





II. IVTAH YYEBHOI'O ITPOLNECCA
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IV. IEPEYEHb KABHHETOB, IABOPATOPHI, MACTEPCKHX H JIP. JIJIsSI IOJAIOTOBKH 1O COEIIHAJIBHOCTH CHO

No HaumenoBanue
KaoOunerni:

1. COLIMATBHO — SKOHOMUYECKUX TUcIUILINH (aya.210)

2. HMHOCTpPaHHOTO si3bIKa (aya.213)

3. MaTeMaTuku 1 uHpopmaruku (ayn.319)

4. SKOJIOTMYECKHX OCHOB MPHUPOAOTOb30Banms (ayn.205)

5. SKOHOMUKH OPTaHU3ALNH U YIIPaBISHHS MepcoHaoM (aya.214)

6. MeHemkMenTa (ayn.309)

7. npaBoBOro odecrneueHns npodeccnoHaabHol nesrenpHocTH (aya.101)

8. rOCYAapCTBEHHON M MyHULIMINAJIBHON ciykObI (ayz.103)

9. IOKYMEHTAILMOHHOTO obecrieueHus yrnpasyieHus (aya.316)

10. apxuBoBenenus (aya. 1060)

11. npoeCCHOHATBHON 3TUKHU M TICUXOJIOTHH JeNIoBOro obmeHus (aya.102)

12. Oe3omacHOCTH KU3HenesTenpHoCTH (aya.301)

13. meTonudeckuii (ayn. 105a)
JladopaTopuu:

1. UH(POPMATHUKU U KOMITBIOTEPHOH 00paboTku 1okyMeHToB (aya.315)

2. TEXHUYECKUX CPENCTB yrpasieHus (aya.314)

3. CHCTEM 3JIEKTPOHHOTO TOKyMeHToo0opoTa (aya.316)

4. nokyMeHToBeneHus (aya.316)

5. yueOHast KaHLessapust (Ciry>k0a JOKYMEHTALMOHHOTO o0ecriedenus ynpasieHus) (aya.1066)
CrnopTuBHBIH KOMILIEKC:

1. CIIOPTUBHBIN 341

1. OTKPBITBIA CTaTUOH MIUPOKOTO MPOGUIISI C HIEMEHTAMH TIOJIOCH! PENSTCTBUN

2. MECTO TSI CTPENTbOBI




3agbr:

OubnMoTeKa, YMTANBHBIN 3aJ1 C BBIXOAOM B ceTh MHTEpHET.

aKTOBBII 3411




V. NOACHHUTEJIBHAA 3AIINCKA
Hacrosimuii yueOHbBIN MIaH MPOrpaMMbl TIOATOTOBKHU CHEIHATMCTOR CPeHEero 3eHa [IeH3eHCKOro rocy1apCTBEHHOTO YHUBEPCHUTETA pa3paldoTaH Ha
ocHOBe DenepallbHOTO roCyIapCTBEHHOrO 0Opa30BaTENIbHOTO CTAaHAAPTa MO CIEeUUATBPHOCTH cpeaHero npodeccronampHoro odpasosanus 46.02.01
«JlokymMeHTaMOHHOE O0ecreYeHre YIpaBIeHHst 1 apXUBOBEACHUE», YTBEPIKICHHOTO MPUKa30oM MuHucCTepcTBa 00pa3oBaHusl U HayKu Poccuiickoit
®enepauun Ne 975 ot 11 aBrycra 2014r.

Opzanuszayus yuedbnozo npoyecca u pexrcum 3aHAmuil

Hauvano yueOHoro roga — 1 ceHTs10pst.
YueOubim manom o @I'OC CITO no cneumanpHocTH 46.02.01 «JlokyMeHTanMOHHOE 0OeCIIeYeH e YIPaBIeHUsI U apXUBOBeIEeHNE» 0a30BOM
MOATOTOBKH € y4eTOM 001e00pa30BaTeIbHOTO MUKJIA TPEIYCMOTPEHO:

- TeopeTndeckoe odyuenue — 91 Henmeny,

- IPOMEXYTOYHas arTecTauus — 16 Hexenb,

- ydeOHast 1 MPOU3BOACTBEHHAS MTPAKTHKA MO MPOQIIIIO CIEUHUATBHOCTH - 6 HEAEeb,

- IPOU3BO/ICTBEHHAs (TIPEATUIIIOMHAS ) TPAKTUKA - 4 HENEeJH,;

- TOCylapCTBEHHAs! UTOrOBasl aTTecTalys - 6 Hefenb, B TOM YHCIIe

HOO20MOBKA 6bINYCKHOT K8ANUDUKAYUOHHOT pabomer — 4 nedeau, 3awyuma BKP- 2 neoenu,

- KAHUKYJBI - 24 Hefenu.

Bcero: 147 nenens

[IponomkuTenbHOCTh Y4eOHOU Hemenmu — 6 AHEH, aynuTopHas y4eOHasi Harpy3ka COCTaBlisieT 36 YacOB B HENENI0, MAaKCUMAJIbHBIA 0ObeM
yueOHOH Harpy3ku oOydaromerocs cocTaBisieT 54 akaAeMHUYeCKUX Yaca B HENEeN0, BKJIKOYAas BCE BHUIbI ayJUTOPHOW W BHEAyIUTOPHOU
(camocrosiTennbHOM) yuebHo padotsl o ocsoenuto ITTICC3.

3aHsaTHs npoBoAsTCs napamu no 1 yacy 30 MUHYT, € iepepbiBaMu uepes3 Kaxkable 45 MUHYT.
B yuebHOM miaHe mpeayCMOTPEHBI CIEAYIOIINE BUbI IPAKTHKH:

Yueonas npaxmuxa B 3 cemectpe npoaokureapbHocThi0 | Hepens (ITM.03 BemonHenue padoT mo npodeccun 26353 "Cekperapb - MaIIUHUCTKA"),
NpeayCcMaTPUBAET COCTABIICHHE, PEOAKTHPOBaHHE U O(QOPMIICHHE OPraHU3alMOHHO — PACHOPSAUTENPHOH AOKYMEHTALMH, COTJIACHO TPeOOBAaHUSM
TlNocymapcTBeHHBIX CTaHAAPTOB MO OQOPMIICHUIO JOKYMEHTOB C HCIOJB30BAHUEM COBPEMEHHBIX BHIOB OPraHM3AlMOHHON TEXHUKH, (POPMHPOBAHNE
IeJ1, BBITIOJTHEHNE MAITUHOMTUCHBIX paboT pa3MuHON CTENEHH CIOKHOCTH.
Vuebnas npaxmuxa B 4 cemectpe mnpomoipkutenbHOoCcThi0 2 Hemenu (IIM.O1 OpraHm3anms JTOKYMEHTALMOHHOTO OOECIICYEeHHUsl YIPaBJICHUS U
(YHKLUMOHMPOBAHUSI OPraHU3aLWN) NPEeAyCMaTpHBaeT OQOPMIICHHE M PETUCTPALMI0 OPraHU3ALMOHHO-PACHIOPSIUTENbHBIX JTOKYMEHTOB, 00pabOTKy
BXOZSIINX U UCXOIAIIUX JOKYMEHTOB, UX CUCTEMATH3aLUIO, IOATOTOBKY €] K Nepefaue Ha apXuBHOE XpaHEHHE.
lIpoussoocmeennas npakmuka 1o NMpoPUII0 CHELHANTBHOCTH B 4 ceMecTpe mponoukuTenbHoCThio 3 Hepenn (IIM.02 «Opranusauusi apXuBHOH U
CIPaBOYHO-MH(POPMALIMOHHON PadOTHI IO JOKYMEHTAM OPraHU3aIHN ).
lIpeoounnomuas npouzeoocmeennas npakmuxda - 4 Henenu B 6 ceMecTpe.



[IpousBoacTBeHHast mNpakTHKa mpoBoauTcss Ha Oaze ammuaucTpaunun CepnoOckoro paiioHa IleH3eHckoill oOmactu (apXWBHBIH CEKTOP),
MYHULUIAIBHOTO OFOKETHOTO yupexaeHus: «MHOro(yHKUNOHAIBHBI LEHTP MPENOCTaBJICHUs] TOCYAAPCTBEHHBIX W MYHHULUNAIBHBIX YCIyT
Cepnobckoro myHununaneHo ro pariona IlenseHnckoit obmactny, MY «CepnoOckuii paiiOHHBIH KOMIUIEKCHBIH LIEHTP COLMAJIBHOTO OOCITY>KHBAHUS
Hacenerus», I KY Llentp 3ansroctn Hacenenust Cepnobekoro pationa Ilensenckoit obmactu, MyHHIIMNIANBHOTO paioHHOTO yupexnaeHust «LleHTp
obcnyxuBaHusi oOpasoBarenbHbIx opranusanuii CepmnoOckoro paiiona», I'BY3 «Cepnobckas MPb um. A U. Hacruna», ¢ummuan ®bY3 «lleHtp
rurueHbl U smugemuosiornu B [lensenckoit odnactu B Cepnobckom, TamanmuHckom, bekosckom, Kombimneiickom, ManocepaoOMHCKOM palioHax»,
000 «AnpsHc-Ctunby», UIT Kapues C.A.
Oprasn3anmo U pyKOBOJICTBO NMPOU3BOACTBEHHON MPAKTUKOW OCYIIECTBIIIOT 3aBEAYIOIINH yueOHoH uacTeto Cepnobckoro ¢punmana [leHsenckoro
roCcyJapCTBEHHOIO YHHUBEPCUTETA, npernojaBaTen MPOPEeCCHOHATBHOTO IIMKJIA, PYKOBOIAWTENM HAYYHO-HCCIENOBATENBCKUX, KYPCOBBIX U
IUIUIOMHBIX pabOT CTYAEHTOB, LITATHBIC pAOOTHUKH OpraHu3alui (peanpusaTuii) 6a3 MpakTUKH.
ATTecTtauus Mo UTOraM NPOU3BOJACTBEHHON MPAaKTUKU MPOBOAUTCS HAa OCHOBAHUM PE3YJIbTATOB €€ MPOXOXKACHUs, MOATBEPKAAEMbIX HOKYMEHTaMU
COOTBETCTBYIOIIUX OPraHU3aLUM.
KoHcynbranun Ha y4eOHYIO Ipyminy MpeaycMaTpUBAIOTCS U3 pacueTa 4 yaca Ha OHOTO 0Oydaromerocsi Ha KakIplid yaeOHbIH ro/1, B TOM YHCIIE B
MEPUO peatr3ai 00pa3oBaTEIFHON MPOTPaMMBI CpeTHero o0mero o0pasoBaHus AJis JIHL, 0Oy4Jaromuxcs Ha 0a3e OCHOBHOTO 001ero oOpa3oBaHus.
[IpenycMOTpeHbl KaHUKYJIBI POJOJDKUTENBHOCTHIO (C yueToM 00meo0pa3oBaTenbHOro HUKIa) 24 HeleNnu, B TOM YHCIe
3UMHHE — 6 HeNeNb!
I cemectp - 2 Hemenu (c 29 nexadps o 11 ssHBaps),
III cemectp - 2 Henenu (¢ 29 nexabps o 11 stHBaps);
V cemectp - 2 Henenu (¢ 29 nexabpst o 11 stHBaps);
neTHue — 18 Henens !
IT cemectp — 9 Henenb (¢ 29 urons mo 31 aBrycra),
IV cemectp — 9 Henenb (¢ 29 urons no 31 aBrycra);
Dopmuposanue sapuamuenoit wacmu INIICC3

Yuebnsiit man [ITICC3 no cnenmansHocTH 46.02.01 «JlokyMeHTaMOHHOE 00ECTIeUeHHE YITPAaBISHHS U apXUBOBEACHNE» COCTOUT U3
obsi3aTenbHOM yacTh yueOHbIx nukioB IITICC3 u BapuaTHBHOH YacTH.

Bapuarusnas vacte [IIICC3 pacnpenenena no yueOHbBIM JUCHUIUIMHAM U MPO(ECCHOHAIBHBIM MOIYJISIM TIO COTJIACOBAHHIO C padOTOAATENsAMH, B
COOTBETCTBHUH C pemeHneM Meronudeckoro cosera ¢rmmana ot 28.08.2015, ITpoTokon Ne 1.
UYace! BapratuBHoii yactu nukiios IITICC3 B o6beme 946 yacoB (U3 HUX 00s3aTeNbHAs Harpys3ka - 96 4ac.) MCIOJBb30BaHbBI
Ha BBEJCHME TUCIUILINH.
OI1.10 HopMmbl mpaBONHCaHUs B YIIPABJIEHUYECKUX JOKYMEHTaX, 00si3aTenbHast Harpy3ka — 12 4.
OIN.11 TexHuueckue cpencTsa ynpasieHus B oduce, ods3aTenbHas Harpy3ka — 10 .
OI1.12 Cucremsl 3JeKTPOHHOTO TOKYMEHTOO00pOTa, 00si3aTenbHast Harpy3ka — 14 .
OI1.13 Opranusanus paboThI C 3aMpocaMu rpakaaH, ods3aTenbHas Harpyska — 14 4.
OI1.14 OkazaHue 3JeKTPOHHBIX TOCYIapPCTBEHHBIX YCIyT, O0si3aTenbHast Harpy3ka — 14 4.
Ha BBENEHHE MEXIUCIMIUIMHAPHOTO Kypca B mnpodeccroHanbHbld Monynb IIM.03 BeimoaHenne pabor mo mpodeccun 26353 "Cekperapp -
MalIMHUCTKA":



MJIK.03.01 KoMmnbroTepHast IOArOTOBKA YIPABISHUECKUX JOKYMEHTOB, O0sI3aTeNbHast Harpy3ka - 32 4.

HA YBEJIMYEHUE YaCcOB M0 LUKJIAM AUCHHUIUINH U NPOhECCHOHATBHBIM MOYJISM:

no yuebHOoMy mmkiry OI'CD: OT'CD.03 UurocTpaHHbIi S3bIK - 30 9.

Ha [IM.01 Opranu3zaiusi JOKYMEHTALIOHHOTO O0ECTIeYeHNs YIPaBIeHUs U (PYHKLMOHUPOBAHUS OpraHu3auuu — 24 .

Beenenne B IIIICC3 noBeix aucumrmuimd u MJIK.03.01 oOycnoBiaeHo KBaNu(UKALMOHHBIMH TPEeOOBAHUSIMH K BBITYCKHHKAM H  YYETOM
TpeboBanuii padoronareneit (muct cornacopanus IIIICC3 ¢ pabotonarensmu).

YBenmuuenne 4vacoB no ydebHomy mmkiy OI'CD (OI'CD.03 HMHoctpaHHBIH s3bIK - 30 4.) CBSI3aHO C HEOOXOAWMOCTBIO (POPMHPOBAHUS Y
CHEeLHUATHNCTOB MPOYHBIX YMEHHUI M HaBBIKOB YCTHOTO M NMHUCBMEHHOTO OOLIEHHs HA MHOCTPAHHOM SI3bIKE, MEPEBOJIa MHOCTPAHHBIX TEKCTOB, 4 TaKKe
xomnereHuit OK 1-9.

YBenuyenue yacoB B npodeccuonaspbaoM moayie 1IM.01 Opranusanusi JOKyMEHTalIMOHHOTO O0ecneueHus yrpaByieHus] U (yHKIHOHUPOBAHUS
opranmsauun (MIK.01.01 JlokymeHTaunoHHOe oOecrniedeHne ympasiieHHs)) Ha 24 uaca OOYCIIOBJIEHO HEOOXOAMMOCTHIO (POPMUPOBAHUS Y
CTHELUAINCTOB MMPAKTHYECKOTO OIbITA B OPTaHU3ALMH JOKYMEHTAIIMOHHOTO 00ecieueHus ynpaBieHnst U (YHKLIUO HUPOBAHHS OPTaHU3aLUH.

Hnsa npodeccuonansuoro moxyms I1IM.03 Bremonxenne pabotr mo mnpodeccun 26353 "Cekperapb - MaIMHUCTKA" B COOTBETCTBUH C:
ObmepoccuiickuMm  knaccupukaropom npodeccuii padoumx, OODKHOCTEH ciyxkamux U TapupHeix paspsgos (OK 016 -94), kom 26353,
KBanngpukaimoHHBIM CIIPAaBOYHUKOM JOJDKHOCTEH PYKOBOAUTENEH, CIIELHATNCTOB U IPYTUX CIY)KALIUX, YTBEPKACHHBIM MTOCTAaHOBIEHHEM MUHTpyIa
P® ot 21 aBrycra 1998 r. Ne 37 (c u3m. 12 ¢eBpans 2014 r.) npenogasarensiMi, COBMECTHO ¢ paboronatensimu, paspadoransl IICK:

- IICK 3.1. CocraBisTh, pemnakTUpoOBaTh W O(GOPMISTH OPraHU3ALUOHHO — PACTIOPSIUTENBHYI0 JAOKYMEHTAIMIO, CO3/1aBAEMYI0 B OPTaHH3aLHH,
coriacHo TpeboBaHUSM [ OCYyHapCTBEHHBIX CTAHAAPTOB MO O(OPMIICHHIO TOKYMEHTOB C HCIIOJIb30BAHHEM COBPEMEHHBIX BHIOB OPTraHU3ALMOHHON
TEXHUKH,

- TICK 3.2. YuacTBOBaTh B OpPraHU3alMN JOKyMEHTOOO0OpOTa, GOPMHUPOBATE ejia B COOTBETCTBUU C YTBEPIKIASCHHOW HOMEHKJIATYPOH, 00ecreunBaTh
UX COXPaHHOCTb B TEKYIIEM AEJONPOU3BOICTBE C UCIOJb30BAHUEM COBPEMEHHBIX BUJIOB OPTaHNU3aLlMOHHON TEXHUKH;

- TICK 3.3. CocraBnsaTe 1 0GOpMIISATE HOMEHKJIATYPY A€] OpraHu3anuy, (OpMHUpPOBATH Jejla B COOTBETCTBHH C YTBEPKICHHON HOMEHKIIATYpOM,
obecrieunBaTh UX COXPAHHOCTD B TEKYILIEM JIEJIONMPOU3BOICTBE C UCTIOIH30BAHUEM COBPEMEHHBIX BUIOB OPraHU3ALMOHHON TEXHUKUY,

- [ICK 3.4. BeIMoiHATS MAIIMHOHCHBIE PaOOTHI PA3JIMYHON CTETIEHH CJIOJKHOCTH.




Dopmst nPpoedeHUss KOHCYIbMAYUTL
Koncynbranun no yae6usiM nuctuminaaM, MJIK 1 npodeccrnoHanbHbIM MOYJISIM MPOBOISTCS B MHAUBUAYaIbHON U IPyNIIOBOH (hopMe Kak B
TEYEHHE CEMEeCTpa IO TeKyIleMy MaTepuay (B COOTBETCTBUH C YTBEPKACHHBIM PACIIMCAHUEM B pAMKax OTBEICHHOI'O KOJHYECTBA YaCOB), TAK U
nepen 5K3aMEeHaMU BO BPEeMs IPOMEXKYTOYHOM aTTeCTaluy, Nepe rocyJapCTBEHHOM UTOrOBOM aTTeCTaluel, epe U BO BpeMsl IPOBEACHUs

y4eOHOM U MPOU3BOICTBEHHOM MPAKTHUKH.
THopsiook ammecmayuu oo0yuaowuxcs

[IpomesxyToUHas aTTeCTAlHs TPOBOIUTCS B opMe 3a4eTOB, MU PepeHINPOBAHHBIX 3a4E€TOB, YK3aMEHOB, KBATH()HUKALMOHHBIX 3K3aMEHOB.
DK3aMeHalMOHHbIE CECCUU MPOBOAATCA B 1, 2, 3, 4, 5 cemecTpax U NpeayCMaTPUBAIOT CIEAYIOIINE SK3aMEHbI:

1 cemectp (1 nenensi) Uctopust, MeHEIKMEHT;
2 cemectp (1 memensi) OcHoBbl (unocodpuu, Uadopmarnka, DKOHOMHUYECKAsT TEOPUs, JKOHOMHKA OpraHu3anuu, Hopmbl mpaBOmUcaHus B

YIIPABJIECHYECKUX NTOKYMEHTAX,
3 cemectp (1 Henens);
4 cemectp (1 nHenmens) OpraHusanuss U HOPMATHBHO-TIPABOBbIE OCHOBBI apPXHMBHOIO neia, JlOKyMEeHTAaMOHHOe OOecTieueHue YIpaBICHUS,

DKOHOMHYECKAst TEOPUs], KBATN(PHUKAIMOHHBIN 5k3aMeH 1o [IM.03 BrimonHenune padot no npodeccun 26353 "Cekperapb — MALTHHUCTKAY;
5 cemectp (1 memens) IlpaBoBoe oOecmeueHue mNPOPECCHOHATBPHON NEATENPHOCTH, KBaJH(pUKAIMOHHBIN Sk3ameH mo [IM.01 Opranuszaims
JOKYMEHTAILMOHHOTO 00eCTIeUeH s yIIpaBieHHs ¥ (yHKIMOHUPOBAHMS OPTaHU3ALNY,
6 cemecTp
IIo OKOHYAaHMH OCBOEHHS MEKIUCUUIUIMHAPHBIX KypcoB mpodeccnoHampHoro monyis IIM.02 «OpraHusauusi apXwBHOH W CIPaBOYHO-

UH(POPMALMOHHON padoThI MO TOKYMEHTaM OPTaHU3aLHIy» MPENyCMOTPEH KBATN(UKALTHOHHBINA SK3aMEH.

KonudecTBo 3k3aMeHOB B y4eOHOM rojly He MpeBbImaeT 8, 3a4eToB — He Oosee 10.
[IpomeskyTouHast arTecTanus B opMe 3K3aMeHa MPOBOANTCS B A€HD, OCBOOOKICHHBIN OT APYruX (GopM yueOHOI Harpy3Ku.

DK3aMeHbI MTPOBOAATCA KaK B paMKax 1 Henenu c mepepblBOM MeXAy 3K3aMeHaMU He MeHee 2 [Hel, Tak U NPU YyepeOBaHuM AHEH SK3aMEHOB C
OHSMH y4eOHBIX 3aHATHH MEXOy HUMHU. B 3TOM ciyuae Bpemsi Ha MOATOTOBKY K SK3aMEHY HE BBIIENSETCS, SK3aMEeH MPOBOAMTCS HA CIEAYIOIIUN
NeHb TIOCJIe 3aBEPUISHUS] OCBOSHUS] COOTBETCTBYIOLIEH NUCHUTUIMHBI/MEKIUCIUTUIMHAPHOTO Kypca.

ITocne 2 xypca (¢ yaeTom 0011e00pa30BaTeNbHOTO HUKJIIA) C FOHOIIAMHU MPOBOISTCS S-IHEBHBIE yueOHbIE COOPHI.

I'ocynapcTBeHHAst HTOrOBask aTTECTALMS IPOBOIUTCS B (POPME 3aIUTHI TUTIIOMHOH paboThI.



