[lokyMeHT npeaocTaBneH KoHcynbTaHTINoc

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

MMUHUCTEPCTBO OEPA30OBAHUA U HAYKU POCCUMCKOM ®EAEPALIUMA

NPUKA3
ot 11 aBrycra 2014 r. N 975

OB YTBEPXAEHNN
OEAEPA/IbHOIO rOCYAAPCTBEHHOIO OGPA30OBATE/IbHOIO CTAHAAPTA
CPEAHETO NPO®ECCMOHAJ/IbHOIO OBPA3OBAHMA NO CNELWUA/IBHOCTU
46.02.01 AOKYMEHTAUMOHHOE OBECNEYEHUE YNPAB/IEHNA
N APXMBOBEAEHUE

B cootBetctBMM € nognyHKTom 5.2.41 MonoxeHus o MuHUCTepcTBE 06pasoBaHMA U HayKu
Poccuiickoin ®egepaumm, yTeepKAeHHOTro noctaHosAaeHnem Npasutensctea Poccuinckon ®egepaumm ot
3 noHs 2013 r. N 466 (CobpaHue 3akoHoaaTenbcTBa Poccuiickon deaepaumm, 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, yTeepKaeHUsa desepanbHbIX rocyAapcTBEHHbIX 0O6pa3oBaTeNbHbIX CTaHAAPTOB U BHECEHMUA
B HUX M3MEHEHWN, YTBEPXKAEHHbIX nocTtaHosneHnem [lpaButenbctsa Poccuitickon Pepepaumm ot 5
asrycta 2013 r. N 661 (CobpaHue 3akoHoaaTenbcTsa Poccuiickon Pepepaumn, 2013, N 33, cT. 4377),
NpWKasblBato:

1. YtBepauTb npunaraemoln ¢eaepanbHbll rOCYAaPCTBEHHbIM 06pa3oBaTe/ibHbIA CTaHAAPT
cpeaHero npodeccnoHanbHoro obpasoBaHuas Mo  cneuuanbHocTn 46.02.01 [JoKymeHTauMoHHOe
obecneyeHue ynpaBAeHUs 1 apxMBoBeaeHNE.

2. Mpwu3HaTb yTpaTMBLWIMM CcuAy npuKkas MuHUCTepcTBa 06pPa3oBaHUS M HayKu PoccuicKoi
depepaunn ot 25 aHeapa 2010 r. N 75 "O6 yTBep)KAEHUN U BBeAeHUM B AencTBue deaepanbHOro
rocyapcTBeHHOro 06pa3oBaTe/ibHOrO CTaHZapTa cpegHero npodeccroHanbHOro obpasoBaHMA Mo
cneumanbHoct 034702 [JoKymeHTaUMOHHOe obecrneyeHWe ynpasBaeHWAa U apxuBoBedeHue"
(3apeructpupoBaH MwuHUCTepcTBOM tOCTUUMKM  Poccuiickon depepaummn 27 despansa 2010 r.,
pernctpaunoHHbiii N 16526).

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

MwuHunctp
[.B.IMBAHOB

MpunoxkeHune

YTBepKaeH

npukasom MuHuUcTepcTBa 0b6pasoBaHmA
N Haykn Poccuitckon ®epepaumm

ot 11 aBrycta 2014 r. N 975

®EAEPA/IbHBIA TOCYAAPCTBEHHbIA OEPA3OBATE/IbHbIN CTAHAOAPT
CPEAHEIO NPO®ECCUOHA/IbHOIO OGPA3OBAHUA NO CNELLMANIBHOCTU
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46.02.01 AOKYMEHTAUMOHHOE OBECNEYEHUE YNPABNEHNA
N APXMBOBEAEHUE

I. OBNACTb NPUMEHEHWA

1.1. Hactroswmin deaepanbHbli rocyaapCTBEHHbIM 06pa3oBaTeNibHbIA  CTAaHAAPT CpPeaHero
npodeccnoHanbHoro obpasoBaHMA NpeacTaBaseTr cobon COBOKYMHOCTb 06a3aTesbHbIX TPeboBaHUM K
cpegHemy npodeccuoHanbHoMmy o6pasoBaHMio No crneumanbHocT 46.02.01 [JoKymeHTauMoHHOe
obecneyeHue ynpaBaeHNa N apxmBoBeaeHMe Aaa NpodeccMoHaNbHOM o6pasoBaTeNbHOM OpraHU3aLmm
M obpasoBaTe/IbHON OpraHM3aumMmM BbiCIEro 06Pa3oBaHMA, KOTOpble MMEIKOT NPaBO Ha peanunsaumio
MMEIOLLMX TOCYAAPCTBEHHYIO aKKpeaMTaLmMio Nporpamm nogroToBKM CNeLmManmcToB cpegHero 3seHa no
JaHHOM cneuuwanbHOCTU, Ha Tepputopun Poccuitickolnt depepauumn (panee - obpasosaTesnbHasn
opraHusaums).

1.2. MNpaBo Ha peanusaumio nporpammbl MOAFOTOBKM CMEUuanncToB cCpeaHero 3BeHa no
cneumanbHoctM 46.02.01 [JoKymeHTauMOHHOe obecrneyeHWe ynpasBaeHUs W apXUMBOBeAEHME MMeeT
obpa3oBaTesnibHaA oOpraHM3aumMa MPU HAMYUW  COOTBETCTBYIOLLEM JIMLEH3MM HA OCYyLLEeCTBAEeHWe
06pa3oBaTeIbHOMN AEeATENBHOCTMY.

Bo3morkHa ceTeBan popma peannsaumm Nnporpammsl NoAroTOBKU CNeLmanmncToB cpegHero 3BeHa C
NCNO/Ib30BaHMEM PECYPCOB HECKOJIbKMX 06pa3oBaTesibHbIX OpraHusauuin. B peannsaumm nporpammol
NnoAroTOBKM CNeunanucTtoB cpeaHero 3BeHa C  WCMNOJib30BaHMEM ceTeBor Gopmbl  Hapsay C
obpasoBaTeNbHbIMW  OpraHM3auMaAMM  TaKKe MOryT y4yacTBOBaTb MeAMUMHCKME oOpraHM3auuuy,
OpraHusaumnm KynbTypbl, GU3KYAbTYPHO-CNOPTUBHbLIE U UHblE OpraHWsauMn, obnagatowme pecypcamu,
HeobxoaMMbIMM ANA OCYLLECTB/IEHUA 0bydYeHUus, nposBeaeHns y4ebHoM 1 NPon3BOACTBEHHON NPAKTUKK
M OCYLLECTB/IEHUA UHbIX BUOOB Y4ebOHON AeATeNbHOCTU, NPeAyCMOTPEHHbIX NMPOrPamMmMoOn NOArOTOBKMU
CNeuUnaNnNCToB CpeaHero 3seHa.

Mpu peanusauuu nNporpammbl NOATOTOBKM CMELMANNCTOB cpegHero 3BeHa obpasoBaTesibHas
opraHM3auMa BrpaBe MPUMEHATb 3/1EKTPOHHOe obyyeHWe W AUCTaHUMOHHble 0BpasoBaTesibHble
TexHonoruu. Mpu 0by4eHnn KL, C OrpaHNUYEHHBIMU BO3MOXKHOCTAMM 340P0BbA 3NEKTPOHHOE 0byYeHue
N AUCTaHLMOHHble 06pa3oBaTeNbHble TEXHOMOMMU A0/XKHbI NPeAycMaTpMBaTh BO3MOXKHOCTb Npuema-
nepeaayn MHGoOpMaLMmM B AOCTYNHbIX 418 HUX GOpMaXx.

II. NCMMOJ1Ib3YEMbIE COKPALLEEHNA

B HacTosALLEM CTaHAAPTE MCNONbL3YIOTCA CAeAYIoLME COKPALLEHMSA:
CNO - cpeaHee npodeccroHanbHoe 06pasoBaHueE;

®roCc Crno - do¢epepanbHbi FOCYAAPCTBEHHbIM 06pa3oBaTesibHbIM  CTAaHAAPT CpesHero
npodeccnoHanbHoro 0b6pasoBaHus;

MNMCC3 - nporpamma NoAroToBKM CNeumanancTos cpefHero 3BeHa;
OK - obuwas KomneTeHUus;
MK - npodeccnoHanbHaa KoMNeTeHUUs;
MM - npodeccrMoHanbHbI Moayb;
MUAK - mexxancumnanHapHbii Kypc.
[1l. XAPAKTEPUCTUKA NOArOTOBKK MO CNELUMANBHOCTU

3.1. NonyyeHne CMO no NMNCC3 gonycKaeTca ToAbKO B 06pa3oBaTeIbHOM OpraHM3auUuu.



3.2. Cpoku nonydeHua CMO no cneumanbHoct 46.02.01 [oKymeHTaumoHHoe obecneyeHue
ynpaBneHua u apxusoBeseHue 6a3oBOi MOAFOTOBKM B O4HOM ¢opme obyyeHua M npucBamBaemble
KBanndukaumm npusoaatca 8 Tabaumue 1.

Tabnuua 1



HanmeHoBaHWe KBanmudumKaumum Cpok nonyyeHusa CMNO no NMCC3
6a30B0OI NOATOTOBKM 6a30BOW NOArOTOBKU B OYHOM
dopme obyyeHuns <1>

YpoBeHb 06pa3oBaHus,
HeobxoaMMbI Ana npuema Ha
obyyeHue no MMNCc3

1ropg 10 mecaues

cpeaHee obuiee obpasoBaHue Cneumanuct no
AOKYMEeHTaUuMoOHHOMY
OCHOBHOEe 06Lee obpasoBaHue obecneyeHnio ynpasneHus, 2 roga 10 mecAues <2>
apXMBMUCT

<1> Hesasucumo ot npUMeHAEMbIX O6pa3OBaTeanbIX TEXHOJIOTUA.

<2> ObpasoBaTe/ibHble OpraHM3aumu, ocyLecTBAAIOLME NOArOTOBKY CNELMannCTOB CpeaHero 3seHa Ha 6ase 0CHOBHOro obuiero obpasoBaHusa, peannsytoTt
denepanbHbIi rOCYyAapCTBEHHbIN 00Opas3oBaTesibHbIM CTaHAAPT cpeaHero obuiero obpasoBaHua B npegenax [MNCC3, B TOM uuciae € y4eTom MoOJiy4aemon

cneumanbHoctu CMO.

KoHcynbTaHTIAOC: NpumeyaHue.
Hymepauma nyHKTOB faHa B COOTBETCTBUM C ODULLIMANbHBIM TEKCTOM SOKYMEHTA.

3.2. Cpoku nonyyeHus CNO no MMNCC3 yrny6aeHHOM NOArOTOBKM NPEBbLIWAOT Ha 0A4MH rof cpok nonydenus CMO no MNMCC3 6a30Boi NOArOTOBKMU.

Cpoku nonyyenuns CMNO no cneumanbHoctTn 46.02.01 [lokymeHTaUnMOHHOe obecneyeHne ynpaBieHUa N apxnusoseneHne yraybaeHHoW NOAroTOBKM B OYHOM

dopme obyyeHunsa 1 npuceanBaemble KBaanpuKaLmm npusogAatcs 8 Tabauue 2.
Tabnnuya 2

Cpok nonyyeHua CMNO no NMCC3
yrny61eHHON NoAroToBKM B OYHOM
dopme obyyeHuma <1>

YpoBeHb 06pa3oBaHus, HanmeHoBaHWe KBanupuKaLmm
HeobxoaMMbIN Ans Npuema Ha yrny61eHHOM NoAroTOBKM
obyyeHue no MNMNCC3

2 roga 10 mecAues

cpeaHee obuiee obpasosaHme Cneupanuct no




OCHOBHOe 0bLee obpasoBaHue

OOKYMEHTaUNOHHOMY
obecneyeHuto ynpasneHus,
apXMBUCT

3 ropa 10 mecaues <2>




<1> He3aBucmmo ot NMPUMeEHAEMbIX O6pa3OBaTeﬂbeIX TEXHONOTUN.

<2> O6pasoBaTe/bHble OpraHM3auUuWu, OCYLLECTBAAOLME MOArOTOBKY CMNELuasnctoB cCpefHero
3BeHa Ha 6ase OCHOBHOro o6uero o6pasoBaHMsA, peannsytloT deaepanbHbii FOCYAaPCTBEHHbIN
obpa3oBaTenbHbIN CTaHAAPT cpeaHero obuwero obpasosaHus B npeaenax MMCC3, B Tom ymcie ¢ y4eTom
nonyyaemon cneumanbHoctn CMoO.

Cpokn nonydeHna CIMNO no MMCC3 6asoBoit M yrnybneHHOW NOATOTOBKM HE3aBUCMMO OT
npuUMeHsaeMbix 06pa3oBaTe/ibHbIX TEXHONOIMI YBEIMYMBALOTCA:

a) ans obyyatowmxcsa No O4HO-3a04HOM U 3a04HOM hopmam obyyeHus:
Ha 6ase cpegHero obuwero obpasoBaHus - He 6osee yem Ha 1 rog;
Ha 6a3e ocHOBHOro obuero obpasoBaHus - He 6onee yem Ha 1,5 roag;

6) ANA MHBANMAOB M AWML, C OrPaHMYEHHbIMMU BO3MOXHOCTAMM 340p0BbA - He Bosiee yem Ha 10
MecALEes.

IV. XAPAKTEPUCTUKA NPOPECCUOHA/IbHON
OEATENIBHOCTU BbINMYCKHNKOB

4.1. O6nactb NpodeccMoHaNbHON AeATeNbHOCTU BbIMYCKHUKOB: AEATENbHOCTb B CEKpeTapuaTax,
CNybax AOKYMEHTALMOHHOro obecneyeHuns, KaapoBbix CAy:Kbax M apxmMBax rocyAapCTBEHHbIX OpraHoB
N YUYPEKAEHWUIN, B OpraHax MeCcTHOro CaMoynpaBAeHMA, HEroCcyAapCTBEHHbIX OpraHM3aumax Bcex Gpopm
COBCTBEHHOCTM, OOLLECTBEHHbIX OpraHn3aumax (yuperKaeHusx).

4.2. O6beKkTamn NpodeccMoHaNbHOW AeATEIbHOCTU BbIMYCKHUKOB ABAAIOTCA:
AOKYMEHTbI, CO34aHHble N0bbIM CNOCOBOM AOKYMEHTUPOBAHUS;

CUCTEMbBI AOKYMEHTALMOHHOIo obecrneyeHns ynpasneHus;

CUCTEMbI 3/1EKTPOHHOTO AIOKYMEHTO060pOoTa;

apXMBHble AOKYMEHTbI;

nepBuYHbIe TPYAO0BbIE KONNEKTUBDI.

4.3. Cneunannct no [OOKYMEHTaLMOHHOMY obecnedyeHuto ynpasieHus, apxusuct (6asosoit
MOArOTOBKM) rOTOBMTCA K CIEAYIOLLMM BUAAM AEATENbHOCTU:

4.3.1. OpraHusauus [OKYMEHTALMOHHOro obecneyeHus ynpasBneHus U QYHKLMOHUPOBAHMA
opraHusaumu.

4.3.2. OpraHuM3auma apxmMBHOW U CNPaBOYHO-MHPOPMALMOHHOW pPaboTbl MO AOKYMEHTam
opraHusaumu.

4.3.3. BbinonHeHWe paboT No O4HOW WAM HEeCKOoAbKMM npodeccuam paboumx, [O0MKHOCTAM
cnyxawmx (npunorkeHue K Hactoawemy ®roc Cno).

4.4. Cneumanuct No AOKYMEHTaUMOHHOMY obecrneyeHuto ynpaB/ieHns, apxmBUCT (yraybieHHoM
NOArOTOBKM) rOTOBUTCA K CIEAYIOLLMM BUAAM AEATENbHOCTHU:



4.4.1. OpraHusauus L[OKYMEHTaUMOHHOro obecneyeHus ynpasBaeHus U QYHKLMOHUPOBAHMA
OpraHu3aumu.

4.4.2. OpraHu3auMa apxvMBHOMW W CMNPaBOYHO-MHPOPMALMOHHOW pPaboTbl MO  AOKYMEeHTam
OpraHu3aumu.

4.4.3. OcyuwiectB/ieHNe AOKYMEHTAUMOHHOro obecrneyeHua ynpaBaeHMA W apXMBHOIO Aena C
NCNoJib30BaHMEM MPOrPaMMHbIX CPEeACTB yyYeTa, XpaHeHUsA, 06paboTKM N MOUCKA AOKYMEHTOB.

4.4.4. BbinonHeHWe paboT MO OAHOW WAM HECKONbKMM npodeccuam paboumx, AOAKHOCTAM
CAy»Kawmx (npunoxkeHue K Hactosawemy Groc Cno).

V. TPEBOBAHUA K PE3Y/ZIbTATAM OCBOEHWA MPOTPAMMBbI NOATOTOBKU
CNEUMANTNCTOB CPEAHETO 3BEHA

5.1. Cneumanuct no AOKyMeHTaUMOHHOMY obecneyeHuIo ynpasaeHusa, apxueuct (6a3osoi
NoAroTOBKM) A0/MKeH 061aaaTh 06LMMN KOMMNETEHUMAMM, BKAKOYAOLWMMMK B cebsa cnocobHOCTb:

OK 1. NoHUMaTb CYLWHOCTb U COUMANbHYIO 3HAYMMOCTb CBOEeM Byaywiei npodeccumn, NposBAATb K
Hel yCTOMUYNBbIN MHTEpEC.

OK 2. OpraHn3oBbiBaTb COBCTBEHHYIO AeATE/IbHOCTb, BblIOMPaTb TUMOBbIE METOAbl U CNoCObbI
BbIMOJIHEHUA NPOPECCUOHA/bHbIX 33134, OLEHUBATb UX 3GPEKTUBHOCTb U KAYecTBO.

OK 3. MNpuHumaTb peweHunAa B CTaHAAPTHbIX WU HECTaHAAPTHbIX CUTYyauMAX W HEeCTU 33 HUX
OTBETCTBEHHOCTb.

OK 4. OcyuiectBnaTb NOUCK M MUCNONb30BaHME MHPOpMaLUKN, HeobxoamMmon ana apdeKTUBHOro
BbINOJIHEHWNA NPOPECCUOHANbHbIX 33434, NPOPECCMOHANBHOMO U IMYHOCTHOTO PA3BUTHS.

OK 5. Ucnonb3oBaTb MHGOPMALMOHHO-KOMMYHMKALMOHHbIE TEXHOIOMKU B NPOdECCUOHANBbHOM
OeATeNbHOCTL.

OK 6. PaboTaTb B KO/I/IEKTUBE U KOMaHAe, 3PdeKTUBHO 06LaTbCA C KoAneramm, pyKkoBoACTBOM,
notpebutenamum.

OK 7. BpaTb Ha ceba OoTBETCTBEHHOCTb 33 PaboTy YNEHOB KOMaHAbl (NOAYMHEHHBIX), pe3yabTaTt
BbINO/IHEHWNA 3aJaHWUN.

OK 8. CamocroAatencHo onpegenATtb 3agaydun I'IpOd)ECCMOHaJ'IbHOFO N ZINHYHOCTHOIO pPa3BnUTUA,
3aHUMATbCA caN\oo6pasoBaHmeM, OCO3HaHHO N/1aHMpOBATb NOBbIWEHNE KBaI'IMd)MKaLI,MM.

OK 9. OpwueHTMpOBaTbCA B YCNOBMAX YaCTOM CMEHbl TEXHONOorMi B NpPodeccMoHaNbHOM
AeATeIbHOCTY.

5.2. CneumanncT no AOKYMEHTaUMOHHOMY obecneyeHuio ynpaB/eHws, apxvBucT (6a3oBol
NOArOTOBKM) JO/MKeH 061agaTb NpodeccMoHabHbIMU KOMMETEHLMSAMMW, COOTBETCTBYIOLWMMU BUAAM
AeATeNbHOCTH:

5.2.1. OpraHusauma [AOKYMEHTaUMOHHOro obecneyeHns ynpasaeHWa U OYHKUMOHUPOBAHMA
opraHusaumu.

MK 1.1. KoopauHupoBaTb paboTy opraHuMsauum (NpUemMHol pyKoBoauTens), BecTU Npuem
nocetutenemn.

MK 1.2. OcywectBaatb paboTy MO NOArOTOBKE M MPOBEAEHWIO COBELLaHMN, AEeNOBbiX BCTPeu,
NPUEMOB U Npe3eHTaLUi.



MK 1.3. OcywecTBaATb MOArOTOBKY A€/M0BbIX NOE3[0K PYKOBOAWUTENSA U APYIMX COTPYAHMKOB
OpraHu3aumu.

MK 1.4. OpraHn3oBbIBaTb paboyee MecTo CEKpeTapa U pyKoBOAUTENS.

MK 1.5. OdopmnATb M PErncTpMpoBaTb OPraHM3aLMOHHO-PACNOPAAMTENbHBIE AOKYMEHTHI,
KOHTPO/INPOBATb CPOKM UX UCMIONHEHUA.

MK 1.6. O6bpabaTtbiBaTb BXoAAlME N UCXOAALLME AOKYMEHTbI, CUCTEMATU3NPOBATL MX, COCTaBAATL
HOMEeHKANaTypy Aen n GopMmmnpoBaTtb AOKYMEHTbI B Aena.

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

MK 1.8. OcywectBnaTb TenepoHHoe obcayKnBaHWe, NPUHMMATDL M NepeaaBaTb GpaKcbl.
MK 1.9. OcywectBnATb NOATOTOBKY A€ K Nepeaaye Ha apxXmBHOE XpaHeHue.

MK 1.10. CocrtasnAtb onucu gen, OCyWecTBAATb NOAFOTOBKY AeN K nepegaye B apxXuB
opraHusauumn, rocyaapcrBeHHble 1 MyHULUMNaNbHbIE apXUBbI.

5.2.2. OpraHu3auMs apxMBHOM M CNPaABOYHO-UHPOPMAUMOHHONK paboTbl MO AOKYMEHTam
opraHusaumu.

MK 2.1. OcywecTBnATb 3KCNEPTU3Y LLEHHOCTU OOKYMEHTOB B COOTBETCTBMM C AeWCTBYHOWMUMM
3aKOHOAaTe/IbHbIMM aKTaMKu Y HOPMaTUBaMM.

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

MK 2.3. Pa3pabaTtbiBaTb 1 BeCTU Knaccudumkatopsl, Tabesnn n gpyrue cnpaBoYHMKKN MO AOKYMEHTAM
opraHmsauuu.

MK 2.4. ObecneunBaTb NPUEM U PaLMOHANbHOE PasMeLLeHNe SOKYMEHTOB B apxuee (B TOM uncne
AOKYMEHTOB NO IMYHOMY COCTaBY).

MK 2.5. ObecneunBaTb y4eT U COXPAHHOCTb LOKYMEHTOB B apXuBe.

MK 2.6. OpraHM30BbIBaTb UCMONb30BaHUE aAPXUBHbIX AOKYMEHTOB B HAy4YHbIX, CAPABOYHbLIX MU
NPaKTU4YeCKUX Lenax.

MK 2.7. OcywecTBnaTb OpraHM3auNMOHHO-METOAMYECKOE PYKOBOACTBO M KOHTPOAb 3a paboToi
apx1Ba OpraHU3aumMun 1 3a opraHnsaLmen JOKYMEHTOB B e/10MPOU3BOACTBE.

5.2.3. BbinonHeHve paboT MO OAHOM WMAM HECKOAbKMM npodeccnam paboumx, AONKHOCTAM
CNYXKaLLMX.

5.3. Cneumanunct no AOKYMeHTaLUMOHHOMY obecrnedyeHunio ynpasneHus, apxusuct (yraybneHHow
NOAroTOBKM) A0/KeH 061aaaTh 0BLMMM KOMMNETEHLMAMM, BKAKOYAOWMMMK B cebsa cnocobHOCTb:

OK 1. MoHMMAaTb CYyLWHOCTb M COUMabHYIO 3HAaUYMMOCTb CBOEW byayuiei npodeccum, NposaBasTb K
HeW yCToMUMBbIN UHTEpeC.

OK 2. Opl'aHVIBOBbIBaTb COGCTBEHHYIO AeATEeNbHOCTb, OnpenenATb MeToabl WU cnocobbl
BbINMO/IHEHUA I'IpOd)eCCI/IOHaIIbeIX 3a4a4, OueHnBaATb UX Bd)dDEKTI/IBHOCTb N KavyecTBo.

OK 3. PewaTb Nnpobaemsbl, OLEHUBATb PUCKM N NPUHUMATb PELIEHNA B HECTAaHAAPTHbIX CUTYaLLUAX.

OK 4. OcyuiectenATb NOUCK, aHaNM3 M OLEHKY MHPOPMaLUKM, HeoBXoAMMOM ANA MOCTaHOBKMU U



peweHnAa I'IpOd)eCCMOHaIIbeIX 3a4av, I'IpOd)eCCVIOHaJ'IbHOI'O N TNYHOCTHOIO pa3BuUTUA.

OK 5. Mcnonb3oBaTtb MHd)OpMaLI,MOHHO-I-(OMMVHMKaLI,MOHHbIe TEXHONOTUN ana
coBepLleHCTBOBaAHNA ﬂpOd)eCCMOHaﬂbHOl)‘I AeATENbHOCTU.

OK 6. PaboTaTtb B KO/I/IEKTUBE M KOMaHAe, obecrneynBaTb ee crsioyeHue, 3ppeKTUBHO 0bLaThCA C
KONneramm, pyKoBoACcTBOM, NOTpebuTenamm.

OK 7. Crasutb Uenn, MOTUBMPOBATb [AeATE/IbHOCTb MNOAYMHEHHbIX, OPraHW3oBbLIBATL U
KOHTPO/INPOBATb MX PaboTy C NPUHATMEM HA ceba OTBETCTBEHHOCTM 3a Pe3y/ibTaT BbINONHEHUA 3a4aHUNA.

OK 8. CamocroAatencHo onpengenAtb 3agaydun ﬂpOd)ECCMOHaﬂbHOI'O N JIMHYHOCTHOIO pPa3BnUTUA,
3aHUMATbCA caN\oo6pa303aHmeM, OCO3HaHHO N/1aHMPOBATb NOoBbIWEHUNE KBaﬂMd)MKaLI,VIVI.

OK 9. BbITb rOTOBbIM K CMEHE TEXHO0MMI B MPOPECCUOHANBHON AeATeIbHOCTH.

5.4. CneumnanucT nNo AOKYMEeHTaUMOHHOMY obecrneyeHuio ynpasaeHus, apxmsucT (yrnybneHHol
NnoAroToBKWU) O0/KeH 061a4aTb NpodeccMoHaNbHbIMU KOMMETEHLMAMM, COOTBETCTBYIOWMMIU BUOAM
heATeNbHOCTY.

5.4.1. OpraHusauma [OKYMEHTAUMOHHOro obecneyeHus ynpasBieHMA U GYHKUMOHMPOBAHMUA
OpraHu3saunu.

MK 1.1. KoopauHupoBaTb paboTy opraHusaumMm (NpUemHoMn pyKoBoAWUTeNs), BECTU MNpUEM
noceTuTenen.

MK 1.2. OcyuwectBnaTb paboTy No nNoarotoBke M MPOBEAEHMIO COBEL,aHWI, AeNoBbiX BCTpey,
NpMemMoB U Npe3eHTaLuN.

MK 1.3. OcywectBnaTb NOATrOTOBKY AEN0BbIX MOE340K PYKOBOAUTENA U APYrUX COTPYLHUKOB
opraHmsauuu.

MK 1.4. OpraHn3oBbIBaTb paboyee MecTo CeKpeTapa U pyKoBoanUTeNS.

MK 1.5. OdopmnaTb M pPerncTpMpoBaTb OPraHM3aLMOHHO-PACNOPAAUTENbHbIE [AOKYMEHTbI,
KOHTPO/IMPOBATb CPOKM MX UCMONHEHUSA.

MK 1.6. O6bpabatbiBaTh BXOAALLME N UCXOAALLME AOKYMEHTbI, CUCTEMATM3MPOBATb UX, COCTaBAATb
HOMeHKNaTypy Aen u GopmMMpoBaTh AOKYMEHTbI B Aena.

MK 1.7. CamoctostenbHo pabotaTtb € AOKYMEHTamMMu, COAEPHKAWMMU KOHPUAEHLMANbHYIO
MHGOPMAUMIO, B TOM YMCIE C JOKYMEHTaMM NO IMYHOMY COCTaBY.

MK 1.8. OcywectBnatb TenepoHHoe obcayKnBaHue, NPUHMMATDL M NepeaaBaTb GpaKcbl.
MK 1.9. OcywectBnATb NOAFOTOBKY Ae/ K Nepesaye Ha apXMBHOE XpaHeHMe.

MK 1.10. CocTaBnaTb ONUCK [Aen, OCYLWECTBAATb NOArOTOBKY [Aen K nepedaye B apxus
opraHM3aLummn, rocyAapcTBeHHbIe N MyHULMNAAbHbIE apXUBbI.

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

5.4.2. OpraHu3auusi apxMBHOM U CMNPABOYHO-UHPOPMAUMOHHOK pPaboTbl MO  AOKYMEHTam
OpraHu3aumu.

MK 2.1. YyacrtBoBaTb B pa60Te no 3Kcneptnse uUeHHOCTU [OOKYMEHTOB B COOTBETCTBUU C
Ll,el\;ICTByIOLLI,VIMVI 3aKOHOA4aTe/IbHbIMU aKTaMW U HOPMaATUBaMW.



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

MK 2.3. PaspabatbiBaTb 1 BeCTU KnaccuduMKaTopbl, Tabenun u nHble CNPaBoOYHMKM MO AOKYMEHTaM
OpraHu3aumu.

MK 2.4. ObecneunsaTb NPUEM U PaLIMOHA/IbHOE Pa3MeLleHNe JOKYMEHTOB B apxmBe (B TOM yucie
JOKYMEHTOB MO JIMYHOMY COCTaBy).

MK 2.5. ObecneunBaTb y4eT U COXPAHHOCTb AOKYMEHTOB B apXu1Be.

MNK 2.6. Opl'aHVIBOBbIBaTb NCNOoNb30BaHNE aAPXUBHbIX OOKYMEHTOB B HAY4YHbIX, CMNpPaBOYHbLIX WU
NPaKTU4YeCKUX Uenax.

MK 2.7. OcywecTBnsTb OpraHM3aLMOHHO-METOAMYECKOe PYKOBOACTBO M KOHTPOJ/Ib 3a paboToi
apXxuBa opraHM3aLMm 1 3a OpraHusaumel 4OKYMEHTOB B A4,e/I0NPOM3BOACTBE.

5.4.3. OcyuwecTBneHMe AOKYMEHTAUMOHHOro obecnevyeHus ynpaBieHUs M apXMBHOrO Aena C
NCMoJIb30BaHMEM MPOrPaMMHbIX CPEACTB yyeTa, XpaHeHnsA, 06paboTKN 1 MOUCKA AOKYMEHTOB.

MK 3.1. Ocywectsnatb MUHPOPMaLMOHHYIO paboTy No AOKYMEHTamM, B TOM 4ucie cC
MCNOoN1b30BaHUEM OPITEXHUKU, NPOrpaMmMHbIX CpeacTB y4yeTa, XpaHeEHNA U MOUCKa AOKYMEHTOB U APYrux
cneumanm3npoBaHHbIX 6a3 JaHHbIX.

MK 3.2. NMpuHUMaTb Mepbl NO YNOPALOYEHMNIO COCTAaBA AOKYMEHTOB M MHPOPMALMOHHbIX MOTOKOB,
COKpPALLEHMIO NX KOIMYECTBA M ONTUMM3ALMU AOKYMEHTOMNOTOKOB OpraHM3aLuu.

MK 3.3. Bectu paboTy Mo co34aHWMIO CNPaBOYHOrO anmnapaTta MO [OKYMEHTam C Lejblo
obecneyeHuns yao6HOro 1 6bICTPOro Mx NOUCKa.

MK 3.4. MNogrotaBnnBaTtbh AaHHble, HEOOXOANMbIE ANA COCTAB/IEHMA CMPABOK Ha OCHOBE CBEAEHW,
MMeloLWKUXCa B AOKYMEHTaX apxuBsa.

MK 3.5. MpuHUMaTL yyacTMe B pa3paboTKe /IOKaNbHbIX HOPMATMBHbIX AaKTOB OpraHM3auuu Mo
BONPOCaM LOKYMEHTAUMOHHOro obecneyeHuns ynpaBaeH1sa U apXMBHOIO Aena.

MK 3.6. MpuHuMmMaTb yuyacTue B paboTe no noabopy WM paccTaHOBKE KaApoB CAYKObl
AOKYMEHTaUMOHHOro obecneyeHnn ynpasaeHUa U apxmBa opraHnsaumu.

5.4.4. BbinonHeHve paboT MO OAHOM MAM HECKOAbKMM npodeccnam paboumx, AONKHOCTAM
CNYMKALWWX.

VI. TPEBOBAHWNA K CTPYKTYPE NMPOIrPAMMbI NOArOTOBKU
CNEUMANNCTOB CPEAHENO 3BEHA

6.1. MMNCC3 npeaycmaTpmBaeT U3yYeHUe cneaytowmx yyebHbIX LUMKIO0B:
06LLero rymaHUTapHOro M COUManbHO-3KOHOMMYECKOTO;
MaTeMaTU4YeCcKoro 1 obLLero ecteCTBEHHOHay4YHOro;
npo¢$eccnoHanbHOro;

W pa3genos:
y4ebHan NpaKTuKa;

NpPoM3BOACTBEHHAA NPaKTMKa (Mo Npoduato cneumnanbHoOCcTH);



Npoun3BOACTBEHHAA NPaKTUKa (NpeaamMnaomHas);
NPoMeKyTo4YHanA aTTecTauums;
rocyaapcTBeHHan UTorosas aTrectaums.

6.2. O6s3atenbHan Yactb MNMNCC3 no yyebHbIM UMKAaM A0MXKHA COCTaBAATb 0KON0 70 NpoOLEHTOB
oT 0bLero o6vema BpeMeHM, 0OTBeAEHHOIo Ha UX ocBoeHMe. BapuaTnsHan Yactb (okono 30 nNpoLeHToB)
03aeT BO3MOMHOCTb paclimpeHusa u (uau) yrnybneHvusa NOArOTOBKM, ONpenensemMon cogeprkaHuem
o06a3aTenbHOM YacTh, NOAYYEHUA AOMNOAHUTENIbHbIX KOMMETEHUMUN, YMEHUA N 3HAHWUIA, HEOBXOAMMBbIX
ansa obecneyeHns KOHKYPEHTOCNOCOBHOCTU BbIMYCKHMKA B COOTBETCTBMM C 3aMNPOCaMM PEFrMOHANbHOTO
PbIHKA TPy4a WU BO3MOXKHOCTAMM NPOAO/KEHUA 06pasoBaHUA. [UCLUNANHDBI, MEXANCUUNINHAPHbIE
Kypcbl ¥ npodeccuoHanbHble MOAY/M BapuMaTMBHOM 4acTM onpegenatoTca obpasoBaTesibHOM
opraHusaumen.

O6WMn  TyYMaHUTaApHbIK U COLMANbHO-3KOHOMMYECKUIN,  MaTemMaTUYecKuin ©n  obwui
ecTecTBeHHOHay4YHbI yYebHble LWKAbI COCTOAT U3 AUCLMMANH.

MpodeccnoHanbHbIi  y4ebHbIA LUUKA COCTOMT K3  obuwenpodeccnmoHanbHbiX AUCUUNANH U
npodeccnoHanbHbIX MoAy/ieit B COOTBETCTBMM C BUAAMM AeATeNbHOCTU. B cocTaB npodeccmoHanbHoro
MOAYNA BXOAUT OAWH UM HECKOIbKO MEXAUCUMUMIMHAPHBIX KypcoB. Mpn oCcBOEHUU 0BYy4YaloLLMMMUCS
npogeccnoHanbHbIX Moaynel nposoaATcsa yuebHaa 1 (M1mM) Npom3BoACTBEHHAA NPaKTUKa (no npodunio
cneumanbHoOCTH).

6.3. Obs3aTesIbHan YacTb 06LLErO TYMAHUTAPHOIO U COLMAIbHO-9KOHOMUYECKOTO YY4EeBOHOTo LKA
MMNCC3 6asoBoii NOArOTOBKM [O/MKHA MpeaycmaTpuBaTb M3ydeHue c/iedyrolwmx o06a3aTeNbHbIX
ancumnauH: "OcHoBbl dunocodun”, "WUctopua", "MHocTpaHHbIK A3bIK", "dusnuyeckasa Kynbtypa";
yrny6neHHoi noarotoBku - "OcHoBbl punocodpumn”, "Uctopusa”, "Meuxonorns obweHuns", "MHoCTpaHHbIN
A3bIK", "®uM3nyeckas KynbTypa'.

ObasaTenbHaa 4acTb npodeccMoHanbHoro yyebHoro umkna [MMNCC3 Kak 6a3oBoi, Tak w
yrnybneHHOM noAroTOBKWM A0/BKHA NpeAycmatpmBaTb  M3ydeHMe AMCUuMNAMHbL  "Be3onacHoCTb
*KusHegeaTenbHocTn". O6bEM YacoB Ha AUCUMNAMHY "Be3onacHOCTb Ku3HeaeATeNnbHOCTU" cocTaBnser
68 4acoB, M3 HWUX Ha OCBOEHWE OCHOB BOEHHOM Cybbl - 48 Yacos.

6.4. ObpasoBaTenbHOM OpraHu3aumnen npu onpegeneHmun ctpyktypbl MMNCC3 n TpysoemKocTn ee
OCBOEHNA MOXKEeT NPUMEHATbCA CUCTEMA 3a4YeTHbIX eaAuHUl, Npun 3TOM OJAHa 3a4eTHaA eguHULa
cooTBeTcTBYeT 36 akageMMUYEeCKMM Yacam.

Tabnvua 3

CTpyKTypa nporpamMmbl NOArOTOBKW CNELMaANCTOB CpeaHero 38eHa
6a30B0W NOArOTOBKU



MHaeKc HanmeHoBaHWe y4yebHbIX LMKIOB, pa3aesios, Bcero B Tom uncne MHAOEeKec n HammeHoBaHue Koapl
moaynen, TpeboBaHMA K 3HAHUAM, YMEHUAM, | MaKCUMasibHOM Yyacos ONCUUNANH, dopmMmupyembix
NPaKTUYECKOMY OMbITY y4yebHol 06s3aTenbHbIX MeXONCUMNANHAPHbIX KOMMEeTeHL M
Harpysku y4ebHbIX Kypcos (MAK)
obyuyatowerocs 3aHATUN
(yac./Hen,)
O6s3aTenbHan YacTb yuebHbIx umknos NMNCC3 2376 1584
0orca.00 O6Wuih ryMmaHUTaPHbIN U COLMaIbHO- 522 348
3KOHOMWYECKMI y4ebHbIN LMKA
B pe3synbTaTte U3yyeHus 0b6sa3aTenbHOM YacTm 48 Orca.01. OcHosbl OK1-9

y4ebHOro uyKna oby4atoWwmnnea AoNKeH:
YMeTb:

OPUEHTUPOBATLCS B Hanbosee obLWwmx
dunocodckux npobsiemax bbITMA, NO3HAHUSA,
LeHHocTel, cBo60Abl U CMbIC/IA }KU3HU KaK
OCHOBax GOPMMPOBAHUSA KyAbTYpbl
rpaxgaHvHa 1 byayuiero cneuuanmcra;
3HaTb:

OCHOBHble KaTeropuu n noHaTUa dunocodpuu;
posib GUNoCcodMM B KU3HM YENOBEKA U
obuiecTBa;

0CHOBbI $MNO0COPCKOro yyeHua o bbITnu;
CYLLHOCTb NpoLecca No3HaHus;

OCHOBbI Hay4YHOW, punocodpckom n
PENUTNO3HOM KapTUH MUPa;

06 ycnosuax GopMmMpPOBaHMSA TINYHOCTH,
cB06OE M OTBETCTBEHHOCTM 33 COXPAHEHME
YKU3HU, KYNbTYPbl, OKPY*KatoLen cpeapbl;

O COLMaANbHbIX U STUYECKUX Npobaemax,
CBSA3aHHbIX C Pa3BUTUEM U UCMOIb30BAHNEM
OOCTUNKEHUI HAYKU, TEXHUKWN U TEXHONOTUA.

dnnocodumm




YMETb:
OpPUEHTUPOBATLCA B COBPEMEHHOW
3KOHOMWYECKOM, NOSINTUHECKON N KYNbTYPHOM
cuTyauum B Poccumn n mmpe;

BbISIBNIATb B3aMMOCBA3b OTEYECTBEHHDIX,
pPernoHasbHbIX, MMPOBbIX COLMABbHO-
3KOHOMMYECKMX, MOAUTUHECKUX U KYNbTYPHbIX
npobnem;

3HaTb:

OCHOBHble HamnpaB/IeHUs Pa3BUTUA KAOYEBbIX
pernoHoB mMmnpa Ha pybexxe Bekos (XX 1 XXI
BB.);

CYLLHOCTb M NPUYUHDI IOKA/IbHBbIX,
PErMoHaNbHbIX, MEXIOCYAaPCTBEHHbIX
KOH)AMKTOB B KOHUe XX - Havane XXI BB.;
OCHOBHble NpoLecchl (MHTerpaLyMoHHbIE,
NOJIMKYNbTYPHbIE, MUTPALLMOHHbIE U UHbIE)
NOSIMTUYECKOrO U SIKOHOMMUYECKOTO Pa3BUTUSA
BeAYLLMX roCyLapcTB U PETMOHOB MUP3;
HasHayeHue OpraHusaunmn O6veANHEHHbIX
Hauuii (OOH), OpraHmnsauum
CeBepoaTtnaHTU4yeckoro gorosopa (HATO),
Esponeiickoro Cotosa (EC) n apyrmx
OpraHn3aLMin N OCHOBHbIE HAaNPaBAEHMA KX
OeATeNnbHOCTY;

0 PO/IN HaYKN, KyAbTYpbl U PEAUTUN B
COXPAHEHUWN U YKPENIEHUM HALUMOHANbHbIX U
rocyfapcTBEHHbIX TPAMLNNI;

cogeprkaHne U HasHavyeHne BarKHeM WX
NpPaBOBbIX M 3aKOHOAATE/IbHbIX aKTOB
MWPOBOTO U PEFMOHANILHOIO 3HAYEHMUS;

48

0Orca.02. Uctopuma

OK1-9

YyMeTb:
o6LwaTtbcs (YCTHO U MUCbMEHHO) Ha

126

OrC3.03. MHocTpaHHbIM
A3bIK

OK1-9




MHOCTPaHHOM A3blKe Ha NpodeccnoHanbHble

noBcegHEBHblE TEMbI;
nepesoauTb (CO cnoBapem) MHOCTPaHHbIe
TeKCTbl NpodeccnoHaibHON HanpaBAEHHOCTH;

CaMOCTOATE/IbHO COBEPLUEHCTBOBATL YCTHYHO U

NMUCbMEHHYIO peyb, NOMOHATL C/IOBAPHbIM
3anac;

3HaTh:

neKkcmyeckuit (1200 - 1400 nekcnyeckmx
€ANHUL) U TPAaMMATUYECKUIA MUHUMYM,
HeobxoAMMbIA ANA YTeHMA M nepesoaa (co
CNoBapem) MHOCTPAHHbIX TEKCTOB
npodeccnMoHanbHON HanpaBAEHHOCTH;

YMETb:

MCMo/1b30BaTb GUIKYIbTYPHO-
03/10POBUTE/IbHYIO AEATENBHOCTD A1A
YKpenneHus 340p0Bbs, AOCTUNKEHMUSA
YKU3HEHHbIX U NPOdECCUOHANbHbBIX Lenel;
3HaTb:

0 poan PU3NYECKOI KYyNbTYypbl B
06LLEKYNbTYPHOM, NPOPECCUOHANBHOM U
COLMaNbHOM Pa3BUTMM YE0BEKA;
OCHOBbI 340p0BOr0 06pPasa *KM3HM.

252

126

Orcs.04. ®mnsunyeckas
KynbTypa

OK2,3

EH.00

MaTemaTuyeckmin n obwnit
€CTeCTBEHHOHaYYHbIN Y4ebHbIN LMKA

198

132

B pesynbTaTte usydeHus obasaTesIbHOM YacTu
y4ebHOoro UuKaa oby4atomncs AoNKeH:
yMeTb:

pellaTb 33241 Ha OTbICKaHWe NPOU3BOAHOM
CNOXKHOM GYHKLMM, MPOM3BOAHbIX BTOPOro M
BbICLLNX NOPAAKOB;

EH.01. MaTemaTuKa

OK1-6,9




NPUMEHATb OCHOBHbIE METObI
WMHTErpMpoBaHnNa NP peleHnn 3aaay;
NMPUMEHATb MeTOo4bl MaTeMaTU4YeCKOro
dHa/n3a nNpu peweHnn 3aaay npuknagHoro
XapakTepa, B TOM ymcae npodpeccMoHabHOM
HanpaB/1eHHOCTU,

3HATb:

OCHOBHbIe MOHATUNA U meTOoAbl
MaTeMaTMYecKoro aHanusa;

OCHOBHbIE YNC/IEeHHble MeToAbl peLleHnn
NPUKNaaHbIX 3a4ay4;

yMeTb:
paboTaTb C COBpEMEHHbIMU ONepaLMOHHbIMU
CUCTEMAMM, TEKCTOBbIMM pPeflakTopamMu,
TabAMYHBIMM NpoLeccopamm, CUCTEMAMM
ynpasneHua 6asamu faHHbIX, Tporpammamm
NnoAroTOBKM Npe3eHTaunit, MHGopMaLMOHHO-
NMOWMCKOBbIMM CUCTEMAMM U NOJIb30BATLCA
BO3MOHOCTAMMN MHPOPMALIMOHHO-
TENIeKOMMYHMKaUMOHHOM ceTn "UHTepHeT"
(manee - cetb UHTEpHET);

npodeccnoHanbHO OCYLLECTBAATL Habop
TEKCTOB Ha NepPCOHa/IbHOM KOMMbIOTEPE;
3HaTb:

TEXHUYECKME CpeacTBa U NPOrpaMmHoe
obecneyeHne NepcoHanbHbIX KOMMbIOTEPOB;
TEOPEeTUYECKME OCHOBbI COBPEMEHHbIX
MHPOPMALMOHHbIX TEXHOIOTUIM 0bLWEero u
CNeLMann3MpoBaHHOIo Ha3HayYeHus;
PYCCKYIO M NaTUHCKYIO KnaBuaTypy
NepcoHaNbHOro KOMNbIOTEPa;

npasmaa oGopMIEHUA LOKYMEHTOB Ha
NepcoHanbHOM KOMMNbIOTEpE;

EH.02. UHdopmaTuKa

OK4,5,9




YMETb:

OPUEHTUPOBATLCA B Hanboee obLMX
npobsiemax 3KO/I0rmKU U
NPUPOAONO0/b30BaHUS;

3HATb:

0COH6EeHHOCTU B3anmoeicTeusa obuiectsa 1
npupoabl;

NPUPOLOPECYPCHbIN NoTeHuMan Poccuu;
NPUHLMMNbI U METOAbl PALMOHANBHOIO
NPUpPOAONO0/b30BaHUS;

npaBoBble U coluMasbHble BONPOCHI
NpPUpPOAONo/ib30BaHMS.

EH.03. 3konornyeckumne
OCHOBbI
NpUpoaonob30BaHMA

OK3,6,7,9

.00

MpodeccnoHanbHbIN y4ebHbIN LIUKA

1656

1104

orn.oo

O6uwenpodeccmoHanbHble AUCLMNANHDI

918

612

B pe3ynbTaTte usyyeHus obasaTesibHOM YacTu
npodeccnoHanbHOro y4ebHoro LmMKna
obyyatowmiica LOMKEH:

YMeTb:

OPUEHTUPOBATLCA B BOMPOCAX SKOHOMMUYECKOW
TEOPUU B COBPEMEHHbIX YCN0BUAX;

3HaThb:

3aKOHOMEPHOCTU GYHKLMOHMPOBAHUA
PbIHOYHbIX MEeXaHN3MOB Ha MUKPO- U
MaKpPOYPOBHSAX N METOAbI FOCYAapPCTBEHHOMO
peryaMpoBaHus;

o6LMe NONOKEHNA SIKOHOMMYECKOI TEOPUMY;

Orl.01. 9koHomun4yecKasn
TeopuA

OK1-7
MK11-13

YMETb:
paccyMTbIBaThL MO NPUHATON METOA0N0TMUM
OCHOBHbIE TEXHUKO-3KOHOMMUYECKME

MoKasaTte/n AesTe/IbHOCTM OpraHM3aLmy;

ONn.02. 9KoHOMMKa
opraHuMsauum

OK1-7
MK11-13




3HaTb:
OCHOBHbIE MUKPO- 1 MaKPO3KOHOMUYECKNE
KaTeropum n nokasartenin, MeTobl UX pacyera;

YMETb:

ynpaBaaTb KOHGANKTaMM U CTPeccamun B
npouecce NpPodeccMoHaNbHON AEATENbHOCTY;
3HaThb:

XapaKTepHble YepTbl COBPEMEHHOTO
MEHEeOXXMEHTA; UMK MEHEAKMEHTA];

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

0On.03. MeHegXMeHT

OK1-9
NK1.1,12,1.4-
1.8,2.4,25

YMEeTb:

NPUMEHATH KaapOoBYIO NOJIMTUKY Ha
rocyAapCTBeHHOM U MyHULMMNANbHOM CNy:Kbe;
3HaTb:

CUCTEMY FOCYZapPCTBEHHbIX YUPEKAEHUN U
OpraHoOB MECTHOIO CaMOYyMNpPaBAeHUS;
obuwue NpuHUMNLI M TpeboBaHMA K
NPOXOMKAEHWNIO rOCYAaPCTBEHHON U
MYHULMNANbHOMN CNYXKObl;
OpraHn3auMoHHO-NpaBoBble popMmbl
rocyfapCTBEHHOro annapara yrnpaB/ieHus;

OM.04. TocypapcTBeHHaa u
MYHUUMNANbHan cnyxba

OK1-8
MK1.1-1.8

YMETb:

paboTaTb ¢ NpodeccMoHanbHbIMM TEKCTaMM Ha
MHOCTPaHHOM A3blKe;

COCTaBNATb U 0POPMAATL OPraHM3aLNOHHO-
pacnopaamTenbHyo 4OKYMEHTaUMIo Ha
MHOCTPaHHOM A3bIKe;

BECTU NeperoBopbl Ha MHOCTPAHHOM A3bIKE;
3HaTb:

OnN.05. NHOCTpaHHbIM A3bIK
(npodeccroHanbHbIiM)

OK1-7
MK11-13




NPaKTUYECKYIO FPaMMaThKy, HeobxoaMmyto
Ans npodeccnoHanbHoro obueHuna Ha
MHOCTPaHHOM fA3bIKE;

0CObEeHHOCTM NepeBoaa CyKebHbIX
OOKYMEHTOB C MHOCTPAHHOTO A3bIKa;

YMETb:
NPUMEHATb B NpodeccMoHanbHOM
AeATeNbHOCTU NPUEMbl AeN10BOro 0bLeHNS;
3HaThb:

OCHOBHbI€e npaBuaia NPoheccnoHabHON 3TUKK
W NpUembl 4eN0BOr0 OBLLEHNA B KONIEKTUBE;
0CcOobeHHOCTN NPOdECCUOHA/IbHOM STUKNU U
NMCUXO0OTUKN 4E10BOI0 OOLLEHMA CAYMKALLUX
rocyapCTBEHHbIX N MHbIX OPraHn3aLMOHHO-
NpaBoBbIX POPM YYPEKAEHUI N OpraHU3aLUnii;

OnN.06. MNpodeccmoHanbHas
3TUKA W MCUX0/I0TUA
AenoBoro obweHunn

OK1-8
MK1.2-1.6,1.8

YMEeTb:
co3gaBaTb 61aronpPUATHbIN NCUXONOTMYECKUN
KAMMaT B KONNIEKTUBE;

3dPEKTUBHO YNPaBAATb TRYA0BbLIMU
pecypcamu;

3HaTb:

coAep:KaHune Kagposoro, MHGOPMALMOHHOTO,
TEXHWYECKOro 1 NpaBoBoro obecneyeHus
CUCTEMBI YNPaBAEHWUA NepCcoHaNoM;
OPraHM3aLMOHHYIO CTPYKTYPY CAYK6bl
ynpasaeHuna NepcoHanom;

obLwue NpUHLMNbI YyNPaBAeHNUA NEPCOHANIOM;
NPUHLMMbI OPraHM3aumMn KaapoBoK paboTbl;
MCUXO/IOTMYECKME aCNEKTbI YIPaBAEHNs,
Cnocobbl paspeLeHns KOHGNKTHbBIX
CUTyaLMI1 B KOJIEKTUBE;

On.07. YnpasneHue
nepcoHanom

OK1-9
NK1.7,2.6,2.7




YMETb:

3aLWMLLATL CBOW NpPaBa B COOTBETCTBUM C
TPY/A0BbIM 3aKOHOaTENLCTBOM;
NCNob30BaTb NPaBoBYO UHOPMALUIO B
npodeccMoHanbHOMN AeATENbHOCTU;
3HATb:

npasa 1 06583aHHOCTM CAYKALLKX;
3aKOHOaTe/IbHble aKTbl U HOPMATUBHbIE
OOKYMEHTbI, peryaunpyolime
NpaBoOTHOWEHUA GU3UYECKUX U
IOPUAMYECKMX NNLL;

OCHOBHble 3aKOHOAAaTeNbHbIE aKTbl O
npasosom obecneyeHmm npodeccnoHanbHOM
0eATeNbHOCTU CAYKallmX;

On.08. NMpasosoe
obecneyeHune
npodeccnoHanbHOM
neaTeNbHOCTU

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

yMeTb:

OpraHM30BbIBaTb M NPOBOAUTL MEPOMNPUATUA
no 3awute paboTaloWmxX U HaceneHma ot
HeraTMBHbIX BO3AEMACTBUIN Ype3BblYaMHbIX
cUTYaumi;

npeAnpuMHMMaTL NPpodUNaKTUYECKNE Mepbl
ONA CHUXKEHUA YPOBHA OonacHoOCTen
pa3NMYHOro BMAA U UX NOCNEACTBUI B
npodeccuoHanbHOM AeATENbHOCTU U BbITY;
MCNo/1b30BaThb CPeACTBa MHAMBUAYANIbHOW U
KONINEKTUBHOW 3aLLMTbl OT OPYXKMA MACCOBOrO
nopaKeHus;

NPUMEHATb NEePBUYHbIE CPEACTBA
MOXapoTyLUEHWUSA;

OPMEHTMPOBATLCA B NepeyHe BOEHHO-YYETHbIX
cneunanbHOCTEN U CaMOCTOATENIbHO
onpeaensaTb cpeam HUX POACTBEHHbIE
NONy4eHHOM cneLmanbHOCTyH;

NPUMEHATb NPodeccMoHasbHble 3HAaHWA B

68

Or1.09. be3onacHoOCTb
*KU3HEeOeATeNIbHOCTH

OK1-9
MK1.1-1.10,
21-2.7




Xo4e UcnoaHeHns obAa3aHHOCTE BOEHHOM
CNY*KObl HAa BOMHCKUX AONMKHOCTAX B
COOTBETCTBUM C NOSYYEHHOWN
CNeunanbHoOCTbI;

B/lafeTb cnocobamm 6eCKOHPNMKTHOrO
06LLEeHUA U camoperyAaLnmn B NOBCegHEBHOM
AeATeNbHOCTU U SKCTPeMa/ibHbIX YC/T0BUNAX
BOEHHOW CNyX6bl;

OKa3blBaTb NEPBY0 NOMOLLb NOCTPALABLLMM;
3HaTb:

NPUHUMNBI 06ecneyeHns yCToMYMBOCTH
0OBEKTOB IKOHOMMKM, NPOrHO3MPOBAHUA
pa3BUTUA COBbITUIA U OLLEHKM NOCNeACTBUI
NPV TEXHOTEHHbIX YPE3BbIYaMHbIX CUTYAUMAX U
CTUXMIHDBIX ABNEHUAX, B TOM YMC/E B YCOBUAX
NPOTUBOAENCTBUNA TEPPOPUIMY KaK CEPbE3HOM
yrpo3e HauunoHanbHoM 6esonacHocTn Poccnu;
OCHOBHble BUAbl MOTEHLMA/bHbIX ONACHOCTEN
N X nocnencTeunsa B NpodeccnoHaibHoM
AeATeNbHOCTU U 6bITy, npUHUUNbI CHNXKEHUA
BEPOATHOCTM UX peansaumu;

OCHOBbI BOEHHO CNyX6bl 1 060POHbI
rocyfapcrBa;

3a/1a4M M OCHOBHbIE MEPONPUATUA
rpa*kaaHCKoM 060pOHbI; cCNocobbl 3aLWmThbI
Hace/IeHUs OT OPYKMUA MACCOBOTO NMOPANKEHUS;
Mepbl NoXapHoi 6e3onacHOCTM U Npasuaa
6e30MnacHOro NoBeAeHUs Npu noxapax;
OpraHM3aLmio U NopPALOK NPM3bIBA rpaxKaaH
Ha BOEHHYIO CNy}KOy M NOCTYN/IeHNA Ha Hee B
006pOBO/ILHOM NOPALKE;

OCHOBHble BUbl BOOPYKEHWUS, BOEHHOM
TEXHUKW U CNELMaNbHOIO CHapaXKeHus,




COCTOALLME Ha BOOPYXKEHMM (OCHALLEHMM)
BOWHCKUX NoApasaesieHni, B KOTOPbIX
MMerTCA BOEHHO-YYeTHbIe CneunaibHOCTHU,
poacTBeHHble cneunanbHoctam Cr0O;
obnactb npumeHeHnAa Nnoayv4yaemblix
npodeccroHanbHbIX 3HAHUM NPU UCMIONHEHUN
06A3aHHOCTEN BOEHHON CNy*Kbbl;

nopagoK U NpaBuia OKasaHMA NepBow
MOMOLLM NOCTPAAABLUNM.

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

bYHKUMOHUPOBAHMA OpraHmM3aumnm

B pesynbTaTte usyyeHUn npodpeccMoHaibHOro
MoAyna obyyatoWmMnca LoNKeEH:

MMETb NPAKTUYECKUIN OMbIT:

OpraHM3aLmn 4OKYMEHTALMOHHOIo
obecneyeHnn ynpasaeHUa 1
bYHKUMOHUPOBAHMA OpraHM3aumm;

YMETb:

NPUMEHSTb HOPMaTMBHbIE NPABOBbIE aKTbl B
ynpaBAeHYeCcKolM AeATeNbHOCTY;
NOAroTaBAMBaTb NMPOEKTbl YNPABIEHYECKMX
pelleHuni;

06pabaTbiBaTb BXOAALLME M UCXOAALLME
AOOKYMEHTbI, CUCTEMATU3NPOBATL UX,
COCTaB/ATb HOMEHKNATYPY Aen U
bopmMHnpoBaTb AOKYMEHTbI B AeN3;

rOTOBUTb M NPOBOAMTL COBELLLAHUA, AEN0BblE
BCTPEYM, MPMUEMbI M Npe3eHTaLnu;

3HaTb:

HOPMAaTUBHbIE NPaBOBbIE aKTbl B 061aCTK

obecnevyeHue ynpasaeHuna

MAK.01.02. lNMpasosoe
perynmpoBaHue
ynpaB/ieHYecKomn
heATenbHOCTH

MAK.01.03. OpraHmnsauyma
CeKpeTapcKoro
obcnyKMBaHUA




OpraHu3aLmmn ynpasaeHYeCcKon AeATeNbHOCTH;
OCHOBHbI€e NpaBuaa XPaHEHUA U 3aLMUTbI
cnyxebHoi nHbopmauuu.

MM.02

OpraHusaums apxmBHOM M CNPaBOYHO-
MHPOPMALMOHHOMN PaboTbl MO AOKYMEHTaM
opraHusauum

B pesynbTate uUsyyeHUa npodpeccmoHaibHOro
MoAyna obyyatoWmMnca LOoNIKeEH:

MMETb NPAKTUYECKUIN OMbIT:

OpraHM3aLmMm apXMBHOM M CNPABOYHO-
MHGOPMAUMOHHOWM paboTbl MO AOKYMEHTAM
opraHusauuu;

YMETb:

OpPraHn30BbIBaTb AeATE/IbHOCTb apXMBa C
Y4eTOM CTaTyca M Npoduna opraHnsaLmu;
paboTaTb B cMCTEMAX 3/EKTPOHHOIO
[OKYMEHTo060poTa;

MCNo/1b30BaTb B 4eATE/IbHOCTN apXMBa
COBPEMEHHbIE KOMMbIOTEPHbIE TEXHOIOMNM;
NPUMEHATb COBPEMEHHbIE METOLNKM
KOHCepBaLMM U pecTaBpaumm apXmBHbIX
OOKYMEHTOB;

3HaTb:

CUCTEMY apXMBHOIO yNpaBaeHWA B
Poccuiickoin Pepepaummn n opraHmsaumio
ApxunsHoro ¢oHaa Poccuinckon ®epepaumm;
CUCTEMY XPaHEHMA N 06PAaBOTKN AOKYMEHTOB.

MAK.02.01. OpraHusauma u
HOPMaTUBHO-NPaBOBbIE
OCHOBbI apPXMBHOTO Aena

MAK.02.02.
FocypapcTBeHHbIE,
MYHUUMMNA/IbHbIE apX1BbI U
apPXUBbl OpraHn3auui

MAK.02.03. MeTtoauKka n
NPaKTUKa apX1BoOBeAeHMUA

MAK.02.04. ObecnevyeHune
COXPaHHOCTU AOKYMEHTOB

OK1-9
MK2.1-2.7

MMm.o3

BbinonHeHne paboT no ogHoM nnu
HEeCKo/IbKMM npodeccuam paboumx,
AOJIKHOCTAM CYMKALNX

BapwuaTtnsHas yactb yuebHbix umkaos MMNCC3

1026

684




(onpepensetca obpasoBaTenbHOM
opraHusalmeit CamoCToATENbHO)

Bcero yacoB 0b6y4YeHMs Mo y4ebHbIM LMKAam 3402 2268
Mnces
YM.00 YyebHaa npakTuKa OK1-9
6 Hepa. 216 MK 1.1-1.10,
2.1-2.7
nr.oo Mpoun3BoAcTBEHHAA NpaKTUKa (no npodunto
cnewmanbHoCTH)
4 Hep,
nan.oo MponssoacTBeHHAA NPAKTUKA
(npeaamniomHan)
MNA.00 MpomexKyTo4yHadA aTTecTauma 3 Heg.
MNA.00 [ocypapcTBeHHaA UTOroeas aTrecrauma 6 Hea.
MNA.01 MoAaroToBKa BbIMYCKHOW KBaAMPUKALLMOHHOMN 4 Hep.
paboTbl
MA.02 3almTa BbINYCKHOM KBaAUPUKALLMOHHOM 2 HepA.

paboTbl




Cpok nonyyeHus CIMNO no NMMNCC3 6a308011 NoAroTOBKM B O4HOM popme 0byyeHun cocTaBnneT 95 Hegenb, B TOM YnC/e:

O6yueHure No y4yebHbIM LMKIaM 63 Heg,
YyebHan npakTMKa
6 Hep.
Mpou3BoAcTBEHHasA NpaKkTMKa (Mo npoduato cneunanbHOCTK)
MpownsBoacTBEHHAA NPaKTUKA (NpeaamniomHan) 4 Hep,
MpomekyTovHaa aTTecTaumsa 3 Hea.
locypapcTBeHHasa UTOroBasa aTTecTauma 6 Hep,
KaHunkynbl 13 Hep.
UTtoro 95 Heg.
CTpyKTypa nporpammbl NOAFOTOBKM CMELMaNNCTOB CpeaHEero 3BeHa
yrnybneHHoM NoaroToBKM
MHaeKkc HanmeHoBaHMe y4yebHbIX LMKIOB, pPa3aenos, Bcero B Tom uncne MHAOEeKC n HanmeHoBaHue Koapl
mozynei, TpeboBaHMA K 3HAHUAM, YMEHUAM, | MaKCMMabHOM yacos OVUCUUNINH, dopmmpyemblIx
NPaKTUYECKOMY OMbITY y4ebHol 06A3aTeNbHbIX MEXANCLMMIMHAPHBIX KOMMEeTeHL MM
Harpysku y4YebHbIX Kypcos (MAK)
obyyatowierocs 3aHATUI
(yac./Hen.)
O6s3aTenbHan YacTb y4ebHbIx umknos MNMNCC3 3672 2448

Tabnuua 4

Tabnuua 5



0orcs.oo

O6Wuit rymaHUTapPHbIM U cCOLMaIbHO-
3KOHOMMYECKMI y4ebHbIN LMKA

804

536

B pe3synbTaTte M3yyeHus 0b6sa3aTenibHOM YacTm
y4yebHOoro uuKkaa obyyatoWmmncs OoNKeH:
YMETb:

opueHTUpoBaTbca B Hanbosiee obLmMX
dunocodckunx npobaemax 6bITUA, NO3HAHUS,
LeHHOoCTel, cBO6OAbl U CMbICNA }KU3HWN KaK
0CHOBax GOPMMUPOBAHUSA KyNbTYpbl
rpakgaHuHa n byayuiero cneunanmcra;
3HaTb:

OCHOBHbI€ KaTeropmun 1 NoHATUA punocoduu;
ponb punocodun B XKMU3HN Ye0BEKA U
obuiecTBa;

OCHOBbI $MI0COPCKOro y4eHuUa o bbITUK;
CYLLHOCTb Npouecca No3HaHus;

OCHOBbI Hay4HOM, GPNUNOCODCKOM U
PEeNUTMO3HOM KapTUH MUPa;

06 ycnosuax popmMmnpoBaHUA INYHOCTH,
cBobofe M OTBETCTBEHHOCTM 33 COXPaHeHMe
YKU3HU, KY/IbTYPbl, OKPYXKatoLel cpeapl;

0 COLMA/bHbIX M 3TUYECKUX Npobaemax,
CBA3aHHbIX C pa3BUTUEM U UCMNOJb30BAHUEM
OOCTUMKEHUM HayKU, TEXHUKU U TEXHOJIOTUIA;

48

Orca.01. OcHosbl
dnnocodpumm

OK1-9

YyMEeTb:
OPVEHTUPOBATLCA B COBPEMEHHOM

3KOHOMWYECKOM, NOJIMTUYECKOMN N KYNbTYPHOM

cuTyaumm B Poccnm v Mupe;

BbIAABNATb B3aMMOCBA3b OTEYECTBEHHbIX,
pervoHasbHbIX, MMPOBbIX COLNANLHO-
S3KOHOMMYECKUX, NONUTUYECKUX U KYNbTYPHbIX
npobnem;

48

0Orca.02. Uctopwma

OK1-9




3HaTh:

OCHOBHbl€ HaNpaBAEeHUA PA3BUTUA KAKOYEBbIX
perMoHoB Mmnpa Ha pybexxe BekoB (XX n XXI
BB.);

CYLWHOCTb M NPUYMHbBI NOKANbHbIX,
PEernoHanbHbIX, MEXKIOCYAaPCTBEHHbIX
KOH)NMKTOB B KOHUE XX - Havane XXI BB.;
OCHOBHble NpoLecchl (MHTerpaLyMoHHbIE,
NO/IMKYNIbTYPHbIE, MUTPALUNOHHbBIE U UHbIE)
NOJINTUYECKOrOo N SKOHOMUYECKOTO PA3BUTUA
BeAYLNX roCy4apcTB U PErMoHOB MMpa;
Ha3sHayeHue OOH, HATO, EC u apyrmux
OpraHM3aLMit U OCHOBHbIE HanpaBAeHUA UX
LeATeNbHOCTY;

O POAW HAYKM, KyNbTypbl U PENUTUN B
COXPAHEHWNU M YKPENAeHUN HALMOHANbHbIX U
rocyAapCTBEHHbIX TPAAUUMINA;

coAepKaHue 1 HazHaueHne BaKHenLWwnx
NPaBoOBbIX N 3aKOHOA4ATE/IbHbIX aKTOB
MMPOBOroO N PerMoHa bHOro 3HaYeHus;

YMETb:

NPUMEHSTb TEXHUKU U NpruemMbl 3GHeKTUBHOTO
obuweHns B NnpodeccnoHasibHoM
AeATeNbHoCTY;

MCNO/1b30BaTb NPUEMbI CAMOPEryAsaL MM
noseAeHMA B NPoLECcce MEXINYHOCTHOIO
obuweHuns;

3HaTb:

B3aMMOCBSA3b 0OLLEHUA U AeATENbHOCTY;
uenu, GyHKUMKM, BUAbI M YPOBHU 0bLLEHNS;
PO/ U poNeBble OXKUAAHUA B 0OLLEHUN;
BMAbl COLMANbHbBIX B3aMMOAENCTBUIA;
MeXaHW3Mbl B3aMMONOHUMAHUA B 0BLLEHNN;

48

Orca.03. Necmnxonorua
obueHus

OK1-9
NnK2.7,3.6




TEXHUKM M NpMuembl 06LLEeHUA, NpaBuna
caywaHus, BegeHuna becenpl, yoexxaeHus;
3TMYECKME NPUHLUMMbI 0OLWEHUS;
WUCTOYHWKMN, MPUYMHDI, BUAbI U CNOCObbI
paspelleHna KOHPINKTOB;

YMETb:

06waTbcs (YCTHO M MUCbMEHHO) Ha
MHOCTPaHHOM A3blKe Ha NpodeccuoHanbHble U
nosceAHEBHbIE TEMbI;

nepeBoaMuTb (CO cnoBapem) MHOCTPaHHbIe
TeKCTbl NpodeccMoHaNbHOM HanpPaB/eHHOCTH;
CaMOCTOATE/IbHO COBEPLUEHCTBOBATb YCTHYIO U
NMUCbMEHHYI0 Peyb, NOMOJIHATL C/IOBaPHbIT
3anac;

NOHUMaTb AMaNIOTUYECKYIO U
MOHOJIOTMYECKYIO peyb B chepe
npodeccrMoHanbHOMN AeATENbHOCTH;

3HaThb:

nekcnyecknin (3000 neKcMYeckmx eanHuL) n
rpammaTUYecKMini MUHUMYM, HeoBX0AMMbIN
Ans yTeHns n nepesoaa (co cnosapem)
MHOCTPaHHbIX TEKCTOB NPOodeCccUoHaNbHOM
HanpaB/IeHHOCTY;

196

OrcC3.04. HocTpaHHbIN
A3bIK

OK1-9

YMeTb:

MCMO/1b30BaTb GPU3KYNbTYPHO-CMOPTUBHYIO
AeATeIbHOCTb 415 YKPenieHns 340p0BbS,
OOCTUXKEHMSA Y KUSHEHHbIX U
npodeccnoHanbHbIX Leneu;

3HaTb:

0 Poan PU3NYECKOI KYNbTYypbl B
06LWEKYIbTYPHOM, MPOPECCUOHANTBHOM U
COLMaNbHOM Pa3BUTMM YE0BEKA;

392

196

OrcC3.05. ®unsunyeckas
Ky/bTypa

OK2,3,6,9




OCHOBbI 340Pp0OBOI0 o6pasa XKU3HN.

EH.00

MaTemaTuyeckuii u obwmmn
€CTEeCTBEHHOHAYYHbIN YY4ebHbIN LMKA

390

260

B pesynbTate usydeHus obasartenbHol Yactm
y4yebHOro uMkna oby4atowmimnca AoKeH:
yMeTb:

peluaTb 334324 Ha OTbICKaHME NPOU3BOAHOMN
CNOXKHOWM GYHKLUMM, MPOU3BOAHbIX BTOPOIO U
BbICLUMX NOPAAKOB;

NCNo/1Ib30BaTb Pas/iNyHble METOAbI
WHTErpMpoBaHMA Npu peLleHnn 3aaay;
NCNo/Ib30BaTb METOAbl MAaTEMATUYECKOIO
aHanuM3a npu peleHnmn 3agayd npmMKkaIagHoro
XapaKTtepa, B TOM Ymcne npodeccmoHanbHoM
HanpaB/IeHHOCTY;

pelaTb CUCTEMbI YPaBHEHUI C HECKOJIbKMMMU
nepemeHHbIMU MaTPUYHbBIM U APYTUMU
cnocobamm:

Ncnonb3oBaTh anrebpanyeckne metoabl Npu
pelleHnn reomeTpmuyYeckux 3agad;

3HaThb:

OCHOBHbI€E MOHATUSA U MeToAbl
MaTeMaTMYECKOro aHanns3a, IMHenHon
anrebpbl M aHAIUTUYECKOM reoMeTpuu;
OCHOBHbI€ YMCNEHHbIE METOAbI PELIEHMUA
NPWKNagHbIX 3343Y;

CYLLHOCTb, BUAbI M CNOCOObLI pelieHms 3a4au
aHaNUTUYECKOM reoOMeTPUN Ha NAOCKOCTM U B
NPOCTPAHCTBE;

EH.01. MaTtemaTuKa

OK1-6,9

YMEeTb:
paboTaTb C COBPEMEHHbIMW OMepPaLOHHbIMM

EH.02. UHdopmaTHKa

OK4,5,9




CUCTEMAMM, TEKCTOBbIMW pPeflakTopamu,
TabANYHBIMM NpOLLECCOPaMM, CUCTEMAMM
ynpasaeHna 6azamum AaHHbIX, TPOrpaMmamm
NoAroToBKM NpeseHTaumin, MHGOpPMaLMOHHO-
MOWUCKOBbIMM CUCTEMAMM M MNOIb30BATLCA
BO3MOXKHOCTAMMU rnobanbHoli ceT UHTepHET;
3HaTb:

OCHOBHble MeToAbl U cpeacTBa cbopa,
06paboTKK, XpaHeHUs, Nnepeaaym 1
HaKkonneHuna nHpopmaumm;

TEXHUYECKME CpeacTBa U NPOrpaMmMHoe
obecneyeHne NepcoHanbHbIX KOMMNbIOTEPOB;
TEOPETUYECKME OCHOBbI COBPEMEHHbIX
MHPOPMALMOHHbIX TEXHONOTNI 0bLEero u
CNeLmann3MpoBaHHOIo Ha3Ha4YeHus;

YMETb:

OPUEHTUPOBATLCA B Hanbosee obLUX
npobaemax 3KoA0rmun un
NpPUPOAONO/b30BaHUS;

3HaThb:

0cobeHHOCTM B3aumoaencTemsa obluecrsa u
npupoapl;

npupoaopecypcHbii NnoTeHuman Poccuu;
NPUHLUMMBI U METOAbl PaLMOHANbHOTO
NpPUPOAONONb30BaHNS;

npaBoBble M COLMabHble BONPOChI
NPUPOAONONb30BaHNS;

EH.03. 3konornyeckume
OCHOBbI
nNpMpPOAO0N0Ab30BAHUA

OK3,6,7,9

YMETb:
MCMo/Ib30BaTb TEXHO/I0MMK cbopa,
pasmeLLEeHUs, XpaHEHWA, HAaKOMIeHWs,
npeobpasoBaHMA U Nepesaym SaHHbIX B
npo¢eccrmoHaNbHO OPUEHTUPOBAHHbIX

EH.04. UHdopmaUMOHHbIe
CUCTEMDI B
npodeccnoHanbHoM
AeATenbHOCTH

OK1-9
MK3.1-3.6




MHGOPMAUMOHHbBIX CUCTEMAX;

obecneynBaTb AOCTOBEPHOCTb MHOOPMALUM B
npotecce aBToMaTU3MpPoOBaHHON 06pPaboTKM
OAHHbIX;

3HaTb:

Knaccudukaumio MHGOPMALIMOHHbIX CUCTEM;
BMAbl TEXHOIOFMYECKUX NpoLeccoB 06paboTku
nHbopmauum B UHGOPMALMOHHBIX CUCTEMAX,
0COBEHHOCTM UX NPUMEHEHMS;

MeToAbl U NpuemMbl obecnevyeHuns
MHbOpMaUMOHHOM besonacHoCTM.

.00

MpodeccnoHanbHbIN y4ebHbIN LIUKA

2478

1652

orn.oo

O6uwenpodeccmoHanbHble AUCLMNANHDI

1180

786

B pe3ynbTaTte usyyeHus obasaTesibHOM YacTu
y4ebHOro uMkna oby4yatowmincs AomKeH:
YMeTb:

OPUEHTUPOBATLCA B BOMPOCAX SKOHOMMUYECKOW
TEOPUU B COBPEMEHHbIX YCN0BUAX;

3HaThb:

3aKOHOMEPHOCTU GYHKLMOHMPOBaAHUA
PbIHOYHbIX MEeXaHN3MOB Ha MUKPO- U
MaKpOYypPOBHAX U METOAbl FOCYAapCTBEHHOrO
perynvmposaHus;

o6lLMe NONOXKEHMA SIKOHOMUYECKOW Teopuu;

Orl.01. 9koHomun4yecKasn
TeopuA

OK1-7
MK1.1-1.3

YMETb:
paccyMTbIBaThL MO MPUHATON METOA0N0TMUU
OCHOBHbIE TEXHUKO-3KOHOMMUYECKME
MoKasaTte/n AesTe/IbHOCTM OpraHM3aLmy;
3HaTb:

OCHOBHbIE MUKPO- 1 MaKPO3KOHOMMUYECKUNE

OM.02. 9KoHOMMKa
opraHuMsauum

OK1-7
MK11-13




KaTeropum n noKasartenv, MeTobl UX pacyera;

yMeTb:

YyNpaBAaTb KOHPAMKTAMU U CTpeccamm B
npouecce npodeccroHanbHON AeATENbHOCTY;
3HaThb:

XapaKTepHble YepTbl COBPEMEHHOTO
MeHeaXMeHTa;

LUK MeHeaXMeHTa;

npoLecc NPUHATUA U peannsaumnu
ynpaBAeHYeCcKuX peLieHunin, nHpopmaumoHHoe
obecrneyeHne MeHeOKMEHTa;

0On.03. MeHegXMeHT

OK1-9
NK1.1,12,1.4-
1.8,

24,25

YMETb:

NPUMEHSATb KaapOoBYIO NOJIMTUKY Ha
rocyAapCTBeHHOM U MyHULMMNANbHOM CNy:Kbe;
3HaTb:

CUCTEMY FOCYZIaPCTBEHHbIX YUYPEKAEHUN U
OpraHoOB MECTHOIO CaMOYyMNpPaBAEHUS;
obuwue NpuHUMUNLI M TpeboBaHMA K
NPOXOKAEHWNIO rOCYAaPCTBEHHON U
MYHULMNANbHOMN CNYXKObl;
OpraHn3auMoHHO-NpaBoBble popMmbl
rocyAapCTBeHHOro annapara ynpasfieHus;

OMN.04. TocygapcTBeHHaA u
MyHUUMNaNbHasA CyKba

OK1-8
MK1.1-1.8

YyMEeTb:

paboTaTb c NpodeccMoHanbHbIMK TEKCTaMU Ha
MHOCTPaHHOM A3bIKE;

COCTaBAATb U 0POPMAATL OPraHM3aLUNOHHO-
pacnopaanTenbHyo 4OKYMEHTaUMIo Ha
MHOCTPaHHOM A3bIKE;

BECTU NeperoBopbl Ha MHOCTPAHHOM A3bIKE;
3HaTb:

NPaKTUYECKYIO rPamMmMaTUKy, Heobxoanmyto

Or.05. MHoCTpaHHbIM A3bIK
(npodeccroHanbHbIiM)

OK1-7
MK11-13




Ana npodeccnoHanbHoro obeHna Ha
MHOCTPaHHOM fA3bIKE;

0CObEeHHOCTM NepeBoaa CyKebHbIX
OOKYMEHTOB C MHOCTPAHHOTO A3bIKa;

YMETb:

NPUMEHATb B NpodeccMoHanbHOM
OEeATeNbHOCTU NPUEMbI 4e/10BOro 0bLeHNs;
3HaThb:

OCHOBHbI€e npaBuaa NPoheccnoHabHON 3TUKK
N Npuembl AeN0BOro 0b6LLEHUA B KONJIEKTUBE;
0CcobeHHOCTN NPOdECCUOHA/IbHOM STUKNU U
NMCUXO0OTUKN 4E10BOI0 OOLLLEHMA CAYMKALLUX
rocyapCTBEHHbIX N MHbIX OPraHN3aLMOHHO-
NpaBoBbIX POPM yYPEKAEHUIA N OpraHU3aLUnig;

OnN.06. MpodeccmoHanbHas
3TUKA U NCUXONI0TUA
AenoBsoro obweHunn

OK1-8
MK1.2-1.6,1.8

YMEeTb:

npodeccMoHanbHO OCyLLECTBAATL Habop
TEKCTOB Ha NePCOHa/IbHOM KOMMbIOTEPE;
3HaTb:

PYCCKYO M TaTUHCKYIO KNaBuaTypy
NepcoHaNbHOro KOMMNblOTEPa;

npasuaa opopmaeHUA AOKYMEHTOB Ha
NepcoHaNbHOM KOMMNbIOTEPE;

OM.07. KomnbtoTepHas
06paboTKa 4OKYMEHTOB

OK2,4,5,9
MK1.1,13-1.9,
2.2,2.4,25

YMETb:

3aLWMLLATL CBOM NPaBa B COOTBETCTBUM C
TPYAOBbIM 3aKOHOAATE/IbCTBOM;
MCNo/1b30BaTb NPaBoOBYH MHPOPMALMIO B
npodeccMoHanbHOM AeATENBHOCTU;
3HaTb:

npasa M 0683aHHOCTM CAYKALMX;
3aKOHOAaTeNbHble aKTbl U UHble
HOPMAaTUBHbIE NPABOBbIE AOKYMEHTbI,

OM.08. MNpasosoe
obecneyeHune
npodeccnoHanbHOM
AeATenbHoOCTU

OK1-7
MNK1.1,1.2,1.4,
15,1.7,1.8




peryavpytoume npaBooTHOLEHUA GU3UYECKUX
U IOPNANYECKMX NNLL,;

OCHOBHble 3aKOHOAATE/IbHbIE aKTbl O
npasosom obecnevyeHnun npodeccMoHabHOM
[eATeNbHOCTU CAYXKaLLmnX;

YMETb:
0boOpMNATL AOKYMEHTALMIO MO YNPaB/ieHUto
KauyecTBOM NpoAayKLUu1K;

3HaTb:

OCHOBHbIE NONOXEHUA CUCTEM MEHEIKMEHTA
KayecTBa U TPebOBaHUA K HUM;
MeTo4MNYEeCKY0 U HOPMATUBHYIO
[OKYMEHTaLMIO NO YNPaB/JIEHNIO KAYECTBOM

NPOAYKLMK;

OM.09. YnpasneHue
KayecTBOM

OK1-9
MK2.1-23,
MK3.1,3.2,35

YMEeTb:
co34aBaTb 61aronpPUATHbIN NCUXONOTUYECKUN
KAMMaT B KONNIEKTUBE;

3dPEKTUBHO YNPaBAATb TRYA0BbLIMU
pecypcamu;

3HaTb:

coAep:KaHune Kagposoro, MHGOPMaLMOHHOTO,
TEXHWYECKOro M NpaBoBoro obecneyeHus
CUCTEMBI YNPaBEHWUA NePCOHaNIOM;
OPraHM3aLMOHHYIO CTPYKTYPY CAYK6bl
ynpasaeHuna NepcoHanom;

obLme NPUHLMMbI YNPaBAEHUA NEPCOHANOM;
NPUHLMMbI OPraHM3auyMn KaapoBoK paboTsl;
MCUXOIOTMYECKME aCNEKTbI YPaBAEHWs,
Cnocobbl paspeLeHns KOHGANKTHBIX
CUTyaLMI1 B KOJIEKTUBE;

OM.10. YnpasneHue
nepcoHanom

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

YMEeTb:

OMN.11. OcHosBbl

OK1-9




MCNO/1Ib30BaTb METOAbl Hay4YHOro NO3HAHWA B
nccaenoBaTeNIbCKkon AeATe/IbHOCTY;

3HATb:

0 nocneacTamAx ceBoen NpodeccUoHaNbHOM
OeATeNIbHOCTU C TOYKM 3PEeHMUA eaUHCTBA
6uocoepbl n buocounanbHOM NpUpPoAbI
YyenoBeKa;

OCHOBHble TEPMUHbI U onpeaeneHuna,
ncnonb3yemble Npu GopMmmnposaHmum
OOKYMeHTOB B 061acTu Hay4YHo-
nccnenoBaTeIbCKoN AeATeNbHOCTH;

uccnenoBaTesibCckoi
[eATeNbHOCTU

MK 2.1, 2.6, 3.2,
3.3,35

yMeTb:

npoBoANTb HeobxoauMmble pacyeTbl No
Ha/NI0roBOMYy, KpeANTHOMY, b0 AyKeTHOMY
peryinpoBaHno SKOHOMMYECKUX MPOLLECCOB;
3HaTb:

CNocobbl rocyAapCTBEHHOIO PeryMpoBaHma
SKOHOMMWKM B NEPEXOHbI NEePUOL K PbIHKY;
ANHaMUKY COUMaNIbHO-9KOHOMUYECKUX
NpoLEeccoB, MPOUCXOAALMX B CTPAHE, X
CTaTUCTUYECKME 3aKOHOMEPHOCTH;
NPUHLUMNbI U GOPMbI roCyaapCTBEHHOO
perynnmpoBaHUsa SKOHOMUKU B PbIHOYHbIX
YyCNOBUAX;

OMN.12. TocygapcTBeHHOE
perynnmpoBaHme 3KOHOMUKN

OK1-9
MK 3.5, 3.6

yMeTb:

06bACHATbL pas3iMyHble GopMbl
rocy4apcTBeHHOrO yrnpaBaeHus;
No/1b30BaTbCA OCHOBHbBIMW HOPMATUBHO-
NPaBOBbIMWU AOKYMEHTAMW, ONPeAeNAoWNMU
CUCTEMY rOCYAapCTBEHHOTO YNpPaB/ieHus;
M0/1b30BaTbCA MaKPOSKOHOMMUYECKUMU
nokasatensmu;

Onn.13. Cucrema
rocy4apCTBEHHOro
ynpasneHusa

OK1-9
MK 2.6, 2.7,3.6




BN1AAETb METOLAaMM paspeLleHns
KOHMAMKTHBIX CUTyaumii;

3HaTb!

Hay4Hble OCHOBbI CUCTEMbI FOCYAaPCTBEHHOIO
ynpasaeHus;

CTPYKTYPY OpPraHOB rocyAapCTBEHHOTO
ynpaBAeHWA; cogepKaHne u HanpasaeHue
rocyfapcTBeHHOM NOJIUTUKK;

ynpas/ieHWe counanbHom chepoii u
KOHOAUKTHBIMU CUTYaALUSAMU;

YMETb:
XapaKTepu3oBaTb UCMOMHUTENBbHYIO BAACTb B
coBpemeHHo Poccnn n npobnemsol ee
MoZepHM3aunuy;

06bACHATL cneunduKy rocygapcTBeHHOro
ynpaBaeHNA Ha PETMOHA/IBHOM YPOBHE;
3HaTb:

rocyfapcTBeHHbIM annapaT Poccum B cucteme
COBETCKOro rocy4apcTBea;

nepuvogbl CTaHOB/IEHWUA U 3BOHOLUN
aAMWHUCTPATUBHO-KOMAHAHOM CUCTEMbI
ynpasieHus;

COBETCKWUI ONbIT aAMUHUCTPUPOBAHUA; KPU3UC
depepatmeHolt cuctembl Coto3a COBETCKMX
Coumanuctnyeckux Pecnybnuk; nepuog,
CTaHOBJ/IEHMA HOBOM CUCTEMbI OpraHn3aLmm
rocyaapctBeHHol Bnactn B Poccum B 1990 -
1993 rr;

OCHOBHbIe nonoxKeHua KoHcTuTyumm
Poccuiickoit Peagepaumm 1993 r. u npouecc
$dopMMpPOBaAHNS HOBbLIX OPraHOB
rocygapcTBeHHOW BNacTu;
npeacTaBuTe/IbHble OpraHbl BNAcTU B HaYane

OM.14. OpraHusauma
rocy4apCTBeHHbIX
yupexgeHuit Poccun

OK1-9
MK 1.2,1.3,2.1,
2.6,3.5,3.6
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XXI B., CTPYKTYpPY UCNOJAHUTENBbHOMN BNACTU B
coBpemeHHo Poccnn n npobnemsol ee
MoZepHM3aunK;

cneundury pedbopmmpoBaHma cyaebHol
cuctembl Poccuinckoit degepaunu;

YMETb:

OpraHn30BbIBaTb M MPOBOAUTL MEPONPUATHUA
no 3almTe paboTaroLmnX U HaceneHus oT
HeraTMBHbIX BO34eNCTBMUIN Ype3BblYaMHbIX
CUTyaumm;

npeanpuHUMaTb NpodUNaKTUYECKUE MEPDI
ONA CHUXKEHMA YPOBHA OnacHoCTeM
pPas3/INYHOIo BMAA U UX NOC/EACTBUN B
npodeccnMoHanbHON AEeATENbHOCTU U DbITy;
NCNo/1b30BaTb CPeAcTBa UHANBUAYA/IbHOM U
KOJI/IEKTUBHOM 3aLLMUTbI OT OPYKMA MaCCOBOTo
nopakeHus;

NPUMEHATb NepPBUYHbIE CPeaCTBa
NoXapoTyLeHus;

OpPMEHTUPOBATLCA B NepeyHe BOEHHO-YYETHbIX
cneumanbHOCTEN U CaMOCTOATEIbHO
onpeaensaTb Cpean HUX POACTBEHHbIE
Noly4eHHOM CNeunanbHOCTH;

NPUMeHATb NpodeccMoHanbHble 3HaHUA B
Xo4e UcnonHeHns obAsaHHOCTE BOEHHOM
CNyYK6bl Ha BOMHCKUX AOMKHOCTAX B
COOTBETCTBUM C NOJTYYEHHOM
cneumanbHOCTbIO;

B/ageTb cnocobamu 6ecKoOHGNIMKTHOrO
ob6LeHns U camoperynaumm B NOBCeHEBHOM
OEATEeNbHOCTU U SKCTPEeMasIbHbIX YCIOBUAX
BOEHHOW CNyX6bl;

OKa3blBaTb NepPBY NOMOLLb NOCTPAAABLUMM,;

68

O.15. be3onacHocCTb
*KU3HEeeATeNbHOCTH

OK1-9
MK1.1-1.5,
2.1-24,2.7,
3.1-36




3HaTb:
NPUHUMMNbI 0becneyeHns yCToMYMBOCTH
06BHEKTOB 3KOHOMMUKM, MPOrHO3UPOBAHUA
pa3BMTMA COOLITUIN N OLEHKN NoCAeaCcTBUI
NPW TEXHOTEHHbIX YPE3BblYaHbIX CUTYaLINAX U
CTUXUIMHbBIX ABNEHUSAX, B TOM YMC/IE B YC/IOBUAX
NPOTUBOAENCTBMA TEPPOPU3MY KaK CEPbe3HOM
yrpo3e HauuoHanbHol 6e3onacHocTn Poccuy;
OCHOBHbI€ BMAbl NOTEHLMANbHbIX ONACHOCTEM
N X nocneacTeus B npodeccnoHaibHoM
AEeATENbHOCTU U BbITY, MPUHLMUMBI CHUMKEHUA
BEPOATHOCTM MX peanusaumu;

OCHOBbI BOEHHOWM CNYK6bl U 060POHBI
rocyaapcrsa;

33344 N OCHOBHblE MepPOoNpPUATUS
rpakaaHCKo 060pOoHbI; cNocobbl 3aLmThbI
HaceneHns oT OPYKMA MACCOBOIrO MOPaXKEHUS;
Mepbl NoKapHon 6e3onacHOCTU 1 Npasuna
6e30nacHOro NoBeAeHMsA Npu Noxapax;
OpraHM3aLmio U NopALOK NPU3bIBa rpaxaaH
Ha BOEHHYIO C/Iy*KOY M NOCTYN/IeHMA Ha Hee B
[06p0BO/ILHOM MOPALKE;

OCHOBHbI€ BMAbl BOOPYKEHMA, BOEHHOM
TEXHUKW U CNEeLMaNbHOrO CHapaXeHus,
COCTOALLME Ha BOOPYXKEHMM (OCHALLEHMM)
BOMHCKMX NoApPa3ae/ieHni, B KOTOPbIX
MMEIOTCA BOEHHO-YYETHbIE CNeLmnanbHOCTy,
poAacTeeHHble cneumanbHocTam Cro;

061acTb NPUMEHEHMA NOJTyYaEMbIX
NpodeccnoHanbHbIX 3HaHUA MPU UCNONHEHUM
06A3aHHOCTEN BOEHHOM CNYKObI;

NnopsaAoK 1 NpasBu/ia OKasaHUA Nepsoi
NomMolLLM NOCTPaAaBLUNM.




MM.00

MpodeccnoHanbHbie Moayam

1298

866

MM.o1

OpraHu3aumsa AOKYMEHTALNOHHOIO
obecneyeHns ynpaBneHus 1
dYHKLMOHNPOBAHMA OpraHM3aumnm

B pe3synbTaTte M3yyeHus NnpodeccnmoHanbHOro
MoAayNA 06yYatoLWLMNCA LONKEH:

MMETb NPAKTUYECKUI ONbIT:

OpraHu3aumnmn AOKYMEHTaALMOHHOIO
obecneyeHns ynpaBneHus 1
dYHKLMOHNPOBAHMA OpraHu3aumu;

YMETb:

NPUMEHATb HOPMaTMBHbIE NMPaBOBbIE aKTbl B
ynpaBaeHYeCcKon AeATEeNbHOCTH;
noAroTaBANBaTb NPOEKTbI YyNpPaBAEeHYECKNX
peLleHnit;

obpabaTbiBaTh NOCTYNatoLwWme u
OTNpaBasemble OKYMEHTbI,
CUCTEMATU3NPOBATL UX, COCTABAATD
HOMeHKNaTypy gen u bopmuposBaTb
OOKYMEHTbI B 4ena;

roTOBUTb M NPOBOAMTL COBELLAHMWA, EN0BbIe
BCTPEYN, MPUEMbI U NPE3eHTaLNN;

3HaThb:

HOpPMaTUBHbIE MPaBOBbIE aKTbl B 06/1acTu
OpraHu3aLmMmn ynpaBaeHYecKon AeaTeNbHOCTH;
OCHOBHbI€e NpaBuaIa XPaHeHUA U 3aLWMUTbl
cnyxebHol nHbopmauuu.

M/AK.01.01.
[JoKymeHTauMoHHoe
obecneyeHne ynpaBneHus

MKZA.01.02. lNMpasosoe
peryamposaHue
ynpaB/ieH4YecKom
aeATenbHOCTH

MKZA.01.03. OpraHmnsauyma
CeKpeTapcKoro
obcnyKMBaHUA

OK1-9
MK1.1-1.11

MM.o2

OpraHu13auma apxMBHOM 1 CNPABOYHO-
MHGOPMALMOHHOM paboTbl MO AOKYMEHTAM
opraHusauum

B pe3synbTaTte nsyyeHus npopeccMoHanbHoro

MAK.02.01. OpraHusauma u
HOPMaTUBHO-NPaBOBbIE
OCHOBbI aPXMBHOTO Aena

M/K.02.02.

OK1-9
NnK21-2.7




moayns obyyatowmincs A0KeH:

MMETb NPAKTUYECKUI ONbIT:

OpraHn3aLLMmn apxmMBHOM U CNPABOYHO-
MHGOPMAUMOHHOM paboTbl MO AOKYMEHTAM
opraHusauuu;

YMETb:

OpPraHn30BbIBaTb AeATE/IbHOCTb apXMBa C
Y4eTOM CTaTyca M Npoduna opraHnsaLmu;
paboTaTb B CUCTEMAX I/TEKTPOHHOTO
OOKYMeHTO060poTa;

MCNONb30BaTb B AEATE/IbHOCTM apXMBa
COBpPEMEHHbIE KOMMNbIOTEPHbIE TEXHOIOTUMK;
NPUMEHATb COBPEMEHHbIE METOLANKM
KOHCepBaLMM U pecTaBpaum apXmBHbIX
OOKYMEHTOB;

3HaTb:

CUCTEMY apXUBHbIX YYPEKAEHUN B
Poccuiickoinn Pegepaummn n opraHmsaymo
ApxuBHoro ¢poHzaa Poccuiickon deaepaumm;
CUCTEMY XpaHeHMA 1 06paboTKN LOKYMEHTOB.

focypapcTBeHHbIE,
MYHULUMMNA/IbHblE apXMBbI U
apPX1BbI OpraHnsauui

M/AK.02.03. MeToguka u
NPaKTUKa apXnBoBeaeHUsA

MZAK.02.04. ObecneyeHune
COXPaHHOCTU AOKYMEHTOB

MM.03

OcyLuecTBNeHNE SOKYMEHTALMOHHOMO
obecneyeHna ynpaBaeHUA U apXMBHOTO Aena C
MCMNO/Ib30BaHNEM NPOrPaMMHbIX CPeACTB
yyeTa, XpaHeHus, 06paboTKM 1 NoncKa
OOKYMEHTOB

B pe3synbTaTte nsyyeHnn npopeccuoHanbHoro
Moy 06yYatoLWMINCA LOMKEH:

MMETb MPaKTUYECKMIA OMbIT:

paboTbl C NPOrPaMMHbIMK CPEeACTBAMM YYeTa,
XpaHeHusA, 06paboTKM 1 NOUCKA LOKYMEHTOB;
OpraHM3aLMm CNpPaBoOYHO-MHGOPMALLMOHHOWN

M/LK.03.01.
NHdopmaumoHHble
TEXHO/I0TUK B
AOKYMEHTAUMOHHOM
obecneyeHnn ynpasaeHus
M apXMBHOM aene

MKZ.03.02. MeTogmka
pauMoHanm3aLmm
LOKYMEHTALLMOHHOIo
obecneyeHuns ynpasneHus
W apXUBHOrO Aena

OK1-9
MK3.1-3.6




OeATeNIbHOCTU C AOKYMEHTaMU;

YMeTb:

paboTaTb c NpodeccuoHanbHO
OPUEHTUPOBAHHbLIM MPOrPaMMHbIM
obecneyeHnem B obnactu
OOKYMEHTaUMOHHOTo obecneyeHus
ynpasnexua (ganee - 4OY) 1 apxmMBHOro gena;
OpraHM30BbIBaTb BHEAPEHME
aBTOMaTU3MPOBAHHOM cMCTEMbI B caykbe JOY
N apxmBe (TeEXHUYECKOE 3afaHNe, NOHATHE O
CASE-TexHonormnax);

HaxoAMTb HeobxoaMmyo MHGOPMaLMIO,
Nno/b30BaTbCcA MHGOPMALMOHHBIMU
pecypcamu cet NIHTepHeTa B 0bnacTm
OOKYMEHTOBEAEHMA U apXMBHOTO AeNa;
paboTaTb C 3NEKTPOHHLIMW AOKYMEHTAMW;
MCNONb30BaTb CETEBbIE NPOrPAMMHbIE U
TEXHUYECKME CpeacTBa B NPodecCMOoHaNbHOM
AeATeNbHoCTY;

3HaTb:

PbIHOK CMeLManmM3MpoBaHHOro NPUKIALHOIoO
nporpammuoro obecneyeHuns B obnactn 10Y
N apXMBHOTO Aena (aBToMaTUYECKMUE CUCTEMBI
ynpaBneHna AOKYMEHTaMu);

coBpemeHHoe coctoaHue J0OY
rocy4apCTBEHHbIX U HErOCY4apPCTBEHHbIX
YUYPEKAEHUI, roCcyAapCTBEHHDIX,
MYHUUMNANbHBIX U HEFrOCYAapCTBEHHbIX
apx1MBOB B 061aCTN NPUMEHEHMUSA
MHPOPMALMOHHbBIX TEXHOIOTUI U
NCNO/1Ib30BaHWUSA CMeLMaaM3MpPoBaHHOTO
NporpamMmHoro obecneyeHus;
KoprnopaTuBHble MHPOPMALMOHHbIE CUCTEMDI,

MKZ.03.03. OpraHusauua
paboTbl C 91EKTPOHHbBIMM
OOKYyMeHTaMu




aBTOMATM3MPOBAHHbIE NO CUCTEMAM
OOKYMEHTaLMK, B TOM YMCae KaapoBoH,
byxy4yeTa;

nepcneKkTUBHbIE HanpasieHus
nHdopmatmsaumm JOY 1 apxmBHOro Aena;
3aKoHoaaTenbHyto 6asy, 0OCHOBHbIE Yrpo3bl
nHbopmaunoHHoM 6esonacHocTy.

nM.o4

BbinosHeHWe paboT No ogHOM uan
HeCKo/IbKMM npodeccuam pabouux,
OONIKHOCTAM CAYMKALLNX

BapuatmBHasa yacTb yuebHbix umknos MMNCC3
(onpepensetca obpasosBaTenbHOM
OopraHusaument CamoCcToATENbHO)

1620

1080

Bcero yacoB 06y4YeHUs No y4ebHbIM LMKAaM
nnces

5292

3528

¥Y1.00

YyebHas npakTukKa

Mnn.oo

MpounsBoacTBEHHAn NpaKTKa (No npopunto
cneumanbHOCTH)

10 Heg,

360

OK1-9
MK1.1-3.6

MAn.00

MpounsBoacTBEHHAA NPaKTUKa
(npepanniomHas)

4 Hep.

MA.00

MpomerKyTouHas aTTecTauma

5 Hea.

MMA.00

I'ocy,u,a PCTBEHHAA UTOroBaA aTrecrtauua

6 Hea.

MMA.01

MoAaroToBKa BbIMYCKHOW KBaAMPUKALMOHHOM
paboTbl

4 Hep.

MA.02

3aluTa BbINYCKHOM KBaAUPUKALIMOHHOM
paboTbl

2 Hea.




Cpok nonyyeHus CMNO no MMNCC3 yrnybneHHOM NOArOTOBKM B 04HOM dopme 0byyeHus coctasnset 147 Hegenb, B TOM YNCAE:

O6yueHure no yyebHbIM LMKIaM 98 Heg,
YuyebHan npaKTuKa

10 Hep.
Mpou3BoAcTBEHHasA NpaKkTMKa (Mo npoduato cneunanbHOCTK)
Mpoun3BoAcCTBEHHAA NpPaKTMKa (NpeaauniomHasn) 4 Hep,
MpomekyTovHaa aTTecTaumsa 5 Hea.
locynapcTBeHHas UTOroBas aTTecTaums 6 Hea,
KaHunkynapHoe spema 24 Hep,

UToro

147 Hep.

Tabnuua 6



VII. TPEBOBAHUA K YCNOBNAM PEA/TIM3ALNN NMPOITPAMMBbI MOArOTOBKU
CNELUMANTNCTOB CPEAHETO 3BEHA

7.1. ObpasoBaTenbHas opraHM3auMa CamocToATeNbHO pa3pabaTbiBaeT u yTBep:kgaet MMCC3 B
cooTBeTCTBUM ¢ HacTosAwmm ®rOC CMNO u ¢ yueTom cooTBeTcTBYOWEN NpumepHon MMNCC3.

Mepen Hayanom paspabotku MNIMCC3 obpasoBatenbHaa opraHU3auua AO0/XKHA OonpeaenTb ee
cneumMdurKy C y4yeToM HaMpasB/IEHHOCTM Ha YyAOBAeTBOpeHMe noTpebHocTen pblHKa Tpyda U
paboToaarteneil, KOHKPETUINPOBATb KOHEYHbIE pPe3yanbTaTbl 0OYYEHUA B BUAE KOMMETEHLUN, YMEHUI U
3HaHWI, NPMObpeTaeMoro NPakTMYECKOro onbITa.

KoHKpeTHble BMAbl AEATENbHOCTM, K KOTOPbIM  TOTOBUTCA  Oby4yatowmiica,  [AO0/KHbI
COOTBETCTBOBaTb MNPUCBaMBaeMol KBannduKauMu, OnNpeaenatTb coAep’kaHue obpasoBaTeNbHOM
nporpammbl, paspabatbiBaemon 0b6pa3oBaTe/ibHON OpraHM3auMen COBMECTHO C 3aumHTepecoBaHHbIMMU
paboTomatenamu.

Mpu popmuposanHum MNMCC3 obpasoBaTenbHan opraHN3auma:

MMEET MNpaBO WCMNO/b30BaTb 06beM BpeMEHW, OTBEAEHHbIM Ha BapWATUBHYHO 4YacTb Yy4ebHbIX
umknos MMNCC3, ysBennymeaa npu 3Tom ob6bEM BpPEMEHM, OTBEAEHHbIA Ha AMCLUMUMNAWHBI U MOAYAU
obAsaTenbHOM YacTn, nMbo BBOAA HOBblE AUCUMNAMHBI U MOAYAN B COOTBETCTBMWU C NOTPeBHOCTAMM
paboToparteneit u cneumdPpuKon geatTesbHOCTM 0bpa3oBaTeIbHOM OpraHM3aLuuy;

MMeeT NpaBo onpesenaTb A8 0CBOEHUA 0byYaloWMMMCA B pamKax npodeccMoHaibHOro Moy s
npodeccnio paboyero, AOMKHOCTb CAyXKallero (0AHY WM HECKOJIbKO) COMacHO MPU/IOMKEHUIO K
HacToAwemy ®roc Cro;

obnasaHa exerogHo o6HoBnATb MMCC3 ¢ yyeTom 3anpocoB paboTtogateneit, ocobeHHoCTeM
pa3BUTMA PErnmoHa, Ky/nbTypbl, HAaYKM, IKOHOMWKWU, TEXHUKMK, TEXHONOTMA WU coumanbHoM cdepbl B
pamKax, yCTaHOBAEeHHbIX HacToAwmm Oroc CMo;

06s3aHa B paboumx yuebHbIX NPOrpammax BCeX AUCLMMNINH U NPOdECCMOHANbHbIX MOAYNEN YETKO
dopmynupoBatb TpeboBaHWA K pe3yabTaTamM WX OCBOEHMA: KOMMETeHUMAM, npuobpetaemomy
MPaKTUYECKOMY OMbITY, 3HAHUAM U YMEHUAM;

06na3aHa obecneunBatb 3PPEKTUBHYIO CaMOCTOATENbHYIO PaboTy 0Oy4YaloWMXCA B COYETAHUMU C
COBEPLUEHCTBOBAaHNEM YMpPaBAEHMS €10 CO CTOPOHbI NpernoaaBaTeseli U MacTepoB NPOU3BOLCTBEHHOIO
oby4yeHus;

obs3aHa obecneunBaTb 0OyYalOWMMCA BO3MOXHOCTb yyacTBOBaTb B (GOPMMPOBAHUM
MHAMBMAYaANbHON 06pa3oBaTeIbHOM NPOrpammbl;

ob6s3aHa ¢$opMMpPOBaTb COLMOKY/AbTYPHYIO cpedy, CO034aBaTb YCA0BMA, Heobxoaumblie AnA
BCECTOPOHHEr0 pPasBUTMA U COUMANM3ALUMM  JIMYHOCTW, COXPaHEHMs 340poBbA  Obyvarouimxcsa,
cnocobcTBOBaTb Pa3sBUTUIO BOCMWTATE/NIbHOTO KOMMOHEHTa 06pa3oBaTe/bHOrO MpoLecca, BK/OYas
pasBUTME CTYAEHYECKOro CamoynpaB/ieHus, y4yacTMe obyyatowmxca B paboTe 06LLECTBEHHbIX
OpraHM3aLMiA, CNOPTUBHLIX M TBOPYECKMX KNYy6OB;

[OMIKHA NPeaycMaTpMBaTb B LLeAX peasnv3aln KOMNEeTeHTHOCTHOro Noaxoaa MCNonb3oBaHue B
06pa3oBaTeNIbHOM MPOLECCE aKTUBHbIX U MHTEPAKTUBHBIX GOPM NPOBELAEHMSA 3aHATUI (KOMMNbIOTEPHbIX
CUMYAAUMIA, AEN0BbIX W PONEBLIX UrP, Pa3bopa KOHKPETHbIX CUTYyaLMi, MCUXONOTUYECKUMX W MHBIX
TPEHWHIOB, TPYNnoBbIX AMCKYCCUN) B COYETAHUM C BHeayaUTOpPHOW pabotoi gna dopmupoBaHMA U
pasBUTUA 06LWMX N NPodecCMOoHaNbHbBIX KOMMETEHLMI 0ByYatoWMXCS.

7.2. NMpun peanusauyun MMNCC3 obyyatolmeca MMeOT akagemMuyeckne npasa M 06s83aHHOCTU B



cooTBeTcTBUM Cc PepepanbHbiM 3aKOHOM OT 29 gekabps 2012 r. N 273-03 "O6 obpasoBaHuM B
Poccuitckoit ®egepaumn’ <1>.

<1> CobpaHue 3akoHoaaTenbcTBa Poccuiickoint ®epepaumn, 2012, N 53, ct. 7598; 2013, N 19, cT.
2326; N 23, c1. 2878; N 27, cT. 3462; N 30, cT1. 4036; N 48, cT. 6165; 2014, N 6, CcT. 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. MakcMmanbHbIM 06bem y4ebHoON Harpysku obydatoweroca cocrtaBaseTr 54 akagemmnyeckux
Yyaca B HeZlet0, BK/IOYAA BCe BUAbI ayAUTOPHOM M BHEAYAUTOPHOM y4ebHOM HarpysKu.

7.4. MaKkcumanbHbii 06beM ayauTOpHOM Yy4YebHOW Harpyskm B O4YHOM dopme 0b6yyeHus
cocTaBnseT 36 aKaZeMUYECKUX YaCoB B HEAENIO.

7.5. MaKkcMmanbHblli 06bem ayauTOPHON yyebHOM Harpyskm B OUYHO-3a04HOM dopme 0byyeHus
cocTaBnseT 16 akafleMUYECKUX HYacoB B HEAENIO.

7.6. MakcMmanbHbI 06beM ayaUTOPHOM y4ebHOM Harpysku B rog B 3a04Hoi popme obyuyeHusn
coctasnaet 160 akagemmnyeckumx 4acos.

7.7. O6wan npoao/IKUTENbHOCTb KaHUKY B y4eOHOM rody A0/IKHaA cocTasnaTb 8 - 11 Hepenb, B
TOM YMC/ie He MeHee 2-X HeAe/lb B 3MMHUI nepuoga,

7.8. BbiNoNHEHWE KypCcOBOro npoekTta (paboTbl) paccmMaTpuBaeTca Kak BMA, yYebHol paboTbl no
AVcuMnanHe (aMcuMnanMHam) npodeccrMoHanbHOro yyebHoro UMKna U (Mam) npodeccroHanbHoMy
moaynto (moaynsam) npodeccMoHanbHoro y4yebHOro UMKNa M peanusyeTca B Npegenax BPEMEHMU,
OoTBeAEHHOro Ha ee (1x) usyyeHue.

7.9. AncumnnmHa "®dusnyeckas KynbTypa" npesycmaTpmBaeT exxeHenenbHO 2 Yaca 06:a3aTeNbHbIX
ayAWUTOPHbIX 3aHATUIA M 2 Yaca CamMOoCTOATENIbHOM PaboTbl (33 cYeT pPas/InyHbIX GOpM BHEAYAUTOPHBIX
3aHATMI B CMOPTUBHbIX KNybHax, cekumsx).

7.10. Obpa3oBaTenbHaA OpraHU3aLumMs MMeeT NPaBo 48 NOArpynn AeByLIEK UCNONb30BaTb YacTb
y4yebHOro BpemeHu AMCUMNANHBI "Be30onacHoCTb KusHedeaTenbHocTu" (48 yacoB), OTBEAEHHOIO Ha
N3y4yeHMe OCHOB BOEHHOW CNyXKObl, Ha OCBOEHWE OCHOB MeAMULIMHCKMUX 3HAHUN.

7.11. MonyyeHne CMNO Ha 6ase ocHOBHOro o06wWero 06pa3’oBaHUA OCYLLECTBAAETCA C
O04HOBPEMEHHbIM MOAyYeHMem cpegHero obuwero obpasosBaHua B npegenax MMCC3. B stom cnyyae
MMCC3, peanusyemas Ha 6ase ocHOBHOro obuiero ob6pasoBaHuA, paspabaTbiBaeTcA Ha OCHOBE
TpeboBaHMI1 cooTBeTCTBYIOWMX denepanbHbIX FOCYAapcTBEHHbIX 06pa3oBaTeNbHbIX CTaHAAPTOB
cpepHero obuiero obpasosaHua 1 CrMO ¢ yyeTom noaydyaemol cneumanbHocti CMNO.

Cpok ocBoeHua MMNCC3 B oyHoM dopme obyyeHus gnsa nuuy, obydarowmxca Ha 6ase OCHOBHOrO
obLwero obpasoBaHus, yBeMUMBaETCA Ha 52 Hegenu us pacyeTa:
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TeopeTuyeckoe obyyeHue (npu obAsaTenbHoM yuebHo HarpysKke 36 YacoB B Heaento) 39 Hegp.
NPoMeKyToYHanA aTTecTauma 2 Hep.

KaHWUKY bl 11 Hegp.



7.12. KoHcynbTauum ans obyyalowmxcs MNO OYHOM M O4YHO-3a04YHOM ¢opmam 0bydyeHus
npeaycmaTpmBatoTca o6pasoBaTeibHOM OpraHu3aumen U3 pacyeta 4 yaca Ha ogHoro obyyvatowerocst Ha
Kaxkabl y4yebHbIl rog, B TOM yuc/ie B nepuos peanusaunm obpasoBaTenbHOM Nporpammbl cpenHero
obuwero obpasoBaHuA gns v, obydatowmxca Ha 6ase ocHoBHOro obuwero obpasoBaHua. Popmbl
NnpoBefeHMA KOHCy/AbTauui (rpynnosble, MHAMBUAYaNbHble, MUCbMEHHbIE, YCTHble) onpeaenatoTca
obpasoBaTenbHOM opraHusaumen.

7.13. B nepuog, obyveHuA ¢ oHOWamMKn NpoBoaaTca yyebHble cbopbl <1>.

<1> MyHKT 1 ctatbn 13 degepanbHoro 3akoHa ot 28 mapta 1998 r. N 53-d3 "O BOWMHCKOIM
06A3aHHOCTU 1 BoeHHOW cnyxbe" (CobpaHne 3akoHogaTenbcTBa Poccuinckoit ®egepaumm, 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, cT. 2521; N 30, cT. 3029, cT. 3030, cT. 3033; 2003, N1, cT. 1; N 8,
cT. 709; N 27, cT. 2700; N 46, cT1. 4437; 2004, N 8, cT. 600; N 17, cT. 1587; N 18, c1. 1687; N 25, c1. 2484; N
27, ct. 2711; N 35, cT. 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, c1. 5127; 2006, N 1, cT. 10, cT. 22; N
11, ct. 1148; N 19, cT1. 2062; N 28, c1. 2974; N 29, cT1. 3121, c1. 3122, cT1. 3123; N 41, cT1. 4206; N 44, cT.
4534; N 50, ct. 5281; 2007, N 2, cT. 362; N 16, cT. 1830; N 31, cT. 4011; N 45, cT1. 5418; N 49, cT. 6070, cT.
6074; N 50, ct. 6241; 2008, N 30, c1. 3616; N 49, c1. 5746; N 52, cT. 6235; 2009, N 7, cT. 769; N 18, cT.
2149; N 23, cT. 2765; N 26, cT. 3124; N 48, c1. 5735, cT. 5736; N 51, cT. 6149; N 52, cT. 6404; 2010, N 11,
cT. 1167, cT1. 1176, c1. 1177; N 31, cT. 4192; N 49, cT1. 6415; 2011, N 1, cT. 16; N 27, cT1. 3878; N 30, cT.
4589; N 48, ct. 6730; N 49, cT1. 7021, cTt. 7053, c1. 7054; N 50, c1. 7366; 2012, N 50, cT. 6954; N 53, cT.
7613; 2013, N 9, c1. 870; N 19, cT. 2329; cT. 2331; N 23, cT1. 2869; N 27, cT. 3462, cT. 3477; N 48, cT.
6165).

7.14. MpaktnuKka ABaaetcAa obAsaTenbHbim pasgenom [MMNCC3. OHa npeacTasaser coboit BuA,
y4yebHol [OeATenbHOCTU, HanpasAeHHOM Ha GOpMMPOBaAHME, 3aKpenneHue, PasBUTME MNPAKTUYECKUX
HABbIKOB M KOMMETEHLMM B NPOLEcce BbINONHEHUA onpeaeneHHbIX BUA0B paboT, CBA3aHHbIX ¢ byayLien
npodeccnoHanbHomn gestenbHocTblo. Mpu peannsaumm MMNCC3 npegycmaTpuBatoTca caeayrolmne Buabl
NPakKTWK: y4ebHan 1 NPON3BOACTBEHHAA.

NMponsBoacTBEHHAA NPAKTUKA COCTOUT U3 ABYX 3TAMNOB: MPAKTUKKU NO I'IpOd)VIJ'IPO cneunanbHOCTU U
I'Ipep,p,Ml'I/'IOMHOﬁ NPaKTUKNU.

YyebHas NpaKkTMKa M NPOU3BOACTBEHHAA MpaKTWKa (No npodwunto cneumanbHOCTM) NPOBOAATCA
obpasoBaTesibHOM OpraHu3aumnen Npu ocBoeHMM obyyatowmmmca NPodeccnMoHanbHbIX KOMMNETEHLMIA B
paMKax NpodecCOHaNbHbIX MOAYAEN U MOTYT PEasM30BbIBAaTbCA KaK KOHLEHTPUPOBAHHO B HECKOJIbKO
nepuoaoB, TaK W pPaccpefoTOdEeHO, Yepeayacb C TEOPEeTUYECKMMWM  3aHATUAMM B PaMKax
npodeccnoHanbHbIX MoayAe.

Lenm wu 3agaun, nporpammbl U GOPMbl  OTYETHOCTM onpegensatTca obpasosBaTenbHOM
OpraHu3aLmMen No Kaxkaomy BUAY NPaAKTUKM.

MpounssoacTBeHHan NPakKTUKa  A0J1XKHa npoBoAnTbLCA B OopraHuMsauunax, Hanpas/sieHne
AeATENbHOCTN KOTOPbIX COOTBETCTBYET npod)mmo noAroToBKKU o6yqa|ou1,14xcn.

ATTecTauma no utoram HpOMBBOACTBeHHOVI NPaKTUKMN NpoBOANTCA C y4ETOM (MHM Ha OCHOBaHVIVI)
Pe3ynbTaToB, NOATBEPHKAEHHbIX JOKYMEHTaMMN COOTBETCTBYHOLWLNX opraHM3au,m71.

7.15. Peanusaumsa MMMNCC3 no cneumanbHOCTM [0/BKHA obecneymBaTbCcs MeAarormyeckumm
Kagpamu, MMerWwumMn Bbicliee ob6pa3oBaHMe, COOTBETCTBYlOWEee npodualo npenogaBaemoit
ancunnamHbl (mogyns). OnbIT AeATEeNbHOCTM B OpraHM3aumsax COOTBETCTBYOLWEeN npodeccroHanbHOM
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cdepbl aBnsetca 06s3aTeNbHbIM A1A NpenojaBaTeniei, OTBeYalolWMX 3a OCBOEHME Obyyatolmmcs
npo¢deccroHanbHOro yyebHoro UMKNa. Mpenogaeatenu nosyyatoT AONONHUTENbHOE
npodeccroHanbHoe 06pas3oBaHMe NO NPOrpamMmmam MOBbIWEHUSA KBaAMPUKaUUK, B TOM Yncie B opme
CTaXKMPOBKM B NPOdUbHBIX OpraHn3aumax He pexe 1 pasa B 3 roga.

7.16. MMNCC3 ponxHa obecneumBaTbCd Yy4eOHO-METOAMYECKOW [AOKYMEHTauuen no Bcem
OVUCUMNAMHAM, MEXAUCUUNAMHAPHBIM Kypcam M npodeccnoHanbHbim moaynsam MNMCC3.

BHeayauTOopHaa paboTa [A0MKHa  COMPOBOMAATLCA  MeToAMdYeckum  obecnedeHvem U
060CHOBaHMEM pacyeTa BpeMeHM, 3aTPaunMBaeMoro Ha ee BbiMo/IHeHMe.

Peanusaums MNMCC3 gonxHa obecneuymBaTbCcsa AOCTYNOM KaxKaoro obyyatouieroca K 6asam gaHHbIX
n 6ubnmnoteyHoim doHaam, GopmMpyembIM MO NOAHOMY NepeyHto aucumnand (moaynein) MMNCC3. Bo
BPEMA CaMOCTOATENbHOM MNOArOTOBKM obyuvatowmecs AO/KHbI O6biTb obecneyeHbl JOCTYNOM K CETU
MHTepHeT.

Kaxablit obyvatowmiica goakeH bbiTb obecneyeH He MeHee YEeM OAHMM y4ebHbIM NevyaTHbIM U
(MNK) 2NEeKTPOHHBIM U3AAHUEM NO KaXKA0W AMCUMNIMHE NPOdECCMOHANbHOMO y4ebHOro LMKNa U OAHUM
y4yebHO-MeToAMYECKMM  NeyaTHbiIM M (MAKM)  SNEKTPOHHbIM  U34aHMEM N0  KaXgomy
MEXANCUMNAMHAPHOMY Kypcy (BK/HOUan 3NEKTPOHHbIe 6a3bl NEPUOANYECKUX U3LaHUIA).

BubnmoteyHbln ¢oHA, A0MKEeH 6biTb YKOMMAEKTOBaH MeyaTHbIMU U (MAKN) 3NEKTPOHHbLIMMU
W34aHUAMM OCHOBHOW M AOMONHUTENBbHOM Yy4ebHOM AMTepaTypbl NO AUCLMMANIMHAM BCEX Y4YeOHbIX
LMKNOB, U34aHHON 3a nocnegHue 5 ner.

BubnnoteyHblt ¢oHA, NOMMMO Yy4ebHON NUTepaTypbl, AOOMKEH BKAOYATb OdUUMANbHbIE,
CNpaBoYHO-6UbAMOrpaduyeckme U nepmoamyeckne UsgaHua B pacyete 1 - 2 aK3eMNAAPaA Ha KaxAablx
100 obyyatowmxcs.

Kaxkgomy obyuatowemycs OomkeH ObiTb obecrneyeH AOCTyn K KOMNAeKTam 6ubanoTeyHoro
$oHAa, COCTOALMM HE MeHee Yem N3 5 HaMMEeHOBaHUI POCCUMICKUX KYPHANOB.

O6bpasoBaTtesibHasA  OpraHUsauuMa  LO/KHA  NPefoCTaBUTb  ODyYaloWMmcA  BO3MOMKHOCTb
onepaTMBHOro obmeHa MHPopmaLmelt ¢ POCCUMCKUMKM 06pa3oBaTeIbHbIMW OPraHU3aLMAMKN U JOCTYN K
COBpPeMEeHHbIM NpodeccMoHabHbIM 6a3amM AaHHbIX U MHPOPMALMOHHBIM pecypcam ceTn MHTepHeT.

7.17. Npuem Ha obyyeHume no MMCC3 3a cyeT 6IOAKETHBIX acCMrHOBaHWMN peaepanbHoro brogKeTa,
6toakeToB cybbekToB Poccuitickoit ®epepanm n MecTHbIX 6104KETOB ABNASETCA 06LLEeA0CTYNHbIM, eCK
MHOEe He NpeayCMOTPEHO 4YacTbio 4 cTaTbn 68 desepanbHOro 3akoHa ot 29 aekabpa 2012 r. N 273-93
"O6 obpaszoBaHuMM B Poccuiickon depepaunn” <1>. GuHaHcupoBaHue peanusaumm MMCC3 A0NKHO
OCYLLECTBNATLCA B OObEME He HWMKe YCTAHOBJ/IEHHbIX FOCYAAPCTBEHHbIX HOPMATMBHbLIX 3aTpaT Ha
OKa3aHWe rocyaapcTBeHHOM ycnyru B cdepe 06pa3oBaHna 10 AAaHHOTO YPOBHS.

<1> CobpaHune 3akoHogaTenbcTBa Poccuickoint ®epepaumm, 2012, N 53, c1. 7598; 2013, N 19, cT.
2326; N 23, cT. 2878; N 27, c1. 3462; N 30, cT. 4036; N 48, c1. 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.

7.18. ObpaszoBaTenbHasa opraHusauus, peanunsytowan MMNCC3, goaxKHa pacnoaaratb MaTepuasnbHoO-
TeXHU4YecKomn 6a3oli, obecneumBatowein npoBeaeHne Bcex BUA0B N1abopaTopHbIX paboT M NPAKTUYECKUX
3aHATUIN, AUCUMNAMHAPHOMN, MEXAUCUMNANHAPHON M MOAY/IbHON MOATOTOBKM, Yy4ebHOM MNpPaKTUKK,
npeaycMOTPEHHbIX y4ebHbIM naaHoMm obpasoBaTenbHOW oOpraHuWsaumun. MaTepuanbHO-TEXHUYECKan
6a3a f0NKHa COOTBETCTBOBATb AEMCTBYIOWMM CAHUTAPHBIM M MPOTUBOMOXKAPHbBIM HOPMaM.

MepeyeHb KabunHeToB, NabopaTopPMii, MacTepPCKUX
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N APYTUX MOMELLEHWI

KabuHeTb!:

COUMANBbHO-9KOHOMMUYECKMX ANCUNMNANH;

WMHOCTPAHHOTO A3bIKa;

MaTeMaTUKN U UHGOPMATUKK;

3KONOTMYECKMX OCHOB NPUPOLONOAb30BAHUSA;

3KOHOMMWKM OpPraHU3aLumn 1 ynpaBaeHUA NEPCOHANIOM;
MeHeKMEHTa;

npaBoBoro obecneyeHna NpPopeccUoHasibHOM AeATe/IbHOCTY;
rocyapCTBEHHOM M MYHULMMNA/IbHOM CNYKObl;
AOKYMEHTaUMOHHOIo obecneyeHnn ynpasaeHus;
apxvMBOBEAEHUSA;

npodeccnoHanbHON 3TUKM U NCUXON0TUM Ae/I0BOro 0bLeHus;
6€e30MacHOCTM KN3HeaeaTeIbHOCTH;

METOLANYECKUIA.

NabopaTtopuu:

MHOOPMATMKM U KOMMbIOTEPHOM 06PabOTKN OKYMEHTOB;
TEXHUYECKUX CPEeACTB YNPaB/eHUs;

CUCTEM 3/IEKTPOHHOI0 AOKYMEHTO060pOTa;
AOKYMEHTOBEAEHMS;

yyebHan KaHuenapus (cnyxba AoKYMeHTaUMOHHOro obecneyeHuns ynpasaeHus).
CnopTMBHbIA KOMMNEKC:

CNOPTUBHbIM 3an;

OTKprTbIIz CTagnoH WKNPOKOoro l'lpOd)VIfIFi C 321eMEHTaMM NONOChbI HpeﬂﬂTCTBMVI;

CTPENKOBbIN TUP (B Nt060M MmoandUKaLMM, BKIKOUYAA 3/IEKTPOHHbIN) UM MECTO A/1A CTPebbbI.

3anbl:

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

Peanusaumsa NMCC3 gonkHa obecneynsaTb:

BblMNOJ/IHEHNE 06y‘-IaIOLLI,MMMCF| na6opaTopr|x N NPaAKTUYECKUX 3aHATMN, BK/KOYaA

KaK



06A3aTeNbHbI KOMMNOHEHT npakThyecCKkmne 3agaHnAa ¢ CNoJ1b30BaHNEM NMEPCOHA/IbHbIX KOMIMbKOTEPOB;

ocBoeHUe O6y‘-IaPOIJJ,MMMCFI ﬂpO(bECCMOHaﬂbeIX MO,CI,y.I'IEﬁ B yCcnosuax CO3,£I,aHHOl\/‘I
COOTBETCTBVIOLLI,el\/‘I o6pasoBaTeanoﬁ cpeabl B O6pa3OBaTEIIbHOl71 opraHusauunn nam B opraHn3aumax B
3aBUCMMOCTH OT CI'IGLI,M(I)VIKM BUAa AeATENbHOCTU.

Mpy NCNoNb30BaHUN 3/IEKTPOHHbIX U34aHUIN 0bpa3oBaTe/ibHas opraHM3auma AoKHa obecneynTtb
Karkgoro obyyatoweroca pabouymm MecToM B KOMMbIOTEPHOM Kacce B COOTBETCTBMM C 06bemom
M3y4aemMbIX ANCLUMINH.

ObpasoBaTtenbHaa opraHM3aumMs [O/MKHa ObiTb obecneyeHa HeO6XO4MMbBIM  KOMMJIEKTOM
JIMLLEH3WOHHOTO NPOrPaMMHOro obecneyeHus.

7.19. Peanusauus MMNCC3 ocyuwectBaseTca obpa3oBaTe/IbHON OpraHM3aLumMelt Ha rocyapCcTBeHHOM
A3blke Poccuitckoit epepaumu.

Peannsauma TMMCC3 o6pasoBaTeNbHOM OpraHU3auMein, pPacrosiodKEHHOW Ha TeppuUtTopumn
pecnybankm Poccuiickon deaepaumm, MOXKeET OCYLLECTBAATLCA Ha roCyAapCTBEHHOM A3blKe pecnyb1mMKu
Poccuiickoii ®egepaunm B COOTBETCTBMM C 3aKOHOAATENbCTBOM pecnybsmk Poccuiickoit depepaumn.
Peanunsaumsa [MMMNCC3 obpa3oBaTenbHOM OpraHM3aumMein Ha rocyAapCTBEHHOM fA3blke pecnyb/MKu
Poccuiickoit ®egepaumm He A0NXKHA OCYLECTBAATLCA B yuwlepb rocyaapcTBeHHOMY A3bIKy Poccuiickoi
depepauun.

VIIl. OUEHKA KAYECTBA OCBOEHWA NMPOrPAMMbI NOAIOTOBKU
CNEUMANNCTOB CPEAHENO 3BEHA

8.1. OueHKa KayectBa ocBoeHua MMCC3 gonkHa BKAOYATb TEKYLWMIA KOHTPOJIb YCNEBAEMOCTH,
NPOMEKYTOUYHYIO U FOCYAAPCTBEHHYIO UTOFOBYIO aTTeCTaLMM 0B6yYaroLLMXCS.

8.2. KoHKpeTHble ¢opmbl M Npoueaypbl TEKYLWEro KOHTPOAA YCNeBaemMOCTW, MPOMEXKYTOUYHOWM
aTTecTauMM NO  Kakaoh AUCUMNAMHE U npodeccuoHanbHOMYy Moaynto  paspabatbiBatoTca
06pasoBaTeNbHON OpraHM3aLMen CamoCToATeNbHO U AO0BOAATCA A0 CBeAeHUA 0byyatoWwmnxcsa B TedeHune
nepBbIX ABYX MECALEB OT Hayana obyyeHus.

8.3. [na aTTecTaumm obyyaloWmUXCa Ha COOTBETCTBME UX MEPCOHAbHbIX AOCTUXEHMWI NOSTanHbIM
TpeboBaHuam cooTseTcTytowen MMNCC3 (TEKyWwMn KOHTPO/Ib YCNEBAEMOCTM U MPOMENKYTOYHAs
aTTectauma) cosgatotcd GOHAbI OLEHOYHbIX CPeAcTsB, MO3BOMAOWME OLEHWUTb YMEHWUA, 3HaHWA,
HpaKTMHeCKMVI ONnbIT N OCBOEHHbIE KOMNeTeHUNN.

®PoHAbI OUEHOYHbIX CPeacTB  ANA  MNPOMEXKYTOYHOM aTTecTauuu Mo AUCUMMAMHAM U
MEXANCUMNIMHAPHbIM  KypcaM B cocTaBe npodeccuoHanbHbIX Moaynen paspabaTtbiBaloTca U
yTBEpPKAaTCA 06pasoBaTeNbHOM OpraHU3aumMen caMoCTOATENbHO, a A1 NPOMEXKYTOYHOM aTTecTauumm
no npodeccuoHanbHbIM MOAYNAM U ANA rOCYyAapCTBEHHOM UTOrOBOM aTTecTaumn - paspabaTtbiBaloTca U
yTBEPXKAATCA 06pasoBaTesibHOM opraHusauuer nocne npeaBapuUTeNbHOTO  MONOXKUTENbHOMO
3aKk/o4eHns paboTtoaarteneit.

[nAa nNpomeKyTouHOW aTtTecTauum obyyalowmxca Mo  AUCUMNAMHAM  (MeXAUCUMNAMHAPHbIM
Kypcam) Kpome npenogasaTesieit KOHKPeTHOW ANCUMMANHBI (MEXAUCUMNAMHAPHOIO Kypca) B KayecTse
BHELUHMX IKCMEPTOB AO/IKHbI aKTUBHO MPWB/EKATbCA MPEenofaBaTesiv CMEXHbIX AUCLUMNANH (KypcoB).
ONna  MaKCMManbHOTO MPUBAUMMKEHMA MNPOrpamMmm MNPOMENKYTOYHOM aTTectauuu obyyatowmxca Mo
NpodeccMoHaNbHbIM  MOAYIAM K YyC/IOBUMAM WX Oyaylieid npodeccMoHaNbHOU  AeATeNbHOCTH
06pasoBaTeNbHON OpraHM3aLMen B KayecTBe BHELUTATHbLIX 3KCMEPTOB AO/KHbI aKTUBHO NPUB/IEKATHCA
pabotogatenu.

8.4. OueHKa Ka4yecTBa MNOArOTOBKM o6yqar0|.|.w|xc;| M BbINYCKHUKOB OCYyUWLeCTBNAETCA B [OBYX
OCHOBHbIX HanpaBaeHNAX:



OLeHKa YPOBHS OCBOEHUA ANCLUNINH;
OLeHKa KomMneTeHUuit obyyatoLmxca.
[na oHowWwel NpeaycmaTpuBaeTcs oLeHKa pe3ybTaToB OCBOEHMUA OCHOB BOEHHOW CyK6bl.

8.5. K rocyaapcTBeHHO WTOroBOM aTTecTauuu [AOMycKaeTcs oby4valowmiica, He MMmetowmin
aKageMMYecKoM 3a[0/IKEHHOCTM W B MNOJIHOM 0Ob6beme BbINOJHUBLIMKA  Yy4ebHbIA NAaH  Uau
WHAMBUAYANbHbIA  y4ebHbIA nNnNaH, €ecAnu WHOEe He YCTAaHOB/JEHO MOopsAKOM  MNpoBedeHUs
rocyapCcTBEHHOM UTOrOBOM aTTecTalmm No COOTBETCTBYOLWMM 06pa3oBaTe/ibHbIM Nporpammam <1>,

<1> Yactb 6 cTaTbm 59 denepanbHoro 3akoHa ot 29 gekabps 2012 r. N 273-d3 "06 obpaszoBaHUM
B Poccuiickon ®Pepepaumn” (CobpaHue 3akoHogatenbctBa 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. locypapcTBeHHana WTOroBaa aTTecTauus BK/OYAET MNOAFOTOBKY W 3alMUTy BbIMYCKHOM
KBannMdUKaLMOHHOM paboTbl (AMnaomHas paboTta, AMNAOMHbIN npoekT). Obs3atenbHoe TpeboBaHMe -
COOTBETCTBME TEMATUKUN BbINMYCKHOM KBANNPUKALMOHHOM paboTbl COAEPHKAHNIO O4HOFO UM HECKOIbKNX
npodeccnoHanbHbIX Mogyne.

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

MpunoxeHue

K ®rocC CMo no cneunanbHoctn 46.02.01
JoKymeHTaUuMOHHOe obecneyeHune
ynpaBneHua 1 apxmsoBegeHmne

MEPEYEHDb
NPO®ECCUN PABOYUX, OO/IKHOCTEN CNYXKALLMX, PEKOMEHAYEMbIX
K OCBOEHUIO B PAMKAX MPOIrPAMMBI MOATOTOBKN CNELLMAZTUCTOB
CPEAHEIO 3BEHA
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Koz no O6wepoccunckomy KnaccudumkaTopy

HanmeHoBaHMe npodeccuit pabounx, 4o0NKHOCTEN

npodeccmin paboumx, AOMKHOCTEN CAYKALWMX U CNyMKalmx
TapudHbIx paspaaos (OK 016-94)
1 2
26353 CeKpeTapb-MalUMHUCTKA
20190 Apxusapuyc
21299 Jenonpoussoantenn
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