AHHOTaIUs HA Pa0o4yI0 NPOrpaMMy y4eOHOM JHCHUIIHHBI
OI1.01 BEBOITACHOCTD KU3HEJAEATEJIBHOCTHU

1.1. O6sacTh NPUMEHEHHUS POTPAMMBI.

[Mporpamma yuebno#t mucuurmabl OI1.01 bezomacHOCTh KU3HEACITENTLHOCTH SIBIISIETCS
9acThI0 OCHOBHOU Tpo(hecCHOHaTBHON 00pa30BaTeIbHON MPOrpaMMbl B cooTBeTCTBUH ¢ PT'OC
no crneuuanbHocTsiM  CIIO  46.02.01 JloxymeHTannoHHOE OOECI€YeHHE YNPABJICHUS H
apXUBOBECHUE

Paboyas mporpamma y4eOHOM JUCIUTUTMHBI MOXKET OBITh HCIOJIB30BaHa B MPO(HECCHOHATBHON
IIOATrOTOBKE YUHUTEJIEH HAYaJIbHBIX KJIACCOB M HAYAJIBHBIX KJIACCOB KOMIICHCUPYIOLIErO U
KOPPEKLMOHHO-Pa3BUBAIONIETO 00Pa30BAHUS U B JIONOJIHUTEIHLHOM MTPOPECCHOHATIBHOM
00pa3oBaHUM 10 MPOrpaMMe MOBBIIICHUS KBATA(DUKAIIH.

1.2. MecTo IMCHMILIMHBI B CTPYKType OCHOBHOW mpo¢eccHOHAJBLHOH 00pa3oBaTeIbHOM
NMpOrpaMmblI.

VYueOHass nucHuIuiiHa be30macHOCTh KU3HENEATETbHOCTH — SBISIETCS YacThIO IHKIIA
oOuienpogeccHoHaNbHbIX  JUCHUIUIMH OCHOBHOW  mpodeccHOHaNbHOH 00pa3oBaTesbHOM
IporpaMMbl TI0 CHEIHATBHOCTSM CpeaHero mnpodeccuoHampHoro obpasoBanus  46.02.01
JlokyMeHTaIIMOHHOE 00OecTIeueHNe YIPABICHHS U apXHBOBEICHHUE

1.3. Hean m 3ana4yu AUMCHMILIMHBI — TPeOOBaHMS K Pe3y/JbTaTaM OCBOCHUS ANCUMILIMHBI:

B pe3ynbraTe 0cBOEHUS AUCHUIIIMHBI 00yJaroIUIiCs T0JDKEH YMeTh:

-OpraHU30BBIBATh U MPOBOJAUTH MEPOMPHUATHS IO 3aITUTE PaOOTAIONINX M HACEICHHS OT
HETAaTHUBHBIX BO3/IEUCTBUM YPE3BbIYANHBIX CUTYaAIIHI;

-IpPEeANPUHAMATh TPO(OUIAKTHUECKHE MEphl I CHIDKCHHS YPOBHS OITACHOCTEH
Pa3IMYHOTO BUJIA ¥ MX MTOCIIEACTBHUI B TPO(PeCcCHOHATBHOM AESITEIILHOCTH U OBITY;

-MCIIOJIb30BaTh CPEJICTBA WHIWBHUIYAIbHOM W KOJUIGKTHBHOW 3aIlUTBl OT OPYKH
MacCOBOTO MMOPAKECHHUS;

-IIPUMEHSTH TIEPBUYHBIC CPEACTBA TIOKAPOTYIIICHUS;

-OpPUEHTHUPOBATLCSA B TEpPEYHE BOCHHO-YYETHBIX CIHEIUATBHOCTEH M CaMOCTOSTEIHHO
OTIPENIETATh CPEAM HUX POJICTBEHHBIE TTOJYYCHHOU CIICIMAIbHOCTH,

-IIPUMEHSATh MPO(EeCCHOHATBHBIC 3HAHHWS B XOJI€ MCIOJIHEHUS OOS3aHHOCTEH BOCHHOU
CITyObl Ha BOMHCKHUX JIOJDKHOCTSIX B COOTBETCTBHUH C MOJYYEHHOH CIEIUATBHOCTHIO;

-BJaAETh croco0aMu OeCKOH(IMKTHOTO OOIICHHS W CaMOPETYJSIIIMU B MOBCEAHEBHOMN
NESTETHBHOCTH M SKCTPEMAIIbHBIX YCIIOBHUSX BOCHHOM CITY»KOBI;

-0Ka3bIBaTh MEPBYIO MOMOIIb MOCTPAAABIINM

B pe3ynbTrate 0CBOCHUSI AUCHUILTHHBI 00YUYAIOMIUICS JOJDKEH 3HATD:
-[IPUHIHUIIBI 00ECIICYCH ST YCTOHYMBOCTH 0OBEKTOB SKOHOMHUKH, IPOTHO3UPOBAHHUS Pa3BUTHS
COOBITHI1 ¥ OLICHKHU MOCIICACTBHUI P TEXHOT'CHHBIX YPE3BbIYAWHBIX CHUTYAIUIX U CTUXUIHBIX
SIBJICHHSIX, B TOM YKCJIC B YCIIOBHSX IIPOTHBOJICHCTBHUS TEPPOPH3MY KaK CEPhE3HOM yrpose
HalMOHAaNbHOU Oe3omacHocTn Pocenuy;
-OCHOBHBIE BUIbI MOTEHIMAIBHBIX OMACHOCTEH U MX MOCIIEACTBUS B MPOPECCHOHATBHOM
IEATENTLHOCTH M OBITY, IPUHIMITBI CHIDKEHUS BEPOSITHOCTH HX PEan3allii;
-OCHOBBI BOGHHOM CITy)KOBI 1 000POHBI TOCYIapCTBA;
-3aJ1a4¥ ¥ OCHOBHBIE MEPOTIPHUSTHUS IPAXKIAHCKOH 000POHBI; CIOCOOBI 3aIIUTHI HACETIEHUS OT
OPYXHSI MacCOBOTO MOPAKECHUS;
-MepbI MOYKapHOH 0e30MacHOCTH U TpaBHiIa OE30TIACHOTO MOBECHUS TIPH MOXKapax;
OpraHHM3aluIo0 U TOPSIOK MPU3BIBA IPAXKIaH HAa BOCHHYIO CIY)KOY M MOCTYIUICHHS Ha Hee B
T0OPOBOJIBLHOM MOPSIIKE;
-OCHOBHBIE BUIbI BOOPY)KCHHS, BOGHHOW TEXHUKHU M CHEIUAIBLHOTO CHAPSDKEHUS, COCTOSIINE Ha
BOOPY)KEHHH (OCHAILEHHN) BOMHCKUX TTOAPa3/IelICHHI, B KOTOPBIX UMEIOTCSI BOCHHO -YUETHBIC
CIIeIMaTIbHOCTH, POACTBeHHBIE crierrainpHocTsM CITO;



-00JIaCTh MPUMEHEHHS MOJTy4aeMbIX MPO(PECCHOHATBHBIX 3HAHUH MTPU UCTIOTHEHUH
00s13aHHOCTEI BOCHHOH CITYKOBI;
-IIOPAAOK U IIpaBHJIa OKa3aHUuA HepBOfI oMo nocrpaaaBuInM

Henbro y4yeOHON IMCHUILUIMHBI SIBJISETCS CO3aHME YCJIOBMiIl Yy CTYAEHTOB sl
(¢opmupoBaHus 001MX U TPOPeCcCHOHAIBHBIX KOMIIETeHIMIA:

OK 1. IloHumarp CymHOCTh U COIMATIbHYIO 3HAYUMOCTh CBOEH Oymymiei nmpodeccun,
IIPOSIBIIATH K HEW YCTOMYMBBIA NHTEPEC.

OK 2. Oprann3oBbIBaTh COOCTBEHHYIO JI€ATEIBHOCTD, BBIOMPATh TUTIOBBIE METOIBI M CITOCOOBI
BBITIOJTHEHUS TPO(PEeCCHOHAIBHBIX 3a/1a4, OLIEHUBATh UX d(PPEKTUBHOCTh U KAYECTBO.

OK 3. IIpunumaTh pelieHus B CTaHAaPTHBIX U HECTAaHIAPTHBIX CUTYaLUsAX U HECTU 33 HUX
OTBETCTBEHHOCTb.

OK 4. Ocy1ecTBaATh MOUCK M UCTIOJIb30BaHUE HHPOPMAITIH, HEOOXOIUMOM /115t
3¢ (HEeKTUBHOTO BBHIMOTHEHUS TPO(PECCHOHANBHBIX 3a/1a4, TPO(PECCUOHATIBEHOTO U JTUMYHOCTHOTO
pa3BUTHSL.

OK 5. Ucnonb3oBath HHOOPMALIMOHHO-KOMMYHUKAIIMOHHBIE TEXHOJIOTHH B
npodeccrnoHabHOM e TENbHOCTH.

OK 6. PaboTath B KOJUTEKTHBE U KOMaH/IE, Y3PHEKTUBHO 0OIIAThCS C KOJIJIETraMH,
PYKOBOJICTBOM, IOTPEOUTEISIMHU.

OK 7. Bpatp Ha ce0s1 OTBETCTBEHHOCTb 32 pabOTy WIEHOB KOMaH bl (IO YMHEHHBIX),
pe3yNbTaT BHIMOJIHEHUS 33/1aHUH.

OK 8. CamocTosiTeIbHO ONIPEACIIATh 3aa9u MPOGECCHOHAIBHOTO U TUYHOCTHOTO Pa3BUTH S,
3aHMMAaTbCA CaMOOOpPa30BaHNEM, OCO3HAHHO JIAHUPOBAThH MOBBIIIEHNE KBATU(UKALIUH.

OK 9. OpueHTHpoBaThCs B YCIOBUAX YaCTOW CMEHBI TEXHOJIOTHUH B TPO(ECCHOHAIBHON

NeSITeIbHOCTH.

IIK 1.1. KoopaunupoBaTh paboTy opraHnu3aiuu (MpUueMHON PYKOBOIUTEIS), BECTH TIPHEM
IIOCETUTENEH.

IIK 1.2. OcymiecTBasaTh padoTy MO MOATOTOBKE U MTPOBEACHHUIO COBEIIAHUH, IETTOBBIX BCTPEY,
MIPUEMOB U IIPE3CHTALIUM.

[TIK 1.3. OcyiecTBiasiTh NOATOTOBKY JAEIOBBIX MOE30K PYKOBOJUTEIIS U IPYTUX COTPYIHUKOB
OpraHu3aliu.

IIK 1.4. OpranuzoBsiBaTh pabouee MECTO CEKpeTaps U PyKOBOIUTEIS.

IIK 1.5. ObopMiATh U pErUCTPUPOBATH OPTraHU3AIMOHHO -PACTIOPAIUTEIbHBIC TOKYMEHTHI,
KOHTPOJHUPOBATh CPOKU MX UCTIOTHEHHUSL.

IIK 1.6. O6pabatbIBaTh BXOAIINE U UCXOASIINE JOKYMEHTHI, CHCTEMaTU3UPOBATh UX,
COCTaBIISATh HOMEHKJIATYPY JeNl U (hOpMUPOBATHh JOKYMEHTHI B JIeTa.

IIK 1.7. CamocTosaTenbHO paboTaTh ¢ JOKYMEHTaMHU, COJIEPKAlIUMH KOH(PUICHITHAIBHYIO
nH(OpPMALIKIO, B TOM YHUCIIE C IOKYMEHTaMU 0 TUYHOMY COCTaBY.

[IK 1.8. OcymectBiars TenepoHHOE 00CTyKUBaHUE, IPUHUMATH U NepeIaBaTh (PaKchl.

IIK 1.9. OcymecTBiATh MOATOTOBKY JI€N K NIEpeJadye Ha apXMBHOE XpPaHEHUE.

IIK 1.10. CocTaBasits OnucH Jied, OCyIECTBIATh MOJATOTOBKY €I K Mepe/laye B apXuB
OpraHu3aliu, rOCyJapCTBEHHbIE U MYHULIUTTAJIbHBIE APXUBBI.

[IK 2.1. OcymiecTBasATh 3KCNEPTU3y HEHHOCTU JOKYMEHTOB B COOTBETCTBHUHM C JIEHCTBYIOLIUMHU
3aKOHO/IATE€IbHBIMU aKTAMHU U HOPMATUBAMH.

I1K 2.2. Bectu paboTy B cucTeMax 3JIeKTPOHHOTO JOKYMEHTO000poTa.

[1K 2.3. PazpabareiBaTh ¥ BECTH KIACCU(PUKATOPHI, TAOCTH U IPYTUe CIPABOYHUKHU TIO
JOKYMEHTaM OpraHu3aIiu.

[1K 2.4. ObecnieunBaTh MpUEM U pAllMOHATHFHOE pa3MeEIleHNne JOKYMEHTOB B apXHUBeE (B TOM
YHUCJIe IOKYMEHTOB IO JINYUHOMY COCTaBY).

1K 2.5. ObecnieunBaTh y4eT U COXPaHHOCTb JJOKYMEHTOB B apXHBE.

[IK 2.6. Opranu3oBbIBaTh HCHOJIb30BAHUE APXUBHBIX JOKYMEHTOB B HaYUHBIX, CIIPABOYHBIX U
MPAKTUYECKUX LENSX.



[IK 2.7. OcymiecTBIATh OpraHU3alMOHHO-METOIUIECKOe PYKOBOICTBO M KOHTPOIb 3a paboTOM
apXyBa OpraHU3alliy U 3a OpraHu3alueil JOKyMEHTOB B JIEJIONPOU3BOJICTBE.

1.4. PexoMeHayemMoe KOJIHYECTBO YaCOB HA OCBOEHHE MPOrPaMMBbI TUCIHUTLTHHBI:

MaKCUMaJIbHOU y4eOHOU Harpy3ku oOygaromierocst 102 yaca, B TOM 4HcIe:
-00s13aTeIbHON ayUTOPHOU yueOHOW HArpy3Ku oOydaronierocs 68 4acos;
-CaMOCTOSTeNILHOU paboThl oOyuaromierocs: 34 Jaca;

2. CTPYKTYPA U COJAEPKAHUE YUYEFHOM JUCITATLIAHBI

2.1. O6beM yueOHOI AMCUMIIJIMHBI M BUABI Y4eOHOH padoThl.

Buja yueoHoii padoThl O0bem yacoB
MaxcuMmaJibHasi ydeOHasi HArpy3Ka (Bcero) 102
O06si3aTeIbHAS AyIUTOPHAs YueOHAast HArpy3Ka (Bcero) 68
B TOM YHCIIC: JICKIIUU 60
71a00paTOPHBIE 3aHATHS -
MPAKTUIECKHUE 3aHSATHS 8

KOHTPOJIbHBIE pabOTHI -

KypcoBasi paboTa (ITpoeKT) -

CamocrosiTesibHasi padora o0yuyaroumerocs (Bcero) 34

B TOM YHCJIE: 34

paboma ¢ NPABOBLIMU  NEPEOUCTOYHUKAMY,  HOO20MOBKA
coobuienull u pepepamos, nOO2OMOBKA K CEMUHAPAM, COCMABICHUE
maobauy, pewenue CumyayuoHHbIX 3a0ay

Hrorosas arrectarus B hopMme ougghepenyuposannoco 3auema




