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1.001mume moJ10KeHus
1.1. IIporpaMma NOATrOTOBKH CHENHAJTHCTOB CpeAHero 3BeHa, peanusyemas PI'BOY BO
«bailKkanbCKuil TOCYAapCTBEHHBIN YHUBEPCUTET» MO crienranbHOCTH 46.02.01 JlokyMeHTanmoHHOe
o0OecrieueHWEe YOpPABIECHUS M apXUBOBEIEHUE IPEACTaBIsSeT CcOOOM CHUCTEMY JOKYMEHTOB,
pa3paboTaHHYIO0 U YTBEP)KICHHYIO C Y4ETOM TpeOOBaHHMM pbhIHKA TpyAa Ha ocHoBe denepanbHOro
roCyJapCTBEHHOTO 00pa30BaTEIbHOTO CTaHAAPTA IO COOTBETCTBYIOIIEMY HAIPABJICHHUIO TOATOTOBKH
cpennero npodeccuonansaoro oopazopanus (GI'OC CIIO), a Takke ¢ yueToM 0a3uCHOTO Y4eOHOTO
IUIaHA ¥ IPUMEPHBIX IPOrpaMM yaeOHbIX qucturing it npodeccuit HITO u cnenmansuocreit CITO.

[IIICC3 pernaMeHTUPYET ILEIH, OXHUAAEMBbIE PpE3YJbTaThl, COJIEPKAHHUE, YCIOBUS U
TEXHOJIOTUH peaan3alii 00pa30oBaTeIbHOIO MPOLECcca, OLIEHKY KauecTBa MOJArOTOBKH BBITYCKHHKA
10 JAHHOMY HAIPaBJICHHIO MOJATOTOBKH W BKJIIOYACT B ceOs: yueOHBIH TuiaH, paboune mporpaMmmsl
JUCLMIUIMH U NPOQECCHOHATIBHBIX MOYJIEH M Apyrue Marepuaibl, 00eclednBaroliie KaueCcTBO
MOJATOTOBKH OOYYaIOIIUXCs, a TaKKe MPOrpaMMbl Y4eOHOHW M TNPOU3BOJCTBEHHOW MPAKTHKH,
KaJeHJapHbld y4eOHBbIH IpapuK M METOJMYECKUEe MaTepuaibl, OOeCHEeUMBAIOIINE pPEaTHU3aALUI0
COOTBETCTBYIOIIEH 00pa30BaTEeIbHON TEXHOJIOTHH.
1.2. HopmartuBHble AokyMeHTHI Ajis paspadorku IIIICC3 46.02.01 JoxkyMeHTaUMOHHOE
olecrieyeHue ynpaBJjieHUs U apXHBOBe/eHHUe.

HopmarusHnyto npaBoByto 6a3y pazpabotku [IIICC3 coctaBnsior:

e OenepanbHblii  3akoH  Poccuiickoit  ®enepauun: «O6 obOpasoBanun B Poccuiickoit
®depepanum» (ot 26 nekadbps2012 roga Ne 273);

e [Ipukaz MunuctepcTBa oOpa3zoBaHus W Hayku Poccuiickoii @eneparun (MuHOOpHAYKH
Poccun) ot 14 wmrons 2013 r. Ned64 r. MockBa «O0 yrBepkaenun Ilopsiaka opraHu3anuu o
OCYILECTBJICHUSI 00pa30BaTENIbHOW JEATEIBHOCTH 110 00pa30BaTENIbHBIM IpOrpaMMaM CpPEIHEro
poheccCuoHaIBLHOr0 00pa30BaHuUsY;

e [Ipuka3 MunucrepctBa oOpa3oBaHusi u Hayku Poccuiickoit ®denepanuun (MunoOpHayku
Poccun) ot 22 staBapst 2014 r. Ne31 r. MockBa «O BHeceHuu uzMeHnenus B [lopsiiok opranuzanuu u
OCYIIECTBIIEHUSI 00pa30BaTEIbHON JAESATEIbHOCTH MO OOpa3oBaTeIbHBIM IpOrpaMMaM CpEIHETro
npodecCHOHAIBLHOr0 00pa3oBaHus, YTBEpKIEHHBIN MpruKka3zoM MuHHCTEpCTBA 00pa30BaHUs U HAYKH
Poccuiickoit ®eneparuu ot 14 urons 2013r. Ne 464»;

e [Ipuka3 ot 16 aBrycra 2013 r. Ne 968 r. MockBa «O0 yrBepxaenuu Ilopsaka npoBeneHus
rOCyJapCTBEHHOH MTOTOBOM  aTTecTallMd MO  00pa3oBaTeNbHBIM  IPOrpaMMaM  CpEIHEro
npoheccuoHaIbHOr0 00pa3oBaHus»;

e[Ipuka3 or 31 sauBaps 2014 r. Ne 74 «O BHeceHUM W3MEHEHUU B NOPSAJOK IPOBEICHUS
rOCyJapCTBEHHONM MTOTOBOM  aTTecTallMd MO  00pa3oBaTeNbHBIM  IPOrpaMMaM  CpEIHEro
npodeccuoHaIbHOro 00pa30BaHUsl, YTBEPKICHHBIN TPUKA30M MUHUCTEPCTBA 00pa30BaHUs U HAyKU
Poccuiickoit @enepanuu ot 16 aBrycra 2013 r. Ne 968»;

e [Ipuka3 MunucrepctBa npocserieHust PO ot 26 Hos0ps 2018 r. «O BHECEHUHM U3MEHEHUH B
[Topsimok mpuema Ha 0O0y4yeHHe MO 0Opa30oBaTEIbLHBIM IIPOrpaMMaM CpeHEero MpodhecCuOHaATBFHOTO
oOpasoBanus ot 23 suBaps 2013 r. Ne 36»;

e[lpuka3 MuHucrepctBa Hayku U Bbiciiero oOpasoBanust Poccuiickoit ®enepauuu,
MunucrepctBa npocsemienus Poccuiickoit @enepanuu ot 05.08.2020 Ne 885/390 «O npaktruyeckoit
MOJTOTOBKE 00YUaIOIIUXCSI»;

o DesiepanbHBIA TOCYIAPCTBEHHBIM 00pa30BaTeIbHBIA cTaHAApT Mo cnenuansaocTr 46.02.01
JlokyMeHTaIMoHHOe oOecreueHre YNpaBiIeHUs U apXUBOBEICHHE CPEIHEro NmpodeccroHaIbLHOro
0o0pa3oBaHMsl YTBEPXKICHHBIM MpHKazoM MUHHCTEpCTBAa 00pa3oBaHUsA W Hayku Poccuiickoi
®enepanun oT «11» aBrycra 2014 r. Ne 975;

e HopmatuBHO-MeToanueckre JokyMeHTsl MunoopHayku Poccun:

eVcrap ®I'BOY BO «bI'Y»;

e JlokanbHble HOpMaTUBHBIE JOKyMeHTHl bBI'Y, permamentupyomue o00pa3oBaTelbHYIO
JESTEIBHOCTD.

1.3. O0mas xapakTepucTHKA NPOrpaMMbl MOATOTOBKH CIENHATNCTOB CPeIHEro 3BeHa.



1.3.1. Heap (muccus) IIMICC3 mno cnemuasbHocT 46.02.01 JlokymMeHTAaMOHHOE
o0ecrneyeHue ynpaBjieHUs U APXUBOBeICHHE.

ensto paspaborku I[IIICC3 mo cnenuasbHOCTH SBISIETCS METOJMYECKOe OOecTieueHHe
peanmuzanuu GI'OC CIIO no njaHHOMY HaIpaBJIEHUIO MOATOTOBKM M HA 3TOM OCHOBE pa3BUTHE Y
CTYJICHTOB JIMYHOCTHBIX KadecTB, a Takke (OPMUPOBAHHE OOIIKUX U NPOPECCHOHANBHBIX
KOMIIETEHIIMI B cOOTBeTCTBUM ¢ TpeboBanusimu @I'OC CIIO.

1.3.2. Cpoxk ocoenuss IIIICC3 mno cneunaiabHoctu 46.02.01 JlokymMeHTAMOHHOE
o0ecrneyeHue ynpasjeHusl U ApXUBOBeIeHHE

Ha 0a3e cpenHero odmero oopazopanus — 1 roa 10 mecsies;

1.3.3. Tpynoemkocts IIIICC3 mno cnenuaabHocTH 46.02.01 JlokymeHTaUMOHHOE
o0ecrneyeHue ynpasjeHusl U apXUBOBeIeHUe

Tpynoemkocts ocBoenus crygentom ITICC3 cocrapinser:

Ha 0a3e cpenHero obmiero oopazosanus — 4086 gacor

3a Bech rnepuoa o0ydeHus B coorBercTBUU ¢ PI'OC CIIO mo naHHOMY HaImpaBiICHUIO U
BKJIFOYACT BCE BHUJBI AyJAUTOPHOM M CaMOCTOSATEIBLHON pabOThl CTYNEHTA, MPAKTHUKA M BpEMs,
OTBOJMMOE Ha KOHTPOJIb kKayecTBa ocBoeHus cryaentom [ITICC3.

1.3.4. Incuuniaunbl, udyyaemble npu peajusanuu [IICC3 no cnennanbnoctu 46.02.01
JIoKyMeHTallMOHHOe o0ecnieyeHne YIPaBJIeHUsl U apXHUBOBeeHHe:

Ilpogheccuonanvrasn noocomoska

OOyl r'yMaHUTAPHBIN U COLMATEHO-IKOHOMHYECKUN ITUKI

OcHoBsl (punocohun

Uctopus

WMHOCTpaHHBIN A3BIK

duznyeckas KyabTypa

Maremartnueckuii 1 OONINI €CTECTBEHHOHAYYHBIN MK

Marematuka

HNudpopmaruka

DKOJIOTUYECKUE OCHOBBI TPUPOIONOIB30BAHMS

Ob6menpodeccnoHalbHbIE TUCIUILIUHbI

DKOHOMMYECKasi TEOPUS

DKOHOMUKA OpraHU3aIH

MeHemKMeHT

['ocynapcTBeHHas 1 MyHHMIIMIIATIbHAS CIIyK0a

WHocTpaHHbIi sA3bIK (IpOQecCHOHATbHBII)

[IpodeccuonanbHas 3THKA U TICUXOJIOTHUS JIEJIOBOTO OOIICHUS

VYmpasrneHue nepcoHaioM

[IpaBoBoe oOecrneueHne mpodecCHOHATEHOMN A TEIIbHOCTH

be3omnacHOCTh KU3HEAEATENIbHOCTH

KynbTypa peun

TaiM-MeHe I>)KMEHT

TpynoBoe npaBo 1 KaJipoBOE JAETONPOU3BOICTBO

MeTtonuka paboThl ¢ MPUKIATHBIM IPOrPAMMHBIM 00€CIIEYCHHEM

[IpodeccuonanbHbie MOAYIH

[IM.01 Opraauzanus JOKYMEHTAIIMOHHOTO O0eCTIeueHus ypaBieHus U GyHKIIHOHUPOBAHUS
OpraHu3aluu

MJZK.01.01 JlokyMeHTaIlMoHHOE 00ecTeYeHre YIpaBIeHHs

M/IK.01.02 IIpaBoBOE peryinpoBaHue yIpaBICHUYECKON JEATEIbHOCTH

MJIK.01.03 Opranuzanus ceKpeTapcKkoro 00cayKUBaHus

M/IK.01.04 CoBpeMeHHasi OPITEXHHUKA U KOMIIBIOTEpHAst 00padoTKa JOKYMEHTOB

[IM.02 Opranuzanus apXvBHON W CIPABOYHO-MH(POPMAITMOHHON pabOThl MO JOKYMEHTaM
OpraHu3aluu

MJIK.02.01 Opranuzanys 1 HOpMaTUBHO-IIPABOBBIE OCHOBBI aPXUBHOTI'O €A

M/IK.02.02 ['ocynapcTBeHHBIE, MyHULIMTIATIBHBIE apXUBBI M apXHUBbI OpraHu3allnii
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MJIK.02.03 Mertoarka U mpakTHKa apXHUBOBEJACHUS

M/IK.02.04 ObecrieueHne COXpPaHHOCTH JOKYMEHTOB

[IM.03 BsimonaHeHue padoT MO0 OJHOW WIJIM HECKOJIBKUM MPOQeccusiM padounXx, TOHKHOCTIM
CITy Kallux

M/K.03.01 Brimonaenue padot mo npodeccun "lenonpounspoaurens"

Y4eOHast mpakTUKa — 3 HEJlEH

[Tpon3BoacTBEHHAs NPAaKTUKA (110 MPO(UITIO CIIEIUATBHOCTH) — 3 HEJeNn

ITpon3BoacTBEHHAs MpaKTUKa (IIPEAIUIUIOMHAs ) — 4 HEJelu.

1.4. TpeOoBaHusl K aOUTYPHEHTY

AOUTYpUEHT JOJKEH UMETh IOKYMEHT roCy1apCTBEHHOI0 o0pasia:

- 00 OCHOBHOM 00111eM 00pa30BaHNU HITH

- 0 cpeHeM 0011IeM 00pa30BaHUH UITH

- 0 Ha4YaJBHOM TNpodeccuoHanbHOM 00pa30BaHUH UITH

- 0 cpeHeM IpoecCUOHAIbHOM 00pa30BaHUM WIIH

- 0 BBICIIEM MTPO(ECCHOHATEHOM 00pa30BaHUH.

[lpuem rpaxkgaH Il TOJIYYEHUS CPEJHEro Npo(ecCHOHANbHOTO 00pa3oBaHMs 110
cnenuanbHocT 46.02.01 JlokyMeHTanMoOHHOe oOecledeHHe YIPABJEHHUS W apXHBOBeJdeHHE
OCYILECTBIISICTCSI HA KOHKYPCHOM OCHOBE M0 3asBJICHMSM JIMI[ B COOTBETCTBHM C pE3yJbTaTaMH
TOCY/IapCTBEHHOW (MUTOTOBOM) aTTecTalii  OOYYaroIIMXCs, OCBOMBIIMX 00pa3oBaTCIIbHBIC
IpOrpaMMbl OCHOBHOI'O 00IIero oOpa3oBaHUs, MPOBOJMMON 3SK3aMEHAIlMOHHBIMH KOMMCCHUSIMH,
CO37aBacMbIMU OpPraHaMHu HCIIOJIHUTENbHOM BiacTH cyObekToB Poccuiickoit ®enepanun,
OCYILECTBIIAIOLIMMHU yIIpaBiieHUEe B cepe oOpa3oBaHus. I B COOTBETCTBUHM € IPAaBUIIaMU IPUEMA.

2.XapakTepucTuka mnpogeccHOHAJLHOH JesATeJbHOCTH BbimyckHuka IIIICC3
cnenquaJbHOCTH 46.02.01 lokyMeHTallHOHHOE O0ecrieyeHne YIIPABJICHUSI M apXMBOBe/IeHHeE.

2.1. Ob6aacth npodeccuoHATBLHOM 1eITETbHOCTH BHINYCKHHKA

Ob6nacth npodeccuoHaNIbHOM AEATEIBHOCTH BBITYCKHUKOB: JI€SITEIbHOCTh B CEKpeTapuaTax,
ciIyk0ax JOKYMEHTAllMOHHOTO OOecreueHus, KaJpOBBIX CIIy)K0aX M apXHMBax IOCYJIapCTBEHHBIX
OpPraHoOB U YUPEKICHMI, B OpraHaXx MECTHOTO CaMOYIIPaBJICHUs, HETOCYIapCTBEHHBIX OpPraHU3alusax
BceX (OopM COOCTBEHHOCTH, OOIIECTBEHHBIX OPraHU3alMsIX (YUPEKICHUSAX ).

2.2. O0bexTaMy NpoGecCHOHATBHOI 1eATeIbHOCTH BbIITYCKHHKOB SIBJISIOTCS:

- TOKYMEHTBI, CO3JJaHHbIE JIFOOBIM CIIOCOOOM TOKYMEHTHPOBAHUS;

- CUCTE€MBI JJOKYMEHTAIMOHHOTO 00eCTIeYeHHs yIIpaBIIeHUS;

- CUCTEMBI AIEKTPOHHOI'O JJOKYMEHTO000pOTA;

- ApXHUBHBIE TOKYMEHTBHI;

- IEPBUYHBIE TPYIOBbIE KOJUIEKTHUBBI.

2.3. Buasl npodeccnoHaIbHOM 1eATeJIbHOCTH BbIIYCKHUKA

Cneyuanucm no 00KymenmayuoHHoOMY 0becneuenuio ynpasieHus, apXueucm 20moeumcs K
Cce0yruuM 6UOAM 0eamelbHOCIU .

1. Opranuzanusi JTOKyMEHTAllMOHHOTO OOecredeHus YIpaBieHUs U (QYHKIMOHUPOBAHUS
OpraHH3aIiH.

2. OpraHuzanusi apxXUBHOM M CHPaBOYHO-MH(POPMAIIMOHHON pabOTHl MO JOKyMEHTaM
OpraHH3aIiHy.

3. BoimonHeHue paboOT MO OJHOW WM HECKOJBKUM MpodeccusM paboyuXx, JOKHOCTIM
CITy’KaIIuX

2.4. 3anaun npogeccHOHATbHOI 1eATeTbHOCTH BHIMYCKHHKA

B oonacmu — Opeanuzayuu 00KymenmayuonHo2o obecneyenus ynpaeienus u

dynKkyuonuposanua opzanuzayuu:

® [IPUMEHATh HOPMATUBHBIE MIPABOBBIE AKTHI B YIIPABICHUYECKOMN 1€ATEIbHOCTH;

® [IOATOTABJIMBATH IPOEKTHI YIPABIEHYECKUX PEILICHUN;

e 00pabaTbIBaTh BXOJAIINE M UCXOMASIINE JOKYMEHThI, CACTEMaTU3UPOBATh UX, COCTABIAThH

HOMEHKJIATypy Jel1 U JOpMUPOBATh TOKYMEHTHI B JI€NIa;
® TOTOBUTH U MPOBOJUTH COBELIAHMs, IEIOBbIE BCTPEUH, IPUEMBI U IPE3ECHTALNH;
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B oonacmu —Opzanuzayuu apxusnoil u cnpagouHo-uH@oOpmMayuoHHou padbomst no
OOKYMEHmMam Opeanu3ayuu.

® OpraHU30BBIBATH JEATEILHOCTh apXHMBA C YYETOM CTaTyca U MpoQUIIs OpraHu3aluy;

e paboTaTh B CUCTEMAX JIEKTPOHHOIO JOKYMEHTO0O0POTa;

® UCMOJb30BaTh B IEATEILHOCTH apXHUBA COBPEMEHHbIE KOMITbIOTEPHBIE TEXHOJIOTHH;

® [IPUMEHSTbh COBPEMEHHbIE METOAUKHN KOHCEPBALlUN U PECTaBPALlUN APXUBHBIX

JOKYMEHTOB;
3.KomnereHuuun BbIYCKHHUKA, (popmMupyemsblie B pe3yabrare ocBoenus nanHoi INITCC3.
Pesynpratel  ocBoenus IIIICC3  ompenenstorcss  npuoOpeTaeMbIMH — BBITYCKHUKOM
KOMIIETEHIMSIMHU, T.€. €r0 CIIOCOOHOCTHIO MPUMEHSTh 3HAHHS, YMEHHS U HaBBIKM B COOTBETCTBUU C
3ajjauaMy po(heCCUOHAIbHON JAeATeNbHOCTH.
Cnenmanuct mo AOKYMEHTALMOHHOMY 00ecleYeHUI0 YNPABJIEHHMS, apXMBHCT JOJDKECH
o0nagaTh 00IMMHU KOMIIETEHIUSIMH, BKJIIOUAIOIIUMU B c€0s1 CIIOCOOHOCTD:

OK 1. IlonumMaTh CyIIHOCTh M COLMAIBHYIO 3HAYMMOCTh CBOeH Oynymied mpodeccum,
HPOSIBIIATH K HEM yCTOMUYUBBINA MHTEpEC.

OK 2. Oprann3oBbIBaTh COOCTBEHHYIO €SI TEIHHOCTD, BRIOMPATh THIIOBBIE METOIBI U CITOCOOBI
BBINOJIHEHUS TPO(ECCUOHANIBHBIX 3a/1a4, OLIEHUBATh UX 3(PPEKTUBHOCTh U KAYECTBO.

OK 3. [IpuHumaTth perieHust B CTaHAAPTHBIX M HECTAHAAPTHBIX CUTYalUsX U HECTH 3a HUX
OTBETCTBEHHOCTb.

OK 4. OcymecTBisiTh TOWCK W HCIOJIB30BaHHE HWH(POPMAIMH, HEOOXOIUMOU s
3¢ (}EeKTUBHOIO BBINOJHEHUSI NPO(ECCHOHAIBHBIX 3a7ad, MPO(EeCCHOHAIBHOIO M JIMYHOCTHOIO
pa3BUTHSL.

OK 5. MUcnonw3oBatb  HMH(GOPMAIMOHHO-KOMMYHUKALIMOHHbIE  TEXHOJIOTMH B
po(hecCuOHATILHON e TENbHOCTH.

OK 6. PabGoratp B KOJUIEKTHBE M KOMaHze, 3(P(EeKTHBHO O0OMIAThCS C KOJUIETaMU,
PYKOBOJCTBOM, OTPEOUTEISAMHU.

OK 7. bpatp Ha ce0si OTBETCTBEHHOCTb 3a pabOTy 4IEHOB KOMaH[bl (ITOJYMHEHHBIX),
pe3yNbTaT BHIMOJIHEHUS 3a/1aHUH.

OK 8. CamocTosATEIbHO ONPEENATh 3aa4d NPOPECCHOHATBHOTO U JINYHOCTHOTO Pa3BUTHS,
3aHMMATbCA CaMOOOPa30BaHUEM, OCO3HAHHO MJIAHUPOBATh MOBBIIIEHNE KBATU(UKALINH.

OK 9. OpueHTHpOBaThCs B YCIOBUSAX YacCTOW CMEHBI TEXHOJOTMHA B MpoecCHOHATbHOMN
JeSITEIbHOCTH.

Crnenmanuct nmo AOKYMEHTAIMOHHOMY 00eCNEeYeHUI0 YNPABJICHHS, APXHBHUCT JIOJDKEH
o0nanate MNpogecCHOHAIBHBIMM KOMIIETEHUMSIMM, COOTBETCTBYIOLUIMMHU OCHOBHBIM BHJaM
npodecCHOHATBLHOMN 1eATeNbHOCTH:

1. Opranuzanus AOKYMEHTAIlHOHHOTO ob0ecnieueHust ynpaBJeHHsA u
(PyHKIMOHMPOBAaHHUS OPraHU3ALMH.

IIK 1.1. KoopaunupoBaTe paboTy opraHuzanuu (IpUEMHON PYKOBOAMTENS), BECTH MPUEM

IIOCETUTENEH.

I1K 1.2. OcymiecTBasTh paboTy 1O HOATOTOBKE U MPOBEICHUIO COBEIIaHUH, IETOBBIX BCTPEY,

IIPUEMOB U IIPE3EHTALIN.

[TIK 1.3. OcyiiecTBasTh MOATOTOBKY JI€TOBBIX MOE3J0K PYKOBOJMUTEINS U APYTUX COTPYAHUKOB

OpraHH3alHH.

[1IK 1.4. Opranu3oBsiBaTh pabouee MECTO CEKpeTaps U pyKOBOAUTEIIA.

IIK 1.5. OopMisiTh U perucTpUpOBaTh OPraHU3AIMOHHO-PACTIOPSIUTEbHBIE TOKYMEHTHI,

KOHTPOJIMPOBATh CPOKU MX UCIIOTHEHHUS.

IIK 1.6. OOpabarbiBaTh BXOSIIME W MCXOISNINE JTOKYMEHTBI, CHCTEMAaTU3UPOBATH HX,

COCTaBJISITh HOMEHKJIATYpy Jes1 U (OpMUPOBATH JOKYMEHTHI B €.

IIK 1.7. CamocrosiTenbHO paboTaTh ¢ JOKYMEHTaMHM, COJEPKALIMMHU KOH(UACHINATBHYIO

MH(pOPMaIHIO, B TOM YHUCIIE C JOKYMEHTAaMH 110 INYHOMY COCTaBY.

1K 1.8. OcymecTBasTh TeneoHHOE 00CTy)KUBaHUE, TPUHUMATh U IIepe1aBaTh (PaKcChl.

[IK 1.9. OcyiiecTBisTh NOATOTOBKY A€ K Mepeiaye Ha apXUBHOE XPaHECHHUE.
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IIK 1.10. CoctaBnsiTb ONHUCH €N, OCYIIECTBIATh MOATOTOBKY J€l K Iepeaadye B apXHB
OpraHu3alyu, rOCyJapCTBEHHbIE 1 MyHUIIUTIAIbHBIE APXUBBI.
2. Opranu3anusi apXMBHOH M CIIPaBOYHO-UH(OPMANMOHHOI PadoOTHI MO JTOKYMEHTaM

OpPraHM3alMu.

I[IK 2.1. OcymecTBisiTh HKCHEPTU3Y IEHHOCTH JIOKYMEHTOB B COOTBETCTBUU C
JIEHCTBYIOIIMMHU 3aKOHOAATEIbHBIMU aKTaMU 1 HOPMATUBAMH.

I1K 2.2. Bectu paboTy B cucTeMax 3JEKTPOHHOTO IOKYMEHTO000POTA.

[1IK 2.3. Pa3zpabaTbiBaTh M BECTH KJacCH(PUKATOpBI, TaOeIn M Jpyrue CIPaBOYHHKH 10
JIOKyMEHTaM OpraHU3aIl1H.

[IK 2.4. OGecnieunBaTh IpUEM M pAllMOHAIBHOE pa3MelIeHHEe JOKYMEHTOB B apXuBe (B TOM
YHCJIe JOKYMEHTOB 10 INYHOMY COCTaBY).

I1K 2.5. OGecrieunBaTh y4eT U COXPAaHHOCTh JJOKYMEHTOB B apXHUBE.

[1K 2.6. Opranu3oBbIBaTh UCIOJIB30BAHUE APXUBHBIX JOKYMEHTOB B HAyYHBIX, CIIPABOYHBIX U
MPAKTUYECKUX IIeIIsX.

[IK 2.7. OcymecTBisTh OpPraHU3alMOHHO-METOJUYECKOE PYKOBOJACTBO U KOHTPOJIb 3a
paboToii apxrBa OpraHU3aIMK U 32 OpraHu3anueil TOKYMEHTOB B AeOMPOU3BOCTBE.

3. BoinosiHeHue padoT MO OAHON WM HECKOJLKUM NpodeccusiM padodux, J0JIKHOCTAM
CJIyKalmX.

4. JIo0KyMeHTbI, perjiaMeHTUPYIOIie CO/iep:KaHie U OPraHu3auui0 00pa3oBaTeLHOI0
npouecca npu peanusauuu IIMICC3 no cneumanbHoctu 46.02.01 JlokymMeHTAaMOHHOE
olecrieyeHue ynpaBjieHHs U apXUBOBe/leHUe

B cootBercTBum ¢ Ilpukazom MunucrepcTBa oOpasoBanus u Hayku Poccuiickoit deneparym
(Munobpuayku Poccun) ot 14 utons 2013 r. Ne 464 r. MockBa «O06 yrBepxkaenuu I[lopsiika
OpraHu3aIluy ¥ OCYIIECTBICHHS 00pa30BaTEIbHOM A TEIHHOCTH 110 00pa30BaTeIbHBIM IIPOrpaMMaM
cpennero npocdeccuonansHoro oopazoanus» U GI'OC CIIO mo crnenuaibHOCTH COAEpKaHUE U
opraHuzaiusi oopasoBaTesibHOro Tporecca npu peanusanuu gaHHou [MIICC3 permamentupyercs
yueOHBIM TJIAHOM CHEIHAIBHOCTH; PabOuYMMU MporpaMMaMH y4eOHBIX AUCHMIUTUH (MOIyJel);
MaTepuaiamMi, OOeCNeUYMBAIOIIMMH KauecTBO IOATOTOBKM U BOCIMTaHUS OOy4arolIuXcs;
nporpaMMaMu  y4eOHBIX U MPOU3BOJCTBEHHBIX TMPAKTUK, TOJOBBIM KaJlEHIAPHBIM Y4€OHBIM
rpagukoM, a TaKXkKe METOJAMYECKMMH MaTepuaiamH, OOeCleuyMBaIOIIMMHU  pealln3aluio
COOTBETCTBYIOIIUX 00Pa30BaTEIbHBIX TEXHOIOTHUH.

5. ®akTuueckoe pecypcHoe obecneuenue INIMCC3

Pecypchnoe o6ecneuenue IIIICC3 mno cnenmansHoctd 46.02.01 JlokyMeHTallMOHHOE
o0ecrieyeHne YNpaBJICHUS U apXHUBOBeAeHUE (OPMHUPYETCs Ha OCHOBE TPEOOBaHHMM K YCIOBHUSM
peanu3aiy OCHOBHBIX IMpodeccnoHalbHBIX 00pa3oBaTeNbHBIX Hporpamm, ompenensembrx @I'OC
CIIO no naHHO# crienuanbHOCTH, ¢ yueToM pekomeHnpanui [ITICC3S.

5.1. KagpoBoe o0ecnieueHue

Peanmzarus IITICC3 CIIO no cneumnansHocTH 46.02.01 JlokyMeHTaIMOHHOE OOecTieueHne
yIpaBiIeHUS U apXUBOBEJIEHUE IKOHOMUYECKOTO poduis obecredeHa nejarornieckuMy Kaapamu,
UMerIuMHI 6a3oBoe 00pa3oBaHUE, COOTBETCTBYIOIIEE MPOQMIIIO MPENOAABAEMBIX TUCHUIUIMH H
MOCTOSTHHO 3aHMMAIOLIUXCS HAyYHO-METOIUYECKON AesaTenbHocThIo. [IpernoaaBareny, oTBeyaronme
32 OCBOGHHE 00YYaIOIUMHUCS TPOPECCHOHATBHOTO YUeOHOTO LIUKJIA, UMEIOT OIBIT JEATEIbHOCTH B
OpraHM3alUsaX COOTBETCTBYIOIIEH mpodeccuoHanbHON cdepbl. IlpernopaBarenn moay4aroT
JIOTIOJTHUTENIbHOE PO ecCHOHATbHOE 00pa30oBaHue M0 MPOrpaMMaM IMOBBIIICHUS! KBATU(UKAINH, B
TOM 4ucIe B (hopMe CTaXXUPOBKU B MPO(UIBHBIX OpraHu3alusax He pexxe 1 pasza B 3 roja.

Jlons mefarornyeckux padOTHUKOB, MMEIONIIMX MEPBYIO U BBICHIYIO KBAIM(UKALMOHHbIE
KaTeropHuH B OOIIEH YMCIEHHOCTH TearornuecKux pabOTHUKOB cOCTaBIsIeT 54 %o.

Jlons megarorndyeckux pabOTHUKOB € BBICHIMM OOpa3oBaHMEM B OOLIeH YHCIEHHOCTH
nejarorndeckux paboTHUKOB, obecnieunBatonux peanuzanuio [ITIICC3 coctasnsier 100 %.

5.2. MaTepuaJbHO-TeXHHYECKOe o0ecneyeHue



Jst peanuzaruu [ITICC3 mo cnenmanbHocTr 46.02.01 JlIokyMEeHTAIIMOHHOE OOECIIeYeHHE
YIIPABJICHUS U apXUBOBeeHUE bailkaabCKOro yHUBEPCUTET PACIIOIAraeT JOCTaATOYHON MaTEpUaIbHO-
TEXHUYECKOM 0a30l, oOecrneunBamIIel NPOBEICHWE BCEX BHUIOB JUCIUIUIMHAPDHONW U
MEXIUCIUTUTMHAPHON TOATOTOBKH, Ja00paTOPHOM, MPaKTHYECKOH, CaMOCTOATENbHON M Hay4HO-
HCCJIEIOBATEILCKOM paboThl 00YYarOIIUXCS.

3axmouenns Ympasinenuss DepepanbHONH ChoyxkObl MO HaAA30py B cdepe 3aluThl MpaB
noTpeduTeneit u Omaromonyunsi 4yenoBeka mo HpkyTckod oOiacTd W YHpaBieHUsS HaI30pHOU
nestenbHOCTH  Upkyrckoir obnmactm MwunucrepctBa P® mo fgemaMm TpakaaHCKOW OOOpOHEI,
Ype3BhIYAITHBIM CUTYAIMSIM W JIMKBUJALUU IOCIEICTBUI CTUXUUHBIX OEJICTBHII O COOTBETCTBUU
MaTepuaibHOW 0a3bl JEHCTBYIOIIUM CAHUTAPHBIM M TMPOTHUBOIOXKAPHBIM HOpMaM M IpaBUIIaM
UMEIOTCS.

O06pa3zoBaTenbHBIN MPOIIECC B YHUBEPCUTETE OpraHusyeTcs B 12 yueOHbIX Koprnycax. B coctase
UCIIOJIB3YEMBIX IUIONIAIe YHUBEPCUTETA UMEIOTCS 79 ayAUTOPUM NSl JIGKITMOHHBIX 3aHATUN U 146
AyAUTOPUH JJISI MPAKTUYECKUX 3aHATUNA, 22 KOMIIBIOTEPHBIX KJacca, BKIOYas 3 MYJIbTUMEIUNHBIX
naboparopur C BHICOKOH(EPEHICB3bIO, 13 momemeHuidt s naboparopwii, OuOIHOTEKA,
BKIJIIOUAtON[ass 7 YUTAJbHBIX 3aJioB, KOH(epeHI3an y4eOHO-NPOCBETUTEIHCKOTO IIEHTpa
«Xyn0KECTBEHHBII», 5 CHOPTUBHBIX 3aJ0B. B yueOHOM mpoliecce HUCIONBb3YIOTCA CIEIYIOUIue
KaOWHETBI:

COIMATbHO-3KOHOMUYECKUX AUCIUIUINH,

WHOCTPAHHOIO SI3bIKA,

MaTEeMaTHKU U HHPOPMATHKH,

9KOJIOTUYECKUX OCHOB MPUPOAOIIOIb30BaHNUS;

SKOHOMMKH OpPraHU3alluy U YIPaBIECHUS IEPCOHAIIOM;

MEHEKMEHTA;

paBoBOro obecreueHust MPoecCHOHATBHOMN NeSTEIPHOCTH;

roCy/1apCTBEHHOW U MYHUIIMTIAIBHOMN CITYKOBI;

JIOKYMEHTAI[MOHHOT O 00eCTIeueHus yIpaBiIeHHUs,;

apXHUBOBEICHUS;

popeCCUOHATBHON STUKH U TICUXOJIOTHH JIETIOBOTO OOIIEHUS;

0€30I1aCHOCTH KU3HEACATEIbHOCTH;

METOIUYECKUI.

Taxxe B yHHBEepCUTETE HAXOAATCS Taboparopun HHPOPMATHKU U KOMITBIOTEPHON 00paboTKH
JIOKYMEHTOB; TEXHMYECKHUX CPEJCTB YIPAaBICHMS; CHUCTEM 3JEKTPOHHOIO JIOKYMEHTO00OpOTa;
TOKYMEHTOBE/ICHUS;, yueOHass  KaHmenspus (ciayxk0a JOKYMEHTAIIMOHHOTO  OOecredeHus
yIpaBJICHUS).

B BI'Y umeercst CiOpTUBHBIM KOMIUIEKC: CHOPTUBHBIM 3all; OTKPBITBIM CTAaIWOH LIMPOKOIO
npoduis ¢ 3JeMEHTaMU MOJIOCH! IPENATCTBUN; CTPEIKOBBINA TUD (JIEKTPOHHBIN) 3anbl: OuOIMOTEKA,
YUTAJIbHBIN 3aJ1 C BBIXOJIOM B CeTh IHTEpHET; aKTOBBI 3aJ.

YHuBepcurer o0OecnedynBaeT BO3MOKHOCTb CBOOOJHOTO MCIIOJIB30BAHUS KOMITBIOTEPHBIX
TeXHOJOTuil. Bce KOMITbIOTEpHBIE KIIACChl YHUBEPCUTETA OOBbETUHEHBI B JIOKAIBHYIO CETh, CO BCEX
y4eOHBIX KOMITBIOTEPOB MMeeTCs BbIXo B UHTepHEeT. OOGecneunBaeTcs 10CTyN K HH(POPMAITMOH-HBIM
pecypcaMm, K 0azaM JaHHBIX, B YHTAJIbHBIX 3ajaX K CIIPABOYHOM M HAyYHOW JHUTEparype, K Ie-
PUOIMYECKUM H3JaHHUSIM B COOTBETCTBHH C HAMPABICHUEM TOJATOTOBKH. B KOMIBIOTEPHBIX Kjlaccax
uMmeercsi HeoOxoaumoe mnporpammHoe obdecrnieuenue: 1C Ilpennpustue 8.3, 7-Zip, Adobe Acrobat
Reader_11, Adobe Flash player, LibreOffice, MS Office, MS Project Professional 2016, MS Visio
Professional 2016, OpenOffice.org, Visual studio 2015, WinDjView , Ansr-UHBect, ['apaHT
miatdopma F1 7.08.0.163, Koncymprantllmroc: Bepcus Ilpod , Koncynsrantllmioc: Comnoe
pEerHOHAIbHOE  3aKOHOJATeNbCcTBO,  CHenuanu3upoBaHHBIE  JIMHTBUCTUYECKHE  OOydaroliue
MIpOTrpaMMBI.

IIuranue ygamumxcs opranusyercs LleHTpom cTyneHueckoro nuranus bI'Y.

MeaunuHackoe oOcCiTykKHMBaHUE OOecTeynBaeTCsl HA OCHOBAHUHU JOTOBOpAa Ha MEIULIMHCKOE
oOciyxuBanme ¢ MY3 «l'oponckas noauknuHuka Ne 11».

5.3. HudpopManinoHHO0-0MOIMOTEUHOE 00ecTiedeHue
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[ITICC3 obecnevyeHa ydeOHO-METOIWYECKON TOKYMEHTAIMEd M MaTepuajiaMd IO BCEM
yueOHBIM KypcaMm, IJUCIHUIUIMHAM (MOIYJSIM) OCHOBHOW mNpodeccHOHAIBHON 00pa3oBaTeIbHOM
nporpaMmel. [IporpaMmbl KypcoB MpeACTaBIEHBI B JIOKaJIbHOW CETH 00pa30BaTEIbHOTO YUPEKICHUS.
BueaynutopHas paboTa CONpPOBOXIAETCS METOAUYECKHM OOecTiedeHreM 1 000CHOBaHHMEM pacueTa
BPEMEHH, 3aTPAYMBAEMOTI0 Ha €€ BBIMOJIHEHHE.

TexHUYECKasi OCHAIIEHHOCTh OMOIMOTEKH U OpraHu3aius OuOIMOTeYHO-HH(POPMAITHOHHOTO
00CITyXKUBaHUSI COOTBETCTBYIOT HOPMAaTUBHBIM TPEOOBAHUSM.

Kaxnpiii oOywarommuiicss obecrieueH HE MEHEE 4YeM OJHUM YYEOHBIM IEYaTHBIM H/HIU
ANIEKTPOHHBIM U3/IaHUEM M0 KaXJO0W AUCHMILTUHE MPOodeCcCHOHAIBLHOr0 Y4eOHOro IUKIa U OJJHUM
y4eOHO-METOIMYECKUM  [EYaTHBIM  W/WIM  DJIGKTPOHHBIM  H3JIaHUEM [0  KaKIOMY
MEXIUCIUTUTHHAPHOMY KypCy (BKIIIOUAs DJIGKTPOHHBIE 0a3bl IEPUOAMUECKUX U3IaHUN).

bubnuoreunsii (GoHA YKOMILJIEKTOBAaH MEYATHBIMH W/WIW 3JEKTPOHHBIMU H3JaHUSIMU
OCHOBHOUM W JIOTIOJHUTEIHHOW Y4eOHOW JUTEepaTyphl MO JUCHUIUIMHAM BCEX Y4YEOHBIX IIHMKIIOB,
U3JIaHHBIMU 32 MOCIIEIHHE 5 JIeT.

bubnuoreunsrit poHI MOMUMO y4eOHOH JTUTEpaTyphl BKIIOYAET OQUIIHATBHBIE, CITPABOYHO-
oubimorpadguueckue M IMEpUOAMYECCKHE HM3JIaHWsA B pacdere 1-2 sk3eMiuisipa Ha Kaxabix 100
o0ydJarouuxcs.

KaxxgoMmy oOywaromemycsi oOecriedeH JAOCTYNl K KOMIUIEKTaM OubnuoreyHoro (oHza,
COCTOSIIIIUM HE MEHEE YeM U3 3 HauMEHOBaHUM pOCCUNCKUX JKYPHAJIOB.

BI'Y npenocraBnsier oOydaromuMcsi BO3SMOXHOCTh ONEPAaTUBHOTO oOMeHa MHpopmalmei ¢
POCCHICKMMH  00Opa30BaTeIbHBIMU  OPTaHU3AIMSIMH, WHBIMH OpPTaHW3alUsIMU H JOCTYN K
COBpPEMEHHBIM MpodeccruoHabHBIM 0a3aM JaHHBIX U HH(OOPMALIMOHHBIM pecypcaM ceTH MHTepHeT.

Peanuzamusi OCHOBHBIX 00pa30BaTENIbHBIX MPOTPaMM OOECIeUeHa JOCTYIOM KaKII0TO
oOyuaromierocsi K 6a3aM JAaHHBIX U OHMOIMOTEYHBIM (poHIaM, GOPMUPYEMBIM MO TOTHOMY MEPEUHIO
aucuuiinH ¥ npodeccuonanbHeix mMoayneit IITICC3. Bo Bpemsi caMOCTOSTENIbHOW MOATOTOBKHU
oOyuaroruecs: o0ecreueHbl 10cTynoM K cetu MaTepHer.

6. XapakTepuCTHKA COLMOKYJIbTYPHOH Cpeabl 00pa30BaTe/JbHOM OPraHU3anuN

6.1. BueyueOHas 1esITeJILHOCTH

BocnurarenpHas  OeATENBHOCT, B ballKalnbCKOM  TOCYJAapCTBEHHOM  YHUBEPCHUTETE
OPUEHTUPYETCS HAa PEATH3ALNI0 OCHOB ITOCYAAapPCTBEHHON MOJIOJIC)KHOW NOMUTHKHA PD Ha nepuon 10
2025 rona, rocymapcTBeHHOM mporpammbl Poccuiickoit @enepanun «Pa3Butie oOpa3oBaHUsS» Ha
2013-2020 romel», TrOCymapcTBEHHOW mporpammbl «llaTpuoTnyeckoe BOCHUTAHUE TPAXKAaH
Poccuiickoii @enepannu Ha 2016-2020 roab», KOHUENLIUN Pa3BUTHS BOCIUTATEIbHON AESITEIbHOCTU
balikanbckoro rocyaapcTBeHHOro yHuBepcutTeTa, «lIporpaMmbl pa3BUTHS MHHOBALMOHHOMN
KoprnopatuBHOM KyiabTypbl B BI'Y nHa 2010-2020 rr.» M Apyrux HOPMATHBHBIX JTOKYMEHTOB,
periaMeHTHPYIOIIMX 3TY IEATEIbHOCTh B By3€. LleneBble ycTaHOBKH BOCIIMTATEIbHON AESITETbHOCTU
B BI'Y nampaBnensl Ha (opMHpOBaHHE MOJHOLEHHOIO HAYYHOTO HMHTEIIMIEHTa, IpakJaHWHA U
naTpuoTa, AKTUBHOW TBOPYECKON JIMYHOCTH, AJAaNTHUPOBAHHOM K COBPEMEHHBIM IKHU3HEHHBIM
YCIIOBUSM, C BHICOKUM YyBCTBOM JI0JITA M OTBETCTBEHHOCTH, C YyBCTBOM COOCTBEHHOTO JIOCTOMHCTBA,
C BBICOKOM KyIbTypoH H MoOpaldbHbIMH KadecTBamu. C 1enpr0 oOecredeHus] peann3aruu
MIOCTaBJIEHHBIX LIE€JIEN MPOBOAUTCA KOMIUIEKC MEPONPUITHN, HAIIPABJICHHBIX HA: CO3AAHUE YCIOBHUM
JUISL TPAXKJIaHCKOTO U MAaTPUOTUYECKOTO CTAHOBJIEHUS CTYJIEHTOB, BOBJIEUEHHE UX B pa3paboTKy U
pealM3alyio MporpamMMm pas3BUTHs By3a, FOpojia, PETMOHA U CTPaHbl; MOMIEPKKY MOJIOIEKHBIX
IporpaMM M HHULMATHB CBA3aHHBIX C Pa3BUTHEM OPraHOB CTYJEHUYECKOIO0 CaMOYIIpaBJICHUS;
nponaraijay 370poBOro o0pas3a JKM3HM U TNPO(UIAKTUKY COLMAIbHO-HETAaTUBHBIX SBICHHNA B
MOJIOJIEKHOU cpefie; Co3aHne aTMOC(eEpPhI TOJIEPAHTHOCTH, CHH)KEHUS MPOSBIEHUIN arpecCUBHOCTH
B CTYJCHUECKOW cpelie; MOAJCPKKY CTYICHUECKUX O0bEIUHEHUH, COI030B, OpraHu3aluii, KiIyooB,
JNEHCTBYIOIIMX B COOTBETCTBUM C YCTaBOM YHUBEPCHUTETa; pa3paboTKy (HUHAHCOBBIX (QopM
NOJJIEP)KKH CTYJEHTOB B IENSAX MOMydeHHs OOpa30BaHUs, COAEHCTBHS JEIOBONH aKTUBHOCTH MU
JUJIEPCKUX KadyecTB; CO3/JaHUE CHCTEMbl MOPAJIBHOTO M MATEPUAIbHOIO IMOOLIPEeHUs Hauboee
AaKTHUBHBIX IIpeNoAaBaTesel U CTyI€HTOB.

B yHuBepcurere co3nana pazBuras MHQpacTpykTypa BOCIMTATEIbHON JESTEIbHOCTH.

8



OYHKIIMOHUPYET CTYIEHUYECKHI KyJIbTYPHO-TOCYTOBBIN HEHTp «XynoxkecTBeHHBIN» (K/ILI),
B KOTOPOM CTYJCHTBI MOT'YT IIPOBOJUTH CBOM MEPOIPHUATHS B IOMeIeHNnH kuHo3aina. Ha 6ase KL
TaKke QYHKIIMOHUPYET CTYACHUYECKUI KITYyO, KOTOPBIH MpeACTaBiIeH 13 TBOPUECKUMHU KOJIJIEKTUBAMMU:
cryaendyeckuii xop «Opdeon», aHcamOip GanpHOro TaHna «CTuib», aHcamMOib 0aJbHOrO TaHIA
«CTuib» ¢ THOCTpaHHBIMM CTYJE€HTaMH, BOKaJIbHbIN aHcaMOib «Nota Beney, aHcam0ib TUTaprUCTOB
«DKCIIPOMT», BOKaJIbHBIA aHCaMONb TMpernojaBaTelied W COTpyAHUKOB «Perpo», aHcaMOib
CKpHIIayel, KOJUIEKTUB cOBpeMeHHoro TaHua «llantepa», komnekTuB OanbHOro TaHua «duycy,
TaHIEBATBHBIA KOJUICKTUB «JlpaiiB-JI3HCY», KIIyO caMOJIesATEIbHON MMECHU, KITYO JTIOOUTENeH mod3un
«DeHukcy, GoabKIopHbI ancamOab «Kyzaecb», cTyaus ucrnaHckoro tanua «®PnameHko». Pexum
paboTel Kiyba QopMupyercs ¢ y4eToM JIByCMEHHOIO paclucaHus Yy4yeOHbIX 3aHsATHH. B
cryaendeckoM kiyoe BI'Y mocrosiaao 3annMarotcst okosio 200 yenoBexk.

3amaun CHOPTUBHO-03/J0POBUTENIBHOW PabOThl YCHELIHO peuaroTcs Osarogapsi pa3BUTOM
CHIOPTUBHOW HWHGpacTpykType. Ha 0a3e CIOPTUBHOTO KOMILIEKCA, MOMHMO YYeOHBIX 3aHSTHH,
JeHCTBYIOT OOIIEOCTYIHbIE CIIOPTUBHBIE CEKIMM: BOJIEHOON (MyXX., K€H.), HACTOJIbHbIN TEHHHUC,
Oacker0on  (MyX., OKEH.), [IaxXMaTbl, apMEWCKWH pykomamHblii Ooi. Cexkuum BemyT
BBICOKOKBAJIN()UIIMPOBaHHbIE TpeHephl. [lJii NpOBENEHMS CIOPTUBHBIX MEPONPHUATHH HMeeTCs
HeoOxomumoe oOopyaoBanue W wuHBeHTaph. Ha Teppuropunm Cryaropoaka (QyHKIHOHUPYET
CHOPTHUBHAs IUIOIIAJKa Ul MPOBEACHUS TPEHUPOBOK U UIP MO MHHHU-GYTOOIY M CTpUT-O0IY,
YCTaHOBJIEHBI YJIUYHbBIE TPEHAXKEPHI.

Ha ©6aze BI'Y ¢yHkumonupyer PernoHanbHbBIN LIEHTP COACWUCTBUS TPYAOYCTPOMCTBY U
aJlanTalyy K peIHKY TpyAa BeIMycKHUKOB Mpkyrckoit oomactu (PLICT). lnst cTyaeHToB IpoBOAsSTCS
BCTpeuM C¢ paboTojaTensiMu, spMapKu BakaHcui U JlHu kapwsepbl Mojogoro crneuuanucta. PLICT
OCYIIECTBIISICT WH(GOPMAIMOHHYI0O M METOAMYECKYIO TOJJIEP)KKY CTYIEHTOB TI0 BOIPOCaM
TPYAOYCTPOMCTBA U aJjaTAllMU K PBIHKY TPYyJa.

Bompmyto pabory Bemer Hayunas OubGnuoreka BI'Y — odopmieHne nH(OpMAMOHHBIX
CTEH/IOB, IIPOBE/IEHUE BBICTABOK, 0030pOB JINTEPATYpPhl, TEMATUYECKUX BCTPEUM M MPE3EHTALMH MO
CJIEIYIOIIMM HaIlpaBJICHUSM: TPaKJaHCTBEHHOCTh U MAaTPUOTH3M; BOCIIMTAHUE YyBCTBA FOPJOCTHU 3a
BI'Y, 3HaKoMcTBO C HCTOpHEW YHUBEpCUTETa, YUYEHBIMU BY3a; J000Bb K PoauHe, yBakeHHE K
HCTOPUU CBOEH CTPaHbI U €€ KyJIbType, KpaeBeleHNe; KyJIbTypa MEKHAIIMOHAIBHOTO OOLICHMS.

3HauMTeIbHOE BHUMAHHUE YJENseTCsl B YHHUBEpPCHTETe HH()OPMALMOHHOMY OOECIeUEeHUIO
BOCITUTATEILHON M BHEYUCOHOM fesTenbHOCTH. JleiicTByeT odunmansHbiil caitt BI'Y (www.bgu.ru),
NPaKTUYeCKH Bce (aKyJIbTeTbl UMeEET COOCTBEHHBIE CAMTBHI, OCYLIECTBISAETCS DSJICKTPOHHAS H
MoOuIbHas pacchlika MHpopManuu o MeporpusaTusx. Co3gaHbl TPYNIbl B COLUANbHBIX CETSX,
Hanpumep, bBI'Y (http://vk.com/vkbaikalgu), Undopmaunonnsiii kanan BI'Y (http://vk.com/info_bgu)
u J1p.

B yHuBepcuTeTe ClI0XKMJIaCh MHOIOBAPUAHTHASI CUCTEMA CTYJEHYECKOIO CaMOYIPAaBIEHUS.
Ha ypoBHe (akynbTeToB — 3TO CTyJ€HYECKHE COBETHI (PaKyJIbTETOB, CTAPOCTATHI, CTY/IEHUYECKUE
Hay4Hble o0IecTBa, npodoopo u Ap. OpraHsl CTYAEHYECKOIO CaMOYIpaBiIeHUs Ha (akyabTeTax
B3aMMOJICHCTBYIOT ¢ OOIIEYHUBEPCUTETCKUMU oOpraHamMu camoymnpasienus. B BI'Y  Ttakumu
cTpykTypamu siBisitoTcsi: O0wpenunennsiii crynendecknii copet (OCC), [lepBuunast mpodcorozHast
opranuzarus ctyaeaTon (ITI1OC).

HearenbHocTh OOBEIUHEHHOTO CTYICHYECKOTO COBETAa CTPOUTCS B COOTBETCTBUHM C
KIIIOYEBBIMU 33/1a4aMH CTPAaTErMYecKOTo pa3BUTHUSl yHHBepcuTeTa, CTparerueil rocyaapcTBEHHOM
noautuku PO, @enepanbHbIMU IporpaMMaMu paboTsl ¢ MOJIOAEKbI0. COBET peanu3yeT MPOeKThI IO
NPUOPUTETHBIM HampaBieHUs M MHUHOOpHayku (0003HAUEHHBIM B paMKax KOHKYpPCHOTO OTOOpa
[TporpamM pa3BUTHSA JAEATENBHOCTH CTyAEHUYECKUX oObeauHeHuil): «Hayka u WHHOBammmn»,
«[IpeanpuHuMaTenbcTBOY, «Pa3BUTHE CTYJEHUYECKOIO CaMOYIpaBieHUs», «Jlocyr U TBOpUECTBOY,
«Crnoptr m 30X», «BonoHTepCTBO M COLMAIbHOE NpOEKTUpOBaHUE», «llaTpuoTusmMm wu
TOJIEPAHTHOCTHY, «CTyneHueckne MHQOPMAIMOHHBIE pecypchbly, «MexXIyHapoIHOE MOJIOAEKHOE
COTpyAHUYECTBO», «CTyneHueckue oTpsab», «Kapbepa u TpyaoycTpoiicTBo». Yuactue B pabote
OCC npuHUMaOT NpPEACTaBUTENN BCEX CTyAEHUYECKHE 00bEIUHEHUS (PaKyIbTETOB YHUBEPCUTETA U
00111eBY30BCKHE 00IIECTBEHHBIE 00bEAMHEHUS 00YUaIOIINXCS — BCEro 38 mpecTaBuTeleH.


http://www.bgu.ru/

B cTpykType npodcoro3Hoit opranu3anuu cTy1IeHToB bI'Y BBIZICIICHBI CIIEAYIOINE KOMUCCHH:
KOMHCCHUSL 0 COIMaIbHON paloTe, KyJIbTypHO-MaccoBash KOMHCCHUS, CHOPTHBHO-TYpUCTHYECKAas
KOMHCCHSI, KOMUCCHEHN TI0O KOHTPOJTIO OOIIECTBEHHOTO NUTanus, komuccus mo CMU u PR.

ExeroqHo B yHUBEpPCUTETE MPOXOAUT LEJbIA KOMIUIEKC MEPOIPHUATUN COLMAIBHO-
npodUIaKTHYECKON HANPaBIEHHOCTH, CPEIH HUX: aKIUsl, IPUYPOUEHHAS KO JIHIO BCEX BIFOOJIEHHBIX
«JI1060BB MpekpacHa, eciau 6e3onacHay; akius «/leficTByii paau )Ku3HN», HHTepakTUBHAas Urpa «bI'Y
— TEpPUTOPHs 3I0pPOBOr0 00pasza KHU3HU», DKCKYpPCUU B AHATOMUYECKHIl My3eHd, CIIOPTUBHbBIE
[Ipa3AHUKH, IPUYPOUEHHBIE K ITPa3AHUYHBIM JaTaM.

enwiii psim 0OMIEYHUBEPCUTETCKUI MEPONPUATHNA CTaTu TPAJIUIIMOHHBIMHU: BECCHHHH Oai
pekropa «3omotori doHa BI'Y», mpasmuuk «JleHb yHuBepcutera», «JleHb crymeHta B BI'Y»,
¢dectuBanb «JleHb BIIOOIEHHBIX B TPO(ECCHIO», CHOPTUBHO-TIATpUOTHYECKast Urpa «Mapii-0pocok»,
TanueBanbHbI Mapadon BI'Y «Non-stopy, TBopueckuii konkypc «BI'Y.ITOM», KOHKYpC KpacoTsl 1
tananTa «Mucc BI'Y», cnopTuBHBIN pa3IHUK «JcTadera nodenb» U Ap. MEPOIIPHUSTHUS.

6.2. HayuHo-ucciie10BaTe/1bCKas 1eATeJIbHOCTD

Hanpaenenue HUP u HUPC sBnsercs BaxkHOU coctaBisitoniedi yacteio. Hayunas pabota
npenojaBareneii HOCUT OoJbllle HAYYHO-METOJUYECKHI XapakTep, LEelbl0 KOTOPOTO SIBISETCS
COBEPUIEHCTBOBAHUE I1€JarOrMUYECKOr0 MacTepCcTBa IPENoAaBaTeIbCKOr0 COCTaBa U IMOMOJIHEHHE
MeToaudeckoro obecneuenus BHeapeHus OI'OC u dhopmupoBaHus KOMIETEHIMH BBITYCKHUKOB
CIIO.

Hayunas pabGora oOyuaromuxcsi CTpOUTCS MO MOJETH Y4eOHO-HCCIEI0BATEIbCKOM PabOTHI.
Llenplo OpraHM3alMU HAYYHOW W y4eOHO-HMCCIIEOBATENBCKON pabOTHl SBISIETCS MOArOTOBKA
BBICOKOKBAIU(DUIIUPOBAHHBIX CIICLIUATHCTOB.

ExxerogHo ydwammecs TNPUHUMAIOT y4YacTHE B HAYYHO-TPAKTUYECKHX KOH(EPEHIHUsX,
MPOBOAMMBIX HMHBIMH OOpPa30BATEIbHBIMU YUPEXKICHUSMHU; OJIMMIIMAZAX; JEJIOBbIX HUIpax;
BUKTOPHHAX; KOHKYpCaxX, CMOTpax; 3alllUIIAI0T HayYHbI€ JOKJIAbl; YH4aCTBYIOT B KypcaxX IOBBIIICHHUS
KBTI (DUKALIHH.

Obyuatomnecs no mnporpamMmaM CIIO npuHMMalOT y4acTHe B TOPOJCKHUX KOHKypcax,
decTuBaisIX, CEMMHapax, oIUMNHagax. ExxeroaHo npoBosATCs CTyA€HYECKHE HAyYHO-TTPAKTUYECKHE
KOH(pEepeHIIUH, NpeIMEeTHbIe OJIMMIIMAIbI, BUKTOPHUHBI, KOHKYPCBHl pedepaToB, IJIaKaTOB,
KpoccBOpOB. ExeronHo npoBoauTcs: KOHKYpC «JIydmnii BBIMYCKHUK CIEUAIBHOCTHY, PETYISPHO
OpPraHM3yIOTCSI BCTPEYM B paMKaxX KpYyIJoro CTojla ¢ PYKOBOAMTEISIMU KPYIHBIX MpearnpUsATHH
ropoza.

B yHuBepcuTeTe exeromHo npoBoauTcs koHKypc mo ctanmaptam «WorldSkills Russia», mo
pe3yibTaraM KoTtoporo nodeautenu npeActasisitoT bI'Y B OTKpBITOM perMoHaJbHOM YEMITMOHATE
«WorldSkills Russiax.

7. HopmaTuBHO-MeTOaAM4YecKoe oOecledeHHMe CHCTeMbl OLEHKH KadecTBa OCBOECHHS
ooyyarommmucss IIIICC3 no cnenmaabHocTH 46.02.01 JlokyMeHTalmOHHOE obecneueHue
yIpaBieHUs U apXUBOBEICHUE

B coorBerctBun ¢ ®I'OC nmo cneuuanpHocT 46.02.01 JlokyMeHTalmoHHOE OOecreueHue
yhnpaBieHUs U apxuBoBeneHue u ¢ DenepanbHbIM 3akoHOM Poccuiickoit @eneparuu: «O6
oOpazoBanun B Poccuiickoit ®enepaummu» (ot 26 gexabps 2012 roma Ne 273), Ilpuxazom
MunucrepcTBa 00pa3oBanus U Hayku Poccuiickoit @enepaunn (Munobpuayku Poccun) ot 14 utons
2013 1. Ned64 1. MockBa «O6 yrBepxkaeHuu llopsika opraHuzanu W OCYLIECTBICHUS
00pa3oBaTeNbHOM AeATeIbHOCTH 0 00pa30BaTENbHBIM IPOrpaMMaM CpeHEro NpohecCuoHaIbLHOTO
0o0pa3oBaHUs» OIEHKa KayecTBa OCBOEHHUS OOYYaIOUIMMHUCS OCHOBHBIX MpPO(ECCHOHATBHBIX
0o0pa3oBaTeNbHbIX MPOTrpaMM BKJIIOYACT TEKYIIUA KOHTPOJIb 3HAHUW, TPOMEKYTOUHYIO H
rOCyJapCTBEHHYIO (UTOTOBYIO) aTTECTALIUIO O0YJarOIUXCS.

HopmaTuBHO-MeToiMueckoe  oOecriedeHne  TEeKYyIIero  KOHTPOJS — YCHEBAaEMOCTH U
npoMexxyTouHoi arrectanuu oodydaronuxcs rno IITICC3 ocymectisiercs B cootBeTcTBUU ¢ PI'OC
no crnenuaabHocTH U [Ipukazom MunucrepcTBa oOpa3oBanus u Hayku Poccuiickoii deneparumn
(Muno6puayku Poccun) ot 14 wumions 2013 r. Ne464 r. MockBa «O0 yrBepxaenuu llopsnka
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OpraHMU3aIH U OCYIIECTBIIEHUS 00pa30BaTENbHOM JeSTEIbHOCTH 10 00pa30BaTeIbHBIM IPOTrPaMMaM
CpeaHero NpogecCuOHaIBLHOIO 00pa30BaAHUD.

7.1. Tekyuiuii KOHTPOJIb 3HAHU M MPOMEKYTOYHASI ATTECTALUSA

HopmatuBHoe MeTtoamueckoe OO0eCleYeHHEe CHUCTEMbl OIICHKH KayeCTBAa  OCBOCHUS
ooyuarontumucs IIIICC3 CIIO mo cnemumansHOocTH 46.02.01 [JoxkymeHTarmoHHoe obecrieueHue
yIIpaBJICHUS] U apXMBOBEIEHUE BKIOYAECT B ceOs (DOHIBI OLEHOYHBIX CPEICTB Ui MPOBEICHHS
TEKYIIEro KOHTPOJIA YCIIEBAaEMOCTH M IMPOMEXKYTOUHOH aTTecTauuu (KOHTPOJIbHBIE BOIMPOCH U
3aaHusI 7Sl IPAKTUYECKUX 3aHATHIA, 1a00paTOPHBIX U KOHTPOJIBHBIX pabOT, KOJUIOKBUYMOB, 3a4€TOB
U 3K3aMEHOB, TE€CTOBBIE 3aJaHUSl U KOMIIBIOTEPHBIE TECTUPYIOIIME MPOTPAMMBbI, CUTYallUOHHBIE U
pacueTHbIe 3aJJaHusl, IPUMEPHYIO TEMAaTUKY KYPCOBBIX paboT/mpoeKToB, pedepaTos, 3cce, JOKIA 0B,
y4€OHBIX MCCIEA0BaHUN U JIp.).

B cootBercTBUM ¢ y4eOHBIM IUIAHOM HPOMEXKYTOYHAs aTTecTallus MpeayCMaTpUBaeT
IPOBE/ICHUE SK3aMEHOB, 3a4€TOB, 3aIUTY KYPCOBBIX pabOT, BHIIOJHEHNE OTYETOB MO MpakTuke. [1o
BCEM IEPEUUCICHHBIM BUAAM MPOMEXKYTOYHOW aTTecTaluu pa3paboTaHbl KOMILIEKTHI OLIEHOYHBIX
CPEJICTB.

7.2. 'ocynapcrBeHHast HTOroBas arrecranus BbIycKHUKOB [IIICC3 no cnenuaibHoCTH
46.02.01 [lokymMeHTAIlHOHHOE o0ecleuyeHHe YNpPaBJEeHUs] W apXUBOBeleHUE, 0a30Boii
NMOArO0TOBKH.

locynmapcTBeHHass WTOTOBasi aTTECTAllds BBIMYCKHHKOB 10 crnenuanbHocTH  46.02.01
JlokyMeHTaImoHHOe oOecrieueHne yIpaBiIeHUs U apXUBOBEACHHUE, 0a30BON MOATOTOBKHU SIBJISETCS
o0s3aTenbHOM U ocymiecTBisiercs nocie ocsoeHus [IIICC3 B monHOM 0O0beMe.

[lopsinok W ycloBHSL TNPOBEAEHUS TOCYIApCTBEHHBIX AaTTECTAMOHHBIX HMCIBITAHUN
onpezenstorcs DenepanbHbiM 3akoHOM Poccuiickoit @enepanuu: «O0 obpazoBanuu B Poccuiickoit
Oenepanun» (ot 26 gexadps 2012 roga Ne 273), Ilpukazom ot 16 aBrycta 2013 r. Ne 968 r. MockBa
«O6 yrBepxkaenun llopsinka mpoBeeHHS TOCYJApCTBEHHOH HMTOTOBOWM — aTTECTAllMd 1O
o0pa3oBaTeNbHBIM IpOrpaMmaM cpeaHero mnpodeccuoHanibHOro obpaszoBaHus»; Ilpukazom ot 31
saBapst 2014 r. Ne 74 «O BHeCEHUU W3MEHEHUH B MOPSIOK IIPOBENCHUS TOCYIapCTBEHHOM UTOTOBOM
aTTecTallud 1O OOpa3oBaTeNIbHBIM IMPOrpaMMaM CpeIHEro Mpo(ecCHOHAIBHOro 00pa30BaHUs,
YTBEPKACHHBIN MPUKAa30M MUHUCTEpCTBAa oOpazoBaHusd M Hayku Poccuiickoit ®@enepanuu ot 16
asrycra 2013 r. Ne 968».

[{enbto UTOrOBOM TOCYapCTBEHHOM aTTECTAIMH SIBISIETCS YCTAHOBJIEHHUE CTENIEHH TOTOBHOCTH
o0yyaromerocsi K CaMOCTOSATENBbHOM JeATeNbHOCTH, C(HOPMUPOBAHHOCTU MPO(deCcCHOHATBHBIX
KOMIIETEHIIMH B COOTBETCTBUHU C (helepajbHbIM TOCYJAapCTBEHHBIM 00pa30BaTEIbHOM CTaHAAPTOM
cpeaHero npogecCuOHaIBLHOIO 00pa30BaHMUS.

[TpoBeneHne UTOroBOI arTecTaly MO3BOJSET PEIIUTD CIIEIYIOIINE 3aJaUu:

-OPUEHTUPYET KAKJIOT0 MPENo/1aBarelis U CTy/IeHTa HA KOHEUHBIN pe3yJbTar;

-[I03BOJISIET B KOMIUIEKCE TIOBBICHUTH KadeCTBO Y4Y€OHOIro Ipoliecca, KadecTBO MOJATOTOBKH
crienuanucTa 1 00beKTUBHOCTD OLIEHKH MOJTOTOBIEHHOCTH BBIITYCKHUKOB;

-CHUCTEMaTU3UPYyeT 3HAHUS, YMEHHUS U OIBIT, MOJTYYEHHbIE CTYJAEHTaMU BO BpeMsi OOydeHUs U BO
BpeMs1 TPOXOXKACHUS MPOU3BOICTBEHHON MPAKTUKU;

-pacimiupsieT MOJy4YeHHbIE 3HAHUS 3a CUET U3YYEeHHsS HOBEHIIMX NPaKTUYECKUX pa3paboToK U
IPOBE/ICHUS HCCIIEeI0BaHUH B MpodeccuoHanbHoi chepe;

-3HAYUTEHHO YIPOIIAET MPaKTUUYECKYI0 paboTy ['ocymapcTBEHHOM aTTeCTAIIMOHHOW KOMUCCHH TIPH
OIICHUBAHHHU BBITYCKHUKA (HAIUYUE TIEpedHs MPO(HEeCCHOHATBHBIX KOMIIETEHIIHM, KOTOPbIE HAXOMIST
OTpakeHHE B BBIIYCKHOM paboTe).

[Iporpamma rocynapCTBEHHONM HWTOTOBOM aTTECTAllMU SIBISETCS YacThlO IMPOrPaMMBbl
MOJArOTOBKH CIHEHHAIMCTOB CpeaHero 3BeHa Mo crnenuaibHocTH 46.02.01 JlokyMeHTanmoHHOE
oOecrieyeHue yrpaBieHHs U apXUBOBECHNE, 0a30BOM MOATOTOBKH.

[IporpamMmMa rocynapcTBEHHONW HTOrOBOM AaTTECTAllMM €XETOJAHO OOHOBISETCS MPEAMETHO
LIMKJIOBOW KOMHUCCHEN U yTBEPXKAAETCs PEKTOpOoM balikanbCKoro yHMBEpCHUTETA.

l'ocynapcTBeHHass wuTOroBas arrecranyss OPOXOAWT B  BUAE 3aIUTHl  BBIMTYCKHOM
KBaJTM(PHUKAIIMOHHOMN paboThI.

11



O0beM BpeMEHU U CPOKH, OTBOJIMMBIE Ha TMOJTOTOBKY BBITYCKHOW KBaTH(pUKALMOHHOMN
paboThl: 4 HeeIH.

Cpoxu 3aImuThl BEITYCKHON KBATM(PUKAIIMOHHON pabOTHI: 2 HedesIH.

Templ BKP n0omkHBI HIMETH IPAKTUKO-OPUEHTUPOBAHHBIN xapakrep. [lepeuens Tem o BKP
-pa3pabarbiBaetcs npenonaBatensimu [ILK B pamkax npodeccuoHaabHbIX MOAYJIEH,
-paccMaTpuBaeTCs Ha 3aCEIaHNUU IPEIMETHO-LUKIOBBIX KOMUCCHH.

-yTBEp)KIaeTcsl 00pa3oBaTeIbHBIM YUPEKIACHUEM IIOCIE MPEIBAPUTEIHLHOTO IOJIOKHUTEIHLHOTO
3aknmroueHus padboronareneit (1m.8.6 ®T'OC CIIO).

Hns npoBenenus ['MA co3zmaercs ['ocynapcTBeHHass aTTeCTallMOHHAs KOMHUCCUSL B TIOPSAJIKE,
npenycMoTpeHHoM llonoskeHuemM 00 UTOroBOM TOCYylapCTBEHHOW aTTECTAllUM BBITYCKHUKOB
00pa3oBaTeNbHBIX YUPEXKICHUN cpenHero mnpodeccnoHanibHOTO oOOpasoBanust B Poccuiickoii
Oenepannn (Ilpukaz or 16 aBrycra 2013 1. Ne 968 1. MockBa «O06 yrBepknaenuu Ilopsiika
IPOBEICHUS TOCYJapCTBEHHON UTOTOBOM aTTeCTalMy 1Mo 00pa30BaTEIbHBIM IPOTPaMMaM CPETHETO
npodeccuoHalbHOTO 00pazoBaHus»; [Ipukas ot 31 staBaps 2014 1. Ne 74 «O BHECEHUU U3MEHEHUH B
NOPSAJIOK MPOBEACHUS TOCYAAPCTBEHHOW UTOTOBOM aTrTecTaluy 1o o0pa3oBaTeIbHBIM IIPOTrpaMMaM
cpenHero npodeccuoHalIbHOTO 00pa30BaHus, yTBEPIKICHHBIN MPUKA30M MUHUCTEPCTBA 00pa30BaHUs
u Hayku Poccuiickoit @enepanuu ot 16 aBrycta 2013 r. Ne 968»).

3amuTa BBITYCKHON KBATM(UKAIIMOHHON PabOTHI (IIPOJOIKUTENEHOCTD 3alIUTHI 10 45 MUHYT)
BKJTIOYAET JJOKJIAJ cTyAeHTa (He Oonee 15-20 MUHYT) ¢ JeMOHCTpannel mpe3eHTaum, pa3oop 0T36Ba
PYKOBOIMTENS ¥ PELEH3UU, BOMPOCH! YWIEHOB KOMUCCUU, OTBETHI CTYICHTA.
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