEICHUS, ONbIHMOrpadoBeIeHIS,
UHPOPMATHKH, POHIOBEICHNUS, KHUTOBEICHHUS, NCTOPUH KHUTH

HOpMaTI/IBHBIe IIPaBOBLIC AKTHI 110 pa60Te C pCAKUMH U3JaHUAMUA U
KHM>XKHBIMU IMaMATHHUKAaMH, 3allIUTC aBTOPCKUX ITPpaB

[IpaBuia u mpoueaypsl MO BBISBICHUIO, UACHTH(HUKAIINY,
OIMCAHUIO, PETUCTPALINH, YIETHO-TOKYMEHTAILHOMY O(OPMIICHUIO
Y IPUHATHUIO 1101 FOCYIaPCTBEHHYIO OXpaHy KHUKHBIX TaMSITHUKOB

VcTOYHUKHY BBISBICHUS U KOMIUICKTOBAHUS (1)OHI[a PCAKHX U
IOCHHBIX KHUT/KHKHBIX KOJ'IJ'IeKI_[I/Iﬁ

HOpﬂI[OK OCYHICCTBJICHHUA SKCIICPTU3BI JOKYMEHTOB C LCJIBIO
OTHCCCHUA K KHM)XHBIM ITaMATHHUKaM

Tunsl 1 BUABI PEAKUX U ICHHBIX KHUT /KHHIKHBIX ITAMATHHUKOB

MGTOIII/IKI/I HU3YUCHUA U I/IIIGHTI/I(bI/IKaIII/II/I PCAKHUX U HCHHBIX
KHUT/KHKHBIX TAMSATHUKOB

MeTtoauku 6ubIMorpaguIecKoro ONMuCcaHus U aHHOTUPOBAHUS
PEAKUX U IIEHHBIX KHUT/KHIKHBIX KOJUIEKIINUN

CDOpMaTI)I BHGKTPOHHOI\/JI KaTaJIOTU3al U MOAYJIM COCTABJICHUSA
MallMHOYMTAEMOM 3aIliCH Ha Pa3JIUYIHBIC BUAbI pCAKHUX W HCHHBIX
KHUT/KHIKHBIX ITAMITHHKOB

PaSHOBI/II[HOCTI/I KHHMXXHBIX HaMfITHI/IKOB-KOHHeKHHﬁ, MCTOAHKA UX
HU3YUCHUS U OIMMCAHUA

HOpSI)IOK perucTpaiii KHMKHBIX [TAMATHUKOB B T'OCY1apCTBCHHOM
peecTpe, peFI/IOHaJ'II)HI)IX/ MYHHUIUIIAJIBHBIX CBOAAX KHUKHBIX
IIaMATHHUKOB

HcTopus oTedecTBEHHOT0 1 3apy0eskHOro 61M0I1opuiIbCTBa,
TeHEAIOTHsI KHUKHBIX KOJUIEKIINH, OCHOBBI BCTIOMOTaTeIbHBIX
UCTOPUUYECKUX AUCHUIUINH

OcCHOBEI MY3C€CBCACHUS U BBICTaBOYHOM pa6OTBI

Hopwmeb! npodeccronanbHON 6MOIHMOTEYHON STUKH

JHpyrue xapakTepucTuKu

3.3.3. TpynoBas ¢pyHkuus

MuxkpoxonupoBanue u ondpoBka Yposenb
HaumMenoBanue 6UGTHOTEYHOTO (OHA Kox | C/03.6 (1moypoBEHB) 6
KBaTU(QUKAIIAN
IIpoucxoxxaenue Tpy10BOH o X 3anMCTBOBAHO U3
byHKIMN pHruHan OpUIr'MHAJIa
Kon Perucrpanmonusit
OopurMHaIa HOMEp
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podeccHoHaNBEHOTO
cTaHgapra

TpynoBsie nencTBUs

OT0O0p TOKYMEHTOB 11 MUKPOKOTIMPOBAHUS M OCYILIECTBIICHHUE
MHUKPOKOIIMPOBAHUS JOKYMEHTOB/ CO3/1aHUE CTPAXOBBIX
MHKPOKOIIMM TOKYMEHTOB

Ocy1ecTBiIeHHE KOHTPOJIS Ka4eCTBA N300paKECHUS U YUTAEMOCTH
MUKPOKOIHI

bubnmorpaduueckoe onucanve GoHIOBBIX
MUKPOKOIHI/MUKPO(QHUIHBMOB B COOTBETCTBHH C TIPUHSATHIMHU
MIPaBWJIAMHU U CTaHJIAPTAMHU

Benenue MHIMBUAYaIbHOTO U CYMMAapHOIO y4yeTa (POHI0BBIX
MHUKPOKOIIHI

Opranu3zanys XpaHeHUs] apXUBHBIX MUKPOKOITUH B COOTBETCTBHH C
MIpaBWJIAMHU BEJICHHS POCCHICKOTO CTPaxoBOro (poHaa TOKyMEHTOB
onoIMoTEK

OdopmiieHre TEXHUIECKOTO MacnopTa (HOHIOBBIX MUKPOKOITHIA

OT100p TOKYMEHTOB 151 OLU(POBKH, OCYIIECTBICHHE MTpoIiecca
o poBKU OMOIMOTEYHOTO POH IA

Ocy1ecTBiIeHHE KOHTPOJIS KauecTBa IU(PPOBBIX KONUH, IPOBEPKA
KayecTBa M300paKEHUs. U YUTAEMOCTH

Opranuzanus ydera HM(QpPOBbIX KOIHUH JOKYMEHTOB, KaTalOTn3aLus
UG POBBIX KOMUI

Opranuzanus XpaHeHus: HUPPOBLIX KOMHUIl TOKYMEHTOB

Pa3paboTka periaMeHTHPYIOMIHUX JOKYMEHTOB I10
MHUKPOKOIIMPOBAHHUIO U OIIU(PPOBKE OnbImoTeyHoro Gonma

Benenue miaHOBO-0TYETHON TOKYMEHTALIUH 110
MHUKPOKOIIMPOBAHHUIO U OIIU(PPOBKE OnbImoTeuHoro Gonma

HeoOxonumelie ymeHust

OT6I/Ip8.TB 1 IOATOTABJIMBATH JOKYMCHTBI K MUKPOKOIIUPOBAHUIO

PaGotars Ha COBpEMEHHBIX anmapaTax MUKPOKOIIUPOBAHUS
JTOKYMEHTOB

OCYH.[GCTBJ'IHTL KOHTPOJIb Ka4€CTBa MI/IKpOKOHI/Iﬁ

OcymecTBiaTh 6ubnUOrpaduyeckoe onucanmue
MUKPOKOIIHI/ MUKPO(PHUIHBMOB, BECTH MX MHIUBUIYaIbHBIN U
CYMMapHBI# yyeT

Hcnonb30BaTh TEXHOIOTHH XPAHEHUS! apXUBHBIX MUKPO(QOPM

Vcnonp30BaTh TEXHOJIOTHH CO3/IaHUS CTPAXOBBIX MUKPOGOPM ¢
olM(PpOBaHHBIX (aillIoB JOKYMEHTOB

OTOupaTh ¥ MOATrOTABINBATH JOKYMEHTHI K OIIU(POBKE

PaGortarh Ha COBpeMEHHBIX anmnapaTax olM(POBKH JOKYMEHTOB

OcyiecTBIATh KOHTPOJIb KauecTBa HU(MPOBBIX KOMUN

Bectu YUeT I_[I/I(I)pOBLIX KOIINH JOKYMCHTOB, OCYIICCTBJIATH UX
KaTaJJOTHU3aluio 1 UHACKCUPOBAHUC

ObecnieunBaTh XpaHeHHE U(PPOBBIX KOMUI TOKYMEHTOB

PazpabaTbiBaTh periaMeHTUPYIOIIUE JOKYMEHTHI 110
MHUKPOKOIHPOBAHUIO M OIIU(POBKE OMOINOTEUHOr0 PoHaa

CocTaBiATh IJIaHbI ¥ OTYETHI 110 OCYILECTBICHUIO
MUKPOKOMPOBAHUS U OIIU(PPOBKE TOKYMEHTOB
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Hcnonp30BaTh TEXHOJIOTMH PAOOTHI C aBTOMATU3UPOBAHHON
oubmmoreuHo-nHpopmarmonHoit cucremoit (ABMC) 6ubimorekn,
U pOBbIE TEXHOJIOTHH U TEXHUYECKHE CPECTBA B IpoIleccax
paboTHI IO MEKPOKOTTMPOBAHUIO M OLIU(PPOBKE OMOIMOTEUHOTO
donma

HeoOxonuMble 3HaHUS

OcHoBbI OMOIMOTEKOBEICHUS, ONbOIMOTpadoBeIeHNUS,
JIOKYMEHTOBE/ICHU S, KHUTOBEJICHUS, HHPOPMATHKU

HopmatuBHbIe TpaBOBbIE aKThI IO 3allIUTE aBTOPCKUX MPaB,
CO3JIaHUIO JICKTPOHHBIX JIOKYMEHTOB, paboOTe ¢ PEIKUMHU
U3JaHUSMU ¥ KHUYKHBIMU ITaMATHUKAMU

Kputepun orbopa T0OKyMEHTOB /7151 MUKPOKOITUPOBAHHS

AmnmnapatHoe oOecreuyeHre NpoLeccoB MUKPOKOIIHPOBAHUS
JOKYMEHTOB

Turbel ¥ BUABI MUKPOKOIUI/MUKPODHITEMOB

TexHOIOTuYeCKHe MPOIECChl U3TOTOBICHUS U UCIIOJIb30BaHUS
MHUKPO(HOPM pa3InYHBIX TUIIOB U BUIOB

CranpmapThl ¥ yCIOBUS XpaHEHUSI MEKPO(QOPM

[TpaBuia u TeXHOJIOTHS niepenadun MUKpodhopM B DeepaabHyro
TEXHHUYECKYIO J1abopaToputo (DTJI)

Kputepun orbopa T0OKyMEHTOB 1151 OHU(PPOBKH

MHCTPYKTUBHO-TEXHOJIOTHYECKUE JOKYMEHTHI [0 OLU(BPOBKE
oubamoreyHoro GoHma

AnmapatHo-niporpaMMHoe obecrieueHre nporecca onudpoBKu
oubamoreyroro GoHma

(DOpMaTLI, HCIIOJIb3YCMBIC IJIA OI.[PI(l)pOBKI/I JAOKYMCHTOB

TexHosOornuecKui IIpouecc OI_II/I(prBKI/I JOKYMCHTOB

[IpaBuna yueta u xpaHeHus HUGPOBBIX KOMUN JOKYMEHTOB

Hopwmbl npodeccnonanbHOM OMOIMOTEYHON STUKH

Jlpyrue xapakTepucTUKU

3.4. O0o0meHHas TpyaoBasi pyHKnus

Karamorusamnus 710KyMeHTOB, BECHHE YpoBeHb
HaunmenoBanue M JIOKYM » BEAl Kon D P 6
CIPAaBOYHO-TIOMCKOBOTO arrapara KBaIU(UKaL1H1
IIpoucxoxnenue
P I . 3auMCTBOBaHO M3
00001IIeHHO! TPYTOBOI X
OpHIHHANA
GbyHKIMN
Kon PerucrpannoHHbIN
OpHUrHHaNIa HOMeEp
npo¢eCCHOHATBHOTO
cTaHaapra

Bo3MoxHEIe
HaMMEHOBAaHUS
JIOJDKHOCTEH,
npodeccuit

bubnuorekapp-kaTaniorusarop
Benymmii 6ubnmuorekapp-KaTaiorusarop
I'maBHBIN OMOIMOTEKAapb-KATaJIOTU3aTOP
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TpeboBanus k Briciee oOpa3oBanue — 6akanaBpuaT
00pa3oBaHHIO U
00y4eHUIO W

Briciee oOpazoBanue (HenpoduiibHOE) — OaKkagaBpuaT U JONOTHUTEIBHOE
npodeccuoHaIbHOE 00pa30BaHKEe — IPOrPAMMBbI OBBIIICHUS KBATH()UKALIUH,
IpOrpaMMbl POPECCUOHATBHOMN MEPENOATOTOBKH 0 IPO(HUITIO
AeSATEIbHOCTH

TpeboBanus k onbITy | 11 JOIDKHOCTH «BeAyIIUid OMOIMOTEKaph-KaTaIOIu3aTop» — CTaX padoThI B
IIPAKTUYECKON pabOThl | TOJDKHOCTH OMOIMOTEKApsA-KaTaJoru3aTopa He MEHee OIHOro roja

JUist TOJDKHOCTH «TJIaBHBIM OMOIMOTEKapb-KaTalIOTH3aTOP» — CTaXK pabOTHI B
JOJPKHOCTH Belylero OubanMoTeKaps-KaTajloruzaTopa He MeHee Tpex JIeT

Oco0sie ycroBus -
JoIycKa K pabore

Hpyrue Pexomenyercs 1OMOIHUTENbHOE TPOEeCcCHOHATBHOE 00pa30BaHNE —
XapaKTePUCTUKU IIPOrpPaMMbI MOBBIIIEHUS KBATU(UKALIMY 110 POPUITIO NEATEIBHOCTH (HE
pexe OJTHOTO pa3a B TPH roja)

JIOOTHUTEIBHBIE XaPaKTEPUCTUKH

HaumenoBanue 6a30BO rpyNIbl, JOKHOCTH
HaumenoBanue nokymeHnTa Kon
(mpodeccun) WU CHeUaTbHOCTH
OK3 2622 CrienuanicTel OMOIHOTEK
EKC - bubnrorekapp-KaTajioru3arop
OKCO 8.51.03.06 bubnuoTreuno-uHdopmamoHHas A TEIbHOCTD

3.4.1. Tpynosast pyHkuus

AHaIMTUKO-CHHTETHYECKas 00paboTKa YpoeHb
Haumenosanue Konx | D/01.6 | (momyposens) 6
AOKYMCHTOB KBaTH(QUKAIIAN
TpoHcxoxieHHe TpyA0BOH Opurnnan 3aMMCTBOBaHO W3 OpUTHHAJIA
byHKUIMN
Kon PerucrpannoHHbIN
OpHUrHHANIa HOMeEp
npoheCcCHOHABHOTO
cTaHzgapra
Tpynossle neiicTBus Cocrapnenue 6ubnuorpaduyeckoro onucaHus J0KyMEHTOB

(0THOYpOBHEBOM, MHOTOYPOBHEBOM, aHATUTHYECKOM
6ubanorpaduueckoil 3anucH)

Hcnonp30BaHrEe HAIIMOHATBHBIX aBTOPUTETHBIX
(bhaiIoB/HOPMATHBHBIX 3aMKUCEH TIPU COCTABICHUHN
O6ubarorpaduuecKkoro onucaHus JOKYMEHTOB

NunexkcupoBanue (cucreMaTu3anus, IpeAMeTH3alusl, KOOPAMHATHOE
MHJIEKCUPOBAHNE) JOKYMEHTOB

AHHOTHpOBaHHE U pedepupoBaHIE TOKYMEHTOB

Brigenenue Kir04eBhIX CIOB B TEKCTax JOKYMCHTOB
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Heo6xoaumbie ymeHust

Hcnons30BaTh METOUKY U IIUPPOBLIC TEXHOJIOTHH aHATUTHKO-
CHHTETUYECKON 00pabOTKH JOKYMEHTOB JIJIsi COCTABJICHUS
oubnmorpaduyeckoro onucanus, MHICKCUPOBAHUS, aHHOTHPOBAHUS,
pedepupoBaHus

Hcnonb3oBath (hopMaThI 3JEKTPOHHOM/ MATMHOYUTAEMON
KaTaJIOTU3aIMOHHOW 3alMCH Ha MEeYaTHBIC U 3JICKTPOHHBIC JOKYMEHTBI

Paborats ¢ cucTeMoil HallMOHAILHBIX AaBTOPUTETHBIX
(haiI0B/HOPMATUBHBIX 3aIUCE

Pabotatp ¢ OnbmmoreuHo-0nbIorpaduIecKuMu
KJIacCH(PUKAMOHHBIMH CHCTEMaMH, pyOpruKaTopamMu,
nH(OPMAIMOHHO-TIONCKOBBIMU Te€3aypycaMu

[TpuMeHSATh METO bl THPOPMALMOHHOTO aHAJIN3a TEKCTOB B
npoleccax aHAJIMTHKO-CUHTETUYECKOM 00pabOTKH JOKYMEHTOB

Hcrnonbs30BaTh METOAUKH CO3/IaHUS CTPYKTYPUPOBAHHBIX OIIMCAHUN
MH(OPMALIMOHHBIX PECYPCOB, B TOM YHUCJIE METAJAHHBIX

HeoOxoaumeble 3HaHUA

OcHoBbI OHOIMOTEKOBEICHUS, ONbIMOTrpadoBeIeH s,
JOKYMEHTOBEICHHS, THYOPMATUKH, TEOPETHUECKHE OCHOBBI
AHAJTUTHKO-CHHTETHYECKOW 00pabOTKH JOKYMEHTOB

HopMmaTtuBHbIe 1paBoBbI€ aKThI 10 OUOIHMOTEYHO-MH(POPMAITHOHHOM
JeATEeTbHOCTH, HHPOPMAIIMOHHON O€30IaCHOCTH M 3aIIUTE aBTOPCKUX
1paB

Crangaptel Oubnuorpadu4eckoro OnucaHus JOKyMEHTOB,
WH/IEKCUPOBaHUs, aHHOTUPOBaHUS, pehepupoOBaHus, CO3TaHUS
METaJJaHHbIX

Bunel 1 MeTonuku 6ubauorpaguueckoro onucanus JOKyMEHTOB,
OCHOBHBIE 3Talbl ¥ IPABUJIA €I0 COCTABICHMSI

dopmartel AEKTPOHHON (MAITMHOYNTAEMOMN) KaTaIOTH3alMOHHON
3allMCH Ha [1€YaTHBIE U 2JIEKTPOHHBIE JOKYMEHTBI

HanmoHansHbIii KOMMYHHKATUBHBINA (hOpMAT MPEICTaBICHHS
ABTOPUTETHBIX /HOPMATUBHBIX 3anHcen

MGTO)II/IKI/I, TEXHOJIOTMHU U 3Tallbl UHACKCUPOBAHUA JOKYMCHTOB!
npeaMeTru3annmn, CHCTCMAaTHU3allun

Turer aHHOTAIMH IO PYHKIIMOHATBHOMY Ha3HAYCHHUIO U
XapaKTECPHUCTUKU TOKYMCHTOB, Tp€6OBaHI/I$I K COCTaBJICHUIO U
COZIEPXKAHHIO

Tuns! u BuAbI OubnMorpaduyeckux pedeparon, TpeOOBaHUS K
CTPYKTYpE ¥ COCTaBJIECHHIO

JlunrBucTHYECKHE CpeACcTBa OMOIMOTEYHO-UHPOPMAITUOHHOMN
JESTENBHOCTH (SI3bIK OMOIHOrpaduecKoro onucaHus,
KJIAaCCU(PUKAMOHHBIE CHCTEMBI, PyOPHKATOPBI, TE3aypPYCHI,
ABTOPUTETHBIC (haiiiibl)

OCHOBBI U COBpEMEHHbBIE TEH/ICHLIUN PA3BUTHUS TYMaHUTAPHBIX,
TOYHBIX U €CTECTBEHHBIX HAaYK, XyJI0’)KECTBEHHOH JMTEpaTypHl,
HCKYCCTBa

Hopwmpl mpodeccnonanbHOi OMOIMOTEIHON STUKHI

Jlpyrue xapakTepucTHKH

3.4.2. TpynoBasi pyHkuus
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HanmenoBanue

IIpoucxoxxaeHue Tpy10BOH
GhyHKIIA

YpoBeHb
Opranusanys U BeICHHUE
P 5 A Kox | D/02.6 | (momyposens) 6
ANEKTPOHHBIX/TPATUIIMOHHBIX KaTaJIOrOB KBaTHHKALIH
Opurnnan 3anMCTBOBAaHO U3 OpUTHHAJIA
Kon Peructpanmonsslit
OpHTrHHaNa HOMeEp
npodeccroHaNBEHOTO
cTaHziapra

TpynoBsie 1eHCTBUS

OHpGIIeHeHI/Ie TCXHUYCCKHUX, JUHIBUCTUICCKUX U IPOTPAMMHBIX
CpEACTB BHCKTpOHHOﬁ KaTaJlIoTru3alnn

Omnpenenenue noneit popmaTa KaTaloruzauuu U uHTepderica moucka
JIOKYMEHTOB B JICKTPOHHOM KaTaJiore

Coznanne 6ubamorpadIecKux 3ammceil B COOTBETCTBHH ¢ (popMaTom
ABTOMATH3UPOBAHHOW OMOITMOTEYHO-UH(OPMAITMOHHON CHCTEMBI
o6ubmmnorexku (ABUC)

PenaktupoBanue OubarorpapuuecKkux 3amnmcei, KOppeKTHPOBKa
3anuceil, NOJy4eHHbIX METOIOM 3aUMCTBOBAaHUS

Co3z/taHue pe3epBHbIX KONUM 3JIEKTPOHHOTO KaTajlora

Oo0ecrieuenue A0CTYyIIAa K 3JICKTPOHHOMY KaTaJior'y B JIOKaJIbHOM U
YAQAJICHHOM PCIKHUMaAX

CO3I[aHI/Ie CBOAHBIX JJICKTPOHHBIX KaTaJIOT'OB

Cocrapnenue 6ubnnorpaduyeckux ONUCaHui TOKYMEHTOB JJIs
TpaJIMLIMOHHBIX (KAPTOUYHBIX) KaTAJIOTOB, KAPTOTEK

CDOpMHpOBaHI/Ie MaCCHUBa U pCAAKTUPOBAHNUC TPAIUITHMOHHBIX
KaTajJoroB

COSI[aHI/Ie BCIIOMOTI'aTCJIbHOI'O ITIOMCKOBOI'O aIlliapara K
TPAAUIIMOHHBIM KaTaJloram

Opranu3anus peTpOKOHBEPCUH TPATUITMOHHBIX KaTaJOTOB
(9KCcTepTH3a MaccuBa, CKAHUPOBAHUE, PEAAKTHPOBAHHE)

Co3manne UMHIK-KaTaJI0rOB

ﬂOKy'MeHTaL[I/IOHHOG obecneucHue U CIIPpaBOYHO-MECTOANYCCKOC
COIIPOBOXKACHUC MPOLECCCOB KaTAJIOTHU3alluN

Heo6xoaumelie ymeHust

Hcnonp30BaTh TEXHUYECKUE CPEACTBA aBTOMATH3NPOBAHHOTO
pabouero mecta (APM) katanoruzaropa

M cronp30BaTh METOIMKY M TEXHOJIOTUH CO3aHUS
oubmnorpaduyeckux 3amnuceil (OpUrMHAIBHBIX, METOJOM
3aMMCTBOBaHUs)

BBO,Z[I/ITB 6H6J1H0rpa(1)1/1qecxne 3alliuCu B JUAaJIOTOBOM H ITAKCTHOM
PEXKUMax C YAAICHHBIX WJIHN JIOKAJIBHBIX TCPMHWHAJIOB

Hcnonb30BaTh GopMaThl MAIIMHOYUTAEMON KaTaIOTU3allMOHHON
3anucu: 6ubamorpaduueckux 1aHHbIX, aBTOPUTETHBIX (Paiiiios,
KJIaCCU()UKAMOHHBIX JTAHHBIX

Hcnonp30BaTh TMHIBUCTHYECKHE CpeicTBa (HH(DOPMAIIMOHHO-
norckoBble s13bIkH (UI15]): 1361k GMOIMOrpadueckoro onucaHms,
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MIPEIMETHBIX PYOPUK, KIFOYEBBIX CIIOB, KIIACCU(DUKAIIMOHHBIX CUCTEM,
pyOpHKaTOpOB, T€3aypyCOB

OpraHuzoBbIBaTh, BECTU U PEJAKTUPOBATH AIEKTPOHHBIN KaTaJIOT

Hcnonp30BaTh TEXHOIOTUU PaOOTHI B PeKUMaX LIEHTPATU30BAHHOM,
KOOIIEpAaTUBHOM M KOPIIOPATUBHOM KAaTAJIOrU3alluH, CO3JaHHs U
BEJICHUS CBOJIHBIX 3JIEKTPOHHBIX KAaTaJOroB

Hcmonp30BaTh MCTOAUKHU BCACHHUA U PCAAKTUPOBAHUA TPAAUIUMOHHBIX
KaTaJIOTOB U KAPTOTCK

CO3I[aBaTB " BECTH CCBIHO‘IHO'CHpaBO‘IHBIﬁ arIapar TpaauluOHHBIX
KaTaJIOTOB U KAPTOTCK

CO3I[aBaTB HOPMATUBHYIO U MCTOANYCCKYIO JOKYMCHTAIIUIO 110
opraHnu3alvi U BCJACHUIO BHCKTPOHHLIX/ TPpAaAUIIMOHHBIX KaTaJIOI'OB

HeoOxonuMble 3HaHUS

OcHoBBI OMOIMOTEKOBEICHUS, OMOIMOTrpadoBeeHUs,
JIOKYMEHTOBEICHUS, UH()OPMATHUKH, KATaJOTOBEICHUS

HopMmaTuBHbIe 11paBoBbI€ aKThI 10 OUOIHMOTEYHO-MHPOPMAITHOHHOM
JeSITeTbHOCTH, UHPOPMALIMOHHON O€30MacHOCTH U 3aIINUTE
ABTOPCKHX PaB

CranaapThl 4 IpaBUJIa aHATUTUKO-CUHTETUYECKOM repepaboTKu
uH(popManuu

CDOprI 1 BHUAbI OMOJMOTEUYHBIX KaTaJa0IOB

TexHoIornaecKmue IMPOLCCChI MaIlIMHOYHTaeMOM KaTtajoru3anuu

CDOpMaTBI BHGKTpOHHOﬁ /MANIMHOYUTAEMOM KaTajJor U3allMOHHOMN
3aIltucu

HanuoHanpHbli KOMMYHUKaTHBHBIN (popMaT
ABTOPUTETHBIX/HOPMATUBHBIX 3aMUCEH

Nudopmannonno-nouckossie s3biku (UI15): s3b1k
Ooubmmorpaduueckoro onucaHusl, MPeIMETHBIX PyOPHUK, KITFOUEBBIX
CJIOB, KJIACCH(DMKAIIMOHHBIX CHCTEM, PYOPHUKAaTOPOB, T€3ayPyCOB

TexHonoruu u METOAMKA BEACHUS SJIEKTPOHHBIX KaTaJOTrOB, BKIFOYas
CBOJHEIE

TexHomorun KOpHOpaTHBHOﬁ KaTaJoru3annuu

MCTOI[I/IKa N TCXHOJIOTUA OpraHu3anuu U BEACHUA aJ'I(l)aBI/ITHOFO
Kartajiora

Metoauka U TEXHOJIOTHS opraHu3anuv U BEACHUA CUCTEMATUUICCKOT O
Karajgora

TexHoa0rNH B CIIOCOOBI PETPOKOHBEPCHUN U KOHBCPTALIUU KAaTAJIOI'OB

Texuomorun CO31aHUsI UMHUJPK-KaTaJIOT'OB

OCHOBBI M COBpEMEHHBIE TECHICHIIMU PAa3BUTHS COLUAJIBHO-
TYMaHUTapHbBIX, TOUYHBIX U €CTECTBEHHBIX HAYK, XYA0KECTBEHHON
JUTEPATYPhl, HICKYCCTBA

Hopwmbl npodeccronanbHol OUOIMOTEYHOM STHKH

Jpyrue xapakTepUCTUKH

3.5. O000ménHas TpyaoBas pyHKI U

HaunmeHnoBanue

bubnuorpaduueckast 1 ”HPOPMALUOHHO-
AHATUTHYECKAS IS TEITLHOCTh KBaIMUKaLuy1

Kox E YpoBeHb 7
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IIpoucxoxnenue
0000111eHHO! TPYAOBOI

3auMCTBOBAHO U3
OpurnHan X

(l)yHKHI/II/I OopurruHajia
Kon Peructpanuonssiit
OopurmnHaa HOMCD
podeCcCHOHANBEHOTO
cTaHgapTa
BosmoxHbIe bubmmorpad
HAaWMCHOBAaHHS Benymmuii oubauorpad
JOJKHOCTEH, I'maBHbIi OnbIHOTpad
npodeccuit bubnuorpad-skcnept 1mo HuppoBsIM pecypcaM U cepBrUCaM

Criermanuct o 6u0IMoTeYHO-UH(POPMALIMOHHOMY KPaeBEACHUIO
['maBHBIN crienUaIucT 1Mo OMOINOTEeYHO-HH(DOPMALMOHHOMY KPAaeBEICHHIO

TpebGoBanus k
00pa3oBaHUIO U
00y4eHuto

Briciiee oOpazoBanue — OakagaBpuaT

WIn

Briciee oOpaszoBanue (HenmpopuiabHOE) — OaKagaBpuaT U JOMOJIHUTEIBHOE
npodeccrnoHaIbHOe 00pa30BaHKUEe — MPOTPAMMBI MTOBBIIICHUS KBaTH(PHUKALINH,
pOTrpaMMBbl MPO(HECCHOHATLHOW EPENIOrOTOBKH 110 IPOPHITIO NS TeIbHOCTH
WIn

Bricmiee oOpa3oBaHue — Maructparypa

Beicmiee oOpa3oBanue (HeNpopMIbHOE) — MarucTpaTypa U IOMOJHUTEIILHOES

npodeccrnoHaIbHOe 00pa30BaHKUEe — MPOTPAMMBI MTOBBIIICHUS KBaTH(PHUKALINH,
pOrpaMMbI PO eCcCHOHATLHOM MEPEnOArOTOBKH MO MPO(UITIO AESTEITbHOCTH

TpeboBaHMs K OTIBITY
NPaKTHYECKOI padOThI

JUist TOIDKHOCTH «Benymuii Oubmuorpad» MarucTpaTypa Win CTax padOThI B
JOJDKHOCTH Oubnuorpada He MeHee 0JTHOro rojia

J171s TOMKHOCTH «TJIaBHBIN Onbnuorpad» crax padoThl B JOIKHOCTH
Beylero oubnuorpada He MeHee Tpex JIeT

Jnst nomkHOCTH «OMbIuorpad-skcnept mo UuGpOBBIM pECypcam»
MarucTpaTypa WIH CTaX paboThl B TOJDKHOCTH OMOIMorpada He MeHee MITH
JerT

JU1s TOKHOCTH «TJIaBHBIHM CHIEUAIUCT O OMOIMOTEeYHO-UH(POPMALIMOHHOMY
KpaeBeCHNIO» CTak pabOThI B JOJDKHOCTH CIIEMaINCTa o OMOINOTeYHO-
MH(POPMALIMOHHOMY KPAaeBEACHUIO HE MEHEE TPEX JIeT

Oco0Oble yciioBust
JI0IycKa K padore

Apyrue
XapaKTCPUCTHUKU

Pexomenayercs monomHutensHoe npodeccuoHaabHoe 00pa3oBaHue —
MPOrPaMMBbI MOBBINIEHHUS KBaTU(UKAIIUY TT0 TPOQUITIO JEATENbHOCTH (HE pexke
OJTHOTO pa3a B TPHU T'0j1a)

JlOnOIHUTENBHBIE XapaKTEPUCTUKH

HanmenoBanue
JIOKYMEHTAa

HanmenoBanue 6a30B0ii TpYIIIBL, JOJKHOCTH

Ko
g (mpodeccun) uiu CrenUuaIbHOCTH
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OK3 2622 Crermanuctbl OMOIMOTEK
EKC bubnuorpad
I'maBHEI OubIMOTpad
OKCO 8.51.03.06 bubnmoreuno-uapopManmonHas 1esTeIbHOCTh
8.51.04.06

3.5.1. TpynoBasi pyHkuus

CrnpaBouHo-Oubmorpapuieckoe VpoBeHb
HaumMeHoBaHHE o0CcTy’)KUBaHUE B CTAIIMOHAPHOM U Kon | E/01.7 (moaypOBEHS) 7

JUCTAHIMOHHOM PEKHUMAX KBaTH(UKALIH
[Ipoucxoxaenue TpyaoBoi Opuruman X 3anMCTBOBAHO W3
¢GbyHKIAN OpHUTHHAJIA

Kong Peructpanumonsslit
OpHTrHHANA HOMEp
po¢heCCHOHATHFHOTO
CTaHjapra

TpynoBble neicTBuUs

ITpuem u 0O6paboTKa 3arpocoB Ha MOUCK OUOIHOrpaduIecKoi u
dakrorpadudeckoil HHGOPMAIIUU B CTAIIMOHAPHOM H JTUCTAHIIMOHHOM
pEeXHUMax CIPaBOYHO-OMOIHOrpaduyeckoro 00CIyKUBaHU

Onpenenenne 6a3p1 OnbIMOrpaduyeckoro/ pakTorpapuaecKoro MOUCKa,
BBISIBJICHHE PEJICBAHTHBIX MH(OPMAIIMOHHBIX PECYPCOB IS
YIOBJICTBOPEHHUS 3aIIPOCOB MOJIb30BATEIIS

[Torck MHPOPMAIIMOHHBIX PECYPCOB IO 3aMPOCY MOJIB30BATEINS C
HCTIOJIB30BAaHUEM CITPABOYHO-TTIOMCKOBOTO anmnapaTa OMOIHOTeKH,
CBOJIHBIX/KOPIIOPATUBHBIX KAaTaJIOrOB, AEKTPOHHBIX OUOIINOTEK,
MTOMCKOBBIX CEPBUCOB HH(POPMAIIIOHHO-TEIICKOMMYHHUKAIIHOHHOM CETH
«HTEpHET

Brimonaenune 6ubauorpaduyueckux CrpaBokK I0 3aMpocy MOJIb30BaTENS B
CTAallMOHAPHOM U JUCTAHIMOHHOM PEKUMaX

KoHcynpTHpOBaHue NOIB30BaTENEH B IPOLIECCAX CTALIMOHAPHOTO U
JUCTAaHIIMOHHOTO CIIPaBOYHO-0MOIMorpaduyeckoro o0CIyKuBaHus

Opranuzanus, BeieHue U y4€T (OoH/1a BBITIOJTHEHHBIX CIIPABOK B
AIIEKTPOHHOM/TPaIMIIMOHHON opme

Opranuzanus oOpaTHON CBSI3U C MOJIB30BATEISIMH B LIEJIAX aHAIM3a
PEJIEBAHTHOCTH U PE3yIbTaTUBHOCTU CIIPABOYHO-OMOIMOrpaduuecKoro
00CTyKUBaHUS

Heob6xoaumbie ymeHust

OcymiecTBIATh IPUEM M YTOUHEHHE 3aIIPOCOB IMOJIb30BaTeIeH Ha
oubnnorpaduueckyro u Gakrorpaguueckyro HHGOPMALKIO B
CTAllMOHAPHOM M JTUCTAHIIMOHHOM PEXHMAX

OCYIJ_ICCTBJ'IHTB BBI60p I/IH(I)OpMaI_II/IOHHO'HOI/ICKOBOI\/’I CHUCTCMBI U OIIPCACIIATH
ONTHUMAaJIbHEIN IMyThb MMOUCKA OTBETA, PCJICBAHTHOI'O 3aITPOCY IMOJIb30BATCIIA

Hcnonb30BaTh METOIMKY M TEXHOJIOTUHU BBIMOTHEHUS OuOIuorpaguyeckux
(apecHbIX, YTOUHSIIOMINX, TEMATUYECKUX ), (aKTOrpapuiecKuX,
AHAIUTUYECKUX, METOJIMYECKUX CITPABOK
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OcymiecTBIATh MOUCK IO JIEMEHTaM OuOInorpaduyeckoro onucanus,
KJTFOUEBBIM CIIOBaM, TPEIMETHBIM pyOpHKaM, KI1acCH(PUKAIMOHHBIM
MHJ/IEKCaM, B TOM YHCJI€ C UCIIOIb30BaHUEM CETEBBIX WH(POPMAIIMOHHBIX
PECYPCOB U DJIEKTPOHHBIX OMOINOTEK

CocTaBlIiATh 6I/I6J'II/IOl"pa(bI/ILIeCKI/Ie OIMMCAaHUA JOKYMCHTOB PAa3HbIX THIIOB U
BHUJOB: IICYATHBIX, 3JICKTPOHHBIX HA CbEMHBIX HOCUTCIIAX,
HHCTAJUIMPOBAHHBIX, CCTEBBIX JIOKAJIbHBIX, CCTEBBIX YAAJICHHBIX, B TOM
YUCJIC My.HbTI/IMel[I/If/'IHLIX

CTpyKTYpHpOBaTh, pAHXHPOBATH, 00pa0ATHIBATh U MPEACTABISATH
pe3yNbTaThl TOKCKA, B TOM YHCJE C IPUMEHEHUEM OMOIMOMETPUYECKHIX
METOJIOB

Hcmons3oBaTh q)OpMBI M MCTOJBI CBA3bIBAHUA U CBEPThIBAHUA I/IH(bOpMaI_[I/II/I,
B TOM YHUCJIC TUIICPTCKCT, TUIICPCChLIKA, MCTAJTaHHBIC

Hcnonp30BaTh METOAMKHA ¥ HHPOPMAIIMOHHO-TTOUCKOBBIC CHCTEMBI
muddepeHIIPOBAHHOTO CITPABOYHO-OMOIHOTrpadieckoro o0CTyKUBAHUS
npodeccHoHaTbHBIX chep AeITeIbHOCTH

[TpumensTh IM(POBBIE TEXHOJIOTHH BO BCEX MPOIECCaX CIPABOYHO-
oubarorpaduueckoro o0CIyKUBaHUsI MOJIb30BATENEH

Ocy1ecTBISATh YU4ET U aHaJIU3 PE3yJbTaTUBHOCTH CIIPABOYHO-
oubarorpaduyeckoro 0OCIyKUBaHUS B CTAIMOHAPHOM U AUCTAHIIMOHHOM
peXHUMax, B TOM YKCJIE HA OCHOBE OpraHU3al[ui 0OpaTHOM CBSI3U C
M0JIb30BATEISIMU

Heo0Oxoaumeble 3HaHUA

OcHoBbl OnOIMOTEKOBEACHUS, ONOIMOTpadoBeIeHNs, TOKYMEHTOBEICHHS,
nHpopmMaTruku, HHPOPMaTMOHHO-OUOIOTrpadUIECKON ACATEIHHOCTH

HopmaTuBHbI€ 11paBOBbI€ aKThI 110 OUOIMOTEYHO-MHPOPMALTUOHHOMN
JEeSITeIbHOCTH, 3aIlUTE aBTOPCKUX MPaB U NEPCOHATIBHBIX JAHHBIX

Teopus, opranuzaius 1 MeToauKa ondauorpaduueckoit, HHPOPMaITHOHHO-
AHATUTUYCCKOU JISATEIBHOCTH ONOIMOTEK

CnpaBouHo-Oubnuorpadpudeckoe odciayxxuBanue audQepeHnpoBaHHbIX
TPYIII [TOJIb30BaTENEH

[{udpoBble TEXHOIOTUU U UX TPUMEHEHHUE B IIpoIeccax Moucka, 00paboTKH,
aHaJIN3a, CTPYKTYPUPOBAHUS U NIEpEAAUY JOKYMEHTOB M JTAHHBIX

Knaccugukarus oubnuorpapudeckux u ¢pakrorpaduyeckux 3anpocos
MI0JIb30BATEJICH U BBHITTOJIHIEMBIX CIIPABOK

Bunasr 1 MeTo 161 HHPOPMALIMOHHOTO MTOUCKA, B TOM YHCIIE B CETEBBIX
WH(OPMAIMOHHBIX peEcypcax

TexHoJOrMM pHUeMa U BBINOJIHEHUS HH()OPMAIIMOHHBIX 3aIIPOCOB
10JIb30BATENEH, B TOM YHUCIIE C UCIOIb30BAaHUEM LIM(PPOBBIX TEXHOJIOTUN

MeToibl ¥ TEXHOJIOTHH MOUCKA IO AJIeMeHTaM Oubanorpaduyeckoro
OTNMCAHUs, KJIIOYEBBIM CIIOBaM, IPEIMETHBIM pyOpUKaMm,
KJIacCU()UKALMOHHBIM HH/IEKCAaM

HarmonanbsHbie, MyabTHHAIIMOHATBHBIE, OTPACIeBbIe HH()OPMALIMOHHBIE
pPECYPCHI CIPaBOYHO-O0UOIHOTpaduuecKoro 0OCITyKUBAHUS

CraniapThl ¥ IpaBUjIa MPECTABICHUS METAJaHHbIX, B TOM YHUCIIe
O6ubarorpaduyecKoro onucaHus JOKYMEHTOB Pa3HbIX THUIIOB U BUJIOB

ITorckoBEIE BO3MOKHOCTH TJIO0ATBHBIX U HallMOHAJIbHBIX CCTCBBIX
IOMCKOBBIX CCPBHUCOB
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OteuecTBeHHAs U 3apyOerkHast XyI0KECTBEHHAs JINTEpATypa, TeHACHIINN
pPa3BUTHS COBPEMEHHOIO JIMTEPATYPHOTO MpoIecca

OCHOBBI COLIMATIBHBIX, TYMAaHUTAPHBIX, TOYHBIX U €CTECTBEHHBIX HAYK,
oTpaciel mpodeccuoHaIbHOM 1eATeIbHOCTH, HUCKYCCTBA

Hopwmsl ipodeccnonaibHONM OMOIMOTEYHOM STUKHI

Jpyrue xapakTepUCTUKU

3.5.2. TpynoBasi pyHKIUSA

HNudopmanronHoe o0ciyk1uBaHHE B Yposenb
HaumenoBanue CTAIIMOHAPHOM M THCTAHIIHOHHOM PEXHMMAX Kon | E/02.7 (momypoBeHb) 7
KBaTU(UKAITHA
IIpoucxoxxneHue TpynoBoOit 3anMCTBOBaHO U3
q)sﬂxunn > Opuruman X OpHTI'HHAJIA
Kon Peructpanuonssiit
OpHTrHHaNa HOMeEp
npodeccroHaIBHOTO
cTaHziapra

TpynoBsle 1eHCTBUS

Wzydenue/BrisiBIeHIE HHPOPMALIMOHHBIX MOTPEOHOCTEN OTACITBHBIX
COLMAJIbHBIX M IPO(eCCUOHATIbHBIX IPYIII NOJIb30BaTENEH

Omnpenenenne pecypcHo# 0a3bl Uit OpraHu3aui HH(HOPMAITHOHHOTO
00CITy)KMBaH¥sI B CTAIMOHAPHOM M JIMCTAHIIMOHHOM PEXUMAax

Ocymectienue qudhepeHInpOBaHHOTO (MHANBUIYaIbHOTO, TPYIIIOBOIO)
UH(POPMHUPOBAHUS OTACTHHBIX KaTETOPUH IOIb30BaTeNeii B CTAIIMOHAPHOM U
JMCTAaHIMOHHOM PEKHUMAX

Opranuzanus MaccoBoro WH(OOPMHUPOBAHHMSI ITOJTH30BATEIICH B CTAIIMOHAPHOM
Y IUCTAHIMOHHOM PEXUMAaxX

[IpoBenenue MaccoBbIX HH(OPMALIMOHHBIX MEPOIIPUATHH JIJIs1 OTAEIBHBIX
KaTeropui mnosp3oBatesieil OnOINOTEKH

[IpoBenenne KOHCYNbTALUNA U MEPONPUATUN TTO (POPMUPOBAHHIO
MH(OPMALIMOHHOM KyJIbTYphl NOJIb30BaTeNe OMOINOTEKH

[Ipenocrasienne 10CTyna U KOHCYJIbTUPOBAHUE 110 MTOJIb30BAHUIO UHTEPHET-
pecypcamu, MPpeJoCTaBISIOIUMI roCy1apCTBEHHbIE, 00pa30BaTeIbHBIE,
COIIMAJIbHBIE YCIIYT'H, APXUBHBIEC JOKYMEHTHI

[TpenocraBnenue HHPOPMAITMOHHBIX YCIYT B IOMOIIb HAYYHOH, TBOPUECKOH,
00pa3oBaTenbHON JeATEIHPHOCTH MOJIb30BaTeeH OMOINOTEKH, B TOM YHCIIE K
noJjiaye 3asBOK Ha MaTeHTOBAaHHE, JETOHUPOBaHKE, 0)OPMIICHUE HAYIHBIX
pabot, MpoBepKa Ha 3aMMCTBOBAHUS

[Ipenocrasienue yciyr no NpoBeIESHHUIO TOMCKa OMOIMOMETPUYECKOM
UHPOPMALIUU B HAYKOMETPUYECKUX aHATUTUYECKUX CUCTEMAX, IO
NyOIMKAIMOHHBIM PEHTUHIaM; OCYIIECTBIIEHNE OMOIMOMETPHUYECKOTO
MOHHMTOPHHIa

[IpenocraBnenue crenuaaIu3upOBaHHBIX HH()OPMALOHHO-aHATUTHYECKUX
YCIIYT 10 3alpocaM MHIUBUYalbHBIX MOJIb30BATENEH U OpraHu3alui

Co3zmanue ycinoBHil it MHPOPMAIMOHHOTO CaMOOOCTYKUBAHHUS
MOJIb30BaTeNeil OMOINOTEeKH
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Opranuzanus 00paTHON CBSI3H C MOJIL30BATEIISIMU, YUET U aHATTU3
PE3YIBTATUBHOCTH (DOPM U METOZ0B HHGOPMAIIMOHHOTO 00CITY)KHBaHUS

Heo0Oxonnmble ymeHus

Hcnonp30BaTh COLMOIOTMYECKNE M MAPKETUHIOBBIE METO/IbI U3yUEHUS
MH(OPMALIMOHHBIX MOTPEOHOCTEN peanbHBIX U MOTEHIIUAIBHBIX
10JIb30BATEJICH, B TOM YHUCIIE C TPUMEHEHHEM IU(PPOBBIX TEXHOJIOTUI

OcyiecTBIATh pUeM U 00pabOTKY 3aIIPOCOB MOJIb30BaTENeH Ha
UHPOPMALIMOHHOE 00CTY)KMBAaHUE B CTAI[HOHAPHOM U TUCTAHIIMOHHOM
pEeKUMax

Hcmons30BaTh MCTOABI I/IH(bOpMaL[I/IOHHOI‘O IMOUCKa 11O pa3JIMYHbIM
IIOMCKOBBIM ITapaME€TpaM B TPAAUIIMOHHBIX U CETECBBIX I/IH(bOpMaI_[I/IOHHBIX

pecypcax

Hcrnonb30BaTh TEXHOJIOTHH MPEIOCTABICHUS YCIYT WHIUBUIYaJIbHOTO,
PYNIOBOrO U MacCOBOTr0 HH(GOPMUPOBAHUS

M cronp30BaTh METOIMKY M TEXHOJIOTHU OpPTraHU3alliy U IPOBEACHUS
UHGOPMAIIMOHHBIX MEPOIIPHUATHI JIJIS OTEIBHBIX KATETOPHIA [OJIb30BaTe e
OUOJINOTEKHU

Oxka3biBaTh HH()OPMALIMOHHBIE YCIYTH C MTOMOIIBI0 HH()OPMALIMOHHO-
KOMMYHHKAITIOHHBIX TEXHOJIOTHIA, OMOIMOTEYHBIX CAUTOB, CETEBBIX
COLIMAJIbHBIX CEPBUCOB

[TpumeHsTh cTaHAapThl OMOIMOrpapUUECKOro ONMUCaHUs JOKYMEHTOB Pa3HbIX
TUIIOB U BHJIOB

Hcnonp3oBaTh cpeacTBa I/IH(I)OpMaI_II/IOHHOl"O IMIOMCKaA, DKCTPArupoOBaHuA
JOKYMCHTOB U JAaHHBIX M3 3JICKTPOHHBIX, B TOM YHUCJIC CETCBBIX, PCCYPCOB

Hcnonb3oBathk U(pOBbIE, B TOM YUCIIE MYJIbTUMEIUIHbIE, TEXHOJIOTHU IIPU
IIPOBEJICHNHN MACCOBBIX HH(OPMAIIMOHHBIX MEPOIIPHUSITHH

OpranuzoBbIBaTh OOPaTHYIO CBS3b C MOTPEOUTEIIMI MHPOPMAILIMOHHBIX
YCIIYT, B TOM YHCJIE C TIOMOIIBIO CETEBBIX IUIOMIAI0OK OUOIMOTEKH

Brnaners MeToauKoi yueTa u aHajau3a pe3yJbTaTUBHOCTU CTALlMOHAPHOIO U
JMICTAaHIIMOHHOTO MH(POPMAITMOHHOTO 00CITY>)KUBAHUS TTOJIb30BaTEICH

HCO6XOI[I/IMBIG 3HaHUA

OcHoBBI 01OAMOTEKOBEICHN, OUOIMOrpadoBeieH s, TOKYMEHTOBEIEHUS,
nH(popMaTUKH, UHPOPMAITMOHHOTO MAPKETHUHTa, OUOTUOMETPUH, TEOPUH
COLMAJIbHBIX KOMMYHUKAIUI

HopmatuBHBIE IpaBOBBIE aKThl IO OUOINOTEYHO-MH(DOPMAITHOHHON
NeSITeNIbHOCTH, NH()OPMAIIMOHHOW O€30MacHOCTH, 3alllUTe aBTOPCKUX MPaB U
NEPCOHATbHBIX JAHHBIX

Teopm[, opranusanysi, METOAUKH U TEXHOJIOTHUU I/IH(l)OpMaIII/IOHHOFO
O6CJ'Iy>KI/IBaHI/I$[ B CTAlTUOHAPHOM 1N JUCTAHIIMOHHOM PCIKUMAX

Conumonornyeckue 1 MapKeTUHTOBbIE METO/IbI U3yYEHUS! HH(POPMAIIMOHHBIX
NOTPeOHOCTEH pa3IMYHbBIX I'PYI MOJIb30BaTENEH

NupopmannonHast ”HQpPacTpyKTypa COBPEMEHHOTO 00IECTBa,
UH(POPMALIMOHHBIE PECYpPChI ITI00AIBHBIX U HAIIMOHAJIBHBIX CETEBBIX
IONCKOBBIX CCPBHUCOB

Tunosble aNrOPUTMBI U HHCTPYMEHTHI HH()OPMAIIMOHHOTO [TOMCKA B
JIOKAJIbHBIX U CETEBBIX pecypcax

[{nupoBBIX TEXHOJIOTUHU U UX IPUMEHEHHUE B Mpolieccax Moucka, o0padboTkH,
aHaJn3a, epeJadn JOKYMEHTOB U IaHHBIX
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CranaapTtsl 1 paBuiia OHOIMOrpadUUECcKOro ONMUCaHHsI JOKYMEHTOB:
HeYaTHBIX, YICKTPOHHBIX, HHCTAJUIMPOBAHHBIX, CETEBBIX JIOKAIBHBIX U
yJaJIEeHHbIX

OCHOBEI 1 COBpPEMEHHBIC TCHACHIIMY Pa3sBUTUA COOUATIbHBIX, T'YMaHUTapPHbIX,
TOYHBIX U €CCTCCTBCHHLIX HAYK, XYI[O)KGCTBCHHOFI JIMTCPATYpPhbl, HCKYCCTBA

Hopwmsl ipodeccnonaibHONM OMOIMOTEYHOM STUKH

Apyrue
XapaKTEPUCTUKHU

3.5.3. TpynoBasi pyHkuus

HanmenoBanue

IIpoucxoxaeHue Tpy0BOH
GbyHKIUN

Co3nanune Oubmuorpaduieckux,
AHAJIMTHYECKHX, TOJHOTEKCTOBBIX, YpoBeH,

. Kox | E/03.7 (oypoBeHB) 7
MYJIbTUMEANHHBIX OUOIMOTEUHBIX KBaTH(UKAIHH
MH()OPMALMOHHBIX ITPOTYKTOB

3auMCTBOBAHO U3
Opurusai X
OpHTI'HHaJIA
Kon PerucrpannoHHbIN
OpuUTrruHaJia HOMCED
poQeCcCHOHATBHOTO
CTaHAapTa

[TpoektupoBanue HHPOPMAIIMOHHOTO TPOAyKTa (OrOInorpapuueckoro
yKkasareisi, 0a3bl JJaHHBIX, JICKTPOHHON OMOJIMOTEKH),0IPEICTICHUE ero
IIEJIEBOTO U TI0JIh30BATEIbCKOTO HA3HAYCHHUS

OHpeIleJIeHI/IC COACPIKATCIIbHBIX, XPOHOJIOI'MYCCKUX, SA3BIKOBBIX I'PAHUI]
HHQ)OpMaHI/IOHHOFO IIpOAYKTa, OT60p AOKYMCHTOB U JaHHBIX, B TOM YUCJIC
CCTCBbIX

AHAIINTUKO-CUHTETHYECKasi 00pabOTKa peIeBaHTHBIX TOKYMEHTOB, B TOM
yucie 6udanorpaduueckoe onvcaHue, aHHOTUPOBaHuUeE, peepupoBaHue,
MHJEKCUPOBAaHUE, SKCTPArupoBaHue JaHHBIX U (PparMeHTOB

ArperupoBaHue, CTpyKTYpUPOBaHUE U TPYIITUPOBKA KOHTEHTA
MH(OPMaLIMOHHOTO IPOAYKTA, CO3/IaHNE TOUCKOBOI'O U CIIPABOYHOTO
afmapara, B TOM YHCJIe 3JIeKTPOHHOM OMOIMOTEeKH

Odopminenue U pe1akTUpOBaHHE KOHTEHTa HH(POPMAIIMOHHOTO MPOIYKTa;
MOATOTOBKA K THPAXXUPOBAHUIO, 3AMMCH HA 3JIEKTPOHHBIM HOCUTENb,
Pa3MENICHHIO HA CETEBBIX IUIOMIaKaX ONOIHMOTEeKN

AKTyanusanus "HQOPMAIIMOHHOTO MPOAYKTa, aHau3 3((HEKTUBHOCTH
MCIIOJIb30BaHUs, COBEPILIEHCTBOBAHUE C YUETOM NPEAJIOKEHNN
I10JIb30BaTENEH

Heo6xoanmelie ymeHust

Hcnonb30BaTh COMOIOTMYECKUE U MAPKETUHIOBBIE METOAbl U3YUYEHUS
noTpedHOCTEN B MHPOPMALIMOHHOM MPOYKTE, ONPEEINATh €ro IeJIEBOE U
M0JIb30BATEIbCKOE HA3HAUCHUE

Pa3pabaTbiBaTh KOHIENIIHIO, MIAH-TIPOCTIEKT MH(POPMAILIMOHHOTO MPOIYKTa,
OIIPEJEIATh aKTYaJIbHbIE METOAUYECKHAE U TEXHOJIOTHUECKUE PELICHUs

[TpoexkTrpoBaTh U peaTu30BbIBATh LIUKJI CO3AHUS U IPOABUKECHUS
UH(POPMALIMOHHOTO MPOYKTa
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Ocy1iecTBIATh NEPBUYHBIN U BTOPUYHBIA OTOOP JOKYMEHTOB M JJAHHBIX JJIS
MH(POPMALMOHHOTO NTPOJAYKTa HA OCHOBE YCTAHOBJIEHHBIX KPUTEPUEB

Hcnonp30BaTh METOAMKY aHATUTUKO-CUHTETHYECKON TIepepaboTKU
JOKYMEHTOB U JIaHHBIX JUI1 HHPOPMALIMOHHOTO IPOAYKTA

[TpumensTh nU(POBBIE TEXHOIOTUH (POPMUPOBAHHS KOHTEHTA
MH(OPMALIMOHHOTO MPOAYKTa: cOOp, CUCTEMaTH3allus U TPYIIHUPOBKA
JIOKYMEHTOB U JJAHHBIX, CO3/IJaHUE TUIIEPTEKCTA, THIIEPCCHIIOK

Mcnonb30BaTh METOAMKY M TEXHOJIOTUU CO3aHUs OMOnuorpapuueckux u
UH(POPMALMOHHO-aHAIUTHYECKUX MPOAYKTOB PA3IMYHBIX THIIOB, BUJIOB U
1IEJIEBOT0 HA3HAYEHUS B TPAJIULIMOHHOM U 3JIEKTPOHHOM (hopMmaTte

Hcnonp30BaTh METOAUKH U TEXHOJIOTUU CO3JIaHMs (pakTorpaduyeckux u
IOJTHOTEKCTOBBIX 0a3 JaHHBIX Pa3JIMYHOIO M0Jb30BATEIbCKOIO HA3HAUCHMS

Co3iaBaTh MyJbTUMEIUMHBIEC TPOIYKTHI C HCIIOJIB30BAaHUEM PA3THUUYHBIX
BHJIOB HH(OpPMAITUU: TEKCTOBOM, Ipa)MueCcKoi, ayTMOBH3yAIbHOM,
AHMMAI{MOHHON

[IpumeHsTh cucTeMbI KiTacCH(UKAIMK, CUCTEMATHU3AINH, TTPEIMETH3AINH,
TPYNIUPOBKU JOKYMEHTOB U TaHHBIX

PenakTrpoBaTh M OCYIIECTBIIATH OArOTOBKY HH()OPMAIIHOHHBIX MMPOIYKTOB
JUTS TyOJTMKAI|K, 3aITCH Ha 3JIEKTPOHHBIA HOCHTEIb, pa3MEIICHHUS Ha CaiTe
OUOJINOTEKHU

HeoOxonuMble 3HaHUS

OcHoBbl 6uOIMOTEKOBEACHM S, OMOIMOrpadoBeneHus, THPOPMAITMOHHO-
AHATUTUYCCKOU JIEATSIBHOCTH, TOKYMEHTOBEICHUS, UHPOPMATUKH, TCOPUH
COLMAIbHBIX KOMMYHHUKAIIUH

HopmartuHble npaBoBbI€ aKThI 10 OMOIMOTEYHO-UHPOPMAILIUOHHOMN
NeSITebHOCTH, HTHPOPMALMOHHOM 0€3011aCHOCTH, 3alIUTE aBTOPCKUX MpaB U
[EPCOHAIBHBIX JaHHBIX

[{udpoBble TEXHOJIIOTUU U UX IPUMEHEHHUE B IIpoleccax coopa, 00paboTku,
aHajn3a, arperauu, nepeiadyu JOKyMEHTOB U JJAHHBIX

Opranuzanus u MeTouKa HHGOpMalmoOHHO-0uOIHorpaduyecKoit
JeSITeIbHOCTH OMOJINOTEK

Bunosas knaccugukanus Oubauorpaduieckoil 1 ”HPOPMALMOHHO-
AQHAJTUTUYECKON MPOLYKIIUU

®dopMaThl U CTAaHAAPTHI MPEICTABIICHUS ONOIHOTrpaPUIECKUX 1
AHATUTUYECKUX JAHHBIX, CTAHAAPTHI U TIpaBuiia oubarorpadguueckoro
ONMUCaHUsl JOKYMEHTOB

MeTouKH U TEXHOJIOTUU CO3AaHUs MH()OPMALIMOHHON POAYKIIUU B
COOTBETCTBHE C €€ BUAOM, (POPMOi, 11€JIEBHIM U TTOJIb30BATEIHCKUM
Ha3Ha4YECHHEM

Pecypcnas 6a3a GubanoTeKu 1711 co3AaHusl MHPOPMAITMOHHONW MPOAYKIUH

Nupopmannonno-6ubauorpaduueckre pecypcebl
roCyIapCTBEHHOW/HAMOHATBbHON OrOIHorpadun

[TouckoBbIe BO3MOKHOCTH HH(POPMAIIMOHHO-TEJICKOMMYHHUKAIIMOHHOW CETH
«IHTEepHETY, SMEKTPOHHBIX OMOIMOTEK U U(GPOBBIX KOJUICKIIHMA, CETEBBIX
oubmorpadguaeckux 6a3 TaHHBIX

OTpacneBast ¥ BUJOBask CTPYKTYPa, TEHACHIIUN PAa3BUTUSL KHUKHOTO U
3JIEKTPOHHOTO HH(OPMALIMOHHOTO PHIHKOB

Conuonornyeckre ¥ MApKeTHHIOBbIE METO/Ibl U3YUEHHSI TOTpeOHOCTEM
M0JIb30BaTesel B OnOIMoTeyHO-NH()OPMALIMOHHBIX MPOJIYKTaX U CEPBUCAX
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OCHOBBI U COBPEMEHHbBIE TEHJECHIIUN PA3BUTHSI COLIUATbHBIX, TYMAHUTAPHBIX,
TOYHBIX U €CTECTBEHHBIX HayK, XyJ0>KECTBEHHOU JIUTepaTyphl, HCKYCCTBA

Hopwme! npodeccronanbHON OMOTMOTEYHON ITHKU

Apyrue
XapaKTEPUCTUKHU

3.5.4. TpynoBasi pyHKIUS

HaumenoBanue

[Ipoucxoxaenue TpyaoBoi
¢GbyHKIAN

dopMUpOBaHHE KPACBETIECKHX
OouOIMOTeYHO-HH(DOPMAITIOHHBIX PECYPCOB Yposerb
$op PEEYPCOB, | kon | E/05.7 (OLypOBEHS) 7
CcO3JaHuC " HpOI[BI/I)KeHI/IC KpaeBeI[LIeCKOI/I KBaJ'II/I(l)I/IKaIII/II/I
oubnuorpaduyeckoit HHGpOpPMALTUT
3anMMCTBOBAHO U3
Opurunan X
OpuruHana
Kong Peructpanuonsslit
OpuruHana HOMep
HpoheCCHOHATBHOTO
cTaHzapTa

TpynoBbie neicTBus

BrisiBIeHHE MECTHBIX U KpaCBCAUCCKUX H3,I[aHPII>i N3 TOKYMCHTHBIX I[IOTOKOB
1 MaCCHUBOB

Benenne 6ubmmorpadguyeckoro yuyera MECTHBIX M3/IaHHI KaK PernOHAILHON
COCTABIISIONIEH TrOCyIapCTBEHHON/HAIIMOHATIbHON Onbmorpaduu

CO6op, mpreM Ha XpaHEeHHE U OpraHu3alys XpaHEHUs! HEOITYOJIMKOBaHHBIX
(apXHMBHBIX) KpaeBEJUECKUX JOKYMEHTOB

COop, mpueM Ha XpaHEHHE U OpraHM3aIlHs XPAHEHUS KPaeBeIueCKUX
MY3€MHBIX NPEIMETOB U KOJUIEKIUN

OKCIEepTHBINA aHATU3 U 0TOOp CETEBBIX KPaeBEAUECKUX JOKYMEHTOB IS
AIIEKTPOHHOT'O KPAeBEAUECKOTO apXuBa, (HPOpMUPOBAHKE U BEICHUE
IIEKTPOHHOI'O KPAaeBEAUECKOI0 apX1Ba

Co3naHue 1 pelakTupoBaHue 6uOIMorpapuuecKux 3anuceit s
AIIEKTPOHHBIX KaTaJIOTrOB/MOMHBIX OUOIHOrpaduyecKux penepryapon
MECTHBIX M KPaeBEJUECKUX JOKYMEHTOB

cDOpMHpOBaHI/Ie N BCIACHUC JJICKTPOHHBIX KaTaJIOI'OB KpaCBCAUCCKUX
AOKYMCHTOB U MCCTHBIX PI3I[aHPII>i

DKCMEPTHBIN 0TOOP KpaeBeTYECKUX JOKYMEHTOB JIJIsl aHATUTHIECKOM
POCIIMCH B KPAeBEAUECKUIN KaTaJIor

dopMHUpOBaHUE U BEJIEHUE YHUBEPCAIbHOM pakTorpaduueckoit
KpaeBeuecKoil 0a3bl JaHHBIX, CO3JaHUE U PEIaKTUPOBAHHE
(akTorpauIeCKux CpaBoK

Co3zianue v pefakTUpOBaHUE ABTOPUTETHBIX 3alUCEH Il PETUOHAIBHBIX
ABTOPUTETHBIX (ailsioB

DopMHpPOBaHUE YHUBEPCAIBHBIX KAPTOUHBIX KPAEBEIUECKUX KAaTAJIOTOB C
AHAIUTUYECKUMU OuOIHnorpadhudecKuMu 3aUCIMU

IToaroroBka IIPOCIICKTAa KPACBCAYCCKOI'O I/IH(i)OpMaLII/IOHHOI‘ O IMPOJAYKTa

dopMupoBaHUE U OpraHU3allvs MaccuBa OUOIHOrpadUIeCcKuX 3amucei s
KpaeBeIuecKoro MHPOPMAIIMOHHOTO MTPOTYKTa
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dopmMupoBaHHe U OpraHu3alys MaccuBa (akTorpaduIecKux CIpaBoOK IS
KpaeBeJueCKOro SHIMKIIONEJHYECKOr0/CIIPaBOYHOr0 HH()OPMAIIHOHHOTO
IIPOJYKTA

OT60p U1 MOArOTOBKA KpaeBEeJUECKIX KapTOrpapruecKux,
M300pa3uTENbHBIX U ayIMOBU3YAJIbHBIX MAaTEPUAIIOB /ISl BKIIFOUCHUS B
KpaeBeAuecKuii HHHOPMALIMOHHBIA TPOAYKT

Co3znanue CrpaBOYHOTO anmapaTa KpaeBe4eckoro HH(GpopMamoHHOTO
MPOJIYKTA, PEIAKIIMOHHAS ITOATOTOBKA K THPAKUPOBAHHIO U TIPOIBUKCHHIO

®opMHUpOBaHUE KOHTEHTA U BEIEHUE KPACBEIUECKOTO
caiita/moprana/KpacBe14eCKON CTPAHHUIIBI Ha CaiiTe OMOIUOTEKH

dopMHUpOBaHUE U PEAAKTHPOBAHUE IIIEKTPOHHBIX KPACBEIUECKUX
OnOIMOTEK/KOUIEKIIMI Ha caliTe OMOJIMOTEKN

Coznanue u nojajiep)kka KpaeBeJ4eCKMX aKKayHTOB M BUPTYaJIbHBIX
COOOLIECTB B COLMANIBHBIX MeaUa

Cozanne KpaeBeaYeCKUX IKCIO3UIINN, BKIIFOYAOIINX U3AaHUS, My3CHHBIC
MIPEIMETHI U/WJTH KOIUU apXUBHBIX JOKYMEHTOB

Pa3paboTka nH(pOPMALIMOHHOTO KOHTEHTA JJIsl KpaeBeIUECKHX
OKCKYPCHOHHBIX MEPOIPHUITHI

HeoOxonumelie ymeHust

Hcnonb30BaTh TEXHOJIOIUU PabOThI C aBTOMATU3UPOBAHHON OUOIMOTEYHO-
uHpopmannonHoi cucremoit (ABUC) 6ubnmorexu, nHGOPMAITOHHO-
KOMMYHHUKAIIMOHHOH ceThio «VIHTepHeT»

BrIBIATE M 0T6I/IpaTI) MCCTHBIC U3AaHUA U KPACBCAUCCKHC (HC‘-I&THI:IC,
HCOHY6J'II/IKOB3HHBIG u CGTCBLIC) HAOKYMCHTHI U3 TOKYMCHTHBIX PECYPCOB

OcymecTBIsITh ONOIMOTpaPUICCKII MTOUCK KPACBEAUSCKHUX JJOKYMEHTOB U
MECTHBIX M3aHUH B [EJISIX OMOINOTEYHO-UH(DOPMAIIMOHHON JESTEIbHOCTH

Hcnonp3oBaTh MCTOAHMKH U TCXHOJIOTHH pa6OTBI C apXUBHBIMHA
JOKYMCHTAMH U My3el\/JIHI)IMI/I npeamMeTaMu, B TOM 4YUCJIC o0ecneynBaTh
IIpuceMm, y4der, obecrneueHune COXPAaHHOCTH, SKCIIOHUPOBAHUC

Ocy1ecTBISITh aHATUTUKO-CUHTETUUECKYI0 00pabOTKY KpaeBeJ4eCKIX
JIOKyMEHTOB M MECTHBIX M3JIaHUI

CoznaBath U peJakTUPOBATh aBTOPUTETHBIE 3aIIUCH /ISl PETHOHATIBHBIX
ABTOPUTETHBIX (hailIoB

Hcnonp30BaTh TEXHOJIOTUH KOPIOPAaTUBHON OUOIMOrpaduyeckoit
00pabOTKM KpaeBeJUeCKUX TOKYMEHTOB M MECTHBIX U3JJaHUN

CozniaBaTh U peJakTUPOBaTh KpaeBeaueckue (akrorpaduyeckue CrpaBKu

CoznaBath u BecTu Oubnuorpaduueckue, pakrorpapudeckue,
IIOJTHOTEKCTOBbIE KpaeBeueckre 0a3bl JaHHBIX

M cronp30BaTh METOIMKH M TEXHOJIOTUU CO3JJaHUS KPACBEIIECKUX
oubsnmorpaduyeckux mocoouii pa3InYHbIX TUIIOB, (HOPM U 11E€TEBOTO
Ha3HAYCHUS

Co3ztaBaTh SHIMKIONEANYECKUE U CIIPABOYHBIE KPAEBETUECKUE
MH(OPMaLMOHHbBIE POJYKTHI

Co3naBath U UCIIONB30BaTh KpaeBeuecKrue Kaprorpaduyeckue,
n300pa3uTenbHbIe U ayAMOBH3yaIbHbIe MaTepUabl 1Jis IPEICTABICHUS B
KpaeBeI4eCKUX MH()OPMAIIMOHHBIX MTPOAYKTaX

Hcnonb30BaTh METO/IbI HCTOYHUKOBECHMSI, HCTOpUOTpaduu, apxeorpaduu
JUISL U3YYECHHUST M aHAJIM3a KPAeBEIYECKUX JOKYMEHTOB B LENSAX UX
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MOJATOTOBKU K IMyOTUKAIIMH, BKIIOYCHHSI CBEJICHUI O HUX B
MH(}OPMaLMOHHbBIE POTYKTHI

dopmHUpoBaTh, pa3MeLIaTh U PEAAKTUPOBATh KPAEBETUECKUI KOHTEHT Ha
caiire OMOJIMOTEKH U B COLIMATIbHBIX MeIna

Hcrnonbs30BaTh METOOUKH U TEXHOJIOTMH CO3/1aHHST KOMIUIEKCHBIX
HKCIO3ULUHI KPACBEIUECKUX JTOKYMEHTOB, B TOM YHCJIE apXUBHBIX
JIOKYMEHTOB ¥ MY3€HHBIX IPEIMETOB

Pa3pabarbiBaTh MHGOPMAIIMOHHBII KOHTEHT KPaeBeIUeCKUX
HKCKYPCUOHHBIX MEPONPUATUIN, OPIaHU30BbIBATh U IPOBOJIUTH
KpaeBeIueCKHe SKCKYPCUHU

Heo0Oxoaumbie 3HAHUS

OcHoBbl OnOIHOTEKOBEACHUS, ONOIMOTpadoBeIeHNs, TOKYMEHTOBEICHHS,
OnOIMOTEYHO-UH(DOPMAITMOHHOM IeATETLHOCTH, OUOIMOTEUHOTO
KpaceBeACHUS

HopmaTuBHbIe 11paBoBbI€ aKThI 10 OUOIMOTEYHO-UH(POPMAITTOHHO
JIeATETbHOCTH, ApPXUBHOMY M MY3€HHOMY ey, 3alllUTe aBTOPCKUX IIPaB U
MEePCOHAIBHBIX TaHHBIX

OcHoBbl ucTopuorpaduu, apxeorpapuu, UICTOUHUKOBEICHHS, STHOTpaduH,
MYy3€EeBEACHHUS, APXHUBOBEICHHS

Kpurepuu u npuHIUITEL 0TOOpA MEYATHBIX U AJIEKTPOHHBIX KPaeBeIUECKUX
JOKYMEHTOB JUUIsl BKIIFOUEHHSI B KpaeBeT4eCKHEe PeCypChl, (POHIBI, KATAJIOTH

CrpykTypa U cocTaB KpaeBeAueCcKuX (HOHIOB U KPaeBeJUECKOT0 CIIPABOYHO-
MOKMCKOBOTO amnmapara OMOIMOTeKH, paBuiIa uX GOPMUPOBAHUS U
UCIIOJIb30BAHUS

[TpaBuiia paboTHI C 3JIEKTPOHHBIM KPa€BETUECKUM apXHUBOM

[paBuia nprema, XpaHeHHs. U UCIIOIb30BaHUs apXUBHBIX JJOKYMCHTOB B
oubaroTekax

[TpaBuia mpuemMa, XpaHeHHs ¥ SKCIIOHUPOBAHUS MY3€HHBIX PEJIMETOB B
oubaroTexax

CranmapThl ¥ IpaBHUJIa aHATUTHKO-CUHTETUIECKON 00pabOTKH JOKYMEHTOB

HannoHnaneHble KOMMYHUKAaTUBHBIE ()OPMATHI MTPEICTABICHUS
OoubarorpaduyecKkux U aBTOPUTETHBIX JTaHHBIX, CTAHAPTHI U NTpaBUIa
KaTaJOru3aluy, JUHIBUCTUUECKNE CPEICTBA MPOLIECCOB KaTalOrM3aluu

IIpaBuna BegeHUs MEKTPOHHBIX KAaTaJOrOB KPaeBEIUECKUX JOKYMEHTOB U
MECTHBIX M3/aHUH, YHUBEPCATIBHOHN (pakTorpaduuecKoil KpaeBe4eckoi
0a3bl JaHHBIX

MCTO,[[I/II(I/I H TCXHOJIOTHHU CO3JaHHA KPACBCAYCCKUX 6H6nﬂorpa(b1/1qecxnx
MMPOAYKTOB PA3JIMYHBIX THUIIOB, BUAOB U LICJIICBOIO HA3HAUCHUA

CoBpeMeHHbIE TEHICHIIMHN Pa3BUTHSI COLUAIBHBIX U TYMaHUTAPHBIX HAYK,
XyJI0’KECTBEHHOH JINTEPATYpPhl U UCKYCCTBA

Hopwmsl npodeccronanbHON OUOIMOTEYHOM 3 THKH

Hpyrue

XaPAKTCPUCTHKHU

3.6. O000ménHas TpyAoBasi PyHKIUS

HaumeHnoBanue

bubnnoreuHas uccaeaoBaTeabCcKas,
METOAMYECKasi U IPOEKTHAs AESITENbHOCTD KBaJIM(UKALIH

Kox E YposeHnb 7
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IIpoucxoxnenue
N N 3aMMCTBOBaHO U3
0000IIIeHHON TPYI0BO OpurnHan X
OopurruHajia
GbyHKIHUN
Kon Peructpanuonssiit
OopurmnHaa HOMCD
poheCCHOHATLHOTO
cTaHgapTa
Bo3moxHbie Metoauct
HauMEHOBaHUS Benymuit meToauct
JTOJKHOCTEH, I'maBHBII METOIUCT
npodeccuit Crnenuanuct no npoeKTHOM AesTeIbHOCTH

Hayunslii coTpyaHuk
Benymuii Hay4HbI COTPYAHUK
['1aBHBINM HAYYHBIA COTPYIHUK

TpeboBanust k
00pa3oBaHUIO U
00y4YeHUIO

Briciiee o6pa3oBanue — 6akanaBpuaT

nJIn

Bricmiee o6pa3oBanue (HenpopmibHOE) — OaKamaBpyUaT U JOMOTHUTEIHHOE
npodecCHoHaIbHOE 00pa30BaHKUE — TPOTPAMMBI ITOBBIIICHUS KBaTH(DHUKAIINH,
pOTpaMMBbI TPO(HECCHOHATTEHON TIEPENOATOTOBKHY 110 IPOQIITIO AEATEIbHOCTH
nJIn

Bricmiee oO6pa3oBanue — Maructparypa

Briciiee o6pazoBanue (HenmpopuiIbHOE) — MarucTpaTypa v JOMOTHUTEILHOES

npodeccuoHanpsHOe 00pa3oBaHUE — MIPOrPaMMBI MOBBIIIEHUS KBaTU(UKALIUH,
POrpaMMBbI PO EeCCHOHATHHON MEPENOITOTOBKU 1O MPOMHITIO JeATSIbHOCTH

TpeboBaHus K ONBITY
MPAKTHYECKON pabOThI

JUis TOKHOCTH «BEYIIMI METOJIUCT) CTaX pabOThl B JODKHOCTH METOAUCTA
HE MEHEE TPEX JIET

JUis TOJIKHOCTH «TJIaBHBIM METOJUCT» CTaX pabOThl B JOJKHOCTH BEIYIETO
METOAMCTA HE MEHEE TPEX JIET, B JOJDKHOCTH METOJIMCTA HE MEHEE IISATHU JIET
JUis TOJKHOCTH «HAYYHBIM COTPYAHUKY» CTax paboThl 0 Mpoduito
JIeSITEIbHOCTH HE MEHEe TpeX JIET, IPU HAJIUUNUU y4EHOU cTeneHu 0e3
npeabsBIeHUs TpPeOOBaHUI K cTaxXy paboThI

JI1st TOMKHOCTH «BEAYIIUN HAYYHBIA COTPYIHUK» CTaX pabOThI B TOJKHOCTU
Hay4HOI'0 COTPYJHUKA HE MEHEE TPEX JIET, [IPU HAIMYUU YYEHOU CTEIICHU CTaXK
paboThI B TOJDKHOCTH HAYYHOT'O COTPYJHHKA HE MEHEE OJJHOTO To/1a

J1s NOMKHOCTH «TJIaBHBIN HAYYHBIN COTPYAHUK» HAJIMUME YYEHOU CTENEHU U
CTaX pabOTHI B TOJDKHOCTH BEJYIIEr0 HAYYHOTO COTPYIHUKA HE MEHEE TPEX
Jer

Oco0ble yciioBHst
JI0IycKa K pabote

Apyrue
XapaKTCPUCTHUKU

Pexomenayercs monosHuTensHOE TpodeccuoHaIbHOE 00pa3oBaHue —
MPOTPaMMBbI MOBBINIEHUS KBATU(UKAIIMY IO POQUITIO JEATEIHHOCTH (HE pexke
OJTHOTO pasa B TP roJia)
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JlomoHUTEIbHBIE XapaKTEPUCTUKH

HaumenoBanue Kox HaumeHnoBanue 6a30BOii rpyNIIbI, JOKHOCTH
JIOKYMEHTA (mpodeccun) WU CHEUATBLHOCTH
OK3 2622 Crieninanuctel OMOIUOTEK
EKC - Hayunslii coTpy1HUK OMOIHOTEKH
MeToauCT eHTPAIM30BaHHON OMOIMOTEUHOW CUCTEMBI,
OMOIMOTEKH
OKCO 8.51.03.06 bubnmoreuno-uHpopMamonHas 1esTeIbHOCTh
8.51.04.06
3.6.1. TpynoBasi pyHKIUSA
Yposenb
HaumenoBanue bubnunoreunas uccienoBaTelbckas padbora Kon | E/01.7 (moaypOBEHS) 7
KBaJTU(DUKAIHA
[Ipoucxoxaenue TpyaoBoi 3auMCTBOBAHO U3
p A pyA Opurunan X
¢GbyHKIHN OpUTMHaja
Kong Peructpanumonsslit
OpuUTHHaJIa HOMCED
npodeccroHaIBHOTO
cTaHaapTa

TpynoBsie 1eHCTBUS

AHaIn3 COCTOSIHUS M OCHOBHBIX HAIIPABIICHHU JESITETBHOCTH
O6ubamoTexkn/OnbIMoTeK, BBIOOP M1 0OOCHOBAHUE AKTYaTIbHOCTH TEMBI
OMOIMOTEYHOT O UCCIICIOBAHUS

Pa3paboTtka nporpammsl UCClI€0BaHNS, HAIIPABIEHHOIO HA U3YYEHUE
O61OIMOTEYHOM 1eATEILHOCTH: OIIPEIe/ICHHUE LIeJIM U OCHOBHBIX 3a/1a4,
00BeKTa, NpeaMeTa, TUIIOTE3 UCCIIEJOBAHMUSI, BBIOOD LIEJIEBOM ayIUTOPUH,
METO/1a WJIK COBOKYITHOCTH METO/I0B MCCIIEI0BAHUS

dopMupoBaHuE UCCIEA0BATEIbCKON IPYIIBI/TPYII U pacipeeeHne
(GYHKLIUN MEXAY UCTIOTHUTEISIMU

Opranusaius 1 MpoBeIeHne OMOIMOTEYHOTO UCCIICIOBAHHS/€r0 YacTh

O0paboTka 1 aHANN3 MOJTYYEHHBIX B XOJ1€ U/WIH 10 pe3ysibTaTaM
UCCIIE/IOBaHMsI JAHHBIX C LIEJIbI0 BHEPEHUS €T0 Pe3yJbTaToB B
OMOIMOTEUHYIO TPAKTUKY

O06001IeHre UTOrOB OUOIMOTEYHOTO HCCIIEIOBAaHHs/Ero 4acT, pa3paboTka
MpeJI0AKEHHUH 10 pa3BUTHIO OMOIMOTEYHOH 1eATEIbHOCTH Ha OCHOBE
HOJTYYEHHBIX TAaHHBIX

[ToaroroBka oT4é€Ta 0 MPOBEACHUN OMOTUOTEUHOTO UCCIEAOBAHIHT

Heob6xoaumbie ymeHust

CocTaBnsTh 1aaH OMOIMOTEUHOT0 HCCIeA0BaHUs U (OPMYINPOBATH 3a/1a4H

[IpumeHsITh METOAMKY NPOBEAECHUS U 00pabOTKU pe3yIbTaTOB HAyYHBIX U
NPUKJIAJHBIX ONOIMOTEYHBIX UCCIEIOBAaHUN, B TOM YHCIIE C UCTIOJIb30BaHUEM
UH()OPMAITMOHHO-KOMMYHHKAIIMOHHBIX TEXHOJIOTUI

Ananu3upoath 1 000011aTh HHPOPMALIMIO O HAPABICHUSAX PA3BUTHA
OMOIMOTEYHON AESITENbHOCTH U COLIMOKYIBTYPHO cephl

CoCTaBIsATh aHAIUTUYCCKUE MATEPUAITBI 110 pe3yJibTaTaM OHOIHMOTEUHOTO
HCCIIEIOBAHUS
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Pa3pabatpiBaTh 1 MPEACTABIATH PE3yAbTATHl OMOIMOTEUHOTO UCCIEIOBAHUS C
IEJIBI0 BHIPAOOTKH MPEJIOKEHUN 110 Pa3BUTHIO OUOIMOTEUHOM ACSITEIIBHOCTH

Heo0xonumMele 3HaHUS

OcHoBbl OnOAMOTEKOBEACHNSA, OUOIMOrpadoBeIeH s, TOKYMEHTOBEICHUS,
nH(OPMAaTHKU, HHOOPMAIIMOHHOHN KYJIbTYpbhI

OCHOBBI TOCYIAPCTBECHHON KYJIBTYPHOU IMOJTUTHKH, HOPMAaTHUBHEIC PABOBBIC
aKThI 110 OMOIMOTEUHO-MH(POPMAIIMOHHON ACATEIHPHOCTH, MH(POPMAITMOHHOM
0€30MacHOCTH, 3aIIUTE ABTOPCKUX MPaB U MEPCOHATBHBIX JTaHHBIX

OCHOBBI TEOPUH B METOJIOJIOTHH HAYYHO-UCCIICIOBATEILCKON JACSITEILHOCTH B
obsactu 6MOIMOTEKOBEIeHUs, OnOMorpadoBeICHNS, KHUTOBEICHMS,
COLMOJIOTHH, BO3PACTHOM MEIArOTMKH U NPUKJIAJHON IICUXOJIOTUH

OpFaHI/I3aI_[I/I$I, MCTOAHUKH U TEXHOJIOTHHU ITPOBEACHHNA COLIMOJIOTHYCCKUX,
MAapKCTHHI'OBLIX, 6I/I6JII/IOT€KOB€I[‘-I€CKI/IX U KHUTOBCIYCCKUX I/ICCJICI[OBaHI/Iﬁ

Hopwmsl ipodeccnoHallbHON STUKH OUOIHOTEKaps

Apyrue
XapaKTEPUCTUKHU

3.6.2. TpynoBas ¢pyHKIus

YpoBeHb
HaumMeHoBaHHe bubnuoreunas meTonuueckas pabora Kon | E/02.7 (moLypoBeHs) 7

KBaITU(DUKAITHA
IIpoucxoxaeHue Tpy0BOI Opursman X 3aMMCTBOBAHO U3
GbyHKIUN OpHUTHHaja

Kon PerucrpanmnoHHbIN
OpHTHHANA HOMeEp
npodeccroHanbsHOrO
cTaHziapra

TpynoBsle 1eHCTBUS

AHaIM3 COCTOSIHUS M OCHOBHBIX HAIIPABJICHUN ACSTETLHOCTH
OuoIMOTEKN/ONOINOTEK

MOHUTOPHHT ¥ TUAarHOCTUKA TEKYIIEH AeSITeTbHOCTH
OuOINOTEKN/ONOIINOTEK

[ToaroToBka aHATUTHYECKUX MATEPUAIIOB TI0 Pe3yJbTaTaM MOHUTOPUHTA U
IUArHOCTUKU JIEATEIILHOCTU OUOINOTEKN/ONOIINOTEK

Pa3pa60TKa CHCTEMBI KOJTUYECTBEHHBIX M KQUSeCTBEHHBIX ITOKa3aTeeh ydye€Ta
pa6OTLI OnoNIMoTEK U e OLICHKHU, METOAO0B pacucTa Ioka3aTenei

Benenne craTucTudeckoro yucTa OMOIMOTEUHOM ACATCIIBHOCTH

HOJII‘OTOBKa CBOJHBIX IIJIAHOB M OTYCTOB ACATCIBbHOCTHU OUOJINOTEK IO
Pa3JINYHbIM HAITpaBJICHUAM, B TOM YUCIIC 110 MeTOﬂquCKOﬁ ACATCIIBHOCTH

BrisiBnieHue, aHanmu3 ¥ OlleHKa MOJIOKUTEIHHOTO OIBITa POGECCHOHATHLHON
OUOJIMOTEYHOU IEATEIBHOCTHA

ArnipoOarus ¥ BHEIPSCHUE HHHOBAIIMOHHOTO OIBITA B JCSITEILHOCTD
OuOINOTEKN/OMOIINOTEK

Oxka3aHue KOHCYJIbTallMOHHON METOJMYECKON TIOMOIIHN 10 Pa3Iu4YHbIM
HanpaBJIeHUsIM OMOIMOTEYHO-MH(POPMAITMOHHOM 1€ATEIbHOCTHU: YCTHO,
MUCbMEHHO, OYHO W/WJIU TUCTAHLIMOHHO

Opranuzanys 1 IpoBeJeHHe METOIUYECKUX MEPOTIPUSTHI B
CTallMOHAPHOM/AMCTAaHIIMOHHOM hopmax
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PazpaboTtka nporpamm 00y4eHHsI ¢ y4€TOM YpOBHEH MpodhecCHOHaTBHON
HOATOTOBKH COTPYJHUKOB OMOIMOTEKHN: ONpeieTIeHne TEMATHKH 1 33/1a4
00y4eHHsI, BBIOOP METOJIOB, ()OPM U TEXHOJIOTHIA 00yUCHHS

[TpoBeneHue 3aHATHI B pa3TU4HBIX 00pa30BaTENbHBIX (popmarTax, B TOM
YHCIIe C MPUMEHEHUEM JIMCTAHITMOHHBIX 00pa30BaTeNbHBIX TEXHOJIOTUN

Pa3paboTka HOpMaTUBHOM, OPraHU3alIMOHHOM, TEXHOJIOTHYECKOM,
METOANYECKOU TOKYMEHTALUH

Pa3paboTKa IpeaIoKeHuii [0 NOBLIIIEHUIO () ()EKTUBHOCTH JEITEILHOCTH
onbmoTexkn/ondInOTEK

Pa3paboTka nepcrneKTUBHBIX U TEKYIIMX IUIAHOB IPOo(eCCHOHATBHOM
METOMYECKOU JIeATeTbHOCTH

Heobxomumbie ymeHus

AHanmM3upoBaTh U 000011aTh HHHOPMAITHIO 00 aKTyaJTbHOM COCTOSIHUH H
OCHOBHBIX HaNpaBJICHUAX Pa3BUTHUA OMOIMOTEYHO-MH(POPMALTMOHHON
JeSITeIIbHOCTH

OcymiecTBIsITh MOHUTOPUHT ¥ JUATHOCTUKY OMOIMOTEUHOMN A€ATEIbHOCTH,
IIPEACTABIIATH €70 PE3YJIbTAThI

Cobupats, 00padaThIBaTh U aHAIM3UPOBATH MEPBUUYHYIO HH(OPMALIUIO O
OnOIMOTeYHO-UH(POPMAITMOHHOHN IEATEeITHHOCTH

['0TOBUTH aHATUTUYECKHE U CTATUCTUYECKIE MaTEPHAIIbI 10 pe3yIbTaTaM
MOHUTOPUHTA U JAUATHOCTUKH OUOIMOTEUHO-MH(POPMAIIMOHHON
JESTEIIbHOCTH

BrisBisITE, aHAIU3UPOBATH, OLIEHUBATH U 0000IIATE MTOJIOKUTEIHHBIN
(mepenoBoil, MHHOBAIIMOHHBII ) OMBIT OUOIHOTEK, OPraHU30BBIBATH €TI0
BHEJIpEHUE

Pa3pabaTpiBaTh HOPMATUBHYIO, OPTraHU3ALMOHHYIO, TEXHOJIOTHYECKYIO,
METOJIUICCKYI0 OMOIIMOTCUHYIO JTOKYMEHTAIIHEO

Oxa3bIBaTh KOHCYJIbTAIITUOHHYIO MCTOANYCCKYIO U ITPAKTUYCCKYIO ITIOMOIIb
OuOIMOTEKaM B OYHOM U JUCTAHIIMOHHOM PCIKUMC

Pa3pabareiBaTh 1 pean30BHIBATH MPOTPAMMBbI OBBIIICHUS KBATU(HUKALIUH
OMOIMOTEUHBIX KAJAPOB

O6ecnieunBaTh NPOILECC MOBBIMIEHUS KBATU(UKALNN Yy4eOHO-METOINYECKUMU
MaTepHajaMM B TPAAUIIMOHHOMN U 3JIEKTPOHHOM opmax

[IpumensaTs MHPOPMALIMIOHHO-KOMMYHHUKAIIMOHHbIE TEXHOJIOTUU JIJIS
OCYILECTBIIEHHS MTPO(ECCHOHAIBHBIX 3a/1a4

Heo0xomuMele 3HaHUS

OcHoBbl OMOIMOTEKOBEACHMS, ONOIMOTrpadoBeieHNs, JOKYMEHTOBEIEHUS,
UH(POPMATUKU

OCHOBBI TOCYTapCTBEHHOM KYJIBTYPHOM MOJIUTUKH, HOPMaTUBHBIE IPAaBOBBIE
aKThl 1O OMOIMOTEYHO-MH(DOPMAITMOHHON AEATENbHOCTH, MH()OPMAIIMOHHOMN
0€30MacCHOCTH, 3alllUTE ABTOPCKUX MPaB ¥ MEPCOHATIbHBIX JaHHBIX

TeHneHIInN U MPUOPUTETHBIC HAPABICHUS Pa3BUTHsI OMOIMOTEYHOTO JIeja B
Poccum u mupe

Teopust OUOAMOTEYHOTO MEHEHKMEHTA U MHHOBAIIMOHHO-METOAMYECKOM
paboTsl B chepe OMOIMOTESUHOM EeATETEHOCTH

[IpuHIMIBI OpraHU3aIKy U COJEpKaHue padOThl OMOINOTEUHBIX
METOJMYECKUX CITYKO

CoBpeMEHHbIE TEXHOJIOTUN OPraHU3alMK U IPOBEAEHUS METOJUYECKUX
MEPONPUITHI Pa3INUHbIX (HOPMATOB

Hopwmeb! npodeccronanbHON ATHKH OUOIHOTEKAPS
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Apyrue
XapakTECPUCTUKHU

3.6.3. TpynoBasi pyHKIUS

YpoBeHb
HaumMeHoBaHHE bubnuoTeunas mpoekTHasI 1eATEIbHOCTh Kon | E/03.7 (moLypoBeHb) 7

KBaTTU(UKAITHA
[Ipoucxoxaenue TpyaoBoi Opwrmman X 3anMCTBOBAHO W3
GbyHKIUN OpHTI'HHaJIA

Kon Peructpanuonssiit
OpuruHana HOMeEp
podeCcCHOHANBEHOTO
CTaHJapTa

TpynoBsle 1eHCTBUS

Ananu3 npobJeMHON COIMOKYIbTYPHOM CUTYalluu, BBISIBICHUE
HOTPeOHOCTEH MECTHOTO co00IIecTBa, (POPMYIUPOBKA UICH TIPOCKTA,
HANpaBJICHHOTO Ha MOAJIEPKKY U Pa3BUTHE YTCHHUS, 00ECIIEUeHUE TOCTYIIA
HaceJeHHs K HH(OopMaInu, COBEPIICHCTBOBAaHHE ONOIMOTEYHOM
JeSITeITIbHOCTH

Pa3zpaboTka OMOIMOTEYHOr0 MPOEKTA: OMpeIe]IeHHE eI U OCHOBHBIX 3a/a4,
BBIOOD LIE€I€BOM ayIUTOPUHU, METOJIOB pealIn3alliy IIPOEKTa, CTPYKTYPHOE
IUTAHUPOBAHHE

Omnpenenenrne 1 000CHOBaHNE OPTaHU3AIMOHHBIX, MATEPUAITBHO-
TEXHUYECKHUX M TEXHOJOTHUECKUX, (PMHAHCOBBIX, HH(POPMAIHOHHBIX,
KaJIPOBBIX PECYpPCOB, HEOOXOAMMBIX IS peain3anuu OnOIMOTeYHOTO
NPOCKTA, HAPABJICHHOTO Ha MOAJCPKKY U Pa3BUTHE YTCHUs, 00CCIICUCHUE
JOCTYyTIa HACeJICHHSI K HHPOPMAIIIH, COBEPIICHCTBOBAHUE OMOIMOTCUHOM
JeSITeIIbHOCTH

Omnpenenenne 0XKUIAEMBIX PE3YIbTATOB U KPUTEPHEB AP (HEKTUBHOCTH
O6MOIMOTEYHOT 0 IPOEKTa

®dopmupoBanue padboueil rpynmnbl/IpyI M0 pealn3aluy OUOINOTEeYHOTO
IPOEKTA

3ammyck u ocyIiecTBIeHHEe OMOIMOTEYHOTO MPOEKTa

Koopannanus nesTeabHOCTH Mo peaan3aiuy OMOINOTEeYHOr0 MPOeKTa,
B3aMMO/IeIcTBHE ¢ mapTHEPaMH, oOlLIee yIIpaBlieHne KOMMYHUKAIUSIMU
IIPOEKTa

KonTtpons, 1 Tekymas KOppeKTUPOBKA pean3allii, MOHUTOPUHT
O6MOIMOTEYHOT 0 IPOEKTa

AHanu3 3pEeKTUBHOCTH BBIOJHEHUS! OMOIMOTEYHOTO IPOEKTa

[ToaroroBka oT4yéra, pa3paboTKa METOAMUYECKUX MATEPUAJIOB IO UTOTaM
peanuzanuu OMOIUOTEYHOTO MPOEKTa, MOATOTOBKA MAaTePUAIOB JIs
nyOIMKauu

Heo6xoanmelie ymeHust

OcymiecTBIATh NOUCK, OTOOP U OLIEHKY HH(POPpMAIMU, HEOOXOJUMOM JUIs
pa3paboTKu OMOIMOTEYHOTO TPOEKTa

DopMyaUpOBaTh LENb U 33ja4d OMOIMOTEYHOTO MTPOEKTAa, HAIIPAaBJIEHHOTO Ha
pa3sBUTHE U COBEPILICHCTBOBAHKUE OUOINOTEYHOM IeSITeTbHOCTH
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[IpuMeHATh METOUKY IPOEKTHOU AEATEIbHOCTH C LEIIBIO
COBEPILEHCTBOBAHUS OMOIMOTEUYHON JESTEIbHOCTH U PACILIUPEHUS YCIIyT
O6ubIMoTeKH

OdopMIsaTh IPOEKTHYIO TOKYMEHTALIMIO HAa BCEX dTalax pealn3aluu
OMOIMOTEYHOT O MPOEKTA

HJ'IaHI/IpOBaTI) ACATCIIBHOCTD 110 p€ain3aluu OMOINOTEYHOTO IIPOCKTAa

Pacnipeniensate 00s13aHHOCTH MEXK/1y WICHAMU paboveil rpyIIIbI 110
peanu3anu OMOIMOTEYHOTO IPOCKTA

["'0TOBUTH U MPEACTABIATh OTUETHBIE MAaTEpUAJIBI 110 peaTu3aluu
OUOIMOTEYHOr 0 IPOEKTA

BricTpanBaTh KOMMYHHUKALIUIO CO CIICIIMATUCTAMU OMOJIIMOTEKH ¥ BHEUITHUMU
napTHEPaMH 10 peau3aii OMOIMOTEYHOTO IPOEKTa

HeobxonuMble 3HaHUS

OcHoBbI OMOIMOTEKOBEICHUS, OMOIMOTpadoBeIeHNs, TOKYMEHTOBEACHHUS,
WH(OPMATHUKH, COIIMOKYJIBTYPHOTO POSKTHPOBAHUS

OCHOBBI TOCYIAPCTBCHHON KYJIBTYPHOU IMOJTUTHKH, HOPMAaTHUBHEIC PABOBBIC
aKThI 110 OMOIMOTEUHO-MH(POPMAIIMOHHON ACATEIHHOCTH, HMH(POPMAITMOHHOM
0C30MMaCHOCTH, 3aIIUTE ABTOPCKUX MPaB M MEPCOHATBHBIX JTAHHBIX

OCHOBEBI IIPOCKTHOI'O MCHCI?)KMCHTA U MAPKCTHUHI'OBBIC TCXHOJIOI'MH

TeHaeHInn U IPUOPUTETHBIC HAPABICHUS Pa3BUTHUS OMOIMOTEYHOTO JieNa B
Poccum n mupe

Crienudrika 1 0cOOCHHOCTH MPOEKTHOW JCATEIBHOCTH, B TOM YHCIIC B
obnactu OMOIMOTeYHO-UH(OPMAMOHHON ACSITEITLHOCTH

Teopusi U TEXHOJIOTUM COLIMATIBHOTO MAPTHEPCTBA U CETEBOTO
B3aUMOJIENCTBUS

Hopwmbl npodeccnonanbHOM 3TUKH OHOIHOTEKApS

Jlpyrue
Xap aKTepI/ICTI/IKI/I

3.7. O6001eHHast TPYAOBas PYHKIHSA

Opragu3ainys AeITeIbHOCTH CTPYKTYPHOTO YpoBeHb
HaunmenoBanue p T A PYKTYp Kon G P 7
nojipa3zieneHus OudInoTeKu KBaU (KA
IIpoucxoxnenue
. . 3anMCTBOBAHO U3
0600IIEHHON TPYIOBOI Opwurunan X
OpMIuHaia
¢GbyHKIAN
Konx Peructpauumonssiit
OpHUTHHAJIA HOMED
npo(peCCUOHATBHOTO
CTaH;apra

Bo3moxHbIE
HAaMMEHOBaHUS
JOJDKHOCTEH,
npodeccuit

3aBenytromuii Gpunuanom 6UOIHOTEKN

3aBenyIoLIMi cCeKTOpOM OMOINOTEKH

3aBenyromuii oTaenoM (eHTPOM) OUOINOTEKH
PykoBonuTens nenapraMenTa (Komiuiekca) OuOIHMoTeKH
YuéHblii cexperapb OMOIMOTEKH
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TpeboBanust k
00pa3oBaHMIO U
00y4YeHHI0

Briciee ob6pa3zoBanue — OakanaBpuat

1501051

Bricuiee o6pa3oBanue (HenpodmibHOE) — OaKaJaBpyUaT U JOMOTHUTEIHHOE
npodeccuoHaIbHOE 00pa30BaHKUE — MTPOTPAMMBI ITOBBIIICHUST KBaTH(PHUKAIINH,
porpaMMbl MPo(hecCHOHATBEHON NEPENnoArOTOBKY 1O POHITIO AEITEIHHOCTH
1501050

Briciiee o6pa3oBanue — Maructparypa

Bricmiiee o6pazoBanue (Hempo(puiibHOE) — MarucTpaTypa v JOMOTHUTEILHOES

npodeccuoHanbsHOe 00pa3oBaHUE — MIPOrPAMMBbI MOBBIIIEHUS KBaU(UKALIUH,
POrpaMMbl PO ECCHOHATHHON MEPENOATOTOBKH MO MPOQIIIIO e TEIHHOCTH

TpeboBaHMs K ONBITY
IPAKTUYECKON pabOoThI

Jns moymkHOCTEH «3aBenyromui Grimmanom OHOIHOTEKN Y, «3aBETYIOIIHMA
CEKTOPOM OMOIMOTEKM» CTaX pabOThI B JOHDKHOCTU OMOIHOTEKApS HE MEHEe
TpeX JIeT, B JOKHOCTH Belylero (TJaaBHOro) Oubmuorekaps He MEHee OJHOTO
roja

J71st TOMKHOCTH 3aBEYIOIIUNA OT/IEIOM (LIEHTPOM) OMOIHOTEKH CTax paboThl B
JOJKHOCTH 3aBEYIOIIEr0 CEKTOPOM, BEIyIIero (TJIAaBHOTO) OMOIMOTEKapst He
MeHee OJHOro rojaa

JU1st JOIDKHOCTH «PYKOBOAMTENb JeTiapTaMeHTa (KOMILIEKca) OMOIHOTEKI
CTaxk pabOTHI B JOHKHOCTH 3aBEYIOIIEr0 OTIAEIOM (LIEHTPOM) OMOINOTEKH He
MEHEee TpeX JIeT

Jns nomxHOCTH "yuéHBIN cekpeTapb OMOIMOTeKH" CTak paboThl B JOKHOCTH
[JIABHOTO OMOIMOTEKApsl HE MEHEe OJTHOTO rojia

Oco0ble ycroBust
JoTycKa K pabore

Jlpyrue
Xap aKTepI/ICTI/IKI/I

Pexomentyercst 1onoHUTENbHOE IPOQecCuoHaIbHOE 00pa30BaHUe —
IIPOrpaMMbI NOBBIIIEHUS KBaU(UKALUY IO TPO(PUITIO JEATENBHOCTH (HE pexe
OJIHOTO pa3a B TPH roJia)

Z[OHOJ'IHI/ITG.TIBHLIC XapPaKTCPUCTUKU

HanmenoBanue
JIOKYMEHTAa

HanmenoBaHue 6a30B0ii IpyIIIBL, JOJKHOCTH

K
on (mpodeccun) uiu CrienuaIbHOCTH

OK3

2622 CnenuanucTsl OMOIMOTEK

EKC

- 3aBeayronuil pumuansoM OuOIMOTEKH, IEHTPATU30BaHHON
OMOIMOTEYHOI CHCTEMBI

VYuénslii cekpetapb OMOIMOTEKH, IEHTPATU30BaHHON
OMOIMOTEYHOI CHCTEMBI

3aBeyronIuil 0T/IeJI0M (CEKTOPOM) OMOIHOTEKH,
[EHTPATU30BAaHHOW OMOITMOTEYHON CUCTEMBI

['maBHBI XpaHUTENHh POHIOB

OKCO

8.51.03.06 bubmmoreuno-uHpOpMaImoHHas IESTETHHOCTh
8.51.04.06

3.7.1. TpynoBasi pyHkuus
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HanmenoBanue

IIpoucxoxaeHue Tpya0BOU
GbyHKIUN

HJ'IaHI/IpOBaHI/Ie pa6OTBI CTPYKTYPHOI'O YposeHb
M0JIpa3/ieieHus: ONOJINOTEKU Kon | G/01.7 (monyposettr) 7
KBaTTU(UKAITHA
aMMCTBOBAHO U
Opurmman X 3aMMCTBOBAHO U3
OpHTI'HHAJIA
Kon Perucrpanuonssiit
OpHTrHHaNA HOMeEp
podeCcCHOHAIBEHOTO
cTaHziapra

TpynoBsle 1eHCTBUS

Tekymuii aHanu3 OMOIMOTEUHON AEATEIBHOCTH OMOIMOTEKU/ CTPYKTYPHOTO
nojapasaesieHust OnOIMOTEeKH

[locTaHoBKa MIaHOBBIX (TEKYIIMX M CTpATETMYECKUX ) LENEH U 3a1a4
MOAPA3ACIICHUs U OTACIBHBIX CIECLUAIUCTOB OAPA3ACICHUS

Omnpexnenenne pecypcoB, HEOOXOAUMBIX JUIS peaTn3aluy 3a1a4
MOJIpa3iesieHusl U OTACNIbHBIX CHEIAINCTOB, OTBETCTBEHHBIX UCIIOTHUTEIICH

Ornpenenenne 00bEMa pabOThI CIIEHUATUCTOB OAPA3ICTICHUS U
pacripeielieHue 3aJaHIi MEXTy HUMH

P aspa60TI<a TCKYIIUX U IICPCIICKTHBHBIX IIJIAHOB pa6OTLI CTPYKTYPHOT'O
noapa3aciiCHusd, BCACHUC ILTAHOBOM JOKYMCHTAaIUU

Heobxonumelie ymeHus

AHann3upoBaTh OMOIUOTEUHYIO JESATEIbHOCTD MOAPa3ACICHUS B LEIAX
noBbIIEeHUS () (HEKTUBHOCTH MPOU3BOJACTBEHHBIX MTPOIIECCOB

CDOpMy.]'II/IpOBaTB OeJu, 3aavdu, OIpeCacCIATb 00513aHHOCTH U TPYAOBBIC
JIEHCTBHS CICIIUAIINCTOB nmoapasaCJICHUA

Hcnonn3oBaTh MCTOJAUKHU U TCXHOJIOI'MH COCTABJICHUSA TCKYIIUX U
MCPCIICKTHBHLIX IIJIAHOB pa6OTBI CTPYKTYPHOI'O IMOAPA3ACIICHUS

Hcnonb3oBarts I/IH(1)OpMaL[I/IOHHO'TCHGKOMMYHI/IKaHI/IOHHI)Ie TEXHOJIOTHUU IJIA
COCTaBJICHHUS U PeaIU3alii TUIAHOB U MPOTPaAMM Pa3BUTHsI CTPYKTYPHOTO
MoIpa3 iesieHust OMOINOTEKH

KoopauanpoBaTh 1 COTNIaCOBBIBATh TUIAHBI CTPYKTYPHOIO NOIPA3ACIECHUs C
JPYTMMH [O/Ipa3JeIeHUsIMU OMOINOTEKH

HCO6XOI[I/IMBIG 3HaHUA

OcHoBBI 01OAMOTEKOBEICHNS, OUOIMOrpadoBeieH s, TOKYMEHTOBEIEHUS,
nH(pOpMaTUKH, OMOINOTEUHO-MH(POPMAITMOHHOM 1€ TEIbHOCTH

OCHOBBI TOCYTapCTBEHHOM KYJIBTYPHOU IMOJMTUKHN, HOPMaTUBHBIE IIPaBOBBIE
aKThI 10 OMOIMOTEYHO-MHPOPMAIIMOHHON 1€ TENbHOCTH, paboTe C
HEepCOHANIOM, HH(OPMAIIMOHHOHN 0€30MacCHOCTH, 3alUTe aBTOPCKHUX MPaB U
MEPCOHATIBHBIX TaHHBIX

JlokanbHbIe HOPMATHUBHBIE U METOJIMYECKUE TOKYMEHTHI JAESITEIbHOCTH
oubmmnorexn/ OMOIMOTEK

Poccuiickuit u 3apy0eKHBIN ONBIT MPAKTUYECKOH pabOTHI 1O MPOQPHITIO
JESITCIIBHOCTH ITOAPa3IEIICHUS

OCHOBBI ¥ TEXHOJIOTHH OMOJIMOTEYHOTO MEHEIKMEHTA

OCHOBBI ’KOHOMUKH KYJIbTYPbl, SKOHOMUKH OMOIMOTEYHOTO Jena

bubnnoreuHas craTucTHKa

Hay4Hble OCHOBBI OpraHu3anuu Tpyaa

HopMmbl 1 HOpMaTUBbI Ha TPOU3BOICTBEHHBIE IPOLECCH OMOINOTEKN

TpeboBanus k pa3paboTke Ci1ykeOHOIl HOPMAaTUBHOM U perjiaMeHTHPYIOIIeH
JIOKYMEHTalLlUU
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I[OJDKHOCTHHG 0013aHHOCTH CIICIUAJIMCTOB MOAPA3ACICHUA U UX
KOMIICTCHII N

BHyTpeHHHe perfiaMeHThl U IpOoLeypbl OpraHu3aiy padoThl CIEIUATNCTOB
NOApa3AeiICHUs

Lenu, NpUHIMITEI ¥ TEXHOJIOTUN YIIPABICHUS NIEPCOHATIOM OMOIMOTEKN

DTHKA AEJIOBOrO OOIEHUS

HApyrue
XaAPaKTCPUCTHUKU

3.7.2. TpynoBasi pyHKuus

PykoBo1cTBO paboTO# CTPYKTYPHOTO YposeHb
HaumenoBanue To/pasieNet s GHOIMOTEKH Kon | G/02.7 (noaypoBEHS) 7
KBaTTU(UKAITHA
[poucxoxaeHue TPya0BOit o X 3auMCTBOBaHO M3
GbyHKIUN puriHan OpHUTHHasa
Kon PerucrpanuoHHbIN
OpHTHHANA HOMEp
npodeccroHanbHOrO
CTaHjapra

TpynoBsie 1eHCTBUS

KOOp)]I/IHaIII/IFI ACATCIIBHOCTU COTPYAHUKOB MMOAPA3ACIICHUS 11O BBIITOJIHCHUTO
IIOCTABJICHHBIX 3aJa4

Pa3paboTka npoekToB U mporpaMm padoThl CTPYKTYPHOTO MOAPA3IEIECHUS

Pazpabotka cinyxeOHOI HOPMATHUBHOM JOKYMEHTAIUU: TIOJIOKEHUH, PaBUI,
JIOJDKHOCTHBIX U TEXHOJOTUYECKUX MHCTPYKITUHN

HOpMI/IpOBaHI/Ie TpyAda COTPYAHUKOB IOAPA3ACIICHUA

MOTI/IBaHI/ISI COTPYAHMUKOB Ha BBIITOJHCHHUEC ITIOCTABJIICHHBIX 3a1a4

Opranu3anus TeXHOJIOTHYECKUX MPOIIECCOB pabOThI CTPYKTYPHOTO
HOJpa3/IeICHUsI

Opranuzanus paboynx MeCT COTPYAHUKOB MOApa3/ieNeHus U o0ecreyeHne ux
HE0OXO0IUMBIM 000PYIOBAaHUEM U TEXHUKOMN

Pa3paboTka HOBBIX (hOpM U METOJOB OpraHU3alUU PabOTHI COTPYAHUKOB
NOJIpa3eiICHUs

[IpoBenenue paboThI 1O aanTaluy HOBBIX COTPYAHHUKOB

ObecneueHne OpraHU3alMOHHBIX YCIOBUH Ul BHEAPEHHsS] HNHHOBALUH B
OpraHu3aIuio paboThl COTPYIHUKOB

BrisiBiIeHUE IPUYUH HEYIOBICTBOPUTEIHHOTO BHIIOJTHEHUS
IMPON3BOJACTBCHHBIX 3aI[aHPII>i, MNPUHATHE MEP ITIO YCTPAHCHUIO HCJOCTATKOB B
paboTe moapazieneHus

Ocy1ecTBieHre MEPOIPUITHI 110 MOBBIILIEHUIO KBaM(UKAIIUA COTPYIHUKOB
NOAPa3ACIICHUs

Heob6xoaumeie ymeHust

[IpuMeHsITh MHHOBAIIMOHHBIE TEXHOJOTUY MPU OpraHU3aIK paboThI
COTPYAHHUKOB ITOAPA3ACICHUS

Pa3pabaTpiBaTh HOPMAaTUBHYIO JOKYMEHTAIHIO 110 YIPABICHUIO
MPOU3BOJICTBEHHBIMU MIPOIIECCAMU CTPYKTYPHOT'O TOJIpa3esIeHusI:
MOJIO’KEHUSI, TEXHOJIOTUYECKUE HHCTPYKIINH, ITpaBuiIa

Pa3pabaTbiBaTh JOMKHOCTHBIE HHCTPYKIIUU COTPYIHUKOB MOpa3IeIeHMUs,
OCYILIECTBIISATh KOHTPOJIb UX BBIIOJHEHHUS
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[IpuMeHsATh MHCTPYMEHTApUil BBISBICHUS TPO(HECCHOHATHLHOTO MOTEHIIMANA
CIIELUATIUCTOB C LIEJIBIO €r0 PALIMOHAIBHOIO UCIIONIB30BAHUS IS PEILIEHUS
IIPOU3BOJCTBEHHBIX 3a/1a4

Opranu3oBbIBaTh B3aUMOJIEHCTBUE CIIELIMAIUCTOB B IIPOLIECCE peanu3alul
OCHOBHBIX TPYIOBBIX (PYHKIMI

MoTuBUpOBaTh CHELUATUCTOB MOPA3AEICHUS K TOCTUKEHUIO TOCTABIEHHBIX
LeJel U IIoKa3aTeliel, pa3padaTbiBaTh NPEIOKEHHS 10 CTUMYIHPYIOIIUM
BBIIJIATaM M ITOOLIPEHUSIM

PeanuzoBniBaTh MCTOABI HACTABHUYCCTBA, BLICTPANBATHL MOJCIIN €TI0
OpraHu3annuunu

OnpenensiTe CTUMYIUPYOMKE GAKTOPHI MPOPECCHOHATBHON ASSITEFHOCTH
CICIUAIIMCTOB OJIPa3/IeICHus], pa3padaThIBaTh U PEAIN30BBIBATH CHCTEMY
CTUMYTUPOBaHUs YP(HEKTUBHON MPOPECCHOHATBHON ACSITETLHOCTH

OpranuzoBbIBaTh B3aUMOJICHCTBUE CIEIIMATUCTOB B MIPOLIECCE peatn3aun
3a/1a4 MoApa3ieleHHs], pa3pemaTh KOHQIUKTHBIE CUTYaIHH

Heo0xonumMele 3HaHUS

OcHoBbl OnOAMOTEKOBEACHNSA, OUOIMOrpadoBeIeH s, TOKYMEHTOBEICHUS,
UH()OPMATHKHU, OpraHUu3aluU OHOIMOTEYHO-HH(POPMALIMOHHOM AESTEIbHOCTH

OCHOBBI TOCYITaPCTBEHHOMN KYJIBTYPHOU IMOJIUTUKH, HOPMaTUBHBIE IPABOBBIE
aKThI 10 OMOIMOTEYHO-MHPOPMAIIMOHHOH JIeATENbHOCTH, HH()OPMAIIMOHHON
0€30MacCHOCTH, 3alllUTE ABTOPCKUX MIPaB U MEPCOHAIbHBIX JaHHBIX

OCHOBBI M TEXHOJIOTHU OMOJIMOTEYHOIO MCHCI’KMCHTA

Metoas! 1 criocoObl HOpMUPOBAHHSI KOMMYHUKATHBHBIX HABBIKOB

[lepeueHs U 1eNeBbIe 3HAUCHUS KIIOUYEBBIX MOKa3aTeneit 23(eKTHBHOCTH,
MIPUMEHSIEMBIX B OMOJIMOTEKE, ISl OIICHKH PaOOTHI COTPYIHHUKOB

OCHOBBI PKOHOMHUKH KYJIbTYPbI, S3KOHOMHKHU OMOJIMOTEYHOTO Jcjia

bubanoreuHas craTUCTHKA

Hayunble 0CHOBBI Opranusanuu Tpyaa

HOpMLI W HOPMATHUBLI HAa ITPOU3BOACTBCHHBIC IIPOLCCCHI OMOINOTEKH

MGTOIIBI 1 CIIOCOOBI HeMaTepHaJIBHOﬁ MOTHBAIUH CIICHIHUAJINCTOB

OcCHOBBI KOHQUIMKTOJIOTUH U YIIPaBJIEHHsI KOH(MIMKTaMU

[IpaBuia cocraBieHuUs yNpPaBICHYECKONH JOKYMEHTALUN U JEIOBON
NIEPEIUCKU

OTHKa JACJI0BOIO 06H_[eHI/I$I

Jpyrue

XAPaAKTCPUCTHUKHU

3.7.3. TpynoBasi pyHkuus

Y4€T 1 KOHTPOIIb pabOTHI CTPYKTYPHOTO YposeHsb
Hanmenosanne MOJIpa3ieieHus1 OMOIMOTEKH, OTYETHOCTD Kox | G/03.7 (moztyposer) 7
KBaJH(pUKAIUU

IIpoucxoxaenue Tpya0BOH
GbyHKIUN

3arMCTBOBAHO U3
Opurunan X

OpHTI'HHAJIA
Kon PerucrpanuonHsiii
OpHTrHHaJIA HOMEp
podeCcCHOHAIBEHOTO
cTaHziapra
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TpynoBsie qencTBUS

KonTposnb BbINOTHEHUS TIAHOBBIX MOKA3aTeNel AeSITENbHOCTU CIIEIUATIMCTOB
MoApa3eICHUS

AHaJ13 COCTOSHUSA U OCHOBHBIX HAIlpaBJICHUN ACSITEIIbHOCTU MOAPA3ACIICHUS
(Tpynmbl CIEUANIUCTOB, OTACIBHBIX CHEIIHAIMCTOB)

BrisBiienue, n3MepeHune u OleHKa mokasaresei kadectBa 1 3¢ (heKTHBHOCTH
JeSITeIbHOCTH MOpa3iesieHus (rpyIibl CHEMAINCTOB, OTIEIbHBIX
CIEIMAJINCTOB)

[ToaroroBka oTuéTHOM HHMOPMALIUU (JOKYMEHTALIMH) O IESTEIbHOCTH
10JIpa3iesICHus

[IpenocraBieHre pyKOBOJICTBY PEKOMEHIAINI M IPEATI0KEHUH 1O
ONITUMU3AIMH/TIOBBIIICHUIO Y3PPEKTUBHOCTH PAOOTHI MOIPA3ICICHUS
(OTIEeNBHBIX CHEIUATUCTOR)

Heo6xoaumMbie ymeHus

OTtcnexxuBaTh CBOEBPEMEHHOCTh M KaU€CTBO BBIMIOJIHEHUS 3a/a4 €
MPUMEHEHHUEM PA3IUYHBIX (OPM KOHTPOJIS

AHaIM3UPOBATh U OIEHUBATH MPOIIECC M PE3YyIbTAThI ICATSIBHOCTH KaXKI0TO
CIIELMATMCTA HA UHANBUIYaTbHOM YPOBHE U CTPYKTYPHOTO MO/IPA3/ICTICHNUS B
LEIOM

dopmupoBaTh, 000011aTh, CHCTEMAaTU3HUPOBATH M AaHAIN3UPOBATH
AQHAJTUTHUYECKYIO U CTATUCTUYECKYIO0 HH(POPMALIHIO O TEKYILLEM COCTOSTHUM C
LIEJIbIO IIPUHATHUS YIIPABICHYECKUX PEIICHUN

CocTaBisATh OTYETHI O peaIU3alUH INIAHOB U ITPOrPaMM, I10 Pa3IMYHbIM
HaIpaBJICHUSM JIESTEIILHOCTH CTPYKTYPHOT'O TIOpa3 iesieHus: OnOIMoTeKkn

Bnagets TEXHOJIOTHEH IMOATOTOBKHU U IIPCACTABIICHUS aHAJIUTHYCCKUX U
CTATUCTUYCCKUX MATCPHUATIOB

HpOBOI[I/ITB HHCTPYKTaAXX COTPYAHUKOB UL pCaIn3allun MCpOHpHHTHﬁ,
HaIlpaBJICHHBIX HA NOAJACPKAHNEC NN o0OecrneueHre MIAHOBBIX IMOKAa3aTelei

HpI/IMeHHTb OCHOBHBIC HOPMATHBHBLIC ITPABOBBIC AKTHI B c<1)epe OMOINOTEYHO-
HH(l)OpMaHHOHHOﬁ ACATCIIBHOCTH ITPHU KOHTPOJIC ACATCIbHOCTH CIICHUAJIMCTOB
moApa3ACIICHUA

BI)ICTpaI/IBaTB HpO(i)eCCI/IOHaJ'II)HI)Ie KOMMYHUKaWIO C COTPYAHUKaAMU B
Mponecce NOCTAaHOBKHU 3aa4 U KOHTPOJIA UX UCIIOJITHCHU S

Heo0xomuMele 3HaHUS

OcHoBbl OMOIMOTEKOBEACHM S, OMOIMOrpadoBeieHuUs, JTOKYMEHTOBEICHMS,
UH(POPMATUKH, OpraHU3alMy OMOINOTEeYHO-MH(POPMAIIMOHHON AEATEIbHOCTH

OCHOBBI TOCYTaPCTBEHHOMN KYJIBTYPHOM MOJIUTUKH, HOPMaTUBHBIE IPAaBOBBIE
aKThl 0 OMOIMOTEYHO-MH(DOPMAITMOHHON AEATENbHOCTH, MH()OPMAIIMOHHOMN
0€30MacHOCTH, 3alllUTE ABTOPCKUX MPaB U MEPCOHATIBHBIX JaHHBIX

MeTo/1bl U HHCTPYMEHTHI aHalIn3a HH(OpPMaLKHU, ClIOcoObl 00pabOTKH
JTAHHBIX

[lepeuens u 11en1eBbIe 3HAUEHUS KIIFOYEBBIX NTOKa3aTenel 3p(eKTHBHOCTH,
IPUMEHSEeMbIX B OMOIMOTEKE 11l OLIEHKU pabOThl COTPYIHUKOB

OCHOBBI ¥ TEXHOJIOTHH OMOJIMOTEYHOTO MEHEKMEHTA

OCHOBBI ’KOHOMUKH KYJIbTYPbl, SKOHOMUKHA OMOIMOTEYHOTO Jena

bubnuoreunas craTucTuka

OCHOBBI HAyYHOW OpraHU3alyu Tpyaa

HopMmbl 1 HOpMaTUBbI Ha TPOU3BOJICTBEHHBIE TPOLECCHl OMOINOTEKH

JIoIDKHOCTHBIE 00SI3aHHOCTH CIIEIIUATTMCTOB TIOIpa3ICTICHUS U UX
KOMIIETEHIIUH

TpeGoBanus u nmpasuiia 0POPMIIEHUS OTYETHOU JOKYMEHTOB B OMOINOTEKE
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OCHOBBI IEJTOBOT0 DTHUKETA

HApyrue

XAPaAKTCPUCTHUKU

IV. CBenenust 00 opranm3zanusix — pa3padoT4uKax npoecCHOHAIbHOI0 CTAHAApTAa

4.1. OTBeTCTBeHHAs1 OPraHU3aAlUsA-Pa3padoTINK

@I'bYK «Poccuiickas rocyaapcTBeHHas J1eTcKasi Onbauorekay, ropox Mocksa

Jupexrop

Benensnuna Mapust AnekcanipoBHa

4.2. HammMeHOBaHNs OpPraHu3anuii-paspadoT4ynKoB

@I'BY «Poccwuiickas rocynapcTBeHHast OMOIMOTEKAY, ropol MockBa

@I'BY «Poccuiickas HarmoHanbHas 6udimorekay, ropoa Cankr-IlerepOypr

OI'bYK «Poccuiickas rTocyaapcTBeHHasi OMOIMOTEKa IS MOJIOICKH», Topol MockBa

OI'bY «l'ocynapcTBeHHas MyOaUMYHas HAy4HO-TeXHHUYeckas Oubanoreka Poccun», ropog Mocksa

OI'BOY BO «MOCKOBCKHI rOCYapCTBEHHBIA HHCTUTYT KYJIbTYphI», TOpoJ MockBa

O OB W N

I'BYK «benroposckas rocynapcTBeHHasi yHUBepcallbHas HaydHasi Onbmmorekay, ropoa benropon
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