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1. O01ue MoJI0KEeHU A

1.1. HopmaTuMBHO-IpaBOBble OCHOBbI Pa3pa0dOTKH NPOrpamMMbl  NOATOTOBKH
CIeNATUCTOB CPeIHero 3BeHa

[Iporpamma noarotoBku crnenuaiuctoB cpeanero 3seHa (gaiee [IICC3) no cnennanbHOCTH
46.02.01 JlokymMeHTAIlMOHHOE OOECIeYeHUEe YIPABJICHUS W apXUBOBEACHUE - KOMIUIEKC
HOPMAaTHUBHO-METOIMYECKON JOKYMEHTAllMU, PErJaMEHTUPYIOIIMNA COJIep)KaHue, OpPraHu3alui U
OIICHKY KauecTBa IIOJrOTOBKM OOYYarOIIMXCsl M BBIMYCKHUKOB MO crenuaibHocTu 46.02.01
JlokyMeHTaImoHHOE 00eCTIeYeHNE YIIPABICHHSI U apXUBOBEICHUE.

HopwmatusHayto npaBoByto ocHOBY pazpabotku [IIICC3 cocTaBusior:

- @enepanbubiii 3akoH Poccuiickoit @eneparmu ot 29.12.2012 1. Ne 273 ®3 «0O6
obOpazoBannu B Poccuiickoii @enepanumn» (B ACHCTBYIONICH pEIaKIIUN);

- @epepanbHblii  TOCYAapCTBEHHBIH  oOpaszoBaTenbHbli  cra”papt (PI'OC) mo
cennanbHocTH 46.02.01 JlokymMeHTallMOHHOE OOecliedeHne YIPaBJICHUS U apXUBOBEJICHUE,
yTBEpKJAEHHOro mnpuka3oM MuHucrepcrBa mnpocsemenuss Poccuiickoit ®enepauun ot 26
aBrycta 2022 r. Ne 778 (pen. ot 03.07.2024) (3apeructpupoBano B Muntocte P® 30 centsabps
2022 r., peructpaunonsbiii Ne 70318);

- @enepalibHBIl  TOCYAApCTBEHHBIM 00Opa30BAaTENbHBIM CTaHAAPT CpPEIHEro OOIIero
o0Opa3oBaHUI», YTBEPXKICHHBIM mpukazoM MwuHoOpHaykn Poccum ot 17.05.2012r. Ne 413 (B
JEeNCTBYIOIEH peaKinn);

- [Ipuka3 MunmucrepcTBa npocsemienus: Poccuiickoit @epepannu ot 24.08.2022 Ne 762 «O6
yTBepkaeHun I[lopsioka opraHuzalud W OCYIIECTBICHHS 00pa30BaTENIbHON JESTEIBHOCTH IO
00pa30BaTeNbHBIM IIPOrpaMMaM CpPEIHEro NMpoQeccuOHAIbHOIO 00pazoBaHus» (B AeHCTBYIOLIEH
PEIaKIINH);

- Ilpukaz3 MuHucrepctBa Hayku M Bbiciiero obOpasoBaHusi Poccuiickoit denepauuu u
MunucrepctBa npocsenienust Poccuiickoit @enepanuu ot 5 aBrycta 2020 r. Ne 885/390 «O
MPAKTUYECKON MOArOTOBKE 00YUYaIOLIUXCAN;

- [Ipuka3 MunucrepcTBa npocserienus: Poccuiickoit ®denepaunn ot 08.11.2021 Ne 800 «O6
yTBepkaeHun  Ilopsiaka  mpoBeAeHUsT — TOCYJAapCTBEHHOM  HWTOrOBOM  arTecTalMu IO
00pa3oBaTeNbHBIM NPOrpaMMaM CpeAHEro NpodeccuoHaNbHOro 00pa3oBaHus» (3aperucTpUPOBAHO
B Munrocte PO 07.12.2021 Ne 66211)» (B 1eCTBYIOIICH peIaKIlvMg);

- [Ipuka3z MunucrepctBa oOpa3oBanus u Hayku Poccuiickoit @eneparuu ot 14.10.2022 r. Ne
906 «O6 ytBepxaeHun Ilopsiaka 3amoidHEHWs, yd4YeTa W BBIIAYM JUIUIOMOB O CpEIHEM
npodeccHOHaILHOM 00pa30BaHUU U UX JTyOIUKATOBY;

- Ilpuka3 Munnpocsemenuss Poccun or 08 ampens 2022 r. Ne 153 «OO0 yTBepKaeHUH
[Topsinka  pa3pabOTKM  NPUMEPHBIX  OCHOBHBIX  00pa3oBaTENbHBIX IMPOTPAMM  CPEIHEro
pohecCuOHANBHOrO 00pa30BaHus, MPOBEACHUS UX SKCIEPTU3Bl U BEICHUS PEecTpa MPUMEPHBIX
OCHOBHBIX 00pa30BaTENIbHBIX MPOrPAMM CPEIHET0 MPO(PECCHOHATBHOTO 00pa30BaHUY;

- Ilpuka3 MunuctepctBa oOpazoBanust U Hayku PD ot 17 mas 2022 r. N 336 «O6
YTBEP)KJICHUM TMepedHeld mpodeccuii M CHelHaJbHOCTeH cpegHero MpogdecCHOHAIbHOTO
00pa30oBaHMs U YCTAHOBICHUM COOTBETCTBUS OTAENBHBIX MpodeccHil U CelnaaTbHOCTEH CPEeTHETO
npodecCHOHATBLHOTO 00pa30BaHus, YKa3aHHBIX B 3TUX MEPEUHsX, MPOPECcCUsiM U CIEHUATBHOCTIM
cpenHero mpogdeccrnoHalibHOTO 00pa3oBaHUS, NEPEYHH KOTOPBIX YTBEPXKACHBI MPHUKA30M
MunucrepcTBa odpazoBanus U Hayku Poccuiickoit @enepanuu ot 29 oktsi6pst 2013 r. N 1199 «O6
YTBEP)KACHUM TMepedyHed rmpodeccuii M CHEUAIBHOCTEM cpeAaHero MpogecCHOHAIbHOIO
o0Opa3oBaHUsY;

- HopmatuBHO-MeTOAMUECKHE JOKYMEHTHI:

Metoauueckiue  peKOMEHJAIMM MO  pa3padOTKe  OCHOBHBIX  MPOQecCHOHATBHBIX
00pa3oBaTeNbHbIX MPOTrpaMM M JOMOJHHUTENIbHBIX MNPOPECCHOHATIBHBIX MIPOrpaMM C YYETOM
COOTBETCTBYIOIIUX IMPO(ECCHOHABHBIX CTAaHAAPTOB, YTBEPXKAECHHBIE MpHUKa3oM MHHOOpHayKH
Poccum ot 22.01.2015 Ne J1JI- 1/058BH;
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[TucemMo MunnpocBemenuss Poccun ot 14.04.2021 Ne 05-401 «O HampaBiieHuun
METOJMYECKUX peKoMeHAanui» (BMecTe ¢ MeToauyecKuMH PEKOMEHIAIUSIMU M0 pealn3aluu
cpenHero oOimero o0pa3oBaHMs B TpeEesiax OCBOCHHS 00pa3oBaTENLHOW MPOTPaMMBbI CPETHETO
po¢eCCHOHAIBHOTO 00pa30BaHus HAa Oa3e OCHOBHOTO 00IIero o0pa3oBaHms);

MeTonudyeckux peKoMeHAanuid Mo (GOPMUPOBAHUIO BAPUATUBHON COCTABIISIFONICH (4acTH)
OCHOBHBIX Mpo¢ecCHOHATbHBIX 00pa30BaTEbHBIX MPOTPaMM B COOTBETCTBUU C (eaepalbHbIMU
rOCYJapCTBEHHBIMH CTaHJApTaMH CpPEJHEro NpodeccuoHanbHOro obpasoBanuss B Camapckoi
obmactu (ITuceMo muHHcTEepcTBa OOpazoBanuss W Hayku Camapckoit obiactu ot 15.06.2018
Nel6/1846).— VYcraB (denepanbHOr0O TrOCYJapCTBEHHOTO aBTOHOMHOTO — 00pa30BaTeIbHOTO
yupexJeHuss  Bbicuiero  oOpazoBanusi — «Camapckuii  rocylapCTBEHHBIH  SKOHOMHYECKUMN
VHUBEPCUTET», YTBEPKICHHBIA NpPHKAa30M MHHHCTEPCTBA HAYKH M BBICIIETO OOpa30BaHUS
Poccuiickoit ®enepaiuu ot 4 mapta 2021r. Ne 159

- VYcraB  TOCYJapCTBEHHOTO  aBTOHOMHOTO — NMPO(ECCHOHAIBHOTO  00pa3oBaTEIbHOTO
yupexenuss Camapckoii oo6mactu «CaMapcKuil TOCyIapCTBEHHBIN KOIIISIK;

- JJoxanwsubie akTel [AIIOY «CI'K»:

[Tonoxxenue 06 0Opa3zoBaTENBbHOM MPOrpaMMe CpeaHero MmpodeccnoHalIbHOr0 00pa3oBaHus,
yTBepkaeHHoe npukazom agupektopa IAIIOY «CI'K» ot 02.04.2018 Ne 75-o1;

[TonoxkeHne O MPaKTUYECKOW MOATOTOBKE, YTBEPXkACHHOE MpukazoMm maupektopa ['AIIOY
«CI'K» ot 24.01.2025 Ne 52-ox;

[TonoxxeHue o mepeBojie, OTYUCICHUH M BOCCTAHOBICHUH OOYYArOIIMXCS, yTBEPKICHHOE
npukazoM gupekropa AIIOY «CI'K» ot 27.08.2024 Ne 200-ox;

[Tonoxxenne o KypcoBoil pabore (IpoekTe) MO MUCHMILUIMHE, YTBEPKIECHHOE MPUKA30M
nupekropa AIIOY «CI'K» ot 27.05.2020 Ne 100-o01;

[TonoxxeHne O TMOpSIAKE OpraHu3alud AyajJbHOrOo OOYyYeHHs, YTBEPKICHHOE IPHUKA30M
mupektopa AITIOY «CI'K» ot 02.02.2021 Ne 60-o1;

[TonoxkxeHne 00 oOpraHu3alMy W MPOBEIECHUU TEKYIIEr0 KOHTPOJS YCIIEBaEMOCTH U
MIPOMEKYTOUYHOM aTTECTalluu, YTBEpXkJAeHHoe mnpukazoMm gupektopa [AIIOY «CI'K» or
02.03.2022 Ne 135-o1;

[Tono>keHne O BBINYCKHOW KBaJM(UKAIMOHHOW paboTe Mo mporpammaMm IOATOTOBKHU
CIIELMAJIMCTOB CPEIHEr0 3BEHA, yTBepkAeHHoe mpukazom aupekropa ['AIIOY «CI'K» or
02.03.2022 Ne 135-0x;

[TonoxkeHrne O MPOBEACHUM TOCYAAPCTBEHHOW HMTOTOBOM aTrTecTaluy Mo 00pa3oBaTEIbHBIM
IporpaMMaM CpeHero npoQecCuOHaNIbHOIO 00pa30BaHUsl, YTBEPKAECHHOE MPUKA30M AUPEKTOpa
TI'ATIOY «CI'K» ot 14.04.2023 Ne 85-o1;

[Tonoxkxenne 00  aJanTUPOBAHHBIX  OOpa3oOBaTeNbHBIX  IpOrpaMMmMax  CpPEIHEro
npodeccuoHansHOTO 00pa3oBaHMsl, yTBepkIAeHHOoe mpukazoM mupektopa ['AIIOY «CI'K» ot
27.05.2020 Ne 100-07;

[lonoxenne ©O TOpsSAKE 3alOJHEHUs, Yy4eTa M BbAAYM JIUINIOMOB O CpEIHEM
npodeccuoHaTbHOM 00pa30BaHUU U X JyOIMKATOB, yTBEPXkKACHHOE MpuKa3zoM aupektopa [AIIOY
«CI'K» ot 04.05.2023 Ne 90-ox;

[TonoxxeHue o mopsake MpueMa Ha 0OydeHHE MO 00pa30BaTENIbHBIM MPOrPaMMaM CPEIHETO
npodeccCHoHaNBFHOTO 00pa3oBaHus, yTBepxkaeHHOoe mMpukazoM nupektopa ['AIIOY «CI'K» ot
24.01.2025 Ne 52-op;

[IpaBuiia BHYTpPEHHETO pacmopsika OOyYaroIIUXCs, YTBEP)KIEHHBIC MPUKA30M HUPEKTOpa
'ATIOY «CI'K» ot 27.02.2020 Ne 58-o.

1.2. HopMmaTHBHBI CPOK 0CBOEHHS NMPOrPaMMBbI

Hopmarusnsiii cpok ocBoenus [IIICC3 no cneumansHoctn 46.02.01 JloxymeHTannoHHOE
oOecrnieueHre yrnpaBIeHHs U apXUBOBEJEHUE NPU OYHOU (hopme mosryueHus o0pa3oBaHus:

- Ha 6a3e ocHOBHOTO 001Iero oOpa3oBanus — 2 roga 10 mecsies.
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1.3. CTpyKTypa 1 00b€M 00pa30BaTEIbHOMH NPOrPaMMBbI

Crpykrypa npodeccrnoHaTbHOM O06Bem 00pa3oBaTEILHON MPOrPaMMBbI B

00pa30oBaTeNbHON MPOTPaMMBbI aKaJeMUYECKIX Jacax
Hucuurnnuuel (MOIYJN) He MeHee 1476
ITpakTka He MeHee 432
['ocynapcTBeHHass UTOTOBasi aTTECTALIMS 216
OO06muit 00beM 00pa3oBaTEIbHON TPOTrPAMMBI:
Ha 0a3e cpeHero ooIero 0opa3oBaHus 2952
Ha 0a3ze OCHOBHOro oO0mIero oOpa3oBaHUS, BKIIIOYAs 4428

NOJTy4YeHHE CpeHero o0miero o0pa3oBaHusl HA OCHOBE
TpeboBaHuil  (emepasbHOTO  TOCYAapCTBEHHOTO
00pa30oBaTeNIbHOTO  CTaHAApTa CPEIHEro  OOIIEro
o0pazoBaHus

2. XapakTepucTika nNpoeccCHOHAIBLHOM e TeJIbHOCTH BHINYCKHIUKOB

2.1. Obsacth npodgeccHOHATBHOM AeSITeIbHOCTH BBIITYCKHUKOB
Obnactp mpoecCHOHABHOW — JeSITEIBHOCTH  BBITYCKHUKOB: (07 AJMUHUCTpPATHBHO-
yropaBiieH4YecKast U oucHas 1eATeIbHOCTb.

2.2. Buabl 1eITeJIbHOCTH U KOMIIETEHIIHH BbINYCKHUKOB

Kon Haumenosanue

BA1 OcyuiecTBiieHHMe OPraHM3aNMOHHOIO W JOKYMEHTAIIMOHHOr0 o0ecneYyeHus
AeATe1bHOCTH OPraHu3aluM.

[IK 1.1. | OcymecTBasaTh npuém-neperady ynpaBieHYecKod HMH(OpMaIUK ¢ MOMOIIBIO CPEJCTB
MH(OPMALIMOHHBIX U KOMMYHHMKAIIMOHHBIX TEXHOJIOTUH.

I1IK 1.2. | KoopaunupoBaTh paboTy NpUEMHOI pyKOBOAUTENS, 30H ITpUEMa pa3IMyHbIX KaTeropui
ITOCETUTENIEH OPTaHU3aLUH.

I1K 1.3. | BnazseTh HaBbIKaMH IJIAHUPOBAHUs pabouero BpeMeHH PYKOBOJIUTENS M CEKpeTapsl.

IIK 1.4. | OcymecTBiaATh MOATOTOBKY JEJOBBIX MOE3A0K PYKOBOAMTENS U APYTUX COTPYIHUKOB
OpraHu3alyHu.

[IK 1.5. | Bnagers cnocoOamu opraHuzaiy pabodyero MpOCTPAHCTBA NpPUEMHOW M KaOuHeTa
PYKOBOIMTEIISL.

IIK 1.6. | OcymiecTBasiTh paboOTy MO MOATOTOBKE W NMPOBEICHUIO KOH(PEPEHTHBIX MEPONPUATHH,
oOecnieunBaTh NHHOPMALTMOHHOE B3aUMOJICHCTBUE PYKOBOJUTENS C MOJpa3AeiEHUEM U
JOJLDKHOCTHBIMH JIMIIAMH OpraHU3aliu.

[IK 1.7. | OdbopMasTe OpraHW3allMOHHO-PACTIOPSAUTEIbHBIE JIOKYMEHTHl M OPraHU30BbIBAaTh
palboTy ¢ HUMH, B TOM YHCJIE C HCIOJIb30BAHNE AaBTOMATH3UPOBAHHBIX CHCTEM.

[IK 1.8. | OdbopmMasiTh JOKYMEHTBI IO TUYHOMY COCTAaBY U OPraHU30BBIBATh Pa0OTY C HUMHU, B TOM
YHCJIE C UCIIOJIb30BAHMEM aBTOMATU3UPOBAHHBIX CHCTEM.

IIK 1.9. | Opranu3oBbIBaTh TEKyIlee XpaHEHUE TOKYMEHTOB, 00pabOTKy M€ sl OTIEpaTUBHOTO
XpaHEHUs1, B TOM YHCJIE C CII0JIb30BAHUEM aBTOMATU3UPOBAHHBIX CHCTEM.

B/ 2 Opranusanusi apXuBHOH padoOTHI 110 JOKYMEHTaM OpPraHu3anuil pa3iu4HbIX GopMm
COOCTBEHHOCTH.

[IK 2.1. | OcymiecTBasATh KOMIUIEKTOBAaHWE AapXWBHBIMHU JelaMHM (JIOKyMEHTaMH) apXHBa
OpraHu3alyHy.

[IK2.2. | Bectn yu€r apxuBHBIX €1 (JOKYMEHTOB), B TOM YHCJIE€ C HCIOJIb30BaHUEM
aBTOMATHU3HPOBAHHBIX CUCTEM.

I1K 2.3. | OcyuiecTBisiTh XpaHEHHWE ApPXUBHBIX JeNl (JOKYMEHTOB) C IOCTOSIHHBIM CPOKOM
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XpaHEeHUs U 110 JIMYHOMY COCTaBYy B apXMBE OpPraHU3aALUH.

IIK 2.4. | OcymecTBiIsATh XpaHEHUE, KOMIUICKTOBAaHUE, YYET U UCIIOJIb30BaHUE JIeTT (IOKYMEHTOR)
BPEMEHHOI'O XpaHEHHUSI.

[IK 2.5. | OcymecTBisiTh HCIOJIb30BAHME APXMBHBIX J€7 (JOKYMEHTOB), B TOM 4YHCIE C
HCII0JIb30BAHUEM aBTOMATHU3HPOBAHHBIX CHCTEM.

B/ 3 OcBoeHnne 0JHOM MJIM HECKOJIbKHMX Npodeccuii padodmnx, JOKHOCTEH CIIysKaluX
(Cekperapb-aAMUHUCTPATOP).

O6H_[I/Ie KOMIICTCHI MU BbIITYCKHHKA

Kon

HaunmenoBaunue

OK 01.

Breibupate  cmocoObl  pemieHuss — 3agad  Opo(ecCHOHANBHOM — JEeSTeNbHOCTH
MPUMEHUTEIBHO K PA3JIMUYHBIM KOHTEKCTaM.

OK 02.

Hcnonp30BaTh  COBPEMEHHBIE  CPEICTBAa IIOMCKA, AaHaJIM3a M HHTEPIPETALMU
uHpopManuu ¥ HHGOPMAIIMOHHBIE  TEXHOJOTMW IS BBIOJHEHHA  3ajad
podecCUOHATILHOM 1€ TeIbHOCTH.

OK 03.

[ImaHupoBaTh W peaTU30BBIBATH COOCTBEHHOE MPO(ECCHOHAIBHOE W JMYHOCTHOE
pasBUTHE, NPEANPUHUMATEIbCKYIO JEATEeIbHOCTh B IpodeccHOHaIbHOU cdepe,
UCTIOJIB30BaTh 3HAHMS 10 TPAaBOBOM M (MHAHCOBOH TPAMOTHOCTH B pa3IMYHBIX
JKU3HEHHBIX CUTYalUsX.

OK 04.

3(1)(1)6KTI/IBHO B3aUMOJCHCTBOBAThH U pa60TaTB B KOJUICKTHBC 1 KOMAaH/C.

OK 05.

OcCymIeCTBISITh YCTHYIO M MUCHbMEHHYI0O KOMMYHHUKAIIMIO HAa TOCYJIAPCTBEHHOM SI3BIKE
Poccuiickoit ®enepanru C y4eToM OCOOCHHOCTEH COIMANBHOTO W KYJIBTYpPHOTO
KOHTEKCTA.

OK 06.

IIposBAATE TIPaKAAHCKO-NATPUOTHYECKYIO IO3ULUIO, JEMOHCTPUPOBATH OCO3HAHHOE
IIOBEJICHUE HA OCHOBE TPAJULIMOHHBIX POCCUMCKUX TYXOBHO-HPABCTBEHHBIX LIECHHOCTEH,
B TOM 4YHUCIE C YYETOM TapMOHHM3ALMM MEXKHALUOHAIBHBIX U MEXKPEIUTHO3HBIX
OTHOLIECHUH, IPUMEHSATh CTAaHAAPTHl aHTUKOPPYIILUOHHOTO IOBEACHMUSL.

OK 07.

ConelicTBOBaTh COXPAHEHUIO OKPYIKAIOLIEH Cpeibl, pecypcocOepexeHn o, IPUMEHSTh
3HaHMs 00 U3MEHEHUU KJIMMaTa, PUHIUIBI OEpEeXIMBOTO NMPOU3BOACTBA, 3PPEKTUBHO
JICIICTBOBAThH B YPE3BhIYANHBIX CUTYALUSIX.

OK 08.

Hcnonbe3oBath cpenctBa (U3MUECKONM KyJNbTYpbl JJII COXpPaHEHHMs M YKpEIUICHUS
30pOBbsI B Tpolecce Mpo(ecCHOHATBHOW  JEATENIbHOCTH U MOAJEpKaHMs
HE00X0IMMOr0 YpOBHS (PU3HUECKON MOATOTOBJIEHHOCTH.

OK 09.

ITons3oBaThCs HpOCI)eCCHOHaHLHOP’I ,I[OKYMCHTaLIHeﬁ Ha TroCcyaJapCTBEHHOM )51
HHOCTPAHHOM A3bIKaX.

2.3. CnenuajibHble TpeOOBaHUSA

Jluua, noctynuBIIMEe HAa OOy4YeHHE, JOJDKHBI MMETh JOKYMEHT O IOJyYeHHUH OCHOBHOTO
001rero 00pa3oBaHuUs WU CPETHETO 00IIeT0 0Opa30BaHMs.

KommnekroBanue rpynn mno crnenuainbHocTH 46.02.01 JlokymeHTanmoHHoe oOecreyeHue
yTpaBJICHUS] U apXUBOBEJICHHE 32 CUET CPEACTB OI0/HKETa MPOBOIUTCS HA OOIIETOCTYITHONH OCHOBE.
B cnywyae eciaMm YHCIEHHOCTh TOCTYMAIOMIMX TPEBBIIIAET KOJIWYECTBO MeCT, (UHAHCOBOE
o0ecriedyeHne KOTOPBIX OCYIIECTBISIETCS 3a CUYET OFOJDKETHBIX aCCHTHOBAHHM, TIPUEM Ha 0Oy4eHHeE
MPOM3BOJIUTCS HA OCHOBE PE3YJIbTaTOB OCBOCHMS MOCTYIAIOIIMMU 00pa3oBaTEIbHON MPOrpamMMbl
OCHOBHOTO OOIIero WiM cpeaHero ooOmiero o0pa3oBaHUS, YKa3aHHBIX B MPEICTAaBIEHHBIX
MOCTYTAIOUIMMHU JTOKyMEHTaX 00 00pa3oBaHHH.

3. lokyMeHTBI, Onpeaesionine coaep:KkaHue 1 OPraHu3anuio
00pa3oBaTeILHOTO NpoIecca
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3.1. Y4eOHblii mi1an
3.2. Kanenaapuplii rpagpuk y4eOHOT0 mpouecca
3.3. [IporpaMmbl y4eOHBIX IPeIMETOB 00111€00Pa30BaATEIbHOI0 HIMKJIA
[Tporpamma OVY/[.01 Pycckuii A3bIk
[Iporpamma OV /1.02 JIuteparypa
[Tporpamma OVY/1.03 MaTtematuka
[Iporpamma OV J1.04 HOoCTpaHHBIN A3BIK
[Tporpamma OY /1.05 MudopmaTtuka
[Tporpamma OV J1.06 ®usuka
[Tporpamma OV J[.07 Xumus
[Iporpamma OY J1.08 buonorus
[Iporpamma OV J1.09 Uctopus
[Tporpamma OV JI.10 O61ecTBO3HaHUE
[Tporpamma OVY/I.11 I'eorpadus
[Iporpamma OV J1.12 ®usnueckas KyiabTypa
[Tporpamma OY J1.13 OcHoBBI 6€30MMaCHOCTH 1 3aIIUTHI POTMHBI
3.4. IlporpaMMbl JUCHUILINH COUMATBHO-TYMAHUTAPHOI0 LUKJIA
[Iporpamma CI'.01 HUcropus Poccun
[Tporpamma CI'.02 MHOCTpaHHBIH SI3BIK B POPECCHOHAITBHON IeATeIHHOCTH
[Iporpamma CI'.03 be3onacHOCTb KU3HEAESITEILHOCTH
[Iporpamma CI'.04 ®usnueckas KyiabTypa
[Tporpamma CI'.05 OcHOBBI OepeKIHBOTO MPOU3BOICTBA
[Tporpamma CI'.06 OcHOBBI (hHHAHCOBOM I'PaMOTHOCTH
[Tporpamma CI'.07 OOu1re koMneTeHIuu npodeccruoHata
[Iporpamma CI'.08 CounanbHo 3HaYUMast JeATEIbHOCTh
3.5. IlIporpamMMbI M CHUIIMH 0011enPO¢ecCHOHATIBHOTO0 IUKJIA
[Tporpamma OI1.01 DxoHOMUKA OpraHU3aIUl
[Iporpamma OI1.02 MeHemKMEHT
[Tporpamma OI1.03 [IpodeccronanpHast STUKA U OCHOBBI JIEJIOBOTO OOIICHUS
[Tporpamma OI1.04 ITpaBoBbIe OCHOBBI TPO(PECCUOHATBHOM AEATETLHOCTH
[Tporpamma OI1.05 UudopmaniioHHbIE 1 KOMMYHUKAIIMOHHBIE TEXHOJIOTUN
[Tporpamma OI1.06 Pycckuii s3bIk B Tpo(heCCHOHAIBHON AESITEeIbHOCTH
[Tporpamma OI1.07 KomnsroTepHas 06paboTKa JOKyMEHTOB
ITporpamma OI1.08 OCHOBBI IpeANPUHUMATEIBCKON JEATEIBHOCTH
[Tporpamma OI1.09 CoumanbHasi agantamusi 1 OCHOBBI COIIMAILHO MTPaBOBBIX 3HAHUI
3.6. IIporpammebl npogecCHOHATBHOIO LUKJIA
[Iporpamma IIM.01 OcyiecTBieHHE OPraHU3alMOHHOTO M JIOKYMEHTAIIMOHHOTO O00€CTeueHus
JeATETbHOCTH OpraHUu3aluN
MJIK.01.01 JlokymMeHTanimoHHOE O0ecredeHue yIpaBIeHUs
MJIK.01.02 Opranu3zaiusi paboThl ¢ 3JIeKTPOHHBIMHU JIOKYMEHTaMHU
MJIK.01.03 Opranuzainusi CEeKpeTapcKoro 00CTyKHBaHHUS
MJIK.01.04 loxymeHTanmoHHOE 0OecreueHne KaJpoBOi CITyKObI
VI1.01 YuebHas npakTuka
ITI1.01 ITpon3BoacTBEHHAs TpAKTUKA
[Iporpamma IIM.02 Opranuzamnusi apXuBHOW pabOTHI MO JOKyMEHTaM OpTaHMU3AIUi pPa3IMIHBIX
¢dbopM coOCTBEHHOCTH
MJIK 02.01 Opranusanus 1 HOpMaTUBHO-IIPABOBbIE OCHOBBI APXUBHOTI'O J€Na
MJIK.02.02 I"'ocynapcTBEHHBIE, MyHHUIMIIAJIBHBIE APXUBbI U apXHUBbI OPraHU3aLMN
M/IK.02.03 Metoauka 1 MpakTHKa apXHUBOBEICHUS
MJIK.02.04 ObecrnieueHre COXpaHHOCTH TIOKYMEHTOB
VII.01 YuebHas npakTuka
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ITI1.01 ITpon3BoacTBEHHAs ITpaKTUKA
[Iporpamma IIM.03 OcBoeHHe OAHOW WM HECKOJbKHX TNpodeccuii padodyux, HAOIKHOCTEH
ciyxamux (Cekperapb-aIMUHUCTPATOP)

MJIK.03.01 TexHoyorusi BBIMOJIHEHUS PA0OT IODKHOCTH ciyxamux Cekperapp —
aJMUHHUCTPATOP

VI1.03 YueOHas npakTuka

I1I1.04 IIpon3BoacTBEHHAs [TPaKTUKA
[Tporpamma ITI1.00 [Tpon3BoacTBeHHAs MpaKTHKA (TIPEITUTIIIOMHAS )

3.7. Bociutanue 00y4aromuxcsi IpH OCBOEHMH NMPOrpaMMbl MOATOTOBKH CIIEIIHATHCTOB
cpe/iHero 3BeHa

3.7.1. Pabouas nmporpaMma BOCIIUTAHHUS

3.7.2. KanmeHgapHslii IJ1aH BOCITUTATEILHON pabOThI

4. MaTepuajibHO-TeXHHYECKOe ofecrieyeHre NPOrpaMMbl OATOTOBKHU CNENUATUCTOB
Cpe/lHero 3BeHa

[IporpaMMa TOArOTOBKM CHELMAIUCTOB CPEIHEro 3BeHa olecneuyuBaeTcs ydeOHO-
METOAMYECKONH TOKyMEHTaluell M MarepuajaMH 10 BCEM AMCLUUIUIMHAM, MEXIUCLUILIMHAPHBIM
Kypcam, BUJiaM MpaKTUK.

BreaynuropHas pa®oTta 00ydaroLIMXCSi CONPOBOXKIAETCS METOJUYECKUM O00eCHeueHHEM.
Peanuzanus nmporpaMMbl MOATOTOBKH CIIELUATMCTOB CPEJHEr0 3BEHAa 00ECIIEUMBAETCS JTOCTYIIOM
Kaxaoro oOyudaromierocss kK 0a3aMm JaHHBIX W OUONIHOTEYHBIM (oHIaM, CHOPMUPOBAHHBIM IO
IIOJIHOMY IEPEYHIO0 ITUCLUIUINH, MEXIUCUUIUIMHAPHBIX KYypCOB OCHOBHOM NpodeccroHaNIbHON
oOpa3oBaTenbHOW mporpamMmbl. Bo Bpems caMoOCTOSTENbHOW IOATOTOBKM — OOyuarormuecs
obecrieyeHsl ocTynoM K cetd Internet. Kaxnpiii oOyuarommiicss o0ecriedeH He MeHee YeM OJHUM
y4eOHBIM IEYaTHBIM M3JaHUEM M0 KaXKAO0H TUCHUIUIMHE NPO(ECCHOHANIBHOTO LUKIA U OAHUM
y4€0HO-METOINYECKUM MEeUaTHBIM U3/IaHUEM M0 KaXKA0MY MEXIUCIMUILNIMHAPHOMY KYpCY.

bubnuoreunslil GoHA YKOMIJIEKTOBAH MEYaTHBIMU U 3JIEKTPOHHBIMH M3/IaHUSIMH OCHOBHOM U
JIOTIOJTHUTEIIbHOW y4eOHOU JUTEepaTyphl MO AUCHUIUIMHAM BCEX LIMKIIOB, B TOM YHCIIE€ U3JJaHHBIMU
3a [OCJIEJHUE 5 JIET.

bubnuoreunsiii GoHA MOMUMO Yy4eOHOH JUTEpaTyphl BKIIOYAET O(QUIUAIBHbBIE, CIIPABOYHO-
oubnuorpaduueckre M NepuUOAMYECKHE M3/aHUS B pacdere 1-2 sk3emiuiipa Ha kaxzasie 100
oOyyJaronuxcs.

'AIIOY «CT'K» pacnonaraer MaTepHallbHO-TEXHHYECKOH 0a3oil, obecneunBaromien
IIPOBEJICHNE BCEX BHUJIOB MPAKTUYECKUX 3aHATUHM, AUCHMILUIMHAPHON M MOJYJIBHOM NOJTOTOBKH,
y4eOHOI MPaKTHKH, TPETYCMOTPEHHBIX YUEOHBIM IJIAHOM.

MatepuanbHo-TeXHUYECKass  0a3a  COOTBETCTBYET  JCWCTBYIOIIUM  CaHUTapHbIM U
IPOTUBOIOXKAPHBIM MPABUIIaM 1 HOPMaM.

[Ipy  UCHONB30BaHUU  INEKTPOHHBIX  W3JIaHUM  KOJUIEMK  oOecredyMBaeT  Ka)JI0ro
oOyuarorierocsi pabo4uM MECTOM B KOMITbIOTEPHOM KJIACCE B COOTBETCTBUU C 0OBEMOM H3Yy4aeMBbIX
JTUCIUTUINH.

[lepeueHp y4eOHBIX ayAUTOPHH, CIEIUATU3UPOBAHHBIX KAaOWHETOB M MaTepUANIbHO-
TEXHUYECKOT0 00ecrieueHusl BKIIFOYaeT B ce0sl:

KaOunersr:

COLIMAJIbHO-3KOHOMMYECKUX M YIPaBIE€HYECKUX AUCIMILINH;
MHOCTPAHHOT'O S3bIKa B MPO(HECCUOHATILHON 1EATEIbHOCTH;
PYCCKOTO 513bIKa B MPO(EeCCHOHANBHON e TENbHOCTH;
PaBOBOI0 o0ecneyeHus MpophecCHOHATLHOMN e TeNbHOCTH;
JIOKYMEHTAllMOHHOTO 00eCIieueHus yIpaBICHHUS;
apXUBOBE/ICHNUS;

poeCCHOHAIBHON ATUKHA U OCHOB JICJIOBOTO OOIIEHNS,
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OpraHu3aIluHl CEKPETAPCKOr0 00CITyKUBaHUS;
0€30MacCHOCTH KU3HEEATEIIbHOCTH;
METOJIUYECKUN.
JlaGoparopuu:
KOMITBIOTEPHON 00pabOTKH TOKYMEHTOB;
MH(GOPMALIMOHHBIX U KOMMYHHUKAI[MOHHBIX TEXHOJIOTHIA;
apXUBHOTO /€114,
OpraHu3anuy padoThl ¢ JOKYMEHTaMU;
CHCTEM 3JICKTPOHHOTO IOKYMEHTO000pOTa;
yueOHasi KaHUEJSpUs.
CrnopTHBHBIH KOMILJIEKC:
CIIOPTUBHBIH 31
3aabr:
OubIMoTeKa, YUTATBHBIN 3aJ C BBIXOJOM B ceTh IHTepHeT;
AKTOBBIN 3aJI.

[TpakTryeckast MOAroTOBKa sABIseTCs 00s3aTenbHbIM pazaenom [ITICC3. Ona mpexacraBiseT
co0oi BHJ y4eOHOH NesTeTHbHOCTH, HANPaBICHHONH Ha (HOPMHUpPOBAHHE, 3aKpEIUICHUE, Pa3BHTHE
MPAKTUYECKUX HABBIKOB W KOMIIETEHIIMM B MPOIIECCE BHIMIOJHEHUS OIpPENEICHHBIX BUIOB paldoT,
CBSI3aHHBIX ¢ Oynymed mpodecCHOHATBHOM JesATEIBHOCTRIO. BUIBI MPAaKTHYECKOH TOITOTOBKH
ONpEACNAIOTCS B COOTBETCTBUU C  (peiepaibHBIM  TOCYJApCTBEHHBIM  00pa3oBaTeIbHBIM
CTaHJapTOM: ydeOHas MpaKTHUKa, MPOU3BOJICTBEHHAS MPAKTHKA.

YyeOHasi ¥ MPOU3BOJCTBEHHAS MPAKTUKH PEATU3YIOTCA KaK B HECKOJIBbKO MEPHOJO0B, TaK U
paccpelOTOUEHHO, YePEaYsICh C YUeOHBIMU 3aHATUAMU.

YueOHasi NpakTUKa pealn3yeTcss B MacTepckux MpodeccnoHanbHOM 00pa3oBaTebHOM
OpraHW3alil W TpeOyeT HaIM4Yusi OOOPYIOBaHHS, HHCTPYMECHTOB, PACXOIHBIX MAaTEpPUAJIOB,
o0ecreynBaroIUX BBIIOJHEHHUE BCEX BHJIOB pabOT, OMpEeAeNeHHBIX COAEpKaHHEM MPOoTrpamMm
npodeccuoHaNbHBIX MOJTyJIEH.

[Ipon3BOACTBEHHAs NPAKTUKA pPEATU3YyeTCs B OpraHu3alusix, HalpaBleHUE IAEATEIbHOCTH
KOTOPBIX COOTBETCTBYET NPO(UII0 MOATrOTOBKM oOyuarouuxca. OOopyaoBaHue MpEeANpUATHI U
TEXHOJOTMYECKOE  OCHAIIeHWe padoyux MeCT MPOU3BOJCTBEHHOM  MPAKTHUKH  JIOJDKHO
COOTBETCTBOBAaTh COJAEPKAHUIO NPOPECCHOHATBHON JAESITEIbHOCTH U J1aBaTh BO3MOXKHOCTh
oOydarorieMycsi OBIaeTh MPOPECCHOHANBHBIMU KOMIIETEHIIUSIMU 110 BCEM BHUAAM ACSTENBLHOCTH,
MPEAYCMOTPEHHBIX MPOTPAaMMOM, C HCIIOJIH30BAHUEM COBPEMEHHBIX TEXHOJOTHH, MAaTepUaoB U
o0opyaoBaHusA. ATTECTallUs 1O UTOTaM MPOU3BOACTBEHHON MPAKTHKHU MPOBOJIUTCS HA OCHOBAaHUU
pe3yIbTaTOB, MOATBEPKIACHHBIX JOKYMEHTAMHU COOTBETCTBYIOIINX OpraHU3aIliil.

PyKkoBO/CTBO MpPaKTUKOW OT MPEANPHUSATHS / OPTaHU3AlUN OCYIIECTBISIOT ONpPEICICHHbBIE U3
Yuciaa BBICOKOKBATU(UIIMPOBAHHBIX PAOOTHUKOB OpraHM3alldd HACTABHUKU, IMOMOTAOIINE
00y4aromuMcs OBIAJETh MPOPECCHOHATHHBIMU HABBIKAMH.

5. Onenka kayecTBa 0OCBOEHHUSI NporpaMmsbl MOJArOTOBKU CIEHUAJIUCTOB CPEIHETIO 3BE€HA

5.1. Ounenka kagectBa ocBoeHus [IIICC3 Brirodaer TEKyIIMil KOHTPOJIb YCIEBAEMOCTH,
POMEXYTOUHYIO U TOCYJapCTBEHHYIO UTOTOBYIO aTTECTAIlMK 00YYarOIIUXCA.

5.2. KonkpetHbie (popMbl U IPOLEAYPBI TEKYIIETO KOHTPOJIS YCIIEBAEMOCTH, TPOMEKYTOUHOM
aTTecTallud MO KaXJO0M JUCHUIUIMHE M NPOPECCHOHATHLHOMY MOJIYJIO pa3pabaThIBAIOTCS
IpenoaaBaTeNsiMi U JOBOJASTCS /10 CBEIEHUs OOyYaloIIMXCsl B TEUEHUE MEPBBIX BYX MECALIEB OT
Hayvana o0yueHusl.

5.3. Ins arrectaniud OOYYarOIIMXCS HA COOTBETCTBHE HUX IMEPCOHAIBHBIX JTOCTHKCHHUH
nostanHbiM  TpeboBanusM [IIICC3 (Tekyuiuii KOHTpPOJIb YCIEBAEMOCTH U MPOMEXKYTOUHAs
aTTecTauus) co3laHbl (DOHABI OLIEHOYHBIX CPEICTB, IMO3BOJISIONINE OIEHUTh YMEHHs, 3HAHUA,
IIPAKTUYECKHUN OMBIT U OCBOCHHBIE KOMIIETEHLINU.
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@OHIbl OLEHOYHBIX CPEACTB JUIS IPOMEKYTOYHOM AaTrTeCTalud 10 JUCLUIUIMHAM |
MEXIUCUUIUIMHAPHBIM ~ KypcaM B cocTaBe MpodecCHOHAIbHBIX MOJyJiel pa3paboTaHb
MPENOJABATEISIMA U YTBEPKIAEHBI JTUPEKTOPOM KOJUIEHXKA, JJISI MPOMEKYTOUHOM aTTECTALMU I10
npoecCHOHANBHBIM MOJYJSIM U JUIsl TOCYJAapCTBEHHOM HTOTOBOW aTTECTallM — pa3pabdOoTaHbI
MPENOJABATENIEM W YTBEPKICHBl  JUPEKTOPOM  KOJUIEKA  IOCIE  MPEIBAPUTEIBHOTO
MOJIOKUTEIBHOTO 3aKIIIOUeHus: padoToaareneii.

JList IpOMEXKyTOUHOM aTTecTallud O0YYaroUIMXCs MO JUCHUTUTHHAM (MEKIUCIUILUTHHAPHBIM
KypcaM) KpOMe€ IMpernojaBaTesied KOHKPETHOW TUCHUIUIMHBI (MEXIUCUUIUIMHAPHOTO Kypca) B
Ka4yeCTBE BHELIHUX HDKCIEPTOB IIPUBJICKAIOTCS MPENOAABATENIN CMEXHBIX THUCIUILINH.

JIJ1si MaKCUMAaJIbHOTO MPUOIMKEHUSI TIPOrpaMM MTPOMEXKYTOUHOM aTTecTallud 00y4aronmuxcs
o Tpo(eCCHOHATBLHBIM MOJIYJSIM K YCIOBUSIM Oynymield mpoecCHOHAIBHON esSTEILHOCTH B
KayeCTBE BHEILTATHBIX SKCIEPTOB MPUBJIEKaIOTCA pabOTOAaTENH.

5.4. OueHka KayecTBa MOJATOTOBKU OOYyYarOUIUXCSl U BBITYCKHUKOB OCYILECTBISIETCA B JABYX
OCHOBHBIX HaIlpaBJICHUSX:

- OLICHKA YPOBHS OCBOCHUS TUCLIUIUINH;

- OIICHKA KOMIETEHIIUN 00y4Jaromuxcsl.

5.5. K rocynapcTBeHHON MTOTOBOW aTTECTAIMHU JOMYCKAIOTCS 00ydarouiuecs, He UMEIOIINe
aKaJeMUYECKHUX 33J0OJKEHHOCTEH U B MOJIHOM 00BhEME BHITIOTHUBIINE YUSOHBIH MJ1aH.

5.6. T'ocymapcTBeHHass WUTOTOBasl aTTECTAlMS TPOBOAMUTCA B (POpMe JIEMOHCTPAIIMOHHOTO
9K3aMeHa U 3alUThl JUILIOMHOTO IpoeKTa (padoThl).

5.7. TocynapcTBeHHasi MTOrOBas aTTECTallMsl 3aBEPILIACTCS NPUCBOCHHEM KBAIU(PUKAIUU
CIEIHMANIMCTa CPEIHEr0 3BE€HA: CHEIMAIMCT MO JOKYMEHTAIMOHHOMY OOECIICUeHHIO YIIPABJICHUS U
apXUBHOMY JIETTy.
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