HoxymenT npenocrasied Koncynbrantllmoc

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

MMUHUCTEPCTBO OEPA30OBAHUA U HAYKU POCCUMCKOM ®EAEPALIUMA

MNPUKA3
ot 11 asrycra 2014 r. N 975

OB YTBEPKAEHUN
OEAEPA/IbHOIO rOCYAAPCTBEHHOIO OGPA30OBATE/IbHOIO CTAHAAPTA
CPEAHETO NPO®ECCMOHAJIbHOIO OBPA3OBAHMA NO CNELWUA/IBHOCTU
46.02.01 AOKYMEHTAUMOHHOE OBECNEYEHUE YNPABIEHNA
N APXMBOBEOEHUE

B cootBetctBMM € nognyHKkTom 5.2.41 TMonoxeHus o MUHUCTepCTBE 06Pa3OBaHUS U HayKu
Poccuiickoit ®egepauum, yTeepRaeHHOTro noctaHoseHnem lMNpasutensctea Poccuinckon ®epepaumm ot
3 noHs 2013 r. N 466 (CobpaHue 3aKkoHoaaTenbcTBa Poccuitickont depepaumn, 2013, N 23, cT. 2923; N
33, cT. 4386; N 37, ct. 4702; 2014, N 2, cT. 126; N 6, cT. 582; N 27, c1. 3776), nyHkToMm 17 MpaBun
pa3paboTku, yTeepKaeHUs desepanbHbIX rocyAapcTBEHHbIX 0O6pa3oBaTeNbHbIX CTAHAAPTOB U BHECEHMUA
B HUX M3MEHEHWN, YTBEPXKAEHHbIX nocTtaHosneHnem [lpaButenbctsa Poccuitickon Pepepaumm ot 5
asrycta 2013 r. N 661 (CobpaHue 3akoHogatenbcTtsa Poccuiickon ®epepaunmn, 2013, N 33, cT. 4377),
NpuKa3sbiBato:

1. YtBepauTb npunaraemoln ¢eaepanbHbll rOCYyAapCTBEHHbIN 06pa3oBaTe/ibHbIA  CTaHAAPT
cpeaHero npodeccnoHanbHoro obpasoBaHuAs Mo  cneuuanbHocTn 46.02.01 [JoKymeHTauMoHHOe
obecneyeHune ynpaBaeHUA U apXMBOBeLEHME.

2. Mpwu3HaTb yTpaTMBLWIMM cuay npuKkas MuHUcCTepcTBa 06pPa3oBaHUS M Hayku PoccuicKoi
depepaunn ot 25 aHeapa 2010 r. N 75 "O6 yTBep)KAEHUN U BBeAEHUU B AeicTBUEe denepanbHOro
rocyapcTBeHHOro 06pa3oBaTeNbHOrO CTaHAapTa cpegHero npodeccnoHanbHoro obpasosaHMA no
cneumanbHoct 034702 [JoKymeHTaUMOHHOe obecrneyeHWe ynpasBaeHWa U apxuBoBedeHue"
(3apeructpupoBaH MuHUCcTepcTBOM toCcTMUMK  Poccuiickon ®epepaummn 27 despansa 2010 r.,
pernctpaunoHHbiii N 16526).

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

MwHuctp
40.B.JIMBAHOB

MpunoxkeHune

YTBepKaeH

npukasom MuHucTepcTea obpasoBaHuA
N Haykn Poccuitickon ®epepaumm

ot 11 aBrycta 2014 r. N 975

®EAEPANbHBIA TOCYAAPCTBEHHbINA OBPA30OBATE/IbHbINA CTAHOAPT
CPEOHEIFO NPO®ECCMOHAJIbHOIO O6GPA30OBAHUA NO CNELMANIBHOCTU
46.02.01 AOKYMEHTALMUOHHOE OBECNEYEHUE YNPABJIEHUA
1N APXUBOBEAEHUE
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I. OBNACTb NPUMEHEHNA

1.1. Hacroswmii denepanbHblii roCyAapCTBEHHbIM 06pa3oBaTe/ibHbIA CTaHAAPT CpPeaHero
npodeccnoHanbHoro obpasoBaHMA NpeacTaBaseT cobo COBOKYMHOCTb 06A3aTeNbHbIX TpeboBaHUN K
cpegHemy npodeccuoHanbHoMmy o6pasoBaHMiO No crneumanbHocT 46.02.01 [JoKymeHTauMoHHOe
obecneyeHue ynpaBaeHNa N apxmMBoBeaeHME Aaa NpodeccMoHaNbHOMW ob6pa3oBaTeNbHOM OpraHn3aLmm
n obpasoBaTesibHON OpraHM3aunmM BbiCEro 0H6pa3oBaHMA, KOTOpPble MMEIOT MPaBO HA Peasnm3auumto
UMEIOLLNX TOCYAAaPCTBEHHYIO aKKpeaMTaLMlo Nporpamm nogroToBKM CNeLmManmcToB cpegHero 3seHa no
JaHHOM cneuuwanbHOCTU, Ha Tepputopun Poccuitickolnt depepauumn (panee - obpasosaTesnbHasn
opraHusaums).

1.2. MNpaBo Ha peanusaumio Mporpammbl MOAFOTOBKM CMeuuanmucToB cpeaHero 3BeHa Mo
cneumanbHocT 46.02.01 [oKymeHTaUMOHHOe obecnevyeHwe ynpaBAeHMA W apXMBOBeAeHME UMmeeT
obpasoBaTesibHAA OpraHMsaumMa nNpU HAAUYMKM  COOTBETCTBYIOWEN JIMLEH3UM Ha OCYLLECTBAEHUE
obpa3oBaTeibHOMN AeATENbHOCTU.

Bo3morkHa ceTeBana popma peanmnsaLmm Nporpammbl NOLrOTOBKM CNELMANNCTOB CPeaHEro 3BeHa C
NCNO/Ib30BaHMEM PECYPCOB HECKOJIbKMX 06pa3oBaTesibHbIX OpraHu3aunin. B peanmsaumm nporpammbl
NoAroTOBKM CNeunanmucTtoB cpegHero 3BeHa C  WCNOJIb30BaHMEeM ceTeBoit (opmbl  Hapsgy ¢
obpasoBaTeNibHbIMW  OpPraHM3auUMAMM  TaKKe MOFYT Yy4yacTBOBaTb MeAMULMHCKME OpraHM3aumuy,
OpraHM3aumMn KynbTypbl, GU3KYAbTYPHO-CMOPTUBHBIE U MHblE OpraHu3auuMu, obnagatrolme pecypcamu,
HeobXo4AMMbIMUK ANA OCYLEeCcTBAEHUA 00yYeHUs, NpoBeaeHNa y4ebHOM N NPON3BOACTBEHHON NPAKTUKK
N OCYLLECTB/IEHUS UHbIX BUAOB y4ebHON AeATenbHOCTM, NPenyCMOTPEHHbIX NMPOrPaMMOi NOAFrOTOBKM
CNeLumManncToB cpeaHero 3seHa.

Mpu peannsaummn nNporpammbl NOAFOTOBKM CNEUMAZINCTOB CpefHero 3BeHa 0b6pas3oBaTesibHas
opraHv3aumMa BMpaBe MNPUMEHATb 3/IEKTPOHHOE 0byyeHMe U  AUCTaHUMOHHble obpasoBaTesibHble
TexHonoruu. Mpu oby4eHnn AuL, ¢ OrpaHUYEHHbIMM BO3MOXKHOCTAMM 340P0BbA 3/1EKTPOHHOE 06yYeHne
W ANCTaHUMOHHble obpa3oBaTeibHble TEXHONOMUN AOJ/IXKHbI NPeAyCMaTPMBATL BO3SMOXHOCTb Npuema-
nepegayn nHGopmaLmm B JOCTYNHbIX ANA HUX Gopmax.

[I. UCMMOJ1Ib3YEMbIE COKPALLLEEHNA

B HacToALleM CTaHAAPTe UCMONb3YIOTCA CAeaytoLme COKpaLLeHua:

CMNO - cpeaHee npodeccnoHanbHoe 06pas3oBaHue;

®roCc Crno - do¢epepanbHbli FOCYAAPCTBEHHbIN 06pa3oBaTesibHbI  CTAaHAAPT CpesHero
npodeccnoHanbHoro 0bpasoBaHus;

MNrCC3 - nporpamma NoAroTOBKM CNeumanncToB cpeaHero 38eHa;

OK - 0bLasa KomnetTeHums;

MK - npodeccmoHanbHaa KomneTeHLus;

MM - npodeccroHanbHbI MOAYb;

MUK - mexxaucumnanHapHbIi Kypc.

[ll. XAPAKTEPUCTUKA NOATrOTOBKW MO CMNELUNA/IBHOCTU

3.1. MonyyeHne CMO no NMNCC3 gonycKkaeTca TO/IbKO B 06pa3oBaTe/IbHOM opraHM3aLUum.

3.2. Cpoku nonydyeHua CMO no cneumanbHoctn 46.02.01 [okymeHTaumoHHOe obecneyeHue
ynpaBneHua 1 apxusoBegeHWe 6a3oBolM MOArOTOBKM B O4HOM ¢opme obyyeHua M npucBamBaemble
KBanudukaummn npmsoastca B Tabauue 1.



YpoBeHb 0b6pa3oBaHus,
HeobxoaMMbIi o5 Npuema Ha
0byyeHune no NMNCC3

HaumeHoBaHUWe KBanndpuKkaumm
6330BOI NOArOTOBKM

Cpok nonyyeHua CMNoO no NMCC3
6a30B0OV NOATOTOBKU B O4YHOM
dopme obyuyeHua <1>

cpeaHee obulee obpasoBaHue

OCHOBHOe obLee obpa3oBaHue

Cneuuyanuct no
OOKYMEHTALMOHHOMY
obecneyeHunto ynpasneHus,
aApPXMBUCT

1ron 10 mecAaues

2 roga 10 mecaues <2>

<1> He3aBMCKMMO OT NpMMeHsaeMbIx 06pa3oBaTesibHbIX TEXHONOTUA.
<2> Ob6pasoBaTe/ibHble OpraHN3aLMn, OCYLLECTBAAIOLWME NOATOTOBKY CNELMANNCTOB CpeaHEero 3BeHa Ha 6ase 0CHOBHOro 06uero 06pasoBaHNa, peannsytoT
denepanbHbIi rocyAapcTBEHHbIM 06pa3oBaTesibHbIM CTaHAAPT cpeaHero obuiero obpasosBaHua B npegenax MMNCC3, B TOM uucae C y4eTOM NOJy4aemom

cneunanbHocTtu CIMO.

Tabnmua 1

KoHcynbTaHTlAOC: NpumeyaHue.
Hymepauma NyHKTOB faHa B COOTBETCTBUM C 0OMLMNAIBbHBIM TEKCTOM JOKYMEHTA.

3.2. Cpoku nonyyeHus CMNO no MMNCC3 yrnybaeHHOM NOAFOTOBKM NPEBbLIWAOT Ha 04MH rof cpok noaydeHunsa CMO no MMCC3 6a30B0OiM NOATOTOBKM.

Cpokun nonyyenuns CNO no cneumanbHoctn 46.02.01 [lokymeHTauMoHHoe obecneyeHne ynpaBieHma N apxnusoseneHune yraybaeHHoM NoAroTOBKM B OYHOM
dopme 0byueHna n npucsameaemble KBaandukaumm npusoaatca 8 Tabamue 2.

YpoBeHb 0b6pa3oBaHus,
HeobXxoaMMbI g5 Npuema Ha
obyyeHue no MNMNCC3

HanmeHoBaHWe KBaMbUKaL MM
yrny61eHHON NoAroTOBKM

Cpok nonyyeHua CMNO no NMCC3

yrny6a1eHHOM NOArOTOBKM B OYHOW

¢dopme obyyeHua <1>

cpegHee obuee obpasoBaHue

Cneuuanuct no

2 roga 10 mecAues

Tabnnuya 2



OCHOBHOe 0bLLee obpasoBaHue

OOKYMEHTaUNOHHOMY
obecneyeHuto ynpasneHus,
apXMBMUCT

3 ropa 10 mecaues <2>




<1> He3aBncnmo oT npumeHsAeMbIX 06pa3oBaTebHbIX TEXHONOTUIA.

<2> O6pasoBaTe/ibHble OpraHM3aLuMu, OCYLLECTBAAKOLWME MOAFOTOBKY CMELMaANNCTOB CPesHero
3BeHa Ha 6ase ocHOBHOro obuwero obpasoBaHuA, peanusyloT ¢eaepanbHblii FOCYAAPCTBEHHDIN
06pa3oBaTeNbHbIM CTAaHAAPT cpeaHero obuero obpasosaHua B npegenax MMCC3, B Tom uncne ¢ ydeTom
nosay4yaemolm cneumnanbHoctm CMNO.

Cpokun nonyyeHua CMNO no MMCC3 6asoBoit M yrnybneHHOW NOATOTOBKM HE3aBUCUMMO OT
npuUMeHaeMbix 06pa3oBaTe/ibHbIX TEXHONOIMI YBENIMYMBALOTCA:

a) ana obyyatoLmMxca No OYHO-3a04HOM U 3a04HOM hopMam 0byYeHUs:

Ha 6a3e cpeaHero obuero obpasoBaHus - He bonee yem Ha 1 rog;

Ha 6a3e ocHOBHOro obuiero obpasoBaHus - He 6onee yem Ha 1,5 roaa;

6) 4N UHBANMAOB M /ML, C OrPaHUYEHHBIMW BO3MOXHOCTAMM 340P0BbA - He Bonee yem Ha 10
MecALEB.

IV. XAPAKTEPUCTUKA NPOSECCUOHAJIbHON
OEATENIBHOCTU BbINMYCKHNKOB

4.1. ObnacTb NpodeccrMoHanbHON AeATENbHOCTM BbIMYCKHUKOB: AEATENbHOCTb B CEKpeTapuatax,
cny»b6ax fOKYMEHTALMOHHOIO obecrneyeHus, KagpoBbIX CAYKOBaAx N apxmMBax rocyAapCTBEHHbIX OPraHoOB
W yUYperKaeHUI, B OpraHax MeCTHOro CaMoynpaB/ieHUA, HEFOCYAaPCTBEHHbIX OpraHu3auuax scex ¢opm
COBCTBEHHOCTM, OOLLECTBEHHbIX OpraHn3aumax (yupexaeHusnx).

4.2. O6bekTaMm NPodecCMOHAIbHOM AeATENIbHOCTM BbIMYCKHUKOB ABASAIOTCA:

AOKYMEHTbI, CO34aHHble NtobbIM CNOCOBOM AOKYMEHTUPOBAHUS;

CUCTEMbI AOKYMEHTALUMOHHOIO 0becneyeHnn ynpasaeHus;

CUCTEMbI 3N1EKTPOHHOTO OKYMEHTOO60pPOTa;

APXMBHbIEe AOKYMEHTbI;

nepBUYHbIE TPYAOBbIE KONNEKTUBDI.

4.3. Cneunanuct no AOKYMEHTAaLMOHHOMY obecrneyeHuto ynpasieHus, apxvsucT (6asoBol
NOAFOTOBKM) FOTOBUTCA K CIEAYIOLLMM BUAAM AEATENbHOCTU:

4.3.1. OpraHu3auma [OKYMEHTAUMOHHOro obecneyeHua ynpasBaeHuAa WM GYHKUMOHUPOBAHMA
opraHu3aumm.

4.3.2. OpraHu3aumsa QapxMBHOW M CNPaABOYHO-UHPOPMALMOHHOM paboTbl NO AOKYMEHTaM
opraHu3aumm.

4.3.3. BbinonHeHWe paboT No OA4HOW WAM HECKOAbKMM npodeccuam paboumx, [OMKHOCTAM
CAy»Kawmx (npunoxkeHue K Hactoswemy Groc Cno).

4.4. Cneumanuct No AOKYMEHTAaLUMOHHOMY obecneyeHuio yrnpaB/ieHus, apxMBUCT (yraybsieHHoM
NOAFOTOBKM) rOTOBUTCA K CIEAYIOLLMM BUAAM AEATENbHOCTHU:

4.4.1. OpraHu3auma [OKYMEHTAUMOHHOro obecneyeHusa ynpasiaeHua W GYHKUMOHMPOBAHMA
opraHM3aumm.

4.4.2. OpraHusauua apxuBHOW W CNPaBOYHO-UHPOPMALMOHHON pPaboTbl MO AOKYMEHTam
opraHM3aumm.

4.4.3. OcywectBneHne AOKYMEHTAUMOHHOIO obecneyeHuns ynpaBJeHUA U apXMBHOIO Aena ¢
MCMNO/Ib30BaHMEM NPOrPaMMHbBIX CPeACTB yYeTa, XpaHeHUs, 06paboTKM M NOMCKA AOKYMEHTOB.

4.4.4. BbinonHeHve paboT MO OAHON WAM HeECKOAbKMM npodeccuam paboumx, AOKHOCTAM
cnyxauwumx (npunoxkeHue K Hactoawemy roc Cno).

V. TPEBOBAHWA K PE3YJ/IbTATAM OCBOEHWA NPOTPAMMbI NOATOTOBKU
CNEUMANNCTOB CPEAHENO 3BEHA

5.1. Cneumanuct no A[OKyMeHTaUMOHHOMY obecneyeHuIo ynpaBieHusA, apxumeuct (6asosoi
NoAroToBKW) AonxeH 06/1aaaTb 06WUMM KOMNETEHLMAMMU, BKAOYAIOLWMMK B cebA CNOCOBHOCTL:
OK 1. IloHnmarp CyIIHOCTh M COLHMAJBbHYIO 3HAaYMMOCTh CBOeH Oynymiedl mpodeccuu, NMposBIATE K HEH



yCTONUUBBIN HHTEpEC.

OK 2. OpranuzoBbIBaTh COOCTBEHHYIO JESITEIILHOCTD, BEIOUPATh TUIOBBIE METOABI U CIIOCOOBI BHIITOJIHEHHS
npodeccroHaNBHBIX 33/1a4, OLICHUBATh UX 3P(PEKTUBHOCTh M KA4ECTBO.

OK 3. IIpuHuMaTh peleHus B CTAHAAPTHBIX U HECTAHJAPTHBIX CUTYalUIX U HECTU 32 HUX OTBETCTBEHHOCTb.

OK 4. OcymiecTBisaTh IMOMCK W HCIOJb30BaHuMe HHGpopManuy, HeoOXxomumoil it sddexkTuBHOro
BBITIOJTHEHHS TPO(ECCHOHANBHBIX 3a/1a4, MPOGECCHOHATHHOTO M TINIHOCTHOTO PA3BUTHA.

OK 5. Ucnonp30BaTh I/IH(bOpMaI_II/IOHHO-KOMMyHPIKaHPIOHHBIe TCXHOJIOTUHU B HpO(beCCPIOHﬁHLHOf[ JCATCIIBHOCTH.

OK 6. PabGoratp B KoOJUIEKTMBE M KOMaH#Ae, S((GEKTHBHO OOWIAThCS C KOJUIETaMH, PYKOBOJCTBOM,
MOTPEOUTEISIMU.

OK 7. Bpatb Ha ce0st OTBETCTBEHHOCTH 32 pabOoTy WIEHOB KOMaHbI (IOAYMHEHHBIX ), PE3yJIbTAT BBINOTHEHUS
3aJaHUM.

OK 8. CaMOCTOATEIBHO OIPEneNsATh 3adadl MPO(ecCHOHAIFHOTO W JIMYHOCTHOTO Pa3BHTHUS, 3aHHMATHCS
camo00pa3oBaHIEM, OCO3HAHHO TUIAHUPOBATH NOBHIIICHUE KBATH(PHUKAINH.

OK 9. OpueHTHPOBATHCS B YCIOBUAX YaCTOW CMEHBI TEXHOJIOTHH B MPO(PECCHOHANBHON NS TEIHHOCTH.

5.2. CneumanucTt no AOKYMEHTaLUMOHHOMY obecneyeHuio ynpasnieHua, apxumeucT (6a3oBoit
NnoAroToBKW) O0/KeH 061adaTb NpodecCcMoHaNbHbIMKU KOMMETEHLMAMM, COOTBETCTBYIOWMMMU BUAAM
[EeATeNbHOCTH:

5.2.1. OpraHusauma [OKYMeHTaUMOHHOro obecrnevyeHUs ynpasaeHus M GYHKUMOHUPOBaAHMA
opraHmsauuu.

MK 1.1. KoopauvHupoBaTb paboTy opraHu3aumm (NpMEeMHOM pyKoBOAMTENs), BECTU NpUEM
nocetutenemn.

MK 1.2. OcywecTtBnatb paboTy No MNOArOTOBKE M NPOBEAEHWIO COBELLAHWI, AENOBbIX BCTPeY,
NpPUemMoB 1 Npe3eHTauui.

MK 1.3. OcywecTBnATb NOArOTOBKY AEN0BbIX NOE340K PYKOBOAUTENA U APYrUxX COTPYAHWUKOB
opraHmsauuu.

MK 1.4. OpraHn3oBbiBaTb paboyee MECTo CEKpeTapa U pyKoBoAUTENS.

MK 1.5. OdopmnATb M perncTtpMpoBaTb OpPraHM3aUNOHHO-PACNOPAAUTENbHbIE OOKYMEHTHI,
KOHTPOJIMPOBATb CPOKU X NCMOSTHEHUA.

MK 1.6. O6bpabaTtbiBaTb BXoAALME N UCXOAALLNE AOKYMEHTbI, CUCTEMATU3NPOBATL MX, COCTaBAATL
HOMEHKANATYpy Aen u GopMmupoBaTb AOKYMEHTbI B gena.

MK 1.7. CamoctosTenbHo pabotaTtb € AOKYMEHTaMM, COAepKawumun KoHOUAEHLMANbHYO
MHGOPMAUMIO, B TOM YMCIE C LOKYMEHTaMM NO IMYHOMY COCTaBY.

MK 1.8. OcywectBnatb TenepoHHoe obcayKnBaHue, NPUHMMATDL M NepeaaBaTb GpaKcbl.

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

MK 1.10. CoctasnAaTb onucu Jen, OCYLWECTBAATb NOAFOTOBKY Aen K nepejadye B apxus
OpraHM3aLnu, rocyAapCcTBEHHbIE U MYHULMMNA/IbHbIE aPXMBDbI.

5.2.2. OpraHus3aums apxvMBHOM W CMNPABOYHO-UHPOPMALMOHHON pPaboTbl MO AOKYMEHTAM
opraHmsauuu.

MK 2.1. OcywecTBnaTb 3KCNEpPTU3y LLEHHOCTU AOKYMEHTOB B COOTBETCTBMW C AEMUCTBYIOLLMMMU
3aKOHOAATe/IbHbIMM aKTaMU U HOPMATUBAMM.

MK 2.2. Bect paboTy B cMCTEMAX 3N1EKTPOHHOTO AOKYMEHTO060pOTa.

MK 2.3. Pa3pabaTtbiBaTb U BECTU KAaccuduUKaTopbl, Tabenu u gpyrme CnPaBoYHUKKM MO AOKYMEHTaM
opraHmsauuu.

MK 2.4. ObecneymBaTb NPUEM U PaLMOHANbHOE pasMelLeHMe AOKYMEHTOB B apxmBe (B TOM yncie
OOKYMEHTOB MO JINYHOMY COCTaBY).

MK 2.5. ObecneymBaTb Y4ET U COXPAHHOCTb OKYMEHTOB B apXMBe.

MK 2.6. OpraHn3oBbiBaTb UCNO/Ib30OBAaHWE APXWUBHbIX AOKYMEHTOB B HAy4YHbIX, CMPABOYHbIX U
NPaKTUYECKUX Lensx.

MK 2.7. OcywectBnaTb OpraHM3aLMOHHO-METOANYECKOE PYKOBOACTBO M KOHTPOAb 3a paboToi
apx1Ba OpraHU3aumMun 1 3a opraHn3aLmen LOKYMEHTOB B e/10NPOM3BOACTBE.

5.2.3. BbinosHeHWe paboT No OAHOW WAM HECKO/AbKMM npodeccuam paboumx, AONKHOCTAM
CNYXKaLUUX.

5.3. Cneumanuct nNo AOKYMEHTAUMOHHOMY obecrneyvyeHuto ynpaBaeHus, apxueucT (yrnybneHHown
NOArOTOBKM) AO/KEH 06/1a4aTb 06WMMM KOMNETEHUMAMM, BK/IHOYAIOLLMMM B ceHA CNOCOOHOCTb:

OK 1. NoHUMaTb CYLWHOCTb U COUMANbHYO 3HAYMMOCTb CBOEel Byayuieit npodeccun, NPosaBAATb K
HeW yCToMUMBbIN MHTEpeC.



OK 2. OpraHusoBbiBaTb COOCTBEHHYIO A€ATE/bHOCTb, ONpeaensaTb MeToAbl M cnocobbl
BbINOIHEHUA NPodecCMOHaNbHbIX 33434, OLEeHNBATb X 3GPEKTUBHOCTb M KauecTso.

OK 3. Pewatb npobaembl, OLEHMBATb PUCKM U MPUHUMATb PELLUEHWNA B HECTAHAAPTHbIX CUTYaLMUSAX.

OK 4. OcywecTBaAaTb NOUCK, aHAaNM3 U OLEHKY MHbOpMaLMU, HEOOXOAMMOW AN NMOCTAaHOBKU U
peweHna npodeccnoHasbHbIX 3a4a4, NPOoGEeCcCMOHaNIbHOIO U IMYHOCTHOIO Pa3BUTKUA.

OK 5. Ucnonb3oBaTb MHGOPMALNOHHO-KOMMYHMKaLMOHHbIE TeXHONormu ana
COBEpLUEHCTBOBAHMA NPOdECcCMOHANbHON AeATENbHOCTMY.

OK 6. PaboTaTb B KONNEKTUBE M KOMAHAe, obecneunsaTtb ee cnaovyeHne, 3pdeKTMBHO 06LWATLCA €
KOM/Ieramu, pyKoBoACTBOM, NOTpebutenamu.

OK 7. Crasutb Uuenn, MOTUBMPOBATb LEATENbHOCTb MNOAYMHEHHbIX, OPraHW3OoBbIBATb U
KOHTPOIMPOBATb UX PaboTy c NPUHATUEM HA ceba OTBETCTBEHHOCTU 3@ pPe3y/bTaT BbIMNOJHEHWUA 3a4aHUN.

OK 8. CamocTtosaTenbHO onpeaensatb 3agaym npodecCMOHaNbHOrO U JIMMHOCTHOIO pPasBUTUA,
3aHUMaATbCA camoobpa3oBaHNEM, OCO3HAHHO NAAHUPOBATb NOBbIWEHWE KBaNMUKALUU.

OK 9. BbITb rOTOBbIM K CMEHE TEXHOOTUIM B NPOdECCUOHANbHON AEATENBHOCTH.

5.4. Cneumanunct nNo AOKYMEHTaUMOHHOMY obecrneyeHuto yrnpaB/ieHus, apxuBucT (yrnybieHHown
NnoAroToBKWU) O0/KeH 061a4aTb NpodeccMoHaNbHbIMU KOMMETEHLMAMM, COOTBETCTBYIOWMMMN BUAAM
[eATeNbHOCTU.

5.4.1. OpraHusauma [OKYMEHTAUMOHHOro obecneyeHus ynpasBieHMA U GYHKUMOHMPOBAHMUA
opraHusauuu.

MK 1.1. KoopauvHupoBaTb paboTy opraHu3aumm (NpMEeMHON pyKoBOAMTENs), BECTU NpUEM
noceTutenen.

MK 1.2. OcywectBnatb paboTy No NOArOTOBKE WM NPOBEAEHWMIO COBELLAHWI, AEN0BbIX BCTPeY,
NpPUemMoB M1 Npe3eHTauui.

MK 1.3. OcywecTtBnATb NOArOTOBKY AEN0BbIX NOE3LOK PYKOBOAUTENA WU APYIrUX COTPYAHUKOB
opraHmsauuu.

MK 1.4. OpraHn3oBbiBaTb paboyee MECTo CEKpeTapa U pyKoBoAUTENS.

MK 1.5. OdopmnATb M perncTtpMpoBaTb OpPraHM3aUNOHHO-PACNOPAAUTENbHbIE OOKYMEHTHI,
KOHTPO/INPOBAaTb CPOKU UX NUCNOSHEHUA.

MK 1.6. O6bpabaTtbiBaTbh BXOAALLME N UCXOLALLME AOKYMEHTbI, CUCTEMATU3MPOBATb MX, COCTABAATb
HOMEHKNaTYpy Aen n GopMmnpoBaTb 4OKYMEHTbI B Aena.

MK 1.7. CamoctosaTenbHo paboTaTb € [LAOKYMEHTaMM, COAEPHAWMMM KOHPUAEHLMANbHYIO
MHGOPMAUMIO, B TOM YMCAE C JOKYMEHTaMMU MO IMYHOMY COCTaBY.

MK 1.8. OcywectBnatb TenepoHHoe 06CcayKnMBaHUe, NPMHUMATL U NepesaBaTb GaKchbl.

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

MK 1.10. CoctaBnAaTb onucu Aen, OCYLWeCTBAATb NOAFOTOBKY JAen K nepejade B apxus
OpraHM3aLuu, rocyAapCTBEHHbIE U MYHULMMNA/IbHbIE aPXMBDbI.

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

5.4.2. OpraHu3aumMs apxvMBHOM W CMNPABOYHO-UHPOPMALMOHHON pPaboTbl MO AOKYMEHTaAM
opraHmsauuu.

MK 2.1. YyactBoBaTb B paboTe MO 3KCNepTUse LUEHHOCTM [OKYMEHTOB B COOTBETCTBUWU C
OEeNCTBYIOLMMM 3aKOHOAATe/IbHbIMM aKTaMW U HOpMaTUBaMM.

MK 2.2. Bect paboTy B cMCTEMAX 3N1EKTPOHHOTO AOKYMEHTO060pOTa.

MK 2.3. Pa3pabaTbiBaTb U BECTU KNACCUPUKATOPLI, TaOENM U UHblE CNPABOYHMKN NO AOKYMEHTAM
opraHmsauuu.

MK 2.4. ObecneymBaTb NPUEM U PaLMOHANbHOE pasMeLLLeHNE AOKYMEHTOB B apxmBe (B TOM yncie
OOKYMEHTOB MO JINYHOMY COCTaBY).

MK 2.5. ObecneymBaTb Y4ET U COXPAHHOCTb OKYMEHTOB B apXMBe.

MK 2.6. OpraHn3oBbiBaTb UCNO/Ib30OBAaHWE APXWUBHbIX AOKYMEHTOB B HAy4YHbIX, CMPABOYHbIX U
NPaKTUYECKUX Lensx.

MK 2.7. OcywectBnATb OpPraHM3aLUMOHHO-METOANYECKOE PYKOBOACTBO M KOHTPOAb 3a paboToi
apx1Ba OpraHU3aumMun 1 3a opraHn3aLmen LOKYMEHTOB B e/10NPOM3BOACTBE.

5.4.3. OcywecTBneHme AOKYMEHTAUMOHHOro obecneyeHua ynpaBieHUA W apXMBHOFO gena c
MCNO/Ib30BaHWEM MPOrpamMMHbIX CPeACTB yyeTa, XpaHeHna, 06paboTKM M NOMCKA AOKYMEHTOB.

MK 3.1. Ocywectsaatb MWHPOPMaLMOHHYO paboTy MNo AOKYMEHTamM, B TOM 4ucie cC



NCNO/Ib30BaHMEM OPITEXHUKM, MPOrPAaMMHbBIX CPEACTB y4eTa, XPaHEHUA 1 NMOUCKA AOKYMEHTOB U ApYrunx
cnewuManmn3npoBaHHbIX 6a3 AaHHbIX.

MK 3.2. MpuHMMaTbL Mepbl NO YNOPALOYEHUIO COCTAaBa AOKYMEHTOB U MHPOPMALIMOHHbIX MOTOKOB,
COKpPALLEHMIO UX KOJIMYECTBA U ONTUMM3ALMU JOKYMEHTOMOTOKOB OpraHu3aLmm.

MK 3.3. Bect paboTy no co3gaHMIO CMNPaBOYHOrO annapata Mno AOKYMEHTaM C  Lenbto
obecneyeHuns yao6HOro 1 6bICTPOro Mx NOUCKa.

MK 3.4. MoarotaBamBaTb AaHHble, HEOOXOAMMbIE ANSA COCTABAEHUA CNPaBOK Ha OCHOBE CBEAEHWN,
MMEIOLLIMXCA B JOKYMEHTaX apXxumBa.

MK 3.5. MpuHMMaTL y4acTve B pa3paboTKe JIOKasibHbIX HOPMATUBHbLIX AKTOB OpPraHW3auuu Mo
BOMPOCaM AOKYMEHTALMOHHOIO obecneyeHma ynpaBaeHma 1 apxXMBHOTo Aena.

MK 3.6. MpuHMmaTb yyactMe B pabote no noabopy WM paccTaHOBKE KaapoB CAyXKObl
OOKYMEHTaLMOHHOro obecneyeHns ynpasaeHMA U apxmBa OpraHn3aumu.

5.4.4. BbinosHeHWe paboT No OAHOM WAM HECKoJbKMM npodeccnam paboumx, AOMAKHOCTAM
CNyXKaLmx.

VI. TPEBOBAHUA K CTPYKTYPE MPOMPAMMbI NOATOTOBKU
CNEUMANNCTOB CPEAHENO 3BEHA

6.1. MMNCC3 npeaycmaTpuUBaEeT U3ydyeHne cieyoWwmx y4ebHbIX LMKI0B:

06LLero rymaHUTapHOro U CoUMaibHO-3KOHOMMYECKOTO;

MaTeMaTU4eCcKoro 1 obLLero ecteCTBEHHOHay4YHOro;

npodeccnoHanbHoro;

W pasaenos:

y4ebHan NpaKTuKa;

NpPOn3BOACTBEHHAA NPAKTUKA (MO Npoduto cneymanbHOCTH);

NpPOW3BOACTBEHHAA NPAKTUKA (NpeaamMniomMHasn);

NPOMEKYTOYHAA aTTecTaums;

rocy4apCTBeHHAn UTOroBas aTTecTaums.

6.2. O6s3aTenbHasn Yactb MNMNCC3 no yyebHbIM UMKAaM [0MKHA COCTaBNATb OKO0 70 NpoueHToB
oT 06Lero o6bema BpeMeHM, OTBEAEHHOIO Ha UX 0cBoeHMe. BapuatneHan YacTb (okono 30 nNpoueHToB)
0AaeT BO3MOXHOCTb paclimpeHua u (uau) yrnybneHvua NOAroTOBKM, ONpeaensieMon cogeprkaHuem
06A3aTeNbHON YACTU, NOJYYEHUSA AOMNONHUTE/IbHbIX KOMMETEHUMUI, YMEHUN U 3HAHUN, HEObXoaAUMBbIX
ans obecneyeHUs KOHKYPEHTOCNOCOBHOCTU BbINYCKHMKA B COOTBETCTBMM C 3aMpPOCaMM PErMOHaNbHOTO
PbIHKA TPy4a WU BO3MOMKHOCTAMM NPOAO/IKEHMA 06pasoBaHUA. [UCLUNANHDBI, MEXAUCUUNINHAPHDbIE
Kypcbl M npodeccuoHasbHble MOAY/M BapuMaTMBHOM 4acTM onpegenatoTca obpasoBaTesibHOM
opraHusaumen.

O6WMn  TYMaAHUTaApPHbIN M COLMANIbHO-3KOHOMMYECKUIN,  MaTeMaTUYECKMn ©n  obwuit
€CTeCTBEHHOHaYYHbIN y4ebHble LUUK/bl COCTOAT U3 AUCLMUNINH.

MNpodeccnoHanbHbii  y4ebHbIA LMKA  CcOCTOUT U3  0bwenpodeccnoHasbHbIX AUCUUNANH ¢
npodeccroHanbHbIX MOAy/ei B COOTBETCTBMM C BUAAMM AeATeNbHOCTU. B coctaB npodeccmoHanbHoro
MOAYNA BXOAUT OAMH UM HECKONbKO MEXAUCUMNAMHAPHBIX KypcoB. MNpn 0cBOEHUU oby4vatolmmmcs
npodeccroHanbHbIX Mogynel NPoBOAATCS yuebHasa n (MaKn) NponsBOACTBEHHAA NpPaKTUKa (Mo npoduto
cneunanbHoOCTH).

6.3. Ob6na3aTesibHaA YacTb OOLLErO N'YMaHMUTApPHOTO U COLMAJIbHO-IKOHOMMYECKOTO Y4ebHOro UmKaa
MMNCC3 6a30BOit NOArOTOBKM [AOJIKHA NpeaycMaTpuBaTb M3yYeHWe cregylowmx 06s3aTenbHbIX
avcumnamH: "OcHosbl punocodun”, "WUctopua", "UHocTpaHHbIM A3bIK", "dusnyeckasa Kynbtypa';
yrnyéneHHoi noarotoBku - "OcHoBbl punocopumn”, "Uctopua”, "Mecuxonorns obuweHuns", "MHocTpaHHbIN
A3bIK", "®M3nueckas KynbTypa'.

Ob6s3atenbHaa 4yacTb npodeccMoHanbHoro ydyebHoro umkna [MNCC3 Kak 6a3oBoW, Tak MU
yrnybneHHOM noArOTOBKM  OO/MKHA NpeaycmMaTpmMBaTb  M3ydeHMe  AUMCUMNAMHBLI  "Be30onacHoCTb
Ku3HegeATenbHocTn". O6bEM YacoB Ha AuCUMNAMHY "Be3onacHoOCTb KM3HeaeATeNbHOCTU" cocTaBaseT
68 YacoB, M3 HWUX Ha OCBOEHWE OCHOB BOEHHO Cy»Kbbl - 48 Yacos.

6.4. ObpasoBaTenbHOM OpraHu3aumnen npu onpegeneHmun ctpyktypbl MMNCC3 n TpysoemKocTn ee
OCBOEHMA MOMKET MPUMEHATbCA CUCTEMA 3a4YeTHbIX eAMHWL, MpPUM 3TOM OAHA 334YeTHad eauHMLa



COOTBEeTCTBYET 36 akageMNYecKUm Yyacam.
Tabnuua 3

CTpyKTypa nporpammbl NOArOTOBKW CNeLMUaancTosB cpegHero 3seHa
6a30B0 NOATOTOBKU



UHaeKc HanmeHoBaHMe y4yebHbIX LMKNOB, Pa3ae/ios, Bcero B Tom uncne NHaeKc n HammeHoBaHue Koapbl
Mmoaynei, TpeboBaHUA K 3HAHUAM, YMEHUAM, | MaKCMMaNbHOWM Yyacos ANCUNNH, bopmupyemblix
NpaKTUYECKOMY OMbITY y4ebHow 0653aTeNIbHbIX MEXANCLMNANHAPHbBIX KOMMEeTeHU M
Harpysku y4ebHbIX Kypcos (MOK)
obyvatowerocs 3aHATUN
(yac./Hen,)
O6s3aTenbHan YacTb y4ebHbIx unknos MMCC3 2376 1584
Oorca.oo O6WMmit rymaHUTapHbIN U COLMANBHO- 522 348
3KOHOMMYECKUI YYeBHbIM UUKA
B pe3synbTaTte M3yyeHns 06s3aTesibHOM YacTu 48 OrC3.01. OcHosbl OK1-9

y4ebHOro uukaa oby4arowminca goJIKeH:
YMeTb:

OpMEeHTUPOBaATLCA B Hanbosnee obLLMX
dunocodckmnx npobnemax 66ITUA, NO3HAHUS,
LeHHOCTEN, cBOOOAbI M CMbICAA XKU3HU KaK
0CHOBax GOPMUPOBAHUA KYNbTYpPbI
rpaxgaHvHa n byayuwero cneymanmcra;
3HaTb:

OCHOBHbIE KaTeropum n noHATUA punocoduu;
posb GUNOCOPUN B KMU3HU YENOBEKA U
obuecTsa;

OCHOBbI GMNOCOPCKOro y4eHus o bbITUu;
CYLLLHOCTb Npouecca No3HaHus;

OCHOBbI Hay4HoOM, praocodpckon n
PENUTMO3HON KapTUH MUPA;

06 ycnosmax GopMUPOBAHUA INYHOCTMH,
cB060€e M OTBETCTBEHHOCTM 33 COXPaHeHMe
U3HMU, KYNbTYPbl, OKPYKatoLLel cpeabl;

0 COLMaNbHbIX U 3TUYECKUX Npobaemax,
CBA3AHHbIX C Pa3BUTUEM U UCNONb30BaHUEM
[OCTUMKEHUI HAYKU, TEXHUKU U TEXHOIOTUIA.

dunnocodun




YMeTb:
OPUEHTMPOBATLCA B COBPEMEHHOW
3KOHOMMYECKOM, MONUTUYECKON U
KYNbTYPHOW cuTyauumn B Poccnn n mupe;
BbIAB/IATb B3aMMOCBA3b OTEYECTBEHHDIX,
perMoHanbHbIX, MUPOBbIX COLMANbHO-
3KOHOMMYECKUX, NONUTUYECKUX U KYNbTYPHbIX
npobnem;

3HaTb:

OCHOBHblE HAaNPaB/AIEHUA PA3BUTUA KtOYEBbIX
pernoHoB mupa Ha pyberke Bekos (XX n XXI
BB.);

CYLLLHOCTb M NPUYUHbI JIOKANbHbIX,
pervoHanbHbIX, MEKrocyaapCTBEHHbIX
KOHGAMKTOB B KOHLLe XX - Havane XXI BB.;
OCHOBHbIE NPOLLECCh! (MHTErpaLMOHHbIE,
NONIMKYNbTYPHbIE, MUTPALIMOHHBIE U UHbIE)
NONIUTUYECKOTO U SKOHOMMYECKOTO Pa3BUTUSA
BeAYLUMX roCyfapcTB U PETMOHOB MUPa;
Ha3HayeHue OpraHusaumm O6begMHEHHbIX
Haumii (OOH), Opranusauum
CeBepoaTtnaHTuyeckoro gorosopa (HATO),
Esponeickoro Cotosa (EC) u gpyrux
OpraHM3aumin U OCHOBHbIE HanpaBAEHUA UX
AeATeNbHOCTY;

O POJIM HAYKW, KYNbTYPbl U PEUTUN B
COXPaHEHWUN U YKPENIEHUN HAaUMOHA/bHbIX U
rocy4apCTBEHHbIX TPAANLMI;

CoAeprKaHUe U Ha3HavyeHne BaKHeEMLMX
NpPaBOBbIX M 3aKOHOAATE/IbHbIX aKTOB
MWPOBOTO U PEFMOHA/IbHOMO 3HaYEHUS;

48

0Orca.02. Uctopus

OK1-9

yMmeTb:
obuiatbea (YCTHO U MMCbMEHHO) Ha

126

OrC3.03. MHoCTpaHHbIN
A3bIK

OK1-9




WMHOCTPaHHOM fi3blKe Ha NpodeccnoHanbHble
1 NoBceaHEeBHbIE TEMbI;

nepesoauTb (CO CnoBapem) MHOCTPaHHbIe
TeKCTbl NpodeccnoHanbHOM HanpaBAeHHOCTY;

CaMOCTOATE/NIbHO COBEPLUEHCTBOBATDL YCTHYIO U

NMUCbMEHHYIO peydb, NOMOHATL CI0BapPHbIN
3anac;

3HaTb:

neKkcmyecknin (1200 - 1400 nekcuyeckmx
e4MHUL) U TPAaMMATUYECKMI MUHUMYM,
HeobXoAMMbIN ANA YTeHMA U NepesBoga (co
C/10BapeM) MHOCTPAHHbIX TEKCTOB
npodeccnoHanbHON HanpPaB/EHHOCTY;

yMmeTb:
NCMNoAb30BaTb GPU3KYAbTYPHO-
030POBUTE/IbHYI0 AEATENbHOCTb AN1A
YKpenneHua 340p0BbA, AOCTUKEHUA
YKU3HEHHbBIX U MPOPECCUOHANbHBIX Lienei;
3HaTb:

0 PON PU3NYECKOM KybTypbl B
06LweKkynbTypHOM, NpodeccuoHabHOM U
COLMANbHOM Pa3BUTUM YENOBEKA;
OCHOBbI 340P0BOr0 06pasa KMU3HMU.

252

126

Orc>.04. ®usunyeckas
Ky/bTypa

OK2,3

EH.00

MaTemaTnyeckuii 1 obwmin
€CTeCTBEHHOHAYYHbIN y4ebHbIN LIUKA

198

132

B pesynbTaTte usydeHuna obasatenbHOM Yactu
y4yebHOoro uuKaa obyyatoWmMmnca SONKeH:
YMeTb:

pewaTb 3a/a4M Ha OTbICKaHWe NPOU3BOAHOM
CNOMKHOW GYHKLMU, NPOU3BOAHbIX BTOPOTO U
BbICLUMX NOPAZKOB;

NPUMEHATb OCHOBHbIE MeTobl

EH.01. MaTemaTtuKa

OK1-6,9




WHTErpMpoBaHUA NpuU pelleHnmn 3a4ay;
NPUMEHATb METOAbl MaTEMATUYECKOro
aHa/M3a Npu peleHnm 3a4a4 NPUKIagHOro
XapaKTepa, B TOM Yncae npopeccroHaNbHOM
HanpaBAEHHOCTH;

3HaTb:

OCHOBHbIE NOHATUA U METOAbI
MaTeMaTUYECKOTO aHaNN3a;

OCHOBHbIE YNC/IEHHbIE METOAbI PeLleHUs
NPUKNaAHbIX 334a4;

yMeTb:
paboTaTb C COBPEMEHHbIMMU ONepPaLMOHHbIMU
CUCTEMAMM, TEKCTOBbIMM peaKTopamu,
TabIMYHBIMM NPOLLECCOPAMM, CUCTEMAMM
ynpasneHua 6azamum AaHHbIX, Nporpammamm
noAroTOBKM Npe3eHTaunin, MHGopMaLumMoHHO-
NMOWUCKOBbIMM CUCTEMAMM U NONb30BATLCA
BO3MOHOCTAMM MHPOPMALLMOHHO-
TeNeKOMMYHUKAUMOHHOM ceTn "NHTepHeT"
(manee - ceTb UHTEpHET);

npo¢deccnMoHaNbHO OCYyLLECTBAATb HAabop
TEKCTOB Ha NepCcoHaIbHOM KOMMbIOTEpE;
3HaTb:

TEXHUYECKMe cpeacTBa U NPorpammHoe
obecneyeHne NepcoHaNbHbIX KOMMbIOTEPOB;
TeopeTUYecKMe OCHOBbI COBPEMEHHbIX
MHPOPMALMOHHbBIX TEXHOIOTUI 06LEero 1
Cneumann3npoBaHHOro HasHa4YeHusn;
PYCCKYIO M NaTUHCKYIO KNnaBuaTypy
NepCcoHaNbHOro KOMMbIOTEPA;

npasuia oGopMIEHUS OKYMEHTOB Ha
NnepcoHaNbHOM KOMMbIOTEpE;

EH.02. UHdopmaTHKa

OK4,5,9




YMeTb:
OpPUEHTUPOBATLCA B Hanbosiee obLWmUX
npobsemax 3KoNorMu n
NpMpoaoNo/b30BaHUS;

3HaThb:

0cobeHHOCTU B3aMMOAencTBMA obLuectsa U
npupoapl;

npupoaopecypcHbliii notTeHuman Poccuu;
NPUHLUMMNbI U METOAbl paLMOHaAbHOTO
NpMpPoAON0b30BaHUS;

npaBoBble U CoLManbHble BONPOChI
nNpMpPoAON0Ab30BaHUA.

EH.03. 3konornyeckune
OCHOBbI
npMpoA0noabL30BaHKUA

OK3,6,7,9

.00

MpodeccnoHanbHbIl yY4eBOHbIN LUKA

1656

1104

0r.oo

ObuwenpodeccroHanbHble AUCLUMNANHDI

918

612

B pesynbTaTe nsyyeHns obs3aTesibHOM YacTu
npodeccnoHanbHOro y4ebHoOro Umkia
obyuvatowminca SOMKEH:

yMeTb:

OpPVEHTUPOBATLCA B BONPOCAX
3KOHOMMYECKOWN TEOPUUN B COBPEMEHHbIX
yCNoBUSX;

3HaTb:

3aKOHOMEPHOCTU GYHKLMOHUPOBaHUSA
PbIHOYHbIX MEXaHW3MOB Ha MUKPO- U
MaKpPOYPOBHSAX M METObI FOCYAAaPCTBEHHOTO
perynMpoBaHus;

obLye NoNoXKEeHMA SKOHOMUYECKON TeEOpUY;

Orl1.01. 3koHomMM4YecKasn
Teopwusa

OK1-7
MK11-1.3

yMmeTb:
paccymTbIBaTb MO MPUHATON METOA0NOTUN
OCHOBHblE TEXHUKO-3KOHOMMYECKNe

nokKasaTte M AeATeNbHOCTN OpraHn3aLmy;

OM.02. 9KoHOMMUKa
opraHusauum

OK1-7
MK1.1-13




3HaTb:
OCHOBHble MUKPO- U MaKPO3KOHOMMUYEeCKHe
KaTeropmnn n nokasatesin, MetToabl UX PaCHETa;

YMETb:

ynpaBAAaTb KOHGANMKTAMM U CTPECCAMMU B
npouecce npodeccmMoHabHON AeATEIbHOCTH;
3HaTb:

XapaKTepHble YepTbl COBPEMEHHOIO
MeHeAXMeHTa; LMKA MeHeAKMeHTa;
NpoLecc NPUHATUA N peannsaumm
ynpaBaeHYECKMX pelleHnit,
UHbOpMaLMOHHOoe obecnedyeHne
MeHeaXXMeHTa;

OMn.03. MeHegXmeHT

OK1-9
NK1.1,1.2,1.4-
1.8,2.4,2.5

yMmeTb:

NPUMEHATb KagpOoBYIO NOIMTUKY Ha
rocy4apCTBEHHOWM M MyHUUMNANbHOMN CNy:Kbe;
3HaTb:

CUCTEMY FOCYAAPCTBEHHbIX YUPEKAEHUN U
OpraHoOB MECTHOrO CaMOoYMNpPaB/AEHUS;
obue npuHUMNbI U TpeboBaHMA K
NPOXOXKAEHWNIO rOCYAaPCTBEHHOM U
MYHULMNANbHOM CNYK6bl;
OpraHM3auMoHHO-NpaBoBble GopMbl
rocyZapCTBEHHOr0 annapara ynpas/ieHus;

OlM.04. l'ocypapcTBeHHadA m
MYHULMNAAbHAA cnyx6a

OK1-8
MK1.1-1.8

yMmeTb:

paboTaTb C NpodeccMoHanbHbIMMU TEKCTaMM
Ha MHOCTPAHHOM A3bIKE;

COCTaBAATb U 0POPMAATL OPraHM3aLNOHHO-
pacnopsaauTesIbHYI0 JOKYMEHTALMIO Ha
WMHOCTPAHHOM f3bIKE;

BECTW NeperoBopbl Ha MHOCTPAHHOM fA3bIKE;
3HaTb:

OMN.05. NHOCTpaHHbIM A3bIK
(npodeccmoHanbHbIM)

OK1-7
MK1.1-13




NPaKTUYECKYIO TPaMMaTUKY, HE0HXoaMMYO
Ana npodpeccMoHanbHOro obLweHns Ha
WMHOCTPAHHOM f3bIKE;

0cobeHHOCTM NepeBoaa CyKebHbIX
ZAOKYMEHTOB C MHOCTPAHHOTO A3bIKa;

yMeTb:
NPUMEHSATb B NPodecCMOHaNbHOM
AeATENbHOCTUN NPUEMbI Ae/10BOTO 06LLEHMS;
3HaTb:

OCHOBHbIe NpaBmaa NPoPeCccUOHaNbHOM
3TUKKM U NPUEMbI AeN10BOr0 06LLEHMA B
KONNEKTUBE;

0COHEHHOCTM NPOPECCUOHANBHOM STUKU U
NMCUXONIOTUUN AENOBOIO OBLEHMA CAYKALLMX
rocyAapCTBEHHbIX U UHbIX OPraHU3aLMOHHO-
NpPaBoBbIX GOPM yupeaeHUN K
opraHu3auuii;

0OnN.06. NpodeccmoHanbHas
3TUKa N NCUXON0ormnAa
Aenosoro obuweHna

OK1-8
MK1.2-1.6,1.8

yMeTb:
€034aBaTb 61aronNPUATHbIN NCUXONOTUYECKUIA
KNUMaT B KOJI/IEKTUBE;

3¢ dEeKTUBHO yNpaBaaTb TPYA0BbIMM
pecypcamu;

3HaTb:

coAeprKaHue KaapoBoro, MUHGOPMaLMOHHOTO,
TEXHWYECKOro 1 NpaBoBoro obecneveHus
CUCTEMbI YNPaB/AEHUA NEPCOHANIOM;
OpPraHM3aLMOHHYIO CTPYKTYPY CAyKObl
ynpasaeHuA NepcoHanom;

ob6Lme NpUHLUMNbI YNPaBAEHUA NEPCOHANOM;
NPUHUMMbI OPraHU3aLMm KaapoBon paboTbl;
NCUXONOTNYECKME aCNeKTbl YNPaBAEHUS,
cnocobbl paspelleHns KOHGAMKTHbIX

OMn.07. YnpasneHue
nepcoHanom

OK1-9
MNK1.7,2.6,2.7




CUTyaLMi B KONIJIEKTUBE;

YMETb:

3alUMLLATL CBOW MPaBa B COOTBETCTBUM C
TPYAO0BbIM 3aKOHOAATENLCTBOM;
MCNonb30BaTb NPaBoBYO MHPOPMALMIO B
npodeccnoHanbHON AeATENIbHOCTY;
3HaTb:

npasa 1 0683aHHOCTU CAYMKaLLUX;
3aKoHOAaTe/IbHble aKTbl U HOPMaTHBHbIE
[OKYMEHTbI, peryanpyouime
NpaBoOTHOLWEHUA GU3UYECKUX U
HOPUANYECKUX NNLL;

OCHOBHble 3aKOHOAATE/bHbIE aKTbl O
npaBosom obecneyeHnn NpodeccnoHanbHoM
[eATeNIbHOCTU CAYKallmX;

Ol.08. NpasoBoe
obecneveHue
npodeccmoHanbHom
AeATeNbHOCTU

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

YMeTb:
OpraHn30BbIBaTh M NPOBOAUTL MEPONPUATUA
no 3aluTe paboTatoWwmx 1 HaceneHmsa oT
HeraTMBHbIX BO34EMNCTBUIN Ype3Bbl4aMHbIX
cUTYyaumi;

npegnpMHUMaThb NpoduUNakTUYECKME Mepbl
ONA CHUXKEHWUS YPOBHA ONacHOCTelN
pPas3/IMYHOro BMAA U UX NOCNEACTBUI B
npodeccnoHanbHON AeaTenbHOCTU U BbITy;
MCNoNb30BaTb CPEeACTBA MHAMBUAYANBHOM U
KOJINEKTUBHOM 3aLMTbl OT OPYKMA MACCOBOTO
Nopa*keHus;

NPUMEHSTb NepPBUYHbIE CpeacTBa
NoXapoTyLleHus;

OPMEHTUPOBATLCA B NepeyHe BOEHHO-YYETHbIX
cneunanbHOCTEN U CaMOCTOSTENBHO
onpeaensaTb CPeAn HUX POACTBEHHbIE
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ON.09. be3onacHocCTb
*KU3HeaeATeNbHOCTH

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




nosly4eHHOM cneLmanbHOCTH;

NPUMEHATb NPodecCcMoHasbHble 3HaHMA B
X04e UCnosHeHMsa 06A3aHHOCTE BOEHHOM
CNy»KObl Ha BOMHCKUX LONKHOCTAX B
COOTBETCTBUM C NOJTYYEHHOM
CneumanbHOCTbIO;

BNaAeTb cnocobamm 6ecKOHPANKTHOTO
obLLeHMA U camoperynauumn B NoBcegHEBHOM
AeATENbHOCTU M 9KCTPEMAbHBIX YC0BUAX
BOEHHOW CNYXKObI;

OKa3blBaTb NePBYI0 NOMOLLb NOCTPALABLLMM;
3HaTb:

NPUHLMMNbI 06ecneyeHns yCTOMYMBOCTH
06EKTOB 3KOHOMMKM, MPOFrHO3UPOBAHUSA
pa3BUTMA cOBbITUIM M OLLEHKM NOCeACTBUN
NpPW TEXHOTEHHBIX YPE3BbIYAMHbIX CUTYaLUAX U
CTUXUIAHBIX ABNEHMAX, B TOM YMCNE B YCOBUAX
NpPOTUBOAENCTBUA TEPPOPU3IMY KaK
Cepbe3Ho yrpose HaunoHaNbHOM
6e3onacHocTn Poccuuy;

OCHOBHbI€ BMAbl NOTEHLMANbHbIX ONacHOCTEMN
W nx nocneacTsma B npodeccuoHanbHoM
AeATENbHOCTU U BbITY, NPUHUMMbI CHUKEHWUS
BEPOATHOCTU UX pPeanm3aLmm;

OCHOBbI BOEHHOM CNyXbObl 1 06OPOHDI
rocyaapcrea;

3a/1a4M MU OCHOBHblE MepOoNpPUATUA
rpaxgaHCcKol 060pOHbI; CNOCObbI 3aLLMUTHI
Hace/NIeHUs OT OPYKMA MACCOBOTIO
nopaKeHus;

Mepbl NoXKapHoi 6e3onacHOCTU 1 NpaBuna
6e30nacHOro NOBeAeHUA NPU NOXKapax;
OpraHM3aumio 1 NOPALOK NPU3bIBA rPaxKaaH
Ha BOEHHYIO CNYXKOY M NOCTYNAEeHMA HA Hee B




A06poBO/ILHOM NOpPAAKE;

OCHOBHbIE BU/bl BOOPYKEHUNS, BOEHHOM
TEXHWUKWN U CNeLManbHOro CHapaXeHus,
COCTOALIME HA BOOPYXKEHUM (OCHaLWEeHUN)
BOMHCKMX NoApasae/ieHnit, B KOTopbIxX
MMEIOTCA BOEHHO-YYEeTHbIe CNeLmnanbHOCTH,
poAacTBeHHble cneuunanbHocTam Cro;
06.1acTb NPUMEHEHNA NoNYYaeMblIX
npodeccrnoHanbHbIX 3HAHWI NPU UCNIONHEHUM
06a3aHHOCTEN BOEHHOM C/Y*KObI;

nopAaoK U NpaBuaa oKasaHMA NepBoi
NOMOLLM NOCTPaAaBLINM.

Mm.0o0 MpodeccmoHanbHblie mogynm 738 492
nm.o1 OpraHusauma 4OKYMEHTALMOHHOIo M/K.01.01. OK1-9
obecnevyeHns ynpasaeHns 1 JOKyMeHTauMoOHHOEe MK1.1-1.10

bYHKUMOHMPOBaAHMA opraHM3aumm

B pesynbTaTte usydeHns npodeccmoHanbHOro
MmoAayna obyyaloLNnca AOKEH:

MMETb NPaKTUYECKUI OMbIT:

opraHM3aunmn A0KYMEHTaUMOHHOro
obecneyeHuns ynpasaeHua u
bYHKUMOHMPOBAHMA OpraHM3aLumm;

YMeTb:

NPUMEHATb HOPMaTUBHbIE NPaBOBbIE aKTbl B
ynpaBaeH4YecKol aeAaTeNbHOCTY;
noAroTaBAMBaTh MPOEKTbI YNpaBAeHYEeCKUX
peLleHnis;

obpabaTbiBaTh BXOAALLME U UCXOAALLMNE
[OKYMEHTbI, CUCTEMATU3INPOBATL UX,
COCTaBNATb HOMEHKNATYPY Aen U
bopmMmnpoBaTb AOKYMEHTbI B AeNa;

rOTOBWTbL M NPOBOAMUTL COBELLLAHUSA, AeN0Bble

obecneveHue ynpas/sieHnA

M/K.01.02. Mpasosoe
peryanpoBaHue
ynpaBieH4YeCcKomn
OEeATeNbHOCTH

M/K.01.03. OpraHusauma
CEeKpeTapcKoro
obcnyKmBaHuA




BCTPEYU, MPUEMbI U NPE3eHTaLUMY;
3HaTb:

HOPMaTMBHbIE NPABOBbLIE aKTbl B 061aCTH
OpraHM3aumn ynpasaeH4YecKom
AeATeNbHOCTY;

OCHOBHbIE NPaBMAA XPAaHEHWA U 3aLLNUTDI
cnyxebHol nHdopmauum.

nm.02

OpraHu3aumsa apxMBHOW M CNPaBOYHO-
MHPOPMAUMOHHOMN PaboTbl MO AOKYMEHTAM
opraHmsauum

B pe3ynbTaTte nsyyeHna npodpeccmoHanbHOro
MoAayNA 0Oy4aoLWNNCA OOKEH:

MMETb MNPAKTUYECKWNI ONbIT:

OpraHM3aunmn apXMBHOM M CNPaBOYHO-
MHPOPMAUMOHHOMN PaboTbl MO AOKYMEHTaM
opraHu3aumm;

yMeTb:

OpraHM30BbIBATb AEATE/IbHOCTb apX1Ba C
y4eTom cTaTyca v npoduas opraHnsaLmm;
paboTaTb B cUCTEMAX S/IEKTPOHHOTO
OOKYMeHToob0opoTa;

MCMNo/b30BaTh B A€ATE/IbHOCTM apXuBa
COBPEMEHHbIe KOMMNbIOTEPHbIE TEXHONOTNM;
NPUMEHATb COBPEMEHHbIE METOANKM
KOHCepBaLMM U pecTaBpaLMm apXMBHbIX

[ OKYMEHTOB;

3HaTb:

CUCTEMY aPXMBHOIO YNpaBaeHUA B
Poccuiickoit depepaLmm U opraHnsaumio
ApxmnsHoro ¢oHaa Poccuinckon Pegepaunm;

cUCTeMy XpaHeHUs 1 06paboTKN AOKYMEHTOB.

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

M/K.02.02.
focypapcTBeHHble,
MYHULMNANbHbIE aPXMBbI U
ApPXMBbI OpraHu3aymm

M/K.02.03. MeTogmKka n
NPaKTUKa apXnMBoBeAeHUsA

MZJK.02.04. ObecneyeHune
COXPAHHOCTU AOKYMEHTOB

OK1-9
MK2.1-2.7

nw.03

BbinonHeHme paboT No ogHON nnu




HeCKoNbKUM npodeccuam pabouunx,
OO/MKHOCTAM CAYXKaLLUx
BapwuaTtmneHas YacTb yuebHbIx unknos MMCC3 1026 684
(onpepensetca obpasoBaTensHom
opraHusaLmen CamoCcToATeNbHO)
Bcero yacos 06y4yeHus No yyebHbIM LUnKIam 3402 2268
Mnnces
Y1.00 YyebHas npaKkTuKa OK1-9
6 Hea,. 216 MK 1.1-1.10,
2.1-2.7
Mnrn.oo Mpoun3BoAcTBEHHAA NpaKTUKa (No npoduto
cneumanbHocTH)
4 Hegp.
nan.oo Mpoun3BoacTBEHHAA NPAKTUKA
(npeaaunnomuan)
MA.00 MpomexyTo4HaA aTTecTayma 3 Heg.
M’A.00 locypapcTBeHHaA UTOroeas atrecTauua 6 Hea.
MA.01 MoaroToBKa BbIMYCKHOM KBaNMUKALNMOHHOM 4 Hep.
paboTbl
M’A.02 3aLnTa BbIMYCKHOM KBaANDUKALMOHHOM 2 Hega.
paboTbl

Tabnuua 4

Cpok nonyyeHua CIMNO no MMNCC3 6a30B011 NOArOTOBKM B O4HOM popme 0byyeHma coctaBnneT 95 Hegenb, B TOM YnCe:

O6yyeHune no y4yebHbIM UMKIaM 63 Hea.




YyebHaa npakTuKa

6 Hep.
Mpon3BoAcTBEHHAA NpPaKTUKA (Mo npoduto cneumanbHOCTH)
MponsBoacTBEHHAA NPAKTUKA (NpeaaMnaomHas) 4 Hep,
MpomexKyTo4yHaA aTTecTauma 3 Heg.
locyaapcTBeHHaA UTOroBas aTrecTaums 6 Hep.
KaHuKynbl 13 Hep.
UToro 95 Heg.

Tabnuua 5

CTpyKTypa nporpammbl NOLArOTOBKM CMELMaIUCTOB CpeaHero 38eHa
yrny61eHHON NoAroTOBKM

UHaeKkc HanmeHoBaHuMe y4yebHbIX LMKNOB, pa3aesnos, Bcero B Tom uncne MUHaeKc n HammeHoBaHue Koapbl
mogaynei, TpeboBaHMA K 3HAHUAM, YMEHUAM, | MaKCMMA/IbHOM yacos OVCLUNVH, dopmmpyembIx
NPAKTUYECKOMY OMbITY yyebHol ob6A3aTeNnbHbIX MEeXANCUMMINHAPHbIX KOMneTeHumMi
Harpysku y4ebHbIX Kypcos (MAK)
obyuatowerocs 3aHATUN
(yac./Hen,)

Ob6s3aTenibHan YacTb y4yebHbIx unknos MMCC3 3672 2448

0orcs.oo O6LWmMin ryMmaHUTapHbIM U coumnanbHo- 804 536
3KOHOMMYECKUI YYeBHbIM LUKN
B pesynbTaTte M3yyeHns o6s3aTeNbHOM YacTu 48 0Orca.01. OcHosbl OK1-9
y4yebHoro uuKaa obyyatowmmnca gONKeH: dnnocodpum
ymeTb:

OPUEHTMPOBATLCA B Hanbosiee 0bLwmX
dunocodcknx npobnemax 6bITUSA, NO3HAHUS,




LeHHocTel, cB06Obl U CMbICNA KU3HU KaK
0CHOBax GOPMMUPOBAHMA KybTypbl
rpa*kaaHuHa u byayuiero cneumanmncra;
3HaTb:

OCHOBHbI€ KaTeropuu n noHaTns punocoduu;
ponb dpMnocodumm B }KM3HMU YENOBEKA U
obuecTsa;

0CHOBbI $M10CcODCKOro yYeHns o bbiTuu;
CYLLHOCTb NpoLecca No3HaHus;

OCHOBbI Hay4HOM, pnaocodpckom n
PENNTMO3HOMN KapTUH MUP3;

06 ycnoBmax popmMmnpoBaHUA NMYHOCTH,
cBoboge 1 0TBETCTBEHHOCTM 33 COXPaHeEHME
YKU3HMU, KY/IbTYPbl, OKPYrKaloLen cpeabl;

0 COUMANbHbIX U 3TUYECKUX Npobaemax,
CBA3AHHbIX C Pa3BUTUEM U UCMO/Ib30BAHMEM
OOCTUKEHUIM HayKU, TEXHUKU U TEXHOJIOTUIA;

YMeTb:

OPMEHTUPOBATLCA B COBPEMEHHO
3KOHOMMYECKOM, MONTUYECKON U
KY/IbTYPHOW cUTyauumn B Poccnm U Mupe;
BbISIBNSATb B3AMMOCBS3b OTEYECTBEHHDbIX,
PEermoHasibHbIX, MMPOBbIX COLMAIBbHO-
3KOHOMMYECKMX, MOJIUTUYECKUX U KYSIbTYPHbIX
npobnem;

3HaTb:

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

CYLLHOCTb U NPUUYNHbBI NOKaNbHbIX,
pPEernoHasibHbIX, MEXKroCy1apCTBEHHbIX
KOHOGNMKTOB B KOHLE XX - Havane XXI BB.;
OCHOBHbIe NpoLecchl (MHTErpaLMOHHbIE,

48

0rc>3.02. Uctopwus

OK1-9




NOMNKYIbTYPHbIE, MUTPALMOHHbBIE U UHbIE)
NOJIMTUYECKOTO U SKOHOMMWYECKOTO PA3BUTUA
BeAyLMX rocyaapcTB U PermMoHOB MUP3;
HasHayeHne OOH, HATO, EC u apyrux
OpraHu3aLnii 1 OCHOBHbIE HaMNpPaB/EeHMA KX
neATeNbHoCTY;

0 PO/IN HaYKM, KY/bTYpPbl U PEAUTNN B
COXPaHEHUU U YKPENEHNN HALMOHAbHbIX U
rocy4apCTBEHHbIX TPAANLUMI;

coaepaHue U HasHa4YeHUe BaXKHeMNLWnx
NpPaBOBbIX U 3aKOHOAATE/IbHbIX AKTOB
MMPOBOTO N PEFMOHANbHOTO 3HAYEHUA;

yMeTb:

NPUMEHATb TEXHUKU U NpuemMbl 3pPeKTUBHOIO
o0bueHuns B npodeccuoHanbHoM
AeATeNbHOCTY;

MCMNo/1Ib30BaTb NPUEMbI CAMOPErysaLMn
noseAeHMA B NpoLecce MeX/ANYHOCTHOTO
obleHus;

3HaTb:

B3aMMOCBA3b 0OLLEHUA U AeATENbHOCTY;
uenu, GyHKLMM, BUAbI U YPOBHMU 0bLLEHNS;
POAN 1 POSiEBbIE OXMAAHUA B OOLLEHUM;
BMAbI COLMANbHbIX B3aMMOAENCTBUIA;
MeXaHW3Mbl B3aMMONOHUMaHUA B 06LLeHNN;
TEXHUKN U Npuembl obLLeHns, npasuna
CNywaHus, BeaeHus beceapl, yoexxaeHus;
3TUYECKME NPUHLMMbI OOLLEHUS;

WUCTOYHMKMN, NPUYUHDI, BUAbI M CNOCOObI
paspeleHnsa KOHGANKTOB;

48

Orcs.03. Nemnxonorua
obuieHuns

OK1-9
MnK2.7,3.6

yMeTb:
obuiatbea (YCTHO U MMCbMEHHO) Ha

196

OrC3.04. UHOCTpaHHbINM
A3bIK

OK1-9




MHOCTPaHHOM fi3blKe Ha NpodeccMoHanbHble
M noBceAHEBHbIE TEMbI;

nepeBoAMUTb (CO C1OBAapeM) MHOCTPAHHbIe
TEKCTbl NpodeccnoHanbHON HanpaBAeHHOCTY;
CaMOCTOATE/IbHO COBEPLIEHCTBOBATb YCTHYIO U
NMUCbMEHHYIO peyb, NOMOHATL CI0BapPHbIN
3anac;

NMOHUMATb AMANOTMYECKYIO U
MOHOJIOFMYECKYH0 peyb B chepe
npodeccrnoHanbHOM AeATENbHOCTY;

3HaTb:

nekcmyecknin (3000 nekcnyeckmx eauHuL) n
rPaMMaATUYECKUN MUHUMYM, HEOHXO4MMbIi
ONA YTeHuA 1 nepesBoaa (co caosapem)
MHOCTPaHHbIX TEKCTOB NpodeccMoHanbHOM

HanNpPaBJ/IEHHOCTK;
YMETb: 392 196 Orc>.05. ®usunyeckas OK2,3,6,9
MCNONb30BaTb PUKYbTYPHO-CNOPTUBHYIO Ky/abTypa

[eATeNIbHOCTb ANA YKPeneHns 340p0BbS,
OOCTUMKEHMUSA KUSHEHHDIX U
npo¢deccnoHasbHbIX Lenew;

3HaTb:

0 Ponn GU3NYECKOM KyNbTypbl B
06LWERYNbTYPHOM, NPOGECCUOHANIBHOM U
COLMaNbHOM Pa3BUTUM YENOBEKA;
OCHOBbI 340P0OBOr0 06Pasa KMU3HMU.

EH.00 MaTtemaTnyeckuii 1 obwmi 390 260
€CTeCTBEHHOHAYYHbIN y4ebHbIN LUKA

B pesynbTtaTte M3yyeHuns 06s3aTesIbHOM YacTu EH.01. MaTtemaTuKa OK1-6,9
y4yebHOoro uuKaa oby4atowmMmnca gONKeH:
yMeTb:

pelaTb 3a/1a4M Ha OTbICKaHWe NPOU3BOAHOM




CNOXHOM GYHKUMM, MPOU3BOAHbLIX BTOPOTO U
BbICLUMX NOPALKOB;

MCNONb30BaTb Pa3/INYHbIE METOAbI
WMHTErpMpoBaHUs NPU peleHnn 3a4ay;
MCNONb30BaTb METOAbl MAaTEMATUUYECKOTO
aHa/M3a Npu peleHnm 3aaad NpMKIagHoro
XapaKTtepa, B TOM Ymcie npodpeccnoHanbHoOM
HanpaB/IEHHOCTY;

peLlaTb CUCTEMbI YPaBHEHUM C HECKOJIbKUMMU
nepemeHHbIMM MaTPUYHbLIM U APYTUMHU
cnocobamu:

nUcnonb3oBaTb anrebpanyeckne metToabl Npm
peLleHnn reoMeTpmMYeCcKnX 3a4ay;

3HaTb:

OCHOBHbIE NOHATUA U METOAbI
MaTeMaTMUYECKOro aHanAns3a, IMHEenHoM
anrebpbl N aHAIUTUYECKOW reOMETPUM;
OCHOBHbIE YMC/IEHHblE METOAbI PeLleHnn
NPUKAagHbIX 3a4aY;

CYLLHOCTb, BUAbI M cNOCObbI peLleHns 3agau
AHaNUTUYECKOM reOMETPUMN Ha NJIOCKOCTU U B
NPOCTPAHCTBE;

yMmeTb:
paboTaTb C COBPEMEHHbIMU ONepaLMOHHbIMU
CUCTEMAMM, TEKCTOBbIMM peakTopamMu,
TabNMYHBIMM NpoLECCOPaMM, CUCTEMAMM
ynpasneHusa 6azamum AaHHbIX, Tporpammamm
noAroToOBKW Npe3eHTaunin, MHGopMaumoHHO-
NMOWUCKOBbIMM CUCTEMAMM U NOb30BaTLCA
BO3MOHOCTAMM r106anbHON ceTn NIHTEpHET;
3HaTb:

OCHOBHble MeTobl 1 cpeacTsa cbopa,
06paboTKK, XpaHeHUA, Nepeaadmn u

EH.02. MHdopmaTHKa

OK4,5,9




HaKonieHna nHbopmaumm;

TeXHUYEeCcKMe CpeacTBa M NporpammHoe
obecneyeHne NepcoHaNbHbIX KOMMNbIOTEPOB;
TeopeTUYecKkme OCHOBbI COBPEMEHHbIX
MHPOPMaLMOHHBIX TEXHOOTMI 0BLLEro 1
CNeunanns3MpoBaHHOIO HasHaYeHwus;

yMeTb:
OpPUEHTMPOBATLCA B Hanboee 0bLwmx
npobaemax aKoA0rmMm n
NpPUPOAONO/b30BaHMS;

3HaTb:

0cobeHHOCTM B3anmMoaencTena obLecTea u
npupoAbl;

NPUPOAOPECYPCHbLI NOTeHUMan Poccuu;
NPUHLMNbI U METOAbI PAaLMOHaAbHOMO
NpPUPOAONONb30BaHMS;

npaBoBble U COLMa/bHbIe BOMPOCHI
NpPUPOAOMNONb30BaHMS;

EH.03. 3konornyeckune
OCHOBbI
npMpPoAonoab30BaHKUA

OK3,6,7,9

yMeTb:

MCMNO/b30BaTb TEXHOOMMK cbopa,
pa3smeLL,eHMsA, XpaHEeHNA, HAKOMIeHNsA,
npeobpasoBaHUA U Nepeaayn AaHHbIX B
npo¢$eccuoHabHO OPUEHTUPOBAHHbIX
MHPOPMaLMOHHBIX CUCTEMAX;

obecneymBaTb OCTOBEPHOCTb MHPOPMALMK B
npouecce aBTOMaTM3MpPOBaHHON 06paboTKK
JaHHbIX;

3HaTb:

KnaccuduKaLmio MHGOPMALMOHHbBIX CUCTEM;
BMAbl TEXHONOTMYECKMX NPOLLECCOB
06paboTKkn MHbopMaLMKN B MUHDOPMALIMOHHbIX
cuctemax, 0cobeHHOCTU UX MPUMEHEHUS;

EH.04. UHdopmaLMOHHbIe
CUCTEMDI B
npodeccmoHanbHom
OEeATeNbHOCTH

OK1-9
MK3.1-3.6




MeToAabl U NpUeMbl obecneyeHuns
MHPOpMaLMOHHOM be3onacHOCTHL.

.00

MpodeccnoHanbHbIN Yy4eOHbIN LUK

2478

1652

0orn.oo

ObuwenpodeccroHanbHble AUCUUNANHDI

1180

786

B pe3ynbTaTte usyyeHuna 0b6a3aTelbHOM YacTu
y4ebHOro uukna obyyaoWwmnnea AoxKeH:
yMeTb:

OPMEHTMPOBATLCA B BONPOCAX
3KOHOMMWYECKOM TEOPUM B COBPEMEHHbIX
YCNOBUAX;

3HaTb:

3aKOHOMEPHOCTM GYHKLMOHMPOBAHMA
PbIHOYHbIX MEXaHN3MOB Ha MUKPO- U
MaKpOYpPOBHAX U METOAbl FOCYAapCTBEHHOTO
perynmpoBaHus;

obLme NoNoKeHMA SKOHOMUYECKOM TEOPUU;

ONn.01. 9kKoHOMMYecKan
TeopuA

OK1-7
MK1.1-1.3

yMeTb:

paccynTbIBaThb MO MPUHATON METOA0NOMMNN
OCHOBHblE TEXHUKO-3KOHOMMYECKNe
NoKasaTe i AeaTeNbHOCTM OpraHn3aLuu;
3HaTb:

OCHOBHbIE MUKPO- U MaKPO3IKOHOMUYECKNE
KaTeropmm n nokasaTeniv, MeToabl UX pacyeTa;

Orl1.02. 9KoHOMMKa
OopraHusauum

OK1-7
MK11-1.3

yMeTb:
YyNpaBAATb KOHGAMKTaMM U CTpeccamu B
npouecce NpodpeccuoHabHON AeATENBHOCTH;
3HaTb:

XapaKTepHble YepTbl COBPEMEHHOTO
MeHeAKMEHTa;

UMKA MEHEe4KMEHTa;

0On.03. MeHegXmeHT

OK1-9
MNK11,12,14-
1.8,

24,25




npowecc NPpUHATUA N peannsalmm
ynpaBieHYECKUX PELLUEHUI,
MHPOPMaLMOHHOE obecneyeHne
MeHeKMEHTa;

YMeTb:
NPUMEHSATb KaZpOoBYO MNOJIMTUKY Ha
rocy4apCTBEHHOM M MYHUUMMNAbHOM Cnybe;
3HaTb:

CUCTEMY FOCYAAPCTBEHHbIX YUPEKAEHUN U
OpPraHoOB MECTHOIO CaMOoyNpPaBEHUS;

obume npuHUMNbI U TpeboBaHMA K
NPOXOXKAEHWNIO rOCYAaPCTBEHHOM U
MYHULMNANbHOM CNYKObI;
OpraHn3auMoHHo-NpaBoBble GopMbl
rocyZapCcTBEHHOro annapara ynpasieHus;

OM.04. l'ocygapcTBeHHas m
MYHMUMNAAbHAA cnyxb6a

OK1-8
NMK1.1-1.8

yMmeTb:
paboTaTb ¢ NpodeccMoHanbHbIMMU TEKCTaMMU
Ha MHOCTPAHHOM A3bIKE;

COCTaBAATb U 0POPMAATL OPraHM3aLUOHHO-
pacnopaaMTenbHY0 AOKYMEHTALMIO Ha
WMHOCTPaHHOM A3bIKE;

BECTV NeperoBopbl Ha MHOCTPAHHOM A3bIKE;
3HaTb:

NPaKTUYECKYIO TPAaMMaTUKY, HeobXxoauMyo
AN NpodeccMoHanbHOro obLweHns Ha
WHOCTPAHHOM f3bIKE;

0CObeHHOCTM NepeBoaa CyKebHbIX
[LOKYMEHTOB C MHOCTPAHHOTO A3bIKa;

OnN.05. NHoCTpaHHbIM A3bIK
(npodeccrmoHanbHbIM)

OK1-7
MK1.1-13

yMeTb:
NPUMEHSTb B NpodeccMoHanbHOM
AeATeNIbHOCTM NpUeMbl 4e/10BOro 06LweHus;
3HaTb:

Onn.06. NpodeccnoHanbHasn
3TUKa M NCUXON0TUA
Aenosoro obuweHuA

OK1-8
MK1.2-16,1.38




OCHOBHble NpaBuaa NPodEeCcCUOHANbHOM
3TUKM M NPUEMbl 4eN10BOro 0bLEeHNA B
KONNEKTUBE;

0C06EHHOCTM NPOPECCUOHANBHOM STUKU U
NCUXONIOTUUN AENOBOIO OBLLEHMA CAYNKALLMX
rocyAapCTBEHHbIX U UHbIX OPraHU3aLMOHHO-
NpPaBoOBbIX GOPM yUpeAEHNUN U
opraHusauuii;

yMeTb:
npo¢deccMoHabHO OCYLLLECTBAATL Habop
TEKCTOB Ha NepCcoHaNbHOM KOMMbIOTEPE;
3HaTb:

PYCCKYIO M NaTUHCKYIO KNaBuaTypy
NepcoHaNbHOro KOMMbIOTEPa;

npasuaa oGopmaeHUs AOKYMEHTOB Ha
NepcoHaNbHOM KOMMNbIOTEPE;

OMM.07. KomnbtoTepHasa
06paboTKa AOKYMEHTOB

OK2,4,5,9
MK1.1,13-1.9,
2.2,24,25

yMmeTb:
3alLMLLATb CBOM NPaBa B COOTBETCTBMM C
TPYA0BbIM 3aKOHOAATE/IbCTBOM;
MCMO/b30BaTb NPaBOBYO MHPOPMALMIO B
npodeccuoHanbHOl AeATeNbHOCTH;

3HaTb:

npasa 1 06513aHHOCTU CAyKaLLMX;
3aKOHOAaTe/IbHblE aKTbl U UHblE
HOPMaTMBHbIE NPABOBbIE JOKYMEHTbI,
peryavpytoLie npaBooTHOLEHWS
GU3NYECKUX U IOPUANYECKUX NNLL;

OCHOBHbIE 3aKOHOZaTe/lbHble aKTbl O
npaBoBom obecrneyeHnn NpodeccUoHaNbHOM
AeATeNIbHOCTU CNyKaLLMX;

OM1.08. MNpasoBoe
obecneyeHune
npodeccmoHanbHom
AeATeNbHOCTU

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

yMeTb:
0bOPMNATL AOKYMEHTALMIO MO YNPaBAEHUIO

OM.09. YnpasneHune
KayecTBOM

OK1-9
MK2.1-23,




KayecTBOM NpoayKumu;
3HaTb:

OCHOBHbIE NOJIOXKEHUA CUCTEM MEHEAXKMEHTA
KauyecTBa U TpeboBaHUA K HUM;
METOANYECKYIO U HOPMATUBHYIO
OOKYMEHTaLMIO NOo YyNpaBJeHUIO KaYecTBOM

npoayKumuu;

MnK3.1,3.2,3.5

yMeTb:
co3aaBatb 61aronpUATHbIN NCUXONOTUYECKUIA
K/IMMaT B KOJIJIEKTUBE;

3¢pdeKTUBHO yNpaBAATb TPYAOBbIMU
pecypcamu;

3HaTb:

cofleprKaHue KagpoBoro, MHGOPMaALLMOHHOTO,
TEXHWYECKOTo U NPaBoBoro obecneyeHms
CUCTEMbI YNPaB/JIEHUSA NEPCOHANIOM;
OPraHW3aLMOHHYIO CTPYKTYPY CYKObI
ynpas/ieHWUA NepcoHaiom;

o6LMe NPUHLMNbI YNIPaBAeHUA NePCOHANIOM;
NPUHUMMbI OPraHU3aLMm KaapoBon paboTbl;
NcuUxonorn4eckmne acnekTbl ynpasaeHusa,
cnocobbl paspelleHns KOHGAUKTHbIX
CUTYaUWii B KONIEKTUBE;

OMM.10. YnpasneHue
nepcoHanom

OK1-9
MNK1.7,2.6,2.7,
3.6

yMeTb:
MCMO/1b30BaTb METOAbl HAYYHOTO MO3HAHUA B
NCCNeL0BaTEIbCKON AeATeNIbHOCTY;

3HaTb:

0 NocneAcTBmaAx ceoen npodeccMoHa bHOM
AeATeNIbHOCTM C TOYKM 3peHusA eaANHCTBA
burocdepbl M BUocounanbHOM NPUPoOLbI
4ye/I0BeKa;

OCHOBHbIE TEPMUHbI M ONpeaeneHus,

ONn.11. OcHosBbl
nccnenoBaTeNbCKoM
[eATeNbHOCTH

OK1-9
MK 2.1, 2.6, 3.2,
3.3,35




ncnosibayemolie npu GopmupoBaHnm
AOKYMEHTOB B 061aCTW Hay4yHO-
nuccnenoBaTeNbCKon AeATeNbHOCTH;

yMeTb:

npoBoauTb HeobxoanMble pacyeTbl MO
Ha/ZI0roBOMY, KpeaAnTHOMY, 6o aKeTHOMY
perympoBaHM0 SKOHOMUYECKUX NPOLLECCOB;
3HaTb:

cnocobbl rocyAapCTBEHHOTO PEryIMpoBaHns
3KOHOMMWKM B NEPEXOAHbLIN NEPUOL, K PbIHKY;
OAWNHAMMKY COLMANbHO-3KOHOMUYECKUX
NnpoLeccoB, NPOUCXOAAWMX B CTpaHe, UX
CTaTUCTUYECKME 3aKOHOMEPHOCTY;
NPUHLUMNLI U GOPMbI rOCYAaPCTBEHHOTO
peryanmpoBaHMA SKOHOMUKM B PbIHOYHbIX
YC/NIOBUSIX;

OM.12. locymapcteeHHoEe
perynamposaHue
SKOHOMUKUN

OK1-9
MK 3.5, 3.6

yMmeTb:
06bACHATL Pa3NnYHble GOPMblI
rocyZapCcTBEHHOro ynpas/ieHus;
No/1b30BaTbCA OCHOBHbIMU HOPMAaTUBHO-
NPaBoOBbIMW LOKYMEHTAMMU, ONPeAeNAIOLLUMN
CUCTEMY rOCYAaPCTBEHHOIO YNpaBaeHus;
NoJ1Ib30BaTbCA MaKPO3IKOHOMMUYECKUMMU
NnoKasaTensimu;

B/1aZEeTb METOAAMMU paspeLleHuns
KOHQANKTHBIX CUTYaLMIA;

3HaTb:

Hay4YHble OCHOBbI CUCTEMbI FOCYAaPCTBEHHOMO
yrnpaB/eHus;

CTPYKTYpPY OpraHoOB rocy4apCTBEHHOIO
yNpaB/eHus; CoaepiKaHne U HanpaBaeHue
rocyapCcTBeHHON NONNTUKK;

ONn.13. Cucrema
rocyAapCTBEHHOro
ynpasneHun

OK1-9
MNK2.6,2.7,3.6




ynpaB/ieHMe coumanbHoi chepon u
KOHd)ﬂVIKTHbIMM CUTyaumnamum,

yMeTb:
XapaKTepu3oBaTb NCMOJIHUTE/IbHYIO BAACTb B
coBpemeHHol Poccun n npobnemeol ee
MOZEpPHM3aLMM;

06bACHATL cneunduKy rocyaapcTBEHHONO
ynpaBaeHWa Ha permoHasibHOM YPOBHE;
3HaTb:

rocyapCcTBeHHbIN annapat Poccum B cucteme
COBETCKOro roCyfapcTBa;

nepuosbl CTaHOBNEHWA U 3BONIOLMM
aAMUHUCTPATUBHO-KOMAHAHOM CUCTEMDI
ynpasneHus;

COBETCKMI ONbIT aAMUHUCTPUPOBAHUS;
Kpusuc begepatmsHon cuctembl Cotosa
CoseTtckux Coumanuctmyeckux Pecnybnuk;
nepuog CTaHOB/IEHMA HOBOM CUCTEMDbI
OpraHW3aLMKn rocyfapcTBEHHOM BacTK B
Poccnmn 8 1990 - 1993 rr.;

OCHOBHble NosoXKeHna KoHCTUTyLmMn
Poccuitckoin Pegepaumm 1993 r. n npouecc
dbopMmnpoBaHMA HOBbIX OPraHOB
rocyapCTBeHHOMN BNacTu;
npeacTaBuUTe/IbHblE OpraHbl BNACTU B HaYane
XXI B., CTPYKTYpY UCNOJHUTENbHOW BNACTU B
coBpeMeHHol Poccun 1 npobiemsl ee
MogepHU3aLNY;

cneundukry pedopmmpoBaHuns cyaebHol
cuctemMbl Poccnitckon ®epepaumm;

OM.14. OpraHusauus
rocy4apCTBEHHbIX
yupexaeHui Poccun

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

yMeTb:
OpraHn30BbIBaTb M MPOBOAUTL MEPONpPUATUA

68

ON.15. be3onacHocTb
U3HeaeATeNIbHOCTH

OK1-9
MK1.1-1.5,
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no 3awuTe paboTatoWmxX U HaceneHns ot
HeraTMBHbIX BO34EMCTBUIN Ype3Bbl4anHbIX
cUTyauui;

npeanpUHUMATL NPOodUNAKTUYECKME MEpbI
ON1A CHUXKEHWA YPOBHA ONacHoCTen
pPa3ZIMYHOro BUAA U UX NOCNeACTBUN B
npodeccnoHanbHON AeATENBHOCTU U ObITY;
MCMNo/1b30BaTb CPEACTBA UHAMBUAYANBHOM U
KONIEKTUBHOM 3aLWMTbl OT OPYXKUS MaccoBOro
nopaxeHus;

NPUMEHATb NepBUYHbIE CPeaCTBA
MOXKapOTyLUEHUS;

OPUEHTMPOBATLCA B NepeyYHe BOEHHO-YYETHbIX
crneumanbHOCTEN M CaMOCTOATENIbHO
onpeaensaTb cpean HUX POACTBEHHbIE
nosy4eHHOW cneLmanbHoOCTH;

NPUMEHATb NPodecCcMoHabHbIe 3HaHWSA B
X04e UCnosHeHMA 06A3aHHOCTE BOEHHOWM
CNYXKO6bl Ha BOMHCKUX AOKHOCTAX B
COOTBETCTBUM C NOJTYYEHHOM
CrneumanbHOCTbIO;

B/lageTb cnocobamm 6eckoHGANKTHOrO
0bLLeHMA U camoperynauumn B NoBcegHEBHOM
AeATENIbHOCTU M 3KCTPEMA/bHBIX YC0BUAX
BOEHHOW CNYXKObI;

OKa3blBaTb NePBYI0 NOMOLLb NOCTPALAABLLMM;
3HaTb:

NPUHUMNBLI obecnedyeHnsa yCTOMYNBOCTH
06BEKTOB 3KOHOMMKM, MPOTHO3UPOBAHMUSA
pPa3BUTUS CODObITUI M OLLEHKM NOCNenCTBUIA
NPW TEXHOTEHHBIX YPE3BbIYANHbIX CUTYALMAX U
CTUXUIAHDBIX ABJEHMUAX, B TOM YMUCNE B YCAOBUAX
NPOTUBOAENCTBUA TEPPOPUIMY KaK
Cepbe3Ho yrpose HaunoHabHOM

2.1-2.4,27,
3.1-3.6




6e3onacHocTn Poccuu;

OCHOBHblE BMAbI MOTEHLMA/bHbIX OMACHOCTEN!
N MX NocnencTena B NpodeccMoHanbHOM
[eATENBbHOCTU M BbITY, NPUHLMIMBI CHUMKEHWUSA
BEPOATHOCTU UX pPeanm3aLmm;

OCHOBbI BOEHHOM CNYK6bl M1 060POHDI
rocyaapcrea;

3a/1a4M U OCHOBHblE MeponpUATUA
rpaxgaHcKo 060pOHbI; CNOCobbI 3aLLMTbI
HaCceNIeHUA OT OPYKMUA MACCOBOTIO
nopaxeHus;

Mepbl NoXKapHoi 6e3onacHOCTU 1 NpaBuna
6e3onacHOro noseAeHusa Npu NoXKapax;
OpraHM3aumio 1 NopPALOK NPU3bIBA rPaXKaaH
Ha BOEHHYIO CNyXKOY M NOCTYNAEHUA Ha Hee B
[06pPOBOIBHOM MOPALKE;

OCHOBHbIE BM/bl BOOPYKEHUS, BOEHHOWN
TEXHWUKWN U CNELMaNbHOTO CHapsaXKeHus,
COCTOSILME HA BOOPYKEHMM (OCHALLEHUN)
BOMHCKMX NOAPa3ae/ieHUi, B KOTOPbIX
MMEIOTCA BOEHHO-YUYETHbIE CNEeLnanbHOCTH,
poacTBeHHble cneunanbHocTam Clro;
061aCcTb NPUMEHEHUA NONYYaEMbIX
npodeccMoHanbHbIX 3HAHMI NPU UCMIONHEHUM
0ba3aHHOCTE BOEHHOW CNYK6bI;

nopaaoK W NpaBuaa OKasaHMA NepBoi
NMOMOLLM NOCTPAAABLUNM.

Mm.00 MpodeccmoHanbHble moayamn 1298 866
nmv.o1 OpraHusauma 4OKYMeHTaUMOHHOro M/K.01.01. OK1-9
obecneyeHns ynpasaeHua u JOoKyMeHTauMoHHOe MNK1.1-1.11

bYHKLMOHMPOBaHMA OpraHn3aumm
B pe3synbTaTte nsyyeHna npodpeccmoHanbHOro

obecneveHue ynpasaeHnA

MKZ[.01.02. NMpasosoe




Mmoaynsa oby4yatowmincs AOMKeH:

UMETb MPAKTUYECKUI OMbIT:

OpraHM3aumMn AOKYMEHTAUMOHHOIO
obecneyeHuns ynpasaeHua u
GYHKUMOHMPOBAHMA OpraHM3aLmu;

yMeTb:

NPUMEHATb HOPMATUBHbIE NPABOBbIE AKTbl B
yrnpaBaeHYeCKON AeATENbHOCTY;
noAroTaBAMBaTb MPOEKTbI YNPaBJAEHYECKMX
peleHnit;

0bpabaTbiBaTh NOCTynawoLme 1
OTNpaBasemble JOKYMEHTI,
CMCTEMATU3INPOBATb UX, COCTaBAATb
HOMEHKNATYpy aen n GopmmpoBaTb
OOKYMEHTbI B 4ena;

roToBUTb M NPOBOAMUTL COBELLAHMSA, LENOBbIE
BCTPEYU, MPUEMbI U NPe3eHTaLunu;

3HaTb:

HOPMATUBHbIE NPaBOBble aKTbl B 06/1acTh
OpraHu3aLmnKn ynpasaeH4YecKom
0eATeNbHOCTYH;

OCHOBHbIE NPaBUAA XPAaHEHMA U 3aLLMUTbI
cnyxebHol nHdopmauum.

perynnposaHue
ynpaBaeH4YeCcKomn
AeATeNbHOCTH

MKZ.01.03. OpraHusaumsa
CeKpeTapcKoro
obcnyKumBaHUsA

nm.02

OpraHu3auma apxMBHOW U CNPaBOYHO-
MHOOPMaALMOHHOMN PaboTbl MO AOKYMEHTAM
opraHu3sauum

B pe3ynbTaTte usyyeHns npodpeccmMoHanbHOro
Moayns 0by4aoLWNNCa OOKEH:

MMETb NPAKTUYECKUI ONbIT:

OpraHM3auMmn apXMBHOM M CNPaBOYHO-
MHPOPMALMOHHOM PaboTbl MO AOKYMEHTaM
opraHusaumu;

yMeTb:

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

M/K.02.02.
FocypapcTBeHHble,
MYHULMMNANIbHbIE apXMBbI U
apXMBbl OpPraHn3aumi

M/K.02.03. MeTogmKa u
NpPaKTUKa apXnMBoBeAeHUsA

OK1-9
NnK2.1-2.7




OpPraHW30BbIBaTb AEATENLHOCTb apXMBa C
y4eTom cTaTyca U npoduns opraHnsaumm;
paboTaTb B cMCTEMAX 3NEKTPOHHOTO
OOKYMeHToob0opoTa;

MUCNONb30BaTb B AEATENIbHOCTM apXMBa
COBPEMEHHbIE KOMMNbIOTEPHbIE TEXHONOTUU;
NPUMEHSTb COBPEMEHHbIE METOANKM
KOHCepBaLMW U pecTaBpaLnm apXmMBHbIX
OOKYMEHTOB;

3HaTb:

CUCTEMY apXMBHbIX YUPEKAEHWNI B
Poccuiickoint Pepgepaumm n opraHnsaumio
ApxusHoro ¢poHga Poccuiickon depepaunu;

cUCTEMY XpaHeHUsa 1 06paboTKN OKYMEHTOB.

MZJK.02.04. O6ecneyeHune
COXPAHHOCTM AOKYMEHTOB

nm.o3

OcyuiecTBneHne AOKYMEHTaLMOHHOIo
obecnevyeHns ynpaBaeHUsA U apxXMBHOro Aena
C UCNONb30BaHUEM NPOrpamMMHbIX CPeaCcTB
yyeTa, XpaHeHus, 06paboTKM 1 Nomncka
[OKYMEHTOB

B pesynbTaTte usyyeHuns npodeccrMoHanbHOro
moayna obyyaoLnnca AOMKEH:

MMETb MPaKTUYECKUI OMbIT:

paboTbl C NPOrpammMHbIMU CPEACTBAMM YyUeTa,
XpaHeHus, 06paboTKM M NOMCKA AOKYMEHTOB;
OpraHu3aLmMmn cNpaBoYHO-MHPOPMALLMOHHOM
0eATeNbHOCTU C AOKYMEHTaMMU;

YMeTb:

paboTatb ¢ npodeccMoHanbHO
OPUEHTUPOBAHHbLIM MPOrPaMMHbIM
obecneyeHnem B obnactu
NOKYMeHTaLMOHHOro obecnevyeHuns
ynpasneHua (aanee - 0Y) u apxmBHoOro
nena;

M/JK.03.01.
NHbopmaLmoHHble
TEXHONOrU B
OOKYMEHTaUMOHHOM
obecneyeHun ynpasneHusa
M apXMBHOM Jefe

MK/L.03.02. MeTogmka
paLMoHanm3aumnm
OOKYMEHTaLMOHHOro
obecneyeHuns ynpasneHua
N apXxMBHOTO Aena

MKZ.03.03. OpraHusaumsa
paboTbl C 3/1EKTPOHHbIMU
OOKYMEHTaMu

OK1-9
MK3.1-3.6




OpPraHn30BbIBaTb BHEAPEHUE
aBTOMATM3MPOBAHHOM CUCTEMbI B CyKbe
OOY v apxuBe (TexHMYECKoe 3aaHue,
noHaTne o CASE-texHonorusx);

Haxo4uTb Heobxoaumyo nHpopmaLmto,
Nno/ab30BaTbCcA MHPOPMALUMOHHBIMM
pecypcamu cetu MHTepHeTa B 0bactu
AOKYMEHTOBEAEHMA U apXMBHOIO AENa;
paboTaTb C 3NEKTPOHHbIMM AOKYMEHTAMU;
MCMNO/1Ib30BaTb CETEBbLIE NPOrPaMMHbIE U
TEXHWYECKMe cpeacTBa B NpodeccMoHanbHOM
AeATeNbHOCTY;

3HaTb:

PbIHOK CMeLMannu3MpoBaHHOrO NPUKAALHOTO
nporpammHoro obecneveHus 8 obnactn 40Y
W apXMBHOTO Aena (aBTOMaTUYECKUE CUCTEMBI
ynpaBaeHusa AOKYMEHTamMm);

coBpemeHHoe cocTtoaHue J0Y
rocy,apCTBEHHbIX U HEFrOCYAaPCTBEHHbIX
yUYpeXKaeHui, rocyaapcTBEHHbIX,
MYHULMNANbHbBIX U HEFOCYAaPCTBEHHbIX
apx1BoB B 061aCTU NpUMEHEHUSA
MHPOPMALMOHHbBIX TEXHOIOTUI U
MCMNO/Ib30BaHUSA CNeLmManm3MpoBaHHOro
NnporpaMmHoro obecneyeHus;
KOopnopaTuBHble MHPOPMALMOHHbIE CUCTEMDI,
aBTOMATM3MPOBaAHHbIE MO CUCTEMAM
AOKYMEHTauuK, B TOM YMC/e KaapOBOW,
byxyueTa;

nepcneKkTUBHbIE HANPaBAEHMUSA
nHbopmaTmsaumm JOY 1 apxmMBHOro fena;
3aKoHoAaTebHyto 6a3y, OCHOBHbIE Yrpo3bl
nHdopmaumoHHoM besonacHoCcTy.




nm.o4 BbinonHeHme paboT no ogHoN nam
HeCcKoNbKUM npodeccuam pabouumx,
AOJIKHOCTAM CAYXKaLLUX

BapwuaTtmneHas YacTb yuebHbIx unknos MMCC3 1620 1080
(onpepensetca obpasosaTensHoOM
opraHM3aumelt camocToATeIbHO)

Bcero yacos 06y4yeHus No yyebHbIM LUnKIam 5292 3528
nncecs3

Y1.00 YyebHas npaKkTuKa OK1-9

NMK1.1-3.6
Mnrn.oo Mpoun3BoAcTBEHHAA NpaKTUKa (No npoduto 10 Hea. 360

CI'IELI,M8!'IbHOCTM)

nan.oo MponssoacTBeHHAA NpPaKTUKa 4 Hep,
(npeaaunnomuan)

MA.00 MpomexyTo4yHaA aTTecTayma 5 Heg.

M’A.00 locypapcTBeHHaA UTOroeas atrectauma 6 Hea.

MA.01 MoaroToBKa BbIMYCKHOM KBanMUKALNMOHHOM 4 Hep.
paboTbl

M’A.02 3aLnTa BbIMYCKHOM KBaANDUKALMOHHOM 2 Hega.
paboTbl

Tabnuua 6

Cpok nonyyeHua CMNO no MMNCC3 yrnybneHHoM NOArOTOBKN B OUYHOM dopme 0bydyeHus coctaenseT 147 Heaenb, B TOM YNCAE:

O6y4yeHune no y4yebHbIM UMKIaM 98 Hega.

YuebHasa npaKkTuKa 10 Hea.




Mpoun3BoACcTBEHHAA NpPaKTUKA (Mo npoduto cneumanbHOCTH)

Mpon3BoACTBEHHAA NPAKTUKA (NpeaamnnioMHas) 4 Hep,
MpomexyTo4HaA aTTecTayma 5 Hea.
locypapcTBeHHasa UTOroBas aTrecTauma 6 Hep,
KaHnKynapHoe Bpema 24 Hep,

NToro

147 Hep.




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

7.1. ObpasoBaTenbHas opraHM3auMa camocToATeNbHO pa3pabaTbiBaeT u ytBepagaet MMCC3 B
cooTBeTCTBUM ¢ HacTosAwmm ®rOC CMNO u ¢ yueTom cooTBeTcTBYOWEN NpumepHon MMNCC3.

MNepen Hayanom paspaboTku MMNCC3 obpasoBaTesibHas OpraHM3aLMa O0/KHA onpenenntb ee
cneumMdmKy C y4eTOM HAMPaBAEHHOCTM Ha YAOBNETBOPEHME MNOTPeOHOCTENM pPbIHKA Tpyha M
paboTofaTenell, KOHKPETU3MPOBATb KOHEYHbIE Pe3ynbTaTbl 0ByYeHUA B BUAE KOMMETEHUUN, YMEHUIA U
3HaHWM, NPMObpPeTaeMoro NPakTMYECKOro onbITa.

KoHKpeTHble BUAbl  AEATENbHOCTM, K  KOTOPbIM  TrOTOBMTCA  OOyyalowMiica,  AOMKHbI
COOTBETCTBOBATb MPUCBAMBAEMOM KBainbMKauMW, oOnNpenenatTb coAeprkaHMe o06pa3oBaTeNbHOM
nporpammbl, paspabatbiBaemon 0b6pa3oBaTe/ibHOM OpraHM3aumMen COBMECTHO C 3aumHTepecoBaHHbIMMU
paboTogatenamu.

Mpun popmuposaHmm MNMCC3 obpasoBaTenbHaa opraHU3aUma:

MMeeT MpPaBO WCMO/b30BaTb 0ObeM BpeMeHW, OTBEAEHHbIM Ha BapWATUBHYHK 4YacTb y4yebHbIX
umknos MMNCC3, ysBennumeaa npu 3Tom o0b6bEM BpPEMEHW, OTBEAEHHbIA Ha AMCLUMMNAWHBI U MOAYAU
obAsaTenbHOM Yactn, nMbo BBOAA HOBblE AUCUMNAMHBI M MOAYAN B COOTBETCTBMWU C NOTPEBHOCTAMM
paboToaarteneit u cneundpuKon geatTesbHOCTM 0b6pa3oBaTe/IbHOM OpraHM3aLnu;

MMeeT NpPaBo OMNpeaenaTb /18 0CBOEHUs 0byYatoWMMMCA B pamKax npodeccMoHaibHOro Moy s
npodeccnto pabouyero, [OMKHOCTb CAyXKawero (0AHY MAM HECKOSIbKO) COMMAacHO MPWUIOKEHUIO K
HacToAawemy ®roc Crno;

obsa3aHa exerogHo o6HoBAATL MMCC3 ¢ yyeTom 3anpocos pabotopaTtenei, ocobeHHocTel
pa3BUTMA PErvoHa, Ky/abTypbl, HAyKM, IKOHOMMUKW, TEXHUKWU, TEXHOJOTMN WU coumanbHon cohepbl B
pamKax, yCTaHOB/EeHHbIX HacToAwmm Oroc CMo;

0653aHa B paboumx y4ebHbIX Nporpammax BCeX AUCLMNANH U NPOdECcCMOHANbHbBIX MOAY/IEN YETKO
dbopmynnpoBaTb TpebOBaHWA K pe3ynbTaTaM WX OCBOEHMA: KOMMEeTeHUMAM, npuobpeTaemomy
NPaKTUYECKOMY OMbITY, 3HAHUAM U YMEHUAM;

o0b6s3aHa obecneunBatb 3GPEKTUBHYIO CaMOCTOATENbHYIO PaboTy 0byYaloWMXCA B COYETAHUMU C
COBEpPLUEHCTBOBAHMEM YMNpPaBAEHUA €l0 CO CTOPOHbI NpenogasaTteniell 1 MacTepoB NPOM3BOACTBEHHOTIO
0by4yeHus;

obfA3aHa obecneunBaTb O0OyyalOWMMCA  BO3MOXHOCTb Yy4yacTBOBaTb B  popmupoBaHUM
MHAMBUAYANbHOM 06pa3oBaTeIbHON NPOrpaMmbl;

06a3aHa ¢opmMMpPOBaATL COUMOKYALTYPHYIO Cpeay, CO34aBaTb YCNOBUA, Heobxoaumble pns
BCECTOPOHHEr0 pPasBUTUSA UM COLMANAM3ALUN  JINYHOCTWU, COXPaAHEHWs 340pOBbA  ObOy4varoLmxcs,
CNoCco6CTBOBATb PA3BMTUIO BOCNMTATE/IbHOTO KOMMOHEHTa 06pa3oBaTesibHOro0 Mpouecca, BK/HOYan
pa3BUTME CTYAEHYECKOrOo CamOoynpaBfieHuA, y4dacTue obyyatowmxcs B paboTe 06LWECTBEHHbIX
OpraHunsaLmin, CNOPTUBHbIX M TBOPYECKUX KyOOB;

OOJ/IKHA NpeaycMmaTpmuBaTh B LLENAX peanm3aunum KOMNeTeHTHOCTHOIO Noaxo4a MCnosb3oBaHWe B
06pa3oBaTeNIbHOM MpPoLEcce aKTUBHbIX U MHTEPAKTMBHbLIX GOpPM NpoBeseHMNA 3aHATUI (KOMMbIOTEPHbIX
CUMYNALUNIA, OEN0BbIX M PONEBLIX UrP, pasbopa KOHKPETHbIX CUTYaAUMI, MCUXONOTMYECKMX U WHbIX
TPEHWHIOB, TPYNMOBbLIX AUCKYCCUMIA) B COYETAHMM C BHEayaAUTOPHON paboTon ana GopmMUPOBaHUS U
pa3BuTUA 0OLWMX U NPOodeCcCHOHaNbHbIX KOMMETEHUMI 0byYatowmxcs.

7.2. Npn peanunsaummn MMCC3 obyyalowmecs MMEOT aKagemumyeckue npasa M 06s83aHHOCTM B
cooTBeTcTBUM Cc PepepanbHbim 3aKOHOM OT 29 aekabpsa 2012 r. N 273-03 "O6 obpasoBaHuM B
Poccuitckoit depepaumn’ <1>.

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

7.3. MakcumanbHbIM 0b6bem yuyebHOM Harpysku obyuyatowerocs coctaBafeT 54 akagemMuyeckux
Yyaca B HeZesto, BK/tOYas BCe BUAbI ayAUTOPHOW U BHEAYAUTOPHOM y4ebHOW HarpysKu.
7.4. MaKcuManbHbii 06beM ayauTopHOM YydyebHOWM HarpyskM B O4HOM dopme 0byyeHus
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cocTaB/AeT 36 aKafeMMUYECKMX HYAacoB B HEAENIO.

7.5. MaKkcumanbHblli 06bem ayauTOPHON y4ebHOM Harpyskm B OYHO-3a04HOW dopme 0byyeHus
coctaBnAeT 16 akafeMMUYeCcKMX YacoB B HEAENHO.

7.6. MaKcMmanbHbI 06beM ayauTOPHON yueBHOWM Harpysku B rog, B 3a04Hol ¢opme obyyeHus
coctasnaet 160 akagemmnyeckmx 4acos.

7.7. O6Wwas NpoAo/KUTENIbHOCTb KaHUKYN B y4eOHOM roay A0JIXKHa cocTaBaatb 8 - 11 Heaenb, B
TOM YMCe HE MeHee 2-X HeZe/lb B 3MMHUI nepuog,

7.8. BbiNno/IHEHWE KYPCOBOro npoeKkTa (paboTbl) paccmaTpuBaeTcs Kak Bug yyebHoM paboTbl no
ancumnavHe (aucumnamvHam) npodeccMoHanbHOro yyebHoro umkna u (uau) npodeccroHansbHOMY
Mmoayno (Moaynam) npodeccMoHaNbHOrO y4yebHOro UMK/Ia UM peanunsyeTca B Npenenax BPeMeHM,
OTBEAEHHOTIO Ha ee (MX) u3yyeHue.

7.9. OucumnanHa "®dPusmnyeckas KynbTypa" npegycmaTpuBaeT exeHenenbHo 2 Yaca obasaTenbHbIX
ayOMTOPHbIX 3aHATUIA M 2 Yaca CaMoCTOATE/IbHOM PaboTbl (33 cyeT pas3nyHbIX GOpPM BHEAyAUTOPHbIX
3aHATUI B CNOPTUBHBIX KNybax, cekumax).

7.10. Obpa3oBaTenbHan opraHM3auMa MMeeT NpasBo Aa NOArpynn AeBylleK UCNo/b30BaTbh YacTb
yuyebHoro BpemeHun AucumnanHbl "besonacHocTb KusHepeaTenbHocTn" (48 vacos), OTBEAEHHOrO Ha
N3y4yeHMe OCHOB BOEHHOW CNyXKObl, Ha OCBOEHWE OCHOB MEeAMULIMHCKUX 3HAHUN.

7.11. NonyyeHme CMO Ha 6ase OcCHOBHOro obulero 06pa3oBaHUA OCYLLECTBASETCA C
OAHOBPEMEHHbIM MOJIly4eHMeM cpegHero obuiero obpasosaHusa B npeaenax MMCC3. B atom ciyyae
MMNCC3, peanusyemas Ha 6ase ocHoBHOro obuwero o6pasoBaHWs, pa3pabaTbiBaeTcs Ha OCHOBE
TpeboBaHMI COOTBETCTBYOWMX deaepanbHblX FOCYAAPCTBEHHbIX 00pa3oBaTe/ibHbIX CTAaHAAPTOB
cpeaHero obuwero obpasosaHma n CMNO c yyeTom nonyvaemoi cneunanoHoctm Cro.

Cpok ocBoeHnus MMNCC3 B oyHoM Popme 0byyeHUsa gas auu, obyyarowmxca Ha H6ase OCHOBHOMO
obLero o6pasoBaHus, yBeNMUMBAETCA HA 52 Heaenun ns pacyera:



TeopeTuyeckoe obydeHue (npu obs3aTenbHOM y4ebHOM Harpyske 36 YacoB B HeAento) 39 Heg.
NPOMEKYTOUYHanA aTTecTaums 2 Hep.

KaHUKY bl 11 Hegp.



7.12. KoHcynbTaumMm pgns obyyatowmxca No OYHOM U OYHO-3a04YHOW dopmam 0byyeHus
npeaycmaTpusatoTca obpasoBaTelbHOM OpraHM3aument n3 pacydeTa 4 4yaca Ha ogHOro obydatowerocs Ha
KarKabli y4ebHbIN rog, B TOM yucie B nepuog, peannsaumm obpasoBaTesibHON NpPorpaMmmbl CpesHero
obuwero obpasoBaHuA ansa v, obydatowmxca Ha 6ase ocHoBHOro obuwero obpasoBaHua. Popmbl
NpoBeAeHMA KOHCYAbTauMi (rpynnosble, WHAMBUAYANbHbIE, MUCbMEHHbIE, YCTHble) onpeaenatoTca
obpasoBaTenbHOM opraHnsaLmen.

7.13. B nepuog, obyyeHuMA ¢ roHOWamMKU nNpoBoasTca yuebHble cbopbl <1>.

<1> MyHKT 1 ctatbm 13 degepanbHOro 3akoHa ot 28 mapta 1998 r. N 53-®3 "O BOWMHCKOIM
06A3aHHOCTN U BoeHHOW cnyxbe" (CobpaHune 3akoHoaaTenbcTsa Poccuitickoit depepaumn, 1998, N 13,
cT. 1475; N 30, cT. 3613; 2000, N 33, cT1. 3348; N 46, cT. 4537; 2001, N 7, cT1. 620, c1. 621; N 30, cT. 3061;
2002, N 7, cT. 631; N 21, c1. 1919; N 26, cT. 2521; N 30, cT. 3029, cT. 3030, cT.3033; 2003, N 1,cT. 1; N 8,
cT. 709; N 27, cT. 2700; N 46, cT. 4437; 2004, N 8, c1. 600; N 17, cT. 1587; N 18, c1. 1687; N 25, cT. 2484; N
27, ct. 2711; N 35, c1. 3607; N 49, cT. 4848; 2005, N 10, ct. 763; N 14, cT1. 1212; N 27, c1. 2716; N 29, cT.
2907; N 30, cT. 3110, cT1. 3111; N 40, cT. 3987; N 43, c1. 4349; N 49, c1. 5127; 2006, N 1, cT. 10, cT. 22; N
11, cr. 1148; N 19, ct1. 2062; N 28, c1. 2974; N 29, cT1. 3121, cT1. 3122, c1. 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, cT. 5418; N 49, cT1. 6070, CT.
6074; N 50, cTt. 6241; 2008, N 30, cT1. 3616; N 49, c1. 5746; N 52, cT. 6235; 2009, N 7, cT. 769; N 18, cT.
2149; N 23, c1. 2765; N 26, cT. 3124; N 48, c1. 5735, 1. 5736; N 51, cT. 6149; N 52, cT. 6404; 2010, N 11,
ct. 1167, c1. 1176, ct. 1177; N 31, cT. 4192; N 49, cT. 6415; 2011, N 1, cT. 16; N 27, c1. 3878; N 30, cT.
4589; N 48, c1. 6730; N 49, cT. 7021, cT1. 7053, cT. 7054; N 50, c1. 7366; 2012, N 50, c1. 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. MpakTuka asBndetca obasatenbHbim pasgenom MMNCC3. OHa npeactaBnsetr coboi BuUA,
y4yebHOW AeATeNbHOCTM, HanpasieHHOM Ha GOPMMPOBAHME, 3aKPENEeHWe, Pa3BUTUE NPAKTUYECKUX
HaBbIKOB M KOMMETEHLMM B NPOL,ECCE BbINOJHEHMA ONpeaeNeHHbIX BUAOB pPaboT, CBA3aHHbIX ¢ OyayLuein
npodeccmoHanbHon pgeatenbHocTbio. Mpu peannsaumm MMNCC3 npegycmaTpuBaloTca cieayolime Buabl
NPaKTUK: yyebHasa 1 NPoM3BOACTBEHHAA.

Mpoun3BoACTBEHHAA NPAKTMKA COCTOMT M3 ABYX 3TANOB: NPaAKTUKM NO Npoduaio cneumanbHOCTU U
npeaavnIoMHOM NPAKTUKMU.

YyebHan npakTMKa U NPOU3BOACTBEHHAA MpakTMKa (no npoduato cneumanbHOCTU) nNpoBoaATca
obpasoBaTesibHOM OpraHM3aunen NpPu ocBOEHMM obyyatoWwmMmmnca NPodeccnoHanbHbIX KOMMAETEHLUA B
pamKax npodeccuoHanbHbIX MOAY/IE U MOTYT PEasin30BbIBATLCA KaK KOHLEHTPUPOBAHHO B HECKOJIbKO
nepuoaoBs, TaK M pacCcpeioTOYEeHO, 4epeayAcb C TEOPETUYECKMMM  3aHATUAMM B pPaMKax
npodeccroHanbHbIX MoayAEe.

Uenn w 3agaum, nporpammbl M PopmMbl  OTYETHOCTM onpegenatoTca obpasoBaTesibHOM
OpraHusaLmein No Kaxxgomy BUAY NPaKTUKMN.

Mpoun3BoAcTBEHHAA MpPaKTUMKA  OO0/KHA MPOBOAMTLCA B OpraHuW3auMAX, HanpasieHue
OeATeNIbHOCTN KOTOPbIX COOTBETCTBYET NPOdUL0 NOATOTOBKM 0OyYatowmxca.

ATTecTtaums no MToram Nnpou3BOACTBEHHOM MPAKTUKM NPOBOAUTCA C y4eTOM (MM HA OCHOBAHMW)
pe3ynbTaToB, NOATBEPKAEHHbIX LOKYMEHTAaMW COOTBETCTBYIOLLMX OPraHU3aLLmi.

7.15. Peanmsauma MMMNCC3 no cneumanbHOCTM [0/KHA obecneymsBaTbCca Meaarormyecknmm
Kagpamu, MMerWwumMn Bbicliee o06pa3oBaHWe, COOTBETCTBYOWEee npoduad NpenosaBaemoit
ancumnamHbl (mogyns). OnbIT AeATeNbHOCTM B OpPraHM3aumax COOTBETCTBYOWEN NpodeccMoHanbHOM
chepbl ABnseTcs o0b6sA3aTeNbHbIM ANA NpenojaBaTesieil, OTBEYAlOWMX 3a OCBOEHMEe obyyvatowmmes
NpodeccnMoHanbHOro y4yebHoro UMKAa. MNpenopasatenu noay4aroT OONONHUTENbHOE
npodeccroHanbHoe 06pa3oBaHMe MO NPOrpammam NoBbILEHNA KBAaNMbUKaLMK, B TOM Yncie B popme
CTa*KMPOBKM B NPOGUIbHbIX OpPraHn3aLmax He perxke 1 pasa B 3 roaa.

7.16. MMNCC3 ponxHa obecneumBaTbCAd Yy4ebOHO-METOAMYECKOM [AOKYMEHTauuen no BCeEM
OVNCLUMNIMHAM, MEXAUCLMMNIMHAPHBIM Kypcam u npodeccnoHanbHbim mogynam MNMNCC3.

BHeayauTOopHaa paboTa [0MXKHA COMPOBOXAATbCA  MeToauuYeckum  obecneyeHnem U
060CHOBaHMEM pacyeTa BpeMeHM, 3aTPaunMBaEMOro Ha ee BbINOIHEHWE.
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Peanunsauma MNMNCC3 ponkHa obecneynBaTbca AOCTYNOM Kaxaoro obyyatoweroca K 6asam gaHHbIX
n 6ubnmnoteurHoim doHaam, popmmpyembiM No MONHOMY NepeyHto aucunnand (mogynen) MMNCC3. Bo
BPEMS CaMOCTOATENbHOW MOArOTOBKM obyyalolmeca [0MKHbl ObiTb obecneyeHbl AOCTYNOM K CETU
MHTepHeT.

Kaxkabii obyyarowmincs gomkeH 6biTb obecneyeH He MeHee YemM OAHMM yYebHbIM NeyaTHbIM U
(MNn) 3NEKTPOHHBIM U34aHNEM MO KaXkaoh ANcumnninHe npodeccMoHanbHOro y4ebHoro UuKaa 1 ogHUm
y4yebHO-MeTogMYEeCKMM  MevyaTHbiM UM (MAK)  3MEKTPOHHbIM ~ M3J4aHMEM MO KaxKaomy
MEXKONCUMNNMHAPHOMY Kypcy (BKAHOYAsA SNEKTPOHHbIEe H6a3bl NepuoanYeckmx UsgaHui).

BubnmoteyHbln ¢GoHA A0MKEH ObiTb YKOMMIEKTOBAH MeYyaTHbIMU U (MAKN) 3N1EKTPOHHbIMMU
M34aHUSAMU OCHOBHOM W AOMOJIHUTE/NIbHOW Yy4ebHOW AuTepaTypbl MO AUCUMMIMHAM BCEX Y4YebHbIX
LMKNOB, U3AaHHON 3a nocnegHue 5 ner.

BubanoTeyHblt ¢GoHA, nNommMmo ydyebHOU AuTepaTypbl, AOO0MKEH BKAOYaTb OdUuLMabHbIe,
cnpaBoYHo-bubnmorpadpuyeckne U nepunognyeckme msgaHua B pacyete 1 - 2 ak3emnasapa Ha Karkabix
100 obyuatowmxca.

Kaxkgomy obyuvatowemycs fokeH ObiTb obecrneyeH AOCTyn K KOMMeKTam 6ubanoteyHoro
$OoHAA, COCTOALLMM HE MEHEE YEM M3 5 HAMMEHOBAHWUI POCCUMCKUX KYPHAIOB.

ObpasoBaTtenibHad OpraHW3aumMs  AO/KHA  NPefocTaBuUTb  OOy4aloWMMCA  BO3MOMKHOCTb
onepaTuBHOro obmeHa nHbopmaumnen c pocCUNckMmmM obpasoBaTeibHbIMM OPraHU3auMAMM U A0CTYN K
COBPEMEHHbIM NpodeccnoHanbHbiM 6aszam AaHHbIX U MHPOPMALMOHHbBIM pecypcam ceTu MHTepHeT.

7.17. Npuem Ha obyyeHue no MMCC3 3a cyeT 6I0AKETHBLIX aCCUrHOBaHMN deaepanbHOro 6loaXKeTa,
6toaxkeToB cybbekToB Poccuiickoit deaepaumm n MecTHbIX 6104XKETOB ABASETCA 06LEeA0CTYMHbIM, €CN
MHOE He NpeayCMOTPEHO YacTbio 4 cTaTbM 68 PeaepanbHOro 3akoHa ot 29 aekabpa 2012 r. N 273-93
"O6 obpasoBaHuM B Poccuiickon depepaummn” <1>. GuHaHcupoBaHue peanusaumm MMCC3 A0NKHO
OCYLLECTBNATLCA B OObEME He HUMKEe YCTaHOBJ/IEHHbIX TOCYAapPCTBEHHbIX HOPMATMBHbIX 3aTpaT Ha
OKasaHWe rocyaapcTBeHHOM ycnyrm B chepe 0bpas3oBaHUA ANA AaHHOTO YPOBHS.

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

7.18. ObpaszoBaTesibHasA opraHu3auus, peanusytowan NMMNCC3, poaxkHa pacnoaaratb MaTepuanbHo-
TexHudeckol 6a3ol, obecneumBatoLLeli npoBeaeHNe BCex BUA0B NabopaTopHbIX PaboT U NpaKTUYECKUX
3aHATUIN, AUCUMNAMHAPHOMN, MEXAUCUMNANHAPHON M MOAY/IbHON MOATOTOBKM, Yy4ebHOM MNpPaKTUKK,
NpeaycMOTPEHHbIX Yy4ebHbIM NaaHOM O0bpa3oBaTe/NbHOM OpraHusaumMu. MaTepuasbHO-TEXHUYECKas
6a3a 40/1XKHa COOTBETCTBOBATH AENCTBYHOLLMM CAaHUTAPHLIM M MPOTUBOMNOXKAPHbBIM HOPMaM.

MepeyeHb KabnMHeTOB, 1abOPATOPUIA, MACTEPCKUX
N APYrUX NOMELLEeHNI

KabuHeTb!:

COUMANBbHO-9KOHOMMUYECKMX ANCUUMNINH;

WMHOCTPAHHOTO A3bIKa;

MaTeMaTUKN U UHGOPMATUKK;

3KONIOTMYECKMX OCHOB NPUPOLAONOAb30BAHNS;

3KOHOMMKM OPraHU3aLumn 1 ynpaBaeHUsa NePCOHANIOM;
MEHEeKMEHTa;

npaBoBoro obecneyeHnn NpopeccMoHaNbHOW AeATeNbHOCTH;
rocyaapCcTBEHHOM M MYHULMNA/IbHOM CNYKObl;
[OKYMEHTaUMOHHOro obecneyeHnn ynpasiaeHus;
apxvMBOBEAEHUSA;

npodeccMoHanbHOM 3TUKM U NCUXONOTUW Ae10BOTO O6LLEHMS;
6€e30NacHOCTM KN3HeAeATeIbHOCTH;

MEeTOoAMNYECKUN.

NabopaTtopuu:
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MHOOPMATUKN U KOMMNbIOTEPHOW 06PabOTKN AOKYMEHTOB;

TEXHUYECKUX CPEACTB YNPaBAEHUS;

CUCTEM 3NIEKTPOHHOIO0 AOKYMEHTO060pOTa;

AOKYMEHTOBEAEHMS;

yyebHan KaHuenapus (cnyxba AOKYMeHTauMOoHHOro obecneyeHuns ynpasneHus).

CnopTMBHbIA KOMMNEKC:

CMOPTUBHbINI 3an;

OTKPbITbIN CTaAMOH LWUMPOKOro Npoduan ¢ afemMeHTaMm NOA0CbI MPENATCTBUN;

CTPENKOBbIN TUP (B Nt060M MoandUKaLMM, BKIKOYAA SIEKTPOHHbIN) UM MECTO A/1A CTPeNbbbI.

3anbl:

61MbMOTEKA, YUNTA/IbHDBIN 33/ C BbIXOAOM B CETb MIHTEPHET;

AKTOBbIN 3a.

Peanusaumns MMNCC3 ponxKHa obecneymsathb:

BbINONHEHWE ObyyaloWmMMmMcA NabopaTopPHbIX W MPAKTUYECKMX 3aHATMMK, BKAOYAA  Kak
06A3aTeNbHbIA KOMMNOHEHT NPAKTUYECKUE 334aHNA C UCNONb30BAHUEM NEPCOHAbHbIX KOMMNbIOTEPOB;

ocBoeHMe  obydyatowmmmca  npodeccuoHasbHbIX  MoAyaen B YC/IOBMAX  CO34aHHOW
COOTBETCTBYIOLLEN 0O6pa3oBaTe/ibHOMN cpedbl B 06pa3oBaTe/ibHOM OpraHM3aumMmn UamM B OpraHn3aumsax B
3aBMCMMOCTM OT cneundrKn BUAa AeATENbHOCTHU.

Mpwn MCcnonb30BaHUM 3NEKTPOHHbIX U3aaHUI 06pa3oBaTebHas opraHM3aumna goaKHa obecneunTb
Karkaoro obyuyatoweroca paboymm MecToM B KOMMbIOTEPHOM Kjacce B COOTBETCTBMM C 0b6bemom
N3y4aeMblX AUCUMNINH.

O6pasoBaTenbHaa opraHM3aumMa [oO/MKHa ObiTb obecnevyeHa HeOOXOAMMbBIM  KOMMIEKTOM
JIMLLEH3UMOHHOTO NPOrPaMMHOro obecrneyeHus.

7.19. Peanusauma MMNCC3 ocywectennetca obpasoBaTenbHOM OpraHM3aLmMeit Ha rocyapCcTBEHHOM
A3blke Poccuiickon ®egepauymn.

Peanusauma TMMNCC3 o6pasoBaTencHOM oOpraHM3aLuMen, pPachnoNOXKeHHOMW Ha TeppuUTopum
pecny6aunkun Poccuiickoit Penepaunn, MOXKeT OCYLLECTBAATLCA Ha FOCYAapCTBEHHOM A3bIKe pPecnybnKu
Poccuitckolt depepaunn B COOTBETCTBMM C 3aKOHOAATENbCTBOM pecnybamnk Poccuitickoit deaepaunu.
Peanuzauma MMMNCC3 o6bpasoBaTenbHOM OpraHu3auMen Ha rocyAapCTBEHHOM A3blKe pecnybanKu
Poccuitckolt depepaupnm He A0KHA OCYLLECTBAATLCA B yLwepb rocyaapcTtBeHHOMY si3blKy Poccuitckoit
depepaunn.

VIII. OUEHKA KAYECTBA OCBOEHWA NMPOrPAMMbI NOAITOTOBKU
CNEUMANNCTOB CPEAHENO 3BEHA

8.1. OueHKa KayectBa ocBoeHua MMCC3 gonkHa BKAOYATb TEKYLMIA KOHTPOJIb YCNEBAEMOCTH,
NPOMEKYTOYHYIO U FOCYAaPCTBEHHYHO MTOFOBYHO aTTeCTaLum 06yyatowmxcs.

8.2. KoHKpeTHble ¢opMbl M NpoLesypbl TEKYLLEro KOHTPO/A YCNeBAaemMOCTU, MPOMEKYTOYHOM
atTecTauMM Mo Kaxgoh gucumnavHe w npodeccMoHanbHOMY  MoAaynto  paspabaTbiBatoTcs
obpasoBaTeNbHOM OpraHM3auuen CamocToATENbHO W AOBOAATCA A0 CBeAEHUs 0bydalolmxca B TeyeHme
nepBbIX ABYX MECALLEB OT Hayana obyyeHus.

8.3. inAa atTectaumm obyvalolmMxca Ha COOTBETCTBME UX NEPCOHAsbHbIX AOCTUMKEHWUIN MO3TAMHbIM
TpeboBaHuAM cooTBetcTBylowen [MCC3 (TeKyWwmit KOHTPOAb YCMeBaeMOCTU U MPOMENKYTOYHas
atrectauma) cospatotca GoOHAbI OLLEHOUYHbIX CPEeACTB, MNO3BOMANOWINE OLEHUTb YMEHUA, 3HaHUS,
NPaKTUYECKUI ONbIT U OCBOEHHbIE KOMMNETEHUMN.

@OoHAbI OUEHOYHbIX CPeacTB AN NPOMEXYTOYHOM  aTrecTaumu  no  AUCUMNAMHAM W
MEXANUCUMNIMHAPHBIM  KypcamM B cocTaBe npodeccroHasbHbiX Moaynen paspabaTtbiBaloTca U
yTBEpKAaloTca 06pa3oBaTeNbHOM OpraHM3aumMen caMoCcToATeNbHO, a A1A NPOMEXKYTOYHOW aTTecTaumnm
no npodeccMoHanbHbIM MOAYNAM U AN1A rOCYyAapCTBEHHOM UTOrOBOM aTTecTaumu - pa3pabaTtbiBatoTcaA U
yTBEPXKAAOTCA 00pasoBaTesNibHOM opraHuMsauuer nocne npenBapuUTeNbHOrO  MONOMKUTENbHOMO
3aKntoYeHuna paboTogarteneit.

Ona npomexKyTouyHOW aTTecTauumn oby4yalolWMxca Mo  AUCUUNAMHAM  (MeXAMCLMNANHAPHbIM
Kypcam) Kpome npenogasaTtesieil KOHKPETHOW AMUCUMNANHDBI (MeXAUCLMNANHAPHOIO Kypca) B KayecTse
BHELUHUX 3KCNEepTOB AOXKHbI aKTUBHO MPUB/AEKATbCA NpPenogaBaTesIn CMEXHbIX AUCUMMAUH (KypcoB).



Ons  MakcMMmanbHOro npubAMMKEHMA NporpaMmm MPOMENKYTOYHOM aTTecTaumm obyyatowmxca no
npodeccnMoHanbHbIM  MOAYAAM K ycioBusm ux byaywei npodeccMoHanbHOMW AeATeNbHOCTU
obpasoBaTenbHOM OpraHM3aumMen B KaYyecTBe BHELITATHbIX SKCMNepTOB AO/IKHbl aKTUBHO NMpPUBAEKATHLCA
pabotogatenu.

8.4. OueHKa KayecTBa MOArOTOBKM OOYy4YalOLIMXCA W BbIMYCKHUKOB OCYLLECTBASETCA B ABYX
OCHOBHbIX HanpaB/ieHUAX:

OLLEHKA YPOBHA OCBOEHUA ANCUMUININH;

OLLeHKa KoOMMeTeHUMI oby4yatoLmxcs.

[ns toHowel npeaycmaTpMBaeTcsa OLLeHKa pe3y/IbTaTOB OCBOEHMA OCHOB BOEHHOM C/yKObl.

8.5. K rocyaapcTBeHHO WTOroBOW aTTecTauuM AOMYCKAeTca OOyvaloWmiica, He MMEoLWnin
aKageMMYecKoM 3a[0/IKEHHOCTM W B MNOJIHOM o0b6beme BbINOAHMBLUMIA Y4ebHbIA MJaH WK
WHAMBUAYANbHbIA  y4ebHbIW nNnNaH, €ecAn WHOe He YCTAaHOB/JEHO MopsAKOM  NpoBedeHUs
rocyAapcTBEHHOM UTOrOBOM aTTecTalmm No COOTBETCTBYHOLMM 06pa3oBaTe/IbHbIM Nporpammam <1>.

<1> Yactb 6 cTaTbm 59 PepepanvHOro 3akoHa ot 29 aekabpa 2012 r. N 273-d3 "06 obpasoBaHum
B Poccuiickonn depepaumn” (CobpaHue 3akoHoaatenbctsa Poccuiickon depepaumm, 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, cT. 2769; N 23, cT. 2933; N 26, cT. 3388; N 30, cT. 4263).

8.6. locymapcTBeHHas WTOroBas aTTecTauma BK/KOYAET MOATOTOBKY W 3aWMUTY BbIMYCKHOM
KBanndUKaUMOHHOM paboTbl (AMniomHas paboTta, AMNNOMHbIN npoekT). Obs3atenbHoe TpeboBaHMe -
COOTBETCTBME TEMATUKM BbIMYCKHOM KBaIMPUKALMOHHOM paboTbl COAEPKAHMIO OAHOMO UM HECKONBbKUX
npodeccMoHanbHbIX MOAYNEN.

locyAapcTBEHHbIV 3K3aMeH BBOAMUTCA MO YCMOTPEHMIO 06pa30BaTeIbHOM OpraHM3aumm.

MpunoxxeHune

K ProcC CMno no cneymnanbHoctn 46.02.01
JokymeHTauMoHHOe obecneyeHne
ynpaB/ieHMA N apxnBoBegeHne

MEPEYEHb
NPO®ECCUIN PABOYUX, OO/IKHOCTEN CNYXKALLMX, PEKOMEHAYEMbIX
K OCBOEHUIO B PAMKAX MPOITPAMMBI MOATOTOBKU CMELLMAZTUCTOB
CPEAHEIO 3BEHA
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Koz no O6wepoccuinckomy KnaccupumrkaTopy

HanmeHoBaHMe npodeccuii paboumnx, 4o KHOCTEN

npodeccuin paboumnx, OMKHOCTEN CAYMKALLMUX U CYXKaLLmX
TapudHbIx paspagos (OK 016-94)
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