AHHOTanUsA Ha Pabo4yI0 NPOrpaMmy
OI1.14 CUCTEMA I'OCYJAPCTBEHHOTI'O YIIPABJIEHUA

1.1. O6aacTh NpUMEHEHHs MPOrPAMMBI

[Iporpamma y4eOHON IUCHMIUIMHBI SIBIISIETCS YacTbIO OCHOBHOM MPOQeCcCHOHANBHOM
o0Opa3oBaTeNbHOW MpOrpaMMbl B COOTBEeTCTBHH ¢ DenepanbHOr0 rocynapCTBEHHOTO
00pa30BaTeNLHOTO CTAaHAPTA MO CHEIHATBLHOCTH CPETHETO MPO(PECCHOHATBHOTO 00pa30BaHuUs
46.02.01 lokymeHTainoHHOE OOECIIeYeHUE YIIPaBICHUS U apXUBOBEICHUE

[IporpamMma yueOHOM TUCIMILTAHBI MOKET OBITh HCIIOIh30BaHA B JIEATEIHBHOCTH
Mperno/iaBaTeei JOKYMEHTOBEAUECKUX JUCIUATIIHH.

1.2. MecTo AUCHUNJIMHBI B CTPYKTYpPe OCHOBHOII mpodeccuoHaibHOii 00pa3oBaTe/bHOM
NPOrpaMmbl: 00U TYMAaHUTAPHBIA U COLIMATBHO-IKOHOMUYECKUHN ITHKII.

1.3. Heaun u 3aaa4m JMCHUIIJIMHBI — TPe0OOBaHMS K Pe3y/JbTATAM OCBOCHUS AN CHUIIJIMHbI:
B pe3ynbraTe 0cBOEHUS AUCUUILIMHBI 00yJarOIIMIiCs T0JKEH YMETh:

e coJepkaHue UCHMIUIMHBI «CHcTeMa TOCyIapCTBEHHOIO VIPABICHHUS» U HUMETh
JIOCTAaTOYHO IIOJIHOE MPEACTABICHUE O BO3MOXHOCTIX NMPHUMEHEHHS €€ IOJIOXKEHUU U
BBIBOJIOB B IPO(hECCHOHATILHON e TENIbHOCTH;

® TEOPETUYECKHE OCHOBBI M 3aKOHOMEPHOCTH (PYHKIIHOHUPOBAHMS SKOHOMHUKH, BKIFOUAs
MIEPEXOHBIC MTPOIIECCHI;

® CHCTEMBI FOCY/IapCTBEHHOTO PEryIUPOBAHUSI SKOHOMUKH CTPaHbI;
® [PUHIUIBI IPUHATUS U peaTu3alui 3KOHOMUYECKHUX U YIPaBICHYECKUX PELICHUM;
® OCHOBHBIE II€JIU, 337]a4u U (PYHKIHUU FOCYIapCTBEHHOTO YIIPaBICHUS;

B pe3ynbraTe 0cBOEHUS AUCUUIIIMHBI O0y4JarOIIUIICs T0KEH 3HATh:

® BbIJBJIATH HpO6JICMbI O9KOHOMHYCCKOI'O XapaKTEpa IIpU aHAJIN3€C KOHKPCTHBIX CHTyaHHﬁ,
npeaiiaraTb CIIOCOOBI UX peliCeHUd U OLICHUBATD OKUAACMBIC PE3YJIbTATHI,

® CIOJB30BaTh OCHOBHBIE U  CHEIHAIbHBIE METOAbl HIKOHOMHMYECKOTO aHalln3a
uHpopmanuu B chepe npodeccuoHalIbHOMN e TENbHOCTH;

e cucTeMaTH3upoBaTh U 0000mars wuHpopMalMi0O B 00JacCTH TOCYAAPCTBEHHOTO
yTIpaBJICHUS;

®opMupoBaHus 00X KOMIIETEHNH

OK 1. TloHMMaTh CyIIHOCTb U COLIMATIbHYIO 3HAUMMOCTh CBOEH Oyaymiei mpodeccun,
IIPOSIBIIATH K HEW YCTOWYMBBIA UHTEPEC.

OK 2. OpraHI/I3OBBIBaTB CO6CTBCHHYIO ACATCIIbHOCTD, BLI6I/IpaTL THUIIOBBIC MCTOJBI U CITIOCOOBI
peIICHUA HpO(I)CCCI/IOHaJIBHBIX 3aaa4, OIICHUBATh UX BCI)(I)CKTI/IBHOCTB 1 Ka4CCTBO.

OK 3. HpI/IHI/IMaTB pemieHus B CTAHAAPTHBIX U HCCTAHAAPTHBIX U HCCTAHAAPTHBIX CUTYyallUsAX U
HCCTH 3a HUX OTBCTCTBCHHOCTD.



OK 4. OcymecTBasTh NOUCK W HCIOJb30BaHWE HH(pOpMAIMH, HEOOXO0IUMOM I E:
3¢ (GEKTUBHOTO BBINOJHEHHUS MPO(HECCHOHANBHBIX 337124, MPO(ECCHOHATBLHOTO M JTMYHOCTHOTO
pa3BUTHSL.

OK 5. Ucnonb3oBaTh HHPOPMAITMOHHO-KOMMYHUKAITMOHHBIE TEXHOJIOTHH JIJISI
COBEPILICHCTBOBAHUS YIIPABICHYECKON JEATEIbHOCTH.

OK 6. paboTaTh B KOJUICKTHBE B KOMaH/Ie, YQ(HEKTHBHO 0OMIATHCS ¢ KOJUIETaMHt , KOJIJICKTUBOM,
MOTPEOUTEISIMHU.

OK 7. Bpatp Ha ce0s1 OTBETCTBEHHOCTb 3a pab0OTy NOJAYMHEHHBIX U JPYTrUX YICHOB KOMAaH/IbI,
pe3yNbTaT BHINOJIHEHUS 3a1aHUH.

CrieruanucT 1mo JOKYMEHTAIIMOHHOMY OOECTICUCHHUIO YITPABJICHHUS, apXUBUCT JIOJDKEH 001a1aTh
HpO(bCCCI/IOHaJ'IBHI)IMI/I KOMIICTCHIUAMHA, COOTBECTCTBYIOIIMMU OCHOBHBIM BHUIaM HpO(i)GCCI/IOHaHBHOI;'I
JESTETHHOCTH (110 YrTyOJI€HHOM MOJTOTOBKE).

®opmupoBanmne NpodeccHOHAIbHBIX KOMIIETEHIUI

IIK 1.1. KoopnunupoBath paboTy OpraHuzanuu (MpUEMHONW PYKOBOIUTEINS), BECTU IPHEM
MTOCETUTEIIEH.

IIK 1.2. OcymiectBisTh paboTy MO MOATOTOBKE W MPOBEIECHUIO COBEIAHUM, IETOBBIX BCTpEY,
MPUEMOB U TIPE3CHTAIUN.

IIK 1.4. OpranuzoBsiBaTh pabodee MECTO CEKpeTapsi ¥ pyKOBOIUTEISL.

I[IK 1.5. OdopmisiTh ¥ perucTpupoBaTh OPraHU3AMMOHHO-PACTIOPAIUTEIbHBIE JTOKYMEHTHI,
KOHTPOJIUPOBATh CPOKU MX UCTIOJTHEHHUSL.

IIK 1.6. OOpabaThiBaTh BXOIANIMEC W MCXOIANINE JOKYMEHTBI, CHCTEMaTH3UPOBATh WUX,
COCTaBJISAITh HOMEHKJIATYPY J1e] U (GOPMHUPOBATH TIOKYMEHTHI B JI€TIa.

IIK 1.7. CamocrosTensHOo paboTaTh € JOKYMEHTaMH, COJACPKAIIUMU KOH(PHUICHIIHMAIBHYIO
nH(OPMALIKIO, B TOM YHUCIIE C IOKYMEHTaMU IO TUYHOMY COCTaBY.

[IK 1.8. OcymectBiarh Tene@oHHOE 00CTYKUBAHUE, IPUHUMATH U MepeiaBaTh (DaKChI.
IIK 1.9. OcymiecTBisTh MOATOTOBKY /€T K IIepeave Ha apXUBHOE XpaHEHUE.

I[IK 1.10. CocraBisiTe OHMCH J€J, OCYLIECTBIATh NOJATOTOBKY JI€J K Ieperaye B apXuB
OpraHu3aliu, rOCyJapCTBEHHbIE U MYHULIUITAJIbHBIE APXUBBI.

IIK 1.11. BrimaBaTe B COOTBETCTBHHU C MNOCTYIAarIIMMU 3allpoCaMH apXUBHBIC KOIIMU U
HOKYMCHTBI.

I[IK 2.1. YyacTtBOBaTh B pa60Te IO J3KCICPTHU3C HCHHOCTU HNOKYMCHTOB B COOTBCTCTBHU C
HeﬁCTBYIOMHMH 3aKOHOJATCIIbHBIMH AKTaMH U HOPpMATHBAMH.

[1K 2.2. Bectu paboTy B cucTeMax 3JIeKTPOHHOTO JOKyMEHTO000poTa.

1K 2.3. Pa3pabaTbIiBaTh ¥ BECTH KJIACCH(PUKATOPBI, TAOETH U AP. CIPABOYHUKHU IO JOKYMEHTaM
OpraHM3aIiHy.



[1K 2.4. OGecrieunBaTh IpUeM M palMOHAIBHOE pa3MelleHue TOKYMEHTOB B apxuBe (B T.U.
JIOKYMEHTOB TI0 INYHOMY COCTaBY).

[1K 2.5. ObecnieunBaTh y4eT U COXPaHHOCTb JOKYMEHTOB B apXHBeE.

I1IK 2.6. Opranu3oBbIBaTh MCIIOJIb30BAaHUE APXUBHBIX JOKYMEHTOB B HAYUHBIX, CIPABOYHBIX U
MIPAKTUYECKHUX LEISX.

JlucummiuHa SBISIETCS TEOPETUKO-OPUEHTUPOBAHHOM: KOMIIETEHLIMH, C(QOPMHUPOBAHHBIE B
pe3ysbTaTe OCBOEHUS POrpaMMbl, HEOOXOAUMBI IPU U3YYE€HUU PO(PECCHOHATIBHBIX MOTYJIEH.

Temsbl, Bxopgsmue B mporpammy, OyayT MpoJoJDKaTh oOcBauBaThess B coctaBe MJIK ans
COBEpUICHCTBOBAHUS MPAKTUUYECKUX HAaBBIKOB M JaibHeWmero ¢GopMUpOBaHHS OOHIIMX H
podeccroHaIbHBIX KOMIIETECHIIUH.

JlucuumiuuHa SBISIETCS TEOPEeTUKO-OPUEHTHPOBAHHOM: KOMIIETEHIIMH, C(QOPMHUPOBAHHBIE B
pe3ynbTaTe 0CBOEHUS IPOrpaMMbl, HEOOXOAUMBI MIPU U3YUEHUU MTPOPECCHOHATBHBIX MOTYJEH.

Tembl, Bxopgsmue B MporpamMmy, OyIyT MpoJoJbKaTh ocBauBaThesi B coctae MK mis
COBEpIICHCTBOBAHUS MPAKTUUYECKUX HAaBBIKOB M JanbHeWmero ¢GopMUpoBaHHsS OOHMIMX H
npodeccruoHalIbHBIX KOMIIETEHIIUH.

1.4. PexomMeHayemMoe KOJIHYECTBO YaCOB HA 0CBOEHHE MPOrpaMMbl I CIUTIIMHbI:
MaKCUMaJIbHOUM y4eOHOW Harpy3Ku oOydJaromierocst 72 4aca, B TOM YHCIIE:

00s13aTeIbHOM ayqUTOPHON yueOHO# Harpy3ku oOydarorierocs 48 yaca, B TOM YMCIIE JICKITUN
42 4aca, IpaKTUYECKHE 3aHATHUS 6 4aCcOB.

CaMOCTOSITEIFHON paboThI 0OyJaromerocs: 24 4acos.



2. CTPYKTYPA U COJAEPKAHUE YUYEFHOU JUCITATLIAHBI

2.1. O0beM yueOHOI IMCUMIIMHBI M BU/ABI Y4eOHOH padoThl

Bun yueOHoi#i paGoTbl Oo0bem yacoB
MaxkcuMaJjibHasi ydeOHasi HArpy3Ka (Bcero) 72
Oobs13aTesIbHAS ayIUTOPHAsI y4ueOHAasi HATPY3Ka (Bcero) 48

B TOM YHCIJIC:

71a00paTOpHBIE 3aHATHS -

MPAKTUYECKUE 3aHATHS 6

KOHTPOJIbHBIE padOTHI -

KypcoBas paboTa (mpoeKT) -

CamocrosiTesibHas paboTa o0yuaruierocsi (Bcero) 24

B TOM YHCIJIC:

[ToaroToBKa K yCTHBIM OTBETaM M IMMUCHMEHHBIM OITPOCAM. 8
[IpopaboTka KOHCIIEKTOB JIEKIIHUH. 8
Hammcanne pedeparos, 1oxmanos, cOOOIIEHHA. 8

[ToaroroBka npe3eHTaruii.
N3ydeHre nCTOUYHUKOB: JIUTEPATYpbl 1 HOPMATUBHO - TIPABOBBIX aKTOB IO
MIpeIMETY.

Urorosas arrectramus B hopme Jughghepenyuposannoco 3auéma




