MunucTepcTBo o6pasoBanus 1 HaykH Poccuiickoii Pegepaunnu

NEH3EHCKUIA FTOCYIAPCTBEHHBI YHUBEPCUTET
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YUYEBHBIU IJIAH

NporpaMmMspl NOArOTOBKH CNIENHAJIHCTOB CPEIHEro 3BE€HA

no cnegnagabHocTH 46.02.01 JIokyMeHTaLMOHHOE 00ecrneyYeHue YnpaBaeHus U apXUBOBEIEHHE

no nporpamMme 6a30Boii NOArOTOBKH

Kpanudurkauus: CoeUHaIUCT 110 JOKYMEHTAHOHHOMY 00€CNeYeHHUIO YIIPABIEHHUs, aDXUBHCT

Popma 00yueHHsi OuHas
Cpox mony4uenus CITO: 2 r. 10 mec.

Ha 0a3e OCHOBHOro oduiero oopazoBaHus

[Tpoduns nonyyaemMoro npodecCHOHANILHOrO 00pa30BaHUs: COUMANbHO-O9KOHOMUYECKHH



KAJIEHJIAPHbBI YYEBHBINA I'PAD®UK
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- yaeOHasl TpaKTHKa — I'A
II. CBOJIHBIE JAHHBIE 110 BIO/IKETY BPEMEHMH (B Hexeasnx)
Teoperuyeckoe JK3aMeHAIMOHHAS YueOHbIC IIpon3BoacTBeHHBIE TI'ocynapcrBennas
KYPC KanunkyJnbi BCET'O
o0yueHue ceccusi NPAKTHKH MPAKTHKH HTOrOBAS ATTECTAIMSA
| 39 2 11 52
1 33 2 3 3 11 52
I 30 1 4 6 2 43
UTOI'O 102 5 3 7 6 24 147




1. IIVTAH YYEBHOTI'O ITPOIECCA
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0.00 O0meodpa3oBaTebHBIIH 3 12 8 2106 702 | 1404 | 548 | 856 612 | 792
’ J101079)
Bba3oBble AUCHHMILIHHDBI 1 10 4 1312 438 874 288 586 353 | 521
OV[.01.01 | Pycckuii si3bIk 2 1 118 40 78 39 39 35 43
OVY[1.01.02 | JTutepatypa 2 1 174 57 117 39 78 51 66
OYJ.02 |MHocTpaHHBIH SI3BIK 2 1 176 59 117 117 51 66
OV/[.04 |Ucropus 2 1 176 59 117 56 61 51 66
OVYJ.05 | ®usuueckas Kyl1bTypa 12 175 58 117 117 51 66
OVIL06 OCHOBBI O€30ITACHOCTH 2 105 35 70 34 36 70
KHU3HEIEATETbHOCTH
OV/.11 |OGiecTBo3HaHHE 1 118 40 78 34 44 78
OVY/1.14 |EcrecTBO3HAHHUE 2K 106 35 71 30 41 71
OV/.16 |Teorpadus 1 54 18 36 18 18 36
OVY.17 |Dxosorus 2 54 18 36 18 18 36
OVYI.18 | ActpoHoMus 2K 56 19 37 20 17 37
Tpogubusre 2 2 | 3 | 736 | 245 | 491 | 240 | 251 259 | 232
JUCHHILIHHBI
Maremaruka: anreopa,
OV/1.03 |Hayaia MaTeMaTHYECKOTO 2 1 351 117 234 97 137 102 | 132
aHanM3a, reoMeTpus
OV.07 |HUudopmatika 2 1 150 50 100 39 61 34 66
OV/.12 | DxoHOMHKA 1 108 36 72 48 24 72
OVY.13 |IIpaBo 2 1 127 42 85 56 29 51 34
JlonoJiHUTEIbHBIE 1 58 19 39 20 19 39
JUCHHILIHHBI
MupoBasi XyI0KECTBEHHAs
y1.1/y 12| ¥Typa fOcHoss sesosoii 2 | 58 | 19 |3 | 20 | 19 39
STHKH M COLUAIBHOTO
B3aUMOJICHCTBUS
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Oo0s13aTeIbHAsA YacTh
yaeonbix makios MIICC3 12 8 11 9 2456 818 | 1638 | 724 893 | 21 352 | 521 | 540 | 225
OO0mmii ryMaHUTAPHBIN 1
OrcH.00 | OtHarpuo- - 2| 3| 2 2 567 | 189 | 378 | 64 | 314 112 | 116 | 75 | 75
IKOHOMHUYECKHTT YUeOHbIi
101009
OI'C3.01 | OcHoBHI Gunocodun 4 62 14 48 32 16 48 OK 1-9
Orcn.02 (Ucropus 3 62 14 48 32 16 48 OK 1-9
OI'CD.03 |MHOCTpaHHBIH A3BIK 4x,6x| 3,5 191 35 156 156 32 34 45 45 OK 1-9
OI'CD.04 |®dusnyeckas KyIpTypa 345 6 252 126 126 126 32 34 30 30 OK 23
MareMaTHYeCcKHil U
EH.00 | 0Ouwi y 1210 1 198 | 66 | 132 | 72 | 60 64 | 68
€CTeCTBEHHOHAYYHBII
y4eOHBbIi KT
EH.01 [MaremaTuka 4 51 17 34 17 17 34 OK 1-6, 9
EH.02 |Uuadopmaruka 4 3 99 33 66 33 33 32 34 OK 4,5,9
EH.03 [Dxonoruyeckrie OCHOBEI 3 48 16 32 29 10 32 OK 3,6.7.9
MIPUPOIOTIOIH30BAHHMS
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OIL.01 | OxoHOMHUUECKas TeOpUs 4 3 123 a1 82 50 32 48 34 OK l-_7:Ii 1:;IK 1.1
OIL.02 | OxoHOMUKA OpraHU3AINH 3 72 o4 48 o4 24 48 OK1 -7i I;IK 1.1-
OI1.03 | MeHemKMEHT OK 1-9, IIK 1.1
3 72 24 48 28 20 48 -1.2, 1.4-1.8,
24,25
OIL.04 |TocymapcTBeHHas u 5 90 30 60 40 20 60 OK 1-8, IIK 1.1
MYyHHUIIUTATbHAS CIYKOa -1.8
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OIL.05 |HWHOCTpaHHbII A3BIK 4x6x| 35 189 63 126 126 32 34 30 30 OK1-7,IIK 1.1
(npodeccroHaIbHBIN) -13
OI1.06 |IIpodeccuonanbHas ITUKA U i
IICUXOJIOT U I€JI0BOTO 5 90 30 60 40 20 60 OK 1-8,IIK 1.2
-1.6,1.8
00IIeHus
OI1.07 OK1-9, TIK 1.7,
YnpasieHue nepcoHaAIOM 5 90 30 60 40 20 60 TIK 2.6, 2.7
OI1.08 |IIpaBoBOE OOeCcIiCUCHUE OK 1-7,IIK 1.1
podeccHoHATBHON 5 90 30 60 40 20 60 1.2,1.4,151.7,
JIeITEIIbHOCTH 1.8
OI1.09 |Be3onacHocTh 4 102 34 68 34 34 68 OK 1-9, IIK 1.1
JKM3HEAEATEIbHOCTH -1.10,2.1-27
.00 | TTPoPeccnonaLLLe 5 | 0 | 7 2 773 | 257 | 516 | 292 | 203 | 21 201 | 195 | 120
MOJYJIA
Opranuszanus
JOKYMEHTAIIMOHHOT' O OK 1-9
IIM.01 |oGecrnevyenusi ynpaBjieHus | 5* 368 122 | 246 | 128 97 21 111 | 135 '
K 1.1 -1.10
4 (PYHKIIHOHHPOBAHHUS
OpraHu3anuu
JloxymeHTanmoHH OK 1-9, TIK
MIK.01.01 |~ OKYMEHTALHONHO® 5 4 188 | 62 | 126 | 58 | 47 | 21 51 | 75 15,16, 1.7,
obecrieueHne yIpaBICHUS
1.9,1.10
IIpaBoBOE perynupoBaHue OK1,24,6,7,
MJIK.01.02 | yripaBieH4YeCKOH 5 90 30 60 40 20 60 8, IIK 1.1, 1.5,
JIeSITEIbHOCTHU 1.7
Opranuzanus OK 1-9, I[IK
MJIK.01.03 | cexpeTapcKoro 4 90 30 60 30 30 60 1.1,1.2,1.3,
00CITyKMBaHUS 14,18
VIL.01 Y4eOHast mpaKkTHKa 4 72 72 OK 1:?_’ :Ll;IJK I
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Opranuszanusi apxXuBHOM U
CIPaBOYHO- )
V.02 | nndopmanmontoii 6* 405 | 135 | 270 | 164 | 106 9 | 60 | 120 | OXIIK
padoTHI M0 JOKYMEHTaM -
OopraHu3anuu
Opranuzanus u
MJIK.02.01 | HOpMaTHBHO-IIPaBOBEIE 5 4 174 58 [116 74 42 56 60 glf 1292’ 1;H§
OCHOBBI aPXMBHOTO JIeNIa T
T'ocynapctBeHHble, _
MJIK.02.02 | MyHUIIUTIATIBHBIC ApXUBBI U 4 51 17 34 20 14 34 OK 1 _92’ ?K 2.4
apXUBBI OpraHU3aIMH '
MeTtouka 1 mpakTHKa OK 1-9, IIK
MJIK.02.03 ApPXUBOBEJCHHUSI 6K 90 30 60 30 30 60 2.1,22,23, 27
MIK.02.04 Oo0ecrieuenne COXpaHHOCTH 6 9 30 60 40 20 60 OK 1-9, IIK
JIOKYMEHTOB 2.4,25,2.7
IIpousBoxacTBeHHas OK 1-9
II1.02 | mpakTHKa (110 POPIUITIO 4 108 108 MK 2.1-2.7
CHEeIMATbHOCTH
Bbinosnenune paéor mno )
IIM.03 | mpodeccun 26353 4* I ((Z)Ii( 31 1913 4
«Cekperapb — MAIIHHUCTKA» e
VILO3 | YuyeOHast mpakTHKa 3 36 36 OK 1-9,
‘ P TCK 3.1-3.4
BapuaruBHasi yactb
wikcron TIICC3 1 3 2 1 946 316 | 630 | 343 | 287 224 | 91 315
HopMmbl mnpaBonucanuss B OK 1-9
OIL10 | ympaBieHYECKHX 3 144 4 96 48 48 96 MK 1.5, 1.6
JOKyMEHTaxX
TexHMUeckue cpeacTea OK1 -9, TIK
OILI1 PEA 6 113 | 38 | 75 | 37 | 38 75 | 11,1214,
yIpaBjieHus B oduce 18 2226
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CucreMsl 3JIEKTPOHHOIO OK 1-9, TIK
OIL12 P 6 113 | 38 | 75 | 37 | 38 75 151617 22,
JOKYMEHTO0000poTa 53
Opranuszarys padoThI ¢ OK 1-9, IIK
OIL13 P A p 6 112 | 37 | 75 | 45 | 30 75 1,1, 15, 1.6,
3anpocamMu IpakIaH 17 24
Okazanune DJIEKTPOHHBIX OK 1-9; IIK
OIlL.14 p 6 135 45 90 55 35 90 15,16,1.7,
rOCYJapCTBEHHBIX YCIIYT 29 23
KommbroTepHast moiroToBKa
MJIK.03.01 | ynpassienucckrix 4 | 3 | 320 | 110 | 210 121 | 98 128 | 91 OK; 1?’32@(
JTOKYMEHTOB -
Bcero yacoB o0yuyeHus Mo
Y4eOHBIM HUKJIAM 3402 | 1134 | 2268 | 1067 |1180| 21 576 | 612 | 540 540
MIICC3
Mpexaunaomuas OK 1-9
mamn NMpaKTHKAa 4 wen. IIK 1.1-1.0
TIK 2.1-2.7
I'nA TI'ocynapcrBennas OK 1-9
HTOrOBas ATTECTAIUS 6 Hen. TIK 1.1-1.0
11K 2.1-2.7
IMoAroTOBKA BBIMYCKHOMN
T'MA.01 | kBanuUKaAIIMOHHON 4 Hep.
paboTsl
3amuTa BHITYCKHOM
I'MA.02 | kBaTM()UKAIIIOHHOK 2 Hen.
paboThI
KouncynbTrauuu Ha
K 0JIHOTO 00y4arouIerocs 4 yaca 4 yaca 4 yaca
HA KAXKIbli Y4eOHbIl rog
HUTOT'O: 5508 | 1836 |3672| 1668 | 1983 | 21 | 576 | 828 | 576 | 612 | 540 540
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MayvaembIx ZMCLMAMIHH U
o Aret 45 1131|1310 9
MJIK
KonuuecTro 3K3aMeHOB 16 3 4 4 4 1
KonuuecTBo 3auetoB (Ge:
OJ1MHecT 0B (be3 g 0 0 | 5 2 3
yuema uzkynemypsi)
Konnuectso
A depeHIMPOBAHHBIX 79 3 7 ’ 6 2 3
3a4eToB (Gez yuema -
chusicynsmypst)
N* - KBanUPHUKALHOHHBIH IK3aMEH
NK — KOMIIeKCHBIH (3k3aMeH, TuddepeHLIMpOBaHHbIH 3a4eT)
BHocsT: CornacoBaHo:
Kadenpa «Madopmannonnoe obecneyenue
YOpPaBJICHHUA U IIPOU3BOACTBAY
3aB. xadenpoi JI.P. ®uoHoBa ITpopexTop no yuebHo#t paboTt . Mexanos
Ky3neuxu#t HHCTHTYT HHQOPMAITHOHHBIX U YIIPABIECHYECKUX
Havansuuk YMY .B. Perena
TEXHOJIOTUH
Jupexrop ' // J.A. Kopuarun ITpencenarens HMC
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IV. IEPEYEHb KABMHETOB, IABOPATOPHUI, MACTEPCKHUX M JIP. JIUISI HIOJATOTOBKH IO CHEIIMAJIBHOCTH CIIO

Ne HaumenoBanue

Kaouuersr:

ConmanbHO — YKOHOMHYECKUX TUCITUILINH

NHuocTpaHHOrO A3bIKa

MareMaTHKi 1 UHPOPMATUKU

DKOJIOrMYECKHX OCHOB IpUPOaOIIOJIb30BAHUA

OKOHOMUKH OpraHu3alvi U YIpaBJICHUA IICPCOHAIIOM

MenemxmenTa

[TpaBoBoro 06ecneuenus mpohecCuoHaTBLHONU NeATeTbHOCTH

['ocymapcTBEeHHOM W MYHUIIMIIATBHOM CITYKOBI

OO NG~ w N

JIOKyMEHTAIIMOHHOTO 00eCTIeYeHUs YIIPABICHHS

-
©

ApXUBOBEICHUSA

[EEY
[

[IpodeccnoHanbHOM STUKH U TICUXOJIOTHH JICJIOBOTO OOIIEHUS

[EEN
N

be3omnacHoCcTH XKU3HEAEATEIHLHOCTH

[EEN
w

MeTtoanyeckun

JlabopaTtopum:

14. | UudopMaTUKy 1 KOMIBIOTEPHONH 00pabOTKH JOKYMEHTOB

15. | TeXHUYECKUX CUCTEM YIPABICHUS

16. | CucteMm 31€KTPOHHOTO TOKyMEHT0000poTa

17. | JokyMeHTOBEACHHS

18. | Yuebnas kaHuemnsipus (Ciry>x6a JOKYMEHTAlMOHHOTO 00eCTIeUeHHsI YIIPaBICHUS])

CnopTuBHBIH KOMILJIEKC:

19. | CnopTuBHBIH 3271

20. | OTKpBITHIN CTAUOH MUPOKOT0 IPOGUIS C 3JIEMEHTAMHU MOJIOCHI TPETATCTBUN

21. | CTpenkoBblIil TP

3aJIbI:

22. | bubnuoteka, YnTaNBbHBIN 311 C BBIXOAOM B ceTh HTEpHeT.

23. | AKTOBBII1 3211




V. NOACHUTEJBHASA 3AITUCKA
Hacrtosmmuii y4eOHbIM IU1aH IpOrpaMMbl IMOATOTOBKH CIELUAIMCTOB CpPEJHEro 3BeHa IIeH3€HCKOro rocyaapcTBEHHOIO YHHMBEpPCUTETA
pa3paboraH Ha ocHOBe dDenepalbHOIO T'OCYAAPCTBEHHOIO 00pa30oBaTEIbHOIO CTAHAAPTAa IO CHEHMAIBHOCTH CPEJHEro HpogecCHOHAIBLHOIO
obpazoBanus 46.02.01 «/IoKyMEHTalIMOHHOE OOECIIeYeHNE YIPABICHNS U apPXUBOBEJIEHUEY, YTBEPKACHHOTO MPHUKa30M MUHHUCTEPCTBAa 00pa3oBaHus
u Hayku Poccuiickoit @enepannu Ne 975 ot 11 aBrycra 2014r.

Opzanu3ayus yuednozo npoyecca u pexcum 3aHAmuil
Hauano yueOHoro rona — 1 ceHts0psi.
Vuebusm mianoM o I'OC CIIO no cnenuansaoct 46.02.01 «J/lokyMeHTaIMOHHOE 00€ecleueHe YIIPABIEHNsI M apXUBOBEICHUEY 0a30BOit
MOJTOTOBKH C Y4eTOM 00111e00pa30BaTeIbHOTO TUKIIA IPEIYCMOTPEHO:
- TeopeTudeckoe ooyuenue — 102 Henenu;
- MPOMEXKYTOYHAS aTTECTAIUA — 5 HEJEb;
- yueOHasi ¥ MPOU3BOICTBEHHAS MTPAKTHKA MO MPOMUITIO CHIEIMAIBHOCTH - 6 Helelnb;
- IPOM3BOJICTBEHHAS (MPEeAUIIIOMHAs ) IPAKTHKA - 4 HeJenu;
- TOCYJJapCTBEHHAs UTOrOBas aTTecTalus - 6 He/lelb, B TOM YHCIIE:
Nn0020MOBKA 8bINYCKHOU KéanupuxkayuonHot pabomol — 4 nedenu, sauyuma BKP- 2 nedenu,
- KAaHUKYJBI - 24 Henenu.
Bcero: 147 nenens
[IpogomxurensHOCT, Yy4eOHOU Hemenu — 6 JHEH, aynuTopHas ydyeOHas Harpy3ka cocTaBisieT 36 4acoB B HEAENIO, MAaKCHUMAIbHBIA 00beM
y4eOHON Harpy3kd OOYYaroIIerocs COCTaBIsSeT 54 akaJeMUYeCKUX dYaca B HEACNTI0, BKJIIOYAas BCE BHUIbI AyJUTOPHOW W BHEAYAUTOPHOM
(camocTosTenbHOI) yueOHoi padoTsl mo ocBoenuto [ITICC3.
3aHATUA NpoBOAATCS nmapaMu 1o 1 yacy 30 MUHYT, C IEpepbIBAMH Yepe3 Kaxble 45 MUHYT.
B yueOHOM M1aHe MpeayCMOTPEHBI CIIEIYIOIINE BUIBI TPAKTHKU:
Yuebnas npakmuka B 3 cemectpe mpomomkutensHocThio 1 Hemens (ITM.03 Beimonuaenue pabdor mo npodeccun 26353 "Cekperaphb - MalIMHUCTKA"),
MpeIyCMAaTPUBAET COCTABIICHUE, PEIAKTUPOBaHHWE W OGOPMIICHHE OPTraHW3alMOHHO — PACIOPSAUTEIHLHONW JOKYMEHTAIMH, COTJIACHO TPeOOBAHHSM
['ocymapcTBeHHBIX CTaHAAPTOB MO OGOPMIICHUIO JOKYMEHTOB C HCIIOJIb30BAHUEM COBPEMEHHBIX BHUJOB OPTaHU3AIIMOHHON TEXHUKH, (POPMHUPOBAHHE
JIeJ1, BBIMIOJTHEHHE MAITMHOMTMCHBIX pa0O0T pa3IMyHON CTETICHH CIIOKHOCTH.
Yuebnas npaxmuxa B 4 cemectpe mnpomopkuteabHOoCcThi0 2 Henenmu ([IM.01 Opranmsanus AOKYMEHTAIIMOHHOTO OOECIEUeHHUs YINpaBICHUS U
(YHKIIMOHUPOBAHUS OPTraHU3alMN) TPEayCMaTpUBacT OQOPMIICHUE U PETUCTPAIHIO OPTaHU3AMOHHO-PACTIOPSIUTEIBHBIX JOKYMEHTOB, 00pabOTKy
BXOZSIIUX U UCXOJSIIUX TOKYMEHTOB, X CUCTEMaTH3aIUIO, TOATOTOBKY €T K Mepe/iaye Ha apXUBHOE XpaHEHHE.
Ipoussoocmeennas npakmuka 1O TPOPUITIO CHCHUATBLHOCTH B 4 cemecTpe MpoaosbkuTenbHocThio 3Heaenu ([IM.02 «Opranuzanus apXWBHOU U
CTPaBOYHO-MH()OPMAIIMOHHOMN pabOThI O JOKYMEHTAM OpraHU3aI[N»).
IIpeoounnomnasn npouzeoocmeennas npakmuka - 4 Heaenu B 6 cemectpe.
[IpousBoacTBEeHHasT MpaKTUKa MPOBOAUTCS Ha Oasze aamuHucTpanuu r. KysHemka (apxuBHbI cektop), Kysnemkoro otnena YmpasieHus
Pocpeectpa o Ilenzenckoit oobmacti, MAY «MHuorodyHKITMOHATRHBIN 1IeHTp Ky3Helkoro paiiona [IeH3eHCKOo# 001acTy.
Opranuzanyio U PYKOBOJCTBO MPOU3BOACTBEHHON mpakTtukoi  ocymiectBisgeT aupektop KHUUYT (bunman) III'Y, npenomaBaTenu




po¢eCCUOHAIBHOIO ILMKJA, PYKOBOAMTENM HAyYHO-HCCIEN0BATEIbCKUX, KYPCOBBIX M IUIUIOMHBIX paOOT  CTYAEHTOB, LITaTHble PaOOTHUKU
opranu3aiuil (mpeanpusTuii) 6a3 NpPaKkTUKY.

[Ipou3BoACTBEHHAs MPAKTHKA 3aBEPLIACTCS OLICHKOH OCBOEHHBIX CTYAEHTAaMH OOLIMX U NPO(PECCHOHAIBHBIX KOMIIETCHIMH C BBICTABICHHEM
Qg QepeHIIMPOBaHHOTO 3a4eTa.

Koncynbranuu a1 o0y4aromuxcs COCTaBIA0T U3 pacyera 4 yaca Ha 0JJHOro 00y4aroIerocsi Ha Kax /bl yueOHbIH ro.

[IpeaycMOTpeHbl KaHUKYITBI TPOAOKUTENIEHOCTRIO (C y4eTOM 001e00pa3oBaTeIbHOTO IIUKIIA) 24 HeAeIH, B TOM YHCIIe

3UMHUE — 6 Hesenb:
| cemectp - 2 Hepenu (c 29 nexabps o 11 suBaps);
Il cemectp - 2 Heaenu (¢ 29 nexabps o 04 suBaps, ¢ 12 suBaps no 18 suBaps);
V cemectp - 2 Hepenu (¢ 22 nexabps mo 04 ssHBaps);

netHue — 18 Henens :
Il cemectp — 9 Henens (¢ 29 uronst mo 31 aBrycra);
IV cemectp — 9 Henens (¢ 29 urons no 31 aBrycra);

OoweodpazosamenvbHblil YUK
B cootBerctBrm ¢ ®I'OC CIIO no cnenumansHocTH 46.02.01  JIoKyMEHTAllMOHHOE 0OecleYeHne YIIpaBIeHUsl U apXMBOBEJCHUE CPOK MOTyYEHHS
CIIO no IIICC3 npu ouHoi Gopme 00ydeHHs ISl UL, 00ydaromuxcsi Ha 6a3e OCHOBHOI'O OOIIEro 00pa3oBaHus C MOJyYEHHUEM CPEJHEro 00Iero
oOpa3oBaHus, yBenuunBaercs Ha 52 Hepenu (1 ron) u3 pacdera: TeopeTHueckoe ooyueHue (Ipyu MakCUMallbHOW yueOHOI Harpy3ke He Oosiee 36 yacoB
B Hezenmo) — 39 Hemenb, MPOMEXKYTOYHAS aTTeCTAlMs — 2 HEAENH, KaHUKYyJIsipHoe BpeMs — 11 Hemens. YdyeOHoe Bpemsi B oObeme 1404 gaca,
OTBEZICHHOE Ha TEOpPETHYEeCKOoe O00yueHHe, pacrpesiesieH0 Ha n3ydeHHe 0a30BBbIX M MPO(MIBHBIX AMCUUIUIMH o0meoOpasoBaTensHoro nukia OINOIT
CIIO, B cootBercTBUM ¢ ucbkMaMu MuHoOpHayku Poccun ot 17.03.2015 Ne 06-259 «O HanpaBieHUH 10paOOTaHHBIX PEKOMEHJAIUI 10 OpraHU3aliu
MOJIy4EHHUsI Cpe/IHero oomiero oopa3oBaHus B MpeJiesiax OCBOCHUs 00pa3oBaTeNbHBIX MPOrPaMM CpPEeIHET0 MpodecCHOHAIBLHOTO 00pa3oBaHus Ha Oase
OCHOBHOT'0 00111eTr0 00pa3oBaHus ¢ y4eTOM TpeOoBaHU (henepalibHbIX TOCYJapCTBEHHBIX 00pa30BaTeIbHBIX CTAHIAAPTOB M MOdydaeMol mpodeccun
WIN CIIEIHATBHOCTH CPEAHEro npodeccuoHaabHoro odpasosanus», ot 20.06.2017 Ne TC-194/08 «O06 opraHu3anuu u3ydeHHsl y4eOHOTO mpenMeTa
«ActporHomusi», ot 20.02.2017 Ne 06-156 «O Metonuueckux pexomeHaanusax mo peanusanuu ®I'OC CIIO mo 50 nanbonee BoCcTpeOOBaHHBIM U
NEPCIEKTUBHBIM Npodeccusim u cnenuanbHocTaM» U PasbsicHenusimu @MPO «O6 yrounenun PekomeHnnanuii no opraHu3amnuu MoIy4eHUs] CPEIHETOo
oOmiero obpa3oBaHus B Mpejenax ocBoeHHsI oOpazoBarenbHbIX mporpamm CIIO Ha 6a3e ocHOBHOTO 00IIEero o0pa3oBaHui...», 0100peHHBIXx HMC
Llentpa mpogeccruonanbHoro o0pasoBanus u cucteM kpanuduxanuii «@HUPO», [Tporokon Ne3 ot 25.05.2017.
[Tpodwis momyuaemoro npodeccuoHaIbHOTO 00pPa30BaHUs — COITUATBHO-I)KOHOMUYCCKUM.

Dopmuposanue eapuamusnoi yacmu IHNICC3
VYueonsrii mad [IIICC3 mo cnenmansaocTr 46.02.01 «JIOKYMEHTAITMOHHOE 00ECIIeUeHUE YIIPABIICHUS U ADXUBOBEJICHHUE» COCTOUT U3
o0s3aTenpbHOM yacTh yueOHbIX 1ukIiIoB [ITICC3 1 BapuaTUBHOMN 4acTH.
UYacer BapuatuHOi yactu 1ukioB [IIICC3 B o6veme 1026 wacoB (M3 HHX 0Os3aTeNbHAs HAarpy3ka - 684 dvac.) HCIIONB30BAHBI HA BBEICHHE
TACITUTINH
OI1.10 Hopmbl npaBonucaHus B yIpaBJI€HUECKUX TOKYMEHTax, 00s3aTenbHas Harpy3ka — 96 u.
OIL.11 Texnuueckue cpencTpa ymnpasieHus B oduce, o0s3aTenabHast Harpy3ka — 75 4.




OI1.12 CucTtembl 3JI€KTPOHHOTO JJOKYMEHTO000pOTa, 00s13aTeNIbHast Harpy3ka — 75 d.

OI1.13 Opranuzanust paboTHI C 3aIPOCAMH TPAXKAAH, 00s3aTeNIbHAs Harpy3ka — 75 4.

OI1.14 Oka3aHue >JIEKTPOHHBIX TOCYIaPCTBEHHBIX YCIYT, 00s13aTeNbHass Harpy3ka — 90 d.

Ha BBEJICHHE MEXIMCIMIUIMHAPHOTO Kypca B mpodeccuoHanbHblii Monaynb [IM.03 Bemmonnenue pa6or mo mpodeccun 26353 "Cekperaph -
MallMHUCTKA":

MJIK.03.01 KomnberoTepHas moaroToBKa ynpaBiIeHUECKUX JIOKYMEHTOB 00si3aTenbHas Harpy3ka - 219 u.

Ha YBEJIUYEHHE YacOB MO0 HUKIaM JUCUUIIINH U TPOdecCHOHANbHBIM MOTYIISIM:

o yueoHomy 1ukiy OI'CD: OI'C3.03 UHocTpanHbIif 361K - 30 4.

Ha [IM.01 Opranuzanust TOKyMEHTAIMOHHOTO 00ecreYeHHs yrpaBieHus U (PYHKIMOHUPOBAHUS OpraHU3aIUH - 244.

Beenenne B IIIICC3 wnoBbix muctmmima 1 MJIK.03.01 oOycnoBieHo kBanu(UKanMOHHBIMH TPeOOBAaHMAMHU K BBITYCKHHKAM U y4ETOM
TpeboBaHuil pabotoaaresneil (JIMCT coriiacoBaHUs y4eOHOTO MlaHa 00pa30BaTeIbHON MPOrpaMMBbI ¢ pabOTOAATENSIMU).

VBenuuenune vacoB no yueOHomy mukiay OI'CO (OI'CD.03 HuHoctpanHblil s3bIK - 30 4.) CBSI3aHO C HEOOXOAMMOCTBHIO (POPMHpPOBAHUS Yy
CHEIMAIMCTOB MPOYHBIX YMEHUN U HABBIKOB YCTHOTO U MHCHMEHHOT'O OOIIEHUS Ha MHOCTPAHHOM SI3BIKE, TIEPEBOIa MHOCTPAHHBIX TEKCTOB, a TaKkKe
kommeTeHmit OK 1-9.

YBenuuenue yacoB B mpodeccuonansHoM Moxayne [IM.01 Opranuzanus JOKYMEHTAIMOHHOTO OOeCNeUeHUs yIpaBieHus U (PyHKIHMOHUPOBAHUS
opranmzarun  (MJIK.01.01 JlokymeHTanimoHHOEe oOOecriedeHre yrpaBieHus) Ha 24 daca 0OyCIIOBIEHO HEOOXOIUMOCTHIO (HOPMHUPOBAHHS Y
CHEIMAIMCTOB MPAKTUYECKOTO OMBITA B OPTaHU3AINH JOKYMEHTAIMOHHOTO 00eCTieueHu s yIpaBieHus U (QYHKIIMOHUPOBAHUS OPTaHU3AIHIH.

st mpodeccuonanpHoro moxyias [IM.03 Bemomaenue pabor mo mpodeccun 26353 "Cekperapp - MalIMHHCTKA" B COOTBETCTBUU C:
Oo6mepoccuiickuM  kiaccudukaropoMm mnpodeccuil paboumx, AODKHOCTEH ciyxkamux H TapuHbXx paspsgoB (OK 016 -94), xon 26353,
KBanudukaioHHBIM CIIPaBOYHUKOM JOJDKHOCTEHN pyKOBOJUTENEH, CIIEIIMATIMCTOB U IPYTUX CIIYKAILUX, YTBEPKACHHBIM IIOCTaHOBIeHHEM MuUHTpyna
P® ot 21 aBrycra 1998 1. Ne 37 (¢ u3m. 12 ¢despans 2014 r.) npenoaaBateasiMd COBMECTHO ¢ paboTomaTensMu pa3paboTaHbl MpodecCuOHaTbHBIC
cnennanbabie komneteHuu (IICK):

- IICK 3.1. CocraBisTh, pelakTUpoBaTh U O()OPMIISTh OPraHU3aIMOHHO — PACHOPSAUTENBHYIO JTOKYMEHTAINIO, CO31aBaEMyl0 B OpraHU3ALINH,
coriacHo TpeboBaHUsAM ['OCynapCTBEHHBIX CTaHAAPTOB MO O(GOPMIICHHIO JTOKYMEHTOB C HCIIOJIb30BAHUEM COBPEMEHHBIX BUIOB OpraHU3alMOHHOM
TEeXHHKHU;

- I[ICK 3.2. VYyactBoBaTh B OpraHu3aliii JTOKYMEHTOOOOpOTa, (OpMHUpPOBATH Jejia B COOTBETCTBHH C YTBEP)KIECHHONH HOMEHKJIATYPOH,
o0ecrneynBaTh UX COXPAHHOCTh B TEKYILEM JIEJIOMPOU3BOJICTBE C UCTIOIBb30BAHUEM COBPEMEHHBIX BUI0B OPraHU3Al[HOHHON TEXHHUKH;

- TICK 3.3. CocrtaBnarh u 0opMIIATh HOMEHKJIATYPY J€] OpTraHu3anuu, GOpMHpPOBATh Jeia B COOTBETCTBUH C YTBEP)KIECHHON HOMEHKIATYPOH,
o0ecrieuynBaTh UX COXPAHHOCTh B TEKYILEM JICTIONPOU3BOJICTBE C UCIIOIb30BAHMEM COBPEMEHHBIX BHJIOB OPTraHU3AIIMOHHON TEXHUKH;

- [ICK 3.4. BoImoaHATS MaITHHOTIMCHBIE PA0OThI PA3IMYHOM CTETICHH CIIOKHOCTH.

Dopmbl nposedeHUus KOHCYTbMayuil
Koncynbranuu no yuedbusim qucuurumaam, MJIK u npodeccrnoHanbHBIM MOAYIISIM TPOBOASTCS B MHAWBUAYAJILHON M TPYMIIIOBOH (hopMe Kak B
TEYEHHUE CEMECTpa 10 TEKyIeMy MaTepraiy (B COOTBETCTBUU C YTBEPXKIEHHBIM PACIIMCAHUEM B paMKax OTBEJICHHOI'O KOJMUYECTBA YacOB), TaK U
nepes HK3aMEeHaMHU BO BpeMs [TPOMEXKYTOUHOM aTTecTaliu, epesi rocyJapcTBEHHON UTOrOBOM aTTecTalueil, nepej U BO BpeMsi IPOBEAEHUS yueOHOU
Y IPOM3BOACTBEHHON IIPAKTHUKH.



Ilopsaook ammecmayuu odyuarouguxcs

[TpomexxyTouHast aTTecTalus MPOBOAUTCS B (popme 3aueToB, nuddepeHIIMPOBAHHBIX 3a4€TOB, YK3aMEHOB, KBATH(DHKAITMOHHBIX YK3aMECHOB.

DK3aMeHAaI[MOHHBIE CECCUU MPOBOIATCA B 2 , 3, 4, 5 ceMecTpax U MpeAyCMaTPUBAIOT CIAEAYIONINE SK3aMEHbI:

2 cemecTtp (2 nenenu) Pycckwii s13pik, MaTemaTHKa: anredpa, Hauyana MaTeMaTHIeCKOro aHaim3a, reomerpust, [Ipaso;

3 cemectp (l1uenens) Uctopus, MenexkMeHT, JKOHOMIKA opranu3anuu, Hopmsl mpaBonucanus B ypaBieHUECKUX JTOKYMEHTAX;

4 cemectp (1 memens) ®unocodust, Mapopmatuka, DKoHOMUYECKasT Teopus, KBanpuKanuoHHbld dk3ameH 1o [IM.03 Beimonaenne padbot 1o
npodeccun 26353 «CekpeTapb — MAIIUHUCTKA»

5 cemectp (1 menemnst) [IpaBoBoe obOecnieueHne nmpodeccHoHaNBHON AesaTeNbHOCTH, [JJOKyMeHTaIIMOHHOE o0ecriedeHue ynpapiieHus, Opranu3anus u
HOPMAaTUBHO — IIPaBOBBIC OCHOBBI apXUBHOTO Jena; kBanudukanuoHHbli sk3ameH mo [IM.01 Opranuzanus JOKYMEHTAllMOHHOTO oOOecreueHus

yrpaBieHus ¥ QYHKIIMOHHUPOBAHUS OPTaHU3AIIH

6 cemecTp
[To oOkOHYaHHWM OCBOCHHS MEXIUCIHUIUIMHAPHBIX KypcoB mnpodeccuoHaabHoro wmonyisa.02. «OpraHuzainus apXUBHOM W CIPABOYHO-

MH(POPMALMOHHOM pabOoThI 10 JOKYMEHTaM OpPTraHU3aLUI IPElyCMOTPEH KBATU(UKATMOHHBIN 3K3aMEH.

KonuyecTBo 3K3aMeHOB B y4eOHOM oy HE TIPEBBIMIACT §, 3a4eToB — He Ooiee 10.
[IpomexyTouHas aTTecTanuio B popMe dK3aMeHa MPOBOIUTCS B I€Hb, OCBOOOKICHHBIHN OT Apyrux GopMm yueOHON HArpy3Ku.

DK3aMeHBI TIPOBOJIATCS KaK B paMKax | HEJeNH ¢ mepephIBOM MEXKTy dK3aMEeHAMU HE MEHee 2 JHEH, TaK W NP YepeIOBAHUN JTHEH YK3aMEHOB C
THSAMU Yy4eOHBIX 3aHATUN MEXIy HUMHU. B 3TOM ciiydae Bpems Ha MOATOTOBKY K AK3aMEHY HE BBIACNAETCS, IK3aMEH MPOBOJUTCS Ha CIEAYIOIIMA
JICHb TTOCJIE 3aBEPIICHUS OCBOCHHS COOTBETCTBYIOIICH ITPOTPAMMEI.

[Tocne 2 kypca (¢ yueToM 00111e00pa30BaTeILHOTO UKIIA) C FOHOIIIAMH MPOBOJIATCS S-THEBHBIE yUeOHBIE COOPHI.

TocymapcTBeHHAsI HTOTOBAs ATTECTAIUS TPOBOJAMUTCS B (DOPME 3aIIUTHI TUTUIOMHOU PabOTHI.



