[okyMeHT npepoctasneH KoHcynbTaHTI1t0C

3apeructpmposaHo B MuHiocte Poccmm 20 asrycta 2014 r. N 33682

MMWHUCTEPCTBO OBPA3OBAHUA U HAYKM POCCUNCKOWN ®ELEPALIUN

NMPUKA3
ot 11 aBrycra 2014 r. N 975

Ob YTBEPXKXAEHUUN
®EAEPA/IbHOIO rOCYAAPCTBEHHOIO OBPA30OBATE/IbHOIO CTAHAOAPTA
CPEAHEIO NPO®ECCMOHANIbHOIO OBPA3OBAHUA NO CNELUUANIBHOCTU
46.02.01 AOKYMEHTAUUOHHOE OBECMNEYEHUE YNPABJIEHUA
1N APXUBOBEJEHUE

CrNU1COK M3MEHSAIOLWMNX [OKYMEHTOB
(8 pea. Npukasa MuHnpocseleHns Poccum ot 13.07.2021 N 450)

B cootBetctBMM C nognyHKTOM 5.2.41 MNonoxKeHns o MuHUCTepcTBE 00pa3oBaHUS M HayKu
Poccuiickoint Pepepaummn, yTBepKAEHHOro noctaHoBneHem MNpasuTtenbctsa Poccuinckoit Pepepaunm ot
3 mioHa 2013 r. N 466 (CobpaHune 3akoHogaTenbcTBa Poccuitickont Pegepaumm, 2013, N 23, c1. 2923; N
33, cT. 4386; N 37, ct. 4702; 2014, N 2, cT. 126; N 6, cT. 582; N 27, c1. 3776), nyHKTOM 17 MMpasun
pa3paboTKu, yTBepKAEHMA denepasibHbIX rocyAapCTBEHHbIX 06pa3oBaTe/ibHbIX CTAHAAPTOB U BHECEHUSA
B HUX M3MEHEHWN, YTBEPKAEHHbIX NocTaHoBneHMem [MpaButenbctea Poccuiickon Pepepaumm ot 5
asrycta 2013 r. N 661 (CobpaHue 3akoHogaTenbcTsa Poccuiickon deapepaumm, 2013, N 33, c1. 4377),
NpWKasbiBato:

1. Y1tBepautb npwunaraembln depepanbHblit rocyfapCTBEHHbIM obpasoBaTesbHbIA  CTaHAAPT
cpeaHero npodeccMoHanbHoro obpasoBaHMA no  cneuuanbHocT 46.02.01 [JoKymeHTauMoHHOEe
obecneyeHne ynpaBaeHNA U apXMBOBEAEHME.

2. MpwusHaTb yTpaTMBLIMM cuay npuKkas MuHUCTepcTBa 06pasoBaHUsA M Hayku Poccuickoi
depepaumn ot 25 aHeapsa 2010 r. N 75 "O6 yTBep:AeHUN U BBeAeHWW B AelicTBue denepasibHoro
rocyfapctBeHHoro obpasoBaTenbHOro CTaHAapTa cpeaHero npodeccMoHanbHOro obpasoBaHMA MO
cneumanbHoctn 034702 [doKymeHTaUMOHHOe obecneyeHMe ynpasBiAeHUs U apxmBoBegeHue"
(3apeructpuposaH MuHUcTepcTBOM tocTMUMKM  Poccuiickoit depepaummn 27 despana 2010 r.,
pernctpaumoHHbin N 16526).

3. Hactoswumii npmkas BcTynaeT B cuay ¢ 1 ceHTabpa 2014 roaa.

MwuHucTp
[.B.JINBAHOB

MpunoxeHue

YT1BepKaeH
npukasom MuHucTepcTBa 06pa3oBaHus
N HayKn Poccuitckon Pepepaunm
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ot 11 asrycta 2014 r. N 975

®EAEPA/IbHBINA TOCYAAPCTBEHHbIN OBPA3OBATE/IbHbIA CTAHAAPT
CPEAHETO NPO®ECCMOHANIbHOIO O6PA3OBAHUA MO CNELLMAZIbHOCTU
46.02.01 AOKYMEHTALUMOHHOE OBECNEYEHUE YNPAB/IEHUA
1N APXUBOBEJEHUE

CNMCOK U3MEHSAIOLLNX OO0KYMEHTOB
(B pea. Mpukasa MuHnpoceeleHna Poccum ot 13.07.2021 N 450)

. OBNACTb MPUMEHEHUA

1.1. Hactoawmin denepanbHblii rocyaapcTBEHHbIM 06pa3oBaTesibHbIA CTAaHAAPT CcpeaHero
npodeccMoHanbHOro 06pa3oBaHUA NpeacTaBnseT coboil COBOKYMHOCTb 0b6A3aTenbHbIX TpeboBaHUI K
cpegHemy npodeccmoHanbHoMy o6pasoBaHMO No cneymanbHocTM 46.02.01 [JoKymeHTauMoHHoe
obecneyeHne ynpaBaeHNa U apxmMBoBeaeHMe AnA NpodeccMoHaNbHOM 06pa3oBaTenbHOM OpraHU3aumm
n obpasoBaTeNbHOW OpraHM3auum Bbiclero obpasoBaHMA, KOTOpPble MMEIT MPaBO Ha peanm3auuio
MMEIOLLMX FOCYAAPCTBEHHYIO aKKPeAUTALMIO NPOorpaMM NOATOTOBKU CMeLManncToB cpegHero 3BeHa no
OaHHOM chneuuManbHOCTU, Ha Tepputopumn Pocculickoli ®epepaunmn (panee - obpasoBaTesibHas
opraHusaumsa).

1.2. MpaBo Ha peanusaumio MNPOrpaMmbl MOATOTOBKM CMELMA/ICTOB CpeaHero 3BeHa no
cneumanbHoctM 46.02.01 [JoKymeHTaLMOHHOe obecrnevyeHue YMnpaBAeHUA U APXMBOBEAEHUE UMeeT
obpasoBaTenbHaa oOpraHMsauMa MNPU  HANMYMKM  COOTBETCTBYIOLLEN JIMLEH3MM HA OCYLLECTBNEHUE
0bpa3oBaTeNbHOM AeATENbHOCTMH.

Bo3morkHa ceTeBan ¢popma peanmsaLmm NporpaMmsl NOAIOTOBKM CMNELMANMUCTOB CPEAHErO 3BEHa C
MCNO/Ib30BaHMEM PECYPCOB HECKONIbKUX 0b6pa3oBaTesibHbIX opraHusaumii. B peanvsauum nporpammbi
MOArOTOBKM CMeLMaanucToB CcpeaHero 3BeHa C  MCMoAb30BaHMEM ceTeBol ¢Gopmbl  Hapsay C
06pa3oBaTeNbHbIMM  OPraHM3auMAMM  TaKXKe MOryT y4acTBOBaTb MeAWUMHCKME OpraHu3auumu,
OpraHu3aumm KynbTypbl, GU3KYAbTYPHO-CMOPTUBHbIE U MHbIE OpraHn3auMu, obnagatolme pecypcamm,
Heob6X0AMMbIMU A/1A OCYLLECTBEHUA 0by4yeHus, NpoBeaeHNn yyebHOM M NPON3BOACTBEHHOMN NPAKTUKM
M OCYLLLECTBJEHUA UHbIX BUAOB YYebHOW OeATeNbHOCTU, NPeayCMOTPEHHbIX NPOrPamMmMOol NOArOTOBKM
CneuunanncTos cpegHero 3s8eHa.

Mpu peanusaumm nNporpammbl MOArOTOBKU CMELMANUCTOB CpegHero 3BeHa obpasoBaTtesibHas
opraHusauuMa BrpaBe MNPUMEHATb 3/EKTPOHHOEe ObyvyeHMe W AUCTaHUMOHHble 06pa3oBaTesibHble
TexHonoruu. Mpu oby4yeHUn nunL, ¢ orpaHUYEHHbIMU BO3MOXKHOCTAMM 340P0BbA 3/EKTPOHHOE 06yYeHne
N AWUCTaHUMOHHble 06pa3oBaTesibHble TEXHOOMMN A0MKHbI NpeaycmaTpmMBaTb BO3MOXKHOCTb NpUema-
nepegaym MHGOpPMaLUM B AOCTYMNHbIX 414 HUX GOPMaXx.

1.3. O6pasoBatenbHana AeATe/bHOCTb NPW OCBOEHMW ob6pasoBaTesibHOM NpPOrpammbl UK
OTAENbHbIX €€ KOMMOHEHTOB OpraHu3yeTca B Gopme NPakTUUYECKOM NOATOTOBKM.
(n. 1.3 BBeaeH Mpukazom MuHnpocseleHna Poccmun ot 13.07.2021 N 450)

1.4. BocnutaHuMe obyvalowmMxca MpU  OCBOEHUM MMM  0Opas3oBaTenbHOM  NPOrpammbl
OCYLLECTBNAETCA Ha OCHOBE BK/OYaeMblXx B 06pa3oBaTesibHyld nporpammy paboyelrt nporpammol
BOCMWUTAHMA W Ka/NIEHZAPHOro NaaHa BOCNMUTATENbHOM paboTbl, pa3pabaTbiBaeMbiX U YTBEPHKAAEMbIX C
YYETOM BK/IIOYEHHbIX B MPUMEPHYI0 OCHOBHYI 0b6pa3oBaTesibHYO MPOrpammy NpUMepHoON pabouei
NPOrpammbl BOCMUTAHUA U NPUMEPHOr0 KaleHAAPHOro NJlaHa BOCNMUTATe/IbHON PaboThbl.

(n. 1.4 BBeaeH MNpukaszom MunHnpocseleHma Poccmum ot 13.07.2021 N 450)

Il. NCNOJIb3YEMbIE COKPALLEHUA
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B HacToAllem CTaHAapTe UCMOb3YIOTCA CleAyolLMe COKPaLLEHUS:
CNO - cpeagHee npodeccnoHanbHoe obpasoBaHue;

®roc CNnO - denepanbHbIA roCygapCTBEHHbIM 0bOpa3oBaTeNbHbIA  CTaHOAPT  CPeaHero
npodeccMoHanbHOro obpasoBaHus;

MMCC3 - nporpamma NoAroTOBKU CMNeumanancTos cpeaHero 3seHa;
OK - 06Lwan KomneTeHUUA;
MK - npodeccnoHanbHaa KomneTeHUMS;
MM - npodeccnoHanbHbI Moayb;
MAK - mexancumnianHapHbIi Kypc.
lll. XAPAKTEPUCTUKA NOATOTOBKU NO CNELMANIBHOCTU

3.1. MonyyeHwue CINO no MMCC3 gonyckaeTca To/AbKO B 0bpasoBaTe/ibHOM OpraHU3auunm.

3.2. Cpoku nonydeHua CMO no cneuymanbHocTn 46.02.01 [JoKymeHTauMoOHHoe obecneyeHue
ynpasaeHMA U apxmeoBeaeHUMe 6a30BOWN MOATOTOBKM B OYHOW ¢dopme OOyvyeHUA U npucBamMBaemble
KBanndumKaumm npmsoaatca B Tabaumue 1.

Tabnnua 1
YpoBeHb 06pa3oBaHus, HanmeHoBaHune CpokK nonyyenums CMO no MNMNCC3

HeobxoAuMbIN ANA Npuema Ha KBanudumkaumm 6asosoi 6330B0OM MOArOTOBKM B OYHOM

obyyeHue no MNMNCC3 NnoAroToBKM dopme obyueHus <1>
cpepHee obuiee obpasoBaHue Cneunanuct no 1ropg 10 mecaues

LOKYMEHTaLMOHHOMY
OCHOBHOE 0OblLLee 06pasoBaHne | oFecneyenmio ynpasieHus, 2 roga 10 mecAues <2>
apxmBucT

<1> HesaBucmmo ot npuMmeHAeMbIX o6pa303aTeanblx TEXHO/I0MN.

<2> O6pasoBaTesibHble OpraHW3aLMu, OCYLLECTBAAKOWME MOAFOTOBKY CMELUanncToB cpeaHero
3BeHa Ha 6as3e ocHoBHOro obuiero obpasoBaHuAa, peanusyloT ¢enepanbHbld rocyaapCTBEHHbIN
obpa3oBaTeNbHbIN CTaHAAPT cpeaHero obuwero obpasosaHus B npegenax MMCC3, B TOM Yncse ¢ yyetom
nonyyaemown cneumanbHoctn CMO.

KoHcynbTaHTltOC: NprMmeyaHme.
Hymepauua nyHKTOB AaHa B COOTBETCTBMM C OPULIMANbHBIM TEKCTOM JOKYMEHTA.

3.2. Cpokun nonyyeHusa CrMNO no MMNCC3 yrny6aeHHOM NoAroTOBKM MPEBbLIWAOT Ha OAWH rod, CPOK
nonydyenusa CNO no NMNCC3 6a30Boi NOATOTOBKM.

Cpokn nonyyenma CMNO no cneumanbHoctM 46.02.01 [loKymeHTaLUMOHHOe obecneyeHue
yrnpaB/ieHMA U apxnBoBeaeHne yraybaeHHON NoaroToBKM B O4HON dopme 0byveHMA U npucBaMBaemble
KBannduKaumm npmsoaatcs 8 Tabamue 2.



Tabnnua 2

YpoBeHb 06pa3oBaHus,
HeobXxoaMMbI AN NpUuema Ha
obyyeHue no MMcc3

HanmeHoBaHue KBanndukaumm
yrny61eHHOM NOArOTOBKM

Cpok nonyyenua CroO no
MMNCC3 yrnybneHHol
NOAroTOBKM B 0O4HOM popme
0byyeHus <1>

cpepHee obuiee obpasoBaHue

OCHOBHOE 0bulee obpasoBaHue

Cneuunanuct no
OOKYMEHTaUMOHHOMY
obecneyeHuto ynpaBaeHus,
aAPXUBUCT

2 ropa 10 mecAaues

3 roga 10 mecAaues <2>

<1> Hesasucmmo ot npuMeHAEMbIX O6pa3OBaTEI'IbeIX TEXHO/I0TUM.

<2> O6pasoBaTte/nibHble OpraHM3alUuKn, OCYLLECTBAAIOWME MOArOTOBKY CMELManncToB cpeaHero

3BeHa Ha 6as3e ocHoBHOro obuiero obpasoBaHus,

peanusyoT ¢eaepasnbHbIn

rocyAapCTBEHHbIN

ob6pasoBaTenbHbIi CTaHAAPT cpeaHero obuero obpasosaHua B npegenax MMCC3, B Tom Yncne ¢ yyeTom

nonydyaemown cneumanbHoctn CMO.

Cpokn nonyyeHmsa CMNO no [MMCC3 6asoBon U yraybAeHHOM NOArOTOBKM HE3aBUCMMO OT
npUMeHaemblX 06pa3oBaTeNbHbIX TEXHOIOMMIN YBENNYMBAIOTCA:

a) Ana 0by4yaloWmMXCca Mo OYHO-3a04HOM U 3a04HOM hopmam obydyeHuUA:

Ha 6ase cpeaHero obuiero o6pasoBaHus - He 6osee Yem Ha 1 rog;

Ha 6a3e oCcHOBHOro obuero obpasoBaHus - He bosiee yem Ha 1,5 roaa;

6) Aana nHeBananaos U any € orpaHMYeHHbIMM BO3MOXHOCTAMM 300pPOBbA - HE 6onee yem Ha 10

mecAaues.

IV. XAPAKTEPUCTUKA NPO®ECCUOHANILHOM

OEATENBbHOCTU BbIMYCKHUKOB

4.1. Obnactb npodeccMoHanbHOW AeATeNbHOCTU BbIMYCKHUKOB: AeATEeNbHOCTb B CEKpeTapuatax,
CNyKbax [OKYMEHTALMOHHOro obecneyeHnsn, KaapoBbIX CNy:Kbax U apxmuBax rocyfapCTBEHHbIX OpraHoB
N yUYpEerKLEeHW, B OpraHax MecTHOro CamoyrnpaB/ieHWs, HEroCy4apCTBEHHbIX OPraHn3aLmax Bcex popm
COBCTBEHHOCTU, 06LLLECTBEHHbIX OpraHn3aumax (yypexaeHumax).

4.2. O6beKkTammn NpodeccMoHaNbHON AeATENbHOCTU BbINMYCKHUKOB ABNAIOTCA:

AOKYMEHTbI, CO34aHHblE NtobbIM cnocobom AOOKYMEHTUPOBAHUA;

CUCTEMBI JIOKYMEHTALMOHHOro o6ecneyeHuns ynpasieHns;

CUCTEMbI INEKTPOHHOTIO ,CI,OKyMeHTOO60pOTa;

dPXUBHbIE OOKYMEHTbI;

nepBUYHbIE TPYA0BbIE KOIEKTUBDI.

4.3. Cneumanuct no AOKYMeHTauMoHHOMY obecnedyeHuto

ynpasneHus,

apxusucT (6asoBoi



MOArOTOBKM) rOTOBMTCA K C/IeAyOLMM BUAaM AeATeIbHOCTU:

4.3.1. OpraHusauma [AOKYMEHTAUMOHHOro obecneyeHna ynpasaeHUa M OYHKUMOHUPOBAHMA
OpraHun3aumu.

4.3.2. OpraHusaumMs apxXMBHOM W CNPABOYHO-UHPOPMALMOHHON pPaboTbl MO [OKYMEHTaM
opraHusaumm.

4.3.3. BbinosnHeHWe paboT Mo OAHOM WMAW HECKONbKMM npodeccnam paboumx, AOMKHOCTAM
cnyxawumx (npunoKeHue K HactoAawemy roc Cno).

4.4, Cneumanuct no AOKYMEHTALUMOHHOMY obecrneyeHuto yrnpasieHus, apxuBucT (yrnybneHHom
MOArOTOBKM) FOTOBMTCA K CeAyoL MM BUAAM AeATeNbHOCTU:

4.4.1. OpraHusauma [OOKYMEHTAUMOHHOro obecneyeHna ynpasaeHWa M OYHKUMOHUPOBAHMA
OpraHun3aLmu.

4.4.2. OpraHu3auus apxXMBHOM W CMPABOYHO-UHPOPMALMOHHOM pPaboTbl MO  [OKYMEHTaM
opraHu3saumu.

4.4.3. OCVLLl,eCTB/'IEHMe AOKYMEHTALMOHHOIo obecneyeHus ynpasaeHna n apxmBHOro pgena c
MCNOJ1Ib30BaHNEM MPOrpaMmMHbIX CPeACTB y4eTa, XpaHEHUA, 06pa6OTKM M NONCKa AOKYMEHTOB.

4.4.4, BbinonHeHne paboT Mo OAHOM MAM HECKOJbKMM npodeccnam paboumx, AOMKHOCTAM
cnyxauwux (npuaoxKeHue K HactoAwemy roc Cno).

V. TPEBOBAHUA K PE3YJIbTATAM OCBOEHUA NPOTPAMMbI NOATOTOBKU
CNELMANUCTOB CPEAHEIO 3BEHA

5.1. Cneumanuct no AOKYMEHTaUMOHHOMY obecneyeHUto ynpaBfieHUs, apxuBUCT (6a3oBol
noAroToBKW) AoNXKeH 061a4aTh 06LMMN KOMMNETEHLMAMM, BKAOUYAOWMMM B ceba cnocobHOCTb:

OK 1. MoHMMaTb CYWHOCTb U COLMaNbHYIO 3HAYMMOCTb CBOel byayuieit npodeccum, NPoABAATL K
Hel YCTOMYMBbLIN UHTEpeC.

OK 2. OpraHu3oBbiBaTb COOCTBEHHYIO AEATENbHOCTb, BbIOMPATb TUMOBbIE METOAbl M CMOCOObI
BbINOJIHEHWA NPOdECCUOHANbHBIX 33434, OLEHNBATb UX 3GPEKTUBHOCTb U KAYeCTBO.

OK 3. NMpuHUMaTbL pelweHna B CTaHAAPTHbIX W HECTaHAAPTHbIX CUTYyauMAX U HEeCTU 3a HUX
OTBETCTBEHHOCTb.

OK 4. OcyuiectBnaTb NOUCK M UCMOJIb30BaHUe MHbOPMaLMKM, Heobxoanmon ana 3ppeKTMBHOro
BbIMNOJIHEHWA NPOGECCMOHA/bHBIX 33434, NPOPECCUOHANBHOIO U IMYHOCTHOTO PAa3BUTUS.

OK 5. Ucnonb3oBaTb MHPOPMALMOHHO-KOMMYHUKALMOHHbIE TEXHONOTMWU B NPOdeccMoHanbHoM
AeaTeNlbHOCTH.

OK 6. PaboTaTb B KO/I/IEKTMBE U KOMaHAe, 3¢dEeKTMBHO 0OLWATbCA C KOJIJIEraMn, PYKOBOACTBOM,
notpebutenamu.

OK 7. bpaTb Ha cebs OTBETCTBEHHOCTb 3a PaboTy Y/NeHOB KOMaHAbl (MOAYMHEHHbIX), pe3yabTaT
BbINOJIHEHWA 3a43aHUMA.

OK 8. CamocTtoatenbHo onpeaenaTb 3agadM NpodeccMoHaNbHOrO M JIMYHOCTHOrO pPas3BUTUSA,
3aHMMATbCA camoobpaszoBaHMEM, OCO3HAHHO NJIAHMPOBATb NOBbIWEHWE KBAaIMPUKALNK.

OK 9. OpueHTMpOBaTbCA B YCNOBMAX YacTOM CMeHbl TEXHONOrM B NpodeccuoHanbHOM



AEeATE/IbHOCTMH.

5.2. Cneumanuct no [AOKYMEHTaUMOHHOMY obecrnedyeHuio ynpasaeHus, apxusucT (6as3oBol
NOArOTOBKM) AO/MKeH 06/1a4aTb NpodecCMoHaNbHbIMU KOMMNETEHUMUAMM, COOTBETCTBYIOWMMU BUAAM
AeATeNbHOCTY:

5.2.1. OpraHu3aumsa [AOKYMEHTAUMOHHOro obecrnevyeHua ynpasiaeHUs U PYHKLUMOHUPOBAHMUA
opraHmsaumu.

MK 1.1. KoopauHuposaTb paboTy opraHusauuu (NpMemHOM pyKosoauTensa), BecTu npuem
nocetTuTenew.

MK 1.2. OcywectBnatTb paboTy Mo NoAroToBKE M MPOBEAEHWUIO COBELLAHWUM, AEN0BbIX BCTpPeu,
NPMEMOB 1 Npe3eHTaLnii.

MK 1.3. OcywecTBnaTb NOATOTOBKY OEN0BbIX MOE3A0K PYKOBOAMTENA U APYTUX COTPYAHWKOB
OpraHun3aLmu.

MK 1.4. OpraHu3oBbiBaTb paboyee MeCTo cekpeTaps U pyKOBOAUTENSA.

MK 1.5. OdopmaaTb W perncTpMpoBaTb OPraHM3aLMOHHO-PACNOPAAUTE/bHbIE [AOKYMEHTbI,
KOHTPOAMPOBATb CPOKMU UX UCNOJTHEHMA.

MK 1.6. O6pabaTbiBaTb BXOAALLME N UCXOAALLME AOKYMEHTbI, CUCTEMATU3NMPOBATb MX, COCTABAATb
HOMEHKIATYpy Aen u popMmnpoBaTb AOKYMEHTbI B Aena.

MK 1.7. CamoctosTenbHO paboTaTb C [AOKYMEHTaMM, COAEPKalMMKM KOHOUAEHLMANbHYIO
MHGOPMaLLMIO, B TOM YMC/IE C AOKYMEHTaMM N0 IMYHOMY COCTaBy.

MK 1.8. OcyuiectBasaTb TeiepOHHOE 06CNYKMBAHUE, MPUHUMATL M NepeaaBaTb GaKchbl.
MK 1.9. OcyuiecTBAsTb NOATOTOBKY A€ K Nepegaye Ha apxXMBHOE XpaHeHUe.

MK 1.10. CocrtaBnATb oOnNuUCKM Aen, OCyWecTBNATb MNOArOTOBKY AeN K nepegayvye B apxus
OpraHM3aLmnm, rocyaapcTBEHHbIE N MyHULIMNANbHbIE apPXUBbI.

5.2.2. OpraHusauma apXuBHOM M CNPaBOYHO-MHOOPMAUMOHHOM paboTbl NO  AOKYMEHTam
opraHusaumm.

MK 2.1. OcylecTBnaTb 3KCNepPTU3y LEHHOCTU AOKYMEHTOB B COOTBETCTBMM C AENCTBYHOLLMMMU
3aKOHOAATE/IbHbIMU aKTaMMU U HOPMATUBAMM.

MK 2.2. Bectn paboTy B cMCTEMAX 3NEKTPOHHOIO AOKYMeHTOO60poTa.

MK 2.3. Pa3pabaTbiBaTb M BECTU KnaccuduMKaTopbl, Tabenn 1 gpyrue cnpaBoYyHMKM NO SOKYMEHTaM
OpraHun3aLmu.

MK 2.4. ObecneunBaTtb NpUEeM U paLMOHaibHOE pa3MelleHne JOKYMEHTOB B apXMBe (B TOM Yucne
AOKYMEHTOB NO JIMYHOMY COCTaBy).

MK 2.5. ObecneunBaTtb y4eT U COXPAHHOCTb AOKYMEHTOB B apXMBE.

MK 2.6. OpraHn3oBbIBaTb MCMO/Ab30BAaHUE APXWMBHbLIX LOKYMEHTOB B HAy4HbIX, CNPaBOYHbIX M
NPaKTUYECKUX LLeNax.

MK 2.7. OcywectBaaTb OpraHM3aUMOHHO-METOAMYECKOe PYKOBOACTBO M KOHTPO/b 3a paboToit
apXx1Ba OpraHM3aLMmn 1 3a OpraHn3aumein 4OKYMeHTOB B 4eN10MNPOM3BOACTBE.



5.2.3. BbinosHeHMe paboT Mo OAHOM WAM HECKOAbKMM npodeccnam paboumx, LOSKHOCTAM
CAyXaLmx.

5.3. CneuManncT No AOKYMeHTaUMOHHOMY obecnedyeHuio ynpasaeHua, apxmsucT (yrnybneHHol
NoAroTOBKM) A0MKeH 061a4aTb 06WMMIN KOMNETEHLMAMU, BKNOYAIOLWMMU B ceba cnocobHOCTb:

OK 1. NoHMMaTb CYLHOCTb U COLMaNbHYO 3HAYMMOCTb CBOEN byaylien npodeccum, NpoasaATb K
HeWn yCTOMYMBbIA MHTEpecC.

OK 2. OpI'aHVI3OBbIBaTb CO6CTB€HHYIO AeATENbHOCTb, OnpeaenATb MeTodbl WU CNocobbl
BbIMOJ/IHEHUA I'IpOd)ECCMOHaI'IbeIX 3a4ay, oueHnNBaATb X 3¢¢EKTMBHOCTb N KavyecTBo.

OK 3. Pewatb npobiembl, OLEeHNBaATb PUCKM U MPUHMMATb PELLEHNS B HECTAHAAPTHbIX CUTYaLMAX.

OK 4. OcylecTBnATb MNOUCK, aHaAU3 M OLEHKY MHbOopMaUuKn, HeobXxoaAnMOM ANA NOCTaHOBKMU U
peleHns npodeccnoHanbHbiX 3a4a4, NPoPpecCMoHaNbHOTO U IMYHOCTHOIO Pa3BUTUS.

OK 5. Ncnonb3oBaTtb NHPOPMALMOHHO-KOMMYHUKALMOHHbIE TEXHO/I0TUK ana
COBEpPLLEHCTBOBAHMA NPOdECCMOHaNbHOM AeATENbHOCTU.

OK 6. PaboTaTb B KON/IeKTUBE U KOMaHAe, obecneuynsaTb ee cnaodyeHme, sGpPpeKkTMBHO 06LLaThea ¢
Kon/eraMmm, pyKoBoacTBOM, NnoTpebutensamu.

OK 7. CraBuTb UuUeAn, MOTMBUPOBATbL AEATENAbHOCTb MNOAYMHEHHbIX, OPraHM3OBbIBaTb W
KOHTPO/INPOBaTb X PpaboTy C NPUHATUEM Ha cebA OTBETCTBEHHOCTM 3a Pe3y/ibTaT BbINO/HEHMA 3a4aHNA.

OK 8. CamocToATencHo onpeaenATtb 3agaydun I'IpOd)ECCMOHa/'IbHOI'O M NNYHOCTHOIoO pPa3BUTUA,
3aHMMaATbCA CaM006pa3OBaHMEM, OCO3HAHHO NJ1IaHNPOBAaTb NOBbIWLEHNE KBalWI(bMKaLI,MM.

OK 9. BbiTb rOTOBbIM K CMEHE TEXHO10TMi B NPOdECCMOHAIbHON AeATE/IbHOCTU.

5.4. Cneumannct no AOKYMEHTaUMOHHOMY obecrnedyeHunto ynpasaeHns, apxmBucT (yrnybneHHoMl
MOArOTOBKM) A0/MKeH 06/1a4aTb NpodecCMOoHaNbHbIMW KOMMETEHLMAMM, COOTBETCTBYIOWMMK BUAAM
AeaTeNIbHOCTH.

5.4.1. OpraHu3aumsa OOKYMEHTaUMOHHOro obecnevyeHua ynpasfieHuMAa U GYHKUMOHMPOBAHMUA
OopraHusaumu.

MK 1.1. KoopauHuposaTb paboTy opraHusauuu (NpMemHOM pyKosBoauTena), BecT npuem
nocetuTtenew.

MK 1.2. OcywectBnate paboTy No noaroToBKe M MPOBELEHUIO COBELLAHWI, OE/10BbIX BCTPEY,
NPUeMOB M Npe3eHTaLni.

MK 1.3. OcyuwecTBnaTb NOArOTOBKY AE€N0BbIX MOE3A0K PYKOBOAWUTENA WU APYIMX COTPYAHWKOB
OpraHu13aLmu.

MK 1.4. OpraHu3oBbiBaTb paboyee MeCTo cekpeTaps U PpyKOBOAUTENA.

MK 1.5. OdopmaAaTb W perncTpMpoBaTb OpPraHM3aUMOHHO-PACMOPAAUTENbHbIE [AOKYMEHTbI,
KOHTPOAMPOBATb CPOKMU UX UCNOJTHEHMA.

MK 1.6. O6pabaTbiBaTb BXOAALLIME M UCXOOALLME AOKYMEHTbI, CUCTEMATU3MPOBATb UX, COCTAaBAATb
HOMEHKAATYpy Aen u GopMMUPOBaTb AOKYMEHTbI B AeNa.

MK 1.7. CamoctoaTenbHO paboTaTb C AOKYMEHTaMM, COAEpPXaWMMKU KOHOUAEHLUMNANbHYIO
MHbOpPMaLMIO, B TOM YUC/IE C OKYMEHTAMM NO IMYHOMY COCTaBy.



MK 1.8. OcyuiectBasaTb TesiepoHHOE 06CNYKMBaAHME, MPUHUMATL M NepeaaBaTb GaKchbl.
MK 1.9. OcylecTBasTb NOATOTOBKY A€ K Nepegaye Ha apxMBHOE XpaHeHUe.

MK 1.10. CocrtaBnATb oOnNuCKM Aen, OCYLWecTBAATbL MNOArOTOBKY Aen K nepefaye B apxuB
OpraHM3aLnm, rocyaapcTBEHHbIE U MYHULIMMA/IbHbIE apPXUBbI.

MK 1.11. BoigaBaTb B COOTBETCTBMU C MNOCTYMAIOLLMMM 3aNPOCAMM aPXMBHbBIE KOMUU U AOKYMEHTbI.

5.4.2. OpraHusauma apxXMBHOM W CNPaBOYHO-UHOOPMALMOHHOW pPaboTbl MO  AOKYMEHTam
OpraHun3aLmu.

MK 2.1. YuyactBoBaTb B paboTe MO 3KCMEPTU3E LEHHOCTU [AOKYMEHTOB B COOTBETCTBUM C
OEeNCTBYIOWMMM 3aKOHOAATEIbHbIMM aKTaMM U HOPMaTUBaMMU.

MK 2.2. BecTn paboTy B cucTemax 3/1eKTPOHHOIo fOKyMeHToobopoTa.

MK 2.3. Pa3pabatbiBaTb M BECTU KAacCUPUKATOPbI, TabBean 1 MHbIe CNPAaBOYHUKM NO JOKYMEHTAM
opraHu3saumu.

MK 2.4. ObecneunBaTb NPUEM M PALMOHAIbHOE Pa3MeLleHMe AOKYMEHTOB B apxuee (B TOM umcne
[OKYMEHTOB MO IMYHOMY COCTaBy).

MK 2.5. ObecneuynBaTtb y4eT U COXPAHHOCTb AOKYMEHTOB B apXuBe.

MK 2.6. OpFaHVI3OBbIBaTb MCNOJZ1Ib30BaHNE aAPXUBHbLIX OOKYMEHTOB B Hay4HbIX, CNPaBOYHbLIX U
NPaKTU4YeCKux uenax.

MK 2.7. OcyliecTBnaTb OpraHM3aUuMOHHO-METO4MYECKOe PYKOBOACTBO M KOHTPOJIb 33 paboTol
apx1Ba opraHM3aLmMmn 1 3a OpraHnsaumein JOKYMeHTOB B Ae10MPOM3BOACTBE.

5.4.3. OcyliectBieHne AOKYMEHTaUMOHHOro obecrnedyeHua ynpasieHUA M apxXMBHOro Aena c
MCNONb30BaHMEM MPOrPAMMHbBIX CPEACTB yyYeTa, XpaHeHUs, 06paboTKM 1 NOUCKA LOKYMEHTOB.

MK 3.1. OcywectBnaTe WHOOPMAUMOHHYIO paboTy MO [AOKYMEHTam, B TOM u4ucie c
NCNO/Ib30BaHMEM OPITEXHUKM, MPOrPAMMHbIX CPEACTB y4yeTa, XpaHEeHUA N MOMUCKA AOKYMEHTOB U APYrnx
cneunanm3npoBaHHbix 6a3 AaHHbIX.

MK 3.2. MpMHMMaTL Mepbl N0 YNOPAL0YEHMIO COCTaBa AOKYMEHTOB M MHPOPMALMOHHBIX MOTOKOB,
COKPALLEHMIO UX KOJIMYECTBA M ONTUMM3ALMMN AOKYMEHTONOTOKOB OpraHn3aumm.

MK 3.3. Bectu paboTy No cO34aHUIO CMNPaBOYHOrO annapata Mo [AOKYMEHTaM C UEenblo
obecrneyeHns yaobHoro n 6bICTPOro Mx Noucka.

MK 3.4. NoarotaBAnBaTh AaHHble, HEOBX0AUMbIe ANA COCTaBAEHUA CMPaBOK Ha OCHOBE CBeAeHU,
MMeIOLLMXCA B AOKYMEHTaX apXmBa.

MK 3.5. MpuHUMaTb y4acTne B pa3paboTKe NOKa/fbHbIX HOPMATMBHbLIX aKTOB OPraHW3auuu no
BOMNpPOCAM AOKYMEHTALMOHHOIo obecnevyeHnaA ynpaBieHUA U apXMBHOTO Aena.

MK 3.6. MpuHUmaTb ydyacTMe B paboTe nNo nogbopy WM PaCCTaHOBKE KaapoB CAYK6bl
[OKYMEHTaUMOHHOro obecrneyeHums ynpaBaeHus v apxmea OpraH1saLmu.

5.4.4. BbinosHeHWe paboT MO OAHON WMAM HECKONbKMM npodeccmam paboumx, LOMKHOCTAM
CNyXaLmX.

VI. TPEBOBAHUA K CTPYKTYPE MPOrPAMMbI NOArOTOBKU



CNELMANNUCTOB CPEAHENO 3BEHA

6.1. MNCC3 npeagycmaTtpuBaeT U3ydyeHME CeayoWmnX y4ebHbIX LMKI0B:
06LLero rymaHMTapHOro U CoLMaibHO-3KOHOMUYECKOTO;
MaTeMATUYECKOro M obLLero ecteCTBEHHOHay4YHOro;
npodeccMoHanbHoro;

" pasgenos:
y4yebHas NpaKTuKa;
NpPou3BOACTBEHHAA NPaKTUKa (N0 Npoduio cneunanbHoCcT);
NpPou3BOACTBEHHAA NPaKTMKa (NpeaanniomHasn);
NPOMEXKYTOYHaA aTTecTaums;
rocyfapcTBeHHasA UTOroBaa aTrecTaums.

6.2. O6asatenbHan yactb MMNCC3 no yyebHbIM UMKNAM AOMMKHA COCTABAATb OKOAO 70 NpPoOLEHTOB
oT obLero o6bema BpemeHu, OTBEAEHHOIO Ha UX OCBOeHMe. BapraTmeHas Yactb (okono 30 npoueHToB)
[AeT BO3MOMKHOCTb pacwmpeHus u (unau) yrnybneHus noAroTOBKM, ONpeaensemoin comepikaHuem
0bA3aTenbHOM 4YacTW, NOJIYYEHUS AOMOJNHUTENbHbIX KOMMETEHUNIA, YMEHUN N 3HAHUIA, HEOBXOAMMbIX
Ans obecrneyeHMa KOHKYPEHTOCNOCOOHOCTM BbIMYCKHMKA B COOTBETCTBMM C 3aNpoCamu PermoHasibHoro
PbIHKA TpyAa M BO3MOMKHOCTAMM MPOAOKEHUA 0bpasoBaHMA. AUCUMNAMHBI, MEXAUCLUUNANHAPHbIE
Kypcbl ¥ npodeccnmoHanbHble MOAYAM BapWATMBHOM YacTu onpegenatoTca obpasoBaTenbHOM
opraHusaumen.

O6wnii  rymaHUTapHbLIM M COLMANIbHO-IKOHOMMUYECKUIN,  MaTemaTUyecKuin u  obwui
€CTeCTBEHHOHaYYHbI/ yYebHble LMKAbl COCTOAT U3 ANCUMUMNIMH.

MpodeccMoHanbHbIM  y4ebHbI  UMKA  cocTOUT M3  obwenpodeccMoHanbHbIX AUCLUUNANH W©
npodeccroHanbHbIX MOLY/EN B COOTBETCTBUU C BUAAMW AeATeNbHOCTU. B cocTaB npodeccmoHanbHoro
MOAYNS BXOAUT OAMH UM HECKOIbKO MEXAUCUMMNAMHAPHBLIX KypcoB. Mpu ocBoeHMn obyyatowmmuca
npodeccnoHanbHbIX Moaynei NposoaaTca y4ebHasa u (Man) NPon3BoACTBEHHAA NPaKTUKa (no npodunto
CneunanbHoCTK).

6.3. ObA3aTeNbHaA YacTb 06LLEero rYyMaHUTAPHOIO U COLMabHO-3KOHOMMYECKOro y4ebHoro umkaa
MMNCC3 6a30Boit NOArOTOBKU [AOJI)KHA MNPEAyCMaTpMBaTb W3y4yeHWe CleaylowWwmx 00653aTesibHbIX
avcumnnumi: "OcHoBbl ¢unocopumn”, "WUctopua", "WHocTpaHHbI A3bIK", "®usnyeckaa KynbTypa';
yrnybneHHol noarotosku - "OcHoBsbl dunocodpun', "Uctopus"”, "Mcmxonorma obueHma", "MHoOCTpaHHbIM
A3bIK", "du3myeckas KynbTypa'.

ObsszaTenbHas 4YacTtb npodeccmoHanbHoro yyebHoro uukna MMNCC3 kKak 6a3oBoi, Tak U
yrnybneHHOW NOArOTOBKM AO/KHA nNpeaycMaTpuMBaTb M3yvyeHMe  AucuMnauHbl  "BesonacHocTb
Xu3HegesTenbHoctn". O6bem YacoB Ha AUCUMNANHY "Be3onacHOCTb Xu3HeaeaTebHOCTM" cocTaBaaeT
68 yacoB, 13 HUX Ha OCBOEHME OCHOB BOEHHOW CNYK6bI - 48 Yacos.

6.4. ObpasoBaTe/ibHON OpraHusaumen npu onpeaeneHmm cTpykTypbl MMCC3 1 TpyaoemKocTn ee
OCBOEHUA MOMKET MPUMEHATLCA CUCTEMA 3a4YETHbIX eAMHMUL, NPU 3TOM OAHA 3a4yeTHad eaunHMLA
COOTBeTCTBYET 36 akafAeMMyecKkMm vyacam.

Tabnunua 3



CTpyKTypa nporpammbl NO4rOTOBKU CMELUAINCTOB CpeaHero 3sBeHa
6a30B0i1 NOArOTOBKMU



MHpekc HanmeHoBaHMe y4yebHbIX LMKNOB, pa3aenos, Bcero B Tom uuncne MHAeKc n HaumeHoBaHMe Koabl
moaynei, TpeboBaHUA K 3HAHUAM, YMEHMAM, | MaKCUMAJSIbHOM Yyacos OVCUMNANH, dbopmmpyembix
NPaKTUYeCKOMY ONbITy y4ebHol 06s3aTeNbHbIX MeKANCUMNANHAPHBIX KOMMEeTeHLN
HarpysKku y4ebHbIX Kypcos (MOK)
obyuvatouwerocs 3aHATUM
(yac./Hea.)
Ob6s3aTenbHan YacTb y4ebHbix umknos MMNCC3 2376 1584
0orca.oo O6LWmMit rymaHUTapHbIN U counanbHoO- 522 348
3KOHOMMUYECKUIA YYeBHbIN UUKA
B pesynbTaTe UsyyeHma ob6s3aTeNbHOM YacTu 48 Orcs.01. OcHosbl OK1-9

y4ebHOro umKaa 0byyaroLmMinca AOKeEH:
yMeTb:

OpUEHTUPOBaTbCA B Hanbosee obLLMX
dnnocodcknx npobnemax 6bITUA, MO3HAHUA,
LeHHOCTeN, cBOOOAbI M CMbIC/IA KU3HU KaK
OCHOBax GOPMMPOBAHUSA KybTYpPbI
rpaxkgaHuHa n byayliero cneumanncta;
3HaTb:

OCHOBHbI€ KaTeropmuun n noHATUA punocoduu;
ponb GnAocodmm B }KU3HU YesIOBEKA U
obulecTsa;

OCHOBbI $pNN0COPCKOro y4eHus o bbITUK;
CYLLHOCTb NpoL,ecca No3HaHUS;

OCHOBbI HAay4HOM, PUNOCODCKOM U
PeIMIMO3HON KapTUH MUPa;

06 ycnosuax opmmnpoBaHUA IMYHOCTH,
cB0b6OAE M OTBETCTBEHHOCTU 33 COXPAHEHME
YKU3HU, KYNbTYPbl, OKPYKaOLLEN cpeabl;

0 COLMaNbHbIX U 3TUYECKUX Npobiemax,
CBA3AHHbIX C Pa3BUTUEM U UCMONIb30BAHNEM
OOCTUIKEHUIM HAYKU, TEXHUKM U TEXHONOTUA.

dnnocodpum




YMETb:
OpPUEHTUPOBATLCA B COBPEMEHHOM
3KOHOMMWYECKOM, NOUTUYECKOMN U KYNbTYPHOM
cuTyaumm B Poccum n mupe;

BbIAB/ATb B3aMMOCBA3b OTEYECTBEHHDIX,
pernoHanbHbIX, MMPOBbIX COLMANbHO-
3KOHOMMUYECKUX, MOANTUYECKUX U KYJIbTYPHbIX
npobnem;

3HaTb:

OCHOBHbI€ HaNpPaBAEHMA Pa3BUTUA KAIOUEBbLIX
pPerMoHoB Mupa Ha pyberke BekoB (XX n XXI
BB.);

CYWHOCTb M NPUYMHbI JIOKAJIbHbIX,
pPernoHanbHbIX, MEXTOCYAapPCTBEHHbIX
KOHPAMKTOB B KOHLEe XX - Hayane XXl BB.;
OCHOBHbI€e npouecchl (MHTerpayMoHHble,
NOZIMKYIbTYPHbIE, MUTPALLMOHHbIE U UHbIE)
NONMUTUYECKOTrO M SKOHOMUYECKOIO Pa3BUTUA
BeAYLMNX roCyAapcTB U PErMOHOB MUPa;
HasHauyeHne OpraHmnsaumm O6begMHEHHbIX
Hauwnit (OOH), OpraHumsauum
CeBepoatnaHTUyeckoro gorosopa (HATO),
Esponeickoro Coto3sa (EC) u gpyrux
OpPraHn3aLMin N OCHOBHbIE HAMNpPaB/eHUA UX
0eATeNbHOCTH;

0 PO/IN HAYKM, KYNbTYpPbl N PENUTUN B
COXPaHEHUUN U YKPENIEHUM HAUMOHAJIbHbIX U
rocy4apCTBEHHbIX TPAAULUN;

cofep)KaHne 1 HazHauYeHNe BarKHEeNLINX
NPaBOBbIX M 3aKOHOAATE/IbHbIX aKTOB
MUWUPOBOrO U PErMOHaIbHOro 3HaYEeHUS;

48

0Orca.02. Uctopuma

OK1-9

yMeTb:
0buwaTbcs (YCTHO M MMCbMEHHO) Ha

126

OrcC3.03. HocTpaHHbIM
A3bIK

OK1-9




MHOCTPAHHOM A3blKe Ha I'IpOd)ECCMOHaﬂbeIe n

nosceAHeEBHbIE TEMDbI;
nepesoanTb (CO Cl'IOBBpEM) MHOCTPaHHbIE
TEKCTbI I'IpOd)ECCVIOHaI'IbHOIZ HaNpPaB/1€HHOCTH;

CaMOCTOATE/IbHO COBEPLIEHCTBOBATL YCTHYIO U

NMUCbMEHHYIO peyb, MOMNONHATL CN0BapPHbIN
3anac;

3HaTb:

neKkcnyeckunii (1200 - 1400 nekcuyeckux
e4MHUL) U TPaMMaTUUYECKUIT MUHUMYM,
HeobxoAMMbIN ANA UTeHUA 1 nepesoaa (co
CNOBapem) MHOCTPaHHbIX TEKCTOB
npodeccMoHanbHOM HanpaBAeHHOCTH;

YMeTb:
MCNoNb30BaTb GU3KYNbTYPHO-
034,0p0BUTENbHYIO AEATENbHOCTb A/1A
YKpenneHua 340p0BbA, LOCTUKEHNUA
YKU3HEHHbIX U NPOdECCUOHANbHBIX Lienei;
3HaTb:

0 posin GU3NYECKOM KyNbTypbl B
06LLEKYNbTYPHOM, NPODECCMOHANBHOM U
COUMANbHOM PAa3BUTUM YE/IOBEKA;
OCHOBbI 34,0P0OBOro 06pasa KU3HW.

252

126

0Orca.o04. dunsmnueckan
Ky/bTypa

OK2,3

EH.00

MaTemaTnyeckumin u obLni
ecTecTBEHHOHAYYHbIN Yy4EeOHbIN LNKA

198

132

B pe3ynbTaTte nsyvyeHuns obasatesibHOM YacTm
y4ebHOro UnKaa 0byyatoWminca goNKeH:
yMeTb:

pelaTb 334341 Ha OTbICKaHWE NPOU3BOLHOM
CNOXHOM PYHKLMKN, MPON3BOLHbLIX BTOPOTO U
BbICLUNX NOPAAKOB;

EH.01. MaTemaTuKa

OK1-6,9




NPUMEHATb OCHOBHbIE METOAbI
WMHTErpMUPOBaHUA NPU peLleHnn 3aad;
NPUMEHATb MeToAbl MaTeMaTUYeCcKoro
aHanM3a Npu pelleHnn 3a4a4 NPUKNaaHoro
XapaKTepa, B TOM Yucae npodeccuoHasibHoM
HaMnpaB/1eHHOCTH,

3HaTb:

OCHOBHbIE MOHATUA U MeToAbI
MaTemaTU4yecKkoro aHannsa;

OCHOBHbIE YNC/IEHHbIE MeToAbl pelleHnn
NpUKAagHbIX 3a4ayY;

yMeTb:
paboTaTb C COBpPEMEHHbIMM ONepPaLMOHHbIMM
CUCTEMAMM, TEKCTOBbIMM PeaaKTOpPamu,
Tab/IMYHBIMM NpOLLECCOPAMM, CUCTEMAMM
ynpasaeHua 6azamm AaHHbIX, NPOrpaMmamu
NoAroToBKM Npe3eHTaLuii, UHPOPMALMOHHO-
NMOWCKOBbIMM CUCTEMAMM U NOb30BaTLCA
BO3MOXHOCTAMW MHPOPMALMOHHO-
TeNeKOMMYHUKALUMOHHOM ceTn "UHTepHeT"
(oanee - cetb UHTEpHET);

npodeccMoHanbHO ocyLw,ecTBAATL Habop
TEKCTOB Ha NePCOHAIbHOM KOMMbIOTEPE;
3HaTb:

TEXHMYECKME CPeacTBa U MPOrpammHoe
obecneyeHne NepcoHasibHbIX KOMMbIOTEPOB;
TeopeTnyeckme 0CHOBbI COBPEMEHHbIX
MHPOPMALLMOHHBIX TEXHONOMMIA 06LLErO U
CcNeunanmnsnpoBaHHOro Ha3HaYeHus;
PYCCKYIO M NaTUHCKYIO KNaBraTypy
NepCcoHasIbHOro KOMMbIOTEPA;

npasuna opopmaeHUsa LOKYMEHTOB Ha
NepcoHasibHOM KOMMblOTEpE;

EH.02. UHPopmaTHKa

OK4,5,9




YMeTb:

OpUEeHTUPOBaTbCA B Hanbonee obLLNX
npobnemax sKonorMm u
NPMPOAONO/b30BaAHMS;

3HaTb:

0cobeHHOCTM B3anmoaencTaunsa obuiectsa u
npupoasbl;

npuUpoAopPeCcypPCHbI NnoTeHuMan Poccuuy;
NPUHLUMBI U METOAbI PALMOHANBHOIO
NPMPOAONO/b30BaHMS;

npaBoOBble U COLMAJIbHbIE BOMPOCHI
NPUPOLONO/b30BAHMS.

EH.03. 3konornyeckue
OCHOBbI
NpPMPOAONO0Ab30BaHNA

OK3,6,7,9

.00

MpodeccroHanbHbI y4ebHbIN LKA

1656

1104

0r.oo

ObuwenpodeccnoHanbHble ANCUMNANHDI

918

612

B pesynbTaTe nsyyeHua obsasaTenibHOM YacTu
npodeccroHanbHOro y4ebHoro uuKkna
obyyatowmimnca OOMKEH:

YMeTb:

OPUEHTNPOBATLCA B BONPOCAX 3KOHOMMUYECKOM
TEOPUUN B COBPEMEHHbIX YC/IOBUSX;

3HaTh:

3aKOHOMEPHOCTU GYHKLUMOHUPOBAHUSA
PbIHOYHbIX MEXaHU3MOB Ha MUKPO- U
MaKpOYpPOBHSX U MeToAbl rocyapCTBEHHOro
perynuposaHus;

obuiue NoNoKEeHNA 3IKOHOMUUYECKON TeopUK;

OMn.01. 9KoHoMKMYecKan
TeopuA

OK1-7
MK1.1-1.3

ymeTb:

paccYMTbIBaTb NO NPUHATON METOA010MMM
OCHOBHbIE TEXHUKO-3KOHOMMYECKNE
NoKasaTen 4enaTesIbHOCTM OpraHusaumu;

Or.02. SKoHOMMKa
opraHu3saumm

OK1-7
MK1.1-1.3




3HaThb:
OCHOBHblE MUKPO- U MaKPO3KOHOMUYECKHNE
KaTeropuum v nokasarteam, MeToabl UX pacyeTa,

yMeTb:
ynpaBasaTb KOHGAUKTAMU U CTPeCcCaMu B
npouecce npodeccMoHabHON AeATeNbHOCTH;
3HaTb:

XapaKTepHble YepTbl COBPEMEHHOTO
MEHEAMKMEHTA; LMK MEHEOKMEHT];

npoLecc NPUHATUA U peanmnsaumnm
ynpaBaeHYeCcKUX pelleHnin, MHbopmMaLoHHoe
obecrneyeHne MEHEAKMEHTA;

OMM.03. MeHegXMeHT

OK1-9
NK1.1,1.2,1.4-
1.8,24,25

yMeTb:

NPUMEHATb KagpoBYHO NOJIUTUKY Ha
rocyapcTBEHHON U MYHUUMNANbHOM cnyxbe;
3HaTb:

CUCTEMY FOCYAaPCTBEHHbIX YUPEKAEHUN U
OpPraHOB MEeCTHOro camoynpaB/ieHus;
obuwme npuHUMnbl U TpeboBaHMA K
NPOXOXAEHWNIO FOCYAaPCTBEHHOM U
MYHULMNANbHOM CyKObl;
OpraHM3aLMoHHO-NPaBoBble GOPMbI
rocy,apCTBEHHOrO annapara ynpaBaeHus;

OMN.04. F'ocypapcTBeHHanA U
MYHUUMMNANbHanA cNy»ba

OK1-8
MK1.1-1.8

YMETb:

paboTtaTtb ¢ npodeccnoHanbHbIMU TEKCTaMM Ha
MHOCTPAHHOM A3blKe,;

COCTaB/ATb U 0HOPMAATL OPraHU3aLMOHHO-
pacnopAaguTesnbHY0 AOKYMEHTaLMIO Ha
MHOCTPaHHOM f3bIKe;

BECTW NeperoBopbl Ha MHOCTPAHHOM A3bIKE;
3HaTb:

ONN.05. IHOoCTpaHHbIM A3bIK
(npodeccroHanbHbIN)

OK1-7
MK1.1-1.3




NPaKTUYECKYO0 rPaMMaTUKY, HEobXxoaMMYH0
AnA npodeccnmoHanbHOro obueHns Ha
WMHOCTPaHHOM f3blKe;

0C06EHHOCTM NepeBoaa CNYKebHbIX
OOKYMEHTOB C MHOCTPAHHOrO A3bIKa;

yMeTb:
NPUMEHATb B NPodeccUoHaNbHOM
AeATeNbHOCTU NPUEMbI Ae/10BOr0 OOLLEHUS;
3HaTb:

OCHOBHble NpaBuaa NPodeccnoHabHON ITUKM
W NpUembl eN0BOro 06LLEHUA B KOIEKTUBE;
0COBEHHOCTU NPOPECCUOHA/IbHOM STUKUN U
NCUXON0TUKN AeN0BOro 0bLLEeHMA CayXKaLLMX
roCyapCTBEHHbIX M MHbIX OPraHM3aLMOHHO-
NpPaBoBbIX GOPM yUpPEXAEHUN U OpraHM3aLLNIA;

Onn.06. NMpodeccruoHanbHan
3TUKa U NCUXONOrUS
nenosoro obueHua

OK1-8
MK1.2-1.6,1.8

YMeTb:
€034,aBaTb 61aronpPUATHLIN NCUXONOTMYECKUI
KAMMAT B KOJIIEKTUBE;

3pPeKTUBHO yNpaBaATb TPYA0BbIMU
pecypcamu;

3HaTb:

cofepraHune KagpoBoro, MHPOPMaLMOHHOTO,
TEXHUYECKOro 1 NpaBoBoro obecneyeHus
CMCTeMbI YNPaBAEeHUA NePCOHANO0M;
OpPraHU3aLMOHHYI0 CTPYKTYPY CAYKObl
ynpaB/ieHMA NepcoHanom;

obuwue NpMHUUNBI YyNpaB/ieHUA NepcoHanom;
NPUHLMNbI OPraHM3auumM KagpoBon paboThl;
NMCUXONIOTMYECKME acreKTbl YNpaBAeHUs,
cnocobbl paspelleHna KOHGAMKTHbIX
CUTYaLUi B KONIEKTUBE;

OMN.07. YnpasneHue
nepcoHas oM

OK1-9
NnK1.7,2.6,2.7




YMeTb:

3alMLW,ATL CBOM NPaBa B COOTBETCTBUM C
TPYL,0BbIM 3aKOHOAATENbCTBOM;
NCMoNb30BaTb NPaBOBYO MHOPMaLMIO B
npodeccMoHanbHOM AeATe/IbHOCTY;
3HaTb:

npasa u 06A3aHHOCTU CAYXKALLUX;
3aKoHoZaTe bHble aKTbl U HOPMATUBHbIE
OOKYMEHTbI, peryavpytowme
NPaBOOTHOLEHUA GUINYECKUX U
IOPUANYECKMX NNL,

OCHOBHbI€ 3aKOHOAATE/IbHbIE aKTbl O
npasoBom obecneyeHUn NnpodpeccuoHaNbHOM
OeATENbHOCTU CAYMKALMX;

OM.08. MpasoBoe
obecneyeHne
npodeccMoHanbHoOM
OeaTeNnbHOCTU

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

YMeTb:

OpraHM30BbIBaTb M NPOBOAUTL MEPONPUATUA
no 3awmTe paboTaloLmMX U HaceneHmsa oT
HEeraTMBHbIX BO34ENCTBUIN YPE3BbIYANHbIX
cUTYyauumi;

npeAnpMHMMaTbL NPodUNAKTUYECKNE MepPbI
ONA CHUXKEHMA YPOBHA ONACHOCTEW
pa3fIMYHOro BMAA U UX NOCNEACTBUI B
npodeccMoHaNbHOM AeATeIbHOCTU U BbITY;
NCNoab30BaTb CPeACTBa UHANBUAYANBHOM U
KOJIIEKTUBHOM 3aLLMUTbI OT OPYXKMS MACCOBOTO
NoparKeHus;

NPUMEHATb NePBUYHbIE CPEeACTBA
NOMKapPOTYLIEHUSA;

OPMEHTUPOBATLCA B NepeyHe BOEHHO-YYETHbIX
cneuynanbHOCTEN N CAaMOCTOATENbHO
onpeaensaTb cpeamn HUX POACTBEHHbIE
NoJIY4YEHHOM CneunanbHoCTH;

NPUMEHATb NPOPECCUOHAbHBIE 3HAHUA B

68

Or.09. besonacHocCTb
*KU3HEeOeATeIbHOCTH

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




X04€e UCNoHeHMA 06A3aHHOCTE BOEHHOM
CNY»KObl Ha BOMHCKUX LONKHOCTSX B
COOTBETCTBUM C NOJIYYEHHOM
cneLmanbHOCTbIO;

B/1laAeTb cnocobamm 6€CKOHGAMKTHOTO
0bLweHns n camoperynaumm B NOBCeAHEBHOM
OeATeNbHOCTU U 3KCTPEMaNbHbIX YCI0BUAX
BOEHHOM CNyKbbl;

OKa3blBaTb NEPBYO NOMOLLb NOCTPAAABLINM;
3HaTb:

NPUHLMNbI 0becnevyeHnsa yCTon4ymBocCcTm
06bEKTOB 3KOHOMMKM, MPOFrHO3MPOBAHMA
pa3BUTUA COObLITUI M OLLEHKM NOCNeACTBUM
NPV TEXHOTEHHbIX YPe3BblYalHbIX CUTYALMAX U
CTUXMIAHDBIX ABNEHUSAX, B TOM YMC/E B YCNOBUAX
NPOTUBOLENCTBUA TEPPOPUIMY KaK CEPbE3HOM
yrpo3e HauMoHanbHoW 6esonacHocTu Poccuu;
OCHOBHbI€ BUAbI MOTEHLUMA/bHbIX OMACHOCTEM
N Ux nocnencTsma B npodeccnoHanbHom
AeATeNbHOCTU U BbITY, NPUHLMNbLI CHUXKEHUA
BEPOATHOCTU UX peannsaumu;

OCHOBbI BOEHHOW CNyK6bl U1 060POHbI
rocy4apcrea;

33341 M OCHOBHble MepPONpPUATUA
rpakgaHCKoM 060pOoHbI; cnocobbl 3aLWuTbI
HaceneHMA OT OPYKMA MACCOBOIO NOPAXKEHUS;
Mepbl NOXKapHOW 6e30MacHOCTM U NpaBMAa
6e30nacHOro NoBeAeHNA Npu NoxKapax;
OpraHu3aLmio M NOPALOK NPU3bIBaA FpaXkaaH
Ha BOEHHYO CNyXKOY M NOCTYNAEHUA HA Hee B
[06p0oBO/IBHOM MOpPAAKE;

OCHOBHbI€ BUAbl BOOPYKEHWUA, BOEHHOM
TEXHUKM U CMELNaNbHOro CHAPAXKEHUS,




COCTOALLME HA BOOPYKEHUN (OCHALLEHNM)
BOMHCKUX NOAPa3AeNEeHUN, B KOTOPbIX
NMEKTCA BOEHHO-YYEeTHbIE CMELMAbHOCTH,
poacTBeHHble cneymanbHoctam CMO;
obnactb NPUMEHEHMA NOAYYaEMbIX
npodeccMoHanbHbIX 3HaHWI NPU UCMONHEHNY
06a3aHHOCTEN BOEHHOW CYXKObI;

nopAaoK 1 NpaBK/ia OKasaHMA NepBoOW
NMOMOLLM NOCTPaAABLLMM.

Nnm.oo MpodeccmoHanbHble Moayn 738 492
nm.ol OpraHusauma AOKYMeHTaLMOHHOIo M/AK.01.01. OK1-9
obecneyeHns ynpaBneHns u JoKymeHTaunoHHoe MK1.1-1.10

®YHKLMOHUPOBAHUA OpraHn3aLmm

B pesynbTaTe UsyyeHuns npodpeccMoHaibHOro
MoAayNA 0byyaloWwminca AOMKEH:

MMETb NPaKTUYECKUIN OMbIT:

OpraHn3aumMmn OKYMEHTaLMOHHOTO
obecneyeHns ynpaBneHus u
dYHKLUMOHNPOBAHUA OpraHnsaLmm;

yMeTb:

NPUMEHATb HOPMATUBHbIE NPaBOBbIE aKTbl B
ynpaB/IEHYECKOW AeATEeNbHOCTY;
NnoAroTaB/AMBaTb NPOEKTbI YNPaBIEHYECKUX
peleHni;

obpabaTbiBaTbh BXOASLME U UCxoasLMe
OOKYMEHTbI, CUCTEMATM3NPOBATb UX,
COCTaBNATb HOMEHKANATYPY AeN U
dopmmpoBaTb AOKYMEHTbI B 4EN3;

roTOBUTb M NPOBOAUTL COBELLAHUSA, AE/10Bble
BCTPEYMN, NpMUEMbI U Npe3eHTaLmu;

3HaTb:

HOpMaTMBHbIE NPaBOBbIE aKTbl B 061acTU

obecneyeHue ynpasneHus

MAK.01.02. NpasoBoe
peryanposaHue
yrnpaBaeH4YeCcKom
[EeATeNbHOCTH

MZK.01.03. OpraHusauma
CEKpeTapcKoro
obcnyKuBaHuA




OpraHun3aLmMm ynpasieHYecKon 4eaTelbHOCTH;
OCHOBHbIE MPaBunIa XPaHEHUA U 3aLLMTbI
cnyxebHon nHbopmaumu.

MMm.02

OpraH13auma apxXmBHOM 1 CNPaBOYHO-
MHPOPMALIMOHHOM PaboTbl NO LOKYMEHTaM
opraHusaumm

B pesynbTaTe nsyyeHus npopeccMoHanbHOro
Moayna obyyaroLLminca LOoNKeEH:

MMETb NPaKTUYECKUIN ONbIT:

OpraHM3aLmm apXMBHOW M CNPABOYHO-
MHPOPMALLMOHHOM PaboTbl NO AOKYMEHTaM
opraHusauumu;

YMeTb:

OpraHM30BbIBATL AEATENIbHOCTb apPXMBA C
y4YeTom cTaTyca M npodunsa opraHnsaLmm;
paboTaTtb B cMCTEMAX 3/NEKTPOHHOTO
[OKYMeHTO060poTa;

MCMO/1b30BaTb B AeATE/IbHOCTU apXmnBa
COBpPEMEHHbIe KOMMbIOTEPHbIE TEXHOIOTUMK;
NPUMEHATb COBPEMEHHbIE METOANKN
KOHCEpPBALMKN 1 pecTaBpaLnmn apXmMBHbIX
[OKYMEHTOB;

3HaTb:

CUCTEMY apXUMBHOTO yNpaBaeHWA B
Poccuiickoin Pepepaumm n opraHnsaumio
ApxusHoro ¢poHaa Poccuinckon depepaunm;
CUCTEMY XPaHEHMA U 06PABOTKN JLOKYMEHTOB.

MAK.02.01. OpraHumsauma u
HOPMATMBHO-MPaBOBbIE
OCHOBbI apPXMBHOIO Aena

MZAK.02.02.
locyaapcTBeHHbIE,
MYHUUMMNA/IbHbIE aPXUBbI U
apPXU1BbI OpraHM3aLni

M/K.02.03. MeTtoauka u
NpPaKTUKa apXMBOBeAEHUA

MZAK.02.04. O6ecneyeHue
COXPAHHOCTU LLOKYMEHTOB

OK1-9
NnK2.1-2.7

MMm.03

BbinonHeHue paboT no ogHoM nam
HEeCKoJIbKMM npodeccram paboumx,
OOJIKHOCTAM CAY¥KaLLMX

BapuaTnBHas YacTtb y4ebHbIx uuknos MNMNCC3

1026

684




(onpenensaetca obpasoBaTenbHoOM
opraHu3aumein camocToATeNbHO)

Bcero yacoB 06y4yeHMA Mo y4ebHbIM LMKNAM 3402 2268
nnces
YN.00 YuyebHas npaKkTuKa OK1-9
6 Hen. 216 NK1.1-1.10,
2.1-2.7
(8 pea. NMpukasa MuHnpocseleHna Poccum ot 13.07.2021 N 450)
nr.oo Mpon3BoacTBeHHasA NpaKTuKa (no npoduto OK1-9
cneunanbHOCTH) 6 Hea. 216 MK1.1-1.10,
21-2.7
(8 pea. Mpukasa MuHnpoceeweHua Poccum oT 13.07.2021 N 450)
narn.oo Mpon3sBoacTBEHHAA NPAKTUKA 4 vep, 144
(npeagmniomHan)
(B pea. Mpukasa MuHnpocseleHna Poccum ot 13.07.2021 N 450)
MNA.0O0 lMpomeXKyTouHas aTTecTauma 3 Hega.
M'A.00 [ocypapcTBeHHAA UTOroBaA aTTecTauua 6 Hen,
NA.01 MoaroToBKa BbIMYCKHOM KBAaAUDUKALLMOHHOM 4 Hep.
paboTbl
MA.02 3alnTa BbIMYCKHOM KBaNIUPUKALLMOHHOM 2 Hen,.

paboTbl
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Tabnnua 4

Cpok nonyyeHua CrMNO no NMNCC3 6a30Boi NoAroTOBKU B O4YHOM dopme 0bydyeHus coctaBnaeT 95
HeAesb, B TOM Yncie:

O6yyeHune no y4ebHbIM UUKAaM 63 Heg,
YyebHasa npakTuKa
6 Hep,
MpounsBoacTBEHHAA NPaKTMKa (MO NpoduIto cneumnanbHOCTL)
MpousBoacTBeHHasA NpPakTMKa (NpeaaunaomHas) 4 Hep.
MpomerkyTo4yHaa aTTecTauma 3 Hep,
locymapcTBeHHas UTOroBas aTTecTaums 6 Hep,
KaHuKkynbl 13 Hep,
UTtoro 95 Hega.
Tabnuua 5

CTpyKTypa nporpammbl NOArOTOBKW CNELUANIUCTOB CpeaHero 3BeHa
yrny6neHHoOW NoAroToBKu



MHpekc HanmeHoBaHMe y4yebHbIX UMKNOB, Pa3aenos, Bcero B Tom uuncne MHAeKc n HaumeHoBaHMe Koabl
moaynei, TpeboBaHUA K 3HAHUAM, YMEHMAM, | MaKCUMAJSIbHOM Yyacos OVCUMNANH, dbopmmpyembix
NPaKTUYeCKOMY ONbITy y4ebHol 06s3aTeNbHbIX MeKANCUMNANHAPHBIX KOMMEeTeHLN
HarpysKku y4ebHbIX Kypcos (MOK)
obyuvatouwerocs 3aHATUM
(yac./Hea.)
Ob6s3aTenbHan YacTb y4ebHbix umknos MMNCC3 3672 2448
0orca.oo O6LWmMit rymaHUTapHbIN U counanbHoO- 804 536
3KOHOMMUYECKUIA YYeBHbIN UUKA
B pesynbTaTe U3yyeHns ob6s3atenbHOM YacTm 48 Orcs.01. OcHosbl OK1-9

y4ebHOro umKaa 0byyaroLmMinca AOKeEH:
yMeTb:

OpUEHTUPOBaTbCA B Hanbosee obLLMX
dnnocodcknx npobnemax 6bITUA, MO3HAHUA,
LeHHOCTeN, cBOOOAbI M CMbIC/IA KU3HU KaK
OCHOBax GOPMMPOBAHUSA KybTYpPbI
rpaxkgaHuHa n byayliero cneumanncta;
3HaTb:

OCHOBHbI€ KaTeropmun n noHATMA dpunocoduu;
ponb GnAocodmm B }KU3HU YesIOBEKA U
obulecTsa;

OCHOBbI $pNN0COPCKOro y4eHus o bbITUK;
CYLLHOCTb NpoL,ecca No3HaHUS;

OCHOBbI HAay4HOM, PUNOCODCKOM U
PeIMIMO3HON KapTUH MUPa;

06 ycnosuax GopMMUPOBaHMA JIMHHOCTY,
cB06OAE M OTBETCTBEHHOCTU 33 COXPAHEHME
YKU3HU, KYNbTYPbl, OKPYKaOLLEN cpeabl;

0 COLMaNbHbIX U 3TUYECKUX Npobiemax,
CBA3AHHbIX C Pa3BUTUEM U UCMONIb30BAHNEM
OOCTUIKEHUM HAYKM, TEXHUKU U TEXHONOTUIA;

dnnocodpum




yMeTb:

OPMEHTUPOBATLCA B COBPEMEHHOM
3KOHOMMWYECKOM, NOUTUYECKOMN U KYNbTYPHOM
cuTyaumm B Poccum n mupe;

BbIAB/ATb B3aMMOCBA3b OTEYECTBEHHDIX,
pernoHanbHbIX, MUPOBbLIX COLMANbHO-
3KOHOMMYECKUX, MONUTUYECKUX U KYNbTYPHbIX
npobnem;

3HaTb:

OCHOBHbI€ HanpaB/AeHUA Pa3BUTUA KNHOYEBDIX
perMoHoB mupa Ha pyberke Bekos (XX n XXI
BB.);

CYLLHOCTb M NPUYUHbBI NOKA/bHbIX,
pernoHanbHbIX, MEXrocyaapCcTBEHHbIX
KOHPAMKTOB B KOHLEe XX - Hayane XXl BB.;
OCHOBHbl€e NpoLLecchbl (MHTEerpPaLOoHHbIe,
NOJIMKYNbTYPHbIE, MUTPALMOHHbIE U UHbIE)
NO/IMTUYECKOTO M SKOHOMMYECKOTO Pa3BUTUA
BeAYLLMX rOCy[apCTB U PErMOHOB MMPa;
Ha3sHa4veHue OOH, HATO, EC n gpyrmnx
OpraHM3aumii U OCHOBHbIE HAaMpPaBAEHUA UX
OEeATeNbHOCTY;

0 POJIN HAYKU, KY/IbTYPbl U PENUTUM B
COXPaHEHUU U YKPENJIEHUN HALWOHA/IbHbIX U
rocyfapCTBEHHbIX TPAAULUN;

cofepaHune U Ha3HaYeHMe BarKHeMLWnx
NPaBOBbIX M 3aKOHOAATE/IbHbIX aKTOB
MWPOBOTO MU PErMOHaNbHOTO 3HAYEHUS;

48

0Orca.02. Uctopuma

OK1-9

yMeTb:

NPUMEHATb TEXHWUKM U Npnembl 3G GeKTUBHOIO
obueHna B npodeccnoHanbHom
OeATeNbHOCTY;

MCMONb30BaTb MPUEMbI CaMOpPEryaALUm

48

0Orca.03. Mcmxonorma
obuieHun

OK1-9
NK2.7,3.6




noseaeHuaA B NPOLLECCE MEKIUYHOCTHOrO
obueHusn;

3HaTb:

B3aMMOCBS3b OOLLEHNA U AEATENbHOCTY;
uenn, GyHKUMU, BUAbl U YPOBHU 0bLLEeHMUS;
POaN N poneBble OXUAAHMA B 0OLLEHNY;
BW/bl COLMANbHbIX B3aUMOAENCTBUN;
MeXaHW3Mbl B3aMMOMOHNUMaHMA B 06LLEHUN;
TEXHWKM U Npuembl obLeHus, npasuna
cnywanus, BeaeHun beceapbl, yoexaeHus;
3TUYECKMEe NPUHLMMbI 0BLEeHNS;
WUCTOYHWMKM, NPUYNHBI, BUAbI U CNOCOObI
paspelleHUsa KOHPANKTOB;

yMeTb:

0bwaTbcs (YCTHO M MMCbMEHHO) Ha
MHOCTPAHHOM fA3blKe Ha NPodeccUoHasbHbIE U
noscegHeBHbIE TEMbI;

nepeBoguTb (Co cnoBapem) MHOCTPaHHbIe
TeKCTbl NpodeccnoHanbHON HaNpPaBAEHHOCTH;
CamOoCTOATEIbHO COBEPLIEHCTBOBATb YCTHYIO U
NMUCbMEHHYIO pPeyb, MOMOJIHATbL CI0BapPHbIN
3anac;

NOHMMATb ANANOTUYECKYIO U
MOHOJIOTUYECKYIO peyb B chepe
npodeccMoHanbHOM AeATeIbHOCTY;

3HaTb:

nekcnveckunii (3000 nekcmyecKkmx eanHuL) 1
rpamMmmaTMyecknuii MUHUMMYM, HeOb6X0ANMBIN
ONf YTeHMA 1 nepesoja (Co cnosapem)
MHOCTPAHHbIX TEKCTOB NpodeccnoHanbHOM
HanpaBAEHHOCTU;

196

OrC3.04. MHocTpaHHbIM
A3bIK

OK1-9

ymeTb:

392

196

Orca.05. dusunyeckasn

OK2,3,6,9




NCMONb30BaTb PU3KYNbTYPHO-CNOPTUBHYIO
OeATeNbHOCTb AN1A YKPenaeHus 340p0BbA,
OOCTUNKEHUA KUHEHHDIX U
npodeccMoHabHbIX Lenewn;

3HaTb:

0 poan GU3NYECKOI KYyNbTypbl B
obLweKynbTypHOM, NpodeccnoHabHOM 1
COUMANbHOM PAa3BUTUM YE/TOBEKa;

OCHOBbI 34,0P0OBOr0 06Pa3a KU3HW.

Ky/AbTypa

EH.00

MaTtemaTnyeckuii 1 obwmin
€CTeCTBEHHOHay4HbI y4ebHbI LMKA

390

260

B pe3synbTaTte nsyyeHuns obAasaTesibHOMN YacTu
y4ebHOro LKA 0byYatoWminca gONKeEH:
yMeTb:

pelwaTb 334241 Ha OTbICKaHUEe NPOU3BOAHOMN
CNOXHOM PYHKLUUK, MPOU3BOAHbLIX BTOPOTO U
BbICLUMX NOPSAKOB;

MCNOJ1Ib30BaTb Pas/inYHbIE METObl
WMHTErpMpoBaHMA Npu pelLlieHnn 3aaauy;
MCNoNb30BaTb MeTOAbl MaTeMaTUYECKOro
aHann3a Npu peweHnn 3a4a4 NPUKNaaHOro
XapaKTepa, B TOM Yncne npopeccnmoHabHOM
HanpaBAEHHOCTH;

peLlaTb CUCTEMbI YPABHEHMIN C HECKOIbKUMM
nepemeHHbIMM MaTPUUYHbIM U APYTUMHN
cnocobamm:

NCnonb30oBaTb afrebpanyeckme metToabl Npu
peleHnn reoMmeTpUYeCcKnx 3aaay;

3HaTb:

OCHOBHbIE MOHATUA U MeToAbl
MaTeMaTUYeCKOoro aHaaM3a, TMHeNHON
anrebpbl M aHaIMTUYECKOM reomMeTpum;

EH.01. MaTtemaTuKa

OK1-6,9




OCHOBHbIE YUC/IEHHbIE METOAbl pelleHus
NPUKNaaHbIX 3a4au;

CYLLHOCTb, BUAbI U cnocobbl pelleHns 3agad
aHaNINTUYECKON reoOMeTpUM Ha NNOCKOCTU U B
MPOCTPaHCTBE;

YMeTb:
paboTaTb C COBPEMEHHbBIMW ONEPALNOHHBIMM
CUCTEMAMM, TEKCTOBbIMM PeaaKToOpamu,
Tab/IMYHbIMM NpOLLECCOPaMM, CUCTEMAMM
ynpasaeHua 6azamm AaHHbIX, NPOrpaMmmamu
NoAroToBKM Npe3eHTaLmii, UHPOPMALMOHHO-
MOMCKOBbLIMW CUCTEMAMM U NOJIb30BATLCA
BO3MOXXHOCTAMM rnobanbHOM ceTn NHTepHeT;
3HaTb:

OCHOBHble MeToAbl 1 cpeacTea cbopa,
06paboTKK, xpaHeHus, Nnepeaaym u
HakonaeHuA nHbopmaLmu;

TeXHUYECKMe CpeacTBa U NPorpamMmmHoe
obecneyeHne NepcoHasibHbIX KOMMbIOTEPOB;
TeopeTnyeckme 0CHOBbI COBPEMEHHbIX
MHPOPMALLMOHHBIX TEXHONOMMIA 06LLErO U
cnewumann3npoBaHHOrO Ha3HaYeHus;

EH.02. UHPopmaTHKa

OK4,5,9

yMeTb:
OpUEHTUPOBATLCA B Hanbonee obLmX
npobsiemax skonormm un
NpUpPoAoNo/ib30BaHUS;

3HaTb:

0cobeHHOCTU B3anmoaencTeus obliectsa un
npupoabl;

NpPUPOAOPECYPCHBIN NoTeHuMan Poccuuy;
NPUHLUMMBI U METOAbI PaLMOHANbHOTO
NpPUpPoAONo/ib30BaHUS;

EH.03. 9konornyeckue
OCHOBbI
NpMpPoOAONOAb30BaHNA

OK3,6,7,9




npaBsoBble N CoOLMaIbHblE BOMPOCHI
npnpoAaonoab3oBaHUA;

YMeTb:
MCMNONb30BaTb TEXHONOTMK cHOPa,
pa3smeLLeHns, XpaHeHUA, HaKoNAeHus,
npeobpasoBaHMA U Nepesayn AaHHbIX B
npodeccMoHabHO OPUEHTUPOBAHHBIX
MHPOPMALLMOHHbBIX CUCTEMAX;

obecneynBaTb A0CTOBEPHOCTb MHPOPMALUK B
npouecce aBTOMaTU3NPOBaHHOM 06paboTKn
OaHHbIX;

3HaTb:

Knaccndmkaumio MHGOPMaLMOHHBIX CUCTEM;
BMbl TEXHOJIOTMYECKMX NPOLLECCOB 06paboTKM
MHPOPMALMN B UHOOPMALMOHHBIX CUCTEMAX,
0COBEHHOCTM UX NPUMEHEHMUS;

MeToAbl M Npuembl obecneyeHumn
MHPOPMALLMOHHOM BE30MaCHOCTH.

EH.04. UHPopMaLMOHHbIe
CUCTEMDI B
npodeccMoHanbHoOM
AeATeNnbHOCTU

OK1-9
MK3.1-3.6

.00

MpodeccMoHanbHbIM y4ebHbIN LKA

2478

1652

on.oo

ObuwenpodeccnoHanbHble ANCLUMNANHDI

1180

786

B pe3ynbTaTte nsyvyeHuns obasatesibHOMN YacTu
y4ebHOro uMKaa 0byyaroLmMnca AOIKEH:
YMeTb:

OPMEHTUPOBATLCA B BOMPOCAX SIKOHOMUYECKOM
TEOPUU B COBPEMEHHbIX YC/I0BUSAX;

3HaTb:

3aKOHOMEPHOCTU GYHKLMOHUPOBAHUSA
PbIHOYHbIX MEXaHU3MOB Ha MUKPO- U
MaKpOYpPOBHSAX U METOAbI FOCYA3aPCTBEHHOIO
perynnposaHus;

ONn.01. 9KoHomKn4ecKasn
TeopuA

OK1-7
MK1.1-1.3




O6LLI,VIe NONOXEHMNA SKOHOMMUYECKOM TEeopuu,

ymeTb:

paccYMTbIBaTb NO NPUHATON METOA010MMM
OCHOBHbIE TEXHUKO-3KOHOMMUYECKNE
NoKasaTe/n 4eATesIbHOCTM OpraHusaumu;
3HaTb:

OCHOBHbIE MUKPO- 1 MaKPO3IKOHOMUYECKUNE
KaTeropum v nokasartenun, MeToAbl X pacyeTa;

Or.02. SKoHOMMKa
opraHu3aumu

OK1-7
MK1.1-1.3

yMeTb:

ynpasaaTb KOHGAUKTaMU U CTpeccamu B
npouecce npodeccMoHaNbHON AeATeNbHOCTH;
3HaTb:

XapaKTepHble 4epTbl COBPEMEHHOI0
MeHeIXKMeHTa;

LMK MEHeAXKMEHTa;

npoLecc NPUHATUA U peanmnsaumnm
ynpaBAeHYeCcKUX pelleHnin, MHbopmalMoHHoe
obecrneyeHne MEHEAXKMEHTA;

OnN.03. MeHeaXMeHT

OK1-9

MK 1.1,1.2,1.4-
1.8,

2.4,2.5

YMETb:

NPUMEHATb KaApOoBYIO MOJNTUKY Ha
rocy4apCcTBEHHOM U MyHULMNANbHOW CNyKbe;
3HaThb:

CMCTEMY FOCYAAPCTBEHHbIX YUPEKAEHUN U
OpraHoOB MECTHOro CamoynpaB/eHus;
obuwme npuHUMnbl U TpeboBaHMs K
NMPOXOXKAEHMIO FOCYAaPCTBEHHOMN U
MYHULMNANbHOW CNYXObl;
OpraHn3auMoHHO-NpPaBoBble GOPMblI
rocy4apCcTBEHHOro annapaTa ynpaBaeHus;

OMM.04. T'ocypapcTBeHHanA U
MyHMLMNaNbHas cny»Kba

OK1-8
MK1.1-1.8

ymeTb:

OnN.05. MHOCTpaHHbIN A3bIK

OK1-7




paboTaTb c NpodeccMoHaNbHbIMU TEKCTaMM Ha
MHOCTPaHHOM A3bIKE;

COCTaBNATb N 0POPMIATL OPraHU3aUMOHHO-
pacnopaguTeNibHY0 JOKYMEHTauMIo Ha
MHOCTPAHHOM A3blKe,

BECTW NEepPeroBopbl HA UHOCTPAHHOM A3bIKE;
3HaTb:

NPaKTUYECKYIO rPamMMaTUKy, Heobxoanmyto
Ana NnpodeccroHaNbHOro obLWeHnA Ha
MHOCTPaHHOM A3bIKE;

0c0b6eHHOCTM NepeBoaa CNyKEeOHbIX
OOKYMEHTOB C MHOCTPAHHOTO fA3bIKa;

(npodeccroHanbHbIN)

MK1.1-1.3

yMeTb:
NPUMEHATb B NPodeCccCUOoHaNbHOM
AeATeNbHOCTU NPUEMbI Ae/10BOFO OOLLEHUS;
3HaTb:

OCHOBHble Npasuaa NPodeccnoHabHON ITUKK
W NpUembl 4eN10BOro 0bL,EeHNA B KONIEKTUBE;
0Cc0beHHOCTU NPOodEeCcCUOHaAIbHOM STUKU K
NCUXONOTUN AEN0BOIO OBLLLEHMA CAYKALLMX
roCyLapCTBEHHbIX M MHbIX OPraHM3aLMOHHO-
NpPaBoBbIX GOPM yUpeKAEHWUA U OpraHN3aLunii;

Onn.06. NMpodeccruoHanbHan
3TMKa U NCUXonorusa
Aenosoro obuieHua

OK1-8
MK1.2-1.6,1.8

ymeTb:
npodeccroHanbHO oCyLEecTBAATL Habop
TEKCTOB Ha NEePCOHa/IbHOM KOMMbIOTEPE;
3HaTb:

PYCCKYIO M TaTUHCKYIO KNaBnaTypy
NepcoHaIbHOro KOMMbIOTEPA;

npasuia opopmMeHNs LOKYMEHTOB Ha
MepcoHanbHOM KOMMbIOTEPE;

On.07. KomnbtoTepHasn
06paboTKa JOKYMEHTOB

OK2,4,5,9
MNK1.1,13-1.9,
2.2,24,25

yMeTb:

0Onn.08. Mpasosoe

OK1-7




3aLlML,ATL CBOM NPaBa B COOTBETCTBUM C
TPYL,0BbIM 3aKOHOAATE/IbCTBOM;

MCMONb30BaTb NPaBOBYO MHOPMaLMIO B
npodeccMoHaNnbHON AeATeNbHOCTH;

3HaTb:

npasa 1 06583aHHOCTM CAyXKaLLUX;

3aKoHOZaTe ibHble aKTbl U UHbIEe
HOPMATUBHbIE NPABOBbIE JOKYMEHTbI,
peryanpytoLime npaBooTHOLW EHUA GUINYECKUX
W IOPUANYECKUX NNLL;

OCHOBHbI€ 3aKOHOAATE/NbHbIE aKTbl O
npasoBom obecneyeHnn NpodeccnoHanbHOM
OeATENbHOCTU CAYMKALMX;

obecneyeHune
npodeccMoHanbHoOM
AeATeNnbHOCTU

MNK1.1,1.2, 1.4,
15,1.7,1.8

yMeTb:

odbopMNATb LOKYMEHTALMIO MO YNPaBAEHUIO
KauyecTBOM NPOoAYKLUMM;

3HaTb:

OCHOBHbI€ MOJIOXKEHMA CUCTEM MEHEAKMEHTA
KayecTBa U TPeboBaHMA K HUM;
METOAMUYECKYIO U HOPMATUBHYIO
OOKYMEHTaLMIO MO ynpaBJeHUI0 KauecTBOM

npoayKUMM;

OM.09. YnpasneHue
KayecTsom

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

yMeTb:

co3aaBatb 6/1aroNpPUATHbIN NCUXOJIOTUYECKUIA
K/IMMaT B KOJINEKTUBE;

3pPeKTUBHO yNpaBaATb TPYA0BbIMU
pecypcamu;

3HaTb:

cofeprKaHune KafpoBoro, MHGOPMALLMOHHOTO,
TEXHUYECKOro 1 NpaBoBoro obecneyeHuns
CMCTEMbBI YNPABAEHUA NEPCOHANOM;
OpPraHM3aLMOHHYIO CTPYKTYPY CAYKObI

OMn.10. YnpasneHue
nepcoHas oM

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




ynpaB/ieHMA NepcoHanom;

obuue NpUHUUNBI YyNpaB/ieHUA NepcoHanom;
NPUHLMNbI OPraHM3auumM KagpoBon paboThi;
NMCUXONOTMYECKME acneKTbl yNpaBaeHus,
cnocobbl paspelleHns KOHGAUKTHbIX
CUTyaUMi B KOJIJIEKTUBE;

ymeTb:

MCNoab30BaTb METOAbl HAYYHOro NO3HAHUA B
nccnenoBaTeNbCKoOM 4eATENbHOCTH;

3HaTb:

0 nocneacTBMAX cBoel NpodeccnoHaNnbHOM
OeATeNbHOCTU C TOUYKM 3PEeHUs eANHCTBA
6uocdepbl M bBrocoumanbHOM NPUPOAbI
yesnoBeKa;

OCHOBHbIE TEPMMHbI M ONpeaeneHus,
ncnosnbsyemble Npu GoOpPMUPOBaHUN
[OKYMEHTOB B 06/1aCTW Hay4YHO-
nccnenoBaTeNbCKOM 4eATeNlbHOCTY;

OM.11. OcHoBbl
uccnenoBaTeibCKom
LeATeNbHOCTU

OK1-9
MK 2.1, 2.6, 3.2,
33,35

ymeTb:

NpoBOAMTb HEOBXOAMMbIE pacyeTbl Mo
Ha/fioroBomy, KpeautHomy, brogeTHoMy
peryaMpoBaHMIO 3KOHOMMYECKUX NPOLLECCOB;
3HaTb:

cnocobbl rocyaapcTBEHHOrO peryanpoBaHmn
3KOHOMMKM B NEPEXOAHbIV NEepPUoA K PbIHKY;
ANHAMUKY COLMANbHO-3KOHOMMNYECKMX
NPOLECCOB, NPOUCXOAALMX B CTPAHE, UX
CTaTUCTMYECKNE 3aKOHOMEPHOCTMY;
NPUHLMNLI U GOPMbI FOCYA3aPCTBEHHOTO
perynnmpoBaHma SKOHOMUKM B PbIHOYHbIX
YCNOBUAX;

OMM.12. FocypapcTBeHHOe
perynmposaHMe SKOHOMUKMU

OK1-9
MK 3.5, 3.6




YMeTb:

06bACHATb pasinyHblie Gopmbl
rocy,apCTBEHHOTO YNpaB/ieHUs;
N0/Ib30BaTbCA OCHOBHbIMW HOPMATUBHO-
NPaBOBbIMU A OKYMEHTaMK, ONpeaensownumm
CUCTEMY FOCYAaPCTBEHHOIO YNPaB/eHUs;
N0JIb30BaTbCA MaKPO3IKOHOMUYECKUMMU
nokasaTenamm;

BNAZETb METOAAMM paspeLleHuns
KOHOAMKTHBIX CUTYaLLNiA;

3HaTb:

Hay4YHble OCHOBbI CUCTEMbI FOCYAAaPCTBEHHOTO
ynpasaeHus;

CTPYKTYpPY OPraHoB rocygapCTBEHHOrO
ynpaBaeHus; coaepaHne U HanpasaeHne
rocy,apcTBeHHOMN NOUTUKY;

ynpas/ieHme coumnanbHon chepoli u
KOHGAMKTHBIMU CUTYALUAMU;

OMn.13. Cuctema
rocyAapCcTBEHHOIO
ynpasneHus

OK1-9
MK 2.6,2.7,3.6

ymeTb:

XapaKTepnsoBaTb UCNOJIHUTE/IbHYIO BAACTb B
coBpemMeHHol Poccun n npobnemsl ee
MoZepHM3aLmu;

06bACHATL CreumbUKy rocyaapcTBEHHOro
yrnpaBAeHWsA Ha PermoHaNbHOM YPOBHE;
3HaTb:

rocygapcTBeHHbIN annapat Poccun B cucteme
COBETCKOro rocyapcrsa;

nepuoapl CTaHOBNEHMA U 3BONOLUK
aAMUHUCTPATUBHO-KOMaHAHOM CUCTEMbI
ynpaBsneHus;

COBETCKMIA OMbIT aAMUHUCTPUPOBAHMA; KPU3UC
denepaTmsHoli cuctembl Coto3a COBETCKUX
Coumanuctuueckmnx Pecnybauk; nepuog,

OMM.14. OpraHusayma
rocyapCTBEHHbIX
yupexaeHunin Poccmm

OK1-9
MNK1.2,1.3,2.1,
2.6,3.5,3.6




CTaHOB/IEHMA HOBOM CUCTEMbI OpPraHn3aLmm
rocyaapcteeHHom Baactn B Poccum B 1990 -
1993 rr.;

OCHOBHbI€ NONOXKEHUA KOHCTUTYLLMK
Poccuiickoit Pepepaumm 1993 r. n npouecc
$bopmMpoBaHMA HOBbIX OPraHOB
rocyapCTBEHHOM BaCTy;
npeacTaBuUTeNbHbIE OpraHbl BAaCTW B Havane
XXI B., CTPYKTYPY UCNONHUTENBHOW BNACTH B
coBpemeHHon Poccum 1 npobnembl ee
MOZepHU3aLnK;

cneundunky pedopmmposaHna cyaebHol
cuctembl Poccuinickon @epepaumm;

yMeTb:
OpraHn30BbIBaTb M NPOBOAUTL MEPONPUATHUA
no 3awmTe paboTaloWmx U HaceneHns ot
HeraTMBHbIX BO34ENCTBUIM Ype3BblYaNHbIX
CUTyauni;

npeanpuUHMMaTh NPoduIaKTUYECKME Mepbl
ONS CHUXKEHUA YPOBHA ONacHOCTeM
pasIMYHOro BUAA MU UX NOCNEACTBUN B
npodeccMoHabHOM AeATENIbHOCTU U BbITY;
MCNoab30BaTb CPeACTBa UHANBUAYANbHOMN U
KONNEKTUBHOM 3alLUTbI OT OPYXKUA MacCoOBOro
nopakeHus;

NPUMEHATb NepBUYHbIE CPeACTBa
NoXKapoTyLLIeHUs;

OPUEHTUPOBATLCA B NEepeYHe BOEHHO-YYETHbIX
cneuunanbHOCTEN N CaMOCTOATENIbHO
onpeaensitb CPean HUX POACTBEHHbIE
Noay4YeHHOM’ CNeLunanbHOCTH;

NPUMeHATb NpodeccuoHasibHble 3HaHWA B
Xo/[e NcnonHeHma obasaHHOCTEN BOEHHOM

68

Ol.15. be3onacHocCTb
*U3HEeOeATeIbHOCTH

OK1-9
MK1.1-15,
2.1-24,27,
3.1-3.6
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CNyX6bl Ha BOUHCKUX AOJI}KHOCTAX B
COOTBETCTBUM C MNONYYEHHOM
CneuynanbHoOCTbIo;

BNaAEeTb cnocob6amm 6eCKOHGANKTHOTO
0obLeHna U camoperyasumnm B NoBCceaHEBHOM
0eATeNbHOCTU N SKCTPEeMasbHbIX YC/I0BUAX
BOEHHOWM CyX0Obl;

OKa3blBaTb NepPBYO NOMOLLb NOCTPaAaBLNM;
3HaTb:

NPUHLMNbI obecneyeHns yCToM4MBOCTH
06BbEKTOB 3KOHOMMKM, MPOrHO3MPOBAHNSA
pa3BUTUA COObLITUI M OLLEHKM NOC/eACTBUM
NPW TEXHOTEHHbIX Ype3Bbl4aMHbIX CUTYaLUAX U
CTUXUIHbIX ABNEHUAX, B TOM YMCNE B YCIOBUAX
NPOTUBOAENCTBUSA TEPPOPMU3MY KaK CEPbE3HOM
yrpose HaumoHanbHoi 6e3onacHoctTn Poccuu;
OCHOBHbI€ BMAbl NOTEHLMA/IbHbIX ONAacHOCTEMN
N Ux nocneacTsma B npodpeccnoHanbHom
0eATeNbHOCTU U BbITY, NPUHLMMNbI CHUXKEHUS
BEPOATHOCTM UX peanunsaunu;

OCHOBbI BOEHHOW CyK6bl U1 060POHDI
rocynapcrea;

3a/la4M 1 OCHOBHblE MeponpUATUA
rpa*kgaHcKkom 060poHbI; cnocobbl 3aWmThbI
Hace/IeHMA OT OPYXKNA MaCCOBOro NOPaXKeHUS;
Mepbl NoXKapHoM 6e30MacHOCTM U NpaBuna
6e3onacHoro nosegeHUaA Npu noxapax;
OpraHn3aLmio 1 NOPALOK NPM3bIBa FrpaXkaaH
Ha BOEHHYO CNyXKOY M NOCTYyNAEHUs Ha Hee B
A06poBO/ILHOM NopAAKe;

OCHOBHbI€e BM/ibl BOOPYKEHWA, BOEHHOM
TEXHWKM U CNELMANbHOrO CHaPAXKEHMS,
COCTOSALLME HA BOOPYKEHUWN (OCHALLEHNM)




BOMHCKMX NOAPa3aeNneHunii, B KOTOPbIX
MMEIOTCA BOEHHO-YYETHbIE CNeLManbHOCTH,
POACTBEHHbIE creunanbHocTam CMNo;
06/1acTb NPUMEHEHUSA NOyYaeMbIX
npodeccMoHabHbIX 3HAHWIN NPU UCNONHEHUMN
0b6A3aHHOCTE BOEHHOW CNyKbbl;

NopsAAOK W NpaBMa OKasaHWA NepBoi
MOMOLLM NOCTPaAaBLUUM.

nm.00 MpodeccrmoHanbHble Moayan 1298 866
nM.ol OpraHunsauma AOKYMEHTaUMOHHOIo M/K.01.01. OK1-9
obecneyeHna ynpaBaeHUA 1 JOoKymeHTaunoHHOe NnK1.1-1.11

OYHKUMOHMPOBaHUA OpraHM3aLmm

B pesynbTaTe nsyyeHus npopeccMoHanbHOro
MoAynsA 0by4aroLWwmmnca OONMKEH:

MMETb NPaKTUYECKUI OMbIT:

OpraHn3aumMmn OKYMEHTALMOHHOTO
obecneyeHus ynpaBneHus u
dYHKUMOHMPOBAHMA OpraHM3aLmu;

yMeTb:

NPUMEHATb HOPMATUBHbIE NPaBOBbIE aKTbl B
ynpaB/ieHYEeCKOW AeATeNbHOCTY;
noAroTaB/MBaTh NPOEKTbI YNPaBIEHYECKUX
peleHni;

0bpabaTbiBaTbh NOCTyNatoLme U
oTnpaB/Aemble OKYMEHTbI,
CMCTEeMaTU3NPOBaTb UX, COCTABAATb
HOMEHKNATYpy Aen u GopMmmnpoBaTtb
OOKYMEHTbI B A4ena;

roTOBUTb M NPOBOAUTL COBELLAHUSA, AE/10Bble
BCTPEYU, NPUEMbl U NPe3eHTaLmK;

3HaTb:

HOpMaTMBHbIE NPaBOBbIE aKTbl B 061acTU

obecneyeHue ynpasneHus

MK/A.01.02. NMpasoBoe
peryanposaHue
ynpaB/iieH4yecKomn
OEeATeNbHOCTH

MKZA.01.03. Opranumsauyma
CEKpeTapcKoro
obcnyuBaHuA




OpraHun3aLmMm ynpasieHYecKon 4eaTelbHOCTH;
OCHOBHbIE MPaBunIa XPaHEHUA U 3aLLMTbI
cnyxebHon nHbopmaumu.

Nnm.02 OpraHu3aums apxmBHOM U CNPaBOYHO- MAK.02.01. Opranumsaumamn |[OK1-9
MHPOPMALIMOHHOM PaboTbl MO AOKYMEHTaM HOPMaTMBHO-NPaBOBbIe NnK2.1-27
opraHmMsaumnm OCHOBbI apPXMBHOIO Aena
B pe3synbTtaTte U3yyeHna NpopeccnMoHanbHOro
MoAyna 0byyaroLLMiica AONKEH: MAK.02.02.

MUMETb NPaKTUYECKMI ONbIT: locyaapcTeeHHble,
opraHM3aLMm apxMBHOM M CNPaBOYHO- MYHULIMNAIbHbIE apXUBbI 1
MHPOPMALIMOHHOW PaboTbl N0 AOKYMEHTaM apxuBbl OpraHn3aLmii
szreaT:flsau,MM, M/AK.02.03. MeToauKa u
OpPraHU30BbIBaTb AeATEe/IbHOCTb apXMBa C PaKTKa apxnBoBeAEANA
y4yeTom cTaTyca n npoduna opraHmM3aumm; M/IK.02.04. O6ecneueHme
paboTaTb B CMCTEMAX SNEKTPOHHOTO COXPaHHOCTH AOKYMEHTOB
[OKYMeHTO060pOoTa;

NCNOJIb30BaTh B AEATENbHOCTM apXMBa

COBpPEMEHHbIE KOMMbIOTEPHbIE TEXHOOTUNM;

NPUMEHATb COBPEMEHHbIE METOAMKU

KOHCepBaLUmM 1 pecTaBpaLm apXmBHbIX

OOKYMEHTOB;

3HaTb:

CUCTEMY apXMBHbIX YYPEXLEHUN B

Poccuiickoin Pepepaumm n opraHnsaumio

ApxusHoro poHaa Poccuinckon deagepaunu;

CUCTEMY XPaHEHMA U 06PABOTKN JLOKYMEHTOB.

Mnv.o3 OcyuwiectsieHne AOKYMEHTaLMOHHOro MZAK.03.01. OK1-9
obecneyeHna ynpasaeHUA U apxXMBHOIO Aena ¢ NHpopmaLmoHHble MK3.1-3.6

NCNOJIb30BaHMEM NMPOrPaMMHbIX CPeacTB
y4yeTa, XpaHeHusa, 06paboTKu 1 Nnoncka
OOKYMEHTOB

TEXHO/I0TUN B
[OKYMEHTaLMOHHOM
obecneyeHuUn ynpasBieHus




B pesynbTaTe nsyyeHua npopeccMoHanbHOro
Moayna 0byyaroLLmiica LONKEH:

MMETb NPaKTUYECKUIN ONbIT:

paboTbl C NPOrpaMMHbIMU CPeACTBAMMU YYETa,
XpaHeHusi, 06pabOoTKM 1 NOUCKA AOKYMEHTOB;
OpraHu3aLmmn cnpaBoYHoO-MHPOPMaLMOHHON
OeATeNbHOCTU C AOKYMEHTaMU;

YMeTb:

paboTatb ¢ NpodeccnoHanbHo
OPUEHTUPOBAHHbBIM NPOTPAMMHbIM
obecneyeHnem B o6n1actu
OOKYMEHTaUMOoHHOro obecneyeHuns
ynpasneHua (aanee - 0Y) n apxmBHOro aena;
OpraHM30BbIBaTb BHEAPEHME
aBTOMAaTU3MPOBAHHOM CUCTEMbI B cyKbe [JOY
W apxmBe (TexHU4YecKoe 3agaHne, MOHATUE O
CASE-TexHon0ormsx);

Haxo4uTb Heobxoanmyto MHPopMaLuto,
No/1b30BaTbCA MHGOPMALMOHHbBIMM
pecypcamu cetm MHTepHeTa B 061acTu
OOKYMEHTOBEZEHUA U aPXMBHOTO AeNa;
paboTaTb C 3N1EKTPOHHBIMWU LOKYMEHTAMMU;
NCNo/1b30BaTb CETEBbIE NPOrPaMMHbIE U
TEeXHMYecKMe cpeacTsa B npodeccroHanbHom
OeATeNnbHoCTY;

3HaTb:

PbIHOK CMEeunanm3nMpoBaHHOIO NPUKAALHOTO
nporpammHoro obecneyenus B obnactn 40Y
M apXMBHOTO Aena (aBToMaTUyecKkme CUcTembl
ynpaBaeHMA AOKYMEHTamMK);

coBpemeHHoe cocTtoaHne J0Y
rocyapCTBEHHbIX U HEroCyAapCTBEHHbIX
YyUYpEeXKAEHUN, rOCYy[aPCTBEHHDIX,

U apxXmBHOM gene

MKA.03.02. MeTtoauka
paumMoHanmMsauum
[OKYMEHTaLMOHHOro
obecneyeHuna ynpasaeHus
W apXMBHOro gena

MK/.03.03. OpraHusauma
paboTbl C 3/1EKTPOHHbIMMU
OOKYMeHTaMu




MYHULMNANbHbIX N HErOCYAapPCTBEHHbIX
apxMBOB B 061aCTV NPUMEHEHMA
MHPOPMALLMOHHBIX TEXHONOTUIA U
NCNo/Ib30BaHUA CNeLnanm3MpoBaHHOro
nporpammHoro obecneyeHus;
KOpnopaTMBHble NHHOPMALLMOHHbIE CUCTEMBI,
ABTOMATM3MPOBAHHbIE MO CUCTEMAM
OOKYMEHTaLUMK, B TOM YMCAEe KagpoBoi,
byxyyeTa;

nepcrnekTUBHbIE HanpaBaeHUA
nHbopmatusaumnmn JOY 1 apxmBHOro Aena;
3aKoHoZaTesibHyto 6a3y, OCHOBHbIE Yrpo3bl
nHdopMaLMOHHON Be3onacHoCTH.

nMm.o4

BblnosHeHWe paboT No o4HOMN UK
HeCKo/IbKum npodeccusam pabounx,
OONIKHOCTAM CNYMKALLMX

BapuaTmnBHan YacTtb y4ebHbIx unknos NMNCC3
(onpenensaetca obpasoBaTenbHoOn
opraHu3aumei camocToATeNIbHO)

1620

1080

Bcero 4yacoB 06y4yeHMA Mo y4ebHbIM LiMKAAM
Mnnccs

5292

3528

¥Y1.00

YyebHan npaKkTuKa

Mnn.oo

MpounsBoacTBEHHAA NPaKTMKa (no npoduato
cneunanbHoCTH)

10 Hea.

360

OK1-9
MK1.1-3.6

nan.oo

MpounsBoacTBEHHAA NPaKTMKa
(npegannnomHasn)

4 Hep.

MA.00

n POMEKYTOYHaA aTTeCTaumA

5 Hep.




'A.00 [ocypapcTBeHHasA MTorosasa aTrecTauua 6 Hepa.

MNA.01 MoaroToBKa BbIMNYCKHOM KBanMpUKaLMOHHOM 4 Hep.
paboTsl

MNA.02 3alnTa BbIMYCKHOM KBaNUDUKALLMOHHOM 2 Hepg.,

paboTsl




Tabnnua 6

Cpok nosyyeHus CMO no MMCC3 yrny6aeHHOM NoAroTOBKM B O4HON dopme 0bydeHuMA cocTaBaseT
147 Hepenb, B TOM Uuncne:

O6yyeHune no y4ebHbIM UUKAaM 98 Hegp.
YyebHasa npakTuKa

10 Heg,
MpounsBoacTBEHHAA NPaKTMKa (MO NpoduIto cneumnanbHOCTL)
MpousBoacTBeHHasA NpPakTMKa (NpeaaunaomHas) 4 nep.
MpomerkyTo4yHaa aTTecTauma 5 Heg.
locymapcTBeHHas UTOroBas aTTecTaums 6 Hen,.
KaHukynapHoe Bpems 24 Hep.
UTtoro 147 Hep.

VIl. TPEBOBAHUA K YCNTOBUAM PEAJIU3ALUUN NPOTPAMMbI NOATOTOBKU
CNELUMANUCTOB CPEAHEIO 3BEHA

7.1. ObpasoBaTeNbHasA OpraHM3auMs CaMoCTOATE/IbHO pa3pabatbiBaeT U yTBepxaaer MMNCC3 B
cooTBeTCTBUM € HacToAwmm PIrOC CMO um c yuetom cooTBeTcTBYHOWEN NpumepHon MNMCC3.

Mepen Hauyanom paspabotkm MMCC3 obpasoBaTesnbHaa oOpraHM3auusa AOJIKHA ONpPeaennTb ee
cneunduKy C y4yeTOmM HanpaB/IeHHOCTM Ha YyAoBAeTBOpeHWe noTpebHocTel pblHKa Tpyaa W
paboTogartenei, KOHKPETU3NPOBATL KOHEYHbIE pe3y/ibTaTbl 06yYeHUs B BUAE KOMMETEHUNI, YMEHUI U
3HaHUN, NpNUobpeTaemMoro NPaKTUYECKOro onbITa.

KOHKpeTHbIe BUAbI OeATEeNIbHOCTH, K KOTOpbIM roToBUTCA o6yqa|ou1,m‘/'1cn, AO/TXKHbI
COOTBETCTBOBATb HpMCBaMBaEMOVI KBaﬂMd)MKaLI,MM, onpeaenAtb copgepxaHue O6pa3OBaTEHbHOVI
nporpammesil, pa3pa6aTb|BaeM017| 06pa3OBaT6ﬂbHOV1 opraHmsaumeﬁ COBMECTHO C 3aunHTepeCOoBaHHbIMMU
p360TOAaTEHHMM.

Mpun popmmposanHum MMNCC3 obpasoBaTenbHas opraHM3auma:

MMeeT MNpPaBO MUCMNo/b30BaTb 06beM BpemeHW, OTBEAEHHbI Ha BapuaTUBHYIO 4YacTb y4YebHbIX
unknos [MMCC3, ysenuumsaa npuM 3TomMm o6bem BpemeHW, OTBeAEHHbIA Ha AUCUUMAMHBI U MOAYAU
ob6s3aTenbHOM YacTn, AMb6o BBOAA HOBble AWUCLMMAUHBLI U MOAY/IM B COOTBETCTBMM C NoTpebHoCTAMMU
paboTtogatenei n cneunduUKon aesTelbHOCTU 06pa3oBaTe/IbHOM OpraHMU3aLnm;

MMeeT NpaBo onpeaenaTb ANA 0CBOEHMA 0byyaloWmMmmca B paMKkax npodeccMoHanbHOro moayns
npodeccmio paboyero, [ONKHOCTb CAy)Kawero (oAHY WAW HECKO/IbKO) COrNacHO MNPUJIOMKEHUIO K
HacToAwemy ®roc Cno;

obasaHa exerogHo o6HoBasaTb MMCC3 ¢ yyeTom 3anpocoB paboTopartesneit, ocobeHHocTel
Pa3BUTUA pPErruoHa, Ky/AbTypbl, HAayKW, IKOHOMUKWU, TEXHUKU, TEXHOJIOTMN U couManbHOW cohepbl B
pamMKax, ycTaHoBAEHHbIX HacToawmm ®IroC CMNo;

06a3aHa B paboumx yyebHbIx NporpaMmmax BCeX AUCUMNAMH U NPOdECCMOHANbHBIX MOAY/eil YETKO
dopmynunposath TpeboBaHMA K pesynbTaTaM WX OCBOEHUA: KOMMNETeHUMAM, npuobpetaemomy
MPaKTUYECKOMY OMbITy, 3HAHUAM U YMEHUAM,;



obna3aHa obecneumBatb 3GHEKTUBHYIO CaMOCTOSTE/IbHYIO PaboTy oby4yalowmMxcs B COYETAHUU C
COBepLIEHCTBOBAaHMEM YyrMpaB/ieHMA el0 CO CTOPOHbI npenojasaTeneil U1 MacTepoB NPou3BOACTBEHHOMO
o0byueHus;

obszaHa obecneumBaTb O06YYalOLWMMCA BO3MOXKHOCTb Yy4yacTBoBaTb B GOPMMpPOBaHUK
MHAMBKUAYAIbHOW 06pa3oBaTeNbHOM NPOrpaMmmbl;

oba3aHa ¢opmMMpoBaTb COLIMOKYNbTYPHYIO cpeay, COo34aBaTb YC/0BMA, Heobxoaumble Ans
BCECTOPOHHEro Pa3BUTUSA W  COLMANM3AUMM  JIMYHOCTU, COXPaHEHMA 340poBba  obyyatowmxcs,
CnocobCTBOBaTb PA3BUTMIO BOCMMUTATENBHOIO KOMMOHEHTA 06pa3oBaTeNbHOro Mpouecca, BKALOYas
pa3BUTME CTYAEHYECKOro CcamoyrnpasBiaeHus, ydvactme obyyalowmxca B paboTe 06LLECTBEHHbIX
OpraHusaLmin, CNOPTUBHBIX M TBOPYECKUX KyDOB;

OONIXKHa NpeaycMaTtpuBaTh B LLEAX Peannsalmm KOMMNETeHTHOCTHOrO NoaxoAa UCMoib3oBaHue B
06pasoBaTeNbHOM MPOLECCE aKTUBHbIX M MHTEPAKTUBHBLIX GOPM NPOBEAEHNA 3aHATUIN (KOMMNbIOTEPHbIX
CUMYNAUMI, OEenoBbiX U PONEBbIX UrP, pasbopa KOHKPETHbIX CUTYauWid, NMCUXONOTUYECKUX U MHbIX
TPEHWHIOB, TPYNMOBbIX AMCKYCCUIM) B COYETAHUW C BHEAYAUTOPHOM pabotoi ana GopmMUPOBAHUS M
pa3BUTMA 06LWMX N NPpodeccMoHaNbHbIX KOMMNETEHLMUIN 0byyatowmxcsa.

7.2. MNpn peanunsaummn MMCC3 obyyatowmecas MMEIOT aKageMuyecknme npasa M 06s3aHHOCTU B
cooTBeTcTBUM Cc PegepanbHbiMm 3aKOHOM OT 29 aeKkabps 2012 r. N 273-d3 "O6 obpasoBaHuM B
Poccuiickoit ®eapepauumn” <1>.

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

7.3. MakcuMmanbHbii 06bem y4ebHOM Harpysku obyvatoweroca coctasnneT 54 aKagemUyecknx
yaca B HeeNto, BKAoYasA BCe BUAbl ayAUTOPHOM U BHEAYAUTOPHON yuebHOM HarpysKku.

7.4. MaKcumarnbHbiit 0b6bem ayguMTOPHOM y4yebHOM Harpyskm B o4yHOW ¢opme obydyeHus
coctaBnfAeT 36 akafeMUYEeCKMX HAacoB B HeAENH0.

7.5. MaKcMmanbHbI 06bem ayauMTOpHON y4ebHOM Harpy3kM B OYHO-3a04YHOM dopme 0byyYeHun
cocTaBnsaeT 16 akagemnyeckmx 4acoB B Hegento.

7.6. MaKkcuMManbHbii 06bem ayaAUTOPHOM y4ebHOM HarpysKu B rof B 3a04HoOM popme obyuyeHus
cocTtaBnseT 160 akageMnyecknx 4acos.

7.7. Obwan NpoAo KUTENbHOCTb KaHUKYA B y4yebHOM rody AO/IKHA coCcTaBnATb 8 - 11 Heaenb, B
TOM YMC/ie He MeHee 2-X HeaeNb B 3MMHUI nepuoga,

7.8. BbINoNHEHWE KYpCOBOro npoekTa (paboTbl) paccmaTpuBaeTcs Kak BUA y4ebHoi paboTbl no
avcumnavHe (gucumMnanHam) npodeccMoHanbHOro yyebHOro uMKAa M (Mam) npodeccroHanbHomy
moaynto (Moaynsm) npodeccMoHasbHOro y4yebHOro LUuMKAa M peanusyeTcs B Mpefenax BpPemMeHw,
OTBEZLEHHOTO Ha ee (MX) n3yyeHue.

7.9. OycumnnuHa "®dusmyeckas KynbTypa" npeaycmaTpuBaeT exkeHeaenbHO 2 Yaca 06s3aTeslbHbIX
ayAWUTOPHbIX 3aHATUIA U 2 Yaca CamoCTOATENbHOM PaboTbl (3a CYET PasINYHbIX GOPM BHeay[UTOPHbIX
3aHATMI B CMIOPTUBHBIX KNyBax, CeKLmMsAX).

7.10. ObpasoBaTteibHaA opraHM3auua MMeeT NPaBo A4/1A NOArpynn AeByLleK MCNO/b30BaTb YacTb
y4ebHOro BpemeHu AucuMnauHbl "Be3onacHocTb Ku3HeaeATenbHocTM" (48 4yacoB), OTBEAEHHOro Ha
N3y4YeHMe OCHOB BOEHHOM CNy»KObl, HA OCBOEHWE OCHOB MEANUMHCKMX 3HAHMUIA.
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7.11. NonyyeHne CMO Ha 6ase OCHOBHOrO o06WeEro 06pa3oBaHUA OCYLLECTBAAGTCA C
0AHOBPEMEHHbIM NoJsyYeHMem cpefHero obuiero obpasoBaHus B npegenax MMCC3. B atom cnyyae
MNCC3, peanusyemasa Ha 6ase OCHOBHOro obuiero obpas3oBaHuA, paspabaTbiBaeTca Ha OCHOBe
TpeboBaHUI coOTBETCTBYOWMX deaepanbHblX FOCyAapCTBEHHbIX 06OpasoBaTesibHbIX CTAHAAPTOB
cpepHero obuwero obpasosaHua u CMNO c yueTom noayyaemolii cneumanbHoctn Cro.

Cpok ocBoeHus MMCC3 B o4yHOM dopme obydyeHua ans nAuu, obyyarwowmxca Ha 6ase OCHOBHOrO
oblero obpasoBaHus, yBeIMUMBAETCA Ha 52 HeAenun U3 pacyeTa:

TeopeTuyeckoe obyyeHune (Npu obsa3aTenbHOM y4yebHOM Harpy3Ke 36 YacoB B Heaento) 39 Hegp.
NPOMEKYTOYHas aTTecTaums 2 Hep,
KaHWKYbI 11 Hegp.

7.12. KoHcynbTauum pans obyyalowmxca no O4YHOM WM OYHO-3a04HOM dopmam 0b6yyeHus
npeaycmatpuBatoTcs obpasoBaTesibHOM opraHM3aumelt M3 pacyeta 4 Yaca Ha ogHoro obyyatolieroca Ha
Kakabl y4yebHbIl rod, B TOM Yync/ie B nepuo peannsaumm obpasoBaTtesibHOM Nporpammbl CpeaHero
obuwero obpasoBaHuA gnsa nuu, obydarowmxca Ha 6as3e ocHoBHoro obuiero obpasoBaHua. Dopmbl
npoBefeHUs KOHCyAbTauuid (rpynnosble, MHAMBUAYaANbHble, MUCbMEHHbIE, YCTHble) onpeaenatoTcs
obpasoBaTesibHOM opraHM3aLumen.

7.13. B nepuopg, obyyeHuna ¢ toHOWaMM NpoBoaATCA yyebHble cbopbl <1>.

<1> NyHKT 1 ctatbu 13 depepanbHoro 3akoHa ot 28 mapta 1998 r. N 53-d3 "O BOMHCKOM
06A3aHHOCTM M BoeHHOM cnyxbe" (CobpaHue 3aKoHogaTenbcTBa Poccuinckoit ®epepaymm, 1998, N 13,
cT. 1475; N 30, cT1. 3613; 2000, N 33, c1. 3348; N 46, cT. 4537; 2001, N 7, cT1. 620, cT. 621; N 30, cT1. 3061;
2002, N 7, ct. 631; N 21, c1. 1919; N 26, cT. 2521; N 30, cT. 3029, cT1. 3030, c1. 3033; 2003, N1, cT. 1; N §,
cT. 709; N 27, cT. 2700; N 46, cT. 4437; 2004, N 8, cT. 600; N 17, cT. 1587; N 18, cT. 1687; N 25, c1. 2484; N
27,ct. 2711; N 35, cT. 3607; N 49, cT1. 4848; 2005, N 10, ct. 763; N 14, c1. 1212; N 27, cT. 2716; N 29, cT.
2907; N 30, cT1. 3110, ct. 3111; N 40, cT. 3987; N 43, cT. 4349; N 49, cT1. 5127; 2006, N 1, cT. 10, cT. 22; N
11, cT. 1148; N 19, cT1. 2062; N 28, cT. 2974; N 29, c1. 3121, cT. 3122, cT. 3123; N 41, cT1. 4206; N 44, cT.
4534; N 50, cT. 5281; 2007, N 2, c1. 362; N 16, cT. 1830; N 31, cT. 4011; N 45, c1. 5418; N 49, cT. 6070, CT.
6074; N 50, cT. 6241; 2008, N 30, c1. 3616; N 49, c1. 5746; N 52, cT. 6235; 2009, N 7, c1. 769; N 18, CT.
2149; N 23, cT. 2765; N 26, c1. 3124; N 48, cT1. 5735, c1. 5736; N 51, cT. 6149; N 52, cT1. 6404; 2010, N 11,
ct. 1167, c1. 1176, ct. 1177; N 31, cT. 4192; N 49, cT. 6415; 2011, N 1, cT. 16; N 27, cT. 3878; N 30, cT.
4589; N 48, c1. 6730; N 49, cT. 7021, cT. 7053, cT. 7054; N 50, cT. 7366; 2012, N 50, cT. 6954; N 53, cT.
7613; 2013, N 9, c1. 870; N 19, cT1. 2329; cT. 2331; N 23, cT. 2869; N 27, cT1. 3462, cT. 3477; N 48, cT.
6165).

7.14. MpakTuka asndeTca obssatenbHbiM pasgenom MMCC3. OHa npeactaBndaet coboi Bupg,
y4ebHOI [eATeNbHOCTM, HanpaBfeHHOM Ha ¢GopmMMpOBaHME, 3aKpenaeHue, PasBUTUE MPAKTUYECKUX
HaBbIKOB U KOMMETEHLUUN B NPOLLECCE BbIMONHEHUA ONpeaefieHHbIX BUA0B paboT, cBA3aHHbIX ¢ byayLueit
npodeccMoHanbHOW aeatenbHocTbio. Mpu peanmsaumnm MNMNCC3 npeaycMmaTpmBatoTca cnegytowme suapl
NPaKTUK: y4ebHaa 1 NPon3BOACTBEHHAS.

MNpounssoacTBEHHAA MPAKTUKA COCTOUT M3 ABYX 3TANOB: NPaKTUKM NO I'IpO(I)MJ'IlO cneunanbHOCTN U
HDEAAMHHOMHOVI NPaKTUKMN.

YyebHaa npakTMKa U NPOU3BOACTBEHHasA MpakTUKa (No npoduaio cneunanbHOCTM) NPoBOAATCA
obpa3oBaTesibHON OpraHM3aLMen NPU OCBOEHUM Oby4YatoWMMMCa NPOdECCUOHaAsIbHbIX KOMMNETEHLUIN B
pamMKax npodeccMoHaNbHbIX MOAYAEN U MOTYT Peasn30BbIBaTbCA KaK KOHLLEHTPUPOBAHHO B HECKOJIbKO
NepuoaoB, TaK U paccpefoTOdMeHO, 4Yepeayacb C  TEOPETUYECKMMWM  3aHATUAMM B pamKax
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npodeccMoHanbHbIX MOAYNEN.

Lenn w 3agauu, nporpammbl M GOpPMbl OTYETHOCTU OMpeaenatoTca o0bpasoBaTesbHOM
OpraHu3aLmMen No Kaxkaomy BUAY NPaKTUKMK.

Mpou3BOACTBEHHAA MPAKTUKA AO/MKHA NPOBOAMTLCA B OpraHM3auuAx, HanpasaeHue
[AeATeIbHOCTM KOTOPbIX COOTBETCTBYET NPodu/Io NOAroTOBKM 06yYatoLLmMXca.

ATTecTauma no MToram NPomn3BOACTBEHHOW NPAKTUKKN NPOBOAUTCA C Y4eTOM (MAN Ha OCHOBaHMM)
pe3yNbTaToB, NOATBEPKAEHHbIX 4OKYMEHTAMM COOTBETCTBYHOLLMX OPraHU3aLmi.

7.15. Peanusauma MMCC3 no cneuuanbHOCTM AO/XKHa obecneymsBaTbCAs MNeaarorMyeckumm
Kagpamu, WMeWmMmMn Bbicllee obpa3oBaHMe, COOTBETCTBylOLlee npodualo npenogaBaemon
avcumnamHbel (moayns). OnbIT AeATeNbHOCTU B OpraHM3auuMax COOTBETCTBYHOLLEN NpodeccMoHaNbHOM
coepbl ABnAeTcA obsA3aTeNbHbIM ANA NpenojasaTesiel, OTBeYaloWMX 3a OCBOeHMe obyyatowmmen
npo¢$eccMoHanbHOro y4yebHoro UMKANa. MNpenoaasatenu nonyvatoT O0NONHUTENbHOE
npodeccMoHanbHoe obpa3oBaHMe NO NPOrpaMmam MoBbILWEeHUA KBaaMdUKauum, B ToM yncie B popme
CTaXXMPOBKU B NPOdPUIbHbIX OpraHM3aumax He pexe 1 pasa B 3 roga.

7.16. MMCC3 ponxHa obecneuymBatbcad Yy4ebHO-METOAMYECKON [AOKYMEHTaUMelr Mo BCeMm
OUCUMNIMHAM, MEXANCUMNNMHAPHbIM Kypcam M npodeccnoHanbHbim moaynsm MMNCC3.

BHeaygmTopHas paboTa 40/KHA  COMPOBOMAATbCA  MeToAMYeckum  obecrieyeHnem MU
obocHOBaHMEM pacyeTa BpeMeHM, 3aTPaunBaemMoro Ha ee BbiMoIHEHUE.

Peanuszauma MMNCC3 gonxkHa obecneumBaTbCa AOCTYNOM KarKaoro obyyatowerocsa K 6azam gaHHbIX
n 6ubanoTeUYHbIM doHAAM, GOPMUPYEMBIM MO NMOJHOMY MepeyHto gucumnand (mogynen) MMNCC3. Bo
BPEMS CaMOCTOATE/IbHOM MOArOTOBKM Oby4yatowmeca AO0/KHbl ObiTb obecneyvyeHbl AOCTYNOM K CeTu
UHTepHeT.

Karkgblh obyyatowmiica aomkeH 6biTb obecrneyeH He meHee Yem OAHMM y4ebHbIM nevyaTHbIM U
(nnn) aneKTPOHHbIM M34aHUEM NO KaXKA0M ANCUMNAMHE NPOPEecCMOHaNbHOro YyY4ebHOro UMKNa U OAHUM
y4ebHO-MeToANYEeCKMM  NeyaTHbIM U (MAKW)  3NEeKTPOHHbIM  M3A4AHMEM MO Kaxaomy
MEKONCUMMNIMHAPHOMY KypCy (BKAOYAsA 3/1eKTPOHHbIe 6a3bl Nepnoanyeckux nsgaHni).

BubnnoTeuHbli ¢GoHA A0NKEH bObiTb YKOMMIEKTOBAH MNedyaTHbIMU U (MAKM) SNEKTPOHHbIMM
M34aHMAMM OCHOBHOM WU AOMNOJIHUTENbHOM y4ebHOM nuTepaTypbl NO AUCUMMIMHAM BCeX y4ebHbIX
LUMK/OB, U3aHHOW 3a NnocneaHune 5 ner.

BubnnoteyHbih ¢poHH, NoOMMMO y4yebHOM NUTepaTypbl, AO/MKEH BKAOYATb OdUUMAbHbIE,
cnpaBoYHO-bubAnorpaduyeckne U nepuoanyeckmue M3gaHusa B pacdete 1 - 2 sK3emMniapa Ha KarKabix
100 obyuaroumxcs.

Kaxgomy o6yqa|ou1,etv\ycs| AO0NKeEH 6bITb 0becneveH AOCTyn K KOMMNNEKTaM 6ubnnoTteyHoro
d)OHAa, COCTOALWMM HEe MeHee Yem n3 5 HaMMeHOBaHUN pOCCMﬁCKMX KYpPHanos.

ObpasoBaTesibHaA  OpraHM3auMa [O/MKHA  NPefocTaBuTb  0ByyaloOWMMCA  BO3MOMKHOCTb
onepatMBHOro obmeHa nHpopmaumeit ¢ poccMnMckMmmn obpasoBaTeibHbIMM OPraHM3aLMAMN U AOCTYN K
COBpPEMEHHbIM NPOodecCMOoHaNbHbIM 6a3am AaHHbIX U MUHPOPMALIMOHHBIM pecypcam ceT MHTepHeT.

7.17. Npuem Ha obyuyeHune no NMCC3 3a cyeT 6IOAKETHBIX aCCUTHOBaHUI deaepanbHOro 6roaXxKeTa,
6roaxeToB cybbeKkToB Poccuiickoit egepaumm u MecTHbIX 610a4KETOB ABASIETCA 0OLLLEAOCTYNHbIM, €C/N
MHOE He NpeaycMOTPEHO YacTbio 4 cTaTbM 68 PeaepanbHOro 3akoHa ot 29 gekabpa 2012 r. N 273-¢3
"O6 obpasosaHuMu B Poccuiickoin Pepepaumnn" <1>. duHaHcuposaHue peanusauum MNMNCC3 A0MKHO
OCYLLECTBNATLCA B OBbeMEe He HUXKe YCTaHOBJIEHHbIX TOCYAapPCTBEHHbIX HOPMAaTMBHbLIX 3aTpaT Ha
OKasaHuWe rocyapcTBEHHOM ycnyru B chepe 06pas3oBaHUA ANA 4aHHOIO YPOBHS.
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<1> CobpaHune 3akoHogaTenbcTBa Poccuitickol depepaumm, 2012, N 53, ct. 7598; 2013, N 19, cT.
2326; N 23, cT1. 2878; N 27, c1. 3462; N 30, cT. 4036; N 48, cT. 6165; 2014, N 6, cT. 562, cT. 566; N 19, cT.
2289; N 22, cT. 2769; N 23, cT. 2933; N 26, cT. 3388; N 30, cT. 4263.

7.18. ObpasoBaTenbHasa opraHusauusa, peanusytowan MNMNCC3, goirKHa pacnonaraTb MaTepuasibHO-
TexHu4yeckom 6asoii, obecneumBatoLlen NnpoBeaeHne BCex BUAOB 1abOPaTOPHbIX PaboT M NPaKTUYECKUX
3aHATUN, AUCUMNAUHAPHON, MEXAMCUUNAUHAPHOW WU MOAY/NbHOW NOArOTOBKKU, YYeBHON MNpPaKTUKM,
npeaycMoOTPEHHbIX y4ebHbIM naaHOM obpasoBaTenbHOW opraHusaumn. MaTepuanbHO-TEXHUYECKan
6a3a [0/1’KHa COOTBETCTBOBATL 4EMCTBYHOLMM CAHUTAPHbIM M NPOTUBOMNOXKAPHbLIM HOPMaM.

MNepeyeHb KabUHeTOB, NabopaTopmii, MacTepCcKux
M APYrux nomeLueHuin

KabuHeTbl:

COLMANbHO-3KOHOMMYECKUX ANCUMUMINH;

WHOCTPaHHOrO A3bIKa;

MaTEMATUKN U MHOOPMATHUKWY;

9KONOTMMYECKNX OCHOB NPUPOAONO0/b30BaHUSA;

3KOHOMMKM OpraHM3auUum 1 ynpasneHus nepcoHanom;
MEHEKMEHTA;

npaBoBoro obecnevyeHns npodpeccMoHaIbHON AeATEIbHOCTY;
rocyapcTBEHHOW M MyHULIMNANbHOWN CNYXK6bI;
[OKYMEHTaLUMOHHOro obecneyeHns ynpasaeHus;
apXMBOBEAEHUS;

npodeccMoHanbHOM 3TUKK U NCUXONOTNU AeN0BOro obLeHus;
6€30MacHOCTM KU3HeeATeNIbHOCTH;

METOAMYECKUIA.

Nabopatopuu:

MHGOPMATUKN U KOMNbIOTEPHOM 06PaboTKM AOKYMEHTOB;
TEXHUYECKMX CPeacTB ynpaB/ieHus;

CUCTEM 3/1IeKTPOHHOIo A0KYMeHTo060poTa;
[OKYMEHTOBEAEHUS;

yuebHas KaHuensapua (cny»kb6a AOKyMeHTaLMOHHOro obecneveHmaA ynpasneHus).
CnopTMBHbIA KOMMAEKC:

CﬂOpTMBHbIﬁ 3an;
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3anbl:

6mnbnoTeKa, YNTaNbHbIN 33/ C BbIXOAOM B CETb MIHTEPHET;
aKTOBbIM 3a/.

Peanusauma NNCC3 gonxkHa obecneynsaTh:

BblIMNOJIHEHNE 06y‘-IaI-OLLI,MMI/ICFI na6opaToprlx N NPaKTUYECKUX 3aHﬂTMl>'I, BK/IIO4aA Kak
06A3aTeNnbHbIi KOMNOHEHT npakKTnyeckne 3agaHmnAa c UCNOJIb30BaHMEM NEPCOHA/IbHbIX KOMMNbIOTEPOB,

ocBOeHMe O6yqa|'0IJ.I,MMMCF| I'IpOd)eCCMOHa!'IbeIX Mo,a,yneﬁ B ycnosuax C03,E|,aHHOl\;1
COOTBETCTBYIOLLI,EI\;I O6pa3OBaT6ﬂbHOl7l cpeabl B o6pasoBaTean017| OopraHnsaumn nam B opraHn3auunax B
3aBUCMMOCTU OT CI'IELI,I/Id)MKM BnOa 0EeATE/IbHOCTU.

Mpyn UCNONb30BaHNM SNEKTPOHHbIX M3AaHNK obpa3oBaTesibHan opraHMU3aLma A40KHa obecneunts
Ka)kaoro obyuaiouleroca pabouymMm MecTom B KOMMbIOTEPHOM Kjacce B COOTBETCTBUMM C 06beMOM
M3yYaembIX AUCLMUMAUH.

O6bpasoBaTenbHas opraHusauusa AOo/KHa 6biTb obecneyeHa HeOBXOAMMBIM  KOMMNIEKTOM
JIMLLEH3VOHHOro NPorpammHoro obecneyeHus.

7.19. Peanuzauma MNMCC3 ocywectsanerca o6pa3oBaTeIbHON opraHM3aumnein Ha rocyaapCcTBEHHOM
A3blke Poccuitckon ®egepaumn.

Peanusauma TMMNCC3 obpasoBaTenbHOM oOpraHW3auuMen, pPacrnofIOXKEeHHOM Ha TeppuTopum
pecnybamkun Poccunitckoit Pegepaumnmn, MoXKeT OCYLLECTBAATLCA Ha FOCYAapPCTBEHHOM A3blKe pecnybnKku
Poccuiickolt ®epepaumnm B COOTBETCTBMM C 3aKOHOAATE/NbCTBOM pecnybnunk Poccuiickoit ®epepauunn.
Peanuzauma TMCC3 obpasoBaTe/ibHOM OpraHu3auMeir Ha rocygapCTBEHHOM A3blke pecnybanKkm
Poccuitickoit ®epepaumm He A0MKHA OCYLLECTBAATLCA B ywepb rocysapcTtBeHHOMY A3blKy Poccuiickoi
depepaumn.

VIIl. OUEHKA KAYECTBA OCBOEHUA NPOrPAMMbI MOATOTOBKU
CNELMANNCTOB CPEAHEIO 3BEHA

8.1. OueHKa KadvectBa ocBoeHuA MMCC3 gonAXKHA BKAOYATb TEKYLWMIA KOHTPOb YCNEBAEMOCTH,
NPOMEKYTOUHYIO M TOCYAapPCTBEHHYO UTOTOBYHO aTTecTalmMu obyyatowmxca.

8.2. KoHKpeTHble dopmbl U npoueaypbl TEKYLLEro KOHTPOA YCNEBAEMOCTU, MPOMENKYTOUYHOM
aTTectayMM  No  KakA4oW  AucumnavHe U npodeccuMoHasbHOMY  MOAyA  paspabaTtbiBatoTca
0bpa3oBaTeNbHOM OpraHn3aumen CaMocToATEIbHO U A0BOAATCS A0 CBeAeHMA 0byYatoWwmxca B TeYeHune
nepBbIX ABYX MecCALLEB OT Havyana obyyeHus.

8.3. Ons atTectauum obydyarolmMxca Ha COOTBETCTBME UX NEPCOHANbHbIX AOCTUMKEHWUI NO3TaMHbIM
TpeboBaHuasm cooTsercTBylowein MMMNCC3 (TEKylWMit KOHTPOAb YCNeBaemoCT W MNPOMEXKYTo4YHas
atrectauuma) co3garoTcs GOHAbI OLLEHOYHbIX CPeACTB, MNO3BOJAKWINE OLEHUTb YMEHUA, 3HaHuA,
NPAKTUYECKUIA OMNbIT U1 OCBOEHHbIE KOMMNETEHLMMN.

®doHAbl OUEHOYHbIX CPEeACTB A/A MPOMEXKYTOYHOM aTTectaumMm Mo AUCUMNAMHAM U
MEXAUCLMMNANHAPHBIM Kypcam B COCTaBe NpodeccUoHanbHbIX Moayneir paspabaTtbiBaloTca U
yTBEp}KAatoTCs 06pa3oBaTebHOM OpraHM3aunen CamoCTOATE/IbHO, a AN MPOMENKYTOYHOM aTTecTaumm
no npodeccroHanbHbIM MOAYAAM W A4 rOCYAapCTBEHHON MTOrOBOW aTTectalumm - pa3pabatbiBatoTca u
yTBep)KaatoTca  obpasoBaTenbHOM  opraHusauuen nocne npeasapuTenbHOro  MNONOMKUTENbHOro
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3aK/1l04eHunA paboToaartenen.

Ons npomexyTouHOM aTTecTauuu obydalowmxca Mo AUCUMNAMHAM (MEeXAUCLUMMNIUHAPHBIM
Kypcam) Kpome npenogaBaTeneil KOHKPETHON ANUCUMMIMHBI (MeXANCUMNAMHAPHOIO Kypca) B KayecTse
BHELUHMX 3KCNEpPTOB A0/KHbl aKTUBHO NPMBAEKATbCA MPEenosaBaTenn CMEXKHbIX AUCUMMIUH (KypcoB).
Ons  mMakcumanbHoro npubAMIKeHMA nporpamm MNPOMENKYTOYHOM aTTecTaumMm oby4yatowmxca no
npodeccMoHaibHbIM  MOAYASAM K YCNOBUMAM UX Oyayuwen npodeccuoHanbHOM AeATenbHOCTU
obpasoBaTe/ibHOM OpraHM3auMen B KauecTBe BHELUTATHbIX 3KCNEepPTOB AO0/KHbl aKTUBHO NpUBAEKaTbCA
paboTtogartenu.

8.4. OueHKa KayectBa NOAFOTOBKU o6yqarou.|,v1xc;| M BbINYCKHUKOB OCyW,eCcTBnAeTCA B [OBYX
OCHOBHbIX HanpasAeHUAX:

OLEeHKa YPOBHA OCBOEHMA AUCLMUMANH;
oLEeHKa KoMneTeHUuit obyyatomxca.
[lns 1oHOLW e npeaycMaTpMBaeTCa OLEeHKa pe3y/1bTaToB OCBOEHUA OCHOB BOEHHOW C/yXbbl.

8.5. K rocygapcTBeHHOM MWTOroBOM aTTecTauMu [AO0MNyckaeTca oby4yalowminca, He umerowmin
aKaJeMMUYEeCKoON 3a[0/MKEHHOCTYU U B MONHOM O6bemMe BbINOAHUBLIMIA y4yebHbIA NnaH  wuan
WHAMBMAYANbHBIA  y4ebHbIM nNnaH, €ecAM WMHOe He YCTAHOBAEHO NOpAAKOM  MpOBeAeHUs
rocy4apcTBeHHOM UTOroBOM aTTecTauMm No COOTBETCTBYIOLWMM 06pa3oBaTeibHbIM Nporpammam <1>,

<1> YacTb 6 cTaTbu 59 deapepanbHOro 3akoHa ot 29 aekabpsa 2012 r. N 273-d3 "0O6 obpas3oBaHUM
B Poccuiickon depepauymn" (CobpaHune 3akoHomaTenbctBa Poccuitickolt depepaunn, 2012, N 53, cT.
7598; 2013, N 19, cT1. 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).

8.6. TocypmapcTBeHHas uWTOrosas aTTecTauMa BK/AKOYAET MOATOTOBKY W 3aWMTY BbIMYCKHOW
KBasiMdMKaLMOHHON paboTbl (aunnomHaa paboTa, AnNAoMHbIA NpoeKT). ObasaTenbHoe TpeboBaHue -
COOTBETCTBME TEMATUKM BbINMYCKHOM KBAIMPUKALMOHHOM paboTbl COAeprKaHWUI0 O4HOTO UM HECKONIbKUX
npodeccMoHanbHbIX MOAYNEN.

locyaapCcTBEHHbIN 3K3aMeH BBOAUTCA NO YCMOTPEHUIO 06pa3oBaTeibHOM opraHM3aumu.

MpunoxeHue

K ®roC CNo no cneuunanbHoctn 46.02.01
JoKymeHTauuoHHoe obecneyeHme
ynpas/aeHuA U apxmeoBeaeHue

NEPEYEHDb
NPO®ECCUIA PABOUUX, LONKHOCTEN CNYHKALLUX, PEKOMEHOYEMbIX
K OCBOEHMIO B PAMKAX MPOrPAMMBI MOATOTOBKU CNELLMANTUCTOB

CPEOHEIO 3BEHA
Kog no O6uiepoccuiickomy KnaccudukaTopy HanmeHoBaHKWe npodeccuit pabouux,
npodeccmin paboumx, 4OKHOCTEN CYKALMX U OO/IKHOCTEN CNyXKaLLnx
TapuoHbIx paspagos (OK 016-94)
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