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YUYEBHBIHA IIJIAH

IIporpaMmMsbl MNOATOTOBKH CIICHHATHCTOB CPEAHEI0 3BE€HA

no cnennaabHocTH 46.02.01 /IokymeHTaHOHHOE 00ecnie¥eHHE YIIDABJICHHS H ADXHBOBE/ICHHE

HaIllpaB/JIeHHOCTh JOKYMEHTAIIHOHHOE obecreucHHE YHOPaABJICHHA H apXHBOBCIACHHC

KBaJIH(l)HKaHHH: CIICIHATHCT 110 JOKYMCHTAIITHOHHOMY oDecIIeueHHIO YIPABICHHS U apXUBHOMY ISV

®opma o0yueHHH: OUHAs
Cpoxk noaydenus CINO: 1 r. 10 mec.
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IIL. [Lran yye6Horo npouecca
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BAapHATHBHAA 4acTh Y4eOHBIX JHCUUIUIMH
Buocar:
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METOJIHYECKHH

JlaGopaTopumu:

HH(OPMATHKH H KOMITBIOTEPHOH 06paboTKH J0KYMEHTOR

TEXHUYECKHUX CPEACTB yNpaBIecHHs

CHCTEM 3JIEKTPOHHOT O I[OKyMeHTOOGOpOTﬂ

JOKYMCHTOBEAECHHSA

yuebHas kaHuenspus (ciyx6a J0KyMEHTALHOHHOro obecreyeH s yTIpaBiieHHs )

CrnopruBHBIH KOMILIEKC:

CIIOPTHBHBIH 311

3anern:

OubioTeka, UMTaNbHbI 337 ¢ BHIXOAOM B ceTh MHTEpHeT.

AKTOBBIH 3aJ1




V. TlosicHHTENLHAHA 3aMHCKAa

Hacrosimuit yuebHbIi nnaH ocHOBHOM nmpodeccHOHATBHOM MporpaMMel cpeaHero npodeccuoHanbHoro odpa3oBanus [IeH3eHCKOTro rocy1apcTBEHHOTO
yHHMBepcuTeTa pa3pabotaH Ha ocHOBe DelepalbHOrO rocyJAapcTBEHHOrO 00pazoBaTelbHOrO CTaHJapTa CpeaHEero MpodecCHOHANBLHOro 00pa3oBaHHUS 10
cnennanbHocTH 46.02.01 «JlokyMeHTalmoHHOe oOecrieueHue YMpaBlIeHHS H apXHBOBeAeHHE» (KBaTH(HKAIUS — CHEIHATNCT MO AOKYMEHTAIHOHHOMY
obecreyeHHIO yIIpaBICHUs H apXHUBHOMY JIeITy), YTBEPKACHHOTO ITpHka3oM MuHHcTepcTBa npocBemieHus Poccuiickoit @enepauuu ot 26 asrycra 2022 r. Ne
778, mpuMepHOit 00pa3oBaTebHOM TPOrpaMMEI cpejiHero rpodeccuoHaTbHOro oOpazoBanus no crenuansuoct 46.02.01 «JlokyMenrannonHoe obecneye-
HUE ynpaBleHus U apxuBoBeaeHue», yrBepxkaeHHoH DOYMO no YI'TIC 46.00.00 (IIporokon ot 06.10.2022 Ne 4) u 3aperucTpupoBaHHON B rocyapCTBEH-
HoM peectpe [IOOII Ne 70 (IIpukaz ®I'bOY 110 UPIIO Ne [1-162 ot 07.04.2023).

Opzanuzayua y4edoHo20 npoyecca u pexcum 3aHamuil

Hauano yuyeOnoro roga — 1 ceHtsiOpsi.

YyebupM mmanoM o @I'OC CI1O no cnenmanpioct 46.02.01 «/lokymeHTalMoHHOe oOecieueHre ynpaBieHHs H apXHBOBeIeHHe» 0a30BO# Moaro-
TOBKH ITPETYCMOTPEHO:

—  TeoperHyeckoe o0yueHue — 60 Heeb;

—  I[pOMEXyTOYHasl aTrectanus — 4 HeJlelb;

—  yueOHas ¥ POM3BOJICTBEHHAs NPAKTUKA 110 NPOHIIIO CrienHaibHOCT — 11 Henenb;

—  KaHWKyJel — 12 2/6 Henenu,

—  HepabGouue npa3/IHH4YHbIE JIHH (He BKJIIOYast BockpeceHbs) — 10 jHei;

—  TOCYJIapCTBEHHAsi MTOIOBas arTecTalus — 6 He/lellb, B TOM YHCJIE:

—  IIOATOTOBKA K JEMOHCTPAHOHHOMY J3K3aMeHy —4 HeIelH;
—  TpoBeAeHHE JEMOHCTPAIIMOHHOr0 JK3aMeHa — 2 HeIelu;

Bcero: 95 Henens.

[TpoaomkuTenbHOCTh y4eOHOH Helesin — 6 JTHEeH.

OObeM HeslesIbHOH 00pa3oBaTeIbHOM HArpy3KH 10 NPOrpaMMe He MPEBBIIAET 36 aKaJeMHYECKHX YacOB B HEIETIO M BKITIOUAET BCE BUIBLI pabOTHI BO
B3aHMOJICHCTRHH C NPerojaBaTe/ieM H CaMOCTOSITEbHY O yuebHyto paboTy.

VYuebHbIe 3aHATHS CTPYNIMHPOBaHBI Tapamu mo 1 yacy 30 MUHYT, ¢ IepephIBaMH Yepe3 KaKable 45 MUHYT.

[IpexycMoTpeHBl KAHUKY B IPOIOKUTETHHOCTEIO 12 2/6 Heenb, B TOM UKCTIe 3UMHHIE — 2 HeJle/IH Ha TIepBoM H 2 1/6 Ha BTOpOM Kypce, JTeTHHE —
8 1/6 Henenu Ha IepBOM Kypce.

Yueonaa u npouseoocmeennana npakmuxu

Yuebnas npakmurxa NpoooKATENILHOCTEIO 5 HEJEb, IIpeycMaTpuBaonias oOpMUPOBAHHE Y CTYACHTOB [IPAKTHYECKHX POPECCHOHAIBHBIX YMEHHH,
npuoOpeTeHHe MePBOHAYAIBHOTO TPAKTHYECKOrO OMbITa, peaiu3yercs B pamkax npodeccuonanbubix Momayieii [IIICC3 mo ocHOBHBIM BHIIaM MpogeccHo-
HAJILHOH JedTeIbHOCTH C LIeJILI0 OCBOSHHS HMH OOLIHX U MPodhecCHOHATBHBIX KOMIIETEHIIHH 10 H30paHHOMH CTIeIHAIEHOCTH:

VII1.03.01 — 2 senenu (1 cemectp),

YI1.01.01 — 1 Henens (2 cemectp),



VII1.02.01 — 2 vegens (4 cemecTp).

[Ipoussoocmeennasn npakmuxa (no npoghuiio cneyuaibHocmu) NPOAOIDKUTEILHOCTHIO 6 HelelIb pacipe/iesieHa o npoecCHOHAIBHBIM MO JISIM:

[1[1.01.01 — 1 nexnens (2 cemectp),

[IM.02.02 — 3 Heaenu (4 cemectp).

IIM.03.01 — 2 veaenu (2 cemecTp).

VYyebHast 1 NPOU3BOACTBEHHAS NTPAKTUKA (110 NPOQHUITIO CIIEIHAIIBHOCTH) OPraHU3YIOTCS KOHIIEHTPHPOBAHHO.

YyeOnast npakThka npooautes Ha 6aze naboparopuit KUMY T (puman) @I'BOY BO «I1T'Y».

[Ipon3BOICTBEHHAS TIPAKTHKA MTPOBOIUTCS NMPH OCBOSHHH O0YYaIONUMHCA OOIMKX U Mpo(dhecCHOHATHHBIX KOMMETEHITHI B paMKax mpodeccHoHalb-
HBIX MOJIyJIeH, COINIaCHO KalleHJapHOMY yuyeOHoOMYy rpaduky, Ha Oa3e CTOPOHHHMX OpraHuszalui, obnajaroux HeoOXOJMMBIM KaJpOBBIM H HAy4yHO-
TEXHHYECKHM TOTEHI[HAJIOM.

CTyneHThl HaNpaBIAIOTCA Ha MECTA MPOXOKACHHUS TPOU3BO/ICTBEHHOI MPAKTHKH B COOTBETCTBHH C 3aKIIIOUEHHBIMH C OpPraHU3aIMsSIMHU JOTOBOpPaAMH.
Opranu3anmio H pyKoBOJICTBO MPOH3BOJICTBEHHOM MPAKTUKOH OCYIIIECTBIISIOT PYKOBOAHTEIb MPAKTHKH OT YHHBEPCHTETA U OT IIPEIIIPHATHS.

[IpousBoacTBeHHAs (MIpeIUILIOMHAs) MTPAKTUKA SBIISIOTCS 3aBEPIIAIONINM 3TaroM OOyYeHHS CTYJCHTOB, H UMEIOT CBOeH Iepio 00001eHune u 3a-
KpernjaeHHe TEOPETHYECKHX 3HAHUH M MPaKTUYECKUX HABBIKOB CTYJICHTOB JIJISl BEITOJIHEHHS JIMIUIOMHOTO paboThI.

MecTa npoxoskJ1eHus NPaKTHKH U WHBAIUIOB U JIMIl C OTPAHHYEHHBIMH BO3MOKHOCTSIMH 37I0POBbsI OIIPEIENSIOTCS ¢ Y4eToM TpeboBaHui MX JI0-
CTYIHOCTH JUIS JAHHBIX 00YYalOIIMXCsl, PEKOMEH 1Al MEIUKO-COLIMANIbHOM 3KCIIePTH3bI, OTPAXKEHHBIX B HHAUBUAYATHLHON MporpaMMe peabWIHTAIlHH WH-
BaIH/IA.

@opmuposarue sapuamuerou yacmu INNICC3

YyeOnsbiii mnan [IIICC3 no cnenuansHocTh 46.02.01 «JlokyMeHTalmoHHOE 0oOecHedYeHUEe YIIPaBICHH W apXHUBOBEICHHE», KEANUPDUKAYUS «CReyud-
JUCTM RO OOKYMEHMAYUOHHOMY obecnedenuio YAPAaeieHus u apXueHomy oeryy» cocmoum W3 o0s3aTenbHoi vyacTH yueOHBIX mukiaoB [IIICC3 u BapuaTHBHOIM
yacTu. BapuatupHas yacTh 0Opa3zoBaTenbHOIl IporpaMMBel peanu3yercs B odbeMe 975 uacos, uto cocTtaBiseT 35,6% ot obimero odbeMa yueOHBIX HHKIOB (03
ydeTa 4acoB 00meo0pa3zoBaTeILHOTO THKIIA).

Bapuarusnas yacts [IIICC3 pacnpenenena rno y4eOHbIM JAHCHHIUIMHAM U NPOGECCHOHAILHBIM MOJIyJIsM B cooTBeTcTBHH ¢ peuienueM [1C KUUYT
(pununan) GI'BOY BO «l1I'V» (nmpotokon Ne 4 ot 19.04.2023) r. u JoKyMeHTa corllacoBaHusi ¢ paboToAaTe/IsIMH.

Yace! BapuaTuBHO#H yacTH 1MKiI0B [I11CC3 ucnonb3zoBanbl Ha:

1. Baenenue o0menpodecCHOHAIBHBIX JIMCIMILIHH!

Huoexc Haumenoeanue oucyuniun Obszamenvnas yuebnas
Hazpyska (vac)
OIlLL Ob6menpodeccnoHaabHbIe TUCIHILTHHBI 232
OI1L1.08 TexumnueckHe cpeCcTBa yIpaBIeHHs B opHce 75
OII1.09 OxasaHue JIEKTPOHHBIX FOCY IAPCTBEHHBIX YCIyT 97
OILL.11 ['ocymapcTBeHHas 1 MyHHIIHIIAIBHAS CITYK0a 60
BCEI'O 232




2. Brenenue MeXIUCIUILTHHAPHBIX KYPCOB:

Hnoexc Haumenosanue npogheccuonanvrvix mooyneii u MK Obsasamenvnasn yiebnas
Hazpy3Kka (vac)
IIM.03 Beinosinenne pador no npogeccun «/le1onpousBoauTeb» 317
MJIK.03.01 | KoMnpioTepHasi HOAroToBKa JOKYMEHTOB yIIPaBICHHs 173
VI1.03.01 Y4eOHas npakTHKa iz
I111.03.01 [Tpon3BoacTBEHHAS TTPaKTHKA 72
BCEI'O 317

Beeznenue B [1IICC3 nosoit M/IK ocymecTBieHo ¢ yuerom TpeboBanuii pabotonateneil (JIUCT coriacoBanus y4eOHOro 1iaHa o0pa3oBaTelibHOH 1po-

rpaMMBbl ¢ padoOTO1aTENsIMHU).

3. Yacwk BapuatuBHO#M yacTh 1HKI0B [I1ICC3 B 00veme 426 4acoB HCMONb30BaHEl HA YBEIMUCHHE YacOB MO ITUKIaM JUCIUILUIAH U podheccHoHalb-

HbIM MOJYJIAM:

Hunoexc Haumenosaniue yuxios, Oucyuniun, npogheccuonaibHbix mooyneu, MJIK, npakmux Veenuuenue uacos
Ccru - ~ ConMajabHO-ryMaHHTAPHBI UK 40
Cr'1.01 Hcropus Poccnu TR e 40
o111 - = ~ O6mrenpogeccHOHATHHBIE THCIHILTHABI 197
OIILL.01 DKOHOMMKA OpraHU3aIiu 22
OIII1.02 Mene KMeHT 14
OI1LL.03 I[IpodeccroHanbHas TUKA U ICHXOIOTHS JAEI0BOr0 OOIEeHHUS 6
OII1.04 [IpaBoBBIE OCHOBEBI IPOMECCHOHANBHOM JAEATEILHOCTH 15
OILL.05 WudopManuoHHbIe B KOMMYHHKAIIHOHHBIE TEXHOIOTHH 4
OIILL.06 Pycckuii 361K B TpoeCCHOHATBHOM AeITeTEHOCTH 42
OITIT.07 Komisiorepras 00paboTka JOKyMEHTOB 34
OIILL.10 VYrpaBnenue nepcoHagoMm 60
nM.00 : - IIpodeccnonajbHpie MOAYIH - 189
IM.01 | OcymecT/1eHAe OPraAH3ANHOHHOI0 H TOKYMEHTAIHOHHOTO 06ecneveH s e TeILHOCTH a7

opraHu3amHu




Hnoexc Haumenosanue yuinos, oucyuniun, npogheccuonansuvix mooyneu, M/IAK, npaxmux Veenuvenue wacos
MJIK.01.02 | Opranusamus paboTsI ¢ 3MEKTPOHHBIMH JOKYMEHTaMH 46
MJIK.01.03 | Oprauusanus cexpeTapckoro 06eiy KHBaHUS 43
MJIK.01.04 | ToxymenTanuoHHOE obecriedeHne KaapoBO CIIykKObI 8
nM.o2 Oprasnsanus apxuBHOil padoThl 10 J0KYMEHTAM Opranuszanni pazinunabix Gopm cobcTBEHHOCTH 7]
MJIK.02.01 | Opranu3sauus 1 HOPMATHBHO-IIPABOBIE OCHOBbI APXUBHOTO JIEIa 23
MJIK.02.02 | I'ocynapcTBeHHBIE, MYHHIMIIATBHBIC ADXUBBI M aDXUBBI OPraHA3AIHH 23
MJIK.02.03 | Meroauka U NpakTHKa apXMBOBEICHHSI 23
MJIK.02.04 | OBecrnieueHne COXPAHHOCTH JIOKYMEHTOB 23
BCEI'O 426

YBemuveHue oObeMa YacoB Ha H3YUCHHE JIaHHBIX JUCIMILIHH (MOIYJIel) cmocoOCTByeT yriayOIeHHIO MOArOTOBKH 00y Uarolerocs, Heo0XouMoit
Juts obecrieyeHusl KOHKYPEHTOCIIOCOOHOCTH BBIITYCKHHKA B COOTBETCTBHH C 3allpOCAMH PETHOHATIBHOIO PhIHKA.
Dopmbl npoeedeHUA KOHCYIbMAWU Il
Koncynpranuu o yuebusM aucuumanaam, MJIK u npodeccrnonanbHbIM MOAYIIAM OPOBOASTCS B HHIUBUAYAIbHOW M I'pynnoBoi opme Kak B Te-
YeHHe ceMecTpa Mo TeKynieMy MaTepuany (B COOTBETCTBHM € YTBEP)KICHHBIM paclMCcaHHEM B paMKaX OTBEJECHHOTO KOJMUYECTBA YacOB), TAK M NEpel IK3a-
MEHaMH BO BpEMs IPOMEIKYTOYHOM aTTecTallMy, Nepej rocy apcTBeHHOI UTOTOBOM aTTecTallie, nepel U BO BpeMs IpoBeAeHus yueOHOH U Npou3Bo/I-
CTBEHHOH NPAKTHKH.
Hopadoxk ammecmayuu 06yqaOiuUxca
[TpomerxxyTounas arrectaius poBoUTCs B popme 3a4eToB, AuddepeHIHpoBaHHEIX 3a4eTOB, KOMILICKCHBIX (G depeHIHpoBaHHbIX 3a4€TOB, IK3a-
MEHOB, KBUTH(HKAIIHOHHBIX 3K3aMEHOB 10 MOJIYJTHO.
B yuebHoM mnane no cnenpanbioct 46.02.01 «JlokymeHTaimoHHoe o0ecnedyeHue ypaBieH s i apXuBoBeieHue» (KBatuuKaims CrieiaiucT 1o
JIOKYMEHTaIlHOHHOMY O0€eCTIeUeHHIO YIPABRICHHUS U apXUBHOMY JIEJTY ) 3aIUIAHHPOBAHbI KOMILIEKCHBIE BH/IbI KOHTPOJIS:

Haumenosanue komniexcnozo
No Cemecmp npogedeHus Haumenosanue oucyunaunevt/ MK
BUOA KOHMP OISt
I | il nemnmon et ney 1 OI1LL.01 DxoHOMHKA OpraHU3aLUu
P P OI111.02 MenemkmeHT
5 5 OIILL.03 I'lpodeccronanbHas 3THKA M MCHXOIOTHS AeI0BOr0 00LIEHHS
3ayer
MJIK.01.03 Opranuzauus cekpetapckoro oocity»KuBaHUs
VI1.01.01 Yuebnas npakTHka
3 | auddepenumpoBaHHbIii 3aueT 2
igepsap ITIT.01.01 TIpoussoicTBeHHas MPaKTHKA




Haumenosanue xomnnexcnozo
Ne Cemecmp nposedenus Haumenoeanue oucyuniunvt/MIK
8U0a KOHMPOJIs :
= MJIK.02.01 Opranuzauus ¥ HOpMaTHBHO-NPABOBLIE OCHOBBI APXHBHOTO /1€
Bl AuddepeHIMpOBaHHBIH 3aueT 2 -
MJIK.02.02 I'ocynapcTBeHHbIE, MYHHLHMAIbHbIE aPXHBBI H APXUBbI OpraHU3aiui
CI'TL.05 OcHoBbl Gepex/IMBOro NPOH3BOACTRA
5 3a4eT £ 3
CI'LL.06 OcHoBbI MHAHCOBOM rPAMOTHOCTH
: OI1L1.08 Texnuueckue cpeacTa yrnpapieHus B oduce
6 3a4€T +
OI1LL.09 Oka3anue >1eKTPOHHBIX TOCYAAPCTBEHHBIX YCIIYT
- e 4 VI1.02.01 YueOHas npakTHka
% P P [111.02.01 Ilpou3sBoacTBEeHHAs NpaKTHKA

®opMbI aTTeCTalMU OTPAXKEHb! B y4eOHOM IUIAHE CTIENHATBHOCTH | 33 OJHH roj1 00ydeHHs He MpeBbIaioT § sx3amenos u 10 3auetos/ nudpepen-
[HPOBAHHBIX 3a4E€TOB.

DK3aMeHallHOHHbIE cecCHH poBoJsTes B 1, 2, 3, 4 cemecTpax M NpelyCMAaTPUBAIOT CIEAYIOIIHE YK3aMEHbI:

1 cemectp (1 menens): sxzamenst — Uctopus Poccun; KomnbrorepHast 00paboTka T0KYMEHTOB;

2 cemectp (1 nenens): sxzamenst — Pycckuit s3bIK B IPOQECCHOHANLHOM JAeSTENBHOCTH; Kéanugukayuonnslii sx3amen no mooyrio 11M.03 Beinonne-
HHE padoT 1o npodeccHu «Jle1onpou3BoARTENbY ;

3 cemectp (1 Henens): sxsamensr — JlokyMeHTaIlMOHHOE OOecrieueHHe yipasieHus; JlokyMeHTalMonHoe obecreyeHne KajpoBoil ciryk0Obl; keanugu-
kayuonnwt sx3amen no mooynio [1IM.01 OcymecTBienHe opraHu3allHOHHOTO H JOKYMEHTAIIHOHHOTO 00CCTICUCHHS JIEITE/IbHOCTH OPraHH3alluy;

4 cemectp (1 menens): sx3amenvt — MeTo/IMKa W IpaKTHKA apXuBOBeAeHHS; OOeceyeHne COXPAHHOCTH JIOKYMEHTOB; K6ATUDUKAYUOHNBLE DK3AMEH
no mooymio 11IM.02 Opranuzanus apxuBHO# paboThI 110 JOKYMEHTaM OpPraHu3almil pa3HuHbIX (OPM COOCTBEHHOCTH;

KonmuuecTBo 5K3amMeHOB B yueOHOM rojly He NpeBbImact 8, 3aueToB — e Oosee 10.

DK3aMeHBI TPOBO/IATCS B paMKax | HeJlesIH ¢ TIepephIBOM MEIKIY JK3aMEeHAMH HE MeHee 2 JIHel.

I'ocyiapcTBeHHas HTOroBasi aTTecTallisl BKIKOYACT:

nOO20MOBKY K OeMOHCMPAYUOHHOMY dK3aMeHy — 4 HeJleln, nposedenue OeMOHCMPAyUoHHO20 K3amend — 2 HeIelH;




