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1 OBHIAA XAPAKTEPUCTHUKA ITPOI'PAMMBI HNOAI'OTOBKH CIHEIUAJIMCTOB
CPEJHEI'O 3BEHA

1.1 O0mme MoJI0KeHUs

[Tporpamma mnoaroroBku crenuanucroB cpeanero 3seHa (IIIICC3) mnpencrasnsier coboit
KOMIUIEKC HOPMAaTHBHO-METOAMYECKON [OKyMEHTaluu, pa3zpaboTaHHOM Ha ocHOoBe DenepaiabHOro
rOCYJapCTBEHHOTO 00pa30BaTENbHOTO CTaHIApTa IO CHEIHMAIbHOCTH CPEAHEro Mpo(ecCHOHATBHOTO
oOpazoBanms  46.02.01  JlokymeHTallmoHHOE€  oOOeclleYeHHWE  YIpaBiICHUS ©  apPXHWBOBEICHHE,
YTBEP)KAEHHOIO INpuKa3oM MunucrepctBa oOpa3oBanHus U Hayku Poccuiickoit @enepauuu Ne 975 or
«11» aBrycra 2014 roma, perJaMEHTHUPYIOIIETO COJAEpXKaHWE, OpPraHU3AIMI0 M OIEHKY KadecTBa
MOJATOTOBKH OOYYAOIINUXCS M BBIITYCKHUKOB.

IIICC3 mno cnenuanpHocTH 46.02.01 JloKyMeHTanMOHHOE OOECTICUCHHE YIpaBICHUS U
ApPXUBOBEJICHUE MMECT B0 PA3BUTHE y 00yUYAIONINXCS JIMYHOCTHBIX KaUeCTB, a Takke GopMUpOBaHUE
o0mux 1 npodecCHOHATBHBIX KOMIETeHIINH B cooTBeTcTBUU ¢ TpeboBanusmu ®I'OC CIIO mo manHO#
CHELMAIbHOCTH.

[ITICC3 opueHTHpOBaHa Ha PELICHUE CIAEAYIOIINX 3a/1ay:

— QopmupoBaHHE TOTOBHOCTH OOYYAIOIIMXCS W BBITYCKHUKOB MPUHUMATH PEIICHHUS U
npodeccnoHanbHO IEHCTBOBATh B HECTAHAAPTHBIX CUTYAIIHSIX;

— QopmupoBanue MOTPEOHOCTH OOYYAIOMIMXCS U BBITYCKHUKOB K IIOCTOSSHHOMY Pa3BUTHIO H
WHHOBAIIMOHHOW JESITeIThHOCTH B TpodecCHOHANBHOW cdepe, B TOM dHCIE U K TIPOJODKESHHUIO
oOpa3oBaHHs.

Boinycknuk B pesyinbrare ocBoeHus IIIICC3 no cnenumansHocty 46.02.01 lokyMeHTanmoHHOE
o0ecrieueHre YIpaBlIeHUs U apXHWBOBeJIeHUE OylIeT roToB K AESITEIbHOCTU B CEKpeTapHharax, ciyx0ax
JIOKYMEHTAIIMOHHOTO OO0EeCHedYeHus, KaapoBBIX CIyX)0aX M apXWBaxX TOCYJapCTBEHHBIX OPraHOB U
yUpEKJEHUI, B OpraHax MECTHOTO CaMOYMpaBlE€HUS, HETOCYIapCTBEHHBIX OpraHH3alusx BceX (opM
COOCTBEHHOCTH, OOILECTBEHHBIX OpraHu3auusax (yupexJeHHsX) B KauecTBE CIEeHHaIucTa IO
JOKYMEHTAI[MOHHOMY OOECTICUEHHUIO YIIPAaBJICHUS, ApXUBUCTAa HA MPEANPUATHSAX, B OpPTaHU3ALUIX U
YUPEKIECHUSX HE3aBUCUMO OT UX OPTaHU3aIMOHHO-TIPABOBBIX (hOPM.

B IITIICC3 onpenensitoTes:

- TUTAHUPYEMBIE PE3YIbTaThl OCBOCHHS MPOTPAMMBI IMOJATOTOBKH CIIEIIUATUCTOB CPEIHETO 3BEHA —
obmme u mnpodeccHoHANbHbIE KOMIETeHIMH oOydaromuxcs, ycraHoBieHHeie @OI'OC CIIO, wu
KOMITETCHIIMH 00y4YarOIINXCs, YCTAHOBIICHHBIE JOTIOJTHUTEIHHO;

- IJTAHUPYEMbIE PE3yIbTaThl 00YUEHHUS 110 KXKAOMY Y4eOHOMY MpeIMeTY, TUCIUIUTHHE (MOYIIO)
Y MPAKTUKE — 3HAHUSI, YMEHHUS U TIPAKTUYECKUM OTBIT, XapaKTEPU3YIOLIUE dTarbl POpMUPOBAHUS OOIINX
U Tpo(heCcCHOHANBHBIX KOMIETEHIIUH W 00ecrnednBaroIine IOCTHKEHHE IIaHUPYEMBIX pe3ylIbTaToB
oOydJeHwus.

1.2 HopMaTuBHO-IPAaBOBbIe OCHOBBI Pa3padOoTKH NMPOrpaMMbl NOATOTOBKH CHENHATNCTOB
Cpe/lHero 3BeHa 0 CeluaIbHOCTH

HopmarusHo-nipaBoByto ocHOBY pa3pabotku I[TIICC3 cocrapustoT:

— @enepanbHblil 3akoH Poccutickoit @eneparu «O06 obpazoBanuu B Poccuiickoit denepannmy
ot 29.12.2012r. Ne 273-D3;

— Ilopsimox  opraHuM3alii W OCYLIECTBJIEHHMsS  00pa30oBaTENbHOM  JEATENBHOCTH IO
o0pa3oBaTeNbHbIM IIpOrpaMMaM CpelHEro NpopecCHOHaIbLHOT0 00pa30BaHUsl, YTBEPKIECHHBIA MPUKA30M
MunucrepcTBa obpa3zoBanus U Hayku Poccuiickoit @enepannu ot 14 urons 2013 r. N 464;

— @enepanbHBIN TOCYIapCTBEHHBIM 00pa30BaTEIbHBIN CTAaHAAPT CPEIHEro MPodEeCcCHOHATHLHOTO
oOpazoBanms mo crnenuambHocTH 46.02.01 JlokymeHTanmoHHOE OOecneYeHUue YIpaBlICHUS U
apXMBOBEICHUE, YTBEPXKIEHHBIH MNpHKa3oM MuHucTepcTBa 00pa3oBaHuss M Hayku Poccuiickoii
®enepanun Ne 975 ot «11» aBrycra 2014 ropa;

— VYcraB (enepasbHOTO TOCYJApCTBEHHOTO OIOHKETHOTO 00pa30BaTENIbHOTO  yUPEKICHUS
BbIcIIero oOpa3zoBaHHus «MarHUTOrOpCKMH TOCYJapCTBEHHBIN TeXHUUYeCKuil yHuBepcuter um. [.M.
Hocosa».



1.3 TpeGoBaHusi K aOUTypHEHTaM

[Ipuem Ha mporpamMmy MOATOTOBKH CIICIIHAIIMCTOB CPEIHEro 3BeHa mo cnenuanbHocTu 46.02.01
JIOKyMEHTAIlMOHHOE O0eCreueHHe YIpPaBICHUS U apXWBOBEICHHE OCYIIECTBIISETCS B COOTBETCTBUHU C
[IpaBunamu npuemMa YHHUBEpPCUTETA M JECHCTBYIOLIUM 3aKOHOAATeNbCTBOM Poccuiickoii denepaiuu npu
HAJIMYUU y aOUTYpHUEHTa aTTecTaTa O CpelHeM o0IeM 00pa3oBaHuUH.

1.4 Cpok noayuenuss CIIO no cnennaabHOCTH
Cpoxk monydenuss CIIO mo IIIICC3 6a3oBoii mnoaroroBku chneruanbHoctn  46.02.01
JIOKyMeHTaIlMOHHOEe O00eCleYeHHe YIpaBICHUS W apXHWBOBEJICHHE B OYHOU (opme oOydeHus wu
MprCcBariBacMasl KBATH(PHUKAIUSA TPUBOJAATCS B Ta0mHIIe 1.
Tabauna 1

VYpoBeHb 00pa3oBaHus,
HEOOXOIMMBIN /IS TpHeMa Ha
obyuenue no INT1CC3

HaumeHoBanue kBauUKaILMK
0a30BOI TOATOTOBKH

Cpoxk nonyuenus CIIO no
[IICC3 6a30B0il NOArOTOBKY B
ouHOM popme 0OydeHus

cpennee ob1iee oOpa3oBaHue

Croenuaiuct 1o

1 rox 10 Mmecsies

JIOKYMEHTAIUOHHOMY
00ecrevyeH 0 yIpaBaeHus,
aApXUBUCT
1.5 TpynoemkocTs, MNporpaMmMbl MNOATOTOBKHM CHENUAJTUCTOB CpeJHEero 3BeHa IO
crenuaIbHOCTH
Tabnuna 2
VYyueOubie nukisl u paaenst [IIICC3 KomunuectBo | KonmuectBo
HEJIeTb 4acoB
OOyueHnue 1o yueOHbIM LIUKIIaM 63 3402
B TOM YHCIIE:
ayIMTOpHas Harpy3ka 2268
caMoCToOsITeNIbHas paboTa 1134
YyeOHas mpakTHKa 4 144
[Tpon3BoICTBEHHAs NPAKTUKA (110 MPOMUITIO CIIEIIUATILHOCTH) 2 72
[IpousBoicTBEHHAs NpaKTHUKA (MIPeIUIIIOMHAs) 4 144
[TpomeskyTouHas arTecTanus 3 -
["ocymapcTBeHHAs! HTOTOBAsI ATTECTAIHS 6 -
Kanukymsl 13 -
Hroro 95 -
1.6 Oco0eHHocTH mNpPOrpaMMbl TMOATOTOBKHM CHENMAJTHUCTOB CpeHero 3BeHa M0

CHeNMaAJTbHOCTH

[MMICC3 mno cneunansHoctd 46.02.01 JlokymMeHTanMoHHOE oOOecCreYeHne YIpaBlIeHUs M|
apxusoenenne peanuszyercs @I'BOY BO «MI'TY um. I''1. HocoBa» MHuoronmpodmibHBINA KOJUIEIK Ha
PYCCKOM SI3BIKE.

VYuyacTtue paboronareneii B pazpadorke u peanuzanuu [IIICC3 3akmrouaeTcss B MPUBICYCHUH UX B
Ka4yecTBE BHELIHHUX KCIIEPTOB MPH pa3pabOTKe Y4eOHBIX IUIAHOB, MPOTPaMM MPAKTHK, IPU HPOBEICHUH
MPOMEXYTOUHOM  aTTecTauMd 1O NpOo(EecCHOHATBHBIM  MOJYJSM, TOCYJapCTBEHHONM HWTOTOBOM
aTTeCTallHU.

I[MMICC3 mo cnenuanmpHOocTH 46.02.01 JlOKyMEHTaIMOHHOE OOECTICUCHHE YNpaBICHUS U
apXMBOBEICHUE MPEINOJIaraeT OCBOCHHE OOYYAIOMIMMUCS JOJDKHOCTH CIyXallero ApXHBapHyC C
MIPUCBOEHNEM KBaTU(UKALKUK U BBIJAYH CBUJETENILCTBA O JOJKHOCTHU CITYXKAILETo.

Bomycknukn cnenumansHoctd 46.02.01  JlokymeHTanmoHHOEe oOOEcleYeHne YIpaBiIeHUS U
apXUBOBE/ICHUE!



— BOCTpeOOBaHbI Ha MPEINPUATUSX M B OpPraHU3aLUAX, YUYPSKICHHIX TOpofa M peruoHa
HE3aBHCUMO OT UX OPTaHU3alMOHHO-TIPABOBBIX (HOpM;

— TMOJTOTOBJICHBI K OCBOCHHIO O0pa30BaTEIbHON MpPOrpaMMBbl BHICIIETO OOpa30BaHUS, B TOM
quclie YCKOPEHHOM 10 CIIeIyI0IMM HampasiieHusaM noarotoBku: 46.00.00 Mcropus u apxeomnorus.

2 XAPAKTEPUCTUKA MPO®ECCUOHAJBHOM JEATEJIHbHOCTH BHIITYCKHHUKOB

2.1 O01acTh 1 00bEeKTHI NPO(eCCHOHAIBLHOM NeATeJbHOCTH

Ob6nacth npodeccHOHATBHOMN 1EATEIIBHOCTH BBIITYCKHUKOB!

JeSITebHOCTD B CEKpeTapuarax, Clry>k0ax JTOKyMEHTAllMOHHOTO 00eCieueHus], KaIpOBbIX CITyx)0ax
U apXuBax TIOCYIAPCTBEHHBIX OPraHOB M YUYPEXAEHHUI, B OpraHax MECTHOIO CaMOYIpaBJICHU,
HETOCY/IapCTBEHHBIX OpraHM3alusAX BceX (opM COOCTBEHHOCTH, OOIIECTBEHHBIX OpraHU3aIMIX
(YUpexIeHusx).

OO0BexThl MpohecCHOHATBHON 1EATEIBHOCTH BBITYCKHUKOB!
JIOKYMEHTBI, CO3JJaHHbIE JIFOOBIM CITIOCOOOM JOKYMEHTHPOBAHHUS;
CHCTEMBI JOKYMEHTAIL[MOHHOTO 00eCIeyeH s yIpaBlIeHHs;
CHCTEMBbI MIEKTPOHHOTO TI0KYMEHTO000pOTa;

apXUBHbBIE IOKYMEHTBHI;

NIEPBUYHBIE TPYJOBbIE KOJJIEKTHUBBI.

2.2 Buanl aesITeILHOCTH

Opranuzanusg JOKYMEHTAllMOHHOTO  OOeCHeYeHus  YOpaBleHus ©  (YHKIIMOHUPOBAHUSA
OpraHu3aIuu.

Opranuzanys apXuBHOM U CIIpaBOYHO-UH(DOPMAIIMOHHON PabOTHI IO JOKYMEHTaM OpraHU3allHu.

BrinonHenue paboT 1Mo OHONM MU HECKOJIBKUM TpodeccusMm pabodnx, JOHKHOCTIM CITYKaIlUX:
ApxuBapuyc.

3 TPEBOBAHUA K PE3YJIBTATAM OCBOEHHA ITPOI'PAMMBI INIOAI'OTOBKH
CIIEHUAJIMCTOB CPEJJHEI'O 3BEHA

3.1 O6mue komnerenunu (OK)
Crenuanuct Mo JTOKYMEHTAIMOHHOMY OOECIeUeHHUI0 YIpaBJICHHs, apXUBHUCT JIOJDKEH 00JanaTh
O00IIMMH KOMIIETEHIIUSMU, BKIIOYAIOIIUMHU B ce€0s CIIOCOOHOCTD:

Tabnuua 3
Kon Conepxxanue
KOMITIETEHIINH

OK 1 [loHnmarh CYIIHOCThP M COLMAIbHYIO 3HAUYMMOCTh CBoeW Oyaymiel mnpodeccuu,
MIPOSIBJIATH K HEW YCTOWYMBBINA UHTEPEC.

OK 2 Opranu3oBbIBaTh COOCTBEHHYIO JEATEIbHOCTb, BbIOMpAaTh THUIIOBBIE METOJBI U
CIOCOOBI BBIMOJIHEHUS TPO(PECCHOHANBHBIX 33Ja4, OLEHUBATh UX PPEKTUBHOCTD U
KauecTBO.

OK 3 [IpuHMMaTh penieHus: B CTaHAAPTHBIX M HECTAHJAPTHBIX CUTYalUsX M HECTH 3a HUX
OTBETCTBEHHOCTb.

OK 4 OcymecTBiATh TOWCK UM HUCIOJIb30BaHWE WH(MOpMAIMK, HEOOXOAUMOW ISt
3¢ (GEKTUBHOTO BBINMOJHEHHUS MPO(ECCHOHAIBHBIX 33734, MPO(EeCCHOHATBHOTO |
JIMYHOCTHOTO Pa3BUTHS.

OK 5 Hcnonp3oBars nH()OPMAITMOHHO-KOMMYHHUKAITHOHHBIC TEXHOJOTHUH B
npoeCCUOHATTLHON EATEIEHOCTH.

OK 6 PaGorate B komtekTHBE W KomaHAe, A((PEKTHBHO OOMmMATHCA C KOJUIETaMH,




PYKOBOJICTBOM, MIOTPEOUTEISIMH.

OK 7 Bbpats Ha ceOs OTBETCTBEHHOCTh 3a pPabOTy WIEHOB KOMaHAbI (MOJYUHEHHBIX),
pe3yJIbTaT BBIIOJIHEHUS 33 JaHUM.

OK 8 CamocCTOATENBHO ONPEeNATh 33a4H MPO(HEeCCHOHAIBHOTO U JIMYHOCTHOTO Pa3BUTHS,
3aHMMAaTbCid  CaMOOOpa30BaHMEM,  OCO3HAHHO  IJIAaHUPOBaTh  IOBBILICHUE
KB (PUKALHH.

OK 9 OpueHTUPOBATHCS B YCIOBHSIX YacTOM CMEHBI TEXHOJOTHH B MpodheCcCHOHATBHOM
NESTEIbHOCTH.

3.2 Buabl aesTeJIbHOCTH U npodeccnoHabHbIe KoMneTeHunu (ITK)
Crenuanuct no JOKyMEHTAMOHHOMY OOECIEeUEHUI0 YIPABJICHUs, apXMBUCT JOJKEH 00JanaTh
npoeCCHOHATLHBIMU KOMIIETEHIIUSIMH, COOTBETCTBYIOIIIMMH BHJIAM NI TEIIbHOCTH:

Tabnuna 4
Bun nestensHOCTH Kon HaumeHnoBanue npodeccuoHaaIbHON KOMIIETeHIIUU
KOMIIETEHIUH
Opranuzauus K 1.1 KoopaunupoBate paboTy opranuzanuu (IpueMHOM
JIOKYMEHTAllMOHHOI'O PYKOBOJIMTEJIS), BECTU IPUEM ITOCETUTENEH.
obecnieuenus ympasiuenus u | ITK 1.2 OcymiecTBisATh paboOTy MO MOATOTOBKE U IPOBEIECHUIO
(YHKIMOHUPOBAHUS COBEILIAaHUH, JI€JIOBBIX BCTPEY, IPUEMOB U MPE3CHTAIIUH.
OpraHu3anyu IIK 1.3 Ocy1iecTBiIsTh MOArOTOBKY  JI€JIOBBIX HOE300K
PYKOBOIMTENS M IPYTUX COTPYIHUKOB OpraHU3aliu.
IIK 1.4 Opranu3oBbiBaTh  pabodyee MECTO  CeKpeTraps U
PYKOBOIMTEIIS.
IIK 1.5 OdopMiiATh M PETUCTPUPOBATH  OPraHU3ALMOHHO-
pacrnopsiAMTeNbHbIE  JOKYMEHTBl,  KOHTPOJIHMPOBAThH
CPOKH HX MCIIOJIHEHUS.
IIK 1.6 OO0pabaTbiBaTh BXOJIIME U HCXOASAIINE JTOKYMEHTHI,
CUCTEMATHU3UPOBATh UX, COCTABIISATh HOMEHKIIATYPY el
U GOpPMHUPOBATH TOKYMEHTHI B JIeNA.
IK 1.7 CamocTtosTensHO pabortatb c JIOKYMEHTaMHU,
coJiepkKalMMi KOH(UIEHIHANbHYI0O HH(OpMaIuio, B
TOM YHUCJIE C JOKYMEHTaMH 110 JIMYHOMY COCTaBY.
K 1.8 Ocy1iecTBIsTh TenepoHHOE obcnyXuBaHue,
IIPUHUMATH U NIepeiaBaTh (PaKchl.
IIK' 1.9 OcymiecTBisATh MOATOTOBKY J€Nl K T[epegadye Ha
ApXMBHOE XpaHEHHUE.
IIK 1.10 CocTaBisITh ONMCHU J1€]1, OCYILECTBIIATh OATOTOBKY J€EJ
K Iepesiaye B apXHB OpPraHU3alliy, TOCYJapCTBEHHBIE U
MYHHIIMIIAJIbHBIE APXUBBI.
Opranmzanua apxuBHon u | IIK 2.1 OcCymecTBISITh IKCIEPTU3Y LEHHOCTH JOKYMEHTOB B
CIIPaBOYHO- COOTBETCTBUU C JACUCTBYIOUIMMH 3aKOHOJATEIbHBIMU
MH(OPMaLMOHHON  pabOThI AKTaMH 1 HOPMAaTHBAMM.
no nokymenraMm | [1K 2.2 Bectu paboty B cucreMax 3JIEKTPOHHOTO
OpraHu3alyu JIOKYMEHT0000poTa.
IK 2.3 Pa3pabarbiBaTh ¥ BeCcTH KiacCHUKATOPBI, TaOeIu H
JpYTrHe COPaBOYHUKHU IO JOKYMEHTaM OpraHU3alHH.
I[IK 2.4 OOGecneynBaTh MPUEM M PANMOHAIBLHOE pa3MeIleHUE
JIOKyMEHTOB B apXuBe (B TOM YHUCIIE JOKYMEHTOB IO
JUYHOMY COCTaBY).
I1IK 2.5 ObecneunBaTh Y4e€T M COXPAaHHOCTb JTOKYMEHTOB B




apxmuBe.

IIK 2.6 OpranuzoBbIBaTh HCII0JIb30BaHUE ApPXUBHBIX
JIOKYMEHTOB B HAY4YHBIX, CIIPABOYHBIX U MPAKTHUCCKUX
LIEIISIX.

[IK 2.7 OcCylecTBIIsTh OpraHu3alMOHHO-METOANYECKOE

PYKOBOJCTBO W KOHTpOJb 3a paboToi apxuBa
OpraHM3allil M 3a OpraHu3alyeil JOKYMEHTOB B

JIETIONIPOU3BOJICTBE.
Beimonaenne  pabor mo | ITIK 3.1 BeimonHAaTe paboThl 110 HOpMUPOBAHUIO TpadUUECKUX
OJIHOM WM  HECKOJbKUM 00pa3oB TOKYMEHTOB.
npodeccusm pabounx, | IIK 3.2 ®opmupoBaTh U 3arpyxaTb JaHHbIE B CHUCTEMY
JOJDKHOCTSIM ~ CITY’KallluX: AJIEKTPOHHOT'O apXUBa.

ApxuBapuyc

4 OHEHKA KAYECTBA OCBOEHUsA ITPOI'PAMMBI INIOAT'OTOBKHN CIHEHUAJIMCTOB
CPEJHEI'O 3BEHA

Onenka kadectBa ocBoeHust IIIICC3 mno cnenuansHoctd 46.02.01 JlokymeHTalMoHHOE
oOecriedeHUEe yIpaBICHUS M apPXWBOBEICHHE BKIIOYACT TEKYIIUH KOHTPOJb YCIIEBaEMOCTH,
MIPOMEKYTOUHYIO U TOCYJaPCTBEHHYIO HTOTOBYIO aTTECTAIIMIO 00YYaIOIINXCSl.

OreHka KauecTBa MOJATOTOBKY 00YYalOINXCs M BBITYCKHUKOB OCYIIIECTBIISIETCS B IBYX OCHOBHBIX
HaIpPaBJICHUAX:

— OIICHKA YPOBHS OCBOCHHUSI TUCIIUILIHH;

— OIIEHKa KOMIIETEeHIMH 00yJaromuxcs.

Jns roHomIeH mnpeaycMaTpUBaeTCsi OLIEHKa OCHOB BOEHHOHM ciy:xObl. B mepuon obydenus c
FOHOIIAMHU MTPOBOJATCS YueOHbIE COOPBI.

®opmoif  TOCYyIapcTBEHHOW  MTOroBOM  arrectranuu 1o  cnemmanbHocth — 46.02.01
JIOKyMEHTAIIHOHHOE 00ecTIeYeHre YIPABICHHUS U apXUBOBE/ICHUE SIBIISCTCS:

— 3alMTa BBITYCKHON KBATU(HUKAIIMOHHON paboThl (IUIIIOMHAs paboTa).



