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1. 1. OBIIME INOJIOKEHUSA

1.1. HopmaTuBHO-PaBOBbIe OCHOBbl  pa3pal0TKH  MNPOrpaMMbl  MOATOTOBKH

CIeNMATHUCTOB CPeIHero 3BeHa

[IporpamMmMa MOJArOTOBKHM CIHEUAIUCTOB cpeaHero 3BeHa 46.02.01 JlokyMeHTanmoHHOE
o0OecrieueHre YIMPABICHUS U apXMBOBEJACHHUE - KOMIUIEKC HOPMATUBHO-METOIUYECKOU
JOKYMEHTAllUU, PErVIAMEHTUPYIOIINN COJep)KaHWe, OpraHu3aldi0 U OIEHKY KadyecTBa
MOJIFOTOBKH 00YYaIOUIUXCS U BHIITYCKHUKOB IO CIIEIIMATEHOCTH.

Hopwmartusnyto npaBoByto ocHOBY pa3padotku IIIICC3 (nanee - mporpamMma) COCTaBIISIOT:

1.1.1. Hopmamusnvie doxymenmuor PO

- @enepanbHblid 3aKk0H 0T 29 gekabps 2012r. Ne 273-d3 «O6 obOpazoBanuu B Poccuiickoi
Denepanuny;
- GenepanbHbI TOcyaapcTBEHHBIN 00pazoBaTenbHblid cTanaapt 46.02.01 JlokymeHTallMOHHOE
oOecrieyeHre yIpaBJICHHUsT U apXUBOBEJEHHUE, yTBepxkAeHHbIM [Ipukazom MuHucrtepcra
oOpa3oBaHusi M HayKu Poccuiickoit ®eneparun ot 11 aBrycta 2014 r1. Ne 975,
3aperucTpupoBaHHOro MuHuCcTepcTBOM rocTuImu Poccutickoit deneparnuu (per. Ne 33682 ot
20 aBrycta 2014).

1.1.2 nopmamusrno-memoouuecxkue 0okymernmol Munobpuayxku Poccuu.:

- IIpuka3z MunucrepctBa oOpa3zoBanus u Hayku P® ot 05 urons 2014r. Ne632 «O6
YCTaHOBJIEHUU COOTBETCTBUA Mpodeccuil U crenuasbHOCTEd CpPeIHEro MpoQpecCHOHaIbHOTO
o0Opa3oBaHus, MEPEYHU KOTOPBIX YTBEPXKACHBI NpUKa3oM MuHHCTEpCTBa OOpa3oBaHUS U
Hayku P® ot 29.10.2013r. Ne 1199
- Ilpukaz MunuctepctBa obpazoBanusi u Hayku PD ot 14 wutons 2013r. Ne 464 Ne «O6
YTBEPKJICHUH TMOPSAIKAa OpPraHU3alMi U OCYLIECTBIEHHUS 00pa3oBaTEIbHOU NEATENIBHOCTH IO
o0pa3oBaTeNbHBIM ~ IpOrpaMMaM  CpelHero  npo(eccCHoHaIbHOrO  O0pa3oBaHUS»  C
n3MeHeHusMu (mpukaz MunoOpuayku PO ot 15.12.2014r. Ne1580);

- [Ipuxa3z MuHuCcTepcTBa HAYKH U BbIciIero oOpa3zoBanusi PO u MuHucrepcTBa NpocBeleHUs
P® ot 5 aBrycra 2020Ne 885/390 «O mpakTHYECKON MOATOTOBKE O0YJAFOIITUXCS;

- [Ipuka3 MunucrepctBa [Ipocsemenust P® ot 08 nHos6ps 2021r. Ne 800 «OO0 yTBepkaAeHUU
[Topsiaka mpoBeneHUs TOCYAApCTBEHHONW WTOTOBOM aTTECTallMd 1O O00pa30oBaTeIbHBIM
porpammam CpeaHero npoQeccuoHaIbHOro 00pa3oBaHus» (3apeructpupoad B Muntocte 07
nexabpst 2021, per.Ne66211);

-HCTpYKIIMU U METOUYECKUE PEKOMEHJAluH, TUChMa;

-Jlokanshubie akTbl [ BIIOY "Huxeroponckuii I'yOepHckuit komnemx".

Henpto TINICC3 sBisieTcst obOecriedyeHUE BBHICOKOTO YPOBHSI MOATOTOBKA KOMIIETCHTHBIX U
KOHKYPEHTHOCIIOCOOHBIX ~CIEMATUCTOB, OTBEYAIOIIUX MMOTPEOHOCTSIM KaJpOBOrO pPhIHKA
Tpyaa ¢ yuetom goctuxenuil cucrembl CIIO u ¢popmupoBanue o0mux u npodheccuoHalbHbIX
KOMITETEHIIUH 00y4aromuxcsi U BBITYCKHUKOB B cOOTBETCTBUU ¢ TpeboBanusmMu OI'OC CIIO,
a TaKKe pa3BUTHE JIMYHBIX KadecTB oOydvaromuxcs. [IporpamMMa HampaBiieHa Ha MOATOTOBKY
CHEIMAINCTOB, CIOCOOHBIX K 00pa30BaHUIO U caM000pa30BaHuUI0, MPOPECCUOHATEHOMY POCTY
B YCJIOBMSIX MH(POpPMATU3ALMK OOIIECTBA, K MPOJYKTUBHON MPOQPECCUOHATIBHOMN AESTEIbHOCTH
B COBPEMEHHBIX COLMATIbHO-IKOHOMHYECKHUX yCIIOBUSX.

1.2. HopMaTHBHBI CPOK OCBOEHUSI POTIPaMMBbI
HopmatuBHBIN CpOK OCBOCHMSI MpOrpamMmbl 0a30BOM MOATOTOBKU MO cnenuaibHocTu 46.02.01
JIOKyMEHTallMOHHOE OOeCTieueHHe YIPaBJICHUS W apXUBOBEACHHWE IpH OYHOM  (opme
MOJTy4eHHs] 00pa30BaHUs:

- Ha 0aze cpenHero oduiero oopazosanus — 1 rog 10 mecsiies.




2. XAPAKTEPUCTUKA MPO®ECCUOHAJBHOM JEATEJIbHOCTH
BBIITYCKHUKOB U TPEBOBAHMUS K PE3YJIBTATAM OCBOEHUA
MNPOTI'PAMMBI HOAT'OTOBKHU CIIEHUAJINCTOB CPEJHEI'O 3BEHA

2.1. Obaactb ¥ 00bEeKTHI NPOPECCHOHATBLHOM 1eATEJILHOCTH
OobsacTh NPOoecCHOHAIBHOM AeATEeIbHOCTH BbINYCKHUKA:

JESATENBHOCTh B CEKpeTapuaTax, ciiy’k0ax JOKyMEHTAIIMOHHOTO 00ecredyeH s, KaIpOBbIX
ciy)k0aX M apXMBaxX TIOCYAAPCTBEHHBIX OpPraHOB M YUPEXKJIEHUH, B OpraHax MeCTHOIO
CaMOYIIPaBJICHUs, HErOCYJapCTBEHHBIX  OpraHuM3alusx BceX (opM  COOCTBEHHOCTH,
OOLIECTBEHHBIX OPraHU3aALUAX (YUPEKIACHUSX).

O0bexThI NPOPeccHoOHANTbHOM AeSITeJIbHOCTH BHINTYCKHUKA:
— JIOKYMEHTBI, CO3IaHHbIE JIFOOBIM CIIOCOOOM JTOKYMEHTHPOBAHUS;
— CHCTEMBI TIOKYMEHTAI[MOHHOTO 00€CIeUeH sl YIIPaBIICHHUS;
— CHCTEMBI 3JIEKTPOHHOT'O IOKYMEHTO000POTa;
— apXUBHBIC IOKYMEHTBHI;
— TEpPBUYHBIC TPYIOBbIE KOJUICKTUBBI.

2.2. Buabl npogeccHOHAIBHOM 1eATeJIbHOCTH H KOMIIEeTeHI[UH
— Opranuszanus JOKYMEHTallHOHHOTO oOecrieueHus yIpaBlICHUs u
(YHKIIMOHUPOBAHMSI OpraHU3aI1H.
— Opranuzanus apXuBHOM U CIPaBOYHO-MH(DOPMALMOHHON pabOTHI M0 JOKYMEHTaM
OpraHu3aLuy.
— Breimonnenne paboT 1O OJHOM WM HECKOJIBKUM MHpodeccusiM padouux,
JOJDKHOCTSIM CITYKaIlUX.

Pesynpratel ocBoenus I[IIICC3 omnpenensitorcs NpUOOPETa€MbIMUA  BBIITYCKHUKOM
KOMIIETEHIIUSIMH, T.€. €r0 CIIOCOOHOCTHIO MPUMEHATh 3HAHUS, YMEHUS U JIMYHBbIE KauecTBa B

COOTBETCTBUU C 3a7ja4aMy MPOPECCHOHATILHOM 1eITeTbHOCTH.

IIpogdeccuonanbHbie KOMIETEHIUH BBINTYCKHUKA:

Kon HaunmenoBaunue

BII{1 | Opranm3anuss  JOKYMEHTAllHOHHOIO o0ecreyeHnsl  ynpaBJICHUS U
(pYHKUIMOHMPOBAHUS OPTaHU3ALNHU

I1K 1.1. KoopaunupoBaTh paboTy opraHu3anuu (IpueMHON PyKOBOJIUTENS), BECTH
IIPUEM ITOCETUTENIEH

I[IK 1.2. OcymectBiate paboTy O MOATOTOBKE U MPOBEICHUIO COBEIIAHMIA,
JICJIOBBIX BCTPEY, IPUEMOB U MTPE3ECHTALIHH.

IIK 1.3. OcyuiecTBisiTh MOATOTOBKY JEJIOBBIX MOE3A0K PYKOBOJUTENS U APYTUX
COTPYJIHUKOB OpraHHU3aI[1H.

1K 1.4. Oprauu3oBbIBaTh pabouee MECTO CeKpeTaps U PyKOBOJUTEIIS.

I[IK 1.5. OdopmasTe ¥ perucTpupoBaTh OpPraHU3ALUOHHO-PACIOPSTUTEIIbHbBIE
JOKYMEHTBI, KOHTPOJIMPOBAaTh CPOKU MX UCIIOJHEHUSI.

I1IK 1.6 OGpabatbiBaTh BXOJSIINE M UCXOASIINE TOKYMEHTHI, CHCTEMAaTU3UPOBATh
UX, COCTaBJIATh HOMEHKJIATYPY Jie1 U (opMHpOBaATh TOKYMEHTHI B Jefa.

IIK 1.7. CamocrostenbHo paboTath C  JOKYMEHTaMH, COACpKAIIUMU
KOH(UIEHIMATbHYI0 MH(QOpPMAILMIO, B TOM YHCIE C JOKYMEHTaMH 10 JUYHOMY
COCTaBYy.

IIK 1.8. OcymectBisiTh TenedoHHOE OOCTY)KMBaHHE, MPUHUMATh W TIEPE/IaBaTh




(hakcwl.

[IK 1.9. OcyuiecTBasiTh MOATOTOBKY JIEJ K MEepe/iadye Ha apXUBHOE XPaHECHUE.

IIK 1.10. CocrtaBisiTb ONKCH /€N, OCYIIECTBIATh MOATOTOBKY J€JI K Iepeaade B
apXMB OpPraHM3allUU, TOCYAAPCTBEHHbIC U MYHUIIUIIAJIbHBIC ADXUBBI.

BIIJI 2 | Opranu3auusi AapXuBHOW ¥ CHPABOYHO-MH(OPMALMOHHOW PpadoTHI 1O
AOKYMEHTaM OPraHHM3alMu.

I[IK 2.1. OcyiiecTBisiTh 3KCNEPTU3Y LIEHHOCTH TOKYMEHTOB B COOTBETCTBHUU C
JEMCTBYIOIIMMU 3aKOHO/IATENbHBIMU aKTAMU M HOPMaTUBaMHU.

I1K 2.2. Bectn paboTy B cuCTeMax JEKTPOHHOTO JJOKYMEHTO000pOTa.

1K 2.3. Pa3pabarbiBaTh 1 BeCTH Kiaccu(UKaTOphl, TaOCNIN U JpyTrue CIpaBOUYHUKU
10 IOKYMEHTaM OpraHH3aIiu.

I[IK 2.4. OGecneunBaTh MpUEM M PAIMMOHATILHOE pa3MEUIEHHE TOKYMEHTOB B
apxuBe (B TOM UYHCJE JOKYMEHTOB 10 JUYHOMY COCTaBY).

I1K 2.5. Ob6ecnieunBaTh y4eT M COXPAaHHOCTh JIOKYMEHTOB B apXHBE.

IIK 2.6. Opranu3oBbIBaTh HCIIOJIb30BAHUE APXMUBHBIX JIOKYMEHTOB B Hay4HbIX,
CHPAaBOYHBIX U MPAKTUYECKUX IIEIISX.

[IK 2.7. OcyuiecTBasTh OPraHU3alluOHHO-METOIMYECKOE PYKOBOACTBO U KOHTPOJIb
3a paboTOM apxuBa OpraHu3allid MW 32 OpraHu3aluedl JTOKYMEHTOB B
JIEJIONPOU3BOICTBE.

BII/[ 3 | BoinmosiHenune padoT mo OJXHOM HJIM HECKOJbKHM mnpodeccusiM padoumx,
AOJKHOCTSIM cayskamux (26353 Cekperapb-MalIMHUCTKA).
JIIK 3.1. OcyuiecTBasTh NOATOTOBKY pa3IHYHbIX MaTepUaIoB ¢ MCIIOIb30BAaHUEM METOa

CKOpPOCTHOM N€YaTH Ha KOMIBIOTEPHOU KJIaBUATYPE.

AIIK 3.2. BHIMONHATH TEKCTOBBIE Pa0OTHI pa3sHOM CTENEHH CIOXKHOCTH B TEKCTOBOM
penakrope MS Word.

JAIIK.3.3. BeimonHsATs 00paboTKy JaHHBIX B AJIEKTPOHHBIX Ta0IHIaX.

AIIK  3.4. OdopmuaTe OpraHu3alMOHHO-PACHIOPSANTENBHYI0  JOKYMEHTAllUIO B
cootserctBuu ¢ 'OCT P 7.0.97 - 2016.

AIIK 3.5. Opranu3oBsIBaTh JOKYMEHT0000poT B ciyx0e JJOY npeanpustus.

O01mme KOMIETEHIIUN BHINYCKHUKA

OK 1. IloHumarh CyIIHOCTh M COIMAJIbHYIO 3HAUMMOCTh CBOEH Oynyiued mnpodeccud,
MPOSIBJISITH K HEM YCTOMYMBBIN UHTEPEC.

OK 2. Opranu3oBbIBaTh COOCTBEHHYIO JEATEIbHOCTb, BBHIOMpATh TUIIOBBIE METOMABI U
crocoOb! BBINOJHEHUS TPO(eCcCHOHANBHBIX 33/a4, OLIEHUBATh UX 3P(HEKTUBHOCTh U KaYECTBO.

OK 3. IlpuHumaTh peuieHHs B CTAHAAPTHBIX M HECTAHAAPTHBIX CUTYyalUsX U HECTH 32
HUX OTBETCTBEHHOCTD.

OK 4. OcymecTBisiTh TOUCK M HCHOJb30BaHHE WH(OOpPMAIUU, HEOOXOIMMOU s
3¢ (HEeKTUBHOTO BHINOJHEHUS NPOGECCHOHANBHBIX 3a1a4, NPOGECCUOHATBHOTO U JINYHOCTHOTO
pa3BUTHSL.

OK 5. Hcnonw3oBaTh HMHPOPMAIMOHHO-KOMMYHUKAIIMOHHBIE  TEXHOJOTUU B
npodeccuoHanbHON AESTEIILHOCTH.

OK 6. Paborath B KOJUJIEKTMBE U KoMaHle, 3(P(EKTHUBHO OOIIATHCS C KOJIJIETaMH,
PYKOBOJICTBOM, TOTPEOUTEIISIMH.

OK 7. bpatp Ha ce0si OTBETCTBEHHOCTb 32 Pa0OTy 4JICHOB KOMAaHJbI (MOJYMHEHHBIX ),
PE3yNbTAT BHIIOJHEHUS 3a/JaHUH.

OK 8. CamocTosATenbHO OIpeneisITh 3anadu Mpo(ecCHOHATBbHOTO0 W JIMYHOCTHOTO

pa3sBuTUA, 3aHUMAaThCA CaMOO6pa3OBaHI/IeM, OCO3HAaHHO IJIaHUPOBATH IIOBBIILLICHHUC
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KBaTH(pUKAITUH.
OK 9. OpueHTHpOBaTHCS B YCIOBUSAX YAaCTOM CMEHBI TEXHOJIOIMI B MpodeccHOHaIbHON
NESTEIBHOCTH.

3. JOKYMEHTbBI, OIIPEAEJAIOIUE COAEP)KAHUE U OPIAHU3ALINIO
OBPA3OBATEJIBHOI'O TIPOLECCA

OOpasoBarenpHass mporpamma 1o crenuaibHocTH  46.02.01  JlokymMeHTaImoHHOE
oOecrieuenne ynpasieHus u apxuBoBeneHue B I['BIIOY «Hwxeroponckuit I'yOepHCkuii
KOJUIEIK»  NpeAycMaTpuBaeT HU3y4YE€HUE  CIEAYIOIMX  y4eOHBIX  IMKJIOB:  OOIIEro
TYMaHUTApHOI'O U COLMATIbHO-3KOHOMUYEecKoro (nanee — OI'CD); mareMaTH4eckoro u o0iero
ecTecTBeHHOHay4yHOTO (nanee-EH); mpodeccuoHanbHOro; M pasnienioB: yueOHas MpPaKTHKa;
MIPOM3BOJICTBEHHAsA MpPAKTHKa (MO0 MPOQWII0 CHENUAIbHOCTH); MPOU3BOJCTBEHHAs MPaKTHUKa
(mpenauIUIOMHAsT); MPOMEXKYTOYHAsl aTTeCTallMsl; TOCyJapCTBEHHas (MTOroBas) aTTeCTalus
(meMOHCTpalMOHHBIN 3K3aMEH M 3alllMTa BBITYCKHOW KBaTH(DUKAIUOHHON pabOThI).

CneunansHocth  46.02.01  JlokyMeHTaMOHHOE  OOECHe4YeHHe YNpaBICHUS U
apxuBoBeZieHMEe B coorBeTcTBUM ¢ Ilepeunem cnenumansHOocTelt CIIO, yTBEepkaEHHOIrO
npukazoM MunucrepcTBa obpazoBanus M Hayku PD ot 29.10.2013 Nel199, mo mpoduro
MOJIy4aeMoro npodeccruoHanbHOro 00pa3oBaHUs OTHOCUTCS K COLIMAIIBHO - IKOHOMUYECKOMY
npoduiato. HopmaTuBHBINA CpoKk OCBOEHUS MPO(EeCCHOHAIBHONW 00pa30BaTeIbHON MPOTPAMMBI
Ha 0aze OCHOBHOTO 00111eT0 00pazoBaHus cocTaBiseT 2 roga 10 mecsies.

VY4eOHbIII TpoLecc OCYLIECTBISIETCSI B COOTBETCTBHUM C pACIUCAHUEM 3aHATHM,
KaJleHJapHbIM TpaduKoM ydeOHOro mpolecca MpuU LIECTUAHEBHOW ydeOHOU Hexene.
AynuTopHasi Harpy3Kka cTyJIeHTa IIpu 04HOH opMme 00yUueHHsI cocTaBiseT 36 4acoB B HEJEIIO.
MaxkcumainbHbli 00beM y4eOHOM Harpy3Ku cocTaBisieT 54 akaeMUUeCcKUX Jaca B HEZelIIo.

Hayano yuyeGHoro rona ycranaBiuBaetcs 1 CEHTSOps, OKOHUYAHHUE B COOTBETCTBHU C
rpadukom yueOHOTO Ipolecca.

JIng  Bcex  ayAMTOPHBIX  3aHATHM  AKaJEMUYECKMH  4Yac  yCTaHABIIMBAETCS
MPOAOJKUTENBHOCTHIO 45 MUHYT.

B teuenune yueObHOro rojia ycTaHaBIMBaIOTCS KAHUKYJIbI, B TOM YUCJIE€ B 3UMHUI Mepruoa
— 2 HeJlelv, B JICTHUH TIEPHOJI B COOTBETCTBUH C TpadukoM ydeOHOT0 mpoIiecca.

B kosemxke ycTaHaBIMBAIOTCSI OCHOBHBIE BBl YUEOHBIX 3aHATHI, Takue, Kak YpoOK,
JIEKLUs, CEMHUHAp, MPAKTUYECKOE 3aHsATHE, JabOopaTopHOE 3aHATHE, KOHTpOJIbHas padora,
KOHCYJIbTallMsl, CaMOCTOsTeNbHas paboTa, ydeOHas M MPOU3BOJCTBEHHAs MPAKTUKH,
BBITMIOJIHEHNE KYpCOBOW palboThl (KypcOBOE MPOEKTHUPOBAHHE), a TAKKE MOTYT NPOBOIUTHCS
Ipyrue BUAbl ydyeOHBIX 3aHsATH. Mcxoas w3 crneun@uky y4eOHBIX TUCUUIUIMH, y4eOHbIe
3aHATHST MOTYT TPOXOJUTh C JEJIEHHEM TpYNN Ha MNOArpynmnbl. 3a Kypc OOydeHHs
MPEeIyCMOTPEHO BBINIOJIHEHHE JBYX KypcoBeix pabdor mno IIM 01 Opranuzanus
JOKYMEHTALIMOHHOTO O0eCTeueH sl ynpaBieHus U PyHKIHOHUpOBaHUs opranuzanuu; [IM 02
Opranuzanust apXMBHOM M CHPAaBOYHO-MH(DOPMAIMOHHOM paboOThl MO JOKYMEHTaM
OpraHM3aluy, MaTepuas KOTOPbIX OyAET CIy>KUTh OCHOBOM JJisl AUIIOMHBIX paOoT.

3aHATHS IPOBOJAATCS B Y4EOHBIX KabuHeTax B cooTBeTcTBUU ¢ PI'OC.

Koncynbranuu anst CTyJIEHTOB YCTaHOBIIEHBI B 00beMe 4 4acoB Ha OJHOIO CTYJIEHTa B
rog. DopMbl MPOBEIEHUS KOHCYJIbTalui (IpynmnoBble, WHIWBUIYaAJIbHbIE, MUCHMEHHBIE,
YCTHBIE) OTIPEACTSIOTCS YIeOHBIM 3aBEICHUEM.

JIMCUMIUIMHBI, MEXIUCHUIUIMHAPHBIE Kypcbl U NPO(ECcCCHOHANbHBIE  MOJIYJHU
BapUaTUBHOM YacTu ompejeneHbl B yueOHOM MaHe B pazgene 1.4. dopmupoBaHue
BapuatuBHoi yactu [IIICC3 IlosicHuTENBHOI 3aMIUCKU.



Bapuarusnas yacte 1nukios [ITICC3, 684 gaca, ncmnonap30BaHa CJIEIYIOMKUM 00pa3oM:
1.00mmit TyMaHUTApHBIM W COIMATBbHO-JKOHOMHUYECKHUN Yy4eOHBIM MHUKI - 56 Yacos,
nucUIuInHA «PycCcKuit SI3bIK U KyJIbTypa pedm», BBEIEHHAS KOJUICIIKEM;

2. Hukn muciumne EH - 12 gacos,

3.06menpodeccuoHanbHbIe yueOHbIE TUCITUILINHEI - 144 yaca, BBEICHBI TUCIIUTIIIAHBIL:
«Kanposoe nenonpou3BoacTBoy - 92 4,

«CucreMa 31eKTPOHHOTO JOKYMEHTO000pOoTay - 924.

4. Tlpodeccnonanbubie Moayau - 472 gaca, B Tom yucie MJIK.03.02 Mammnonuces — 68 ,
MJK. 03.02 KowmmbroTepHas o0paboTka IJOKYMEHTOB - 124 4, 4TO gaeT BO3MOXHOCTb
pacuIupeHust U yriryOieHus MOArOTOBKU, YMEHUN U 3HAHUM, HEOOXOIUMBIX ISl 0OeCrieUeHUs
KOHKYPEHTOCIIOCOOHOCTH BBIIYCKHMKAa B COOTBETCTBUM C 3alpocaMU pbIHKA Tpylda H
BO3MOXKHOCTSIMU MTPOJIOJKEHUST 00pa30BaHUs.

OOmmit rymMaHUTapHBIM W COLMATBHO-DPKOHOMUYECKHM, MaTeMaTHUYeCKUd u OoOIui
€CTECTBEHHOHAYYHBIN YUe€OHBIE [IUKIIbI COCTOAT U3 TUCIUIUIMH.

[TpodeccronanbHbIl y4eOHBIN UK COCTOUT U3 00IIenpodeCcCHOHANBHBIX AUCIUILIUH U
npo¢eCCHOHATBHBIX MOJAYJEH B COOTBETCTBHM C BHIAMHU JesITEIbHOCTH. B  coctaB
poeCCUOHATBFHOTO MOMAYJS BXOJUT OJWH WM HECKOJIBKO MEXIUCUUIUIMHAPHBIX KYpPCOB.
[Ipu ocBoeHnu 00yyarOMUMUCA MPOGECCUOHATBHBIX MOJYJIeH MPOBOAITCS yueOHass U (WJIH)
MIPOU3BOJICTBEHHAS MPAKTUKA (110 MPOGUITIO CIIEITUATBHOCTH).

OO6s3aTenbHast 4acTh OOIIETO TYMAaHUTAPHOTO M COIMATBHO-IKOHOMUYECKOTO y4eOHOTO
nukina [IIICC3 06a30Boil MOATOTOBKM JOJDKHA MpEaycMaTPUBATh H3YUECHHE CIIEIYIOIIHUX
oOs3atenbHbIX aucnumiuH: "OcHoBel ¢unocodpun", "Hctopus", "MHOcTpaHHBIA S3bIK",
"®usnueckas KyJapTypa'.

[lomyuenue cpemnero oOmiero oOpa3oBaHusi B TIpelaeliax COOTBETCTBYIOIICH
00pa30BaTEeNIbHON MPOTPaAMMBI CPETHETO MPOPECCHOHATHFHOTO 00pa30BaHUs OCYIIECTBIISCTCS
B COOTBETCTBUHU CO CIICTYIOIIMMH HOPMATUBHBIMH IOKYMEHTaMHU:

- ®enepanpubiM 3akoHOM Poccuiickoit @epeparuu ot 29.12.2012r. Ne273-d3 «O6
oOpa3oBanuu B Poccuiickoit denepannny;

- IIpukazom Muno6pnayku Poccuiickoit ®eneparuu ot 17 mas 2012 r. Ne 413 «O6
yTBEepXKACHUU (PeneparbHOr0 TOCYAapCTBEHHOTO 00pa30BaTEIBLHOTO CTaHJApTa CPEIHETO
(moxHOrO) 001Eero 00pa30BaHUAN;

- [Ipuka3zom MunoOpnayku Poccuiickoit @eneparuu ot 29 nexabpst 2014 r. Ne1465 «O
BHECEHWM W3MEHEHWHW B  mpuka3 MwuHucTepcTBa o00pa3oBaHuss M Hayku Poccuiickoit
Oeneparuu ot 17 mas 2012 r. Ne 413 «OO0 yTBepkeHun (eaepanbHOro rocyJapCTBEHHOIO
00pa3oBaTeNbHOTO CTaHAapTa CpeHEro (MOJTHOT0) O0IIEro 00pa3oBaHUM;

- @3 Ne317-®3 ot 3 asrycra 2018 r. «O BHeceHun u3MeHeHuit B ctatbu 11 u 14
denepanpHOTro 3akoHa “O06 o6pa3zoBanuu B Poccuiickoit denepanun’;

- Ilpuxazom MunucrepctBa npocseuieHus PO ot 28 asrycra 2020 r. Ne 442 “O6
yTBepkaeHun [lopska opraHu3anuu U OCYIIECTBIECHUS 00pa30BaTENbLHON ACSITEIHHOCTH IO
OCHOBHBIM ~ 00II€00pa30BaTENbHBIM  TpOrpaMMaM -  O00pa3oBaTENbHBIM  MPOTrpaMMaM
Ha4yajbHOTO 00IIIer0, OCHOBHOT'O OOIIETO U CPEHEro o0Iero oopazoBanus’

- MeTtoan4ecKUMH PEKOMEHIAlUSIMU 110 peasIM3allii CPEHETO 00IIero oopa3oBaHus B
mpeaesnax OCBOCHHUS 00pa30BaTENbHON CpeaHero MpogecCHOHAIBHOTO 00pa3oBaHMs Ha Oase
OCHOBHOTO o0uiero oOpazoBaHusi (mucbMo JlemapraMeHTa TOCYIapCTBEHHON MOJUTHKU B
cthepe cpennero mpodeccuoHanpbHOTO o0pazoBaHus U mpodeccuoHanbHOro o0ydeHus: Ne(5-
401 ot 14.04.2021).

3.1. I'paduk yuebHOTO iporiecca. (ITpunoxenne 1);

3.2. VYueOHBI TmUIaH TIOATOTOBKHM BBIMYCKHUKA 10 crnenuanbHocTH 46.02.01
JlokyMeHTallmoOHHOE obecrieueHue ynpasiaeHus u apxuBoseaeHue (Ilpunoxenue 2);



3.3. PaGoune mnporpamMmbl y4eOHBIX KypCOB, MPEAMETOB, IUCHMIUIMH (MOIyJeH).
(ITpunoxenue 3);
3.3.1.IlporpaMMbl AMCUMIUIMH OOIIET0 TYMAaHUTAPHOTO U  COIUAIBHO-3KOHOMUYECKOTO
IUKJIA:
[Tporpamma OI'C3.01 OcHoBsI puocodun
[Iporpamma OI'C3.02 Uctopus
[Iporpamma OI'C3.03 MHOCTpaHHBIH S3BIK
[Iporpamma OI'CD.04 ®uznueckas KyJabTypa
[Iporpamma OI'C3.05 Pycckuii S3bIK U KyJIbTypa peuu
3.3.2. IIporpaMMbl TUCIHMILTAH MAaTEMaTHIECKOTO U OOIIEr0 €CTECTBEHHO-HAYYHOTO IIUKJIA
[Tporpamma EH.O1 MaremaTtuka
[Tporpamma EH.02 Mudopmatuka
[Iporpamma EH.03 Dkonoruueckrie 0CHOBBI IPUPOAOIIONbH30BAHUS
3.3.3. IIporpamMmel 001IeTIPOGECCUOHATBHBIX TUCITUTUTHH U TPO(EeCCHOHATBHBIX MOTyJICH
[Tporpamma OII. 01 DxoHOMUYECKAS TEOPUS
[Tporpamma OI1.02 DxoHOMHKA OpTaHHU3AIIUN
[Tporpamma OII. 03 MeHeKMEHT
[Tporpamma OI1. 04 T'ocynapcTBeHHAst © MyHUITUTIATBHAS CITyk0a
[Iporpamma OI1. 05 MHocTpanHbI# 361K (TIpOhecCHOHAIBHBIN)
[Tporpamma OII. 06 [IpodeccronanbHas 3TUKa U TICUXOJIOTHSI JAETIOBOTO OOIICHUS
[Iporpamma OII. 07 Ynpasnenue nepcoHagoMm
[Iporpamma OII. 08 IIpaBoBoe obecneuenne mpodeccuoHaNbHON AESITEIILHOCTH
[Tporpamma OII. 09 be3onacHOCTh )KU3HEAEATEIIBHOCTH
[Iporpamma OII. 10 (BU) Kanposoe nenonpousBoacTBo
[Tporpamma OII. 11 (BY) Cuctema 31eKTpOHHOTO JOKYMEHTO000pOTa

[Iporpamma npodeccronanbHoro Mmoayis 1IM.01 Opranuzanust JOKyMEHTAlMOHHOTO
oOecrneyeHust yrpaBiaeH!s! 1 QYHKIIMOHUPOBAHUS OpraHU3aUU

[Iporpamma mnpodeccuonanpHoro Moxyis IIM.02 OpraHu3zands apXWBHOM |
CIpPaBOYHO-UH(OPMAIIMOHHOMN pabOThI MO JOKYMEHTAM OpraHu3aluu

[Iporpamma npodeccuonanbuoro moayist [IM.03 Beinmonnenue pabot mo mpodeccuun
pabouero, ciysxkaniero (26353 Cekperapb-MaIlIMHACTKA).

[IporpamMma npor3BOACTBEHHON MPAKTUKHU (TIPEAIUILIIOMHOI)

3.4. IlporpamMmbl y4eOHOM M MPOU3BOACTBEHHOM MPAKTUK (MIPUIIOKEHHE 4).

B coorBerctBUM ¢ ®I'OC mno cnenuanbHOocTH 46.02.01 JlokymeHTallMOHHOE
o0ecrieueHNe YIpaBJICHUS U apXMBOBEICHHUE pPa3/iel MPOTrpaMMbl MOATOTOBKU CIEIHATMCTOB
CpeIHEero 3BeHa YyueOHas W TPOM3BOJCTBEHHAS MPAKTHKH SBISETCS OO0S3aTEIBHBIM U
NpeacTaBisieT co00il BHUI y4eOHBIX 3aHATUH, HEMOCPEICTBEHHO OPHUEHTHPOBAHHBIX Ha
npo(eCCHOHANBHO-TIPAKTUYECKYI0 TMOATOTOBKY oOydaromuxcs. [IpakTuku 3aKkperuisior
3HAaHUSl U YMEHHS, MPUOOpETaeMbie 00YJAIOIUMUCS B PE3yJIbTaTe OCBOCHUS TEOPETHUYECKUX
KypCcOB, BBIpA0ATHIBAIOT TMPAKTUYECKHE HABBIKK M  CIIOCOOCTBYIOT  KOMIUIEKCHOMY
(bopMUpPOBaHHIO OOIIEKYIBTYPHBIX U MPO(PECCHOHATBFHBIX KOMITETCHITHH 00yYatoniXcs.



4. PECYPCHOE OBECIIEYEHME PEAJIM3AIIUU ITPOI'PAMMBI ITIOATI'OTOBKH
CIHEHUAJINCTOB CPEJHEI'O 3BEHA

Pecypcuoe o6ecnieuenue I[ITICC3 cnenuanbHOCTH POopMUpPYETCs HA OCHOBE TpeOOBaHUMN K
YCIIOBUSIM pean3allii MPOrpaMM MOATOTOBKH CIEIIHAIMCTOB CPETHErO 3BE€HA, ONPEIesIIeMbIX
®I'OC mo crnemmameHOocTH  46.02.01 JloKyMeHTaMOHHOE OOECIeUueHUEe YIPaBICHUS W
apXuBOBEJICHUE, YyTBepxkaeHHOTO [Ipmkasom MuHucTepcTBa 00pa3oBaHUS ©  HAYKH
Poccuiickoit  ®enmepanmm ot 11 aBrycra 2014r. Ne 975, 3apeructpupoBaHHOTO
MunuctepctBoM roctutin Poccuiickoit @enepanuu (per. Ne 33682 ot 20 aBrycra 2014).

4.1. KanpoBoe oOecrieuenue

Peanuszanust mporpamMmbl MOATOTOBKHU CHEIMAIUCTOB CPEIHEr0 3BEHA MO CIENHUATBLHOCTH
46.02.01 JlokymeHTaIlMOHHOE OOECTieUeHUE YIPABJICHUS W apXUBOBEJICHHE 00eCIeunBacTCs
MeJarOTHYECKUMU KaJ[paMu, UMEIOIIUMHU BbIcIlIee 00pa3oBaHUE, COOTBETCTBYIOIIEE MTPOPUITIO
MpenoaBaeMoi AUCIUILIIUHBI (MOyJis), B cooTBeTcTBUU ¢ PI'OC.

4.2. YuebHO-MeToAMYEeCcKOe U HHPOPMAIIMOHHOE 0OecrieueHue

- O0Gecne4eHHOCTh OCHOBHOM YUeOHOU JIUTEepaTypoit

B I'BIIOY HI'K IIIICC3 no cneunansHoct 46.02.01 JlokyMeHTallMOHHOE OOecreueHne
yOpaBIEHUST W AapXUBOBEACHHE O0OECIeunBaeTcs JTOCTYNOM KaXKJIOro OO0ydaromerocss K
oubnmuoreyHomy ¢GoHAY, (GOpMHUpPYEMBIM IO IIOJHOMY IEPEYHIO JUCIUIUIHMH (MOIyJjei)
OCHOBHOMH npodeccnoHaibHON 00pa30BaTENbHON TPOrPAMMBI.

bubnuoreuynsiii (HoHJ YKOMIUIEKTOBaH MEYATHHIMU U (MJIM) AJIEKTPOHHBIMH H3JAaHUSMU
OCHOBHOMU U JIOTIOHUTENIHON yu4eOHOM TUTepaTyphl M0 JUCITUIUIMHAM BCEX YUEOHBIX ITUKIIOB,
W3/IaHHBIMU 32 IIOCJIETHHE 5 JIET.

TpeboBanuss ®I'OC mo oOecreueHHOCTH y4eOHOU JuTepaTypoil peanusyrorcs yepe3 DbC
IPRbooks, morosop Ne 5515/19 or 30.08.2019r., s1eKTpOHHOE H3IATEIBCTBO «IOPAUTY
noroop oT 12.02.2019 Ne 1652. 3akmtouenst gorosopa ¢ OO0 «JlapycMan» 0 MOAIEPKKE 1O
nporpamMHbIM nipoayktam ¢upmsl 1C (1C:IIpennpusitue 8) ot 01.02.2018; ¢ crnpaBodHO-
npaBoBoii ciyx00it OOO «['TAPAHT» (morosop Ne38,17 ot 10.03.2017. C caiita Koyuemxa
http://ngknn.ru/ obecriedeH 10CTyN K CIEAYIONTAM JICKTPOHHBIM pecypcam:

benepanpbHOMY LIEHTPY UH(DOPMAITMOHHO-00PA30BaTEIBHBIX PECYPCOB,

€IMHOMY OKHY JIOCTYIa K 00pa30BaTeIbHBIM pecypcam,

dbenepanpHOMY MopTany Poccuiickoe oOpazoBaHue,

noprainy O6pazosanue — HH.

OOpazoBaTtenpHas ~ OpraHu3alMsl  MPEAOCTABISIET  OOy4YarOMIMMCS  BO3MOXKHOCTB
orepaTUBHOTO OOMEHa WHQOpPMAIMEH ¢ POCCHUCKUMHU 00pa30BaTEIbHBIMUA OPTaHU3AIMIMH,
WHBIMH OPTraHU3alMUSIMU U JIOCTYI K COBPEMEHHBIM MPOQEeCcCCHOHATBHBIM 0a3aM MaHHBIX H
WH(OPMAIIMOHHBIM pecypcaM ceTu HTepHeT.

- [lepedyenn kaOMHETOB, 1a00OPATOPHIL U MACTEPCKUX
KaOunersr:

- COLMAIbHO-DKOHOMUYECKUX JUCLUIIIINH;

— WHOCTPAHHOTO SI3bIKa;

— MaTeMaTUKU U UHPOPMATUKH;

— HKOJIOTUYECKUX OCHOB MPUPOJIONOIB30BAHMS;

- HDKOHOMUKH OpPraHU3ALMU U YIIPABIICHUS IIEPCOHAIIOM;

- MEHEDKMEHTA,

- IPaBOBOro obecredeHns mpohecCHOHANBHOMN 1eATEIbHOCTH;

- roCy/IapCTBEHHOW U MyHUIIMTIATBHON CITYXKObI;

— JIOKYMEHTALIMOHHOTO 00ECIIEUeHUsI YIIPaBICHHUS;



- apXUBOBECHMUS;

- 1po¢eCCUOHAIIBHOM 3TUKU U IICUXOJIOTHH JI€JI0BOTO OOILLEHMS;

- 0€30I1aCHOCTH KU3HEAESTEIbHOCTH;

— METOINYECKUN.
Jlaboparopuu:

- MH(OPMATUKHN U KOMITBIOTEPHON 00paOOTKU JOKYMEHTOB;

- TEXHUYECKHX CPEJICTB YIPaBICHMUS;

- CHCTEM 3JIEKTPOHHOTO JIOKYyMEHTO000POTa;

- JIOKYMEHTOBEICHMS,

- ydeOHas KaHLesApus (ciyk0a JOKYMEHTalMOHHOTO 00ecTeueHusl yIpaBlICHUs).
3aubl:

- OubnoTeKa, YUTAIBHBIN 3a11 ¢ BBIXOJIOM B ceTh MIHTEpHeT;

- AKTOBBIM 3all.

B I'BIIOY HI'K Bo BpeMs caMOCTOSITEIBHOM IMOATOTOBKH, oOydaromyecs 00eCTeueHBI
noctynoMm K cetu MHTepHET depe3 OMOTMOTEUHBIA IIEHTP, KOMIBIOTEPHBIC KJIACChI, a TaKXKe
y4eOHbIe KAOMHETHI, 000PYAOBAaHHBIE KOMITBIOTEPHOM TEXHUKOM.

VYuebHast 6a3a kommemka cocraBiasier 10 kaOwHeTOB MO 00me00pa3oBaTeNbHBIM U
CHEIMAIbHBIM JTUCIUIUIMHAM, 2 Ja0opaTOpUH, PECYpPCHBIA ILIEHTP, KOTOpHIE OCHAIIEHBI
000pyZ0BaHHEM, B TOM YHCJIE HHTEPAKTUBHBIM, U KOMIIBIOTEPHOU TEXHUKOM.

MarepuanbHo-TeXHHUECKass 06a3a o0ecreurnBaeT MPOBEJACHUE BCEX BHUAOB JaOOPATOPHBIX
paboT M TMPaKTUYECKUX 3aHATUN, JAUCHUILUTMHAPHOW, MEXKIUCIUIIMHAPHOW M MOIYJIbHOMN
MOATOTOBKH, Y4eOHOM MPaKTHKH, MPEyCMOTPEHHBIX YYEOHBIM TUIAHOM KOJIIEKA.

5. XAPAKTEPUCTHUKA CPEJbI KOJLUIEJKA, OBECIIEYNBAIOIIAS PASBUTHE
OBHIEKYJbTYPHBIX U COHUAJIBHO-IMYHOCTHBIX KOMIIETEHIIUHN
BBIITYCKHUKOB

B coorBercTtBuM ¢ [IporpamMmoi pa3BUTHs KOJUIEIKA NMPUOPUTETHBIM HANPABICHUEM
SIBJISIETCSL CO3J]aHue Cpefibl, obecrieunBaroe GopMUpoBaHUE COIMATBHO-3HAYMMBIX KaueCTB,
YCTAHOBOK M I[EHHOCTHBIX OPUEHTAIMM JIMYHOCTU, CO3JaHHE OJIArONMPHUSATHBIX YCIOBUU s
TAPMOHUYHOTO  HPABCTBEHHOTO,  HMHTEIJIEKTyaJIbHOTO W (DU3MYECKOro  pa3BUTHS,
CaMOCOBEPIICHCTBOBAHMS U TBOPUYECKOM camopeain3aluu JUYHOCTH OyAyLIero crenuaiucTa,
CO3/IaHME YCJIOBUM [UJIsl CTAHOBJEHUS NPO(ECCHOHANBHO W COLMAIBHO KOMIETEHTHOU
JUYHOCTH CTYJEHTa, CIIOCOOHOTO K TBOPYECTBY, OOJAJAIONIET0 HAYYHBIM MHPOBO33PEHHUEM,
BBICOKOM KYJIBTYPOH U I'PAXXJAAaHCKOW OTBETCTBEHHOCTBIO.

5.1. Opranu3anusi BHey4eOHOM eI TeJIbHOCTH

B ¢gopmupoBanny COMOKYIBTYPHOH Cpebl U BO BHEYYEOHOW AEATEIHHOCTH YYacTBYIOT

BCE MOJPA3ACIECHUS KOJUIEIKA:

- 00beAMHEHNUS JONOTHUTEIHFHOT0 00pa30BaHMUS;

- OMOJIMOTEKA KOJLIEKa,

- aIMUHUCTpALIMS KOJIJIEIXKA U CTYJICHYECKOTO OOIIEKUTHSI.

ExxeromHo B ydeOHble Tpymmbl BCEX KypCOB HA3HAYAIOTCA KIIACCHBIE PYKOBOAMTEINH,
JESITeTbHOCTh KOTOPBIX HaleJdeHa Ha (QOpMHpOBaHHE Yy OOyYalomUXCs TpaxkIaHCKO-
NaTPUOTUYECKOW TO3ULUHU, JYXOBHOM KYyJBTYpBl, COIHMAIBHOW H MPOECCHOHAIBHOM
KOMIIETEHIIUU, BOCHHUTAHHE 30pPOBOr0 00pa3a KU3HU, OKa3aHHME IMOMOIINM B OpPraHHU3aluU
MO3HABATEIBHOIO TIpoOIlecca, COACHCTBHE CcaMOpeau3aly JUYHOCTH O00ydaromerocs,
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HOBBIIIEHUIO HMHTEUIEKTyaJlbHOTO M JYXOBHOI'O IOTEHLManoB. KiaccHbI pyKOBOIUTEINb
3HAKOMHUT IIEPBOKYPCHUKOB C 3aKOHOJATENbCTBOM B o00JacT oOpa3oBaHus, YCTaBOM
Koyemka, [IpaBumiamMu BHyTpeHHEro pacropsaka u [IpaBunaMu npokuBaHus B OOIICKUTHH,
paboToit OMONIMOTEKH, MEIUIIMHCKOrO KaOMHETa, OpraHu3alueil KyJbTypHO-MacCOBOH H
CIOPTUBHO-03/IOPOBUTEIBHON JI€ATEJIBHOCTH; C HCTOPUEH W TpaaiuLUsIMU KOJUIEIKA;
BOCIIMTHIBACT YBAXCHHWE K IICHHOCTSIM, HOpMaM, 3aKOHaM, HPABCTBEHHBIM NPUHIUIIAM,
TPAJUIHSIM CTYIEHYECKON JKU3HU; KOHTPOJIUPYET TEKYIIYI0 M CEMECTPOBYIO yCIIE€BAEMOCTh U
BHEYUYEOHYIO0 3aHATOCTb; YYacTBYeT B PAa3BUTHM PA3IMYHBIX (OPM CTYJIE€HYECKOIrO
CaMOYTIPaBJICHUS; TIOMOTAET B KYJbTypHOM U (PH3MUECKOM COBEPUICHCTBOBAHUH CTYJCHTOB;
COJICHCTBYET MPUBJIECUYCHHUIO CTYACHTOB K Hay4YHO-HCCIIEOBATEIbCKON paboTe M pazIuyHbIM
¢dbopmaM BHEy4eOHOU AESTETLHOCTH U T.J.

Ha caiite xomutemka pasMeniaercs uHGopManus 0 IPOBOAUMBIX MEPONPUITUSAX, HOBOCTH
BOCIIUTATEIbHOM W BHEY4YeOHOW paboTbl W Jpyras Imose3Has HHpopManus Kak Ui
npenojaBaTenei, Tak u Juisl oOyyatronuxcsa. Takke Ha calTe COJIEPKUTCS XapaKTepUCTUKA
CrienuanbHOCTH, HH(popManus o0 ydeOHOW M BHeydeOHOM paboTe crenmanbHocTH 46.02.01
JIOKyMEHTallMOHHOE 0OecreueHre ypaBiIeHUsl U apXUBOBEICHHE.

5.2. HayuHo-ucciaenoBaTebCcKasi padoTa CTyJ1eHTOB
B komnemxe co3maHel OnaronmpusTHbIE YCIOBUS JJs peald3allid HAyyHOro |
JUYHOCTHOTO pOcTa, (OPMUPOBAHUS TBOPUECKUX U MPOPECCUOHAIBHBIX KAYECTB CTYJIEHTOB.
Nmeetcs OubmuoTeka ¢ YUTAIBHBIM 3aJI0M, KOMIIBIOTEPHBIE ayJJUTOPUU B KOTOPBIX CTYJI€HTaM
oOecniedeH noctyn B HTEpHeT.

Bbonbiioe 3HaueHue B MjIaHe JTMYHOCTHOIO U MPOPECCHOHATBHOTO CTAHOBIICHUS OyayLIUX
CHELMAJINCTOB HUMEIOT pa3JIMyHble BHEAyJUTOPHbIE (QOpMBI HayyHO-0Opa3zoBaTeIbHOU
NesITeTbHOCTH:

- CTy/ICHYECKOE Hay4yHOE OOIIECTBO;
- KPYKKHU IIpHU y4eOHbIX KaOMHETax U 1abopaTopusiX;
- OpraHu3aIms CaMOCTOSTENIbHON paboThl 00yJarOIIHUXCSI.

B pamkax camocrtosiTenbHOW pabOThl B HAYYHOM CTYJEHUYECKOM OOILECTBE CTYJEHTHI
MpPUOOPETAIOT HauyajbHbIE HABBIKM TMPOBEJACHUS HUCCIEIOBAaHUM, YUYUTCA NPUMEHSTh
MPUOOPETEHHbIE TEOPETHUECKHUE 3HAHHMS B MPHUKIATHBIX 3anadax. CTyIAeHTbl MPUHUMAIOT
y4acTHE B MEKKOJUICPKHBIX, TOPOJCKUX U PECHyONMKAaHCKUX OJUMIIAAJAaX, CTYIEHYECKHX
KOH(DepeHIUAX pa3IuYHbIX YPOBHEH.

5.3. BocniuraresibHast paboTa

B xommemxe Bemercs IUIaHOMEpHas paboTa MO  Pa3BUTHIO  CTYJICHYECKOTO
camoympasieHus. CTyZeHYECKOe CaMOYIIPaBJICHNE OPUEHTHPOBAHO HA JIOTIOJIHEHUE ACHCTBUN
aJIMHHHUCTPAIUH, TIeIarOTUYECKOT0 KOJIJIEKTHBA B cepe paboThl ¢ 00yUaronmmucs, T.K. 6oiee
3¢ deKTUBHBIE Pe3yNbTaThl B 0071aCTH BOCIUTAHUSA O0YYAIOMIUXCS MOTYT OBITh MOJXYYEHBI MIPH
PaBHOILIEHHOM COYETaHWHM METOJIOB aJMHHHCTPATUBHON M TMEAarorn4ecKod BOCIUTATEIbHOU
paboTBl ¢ MEXaHM3MaMH CTYACHYECKOW CaMOACATEIbHOCTH, CAaMOOPTaHM3AUU H
caMmOyTpaBJIeHUs. B opranbl cTy/1IeHY€CKOTO CaMOyTpPaBICHUS BXOIAT:
- CTYJICHUYECKU COBET;
- CTYJICHYECKHIA COBET OOIICIKUTHSI.

Omnopoii B BocnuTarenbHON paboTe sBhseTcss crapoctar. Ocobo ciemyer OTMETHUTH
JI00pOBOJIBYECKOE IBHKEHUE BOJIOHTEPOB.

11



HenocpencTBeHHOE pPYyKOBOJCTBO, METOAMYECKOE OOECredeHue H KOHTPOJIb pPadOTHI
KJIIACCHBIX ~ PYKOBOAWTENEH KOJJIEKAa  OCYIISCTBIISIET 3aMECTHTEIh JUPEKTOpa IO
BOCIIUTATENbHON paboTe.

PaGoyast mporpamMma BocriuTaHus npejacTaBicHa B [IpumoskeHu.

5.4. CounajbHO-TICUX0JI0THYECKAS MO/I€PKKA CTY1€HTOB

Koopaunaruss MEponpuaTHii 0 COIMAIbHOM MOIepKKE 00YUYaIOIMMXCsS OCYIIECTBIISCTCS
COIIMAJILHBIM  TeIaroroM Kosuiemka. Ero pabota cocpeqoToueHa Ha — CIEIYIOMIHUX
HaIpaBJICHUSIX:

- MaTepHaJIbHAs TOIJIePKKa 00yUarOIINXCS;

- Ha3HAaYeHHUE COIMAIbHON CTUIICHINHU MaJI000ECTICUCHHBIM O0yJarOITUMCS;

- o0OecrieyeHUE COLMAIBHBIX TapaHTUW OOYYalOIIUXCA U3 4YHUCIa JIETeU-CUpOT U JEeTeH,
OCTaBIIMXCs 0€3 MONEUYeHUsI POIUTENEH U T. 1.

OCHOBHOM 1IENBIO  TICUXOJIOTHYECKON CIYKOBbI SIBJIIIETCS CO3JaHHE€ COBMECTHO C
MeJarOTUYECKUM KOJUIEKTUBOM KOJUIEMKAa M aJIMHHHUCTpAIMEH YCJIOBUM 1 OXpaHbl U
Pa3BUTHUS TICUXOJIOTHYECKOTO (T.€. TMCUXUYECKOro, (PU3UYECKOTO0 W COIHAIBHOTO) 3J0POBBSA
CTYJICHTOB; OJIarOMPHUATHOW COIMAIIBHOM CUTYAIIMH Pa3BUTHS BO3PACTHBIX M MHANBUTYTHHBIX
0cOOEHHOCTEH, 00yJaromuXCs Ha BCEX ATalax uX JUYHOCTHOTO CTAaHOBJICHHUS.

3agayaMu IICUXOJIOTHYECKOM CITYKOBI SIBISIOTCS
. TICUXO0JIOTO-TI€IarOTUYECKOE COMPOBOXKACHUE YUeOHO-BOCITUTATEILHOTO MTPOIIECCa;

MICUXOJIOTHYECKOE COMPOBOXKICHHE COIMAIBHOTO M JTUYHOCTHOTO Pa3BHUTHS CTYJICHTOB
B Mpoliecce yaeOHonmpoheCCHOHATBHON AeITeIbHOCTH;

. (dbopMHUpOBaHHE Yy CTYAEHTOB CIOCOOHOCTHM K CaMOIIO3HAHWIO, CAMOPETYJISIHH,
CaMOBOCITUTAHUIO, CAMOPA3BUTHIO;

. oOecredyeHne MCUX0JI0THIECKON MOAEPKKH PAaOOTHUKOB U CTYJCHTOB Yepe3 OKa3aHUE
VHIMBUIYaJbHOW U TPYIIIOBOM MCUXOJIOTHYECKON TOMOIIH;

. y4JacTHe B pa3pabOTKE CHUCTEMbl MEPOINPHUSTUN, HAMPaBICHHBIX Ha MPOPUIAKTUKY
HAapyUIECHUN B ITIOBEJICHUHU CTYJICHTOB;

. TICUXOJIOTUYECKOE KOHCYIbTUPOBAHUE BCEX YUYACTHUKOB 00Pa30BaTEIbHOIO MPOLIECCa;

. MOBBIIIICHUE TICUXOJIOTO-TIEIarOrM4ecKoi  kommneTeHuu pabotHukoB Komnemxka,
CTYZAEHTOB U UX POIAUTEIIEH;

. BBISIBJIECHHE U TICUXOJIOTO-TIEJaroru4ecKoe CONPOBOXKIACHUE YUAIIUXCs, COCTABISIOMINX
«TPYMILy pUCKaY;

. pa3paboTKa U peanu3alus MHAUBUIYATbHBIX U TPYIIOBBIX TPOTpaMM MPO(PUIAKTUKHI U

KOPPEKIMHU TPYAHOCTEH 1 MPoOJIeM IMKOJILHUKOB;
dhopMupoBaHUE U Pa3BUTHE HAYYHO-METOAUYECKOTO U JUATHOCTUUECKOTO OaHKa.

6. OHEHKA PE3YJIbTATOB OCBOEHMUSA ITPOI'PAMMBI TIOATOTOBKHA
CHHEIIUAJIMCTOB CPEJHEI'O 3BEHA

6.1. KoHTPOJIb U OlleHKA JOCTHKEHUIl 00yYarommuxcs

C 1enpl0 KOHTPOJIS U OLEHKU PE3yJbTAaTOB MOATOTOBKM M ydeTa WHIWBHUIYaTbHBIX
00pa3oBaTENbHBIX TOCTHKEHUN 00YyJarOITUXCSI MPUMEHSFOTCS
- BXOJHOW KOHTPOJIb;
- TEKYLUUA KOHTPOJIb;
- pyOeXHBI KOHTPOJIb;
- IPOMEXKYTOUHAs aTTeCTalus;
- TOCYJapCTBEHHAs UTOTOBAsl aTTECTALUs.
12



[IpaBuina yyactrsi B KOHTPOJIUPYIOLIUX MEPOIPUATUIX U KPUTEPUH OLIEHUBAHUS JOCTHKEHUM
oOydaromuxcsi omnpenensitorcs [lomoxkeHueM o0 TeKylleM KOHTpOJie U MPOMEXKYTOUHOM
aTTeCcTalluyd 00yYaroIIuXcs.

Ha3znauenue BXOJHOTO KOHTPOJISI COCTOMT B  OINpEACNIEHUH  CIOCOOHOCTEH
00yyJaromerocsi ¥ €ro roTOBHOCTH K BOCIIPUSATHUIO U OCBOEHHUIO YueOHOT0o Matepuaia. BxoaHoi
KOHTpPOJIb, IPEeABAPSIONIUA 00ydeHue, MpoBOAUTCS B JOpME YCTHOTO OIMpOCca, TECTUPOBAHMUS,
MUCbMEHHOM KOHTPOJILHOM pabOTHI.

Texymuii KOHTpPOJIb  OLEHHWBAeT  CPOPMUPOBAHHOCTH HIIEMEHTOB KOMIIETCHIIUN
(IpakTUYECKOro ONbITa, YMEHUW, 3HAHUN) MO OJHOW ONpeneNieHHOW Teme (paszaeny) B
IIPOLIECCE €€ U3YUCHUS.

@opMBI TEKYLIETO0 KOHTPOJIS 3HAHUIA:

- YCTHBIN ONpoc;

- TUCBMEHHBIN OIPOC;

- KOHTpOJIbHAs paboTa;

- TECTUPOBAHMUE;

- BBITMIOJTHEHHUE U 3allUTa JJA0OPAaTOPHBIX U MPAKTHUECKUX padoT;

- pelIeHuE 3a/1a4, YIPa)KHEHU;

- 3ammuTa pedeparos;

- 3aIIUTa KypcOBOM paboThI (ITPOEKTA);

- pyrue GopMbI IO YCMOTPEHUIO MPETOaBaATEs.

Py06exxHbIil KOHTPOJIb YCIIEBAEMOCTH OOYYAIOIIMXCS MPOBOAUTCA MO BCEM H3y4aeMbIM
y4eOHBIM JIUCUUIUIMHAM, MEXIUCIUIUIMHAPHBIM KypcaM (paszenam) C Melbl0 JUarHOCTUKHU
YPOBHSI YCBOGHHS M3y4aeMOro Yy4YeOHOro Marepuajga W JJs OINEpPaTUBHOIO KOHTPOJIA
TOTOBHOCTH 00YYaIOIINXCS K TPOMEXKYTOUHOM aTTeCTaIUu.

Py6esxHbIil KOHTPOJIb yCIIEBAEMOCTH MpeycMaTpuBaeTcs rpadukoM yueOHOTo Ipoiiecca
B Ka)KJ10M y4eOHOIl rpymie He pexe ABYX pa3 B TOJl.

Py0GexHBII KOHTPOIb MOXET OCYIIECTBIATHCS MO TEKYIIUM OIICHKAM, BHICTABICHHBIM B
KypHaye yueOHbIX 3aHTHIA, C OTpeIeIeHUeM CpeHero Oasuia.

[IpomexyTouHasi aTTecTanus OIEHUBAET pPe3yJbTaThl y4eOHOU nesTeabHOCTH (YPOBEHB
OCBOCHHUSI y4yeOHOro Marepuaia M CTeneHb CHOPMUPOBAHHOCTH KOMIICTCHIIMI) 3a
OTpeIeTICHHBIN KOJUIEIPKEM MePUOo] BPEMEHHU.

Konnemk caMocTosITENbHO  BBIOMpAET CHUCTEMY  OIEHOK, (OpPMBI, TMOPSIOK U
MEPUOJMYHOCTD MMPOMEKYTOUHOM aTTECTAIIN 00YUYaIOIINXCS.

OcHoOBHBIMU (DOpMaMU MPOMEKYTOUHOMN aTTECTAIIUU SBIISIOTCS:

- 3a4€T;

- mudhepeHIupOBaHHbIN 3a4ET;

- KOMILIEKCHBIN U PepeHIMPOBAaHHBIN 3a4eT;

- DK3aMEH;

- KOMILICKCHBIN PK3aMEH;

- BK3aMEH M0 MOJYJIIO.

KonkpeTtHsie popMbI U Mpo1eyphl TEKYIIETO KOHTPOJISA, TPOMEXKYTOYHOM aTTECTAIMH 110
kakaoi qucturinae u [IM pa3pabatsiBaroTCs KOJUICIHKEM CaMOCTOSATEIBLHO U JOBOJATCS 0
CBeJICHUS O0yUalOIUXCsl B TEUEHUE TIEPBBIX JIBYX MECSIIEB OT Hayaiaa 00ydeHUs.

Jns  arrectaruu  0OydYarolmIMXCS Ha COOTBETCTBUE WX TEPCOHANBHBIX JOCTHIKEHUM
nmodTanHeiM  TpeboBaHusM cootBeTcTBytome I[IIICC3 (tekymas u mpoMeKyTOUYHas
aTTecTanus) co3MarTcst (GOHABI OIEHOYHBIX CPEJNICTB, BKIIOYAIONINE B ceOs TeIarorudeckue
KOHTPOJIbHO-U3MEPUTEIbHBIC U KOHTPOJIBHO-OIICHOYHBIE MAaTepUaJIbl, TO3BOJISIOIINE OIICHUTh
MPAaKTUYECKUN ONBIT, YMEHHS, 3HAHHS W OCBOCHHBIE KOMIETCHIMU. DOHABI OIEHOYHBIX
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CPEACTB IS TeKYIIEeH M MPOMEKYTOUYHOM aTTeCTallMK KOJUIEK pa3pabaThiBaeT U YTBEPKIAET
CaMOCTOSITENIBHO.

['ocynmapcTBeHHass HTOTOBas aTTeCTAIMs IMPOBOJUTCS B COOTBETCTBUMU ¢ 3akKOHOM Poccuiickoi
Oenepanu «O6 obpazoBanun», DPI'OC mo crneumanbHOocTH 46.02.01 JloKyMEHTaIIMOHHOE
obecrieueHne ynpaBiIeHUs U apxuBoBeaeHue, [Ipukazom Munucrepcrsa [Ipocsemnienus PO ot
08 mHosOps 2021r. Ne 800 «OO6 yrtBepxnacHuu [lopsinka TpoOBEACHUS TOCYIApPCTBEHHOU
WUTOTOBOM aTTecTallM MO 00pa30oBaTeNbHBIM IMPOTpaMMaM CPEAHEro MpPOPecCHOHATBLHOTO
obOpasoBanus» (3apeructpupoBan B Mmuntocte 07 gexabps 2021, per.Ne66211), YcraBom
Koutemka u nporpammont ['MA.

6.2. Opranu3anusi rocyJ1apcTBEeHHOH MTOrOBOI ATTECTANMHU BBHIMYCKHUKOB

['ocygapcTBeHHass UTOTrOBasi aTTecTaldsl MPOBOJIUTCA B BUJIE JEMOHCTPALIMIOHHOTO
9K3aMEHa U 3aIlIUThl BBITYCKHOW KBaTU(PUKAIIMOHHON PaOOTHI.

K rocymapcTBeHHON HMTOroBOW aTTecTallMM AOIMYCKalOTCs O0Oydarouluecs, He HUMEIoIue
aKaJIEeMHYECKON 3aJ0JPKEHHOCTH M B TOJHOM OOBEME BBITIOJHUBIINN Y4YEOHBIM IJIaH IO
MporpaMMe IMOJTOTOBKM CIEHHAIUCTOB cpeaHero 3BeHa 46.02.01 JlokymeHTanmoHHOE
obecrieueHne yrpaBIeHUs] U ApXUBOBEJICHHE.

Heo6xoauMbIM yCIIOBHEM JIOMyCKa K TOCYJAapPCTBEHHOW HMTOTOBOM aTTECTAIlMU SIBIISICTCS
MPEAOCTABICHUE JIOKYMEHTOB, IOATBEPKIAIONINX OCBOCHHE KOMIIETCHIIMHA TPH HM3yYCHUU
TEOPETHUYECKOTO MaTepuajga M MPOXOXKICHUU MPAKTHUKU IO KaXKJIOMY M3 OCHOBHBIX BHJIOB
podeCcCHOHATBHOMN AEATETHFHOCTH (OIIEHOYHBIC BEJOMOCTH).

BrinmyckHUKaMu MOTYT OBITh TMPEJACTABICHBI OTYETHI O paHee JOCTUTHYTHIX
pe3ynbTarax: CBHJETEIbCTBA (AUIIOMBI) OJIMMIIHNAJA, KOHKYPCOB, TBOPYECKHX pabOTax IO
CIICIIMAIbHOCTH, XapaKTEPUCTUKU C MECTA MPOXOKICHUS MPAKTHUKH.

B cootBerctBuu ¢ yuebnbiM twianom ['BIIOY HI'K mo cmeumansroctu 46.02.01
JIoKyMeHTallMOHHOE OOCCIeUeHUEe YIpaBiIeHUS M apXHWBOBEJACHHE OO0BEM BpPEMEHU Ha
moAroToBKy u mposeacHue coctasiser 10 nenens ( [TII1 — 4 menenu ¢ 20.04 — 17.05; TUA —
6 negens ¢ 18.05 — 28.06)

6.3. [lops/10K BBINOJHEHHUS W 3AIIMTHI BHINYCKHOI KBATH(PUKALMOHHON padoThI

BoimyckHass — kBanu@uKaludoHHas ~— paboTa  CIIOCOOCTBYET  CHUCTeMaTH3aluud U
3aKpEIJICHUI0 3HAHUN BBIMYCKHUKA MO CIEUMAIbHOCTU MPU PEIICHWH KOHKPETHBIX 3ajad, a
TaKKe BBISIBJICHUIO YPOBHIO MIOJTOTOBKH BBIITYCKHHKA K CAMOCTOSTEIBHOM padoTe.

Tembl BBIMYCKHBIX KBaJIH(PHUKAIIMOHHBIX pabOT pa3pabaThIBAlOTCS MPENoAaBaTEIIMU
npeIMeTHON (LMKJIOBOM) M METOJWYECKOM  KOMHCCHU COBMECTHO CO CIEHUATNCTaMU
YUpEXKJIEHUH W OpraHu3alui, 3aUHTEPECOBAHHBIX B pPa3pabOTKE AAHHBIX TEM, C YYETOM
cienn(UKN U MECT MPOXOKACHUS MPAKTUKH, PACCMATPUBAIOTCS Ha 3aCEaHUU KOMHUCCHUH.

PykoBoauTensiMu  BBIMYCKHBIX  KBAIM(HUKAIMOHHBIX  paboOT  pa3pabaTbiBalOTCS
WHIUBUAYaJbHBIE 3aJaHUsl 1O  YTBEPXKJACHHBIM TeMaM Ui  KaXJOro  CTYJIEHTa,
paccMaTpUBAIOTCSl HA 3aCEJaHUU MPEAMETHO (IIMKIOBON) MM METOJMYECKOM KOMHUCCUHU U
YTBEPXKAAIOTCS 3aMECTUTENIEM TupekTopa o yueoHoi padore 'BIIOY HI'K.

3amuTa BBIMTYCKHBIX KBaIU(PUKALUOHHBIX PabOT MPOBOJUTCS HA OTKPHITOM 3acCeAaHHUU
['ocynapcTBeHHOM 53K3aMeHAaMOHHOW Komuccuu. Ilporenypa 3amMThl yCTaHaBIIMBAETCS
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npexacenareneM ['ocyqapCTBEHHOM 3K3aMEHAllMOHHOM KOMHCCHM W BKIIKOYAET CIEAYHOLIUE
JTaIbI:

— JIOKJIaJ] CTYJIEHTa C UCIIOJIb30BaHuEM Ipe3eHTauu Ha 10-15 MunyT;

— OTBETHI CTYy/ICHTa Ha BONPOCHI WwieHoB ['DK;

— YTEHHE OT3bIBA PYKOBOJUTEISA U PELICH3UU.

Pemenune I'OK npuHrMaeTcs Ha 3aKpbITOM 3aceJaHUM OOJBIIMHCTBOM T'OJIOCOB YJICHOB
komuccuu. [Ipu onennBannu BKP yuuteiBaroTcs:

— JIOKJIaJ| BBIITIYCKHHKA II0 OCHOBHOMY cozepsxannto BKP;

— OTBETHI Ha BOIPOCHI;

— OLICHKA PELICH3CHTA;

— OT3bIB pyKOBOJUTEIS.

Pe3ynbTaThl arrecTaliiy OLIEHHWBAIOTCS IO MATHOAIBHOM CUCTEME M OOBSABIAIOTCS B TOT
xe JeHb nociie oopmiieHus mpoTokona 3acenanus ['OK.
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