MWHUCTEPCTBO OEPA30BAHMA U HAYKU POCCUICKOMN ®EAEPALIUU

NPUKA3
ot 11 aBrycta 2014 r. N 975

OB YTBEPXKAEHUN
®EAEPANNIbHOIO rOCYAAPCTBEHHOIO OGPA3OBATE/IbHOIO CTAHAAPTA
CPEAHETO NPO®ECCMOHAJ/IbHOIO OBPA3OBAHMA NO CNELWUA/IBHOCTU
46.02.01 AOKYMEHTAUMOHHOE OBECNEYEHUE YNPAB/IEHNA
1N APXMBOBEAEHUE

B cootBeTcTBUM ¢ nognyHKTom 5.2.41 MNonoxeHna o MuHuUcTepcTBe obpa3oBaHMA M Hayku Poccuinckoi
dbepepaunu, yTBepKaeHHOro noctaHosneHeM MpaButensbcTBa Poccuiickon ®eaepauymm ot 3 ntoHsa 2013 r. N 466
(CobpaHue 3akoHogaTenbcTBa Poccuitickoit Pegepaummn, 2013, N 23, cT. 2923; N 33, cT. 4386; N 37, c1. 4702; 2014,
N 2, ct. 126; N 6, cT. 582; N 27, ct. 3776), nyHktom 17 [MpaBun pa3paboTku, yTBepKaeHus denepanbHbixX
rOCyfapCTBEHHbIX 00pPA30BaTENbHbIX CTAHAAPTOB WM BHECEHWA B  HUX U3MEHEHUN, YTBEPXKAEHHbIX
noctaHoBneHnem [paButenbctea Poccuiickoh Pepepaumm oT 5 asrycta 2013 r. N 661 (CobpaHue
3akoHogaTenbcTBa Poccuiickont Pepepaumm, 2013, N 33, c1. 4377), npuKasbiBato:

1. YTBepauTb npunaraembit deaepanbHbli FOCyAapCTBEHHbIA 00pa3oBaTesibHbIA CTaHAAPT CpeAHero
npodeccmoHanbHoro obpasoBaHma no cneumanbHoct 46.02.01 JokymeHTauMOHHOe obecrneyeHne ynpasaeHus u
apxuBoBegeHue.

2. Mpu3HaTb YyTPATMBLLUMM CUAY NPUKas MuHUCcTepcTBa 06pa3oBaHMA N Haykn Poccuiickon deaepaumm ot 25
AaHBapsa 2010 r. N 75 "O6 vyTBepkaeHMn U BBeAeHUM B gelictBue deaepanbHOro rocyaapCcTBEHHOIO
obpas3oBaTenbHOro CTaHAapTa cpegHero npodeccmoHanbHOro obpasoBaHus Mo chneumanbHoctn 034702
JoKkymeHTaLMoHHOEe obecrneyeHmre ynpaBieHns 1 apxmsosegeHue" (3apernctpuposaH MMUHUCTEPCTBOM HOCTULIMM
Poccuinckoit epepaummn 27 pespansa 2010 r., peructpaymoHHbii N 16526).

3. HactoAwmin npukas BcTynaet B cuny c 1 ceHTabpsa 2014 roaa.

MwuHuctp
4.B.JINBAHOB

MpunoxxkeHue

YTBepKaeH

npukasom MuHuctepcTea obpasoBaHuA
1 Hayku Poccuiickoint ®epepavmm

ot 11 aBrycta 2014 r. N 975

®EAEPA/IbHBIA TOCYAAPCTBEHHbIA OEPA3OBATE/IbHbIN CTAHOAPT
CPEAHEIO NPO®ECCMOHAJIbHOIO O6EPA3OBAHUA NO CNELMANIBHOCTU
46.02.01 AOKYMEHTALMUOHHOE OBECNEYEHUE YINPAB/IEHUA
1 APXUBOBEAEHUE

I. OB/TIACTb NMPUMMEHEHWA

1.1. Hactoawmit  denepanbHblii  rocydapCTBeHHbI  obpa3oBaTenbHbIi  CTaHOAApPT  cpeaHero
npodeccnoHanbHOro 0bpasoBaHus NpeacTaBasaeT coboil COBOKYNHOCTb 06a3aTesIbHbIX TPeboBaHUIA K cpegHemy
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npodeccnoHanbHoMy 06pa3oBaHMio No cneymanbHocTn 46.02.01 JokymeHTaumMoHHOe obecneyeHune ynpasaeHus
M apxuBoBeAeHue ana npodeccnoHanbHoM obpa3oBaTesibHON opraHusauum M obpasoBaTenbHOM opraHM3aumm
BbiCclero ob6pas3oBaHUA, KOTOpble MMEIKOT NPABO Ha pPeann3aumnio MMELWUX FroCyAapCTBEHHYIO aKKpeauTaumio
nporpamm nogroToBKM CNELMANNCTOB CpeaHero 3BeHa No JAaHHOM cheumanbHOCTU, Ha TeppuTopun Poccminckoit
depepauunu (nanee - obpasosatenbHan opraHusaumsa).

1.2. NpaBo Ha peann3aunio Nporpammol NOAFOTOBKWM CMELMA/INCTOB CPeAHEro 3BeHa NO crneumanbHOCTU
46.02.01 [dokymeHTaumoHHoe obecneyeHre ynpaBAeHUMA W  apxuBoBedeHMEe umeeT obpasoBaTesbHan
OpraHM3auma Npu HaNMYMM COOTBETCTBYIOLLEN IMLLEH3MW HA OCyLLEeCTBAEHWE 06pa3oBaTeNbHOM AEATENIBHOCTU.

Bo3moxkHa ceTeBaa dopma peanumsaumm MNpPOrpaMmmbl MOATOTOBKM CMELNAIMCTOB CPpedHero 3BeHa C
MCMNO/Ib30BaHMEM PECYPCOB HECKONbKMX 06pa3oBaTeNbHbIX OpraHM3aunin. B peannsaummn nporpammsl NoaroToBKM
CneumasnctoB cpeaHero 3BeHAa C  WCMNONb30BaHMEM ceTeBOM ¢opmbl HapAagy C o06pasoBaTesibHbIMM
OpraHu3aunAaMM TaKKe MOTYT y4acTBOBaTb MeAULMHCKME OpPraHn3aLmm, opraHn3aunmn KynbTypbl, GU3KYIbTYPHO-
CMOPTUBHbIE U UHble OpraHM3aunn, obnagatowme pecypcamm, HeEObXoAMMbIMU ANA OCYLLECTBAEHUA 0byUYeHUs,
nposeaeHnA y4ebHON M NPOM3BOACTBEHHOM MPAKTUKM U OCYLLECTB/IEHUA UHbIX BUAOB Yy4ebHOM AeATENbHOCTH,
npeayCMOTPEHHbIX NPOrpamMmmMmon NOArOTOBKMU CMELNannCToB CPeHero 3BeHa.

Mpu peannsaumm NporpaMmmbl NOATOTOBKM CNELMANNUCTOB CpeaHero 3seHa 06pasoBaTe/ibHasA OpraHM3aums
BMpaBe NPUMEHATb 3/EKTPOHHOE 0b6y4YeHWe M AUCTaHLMOHHble 06pasoBaTe/ibHble TexHonoruu. MNpu obyyeHumn
/UL, C OFPaHMYEHHbIMW BO3MOXKHOCTAMM 34,0POBbA 3/IEKTPOHHOE 06yYeHMe U ANCTAHUMOHHbIE 0bpa3oBaTesbHbIe
TEXHONOMMM AOJIKHbI NPeaycMaTpuBaTb BO3MOXKHOCTb Npuema-nepesadn MHGoOpmauum B AOCTYMHbIX N8 HUX
dopmax.

[I. NCMOJIb3YEMbIE COKPALLIEEHNA

B HacToALLEM CTaHAAPTE MCNOb3YIOTCA CAeayolmMe COKPaLLEHUA:

CMO - cpeaHee npodeccnoHanbHoe 0bpa3oBaHue;

®rocC CMNo - peaepanbHbIi rocygapcTBeHHbINM 06pa3oBaTeNbHbIA CTaHAAPT cpeaHero NpodeccMoHanbHOro
obpasoBaHus;

MMNCC3 - nporpamma noAroToBKM CNELNANINCTOB CPeESHErNO 3BEHA;

OK - 0buasa KomneTeHuUuUs;

MK - npodeccnmoHanbHaa KOmneTeHLMA;

MM - npodeccnoHanbHbIN MOAY/b;

MUK - mexxgmcumnamHapHbIA Kypc.

[1l. XAPAKTEPUCTUKA NOATrOTOBKW MO CNELMNASIBHOCTU

3.1. NonyyeHme CMNO no NMNCC3 gonycKkaeTca ToNbKo B 06pa3oBaTe/IbHOM OpraHU3aLmu.

3.2. Cpoku nonyyeHuma CMO no cneumnanbHocth 46.02.01 [lokymeHTaUMOHHOe obecneyeHune ynpaBaeHma u
apxuBoBegeHne 6a3oBo NOArOTOBKM B 04HOM Ppopme 0byyeHuMA 1 npucBamMBaemble KBanndUKaLMmM NpUBOAATCA B
Tabnunye 1.

Tabnnuya 1
YpoBeHb 06pasoBaHus, HanmeHoBaHMe KBanmdumKaLumm Cpok nonyyenua CMNO no MNMNCC3
HeobXxoAMMbIN g5 Npuema Ha 6a30B0O NOArOTOBKMU 6a30B0 NOATOTOBKM B OYHOM
obyyeHue no MNMNCC3 dopme obyyeHua <1>
cpeaHee obuwee obpasoBaHue Cneumanuct no 1ropg 10 mecAues
OOKYMEHTaLMOHHOMY
OCHOBHOe 0bLee obpasoBaHue 06ecrneyeHmio ynpasneHus, 2 ropa 10 mecaues <2>

aApPXNBUCT




<1> He3aBUCUMMO OT NpUMeHAeMbIX 06pa3oBaTeIbHbIX TEXHOMOTUN.

<2> ObpasoBaTesibHble OpPraHM3auuKn, OCyLLEeCcTBAAIOWME NOATOTOBKY CMeLManucToB CpeaHero 3BeHa Ha
6a3e 0CHOBHOTIo 06uero obpasoBaHus, peanusyoT gpegepanbHblii FocyaapCcTBEHHbI 06pa3oBaTe/ibHbIN CTaHAAPT
cpeaHero obuero obpasosaHua B npeaenax MNMCC3, B Tom Yncne ¢ y4eTtom nosiydaemon cneumnansHoctu CMO.

KoHcynbTaHTlAOC: NpuMmeYaHume.
Hymepauma NnyHKTOB faHa B COOTBETCTBUM C 0OMUMNA/IbHBIM TEKCTOM AOKYMEHTA.

3.2. Cpoku nonyyenma CMNO no MMCC3 yrnybneHHOM NOArOTOBKW NPEBLIWAIOT HA OAUH ro CPOK MOJIyYeHUs
CMNO no NMCC3 6a30Boi NOATrOTOBKW.

Cpokn noayyenus CMO no cneumanoHocTn 46.02.01 [JokymeHTaUMOHHOe obecnevyeHue ynpasBaeHUsa U
apxusoBegeHue yraybneHHOM NOATOTOBKM B O4YHOM Qopme o0byyeHMA WM NpucBamBaemble KBanuduKauum
npusogsaTcs B Tabauue 2.

Tabanya 2
YpoBeHb 06pa3oBaHus, HanmeHoBaHue KBanndpuKaumm CpokK nonyyenma CMNO no MNMNCC3

HeobxoaMMbI Ana Nnpuema Ha yrnybieHHOM NoAroToBKM yrny6ieHHOM NOATrOTOBKMN B OYHOM

obyyeHue no MNMNCC3 dopme obyyeHuma <1>
cpegHee obuiee obpasoBaHue Cneuunanuct no 2 roga 10 mecAues

OOKYMEHTALLMOHHOMY
OCHOBHOe 0bLee obpasoBaHue obecneyeHnio ynpasneHus, 3 roga 10 mecAues <2>
aApPXMBUCT

<1> He3aBMCKMMO OT NPUMEHAEMbIX 06pa3oBaTeIbHbIX TEXHONOTUA.

<2> O6pasoBaTe/ibHble OpraHM3aLMM, OCYLLECTBAAIOLWME MOArOTOBKY CMELMANNCTOB CpeaHero 3BeHa Ha
6a3e ocHOBHOro 06Lero obpasoBaHMA, peanunsytoT dpegepanbHblii rocyAapCcTBEHHbIM 06pasoBaTebHbIiM CTaHAAPT
cpeaHero obuiero obpasoBaHua B npegenax MNMCC3, B Tom uncae ¢ y4eTom noaydaemoi cneyuansHoctn CMo.

Cpokn nonydyenus CrMO no MMCC3 6a3oBoit M yrnybneHHOW NOATOTOBKM HE3AaBUCMMO OT MPUMEHSAEMbIX
obpasoBaTesibHbIX TEXHONOMMI YBEINYMBAIOTCA:

a) ansa obyyatoLmMxcsa No O4HO-3a04YHOM 1 3a04HOM bopmam obyyeHusn:

Ha 6ase cpeaHero obuwero obpasoBaHus - He 6onee yem Ha 1 rog;

Ha 6a3e ocHoBHOro obuero obpasoBaHus - He 6onee Yyem Ha 1,5 roaa;

6) ANA UHBANMAOB U UL, C OTPAaHUYEHHbIMU BO3MOXKHOCTAMM 340P0BbA - He 6oee yem Ha 10 mecaues.

IV. XAPAKTEPUCTUKA NPO®ECCUOHAIbHOW
OEATEZIBHOCTU BbINYCKHNKOB

4.1. Obnactb NpodeccMoHaNbHON AEeATEeNbHOCTU BbIMYCKHUKOB: AeATe/IbHOCTb B CeKpeTapuatax, ciyxbax
[OKYMEHTALMOHHOTO obecneyeHuns, KaapoBbIX CyKbax U apxmMBax rocyAapCTBEHHbIX OPraHOB U yupexXaeHul, B
OpraHax MeCTHOrO CaMOYMNpaB/JeHUs,, HEerocyJapCTBEHHbIX OpraHusaumax Bcex ¢opm cobCTBEHHOCTY,
06LLECTBEHHbIX OpraHM3aumax (yupeRaeHusx).

4.2. O6beKTamm NPoPeccUoHaANbHOMN AeATEeIbHOCTM BbINMYCKHUKOB ABAAIOTCA:

AOKYMEHTbI, CO34aHHble /106bIM CNOCO60M AOKYMEHTUPOBAHUSA;

cUCTeMbl AOKYMEHTALMOHHOTO obecneyeHnsa ynpaBaeHus;

CUCTEMbI 3/1EKTPOHHOIO AO0KYMeHT0060pOoTa;



APXUBHbIE AOKYMEHTbI;

nepBuUYHbIE TPYAOBbIE KONNEKTUBDI.

4.3. Cneymannct no AOKYMEHTaUMOHHOMY obecrneyeHuto ynpasaeHus, apxuBUCT (6a30BOM MOArOTOBKM)
rOTOBUTCA K CIeAYIOLWMM BUAAM AEeATENbHOCTM:

4.3.1. OpraH13auma AOKYMEHTALUMOHHOMO obecnedyeHna ynpasaeHna n GyHKLMOHNMPOBAHMA OpraHM3aumm.

4.3.2. OpraHu13auma apxMBHOM M CNPaBOYHO-UHPOPMALMOHHOM PaboTbl MO JOKYMEHTAM OpPraHM3aLUu.

4.3.3. BbinosHeHne paboT No OAHOM UAWN HECKONbKMM npodeccnam paboumx, AOMKHOCTAM CAyMKalLMX
(npunorkeHue K HacToawemy roC CNO).

4.4, Cneunanuct no [AOKYMEHTAUMOHHOMY obecrneyeHuto ynpaBAeHwus, apxueuct (yrnybaeHHoM
NnoAroTOBKM) FOTOBUTCA K CeAyoWwnm BUAAM AEeATENbHOCTU:

4.4.1. OpraHu3auma AOKYMEHTAUMOHHOro obecneyeHna ynpasaeHmsa U GyHKLMOHNMPOBAHMA OpraHn3aumu.

4.4.2. OpraHu3auma apxMBHOM M CNPaBOYHO-UHPOPMALMOHHOM PaboTbl MO JOKYMEHTAM OpPraHM3aLUu.

4.4.3. OcywectsNeHNe [OKYMEHTAUMOHHOrO obecrneyeHWsa ynpaBieHUA W apxXuBHOrO fgena ¢
MCMNO/Ib30BaHMEM NPOrPaMMHBIX CPeACTB yYeTa, XpaHeHUs, 06paboTKM M NOUCKA JOKYMEHTOB.

4.4.4. BbinonHeHne paboT No OAHOM UAWN HECKONbKMM npodeccnam paboumx, AOMKHOCTAM CAyMKalLMX
(npunokeHune K HacToawemy ®rOC CMNO).

V. TPEBOBAHWA K PE3YJ/IbTATAM OCBOEHWNA NMPOTPAMMbI NOATOTOBKU
CNEUMANNCTOB CPEAHEIO 3BEHA

5.1. Cneumnannct nNo AOKYMeEHTaUMOHHOMY obecnedyeHuto ynpasaeHus, apxusuct (6a3oBol NoAroToBKM)
AONKeH 06/1aaTb 06LWMMM KOMMNETEHLUSMU, BK/HOYAOLWMMM B ceba cnocobHOCTb:

OK 1. MNMoHMmaTb CyLWHOCTb U COoLMasbHYIO 3HAYMMOCTb CBOEN byayuieir npodeccun, NPosBAsTb K Hewn
YCTOMYMBbIN UHTEpPEC.

OK 2. OpraHu13oBbiBaTb COOCTBEHHYIO AEATENIbHOCTb, BbIOUPATh TUMOBbIE METOAbl U CNOCODObI BbINO/HEHMUA
npodeccnoHanbHbIX 3aa4, oLeHMBaTb UX 3PPEKTUBHOCTb U KavyecTBo.

OK 3. MpuHMMmaTb peleHmna B CTaHAAPTHbIX U HECTaHAAPTHbIX CUTYaALMAX U HECTU 33 HUX OTBETCTBEHHOCTD.

OK 4. OcywectBnaTb MNOUCK M MCNO/Ab30BaHME WHOOPMaumMK, Heobxoammol ana 3ppeKTMBHOro
BbINO/IHEHUA NpodeccCnoHabHbIX 33434, NPOdGEeCcCMOHaNbHOTO N IMYHOCTHOTO Pa3BUTHA.

OK 5. Wcnonb3zoBatb MHOOPMALMOHHO-KOMMYHUKAUMOHHbIE TEXHONOMMM B  NPOPecCcMOHanbHOM
OEeATENbHOCTU.

OK 6. Pabotatb B KOA/MEKTMBE W KOMaHAe, 3GPeKTMBHO 06LWaTbCA C KOAJEramu, PyKOBOACTBOM,
noTtpebutenamm.

OK 7. BpaTtb Ha ceba 0TBETCTBEHHOCTb 32 PabOTy YleHOB KOMaHAb! (MOAYMHEHHDIX), Ppe3yAbTaT BbINOJIHEHUA
3a/laHUN.

OK 8. CamocTosaTenbHO onpeaenaAtb 33a43a4n nNpodeccMoHanbHOro U JMYHOCTHOMO Pa3BUTMA, 3aHMMATLCA
camoobpas3oBaHMeM, 0CO3HAHHO MIAHNMPOBATb NOBbILEHWE KBAaIMPUKALUNK.

OK 9. OpmeHTMpOBaTbCA B YCOBUAX YaCTON CMEHbI TEXHO/IOTUIA B NPOdEeCccCMoHaNbHON AeATENbHOCTY.

5.2. Cneunanuct no AOKYMEHTaUMOHHOMY obecrneyeHuio ynpaBfieHus, apxvmBucT (6a3oBoi NMoaroToBKM)
AomKeH 061a4aTb NPOdECCUOHANbHBIMM KOMNETEHLMAMM, COOTBETCTBY MMM BUAAM AEATENbHOCTU:

5.2.1. OpraHusaumsa AOKYMeHTaLMOHHOro obecneyeHuns ynpasaeHusa n GYHKLUOHUPOBAHUA OpraHM3aumm.

MK 1.1. KoopanHupoBaTb paboTy opraHMsaumu (MpMemMHOM PYKOBOANUTENSA), BECTU NPUEM MOCETUTENEN.

MK 1.2. OcywecTBnaTb paboTy NO NOArOTOBKE M MPOBELEHMIO COBELLAHUN, AENOBbIX BCTPEY, NPUEMOB U
npe3eHTaLni.

MK 1.3. OcywecTsnATb NOArOTOBKY A€/10BbIX MOE340K PYKOBOANUTENA U APYTUX COTPYAHUKOB OpraHM3auuun.

MK 1.4. OpraHu3oBbIBaTb paboyee MECTO CEKpeTapa U PYKOBOAUTENS.

MK 1.5. OdopmnAaTb M perncTpmpoBaTb OPraHM3aLNOHHO-PACNOPALMUTENbHbIE AOKYMEHTbI, KOHTPO/IMPOBATb
CPOKM UX UCNONHEHUA.

MK 1.6. O6pabatbiBaTb BXOAAWME U UCXOAAWME [OKYMEHTbl, CUCTEMATM3MPOBATb WX, COCTaBAATb
HOMEHKNATYpy Aen u GopMMpoBaTb LOKYMEHTHI B Aena.



MK 1.7. CamoctoaTtenbHO paboTaTh C AOKYMEHTAaMM, COAEPKALMMM KOHOMAEHUMNANbHYIO MHGOPMaLULo, B
TOM Yncne ¢ AOKYMEHTaMM NO IMYHOMY COCTaBy.

MK 1.8. OcywecTBnatb TenepoHHoe o0bcayKnuBaHne, NPUHMMaTL M NepeaasaTtb GpaKcbl.

MK 1.9. OcywectBnATb NOArOTOBKY A€ K Nepegaye Ha apxXMBHOE XpaHeHMe.

MK 1.10. CoctaBnAatb onucu Aen, OCywecTBAATb MOATOTOBKY Aen K nepegaye B apxvMB OpraHusauum,
rocyapCTBeHHbIE N MYHULMNANbHbIE apXMBbI.

5.2.2. OpraHusaumsa apxMBHOM M CNPABOYHO-MHPOPMALLMOHHOM PaboTbl MO JOKYMEHTAM OpPraHM3aLnuu.

MK 2.1. OcywecTBnaTb 3KCNEPTU3Yy LIEHHOCTM [JOKYMEHTOB B COOTBETCTBMM C  AEUCTBYHOLLMMM
3aKOHOZATe/IbHbIMU aKTaMU U HOPMaTUBaAMM.

MK 2.2. Bectn paboTy B cucTeMax 3/1EKTPOHHOIO A0KYMeEHTO0b0opoTa.

MK 2.3. PaspabatbiBaTb M BECTU KaaccuduKaTopbl, Tabenn m Apyrne CNpaBOYHMKU MO LOKYMEHTaM
opraHusauuu.

MK 2.4. ObecneuynBatb NpPMEM M PaLMOHANBHOE pasMelLeHWe [AOKYMEHTOB B apxuBe (B TOM uucie
AOKYMEHTOB NO IMYHOMY COCTaBY).

MK 2.5. O6ecneunBaTb y4eT U COXPAaHHOCTb AOKYMEHTOB B apXumBe.

MK 2.6. OpraHn3oBbiBaTb MCNO/Ib30BAHNE aPXMBHbIX OKYMEHTOB B HAaY4YHbIX, CPABOYHbIX N NPAKTUYECKUX
uenax.

MK 2.7. OcywecTBnAaTb OpraHM3aLMOHHO-METOAMUYECKOEe PYKOBOACTBO M KOHTPO/b 3a paboToi apxusa
OpPraHU3aLMmn 1 33 OpraHn3aLnen JOKYMEHTOB B A€/10NPOU3BOACTBE.

5.2.3. BbinosHeHne paboT no 04HON AN HECKOIbKMM Npodeccuam paboumx, ONKHOCTAM CAyKaALLMX.

5.3. CneuManuct no [OKYMEHTaUMOHHOMY obecneyeHuto ynpasBaeHus, apxuBucT (yrnybaeHHOM
noAroToBKM) AoKeH 06nagaTb 06LWLMMM KOMMIETEHUMAMM, BKAIOYAOLWMMUY B cebA CNOCOBHOCTb:

OK 1. MNMoHMmaTb CyLWHOCTb U COoLMasbHYIO 3HAYMMOCTb CBOEN byayuieir npodeccun, NPosBAsTb K Hewn
YCTOMYMBbIN UHTEpPEC.

OK 2. OpraHusoBbiBaTb COOCTBEHHYIO [AEATe/NIbHOCTb, OMnpeaenaTb MeToAbl WU Chocobbl BbINOJAHEHMUA
npodeccnoHanbHbIX 3aa4, oueHMBaTb UX 3PPEKTUBHOCTb U KA4ecTBo.

OK 3. PewaTb Npo6aembl, OLLEHMBATb PUCKM M MPUHMMATb PeLLEHNA B HECTAHAAPTHbIX CUTYAUMSAX.

OK 4. OcyuwecTBnaTb NOWUCK, aHaAN3 U OUEHKY MHPOPMALUKN, HEOBXOAMMON AN NOCTAHOBKU U peLUeHUs
npodeccnoHasnbHbIX 3a4a4, NPOdEeCcCUOHaNbHOIO M IMYHOCTHOO Pa3BUTKA.

OK 5. Wcnonb3oBatb WHGOPMALMOHHO-KOMMYHMKALLMOHHbIE TEXHONIOTUM A/1A  COBEPLUEHCTBOBAHUA
npodeccnMoHaNbHON AeATENbHOCTH.

OK 6. PabotaTb B KO/M/MeKTMBE M KOMaHAe, obecneuymBaTb ee cnsoyeHue, adpdekTMBHO obwaTtbea ¢
KOMIeramu, pyKoBoACTBOM, NOTpedbutTenamu.

OK 7. CtaBUTb uenu, MOTUBMPOBATb AEATENbHOCTb NOAYUHEHHbIX, OPraHM30BbIBaTb U KOHTPOAMPOBATL UX
paboTy C NpMHATHEM Ha cebsi OTBETCTBEHHOCTM 3a Pe3y/1bTaT BbIMNOAHEHWA 334aHUIA.

OK 8. CamocTosaTesibHO onpeaenATb 3a434n NPopecCUMOHaNbHOrO U JIMYHOCTHONO PA3BUTUA, 3aHMMATbLCA
camoobpas3oBaHMeM, 0CO3HAHHO MIAHNMPOBATb NOBbILEHWE KBAaIMPUKALUNK.

OK 9. BbITb roTOBbIM K CMEHE TEXHO/IOTUI B NPOPEeCcCMOHaNbHON AeATEe/IbHOCTH.

5.4. CrneumanucT no AOKYMEHTaUMOHHOMY obecneyeHuto ynpas/ieHus, apxusucT (yrnybaeHHow
nogrotoBKM) Ao/MKeH o06nagaTb  NPOPEeCcCMOHaNbHbIMM - KOMMETEHUMAMM, COOTBETCTBYIOWMMU  BUAAM
OEeATeNbHOCTU.

5.4.1. OpraHusaumsa AOKYMeHTaLMOHHOro obecneyeHus ynpasaeHna n GyHKLMOHUPOBAHMA OpraHM3aLmm.

MK 1.1. KoopanH1poBaTb paboTy opraHM3aumm (MpMeMHo pyKoBoAUTENA), BECTU NPUEM NoceTUTenen.

MK 1.2. OcywecTBnaTb paboTy NO NOATOTOBKE M MPOBELEHMIO COBELLAHWN, AENOBbIX BCTPEY, NPUEMOB U
npeseHTaunmn.

MK 1.3. OcyLecTBnATb NOArOTOBKY Ae/10BbIX NOE340K PYKOBOAUTENA U APYTNX COTPYAHUKOB OpraHuM3aLmu.

MK 1.4. OpraHu3oBbiBaTb paboyee MECTO CEKpeTapa U PYKOBOAUTENS.

MK 1.5. OdopmnaTb M perncTpmpoBaTb OPraHM3aLNOHHO-PACNOPALMUTENbHbIE AOKYMEHTbI, KOHTPOMPOBATL
CPOKM MUX UCMOJIHEHUA.

MK 1.6. O6pabaTtbiBaTb BXOAAWME M WCXOAAWME [OKYMEHTbl, CUCTEMATU3MPOBATb MX, COCTaBAATb
HOMEHKNATYpy Aen u GopmMMpoBaTb LOKYMEHTHI B Aena.



MK 1.7. CamoctoaTtenbHO paboTaTh C AOKYMEHTAaMM, COAEPKALMMM KOHOMAEHUMNANbHYIO MHGOPMaLULo, B
TOM Yncne € JOKYMEHTaMM NO IMYHOMY COCTaBy.

MK 1.8. OcywecTBnaTb TenepoHHoe 0bcayKuBaHue, NpUHMMaTb U NepenasaTb GpaKkcobl.

MK 1.9. OcywectBnATb NOArOTOBKY A€ K Nepegaye Ha apxXMBHOE XpaHeHMe.

MK 1.10. CoctaBnAatb onucu Aen, OCywecTBAATb NOAFOTOBKY Aen K nepegaye B apxuB OpraHMsaumu,
rocyAapCTBeHHble M MyHULUMNA/bHbIE aPXUBBI.

MK 1.11. BolaaBatb B COOTBETCTBMM C NOCTYNAOLWMMM 3aMNPOCAMM APXMBHbIE KOMUU U AOKYMEHTbI.

5.4.2. OpraHu13aums apxmBHOM M cNpaBoYHO-UHGOPMALMOHHOM paboTbl MO 4OKYMEHTAM OpraHM3auuu.

MK 2.1. YuactBoBaTb B paboTe Mo 3KCnNepTM3e LEHHOCTU AOKYMEHTOB B COOTBETCTBUM C AEMCTBYHOLWMMMU
3aKoHO4ATeNbHbIMM aKTaMMU U HOPMATUBAMMU.

MK 2.2. Bectn paboTy B cucTeMax 3/1EKTPOHHOIO A0KYMeEHTO0b0opoTa.

MK 2.3. PaspabatbiBaTb M BeCcTU KnaccuduKaTopbl, Tabenm U MHblE CNPaBOYHMKU MO LOKYMEHTaM
OpraHusauum.

MK 2.4. ObecneunBaTb NpMem W pauMOHasbHOE pasMelleHMe OOKYMEHTOB B apxusBe (B TOM u4ucne
OOKYMEHTOB MO IMYHOMY COCTaBy).

MK 2.5. ObecneynBaTb y4eT U COXPAHHOCTb AOKYMEHTOB B apXMBE.

MK 2.6. OpraHn3oBbiBaTb MCNO/Ib30BAHNE APXMBHbIX OKYMEHTOB B HAaY4YHbIX, CPABOYHbIX N NPAKTUYECKUX
uenax.

MK 2.7. OcywecTBnATb OpraHM3aLlMOHHO-METOAMYECKOe PYKOBOACTBO M KOHTPO/Ib 3a paboTol apxmsa
OpPraHU3aLMmn 1 33 OpraHn3aLnen JOKYMEHTOB B A€/10NPOU3BOACTBE.

5.4.3. OcywecTtBneHne [OOKYMEHTAUMOHHOTO obecrneyeHMa ynpaBaeHUs W apxXMBHOro Jena ¢
MCNONb30BaHMEM MPOrPAaMMHbIX CPEACTB y4YeTa, XpaHeHMA, 06paboTKM M NOMCKa fOKYMEHTOB.

MK 3.1. OcyuwectBaatTe UHGOPMALMOHHYIO paboTy Mo AOKYMEHTAM, B TOM YMC/E C MCMNOJ/Ib30BaHUEM
OpPITEXHWUKM, NPOrPaMMHbIX CPEACTB y4eTa, XPaHEHMA M MOUCKA AOKYMEHTOB U APYIUX CNeunanmsmpoBaHHbix 6as
OAHHbIX.

MK 3.2. MpuHMMaTb Mepbl MO YNOPAAOYEHUIO COCTaBa AOKYMEHTOB M WMHPOPMALMOHHBLIX MOTOKOB,
COKpPaLLEHMNIO X KOIMYECTBA M ONTUMM3AUMN LOKYMEHTONOTOKOB OpraHmn3aumu.

MK 3.3. Bectn paboTy nNo co3gaHMIO CNpaBOYHOro annapata no AOKYMEHTam C Uenbio obecneyeHus
yA06HOro 1 6bICTPOro UX NomcKa.

MK 3.4. MogrotaBnuBaTb [AaHHble, HEObOXoAMMble ANA COCTAaBNEHUSA CMPaBOK Ha OCHOBE CBeAeHWUM,
MMEIOLWMXCA B AOKYMEHTAX apxmBea.

MK 3.5. NpMHMMaTb yyacTve B pa3paboTKe /IOKa/bHbIX HOPMATUBHbLIX aKTOB OpraHM3auuMn no Bomnpocam
OOKYMEHTaUMOHHOro obecnevyeHuns ynpasieHUsa U apxXMBHOro aena.

MK 3.6. NMpuMHMMaTb yyacTve B paboTe no noabopy M paccTaHOBKE KaApoB CAYyXObl AOKYMEHTALMOHHOIO
obecnevyeHuUs ynpaBaeHUs U apXnBa OpraHn3aumnu.

5.4.4. BoinosHeHWe paboT No 04HOM UM HECKObKMM npodeccuam paboumnx, LONKHOCTAM CYMKaLLMX.

VI. TPEBOBAHUA K CTPYKTYPE NMPOIrPAMMbI NOATOTOBKU
CNEUMANNCTOB CPEAHEIO 3BEHA

6.1. NMMNCC3 npeaycMmaTpmBaeT U3yYEHUE CneayoWwmx y4ebHbIX LUKNOB:
061Lero rymaHMTapHOro M COLMabHO-3KOHOMUYECKOTO;
MaTemMaTMyecKoro 1 obLLero ecteCTBEHHOHay4HOro;
npodeccroHanbHoro;

W pa3genos:
y4ebHas NpakTuKa;
NpPou3BOACTBEHHAA NPAKTUKA (MO Npoduto CneunanbHoOCTH);
NpPou3BOACTBEHHAA NPAKTUKA (NpeagmniomHasn);
NPOMEeKYTOYHAA aTTecTaums;
rocyfapcTBeHHasA MTOroBaa aTTecTauuma.



6.2. O6s3aTenbHan YacTb MMCC3 no y4ebHbIM LMKAAM A0AXKHA COCTaBAATb 0KON0 70 NpoOLEHTOB OT 06LEero
obbema BpeMeHU, OTBEAEHHOIO Ha X ocBoeHue. BapmnaTneHasa YacTb (0Kos10 30 NPOLEHTOB) AaeT BO3MOXKHOCTb
pacwmnpeHus u (Mnu) yrnybneHns noAroToBKKM, onpeaenaeMmon coaepskaHmem obsa3atenlbHOW YacTu, NosydeHus
OOMOJIHUTE/IbHbIX KOMMNETEHUUM, YMEHWUI N 3HAHUIA, HEOOXOAUMbIX Ana obecneyeHUa KOHKYPEHTOCNOCOOHOCTH
BbIMNYCKHMKA B COOTBETCTBMW C 3aMpPOCaMM PErmoHaNbHOrO pPblHKA TpyAa M BO3MOXKHOCTAMM MPOAOMKEHUA
0bpasoBaHUA. AMUCUUNANHDBI, MEXANCUMNAMHAPHbIE KYPCbl U NpodeccuoHasibHble MoAYyAM BapUATUBHOWM YacTu
onpeaensoTcs 06bpasoBaTeibHON opraHM3aumei.

O6WMA ryMmaHUTapHbIA U COLMANBbHO-9KOHOMUYECKUIA, MaTeMaTUYECKMIA U OBLWNIN ecTecTBEHHOHAYYHbI
y4ebHble UMKAbl COCTOAT U3 AUCLUMNINH.

MpodeccnmoHanbHbIM  y4ebHbIM  LMKA  cOCTOMT M3 obwenpodeccMoHanbHbiX  AUCUMNANMH U
npodeccnoHasnbHbIXx MOAYNEN B COOTBETCTBMM C BUAAMU AeaTesibHOCTU. B coctaB npodeccmoHanbHoro moayns
BXOAMUT OAMH WX HECKOJIbKO MEXKAUCLUMMNIMHAPHBIX KypcoB. Mpu ocBoeHMn obydaowmmmnca npodeccnoHasbHbIxX
moAyneln npoBoasaTca yuebHan u (Man) NnpomsBoACTBEHHAA NPaKTUKA (Mo npoduato cneunanbHOCTH).

6.3. ObsA3aTenbHasA YaCTb OOLLErO F'YMaHUTAapHOroO M COUMaIbHO-3KOHOMMUYECKoro yyebHoro uukna MNMNCC3
6a30BOIM MOArOTOBKM AOJIKHa MpeaycMaTpuBaTb M3yYyeHMe cieayowmx obs3aTenbHbIX AUcuMnavH: "OCHOBBI
dunnocodun", "Uctopua", "MHocTpaHHbIM A3bIK", "Pusmyeckan Kynbtypa'"; yraybneHHon noarotosku - "OCHOBbI
dunocodpun”, "Uctopua", "Mcmnxonormna obweHma", "MHocTpaHHbIN A3bIK", "PU3nyeckan KyabTypa".

ObsasaTenbHasA 4YacTb npodeccuoHanbHoro yyebHoro umkna MMCC3 Kak 6a3oBoW, Tak U yraybaeHHOM
NOAroTOBKU A0/IKHA MNpeaycMaTpuBaTb M3ydeHue AucumniamHbl "besonacHocTb »KusHeaeAaTenbHocTn". Ob6bem
YyacoB Ha AMcumMnaMHy "Be3onacHocTb XU3HedesaTenbHOoCcTU" cocTasniAeT 68 4acoB, M3 HMX HA OCBOEHME OCHOB
BOEHHOW CNy*Kbbl - 48 Yacos.

6.4. ObpasoBaTe/sibHON opraHusauuner npu onpeaeneHnn ctpyktypbl MMCC3 v TPyA0EMKOCTM ee 0CBOEHMUA
MOXKET MPUMEHATbBCA CUCTEMA 3a4YeTHbIX eAMHWUL, NPU 3TOM OfHa 3a4YeTHaa eauHuMua cooTBeTcTByeT 36
aKageMMYECKMM Yacam.

Tabnuua 3

CTpYKTypa nporpammbl NOAroTOBKM CNELMannCTOB cpeaHero 3seHa
6a30B0Ii NOArOTOBKM



MHAaeKc

HavmeHoBaHMe y4ebHbIX LMKNOB, pa3aenos,
moaynei, TpeboBaHMA K 3HAHUAM, YMEHUAM,
NpPaKTUYECKOMY OMbITY

Bcero
MaKCMManbHOM
y4yebHol
Harpysku
obyuatowerocs
(yac./Hen,)

B Tom uncne
yacos
ob6sA3aTeNnbHbIX
y4ebHbIX
3aHATUN

MHAEeKC 1 HaMmeHoBaHWe
ANCLMNANH,
MEXANCLMMANHAPHbIX
Kypcos (MAK)

Koapl
dopmMmupyembix
KOMMEeTeHUMNN

O6s3aTenbHan yacTb y4ebHbIx umnknos NMNCC3

2376

1584

0orcs.oo

O6LWMN 'YyMaHUTaPHbIN U cCOLMaNbHO-
3KOHOMWYECKMI y4eBHbIN LMKA

522

348

B pe3ynbTaTte U3yyeHus obAa3aTeNIbHOM YacTu
y4ebHOro uyKna oby4atoWwmnnea AoNKeH:
YMeTb:

OPUEHTUPOBATLCS B Hanbosee obLWMX
dunocodckunx npobsemax 6bITMA, NO3HAHUS,
LeHHOCTel, cBo6oAbl M CMbICNA KU3HU KaK
OCHOBax GOPMMUPOBAHUS KyNbTYpPbI
rpaxgaHvHa n byayLiero cneunanmcra;
3HaThb:

OCHOBHble KaTeropuu n noHaTna dunocoduu;
posb Gunocodpun B XKNU3HU YeNOBEKA U
obulecTBa;

0CHOBbI $MNO0COPCKOro yueHua o bbITnu;
CYLLHOCTb Npouecca No3HaHusA;

OCHOBbI Hay4HOM, GPUNOCODCKOM U
PEeNUTNO3HOWN KapTUH MUP3;

06 ycnosuax GopMmMpPoOBaHUA TINYHOCTH,
cB06OE M OTBETCTBEHHOCTM 33 COXPaHEHME
YKU3HU, KYNIbTYPbl, OKPY*KatoLLen cpenpbl;

O COLMaNbHbIX U STUYECKUX Npobiemax,
CBA3aHHbIX C Pa3BUTUEM U UCMOJIb30BAHMEM
OOCTUXKEHUN HAYKU, TEXHUKU U TEXHONOTUN.

48

Orca.01. OcHosbl
dnnocodpumm

OK1-9

YMEeTb:

48

0Orca.02. Uctopuma

OK1-9




OPUEHTUPOBATLCA B COBPEMEHHOM
3KOHOMWYECKOM, NOJIMTUYECKON U KYNbTYPHOM
cuTyaumm B Poccun 1 Mupe;

BbIAB/ATb B3aMMOCBA3b OTEYECTBEHHbIX,
PEervoHasbHbIX, MMPOBbIX COLNANBHO-
3KOHOMMYECKUX, NOSUTUYECKUX U KYNbTYPHbIX
npobnem;

3HaTb:

OCHOBHbI€ HAMNPaB/IEHUA PA3BUTUA KTHOYEBbIX
pernoHoB mmnpa Ha pybexe sekos (XX u XXI
BB.);

CYLLHOCTb M NMPUYMNHbI IOKA/IbHBbIX,
PErnmoHasibHbIX, MEKIOCY4aPCTBEHHbIX
KOH)AMKTOB B KOHUe XX - Havane XXI BB.;
OCHOBHble NpoLecchl (MHTerpaLyMoHHbIE,
NOJIMKYNbTYPHbIE, MUTPALLMOHHbIE U UHbIE)
NOJIMTUYECKOrO U SKOHOMMYECKOTO Pa3BUTUSA
BEAYLUMX rocyAapcTB U PErMOHOB MUP3;
Ha3HayeHue OpraHusaumm Ob6begUHEHHbIX
Hauwnit (OOH), Opranunsaumm
CeBepoaTtnaHTMyeckoro gorosopa (HATO),
Esponeickoro Cotosa (EC) n apyrux
OpraHM3aLmii U OCHOBHbIE HanpaBAEHUA UX
aeATenbHOCTY;

O PO/ HayKW, KYNbTYpbl U PeNUrMK B
COXPaHEHWW M YKPENNEHUN HALMOHANbHbIX U
rocyapCTBEHHbIX TPAANLMIA;

cogeprkaHne U HasHavyeHne BarKHeMLLMX
NPaBOBbIX M 3aKOHOAATE/IbHbIX aKTOB
MWPOBOTO U PErMOHA/IbHOFO 3HAYEHMUS;

YyMEeTb:

06waTbcs (YCTHO M MUCbMEHHO) Ha
MHOCTPaHHOM A3blKe Ha NpodeccnoHanbHble U
nosceAHeBHbIE TEMbI;

nepeBoAnTb (CO CnoBapem) MHOCTPaHHbIe
TEKCTbl NpodeccMoHanbHOW HanpaBAEHHOCTH;

126

OrC3.03. MHoCTpaHHbIN
A3bIK

OK1-9




CaMOCTOATE/IbHO COBEPLUEHCTBOBATL YCTHYIO U

NMUCbMEHHYO peyb, NOMO/IHATbL C/IOBAPHbI
3anac;

3HATb:

neKkcmyeckuii (1200 - 1400 nekcnyeckmx
eaVHUL) U TPaMMATUYECKUIA MUHUMYM,
HeobXxoaAMMbI Ans YTeHUs 1 nepesoaa (co
C/10Bapem) MHOCTPaHHbIX TEKCTOB
npodeccMoHabHOM HaNpPaBAEHHOCTY;

YMEeTb:
MCNoab30BaTb GU3KYAbTYPHO-
030POBUTE/NbHYIO AeATENbHOCTb A5
YKpenneHnsa 340p0BbsA, AOCTUKEHUSA
YKU3HEHHbIX U NPOPECCUOHANbHbIX LLenel;
3HaTb:

0 poan PU3NYECKOI KYyNbTypbl B
06LWeKyNbTYpPHOM, NPOodECCUOHANBHOM U
COLMA/IbHOM Pa3BUTUM YEIOBEKA;

OCHOBbI 340POBOr0 06PA3a KMUIHMU.

252

126

Orc>.04. dusmnyeckas
Ky/bTypa

OK?2,3

EH.00

MaTemaTuyeckuii u obwmin
€CTeCTBEHHOHAYYHbIN YY4ebHbIN LMKA

198

132

B pesynbTaTte uUsydeHus obaszaTeNbHOM YacTu
y4yebHOoro unKaa obyyatoWmmncs gONKeH:
YMeTb:

pelwaTb 33241 Ha OTbICKaHWe NPOWU3BOAHOM
CNOMHOM QYHKLMM, MPOM3BOAHbIX BTOPOrO U
BbICLLUMX NOPAAKOB;

NPUMEHATb OCHOBHbIE MEeTOpb!
WHTErpmpoBaHMa Npu peLleHnn 3aaauy;
NPUMEHATb METOAbl MaTEMaTUUYECKOTO
aHann3a nNpu pelleHnn 3a4a4 NPUKIaaHoro
XapaKTepa, B TOM Ymcae npodeccroHasbHon
Hanpas/ieHHOCTH;

3HaThb:

EH.01. MaTtemaTtuKa

OK1-6,9




OCHOBHbIE NOHATUA U MeTobl
MaTemMaTM4yecKoro aHannsa;

OCHOBHbI€ YMNCNEHHbIE METOAbI PELUEHMUA
NPUKNaAHbIX 3a4aY;

YMETb:

paboTaTb C COBPEMEHHbIMW ONepPaLMOHHbIMU
CUCTEMAMM, TEKCTOBbIMM PeLaKTOpPamMU,
TabNMYHBIMM NPOLECCOPAMU, CUCTEMAMM
ynpasneHua 6asamu faHHbIX, Tporpammamm
NoAroTOBKM Npe3eHTaumn, UHGOPMaUNOHHO-
NMOWMCKOBbIMM CUCTEMAMM M NOJIb30BATbCA
BO3MOHOCTAMMU MHPOPMALLMOHHO-
TeNIEKOMMYHUKaUNOHHOM ceTn "UHTepHeT"
(manee - cetb UHTEpHET);

npodeccnmoHanbHO OCyLLEeCTBAATb HAabop
TEKCTOB Ha NePCOHa/IbHOM KOMMbIOTEPE;
3HaTb:

TEXHUYECKME CPEeACTBA U MPOrPaMMHOe
obecneyeHve NepcoHasibHbIX KOMMbIOTEPOB;
TEOpeTUYECKME OCHOBbI COBPEMEHHbIX
MHPOPMALMOHHbIX TEXHONOTUI 0bLero u
Cneunann3MpoBaHHOIO Ha3HaAYeHWs;
PYCCKYIO U NaTUHCKYIO KnaBuaTypy
NepcoHaNbHOro KOMNbIOTEPa;

npasuia obopMIEHNN LOKYMEHTOB Ha
NepcoHaNbHOM KOMMblOTEPE;

EH.02. UHdopmaTuKa

OK4,5,9

YMeTb:

OpPUEHTUPOBATLCA B Hanbonee obWmX
npobiemax 3Konornm u
NpPUPoOAONONb30BaHNS;

3HaThb:

0CcObeHHOCTU B3aumoaencTeusa obLuectsa u
npupoapl;

npupoaopecypcHbii NnoTeHumnan Poccuu;
NPUHUMNBI U METOAbl PaLMOHANbHOTO

EH.03. 3konornyeckue
OCHOBbI
NpPMPOAON0/b30BaHUA

OK3,6,7,9




npnpoaonoab3oBaHUA;
npaBoBblE U COUMaibHble BOMPOCHI
npnpoaononb3oBaHUA.

.00

MpodeccnoHanbHbI y4eOHbI LUKA

1656

1104

orn.oo

ObuwenpodeccmoHanbHble AUCLMNANHDI

918

612

B pesynbTaTte usyyeHus obasaTesIbHOMN YacTu
npodeccnmoHanbHOro y4ebHoro LmMKna
obyyatowmincs goNKeH:

YMEeTb:

OPWMEHTMPOBATLCA B BONPOCAX 3IKOHOMMUYECKOM
TEOPWUWN B COBPEMEHHbIX YC/IOBUAX;

3HaTb:

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

o6LMe NONOKEHNA SIKOHOMMYECKOM TEOPUU;

Orl.01. 9koHomun4yecKasn
TeopuA

OK1-7
MK1.1-1.3

YyMEeTb:

paccyMTbIBaTh MO NPUHATON METOA0N0MMNMU
OCHOBHbIE TEXHUKO-3KOHOMMUYECKUE
noKasaTtenu AeaTesbHOCTU OpraHu3aumuy;
3HaTb:

OCHOBHbIE MUKPO- 1 MaKPO3IKOHOMMYECKUNE
KaTeropmu n nokasatenim, MeToabl UX pacyera;

Orl.02. SKoHOMMKa
opraHuMsauum

OK1-7
MK11-13

YMETb:
YNpPaBAATb KOHGAMKTAMM U CTPECcCcamu B
npouecce NpodeccMoHaNbHON AeATENLHOCTY;
3HaTb:

XapaKTepHble YepTbl COBPEMEHHOTO
MEHEeKMEHTA; UMK MEHEAKMEHT];

npoLecc NPUHATUA U peanmsaLmm
yMpaBAeHYeCKUX peLleHnin, tipopmaumoHHoe
obecneyeHne meHeaKMEHTa;

0On.03. MeHegXMmeHT

OK1-9
MNK11,12,14-
18,24,25




YMEeTb:

NPUMEHSATb KaApOoBYIO NOJIMTUKY Ha
rocy4apcTBEHHON M MyHULMMNANbHOM CNyKbOe;
3HaTb:

CUCTEMY FOCYAAPCTBEHHbIX YUPEKAEHMWI U
OpPraHoOB MEeCTHOIo CaMOYMpPaB/IeHUS;
obLme NpMHUMMbI U TpeboBaHUA K
MPOXOXKAEHWUIO rOCYAAPCTBEHHOM U
MYHULMNANbHON CNyKObl;
OpraHn3aLMOHHO-NpaBoBble popmbl
rocyfapCTBEHHOro annapara yrnpaB/ieHus;

OM.04. locypapcTBeHHaa u
MYHUUMNANbHanA cnyxba

OK1-8
MK1.1-1.8

YMEeTb:

paboTaTb ¢ NpodeccMoHanbHbIMM TEKCTaMM Ha
MHOCTPAHHOM f3blKe;

COCTaBATb U 0POPMAATL OPraHU3aLNOHHO-
pacnopsaanTeNbHY0 JOKYMEHTALMIO Ha
MHOCTPAHHOM A3blKe,

BECTW NMEePeroBopbl Ha MHOCTPAHHOM A3bIKE;
3HaTb:

NPaKTUYECKYIO rPaMMaTUKy, Heobxoamumyto
Ans npodeccnoHanbHoro obeHus Ha
MHOCTPAHHOM A3blKe,

0CcobeHHOCTM NepeBoaa CyKebHbIX
[OKYMEHTOB C MHOCTPAHHOTIO A3bIKa;

ON.05. NHOCTpaHHbIM A3bIK
(npodeccroHanbHbIin)

OK1-7
MK1.1-1.3

YMETb:

NPMMeHATb B NpodecCcnoHaNbHOM
AeATeNbHOCTN NpMeMbl Aen0BOro 0bLeHus;
3HaTb:

OCHOBHble NpasBuaa NPodeccnoHabHON STUKK
U NpuMeMbl 4eN0BOro o0bLeHMA B KONNEKTUBE;
0C06eHHOCTM NPodEeCcCUOHANBbHOM 3TUKU U
NCUXONOTUN AEN0BOro OBLLEHMA CAYKALLUX
rocy4apCTBEHHbIX U MHbIX OPraHM3aLNOHHO-
npaBoBbIX GOPM yuperKaAeHNN N OpraHM3aunii;

OnN.06. MNpodeccmoHanbHas
3TUKa U NCMX0N0ruA
Aenosoro obuweHnn

OK1-8
MK1.2-16,1.8




YMETb:

co34aBaTb 61aronpPUATHLIN NCUXOIOTUYECKU
KNIMMaT B KONIIEKTUBE;

3 PeKTMBHO yNpaBaaTb TPYLOBbIMU
pecypcamu;

3HaTb:

coaepaHune KagpoBoro, UHPOPMaLIMOHHOTO,
TEXHUYECKOro 1 NpaBoBOro obecneyeHuns
CUCTEMbI YNPaB/IeHUA NepPCcoHaiom;
OPraHU3aLMOHHYIO CTPYKTYPY CAYXObI
ynpaBaeHns NepcoHaiom;

ob6Lue NPUHUUNBI YNPaBIeHUA NepcoHaiom;
NPUHLMMNbI OPraHM3aLmMm KagpoBoi paboTsl;
NCUXONI0MMYECKME acneKTbl yrpaBaeHus,
CnNocobbl paspeleHna KOHOAUKTHbIX
CUTYaLM B KONNIEKTUBE;

Onn.07. YnpasneHue
nepcoHanom

OK1-9
NK1.7,2.6,2.7

YMeTb:

3alLMLLaTb CBOM NPaBa B COOTBETCTBUM C
TPYA0BbIM 3aKOHO4ATE/IbCTBOM;
MCMO/1b30BaTb NMPABOBYIO MHPOPMALMIO B
npodeccnoHanbHON AeATENbHOCTH;
3HaTb:

npaea v 0683aHHOCTM CNyXKaLLMX;
3aKOHOAATe/IbHbIE aKTbl U HOPMaTUBHbIE
AOKYMEHTbI, peryanpytowme
NpPaBoOTHOLWEHNA GU3NYECKMX U
HOPUANYECKUX NNLL;

OCHOBHble 3aKOHOZaTe NbHbIe aKTbl O
npasoBom obecnevyeHnmn NpopeccuoHanbHOM
AeATeNbHOCTU CAYXKaLLMX;

OM.08. MNpasosoe
obecneyeHune
npo¢eccnoHanbHOM
AeATenbHOCTU

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

YMeTb:

OpraHM30BbIBaTb M NPOBOAUTL MepPOoNpPUATHA
no 3awuTe paboTaloWmxX U HaceneHna ot
HeraTMBHbIX BO34EMCTBUI Ype3BblyalHbIX
cUTyaumi;
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ON.09. besonacHoOCTb
*KU3HeaeATeNbHOCTH

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




npeanpuHMMaTb npoduiakTUYECcKme mepbl
ON5t CHUXKEHUS YPOBHSA OnacHOCTeN
pas3MYHOro BUAA U UX NOCNeACTBUN B
npodeccnMoHanbHON AeATEeNbHOCTU U DbITy;
NCNoab30BaTb CPeACTBA MHANBUAYAIbHOM U
KONNEKTUBHOM 3aLMTbl OT OPYKMA MACCOBOTO
NopaKeHus;

NPUMEHATb NePBUYHbIE CPeaCTBA
NOMKapOTYyLLEHUS;

OpPMEHTUPOBATLCA B NEpeYHe BOEHHO-YYETHbIX
CNeunanbHOCTEN N CaMOCTOATENIbHO
onpeaenaTb cpean HUX POACTBEHHbIE
Nosly4eHHOM CNeLNanbHOCTH;

NPUMeHATb NpodeccMoHanbHble 3HaHUA B
X0[e UCNoNHeHUs 06A3aHHOCTE BOEHHOM
CNYK6bl Ha BOUHCKUX AOMKHOCTAX B
COOTBETCTBUM C NOJTYYEHHOM
CNeunanbHOCTbIO;

BNageTb cnocobamu 6ecKoHGNMKTHOrO
0b6LWeHns U camoperynaumm B NoBCeAHEBHOM
OEeATEeNbHOCTU N SKCTPEMasIbHbIX YCIOBUAX
BOEHHOW CNyX6bI;

OKa3blBaTb NepBY NOMOLLb NOCTPAAABLIMM;
3HaThb:

NPUHLMNbI 06ecneyeHnn yCTOMUYNBOCTH
06BEKTOB 3KOHOMMKM, MPOrHO3MPOBAHUSA
pa3BUTMA CODObITUI N OLLEHKWN NocneacTBUI
NPW TEXHOTEHHbIX YPE3BbIYaMHbIX CUTYaLUAX U
CTUXUINHbIX ABNEHUAX, B TOM YMC/e B YCIOBUAX
NPOTUBOLENCTBMA TEPPOPU3MY KaK CEPbE3HOMN
yrpose HaunoHanbHol 6besonacHocTn Poccuu;
OCHOBHbI€ BMAbl NOTEHLMANbHbIX ONACHOCTEM
M UX NOCNeacTBns B NpodeccnoHanbHoM
AeATeNbHOCTU U BbITY, MPUHLUNbI CHUMKEHUA
BEPOSATHOCTM MX peanusaumu;

OCHOBbI BOEHHO CNy*KObl 1 0OOPOHDI
rocyaapcrea;




3a/1a4M M OCHOBHbIe MEPONPUATUA
rpa*kaaHCKom 060pOoHbI; cNocobbl 3aLmThbI
HaceNeHUs OT OPYKMUA MaCCOBOTO NOPAXKEHUS;
Mepbl NOXKapHoM 6e30nacHOCTU U NpasuKaa
6e3onacHOro NoBeLeHMA Npu NoXKapax;
OpraHM3aLmio U NopPALOK NPU3bIBa rpaxaaH
Ha BOEHHYI0 CNyKby M NOCTYyN/IeHUs Ha Hee B
[006p0BO/ILHOM MOPAAKE;

OCHOBHbIE BUbl BOOPYKEHWUS, BOEHHOW
TEXHUKW U CNEeLMaNbHOrO CHapaXKeHus,
COCTOALLME Ha BOOPYXKEHMM (OCHALLEHMM)
BOMHCKMX NoApPa3ae/ieHni, B KOTOpPbIX
MMEIOTCA BOEHHO-YYETHbIE CNeLmnanbHOCTy,
pOACTBEHHbIe cneyunanbHocTam Clo;

06/1acTb NPUMEHEHNA NOYYAEMbIX
npodeccroHanbHbIX 3HaHWIA NPU UCNOAHEHUN
06A3aHHOCTEN BOEHHOM CNY*KObI;

NopsAAOK U NPaBMa OKasaHUA NepBoi
NOMOLLM NOCTPaZABLLINM.

NnMm.oo MpodeccnoHanbHble MoaYAM 738 492
nmv.o1 OpraHunsauma 4OKYMEHTALMOHHOIO MAK.01.01. OK1-9
obecnevyeHuns ynpaBneHus 1 JoKymeHTauMoHHoOe MK1.1-1.10

bYHKUMOHNPOBAHMA OpraHn3aLmnm

B pesynbTaTte usydeHns npodeccmoHaibHOro
MoAayna 0byyaloLMNCA AO0KEH:

MMEeTb NPaKTUYECKUI OMbIT:

opraHM3auun AOKYMEHTaLMOHHOro
obecneyeHnn ynpasaeHuaA 1
dYHKUMOHNPOBAHMA OpraHM3aunu;

YMeTb:

NPUMEHATb HOPMaTUBHbIE NPaBOBbIE aKTbl B
ynpaBAeHYecKol AeAaTeNbHOCTY;
NnoAroTaBaAMBaTh MPOEKTbI YpaBAeHYECKUX
peLleHni;

obpabaTbiBaTh BXOAALIME U UCXoAALLME

obecnevyeHue ynpasaeHuna

MAK.01.02. MNMpasosoe
peryamposaHue
ynpaBaeHYeCcKoM
OeATeNbHOCTH

MAK.01.03. OpraHunsauymsa
CeKpeTapcKoro
obcnyKMBaHMA




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

roTOBMTb M NPOBOAMUTL COBELLLAHUS, AeN0Bble
BCTPEYU, NpMeMbl U Npe3eHTaumu;

3HATb:

HOPMaTUBHbIE NPaBOBbIe aKTbl B 061aCTH
OpPraHM3aLLMM yNpaBieHYeCKON feaTeIbHOCTY;
OCHOBHbIE MPaBWJIA XPAaHEHUS U 3aLLMUTbI
cnyxebHoi nHbopmaumu.

MM.o2

OpraHu3aumsa apxXmMBHOM U CNPaBOYHO-
MHbOPMALMOHHOW paboTbl MO AOKYMEHTAM
opraHusaumnm

B pe3synbTaTte M3yyeHus npodeccnoHanbHOro
Moayna obyyatomMnca AONKeEH:

MMETb NPAKTUYECKUIN ONbIT:

OpraHn3aLLmMmn apxmMBHOM U CNPABOYHO-
MHPOPMALMOHHOMN PaboTbl MO AOKYMEHTaM
opraHusauuu;

YMETb:

OpPraHn30BbIBaTb AeATe/IbHOCTb apXMBa C
Yy4eTOM cTaTyca M Npodunsa opraHnsaLmu;
paboTaTb B cMCTEMaX 31EKTPOHHOTO
OOKYMeHToob60poTa;

NCNo/b30BaTh B AeATEIbHOCTU apXMBa
COBPEMEHHbIE KOMMbIOTEPHbIE TEXHONOMNU;
NPUMEHATb COBPEMEHHbIE METOANKU
KOHCepBaLMK 1 pecTaBpaLmmn apXmMBHbIX
JOKYMEHTOB;

3HaThb:

CUCTEMY apXMBHOTO yNpaB/ieHnnA B
Poccuiickoit Pegepaummn n opraHmsaumo
ApxunsHoro ¢oHaa Poccuitckon ®epepaumm;
CUCTEMY XpaHeHMA U 06paboTKN AOKYMEHTOB.

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

MAK.02.02.
locypapcTBeHHble,
MyHUUMNa/IbHblE apXUBbI U
apXu1Bbl OpraHn3auuni

MAK.02.03. MeTtoauKka un
NPaKTUKa apXmMBoBeeHUsA

MZAK.02.04. ObecneyeHune
COXPaHHOCTU AOKYMEHTOB

OK1-9
MK2.1-2.7

MM.03

BbinonHeHWe paboT no ogHoM nnu




HECKO/IbKUM npodeccuam paboumx,
OONIKHOCTAM CNYXKaLUX
BapmaTtnsHas 4yactb y4ebHbix ymkaos MMNCC3 1026 684
(onpepensetca obpasoBaTenbHoM
opraHusaumeit CamoCTOATENbHO)
Bcero yacoB 0b6y4YeHMs No y4ebHbIM LMKAaM 3402 2268
nrcecs
Y.00 YuebHasa npaKkTMKa OK1-9
6 Hepa. 216 MK1.1-1.10,
2.1-2.7
nn.oo Mpoun3soacTBEHHAA NpakTUKa (No npodunio
cneumanbHoOCTH)
4 Hep.
nan.oo Mpoun3BoacTBEHHAA NPaKTUKaA
(npeaanniomHas)
MA.00 lMpomexyToyHan aTTecTauma 3 Hep.
M’A.00 [ocygapcTBeHHaA UTOroBas aTrecTauma 6 Hea.
MNA.01 MoaroToBKa BbINYCKHOW KBaIMPUKALNOHHOM 4 Hep.
paboTbl
M'A.02 3awWmTa BbiNyCKHOM KBAaMPUKALNMOHHOM 2 Hep.
paboTbl

Tabnuua 4

Cpok nonyyeHus CIMNO no MMNCC3 6a308011 NOArOTOBKM B O4HOM popme 0byyeHus cocTaBnneT 95 Hegenb, B TOM YnCe:

O6yuyeHune No y4ebHbIM LMKAam 63 Hea.

YyebHas NpakTUKa 6 Hea,




MpownssoacTBeHHaA NPaKTUKA (MO Npoduto CNeunanbHOCTH)
MponsBoacTBEHHasA NPaKTUKa (NpeaamniomHasn) 4 Hep,
MpomexyToyHaaA aTTecTauma 3 Heg.
[ocypapcTBeHHAA NTOroBaa aTrecTauma 6 Hep.
KaHukynbl 13 Hep.
UTtoro 95 Heg.
Tabnuua 5
CTpyKTypa nporpammbl NOAFOTOBKM CMELMaINCTOB CpeaHero 3seHa
yrnyb6aeHHOM NoAroToBKM
MHAaeKc HanmeHoBaHMe y4ebHbIX LUMKIOB, pa3aesos, Bcero B Tom uncne MHAEKC U HaMMEeHOBaHMe Kogbl
mogaynen, TpeboBaHMA K 3HAHUAM, YMEHUAM, | MaKCUMabHOM Yyacos OVNCLUNIVH, dbopmmpyembix
NPaKTUYECKOMY ONbITY yyebHol o0bna3aTenbHbIX MEXANCLMNANHAPHbBIX KOMNEeTeHL MM
Harpysku y4ebHbIX Kypcos (MAK)
obyuatowerocs 3aHATUI
(yac./Hep,)
Ob6s3aTenbHan YacTb y4ebHbIx unknos NMNCC3 3672 2448
0rcsa.oo O6LWMN 'YyMaHUTaPHbIN U COLManbHO- 804 536
3KOHOMWYECKMI Y4EOHbIN LMKA
B pe3synbTaTte M3yyeHUs 0b6a3aTenbHOM YacTm 48 Orca.01. OcHosbl OK1-9
y4ebHOoro UuKaa oby4aoLmMncs A0NKeH: dnnocodumm
YMeTb:
OPUEHTUPOBATLCA B Hanbonee obLMX
dunnocodckux npobnemax 6bITMA, NO3HAHUSA,
LeHHoCTel, cB060AbI U CMbICAA KU3HU KaK
OCHOBax GOPMMPOBAHUA KYAbTYpPbl
rpakaaHuHa n byayliero cneunanmca;




3HaThb:
OCHOBHbI€ KaTeropmun n noHATUA punocoduu;
posib GUNOCODUM B KU3HM YENOBEKA U
obuecTBa;

OCHOBbI $PMI0COPCKOro y4eHumn o bbITuu;
CYLLHOCTb Npouecca No3HaHus;

OCHOBbI HAy4HOM, GPUNOCOPCKOM U
PeNNTMO3HON KapTUH MUPa;

06 ycnoBuax GopmMMpPOBaHMA JIMYHOCTH,
cB0bOAE 1 OTBETCTBEHHOCTW 33 COXPaHeHMe
YKU3HU, KY/IbTYPbl, OKPY*KatoLweln cpeabl;

0 COLMaNbHbIX U STUYECKUX Npobiemax,
CBSA3aHHbIX C Pa3BUTUEM U UCMOJIb30BAHUEM
OOCTUMKEHUI HaYKU, TEXHUKU U TEXHOJIOTUIA;

YMETb:

OpPMEHTUPOBATLCA B COBPEMEHHOM
SKOHOMWYECKOW, NOSIMTUYECKON U KYNbTYPHOWM
cuTyaumm B Poccuun n mupe;

BbISIB/IATb B3aMMOCBA3b OTEYECTBEHHDbIX,
pPernoHasibHbIX, MMPOBbIX COLMA/bHO-
3KOHOMMYECKMX, NOJUTUYECKUX U KYNbTYPHbIX
npobnem;

3HaTb:

OCHOBHbIE HanpaB/IeHNA PA3BUTUA K/THOYEBbIX
pernoHoB mmnpa Ha pybexe sekos (XX u XXI
BB.);

CYLLHOCTb M NPUYMHbI IOKANBbHbIX,
PErMoHa/bHbIX, MEXKIOCYAAaPCTBEHHbIX
KOH)NMKTOB B KOHUe XX - Havane XXI BB.;
OCHOBHble NpoLecchl (MHTErpaLyMoHHbIE,
NOJIMKY/IbTYPHbIE, MUTPALMOHHbIE U UHbIE)
NOJIMTUYECKOTO M SKOHOMMUYECKOTO Pa3BUTUA
BeAYLLMX roCyAapcTB U PETMOHOB MUP3;
Ha3HadyeHne OOH, HATO, EC u apyrmnx
OpraHM3aumii U OCHOBHbIE HAaNpPaBAEHUA UX
OeATeNbHOCTY;
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0Orca.02. Uctopuma

OK1-9




0 PO/ HAYKM, KYNIbTYPbl U PENIUTUN B
COXPaHeHWUN U YKpenaeHUU HauMoHa bHbIX 1
rocyAapCTBEeHHbIX TPAANLM;

CoAEep)KaHne 1 HazHaYyeHue BaXKHeNLWnxX
NPaBoBbIX M 3aKOHOAATE/IbHbIX aKTOB
MWUPOBOTrO M PErMoHaNbHOIO 3HAYEHUS;

YMeTb:

NPUMEHSATb TEXHUKM U NpruemMbl 3pPeKTUBHOTO
obuweHns B NpodeccnoHasibHoM
AeATeNbHOCTY;

MCNONb30BaTb NPUEMbI CAMOpPEryaLMm
noseAeHMA B NPOLECCE MEXINYHOCTHOTO
obuweHuns;

3HaTb:

B3aMMOCBSA3b 0OLLEHNA U AeATeNbHOCTH;
uenn, GyHKLMN, BUAbI N YPOBHU 06LLEHUS;
PO/IN U poSieBble OXKMUAAHUA B 0OLLEHNN;
BUAbl COLUMaA/IbHbIX B3aUMOAENCTBUIA;
MeXaHM3Mbl B3aMMOMNOHMMAHUSA B OOLLLEHNN;
TEXHUKM U NpUeMbl 06LLeHMA, NpaBuaa
CnylWwaHus, seaeHna beceapbl, yoerkaeHus;
3TUYECKME NPUHLMNbI OOLLEeHMS;

WUCTOYHMKM, NPUYUHBI, BUAbI M CNOCO6bI
paspeLleHna KOHGANKTOB;
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Orca.03. NMecmnxonorua
obueHus

OK1-9
MnK2.7,3.6

YMETb:

06waTbcs (YCTHO M MUCbMEHHO) Ha
MHOCTPAHHOM fi3blKe Ha NPOo¢decCnOoHaNbHbIE U
NoBCeAHEBHbIE TEMbI;

nepeBoAnTb (CO CnoBapem) MHOCTPaHHbIe
TEKCTbl NpodeccMoHanbHOW HanpaBAEHHOCTH;
CaMOCTOATE/IbHO COBEPLUEHCTBOBATL YCTHYHO U
NMUCbMEHHYO PeYb, NOMOIHATL C/I0BAPHbIN
3anagc;

NMOHMMaTb ANA/I0rMYECKYIO U1
MOHO/IOMMYECKYIO peyb B chepe

196

OrC3.04. HocTpaHHbIN
A3bIK

OK1-9




npodeccnoHanbHON AeATENbHOCTY;

3HaThb:

nekcuyeckuit (3000 nekcnyeckux eanHuL) n
rpaMmmaTUYEeCKNii MUHUMYM, HEOOXOANMDbII
ANs uyTeHus u nepesoaa (co cnosapem)
WHOCTPaHHbIX TEKCTOB NPodeccMoHaibHOM
HanpaB/IeHHOCTY;

YMeTb:

MCNONb30BaTb GU3KYNbTYPHO-CNOPTUBHYIO
OeATeNbHOCTb ANA YKPenaeHUaA 340Pp0BbA,
OOCTUNKEHMUA HU3HEHHDbIX U
npodeccMoHanbHbIX Lenew;

3HaTb:

0 ponn GU3NYECKOM KyAbTypbl B
06LWeKyNbTYpPHOM, NPOodECCUOHANBHOM U
COLUMANbHOM Pa3BUTUM YEIOBEKa;

OCHOBbI 34,0pP0OBOro 06pa3za XKU3HM.
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196

OrcC>.05. dusnyeckas
Ky/bTypa

OK2,3,6,9

EH.00

MaTemaTuyeckuii u obwmin
€CTEeCTBEHHOHAYYHbIN y4ebHbI LMKA

390

260

B pesynbTaTte usyyeHus obaszaTeNbHOMN YacTu
y4yebHOoro unKaa obyyatoWmmncs gONKeH:
YMETb:

peLaTb 3a4a4M Ha OTbICKaHME NPOU3BOLHOM
CNOXKHOM GYHKUUKM, MPOU3BOLHbIX BTOPOTO U
BbICLLUMX NOPAAKOB;

NCNo/1b30BaTb PasiNyHble MeToAbI
WMHTErpMpoBaHMA NP peLeHnn 3a4avy;
MCNob30BaTb METOAbl MaTEMATMUUYECKOrO
aHanuM3a npu peLleHnm 3aaa4d NpMKAagHoro
XapaKTepa, B TOM Ymcne npodeccuoHanbHOM
HanpaB/IeHHOCTY;

pellaTb CUCTEMbI YPaBHEHUIA C HECKOJIbKMMMU
nepemeHHbIMU MaTPUYHbIM U APYTUMU
cnocobamm:

EH.01. MaTtemaTuKa

OK1-6,9




Ncnosb3oBaTh anrebpanyeckne metoabl Npu
peleHnn reomeTpmMyYeckmnx 3agavy;

3HaThb:

OCHOBHbI€ NOHATUA U METOAbl
MaTeMaTMYECKOro aHanns3a, IMHenHon
anrebpbl U aHAIMTUYECKON reOMeTpuUu;
OCHOBHbI€ YMC/IEHHbIE METOAbl peLleHunn
NPUKNaAHbIX 3a4a4;

CYLLLHOCTb, BUAbI M CNOCOObLI peleHma 3a4au
aHA/ITUYECKON TEOMETPUU Ha NMIOCKOCTU U B
NPOCTPAHCTBE;

YMeTb:
paboTaTb C COBPEMEHHbIMW OMNepPaLMOHHbIMMU
CUCTEMAMM, TEKCTOBbIMM PeLlaKToOpamMu,
TabAMYHBIMM NpoLEecCcOpPaMm, CUCTEMAMM
ynpasneHua 6asamu AaHHbIX, Tporpammamm
NnoAroTOBKM Npe3eHTaunit, MHGopMaLMOHHO-
NMOWMCKOBbIMUW CUCTEMAMM U NOJIb30BATLCA
BO3MOHOCTAMM rnobanbHol ceTn UHTepHeT;
3HaTb:

OCHOBHble meToAbl U cpeacTBa cbopa,
06paboTKN, XpaHeHUs, nepesaym u
HakonneHuna nHpopmaumm;

TEXHUYECKME CpeacTBa U NPOrpaMmHoe
obecneyeHne NepcoHanbHbIX KOMMNbIOTEPOB;
TEOpeTUYECKME OCHOBbI COBPEMEHHbIX
MHPOPMALMOHHbIX TEXHOIOTUIM 0BLWEero u
CNeLmManmn3MpoBaHHOIo Ha3HayYeHus;

EH.02. UHPopmaTHKa

OK4,5,9

YMeTb:
OpPUEHTUPOBATLCA B Hanbonee obWMX
npobiemax 3Konornum u
NpPUPoOAONONb30BaHNS;

3HaThb:

0CcObeHHOCTU B3aumoaencTeusa obLuectsa u

npUpoAbl;

EH.03. 3konormnyeckue
OCHOBbI
NPMPOAON0/b30BaAHUA

OK3,6,7,9




NpMpoAoPECYpPCHbI NoTeHumnan Poccuu;
NPUHLMMNbI U METOAbI PaLMOHabHOIO

NPMPOAON0Ab30BAHUSA;
NpaBoBble N COLMaA/bHbIE BOMPOCHI
nNpMpoaONoOaAb30BaHUSA;
YMETb: EH.04. UHdopmaumoHHble |OK1-9
Mcnoab3oBaTb TexXHoNornu cbopa, CUCTEMbI B MK3.1-3.6
pa3smeLlleHmna, XpaHeHUA, HaKoNAeHus, npodeccnoHanbHOM
npeobpasoBaHMA 1 Nepeaayn AaHHbIX B [eATeNbHOCTU
npodeccMoHaNbHO OPUEHTUPOBAHHDIX
MHPOPMALMOHHbBIX CUCTEMAX;
obecneunBaTb AOCTOBEPHOCTb MHOOPMALUM B
npouecce aBTOMaTU3MpPOBaHHON 06paboTKM
OAHHbIX;
3HaTb:
KnaccmdmKaumno MHGOPMALLMOHHBIX CUCTEM;
BMAbl TEXHOJIOFMYECKNX NpoL,eccoB 06paboTKu
MHbOPMaLUK B MHPOPMALIMOHHBIX CUCTEMAX,
0COBEHHOCTM UX NPUMEHEHMS;
MeToZbl U Npuembl obecneyeHuns
MHPOPMaLMOHHON 6e3onacHoCTw.
.00 MpodeccnoHanbHbIn y4ebHbIN LKA 2478 1652
0or.oo Ob6wenpodeccnoHabHble UCLUNANHDI 1180 786
B pe3synbTaTte M3yyeHUs 0b6a3aTenbHOM YacTm Ol1.01. 9KoHOMMYecKan OK1-7
y4ebHOoro UuKaa oby4atoLmMnca AONKeH: TeopuA MK1.1-13

YMETb:
OPUMEHTMPOBATLCA B BOMPOCAX 3IKOHOMMUYECKOM
TEOPUWN B COBPEMEHHbIX YC/OBUAX;

3HaTb:

3aKOHOMEPHOCTU PYHKLLMOHNPOBAHUSA
PbIHOYHbIX MEXaHWU3MOB Ha MUKPO- U
MaKpPOYPOBHSX U METOAbl FOCYAapPCTBEHHOTO
peryaMpoBaHus;




O6LLI,ME NMO/I0XKEHNA SKOHOMUYECKOW TEOPUMN;

YMETb:

pPaccYMTbIBATb NO MPUHATON METOA010TUN
OCHOBHbIle TEXHUKO-3KOHOMMYECKUE
nokasaTenu AeAaTelbHOCTM OpraHusaLmm;
3HaThb:

OCHOBHbIE MUKPO- U1 MaKPO3KOHOMUYECKME
KaTeropuu u nokasartesn, MeToapbl X pacyeTa;

Orl1.02. SKoHOMMKa
opraHusaumm

OK1-7
MK1.1-1.3

YMETb:

yNpaBaATb KOHPANKTAMK U CTPECCamm B
npouecce NpodeccMoHabHON AeATENbHOCTH;
3HaTb:

XapaKTepHble YepTbl COBPEMEHHOTO
MeHeOXMeHTa,

LMKN MEHEOXKMEHTA;

npouecc NPpUHATUA U peannsayunmn
ynpaBaeHYecKuX peLieHunin, uHpopmalmMoHHoe
obecneyeHne MeHedKMeHTa;

0n.03. MeHegXMmeHT

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

2.4,2.5

YMeTb:

NPUMEHATb KaapPOoBYIO NOINTUKY Ha
rocy4apcTBEHHOW M MyHULUMMNANbHON CNyKbe;
3HaTb:

CUCTEMY FOCYZLAaPCTBEHHbIX YUYPEKAEHWUN U
OpPraHOB MECTHOIO CaMOYrpPaB/EHUS;
obwue npuHUMNbI M TpeboBaHMA K
NPOXOXKAEHWNIO TOCYAAPCTBEHHON U
MYHULMNANbHON CNyKObl;
OpraHn3auMoHHO-NpaBoBble popMmbl
rocyAapCTBeHHOro annapara yrnpasieHus;

OM.04. l'ocypapcTBeHHas u
MyHUUMNaNbHasA CyxKba

OK1-8
MK1.1-1.8

YMEeTb:

paboTaTb ¢ NpodeccMoHabHbIMM TEKCTaMM Ha
MHOCTPAHHOM fI3blKe;

COCTaBATb M 0POPMAATL OPraHM3aUMOHHO-

On.05. MHoCTpaHHbIM A3bIK
(npodeccroHanbHbIMn)

OK1-7
MK1.1-1.3




pacnopaaMTenbHY0 AOKYMEHTALMIO Ha
MHOCTPaHHOM A3blKe;

BECTU NeperoBopbl Ha MHOCTPAHHOM A3bIKe;
3HATb:

NPaKTUYECKYIO FPaMMaTmKy, HeobxoaMmyto
Ana npodeccnoHanbHoro obeHuns Ha
MHOCTPaHHOM fA3bIKE;

0CODBEHHOCTU NepeBoaa CAy>KebHbIX
OOKYMEHTOB C MHOCTPAHHOTO A3bIKa;

YMeTb:
NPMMEHATb B NPOdeCcCMOHaNbHON
OeATeNbHOCTN NpMeMbl 4eN0BOro 0bLeHus;
3HaTb:

OCHOBHble NpasBuna NPodeccnoHabHON STUKK
W NpuMeMbl AeN10BOro 0bLeHNA B KONNIEKTUBE;
0C06eHHOCTM NPOodECCUOHANBHOM 3TUKU U
NCUXONOTUKN AENOBOro OBLLEHUA CAYMKALLUX
roCyAapCTBEHHbIX U UHbIX OPraHU3aLLMOHHO-
npaBoBbIX GOPM yuperKAEeHNN N OpraHM3aLnii;

OnN.06. MNpodeccmoHanbHas
3TUKA U NCMX0N0ruA
AenoBoro obweHnn

OK1-8
MK1.2-1.6,1.8

YMETb:
npodeccrMoHanbHO OCyLLECTBAATL Habop
TEKCTOB Ha NepPCOHa/IbHOM KOMMbIOTEPE;
3HaTb:

PYCCKYIO M TaTUHCKYIO KnaBmaTypy
NepcoHanbHOro KOMNbIOTEPA;

npasuaa opopmaeHUn AOKYMEHTOB Ha
NepcoHaNbHOM KOMMbIOTEPE;

On.07. KomnbtoTepHas
06paboTKa 4OKYMEHTOB

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

YMETb:
3aWMLLATb CBOM NpPaBa B COOTBETCTBUM C
TPYAO0BbIM 3aKOHOAATE/IbCTBOM;
MCMNo/1b30BaTb NPaBOBYH MHPOPMALMIO B
npodeccMoHanbHOM AeATENbHOCTH;
3HaTb:

npaBa M 0683aHHOCTM CAYKALMX;

Or1.08. NpaBosoe
obecneyeHune
npodeccnoHanbHOM
AeATeNbHOCTH

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




3aKoHoAaTeNbHble aKTbl U UHble
HOPMaTUBHbIE NPaBOBbIE AOKYMEHTbI,
peryavpytolime npaBooTHOLWEHUA GUINYECKUX
U IOPNANYECKMX NNLL,;

OCHOBHble 3aKOHOAATE/IbHbIE aKTbl O
npaBosom obecnevyeHnun npodeccMoHabHOM
[eATeNbHOCTU CAYXKaLLMnX;

YMEeTb:

0pOPMAATL AOKYMEHTALMIO NO YNPaBAEHMUIO
KauyecTBOM NPOAYKLMM;

3HaTb:

OCHOBHbIE MONOMKEHNUA CUCTEM MEHEAKMEHTA
KayecTBa 1 TpeboBaHUA K HUM;
METOAMYECKYIO U HOPMATUBHYIO
AOKYMEHTALMIO MO YNPaB/IeHUIO Ka4eCcTBOM
NPOAYKLMK;

OM.09. YnpasneHue
KayecTBOM

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

YMETb:

co3gaBaTb 61aronpPUATHbIN NCUXONOTMYECKUN
KAMMaT B KONNIEKTUBE;

3dPEKTUBHO YNPaBAATb TPYA0BbLIMU
pecypcamu;

3HaTb:

coAepKaHune Kagpoeoro, MHGOPMaLMOHHOTO,
TEXHMYECKOro M NpaBoBoro obecneyeHus
cUCTeMbl YyNpaBaeHMsA NepcoHaNoM;
OPraHM3aLLMOHHYIO CTPYKTYPY CAYK6bl
yMpaB/ieHNs NepcoHanom;

obLwue NpUHLMNbI YyNPaBAeHNUsA NEPCOHANIOM;
NPUHLMMbI OPraHM3auyMn KaapoBoK paboTbl;
MCUX0/I0TMYECKME aCNeKTbl ypaBAeHus,
Cnocobbl paspeLeHnsa KOHGANKTHbBIX
CUTyaLMI1 B KONIEKTUBE;

OM.10. YnpasneHue
nepcoHanom

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

YyMEeTb:
MCNO/b30BaTb METOAbI HAYYHOrO MO3HAHUA B

Ol.11. OcHosbl
uccnenoBaTeibCKoi

OK1-9
MK 2.1,2.6,3.2,




nccnenoBaTeIbCKon AeATeNbHOCTH;

3HaThb:

0 NocNneAcTBMAX CBOeW NPodeccUoHaNbHOM
AeATeNbHOCTU C TOYKM 3peHUs eAMHCTBA
6uocoepbl n buocounanbHOM NpUPoAbI
YyenoBeKa;

OCHOBHble TEPMUHbI U OoNpeaenenHuns,
ncnosb3yemble npu GopmmnpoBaHnn
OOKYMEHTOB B 06/1aCTW Hay4HO-
nccnenoBaTe/IbCKoN AeATeNbHOCTH;

AeATENbHOCTU

3.3,35

YMEeTb:

NpoBOAWTbL HEOBXOAMMbIE pacyeTbl No
Ha/s0roBoMy, KpeamMTHOMY, BloasKeTHOMY
peryaMpoBaHMIOo 3KOHOMUYECKUX NPOLLECCOB;
3HaTb:

cnocobbl rocy4apcTBEHHOTO PEry/IMpPOBaHuA
3KOHOMMKM B MEPEXOAHBIN NEPUOZ, K PbIHKY;
AVNHAMUKY COLMANbHO-IKOHOMUYECKUX
NPOLECCOB, NPOUCXOAALLMX B CTPAHE, UX
CTAaTUCTMYECKME 3aKOHOMEPHOCTH;
NPUHLMMLI U GOPMbI FOCYLAAaPCTBEHHOTO
perysMpoBaHnA 3KOHOMUKWN B PbIHOYHbIX
yCN0BUAX;

OM.12. TocypapctBeHHOe
peryanmposaHne 3KOHOMUKMU

OK1-9
MK 3.5,3.6

YMETb:

06bACHATbL Pa3NUHble GOPMbI
rocyAapCTBEHHOro ynpasieHus;
No/1b30BaTbCA OCHOBHbLIMW HOPMATUBHO-
NPaBoOBbIMU LOKYMEHTAMMU, ONPESENSOLLUMM
CUCTEMY rOCYZapCTBEHHOTO YNPaB/eHNs;
NO/1b30BaTbCA MaKPO3KOHOMMUYECKUMM
noKasaTtensmu;

BJ1aAETb METOAAaMM paspeLleHms
KOHMAMKTHBIX CUTyaumii;

3HaTb:

Hay4yHble OCHOBbI CUCTEMbI FOCYAaPCTBEHHOIO

ONn.13. Cucrema
rocyaapcTBeHHOro
ynpasneHun

OK1-9
MK 2.6,2.7,3.6




ynpasneHus;
CTPYKTYPY OpPraHoB rocyfapCTBEHHONO
yNpaBAeHuA; COAEPKAHNE U HanpaBieHne
rocygapcTBEHHOM NOJIUTUKM;

ynpas/ieHne coumanbHoli chepoin n
KOHd)}'IVIKTHbIMVI CUTYyaunaAmMmm,

yMeTb:
XapaKTepu3oBaTb UCMOHUTENbHYIO BNACTb B
coBpemeHHon Poccun 1 npobnembl ee
MozepHM3auuuy;

06BACHATL CNeundUKy rocyLapcTBEHHONO
ynpaB/ieHWA Ha PErMOHA/IbHOM YPOBHE;
3HaTb:

rocyfapcTBeHHbIM annapat Poccum B cucteme
COBETCKOro rocyAapcTBaa;

nepuvogbl CTaHOB/IEHWUA U 3BONOLUN
aAMUHUCTPATUBHO-KOMAHAHOM CUCTEMbI
ynpasfeHus;

COBETCKWI1 ONbIT agMUHUCTPUPOBAHUA; KPU3UC
depepatmsHol cuctembl Coto3a CoOBETCKMX
Coumanuctnyeckux Pecnybnmk; nepuogs,
CTaHOB/IEHMA HOBOM CUCTEMbI OpPraHU3aLmm
rocygapcreeHHon Bnactm B Poccum B 1990 -
1993 rr.;

OCHOBHble NoaoxKeHna KoHcTuTymm
Poccuiickoin Pegepaumm 1993 r. u npouecc
$bopMMpPOBaHNA HOBbLIX OPraHOB
rocyfapcTBeHHOW BNacTy;
npeacTaBuTe/IbHble OpPraHbl BNACTU B HaYane
XXI B., CTPYKTYPY UCNONHUTENbHOM BNACTU B
coBpeMeHHoM Poccun n npobnemeol ee
MOZepHM3aunK;

cneumdury pepopmmpoBaHma cyaebHom
cuctembl Poccuinckoint Pegepaunm;

OM.14. OpraHusauuma
rocy,apcTBeHHbIX
yupexgeHun Poccun

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

YMEeTb:

68

ON.15. be3onacHocTb

OK1-9
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OpraHn30BbIBaTb M NPOBOAUTL MEPONPUATHUA
no 3almTe paboTaroLmnx U HaceneHus oT
HeraTMBHbIX BO34EMCTBUI Ype3BblyalHbIX
cUTyaumm;

npeanpuHUMaTh NpoduakTUYECKMe Mepbl
AN CHUXKEHUA YPOBHSA onacHOCTelN
pa3IMUYHOro BUAA U UX NOCNEACTBUI B
npodeccnMoHanbHON AEeATENbHOCTU U DObITy;
NCNonb30BaTb cCpeacTBa MHANBUAYAbHOMW U
KONNEKTUBHOM 3aLUTbl OT OPYXMA MacCOBOTO
nopakeHus;

NPUMEHATb NepBUYHbIE CPeacTBa
NoXapoTylleHus;

OpPMEHTUPOBATLCA B NEPEYHE BOEHHO-YYETHbIX
CneunanbHOCTeN N CaMoCTONATEIbHO
onpeaensaTb Cpean HUX POACTBEHHbIE
Nosly4eHHOM CNeunanbHOCTH;

NPUMeHATb NpodeccMoHanbHble 3HaHUA B
X0[e UCNonHeHUs 06A3aHHOCTE BOEHHOM
CNyK6bl Ha BOUMHCKUX AOMKHOCTAX B
COOTBETCTBUM C NOJTYYEHHOM
CNeunanbHOCTbIO;

BNageTb cnocobamu 6ecKoHGNMKTHOrO
ob6LweHns n camoperynaumm B NoBCeAHEBHOM
OEeATEeNbHOCTU N SKCTPEeMasIbHbIX YCIOBUAX
BOEHHOW CNyX6bl;

OKa3blBaTb NepPBY NOMOLLb NOCTPAAABLUMM,;
3HaThb:

NPUHLMNbI 06ecneyeHnn yCTOMUYNBOCTH
06BEKTOB 3KOHOMMKM, MPOrHO3MPOBAHUSA
pa3BUTMA CODObITUI N OLLEHKWN NocneacTBUI
NPW TEXHOTEHHbIX YPE3BbIYAMHbIX CUTYaLMSAX U
CTUXUIHbBIX ABNEHUSAX, B TOM YMC/IE B YC/IOBUAX
NPOTUBOAENCTBMA TEPPOPU3MY KaK CEPbe3HOM
yrpose HauuoHanbHol 6besonacHocTn Poccuu;
OCHOBHbIe BMbl NOTEHLMANbHbIX ONaCcHOCTEeM
N UX NOCNeacTBns B NpodpeccnoHanbHOM

KN3HeneATe/IbHOCTH

MK1.1-1.5,
2.1-24,27,
3.1-3.6




AeATeNbHOCTU U BbITY, NPUHLMMbI CHUMXKEHMUS
BEPOATHOCTM UX peannsaumu;

OCHOBbI BOEHHOWM CNYK6bl U1 060POHBI
rocyaapcrea;

33341 U OCHOBHblE MepPONpUATUA
rpa*kaaHCKon 06OPOHbI; CNOCcobbl 3aLLUNTbI
Hace/IeHUs OT OPYKMA MACCOBOTO MNOPAXKEHUS;
Mepbl No¥apHoW 6e3onacHOCTU 1 Npasuna
6e3onacHOro NoBeLeHMA Npu Noxapax;
OpraHM3aLmio U NopALOK NPU3bIBa rpaxaaH
Ha BOEHHYI0 CNyK6y M NOCTYN/IeHUs Ha Hee B
[006p0BO/ILHOM MOPAAKE;

OCHOBHbIE BUbl BOOPYKEHWUS, BOEHHOW
TEXHUKMN U CMEeunanbHOro CHapaKeHus,
COCTOAILLME Ha BOOPYKEHUN (OCHALLEHNN)
BOWHCKWX NOAPa3aeNieHnid, B KOTOPbIX
MMeIoTCA BOEHHO-YYEeTHbIE CNEeLManbHOCTH,
pOACTBEHHbIe cneuunanbHocTam Clo;
06/1aCcTb NPUMEHEHNA NOYYAEMbIX
npodeccroHanbHbIX 3HaHWIA NPU UCNOAHEHUN
06A3aHHOCTEN BOEHHOM C/Y»KObI;

NopsAAOK W NPaBMa OKa3aHUA NepBoi
NOMOLLM NOCTPaZABLLNM.

Mv.00 MpodeccnoHanbHble MoaYyAM 1298 866
nmv.o1 OpraHusaumsa 4OKYMEHTALMOHHOIO MAK.01.01. OK1-9
obecnevyeHuns ynpaBaeHus 1 JoKymeHTauMoHHoOe NnK1.1-1.11

dYHKUMOHNPOBAHMA OpraHmn3aumnm

B pesynbTaTte usydeHus npodeccmoHaibHOro
MmoayNA 00yYatoLWMNCA LONKEH:

MMEeTb NPaKTUYECKUNI ONbIT:

opraHM3aumn JOKYMEHTaLMOHHOro
obecneyeHna ynpasaeHua 1
dYHKUMOHNPOBAHMA OpraHM3aunu;

YMeTb:

NPUMEHATb HOPMaTUBHbIE MPaBOBbIE aKTbl B

obecneyeHue ynpasaeHuAa

MKZ[.01.02. lNMpasosoe
peryanposaHue
ynpassieH4YecKkom
AeATeNbHOCTH

MKZA.01.03. OpraHunsauyma
CeKpeTapcKoro




ynpaBAeHYeCcKol AeATeNbHOCTY;
NnoAroTasaMBaTh MPOEKTbI ypaBaeHYECKUX
peleHni;

obpabaTbiBaTh NOCTYNatowWme 1
OoTnpaB/Aemble JOKYMEHTbI,
CUCTEeMaTU3NPOBaATb UX, COCTABATb
HOMEHKNaTYpy Aen u GopMmupoBaTb
JOKYMEHTbI B AeNa;

roTOBUTb M NPOBOAMTL COBELLAHMSA, IeN0Bble
BCTPEYN, MPUEMbI U NPEe3eHTaLNu;

3HaTb:

HOpPMaTUBHbIE MPaBOBble aKTbl B 06/1acTH

OpraHmn3aLmmM ynpasieHYecKon AeaTeIbHOCTH;

OCHOBHble NPaBMAa XPaHEHMA U 3aLLUUTbI
cnyxebHol nHbopmauuu.

obcnyKMBaHUA

MM.02

OpraHu3aumsa apXmMBHOM U CNPaBOYHO-
MHPOPMALMOHHON PaboTbl MO AOKYMEHTaM
opraHu3auum

B pesynbTate usyyeHus npodeccmoHanbHOro
Moayna obyyatomMnca AONKeEH:

MMETb MPAKTUYECKMIA OMbIT:

OpraHn3aLLmMmn apxmMBHOM U CNPABOYHO-
MHGOPMALMOHHOWM paboTbl MO AOKYMEHTAM
opraHusaumu;

YMETb:

OPraHM30BbIBATL 4EATENIbHOCTb apXMBa C
YYETOM CTaTyca 1 Npoduan opraHnsaumu;
paboTaTb B CUCTEMAX I/TEKTPOHHOTO
OOKYMeHTo0b0poTa;

MCNONb30BaTb B AEATE/IbHOCTU apXMBa
COBpPEeMEHHbIe KOMMNbIOTEPHbIE TEXHO/I0TUMK;
NPUMEHNTb COBPEMEHHbIE METOANKM
KOHCepBaLMM U pecTaBpaLum apXmBHbIX
OOKYMEHTOB;

3HaTb:

CUCTEMY apXUBHbIX YYPEKAEHWUN B

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

M/LK.02.02.
rocynapcTBeHHbIE,
MYHULMNANbHbIE apPXMBbI 1
apX1Bbl OpraHmn3aLmii

M/K.02.03. MeToguka n
NPaKTUKa apXnBoBeLeHUsA

MZAK.02.04. ObecneyeHune
COXPaHHOCTU AOKYMEHTOB

OK1-9
NnK21-2.7




Poccuiickolt depepaumm n opraHnsaLmio
ApxuBHoro ¢poHaa Poccuiickoit depepaumy;
cUCTeMy XpaHeHUs 1 06paboTKN LOKYMEHTOB.

MM.03

OcywectBneHne JOKYMEHTALMOHHOIO
obecneyeHns ynpaBneHUsa U apxXMBHOIO Aena
NCNosIb30BaHMEM MPOrPaMMHbIX CPeaCcTB
y4eTa, XpaHeHua, 06paboTKM 1 Nomucka
OOKYMEHTOB

B pe3ynbTate n3yyeHua npodeccnMoHanbHOro
MoAyna 0byyatoWmMnca LONIKEH:

MMETb NPAKTUYECKUIN ONbIT:

paboTbl C NPOrPaMMHbIMM CPEACTBAMM Yy4eTa,
XpaHeHus, 06paboTKM M MOMCKA L OKYMEHTOB;
opraHusaLmm cnpaBoYHO-MHPOPMaLIMOHHON
OEeATEeNbHOCTU C AOKYMEHTAMMU;

YMETb:

paboTaTb c npodeccnoHanbHO
OPMEHTUPOBAHHbIM NPOrPAMMHbIM
obecneyeHnem B obnactu
OOKYMeHTaLMOoHHOoro obecneyeHuns
ynpasnexua (ganee - 4OY) 1 apxmMBHOro gena;
OpraHn30BbIBaTb BHEAPEHUE
aBTOMaTM3MPOBAHHON cucTembl B caykbe JOY
M apxuBe (TeXHUYECKoe 3agaHue, NOHATUE O
CASE-TexHon0rmax);

HaxoAMTb Heobxogumyto MHGOpPMaLMIO,
Nosb30BaTbCA NHGOPMALLUOHHBIMMU
pecypcamu cetu MIHTepHeTa B 0bnactn
OOKYMEHTOBEZEeHMNA U apXMBHOIO Aena;
paboTaTb C 3N1EKTPOHHLIMW AOKYMEHTaMW;
NCNo/b30BaTb CETEBbIE MPOrPaMMHbIE U
TEXHUYECKME cpeacTBa B NpodeccMoHanbHoM
OeATeNnbHOCTY;

3HaTb:

PbIHOK CMeLMann3npoBaHHOroO NPUKAALHOIO
nporpammHoro obecneyeHusa B obnactn A0OY

MAK.03.01.
NHbopmaumoHHble
TEXHONOTUU B
OOKYMEHTALMOHHOM
obecneyeHUn ynpasaeHus
N apXMBHOM Zene

MKZ[.03.02. MeToauka
pauuMoHanmsauum
OOKYMEHTALMOHHOTO
obecneyeHuns ynpasneHus
W apXMBHOTO Aena

MKZ.03.03. OpraHmnsauyma
paboTbl C 3/1IEKTPOHHbBIMM
OOKYMeHTamu

OK1-9
MK3.1-3.6




W apXMBHOTO Aena (aBToMaTUYeCKME CUCTEMBI
ynpaBneHna AOKYMEHTaMK);

coBpemeHHoe coctoaHue J0OY
rOCyAapCTBEHHbIX M HEFrOCYAapPCTBEHHbIX
yupexaeHui, rocyfapcTBeHHbIX,
MYHULMNANbHbBIX U HEFOCYAaPCTBEHHbIX
apxmBoB B 06/1acTM NPUMeEHeEHNA
MHGOPMALMNOHHBIX TEXHOJOTUI U
NCMNO/1Ib30BaHWUA CMeLMaam3MpoBaHHOro
nporpammHoro obecrneyeHus;
KOpnopaTMBHble MIHOOPMALMNOHHbIE CUCTEMDI,
aBTOMATM3MpPOBAHHbIE MO CUCTEMAM
OOKYMEHTaL MK, B TOM YMCNe KaapoBoH,
byxyyeTa;

nepcrnekTUBHbIE HanpasaeHUsA
nHdopmatmsaumm JOY 1 apxmBHOro Aena;
3aKoHoAaTeNbHyto 6a3y, OCHOBHbIE Yrpo3bl
MHbOpMaLUOHHOM be3onacHOCTH.

NM.o4

BbinosHeHne paboT no ogHoM nau
HeCKo/IbKMM npodeccnam paboumx,
OOMKHOCTAM C/yXKaLumx

BapwuaTtnsHas Yyactb yuebHbix Lumkaos MMNCC3
(onpenensetca obpasoBaTenbHOM
opraHu3aumel caMocToATENbHO)

1620

1080

Bcero yacoB 0by4yeHUs Mo y4yebHbIM LuKaam
nnce3

5292

3528

YI.00

YyebHas npakTuka

nn.oo

Mpour3BoaCcTBEHHAn NPaKTUKa (No npoduto
crneuunanbHOCTH)

10 Hep.

360

OK1-9
MK1.1-3.6

MAn.00

MpounsBoacTBEHHAA NPaKTUKa
(npeaanniomHas)

4 Hep.




MNA.00 MpomexKyTo4yHaaA aTTecTauma 5 Heg.

MNA.00 [ocypapcTBeHHaA UTOrosas aTrecTaumn 6 Hep.

MNA.01 MoaroToBKa BbINYCKHOW KBaMPUKALNOHHOM 4 Hep,
paboTbl

MA.02 3almTa BbINYCKHOM KBaAUPUKALLMOHHOM 2 HepA.

paboTbl

Cpok nonyyenusa CMNO no MMCC3 yrnybneHHOW NoArOTOBKM B O4HON popme obydeHusa coctasnsaeT 147 Heaesnb, B TOM YUC/E:

Ob6yuyeHure nNo y4yebHbIM LMKIaM 98 Heg,
YyebHaa npakTMKa

10 Heg,
MponssoacTBEHHAA NPaKTUKA (Mo Npoduto CneunanbHOCTH)
Mpown3BoacTBeHHasA NpPaKTUKa (NpeaauniomHasn) 4 Hep,
MpomekyTovHaA aTTecTauma 5 Hep.
locypapcTBeHHasa UTOrosas aTrecTauma 6 Hep,
KaHuKkynapHoe spemsa 24 Hep,

Utoro

147 Hegp.

Tabnuua 6



VII. TPEBOBAHUNA K YCTOBUAM PEANN3SALNU NMPOTPAMMBbI NOATOTOBKU
CNEUMANNCTOB CPEAHEIO 3BEHA

7.1. OOb6pasoBaTesibHas oOpraHW3auMa camocToATeNlbHO paspabatbiBaeTr M yTBepxaaer [MCC3 B
cooTBeTcTBMM ¢ HacToAwmm ®TOC CMO m ¢ yyueTom cooTBETCTBYIOWEN NpumepHoi MMNCC3.

Mepepn Havanom paspabotkum MMNCC3 obpasoBaTesibHasA opraHU3aLmMa 4OXKHA onpeaenntb ee cneumduky ¢
y4eToOM HanpaBAeHHOCTU Ha YA0BNETBOPEHWE NOTPeOHOCTEN pbliHKA TpyAa U paboTosaTenei, KOHKPETU3NMPOBATL
KOHEYHble pe3ynbTaTbl 0OyYEeHUA B BUAE KOMMETEHUMI, YMEHUIA U 3HAHWUN, NPUOBPETAEMOro MPaKTUYECKOro
onbiTa.

KOHKpeTHble BMAbl AEATE/IbHOCTM, K KOTOPbIM TOTOBUTCA OOYYalOWMIACA, [O0/MKHbI COOTBETCTBOBATb
npuceavMBaemol KeannouKkauum, onpenenatb coaeprkaHne obpasoBaTesibHON Mporpammebl, paspabatbiBaemMol
06pa3oBaTeNIbHON OpraHM3aLMell COBMECTHO C 3aMHTEPECOBaHHbIMU paboToaaTeNnAMM.

Mpu popmunposaHmm NMCC3 obpasoBaTenbHas opraHn3aLma:

MMeEeT NPaBo MCMNO/b30BaTb 06 bEM BPEMEHMW, OTBEAEHHbIM HA BAPMATUBHYHO YacTb y4ebHbIx uyknos MMNCC3,
YBE/IMYMBaAA Npu 3TOM 06bemM BPEMEHWU, OTBEAEHHbI Ha AUCUMUMNAMHBI U MOAYy/IN 0bA3aTesibHOM 4YacTtu, Anbo
BBOAA HOBble AUCUMMNAWHBI MU MOAYAM B COOTBETCTBMM C NOTpebHOCTAMM paboTogatenelt u cneumduKo
AeaTenbHOCTM 06pa3oBaTe/IbHOM opraHM3aumu;

MMeeT npaBo onpegenaTb ANA OCBOEHMA O0byyalowumuca B pamMKax npodeccMOoHanbHOro Moayns
npodeccuio paboyero, AOMKHOCTb CAYXKalLero (04HY MAM HECKOJIbKO) COMIAacHO MPU/IOXKEHUIO K HaCTOSLLEMY
®roc cno;

oba3aHa exeroaHo obHoBnaTb MMCC3 ¢ yyeTom 3anpocoB pabotogatenen, ocobeHHoOCTeM pasBUTUA
PErnmoHa, KyabTypbl, HAYKMU, SKOHOMMKKN, TEXHUKNU, TEXHONOTMIN U coumanbHoli chepbl B pamKax, YCTAHOBAEHHbIX
HactoAawmum ®roc Crno;

ob6A3aHa B paboumx y4yebHbIX MpPOrpaMmax BCEX AUCUMMIAMH U NPOPECCUOHANbHBIX MOAYAel YeTKo
dopmynnpoBaTb TPebOBaHUA K pe3y/bTaTamM MX OCBOEHWA: KOMMETEHUMAM, NpMobpeTaeMomy MpakTUHecKomy
OnbITY, 3HAHUAM N YMEHUAM;

o6s3aHa obecneumBaTb 3GPEKTUBHYIO CAaMOCTOATE/IbHYIO pPaboTy obyyalowmxca B COYETaHUMM C
COBEPLUEHCTBOBAHWEM YNPAB/IEHMA €10 CO CTOPOHbI NpenogaBaTesieli U MacTepoB NPOM3BOACTBEHHOMO 00yYeHUs;

o06s3aHa obecneymBatb 06YYaAOWMMCA BO3MOXKHOCTb y4acTBOBaTb B GOPMMPOBAHUM WMHANBUAYANBbHOM
06pa3oBaTeNIbHON NPOrpaMmmbl;

06s3aHa $opMMpPOBaATb COLMOKYIbTYPHYIO Cpesy, CO34aBaTb YC/I0BUA, HEODXOAMMblE ANA BCECTOPOHHERO
pPa3BUTUS U COUMANM3ALMU JIMYHOCTM, COXPaHEHWs 340poBbA Obydatowmxca, CnocobCTBOBaTb Pa3BUTUIO
BOCNWUTATENIbHOTO  KOMMOHEeHTa  0bOpa3oBaTe/NbHOrO  Mpouecca,  BK/AOYaA  pasBUTME  CTYAEHYECKOro
camoynpaB/ieHns, ydyactme obydatowmxca B paboTe 0OLLECTBEHHbIX OpraHM3aLuMi, CNOPTMBHbLIX U TBOPYECKMX
Kny6oB;

OO/MKHA NpefycMaTpuBaTb B LENsX peanmsauuyM  KOMMETEHTHOCTHOrO Mnogxofa MCNonAb30oBaHME B
0bpa3oBaTeNibHOM MNpoOLECcCe aKTUBHbLIX W  WHTEPaKTUBHbIX GOpPM NpoBedeHUA 3aHATUIA  (KOMMbIOTEPHbIX
CUMYNAUNI, 0eN0BbIX U PONEBbIX UIP, Pa3bopa KOHKPETHbIX CUTYaLMW, MCUXOJIOFMYECKMX U UHbIX TPEHUHIOB,
rpynnoBbIX AMCKYCCUI) B COYETaHMM C BHeayaUTOPHOW paboToi ana GopmupoBaHUA U PasBUTMA OBLUX U
npo¢deccnoHasbHbIX KOMNETEHLMI 0byYatoLWwmXcs.

7.2. Npu peanusaumm MMCC3 obyyatowmeca UMeOT akagemmyeckue npasa U 0683aHHOCTM B COOTBETCTBUM
¢ ®epepanbHbiM 3aKOHOM OT 29 gekabps 2012 r. N 273-3 "0O6 obpasoBaHuu B Poccuinckoin ®egepaumn’ <1>.

<1> CobpaHue 3aKkoHogaTtenbcTBa Poccuitckoit ®epepaumm, 2012, N 53, c1. 7598; 2013, N 19, c1. 2326; N
23, c1. 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. MaKkcumanbHblii o6bem y4ebHOM Harpysku obydatowieroca cocTasnseT 54 akageMuMyeckux 4yaca B
HeAento, BKAoYas BCe BUAbl ayAUTOPHON M BHEAYAUTOPHOMN y4eBHOM HarpysKku.
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7.4. MakcMmanbHbll 06bemM ayaUTOPHOM yuyebHOM Harpy3km B O4YHOU dopme obyyeHMA cocTaBnseT 36
aKageMMYECKUX HYACOB B HeZEeNtO.

7.5. MakcMmanbHbI 06bem ayauTOPHOM y4ebHOM Harpysku B 0O4HO-3a04HOM popme o0byyeHUs cocTasaneT
16 akagemunyeckux 4acoB B HeAENo.

7.6. MakcMmanbHbIM 06bem ayauTOpHOM y4ebHOM Harpy3Kn B rod B 3a04HOM popme 0byyeHus coctasnset
160 akagemunyeckmx 4acos.

7.7. 06wan NpoaoNKUTENBHOCTb KaHMKYN B y4eOHOM roay A0/XKHa cocTaBnsaTb 8 - 11 Heaenb, B TOM ymcne
He MmeHee 2-X HegeNb B 3SUMHWUI nepuoga,

7.8. BbinonHeHWe KypcoBoro npoekTa (paboTbl) paccmaTpuBaeTcs Kak BMA y4ebHol paboTbl No gucumnanHe
(aucumnnmHam) npodeccnmoHanbHOro y4yebHoro uMkna U (Mnan) npodeccrmoHanbHOMy Moayato (moaynam)
npodeccnoHanbHOro y4ebHOro UMKNa U peanunsyeTtcsa B npeaenax BpeEMeHWU, OTBEAEHHOIO Ha ee (Mx) usyyeHue.

7.9. AuvcumnnanHa "®usmuyeckas KyabTypa' npenycmaTpuBaeT erKeHedenbHo 2 4vaca o06s3aTefibHbIX
ayAUTOPHbIX 3aHATUM M 2 Yaca camocToATeIbHOM paboTbl (3a cyeT pasnnyHbIX GOpM BHEAYAUTOPHbIX 3aHATUI B
CNOPTUBHbIX KNybax, cekumax).

7.10. ObpasoBaTenbHas OpraHM3aunsa MMeeT NpaBo ANA NoArPYynn AeByLWEK UCNO/Ib30BaTb YacTb yyebHoro
BpeMeHU AucuMnaMHbl "Be3onacHocTb KU3HeaeATenbHocTn" (48 4vacoB), OTBEAEHHOrO Ha M3yyeHWe OCHOB
BOEHHOWM CNYK6bl, HA OCBOEHNE OCHOB MEAMULMHCKMX 3HaHUN.

7.11. Nonyyenue CMO Ha 6ase OCHOBHOro obulero ob6pa3’oBaHUA OCYLLECTBAAETCA C OAHOBPEMEHHbIM
nosiyd4eHmem cpegHero obuiero obpasosaHus B npegenax MMNCC3. B atom cnyyae MNMNCC3, peannsyeman Ha b6ase
OCHOBHOro obuiero obpasoBaHusa, paspabaTtbiBaeTca Ha ocHoBe TpeboBaHWMI COOTBETCTBYHOLWMUX peaepanbHbIX
rocy4apcTBeHHbIX 06pa3oBaTeibHbIX CTaHAAPTOB cpeaHero obuiero obpasosaHua u CMO ¢ yyeTom noayyaemon
cneunanbHoctu CMO.

Cpok ocBoeHua MMNCC3 B oyHON dopme oby4yeHua ana nuu, obydyatowmxca Ha H6ase OCHOBHOro obuiero
o0bpasoBaHusA, yBenmMunBaeTca Ha 52 Heaenu 13 pacyera:

TeopeTnyeckoe obyyeHue (npu obAsaTensHoM yuebHoM Harpyske 36 Yacos B Heaento) 39 Hegp.
NPOMEKYTOYHas aTTecTayms 2 Hea.
KaHUKY bl 11 Hep.

7.12. KoHcynbTaumm ana o6yqaroLmxcsa No O4HON M OYHO-3a04HOM dopmam obyyeHMA NpesycMaTpuBatoTCa
obpasoBaTesibHOM OpraHusaumei M3 pacyeta 4 yaca Ha o4HOro obyyatoweroca Ha Kaxabli yuebHblli rog, B Tom
yncne B nepuon peanusaumm obpasoBaTesbHOM MpoOrpammbl cpegHero obuwero obpasoBaHua Ans v,
obyyatowmxca Ha 6ase ocHoBHOro obuiero obpasoBaHusA. Gopmbl NPOBEAEHUSA KOHCY/IbTauuii (rpynnosble,
WMHAMBUAYAbHbIE, MTUCbMEHHbIE, YCTHbIE) onpeaenatoTcs obpasoBaTebHOM OpraHu3aLmei.

7.13. B nepuopg obyyeHusa ¢ oHOWamMun npoBoaaTca yyebHble cbopbl <1>.

<1> MyHKT 1 cTaTbm 13 depepanbHoro 3akoHa ot 28 mapTa 1998 r. N 53-93 "O BoMHCKON 0653aHHOCTU U
BOeHHOM cnyxbe" (CobpaHue 3akoHoaaTenbcTBa Poccuiickon deaepaunn, 1998, N 13, c1. 1475; N 30, cT. 3613;
2000, N 33, cT1. 3348; N 46, c1. 4537; 2001, N 7, cT. 620, cT. 621; N 30, c1. 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; N8, cT. 709; N 27, cT. 2700; N 46, cT. 4437; 2004,
N 8, cT. 600; N 17, c1. 1587; N 18, c1. 1687; N 25, cT. 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, c1. 3110, cT. 3111; N 40, cT1. 3987; N 43, cT. 4349; N
49, c1. 5127; 2006, N 1, c1. 10, cT. 22; N 11, cT. 1148; N 19, cT. 2062; N 28, cT. 2974; N 29, cT. 3121, cT1. 3122, CT.
3123; N 41, cT. 4206; N 44, cT1. 4534; N 50, cT. 5281; 2007, N 2, cT. 362; N 16, cT. 1830; N 31, c1. 4011; N 45, cT.
5418; N 49, ct. 6070, cT. 6074; N 50, cT1. 6241; 2008, N 30, c1. 3616; N 49, cT1. 5746; N 52, c1. 6235; 2009, N 7, cT.
769; N 18, ct. 2149; N 23, cT. 2765; N 26, cT. 3124; N 48, c1. 5735, 1. 5736; N 51, cT. 6149; N 52, cT. 6404; 2010, N
11, c1. 1167, c1. 1176, c1. 1177; N 31, c1. 4192; N 49, cT. 6415; 2011, N 1, cT. 16; N 27, cT. 3878; N 30, cT. 4589; N
48, ct1. 6730; N 49, c1. 7021, c1. 7053, c1. 7054; N 50, cT. 7366; 2012, N 50, cT. 6954; N 53, c1. 7613; 2013, N 9, cT.
870; N 19, cT1. 2329; cT1. 2331; N 23, cT. 2869; N 27, cT. 3462, cT. 3477; N 48, cT. 6165).
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7.14. lMpakTuka aBnsetca obsasaTenbHbiMm pasgenom [MMNCC3. OHa npeactaBnseTr coboi Bua yvebHoWM
OEeATeNbHOCTN, HAMpaB/ieHHOMW Ha ¢GOpMMpPOBaHME, 3aKpPenieHue, pPasBUTUME MPAKTUYECKUX HaBbIKOB W
KOMMETEHLMN B NpOoLEcce BbINOJIHEHWUS OnpeaeneHHbIX BUA0B paboT, cBA3aHHbIX ¢ byayuen npodpeccMoHaibHOM
aeatenbHoctolo. Mpu peanusaumm [MMNCC3 npegycmaTpuBaloTCA creaylowme BuUAbl MPAKTUK: ydyebHaa wm
NpPOn3BOACTBEHHAA.

Mpon3BoACTBEHHAA MpPaKTMKa COCTOMT W3 ABYyX 3TanoB: MPAKTUKM NO npoduato cneumanbHoOCTU W
npeaauniIoMHON NPAKTUKK.

YyebHaa npakTMKa W NPOM3BOACTBEHHAA MpaKTMKa (Mo npoduao  cneumanbHOCTUM) NPOBOAATCA
06pa3oBaTeNlbHON OpraHM3auneln NpPU 0CBOEHUU obydatolmMmmca NPodeccnoHabHbIX KOMMETEHUMI B pamKax
npodeccnoHanbHbIX MOAYEN U MOFYT Peasin3oBbIBaTbCA KaK KOHLLEHTPUPOBAHHO B HECKOJ/IbKO NEPMOAO0B, TaK U
paccpesoToYeEHO, YePeayACh C TEOPETUYECKMMM 3aHATUAMM B PaMKax NPpodeCCMOHANbHbIX MOAYNEN.

Uenn n 3agaumn, nporpammbl U Gopmbl OTYETHOCTU OnpenenAtoTcs obpasoBaTeNbHOM OpraHu3aumelt no
KaXKLOMY BUAY NPAKTUKMK.

Mpon3BoACTBEHHAA NPAKTUKA AOIXKHA NPOBOAMTLCA B OPraHM3aumax, HanpasaeHne geaTeslbHOCTU KOTOPbIX
COOTBETCTBYET NPOGUILO NOAFOTOBKMU 0ByYatoLwmxca.

ATTecTaumss no uToram nNPOW3BOACTBEHHOM MPAKTUKM MNPOBOAUTCA C Yy4eToM (MAM Ha OCHOBaHMM)
pe3ybTaToB, NOATBEPKAEHHbIX LOKYMEHTAMU COOTBETCTBYIOLLMX OPraHU3aLnii.

7.15. Peanusauma MMCC3 no cneuyuanbHOCTM A0KHa obecneymBaTbCs MegarorMyeckMmMn  Kagpamu,
MMeLLIMMUN Bbicllee 0bpa3oBaHMe, COOTBETCTBYIOLEee NpoduIo NpenogaBaemoit AMcunnanHbl (moayna). OnbIT
OEeATeNbHOCTM B OpraHM3aumsax cooTBeTcTBylowen npodeccuoHanbHol chepbl ABAseTcs obsA3aTesibHbIM AA
npenogasartenei, oOTBeYalOWMX 33 OCBOEHMEe obyvyawwmmes npodeccmoHanbHOro y4yebHOro UMKAa.
Mpenogasatenn nony4yatoT AOMNOAHUTENbHOE MNpodeccMoHanbHOe 06pa3oBaHMe MO MPOrpaMmaM MOBbIWEHUA
KBanudmKaumm, B Tom Yncie B Gopme CTaxkKMpoBKKU B NMPOPUNbHbIX OpraHmn3aLmax He perke 1 pasa B 3 roga.

7.16. MNCC3 ponxHa obecneuymBaTbca y4ebOHO-METOANYECKON AOKYMEHTAUMEN MO BCEM AUCUMMINHAM,
MEXAMCLMMNANHAPHBIM Kypcam 1 npodeccnoHanbHbim moaynam MMCcs.

BHeayauTopHas paboTa A0/MXKHA CONPOBOXAATLCA MeToaAMYecKMm obecneveHnem UM ob6OCHOBaHMEM
pacyeTa BpeMeHMU, 3aTPaYnMBaEeMOro Ha ee BbINoJIHEHME.

Peanuzauma MMNCC3 ponxkHa obecneymBaTbCa AOCTYMOM KaxKaoro obydatoweroca K 6asam AaHHbIX U
6nbanoTeuHbIM doHZam, GopMUpPYEMbIM MO MOJHOMY MepeyHio aucumnand (moaynen) MMCC3. Bo Bpems
CaMOCTOSTENIbHOM NOATOTOBKM 00yYatoLwmeca f0/1KHbl 6bITb 06ecneyeHbl 4OCTYNOM K ceTh UHTepHET.

Kaxaplh obyuatowmiica Ao/xKeH b6biTb obecneyeH He MeHee YemM OAHUM y4yebHbIM nedaTHbIM U (Man)
3NEKTPOHHbIM M34aHMEM MO KaXKAOW AUCUMMAMHE NPOdECCMOHANBbHOMO YYebHOro UMKaAa U OgHUM yyebHo-
MeTOANYECKMM NedaTHbIM U (MAKN) SNEKTPOHHBIM U343AHUEM MO KaXKA0MYy MEXAMUCLMNANHAPHOMY Kypcy (BKAtoYas
3NEKTPOHHbIe 6a3bl NEPUOAUYECKUX U3AAHWIA).

BubnnoTteuHbli GoHA, AOMKEH ObITb YKOMMNEKTOBAH MeYaTHbIMU U (MAKU) 3NEKTPOHHBIMU U3LAHUAMMU
OCHOBHOM W AONONAHUTENbHON y4ebHOM AnTepaTypbl MO AUCUMUMIMHAM BCeX Y4YebHbIX LMKAOB, M3LAHHON 3a
nocnegHue 5 ner.

BubnnoteyHblin poHA, Nommmo yy4ebHON nUTepaTypbl, AOJIKEH BKAOYATb OdMLMaNbHbIe, CMPaBOYHO-
6ubnnorpaduryeckmne n nepmogmyeckme nsgaHua B pacyete 1 - 2 aksemnaspa Ha Kaxkabix 100 obyyatowmxcs.

Kaxkgomy obyuyatowemyca poskeH ObiTb obecneyeH [AoCTyn K KOmNaekTam 6ubnmotedHoro ¢oHAQ,
COCTOALLMM HE MeHee YeM M3 5 HaMMeHOBaHWI POCCUMCKMX KypPHANOB.

ObpasoBaTenbHaA OpraHMsaLMa [LOJKHA NPefoCTaBUTb O0OyYaloWwMMCA BO3MOMKHOCTb ONepaTUBHOrO
obmeHa WHpopmaLMeldn C POCCMUCKMMWM 0OpPa3oBaTe/ibHbIMM OpraHM3auMaAMM UM AOCTYN K COBPEMEHHbIM
npodeccnoHanbHbiM 6a3am AaHHbIX U MHPOPMALMOHHBIM pecypcam ceTu NHTepHeT.

7.17. Npuem Ha obyyeHme no MMCC3 3a cyeT BHOAMKETHbIX acCMrHOBaHW deaepanbHOro 6roaXKeTa,
6roaxkeToB cybbekToB Poccuiickolt degepaLlmm U MeCTHbIX BIOAKETOB ABNSETCS 0OLWEeAOCTYNHbIM, €C/IN MHOE He
npeaycMoTPEHO YacTbio 4 cTaTbn 68 PeaepanbHOro 3akoHa ot 29 aekabpsa 2012 r. N 273-$3 "O6 obpaszoBaHuM B
Poccuiickoit ®epepaummn’ <1>. duHaHcuposaHue peanunsauum MMCC3 fONKHO OCYWECTBAATLCA B 0bbeme He
HUMKE YCTAHOBJ/IEHHbIX FOCYAAPCTBEHHbIX HOPMATUBHbIX 3aTPaT Ha OKasaHWe rocyfapCTBEHHOM ycayru B coepe
06pa3oBaHUs oA AAHHOIO YPOBHS.
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<1> CobpaHue 3akoHogaTesnbCcTBa Poccuitickon Pepepaumm, 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, CcT. 562, cT. 566; N 19, cT. 2289; N 22, cT.
2769; N 23, c1. 2933; N 26, cT. 3388; N 30, cT. 4263.

7.18. Ob6pasoBaTtenbHaa opraHusauua, peanmsytowaa [MMNCC3, pomkHa pacnonaratb matepuasnbHo-
TexHu4yecKon 6a3oii, obecneumBatoLLei NnpoBeaeHNe BCeX BUAOB 1abopaTopHbIX PaboT M NPaKTUYECKUX 3aHATUM,
ANCUMNAMHAPHOW, MEXAUCUMMIANHAPHOM U MOAYNbHOM NOATOTOBKW, YY4eOHOM NPAKTUKK, NpesyCMOTPEHHbIX
y4ebHbIM nnaHom obpasoBaTeNbHOM OpraHusauuun. MaTtepuanbHO-TeXHUYeCKas 6asa [0/KHa COOTBETCTBOBATL
AENCTBYHOLLMM CAaHUTAPHbBIM U MPOTUBOMOXKAPHLIM HOPMaM.

MNepeyeHb KabnHeToB, NabopaTopuini, MacTEPCKUX
N ApYyrux nomeL,eHui

KabuHertsl:

COUMANbHO-3KOHOMMUYECKMX ANCUMMNINH;

MHOCTPaHHOTO A3bIKa;

MaTeMaTUKN U UHDOPMATUKK;

3KOJIOTMYECKNX OCHOB NPUPOAONO0/b30BaHUS;

SKOHOMMWKM OpraHu3aLmMm 1 ynpasieHusa NepcoHaiom;

MeHeaXMEeHTa;

npaBoBoro obecrneyeHnsa NpopeccuoHabHOM AeATE/IbHOCTY;

rocyAapCTBEHHOM M MYHULMNA/IbHOM CNY>KObl;

OOKYMEHTaALMOHHOTO obecrneyeHuns ynpasaeHus;

apXMBOBEAEHMA;

npodeccnoHanbHOM 3TUKM M NCUXONOTMU AE/10BOTO OOLLEHUS;

6€30MacHOCTM KU3HEeAeATEIbHOCTH;

METOANYECKNIA.

NabopaTtopuu:

MHPOPMATUKM U KOMNbIOTEPHOM 06PabOTKM LLOKYMEHTOB;

TEXHUYECKMX CPEACTB YNPABAEHUS;

CUCTEM 3/IEKTPOHHOIO AOKYMEHTO060pPOTa;

OOKYMeHTOBEAEHUS;

yyebHan KaHuenapusa (cnyxba AOKYMeHTaUuMOHHOro obecneyeHns ynpasaeHus).

CnopTMBHbBI KOMMNEKC:

CNOPTUBHbIN 3an;

OTKPbITbIN CTaAMOH WNPOKOro NPoduana ¢ afeMeHTaMu NOA0ChbI NPEnATCTBUIA;

CTPEeNKoBbIV TP (B Nt060IM MmoamMdUKaL MK, BKAKOYAA 3/TEKTPOHHbIN) UM MECTO NS CTPenbobI.

3anbl:

6mMbAMOoTEKA, YMTA/IbHbBINM 3a/1 C BbIXOAOM B CETb MIHTEPHET;

aKTOBbIN 3a.

Peanuszaums NMNCC3 gonkHa obecneymsathb:

BbINOJIHEHWE ObOy4YatoWwmMmMmnca nabopaTopHbIX WM MPAKTUYECKUX 3aHATUN, BKAOYAA Kak 06A3aTenbHbIl
KOMMOHEHT NpaKTUYeckne 3agaHua ¢ UCNONb30BaHUEM NEePCOHaIbHbIX KOMMbIOTEPOB;

ocBoeHWe obyyarowmmmnca npodeccUoHaNbHbIX MOAY/EeN B YCAOBUAX CO34AHHOM COOTBETCTBYHOLLEN
obpaszoBaTesibHOM cpeapbl B 06pa3oBaTe/IbHOM OpraHn3aummn aM B OpraHM3aLmax B 3aBUCUMOCTM OT Cneundurm
BMAA AEeATENIbHOCTH.

Mpy NCNONb30BAHUKN NEKTPOHHbIX U34aHUIA 06pa3oBaTe/ibHas OpraHM3auma SOKHA 0H6ecneynTb Kaxaoro
obyyatoueroca paboynm MecTom B KOMMNbIOTEPHOM K/lacCe B COOTBETCTBMM C 0ObEMOM M3yYaeMbIX AUCLUMNINH.

Ob6pasoBaTenbHan opraHM3auma AO/XKHaA 6biTb obecneyeHa HEOHXOANMMbBIM KOMMIEKTOM JIMLEH3NOHHOIO
nporpaMmHoro obecneyeHus.



7.19. Peanusauua MMNCC3 ocyuwectsanetrca obpasoBaTenbHOM opraHM3auMen Ha rocyaapCcTBEHHOM A3bIKe
Poccuiickoit Peaepaunu.

Peanusauma [MMNCC3 obpasosaTesibHOW OpraHWsauMen, PaCchONOKEHHOMW Ha TeppuTopun pecnybanKu
Poccuiickoit depepaumun, MOXKET OCYLLECTBAATbCA Ha roCyAapCTBEHHOM fA3blke pecnybankm Poccuiickoi
depepaunm B COOTBETCTBMM C 3aKOoHOAATeNbCTBOM pecnybnmnk Poccuinckon Pepepaumnmn. Peanmsaumsa MMCC3
06pa3oBaTeNIbHON OpraHM3auMelt Ha rocysapcTBEHHOM A3blke pecnybankn Poccuiickoi Pepepaumnn He JoMKHA
OCYLLEeCTBAATLCA B yWwepb rocysapcTseHHOMY A3bIKY Poccuiickolt ®epepaumu.

VIll. OLUEHKA KAHECTBA OCBOEHWA NPOrPAMMbI MOArOTOBKU
CNEUMANTNCTOB CPEAHETO 3BEHA

8.1. OueHKa KauectBa ocBoeHua [MNCC3 ponxkHa BKAOYATb TEKYWMMA KOHTPO/Ib YCNEBAEMOCTH,
NPOMEKYTOUYHYIO M FOCYAapCTBEHHYIO UTOrOBYIO aTTeCTauMm o0byyatowmxcs.

8.2. KoHKpeTHble dopmbl 1 NpoLeaypbl TEKYLLErO KOHTPOJIA YCNEBAaEMOCTU, MPOMEKYTOUYHOM aTTecTauum no
Kaxkgon aucumnianHe u npodeccrmoHasbHOMY Moayato paspabaTtbiBatoTca 06pasoBaTesibHOM OpraHusauuen
CaMOCTOSTENIbHO M A0BOAATCA 40 CBeAeHMsA 0byYatloLMXCa B TeYEHNE NePBbIX ABYX MeCALEB OT Hayana obyyeHus.

8.3. [na aTrectaumMm o0OyYaloWMXCA Ha COOTBETCTBME WX MEPCOHAJIbHbIX AOCTUMKEHUN MO3TanHbIM
TpeboBaHMAM cooTtseTcTBytollelr MMCC3 (Tekywmii KOHTPO/b YCNEBaeMOCTUM W MPOMENKYTOUYHasA artrectauus)
co3gaoTca GOoHAObl OLEHOYHbIX CPeacTB, MO3BO/AIOWME OUEHWUTb YMEHMUA, 3HAHWA, MPAKTUYECKMIA OnbIT U
OCBOEHHbIe KOMNETEHLUN.

®oHAbl OLEHOUYHbIX CPEACTB O/ NPOMENKYTOYHOMN aTTecTaummn no AUCLUMIIIMHAM U MEXAUCLMUMIMHAPHbIM
Kypcam B cocTaBe npodeccMOoHasbHbIX Moaynen paspabaTbiBaloTCs M yTBepXAalTca obpasoBaTesibHOM
opraHM3aumelnt CamocToATe/IbHO, a A/1A MPOMENKYTOYHOMN aTTecTauumn no npodeccUoHasbHbIM MOAYNAM U ANA
rocyJapCTBEHHOM MTOroBOWM aTTecTauum - pa3pabaTbiBaloTca M yTBepXaatoTca obpas3oBaTe/ibHOW opraHM3aumen
nocse npeaBapuTeIbHOIO NOJIOXKMUTENIbHOIO 3aKNt04eHMA paboTogaTenei.

[Ons NnpomeKyToUYHOM aTTecTaummn obyvatowmxca no ANcumnanHam (MexaucumnamHapHbiM Kypcam) Kpome
npenogasaTeneil KOHKPETHON AUCUMNANHBLI (MeXAMCUMNAMHAPHOIO Kypca) B KayecTBe BHELHWX 3KCNepToB
OO/KHbI  aKTUBHO MpPUBAEKATbCA MpPenogaBaTeNin CMEXHbIX AucumnaunH (Kypcos). [Ons  MaKCMMaNbHOrMo
NPUBAMIKEHMA MNPOrpamMmm MNPOMENKYTOYHON aTTecTauum obydawowmxca no npodeccuoHanbHbIM MOAYNAM K
ycnoBusm ux byaywen npodeccMoHanbHOM AeaTeNbHOCTM 06pasoBaTeNbHOM opraHuMsauuelt B KayecTse
BHELUTATHbIX 3KCMEPTOB AONXKHbI aKTUBHO NPUB/EKaTbCA paboToaatenu.

8.4. OueHKa KayecTBa MOArOTOBKM OOY4YalOWMXCA U BbIMYCKHUKOB OCYLUECTBASAETCA B [BYX OCHOBHbIX
HanpaB/ieHUAX:

OLLEeHKa YPOBHA OCBOEHUA AUCLUNINH;

OLLeHKa KOMMNEeTeHUNI obydyatoLmxcs.

[ns toHowel npeaycMaTpUBaeTCs OLLEHKa pe3y/1IbTaTOB OCBOEHMA OCHOB BOEHHOM C/yKObl.

8.5. K rocyapCTBEHHOM MTOrOBOI aTTECTALMM AONYCKAETCA 0OYyYatoWMNINCA, HE UMM aKageMnYecKom
3340/1KEHHOCTM U B NOJIHOM 06bemMe BbINOJHUBLUMIN y4ebHbI NAaH UAN MHANBUAYANbHbIN Yy4ebHbIA NaaH, ecnu
MHOE He YCTaHOB/JIEHO MOPAAKOM MPOBEAEHUA TOCYAAPCTBEHHON WTOroBOM aTTecTaumMy No COOTBETCTBYHOLLMM
obpasoBaTesibHbIM Nporpammam <1>.

<1> Yactb 6 ctatbm 59 PepepanbHoro 3akoHa ot 29 gekabpa 2012 r. N 273-®3 "O6 obpasoBaHuu B
Poccuiickoit degepaunn” (CobpaHne 3akoHogaTenbcTBa Poccuinickon ®epepaunm, 2012, N 53, ct. 7598; 2013, N
19, ct1. 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. locypapcTBeHHas WMTOroBas  aTTecTauMa  BK/OYAeT MOAFOTOBKY M 3alUMTY  BbIMYCKHOWM
KBanudUKaumMoHHOW paboTbl (aunaomHas paboTta, AMNAOMHbIA nNpoekT). ObssaTtenbHoe TpeboBaHue -
COOTBETCTBME TEMATUKM BbIMYCKHOM KBAaNMPUKALUMOHHON pPaboTbl COAEP!KAHWUIO OAHOMO MAN HECKOJIbKMX
npodeccnoHanbHbIX MOAYNEN.

locyaapcTBEHHbIM 3K3aMeH BBOAMTCA MO YCMOTPEHMIO 06pa30BaTeIbHOM OpraHM3aumm.
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MpunnoxkeHune

K ®rocC CMNo no cneuuyanbHocth 46.02.01
JoKymeHTauMOHHOe obecneyeHune
YNpPaB/IEHNA U apPXMBOBeAEHMNE

MEPEYEHb
NPOPECCUIM PABOYMX, LO/IKHOCTEN CNYXKALLMX, PEKOMEHAYEMbIX
K OCBOEHUIO B PAMKAX NMPOrPAMMBbI MOArOTOBKKM CMELUMATNCTOB

CPEOHETO 3BEHA
Ko no Obuwepoccninckomy kKnaccudumkatopy HanmeHoBaHuMe npodeccuii paboumx, 4ONKHOCTEN
npodeccnin pabounx, LONKHOCTEN CNYMHKALLMNX U CAYKaLLMX
TapudHbIx paspagos (OK 016-94)
1 2

26353 CeKkpeTapb-MalUMHUCTKA

20190 Apxnapuyc

21299 Jdenonpoussogutens
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