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46.02.01 JdoxymeHTalHOHHOE obecrneyeHHe yNpaB/ieHHs H apXUBOBE/IeHHE



AKT COI''TACOBAHUS

NPOrpaMMbl ITOATOTOBKH — CIICHUATIHMCTOB CPEAHEr0 3BEHa MO CIICHHAIBHOCTH CPEIHEro NpoQeCcCHOHATIBHOTO
obpazoBanus 46.02.01 JokymMeHTalIMOHHOE o0ecnevyeHne YIIPABJIeHHs U apXHUBOBeIeHUE

Ipennpusitue (opranusauus) padoroaarens: 00O 31U «AnbrepHaTHBa»

CnenuanbHoctb: 46.02.01 JokyMeHTAUMOHHOE 0O0ecnieyeHUe YIIPABJIEHHS U apXUBOBe/IeHUe
Oo6pa3oBaTenbHasi 6a3a mpueMa: OCHOBHOE 001Ice 00pa3oBaHue

KBannpukxanusa: crenuaimcT 1o JOKyMEHTAIMOHHOMY 00€CIIEYEHUIO YIIPABJICHUS U ApXUBHOMY JIEITY

®opma 00y4eHHUsI: OUHas

Hopmatususiii cpok ocsoenus IIIICC3: 2 rona 10 mecsiues

Astop-paspadoryuk [IIICC3: rocynapcTBeHHOE OI0KETHOE MPOoecCHoHATFHOE 00pa30BaTeIbHOE YUPEKICHIE
OKTAOPBCKUI MHOTOTIPOGMITEHBIN TPO(PECCHOHANBHBIA KOJUTSIK

3AK/IIOYEHHUE:
HopmaTtuBHO-IpaBoByto 0a3y paszpabotku [IporpamMmbl HOATOTOBKM CIIELHAIMCTOB CpPEAHEr0 3BEHa IO
CHEUUAJIBHOCTH CpEeJHEero NpodeccCHOHAIBHOTO 00pa3oBaHMUs 46.02.01 loxkymMeHTalMOHHOE oOecrevyeHne

YHupaBJicHUSI 1 aPXUBOBEACHUE COCTABJIAIOT:

- Genepanbublii 3akon «O06 obpasoBanuu B Poccuiickoit ®eneparmmy» ot 29.12.2012r. Ne273-®3 ¢ mocnenyromumu
M3MEHEHHUSAMY,

- @enepanpubiii 3akoH oT 04.08.2023r. Ne479-®3 «O BHecenmn wm3MmeHeHmid B Demepanmbubrii 3akorn «O0
obpazoBannu B Poccuiickoit @eneparmu ot 29.12.2012r. Ne273-03y;

- 3akon PecnyOnuku bamkoproctan «O6 o0pazoBarum» ot 01.07.2013 Ne696-3;

- 3akon Pecnyomukn bamkoproctan «O s3eikax HapogoB PecmyOmiku bamkoproctan» (B pen. 3akoHoB Pb ot
05.01.2001 Ne156-3, ot 01.03.2002 Ne297-3, ot 17.03.2003 Ne482-3, ot 05.04.2004 Ne74-3),

- [Ipuka3 Munucrepcta oOpasoBanus u Hayku Poccuiickoit @enepanyn ot 26.08.2022r No778 «O6 yTBep)eHIH
(enepanbHOro rocyIapcTBEHHOro 00pa30BaTEeNbHOTO CTAHAApTa  CPEJHEro MpOoQecCHOHANBHOTO 00pa3oBaHMS
(mamee — CIIO) mo cnenmanbHocTd  46.02.01 JlokyMeHTaInioHHOe OOecriedeHne YIpaBlIeHUs |
apXUBOBEJICHUE;

- IIpuka3 MunucrepctBa npocsemmenns Poccuiickoii ®enepauuu ot 03 mrons 2024r. «O BHeCeHHM W3MEHEHHH B
(enepanbHble rocy1apcTBEHHbIE 00pa30BaTENbHbIE CTAHAAPTHI CPEAHEr0 001Iero 00pa3oBaHUs,

- npuka3 MunoOpHayku P® or 17.05.2012 Ned13 «OO0 yrBepxaeHUE (eaepaibHOr0 TOCYAapCTBEHHOTO
00pa30BaTEeNILHOrO CTAHIAPTA CPEIHETO (IIOJHOT0) 00IIEro 00pa30BaHMSY;

- [Ipuka3 Munncrepcrsa npocsemenus Poccniickoit ®enepannn ot 12 asrycra 2022r. «O BHeCeHNH M3MEHEHHI B
(enepanbHblil rOCYyIapCTBEHHBIH 00pa30BaTENbHBIA CTaHAAPT CpeAHero oOmero o0pa3oBaHMs, YTBEPHKICHHbIM
nprkazoM MuHHCTEpcTBOM 00pa3oBanus u Hayku Poccuiickoit @enepanyn ot 17 mast 2012r.No413y;

- npuka3 MunoOprayku PO ot 29.12.2014 Nel645 «O BHeceHun M3MEHEHUH B (esiepalibHblil TOCY1apCTBEHHbIH
00pa3oBaTenbHbI CTAaHAAPT CPEIHEro (IONHOro) obmero 00pa3oBaHMs, YTBEPXKACHHbIN Npuka3oM MuHHCTEpCTBA
obOpazoBanus u Hayku Poccuiickoit @enepammu ot 17.05.2012 Ne413y;

- npuka3 MunoOpHayku PO or 31.12.2015 Nel578 «O BHeceHnn M3MeHEHHUH B (efiepalibHbIN TOCYIAPCTBEHHbIN
oOpa3oBaTenbHBI CTaHAApPT CcpejHero  obmero o0pa3oBaHMs, YTBEpPXKACHHBIH MpukasoM MuHHCTEpCTBA
obOpazoBanus u Hayku Poccuiickoit @enepammu ot 17.05.2012 Ne413y;

- mpuka3 Munobprayku P® ot 29.06.2017 Ne613 «O BHeceHMM W3MeHEHHH B (elepalbHBIA TOCYAAPCTBEHHBIN
00pa3oBaTeNbHBIA CTaHZApPT CpPeJHEero obmero o0pa3oBaHms, YTBEpKICHHBII MNpuKka3oM MuHncrepcTsa
oOpasoBanus u Hayku Poccuiickoit @eneparuu ot 17.05.2012 Nod13y;

- Ilpuka3 Munucrepcra mpocsenienust Poccuiickoir @eneparuu ot 27 nexabps 2023r. Nel028 «O BHeceHnn
M3MEHEHHH HeKOTophle MpHKa3bl MunuctepcTBa 00pasoBanus 1 Hayku Poccuiickoit ®enepaunn u MuHncTepcTsa
npoceuennss Poccuiickoit  ®epepanum, kacarommecs —(enepanbHBIX TOCYJAapCTBEHHBIX — 00pa3oBaTENbHBIX
CTaHAPTOB OCHOBHOTO 001MIero 00pa3oBaHus M CPEAHET0 00IIero 00pa3oBaHmsy;

- npuka3 MunucrepctBa npocemenuss PO or 17.05.2022 Ne336 «OO0 yrBepikiaeHun mepedns npodeccuil u
CIEUMAIbHOCTEH  cpefHero NpodecCHOHANLHOTO 00pa3oBaHHS W YCTAHOBIEHHMM COOTBETCTBHS OTHENbHBIX
npodeccuii W CHENMATBHOCTEH CpefHero Npo(ecCHOHATBHOrO 00pa3oBaHMs, YKAa3aHHBIX B ITHX IEPEYHSIX,
npodeccusM M CHEHUANBHOCTIM CPeIHEro HpoecCHOHANBHOrO 00pa3oBaHMUA, IEPEYHH KOTOPBIX YTBEPHKIEHBI
npukazoM MunuctepctBa 00pasoBanus u Hayku Poccuiickoit @enepamyu or 29  okrabps 2013r. Nel199 «O6



yTBEPXKICHUN MepeuHed mpodeccuit M crenuanbHocTer Poccuiickoir ®Demepanun cpeaHero mpodecCHoHaIbHOTO
00pa3oBaHUs;

- mpuxa3 MunuctepctBa mpocsemieHus Poccuiickoit @enepamuu ot 24.08.2022 No762 «O06 yreepxknenun [lopsiaka
OpraHM3allid ¥ OCYIIECTBIEHHSI 00pa30BATENbHOM AEATENBHOCTH MO 00pa3oBaTeNbHBIM MPOrpaMMaM CPEeIHEro
podecCHOHANTBHOTO 00Pa30BaHIY;

- mpuka3 Munnpocsemenus Poccuiickoit @enepamir ot 23.11.2022 Nel014 «O6 yrtBepkneHnn — denepambHOR
00pa3oBaTenbHOM IPOrpaMMBI CPeIHEro 00IIero 00pa3oBaHus;

- mpuka3 Munnpocsenienus Poccuiickoit @eneparmu ot 08.11.2021 Ne800 «O6 yrBepxaenun [lopsaka nposenenus
TOCYyJapCTBEHHOM WTOrOBOM aTTeCTallMM 10 00pa30BaTeNbHBIM IIPOrpaMMaM CPEJHEr0 INpodeCCHOHATBHOTO
00pa3oBaHUsDY;

- npuka3 Munnpocsemenus Poccuiickoit @enepann ot 19.01.2023 Ne37 «O Buecenun nameHenuit B [lopsamox
NPOBEJCHUA TOCYIApCTBEHHOH  MTOrOBOM — arTecTalMd [0  00pa3oBaTeNbHBIM — [IPOTPaMMaM  CPEAHEro
npodecCHOHANBEHOTO  00pa3oBaHMs, YTBEpXKACHHBIA mpHKazoM MunucTepcTBa mpocBeleHns —Poccuiickoit
@enepanun ot 08.11.2021 Ne800»;

- mpuka3 MunoOpHayku Poccuiickoit ®eneparmu, Munnpocsemenus Poccuiickoir ®eneparmu ot 05.08.2020r.
Ne885/390 «O mpakTHyeckoi MOATOTOBKE 00yJYAOIIHXCS,

- pexomenaamun Munmnpocsenienus Poccun ot 01.03.2023r.Ne05-592 «Pexomennanuiu no peanusalud CpeaHEro
o0mero o00pa3oBaHHS B TpeHeNax OCBOCHHS O00pa3OBATENHHON TPOTPAMMBI  CPEIHEr0 MpodecCHOHAIBHOTO
00pa3oBaHUDY;

- micbMo Munmpocsemerns PO ot 20.07.2020 No05-772 «HCTpYKTUBHO-METOUUECKOE TTHCHMO MO OpraHU3alUN
NPUMEHEHUS COBPEMEHHBIX METOAMK M TPOTpaMM MperojaBaHus 1o 00meoOpa3oBaTeNbHBIM JUCIUILIMHAM B
CHCTEME, YYHTHIBAIOMINX 00pa3oBaTeNbHBIE MOTPEOHOCTH 00ydarommxcs 00pa3oBaTeNbHBIX —OpPTaHU3AINM,
peanu3yoNmuX MporpaMMbl CPEIHEro MPoQecCHOHATLHOTO 00pa3oBaHUs;

- Pacnopsoxenne Munuctepctea [lpocemenus Poccuiickoii ®enepamuun Ne P-98 or 30.04.2021 roma «O6
yrBepkaeHun KoHienuuu mpernofaBaHus 001meo0pa3oBaTeNbHBIX AUCLUMIUIMH € YYETOM MPoecCHOHATBHOM
HAIIPaBIEHHOCTH TIPOTPaMM CpeHET0 MpodhecCHOHABHOT0 00pa30BaHMs, PeaTn3yeMbIX Ha 6a3e OCHOBHOTO OOIIETO
00pa3oBaHUsY;

- Ycerag T'BIIOY Oxrs6pbckuii MHOTONPOGUIBHBINA TPO(ECcCHOHANBHBINA KOJUTEIK;

- nokasbHble akThl  ['BIIOY Oxta0pbckuiit MHOrOnpoduibHbIH MpodeccHOHATBHBIN KOIeIXK.

1. Ha ocHoge:

- aHaJIM3a COIMAIbHO-?KOHOMHYECKOTO pa3BuTHs PecryOniku bamkopToctan n ocoOeHHOCTEl pa3BUTHS PErHOHA;

- aHaJM3a MHEHMH paboTozaTelnell 1Mo BOIIPOCY COOTBETCTBHS YPOBHS IOATOTOBKH KBann(UINPOBAHHBIX pabOvmX,
CIJTy’)Kall[MX CUCTEMBI CPEJHET0 MPOeCcCHOHANBHOTO 00pa30BaHusl TPeOOBaHUSIM PErMOHAILHOTO PHIHKA TPY/Ia;

- aKTyaJIbHOTO COCTOSTHHSI M TEHJCHIMH Pa3BUTHsI CUCTEMBbI CPEAHET0 MPOpECCHOHATBHOT0 00pa3oBaHus 0100pEeHO
conepxanue BapuaTuBHOI coctapisromeit [ITICC3, ycTaHOBICHHOM IS paclIMpeHus U yrIIyOJIeHHUs MOATOTOBKU
KBaJIM(UIIMPOBAHHBIX pab0OYMX, CIyXalluX. BapuaTuBHas 4acTh MCMOJb30BaHA Ha yBEIWYCHHE 00beMa BpEMEHH,
OTBCICHHOI'O HAa JUCHUIIJIMHBI 1 MOAYJIN 00s13aTeILHOM YacTH.

2.1 JJononHuTe/bHBIE yYeOHbIe IMCUMIIIMHBI 00111€00pa30BaTeIbHOI0 IMKJIA
Hns oOywarommxcss Ha 0a3e OCHOBHOTO O0IIero oOpa3oBaHUS C IONyYEHHEM CpPEIHEro OO0IIero oOpa3oBaHUS
(ITTICC3) chopmupoBaHbl IO BBIOOPY W3 OOS3aTENBHBIX MPEAMETHBIX OOJNACTe M BBEICHHI JOMONHHUTEIHHEIC
y4eOHBIE TUCIUITIUHBI:

HHJEKC HaumenoBanue DopMbl YueOHas Harpy3ka oOyvarommuxcs (Jac)
JUCIUTUTAH OPOMEKYTOUH | MaKCH- | CaMOCTOs BCETO B T.4 JIa0. U
ot MaJibHas - 3aHATUN MpPakKT.
arrecTanuu TeJIbHas 3aHATUN
pabora
OJlb. 14 PojiHO# SA3BIK -, 13 32

2.2 ®opmupoBaHHe BAPUATHBHOI YacTn
B cootserctBum ¢ pexomenmammsivua @I'OC CIIO mo  cmemmanbsHOcTH 46.02.01 JIoKyMeHTanmoHHOE
obecrieueHre yIpaBiIeHUs 1 apXMBOBE/ICHUE Ha BapUATHBHYIO 4acTh y4eOHOTO 1iaHa Bbiiensiercs: 820 yacos.

O0ObeM uacoB yueOHON HAarpy3KH BapHAaTUBHOM YacTH MCIOJIB30BaH CJIEYIOIINM 00pa3oM:

HMupekcel HUKIOB Pacripenenenne BapuaTUBHOW YacTH MO LIUKIAM
BCEro Ha yBennuenue o0bpeMa Ha BBencHue
Y4eOHBIX AUCIUILTUH, JIOIIOJHUTEIbHBIX
MJIK Y4eOHBIX JUCIUILIHH




CI1.00 106 56 50
OI1.00 442 274 168
IIM.O0 272 272 -

Bcero 820 602 218

BapuaTtnBHas yacTh HCIIONB30BaHA TSI YTAYOIEHHOTO N3y4eHUs yueOHbIX aucuurummH, MJIK:

Nnnex
C
JIACITA
TUTHH,

MK

HaunmenoBanue
JUCLUILINH,
MJIK

Komuu
€CTBO
4acoB

O060CHOBaHHUE BBEAECHUS

CIL.01

Hcropus Poccun

14

Jlnst paccMOTpeHuUs BOIPOCOB!

MexnyHapoaHble OTHOLIEHUS [OCE BTOPOM MUPOBOM BOMHBL [lo3uuuu pepxas
no orHomeHuto k I'epmanun. O6paszoBanue I'/IP u ®PI'. Ilognucanne MUpPHBIX
noroBopoB.PocT  aHTHKOJOHMANBHOrO JBIDKEHHS Poccuificko-  repmaHckue
oTHomeHus Ha coBpeMeHHoM 3Tame. CCCP u crtpansl Bocrounoif Epomsl.
VrBepxaeHue camoctosTensHoi ponu Amnonuu B mupe. Ilepectpoiika B CCCP:
nenu ¥ ux peanusanus. CoBpeMeHHbIE MeKIyHapoHble OTHOMEHNA. KynbpTypa u
JyXOBHas XM3Hb coBpeMeHHOH Poccum ['eomonmruyeckue (pakTopsl B MHPOBOM
pa3BuTuu 1 coBpeMeHHOCTh. HoBas Poccus B HoBom mupe. [lesrensHocts PO no
YKPEIUICHHIO MHpa M CO3MAHHI0 YCTOMYMBOM CHCTEMBI MEXAYHAPOLHOM
OezomacHocTH. MeXAyHapOAHBIA TeppopH3M, ero uctopudeckue kopau. PCOCP
Ha «mapage cysepeHutetoBy». PecmyOmmku CCCP: 0T HapomHBIX (POHTOB K
JeKIapanusaM o He3aBUcHUMOCTH. Poccuiickoe o6mmectBo. ColpanbHble pe3yIbTaThl
pedopm B koHue XX B. — Havane XXI| B. Tpanchopmarus NoJIuTHIECKOIH CHCTEMbI
B Hayasie XX| B.: MOMCKH MyTel CTA0MIM3aIMK TOCY IapCTBCHHOCTH.

CIL.02

WNuoctpanHbiil
SI3BIK B
npodeccrnoHanbH
O IeITeNBHOCTH

14

Jlng paccMOTpeHuUst BOIPOCOB:

BeinmonHenue TrpaMMaTH4eCKMX YOpaKHEHHH Ha ynoTpeOiIeHHe apTHKIA C
CYIIECTBUTENBHBIMU B SAMHCTBEHHOM M BO MHOXECTBEHHOM HHucIe; 00pa3oBaHMe
TIPUTSDKATENBHOTO TIajiexka; 00pa3oBaHME YTBEPAHTEIbHBIX, OTPULATENBHBIX M
BOIPOCHTEJBHBIX NMPEVIOKEHNH B HACTOSMIEM MPOCTOM BPEMEHHU. BhimomHeHne
IPaMMaTHYECKUX YNpPAXHEHHH Ha TPOIIEAmEe IPOCTOE BPEMS, COCTAaBICHHE
00mmKX, CHENHaNbHEIX, aJbTEPHATHBHBIX pAa3/IENUTEIbHBIX BOMPOCHTEIBHBIX
npemtoxernii. CioBooOpasoBanme

CI1.03

Be3omacHoCTh
JKM3HEIEATEIBLHOC
™

14

JLnst paccMOTpeHHUs. BOIPOCOB!

«CpencTBa MHAMBUAYAIbHOH 3alIMTBI OT OPYXHS MAaCCOBOTO MOPAKEHUS.
N3yueHne W BBINOJIHEHHE HOPMATHBOB MO HajeBaHWI0 TpoTuBoraza u O3K».
«MogenmupoBanue 1 0TPabOTKa MOPSAAKA M TPABHUN ASHCTBUI NPU BOSHUKHOBEHUH
noxapa. O3HaKOMJIEHHE C CPEACTBAMHU INOKAPOTYIIEHHS B Kolemxke. llman
3BAKYallMd B 00OPa30BATENLHOM YupexkJeHHH». Mojenu moBeJeHHs HpU yrpose
TEPPOPUCTUIECKOTO aKTa B 00pa30BaTENbHOM YUpPEXKICHNH, MyTH BAKyalud MPH
HETIPEIBUICHHBIX CUTYAIHSIXY.

CIL. 04

dusnyeckas
KyJbTypa

14

Jlns paccMOTpeHuUs BOIPOCOB:

Texnuka mpeDkKa B LmMHY ¢ Mecta. OOydYeHMe TEXHMKH MCTAaHHMS TPAHATHL
CoBepUICHCTBOBAHHE TEXHUUYECKUX MpHUeMoB B Oackerboie. Texunka mrpadHoro
Opocka

OI1.01

DKOHOMHKA
OpTaHU3aIIH

38

Jlnst pacmmpeHns U yriryOneHus comepKaHus ydeOHOW AMCUIUIIIMHEIL, YMEHHH,
3HAaHWI B COOTBETCTBHH C NOTpeOHOCTSAMH paboromatenell M 3ampocaMu
PErHOHAIBHOTO phIHKA Tpyna. st paccMoTpenust Bonpocos: — OTpaciieBbie
0COOCHHOCTH OpraHM3allid B PHIHOYHOH OSKOHOMHUKH, OCHOBHBIE
cpencrea, Kaapsl npeanpustus U Npou3BOAUTENBHOCTh Tpyna, Omnara
Tpyna, llenoobpazoBanue

OI1.02

MeHeKMEHT

38

Jis pactMpeHuss U yriyOJICHUS COACpKaHHs YYIeOHOHM TUCIIHIUTHHBL,
YMCHHH, 3HAaHUI B COOTBETCTBHHU C IOTPEOHOCTSIMHU paboTomarencit u
3allpocaMH  PETMOHANBHOTO pBIHKA Tpyaa. s  paccMoTpeHus
BonpocoB: OcCOOEHHOCTH MEHEIXKMEHTa, THIbI OpPTaHU3aIMOHHBIX
CTPYKTYp U UX CPaBHHUTEJbHBIE XapaKTepUCTUKH, [{UKII MeHEemKMEHTa.
Casizymonue npouecchl. [I[pHHIUIBI  TOCTPOCHUSI  OPraHU3AL[HOHHON
CTPYKTYpbl ympasieHus, CymHOCTb W BHIBl  KOHTpOJISI B
OpraHu3aluy, XapakTtepucTuku 3(p(HEKTHBHOTO yIpaBICHYECKOrO
koHTposss, CucTeMa  METOAOB  VOpaBIEHHUSA.  DKOHOMHYECKOE,




AIMUHUCTPATUBHOC W COLUAJIBHO-TIICUXOJIOTUYCCKOC BO3)I€I>1CTBPI€,
3aKOHBI K IIPUEMBI JE€JI0OBOT'O O6HICHI/I$[, Mertoauka TMPUHATUA peIIIeHI/Iﬁ

OII. 03

Ipodeccuonansu
as  JTHKA H
TICUXOJIOTHSI
JIETIOBOTO
oOmIeHUs

38

3HAHUS M YMEHHUS JUCHUIUTHHBI HATIPABJICHBI Ha!
- opMupoBaHue y OyIYIIET0 CCIUAINCTA HHTEPECa K TIO3HAHUIO IPYTOro
YeJIOBEKa, CAMOTIO3HAHUIO, K TPO(ECCHOHABHOMY CaMOCOBEPIICHCTBOBAHHUIO;
- PaCKpHITHE 3aKOHOMEPHOCTH COLUATBHO-IICHXOJIOTHYECKHX MPOIECCOB,
TPOMCXOIANINX B TIpoIiecce MPodhecCHOHATBHOM ISATEIBHOCTH,
BHYTPHUTPYIIOBBIX, MEKIHYHOCTHBIX OTHOIICHUSX CPEIH JIOICH;
- hopmupoBaHKe HABBIKOB MPO(ECCHOHALHOM ATUKU 1 yMEHHUS OPHEHTHPOBATHCS
B CJIOKHBIX CUTYAIUsX, BOHUKAIONINX B POM3BOACTBEHHOI JIESTEILHOCTH U B
nporecce 00CTyXUBaHHSA, 9YTO 00ECTICIHT OYAYIIMM CIEIHATNCTAM BO3MOKHOCTB
PaIMOHAIILHO PACIPE/IeTIATh CBOK CHIIBI  CIIOCOOHOCTH, TIOJy4aTh ONTUMAIbHbIC
PE3YJIBTATHI IESATEIBHOCTH.

OI1.04

[IpaBoBbIE OCHOBBI
NpoQecCHOHABHOM
JeATENbHOCTH

46

Jns pacmmpenus u yrmyOneHHs copepKaHWs y4eOHOH MUCHUIUIMHBI, YMEHHH,
3HAaHHH B COOTBETCTBMM C TOTPEOHOCTSAMU padoTojaTeNell U  3ampocamu
PETHOHANBHOTO PhIHKA TPYAa. [N paccMOTpeHHs BOIPOCOB TakuX Kak: TpynoBoit
JIOTOBOD: MOHATHSA, BUIBI, cofiepkanue. [IopAIoK 3aKkiI04eHNs TPYI0BOTO 10TOBOpa
U OCHOBAaHHA NI €ro mpekpanieHus, Pestome mo TpyaoycTpoiicTBy, 3apaboTHas
miara, [IpaBoBoe peryiampoBanue 3apaboTHOi miaTel, HanbaBku W moIUIaTHI,
JucuuiuiiHa TpyAa, AUCUMIUIMHApHAs W MaTepHalbHas OTBETCTBEHHOCTD,
TpynoBsle criopsl 1 MOPANOK MX paccMoTpenus, bespaboTuia n e€ mocneacTBus.
Posb rocyapcTBEHHOTO pEryiIMpoBaHHS B 00ECTICUEHHH 3aHATOCTH HACEICHMS.
3akoHonatenscTBO P® o 3aHATOCTH B TpyHOycTpoicTBe. [ocyrapcTBEHHBIE
OpraHbl 3aHATOCTH HaceleHus. [IpaBo commanbHOH 3ammThl rpaxnad. [IpaBoBoit
cratyc 6e3paboTHOTO.

OI1.05

NupopmannonHsie
H
KOMMYHHUKaIIHOHHBI
€ TEeXHOJIOTHH

38

Jns pacmmpenus u yrmyOneHHs copepiKaHus y4eOHOH MUCHMIUIMHBI, YMEHHUH,
3HAaHUI B COOTBETCTBUM C TOTPEOHOCTSAMU paboTojaTeleil M 3ampocaMu
PETHOHANBHOTO PBIHKA TpyAa. s paccMOTpeHHUs BOIPOCOB!

[IpuHIMIB 3aUTH HHGOPMALIMK OT HECAHKIIMOHUPOBAHHOTO focTyma. [IpaBoBoe
oOecrieyeHHe  NPUMEHEHHS  MH(QOPMALMOHHBIX  TEXHOJOTHH ¥ 3allMThI
nHdopmanun». bpaysep. IIpumepsl paboTel ¢ MHTEpPHET-Mara3MHOM, HHTEPHET-
oubmnotexoit u mp. Ilomckossie cuctemsl. [Ipumep momcka HMHpOpMamuu Ha
TOCYJapCTBEHHBIX ~ oOpasoBaTeNbHbIX — mopranax. OcylecTBieHHe — TOHCKa
HHGOPMALNN WM HHPOPMALHOHHOTO 00beKTa B TEKCTe, (haiiioBBIX CTPYKTYpax,
Oazax pmanHbIX, cetn MHrepHer. Co3jaHue SAIMKA 3NEKTPOHHOW TMOYTHI |
HacTpolika ero napametpos. @opmupoBaHue afpecHON KHUTH.

CouuanbHble ceTH. DTHYECKHE HOPMBI KOMMYHUKaluid B MHTepHere. UHTEpHET-
KypHansl 1 CMU.

OII. 06

Pycckuit  s3pIk B
NpoQecCHOHATbHOI
JeATENbHOCTH

38

Jlnst pacImupeHus U yriuyOIeHus coaepkanus yaeOHOH JUCIATLTHHBL, YMEHHUH,
3HAHUH B COOTBETCTBUHM € MOTPEOHOCTSIMH paboToaTeNel U 3anmpocamMmu
PETHOHANBHOTO PHIHKA TPyAa. I/ pacCMOTPEHHS BONPOCOB: DIEMEHTHI PEUEBOTO
3THKETA: IPUBETCTBHE, IPeCTaBlIeHNe, 00palieH e, 3HAKOMCTBO, TIPUTIAIIEHHE,
TI03/ipaBIeHNE, POIIAHNE

OI1.07

Komnsrorepnas
00paboTka
JIOKyMEHTOB

38

Jnis pacimpeHust U yriayOlneHns copepkaHusi y4eOHOH JUCHHIUIMHEI, yMEHNH, 3HAHUH B
COOTBETCTBUM C TNOTPeOHOCTAMM paboTofaTeneil M 3ampocaMd PErHOHANBHOTO PhIHKA
TpyAa. i paccMOTpeHHMs BOMPOCOB: BiusHHE HaydyHO-TEXHMYECKOro Mporpecca Ha
JIOKYMEHT M JIOKyMEHTHpOBaHHe.  MaTepHalibHble  HOCHTENIH  MHDOPMALMH
Obmepoccuiickie knaccupukaropsr (OKY[, OKIIO, OKB3/, OKVYH). ®3 «0O6
NMEKTPOHHOH MOAmHCH», [IpUHIWMNB YHHGUKALMH M CTaHAAPTU3ALMH JIOKYMEHTOB,
PaspaboTka (mpoexrupoBanme) Omanka opranu3anud, OQopmieHHe OCHOBHBIX BHJIOB
OpraHH3alMOHHO-PACTIOPAAUTENbHBIX  TOKYMEHTOB, OQOpMIEHHE OCHOBHBIX BHIOB
CHPaBOYHO — HHGOPMALMOHHBIX TOKYMEHTOB.

MJIK.
01.01

JloKyMEHTalMOHHOE
obecreueHne
yIpaBJIeHUSA

68

Jlns pacuupenus u yroiyOJieHus: colepxanus yueOHOH JUCIHUIUIMHEL, YMEHHI, 3HAHUI B
COOTBETCTBUU C TMOTPeOHOCTSAMH paboTomaTeNneil M 3alpocamMd PErHOHAIBHOTO PHIHKA
Tpyma. it paccMOTpeHHs BOMPOCOB: BimsiHiE HAyYHO-TEXHHUYECKOTO IpOrpecca Ha
IOKyMEHT ¥  JOKyMEHTHpOBaHWE.  MarepuaipHple  HOCUTENH — WH(OpMauu
Obmepoccuiickie knaccuduxaropsr  (OKY[, OKIIO, OKB3/, OKVYH). ®3 «06
9JEKTPOHHON moxmucyy», I[IpuHIMNBl yHM(UKAIMKM M CTaHAAPTH3ALMH JOKYMEHTOB,
Paspabotka (mpoekTnpoBanue) Onanka opranusanud, OdopMiIeHHE OCHOBHBIX BHIOB
OpraHru3allMOHHO-PACIOPAAUTEIbHBIX lIOKyMeHTOB, O(l)OpMJ'ICHI/Ie OCHOBHBIX BHUI0B
CIIPaBO4YHO — HH(bOpMaL[I/IOHHl)lX lIOKyMCHTOB

MJIK.
01.02

Opranuzauus
CEKPEeTapCKOro
00CITy>KUBaHHUS

68

Jlnst paccMOTpeHus BOIPOCcOB: Ponlb cekperapst B CTPYKTYpe HOKYMEHTAIHOHHOTO
obecrmeueHnst ynpasneHus. Kareropuum cexperapedr. CymHocTh ¥ creruduka
JIeATENbHOCTH _cekperaps-pedepenta: (YHKIMM MO JOKYMEHTALMOHHOMY H




0e310KyMEHTHOMY 00€CIICYEHHIO YIpaBleHHs, NPO(ecCHOHAIbHbIC 3HAHUS U
HaBbIkU. McTopust cekperapckux ciyx0 B JopeBonmronuoHHoi Poccunm u B
COBETCKOE BpeMs. Bo3pacTaHue 3HAYCHUS CEKPETapcKkoro oodcnyxupanus B 1990-¢
r.r. Ponb cexperaps B COBpEMEHHOM YIpPaBIEHUYECKOM ammapate U B CTPYKType
cyx0b1 JJOY. McTounukn moucka paboTHI: TpaJMLMOHHBIE U COBPEMEHHBIE, HX
JOCTOMHCTBA M HenoctaTku. IIpaBuna cocranenus pestome. CobecenoBaHue c
paboTogaTeneM, Kak TJaBHBIA 3Tam TPYOOYCTPoWcTBAa. Amamramms Kk pabote
cexperaps. Bumel apmamrtamum  (mpodeccHOHaNbHAS, TMCHXO(QU3HOIOrHYecKas,
COLMATBHO-TICHXOJIOTHIECKas,

Oprann3annonHas). PanmoHanbHas opraHmamus pabodero MecTa CeKpeTapsL.
ABroMartu3alusa cekpeTapckoro Tpyna. IlpaBuna panuoHanbHOH IIAHUPOBKH
pabodgero Mecra.

[lpaBuna pasMemenust MHGOPMAUMK B NPUEMHOH. YCIOBHS Tpyna cekpeTaps.
daxrtopsl, BMAOLME Ha PpabOTOCIOCOOHOCTh: CAHMTAPHO-THTHEHUYECKHE,
9CTETHYECKHE,  NCHXO(U3UONOTHYECKHE,  COLHMANBHO-  ICHXOJOTHYECKHE.
Crenuduka paboThl cekperaps B npueMHol. OpraHuzalus npuemMa noceTuTeNei:
JOKJIaJl PyKOBOJUTEII0, YTOUHEHHUE BPEMEHU IIPUEMA, PETUCTPALUs [IOCETHTENEH.
OOmuit nopsnok mpuema. Bumbl mpuemoB. [IpueM coTpyIHMKOB MO TEKyLIMM
Bompocam. [IpreM coTpyIHMKOB 1O JINYHBIM BOTIPOCAM.

[Ipuem mocetuteneil u3 APyrux opraHm3amuil. 3ajauu CEKpeTaps B OPraHHU3ALUH
npueMa JIenoBbIX mapTHepoB. [Ipuem KoMaHAMpOBaHHBIX paboTHHKOB. [IpaBmima
NIPUTOTOBNEHMS W CEPBUPOBKH TIPH Mojade dasi, Kode, MPOXIaguTeIbHBIX
HAIIUTKOB.

MJIK.
02.01

TocynapcrBennsie
MyHHIHUTATbHbIE

)i

apXWBBl M  ApPXHBBI

opranuzaiuii

68

Jns pacemotpenus Bonpocos: 1991 r. Vka3 «O HauuoHanu3auuu apxuBoB
KIICCy, «O mepesaue B rocyAapCTBEHHBIE ap- XHBbI JOKYMEHTOB OBIBIIETO
Komurera rocynapcteernoit 6e3omacaoct CCCPy; [Tocta- HoBneHue «O
pa3BuTuM apxuBHoro jena B PCOCPy; 1992 r. « O6 yTBepskaeHHH TONOKE - HUS O
Komurete mo senam apxuBoB npu npasutensete PO u cetu denepanbHbIx
rocyzap- CTBEHHBIX apXHBOB M LIEHTPOB XpaHeHHs HOKyMeHTauum»; 1993 .
«OcHoBBI 3aK0oHOaTElNb- cTBA «»O0 apxuBHOM donpe PD»; 1994 r. Yka3
[Ipesunenra PO «O6 yrBepxnennu [lomo- xenus 00 ApxusHom Gorme PO n
[Monoxenns o ['ocynapcTBeHHON apxuBHO# ciyx0e Poc- cumy».; 1995 T.
[Mocranosnenne «O6 yrepxaenun [10n0KeHNs 0 TNIEH3UPOBAHUH JIESTENb -
HOCTH 110 00CIIEI0BAHMIO COCTOSTHUS apXUBHBIX (JOHJIOB, SKCIIEPTH3E, ONUCAHHIO,
KOHCEpBa-

LMW, ¥ PECTaBPALMK apXUBHBIX JOKYMEHTOBY. «[IpUHIIUIIBI 1 KOMMEHTapUH
3THYECKOTO KOJIeKCay. 3aKOHOJATeNbHbIC H HOPMATUBHBIE JOKYMEHTHI,
pernamentupyomue paboty deaepanbHOro apxUBHOIO areHTcTBa. OCHOBHbBIC
nonHoMouns Pocapxusa. Onpenenenue NOHATHI «JOKyMEHTAIbHBINA HOHI»,
«apXUBHBIN (HOH]] THIHOTO MPOUCKOK-

JEHUN», «apXUBHAS KOJIIEKIHA», «00bEIMHEHHBIN apXUBHBIA HOHI».
Opranu3anys 10KyMEHTOB B Ipe/ellax apXUBHOTO (OHA.

Cucremaru3anus JOKYMEHTOB B Tipezienax (oHza.

MJIK.
02.02

Meropyka 1 pakTuKa

APXUBOBEACHUA

68

Opranu3anys nepeaadn el B apXuB opraHu3alun PaccMoTpenne moHATHS
«yTpaBJeHNE apXUBHBIM 1e70M». COBpeMEHHAs OpraHn3alys ap- XMBHOTO JeNa B
Poccuu. ObmerocyiapcTBeHHbIE MEXaHU3MBI H OPMBI PETYIMPOBAHHS 1
yHpaBneHus apXuBHbIM AenoM Poccun. @opmbl peanuzanuu
00IIerocy1apCTBEHHOTO PETYJINPOBAHKS U YIIPABIECHHS apXHBHEIM JIe-

1oM Poccun. Yrpasnenue apxuBHeIMHU yupexaeHuamu Poccuu. Paccmorpenue
TIOHATHSA «IKOHOMHKA aPXMBHOTO Je71a» M 3aBUCHMOCTD SKOHOMHKH apXUB-

HOTO JIeNa 0T 00IIeIKOHOMHYECKHX TIPOLECCOB B CTpaHe. ApXUBHI B MOCKOBCKOM
rocymapctee XV-XVII BB. Apxussl B XV Beke. ['ocynapesa Kasna. [apckuii
apxuB. ApXUBbI IPUKA30B U IIpHKa3Hoe Aenonpon3BoicTso B X VII Beke.
OcHnouble kateropun: ['ocyaapesa Kasna, [lapckuit apxuBs, ctoun, cronberr,
TeTpajib, «a30yku», «rasbl». Apxusbl B Poccuiickoii nmnepun XVIII — Hau. XX
BB. BeoMcTBeHHBIE apXuBbI (apXuBBI opranu3anuii). [lonstne 00 apxuBax
rOCYJapCTBEHHBIX U HETOCYJAPCTBEHHBIX OpraHu3aluii. Buasl apxuoB
TOCYJapCTBEHHBIX U HETOCYJAPCTBEHHBIX OPraHU3aLMiA, HX CTaTyC,
B3aHMOOTHOILIEHHUS C FOCYapCTBEHHBIMU apxuBaMu. OCHOBHbBIE

(yHKIMY BeIOMCTBEHHBIX apxuBoB.IIpoOnemMa BeTOMCTBEHHOCTH B COBPEMEHHOM
poccuiickoM apXMBHOM JIeJIe M apXUBHOM M0- TUTHKE rocyaapcTsa. PaccMoTpeHue
TIOHSTHS «IeTO3UTAPHOE XpaHEHHE) (OTpacieBble ap- XuBHbIE (OHBI). OpraHsl,
HaJIeIIsIeMble IPABOM JIETIO3UTAPHOTO XPAHEHHS M HCTIOIb30BAHUS




00pasyeMbIX ¥ XpaHUMbIX (OHI0B. OrpaHHUeHHO-TIyOJIMYHBIN, TOBEPUTEIBHBIH 1
3aKPBITHIIA

Bcero

602

BapI/IaTI/IBHaﬂ HaCTb MCIIOJIB30BaHA IJIs1 BBCACHUA JOIIOJTHHUTCIIBHBIX yqe6HI>IX JUCHUIIINH, MHK

Wunekc
JUCIATLIT
HH,

MJIK

HaumenoBanu
e
JUCLIMILINH,
MJIK

Koanuec
TBO
JacoB

OO00CHOBaHKE BBEACHUSI

CIL.05

bawmkupckuii
SI3BIK
(rocymapcTBeH
HBIH)

50

3HaHUA ¥ yMEHUA JUCLUILIMHEI
Ha:

- COBEPIICHCTBOBAHNE yYMEHMH M HABBIKOB 00YYaeMbIX: S3BIKOBBIX, PEUEMbICTHTEIbHBIX,
opdorpauaeckux, MyHKTYalHOHHBIX, CTHINCTHIECKIX;

- hopmupoBanue QYHKIMOHATBHONR TPAMOTHOCTH 1 BCEX BH0B KOMIECTEHIHH (I3bIKOBOH,
JIMHTBUCTHIECKOH (A3BIKOBEIUECKOIT), KOMMYHHKATHBHOM, KyIbTYPOBEIIECKOH;

- COBEpPLICHCTBOBAHHE YMEHHMH OOYYarOIIMXCSI OCMBICIMBATh 3aKOHOMEPHOCTH
A3bIKa, MPAaBUIJIIbHO, CTUJIMCTUYCCKHU BCPHO UCIIOJIB30BATH A3BIKOBBLIC CIAWMHUILLI B
YCTHOM U NMMCBMEHHOM pe4M B Pa3HBIX PEUEBBIX CUTYyaLUsX;

- JanbpHeillee pa3BUTHE M COBEPIICHCTBOBAHHE CIIOCOOHOCTH M TOTOBHOCTH K
pEeYeBOMY B3aUMOJACUCTBUIO U COLMAIILHOM ajanTalluy; FOTOBHOCTU K TPYJOBOM
JIeSITeIbHOCTH, OCO3HAHHOMY BBIOOpPY npodeccry; HaBBIKOB CAaMOOPIaHU3ALMH U
caMOpa3BUTHs]; HHPOPMAIIMOHHBIX YMEHHH W HaBBIKOB.

«bamknpckuit A3bIK (rocy1apCTBEHHBIH ) HATIPaBICHbI

OI1.08

OCHOBBI
JIETTOTIPOU3BOJT
CTBa

68

Bunel v Ha3HaueHue cIyXeOHBIX TOKyMeHTOB. ClpaBO4HO-HH(MOPMAHOHHAS
zoxyMeHTanus. CiysxeOHble ichMa. Buabl ciyxeOHbIX muceM. [IpaBuia coctaBieHus
TeKCTa JIeNI0Boro muchMa. TemerpaMmbl, TenedoHorpaMMbl, hakcsl. JokmaHeie 1
00BACHUTENBHBIC 3AMUCKH. [IPOTOKOIN U BBIMHCKA M3 NPOTOKOJIA.
CnpaBouHo-aHanuTHyeckas fokyMeHTauus. CiyxeOHas cupaBka. Ciry)xeOHbIEe aKkThI
Jlpyrue BUbI CIPaBOYHO-aHAUTAYECKON JOKYMEHTALMH (CBOIKA, 3aKIIOYCHHE, OT3bIB,
TepeyeHb, CIHICOK).

OI1.09

Tl'ocynapcTtBen

Hasa n
MYHUIUNAJIBH

as ciryx0a

100

[ocynapcTBeHHas 1 MyHUIMTIATBHAS cTyx0a [IpaBa, 00s3aHHOCTH, 3amPETH U
OTpaHMYEHHUS], CBA3aHHBIE C TOCYAAPCTBEHHON (MyHULIHIAIBHOM) CITyKOOH.
ComyasnbHble TapaHTUH TOCYJAPCTBEHHBIX (MYHHUIMTIATBHBIX) CITYKaIIHX.
[TencnoHHOE 00OECTICUeHHE TOCYAPCTBEHHBIX (MYHHIUIAIBHBIX) CIYKAIIUX.,
Posb 0THETBHOrO TOCYAAPCTBEHHOTO (MYHHLMIIANIBHOT0) CITYKALIETO B CUCTEME
rOCYIapCTBEHHOTO (MyHHMIMIIAIBHOTO) yipasneHus. Kagposas monuTuka u
KajipoBas paboTa B CHCTEMe rOCYIapCTBEHHOM (MYHHUIUNATIBHON) CITyKOBI.
JlOIKHOCTH TOCYIapCTBEHHOM TPaXIaHCKOH (MYHULMIIANBHOM) CITyXO0bl 1
IPUHIHIIBI JODKHOCTHOTO pocTa. OCHOBHBIE ITaIlbl IIPOXOKICHHUS
rOCy/IapCTBEHHOM (MYHHIIMIIANBHOM) ciy>k0bl. TpeboBaHUs K cIyKeOHOMY
TIOBEJICHUIO 1 TIPOeCCHOHATLHOM KYIBTYpe TOCYIapCTBEHHOTO
(MyHHIMTIATBHOTO) cyxamero. KoHGIMKT MHTEpecoB Ha roCcyAapCTBEHHON
(MyHHIUTATBHOMN) ciyxk0Oe. PeopMupoBaHye HHCTHTYTOB TOCYIaPCTBEHHOM
(MyHHIUNANTEHOM) cyx06b1. Opranu3aims rocy1apcTBEHHON U MYHHIUTIATBHOM
cayx0bl 32 pybexoMm

Bcero

218

1.3 TpeodoBanus k yciaoBusim peanusanuu [IIIKPC u k oueHuBaHnIo KayecTBa

[IICC3 nmo cnernumansaoctn 46.02.01 JokyMeHTanIMOHHOE 00ecTieueHUe YIIPABIEHUS U apXHUBOBEICHNE
paspabortana B cooTBercTBHM ¢ TpeboBaHusMu PI'OC kx opraHuzanuum 00pa3oBAaTENBHOrO IMpolecca, K
obecriedeHUI0 MpaB  oOyyaromuXcs, K MaTepHaJbHO-TEXHHYECKOMY, KaJIpoOBOMY OOECIICUEeHHIO
00pa3oBaTenpHOTO TpoIiecca.

[IporpamMma MOATOTOBKY CIEIUATUCTOB CPETHETO 3BEHA CPEeTHETO MPOPEeCcCHOHATLHOTO 00pa30BaHUs IO
cneunanbHocTH  46.02.01 JlokyMeHTallMOHHOE OOecIieueHUe YNpaBICHUS U apXMBOBEICHHUE IO3BOJISET
MMOATOTOBUTHh KBaJHU(PHUIMPOBAHHBIX pabounx B coorBercTBUU ¢ TpeboBanmsmu DI'OC CIIO x
pesyasTaTtam ocBoerms TIIICC3, k crpykrype IIIICC3, k ycioBusM ee peaau3alnud, K OIICHHBAHHUIO
kadectBa ocBoenusi IIIICC3, a Taxke 3ampocam paboromarenell mnpeanpuatuii r.OKTIOpbCkui U
Pecny6nuku Bamkoprocrtas.

3axmovenue padoroaaressi: BHeaputs [ITICC3 B yueOHbIi mporiecc.
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