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1. OBIIUE MMOJIOKXEHUA
1.1. ITporpamma noaroToBKHu cnenuaaucTos cpeanero 3sena (IIIICC3)

IIporpaMma nOArOTOBKM CIELIMAIMCTOB CPEAHErO 3B€HA MO cnenuaibHocTH 46.02.01
JIoKyMeHTallMOHHOE oOecTieueHne YIpaBIeHUsI U apXuBoBeaeHue peannsyercs Ceprnodbckum
¢unmmanom [leH3eHCKOTo rocyJapCTBEHHOTO YHUBEPCUTETA MO MporpaMMe 0a30BOI MOATOTOBKH Ha
0aze cpennrero o0Iero odopa3oBaHUs.

IIICC3  sBisieTcss OCHOBHOW NMpo¢ecCHOHANBHON 00pa30BaTENbHON MPOrpaMMON CPEIHETO
npo¢eCCHOHATBHOTO 00pa30BaHUs M MPEACTaBIseT cOO0M KOMIUIEKT HOKYMEHTOB, pa3pabOoTaHHBIN
U YTBEP)KICHHBIH YHHUBEPCUTETOM C Y4€TOM TPeOOBaHUI PErHOHAIBHOIO PBIHKA TPYyAa Ha OCHOBE
DenepantbHOrO roOCyJapCTBEHHOrO O0Opa30oBaTENBbHOrO CTAaHAAPTa CPEOHEro MpogecCHOHATBHOrO
obpazosanuss (OI'OC CIIO) mo COOTBETCTBYIOLIEH CMENUATBHOCTH, C yYE€TOM PEeKOMEHIAIUid
PUMEPHOI OCHOBHOW 00pa30BaTENIbHON MPOTPAMMBI.

[IICC3 pernamMeHTHpYET KOMIUIEKC OCHOBHBIX XapakTepUCTHK oOpasoBaHus (00beM,
COIepKaHHWe, IUIAHUPYEMble  pe3yJbTaThl), OPraHU3ALHOHHO-TIENArOrMYECKUX  YCIOBUH U
TEXHOJIOTUH peain3anuy 0Opa30BaTEeNIbHOIO MPOLECca, OLEHKY KadeCTBa MOATOTOBKH BBITYCKHUKA
MO JAHHOHM CHEeLMabHOCTH U BKJIIOYAeT B ceOs: yueOHBIH IUIaH, KaJeHAapHbIH yueOHbIN rpaduk,
pabouune mporpaMmbl yueOHBIX AUCLUILINH, NMPO(ECCHOHANBHBIX MOAYJIEH, MporpaMMbl yueOHOH U
NPOM3BOJCTBEHHON TPAKTUK W JAPYrHe MaTepuaibl, 00eCHeunBaIOIINE KaueCTBO IOITOTOBKH
o0y4arImuxcs, a TakKe OLEHOYHbIE U METOAMYECKHE MaTePHAIIBI.

1.2. HopMaTHBHO-IPABOBbIE OCHOBBI pa3padoTKu NMpPOrpaMMbl  NMOATOTOBKH
CHEeNHAINCTOB CPeAHero 3peHa

HopmartusHo-nipaBoByto ocHoBy pazpabotku I[ITICC3 cocraBusioT:

o ®enepanbHblii 3ak0H Poccuiickoii @eneparmu ot 29 nexabps 2012 r. Ne 273-®@3 «O06
obpaszoBanun B Poccuiickoit @enepaunmny;

e depnepanbHbII roCyAapCTBEHHBIN oOpa3oBaTesbHBIN CTaHIApT cpenHero
npodeccuonanbHoro obpasoBaHuss No crnenuaabHOCTH 46.02.01 «JloKyMeHTAaIllMOHHOE
obecrieueHne YIPaBICHUS W apXUBOBEICHHE», YTBEP)KACHHBIM NPUKA30M MMHHUCTEPCTBA
obpaszoBanus u Hayku Poccuiickoit @enepaunu ot «11» aBrycra 2014 r. Ne 975;

e HopwmarusHo-MeTonnueckue n1okyMeHTsl MunoOprayku Poccuy,

o Ilpumepnas ocHOBHast oOpasosatenbras nporpamma (IIpOOII) cneunanbHOCTH

«JlokyMeHTaMOHHOE 0OecTieueHre YIIPaBIEHHs H apXHUBOBEICHHEY
Ycras [IeH3€HCKOro rocy1apCTBEHHOIO YHUBEPCUTETA.

1.3. Cpok noayuenus CIIO no IIIICC3
Cpox monyuennst CIIO mno ITICC3 6a3oBoit moarotoBku mno crnenuanbHoctn 46.02.01
«JlokymeHTaMOHHOE O0ecreYeHne YIPaBICHUs U apXUBOBEACHNE) MPH OYHOH Ppopme oOydeHus: Ha
0aze cpennero obiero obpaszoBanusi cocraeysier: 1 r. 10 mec.

2. XAPAKTEPHUCTHKA MPO®ECCHOHAJIBHOU AEATEJIBHOCTH
BBIITYCKHUKOB

2.1. O6nactb npodecCHOHATBHOM AeITeJIbHOCTH
Obnacte  mpodecCHOHANBHONW  NEATEJIBPHOCTH  BBIMYCKHUKOB  crnenmainbHOocTH — 46.02.01
«JloKyMeHTaMOHHOE  o0ecrieueHre YyhpaBieHUs W apXUBOBEOCHUE».  JEATENbHOCTh B
cekperapuaTax, Ciyk0aX MOKYMEHTALMOHHOrO oO0ecnedeHusi, KaIpOBBIX CIyK0ax M apXuBax
rOCYIApCTBEHHBIX OPraHOB M YYPEKACHWH, B OpraHax MECTHOTO  CaMOYIpaBJICHHS,
HEeroCyIapCTBEHHBIX OpraHU3auusX Bcex (opM COOCTBEHHOCTH, OOLIECTBEHHBIX OpPraHU3aLHSX
(YapexaeHUsIx)



2.2. O0bexTbl NPo(hecCHOHAILHON AesITeJIbHOCTH BbIIYCKHUKA
ObmbexTamu po¢hecCHOHATBHON AEATENbHOCTH BBITYCKHUKOB SIBJISTFOTCS
- TOKYMEHTBI, CO3[aHHbIE JIFOOBIM CIIOCOOOM TOKYMEHTHPOBAHHMS,
- CUCTEMBI IOKYMEHTALIMOHHOTO 00eCTIeUeHHs YIIPaBICHNUS,
- CUCTEMBI 3JIEKTPOHHOTO JOKYMEHTO000POTA,;
- apXUBHBIEC JOKYMEHTHI,
- IEPBUYHBIC TPYAOBBIE KOJUIEKTHBBI.
2.3. Buael npogeccHoHANBLHOH AeATENBHOCTH BBINMTYCKHHKA
Crenuamuct mo AOKYMEHTALIOHHOMY OOECHEUeHUI0 YMpPaBJICHUS, apXWBHCT  TOTOBHUTCS K
CJIEYIOLTNM BUAAM AESITEIIbHOCTH:
- OpraHM3anys JOKyMEHTAIIMOHHOTO 00eCIIeueHus yIpaBiIeHus: U (PyHKIIMOHUPOBAHMS OPTaHU3 LM,
- OpraHM3auys APXUBHOH U CIIPABOYHO — HH(POPMATMOHHOH pabOThI IO TOKYMEHTAM OpPraHU3alnu.
- BeINOJIHEHUE paboT mo npodeccnn 26353 «Cexperaphb - MALTHHUCTKA»

3 TPEBOBAHUA K PE3YJIbTATAM OCBOEHUSA MPOTI'PAMMBI HOAT'OTOBKH
CIHEHUAJIMCTOB CPEJHEI'O 3BEHA

3.1. O0mue KoMIeTeHUHH

Crenuamuct Mo JOKYMEHTAlIOHHOMY OO€CHEeUeHHIO VIPABJICHUS, AapXUBHCT  JOJDKEH
obnagate cnenyromumu 06mumu komnerenuuamvu (OK), Bkimrodarommmu B ce0st CiocoOHOCTb:
Kon Hanmenosanne
(OK 1.) ITorumatp CyIIHOCTb M COLIMAJIbHYIO 3HAUMMOCTh CBOEH Oyaymeli npodeccuu, mposiBisATh K
Hel yCTOMYMBBIN HHTEPEC.
(OK 2.) OpranuzoBbiBaTh COOCTBEHHYIO MAEATEIBHOCTb, BBIOMPATH THUIOBBIE METOABI M CHOCOOBI
BBIMOJTHEHHUS MPOECCHOHANBHBIX 33184, OLIEHUBATh UX 3(PPEKTUBHOCTh M Ka4eCTBO.
(OK 3.) IlpuHumatre pemeHus B CTAHOAPTHBIX U HECTAHAAPTHBIX CUTYaLUsSX U HECTH 32 HHUX
OTBETCTBEHHOCTb.
(OK 4.) OcymecTBisiTh MOMCK M WCIOJIBb30BaHWE HHGOPMALUH, HEOOXOmUMOH it 3¢ ¢EKTUBHOTO
BBIMOJTHEHHUST MPOPECCHOHANBHBIX 33124, TPO(HECCHOHATBHOTO U IMYHOCTHOTO Pa3BUTHSL
(OK 5.) Ucnonp3oBath MHOOPMATMOHHO-KOMMYHHUKAIIMOHHBIC TEXHOJOTUH B MPO(ecCHOHATBHOM
JESATENbHOCTH.
(OK 6.) Pabotath B KOJUIeKTHBE M KOMaHne, 3((eKTUBHO OOMIATLCS ¢ KOJUIETaMH, PYKOBOICTBOM,
NOTPEOUTEISTMHL.
(OK 7.) Bpatp Ha ceOsi OTBETCTBEHHOCThb 3a padoOTy WIEHOB KOMaH/bI (TIOMYMHEHHBIX), PE3yJbTaT
BBITIOJIHEHUS 3aJaHHH.
(OK 8.) CamocrosiTenbHO OMpPENENsTh 3anadyu MPO(PECCUOHATBPHOTO U JIMYHOCTHOTO Pa3BUTHS,
3aHUMATBCST CaMOOOPa30BaHNEM, OCO3HAHHO MJIAHUPOBATH MMOBBIIEHIE KBATH(UKALIH.
(OK 9.) OpueHTtnpoBaTbCs B VYCIOBHUSAX YACTOM CMEHBI TEXHOJOTHMH B MPOQEeCCHOHATBHOMN
TESTENbHOCTH.

3.2. IIpodeccuoHanbHble KOMNETEHIIUU

Crenuamuct 1O JOKYMEHTAllHOHHOMY OOECIIEUeHMIO YIIPABIEHHsS, AapXUBHCT  JOJDKEH
obmamary cienyromuMu  npodeccuoHanbHbiMu - KommnereHuusimu  (I1K), coorsercTByromumu
OCHOBHBIM BHaM Mpodeccrona bHol nesirensHocTH (BIT):

Kon HaumenoBaunue
BII/l 1 Opeanuzayus OOKyMeHMAUUOHHO20 ObecnedeHus ynpaeieHus u (YHKYUOHUPOGAHUS
opzaHu3ayuu

(IIK 1.1.) KoopaunupoBaTb paloTy oOpraHuzaiuu (MPUEMHOH PYKOBOIMTENS), BECTH IpPUEM
MOCETUTEIIEH.

(IIK 1.2)) OcymectBusaTeh paboTy MO MOATOTOBKE U MPOBEICHUIO COBEIIAHHMH, AEJOBBIX BCTPEY,
MIPUEMOB U NPE3CHTALINHN.

(IIK 1.3)) OcymecTBisATh MOATOTOBKY JEJOBBIX IMOE3I0K PYKOBOIUTENSI M IPYTHUX COTPYIHHKOB
OpraHU3aLuu.

(TIK 1.4.) Opranu3oBbsiBaTh pabodee MECTO CEKpeTapst U PyKOBOIAUTEJISL.



(IIK 1.5) Odopmnsatb U perucTpUpOBaTb OPraHU3ALHMOHHO-PACTIOPSAUTENBHbIE JTOKYMEHTHI,
KOHTPOJINPOBATH CPOKU MX MCIIOJTHEHHSL.
(IIK 1.6.) O6pabateiBaTh BXOISIINE U UCXOMSIINE NTOKYMEHTBI, CHCTEMATH3HPOBATh UX, COCTABIISAThH
HOMEHKJIATYPy Ae U GOPMHUPOBATh TOKYMEHTHI B JIea.
(IIK 1.7.) CamocrosTensHO paboTaTh € [JOKyMEHTaMH, COAEpPIKAIIUMH KOH(PHISHIHAIBHYIO
UH(POPMALIHIO, B TOM YHCJIE C JOKYMEHTAMH I10 JINYHOMY COCTABY.
(TIK 1.8.) OcymecTBisATh TeneoHHOE 00CTy)KUBaHNE, TPUHIMATD U TIepeaaBaTh (PaKchL.
(TIK 1.9.) OcymiecTBisATh IOATOTOBKY A€ K Mepeade Ha apXUBHOE XPaHEHHE.
(IIK 1.10.) CocraBnisiTh OMUCH JIEJT, OCYIIECTBIISATh MOATOTOBKY NIEJ K Mepenadye B apXyUB OPraHU3alnY,
rOCyIapCTBEHHBIE U MYHHUIIUIAIbHBIE APXUBBI.
BIIJl 2 Opzanuszauyua apxueHoui u CHPAGOUHO-UHPOPMAUUOHHON padombsl nO OOKYMEHHIAM
opzanuzauuu
(TIK 2.1.) OcyuiecTBisiTh 3KCIEPTU3Y LEHHOCTH IOKYMEHTOB B COOTBETCTBHUH C ACHCTBYIOIIUMHU
3aKOHOATEIbHBIMHI AKTAMH 1 HOPMAaTHUBAMU.
(TIK 2.2.) Bectn paboTy B cucremax 3JeKTPOHHOTO JOKYMEHTOOOOpOTa.
(TIK 2.3.) Pa3pabatsiBaTh 1 BECTH KJIACCU(PHUKATOPHL, TabeNu U IPyrue CIPaBOYHUKH IO TOKYMEHTaM
OpraHH3aLKy.
(TIK 2.4.) ObecnieurnBaTh pHEM U PALMOHATIBHOE Pa3MEIIEHHE JOKYMEHTOB B apXuBE (B TOM HHCIE
JOKYMEHTOB TIO JITYHOMY COCTaBY).
(TIK 2.5.) OGecnieunBarhb y4eT H COXPAHHOCTb JOKYMEHTOB B apXHUBE
(IIK 2.6.) OpraHn3oBbIBaTH HCIIOJIB30BAHUE APXUBHBIX OKYMEHTOB B HAYYHBIX, CIIPABOYHBIX H
NPAKTHYECKHUX LIENSX.
(IIK 2.7.) OcyiiecTBiATh OPraHU3alOHHO — METOAMYECKOE PYKOBOJACTBO M KOHTPOJb 32 paboToif
apXx#Ba OPraHU3aLUH U 32 OPraHU3aLUel JOKYMEHTOB B I€IONPONU3BOICTBE.
BII/] 3 Bwinonuenue pabom no npopeccuu 26353" Cexkpemapn - mawunucmra'
(IICK 3.1.) CocraBnsaTb, pemakTHpOBaTb U OGOPMIIATH OPraHU3ALMOHHO — PACHOPSAUTENbHYIO
IOKYMEHTAIMI0, CO3/1aBaeMyl0 B OpraHM3aluH, coryjacHo TpeboBarusaM [ ocCymapcTBEHHBIX
CTaHOAPTOB MO OQOPMIIEHHIO TOKYMEHTOB C  HCIOJb30BAHMEM COBPEMEHHBIX  BHIOB
OPraHu3alMOHHON TEXHUKH.
(TICK 3.2.) YuacTBOBaTh B OpraHU3alul JOKyMEHTOO00pOTa, GOPMHUPOBATH JeNia B COOTBETCTBHH C
yTBEP KIEHHONW HOMEHKJIATYpoH, oOecreunBaTh UX COXPAHHOCTh B TEKYIIEM JAEJONPOU3BOJCTBE C
UCTIOJIb30BAHUEM COBPEMEHHBIX BUIOB OPTaHU3ALIOHHON TEXHUKH.
(IICK 3.3.) CocraBisitb u 0GOPMIISITH HOMEHKJIATYpPy AeNl OpraHu3auud, (GOpMHUPOBATH Jea B
COOTBETCTBUU C YTBEPKICHHOH HOMEHKJATypOH, OOecrednBaTh HMX COXPAHHOCTh B TEKYLIEM
JEJOTPOU3BOACTBE C HCIOJIb30BAHUEM COBPEMEHHBIX BUIOB O PraHU3aLMOHHON TEXHUKH.
(TICK 3.4.) BrImoiHATh MAIIMHOTIMCHBIE PAOOTHI PA3IMYHON CTETIEH! CIIOKHOCTH.
IICK mpogeccronansroro moayns 1IM.03 Beimonnenune padot no npodeccnn 26353 "Cekperaps -
MaIIUHUCTKA" paspaboTaHbl B COOTBETCTBHU C. OOIEpOCCHICKUM KiacCu(pUKATOPOM MpodeccHii
paboumx, noJokHOCTEH ciyxammx U Tapudseix paspsgos (OK 016 -94), kom 26353,
KBanmnpukamoOHHBIM CIPAaBOYHUKOM JOJDKHOCTEH PYKOBOAWTENEH, CIELHATUCTOB U JIPYTuX
CJTy’KaIlMX, YTBEP KIEHHBIM NOcTaHOBIeHHeM MunTpyna P® ot 21 asrycra 1998 r. Ne 37 (¢ m3m. 12
(beBpans
2014 r.).

3.3 Marpuua cOOTBeTCTBHSI KOMIIETEHHHH H (POPMHPYIOIIMX HX COCTABHBIX 4YacTel
NIICC3 (Ilpunoscenue 1)

4. JOKYMEHTbBI, OHNPEAEJAIOINUE COAEP)KAHUE W OPIAHM3ALINIO
OBPA3OBATEJIBHOI'O ITPOLECCA

B cootserctBum co Crarbeii 2 @enepanbHoro 3akoHa Poccniickoit @enepanyu ot 29 nexabpst
2012 roma Ne 273-®@3 «O6 obpazoBanuu B Poccuiickoii denepanumy coaep:kaHUE W OPraHU3aLUs
obpaszoBarenbHOro mpounecca npu peammsauuu maHHod IIICC3 pernmamentupyercst y4eOHBIM
IUIAHOM,  KaJeHAapHbIM Yy4eOHbIM rpadukoM, pabounMu mporpaMMamMi y4eOHBIX AUCLUTUIMH
(Monmyneit), mporpamMmmamMu y4eOHBIX M TPOU3BOACTBEHHBIX MPAKTHK, APYTHMH MaTepHajaMH,



O6eCHeLII/IBaI-OH_II/IMI/I Ka4ueCTBO IIOATOTOBKHU M BOCIIMTAaHUA O6}"’IElI-OH_II/IXC$Ij a TakKKe OLICHOYHBIMHU U
MCTOAUYCCKUMHU MaTCpUaiaMu.

4.1. Y4eOHbIil NJIaH U KaJIeHIAPHBIH YueOHbIi rpaduk

VYuebubIll maH pa3paboTaH Ha OCHOBE 0Oa3HMCHOro y4eOHOTO IJIaHa, NPUBEACHHOTO B
npumepHoit OOIL
(Yueonuvrit nnan u karenoapuwtii yueonuviii 2paghux 6 llpunoocenuu 2)
4.2. Paboune mnporpaMmbl AUCHHMILIMH 0011ero ryMAHUTAPHOIO M COLHMAJIBLHO-IKOHO-
MHYecKOro yue0HOro muKJia
4.2.1 Pabouas mporpamma OI'C3.01 OcHosbl punocodun
4.2.2. Pabouas nporpamma OI'C3.02 Uctopus
4.2.3. Pabouas nporpamma OI'C3.03 MHOCTpaHHBIH S3bIK
4.2.4. Pabouas nporpamma OI'C3.04 ®usndeckas KyJabTypa
(Pabouue npocpammsl oucyuniun obuge2o yMAHUmMapHO20 U COYUANbHO-IKOHOMUYECKO20 Y4eOHO20
yuxaa 6 lpunoocenuu 3)
4.3. PaGoune mnporpamMmbl  JHCUMIUIMH  MATEMATHYECKOro H  00mIero
€CTeCTBEHHOHAYYHOI0 Y4eOHOI0 IHKJIA
4.3.1. Pabouas nporpamma EH.01 MaremaTtuka
4.3.2. Pabouas nporpamma EH.02 Undopmaruka
4.3.3. Pabouas nporpamma EH.03 Dxonoruueckne 0CHOBBI PUPOAOTIOIB30BAHUS
(Pabouue npozpammsl OUCYUNIUH MAMEMAMUYECKO20 U 00Ue20 eCmecmeeHHOHAYYHO20 Y4eOHO020
yuxaa 6 lpunoocenuu 4)
4.4. Paboune nporpammsl o0menpodgeccHOHATBHBIX JHCHUILIHH
4.4.1. Pabouas nporpamma OI1.01 DxoHOMHUYECKAsT TEOPHS
4.4.2. Pabouas nporpamma OI1.02 DKOHOMUKA OpraHU3ALUH
4.4.3. Pabouas nporpamma OI1.03 MeHemKMEeHT
4.4.4. Pabouas nporpamma OI1.04 'ocynapcTBeHHas 1 MyHHLIMIIATIbHAS CITyKOa
4.4.5. Pabouas nporpamma OI1.05 MrOCTpaHHBIH A3bIK (TPOGHECCHOHANBHBIN)
4.4.6. Pabouass mporpamma OIL.06 IlpodeccroHanbHass 3THKAa W TICUXOJIOTHS JEJIOBOTO
oOmeHus
4.4.7. Pabouas nporpamma OI1.07 Ympasienue nepcoHaiom
4.4 8. Pabouas nporpamma OI1.08 IIpaBoBoe obecnieuenue mpodhecCHOHATBHOM AesITEIbHOCTH
4.4.9. Pabouas nporpamma OI1.09 be3onacHOCTh KU3HEAESITENILHOCTH
4.4.10. Pabouas nporpamma OI1.10 Hopmsl mpaBonucanust B yIpaBIeHUECKUX JOKYMEHTaX
4.4.11 Pabouast mporpamma OI1.11 TexHudeckue cpencTsa ynpasieHus B oduce
4.4.12 Pabouas mporpamma OI1.12 Cucremsl 3JeKTPOHHOTO JOKYMEHTOO00pOTa
4.4.13 Pabouast mporpamma OIT1.13 Opranusanust padoThI C 3aIIpocamMu rpakIaH
4.4.14 Pabouast mporpamma OI1.14 OxazaHue 3JeKTPOHHBIX TOCYAAPCTBEHHBIX YCIYT
(Pabouue npoepammsr odougenpogheccuonanvusix oucyuniun 6 Ilpunoscenuu 5)
4.5. Paboune nporpammsl npogeccHOHATBHBIX MOAY.Ieil
451 Pabowas mporpamma mnpodeccroHanbHoro wmonyias [IM.0O1  Opranusaius
TOKYMEHTAILMOHHOTO 00eCTIeUeHHs YIIPaBJIeH!s U (PYHKLIMOHUPOBAHUS OPTaHU3aALUN
4.5.2. Pabouas mporpamma mnpodeccuonanbHoro moayist IIM.02  OpraHusanusi apXuBHOH U
CIPaBOYHO-UH(POPMALNOHHOHN PadOThI MO JOKYMEHTAM OPraHU3aLUuH
4.5.3. Pabouass mporpamma mnpodeccruoHanbioro moxayis [IM.03 BeimonHeHue padoT 1o
npodeccun 26353 "Cekperaps - MalInHUCTKA"
(Pabouue npoepammsr npopeccuonansuvix mooynei 6 lpunoocenuu 6)
4.6. IIporpammbl y4eOHOIl, MPOM3BOACTBEHHOH (M0 MNpoduI0 CHenHATBHOCTH) H
NPOU3BOACTBEHHOH (NPeAIMIIIOMHOI) NPAKTHK
B coorBerctBun ¢ ®I'OC CIIO mno cnenmanmsHoctu 46.02.01  «/lokymMeHTaLHOHHOE
obecrieueHne YNpaBICHUsS U AapPXUBOBENEHHE» IPAKTHKA  SIBISIETCS OOs3aTENbHBIM pa3fesioM
IIICC3. Ona npexncrasnsier coOoi BUA yueOHON NesITeIbHOCTH, HANPaBIeHHON Ha (OPMHUPOBAHHE,
3aKpeIUICHHE, Pa3BUTHE NPAKTUYECKUX HABBIKOB W KOMIIETEHLUH B TIPOLIECCE BBIMOJTHEHUS



OTIPENIEICHHBIX BUIOB paboT, CBA3aHHBIX ¢ Oyaymed mpodecCHOHATBHON AeATeNnbHOCThI0. [lpu
peanmuzaumu  [IIICC3  mpemycMaTpuBarOTCs — CIAENYIOIIHE  BHIObI  MPAKTUK.  ydebHas W
MIPOM3BOICTBEHHASL.

[IpousBoAcTBEHHAasT TMpPAaKTHKa COCTOUT W3 JABYX OJTAalOB. NPAKTUKA MO MPOPHITO
CHEeUHUATBHOCTH U TPEATUILNIOMHON MTPAKTHKH.

VYuebHass TpakTUKa H MPOU3BOJICTBEHHAs TMpPakTHKAa (MO NPOPUIF0 CHErHaTbHOCTH)
NPOBOIATCS TPH OCBOSHHM CTyIEHTAMH TNPOQPECCHOHATBHBIX KOMIIETEHIMH B  paMKax
npo¢eCCHOHATBHBIX MOJYJIEH U Pean3yeTcss KOHLEHTPHPOBAHHO.

Jinst Il ¢ OrpaHUYE€HHBIMU BO3MOSKHOCTSIMH 37IOPOBBSI BBIOOP MECT IMPOXOXKIEHHS MPAKTUK
MPOBOJUTCS C YI€TOM COCTOSTHHSI 3A0POBbsI M TPEOOBAHMS IO TOCTYITHOCTH.

(IIpoepamimuvt yuebnsix u HPoU3BOOCMeeHHbIX npakxmux 6 lpunodcenuu 7)

5. ®AKTHYECKOE PECYPCHOE OBECHIEYEHUE MNPOTrPAMMBI
HOATOTOBKHN CHEHUAJJMCTOB CPEJHEI'O 3BEHA

daxrrueckoe pecypcHoe obecrieuenne nannoi IIIICC3 dopmupyercst Ha ocHOBe TpeOOBaHUH
k ycnoBusim peanmmzauuu [ITICC3, ompenensempix ®I'OC CIIO mo cneumanpHocTH 46.02.01
«JlokymeHTaMOHHOE OOECIIeUeHNe YNPaBJICHUS M AapXUBOBEACHHE» C YYETOM PEKOMEHIALH
cootsercTBytomeii ITpOOIL

5.1. Kaaposoe ob6ecneuenue peanuzauuu INIICC3

Peamuzaumsa TIIICC3 mo cnemmanbHocTnn  46.02.01  «JlokymMeHTannOHHOE oOOecTeueHue
yIPaBJICHUSI U apXUBOBEICHHE» OOECIIEUNBAETCS NMENarorH4eCKUMH KaJpaMy, UMEIOIIUMH BBICIIEE
obOpa3oBaHue, COOTBETCTBYIOIIEE MPODUITIO TPENoIaBaeMON TUCIUTIIHHBI (MOIYJIS).

[IpenonaBaresy, OTBEYAKOIIUE 32 OCBOCHHE OOYYArOIIMMUCS MPOQPECCHOHATBHOTO yueOHOTrO
IIUKJIa, UMEIOT OTIBIT IEATENIbHOCTH B OPTraHU3aLMSAX COOTBETCTBYIOIIEH MPodecCHOHANBbHOM chephl.
[IpenogaBareny MONyHYarOT IOMOJHHUTENBbHOE NPO(ecCHOHANIbHOE O0pa3oBaHHE MO MpOorpaMmam
MOBBIIEHUS] KBATH(UKALMK, B TOM YUCie B (JOPME CTAXXKMPOBKH B MPO(PHIBHBIX OPTaHU3ALMIX HE
pexe 1 pasa B 3 roaa.

(Cnpaska o rkadpoeom obecneuenuu obpazoeamenvnoco npoyecca npu peanusayuu I[IIICC3 6
Ipunoxcenuu 8)

5.2. YueOHO-MeTOAHYecKkOoe © HH(POPMAIMOHHOe o0ecredeHHe 00pa30BATEIbHOIO
npouecca npu peanusauuu [NIICC3

[IporpaMmma TIOATOTOBKHM  CIELUAIUCTOB CPEOHErO0 3BeHa oOecredynBaercss y4eOHO-
METOIMYECKOW MOKYMEHTAled M0 BCEeM MANCLHUIUIMHAM, MEXKIUCHUIUIMHAPHBIM KypcaMm U
npodeccrnonanbHbM MoayssiM TITICC3.

BreaynutopHast pabora 00y4aromiuxcs COIMpPOBOMKAAETCS METOIMYECKUM oOOecreueHrneM U
00OCHOBaHHEM pacueTa BPEMEHH, 3aTPAYUBAEMOrO Ha €€ BBIIOJHEHHE.

Peammzanms ITTICC3 obecneunBaeTcst TOCTYNOM Ka)I0ro oOydaromerocst K 0asam JaHHBIX U
oubnmoreuneM GoHIaM, GOopMUPYEMBIM MO MOJHOMY nepeuHro aucuuruind (moayneit) IITICC3. Bo
BpPEMsI CAMOCTOATENBHOM MOATOTOBKH 00yJaromuecst 00ecredeHbl JOCTYIOM K ceTH MHTepHeT.

Kaxnpiii oOyuaromuiics obecniedeH  HE MeEHee 4YeM OJHUM Y4eOHBIM TI€YaTHBIM HJIH
3JIEKTPOHHBIM HM3JaHHEM MO KKIOW TUCHMIUIMHE MPO(ECCHOHAIBPHOrO y4eOHOro LUKJIa U OJHUM
yueOHO-METOANYECKMM  [€YaTHbIM  WJIM  BJIEKTPOHHBIM  M3JaHUEM IO KaXXIOMY
MEXKIUCIHUITIIMHAPHOMY KYPCy (BKIIFOUAs 3JIEKTPOHHBIE 0a3bl MEPUOANIECKUX U3IAHHH).

OOyuaromupecss U3 4HCIa JHUL C OTPAHUYEHHBIMH BO3MOXKHOCTSIMH 30POBbSI 00ECIIEUHBAIOTCS
MEYaTHBIMU U (WJIM) DJIEKTPOHHBIMH OOpa3OBaTeIbHBIMU pecypcaMu B (OpMax, aaarnTHPOBAHHBIX K
OrpaHUYCHUAM UX 300POBbA.

bubnnoreunsiii GoHI YKOMIUIEKTOBAH MEYATHBIMHU U 3JIEKTPOHHBIMU U3JaHUSAMU OCHOBHOW H
IOTIOJIHUTENPHONH yueOHON JuTeparypel MO AWUCLHUIUIMHAM BCeX y4eOHBIX LHMKIJIOB, W3JAHHOHN 3a
nocjenHue 5 Jer.

bubnnoreuneiii poHa nomMuMo yueOHOU JUTEpaTyphl BKIIOYAET O(ULIMANbHBIE, CIIPABOYHO-
oubnmuorpaduueckue W MepUOIUYECKHe H3NaHUS B pacdere |  sk3eMIuisip Ha Kakaeix 100
00yHaroIuXcs.

Kaxxnomy oOydatomemycsi obecriedeH IOOCTYNn K KOMIUIEKTaM OubimuotedHoro (¢oHAa,
COCTOSIIIMM M3 5 HAUMEHOBAHUI POCCUHCKUX >KYPHAJIOB.



OOy4arommuMcsi MPenOCTaBIeHa BO3MOXKHOCTb OINEPAaTUBHOTO OOMeHa wuH(popManued ¢
poccuiickuMu 00pa30BaTENbHBIMUA OPTaHU3ALMSIMA B JJOCTYI K COBPEMEHHBIM NMPO(GECCHOHAIBHBIM
6azaM maHHBIX 1 HHQOPMAITMOHHBIM pecypcaM cetu MHTepHeT.

(Cnpaska 00 yuebHO-MemoOUYecKkOM U UHDOPMAYUOHHOM ODecneyenu 0Opaz06amenbHO20
npoyecca npu peanuzayuu [IIICC3 6 [punoscenuu 9)

5.3. MarepuajibHO-TeXHHYecKHe ofecrniedyeHHe o00pa3oBaTeJIbHOIO mpouecca MNpH
peaauzauunu I[TIICC3

Jns  opramm3anuu  yueOHO-BOcmHTaTenbHOro mnpouecca mo pandow [IIICC3  ¢unman
pacrioyaraeT MaTepUabHO-TEXHUYECKOH 0a3oi, obecneunBaroiieil NPOBEACHHE BCEX BHIOB
nabopaTopHbIX paboT W NPAKTUYECKUX 3aHATHH, MUCHMIUIMHAPHON, MEKIMCUUIUIMHAPHOW U
MOIYJIbHOH  TOATOTOBKH, Y4Y€OHOM TIPAKTUKH,  NPEOYCMOTPEHHBbIX Yy4eOHBIM IUIAHOM, H
COOTBETCTBYIOLIEH NEHCTBYIOIUM CAHUTAPHBIM U MPOTHUBOTIOKAPHBIM MPABHJIAM U HOPMaM.

MarepuaibHO-TEXHUYEeCKOe 00eCreueHNe BKIIIOYAeT:

Ka6unersi
- COLIMAJIHO — YKOHOMHYECKUX AUCLIUTUINH
- THOCTPAHHOTO SI3bIKa
- MaTeMaTHKH U UHPOPMATUKU
- 3KOJIOTUYECKHX OCHOB IPHPOAOIOIB30BAHUS
- 5KOHOMUKH OPTaHU3aLNH U YIPABJICHUS IEPCOHATIOM
- MEHEIPKMEHTa
- IPaBOBOTO o0ecmeueHus: MpoheCCUOHATBHON AeITeTbHOCTU
- TOCYIapCTBEHHOW W MyHHLIUIIAIIBHOM CITy>KOBI
- TOKYMEHTALIMOHHOTO 00eCneueH s yIpaBIeHUs
- apXUBOBECHUS
- Ipo(peCcCHOHANBHOMN ATHKH M NCHUXOJOTHH AEJIOBOTO OOLIEHHS
- 6€30MaCHOCTH JKU3HEAEATEIbHOCTH
- METOANYECKUI

JladopaTopum:
- TH(POPMATHKHU ¥ KOMIBIOTEPHOIH 00pabOTKH TOKYMEHTOB
- TEXHUYECKHUX CPEJICTB YIPABICHHS
- CHCTEM 3JIEKTPOHHOTO JOKYMEHTOO00pOTa
- TOKYMEHTOBEICHUS
- yueOHast kaHuessipus (Cyk0a JOKYMEHTAIIMOHHOTO 00eCTIeUeHUS YITPABJICHNS )

CnopTuBHBIH KOMILJIEKC:
- CIIOPTHUBHBIN 341
- OTKPBITBIH CTAMOH IUPOKOrO MPOQHUIIS C 3JI€MEHTAMHU TOJIOCHI PEMATCTBHNA
- MECTO IS CTPENbOBI

3anbr:

- OubnmoTeka, YNTAIBHBIHN 3aJ1 C BBIXOJIOM B CeTh MIHTEpHeT
- AKTOBBIH 3aJ1

Kaxnpiii oOyuarommiicss obecriedyeH paboYyuM MeECTOM B KOMIIBIOTEPHOM KJlacce B
COOTBETCTBUH C OOBEMOM H3Y4aeMBbIX JTUCIIUILIHH.

Qwmmman  obecrieyeH  HEOOXOOMMBIM ~ KOMIUIEKTOM  JIMIEH3UOHHOTO  MPOTPAaMMHOTO
obecrieueHws!.

(Cnpaska 0 mamepuaibHO-MeXHUYeCKoM 0becneyeHul 00pa308amenbHo20 npoyecca npu
peanuzayuu [IIICC3 6 Ilpunoscenuu 10)

6. XAPAKTEPUCTHKA CPE[bl BY3A, ®WIHAJA, OBECIHEYHUBAIONIASL
PAZBUTHUE ObIIUX KOMIIETEHIIU BBIITYCKHUKOB



6.1. HopmaTuBHO — nIpaBoBoe o0ecneyeHmne

Konuenmmro  ¢opMupoBaHUsl  COUMANBHO-KYJIbTypHOH  cpensl  CepnoOckoro  dunmana
ITeH3€HCKOTO TOCYAapCTBEHHOTO YHUBEPCUTETA, 00ECTIEUNBAIOIIYIO Pa3BUTHE OOIMX KOMITETEHIINH
OTIPEEIISIFOT HOPMATUBHO — MIPABOBBIE aKThI POCcHiickoii deaeparuu:

— Kouncturyuus Poccuiickoit @enepauny,

- Oenepanbhbiii 3akoH oT 20 pmekabpst 2012 1. Ne 273-®3 «OO0 obpasoBaHuu B
Poccuiickon ®@enepauuny,

HOpPMAaTHUBHbIE TOKYMEHTHI [IeH3eHCKoro rocyapcTseHHOro yausepcutera u Cepnobekoro ¢rmnana
ITeH3e€HCKOTO roCyapCTBEHHOTO YHUBEPCHUTETA:

- VYcras [IeH3€HCKOro rocy1apCTBEHHOIO YHUBEPCHUTETA,

- Crannmapt yHmBepcurera «CrHneHaMajdpbHOE oOecredeHne U apyrue  (GOpMbI
MaTepUaIbHONW MOAMEPIKKH CTYJEHTOB, ACHHPAHTOB, JOKTOPAHTOB, HHTEPHOB U OPIWHATOPOB.
IMopsimok HasHaueHus U BeILIATLY. JaTa BBeneHus 01 mexabps 2011 r,;

- ITonoxxenue 06 YnpaBiaeHNH BOCITUTATEIBHON U COLMANBHON pabOTHL

- ITonoxxenne o  CoBere  cTydeHueckoro  camoymnpasieHus  lleHseHckoro
rocynapcTBeHHOro ynusepcureta. [lara sBenenus 10 anpens 2012 r.

- ITonoxxenne o  CepnoOckom  ¢umane  IleH3€HCKOro  rocynapCTBEHHOTO
YHHBEPCHUTETA,

- IIpaBuna BHyTpeHHEro TpynoBoro pacrnopsaka Cepaobckoro ¢ummana IleHseHckoro
rOCyAapCTBEHHOTO YHHBEPCHUTETA,

- IMonoxxenne o cryaeHueckoM HayuyHoM ofOmecrse CepmoOckoro  (unmmana
ITeH3eHCKOTO roCyJapCTBEHHOTO YHHBEPCUTETA

- ITonoxxenne o crynenueckom coBere Cepnobckoro ¢ummmana IleH3eHCKOTO
rOCYAapCTBEHHOTO YHHBEPCHUTETA,

- Kowmmnekcnas mporpamma Ceppobckoro ¢ummana IIeH3€HCKOro rocynapcTBEHHOTO
YHHBEpPCUTETA IO MNPO(PUIAKTUKE NPABOHAPYIIEHWH B MOAPOCTKOBO — MOJIOAEKHONW cpene,
BKIIIOUaromas B ceds B3ammogeiicteue ¢ummana ¢ OJH OVYVYII u IIJIH OMBJ] Poccuu mo
Cepnobckomy paiiony, obmectseHHoro coseta mpu OMB/I o Cepnobckomy pariony, MosoaeskHoH
anMuHuctpanuen npu I'nase agmuanctpanun Ceprnodckoro paiioHa, yqacTue CTyIeHTOB (puinana B
paboTe OmepaTUBHOW MOJIOAEKHOW IPYKUHBI, NMPHUBJICYCHUE COTPYIHUKOB (rmana B paboTy
I0OpOBOJIBHON HAPOAHOH APYKUHBI ITpH anMuHucTpannu Cepaodckoro panoHa.

6.2 XapaKkTepHCTHKH CPeAbl, 3HAYMMBIE /151 BOCIHTAHUS JIUYHOCTH H MO3BOJISIONIHE
(¢popmupoBaTh 001IHE KOMIIETEHUHH

O0mue xapakTepucTHKH Cpeabl Konkperuszauus s IINCC3
1. 3t0 cpena, MOCTPOEHHAs Ha | DTO cpena, MOCTPOEHHAst Ha OOIIEYENIOBEYECKIX
o011e4eoBeYeCKIX LIEHHOCTSIX U | LEHHOCTSIX u HPaBCTBEHHBIX YCTOSIX
HPaBCTBEHHBIX YCTOSIX COBPEMEHHOTO | COBPEMEHHOTO  OO0IecTBa,  OMpenessromas
obmiecTna. of1ue KoMIeTeHIUH OyayIero CreuaincTa mno
TOKYMEHTALMOHHOMY obecreyeHnto

YIIPABJICHUS], APXUBUCTA.

2. DTo mpaBoBas cpeda, KOTOpas BKJKOYAET B | DTO TMpaBoBas cpeda, TAe B TIOJHOH Mepe
cebs 3aKOHBI W TIOA3AKOHHbIE HOPMATUBHBIC | MEHCTBYIOT OCHOBHOU 3aKOH Hamed CTpaHbl -
aKThl, permaMeHTupyrlue obpasoBarenbhHyro | Koncturyius P®; 3akoHbI M MOA3aKOHHBIE
JeSITeNIbHOCTD, PadoTy ¢ MOJIOJEKBIO, a TaKXKe | HOPMATUBHBIE aKTBI, pPerIaMEHTUPYIOLIHE
JIOKaJIbHbIE HOPMATUBHBIE aKThl YHUBEPCUTETA. | OOPAa30BATENBbHYIO IESTENbHOCTh U paboTy ¢
MOJIOZICKbIO, YCTaB YHHMBEPCUTETAa WM IIpaBUJIA
BHYTPEHHETO Pacrlopsiaka, Kotopas (GOpMHPYET
TOTOBHOCTb Oynyiero CIIeLIMaInCTa
WCIOJIb30BaTh HOPMATHBHBIE IPABOBBIE AKTHI B
CBOE€l MpodecCHOHaIbHON NeITeTbHOCTH.




3. DTO BBICOKOMHTEJUIEKTyajlbHas Cpena,
COAECHCTBYIOLIASA Pa3BUTHIO Hay4HOTO
MOTEHLMANa MOJIOABIX ONAPEHHBIX JIIOACH B
($yHIaMEHTaNbHON M TPHUKIATHOW HayKe, |
MOBBIIICHUKD 3HAYMMOCTH HAay4HOTO 3HAHUSA U
MOTHBALUN K HAYYHBIM HUCCJICTOBAHUSM.

210 BBICOKOUHTEJUIEKTYyaIbHast cpena,
COAEHCTBYIOLIAS Pa3BUTHIO Hay4YHOTO
NnoTeHUUaJa CTYACHTOB U MOBLIMICHUIO UHTEPECA
K Hay4YHbIM HUCCjaeaJ0BaHUAM B O6J'IaCTI/I
AOKYMCHTOBCACHUA U APpXUBOBCACHUS.

4. D10 cpega BBICOKOH KOMMYHUKAaTHBHOMN
KYJBTYPBI, TOJIEPAHTHOTO ITUAJIOTOBOTO
B3aUMOJEHUCTBUSL CTYOEHTOB, CTYOEHTOB U
MpenoaBaTeNei.

DTO0 cpema  BBICOKOM ~ KOMMYHMKaTHBHOM
KYJBTYPBI, TOJIEPAHTHOTO ZTUAJIOTOBOrO
B3aUMOJEHUCTBUSL  CTYACHTOB, CTYIE€HTOB U
MpenojaBaTesieil, CTYIEHTOB M COTPYAHUKOB

YHUBEPCUTETA, ¢dunmana MO3BOJIAIOLIAs
MOZETUPOBAaTh  B3aUMOJEHCTBHE  OymyImero
CIeINaNCTa o JOKYMEHTALIUIOHHOMY

o0ecredyeHnu0  yrOpaBJIeHUs, apXWUBHCTA C
COLMANBHON cpemoH, a Takke (HOPMHUPOBATH
I'OTOBHOCTD K HUCIIOJIB30BAHUIO MNPUHLUIIOB
TOJIEPAHTHOCTH, AMAlora U COTPyJHUYECTBa B
Ipouecce B3aUMOJNEHUCTBHUS C Y4YaCTHUKAMHU
00pa3oBaTebHOTO MPOoLECca.

5. DTo rymaHuTapHas cpeaa, Noajaep:KuBaeMas
COBPEMEHHBIMH HWH(pOPMALTMOHHO-KOMMYHHKA-
LUOHHBIMH TEXHOJIOTUSIMU.

DTO TryMmaHMTapHas cpefa, MNOAJEp>KHUBaeMas
COBPEMEHHBIMHU UH(POPMALITMOHHO -
KOMMYHHUKaILIUOHHBIMH TEXHOJIOTUAMU,
NO3BOJISIIOINAsl (POPMUPOBATH BBICOKUI YpOBEHBb
UKT-komnereHTHOCTH W HH(POPMALIHOHHYIO

KYJIETYDY, aJeKBaTHbIE TpeOOBaHUSM,
NpeaAbABIIICMbIM K COBPEMEHHOMY CIICHUAIINCTY
o TOKYMEHTAIHOHHOMY obecreyeHnIo

VIIPABJICHHUs], APXUBUCTY.

6. ITO cpena, OTKPBITass K COTPYOAHHYECTBY C
paboTomaressimu, c Pa3IMYHBIMH
COMAJIbHBIMHU IIapTHECpaMu, B TOM HYHCJIEC C
3apyOeKHBIMH.

DTO cpeda, OTKpbITas K COTPYOAHUYECTBY C
paboTomarensiMu, ¢ Pa3TUYHBIMU COLUATBHBIMU
MapTHEPAMH, B TOM YHCJIE C 3apyOe:KHBIMU, W
MO3BOJISIIOIIAST  MCTIONB30BaTh HOBBIE  (POPMBI
COLIMAJIBHOIO NapTHEPCTBA.

7. D10 cpema, objanaromiasi  BbICOKHM
BOCITMTATEIbHBIM MOTEHITHAIOM u
OPUEHTHPOBAaHHAsE  HAa  MCHXOJOTHYECKYHO
KOM(OPTHOCTb, 3I0POBBIH 00pa3  JKHU3HH,
Oorarasi COOBITHSIMU, TPATAULIHSIMH,

210 cpena, obnanaroras BBICOKHUM
BOCIUTATCIIBHBIM IIOTCHLUAJIOM nu
OPHUEHTHPOBAHHAS Ha MICUXOJIOTHYECKY IO

KOM(OPTHOCTb,  370pPOBBbI  00pa3  KHM3HH,
KyJbTUBHPOBAHHE KOPTIOPATHBHBIX I[IEHHOCTEH,
dhopmupyroias y Oyayiiero CrenuaiucTa OmbIT
CO3IaHUsl  COBPEMEHHON  COLMOKYJIBTYPHOM
cpenbl 00pa30BaATEILHOTO YUPEIKISCHHSI.

6.3 Ilesiu ¥ 321244 M OCHOBHbIE HATIPABJIEHHsI BOCMUTATEJbHOH padoThl, peliaemMbie B

IIccs:

- npuodineHue K odIedeoBeueCKUM [IEHHOCTSIM, TAKHM Kak PONMHA, TMYHOCTh, CEMBbSI,

cB0o0OOMA, CIIPaBEAIUBOCTD,

- CO3JaHHE YCJIOBUM JIs1 yCMEIIHON COLMANTU3ALNN MOJIOJEKH,

-  BOCHHUTAHHE JMYHOCTHBIX KaYeCTB, HEOOXOMUMBIX JJIsl YCIICITHOW CaMOpeaTn3aluu B POJIU
CHEIHAJINCTA TIO0 JOKYMEHTAIIHOHHOMY OOSCIICUEHUIO YIIPABIIEHUS, apXUBUCTA:
npodeccroHanu3Ma, JUCHUILTHHUPOBAHHOCTH, OTBETCTBEHHOCTH, OPraHU3aTOPCKUX U
TBOPUYECKHUX CIIOCOOHOCTEH;, COLMATBHON M MHHOBAIIMOHHOHN aKTHBHOCTH,

KOMMYHI/IKa6eJ'IbHOCTI/I U TOJICPAHTHOCTHU,

- copeticTBue 3¢ exTuBHOI npodopueHTaHH MOJOAEKH (BHEIPEHUE COBPEMEHHBIX
TEXHOJIOTUH KaphepHOTO POCTA, COXPAHEHUE U PA3BUTHE MOTHBALIMH K MPOdecCroHaIbHON




IESATEIBHOCTH B 00JIaCTH TOKYMEHTALIMOHHOTO 00ECTIEUeHHs YIIPABJICHUS U apXUBOBEIEHHS,
MOJTrOTOBKA CIEHMAJIICTa, KOHKYPEHTHOCIIOCOOHOTO Ha COBPEMEHHOM PBIHKE TPYAA).

- (opmupoBaHue y CTyIEHTOB POCCUICKON MASHTUYHOCTH U MPO(UIAKTHKA MEKITHUIECKUX U
MEKKOH(ECCHOHAIBHBIX KOH(JIMKTOB,

-  BBIABJICHHE U PA3BUTHE TBOPUYECKUX CIIOCOOHOCTEH CTYNEHTOB,

ens BOCmHTaTenpHON pabOTBI CO CTyIAEHTaMu MepBoro roaa oOyueHus:: obecnedeHue
3¢ eKTUBHON amanTaluy CTYASHTOB MEPBOro Kypca K o0pa3oBarenbHOMY Ipoueccy. Peanmnsanuu
STOH LIEJH CIIOCOOCTBYET MEAarornueckoe COMPOBOXKACHUE TIEPBOKYPCHUKOB, padoTa ¢ POAUTEISMU
(3HakoMcTBO co criermpukoii yuebHo-BocnuTarenbHoi padotsl B CIIO, xoHCYIBTaLIMK O criocodax
MOBBIIIEHUS] YPOBHS aJaNTUPOBAHHOCTH CTYAEHTOB-TIEPBOKYPCHHUKOB, HWH(pOpMHpOBaHHEe 00
yCIIEBAEMOCTH CTYIEHTOB, WHAMBHIyaJbHbIE Oecempl O MpobiemMax BOCIUTaHUA U OOydeHUs),
¢dbopMupoBaHHE aNeKBaTHONW CAMOOLIEHKH KaK PEryJsiTopa aJanTallMOHHONW AEATEIbHOCTH, PAa3BUTHE
MOTHBa JOCTIDKEHHs ycrexa (Co3laHhe CUTyalu yClexa, WHAMBHAyaJlbHbIE Oecembl),
CaMOOPTraHM3aLNN U CAMOKOHTPOJISL.

Lenp BOCTIUTATENBHON PabOTHI CO CTyAGHTAMU BTOPOTO rofa OOy4eHUs: OpraHu3aLusl yCIOBUH
s (OopMHpOBAaHUS  COIMANBHO AKTUBHOW JUYHOCTH, oOjajmaromed npodeccHoHanbHOM
KOMIIETEHTHOCTBIO, CO3/IaHHE MUKPOKJIMMATa TBOPUECKOTO COTPYAHUYECTBA TNpenojaBaTeneil u
CTYIGHTOB, NOATOTOBKA CTYIAEHTAa K YCIEIIHOH aJanTali Ha pbIHKE TPYyJa, MOBBIIEHHIO
coruanbHO-npodeccnoHaibHON MOOUITBHOCTH, K 3(PQPEKTUBHON peanu3anuu MpodecCHOHATBHOMI
Kapbephl.

B ¢opmupoBaHun COLMOKYNBTYPHOH Cpenbpl BO BHEY4EOHOW HEsTEIbHOCTH YYacTBYIOT BCeE
noapasneneHus gpuuana.

ExxeromHo ni1st CTYAEHTOB BCEX KYPCOB HA3HAYAKOTCS KypaTOpbl, NEATENbHOCTb KOTOPBIX
HaleleHa Ha (OPMHUPOBAHME y CTYAEHTOB TIPAKIAHCKO-TIATPUOTUYECKON MO3HMLMH, IyXOBHOU
KYJBTYpPBI, COLMAIBHONW M MpOo¢eCCHOHAIBPHONH KOMIIETEHTHOCTH, BOCIHTaHHE 3J0pOBOro obOpasza
JKU3HW, OKa3aHWe T[OMOIIM B OPraHM3aldd  [O3HABATEJIBHOIO  IpOLECcCca, COACHCTBHUE
caMoOpeaiu3alii JINYHOCTH  CTYJEHTa, TIOBBIIEHUIO HHTEJUIEKTyallbHOTO M JYXOBHOTO
MOTEHIINAJIOB.

Kyparop 3HaKOMUT MEPBOKYPCHUKOB C 3aKOHOAATENLCTBOM B 00JacT 0Opa3oBaHus, YCTaBOM
ITeH3eHCKOTO rOCYIapCTBEHHOTO YHUBepcUTeTa, [IpaBriaMu BHYTPEHHETO Paclopsiika, mpaBaMu U
00s13aHHOCTSIMU ~ CTyZeHTa, padoTroli OuONMOTEeKM, OpraHu3anmMeld KyJIbTYPHO-MAacCOBBIA U
CHIOPTHBHO-037I0POBUTENIHON IESTEIBHOCTH, C MCTOPUEH M TpaguuusMH (puiuana, BOCIUTHIBAET
yBOKEHHE K LIEHHOCTSIM, HOpMaM, 3aKOHaM, HPaBCTBEHHBIM TMPHHIIMIAM, TPAAULIUSAM CTYISHYECKON
JKU3HU, KOHTPOJHPYET TEKYIIyI0 U CEMECTPOBYIO YCIEBAEMOCTb W BHEY4EOHYIO 3aHSITOCTB,
YyUaCTBYET B Pa3BUTHH PA3IMIHBIX (JOPM CTYIEHUYECKOTO CAMOYITPABIIEHHS, IOMOTAET B KYJIBTYPHOM
U (pU3NIECKOM COBEPIIEHCTBOBAHUM CTYACHTOB, COACHUCTBYET MPHUBJICUEHHUIO CTYJEHTOB K HAy4HO-
HCCIIEIOBATENBLCKOM padoTe 1 pa3nuyHbIM (popMam BHEYUeOHOH e TeNbHOCTH.

Ha caiite ¢unmana pasmemaercs mHGOpPMALUS O MPOBOIUMBIX MEPONPHUATHIX, HOBOCTH
BOCIIUTATENbHON M BHEY4eOHOU padoThl M Apyras moJie3Has mHGOpMALMs AJIsl IpenoaaBaTeneH,
CTYICHTOB M POAMTEJIEH CTyIEHTOB.

B ¢wimmane cozmaHel OnaronpusATHBIE YCIOBHUS Ui PEATU3ALUN HAYYHOTO M JIMYHOCTHOTO
pocta, GpopMHPOBaHUS TBOPYECKUX M MPO(eCcCHOHANBHBIX KadecTB. bojblioe 3HaYeHHE B ILUIaHE
JMYHOCTHOTO M TNPO(ECCHOHANBHOIO CTAHOBIEHMS OYAYyIIMX CHENHAJIHCTOB HUMEIOT pPa3JIUYHbIC
BHEAYAUTOPHBIE (POPMBI HAYIHO-00Pa30BATEIBHOMN NEITETBHOCTH:

- CTYEHYECKOe Hay4HOe OOILIEeCTBO,

- KPYKKH,

- OpraHM3anus CaMOCTOSITENIbHOM PabOThI CTYIEHTOB.

CTyneHTbl MPUHUMAIOT yYacTHe B PAaHOHHBIX, OOJNACTHBIX, BCEPOCCHICKHX, MEKIyHAPOIHBIX
HAYYHO — MPAKTUIECKUX KOH(EPEHLUAX, OJMMITHA/IAX.

JIis opraHu3aliy CTYAEHYECKOTO JIOCYra U CO3JaHHs YCIOBHUH Ul Pa3BUTHS TBOPYECKOTO H
CIOPTHBHOIO TOTEHLWana B (uiuuane padoTalT CIIOPTUBHBIC CEKLHH, TBOPUYECKUH KOJUIEKTHUB
«IKCIPOMT», KOTOPBIH BBICTYNAET OCHOBHBIM OPTraHH3aTOPOM TaKUX MEpONpUsATHH, Kak «JleHb
3HaHui», «Ilocesenue B cTyaeHTb», «CTyneHuecKkas BecHa», « KOHKypc CTeHHbIX razery.

Koopanaanmio — QU3KYJIBTYPHO-O3JOPOBUTENBHON — NEATENILHOCTU W 3aHATHH  CIIOPTOM



OCYLIECTBJISIET CIIOPTUBHBIN CEKTOP CTYyAEHYECKOTO COBETA.

CryneHdeckoe camMOynpaBlieHHE OPUEHTHPOBAHO HAa JOMOJHEHHE NENHCTBUN aIMUHUCTpaLUu,
MEeJaroru4eckoro KOJJIEKTUBA M INPU3BAHO MOMOYb CTYJAE€HTAM peajJu30BaTh MPaBa, BOBJIEYb UX B
oOCyX/eHHe W pelIeHHe BaXXHEWIINX BOIMPOCOB MEATENbHOCTH (puinana M TOJIOBHOTO BY34,
pa3BUBaTh WHULUATUBY U CAMOCTOSITEJILHOCTD, MOBBICUTb OTBETCTBEHHOCTb 33 KA4ECTBO 3HAHWU U
COLIMAJIBHOE MOBENEHIE OYAYIIUX CIIELHATHUCTOB.

B memsix peanuzauny KOMIIETEHTHOCTHOTO IMOAXOAA, At (POPMHUPOBAHUS U PA3BUTHUS OOIUX U
npoeCCHOHABPHBIX KOMIIETEHIIMH B OOpa30BaTENIbHOM MPOLIECCE HCIOJB3YIOTCS  aKTHBHBIE U
UHTEPAaKTHBHBIE (POPMBI MPOBEACHUS 3aHATUH (KOMITBIOTEPHbIE CUMYJISILMH, AEJOBBIE M POJIEBbIE
UTPBL, pa300p KOHKPETHBIX CUTYALIUH, ICUXOJOTHUECKUE TPEHUHTH, TPYIIIOBBIE TUCKYCCHH).

6.4. ®opvbl mNpeACTABJEHUS CTYAEHTAMH JOCTH:KEHHII U CHOCOObI OLEHKH OCBOEHUSA
KOMIIeTeHI[Hil BO BHEAYAUTOPHOI padoTe

HanpasJyenue Dopmbl Cnoco0bl OLeHKH
Crynenueckoe Axuus, nexuusi, o0ydeHue OT3bIB, CAMOOLICHKA,
camMoyImpaBlieHHe CTYJIEHYECKOT'O aKTHBA, XapaKTEePUCTHKA

KOHCYJITATUBHBIH TPHEM,
KOH(pEepEHIHsI, AUCKYCCUs

Bononrtepctso Ax1ysi, KyJIbTyPHO-MaccoBOe OT3bIB, CAMOOLICHKA,
MEpPOTPUSITHE XapaKkTePUCTHKA, TOPT(OIHO

Crnopt CriopTUBHO-MacCOBOE MEPOTIPHUSITHE, | CYAEHCTBO, MOPTQHOIHO
AKIIuA

KynerypHO-MaccoBast pabota | KoHkypc, nenosast urpa KOHLEpT, OT3bIB, CAMOOLICHKA,

KYJBTYPHO-MACCOBOE MEPONIPUSITHE | MOPTPOIHNO, XaPaKTEPUCTHKA

6.5. Opranm3anusi y4era M NOOLIPEHHS COLHAJBHOH AKTHBHOCTH: COCTaBJieHHE MOPTHOJHO
IOCTH)KEHUH CTYIEHTa, BpyueHHe OOIIECTBEHHOIO aTTeCTaTa BhITYCKHUKY.

Yuer pocTmikeHMii: TOPTQOIMO AOCTIDKEHWH  CTY[OEHTA, BOJIOHTEPCKAsl KHIKKA,
3JIEKTPOHHBIN JKypHAJL

@opMBbI: TPaMOTH, PEKOMEHIAIMH, 3aHECEHHE Ha MOCKy Io4Yera, OJarofapCTBEHHbIE
NMUChMa, TUILIOM, OOBSIBICHHE ONaroqapHOCTH, CTUIICHIUH, Pa3OBbIE IEHEKHbIE BBITLIATHI, OIJIaTa
PacXOOB IO YYACTHIO B OJIMMIHANAX U CTYACHYECKUX (POpyMax, LIEHHBIE MOAPKH.

6.6. MHcnoab3yemasi uHQpaCTPYKTypa By3a, puiauana:
- AxTOBBIH 3a1 prnnana;
- bubnmnorexn By3a u punmnana,
- YuebHble aynuTopun (uianania;
— CriopTuBHBIH 321 punnana,;
- JIbpkHas 6asza punuana;
- OTkpbITast CIOPTHBHAS TUIOIIAAKA (PUIHATA;
- Canaropuit-npodunaktopuii [IeH3€HCKOro TOCy1apCTBEHHOTO YHUBEPCUTETA,
- Knunnko-menuuuHckuil neHTp IIeH3€HCKOro rocy 1apCTBEHHOIO YHUBEPCUTETA |
- Cronosas u Oyder punnana,
- Kunocryaus IleH3eHCKOro rocyJapCTBEHHOTO YHUBEPCUTETA,
- ®otocTtynus IIeH3eHCKOro rocy1apCTBEHHOIO YHUBEPCUTETA,
- Tunorpadust [TeH3eHCKOro rocy1apCTBEHHOTO YHUBEPCUTETA.

6.7. MHcnoan3yemas couHoKyabTypHas cpena ropoaa Cepaodcka u Ilenszenckoii odacru:

- Yupeacoenus xynomypor (MYK «KynbrypHO-nocyrosoe obbeaunerrne Cepnodckoro paoHay;
MBVYK «KynbrypHOo-nocyroseiii ieHTp» T. Cepmodeka; MbYK «McTtopuko-kpaeBequecKuii My3ein»,
ITenzenckuii oOmacTHOUW npamaruueckuii Tearp wMm. A.B. JlyHauapckoro, HEHTP TeaTPasIbHOTO




uckyccra uM. B.D. Meiiepxonpaa, Ilensenckas oGnactHas ¢umapmonwms, [leHseHckas oOnactHas
oubmmotexka um. M.YO. JlepmonTOBa, I1eH3€HCKHMIT rOCyaapCTBEHHBIN KpaeBEeAUECKH My3ei, My3el
B.O. Kimouesckoro, wmyseii WM. .H.YipsHoBa, oObeaMHEHHWE TOCYHAPCTBEHHBIX JIHTEPATYPHO-
MEMOpHUAJbHBIX My3eeB lleH3eHCKON oOnacTu, JUTepaTypHBId My3el, wmysei-ycaapsba B.I.
benunckoro, rocymapcrBeHHbii my3eir A H. Pamumesa, myseit AU, Kynpuna, myzeir A. T
Manbimkusa, IlenseHckas kaptuHHas ranepes uMmeHu K.A Casunkoro, IlenseHckuii mysei
HapoaHoro TBopuecTsa, [ ocynapcrseHHbl JlepMoHTOBCKMI My3eil-3anoBeaHuk "Tapxanbt”.
- Cnopmuenvie yupeoicoenus eopooa Cepoobcka (MBOY JOJ AKOCHI Ne 1; Gacceiin «Ilapycy;
MBOY A0 AKOCHI Ne 2, ®OK «HOnoctey, MBOY HOJ HIOCII Ne 3; Gokcépckmii kiyd
«PuHry; kNy6 «ATnanty; cragnoH « Topnenoy»; neokHast 6a3a)
CounuanbHble NApTHEPHI:

- YUPEKACHUS 00pa30BaHUs,

- YUpEXKIEHUS KyJIbTYPhI;

- yUpeXKJEeHUS CIOPTa, TYpPHU3Ma U MOJIOAEKHOM MONIUTHKHY,

- yUpEeXKIEHUS 3[PaBOOXPAHEHUS U COLMAIBHOTO Pa3BUTHS,

- HEKOMMepUecKue oprann3anuu (oHIbI, aCCOLMALNN, HEKOMMEPYECKHE
NApTHEPCTBA);

- CpeacTBa MacCOBON MH(POPMAIIUH.

7. OHEHKA PE3VYJIBTATOB OCBOEHUA OBYYAIOINMUCH IIIICC3

B coorBerctBun ¢ ®I'OC CIIO mno cnenmanmeHoctu  46.02.01 «/lokymMeHTaMOHHOE
obecrieueHne yrpaBJeHUs] U apxuBoBeneHue» U PDenepanbHbiM 3akoHOM «0OO obOpasoBaHMM B
Poccuiickoit @enepanim» OLEHKA KaueCTBA OCBOCHUsT 00YJArOIIUMHUC OCHOBHBIX 00Pa30BaTENbHbBIX
IIpOrpaMM BKJIKOYAaeT TEKYLIUH KOHTPOJb YCIEBAEMOCTH, MPOMEXYTOUYHYID U TOCYJApCTBEHHYIO
UTOTOBYIO aTTECTALIMIO OOYJAOLITIXCS.

7.1. OpraHu3anus TeKyuero KOHTPOJIsl ycreBaeMoCcTH

Texymuii KOHTPOJb TPEACTaBIAET COOOW MPOBEPKY YCBOEGHUS y4eOHOTO Marepuana,
PEryJsIpHO OCYIIECTBISIEMYIO Ha MPOTsKeHNH cemectpa. K ¢opmam Tekyiiero KOHTpOIst OTHOCSITCA:
TECT, MPOBEPKA KOHTPOJIBHBIX padoT, pedepaToB, 3¢Ce U UHBIX TBOPUECKHUX PadOT, OMPOC CTYASHTOB
Ha y4eOHBIX 3aHATHUSIX, OTYETHI CTYyACHTOB IO MPAKTUYECKUM padoTam.

Texymmii KOHTPOJIb MPOBOIUTCS TPETOAABATENEM C LENbI0 OLEHKH KadecTBa OCBOCHUS
00y4aroImUMHUCs AUCUUIUINHBL, MeKIucuuinHapaoro kypca (MJIK), Mmonuropunra ¢popmMupoBaHus
o0mux 1 MpohecCHOHANBHBIX KOMIIETEHLINH, a TaK)Ke CTUMYJIMPOBAHUS y4eOHOH pabOThI CTYIEHTOB
HAa MPOTSKEHUH CEMECTPa, TIOATOTOBKH K TPOMEXKYTOYHOH aTTECTALIUY.

CocCTaBHBIMH 3JIEMEHTAMH TEKYIIEro KOHTPOJIS SABJSIFOTCS BXOJHON U PyOEKHBIA KOHTPOJIH.

Bxoonoii  konmpons TpOBOOUTCS B Hadajne u3ydeHHss aucuurumHel, MK ¢ mensro
OTIPENENICHNs] CTEMEeHH TOTOBHOCTH OOYdYaroOLIerocsi K BOCHPUSITHIO U OCBOEHHIO Y4eOHOro
MarepHalia ¥ BbICTParBaHus (Ha OCHOBE €ro pe3yJbTaTOB) MHANBUAYAIBbHOHN TPAEKTOPUN OOYUEHUS.

Pybeoicneiii  konmpons  TO3BOJSIET OCYIIECTBIIATH IMO3TANHBIA KOHTPOJb IOCTH)KEHUH
o0y4aromuxcs 1Mo 3aBepIIeHUH, KaK MPaBUiIo, pasaena aucuuruimabl, TeMbl MJIK, sTana npakTuku.
PyOexxHbIN KOHTPOJIb MPOBOIUTCS, KaK MPABUJIO, /IBA Pa3a B TEUCHHE CEMECTpPa.

Jnst mpoBeneHUsT TEKYIIEero KOHTPOJisA ycreBaemoctH mnpenopaBarensiMu CO ®I'BOY BIIO
«IleH3eHCKUI TOCYyIapCTBEHHBIH YHHBEPCHTET» pPa3paboTaHbl KOMIUIEKTbI OLIEHOYHBIX CPEACTB.
KoMIIeKTsl BKIIFOYAIOT: KOHTPOJIBHBIE BOIPOCHI U TUIOBBIE 3a7aHUS ISl MPAKTUYECKUX 3aHSITHH,
7Ta0OpaTOPHBIX M KOHTPOJBHBIX PabOT, TECTbl M KOMIBIOTEPHBIE TECTUPYIOIIHE IPOTPAMMBI,
NPUMEPHYI0 TeMaTuky pedeparoB. KOMIIIEKTbl OLEHOYHBIX CPEACTB AJISI MPOBEIACHUS TEKYIIEro
KOHTPOJISI TPUBOAATCS B paboumx mnporpammax amcuuruinH, MK, ydeOHO-MeTommuuecknx
koMIuiekcax aucuuniand, M/JIK 1 nporpaMmax npakTuk.

7.2. Opranu3auus NPoOMeKyTOYHON ATTeCTALUH



IIpomexxyTouHas aTrecTaluss OCYLIECTBJIIeTCS B KOHLEe ceMecTpa. OHa MOXKET 3aBepLiaTh
KaK HW3y4eHHe OTHNENbHON IUCHMIUIMHBL,  MEXAUCLHUIUTMHAPHOTO Kypca, MpogecCHOHATBHOrO
MOnyJsl, Tak U paszgena (paszpenos) mucumrinael, MK, ITpomekyTouHasi aTTecTanust MO3BOJISET
OLICHUTb COBOKYITHOCTh 3HAHUM M YMEHHI 00y4aromerocs, a Takke YpOBeHb C(OPMHUPOBAHHOCTU
OMNpPEAETIEHHBIX KOMIETEHLUH.

K ¢dopmaM mpoMexyTOYHOrO KOHTPOJISL OTHOCSTCA: 3adeT, nud¢epeHIUpOBaHHbBIN 3ad4er,
9K3aMEH, KBAIN(UKALMOHHBIA 5K3aMEH, 3aluTa KypcoBOH paboThL, OTYETHI (IO MPAKTHUKAM).
IIpomexkyrouHast arrecrauusi B ¢opme 3audera (auddepeHunpoBaHHOro 3adera) JUOO SK3aMeHa
SBJIIETCSI O0sI3aTENIbPHON MO 3aBEPIIEHUN HM3YUEHUS] AUCLUIUINHBI / MEXIUCIMILIMHAPHOTO Kypca.
Obs3arenpHON (POPMOH NMPOMEKYTOUHON aTTECTALUU MO MPOPECCHOHATBHBIM MOAYJISIM SIBIISIETCS
KBaJN(PUKAITMOHHBIN SK3aMEH.

KonmnuecTBo 3x3aMeHOB B yueOHOM IOy HE TPEBBIIIAET 8, KOJMYECTBO 3a4E€TOB — HE OOJbLIe
10. B yka3zaHHO€ KOJIMYECTBO HE BXOMAT 3a4€THI MO (PU3NIECKON KYJIbType.

JList FOHOIIEH MPenycMaTPUBAETCS OIICHKA Pe3yJIbTATOB OCBOSHHSI OCHOB BOCHHOH CITy KOBI.

Jlns mpoBeneHus] MPOMEXKYTOYHON aTTeCTally NPENOoaaBaTesIMI pa3padOTaHbl KOMIUIEKTHI
OLIEHOYHBIX CPEJICTB, BKJIIOYAIOLIHE:

- TEOPETHUYECKHE BOMPOCHI M MPAKTUIECKHUE 3aJaHUsI TSI TPOBEACHUS 3a4eTa / SK3aMEeHa,

- mnpoOneMHBle M TBOPYECKHE 3a/aHUs, HANpaBJICHHbIE HAa OINpENeeHHe YPOBHS
cOpMHPOBAHHOCTH YMEHUH, 00ImUX U MPOoHeCCHOHANBHBIX KOMIETSHIIHHN.

OuenouHble cpeacTBa Mo NpodeccCHoHaTbHOMY MOZYJIIO HAIPaBIEHbI HA MPOBEPKY YMEHHI
BBITIOJIHATD OMpEIeNICHHbIE OMepauuy NPo(ecCHOHANBHON NeITeIbHOCTH, T.€. HOCAT MPAKTHYECKHIM
XapakTep U COAep KaT MHIANBUAYAJIbHBIE TPAKTHUECKUE 3aJaHHSL.

KoMITIeKTHI OLIEHOYHBIX CPEACTB IS MPOBEIACHUS TPOMEKYTOUYHOM aTTECTALIUHU P UBOISATCS B
yueOHO-MEeTOANYEeCKHX KoMIuiekcax qucuumnd, MJIK, u nporpamMmax nmpakTHk.

7.3. 'ocyaapcTBeHHasi UTOrOBASl ATTECTALIUS BbINMTYCKHUKOB.

locynmapcTBeHHast HMTOroBast —aTTeCTAl[Msl  BBIIYCKHHUKOB  SIBJIACTCS  OOsI3aTeNbHOW U
ocymiectBisiercss nocne ocsoenusi IIIICC3 mo crmeumansHocTH  46.02.01 «JlokyMeHTaLUMOHHOE
obecrieueHne yIpaBIeHHs U apXUBOBEACHHE» B TIOJTHOM OObeMe.

locynmapcTBeHHass WTOrOBasi arTecTalMs BKJIIOYAET MOATOTOBKY M 3Ty BBITYCKHON
KBaJIN(PUKAMOHHOHN pabOoThI - AUIIIIOMHON PaOOTHL .

Ha ocnose «llopsigka mnpoBeneHHs TIOCYNapCTBEHHONM WTOTOBOM — arTecTallud IO
0o0pa3oBaTeNbHBIM TPOrpaMMaM CpenHero mnpodecCHOHANIbHOTO 00pa3oBaHMA», YTBEPIKACHHOIO
npukazoM MuHoOpHaykun Poccunm Ne 968 or 16.08.2013 r., Tpeboanuii ®I'OC CIIO u
pexomenmaumii  IIpOOIl mno cmeumansHOCcTH 46.02.01  «JlokymeHTanmoHHOE oObecneueHne
ynpaBieHuss W apxuBoBeneHue», III'Y paspaboranel u yrBepikneHbl: CTaHIapT YHUBEPCUTETA
«I"ocynapcTBeHHas UTOTOBasl aTrrecTanmuss 1O OOpa30BaTENbHBIM MPOrpaMMaM  CPEIHETO
npo¢eCCHOHATBHOTO 00pa30BaHMsy», PErJIaMEHTHPYIOLINHA MPOBEACHNE rOCy1apCTBEHHOW UTOTOBOH
arrectaunu (CTO III'Y 1.05-2105), Cranmapt yHuBepcurera «BpImyckHas kBanu(UKalMOHHAS
pabora oOy4aromuxcs 1O 00pa3oBaTeNbHBIM MPOrpaMMaM  CpPeIHEero MpodecCHOHANIBHOTO
oOpa3oBaHusl — MpOorpaMMmaM IOATOTOBKH CIELHMAJINCTOB CPEJHEr0 3BEHa», YCTaHABIMBAIOIIHMN
TpeOOBaHMA K BBIOOPY TEMATHKH, CONEPIKAHHUIO, CTPYKTYpe, 0OBEMY U TOPSIIKY 3aIIUThI BBITyCKHBIX
KBAJTN()UKALMOHHBIX padOT 0OYHAIOLIUXCS.

TpeGoBaHusi K BBIMYCKHOH KBAJIN(UKAIMOHHONH padoTe mo cnenuajabHocTH 46.02.01
«/lokyMeHTaLlMOHHOe o0ecrneyeHHe YIIPABJIEHHS H APXUBOBeICHUEe».

Beimycknas kBanmupukanmonnas pabora (BKP) mpencraBnsier coboif  caMOCTOSTENBHO
BBITMIOJIHEHHYIO O0y4aroIMMCsl JIOTHYECKH 3aBEPILICHHYI0 Y4eOHO-HMCCIIENOBATENbCKYI0 paboTy,
CBSA3AHHYK) C PELICHHEM 3a/]ad MPUKIAAHOTO XapakTepa, COOTBETCTBYIOIIMX BUAAM H 3aAa4aM
npoeCCHOHATBHON NIESITEIbHOCTH CIHEHAIMCTOB CPEIHEro 3BE€HA, AEMOHCTPHPYIOLIYIO YPOBEHb
MOJITOTOBJICHHOCTH BBIITYCKHHUKA K CAMOCTOSITEIBHOM PO eCCHOHATBHON IeATENIbHOCTH.

BKP BemmosssieTcst B 3aBepluarouiuii nepuoa ooydenus. BreinyckHas kBammdukannoHsas pabora
JOJDKHA OTBEYATh MPHUHIUIIAM JIOTHYHOCTH, JOCTOBEPHOCTH M3JIOKEHUS (PaKTHUECKOTO MaTepuaa,
COZEPKATb HEKOTOPBIE CAMOCTOSTENIBHBIE BBIBOABI U PEKOMEHAALNH, UMETh AKTYaJbHOCTb, HOBU3HY
Y MPAKTUYECKYHO 3HAYUMOCTb.



BeimyckHas kBanmdukaunoHHas paborta mo crneruanbHocTH 46.02.01 BBIMONMHSETCS B opMme
IUTIOMHOM padoThL.

JumnomHas pa®oTa BBINOJHSETCS, KaK NPABUJIO, MO MeCTy Oyayuieid paboThl MOJOAOro
crenuaiucTa JUOO MO MECTy €ro MNPenauIUIOMHOW TMNpakTHKH. Tema JIWUIUIOMHOH paboThl
NPEeANoJaraeT MpOBEACHNE aHATUTHIECKON padoThI.

IToproroBka IWUIUIOMHOH pPabOTBl TPOBOAUTCA MO PYKOBOJACTBOM KBaJTH(DULIMPOBAHHBIX
CIEeLHMAINCTOB, HMMEIOUINX BbIcIIee 00pa3oBaHME, NpenojaBaTeei, NMPUHUMAIOIIUX YYacTHE B
peanm3anyu  NPO(ECCHOHANBHBIX ~ MOAyJeH y4eOHOro IUlaHa  CHEeUHAIbHOCTH, HAy4HO-
neparorudeckux padotaukos I1T'Y.

B Xxonme moAroToBKM AMITIOMHOH palOThl M €€ MOCHeAyromed MyONuYHON 3aluThl CTYACHT-
OUIUIOMHUK JIOJDKEH IOKa3aTh, B KAaKOH Mepe OH OBjaje] TEOPETHMUECKUMU U IMPaKTUYECKUMHU
3HaHUSIMU U HaBbIKAMH, B KAKOH CTENEHU Hay4MWJICS pellaTh BO3HUKAIOLIME 3aaul, J1eJaTh BbIBObI
1 06001meHus.

Pabora mang BKP HaunHaercs ¢ BbIOOpa OCHOBHOTO HamlpaBJIeHUsI TUIUIOMHON paboThI, KOTOPOE
OTIpeNeNsIeTCs] TUTUIOMHUKOM COBMECTHO C PYKOBOAMTEJIEM NP BBIOOPE TEMBI TUIUIOMHOHN paOOTHL
Tematnka IUIUIOMHBIX pabOT OOBEAMHEHA B CIEAYIOLINE OCHOBHBIC HATIPABJICHHUS:

1 Opranuzauus paboTsl ¢ TOKyMeHTaMH (TIOCTAaHOBKA JEJONMPOM3BOJICTBA) HA NMPEANPHUITUN
WUJIU B MOJAPA3IEICHUN.

2 JloxkymMeHTHpOBaHUE AESATEIbHOCTH MOAPA3AEICHUS UIIN CIIELUATINCTA.

3 Opranuzanus TOKyMeHTO000pOTa HA MPEANPUATHH.

4 Hcropus BO3HHUKHOBEHHUS CHUCTEM JOKYMEHTALMUd M OTHENbHBIX BUIOB JOKYMEHTOB U HX
POJIb B A€ATEIBbHOCTH OpraHU3aLUil, JJroel MpU pellieHUH KOHKPETHBIX BOIIPOCOB.

VYka3zaHHbIE OCHOBHBIE HANpaBlIEHWs pa3fesIIOTCs Ha Oojee  CHenHajJn3HpPOBAHHBIC
HamnpaBJieHus1 (CreHANpaBieHus1) paboThl Hall TUIJIOMHON pabOTOM, cpean KOTOPBIX MOTYT OBITh
BBIICJICHBI CIEAYIOLIUE:

1 OOecneueHne mNPOLECCOB VIPABICHUS KOMIUIGKTOM YIPABICHYECKOH JOKyMEHTAaMU
(opraHu3aLMOHHO-PACTIOPSIINTENBHON, KaIpOBO, (PMHAHCOBOM, MPOU3BOACTBEHHON U T. 11.).

2 HopmaTuBHBIH anmapat JOKyMEHTALIOHHOTO 00eCIIeYeHUs IPOLIECCOB YIIPABJICHUS.

3 TexHonorus 3amycka KOMIUIEKTOB yIpaBJieHYeCKOi nokymeHTauuu. (Pa3paboTka mporeccos
BHEIPEHHS B padOTy YUPEIKACHUH U MPEANPUSTHIH KOMIUIEKTOB JOKYMEHTALIH).

B pamkax BbIOpaHHOTO CHIELUATM3UPOBAHHOTO HANpPaBJeHHs padOThl JTOJKHBI  OBITH
copMyIUpPOBaHbI KOHKPETHBIE TEMbl AMIUIOMHBIX pPadOT, KOTOPBIE HEMOCPEACTBEHHO OyayT
pa3pabaThIBaThCS B XO/I€ OATOTOBKH AUIIIIOMHON pabOTHL

Copep:xaHue IUIJIOMHON pabOThI OMpeneNsieTcs, MPekae BCEro, ee TeMOW W TIyOWHOH Cé
pa3paboTku. B KaXaoM KOHKPETHOM Cllydae cofepkaHue paboTsl pOPMHPYETCS AUIJIOMHUKOM B
XOJle KOHCYJNbTALUN C PYKOBOAHUTEIEM OUILIOMHOUW padoTel. B auruioMHON paboTe MOJIKHBI OBITH
OTpaKeHbI 00sI3aTeNbHBIE Pa3/ieybl, a TaK)Ke pa3felibl, LEeIecO00pa3HOCTh PACCMOTPEHHSI KOTOPBIX
OMNpenesieTcs TEMATUKON.

BeInosHeHNE AUTIIIOMHON Pa0OTHI 3aBEPIIAETCS COCTABICHUEM OTUYETHBIX TOKYMEHTOB, KOTOPBIE
COCTOSIT M3 TEKCTOBOTO AOKyMEHTa (MOSCHUTEIBHOHN 3aIUCKH) M JEMOHCTPALMOHHBIX MaTEpPHaJIOB
(TIpe3eHTanMOHHbIE CIalbl, MPOrpaMMHOE 0OecrieueHne B ISHCTBUN | T. I.).

CopneprxaHue TUILUIOMHOM palOThI BKIFOUAET B ce0s TEKCTOBYIO (MOSICHUTENBHYIO 3aIUCKY) H
JEMOHCTPALMOHHYIO YaCTH.

[TosicHuTeBHAS 3aMMICKA K JUIIOMHON padoTe COCTOUT U3 HECKOJIbKUX Pa3/IeyioB.

1 Beemenue (00OCHOBaHHE aKTyaJlbHOCTH pPaOOTBI, KAaTErOPUIHBIN ammapaT TEMaTHKH U
paboThI).

2 Xapaktepuctuka —mpennpuAtus — (NMOApA3[eNeHus]), OCHOBHBbIE  HANPABICHUS €0
IeATeIbHOCTH (PaccKa3 O «MeCTe», TIe BBINOJIHIACh AUIIIIOMHAs paboTa).

3 HopwmaruBHas 3akoHOAaTeNbHas 0asza, peryIaMEHTHUPYIOINAs AESATEIbHOCTh MPEATIPHSTHS,
OTJIeNIa WK PelleHre ONPEAETICHHbIX 3a/1a4, CBA3aHHBIX C AUIIJIOMHON pabOTOMH.

4  Anammu3 npoOJeMbl B COOTBETCTBUHU C TEMOH TUIUIOMHOHN paboThI:

- aHaJM3 OpraHu3anuy PabOTHI C TOKYMEHTAMU Ha MPEINPUATHH WM B MOAPA3IEICHUH,

- aHalu3 IMPOLECCOB JAOKYMEHTHUPOBAaHUS Ha TMpPEeNNpUsITHH, B TMOAPA3JENeHUHU WIH B
IeATEIbHOCTH CIENAaICTa KOHKPETHOH chepsl,



- aHaJM3 OpraHU3alMy JOKYMEHTOOOOpOTa Ha MPEANPUATHH UK B IOAPA3IEICHHUH.

5 BripaboTka pekOMeHIaNi B COOTBETCTBUH ¢ TEMOU TUTLIIOMHOM PabOThI:

- TI0 COBEPIIEHCTBOBAHMIO PabOThI C JOKYMEHTAMHU Ha MPENNPHUATHHN WU B ITOIPA3ICICHHH,

- 10 COBEpLIEHCTBOBAHMIO JOKYMEHTALIMOHHBIX MPOLIECCOB HA  MPEANpUATHH, B
NOJPa3IeIeHUH UITH B ESITEIIbHOCTH CIIEIMAJIFCTa KOHKPETHOH cephl,

- T10 COBEPIIEHCTBOBAHHIO OPTaHU3ALUN TOKYMEHTOOOOPOTA.

JIONOJIHUTENBHBIE Pa3Aebl.

BriBOABI U 3aKTIOUEHHE.

Cnucok UCTMOb30BaHHBIX HCTOYHUKOB U JIUTEPATYpPhL.
IIpunoxenus.

1 Beemenue. 3necb NPUBOASATCS OOOCHOBAaHHE AaKTYaJbHOCTH BO3MOJXKHOTO HANPaBJICHUS
paboThI MCXOASl M3 BO3HMKILINX WJIM CKJIAIBIBAIOLINXCS MPOOIEM YIIPABIEHUYECKON NeSTeNTbHOCTH.
KareropuiiHplii ammapar TemMaTmku U paboOTel (IpU  CHEUUPUYHOCTH HCCIEOOBAHUS U
HEOOXOMMOCTH),  TMO3BOJIIOIIMKA ~ 0003HaUNUTH 007MacTb TeMbl  paboThL,  OTPAHHUYEHHYIO
ONpeNeNEéHHbIM MEepeYHEM KaTeropuiHbIX MOHATUNH. ONMCHIBAIOTCA HCIOJIb30BAHHBIE METOMAbI
oOcnenoBaHusl (SKCMEPTHO-AaHATUTHUECKUH, METOA aHAJOTUH, MOJACIMPOBAHUS, AHKETUPOBAHMS,
HaOJIOIEHHS U OMPOCA, MHTEPBBIOMPOBAHNE, METOA U3YUYEHUsI OPraHU3AIOHHO -PACTIOPSAUTEIBHON
JOKYMEHTALUH 10 TPYIIIaM).

2 XapakTepuctuka —npennpusATus  (MOAPA3NENCHMs), OCHOBHBIE  HANPABJICHUS  €r0
nesTenbHOCTH. JlaeTrcss wuctopudeckas copaBka o npeanpuAtud. ONUCBHIBAIOTCST OCHOBHBIE
HamnpaBlieHUsl ero aeArenbHOCTU. IIpUBOIUTCA CTPYKTypa NpEANpUATUS U MOKa3bIBAETCS MECTO,
KOTOpO€ 3aHUMAaeT NoJpa3felieHHe WM chequanuct B 3ToH  crpykrype. IlpuBomsArcs u
AHAM3UPYIOTCS OCHOBHBIE OpraHU3alMOHHBIE NOKyMeHThl mnpenanpustus (Ycras, IlomoskeHue o
npeanpustTiy, [IpaBuia BHyTpEHHET0 PyAOBOIO pacropsaKa).

3 HopwmaruBHas 3akoHOmaTenbHast 0a3a, perJaMeHTHPYIOLIas AEATEIbHOCTD MPEANPUATHS WIN
OTHeJa, WM periJaMeHTHpYIollas pelleHHe ONpeleNeHHbIX 3ajay, CBSA3aHHbIX C JUINIOMHOMN
paboroii. PaccmarpuBaercss KOMIUIEKT HOPMATHBHBIX 3aKOHONATENBHBIX AKTOB, KOTOPBIE IOJKHBI
OBITH YYTEHBI TIPH BBITIOJIHEHUH UCCIIEIOBAHNS, AaHAJIHN3 M CTETIeHb MX BIMSHUS Ha IPOOJIeMy.

4  Anamm3 npoOJeMbl B COOTBETCTBUHU C TEMON TUTUIOMHON pabOTHI.

AnHanmu3 opraHuzauuu paboTbl ¢ AOKYMEHTAMH Ha TNPEANPHUSITHA HIH B IOJAPa3IeIeHUU
NOJPa3yMeBaeT MPOBEPKY HAJMYUS W TNPABUIBHOCTH COCTaBIEHHS M OQOPMIICHHUS CIEAYIOIIUX
JIOKAJIbHBIX HOPMATHUBHBIX aKTOB!

- Tonoxenus o cinyxbe IOV,

- JIoJKHOCTHBIX HHCTPYKLUI COTPYAHHUKOB ciyk0p1 IOV,

- HHcTpykuuu no nenonpou3BOACTBY,

- Tabens n AnpOoma yHHPUIIMPOBAHHBIX (POPM ITOKYMEHTOB MPEATIPHSTHS,

- Howmenknatypsl gen,

- Tlonoxenust 00 SKCIIEPTHON KOMHCCHH,

- Tlonoxenust 00 apxuBe NPEATNPHUSITHS.

ITonHbIE TEKCTHI TOKYMEHTOB, NPH HEOOXOIUMOCTH, PUBOIATCS B MPHUIIOKEHUAX K AUIIIOMHON
paboTe, a Ha pUCYHKaX MMOKA3bIBAETCS CYLIECTBYIOIIUI B OPraHU3aluH MOPSAOK OPOPMIICHHS.

AHanu3 TpoOLEeCcCOB JOKYMEHTHPOBAaHUsA Ha MPEANpPUATHH, B TMOApPa3JeleHUM WU B
OEATEIbHOCTH CIELUAINCTa KOHKPETHOW cdepbl mmonmpasymeBaeT MPOBEPKY HAJIMYUS U
NPaBUIBHOCTH COCTABJICHUS U OQOPMIICHHUS TOKYMEHTOB, COIPOBOXKIAOIINX PabOTy MPEANPHSITHS,
NOJIpa3fieNieHusl WM CleLUaIicTa B JIOTHYECKON MOCIeN0BaTENbHOCTH pellaeMbix 3aaad. HauaTh
HEOOXOAUMO C aHAIIN3a:

- Tlonoxenus o nonpasaeneHum,

- JIoJKHOCTHOM MHCTPYKLUMHU CHIELHATHCTA (OB).

3areM HyXXHO B3SITb OJIHY WJIM HECKOJIbKO 3a/1a4 (B 3aBHCHMOCTH OT CJIO)KHOCTH M MaciiTabda),
pelaeMbIX MOApAa3JeNeHUeM WIHM CIEeLUAINCTOM, U PacCMOTPETb AOKYMEHTBI, CONPOBOXKAAIOIINE
pewieHne BbIOPAHHOW Ui PAcCMOTPEHHWs! 3amaud (3a1a4) B JIOTHYECKOW IOCIIEHOBATENbHOCTH,
onpenensieMoil HeoOXOOMMOCTBIO X Pa3pabOTKU B KOHKPETHBIH MOMEHT. II0JHOCTBIO TOKYMEHTHI
NPUBOAATCS B NMPUJIOKEHUSAX K JUINIOMHOM padoTe, a Ha PUCYHKAaX IMOKa3bIBAETCS CYIIECTBYIOLIUH
NopsAOK O(POPMIIEHHS U TOCIIENOBATEIbHOCTD CO3IAHMS.

O 0~



AHanmu3 OpraHM3aliu  JOKYMEHTOOOOpOTa Ha MPEeONpUsATHH WM B I[OJPa3IeleHUU
NOJPa3yMeBaeT NPOBEPKY HAIMYMS, MPAaBHIBHOCTH OG(OPMICHHS M TNPUMEHEHHs CIEeOYOIIHX
JIOKAJIbHBIX HOPMATHUBHBIX TOKYMEHTOB:

- HHCcTpyKIMH 1O IeNIONPOU3BOACTBY,

- HHcTpykumii mo paboTe ¢ cUCTEMaMH PEruCTPalMi U PABUIT 3aIIOJTHEHHUST PErUCTPALIHOHHBIX
opwm,

- IlepeuHst HOKyMEHTOB, HE MOAJIEIKAIINX PETUCTPALIHH,

- IlepeuHst TOKyMEHTOB, HA KOTOPBIX CTABUTCS I'PUQ YTBEPIKACHHUS PYKOBOAUTENEM,

- IlepeuHst TOKyMEHTOB, Ha KOTOPBIE CTABUTCS repOoBast («riaBHas») Mevyarthb
Tabenst yHupUIMPOBAHHBIX (OPM,

- I'paduka nokymeHTOOOOpOTA.

IToHOCTBIO JOKYMEHTHI, MPH HEOOXOOMMOCTH, NPUBOAATCS B IIpMITOKEHUSIX K AMIIOMHON
paboTe, a Ha PUCYHKAaX MOKA3bIBAETCS MOPAIOK OPOPMIICHHS.

5 PaspaboTka TeMbl JUIIIOMHOM padoTel. B 0qHOM (MM HECKOJBKUX pa3fenax) ONMUCHIBAETCS
npeayiaraéMblii TUTUIOMHUKOM — BapHaHT (MJIM HECKOJIBKO BapUAHTOB) PELICHHs TOCTABICHHOW B
3aaHUH POOJIEMBL. YKa3aHHbIE pa3esibl padOoThI SIBJISFOTCS TJIABHBIMU, OHHU JTOJDKHBI PACKPBIBATh U
NOKa3bIBATh peEIICHUE pa3padaThblBAEMOW TeMbl TUIUIOMHOH padoThl M COAep:KaTb KOHKPETHOE
NpPEeINIOKEHHE B BUE pa3pabOTaHHOrO OPTTIPOEKTA, MO3BOJSIIOIIEE HA €r0 OCHOBE NMPAKTUYECKU
PELIUTh MOCTABJICHHBIE TEMOH 3a/1a4H.

6 J[omonnuTenpHele pasgensl  paboTel. BBomsaTrcs mpu HEOOXOOUMOCTH  OTpasuTh B
MOSICHUTENIbHON 3aIiCKe T€ MPOEKTHbIE pabOThI, KOTOPBIE SBISIFOTCS XapaKTEPHBIMH TOJBKO IS
TaHHOH TeMbl paboTel. Hanpumep, perenne BOMPOCOB 3aIUThl HHOOPMALHIH .

7 BeiBOObI U 3aKitOUeHHE. Pasznen 3aBepluaeT W3JI0KEHHE MOSICHUTENBHOW 3amuCKu. B HEM
MPOBOJIUTCS OLIEHKA IMPOAETAHHOW PabOThI, NENAIOTCS BBIBOABI MO TeMe pa3pabOTKH, MPOTHO3 Ha
BO3MOJKHO€ HCIOJBb30BaHUE, 3aKmoueHne 00 o00béMe MNpoBeAEHHBIX paboT, HX TOJHOTE,
JIOCTOBEPHOCTH, BO3MOKHOCTH MPOJOJDKEHUS U MEPCIIEKTUBHOCTH. B paszmene nenaercs 3aximoueHne
O TIOJIHOTE BBIMOJHEHHS TEMbI TUTUIOMHOM padoThL.

8 CnHCOK HCIOJIb30BAHHBIX HCTOYHHMKOB M JINTEPATypbl. B COOTBETCTBHH € NEHCTBYIOIIUM
CTaHIAPTOM MPUBOAUTCS CIIMCOK MCIIOJB30BAHHBIX HCTOYHUKOB M JIUTEPATYpbl. CIIMCOK MUCTOYHMKOB
COCTaBJISIETCS B TMOPSAIKE HEPAPXUH HOPMATHUBHBIX 3aKOHOJATEIBHBIX aKTOB. B CIIMCOK BKITIOYAIOTCS
BCE HCTOYHHMKUA. HOPMATHBHbIE  3aKOHOJATENbHBIE  aKThl, METOAMYECKHe  pa3paboTkw,
HEOINyOJIMKOBAHHBIE HCTOYHUKM (HOPMATHUBHBIC JIOKAJbHBIE AaKThl OPTraHU3alMH, B KOTOPOH
NPOBOIWIOCH HCCIIEIOBAHUE), KHIDKHBIC M3MaHUS, CTaTbU M TE3UChl JIOKJIAJO0B, TIa3€THBIC
nyOJNUKALUH, PYKOIIMCH U T.I1., HE BKJIIOYAOTCS YUeOHUKH U yueOHbIe TOCOOus.

9 Ilpunoxxenusi. BkirouaroTcst (eciu OHHU €CTh) B MOSICHUTENBHYIO 3aIMCKy paboThl, B IOPSIIKE,
ONPENEIEHHOM CTaHIAPTOM.

TekcT NOsSICHUTETBHOM 3aMICKH TOJKEH OBITh MOJHOCTHIO HAOpaH M OTHeYaTaH Ha KOMIIBIOTEpe
U COXpaHEH Ha MAIIMHHOM HOCHTEJIE (JTUCKETA, TUCK).

JleMOHCTpaMOHHAast YacTh JUILUIOMHOM padoThl, HE3aBHCUMO OT TEMbI UCCIIEIOBAHMS, CO3ACTCS
C TIOMOLIBIO MPOTPAaMMBbI MTPE3EHTALUHN.

3amuTa JUIIOMHOHM padoThl MPOBOIUTCS C UCTIOJIB30BAHUEM MPOrpaMMbl Npe3eHTanuid. Takue
nporpaMMbl B BHIE (paiiyia yCTAaHABIMBAIOTCS HA AEMOHCTPALMOHHBIH KOMITBIOTEpP, M JUILIOMHUK
COTPOBOXKIAET CBOE BBICTYIJICHHE AEMOHCTpAMEH KOMITBIOTEPHBIX KaJIPOB - MOCIENOBATEIbHOCTH
3aCTaBOK (TEKCTOBBIX, FpapUUECKUX, MYJIbTHMEINIHBIX H300paKeHHI, 3BYKOBOTO COMPOBOKIEHHSI)
Ha 5KkpaHe MoHHUTOpa. [Ipy 3TOM AUIIOMHHUK paboTaeT 3JMeKTPOHHOH YKa3KOH M MPOU3BOJIBHO MOYKET
MEHSTh TMOPSAOK JEMOHCTPALMH, BO3BpAIIasiCh NPU HEOOXOOMMOCTH K HYXXHOMY Kaapy. Hucno
3aCTAaBOK, HCIIOJNB3yeMbIX B MPE3CHTALIMOHHBIX NPOrpaMMax, He [OJDKHO, KaK IpaBHJO, ObITh
MeHsblie 10.

Jomnyckaercst nyOnMpoBaHME 3aCTaBOK HAa HJKPaHE KOMIBIOTEPA Pa3faTOYHBIM MaTepHaIOM
(popmar A4), xotopsiii pazmaercs wieHam [ OK. Jluckera um CD-AuCK € 3aMUCHIO MPOTPAMMBI
NPE3CHTAI B KOHBEPTE MPHKIAAbIBACTCS K MOSICHUTENBPHOW 3amucke (KOHBEPT BINUBAETCS B
NEePEIUIET, YTO MO3BOJISIET U3BJIEKATh MU HeoOxoaumocTH auckery nin CD-mnuck).

Pexomennyemblii 00b€M NOSICHUTEBHOH 3armucku He MeHee 40 muctos popmata A4 (He cuuTas
NPUJIOKEHNH), CIIUTBIX B MANKYy ISl JUINIOMHOHN padoTel. OdopmMieHne TeKCTOBOH TOKYMEHTAllUU



MPOBOJIUTCS IO MpaBHjaM OQOPMIICHHS TEKCTOBBIX NOKYMeHTOB B cootBercTBuu ¢ I'OCT 2.105.
VYnpaBieHYeCKHe MOKYMEHTBl, B TOM YHCJIE€ M MHOTOCTPAaHUYHBIC (IIOJIOKEHHS, HHCTPYKIIHH,
nmpaBWjia W T.J.), KOTOpble pa3padaThIBAIOTCA B WTOre AWIUIOMHOH pabOThl JOJKHBI OBITH
odopmiensl B coorBerctBun ¢ ' OCTom P 6.30-2003.

[TosicHuTeNBHAS 3amHUCKa MOXKET COAEpXKaTb HAPSAy C TEKCTOBBIM MaTepHajioM PHCYHKH,
dororpadum, Tabauubl, AUarpaMMel, 0Opa3Lbl JOKYMEHTALMH, YEPTEXXH U CXEMBbI, HEOOXOIMMbIE
IUIE PacKpBITHSL TeMbl paOoThl. B cocraBe MOSCHUTENBHON 3amMCKH B 00S3aTENBHOM TMOPSIIKE
IOJDKHBI TPUCYTCTBOBATD CIEAYIOIIHE 3JIEMEHTHI:

- TUTYJBHBIN JIUCT MPUHATON B YHUBEPCUTETE (POPMEL;

- JIBa 3alOJIHEHHBIX S5K3EMIUIIpa 3aJaHusi Ha JAUIUIOMHYI0 padoTy - OAMH SK3eMIUIIp
BIIMBAETCS, a APYrON BKIIAIBIBAECTCS B MOSICHUTEIBHYIO 3aIHUCKY;

- pedepar TUMIOMHON pabOTHI,

- coaeplkaHue C YKa3aHMEM CTPaHMII,

- OCHOBHOH TEKCT 3aITUCKH, pa3OUTHII Ha pas3nesbl U MOAPa3Iesbl, TEKCT 3aUCKU Habupaercs
mpudToM ¢ pazmepom Kernsi 14; rapHutypa mpudTa HE AODKHA CO3[aBaTh MPEMATCTBHA €ro
OBICTPOMY UTEHHIO;

- CIIUCOK HMCIOJIb30BAHHBIX HCTOYHUKOB H JIUTEPATYPHI;

- TIPWIOKEHUS, €CIIU OHM €CTh, MPUIOXKEHUS B TEKCTOBOM BHI€ OPOPMIISIOTCS] KaK U OCHOBOM
TEKCT 3aIHCKH;

- Ha OOJOXKE TOACHUTENPHOH 3alUCKH  pasMernaercss HHQOpPMAIMOHHAs  HakJIeHka
YCTAHOBJIEHHOTO B YHHUBEPCUTETE 00pasua.

Bce nucTBl MOSICHUTENBHON 3aMUCKE JOJDKHBI OBITH MPOHYMEPOBAHBI B MPABOM HUXKHEM YTy
mucta. OHM HE MMEIOT PaMKH U OCHOBHOHM Haamucu (wmrammna). PucyHkH, rpaduky, Auarpammsl,
TaOJUIIB! TOJDKHBI UMETh HEOOXOIUMbBIE HOMEpa U MOANUCH. B TEKCTe 3amnCcKu IeIar0TCsl CChUIKH Ha
UCTIOJIb30BAHHBIE WCTOYHMKM B BHIE CHOCOK. lIpM cChilke Ha HOPMATHBHBIA aKkT CHavajga
YKa3bIBAETCS €r0 Ha3BaHUE, 3aroJIOBOK, TIOTOM J1aTa U HOMED.

Bce HeoOxonnMble IOAMICH, TOTIYCKH M COTJIACOBAHUS IEJTAIOTCS HA TUTYJILHOM JIUCTE U OJaHKe
3a/IaHMsL.

ITopsinoK BBINOJTHEHUS TUTUIOMHOMN paboThl

OCHOBHbBIEC HANpaBJICHUS HCCICIOBAHUH, KOTOpblE OyAyT MPOBOAMTHCS B TUIUIOMHOM padore,
OTIPENENSIIOTCS  TIOCJIE HAa3HAYEHHUS PYKOBOAMTENS, O Havyana NPeIAuITIOMHOW mnpakTuku. Ha
MOMEHT C/a4M OT4YeTa 1O NPEATUIUVIOMHON NpakTHKEe TeMa AMIUIOMHOW padoThl HOJKHA OBITH
copMynupoBaHa W COCTaBJIEH YEPHOBUK 3aJaHMs Ha TUIUIOMHYI0 paboty. Ilocne 3aBepuieHus
NPEATUIUIOMHON TPAKTUKHA TeMa JUIUIOMHON padoTel yTBepkmaeTcs. B CpokH, yCTaHOBIICHHbIC
¢unmanoM, HO He TIO3JHEE Havaja MOATOTOBKH AUIIJIOMHON pabOThl AMIJIOMHHUK JIOJDKEH MEPeaaTh
cekperapro ' DK unbpopmanmo 00 okoHUaTETHbHON (POPMYITHPOBKE TeMbI pabOTHI U O PYKOBOIUTEINE
auruioMHoOM pabotel. Ilocne BbIxonma mpukasza pekropa o0 yTBEpXKIACHHH TeM AUILUIOMHBIX padoT
OUIUIOMHUK COBMECTHO C PYKOBOIOUTENEM  JOJDKEH B YCTAHOBJIEHHBbIE (UIMAJIOM CPOKHU
MOJArOTOBUTh [JIBA 3alOJIHEHHBIX M IOANHCAHHBIX PYKOBOJAWTENEM, KOHCYJbTAaHTAMU TIO
CHeLMAJIBHBIM BOTIPOCaM (€CIIM TaKOBbIE HA3HAYEHBI) U CAMUM IHUILUIOMHUKOM OJIaHKa 3aJaHus Ha
IUIUIOMHYIO paboTy | 3aTe€M YTBEPAUTDH 3aJaHHE.

B Onankax 3amaHus yKa3bIBAOTCSI OCHOBHBIEC BOIPOCHI, KOTOPBIE HOJIKHBI OBITh PACCMOTPEHBI B
XOJIe TUTUIOMHOM padoThl, copepikaHue MOSCHUTEIbHON 3aIUCKY, AEMOHCTPALIMOHHBIX MaTePHaJIOB.
KOHCYynBbTaHTBI IO CIIEIUAbHBIM BOTIPOCAM YKa3bIBAIOT B 33laHUM TEMATHKY BOIPOCOB, KOTOPBIE
HEOOXOIMMO PacCMOTpPETh B padoTe (HampuMmep: BOMPOCH HOPMATHBHO-TIPABOBOTO PETYJIHPOBAHMS,
3amuThl nHGOpMannK, u T. 1.). B OmaHkax 3agaHus 3aITUCHIBACTCS BPEMEHHOH rpaduk padoThl Haj
paboToii, ¢ yKa3aHHEM OCHOBHBIX CPOKOB BBITTOJIHEHHS OT/IEIbHBIX YaCTeH PadoOThI.

CtyneHT BbINOJNHAET BCIO padoTy u odopmMisier HeOOXOONMMYIO TOKYMEHTALUI0 U MaTepUabl B
cooTBeTCTBUM C rpadukoM. Pexum padoThl AWUIJIOMHUKA YCTaHABIUBAETCS 110 COBMECTHOH
TIOTOBOPEHHOCTH ¢ pykoBomuTeneM. Ho mpu 3ToM moipkeH ObITh OOecredeH KOHTPOJb 33 XOAOM
BBITMIOJIHEHUsS] JTUTUIOMHOH pPaboOTBl CO CTOpOHBI pykoBoauTens. OTCyTCTBHE IUILUIOMHHMKA HA
KOHCYJIbTAllMM y PYKOBOAUTENsT 0O€3 ero paspelieHus B TE€UYeHHE IBYX M OoJjiee HEOeTb MOXKET
NPUBECTH TUIUIOMHUKA K aIMUHUCTPATHBHON OTBETCTBEHHOCTH BIUIOTH IO OTYHCIICHHSL.

JumiomHast pabota moypkHa ObITH 3aBepiiéHa kak MUHMMYM 3a 10 mHel 1o Havana padoTsl



I'OK.

ITocne 3aBepmenne padoTbl Hag paboOTOH PYKOBOAWTENb M KOHCYJIBTAHTBI  PaOOTHI
MOJITUCHIBAIOT BCE MPOEKTHBIE NOKYMEHThI M OnmaHku 3amanus. [locie mojydeHuss MUCbMEHHOTO
OT3bIBA PYKOBOAUTENS O AUIJIOMHOH paboTe AWIJIOMHUK MPEACTaBiIsAeT paboTy Ha KOHTPOJIBHYIO
IIPOBEPKY HOPMOKOHTPOJIEPY, & 3aTeM creluanbHol komuccuu. Komuccusi mpoBOAUT MpensalluTy,
pelaer BOMPOC O HANPABICHWH TUILUIOMHONW pabOThl Ha PEIIEH3MPOBAHUE, U BBINAET NUIIJIOMHHKY
CTHIeLUAJIbHBII OJIAaHK HATPaBJICHUS.

Jing  peLeH3upoBaHUs noaOUpParOTCsl  CMIELUANUCTBI,  COOTBETCTBYIOIIHE  MPOQIITIO
crenuajJbHOCTH M padoTaroline BHE YyHUBEpCcHTeTa. PELeH3eHTy Al TOATOTOBKH PELeH3UU
OTBOJUTCS HE MEHEE TPEX JHEH.

[Tocne monyueHHWst peLEH3UM [OUIUIOMHAs pPaboTa MpPEObSBISAETCS 3aBEAYIOLIEMY YUeOHOM
4acTbiO, KOTOPBIM MPU HAJIMYUHU MOJIOXKUTEJIBHOTO 3aKJIOYEHUs] PELIeH3€HTa BBIHOCUT BOINPOC O
nomycke padboTel k 3amure. OKOHYaTeNpbHOE perneHnue npuauMaer aupextop Cepaodcekoro dumaa
ITeH3eHCKOTO TOCYIapCTBEHHOIO YHUBEPCUTETA, KOTOPBIH IMOCHE MPOBEPKHU AMILNIOMHOW PalOThI
JeslaeT COOTBETCTBYIOIIYIO 3aHUCh B OJIAHKE 3aaHMS.

[Topsimok 3amuThl TUTUIOMHOH paboThI

CTyneHT-AMIJIOMHUK, MOMYyLIEHHBIH K 3allHTe, 3allUIaeT CBOK AUILUIOMHYK paboTy Ha
nyonuaHoM 3acenannu I DK B eHb, IpeayCMOTPEHHBIH rpapuKOM 3aIIHUTHI.

HakanyHe cTyneHT oO0si3aH NPeNOCTaBUTb TOKYMEHTBI, MpeabsBisieMble K 3amute (OmaHKH
3a7laHul, TEKCT 3alMCKH, IUIaKaTbhl, BCE IEMOHCTPAaLlMOHHBbIE MaTepHasbl, JHUCKETY WU IHUCK C
npesenTanuei). Eciu Oyaer Mcrnonb30BaThCs HAa 3aLIUTE KOMITBIOTEP, TO HEOOXOAUMO MPOBEPUTH
ero paboTococoOHOCTh, COXPAaHHOCTh AMCKETHI ¢ mporpammoil. HeoOxomumo 3apaHee mepeHecTH
MaTepHuall ¢ AUCKET Ha BHHYECTEP KOMIBIOTEpPA M MPOBEPHUTH padoTy mporpammel LlenecoobpasHo
UMETh Npu cede pe3epPBHYIO IUCKETY C MaTepPHaIaMU 3aIlHThL

ITepen 3amuToii cexperapp [ DK obbsBnser GamMunuio cTymeHTa ¥ TeMy paloThl, MOCJE Yero
OUIJIOMHHUK nenaeT nokiapn. IIpomosmwxkurensHOCTE nokiana He npesbimaer 10 muHyT. B X0#me
JOKJIaja CTYAeHT-JUIUIOMHHUK JIOJDKEH HUCIOJIb30BaTh MPE3eHTALNI0, TIAKAThl U IEMOHCTPALIUOHHbIE
MatepHuabl (Ipyu HEOOXOAMMOCTH).

B xopne 3amutel unenbl 'DK 3HakOMATCSA C MOSACHUTENBbHOHN 3alMCKON UM MOCHE AOKJIaAa OHU
BIIpaBe 3a4aTh BOINPOCHI AUIUIOMHHMKY. TeMaTuka BONPOCOB MOJKET BBIXOJWUTH 3a Ipenesbl
IUIUIOMHOM paOoThI, HO AOJDKHA OCTABATHCS B PAMKAX IPOrPaMMbl TOATOTOBKU CIELUAINCTOB MO
cnennanpHocTH  46.02.01  «/lokymMeHTaunOHHOE OOECTeueHHe YIPaBICHUS M apPXHUBOBEICHUEY.
Ilocne 3aBeplieHHs OTBETOB Ha BOMIPOCHI 3aUYUTHIBAIOTCA OT3bIB PYKOBOAMUTENS U PELIEH3US.
JIMTIIOMHUK MOJIy4aeT BO3MOKHOCTb JJaTh OTBETHI HA BbICKa3aHHbIE €My 3aMeUaHUsl.

Csoe pewenue I'OK npuHumaer Ha 3aKpbITOM 3aC€laHUU U B A€Hb 3alUThI OIJIallaeT ero.



8. PEI'VTAMEHT IO OPTAHM3AIIMU NEPHOJUYECKOT'O OBHOBJIEHUA IIICC3 B
OEJOM U COCTABJIAIOINX EE TOKYMEHTOB

H3meHeHue Homepa muctos (c1p.) Bcero Homepa IMoamuce Hara Cpok
3aMECHEH aHHy | JIHCTO pacmiops- BBCICHHSA
HbIX JIN- B JUTCIIBHOT'O H3MCHCHH
posau | (CTp.) JOKYMCHTA i
HbIX B
JOKY

MCHTC







HPUJIOKEHUA



Ilpunoxcenue 1
MATPHIIA

COOMEeMCcmeusn Komnemenyuil u gopmupyrougux ux cocmaguvix wacmei INNCC3

3.3.1. CnpaBOYHHK KOMMETEHIHIT

Ne i/ Hupexc Conaep:xanne
1 OK-1 IoHNMATE CYITHOCTE U COLMAIBHYIO 3HAYHMOCTE CBOCH
Oy aymieii mpodeccun, NPOABJIATH K Hell YCTOHBRII
HHTEpeC.
1. orca.01 Ocnosbi unocoguu
2. orca.02 Hemopua
3. orca.03 Hnocmpannwiii 431K
4. EH.01 Mamemamuxa
5. OI1.01 Oxonomuqeckas meopus
6. OI1.02 Oxonomuxa opeanuzayuu
7. OI1.03 Meneoxcmenm
8. OI1.04 Locyoapemeennas u MyHUYUNATLHAS CTIYxHCOA
9. OI1.05 Hunoempannwiii 361K (npogheccuonanvHulli)
10. OI1.06 IIpogpeccuonanvraa amuxa u nCuxonoeus 0en08020 oouLeHus
11. OI1.07 Vnpasnenue nepconanom
12. OI1.08 IIpagogoe obecneuerue npogeccUoHanbHON deamebHOCHY
13. OI1.09 Besonacrnocms scusnedessmensHocmu
14, OIL10 Hopmbi npagonucaniia 8 ynpasieHueckux OOKyMeHmax
15. OIL11 Texnuuecxue cpeocmea ynpagneHus 8 oguce
16. OIL12 Cucmemul INEKMPOHHO20 OOKYMEHMO060poma
17. OIL13 Opeanuzayus pabombsl ¢ 3anpocamil 2paicoan
18. OIL14 Oxasanue 21eKmpoHHBIX 20CYOAPCMEEHHBIX Y CIIYe
19. MJK.01.01 Joxymenmayuonnoe obecnedeHie ynpagieHus
20. MJK.01.02 IIpasosoe pezynuposanue ynpagieniecko 0esmeabHOCmu
21. MJIK.01.03 Opeanusayus cekpemapcerozo 00Cy*HCUeaH U
22. VILOL.O1 Vuebnas npaxmuxa
23. MJK.02.01 Opeanuszayus u HOpMAmMugHO-NPagoavle OCHOBbL APXUGHO0
dena
24. MJK.02.02 T'ocyoapcmeennuie, MYHUYUNATbHBIE APXUGHL U APXUBHI
opeanuzayuil
25. MJIK.02.03 Memoouka u npaxmuxa apxueogeoeHs
26. MJIK.02.04 Obecneyenie COXpAHHOCMU OOKYMEHMO8
27. [1.02.01 IIpoussoocmeennas npakmuxa (no npo@uiio
cneyuaibHOCmu)
28. MJIK.03.01 Komnviomepnas no0zomosxa ynpasieHyeckux OOKyMeHmMos
29. YI1.03.01 Vyebnaa npaxmuxa
30. TTATI IIpeoounnomuasn npaxmuxa
2 OK-2 OpranmoBsIBaTh COGCTBEHHYIO IESITCILHOCTH, BHIOHPATH
THIIOBBIE METO/bI H C1I0COo0BI BBINO/IHCHHS
NPOPECCHOHATBHBIX 324a', OICHUBATE UX HPHEKTHBHOCTH
H KA4eCTBO.
1. orca.01 Ocnosbi unocoguu
2. orca.02 Hemopua
3. orca.03 Hnocmpannwiii 43v1K
4. orca.o4 Qusuyeckaa Kynvmypa




5. EH.01 Mamemamuxa
6. OI1.01 Oxonomuqeckas meopus
7. OI1.02 Oxonomuxa opeanuzayuu
8. OI1.03 Memneoxcmenm
9. OI1.04 Locyoapemeennasa u MyHUYUNATLHAA CTIYHCOA
10. OI1.05 Huoempannwiii 361K (npogheccuonansHuli)
11. OI1.06 IIpogpeccuonanvraa amuxa u nCuxonoeus 0en08020 obuLeHus
12. OI1.07 Vnpasnenue nepconanom
13. OI1.08 IIpagogoe obecneuerue npogeccUoOHAnbHON deamebHOCHUY
14. OI1.09 Besonacrnocms scusnedessmensnocmu
15. OIL10 Hopmver npagonucanus @ ynpagneH4eckux OOKYMeHmax
16. OIL11 Texnuuecxue cpeocmea ynpagneHus 8 oguce
17. OIL12 Cucmemul 21eKMPOHHO20 OOKYMEHMoobopoma
18. OIL13 Opeanuzayus pabombvl ¢ 3anpocamit 2paicoan
19. OIL14 Oxasanue 271eKmpoHHbIX 20CYOAPCMEEHHBIX Y CIIYe
20. MJK.01.01 Joxymenmayuonnoe obecnedeHie ynpagieHus
21. MJK.01.02 IIpasosoe pezynuposanue ynpasgieniecko 0esmeabHOCmu
22. MJIK.01.03 Opeanusayus ceKpemapcrozo 00Cy*HCUeaH U
23. VIL.OL.O1 Vuebnas npaxmuxa
24. MJK.02.01 Opeanuszayus u HOpMAmugHO-NPagoavle OCHOBbL APXUGHO0
dena
25. MJK.02.02 T'ocyoapcmeenHuie, MYHUYUNATbHBIE APXUGHL U APXUBHI
opeanuzayuil
26. MJIK.02.03 Memoouka u npaxmuxa apxugogeoeHs
27. MJIK.02.04 Obecneyene COXPAHHOCMU OOKYMEHMO8
28. I11.02.01 IIpoussoocmeennas npakmuxa (no npoQuiio
cneyuaibHOCmu)
29. MJIK.03.01 Komnviomepnas nodzcomosxa ynpasienyeckux OOKyMeHmMos
30. VI1.03.01 Vuebnas npaxmuxa
31 ITAlT IIpeoounnomuas npakmuxa
3 OK 03 IIpyanMate pemeHnst B CTAHJAPTHBIX M HECTAHAAPTHBIX
CHTYAIAX M HECTH 32 HAX OTBECTCTBCHHOCTD.
1. orca.01 Ocnosbi unocoguu
2. orca.02 Hemopua
3. orca.03 Huocmpannwiii 431K
4. orcoa.o4 Qusuveckaa Kynomypa
5. EH.01 Mamemamuxa
6. EH.03 Oxonozuueckue 0CHO8bL NPUPOOONONIL308AHUS
7. OI1.01 Oxonomuqeckas meopus
8. OI1.02 Oxonomuxa opeanuzayuu
9. OI1.03 Memneoxncmenm
10. OI1.04 Locyoapemeennas u MyHUYUNATLHAS CTYHCOA
11. OI1.05 Huoecmpannwiii 361K (npogheccuonansHulli)
12. OI1.06 IIpogpeccuonanvrasa amuxa u NCuxonoeus 0en08020 0buLeHus
13. OI1.07 Vnpasnenue nepconanom
14. OI1.08 IIpagogoe obecneuerue npogheccUoHanbHON deamebHOCHUY
15. OI1.09 Besonacrnocms scusnedesmensnocmu
16. OIL10 Hopmer npagonucanus @ ynpagneH4eckux OOKYMeHmax
17. OIL11 Texnuuecxue cpeocmea ynpagneHus 8 oguce
18. OIL12 Cucmemul I1eKMPOHHO20 OOKYMEHMO060poma




19. OIL13 Opeanuzayus pabombvl ¢ 3anpocamit 2paicoan
20. OIL14 Oxasanue 21eKMPOHHBIX 20CYOAPCMBEHHbIX YCY2e
21. MJK.01.01 Joxymenmayuonnoe obecnedeHie ynpagieHus
22. MJIK.01.03 Opeanusayus ceKpemapcerozo 00CIy*HCUeaHUs
23. YILO1.01 Vuebnas npaxmuxa
24. MJK.02.01 Opeanuszayus 4 HOpMAMUEHO-NPAGO8ble OCHOBbL APXUGHOO
dena
25. MJK.02.02 T'ocyoapcmeennvie, MYHUYUNATbHBIE APXUGHL U APXUBHI
opeanuzayuil
26. MJIK.02.03 Memoouka u npaxmuxa apxueogeoeHs
27. MJIK.02.04 Obecneyeniie COXPAHHOCMU OOKYMEHMO8
28. [1.02.01 IIpousgoocmeennas npakmuxa (no npo@uiio
cneyuanbHOCmu)
29. MJIK.03.01 Komnviomepnas no02comosxa ynpasienyeckux O0KyMeHmMos
30. YI1.03.01 Vuebnas npaxmuxa
32. TTATI IIpeoounnomuasn npaxmuxa
4 OK 04 OcymecTBsiTh MOMCK M HCIOJIb30BaHNE uHGOpMaIm,
HE00XO0MMOii IS 3ppexTnBHOTO BbIIIO/IHCHUS
NPOQECCHOHANBHBIX 3124,  NPO(QEeCCHOHAILHOIO U
JIMTYHOCTHOT 0 PA3BUTHSL
1. orca.01 Ocnosbi unocoguu
2. orca.02 Hemopua
3. orca.03 Hnocmpannwiii 43v1K
4. EH.01 Mamemamuxa
5. EH.02 Hugpopmamuxa
6. OI1.01 Oxonomuqeckas meopus
7. OI1.02 Oxonomuxa opeanuzayuu
8. OI1.03 Memneoxcmenm
9. OI1.04 Locyoapemeennas u MyHUYUNATLHAS CTIYHCOA
10. OI1.05 Huoecmpannwiii 361K (npogheccuonanvHulli)
11. OI1.06 IIpoghpeccuonanvraa amuxa u nCuxonoeus 0en08020 obuLeHus
12. OI1.07 Vnpasnenue nepconanom
13. OI1.08 IIpagogoe obecneuerue npogeccUoHANbHON deamebHOCHUY
14. OI1.09 Besonacrnocms scusmnedessmensnocmu
Is. OIL10 Hopmbi npagonucania 8 ynpasieHueckux OOKyMeHmax
16. OIL11 Texnuuecxue cpedcmea ynpagneHus 8 oguce
17. OIL12 Cucmemul INEKMPOHHO20 OOKYMEHMO060poma
18. OIL13 Opeanuzayus pabombl ¢ 3anpocamit 2paicoan
19. OIL14 Oxasanue 21eKmpoHHBIX 20CYOAPCMEEHHbIX YCIIVe
20. MJK.01.01 Joxymenmayuonnoe obecnedeHie ynpagieHus
21. MJK.01.02 IIpasosoe pezynuposanue ynpagienieckoi 0esmeabHOCmu
22. MJIK.01.03 Opeanusayus ceKpemapcerozo 00CIy*HCUSAH U
23. YI1.01.01 Vuebnas npaxmuxa
24. MJK.02.01 Opeanuszayus u HOpMAmMugHO-NPagoavle OCHOBbL APXUGHO0
dena
25. MJK.02.02 T'ocyoapcmeennvie, MYHUYUNATbHBIE APXUGHL U APXUBHI
op2anuzayuil
26. MJIK.02.03 Memoouka u npaxmuxa apxueogeoeHs
27. MJIK.02.04 Obecneuene COXPAHHOCMU OOKYMEHMO8
28. I11.02.01 IIpouseoocmeennas npakmuxa (no npoQuiio
cneyuaibHOCmu)
29. MJIK.03.01 Komnviomepnas nodzomosxa ynpasienyeckux O0KyMeHmMos




30. YI1.03.01 Vuebnas npaxmuxa
ITAlT Ipeoounnomuas npakmuxa
5 OK 05 Hcnons3oBate MHQOPMAIHOHHO — KOMMYHHKAIHOHHBIC
TEXHOJIOTMU B IPOPECCHOHAILHOI AeSITe/ILHOCTH.
1. orca.01 Ocnosbi unocoguu
2. orca.02 Hemopua
3. orca.03 Hnocmpannwiii 431K
4. EH.01 Mamemamuxa
5. EH.02 Hugpopmamuxa
6. OI1.01 Oxonomuqeckas meopus
7. OI1.02 Oxonomuxa opeanuzayuu
8. OI1.03 Meneoxcmenm
9. OI1.04 Locyoapemeennas u MyHUYUNATLHAA CTIYHCOA
10. OI1.05 Hnoempannwiii 361K (npogheccuonansHuli)
11. OI1.06 IIpogpeccuonanvraa amuxa u nCuxonoeus 0en08020 obuLeHus
12. OI1.07 Vnpasnenue nepconanom
13. OI1.08 IIpagogoe obecneuerue npogeccUoOHANbHON deamebHOCHUY
14. OI1.09 Besonacrnocms scusnedessmensHocmu
15. OIL10 Hopmver npagonucanus @ ynpagneH4eckux OOKYMeHmax
16. OIL11 Texnuuecxue cpeocmea ynpagneHus 8 oguce
17. OIL12 Cucmemul INEKMPOHHO20 OOKYMEHMO060poma
18. OIL13 Opeanuzayus pabombsl ¢ 3anpocamit 2paicoan
19. OIL14 Oxasanue 21eKMPOHHBIX 20CYOAPCMBEHHbIX YCY2e
20. MJK.01.01 Joxymenmayuonnoe obecnedeHie ynpagieHus
21. MJIK.01.03 Opeanusayus cekpemapcerozo 00Cy*HCUeaH U
22. YILO1.01 Vuebnas npaxmuxa
23. MJK.02.01 Opeanuszayus u HOpMAmugHO-NPagoavle OCHOBbL APXUGHO0
dea
24. MJK.02.02 T'ocyoapcmeennvie, MYHUYUNATbHBIE APXUGHL U APXUBHI
op2anuzayuil
25. MJIK.02.03 Memoouka u npaxmuxa apxueogeoeHs
26. MJIK.02.04 Obecneyeniie COXPAHHOCMU OOKYMEHMO8
27. [1.02.01 IIpoussoocmeennas npakmuxa (no npo@uiio
CneyuaibHOCmu)
28. MJIK.03.01 Komnviomepnas no02omosxa ynpasieHyeckux O0KyMeHmMos
29. YI1.03.01 Vuebnaa npaxmuxa
TTATI IIpeoounnomuasn npaxmuxa
6 OK 06 Paforars B KOUICKTHBE HW KOMaHae, 3(P(PEeKTHBHO
00IMATHCS C KOJLIETaMi, PYKOBOICTBOM, IIOTPEOHTEISIMIL
1. orca.01 Ocnosbi unocoguu
2. orca.02 Hemopua
3. orca.03 Hnocmpannwiii 431K
4. EH.01 Mamemamuxa
5. EH.03 Oxonozuueckue 0CHO8bL NPUPOOONONIL308AHUS
6. OI1.01 Oxonomuqeckas meopus
7. OI1.02 Oxonomuxa opeanuzayuu
8. OI1.03 Memneoxcmenm
9. OI1.04 Locyoapemeennas u MyHUYUNATLHAS CTIYHCOA
10. OI1.05 Hnoempannwiii 361K (npogheccuonanoHulli)
11. OI1.06 IIpogpeccuonanvrasa amuxa u nCuxonoeus 0en08020 obuLeHus
12. OI1.07 Vnpasnenue nepconanom




13. OI1.08 IIpagogoe obecneuetue npodeccUOHANbHON OeamebHOCHUY
14. OI1.09 Besonacrnocms scusnedessmensnocmu
15. OIL.10 Hopmver npagonucanus 8 ynpagneH4eckux OOKYMeHmax
16. OIL11 Texnuuecxue cpedcmea ynpagneHus 8 oguce
17. OIL12 Cucmemul INEKMPOHHO20 OOKYMEHMO060pOma
18. OIL13 Opeanuzayus pabomol ¢ 3anpocamit 2paicoan
19. OIl.14 Oxasanue 21eKMPOHHBIX 20CYOAPCMBEHHbIX YCYe
20. MJK.01.01 Joxymenmayuonnoe obecnedenie ynpagieHus
21. MJK.01.02 IIpasosoe pezynuposanue ynpagienuecko 0esmeabHOCmu
22. MJK.01.03 Opeanusayus ceKpemapcerozo 00Cy*HCUeaH U
23. YILO1.01 Vuebnas npaxmuxa
24. MJK.02.01 Opeanuszayus u HOpMamugHO-NPagoavle OCHOBbL APXUGHO0
dena
25. MJIK.02.02 T'ocyoapcmeennvie, MYHUYUNATbHBIE APXUGHL U APXUBHL
opeanuzayuil
26. M/IK.02.03 Memoouka u npaxmuxa apxueogeoeHs
27. MJIK.02.04 Obecneyeniie COXPAHHOCMU OOKYMEHMO8
28. I11.02.01 IIpousgoocmeennas npakmuxa (no npo@uiio
CneyuaibHOCmu)
29. MJIK.03.01 Komnviomepnas no0zomosxa ynpasienyeckux OOKyMeHmMos
30. YI1.03.01 Vuebnas npaxmuxa
ITAlT IIpeoounnomuas npaxmuxa
7 OK 07 Bpars Ha ce0si OTBETCTBEHHOCTL 32 PAfOTy “WICHOB
KOMaHAbl  (IOTMMHEHHBIX), Pe3YJIbTAT  BBLIIOJHCHHSA
3A1AHMIL.
1. orca.01 Ocnosbi unocoguu
2. orca.02 Hemopua
3. orca.03 Hnocmpannwiii 431K
4. EH.03 Oxonozuueckue 0CHO8bL NPUPOOONONIL308AHUS
5. OI1.01 Oxonomudeckas meopus
6. OI1.02 Oxonomuxa opeanuzayuu
7. OI1.03 Memneoxcmenm
8. OI1.04 Locyoapcmeennasa u MyHUYUNATLHAS CTYHCOA
9. OI1.05 Hnocmpannwiii 361K (npogheccuonanvHulli)
10. OI1.06 IIpoghpeccuonanvraa amuxa u NCuxonoeus 0en08020 obuLeHus
11. OI1.07 Vnpasnenue nepconanom
12. OI1.08 IIpagogoe obecneuerue npogeccUoHanbHON OeamebHOCHY
13. OI1.09 Besonacrnocms scusmnedessmensnocmu
14. OIL10 Hopmbi npagonucania 8 ynpasieHueckux OOKyMeHmax
15. OIL11 Texnuuecxue cpeocmea ynpagneHus @ oguce
16. OIL12 Cucmemul INEKMPOHHO20 OOKYMEHMO060poma
17. OIL13 Opeanuzayus pabomol ¢ 3anpocamit 2paicoan
18. OIL14 Oxasanue 21eKmpoHHBIX 20CYOaPCMEEHHbIX YCIIYe
19. MJK.01.01 Joxymenmayuonnoe obecnedeHie ynpagieHus
20. MJK.01.02 IIpasosoe pezynuposanue ynpagienuecko OesmeabHOCmu
21. MJIK.01.03 Opeanusayus cekpemapcerozo 00Cy*HCUsaH U
22. YI1.01.01 Vuebnas npaxmuxa
23. MJK.02.01 Opeanuszayus u HOpMAmMugHO-NPagoavle OCHOBbL APXUGHO0

oena




24. MJK.02.02 T'ocyoapcmeennvie, MYHUYUNATbHBIE APXUBHL U APXUBHI
opeanuzayuil
25. MJIK.02.03 Memoouka u npaxmuxa apxueogeoeHs
26. MJK.02.04 Obecneyeniie COXPAHHOCMU OOKYMEHMO8
27. I11.02.01 IIpoussoocmeennas npakmuxa (no npoQuiio
CneyuaibHOCmu)
28. MJIK.03.01 Komnviomepnas no0zomosxa ynpasienyeckux O0KyMeHmMos
29. VI1.03.01 Vuebnas npaxmuxa
30. ITAIL IIpeoounnomuas npakmuxa
8 OK 08 CamMocTosITeTbHO ONPEACTSTH 3a0a4H MPO(ecCHOHATHHOTO
W JIMYHOCTHOT O PA3BHUTHSI, 3AHUMATHCSI CAMO00PA30BAHHEM,
OCO3HAHHO IVIAHMPOBATH NMOBLIIICHIEC KBATH(HUKAIMIL
1. orca.01 Ocnosbi unocoguu
2. orca.02 Hemopua
3. orca.03 Hnocmpannwiii 431K
4. OI1.03 Memneoxcmenm
5. OI1.04 Locyoapemeennas u MyHUYUNATLHAS CTIYHCOA
6. OI1.06 IIpogpeccuonanvraa amuxa u nCuxonoeus 0en08020 obujeHus
7. OI1.07 Vnpasnenue nepconanom
8. OI1.09 Besonacrnocms scusnedessmensHocmu
9. OIL10 Hopmbi npagonucania 8 ynpasieHueckux OOKyMeHmax
10. OIL11 Texnuuecxue cpeocmea ynpagneHus 8 oguce
11. OIL12 Cucmemul INeKMPOHHO20 OOKYMEHMO060poma
12, OIL13 Opeanuzayus pabombvl ¢ 3anpocamit 2pa’coan
13. OIL14 Oxasanue 21eKmpoHHBIX 20CYOAPCMEEHHBIX Y CIIYe
14. MJK.01.01 Joxymenmayuonnoe obecnedeHie ynpagieHus
15. MJK.01.02 IIpasosoe pezynuposanue ynpagienuecko 0esmeabHOCmu
16. MJIK.01.03 Opeanusayus ceKpemapcerozo 00Cy*HCUsaHUs
17. YILO1.01 Vuebnas npaxmuxa
18. MJK.02.01 Opeanuszayus u HOpMAmMugHO-NPagoavle OCHOBbL APXUGHO0
dea
19. MJK.02.02 T'ocyoapcmeennvie, MYHUYUNATbHBIE APXUGHL U APXUBHI
op2anuzayuil
20. MJIK.02.03 Memoouka u npaxmuxa apxueogeoeHs
21. MJIK.02.04 Obecneyeniie COXPAHHOCMU OOKYMEHMO8
22. I11.02.01 IIpouseoocmeennas npakmuxa (no npoguiio
cneyuaibHOCmu)
23. MJIK.03.01 Komnviomepnas no0zcomosxa ynpasienyeckux O0KyMeHmos
24. YI1.03.01 Vuebnas npaxmuxa
25. TTATI IIpeoounnomuas npaxmuxa
9 OK 09 OpueHnTHpPOBATLCSI B YCJIOBHSIX YACTOI CMEHBI TEXHOIOTHid
B NPOo(eCCHOHAILHOI 1eI T/ TbHOCTIL
1. orca ol Ocnosbi unocoguu
2. orcs 02 Hemopua
3. orca 03 Hnocmpannwiii 431K
4. EH.01 Mamemamuxa
5. EH.02 Hugpopmamuxa
6. EH.03 Oxonozuueckue 0CHO8bL NPUPOOONONIL308AHUS
7. OI1.03 Memneoxncmenm
8. OI1.07 Vnpasnenue nepconanom
9. OI1.09 Besonacrnocms scusnedessmensnocmu
10. OIL10 Hopmbi npagonucania 8 ynpasneHueckux OOKyMeHmax




11. OIL11 Texnuuecxue cpedcmea ynpagieHus 8 oguce
12. OIL12 Cucmemul INEKMPOHHO20 OOKYMEHMO060pOma
13. OIL13 Opeanuzayus pabomvl ¢ 3anpocamit 2pa’coan
14. OIL14 Oxasanue 21eKmpoHHBIX 20CYOAPCMEEHHBIX Y CIIYe
15. MJK.01.01 Joxymenmayuonnoe obecnedeHie ynpagieHus
16. MJIK.01.03 Opeanusayus ceKpemapcerozo 00Cy*HCUeaHUs
17. YILO1.01 Vuebnas npaxmuxa
18. MJK.02.01 Opeanuszayus u HOpMAmugHO-NPagoavle OCHOBbL APXUGHO0
dena
19. MJK.02.02 T'ocyoapcmeennvie, MYHUYUNATbHBIE APXUBHL U APXUBHI
opeanuzayuil
20. MJIK.02.03 Memoouka u npaxmuxa apxueoseoeHs
21. MJIK.02.04 Obecneyeniie COXPAHHOCMU OOKYMEHMO8
22. I11.02.01 IIpoussoocmeennas npakmuxa (no npoQuiio
cneyuaibHOCmu)
23. MJIK.03.01 Komnviomepnas no0zomosxka ynpasienyeckux OOKyMeHmMos
24. YI1.03.01 Vuebnas npaxmuxa
25. TTATI IIpeoounnomuas npaxmuxa
10 K 1.1 Koopmuauposars padoty opranmsamum (IpHeMHOM
PYKOBOANTEJISI), BECTH NPHEM TOCETUTENeH
1. OI1.01 Oxonomuqeckas meopus
2. OI1.02 Oxonomuxa opeanuzayuu
3. OI1.03 Meneoxncmenm
4. OI1.04 Locyoapemeennas u MyHUYUNANbHAA CyxcHa
5. OI1.05 Huoecmpannwiii 361K (npogheccuonanvHulli)
6. OI1.08 IIpagogoe obecneuerue npogeccUoHanbHON deamebHOCHUY
7. OI1.09 Besonacrnocms scusnedessmensHocmu
8. OIL11 Texnuuecxue cpeocmea ynpagneHus 8 oguce
9. OIL13 Opeanuzayus pabomel ¢ 3anpocamit 2paxcoan
10. MJK.01.02 IIpasosoe pezynuposanue ynpagienuecko OesmeabHOCmu
11. MJIK.01.03 Opeanusayus cekpemapcerozo 00CIy*HCUeaHUs
12. VIL01.01 Vuebnas npaxmuxa
13. TTATI IIpeoounnomuasn npaxmuxa
12 K 1.2 OcymecTBIsITh  paGoTy 1O MOATOTOBKE M TIPOBEICHHIO
COBCIIAHMIL, IEJIOBBIX BCTPEY, IPHEMOB H NPE3CHTALI
1. OI1.01 Oxonomuqeckas meopus
2. OI1.02 Oxonomuxa opeanuzayuu
3. OI1.03 Memneoxncmenm
4. OI1.04 Locyoapemeennasa u MyHUYUNATLHAS CTIYHCOA
5. OI1.05 Huoempannwiii 361K (npogheccuonanvHulli)
6. OI1.06 IIpogpeccuonanvraa amuxa u ncuxonoeus 0el08020 obuLeHus
7. OI1.08 IIpagogoe obecneuerue npogheccUoOHANbHON OeamebHOCHUY
8. OI1.09 Besonacrnocms scusnedessmensHocmu
9. OIl.11 Texnuuecxue cpeocmea ynpagieHus 8 oguce
10. MJIK.01.03 Opeanusayus ceKpemapcerozo 00Cy*HCUeaHUs
1L VILOL.O1 Vuebnas npaxmuxa
12. TTATI IIpeoounnomuas npaxmuxa
13 K 1.3 OcymecTB/ISITH MOATOTOBKY /ICTIOBBIX MOE310K
PYKOBOJAUTEISI M APYIUX COTPYAHUKOB OPr AHHU3AIHA
1. OI1.01 Oxonomuqeckas meopus
2. OI1.02 Oxonomuxa opeanuzayuu




3. OI1.04 Locyoapcmeennasa u MyHUYUNATLHAS CTIYx#HCOa
4. OI1.05 Huoempannwiii 361K (npogheccuonanvHulli)
5. OI1.06 IIpoghpeccuonanvraa amuxa u nCuxonoeus 0en08020 obuLeHus
6. OI1.09 Besonacrnocms scusnedessmensnocmu
7. MJIK.01.03 Opeanusayus ceKpemapcerozo 00CIy*HCUeaHUs
8. VIL.OL.O1 Vuebnas npaxmuxa
9. TTATI IIpeoounnomuas npakmuxa
14 K 1.4 OpranmoBpiBaTh  pafodyee  MeCTO  ceKperaps H
P YKOBOAUTEIS
1. OI1.03 Memneoxcmenm
2. OI1.04 Tocyoapecmeennas u MyHUYUNATBHAS CYHCOa
3. OI1.06 IIpoghpeccuonanvrasa amuxa u nCuxonocus 0en08020 obuLeHus
4. OI1.08 Ipasosoe obecneyene npoghecCUoHAIbHOT OeTMeNbHOCHIY
5. OI1.09 Besonacrnocms orcusznedesmenvnocmu
6. OIL11 Texnuuecxue cpeocmea ynpagieHus 6 oguce
9. MJIK.01.03 Opeanusayus cekpemapcerozo 00Cy*HCUeaHUs
10. YIL01.01 Yuebnas npaxmuxa
T IIpeoouniomnas npakmuxa
15 K 1.5 OdopMasiTs 1 perncTpUPOBATH OPTAHN3 ANMOHHO-
PaCHOpPAUTEILHBIC JOKYMEHThI, KOHTPOJIHPOBATE CPOKH
HX HCIOJTHEHUS
1. OI1.03 Meneoxncmenm
OI1.04 Locyoapemeennas u MyHUYUNATLHAS CTIYHCOA
OI1.06 IIpogpeccuonanvraa amuxa 1 nCuxonoeus 0en08020 obuLeHus
OI1.08 IIpagogoe obecneuerue npogeccUoHanbHON deamebHOCHUY
OI1.09 Besonacnocms orcuznedesmenvnocmu
OI1.10 Hopmver npagonucanus @ ynpagneH4eckux OOKYMeHmax
OIl.12 Cucmembl NEKMPOHHO20 OOKYMEHMO06opoma
OIl.13 Opeanusayus pabomvi ¢ 3anpocam SpaxrcoaH
OIl.14 Oxasanue 271eKmpoHHBIX 20CYOAPCINEEHHbIX YCIYe
MJK.01.01 Joxymenmayuonnoe obecnedeHie ynpagieHus
MJK.01.02 IIpasosoe pezynuposanue ynpagieniecko 0esmeabHOCmu
YIL01.01 Yuebnas npaxmuxa
T IIpeoouniomnas npakmuxa
16 IIK.1.6 O0pabaTeIBATH BXOAAMIE U NCXOAANIHE JOKYMCHTRI,
CHCTEMATH3HPOBATH HX, COCTABJIATH HOMCHKJIATYPY A€/ H
(GopMHPOBATE JOKYMEHTHI B 1€JIA
1. OI1.03 Memneoxncmenm
2. OI1.04 Locyoapemeennasa u MyHUYUNATLHAS CTIYHCOA
3. OI1.06 IIpoghpeccuonanvraa amuxa u nCuxonoeus 0en08020 0buLeHus
4. OI1.09 Besonacrnocms scusnedessmensHocmu
3. OIL.10 Hopmer npagonucanus @ ynpagneH4eckux OOKYMeHmax
6. OIl.12 Cucmembl 27eKMPOHHO20 OOKYMEHMO06opoma
7. OIl.13 Opeanusayus pabomvi ¢ 3anpocam SpaxrcoaH
8. OIl.14 Oxasanue 271eKmpoHHBIX 20CYOAPCINBEHHbIX YCYe
9. MJK.01.01 Jloxymenmayuonnoe obecnedeHie ynpagieHus
10. VI1.01.01

Vuebnas npaxmuxa




11. LTI Ipeoounnomuas npaxmuxa
17 nK.1.7 CaMocToATETLHO PAGOTATH ¢ TOKYMEHTAMHE, COACPKATIMI
KOH()HICHIHAILHYI0 HH()OPMALHIO, B TOM YHCJIE €
JOKYMEHTAMH 110 JTHTHOMY COCTABY
1. OI1.03 Memneoxcmenm
2. OI1.04 Locyoapemeennasa u MyHUYUNATLHAA CTIYHCOA
3. OI1.07 Vnpasnenue nepconanom
4. OI1.08 IIpagogoe obecneuerue NpogheccuoHANbHON JeamebHOCHUY
5. OI1.09 Besonacrnocms scusnedessmensnocmu
6. OIl.12 Cucmembl INEKMPOHHO20 OOKYMEHMO060poma
7. OIl.13 Opeanusayus pabomvi ¢ 3anpocam SpaxrcoaH
8. OIl.14 Oxasanie 271eKmpoHHBIX 20CYOAPCINBEHHbIX YCTYe
9. MJK.01.01 Joxymenmayuonnoe obecnedeHie ynpagieHus
10. MJK.01.02 IIpasosoe pezynuposanue ynpasgienuecko OesmeabHOCmu
1L YIL01.01 Yuebnas npaxmuxa
12. T IIpeoouniomnas npakmuxa
18 IK.1.8 OcymecTB.isITH TesTe)OHAOE 00CTY:KHBAHNE, TPITHIMATH H
nepeaaBaTh Pakcel
1. OI1.03 Meneoxncmenm
2. OI1.04 Locyoapcmeennasn u MyHUyUNanbHas ciyxcoa
3. OIL.06 IIpogpeccuonanvraa amuxa u nCuxonocus 0en08020 obuLeHus
4. OI1.08 IIpagogoe obecneuerue npogeccUoHanbHON deamebHOCHUY
5. OI1.09 Besonacrnocms scusnedessmensHocmu
6. OIl.11 Texnuuecxue cpeocmea ynpagienis 8 oguce
7. MJIK.01.03 Opeanusayus cekpemapcerozo 00CIy*HCUeaHUs
8. YIL01.01 Vuebnaa npaxmuxa
9. AT IIpeoounnomuas npakmuxa
19 nK.1.9 OcymecTBasATH MOATOTOBKY €] K Mepeatiec Ha ApXUBHOE
XpaHeHue
1. OI1.09 Besonacrnocms scusnedessmensnocmu
2. MJK.01.01 Joxymenmayuonnoe obecnedeHie ynpagieHus
3. YIL01.01 Yuebnas npaxmuxa
4. T IIpeoouniomnas npakmuxa
20 IK.1.10 CocTaBIATH OMUCH €T, OCYIECTBJIATH MOATOTOBKY e K
nepejatie B ApXUB OPraHN3aNnuN, rocyAapCTBEHHbIC I
MYHUINNAIBHBIC APXHBBI
1. OI1.09 Besonacrnocms scusnedessmensHocmu
2. MJK.01.01 Joxymenmayuonnoe obecnedeHie ynpagieHus
3. YIL01.01 Vyebnaa npaxmuxa
4. LT Ipeoounnomuas npaxmuxa
21 nK.2.1 OcymecTB/ISITH IKCIEPTH3Y EHHOCTH JOKYMEHTOB B
COOTBETCTBHH € ACHCTBYIOIMIMH 3aKOHOAATE/IHLHBIMHA
AKTAMI M HOPMATHBAMH
1. OI1.09 Besonacrnocms scusnedesmensnocmu
2. MJK.02.01 Opeanuszayus u HOpMAmMugHO-NPagoasle OCHOBbL APXUGHO0
dena
3. MJIK.02.03 Memoouka u npaxmuxa apxueogeoeHs
4. MJIK.02.04 Obecneyene COXPAHHOCMY OOKYMEHMO8




5. I11.02.01 IIpouseoocmeennas npakmuxa (no npo@uiio
cneyuaibHOCmu)
6. LTI Ipeoounnomuas npakmuxa
22 IK.2.2 Bectn padoty B cCTEMaX JJIEKTPOHHOTO
JOKYMEHT0000pPOTA
1. OI1.09 Beszonacnocmy scusneoeamenvHocmu
2. OIl.12 Cucmembl INEKMPOHHOL0 OOKYMEHMO060poma
3. OIl.14 Oxasanie 21eKmpoHHBIX 20CYOAPCINEEHHbIX YCIYe
4. MJK.02.01 Opeanuszayus u HOpMamugHO-NPagoavle OCHOBbL APXUGHO0
dena
5. MJIK.02.03 Memoouka u npaxmuxa apxueogeoeHs
6. I11.02.01 IIpouseoocmeennas npakmuxa (no npo@uiio
cneyuanbHOCmu)
7. [T IIpeoounnomuas npaxmuxa
23 nK.2.3 Pa3padaTeIBaTh 1 BeCTH KIACCHPUKATOPHL, TA0CTH H AP.
CNPABOYHUKH 110 JOKYMECHTAM OPTAHU3 AN
1. OI1.09 Beszonacnocmy scusneoeamenvHocmu
2. OIl.12 Cucmembl SNeKMPOHHOL0 OOKYMEHMO06opoma
3. OIl.14 Oxasanie 271eKmpoHHBIX 20CYOAPCINBEHHbIX YCIYe
4. MJIK.02.03 Memoouka u npaxmuxa apxueoseoeHs
5. I11.02.01 IIpoussoocmeennas npakmuxa (no npo@uiio
CneyuaibHOCmu)
6. AT IIpeoounnomuas npaxmuxa
24 nK.2.4 Oo0ecneunBaThL IPHEM 1 PAIMOHATLHOE PAZMEIICHIE
JOKYMEHTOB B apXuBe (B T.4. JOKYMEHTOB TI0 JITTHOMY
COCTABY)
1. OI1.03 Memneoxcmenm
2. OI1.09 Beszonacnocmy scusneoeamenvHocmu
3. OIl.13 Opeanusayus pabomsl ¢ 3anpocamil 2parCOaH
4. MJK.02.02 T'ocyoapcmeennvie, MYHUYUNATbHBIE APXUGHL U APXUBHI
opeanuzayuil
3. MJIK.02.04 Obecneyeniie COXPAHHOCMU OOKYMEHMO8
6. I11.02.01 IIpoussoocmeennas npakmuxa (no npo@uiio
CneyuaibHOCmu)
7. AT IIpeoounnomuas npaxmuxa
25 K.2.5 Oo0ecneunBaTh y9Y€T H COXPAHHOCTH TOKYMCHTOB B aPXHBE
1. OI1.03 Memneoxncmenm
2. OI1.09 Beszonacnocmy scusneoeamenvHocmu
3. MJK.02.02 T'ocyoapcmeennvie, MYHUYUNATbHBIE APXUGHL U APXUBHI
op2anuzayuil
4. MJIK.02.04 Obecneuene cOXPAHHOCMU OOKYMEHMO8
5. I11.02.01 IIpouseoocmeennas npakmuxa (no npoQuiio
CneyuaIbHoOCmu)
6. [T Ipeoounnomuas npaxmuxa
26 K.2.6 OpranmsoBbIBATH HCTIOJTH30BAHIIE APXHBHBIX TOKYMEHTOB
B HAYYHBIX, CIIPABOYHBIX 1 MPAKTHYSCKIX IIEJISIX
1. OI1.07 Vnpasnenue nepconanom
2. OI1.09 Beszonacnocmy scusneoeamenvHocmu
3. OIl.11 Texnuueckue cpedcmea ynpasieHus 8 oguce
4. MJK.02.02 T'ocyoapcmeennuie, MYHUYUNATbHBIE APXUGHL U APXUBHI

opeanuzayuil




5. I11.02.01 IIpouseoocmeennas npakmuxa (no npo@uiio
cneyuaibHOCmu)
6. LTI Ipeoounnomuas npakmuxa
27 IK.2.7 OcymecTB/ISITH OPraHI3ANNOHHO — METOMIECKOe
PYKOBOJCTBO H KOHTPOJIH 32 PafoToii apXuBa OpraHm3anyn
H 32 OPraHM3AINICiT JOKYMEHTOB B ACJIONPON3BO/ICTBE
1. OI1.07 Vnpasnenue nepconanom
2. OI1.09 Besonacrnocms scusnedessmensnocmu
3. MJK.02.01 Opeanuszayus u HOpMAmugHO-NPagoavle OCHOBbL APXUGHO0
dena
4. MJK.02.02 T'ocyoapcmeentuie, MYHUYUNANbHBIE APXUBHL U APXUBHI
opeanuzayuil
3. MJIK.02.03 Memoouka u npaxmuxa apxueogeoeHs
6. MJIK.02.04 Obecneyeniie COXPAHHOCMU OOKYMEHMO8
7. I11.02.01 IIpoussoocmeennas npakmuxa (no npoQuiio
CneyuaibHOCmu)
8. AT IIpeoounnomuas npakmuxa
28 MnCK.3.1 CocraBJsiTh, peTAKTHPOBATH H 0(POPMIIATH
OPTraHU3AIUOHHO — PACTIOPAAHTE/ILHYI0 JOKYMCHTAIHIO,
€03/1aBAEMYIO B OPTAHH3AIHH, COTJIACHO TPeOOBAHUSIM
T'ocyrapCTBEHHBIX CTAHAAPTOB 110 0()OPMIICHIIO
JOKYMECHTOB C HCTIOJIB30BAHIEM COBPEMCHHBIX BH/I0B
OPraHM3AIMOHHON TEXHUKH
L. MJIK.03.01 Komnviomepnas nodzomosxa ynpasienyeckux O0KyMeHmMos
14 ynp V.
2. Y11.03.01 Vuebnas npaxmuxa
29 MCK.3.2 Y4acTBOBATH B OPTAHU3AIINH JOKYMEHT0000POTA,
dopMHEPOBATE A€/IA B COOTBETCTBHN € YTBEPAKICHHOM
HOMEHKJIATYPOii, 00eceInBaTh HX COXPAHHOCTH B
TEKYIIEM JeI0NPOH3BOJACTRE ¢ HCIOJIL30BAHHECM
COBPECMCHHBIX BH/IOB OPTAHU3AIIHOHHOMH TCXHHKN
L. MJIK.03.01 Komnviomepnas no0zcomosxa ynpasienyeckux OOKyMeHmMos
2. YI1.03.01 Vuebnas npaxmuxa
30 MCK.3.3 CocTaBaaTe u 0POPVWIIATE HOMEHKJIATYPY AeJT
OpraHu3anuu, GOPMHPOBATE 1€JIA B COOTBETCTBHH C
VTBEPIKICHHOI HOMEHKJIATYPOIi, 00ecneanBaTh Mx
COXPAHHOCTH B TCKYIIEM JICJIONPON3BOACTBE €
HCIOJIb30BAHACM COBPEMCHHBIX BHJIOB OPTAHN3 ANHOHHOI
TEXHHKH
L MJIK.03.01 Komnviomepnas no02omosxa ynpasieHyeckux O0KyMeHmMos
2. Y11.03.01 Vuebnas npaxmuxa
31 MCK.3.4 BbIosHATH MAITNHOMHICHBIE PA0OTHI PA3JINIHON CTeneHn
CJIOKHOCTH
L. MJIK.03.01 Komnviomepnas no0zomosxa ynpasieHyeckux O0KyMeHmMos
2. VI1.03.01

Vuebnas npaxmuxa




3.3.2. Pacnpenesienne KoMneTeHUHH

Hnapexc Hanmenoranne y9e0HOT0 MUKJIA /THCIUTLTAHLY Hnaexcel KoMneTennmia
MJK/pa3nena
orcH OO0mii ryMAHUTAPHBII 1 COMMAATBHO-
IKOHOMHYECCKIUI YIeOHBIH KT
orcn.ol OcHOBHI (prIocoO(huH OK-1 OK-2 OK-3 OK-4 OK-5 OK-6 OK-7 OK-8 OK-9
Oorcn.02 Hctopus OK-1 OK-2 OK-3 OK-4 OK-5 OK-6 OK-7 OK-8 OK-9
Oorcna.03 WHOCTPAHHBIH A3BIK OK-1 OK-2 OK-3 OK-4 OK-5 OK-6 OK-7 OK-8 OK-9
orca.04 Dm3mueckas KyIbTypa OK-2 OK-3
EH MaremaTuueckuii m 00 mmii
€CTECTBEHHOHAYYHDLII yIeOHbII MUK
EH.01 Marematuka OK-1 OK-2 OK-3 OK-4 OK-5 OK-6 OK-9
EH.02 HudopmaTuka OK-4 OK-5 OK-9
EH.03 DKOIOTMIECCKUE OCHOBBI MPUPOJONIOIb30BAHIS OK-3 OK-6 OK-7 OK-9
o1l OomenpodeccnoHaATLHBIE THCIHTINHBI
OI1.01 DKOHOMHYECKAA TCOPHS OK-1 OK-2 OK-3 OK-4 OK-5 OK-6 OK-7 NKi11 | OK12 | K13
OI1.02 DKOHOMHKA OPraHH3ALMK OK-1 OK-2 OK-3 OK-4 OK-5 OK-6 OK-7 NKi11 | OK12 | IK13
OI1.03 MeHe KMEHT OK-1 OK-2 OK-3 OK-4 OK-5 OK-6 OK-7 OK-8 OK-9 NK1.1 | OK1.2 | K 1.4
NK1.5 |OK16 | K17 | K1.8 | K24 | TIK25
OI1.04 [ocyJapcTBEHHAS H MYHHIHIATBHAS CITyK0a OK-1 OK-2 OK-3 OK-4 OK-5 OK-6 OK-7 OK-8 NK1.1 | OK1.2 | TK13 | [K1.4
MK1.5 |OK16 | K17 | IIK 1.8
OI1.05 WHOCTpaHHbIH A3bIK (ITPO(ECCHOHATBHBIH) OK-1 OK-2 OK-3 OK-4 OK-5 OK-6 OK-7 NKi11 | OK12 | K13
OI1.06 ITpod)ecCHOHATHHAS 3THKA M MCHXOJIOTHS AENOBOTo | OK-1 OK-2 OK-3 OK-4 OK-5 OK-6 OK-7 OK-8 NKi12 | OK13 | K14 | K15
. NMK1.6 | K18
OI1.07 VHpasieHue IepCOHATIOM OK-1 OK-2 OK-3 OK-4 OK-5 OK-6 OK-7 OK-8 OK-9 NK1.7 | OK26 | K27
OI1.08 ITpaBoBoe obecreueHne mpogheCCHOHATBHOM OK-1 OK-2 OK-3 OK-4 OK-5 OK-6 OK-7 NKi1.1 | OK12 [ TK14 |0OK15 | OK1.7
JCATCITBHOCTH K138
OI1.09 Be30macHOCTS SKH3HEACATEIBHOCTH OK-1 OK-2 OK-3 OK-4 OK-5 OK-6 OK-7 OK-8 OK-9 NK1.1 | OK1.2
NK13 |[OK14 |TKL5 |TK16 | MK17 | K18 | K19 | OKL10 | K21 | MIK22 | OK23 | K24
MK25 | OK26 | K27




OIL10 HopMEI  NpaBOMHCAHHMA B  YHPAaBICHYECKHX | OK-1 OK-2 OK-3 OK-4 OK-5 OK-6 OK-7 OK-8 OK-9 MK 1.5 | K16 | K26
JOKYMEHTAX
OK-1 OK-2 OK-3 OK-4 OK-5 OK-6 OK-7 OK-8 OK-9 NK1.1 | OK12 | K14
OIL11 TexHU4IeCKHE CPEICTBA YIIPABICHHUS B o(uce mc1g | mx22 | mxoe
OK-1 OK-2 OK-3 OK-4 OK-5 OK-6 OK-7 OK-8 OK-9 NK1.5 | OK16 | IIK1.7
OIL12 CucTeMbl 3IEKTPOHHOTO JOKYMEHTO000pOoTa k22 | m2s
OIL13 OpraHm3aIus paboThl C 3AMPOCAMHE FPAXKIAH OK-1 OK-2 OK-3 OK-4 OK-5 OK-6 OK-7 OK-8 OK-9 NK1.1 | OK15 | K16
NK1.7 | OK24
OIL 14 OKa3aHHE 3IEKTPOHHBIX TOCYIAPCTBEHHBIX YCIYT gii ] giz . OK-3 OK-4 OK-5 OK-6 OK-7 OK-8 OK-9 NK1.5 | OK1.6 | IKL7
M IpodeccnonanbHbIE MOLYJIH
M.o01 Opraumsanusi J0KYMEHTAIIOHHOI0 OK-1 OK-2 OK-3 OK-4 OK-5 OK-6 OK-7 OK-8 OK-9 NK1.1 | OK1.2
olecTieeHns YIIPABJICHASA 1 OK13 | OK14 | K15 | IK1.6 | OK17 | OK18 | K19 | IK1.10
(GYHKIHOHUPOBAHUSA OPTAHHA3 AN
MJK.01.01 JIOKyMEHTaMOHHOE 00ECICUCHHE YIIPABICHUSA OK-1 OK-2 OK-3 OK-4 OK-5 OK-6 OK-7 OK-8 OK-9 NK15 | K16
NK1.7 [ OK19 | IIK
1.10
MJK.01.02 IIpaBoBOE PEryIUPOBAHUE YIPABICHUCCKON OK-1 OK-2 OK-4 OK-6 OK-7 OK-8 IK1.1 | K15
JCATCITBHOCTH K 1.7
MJIK.01.03 T — OK-1 OK-2 OK-3 OK-4 OK-5 OK-6 OK-7 OK-8 OK-9 NK1.1 | OK1.2
MK13 | 0OK14 | K18
VI1.01.01 OK-1 OK-2 OK-3 OK-4 OK-5 OK-6 OK-7 OK-8 OK-9 K11 | OK1.2
YueOHas mpakTuka K13 |IK14 |IK15 |IK16 | OK17 | OK18 | OK19 | IIKL10
M.02 Oprammanusi  apXHBHOIi W COpaBo4HO- | OK-1 OK-2 OK-3 OK-4 OK-5 OK-6 OK-7 OK-8 OK-9 NK2.1 | OK2.2
HHOPMATHOHHOIT PadoThl MmO AoKyMeHTaMm | IIK23 | IIK24 | IIK2.5 | IIK2.6 | IIK2.7
OpraHm3amun
MJIK.02.01 Oprasu3ais ¥ HOPMATHBHO-TIPABOBBIC OCHOBBI OK-1 OK-2 OK-3 OK-4 OK-5 OK-6 OK-7 OK-8 OK-9 K21 | K22
APXUBHOTO AEJIA 1K 2.7
MJIK.02.02 ['0CYJapCTBCHHbIC, MYHHIHNATbHBIC APXHBbI H OK-1 OK-2 OK-3 OK-4 OK-5 OK-6 OK-7 OK-8 OK-9 NK2.4 [ OK25
apX¥BBI OpPraHU3aLMIl K26 [ IIK2.7
MJIK.02.03 MeTOmHI H MpAKTHKA ADXHBOBEICHIA OK-1 OK-2 OK-3 OK-4 OK-5 OK-6 OK-7 OK-8 OK-9 NK2.1 | K22
NK23 | OoK27
MJIK.02.04 OK-1 OK-2 OK-3 OK-4 OK-5 OK-6 OK-7 OK-8 OK-9 NK2.4 | 1OK25
OOlecneueHNE COXPAHHOCTH TOKYMCHTOB K 2.7
TI1.02.01 ITpoH3BOACTBCHHAS MIPAKTHKA (10 TIPOQILITO OK-1 OK-2 OK-3 OK-4 OK-5 OK-6 OK-7 OK-8 OK-9 NK2.1 | K22
NMK23 | 0OK24 | TK25 | [IK26 | K27

CIIEHUATBHOCTH)




IM.03 Brmosnenne pador mo npodeccun
26353" Cexperaps - MAIIMHACTKA"
OK-1 | OK2 | OK3 | OK4 | OK5 | OK6 | OK7 | OK8 | OK9 TICK TICK
MJIK.03.01 KOoMIBIOTEpHAS MOATOTOBKA YIIPABICHUCCKHX K K 31 32
I[OKyMeHTOB 33 3.4
OK-1 | OK2 | OK3 | OK4 | OK5 | OK6 | OK7 | OK8 | OK9 TICK TICK
VILO3 YueOHas mpaKkTHKA IICK [ICK 3.1 3.2
33 34
OK1 | OK2 | OK3 | OK4 | OK5 | OK6 | OK7 | OK8 | OKS9 K11 | K12
T Hpeymmaovnast npakTHKa K13 | IK14 | K15 | IK1.6 | IK17 | OK18 | OK1.9 | OK1.10 | K21 | K22 | K23 | K24
K25 | K26 | K27
THA Focyﬂapc]‘BeHHaﬂ HTOrOBAasl ATTECTAINS OK-1 OK-2 OK-3 OK-4 OK-3 OK-6 OK-7 OK-8 OK-9 IIK 1.1 IIK 1.2
K13 | IK14 | K15 | IK1.6 | IK17 | OK18 | OK1.9 | OK1.10 | K21 | K22 | K23 | K24
K25 | IK2.6 | K27







