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

MMUHUCTEPCTBO OEPA30OBAHUA U HAYKU POCCUMCKOMN ®EAEPALIUMA

NMPUKA3
ot 11 asrycta 2014 r. N 975

OB YTBEPKAEHUN
OEAEPA/IbHOIO rOCYAAPCTBEHHOIO OGPA30OBATE/IbHOIO CTAHAAPTA
CPEAHEIO NPO®ECCMOHA/IbHOIO O6PA3OBAHUA MO CNELLMANIBHOCTU
46.02.01 AOKYMEHTAUMNOHHOE OBECNEYEHUE YNPABIEHNA
N APXMBOBEAEHUE

B cootBetctBMM € nognyHkTom 5.2.41 TMonoxeHus o MuHUCTepcTBE 06pPasoOBaHUS U HayKu
Poccuiickoin ®egepaumm, yTBepKAeHHOTo noctaHosAeHnem MNpasutenbctea Poccuiickon ®eaepauymm ot
3 noHs 2013 r. N 466 (CobpaHue 3akoHoaaTenbcTBa Poccuiickon deaepaumnm, 2013, N 23, cT. 2923; N
33, ct1. 4386; N 37, ct. 4702; 2014, N 2, cT. 126; N 6, cT. 582; N 27, cT. 3776), nyHKTOM 17 Mpasun
pa3paboTKu, yTepKAeHUA desepanbHbIX rocyAapCTBEHHbIX 06pa3oBaTe/ibHbIX CTAHAAPTOB M BHECEHMUA
B HUX M3MEHEHWN, YTBEPXKAEHHbIX nocTtaHosneHnem [lpaButenbctsa Poccuitickon Pepepaumm ot 5
asrycta 2013 r. N 661 (CobpaHue 3akoHoaaTenbcTsa Poccuiickon depepaumn, 2013, N 33, c1. 4377),
Np1KasbiBato:

1. YtBepauTb npunaraembln ¢eaepanbHbll rOCYAapPCTBEHHbIN 00pa3oBaTe/ibHbIM CTaHAAPT
cpeaHero npodeccnoHanbHoro obpasoBaHuA Mo  cneuuanbHocTn 46.02.01 [JOKyMeHTauMOHHOEe
obecneyeHune ynpaBaeHUsA U apXMBOBeEHME.

2. Mpu3HaTb yTpaTMBLIMM CcuAy nNpuKasz MuHucTepcTBa 06pasoBaHMsA M Hayku Poccuinckoit
depepaunn ot 25 aHeapa 2010 r. N 75 "O6 yTBepXaeHMN U BBeaeHWW B AelicTBue denepasibHoro
rocygapcTBeHHoro o6pasoBaTeNibHOro CcTaHAapTa cpefaHero npodeccroHasnbHoro o06pasoBaHUA no
cneumansHoct 034702 [oKymeHTaUMOHHOe obecneyeHWe ynpaBaeHWa U apxusoBeseHue"
(3apeructpupoBaH MwuHUCTepcTBOM tocTUUMKM  Poccuiickon ®depepaummn 27 despana 2010 .,
pernctpaunoHHbiii N 16526).

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

MuHucTp
4.B.JINBAHOB

MpunoxxeHue

YTBepKaeH

npuvkaszom MuHuctepcTea obpasoBaHua
M Haykun Poccuiickoi ®eaepauymm

ot 11 asrycta 2014 r. N 975

®EAEPA/bHBIA TOCYQAPCTBEHHbIA OEPA3OBATE/IbHbIN CTAHOAPT
CPEAHEIO NPO®ECCMOHA/IbHOIO OGEPA3OBAHUA MO CNELLMANIBHOCTU
46.02.01 AOKYMEHTALUMUOHHOE OBECNEYEHUE YINPAB/IEHUA
N APXMBOBELOEHUE

I. OBZIACTb NMPUMEHEHWMA

1.1. Hactoawmii denepanbHbii rocyaapcTBEHHbIN o0b6pa3oBaTeNbHbIM CTaHAAPT cpeaHero
npodeccmoHanbHoro obpasoBaHUs npeacTaBaseT coboir COBOKYNHOCTb 0b6s3aTenbHbIXx TpeboBaHM K
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cpeaHemy npodeccmoHasnbHOMy 06pas3oBaHUo no cneuuanbHocT 46.02.01 [JoOKyMeHTauMOHHOe
obecneyeHne ynpasseHUs U apxnsoBeaeHue ana npodpeccmoHanbHoOM o0bpa3oBaTesibHON OpraHu3aumm
N obpasoBaTeNbHON OpraHM3auumn Bbicero obpa3oBaHMA, KOTOPble MMEOT MPaBO Ha peanunus3auuio
UMEIOLLMX TOCYAAPCTBEHHYIO aKKpeAUTaLMIO NPOrpaMmm noAroToBKU CNeuyannucTos cpesHero 3seHa no
JaHHON cneuuwanbHOCTU, Ha Tepputopun Poccuiickolt depepauumn (panee - obpasosaTenbHan
opraHusaums).

1.2. MNpaBo Ha peanusaumio nporpammbl NOAFOTOBKM CMNELUANUCTOB CpedHero 3BeHa o
cneumanbHocT 46.02.01 [oKymeHTaUMOHHOe obecnevyeHwe ynpaBAeHMA W apXMBOBeAeHME UMmeeT
obpasoBaTesbHAA OpraHMsaLMAa MNpPU  HAMYMKM  COOTBETCTBYIOLLEN /INLEH3NMM HA OCYLLECTBEHME
obpa3oBaTeibHOMN AeATENbHOCTU.

Bo3morkHa ceTeBad popma peanunsaumm NporpaMmmbl NOATrOTOBKM CNELMANUCTOB CPEAHErO 3BEHA C
NCNO/Ib30BaHMEM PECYPCOB HECKOJIbKMX 0O6pa3oBaTesibHbIX OpraHusaumin. B peanunsaumm nporpammbl
NnoAroToBKM CNeumanmucTtoB cpeaHero 3BeHa C  WCMNO/Ib30BaHMEM ceTeBon ¢Gopmbl  Hapaay c
obpasoBaTeNbHbIMW  OpraHM3auMsaAMM  TaKKe MOryT Yy4yacTBOBaTb MeAMLUMHCKME opraHM3auuuy,
OpraHusaumnm KynbTypbl, GU3KYNbTYPHO-CNOPTUBHbLIE U UHblE OpraHWsauMm, obnagatowme pecypcamu,
HEeobX0AMMbIMWU ANA OCYLLECTBAEHUS 0byYyeHMA, NpoBedeHMa y4ebHON M NPON3BOACTBEHHOW NPAKTUKK
N OCYLLECTB/IEHMA WHbIX BUAOB y4ebHOWN AeATeNbHOCTU, NpPeayCMOTPEHHbIX NPOrpPamMmmMmoin NoAroToBKU
CNeumanmncToB cpeaHero 3BeHa.

Mpn peanusaumMm nporpammbl MNOArOTOBKM CMELMaZIMCTOB cpedHero 3BeHa obpasoBaTesibHas
opraHusauma BNpaBe MNPUMEHSTb 3/IEKTPOHHOe O0byyeHne M AMCTaHUMOHHble 06pa3oBaTesbHbIe
TexHonornu. Mpu oby4yeHnmn N1l ¢ orpaHUYEeHHbIMM BO3SMOMKHOCTAMM 340P0BbA 3/1EKTPOHHOE 0byyYeHue
N OUCTaHLUMOHHble 0bpa3oBaTesibHble TEXHOIOMMU AOMKHbI NpeaycMaTpmMBaTb BO3MOXKHOCTb Npuema-
nepeaayvm MHPopmaLMn B AOCTYMHbIX 415 HUX popMaXx.

[I. UCMMOJ1Ib3YEMbIE COKPALLLEEHNA

B HacToALleM CTaHAAPTe UCMONb3YOTCA CAeaytol e COKpaLLeHua:

CMNO - cpeaHee npodeccnoHanbHoe 06pas3oBaHue;

®roc Crno - doepepanbHbli roCyAapcTBEHHbIM 06pas3oBaTesibHbIM  CTaHAAPT cpeaHero
npodeccnmoHanbHoro 0b6pasoBaHus;

MMNCC3 - nporpamma NOArOTOBKM CMELMaNnMCTOB CPeAHEro 3BEHA;

OK - 06uLas KOMNeTeHLMs;

MK - npodeccmoHanbHan KoMNeTeHUus;

MM - npodeccnoHanbHbIh MOAYb;

MUK - mexxaucumnanHapHbIi Kypc.

[ll. XAPAKTEPUCTUKA NOArOTOBKW MO CNELUNAIBHOCTU

3.1. MonyyeHune CMO no NMNCC3 gonycKaeTcs TONbKO B 06pa3oBaTeNbHON OpraHM3auuu.

3.2. Cpoku nonydeHua CMO no cneumanbHoctn 46.02.01 [JokymeHTaumoHHoe obecnedyeHue
ynpasneHua u apxmsoBegeHne 6a3oBoi NOAroTOoBKM B O4HOM dopme 0byyeHMA M npucBaMBaemble
KBanndukaumm npusoaatca 8 Tabaumue 1.

Tabnnuya 1
YpoBeHb 06pasoBaHus, HanmeHoBaHuMe KBanuduKaumm Cpok nonyyeHuma CMNoO no MNMCC3
HeobXxoAMMbIN g5 Npuema Ha 6a30B0OV NOArOTOBKM 6a30B0OV NOATOTOBKU B O4YHOM
06byyeHune no NMNCC3 dopme obyyeHuma <1>
cpegHee obuee obpasoBaHue Cneuuanunct no 1ropg 10 mecaues

AOKYMEHTALMOHHOMY
obecneyeHuto ynpasaeHusa,
apXnBuUCT

OCHOBHOE 0b6lillee 06pa3oBaHue 2 roaa 10 mecaues <2>




<1> He3aBUCUMMO OT NPUMEHSIEMbIX 06pa3oBaTe/IbHbIX TEXHOIOMUNA.

<2> O6pasoBaTenbHble OpraHM3auUuu, OCYLLECTBAAOLME MOArOTOBKY CMELUasucToB cpeaHero
3BeHa Ha 0ase OCHOBHOro ob6uiero o6pasoBaHMsA, peannsyloT deaepanbHbii FOCYAapCTBEHHbIN
obpa3oBaTenibHbIN CTaHAAPT cpeaHero obuero obpasosaHus B npeaenax MMNCC3, B TOM Yncae € y4eTom
nonyyaemon cneumanbHoctn CMoO.

KoHcynbTanTtlAOC: NnpyMeyaHme.
Hymepauma nyHKTOB faHa B COOTBETCTBUM C ODMLMANbHBIM TEKCTOM SOKYMEHTA.

3.2. Cpoku nonyuyenus CMO no MMNCC3 yrnybneHHOMW NOArOTOBKU MPEeBbIWAOT Ha OAUH ro4 CPOK
nonydyeHua CMO no MMCC3 6a30B0i NOATOTOBKM.

Cpokn nonyyeHma CMO no cneuymanbHocTn 46.02.01 [doKymeHTauMoHHoe obecneyeHue
ynpaBneHna U apxmBoBeaeHMe YraybaeHHOM NOATOTOBKM B O4HOW popme 0byYeHUs U npucBanBaemble
KBannduKaumm npusoaatcs 8 Tabaumue 2.

Tabanya 2
YpoBeHb 06pa3oBaHus, HanmeHoBaHue KBanudukaumm Cpok nonyyenusa CNO no MMNCC3
HeobxoaMMbI A1 NpUema Ha yrnybieHHOM NoAroToBKM yrny6,1eHHOM NOArOTOBKM B OYHOM
ob6yyeHue no MNMNCC3 ¢dopme obyyeHma <1>
cpeaHee obulee obpasoBaHue Cneuuanuct no 2 roga 10 mecAues
5 p AOKYMEHTALMOHHOMY
<2>
OCHOBHOe 0buee obpasoBaHue o6ecrneyeHnIo ynpasnenus, 3 roga 10 mecaues <2
aApPXMBUCT

<1> He3aBncMmo OT NpMMeHsAeMbIX 06pa3oBaTeIbHbIX TEXHOIOMUN.

<2> ObpasoBaTtesibHble OpraHM3aLuKu, OCYLLECTBAAIOWME MOATOTOBKY CMELMAIMCTOB CpeaHero
3BeHa Ha 6a3e ocHoBHOro obuwero obpa3oBaHuA, peanusyloT deaepanbHbli FOCYAAPCTBEHHbIM
obpasoBaTesbHbIN CTAaHZAPT cpenHero obuero obpasosaHusa B npegenax MNMNCC3, B Tom yncae ¢ yyeTtom
nosyyaemoti cneuunanbHoctn CMNO.

Cpokun nonyyeHna CMNO no [MMCC3 6asoBoit M yrnybieHHOW NOATOTOBKM HE3aBUCMMO OT
NpUMeHseMbIx 06pa30BaTe/IbHbIX TEXHONOMNI YBEIMYMBALOTCA:

a) AN obyYaroLWwmxca No 04HO-3a04HOM M 3a04HOK dopmam obyyeHus:

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

Ha 6a3e ocHOBHOro obuero obpasoBaHus - He 6osee yem Ha 1,5 roaga;

6) ANA MHBANMAOB M AUL, C OFPaHMYEHHbIMMU BO3MOXHOCTAMM 340p0BbA - He 6osiee yem Ha 10
MecALEeB.

IV. XAPAKTEPUCTUKA NPOGECCUOHA/IbLHOWM
OEATE/IBHOCTU BbINYCKHNKOB

4.1. Obnactb npodeccnoHanbHON AeATENbHOCTU BbIMYCKHUKOB: AeATENbHOCTb B CeKpeTapuarax,
cny>b6ax OKYMeHTaUMOHHOro obecneyeHuns, KagpoBsbiX CAy»K6ax 1 apxmBax rocyAapCTBeHHbIX OpraHoB
W yUpeXKaeHMWI, B opraHax MecTHOro camoynpas/ieHUs, Herocy4apCcTBeHHbIX opraHn3aumax scex Gopm
COBCTBEHHOCTM, OOLLLECTBEHHbIX OPraHn3aLmax (yupeaeHunax).

4.2. O6beKkTaMn NpodeccUoHaNbHOW AeATebHOCTU BbIMYCKHUKOB ABAAIOTCA:

[OKYMEHTbI, Co34aHHble N0bbiM CNOCOBOM AOKYMEHTUPOBAHUS;

CUCTEMbI OKYMEHTaLMOHHOro obecnevyeHnn ynpasaeHus;

CUCTEMbI 31EKTPOHHOTO IOKYMEHTO060pOoTa;



APXMBHbIE JOKYMEHTbI;

nepBuYHbIe TPYA0BbIE KONIEKTUBBI.

4.3. Cneunannct no J[AOKyMeHTauuoHHOMY obecnedyeHuto ynpaBneHua, apxmsucT (6a3oBol
NoAroTOBKM) FOTOBUTCA K CNeAyoLMM BUAAM AEeATENbHOCTH:

4.3.1. OpraHusauma [OKYMeHTaUuMoHHOro obecneyeHus ynpaBaeHMA U GYHKUMOHMPOBAHMUA
opraHmsauuu.

4.3.2. OpraHuM3auma QapxXMBHOMW UM CMPaABOYHO-UHPOPMALMOHHOM paboTbl NO  AOKYMEHTaM
opraHmsauuu.

4.3.3. BbinonHeHWe paboT NO OA4HOW WMAW HECKONbKMM npodeccuam paboumx, [ONKHOCTAM
CAy»Kawmx (npunoxkeHue K Hactoswemy Groc CNo).

4.4, Cneumanuct No AOKYMeHTaLMOHHOMY obecneyeHUto ynpaBaeHus, apxmeuct (yrnybneHHom
NOArOTOBKM) FOTOBUTCA K CNeAYHOLMM BUAAM AEATENbHOCTU:

4.4.1. OpraHu3auma [OKYMEHTAUMOHHOro obecneyeHua ynpasiaeHuAa WU GYHKUMOHMPOBAHMA
opraHusauum.

4.4.2. OpraHusauma apxuBHOM W CNPaBOYHO-UHPOPMAUMOHHON pPaboTbl MO AOKYMEHTam
opraHusauum.

4.4.3. OcywectBneHme AOKYMEHTAUMOHHOIO obecnedyeHua ynpaBieHUs W apXMBHOTO Aena ¢
MCMNO/Ib30BaHNEM NPOrPaMMHbIX CPeACTB yYeTa, XpaHeHUs, 06paboTKM M NOUCKA AOKYMEHTOB.

4.4.4. BbinonHeHve paboT NO OAHOM WAM HECKONAbKMM npodeccuam paboumx, AOKHOCTAM
cnyxawumx (npunoxkeHue K Hactoawemy roc Cno).

V. TPEBOBAHWMA K PE3YJ/IbTATAM OCBOEHUA NPOrPAMMBbI NOATOTOBKA
CNEUMANNCTOB CPEAHENO 3BEHA

5.1. Cneumanuct no AOKyYMeHTaUMOHHOMY obecneyeHuto ynpaBieHus, apxuBucT (6a3oBoii
NoAroToBKW) A0/IXKeH 061a4aTb 06LWMMM KOMMNETEHUUAMM, BKIKOYAIOLWMMM B ce65 CNOCOBHOCTD:

OK 1. MoHUMaTb CYLHOCTb U COLMANBbHYIO 3HAYMMOCTb cBOeM Byayliein npodeccun, NPoABAATb K
Hel yCTOMYMBbIV UHTEpeC.

OK 2. OpraHu130BbIBaTb COOCTBEHHYIO AEATENIbHOCTb, BbIOMPaTb TUNOBbIE METOAbl M Cnocobbl
BbINOJIHEHUA NPOdECcCUOHaNbHbIX 33434, OLEeHUBaTb X 3GDEKTUBHOCTb M KayecTso.

OK 3. MpuHMMATb pelleHns B CTAHAAPTHbIX M HECTaHAAPTHbIX CUTyaUMAX M HECTU 33 HUX
OTBETCTBEHHOCTb.

OK 4. Ocyuw,ecTBAATb NOUCK U MUCNONb30BaHMe MHbOpMaLmMK, Heobxoaumon ans 3ddeKTUBHOIO
BbINOJIHEHUA NpodeccMoHaNbHbIX 33434, NPOPECCUOHANIBHOTO U JIMMHOCTHOTO PA3BUTUSA.

OK 5. Ucnonb3oBaTb MHPOPMALNOHHO-KOMMYHMKALMOHHbIE TEXHOMOMMKU B NpodeccroHanbHOM
OeATeNbHOCTH.

OK 6. PaboTtaTb B Ko/neKktMBe U KoMaHge, 30deKTUBHO 0bWaThCa C KoNeraMm, PyKOBOACTBOM,
nortpebutenamu.

OK 7. bpaTb Ha cebsa OTBETCTBEHHOCTb 33 PaboOTy YIEHOB KOMaHAbl (MOAYMHEHHDbIX), pe3yabTaTt
BbINOJIHEHUA 3a43HUN.

OK 8. CamocToATenbHO onpeaensaTb 3agayn NpodpecCMOHaNbHOrO W JIMYHOCTHOMO Pas3BUTMA,
3aHMMATbCA CaMoobpa3oBaHNEM, OCO3HAHHO NIAHNPOBaTb NOBbILEHWE KBaMPUKALUN.

OK 9. OpwueHTMpoBaTbCA B YC/OBMAX YaCTOM CMeEHbl TEXHOMOMMIA B npodeccnoHanbHoM
OeATeNbHOCTH.

5.2. Cneumanuct no AOKYMEHTAaUMOHHOMY oObGecrneyeHuto ynpaBfieHusA, apxuBucT (6asoBoi
NOArOTOBKM) JO/MKeH 061agaTb NpodeccMoHabHbIMU KOMMETEHLMSAMMW, COOTBETCTBYIOLWMMU BUAAM
aeATeNnbHOCTH:

5.2.1. OpraHu3auma [OKyMeHTaLuMOHHOro obecnevyeHusa ynpasneHua UM GYHKUMOHWMPOBAHMUA
opraHu3aumm.

MK 1.1. KoopauHupoBaTb paboTy opraHusauuMm (NpUemHol pyKoBoAMUTeNs), BECTU MNpuem
nocetutenemn.

MK 1.2. OcywecTtBnatb paboTy No MOAroTOBKE M NPOBELEHWMIO COBELLAHWI, AeN0BbiX BCTPeY,
NPUEMOB U Npe3eHTaLui.

MK 1.3. OcywectsnaTb NoAroTOBKY AENOBbIX MOE340K PYKOBOAUTENA W APYIUX COTPYAHWKOB



OpraHM3saunm.

MK 1.4. OpraH13oBbIBaTb paboyee MecTo cekpeTapsa u pykosoauTens.

MK 1.5. OdopmnATb M PErncTpMpoBaTb OPraHM3aLNOHHO-PACNOPAAMTENbHbIE AOKYMEHTHI,
KOHTPO/INPOBATb CPOKU UX NCMOSTHEHUA.

MK 1.6. O6bpabaTtbiBaTb BXoAALME N UCXOAALLME AOKYMEHTbI, CUCTEMATU3NPOBATL MX, COCTaBAATL
HOMEHKNATYpy Aen n GopMmnpoBaTb JOKYMEHTbI B gena.

MK 1.7. CamocTtosaTenbHo paboTaTb C AOKYMEHTAMK, COAEPXKAWMMU KOHPUAEHUMANbHYIO
MHGOPMAUMIO, B TOM YUCAE C LOKYMEHTAMMU MO IMYHOMY COCTaBY.

MK 1.8. OcywectBnatb TesiedoHHOE 0b6CNyKUBaHME, MPUHUMATDL U NepeaaBaTtb GaKebl.

MK 1.9. OcywectBnATb NOATOTOBKY A€/ K Nepegaye Ha apxXmBHOE XpaHeHue.

MK 1.10. Coctasnatb onNucu Aen, OCYLWeCTBAATb MNOArOTOBKY Aen K nepegade B apxus
OpraHM3auunm, rocyaapcTBeHHbIE U MYHULMMANbHbIE apPXUBbI.

5.2.2. OpraHusaums apxvMBHOM W CMNPaABOYHO-UHPOPMALMOHHON pPaboTbl MO AOKYMEHTaAM
OpraHusaunm.

MK 2.1. OcywecTBnaTb 3KCNEPTU3y LLEHHOCTU OOKYMEHTOB B COOTBETCTBUM C AENCTBYIOLLMMMU
3aKoHOAaTe/IbHbIMM AaKTAMKU M HOPMATUBaMMU.

MK 2.2. Bectn paboTy B cucTEMax 3/IEKTPOHHOIO AOKYMeHToobopoTa.

MK 2.3. Pa3pabatbiBaTb M BECTU KNaccuduUKaTopbl, Tabenn n apyrue cnpaBoYHMKNU MO AOKYMEHTaM
OpraHu3saunm.

MK 2.4. ObecneunBaTb NPUEM U pPaLMOHA/IbHOE Pa3MeLLEHNE AOKYMEHTOB B apxmBe (B TOM yncne
[JOKYMEHTOB MO JIMYHOMY COCTaBy).

MK 2.5. ObecneunBaTb YYET U COXPAHHOCTb AOKYMEHTOB B apXmBe.

MK 2.6. OpraHn30BbIBaTb WUCMO/Ib30BAaHME APXMBHbIX AOKYMEHTOB B HAy4HbIX, CMPAaBOYHbLIX W
NPAKTUYECKUX LENsx.

MK 2.7. OcyuwecTBasTb OpPraHM3aUlMOHHO-METOAMUYECKOEe PYKOBOACTBO W KOHTPO/Ib 3a paboTol
apXMBa OpraHM3aLuMKn 1 32 OpraHM3aunen LOKYMEHTOB B A€/10NPON3BOACTBE.

5.2.3. BbinosiHeHWe paboT No OAHOM WAM HECKoJbKMM npodeccnam paboumx, AOMKHOCTAM
CNYXKaLLUX.

5.3. CneumanncT no AOKYMEHTAUMOHHOMY ObecrneyeHuto ynpaBfieHus, apxusBucT (yrnybneHHom
NoAroToBKW) A0/IXKeH 061a4aTb 06LWMMM KOMMNETEHUMAMM, BKIKOYAOLWMMM B ce65 CNOCOBHOCTD:

OK 1. MoHUMaTb CyWHOCTb U COLMANbHYIO 3HAYMMOCTb CBoel byayuien npodeccun, NpoABAATb K
Hel yCTOMUYNBbIN NHTEpPEC.

OK 2. OpraHu3oBbiBaTb COBGCTBEHHYIO JeATeNbHOCTb, oOnpeaenaTb MeToAabl M cnocobbl
BbINO/IHEHUA NPOPECCUOHANbHbBIX 33434, OLEHNBATb UX 3QPEKTUBHOCTb U KA4ecTBO.

OK 3. Pewatb Npob6aembl, OLLEHUBATb PUCKM M NPUHMMATb peLleHUs B HECTaHAaPTHbIX CUTYaLMSX.

OK 4. OcywectBnsATb NOUCK, aHaNM3 U OUEHKY MHbOpPMaLMKM, HEOBXOAUMOM AN NMOCTAHOBKU U
peweHns npodeccnoHanbHbIX 3a4a4, NPodeCcCMOHaNbHOMO U IMYHOCTHOIO Pa3BUTHUA.

OK 5. Mcnonb3oBaTtb MHPOPMALNOHHO-KOMMYHUKALMOHHbIE TEXHONOrNKU ana
COBEpPLUEHCTBOBaAHMA NPodeCcCMOHaNbHOMN AeATENBHOCTH.

OK 6. PaboTaTb B KONNEKTMBE U KOMaHAe, obecneunBaTtb ee cnaovyeHme, spdeKTUBHO 06LLaThCa C
KoNneramm, pykoBoACcTBOM, NoTpebuTtenamu.

OK 7. CrasuTb Uuenu, MOTMBMPOBATL AeATEeNbHOCTb MOAYMHEHHbIX, OPraHM30BbLIBATbL W
KOHTPO/IMPOBATb UX paboTy C NPUHATUEM HA ceba OTBETCTBEHHOCTM 3a Pe3y/1bTaT BbINOJHEHWUA 3a4aHUN.

OK 8. CamoctosiTenibHO onpeaenAtb 33a43a4u NPodecCMOHaNbHOTO M JIMYHOCTHOMO pPasBUTUS,
3aHMMaATbCA Camoobpa3oBaHNEM, OCO3HAHHO NAAHUPOBATb NOBbIWEHWE KBaMUKALUU.

OK 9. BbITb rOTOBbIM K CMEHE TEXHO0MIM B NPOdECCUOHANbHON AeATeNbHOCTHU.

5.4. Cneumanunct nNo AOKYMEHTaUMOHHOMY obecneyeHuto ynpasaeHun, apxusucT (yraybneHHow
NoAroToBKWU) O0/KeH 061adaTb NpodeccMoHaNbHbIMU KOMMNETEHLMAMM, COOTBETCTBYIOWMUMMN BUAAM
heATeNbHOCTH.

5.4.1. OpraHusauma [AOKYMEHTALMOHHOro obecneyeHua ynpaBaeHuMAa M GYHKLMOHMPOBAHMUA
OpraHum3auunm.

MK 1.1. KoopauHupoBaTb paboTy opraHusaumMm (NpUemHol pyKoBoAUTeNs), BeCTU MNpuem
nocetutenein.

MK 1.2. OcywecTtBaatb paboTy No NOAroTOBKE M MPOBEAEHWUID COBELLAHWUI, AE/I0BbIX BCTpeY,



NPMEMOB 1 Npe3eHTaL M.

MK 1.3. OcywectsnATb NOArOTOBKY AE/I0BbIX NOE340K PYKOBOAUTENA U OPYTUX COTPYAHWKOB
opraHmsauuu.

MK 1.4. OpraH13oBbIBaTb paboyee MecTo cekpeTapsa U pykosoauTens.

MK 1.5. OdopmnATb WM PErncTpMpoBaTb OPraHM3aLMOHHO-PACNOPAAMTENbHBIE AOKYMEHTbI,
KOHTPO/INPOBATb CPOKU UX NCMOSTHEHUA.

MK 1.6. O6bpabaTtbiBaTb BXxoAALME U UCXOAALLME AOKYMEHTbI, CUCTEMATU3NPOBATL MX, COCTaBAATL
HOMEHKNaTYpy Aen n GopMmnpoBaTb JOKYMEHTbI B gena.

MK 1.7. CamocTtosaTenbHO paboTaTb C [AOKYMEHTAMW, COAEPMKAWMMU KOHPUAEHUMANbHYIO
MHGOPMAUMIO, B TOM YUCAE C JOKYMEHTAMMU MO IMYHOMY COCTaBY.

MK 1.8. OcywectBnsaTb TenepoHHoe obcayKuBaHue, NPUHMMATDL M NepeaaBaTb GpaKcbl.

MK 1.9. OcywecTBnATb NOArOTOBKY A€ K Nepefade Ha apxXMBHOE XpaHeHue.

MK 1.10. CoctasnAatb OnNMCU Aen, OCYLWeCTBAATb NOAMOTOBKY Aen K nepejade B apxus
OpraHM3auunm, rocyaapcTBeHHbIE U MYHULIMMANbHbIE APXMBDI.

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

5.4.2. OpraHu3aumsi apxvMBHOM W CMNPaABOYHO-UHPOPMALMOHHON pPaboTbl MO [AOKYMEHTam
OpraHu3saunm.

MK 2.1. YuactBoBaTb B paboTe NO 3KCMNepTMse LUEHHOCTM [AOKYMEHTOB B COOTBETCTBUM C
OEeNCTBYIOLWMMM 3aKOHO4ATENbHBIMW aKTAMMU M HOPMATMBAMMU.

MK 2.2. Bectn paboTy B cucTEMax 3/IEKTPOHHOIO AOKYMeHToobopoTa.

MK 2.3. Pa3pabatbiBaTb 1 BECTU KAaccuPUKaTopbl, Tabenn 1 MHble CNPaBOYHMKM NO AOKYMEHTam
opraHmsauuu.

MK 2.4. ObecneunsaTb NPUEM 1 pPaLIMOHaIbHOE pa3MeLleHne AOKYMEHTOB B apxmBe (B TOM yucne
[JOKYMEHTOB MO /IMYHOMY COCTaBy).

MK 2.5. ObecneunsaTb YYET U COXPAHHOCTb AOKYMEHTOB B apX1Be.

MK 2.6. OpraHn30BbIBaTb WUCMO/Ib30BAaHME APXMBHbIX AOKYMEHTOB B HAy4HbIX, CMPABOYHbLIX W
NPAKTUYECKUX LENsx.

MK 2.7. OcywecTBnaTb OpraHM3auNMOHHO-METOAMYECKOE PYKOBOACTBO M KOHTPOAb 3a paboTomn
apXMBa OpraHM3aLuMKn 1 3a OpraHM3aunen 4OKYMEHTOB B 4€/10NPOU3BOACTBE.

5.4.3. OcyuwecTtBieHMe AOKYMEHTaLUMOHHOro obecneyeHWs ynpasBaeHUss WU apXWMBHOIO Aena ¢
MCNo/Ib30BaHMEM MPOrPaMMHbIX CPEACTB yUYeTa, XpaHeHMA, 06paboTKN 1 NOUCKa AOKYMEHTOB.

MK 3.1. Ocywectsnatb MHPOPMaLMOHHYIO paboTy NO AOKYMEHTaM, B TOM u4ucne cC
MCNONb30BaHMEM OPITEXHMKM, NPOTrPAMMHbIX CPEACTB YYeTa, XPaHEeHMA N NOUCKA AOKYMEHTOB U APYrnx
CNeunann3npoBaHHbIX 6as AaHHbIX.

MK 3.2. MpuHMMaTb Mepbl NO YNOPAA0YEHUIO COCTaBa AOKYMEHTOB U MHPOPMALMOHHbIX NOTOKOB,
COKpPALLEHUIO UX KOINYECTBA M ONTUMM3ALUN LOKYMEHTONOTOKOB OpraHmn3aumu.

MK 3.3. Bect paboTy no co3AaHMIO CNPaBOYHOrO annapata no AOKYMEHTaM C  Lenbto
obecneyeHns yao6HOro 1 6bICTpOro Ux Noucka.

MK 3.4. MoagrotaBnnBaTb AaHHble, HEOOXOAMMbIE ANsi COCTAB/IEHUS CMPABOK Ha OCHOBE CBEAEHUN,
MMEIOLLMXCA B LOKYMEHTaX apXmBa.

MK 3.5. MpuHUMaTL yyacTme B pa3paboTKe /IOKasibHbIX HOPMATMBHbIX aKTOB OpraHM3auuu no
BOMPOCaM AOKYMEHTALMOHHOro obecrneyeHns ynpaBaeHUs U apXMBHOro gena.

MK 3.6. MpuHMMaTL ydyacTMe B paboTe no noabopy W pPaccTaHOBKE KaapoB CAYyKObl
OOKYMEHTaLMOHHOro obecneyeHuns ynpasieHUsa U apXxmBa OpraHn3aumm.

5.4.4. BbinosiHeHWe paboT Mo OAHOM WAM HECKoJbKMM npodeccnam paboumx, AOMKHOCTAM
CNYXKaLLUX.

VI. TPEBOBAHUA K CTPYKTYPE NMPOrPAMMBbI MOATOTOBKU
CNEUMANNCTOB CPEAHENO 3BEHA

6.1. MMNCC3 npeaycmaTpmBaeT U3ydeHUe cneaytolmx yyebHbIX LUKIO0B:
06Lero ryMmaHUMTapHOIo M COLMAaNbHO-3KOHOMMYECKOTO;
MaTEMATMYECKOTO M 06L,Eero ecTeCTBEHHOHAYYHOTO;
npo¢deccnMoHanbHOro;



W pa3aenos:

y4yebHasa NpaKTuKa;

Npoun3BOACTBEHHAA NPaKTUKa (Mo Npoduto cneunanbHoOCTH);

NpoOun3BOACTBEHHAA NPAKTUKA (NpeaamniomHas);

NPOMEKYTOYHAA aTTecTaums;

rocyfapcTBeHHasa MTOroBas aTTecTaums.

6.2. O6s3atenbHan Yactb MNMNCC3 no y4yebHbIM UMKAAM A0JIKHA COCTaBAATb OK00 70 NpoLEHTOB
oT 06Lero o6bema BpeMeHM, 0OTBeAEHHOIo Ha UX ocBoeHMe. BapuaTnsHan Yactb (okon0 30 NpoLeHToB)
03aeT BO3MOXHOCTb pacliupeHua u (uau) yraybaeHua nOAroTOBKWM, ONpeaensieMon cogepraHuem
06a3aTenbHOM YacTh, NONYYEHUA AOMNOAHUTENIbHbIX KOMMNETEHUWUN, YMEHUA U 3HAHWUIA, HEOBXOAMMBbIX
ans obecneyeHns KOHKYPEHTOCNOCOBHOCTU BbINMYCKHMKA B COOTBETCTBMU C 3aMpOCaMM PErMoHaNbHOro
pblHKA TpyAa U BO3MOXKHOCTAMU NPOAO/IKEHMA 06pasoBaHUA. QUCLUUNANHBI, MEXAUCUUNINHAPHbIE
Kypcbl ¥ npodeccuoHanbHble MOAY/M BapuMaTMBHOM 4acTM onpeaenstotTcs o0b6pasoBaTesibHOM
opraHusaumen.

O6WMn  TYMaHUTaApHbIK U COUMANbHO-3KOHOMMYECKUIN,  MaTemMaTMYecKuin n  obwuit
€CTeCTBEHHOHaYYHbIN y4ebHble LUUK/bl COCTOAT U3 AUCLMUMIINH.

MpodeccnoHanbHbii  y4eBHbIA LMK COCTOUT K3 0buwenpodeccnoHanbHbiX AUCUUMANH U
npodeccnoHanbHbIX Moaynen B COOTBETCTBUN C BUAAMU AeATeNbHOCTU. B cocTaB npodeccnoHanbHoro
MOAYNA BXOAMUT OAMH UAW HECKOJIbKO MEXAMUCUUNAUHAPHBLIX KypcoB. MNpu ocBoeHUM obyyatowmmucs
npodeccnoHanbHbIX Moaynel npoBoaATcsa yuebHaa n (M1mM) Nnpom3BoACTBEHHAA NpaKTUKa (no npodunto
cneumanbHoOCTH).

6.3. Ob6A3aTenbHasA YacTb OOLLEr0 'YMAHUTAPHOIO M COLMAIbHO-3KOHOMMYECKOTO y4ebHOro LMKAa
MMCC3 6a30B0oi NOATrOTOBKM [AOJ/KHA MPeAycmMaTpuMBaTbh M3ydeHue c/edylolmx o0bs3aTesbHbIX
ancumnnamH:  "OcHosbl  punocodun”, "Wctopua", "MHocTpaHHbIM A3bIK", "dusnyeckasa Kyabtypa';
yrnybneHHol nogrotosku - "OcHoBsbl punocodun”, "Uctopusa”, "Mcmuxonorua obuweHma", "MHOCTPaHHbIN
A3bIK", "Pusnyeckana kKynbtypa'.

Obs3atenbHaa 4yacTb npodeccmoHanbHoro y4yebHoro wumkna [MMNCC3 Kak 6a3oBoM, Tak M
yrnyb6neHHOM NoAroTOBKM  OO/KHA NpeaycmMaTpuBaTb  M3yYeHWe AUcumMnianHbl  "BesonacHocTb
Ku3HegeATenbHOCTN". O6beM YacoB Ha AUCUMNAMHY "Be3onacHOCTb KM3HeaeATeNbHOCTU" cocTaBaseT
68 4acoB, M3 HWUX Ha OCBOEHWE OCHOB BOEHHOM Cybbl - 48 Yacos.

6.4. ObpasoBaTenbHOM opraHusaumMen npu onpeaeneHmn cTpykTypbl MMNCC3 1 TpyaoemkocTn ee
OCBOEHUA MOXKET MPUMEHATbCA CUCTEMA 3a4YeTHbIX eAuHMLU, NPW 3TOM OAHa 3a4yeTHad eauHMUA
cooTBeTCTBYEeT 36 aKkaJeMMUUYECKMM Yacam.

Tabnuua 3

CTpyKTypa nporpamMmbl NOArOTOBKW CNELMaANCTOB CpeaHero 38eHa
6a30B0W NOArOTOBKU



UHaeKc

HanmeHoBaHMWe y4yebHbIX LIMK/IOB, pa3aenioB, MOAYNEN,
TpeboBaHMA K 3HAHUAM, YMEHUAM, NPAKTUYECKOMY OMbITy

Bcero
MaKCMMaNbHOM
y4yebHoi
Harpysku
obyuyatowerocs
(yac./Hen,)

B Tom umncne
yacoB
ob6s3aTeNbHbIX
y4ebHbIX
3aHATUN

MHaeKc n HammeHoBaHue
OVNCUUNANH,
MEXANCUMNANHAPHbIX
Kypcos (MOK)

Koabl
dbopmmpyembIx
KOMMeTeHummn

ObsasaTtenbHasa YacTb yuebHbix umknos MMNCC3

2376

1584

0orcs.oo

O6WMi1 'yMaHUTapHbIN 1 COLMANbHO-3KOHOMUYECKUI y4eBHbI
UMKA

522

348

B pe3ynbTaTte usyyeHunn obAa3aTeNbHOM YacTh y4ebHOro UMKANa
0byYaloLMIACA AONKEH:

yMeTb:

OPMEHTMPOBATLCA B Hanbonee obwmx puaocopcekux
npobaemax 6bITHA, NO3HAHWUA, LLEHHOCTEN, CBOOOAbI M CMbICNA
YKM3HU KaK ocHOBax GOPMMUPOBAHMA KyAbTypbl rPaxKaaHuHa U
oyayuero cneuyanmncTa;

3HaTb:

OCHOBHbIe KaTeropum n noHATUA punocooduu;

ponb dpnMnocodmm B }KM3HM YenoBeKa N 0OLLECTBa;

0CHOBbI $10CcODCKOro yyeHns o bbiTuu;

CYLLHOCTb NMpPOLLecca NoO3HaHWUSA;

OCHOBbI Hay4YHOM, GMUNOCODCKOM U PENUTMO3HOM KAPTUH MUPA;
06 ycnosmax popMmnpoBaHUA IMYHOCTU, cBOBOAE U
OTBETCTBEHHOCTU 33 COXPaAHEHWE KU3HU, KYIbTypbl,
OKpY:KatoLwen cpesbl;

0 COLMasIbHbIX U 3TUYECKUX NPobHaeMaXx, CBA3AHHbIX C
pa3BUTUEM WM UCNOMb30BAHMEM AOCTUHKEHUIN HAYKUN, TEXHUKU U
TEXHONOTUA.

48

OrcC3.01. OcHosbl
dnnocoduu

OK1-9

yMeTb:

OPUEHTMPOBATLCA B COBPEMEHHOW 3KOHOMUYECKON,
NOJIMTUYECKOM N KYNbTYPHOM CUTyaumm B Poccumn n mupe;
BbIABAATb B3aMMOCBA3b OTEYECTBEHHbIX, PETMOHANbHbIX,
MWPOBbIX COLMANbHO-3KOHOMUYECKUX, MOANTUYECKUX U

48

Orca.02. Uctopuma

OK1-9




KY/IbTYPHbIX Npobnem;

3HaTb:

OCHOBHbIE HanNpPaBNeHMA PA3BUTUA KNOYEBBIX PETMOHOB MUPaA
Ha pybexe BekoB (XX 1 XXI BB.);

CYLLHOCTb U MPUYUHbI IOKAJIbHBIX, PETMOHANbHBIX,
MEXKrocy4apcTBeHHbIX KOHPANKTOB B KOHLE XX - Havane XXI
BB.;

OCHOBHbIE NpoLecChl (MHTEerpaLMOHHbIEe, MOAUKYNLTYPHbIE,
MWTIPALMOHHbIE U MHbIE) MOIMTUYECKOTO Y SKOHOMUYECKOTO
Pa3BUTMA BEAYLLNX FOCYAAPCTB U PETMOHOB MMPa;
HasHayeHue OpraHusaunu ObbeanHeHHbIX Hauuii (OOH),
OpraHuszaumm CeBepoatnaHTuMyeckoro gorosopa (HATO),
Esponeickoro Cotosa (EC) u gpyrnx opraHnsaumin U OCHOBHbIE
HanpaB/eHNA UX AeATENbHOCTY;

0 PO/ HaYKM, KYNbTYpPbl U PEIUTUM B COXPAHEHUN U
YKPENNEeHNN HAaUMOHANbHbIX U FOCYAapPCTBEHHbIX TPaAULUN;
coaepaHue U HasHauYeHue BaXKHEMLWKNX NPaBOBbIX U
3aKOHOZATe/IbHbIX aKTOB MMPOBOTO M PErMOHANbHOIO
3HayeHus;

yMeTb:

06wWaTbcA (YCTHO M NMMCbMEHHO) Ha MHOCTPAaHHOM f3blKe Ha
npodeccnoHanbHble N NOBCEAHEBHbIE TEMbI;

nepeBoAUTb (CO CNOBApPeEM) MHOCTPAHHbIE TEKCTbI
npodeccMoHanbHOM HanpPaBAeHHOCTY;

CaMOCTOSTE/IbHO COBEPLUEHCTBOBATb YCTHYHO U MUCbMEHHYO
peyb, NONOAHATb CI0BAPHbIV 3anac;

3HaTb:

Nnekcunyecknin (1200 - 1400 nekcnYeckux eamHnL) u
rPamMMaTUYECKUA MUHUMYM, HEOBXO4MMbIN N5 YTEHUA U
nepesoaa (co cnoBapem) MHOCTPAHHbIX TEKCTOB
npodeccMoHanbHOM HanpaBAeHHOCTY;

126

OrC3.03. HocTpaHHbIM
A3bIK

OK1-9

yMeTb:
MCMO/1b30BaTb GPU3KYNbTYPHO-0340P0BUTE/IbHYIO AEATEIbHOCTb
AN YKPENIeHUn 340P0BbSA, AOCTUHKEHUSA }KUSHEHHbIX U
npodeccnoHasnbHbIX Lenewn;

3HaTb:

252

126

0Orca.04. dusmnyeckan
Ky/ibTypa

OK2,3




0 PON PU3NYECKOM KYbTYpbl B OOLLEKYBTYPHOM,
npodeccMoHanbHOM M COLMAZIbHOM Pa3BUTUMN YE/TOBEKA;
OCHOBbI 3,0p0OBOr0 06Pa3a ¥KMU3HMU.

EH.00

MaTemaTuyeckmin n obLwmii ectecTBEHHOHaY4YHbIM y4ebHbI
UMKN

198

132

B pesynbTaTte usydeHunn ob6asaTeNbHOMN YacTu y4ebHOro UuKna
obyuatowminca OOMNKEH:

yMeTb:

pelwaTtb 3a/a4M Ha OTbICKaHNEe NPON3BOAHOMN CNOMKHOW
bYHKUMN, NPON3BOAHbIX BTOPOrO M BbICLUWX NOPAAKOB;
NPUMEHSATb OCHOBHbIE METOAbl MHTErPUPOBAHMA NPU PeLLeHUN
3ajay;

NPUMEHATb METOAbl MaTEMATMUYECKOrO aHanM3a Npu peleHum
3a/a4y NPUKAAAHOro XapaKTepa, B TOM YyMcie
npodeccnoHanbHON HanpPaBEHHOCTY;

3HaTb:

OCHOBHbIE NOHATUA U METOAbl MaTeMaTUYECKOro aHaAn3a;
OCHOBHbIE YMUC/IEHHbIE METOAbI PeLleHNA NPUKNAAHbIX 334a4;

EH.01. MaTtemaTtunKa

OK1-6,9

ymeTb:

paboTaTb C COBPEMEHHbIMU OMEePaLMOHHbIMU CUCTEMAMU,
TEKCTOBbIMM peiakTopamMu, TabMUYHbIMK NpoLeccopamu,
cucTemamm ynpasneHusa 6asamm gaHHbIX, Tporpammamm
noAroTOBKM Npe3eHTaunin, UHGOPMaLMOHHO-NOUCKOBbIMMU
CUCTEMAMM U MNONb30BATLCA BOSMOMKHOCTAMM
MHDOPMALNOHHO-TENEKOMMYHUKALNOHHON ceTn "UHTepHeT"
(manee - ceTb UHTEpHET);

npodeccuoHanbHO OCyLLLeCcTBAATL HAOOP TEKCTOB Ha
nepcoHaNbHOM KOMMNbIOTEPE;

3HaTb:

TEXHUYECKME CPeaCcTBa M NporpammHoe obecneyeHne
NnepcoHaNbHbIX KOMMNbIOTEPOB;

TEOpEeTUYECKME OCHOBbI COBPEMEHHbIX MHOOPMALIMOHHbIX
TEXHO/I0TUI 06LLEero 1 cneLMannusnpoBaHHOIO Ha3HaYeHus;
PYCCKYIO M NaTUHCKYIO KNaBMaTypy NEPCOHANbHOIO
KOMMNblOTEPa;

EH.02. MHbopmaTHKa

OK4,5,9




npasuna oGopmMIEHNA JOKYMEHTOB Ha NEPCOHANbHOM
KOMMblOTepe;

yMeTb:
OPMEHTMPOBATLCA B Hanbonee obwmx npobaemax sKoA0rMu u
npUPoAON0b30BaHUS;

3HaTb:

0cobeHHOCTM B3aumogeincTemaA obecTsa n Npupoabl;
NpPUPOAOPECYPCHbIN NoTeHumMan Poccunu;

MPUHLUUMbI U MeToAbl PAaLMOHANBHOIO NPUPOAO0NO0Ab30BaHUA;
npaBoBble M COLUManbHble BOMPOChI MPMPOAON0Ab30BaHMA.

EH.03. 3konormnyeckme
OCHOBbI
NpPMPOAONO0Ab30BaHUA

OK3,6,7,9

.00

MpodeccnoHanbHbIl yY4eBOHbIN LUKA

1656

1104

orn.oo

ObuwenpodeccroHanbHble AUCLUMNANHDI

918

612

B pe3synbTaTe nsyyeHns ob6s3aTesIbHOM YacTu
npo¢deccuoHanbHOro y4ebHOro LUMKAa 06yyatoWmiica 4ONKEH:
yMeTb:

OPUEHTMPOBATLCA B BOMPOCAX IKOHOMUYECKOW TEOPUM B
COBPEMEHHbIX YCI0BUAX;

3HaTb:

3aKOHOMEPHOCTU QYHKLMOHNPOBAHNA PbIHOYHbIX MEXaHU3MOB
Ha MUKPO- 1 MaKPOYPOBHSAX U METOAbI FOCYAapCTBEHHOMO
peryanpoBaHus;

06LMe NOMOMKEHNA IKOHOMUYECKOW TeopuM;

ONn.01. SKoHOMMYeCKasn
TeopuA

OK1-7
MK1.1-1.3

yMmeTb:
paccymTbIBaTb MO MPUHATON METOAO0NOMMU OCHOBHbIE TEXHUKO-
3KOHOMMYECKME NoKasaTeNn 4eATeNbHOCTU OpraHn3aunm;
3HaTb:

OCHOBHbIE MUKPO- U MaKPO3IKOHOMMYECKUE KaTeropum u
NnoKasaTte/siM, MeToZbl UX PacyeTa;

OM.02. SKoHOMMKa
opraHusauum

OK1-7
MK1.1-1.3

yMmeTb:
yNpaBAATb KOHGAMKTaMU U CTpeccamu B npouecce
npodeccuoHanbHOl AeATENbHOCTH;

3HaTb:

XapaKTepHble YepTbl COBPEMEHHOTO MEHeAKMEHTA; LMK

0On.03. MeHeaKmeHT

OK1-9
MK1.1,12,14-
18,24,25




MeHeXXMeHTa;
npoLecc NPUHATUA N peannsaLmm ynpaBaeHYECKMX PeLLeHW,
MHPOpPMaLMOHHOE obecneyeHne MeHeAKMEHT];

YMETb:
NPUMEHSTb KaapoBYO MNOJIMTUKY Ha rOCYyAapPCTBEHHOM U
MYHUUMNANbHON cNy»Kbe;

3HaTb:

CMUCTEMY FOCYAaPCTBEHHbIX YUPEXAEHN 1 OPraHOB MECTHOIo
camoynpaB/eHus;

obLwme npuHLUMNbI U TPEOOBAHUA K MPOXOXKAEHUIO
rocyapCTBEHHOM M MYHULMMNA/IbHOM CNYKObl;
OpraHM3aLUnoHHO-NPaBoBble GOPMbI FOCYAapPCTBEHHOIO
annaparta ynpasieHus;

OM.04. FTocypapcTBeHHaa 1
MyHUUMNanbHana cnyxba

OK1-8
MK1.1-1.8

YMETb:

paboTaTb ¢ NPOodEeCcCMOHaIbHbIMN TEKCTAMW Ha MHOCTPAHHOM
A3blKe;

COCTaB/ATb U 0HOPMAATL OPraHU3aLMOHHO-
pacnopaAaMTEeIbHYIO JOKYMEHTALIMIO HA MHOCTPaHHOM A3bIKE;
BECTU NeperoBopbl Ha MHOCTPAHHOM A3bIKE;

3HaTb:

NPaKTUYECKYO rPamMMaTrKy, Heobxoanmyto ana
npodeccrnoHanbHOro oblLeHMA Ha MHOCTPaHHOM A3bIKE;
0COBEeHHOCTM NepeBoa CAyKebHbIX JOKYMEHTOB C
WMHOCTPaHHOrO A3bIKa;

On.05. MHOCTpaHHbIM A3bIK
(npodeccmoHanbHbIN)

OK1-7
NMK1.1-13

yMeTb:

NPUMEHSATb B NPodecCMOHaNbHON AeATeNbHOCTU NPUeMbI
[eN0Boro obleHus;

3HaTb:

OCHOBHbIe NpaBuna NPOHECcCUOHaNbHON 3TUKN U NPUEMbI
[eN0Boro obLeHnsa B KONNEKTUBE;

ocobeHHOCTN NpodeccUoHaNbHOM 3TUKU U NCUXOIOTUN
[eN0BOoro obLeHMA CAyKalMX rocyaapCcTBEHHbIX U UHbIX
OpraHu3aLUMoHHO-NPaBOBbIX GOPM yUpeRaeHU 1
opraHu3auuii;

Onn.06. NpodeccnoHanbHas
3TUKa U NCUXON0rmnAa
AenoBoro obuweHus

OK1-8
MK1.2-1.6,1.8




yMeTb:
co34aBaTtb 61aronpUATHBINA NCUXONOTMYECKUIA KNIMMAT B
KO/IIEKTUBE;

3¢ PeKTMBHO ynpaBAATb TPYAOBbIMU pecypcamu;

3HaTb:

cofeprKaHue KagpoBoro, UHGOPMALLMOHHOIO, TEXHUYECKOIO U
npaBoBOro obecneyeHns cUCTeMbl yNpaBaeHUA NEPCOHANOM;
OpPraHM3aUMOHHYI0 CTPYKTYPY CAYKObl ynpaBaeHus
nepcoHanom;

obLme NPUHUMNbI YIPaBAEHMA NEPCOHAIOM;

NPUHLMMNbI OPraHn3aLmMn Kagposoit paboTol;

NMCUXONIOTMYECKME aCNeKTbl YNpPaBAeHUsA, CNocobbl paspelleHuns
KOHOAMKTHBIX CUTYaUMit B KONINEKTUBE;

Onn.07. YnpasneHue
nepcoHanom

OK1-9
MK 1.7,2.6,2.7

yMeTb:

3alMLaTb CBOM NPaBa B COOTBETCTBUU C TPYA0BbIM
3aKOHO4,ATE/IbCTBOM;

MCMOo/b30BaTb NPaBOBY0 MHPOPMaLMIO B NpodeccuoHanbHoM
AeATeNbHOCTH;

3HaTb:

npaea n 0683aHHOCTU CAYXKaLLMX;

3aKOHOAaTe/IbHble aKTbl U HOPMATUBHbIE AOKYMEHTbI,
peryavpytoLimMe NpaBooTHOLWEHMA GUIMYECKUX U OPUONYECKUX
nu;

OCHOBHblE 3aKOHOAaTe/IbHbIe aKTbl 0 NPaBoBOM obecrneyeHnm
npodeccuoHanbHOM AeATENbHOCTU CYKALLMX;

0On.08. NMpasosoe
obecneyeHue
npodeccmoHanbHom
OeATeNbHOCTH

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

yMeTb:

OpraHM30BbIBATb U MPOBOANTL MEPOMNPUATHA NO 3aLuTe
paboTatoLmx U HaceneHus OT HEraTUBHbIX BO34ENCTBUI
YypesBblYaMHbIX CUTYaALUIA;

npeanpUHUMATbL NPOPUNAKTUYECKME MEPDI AN CHUKEHUSA
YPOBHA OMACHOCTEN Pa3/IMYHOro BUAA U UX MOCNeACTBUI B
npodeccnmoHasbHON feaTenbHOCTU U BbITy;

MCNo/b30BaTb CPEACTBA UHAMBUAYANBHOW U KONEKTUBHOWM
3aLUUTbI OT OPYKMA MACCOBOTO MOPANKEHUSA;

NPUMEHATb NEePBUYHbIE CPEACTBA NOXKAPOTYLLIEHUS;
OPMEHTMPOBATLCA B NepeyHe BOEHHO-YYETHbIX

68

Ol.09. be3onacHoOCTb
*KU3HeaeATeNbHOCTH

OK1-9
MK1.1-1.10,
2.1-27




cneunanbHOCTe N CaMOCTOATE/IbHO ONPeAenATb Cpeamn HUX
POACTBEHHbIE NOAYYEHHOW CNEUMANbHOCTH;

NPUMeHATb NPodeccMoHanbHble 3HAHUA B XOA4€E UCMOAHEHNA
06s3aHHOCTEN BOEHHOM CNyKObl HAa BOMHCKUX A0MKHOCTAX B
COOTBETCTBMM C MNOSIYYEHHON CNELMaNbHOCTbIO;

BNlageTb cnocobamm 6ecKOHPANKTHOrO 06LWEeHNA U
camoperynsaunmn B noBcegHeBHON AEATENbHOCTU U
3KCTPEMAsIbHbIX YC/I0BMAX BOEHHOM CNYXKObI;

OKa3blBaTb NEPBYIO NOMOLLb NOCTPAAABLLMM,;

3HaTb:

NPUHLMMNbI 0becneyeHma yCTOMUYNMBOCTU 0O BEKTOB IKOHOMMUKM,
NPOrHo3MpoBaHMA Pa3BUTUA COBLITUIA U OLLEHKN NOCNEACTBUIMA
NPU TEXHOTEHHbIX YPE3BbIYAHbIX CUTYALMUAX U CTUXUNHBIX
ABNEHUAX, B TOM YMCNe B YC/IOBUAX NPOTUBOAENCTBUA
TepPpPOpPU3IMY KaK Cepbe3HOI yrpo3e HaunoHabHOM
6esonacHocTn Poccuu;

OCHOBHbI€ BMUAblI NOTEHLUNANbHbIX ONAaCHOCTEN U UX
nocneacTens B NPodeccnMoHanbHON AeATENbHOCTU U BbITy,
NPUHLMMNbI CHUXKEHNSA BEPOATHOCTU UX peanmsaumnu;

OCHOBbI BOEHHOW CNYK6bl 1 060POHbI rOCYAapCTBa;

334341 1 OCHOBHblE MEPONPUATUA FPaXKaaHCKOM 060POHbI;
CNocobbl 3aLWMTbl HACENEHUA OT OPYKMA MACCOBOTO
NnopakeHus;

Mepbl noxapHoi 6e3onacHocTK 1 NpaBuaa 6esonacHoro
noBeAeHMA Npu NoXKapax;

OpPraHU3aLMIo U NOPALOK NPM3bIBa FPaXKaaH Ha BOEHHYHO
CNyXKO6Y 1 NOCTYNNEHUA Ha Hee B 4OOPOBOIbBHOM NOPALKE;
OCHOBHbI€E BUAbl BOOPYKEHWUS, BOBHHOM TEXHUKU U
CNeunanbHOro CHapsaKeHUn, COCTOALLME Ha BOOPYKEHUM
(ocHaWweHMN) BOMHCKUX NogpasaeneHnid, B KOTOPbIX UMEoTCs
BOEHHO-YYETHble CNeLManbHOCTUN, POACTBEHHbIE
cneunansHoctam CMO;

0621acTb NpUMeEHeHNs Noay4aembix NPodeCcCUoHaNbHbIX
3HaHWUI NPU NCNOoJIHEHUN 06A3aHHOCTEN BOEHHOM C/Y*KObI;
nopsAoK U NpaBuaa oKkasaHUA NepBoi MOMOLLN
nocTpagasLnMm.




Mm.0o0 MNpodeccnoHanbHbie Moayu 738 492
nm.o1 OpraHu3ayuma AOKYMEHTaUMOHHOro obecneyeHns ynpasaeHus M/AK.01.01. OK1-9
M GYHKLMOHNPOBAHMUA OpraHM3aLmm JOKyMeHTauMoOHHOe MK1.1-1.10
B pe3synbTaTte M3yyeHna npodpeccnmoHanbHOro moayna obecneyeHune ynpasieHus
obyuvatowminca OOMKEH:
MMETb NPAKTUYECKUI ONbIT: M/IK.01.02. Mpasosoe
OpPraHU3aLnmn JOKYMEHTaLMOHHOro obecneyeHuns ynpasaeHus perynMpOBaHme“
1 GYHKLMOHMPOBAHUA OpraHM3aumm; ynpasnereckon
yMeTb: OEeATeNbHOCTH
NPUMEHATb HOPMaTMBHbIE NPABOBbLIE aKTbl B YNPaB/eHYECKOM MZK.01.03. OpraHnsaums
AEATENBHOCTH; 3 CEeKpeTapcKoro
noAroTaB/NBaTb NPOEKTbI YNPABIIEHYECKUX PELUEHUI; 06CAYKMBaHMA
06pabatbiBaTb BXOAALLME U UCXOAALLMNE AOKYMEHTDI,
CMCTEMATU3MPOBATL UX, COCTAB/IATL HOMEHK/IATYPY AeN U
bopmmnpoBaTb AOKYMEHTbI B eNa;
roTOBWUTb M MPOBOAMUTbL COBELLAHMA, AE10Bble BCTPEYN, MPUEMDbI
W npe3eHTaumu;
3HaTb:
HOPMaTMBHbIE NPABOBbIE aKTbl B 061aCTV OpraHM3aLmm
ynpaBieHYeCcKon AeATENbHOCTY;
OCHOBHbIE NPaBMIA XPAaHEHMA U 3ALUNUTBI CYHKEOHON
MHpopmaumn.
Nnm.02 OpraHu13auma apxXmBHOM M CNPaBOYHO-MHPOPMALMOHHOM M/AK.02.01. OpraHusauma | OK1-9
paboTbl MO fOKYMEHTaM OpraHM3aLmm M HopMaTMBHO-Npasosble | MK 2.1-2.7

B pe3synbTaTte nsyyeHna npodpeccMoHanbHOro Moay s
06YyYaloLWMIACA OOMKEH:

MMETb NMPaKTUYECKMIA ONbIT:

OpraH13aumMm apxmMBHOM U cNPaBoYHO-MHPOPMALMOHHOM
paboTbl MO AOKYMEHTaM OpraHM3aumy;

yMmeTb:

OpraHn30BbIBaTb AEATENbHOCTb apXMBa C y4ETOM CTaTyca U
npoduaa opraHnsaLnm;

paboTaTb B CUCTEMAX 3/IEKTPOHHOIO LOKYMEHTOOH0POTa;
MCMO/1b30BaTb B AeATE/IbHOCTU apXMBa COBPEMEHHbIE
KOMMbIOTEPHbIE TEXHO/IOTUMK;

NPUMEHATb COBPEMEHHbIE METOAMKM KOHCEPBaLMK U

OCHOBbI apXnBHOro gena

M/K.02.02.
FocypapcTBeHHble,
MYHMLMNAAbHbIE aPXUBbI U
apXMBbl OpraHn3aumii

MAK.02.03. MeTogmKa u
NpPaKTUKa apXMBoBeAeHUsA

MAK.02.04. ObecneyeHune
COXPaHHOCTM AOKYMEHTOB




pecTaBpaunmn apXmMBHbIX LOKYMEHTOB;

3HaTb:

CMCTEMY apXMBHOTO ynpasseHus B Poccuinckon ®egepaumnm m
opraHmsauuto ApxmeHoro ¢oHaa Poccuiickoin Pepepaumu;
cUCTEMY XpPaHeHUA 1 06paboTKN AOKYMEHTOB.

Nnm.o3 BbinosHeHMe paboT No 0AHON MM HECKOIbKUM npodeccuam
paboumx, LONKHOCTAM CAYXKaLLUX
BapuaTnBHas yacTtb yuebHbix unknos MMNCC3 1026 684
(onpenensietca obpasoBaTenbHOM OpraHM3aumnen
CaMOCTOATE/NbHO)
Bcero yacoB 06yyeHMa no yyebHbim uyknam NMNCC3 3402 2268
Y11.00 YuebHan npaKTuKa OK1-9
6 Hen,. 216 MK1.1-1.10,
2.1-2.7
Mnmn.oo Mpoun3BoAcTBEHHAsA NpaKTUKa (Mo npoduato cneunanbHoOCTH)
4 Hep.
nan.oo Mpou3BoAcTBEHHaA NpaKkTMKa (NpeaanniomHas)
MNA.00 lMpomexyTouHan aTTecTaumsa 3 Hep.
T’MA.00 [ocypapcTBEHHAA NTOroBaa aTrecTauma 6 Hea.
M'A.01 MoAaroToBKa BbINYCKHOW KBanMdUKaLNMOHHOM paboThbl 4 Hep,
MA.02 3awmTa BbINYCKHOM KBandUKaLMOHHOM paboThbl 2 Heg.
Tabnvua 4

Cpok nonyyeHua CIMNO no MMNCC3 6a30B01 NOArOTOBKM B O4HOM popme 0byyeHmn coctaBnneT 95 Hegenb, B TOM Ynce:

O6yyeHune no y4yebHbIM UMKIaM

63 Hea.

YyebHas npaKkTuka

MpounsBoacTBEHHAA NpPaKTMKa (Mo Npoduato cneumnanbHoOCTH)

6 Hea.




MponsBoacTBEHHAA NPAKTUKA (NpesaMnaoMHasn) 4 Hep,
MpomexkyTo4yHaA aTTecTauma 3 Heg.
locypapcTBeHHasa UTOroBas aTrecTauma 6 Hep,
KaHuKybl 13 Hep,
Utoro 95 Hega.
Tabnuua 5
CTpyKTypa nporpammbl NOAFOTOBKM CMELMAIMCTOB CPeaHEro 38eHa
yrnybieHHOM NoAroToBKM
NHaekc HanmeHoBaHWe y4yebHbIX LMKNOB, pa3aenos, MOLyAEN, Bcero B Tom uncne NHAeKe n HaMmeHoBaHWe Koapbl
TpeboBaHMA K 3HAHUAM, YMEHUAM, NPAKTUYECKOMY OMbITY MaKCUManbHoOm Yyacos OVNCLUMNNYH, dopmmpyembIx
y4ebHol ob6A3aTeNnbHbIX MEXONCLUMNNMHAPHDbIX KOMNeTeHU MM
Harpysku y4ebHbIX Kypcos (MOK)
obyuyatowerocs 3aHATUN
(yac./Hen,)
Ob6s3aTenibHan YacTb y4ebHbIx unknos MMCC3 3672 2448
0orcs.oo O6LWMiN 'yMaHUTapHbIN 1 COLMANbHO-3KOHOMMYECKUI y4ebHbIi 804 536
LMKA
B pe3synbTaTte M3yyeHUs 065a3aTeNbHOM YacTM y4ebHOro uMKNa 48 OrcC3.01. OcHosbl OK1-9

06YyYaloLWMIACA OOMKEH:

yMmeTb:

OpUEeHTMPOBaTbCA B Hanbonee obwmx punocopckux
npobnemax 6bITMA, NO3HAHNA, LLEeHHOCTEN, cBOGOAbI U CMbICNA
¥KM3HM KaK OCHOBAxX GOpPMMPOBAHUA KyAbTYpbl MParKaaHUHA U
byayLero cneumnanncra;

3HaTb:

OCHOBHbIe KaTeropum u noHATus dunocoduu;

ponb dprMnocodmm B XKM3HM YenoBeKa N 0OLLEeCTBa;

0CHOBbI $10CcODCKOro yyeHns o bbiTum;

CYLLHOCTb NMpoLLecca No3HaHus;

dnnocoduu




OCHOBbI Hay4yHOM, GMNOCODCKOM U PENUTNO3HOM KAaPTUH MUPa;
06 ycnoBuax GopmnpoBaHUs IMYHOCTK, cBoboae U
OTBETCTBEHHOCTW 33 COXPAHEHWE }KMU3HU, KYbTYypbl,
OKpyrKatoLlei cpeabl;

0 COLMabHbIX U 3TUYECKUX NPOBAeMaXx, CBA3AHHbIX C
pa3BUTUEM W UCMONb30BaHMEM AOCTUMKEHWUN HAYKU, TEXHUKU U
TEXHO/I0TUIA;

yMeTb:

OPUEHTUPOBATLCA B COBPEMEHHO SKOHOMMYECKOM,
NOMTUYECKOMN N KYyNbTYPHOI cUTyaumm B Poccun n mupe;
BbIABMATb B3aMMOCBA3b OTEYECTBEHHbIX, PETMOHAJIbHbIX,
MMPOBbIX COLMANbHO-3KOHOMUYECKUX, MONUTUYECKUX U
KY/NbTYpPHbIX Npobsiem;

3HaTb:

OCHOBHbIE HaNpPaB/IEHMA PA3BUTUA KAHOYEBbLIX PETMOHOB MUMpPa
Ha pybexe BekoB (XX 1 XXI BB.);

CYLLHOCTb M NPUYUHDBI NTOKANbHbIX, PETMOHANbHbIX,
MEXKrocy4apCcTBEHHbIX KOHPANKTOB B KOHUE XX - Havane XXI
BB.;

OCHOBHbIE NpPOLLEeCChl (MHTEerpaLMOoHHbIe, MOANKYNbTYPHbIE,
MUIPALMOHHbIE U UHbIE) NOIMTUYECKOTO Y SKOHOMUYECKOTO
pa3BUTMA BeAYLLMX FOCYAAPCTB U PETMOHOB MUPA;
Ha3Ha4yeHne OOH, HATO, EC 1 apyrux opraHmMsaumi u
OCHOBHbIE HaMpPaB/eHUA UX AeATENbHOCTH;

0 PO/IN HayKK, KYNbTYPbl U PESIUTUN B COXPAHEHUM U
YKpenieHUn HauMOoHaNbHbIX N TOCYAapPCTBEHHbIX TPAAMLLNI;
cofeprKaHWe M HasHauYeHMe BaXKHENLLMX NPABOBbIX U
3aKOHOZATE/IbHbIX aKTOB MMPOBOTO U PErMOHANbHOIO
3HavyeHus;

48

Orca.02. Uctopuma

OK1-9

yMmeTb:

NPUMEHATb TEXHUKN M Npuembl 3pPeKTUBHOro 0bLLeHNA B
npodeccuoHanbHOM AeATeNbHOCTH;

MCMO/1b30BaTb NMPMEMbl CAaMOPEryaaLMN NOBEAEHUS B NpoLecce
MEXKJ/IMYHOCTHOTO 0bLLEeHUS;

3HaTb:

B3aMMOCBA3b OOLLEHUS N AeATENbHOCTYH;

48

Orca.03. Ncmuxonorumsa
obueHuns

OK1-9
MNnK2.7,3.6




uenn, GyHKLMN, BUAbI N YPOBHM 0OLLEHNS;

POAU N POJSIEBBIE OXKNAAHUA B OOLLEHNM;

BUAbl COLMA/IbHbIX B3aUMOAENCTBUIA;

MeXaHM3Mbl B3aMMOMNOHMMAHUA B 06LWEeHNM;

TEXHUKM M Npuembl 06LeHMA, NpaBuia CaylaHua, BeaeHns
beceabl, yoexaeHus;

3TUYECKME NPUHLMMbI ObLLEeHNS;

WUCTOYHMKMN, NPUUMHDI, BUAbI M CNOCOObI paspeLleHnn
KOH(ANKTOB;

yMeTb:
0buiatbea (YCTHO U MMCbMEHHO) Ha MHOCTPAHHOM fi3blKe Ha
npodeccnoHasbHble U NOBCEAHEBHbIE TEMbI;

nepeBoauTb (CO cnoBapem) MHOCTPaHHbIE TEKCTbI
npodeccnoHanbHON HanpPaB/EHHOCTY;

CaMOCTOATE/IbHO COBEPLUEHCTBOBATL YCTHYIO M MUCbMEHHYIO
peyb, NOMNO/IHATL C/I0BAPHbIN 3anac;

NOHMMATb AMANOMMYECKYI0 U MOHONOTUYECKYIO peyb B chepe
npodeccnoHanbHON AeATENLHOCTY;

3HaTb:

nekcmyeckuit (3000 neKcUYecKkmx eauHuLL) U rpaMmmaTyecKkunii
MUHUMYM, HeoBX04MMbIN AN1A YTeHMA 1 NepeBoja (co
CNoBapem) MHOCTPAHHbIX TEKCTOB NPOGdECCUOHaIbHOM
HanpaB/IEHHOCTY;

196

OrcC3.04. MHocTpaHHbIM
A3bIK

OK1-9

yMeTb:
NCMNo/1b30BaTb GU3KYAbTYPHO-CNOPTUBHYIO AEATE/IbHOCTb A/1A
YKpenaeHus 340Pp0BbA, AOCTUNKEHUSA KUSHEHHbIX U
npodeccnoHanbHbIX Lene;

3HaTb:

0 PO GU3NYECKOW KYNbTYPbl B OOLLEKYNBTYPHOM,
npodeccMoHanbHOM M COLMAZIbHOM PAa3BUTUMN YENTOBEKA;
OCHOBbI 34,0Pp0BOro 06pasa KU3HM.

392

196

Orc3.05. ®usumnyeckas
Ky/bTypa

OK2,3,6,9

EH.00

MaTemaTuyeckuin n obLnii ectecTBEHHOHay4YHbIA yYebHbIM
7y

390

260

B pe3synbTaTte nsyyeHuna ob6sa3aTeslbHOM HacTU y4ebHOro umKia

EH.01. MaTemaTunKa

OK1-6,9




obyuvatowminca OOMKEH:

yMeTb:

pelwaTb 334341 Ha OTbICKaHME NPOU3BOAHOM C/IOMKHOM
GYHKLMM, NPOM3BOAHbIX BTOPOrO U BbICLUMX NOPALKOB;
MCNONb30BaTb Pa3/INYHbIE METOAbI MHTEFPUPOBAHUA NPU
pelleHnn 3aay;

MCNONb30BaTb METOAbl MAaTEMATMYECKOrO aHaAM3a Npu
pelleHnmn 3a4a4 NPUKAALHOIO XapaKTepa, B TOM Yyncne
npo¢deccnMoHaNbHON HanpPaBAEHHOCTH;

peLlaTb CUCTEMbI YPABHEHUIM C HECKOJIbBKUMU NepeMEHHbIMM
MaTPUYHbBIM U APYrMMKM cnocobamu:

Mcnonb3oBaTb anrebpanyeckne metToabl NpU pelleHnm
reoMeTpUYecKmx 3agay;

3HaTb:

OCHOBHbIE NOHATUA M METOAbl MAaTEMATUUYECKOro aHan3a,
NIMHEeHoM anrebpbl U aHAIMTUYECKON FEOMETPUU;
OCHOBHbIE YMUC/IEHHbIE METOAbI PELLEHNA NPUKNAAHbIX 334a4;
CYLLHOCTb, BUAbI M CNOCO6bLI pelleHns 3a4a4 aHaIMTUYECKON
reoMeTpUK Ha NJIOCKOCTM U B NPOCTPAHCTBE;

YMeTb:
paboTaTb C COBPEMEHHbIMW OMEPaLNOHHBIMU CUCTEMAMMU,
TEKCTOBbIMU pefaKTopamu, TabIMUYHbIMM NPOLLECCOPamMU,
cMcTeMamm ynpasneHus 6azamm AaHHbIX, NPOrpammamu
NoAroTOBKWU Npe3eHTauunii, MHGOPMaLMOHHO-NONCKOBLIMMU
CMCTEMAMM M NONb30BaTbCA BO3MOXKHOCTAMM rNobabHOM ceTu
UHTepHeT;

3HaTb:

OCHOBHble MeToAbl U cpeacTBa cbopa, 06paboTKM, XpaHeHuUs,
nepegayu n HakonaeHna nHdopmauum;

TeXHUYeCKMe cpeacTBa u NporpammHoe obecneyeHue
NepCcoHanbHbIX KOMMbIOTEPOB;

TEOpPETMYECKNE OCHOBbI COBPEMEHHbIX MHPOPMALMOHHbIX
TEXHONOMNA 06LLLEro U cneLMann3MpoBaHHOrO Ha3HaYeHUs;

EH.02. UHdopmaTHKa

OK4,5,9

yMeTb:
OPUEHTMPOBATLCA B Hanbosiee 0bLWMX Npobaemax 3KoI0rmn 1
NpUPOAOMNO/b30BaHMS;

EH.03. 3konormnyeckme
OCHOBbI
NpPMPOAONO0Ab30BaHUA

OK3,6,7,9




3HaTb:
0cobeHHOCTM B3aumogeincTemaA obecTsa n npupoabl;
NpPUPOAOPECYPCHbIN NoTeHumMan Poccunu;

MPUHLUUMbI U MeToAbl PAaLMOHANBHOIO NPUPOA0NO0Ab30BaHUA;
npaBoBble U CoLManbHble BONPOChI MPUPOAONO0/b30BaHMSA;

yMeTb:
MCMNo/1Ib30BaTb TEXHONOMMK cHbopa, pasmeLLeHns, XpaHeHUs,
HaKonneHus, npeobpasoBaHMA U Nepesadn AaHHbIX B
npodeccnoHabHO OPUEHTUPOBAHHbIX MHHOPMALLMOHHbIX
cucTemax;

obecneunBaTb AOCTOBEPHOCTb MHPOPMALMK B NpoLecce
aBTOMATMU3NPOBAHHOM 00PabOTKN AaHHbIX;

3HaTb:

KnaccudpuKaumo MHGOPMALMNOHHBIX CUCTEM;

BMAbl TEXHOIOFMYECKUX NpoLueccoB 06paboTkn MHbopmaLmnm B
MHPOPMALMOHHbBIX CUCTEMAX, OCOBEHHOCTN UX MPUMEHEHUS;
MmeToApbl U npuembl obecnevyeHns MHGOPMaLUOHHOM
6e3onacHOCTW.

EH.04. NHdopmaLmMOHHbIe
CUCTEMDI B
npodeccmoHanbHom
OEeATeNbHOCTH

OK1-9
MK3.1-3.6

.00

MpodeccnoHanbHbIM y4ebHbIN LUKA

2478

1652

orn.oo

Ob6uwenpodeccnoHanbHble gUCLLUNANHDI

1180

786

B pe3synbTaTe nsyyeHnn ob6s3aTesIbHOM YacTU y4ebHOro unKaa
obyuvatowminca SOMKEH:

YMeTb:

OPUEHTMPOBATLCA B BOMPOCAX SIKOHOMUYECKOW TEOPUM B
COBPEMEHHbIX YC/I0BUAX;

3HaTb:

3aKOHOMEPHOCTH d)yHKLI,VIOHVIpOBaHVIFI PbIHOYHbIX MEXaHN3MOB
Ha MUKPO- 1 MaKPOYPOBHSAX M METOAbl TOCYAaPCTBEHHOIO
peryanpoBaHus;

obLMe NoNOKEHNA IKOHOMUYECKOW Teopuy;

ONn.01. SKoHoOMMYeCKasn
TeopuA

OK1-7
MK1.1-1.3

yMeTb:
paccynTbIBaTb MO MPUHATON METOLO0NOTMU OCHOBHbIE TEXHUKO-
9KOHOMMYECKME NoKa3aTe M 4eATe/IbHOCTU OPraHn3aLnm;
3HaTb:

OMn.02. SKoHOMMKa
OopraHusauum

OK1-7
MK1.1-1.3




OCHOBHbl€ MUKPO- U MAaKPO3KOHOMUYECKUE KaTeropnn n
NOKa3saTte/in, MeTodbl UX pacyeTa,

yMmeTb:
yNpaBAATb KOHGAMKTaMK U CTpeccaMmu B Npouecce
npodeccuoHanbHOM AeATeNbHOCTH;

3HaTb:

XapaKTepHble YepTbl COBPEMEHHOTO MEHEAMKMEHTA;

LUK MEHEeXMEHT];

npoLecc NPUHATUA N peannsaLmm ynpaBaeHYECKMX peLleHn,
MHGOpPMaLMOHHOEe obecneyeHne MEHEAXKMEHTA;

0On.03. MeHegKmeHT

OK1-9
MK1.1,12,1.4-
1.8,

24,25

yMeTb:

NPUMEHSATb KagpPOBYO0 NOJIUTUKY Ha FOCYAAaPCTBEHHOM U
MYHUUMNANbHON cny»Kbe;

3HaTb:

CUCTEMY FOCYAAPCTBEHHbIX YYPEKAEHUI M OPraHOB MECTHOrO
camoynpaBfeHus;

obwue npuHUMNbI M TPeboBaHMA K NPOXOXKAEHUIO
rocy4apCTBEHHOM N MYHULMMNA/IbHOM CNYKObl;
OpPraHU3aLMOHHO-NPaBoBble GOPMbI FOCYAAPCTBEHHOIO
annapaTa ynpasfeHus;

OM.04. FTocypapcTBeHHaa 1
MYHULMNaNbHaA cnyxba

OK1-8
MK1.1-1.8

YMeTb:

paboTatb ¢ NpodeccMoHabHbIMU TEKCTAMM HA MHOCTPAHHOM
A3bIKE;

COCTaBAATb U 0GOPMATL OPraHM3aLNOHHO-
pacnopaamMTenbHy 4OKYMEHTALMIO HA MHOCTPAHHOM fA3bIKE;
BECTV NeperoBopbl Ha MHOCTPAHHOM fA3bIKE;

3HaTb:

NPaKTUYECKYIO rPamMMaTUKy, Heobxoamumyto gnn
npodeccnoHanbHoro obLeHna Ha MHOCTPAHHOM A3bIKe;
0cobeHHOCTM nepeBoaa CyKebHbIX JOKYMEHTOB C
WMHOCTPaHHOTO A3bIKa;

On.05. MHoCTpaHHbIM A3bIK
(npodeccrmoHanbHbI)

OK1-7
MK1.1-1.3

ymeTb:
NPUMEHATb B NpodecCMoHaNbHOW AEATENbHOCTU NPUEMbI
Aenosoro obueHns;

On.06. MNpodeccrmoHanbHan
3TWUKaA M NCMX0N0ruA
AenoBoro obuweHnn

OK1-8
MK1.2-1.6,1.8




3HaTb:
OCHOBHbI€e npasuaa NpodpeccMoHabHON 3TUKM U NPUEMBI
AeN0BOro o6LeHUA B KONIJIEKTUBE;

0cobeHHOCTN NPodeCcCMOHaIbHOM 3TUKN U NMCUXO/IOTUK
AEeN0BOro 0bLWeHNs CayKalMX rocy4apcTBEHHbIX U UHbIX
OpPraHU3aLMOHHO-NPaBOBbIX GOPM yUPEXAEHUI U
opraHusauuii;

YMETb:

npodeccnoHaibHO OCYLLLECTBATL HAbOP TEKCTOB Ha
NnepcoHaNbHOM KOMMbIOTEpE;

3HaTb:

PYCCKYI0 M NaTUHCKYIO KNaBMaTypy NepcoHabHOro
KOMMbIOTEpPa;

npasuia oGopMIeHUS LOKYMEHTOB Ha NepPCcCoHaIbHOM
KOMMbIOTEPE;

OnN.07. KomnbloTepHasn
06paboTka AOKYMEHTOB

0K2,4,5,9
MK1.1,1.3-1.9,
2.2,2.4,2.5

YMETb:

3alUMLLATL CBOM MpaBa B COOTBETCTBUM C TPYA0BbIM
3aKOHOATe/IbCTBOM;

MCMO/1b30BaTb NPaBoBY0 MHGOPMaLNIO B TPOodeccUoHabHOM
AeATeNbHOCTY;

3HaTb:

npasa 1 0683aHHOCTU CAYMKaLLUX;

3aKOHOAaTe/IbHble aKTbl U UHble HOPMATUBHbIE NPaBOBble
[OKYMEHTbI, peryiMpytowme npaBooTHoWeHUA GU3NYECKUX U
HOPUANYECKUX NNLL;

OCHOBHbIe 3aKOHOAaTe/IbHblE aKTbl O MPaBoOBOM obecneyeHnu
npodeccnoHanbHON AeATENbHOCTU CAYKalLMX;

0On.08. NMpasosoe
obecneyeHune
npodeccroHanbHom
AeATeNbHOCTH

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

yMeTb:
Od)OpMﬂﬂTb AOKYMEHTAaUUIO NO YyNpaBAeHNIO Ka4eCTBOM
npoayKumm;

3HATb:

OCHOBHbIe MOo/1I0XKeHUA CUCTeM MeHeaXMeHTa KavyeCTBa U
Tpe6OBaHMH K HUM;

MEeTOANYECKYHO N HOPMATUBHYO AOKYMEHTALUIO NO
ynpasaeHNO Ka4eCTBOM NPOAYKLIUN,

OM.09. YnpasneHue
KaQyecTBOM

OK1-9
MK2.1-23,
MnK3.1,3.2,35




yMeTb:
co34aBaTtb 61aronpUATHBINA NCUXONOTMYECKUIA KNIMMAT B
KO/IIEKTUBE;

3¢ PeKTMBHO ynpaBAATb TPYAOBbIMU pecypcamu;

3HaTb:

cofeprKaHue KagpoBoro, UHGOPMALLMOHHOIO, TEXHUYECKOIO U
npaBoBOro obecneyeHns cUCTeMbl yNpaBaeHUA NEPCOHANOM;
OpPraHM3aUMOHHYI0 CTPYKTYPY CAYKObl ynpaBaeHus
nepcoHanom;

obLme NPUHUMNbI YIPaBAEHMA NEPCOHAIOM;

NPUHLMMNbI OPraHn3aLmMn Kagposoit paboTol;

NCUXONIOTMYECKME acNeKTbl YyNPaBAeHUsA, CNocobbl paspeLleHms
KOHOAMKTHBIX CUTYaUMit B KONINEKTUBE;

OMn.10. YnpasneHue
nepcoHanom

OK1-9
MK 1.7,2.6,2.7,
3.6

yMeTb:

MCMO/1b30BaTb METOAbl HAaYYHOrO MO3HAHNA B
nccnenoBaTeNbCKkoM AeATeNbHOCTH;

3HaTb:

0 Noc/eacTBUAX cBoel NPodecCcMoHaNbHOM AEATENBHOCTH C
TOYKM 3peHMA eanHCTBa bruocdepsl M BUuocoumanbHow
NpUpPoAbl YeNOBEKa;

OCHOBHblE TEPMUHbI U ONPeAEeNeHMUA, UCNOIb3yemble NpPK
$GOPMUPOBAHUMN AOKYMEHTOB B 061aCTU Hay4YHO-
NCCNefoBaTeIbCKOMN AeATeNbHOCTY;

ON.11. OcHoBbI
nccnenoBaTeNbCcKomt
AeATeNbHOCTH

OK1-9
MK 2.1,2.6, 3.2,
3.3,3.5

yMmeTb:

NpoBOANTbL HEOBXOAMMbIE PACYETbI MO HAIOrOBOMY,
KpeauTHOMY, 6I0KETHOMY PEryMpoBaHMI0 SKOHOMUYECKUX
npoLeccos;

3HaTb:

Cnocobbl rocyaapcTBEHHOIO PEryIMpoBaHnA SKOHOMUKM B
nepexoaHblii Nepuoa K pbiHKy;

AVHAMUKY COLMANbHO-3KOHOMMYECKMX MPOLLECCOB,
NPOUCXOAALMX B CTPAHE, UX CTaTUCTUYECKME 3aKOHOMEPHOCTY;
NPUHLMNbI U GOPMbI TOCYAAPCTBEHHOTO PeryiMpoBaHus
3KOHOMMKM B PbIHOYHbIX YC/I0BUAX;

OMN.12. TocypapcTBeHHOEe
peryanposaHue
SKOHOMMKM

OK1-9
MK3.5,3.6

yMmeTb:

OMn.13. Cuctema

OK1-9




06DBACHATL pasindHble GOPMbI FOCYAaPCTBEHHOTO YNPaBAEHUS;
Noab30BaTbCsA OCHOBHbLIMW HOPMATUBHO-NPABOBbLIMMU
OOKYMEHTaMM, onpesenstowMmm CUCTEMY FOCYyAapPCTBEHHOIO
ynpasaeHus;

NoNb30BaTbCA MaKPOIKOHOMMUYECKMMM NMOKA3ATENSAMMU;
B/IafETb MEeTOAaMM paspeLlleHna KOHPANKTHbLIX CUTYaLMiA;
3HaTb:

Hay4YHble OCHOBbI CUCTEMbI FOCYAAPCTBEHHOTO YNPaBAeHUS;
CTPYKTYPY OpraHOB rocyAapCTBEHHOTO YNpaBAeHuUs;
CcofeprKaHWe M HanpaB/ieHME roCySaPCTBEHHOM NONUTUKM;
ynpasfieHue coumanbHoi chepon U KOHPANKTHLIMU
cUTYyaumusamu;

rocyfapCcTBEHHOro
ynpasneHua

MNK2.6,2.7,3.6

yMeTb:
XapaKTepu3oBaTb MCMONHUTENbHYIO BAACTb B COBPEMEHHOM
Poccun n npobnemol ee mogepHU3aLNKY;

06bACHATL cneumPuKy rocyaapcTBEHHONO YNpaB/ieHNs Ha
pPerMoHaibHOM YPOBHE;

3HaTb:

rocyapCTBeHHbIN annapaT Poccum B cucteme COBETCKOTO
rocyaapcrea;

nepuosbl CTaHOBIEHWUA N 3BOIIOLMWN AAMUHUCTPATUBHO-
KOMaHZHOM CUCTEMbI YNPaBIEeHUS;

COBETCKMI ONbIT aAMUHUCTPUPOBAHUS; KPU3NC deaepaTUBHOM
cuctembl Cotoza CoseTtckmx Coumanuctmyecknx Pecnybnuk;
nepuos CTaHOB/IEHMSA HOBOM CUCTEMbI OPraHU3aL MM
rocygapcteeHHol Bnactu 8 Poccmum B 1990 - 1993 rr;
OCHOBHble nosoxeHma KoHctutyummn Poccuiickon deaepaumm
1993 r. u npouecc GopMUPOBAHNA HOBbIX OPraHOB
rocyf,apcTBeHHOMN BNACTy;

npeacTaBuUTeIbHblE OpPraHbl BAACTU B HaYane XXI B., CTPYKTYpy
WCNOJIHUTENBbHOM BNACTM B COBPEMEHHOM Poccum 1 npobnembl
ee MoJepHu3aLmm;

cneunoukry pedopmmpoBaHms cyaebHol cuctemsl Poccninckoi
depepauny;

OMN.14. OpraHusaumsa
rocy4apCTBEHHbIX
yupexaeHui Poccun

OK1-9
MK 1.2,1.3,2.1,
2.6,3.5,3.6

yMeTb:
OPraHM30BbIBATb M MPOBOAUTb MEPONPUATHA MO 3aLuTe

68

Ol.15. be3onacHocCTb
*KU3HeneATeIbHOCTH

OK1-9
MK1.1-1.5,
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paboTatoLmx U HaceNeHns OT HeraTUBHbIX BO34ENCTBUM
ypesBblYalHbIX CUTYaALUN;

npeanpMHUMaTh NpodUNaKTUYECKME MepPbI 1A CHUXKEHUA
YPOBHSA OMAaCHOCTEN Pas/IMYHOIO BMAA U UX NOC/eACTBUI B
npodeccnoHanbHON AeATeNbHOCTU U BbITy;

MCMO/1b30BaTb CPeACTBA UHANBUAYAbHON N KONNEKTUBHOM
3aLLUUTbI OT OPYXKMA MACCOBOTO MOPAXKEHUS;

NPUMEHSATb NEePBUYHbIE CPEeACTBA NOXKAPOTYLIEHUS;
OPUEHTUPOBATLCA B NepeyYHe BOEHHO-YYETHbIX
crneunasbHOCTEN M CaMOCTONATENIbHO ONpeaensTb Cpean HUX
POACTBEHHbIE MO/YYEHHOM CneumasbHOCTy;

NPUMEHSTb NpodeccMoHanbHble 3HAaHUA B XOA€E UCNONHEHUS
06a3aHHOCTEN BOEHHOM C/Y*KObl HA BOMHCKUX AONKHOCTAX B
COOTBETCTBMM C MNOJIYYEHHOW CreLmanbHOCTbIO;

BMlageTb cnocobammn 6ecKoOH(NNKTHOrO 06LWEHNS U
camoperynsiunmn B noBceaHeBHON AEATENbHOCTU U
3KCTPEeMasibHbIX YC/IOBUAX BOEHHOM CNYXKObI;

OKa3blBaTb NEPBYIO NOMOLLb NOCTPAAABLLMM,;

3HaTb:

npuHUUNbI obecneyeHus yCTOVIHMBOCTM 0b6beKToB 9KOHOMMUKMN,

NPOrHO3MPOBaHWUA Pa3BUTUA COObLITUI N OLLEHKN NOCNeaACTBUIA
NP TEXHOTeHHbIX l-I[.')e3BbIl'Iaf/‘IHbIX CUTYyaUMAX U CTUXUUHBIX
ABNEHUAX, B TOM YUC/e B YC/I0BUAX NPOTUBOAENCTBUA
TEPPOPU3IMY KaK Cepbe3HOM Yrpo3e HaUuNOHaNbHOM
6e3onacHocTn Poccuu;

OCHOBHbIE BMAbl MOTEHLMA/bHbIX ONACHOCTEN U UX
nocneacTens B NPopeccnMoHanbHOn AeATeNbHOCTU U BbITy,
NPUHLUHNNbI CHNXKEHNA BEPOATHOCTU UX peann3aunm,
OCHOBbI BOEHHOW CNYK6bl M 060POHbI rOCYAapCTBa;

33341 M OCHOBHblEe MEPONPUATUA FPaXKLaHCKOM 060POHbI;
cnocobbl 3aWUTbl HAaCcCe/IEHUA OT OPYKMA MACCOBOTO
nopaKeHus;

Mepbl NoXapHoi 6e3onacHOCTK 1 NpaBuia besonacHoro
nosegeHuA Npu NoXKapax;

OpraHM3aLumio U NOPALOK NPU3bIBA rPaXKaaH HAa BOEHHYIO
CNy»0y M NOCTyNeHNs Ha Hee B AOOPOBOJIbBHOM MOPAAKE;
OCHOBHbIE BMbl BOOPYKEHWUS, BOEHHOWM TEXHUKM U

21-24,27,
3.1-3.6




CNeunanbHOro CHapsaKeHusn, COCToALLME Ha BOOPYKEHUU
(ocHallLeHMN) BOMHCKUX Noapa3aeneHuid, B KOTOPbIX UMETCS
BOEHHO-YYeTHble CNeunanbHOCTU, POACTBEHHbIE
cneumanbHoctam CMO;

ob6nacTb NpMMeHeHUs NoJsly4aembix NpodeccnoHanbHbIX
3HaHMI NPU UCNOSIHEHUM 06A3aHHOCTEN BOEHHOM CAYXKObI;
nopsAoK U NpaBuaa OKasaHUA NepBo MOMOLLN

noCTpagasLUnM.
NMm.o0 MNMpodeccnoHanbHble Moayu 1298 866
nm.ol OpraHu3ayma AOKYMEHTaUMOHHOro obecneyeHns ynpasaeHus M/AK.01.01. OK1-9
M GYHKLUMOHNPOBAHMUA OpraHM3aLmm JOKyMeHTauMOHHOEe NMK1.1-1.11
B pesynbTaTte usyyeHuna npodeccMoHanbHOro Moayns obecneyeHune ynpasneHus
obyyatowmincs JoMKeH:
MMETb NPAKTUYECKUI OMbIT: MKA.01.02. Npasosoe
OpPraHu3aLnmn JOKYMEHTaLMOHHOro obecneyeHuns ynpasaeHus perynMpOBaHmev
1 GYHKLMOHMPOBAHUA OpraHM3aLmm; ynpasneHeckon
yMeTb: OEeATeNbHOCTH
NPUMEHATb HOPMaTMBHbIE NPABOBbLIE aKTbl B YNPaB/ieHYECKOM MKZ.01.03. OpraHusaums
AEATENBHOCTH; 3 CEeKpeTapCcKoro
noAroTaB/NBaTb NPOEKTbI YNPABIEHYECKUX PELUEHWNI; 06CAYKMBaHMA
06pabatbiBaTb NOCTYNalOLME U OTNPABAAEMbIE LOKYMEHTDI,
CMUCTEMATU3NPOBATb UX, COCTABNATb HOMEHKNATYPY AeN U
$bopmMUMpOBaTL LOKYMEHTLI B AEN3;
roToBUTb M NPOBOAMUTL COBELLLAHMA, [EeN10Bble BCTPEYM, NPUEMBI
W npe3eHTaumu;
3HaTb:
HOPMaTMBHbIE NPABOBbIE aKTbl B 061aCTW OpraHM3aLmm
ynpaBieHYeCcKon AeATENbHOCTY;
OCHOBHbIE MPaBMIA XPAHEHMA U 3aLUNUTBI CYHKEOHOMN
MHpopmaumn.
Nnm.02 OpraHu3auma apxXmBHOM M cCNPaBoOYHO-MHPOPMALMOHHOM MAK.02.01. OpraHusauma | OK1-9
paboTbl N0 AOKYMEHTaM OopraHM3auum M HOPMATUBHO-NpPaBOBble NnK2.1-2.7

B pe3synbTaTte nsyyeHna npodpeccMoHanbHOro Moayns
06YyYaloLWMIACA OOMKEH:

OCHOBbI apXnBHOro gena

M/K.02.02.




MMETb NPAKTUYECKUI ONbIT:

OpPraHU3aLLMmn apxXmMBHOM 1 CNPABOYHO-MHPOPMALLMOHHOM
paboTbl N0 4OKYMEHTaM OpraHM3aumnK;

yMeTb:

OpPraHn30BbIBaTb AEATENbHOCTb apPXMBA C Y4ETOM CTaTyca U
npodunaa opraHm3auunu;

paboTaTb B CMCTEMAX 3NEKTPOHHOIO AOKYMEHTO060pOoTa;
MCNONb30BaTb B AEATE/NbHOCTM apXMBa COBPEMEHHbIE
KOMMbIOTEPHbIE TEXHONOTUU;

NPUMEHATb COBPEMEHHbIE METOAMKM KOHCEPBALMMU U
pecTaBpaLnmn apxXmMBHbIX LOKYMEHTOB;

3HaTb:

CUCTEMY apXMBHbBIX yupexaeHnin B Poccnnckon degepaumnm m
opraHmsauuto ApxmsHoro ¢oHaa Poccuiickoin Pepepaumu;
CUCTEMY XPaHEHMA N 06PABOTKMN [OKYMEHTOB.

locyfapcTBeHHbIe,
MYHULMNANbHbIE apXMBbI U
APXUBbI OpraHM3aumi

M/AK.02.03. MeTogmKa u
NpPaKTUKa apXnBoBeaeHUsA

MAK.02.04. ObecnevyeHune
COXPaHHOCTM AOKYMEHTOB

Mnm.03

OcyuwiecTBneHme 4OKYMEHTaUMOHHOro obecneyeHus
ynpaB/ieHWUaA U apXMBHOTO AeNa C UCNO/b30BaHMEM
NpPOrpaMmmHbIX CPeACTB yyeTa, XpaHeHus, 06paboTKM U Noucka
[OKYMEHTOB

B pe3synbTaTte nsyyeHna npodpeccMoHanbHOro Moayns
06YyYaloLWMIACA OOMKEH:

MMETb NMPaKTUYECKMIA OMNbIT:

paboTbl C NPOrPaMmMHbIMM CPeACTBAMM YYETa, XpaHeHusn,
06paboTKKN N NOMCKA AOKYMEHTOB;

OpraHn3aumm cnpaBoYHo-MHGOPMaLMOHHOMN AEATENbHOCTM C
AOKYMeHTaMu;

YMeTb:

paboTatb ¢ npodeccMoHabHO OPUEHTUPOBAHHbLIM
nporpaMmHbIm obecrneyeHmem B 06/1aCTU AOKYMEHTALMOHHOTO
obecneyeHunsn ynpasnexus (aanee - 4OY) n apxmMBHOTO AenNa;
OPraHM30BbIBATb BHEAPEHNE aBTOMATU3UPOBAHHOW CUCTEMbI B
cny6e JOY v apxuse (TEXHUYECKOE 334aHUNeE, MOHATHE O
CASE-TexHonormax);

HaxoauTb He0HX0AMMYI0 MHPOPMALMIO, NO/Ib30BATLCA
MHPOPMaLMOHHBIMK pecypcamu ceTu MHTepHeTa B 061acTu
[OKYMEHTOBEZEHWA U apXMBHOIO AeNa;

M/K.03.01.
NHdopMmaumoHHble
TEXHO/IOTUK B
AOKYMEHTaUMOHHOM
obecneyeHnn ynpasaeHus
M apXMBHOM gene

MKZL.03.02. MeTogmka
paLMoHanm3aumm
OOKYMEHTaLMOHHOro
obecneyeHus ynpasneHun
N apXxMBHOTO Aena

MKZ.03.03. OpraHusaumsa
paboTbl C 3/1EKTPOHHbIMMU
OOKYMEHTamMu

OK1-9
MK3.1-3.6




paboTaTb C 3NEKTPOHHbIMU AOKYMEHTAMU;

MCMNO/1Ib30BaTb CETEBbLIE MPOrPaMMHbIE U TEXHUYECKME CpeacTBa
B npodeccnoHanbHOM AeATeNbHOCTY;

3HaTb:

PbIHOK cneynaannpoBaHHOro NpUKAagHoOro nporpaMmmHoro
obecneyeHuns B obnactn JOY n apxmsHOro gena
(aBTOMaTUYECKME CUCTEMBI YNPABAEHUA AOKYMEHTaMW);
coBpemeHHoe coctoaHue JOY rocyaapcTBEHHbIX U
HEerocyAapCcTBEHHbIX yYpeXaeHUIN, TOCYAapPCTBEHHbIX,
MYHNUUNANbHbIX N HEFTOCYAaPCTBEHHbLIX aPXUBOB B obnactu
npUMeHeHNA NHGOPMALMOHHbIX TEXHOOMMA N UCMONb30BaHMA
cneumannsnpoBaHHOro NPorpamMmmHoro obecrneyeHus;
KOpnopaTuBHble MHPOPMALLMOHHbIE CUCTEMDI,
aBTOMATU3MPOBAHHbIE MO CUCTEMAM AOKYMEHTAUMK, B TOM
yucne Kagposoii, byxyyeTa;

nepcneKkTUBHbIE HAaNpasaeHua nHbopmaTmsaumm A0Y u
APXMBHOIO Aena;

3aKoHoAaTesIbHyto 6a3y, OCHOBHbIE yrpo3bl MHGOPMALMOHHOM
6e3onacHOCTW.

nmM.o4 BbinonHeHMe paboT No 0AHON MM HECKOIbKUM Npodeccuam
paboumx, LOMKHOCTAM CAYKALLNX
BapuaTnBHas YacTb yuebHbix uuknos MMCC3 1620 1080
(onpepensetca obpasoBaTesibHOM OpraHM3aLme
CaMOCTOATE/NbHO)
Bcero yacos o6yueHma no yuebHbIm Lmknam MNMNCC3 5292 3528
Y1.00 YyebHana npakTuKa OK1-9
10 Heg,. 360 NK1.1-3.6
Mnr.oo MponssoacTBeHHasA NpPaKTUKa (No npoduato cneunanbHOCTH)
nan.oo Mpou3BoAcTBEHHAA NpaKTMKa (NpeaanniomHas) 4 Hep,
MA.00 MpomexyTo4HaA aTTecTayma 5 Heg,
M’A.00 locypapcTBeHHaA UTOroBaa atrecTauma 6 Hea.
MA.01 MoaroToBKa BbIMYCKHOM KBanMUKALNMOHHOM paboTbl 4 Hep,




MA.02 3almTa BbiMYyCKHOM KBaAUbUKaLMOHHOM paboTbl 2 Hea,.

Tabnuua 6

Cpok nonyyeHua CrMNO no NMMNCC3 yrnybneHHoM NoAroTOBKM B O4HOM dopme 0byyeHns coctaBnseTt 147 Hegenb, B TOM YUCAE:

O6yuyeHune No y4yebHbIM UUKIaM 98 Hega.
YyebHas npakTuka

10 Hegp.
Mpoun3soacTBEHHAA NpaKTMKa (Mo Npoduato cneunanbHOCTH)
Mpoun3BoAcTBEHHAs NpaKTMKa (NpeaauniomHas) 4 Hep.
MpomexyTo4HaA aTTecTayma 5 Hea.
locypapcTBeHHan UTOroBas aTrecTauma 6 Hen.
KaHnKynapHoe Bpema 24 Hep,
Utoro 147 Hep.




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

7.1. ObpasoBaTte/sibHaa OpraHM3aLUMsa CaMoCTOATENbHO pa3pabaTtbiBaeT M yTBepxaaeT MMNCC3 B
cooTBeTCTBUM ¢ HacToAwmm ®FOC CMNO um ¢ yyeTom cooTBeTcTBYOLWEN NpumepHon MMNCC3.

Mepen Havanom paspabotku MNIMCC3 obpasoBatenbHaa opraHU3auua AO0/XKHA OnpeaennTb ee
cneunduKy C y4eTOM HaMpaBAEeHHOCTM Ha YAOBAETBOPEHWE MoTpebHOCTel pbiHKa TpyZda M
paboToaarteneil, KOHKPETUINPOBATb KOHEYHbIE pPe3yanbTaTbl 0OYYEeHUA B BUAE KOMMETEHLUN, YMEHWUI U
3HaHWM, NPMObpeTaeMoro NPakTMYECKOro onbITa.

KoHKpeTHble  BUAbl  A€ATENbHOCTM, K  KOTOPbIM  FOTOBMTCA  OOy4YalolWMicA,  AOJKHbI
COOTBETCTBOBATb MPUCBaMBaeMOlM KBaaMdUKaLMK, ONpesensaTb cogepxaHue obpasoBaTenbHOM
nporpammeol, paspabatbiBaemoli 06pa3oBaTelbHOM OpraHM3aumen COBMECTHO C 3aMHTEPECcOBaHHbIMM
paboTomatenamu.

Mpu dopmuposaHmm MNMNCC3 obpasosaTenbHan opraHM3aums:

MMeeT NpPaBO MCNO/b30BaTb 06bEM BpPEMEHW, OTBEAEHHbIM HA BapUATUBHYIO 4YacTb Y4ebHbIX
unknos MMNCC3, yBennumsana npu 3ToM O0ObEM BPEMEHM, OTBEAEHHbIA HA AWUCLUMMAAUHBI U MOALYAU
06s3aTeNbHOM YacTn, AMbO BBOAA HOBblE AWUCLMMANHBI U MOZY/IM B COOTBETCTBUWM C MOTPEBHOCTAMM
paboToaatenel u cneunduron aeAatTeNbHOCTU 06pa3oBaTEIbHON OpPraHM3aLNUuY;

MMeeT NpaBo onpesenaTb 18 0CBOEHUA 0byYaloWMMMCA B pamKax npodeccMoHasbHOro Moayns
npodeccunto paboyero, AOMKHOCTb CAy)Kawero (oAHY MAM HECKOJIbKO) COMacHO MPUIOXKEHUIO K
HacToAwemy ®roc Crno;

obs3aHa exerogHo obHoBnATb [MNCC3 ¢ yyeTom 3anpocoB paboTtogaTenieil, ocobeHHocTewn
pa3BUTMA PErMoHa, KyabTypbl, HAYKM, SKOHOMMKWU, TEXHWKM, TEXHONOIMMN W coumanbHoO cdepbl B
paMKax, YCTaHOB/IEeHHbIX HacToAwmum ProcC CMno;

06Aa3aHa B pabounx y4ebHbIX Mporpammax Bcex ANCUMNAMH U NPOdECCUOHANbHBIX MOAYNEN YETKO
dopmynmpoBatb TpeboBaHMA K pe3ynbTaTaM WX OCBOEHMA: KOMMeTeHuMAM, npuobpetaemomy
NPaKTUYECKOMY OMbITY, 3HAHUAM U YMEHUAM;

06na3aHa obecneunBaTb 3PPEKTUBHYIO CAaMOCTOATENbHYIO PaboTy OOy4YaloWMXCA B COYETAHUMU C
COBEpPLUEHCTBOBAHMEM YMNpPaBAEHNA €l CO CTOPOHbI NpenogasaTteniell 1 MacTepoB NPOM3BOACTBEHHOTO
obyueHus;

obsa3aHa obecneunBaTb OOy4alOWMMCA BO3MOXHOCTb Yy4yacTBoBaTb B poOpmMpOBaHUM
WMHAMBUAYANbHOM 06pa3oBaTeIbHOM NPOrpamMmbl;

obsa3aHa ¢GopMMPOBATL COUMOKYNLTYPHYIO Cpeay, CO34aBaTb YCAOBMA, Heobxoaumble ANs
BCECTOPOHHErO pPasBUTMA U COUMANM3aLMM  JIMMHOCTM, COXPAHEeHWs 340pOBbA  Oby4aloLMXCS,
CnocobCcTBOBATL PA3BUTMIO BOCMUTATENIBHOrO KOMMNOHEHTAa 0Opa3oBaTeNbHOro npouecca, BK/OYan
pa3sBuUTME CTYAEHYECKOro CaMOyNpaB/ieHUs, YydacTve obydyatowmxcs B paboTe 0OLWLECTBEHHbIX
OpraHM3aLmii, CNOPTUBHBIX U TBOPYECKUX KNy6OB;

AOJIKHA NPesycMaTpMBaTL B LIEAX peannsaumm KOMNETEHTHOCTHOrO NoAxoAa MCNoAb30BaHWE B
06pa3oBaTeNIbHOM MpPoLEecce aKTUBHbIX U UHTEPAKTUBHbLIX GOPM NPOBeAEHMNA 3aHATUI (KOMMbIOTEPHbIX
CUMYNALNNA, OEeN0oBblX M PO/eBbIX Urp, pa3dopa KOHKPETHbIX CUTYaLUW, MCUXONOTMYECKUX WU WHbIX
TPEHWHIOB, TPYNnoBbIX AMCKYCCUN) B COYETAHUM C BHeayaUTOpPHOW pabotoi gna dopmupoBaHMA U
pa3BUTMA 06LWMX U NPOdECCMOHaNbHbIX KOMMNETEHLUNI 0byYatoLwmxCs.

7.2. Mpu peanusaummn MNCC3 obyyatowmecs MMeOT aKagemuyeckme npasa M 06a3aHHOCTU B
cooTBeTcTBUM C PepepanbHbiMm 3aKOHOM OT 29 gekabps 2012 r. N 273-03 "O6 obpasoBaHuM B
Poccuitckoit ®epgepaumn’ <1>.

<1> CobpaHune 3akoHogaTenbcTBa Poccuiickoint Pegepaumm, 2012, N 53, c1. 7598; 2013, N 19, cT.
2326; N 23, cT1. 2878; N 27, cT. 3462; N 30, cT1. 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. MakcMmanbHbIM 06bem y4ebHON Harpysku obydatoweroca coctaBaseTr 54 aKagemmyeckux
Yyaca B HeZesto, BK/toYasA BCce BUAbI ayAUTOPHOM 1 BHEAyAUTOPHOMN y4ebHOM Harpysku.
7.4. MaKkcumanbHbii obbem ayauTopHOM y4yebHOM Harpyskm B O4YHOM dopme 0byyeHun
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cocTaBasieT 36 aKageMUYeCcKMX YacoB B Heento.

7.5. MaKcumasnbHbli 06bem ayauTOpPHOM yyebHOM Harpy3kum B O4YHO-3a04HOU dopme 0by4yeHun
cocTaB/ifAeT 16 akaaeMMNYEeCKMX HacoB B HEAENIO.

7.6. MakcMmanbHbI 06bemM ayaMTOPHOM y4ebHOM Harpysku B rof, B 3ao4Hoit dopme obyyeHun
coctasnaet 160 akagemmnyeckmx 4acos.

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

7.8. BbinonHeHMe KypcoBoro npoekTta (paboTbl) paccmaTpuBaeTca Kak Bug, ydebHol paboTbl no
aucumnamHe (amMcumnamHam) npodeccMoHanbHOro ydebHoro umkna u (Mam) npodeccrmoHanbHoMy
Mmoayno (Moaynam) npodeccMoHaNbHOrO y4yebHOro UMK/Ia UM peanunsyeTca B Npenenax BpPeMeHM,
OoTBeAEHHOro Ha ee (1x) usyyeHue.

7.9. OucumnanHa "®dusnyeckas KynbTypa" npegycmaTpuBaeT exxeHeaebHO 2 Yaca 0bA3aTenbHbIX
ayAMTOPHbIX 3aHATMI M 2 Yaca CamMoCToATe/IbHOW paboTbl (33 cyeT pasNnyHbIX GOPM BHEAYAUTOPHbIX
3aHATUIM B CNOPTUBHBIX KNybax, cekumnax).

7.10. ObpasoBaTenbHasa OpraHM3aumMs MMeeT NpaBo ANA NOArpynn AEBYLIEK UCMOIb30BaTb YacTb
y4yebHoro BpeMeHu AucuMnAnHbI "BesonacHocTb XusHegesTenbHocTM" (48 4yacoB), OTBEAEHHOrO Ha
N3y4yeHMe OCHOB BOEHHOW CNyXb6bl, Ha OCBOEHWE OCHOB MeAULMHCKUX 3HAHUN.

7.11. NonyyeHne CMNO Ha 6a3e ocHOBHOro o6uWero 06pa3soBaHUA OCYLLECTBASETCA C
OZIHOBPEMEHHbIM MOAy4YeHUEM cpeaHero obuero obpasosaHua B npegenax MMNCC3. B atom cnyyae
MMNCC3, peanusyemas Ha 6ase ocHOBHOro obuwero obpasoBaHWA, paspabaTbiBaeTca Ha OCHOBE
TpeboBaHMI COOTBETCTBYHOWMX deaepanbHbiX TFOCYAapCTBEHHbIX 00pa3oBaTe/ibHbIX CTaHAAPTOB
cpeaHero obuiero obpasosaHuma u CMO c yyeTtom nosyd4aemon cneumnanbHoctm CMO.

Cpok ocBoeHus MMNCC3 B oyHON Popme obydyeHUa ans nuu, obydyarouwmxca Ha 6ase OCHOBHOIO
obuiero obpasoBaHus, yBesiMunmBaeTca Ha 52 Hegenun 13 pacyera:

TeopeTuyeckoe obyyeHue (Npu obs3aTenbHoM ydebHoOM HarpysKke 36 4acoB B HeAeno) 39 Hegp.
NPOMEXKYTOYHaA aTTecTauma 2 Hep.,
KaHWKy bl 11 Hegp,

7.12. KoHcynbTaumMm pans obydalowmxca No OYHOM U  OYHO-3a04YHOW dopmam 0byyeHus
npeaycmaTpmsatoTca obpasoBaTesibHOM OpraHu3aumen U3 pacyeta 4 Yyaca Ha ogHoro obyyvatoulerocs Ha
Kaxkabl y4yebHbIl rog, B TOM 4ync/ie B Nepuos peanusaunu obpasoBaTenbHOM Nporpammbl cpeaHero
obwero obpasoBaHuA gns nuu, obydatowmxca Ha 6ase ocHoBHOro obuiero obpasosaHuAa. Popmbl
npoBeAeHUA KOHCY/NbTauuii (rpynnosble, WUHAMBUAYANbHbIE, MUCbMEHHbIE, YCTHble) onpeaensalTca
obpasoBaTesibHOM opraHn3aLme.

7.13. B nepuog, obyyeHuA ¢ oHOWamMK nposBoaaTca y4ebHble cbopbl <1>.

<1> MyHKT 1 ctatbm 13 degepanbHoro 3akoHa ot 28 mapta 1998 r. N 53-d3 "O BOWMHCKOIM
0653aHHOCTM U BOoeHHOM cny»be" (CobpaHue 3akoHoaaTenbcTBa Poccuninickon depepaumn, 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, cT1. 2521; N 30, cT. 3029, cT. 3030, cT. 3033; 2003, N1, cT. 1; N 8,
cT. 709; N 27, c1. 2700; N 46, cT1. 4437; 2004, N 8, cT. 600; N 17, cT. 1587; N 18, cT. 1687; N 25, cT1. 2484; N
27, ct. 2711; N 35, c1. 3607; N 49, cT. 4848; 2005, N 10, c1. 763; N 14, cT1. 1212; N 27, cT. 2716; N 29, cT.
2907; N 30, c1. 3110, cT. 3111; N 40, c1. 3987; N 43, cT1.4349; N 49, c1. 5127; 2006, N 1, cT1. 10, cT. 22; N
11, c1. 1148; N 19, cT1. 2062; N 28, cT1. 2974; N 29, cT1. 3121, c1. 3122, c1. 3123; N 41, cT1. 4206; N 44, cT.
4534; N 50, ct. 5281; 2007, N 2, cT. 362; N 16, cT. 1830; N 31, c1. 4011; N 45, cT1. 5418; N 49, cT. 6070, CT.
6074; N 50, cT. 6241; 2008, N 30, cT1. 3616; N 49, c1. 5746; N 52, cT. 6235; 2009, N 7, c1. 769; N 18, CT.
2149; N 23, cT1. 2765; N 26, c1. 3124; N 48, cT1. 5735, c1. 5736; N 51, c1. 6149; N 52, c1. 6404; 2010, N 11,
cT. 1167, c1. 1176, c1. 1177; N 31, cT. 4192; N 49, cT. 6415; 2011, N 1, cT. 16; N 27, c1. 3878; N 30, cT.
4589; N 48, c1. 6730; N 49, cT. 7021, cT1. 7053, c1. 7054; N 50, cT1. 7366; 2012, N 50, cT. 6954; N 53, CT.
7613; 2013, N 9, cT. 870; N 19, cT1. 2329; cT. 2331; N 23, cT. 2869; N 27, cT. 3462, cT. 3477; N 48, CT.
6165).

7.14. MpakTnka aBnasetca obasatenbHbim pasgenom MMNCC3. OHa npeactaBnsetr coboit BuUp,
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yyebHol aeaTenbHOCTM, HanpasB/ieHHOM Ha popmMpoBaHME, 3aKpenseHue, PasBUTUE MNPaAKTUYECKUX
HaBbIKOB M KOMMNETEHLUMM B NpoLLecce BbINOSHEHUA onpeAeneHHbIX BUAOB paboT, cBA3aHHbIX ¢ byayuiein
npodeccmoHanbHon aeatenbHocTbio. Mpn peanmsaummn MNMCC3 npeaycmaTpmBatoTca cieayrowme BuAabl
NPaKTUK: y4ebHaa 1 NPoOM3BOACTBEHHAA.

Mpoun3BoACTBEHHAA NPAKTMKA COCTOMT M3 ABYX 3TAMNOB: NPAKTUKM NO NPOPUAI0 CreLmanbHOCTU U
npeaavnaIoOMHOM NPAKTUKMU.

YyebHan npakTMKa U NPOU3BOACTBEHHAA MpakTMKa (no npoduato cneumanbHOCTU) nNposBoaATca
obpa3oBaTenbHOM OpraHM3aLmen npm ocBOEHUM oby4yatowmMmmncsa NpPodeccuoHanbHbIX KOMMNETEHUMNA B
pamKax npodeccMoHaNbHbIX MOAY/IEA U MOTYT PEasiM30BbIBATLCA KaK KOHLEHTPUPOBAHHO B HECKOJIbKO
nepuogoB, TaK W  pPacCPesoTOYEHO, YepenyaAcb C  TEOPETUYECKMMM 3aHATUAMM B pPaMKax
npodeccnoHasnbHbIX MogyNen.

Uenn w 3agaum, nporpammbl M GopmMbl OTYETHOCTM onpegenatoTca obpasoBaTesibHOM
OpraHusaumein No Kaxxgomy Buay NpakTUKK.

Mpon3BoACTBEHHAsA MNPAKTMKA AO/MKHA NPOBOAWMTBCA B OPraHM3auumaAx, Hanpas/eHue
AeATeNbHOCTU KOTOPbIX COOTBETCTBYET NPOdUAI0 NOArOTOBKM 06yYatowmnxcs.

ATTecTaums no uMtoram nNpov3BOACTBEHHOMN MPAKTUKM MPOBOAMTCA C YY4ETOM (MAM Ha OCHOBAHUN)
pe3ynbTaToB, NOATBEPKAEHHbIX LOKYMEHTAMMN COOTBETCTBYIOLLMX OPraHU3aLumi.

7.15. Peanusaumsa MMNCC3 no cneumanbHOCTM [JO/KHA obecneymMsaTbCs Neaarormyeckumm
Kagpamu, WMelWwumMn Bbicluee o06pasoBaHWe, COOTBETCTBYlOWee npoduao npenogaBaemoi
ancumnavHel (Moayns). OnbIT AeATeNbHOCTU B OpraHM3auMaxX COOTBETCTBYHOLWLEN NpodeccMoHanbHOM
coepbl ABnAeTcA 0b6A3aTeNbHbIM AJ1A MpPenogasBaTesield, OTBEYAlWMX 3a OCBOEHMe obyvarowmmcs
Npo¢deccnMoHaNbHOro y4ebHoro LMKAa. MNpenogasaTtenu noay4aroT OOMNoNIHUTENbHOE
npodeccnoHanbHoe obpasoBaHMe No Nporpammam MNoBbileHUA KBainduKkaumm, B Tom Ymcie B popme
CTaXKMPOBKU B NPOPU/IbHBIX OpraHn3aumsax He pexe 1 pasa B 3 roaa.

7.16. MMNCC3 ponxHa obecneumBaTbCA Y4YEOHO-METOAMYECKOM [OKYMEHTAUMEN MO BCEM
OVNCLMNIMHAM, MEXAMCLMMNIMHAPHbBIM Kypcam u npodeccnoHanbHbiMm mogynam MNMNCC3.

BHeayguTopHaa paboTa L[O0/KHA  COMPOBOXAATbCA  MeToguMyeckum  obecneyeHnem u
obocHOBaHMEM pacyeTa BpeMeHW, 3aTPaYMBAEMOrO Ha e BbINOIHEHME.

Peanunsauma MNMNCC3 ponkHa obecneynBaTbca OCTYNOM Kaxaoro obyyatoweroca K 6asam AaHHbIX
N 6MbnuoteyHbim GoHAaM, popmMpyemMbiM MO MOSHOMY NepedHto aucumnamH (moayneit) MMNCC3. Bo
BPEMS CaMOCTOATENbHOW MOAroTOBKM obydatlolmeca A0MKHbl BbiTb obecneyeHbl AOCTYNOM K CETU
MHTepHeT.

Kaxkapbii obyyarowmiics gomkeH 6biTb obecneyeH He MeHee YemM OAHUM YYebHbIM NevyaTHbIM U
(K1) 2NEKTPOHHBIM U34aHMEM MO KaxKaoh AncunninHe npodeccMoHanbHOro y4ebHoro uuKna n ogHUMm
y4ebHO-MeToAMYECKMM  Me4vyaTHbiIM U (MAK)  2/EKTPOHHbIM  M3J4aHMEM MO  KaxKaomy
MEXKANCUMNNMHAPHOMY Kypcy (BKAHOYAsA SNEKTPOHHbIe 6a3bl NepuoanYecKmx UsgaHuii).

BubnmoteyHbin ¢GoHA A0MKEH ObiTb YKOMMIEKTOBAH MeyaTHbIMU U (MKN) 3NEKTPOHHbIMU
M34aHUAMMU OCHOBHOW W AOMONHUTENbHOM Yy4ebHOM NuTepaTtypbl NO AMCUMMIMHAM BCEX Y4YebHbIX
LMKNOB, U34aHHOM 3a nocneaHue 5 ner.

BubnmoTteyHbln ¢doHA, MNOMUMO Yy4yebHOM nuTepaTypbl, [AOMKEH BKAOYaTb OdULMANbHbIE,
CnpaBoYHO-6MbAMOrpadmyeckne n nepunoamnyeckme UsgaHusa B pacyete 1 - 2 3K3emMnaspa Ha Karkaplx
100 obyyatowmxcs.

Kaxkoomy obydarowemycs fomkeH OblTb obecrneyeH AOCTyn K KOMMAeKTam OubanmoTeyHoro
$OoHAa, COCTOAWMM HE MEHEE YeM M3 5 HAMMEHOBAHWUIM POCCUMCKUX KYPHA/OB.

ObpasoBaTesibHad  OpraHW3aumMs  AO/IKHA  NpPefocTaBuUTb  OOy4aloWMMCA  BO3MOMKHOCTb
onepaTMBHOro obmeHa MHPopmaLmelt ¢ POCCUMCKUMKM 0Bpa3oBaTeIbHbIMW OPraHM3aLMAMM U JOCTYN K
COBPEMEHHbIM NPodeccnoHabHbiM 6azam AaHHbIX U MHPOPMALMOHHbBIM pecypcam ceTu MHTepHerT.

7.17. Npuem Ha obyyeHume no MMCC3 3a cyeT 6IOAKETHBIX aCCMTHOBaHMN deaepasibHOro bloaXKeTa,
6toakeToB cybbekToB Poccuitckoit ®epepaumm n MecTHbIX 6104KETOB ABASETCA 06LeA0CTYNHbIM, eCau
MHOE He NpeAyCMOTPEHO YacTbio 4 cTtaTbn 68 PeaepasibHOro 3akoHa oT 29 aekabpa 2012 r. N 273-93
"O6 obpaszosaHuM B Poccuiickon depepauun” <1>. GuHaHcupoBaHue peanusaumm MMACC3 goONXKHO
OCYLLEeCTBNATbCA B 0ObeMe He HUKe YCTaHOBJIEHHbIX FOCYAAPCTBEHHbIX HOPMATUBHbLIX 3aTpaT Ha
OKasaHMe rocyapcTBeHHOM ycayrn B chepe obpasoBaHMa A1A 4AHHOMO YPOBHS.
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<1> CobpaHue 3aKoHoaaTenbcTBa Poccuiickon ®egepaumnm, 2012, N 53, ct. 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, c1.2769; N 23, cT. 2933; N 26, cT. 3388; N 30, cT. 4263.

7.18. ObpasoBaTenbHan opraHusauma, peanamsytowan MNMCC3, aoaKHa pacnosaratb MaTepuanbHoO-
TeXHU4Yeckomn 6a3oii, obecneumBatowein NnpoBeaeHne BCeEX BUAOB N1abopaToOpHbIX PaboT N NPaKTUYECKUX
3aHATUN, AUCUMNAMHAPHON, MEKAUCUMNAMHAPHON M MOAY/IbHOW MOArOTOBKM, Y4ebHOM NpaKTUKW,
NpeaycMOTPEHHbIX y4ebHbIM NAaHOM 0bOpa3oBaTeNbHOW oOpraHusauuu. MaTepuanbHO-TEXHUYECKas
6a3a foNKHa COOTBETCTBOBATb AEMCTBYIOWMM CAHUTAPHBLIM U MPOTUBOMOXKAPHbLIM HOPMaM.

MepeyeHb KabMHeTOB, 1abopaToOpUii, MaCTEPCKUX
N APYTUX NOMELLEHWI

KabuHeTb!:

COUMANBbHO-9KOHOMMUYECKMX ANCUNMNANH;

WHOCTPAHHOTO A3bIKa;

MaTeMaTUKN U UHGOPMATUKK;

3KONOTMYECKMX OCHOB NPUPOLONOAb30BAHNSA;

3KOHOMMWKM OPraHU3aLMmn 1 ynpaBaeHUA NEPCOHANIOM;

MeHeKMEHTa;

npaBoBoro obecrneyeHnsa NpPodeccUoHabHOM AeATe/IbHOCTY;

rocyapCTBEHHOW M MYHULMMNA/IbHOM CNYKObl;

OOKYMEHTaUMOHHOro obecneyeHuns ynpasaeHus;

apPXMBOBEAEHUS;

npodeccnoHabHON 3TUKM U NCUXON0TUM Ae/I0BOro 0bLeHus;

6€30MacHOCTU KMU3HEeAEeATENbHOCTH;

METOLNYECKUIA.

NabopaTtopuu:

MHOOPMATUKN U KOMMNbIOTEPHOW 06PabOTKN AOKYMEHTOB;

TEXHUYECKUX CPeaCTB ynpaBaeHus;

CUCTEM 3IEKTPOHHOIO AOKYMEHTO060pOTa;

AOKYMEHTOBEAEHMS;

yyebHan KaHuenapus (cnyxba AoKYMeHTaUMOHHOro obecneyeHuns ynpasaeHus).

CnopTMBHbI KOMMNEKC:

CMOPTUBHbIM 3an;

OTKPbITbIN CTaAMOH LWMPOKOro Npoduan ¢ anemeHTaMm NOAOChI NPENATCTBUN;

CTPeNKoBbIV TUP (B Nt060IM MoandUKaL MM, BKAOYAA SNEKTPOHHbBIN) NAM MeCTO Ans cTpesnbobl.

3anbl:

6MbMOTEKA, UNTANbHBIM 33/ C BbIXOAOM B CeTb MHTEPHET;

aKTOBbIN 3an.

Peanuszaums NMCC3 gonkHa obecneynsaTsb:

BbINOJIHEHWE ObOy4YaoWwMMmnca NabopaTopHbIX W MPAKTUYECKUX 3aHATUIN, BKAKOYAA  KaK
06A3aTeNbHbIN KOMMNOHEHT NPAKTUYECKUE 3a4aHUA C UCMOb30BaHMEM NEPCOHANbHbIX KOMMbIOTEPOB;

ocBoeHWe  obyvarowmmuca  NpodeccMoHaNbHbIX  MOAy/fel B YCNOBUAX  CO3AaHHOWM
COOTBETCTBYHOLLEN 0bpa3oBaTeNbHOW cpeabl B 06pa3oBaTe/IbHON OpraHM3aLMM UAKM B OpraHM3aumax B
33aBMCMMOCTM OT cneundurKm BUAa AEATENBHOCTU.

Mpy Ncnonb30BaHUM 3NEKTPOHHbBIX M34aHUI 06pa3oBaTeibHanA opraHM3aLma AoAKHA obecneunTb
Karkaoro obyuyatoweroca paboymm MecTom B KOMMbIHOTEPHOM Knacce B COOTBETCTBMM C obbemom
N3y4yaemMblX AUCLMNINH.

O6pasoBaTtenbHaa opraHM3aumMa [O/MKHa ObiTb obecneyeHa HeOOXOAMMbBIM  KOMMJIEKTOM
JIMLLEH3WMOHHOTO NPOrPaMMHOro obecneyeHus.

7.19. Peannszaums MMNCC3 ocywecTBaseTca obpa3oBaTe/ibHON opraHM3aLMen Ha rocy4apCTBEHHOM
A3blke Poccuiickoin ®eaepauymn.

Peanusaumsa [MNCC3 o6pa3oBaTenbHOM oOpraHu3auueit, pPacrnosioXKeHHOW Ha TepputTopum



pecnybaunkun Poccuiickolt Pepepaumnn, MOXKET OCYLLECTBAATLCA Ha rOCYAapPCTBEHHOM fA3blKe pecnybanKu
Poccuiickoit depepaunm B COOTBETCTBUM C 3aKOHOAATENbCTBOM pecnybaunk Poccuiickonnt depepauum.
Peanusauma TMMCC3 obpa3oBaTenbHON OpraHuMsauMelnt Ha rocyAapCTBEHHOM f3blke pecnybsnKku
Poccuitckoit depepaunm He A0MKHA OCYLLECTBAATLCA B yLULepb rocyaapcTtBeHHOMY A3bIKy Poccuiickomn
depepaunmn.

VIIl. OLLEEHKA KAYECTBA OCBOEHUA NMPOIrPAMMBbBI NOATOTOBKN
CMELMANNCTOB CPEOHEIO 3BEHA

8.1. OueHKa KayectBa ocBoeHua MMCC3 gonxkHa BKAOYATb TEKYLWMA KOHTPOJIb YCNEBAEMOCTH,
NPOMEKYTOYHYIO U FOCYAaPCTBEHHYHO UTOrOBYHO aTTeCcTaLum 06yyatowmxcs.

8.2. KoHKpeTHble ¢opMbl M MpoLeaypbl TEKYLLEro KOHTPO/S YCNeBaemoCTU, MPOMEKYTOUYHOM
atrecTauMmM Mo Kaxkgoh AgucumnavHe W npodeccMoHanbHOMY Moaynto  paspabaTbiBatoTcs
obpasoBaTenbHOM OpraHM3aunen camocToATeNbHO M A0BOAATCA A0 CBeAEeHMUs 0by4atoWmxca B TeyeHme
nepBbIX ABYX MECALLEB OT Hayana obyyeHus.

8.3. inAa atTectaumm obyvatowmxca Ha COOTBETCTBME UX NEPCOHA/bHbIX AOCTUMXKEHWNI NO3TAMNHbIM
TpeboBaHuAM cooTBeTcTBylowen [MMMCC3 (TeKyWwMit KOHTPOAb YCMEeBaeMOCTM U MPOMENKYTOYHas
atrectauma) cosgatotcs GoHAbI OLEHOYHbIX CPeAcTB, MNO3BOMAKOLWME OUEHUTb YMEHMA, 3HaHUS,
NPaKTUYECKUIN OMbIT U OCBOEHHbIE KOMMETEHLUMN.

doHAbl OUEHOYHbIX CPeACcTB  ANA  MNPOMENKYTOYHOW aTTecTaumuM Mo AUCLUMMIMHAM U
MEXANCUMMIMHAPHBIM  KypcaM B cocTaBe npo¢decCMOoHaNbHbIX Moaynen paspabartbiBalotca U
YTBEPXKAaTCA 06pa3oBaTe/ibHOM OpraHu3auMeit CaMoCcTosATeNbHO, @ 419 MPOMEXKYTOYHOM aTTecTaumm
no nNpPo¢deccMoHasibHbIM MOAY/IAM U ANA TOCYAapCTBEHHOM UTOrOBOM aTTecTtauMm - paspabartbiBaloTca U
YTBEpPXKAaTCA 00pa3oBaTe/ibHOM  OpraHu3auuen nocse npeasapuTesIbHOro0  MOJOXKUTEIbHOMO
3aKknto4eHnA paboTogatenen.

Ona npomexKyTouyHOW aTTecTauum Ooby4yaloWMXCa Mo  AUCUUNIMHAM  (MEXAMCLMNINHAPHbIM
Kypcam) Kpome npenogaBaTtesieil KOHKPETHOW AUCLMNINHDBI (MEeXAUCLMNANHAPHOIO Kypca) B KayecTse
BHELUHUX 3KCNEepPTOB AO/XKHbI aKTUBHO MPUB/EKATbCA NPenogaBaTe/In CMEXHbIX AUCUMMANH (KypcoB).
Ons  MakcMmanbHOro nNpuBAMIKEHMA Nporpamm MNPOMENKYTOYHOM aTTecTaumMm obyyatlowmxca no
nNpodeccMoHanbHbIM  MOAYAAM K ycioBusm ux byayweit npodeccMoHanbHOM AeATeNbHOCTU
obpasoBaTeNbHOM OpraHM3auuMen B KayecTBe BHELUTATHbIX SKCMNEepPTOB AO/XKHbl aKTUBHO NMpPUBAEKATbCA
paboTogatenu.

8.4. OueHKa KayecTBa MOArOTOBKM OOy4YaloOLWMXCA M BbIMYCKHUKOB OCYLLECTBASETCA B ABYX
OCHOBHbIX HanpaBAeHUAX:

OLLEHKA YPOBHA OCBOEHUA AUCUUNINH;

OLLEHKa KOMMEeTeHUUI 0by4YatoLmxcs.

[ns toHowel npeycmaTpMBaeTca OLLEHKA Pe3y/IbTaTOB OCBOEHWA OCHOB BOEHHOM C/YKObl.

8.5. K rocygapcTtBeHHOM WTOroBOM aTTecTauMM [AOMNycKaeTca oby4valowmica, He WMetowmit
aKafemMMUyecKon 3aJ0/IKEHHOCTU M B MNOJAHOM 0b6beme BbIMNOAHMBLLUMIA Y4YebHbIM NNaH UK
WHAMBMAYANbHBLIN  y4ebHbIA NJaH, €eciM UWHOe He YCTaHOB/NEHO MOPsAAKOM NpoBeAeHuA
rocygapcTBeHHOW UTOrOBOM aTTecTalMm MO COOTBETCTBYHOLMM 06pa3oBaTesibHbIM Nporpammam <1>.,

<1> Yactb 6 cTaTbm 59 PepepanbHOro 3akoHa ot 29 aekabpsa 2012 r. N 273-d3 "06 obpasoBaHUM
B Poccuiickon ®Pepepaumn” (CobpaHue 3akoHopatenbcTBa Poccuiickon ®Pepepaumn, 2012, N 53, cT.
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, c1. 566; N 19, cT. 2289; N 22, cT. 2769; N 23, cT. 2933; N 26, cT. 3388; N 30, cT. 4263).

8.6. locymapcTBeHHas WTOroBas aTTecTaumMa BK/KOYAET MOATOTOBKY W 3alUMUTY BbIMYCKHOM
KBandUKaLMOHHOM paboTbl (guniomHan paboTa, AMNAOMHbIN NpoekT). ObAsaTenbHoe TpeboBaHUe -
COOTBETCTBME TEMATUKM BbIMYCKHOM KBaNNPUKALLMOHHOM PaboTbl coaepKaHMIO O4HOrO UAN HECKObKUX
npodeccnoHanbHbIX MoAyNEN.

FocyAapcTBEHHbIV 3K3amMeH BBOAMUTCA MO YCMOTPEHMIO 06pa3oBaTe/IbHOM OpraHM3aumm.
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MNpunoxkeHue

K ®I'OC CMNO no cneymanbHocTn 46.02.01
JoKymeHTauMOHHOe obecneyeHne
ynpaBAeHMA N apXnMBOBELEHMNE

MEPEYEHb
NPO®ECCUN PABOYUX, OO/IKHOCTEN CNYMKALLMX, PEKOMEHAYEMbIX
K OCBOEHMIO B PAMKAX MPOrPAMMBbI MOArOTOBKKU CNELIMANTNCTOB
CPEAHETO 3BEHA

Koga no Obuwepoccninckomy Knaccuduratopy

HanmeHoBaHue npodeccuin paboumnx, 4oNKHOCTEN

npodeccuin paboumnx, LOMKHOCTEN CAYMKALLUX U CNYXKaLMX
TapudHbIX paspagos (OK 016-94)
1 2
26353 CeKkpeTapb-malUMHNCTKA
20190 Apxunsapuyc
21299 Ldenonpoussoautens
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