AHHOTAUMS HA Pa0o4yI0 MPOrpamMmy
OI1.13 CUCTEMA I'OCYJAPCTBEHHOTI'O YIIPABJIEHUSA

1.1. O6aacTh NpUMEHEHHs POTrPaAMMBbI

[Tporpamma y4eOHON AMCUUIUIMHBI SBISETCA YacTbIO OCHOBHOHM MpodeccHOHaNbHOM
oOpa3oBaTenbHOIl nIporpamMmel B cooTBeTcTBUUM ¢ DenepanbHOro rocynapCTBEHHOIO
00pa30BaTeNLHOTO CTAHIAPTa MO CHEIHUATIBLHOCTH CPETHETO MPO(eCcCHOHANTBHOTO 00pa30BaHUs
46.02.01 JIokyMeHTaIMOHHOE 0OeCcIIeueHNE YIPABICHUS K apXUBOBEICHUE

[TporpamMma yueOHON AUCIHUILTAHBI MOKET OBITh UCIIOIB30BAHA B JIEATEIHBHOCTH
IpenoiaBaresied JOKYMEHTOBEAYECKUX TUCIIUILINH.

1.2. MecTo AucUMIVIMHBI B CTPYKTYpPe OCHOBHOIH NpodeccnoHaIbHOIl 00pa3oBaTebHOM
NpOrpaMmbI: OOIIMH I'YMaHUTAPHBIA U COLMAIBHO-3KOHOMUYECKHUNA UKL

1.3. e ¥ 321244 AUCHUILVINHBI — TPeOOBAHMSA K pPe3yJbTATaM 0CBOCHHS TUCHHMIIJIUHBI:
B pe3ynbrare ocBOEHUS NUCUUIUIMHBI O0yUYaIOUIUIICS T0JIKEH YMeTh:

® COACpPIKAHHUEC OUCHUILIMHBL «Cucrema roCcyaapCTBCHHOIO yHnpaBJICHUSA» W HMCETHh
AOCTATOYHO IIOJHOC IMPEACTABICHHUEC O BO3MOXHOCTAX MNPUMCHCHHA €€ MMOJIOKCHUN H
BBIBOOB B HpO(beCCHOHaHbHOﬁ JCATCIIbHOCTH,

® TEOPETUYECKHE OCHOBBI M 3aKOHOMEPHOCTU (PYHKIMOHUPOBAHUS SKOHOMHUKH, BKIHOYAS
TePEXO0IHBIEC MPOIIECCHI;

® CHCTEMBbI TOCYJaPCTBEHHOTO PETYIMPOBAHUS 3JKOHOMHUKHU CTPAaHbI;
® [IPUHIIUIBI IPUHATUS U PEATU3AIMN SKOHOMUYECKUX U YIIPABICHYECKUX PEIICHUI;
® OCHOBHBIC II€JIH, 3372491 U (PYHKIIMU TOCYTapCTBEHHOTO YIIPaBJICHUS;

B pesynbrare 0CBOCHUS AUCITUTUITMHBI 00YJIAIOITUICS JOJIKEH 3HATh:

®  BBIBIATH NPOOJIEMBI IKOHOMUYECKOIO XapaKTepa NP aHAIN3€ KOHKPETHBIX CUTYallUH,
IpeJularath Croco0bl UX PELICHUs U OLIEHUBATh 0XKHJIaeMbIe PE3yJIbTAThI,

® JCIOJIb30BaTh OCHOBHBIE M CHELUAJIbHbIE METOJIbl HKOHOMHUYECKOIO aHajln3a
nHdopmanuu B cepe nmpopecCuoHaIbHOU NeATeTbHOCTH;

® CHCTEeMaTHU3UpOBaTh © 0000mars wHPOpMAMIO B OOJACTH TOCYAapPCTBEHHOTO
yIIpaBJICHHUS;

@®opMHUPOBaHHSA 00X KOMIIETEH M

OK 1. TloHMMaTh CyIIHOCTb U COLIMATIBHYIO 3HAUUMOCTh CBOEH Oynyieit npodeccun,
IIPOSIBIIATH K HEW YCTOMYUBBINA UHTEPEC.

OK 2. Opranu3oBbIBaTh COOCTBEHHYIO AEATEIbHOCTb, BEIOMPATH THUIIOBBIE METOJBI U CIIOCOOBI
penieHus npodeccuoHaNbHBIX 3a/1a4, OLIEHUBATh UX 3()(PEKTUBHOCTH U Ka4eCTBO.

OK 3. HpI/IHI/IMaTL pemicHusd B CTAHAAPTHBIX U HECTAHAAPTHBIX U HCCTAHAAPTHBIX CUTYyallUdX U
HECTH 3a HUX OTBETCTBCHHOCTD.



OK 4. OcymecTBiarhb MMOMCK WM HWCIOJb30BaHWEe HWH(POPMAIMH, HEOOXOIUMOMN U1
3¢ (HEKTUBHOTO  BBHIMOTHEHHS POGECCUOHATBHBIX 33J1a4, MPOPECCHOHATBHOTO M JIMYHOCTHOTO
pa3BUTHSL.

OK 5. Ucnonb3oBath HHOOPMAIMOHHO-KOMMYHHUKAITHOHHBIC TEXHOJIOTHH TSI
COBEpIICHCTBOBAHUS YIIPABICHUYECKON JAESITEIbHOCTH.

OK 6. paboTath B KOJJICKTHBE U KOMaHJIE, YPPEKTHBHO OOIIATHCS ¢ KOJUIETAMHU , KOJUIEKTUBOM,
MOTPEOUTEIISIMHU.

OK 7. bpatp Ha ce0si OTBETCTBEHHOCTb 32 padOTy MOAUYMHEHHBIX U IPYTrUX YWICHOB KOMaH/IbI,
pe3ynbTaT BHIMOJHEHUS 3a/1aHH.

Crnenuanuct no JOKyMEHTAI[HOHHOMY OOECIIEYCHHUIO YIPABICHHS, apXUBUCT JOJDKEH 001a1aTh
npodeccHoHaTbHBIMU KOMIETEHIIMSAMH, COOTBETCTBYIOIIMMHU OCHOBHBIM BHJIAM INPO(ECCHOHATBHOM
JESATENIbHOCTH (110 YTriyOJeHHON OJTOTOBKE).

®opmupoBaHue Npo¢ecCHOHAIBHBIX KOMIIETEeHUMNH

IIK 1.1. KoopaunupoBate paboTy opraHuzanuu (IPUEMHONW PYKOBOAMTENS), BECTH MPHEM
IIOCETUTEIIEH.

IIK 1.2. OcymiectBiaTh paboTy 0 MOATOTOBKE U MPOBEACHUIO COBEIIAHUMN, JAEIOBBIX BCTPEY,
IIPUEMOB U IIPE3CHTALUN.

[1K 1.4. Opranu3oBsiBaTh pabodyee MECTO CeKpeTapsi U pyKOBOAUTEIIS.

I[IK 1.5. OdopmasTe U perucTpupoBaTh OPraHU3AUOHHO-PACHOPAIUTENbHbIE JTOKYMEHTHI,
KOHTPOJIUPOBATh CPOKU UX UCIIOIIHEHHUS.

[IK 1.6. OOpabatbiBaTh BXOASIIME M HCXOJSAIINE JOKYMEHTBI, CHCTEMaTHU3UpOBaTh UX,
COCTaBJIATh HOMEHKIJIATYPY Jel U GOpMUPOBATH TOKYMEHTHI B J€JIa.

IIK 1.7. CamocTtosaTenbHO paboTaTh C JOKYMEHTaMH, COJEPKalIMMH KOH(PHUACHIHATHHYIO
uH(pOpPMAaIIHIO, B TOM YHCIIE C TOKYMEHTaMHU 0 TUYHOMY COCTaBY.

[1K 1.8. OcymectBnsaTh TenepoHHOE 00CTy)KUBaHUE, IPUHUMATh U Nepe1aBaTh (DaKChl.
I1K 1.9. OcymiecTBIATh MOATOTOBKY JIeT K Tiepeiade Ha apXUBHOE XpaHEHUE.

[IK 1.10. CoctaBnaTe OmMCH €N, OCYIIECTBIIATh NOATOTOBKY J€N K IIepelade B apXUuB
OpraHM3aIiy, FOCy1apCTBEHHbIE U MYHUIIUTIAIbHbBIE APXUBBI.

[IK 1.11. BpimaBaTh B COOTBETCTBHM C IOCTYNAKOIIMMH 3allpOCaAMH apXHMBHBIE KOIHH M
JIOKYMEHTBI.

IIK 2.1. YuactBoBaTh B paboTe MO JKCHEPTH3E IEHHOCTH JTOKYMEHTOB B COOTBETCTBUU C
JEUCTBYIOIMMH 3aKOHOAATEIbHBIMUA aKTAMU U HOPMATHBAMH.

[1K 2.2. Bectu paboTy B cucTeMax 3JIeKTPOHHOTO TOKYMEHTO000pOTa.

1K 2.3. PazpabaTbIiBaTh M BECTH KJIACCU(PHUKATOPHI, TAOEIH U Ap. CIPABOYHUKHU MO JOKYMEHTaM
OpraHM3alIiH.



IIK 2.4. ObecnieunBaTh MPUEM U PAIlMOHAIBHOE pa3MElIeHHWE JOKYMEHTOB B apXwBe (B T.d.
JIOKYMEHTOB 10 JIMYHOMY COCTaBY).

IIK 2.5. ObecrieunBaTh y4eT U COXPAHHOCTb IOKYMEHTOB B apXUBE.

IIK 2.6. OpraHI/ISOBBIBaTI) HCIIOJIB30BAHHUE APXHWBHBIX TOKYMCHTOB B HaYYHBIX, CIIPABOYHBIX N
MPAKTUYCCKUX LECIIAX.

JucuumunHa ABIsSeTCS TEOPETUKO-OPUEHTHPOBAHHOM: KOMIIETEHIMH, C(HOPMHUPOBAHHBIE B
pe3yibTaTe OCBOCHUS IIPOTrPaMMBbI, HEOOXOIUMBI IIPU U3yYCHUU TPOPECCHOHATBHBIX MOYIIEH.

Tembl, BXopsmiue B MNporpamMmy, OyayT MpoJoJKaTh ocBauBaThcsi B cocrae MK s
COBEpIICHCTBOBAHUSA MPAKTUYECKUX HAaBBIKOB U JajbHeilmero ¢(opMuUpoBaHus OOLMX U
po(hecCHOHALHBIX KOMIICTCHITHHA.

JucuumnHa SBISETCS TEOPETUKO-OPUEHTHPOBAHHOW: KOMIIETEHIMH, C(HOPMUPOBAHHBIE B
pe3ysbTaTe OCBOEHUS IPOrpaMMbl, HEOOXOJUMBI ITPU U3YUEHHUH NTPOPECCUOHAIBHBIX MOIYJIEH.

Tembl, BXopasiiue B MporpamMmy, OyayT MHOpoJojKaThb ocBauBaThcsi B cocrae MUK s
COBEPILEHCTBOBAHUS MPAKTUYECKMX HABBIKOB M JajbHeimero (opMupoBaHus oOOMIUX U
po(heCcCUOHATIBHBIX KOMIIETEHLIUH.

1.4. PexomeHayeMoe KOJIMYECTBO YaCOB HA OCBOEHHUE MPOrPaAaMMbI AU CHUILINHBI:
MaKCUMaJbHON yueOHOI Harpy3ku oOyyaromerocst 72 yaca, B TOM YHCJI€:

00s13aTeNIbHON ayTUTOPHOM yueOHOM Harpy3ku oOyvarorerocs 48 yaca, B TOM 4Hcie JEKIUH
42 gaca, npaKTHYECKHE 3aHITUS 6 4acoB.

CaMOCTOSITENIbHON paboThl o0y4aromierocs: 24 4acos.



2. CTPYKTYPA U COJAEPXKAHUE YUEBHOM JUCIIUILIVHBI

2.1. O0beM yueOHOI JMCHHMIIJIMHBI M BUABI Y4eOHOH padoThl

Buna yueOHoii padoThl O0bem yacoB
MaxkcumanbHasi yueOHasi Harpy3ka (Bcero) 72
O0s3aTesIbHAsI AYIUTOPHAs1 YueOHasi Harpy3Ka (Bcero) 48

B TOM YHCJIC:

71a00paTOPHBIC 3aAHITHUS -

NPAKTUYECKUE 3aHATHS 6

KOHTPOJIbHBIE paOOTHI -

KypcoBasi pabota (IIpoeKT) -

CamocTrosiTeJIbHasi padoTa ody4yaromerocs (Bcero) 24
B TOM YHCJIE:

[ToaroToBka K yCTHBIM OTBETAM M MTUCHMEHHBIM OITPOCAM. 8
[TpopaboTKa KOHCIIEKTOB JICKITHIA. 8
Hamucanue pedeparos, T0KIa10B, COOOIECHUH. 8

[ToaroroBka mpe3eHTaInu.
N3ydeHune nCTOYHUKOB: JTUTEPATyPbl U HOPMATHUBHO - ITPABOBBIX aKTOB I10
MIpPEAMETY.

Hrorosas arrecrarus B hopMme duddepenyuposanno2o 3auéma




