


I. KAJIEHJAPHBIN YUEBHBIN I'PAGUK
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IE' - TPOU3BOACTBCHHA ITPAKTHUKA

- KAHUKYJIBI

- OPEIIATIIOMHAS TPAKTUKA

II. CBOJAHBIE JAHHBIE 11O BIOJ’KETY BPEMEHMU (B Heensnx)

vre | Teopenmese T Somenmonas |~ ST Tionmorcweue | Toommemenas | ks | BCETO
I 33 2 3 3 11 52
I 30 1 4 6 2 43
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IV. IEPEUYEHb KABUHETOB, TABOPATOPHI, MACTEPCKHX U JIP. IS HOATOTOBKH IO CIENUAJIBHOCTH CIIO

HaumenoBauue

Kaounernr:

COLIMAJIbHO — SKOHOMHYECKUX AUCUUIUINH (ayn.214)

MHOCTPAHHOT O s13bIKa (aya.213)

MareMaTHKH 1 nHpopmatiku (ayn.319)

SKOJIOTHYECKUX OCHOB IPUPONONOJb3oBanus (ayn.211)

SKOHOMHKH OPraHHM3aLMU U yIIPaBICHUs HepcoHasioM (ayn.214)

MeHemkMeHTa (ayn.214)

IpaBOBOro odecredeHust NpogecCHoHaIBHON nesTenpbHoCTH (aya.318)

rOCYAapCTBEHHON W MyHHULIMITAJIBHON Ci1y>kObI (aya.318)
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IOKYMEHTALIMIOHHOT 0 o0ecrieueHus yrpasieHus (ayn.314)
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apxusoBenenus (aya.1136)
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npo¢eCCHOHATBHON STHKH U TICHXOJIOrHH AenoBoro obmenns (ayn.101)

p—
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Oe3omacHOCTH JKuU3HeAesTeabHoCcTH (aya.102)

p—
w

meroanueckuii (aya.113a)

Jladoparopum:

UH(POPMATHKH U KOMITBIOTEPHOH 00padboTku noKyMeHToB (aya.315)

TEXHUYECKUX CpeaCTB yrpasienus (aya.314)

CHCTEM 3JIEKTPOHHOT 0 JOKyMeHToobopoTa (ayn.316)

nokyMeHToseneHus (ayn.316)

NP =

yueOHas kaHUensipus (ciny>k0a JTOKyMEeHTalHOHHOro o0ecrieuenus ynpasneHus) (aya.1136)

CrnopTuBHBIN KOMILIEKC:




CHOPTUBHBIN 3aJ1

OTKPBITBIN CTAAMOH IIHPOKOro MPO(HIIS C 3JI€MEHTaMH MOJIOCHI MPENATCTBHIA

MECTO JJIsl CTPEITBObI

3aabI:

O6ubnmoreka, YNTATBHBIHN 3aJ1 C BBIXOIOM B ceTh HTEpHeT.

aKTOBBIN 3aJ1




V. HNOACHUTEJIBHASA 3ATINCKA
Hacrosimuii yueOHBIN TUIaH mporpamMmbl MOATOTOBKH CHELUAIMCTOB CPEeNHEro 3BeHa IIeH3eHCKOro rocylapcTBEHHOIO yHHBEpPCHTETa pa3paboTaH Ha
ocHOBe DenepallbHOrO TOCYHapCTBEHHOrO O0pPa30BaTENbHOTO CTaHAApTa MO CHENHATBHOCTH cpeaHero mpodeccuoHansHoro obpasosanmst 46.02.01
«JlokyMeHTaIMOHHOE OOecneyeHne yIpaBJIeHUs] W apXUBOBEOEHUE», YTBEPXKAECHHOrO IMpHUKa3oM MuHucTepcTBa 0Opa3oBaHHMs W Hayku Poccuiickoi
®enepauun Ne 975 ot 11 asrycra 2014r.

Opzanuszayus yuednozo npoyecca u pexncum 3auamuil

Hauano yuebnoro roga — 1 ceHtsiopsi.
Yuebubm mranoM o @I'OC CIIO no cnenmansHocT 46.02.01 « JlokyMeHTaIMOHHOE oOecredueHne yIIpaBiIeHUs] 1 apXUBOBEIEHIE» 0a30BOH MOATOTOBKU
MIPEeNyCMOTPEHO:

- TeopeTudeckoe oOyuenue — 63 Henmenw,

- IPOMEXYTOYHAS aTTeCTalus — 3 HENelu,

- yueOHasl ¥ MPOU3BOICTBEHHAS MTPAKTHKA MO MPOQIIIIO CHEUAIbHOCTY - O HEMelb;,

- IPOM3BOACTBEHHAS (MPENANILIOMHAS ) TPAKTHKA - 4 HEJeNy,;

- FOCYJJapCTBEHHAsl UTOrOBas aTrecralus - 6 HeneNb, B TOM YHUCIIe

HOO20MOBKA 6bINYCKHOT Keanupurayuonnoii pabomsr — 4 nedenu, 3auguma BKP- 2 neoenu,

- KAHUKYJIBI - 13 Hexensb.

Bcero: 95 nenens

[IponomkuTenbHOCTh YueOHOW Hemeau — 6 qHel, ayauTopHas yueOHas Harpy3ka COCTaBJisieT 36 4acoB B HEAENO, MAKCHMAJIbHbIA 00beM yueOHOH
Harpy3ku oOy4aromerocst COCTaBysIeT 5S4 akaJeMUYECKUX Yaca B HEJENO, BKIIFOYAsi BCE BUABI Ay AUTOPHONW U BHEAYAUTOPHOH (CAMOCTOSATENBHOMN ) yaeOHOM
pabotsl mo ocsoenuto I[TTICC3.

3ansaTus nposoAsTcs napamu no 1 yacy 30 MUHYT, C IiepepbIBaMU Uepes Kaxkable 45 MUHYT.
Jlns oOy4aromuxcsi MHBAJIMIOB U JIML ¢ OTPAHMYEHHBIMH BO3MO)KHOCTSIMHU 3/10POBbsI YCTAHOBJIEH OCOOBIN MOPSIOK OCBOSHUS TUCHMILIHHBI «Pusndec kas
KyJIBTYpPa» C y4€TOM COCTOSIHUS UX 340POBbBA.
B yuebHOM niaHe nmpemay CMOTPEHbI CIEAYIO INE BUABI TPAKTUKH:

Yueonaa npaxmuxa 8 1 cemectpe mnponomkutenbHOCTRIO 1 Henmenst (ITM.O3 Brmonnenue pabot no mpodeccuun 26353 "Cekperapb - MalIMHHUCTKA'"),
NpenyCcMaTpPUBAaeT COCTaBJICHUE, PENaKTUPOBaHHE M O(QOpPMIIEHHE OPraHM3aLMOHHO — PACIOPSAMTEIbHOH TOKYMEHTAllMH, COTJIACHO TpeOOBaHUSIM
I'ocynapcTBEHHBIX CTAHAAPTOB MO O(QOPMIIEHUIO JOKYMEHTOB C MCIOJIb30BAHHEM COBPEMEHHBIX BHUAOB OPraHU3AL[MOHHON TEXHUKH, (OPMUPOBAHUE eI,
BBINOJTHEHNE MAIIHHOIUCHBIX Pa0OT Pa3IMUHON CTEIIEHH CIOKHOCTH.
Vuebnas npaxmuxa B 2 cemectpe npomonkurenabHocThi0 2 Hememn (ITM.O1 OpraHuszamms JTOKYMEHTALMOHHOTO OOECIeUeHHs YNpaBiICHUs H
(YHKLUMOHMPOBAHUSI OPraHU3aLMK) MNpenyCcMaTpuBaeT OQOPMIIEHHE M PErHCTPALIMI0 OPTraHU3ALMOHHO-PACTIOPSIUTENBHBIX JTOKYMEHTOB, O0pabOTKY
BXOJALINX U UCXOOALINX JOKYMEHTOB, X CUCTEMAaTH3aLMIO, IOATOTOBKY A€ K Nepefade Ha apXUBHOE XPAHEHHUE.
lIpouszeoocmeennas npaxmuka 1O TPOPHIIO CHELUATBHOCTH B 2 ceMecTpe NponokurenbHOCThi0 3 Hemenmn (IIM.02 «Opranusauusi apXuBHOW U



CTIPaBOYHO-MH(POPMALTMOHHON pabOTHI O TOKYMEHTAM OPraHU3aLHNy).
lIpeoounnomnas npouseoocmee Hnas Npakmuxda - 4 Henenu B 4 cemecTpe.
IIponsBoncTBEHHAs TPaKTHKA MPOBOAMTCS Ha Oasze aamuHuctpaunu Cepnodckoro paiioHa [lenseHckoil o0nacTu (apXUBHBIA CEKTOP), MYHULUIIAIBHOTO
OFOJKETHOrO yupexkaeHus: « MHOroyHKIMOHAIBHBIA LEHTP MPEeJOCTaBJICHUS rOCYJapCTBEHHBIX M MyHULIMIAIBHBIX ycayr CepnoOCckoro MyHHMI HITATbHO
ro paiiona Ilensenckoii obnactim», MY «CepnoOckuii pallOHHBIN KOMITIEKCHBIN LIEHTpP COLUANBHOrO obcnmyskuBanus HaceneHus», [ KY Ilentp 3anaroctu
Hacenennst Cepmobckoro paiiona IlenzeHnckoit obmactu, MyHUIHMNAJbHOro paiioHHOrO yupexaeHus «Llentp obcmyxkuBanus o00pa3oBaTENbHBIX
opraauzanuii Cepnobckoro paiiona», I'bY3 «Cepnobckas MPb um. A M. Hactunay, ¢umnan ®bBY3 «llenTp ruruens u snuaeMuoorud B [ler3eHckoi
obiactu B Cepnobckom, Tamanmuuckom, bexosckom, Konbiietickom, Manocepnobunckom paiionax», OO0 «Anbstac-Ctmby, U1 Kapres C.A.

Jlnsa oOydaroumxcsi MHBAJIMAOB U JIML C OrPaHMYEHHBIMH BO3MOXKHOCTSIMH 37OPOBbSI BBIOOP MECT MPOXOXKACHUS MPAKTHKH YUYHUTHIBAET COCTOSTHHE
310pOBbs U TPEOOBAHUS JOCTYITHOCTH.
OpraHuzanuio U PyKOBOACTBO NMPOHM3BOACTBEHHON MPAaKTUKOH OCYIIECTBIIOT 3aBeayroumii yueOHoi dacteto  Cepmobckoro ¢ummana IleHzeHckoro
rOCYAapCTBEHHOI'O YHUBEPCUTETA, IPENoAaBaTeN Mpo(ecCHOHANBHOrO LIUKIA, PYKOBOAUTEIN HAyYHO-HCCIEI0BATEIbCKIX, KyPCOBBIX M JTUIUIOMHBIX
paboT CTYOEHTOB, a TAKXKE LITATHbIE PAOOTHUKH OpraHnu3auui (peanpusTuii) 6a3 npakTHKH.
KoHcynpramuu Ha ydaeOHYIO Tpynny MpeayCcMaTpUBAIOTCS U3 pacdyera 4 yaca Ha OOHOr0 00yHaroLIerocst Ha KaKAbli y4eOHBIH rof.
IIpenycMoTpeHbl KAaHUKYJIBI TPOAOLKUTENBHOCTEIO 13 Henenb, B TOM 4HCie
3UMHHUE — 4 HENeu:
I cemectp - 2 Henenu (¢ 29 nexadps no 04 siHBaps, ¢ 12 stHBaps o 18 siHBaps);
III cemecrp - 2 nenenu (¢ 22 nexabpst no 04 ssHBaps),
neTHue — 9 Henesnb:
II cemectp — 9 Henens (¢ 29 mrons no 31 aBrycra),

Dopmuposanue sapuamusnou wacmu IITNICC3

Yuebnsiii mian IITIICC3 no cnenmansHocTH 46.02.01 «JloKyMeHTaIMOHHOE 00eCIIeYeHNe YITPABJICHHUSI U aPXUBOBEIEHUE» COCTOUT U3 0053aTeNbHON
yact yaeOnbIx 1ukioB [IIICC3 u BapuaTBHOM YacTu.

Bapuarusnas ysacts IIIICC3 pacnpeneneHa mo y4eOHbIM AMCHUIUIMHAM M NPO(ECCHOHANbHBIM MOIYJISIM IO COTJIACOBAHHUIO C paboTOAATENsIMH, B
COOTBETCTBHH C perieHueM Metoamueckoro cosera (rmmana ot 28.08.2015, ITporokon Ne 1
UYacer BapuatusHOi yactr nukioB [IIICC3 B o0beme 1026 wyacos (13 HUX oOsi3aTeNbHAs HArpy3Ka - 684 Jac.) HCIIOJIB30BaHbBI
Ha BBEJICHUE THCHUIIINH.
OI1.10 Hopwmsl paBOIUCaHus B YIPABIEHUECKUX TOKYMEHTaX, 00s13aTesIbHas Harpy3ka — 96 u.
OIN.11 Texauueckue CpeACTBa yIpaBieHus: B oduce, odsi3aTenpHas Harpy3ka — 75 .
OI1.12 CuctemMbl 3JJeKTPOHHOT'O TOKY MEHTOOOOpOTa, 00s3aTeNIbHASI HArpy3ka — 75 .
OI1.13 Opranuzarus pabOTHI ¢ 3aMpocaMu TpakaaH, o0si3aTeNbHas Harpy3ka — 75 4.
OI1.14 Oxa3aHue 3JIEKTPOHHBIX FOCYIaPCTBEHHBIX YCIyT, 00s3aTenbHas Harpy3ka — 90 u.
Ha BBEJICHNE MEKIMCIUIUIMHAPHOTO Kypca B npodeccnoHanbHbll Moayb [TM.03 BrmonHerne padot no npodeccun 26353 "Cekperapb - MAITMHUCTKA" .
MJIK.03.01 KoMnproTepHast MOoAroToBKa yIpaBIeHIECKHX TOKYMEHTOB, 00s3aTenbHas Harpy3ka - 219 4.




HA YBEJIMYEHHNE YaCOB MO [UKJIAM JUCHHILINH U TPO(eCcCHOHATBHBIM MOIYJIISIM::
no yuebromy wnukiy OI'CD: OI'C2.03 UHocTpaHHBIH s13bIK - 30 .
Ha [IM.01 Opraau3anus TOKyMEHTAlHOHHOTO 00eCriedeHus yIpaBieHus U (PYyHKIIMOHUPOBAHUS OPraHU3alny - 244,
Beenenne B ININICC3 moBbIX muctumummH 1 MJIK.03.01 o0ycnoBieHo kBann(pUKAIMOHHBIMU TPEOOBAHMSIMU K BBITYCKHHUKAM M y4eToM TpeOOBaHUI
padoronateneit (sucr cornmacosanust IINICC3 ¢ paboromarensmn).
Yeenmmuenue yacos 1o yuedHomy uukiy OI'CO (OI'C3.03 MHocTpaHHBIH s3bIK - 30 4.) CBS3aHO ¢ HEOOXOOUMOCTBIO (POPMUPOBAHHS Y CHELIHANCTOB
MPOYHBIX YMEHUH M HABBIKOB YCTHOI'O Y MUCbMEHHOr0 OOIIEHUsT HA MHOCTPAHHOM $SI3bIKE, TIEPEBOIa HHOCTPAHHBIX TEKCTOB, a Takke KommeteHunid OK 1-9.
VYBenmuueHue 4yacoB B npodeccuoHasbHoM moayie IIM.O1 Oprarmzanuss JOKYMEHTALMOHHOrO OOeCreueHHus! YIpaBiieHHs W (PyHKIMOHHUPOBAHHS
opraamannu (MJIK.01.01 JlokyMeHTarmoHHOE oOecrnedeHne yrpasieHus) Ha 24 daca o0yClIOBIEHO HEOOXOMUMOCTHIO (JOPMHUPOBAHMSI Y CHEIHATHCTOB
MPAKTUYECKOTO OITBbITa B OPraHU3aLN TOKYMEHTALMOHHOrO 00eCedeH sl YIIPaBiIeH!sI U (PyHKIHOHUPOBAHUS OPTraHU3ALHH.

s npodeccuonamsHoro MmonyJist [IM.03 Bemonnenue padot o npodeccun 26353 "Cekperapp - MAIIMHUCTKA" B COOTBETCTBUU C. OOIIEpOCCHIICKIM
KIaccupukaTopoM npodeccuii pabounx, TOILKHOCTeN ciykamux 1 Tapudubx paspsanos (OK 016 -94), xon 26353, KpanupukaunoOHHBIM CIIPABOYHHKOM
IOJDKHOCTEH PyKOBOAMTENEH, CIEMaINCTOB U APYTUX CIYXKAaIlUX, YTBEPKACHHBIM MocTaHOBJIeHneM Muntpyna P® ot 21 asrycra 1998 r. Ne 37 (c u3m.
12 deBpans 2014 r.) mpenogaBaTesiMu COBMECTHO ¢ padoronarensmu paspadorans! [ICK:

- IICK 3.1. CocTaBnsiTh, penakTUpOBaTh U O(POPMIATH OPraHU3ALHOHHO — PACIIOPAIUTENBHYIO TOKYMEHTALNIO, CO3JaBAEMYI0 B OPraHU3aLMH, COrJIACHO
TpeboBanusM [ OCy1apCTBEHHBIX CTAHAAPTOB MO OPOPMIICHHIO JOKYMEHTOB C UCIOJIb30BAHUEM COBPEMEHHBIX BUAOB OPraHU3aLMOHHON TEXHHUKH;
- I[ICK 3.2. YyacTBOBaTh B OpraHU3alNK JOKYMEHTOOOOpOoTa, (POPMHUPOBATH Jiejia B COOTBETCTBUM C YTBEPXKIEHHOH HOMEHKJIATYpOid, odecrneunBaTh UX
COXPaHHOCTb B TEKYLIEM J€IONPOU3BOICTBE C HCIIOJIb30BAHUEM COBPEMEHHBIX BUJIOB OPraHU3aL[MOHHON TEXHUKH,
- IICK 3.3. CocraBiath U 0pOpMIATL HOMEHKJATypy AeN OpraHu3anud, (popMHUpOBaThH [1€fla B COOTBETCTBHH C YTBEPXKACHHOW HOMEHKJIATYPOM,
obecrieunBaTh X COXPAHHOCTh B TEKYILEM IEIONPOU3BOICTBE C UCIIOIb30BAHUEM COBPEMEHHBIX BUAOB OPraHU3AL[HOHHON TEXHHUKH,
-TICK 3.4. BbINOJHATH MAIIMHOMUCHBIE paOOTHI Pa3JIMYHON CTEIIEHU CIOKHOCTH.
Dopmut npoeedeHus KOHCYIb AU
Koncynpranum no yuebubim auctumumiam, M/IK 1 npodeccnoHaibHbIM MOy JIIM  TTPOBOIATCS B MHANBUYaJIbHON U TPYIIIOBOH (OpMeE Kak B
TEUEHHE CeMECTpa MO TEeKYIEeMy MaTepHaly (B COOTBETCTBUHU C YTBEPIKICHHBIM PACITUCAHHEM B PAMKAX OTBEIEHHOI'O KOJIWYECTBA YaCOB), TaK U Mepen
9K3aMEHAMH BO BPEMsl MPOMEKYTOYHOHN aTTECTAINH, TIepeN FOCYAapCTBEHHON HTOTOBOH aTTecTallel, mepen 1 BO BpeMs IPOBeNeHNs yueOHOH U
IIPOU3BOZICTBEHH Ol MPAKTUKU.

Topsioox ammecmayuu 06yuarouuxcs

IIpomesxyToUHast aTTeCTalUs MPOBOAUTCS B (hopMe 3a4eTOB, TU(PEpEHIINPOBAHHBIX 3a4€TOB, 3K3aMEHOB, KBAIN(HKAIIMOHHBIX HK3aMEHOB.

DK3aMeHaIOHHbBIE CECCUU MPOBOIATCS B 1, 2, 3 cemecTpax U MpenyCMaTPHBAIOT CIENYIOLIHE SK3aMEHBI:

1 cemectp (1Henens) Mctopusi, MeHemkMeHT, DKOHOMHKA opraHu3anuy, HopMbl mpaBonucaHus B yIpaBieHUECKUX TOKYMEHTAX;

2 cemectp (1 mememss) @unocodusi, MHpopMaTika, DKOHOMUYECKAsT TEOPHs], KBaJU(PUKAUOHHBIN 3k3ameH mo [IM.03 Bemonnerne pabor mo
npodeccun 26353 "CekpeTapb — MALIMHUACTKAY

3 cemectp (1 Henensi) IlpaBoBoe oOecrnedeHue npodeCCHOHATBHON NesaTeTbHOCTH, JJOKyMeHTalMoHHOe oOecrieueHue yrpasienus, Opranusanus u
HOPMAaTUBHO — IIPABOBbIE OCHOBBI aPXUBHOTI'O JieJia; KBaJu(puKauoHHbIH 5k3aMeH o [IM.01 Opranuzanust JOKyMEHTaIHOHHOTO O0eCIIeYeHUs YIIPaBJICHUS U
(YHKLIMOHMPOBAHUS OPTraHU3ALIH



4 cemecTtp

ITo okOHUAHUM OCBOEHUS MEKIUCLUIUIMHAPHBIX KypcoB npodeccuoHasbHoro monyst.02. « Opranuszanust apXuBHOH U CIPAaBOYHO -HH(OPMALIMOHHOM

paboOThI O JOKYMEHTAM OPraHU3aLNI MPEIYCMOTPEH KB (PUKALTMIOHHBIN SK3aMeH.

KonuecTBo 5k3aMEHOB B y4eOHOM Oy He MpeBbImaeT 8, 3a4eToB — He Oonee 10.

[IpomexyTouHas aTTecralus B popme SK3aMeHa MPOBOIUTCS B IEHb, OCBOOOKACHHBIN OT Npyrux Gopm yueOHOM HArpy3KH.

DK3aMeHbl IPOBOASATCS Kak B paMKax | Hemenu ¢ mepepplBOM MEXIy 5K3aMeHaMU He MeHee 2 JHel, Tak U IpH YepeNoBaHuM JHeH HK3aMEHOB C
IOHSMHU yUeOHBIX 3aHITUH MEXIy HUMH. B 3TOM ciydae BpeMsl Ha MOATOTOBKY K SK3aMEHY He BBIIENSIETCs], SK3aMeH NMPOBOAUTCS HA CIENYIOLUIMNA E€Hb
TIOCJIE 3aBEPLICHNUST OCBOCHHS COOTBETCTBYIOIIEH U CLIUTUTMHBY MEXAUCLUTUIMHAPHOTO Kypca.

ITocne 1 kypca ¢ 1OHOIAMU TPOBOASITCS S-THEBHbIE yueOHbIe COOPBL

I'ocynapcTBeHHas HTOrOBast ATTECTALHSI MPOBOAUTCS B (pOpMeE 3aIMTHI AUTIJIOMHON PabOTHL.



