HoxymeHnT npenocrasiied KoncynbranTlntoc

3apeructpmnpoBaHo B MuHiocte Poccum 20 asrycta 2014 r. N 33682

MMWUHUCTEPCTBO OGPA30OBAHUA U HAYKU POCCUMCKOI ®EAEPALIUMA

MPUKA3
ot 11 aBrycra 2014 r. N 975

OB YTBEPXAEHNN
®EAEPA/IbHOIO rOCYAAPCTBEHHOIO OGPA3OBATE/IbHOIO CTAHOAPTA
CPEAHEIO NPO®ECCMOHAJ/IbHOIO O6PA3OBAHUA NO CNELNA/IBHOCTU
46.02.01 4JOKYMEHTALMOHHOE OBECNEYEHUE YNPABJIEHNA
1 APXUBOBEAEHUE

B cootBetctBMM ¢ nognyHkTom 5.2.41 TMonoxeHus o MuHUCTepcTBe 06pPa3OBaHUA U HayKu
Poccuiickoit ®egepauum, yTeepKaeHHOro noctaHoseHnem lMNpasutensctea Poccuinickont ®epepaumm ot
3 nioHs 2013 r. N 466 (CobpaHue 3aKkoHoaaTenbcTBa Poccuitickoit ®epepaumm, 2013, N 23, cT. 2923; N
33, ct1. 4386; N 37, ct. 4702; 2014, N 2, cT. 126; N 6, cT. 582; N 27, c1. 3776), nyHKTOM 17 Mpasun
pa3paboTKu, yTepKAEHUA desepanbHbiX rocyAapCTBEHHbIX 0O6pa3oBaTe/IbHbIX CTAHAAPTOB M BHECEHMUA
B HUX WM3MEHEHWI, yTBep)KAEeHHbIX MnocTaHoBneHnem [pasutenbctBa Poccuitickont Pepepauun ot 5
asrycta 2013 r. N 661 (CobpaHune 3akoHogatenbctBa Poccuiickon ®egepaumn, 2013, N 33, c1. 4377),
NpwWKasbiBato:

1. YtBepguTb npunaraemblit denepanbHblit roCysapCTBEHHbIM 06OpasoBaTesibHbIA  CTaHAAPT
cpegHero npodeccnoHanbHoro obpasoBaHMAa Mo crneumanbHocT 46.02.01 [doKymeHTauuoHHoe
obecneyeHue ynpaBneHUs N apxmsosBeseHue.

2. Mpu3HaTb yTpaTMBWIMM CWUAy npuKkas MuHUcTepcTBa 06pasoBaHUs M Hayku PoccuicKoi
depepaunn ot 25 aHeapa 2010 r. N 75 "O6 yTBep)KAEHUN U BBeOEHUW B aeilcTBue deaepanbHOro
rocygapcTBeHHOro o6pasoBaTefibHOro CcTaHAapTa cpefaHero npodeccroHanbHoro o6pasoBaHMA Mo
cneumanbHoct 034702 [doKymeHTaLMOHHOe obecrneyeHWe YyhpaB/ieHMA U apxuBoBepeHue"
(3apernctpuposaH MuHucTepcTBOM tocTULMKM  Poccuitickon  degepaumm 27  despana 2010 r,
pervcTpaumnoHHbiii N 16526).

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

MwuHunctp
[.B.IMBAHOB

MpunoxkeHune

YTBepKaeH

npukasom MuHuUcTepcTBa 0b6pasoBaHmA
N Haykn Poccuitckon ®epepaumm

ot 11 aBrycta 2014 r. N 975
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®EAEPA/IbHBIA TOCYAAPCTBEHHbIA OEPA3OBATE/IbHbINA CTAHOAPT
CPEAHEIO NPO®ECCMOHAJ/IbHOIO O6PA3OBAHUA MO CNELNA/IBHOCTU
46.02.01 4JOKYMEHTALMOHHOE OBECNEYEHUE YNPABJIEHNA
1 APXUBOBEAEHUE

I. OBJIACTb NPUMEHEHUA

1.1. Hactoawwmii denepanbHbiM roCyOdapCTBEHHbIM 06pa3oBaTesibHbIM CTaHAAPT CcpeaHero
npodeccmoHanbHoro obpasoBaHMUs npeacTaBaseT coboii COBOKYNHOCTb 06s3aTenbHbIX TpeboBaHMN K
cpeaHemy npodeccuoHasnbHOMy 06pa3oBaHUO no cneumasnbHocTn 46.02.01 [oOKymeHTaunmoHHoe
obecneyeHune ynpasBieHUs M apxmBoBeaeHne ana npodeccnoHanbHoOM obpasoBaTeibHON OpraHM3aumm
N obpasoBaTe/ibHON OpraHM3auuu Bbiclero obpasoBaHMsA, KOTOPblE MMEIOT MPaBO Ha peanunsauumio
UMEILWMX FrOCYAaPCTBEHHYIO aKKpeaMUTaLMio NpPorpaMmm NoaroToBKM CNeunasncToB cpegHero 3BeHa no
OaHHOM cneuuwanbHOCTM, Ha Tepputopum Poccuitickolt degepauumn (panee - obpasoBaTesibHan
opraHusaums).

1.2. MpaBo Ha peanuMsauuMio NPOrpamMmbl MOAFOTOBKM CMELMAZNUCTOB CpeaHero 3BeHa nNo
cneumnanbHoctM 46.02.01 [JoKymeHTaUMOHHOe obecneyeHWe ynpaBAeHUs W apXuMBOBeAeHUE UMeeT
obpasoBaTenbHas oOpraHMsaumMa nNpPU HaAUYMKM  COOTBETCTBYIOWEN JIMUEH3UM Ha OCYyLLeCTBAeHue
obpasoBaTeNbHOM AEeATENIbHOCTM.

Bo3morkHa ceTeBaa popma peannsaumm NnporpaMmmbl NOAroTOBKKU CneumasncToB cpegHero 3s8eHa
NCNO/Ib30BaHMEM PECYPCOB HECKOJIbKMX 06pa3oBaTesibHbIX OpraHu3aunin. B peannsaumm nporpammbl
NoAroTOBKM CNeunanmucTtoBs cpeaHero 3BeHa C  WCMNOJIb30BaHMeM ceTeBoit (opmbl Hapsgy ¢
obpasoBaTesibHbIMW  OpraHM3auMAMM  TaKKe MOFYT Yy4yacTBOBaTb MeEAMLMHCKME OpraHM3aumu,
OpraHusaLmMmn KyabTypbl, GU3KYNbTYPHO-CNOPTMBHbLIE M UHblE OpraHW3aLmn, obnagatowme pecypcamu,
HeobxoaMMbIMMK ANA OCYLLECTB/IEHUA 0bydYeHus, nposeaeHns y4yebHOM U NPOU3BOACTBEHHOM NMPAKTUKMU
N OCYLLECTB/NIEHMA WHbIX BUAOB y4ebHOWN AeATeNbHOCTU, NPenyCMOTPEHHbIX NPOFrPaMMON NOATOTOBKM
CNeuUnannCToB CpeaHero 3seHa.

Mpn peanusaumm NpPOrpammbl MOATOTOBKM CMELMANUCTOB CpeaHero 3BeHa obpasoBaTesibHas
OpraHusauma BNpaBe MNPUMEHATb 3/MEKTPOHHOe obyyeHne U AUCTaHUMOHHble obpasoBaTesibHble
TexHonornu. Mpu oby4yeHnmn nunL, ¢ orpaHMYEHHbIMU BO3SMOXKHOCTAMM 340P0BbA 3/1EKTPOHHOE 06yyYeHne
N OUCTaHUMOHHble 0bpa3oBaTesibHble TEXHOIOMMN A0MKHbI NpeaycMaTpuBaTb BO3MOXHOCTb Npuema-
nepegayn MHGOPMaLMKN B AOCTYMHbIX ANA HUX popMmax.

II. UCMMOJ1Ib3YEMbIE COKPALLLEEHNA

B HacTOAWLEM CTaHAAPTE MCNONbL3YIOTCA CAeAyHoLIME COKPALLEHNA:

CNO - cpeaHee npodeccmoHanbHoe obpasoBaHMe;

®droCc Crno - do¢epepanbHbii rocyaapCTBEHHbIM 06pa3oBaTesibHbIM  CTaHAAPT CpeaHero
npodeccroHanbHOro 06pasoBaHus;

MMNCC3 - nporpamma NOAroTOBKM CNELMaNUCTOB CpeaHero 3BeHa;

OK - 0bLasa KomnetTeHuus;

MK - npodeccmoHanbHaa KomneTeHLus;

MM - npodeccrMoHanbHbI MOoayb;

MUAK - mexxancumnanHapHbii Kypc.

[1l. XAPAKTEPUCTUKA NOATOTOBKK MO CMNEUNANTBHOCTH

3.1. MonyyeHwue CMO no NMCC3 gonycKaeTcs TO/bKO B 06pa3oBaTe/IbHON OpraHM3aumm.

3.2. Cpoku nonyyeHua CMO no cneumanbHoct 46.02.01 [okymeHTaumoHHoe obecneyeHue
ynpaBneHua 1 apxusoBegeHWe 6a3oBoi MOArOTOBKM B O4HOM ¢opme obyyveHua M npucBamBaemble
KBanudukaummn npmsoastca B Tabauue 1.



YpoBeHb 06pa3oBaHus,
HeobxoaMMbI Ana npuema Ha
obyyeHue no MMNCc3

HanmeHoBaHue KBanmdumKaLmm
6a30B0OM NOArOTOBKMN

Cpok nony4denuna CMNO no NMNCC3
6a30BOW NOArOTOBKU B OYHOM
dopme obyyeHuns <1>

cpeaHee obuee obpasoBaHue

OCHOBHOe 0buee obpasoBaHue

Cneuuyanuct no
OOKYMEHTALMOHHOMY
obecneyeHuto ynpasneHus,
aApPXMBUCT

1ropg 10 mecaues

2 roga 10 mecaues <2>

<1> He3aBUCMMO OT NpUMeHAEMbIX 06pa3oBaTebHbIX TEXHONOTUNA.
<2> ObpasoBaTenbHble OpraHn3aLUmu, ocyLecTBAAoLIME NOArOTOBKY CNeLManncTos cpeaHero 3seHa Ha 6a3e ocHOBHOro obuiero obpasoBaHua, peannsyioTt
denepanbHbIi rOCYyAapCTBEHHbIN 00pas3oBaTe/ibHbIM CTaHAAPT cpeaHero obuiero obpasoBaHua B npegenax [MCC3, B TOM uuciae € y4eTom MoOJiy4aemon

cneumanbHocTtu CIMO.

Tabnuua 1

KoHcynbTaHTlNt0C: NnpumeyaHue.
Hymepauma nyHKTOB AaHa B COOTBETCTBUM C OPULMANbHBIM TEKCTOM JLOKYMEHTA.

3.2. Cpoku nonyderus CNO no MMNCC3 yrny6neHHOM NOArOTOBKW NPEBbLIWAOT Ha 04MH rof cpok nonydenus CMO no MNMCC3 6a30Boi NOATOTOBKU.

Cpoku nonyueHuna CMNO no cneumanbHocTn 46.02.01 JokyMeHTaUMOHHOe obecneyeHne ynpaBieHna 1 apxmBoBeaeHne yrnybieHHOW NoAroTOBKM B OYHOM
dopme 06y4eHMA 1 NpUcBanBaemble KBanndpuKaumm npusoaaTca 8 Tabauue 2.

YpoBeHb 06pa3oBaHus,
HeobxoAMmbIi gNA npuema Ha
o06yueHue no MNMNCC3

HanmeHoBaHWe KBanMbUKaLmm
yrny6a1eHHOM NoAroTOBKM

Cpok nonyyeHua CMNO no MNMCC3

yrny6n1eHHoM NoAroTOBKM B O4HOM

dopme obyuyeHuma <1>

cpeaHee obulee obpasoBaHue

Cneuunanuct no

2 roga 10 mecAues

Tabnuua 2



OCHOBHOE 0bulee obpasoBaHue

AOOKYMEHTALNMOHHOMY
obecneyeHunto ynpasaeHua,
apXnBuUCT

3 roga 10 mecAues <2>




<1> He3aBUCUMMO OT NpMMEHAEMbIX 06pa3oBaTeIbHbIX TEXHOIOMUNA.

<2> QO6pasoBaTe/ibHble OpraHM3aLMu, OCYLLECTBAAIOWME MOArOTOBKY CMELManncToB CpeaHero
3BeHa Ha 0ase OCHOBHOro ob6uiero o6pasoBaHMA, peannsyloT deaepanbHbii FOCYAapCTBEHHbIN
obpa3oBaTenibHbIN CTaHAAPT cpeaHero obuwero obpasosaHus B npeaenax MMCC3, B Tom ymcie ¢ y4eTom
nonyyaemon cneumanbHoctn CMNoO.

Cpokn nonydyeHma CMNO no MMCC3 6asoBoit M yrnybneHHOW MNOAFOTOBKM HE3aBUCMMO OT
NnpYMeHsemMblx 06pa3oBaTe/IbHbIX TEXHONOMNI YBEIMYMBALOTCA:

a) ans obyyatowmxcsa No O4HO-3a04YHOM U 3a04HOM hopmam obyyeHus:

Ha 6ase cpegHero obuwero obpasoBaHus - He 6osee yem Ha 1 rog;

Ha 6a3e ocHOBHOro obuwero obpasoBaHus - He 6onee yem Ha 1,5 roaga;

6) onA MHBANWAOB M /UL, C OTPAHNYEHHbIMW BO3MOXKHOCTAMW 340POBbA - He bonee yem Ha 10
MecALEB.

IV. XAPAKTEPUCTMKA MPOPECCUOHA/IBHON
OEATE/IBHOCTU BbINMYCKHNKOB

4.1. ObnacTb NpodeccnoHanbHON AeATENbHOCTU BbIMYCKHUKOB: AEATENbHOCTb B CEKpeTapuaTax,
cnyxbax OKyMeHTaLMOHHOro obecneyeHuns, Kagposbix CayKb6ax U apxmMBax rocy4apCTBEHHbIX OPraHoB
N yuypexaeHW, B opraHax MecTHOro CaMoynpaB/ieHMA, HEroCyAapCTBEHHbIX OpraHn3aumax Bcex ¢opm
CO6CTBEHHOCTU, OBLLLECTBEHHbIX OPraHM3aUmaAxX (y4pexKaeHusx).

4.2. O6beKkTamm NpodeccUoHasibHOM AeATe/IbHOCTU BbIMYCKHMKOB AB/IAOTCA:

OOKYMEHTbI, CO34aHHble NtobbiM cnocobom fOKYMEHTUPOBAHMS;

CUCTEMbI LOKYMEHTALUMOHHOIO obecrneyeHna ynpasaeHus;

CUCTEMbI 31EKTPOHHOIO AOKYMEHTO060pOoTa;

APXMBHbIE JOKYMEHTbI;

nepBUYHbIE TPYA0BbIE KOMIEKTUBDI.

4.3. Cneunanuct no AOKYMEHTaUMOHHOMY obecnedyeHuio ynpasaeHus, apxuBucT (6a3osoit
NoAroTOBKM) FOTOBUTCA K CNeAYOLMM BUAAM AEATENbHOCTU:

4.3.1. OpraHu3auma L[OKYMEHTALMOHHOro obecneyeHusa ynpasiaeHua W GYHKUMOHUPOBAHMA
opraHusauum.

4.3.2. OpraHusauMa apxuBHOM W CNPaBOYHO-UHPOPMALMOHHON paboTbl MO  AOKYMeEHTam
opraHusauum.

4.3.3. BbinosHeHue paboT NO OAHON WAM HECKOAbKMM npodeccuam paboumx, AOKHOCTAM
cnyxawumx (npunoxkeHue K Hactoawemy ®roc Cno).

4.4, Cneumanuct no AOKYMeEHTaLMOHHOMY obecrneyeHUto ynpaBieHUs, apxmMBucT (yrnybaeHHOM
NoAroTOBKM) FOTOBUTCA K CNeAYOLMM BUAAM AEATENbHOCTU:

4.4.1. OpraHu3auma [OKYMEHTAUMOHHOro obecneyeHusa ynpasiaeHua W GYHKUMOHMPOBAHMA
opraHusauum.

4.4.2. OpraHuM3aumsa QapxXMBHOM UM CMPaABOYHO-UHPOPMALMOHHOM paboTbl NO  AOKYMEHTaM
opraHusauum.

4.4.3. OcywectBneHne AOKYMEHTAUMOHHOIO obecneyeHuWa ynpaBJeHUA W apXMBHOIO Jena ¢
MCNO/Ib30BaHWEM NPOrPaMMHbIX CPeACTB y4eTa, XpaHeHUs, 06paboTKM M NOUCKA AOKYMEHTOB.

4.4.4. BbinonHeHue paboT NO OAHOM WAM HeCKONbKMM npodeccuam paboumx, AOIKHOCTAM
CAyKalmx (npunoxkeHue K Hactosawemy Groc Cno).

V. TPEBOBAHWA K PE3YJ/IbTATAM OCBOEHWA NPOrPAMMbI NOAITOTOBKU
CNELUMATTINCTOB CPEAHETO 3BEHA

5.1. Cneumanuct no QAOKYMeHTaUuMOHHOMY obecneyeHUo ynpaBneHusA, apxusBucT (6asosoi
NOArOTOBKM) A0/KeH 061a4aTb 06LWMMM KOMNETEHLMAMM, BKAHOUAIOLMMK B cebs cnocoBbHOCTb:
OK 1. NMoHMMaTb CYyLLHOCTb U COLManbHYO 3HAaYMMOCTb CBOE Byayueit npodeccum, NPoasBaATb K



Hel yCTOMUYNBbIN MHTEpPEC.

OK 2. OpraHn3oBbIiBaTb COOCTBEHHYIO AEATEeNbHOCTb, BblOMPaTb TUMNOBbIE METOoAbl U CMOCOObI
BbIMOJIHEHUA NPOdECCUOHa/bHbIX 33434, OLEHUBATb X 3OPEKTUBHOCTb U KAYecTBO.

OK 3. MpuHMMmaTb pelweHna B CTAaHOAPTHbIX M HECTaHAAPTHbIX CUTyauMAX M HECTU 3a HUX
OTBETCTBEHHOCTb.

OK 4. OcyuwectBnaTb NOMCK U UCMO/b30BaHUE MHbOPMaLUKM, Heobxoaumon ana 3¢ eKTUMBHOro
BbINO/IHEHWUA NPOPECCUOHASBbHBIX 33434, NPOGECCMOHANBHOTO N IMYHOCTHOO PA3BUTKUA.

OK 5. Ucnonb3oBaTb MHPOPMALMOHHO-KOMMYHMKALUNOHHbIE TEXHOJIOTMK B NpodeccnoHaibHOM
[eATeNbHOCTU.

OK 6. PaboTaTtb B KoANEKTMBE U KOMaHAae, 3dPeKTUBHO 0bLWaTbCcs C Koaneramu, PyKoOBOACTBOM,
nortpebutenamu.

OK 7. bpaTb Ha ceba OTBETCTBEHHOCTb 3a paboTy YneHoB KOoMaHAbl (MOAYMHEHHbIX), pe3yabTaTt
BbINOJNHEHWUA 3a4aHUN.

OK 8. CamoctoaTenbHO onpepensatb 3agaym nNpPodecCMOHANbHOrO M JIMMHOCTHOTO Pa3BUTKA,
3aHMMaTbCA Camoobpa3oBaHNEM, OCO3HAHHO NAAHUPOBATb NOBbIWEHNE KBaNMDUKALUU.

OK 9. OpueHTMpoBaTbCA B YCAOBUAX YACTOM CMEHbl TEXHONOrMA B nNpodeccnoHas bHON
DeATeNbHOCTY.

5.2. CneumanucTt no [AOKYMEHTaUuMOHHOMY obecneyeHWto ynpaB/ieHusa, apxmMBUCT (6a3oBol
noAroToBKWU) AonxeH obnagaTb NpodeccMoHanbHbIMU KOMMETEHUUAMM, COOTBETCTBYHOLMMKU BUAAM
[eATeNbHOCTH:

5.2.1. OpraHusauma [OKYMEHTAUMOHHOro obecneyeHus ynpasBieHMA U GYHKUMOHMPOBAHMUA
opraHmsauuu.

MK 1.1. KoopauHupoBaTb paboTy opraHu3aumm (NpMemMHON pyKoBoAMTENs), BEeCTM npuem
nocetutenem.

MK 1.2. OcywecTtsnatb paboTy No NOAroToBKE M MPOBEAEHUIO COBELLAHWIA, AeN0BbIX BCTPEey,
NpPUeMoB 1 Npe3eHTaunii.

MK 1.3. OcywectBnaTb NOArOTOBKY AENO0BbIX MOE340K PYKOBOAUTENA U APYrUX COTPYLHUKOB
opraHusauuu.

MK 1.4. OpraH13oBbIBaTb paboyee MecTo CeEKpeTapsa U pyKosoauTens.

MK 1.5. OdopmnATb WM PErncTpMpoBaTb OPraHM3aLNOHHO-PACNOPAAMTENbHbIE AOKYMEHTHI,
KOHTPO/INPOBATb CPOKM UX NCMOJHEHUA.

MK 1.6. ObpabaTbiBaTb BXOAALLME U UCXOAALLME AOKYMEHTbI, CUCTEMATU3MPOBATb UX, COCTaBAATb
HOMeHKNaTypy aen n opMmmnpoBaTb AOKYMEHTbI B A€Na.

MK 1.7. CamoctostenbHo paboTaTb C AOKYMEHTaMM, coAepKalwumu KoHOUAEeHUMANbHYIO
MHPOpPMaLMIO, B TOM YMUCAE C LOKYMEHTAaMM NO IMYHOMY COCTaBy.

MK 1.8. OcywectBnatb TenepoHHoe obcnyKuBaHWe, NPUHMMATbL M NepeaasaTb GpaKcbl.

MK 1.9. OcywecTsnATb NOArOTOBKY A€ K Nepefade Ha apxXMBHOE XpaHeHMe.

MK 1.10. CoctaBnAatb OnNUCKU Aen, OCYLWeCTBAATb NOAFOTOBKY Aen K nepegade B apxus
OpraHM3auunm, rocyaapcTBeHHbIE U MYHULIMMANbHbIE apPXMBbI.

5.2.2. OpraHus3aums apxvMBHOM W CMNPaABOYHO-UHPOPMALMOHHON pPaboTbl MO [AOKYMEHTam
opraHmsauuu.

MK 2.1. OcywecTBnaTb 3KCNEPTU3Y LLEHHOCTU AOKYMEHTOB B COOTBETCTBMWU C AEWCTBYHOLLUMM
3aKoHOAaTe/IbHbIMM aKTaMU U HOPMATUBaMMU.

MK 2.2. Bectn paboTy B cucTeMax 3/IeKTPOHHOIO JOKYMeHToobopoTa.

MK 2.3. Pa3pabatbiBaTb M BECTU KnaccuduKaTopbl, Tabenn n gpyrve cnpaBoYHMKMU MO AOKYMEHTaM
OpraHu3saunu.

MK 2.4. ObecneuymBaTb NpUEM M1 PaLMOHaNbHOE pa3MelleHue OKYMEHTOB B apxmBe (B TOM uucne
OOKYMEHTOB MO INYHOMY COCTaBY).

MK 2.5. ObecneunBaTb y4ET U COXPAHHOCTb AOKYMEHTOB B apXu1Be.

MK 2.6. OpraHM30BbIBaTb WCMO/b30BaHNE APXUBHbIX AOKYMEHTOB B HAy4YHbIX, CMPABOYHbLIX M
NPAKTUYECKUX LLeNsax.

MK 2.7. OcyuiectBnsaTb OpraHM3aLMOHHO-METOAMUYECKOE PYKOBOACTBO M KOHTPOAb 3a paboToi
apxuBa OpraHM3aUnMKM U 3a OpraHM3aLMen LOKYMEHTOB B A4e/10NPOM3BOACTBE.

5.2.3. BbinonHeHWe paboT No oAHOM WAM HEeCKONbKMM npodeccnam paboumx, AOMKHOCTAM



CNYKALUUX.

5.3. CneumanucT no AOKYMeHTaUuMOHHOMY obecrneyeHuto ynpasaeHus, apxmsuCT (yrnybneHHoi
NnoAroToBKW) AonXeH 06/1aaaTb 06WUMN KOMMNETEHLMAMM, BKIIOUYAIOLMMUK B cebsi CNOCOBHOCTb:

OK 1. MoHUMaTb CYLWHOCTb M COUMANBbHYIO 3HAYMMOCTb cBOel Byayuien npodeccun, NPoABAATL K
HeW yCTOMYMBbIN UHTEpEC.

OK 2. OpraHu3oBbiBaTb COOCTBEHHYHO AO€ATENbHOCTb, ONpeAensaTb MeToAbl M Cnocobbl
BbIMOJIHEHUA NPOdECCUOHaNbHbIX 33434, OLEeHUBATb UX 3GPEKTUBHOCTb U KaYecTBo.

OK 3. Pewatb Npobaembl, OLLEHMBATb PUCKM M NMPUHMMATb PELLEHUA B HECTAHAAPTHbIX CUTYaLMAX.

OK 4. OcywecTtBnaTb NOUCK, aHaAU3 U OUEHKY MHpopmauum, HeobxoaMmon ANA MOCTAHOBKMU U
pelweHns NnpodeccnoHabHbIX 3a4a4, NPOPECCUOHANBHOIO U IMYHOCTHOIO Pa3BUTHUA.

OK 5. Ucnonb3oBaTb MHPOPMAUNOHHO-KOMMYHUKALLMOHHbIE TEXHO/IOTNMU ona
COBEpPLUEHCTBOBaHMA NPOodeCCMOHANbHOW AeATEeNIbHOCTH.

OK 6. PaboTaTb B KONNEKTMBE U KOMaHAe, obecneunBaTth ee cniodyeHne, 3¢ PpeKTMBHO 06LWaThCA €
KONNeramm, pykoBoAcCTBOM, NoTpebuTenamu.

OK 7. CraBuTb UEeNN, MOTMBMPOBATb [AEATENbHOCTb MNOAYMHEHHbIX, OPraHWM30BbLIBATb W
KOHTPO/IMPOBaATb UX paboTy C NPUHATUEM Ha ceba OTBETCTBEHHOCTU 3a Pe3y/bTaT BbIMOJIHEHWUA 3a4aHUN.

OK 8. CamocToaTenbHO onpenenatb 3agaym NpPodecCMOHANbHOrO M JIMMHOCTHOIO pPasBUTKA,
3aHUMaTbCA Camoobpa3oBaHNEM, OCO3HAHHO NAAHUPOBATb NOBbIWEHNE KBaMDUKALNU.

OK 9. bbITb rOTOBbIM K CMEHE TEXHO/IOTMNI B NPOdeCCMOHANbHON AeATENbHOCTU.

5.4. CneumanucT No AOKYMEHTaUMOHHOMY obecrneyeHuto yrnpaBaeHus, apxmsBucT (yrnybneHHol
NnoAroToBKWU) O0/KeH 061a4aTb NpodecCcMoHabHbIMU KOMMETEHLMAMM, COOTBETCTBYIOWMUMMN BUOAM
DEeATEeNbHOCTU.

5.4.1. OpraHusauma [OKYMEHTAUMOHHOro obecneyeHus ynpasBieHMA W GYHKUMOHMPOBAHMUA
opraHmsauuu.

MK 1.1. KoopauHupoBaTb paboTy opraHu3aumm (NpMemMHON pyKoBoAMTENs), BECTM npuem
nocetutenem.

MK 1.2. OcyuwecTtBaatb paboTy No NOAroTOBKE M MPOBEAEHUIO COBELLAHWUM, AE/I0BbIX BCTpeY,
NPUeMoB 1 Npe3eHTaunii.

MK 1.3. OcywectBnAaTb NOArOTOBKY AEN0BbIX MOE340K PYKOBOAUTENA U APYrUX COTPYLHUKOB
opraHmsauuu.

MK 1.4. OpraHun3oBbiBaTb paboyee MeCTo CEKpeTapa U pyKoBoAUTENS.

MK 1.5. OdopmnATb M PErnUCTPUpPOBaTb OpPraHM3aLMOHHO-PACNOPAANTENbHbIE AOKYMEHTbI,
KOHTPO/INPOBATb CPOKN X UCMOSTHEHUA.

MK 1.6. O6bpabaTbiBaTb BXOAALLME U UCXOAAWME AOKYMEHTbI, CUCTEMATU3MPOBATb UX, COCTaBAATb
HOMEHKNaTypy aen n opmmnpoBaTb AOKYMEHTbI B AeNa.

MK 1.7. CamoctosiTenibHO paboTaTb C [AOKYMEHTaMM, COAEpPXHaWMMU KOHPUAEHLMANbHYIO
MHPOpPMaLMIO, B TOM YMUCAE C LOKYMEHTAaMM NO IMYHOMY COCTaBy.

MK 1.8. OcywectBnaTb TenepoHHoe ob6cnyKnBaHue, NpMHUMaTb U NepeaaBaTb GaKchbl.

MK 1.9. OcywecTBnATb NOATOTOBKY A€ K Nepegayve Ha apXMBHOE XpaHeHMe.

MK 1.10. CocTaBnsaTb ONWCKU fOe€N, OCYLLECTBAATbL NOATOTOBKY AEn K nepegaye B apxuB
OpraHM3aLuu, rocyAapCcTBEHHbIE U MYHULMMNA/IbHbIE aPXMBDbI.

MK 1.11. BolgaBaTtb B COOTBETCTBMM C MOCTYNAOLWLMMM 3aNPOCAMMN aPXMUBHbIE KOMUU U AOKYMEHTbI.

5.4.2. OpraHus3aumsi apxvMBHOM W CMNPABOYHO-UHPOPMALMOHHON pPaboTbl MO AOKYMEHTaAM
opraHmsauuu.

MK 2.1. YyactBoBaTb B paboTe MO 3KCNepTM3e UEHHOCTU [AOKYMEHTOB B COOTBETCTBUM C
OENCTBYIOLMMMN 3aKOHOAATE/IbHbIMM aKTaMW U HOPMaTUBaMM.

MK 2.2. Bectn paboTy B cucTeMax 3/IeKTPOHHOIO AOKYMeHToobopoTa.

MK 2.3. PaspabaTtbiBaTb M BECTU KAacCUPUKATOPbI, Tabesn 1 UHble CNPABOYHUKM MO AOKYMEHTaM
opraHmsauuu.

MK 2.4. ObecneunBaTb NPUEM U PaLlMOHA/IbHOE Pa3MeLLeHNE OKYMEHTOB B apxmBee (B TOM Yncne
[OKYMEHTOB MO JIMYHOMY COCTaBy).

MK 2.5. ObecneunBaTb y4eT N COXPAHHOCTb AOKYMEHTOB B apXu1Be.

MK 2.6. OpraHn3oBbIBaTb WUCMNO/Ib30BAaHWE apPXWMBHbIX AOKYMEHTOB B HAy4YHbIX, CMPABOYHbIX W
NPaKTUYECKUX LENsXx.



MK 2.7. OcywecTBnsTb OpraHM3aLMOHHO-METOAMUYEeCKOe PYKOBOACTBO WU KOHTPO/Ib 3a paboToi
apxuBa OpraHM3aUnKM 1 3a opraHM3aLMen JOKYMEHTOB B Ae/10NPOM3BOACTBE.

5.4.3. OcyuwecTtBneHme AOKYMEHTAUMOHHOro obecnevyeHus ynpaBieHUA M apXMBHOFO Aena C
NCNo/Ib30BaHWEM NPOrPaMMHbIX CPEACTB yYeTa, XpaHeHUs, 06paboTKM M MOUCKA AOKYMEHTOB.

MK 3.1. Ocywectsnatb MHPOpPMaLMOHHYIO paboTy No AOKYMEHTamM, B TOM 4ucne cC
MCNOAb30BaHNEM OPITEXHMKK, MPOrPAMMHbIX CPeACTB YYETa, XPAaHEHUA N MNOUCKA LOKYMEHTOB U APYrUX
cneumanmsanpoBaHHbIX 633 AaHHbIX.

MK 3.2. MpuHMMaTb Mepbl NO YNOPAA0YEHUIO COCTaBa AOKYMEHTOB M MHGOPMALIMOHHbIX MOTOKOB,
COKpPALLEHUIO UX KOAMYECTBA M ONTUMM3ALNM OKYMEHTONOTOKOB OpPraHM3aumum.

MK 3.3. Bectn paboTy MO CO34aHMIO CMAPABOYHOro annapata Mo AOKYMEHTam C LUesblo
obecneyeHus yao6HOro 1 6bICTPOro Mx NOUCKa.

MK 3.4. MogrotaBnMBaTb AaHHble, HEOOXOAMMbIE AN COCTAB/IEHUA CMPABOK Ha OCHOBE CBEAEHUN,
MMEIOLLMXCA B JOKYMEHTaX apXmBa.

MK 3.5. MpuHUMaTbL yyacTme B pa3paboTKe /IOKasibHbIX HOPMATMBHbIX aKTOB OpraHM3auuu no
BOMPOCaM AOKYMEHTALMOHHOIo obecrneyeHmsn ynpaBaeHmna n apxXmBHOro aena.

MK 3.6. MpuHMMaTL ydyacTve B paboTe no noabopy W pPaccTaHOBKE KaapoB CAYyKObl
OOKYMEHTaLMOHHOro obecneyeHus ynpasieHUsa U apXxmBa OpraHnsaumm.

5.4.4. BbinonHeHWe paboT Mo OAHOM WAM HECKOJbKMM npodeccnam paboumx, AOMKHOCTAM
CNYXKALLNX.

VI. TPEBOBAHWNA K CTPYKTYPE NMPOIrPAMMBbI NOArOTOBKU
CNEUMANNCTOB CPEAHENO 3BEHA

6.1. MMNCC3 npeaycmaTpuUBaEeT U3ydyeHne ciefyoWwmx y4ebHbIX LMKIO0B:

06LLero rymaHUTapHOroO M COLMaNbHO-3KOHOMMYECKOTO;

MaTeMaTU4YeCcKoro 1 obLLero ecteCTBEHHOHay4yHOro;

npodeccnoHanbHoro;

W pa3genos:

y4yebHan NpaKkTuKa;

NpPoOn3BOACTBEHHAA NPAKTUKA (Mo Nnpoduto cneymanbHOCTH);

NpPOn3BOACTBEHHAA NPAKTUKA (NpeaamMniomMHas);

NPOMEKYTOYHAA aTTecTaums;

rocy4apCTBeHHAn UTOroBas aTTecTaums.

6.2. O6s3aTenbHan Yactb MNMNCC3 no yyebHbIM UMKAaM [0MKHA COCTaBAATb 0KOM0 70 NpouUeHToB
oT 06Lero o6bema BpeMeHM, OTBEAEHHOIO Ha UX OCBOeHMe. BapnatnsHan Yactb (okos0 30 NpoLeHToB)
03aeT BO3MOMHOCTb paclinpeHuna u (uau) yrnybaeHvua NOArOTOBKWM, ONpeaensieMon CopepraHuem
0653aTeNbHOM YacTU, NONYYEHUS LONOAHUTENIbHBIX KOMNETEHUMA, YMEHUA U 3HAHUI, HEOBXOAMMBbIX
ana obecneyeHMa KOHKYPEHTOCNOCOOHOCTM BbIMYCKHMKA B COOTBETCTBUM C 3anpocamMu pernoHasbHoro
PblHKa TpyAa M BO3MOMKHOCTAMM MPOAO/XKEHUA 06pa3oBaHUsA. AUCUMNAUHBI, MEXAUCUMNINHAPHbIE
Kypcbl W npodeccMoHanbHble MOAY/AM BAPUMATUBHOWM YacTu onpegensatotca o6pasoBaTesibHOM
opraHusaumen.

O6WMn  TYMaHUTApPHbIN M COLMANbHO-3KOHOMMYECKUIN,  MaTEMATUYECKMt ©n  obwmit
€CcTecTBEHHOHAY4YHbIN y4ebHble LMKbl COCTOAT U3 AUCLUMNINH.

MpodeccnoHanbHbii  y4ebHbIA LMKA CcOCTOUT M3  obwenpodeccnoHanbHbiX AUCLUNANH WY
npodeccroHanbHbIX MOAy/ieit B COOTBETCTBMU C BUAAMU AeATeNbHOCTU. B coctaB npodeccmoHanbHoro
MOAYNA BXOAUT OAMH UM HECKONIbKO MEXAUCUMNAMHAPHBIX KypcoB. Mpu ocBoeHUU oby4vatommmca
npodeccroHanbHbIX Moay/iein NpoBogATCA yuebHas u (M) NPoM3BOACTBEHHAA NPAKTUKA (Mo Nnpoduto
cneumnanbHoOCTH).

6.3. ObasaTesibHaA YacTb O6LLEr0 ryMaHUTApPHOTO U COLMANIbHO-9KOHOMMYECKOTO y4ebHOro LmKaa
MMNCC3 6a30BOit NOArOTOBKM [AOJIKHA NpeaycMaTpuBaTb M3yYeHWe cregylowmx 06s3aTenbHbIX
avcumnamH: "OcHosbl dunocodun”, "WUctopua", "MHocTpaHHbIK A3bIK", "dusnyeckasa Kynbtypa';
yrnyéneHHoi noarotoBku - "OcHoBbl punocodpumn”, "Uctopua”, "Mcuxonorns obuweHuns", "MHocTpaHHbIN
A3bIK", "®M3nueckas KynbTypa'.

ObnasaTenbHaa 4acTb npodeccMoHanbHoro y4yebHoro umkna [MNCC3 Kak 6a3oBoi, Tak u



yrnybneHHoM nNOAroTOBKWM AOJI)KHA MpeaycMaTpuBaTbh M3ydyeHWe AucumnauHbl  "besonacHocTb
KU3HeaeaTenbHocTn". O6bEM YacoB Ha AUCUMNAMHY "Be30onacHOCTb KU3HeaeATeNbHOCTU" cocTaBnseT
68 4acoB, M3 HUX Ha OCBOEHWE OCHOB BOEHHOWM C/yKObl - 48 Yacos.

6.4. ObpasoBaTesbHOM OpraHu3aumen npu onpegeneHmm ctpykTypbl MMNCC3 1 TpyaoemKocTH ee
OCBOEHMA MOXET MPUMEHATLCA CUCTEMA 3aYETHbIX €AMHML, NPU 3TOM OAHA 3a4yeTHad eguHuua
cooTBeTcTBYeT 36 akageMMnYeCKUM Yacam.

Tabnuua 3

CTpyKTypa nporpammbl NOArOTOBKU CMeLMaanCcTOB CpeaHero 3seHa
6a30B0O NOATOTOBKU



NHaeKc HanmeHoBaHMe yuyebHbIX LUMKNOB, pa3aenos, Bcero B Tom uncne MHaeKc n HammeHoBaHue Koapbl
Mmoaynei, TpeboBaHUA K 3HAHUAM, YMEHUAM, | MaKCMMaNbHOWM Yyacos OVCUMNNYH, dbopmumpyembix
NPaAKTUYECKOMY OMNbITY y4yebHoi o06a3aTenbHbIX MeXAMNCUMNANHAPHbIX KOMMeTeHumMmn
HarpysKu y4ebHbIX Kypcos (MAK)
obyuyatowerocs 3aHATUN
(yac./Hen,)
O6s3aTenbHan YacTb y4ebHbIx unknos MMCC3 2376 1584
0orca.oo O6WmMit rymaHUTapHbIM U coumnanbHo- 522 348
3KOHOMMYECKUIM YYeBHbIN LUKN
B pesynbTaTte M3yyeHus ob6s3aTenibHOM YacTu 48 0Orca.01. OcHosbl OK1-9

y4ebHOro UmKaa 0byyatoLmiica AONKEH:
ymeTb:

OPUEHTMPOBATLCA B Hanbonee obLmX
dunnocodpckmx npobaemax 6bITUA, NO3HAHUSA,
LeHHocTel, cBO60Abl U CMbICNA KU3HW KaK
OCHOBax GOPMUPOBAHUA KYNbTYpPbI
rpaxaaHunHa u byayuiero cneumanuncTa;
3HaTb:

OCHOBHbIe KaTeropum n noHATUA punocooduu;
ponb ¢pMnocodumm B KM3HM YENOBEKA U
obuecTsa;

0CHOBbI $10CcODCKOro yyeHns o bbiTuu;
CYLLHOCTb NMpoLLecca No3HaHus;

OCHOBbI Hay4HOW, brnocodcKom un
PeNUrMo3HON KapTUH MUPA;

06 ycnosuax GopmupoBaHnA TMYHOCTH,
cB0b0OAE 1 OTBETCTBEHHOCTU 33 COXpaHeHue
¥KU3HU, KYNbTYPbl, OKPY*KatoLLel cpeabl;

0 COLMAnbHbIX U 3TUHECKUX Npobaemax,
CBA3AHHbIX C Pa3BUTUEM U UCNO/Ib30BAHNEM
[OCTUXKEHMIN HAYKN, TEXHUKU U TEXHONOTUN.

dnnocodun




yMeTb:
OPMEHTMPOBATLCA B COBPEMEHHOW
3KOHOMMYECKOM, MONUTUYECKON U
KY/NbTYPHOM cuTyaumumn B Poccnn n mupe;
BbIAABNATb B3AMMOCBA3b OTEYECTBEHHDbIX,
PErnMoHabHbIX, MMPOBbIX COLMANBHO-
3KOHOMMYECKMX, MONUTUYECKUX U KYNbTYPHbIX
npobnem;

3HaTb:

OCHOBHbIE HaNpPaB/IEHMA PA3BUTUA KNHOYEBBIX
pernoHoB mupa Ha pybexke Bekos (XX u XXI
BB.);

CYLLHOCTb M NPUYUHbBI NOKA/bHbIX,
PErnmoHasibHbIX, MeKroCyAapCTBEHHbIX
KOHONMKTOB B KOHLE XX - Havane XXI BB.;
OCHOBHbIe NpOoLEeCChl (MHTErpaLMoHHbIE,
NOAMKYAbTYPHbIE, MUTPALMOHHbBIE U UHbIE)
NOINTUYECKOTO N SKOHOMMWYECKOTO Pa3BUTUA
BeAYyLLMX roCyAapcTB U PEerMoHOB MUpPa;
Ha3HayeHue OpraHusaumm O6begMHEHHbIX
Hauwnit (OOH), OpraHusaumm
CeBepoatnaHTMyeckoro aorosopa (HATO),
Esponeickoro Cotosa (EC) u gpyrux
OpPraHU3aLMin N OCHOBHbIE HAMPaB/EHMA UX
OeATeNbHOCTH;

0 PO/IN HaYKM, KyAbTypPbl U PENUTMN B
COXPAHEHUWN N YKPENJIEHUM HALMOHANbHbIX U
rocyapCTBEHHbIX TPAANLMIA;

CoAEeprKaHUe U Ha3HavyeHWe BaKHeMLNX
NPaBOBbIX N 3aKOHOAATE/IbHbIX aKTOB
MWPOBOTO M PErMoHaIbHOIo 3Ha4YeHus;

48

0Orca.o2. Ucropua

OK1-9

yMeTb:
06aTbcA (YCTHO M NMCbMEHHO) Ha

126

OrC3.03. MHOCTpaHHbIN
A3bIK

OK1-9




WMHOCTPaHHOM A3blKe Ha NpodeccuoHanbHble
W nosceAHeBHble TEMbI;

nepesoauTb (CO CnoBapem) MHOCTPaHHbIe
TeKCTbl NPodeccnoHanbHON HanpaBAeHHOCTY;

CaMOCTOATENNIbHO COBEPLUEHCTBOBATDL YCTHYHO U

NMNUCbMEHHYIO peYb, MONOJIHATb CﬂOBaprIVI
3anac;

3HaTb:

neKkcmyecknin (1200 - 1400 nekcnyeckmx
e4MHU1L) U TPaMMaTUYECKUI MUHUMYM,
HeobxoAMMbIl AnsA YTeHUs U nepesoaa (co
CNnoBapem) MHOCTPAHHbIX TEKCTOB
npodeccnoHanbHON HanpPaB/EHHOCTY;

yMeTb:
MCNosb30BaTh GU3KYNbTYPHO-
034,0p0BUTENbHYIO AEATENbHOCTb A1
YKpenneHua 340p0BbsA, fOCTUKEHUA
YKU3HEHHbIX U NPodeCcCnoHanbHbIX Lene;
3HaTb:

0 ponn pU3nNYeCKoM KynbTypbl B
06LLEeKYNbTYPHOM, MPodeccMoHaNbHOM U
COLMANbHOM Pa3BUTUM YE/I0BEKa;
OCHOBbI 34,0Pp0BOr0 06pasa KU3HMU.

252

126

Orca.o4. d®msmnyeckas
Ky/nbTypa

OK2,3

EH.00

MaTemaTuyeckuin u obwmi
€CTeCTBEHHOHAYYHbIN y4ebHbIN LMKA

198

132

B pesynbTaTte usyyeHunn obasaTesibHOM YacTu
y4ebHOoro uuKaa obyyatowmmnca gONKeH:
yMeTb:

pelwaTb 3a/a4M Ha OTbICKaHWe NPON3BOAHOM
CNOMKHOW GYHKLMMU, NPOU3BOAHbBIX BTOPOroO U
BbICLUMX NOPAKOB;

NPUMEHATb OCHOBHbIE MeTobl

EH.01. MaTtemaTtunka

OK1-6,9




WUHTErpnupoBaHuA NpuU pelleHnn 3a4ay;
NPUMEHATb MeToAbl MaTeMaTUYECKOTo
aHanun3a Npu peleHumn 3a4a4 NPpUKNaaHoro
XapaKTepa, B ToM Yucse npodpeccMoHaibHOM
HanpaB/1eHHOCTU;

3HaTb:

OCHOBHble MOHATNA N MeTOAbl
MaTeMaTM4YeCcKoro aHa/n3a;

OCHOBHbIE YUC/IEHHbIE METO/bI PeLLeHUs
NPUKAagHbIX 3a4ay;

YMeTb:
paboTaTb C COBPEMEHHLIMW ONEePaLMOHHbIMM
CUCTEMaMM, TEKCTOBbIMM peaKTopamMu,
TabIMYHBIMM NPOLLECCOPAMM, CUCTEMAMM
ynpasneHua 6azamu AaHHbIX, MPorpaMmmamm
NOArOTOBKM Npe3eHTaumii, MHGOPMALMOHHO-
NMOWCKOBbLIMMW CUCTEMAMM U NOJIb30BATLCA
BO3MOHOCTAMM MHPOPMALLMOHHO-
TeNeKOMMYHUKaUMOoHHOM ceTn "UHTepHeT"
(nanee - cetb UHTepHET);

npodeccMoHanbHO OCyLLEeCTBAATb HAbop
TEKCTOB Ha NePCOHaIbHOM KOMMbIOTEPE;
3HaTb:

TEXHUYECKME CpeacTBa U NPOrpaMmmHoe
obecneyeHne NepcoHaNbHbIX KOMMbIOTEPOB;
TEOpeTUYECKME OCHOBbI COBPEMEHHbIX
MHPOPMALMOHHbBIX TEXHOIOTUI 06LEero 1
cneumann3npoBaHHOIo Ha3HaAYeHus;
PYCCKYIO M NaTUHCKYIO KNnaBuaTypy
NepcoHaNbHOro KOMMbIOTEP];

npasmaa obopMIEeHUA JOKYMEHTOB Ha
nepcoHaNbHOM KOMMbIOTEpE;

EH.02. MHdopmaTHKa

OK4,5,9




YMETb:
OpPUEHTUPOBATLCA B Hanbonee obLLMX
npobaemax 3KoA0MMu un
NPUPOAONO0/b30BaHUSA;

3HaTb:

0Cco0bEeHHOCTN B3aMMOAENCTBMA 0bLecTBa U
npupoapbl;

NpUPOAOPECYPCHbIN NoTeHumMan Poccunu;
MPUHLKUMbI U MEeTOAbl PaLMOHaIbHOIO
NnpupoaoNo/b30BaHUS;

npaBoBble U CoLManbHble BONPOCHI
NnpuUpoAoNo/b30BaHUA.

EH.03. 3konormnyeckme
OCHOBbI
NpPMPOAON0aAb30BaHUA

OK3,6,7,9

.00

MpodeccnmoHanbHbIM y4ebHbIM LKA

1656

1104

0on.oo

ObuwenpodeccroHanbHble AUCUUMNINHDI

918

612

B pesynbTaTe M3ydeHUs 06A3aTeNIbHOM YacTu
npodeccMoHanbHoro y4ebHoro umKna
06yyaloLLnIiCca fOMKEH:

yMeTb:

OpPVEHTUPOBATbCA B BONPOCAax
3KOHOMWYECKOWN TEOPUM B COBPEMEHHDIX
yCNoBUSAX;

3HaTb:

3aKOHOMEPHOCTU GYHKLMOHMPOBAHUA
PbIHOYHbIX MEXaHN3MOB Ha MUKPO- U
MaKpPOYPOBHSAX U METOAbI FOCYAaPCTBEHHOIO
perynmpoBaHus;

obLye NoNoXKEeHMA SKOHOMUYECKON TeEOpUY;

ONn.01. 9kKoHOMMYecKan
TeopuA

OK1-7
MK1.1-1.3

yMeTb:
paccymTbIBaTb MO MPUHATON METOA0N0TUN
OCHOBHbIEe TEXHUKO-3KOHOMMUYECKNE

noKasaTtesiM AeATe/IbHOCTY OPraHn3aLmy;

ONn.02. 9KoHOMUKa
opraHusauum

OK1-7
MK1.1-13




3HaTb:
OCHOBHbl€ MUKPO- U MAaKPO3KOHOMUNYECKUE
KaTeropmnn n nokasatesin, MetToabl UX PaCHETa;

yMeTb:
ynpaBaaTb KOHGNMKTaMK U CTPECCAMU B
npouecce npodeccnoHaibHON AeATENBHOCTY;
3HaTb:

XapaKTepHble YepTbl COBPEMEHHOIO
MeHeOXMeHTa, UMK MeHeaXMeHTa,
npowecc NPUHATUA U peannsaumm
ynpaBieHYECKUX PELUEHUI,
nHdopmMaumoHHoe obecneveHme
MeHeOXMeHTa,

0Or.03. MeHegXmeHT

OK1-9
MK1.1,12,1.4-
18,2.4,25

YMeTb:

NPUMEHSATb KaZpOoBYO MOJIMTUKY Ha
rocyapCTBEHHOM M MYHULUMMNAIbHOM CNy»Kbe;
3HaTb:

CUCTEMY FOCYAaPCTBEHHbIX YYPEKAEHUN U
OpraHoOB MeCTHOro CaMOYMpPaB/iEHUS;
obwue npnHUMnbl M TpeboBaHmA K
NPOXOXAEHMUIO rOCYAaPCTBEHHOM U
MYHULUMUNANBbHOMN CAyKObI;
OpraHM3auMOHHO-NPaBoBbie GOPMbI
rocyfapCTBEHHOrO annapara ynpas/ieHus;

OM.04. l'ocymapcTBeHHasA m
MYHMUMNAAbHAA cnyxb6a

OK1-8
NMK1.1-1.8

YMeTb:

paboTatb ¢ NnpodeccMoHaNbHbIMU TEKCTAMMU
Ha MHOCTPAHHOM A3bIKE;

COCTaBAATb U 0GOPMAATL OPraHM3aLNOHHO-
pacnopaavTenbHY0 AOKYMEHTALMIO Ha
WMHOCTPaHHOM fi3bIKE;

BECTW NeperoBopbl Ha MHOCTPAHHOM A3bIKE;
3HaTb:

OMN.05. MHoCTpaHHbIN A3bIK
(npodeccrmoHanbHbIl)

OK1-7
MK11-1.3




NPaKTUYECKYIO FPaMMaTUKy, HeobXoaNMYHO
Ans npodeccnoHanbHoro obLieHna Ha
MHOCTPaHHOM A3bIKe;

ocobeHHOCTM nepeBoaa CayXebHbix
[OKYMEHTOB C MHOCTPaHHOrO A3bIKa;

YMETb:
NPUMEHSTb B NpodeccMoHanbHOM
OeATeNbHOCTU NPUemMbl Ae/10BOro obLeHus;
3HaTb:

OCHOBHbI€e npasuaa npodpeccnoHaibHOM
3TUKM M NPUEMbI 4e/10BOro 0b6LLeHNA B
KO/IIEKTUBE;

0CcobeHHOCTN NPODECCUOHAIBHOM STUKU U
NMCUXOJIOTUUN A,e/T0BOTr0 OBLEHMA CNYKALLNX
rocy4apCTBEHHbIX U UHbIX OPraHnU3aLMOHHO-
NPaBOBbIX POPM yUpPEKAEHUN U
OpraHu3aumii;

0Onn.06. NpodeccmoHanbHas
3TUKa M NCUMX0N0ruA
AenoBoro obweHnn

OK1-8
MK1.2-1.6,1.38

YMeTb:
c034aBaTb 6/1aronPUATHBIN NCUXOIOFMYECKUNIA
KNUMaT B KOJIIEKTUBE;

3¢ PEeKTMBHO ynpaBaaTb TPYAOBbIMU
pecypcamu;

3HaTb:

CoAeprKaHUe KaapoBoro, MHGOPMaLMOHHOTO,
TEXHWYECKOro 1 NPaBoBOro obecneyvyeHus
CUCTEMbI YNPAB/EHMA NEPCOHAIOM;
OpPraHM3aUMOHHYIO CTPYKTYPY CAYKObl
ynpaBsaeHWsA NepcoHaiom;

obLme NPUHLUMNbI YIPaBAEHMA NEPCOHAIOM;
NPUHUMMbI OPraHn3aLMmM KagpoBon paboTbl;
NMCUXONIOTMYECKME aCcnNeKTbl YyNPaBAeHUs,
cnocobbl paspeLleHnn KOHPAMKTHbBIX

OMM.07. YnpasneHune
nepcoHanom

OK1-9
MK 1.7, 2.6, 2.7




CnTyaum 1 B KONIEKTH BE;

YMETb:
3aWMLLATb CBOM NPaBa B COOTBETCTBUU C
TPYAOBbIM 3aKOHOAATENLCTBOM;
Mcnonb3oBaTb NPaBoOBYO MHPOPMaLMIO B
npodeccnoHanbHON AeATENbHOCTY;

3HaTb:

npaBa M 0683aHHOCTU CAyXKaLuX;
3aKOHOAaTe/IbHble aKTbl U HOPMATUBHbIE
OOKYMEHTbI, peryavpyouiue
NPaBOOTHOLEHNA GU3NYECKUX U
IOPULANYECKUX N,

OCHOBHbIE 3aKOHOAATE/IbHbIE aKTbl O
npaBoBom obecneyeHnmn npodpeccnoHanbHOM
AeATeNIbHOCTU CYKaLLmX;

OM1.08. NpasoBoe
obecneveHue
npodeccnoHanbHoM
OEeATeNbHOCTH

OK1-7
MK1.1,1.2,1.4,
15,1.7,1.8

yMeTb:

OpraHM30BbIBATb U MPOBOANTb MEPONPUATHUA
no 3awuTte paboTatoLmx U HaceneHuna ot
HeraTMBHbIX BO34ENCTBMI Ype3BblYaliHbIX
CUTYauuis;

npegnpMHUMaTh NpoduaakTUYEcKme mepbl
ON1A CHUXKEHWA YPOBHA OMacHOCTe
pa3/IMYHOro BUAA U UX NOCNeACTBUN B
npodeccnoHanbHOM AeATENBHOCTU U ObITY;
MCMNo/1Ib30BaTb CPEACTBA UHAMBUAYAIBHOM U
KOMIEKTUBHOM 3aLMTbl OT OPYXKUS MaccoBOro
nopaxeHus;

NPUMEHSATb NepBUYHbIE CPeaCcTBA
MOXKapOTyLLUEHUS;

OPMUEHTMPOBATLCA B NEPEYHE BOEHHO-YYETHbIX
cneumanbHOCTEN M CaMOCTOATENIbHO
onpeaensaTb cpeayn HUX POACTBEHHbIE
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Orl1.09. be3onacHOCTb
*KU3He[eATeIbHOCTH

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




Nnosly4eHHOM CneLmanbHOCTH;

NPUMEHATb NPOdECCMOHA/bHbIE 3HAHMA B
X0/e NUCMOoNHEHNA 06A3aHHOCTEN BOEHHOM
CNY»KObl Ha BOMHCKUX LONKHOCTAX B
COOTBETCTBMM C NOSIYYEHHOM
CcneunanbHoOCTbIO;

B/flafeTb cnocobamm 6eCKOHPNMKTHOIO
0bLLeHMA U camoperyiauumn B NoBcegHEBHOM
AeATeNIbHOCTU M 3KCTPEMAasbHbIX YCI0BUSAX
BOEHHOWM CNyK6bl;

OKa3blBaTb NEPBYIO NOMOLLb NOCTPALABLUMM,;
3HaTb:

NPUHLMMNbI 06ecneyeHns yCTOMYMBOCTH
06BEKTOB SKOHOMMKM, MPOTHO3UPOBAHMUSA
pPa3BUTUA COBbITUI N OLLEHKM NOCNeACTBUI
NPW TEXHOTEHHBIX YPE3BbIYANHbIX CUTYaLMAX U
CTUXUIAHbBIX ABJEHMAX, B TOM YMUCNE B YCAOBUAX
NPOTUBOAENCTBUA TEPPOPMIMY KaK
cepbe3Ho yrpo3e HauMOHaIbHOM
6esonacHocTM Poccumuy;

OCHOBHblE BMAbI MOTEHLMAbHbBIX ONACHOCTEMN
N UX NocneacTena B NpodeccMoHanbHOM
AeATENbHOCTU U BbITY, NPUHUMMbI CHUMKEHWUS
BEPOATHOCTU UX peanmsaumu;

OCHOBbI BOEHHO cNyX6bl 1 060POHBI
rocyaapcrsa;

3a/1a4M U OCHOBHbIE MepPOoNpUATUA
rpa*kaaHckom 060poHbl; cnocobbl 3aWmTbI
HaceNieHUA OT OPYKMA MACCOBOTO
nopaxeHus;

Mepbl NoXapHoi 6esonacHOCTV 1 NpaBuAa
6e30nacHOro NoBeAeHUA NPU NoXapax;
OpraHM3aumio U NOPALOK NPU3bIBA rPaXKaaH
Ha BOEHHYIO CNyKOY M NOCTYNAeHMA Ha Hee B




[06pPOBOILHOM MOPAAKE;

OCHOBHbI€E BUAbl BOOPYKEHNS, BOEBHHOM
TEXHUKU U CNELMNANIbHOTO CHAPAXKEHUS,
COCTOALLME Ha BOOPYXKEHUN (OCHALLEHMN)
BOWHCKUX NOApa3aeneHnii, B KOTOpbIX
MMerTCA BOEHHO-Yy4YeTHble cneunanbHOCTH,
poAcTBeHHble cneunanbHoctam Cro;
obnactb npumeHeHnAa noayv4yaembix
npodeccMoHanbHbIX 3HAHUI NPU UCTIONTHEH UM
06a3aHHOCTEN BOEHHOM CAY*KObI;

nopaaoK 1 NpaBuaa OKasaHMA NepBoi
NMOMOLLM NOCTPaAaBLINM.

nm.o0 MpodeccmoHanbHblie moayan 738 492
nm.o1 OpraHusauma 4OKYMeHTaUMOHHOro M/AK.01.01. OK1-9
obecneyeHuns ynpasaeHus u JoKymeHTauMoHHOe MK1.1-1.10

GYHKLMOHNPOBAHUA OpraHM3aLmum

B pesynbTaTe nsyvyeHuns npodeccmoHaibHOro
moayna obyyaloLnnca AOMKEH:

NMETb I'IpaKTVIl-IeCKMl‘/JI onbIT:

OpraHu3auum JOKYMEHTaLNOHHOro
obecneyeHns ynpasaeHua u
bYHKUMOHMPOBaHMA OpraHM3aLmm;

yMmeTb:

NPUMEHATb HOPMATUBHbIE NPABOBbIE aKTbl B
ynpaBneHYeCcKoW AeATeNbHOCTY;
NoAroTaBAMBaTb NPOEKTbI YyNpPaBieHYeCKUX
peleHnit;

06pabaTbiBaTb BXOAALLME U UCXOAALLME
[LOKYMEHTbI, CUCTEMATU3NPOBATD WX,
COCTaBAATb HOMEHKNATYPY AeNn u
bopmmnpoBaTb LOKYMEHTbI B AEN3;

roTOBUTb U NPOBOANTL COBELLAHUA, AE/10Bble

obecneyeHune ynpasaeHus

M/K.01.02. NMpasosoe
peryanposaHue
ynpaB/ieH4YecKomn
[eATeNbHOCTU

M/K.01.03. OpraHusauma
CEKpeTapcKoro
obcnyKmBaHuA




BCTPEYM, NPUEMbBI U NPE3eHTALUNY;
3HaTb:

HOPMaTMBHbIE NPABOBbLIE aKTbl B 061aCTH
OpraHu3aLumn ynpasaeH4YecKom
OEeATeNbHOCTYH;

OCHOBHble NPaBWAA XPAHEHMA U 3aLLMUTbI
cnyxebHol nHbopmauum.

nm.02

OpraHu3aumsa apxMBHOW M CNPaBOYHO-
MHGOPMALMOHHOM PaboTbl MO AOKYMEHTAM
opraHusauum

B pe3ynbTate M3y4eHUs NpodpeccnmoHaNbHOro
Moayns 0by4atowmincs AOMKeH:

MMETb MPAKTUYECKUIA OMbIT:

OpraHM3aunmn apXMBHOM 1 CNPaBOYHO-
MHGOPMALMOHHON PaboTbl MO AOKYMEHTAM
opraHusaumm;

YMeTb:

OpraHM30BbIBATb AEATE/IbHOCTb apX1Ba C
y4eToMm cTaTyca 1 npoduaa opraHMsaumm;
paboTaTb B CUCTEMAX I/IEKTPOHHOTIO
AOKYyMeHTo060poTa;

MCMNo/1b30BaTb B AeATE/IbHOCTM apXuBa
COBPEMEHHbIe KOMMNbIOTEPHbIE TEXHOIOTUU;
NPUMEHATb COBPEMEHHbIE METOANKM
KOHCepBaLMM U pecTaBpaLMm apXMBHbIX
AOKYMEHTOB;

3HaTb:

CUCTEMY apXMBHOIO YNpaBAeHUA B
Poccuitickoit epepaLmm n opraHn3aumio
ApxuBHoro ¢poHga Poccuiickonn deaepaunu;

CcUCTEMY XPaHEHUS U 06PabOTKN LOKYMEHTOB.

M/K.02.01. OpraHusauma
N HOPMATMBHO-MPaBOBbIE
OCHOBbI apPXMBHOTO Aena

MZAK.02.02.
locyfapcTBeHHble,
MYHWLMNANbHbIE apXUBbI U
ApPXMBbI OpraHM3aumi

M/AK.02.03. MeTogmKa u
NpaKkTUKa apxXxneoBeaeHUsA

MAOK.02.04. ObecneveHue
COXPaHHOCTU AOKYMEHTOB

OK1-9
NnK2.1-2.7

nw.o3

BbinosHeHMe paboT no oaHoM nam




HECKoNbKUM npodeccusm paboumx,
OONKHOCTAM CAYXKALMX
BapuaTtnBHas yacTb yuebHbix unknos MMCC3 1026 684
(onpenensetca obpasoBaTenbHOM
opraHusaumen camocTonaTeNbHO)
Bcero yacoB 06yyeHMs No y4ebHbIM LMKAam 3402 2268
nnces
Y1.00 YyebHas npaKkTuKa OK1-9
6 Hea. 216 MK1.1-1.10,
2.1-2.7
Mnmn.oo Mpou3BoAcTBEHHAsA NpakTUKa (No npoduaio
crneumanbHoCTK)
4 Hep.
nan.oo MponssoacTBeHHAA NPaKTUKA
(npepgamnnomHasn)
MNA.00 lNMpomexXyTouHan aTTecTaums 3 Hep.
T’MA.00 [ocypapcTBEHHAA NTOroBas aTrecTauma 6 Hea.
M'A.01 MoaroToBKa BbINYCKHOM KBanUdUKaLMOHHOMN 4 Hep.
paboThbl
M'MA.02 3awmTa BbINYCKHOM KBa/IMPUKALMOHHOMN 2 Hepn,
paboThbl

Tabnvua 4

CpokK nonyyeHua CMNO no NMMNCC3 6a308B0i1 NO4rOTOBKM B O4HOM popme 0byyeHma cocTaBaneT 95 Hegenb, B TOM YMCe:

O6yuyeHune No yuyebHbIM UUKIaM 63 Hea.




YyebHan npakTUKa

6 Hea.
Mpoun3BoacTBEHHAsA NPaKTUKA (Mo npoduato cneunanbHOCTH)
MponsBoacTBEHHAA NPAKTUKA (NpeaaMnaomHas) 4 Hep,
MpomexyTo4HaA aTTecTayma 3 Hea.
[ocypapcTBeHHaA UToroeas aTrecrauma 6 Hep.
KaHnKynbl 13 Hep.
Utoro 95 Heg.

Tabnvua 5

CTpyKTypa nporpammbl NOArOTOBKM CMELNannCcToB CpeaHero 3seHa
yrny61eHHOM NoAroTOBKM

NHAaekc HavmeHoBaHuMe yuyebHbIX LMKNOB, pa3aenos, Bcero B Tom umncne MHAeKC n HaumeHoBaHMe Koabl
Mmoaynen, TpeboBaHUA K 3HAHUAM, YMEHUAM, | MaKCMManbHOM Yyacos OVNCUMNNNH, dbopmmpyembix
NPaKTUYECKOMY OMbITY y4ebHow 0653aTeNbHbIX MEXONCLUMNANHAPHDBIX KomneTeHumin
Harpysku yuyebHbIX Kypcos (MOK)
obyyarowerocs 3aHATUN
(yac./Hen,)

O6s3aTenbHan YacTb y4ebHbIx unknos MMCC3 3672 2448

0orca.oo O6LWMi ryMmaHUTapHbIM U coumnanbHO- 804 536
3KOHOMMUYECKUI YYEeBHbIN LUKN
B pesynbTtaTte M3yyeHuns 06s3aTeIbHOM YacTu 48 Orc3.01. OcHosbl OK1-9
y4yebHoro uuKaa obyyatowmmnca gONKeH: dnnocodpum
yMeTb:

OpPUEHTMPOBATLCA B Hanboee 0bLwmx
dunocodpckmx npobaemax 6bITMA, NO3HAHUSA,




LeHHOoCTel, cB06OAbl U CMbIC/A }KU3HW KaK
ocHoBax GOPMUPOBAHMUA KYbTypbl
rpa*kaaHuHa u byayuiero cneumanmncra;
3HaTb:

OCHOBHbIE KaTeropumn u NoHATUA punocoduu;
posib punocodpumn B XKM3HN YeNOBEKA U
obuiectBa;

OCHOBbI $110COPCKOro y4eHUs 0 bbITUK;
CYLLHOCTb NpoLLecca NO3HaHUA;

OCHOBbI Hay4YHOM, dpnnocopcKom m
PENNTMO3HON KapTUH MUNPa;

06 ycnoBuax GopMnPOBaHUA IMYHOCTH,
cBoboge M 0TBETCTBEHHOCTM 33 COXPaHeHME
KM3HU, KYNIbTYPbl, OKPY:KatoLwen cpeabl;

0 COLUMANbHbIX M 3TUYECKUX Npobaemax,
CBA3aHHbIX C Pa3BUTUEM U UCMOb30BaHMEM
OOCTUKEHUI HayKU, TEXHUKU U TEXHOJIOTUIA;

yMeTb:

OPUEHTUPOBATHLCA B COBPEMEHHOIA
3KOHOMMYECKOM, MONUTUUYECKOM U
KY/IbTYPHOW cUTyaummn B Poccun n mupe;
BbIABAATb B3aMMOCBA3b OTEYECTBEHHbIX,
pernoHasbHbIX, MMPOBbIX COLUAbHO-
3KOHOMMYECKUX, MOJIUTUUECKUX U KYSIbTYPHbIX
npobnem;

3HaTb:

OCHOBHbIE HaNpPaB/IeHUA Pa3BUTUA KNOUYEBbIX
pernoHoB mupa Ha pyberke Bekos (XX u XXI
BB.);

CYLLHOCTb M NPUYMNHbBI NOKA/bHbIX,
PErmoHasbHbIX, MEKIOCYAaPCTBEHHbIX
KOH}ANKTOB B KOoHLe XX - Hayane XXI BB.;
OCHOBHble NpoLecchl (MHTerpaLMoHHbIE,

48

0rc>3.02. Uctopwus

OK1-9




NONNKYNbTYPHbIE, MUTPALUMOHHbBIE U UHbIE)
NOJINTUYECKOTO M SKOHOMMYECKOIO Pa3BUTHKA
BeAyLMX rocy4apcTB U PermMoHOB MUP3;
Ha3HaveHne OOH, HATO, EC n apyrux
OpraHM3aLnii U OCHOBHbIE HanpaBaeHUA NX
LeATeNbHOCTH;

O POJIN HaYKW, Ky/IbTYpbl U penurum B
COXPaHEHUU M yKpenaeHUN HaLUOHaNbHbIX U
rocy4apCTBEHHbIX TPaAULMNA;

coaepyKaHue 1 HasHayYeHue BaKHenLWwmnx
NPaBOBbIX U 3aKOHOAATE/IbHbIX AKTOB
MMWPOBOIO M PErMOHANbHOIO 3HAYEHUS;

yMeTb:

NPUMEHSATb TEXHUKM U NpuemMbl 3GPeKTUBHOTO
obLeHns B npodeccnoHanbHOM
OeATeNbHOCTY;

MCNONb30BaTb NPUEMbI CAMOPErYNALUN
noBeAeHMA B NpoLecce MeXANYHOCTHOIO
obueHus;

3HaTb:

B3aMMOCBA3b OOLLEHWNS U AeATENIbHOCTY;
uenu, GyHKLMM, BUAbI U YPOBHM 0bLLEHUS;
POAN 1 POJIEBbIE OXKMUAAHMA B OOLLLEHUM;
BMAbI COLMANbHbIX B3aMMOAENCTBUIA;
MeXaHW3Mbl B3aMMONOHNUMaHWSA B 06LEeHNN;
TEXHWUKN U NpUembl 0bLLeHNs, NpaBuna
CNywaHus, BeaeHus beceapl, yoexxaeHus;
3TUYECKME NPUHLMMbI 06LLEeHUS;

WUCTOYHMKM, NPUYUHDI, BUAbI M CNOCOObI
paspelueHusa KOHGAUKTOB;

48

Orca.o03. Necuxonorua
obuieHus

OK1-9
MNK2.7,3.6

yMmeTb:
obuiatbea (YCTHO M MMCbMEHHO) Ha

196

OrC3.04. HoCTpaHHbIN
A3bIK

OK1-9




WHOCTPAHHOM A3blKe Ha NPodecCMOoHaNbHble
W NoBCeAHEBHbIE TEMbI;

nepeBoAMUTb (CO C1OBAapeM) MHOCTPAHHbIe
TEKCTbl NPodeccoHanbHOM HanpaBAeHHOCTY;
CaMOCTOSTE/IbHO COBEPLIEHCTBOBATb YCTHYIO U
NMUCbMEHHYIO peyb, NOMOJIHATL C/IOBaPHbIN
3anac;

NMOHUMATb AMANOTUYECKYIO U
MOHOJIOTMYECKYIO peyb B chepe
npodeccnoHanbHON AeATEeNIbHOCTY;

3HaTb:

nekcunyecknin (3000 NeKcMYeckux eamHuL) u
rPaMMaATUYECKUN MUHUMYM, HEOHXO4MMbIi
AN1A YTeHWA 1 nepesBoa (co cnosapem)
WHOCTPAHHbIX TEKCTOB NpodeCcCMOHANbHOM

HanpasAEeHHOCTH;
YMETb: 392 196 Orc>.05. dusnyeckas OK2,3,6,9
MCNo/b30BaTb GU3KYNbTYPHO-CNOPTUBHYHO Ky/NbTypa

[eATeNbHOCTb ANA YKPENnIeHu s 340p0BbA,
AOCTUNKEHMUA KU3HEHHDbIX U
npodeccnoHanbHbIX Lene;

3HaTb:

0 ponn pU3nNYECKOM KynbTypbl B
06LLEeKYNbTYPHOM, MPpodeccMoHaibHOM U
COLMANIbHOM Pa3BUTUM YE/I0BEKa;
OCHOBbI 34,0Pp0BOr0 06pasa XKU3HM.

EH.00 MaTemaTuyeckuii u obwmi 390 260
€CTeCTBEHHOHAYUHbIN y4ebHbIN LIMKA

B pe3synbTaTte M3yyeHns o6s3aTenbHOM YacTu EH.01. MaTtemaTtuka OK1-6,9
y4ebHOro umkna oby4atowmnnea AoKeH:
yMeTb:

peLaTb 3a4a4M Ha OTbICKaHWE NPOU3BOAHOM




CNOMHOW GYHKLMMU, NPOU3BOAHbIX BTOPOIO U
BbICLUMX NOPAZKOB;

MCNO/1b30BaTb Pa3/INYHble MeToAbl
WMHTErpMpoBaHUA NPU pelleHnn 3aaay;
MCNONb30BaTb METOAbl MAaTEMATUUYECKOTO
aHanusa npu peweHnn 3agadv npUKIagHoro
XapaKTepa, B TOM Yucse npodpeccMoHaibHOM
HanpaB/1eHHOCTU;

peLlaTb CUCTEMbI YPaBHEHUIA C HECKO/IbKUMMU
nepemeHHbIMY MaTPUYHbIM U APYTUMMN
cnocobamu:

MUcnonb3oBaTb anrebpanyeckne metToabl Npu
peLleHnn reomeTpmyecKnx 3agay;

3HaThb:

OCHOBHbIE MOHATMA U MeTOAbI
MaTeMaTU4YeCKoro aHan13a, IMHenHou
anrebpbl N aHANNTUYECKOMN reoMeTpum;
OCHOBHbIE YUCEHHblE METO/ibl pelleHun
NPUKNaAHbIX 3a4ay;

CYLLHOCTb, BUAbI U cnocobbl pelleHns 3aaad
aHa/IMTUYECKOMN reoMeTPMM Ha NJOCKOCTU U B
NpPOCTPaHCTBE;

yMmeTb:
paboTaTb C COBPEMEHHbIMW ONEPaLMOHHBIMM
cMCTEMaMU, TEKCTOBbIMM pegakTopamu,
TabANYHBIMM NPOLECCOPAMM, CUCTEMAMM
ynpasneHua 6asamu AaHHbIX, TporpaMmmamm
NoAroTOBKM Npe3eHTaunin, MHGOPMaLMOHHO-
NMOWMCKOBbLIMM CUCTEMAMM U NO/Ib30BATLCA
BO3MOXKHOCTAMM r106anbHOMN ceTn UHTepHeT;
3HaTb:

OCHOBHble MeToAbl U CpeacTBa cbopa,
06paboTKK, XpaHeHUs, nepesadm u

EH.02. UHdopmaTHKa

OK4,5,9




HaKonneHuna nHpopmaumu;

TEXHUYECKMe CpeacTBa U NPOorpaMmmHoe
obecneyeHne NepcoHaNbHbIX KOMMbIOTEPOB;
TeopeTUyYecKMe OCHOBbI COBPEMEHHbIX
MHOOPMALMOHHbIX TEXHONOTNI 06LLEro U
CNeunanmn3npoBaHHOro HazHAYeHUS;

yMmeTb:
OpPUEHTMPOBATLCA B Hanboee 0bLwmx
npobaemax 3K0JIOTnmU U
npupoaoNo/b30BaHUS;

3HaTb:

0cobeHHOCTH B3aumogeicTemaA obectsa u
npupoapl;

NnpupoaopPeCcypPCHbI NnoTeHuMan Poccuu;
NPUHLUMMbI U MeTOoAbl PALMOHANBHOIO
NnpupoaoNo/b30BaHUS;

NpaBoBble M COLMaJIbHbIE BOMPOCHI
npupoaoNo/b30BaHUS;

EH.03. 3konormnyeckme
OCHOBbI
npMpoAonoab30BaHKUA

OK3,6,7,9

YMeTb:
MCMO/1b30BaTb TEXHO/I0TUM COOPa,
pasmeLlleHna, XxpaHeH A, HAKONAEeHUA,
npeobpasoBaHMA U Nepesayn SaHHbIX B
npo¢deccnmoHasibHO OPUEHTUPOBAHHbIX
MHPOPMaLMOHHDBIX CUCTEMAX;

obecneymBaTb 4OCTOBEPHOCTb MHOOPMALMM B
npouecce aBTOMaTU3MPOBaHHON 06pPaboTKK
AaHHbIX;

3HaTb:

KnaccmduKaumio MHGOPMaLMOHHbBIX CUCTEM;
BMAbl TEXHONOTMYECKMX NPOLLECCOB
06paboTKN MHbOPMALMM B MHOOPMALIMOHHbIX
cuctemax, 0cobeHHOCTU UX MPUMEHEHUS;

EH.04. MHbopMaumoHHble
CUCTEMbI B
npodeccnoHanbHoM
AeATeNbHOCTU

OK1-9
MK3.1-3.6




MeToZbl U Npuembl obecneyeHus
nHdopmaumoHHoM besonacHoCcTy.

.00

MpodeccnoHanbHbIl yY4ebHbIN LUKA

2478

1652

0rn.oo

ObuwenpodeccroHanbHble AUCLUMNANHDI

1180

786

B pe3ynbTtate nsyyeHusa ob6a3atenbHOM YacTm
y4ebHOro uuKkna oby4arowminca A0KeH:
YMEeTb:

OPMEHTUPOBATLCA B BONPOCAX
3KOHOMMWYECKOM TEOPUU B COBPEMEHHbIX
YC/IOBUSIX;

3HaTb:

3aKOHOMEPHOCTU GYHKLMOHMPOBAHMS
PbIHOYHbIX MEXaHU3MOB Ha MUKPO- U
MaKpPOYPOBHSAX N METOAbl rOCYAapCTBEHHOMO
perynnpoBaHus;

obue NofoKeHMA SKOHOMUYECKOM TEOPUU;

Orl1.01. 9koHoOMMYecKasn
TeopuA

OK1-7
NMK1.1-1.3

yMmeTb:
paccynTbIBaTb MO MPUHATON METOA0NOTUN
OCHOBHbIE TEXHUKO-3KOHOMMYECKNE
noKasaTtenim AeATeNbHOCTN OpraHn3aLmy;
3HaTb:

OCHOBHbIE MUKPO- N MaKPO3IKOHOMUYECKNE
KaTeropum 1 nokasaTeniv, MeToabl UX pacyeTa;

ONn.02. 9KoHOMMUKa
opraHusauum

OK1-7
MK1.1-13

yMmeTb:
yNpaBAATb KOHGAMKTaMM U CTpeccamu B
npouecce NpodeccuoHanbHO AeATENbHOCTH;
3HaTb:

XapaKTepHble YepTbl COBPEMEHHOTO
MeHEeAKMEHTA;

UMK MEHEeLKMEHTa;

0Or.03. MeHegKXMmeHT

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

24,25




NpoLEecc NPUHATUA U peannsaLmm
YNpaBieHYECKUX PELLEHWUN,
MHPOopMaLmMoHHOe obecneyeHne
MeHeAKMEHTa;

yMeTb:
NPUMEHATb KaZpOoBY NOJNTUKY HA
rocyapcTBEHHON N MyHULMMNANbHOWN CNy»KOe;
3HaTb:

CUCTEMY FOCYAaPCTBEHHbIX YYPEKAEHUN U
OpraHoOB MeCTHOro CaMOYMpPaBAEHUS;

obLwme npuHUMNbI U TpeboBaHUS K
NPOXOXKAEHUIO rOCYAaPCTBEHHON U
MYHWULMMNANIbHOM CNYKObl;
OpraHM3auMOHHO-NPaBoBbie GOPMbI
rocyapCTBEHHOrO annapaTa ynpasaeHus;

OMM.04. locypapcTBeHHasa n
MYHULMNANbHAA cnyx6a

OK1-8
MK1.1-1.8

YMETb:

paboTaTb ¢ NPodeCcCMOHaIbHbIMN TEKCTAMM
Ha MHOCTPAHHOM A3blKe,;

COCTaB/ATb U 0HOPMAATb OPraHM3aLMOHHO-
pacnopaamMTenbHyO AOKYMEHTALMIO Ha
MHOCTPAHHOM A3blKe,

BECTU NeperoBopbl Ha MHOCTPAHHOM A3bIKE;
3HaTb:

NPaKTUYECKY0 rpammaThKy, Heobxoanmyto
ANnA npodeccmoHanbHoro obLieHna Ha
WMHOCTpPaHHOM A3blKe;

0COBEeHHOCTM NepeBoaa CAyKebHbIX
[OKYMEHTOB C MHOCTPaHHOTO A3bIKa;

ONN.05. MHoCcTpaHHbIM A3bIK
(npodeccmoHanbHbIN)

OK1-7
NMK1.1-1.3

YMeTb:
NPMMeHATb B NpodeccnoHanbHOM
AeATeNbHOCTU NPUEMbI Ae/10BOTO 06LLEHMS;
3HaTb:

0On.06. NpodeccmoHanbHas
3TUKA M NCUXONO0rUA
Aenosoro obuweHun

OK1-8
MK1.2-16,1.8




OCHOBHbIe NpaBuna NPodeccUoHabHOM
3TUKM M NPUEMbl 4eN10BOro obLeHnA B
KOJINEKTUBE;

0cobeHHOCTN NPodECCMOHAIbHOM STUKU U
NMCUXOJIOTUUN A,E/T0BOr0 OBLEHMA CAYKALLNX
rocy4apCTBEHHbIX U UHbIX OPraHU3aUMOHHO-
NpPaBoBbIX POPM yUpEKAEHUN U
opraHusauuii;

YMETb:

npodeccnoHaibHO OCYLLECTBNATL Habop
TEKCTOB Ha NePCOHaNbHOM KOMMbIOTEPE;
3HaTb:

PYCCKYI0 M NaTUHCKYIO KNnaBuaTypy
NepcoHaNbHOro KOMMbIOTEPA;

npasuia 0GoOpMIEHUS OKYMEHTOB Ha
NnepcoHaNbHOM KOMIMbIOTEpE;

OMM.07. KomnbtoTepHas
06paboTka JOKYMEHTOB

0K2,4,5,9
MK 1.1,1.3-1.9,
2.2,2.4,2.5

YMETb:

3alLMLLATb CBOM MPaBa B COOTBETCTBUM C
TPYA0BbIM 3aKOHOAATE/IbCTBOM;
MCMO/1b30BaTb NPaBOBYIO MHPOPMALMIO B
npo¢deccnoHanbHON AeATENbHOCTY;
3HaTb:

npaBa M 06A3aHHOCTU CAyXKaLLMX;
3aKOHOAaTe/IbHble aKTbl U UHblE
HOPMaTMBHbIE NPABOBbIE LOKYMEHTbI,
peryanpytoLme npaBooTHOLEHUA
OU3NYECKUX U IOPUANYECKUX NNLL;
OCHOBHblE 3aKOHOAaTe/bHbIE aKTbl O
npasoBom obecneyeHnm NpodeccnoHabHOM
AEATeNbHOCTM CAYXKaLLMX;

0Or.08. Npasosoe
obecneyeHue
npodeccnoHanbHoM
AeATeNbHOCTU

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

yMmeTb:
0bOPMNATL AOKYMEHTALMIO NO YNPaBAEHUIO

Ol1.09. YnpasneHue
KayecTBOM

OK1-9
MK2.1-23,




KauyeCcTBOM NPOAYKLMU;
3HaTb:

OCHOBHbIE MOJIOXKEHNA CUCTEM MEHEAKMEHTA
KauyecTBa U TpeboBaHUA K HUM;
METOANYECKYIO U HOPMATUBHYIO
OOKYMEHTaLMIO NO YyNPaBAEHMIO KAYeCcTBOM
NPOAYKLUMU;

MK3.1,3.2,35

YMETb:
co34aBaTb 61aronpUATHbINA NCUXONAOTNYECKUI
K/IMMAT B KOJIJIEKTUBE;

3pPEeKTUBHO ynpaBAAaTb TPYA0BbIMU
pecypcamu;

3HaTb:

cofeprKaHue KaapoBoro, MHGOPMALLMOHHOTO,
TEXHWUYECKOro M NPaBoBOro obecneyeHus
CMCTEMbI YIPABNEHMA NEPCOHAIOM;
OPraHU3aLMOHHYIO CTPYKTYPY CNyKObI
ynpaB/ieHWA NepPCcoHaIoM;

obuue NpUHUMNbI YyNpaB/ieHUA NepcoHanom;
NPUHLMNbI OpraHn3aLMn KagapoBoi paboTbl;
NCUXONOTUYECKME acneKTbl yNpaBaeHus,
cnocobbl paspeleHns KOHGAUKTHbIX
CUTYyaUUt B KONNEKTUBE;

OMM.10. YnpasneHue
nepcoHanom

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

yMeTb:
MCMNO/1Ib30BaTb METOAbl HAYYHOrO NO3HAHWUA B
nccnen0BaTeNlbCKoN AeATeNbHOCTY;

3HaTb:

0 nocneAcTBUAX cBoei NpodeccMoHaNbHOM
AEeATENbHOCTU C TOYKM 3PEHUA eANHCTBA
6uocdepbl M GUocoLManbHON NpUpoabl
YyesloBEKa;

OCHOBHblE TEPMMUHbI U ONpeseneHus,

ON.11. OcHosBbl
nccnenoBaTeibCKom
neAaTenbHoCTU

OK1-9
MNK2.1,2.6,3.2,
3.3,35




ncnosabsyemble npu GopMmmnpoBaHnm
[OKYMEHTOB B 06/1aCTV Hay4HO-
NCCNeL0BaTeIbCKOMN AeATeIbHOCTY;

yMmeTb:
NpoBOANTbL HeobxoaMMble pacyeTbl No
Ha/I0roBOMY, KpeauTHOMY, BloasKeTHoOMyY
peryanpoBaHMio 3KOHOMUYECKMX NPOLLECCOB;
3HaTb:

cnocobbl rocyaapcTBEHHOTO PeryiMpoBaHus
S9KOHOMMKM B NMEPEXOHbI Mepuos, K pbiHKY;
ANHAMMKY COLIMaNIbHO-9KOHOMMNYECKNX
NpPOLLEeCCoB, MPOUCXOAALMX B CTPAHE, UX
CTaTUCTMYECKME 3aKOHOMEPHOCTY;
NPUHUMNbI U GOPMbI FOCYAAPCTBEHHOTO
peryiMpoBaHnsa 3KOHOMMUKU B PbIHOYHBIX
YCNOBUAX;

OMM.12. TocypapcTBeHHOe
peryanmposaHue
SKOHOMMKM

OK1-9
MK 3.5,3.6

yMeTb:
06DBACHATL pasinyHble GopMbl
rocyapCTBEHHOrO yNpaBaeHuUs;
Nno/sIb30BaTbCA OCHOBHbIMWU HOPMATUBHO-
NpPaBOBbIMU AOKYMEHTaMM, ONpeaensowmMmm
CUCTEMY rOCYAapCTBEHHOTIO YNpPaBaAeHUs;
No/sIb30BaTbCA MAaKPO3IKOHOMUYECKUMU
nokasaTtenamu;

BNAAETb METOAAMM paspeLleHms
KOHONMKTHbIX CUTyauui;

3HaTb:

Hay4Hble OCHOBbI CUCTEMbI FOCYAaPCTBEHHOIO
ynpasneHus;

CTPYKTYPY OPraHoB rocyaapCTBEHHOrO
yNpaBAeHWs; COAEpPKaHNE U HanpaBieHne
rocy4apCTBEHHOMN NOMUTUKY;

OrM.13. Cucrema
rocy4apCcTBeHHOro
ynpasneHus

OK1-9
MK 2., 2.7, 3.6




ynpaB/ieHMe coumanbHol chepon u
KOHQIMKTHBIMM CUTYaUMNAMMY;

YMETb:
XapaKTepu3oBaTb UCMOJIHUTE/IbHYIO BNACTb B
coBpemeHHol Poccun n npobnemsl ee
MoZepHM3aLUmMK;

06BbACHATL CNEUUPUKY rocyAapCTBEHHOTO
ynpaB/iEHMA Ha PErMOHAa/IbHOM YPOBHE;
3HaTb:

rocyfapcTBeHHbIl annapat Poccun B cucteme
COBETCKOro rocy4apcTea;

nepuoabl CTAaHOBNEHWUSA U 3BOJTHOLUN
AAMUHUCTPATUBHO-KOMAHAHOM CUCTEMDI
ynpasfaeHus;

COBETCKWUI ONbIT a4MUHUCTPUPOBAHNSA;
Kpu3unc degepatnBHoi cuctembl Cotosa
CoBetckux Coumnanncrnyecknx Pecnybnuk;
nepuog CTaHOB/IEHMA HOBOM CUCTEMbI
OpraHu3aLmnmn rocygapcTBeHHOM BacTK B
Poccnn B 1990 - 1993 rr.;

OCHOBHbI€e NonoXKeHnsa KoHcTUTyumnm
Poccuiickoit Pepepaummn 1993 r. un npouecc
$OpPMMPOBAHNA HOBbIX OPraHOB
rocyapCTBeHHOWN BNacCTy;
npeacTaBUTeNIbHbIE OpPraHbl BNAcTU B HaYyane
XXI B., CTPYKTYPY MCNONHUTENBHOM BNACTU B
coBpemeHHol Poccun n npobnemsl ee
MoOZEepHM3aLMK;

cneunoukry pedopmmpoBaHms cygebHoln
cucTembl Poccuiickot Pepepaunu;

OM.14. OpraHusauua
rocy4apCcTBEHHbIX
yupexaeHun Poccun

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

yMmeTb:
OpPraHn30BbIBaTb U MPOBOAUTbL MEPONPUATUA

68

O.15. be3onacHocTb
*U3HeaeATeNbHOCTH

OK1-9
NMK1.1-1.5,



consultantplus://offline/ref=0BBF2EDE2D988CE4CC1EC71700CC80C90E41EA4A15642A0CF6D5DENDk4C

no 3awmTe paboTatoWwmnx 1 HaceneHums ot
HeraTMBHbIX BO34ENCTBMI Ype3BblYaliHbIX
CcUTyauui;

npeanpMHUMaTbL NPodUNaKTUYECKME MepbI
ON1A CHUXKEHWA YPOBHA onacHocTe
pas3/IMYHOro BUAA U UX NOCNeACTBUN B
npodeccnoHanbHON AeATeNbHOCTU U ObITy;
MCMNo/1Ib30BaTb CPEACTBA UHAMBUAYAIbHOW U
KOJ/IIEKTUBHOM 3aLMTbl OT OPYXKUS MaccoBOro
rnopaxeHus;

NPUMEHSATb NepBUYHbIE CPeaCcTBa
MOXKapoTyLLUEeHUSs;

OPUEHTMPOBATLCA B NepeyYHe BOEHHO-YYETHbIX
cneuunanbHOCTeM N CaMOCTOATEIbHO
onpeaensiTb CPeAn HUX POACTBEHHbIE
NoAy4YeHHOW CNeunanbHOCTH;

NPUMEHSATb NPodeccMoHanbHble 3HaHUA B
X0[e UCNosHeHMsA 06A3aHHOCTE BOEHHOM
CNYX6bl Ha BOMHCKUX AOMKHOCTAX B
COOTBETCTBMM C NOJIYyYEHHOM
cneunanbHoOCTbIO;

B/lageTb cnocobamm 6eckoHGNNKTHOro
obueHnsa 1 camoperynaumm B NoBCEAHEBHOM
AeATeNIbHOCTU M 3KCTPEMAbHBIX YCI0BUSAX
BOEHHOW CcNyXbbl;

OKa3bIBaTb NEPBY NOMOLLb NOCTPaAABLLMM;
3HaTb:

NPUHLMMNbI 06ecneyeHns yCTOMYMBOCTH
06BbEKTOB 3KOHOMMKM, MPOrHO3UPOBAHUSA
pa3BUTUA COBbLITUIM N OLLEHKKU NocieaCcTBUI
NPW TEXHOTEHHbIX YPE3BbIYaMHbIX CUTYALMAX U
CTUXMIMHBIX ABNEHUAX, B TOM YMCNE B YCIOBUAX
NPOTUBOAENCTBUA TEPPOPU3MY KaK
cepbe3HOM yrpo3e HauMOoHaIbHOM

21-24,27,
3.1-3.6




6e3onacHocTn Poccuuy;

OCHOBHbIE BMAbl NOTEHLMA/IbHBIX ONacHOCTeM
N UX NOCNeaCTBUA B NPOPECCUOHANbHOM
AeATeNbHOCTU U 6bITy, NPUHUUNNbI CHNXKEHNA
BEPOATHOCTU UX pPeanm3aLmm;

OCHOBbI BOEHHOM CNYK6bl M1 060POHbI
rocyzapcrsa;

3a/1a4M U OCHOBHbIE MepPOoNpPUATUA
rpaykaaHCKoM 06OPOHbI; CNOCOObI 3aLUTbI
HaceseHUs OT OPY¥KMUA MacCoBOTO
NOpa*KeHus;

Mepbl NoxapHon 6e3onacHOCTN 1 NpasBuaa
6e3onacHOro noseAeHusa Npu NoXKapax;
OpraH13aumio U NOPALOK NPU3bIBA MPaXKaaH
Ha BOEHHYIO CNYKOBY M NOCTYN/IEHUA Ha Hee B
[06poBONbHOM NOpPAJKE;

OCHOBHbIE BMAbl BOOPYKEHUA, BOEHHOM
TEXHUKM U CMEeLnanbHOro CHapsaXKeHus,
COCTOALLME Ha BOOPYKEHUN (OCHALLLEHWNN)
BOMHCKWUX NOApa3aenieHNit, B KOTOPbIX
MMeTCA BOEHHO-YYETHbIE CMeumnanbHOCTH,
poACTBEHHbIe cneumanbHoctam Clo;
061acTb NPUMEHEHUA NONYYaEMbIX
npodeccuoHanbHbIX 3HAHWI NPU UCTIONHEH UM
06A3aHHOCTEl BOEHHOW CNyKObl;

nopaaoK 1 NpaBuaa OKasaHMA NepBoi
NMOMOLLM NOCTPaAaBLINM.

nm.oo MNpodeccnoHanbHble Moayu 1298 866
nm.o1 OpraHu3sauma 4OKYMEHTAUMOHHOIo M/K.01.01. OK1-9
obecnevyeHuns ynpasaeHus 1 JoKymeHTaUMOHHOE NK1.1-1.11

bYHKLMOHMPOBaHMA OpraHn3aumm
B pe3synbTaTte nsyyeHuna npodpeccMoHanbHOro

obecneveHue ynpas/sieHnAa

MKZ[.01.02. NMpasosoe




MoAayna obyyaroWmMNCs OONKEH:

MMETb NPAKTUYECKUI ONMbIT:

OpraH13aunmn 4OKYMEHTaLMOHHOTO
obecneyeHuns ynpasneHus u
GYHKUMOHMPOBAHMA OpraHM3aLmu;

YMeTb:

NPUMEHATb HOPMaTUBHbIE NPaBOBbIE aKTbl B
yrnpaBaeHYeCcKon aeAaTebHOCTY;
noAroTaBAMBaTh MPOEKTbI YNpaBAeHYECKUX
peLleHnit;

obpabaTbiBaTh NOCTYNaloLLNE U
oTnpaBasemble JOKYMEHTI,
CMCTEMATU3INPOBATb UX, COCTaBAATb
HOMEHKNaTypy gen u GopmmpoBaThb
OOKYMEHTbI B Aena;

roTOBUTb M NPOBOAMTL COBELLAHUSA, EN0BbIE
BCTPEUU, NPUEMbI U NPE3eHTaLuu;

3HaTb:

HOPMaTUBHbIE NPaBOBbIE aKTbl B 06/1aCTH
OopraHu3aumnmn ynpasaeHYecKom
OeATeNbHOCTY;

OCHOBHbIE NPaBUNa XPaHEHMA U 3aLLMUTbI
cnyxebHol nHdopmauum.

peryaMpoBaHue
ynpaB/ieHYecKom
AeATeNbHOCTH

MKZ.01.03. OpraHusauma
CeKpeTapcKoro
obcnyKmBaHuA

nm.02

OpraHu13aums apxmMBHOM M CNPaBOYHO-
MHPOPMaLMOHHOM paboTbl NO AOKYMEHTaM
opraHusauumu

B pesynbTaTe nsyyeHna npodeccMoHanbHOro
MoZayNa 0byYaroLWMNCs SONKEH:

MMeTb NMPAKTUYECKMIA OMbIT:

OpraHu3auMy apxXmMBHOWM M CNPaBOYHO-
MHGOPMaLMOHHOMN PaboTbl MO AOKYMEHTAM
opraHusauum;

yMeTb:

M/K.02.01. OpraHusauma
N HOPMaTMBHO-NPaBOBbIE
OCHOBbI apPXMBHOrO Aena

M/LK.02.02.
locyaapcTBeHHbIe,
MYHMLMNAAbHbIE aPXMUBbI U
apXMBbl OpraHn3aumii

M/K.02.03. MeTogmKka n
NnpaKTUKa apxmMBoBeaeHuUA

OK1-9
NnK2.1-2.7




OpPraHu30BbIBaTb AEATEIbHOCTb apXMBa C
y4eTom cTaTyca U npoduns opraHnsaumm;
paboTaTb B cMCTEMAX 3NEKTPOHHOTO
AOKYMEHTO060pPOTa;

MUCNONb30BaTb B AEATE/IbHOCTM apXmBa
COBPEMEHHbIE KOMMNbIOTEPHbIE TEXHONOTUM;
NPUMEHSATb COBPEMEHHbIE METOANKM
KOHCepBalMM U pecTaBpaLn apXmMBHbIX
JOKYMEHTOB;

3HaTb:

CUCTEMY apPXMUBHbIX YUPEKAEHNI B
Poccuiickoin Pegepaumm n opraHnsaumio
ApxusHoro ¢oHaa Poccuinckonn degepaumm;

cUCTEMY XpaHeHMs U 06PaboTKM AOKYMEHTOB.

MAK.02.04. ObecneyeHune
COXPaHHOCTU AOKYMEHTOB

nm.o3

OcyuiecTeneHne J0KYMEHTALMOHHOIo
obecnevyeHuns ynpaBaeHUsa U apxMBHOro Aena
C UCNONb30BaHUEM NPOrpamMMHbIX CPeACcTB
yyeTa, XpaHeHus, 06paboTKM 1 Nomncka
[OKYMEHTOB

B pesynbTaTte usydeHns npodeccmoHanbHOro
MmoAayna obyyaloWmnnca AOKeEH:

MMETb NPaKTUYECKUI OMbIT:

paboTbl C NPOrpamMMHbIMU CpeacTBaMu yyeTa,
XpaHeHus, 06paboTKM U MOUCKA [lOKYMEHTOB;
opraHM3aumnm cnpaBoYHO-UHPOPMaLMOHHOM
AeATeNbHOCTU C AOKYMEHTaMU;

yMeTb:

paboTatb c npodeccMoHanbHO
OPUEHTUPOBAHHbBIM MNPOTrPAMMHbIM
obecneyeHnem B 0b61acTu
AOKYMEHTaUUOHHOro obecneyeHus
ynpasneHua (ganee - 4OY) 1 apxuBHOro
aena;

M[K.03.01.
NHbopmaumoHHbIe
TEXHONOTUM B
OOKYMEHTaLMOHHOM
obecneyeHUn ynpasneHus
N apXMBHOM aene

MKZ[.03.02. MeTogmka
paLMoHanm3aumum
OOKYMEHTALLMOHHOTO
obecneyeHuns ynpasneHus
N apXMBHOTO Aena

MKZ.03.03. OpraHusauma
paboTbl C 3/IEKTPOHHbIMM
OOKYMEeHTamm

OK1-9
MK3.1-3.6




OpraHn3oBbIBaTb BHEAPEHUE
aBTOMATU3MPOBAHHOM CUCTEMbI B CNyKbe
OOY v apxuBe (TexHMYECKoe 3aaHue,
noHsaTue o CASE-TexHonorusx);

HaXoAUTb HeobXoAUMYI0 MHDOPMaLLUIO,
Nonb30BaTbCsA UHGOPMALNOHHBIMM
pecypcamu cetn MHTepHeTa B obiactu
OOKYMEHTOBEAEHUA M apPXMBHOTIO AeNa;
paboTaTb C 3IEKTPOHHbIMU AOKYMEHTAMU;
MCNONb30BaTb CETEBbLIE MPOrPaMMHbIE U
TeXHU4YeCcKune cpeacTBa B NpodpeccnoHaibHOM
OeATeNbHOCTYH;

3HaTb:

PbIHOK CMeLnannu3MpoBaHHOrO NPUKAALHOTO
nporpaMmmHoro obecneyeHus 8 obnactn 40Y
N apXMBHOTIO Aena (aBTOMATUYECKME CUCTEMDI
yrnpaBaeHua AOKYMEHTaMM);

coBpemeHHoe cocTtoaHue 0Y
rocyf,apCTBEHHbIX N HEFrOCYAapCTBEHHbIX
yUYpexXaeHui, rocysapCcTBEHHbIX,
MYHULUMNANbHbBIX U HEFOCYAaPCTBEHHbIX
apx1BoB B 06/1aCTU NPUMEHEHUSA
MHPOPMALMOHHbBIX TEXHOIOTUI U
MCNONb30BaHMA CrneLmaan3npoBaHHOro
nporpammHoro obecneyeHus;
KOopnopaTuBHble MHPOPMALMOHHbIE CUCTEMDI,
aBTOMATM3MPOBAHHbIE MO CUCTEMAM
OOKYMEHTaLUMu1, B TOM YMCAe KaapoBoii,
byxyyeTa;

nepcrneKkTUBHbIE HanpaBAeHUA
nHdopmaTtmsauum J0OY 1 apxnBHOro Aena;
3aKoHoAaTesbHyto 6a3y, OCHOBHbIE Yrpo3bl
nHdopmaumoHHON 6e3onacHoOCTHU.




nm.o4 BbinonHeHme paboT no oaHoMn nnm
HEeCKoIbKMM npodeccnam paboumx,
AO/IKHOCTAM CNYKALLMX

BapuaTnBHas yacTb yuebHbix unknos MMNCC3 1620 1080
(onpenensetca obpasoBaTenbHOM
opraHusaumen camocTonaTeNbHO)

Bcero yacoB 06yyeHMs No y4ebHbIM LMKAam 5292 3528
Mnnces

Y11.00 YuebHan npaKTuKa OK1-9

MK1.1-3.6
Mnmn.oo Mpou3BoAcTBEHHAsA NpakTUKa (No npoduaio 10 Hea. 360

crneumanbHoCTK)

nan.oo MponsBoacTBeHHAA NPaKTUKA 4 Hep,
(npepauniomnan)

MNA.00 MpomexxyToyHaaA aTTecTaumn 5 Heg.

T’MA.00 locypapcTBEHHAA UTOroBas aTrecTauma 6 Hea.

M'A.01 MoaroToBKa BbINYCKHOM KBanUUKALMOHHOMN 4 Hep.
paboThbl

MA.02 3alnTa BbIMNYCKHOM KBaANPUKALLMOHHOM 2 Hep.
paboThbl

Tabnvua 6

Cpok nonyyeHua CMNO no NMMNCC3 yrnybneHHoM NoaroTOBKM B 04HOM dopme 0bydyeHns coctasnseT 147 Hegenb, B TOM YNCAE:

O6yuyeHune No yuyebHbIM UUKIaM 98 Hega.

YyebHan npaKkTUKa 10 Hea.




MpounsBoacTBEHHAA NPaKTUKa (Mo NpoduIto cneumnanbHoOCTH)

Mpoun3BoAcTBEHHAsA NpPaKTUKa (NpeaanniomHan) 4 Hep.
MpomexyTo4HaA aTTecTayma 5 Hea.
[ocypapcTBeHHaA UToroeas aTrectauma 6 Hep.
KaHukynapHoe Bpems 24 Hegp.

UToro

147 Hep.




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

7.1. ObpasoBaTte/sibHaA OpraHM3aLMA CaMOCTOATENbHO pa3pabartbiBaeT M yTBepxaaet MMCC3 B
cooTBeTCTBUM ¢ HacToAwmm ®FOC CMNO um ¢ yyeTom cooTBeTcTBYOLWEN NpumepHon MMNCC3.

Mepen Havanom paspabotku MNIMCC3 obpasoBatenbHaa opraHU3auua AO0/XKHA OnpeaennTb ee
cneumduKy € y4eToOM HaMpaB/AEHHOCTM Ha YyAO0BNETBOpeHWe noTpebHoCTen pblHKA Tpyda W
paboToaarteneil, KOHKPETUINPOBATb KOHEYHbIE pPe3yanbTaTbl 0OYYEeHUA B BUAE KOMMETEHLUN, YMEHWUI U
3HaHWM, NPMObpPeTaeMoro NPakTMYECKOro onbITa.

KoHKpeTHble  BUAbl  AEeATENbHOCTM, K  KOTOPbIM  FOTOBMTCA  OOy4YaloWMNACA,  AOJXKHbI
COOTBETCTBOBATb MPUCBaMBaeMOlM KBaaMdUKaLMK, ONpesensaTb cogepxaHue obpasoBaTenbHOM
nporpammeol, paspabatbiBaemolii 06pa3oBaTeNlbHOW OpraHM3aumeit COBMECTHO C 3aUHTEPECOBAHHbIMM
paboTomatenamu.

Mpun popmunposaHmm NMCC3 obpasoBaTenbHaA opraHn3auUms:

MMeeT NpPaBO MCMNO/Ib30BaTb 0O6bEM BpPEMEHW, OTBEAEHHbIM Ha BapMATUBHYIO 4YacTb Y4YebHbIX
unknos MMNCC3, yBennumsana npu 3ToM O0ObEM BPEMEHM, OTBEAEHHbIA HA AWUCLUMMAAUHBI U MOALYAU
06s3aTeNnbHOM YacTn, AMbO BBOAA HOBble AWUCLMMANHBI U MOZY/IM B COOTBETCTBUWU C MOTPEBHOCTAMM
paboToaatenelt u cneunduKkon aeAatTeNbHOCTU 06pa3oBaTeIbHON OpraHM3aLnuy;

MMeeT NpaBo onpesenaTb 18 0CBOEHUA 0byYaloWMMMCA B pamKax npodeccMoHasbHOro Moayns
npodeccunto paboyero, AOMKHOCTb CAyXawero (oAHY WAM HECKOJIbKO) COMacHO TMPUIOXKEHUIO K
HacToAawemy ®roc Cro;

obs3aHa exerogHo obHoBnATb [MNCC3 ¢ yyeTom 3anpocoB paboTtogaTenieil, ocobeHHocTewn
pa3BUTMA PErMoHa, KyabTypbl, HAYKM, SKOHOMMKU, TEXHUKM, TEXHOMOMMIN W coumanbHon chepbl B
paMKax, YCTaHOB/IEeHHbIX HacToAwmum ProcC CMno;

06na3aHa B paboumnx y4ebHbIX Nporpammax Bcex AUCLMNANH U NPodeCcCUOHANbHbIX MOAYNEN YETKO
dopmynmpoBatb TpeboBaHMA K pe3ynbTaTaM WX OCBOEHMA: KOMMeTeHUuMAM, npuobpetaemomy
NPaKTUYECKOMY ONbITY, 3HAHUAM U YMEHUAM;

06s3aHa obecneumBatb 3GPEKTUBHYIO CaMOCTOATE/IbHYIO PaboTy oby4YaloWmMXCs B COYETAHUU C
COBEpPLUEHCTBOBAHMEM YMNPaBAEHUA €l0 CO CTOPOHbI NpenogasaTteniell 1 MacTepoB NPOM3BOACTBEHHOTO
obyueHus;

obs3aHa obecneunBaTb OOy4alOWMMCA BO3MOXHOCTb Yy4yacTBoBaTb B  popmMpoBaHUMK
WMHAMBUAYANbHOM 06pa3oBaTeIbHOM NPOrpamMmbl;

ob6sa3aHa $opMMPOBATL COUMOKYNLTYPHYIO Cpeay, CO34aBaTb YC/A0BUA, Heobxoaumble Aans
BCECTOPOHHErO pPasBUTMA U COUMANM3aLMM  JIMMHOCTM, COXPAHEeHWs 340pOBbA  Oby4aloLMXCS,
CNocobCcTBOBATL PA3BUTMIO BOCMMUTATENIBHOIO KOMMOHEHTA 06pa3oBaTeNbHOro Mpouecca, BK/OYan
pa3BuUTME CTYAEHYECKOrO CamoOynpaB/ieHWs, YydacTve obydyalowmxcs B paboTe o0b6WECTBEHHbIX
OpraHM3aLmii, CNOPTUBHBIX U TBOPYECKUX KNy6OB;

OOJ/KHA NpeaycMmaTpmuBaTth B LLEAX peann3aununm KOMNeTeEHTHOCTHOIO Noaxo4a UCNob30BaHWe B
06pa3oBaTENIbHOM MpPoLEcce aKTUBHbIX U MHTEPAKTUBHbLIX GOPM NPOBeAEHMNA 3aHATUI (KOMMNbIOTEPHbIX
CUMYNALUNIN, LEeNOBbIX U PONEBbIX Urp, pasbopa KOHKPETHbIX CUTyauUMi, MCUXONOrMYECKUX U UHbIX
TPEHWHIOB, TPYNMOBbIX AUCKYCCUIA) B COYETAHMM C BHeayaAUTOPHON paboTol ans GopmMMpOBaHUA U
pa3BUTMA 06LWMX U NPOdECCMOHaNbHbIX KOMMNETEHLUNI 0byYatoLwmXCs.

7.2. Mpu peanusaummn MNCC3 obyyatowmecs MMeOT aKafemuyeckne npasa U ob6s3aHHOCTM B
cooTBeTcTBUM C PepepanbHbiMm 3aKOHOM OT 29 gekabps 2012 r. N 273-03 "O6 obpasoBaHuM B
Poccuitckoit ®epgepaumn’ <1>.

<1> CobpaHune 3akoHogaTenbcTBa Poccuiickoint Pegepaumm, 2012, N 53, c1. 7598; 2013, N 19, cT.
2326; N 23, cT1. 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.

7.3. MaKcumanbHbii 0b6bem y4ebHOM Harpysku obydatolierocs coctaBiseT 54 akagemuyecKkux
Yyaca B HeZeto, BK/toYas BCe BUAbI ayAUTOPHOM M BHEAYANUTOPHOM y4ebHOM HarpysKu.
7.4. MaKcuManbHbli 06beM ayauTOpHOW YyyebHOW HarpyskM B O4YHOM dopme 0byyeHus
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cocTaBasieT 36 aKageMUYeCcKMX YacoB B Heento.

7.5. MaKcumasnbHbli 06bem ayauTOpPHOM yyebHOM Harpy3kum B O4YHO-3a04HOU dopme 0by4yeHun
cocTaBfifAeT 16 akageMMNYEeCKMX YacoB B HEAENHO.

7.6. MakcMmanbHbI 06bemM ayauTOPHOM y4ebHOM Harpysku B rof, B 3a04Holi popme obyuyeHun
coctasnaet 160 akagemmnyeckmx 4acos.

7.7. O6Wwan npoao/IKUTENbHOCTb KaHUKYA B yYyebHOM roay A0/KHA cocTasnatb 8 - 11 Heaenb, B
TOM YMC/ie HE MeHee 2-X HeZe/lb B 3MMHUI Nepuog,

7.8. BbinonHeHMe KypcoBoro npoekta (paboTbl) paccmaTpuBaeTca Kak Bug, yuebHol paboTtbl no
aucumnamHe (amMcumnamHam) npodeccMoHanbHoOro ydyebHoro uukna v (Man) npodeccroHanbHOMY
Mmoayno (Moaynam) npodeccMoHaNbHOrO y4yebHOro UMK/Ia UM peanunsyeTca B Npenenax BpPeMeHM,
OoTBeAEHHOro Ha ee (1x) usyyeHue.

7.9. QucumnanHa "®dusnyeckas KynbTypa" npegycmaTpuBaeT exeHenenbHo 2 yaca oba3aTesibHbIX
ayAMTOPHbIX 3aHATMI U 2 Yaca camocCToATe/IbHOW paboTbl (33 cyeT pasNnyHbIX GOPM BHEaAyAUTOPHbIX
3aHATUIM B CNOPTUBHBIX KNybax, cekumnax).

7.10. ObpasoBaTenbHaA OpraHU3auns UMeeT NpaBo ANA NOArpynn AEeBYLUEK MCNONb30BaTb YacTb
yuyebHoro BpemMeHu AucumnamnHbl "BesonacHocTb KusHegeaTenbHocTn" (48 yacoB), OTBEAEHHOrO Ha
N3y4yeHMe OCHOB BOEHHOW CNyXb6bl, Ha OCBOEHWE OCHOB MeAULMHCKUX 3HAHUN.

7.11. NonyyeHne CMNO Ha 6a3e ocHOBHOro o6uWero 06pa3soBaHUA OCYLLECTBASETCA C
OZIHOBPEMEHHbIM NOAy4YeHUEM cpeaHero obuero obpasosaHua B npegenax MMNCC3. B atom cayyae
MMNCC3, peanusyemas Ha 6ase ocHOBHOro obuwero obpasoBaHWA, paspabaTbiBaeTca Ha OCHOBE
TpeboBaHMI COOTBETCTBYHOWMX deaepanbHbiX TFOCYAapCTBEHHbIX 00pa3oBaTe/ibHbIX CTaHAAPTOB
cpeaHero obuiero obpasosaHma n CMNO c yyeTom nonyyaemon cneumnansHoctu CMNO.

Cpok ocsoeHus MMNCC3 B ouHON Popme obydeHusa ans nuu, obydarouwmxca Ha 6ase OCHOBHOIO
obuiero obpasoBaHus, yBesiMunmBaeTca Ha 52 Hegenun 13 pacyera:



TeopeTuyeckoe obyyeHue (npu obs3aTenbHOM ydebHOM Harpyske 36 4acos B Heaento) 39 Hegp.
NPOMeKYTo4YHanA aTrectTaumsa 2 Hep.

KaHWKy bl 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 Nepuos peanmsaumm obpasoBaTesibHOM Nporpammbl cpeaHero
obuwero obpasoBaHua Ana nuu, obyvalwowmxca Ha 6ase OCHOBHOro obuiero obpasoBaHus. PopMbl
NnpoBeAeHMA KOHCY/AbTauuii (rpynnosble, WUHAMBUAYAJNIbHbIE, MUCbMEHHbIE, YCTHble) onpeaensatoTcs
obpa3oBaTenibHOM opraHu3aumen.

7.13. B nepuog, obyyeHuMA ¢ roHOWamun npoBoaaTca yuebHble cbopbl <1>.

<1> MyHKT 1 ctatbm 13 depepanbHOro 3akoHa ot 28 mapta 1998 r. N 53-d3 "O BOWHCKOM
06A3aHHOCTN 1 BoeHHOM cnyxbe" (CobpaHne 3akoHogaTenbcTBa Poccuinickoit degepaumm, 1998, N 13,
cT. 1475; N 30, c1. 3613; 2000, N 33, cT. 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, cT. 2521; N 30, cT. 3029, cT. 3030, cT. 3033; 2003, N1, cT. 1; N §,
cT. 709; N 27, c1. 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, cT1. 3607; N 49, c1. 4848; 2005, N 10, cT. 763; N 14, c1. 1212; N 27, cT. 2716; N 29, cT.
2907; N 30, c1. 3110, cT. 3111; N 40, cT. 3987; N 43, c1. 4349; N 49, c1. 5127; 2006, N 1, cT. 10, cT. 22; N
11, ct. 1148; N 19, cT1. 2062; N 28, cT1. 2974; N 29, cT1. 3121, c1. 3122, c1. 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, cT1. 5418; N 49, cT. 6070, CT.
6074; N 50, cT. 6241; 2008, N 30, cT. 3616; N 49, cT. 5746; N 52, cT. 6235; 2009, N 7, cT. 769; N 18, cT.
2149; N 23, cT. 2765; N 26, cT. 3124; N 48, cT. 5735, cT. 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, ct. 6730; N 49, ct. 7021, ct. 7053, cT. 7054; N 50, cT. 7366; 2012, N 50, cT. 6954; N 53, cT.
7613; 2013, N 9, cr. 870; N 19, cT. 2329; ct. 2331; N 23, cT. 2869; N 27, cT. 3462, cT. 3477; N 48, cT.
6165).

7.14. MpaktuKka ABaaetca obAsaTenbHbim pasgenom [MMNCC3. OHa npeacTasaser coboit BuA,
y4yebHOM fOenaTeNbHOCTU, Hamnpas/ieHHOM Ha popmMUpPOBaHME, 3aKpensieHMe, Pa3BUTUE MNPAKTUYECKUX
HABbIKOB M KOMMETEHLMW B NPOLECCe BbINONHEHUA OnpeaeneHHbIX BUA0B paboT, CBA3aHHbIX ¢ byayuien
npodeccmoHanbHon aeatenbHocTbio. Mpu peanmsaumm MNIMCC3 npeaycmaTpmBaloTcs caeayowme BUAbl
NPaKTUK: y4ebHasa 1 NpoM3BOACTBEHHAA.

Mpon3BoAcTBEHHAsA NPaKTUKa COCTOUT M3 ABYX 3TAaMNOB: NPAKTUKM NO NPOPUI0 CNELNANbHOCTU U
npeaaunioOMHOM NPaKTUKN.

YyebHan npakTMKa M NPOM3BOACTBEHHAA MpaKTMKa (no npoduaio cneumanbHOCTU) NPoBOAATCA
obpasoBaTeNbHOM OpraHu3aumnen Npu ocBoeHMM obydatowmmmnca NpPodeccnoHanbHbIX KOMMNETEHLUA B
pamKax npodeccrmoHanbHbIX MOAYNEN U MOTYT Peasin30BbIBAaTbCA KaK KOHUEHTPUPOBAHHO B HECKO/IbKO
nepnMoaoBs, TaK M pPacCcpefoTOMEHO, 4epeayaAcb C TEOPETMYECKMMM 3aHATUAMM B pPaMKax
npodeccMoHanbHbIX MOAYNEN.

Uenn w 3agaum, nporpamMmbl M GopmMbl OTYETHOCTM onpegenatoTca obpasoBaTenbHOM
OopraHM3auMen No Kaxxaomy Buay NpPakTUKK.

Mpon3BoACTBEHHAsA MNPaKTMKA AO/MKHA  NPOBOAWTBCA B OpPraHM3auumaAx, Hanpas/eHue
OEeATeNbHOCTU KOTOPbIX COOTBETCTBYET NPOdUAI0 NOArOTOBKM 06yYatoLwmxcs.

ATTecTtaums no MToram npou3BoACTBEHHOMN MPAKTUKM NPOBOAMTCA C Y4ETOM (MM HA OCHOBAHMUM)
pes3ynbTaToB, NOATBEPHKAEHHbIX LOKYMEHTAaMUW COOTBETCTBYIOLLMX OPraHU3aLmi.

7.15. Peanusaumsa MMNCC3 no cneumanbHOCTM [O/KHA obecneymBaTbCs NeAarormyeckumm
Kagpamu, MMerWwumMn Bbicliee o0b6pasoBaHWe, COOTBETCTBYOWee npoduao npenogaBaemon
ancunnamHbl (mogyns). OnbIT AeATeNbHOCTM B OpraHM3aumax COOTBETCTBYOWEN npodeccroHanbHOM
chepbl ABnAeTcA 0b6sA3aTeNIbHbIM A5 NpenogasBaTesieil, OTBEYAKOLWMX 33 OCBOEHME obyyatowmmcs
nNpo¢deccnoHasbHoro yyebHoro TV ER Mpenoaasatenu nosyyatot O0NOJIHNTENbHOE
npodeccnoHanbHoe o6pasoBaHMe NO NPOrpaMmmam MoBblWeHUs KBannduKalummn, B TOm ymcne B popme
CTaXXMPOBKU B NPOPUNBbHbBIX OpraHn3aumnax He pexe 1 pasa B 3 roaa.

7.16. MMNCC3 ponxHa obecneumBaTbcad Yy4ebHO-METOAMYECKOW [OKyMeHTauuen no BCeEM
AVUCUMNAMHAM, MEXAMCUNNAMHAPHBbIM Kypcam 1 npodeccnoHanbHbim moaynsam MNMCC3.

BHeayauTopHaa paboTa A[0/XKHa COMPOBOXAATbCA  MeToAMYeckum  obecnedeHnem U
obocHOBaHMEM pacyeTa BpeMeHW, 3aTPaunBaeMoro Ha ee BbINoJIHeHMe.
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Peanusaums MNMCC3 gonxHa obecneuymBaTbCa AOCTYNOM KaXKa0ro obyyatouieroca K 6asam AaHHbIX
n 6ubnnoteuHbim doHaam, GopmmupyembiM No MOMHOMY MepedyHio aucunnaund (moaynen) MMNCC3. Bo
BPEMSA CAaMOCTOATENbHOW MOArOTOBKM Obyyatowmeca A0MKHbl ObiTb obecneyeHbl AOCTYNOM K CeTu
UHTepHeT.

Kaxkabli obyyatowmiica aomkeH 6biTb obecneyeH He MeHee Yem OAHMM y4ebHbIM MevyaTHbIM U
(M) 3NEKTPOHHBbIM U3AaHMEM NO KaXKAO0M AMCLMNANHE NPOPECCMOHANbHOIO y4ebHOro LMKAa U O4HMM
y4ebHO-MeToAMYECKMM  MeyaTHbiIM U (MAKM)  INEKTPOHHbIM  M3JaHMEeM N0 KaXkgomy
MEXAMCLMNANHAPHOMY KypCy (BKAKOYAA 3N1EKTPOHHbIe 6a3bl NepuoanyYecKmx nsgaHuii).

BubnnoteyHbii ¢oHA [OMKEH ObITb YKOMMAEKTOBAH MeYyaTHbIMM U (MAK) 3/EKTPOHHbIMM
M34aHUSAMU OCHOBHOM W AOMOJIHUTE/NIbHOW Yy4ebHOW AuTepaTypbl MO AUCUMMIMHAM BCEX Y4YebHbIX
UMKNOB, U3AaHHOM 3a nocnegHue 5 ner.

BubnunotedHoit ¢GoHA, NOMMMO Yy4yebHOM AUTepaTypbl, AOMKEH BKAOYATb OdULMANbHbIE,
CNpaBoYHO-OUBANOrpadUYeckne 1 nepuoamyeckme UsgaHma B pacdeTte 1 - 2 aK3emMnaApa Ha KaxAablx
100 obyyatowmxcs.

Kaxkgomy obydatlowemycs fomkeH ObiTb obecrneyeH AOCTyn K KOMMAeKTam 6ubanoTeyHoro
$oHAa, COCTOALMM HEe MeHee YeM U3 5 HAMMEHOBAHUIN POCCUMCKUX XKYPHANOB.

O6pasoBatenbHaa oOpraHM3auMa  OOMKHA  NPefoCTaBUTb  OOy4YalOWMMCA  BO3MOXKHOCTb
onepaTtMBHOro ob6meHa MHbOPMaUMeE C POCCUMCKMMM 06Pa30BaTENbHBIMWM OPraHU3aLMAMM U AOCTYN K
CoBpEMEHHbIM NPodeCcCMOHaNbHBIM 6a3zam AaHHbIX U MHGOPMALMOHHBIM pecypcam ceTn UHTepHeT.

7.17. Npuem Ha obyyeHue no MMCC3 3a cyeT 6I0AKETHBLIX aCCUrHOBaHMN deaepanbHOro 6loaXKeTa,
6roaxeToB cybbeKkToB Poccuitckon Peaepaumm n MmecTHbIX 6I0aXKeTOB ABAAETCA 006Wea0CTyMHbIM, eC/n
MHOE He NpeAyCMOTPEHO YacTbio 4 cTtaTbn 68 deaepasibHOro 3aKoHa oT 29 aekabpsa 2012 r. N 273-93
"O6 obpasosaHun B Poccuiickon Pepepauun’ <1>. duHaHcuposaHue peanmsaumm MMACC3 AONXKHO
OCYLLECTBNATLCA B OObEME He HUMKEe YCTAaHOBJIEHHbIX TOCYAAPCTBEHHbLIX HOPMATMBHbLIX 3aTpaT Ha
OKasaHMe rocyaapcTBeHHOM ycyrn B chepe obpasoBaHMsa 419 4AaHHOTO YPOBHS.

<1> CobpaHue 3akoHoaaTenbcTBa Poccuiickon ®egepaumum, 2012, N 53, ct. 7598; 2013, N 19, cT.
2326; N 23, c1. 2878; N 27, c1. 3462; N 30, cT. 4036; N 48, cT1. 6165; 2014, N 6, cT. 562, cT. 566; N 19, cT.
2289; N 22, cT1. 2769; N 23, cT1. 2933; N 26, cT. 3388; N 30, cT1. 4263.

7.18. ObpaszoBaTenbHasA opraHusaums, peanusytowan MMNCC3, gonxKHa pacnonaratb matepuasbHo-
TexHMYecKol 6a3ol, obecneymBatoLLeli NpoBeaeHNe BCeX BUAO0B 1aB0OPATOPHbIX PAabOT U NPAKTUYECKUX
3aHATUI, AUCUMNIMHAPHOW, MEXAUCUMNAMHAPHON U MOAYNbHOW MNOArOTOBKM, YY4eOHOW NPaKTUKK,
NpeaycMOTPEHHbIX y4ebHbIM NAaHOM 0bOpa3oBaTeNbHOW OpraHusauuu. MaTepuanbHO-TEXHUYECKas
6a3a L0NKHa COOTBETCTBOBATb AEMCTBYIOWMM CAHUTAPHBIM M MPOTUBOMOKAPHbLIM HOPMAM.

MepeyeHb KabnHeToB, NabopaTopPUii, MacTEPCKUX
N APYTrUX NOMELLEHUI

KabuHeTb!:

COLUMANbHO-3KOHOMUYECKMX ANCLUUMNINH;

WMHOCTPaHHOTO A3bIKa;

MaTeMaTUKN U UIHGOPMATUKK;

3KONOTNYECKNX OCHOB NPUPOLONO0Ab30BAHUSA;

SKOHOMMWKM OpPraHn3aLumn 1 ynpaBaeHUA NEPCOHANIOM;
MeHeKMEeHTa;

npaBoBoro obecneyeHmna NpopeccMoHaNbHOW AeATeNbHOCTH;
rocyapCTBEHHON U MYHULMNANBbHOM CYKObI;
[OKYMEHTaUMOHHOro obecneyeHnn ynpasiaeHus;
apX1MBOBEAEHUS;

npodeccMoHanbHOM 3TUKM U NCUXONOTUN LE/10BOTO OOLLEHMS;
6€e30MNacHOCTM KN3HeAeaTeIbHOCTH;

MEeTOANYECKUNA.

NabopaTtopuu:
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MHPOPMATMKM U KOMMbOTEPHOMN 06paboTKM AOKYMEHTOB;

TEXHUYECKUX CPeACTB ynpaB/ieHus;

CUCTEM 3/IEKTPOHHOI0 AOKYMEHTO060pOTa;

AOKYMEHTOBEeAEHMS;

yyebHan KaHuenapusa (cnyxba AOKYMeHTaLUMOHHOro obecneyeHuns ynpasneHus).

CnopTUBHbIA KOMMAEKC:

CNOPTUBHbIM 3an;

OTKPbITbIN CTAAMOH LUMPOKOTO NPoduaA C 31eMeHTaMU NOJIOChI NPENATCTBUN;

CTPenKoBbIN TUP (B Nt060M MoandUKaLMM, BKIKOUYAA SEKTPOHHbIN) UM MECTO A/1A CTPeNbbbl.

3ansbl:

61bnMoTEKA, YNTANIbHBIN 3a/1 C BbIXOAOM B C€Tb MIHTEPHET;

aKTOBbIN 3a.

Peanuszaums NMCC3 gonkHa obecneynBsaTsb:

BbINO/NHEHME oObyyaloWmMmmMca 1abopaTopHbIX U MNPAKTUYECKUX 3aHATUM, BKAKOYAA  Kak
0b6A3aTeNbHbI KOMMNOHEHT NPAKTUYECKUe 3a4aHNA C UCNO/Ib30BaHUEM NEPCOHA/IbHbIX KOMMbIOTEPOB;

OCBOEHME  oObyyalowMmMmUcs  NpodecCUOoHanbHbIX  MOAyNed B YCAOBMAX  CO34aHHOM
COOTBETCTBYlOLWEN 06pasoBaTe/ibHON cpedbl B 06pa3oBaTe/ibHOM OpraHU3auMm UAM B opraHM3aumsax B
3aBMCMMOCTM OT cneynudUKn BUAa AesTeNbHOCTU.

Mpwn MCNonb30BaHMUM SNEKTPOHHBIX U3a4aHUI 06pa3oBaTeibHasA opraHM3auunsa AoaKHa obecneunTb
Kaxkgoro obyuvatouierocs paboymm MecToM B KOMMbIOTEPHOM K/acce B COOTBETCTBUM C 06bemom
n3y4yaembIX AUCLMMINH,

ObpasoBaTtenbHasA oOpraHM3auuMs [O/KHA ObiTb obecneyeHa HEOOXOAUMBIM KOMIMIEKTOM
JIMLLEH3WOHHOTO NPOrPaMMHOro obecrneyeHus.

7.19. Peanuszaums MMNCC3 ocyuwecTaseTca obpa3oBaTe/IbHOM OpraHM3aLUmnen Ha rocy4apCcTBEHHOM
A3blke Poccuinckoit ®Pepepaumm.

Peanusaums T[MNCC3 o6pa3oBaTenbHOM OpraHu3auuel, pPacroJIOXKeHHOW Ha TepputTopum
pecnybsinku Poccuiickoin Peaepaumm, MOXKET OCYLLECTBAATLCA HA rOCYAAaPCTBEHHOM fA3blKe pecnybanku
Poccuiickoir ®egepaunm B COOTBETCTBMM C 3aKOHOAATENbCTBOM pecnybamk Poccuiickoit ®epepauni.
Peanunsaumsa [MMNCC3 obpa3oBaTenbHOM OpraHM3auMen Ha rocyAapCTBEHHOM fA3blke pecnyb/MKu
Poccuitckoit depepaumnm He A0MKHA OCYLLECTBAATLCA B ywepb rocyaapcTtBeHHOMY A3blKy Poccuitckol
depepaunn.

VIIl. OUEHKA KAYECTBA OCBOEHWMA NMPOrPAMMbI MOATOTOBKU
CNEUMANNCTOB CPEAHENO 3BEHA

8.1. OueHKa KadectBa ocBoeHua MMMNCC3 goaKHA BKAOYATb TEKYLWMA KOHTPOJIb YCNEBAaeMOCTH,
NPOMEKYTOUYHYIO U FOCYAAPCTBEHHYIO UTOFOBYIO aTTeCTaLLMM 0BYyYarOLLMXCA.

8.2. KoHKpeTHble dopmMbl M NpoLeaypbl TEKYLLEro KOHTPOA YCNeBAaeMOCTU, MPOMENKYTOUYHOM
aTTecTauMM MO KaXXAoW  gucumnavHe U npodecCMOoHaNbHOMY  MOAyAl  paspabaTbiBatoTcs
06pa3oBaTENIbHOW OpraHn3auMen CaMoCcToATENIbHO M J0BOAATCA A0 CBeAeHMA 0byYatowmxca B Te4eHme
nepBbIX ABYX MeCALLEB OT Hayana obyyeHus.

8.3. inAa attectaumm obyyatowmxca Ha COOTBETCTBME UX NEPCOHAJIbHbIX AOCTUMKEHWUN MO3TAMNHbLIM
TpeboBaHuam cooTseTcTytowern MMNCC3 (TeKywmin KOHTPO/Ab YCNEBAEMOCTM U MPOMENKYTOYHas
aTrectauma) cosgatotcd ¢OHAblI OLLEHOYHbIX CpPeacTB, MO3BO/AIOWME OLEHUTb YMEHMUS, 3HaHuA,
NPaKTUYECKUIA ONbIT U OCBOEHHbIE KOMMETEHL MM,

®PoHAbl OUEHOYHbIX CPeacTB  ANA  MPOMENKYTOYHOM aTTecTaumn No  AUCUUNAMHAM U
MEXAUCLMNANHAPHBIM  Kypcam B cocTaBe nNpodecCMoHaNbHbIX Moayneit paspabatbiBatotca U
yTBEpXKAatoTcA 06pasoBaTe/IbHON OpraHM3aLmMein CaMoCTOATENbHO, @ A1A NMPOMEXKYTOYHON aTTecTauum
no npodeccrmoHanbHbIM MOAYNAM U ANA TOCYAAPCTBEHHOW UTOrOBOM aTTecTaumn - paspabaTtbiBatoTca U
yTBEpXKAAlOTCA 06pa3oBaTeNibHOM  OpraHMsauMeirt nociae nNpeaBapuUTENbHOTO  MOJIOXKUTEIbHOMO
3aKk/o4eHns paboTtoaarteneit.

Ona npomexkyTouyHOW aTTecTaumm Oby4YalroLWMXCA MO  AUCUMMAMHAM  (MEXAMCLMNANHAPHBIM
Kypcam) Kpome npenogasaTtesieit KOHKPETHOW AMCLMNANHDI (MEXANCLMINMHAPHOIO Kypca) B KayecTse
BHELUIHUX 3KCNEPTOB AOKHbI aKTUBHO MPUBIEKATbCA NPEnogaBaTeIM CMEXHbIX AUCLMMANH (KypcoB).



Ons  MaKCMManbHOro nNpUBAMIKEHMA NporpaMmm MPOMENKYTOUYHOM aTTecTaumm obydarowmxca no
npodeccMoHanbHbiM MOAYNAM K ycaoBuam ux  byaywen npodeccMoHanbHON AeAaTeNlbHOCTU
obpasoBaTeNbHOM OpraHM3aumMen B KaYecTBE BHELUTATHbIX SKCMEPTOB AO/XKHbl aKTUBHO NMpPMBAEKATbLCA
paboToaartenu.

8.4. OueHKa KayecTBa MNOATOTOBKM ODOY4YalOLMXCA WM BbIMYCKHUKOB OCYLLECTBAAETCA B ABYX
OCHOBHbIX HaMNpaB/AeHUAX:

OLLeHKa YPOBHA OCBOEHUA ANCUMNMNINH;

OLLEeHKa KomneTeHuunit oby4arowmxcs.

[ns toHowel npefycmaTpMBaeTca OLLeHKa pe3y/ibTAaTOB OCBOEHMA OCHOB BOEHHOM CyXKObl.

8.5. K rocyaapcTBeHHO WTOroBOW aTTecTauuM AOMYCKAeTca oO0yvalowniica, He MMEoLWMin
aKageMMUYecKon 3a[0/IKEHHOCTU M B MNOJHOM 0b6beme BbINOAHMBLUMKA Yy4ebHbIM NnaH  uan
WHAMBMAOYANbHBLIX  y4ebHbIA NJaH, €ecin WHOe He YCTaHOB/JEHO MOPsSAKOM NpoBeAeHus
rocyapcTBeHHOM UTOTOBOM aTTecTalMm No COOTBETCTBYOLWMM 06pa3oBaTe/ibHbIM Nporpammam <1>.

<1> Yactb 6 cTaTbm 59 denepanbHoro 3akoHa ot 29 gekabps 2012 r. N 273-d3 "06 obpasoBaHUM
B Poccuiickon ®Pepepaumn” (CobpaHune 3akoHopatenbcTBa Poccuiickon dPepepauymm, 2012, N 53, cT.
7598; 2013, N 19, ct. 2326; N 23, cT. 2878; N 27, cT1. 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. locymapcTBeHHas WMTOroBas aTTecTauma BK/OYaeT MNOATOTOBKY W 3alMUTY BbIMYCKHOM
KBanudUKaLUMOHHOM paboTbl (AMnaomHaa paboTta, AMNAOMHbIN NpoekT). Obs3atenbHoe TpeboBaHMe -
COOTBETCTBME TEMATUKUN BbINYCKHOW KBAaZIMPUKALMOHHON paboTbl COAEPKAHUIO OLHOTO UAN HECKOIbKMX
npodeccnoHanbHbIX Mogyne.

locynapCTBEHHbIN 3K3aMeH BBOAUTCA MO YCMOTPEHMIO 06pa3oBaTe/IbHOM OpraHn3aumm.

MpunoxxeHune

K ®rocC CMo no cneunanbHoctn 46.02.01
JoKymeHTaUMOHHOe obecneyeHne
ynNpaBneHua 1 apxmeoBegeHmne

MEPEYEHDb
NPO®ECCUIN PABOYUX, OO/IKHOCTEN CNYMKALLMX, PEKOMEHAYEMbIX
K OCBOEHUIO B PAMKAX MPOTPAMMbI MOATOTOBKU CMELMASTUCTOB
CPEAHETO 3BEHA
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Koa no Obuepoccninckomy Knaccudurkatopy

HanmeHoBaHuMe npodeccuin paboumx, 40NKHOCTEN

npodeccuin paboumnx, OMKHOCTEN CAYMKALLMUX U CYXKaLLmX
TapudHbIx paspaaos (OK 016-94)
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26353 CeKkpeTapb-MaLIMHUCTKA
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