[okymeHT npepoctasneH KoHcynbTaHTI10C

3apeructpuposaHo B MuHtocte Poccum 20 asrycta 2014 r. N 33682

MMWUHUCTEPCTBO OGPA3OBAHUA U HAYKU POCCUMCKOI ®EAEPALIUMA

MPUKA3
ot 11 asrycra 2014 r. N 975

Ob YTBEPXKOEHUUN
®EAEPA/IBHOIO rOCYAAPCTBEHHOIO OBPA3OBATE/IbHOIO CTAHOAPTA
CPEAHEIO NPO®ECCMOHAJIbHOIO O6PA3OBAHUA NO CNELNANIBHOCTU
46.02.01 AOKYMEHTALUUOHHOE OBECNEYEHUE YNPABJIEHUA
1N APXUBOBEAEHUE

B cootBetctBMM ¢ nognyHkTom 5.2.41 TMonoxeHns o MuHUCTepcTBe 06pPa3OBaHUA U HayKu
Poccuiickoin ®egepaumm, yTeepKaeHHOro noctaHoseHnem lMNpasutensctea Poccuinickon ®egepaumm ot
3 nioHs 2013 r. N 466 (CobpaHue 3aKoHoaaTenbcTBa Poccuitickont depepaumm, 2013, N 23, cT. 2923; N
33, cT. 4386; N 37, cT. 4702; 2014, N 2, cT. 126; N 6, cT. 582; N 27, c1. 3776), nyHkToMm 17 MpaBun
pa3paboTku, yTeepKaeHUs desepasnbHbIX rocyAapcTBEHHbIX 0O6pa3oBaTeNbHbIX CTAHAAPTOB U BHECEHMUA
B HUX WM3MEHEHWI, yTBep)KAEeHHbIX MnocTaHoBneHnem [pasuTtenbctBa Poccuitickont Pepepauumn ot 5
asrycta 2013 r. N 661 (CobpaHune 3akoHogatenbctBa Poccuiickoint degepaumn, 2013, N 33, c1. 4377),
NnpwWKasbiBato:

1. YTBepauTb npunaraemblii ¢epepanbHbli rOCYyAaPCTBEHHbIM 06pa3oBaTeNibHbIM CTaHAAPT
cpegHero npodeccroHanbHoro o6pasoBaHMA no  cneuuanbHoctn 46.02.01 [JoKymeHTaumoHHoe
obecneuyeHne ynpaBneHna U apxMBoBeaeHue.

2. MpusHaTb yTpaTMBLIMM CWUay npuKas MuHUcTepcTBa 06pasoBaHUs M Hayku PoccuicKoi
depepaunn ot 25 aHeapa 2010 r. N 75 "O6 yTBep)KAEHUN M BBeAEHMM B aeicTBue deaepanbHOro
rocygapcTBeHHOro ob6pasoBaTefNibHOro CcTaHAapTa cpefaHero npodeccroHanbHoro o6pasoBaHMsA Mo
cneumanbHoct 034702 [doKymeHTaLMOHHOe obecrneyeHWe YyhpaB/ieHMA UM apxuBoBegeHue"
(3apernctpuposaH MuHucTepcTBOM tocTULMKM  Poccuitickon  degepaumn 27 despana 2010 r,
pervcTpaumnoHHbiii N 16526).

3. HacTtoawmin npmkas BcTynaet B cuny ¢ 1 ceHTabpa 2014 roga.

MwuHuctp
0.B.IMBAHOB

MpunnoxkeHune

YT1BepKaeH

npukasom MuHucTepcTea obpasoBaHuA
M Hayku Poccuiickon ®eaepauunm

ot 11 aBrycta 2014 r. N 975

®EAEPA/IbHBIA FOCYAAPCTBEHHbIA OEPA3OBATE/IbHbIA CTAHAAPT
CPEAHETO NPO®ECCMOHAJ/IbBHOIO OBPA3OBAHMA NO CNEUWUA/IBHOCTU
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46.02.01 4JOKYMEHTALMOHHOE OBECNEYEHUE YNPAB/IEHNA
1 APXUBOBEJEHUE

I. OBJIACTb NPUMEHEHUA

1.1. Hactoawwmii denepanbHbiM roCyAdapCcTBEHHbIM o06pa3oBaTesibHbIM CTaHAAPT CcpeaHero
npodeccnoHanbHoro obpasoBaHUs npeacTaBaseTr coboii COBOKYNHOCTb 06s3aTenbHbIX TpeboBaHMN K
cpeaHemy npodeccuoHasnbHOMy o06pa3oBaHUO no cneumasnbHocTn 46.02.01 [oOKymeHTaunmoHHoe
obecneyeHne ynpassieHUs U apxnuBoBeaeHue ana npodpeccnoHanbHOM obpa3oBaTeibHOM opraHu3aumm
N obpasoBaTe/IbHON OpraHM3aumMmM BbiCIEro 0H6pa3oBaHMA, KOTOpble MMEIOT MPaBO Ha peasiM3aumio
MMEIOLLUX TOCYAapPCTBEHHYIO aKKpeauTaLumMio Nporpamm noAroToBKM CNeLMannucToB CpeaHero 3seHa no
OaHHOM cneuuwanbHOCTM, Ha Tepputopum Poccuitickolt dPepepaumumn (panee - obpasoBaTtesibHan
opraHusaums).

1.2. MpaBo Ha peanus3auuio NpPorpamMmbl MNOLFOTOBKM CMELMannUCToB CpeaHero 3BeHa Mo
cneumnanbHoctM 46.02.01 [JoKymeHTaUMOHHOe obecneyeHWe ynpaBAeHUs W apXuMBOBeAeHUE UMeeT
obpa3oBaTesNibHaA oOpraHM3aumMa MPU HAMYUU  COOTBETCTBYIOLLEN JIMUEH3UM HA OCYLLECTB/IEHUE
06pa3oBaTeIbHOMN AEeATENBHOCTMY.

Bo3morkHa ceTeBaa popma peanmnsaLmm Nporpammbl NOL4rOTOBKM CNELMANNCTOB CPEAHEro 3BeHa C
NCNO/Ib30BaHMEM PECYPCOB HECKOJIbKMX 06pa3oBaTesibHbIX OpraHu3aunin. B peanmsaumm nporpammbl
NoAroTOBKM CNEeunanucTtoB cpeaHero 3BeHa C  WCMNO/b30BaHMEM ceTeBot GOpmMbl  Hapsay C
obpa3oBaTeNibHbIMW  OPraHU3aUMAMM  TaKXKe MOryT Yy4yacTBOBaTb MEAMUMHCKME OpraHusauuu,
OpraHusaLmm KyabTypbl, PU3KYAbTYPHO-CNOPTMBHbLIE U UHblE OpraHW3aLmn, obnagatowme pecypcamu,
HeobxoAMMbIMMK ANA OCYLLECTB/IEHUA 0OydYeHUs, npoBeaeHns yuyebHoM U NPoU3BOACTBEHHOM NPAKTUKMK
N OCYLLECTB/IEHUA WHbIX BUAOB y4ebHOWN AeATeNbHOCTU, NPeayCMOTPEHHbIX MPOrpaMMon NOArOTOBKU
CNeunanncToB cpeaHero 3BeHa.

Mpu peanusaumm nporpammbl NOATOTOBKM CMeUManncToB cpegHero 3seHa obpasoBaTesbHas
OopraHuM3auMa BMpaBe MPUMEHATb 3NEKTPOHHOe obyyeHWe U AWUCTaHUMOHHble obpasoBaTesibHble
TexHosoruu. Mpu 0b6y4eHUn UL, C OrpaHUYEHHBIMM BO3MOXKHOCTAMM 340P0BbA 3NEKTPOHHOE 06yUYeHme
N AMCTaHUMOHHble 06pa3oBaTe/ibHble TEXHOAOMMM AOKHbI NPeaycMaTpuBaTb BOSMOMXKHOCTb Npuema-
nepeaayn MHGOpMaLMK B LOCTYNHbIX AN HUX GOpMaXx.

II. UCMMOJ1Ib3YEMbIE COKPALLLEEHNA

B HacTosALLEM CTaHAAPTE UCMO/b3YIOTCA CeAyHoLLME COKPALLEHMS:
CMNO - cpeaHee npodeccnmoHanbHoe 06pas3oBaHue;

®roCc Crno - do¢epepanbHbIi rOCYAapPCTBEHHbIM 06pasoBaTesibHbIM  CTAaHAAPT CpeaHero
npodeccrnoHanbHoro o6pasoBaHus;

MMNCC3 - nporpamma NOArOTOBKM CNELMANUCTOB CPEAHENO 3BEHA;
OK - obuwas KomneTeHUus;
MK - npodeccnoHanbHaa KOMMNeTEHLMS;
MM - npodeccrMoHanbHbI Moayb;
MUK - mexxaucumnanHapHbIi Kypc.
IIl. XAPAKTEPUCTMKA NOArOTOBKM MO CNELMA/IBHOCTU

3.1. NonyyeHune CMNO no MNMNCC3 gonyckaeTca TONbKO B 06pa3oBaTe/ibHON OpraHn3aumu.



3.2. Cpoku nonyyeHua CMO no cneumanbHoct 46.02.01 [okymeHTaumoHHoe obecneyeHue
ynpasieHns U apxmBosBedeHne 6a30BOM NOATrOTOBKM B O4HON popme 0byyeHUs U npucBaMBaemMble
KBasndbumkauum npmusogatca B Tabauue 1.



YpoBeHb 0bpa3oBaHus,
HeobxoaMMbIi o5 Npuema Ha
obyyeHue no MNMNCC3

HavmeHoBaHMe KBanudpuKaumm
6a30B0OV NOArOTOBKM

Cpok nonyyeHua CMNoO no NMCC3
6a30B0OV NOATOTOBKU B O4YHOM
dopme obyuyeHuma <1>

cpeaHee obuiee obpasoBaHue

OCHOBHOEe 0bulee obpasoBaHue

Cneuunanuct no
OOKYMEHTaUMOHHOMY
obecneyeHuto ynpasneHus,
apXmMBuUCT

1 roa 10 mecAaues

2 roga 10 mecaues <2>

<1> He3aBMCKMMO OT NPMMeHsAeMbIx 06pa3oBaTesibHbIX TEXHONOTUIA.

Tabnuua 1

<2> O6pa3oBaTe/ibHble OpraHN3aLMn, OCyLLECTBAAIOLWME NOATOTOBKY CNeLUManmucToB cpeaHero 3seHa Ha 6a3e oCcHOBHOro obuero o6pasoBaHns, peanmsyroT
dbeaepanbHblit rocyaapcTBeHHbI 06pasoBaTeNibHbIA CTaHAAPT cpeaHero obuiero obpasosaHua B npegenax MMNCC3, B TOM 4yucne C y4eToM MNOAy4aemoM

cneunanbHocTtu CMO.

KoHcynbTaHTIAOC: NpumeyaHue.

Hymepauma NnyHKTOB AaHa B COOTBETCTBUMU C OCI)MLI,MaanbIM TEKCTOM AOKYMEHTA.

3.2. Cpoku nonyyeHuns CMNO no MMNCC3 yrny6ieHHOM NOArOTOBKM NPEBbLIWAOT Ha 0A4MH rof, cpok noaydenumsa CMO no MNMCC3 6a30Boi NOArOTOBKMU.

Cpoku nonyyeHuna CMNO no cneumanbHocTn 46.02.01 JoKyMeHTaLMOHHOe obecneyeHne ynpaBieHnn 1 apxnBoBeaeHne yraybaeHHoW NoAroToBKM B OYHOM
dopme obyyeHunsa 1 npuceanBaemble KBasMbMKaLmm npueogAaTcs B Tabauue 2.

YpoBeHb 06pa3oBaHus,
HeobxoaMMbIN ANs Npuema Ha
obyyeHue no MNMNCC3

HanmeHoBaHWe KBanupuKaLmm
yrny61eHHOW NoAroTOBKM

Cpok nonyyeHua CMNoO no NMCC3

yrny61eHHON NoAroToBKM B OYHOM

dopme obyyeHuma <1>

cpeaHee obulee obpasoBaHue

Cneuuyanuct no

2 roga 10 mecAues

Tabnnuya 2



OCHOBHOE 0buee obpasoBaHue

AOOKYMEHTALNMOHHOMY
obecneyeHuto ynpasaeHua,
APXNBUCT

3 roga 10 mecaues <2>




<1> He3aBUCUMMO OT NpMMEHAEMbIX 06pa3oBaTeIbHbIX TEXHOIOMUNA.

<2> Ob6pasoBaTesibHble OpraHM3auuu, OCYLLECTBAAIOWME MNOAFOTOBKY CMELMANUCTOB CpeaHero
3BeHa Ha 6ase oOcHOBHOro obuwero o6pasoBaHMA, peanusyloT ¢eaepanbHbllii FOCYAaPCTBEHHDIN
06pa3oBaTeNbHbIM CTaHAAPT cpeaHero obuero obpasosaHua B npegenax MMCC3, B Tom Yncne ¢ y4etom
nosay4yaemom cneumnanbHoctm CMNO.

Cpokun nonyyeHna CMNO no MMCC3 6asoBoit M yrnybieHHOW NOATOTOBKM HE3aBUCMMO OT
npUMeHsemMblx 06pa30BaTe/IbHbIX TEXHONOMMI yBENMYMBALOTCA:

a) ans obyyalowmxcsa No O4HO-3a04HOM U 3a04HOM hopmam obyyeHus:
Ha 6a3e cpegHero obuiero obpasoBaHus - He bonee yem Ha 1 rog;
Ha 6a3e ocHOBHOro obulero obpasoBaHus - He bosee yem Ha 1,5 roaa;

6) ANA MHBANMAOB M AUL, C OrPaHMYEHHbIMU BO3MOXHOCTAMM 340p0BbA - He Bosiee yem Ha 10
mMecsLeB.

IV. XAPAKTEPUCTMKA MPOPECCUOHA/IBHON
OEATE/IBHOCTU BbINMYCKHNKOB

4.1. ObnacTtb npodeccrnoHanbHON AeATeNbHOCTU BbIMYCKHUKOB: AeATeNbHOCTb B CeKpeTapuarax,
cny»bax gOKYMEHTaLMOHHOro obecrneyeHuns, KagpoBbIX CY»K6ax M apxmMBax rocy4apCTBEHHbIX OPraHoB
N YUYpEeXKIAEHUI, B OpraHax MeCTHOro CaMoynpaB/ieHUs, HErOCYAapPCTBEHHbIX OpraHu3aLmax Bcex popm
COBHCTBEHHOCTU, OBLLLECTBEHHbIX OPraHM3aumaAxX (yupexaeHusx).

4.2. 06bekTamm NpodeccnoHanbHON AEATENBHOCTU BbIMYCKHUKOB SIBAAIOTCA:
[LOKYMEHTbI, CO3JaHHbIe II0ObIM CNOCOHOM LOKYMEHTUPOBAHMS;

CUCTEMBI AOKYMEHTAUMOHHOIO obecneyeHnn ynpasneHus;

CUCTEMBI 3N1EKTPOHHOTO JOKYMEHTOOH0POTA;

APXMBHblE AOKYMEHTbI;

nepBuYHbIE TPYAOBbIE KOMNEKTUBDI.

4.3. Cneunanuct no [OKYMEHTaLMOHHOMY obecneyeHuto ynpaB/ieHus, apxuBucT (6asosoit
NOArOTOBKM) FOTOBMTCA K CIeAYIOLLMM BUAAM AEATENbHOCTHU:

4.3.1. OpraHu3auusa [OKYMEHTaUMOHHOro obecneyeHus ynpasBaeHMs U GYHKUMOHMPOBAHUA
opraHusaumu.

4.3.2. OpraHu3auua apxvMBHOW W CNPaABOYHO-MHPOPMALMOHHOW pPaboTbl MO  AOKYMEHTam
OpraHu3aumu.

4.3.3. BbinosiHeHWe paboT Mo OAHOM WAM HECKONbKMM npodeccusam pabounx, A0IKHOCTAM
cnyxauwumx (npuaoxkeHue K Hactoawemy roc Cno).

4.4, Cneunannct No AOKYMEHTaUMOHHOMY obecneyeHuio ynpasaeHusa, apxuBucT (yrnybneHHom
NOArOTOBKM) FOTOBMTCA K CIeAYIOLLMM BUAAM AEATENbHOCTHU:



4.4.1. OpraHusauus L[OKYMEHTaUMOHHOro obecneyeHus ynpasBaeHus U QYHKLMOHUPOBAHMA
opraHusaumu.

4.4.2. OpraHuM3auMa QapxXMBHOW M CNPaBOYHO-UHPOPMALMOHHOM paboTbl NO  AOKYMEHTaM
opraHusauum.

4.4.3. OcyuwiectB/ieHNe AOKYMEHTAUMOHHOro obecrneyeHua ynpaBaeHMA W apXMBHOIO Aena C
NCNo/Ib30BaHMEM MPOrPaMMHbIX CPEACTB yYeTa, XpaHeHMA, 06paboTKN 1 MOMCKa AOKYMEHTOB.

4.4.4. BbinonHeHWe paboT No oAHOW WAM HeCKoAbKMM npodeccuam paboumx, AO0NKHOCTAM
cnyxawmx (npunorkeHue K Hactoawemy ®roc Cno).

V. TPEBOBAHUA K PE3Y/ZIbTATAM OCBOEHWA MPOTPAMMbI NOATOTOBKU
CNELUMATINCTOB CPEAHETO 3BEHA

5.1. Cneumanuct no AOKYMEHTAaUMOHHOMY obecneyeHuto ynpaB/ieHua, apxmsucT (6a30Boi
NoAroToBKW) A0/IXKeH 061a4aTb 06LWMMM KOMMNETEHUUAMM, BKIKOYAOWMMMU B ce65 CNOCOBHOCTD:

OK 1. MoHMMaTb CYWHOCTb M COLMabHYIO 3HAYMMOCTb CBOeM byayuien npodpeccuu, NpoasaATb K
HeW yCTOMYMBbIN MHTEpEC.

OK 2. OpraHn3oBbiBaTb COOCTBEHHYIO AEATENbHOCTb, BblOMPaTb TUMOBbIE METOAbl U CNocobbI
BbIMNO/IHEHUA NPOPECCUOHANbHbBIX 33434, OLEHNBATb UX 3QPEKTUBHOCTb U KAYeCTBO.

OK 3. NMpuUHUMaTL pelweHna B CTAaHOAPTHbIX M HECTaH4APTHbIX CUTYyauMAX M HeCTU 33 HUX
OTBETCTBEHHOCTb.

OK 4. OcywectBnATb NOUCK U UCNONb30BaHWE MHbOpPMAUUKM, Heobxoaumon ana apdeKkTMBHOro
BbINOJIHEHUA NpodeccMoHaNbHbIX 33434, NPOPECCUOHANbHOTO U JIMYHOCTHOTO Pa3BUTUSA.

OK 5. Ucnonb3oBaTb MHGOPMALMOHHO-KOMMYHMKALMOHHbIE TEXHOIOMMKU B NPOdECCUOHANbHOM
OEeATeNbHOCTH.

OK 6. PaboTaTb B KONNEKTUBE U KOMaHAe, 3GDEKTUBHO 06LLaTbCA C KOANEramu, PYKOBOACTBOM,
nortpebutenamu.

OK 7. bpaTb Ha ceba OTBETCTBEHHOCTb 33 PaboTy YNeHOB KOMaHAbl (MOAYMHEHHbIX), pe3yabTaT
BbINO/IHEHWUSA 3a4aHWN.

OK 8. CamoctosTenbHO onpeaenAtb 33a43a4u NPodecCMOHaNbHOIO WM JIMYHOCTHOFO pPasBUTUS,
3aHUMaATbCA Camoobpa3oBaHNEM, OCO3HAHHO NAAHUPOBATb NOBbIWEHWE KBaMUKALUU.

OK 9. OpuveHTMpoBaTbCA B YC/MOBUAX YACTOM CMeEHbl TEXHOJIOTMA B MNPOdEeCccUOoHaNbHOWM
AeATeNbHOCTH.

5.2. Cneumanuct no AOKYMeHTauuoHHOMYy obecneyeHWio ynpasaeHua, apxveucT (6asosoit
NOArOTOBKM) AO/MKeH 061agaTb NpPodeccMoHanbHbIMU KOMMETEHLMAMMW, COOTBETCTBYIOWMMU BUAAM
AeATeNbHOCTH:

5.2.1. OpraHusauma [AOKYMEHTaUMOHHOro obecneyeHns ynpasaeHWa U OYHKUMOHUPOBAHMA
OpraHu3aumu.

MK 1.1. KoopauHupoBaTb paboTy opraHu3aumm (NpUemMHOn pyKoBOAWUTENS), BECTU Npuem
nocetutenemn.

MK 1.2. OcywecTBaaTb paboTy MO NOArOTOBKE M MPOBEAEHWUIO COBELLaHMN, AEeNOBbiX BCTPEY,
NPUeMoB 1 Npe3eHTauui.



MK 1.3. OcywecTBaATb MOArOTOBKY A€/M0BbIX NOE3[0K PYKOBOAWUTENSA U APYIMX COTPYAHMKOB
opraHusaumu.

MK 1.4. OpraH13oBbIBaTb paboyee MecTo cekpeTapsa U pykosoauTens.

MK 1.5. OdopmnATb M PErncTpMpoBaTb OPraHM3aLMOHHO-PACNOPAAMTENbHBIE AOKYMEHTHI,
KOHTPO/INPOBAaTb CPOKU UX NUCNONHEHUA.

MK 1.6. O6bpabaTtbiBaTh BXOAALLME N UCXOAALME AOKYMEHTbI, CUCTEMATU3MPOBATb UX, COCTaBAATb
HOMeHKNaTypy Aen 1 GopmMMpoBaTh JOKYMEHTbI B Aena.

MK 1.7. CamoctosTenbHo paboTaTb C [AOKYMEHTaMM, COAEpPXHAWMMM KOHPUAEHLMANbHYIO
MHGOPMAUMIO, B TOM YMCAE C JOKYMEHTAaMMU MO IMYHOMY COCTaBY.

MK 1.8. OcywectBnatb TesiepoHHOE 0b6CyKUBaHNE, MPUHUMATL U NepeaaBaTb paKcbl.
MK 1.9. OcywectBnATb NOATOTOBKY A€/ K Nepegaye Ha apxXmBHOE XpaHeHue.

MK 1.10. CoctaBnAatb OnNMCU Aen, OCYLeCTBAATb NOAMOTOBKY Aen K nepegade B apxus
OpraHM3aunu, rocyaapCcTBEHHbIE U MYHULUMMNANbHbIE apPXMBDbI.

5.2.2. OpraHu3auMs apxMBHOM M CNPABOYHO-UHPOPMAUMOHHOK pPaboTbl MO [AOKYMEHTam
opraHunsaumu.

MK 2.1. OcywecTBasATb 3KCNEPTU3Yy LEHHOCTU AOKYMEHTOB B COOTBETCTBUM C AENCTBYIOLLMMM
3aKOHOAaTe/IbHbIMM aKTaMKU U HOPMATUBAMM.

MK 2.2. Bectn paboTy B cMCTEMAX 3/IEKTPOHHOTO AOKYMEHTOOOOpOTA.

MK 2.3. Pa3pabaTbiBaTb 1 BECTU KAacCUPUKATOPbI, Tabenun n Apyrme cnpaBoYHUKK NO AOKYMEHTaM
opraHusaumu.

MK 2.4. ObecneunBaTb NpMemM M paLMOHaIbHOE pPasMelLeHne 4OKYMEHTOB B apxuBe (B TOM Yncne
[OKYMEHTOB MO /IMYHOMY COCTaBY).

MK 2.5. ObecneunBaTb y4ET U COXPAHHOCTb AOKYMEHTOB B apXu1Be.

MK 2.6. OpraHM30BbIBaTb WUCMO/b30BaHUE aPXUBHbIX AOKYMEHTOB B Hay4YHbIX, CAPABOYHbLIX U
NPaKTUYECKUX LLeNsX.

MK 2.7. OcywecTBnaTb OpraHM3aLMOHHO-METOAMYECKOe PYKOBOACTBO M KOHTPOJ/Ib 3a paboToi
apXxuBa opraHM3aLmMm 1 3a OpraHusaumelt AOKYMEHTOB B A€/10NPOM3BOACTBE.

5.2.3. BbinosnHeHe paboT MO OAHOM MAM HECKOAbKMM npodeccnam paboumx, AONKHOCTAM
CNYKaLLMX.

5.3. Cneumanuct nNo AOKYMeHTaUMOHHOMY obecrneyeHuto ynpasaeHun, apxusucT (yraybneHHow
NoAroToBKM) A0/MKeH 061aaaTb 06LWMMM KOMMNETEHLUMAMM, BKAKOYAOLWMMM B cebs CNocobHOCTb:

OK 1. MoHUMaTb CYLWHOCTb U COLMaNbHYO 3HAYMMOCTb CBOel Byayuiein npodeccun, NPoaBAATL K
Hel yCTOMUYNBbIN MHTEpPEC.

OK 2. Opl’aHM3OBbIBaTb CO6CTB€HHyIO AeATeNbHOCTb, oOnpeaenATb MEeTodbl WU cnocobbl
BbINO/IHEHUA I'IpOCI)eCCMOHa!'IbeIX 3a4a4, oueHnBaTb UX 3d)d)eKTMBHOCTb N KavyecTBo.

OK 3. PewaTb npobaembl, OLEeHUBATb PUCKM U NPUHUMATb PELIEHNA B HECTAaHAAPTHbIX CUTYaLLUAX.

OK 4. Ocyw,ecTBnATb NOWUCK, aHaNU3 M OUEHKY MHbOPMaUUK, HeobXoAMMOW ANA MNOCTaHOBKU U



peweHnAa I'IpOd)eCCVIOHaﬂbeIX 3a4a\, I'IpOd)eCCVIOHaﬂbHOI'O N TNYHOCTHOIO pa3BUTUA.

OK 5. Ucnonb3oBaTtb NHGOPMALNOHHO-KOMMYHMKALMOHHbIE TEXHONOMMKU ans
COBepLUEeHCTBOBaHMA NPodecCMOoHaIbHON AeATeNbHOCTHU.

OK 6. PaboTaTtb B KO/I/IEKTUBE M KOMaHAe, obecrneynBaTb ee crsioyeHue, 3ppeKTUBHO 0bLaThCA C
KoN/ieramm, pyKkoBoAcTBOM, NOTpebutenamu.

OK 7. Crasutb uenu, MOTUBUNPOBATb AeATE/NIbHOCTb NOAYUHEHHbLIX, OPraHM30BbiBaTb WU
KOHTPO/IMPOBATb UX pa60Ty C NPUHATUEM Ha cebs OTBETCTBEHHOCTM 33 pe3ynbTaT BbINO/IHEHUA 3a,u,aHm71.

OK 8. CamocTosTesNbHO OMpeaenaTb 3agauyvM Npo¢peccMOoHaNbHOTO M JIMYHOCTHOTO PasBUTUSA,
3aHMMaTbCA camoobpa3oBaHMeM, 0CO3HAHHO MNAAaHMPOBaTb MOBbILEHWE KBaANdUKaLMN.

OK 9. BbITb rOTOBbIM K CMEHE TEXHOOTUI B NPOdECCUOHANbHON AEATENBHOCTH.

5.4. CneumnanucT nNo AOKYMEeHTaUMOHHOMY obecrneyeHuio ynpasaeHus, apxmsucT (yrnybneHHol
noAroToBKWU) AonxeH obnagaTb NpodeccMoHanbHbIMWU KOMMETEHUUAMMN, COOTBETCTBYIOWMMU BUOAM
DeATeNbHOCTH.

5.4.1. OpraHusauma [AOKYMEHTaUMOHHOro obecneyeHns ynpasieHWa U OYHKUMOHUPOBAHMA
opraHusaumu.

MK 1.1. KoopauHupoBaTb paboTy opraHusaumMm (NpUMemHoMn pyKoBoAWUTeNs), BECTU MNpUEM
nocetuTenen.

MK 1.2. Ocywectaatb paboTy MO NOArOTOBKE W MPOBEAEHUIO COBELLAHMN, AE/I0BbIX BCTPe,
NPUeMoB 1 Npe3eHTaunii.

MK 1.3. OcywecTtBnATb MNOArOTOBKY Ae/I0BbIX NOE340K PyKoBOAUTENA W APYIrUX COTPYAHWKOB
opraHusauum.

MK 1.4. OpraH13oBbIBaTb paboyee MeCTo CEKpeTapa U PyKoBOAUTENS.

MK 1.5. OdopmnaTb M pPerncTpmpoBaTb OPraHM3aLMOHHO-PACNOPAAUTENbHbIE [AOKYMEHTbI,
KOHTPO/IMPOBaTb CPOKM UX UCTIONHEHMUA.

MK 1.6. O6bpabaTbiBaTb BXOAALLME M UCXOAALLME AOKYMEHTbI, CUCTEMATU3MPOBATL UX, COCTaBAATb
HOMEeHKANaTypy Aen u GopmMMpoBaTb LOKYMEHTbI B Aena.

MK 1.7. CamoctostenbHo pabotaTtb € [AOKYMEHTamMM, COAEPXKAWMMU KOHPUAEHLMANbHYIO
MHPOpMaLMIO, B TOM YMUC/E C AOKYMEHTAaMM NO IMYHOMY COCTaBY.

MK 1.8. OcywecTtBaatb TenedoHHoe 06CayKMBaHWE, NPUHUMATb M NepeaaBaTb GpaKcbl.
MK 1.9. OcywiecTBnATb NOArOTOBKY AN K NepeAaye Ha apXMBHOE XpaHeHue.

MK 1.10. CoctaBnAaTb oOnNUMCU Aen, OCYLWeCTBAATb MNOArOTOBKY JAen K nepejavye B apxuB
OpraHM3aLnu, rocyaapCcTBEHHbIE U MYHULMMNA/IbHbIE apPXMBDI.

MK 1.11. BolgaBaTtb B COOTBETCTBMM C MOCTYNAOLWMMM 3aNPOCAMMN aPXMBHbIE KOMUU U AOKYMEHTbI.

5.4.2. OpraHu3auus apxMBHOM M CMNPaBOYHO-UHPOPMAUMOHHON paboTbl MO AOKYMEHTam
opraHusaumu.

MK 2.1. YyactBoBaTb B paboTe NO 3KcnepTM3e LEHHOCTU [AOKYMEHTOB B COOTBETCTBUM C
OEeNCTBYIOLMMM 3aKOHOAATENbHBIMMW aKTaMM U HOPMaTUBAMM.



MK 2.2. Bectn paboTy B cucTeEMax 3/1eKTPOHHOIO AOKYMeHToobopoTa.

MK 2.3. Pa3pabaTtbiBaTb M BECTU KaaccUpUKaTOpbl, Tabenun n nHble CIPaBOYHUKM NO AOKYMEHTaM
OpraHu3aunu.

MK 2.4. ObecneunsaTb NpUemM U pPaLlMOHaIbHOE pa3MeLleHne JOKYMEHTOB B apxMBe (B TOM Yucne
OOKYMEHTOB MO JIMYHOMY COCTaBy).

MK 2.5. ObecneunBaTb y4ET N COXPAHHOCTb AOKYMEHTOB B apXM1Be.

MK 2.6. OpraHn3oBbiBaTb MCMNOAb30BaHWE APXUBHbLIX AOKYMEHTOB B Hay4HbIX, CMPaBOYHbIX U
NPaKTUYECKUX LENsx.

MK 2.7. OcywecTBnaTb OpraHM3auNMOHHO-METOAMYECKOE PYKOBOACTBO M KOHTPOAb 3a paboTom
apXMBa OpraHM3aunmn 1 3a OpraHM3aunen JOKYMEHTOB B Ae/10NPON3BOACTBE.

5.4.3. OcyuwectBieHMe AOKYMEHTALUMOHHOro obecneyeHWs ynpasBaeHUss U apXWMBHOIO Aena ¢
MCMNO/Ib30BaHNEM NPOrPaMMHbIX CPeACTB yYeTa, XpaHeHUs, 06paboTKM M NOMCKA AOKYMEHTOB.

MK 3.1. Ocywectsnatb MHPOPMaLMOHHYIO paboTy No AOKYMEHTaM, B TOM u4ucne cC
NCNO/Ib30BaHMEM OPITEXHUKM, MPOrPAaMMHbIX CPEACTB y4eTa, XPaHEHUA 1 NMOUCKA AOKYMEHTOB U ApYrunx
Cneumann3npoBaHHbIX 6a3 AaHHbIX.

MK 3.2. NMpuHUMaTb Mepbl NO YNOPALOYEHNIO COCTaBa AOKYMEHTOB U MHOOPMALMOHHbIX NOTOKOB,
COKPALLLEHMIO UX KOJIMYECTBA U ONTUMU3ALMM SOKYMEHTOMNOTOKOB OpraHn3aLmu.

MK 3.3. Bectn paboTy MO CO34aHMIO CAPABOYHOro annapata Mo AOKYMEHTam C Lesblo
obecneyeHuns yaobHoro n 6b6ICTPOro Mx NoucKa.

MK 3.4. MoagrotaBanBaTb AaHHble, HEOOXOANMbIE AN COCTAaBEHMA CNPABOK HAa OCHOBE CBEAEHUN,
UMEILMXCA B AOKYMEHTAxX apXu1Ba.

MK 3.5. MpuMHMMaTb y4acTMe B pa3paboTKe /IOKaNbHbIX HOPMATUBHbIX aKTOB OpraHWsauuuM no
BOMPOCaM AOKYMEHTALMOHHOro obecrneyeHmns ynpasaeHns 1 apXmMBHOro aena.

MK 3.6. MpuHMMATL y4yacTMe B paboTe nNo noadopy WM pPaACCTAaHOBKE KagpoB CAyXKObl
AOKYMEHTAaUMOHHOIo obecneyeHuns ynpasaeHnAa N apxmea opraHnsauunn.

5.4.4. BbinosHeHWe paboT Mo OAHOM WAM HECKOoJbKMM npodeccnam paboumx, AOMKHOCTAM
CAyXaLWmx.

VI. TPEBOBAHWA K CTPYKTYPE NMPOITPAMMBbI NOATOTOBKU
CNEUMANNCTOB CPEAHEIO 3BEHA

6.1. MMNCC3 npeaycmaTpmuBaeT U3ydeHUe cneaytolmx y4yebHbIX LUKIO0B:
061LLero rymaHUTapHOro M COLMaNbHO-3KOHOMMYECKOTO;
MaTemaTMyecKoro 1 obLuLero ecteCTBEHHOHay4YHOro;
npodeccnoHanbHoro;

W pa3genos:
y4yebHasa NpaKTuKa;

NpPoM3BOACTBEHHAA NpaKTUKa (Mo Npoduato cneunanbHoCTK);



Npoun3BOACTBEHHAA NPaKTUKa (NpeaamMnaomHas);
NPOMEeXKYTOUYHasA aTTecTaums;
rocyAapCcTBeHHas UTOrosas aTrectauus.

6.2. O6s3atenbHan Yactb MNMNCC3 no yyebHbIM UMKAaM A0MXKHA COCTaBAATb 0KON0 70 NpoOLEHTOB
oT obLero o6bema BpemMeHK, OTBEAEHHOIO Ha UX 0cBoeHue. BapmaTmeHan Yactb (okono 30 NpoueHToB)
OAaeT BO3MOMHOCTb pacwmpeHns n (unu) yrnybneHua noproToBKM, onpenensieMon coaeprkaHuem
06A3aTeNbHON YaCTU, NOJIYYEHUSA AOMNOJNHUTE/IbHbIX KOMMNETEHUUI, YMEHUN N 3HAHUIA, HEOBXOAUMBIX
ans obecneyeHns KOHKYPEHTOCNOCOOHOCTU BbINMYCKHMKA B COOTBETCTBMU C 3aMpOCaMM PErMoHaNbHOro
pblHKA TPyAa WU BO3MOXKHOCTAMMU NPOAO/IKEHUA 06pasoBaHUA. OUCUUNAWHBI, MEXAUCUMNANHAPHbIE
Kypcbl M npodeccuoHanbHble MOAY/M BapuMaTMBHOM 4acTM onpegenatoTca obpasoBaTesibHOM
opraHusauuei.

O6bWwmMin  rymaHUTapHbIK U COUMANIbHO-SKOHOMUYECKUM,  MaTeMaTUYyeckuin n  obmi
€CTeCTBEHHOHaY4YHbIN y4ebHble UMKAbl COCTOAT U3 AUCLUMUMJINH.

MpodeccnmoHanbHbihi  y4ebHbIA LMKA  cOCTOUT K3  0bLenpodeccoHaNbHbIX AUCUUIANH WU
npodeccroHanbHbIX MOAyNEN B COOTBETCTBMM C BUAAMM AeAaTeNbHOCTU. B cocTaB npodeccMoHanbHoro
MOZYNSA BXOAWUT OAUH UM HECKONbKO MEXKAMCLMMAMHAPHBIX KypcoB. Mpu 0CBOEHUM 0b6y4atowmMmmncs
npodeccroHanbHbIX Moaynein npoBogATca yuebHas 1 (Mamn) NpPom3BOACTBEHHAN NPaKTUKa (Mo npodunto
cneunanbHOCTH).

6.3. Ob6a3aTesibHaA YacCTb O6LLErO N'YMaHUTAPHONO U COLMANbHO-IKOHOMMYECKOTO Yy4ebHOro UMKaa
MMNCC3 6a30BOi NOArOTOBKM [AOJIKHA NpeAycMaTpuBaTb M3yYeHWe caeaylowmx 06s3aTenbHbIX
ancumnamH:  "OcHoBbl  dunocopumn”, "WUctopuma", "MHocTpaHHbIM A3bIK", "duUsnuyeckaa Kyabtypa';
yrnybneHHoi noarotoBku - "OcHoBbl punocodpun”, "Uctopusa”, "Mcnxonorna obuweHuns", "MHoCTpaHHbIN
A3bIK", "®Pr3nyeckasn KyabTypa'.

Obs3atenbHaa 4yacTb npodeccMoHanbHoro y4yebHoro wumkna [MMNCC3 Kak 6as3oBoi, Tak M
yrnyb6neHHOM NoAroTOBKM  OO/KHA NpeaycmMaTpuBaTb  M3yYeHWe AUcumMnianHbl  "BesonacHocTb
Ku3HegeATenbHOCTN". O6beM YacoB Ha AUCUMNAMHY "Be3onacHOCTb KM3HeaeATeNbHOCTU" cocTaBaseT
68 4acoB, M3 HWUX Ha OCBOEHWE OCHOB BOEHHOM Cybbl - 48 Yacos.

6.4. ObpasoBaTenbHOM opraHu3aumnen npu onpeaeneHmun cTpyktypbl MMNCC3 1 TpyaoemKocTn ee
OCBOEHMA MOXKET MPUMEHATLCA CUCTEMA 3a4YETHbIX €AMHML, NPU 3TOM OAHA 3a4eTHad eauHMua
cooTBeTCTBYyeT 36 aKaAeMUYECKMM Yacam.



CTpyKTypa nporpammbl NOArOTOBKW CNeLManncTos cpeaHero 3seHa
6a30B0O NOATrOTOBKM

MHaeKc HanmeHoBaHMe y4ebHbIX LUMKIOB, pa3aesnos, Bcero B Tom uncne MHAEKC U HanmeHoBaHue Koapl
mopaynem, TpeboBaHMA K 3HAHUAM, YMEHUAM, | MaKCMMabHOM Yyacos OVNCLUMUIMJIVH, dbopmmpyembix
NPaKTUYeCKOMY OMbITy y4ebHol 06A3aTeNIbHbIX MEXONCLMMNINHAPHDbIX KOMneTeHuuih
Harpysku Yy4Y€ebHbIX Kypcos (MK)
obyuyatowerocs 3aHATUM
(yac./Hen,)
O6s3aTenbHan yacTb y4ebHbIx umknos NMNCC3 2376 1584
orca.oo O6LWMN 'yMaHUTaPHbIN U cOUMaNbHO- 522 348
3KOHOMMYECKMI y4ebHbIN LMKA
B pe3synbTaTte M3yyeHUs 0b6a3aTenbHOM YacTm 48 Orca.01. OcHosbl OK1-9

Yy4e6HOro UMKAa 06YYalOLWMIACA OOMKEH:
YMETb:

OpUMeHTMpPOBaTbCA B Hanbonee o6LLMX
durnocodpcknx npobaemax 66ITUA, NO3HAHUS,
LeHHoCTel, cBo60Abl M CMbICAA KU3HU KaK
OCHOBax GOPMUPOBAHUA KYNbTYpPbI
rpaxkgaHvHa v 6yayuiero cneymanuncTa;
3HaTb:

OCHOBHbIE KaTeropumn 1 NoHATUA dpunocoduu;
ponb $unocodum B KU3HM YeNoBeKa U
obulecTBa;

0CHOBbI $MNO0CODCKOro yyeHma o bbITnu;
CYLLHOCTb NpoLLecca No3HaHUS;

OCHOBbI Hay4HOM, dPnUNocopCcKoM U
PEeNTMO3HOM KapTUH MUPa3;

06 ycnoBuAX GOpMUPOBAHNA IMYHOCTY,

dnnocodpum

Tabnnua 3



cB0b60AE M OTBETCTBEHHOCTM 33 COXPaHEeHMe
}KU3HU, KY/IbTYPbl, OKPY*KalOLLLEN cpeabl;
0 COUMaNbHbIX M 3TUYECKMX Npobiemax,
CBA3aHHbIX C Pa3BUTUEM M UCNOJIb30BAHMEM
OOCTUXKEHUI HayKK, TEXHUKU U TEXHONOTUA.

YMETb:
OPUEHTUPOBATLCA B COBPEMEHHOM

3KOHOMWYECKOM, NOJIMTUHECKOMN N KYNbTYPHOM

cuTyauum B Poccumn n mmpe;

BbISIB/IATb B3aMMOCBA3b OTEYECTBEHHDbIX,
PervoHasbHbIX, MMPOBbIX COLNANLHO-
3KOHOMWYECKMX, NONUTUYECKUX U KYNbTYPHbIX
npobnem;

3HaThb:

OCHOBHbI€ HanpaB/IeHUA PA3BUTUA K/THOUYEBbIX
pernoHoB mMmnpa Ha pybexe Bekos (XX n XXI
BB.);

CYLLHOCTb M NPUYMHbI NOKANbHbIX,
PEernoHasibHbIX, MEXKroCyAapCTBEHHbIX
KOH)NMKTOB B KOHUe XX - Havane XXI BB.;
OCHOBHbI€e npouecchl (MHTErpaLMOHHbIE,
NOJIMKY/IbTYPHbIE, MUTPALMOHHbIE U NHbIE)
NOJIMTUYECKOrO U SKOHOMMUYECKOTO Pa3BUTUSA
Be4yLUMX rocy4apcTB U PETMOHOB MUPa;
Ha3HayeHue OpraHusaumm ObbegUHEHHbIX
Hauuii (OOH), OpraHmnsauum
CeBepoaTtnaHTU4yeckoro gorosopa (HATO),
Esponeiickoro Cotosa (EC) n apyrux
OpraHn3aLMin N OCHOBHbIE HAaNPaB/EHUA UX
OeATeNnbHOCTY;

0 PO/IN HaYKN, KyAbTypbl U PEAUTUN B
COXPaHEHUWN U YKPENIEHUM HAaUUOHANbHbIX U
rocyaapcTBeHHbIX TPaAULNN;

48

0Orca.02. Uctopuma

OK1-9




coaeprXaHue n HasHadyeHune BaXKHENLWmnX
NpPaBOBbIX N 3aKOHOAATE/IbHbIX aKTOB
MMNPOBOIo N permoHasibHOro 3Ha4eHuA;

YMETb:

06wWaTbcs (YCTHO M MUCbMEHHO) Ha
MHOCTPaHHOM A3blKe Ha NpodeccuoHanbHble U
NnoBCeAHEBHbIE TEMbI;

nepesoauTb (CO cnoBapem) MHOCTPaHHbIe
TEKCTbl NpodeccuoHaNbHOM HanpPaB/eHHOCTH;
CaMOCTOATE/IbHO COBEPLUEHCTBOBATb YCTHYIO U
NMUCbMEHHYI0 Peyb, NOMOJIHATbL C/IOBaPHbI
3anac;

3HaThb:

nekcuyeckuit (1200 - 1400 nekcuyeckux
eaMHNL) U TPaMMaATUYECKUIA MUHUMYM,
HeobxoaMMbIN Ans YTeHUA 1 NepeBoaa (co
C/10Bapem) MHOCTPAHHbIX TEKCTOB
npodeccnoHanbHON HanpaBAEHHOCTH;

126

OrC3.03. MHoCTpaHHbIN
A3bIK

OK1-9

YMETb:

MCNoNb30BaTb GU3KYNbTYPHO-
034,0POBUTE/NbHYIO AEATENIbHOCTb A/A
YKpenaeHus 340p0BbsA, AOCTUNKEHNS
YKU3HEHHbIX U NPodeCccMoHanbHbIX Lenew;
3HaTb:

0 ponu GU3NYECKOM KyAbTypbl B
06LLEeKYNbTYPHOM, MPOdECCMOHANBHOM U
COUMANbHOM Pa3BUTMM YE/IOBEKA;
OCHOBbI 34,0P0OBOI0 06Pa3a KU3HM.

252

126

Orca.04. ®mnsunyeckas
Ky/bTypa

OK2,3

EH.00

MaTtemaTuyeckuii u obwmm
€CTEeCTBEHHOHAYYHbIN y4ebHbIN LMKA

198

132




B pe3ynbTaTte UsydeHUs obasaTeNbHOM YacTu
y4yebHoro uuKkaa oby4yatoWmmncs ONKeH:
yMeTb:

pelwaTb 33241 Ha OTbICKaHWe NPOU3BOAHOMN
CNOMHOM GYHKLMM, MPOM3BOAHbIX BTOPOro U
BbICLLMX NOPAAKOB;

NPUMEHATb OCHOBHbIE MEeTOApb!
WHTErpmpoBaHMA NpU pelleHnn 3aaay;
NPUMEHATb MeToAbl MaTeMaTUUYECKOro
aHanuM3a npu pelleHnmn 3aaay NpMKIagHoro
XapakTepa, B TOM yuncae npodpeccMoHaibHOM
HanpaB/iIEHHOCTH;

3HaTb:

OCHOBHbIE NMOHATUA U MeToAbl
MaTeMaTMYeCcKoro aHanu3a;

OCHOBHbIE YNC/IEHHbIE METOAbI peLleHnn
NPUKNagHbIX 3a4a4;

EH.01. MaTemaTtuKa

OK1-6,9

YMETb:
paboTaTb C COBPEMEHHbIMW ONepPaLMOHHbIMMU
CUCTEMAMMU, TEKCTOBbIMM PeflaKToOpamMu,
TabNMYHBIMM NPOLECCOPAMU, CUCTEMAMM
ynpasneHua 6asamu faHHbIX, Tporpammamm
NoAroTOBKM Npe3eHTaunit, MHGopMaLMOHHO-
MOMCKOBbLIMUW CUCTEMAMM U NMOJIb30BATHLCA
BO3MOHOCTAMMN MHPOPMALIMOHHO-
TeNIeKOMMYHUKaUNOHHOM ceTn "UHTepHeT"
(manee - ceTb NHTepHET);

npodeccnoHasbHO OCyLLECTBAATb Habop
TEKCTOB Ha MepPCOHa/IbHOM KOMMbIOTEPE;
3HaTb:

TEXHUYECKME CpencTBa U NPOrpaMmHoe
obecneyeHne NepcoHanbHbIX KOMMNbIOTEPOB;
TEOopeTUYEeCcKMe OCHOBbI COBPEMEHHbIX

EH.02. UHPopmaTHKa

OK4,5,9




MHPOPMALMOHHbBIX TEXHOOTMI 06LLLEero u
CNeunann3mMpoBaHHOIO Ha3HaYeHus;
PYCCKYIO M TaTUHCKYIO KNaBuaTypy
NepcoHaNbHOro KOMMbIOTEPa;

npasuaa opopmaeHUA AOKYMEHTOB Ha
NepcoHaNbHOM KOMMNbIOTEPE;

YMETb:

OPUEHTUPOBATLCA B Hanbosee obLMX
npobiemax 3K0JIormu u
NpUPOAONO/b30BaHUS;

3HaTb:

0cobeHHOCTM B3aumoaencTemsa obliectsa u
npupoapl;

npupoaopecypcHbii NnoTeHumnan Poccnu;
NPUHLUMNBI U METOAbl PaLMOHANbHOTO
NpPUPOAONONb30BaHNS;

npaBoBble M CoLMabHble BONPOChI
NpPMPOAONO/b30BaHUA.

EH.03. 3konornyeckume
OCHOBbI
NpUpoaono0b30BaHMA

OK3,6,7,9

.00

MpodeccnoHanbHbIN y4ebHbIN LIUKA

1656

1104

or.oo

O6uwenpodeccmoHanbHble AUCLMNANHDI

918

612

B pe3synbraTte nsyyeHus obssaTesIbHOM YacTu
npodeccnoHanbHOro y4ebHoro LmKaa
obyyatowmiica LOMKEH:

yMeTb:

OPVEHTUPOBATLCA B BOMPOCAX SKOHOMUYECKOM
TEOPWMU B COBPEMEHHbIX YCNOBUAX;

3HaTb:

3aKOHOMEPHOCTU GYHKLMOHUPOBaHUA
PbIHOYHbIX MEXaHW3MOB Ha MUKPO- U
MaKpOYPOBHSX U METOAbl FOCY4aPCTBEHHOTO

Or.01. 3koHomun4yeckKasn
Teopwus

OK1-7
MK11-13




peryaMpoBaHus;
obLMe NONOKEHNA SIKOHOMMYECKON TEOPUHY;

YMETb:

pPaccYMTbIBATb NO NPUHATON METOA010TUN
OCHOBHbIe TEXHWKO-3KOHOMMYECKUE
nokasaTenu AeaTelbHOCTM OpraHusaLmm;
3HaTb:

OCHOBHbIE MUKPO- U1 MaKPO3KOHOMUYECKME
KaTeropum n nokasartesn, MeToabl X pacyeTa;

Orl1.02. SKoHOMMKa
opraHusaumm

OK1-7
MK1.1-1.3

yMeTb:

yNpaBAATb KOHGAMKTaMM U CTpeccamu B
npouecce NpodeccMoHanbHOM AeATENbHOCTH;
3HaTb:

XapaKTepHble YepTbl COBPEMEHHOTO
MeHeXMEHTA; LUK MEHEAKMEHTA;

NpoLLecc NPUHATUA U peannsaumu
yNpaBAeHYeCcKUX peLleHunin, MHpopmaLmoHHoe
obecrneyeHne MeHEOKMEHTa;

0On.03. MeHeaXMeHT

OK1-9
MK1.1,1.2,1.4-
1.8,2.4,25

YMETb:

NPUMEHATb KaapOoBYIO NOIMTUKY Ha
rocyAapCTBEHHOM U MyHULMNANbHOM CNy:Kbe;
3HaTb:

CUCTEMY FOCYZaPCTBEHHbIX YUPEKAEHNN U
OpraHoOB MECTHOIO CaMOYyMNpPaBAeHUS;
obwue npmuHUMnbI M TpeboBaHMA K
NPOXOXKAEHWNIO TOCYAAPCTBEHHOM U
MYHULMNANbHON CNyKObl;
OpraHM3aLMOoHHO-NPaBoBble popmbl
rocyf,apCTBEHHOro annapara yrnpaB/ieHus;

OM.04. l'ocypapcTBeHHas u
MYHUUMNANbHan cnyxba

OK1-8
MK1.1-1.8

YMEeTb:

OnN.05. NHOCTpaHHbINM A3bIK

OK1-7




paboTaTb C NpodeccUoHaNbHbIMU TEKCTaMM Ha
MHOCTPaHHOM A3blKe;

COCTaBAATb U 0HOPMAATL OPraHN3aLMOHHO-
pacnopaaMTenbHY0 AOKYMEHTALMIO Ha
MHOCTPaHHOM A3bIKe;

BECTU NeperoBopbl Ha MHOCTPAHHOM A3bIKe;
3HaThb:

NpPaKTUYECKYIo rPaMmMaTUKy, Heobxoaumyto
Ana npodeccmoHanbHOro obLeHns Ha
MHOCTPAHHOM A3blKe,

0CObBEeHHOCTU NepeBoaa CAy>KebHbIX
JOKYMEHTOB C MHOCTPAHHOTO A3blKa;

(npodeccroHanbHbIiM)

MK1.1-1.3

YMeTb:
NPMMEHATb B NPOodeCcCMOHaNbHON
OeATeNbHOCTN NPMeMbl AeN0BOro obLeHus;
3HaTb:

OCHOBHble NpasBuaa NPodeccnoHabHON STUKK
W NpUeMbl 4eN0BOro 06LEHMA B KONIEKTUBE;
0co06eHHOCTM NPodeCcCUOHANBHOMN ITUKM U
NCUXONOTUN AEN0BOro OBOLLEHMA CAYMKALLMX
rocy4apCTBEHHbIX U MHbIX OPraHM3auNOHHO-
npaBoBbIX GOPM yuperKaAEeHNN N OpraHM3aLnii;

OnN.06. MNpodeccmoHanbHas
3TUKA U NCMX0N0ruA
AenoBoro obweHunn

OK1-8
MK1.2-1.6,1.8

YyMEeTb:

co3gaBaTb 61aronpPUATHbIN NCUXONOTUYECKUN
KAMMaT B KONNIEKTUBE;

3bbEKTUBHO YyNPaBAATb TPYA0BbLIMK
pecypcamu;

3HaTb:

coAepKaHune Kagpoeoro, MHGOPMaLMOHHOTO,
TEXHMYECKOro M NpaBoBoro obecneyeHus
cUCTeMbl yNpaBaeHWs NepcoHaNoM;
OPraHM3aLLMOHHYIO CTPYKTYPY CAYK6bl

OM.07. YnpasneHue
nepcoHanom

OK1-9
MNK1.7,26,2.7




yrpaB/ieHNa NepcoHanom;

obLme NpUHLMNbI YNPaBAeHUa NEPCOHANIOM;
NPUHLMMNbI OpraHM3auumn KaapoBoi paboTbl;
NCMX0I0rMYECKME aCNeKTbl yNpaBaeHus,
cnocobbl paspeLeHna KOHGANKTHbBIX
CUTyaLMI1 B KONIEKTUBE;

YMETb:

3alWMLLATb CBOM NpaBa B COOTBETCTBUM C
TPYA0BbIM 3aKOHOAATE/IbCTBOM;
MCMNo/1b30BaTb NPaBoOBYH MHPOPMALMIO B
npodeccrMoHanbHOWN AeATENbHOCTU;
3HaThb:

npasa 1 0683aHHOCTM CAYXKALUUX;
3aKoHoAaTe/IbHble aKTbl U HOPMaTUBHbIE
OOKYMEHTbI, peryaunpyolime
NpaBoOTHOWEHUA GU3UYECKUX U
IOPUAMNYECKMX NTNLL;

OCHOBHble 3aKOHOAAaTeNbHbIE aKTbl O
npasosom obecneyeHnm npodeccnoHanbHOM
OeATeNIbHOCTU CAYKallmX;

On.08. NMpasosoe
obecneyeHune
npodeccnoHanbHOM
AeATenbHOCTU

OK1-7
MK 1.1,1.2, 1.4,
1.5,1.7,1.8

YMETb:

OpPraHn30BbIBaTb M NPOBOAUTL MEPONPUATHUA
no 3awmTe paboTaroLmnX U HaceneHusa ot
HeraTMBHbIX BO34ENCTBMI Ype3BblYaMHbIX
CUTyaumm;

npeanpuHUMaTh NpoduiakTUYECKMe Mmepbl
AN CHUXKEHUA YPOBHSA ONacHOCTeN
pa3MYHOro BUAa 1 UX NOCAeACTBUMN B
npodeccnoHanbHON AeATENbLHOCTU U BbITY;
NCNoab30BaTb CpeAcTBa MHANBUAYAbHOMW U
KONNEKTUBHOM 3aLUUTbl OT OPYXHMA MacCOBOroO
nopakeHus;

68

ON.09. be3onacHoOCTb
*KU3HEeOeATeIbHOCTH

OK1-9
MK 1.1-1.10,
2.1-2.7




NPUMEHATb NepBUYHbIE CPEeACTBA
MOYKaPOTYLLEHUS;

OPUEHTUPOBATLCA B NepeyYHe BOEHHO-YYETHbIX
cnewumanbHOCTEN U CaMOCTOATENIbHO
onpeaensaTb cpeay HUX POACTBEHHbIE
NoJlyd4eHHOM cneLmanbHOCTy;

NPUMEHATb NPOPECCMOHAbHbIE 3HAHUA B
X0/.e UCMONHEHMA 06A3aHHOCTEN BOEHHOW
CNy*KObl Ha BOMHCKUX AOMKHOCTAX B
COOTBETCTBUM C MNOSIYYEHHOM
CNEeUNaNbHOCTbIO;

B/IafleTb cnocobamm 6eCKOHPNMKTHOIO
obueHns u camoperyasaunm B NnosceaHeBHOM
OeATeNIbHOCTU U SKCTPEeMAasIbHbIX YCI0BUAX
BOEHHOW CNyX6bl;

OKas3sblBaTb NepPBY NOMOLLb NOCTPaAABLLMM;
3HaTb:

NPUHLMNbI 06ecneyeHma yCTOMUYNBOCTH
06bEKTOB 3KOHOMMKM, NMPOTrHO3UPOBaHUSA
pa3BUTUA COBbITUIA U OLLEHKM NOCNeACTBUI
NPV TEXHOTEHHbIX YPE3BbIYaMHbIX CUTYAUMAX U
CTUXMIHbIX ABNIEHUAX, B TOM YMC/E B YCIOBUAX
NPOTUBOLAENCTBUNA TEPPOPUIMY KaK CEPbE3HOM
yrpo3e HauunoHanbHoM 6esonacHocTn Poccnu;
OCHOBHble BUAbl MOTEHLMA/IbHbIX ONACHOCTEM
M UX NocnencTena B NpodeccMoHaNbHOM
OeATENbHOCTU U ObITY, MPUHLMMNBI CHUXKEHUSA
BEPOATHOCTM UX pPeannsaLlmm;

OCHOBbI BOEHHOW CNyX0Obl 1 0BOPOHDI
rocyaapcrsa;

33/1@a4M M OCHOBHbIE MEPONPUATUA
rpa*kaaHCKom 060pOoHbI; cNocobbl 3aLmThbI
HaceNeHUs OT OPYHKMA MaCCOBOrO NOPAXKEHUSA;




Mepbl NoXapHoi 6e3onacHOCTM U Npasuaa
6e30nacHOro NoBeAeHMA NPU NoXKapax;
OpraHM3aLmio 1 NoOpPAAOK NPU3bIBA rpaxaaH
Ha BOEHHYIO CNy}KOy M NOCTYN/eHUs Ha Hee B
[06poBOSILHOM NOPALAKE;

OCHOBHble BUbl BOOPYKEHWUS, BOEHHOM
TEXHUKN U CNELMANbHOTO CHapAXKeHUs,
COCTOALLME HA BOOPYKEHMM (OCHALLEHMM)
BOMHCKMX NOApPasaeieHnin, B KOTOPbIX
MMEIOTCA BOEHHO-YYETHbIE CNeLmnanbHOCTy,
poacTBeHHble cneuunanbHoctam Cr0;
obnacTb NPUMEHEHMA NOYHaEMbIX
npodeccroHanbHbIX 3HaAHUI NPU UCNOTHEHUU
06A3aHHOCTEN BOEHHON CNyK6bI;

nopaAAoK 1 NpaBuia OKasaHMA NepBown
NMOMOLLM NOCTPAAABLUNM.

Nnm.oo MpodeccnoHanbHbie Moaynm 738 492
nm.o1 OpraHunsauma 4OKYMEHTALMOHHOro MAK.01.01. OK1-9
obecneyeHns ynpaBneHus u JOoKymeHTauuoHHOe MK1.1-1.10

bYHKLMOHNPOBaHNA OpraHn3auum

B pe3synbTaTte nsyyeHus npopeccMoHanbHoro
Moayna obyyatomMnca AONKEH:

MMETb MPAKTUYECKMIA OMbIT:

OpraHn3aumm JOKYMEHTaLMOHHOro
obecneyeHna ynpaBneHua u
bYHKLMOHNPOBaHWA OpraHn3aumm;

yMeTb:

NPUMEHATb HOPMATUBHbIE NPaABOBbIE aKTbl B
ynpaBieHYecKon AeATeNbHOCTY;
NOAroTaBAMBaTb NPOEKTbI YNPaBJAEHYECKUX
pelieHni;

0b6pabaTbiBaTb BXOAALLME U UCXOAALLME

obecneyeHne ynpaBneHus

M/AK.01.02. lNMpasosoe
peryamposaHue
ynpaB/ieHYecKom
OeATeNbHOCTH

MAK.01.03. OpraHmnsauyma
CeKpeTapcKoro
obcnyKMBaHun




AOKYMEHTbI, CUCTEMATU3NPOBATb UX,
COCTaBNATb HOMEHKNATYPY AN U
dopmmMpoBaTb LOKYMEHTLI B AEN3;

rOTOBWUTb M NPOBOANTL COBELLAHUA, e10Bble
BCTPEYM, MPMEMbI U NPE3EHTALNN;

3HaTb:

HOpPMaTMBHbIE NPaBOBbLIE aKTbl B 06/1aCTH
OpraHM3aLMm ynpaBieHYecKon AeaTeNbHOCTY;
OCHOBHbIE MPaBWUIa XPaHEHUSA U 3aLLMTbI
cnyxebHoi nHbopmaumu.

MM.02

OpraHu3auma apxXmMBHOMN U CNPaBOYHO-
MHPOPMALMOHHOMN PaboTbl MO AOKYMEHTAM
opraHmsaumm

B pesynbTate uUsyyeHUn npodpeccmoHaibHOro
MoAyna 0byyatoWmMnca LONIKEH:

MMETb NPAKTUYECKUIN OMbIT:

OpraHM3aLmn apXMBHOM M CNPABOYHO-
MHPOPMALMOHHOMN PaboTbl MO AOKYMEHTAM
opraHusaumu;

YMETb:

OPraHM30BbIBATL 4EATENbHOCTb apXMBa C
Yy4eTOM cTaTyca M Npodunsa opraHnsaLmu;
paboTaTb B cMCTEMAX 3/IEKTPOHHOIO
OOKYMeHToob60poTa;

MCNo/Ib30BaTb B 4eATE/IbHOCTN apXMBa
COBpPEMEHHbIE KOMNbIOTEPHbIE TEXHOI0TUK;
NPUMEHATb COBPEMEHHbIE METOAMKHN
KOHCepBaLMM 1 pecTaBpaLm apXmBHbIX
OOKYMEHTOB;

3HaTb:

CUCTEMY apXWBHOIO YNpaBaeHWA B
Poccuiickolt depepaLmm U opraHn3aumio
ApxmnsHoro ¢oHaa Poccuitckon ®epepaumm;

MAK.02.01. OpraHusauma u
HOPMaTUBHO-NPaBOBbIe
OCHOBbI apXMBHOTO Aena

MAK.02.02.
FocypapcTBEHHbIE,
MYHUUMNANbHbIE apXUBbI U
apXMBbl OpraHM3aumii

MAK.02.03. MeTtoauKka un
NpaKTMKa apxMBoBeAeHUA

MZAK.02.04. ObecneyeHune
COXPAHHOCTU JOKYMEHTOB

OK1-9
MnK21-2.7




cUCTeMy XpaHeHUs 1 06paboTKN LOKYMEHTOB.

MM.03

BbinosiHeHWe paboT no ogHoM nnun
HeCKOo/IbKMM npodeccnam paboumnx,
OO/MKHOCTAM CAyXKaLumx

BapwuaTtnsHas yactb y4ebHbix ymkaos MMNCC3
(onpeaensetca obpasoBaTesibHOM
opraHu3aumel caMocToATENbHO)

1026

684

Bcero yacoB 0b6y4YeHUs No y4ebHbIM LMKAaM
nnces

3402

2268

Y1.00

YyebHas npaKkTuka

6 Hea.

216

OK1-9
MK1.1-1.10,
2.1-2.7

Mnn.oo

Mpoun3soAcTBEHHAA NpaKTUKa (no npodunio
cneunanbHoOCTH)

MAn.00

MpounsBoacTBEHHAA NPaKTUKa
(npepaanniomHas)

4 Hepg,

MA.00

MpomerKyTouHas aTTectauma

3 Hea.

MMA.00

[ocypapcTBeHHaA UToroeas aTrectauma

6 Hea.

MMA.01

MoarotoBKa BbINYCKHOW KBaIMPUKALNOHHOM
paboTbl

4 Hepg,

MMA.02

3awmTa BbiNyCKHOM KBaMPUKALNMOHHOM
paboTbl

2 Hep.




Cpok nonyyenusa CMNO no MMCC3 6a30B0oi NOATOTOBKKU B 04HOM dopme 0byueHuna cocTasnneT 95 Hegenb, B TOM YMChe:

O6yuyeHune No y4ebHbIM LMKIam 63 Hea.
YyebHan npaKkTuKa
6 Hep.
MpownsBoacTBEHHAA NPaKTUKA (Mo Npoduato CNeunanbHOCTH)
MpownsBoacTBeHHasA NpPaKTUKa (NpeaauniomHasn) 4 Hegp,
MpomerKyTo4Has aTTectaumsa 3 Heg,
locymapcTBEHHAA UTOroBas aTrecTauma 6 Hepa.
KaHuKynbl 13 Hep.
UTtoro 95 Heg.
CTpyKTypa nporpammbl NOAFOTOBKWU CMELMANNCTOB CPeaHEro 3BeHa
yrnybneHHoM NoaroToBKM
MHAaeKc HanmeHoBaHMe y4yebHbIX LUMKIOB, pa3aesos, Bcero B Tom uncne MHAEKC U HaMMEeHOBaHMe Kogbl
mogaynen, TpeboBaHMA K 3HAHUAM, YMEHUAM, | MaKCUMabHOM Yyacos OVNCLMUNAVH, dbopmmpyemblix
NPaKTUYECKOMY ONbITY y4ebHol 0653aTeNIbHbIX MEKANCUMNANHAPHDBIX KOMNeTeHLU MM
Harpysku Yy4ebHbIX Kypcos (MAK)
obyyatowierocs 3aHATUI
(yac./Hepn,)
O6s3aTenbHan YacTb y4ebHbIx umknos MNMNCC3 3672 2448

Tabnuua 4

Tabnuua 5



0rcs.oo

O6LWMN ryMmaHUTapHbIN U cOLManbHO-
3KOHOMWYECKMI YYEBHBIN LMK

804

536

B pe3ynbTate nsyyeHus obasartenbHo Yactm
y4ebHOro uMkna oby4atrowminca 4o KeH:
yMeTb:

OPUEHTUPOBATLCA B Hanboee obLmnX
dunocodckux npobsiemax 6bITUA, NO3HAHUSA,
LeHHocTel, cBo60Abl U CMbIC/IA }KU3HU KaK
ocHoBax GOPMMUPOBAHUA KYIbTYpbI
rpakaaHvHa n byayuero cneunanmcTa;
3HaTb:

OCHOBHbI€ KaTeropmun n noHATUA punocoduu;
po/ib GUNOCODUM B KU3HM YENOBEKA U
obulecTBa;

0CHOBbI $MNO0CODCKOro yyeHmna o bbITu;
CYLLHOCTb NpoLecca NosHaHus;

OCHOBbI Hay4YHOW, punocodpckom n
PeNNrMo3HON KapTUH MUPa;

06 ycnoBuax GpopmMmnpoBaHUA TNYHOCTH,
cBoboge 1 OTBETCTBEHHOCTM 3a COXPaHeHMe
YKU3HU, KY/IbTYPbl, OKPYXKatoLel cpeapl;

O COLMAJbHbIX M 3TUYECKUX Npobaemax,
CBA3aHHbIX C Pa3BUTUEM U UCMOIb30BAHUEM
OOCTUMKEHUI HAyKU, TEXHUKU N TEXHOIOTUIA;

48

Orca.01. OcHosbl
¢dunocodun

OK1-9

YMETb:
OPUMEHTMPOBATLCA B COBPEMEHHOM

3KOHOMMYECKOW, MOJIMTUYECKON N KY/IbTYPHOM

cuTyaumm 8 Poccnm n mupe;

BbIABNATb B3aMMOCBA3b OTEUYECTBEHHbIX,
perMoHasnbHbIX, MMPOBbIX COLNANbHO-
3KOHOMMUYECKUX, NONUTUYECKUX U KYNbTYPHbIX
npobnem;

48

0rca.02. Uctopuma

OK1-9




3HaTb:

OCHOBHbI€ HanpaB/AeHUA Pa3BUTUA KNOYEBbIX
pernoHoB mmnpa Ha pybexke BekoB (XX u XXI
BB.);

CYLLHOCTb M NPUYMHbI JIOKAJIbHbIX,
PEernoHasibHbIX, MeXKrocyAapCTBEHHbIX
KOHPAMKTOB B KOHUE XX - Hauane XXI BB.;
OCHOBHble NpoLecchl (MHTerpaLyMoHHbIe,
NOJIMKYNbTYPHbIE, MUTPALMOHHbIE U NHbIE)
NOJIMTUYECKOTO M SKOHOMMUYECKOTO Pa3BUTHA
BeAyLIMX roCyaapcTB U PerMoHOB MMNPa;
Ha3HavyeHue OOH, HATO, EC u apyrmnx
OpraHn3aLLMin N OCHOBHbIE HANPaBAEHMA UX
LEeATeNbHOCTY;

O POAIN HaYKN, KyAbTYpbl U PEAUTUN B
COXPAHEHUWN U YKPENIEHUM HALUMOHANbHbIX U
rocyAapCTBEHHbIX TPAAUUNIA;

cofeprKaHne U HazHavyeHMe BaKHeNLWmnx
NPaBOBbIX N 3aKOHOAATE/IbHbIX AKTOB
MWPOBOTO U PETMOHANIBHOIO 3Ha4YeHUs;

yMeTb:

NPUMEHATb TEXHUKU U NpuemMbl 3pdeKTUBHOTO
ob6LweHns B NpodeccnoHabHOM
aeATenbHOCTY;

MCNO/b30BaTb NPUEMbl CaMOperyaaLmm
noBefeHna B NpoLecce MEXANYHOCTHOIO
obuweHus;

3HaTb:

B3aMMOCBA3b OOLLEHUNA U feATeNbHOCTY;
uenu, GyHKUUK, BUAbI M YPOBHU OOLLLEHUS;
PONN 1 poNeBble 0XUAAHWUA B 06LEeHUY;
BMAbI COLMANbHBIX B3aUMOAENCTBUI;
MeXaHW3Mbl B3aUMONOHWMaHUA B O6LLLEHNN;

48

Orca.03. Necmnxonorua
obuweHus

OK1-9
NK2.7,3.6




TEXHUKN U Npuembl obLeHns, npasuna
cnywaHus, BeaeHuns 6eceapl, ybexaeHus;
3TUYECKME NPUHLMMbI 0bLLEeHUS;
WUCTOYHMKMU, NPUUYNHBI, BUAbI U CNOCO6bI
paspeleHna KOHOAUKTOB;

YMeTb:

061WaTbcs (YCTHO M MUCbMEHHO) Ha
MHOCTPaHHOM fA3blKe Ha NPodeccUoHanbHbIe U
NnoBCeAHEBHbIE TEMbI;

nepesoauTb (CO cnoBapem) MHOCTPaHHbIe
TeKCTbl NpodeccMoHaNbHOM HanpPaB/eHHOCTH;
CaMOCTOATE/IbHO COBEPLUEHCTBOBATL YCTHYIO U
NMUCbMEHHYIO peyb, NOMOHATbL CIOBaPHbIM
3anac;

NMOHMMATb AMANOTNYECKYIO U
MOHONOTNYECKYIO peyb B chepe
npodeccnoHanbHON AeATENbHOCTY;

3HaThb:

neKkcmnyeckuit (3000 nekcHYecKMx egmHnL) U
rpammaTUyecKmMini MUHUMYM, HeoBXoAMMbIN
Ans yTeHns n nepesoaa (co cnosapem)
WMHOCTPaHHbIX TEKCTOB NPOdEeCcCMOHANBbHOM
HanpaB/iIEHHOCTY;

196

OrcC3.04. HocTpaHHbIN
A3bIK

OK1-9

YMETb:

MCNONb30BaTb GU3KYAbTYPHO-CNOPTUBHYIO
OeATeNbHOCTb A1A YKPenaeHusa 340p0BbA,
OOCTUNKEHMA HUSHEHHDbIX U
npodeccMoHanbHbIX Leneu;

3HaTb:

0 ponu GU3NYECKOM KyNbTypbl B
06LLEeKYNbTYPHOM, MPOdECCMOHANBHOM U
COUMANbHOM Pa3BUTMM YE/IOBEKa;

392

196

OrcC>.05. dusmnyeckas
Ky/ibTypa

OK2,3,6,9




OCHOBbI 340p0OBOTI0O o6pa3a HKU3HN.

EH.00

MaTtemaTtnyeckuii n obwmin
€CTeCTBEHHOHAaY4YHbIN y4eOHbIN LUK

390

260

B pe3ynbTaTte UsydeHus oba3aTeNbHOMN YacTu
y4yebHoro uuKkaa oby4yatoWmmncs OoNKeH:
yMeTb:

pewaTb 33341 Ha OTbICKaHWe NPOU3BOAHON
CNOMHOM GYHKLMM, MPOM3BOAHbIX BTOPOro M
BbICLLMX NOPAAKOB;

MCNONb30BaTb Pa3/INUHble MeToAbl
WHTErpmpoBaHMA NpU pelleHnn 3aaay;
MCNONb30BaTb METOAbl MaTeMaTUYECKoro
aHanM3a Npu pelleHnn 3a4a4 NPUKNaaHoro
XapakTepa, B TOM ymcae npodpeccuoHaibHOM
HanpaB/IeHHOCTY;

pelwaTtb CUCTEMbI YPaBHEHWIA C HECKOIbKMMM
nepemMeHHbIMU MaTPUYHbIM U APYrMMU
cnocobamu:

MCNosb30BaTb anrebpanyeckne MeToabl Npu
peLeHnM reoMeTpPUYECKNX 3a4aY;

3HaThb:

OCHOBHbIE MOHATUA U MeToAbl
MaTeMaTMYECKOro aHanns3a, IMHenHon
anrebpbl M aHaINMTUYECKON reomeTpuu;
OCHOBHbIE YMC/IEHHble MeToAbl peLleHnn
NPUKNaaHbIX 3a4ay;

CYLLHOCTb, BUAbI 1 cnocobbl pelleHns 3aaa4
aHa/INTUYECKON reOMEeTPMM Ha NIOCKOCTU U B
NPOCTPaHCTBE;

EH.01. MaTemaTuKa

OK1-6,9

YMETb:
paboTaTb C COBPEMEHHbIMM ONepaLoHHbIMM

EH.02. UHdopmaTUKa

OK4,5,9




CUCTEMAMM, TEKCTOBbIMM PeaKTOpPamMU,
TabNMYHBIMM NPOLECCOPAMM, CUCTEMAMM
ynpasneHua 6asamu faHHbIX, Tporpammamm
NoAroTOBKM Npe3eHTaumn, UHGOPMaLNOHHO-
NMOWMCKOBbIMM CUCTEMAMM M NOJIb30BATbCA
BO3MOHOCTAMM r106anbHOM ceTh UHTepHET;
3HaTb:

OCHOBHble MeToAbl U cpeacTsa cbopa,
06paboTKK, XpaHeHUs, Nnepeaaym 1
HaKonneHuna nHpopmaumm;

TeXHUYEeCcKMe cpencTBa U NporpaMmHoe
obecneyeHve NepcoHasibHbIX KOMMbIOTEPOB;
TEOPEeTUYECKME OCHOBbI COBPEMEHHbIX
MHGOPMALMOHHbBIX TEXHONOTUI obLLero un
Cneunann3MpoBaHHOIO Ha3HaYeHUs;

YMEeTb:
OpUeHTMpOBaTbCA B Hanbonee o6LLMX
npobaemax sKON0rMun n
NpPMPOAONOAb30BaHUS;

3HaTb:

0CcobEeHHOCTM B3anmoaencTena obLiecTsa u
npupoAbl;

NpPMpPOAOPECYPCHbIN NoTeHuman Poccunu;
NPUHLMMbI U METOAbI PaLMOHaIbHOrO
NPMPOAONO/b30BaHUS;

NpaBoBble U COLMa/bHbIe BOMPOChI
NPMPOAONONbL30BaHUS;

EH.03. 3konormnyeckue
OCHOBbI
NpPMPOAON0/b30BaHUA

OK3,6,7,9

YMETb:
MCNoab30BaTh TeXHoorMK cbopa,
pasmeLLEeHUSA, XpaHEHUA, HAKONEeHUA,
npeobpasoBaHMA U Nepegayn AaHHbIX B
npo¢eccrmoHaNbHO OPUEHTUPOBAHHbIX

EH.04. UHdopmaLMOHHbIe
CUCTEMDI B
npodeccnoHanbHOM
[eATeNbHOCTH

OK1-9
MK3.1-3.6




MHPOPMALMOHHbBIX CUCTEMAX;

obecneumBaTb 4OCTOBEPHOCTb MHPOPMALMUK B
npouecce aBTOMaTU3MpPOBaHHON 06paboTKK
OaHHbIX;

3HaTb:

KnaccuouKaumio MHGOPMALLMOHHbIX CUCTEM;
BMAbl TEXHOJIOTMYECKNX NpoL,eccoB 06paboTku
NMHOPMaLMN B UHPOPMALMOHHbBIX CUCTEMAX,
0COBEHHOCTM NX NPUMEHEHMS;

MeToabl U NpuemMbl obecneyeHus
nHbopmaunoHHOM 6esonacHoCTy.

.00

MpodeccnoHanbHbIN y4ebHbI LKA

2478

1652

orn.oo

O6uwenpodeccmoHanbHble AUCLMNANHDI

1180

786

B pe3synbraTte nsyyeHuns obssaTesibHOM 4acTu
Yy4e6HOro UMKAa 06y4alOLWMIACA SOMKEH:
YMETb:

OPUMEHTMPOBATLCA B BONPOCAX 3IKOHOMMUYECKOM
TEOPUWN B COBPEMEHHbIX YC/IOBUAX;

3HaTb:

3aKOHOMEPHOCTU PpYHKLMOHNPOBAHUA
PbIHOYHbIX MEXaHWU3MOB Ha MUKPO- U
MaKpOYPOBHSAX N METOAbI FOCYAapPCTBEHHOMO
peryaMpoBaHus;

obLMe NONOKEHNA SIKOHOMMYECKOM TEOPUU;

Orl.01. 9koHomun4yecKasn
TeopwuA

OK1-7
MK11-13

YMETb:

paccyMTbIBaThL MO MPUHATON METOA0N0TMUU
OCHOBHblEe TEXHUKO-3KOHOMMUYECKUE
noKasaTtenu AeaTeNbHOCTU OpraHMU3aumy;
3HaTb:

OCHOBHbIE MUKPO- 1 MaKPO3KOHOMMYECKUNE

ONn.02. 9KoHOMMKa
opraHuMsauum

OK1-7
MK11-13




KaTeropnn n nokasatenn, Metodbl NX pacyeTa;

YMETb:

ynpaBnaTb KOHGANKTAMM U CTPeccamin B
npouecce NpodpeccMoHaNbHON AEATENbHOCTH;
3HaTb:

XapaKTepHble YepTbl COBPEMEHHOTO
MEHeAKMEHTa;

LUMKN MEHEIMKMEHT3;

npouecc NPUHATUA U peanmsauum
YNpaB/IEHYECKMX peLlleHnii, MHPOpPMaLMOHHOEe
obecrneyeHne MeHeOKMEHTa;

OMn.03. MeHegXmeHT

OK1-9
MNK1.1,1.2,1.4-
1.8,

2.4,2.5

YMETb:

NPUMEHATb KaApOoBYIO MNOIUTUKY Ha
rocyAapCTBEHHOM M MYHULUMNA/IbHOM CyKbe;
3HaTb:

CUCTEMY FOCYAAPCTBEHHbIX YUPEKAEHUI U
OpraHoOB MECTHOIO CaMOYMNpPaB/IeHUS;
obwue npuHUMnbI M TpeboBaHMA K
NPOXOXAEHMUIO rOCYAaPCTBEHHON U
MYHULMNANbHON CNyKObl;
OpraHM3aLUMOHHO-MNPaBoOBbie GOPMbI
rocyapCcTBEHHOro annaparta yrnpaBieHus;

OM.04. TocypapcTBeHHaa u
MYHUUMNANbHan cnyxba

OK1-8
MK1.1-1.8

YMETb:

paboTaTb ¢ NpodeccMoHanbHbIMM TEKCTaMM Ha
MHOCTPAHHOM fI3bIKE;

COCTaBAATb U 0POPMAATL OPraHM3aLMOHHO-
pacnopsaaMTenbHY JOKYMEHTaLMIo Ha
MHOCTPAHHOM fI3bIKE;

BECTW NepPeroBopbl Ha MHOCTPAHHOM A3bIKE;
3HaTb:

NPaKTUYECKYIO IPaMMaTUKY, HeobXxoaumyto

OnN.05. NHOCTpaHHbINM A3bIK
(npodeccroHanbHbIiM)

OK1-7
MK11-13




Aana npod)eccv|0Haanoro O6LI.I,EHVIF| Ha
MHOCTPAHHOM A3bIKE;

0CcobeHHoCTU nepesoaa Cﬂy)'Ke6HbIX
AOKYMEHTOB C MHOCTPAaHHOTIO A3blKa;

YMETb:

NPUMEHATb B NpodeccMoHanbHOM
OEeATeNbHOCTU NPUEMbI 4,e/10BOr0 06LLEeHNS;
3HaTb:

OCHOBHble npaBuaa NPopeccMoHaNbHON ITUKK
W NpUembl 4eN0BOro OBLLEHNA B KONIEKTUBE;
0CcobeHHOCTN NPOdECCUOHA/IbHOM STUKNU U
MCUXONOTUN AEN0BOro OBLLEHMA CAYMKALLMX
rocy4apCTBEHHbIX U MHbIX OPraHM3auNOHHO-
NpPaBoBbIX POPM yUperK4eHUN N OpraHn3aunii;

OnN.06. MNpodeccmoHanbHas
3TUKa U NcnuxonoruAa
[enoBoro obueHnn

OK1-8
MK1.2-16,1.8

YMETb:

npodeccroHanbHO OCyLLEeCTBAATb Habop
TEKCTOB Ha NEePCOHAIbHOM KOMMbIOTEPE;
3HaTb:

PYCCKYIO M TATUHCKYIO KaBUaTypy
NepCcoHasibHOro KOMMbIOTEP3;

npasuna obopMmIEHNA AOKYMEHTOB Ha
NepcoHasibHOM KOMMbIOTEPE;

OM.07. KomnbloTepHasa
06paboTKa AOKYMeHTOB

OK2,4,5,9
MK11,13-1.9,
2.2,2.4,25

YMETb:

3alMLWaTb CBOM NpaBa B COOTBETCTBUM C
TPYAO0BbIM 3aKOHO4ATE/IbCTBOM;
MCMO/1b30BaTb NPABOBYIO MHPOPMALMIO B
npo¢deccoHaNnbHOM AeATENbHOCTH;
3HaTb:

npaBa 1 0683aHHOCTM CNyXKaLLMX;
3aKOHOAATe/IbHbIE aKTbl U UHblE
HOpPMaTMBHbIE NPABOBbLIE JOKYMEHTbI,

Or1.08. NpaBosoe
obecneyeHune
npodeccnoHanbHoM
AeATeNbHOCTH

OK1-7
MNK1.1,1.2,1.4,
15,1.7,18




peryavpytoLime npaBooTHOWEHUA GUIUYECKUX
W IOPUAMYECKUX UL

OCHOBHbIE 3aKOHOZaTe/NbHble aKTbl O
npaBoBom obecneyeHnmn NpoPpeccuoHaNbHOM
AeATeNIbHOCTU CAYXKaLLMX;

yMeTb:

0dOpPMNATL LOKYMEHTALMIO MO YNPABAEHUIO
KayeCcTBOM NpoayKunU;

3HaTb:

OCHOBHbIE MOJIOXKEHUA CUCTEM MEHEAKMEHTA
KayecTBa U TPebOBaHUA K HUM;
METOAMNYECKYIO U HOPMATUBHYIO
OOKYMEHTaLMIO MO yNpaBieHUIo Ka4ecTBOM

npoayKuMu;

OM1.09. YnpasneHue
KayecTBOM

OK1-9
MK2.1-2.3,
MK 3.1,3.2,3.5

yMeTb:

€034,aBaTb 6,1aroNPUATHLIN NCUXOIOTMYECKUI
KMMaT B KONJIEKTUBE;

3 PeKTUBHO yNpaBaaTb TPYLOBbIMU
pecypcamu;

3HaTb:

coaeprkaHne Kaaposoro, MHGOPMALMOHHOTO,
TEXHUYECKOro M NPaBoBOro obecneveHus
CUCTEMbI YNPaBAEHUA NEPCOHANOM;
OPraHM3aLMOHHYIO CTPYKTYPY CAYKObl
ynpasBneHna NepcoHanom;

obLuMe NPUHLUMMbI YNPaBAEHMA NEPCOHANIOM;
NPUHUMMNbI OPraHn3aL MM KaapoBon paboTol;
NMCUXONIOTUYECKME aCNeKTbl YNpPaBieHUs,
cnocobbl paspeLleHnn KOHPAMKTHBIX
CUTYaUM B KOJINEKTUBE;

OM.10. YnpasneHue
nepcoHanom

OK1-9
NK1.7, 2.6, 2.7,
3.6

YMETb:

OMN.11. OcHosbl

OK1-9




MCMNO/1Ib30BaTb METOAbI HAYYHOrO NMO3HAHWA B
nccneoBaTeNbCKON AenaTebHOCTH;

3HaTb:

0 NocneacTBUAX CBOeW NPodecCcUoHaNbHOM
AeATeNIbHOCTU C TOYKM 3peHns eanHCTBa
6uocdepbl n brocoumnanbHON Npupoabl
Ye/I0BEeKa;

OCHOBHbIE TEPMWHbI U ONpPeaeneHus,
ncnonbsyemble Npu GopMMpoBaHUM
[OKYMEHTOB B 06/1aCTW Hay4HO-
nccnef0BaTeIbCKON AeATeIbHOCTH;

ncecnenoBaTenbCKo 7
AeATENbHOCTU

MK2.1,2.6,3.2,
3.3,35

YMEeTb:
NpoBOAWTbL HEOBX0AMMbIE pacyeTbl No
Ha/sI0roBOMy, KpeamMTHOMY, BloasKeTHOMY
peryaMpoBaHMIo 3KOHOMMUYECKUX NPOLLECCOB;
3HaTb:

cnocobbl rocy4apcTBEHHOTO PEryanpoBaHna
3KOHOMMKM B NEPEXOAHbIN NEPUOL K PbIHKY;
AVNHAMMUKY COLMANbHO-3KOHOMMUYECKMX
NPOLECCOB, NPOUCXOAALLMX B CTPAHE, UX
CTaTUCTMYECKME 3aKOHOMEPHOCTH;
NPUHUMNBLI U GOPMBbI FOCYAapPCTBEHHOTO
perysMpoBaHnA 3KOHOMUWKMN B PbIHOYHbIX
yCA0BUAX;

OM.12. TocypapcTBeHHOEe
peryanmposaHnue 3KOHOMUKMU

OK1-9
MK3.5,3.6

YMETb:
06bACHATbL Pa3NUHble GOPMbI
rocyAapCTBEHHOro ynpasieHus;
NONb30BaTbCA OCHOBHbLIMW HOPMATUBHO-
NPaBoBbIMN AOKYMEHTAMW, ONPEeaeNsIoLLUMN
cUCTeMy rocyZapCTBEHHOro yrpaBieHns;
NONb30BaTbCA MaKPO3IKOHOMMUYECKUMM
noKasatensamu;

ONn.13. Cucrema
rocyaapcTBeHHOro
ynpasneHun

OK1-9
MK 2.6,2.7,3.6




BNALETb METOAAMM Pa3peLLeHUs
KOHOAMKTHBIX CUTYaUMiA;

3HaTb:

Hay4Hble OCHOBbI CUCTEMbI FOCYAaPCTBEHHOO
ynpasneHus;

CTPYKTYPY OPraHoB rocyfapCTBEHHONO
yNpaBneHua; COAEPKaHNE U HanpaBieHne
rocyapCTBEHHOMN NONUTUKY;

ynpas/ieHWe counanbHom chepoii u
KOH(AMKTHBIMW CUTYAUMAMM;

YMETb:
XapaKTepu3oBaTb UCMOIHUTENbHYHO BNACTb B
coBpemeHHon Poccun 1 npobnembl ee
MozepHM3auuuy;

06DBACHATL CNeundUKy rocyLapcTBEHHONO
ynpaB/ieHWNA Ha PErMOHA/IbHOM YPOBHE;
3HaTb:

rocyfapcTBeHHbIM annapat Poccum B cucteme
COBETCKOro rocyapcTBea;

nepuvogbl CTaHOB/IEHWUA U 3BONIOLUN
aAMMUHUCTPATUBHO-KOMAHAHOM CUCTEMBI
ynpasfeHus;

COBETCKWI OMbIT agMUHUCTPUPOBAHUA; KPU3IUC
depepatmsHoi cuctembl Coto3a COBETCKMX
Coumanuctnyeckux Pecnybnmk; nepuogs,
CTQHOBJ/IEHMA HOBOM CUCTEMbI OpPraHM3aLmm
rocygapcreeHHon Bnactm B Poccum B 1990 -
1993 rr.;

OCHOBHble NnoaoxKeHna KoHcTUTyLmMm
Poccuitckoit ®epepaumm 1993 r. n npouecc
$bopMHUpoBaHMA HOBbIX OPraHOB
rocyfapcTBeHHOW BNacTy;
npeacTaBuTe/ibHble OpPraHbl BNACTU B HaYane

OM.14. OpraHusauma
rocy4apCTBeHHbIX
yupexgeHun Poccun

OK1-9
MK1.2,13,2.1,
2.6,3.5,3.6



consultantplus://offline/ref=0CA733303707D17F8ED38253C000CB56F256FFB273ACAD85571149r9nEK

XXI B., CTPYKTYpPY UCMOJHUTENbHON BNACTU B
coBpemeHHon Poccun 1 npobnembl ee
MoepHM3auuuy;

cneumdury pedpopmmpoBaHus cyaebHom
cuctembl Poccuiickot Pegepaunu;

YMETb:

OpraHn30BbIBaTb M NPOBOAUTL MEPONPUATHUA
no 3almTe paboTaroLINX U HaceneHus oT
HeraTMBHbIX BO34ENCTBUI Ype3BblYaHbIX
cUTyaumi;

npeanpuHUMaTh NpoduakTUYECKMe mepbl
AN CHUXKEHUS YPOBHSA ONacHOCTEN
pa3NMYHOro BUAa U UX NOCAeACTBUMN B
npodeccnoHanbHON AeATENLHOCTU U BbITY;
NCcnoab3oBaTb cpeacTBa MHANBUAYAIbHOMW U
KONNEKTUBHOM 3aLUTbl OT OPYXHMA MacCOBOro
nopakeHus;

NPUMEHATb NepBUYHbIE CPeacTBa
NnoXKapoTylleHus;

OpPMEHTUPOBATLCA B NEPEeYHE BOEHHO-YYETHbIX
cneumanbHOCTEN U CaMOCTOATEIbHO
onpeaensaTb cpeay HUX POACTBEHHbIE
NnoJiyd4eHHOM cneymanbHOCTy;

NPUMEHATb NPodecCMoHabHble 3HAHUA B
X04e UCnonHeHus o6A3aHHOCTE BOEHHOM
CNyXKO6bl Ha BOMHCKUX AOMKHOCTSX B
COOTBETCTBUM C MNOJIYYEHHOM
CneumanbHOCTbIO;

B/1ageTb cnocobamm 6eckoHGNMKTHOrO
ob6LweHns n camoperynaumm B NoBCeLHEBHOM
OEATEeNbHOCTU U SKCTPEeMasIbHbIX YCIOBUAX
BOEHHOW CNYX6bl;

OKa3blBaTb NepBY NOMOLLb NOCTPAAABLIMM;

68

Or.15. be3onacHoOCTb
U3HEeOeATeNbHOCTH

OK1-9
MK 1.1-1.5,
2.1-2.4,2.7,
3.1-3.6




3HaThb:
NPUHLMNbI 06ecneyeHnn yCTOMUYNBOCTH
06BHEKTOB 3KOHOMMKM, MPOrHO3UPOBAHUSA
pa3BUTMA COBbITUIN N OLLEHKN NOCNeacTBUI
NPW TEXHOTEHHbIX YPE3BbIYaMHbIX CUTYaLUAX U
CTUXUIMHbBIX ABNEHUAX, B TOM YMC/e B YC/IOBUAX
NPOTUBOAENCTBMA TEPPOPU3MY KaK CEPbE3HOM
yrpose HaunoHanbHol 6esonacHocTn Poccuu;
OCHOBHbI€ BMAbl NOTEHLMANbHbIX ONACHOCTEM
W UX NOCNeacTsns B NpodeccrnoHaibHOM
AeATeNbHOCTU U BbITY, MPUHLUMNbI CHUMKEHUA
BEPOATHOCTM UX peannsaumu;

OCHOBbI BOEHHOWM CNY6bl 1 060POHDI
rocyfapcrsa;

3a[a4M U OCHOBHbIE MepPONPUATUA
rpa*KgaHCKon 06OPOHbI; CNOCcobbl 3aLLUNUTbI
Hace/IeHUs OT OPYKMA MaCCOBOTO MOPAXKEHUS;
Mepbl NoXapHoi 6e3onacHOCTM U Npasuaa
6e30nacHOro NoBeAeHMs Npu Noxapax;
OpraH13aLmio 1 NOPAAOK NPU3biBa rpaKaaH
Ha BOEHHYIO C/y*KOY M NOCTYN/IeHMA Ha Hee B
006pOBONLHOM MOPAAKE;

OCHOBHbI€ BM/bl BOOPYKEHWA, BOEHHOM
TEXHUKM M CNEeLNanbHOro CHapaXKeHus,
COCTOSALLME HA BOOPYKEHUN (OCHALLEHWUM)
BOWMHCKUX NoApasaenieHni, B KOTOPbIX
MMEIOTCA BOEHHO-YUYETHbIE CNeLnabHOCTH,
poacTBeHHble cneumanbHocTam Cro;

061acTb NPUMEHEHMA NOJTyYaEMbIX
npodeccnoHanbHbIX 3HaHU NPU UCNONHEHUM
06A3aHHOCTE BOEHHOW CNyKObI;

NnopsAoK 1 NpaBu/ia OKasaHWA Nnepsoi
NOMOLLM NOCTPaAZABLUNM.




MM.00

MpodeccroHanbHblie MoayM

1298

866

MM.o1

OpraHusauus OKYMEHTALMOHHOTIO
obecneyeHns ynpaBneHus u
dYHKUMOHUPOBAHMA OpraHmn3aumm

B pesynbTaTte usyyeHus npodpeccMoHabHOro
moayns obyyatowmincs A0MKeH:

MMETb NPaKTUYECKUI OMbIT:

OpraHM3aumn 4OKYMEHTaLMOHHOIo
obecneyeHns ynpaBneHus u
dYHKUMOHNPOBAHMA OpraHM3aumu;

YMETb:

NPUMEHSATb HOPMaTMBHbIE NPABOBbIE aKTbl B
yNpaBAeHYeCKOM AeATENbHOCTY;
NnoAroTaBAMBaATbL MPOEKTbI YNPaBAEHYECKMX
peleHni;

obpabaTbiBaTb NOCTyNaoLLME U
OTNpaBAsemble JOKYMEHTbI,
CUCTEMATU3NPOBATL UX, COCTaBNATbL
HOMEHKNATYpy Aen U GopMmMpoBaThb
OOKYMEHTbI B Aena;

roTOBMTb M NPOBOAMTL COBELLLAHUSA, A,EN0BbIE
BCTPEYU, MPUEMbI U Npe3eHTaunu;

3HaThb:

HOPMaTUBHbIE NPaBOBbIe aKTbl B 061aCTH
OpraHM3aLmn ynpaBieHYeCKon AeATeNbHOCTH;
OCHOBHble NPaBKaa XPaHEHMA U 3aLLUTbI
cnyxebHol nHbopmaumu.

M/K.01.01.
JoKymeHTauuoHHOe
obecneyeHune ynpasneHus

MKZA.01.02. MNMpasosoe
peryamposaHue
ynpaB/ieHYecKomn
[eATeNbHOCTH

MKZA.01.03. OpraHunsaumsa
CeKpeTapcKkoro
obcnyRuBaHus

OK1-9
MK1.1-1.11

MnM.o2

OpraHu13auma apxMBHOM 1 CNPaBOYHO-
NHPOPMaUMOHHOM paboTbl NO AOKYMEHTaM
opraHusaumm

B pe3synbTaTte nsyyeHna npopeccuoHanbHoro

MAK.02.01. OpraHunsaumsa u
HOPMaTUBHO-NPABOBbIE
OCHOBbI aPXMBHOTO Aena

M/K.02.02.

OK1-9
MnK21-2.7




MoAayNA 06yYatoWMNCA LONKEH:

MMEeTb NPaKTUYECKUI ONbIT:

opraHM3aumn apxXMBHOM M CNPaBOYHO-
MHPOPMaLMOHHOM PaboTbl NO AOKYMEHTam
opraHusauuu;

yMeTb:

OpraHM30BbIBaTb AEATENbHOCTb apXMBa C
y4eToM cTaTyca 1 Npoduaa opraHnsaumnu;
paboTaTb B cCUCTEMAX 3/1EKTPOHHOTO
[OKYMEHTo060poTa;

NCNO/b30BaTb B AEATE/IbHOCTU apX1Ba
COBpPEeMEeHHbIe KOMMbIOTEPHbIE TEXHO/I0TUMK;
NPUMEHATb COBPEMEHHbIE METOANKM
KOHCepBaLMM U pecTaBpauum apxXmBHbIX
OOKYMEHTOB;

3HaTb:

CUCTEMY apXUBHbIX YYPEKOAEHNN B
Poccuitckoit Pepepaumm n opraHnsaLmio
ApxuBHoro ¢poHzaa Poccuiickon deaepaumm;
cUCTEeMy XpaHeHUA 1 06paboTKN AOKYMEHTOB.

rocynapcTBeHHbIe,
MYHULMNANbHbIE apXUBbI 1
apX1Bbl OpraHM3aLmi

M/K.02.03. MeToguka n
NpaKTUKa apxneBoBeneHuA

MAK.02.04. ObecnevyeHune
COXPaHHOCTU AOKYMEHTOB

MM.03

OcyLecTBneHNE AOKYMEHTALMOHHOIO
obecneyeHnn ynpaBaeHUa U apXMBHOIo Aena
NCMNO/Ib30BaHWEM NPOrpamMMHbIX CPeacTB
yyeTa, XpaHeHus, 06paboTKM 1M NoUCKa
OOKYMEHTOB

B pe3synbTate M3yyeHus NpodeccnmoHanbHOro
MoayNA 00yYatoLWMNCA LONKEH:

MMETb NPAKTUYECKUIN ONbIT:

paboTbl C NPOrpamMMHbIMUK CPEACTBaAMM YyYeTa,
XpaHeHus, 06paboTKM M NOUCKa AOKYMEHTOB;
OpraHnsaLmm cnpaBoYHO-MHPOPMALMOHHOM

M/K.03.01.
NHpopmaLUnOHHbIe
TEXHO/IOTUU B
AOKYMEHTALUMOHHOM
obecneyeHnn ynpasaeHus
W apXMBHOM fene

MKZ[.03.02. MeToguka
paunoHanmsaymm
OOKYMEHTaLMOHHOTO
obecneyeHnn ynpasaeHus
W apXxMBHOrO Aena

OK1-9
MK3.1-3.6




0eATeNbHOCTU C JOKYMEHTaMU;

YMeTb:

paboTaTb c NPodecCUOHANbHO
OPUEHTUPOBAHHbBIM MPOrPaMMHbIM
obecneyeHnem B obnactu
OOKYMEHTaUMOHHOro obecneyeHus
ynpasneHua (ganee - 0OY) n apxMBHoOro gena;
OpPraHM30BbIBaTb BHEAPEHME
aBTOMaTU3MPOBAHHOM cMCTEMbI B caykbe JOY
N apxmBe (TeXHUYECKoe 3aZaHne, NoHATHE O
CASE-TexHonorusx);

HaXxoAUTb HeobxoaAnMYo0 MHPOPMaLMIO,
No/s1b30BaTbCA MHGOPMALNOHHBIMMU
pecypcamu cetn MHTepHeTa B 0biactu
OOKYMEHTOBeLEHMUA U apXMBHOIO A4ena;
paboTaTb C 3NEKTPOHHbIMU LOKYMEHTAMMU;
MCNo/Ib30BaTb CETEBbIE MPOrPaMMHbIE U
TEXHUYECKMe cpeacTBa B NpodeccMoHanbHom
OeATeNnbHOCTY;

3HaTb:

PbIHOK CMeLManmM3MpoBaHHOro NPUKIALHOIO
nporpammHoro obecneyeHuns B obnactn 40Y
N apXMBHOTO Aena (aBTOMaTUYECKME CUCTEMDI
ynpasneHna AOKYMeHTaMu);

coBpemeHHoe cocTtoaHue J0OY
rocy4apCTBEHHbIX U HErOCYAaPCTBEHHbIX
YyUpEKAEHUN, rOCYAapPCTBEHHDIX,
MYHUUMNANbHbIX M HEFOCYAaPCTBEHHbIX
apx1MBOB B 061aCTN NPUMEHEHMUSA
MHGOPMALMNOHHBIX TEXHONOTUI U
MCNO/b30BaHWUA CMeLMaNM3MpPoBaHHOMO
nporpammHoro obecneyeHus;
KOoprnopaTuBHble MHPOPMALMOHHbIE CUCTEMDI,

MKZ.03.03. OpraHmnsauma
paboTbl C 91EKTPOHHbIMM
LOKYMeHTamm




aBTOMaTU3MPOBAHHbIE MO CUCTEMAM
OOKYMEHTaL MM, B TOM YMC/E KaapoBOW,
byxyyeTa;

nepcneKkTUBHbIE HAaNpPaBAeHUA
nHpopmaTtmsaummn JOY 1 apxnBHOro aena;
3aKoHoAaTeNbHyto 6a3y, OCHOBHbIE Yrpo3bl
nHbOopmMaUMoHHOM besonacHoCTM.

NM.o4

BbinosHeHune paboT no ogHoM nnu
HECKOJIbKUM npodeccuam pabouux,
OO/MKHOCTAM C/yXKaLumx

BapwuaTtnsHas Yyactb y4ebHbix uumkaos MMNCC3
(onpepensetca obpasoBaTenbHOM
opraHu3aumel caMocToATENbHO)

1620

1080

Bcero yacoB 06y4YeHUs No y4ebHbIM LMKAaM
nnces

5292

3528

¥Y1.00

YyebHas npakTukKa

Mnn.oo

MpounsBoAcTBEHHAA NpaKTUKa (no npoduio
cneunanbHoOCTH)

10 Hegp.

360

OK1-9
MK1.1-3.6

MAn.00

MpounsBoacTBEHHAA NPaKTUKa
(npepamniomHan)

4 Hep.

MA.00

MpomerKyTouHas aTTecTauma

5 Hea.

MMA.00

[ocypapcTBeHHaA UToroeas aTrectauma

6 Hea.

MMA.01

MoaroToBKa BbINYCKHOW KBaMPUKALNOHHOM
paboTbl

4 Hep,

MMA.02

3awWmTa BbiNYCKHOM KBAaMPUKALNMOHHOM
paboTbl

2 Hep.




Cpok nony4yeHua CIMNO no MMNCC3 yrnybneHHOM NOAFOTOBKM B O4HOI popme 0b6ydeHna coctasnseT 147 Hepenb, B TOM YUCAE:

O6yuyeHune No y4ebHbIM LMKIam 98 Hega.
YyebHan npaKkTuKa

10 Hep.
MpownsBoacTBEHHAA NPaKTUKA (Mo Npoduato CNeunanbHOCTH)
MpownsBoacTBeHHasA NpPaKTUKa (NpeaauniomHasn) 4 Hegp,
NMpomekyToyHaa aTTecTauma 5 Hep.
locyfapcTBeHHasA MTOroBas aTTecTaums 6 Hep.
KaHunKkynapHoe spems 24 Hep,

UToro

147 Hep.

Tabnuua 6



VII. TPEBOBAHWA K YC/TOBUAM PEA/IM3ALNN MPOTPAMMBbI NOATOTOBKU
CMEUMANNCTOB CPEOHEIO 3BEHA

7.1. ObpasoBaTte/sibHaa OpraHM3aLUMsa CaMoCTOATENbHO pa3pabaTtbiBaeT M yTBepxaaeT MMNCC3 B
CcoO0TBeTCTBMM € HacToAwmm ®IOC CIO um ¢ yyeTom cooTBeTcTBYHOLWEN NnpumepHon MMNCC3.

Mepen Havanom paspabotku MNMCC3 obpasoBatenbHaa opraHM3auua AO0/XKHA OnpeaenTb ee
cneundurKy C Yy4eTOM HaMnpaBAEHHOCTM Ha YAO0B/ETBOpPEeHWEe noTpebHOCTeM pbiHKa Tpyda MU
paboTogatenen, KOHKPETU3MPOBATb KOHEYHbIE pe3ybTaTbl 0OyYeHUsA B BUAE KOMMETEHLUN, YMEHUI U
3HaHWUI, NPUOBpPETaeMoro NPaKTUYECKOro onbITa.

KOHKpETHbIe BuAbl  OEATENbHOCTH, K KOTOpbIM roToBUTCA o6yqarou.|,v1i/'1c;|, AO/TKHbI
COOTBETCTBOBATb ﬂpMCBaVIBaeMOﬁ KBaﬂMd)MKaLI,MVI, onpenenAaTe coaepxaHue o6pasoBaTeanoﬁ
nporpammel, pa3pa6aTb|BaeM0171 o6pasoBaTeanoV1 opraHmsaumeﬁ COBMECTHO C 3aunHTepeCoBaHHbIMU
pa60TOAaTEJ'IFIMM.

Mpu dopmuposanHum MMNCC3 obpasoBaTesibHas opraHM3aUma:

MMeeT NpaBO MCNO/b30BaTb 06bEM BpemMeHW, OTBEAEHHbI Ha BapUMATUBHYKO 4acTb y4yebHbIX
umknos MMNCC3, ysBennymeaa npu 3Tom ob6bEM BpPEMEHW, OTBEAEHHbIA Ha AUCLUNAWHBI U MOAYAU
06s3aTeNnbHOM YacTn, AMbO BBOAA HOBblE AWUCLMMANHBI U MOAY/IM B COOTBETCTBUWU C MOTPEBHOCTAMM
paboToaatenel un cneundurkon aeAatTeNbHOCTU 06pa3oBaTEIbHON OpraHMU3aLNUu;

MMEET NPaBo ONpeaensiTb AN 0CBOEHWUS obydyaloWmMmmnca B pamKax npodeccmoHanbHOro moayns
npodeccuto paboyero, AOMKHOCTb CAyKawero (oAHY WM HECKONbKO) COMMacHO MPUIOXKEHUID K
HacToAawemy ®roc Crno;

obsa3aHa exerogHo o6HoBAATL MMCC3 ¢ yyeTom 3anpocos paboTtopaTteneit, ocobeHHocTel
pa3BUTMA PErvoHa, KyabTypbl, HAYKM, SKOHOMMKU, TEXHUKM, TEXHOMOIMMN W coumanbHon chepbl B
pPamMKax, yCTaHOBAEHHbIX HacToAwmm Oroc CMo;

06a3aHa B paboumnx yuebHbIx NporpaMmax BCex AUCUMNANH U NpodeccUoHabHbIX MoAayel YeTKO
dopmynuposatb TpeboBaHWA K pe3ynbTaTaM WX OCBOEHMA: KOMMNETeHUMAM, npuobpeTtaemomy
NPaKTUYECKOMY ONMbITY, 3HAHUAM U YMEHUAM;

ob6sa3aHa obecneunBatb 3GPEKTUBHYIO CaMOCTOATE/bHYIO PaboTy 06yyalolMXCA B COYETaHUU C
COBepLUEHCTBOBaHMEM YMPaB/EHMUA €0 CO CTOPOHbI NpenoaasaTtenein U1 MacTepos NPOM3BOACTBEHHOMO
obyueHus;

obszaHa obecneunBaTb 0OyYalOWMMCA BO3MOXHOCTb yyacTBOBaTb B (GOPMMPOBaAHUM
MHAMBUAYANbHOM 06pa3oBaTeIbHON NPOrpaMmbl;

ob6s3aHa $HOPMMPOBATL COLMOKY/IbTYPHYIO Cpeay, CO34aBaTb YC/0BWA, Heobxoaumble Ans
BCECTOPOHHErO PasBUTUA U COLMANM3ALUM  JIMYHOCTW, COXPaHEHMs 340pOoBbA  Obyyarowwmxcs,
CnocobcTBOBaTb Pa3sBUTUIO BOCMWTATE/NIbHOTO KOMMOHEHTa 06pa3oBaTe/bHOrO MpoLecca, BK/OYas
pasBUTME CTYAEHYECKOro CamoynpaB/ieHus, ydacTve obyyalowmxca B paboTe 06LLeCTBEHHbIX
OpraHuM3aLmii, CNOPTUBHbIX M TBOPYECKMX KNy6OB;

AOJIKHA NPesycMaTpMBaTb B LIEIAX peannsaumm KOMNEeTEeHTHOCTHOrO Noaxo4a MCNoab30BaHWE B
06pa3oBaTENIbHOM MpoLEecce aKTUBHbIX U MHTEPAKTUBHbLIX GOPM NPOBeAEHMNA 3aHATUI (KOMMNbIOTEPHbIX
CUMYNAUNIN, OENoBbiX M POEBbIX UrP, pasbopa KOHKPETHbIX CUTYaUMi, MCUXONOTUYECKMX U MHbIX
TPEHWHIOB, TPYNMOBbLIX AUCKYCCUMIA) B COYETAHMM C BHeayaAUTOPHON paboTon ana GopmMUpPOBaHUS U
pa3BMTMA 0OLWNX U NPOdECCMOHAbHbIX KOMMETeHUM 0byyatowmxcs.

7.2. Mpu peanmsaummn MNCC3 obyyatowmecs UMeOT aKageMuyeckne npasa U o6s3aHHOCTM B



cooTtBeTcTBMM € PepepanbHbim 3akoHOM OT 29 aekabps 2012 r. N 273-®3 "O6 obpas3oBaHuu B
Poccuitckoin ®epepaumn’ <1>.

<1> CobpaHue 3akoHoaaTenbcTBa Poccuiickoint ®epepaumn, 2012, N 53, ct. 7598; 2013, N 19, cT.
2326; N 23, cT. 2878; N 27, c1. 3462; N 30, cT. 4036; N 48, cT. 6165; 2014, N 6, cT. 562, cT. 566; N 19, cT.
2289; N 22, c1. 2769; N 23, cT. 2933; N 26, cT. 3388; N 30, cT. 4263.

7.3. MaKkcumanbHbIM 0b6bem yyebHOM Harpysku obyuvatowerocs coctaBafeT 54 akagemMuuyeckux
yaca B HeZleNto, BK/tOYas BCE BUAbI ayAUTOPHOWN U BHEAYAUTOPHOM yYebHOW HarpysKu.

7.4. MaKcumManbHbli 06bemM ayauTOpHOM Yy4yebHOW HarpyskM B O4YHON dopme 06yyeHus
cocTtaBnaeTt 36 aKkaAeMNYECKMX HaCcoB B Heaento.

7.5. MaKkcumasibHbli 06bem ayauTOPHOM y4ebHOM Harpysku B O4YHO-3a04HOM dopme oby4yeHus
cocTtaBnaeT 16 akagemMmnyeckmx 4acoB B Hegento.

7.6. MakcMmanbHbI 06beM ayauTOPHOM y4ebHON Harpysku B rog, B 3a04Hoi dopme obydyeHus
coctaBnaet 160 akageMmnyeckmx 4acos.

7.7. O6uWas NPOAOMKUTENbHOCTb KaHUKYA B y4ebHOM rody A0/XKHa cocTaBaATh 8 - 11 Hedenb, B
TOM YMCNe He MeHee 2-X HeaeNb B 3MMHUI nepuoa,.

7.8. BbinonHeHMe KypcoBoro npoekta (paboTbl) paccmaTpuBaeTca Kak BuA ydebHol paboTbl no
aucumnamHe (aucumnamHam) npodeccMoHanbHOro ydebHoro umkna v (Mau) npodeccroHanbHoOMY
Mmoayno (Moaynam) npodeccMoHasNbHOrO y4yebHOro UMK/Ia UM peanunsyeTca B Npenesax BPeMEHM,
OTBEZEHHOTO Ha ee (MX) n3yyeHue.

7.9. OucumnanHa "®dPusnyeckas KynbTypa" npegycmaTpuBaeT exeHenenbHo 2 yaca oba3aTesibHbIX
ayAWUTOPHbIX 3aHATUI M 2 Yaca CamMOCTOATE/IbHOM PaboTbl (33 cyeT passInyHbIX Gopm BHEAYAUTOPHBIX
3aHATUI B CNOPTUBHbIX KAy6ax, cekumax).

7.10. ObpasoBaTesnbHasA OpraHM3aumMa MMeeT NPaBo 41a NoArpynn AeByLEK UCNOb30BaTb YacTb
y4yebHoro BpemMeHu AucumnamnHbl "BesonacHocTb KusHegeaTenbHocTn" (48 yacoB), OTBEAEHHOrO Ha
M3y4YeHne OCHOB BOEHHOW CYyK6bl, Ha OCBOEHME OCHOB MEAMUMHCKUX 3HAHUIA.

7.11. MonyyeHne CMNO Ha 6ase OCHOBHOrO obWero 06pa3oBaHMA OCYLLECTBAAETCA C
OLHOBPEMEHHbIM NoayyYeHMem cpegHero obuiero obpasosaHua B npegenax MNMCC3. B stom cayyae
MMNCC3, peanusyemas Ha 6ase ocHOBHOro o6buwero ob6pasoBaHWA, paspabaTbiBaeTcA Ha OCHOBE
TpeboBaHMIA cooTBETCTBYOWMX deaepanbHblX FOCyAapCTBEHHbIX 060pa3oBaTeNbHbIX CTAaHLAPTOB
cpepHero obuwero obpasosaHua n CMO c yyeTom nonyyaemon cneuymanbHoctn CMO.

Cpok ocBoeHua MMNCC3 B oyHoM dopme obyyeHus gnsa nuuy, obydarowmxca Ha 6ase OCHOBHOrO
obuiero obpasoBaHus, yBeAnUMBaETCA Ha 52 Heaenu n3 pacyera:
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TeopeTnyeckoe obyyeHue (npu obasaTenbHoM yuebHoM Harpyske 36 YacoB B Hegento) 39 Heg.
NPOMEXKYTOYHan aTTecTaumn 2 Hep.

KaHWUKYAbI 11 Hep.



7.12. KoHcynbTaumMm ana obyyalowmxcs N0 OYHOM M OYHO-3a04YHOM dopmam o0bydyeHun
npeaycmaTpmsaroTca 06pa3oBaTeibHOM OpraHu3aumen U3 pacyeta 4 Yaca Ha ogHoro oby4yatoweroca Ha
KaXKabl y4yebHblid rod, B TOM Yncie B Nepuoa peanmsaumm obpasoBaTesibHOM Nporpammbl cpeaHero
obuwero obpasoBaHua Ana nuu, obyvawowmxcA Ha 6ase OCHOBHOro obuiero obpasoBaHus. PopMbl
NnpoBeAeHMA KOHCY/AbTauuii (rpynnosble, WUHAMBUAYAJNIbHbIE, MUCbMEHHbIE, YCTHble) onpeaensatoTcs
obpa3oBaTenibHOM OpraHu3aLmen.

7.13. B nepuog, obyveHuA c oHOWamu nposoaaTca y4ebHble cbopbl <1>.

<1> MyHKT 1 ctatbM 13 depepanbHoro 3akoHa ot 28 mapta 1998 r. N 53-d3 "O BOWHCKOIM
06A3aHHOCTN 1 BoeHHOW cayxbe" (CobpaHne 3akoHoaaTenbcTBa Poccuinckoit depepaumm, 1998, N 13,
cT. 1475; N 30, cT. 3613; 2000, N 33, cT1. 3348; N 46, cT. 4537, 2001, N 7, cT. 620, cT. 621; N 30, cT. 3061;
2002, N 7, ct. 631; N 21, cT. 1919; N 26, c1. 2521; N 30, cT. 3029, cT. 3030, cT. 3033; 2003, N1, cT. 1; N 8,
cT. 709; N 27, cT. 2700; N 46, cT. 4437; 2004, N 8, cT. 600; N 17, cT. 1587; N 18, cT. 1687; N 25, cT. 2484; N
27, ct. 2711; N 35, c1. 3607; N 49, cT. 4848; 2005, N 10, c1. 763; N 14, c1. 1212; N 27, cT. 2716; N 29, cT.
2907; N 30, ct. 3110, ct. 3111; N 40, cT. 3987; N 43, cT. 4349; N 49, cT1. 5127; 2006, N 1, cT. 10, cT. 22; N
11, cr. 1148; N 19, ct1. 2062; N 28, c1. 2974; N 29, cT1. 3121, cT. 3122, cT. 3123; N 41, cT. 4206; N 44, cT.
4534; N 50, ct. 5281; 2007, N 2, cT. 362; N 16, cT. 1830; N 31, c1. 4011; N 45, cT. 5418; N 49, cT. 6070, cT.
6074; N 50, ct. 6241; 2008, N 30, cT. 3616; N 49, cT. 5746; N 52, cT1. 6235; 2009, N 7, cT. 769; N 18, cT.
2149; N 23, cT. 2765; N 26, cT. 3124; N 48, c1. 5735, c1. 5736; N 51, cT. 6149; N 52, cT. 6404; 2010, N 11,
cT. 1167, c1. 1176, ct. 1177; N 31, cT. 4192; N 49, cT. 6415; 2011, N 1, cT. 16; N 27, c1. 3878; N 30, cT.
4589; N 48, c1. 6730; N 49, cT. 7021, cTt. 7053, c1. 7054; N 50, cT1. 7366; 2012, N 50, cT1. 6954; N 53, cT.
7613; 2013, N 9, cT. 870; N 19, cT1. 2329; cT. 2331; N 23, cT. 2869; N 27, cT. 3462, cT. 3477; N 48, CT.
6165).

7.14. MpakTuka asBndetca obasatenbHbim pasgenom MMNCC3. OHa npeactaBnset coboi BuA,
y4ebHOW AeATeNbHOCTM, HanpasieHHOMW Ha GOPMMPOBAHME, 3aKpensieHWe, Pa3BUTUE MPAKTUYECKUX
HaBbIKOB M KOMMETEHLMM B NPOLLECCE BbINOJHEHMA ONpeaeneHHbIX BUA0B paboT, CBA3aHHbIX ¢ Oyayuien
npodeccnmoHanbHon pgeatenbHocTblo. Mpu peannsaumm MMNCC3 npegycmaTpuBaloTca caeayolme Buabl
NPaKTWK: y4ebHan 1 NPON3BOACTBEHHAA.

Mpon3BoAcTBEHHAA NPAKTUKA COCTOUT U3 ABYX 3TAMOB: MPAKTUKM NO NPoduIo cneumanbHOCTU U
npeaannIoOMHON NPaKTUKK.

YyebHan npakTMKa U NPOU3BOACTBEHHAA MpakTMKa (no npodunto cneumanbHOCTU) nNpoBoaATcA
06pa3oBaTeNIbHOWM OpraHM3aumneint NpuM ocBOEHUN obydatoWMMMCA NPOdECCMOHANbHBIX KOMMETEHUUIN B
pamkax npodeccMoHanbHbIX MOAYNEN U MOTYT PEasIM30BbIBATLCA KaK KOHUEHTPUPOBAHHO B HECKO/IbKO
nepuMosoB, TaK W PacCPesoTOMEHO, Yepeayacb C TEOPeTMYECKMMWM 3aHATUMAMM B pPamMKax
npodeccnoHanbHbIX MoAyNEN.

Ueam wn 3apgaun, nporpammbl U GOpMbl  OTYETHOCTM onpeaensAloTca obpasosaTenbHOM
OpraHM3aumen No Kaxkaomy BUAY NPaKTUKMK.

MpounssoacTBeHHan NPaKTUKa  OO0J1XXHa nposBoaAnTbLCA B OpraHusauuax, Hanpas/sieHne
AeATENbHOCTU KOTOPbIX COOTBETCTBYET npod)mmo noAroToBKKU o6yt-|arou.w|xc;|.

ATTecTtauma no utoram ﬂpOM3BOACTBeHHOl7‘I NPaKTUKM NpoBoANTCA C y4ETOM (I/II'II/I Ha OCHOBaHl/IVI)
Pe3ynbTaToB, NOATBEPHKAEHHbIX JOKYMEHTaMMN COOTBETCTBYHOLWLNX opraHmaau,Mﬁ.

7.15. Peanusauma MMNCC3 no cneumanbHOCTM [AO/KHA obecneymMsaTbCcs NeAarormvyecknmm
Kagpamu, WMelowmmM Bbicluee o6pasoBaHMe, COOTBeETCTBYylOWee Mpoduad npenogaBaemoin
avcumnamHbl (Moayns). OnbIT AeATeNbHOCTU B OpPraHU3aLUMax COOTBETCTBYHOLWEN NPodecCUOHaNbHOM
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chepbl ABnAeTcA 06A3aTeNbHbIM AAA NpenogasaTeneil, OTBEYAKOLWMX 3@ OCBOeHME oObyuvatowmmca
NpodeccnMoHaNbHOro yyebHoro UMKAa. MNpenoaasaTtenu nosay4aoT [ONONHUTENbHOE
npodeccnmoHanbHoe 06paszoBaHMe NO NPOrpaMmmam NoBblWeHNA KBaanduMKaLmm, B TOM ymcne B popme
CTaXXMPOBKK B NPOPUNbHBIX OpraHM3aumax He pexke 1 pasa B 3 roga.

7.16. TMMNCC3 ponxHa obecneunBaTbCA Y4ebOHO-METOAMYECKON [AOKYMEHTaUMEN Mo BCeM
ANCUUNIMHAM, MEXAMCUNNIMHAPHBbIM Kypcam 1 npodeccnoHanbHbim moaynsm MMCC3.

BHeayauTopHaa paboTa [A0/MKHa  COMPOBOMAATLCA  MeToAMdYeckum  obecnedeHvem U
obocHOBaHMEM pacyeTa BpeMeHM, 3aTPaunBaeMoro Ha ee BbiNoJHeHue.

Peanunsauma MNMNCC3 gonkHa obecneynBaTbca AOCTYNOM KaxKaoro obyyatoweroca K 6asam gaHHbIX
n 6ubnnoteuHoim doHaam, popmmpyembiM No MOSHOMY NepeyHio aucunnand (moagynen) MMNCC3. Bo
BPEMSA CAMOCTOATENbHOW MOArOTOBKM Obyyatowmeca A0MKHbl ObiTb obecneyeHbl AOCTYNOM K CeTu
UHTepHeT.

Kaxkabli obyyatowmiica aoakeH 6biTb obecneyeH He MeHee YeM OAHUM YyY4ebHbIM MeYyaTHbIM U
(MNn) 3NEKTPOHHBIM U3AaHUEM MO KaxKa0W ANCUUNANHE NPOodecCMOHaNbHOro Y4ebHOro LUuKAa 1 0AHUM
y4yebHO-MeToAMYEeCKMM  MevyaTHbiM U (MAK)  3MEKTPOHHbIM  M3J4aHMEM MO  KaKAomy
MEXKANCUMNAMHAPHOMY KypCy (BKAtOUas 3N1EKTPOHHbIe 6a3bl NepuoanYeckmx nsgaHnit).

BubnmoteuyHbln ¢oHA A0MKEeH b6biTb YKOMMIEKTOBaH MevyaTHbiIMU U (MAKN) 3N1EKTPOHHbIMU
W34aHUAMMU OCHOBHOW M AOMOJNHUTENbHOM Yy4ebHOM nuTepaTtypbl NO AMCUMMIMHAM BCEX Y4YebBHbIX
LMK/OB, U34aHHOM 3a nocnegHue 5 ner.

BubnnoteuHbii ¢GoHA, NOMUMO Yy4yebHON AUTepaTypbl, AONXKEH BKAOYaTb OdULMaNbHbIE,
cnpaBoYHo-bubnmorpadpuyeckne U nepunoanyeckme Ms3gaHua B pacuyete 1 - 2 sk3emnasapa Ha KarkapbIx
100 obyyatowmxcs.

Karkgomy obydarowemyca fomkeH ObiTb obecrneyeH AOCTyn K KOMNAekTam 6ubanoTeyHoro
$oHAa, COCTOAWMM HE MEHEE YeM M3 5 HAMMEHOBAHMIN POCCUMCKUX KYPHANOB.

O6bpasoBaTtenibHass  OpraHMsaumMa  AO/KHA  NPeAoCcTaBUTb  0BYYalOWMMCA  BO3MOMKHOCTb
onepaTMBHOro obmeHa MHGoOpPMaLMeit C POCCUINCKMMMN 06pa30BaTENbHBLIMW OpPraHM3auMAaAMK U AOCTYN K
COBpeMeHHbIM NpodeccmoHanbHbIM 6a3am AaHHbIX U MHPOPMALMOHHBIM pecypcam ceTh MHTepHeT.

7.17. Npuem Ha obyyeHue no MMCC3 3a cyeT 6I0AKETHbLIX aCCUrHOBaHW deaepanbHOro 6loaXKeTa,
6toaeToB cybbekToB Poccuiickoit Pepepaupnmn n MecTHbIX BIOAKETOB ABNAETCA 06LLEeA0CTYNHbIM, €C/U
MHOEe He NpeayCMOTPEHO 4YacTbio 4 cTaTbn 68 desepanbHOro 3akoHa ot 29 aekabpa 2012 r. N 273-¢3
"O6 obpasoBaHuM B Poccuiickoit depepaumn” <1>. duHaHcupoBaHue peanusaumm MMNCC3 A0MKHO
OCYLLECTBNATLCA B 0ObeMe He HWMKe YCTAHOBJ/IEHHbIX FOCYAAPCTBEHHbIX HOPMATMBHbLIX 3aTpaT Ha
OKa3aHWe rocyaapcTBeHHON ycnyru B chepe obpasoBaHMA ANA AAaHHOTO YPOBHA.

<1> CobpaHune 3akoHogaTenbcTBa Poccuickoit degepaumm, 2012, N 53, ct. 7598; 2013, N 19, cT.
2326; N 23, c1. 2878; N 27, c1. 3462; N 30, cT1. 4036; N 48, cT1. 6165; 2014, N 6, cT. 562, cT. 566; N 19, CT.
2289; N 22, cT.2769; N 23, cT. 2933; N 26, cT. 3388; N 30, cT. 4263.

7.18. ObpaszoBaTenbHasa opraHusaums, peanusytowlan MMNCC3, aoaKHa pacnonaratb maTepuasibHo-
TexHu4ecKkol 6a3oli, obecneymBatoLLeli NpoBeaeHNe BCeX BUA0B 1abOPaTOPHbIX PAabOT U NPAKTUYECKUX
3aHATUI, AUCUMMNIMHAPHOW, MEXAUCUMNIMHAPHON U MOAY/NbHOW MNOArOTOBKM, YY4eOHOW NPaKTUKK,
NnpeaycMOTPEHHbIX y4ebHbIM NAaHOM 0Opa3oBaTENbHOW OpraHusaumu. MaTepuanbHO-TEXHUYECKas
6a3a [0MKHA COOTBETCTBOBATL AEMUCTBYIOLLMM CAaHUTAPHbLIM M MPOTUBOMOXKAPHbIM HOPMAM.

MepeyeHb KabMHeTOB, 1abopaTOPUIA, MaCTEPCKUX
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N APYrnMX NOMeLLLEHNI

KabuHeTbl:

COUMANbHO-3KOHOMMUYECKMX ANCUMUMINH;

WMHOCTPAHHOTO A3bIKa;

MaTEMaTUKN N MHPOPMATUKU;

3KOJIOrMYECKUX OCHOB NPUPOAONO/b30BaHMUS;

9KOHOMMKM OPraHn3aLumn 1 ynpaBaeHUsa NepCcoHaIoM;
MeHEeXMEHTa;

npaBoBoro obecneyeHnsa NpPodeccUoHabHOM AeATe/IbHOCTY;
rocyapCTBEHHON MU MYHULMNANBbHOM CNYKObI;
OOKYMEHTaLUMOHHOro obecneyeHns ynpasaeHus;
aApPXMBOBEAEHUS;

npodeccnoHanbHON 3TUKM U NCUXON0TUM Ae/I0BOro 0bLeHus;
6€30MacHOCTU }KMU3HEeAEeATEIbHOCTY;

METOANYECKUA.

NabopaTtopuu:

MHOOPMATUKN U KOMMNbIOTEPHOW 06PabOTKN AOKYMEHTOB;
TEXHUYECKUX CPEeACTB YNPaB/eHUs;

CUCTEM 3/IEKTPOHHOIO AOKYMEHTOO60POTa;
OOKYMEHTOBeAeHUS;

yyebHan KaHuenapus (cny*ba AOKYMeHTaUMOHHOro obecneyeHnn ynpasaeHums).
CnopTUBHbIA KOMMNEKC:

CMOPTMBHbIN 3an;

OTKprTbIﬁ CTagAMOH WKNPOKOro I'lpOd)VIﬂFl C 31eMEHTaMM NONOCHI I'IpeI'IFITCTBM[;I,'

CTPEeNKoBbI TP (B Nto60 MoandUKauMm, BKAKOUAA 3NEKTPOHHbI) MM MeCTo AN CTpenbbbl.

3anbl:

61bnMoTEKA, YATANIbHBIM 33/ C BbIXOAOM B C€Tb MIHTEPHET;
aKTOBbIN 3an.

Peanusaumns MMNCC3 ponxKHa obecneymsathb:

BbIMOJ/IHEHUE 06y‘-IaPOI.I.I,VIMVIC‘r'I na6opaToprlx N NPaAKTUYECKUX 3aHﬂTMﬁ, BK/1KO4aA

KaK



06a3aTeNbHbIN KOMNOHEHT npakTnyeckmne 3agaHmnAa ¢ NCNoJsib30BaHMEM NEePCOHA/IbHbIX KOMMNbIOTEPOB,

ocBoeHMe  obyyatowmmmca  npodeccuoHasnbHbIX  Moaynen B YC/IOBMAX — CO34aHHOM
COOTBETCTBYIOLLEN 0Opa3oBaTe/ibHOM cpeabl B 06pa3oBaTe/ibHOM OpraHM3aumMm UamM B OpraHU3aumsax B
3aBUCUMOCTU OT cneumPpuKkn Buaa AeaTeNbHOCTHU.

MpY MCNONb30BAHUKN INEKTPOHHbIX M34aHMIN 0bpa3oBaTenbHas opraHn3auma AoaxHa obecneuntb
Kaxkgoro obydatowieroca paboynMm MecTom B KOMMbIOTEPHOM Knacce B COOTBETCTBMM C 0bbemom
M3y4YaembiX AUCLUMNINH,

O6pasoBaTeanaﬂ opraHnsauma AO0/1XKHa 6bITb  0becneveHa H606XO,D,MMbIM KOMM/IEKTOM
NNLEH3MOHHOIo NporpaMmmHOro obecneveHus.

7.19. Peanusauus MMNCC3 ocyuwectBaseTca obpa3oBaTe/IbHON OpraHM3aLumMelt Ha rocyapCcTBeHHOM
A3blke Poccuiickoin ®epepaymn.

Peanusaums T[MNCC3 o6pa3oBaTenbHOM OpraHu3auuel, pPacroJIOXKeHHOW Ha TeppuUtTopuu
pecnybinku Poccuiickon Peaepaummn, MOXKET OCYLLECTBAATLCA HA FOCYAaPCTBEHHOM fA3bIKe pecnyb/1MKu
Poccuiickoir ®egepaunm B COOTBETCTBMM C 3aKOHOAATENbCTBOM pecnybamk Poccuiickoit ®epepauni.
Peannsaums MMCC3 ob6pa3oBaTenbHOM OpraHuWsauMelt Ha rocydapCTBEHHOM f3blke pecnybsnKu
Poccuitckolt desepaumnm He O0MKHA OCYLWECTBAATLCA B yllepb rocyaapcTBeHHOMY A3biKy Poccuiickoin
depepaunn.

VIIl. OUEHKA KAHECTBA OCBOEHMA NPOrPAMMbI MOATOTOBKU
CNELUMANTNCTOB CPEAHETO 3BEHA

8.1. OueHKa KadectBa ocBoeHua MMMNCC3 gomKHA BKAOYATb TEKYLWMMA KOHTPOJIb YCNEBAaEMOCTH,
NPOMEKYTOUYHYIO U FOCYAAPCTBEHHYIO UTOFOBYIO aTTeCTaLLMMN 0BYyYarOLLMXCA.

8.2. KoHKpeTHble ¢opMbl M NpoLesypbl TEKYLLEro KOHTPO/A YCNeBaemMOCTU, MPOMEKYTOYHOM
atTecTauMM Mo KaXgoh gucumnavHe w npodeccMoHanbHOMY  Moaynto  paspabaTbiBatoTcs
obpasoBaTeibHOM OpraHM3aunen camocToATENbHO N A0BOAATCA 40 CBeAeHMUs 0byyatowmxca B Te4yeHme
nepBbIX ABYX MeCALLEB OT Havyana obyyeHus.

8.3. inAa attectaumm obyyatowmxca Ha COOTBETCTBME UX MEPCOHA/bHbIX AOCTUMXKEHWUI NO3TAMHbIM
TpeboBaHuAM cooTBetcTBylowen [MMMCC3 (TeKywMit KOHTPOAb YCMEeBaeMOCTM U MPOMENKYTOYHas
atrectauma) cosgatotca GoOHAbI OLEHOYHbIX CPeACcTB, MNO3BOMAKOLWIME OUEHUTb YMEHMA, 3HaHUS,
NPAKTUYECKUIM ONbIT U OCBOEHHbIE KOMNETEHLUN.

doHAbl OUEHOYHbIX CPeACTB A1A MPOMENKYTOYHOM aTrecTauuMuM No  AUCUMNAWHAM U
MEXAMCLUMNANHAPHbIM Kypcam B cocTaBe npodeccMoHanbHbiXx Moayneit paspabatbiBalotca U
yTBepaaoTca obpasoBaTelbHOM OpraHU3aLUmMein caMoCTOATEIbHO, a A1 MPOMEXKYTOUYHOW aTTecTaumm
no npodeccrmoHanbHbIM MOAYNAM U ONA FOCYAapCTBEHHOW UTOrOBOM aTTecTaumn - paspabaTtbiBaloTca U
yTBepKgalTca ob6pa3oBaTeNbHOW oOpraHusauMeit nociae npeaBapuUTENbHOMO  MOJIOXKUTENbHOMO
3aKNtoYeHuna paboTogartenei.

[NnA NpomMeKyTO4YHOW aTtTecTauum obyYyalwmuxca Mo  AUCUMIIMHAM  (MeXAUCLMNANHAPHBIM
Kypcam) Kpome npenozasaTesieit KOHKPeTHOW AUCLUMANHBI (MEXAMCUMNIMHAPHOTO Kypca) B KayecTse
BHELUIHMX 3KCNEPTOB AO0/XKHbI aKTUBHO MPMB/IEKATbCA NPenofaBaTeIM CMEXHbIX AUCLMMAUH (KypcoB).
Ona  MakcMManbHOro npuUBAMMKEHWS NporpaMm NPOMEXKYTOYHOM aTTecTaumm obyyatowmxca no
npodeccMoHanbHbiM MOAYAAM K ycaoBuam UX byaywel npodeccMoHanbHON AeaTeNbHOCTU
06pa3oBaTeNIbHOM OpraHU3auMen B Ka4ecTBe BHELITATHLIX 3KCNEPTOB AO/KHbI aKTUBHO MPUB/EKATLCS
paboTogatenu.

8.4. OueHKa KauyecTBa MOArOTOBKM OBYYalOLWMXCA M BbIMYCKHUKOB OCYLLECTBAAETCA B ABYX
OCHOBHbIX Hanpas/ieHUsAX:



OLLEHKA YPOBHA OCBOEHUA AUCUMUMNINH;
OLLEeHKa KomneTeHuuit obyyarowmxcs.
[nAa toHowen npeaycmMmaTpmUBaeTca oLeHKa pe3y/1bTaTOB OCBOEHUA OCHOB BOEHHOM CYKObl.

8.5. K rocyaapcTBeHHO WTOroBOM aTTecTauuu AOMycKaeTcs oby4valowmiica, He Mmetowmi
aKageMMUYecKon 3a[0/IKEHHOCTM M B MNOJHOM 0b6beme BbIMNOAHMBLLUMIA Y4eOHbIM NnaH UAn
WHAMBMAOYANbHbLIN  y4ebHbIA NJaH, €ecin WHOe He YCTaHOB/NEHO MOPSAKOM NpoBeAeHus
rocyapcTBeHHOM UTOTOBOW aTTecTalMm Mo COOTBETCTBYIOLMM 06pa3oBaTe/ibHbIM Nporpammam <1>.

<1> Yactb 6 cTaTbm 59 PepepanbHOro 3akoHa ot 29 aekabpa 2012 r. N 273-d3 "06 obpasoBaHUM
B Poccuiickonn Pepepaumn” (CobpaHue 3akoHopatenbctBa Poccuiickon ®epepaumn, 2012, N 53, crT.
7598; 2013, N 19, ct. 2326; N 23, cT. 2878; N 27, cT. 3462; N 30, ct. 4036; N 48, cT. 6165; 2014, N 6, cT.
562, cT. 566; N 19, cT. 2289; N 22, cT. 2769; N 23, cT. 2933; N 26, cT. 3388; N 30, cT. 4263).

8.6. locynapCTBEHHAA WTOroBas aTTecTauMA BKAKOYAET MOArOTOBKY M 3aWMTY  BblMYCKHOM
KBannMdUKaUMOHHOM paboTbl (gMnaomHan paboTta, AMNNOMHbIN NpoekT). Obs3atenbHoe TpeboBaHuMe -
COOTBETCTBME TEMATUKM BbINYCKHOMN KBAaNNPUKALLMOHHOM PaboTbl coaepaHMO O4HOrO UAN HECKOIbKUX
npodeccnoHanbHbIX MOAYNEN.

rocyAapCTBEHHbe/‘I 9K3aMeH BBOAUTCA NO YCMOTPEHUIO o6pasoBaTeanoV1 opraHnsauunun.
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NPO®ECCUIA PABOYUX, O/IKHOCTEN C/TYXKALLMX, PEKOMEHOYEMbIX
K OCBOEHUIO B PAMKAX MTPOrPAMMDBI MOATOTOBKK CINELLMAZTMCTOB

MEPEYEHb

CPEAHEIO 3BEHA

Kopg no Obuepoccminckomy KnaccuduKkaTopy

HanmeHoBaHMe npodeccuit pabounx, Ao/KHOCTEN

npodeccnin paboumx, AOMKHOCTEN CAYKALWMX U CNyMKalmx
TapudHbIx paspagsos (OK 016-94)
1 2
26353 CeKpeTapb-MalINHUCTKA
20190 ApxuBapuyc
21299 Jenonpoussogutens

MpunoxkeHune

K ®rocC CMNo no cneuuyanbHocth 46.02.01
[ oKymeHTauMOHHOe obecneyeHune
YyNpaB/ieHNA U apXuBoBeaeHMe
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