AHHOTAIIUA PABOYUX ITPOT'PAMM YUEBHbBIX JUCHUIIJINH
no cnenuajabHocTH 46.02.01 «lokyMeHTalIMOHHOE 00ecnieyeHHe YIPaBJIeHUsl M apXUBOBeIeHHE »

OCHOBHas podeccroHaIbHast 00pa3oBaTellbHAs IporpaMmma
cpenHero mpodecCHOHaTBLHOT0 00pa3oBaHus 6a30BOM MOITOTOBKU
Kpanudukarms: crieruaimict 1o JOKYMEHTAIIHOHHOMY O0ECTICUCHHIO YIIPABJICHUS, aPXUBUCT
®opma 00ydeHus: — ouHast
HopmatuBHBI Cpok 00ydeHuUs
Ha 0a3e cpemHero obmero oopazosanus — | roga 10 mecsies

O01Me T'YMAHUTAPHDBIE H COHAILHO-YKOHOMINYECKHEe TucIumiInibl (OI'CD)

OI'C2 01 «OcHoBbI hutocohun»

1.1. Ob6aacTh NpUMeHEHHsI POTPaMMbI

[Iporpamma y4eOHOW AMCHMIUIMHBI SBJSIETCS YacThIO OCHOBHOW 00pa3oBaTENbHON MPOrpaMMBbI
B cooTrBeTcTBUM ¢  DelepalibHBIM TOCYAapCTBEHHBIM O0pa30BaTEIbHBIM CTAHJAPTOM CPEIHEro
npodeccnoHaIbHOTO  00pa3oBaHMs UIsl CTYACHTOB crenuanbHOcTH 46.02.01 JlokymMeHTanmnoHHOE
o0ecrniedeHre yrpaBiIeHUs U apXUBOBEJCHHE.

1.2. MecTo IMCHMIUIMHBI B CTPYKTYpe OCHOBHOW NpogeccHOHAIbLHON 00pa3oBaTeIbHOM
NPOrpamMMbl: UK OOMIMX TYMAaHUTAPHBIX U COIMAIbHO-3KOHOMUYecKuX aucuuiuind (OI'CD)

1.3. Leau ¥ 3a1a4M AUCUMIIMHBI — TPeOOBAHUS K Pe3yJIbTAaTaM OCBOEHHUS AU CHUILINHBI:

B pe3ynbraTe 0CBOSHHS NUCUUIUIMHBI 00 yJaIOIIHICS TOMKEH YMETh:

- OpPHEHTHUPOBAThCSI B Hambosee oOmmX ¢miIocopckux mpodiemMax ObITHS, TO3HAHUS,
[IEHHOCTEH, CBOOO/IBI U CMBICIIA )KM3HU KaK OCHOBE ()OPMHUPOBAHUS KYJIbTYPHI TpaXJaHWHA U OYIyIIETro
CHEIHNAJINCTA;

B pe3ynbraTe 0cBOSHHUS NUCHUIUIMHBI CTYACHT JOJDKEH 3HATh:

- OCHOBHBIE KaTerOpUU U MOHATHUS Ppunocopuu;

- poib GhuIocopuH B )KU3HU YENIOBEKa U OOIIECTBA;

- OCHOBBI (PHIIOCOPCKOTO YUCHHS O OBITHH;

- CYLIHOCTb IIpOLIECCA T03HAHUS;

- OCHOBBI Hay4HOM, prstocohckoit U peTUrno3HON KapTUH MHUPa;

- 00 ycnoBuAX (HOPMHUPOBAHMS JIMYHOCTH, CBOOOJIE M OTBETCTBEHHOCTH 3a COXpaHEHHE
KHU3HU, KyJIbTYpbl, OKPYXKaIOIIeH cpebl;

- O COLMAIBHBIX M ATHYECKHX MpoOieMax, CBS3aHHBIX C PA3BUTHUEM U HCIIOJIb30BAaHHEM
JOCTUKEHHUI HAYKW, TEXHUKUA U TEXHOJOTHUH.

1.4. Pe3yabTaroM OCBOeHUSI Y4eOHOH JAMCHUILVIMHBI sBJAsAeTcss ¢GopMUpOBaHHMe Yy
o0yyaromuxcs caeIylIUX KOMIeTeHIHIi:

OK 1. IloHumathb CyIHOCTh M COLMATBbHYIO 3HAUUMOCTh CBOEH Oynymieil nmpodeccuut, mposBiIsATh K
HEW yCTOWYMBBINA MHTEPEC.

OK 2. OpraHu3oBbIBaTh COOCTBEHHYIO JI€ATEJIILHOCTh, BBIOMpPATh THUIIOBBIE METOABI H
CIIOCOOBI BBITOJIHEHUS MTPO(EeCCHOHANBHBIX 33/1a4, OLIEHUBATh UX 3(PPEKTUBHOCTH U KaYECTBO.

OK 3. IlpuHuMaTe pelieHus B CTAaHAAPTHBIX M HECTAHJAPTHBIX CUTYallUAX M HECTH 3a HUX
OTBETCTBEHHOCTb.

OK 4. OcymecTBisiTh MOUCK M  HUCMHOJb30BaHUE HHGpOpMAIMM, HEOOXOTUMON  JUIs
3¢ PEeKTUBHOTO BHIMOTHEHUS MPOPECCHOHATBHBIX 3314, MPOPECCHOHATHHOTO W JIMYHOCTHOTO Pa3BUTHS.

OK 5. Mcrnonb3oBaTh MH()OPMAIIMOHHO-KOMMYHHUKAIIMOHHBIE TEXHOJIOTUI B
npodeccnoHanbHO 1eATeIbHOCTH.

OK 6. PaboTaTh B KOJUIEKTHBE U B KOMaH/e, 3P(HEKTUBHO OOIIATHCS C KOJUIETaMU, PYKOBOZCTBOM,
MOTPEOUTEIISIMH.

OK 7. Bparts Ha ce0s OTBETCTBEHHOCTh 3a pabOTy UWICHOB KOMaH/bl (IMOJYMHEHHBIX), 3a
pe3yNbTaT BHIIOJIHEHUS 3a/JaHUH.




OK 8. CamocrosTenbHO  ONpeAeNsATb  3aJaud  NPO(PECCHOHANBHOTO W JIMYHOCTHOTO
pa3BUTHSL, 3aHUMAThCA cCaMOOOPa30BaHUEM, OCO3HAHHO IJIAHMPOBATH MOBBIIIEHHE KBATU(PUKALIUH.

OK 9. OpueHTHpOBaTbCSI B YCIOBHUAX YaCTOW CMEHBI TEXHOJOTUH B MNpodhecCHOHAIbHOM
JEsITeIbHOCTH.

1.5. KoiuuecTBO 4acoB HA OCBOEHHE NPOrpaMMbl JUCHHMIJIMHBI:

-MaKCHMaJIbHOM yueOHOI Harpy3ku oOydaromerocst 62 4acoB, B TOM YHCIIE:

-00s13aTebHON ayTUTOPHON yueOHOW Harpy3ku oOydaromerocs 48 4acos;

-CaMOCTOSATEIbHOM paboThl 0OyUatoterocs 14 yacos.

Bun npomexyTo4HOM aTTeCcTaluu - 3K3aMeEH.

Oorcejm 02 «Mcropusa»

1.1. Ob6aacTh NpUMeHEeHHs POTPaMMbI

[Tporpamma y4eOHOW AMCHMIUIMHBI SBJSETCS YacCThbIO OCHOBHOM 00pa3oBaTENbHOM MPOrpaMMBbl
B coorBeTcTBUM ¢ @DenepabHbIM TOCYAAPCTBEHHBIM OOpa30BaTEIbHBIM CTAaHAAPTOM CPEIHErO
npodeccnoHalbHOTO 00pa3oBaHUsl JIsl CTyAeHTOB crenuanbHocTh 46.02.01 JlokyMeHTannoHHOE
obecrieyeHre ynpasieHHs U apXUBOBEICHHUE.

1.2. MecTo IMCHMILUIMHBI B CTPYKTYpe OCHOBHOW NpodeccHOHATbHOII 00pa3oBaTe/IbHOM
NPOrpaMMbI: IIUKJI OOIIMX T'yMaHUTAPHBIX U COLHMAIBLHO-IKOHOMHYECKHX AuctuIuinH (OI'CD)

1.3. Leau ¥ 3a1a4M AUCUMIIMHBI — TPeOOBAHUS K Pe3yJIbTAaTaM OCBOEHHUS AU CUHUILINHBI:

B pe3ynbraTe 0CBOGHUS AUCHUILIMHBI O0y4atOLUICs JOKEH YMETh:

- OPHUEHTHPOBATbCS B COBPEMEHHOM SKOHOMMYECKOW, TIOJUTHYECKOM U KYJIbTYpHOU
cutyauuu B Poccuu u mupe;

- BBISIBJISITH ~ B3aUMOCBSI3b  OTE€YECTBEHHBIX, PETHOHAJIbHBIX, MHUPOBBIX  COLIMAIBHO-
HKOHOMHYECKUX, HOTUTUYECKUX U KYJIBTYPHBIX IPOOIIEM;

B pe3ynbpTaTe 0CBOCHMS NUCIUIUITMHBI 00 YIArOIIUICS JOJIKEH 3HATh:

- OCHOBHBIC HAIPABICHUS Pa3BUTHs KIFOUEBBIX PETHOHOB MHpa Ha pydexe BekoB (XX u
XXI BB.);

- CYIIHOCTh M HPUYUHBI JOKAJIbHBIX, PETHMOHAJIBHBIX, MEXIOCYAapCTBEHHBIX KOH(IMKTOB
B koHIe XX — naygaie XXI B.;

- OCHOBHBIC TPOIECChl (MHTErPallMOHHbIC, MOJUKYJIbTYPHBIC, MHIPAIMOHHBIC U WHBIC)
MOJINTUYECKOTO U SKOHOMUYECKOTO Pa3BUTHSI BELYIIUX FOCYAAPCTB U PETMOHOB MHUPA;

- Ha3HadYeHHE Opranuzanuu O0beIMHEHHBIX Hamuit (OOH), Opraauzauuu
Cesepoatnantuueckoro goroBopa (HATO), Espomneiickoro Coro3a (EC) m apyrux opraHu3zanuii u
OCHOBHBIE HaIIPAaBJICHUS UX JIEATEIbHOCTH,

- O ponM  HAyKH, KyJAbTyphl M  PEJIUTMM B COXPAaHEHUHM U  YKpPEIJICHUU
HAIMOHAJIBHBIX U IOCYJapCTBEHHBIX TPaJULIUH;

- cColiep’)KaHWe U Ha3HAUEHUE BAXKHEHIIMX TMPaBOBBIX U 3aKOHOAATEIbHBIX aKTOB
MHPOBOTI'O W PETMOHAIBHOIO 3HAYEHMS.

14. Pe3yabTaToM o0CBOGHHMSI Y4eOHOl JAMCUMILUIMHBI siBJsieTcsi (OpMHpOBaHUe Yy
o0y4aromuxcss KOMIETEeHIHIi:

OK 1. IToHumaTh CYIIHOCTh ¥ COLMATbHYIO 3HAUMMOCTh CBOEH OyAyIIel npodeccuu, MposBIsiTh K
HEW yCTOWYUBBIN UHTEPEC.

OK 2. OpraHu3oBblBaTh COOCTBEHHYIO JESATEIbHOCTb, BBIOMpAaThb THUIOBBIE METOJBl U
CIOCOOBI BBIMTOJHEHHSI TPO(ECCHOHATBHBIX 3a/1a4, OLIEHUBATh UX 3((HEKTUBHOCTh M KaYECTBO.

OK 3. IlpuHMMaTh pelIeHHs B CTaHJAPTHBIX M HECTAHJAPTHBIX CUTYyallUsX W HECTH 3a HUX
OTBETCTBEHHOCTb.

OK 4. OcymecTBiasaTh TOHUCK W  HUCHOJb30BaHWE HH(POPMAIMHM, HEOOXOIUMOW IS
3¢ (EeKTUBHOTO BBITOIHEHHS MTPO(ECCHOHATBHBIX 33124, MPO(ECCHOHANTBHOTO U IMYHOCTHOTO PA3BUTHSL.

OK 5. HUcnonp3oBaTh MHPOPMAIMOHHO-KOMMYHHKAIIMOHHBIE TEXHOJIOTHH B
npodeccnoHaNbHOM 1eATeTFHOCTH.

OK 6. PaGoTaTp B KOJJIEKTHBE U B KOMaH/E, 23((HEKTUBHO 00IATHCS ¢ KOJIJIETaMH, PYKOBOJICTBOM,
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NOTPeOUTENSMHU.

OK 7. Bpars Ha cebs OTBETCTBEHHOCTh 3a pabOTy UWIEHOB KOMaHAbl (IMOJYMHEHHBIX), 3a
pE3yNIbTaT BBIIOJHCHUS 3aJaHUH.

OK 8. CamocrosiTenbHO  ONpeAensTh  3aJaud  Mpo(ecCHOHATBHOTO M JIMYHOCTHOTO
Pa3BUTHS, 3aHUMATHLCSI CAMOOOpa30BaHNEM, OCO3HAHHO IJIAHUPOBATH IMOBHINICHNE KBATU(UKAIINH.

OK 9. OpuentupoBaThCs B YCJIOBHSX 4YacCTOM CMEHBl TEXHOJOTHH B MpodhecCHOHATbLHON
NeSTEIILHOCTH.

1.5. KosimyecTBO 4aCOB HA OCBOEHME MPOrPaMMbl TUCHMILIUHBI:

- MAaKCUMaJIbHOW y4eOHOM Harpy3ku oOydaromierocs - 62 4acoB, B TOM YHCIIE:

- 00s13aTeNbHON ayIMTOPHOM yaeOHOH Harpy3ku oOydaromnierocs - 48 4acos,

- CaMOCTOSITENIBHOMN paboThl 00y4Jaromierocs — 14 gacos.

Bun npomexxyToyHOIM aTTecTaluu - 95K3aMeH.

Or'c?d 03 «MHOCTPpAHHBIN A3BIK»

1.1. Ob6sacTh NpUMeHEeHHUs TPOrPAMMBI

[IporpamMma yuyeOHOW AMCHMILTUHBI SBISETCS YAaCThIO OCHOBHOM 00pa30BaTEIbHOM MPOTpPaMMBbl
B cooTBeTcTBUM C DenepalbHbIM TOCYJAapCTBEHHBIM 00pa30BaTENbHBIM  CTAaHJAPTOM CPEIHEro
npodeccnoHabHOTO 00pa3oBaHud Uid CTyAeHToB crenuanbHocTd 46.02.01 JloxkyMeHTanmoHHOE
o0ecrieyeHre ynpaBiIeHHs U apXHUBOBEICHHUE.

1.2. MecTto IMCUMIUIMHBI B CTPYKTYpe OCHOBHOIl mnpodeccuoHaIbHON 00pa3oBaTeIbHOM
NPOrpaMMbI: IIKJI OOIIMX TyMaHHTAPHBIX U COIHATBHO-IKOHOMHYECKHX Auciuruind (OI'CD)

1.3. Henu u 3aa4u AUCUMILIMHBI — TPEOOBAHUSI K pPe3yJIbTATAM OCBOEHHS THCIUIIUHBI:

B pe3ynpraTe 0cBOCHUS AUCHUIIIMHBI 00 YJaIOLIUIICS 10JIKEH YMETh!

- obmarbes (YCTHO M MHCbMEHHO) Ha WHOCTPAHHOM SI3BIKE Ha MPOQECCHOHATBHBIC
Y TIOBCEJTHEBHBIE TEMBI;

- NIEPEBOUTH (co CIIOBapeM) MHOCTpaHHbIE TEKCTBI npodeccroHanbHON
HaIpaBJIEHHOCTH;

- CaMOCTOSITEJILHO COBEPIIEHCTBOBATh YCTHYIO U MMMCbMEHHYIO PEUb, ITONOJIHATE CI0OBAPHBIN

3armac.

B pe3ynbraTe 0CBOGHUS IUCLUILIMHBI 00yJaroUIHiics JOIKEH 3HATh:

- nekcuueckuit  (1200-1400 nekcuYecKUX EIWMHMI) M TpaMMATHYECKUH MHUHHUMYM,
HEOOXOMUMBIN [l YTEHHsI W mepeBojga (Co CloBapeM) WHOCTPAHHBIX TEKCTOB HPO(EeCcCHOHATbHON
HaIpPaBJIEHHOCTH.

1.4. Pe3yabTaToM OCBOeHUsI Y4eOHOW JAMCHUILVIMHBI sABJAsAeTcss GopMUpOBaHHMe Yy
o0yyaromuxcss KOMIeTeHIHii:

OK 1. IloHumath CyIHOCTh M COLMATBbHYIO 3HAUUMOCTh CBOEH Oynymieil nmpodeccuut, mposBiIsTh K
HEW yCTOWYMBBIN MHTEPEC.

OK 2. OpraHu3oBbIBaTh COOCTBEHHYIO JI€ATEIILHOCTh, BBIOMpPAaTh THUIIOBBIE METOABI H
CIIOCOOBI BBIMOJIHEHUS MTPO(eCcCHOHANBHBIX 3314, OLIEHUBATh UX 3(PPEKTUBHOCTH U KaYECTBO.

OK 3. IlpuHuMaTe peuieHus B CTaHAAPTHBIX M HECTAHJAPTHBIX CUTYallUAX M HECTH 3a HUX
OTBETCTBEHHOCTb.

OK 4. OcymecTBiiTh MOUCK M  HUCMHOJb30BaHUE HH(POpMAIMM, HEOOXOTUMON  JUIs
3¢ PEeKTUBHOTO BHIMOTHEHUS MPOPECCHOHATBHBIX 331a4, MPOPECCHOHATHHOTO U JIMYHOCTHOTO Pa3BUTHS.

OK 5. Hcnonb3oBate WHPOPMAMOHHO-KOMMYHUKAIIMOHHbBIE TEXHOJOTHH B NMPO(EeCCHOHAIBHOM
NeSITEIbHOCTH.

OK 6. PaboTath B KOJUIEKTHBE U B KOMaH/e, 3P (HEKTUBHO OOIIATHCS C KOJUIETaMU, PYKOBOJCTBOM,
MOTPEOUTEIISIMH.

OK 7. Bpats Ha ce0Os OTBETCTBEHHOCTh 3a pabOTy UWICHOB KOMaH/bl (MOJYMHEHHBIX), 34
pe3yNbTaT BHIIOJIHEHUS 3a/JaHUH.

OK 8. CamocrosTenbHO  OOpeAeNsATb  3aJaud  NPO(PECCHOHANBHOTO W JIMYHOCTHOTO
Pa3BUTHS, 3aHUMATHCS CaMO0Opa30BaHNEM, OCO3HAHHO IMJIAHUPOBATh MOBBIIIEHNE KBATU(PUKALINH.



OK 9. OpueHTHpOBaTbCSI B YCIOBHUAX YaCTOW CMEHBI TEXHOJOTUH B MNpodecCHOHAIbHOM
NeSITEIbHOCTH.

1.5. Kosin4ecTBO 4acoB HA OCBOEHHE NMPOTrPAMMbI IMCUMILINHBI:

-MaKCUMaJIbHOW y4eOHOH Harpy3ku oOydaromierocst 191 yacos, B TOM 4yuce:

-00s13aTeIbHON ayTUTOPHON y4eOHOU HArpy3ku oOydatomierocs - 156 gacos;

-CaMOCTOSATEILHON PabOThI 00yJaroIerocs 35 4acos.

Buz npomexxyrounoii arrecraniuu — nudhepeHIMpoBaHHbIN 3a4eT, KOHTPOJIbHAas paboTa.

OI'C2 04 «Puznyeckas KyJbTypa»

1.1. Ob6aacTh NpUMeHEHHsI POTPaAMMbI

[Iporpamma y4eOHOW AMCHMIUIMHBI SBJSETCS YacThIO OCHOBHOM 00pa30BaTENbHOM MPOrpaMMBbI
B cooTBeTcTBUM ¢ DefepaibHbIM TOCYAAPCTBEHHBIM OOpa30BaTEIbHBIM CTAaHAAPTOM CPEIHErO
npodeccnoHalbHOTO  00pa3zoBaHusl s CTyAGHTOB crenuainbHocTh  46.02.01./JokyMeHTalmoOHHOe
obecrieyeHre ynpasieHHUs U apXUBOBEJCHHE.

1.2. MecTo IMCHMILUIMHBI B CTPYKTYpe OCHOBHOW NpodecCHOHAIbHOII 00pa3oBaTe/IbHOM
NPOrpaMMbI: UK OOLMX T'YMAHUTAPHBIX U COLUATIBHO-IKOHOMUYECKHX auciuiuina (OI'CD)

1.3. Leau ¥ 3a1a4M AUCUMIIMHBI — TPeOOBAHUS K Pe3yJIbTAaTaM OCBOEHHUS AU CUHUIINHBI:

B pe3ynbrate ocBoeHus nucuuIInHbl «Pu3nueckas KyiabTypa» 00ydaronuics JOIKEH YMETh:

- UCTIONB30BaTh  (PU3KYIBTYPHO-030POBUTEIFHYIO — JICATENBHOCTh  JUISL  YKPEIUICHUS
3J10pOBbsI, JOCTHIKEHHSI AKU3HEHHBIX U TPO(HECCUOHAIBHBIX LIEICH;

B pe3ynbraTe 0CBOCHUS IUCHUIIIMHBI 00 yJarOUIHIICs TOJIKEH 3HATh!

- 0 posin (U3UYECKON KyJIbTYpbl B OOLIEKYIBTYPHOM, IPOPECCHOHATBHOM U COLUAIBHOM
Pa3BUTHUHU YEJIOBEKA; OCHOBBI 3/10pPOBOT0 00pa3a KU3HH.

14. Pe3yabTaToM O0CBOECHHMSI Y4eOHOHl JAUCUMIUIMHBI siBJsieTcsi (OpMHpPOBaHUE Yy
o0yyaromuxcs KOMIeTeHIHii:

OK 2. OpraHu3oBbIBaTh COOCTBEHHYIO JI€ATEJIBHOCTh, BBIOMpAaTh THUIIOBBIE METOABI H
CIIOCOOBI BBINOJIHEHUS MTPO(ECCHOHANBHBIX 33/1a4, OLIEHUBATh UX 3()PPEKTUBHOCTH U KaYECTBO.

OK 3. IlpuHumarh pemieHus B CTAHAAPTHBIX M HECTaHJIAPTHBIX CHUTyallUsX M HECTH 3a HUX
OTBETCTBEHHOCTb.

1.5. KotuuecTBO 4acoB Ha 0OCBOEHHE NPOrPaMMbl AUCHMILJINHBI:

-MaKCHMaJIbHOW yueOHOI Harpy3Kku o0ydvaromierocst 252 4acoB, B TOM YHUCIIE:

-00s3aTeIbHON ayIuTOpHON yueOHOM Harpy3ku oOydatomierocs 126 yacos;

-CaMOCTOSATEIbHOU paboThl oOyuatomerocs 126 gacos.

Bua npomexxyTouHoii arTectanuu: 3auet, AU pepeHInpOBaHHbIN 3a4eT.

MaTteMaTHYeCKHA M 00IIMIi €CTECTBEHHOHAYVYHBIN YUCOHBII UK

EH 01 « MaTtemaTuka »

1.1. Ob6sacTh NpUMeHEHHUs TPOrPaAMMBbI

IIporpamma y4eOHOW AMCHMIUIMHBI SBJSETCS YacThbl0 OCHOBHOM 00pa3oBaTENbHOM MPOrpaMMbl
B cooTBeTCTBUM ¢ @DenepanbHbIM TOCYIapCTBEHHBIM OOpa30BaTENbHBIM CTAaHAAPTOM CpPEIHETO
npodeccnoHanbHOTO 00pa3oBaHus ISl CTYAeHTOB crenuanbHocTd 46.02.01 JlokymMeHTalnoHHOE
o0ecrnieueHre yrpaBiIeHHs U apXUBOBEJCHHE.

1.2. MecTo IMCHMILUIMHBI B CTPYKTYpe OCHOBHOW NpogecCHOHAIBbHOI 00pa3oBaTe/bHOM
nporpamMmbl: MaTemaTudeckuii u oOIui ecrecTBeHHOHAYuHbIN ki (EH)_

1.3. leau ¥ 3a1a4u AUCUMILIMHBI — TPe0OBAHUS K Pe3yJIbTATaAM OCBOCHHUS THCUUIIJIMHBI:

B pe3ynbraTe 0CBOGHUS AUCHUILINHBI 00 yJarOIUIiCs JODKEH YMeTh:

- pemaTh 3adayd  HAa OTHICKAHHE TPOU3BOJHOM CIIOKHOM (YHKIIMH, TNPOU3BOIHBIX
BTOPOTO M BBICHIMX IOPSAKOB;

- MIPUMEHSTh OCHOBHBIE METObI MHTETPUPOBAHUS IIPU PELLIEHUH 3a7a4;

- IPUMEHATh METOJbl MaTEMaTHYECKOTO AaHauu3a IPU PEUICHWHM 3aJad IPUKIAJHOTO
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XapakTepa, B TOM YHCIe MPo(ecCHOHAIBHONW HApPaBIEHHOCTH,

B pe3ynbraTe 0CBOGHUS IUCHUILIMHBI O0yJaroUIUics JOIKEH 3HATD!

- OCHOBHBIE ITOHATHUS U METOJIbl MATEMaTU4YECKOIO aHAJIN3a;

- OCHOBHBIE YHCIIEHHBIE METO/IbI PEIICHUS TPUKJIAJIHBIX 3aa4

14. Pe3yabTaTroOM O0CBOCHHMSI Y4eOHOH [MCHMIUIMHBI sIBJsieTc (OpMHpOBaHHE Yy
00y4arouUXcst KOMIEeTEeHIUii:

OK 1. IloHumarp CynHOCTb M COLMAIBHYIO 3HAUMMOCTh CBOEH Oynymieil mpodeccuu, mposBIsTh K
HEW yCTOWYMBBIN MHTEpEC.

OK 2. OpraHu3oBbIBaTh COOCTBEHHYIO JI€ATEIIHOCTh, BBIOMPATh THUIIOBBIE METOABI H
CIIOCOOB!I BBIIOJIHEHUSI TPO(ECCUOHANIBHBIX 3a/1a4, OLIEHUBATh UX 3 (PEKTUBHOCTh U KAYECTBO.

OK 3. IlpuHuMaTph pelieHus B CTAaHAAPTHBIX M HECTAHJAPTHBIX CUTYallUAX M HECTH 3a HUX
OTBETCTBEHHOCTb.

OK 4. OcymecTBisiTh MOUCK M  HUCMIONb30BaHUE HWH(POpMAIMK, HEOOXOOUMON  JUIS
3¢ (GeKTUBHOIO BBIITOJIHEHUS TPO(ECCHOHATBHBIX 33]1a4, NPO(EeCCHOHANBHOTO U JIMYHOCTHOTO Pa3BUTHSL.

OK 5. HUcnonp3oBate WHGOPMAMOHHO-KOMMYHUKAIIMOHHBIE TEXHOJOTHH B MPO()ECCHOHAIBHOM
JESATEIIBHOCTH.

OK 6. PaboTath B KOJUIEKTHBE U B KOMaH/Ie, 3P (HEKTUBHO OOIIATHCS C KOJUIETaMU, PYKOBOZICTBOM,
MOTPEOUTEIISIMH.

OK 9. OpueHTHpOBaTbCSI B YCIOBHUAX YaCTOW CMEHBI TEXHOJOTHH B MNpodhecCHOHAIbHOMI
JESATEIBHOCTH.

1.5. KoimyecTBO 4acoB Ha 0CBOeHHE MPOTrPaMMBbI JMCHHUIIJIMHbBI:

MaKCUMaJIbHOU yueOHOW Harpy3ku oOyuatomierocs - 51 gaca, B TOM 4yucIe:

00s13aTeNbHON ayIUTOPHON yuyeOHOM HAarpy3KH oOydaromierocs - 34 yaca;

CaMOCTOSITeNIbHON paboThl o0yyarolerocs - 17 yacos.

By npomexyro4HOM aTTecTalluy - 3a4er.

EH 02 «MudopmaTuka

1.1. O61acTh NpUMEHEHHs IPOTrPAMMBbI

[IporpamMmMa yuyeOHON AMCHMIUIMHBI SBISETCS YAaCThIO OCHOBHOM 0Opa3oBaTeIbHOM MPOrpaMMbl
B cooTBeTcTBUM ¢ DenepabHbIM TOCYAAPCTBEHHBIM OOpa30BaTEeIbHBIM CTAaHAAPTOM CPEIHETO
npodecCuoHaIbHOTO  00pa3oBaHMs MJsi  CTyAeHTOB crenuanbHocTu  46.02.01 JlokyMeHTalmoHHOe
obecrieyeHre ynpaBieHHs U apXUBOBECHHUE.

1.2. MecTo IMCHMILUIMHBI B CTPYKTYpe OCHOBHOW NpogeccHOHATBbHOII 00pa3oBaTe/ILHOM
nporpammbl: MaTtematuueckuii U o0mmumii ectecTBeHHOHAY4YHBIN UK (EH)

1.3. Leau u 3a1a4M AUCUMIJIMHBI — TPEOOBAHUS K Pe3yJIbTATaM OCBOEHHUS AU CIHUILINHBI:

B pe3ynbraTe 0OCBOGHUS IUCHUILIUHBI 00 yJaroUUiics JODKEH yMeTh:

- paboTaThb C COBPEMEHHBIMU OIEPAllMOHHBIMU CHCTEMaMH, TEKCTOBBIMH pPEAaKTOpamH,
Ta0JIMYHBIMU TIPOIIECCOPAMH, CHCTEMaMHU YIpaBlieHUs 0a3aMH JaHHBIX, MPOTpaMMaMH MOATOTOBKU
npe3eHTalui, HTHPOPMAIIMOHHO-TIOUCKOBBIMUA CHCTEMAaMH U TOJIb30BaThCsl BO3MOKHOCTSIMH TJI00aIbHON
cetu MHTepHeT; mpodeccuoHanbHO OCYIIECTBIATh HA0Op TEKCTOB HAa MEPCOHATIBLHOM KOMITBIOTEDE;

B pe3ynbpTaTe 0CBOCHHS MUCIUIUTMHBI 00 yJarONTUHCS JOJDKEH 3HATD:

- TEXHUYECKHE CPEICTBA U ITPOrpaMMHOE 00ecrieueHue MepCOHATBHBIX KOMIIBIOTEPOB;

- TEOPETUYECKHE OCHOBBI COBPEMEHHBIX HH(POPMAIIMOHHBIX TEXHOJOTUH 00Iero u
CIEMATN3UPOBAHHOIO HA3HAYCHMS,

- PYCCKYIO U JIATUHCKYIO KJIABUATYPy MEPCOHATBHOIO KOMITBIOTEPA,

- npaBuia 0POpPMIICHHS JOKYMEHTOB Ha IEPCOHATBHOM KOMITBIOTEPE.

14. Pe3yabTaToM O0CBOEHHsI Y4YeOHOH JAUCHUIJIMHBI sABJsieTcss ¢opMUpoOBaHHEe Yy
00y4YaOIIUXCS KOMIIETeHIMIA:

OK 4. OcymecTBisaTh TOHUCK W  HUCIOJb30BaHWE HH(POPMAIMHM, HEOOXOIUMOW IS
3¢ (EeKTUBHOTO BBITOIHEHHS TPO(ECCHOHATBHBIX 33]1a4, MPO(ECCHOHANTBHOTO U IMYHOCTHOTO PA3BUTHSL.

OK 5. Ucnonws3oBath WH()OPMAITMOHHO-KOMMYHHKAIITMOHHBIE TEXHOJIOTHH B MPOGeCcCHOHATBHOMN
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JeSITeTbHOCTH.

OK 9. OpuentupoBaThCsi B YCJIOBHSX 4YacCTOM CMEHBI TEXHOJOTHH B MpodhecCHOHATbHON
NesTeTbHOCTH.

1.5. KotuyecTBO 4acoB Ha 0CBOEHHME IPOrPAMMBI AUCHHUILIMHBI

MaKCUMaJIbHOU y4eOHOW Harpy3ku oOyuatomierocs - 99 yaca, B TOM 4HcCIe:

00s13aTeIbHON ayJUTOPHOM yueOHOW Harpy3ku oOydatomerocs - 66 Jaca;

CaMOCTOSITENIbHON paboThl 00yyaromerocs - 33 yaca.

Bun npomexxyToyHOM aTTecTaliui — KOHTPOJIbHAs paboTa, SK3aMeH.

EH 03 «3Jkoja0rnyeckne 0CHOBBI IPUPOAOIOJIb30BAHUD)

1.1. ObsacTh NpUMeHEHHUs TPOrPAMMBI

IIporpamma y4eOHOW IAMCLUIUIMHBI SBJSETCS YAacThbIO OCHOBHOM 00pa30BaTEbHOM MpOrpaMMbl
B cooTBeTcTBUH C @DefepasbHBIM TOCYAAPCTBEHHBIM OOpa30BaTENbHBIM CTAaHAAPTOM CPEIHETO
npodeccuoHaIbHOTO 00pa3oBaHus Misg cryaeHToB crnenuanbHocTn 46.02.01 JlokyMeHTannmoHHOE
o0ecrieyeHre ynpaBiIeHHs U apXHUBOBEICHHUE.

1.2. MecTto IMCUMIUIMHBI B CTPYKTYpe OCHOBHOIl mpodeccHoHANbHON 00pa3oBaTebHOM
nporpammbl: Matematuueckuil U o01muii ectectBeHHOHay4uHbIl 1uki (EH)

1.3. Heau ¥ 3aa4u AUCHMILIMHBI — TPeOOBAHUS K Pe3yJIbTATaM OCBOCHHUS AN CHUIINHBI:

B pe3ynbraTe 0CBOCHMS NUCUUIIIMHBI 00 yUaIOLUICS 10JKEH YMeTbh:

- OpPHEHTUPOBATHCS B HanboJee 001X MPodIeMax 3KOIOIUU IPUPOAONOIb30BaHH,

B pe3ynbraTe 0CBOCHMS IUCUUIIIMHBI 00 yUaIOLUICS 10JKEH 3HATD:

- 0COOEHHOCTH B3aMMOAEUCTBHS 001IECTBA U IPUPOJIBI;

- IIpUPOIOpECYpCHBIN ToTeHMan Poceny;

- IOPUHLUIBI ¥ METO/bl PallMOHAIBLHOTO MPUPOJOINOIb30BaHUS; IPABOBBIE M COLMAIbHBIE
BOIPOCHI TPUPOIONOIB30BAHUS

1.4. Pe3yabTaToM OCBOeHUsI Y4eOHOW JAMCHUILVIMHBI sBJAsAeTcs: ¢GopMUpOBaHHMe Yy
o0yyaromuxcss KOMIeTeHIHii:

OK 3. IlpuHumarh pemieHus B CTAaHAAPTHBIX M HECTaHJIAPTHBIX CHUTyallUsX M HECTH 3a HUX
OTBETCTBEHHOCTb.

OK 6. PaboTaTh B KOJUIEKTHBE U B KOMaH/e, 3 (HEKTUBHO OOIIATHCS C KOJUIETaMU, PYKOBOJCTBOM,
MOTPEOUTENSMHU.

OK 7. bpare Ha cebs OTBETCTBEHHOCTh 3a pabOTy WICHOB KOMaH[bl (MIOMYMHEHHBIX), 32
pe3yJbTaT BBIINOJIHEHUS 3aJaHU M.

OK 9. OpueHTHpOBaTbCSI B YCIOBHUAX YaCTOM CMEHBI TEXHOJOTHH B MNpodecCHOHaNbHOM
NeSITEIbHOCTH.

1.5. Koin4ecTBO 4acoB Ha OCBOCHHE NPOrPaMMBbl JMCHHUIIJIMHbI:

MaKCHMaJbHOW yueOHOU Harpy3Kku oOyuaroierocs - 48 4acoB, B TOM YHUCIIE:

00s13aTeNbHON ayJIUTOPHON yueOHOM Harpy3ku obydaromierocs - 32 yaca;

CaMOCTOSITENIbHOM paboThl 0Oyyaromerocs - 16 yacos.

Bun npomMexxyTouHOM aTTecTaluy - 3a4er.

IIpodeccnoHaIbHbIH YUeOHBIH HUKJI

OI1 01 «DxoHOMHYECKAS TEOPUI»

1.1. Ob6sacTh NpUMeHEHHUs TPOrPaAMMBbI

IIporpamma y4eOHOW AMCHMIUIMHBI SBJSETCS YacThbl0 OCHOBHOM 00pa3oBaTENbHOM MPOrpaMMbl
B cooTBeTcTBUM ¢ DenepanbHbIM TOCYIAapCTBEHHBIM OOpa30BaTENbHBIM CTAaHAAPTOM CpPEIHETO
npodeccnoHaIbHOTO 00pa3oBaHMs UIsl CTYACHTOB crenuanbHocTH 46.02.01 JlokymeHTannoHHOE
o0ecrnieueHre yrpaBiIeHUs U apXUBOBEJCHHE.

1.2. MecTo IMCHMILUIMHBI B CTPYKTYpe OCHOBHOW NpogecCHOHAIBbHOI 00pa3oBaTe/LHOM
nporpammbl: O0mienpodecCHoHaTbHBIN ITUKIT




1.3. Henu u 32724 AUCUUILIMHBI — TPEOOBAHUSI K Pe3yJIbTATAM OCBOEHHS THCIUNIUHBI:

B pesynbpTaTe nzydeHus: 00s3aTeIbHON YacTH MUKIJIA 00yJarOUHCS TOJDKEH YMETh:

- OPUEHTHPOBATHCS B BOMPOCAX IKOHOMHUYECKOU TEOPUH B COBPEMEHHBIX YCIOBHSIX;

B pe3ynbraTe 0CBOCHUS NUCHUILIIMHBI 00 yUAIOIIUICS T0KEH 3HATD:

- 3aKOHOMEPHOCTH  (PYHKIIMOHUPOBAHUS  PHIHOYHBIX  MEXaHU3MOB HAa  MHKPO H
MaKpOYPOBHSX M METOJIbl TOCY/IapPCTBEHHOT'O PETYIUPOBAHNUS;

- 00IIHE MOJOKCHHSI SKOHOMHYECKON TCOPHH.

14. Pe3yabTaToM O0CBOEHHUsI Y4YeOHOW JAUCHUIUVIMHBI siBJsieTcss (OpMHpPOBaHHE Yy
o0yuyarwuuxcsi KOMNeTeHuun

OK 1. [ToruMaTh CymIHOCTb U COIMATIBLHYIO 3HAYUMOCTb CBOCH OymyIieit nmpodeccuu, mposiBIsATh K
HEW yCTOWYMBBINA UHTEPEC.

OK 2. Opranu3oBblBaTh COOCTBEHHYIO JESTEIBHOCTb, BBIOMpATh THUIOBBIE METOIBl U
CIIOCOOBI BBITTOTHEHUS MTPO(ECCHOHATBHBIX 33]1a4, OIICHUBATH WX 3()PEKTUBHOCTH U KAYECTBO.

OK 3. IlpuHuMaTh pelieHusi B CTaHAAPTHBIX M HECTAHJAPTHBIX CUTYallUSIX W HECTH 3a HUX
OTBETCTBEHHOCTb.

OK 4. OcymecTBiasaTh TOUCK H  HCIOJb30BaHHE HWHMOpPMALMUU, HEOOXOJUMOM IS
3¢ (HEKTUBHOTO BBITIOJHEHUS TPOGECCHOHANBHBIX 3a/1a4, MPO(PECCHOHATBHOTO U JINYHOCTHOTO PAa3BUTHSL.

OK 5. Mcnonb3oBaTh WHGOPMAIMOHHO-KOMMYHUKAIIMOHHBIE TEXHOJIOTHH B MPO(eCCHOHATLHOM
NEeSTETbHOCTH.

OK 6. PaboTaTh B KOJUIEKTHBE U B KOMaH 1€, 3P(HEKTUBHO 00IIAThCSI C KOJUIETaMH, PYKOBOJICTBOM,
MOTPEOUTENSAMHU.

OK 7. bparsb Ha ceOs OTBETCTBEHHOCTh 3a pabOTy WICHOB KOMaHIbl (MOAYMHEHHBIX), 3a
pe3ynbTaT BHIMOJHEHUS 3aJaHH.

IIK 1.1. KoopaunupoBath paboTy opraHuzanuu (IPUEMHON pPYKOBOAMTENS), BECTHU MpUEM
ITOCETUTENEM.

IIK 1.2. OcymectBisaTs paboTy MO MOATOTOBKE U MPOBEICHUIO COBEIIaHMi, JETOBBIX BCTpEY,
IIPUEMOB U IIPE3ECHTALINN.

[IK 1.3. OcyuiecTBasiTh HOJATOTOBKY JAENOBBIX MOE3A0K PYKOBOJUTENS U JAPYTUX COTPYJHUKOB
OpraHU3alHH.

1.5. KosimuecTBO 4aCOB Ha OCBOEHHE NPOrPaAaMMBbI JUCHUIIJIMHBI:

MaKCHUMaJIbHOM yueOHOW Harpy3ku oOydaromerocs - 123 yaca, B TOM 4uCIE:

00s13aTeNbHOM ayIMTOPHON yueOHOM Harpy3ku oOydarorierocs - 82 vaca;

CaMOCTOATENbHON paboThl oOyuatomerocst — 41 yac.

Bun npomexxyTouHOM aTTecTaliii — KOHTPOIIbHAs paboTa, IK3aMeH.

OI1.02 «9KOHOMMKA OPraHHU3ANUNY

1.1. Ob6sacTh NpUMeHEHHUs TPOrPaAMMBbI

IIporpamma y4eOHOW AMCHUIUIMHBI SBJISETCS YAaCThbIO OCHOBHOW 00pa3zoBaTeIbHOM MPOrpaMMbl B
coorBeTcTBUM ¢ DenepanbHbIM TOCYAapCTBEHHBIM  O00pa30BaTEIbHBIM  CTAaHAAPTOM  CPEIHETrO
npodeccnoHanbHOTO 00pa3oBaHUs [Nsl CTyIAeHTOB crenuanbHocTH 46.02.01 JlokymMeHTalnoHHOE
o0ecrnieueHre yrpaBieHHs U apXUBOBEJCHHE.

1.2. MecTo IMCHMILUIMHBI B CTPYKTYpe OCHOBHOW NpogecCHOHAIBbHOI 00pa3oBaTe/bHOM
nporpammbl: O61enpodeccnoHanbHbIN UK

1.3. Heau ¥ 3a1a4M AUCUMIIMHBI — TPeOOBAHUS K Pe3yJIbTATaM OCBOCHHUS AU CHUIINHBI:

B pe3ynbraTe 0cBOCHUS IUCHUILIMHBI 00 yUaIOIUICS T0JKEH YMeTh:

- paccuuThIBaTh MO MPUHATOM METOAOJOTMH  OCHOBHBIE TEXHUKO-DKOHOMHYECKHE
MTOKA3aTeNH JIeATEIbHOCTH OpraHU3allny;

B pe3ynbraTe 0OCBOGHUS IUCHUILTUHBI 00 yJatOIUiics JODKEH 3HATh:

- OCHOBHBIE MUKPO- U MAaKpPOIKOHOMHYECKHE KATETOPUH M ITOKA3aTEIN, METObI UX pacyera.

14. Pe3yabraToOM o0CBOeHHs Y4YeOHOH [JAUCHUIJIMHBI sABJsieTcss ¢opMupoBaHue Yy
00y4arouUXcsi KOMIeEeTEeHIUii:




OK 1. IloHumars CynHOCTh M COLMATBbHYIO 3HAUMMOCTh CBOEH Oynyiieil mpodeccuu, mposBIsTh K
HEW yCTOWYMBBIN UHTEPEC.

OK 2. OpraHu3oBbIBaTh COOCTBEHHYIO JI€ATEIILHOCTh, BBIOMpPAaTh THUIIOBBIE METOABI H
CIOCOOB!I BBIIOJIHEHMSI TPO(ECCUOHATIBHBIX 3a/1a4, OLIEHUBATh UX 3((HEKTUBHOCTh U KAYECTBO.

OK 3. IlpuHuMaTpe pelieHus B CTAaHAAPTHBIX M HECTAHJAPTHBIX CUTYallUAX M HECTH 3a HUX
OTBETCTBEHHOCTb.

OK 4. OcymecTBisiTh TMOUCK M  HUCMIOJb30BaHUE HWHGPOpMAIMM, HEOOXOTUMON  JUIS
3¢ (G EKTUBHOIO BBIITOJIHEHUS TPO(ECCUOHATBHBIX 33]1a4, NPO(EeCCHOHANBHOTO U JIMYHOCTHOT'O PA3BUTHSL.

OK 5. HUcnonb3oBath WHGOPMALMOHHO-KOMMYHUKAIIMOHHBIE TEXHOJOTHH B MPO()ECCHOHAIBHOM
JEsITebHOCTH.

OK 6. PaboTath B KOJUIEKTHBE U B KOMaH/e, 3P (HEKTUBHO OOIIATHCS C KOJUIETaMU, PYKOBOZICTBOM,
MOTPEOUTEIIIMH.

OK 7. bparep Ha ce0s OTBETCTBEHHOCTh 3a pabOTy 4YICHOB KOMaHIbl (MOAYMHEHHBIX), 3a
pe3yibTaT BBITOJHEHUS 3aJaHUH.

I[IK 1.1. KoopaunupoBath paOoTy opraHuzauuu (IPUEMHOM pPYKOBOAMTENS), BECTU HpPUEM
IIOCETUTEIIEN.

IIK 1.2. OcymectBisaTe paboOTy MO MOATOTOBKE U IMPOBEJIECHUIO COBELIAHWM, JI€JIOBBIX BCTpEY,
IIPUEMOB U IPE3EHTALUH.

IIK 1.3. OcymiecTBasiTh MOJATOTOBKY JEIOBBIX MOE3I0K PYKOBOJUTENS U JAPYTUX COTPYIHUKOB
OpraHu3aIHH.

1.5. KoimyecTBO 4acoB Ha 0CBOeHHE MPOTrPaMMBbI JMCHHUIIJIMHbBI:

MaKCUMaJIbHOU yueOHOW Harpy3ku oOyuaromierocs - 72 yaca, B TOM YHCJI€:

00s13aTeNLHOM ayTMTOPHON Yy4eOHOM Harpy3ku oOy4Jaromerocs - 48 4acos;

CaMOCTOSITENILHOM paboThl 0Oy4aromierocs - 24 yaca.

By npomexyTO4HOM aTTecTaluy - JK3aMEH.

OIl. 03 «MeHeaKMEHT

1.1. O61acTh NpUMEHEHHs IPOTrPAMMBbI

[IporpamMmMa yueOHON AMCLMIIIIMHBI SBISETCS YaCThbI0 OCHOBHOM 00pa3oBaTeNbHOI MporpamMmsl B
cootBeTcTBUM ¢ DenepanbHbIM TOCYAAPCTBEHHBIM  O0pa30BaTEIbHBIM  CTAHAAPTOM  CPEIHETO
npodeccuoHabHOTO 00pa3oBaHus s CTyaeHTOB crnenuanbHocth 46.02.01 JlokyMeHTalnoHHOe
obecrieyeHre ynpaBieHHs U apXUBOBECHHE.

1.2. MecTo OMCHMILUIMHBI B CTPYKTYpe OCHOBHOW NpogeccHOHAIBbHOII 00pa3oBaTe/ILHOM
nporpammbl: O61menpodeccnoHanbHbIN UK

1.3. Leau u 3a1a4M AUCUMIJIMHBI — TPEOOBAHUS K Pe3yJIbTATaM OCBOEHHUS AU CIHUILINHBI:

B pe3ynbraTe 0CBOSHUS NUCHUILINHBI 00 yUAIOIUICS TOJKEH YMETh:

- YIPaBiATh KOHGIMKTAMHU U CTPECCaMU B IIpoliecce MPOoPecCUOHANIBHON JesITENbHOCTH;

B pe3ynbraTe 0CBOSHUS NUCHUILIHMHBI 00 yUAIOIUICS TOJDKEH 3HATD:

- XapaKTepHbIe YePThl COBPEMEHHOTI'O MEHE)KMEHTA;

- LUK MEHEI)KMEHTA;

- Ipolecc TMPUHATUS U peaju3aluu YIpaBICHUECKUX pelleHud, HH(OPMAalHOHHOE
obecriedeHrne MEHEKMEHTA.

14. Pe3yabTaToM O0CBOEHHsI Y4YeOHOH JAUCHUNJIMHBLI sABJsieTcss ¢opMuUpoBaHue Yy
00yYaOIIUXCsl KOMIIETeHMIA:

OK 1. IToHumaTh CYIIHOCTh ¥ COLMAIbHYIO 3HAUMMOCTh CBOEH OyAyIiel npodeccuu, MposBIsiTh K
HEW yCTOWYUBBIN UHTEPEC.

OK 2. OpranuzoBbiBaThb COOCTBEHHYIO JESATEIBHOCTh, BBIOMPATh THUIIOBBIE METOABI |
CIIOCOOBI BBITTOTHEHUS MTPO(ECCHOHANBHBIX 33/1a4, OLICHUBATH UX 3(PPEKTUBHOCTH U KAYECTBO.

OK 3. [lpuHuMaTh pelieHus B CTAaHAAPTHBIX M HECTAHIAPTHBIX CUTYAlMSIX W HECTHU 32 HHX
OTBETCTBEHHOCTb.

OK 4. OcymecTBiasaTh TOHUCK W  HUCIOJb30BaHWE HH(POPMAIMHM, HEOOXOIUMOW IS
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3¢ (EKTUBHOTO BBIITOIHEHHS MTPO(ECCHOHATBHBIX 3a]1a4, MPO(EeCCHOHANTBHOTO U IMYHOCTHOTO PA3BUTHSL.

OK 5. Ucnonws3oBath WH()OPMAITMOHHO-KOMMYHHKAIIMOHHBIE TEXHOJIOTHH B MPOGeCcCHOHATBHON
NEeSATEIbHOCTH.

OK 6. PaboTaTh B KOJUIEKTUBE U B KOMaH 1€, 3P(HEKTUBHO 00IIAThCSI C KOJUIETaMH, PYKOBOJICTBOM,
MOTPEOUTENSIMHU.

OK 7. bpars Ha ce0s OTBETCTBEHHOCTh 3a pabOTy 4JICHOB KOMaHbI (MOMYMHEHHBIX), 3a
pe3yJbTaT BBIIIOJIHEHUS 3aJaHUM.

OK 8. CamocrosiTenbHO  ONpeAensiTh  3aJaud  Mpo(ecCHOHATBHOTO M JIMYHOCTHOTO
Pa3BUTHSL, 3aHUMAThCA caMO00pa30BaHNEM, OCO3HAHHO TJIAHMPOBATH MOBBINICHHE KBATH(PHUKAIINH.

OK 9. OpuentupoBaThCs B YCJIOBHSX 4YacCTOM CMEHBl TEXHOJOTHH B MpodhecCHOHATBLHON
NEeSITeIbHOCTH.

IIK 1.1. KoopauuupoBath paboTy opraHu3anuu (IMPUEMHOW PYKOBOJIUTENS), BECTH TIPHEM
IIOCETUTENEH.

IIK 1.2. OcymiecTBasaTh paboOTy MO MOJATOTOBKE M MPOBEICHHUIO COBELIAHWM, JIEJIOBBIX BCTpEY,
IIPUEMOB U IIPE3CHTALIUN.

I1K 1.4. Opranu3oBsiBaTh pabodyee MECTO CeKpeTapsi U pyKOBOAUTEIIS.

I[IK 1.5. Odopmiaste U perucTpupoBaTb OPraHU3aLMOHHO-PACIOPAIUTENbHBIE JIOKYMEHTHI,
KOHTPOJIMPOBATh CPOKU MX UCTIOTHEHHUS.

IIK 1.6. O6pabaThiBaTh BXOASIINE U UCXOISIINE JOKYMEHTBI, CACTEMATH3UPOBATh UX, COCTABIISATh
HOMEHKJIATYpY J1e]d ¥ GopMHUpOBATH TOKYMEHTHI B J€Na.

I[IK 1.7. CamocrosarenbHO paboTaTh C JOKYMEHTaMH, COJEPKAIIMMH KOH(PHUACHIIMAIbHYIO
nH(OpPMAaILIKIO, B TOM YHUCIIE C TOKYMEHTAMH IO JIMYHOMY COCTaBY.

[1K 1.8. OcymecTBasTh TeneoHHOE 00CTy)KUBaHUE, IPHHUMATh U TIepe1aBaTh (PaKChI.

[IK 2.4. ObecrnieunBaTh IprUeM U PallMOHATBLHOE pa3MElIeHHE JOKYMEHTOB B apXHBE (B TOM 4YHCIE
JIOKYMEHTOB TI0 TUYHOMY COCTaBY).

[IK 2.5. ObecnieunBaTh y4eT U COXPAHHOCTh JIOKYMEHTOB B apXHUBE.

1.5. KosimuecTBO 4acoB Ha 0CBOEHHE NIPOrPaMMBbl JUCHUILIMHBI:

MaKCUMaJIbHOW yueOHOU Harpy3Kku oOydaromerocs - 72 yaca, B TOM YHCJE:

00s13aTeIbHON ayJUTOPHON yueOHOUM Harpy3ku oOyuaromierocs - 48 4acos;

CaMOCTOSITeNIbHON paboThl o0yyarolerocs - 24 yaca.

By npomexyTo4HOM aTTecTaluu - 3K3aMeEH.

OIl 04 «I"'ocynapcTBeHHAsi 1 MYHUIIMNIAJTbHAS CJIYK02)

1.1. O6n1acTh NpUMEHEHHs IPOTrPAMMBbI

[IporpamMmMa yuyeOHON AMCHMIUIMHBI SBISETCS YAaCThIO OCHOBHOM 0Opa3oBaTeIbHOM MPOrpaMMbl
B cooTBeTcTBUM ¢ @DefepalbHBIM TOCYAAPCTBEHHBIM OOpa30BaTENbHBIM CTAaHAAPTOM CPEIHETO
npodecCuoOHAIBHOTO  00pa3oBaHusl JuIsi  cTyaeHToB crnenuanbHocTH  46.02.01 JlokyMeHTalmoHHOe
obecrieyeHre ynpaBieHHs U apXUBOBECHHUE.

1.2. MecTo IMCHMILUIMHBI B CTPYKTYpe OCHOBHOW NpodeccHOHATbHOII 00pa3oBaTe/ILHOM
nporpammbl: O0mienpodeccHoHaNbHbIN UK

1.3. Leau ¥ 3a1a4M TUCHMIIMHBI — TPEOOBAHUS K Pe3yJIbTATaM OCBOEHHUS AU CHUILINHBI:

B pe3ynbraTe 0OCBOGHUS IUCHUILIUHBI 00 yJatoIUiics JODKEH yMeTh:

- MPUMEHSTH KaIpOBYIO MOJIUTUKY HAa FOCYAAPCTBEHHOW U MyHUIIMTIAJIbHOM CITy»KOe;

B pe3ynbraTe 0CBOGHUS TUCHHUILTMHBI 00 yJatoLHiics JOKEH 3HATh:

- CUCTEMY r'OCYJapCTBEHHBIX YUPEKIEHUN 1 OPraHOB MECTHOTO CAMO YIIPaBJICHMUS;

- o0mue TNpUHIMIBI W TpeOOBaHMA K  NPOXOXKACHUIO  TOCYIapCTBEHHOW U
MYHUITUTIAJTEHON  CITYKOBI;

- OpraHU3aIMOHHO-TIPABOBBIE (POPMBI FTOCYIAPCTBEHHOTO aniapara ynpaBIeHHs.

14. Pe3yabTaToM O0CBOEHHsI Y4YeOHOH JAUCHUIJIMHBI sABJsieTcss ¢opMUpoOBaHHe Yy
00y4YaOIIUXCS KOMIIETeHIMIA:

OK 1. [ToruMaTh CyIIHOCTb U COIMATBHYIO 3HAUUMOCTh CBOCH OymyIieit mpodeccuu, mposBIsATh K
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HEW yCTOWYUBBIN UHTEPEC.

OK 2. OpranuzoBbiBaThb COOCTBEHHYIO JESATEIBHOCTh, BBIOMPATh THUIIOBBIE METOABI |
CTIIOCOOBI BBITTOTHEHUS MTPO()ECCHOHANBHBIX 33/1a4, OIICHUBATh UX 3(PPEKTUBHOCTH U KAYECTBO.

OK 3. IlpuHuMaThe pelieHusi B CTaHAAPTHBIX M HECTAHJAPTHBIX CUTYallUIX W HECTH 3a HUX
OTBETCTBEHHOCTb.

OK 4. OcymecTBisaTh IOUCK MW  HUCIOJb30BaHWE HMHPOPMAIMHM, HEOOXOIUMOW IS
3¢ (HEKTUBHOTO BHITIOTHEHUS POGECCHOHATBHBIX 3a/1a4, MPO(PECCHOHATBHOTO U IMYHOCTHOTO PAa3BUTHAL.

OK 5. Ucnonws3oBath WH(DOPMAIMOHHO-KOMMYHHKAIIMOHHBIE TEXHOJIOTHH B MPOGECcCHOHATBHON
NEeSTEbHOCTH.

OK 6. PaboTaTh B KOJJIEKTHBE U B KOMaH i€, 3P(EKTUBHO 00IIAThCSI C KOJUIETaMH, PYKOBOJICTBOM,
MOTPEOUTENSIMHU.

OK 7. bpars Ha ce0s OTBETCTBEHHOCTh 3a pabOTy 4JICHOB KOMaHAbI (MOMYMHEHHBIX), 3a
pe3ynbTaT BHIMOJHEHUS 3aJaHU.

OK 8. CamocrosTenbHO  ONpeAensTh  3aJaud  Mpo(ecCHOHATBHOTO M JIMYHOCTHOTO
Pa3BHUTHS, 3aHUMATHCS CAMOOOpa30BaHNUEM, OCO3HAHHO IJIAHMPOBATH IMOBHIICHNE KBATU(UKAIINH.

IIK 1.1. KoopaunupoBath paboTy opraHuzanuu (IPUEMHON PYKOBOAMTENS), BECTU MpUEM
IIOCETUTENEH.

IIK 1.2. OcymectBisaTh paboTy MO MOATOTOBKE U IMPOBEICHUIO COBEIIAHMI, JIETOBBIX BCTpEY,
IIPUEMOB U IIPE3ECHTALIUN.

IIK 1.3. OcymiecTBisiTh MOATOTOBKY JEIOBBIX MOE30K PYKOBOAMUTENS U IPYTHX COTPYIHUKOB
OpraHu3aIyu.

[IK 1.4. Opranu3oBsiBaTh pabodyee MeCTO CeKpeTapsi U pyKOBOAUTEIIS.

I[IK 1.5. OdopmisitTh u perucTpupoBaTh OPraHU3AIUOHHO-PACTIOPSIIUTEIBHBIE JOKYMEHTHI,
KOHTPOJIMPOBATH CPOKU MX UCTIOTHEHHUSI.

[IK 1.6. O6pabatbiBaTh BXOIAIINE U UCXOAIINE JOKYMEHTBI, CHCTEMAaTHU3UPOBATh UX, COCTABIIATh
HOMEHKJIATYpY J1e]1 ¥ GopMHUpOBATH TOKYMEHTHI B JeTa.

I[IK 1.7. CamocrtosarenbHO paldoTaTh C JOKYMEHTaMH, COJEPKAIIMMHU KOH(PHUIACHIIMAIbHYIO
nH(pOpMaIIKIO, B TOM YHCIIE C TOKYMEHTAMH IO JIMYHOMY COCTaBY.

[IK 1.8. OcymiectBnsaTh TenepoHHOE 00CTy)KUBaHNE, IPUHUMATh U I€pe1aBaTh (PaKChl.

1.5. KosimuecTBO 4aCOB Ha OCBOEHHE NPOrPaAaMMBbI JUCHUIIJIMHBI:

MaKCHUMaJIbHOW yueOHOU Harpy3ku oOyuatouerocs - 90 yacos, B TOM YHUCIIE:

00s13aTeNbHON ayIMTOPHON yueOHOI Harpy3ku obydaromierocs - 60 4acos;

CaMOCTOSITENIbHOM paboThl 00yuaromerocs - 30 4acos.

Bun npomexxyTouHoii arTectanuu - nuddpepeHupoBaHHbIN 3aUeT.

OIl. 05 «MHOoCTpaHHBII A3BIK (NPOdecCHOHAIBHBII)»

1.1. Ob6sacTh NpUMeHEHHUs TPOrPaAMMBbI

IIporpamma y4eOHOW AMCHUIUIMHBI SBJSETCS YacThblO OCHOBHOM 00pa3oBaTENbHOM MPOrpaMMbl
B cooTBeTcTBUM ¢ DenepanbHbIM TOCYIapCTBEHHBIM OOpa30BaTENbHBIM CTAaHAAPTOM CpPEIHEro
npodeccrnoHanbHOTO 00pa3oBaHMs UIsl CTYAEHTOB crenuanbHocTH 46.02.01 JlokymeHTannoHHOE
o0ecrnieueHre yrpaBiIeHUs U apXUBOBEJCHHE.

1.2. MecTo IMCHMILUIMHBI B CTPYKTYpe OCHOBHOW NpogecCHOHAIBbHOI 00pa3oBaTe/bHOM
nporpammbl: O61enpodeccnoHanbHbIN UK

1.3. Heau ¥ 3a1a4M AUCUMIIMHBI — TPeOOBAHUS K Pe3yJIbTATaM OCBOCHHUS AU CHUIINHBI:

B pe3ynbraTe 0cBOCHUS NUCHUILIMHBI 00 yUaIOIUICS T0JKEH YMeTh:

- paboTaTh ¢ mpoecCHOHATLHBIMU TEKCTaMH Ha HHOCTPAHHOM SI3BIKE;

- COCTaBIATh M O(OPMISATH OPTraHU3ALMOHHO-PACTIOPSAUTENBHYIO JTOKYMEHTALUIO Ha
MHOCTPAHHOM $I3BIKE;

- BECTH MEPEroBOPHI HA HMHOCTPAHHOM SI3BIKE;

B pe3ynbraTe 0OCBOGHUS IUCHUILTUHBI 00 yJatOIUiiCs JODKEH 3HATh:

- MPAaKTHYECKYI0 TPaMMATHKy, HEOOXOIMMYIO il MpOodeCcCHOHATBHOTO OOIICHHS Ha
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MHOCTPAHHOM SI3bIKE;

- 0COOEHHOCTH NEPEBOAA CIIY’KEOHBIX JOKYMEHTOB C HHOCTPAHHOTO S3bIKa.

14. Pe3yabraToM o0CBOeHHMs Y4eOHOH JAUCHUILVIMHBI sABJsieTcs (QopMUpOBaHHE Yy
00y4arouUXcsi KOMIEeTEeHIUii:

OK 1. Ilonumars CynHOCTh M COLMAIBHYIO 3HAUMMOCTh CBOEH Oynymieil mpodeccuu, mposBIsTh K
HEW yCTOWYMBBIN UHTEPEC.

OK 2. OpraHu3oBbIBaTh COOCTBEHHYIO JI€ATEIIBHOCTh, BBIOMpPATh THUIIOBBIE METOABI H
CIIOCOOB!I BBIITOJIHEHMSI TPO(ECCUOHANIBHBIX 3a/1a4, OLIEHUBATh UX 3((PEKTUBHOCTh U KAYECTBO.

OK 3. IlpuHuMaTpe peleHuss B CTAaHAAPTHBIX M HECTAHJAPTHBIX CUTYallUAX M HECTH 3a HUX
OTBETCTBEHHOCTb.

OK 4. OcymecTBisiTh MOUCK H  HUCMHOJb30BaHUE HWHGPOpMAIMM, HEOOXOTUMON  JUIS
3¢ (G EeKTUBHOIO BBIITOJIHEHUS TPO(ECCUOHATBHBIX 33]1a4, NPO(EeCCHOHANBHOTO U JIMYHOCTHOTO Pa3BUTHSL.

OK 5. HUcnonb3oBate WHGOPMALMOHHO-KOMMYHUKAIIMOHHBIE TEXHOJOTHH B MPO(})ECCHOHAIBHOM
JESTEIIBHOCTH.

OK 6. PaboTath B KOJUIEKTHBE U B KOMaH/e, 3P (HEKTUBHO OOIIATHCS C KOJUIETaMU, PYKOBOICTBOM,
MOTPEOUTEIISIMH.

OK 7. bparp Ha ce0s OTBETCTBEHHOCTh 3a pabOTy 4ICHOB KOMaHIbl (MOJAYMHEHHBIX), 3a
pe3yJIbTaT BBIIIOJIHEHUS 3aJaHUM.

I[IK 1.1. KoopaunupoBarh palOoTy opraHuzauuu (IPUEMHOM pPYKOBOAMTENS), BECTU HpPUEM
IIOCETUTEIIEN.

IIK 1.2. OcymectBiasaTe pabOTy HO MOATOTOBKE M IPOBEJIECHUIO COBELIAHMM, JIEIOBBIX BCTpEY,
IIPUEMOB U IIPE3CHTaLU.

IIK 1.3. OcymiecTBasiTh MOJATOTOBKY JEIOBBIX MOE3I0K PYKOBOJUTENS U JAPYTUX COTPYTHUKOB
OpraHH3alMH.

1.5. KosimuecTBO 4acoB Ha 0CBOEHHE NIPOrPaMMBbI JUCHUILIMHBI:

MaKCUMaJIbHOU y4eOHOW Harpy3ku oOyuatomierocs — 189 yacos, B TOM 4Hce:

00s13aTeIbHON ayIMTOPHOM yueOHOM Harpy3ku oOy4daromierocs - 126 yacos;

CaMOCTOSITeNIbHON paboThl o0yyatoierocst — 63 yaca.

Bun npomexxyTouHOM aTTecTaliui — KOHTPOJIbHAs padoTa, 1u(pepeHInpoBaHHbIN 3a4eT

OI1. 06 ITpodeccuonaibHasi ITHKA U NICUXO0JI0TH /1€JI0BOT0 00LIeHUsI

1.1. O6s1acTh NpUMEHEHHs IPOTrPAMMBbI»)

[IporpamMmMa yuyeOHON AMCHMIUIMHBI SBISETCS YAaCThIO OCHOBHOH 0Opa3oBaTEIbHOM MPOrpaMMbl
B cooTBeTcTBUM ¢ @DenepasbHbIM TOCYAAPCTBEHHBIM OOpa30BaTEeNbHBIM CTAaHAAPTOM CPEIHETO
npodeccuoHabHOTO 00pa3oBaHMs NJisi  CTyAeHTOB crnernuaibHocTH  46.02.01 JlokyMeHTalroHHOe
obecrieyeHre ynpaBieHHs U apXUBOBECHHUE.

1.2. MecTo OMCHMILUIMHBI B CTPYKTYpe OCHOBHOW NpogeccHOHATBbHOII 00pa3oBaTeILHOM
nporpammbl: O0menpodeccHoHaIbHBINA UK

1.3. Leau ¥ 3a1a4M TUCHMIIUHBI — TPEOOBAHUS K Pe3yJIbTATaM OCBOEHHUSI AUCHUIIUHBI:

B pe3ynbraTe 0OCBOGHUS IUCHUILIUHBI 00 yJatoUUiics JOKEH yMeTh:

- MPUMEHSITH B MPO(ECCHOHAIBHOM 1eATeIbHOCTH MPUEMBI JIEJIOBOTO OOIIEHNUS;

B pe3ynbraTe 0OCBOGHUS IUCHUILIUHBI 00 yJatOIIUiiCcs JODKEH 3HATh:

- OCHOBHBIE TIpaBHJia TNPOPECCHOHANBHOW O3TUKM M MPHUEMBbl JI€JOBOr0 OOIIEHUS B
KOJJIEKTHBE;

- 0COOEHHOCTH MPOGECCUOHATBHOW OSTUKU U ICUXOJOTUU JIEJIOBOTO OOIICHUS CIYXKaAIIUX
rOCYJIapCTBEHHBIX U MHBIX OPTaHU3aIllMOHHO-TIPABOBBIX (DOPM yUpEXIECHHUI U OpraHU3aIMi .

14. Pe3yabTaToM O0CBOEHUSI Y4YeOHOW AUCHUIVIMHBI siBJsieTcss (OpMHUpOBaHHE Y
00y4YaOIIUXCS KOMIIETeHIMIA:

OK 1. [ToruMaTh CyIIHOCTb U COIMATBHYIO 3HAUUMOCTh CBOCH OymyIieit mpodeccuu, mposiBIsATh K
HEW yCTOWYUBBIN UHTEPEC.

OK 2. OpranuzoBbiBaThb COOCTBEHHYIO JESATEIBHOCTh, BBIOMPATh THUIIOBBIE METOABI |
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CTIIOCOOBI BBITIOTHEHUS MTPO(EeCCHOHANBHBIX 33]1a4, OLICHUBATh WX 3()PEKTUBHOCTH U KAYECTBO.

OK 3. [lpuHuMaTh pelieHusT B CTAaHAAPTHBIX M HECTAHIAPTHBIX CUTYAlMSIX W HECTH 32 HHX
OTBETCTBEHHOCTb.

OK 4. OcymecTBiasaTh IOUCK MW HUCIOJBb30BaHWE HMHQPOPMAIMHM, HEOOXOIUMOW IS
3¢ (HEKTUBHOTO BBITIOTHEHUS TPOGECCHOHANBHBIX 3a/1a4, MPO(PECCHOHATBHOTO U INYHOCTHOTO PAa3BUTHSI.

OK 5. Ucnonws3oBath WH(DOPMAIMOHHO-KOMMYHHKAIIMOHHBIE TEXHOJIOTHH B MPOGECCHOHATBHON
NEeSATEbHOCTH.

OK 6. PaboTaTh B KOJUIEKTUBE U B KOMaH i€, 3P(EKTUBHO 00IIAThCsI C KOJUIETaMH, PYKOBOJICTBOM,
NOTPeOUTENSIMHU.

OK 7. bpars Ha ce0s OTBETCTBEHHOCTh 3a pabOTy 4JICHOB KOMaHbI (MOMYMHEHHBIX), 3a
pe3ynbTaT BHIMOJHEHUS 3aJaHU.

OK 8. CamocrosTenbHO  ONpeAensTh  3agaud  MNpo(ecCHOHATBHOTO M JIMYHOCTHOTO
Pa3BUTHS, 3aHUMATHLCS CAMOOOpa30BaHUEM, OCO3HAHHO IJIAHUPOBATH IMOBHIIICHNE KBATU(PUKAIINH.

IIK 1.2. OcymiecTBasaTh paboOTy MO MOJATOTOBKE M MPOBEICHHUIO COBELIAHWM, JIEJIOBBIX BCTpEY,
IIPUEMOB U IIPE3CHTALIUN.

IIK 1.3. OcymiecTBisiTh MOATOTOBKY JEIOBBIX MOE30K PYKOBOAMUTENS U JIPYTHX COTPYIHUKOB
OpraHu3aIy.

[1K 1.4. Opranu3oBsiBaTh pabodee MECTO CeKpeTapsi U PyKOBOAUTEIIS.

I[IK 1.5. Odopmisith M perucTpupoBaTh OPraHU3AIMOHHO-PACTIOPSAUTEIBHBIE JIOKYMEHTHI,
KOHTPOJIMPOBATh CPOKU MX UCTIOTHEHHUS.

IIK 1.6. O6pabaTsiBaTh BXOASIINE U UCXOISIINE JOKYMEHTBI, CACTEMATH3UPOBATh UX, COCTABIISATH
HOMEHKJIATYpY J1ed U GopMHUpOBaATh TOKYMEHTHI B JIeTa.

[1K 1.8. OcymecTBasTh TeneoHHOE 00CTy)KUBaHUE, IPHHUMATh U TIepe1aBaTh (PaKChI.

1.5. KoinuecTBO 4acoB HA OCBOEHHE MPOTrPAMMBbI TMCHHIJIMHbBI:

MaKCHMaJIbHOW yueOHOU Harpy3ku oOyuatomierocs - 90 yacos, B TOM YHUCIIE:

00s13aTeNbHON ayIMTOPHON yueOHOIM Harpy3ku oOydarorierocs - 60 4acos;

CaMOCTOSITENIbHOM paboThl 0Oy4aromierocs - 30 yacon

Bun npomexxyTo4HOM aTTecTaluu - 3a4er.

OI1. 07 «YnipaBJjieHHE IEPCOHATIOM »

1.1. Ob6sacTh NpUMeHEHHUs TPOrPAMMBI

IIporpamma y4eOHOW AMCLMIUIMHBI SBJSETCS YAaCThbIO OCHOBHOM 00pa3oBaTeNbHOM MpOrpamMmbl
B cooTBeTcTBUM ¢ DenepanbHbIM TOCYIAapCTBEHHBIM OOpa30BaTEIbHBIM CTAaHAAPTOM CPEIHETO
npodeccnoHanbHOTO 00pa3oBaHus UIsl CTyAeHTOB crenuanbHocTH  46.02.01 JlokymeHTannoHHOE
o0ecrniedyeHre yrpaBiIeHUs U apXUBOBEJCHHE.

1.2. MecTo IMCHMILUIMHBI B CTPYKTYpe OCHOBHOW NpogecCHOHAIBbHOI 00pa3oBaTe/bHOM
nporpammbl: O61enpodeccnoHanbHbIN UK

1.3. Heau ¥ 3a1a4M AUCUMIIMHBI — TPeOOBAHUS K Pe3yJIbTATaM OCBOCHHUS AU CHUIINHBI:

B pe3ynbraTe 0cBOCHUS NUCHUILIMHBI 00 yUaIOIUICS T0JKEH YMeTh:

- CO3/1aBaTh OJIArONPUATHBIN MCUXOJOIMYECKH KIMMAaT B KOJUIEKTHBE;

- 3¢ (HEKTUBHO YIPaBIATh TPYAOBBIMU PECYPCAMU;

B pe3ynbraTe 0OCBOGHUS IUCHUILTUHBI 00 yJatOIIUiiCs JODKEH 3HATh:

- coJiep>KaHue KaJIpOBOrO,  MH(OPMAIOHHOTO, TEXHUYECKOTO U TNPaBOBOTrO
o0ecreyeHrs: CUCTEMbI YIIPaBJIEHUS IIEPCOHAIIOM;

- OpPraHMU3AIMOHHYIO CTPYKTYPY CIIYKObI YIIPaBIIEHUS [IEPCOHATIOM;

- o0I1IMe MPUHIMIIBI YIIPABJIECHUS IEPCOHAIIOM; IPUHIIMITBI OPraHU3alUH KaIpOBOi paboThI;

- MICUXOJOTHYECKHE aCTIEKThI YIPABICHUS, CIOCOOBI pa3pelieHuss KOH(MIUKTHBIX CUTyalluil B
KOJUIEKTHBE.

14. Pe3yabTaToM O0CBOEHUSI Y4YeOHOW AUCHUIVIMHBI siBJsieTca GopMUpoBaHue Yy
00y4YaOIIUXCS KOMIIETeHIMIA:

OK 1. [ToruMaTh CyIIHOCTb U COIMATIBLHYIO 3HAUUMOCTh CBOCH OymyIieit mpodeccuu, mposiBIsATh K
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HEW yCTOWYUBBIN UHTEPEC.

OK 2. OpranuzoBbiBaThb COOCTBEHHYIO JESATEIBHOCTh, BBIOMPATh THUIIOBBIE METOABI |
CTIIOCOOBI BBITTOTHEHUS MTPO()ECCHOHANBHBIX 33/1a4, OIICHUBATh UX 3(PPEKTUBHOCTH U KAYECTBO.

OK 3. IlpuHuMaThe pelieHusi B CTaHAAPTHBIX M HECTAHJAPTHBIX CUTYallUIX W HECTH 3a HUX
OTBETCTBEHHOCTb.

OK 4. OcymecTBisaTh IOUCK MW  HUCIOJb30BaHWE HMHPOPMAIMHM, HEOOXOIUMOW IS
3¢ (HEKTUBHOTO BHITIOTHEHUS POGECCHOHATBHBIX 3a/1a4, MPO(PECCHOHATBHOTO U IMYHOCTHOTO PAa3BUTHAL.

OK 5. Ucnonws3oBath WH(DOPMAIMOHHO-KOMMYHHKAIIMOHHBIE TEXHOJIOTHH B MPOGECcCHOHATBHON
NEeSTEbHOCTH.

OK 6. PaboTaTh B KOJJIEKTHBE U B KOMaH i€, 3P(EKTUBHO 00IIAThCSI C KOJUIETaMH, PYKOBOJICTBOM,
MOTPEOUTENSIMHU.

OK 7. bpars Ha ce0s OTBETCTBEHHOCTh 3a pabOTy 4JICHOB KOMaHAbI (MOMYMHEHHBIX), 3a
pe3ynbTaT BHIMOJHEHUS 3aJaHU.

OK 8. CamocrosTenbHO  ONpeAensiTh  3aJaud  Mpo(ecCHOHATBHOTO M JIMYHOCTHOTO
Pa3BHUTHS, 3aHUMATHCS CAMOOOpa30BaHNUEM, OCO3HAHHO IJIAHMPOBATH IMOBHIICHNE KBATU(UKAIINH.

OK 9. OpueHTHpOBaTbCS B YCJIOBHUSIX YAaCTOM CMEHbI TEXHOJNOTMH B MpodhecCHOHATHHOM
NEeSITeTbHOCTH.

I[IK 1.7. CamocrositensHO paboTaTh C JOKYMEHTaMH, COJAEPKAIIUMHU KOH(PHUICHIUAIbHYIO
WH(OPMAIIHIO, B TOM YHUCIIC C TOKYMEHTAMH I10 INYHOMY COCTaBY.

IIK 2.6. Opranu3oBbIBaTh UCIOIb30BAHUE APXMUBHBIX JOKYMEHTOB B HAyUHBIX, CIIPABOYHBIX H
MPAKTUYECKUX LETIAX.

IIK 2.7. OcymiecTBasTh OPraHU3alMOHHO-METOAMYECKOE PYKOBOJICTBO M KOHTPOIb 3a paboTOid
apXuBa OpPTaHMU3allMU U 32 OpraHu3alueil JOKyMEHTOB B JIETIOMPOU3BOJICTBE.

1.5. KoinuecTBO 4acoB HA OCBOEHHE MPOTrPAMMBbI AN CUHUILIMHBI:

MaKCHMaJIbHOW yueOHOU Harpy3ku oOyuatomierocs - 90 yacos, B TOM YHUCIIE:

00s13aTeNbHOM ayIMTOPHON yueOHOM Harpy3ku odydaromierocs - 60 4acos;

CaMOCTOSITENIbHOM paboThl 00yyaromerocs - 30 4acos.

Bun npomexxyTo4HOM aTTecTaluu - 3a4er.

OI1. 08 «IIpaBoBoe o0ecnieyeHue NpodecCHOHANbHOMN 1eATEIbHOCTH »

1.1. Ob6sacTh NpUMeHEHHUs TPOrPAMMBI

IIporpamma y4eOHOW AMCLMIUIMHBI SBJSETCS YAaCThbIO OCHOBHOM 00pa3oBaTeNbHOM MpOrpamMmbl
B COOTBeTCTBUM ¢ DenepanbHbIM TOCYIapCTBEHHBIM OOpa30BaTEIbHBIM CTAaHAAPTOM CpPEIHEro
npodeccroHanbHOTO 00pa3oBaHUs AN CTYAEHTOB crenuanbHocTu  46.02.01 JlokyMeHTalnoHHOE
o0ecrniedyeHre yrpaBiIeHUs U apXUBOBEJCHHE.

1.2. MecTo IMCHMILUIMHBI B CTPYKTYpe OCHOBHOW NpogecCHOHAIBbHOI 00pa3oBaTe/bHOM
nporpammbl: O61enpodeccnoHanbHbIN UK

1.3. Ieau ¥ 3a1a4u AUCHMIIMHBI — TPe0OBaHUS K pPe3yJIbTaTaM OCBOEHUS! JMCHUIIMHBI:

B pe3ynbraTe 0cBOCHUS NUCHUILIMHBI 00 yUaIOIUICS T0JKEH YMeTh:

- 3alMIIATh CBOM IPaBa B COOTBETCTBUU C TPYAOBBIM 3aKOHOIATENBCTBOM;

- HCIOJIb30BaTh IPABOBYIO MHGOPMAIUIO B MTpodheccHnoHabHOM 1eATeNbHOCTH;

B pe3ynbraTe 0OCBOGHUS IUCHUILIUHBI 00 yJatOIIUiiCcs JODKEH 3HATh:

- mpaBa U 00SI3aHHOCTH CITY)KAIIHX ;

- 3aKOHOJATEIIbHBIE aKThI u HOPMAaTUBHBIE JNOKYMEHTBI, peryaupyroiue
MPaBOOTHOLIEHUS (PU3MUYECKUX U IOPUINYECKUX JIUII;
- OCHOBHBIE 3aKOHOJATEIIbHBIE aKTbI 0 [IPaBOBOM obecrieyeHun

npoecCHOHANBHON  IeATENbHOCTH CIYXKAIIUX.

14. Pe3yabraToM o0CBOeHHs Y4YeOHOH [JAUCHUIJIMHBI sABJsieTcss d¢opMupoBaHue Yy
00y4arouUXcst KOMIeTEeHIUii:

OK 1. IloHumars CynHOCTh M COLMATBbHYIO 3HAUMMOCTh CBOEH Oynymieil mpodeccuu, mposBIsTh K
HEW yCTOWYMBBIN UHTEPEC.
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OK 2. OpraHu3oBbIBaTh COOCTBEHHYIO JI€ATEIIHOCTh, BBIOMPAaTh THUIIOBBIE METOABI H
CIIOCOOBI BBIMTOJTHEHHUS MTPOPECCHOHAIBHBIX 3a]1a4, OIEHUBATh X 3()(PEKTUBHOCTH U KA4eCTBO.

OK 3. IlpunHumarh pemieHus B CTAHAAPTHBIX M HECTaHIAPTHBIX CHUTYalUsSX M HECTH 3a HUX
OTBETCTBEHHOCTb.

OK 4. OcymecTBisiTh MOUCK M  HUCMIOJb30BaHUE HHGPOpMAIMK, HEOOXOTUMON  JUIS
3¢ (G EeKTUBHOIO BBIITOJIHEHUS TPO(ECCHOHATBHBIX 33]1a4, NPO(EeCCHOHANBHOIO U JIMYHOCTHOI'O Pa3BUTHSL.

OK 5. Hcnonb3oBate HWHGOPMALMOHHO-KOMMYHUKAIIMOHHBIE TEXHOJOTHH B NMPO()ECCHOHAIBHOM
JEsITebHOCTH.

OK 6. PaboTath B KOJUIEKTHBE U B KOMaH/e, 3P (HEKTUBHO OOIIATHCS C KOJUIETaMU, PYKOBOZICTBOM,
MOTPEOUTEIIIMH.

OK 7. bpares Ha ce0s OTBETCTBEHHOCTh 3a pabOTy 4ICHOB KOMaHIbl (MOJAYMHEHHBIX), 3a
pe3yibTaT BBIIOJHEHUS 3aJaHUH.

IIK 1.1. KoopaunupoBarh paOoTy opraHuzauuu (IPUEMHOM pPYKOBOAMTENS), BECTU IPUEM
MIOCETUTENEH.

IIK 1.2. OcymectBisaTe paboOTy MO MOATOTOBKE W IPOBEJIEHUIO COBELIAHMM, JI€JIOBBIX BCTpEY,
IIPUEMOB U IPE3EeHTALUH.

[1K 1.4. Opranu3oBsiBaTh padbodee MECTO CeKpeTapsi U PyKOBOJIHUTEIIS.

I[IK 1.5. OdopmisATh U perucTpupoBaTh OPraHU3aLMOHHO-PACIIOPSIUTENbHbIC JIOKYMEHTHI,
KOHTPOJIMPOBATh CPOKU MX UCIIOJTHEHHUS.

IIK 1.7. CamocrosiTenbHO paboTaTh C JOKYMEHTaMHM, COJEpKallUMHU KOH(UAECHIHAIbHYIO
MH(POPMAIIHIO, B TOM YHUCIIE C JOKYMEHTAaMH 110 JINYHOMY COCTaBY.

1K 1.8. OcymiecTBisTh TesneoHHOE 00CTy)KUBaHUE, IPUHUMATh U IIepeiaBaTh (PaKcChl.

1.5. KoinyecTBO 4acoB Ha 0CBOeHHE MPOTrPaMMBbI M CHMIIJIMHbI:

MaKCUMaJIbHOW yueOHOW Harpy3ku oOyuatomierocs - 90 4acoB, B TOM 4YHCII€:

00s13aTeNIbHON ayIMTOPHOM yueOHOM Harpy3ku oOy4aroierocs - 60 4acos;

caMOCTOSITeNIbHON paboThl oOyyarorerocs - 30 yacos.

Bun npomexyTo4HOM aTTecTaluu - SK3aMeEH.

OI1. 09 «be3onacHOCTD JKM3HEAEATEIbHOCTH

1.1. Ob6n1acTh NpUMEHEeHHs MPOTrPaMMBbI

[IporpamMmMa yueOHON AMCUMIIIMHBI SBISETCS YaCThbIO OCHOBHOM 00pa3oBaTeNbHOI MporpamMmsl B
coorBeTcTBUM ¢ DenepanbHbIM  TIOCYJapCTBEHHBIM — 00pa3oBaTelIbHBIM  CTAHAAPTOM  CPEIHEro
npodeccuoHaibHOTO 00pa3oBaHus s CTyaeHTOB crnenuanbHoctd 46.02.01 JlokyMeHTalnoHHOE
obecrieyeHre ynpaBieHNs U apXUBOBECHHUE.

1.2. MecTo IMCHMILUIMHBI B CTPYKTYpe OCHOBHOW mNpodeccHOHAIBbHOII 00pa3oBaTe/IbHOM
nporpammbl: O0mienpodeccHoHaIbHBINA UK

1.3. Heau 1 32124 TUCHHUIJIMHBI — TPeOOBAHUS K Pe3yJIbTAaTaM OCBOEHHUSI IMCIUTLINHBI:

B pe3ynbraTe 0OCBOGHUS IUCHUILIUHBI 00 yJatOIIUiics JODKEH yMeTh:

- OpPraHM30BBIBATH U MPOBOJUTH MEPOIPHUATHS MO 3allUTe pabOTaIONIMX W HACEJIEHHs OT
HETaTUBHBIX BO3/ICVCTBUN YPE3BbIYANHBIX CUTYALIUN;

- MpeaNpUHUMATh NPOPHIAKTUYECKHE MeEpbl Ul CHIKEHUS YPOBHS  OMACHOCTEH
Pa3NIMYHOTrO BUJA M MX MOCIEACTBUN B MPO(ECCHOHATBHOM NESTETLHOCTH U OBITY;

- UCIOJIb30BaTh CPEACTBA WMHJWBHUIYaJbHOW M KOJJIEKTUBHOM 3alllUTBl OT OpYXKHUS
MaccOBOI'0 IOPaXXECHMUSI,;

- MIPUMEHSTH EPBUYHbBIE CPECTBA MOKAPOTYIICHHUS;

- OPUEHTUPOBATLCS B IIEPEYHE BOCHHO-YUYETHBIX CIIEHUAJIBHOCTEH M CaMOCTOSTENBHO
ONPENENATh CPEAN HUX POACTBEHHBIE MOJYYEHHON CIIEHNAIbHOCTH;

- IPUMEHATh NPO(EecCHOHANbHBIE 3HAHUS B XO/€ HUCIOJIHEHUS OO0S3aHHOCTEH BOCHHOMN
CIIY’KObl HA BOMHCKHX JOJKHOCTSIX B COOTBETCTBUU C MOTYYEHHOH CIEMaIbHOCTHIO;

- BIQJIETh croco0amu OeCKOH(MIUKTHOTO OOIICHHS W CaMOPETYISAIHH B TOBCETHEBHOM
JEeSITeIbHOCTH U AKCTPEMAaJIbHBIX YCIOBUSAX BOCHHOM CITY:KOBI;
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- OKa3bIBaTh MEPBYIO MIOMOILb TOCTPAJaBIINM;

B pe3ynbraTe 0CBOGHUS IUCHUILINHBI 00 yJarOIUICs JODKEH 3HATh:

- OPUHLUIBL  O0ECTeYeHNUsT YCTOMYMBOCTH OOBEKTOB HSKOHOMHKH, IPOTHO3MPOBAHUS
pasBUTHs COOBITUN M OLIEHKH IMOCIEACTBUI NMPU TEXHOI'CHHBIX YPE3BBIYAMHBIX CUTYallUAX U CTUXUHHBIX
SBJICHUSIX, B TOM YHCJIE B YCIIOBUSX IPOTUBOAECUCTBUS TEPPOPU3MY KAK CEPbE3HOM Yrpo3€ HAllMOHAIbHON
6e3onacHoctu Poccuy;

- OCHOBHBIC BHJIbI NMOTCHUUAIBHBIX OMACHOCTEH M WX IOCIEACTBUS B MPOPECCHOHATBHON
NESITeIbHOCTU U OBITY, IPUHIUIIBI CHUKEHUS BEPOSTHOCTU UX PeaTU3alMH;

- OCHOBBI BOGHHOH CITY>KOBI 1 000POHBI TOCY1apCTBa,

- 3aJ]aud U OCHOBHBIE MEPOINPHUATHUS T'PAXKITAHCKOW OOOPOHBI;

- CIOCOOBI 3alUTHl HACEJICHUS OT OPYKHUS MaCCOBOTO TOPAKEHHUS,

- Mepbl NOXapHOW Oe30IacHOCTH M IIpaBHUja O€30IaCHOTO0 MOBEACHMS IpU I0XKapax;
OpraHU3allMi0 U TOPSIOK MpH3bIBA TPaXKJAaH HAa BOEHHYIO CIYXKOy M TIOCTYIUIGHHS Ha Hee B
JI0OPOBOJIBHOM MOPSIKE;

- OCHOBHBIE BHUJbl BOOPYKEHUS, BOCHHOW TEXHUKM U CIELUUAIBHOIO CHapsDKEHUS,
COCTOSIIIMX Ha BOOPYXEHMU (OCHAILEHMM) BOMHCKUX IOJpa3/iejeHui, B KOTOPBIX HMMEIOTCS BOEHHO-
YUETHBIE CIIEUAIbHOCTH, pOJICTBEHHBIE crienuanbHocTsIM CIIO;

- 001acTh TMPUMEHEHHUs MOJy4aeMbIX MNPO(ECCHOHANBHBIX 3HAaHUW TNPU HCHOJIHEHUHU
00s513aHHOCTEH BOGHHOH CITyKOBI;

- IIOPSAJIOK U MpaBUila OKa3aHUsI IEPBOM MOMOILY TIOCTPAJABLINM.

14. Pe3yabTaTroM o0CBOCHHMSI Y4YeOHOH [JAWCUMIUIMHBI sIBJsieTcsi (OpMHpOBaHUE Yy
00y4YaOIIUXCS KOMIIETeHIMA:

OK 1. IloHumars CynHOCTh M COIMAIBHYIO 3HAUMMOCTh CBOEH Oynymieit mpodeccuu, mposBiIsTh K
HEW YCTOWYMBBIN UHTEpEC.

OK 2. OpraHu3oBbIBaTh COOCTBEHHYIO [JE€SATEIbHOCTb, BBIOMpaThb THUIOBBIE METOJABl U
CIOCOOB!I BBIMTOJIHEHHSI TPO(ECCHOHATIBHBIX 3a/1a4, OLIEHUBATh UX 3((HEKTUBHOCTh M KAYECTBO.

OK 3. IlpuHuMaTh pelieHuss B CTaHAAPTHBIX M HECTAHJAPTHBIX CUTYallUIX M HECTH 3a HUX
OTBETCTBEHHOCTb.

OK 4. OcymecTBiasTh MOUCK M  HCIOJb30BaHME HHGMOpPMALMK, HEOOXOOUMOW  JUIs
3¢ EeKTUBHOTO BBITOJHEHUS TPO(ECCHOHATBHBIX 33]a4, MPO(EeCCHOHANBHOTO U IMYHOCTHOTO Pa3BUTHSL.

OK 5. Mcnonb3oBaTh MH(GOPMallMOHHO-KOMMYHUKAIIMOHHBIE TEXHOJIOIMH B MPO(eCCHOHAIbHON
JESATEIBHOCTH.

OK 6. PaboTaTh B KOJJIEKTUBE U B KOMaH i€, 3P(EKTUBHO 00IIaThCsI C KOJUIETaMH, PYKOBOJICTBOM,
OTPEOUTENSAMHU.

OK 7. Bpars Ha ce0s OTBETCTBEHHOCTh 3a pabOTy UWIEHOB KOMaHAbl (IMOJYMHEHHBIX), 34
pE3yJbTaT BBIIIOJIHEHUS 33 JaHUM.

OK 8. CamocrosiTenpbHO  ONpeAenaTh  3a7adyd  TPO(PECCHOHATBHOTO HW  JIMYHOCTHOTO
pa3BUTHSL, 3aHUMAThCA caMO00pa30BaHNEM, OCO3HAHHO TJIAHMPOBATH MOBBIIIEHHE KBATHU(PHUKAIIUH.

OK 9. OpueHtupoBaThCsi B YCJIOBHUSIX YacCTOM CMEHbl TEXHOJOTMH B MpodhecCHOHATHLHOM
NESTENBHOCTH.

IIK 1.1. KoopaunupoBath palOoTy opranuzanuu (IpUEMHOM pPYKOBOAMTENS), BECTU MpUEM
IIOCETUTENEH.

IIK 1.2. OcymectBisaTe paboTy MO MOATOTOBKE W IMPOBEIECHUIO COBELIAHWM, /1E€JIOBBIX BCTpEY,
IIPUEMOB U IPE3EHTaLUH.

[IK 1.3. OcymecTtBisiTh MOATOTOBKY JEIOBBIX MOE3MI0K PYKOBOIUTENSI U APYTHMX COTPYIHHKOB
OpraHH3alMH.

I1IK 1.4. Opranu3oBsiBaTh pabouee MECTO CEKpeTapsi U pyKOBOAUTEIIA.

I[NIK 1.5. OdopmisiTh U PpPErucTpUpoOBaTh OPraHU3ALMOHHO-PACTIOPSIIUTEIbHBIC JTOKYMEHTHI,
KOHTPOJIMPOBATh CPOKU MX UCIIOJHEHUS.

IIK 1.6. O6pabaTsiBaTh BXOASIINE U UCXOISAIINE JOKYMEHTBI, CHCTEMATH3UPOBATh UX, COCTABIIATh
HOMEHKJIaTypy Jes1 U JOPMUPOBATh TOKYMEHTHI B JI€Na.
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I[IK 1.7. CamocrosTensHO paboTaTh C JOKYMEHTaMH, COJEpKAIIMMHU KOH(HUACHIHAIHHYIO
nH(pOpPMaLIKIO, B TOM YHUCIIE C TOKYMEHTAMH IO JINYHOMY COCTAaBY.

I1K 1.8. OcymecTBasiTh TenehoHHOE 00CTy)KUBaHUE, IPUHUMATh U TIepeIaBaTh (HaKcChl.

[TIK 1.9. OcyiiecTBisTh NOATOTOBKY A€ K Iepe/ladye Ha apXUBHOE XPAaHECHHUE.

I[NIK 1.10. CocraBnsiTb ONUCHU [€J], OCYIIECTBIISATH IOATOTOBKY JeJI K Iepefadye B apXuB
OpraHu3alliy, FoCy1apCTBEHHbIC 1 MYHUIIUTIAIbHBIE aPXUBBHI.

IIK 2.1. OcymecTBiiTh 3KCIEPTU3Y LIEHHOCTH JOKYMEHTOB B COOTBETCTBUH C JIEHCTBYIOILIUMU
3aKOHOAATEIbHBIMUA AaKTaMU U HOPMATHBAaMH.

[1K 2.2. Bectu paboTy B cucTeMax 3JIeKTPOHHOTO JOKYMEHTOO00pOTa.

I[IK 2.3. Pa3pabarbiBaTh W BECTH KJIacCU(UKATOPHI, TaOEIH W APYrHE CIPABOYHUKH I10
JIOKYMEHTaM OpraHu3alHH.

IIK 2.4. OGecrieunBaTh IpHEM U pallMOHAIBHOE pa3MEIICHUE JOKYMEHTOB B apXUBE (B TOM YHCIIE
JIOKYMEHTOB 10 JJUYHOMY COCTaBY).

IIK 2.5. ObecnieunBarh y4eT ¥ COXPAaHHOCTh JIOKYMEHTOB B apXHBE.

[IK 2.6. Opranu3oBbIBaTh HCIOJIH30BAHUE APXUBHBIX JOKYMEHTOB B HAYYHBIX, CIIPABOYHBIX M
MPAKTUYECKHX IIEIIAX.

IIK 2.7. OcyimecTBiasaTh OPraHU3AIMOHHO-METOMYECKOE PYKOBOJICTBO M KOHTPOIb 32 pabOTOM
apXuBa OpraHMU3allMK U 32 OpraHu3aIieil TOKyMEHTOB B I€TONPOU3BOJICTBE.

1.5. KosinyecTBO 4acoB Ha 0OCBOeHHE MPOTPaAaMMBbI 1M CUMIIIMHBI:

MaKCHUMaJbHOM yueOHOU Harpy3ku oOydaromierocs - 102 yaca, B TOM YuCIeE:

00s13aTeNbHON ayJUTOPHOM yu4eOHOM HAarpy3Ku oOydaronierocs - 68 4yacos;

CaMOCTOSITENILHOM paboThl 0Oy4aromierocs - 34 yaca.

By npomexyTo4HOM aTTecTaluu - 3a4erT.

OIl1. 10 «Hopmbl npaBonycaHusi B YNpaBjJeHYeCKHX JOKYMEHTax»

1.1. O61acTh NpUMEHEHHUS] POrPAMMBI

Pabouas mnporpamma yueOHOW AMCLUMIIIIMHBI SIBJISIETCS YacTbi0 OCHOBHOW Npo¢ecCHOHaIbHOU
o0pa3oBaTeNbHON MpOrpaMMbl B COOTBETCTBUU ¢ DenepalbHbIM IOCyJapCTBEHHBIM 00pa30BaTENbHBIM
CTaHJIAPTOM CpEJIHEro MPOo(eCCHOHAITBHOTO 00pa3oBaHUs Ui CTyAeHTOB crnenuanbHocTH 46.02.01
JIoKyMeHTallMOHHOE 00ecrieueHne YIpaBiIeHNs U apXUBOBE/ICHUE.

1.2. MecTo IMCHMILUIMHBI B CTPYKTYpe OCHOBHOW NpogecCHOHAIBbHOII 00pa3oBaTe/IbHOM
NporpaMmsl: o01enpopeccuoHaIbHbIN LUKII.

1.3. Leau ¥ 321241 AUCHUIIUHBI — TPe0OBAHUS K Pe3yJIbTATaAM OCBOEHHS THCIMIIJIMHBI:

B pe3ynbrare 0CBOGHUS NUCHUILTUHBI 00YYaIOLIUICs JOKEH YMeTh!

B pe3ynbrare ocBoeHUs y4eOHON UCHUIUIMHBI O0YYaroIMiCs JOIKEH 3HAmD

- CMBICJI IOHATHUI: JINTEPATYPHBIH SI3BIK, SI3bIKOBAsi HOPMa, KyJIbTypa Peuu;

- opdosnuueckue, eKCUYeckue, rpaMmarudeckue, opdorpadruyeckue U MyHKTYallMOHHbBIE
HOPMBI COBPEMEHHOI'O PYCCKOT'0 JINTEPATYPHOTO SI3bIKA;

- HOPMBI PEYEBOIr0 MOBEACHUS B COLMAIBHO-KYIbTYPHOU, yuyeOHO-HAYyYHOU, OQHUIIHAIBLHO-
NenoBoit chepax oOIIEeHUS;

B pe3ynbraTe 0cBOEHUS IUCHUIUIMHBI O0yUYaIOUIHIICs TOIKEH YMETh:

- U3BJIEKaTh HEOOXOAMMYI0 HH()OPMALMIO U3 PA3JIMYHBIX MCTOYHHUKOB: y4eOHO-HAyUHBIX
TEKCTOB, CIIPABOYHOI JIUTEPATYphI, CPEACTB MaccoBOW MH(GOpMallMU, B TOM YHCJE NMPEACTABICHHBIX B
AJIEKTPOHHOM BHJIE HA Pa3IMUHbIX HHPOPMAIIMOHHBIX HOCUTEISX;

- IPUMEHATh B NPAKTUKE PEUeBOro OOIIEHHS OCHOBHBIE OPQOIMMUYECKHE, JIEKCHUECKUE,
rpaMMaTH4eCKHEe HOPMbI COBPEMEHHOTO PYCCKOI0 JIUTEPATYPHOTO SA3bIKA;

- coOmogaTh B TpakTHKe MHUCbMa opdorpadpuyeckue U IyHKTYAI[HOHHBIE HOPMBI
COBPEMEHHOI'0 PYCCKOT'0 JIUTEPATYPHOTO S3bIKA;

- co0JIr01aTh HOPMBI PEYEBOTO MOBEACHUS B PA3IMYHBIX cepax M CUTyalusx OOLICHHS, B
TOM 4HCJII€e IPU 00CYKAECHNUHU TUCKYCCUOHHBIX MPOOIIEM;

- UCTOJb30BaTh OCHOBHBIE NpUEMbl HMH(MOPMALMOHHOW NEpepadOTKH  YCTHOTO H
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MHUCbMEHHOTO TEKCTa;

- HCIOJIb30BaTh CIIPABOYHbBIE U3JAHUS 10 PYCCKOMY SI3bIKY M MPAKTUYECKOW CTHIIMCTHUKE;

- OCYIIECTBISTh PEJAKTUPOBAHUE CITY)KEOHBIX MaTEPUAIOB, JOKYMEHTOB.

14. Pe3yabTaToM O0CBOEHHsI Y4YeOHOH JUCHUIJIMHBI sBJsieTcss ¢QopMHUpOBaHHEe Yy
00y4YaIUXCSl KOMIIETeHIMIA:

OK 1. [ToruMaTh CyIIHOCTb U COIMATIBHYIO 3HAUUMOCTh CBOCH OymyIieit nmpodeccuu, mposiBIsATh K
HEW yCTOWYMBBINA UHTEPEC.

OK 2. Opranu3oBblBaTh COOCTBEHHYIO JESTEIBbHOCTb, BBIOMpATh THUIOBBIE METOJBl U
CIIOCOOBI BBITTOTHEHUS MTPO()ECCHOHATBHBIX 33]1a4, OIICHUBATH WX 3()PEKTUBHOCTH U KAYECTBO.

OK 3. IlpuHuMaThe pelieHusi B CTaHAAPTHBIX M HECTAHJAPTHBIX CUTYallUSIX M HECTH 3a HUX
OTBETCTBEHHOCT.

OK 4. OcymecTBisaTh IOUCK MW  HUCIOJb30BaHWE HHQPOPMAIMHM, HEOOXOIUMOW IS
3¢ (HEKTUBHOTO BBITIONHEHUS POGECCHOHANBHBIX 3a/1a4, MPO(PECCHOHATBHOTO U IMYHOCTHOTO PAa3BUTHA.

OK 5. Ucnonws3oBath WH()OPMAIMOHHO-KOMMYHHKAIIMOHHBIE TEXHOJIOTHH B MPOGECCHOHATBHON
NEeSTETLHOCTH.

OK 6. PaboTaTh B KOJUIEKTHBE U B KOMaH 1€, 3P(HEKTUBHO 00IIAThCS C KOJUIETaMH, PYKOBOJICTBOM,
MOTPEOUTENSIMHU.

OK 7. bpars Ha ceOs OTBETCTBCHHOCTh 3a pabOTy WICHOB KOMaHIbl (MOAYMHEHHBIX), 3a
pe3ynbTaT BHIMOJHEHUS 3aJaHH.

OK 8. CaMmocrosTenbHO  ONpeAensaTh  3agaud  Npo(ecCHOHANBHOTO M JUYHOCTHOTO
Pa3BHUTHS, 3aHUMATHCS CaMO0OOpa30BaHNUEM, OCO3HAHHO IJIAHMPOBATH IMOBHIICHNE KBATU(UKAIINH.

OK 9. OpueHTHpoBaTbCS B YCJIOBHUSIX YaCTOM CMEHbI TEXHOJNOTUH B MpOo(dhecCHOHATHLHOM
NEeSITeTbHOCTH.

I[IK 1.5. OdopMiasTh U perucTpupoBaThb OPraHU3AUOHHO-PACIIOPAIUTENbHBIE JTOKYMEHTHI,
KOHTPOJIUPOBATH CPOKHU MX UCTIOTHEHUSI.

IIK 1.6. O6pabaTpiBaTh BXOASIINE U UCXOASIINE JOKYMEHTBI, CHCTEMAaTU3UPOBATh UX, COCTABISATh
HOMEHKJIaTypy Aesl U HOpMUpOBaTh JOKYMEHTHI B JIeJa.

1.5. KosimyecTBO 4acOB Ha OCBOEHHME POrPaMMBbI JUCHHUILIMHBI:

MaKCHUMaJIbHOW yueOHO! Harpy3ku oOydaromerocs - 144 yaca, B TOM 4ucle:

00s13aTeNbHOM ayIUTOPHON yueOHOM Harpy3ku odydarorierocs - 96 4acos;

CaMOCTOATENIbHON paboThl 00yUarorerocs - 48 4acos.

Bun npomexxyTo4HOM aTTecTaluu - S5K3aMeH.

OIl 11 «TexHuyeckue CpeACTBA ypaBJjeHus B ouce»

1.1. ObsacTh NpUMeEHEHHUs] TPOrPAMMBI

IIporpamma y4eOHOW AMCHMIUIMHBI SBJSETCS YacThblO OCHOBHOM 00pa3oBaTENbHOM MPOrpaMMbl
B COOTBETCTBUM C  DenepalibHBIM TOCYAapCTBEHHBIM O0pa30BaTEIbHBIM CTAHJAPTOM CPEIHEro
npodeccnoHabHOTO 00pa3oBaHMs [UIsl CTYAEHTOB crenuanbHocTH 46.02.01 JlokymeHTannoHHOE
o0ecrnieueHre yrpaBiIeHUs U apXUBOBEJCHHE.

1.2. MecTo IMCHMILUIMHBI B CTPYKTYpe OCHOBHOMH mpodeccMoHAIbHON 00pa3oBaTebHOM
nporpammbl: O61enpodeccnoHalbHbIN UK

1.3. Ieau ¥ 3a1a4M AUCUMIIMHBI — TPeOOBAHUS K Pe3yJIbTaTaM OCBOCHUS IMCHUIINHBI:

B pe3ynbraTe 0CBOSHHS IUCUUIUIMHBI 00 yJarOIIHICs TOKEH YyMeTh!

- UCMOJb30BaTh pa3jMyHbIE CPEJCTBA yIpaBieHUus B oduce B mporecce paboThl ¢
JIOKYMEHTaIEH;

- COCTaBIATh MU  O(GOPMIATH  CIIy’)K€OHblE JOKYMEHTHI C IPHUMEHEHHEM CpPEICTB
JOKYMEHTUPOBaHHUS TEKCTOBOW MH(OpMAaLINH;

- IIPOU3BOJIUTH KOMMPOBAHUE U ONIEPATUBHOE PA3MHOKEHUE JOKYMEHTOB;

- HCIIOIh30BaTh CPeACTBA 00PAOOTKH JOKYMEHTOB;

- IIPUMEHSTh Ha IPAKTUKE CPEACTBA XPAHEHUS U TIOUCKA JOKYMEHTOB.

B pe3ynbraTe 0cBOSHHS IUCUUIUIMHBI 00 yJaIOIIHICs TOKEH 3HATH:
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- KJIaCCU()UKALIMIO COBPEMEHHBIX TEXHUYECKHX CPEICTB YIPaBICHHUS,

- YCIIOBHSI, HAJIEXKHOCTh U 3(P(PEKTUBHOCTh NPUMEHEHUSI TEXHUUECKUX CPEJCTB yIIPaBIICHUS;

- NPUHIUIBI IEHCTBHUS U KOHCTPYKTHBHBIE OCOOCHHOCTH Pa3JIMYHBIX TEXHHUUECKUX CPEICTB
YIpaBJIEHUS, UX TEXHUKO-3KOHOMUYECKHE XAPAKTEPUCTUKH;

- OCHOBBI TEXHUKO-9KOHOMHUYECKOTO0 00OCHOBAHMS TEXHHUYECKOTO OCHAIICHUS pab0unX MECT
YIPaBJIEHYECKOIO IIEPCOHANA;

- MPUHIUIIBI OPraHU3aMK PAdOT C UCHOIB30BAHNEM TEXHUYECKHX CPE/ICTB.

14. Pe3yabTaToM O0CBOeHHsI Y4YeOHOH JUCHHUIUIMHBI siBJsieTcsi (OPMUpPOBaHUE Y
o0y4aromuxcss KOMIeTeHIHii:

OK 1. [ToruMaTh CymIHOCTb U COIMATIBLHYIO 3HAYUMOCTb CBOCH OymyIieit nmpodeccuu, mposiBIsATh K
HEW yCTOWYMBBINA UHTEPEC.

OK 2. OpraHu3oBblBaTh COOCTBEHHYIO JI€ATEJIBHOCTh, BBIOMpPAaTh THUIIOBBIE METOABI H
CTIOCOOBI BBITTOJIHEHHSI TPO(ECCHOHATBHBIX 3a/1a4, OLIEHUBATh UX 3((PEKTUBHOCTH M KAYECTBO.

OK 3. IlpuHumarh pemieHus B CTAHAAPTHBIX M HECTaHJIAPTHBIX CHUTyalUsX M HECTH 3a HUX
OTBETCTBEHHOCTb.

OK 4. OcymecTBiiTh MOUCK M  HUCHONb30BaHUE HH(pOpMAIMK, HEOOXOOUMOM  JUIs
3¢ (GEKTUBHOTO BBITOIHEHHS TPO(ECCHOHATBHBIX 33124, TPO(ECCHOHATBHOTO U JIMYHOCTHOTO PAa3BUTHSL.

OK 5. Hcnonb3oBate HMHGOPMALMOHHO-KOMMYHUKALIMOHHbBIE TEXHOJIOIHMH B NMPO(HECCHOHAIBHOM
NeSITEIbHOCTH.

OK 6. PaboTaTh B KOJUIEKTUBE U B KOMaH/e, 3((PEKTUBHO OOIIATHCS C KOJUIETaMU, PYKOBOJCTBOM,
MOTPEOUTENSIMHU.

OK 7. bpare Ha ce0s OTBETCTBEHHOCTh 3a pabOTy WICHOB KOMaH[bl (MIOJYMHEHHBIX), 32
pe3yJbTaT BBIIOJIHEHUS 33 JaHU M.

OK 8. CamocrosTenbHO  OOpeAensTb  3aJaud  NPO(ECCHOHANBHOTO U JIMYHOCTHOTO
pa3BUTHS, 3aHUMATHCS CaMO0Opa30BaHNEM, OCO3HAHHO IJIAHUPOBATh MOBBIIIEHNE KBATU(PUKALINH.

OK 9. OpueHTHpOBaTbCSI B YCIOBHUAX YaCTOM CMEHBI TEXHOJOTHH B MNpodeccHoHaNbHOM
NeSITEIbHOCTH.

IIK 1.1. KoopaunupoBaTe paboTy opraHu3aluy (IMPUEMHOW pPYKOBOAMTENS), BECTH IpHEM
ITOCETUTENEM.

IIK 1.2. OcymecTtBiare paboTy HO MOATOTOBKE M MPOBEIEHHUIO COBELIAHWMH, JENOBBIX BCTpEY,
IIPUEMOB U IIPE3ECHTALINN.

1K 1.4. Opranu3oBbiBaTh pabouee MECTO CeKpeTaps U pyKOBOJUTEIS.

[IK 1.8. OcymiectBnsaTh TenepoHHOE 00CTy)KUBaHUE, IPUHUMATh U Iepe1aBaTh (DaKChl.

I1K 2.2. Bectu paboTy B cucTeMax 3JIeKTPOHHOTO JOKYMEHTOO0O0pOTa.

IIK 2.6. Opranu3oBbIBaTh HCIOJb30BAaHUE APXUBHBIX JIOKYMEHTOB B HAy4yHBIX, CIIPaBOYHBIX U
MIPAKTUYECKUX LIEIISX.

1.5. KosimuecTBO 4aCOB Ha OCBOEHHE NIPOrPaMMBbI JUCHUILIMHBI:

MaKCUMaJIbHOU y4eOHOU Harpy3ku oOyuatomierocs - 113 yaca, B ToM uucie:

00s13aTeNbHON ayIMTOPHOM yueOHOM Harpy3Kku o0ydaromierocs - 75 4acos;

CaMOCTOSITeNTbHON paboThl 00yyarorerocs - 38 4yacos.

Bua npomMexxyTouHOM aTTecTaluy - 3a4eT.

OIl. 12 «CucTeMbl 3J1eKTPOHHOI0 IOKYMEHT0000POTaY.

PaGouass mporpamMma y4eOHOW AMCHUIIMHBI SBISETCS YaCThIO MPOrPaMMbI  TOJATOTOBKHU
CHCIIMATUCTOB CPEJHET0 3BeHa B COOTBETCTBHU ¢ DenepalbHBIM TOCYIapCTBEHHBIM 00pa30BaTEeIIbHBIM
CTaH/IaPTOM CpETHEro MpodecCHOHATBHOTO 00pa3oBaHUs [UIsl CTyIeHTOB crenuambHocTH 46.02.01.
JIOKyMEHTAIIMOHHOE 00eCIIeYeHNE YIPABICHUS U apXUBOBE/ICHUE.

1.2. MecTo TUCHUILUIMHBI B CTPYKTYpe MNPOrpaMmbl MOATOTOBKH CHEIHAJHNCTOB CPeIHEro
3BeHA: TUCHUIUIMHA BXOAUT B OO01IenpohecCHoHaTbHBIN ITHKIT

1.3. Henu u 3agauyM JUCHUIIUHBI — TPeOOBAHUSA K pPe3yabTaTaM OCBOCHHS THCI[UILTHHBI:

B pesynbrare 0OCBOCHUS TUCIUILTHHBI O0YYaIONIHIACS JOIDKEH YMETh:
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- NPUMEHATH HH(pOpMAIIMOHHBIE TexHonoruu B JIOY u apxuBHOM 1ierne;

- paboTaTh Ha YPOBHE IMOJIB30BATENS C KOMITBIOTEPHOM TEXHUKOM;

- co3ziaBaTh, 00padaThIBaTh pa3IMYHbIC TOKYMEHTHI;

- I0JIb30BAThCS BCEMU MpeIaraeMbIMU MTPOrpaMMaMu CpecTBaMHU 0hopMIIeHUS
JOKYMEHTAIUH;

- MIPEJICTaBIATh Pe3yNbTaThl 00padOTKH TaHHBIX B OTYETHOM BUJIE;

- aHAJIN3UPOBATH IOJTYYEHHBIE PE3YJIbTATHI.

B pe3ynbraTe 0cBOECHUS TUCHUIUIMHBI O0yUYaIOUIUIICS T0JKEH 3HATD:

- METOABI ¥ CIOCOOBI pabOTHI € ANEKTPOHHBIMU JTIOKyMeHTaMu, CO /1, 2IeKTpOHHBIMH

apXuBaMU;

- OCHOBBI TEXHHYECKOT'O OCHAIIIEHUs pabodero Mecrta nojib3osarens IBM;

- OCHOBBI (haitsTIoBOH U orneparmoHHou cuctemsl [1K;

- COBpPEMEHHBIE IPOIPaMMHBIE CPENICTBA;

- 0 BO3MOXKHOCTSIX B3aUMOJICHCTBUS PA3IMYHBIX MPOTPAMMHBIX MPUIOKEHHUH IPYT €
IpyroMm.

B pe3ynbraTe 0CBOCHHS IUCHUIUIMHBI O0YYarOMIHIACs TOMKEH BIAAAeTh:

- [IEPCOHAIBHBIM KOMIIBIOTEPOM;

- MIPOrPaMMHBIMH CPEICTBAMU;

- COBPEMEHHBIMU CPEJICTBAMU JOKYMEHTAIIMOHHOTO O0ECIIeueHHs YIIpaBICHUs OpraHu3alui
HAa OCHOBE TEXHOJIOTUH aBTOMATU3AlUU YIIPABICHUECKUX MPOIIECCOB U 00pabOTKU JOKYMEHTOB C
MIPUMEHEHUEM CUCTEM 3JIEKTPOHHOT'O I0OKYMEHTOO00pOTa;

- HaBBIKaMU, KOTOPbIE MO3BOJIWIN OBl CTYJI€HTaM CBOOOHO U HA BBICOKOM YPOBHE BIIAJIETh
IIPOrPaMMHBIMU CPEACTBAMU JUIsl PEILICHUS 33/1a4 B IPAKTUYECKON JESITEIbHOCTH.

14. Pe3yabTaToM O0CBOEGHHMSI Y4eOHOl JAMCUMIUIMHBI siBJsieTcsi (OpMHpPOBaHUE Yy
o0yyaromuxcs KOMIeTeHIHii:

OK 1. IloHumaTh CyIIHOCTh M COLMATBbHYIO 3HAUUMOCTh CBOEH Oynyuieil nmpodeccuut, mposiBIsATh K
HEW yCTOWYMBBIN MHTEPEC.

OK 2. OpraHu3oBbIBaTh COOCTBEHHYIO JI€ATEJIBHOCTh, BBIOMpAaTh THUIIOBBIE METOABI H
CIIOCOOBI BBIMOJTHEHUS MTPOPECCUOHAIBHBIX 3a]1a4, OIEHUBATh X A()PEKTUBHOCTH U Ka4eCTBO.

OK 3. IlpuHuMaTh pelieHuss B CTAaHAAPTHBIX M HECTAHJAPTHBIX CUTYallUSIX W HECTH 3a HUX
OTBETCTBEHHOCTb.

OK 4. OcymecTBiiTh MOUCK M  HUCMHOJb30BaHUWE HH(pOpMAIMM, HEOOXOTUMON  JUIs
3¢ PEeKTUBHOTO BBHIMOIHEHHUS MPOGECCHOHAIBHBIX 33/1a4, MPOPECCUOHATHHOTO U JIMYHOCTHOTO Pa3BUTHS.

OK 5. Mcnonp3oBaTh WHGOPMAIMOHHO-KOMMYHUKAIIMOHHBIE TEXHOJIOTHH B MPO(deCCHOHATBHOM
NeSITEIbHOCTH.

OK 6. PaboTaTh B KOJUIEKTHBE U B KOMaH/e, 3P (HEKTUBHO OOIIATHCS C KOJUIETaMU, PYKOBOJCTBOM,
MOTPEOUTENSMHU.

OK 7. bpare Ha ce0s OTBETCTBEHHOCTh 3a pabOTy 4YICHOB KOMaHIbl (MOAYMHEHHBIX), 3a
pe3yNbTaT BHIIOJIHEHUS 3a/JaHUH.

OK 8. CamocrosTenbHO  ONpeAensaTb  3aJaud  NPO(PECCHOHANBHOTO U JIMYHOCTHOTO
Pa3BUTHS, 3aHUMATHCS CaMO0Opa30BaHNEM, OCO3HAHHO MJIAHUPOBATh MOBBIIIEHNE KBATU(PUKALINH.

OK 9. OpueHTHpOBaTbCSI B YCIOBHUAX YaCTOW CMEHBI TEXHOJOTHH B MNpodeccHOHANIbHOM
NeSITeIbHOCTH.

I[IK 1.5. OdopmisaiTh M PperucTpUupoBaTh OPraHU3ALMOHHO-PACTIOPSIUTENbHBIE JIOKYMEHTHI,
KOHTPOJIMPOBATh CPOKU MX UCIIOTHEHUS.

I1K 1.6. OGpabaTbIBaTh BXOJIAIINE U UCXOAIINE JOKYMEHTBI, CHCTEMaTU3HPOBATh UX, COCTABIAThH
HOMEHKJIATYpY J1eJ U POpMHUPOBAThH JOKYMEHTHI B Jefa.

I[IK 1.7. CamocrosiTensHO paboTaTh C JOKYMEHTaMH, COJEpKAIIUMHU KOH(HUACHIHAIHHYIO
nH(pOpMaILIKIO, B TOM YHCIIE C TOKYMEHTAMH IO JINYHOMY COCTAaBY.

I1K 2.2. Bectn paboTy B cucTeMax 3JIeKTPOHHOTO TOKYMEHTOO00pOTa.

I[IK 2.3. Pa3pabarbiBaTh W BECTH KJIacCU(UKATOPHI, Tabenu W APYrHe CIPABOYHUKH TI0
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JOKYMEHTaM OpTaHU3aIHH.
1.5. KosimuecTBO 4aCOB HA OCBOEHME MPOrpPaMMbl TUCHMILIUHBI:
- MaKCUMalIbHOW y4eOHOM Harpy3ku oOyuatorierocs - 113 yacos, B ToM yuce:
- 00s13aTeNIbHON ayTUTOPHOM Y4eOHOW Harpy3Ku oOydaromerocs - 75 4acos,
- CaMOCTOSTEBHON PabOTHI 00y4aromierocs - 38 4acos.
Bun npomexxyrouHoii artectauuu - nauddepeHpoBaHHbIN 3a4eT.

OIl. 13 «Opranu3anusi padoThl € 32aNPOCAMH TPAKIAAH»
1.1. ObaacTh NpUMeHeHHUs1 IPOTrPaMMBbI
PaGouass mporpamma y4eOHOW JMCHMIUIMHBI SIBISCTCS YacThIO TMPOrPaMMbl  MOJITOTOBKH
CIIELIMAIIMCTOB CPEHET0 3B€HA B COOTBETCTBUU ¢ DenepalabHbIM TOCYJapCTBEHHBIM 00pa3oBaTeIbHBIM
CTaHJAPTOM CpeaHero MnpodecCHOHATBHOTO 00pa3oBaHUs JUIsl CTYAEHTOB crenuaibHocTn 46.02.01
JIOKyMEHTaIlMOHHOE 00ecTieYeHne YIPaBICHUs U apXUBOBE/ICHUE.
1.2.MecT0 TMCHUILIMHBI B CTPYKTYpe MNPOrpamMMbl NMOATOTOBKH CIENHAINCTOB CPeIHEro

3BeHa:

JUCHUILTMHA BXOAUT B O0menpodeccuoHaNbHbBIN UK

1.3. Heau W 3a1a4d JMCHHMILIMHBI — TPEOOBAHUS K Pe3yabTaTaM OCBOCHHS AUCHUILINHBI

B pe3ynbraTe 0CBOSHHS NUCHUIUIMHBI O0YYaIOUIHIICs TOJKEH 3HATh:

- 0COOEHHOCTH JOKYMEHTHUPOBAHHS M CHENU(DUKHA OpraHu3anuu paboThl ¢ MPEI0KEHUSIMH,
3asIBIICHUSAMU U kalio0aMu Tpaxk/iaH;

- BCE JTaIlbl IBWKCHUSA W PabOTHI C OOPALICHUSMHU TPaXJaH C MOMEHTA MX HOJIYYCHHUS J0
CIa4u B ApXUB;

- ATUYECKHE aCIEKThl OPraHU3alluy JIMYHOrO IIpUeMa rpakiaH;

- HAy4YHBIE METOJIBI IPH UCCIIEI0BAHUU O0BEKTOB MPO(PECCUOHANBHOMN 1eATEIbHOCTH;

- COBpPEMEHHBIMM  CHCTEMaMU HH(OPMALMOHHOIO U  TEXHUYECKOro  obOecreyeHus
YIPABIICHUS ApXUBAMU;

- MpaBWJia MOJATOTOBKU YIPABICHUYECKUX JOKYMEHTOB;

- IIpaBWJIaMHU BEJCHUS J1€JI0BON NIEPENNCKH.

B pe3ynbrare ocBOEHUS AUCHUIIIMHBI 00 YyUYaAIOLIUICS T0JKEH YMETh!

- o0s1azjaTh BEICOKOM MOTHBAIMEH K BBIMOJIHEHUIO MPO(EeCCHOHANBHOM NesITeNbHOCTH;

- YMETh MPUMEHSITh HAayYHbIE METOJbI MpPH HCCIEIOBAaHUM OOBEKTOB MPOPECCHOHATBHON
JESTENIHOCTH;

- WCIIOIb30BaTh HAy4YHBIE METOJbI TIPH MCCIENOBAaHUM OOBEKTOB MPOdecCHOHATHHOM
JESITEILHOCTH;

- MIPUMEHSTh COBPEMEHHBIE CHCTEMbl HMH(OPMALIMOHHOTO M TEXHUYECKOTO 00ecreyeHUs!
JOKYMEHTAI[MOHHOTO 00EeCTIeYeHHUs yIIPaBICHHUS,

- BJIJIETh COBPEMEHHBIMHM CHCTEMaMU HH(POPMAIMOHHOTO M TEXHMYECKOro oOecnedeHus
YIPABIICHUS ApXUBAMH;

- MCIOJIb30BaTh MIPAaBUJIa IOJTOTOBKHU YIIPABICHYECKUX IOKYMEHTOB;

- IIPUMEHSITH [IPaBUIIA BEJEHUS J€JI0BON NEPETTUCKH.

14. Pe3yabTaToM O0CBOEHHsI Y4YeOHOH JAUCHUNJIMHBI sABJsieTcss ¢opMuUpoBaHue Yy
00y4YaOIIUXCSl KOMIIETeHMIA:

OK 1. IToHumaTh CYIIHOCTh ¥ COLMAIbHYIO 3HAUMMOCTh CBOEH OyAyIIel npodeccuu, mposBIsiTh K
HEW yCTOWYUBBIN UHTEPEC.

OK 2. OpraHu3oBbIBaTh COOCTBEHHYIO JESATENBbHOCTb, BBIOMpaThb THUIOBBIE METOIBl U
CIOCOOBI BBIMTOJHEHHSI TPO(ECCHOHATBHBIX 3a/1a4, OLIEHUBATh UX 3((PEKTUBHOCTh M KAYECTBO.

OK 3. [lpuHuMaTh pelieHusT B CTAaHAAPTHBIX M HECTAHIAPTHBIX CUTYAlMSIX W HECTH 32 HHX
OTBETCTBEHHOCTb.

OK 4. OcymecTBisaTh TOHUCK W  HUCHOJb30BaHWE HHQPOPMAIMHM, HEOOXOIUMOW IS
3¢ (EeKTUBHOTO BBITOIHEHHS TPO(ECCHOHATBHBIX 33]1a4, MPO(ECCHOHANTBHOTO U IMYHOCTHOTO PA3BUTHSL.

OK 5. Ucnonws3oBath WH()OPMAIMOHHO-KOMMYHHKAIIMOHHBIE TEXHOJIOTHH B MPOGeCcCHOHATBHON
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NESTENIbHOCTH.

OK 6. PaGoTaTp B KOJJIEKTHBE U B KOMaH/E, 23((HEKTUBHO 00IIATHCS ¢ KOJIJIETaMH, PYKOBOJICTBOM,
NOTPeOUTENSMHU.

OK 7. bpars Ha ce0s OTBETCTBEHHOCTh 3a pabOTy 4JICHOB KOMaHbI (MOAYMHEHHBIX), 3a
pe3yJbTaT BIIIOJIHEHUS 33 JaHUM.

OK 8. CamocrosTenbHO  ONpeAensTh  3aJaud  Mpo(ecCHOHATBHOTO M JIMYHOCTHOTO
Pa3BUTHSL, 3aHUMAThCA caM000pa30BaHNEM, OCO3HAHHO TJIAHMPOBATH MOBBIIICHHE KBATH(PHUKAIINH.

OK 9. OpuentupoBaThCs B YCJIOBHSX 4YacCTOM CMEHBI TEXHOJOTHH B MpodhecCHOHATbHON
NESITEIbHOCTH.

IIK 1.1. KoopauuupoBarh paboTy opraHu3anuu (MPUEMHOH PYKOBOJUTENS), BECTH IpPUEM
IIOCETUTENEH.

I[IK 1.5. OdopmisaTh u perucTpUpoBaTh OPraHU3AIMOHHO-PACTIOPSIIUTEIBHBIE JIOKYMEHTHI,
KOHTPOJIMPOBATh CPOKU MX UCIIOJHEHUS.

IIK 1.6. O6pabaTbiBaTh BXOASIINE U UCXOASIINE JOKYMEHThI, CUCTEMAaTU3UPOBATh UX, COCTABIISAThH
HOMEHKJIATYpY Jel1 M (OPMUPOBATH TOKYMEHTHI B JIea.

I[IK 1.7. CamocrositensHO paboTaTh C JOKYMEHTaMH, COJAEPKAIIUMHU KOH(PHUICHIUAIbHYIO
nH(OPMAIIHIO, B TOM YHUCIIE C JOKYMEHTAaMH I10 INIHOMY COCTaBY.

[IK 2.4. ObecrnieunBaTh IprUeM U palMOHATBLHOE pa3MelIeHHe JOKYMEHTOB B apXUBe (B TOM YHCIIe
JIOKYMEHTOB 110 TUYHOMY COCTaBY).

1.5. KoinuecTBO 4acoB HA OCBOEHHE MPOTrPAMMBbI TMCHHIJIMHbI:

- MAaKCUMaJIbHOW y4eOHOM Harpy3ku odydatomierocs -112 yacos, B ToM 4ncie:

- 00s3aTeNnbHOl ayAuTOpHOI y4eOHOI Harpy3ku o0yyaromierocst — 75 4acos,

- CaMOCTOSITEIBHOHN paboThl 00yJaromerocss — 37 9acos.

Bun npomMexxyTouHOM aTTecTaluy - 3a4er.

OIl. 14 «Oxa3anue 3JeKTPOHHBIX FOCYAAPCTBEHHBIX YCJIVT »
1.1. Ob0aacTh NpUMeHeHHUs POrPaMMbl
PaGouass mporpamMma y4eOHON AMCHMIIMHBI SBISETCS 4YacThlO MPOrPaMMbI  TOJATOTOBKU
CHETIMAIMCTOB CPETHEr0 3BeHa B COOTBETCTBUU ¢ DenepalbHBIM TOCYJAapPCTBEHHBIM 00pa30oBaTelIbHBIM
CTaH/IapTOM CpelHero MnpodeccuoHaIbHOrO 00pa3oBaHUs MAlsl CTyAeHToB crenuanbHocTu 46.02.01
JIOKyMEHTAIMOHHOE 00eCIIeUeHUE YIIPABIICHUS U apXHUBOBEICHUE.
1.2.MecTo IMCUMIUVIMHBI B CTPYKTYpe MNPOrpaMMmbl MOATOTOBKH CIEIHAJHCTOB CPeIHEero

3BeHa:

JMCLUUIUIMHA BXOAUT B O01menpodeccnoHaabHbIN UK

1.3. leau W 3aJa4d JUCHMILIMHBI — TPEOOBAHUS K Pe3yIbTaTaM OCBOCHHS AUCHUILINHBI

B pesynbrare 0CBOCHUS AUCHUILTUHBI O0YYaIONIUICS JOKEH 3HATh:

- o0mire TEeOpeTUYeCKUe OCHOBBI M MOHSATUMHBIN ammapar B 00JIaCTH MPENOCTaBICHUS
AJIEKTPOHHBIX FOCYJAPCTBEHHBIX YCIYT ¢ IPUMEHEHHEM HH()OPMAIIMOHHBIX TEXHOJIOTUH;

- 3aKOHOJATENbHYI0 U HOPMAaTHUBHO-METOAMYECKyI0 0a3y B o00JacTH MpeloCTaBICHUS
AJIEKTPOHHBIX TOCYAAPCTBEHHBIX YCIYr C NPUMEHEHHEM HH(POPMAIMOHHBIX TEXHOJOTUH, MPUHIUITBI
BHEJIPEHUS CUCTEMBI JJIEKTPOHHBIX ITOCYJapCTBEHHBIX YCIIYT;

- cojiepKaHue MpoOsieMbl HMH()OPMAIIMOHHONW O€30MacHOCTH B YCJIOBUSAX MPUMEHEHHS
3JIEKTPOHHBIX TOCYIaPCTBEHHBIX YCIIYT;

- METOJBbI COBEPIICHCTBOBAHMS CHUCTEMBI IIPEIACTABICHUS DJIEKTPOHHBIX I'OCYIapCTBEHHBIX
ycuyr,

B pe3ynbraTe 0OCBOGHUS TUCIHUIIIMHBI 00YJaIOUIHiCs JOIDKEH YMETh:

- BbIOMPAaTh  ONTUMAJIbHBIE METOABl IOCTOSHHOTO  COBEPLICHCTBOBAHMS  CHUCTEMBI
IIPEACTABIICHUS JJIEKTPOHHBIX I'OCYJAapPCTBEHHBIX YCIIYT;

- aHAJM3UPOBaTh  Yrpo3bl HMH(MOPMALMOHHOW  O€30MacHOCTHM MpU  MPEAOCTABICHUU
JJIEKTPOHHBIX TOCYIaPCTBEHHBIX YCIYT;
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- ompenenats 3()(EeKTUBHOCT, pemIeHHu MO CO3JaHMI0 WM  COBEPLICHCTBOBAHUIO
JIEKTPOHHON CHCTEMBI AJIs IPEIOCTABICHUS JIEKTPOHHBIX FOCYJapCTBEHHBIX YCIYT;

- YMETh CAMOCTOSITETILHO pabOTaTh ¢ HCTOUHUKAMHU UH()OPMAIIMH B YJIEKTPOHHOM BHJIE.

B pe3ynbrare 0CBOGHUS AUCLUILIUHBI O0YYaIOLUICs JOKEH BIAJETh:

- HaBbIKAMHU 110 pa3pabOTKe JOKaJIbHBIX HOPMATHBHO-IIPABOBBIX AKTOB I10 OKA3aHUIO
3JIEKTPOHHBIX FOCYJapCTBEHHBIX YCIYT;

- OIIBITOM PabOTBI C JEKTPOHHBIMU JOKYMEHTaMU;

- HaBbIKAMU COCTABJIEHMS MPOTHO3a M NPUHATHS PpEIIeHUH o 3amuTe HHPOpMalud B
YCIJIOBUSIX MPEAOCTABICHUS 3JIEKTPOHHBIX YCIIYT;

- OCHOBaMH MH(OPMALMOHHO-AHATUTUYECKON NeATEIbHOCTH U CHOCOOHOCTBIO IMPUMEHSThH
UX B IPOECCUOHATHLHOM 1S TEILHOCTH.

14. Pe3yabTaToM O0CBOeHHsI Y4YeOHOH JUCHUIJIMHBI sBJsieTcss (QopMHUpoOBaHHe Yy
o0y4aromuxcss KOMIeTeHIHii:

OK 1. [ToruMaTh CyIIHOCTh U COIMATIBHYIO 3HAYUMOCTh CBOCH OyayIieit nmpodeccuu, mposiBIsATh K
HEW yCTOWYMBBIN MHTEPEC.

OK 2. OpraHu3oBbIBaTh COOCTBEHHYIO JI€ATEJIBHOCTh, BBIOMpAaTh THUIIOBBIE METOAbI H
CTIIOCOOBI BBITTOJHEHHSI TPO(ECCHOHATBHBIX 3a/1a4, OLIEHUBATh NX (P (HEKTUBHOCTH M KAYECTBO.

OK 3. IlpuHumarh pemieHus B CTAHAAPTHBIX M HECTaHJIAPTHBIX CHUTyalUsAX M HECTH 3a HUX
OTBETCTBEHHOCTb.

OK 4. OcymecTBiiTh MOUCK M  HUCHOJb30BaHUE HH(POpMAIMK, HEOOXOOUMOM  JUIs
3¢ (GEKTUBHOTO BBITOIHEHHS TPO(ECCHOHATBHBIX 33/1a4, MPO(EeCCHOHATBHOTO U JIMYHOCTHOTO PAa3BUTHSL.

OK 5. Hcnonb3oBate HMHGOPMALMOHHO-KOMMYHUKALMOHHBIE TEXHOJIOIHH B NMPO(HECCHOHAIBHOM
JeSITENIbHOCTH.

OK 6. PaboTaTh B KOJUIEKTUBE U B KOMaH/e, 3((HEKTUBHO OOLIATHCS C KOJUIETaMU, PYKOBOJCTBOM,
MOTPEOUTENSAMHU.

OK 7. bpare Ha cebs OTBETCTBEHHOCTh 3a pabOTy WICHOB KOMaH[bl (MIOMYMHEHHBIX), 32
pe3yJbTaT BHIIOJIHEHUS 3a/JaHU M.

OK 8. CamocrosTenbHO  ONpeAensaTb  3aJaud  NpPO(ECCHOHANBHOTO U JIMYHOCTHOTO
pa3BUTHS, 3aHUMATHCS CaMO0Opa30BaHNEM, OCO3HAHHO IJIAHUPOBATh MOBBIIIEHNE KBATU(PUKALINH.

OK 9. OpueHTHpOBaTbCSI B YCIOBHUSAX YaCTOM CMEHBI TEXHOJOTHH B MNpodeccHOHaNbHOM
NeSITEIbHOCTH.

I[IK 1.5. OdopmisTh U perucTpupoBaTh OPraHU3aLMOHHO-PACTIOPSIUTENbHbIE JIOKYMEHTHI,
KOHTPOJIMPOBATh CPOKU MX UCTIOJTHEHHUSI.

I1K 1.6. OGpabatbIBaTh BXOJAIINE U UCXOAIINE JOKYMEHTHI, CHCTEMaTU3UPOBATh UX, COCTABIAThH
HOMEHKJIATYpY J1e1 U (pOpMHUpPOBATh TOKYMEHTHI B J€Na.

I[IK 1.7. CamocrosiTensHO paboTaTh C JOKYMEHTaMH, COJEpKAllUMHU KOH(UACHIHAIHHYIO
nH(}OpPMaILIHIO, B TOM YHUCIIE C TOKYMEHTAMH I10 JINYHOMY COCTaBYy.

[1K 2.2. Bectu paboTy B cucTeMax 3JIeKTPOHHOTO TOKYMEHTOO00pOTa.

I[IK 2.3. Pa3pabarbiBaTh M BeCTH KJacCU(UKATOPHI, TaOETM U JApyrue CIPaBOYHUKU IO
JIOKYMEHTaM OpTraHU3alHH.

1.5. KosimuecTBO 4aCOB Ha OCBOEHHE NIPOrPaMMBbI JUCHUILIMHBI:

- MaKCUMaJIbHOW yueOHOM Harpy3ku obydatomierocs -135 yacos, B ToM uucie:

- 00s13aTeNbHOM ayIUTOPHON yueOHO# Harpy3ku ooydatomierocs — 90 gacos,

- CaMOCTOSTENIbHON paboThl 00yyaroerocs — 45 yacos.

Bua npomMexxyTouHOM aTTecTaluy - 3a4eT.

IIpodeccnonanbHbIe MOLYJIH
IIM.01 Oprasuzanyss AOKYMEHTAIMOHHOIO oO0OeclmeYeHHus1 VIOPABJICHHUS WU

(YHKIIMOHMPOBAHMS OPraHU3ALNH
1.1. O6saacTh npuMeHeHusi padoueil MporpamMmbI:
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Pabouas mnporpamMma mnpoecCHOHAIBHOTO MOIYJS SBJISIETCS YacTbio  00pa30BaTENIbHOM
nporpammbl CIIO nporpamMmbl TOATOTOBKHU CIEIMATIUMCTOB CpeHEero 3BeHa B cooTBeTcTBUU ¢ DI'OC mo
cneuuanbHocTh 46.02.01 «/lokymMeHTanMOHHOE OOecleYeHne YNPAaBICHUS U apXUBOBEICHHE» B YaCTU
OCBOEHHS OCHOBHOI'O BUa npogeccruoHalbHoN fesrenbHocTy (BITM): oprannsanus 10KyMEHTalMOHHOIO
yrpaBieHus: ¥ QyHKIIMOHHUPOBAHUS OPTaHU3AIIH.

1.2. Heaun u 3apaum MOaYJisi — TPeOOBaHUSI K pPe3yJbTaTaM OCBOeHHsI MPodecCHOHATIBLHOTO0
MOJYJISL:

C nenblo OBJIAZICHUS YKa3aHHBIM BUJIOM IIPOGECCHOHATIBLHOM AEATEIIbHOCTH U COOTBETCTBYIOLIMMHU
npoeCCHOHATLHBIMU KOMIIETEHIIMSIMUA OOYYaIOUIHICS B XO/€ OCBOCHUS IMPO(ECCHOHATIBLHOTO MOIYJIS
JOJDKEH:

HMeTh MPAKTHYEeCKMii ONBIT: OPraHM3alUN JTIOKYMEHTALIMOHHOTO OOECIICUYEHUs! YIpPaBICHUS H
(GYHKIIMOHMPOBAHUS OpraHU3alMH,

yMeTh:

- IIPUMEHSATh HOPMATUBHBIC IIPABOBBIC AKTHI B YIIPABICHUYECKOHN JEATEIBHOCTH;

- MOATrOTABIMBAThH POEKTHl YIPABIECHUECKUX PEIICHUII;

- o0OpabarbiBaTh MOCTYNAIOIIME M OTHIPABIAEMbIE TOKYMEHTBI, CUCTEMaTHU3UPOBaTh HX,
COCTaBJISITh HOMEHKJIATYPY Je U (OPMUPOBATH TOKYMEHTHI B JI€TIa;

- TOTOBUTH U NPOBOAUTH COBEILLIAHMS, ACJIOBbIE BCTPEUH, IPUEMBI U NIPE3ECHTALUH.

3HATH:

- HOpPMAaTHBHbIE IIPaBOBBIE aKThl B  OOJACTH  OpraHu3alMy  yIpPaBICHUYECKOIl
NesATEbHOCTH;

- OCHOBHBIE ITpaBUJIa XPaHEHUS U 3aLUTHI CIyKeOHOM HHpOopMaLuu.

1.3. Pe3yabTaToM o0CBOeHHSI NPO(ecCHOHAIBLHOr0 MOAYJsS fABJsAeTcss (opMHpOBaHUEe Y
00y4YaOIIUXCS KOMIIETCHIMA:

OK 1. IToHumaTh CYIIHOCTh ¥ COLMAIbHYIO 3HAUMMOCTh CBOEH OyAylIel npodeccuu, mposBisiTh K
HEW yCTOWYUBBIN UHTEPEC.

OK 2. OpraHu3oBblBaTh COOCTBEHHYIO JESATEIbHOCTb, BbIOMpaThb THUIOBBIE METOJBl U
COCOOB!I BBIMTOJIHEHHSI TPO(ECCUOHATIBHBIX 3a/1a4, OLIEHUBATh UX 3((PEKTUBHOCTh M KAYECTBO.

OK 3. IlpuHuMaTh pelieHus B CTaHAAPTHBIX M HECTAHJAPTHBIX CUTYallUIX M HECTH 3a HUX
OTBETCTBEHHOCTb.

OK 4. OcymecTBiasTh MOUCK M  HCIOJb30BaHME HHGMOpPMALMK, HEOOXOJUMOW  JUIs
3¢ (EKTUBHOTO BBITOIHEHUS TPO(ECCHOHATBHBIX 33]1a4, MPO(EeCCHOHANBHOTO U IMYHOCTHOTO PA3BUTHSL.

OK 5. Mcnonb3oBaTh MH(GOPMallMOHHO-KOMMYHUKAIIMOHHBIE TEXHOJIOIMH B MPO(eCCHOHATbHON
JESATEIBHOCTH.

OK 6. PaboTaTh B KOJJIEKTUBE U B KOMaH 1€, 3P(EKTUBHO 00IIaThCsI C KOJUIETaMH, PYKOBOJICTBOM,
NOTPEOUTENSMHU.

OK 7. Bparts Ha cebs OTBETCTBEHHOCTh 3a pabOTy UWIEHOB KOMaHAbl (IMOJYMHEHHBIX), 3a
pE3yJbTaT BBIIIOJIHEHUS 33 JaHUM.

OK 8. CamocrosiTenpbHO  ONpeAenaTh  3a7adyd  TPO(PECCHOHATBHOTO HW  JIMYHOCTHOTO
pa3BUTHSL, 3aHUMAThCA caMO00Opa30BaHNEM, OCO3HAHHO TJIAHMPOBATH MOBBIIIEHHE KBATHU(PHUKAIIUH.

OK 9. OpueHTtupoBaThCsi B YCJIOBHUSIX YacCTOM CMEHbI TEXHOJOTMH B MpodhecCHOHATHLHOM
JESTENIbHOCTH.

IIK 1.1. KoopaunupoBath pa®OTy opranuzanuu (IpUEMHON pYKOBOJHUTENS), BECTH IPHUEM
ITOCETUTENEH.

IIK 1.2. OcymectBisaTe paboOTy MO MOATOTOBKE W IMPOBEJIECHUIO COBELIAHWM, N1€JIOBBIX BCTpEY,
IIPUEMOB U IPE3EHTALIUH.

[IK 1.3. OcymiecTtBisiTh MOATOTOBKY JEIOBBIX MOE3MI0K PYKOBOIUTENS U JIPYTUX COTPYAHUKOB
OpraHM3alMH.

IIK 1.4. Opranu3oBsiBaTh pabouee MECTO CEKpeTaps U pyKOBOAUTEIIA.

I[NIK 1.5. OdopmisiTp U PperucTpUpoBaTh OPraHU3ALMOHHO-PACTIOPSIIUTEIbHBIC JTOKYMEHTHI,
KOHTPOJIMPOBATh CPOKU MX UCIIOJHEHUS.
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[IK 1.6. O6pabaThiBaTh BXOASIINE U UCXOASIINE JOKYMEHTBI, CHCTEMaTHU3UPOBATh UX, COCTABIISITh
HOMEHKJIATYpY J1e]1 U pOopMHUpPOBaTH TOKYMEHTHI B J€Na.

I[IK 1.7. CamocrosiTensHO paboTaTh C JOKYMEHTaMH, COJEPKAIIUMHU KOH(HUACHIHAIHHYIO
nH(pOpPMaIIKIO, B TOM YHUCIIE C TOKYMEHTAMH [0 JINYHOMY COCTaBY.

1K 1.8. OcymectBasTh TeneoHHOe 00CTy)KUBaHUE, IPUHUMATh U NIepeaaBaTh (aKChl.

[TIK 1.9. OcyiiecTBisTh NOATOTOBKY A€ K Iepe/ladye Ha apXUBHOE XPaHECHHUE.

I[IK 1.10. CocraBnsiTb ONUCH [I€J], OCYIIECTBIISATH IOATOTOBKY JeJI K Iepeladye B apXuB
OpraHu3alliy, roCyIapCTBEHHbIE 1 MYHUIIUTIAIbHBIE aPXUBBHI.

1.4. Kosin4ecTBO 4acOB HA OCBOEHHE NMPOrpaMMbl PO} ecCHOHATBLHOT0 MOTYJIS:

Bcero — 368 yacoB, B TOM 4uciie

- MaKCUMaJIbHOW y4eOHOM Harpy3ku odydatomierocs - 368 4acoB, BKIIIOYas:

- 00s3aTeNbHON ayIMTOPHOU y4eOHON HArpy3Ku oOydaromierocs - 246 4acos,

- CaMOCTOSTENIbHON paboThl o0yyaromerocs - 122 gacos,

Bun npomexxyTouHO# arTecTanuy — KBalu(UKalMOHHBINA IK3aMEH

I1IM.02 Opranu3anus apXMBHOM M CIPABOYHO-NH()OPMALMOHHOMH PAad0ThI
110 IOKYMEHTAM OpraHu3auuu

1.1. O61acTh npuMeHeHus1 pabo4eil MporpaMMbl:

[Iporpamma mnpodeccuonansroro wmoxyns [IMO02 Opranuzamusi apXuBHOW M CIIPaBOYHO-
nH(OpPMALIMOHHON PabOTHl MO TOKYMEHTAM OpPraHHU3alluy SBJISETCS YaCThI0 OCHOBHOM 00pa3oBaTeabHOU
nporpaMMsbl B cooTBeTcTBUU ¢ PI'OC no cnenumanbHocTH 46.02.01 «JlokyMeHTanmoHHoe o0ecnedeHne
yIpaBJiCHUs] U apXUBOBEACHME» B YACTH OCBOCHHS OCHOBHOTO BHJIa MPOPECCHOHATBHON AEATeIbHOCTH
(BITM): opranu3aiius apxuBHOW M CIIPABOYHO-UH(POPMAIIMOHHOM PaOOTHI 10 JJOKYMEHTaM OpraHU3alIlHH.

1.2. Henau u 3agaum Moay/isi — TPeOOBAHHMS K Pe3yJIbTATAM OCBOCHHS NMPO(ecCHOHAIBLHOIO
MOYJIS:

C nenblo OBJIAJICHUS YKa3aHHBIM BUJIOM POGECCHOHATBHON AEATEIbHOCTH U COOTBETCTBYIOIIMMU
npodeccnoHabHBIMU KOMIETEHIMSIMU OOYYaIOLIUICS B XOAE OCBOEHUS MPO(PECCHOHAIBHOIO MOAYIIS
JOJDKEH MMETh IPAKTHYECKHUH ONbIT!

- OpraHM3alli apXUBHOM U CIPaBOUYHO-MH(POPMAIIMOHHON pabOThl MO JOKYMEHTaM
OpraHM3aluy;

yMeThb:

- OpPraHU30BBIBAaTh [JEATEIBHOCTh apXWBa C Y4YETOM cTaTyca W Npoduis opraHu3aluy,
paboTaTh B cUcTeMax 3JEKTPOHHOTO IOKYMEHTO000pOTa;

- UCIIOJIb30BAaTh B JEATEIBHOCTH AapXHBa COBPEMEHHBIE KOMIIBIOTEPHBIE TEXHOJIOTHH;
MIPUMEHSTh COBPEMEHHBIE METOIMKU KOHCEPBALlUU U PECTaBPALIUU APXUBHBIX JOKYMEHTOB;

3HATh:

- CUCTEMY apXMBHBIX YyupexJaeHnd B Poccmiickon ®eneparum ©  OpraHU3aALMIO
ApxuBHoro ¢onaa Poccuiickoit deneparuu;

- CUCTEMY XpaHEeHHs 1 00pabOTKHU TOKYMEHTOB

1.3. Pe3yabTaToM O0CBOeHHSI NPO(ecCHOHAIBLHOIO MOAYJSA sBJseTcs (opMHpOBaHUE Y
00y4aroIUXCcsa KOMIIeTeHIHii:

OK 1. IloHumars CyIHOCTh M COLMATBbHYIO 3HAUUMOCTh CBOEH Oynymieil nmpodeccuu, mposBIsATh K
HEW yCTOWYMBBIN MHTEPEC.

OK 2. OpraHu3oBbIBaTh COOCTBEHHYIO JI€ATEIILHOCTh, BBIOMpPATh THUIIOBBIE METOABI H
CIIOCOOBI BBIMTOJTHEHHUS MTPOPECCHOHAIBHBIX 3a]1a4, OIEHUBATh X Y(PPEKTUBHOCTH U KA4eCTBO.

OK 3. IlpuHuMaTe pelieHus B CTaHAAPTHBIX M HECTAHJAPTHBIX CUTYallUAX M HECTH 3a HUX
OTBETCTBEHHOCT.

OK 4. OcymecTBisaTh TOUCK H  HCIOJNb30BaHHE HWHMOpPMAUK, HEOOXOIUMOM IS
3¢ PeKTUBHOTO BBHIMOTHEHUS MPOGECCHOHAIBHBIX 33/1a4, MPOPECCHOHATHHOTO M JIMYHOCTHOTO Pa3BUTHS.

OK 5. HUcnonb3oBate WHGOPMALMOHHO-KOMMYHUKALIMOHHBIE TEXHOJOTHH B NMPO()ECCHOHAIBHOM
NEeATENbHOCTH.
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OK 6. PaboTaTh B KOJUIEKTHBE U B KOMaH/e, 3P(HEKTUBHO OOIIATHCS C KOJUIETaMU, PYKOBOZICTBOM,
MOTPEOUTEIISIMH.

OK 7. Bpars Ha ce0Os OTBETCTBEHHOCTh 3a pabOTy UWICHOB KOMaH/bl (IMOJYMHEHHBIX), 34
pE3yNbTaT BBINOJIHEHUS 3a/JaHUM.

OK 8. CamocrosTenbHO  ONpEAENATh  3aJaud  NPO(PECCHOHANBHOTO W JIMYHOCTHOTO
pa3BUTHS, 3aHUMATHCS CaMO0Opa30BaHUEM, OCO3HAHHO IJIAHUPOBATH MOBBIIICHNE KBATU(PUKALIUH.

OK 9. OpueHTHpOBaTbCSI B YCIOBHUAX YaCTOW CMEHBI TEXHOJOTUH B MpodhecCHOHAIbHOM
NeSITEIIbHOCTH.

IIK 2.1. OcymecTBiiTh 3KCNEPTU3Y LIEHHOCTH JOKYMEHTOB B COOTBETCTBUH C JIEHCTBYIOIIUMU
3aKOHOAATEIbHBIMU aKTaMU U HOPMATHBAMH.

[1K 2.2. Bectu paboTy B cucTeMax 3JIEKTPOHHOTO JOKYMEHTOO00pOTa.

I[IK 2.3. Pa3pabarbiBaTh W BeCTH KJIacCU(MUKATOPHI, TaOCIM W JAPYrHe CIPABOYHUKUA II0
JIOKYMEHTaM OpraHu3alHH.

IIK 2.4. OGecrieunBaTh IpHEM U pallMOHAIBHOE pa3MEIICHUE JOKYMEHTOB B apXUBE (B TOM YHCIIE
JOKYMEHTOB 10 INYHOMY COCTAaBY).

[IK 2.5. ObecnieunBaTh y4eT U COXPAHHOCTh TIOKYMEHTOB B apXHUBeE.

IIK 2.6. OpraHu3oBbIBaTh HCIOJIb30BAHUE APXUBHBIX JIOKYMEHTOB B HAy4yHBIX, CIPaBOYHBIX U
MPAKTUYECKHX IIEIISX.

[IK 2.7. OcyimecTBiIsaTh OPraHU3AIMOHHO-METOMYECKOS PYKOBOJICTBO M KOHTPOIb 3a pabOTOM
apxXuBa OpraHMU3allMH U 32 OpPraHU3aIUeil TOKyMEHTOB B JAEJIONPOU3BOICTBE.

1.4. KoinuecTBO 4acoB Ha OCBOEHHE NMPOTrPaMMbl NPO(ecCHOHAJIBLHOI0 MOAYJIS:

MaKCHUMaJbHOW yueOHOU Harpy3ku oOydaromerocs - 405 yaca, B TOM 4ucIe:

00s13aTeNbHON ayUTOPHOM yueOHOM Harpy3ku odydatomierocs - 270 gacos;

CaMOCTOSITeNbHOM paboThl 0Oy4daromerocs - 135 yacos

Bun npomexxyTouHOM arTecTany — KBaau(UKalMOHHBINA YK3aMEH

IIM. 03 BoinosiHenue pa6or no npogeccun «Cexkperapb-pedepeHT»

1.1. O6aacTb NpUMeEHEHHS IPOTrPAMMBI

[Iporpamma mpodeccuonanpHoro moayns IIM 03 mpegycMmarpuBaeT BbIMOJIHEHHE pPabOT 110
OJTHOW WM HECKOJbKUM mpodeccusiMm pabouux, AODKHOCTAM CHYXKallUX U SBJISETCS  YacThbIO
OCHOBHOM o0Opa3zoBaTenbHOM mporpamMmbl B cooTBercTBHH ¢ PI'OC mno cnermuansHOoCcTH 46.02.01
«JloOKyMEeHTallMOHHOE OOECleYeHHe YNpaBIECHUs U apXMBOBEAECHUE» B YACTH OCBOCHHS OCHOBHOI'O
Bupa mnpodeccuonansHor  gmesitenpHoctH  (BIIJ]): BeimomHenume — pabor mo  omHOM WM
HECKOJIbKUM MpodeccusM pabouux, JOKHOCTAM CIYKaIHX.

1.2. e u 3axauM MoOAyJIsAA — TPeOGOBaHUSI K pe3yJIbTaTaM OCBOEHHUS] NMPO(ecCHOHAIBLHOIO
MOYJIS:

C uenbio oBIAJICHUS YKa3aHHBIM BUJIOM MPO(ECCHOHAIBHON 1eATeIbHOCTH U COOTBETCTBYIOIIUMU
npoeCCHOHATBHBIMU KOMIIETEHIIMSIMA OOY4JaloLIHiics B XO/A€ OCBOEHHUS MPO(PECCHOHATBLHOIO MO
JOJKEH UMETh NPAKTHYECKHUH ONbIT:

— ¢ mnomomplo TekcroBoro mpoueccopa MS WORD wu Excel co3maBate, pemakTupoBaTth H
(bopMaTHpOBaTh Pa3TUUHbIE BUJIBI IOKYMEHTOB YIIPABJICHUS;

— yMETh HCIOJIB30BaTh OCHOBHBIE MEXaHU3MbI TeKCTOBOTO Tporieccopa MS WORD u TabnmanOTO
nporeccopa Excel, Takue kak MakpokoMaH/Ibl, MIa0JI0HbI, aBTOTEKCT, aBTO3aMEHa, CIHMSHUE JOKYMEHTOB,
IOJIl M TIEPEKPECTHBIE CCBUIKM, TMIIEPCCBUIKM JUISl PEIIEHUs 3a/ad, CBA3AHHBIX C KOMIIBIOTEPHOMU
MOJITOTOBKOM TEKCTOBBIX JOKYMEHTOB;

— pabortaTh ¢ rpa)M4ecKUMU U PUCOBAHHBIMU OOBEKTAMM MPHU CO3/JaHUHM PA3TUYHBIX OJIAHKOB
JTOKYMEHTOB; CO3/1aBaTh JOKYMEHTHI C HCIOJIb30BaHHEM (POPMBI;

— OpraHu30BaThb COBMECTHYIO pabOTy MOJb30BaTENIel C JOKYMEHTOM, HCIONb3YS PEXUM
WCTIPABJICHUN Y BCTaBKY MPUMEYAHUI B TOKYMEHT;

— YMEeTb CO3/1aBaTh CBOM COOCTBEHHBIE CTHIIH ISt OOPMIICHHUS Pa3IMYHbIX BUJOB JIOKYMEHTOB;
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— UMETh HaBBIKK pabOThl C OONBIIMMH JOKYMEHTaMH B PEXUME CTPYKTYpbI, BCTaBJIATH
KOJIOHTUTYJIBI, CO31aBaTh aBTOMAaTUUECKUE OIJIABJICHUS U Pa3IMYHbIE YKa3aTEIH.

— BJAJeThb OCHOBHBIMHM IPAKTHUYECKUMH HABBIKAMH IPUMEHEHUS COBPEMEHHOW OQUCHOMN
TEXHUKH.

3HATh:
— mpaBwia OpOPMIICHHS TEKCTOBBIX M TaOJIMYHBIX JOKYMEHTOB B cooTBeTcTBUH ¢ ['OCTamu
2.105-95, P 6 30-2003;
— OCHOBHbIE€ TIpYyNIbl OPITEXHUKH M  CPEACTBAX  CBSI3U, TEXHUKO-KOHOMUYECKMMHU
XapaKTepUCTUKAMU OPraHU3allMOHHOM M KOMMYHHMKALIMOHHOM TEXHMKH, IOKa3aTeIu HUX HAJEKHOCTU U
COBMECTHMOCTH, NPUHIMIIBI  JIEHCTBUS M KOHCTPYKTHBHBIE OCOOCHHOCTH Ppa3IMYHBIX TEXHHUYECKHX
CPEACTB yIPaBJICHHUS.
1.3. Pe3yabTaToM O0CBOeHHSI NPO(ecCHOHAIBLHOr0 MOAYJSA sABJsAeTcs: (opMHpOBaHUE Y
00y4arouuXcsi KOMIEeTEeHIUii:
OK 1. IloHumars CynHOCTh M COIMAIBHYIO 3HAUMMOCTh CBOCH Oynymieit mpodeccuu, mposiBiIsTh K
HEW YCTOWYMBBIM UHTEpEC.
OK 2. OpraHu3oBblBaTh COOCTBEHHYI [J€SATEIbHOCTb, BbIOMpaTb THUIIOBBIE METOJBl U
COCOOBI BBINOJHEHUSI TPO(ECCHOHATIBHBIX 3a/1a4, OLIEHUBATh UX 3((HEKTUBHOCTh U KAYECTBO.
OK 3. IlpuHuMaTh pelieHuss B CTaHAAPTHBIX M HECTAHJAPTHBIX CUTYallUAX M HECTH 3a HUX
OTBETCTBEHHOCTb.
OK 4. OcymecTBisiTh TMOUCK H  HUCIONb30BaHWE HWHGOpMAIMH, HEOOXOTUMON  JUIs
3¢ (G EeKTUBHOIO BBITOJIHEHUS TPO(ECCHOHATIBHBIX 33]1a4, NPO(EeCCHOHANBHOTO U IMYHOCTHOT'O Pa3BUTHSL.
OK 5. Hcnonb3oBate WHGOPMAIMOHHO-KOMMYHUKAIIMOHHBIE TEXHOJOTHH B MPO()ECCHOHAIBHOM
JesITebHOCTH.
OK 6. PaboTath B KOJUIEKTHBE U B KOMaH/e, 3P (HEKTUBHO OOIIATHCS C KOJUIETAMHU, PYKOBOICTBOM,
OTPEOUTENSAMHU.
OK 7. Bpars Ha ce0s OTBETCTBEHHOCTh 3a pabOTy UWIEHOB KOMaHAbl (IMOJYMHEHHBIX), 3a
pE3yJIbTaT BBIIIOJIHEHUS 3aJaHUM.
OK 8. CamocrosiTenbHO  ONpeAenaTh  3a7adyd  NTPO(PECCHOHATBHOTO HM  JIMYHOCTHOTO
pa3BUTHSL, 3aHUMATbCA caMO00pa30BaHNEM, OCO3HAHHO TJIAHMPOBATH MOBBIIIEHHE KBATU(PHUKAIINH.
OK 9. OpueHTHpoBaThCs B YCJIOBHUSIX YAaCTOM CMEHbl TEXHOJOTMH B Mpo(ecCHOHATBLHOU
JESATEIBHOCTH.
I[ICK 3.1. CocrtaBnsiTh, peaakTUpoBaTh U OGOPMIISTH OPraHU3ALMOHHO — PaCIOpPSIUTEIbHYIO
JOKYMEHTAINIO, CO3/1aBaEMYI0 B OpraHU3alluH, COTJIaCHO TpeOoBaHUAM ['0Cy1apCTBEHHBIX CTAaHAAPTOB IO
0(OPMIIEHHIO TOKYMEHTOB C UCIIOJIb30BAaHHUEM COBPEMEHHBIX BUJIOB OPraHU3allMOHHON TEXHUKH;
I1CK 3.2. YuyacTBOBaTh B OpraHU3aIlM JOKYMEHTO000pOTa, OPMHUPOBATH Ji€ja B COOTBETCTBHHU C
YTBEPKIACHHOW HOMEHKJIATypoi, oOecreurnBaTh MX COXPAaHHOCTh B TEKYIIEM JEJIONPOU3BOJCTBE C
HCII0JIb30BAaHUEM COBPEMEHHBIX BUI0B OPraHU3al[MOHHON TEXHUKH;
[ICK 3.3. CoctaBnsith U oQOpMIIATH HOMEHKIJIATYpy Jel OpraHu3anuu, (GopMupoBaTh Jena B
COOTBETCTBHUHM C YTBEP)KICHHOM HOMEHKJIATYypoH, oOecrneyuBaTh HMX COXPAHHOCTh B TEKYyILEM
JIeJIONPOU3BOJICTBE C UCIOJIB30BAHUEM COBPEMEHHBIX BHI0B OPraHU3AI[MIOHHON TEXHUKHU;
I1CK 3.4. BoInOJHAT MAlIMHOMMCHBIE pabOThI pa3IMYHON CTENIEHH CIOKHOCTH.
1.4. Kosim4ecTBO 4aCOB HA OCBOEHME MPOrpaMMbl PO(PecCHOHATIBLHOTO MOYJIA:
Bcero — 365 yacoB, B TOM 4ucJie
- MaKCHUMaJIbHOM y4ueOHO Harpy3ku oOydaromierocs - 329 yacos, BKIIIOYasi:
- 00s13aTeNbHOM ayTUTOPHOI yueOHOI Harpy3Kku oOyyaromerocs - 219 vacos,
- CaMOCTOATEILHOM paboThl 0OyJaromerocs - 110 gacos,

- yueOHas mpakTuka — 36 4acos.

By npomexxyTouHON aTTecTalui — KBATM(PUKAIIMOHHBIN YK3aMeH
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