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1. OBHIIME IMOJOXEHUSA
1.1.ITosicHuTEeNIHLHAS 3aNIHCKA

JononHutensHas npodeccruoHanbHas Iporpamma MTOBBIIICHUS
kBammdukanuu (namee — JIIII) «Jlemompou3BonCTBO U apXWBHOE JIEIO»
IpenHa3Ha4YeHa Ui JIML, UMEIOLIMX cpeqHee NpodecCHOHaIbHOE WM BEICIIEE
obpazoBaHue.

AxtyansHocTh U 3Hauenue JIII «/lenompon3BOACTBO U apXUBHOE LETIO»
ompenensieTcss  T€M, YTO  CErONHS  COBEPIICHCTBOBAaHUE  YIIPaBICHUS
IIPOU3BO/ICTBEHHO-X O3S ICTBEHHBIMU CHCTEMaMH, MTOBBIIIICHAE YPOBHS
oprau3anvy 1 3QGEeKTUBHOCTH YIPaBICHIECKOTO TPyda BO MHOI'OM 3aBHUCUT OT
TOr0, HACKOJIBKO PAlMOHANIBHO MOCTABICHO B OPTaHMU3alMSIX M Ha MPEANPUSITUSIX
JeJNONPOU3BOACTBO. YMEHHME OOIaThCsi IOCPENCTBOM  JICTOBBIX — OyMar,
OCYLIECTBISITh IPABUIBHOEY NETOMPON3BOJICTBO — OJIUH U3 (aKTOPOB JEIIOBOTO
ycnexa. ['pamotHO #u 3(QGEeKTHBHO OpraHW30BaHHOE NIEJOIPOM3BOICTBO,
IOPUIMUECKU IPaMOTHO COCTaBJICHHEIN U OQOPMIICHHBIA TOKYMEHT CIIOCOOCTBYIOT
NOBBIIIIEHUIO CKOPOCTH M Ka4yecTBa IPHUHATUS YIPABICHUECKUX pPEIICHUH,
CHIDKEHHIO CTEIIEHU WX PUCKA, SKOHOMUH BPpEMEHU PYKOBOIUTEIIEH.

JIII permamMeHTHpyeT LeNH, OXHAAaeMbIE pe3yJIbTaThl, COACpPKaHUE,
TEXHOJIOTUM peanu3anuu 00pa3oBaTeNbHOTO MpoIlecca W BKIIFOYaeT B ceOs Ieib,
IUIaHUpPYEMBble pe3ylbTaThl O0ydeHus, y4eOHBIN IUIaH, KaJCHIApHBIA YUeOHBIN
rpaduk, paboume MporpaMMbBl y4YeOHBIX IPEAMETOB, KypCOB, IUCIIHILUIMH
(Momyiei), opraHu3aldOHHO-TICNArOTHYECKUe YCIOBHS, (GOPMBEI aTTECTAIWH,
OIICHOYHBIE MaTEePHUAIHI.

B pesyneraTe ocBoeHus nporpammbl JIIIII moBeimeHus kpamudukauu
«J1emonpon3BOACTBO U apXUBHOE AeN0» HOPMUPYIOTCS CIEeAYIONIe KOMIIETEHITHH:

Brnagenve HaBBRIKAMH JOKYMEHTAITMOHHOTO OQOPMIICHUS peIIeHUH B
YOpPaBICHUH OIEPAMOHHON NEATeNFHOCTH OpTraHM3alliii TpU  BHEIPECHUH
TEXHOJIOTUMYECKHX, TPOXYKTOBBIX WHHOBAIMM WM OPTaHU3AIMOHHBIX M3MEHEHUU
(IK-1);

Branenue HaBRIKaMU aHaIH3a HHOOPMAMH O GYHKITHOHUPOBAHUH CHCTEMEI
BHYTPEHHET0 JOKYMEHTOO0OOpOTa OpraHu3alliy, BeOeHHs 0a3 IJaHHBIX II0
pa3NUYHBIM IIOKa3aTelsiM U (OPMHUPOBaHUA HHOOPMAIIMOHHOTO O0OecIedeHuUs
YYaCTHUKOB OpraHu3auoHHbEIX IpoekToB (ITK-2);

CrocoOHOCTB IPUMEHSATH HHPOPMAIMOHHO-KOMMYHUKAITMOHHEIE TEXHOJIOTHH
B IIPO(ECCHOHATBFHON NEesITeIbHOCTH C BUICHUEM HUX B3aUMOCBS3EH W IEPCIIEKTUB
nions3oBanus (IIK-3);

YMeHrHe BecTHM [OeNOIpPOM3BOJCTBO M JOKyMEHTOOOOPOT B OpraHax
rocy1apcTBeHHON Biactu PO, opraHax rocyJapCTBEHHOHM BIacTH CyOBeKTOB PO,
opragax MECTHOIO CaMOYIIPaBIeHUs, TOCYJAapPCTBEHHBIX H MYHHUIIUIATHHBIX
IIPEANPUATUAX U YUIPEKICHUIX, KOMMEPUECKAX U HEKOMMEPUYECKUX OpPTraHU3alMsIX
(IK-4); |

Bragenue MeromaMy caMOOpraHM3alMU pabodero BpeMeHH, PallOHAIEHOTO
IPUMEHEHUs pecypcoB U  3(QQEKTUBHOrO B3aWMOJAEHCTBUS C  JIPYTUMH
ucnionautensimu (IIK-5).

Ob6pazoBaTenbHas MporpaMMa pean3yercst Ha PyCCKOM S3BIKE.



1.2 HopmaTtuBHBIE JOKYMEHTbI IS pa3paboTKHu JIII
«/le10POU3BOACTBO H AapPXHBHOE J€JI0»

HopwmartusHO-TipaBoByto 6a3y pazpaborku I cocTaBisroT:

—  ®@epnepanpubiii 3akoH 0T 29.12.2012 No 273-®3 «O6 o6pazoBaHHH B
Poccuiickoit @enepaninmy;

— Tlpuka3 Muno6puayku Poccun ot 01.07.2013 Ne 499 «O06 yTBepxkacHAN
ITopsimka OpraHW3alliyd W OCYIIECTBICHHUS OO0pa3oBaTEIbHOU IESTEINBHOCTH IIO
IOTIOTHUTENBHBIM PO eCCHOHATBHBIM IPOrpaMMaM»;

ITpukaz Munobprayku Poccuu ot 01.07.2013 Ne 499 «O6 yTBepXIeHHUH
Ilopsimka opraHu3alyl W OCYIIECTBICHUS O0pa30oBaTENbHOU HEATENBHOCTU IIO
TIOTIOJTHUTENBHBIM MPOGHEeCCHOHATBHBIM IMPOTPaMMaM»»

OenepalbHBIM TOCYIAPCTBEHHBIM 00OpazoBarenbHbI cTaHmapT BO mo
HanpasieHno noarotoBkd 38.03.04 T'ocymapcTBeHHOE MW MYHHUIUINAIBHOE
yIpaBlieHue, yTBEPKICHHBIN mpukazoM MmuHoOpHayku Poccuum ot 10.12.2014 r.
Neo 1567;

OenepallbHBIM  TOCY/IapCTBEHHEBIM - 00pa3oBaTenbHBIM cTaHgapT BO mo
HanpasiaeHnio noArotoBku 38.03.02 MeHemKMEHT, yTBEPXKIECHHBIA IIPUKA30M
Munobpraayku Poccuu ot 12.01.2016 r. Ne 7;

- Yeras OIBOY BO Kuposckuit I'MY Munsgpasa Poccun,
YTBEPXKICHHBIA IpHUKa3oM MMUHHCTEpCTBA 3apaBOOXpaHeHus Pocculickont
Oenepanuy;

- IlonoxeHve o0 MJOMONHUTENBHBIX MNPOPECCUOHANBHBIX IPOrpaMMax
Ilentpa pomomHuTensHOro oOpa3zoBaHus, neicrByromero B @GI'BOY BO
Kuposckuit MY Munznpasa Poccun, yreepxkaeHHoe mpukazoM Ne 140-OJf ot
29.03.2021 r.;

— Ilonoxenuwe 00  WTOrOBOM  aTTecTaldl  OOYYAIOIIHUXCS  IIO
JIOTIOTHUTENLHBIM IIPO(eCCHOHATBHBIM TporpaMMaM LleHTpa OIOTHHTEIEHOIO
obpazoBanus, aeiicteyromiee B ®I'5OY BO Kuposckuit MY Munznpasa Poccun,
yTBepKaeHHOe IIpukazoM Ne 452-O/f ot 02.09.2019 r.

- Tlopsmox mpuéma, BOCCTAHOBIEHMS, IIepeBOJla U  OTUHUCICHUS,
oOyJaromuxcs Mo JOMOIHUTENBHEIM MpodecCHOHABHBIM TporpammaM llenTpa
IOTIOJHUTENbHOro obpazoBanus, neiicteyromee B ®I'BOY BO Kuposckuit IMY
Munznpasa Poccun, yrBepxnerHsii mpukazoMm Ne 451-O/1 ot 02.09.2019 r.

1.3. O0masi xapakTepHCTHKa [ONOJHUTeJbHOH mnpodeccHOHATbHON
nporpaMmal «/les1onpon3BoaCTBO H apXUBHOE JT€JI0»

1.3.1. IDenp o0y4eHmst — COBEpIICHCTBOBaHWE U (OPMHUPOBAHUE
KOMIIETEHIIMA B obOnacté OGOpMIICHWST W COCTaBJICHHS OpPraHW3aI[HOHHO-
PacIOpsIUTENbHBIX JOKYMEHTOB Kak 0a30BOMy IIpOIECCYy B peam3alliyl BCeX
YIPaBIeHIECKUX (YHKITHH.

OcHoBHBIE 3312491 00yUeHHST:
— IIO3HAKOMUTH CIIyILIaTeNed ¢ CHCTEMOM COBPEMEHHOTO TOCYAapCTBEHHOTO
PEeryIupOBaHuUs EIONPOU3BOICTRA, & TAKXKE OCHOBAMHU apXUBHOTO JENa;



— (opMHpOBaTs yMEHHS 110 O(QOPMIEHUIO Pa3TMIHBIX BHAOB TOKYMEHTOB
IEJIOBOTO OOIIEHHS, BEJCHUS apXUBHOIO JENa.

1.3.2. Cpox ocBoenusi — 150 Jacos.
®opma obyyenmsi: 3ao4yHas ¢opma O0Oyd4eHHS C TPUMCHEHUEM
IUCTAHITHOHHEIX 00pa30BaTeNbHBIX TEXHOIOI M. '

Ilo wroram oOy4eHHs OOyJarOIIWMHCS IIOJy4aeT YIOCTOBEpEeHHE O
[IOBBIIIEHUH KBAIU(DUKAIHK YCTAHOBICHHOT0 00pasa.

2. XAPAKTEPUCTUKA KBAJIM®UKAIIMHA BBITY CKHUKOB
IMPOI'PAMMBI IIOBBIIITEHU ST KBAJIMOUKAIIUNA
«JIe10NpoON3BOACTBO H APXHBHOE J€JI0»

2.1.06aacTh npodecCHOHANBHOM JeATeIbHOCTH cIyniaTesieil BKIYaeT:
— OpraHM3aLlUK Pa3iMYHOM OpraHW3alMOHHO-IIPAaBOBOH (OPMEI M OpTraHbI
rOCYyIapCTBEHHOIO ¥ MyHHUIUIIAIBHOI'O YIIPaBICHUS.

2.2.00bexThl podeccuoOHaANLHON JeATeILHOCTH

— IPpOIECCHl peau3alliy  YIpaBIEHUYECKUX pPEIIeHHH B OpraHM3alUAX
OpraHU3aIOHHO-TIPAaBOBEIX HOPM;

— TMPOIECChl pealn3allidl - yIpaBIeHYECKHX pEIleHHd B  OpraHax
rOCyAapCTBEHHOIO ¥ MyHHUIUIIAIBHOIO YIIPaBICHHUS,

—  ciy»kOBI YIIpaBJIeHUS IEPCOHAIOM I'OCYapPCTBEHHBIX U MyHUIIUIIATBHBIX
OpraHOB yIPaBJICHU.

2.3. Buasl npodeccHoHAIBHON/TPYI0BOH AeATETbHOCTH
- OpraHU3aIMOHHO-YIIPABICHYECKAs
- THPOPMAIIMOBHO-aHATUTHIECKas

2.1.3agaum npodeccHOHAIBHOM AeATEJLHOCTH

CIIyIATENb JOJDKCH pellaTh CIEAYIOIIUE 3aa4i B COOTBETCTBUU C BUIAMHU
PO ECCHOHATIBHON NEATEIBHOCTH:

— pas3paboTKa W MOAMEpKKa (PYHKIMOHHUPOBAaHHUS CHCTEMBI BHYTPEHHETO
IIOKyMEHT0000pOTa OpraHu3aluy, BeleHWe 0a3 [aHHBIX [0 pPa3IuIHBIM
IoKazaTelsiM (QyHKIIMOHUPOBAHUS OpraHU3allvH;

— pa3paboTKa CHCTEMbI BHYTPEHHETO JOKYMEHTO000pOTa OpraHu3alliw;

— opraHusaunds paboTHl WCHONHMTENed (KOMaHABl HCIONHHUTENEH) s
OCYILECTBIEHUS KOHKPETHBIX IPOEKTOB, BUNOB IS TENFHOCTH, PabOT;

- MOTHBHUPOBaHME U CTUMYJIMpOBaHHE IIEpCOHAla  OpraHU3alluH,
HalpaBJIeHHOe Ha JOCTIDKEHHE CTPATerNIeCKHUX M ONIEPaTUBHEIX IIETIEH;

— opraHm3anus B3aUMOJEMCTBHS C BHEIIHMMH OpTraHM3alldsIMUA U
rpaXaaHaMu

2.2.TpynoBbie GyHKIHH-



— HCIIOJHHUTCIHU g5 KOOpAHHATOPBI (I)YHKI_[I/IOHI/IPOBaHI/IH CUCTCMBI
,H,OK}’MGHTOO6OPOT8. OopraHu3aluu, apXruBHOTO ACJIa.

3. IITAHUPYEMBIE PE3YJbTATHI OBYUYEHUWA 11O AL
«JleJIonpoM3BOACTBO U APXHBHOE /1€J10%»

Pesymerarel  ocBoenus JIII1  ompenmemsroTess  IpodecCHOBaIbLHLIMU
KOMIIETEHIIMIMH, IIOJIEXAIIMMY COBEPIIEHCTBOBaHUIO U hopmupoBaruro (11K):

Bianenue HaBBIKAMH JOKYMEHTANMOHHOIO O(OpMJIEHHs] PElIeHHH B
yOpaBJieHUH ONePANMOHHOH [esiTeJIbHOCTH OpPraHM3alMii NIPH BHEAPEHHH
TEeXHOJIOTHYECKHUX, MPOJYKTOBBIX HMHHOBAlMH MJH OpraHH3alHOHHBIX
u3menenuii (IIK-1)

3HaTh:

— OCHOBBI JOKYMEHTAIIMOHHOTO CGOpPMIIEHUs pEeIIEHUN B YIPaBICHUU
OTIEPAITIOHHOM EeSITeNIEHOCTH OpraHU3alluii;

YMmern:

—  JOKYMEHTAIIHOHHO OGOPMIIATH PEIIEHUs B yIPABICHUU OIEpPallMOHHOU
IeATETPHOCTA OpraHM3aliii IpU BHEAPEHWU TEXHOJIOIMYECKHUX, IPOJYKTOBBIX
MHHOBAIIWI WM OpraHU3AllMOHHBIX U3MEHEHNHN.

HNMmeTh HAaBBIKH U (MJIH) ONBIT AEeATEJIbHOCTH:

— BIQJeTh HAaBBIKAMHM JOKYMEHTAIIMOHHOTO OGOpMIIEHHS pELIEHUN B
VIOpPaBICHUH OICPAIMOHHON  NEATeNbHOCTH OpraHM3alliid IpH BHEIAPEHUH
TEXHOJIOTHYECKUX, TPOYKTOBEIX MHHOBAIIMM MJIM OpPraHU3allMOHHEIX U3MEHEHHUH.

Bnagenune HaBbIKaMH aHaju3a HHpopManuu 0 (QYHKIHOHMPOBAHHH
CHCTeMbl BHYTPEHHEro JOKYMEHToO0OpOTa OpraHu3alHH, BeleHus 0a3
JAHHBIX MO Pa3JIMYHBIM MOKa3aTenssM U ¢opMupOBaHHA HH(OPMANMOHHOIO
obecneyeHns1 YYaCTHHKOB OpraHu3anuoHHbIX mpoekTos (ITK-2)

3naTh:

— cmocoObl  aHamu3a wWHGOpMAanuud O (QYHKIMOHUPOBAHUU CHCTEMBI
BHYTPEHHETO TOKyMEHTOO00pOTa OpraHu3alliH,

YMmersh:

— IPUMEHSATh COBpEMEHHbIe TEXHOJOTHMH BeJeHHS 0a3 MJaHHBIX IO
Pa3IUYHBIM TIOKa3aTesiM ¥ (QOPMUPOBAHUIO HH(GOPMALMOHHOIO O0ECHEYEHMs
YYaCTHHUKOB OPTraHU3aIIMOHHBIX IIPOEKTOB.

HNmeTs HaBBIKH U (MJIH) ONBIT JeATEJIbHOCTH:

- BIaJeTh HaBBIKAMH aHamm3a wuHQopManmuu O (QyHKIMOHHUPOBAaHUH
CHCTEMEI BHYTPEHHETO JOKYMEHTOO00pOTa OpraHU3alliy, BeleH!s 0a3 JaHHBIX 110
Pa3IUYHBIM IT0Ka3aTeNlissM #  (opMUpOBaHUS HH(OOPMAIIMOHHOIO O0eCHeYeHus
YYaCTHHUKOB OPTraHU3AI[MOHHBIX IPOEKTOB

CnocoOHOCTh  NpPUMEHATH  HH(POPMANHOHHO-KOMMYHHKANHOHHBIE
TEXHOJIOTHH B MPOo(deCCHOHATBHOI IesiTeIbHOCTH ¢ BHACHHEM HX B3aHMOCBSA3EH
U nepcnekTuB nojn3oBanus (IIK-3)



3HaTh:

- uH(GOPMAIMOHHO-KOMMYHHKAIIMOHHBIE TEXHOIOIHH B IIPOYECCHOHANBHOH
TIeSITeNIEHOCTH;

Ymerh:

— NpUMEHSTh HH(QOPMALMOHHO-KOMMYHHKAIMOHHBIE  TEXHOJIOIMH B
Ipo(heCCHOHANBHOM JESITENBHOCTY C BHICHHEM WX B3aWMOCBS3CH U IIEPCIEKTHB
TIOJI30BAHNS;

HMmeTh HaBBIKH U (MJIHM) ONBIT AeATEJILHOCTH:

- BIaJeHHe HAaBLIKOM palboTHl ¢ MH(GOPMAIlMOHHO-KOMMYHHKAIIOHHBIMU
TEXHOJIOTHAMH B IPOGhECCHOHATBHOM eSTEIBHOCTU C BUIEHUEM HX B3aUMOCBSI3eH I
MIEPCIIEKTUB ITOJIB30BaHK.

YMeHHe BecTH [JeJIOMPOU3BOACTBO H JAOKYMEHTOOOOPOT B OpraHax
rocyaapcTBeHHo# Bjactd P®, opraHax rocylapcTBeHHOH BJIACTH CyObEKTOB
P®, opraHax MeCTHOIO  CaMOYNpPaBJIEHHs, TIOCYJapCTBEHHBIX H
MYHHOHMNAJBHBIX NPeINPHATHAX M YYPEXKIEHHUSAX, KOMMePYEeCKHX H
HexoMMepuecknx opranuzanusax (IK-4)

3HaTh:

— OCHOBEI J€JONPOM3BOJCTBA W  JOKyMEHTOOOOpoTa B  OpraHax
rocyaapcTBeHHON Biacti P®, opraHax rocyqapcTBEHHOM BnacTd CyObekToB PO,
opraHax MECTHOTO CaMOYIpaBIeHHs, IOCYyJapCTBEHHBIX ¥ MYHHUIIAMAIBHBIX
IPEANPUITHAIX U YIPEKACHIAX, KOMMEPYECKHX M HEKOMMEPUYECKUX OpraHu3alusiX;

Ymern:

— BecTM  JeNIONPOM3BOJACTBO U  JOKYMEHTOOOOpOT B  OpraHax
roCyIapcTBeHHOM Biactu P®, opraHax rocyqapCTBEHHON BIAcTH CyObekToB PO,
Opraax MeCTHOTO CaMOYIIPaBIE€HHUs, TIOCYHApCTBEHHBIX H MYHUIIMIIAIBHBIX
IPEANPUATHSIX ¥ YIPEKICHUAX, KOMMEPUYECKMX X HEKOMMEPIECKUX OpraHnu3aliix,;

HmeTh HABBIKHU U (MJI1HM) ONBIT AeATEJLHOCTH:

—  BIaJeTh HABLIKOM BEIEHUS IEIIOMPOU3BOJCTBA U JOKYMEHTO000pOTa B
opragax rocymapctBeHHo# Bmactd P@, opraHax TroCyJapCTBEHHOH BIACTU
cyOosekToB P®, opraHax MeCTHOIO CaMOYIPaBJIECHHS, TOCYTapCTBEHHBIX U
MYHUITAIATBHBIX ~ OPEINPUATHAX K YYPEKIOCHHWAX, KOMMEPYECKUX |
HEKOMMEPYECKUX OPTaHU3aIUIX.

Biaagenne  MerogaMM — caMOOpPraHu3alud  pabodero  BpeMeHH,
PAlMOHAJBLHOI0 NMpUMeHeHHs pecypcoB H 3((eKTHBHOrO B3aUMOAEHCTBHS C
apyrumu ucnonuaureasvu (IIK-5)

3HaTh:

— METOAsl CaMOOpTaHW3aliy. pabdodero BpEMEHH, PaAIHOHAIBHOTO
INpUMEHEHHUsT pecypcoB U 9hGEKTHBHOIO  B3aUMOAEHCTBHS C  APYTHMHU
HCTIOTHUTEIISIMY,;

YMmern:

— NpUMEHATh  METONBl ~ CaMOOPraHU3alUM  pabouero  BPEMEHH,
PalOHATFHOTO TPUMEHEHUS pPecypcoB M 3(P(MEKTUBHOIO B3aUMOIEHCTBHUS C
JIPYTUMH UCTIOHUTEIAMH.



HmeTh HaBBIKH U (MJIH) ONBIT e TEJIHLHOCTH:

-  BIajgeTh ~ METOJAaMM  CaMOOpraHu3alyuy  pabodero  BpPEMEHH,
PAaIMOHAIBHOIO TIPHMEHEHUS PeCypcoB M 3(Q(EKTHBHOIO B3aUMOJCHCTBUA C
IPYTUMH UCIIOJTHATEIIIMU.

MaTtpuiua cooTHeceHHs Y4eOHbIX NPeIMeTOB, KYpCOB, THCHUIUINH
(Monyneii) u popMHPYEMBIX B HHX KOMIIETEHIIUH
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HopmatuBHO-IIpaBOBBIE OCHOBEI IEIONPOU3BOACTBA 16 + + 2
M apXUBHOTO JIeNa
OCHOBBHI JEJIOIPOU3BOIACTBA 20 + + | + 3
Opranusanus paboThl ¢ JOKYMEHTaMHA 18 + + | + 3
CucTeMa 3JIEKTPOHHOTO JOKYMEHT0000poTa 18 + 1
ApPXHWBOBEICHIE 24 + + |+ + | + 5
[IpaBoBoe obecneuenue NpodeccuoHaANBHOR 20 % =+ 2
JesITEIbHOCTH
Kommerotepasle HHGOPMAIHOHHEIE TEXHOJIOTHH B 20 + 1
JIOKYMEHTOBE/IEHUH M apXUBHOM JAEIIE
Kanposoe e10npon3BoIaCTBO 12 + |+ |+ + |+ 5
Wrorosas arrecranus 2 + | + |+ | + | + 3

4.OPTAHU3AIIMOHHO-TIEJATOTNHYECKHUE YCJIOBHUA
PEAJIUZATMN JIIII
«J1eJIONPOK3BOACTBO H apPXHUBHOE [1eJI0»

ConeprxaHue ¥ OpraHu3alys 00pa3oBaTeIbHOIO Mpolecca IPY pealu3aluu
nanHou JIIII permamenTHupyeTcs:

- y4eOHBIM IUTaHOM (TIpruToKeHue 1);

- KaJeHJapHBIM y4eOHBIM rpaduKoM (IpuiIoKeHue 2);

- y4eOHOU mpOrpaMMONl W METOAWYECKMMH pEKOMEHNALUsAMU II0 €€
peannzanuy (mpuioxenue 3);

— METOOUYECKHMH pEKOMEHJalUsIMH [0 TIOATOTOBKE K HTOIOBOH
aTTecTaryy (IpuiIoxeHue 4).

OOpazoBaTenbHas  OESITENBPHOCTH  OOyYarOIIUXCs — NPEAyCMaTPHUBAET

CIIEYIOIINE BHUIBI YICOHBIX 3aHATHHA U yUeOHBIX paboT: JEeKIKH, NPAaKTUYECKUE U
CEMUHAPCKHUE 3aHITHS, KOHCYJIBTAIlUY, IPyTHe BUIBI YIeOHBIX 3aHATUN U yIeOHBIX
paboT, onpeeneHHbIe yIeOHBIM IIIaHOM.



JInisg BceX BUAOB ay TUTOPHBIX 3aHIATUN aKaJIeMUYECKAN Yac YCTaHABIMBAETC
IIPOTOIDKUTEITHHOCTEIO 45 MUHYT.

MeToauyecKkue peKOMeHAalHu
II0 MOATOTOBKE K HTOroBoi arrecranuu mo JIIIIT
«/lesJonpou3BOACTBO M APXHBHOE I€JI0%»

Hrorosas aTTecTalys MPOBOIUTCS B (pOpMe UTOIOBOIO 3a4€ETa.

WITOroBeIi 3a4eT BEICTYIIAET CPEICTBOM JUATHOCTUKH YCIIEITHOI'O OCBOECHM
CIIyIIATESIMA MIPOTPAMMEI TIOBBIIIEHUS KBaNU(UKALAU, IO3TOMY K HTOIOBOMY
3a9eTy IOIYyCKAIOTCS TOJNBKO T€ CIyLIATENd, KOTOPBIE IOJIHOCTHIO BLIIOIHMIIN
y4eOHBIN IUTaH U He UMEIOT aKaIeMIYeCKuX U (DUHAHCOBBIX 33J0JDKEHHOCTEN.

HTOroBBI# 3a49eT MPOBOAUTCS B (hopMe ompoca.

IIpuMepHbIe epeyeHb BONPOCOB JJIsl 3a4€eTa

1. Hcropus pa3BUTHS CUCTEMBI IEJIONIPONU3BOICTBA

2. SI3BIK CIOyXeOHBIX JOKYMEHTOB: OCHOBHBIE (YHKIMH, IIpaBHIIa
MIOCTPOCHHE TEKCTa JOKYMEHTA.

3. Bo3HuKHOBEHUE U pa3BUTHE YIIPABIEHIECKOT0 JOKYMEHTA.

4, TexcTroBoe IOKYMEHTHPOBAaHWE, pa3BHTHE, Ha3HaueHHe U 00JIacTh
MIPUMEHEHMUSL.

5. .Hcropus BO3HUKHOBEHUS W Pa3BUTHS OTACIHHBIX BHIOB IOKyMEHTOB (I10
BEIOOPY — TpaMoTa, yKa3, MprUKa3, IPOTOKOJI, TUCEMO H T.1I.).

6. Pa3BuTHE IEIOBOTO CTHIIS PYyCCKOIO JIMTEPATYPHOTO S3BIKA.

7. 3akoHomaTelbHAs W HOpPMAaTHBHAs periJaMeHTalus NOKyMECHTHUPOBAaHUA
pa3sMUYHBIX ~ BUIOB  JEATENBPHOCTH  (OpraHU3allMOHHO-PACIOPSAUTENBHOM,
KOMMEPUIECKOH, KaIpOBOH, TUIICH3NOHHOK U JIp. ).

8. MeTronsl COBEpIICHCTBOBAHUS JOKYMEHTHUPOBAHHUS YIIPABIECHYECKOMN
NESATENBHOCTH.

9. Ocobennoctu 0hopMIeHHUS JOTOBOPOB ¥ KOHTPAKTOB.

10. JloxymMeHTHpOBaHNE NESTEIBHOCTH ITOCYIapCTBEHHBIX YUPEXKICHUM.

11. Bnusaue cpencTB MexaHHW3alMM M aBTOMAaTU3allid Ha CO3JaHue
TOKYMEHTOB U UX GOpMy.

12. CoBpeMeHHBIE TPOTpaMMHBIE CPENCTBA, HCIONB3yEeMBIE B IIpOLEecce
CO3JIaHUSI TOKYMEHTOB.

13. OcHOBHEIE 3aKOHOAATENBHEIE aKTHl B apXUBHOM cdepe

14. DxcrepTr3a IEHHOCTU TOKYMEHTOB. ODTamlbl paOOThl MO OpPraHU3alUH
SKCIEPTHU3BI IEHHOCTH JOKYMEHTOBY

15. ITopsimox mpoBeneHUsT SKCIEPTU3Bl [IEHHOCTH [OKYMEHTOB M IIPaBUIIA
obopMIIEeHU

16. pe3ynpTaToB 3KCIEPTU3HL

17. Obecnieuenre COXpaHHOCTH JOKYMEHTOB. PecraBpalivs U KOHCEpPBaLMs
IOKyMEHTOB

18. Onmcanue qOKyMEHTOB U Jien. Karamor kak apXyWBHBIM CIPAaBOYHUK

19. MadopmaTuzaius apxuBHOro Jena



Kanposoe o6ecnneuenune J{IIIIT
Peammzamus Il obecmeunbaeTcs Kampamu, WMEOIIAMU  BEICIIEE
obpasoBaHue, Kak IIPaBUJIO, COOTBETCTBYIOIIee MPOGUIIO IPErogaBacMbIX
IOUCLUIUIH, U/AIIY OIBIT pabOThI, COOTBETCTBYIOLIHH IPOheCCHOHATBHOM 00IaCcTH.

Y4eb6H0-MeTOAUYeCKOe, HHPOPMAIHOHHOE H MAaTePHAILHO-TEXHHYECKOE
o0ecneyeHne y4ueOHOro mpouecca

HononuurensHas npodeccuoHanbHas IMporpaMMa obeclieueHa HeoOX0aMMOM
y4e0HO-METONIUYECKON IOKyMeHTalued# W MaTepuajaMd II0 BCeM yYeOHBIM
TUCIIUTLIMHAM.

bubnmuoreunsi (GOHA YKOMIUIGKTOBAH II€YaTHBIMA M 3JIEKTPOHHBIME
U3aHUSMHE, HeoOXOmuMoW Yy4YeOHOU JMTEpaTypodl IO BCEM NUCHUIUIMHAM
IIPOTPaMMBL.

OI'bOY BO Kuposckuit MY Munznpasa Poccuu pacnoaraer 1ocTaTo9HoR
MaTepHalbHO-TEXHUIECKOU 6a30l, obecneumBaromeii IpoBeIeHre BCeX BUIOB U
bopM 3aHATHH.

Pazpaboryux JIIT:

Komnecosa IOnus AnaronsesHa, cuenuanuct no Y MP.

COI'JIACOBAHO: ﬁ///
Pyxosogurens LIJ1O / C.B. I'mymkoBa
wr




