3apernctpupoBaHo B MuHtocte Poccun 20 aBrycta 2014 r. N 33682

MUHUCTEPCTBO OBPA30BAHUA U HAYKW POCCUACKOW ®EQEPALINU

NMPUKA3
ot 11 aBrycta 2014 r. N 975

OB YTBEPXXOEHUUN
®EONEPANBHOIO rOCYOAPCTBEHHOIO OBPA30OBATEJIbHOIO CTAHOAPTA
CPEOHEINO NPO®ECCUOHAIIbBHOIO OBPA30BAHUA NO CMEUNAIIbBHOCTH
46.02.01 AOKYMEHTALMOHHOE OBECIMNEYEHUE YINPABJNEHUA
N APXUBOBEOEHUE

B cootBeTcTBUMM € noanyHkToM 5.2.41 lMonoxeHns o MuHuctepcTee obpasoBaHusa n Haykm Poccuiickon
depnepaumu, yTBEpXKAEHHOrO NoctaHoBneHnem MNpasutensctea Poccunckon ®enepauum ot 3 uoHa 2013 r. N
466 (Cobpanwue 3akoHogaTtenbcTBa Poccuinckon ®egepauun, 2013, N 23, cT. 2923; N 33, cT1. 4386; N 37, cT.
4702; 2014, N 2, cT. 126; N 6, cT. 582; N 27, ct. 3776), nyHktom 17 [NpaBun pa3paboTkun, YyTBEPXOEHUS
dhegepanbHbIX FocyaapCTBEHHbIX 06pa3oBaTeNnbHbIX CTAHAAPTOB Y BHECEHMWS B HUX U3MEHEHWIA, YTBEPKAEHHbIX
noctaHosneHuem [llpaButenbctBa Poccunckon depepaumm ot 5 asrycta 2013 r. N 661 (CobGpaHue
3akoHogaTtenbcTBa Poccunckon ®egepauun, 2013, N 33, cT. 4377), npukasbiBato:

1. YTBepautb npunaraembll pefepanbHbli roCyAapCTBEHHbIA 00Opa3oBaTenbHbI CTaHAAPT CPEeAHEro
npodeccuoHanbHOro obpasoBaHua Mo cneuuanbHocTn 46.02.01  [dokymeHTaumoHHoe obecneveHune
yrpaBneHUs 1 apxXnMBOBELEHNE.

2. MNpusHaTtb yTpaTuBLLMM cury npuka3 MuHnctepcTea obpasoBanuns n Haykm Poccuiickon ®egepaumm ot
25 auBaps 2010 r. N 75 "O6 yTBepxaeHun v BBeOeHWM B AencTBMe dedepanbHOro rocyaapCTBEHHOro
obpasoBaTenbHOro craHgapta cpegHero npodpeccuoHansHoro obpasoBaHua no cneuumanbHocTn 034702
[okymeHTaUuMOHHOe obecneyeHne ynpaBneHust U apxuBoBedeHue" (3apernctpupoBaH MuHUCTEPCTBOM
tocTnumm Poccunckon ®enepauun 27 despans 2010 r., peructpaumoHHsin N 16526).

3. HacToswun npukas Bctynaet B cuny ¢ 1 ceHtabps 2014 roga.

MuHucTp
O.B.JINBAHOB

MpunoxeHune

YTBEpPXKOEH

npukasoMm MuHuctepcTea obpasoBaHus
n Haykn Poccunckon ®egepauum

ot 11 aBrycta 2014 r. N 975

®ENEPAJIbHbIA TOCYAAPCTBEHHbIW OEPA3OBATEJIbHbIA CTAHOAPT
CPEOHEINO NPO®ECCUOHAJIbBHOIO OBPA30OBAHUA NO CMNEUNAIIbBHOCTH
46.02.01 AOKYMEHTALMOHHOE OBECINEYEHUE YINPABJNEHUA
N APXUBOBEOEHUE

I. OBJTACTb NMPUMEHEHNA

1.1. HacTtosiwmi dpemepanbHbli  rOCy4apCTBEHHbLI  0OpasoBaTeNibHbIi  CTaHAapT  CpefHero
npodeccuoHansHOro obpasoBaHus MpeacTaBnseT CcobOM COBOKYMHOCTb obsi3aTenbHbiXx TpeboBaHuM K
cpeaHeMy npodeccuoHanbHOMy obpa3oBaHuio no cneyunanbHocTn 46.02.01 [lokymeHTaLMoHHOoe obecneveHne
yrnpaBneHus 1 apxnmBoBeaeHne ansi npodeccuoHanbHon obpasoBaTensHON OpraHmM3aummM u obpasoBaTernbHOW
opraHusaumm BbicLlero obpasoBaHus, KOTOpble MMET MpaBO Ha peanu3aumio MMEKLWMX FoCyAapCTBEHHYIO
akkpeguTaumio nporpaMMm MNOArOTOBKM CMeumanucToB CpefHero 3BeHa No [aHHOW crneuuarnbHOCTW, Ha
TeppuTopun Poccuiickon Pepepaumm (ganee - obpasoBaTtenbHas opraHM3aums).

1.2. MNMpaBo Ha peanu3auuo NporpamMmmbl MOATOTOBKM CNELMANMCTOB CPEAHEr0 3BeHa MO chneunanbHOCTU



46.02.01 [HokymeHTaumoHHOe obecnedeHne ynpaBrneHUs U apxvMBoBedeHWe wumeeT obpasoBaTenbHasi
opraHu3aums nNpu HanMyYMmM COOTBETCTBYIOLLEN NMULIEH3UM Ha OCYyLLIECTBNEHME 0bpa3oBaTeNnbHON AeATENBHOCTY.

BosmoxHa ceTeBasi popMa peanv3aumy nporpammbl NOATOTOBKM CreUManucToB cpefHero 3BeHa C
NCNoNb30BaHMEM PECYPCOB HECKONbKMX OOpasoBaTenbHbIX OpraHuM3auun. B peanmsaumm nporpammbl
NnoAroToBKM CNELManncToB CPeaHEro 3BeHa C UCNONb30BaHNEM ceTeBOW hopMbl Hapsay ¢ obpasoBaTenbHbIMU
opraHmsaumMsiMy TakKke MOryT YyyacTBOBaTb MeOULUHCKME  OpraHu3auun, opraHusauumn  KynbTyphl,
PU3KYNbTYPHO-CMOPTMBHBIE UM WHblIE OpraHu3aumv, obnagawowme pecypcamy, HeobXoauMbIMK — Anis
OCYLLECTBMEHUS 00y4eHusl, npoBeaeHus y4ebHOW M MPOM3BOACTBEHHOW MPAKTUKM M OCYLLECTBIIEHWUS] WHbIX
BMOOB y4ebHOW AeATENbHOCTM, NPegyCMOTPEHHbIX MPOrpaMmor NOArOTOBKU CNeLManucToB cpegHero 3seHa.

Mpn peanus3auum nporpamMmbl MOAFOTOBKM  CMELUManNMCTOB cpefHero 3BeHa obpasoBaTenbHas
opraHunsauusi Bnpaee NpUMEHATb ANEKTPOHHOE O0yvyeHne U OUCTaHUMOHHble ObpasoBaTeribHble TEXHOMOruu.
Mpun 0by4eHUn NnL, ¢ orpaHNYEHHBIMM BO3MOXHOCTSIMM 300POBbst 3NEKTPOHHOE 00y4eHne M OUCTaHUMOHHLIE
obpaszoBaTenbHble TEXHOMOMMW OOIMKHbI MpeaycMaTpmBaTh BO3MOXHOCTb Npuema-nepegadnm uHdopmauum B
OOCTYMHbIX N9 HUX hopMax.

Il. NCNOJTIb3YEMbIE COKPALWEHUA

B HacTofLeM cTaHaapTe UCMOMb3yHTCA Cneayolne CokpalleHns:

CIO - cpeaHee npodeccuoHanbHoe obpasoBaHue;

OroC CINO - depnepanbHbli  rOCYAapCTBEHHbIM  0Opas3oBaTenbHbIA  CTaHOApT  CPedHero
npodeccuoHansHOro oopasoBaHuns;

MMNCCS - nporpamma NogroToBKN CNeLnanncToB CpeaHero 3BeHa;

OK - obLias komneTeHUUs;

MK - npodheccuoHanbHas KoMneTeHLms;

MM - npodeccnoHanbHbIn MOaYMb;

MOK - mexgucumnnuMHapHbIn Kypc.

[ll. XAPAKTEPUCTUKA NOArOTOBKU MO CNELUMNATIBHOCTH

3.1. Nony4enwne CI1O no MNMCC3 gonyckaeTcs ToNbko B 06pa3oBaTeNnbHOM opraHM3aunm.

3.2. Cpoku nony4veHus CINO no cneunanbHocTn 46.02.01 JokyMmeHTaUMOHHOE obecneyeHme ynpaBneHus
n apxvmBoBegeHve 6a3o0BOM MOArOTOBKM B O4YHOM opme 0OyyeHuMs M npucBavMBaemble KBanudukauum
npueogsTca B Tabnumue 1.

Tabnuua 1
YpoBeHb 0bpa3oBaHus, HanmeHoBaHue kBanudukaLmm Cpok nonyyenua CIMNO no Mrcca
HeobxoauMbIN Ons NpUuema Ha ©a30BoI NOAroTOBKU 6a3oBoW NOAroTOBKM B OHMHOWM chopMme
06yyeHue no MrNCCc3 0obyyeHusa <1>
cpegHee obuiee obpasoBaHue Cneumanuct no 1 rog 10 mecsaues
AOKYMEHTaLMOHHOMY
OCHOBHOE 00LLee obpasoBaHne obecneyeHnto ynpasneHus, 2 ropa 10 mecsues <2>
apxmBuUCT

<1> He3aBMCMMO OT NpUMeHsieMbIX 0bpa3oBaTenbHbIX TEXHOMOMUNA.

<2> ObpasoBaTernbHble OpraHM3auny, OCyLLEeCTBSAIOLWME NOATOTOBKY CNeLManncToB cpeHero 3BeHa Ha
6a3e ocHoBHOro obuiero obpasoBaHusi, peanusyloT deaepanbHbIi roCyAapCTBeHHbI 0bpa3oBaTenbHbIN
CTaHOoapT cpegHero obulero obpasoBaHus B npegenax [MMNCC3, B ToM 4ucre € y4yeToM rornyyaemow
cneumanbHocTtu CI10.

KoHcynbTaHTlIn0C: npuMeyaHue.
Hymepauus nyHKTOB AaHa B COOTBETCTBMM C OhmLManbHbIM TEKCTOM OOKYMEHTA.

3.2. Cpoku nonyyerms CMO no MMNCC3 yrnybneHHOW NOArOTOBKM MPEBLIWAKT Ha OAWH oA CpOK
nony4dexus CIO no MNMCC3 6a3oBo NOArOTOBKM.

Cpoku nony4deHus CIrO no cneumansHoctn 46.02.01 [dokymeHTaumoHHoe obecneyeHue ynpaBneHus u
apxvBoBefeHue yrnybrneHHON MnoaroToBkM B O4YHOM ¢hopme obyuveHuss M MpucBavBaeMble KBanuduvkaumu
npueoasTca B Tabnuue 2.



Tabnuua 2

YpoBeHb 0O6pa3oBaHus, HanmeHoBaHue kBanudukaumm |  Cpok nony4dermsi CIMO no MNrNCc3
HeobxoaMMbI 4Nsi NpuemMa Ha yrny0neHHOM NoAroToBKM yrnyb6neHHon NoaroTOBKN B OYHOM
0o6yyeHue no MMNCC3 dopme 0byyeHusa <1>
cpeaHee obwee obpasoBaHue Cneunanuct no 2 roga 10 mecsueB
OOKYMEHTaUNOHHOMY
OCHOBHOEe 06LLiee 06pa3oBaHMe obecneyeHunto ynpaeneHus, 3 roga 10 mecsues <2>
apxXmMBUCT

<1> He3aBMCMMO OT NPUMEHSIEMbIX OOpa3oBaTeNbHbLIX TEXHOMOTMIA.

<2> ObpasoBaTernbHble OpraHvM3aunmy, OCyLLECTBAIOLLME NOATOTOBKY CMELMANNCTOB CpeHero 3BeHa Ha
0a3e OCHOBHOro obuiero obpasoBaHusi, peanuayloT deaepanbHbil rTOCyaAapCTBEHHbIN 0Opa3oBaTENbHLIN
cTaHgapT cpepHero obuwiero obpasoBaHusi B npegenax [MMNCC3, B TOM u4ucne ¢ y4yeToM Mnoryvyaemomn
cneumanbHocTn ClO.

Cpokun nony4deHus CIrO no MNMNCC3 6a30801 1 yrnyo6rneHHOoN NOArOTOBKM HE3aBUCUMMO OT MPUMEHSIEMbIX
obpaszoBaTenbHbIX TEXHOMOMI YBENMYMBAIOTCS:

a) 4ns oby4yaroLmMxcs no 04HO-3a04HON N 3a04HON hopMam oby4eHus:

Ha 6a3e cpegHero obuero obpasoBaHus - He 6onee yem Ha 1 rog;

Ha 6a3e ocHoBHOro obLiero obpasoBaHus - He 6onee 4yem Ha 1,5 roga;

6) Ana NHBanNUAOB M NUL, C OrpaHNYEHHbIMU BO3MOXHOCTAMM 340pOBbS - He 6onee yem Ha 10 mecsiLeB.

IV. XAPAKTEPUCTWKA MPOPECCUOHAITbHON
ANEATEJIbHOCTW BbINMYCKHNKOB

4.1. Obnactb npodeccuoHanbHON OeATEeNbHOCTU BbINMYCKHUKOB: AEeATeNbHOCTb B CekpeTapuarax,
cnyxbax OoKkyMeHTauMoHHOro obecrnedeHusi, kagpoBbiX CNyx0ax U apxvMBax rocyapCTBEHHbLIX OpPraHoB WU
yupexneHun, B oOpraHax MECTHOro CaMOynpaBfieHWs, HErocy4apCTBEHHbIX OpraHu3aumsax Bcex opm
COBCTBEHHOCTH, OOLLECTBEHHbIX OpraHn3aumsax (Y4pexaeHusx).

4.2. O6bekTammn NnpodeccnoHanbHON AeATENbHOCTM BbIMYCKHUKOB SIBIISOTCS:

OOKYMEHTbI, CO34aHHble NObIM CNOCOBOM AOKYMEHTUPOBAHNS;

CUCTEMBI AOKYMEHTALMOHHOro obecnevyeHus ynpasneHus;

CUCTEMbI 3NEKTPOHHOIO OKYMeHTO0b0poTa;

apXUBHbIE AOKYMEHTHI;

nepBUYHbIE TPYOOBbIE KOMNMEKTUBDI.

4.3. Cneumanuct no AOKyMeHTaUMOHHOMY obecneyeHnio ynpaBreHus, apxmBnucT (0a3oBOWM MOArOTOBKM)
rOTOBMTCS K CriefyoLwmM BUaaM AesaTenbHOCTH:

4.3.1. OpraHunsauus AOKyMEHTaLMOHHOro obecneyvyeHns ynpasneHns n (yHKLMOHUPOBAHUS OpraHn3aLumn.

4.3.2. OpraHnsauust apxMBHOM 1 CNpaBOYHO-MHAOPMALMOHHON paboTbl NO AOKYMEHTaM OpraHv3auum.

4.3.3. BeinonHeHne paboT No 04HOM UMM HECKONBKUM NpodheccnsiM paboumnx, OOSMKHOCTAM criyxawmx (
npunoxeHue kK Hactoawemy ®rocC Cr10).

4.4. CneumanucT noO [OOKYMEHTAUMOHHOMY oOecneyeHuto ynpaBreHusi, apxuBucT  (yrnyobreHHowm
NnoAroToBKWN) rOTOBUTCS K CreayoLMM BUAaM OeATEeNbHOCTH:

4.4 1. OpraHunsauus AOKyMEHTaLMOHHOro obecneyvyeHns ynpasneHns n (yHKLMOHUPOBAHUS OpraHn3aLumn.

4.4.2. OpraHnsauust apxMBHOM 1 CNpaBOYHO-MHAOPMALMOHHON paboTbl NO AOKYMEHTaM OpraHv3aunu.

4.4.3. OcyuwlecTBneHne [OKYMEHTAUUOHHOTO obecrneyeHns ynpaBleHuss W apxXMBHOMO pJdena c
NCMNoMb30BaHWEM NPOrpamMMHbIX CPEACTB y4eTa, XpaHeHus, 06paboTku 1 Noncka JOKYMEHTOB.

4.4.4. BoinonHeHne paboT No ogHOM NN HECKOSbKUM npodeccusam paboumx, OOMKHOCTAM cryxawmx (
npunoxeHue kK Hactoawemy ®rOC CI0O).

V. TPEBEOBAHUA K PE3YJIbTATAM OCBOEHWA NMPOrPAMMbBI MOATOTOBKA
CMNMEUMANNCTOB CPEAHEIO 3BEHA

5.1. CneumanncTt no AOKYMEHTALMOHHOMY O0ecneyYeHnto ynpaBreHusi, apxmBuct (6a3oBor NoaroToBKW)
JomkeH obnagaTe 0OLWMMM KOMNETEHLMSMM, BKIOYaOLWMMN B cebs cnocobHOCTb:
OK 1. MNMoHnMaTb CyLWHOCTb M cCoLManbHyo 3HaYMMOCTb cBoen Byaywien npodeccun, NposiBNsATb K Hen



YCTON4YMBbLIN MHTEPEC.

OK 2. OpranunsoBbiBaTb COOCTBEHHYK [OEATENbHOCTb, BbiOMpaTb TWUMOBbIE METOAbl W CMOCOObI
BbINOMHEHNsI NPOdECCUOHAarbHbIX 3a4ad, OLEeHNBaTb UX 3PPEKTUBHOCTb N KAYECTBO.

OK 3. TlpuHuMaTb pelleHns B CTaHOApPTHbIX WM HECTaHO4ApPTHbIX CUTyauusaxX W HEeCTU 3a HUX
OTBETCTBEHHOCTb.

OK 4. OcywecTBnaTb NMOUCK W UCMNONb3oBaHWe WHdopmaummM, Heobxogumon pans  adeKTMBHOIO
BbINOMHEHNsI NPOdECCUOHArbHBIX 3a4ad, MPogeCcCnoHaNbHOro M IMYHOCTHOTO PasBUTKS.

OK 5. MWcnonb3oBaTb WMHGPOPMALMOHHO-KOMMYHMKALMOHHbBIE TEXHOMOrMM B NPOdECCUOHANbHON
OesTeNbHOCTW.

OK 6. Pabortatb B konnektuee u koMaHge, apdeKkTMBHO obwiaTbCs C Komnferamu, pPyKOBOACTBOM,
notpebutenamu.

OK 7. BpaTb Ha cebsi OTBETCTBEHHOCTb 3a paboTy 4NeHOB KOMaHAbl (MOAYMHEHHBIX), pesynbTaT
BbINOMHEHUS 3a4aHWNA.

OK 8. CamocTtoaTenbHO onpeaens b 3agaqm NpodeCcCUOHanbHOro U IMYHOCTHOIO pasBUTKS, 3aHMMATbCSA
caMmoobpa3soBaHMeM, OCO3HaAHHO MaHMPOBaTh NOBbILLEHME KBanudukaumu.

OK 9. OpreHTupoBaThbCs B YCIOBUAX YACTOM CMEHbI TEXHONOIMMIN B NPOdECCMOHANbHOM AEATENbHOCTH.

5.2. Cneumanuct No JOKyMeHTaunoHHOMY obecrnedeHunio ynpasneHus, apxuBucT (6a3oBON MOArOTOBKM)
JorkeH obnagatb NpoeccnoHanbHbIMY KOMNETEHLMAMMW, COOTBETCTBYHOLLMMY BUAAM AEATENBHOCTU:

5.2.1. OpraHusaunsi OKyMEHTaUNOHHOro obecneyerHuns ynpaBneHms n QyHKLUMOHNPOBaHUS OpraHM3aunn.

MK 1.1. KoopauHnpoBaTb paboTy opraHu3aumny (MpMemMHON pyKoBOOUTENS), BECTU NPUEM NOCETUTENEN.

MK 1.2. OcywecTenaTb paboTy Mo NOAroTOBKE U NPOBEAEHUIO COBELLLAHWIA, AEMNOBbLIX BCTPEY, MPUEMOB U
npeseHTauun.

MK 1.3. OcywectBnaTb MNOArOTOBKY [AenoBbiX MNOE3J0K pyKoBOOUTENs W OPYrnMX  COTPYAHWKOB
opraHusaumn.

MK 1.4. OprannsoBbiBaTb pabovyee MeCTO CekpeTaps U pyKOBOAUTENS.

MK 1.5. OdopmnaTb ¥  perncTpupoBaTb  OpraHM3aLVMOHHO-pacnopsignTernbHble  OOKYMEHTHI,
KOHTPONMPOBaTb CPOKM MX UCMONHEHUS.

MK 1.6. O6pabaTtbiBaTh BXOAALIME M UCXOOALWME LOKYMEHTbI, CUCTEMaTM3UPOBaTb WX, COCTaBNATb
HOMEHKNaTypy Aen u opmMupoBaTb JOKYMEHTbI B Aena.

MK 1.7. CamocTosiTensHO paboTaTtb C JOKYMEHTaMW, COAEPXKALLMMM KOH(UAEHUNAMNBHYIO MHAOPMaLMIO,
B TOM YMCIEe C JOKYMEHTaMm No NMMYHOMY COCTaBy.

MK 1.8. OcyuwecTBnATb TeNnedoHHOe 00CNyXnBaHWe, NPMHUMATL U NepedaBaTth akchl.

MK 1.9. OcywecTBnATb NOArOTOBKY A€ K Nepeaaye Ha apXmMBHOE XpaHeHue.

MK 1.10. CocTaBnATb onucu ern, OCYLWeCTBNATbL MOArOTOBKY AEeNn K nepedade B apxXuB opraHvsauuu,
rocyaapCTBEHHbIE Y MyHULMNATbHbIE apXMBbI.

5.2.2. OpraHu3aums apxXvBHOW 1 CNpPaBoOYHO-MHPOPMALMOHHOW paboThl MO LOKYMEHTaM OpraHu3aumu.

MK 2.1. OcywecTBnsaTb 3KCNEpTM3y LEHHOCTU OOKYMEHTOB B COOTBETCTBUM C [OENCTBYHOLMMU
3aKoHoOaTeNbHbIMU akTamMmn 1 HopMaTMBaMMU.

MK 2.2. Bectn paboTy B cMCTEMAXx 3MEKTPOHHOro 4OKYMeHToo6opoTa.

MK 2.3. PaspabaTtbiBaTb M BecTu knaccudukatopbl, Tabenn n gpyrye CnpaBOYHUKM MO AOKYMEHTaMm
opraHusaumn.

MK 2.4. ObecneunBaTb NpMeEM W paLMOHanbHOE pas3MeLleHWe LOKYMEHTOB B apxuBe (B TOM 4ucne
OOKYMEHTOB MO NIMYHOMY COCTaBy).

MK 2.5. OB6ecneumBaTtb y4eT N COXPAHHOCTb JOKYMEHTOB B apXM1BE.

MK 2.6. OpraHu3oBbiBaTb WCMOSb30BAHWE apXMBHbIX [OOKYMEHTOB B HAYy4HbIX, CMPaBOYHbIX WU
NPaKTUYECKMX Liensx.

MK 2.7. OcywecTBnATb OpraHN3aumMoOHHO-MEeTOANYECKOE PYKOBOACTBO M KOHTPOMb 3a paboTon apxmea
opraHumsauuu 1 3a opraHusaLmen JOKyMEHTOB B 4eNOonpou3BOACTBE.

5.2.3. BbinonHeHne paboT No 04HOW UM HECKOSbKUM Npodeccusim paboymx, JOSMKHOCTSAM Cry)Xalluux.

5.3. Cneumanuct no [JOKYMEHTAUMOHHOMY OOecneyvyeHuno ynpaefeHnsi, apxvmBucT  (yrnyGreHHon
noAroToBKW) AOMKeH 06nagaTh O6LWMMKN KOMMETEHLMAMMU, BKITHOYAOLWMMN B cebs1 CMOCOOHOCTb:

OK 1. MNMoHnmaTb CyLWHOCTb M coumanbHyo 3HaYMMOCTb cBoen Byayuwien npodeccun, NposiBNsATb K Hen
YCTOMYMBbLIA MHTEpPEC.

OK 2. OpraHusoBbiBaTb COOCTBEHHYIO OEATENBHOCTb, ONpPedensTb MeToAbl U CnocoObl BbIMNOSTHEHMS
npodeccuoHarnbHbIX 3a4ad, OLeHUBaTh UX 3P(EKTUBHOCTL N KAYECTBO.

OK 3. Pewatb npobnemsl, OLeHMBaTb PUCKU N NPUHMMATb PELLEHNSI B HECTAHAAPTHbBIX CUTYaUUsIX.

OK 4. OcywecTBnaTb NOUCK, aHaNn3 N OLEHKY MHGOPMaLMK, HeobxoaMMon AN NOCTaHOBKA U PeLUeHUst
npodeccnoHarnbHbIX 3agay, NPogeCCMoHaNbHOro U JIMYHOCTHOIO pas3BUTUS.

OK 5. Wcnonb3oBaTb WH(OPMALMOHHO-KOMMYHMKALMOHHBIE TEXHONMOrMU Ansi COBEPLUEHCTBOBAHUS
npoceccuoHansHon AeaTenbHOCTU.

OK 6. PabotaTe B KONnektuBe M KoMaHge, obecneumBaTtb ee cnsiovyeHune, 3addeKTMBHO obLaTbcs C



Konneramu, pykoBOACTBOM, NOTPeOUTENSIMU.

OK 7. CtaBuTb Uenu, MOTUBMPOBAaTb AEATENbHOCTb NOAYUMHEHHBIX, OPraHM30BbIBaTb M KOHTPONMPOBATb
nx paboTy c NpuHATMEM Ha cebst OTBETCTBEHHOCTM 3a pe3ynbTaT BbIMOMHEHWS 3ad4aHui.

OK 8. CamocTosaTenbHO onpeaenaTtb 3agaqm NpodeCcCMOoHanbHOro N IMYHOCTHOIO Pa3BUTUS, 3aHNMAaTbLCS
caMmoobpasoBaHMeM, OCO3HaAHHO NaHMpPoBaTh NOBbILLEHWE KBanudukaumu.

OK 9. BbITb rOTOBbIM K CMEHE TEXHOMOrMn B NpodeccnoHanbHoOm AeaTenbHOCTHU.

5.4. CneuvanucT no [JOKYMEHTAUMOHHOMY oOOecneyvyeHunto ynpaBreHnsi, apxvmBucT  (yrnyGrieHHon
MOAroTOBKW) [JOOMKEH obnagaTe NPOdECcCUOHANbHLIMU  KOMMETEHUMAMKY, COOTBETCTBYOLMMU  Buaam
OesTeNbHOCTW.

5.4.1. OpraHm3aums JOKyMeHTaLUMoHHOro obecneyeHms ynpasneHms 1 oyHKLUMOHNPOBAHUSA OpraH3aunm.

MK 1.1. KoopauHuposaTb paboTy opraHusauuy (MpMemMHON pykoBoguTens), BECTU NPUeM nocetTutenen.

MK 1.2. OcywecTBnaTe paboTy No NOArOTOBKE M NPOBEAEHMIO COBELLAHWI, OENOBbLIX BCTPEY, NPUEMOB U
npeseHTauun.

MK 1.3. OcywecTBnsaTb MNOArOTOBKY [AENOBbIX MOE3O0K PYyKOBOOUTENS W OPYrMxX COTPYAHUKOB
opraHu3aumu.

MK 1.4. OpraHu3oBbiBaTh paboyee MECTO CeKpeTaps 1 pykoBoguTens.

MK 1.5. Odopmnate U perncTpuposaTb  OpraHmsaLUOHHO-pacnopsauTenbHble  OOKYMEHTb,
KOHTPONMpPOBaTb CPOKN NX UCMONHEHNS.

MK 1.6. ObpabaTtbiBaTb BXOOSALME U UCXOOSALLME OOKYMEHTbI, CMCTEMATU3MPOBATb WX, COCTaBNATb
HOMeHKNaTypy Aen u opMMpoBaTb JOKYMEHTLI B Aena.

MK 1.7. CamocTtoaTenbHO paboTaTb C AOKYMEHTaMM, coaepXallmmm KoHUaeHUManbHy0 MHGOpMaLmio,
B TOM 4MCe C AOKyMEHTaMm no NMMYHOMY COCTaBy.

MK 1.8. OcywecTBnATb TenedoHHoe 06cnyxnBaHve, NpMHUMaTh 1 nepegasaTtb akcol.

MK 1.9. OcywecTBnATE NOArOTOBKY AN K nepefaye Ha apXmMBHOE XpaHeHue.

MK 1.10. CocTaBnaTb ONMCK AN, OCYLLECTBMATL MOArOTOBKY AEen K Nepefade B apxvMB OpraHumsauum,
rocygapCTBeHHbIE Y MyHULMNANbHbBIE apXMBbI.

MK 1.11. BeigaBaTb B COOTBETCTBMM C NOCTYNAOLWMMM 3anpocamMmm apxXmBHbIE KOMUU U AOKYMEHTDI.

5.4.2. OpraHm3aums apxmBHOW 1 CNPaBOYHO-MHPOPMaLMOHHOW paboThbl MO AOKYyMEHTaM opraHu3aumu.

MK 2.1. YyactBoBaTb B paboTe no akcnepTnse LLEHHOCTU AOKYMEHTOB B COOTBETCTBMM C OENCTBYHOLLMMU
3aKkoHoAaTenbHbIMU akTaMn 1 HopMaTuBaMU.

MK 2.2. Bectu paboTy B cUCTEMaXx 3NEKTPOHHOIO AOKyMeHToobopoTa.

MK 2.3. PaspabaTbiBaTb M BeCTM knaccudumkaTopbl, Tabenu u UHble CMPaBOYHMKM MO OOKYMEHTaMm
opraHu3aumm.

MK 2.4. ObecneynBatb MpMemM U pauMOHanbHOE pasMelleHVe OOKYMEHTOB B apxuse (B TOM 4ucne
OOKYMEHTOB MO NIMYHOMY COCTaBy).

MK 2.5. ObecneunBaTb y4eT U COXPaHHOCTb JOKYMEHTOB B apXumBe.

MK 2.6. OpraHun3oBbiBaTb WCMOMb30BaHME apPXMBHbLIX [OKYMEHTOB B Hay4HbIX, CMPaBOYHbIX W
NpaKkTUYECKMX Liensix.

MK 2.7. OcywecTBNATb OpraHN3aumMoOHHO-METOANYECKOE PYKOBOACTBO M KOHTPOSfb 3a paboTon apxuea
opraHu3aumm u 3a opraHusaumen JOKYMEHTOB B AENONpPOM3BOACTBE.

5.4.3. OcylwiecTBneHme [OKYMEHTALUMOHHOIO obecneyeHns yrnpaBfeHUs W apxXuBHOroO pJena c
MCrnonb3oBaHMEM NPOrpaMMHbIX CPEACTB yyeTa, XxpaHeHus, 06paboTkM 1 noncka AOKYMEHTOB.

MK 3.1. OcywecTBnsATb MHAOPMAaLMOHHY0 paboTy No OOKYMeHTam, B TOM 4YWClie C MCMOSIb30BaHUEM
OPITEXHUKM, NPOrpamMMHbIX CPEACTB ydeTa, XpPaHEHUS U NMOWNCKa LOKYMEHTOB WM APYrMX CheunannampoBaHHbIX
0a3 JaHHbIX.

MK 3.2. NpuHMMaTb Mepbl NO YyNOpsSOOYEeHWM0 COCTaBa AOKYMEHTOB UM MH(OPMAaUMOHHBIX MOTOKOB,
COKpaLLEHUIO UX KONMYeCcTBa U ONTUMU3aLnM JOKYMEHTOMNOTOKOB OpraHn3aLuumn.

MK 3.3. Bectu paboTy mo cosgaHuio CNpaBOYHOrO annapata no AOKyMeHTam C Lenbio obecneveHust
yOo6HOro 1 GbICTPOro Nx noucka.

MK 3.4. MNogroTaBnmMBaTb AaHHble, HEOOXOOUMbIE ONI1 COCTaBIIEHUS CMpaBOK Ha OCHOBE CBeOeHWUNn,
UMELLNXCA B AOKYMEHTax apxumea.

MK 3.5. NpuHMMaTh yyacTue B pa3paboTke NokanbHbIX HOPMATMBHBLIX akTOB OpraHusauuMu no BONpocam
OOKYMeHTaUMOoHHOro obecnedyeHus ynpaBneHus u apxXmBHoro gena.

MK 3.6. MNpuHumaTh yyactue B paboTte no noabopy u paccTaHOBKE KagpoB CryXObl [OKYMEHTaLWOHHOIo
obecneyeHns ynpaBneH1s 1 apxmea opraHusaumm.

5.4.4. BbinonHeHne paboT Mo O4HOW UM HECKOSbKUM Npodeccusm paboymx, JOSPKHOCTSAM CryXKalluux.

VI. TPEBOBAHUA K CTPYKTYPE NMPOIrPAMMbI MOATOTOBKA
CNEUMAINNCTOB CPEAHEIO 3BEHA

6.1. MMNMCCS3 npegycmaTtpuBaeT N3yyeHne crieqyroLwmx y4ebHbIX LIMKIOB:



o6LLero ryMaHUTapHoOro 1 coumarnbHO-3KOHOMUYECKOTO;

MaTemaTn4ecKoro 1 obLiero eCTeCTBEHHOHAY4YHOrO;

NpPogeCCUOHarbHOrO;

1 pa3genos:

yyebHasa npakTuka;

NPOn3BOACTBEHHAsA NpakTuka (Mo Npodunio cneunansHOCTL);

NpPOW3BOACTBEHHAA NpaKTUKa (NpeaaunnomMHas);

NPOMEXYyTOoYHasa aTTecTaums;

rocygapcTBeHHas UtToropasi attectauums.

6.2. ObszaTenbHas Yactb MMCC3 no y4ebHbIM LMKIaM AOMKHA COCTaBnsATb okono 70 MpoueHTOB OT
obwero obbema BpemMeHn, OTBEAEHHOIO Ha X ocBoeHue. BapuatmBHas yactb (okono 30 npoueHToB) Aaet
BO3MOXHOCTb paclumpeHust u (unu) yrnyobneHuss noaroToBKW, OnpedensieMol cogepXaHuem obsi3aTernbHON
4yacTu, MOMyYeHWUst OOMOSTHUTENbHBIX KOMMETEHUMN, YMEHUA U 3HAHWWA, HeobXoauMMmbix Ans obecneyeHus
KOHKYPEHTOCMOCOOHOCTN BbIMYCKHUKA B COOTBETCTBMM C 3anpocamu pPEeruoHarnbHOro pbiHKA Tpyda MU
BO3MOXHOCTSIMM  MpofdorkeHus  obpasoBaHus.  OucumnnuHbl,  MEXAMUCUMNINHApHbIE KypcChbl n
npodeccnoHarnbHble MOOYM BapuaTUBHOM YacTu onpenenaTcs obpasoBaTenbHOM OpraHn3aumen.

OB rymaHUTapHbIA N counanbHO-9KOHOMUYECKUIA, MaTEMATUYECKUA U OBLWNA eCTEeCTBEHHOHAYYHbIN
y4eOHbIe LMKITbl COCTOAT N3 SUCLUNIINH.

MpodpeccnoHanbHbIi  y4ebHbIM LMK COCTOMT M3 obwenpodeccuoHanbHbIX — OUCUUMIMH - U
npodeccuoHanbHbIX MOAYNEN B COOTBETCTBUMM C BuOaMu AesitenbHocTn. B coctaB npodeccuoHarnbHOro
MOOYNS BXOAMT OAWMH WM  HECKOMbKO MEeXOUCLUUNMAMHAPHbBIX KypcoB. [lpu ocBoeHun obydarolmmucs
npodeccuoHanbHbIX Mogyrnen npoBogaTca yyebHas m (unn) nNpous3BoACTBEHHAs npaktvka (no npodwunio
cneumnanbHOCTK).

6.3. ObsizaTenbHasi 4acTb OOLEro ryMaHUTapHOro W coumnarbHO-3KOHOMMYECKOro y4ebHoro uukna
MMNCC3 6a3oBon NOArOTOBKM AOMKHA NpedycMaTpyBaTb WM3y4YeHWe creaylowmx obsi3aTenbHbIX OUCUUMIVH!
"OcHoBbl punococmmn”, "Nctopums”, "MHocTpaHHbIN A3bIK", "®usnyeckas KynbTypa"; yrnybneHHoM NOAroTOBKU -
"OcHoBbl chmunococpumn”, "Uctopus”, "Mcmxonorns obwenns”, "MIHoCcTpaHHbIn A3bIK", "®uanyeckas Kynbtypa".

Obsi3aTenbHas 4YacTb npodeccrmoHanbHoro yyebHoro umkna MMNCC3 kak 6a3oBowr, Tak M yrnybneHHon
NnoAroToBKM A0SMKHA NpeaycMaTpumBaTth M3ydeHne ancumnnnuHbel "be3onacHocTb xu3HepedtensHocTn". O6bem
YacoB Ha ancumnnnuHy "besonacHocTb Xu3HeaesaTenbHOCTU" cocTaBnsaeT 68 YacoB, U3 HUX HA OCBOEHWE OCHOB
BOEHHOW cryx0bl - 48 yacos.

6.4. ObpasoBaTenbHOW oOpraHu3auven npu onpegenenum cTpyktypol [MCC3 u Tpygoemkoctn ee
OCBOEHUSA MOXET NMPUMEHATLCHA CUCTEMA 3a4eTHbIX eQUHNUL, NPy 3TOM OfHa 3a4yeTHas eduHulLa COOTBETCTBYET
36 akagemunyeckum 4yacawm.

Tabnuua 3

CTpyKkTypa nporpamMmmbl MOArOTOBKM CNELManMCTOB CpeaHero 3BeHa
6a30BoI NOArOTOBKU



NHpekc

HanmeHoBaHWe y4yebHbIX LMKNOB, pa3aeros,
moaynei, TpeboBaHUs K 3HAHUSIM, YMEHUSIM,
NpakTU4YEeCKOMY OMbITY

Bcero
MaKcuMarbHOM
yyebHoM
Harpysku
obyuvatoLlerocs
(vac./Heq.)

B ToM uncne
yacoB
obs3aTenbHbIX
y4eOHbIX
3aHATUNA

MHpekc n HanmeHoBaHue
OVUCLMMIIVH,
MEXANCLUMUMIUHAPHBLIX
kypcos (MOK)

Koapbl
dhopMUpyeMbIX
KOMMeTeHUun

O6si3aTenbHas YacTb y4ebHbIx uuknos MNMCC3

2376

1584

Oorca.oo

O6BLWnIA ryMaHuTapHbI 1
COLManbHO-3KOHOMNYECKNIA YYEOHbIN LIMKI

522

348

B pesynbTaTte n3yyeHuns obasaTensHOM YacTtu
y4ebHOoro umkna oby4aroLminca SOIKeEH:
YMEeTb:

OpueHTUpoBaTbCH B Hanbonee obLLMX
dunocodckmx npobriemax 6biTHs, NO3HAHUSA,
LleHHoCTen, cBo6OAbI M CMbICIIA KNU3HWN Kak
OCHOBax POPMUPOBAHMUSA KyIbTYpbl
rpaxgaHuHa u 6ygyuiero cneunanucra;
3HaTb:

OCHOBHbI€ KaTeropum n NoHATUS domnocoguu;
porb MIoCcoduUM B XXM3HM YeroBeka U
obuwecTBa;

OCHOBBbI (PMNOCOCKOro yyeHust o BbITUN;
CYLLIHOCTb npoLiecca No3HaHus;

OCHOBbI Hay4HOWN, prnocodckom n
PENUIMO3HON KapTUH MUpa;

06 ycrnoBusix GOpMNpPOBaHNS NINYHOCTMU,
cB0oboae M OTBETCTBEHHOCTU 3a COXpPaHeHue
XWU3HW, KyNbTYpbl, OKpYyXatoLLen cpeabl;

0 coumarnbHbIX U 3TMYECKUX Npobremax,
CBSI3aHHbIX C Pa3BUTUEM U UCMONb30BaHUEM
OOCTMXKEHUIN HaYKK, TEXHUKN N TEXHOMOIMNN.

48

Orca.01. OcHoBbl
dumnococun

OK1-9

YMETb:
OPUEHTUPOBATLCSA B COBPEMEHHOM
3KOHOMMYECKOM, MOANTUYECKON N KYyTbTYPHOMN
cutyauumn B Poccum n mupe;

BbISIBNATbH B3aMMOCBSI3b OTEYECTBEHHbIX,
pernoHanbHbIX, MUPOBbIX
coLManbHO-3KOHOMNYECKUX, NONTUTUYECKMX U
KyNbTYpHbIX Npobnem;

3HaTb:

48

Orca.02. Uctopus

OK1-9




OCHOBHbI€ HanpaBeHna pa3BUTUA KINK4YeBbIX
pervMoHoB Mupa Ha pybexe Bekos (XX n XX
BB.);

CYLLIHOCTb W MPUYMHbI NOKanbHbIX,
pervoHarnbHbIX, MEXIoCcyaapCTBEHHbIX
KOHIMKTOB B KOHLUe XX - Havane XXI BB.;
OCHOBHbIe NPOLEeCChl (MHTErpaunoHHbIE,
MOMUKYNbTYPHbIE, MUTPALNOHHBIE U UHbIE)
NONUTUYECKOTO N SKOHOMMUYECKOTO Pa3BUTUS
BeAyLLMX rocy4apCTB U PErMoHOB MUPa;
HasHayeHne OpraHmsaumm O0begMHEHHbIX
Hauwmn (OOH), Opranusaumm
CesepoaTnaHTtuyeckoro gorosopa (HATO),
Esponeickoro Cotosa (EC) n gpyrux
opraHm3aumnii U OCHOBHbIE HanpaBfeHUst nx
OeAaTenbHOCTY;

O pPOnu HayKwu, KynbTypbl Y PENUINA B
COXpPaHeHWM 1 yKpenmneHmn HaluMoHanbHbIX 1
rocyaapCTBEHHbIX TpaauLuii;

cofepxaHve 1 HazHaYeHne BaXXHeNLLIMX
NpaBoOBbIX N 3aKOHOAATENbHbIX aKTOB
MUPOBOIO 1 PErMOHanbHOro 3Ha4YeHus;

yMeTb:

obwartbcs (YCTHO M NMMCbMEHHO) Ha
WHOCTPaHHOM A3blke Ha NpodeccuoHarnbHbIE U
NMoBCEeHEBHbIE TEMBI;

nepeBoauTb (CO CNOBApPeEM) MHOCTPaHHbIE
TEeKCTbl NPpodeCCnOHanbHOM HanpaBneHHOCTH;
CaMOCTOATENbHO COBEPLUEHCTBOBATL YCTHYIO U
NMNCbMEHHYI0 peYb, MOMOSHATL COBapPHbIA
3anac;

3HaTb:

nekcnyeckun (1200 - 1400 nekcmyecknx
€QMHNL) U FpaMMaTUYECKNA MUHUMYM,
Heob6XxoaMMbIN ONs YTEeHUSA U nepeBoaa (Co
CrnoBapeM) UHOCTPaHHbIX TEKCTOB
npodeccUoHanbHOM HanpaBNEHHOCTY;

126

Orca.03. NHocTpaHHbIN
A3bIK

OK1-9

YMETb:
1Crosb3oBaThb
U3KYNbTYPHO-0340POBUTENBHYIO
AeAaTenbHOCTb AN YKpenneHus 340poBbS,
JOCTUKEHUS XKU3HEHHBIX U
npocpeccuoHanbHbIX Lienewn;

252

126

Orca.04. dusnyeckas
KynbTypa

OK2,3




3HaTb:
0 ponu U3NYEeCKon KynbTypbl B
06LLEeKYNbTYPHOM, NPOdECCUOHANBHOM U
coumanbHOM pa3BUTUM YEITOBEKA;
OCHOBbI 300POBOro obpasa XuU3Hu.

EH.00

MaTtemaTtunyeckuin n ooLmin
€CTECTBEHHOHAYYHbIN Yy4EOHbIN LUKIT

198

132

B pesynbTaTte n3yyeHuns obsasaTensHoOM YacTtu
y4ebHOoro umkna oby4aroLminca SOIKeEH:
YMETb:

pelaTb 3a4ayv Ha OTbiCKaHMe NMPOU3BOLHOMN
CIOXXHOW (PYyHKUUKM, NPOM3BOLHbLIX BTOPOro U
BbICLLMX MOPSOKOB;

NPUMEHATb OCHOBHbIE METOAbI
WHTErPUpPOBaHMWS MpU peLleHnn 3agay;
NPUMEHATb METOAblI MaTeMaTU4eCKoro
aHanusa npv peLueHnn 3agay npuKnagHoro
Xapaktepa, B TOM 4ucre npoceccmoHansHom
HanpaBneHHOCTH;

3HaTb:

OCHOBHbIE MOHATUSA U METOAbI
MaTeMaTU4eckoro aHanmaa;

OCHOBHbIE YNCIIEHHbIE METOAbI PELLEHNS
npvknagHbix 3agay;

EH.01. MatemaTuka

OK1-6,9

YMEeTb:
paboTaTb C COBPEMEHHBIMW ONEPALMOHHBIMY
cucTeMamm, TEKCTOBLIMW pefakTopamu,
TabnunyHbIMK NpoLieccopamu, CUCTEMaMn
ynpasneHusa 6azamu aaHHbIX, NporpammMamMmm
NoAroTOBKWU Npe3eHTauuni,
WHPOPMALMOHHO-NOUCKOBLIMU CUCTEMAMK 1
Nnonb30BaTbCS BO3MOXHOCTSIMM
MHGOPMALNOHHO-TENEKOMMYHUKALMOHHOM
cetn "NHTepHeT" (Banee - ceTb VIHTEpPHET);
npoceccuoHansHO OCyLLECTBNATL HAabop
TEKCTOB Ha NepcoHarbHOM KOMMbIOTEPE;
3HaTb:

TEXHUYECKne CpeacTBa U NporpammMHoe
obecneyeHne nepcoHanbHbIX KOMMNbIOTEPOB;
TeopeTu4eckne 0CHOBbI COBPEMEHHbIX
MHAOPMALNOHHBIX TEXHOMOrMI obLlero n
cneunannampoBaHHOIo HasHa4YeHus;

EH.02. MHdbopmaTuka

OK4,5,9




PYCCKYIO U NaTUHCKYIO KnaBuaTypy
nepcoHanbHOro KOMMNbITEPA;
npasuna oopMneHUst JOKYMEHTOB Ha
NnepcoHanbHOM KOMMbIOTEPE;

YMETb:
opueHTUpoBaTbCs B Hanbonee obLmx
npobnemMax 3KonorMm u NpUpPoaonoNnbL30BaHUS;
3HaThb:

0cobeHHOCTU B3anmodencTaus obLectsa u
npupoAbl;

NpMpPOSOPECYPCHEIN NoTeHuman Poccun;
NPUHUMMBI U METOAbI PaLMOHAaNbLHOIO
NpUpoaoNoNb30BaHMS;

npaBoBble W coluarnbHble BONPOChI
NpUpoOaoNONb30BaHMS.

EH.03. Skonormnyeckne
OCHOBBbI
NPUPOAOMOSb30BaHUS

0K3,6,7,9

.00

MpodeccnoHanbHbIM yH4EOHBIN LINKIT

1656

1104

0on.oo

O6LwenpodeccrnoHanbHble ANCUMNNUHDI

918

612

B pesynbrarte n3yyeHus 06s3aTenbHom YacTtm
npodeccuoHarnbHOro y4ebHoro uukna
obyyaroLnnca JOmKeH:

YMETb:

OpPUEHTUPOBATLCS B BOMPOCAX 3KOHOMUYECKOW
TEopUM B COBPEMEHHbIX YCMOBUSIX;

3HaTb:

3aKOHOMEPHOCTU (PYHKLMOHUPOBAHMWSA
PbIHOYHbIX MEXAHM3MOB Ha MUKPO- U
MaKpOYPOBHSIX 1 METOAbI rOCYAapCTBEHHOMO
perynupoBaHus;

06LUME NOMOXEHUS SKOHOMUYECKON TEOPUN;

Or1.01. 3koHoMun4eckas
Teopus

OoK1-7
MNK1.1-1.3

yMeTb:
paccunTbIBaTh MO NPUHATON METOLOMNOMUI
OCHOBHbIE TEXHVKO-3KOHOMMWYECKME
rokasaTtenu AenTenbHOCTH opraHu3auuy;
3HaThb:

OCHOBHbIE MUKPO- Y MaKpO3KOHOMUYECKME
KaTeropuv 1 nokasartenu, MeTofbl X pacyeTa;

Orl1.02. 3koHOMMKa
opraHusaumm

OK1-7
MK1.1-1.3

yMeTb!
ynNpaBnsiTb KOHPUKTaMu 1 cTpeccamu B
npotiecce NpodeCcCMOHaNbLHOM AEATENBHOCTY;

Ol.03. MeHeoXMeHT

OK1-9
MnK1.1,1.2,1.4 -
1.8,24,25




3HaThb:

XapaKkTepHble YepTbl COBPEMEHHOTO
MEHEKMEHTA; LIMKIT MEHEDKMEHTA;

npoLecc NPUHATUS U peanuaaumm
yrnpaBneH4yecknx peLleHni, ntHgopmaunoHHoe
obecneyeHne MeHeaKMeHTa;

YMEeTb:
NPUMEHSATb KagpPOBYHO NMOMUTUKY Ha
rocyaapCTBEHHON 1 MyHMLMNANbHOM crnyxo6e;
3HaTb:

CUCTEMY roCcyaapCTBEHHbIX YUYpeXaeHUA n
OpraHoB MeCTHOIO CaMoyrnpaBreHust;

obuwue NpuHUMMbI 1 TpeboBaHNS K
NMPOXOXAEHWNIO TOCYAapCTBEHHOM 1
MYHULMMNANbHON CNyX0bl;
OpraHM3aunoHHO-NpaBoBble (HOPMb
rocyaapCTBEHHOro annapaTa ynpaBneHus;

Or1.04. l'ocypnapcTBeHHas n
MyHMUMManbHasa cnyxoa

OK1-8
MNK1.1-1.8

yMeTb:

paboTaTtb ¢ NnpodeccrMoHanbHbIMM TEKCTaMM Ha
WHOCTPaHHOM A3bIKE;

COCTaBNSATb U 0OPOPMIIATb
OpraHn3aLMOHHO-PaCMOPSANTENbHYHO
AOKYMEHTaLMI0 HA MHOCTPAHHOM A3bIKE;

BECTW NEPEroBopbl HA MHOCTPAHHOM A3bIKE;
3HaThb:

NpPaKTUYECKy0 rpammaTmKy, HEOOXo0AMMYO Ans
npodeccrmoHanbsHoOro obLLEHNst Ha
WHOCTPaHHOM S13bIKE;

0CcoBeHHOCTHM NepeBoaa CNy»XeOHbIX
[OKYMEHTOB C MHOCTPAHHOIO S13bIKa;

Or1.05. HoCcTpaHHbIN A3bIK
(npodbeccmoHanbHbIN)

OoK1-7
MNK1.1-1.3

YMEeTb:

NPUMEHSATb B NpodeCCUoHaribHON
AeATenbHOCTU NpYeMbl 4eNoBOoro obLeHus;
3HaTb:

OCHOBHbIE Nnpasuna npogeccnoHanbLHoON 3TUKK
1 Npuembl AenoBOro obLLEHNSI B KONIEKTUBE;
0CO6EHHOCTM NPOdECCUOHATTBHON 3TUKM U
MCUXOJOMMM OENOBOro OOLLEHMS CITyKaLLmX
rocygapCTBEHHbIX N UHbIX
OpraHM3aunoHHO-NPaBoBLIX (hopm
YUPEXOEHUN U OpraHM3auun;

Or1.06. MNMpogeccmoHanbHas
3TVKa 1 NCUXOoNorms
Jenosoro obueHns

OK1-8
MK1.2-1.6,1.8




yMeTb:

co3gaBaTb 611aronpuUaTHBLIN NCUXONOrMYECcKnin
KIMMAT B KONNEKTUBE;

3(PHEKTUBHO YNpPaBNsiTb TPYLOBLIMU
pecypcamu;

3HaThb:

coaepaHue kagpoBoro, MHOPMaLMOHHOrO,
TEXHWUYECKOro MU NpaBoBOro obecneyeHus
CUCTEMbI YNpaBreHnsl NepCcoHarnom;
OpraHM3aunOHHYI0 CTPYKTYPY CryX0Obl
yrnpaBrieHns nepcoHarnom;

obLwme NpyHUMMbI yNpaBrneHns NepcoHarnom;
NPUHLMMNBLI OpraHM3aLmm KagpoBon paboThl;
NCUXOMorMyeckmne acnekTbl yrnpasneHus,
cnocobbl paspeLleHnst KOHIUKTHBIX CUTYaLMI
B KOMNNEKTUBE;

Or1.07. YnpaBneHue
nepcoHanom

OK1-9
NnK1.7,2.6, 2.7

yMeTb:
3awmLLaTh CBOWM NpaBa B COOTBETCTBUM C
TPYyOOBbIM 3aKOHOOATENECTBOM;
MCMonb3oBaTb NPaBOBYH MHpopMaLMio B
NpogeccuoHanbHON AeATENbHOCTY;

3HaTb:

npasa 1 0683aHHOCTU CryXaLuux;
3aKoHoaaTenbHble akTbl U HOPMaTUBHbIE
AOKYMEHTbI, perynupytoLime npaBoOTHOLLIEHNS
HU3NYECKNX N HOPUANYECKMX NUL;

OCHOBHblEe 3aKOHOAATENbHbIE aKThbl O
npasoBoM obecnedyeHnn npodeccnoHansHon
OeATENbHOCTU CnyXXaLlmx;

Or1.08. NMpaBoBoe
obecneyeHne
npodeccnoHarnbHoOn
OesATenbHOCTU

OK1-7
MnK1.1,1.2,1.4,
15,1.7,1.8

yMETb:;

OpraHu3oBbIBaTb YU NPOBOAUTL MEPONPUATUS
no 3awuTe paboTalowmx u HaceneHus ot
HeraTMBHbIX BO34ENCTBUN Ype3BblHaNHbIX
cuTyaumi;

npeanpuHMMaTth npodunakTuieckue Mepbl ans
CHWXXEHMS YPOBHSI OMAacHOCTEN pasfIM4yHOro
BMaa v X NocneacTeuin B npodeccrmoHanbHom
OEeATenbHOCTU U BbITY;

ncnonb3oBaTh CpeacTBa UHAMBUAYANbHON U
KOMNMEKTUBHOW 3aLLMTbI OT OPYXXMSi MacCoOBOIo
nopaxeHus;

NPUMEHATL NepPBUYHBLIE CpeaCcTBa
NnoXapoTyLUEeHMS;
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Or1.09. besonacHocTb
KN3HeJeATelNnbHOCTU

OK1-9
MK1.1-1.10,
21-27




OpPUEHTUPOBATLCS B NEPEeYHE BOEHHO-YYETHbIX
cneumanbHOCTEN U CaMOCTOSITENBHO
onpenensaTb CPean HUX POACTBEHHbIE
Nony4yeHHON cneunanbHOCTK;

NPUMEHATbL NpodecCcnoHarnbHble 3HaHUS B
X0[4e UCMoNHEeHNs1 00AA3aHHOCTEN BOEHHOM
cny6bl HA BOUHCKUX JOJMKHOCTSAX B
COOTBETCTBMM C NOSyHYEHHON CNeLnanbHOCTbIO;
BnageTb cnocobamm 6eckoHNMKTHOro
o6LLeHMs n camoperynsaumMm B NOBCEAHEBHON
OEeATEeNbHOCTU N 3KCTPEeMaribHbIX YCIOBUSX
BOEHHOW CNy>x0bl;

oKasblBaTb NEPBYH NOMOLLb NOCTPagaBLUNM;
3HaTb:

NpyHUUNLlI obecnevYeHns yCTonuImBoCTH
00BEKTOB 3KOHOMUKM, MPOrHO3NPOBAHNUSA
pa3BUTMS COOBLITUI N OLIEHKU NOCNEeaCcTBUN Npu
TEXHOTrE€HHbIX Ype3Bbl4alHbIX CUTyaLUAX U
CTUXMIHBIX SIBMIEHUSIX, B TOM YMCIE B YCIOBUSIX
NPOTUBOLENCTBUS TEPPOPU3MY KaK CEPbE3HOM
yrpo3e HaumoHanbHon 6esonacHoctn Poccup;
OCHOBHbI€ BMAbl NOTEHLMANbHbBIX ONacHOCTEN
M UX NOCneacTBus B NpogeccnoHasnbHoOn
OEATENbHOCTU U BbITY, MPUHLMMNbBI CHKEHNSI
BEPOSATHOCTU UX peanusaumu;

OCHOBbI BOEHHOW Cry06bl 1 0G0POHBI
rocygapcrBaa;

3aja4n N OCHOBHbIE MepPONpPUATUS
rpaxgaHcKom 060pOHbI; CNocobbl 3aLmThI
HacerneHus OT OPYXNsi MacCOBOIO NMOPaKeHs;
Mepbl NoxapHoun 6esonacHoCcTu 1 Npasuna
GesonacHoro noBeAeHNst NpK Noxapax;
opraHusaumio 1 NopsaoK NpuabiBa rpaxaaH Ha
BOEHHYIO CNy>0y 1 NOCTYNINEHNst Ha Hee B
A06poBONLHOM MOpPSIAKE;

OCHOBHbIE BUbl BOOPYXXEHWS, BOEHHOM
TEXHUKM 1 CNeumanbHOro CHapsiKeHus:,
COCTOSILLME Ha BOOPYXEHUN (OCHALLEHNM)
BOWMHCKMX NoapasaerneHni, B KOTOPbIX
MMETCS BOEHHO-YYETHbIE CMEeLNanbHOCTH,
poacTBeHHble crieymansHocTam ClO;
obnacTb NpUMEHEeHNsI Nory4yaeMbIX
nNpodeccuoHarnbHbIX 3HAHUIA NPU NCMONTHEHNM
0bs13aHHOCTEN BOEHHOW CryX06bl;

NopsiAoK 1 NpaBuna okasaHusi NepBO NOMOLLIU




nocTpagasLUMM.

MM.00

MpodeccrnoHanbHble Mogynu

738

492

MM.01

OpraHu3aunsi OKYMEHTALNOHHOTO
obecneyeHns ynpaBneHus v
PYHKLUMOHNPOBAHMS OpraHmM3aunm

B pesynbTate nsyyeHnsa npogeccnoHansHoro
Moaynsa o0y4yaloLUNCsa OOIDKEH:

UMETb NPaKTUYECKUI OMbIT:

opraHu3aunm OKYMEHTaLNOHHOIo
obecneyeHns ynpaBneHus v
PYHKLMOHNPOBAHUS OpraH3auny;

yMEeThb:

NPUMEHATL HOPMAaTUBHbIE NPABOBbIE aKThbl B
yrnpaBneH4yeckon OeaTeNbHOCTY;
NnoAroTaBnMBaTh MPOEKTHI YNPaBIEHYECKNX
peLleHuni;

obpabaTbiBaTb BXOASALWME U UCXOAsILLNE
OOKYMEHTbI, CUCTEMATMU3NPOBaTh UX,
COCTaBNSATb HOMEHKNaTypy Aen u
opmMnpoBaTb AOKYMEHTLI B AENa;

roTOBWUTb Y NPOBOAUTL COBELLAHMWS, AeN0BbIe
BCTpEYn, NPUEMbI U NMpe3eHTaunu;

3HaTb:

HOpMaTuMBHbIE MPABOBbIE aKkTbl B 06MacTu
opraHusaumm ynpaBreH4eckon 4eaTeNbHOCTY;
OCHOBHbIE NpaBuia XpaHeHUs! U 3aLwmThbl
cnyxebHon nHdopmaumm.

MIK.01.01.
[okymeHTauMoHHoe
obecrneyeHne yrnpaBneHnst

MIOK.01.02. NpaBoBoe
perynuposaHue
ynpaBneH4YecKkon
OesTenbHOCTH

MIK.01.03. OpraHunsaums
CeKpeTapcKoro
obcnyxmBaHust

OK1-9
MnK1.1-1.10

MM.02

OpraHu3aums apxXmBHOM K
CnpaBoYHO-NHPOPMaLIMOHHON paboThl NO
OOKYMeHTaM opraHvsaumm

B pesynbTaTte nsyyeHus npodeccuoHanbLHoro
MoAyrs 0OyyatoLLMNCs OOMKEH:

UMeTb NPaKTUYECKNI OMbIT:

opraHu3aumm apxXmBHOW 1
CnpaBoOYHO-NHPOPMaLIMOHHON paboThl NO
OOKYMEHTaM opraHv3auuu;

YMEeTb:

OpraHM3oBbIBaTb OEATENBHOCTb apXuBa C
y4yeToM cTaTyca u npodumns opraHnsauuu;
paboTaTb B CUCTEMAX INEKTPOHHOTO
OOKyMeHToobopoTa;

ncnosnb3oBaTh B AEATENBHOCTM apxuBa

MIK.02.01. OpraHusaums u
HOpPMaTUBHO-NPaBOBbIE
OCHOBbI apXMBHOroO Aena

MOK.02.02.
[ocynapcTBeHHbIe,
MYHULMMNanbHbIe apXMBbl U
apXuUBbI OpraHn3auui

MIK.02.03. MeToanka u
npakTuka apxnBoBeaeHns!

MIK.02.04. ObecneyeHune
COXPaHHOCTU JOKYMEHTOB

OK1-9
nK2.1-2.7




COBPEMEHHbIE KOMMbIOTEPHbIE TEXHOMOMNN;
NPUMEHATb COBPEMEHHbIE METOAUKM
KOHCEpBAaLMUN 1 pecTaBpaLum apXmMBHbIX
OOKYMEHTOB;

3HaTb:

CUCTEMY apXMBHOro ynpassieHus B Poccumckom
degepaumm u opraHusauuio ApxmeHoro oHga
Poccunckon degepaumnm;

CUCTEMY XpaHeHUs 1 00paboTkn JOKYMEHTOB.

MM.03

BbinonHeHue paboT No 04HON UIM HECKOSNBKUM
npodeccuam paboumx, 4OMKHOCTSM
cnyxatmx

BapuaTusHas 4Yactb y4ebHbix umknos MMNCC3
(onpenensieTca obpasoBaTenbHOM
opraHusaumen CamocToATENLHO)

1026

684

Bcero yacos 0by4yeHusi o yuyebHbIM Luknam
Mriccs

3402

2268

Y11.00

YyebHaa npakTuka

6 Hefn.

216

OK1-9
MK1.1-1.10,
21-27

Mnri.oo

MpounsBoacTBeHHas npakTuka (No Nnpogusiio
cneunanbHOCTK)

rnari.oo

Mpon3BoacTBEHHAs NpaKTUKa
(NnpepavnnomHas)

4 Hep.

MA.00

M POMEXYTO4YHaaA aTTecTauna

3 Hepq.

MA.00

Focy/J,apCTBeH HaA UToroead atrecrauma

6 Hen.

MA.01

MogroToBKa BbIMYCKHOW KBannguKaLmoHHON
paboTbl

4 Hep.

MA.02

3alumTa BbIMyCKHOM KBanndukaLunoHHOM
paboTbl

2 Heq.

Cpok nony4yeHus CIMO no MMNCC3 6a3o0Bo noaroToBku B 04HON hopme 0byyeHust coctaBnseT 95 Heaenb, B TOM Yucre:

Tabnuua 4



O6yyeHure no y4ebHbIM LmKiam 63 Hep.

YyebHasi npakTuka 6 Hep.

MpounsBoacTBEHHas NpakTyka (no Npodunto cneumanbHOCTL)

MpousBoacTBEHHas npakTuka (npeaaunioMHas) 4 Hep.
[MpomexyTouHast aTTectauus 3 Heg.
"ocynapcTBeHHas UtTorosasa aTrecraums 6 Hep.
KaHukynbl 13 Hepq.
NToro 95 Hep.
Tabnuuya 5
CTpyKTypa nporpamMbl NOAroTOBKM CNELNannMcToB CpeaHero 3BeHa
yrnybneHHom noaroToBKu
WNHpekc HaumeHoBaHWe y4eOHbIX LMKIOB, pa3aenos, Bcero B Tom uncne MHaekc n HaMmeHoBaHue Koabl
mMogyrnen, TpeboBaHus K 3HaHUAM, YMEHUSAM, | MakcumanbHON YyacoB ONCLUWMIINH, dopmMmnpyemMbIx
NpakTM4eCcKOMy OnbITY yyebHoM obsA3aTenbHbIX MEeXONCUMMITMHAPHbIX KOMMEeTEHLMIN
Harpysku y4ebHbIX kypcos (MOK)
obyyvatoLleroca 3aHATUN
(vac./Hen.)
O6s3aTenbHas YacTb y4ebHbIx uuknos MNMCC3 3672 2448
orca.oo OO ryMaHUTapHbIV 1 804 536
couManbHO-3KOHOMUNYECKNI YyYEOHbIN LK
B pesynbTaTte nsyyeHus obsisatenbHOM YacTu 48 Orca.01. OcHosbl OK1-9
y4eBHOro uukna o0y4aroLnnes JOIDKEH: dounococum
yMEeThb:
OpueHTUpoBaTbCH B Hanbonee obLLmMx
dunocodckmx npobrnemax 6biTUs, NO3HAHUS,
LeHHoCcTen, cBoboAbl U CMbICIA XN3HU Kak
OCHOBax POPMUPOBaHUS KyNbTypbl
rpaxgaHuHa v 6yayuiero cneunanncra;
3HaTb:
OCHOBHbIE KaTeropum n noHATUA unocoduu;




porb hmnocoumm B KU3HN YeroBeka U
obuecTBa;

OCHOBbI (PMNOCOdCKOro y4eHusi o bbITum;
CYLLIHOCTb npoLiecca No3HaHus;

OCHOBbI Hay4HoW, chunocodbckom n
PENNMMO3HON KapTUH MUPa;

06 ycrnosusix bopMmMpOBaHNS NMMYHOCTH,
cBoboae M OTBETCTBEHHOCTU 3a COXpaHeHue
XM3HU, KyNbTYphbl, OKPY>KaloLLEen cpeabl;

0 coumanbHbIX U 3TUYECKUX Npobremax,
CBSI3aHHbIX C Pa3BUTUEM U MCMONb30BaHUEM
OOCTXKEHUN HaYKK, TEXHUKN N TEXHOMOINN;

YMEeTb:
OpPUEHTUPOBATLCS B COBPEMEHHOM
3KOHOMMYECKOM, MONNTUYECKON N KyTbTYPHOMN
cutyauum B Poccum n mupe;

BbISIBNATH B3aMMOCBSI3b OTEYECTBEHHbIX,
pervoHanbHbIX, MUPOBLIX
CoLManbHO-3KOHOMUYECKNX, MONTUTUYECKMX U
KyNbTYpHbIX Npobnem;

3HaTb:

OCHOBHbIE€ HanpaBfeHWs Pa3BUTUS KIOYEBbIX
pervoHoB Mupa Ha pybexe Bekos (XX n XXI
BB.);

CYLLIHOCTb W MPUYMHbI NIOKanbHbIX,
pervoHarnbHbIX, MEXIoCyaapCTBEHHbIX
KOHIMKTOB B KOHLUe XX - Havane XXI BB.;
OCHOBHbI€ npouecchbl (MHTErpaLuoHHbIe,
NONMKYNbTYPHbIE, MUTPALIMOHHBIE U UHbIE)
NOMUTUYECKOTO N SKOHOMMUYECKOTO Pa3BUTUS
BeAyLLMX rocy4apCTB U PErMoHOB MUPa;
Ha3HayeHne OOH, HATO, EC un gpyrux
opraHm3auuii 1 OCHOBHbIE HanpaBeHNst Nx
OeATenbHOCTY;

O POnu Hayku, KynbTypbl U PENUINA B
COXpPaHEHWM N YKpenmeHMn HaLMoHanbHbIX 1
rocygapCTBEHHbIX Tpaauumi;

COAEepXXaHVe U Ha3HaYeHe BaXXHEeNLLNX
NpaBoOBbIX N 3aKOHOAATENbHbIX aKTOB
MUPOBOrO 1 PEMMOHANbHOro 3Ha4YEHNs;

48

Orca.02. Uctopus

OK1-9

yMeTb:
NPUMEHSATb TEXHUKM N NpUeMbl 3(POEKTUBHOIO
o6LLeHns B NpoteCcCUoHarnbHOM

48

Orca.03. Mecuxonorus
obLeHns

OK1-9
NnK2.7,3.6




[eATenbHOCTU;

ncnonb3oBaTh NpUeMbl CaMoperynsaumnm
NnoBeaeHNs1 B MPOLLECCe MEXITUYHOCTHOIO
obLeHuns;

3HaThb:

B3aMMOCBSA3b 00LLEHNS U AEATENBHOCTY;
uenu, dyHKUUnM, BUALI U YPOBHU OOLLEHUS;
PONM U PONEBbIE OXUAAHUSA B 00OLLEHNN;
BUAbl coLManbHbIX B3anMOAeNCTBUIA;
MeXaHW3Mbl B3aUMOMNOHNMaHUS B OOLLEHWUM;
TEXHUKM W NpueMbl 00LLeHus, npasuna
cnywaHusi, BeaeHusi beceabl, yoexaeHus;
3TMYECKMe NPUHLMMLI OOLLEHMS;
WCTOYHUKM, NPUYUHBI, BUObLI U CNOCOOLI
paspeLleHnst KOHINKTOB;

ymeTb: 196 OrC3.04. NHocTpaHHbIN OK1-9
obwaTtbca (YCTHO M MUCbMEHHO) Ha A3bIK

WHOCTPaHHOM A3blke Ha NpodeccuoHarnbHbIe U

NoBCEeHEBHbIE TEMBI;

nepeBoOanTb (CO CNOBApPeM) MHOCTPaHHbIE

TEKCTbl NpoheccnoHansLHON HanpaBnNeHHOCTY;

CaMOCTOATENBHO COBEPLUEHCTBOBATbL YCTHYHO U

NMUCbMEHHYIO peyb, MNOMOSTHATL CNOBapHbLIN

3anac;

NOHMMAaTb AMaNorM4eckyto U MOHOMOMNYECKYHO

peyb B cchepe npodeccnoHanbHON

AesaTenbHOCTY;

3HaTb:

nekcunyeckun (3000 nekcruyecknx eguHnLL) m

rpaMmmaTtmyeckuin MMHUMYM, HEODXoaUMBIV A51s

yTeHusa 1 nepesoda (co crnoBapem)

MHOCTPaHHbIX TEKCTOB NpodiecCnoHasribHON

HanpaBMneHHOCTH;

YMETb: 392 196 Orca.05. dusmnyeckasn 0K2,3,6,9

MCMNomnb3oBaTh PU3KYIIbTYPHO-CMOPTMBHYIO
AeATenbHOCTb AN yKpenneHns 340poBbS,
OOCTUXKEHUS KUSHEHHBIX U
npoceccuoHanbHbIX Lienewu;

3HaTb:

0 ponu U3NYEeCKon KynbTypbl B
06LLEKYNbTYPHOM, NPOGECCUOHANTBHOM U
coumanbHOM pPasBUTUM YEITOBEKa;

OCHOBbI 340pOBOro obpasa XuU3Hu.

KynbTypa




EH.00

MaTtemaTnyeckmin n obwui
€CTEeCTBEHHOHAaYYHbIN y4eBHbIN LMK

390

260

B pesynbrarte n3yyeHus 06s3aTenbHom YacTtm
y4eBHOro uukna oby4yaroLnnecsa OOSHKEH:
yMeTb:

peluaTb 3a4aym Ha OoTbiCKaHMe NMPOn3BOaHOM
CMNOXXHOW (DYHKLMM, NPOM3BOLHBIX BTOPOIo U
BbICLUMX MOPSAKOB;

MCMNomb30BaTb pasnnyHble METOAbI
WHTErpMpoOBaHns Npu peLLeHnn 3ajavy;
MCMonb30BaTb METOAbl MaTEMaTUYECKOro
aHanusa npv peLueHnn 3agay NpuKnagHoro
Xxapaktepa, B TOM yucre npodeccuoHarnbHom
HarnpaBMneHHOCTH;

pelaTtb CUCTEMbI YPABHEHWUI C HECKOMNBbKUMU
nepemMeHHbIMU MaTPUYHBIM 1 APYTUMU
cnocobamu:

ucnone3oBaTb anredbpanyeckne Metoabl Npu
peLLeH reoOMeTPUYECKNX 3a4ay;

3HaTb:

OCHOBHbIE MOHATUSA U MeTOoabl
MaTeMaTU4eCKoro aHanumsa, NMMHENHoNn
anre®pbl 1 aHaNUTUYECKON reoMeTpuM;
OCHOBHbIE YNCIIEHHbIE METOAbI PELLEHNS
npvKknagHbeix 3agay;

CYLLLHOCTb, BUAbI 1 CNOCO0bLI pelueHns 3agav
aHanuTM4YeCcKon reoMeTpmm Ha MITI0CKOCTU 1 B
NPOCTPaHCTBE;

EH.01. MaTtemaTtuka

OK1-6,9

yMeTb:

paboTaTb C COBPEMEHHBIMU OMNEPALMOHHBIMMN
cucTeMamm, TEKCTOBLIMU pefakTopamu,
TabnuyHbIMK NpoLieccopamu, CUCTEMaMM
ynpaBneHus 6asamu gaHHbIX, NporpaMmmMamm
noaroToBKU Npe3eHTauum,
WHOPMAaLIMOHHO-NIOUCKOBBLIMU CUCTEMaMUN U
Nnosib30BaTbCA BO3MOXHOCTAMM rnobanbHOn
cetn NHTepHeT;

3HaTh:

OCHOBHble MeTOAbl U cpeacTBa cbopa,
00paboTKn, XpaHeHUs1, Nepeaayn n
HakonneHus nHpopmaunm;

TeXHUYeckue cpeacTea u nporpaMmHoe
obecneyeHne nepcoHanbHbIX KOMMBITEPOB;

EH.02. MHdbopmaTuka

0K 4,5,9




TeopeTu4eckne 0CHOBbI COBPEMEHHbIX
MHAOPMALNOHHbLIX TEXHOMOrMI obLlero n
cneumanm3MpoBaHHOro Ha3Ha4YeHus;

YMETb:
OpueHTUpoBaTbCs B Hanbonee obLLMX
npobnemax 3KomorM1M 1 NPUPoOAONONbL30BaHMS;
3HaTh:

ocobeHHOCTU B3anmoaencTauns obLectsa u
npupoabl;

npupoaopecypcHbIn noteHuman Poccun;
NPUHLMMBLI U MeToAbl paLUMOHaNbHOro
npUpPoAoNosb30BaHuS;

npaBOBble 1 coumarnbHble BONPOCHI
npupoaonosib30BaHuS;

EH.03. Skonorunyeckne
OCHOBBbI
NpUPOAONONb30BaHUS

0K3,6,7,9

YMETb:
ucnonb3oBaTb TexHonorumn cbopa,
pasMeLleHnsl, XpaHEHWS], HAKOMMEeHUs,
npeobpasoBaHns 1 nepegadn 4aHHbIX B
npodeccuoHarnbHO OPUEHTUPOBAHHbBIX
WH(OPMAaLMOHHBIX CUCTEMAX;

obecne4ynBaTb 4OCTOBEPHOCTL MHGOPMAaLIMM B
npoLecce aBToMaTn3MpoBaHHO 06paboTkM
OaHHbIX;

3HaTb:

Knaccumkaumio HHOPMaLMOHHbBIX CUCTEM;
BUAblI TEXHONOMMYECKNX npoeccos 06paboTkn
MHopMaumn B MHPOPMALIMOHHBIX cucTeMax,
0COBGEHHOCTU UX MPUMEHEHMUS;

MeToAbl 1 Npuembl obecneyeHns
MHOpMaLMOHHONM Be3onacHoOCTH.

EH.04. NHdbopMaLunOHHbIEe
CUCTEMbI B
npodeccnoHarnbHoON
OesTenbHOCTH

OK1-9
MK3.1-3.6

.00

MpodpeccnoHanbHbIM yH4EOHBIN LINKIT

2478

1652

0on.oo

O6LwenpodeccmnoHanbHble ANCUNNNUHDI

1180

786

B pesynbrarte n3yyeHus 06s3aTenbHom YacTtm
y4eBHOro uukna oby4yaroLmnnecsa OOSHKEH:
yMeTb:

OpPUEHTUPOBATLCH B BOMPOCAX SKOHOMUYECKOMN
TEOPUN B COBPEMEHHbLIX YCMOBWSIX;

3HaTb:

3aKOHOMEpPHOCTU DYHKLUNOHNPOBAHUA
PbIHOYHBIX MEXaHWU3MOB Ha MUKPO- U

Or1.01. 3koHoMun4eckas
Teopus

OoK1-7
MNK1.1-1.3




MaKpOypOBHAX N MeTOoObl roCy4apCTBEHHOIo
perynmpoBaHnA;
obume NonoXxXeHnss 3KOHOMUYECKOM TEOPUN;

yMeTb:

paccunTbiBaTb MO NPUHATON METOAONOMMM
OCHOBHbIE TEXHUKO-3KOHOMUYECKME
nokasaTenu AesiTeNbHOCTU opraH13auuu;
3HaTb:

OCHOBHbIE€ MUKPO- N MaKpO3KOHOMMUYECKNE
KaTeropuum n nokasaTenu, MeToabl UX pacyeTa;

Orl.02. 3koHOMMKa
opraHusaumm

OK1-7
MnK1.1-1.3

ymeTb:

ynpaensaTb KOHIUKTaMu 1 cTtpeccamu B
npouecce NpodeCccMoHanbHON AeATENbLHOCTHY;
3HaTb:

XapaKTepHble YepTbl COBPEMEHHOIO
MEeHeXMeHTa;

LMKIT MEHEOXMEHTa;

npoLecc NPUHATMSA 1 peanusaumm
ynpaBneH4Yecknx peeHnn, MHPopMaLMoHHoe
obecneyeHne MeHeXMEHTa;

Or1.03. MeHemKMeHT

OK1-9
nK1.1,1.2,1.4-
1.8,

24,25

yMeTb:

NPUMEHATb KaApOBYHO NMOSIMTUKY Ha
rocya4apCTBEHHON 1 MyHULMNANbHOM crnyx6e;
3HaTh:

CUCTEMY rOCYAapCTBEHHbIX YYPEXOEHUN U
OpraHoB MECTHOro camoynpaBeHus;
obwme npuHUMnbl 1 TpeboBaHnS K
NPOXOXAEHWNIO rOCYAapCTBEHHOM 1
MYHULMNANbHOW CNyXObl;
OpraHu3aumnoHHO-NpPaBoBble POPMbI
rocygapCTBEHHOro annaparTa yrnpaBrneHus;

Or1.04. NocypapcTBeHHast 1
MyHuUMNanbHaa cnyxoa

OK1-8
MNK1.1-1.8

yMeTb:

paboTaTb C NpodeCcCMoHanbHbIMU TEKCTaMU Ha
WHOCTPaHHOM SI3bIKe;

COCTaBMsATb U 0pOpPMIISATL
OpraHu3auUMoHHO-pacnopAaUTENbHYIO
JAOKYMEHTaLMIO Ha UHOCTPaHHOM A3bIKE;

BECTM NeperoBopbl Ha MHOCTPAHHOM SA3bIKe;
3HaTb:

NpaKTUYECKyro rpaMmMaTuKy, HeoGXoaAMMYIo OIS
npodeccmoHarnbHOro o6LLEeHMs Ha

OrN.05. HocTpaHHbIN s3bIK
(npodheccroHanbHbIN)

OK1-7
MNK1.1-1.3




MHOCTPaAHHOM A3bIKE;
0coGeHHOCTV NepeBoa CryeGHbIX
[OKYMEHTOB C MHOCTPaHHOTO A3blKa;

yMeTb:

NPUMEHATb B NpodheccMoHanbHoM
OeATeNbHOCTU NpUeMbl 4eNOBOro 06LLEHMS;
3HaTb:

OCHOBHbI€ NpaBuna NnpogeccnoHansLHOM aTUKK
1 NpMembl AenoBOro obLLEeHNs B KONIEKTUBE;
0CcobeHHOCTM NpoheCccUoHanNbHOM 3TUKU U
NCMXOMOrMm OenoBoro obLLeHns cryXallmx
rocyfapCTBEHHbIX U UHBIX
OpraHM3aunoHHO-NPaBoBbIX hopm
yypexneHuin n opraHmsauui,

OnN.06. MNMpodgeccrnoHanbHas
3TMKa 1 NCUXoNorms
OenoBoro obLeHust

OK1-8
MnK1.2-1.6,1.8

yMeTb:
npodeccmoHarnbHO OCYLLECTBNATL HAbop
TEKCTOB Ha NMepCcoHanbHOM KOMMbIOTEPE;
3HaTh:

PYCCKYI0 U NaTUHCKYHO KrnaBuaTtypy
nepcoHanbLHOro KOMMbTEPa;

npasuna ogopMIIeH1sl JOKYMEHTOB Ha
nepcoHanbHOM KOMMbIOTEpPE;

Onn.07. KomneloTepHas
0bpaboTka LOKYMEHTOB

0K2,4,5,9
MnK1.1,1.3-1.9,
22,24,25

yMeTb:
3almaTb CBOM NpaBa B COOTBETCTBUN C
TPYAOBbLIM 3aKOHOAATENLCTBOM;
1CMnonb30oBaTh NPaBoBY UHGOPMaLNIO B
NpogeccUoHanbHON AeATENbHOCTY;

3HaTb:

npasa 1 0683aHHOCTY CRYyXaLuux;
3aKoHoAaTerbHbIE akTbl U MHblIE HOPMATKBHbIE
npaBoBble AOKYMEHThI, PErYNMpYyoLLme
NPaBOOTHOLLEHNST (PU3NYECKUX N KOPUOUNYECKNX
nnu;

OCHOBHbI€ 3aKOHOAATerNbHbIE aKTbl O
npaBoBoM obecneveHnmn npoeccuoHansHon
OEeATENBHOCTU CNyXXaLlmX;

Or1.08. NMpaBoBoe
obecneyeHne
npodeccnoHarnbHoOn
OesATenbHOCTU

OK1-7
MnK1.1,1.2,1.4,
15,1.7,1.8

yMeTb:

0hOpMNSATL JOKYMEHTALMIO MO YNPaBeHuo
Ka4yecTBOM MPOAYKLIMY;

3HaTb:

OCHOBHbIE MOMOXEHWS CUCTEM MEeHeI)KMeHTa

Or1.09. YnpaBneHue
Ka4yecTBOM

OK1-9
MK2.1-2.3,
MK3.1,3.2,3.5




KayecTBa u TpeboBaHUA K HUM;
MEeTOOUYECKYI0 N HOPMATUBHYIO
OOKYMEHTaLMIO MO YNpaBfeHnto kKayecTBOM
NpoayKLUNY;

yMeTb:
co3gaBaTb ONaronpuATHLIA NCUXONOTMYECKUN
KNMMaT B KOJIIEKTMBE;

3hPEeKTUBHO ynpaBnaTb TPYAOBLIMU
pecypcamu;

3HaTb:

coaepxxaHvue KagpoBoro, MHMOPMaLMOHHOrO,
TEXHUYECKOrO 1 NpaBoOBOro obecneyeHns
CUCTEMbI YyNpaBeHns NepCcoHarnom;
OpraHM3aunOHHYI0 CTPYKTYpPY CryXObl
yrnpaBreHns nepcoHarnom;

obume NpyHUMNbI ynpaBneHms nepcoHarnom;
NPUHLMMBLI OpraHM3aLmm KagpoBon paboThl;
NCUXONOrMyeckme acnekThbl yrnpaBneHus,
cnocobbl pa3peLleHns KOHPIUKTHBIX CUTYaLMI
B KOJIIIEKTMBE;

Or.10. YnpaBneHue
nepcoHanom

OK1-9
MK1.7, 2.6, 2.7,
3.6

ymMeTb:
MCMonb30BaTb METOAbl HAay4YHOrO NMO3HaHWS B
nccnenoBaTenbCKon AeaTenbHOCTY;

3HaTh!

0 NOCNeAcTBUSAX CBOEN NpodeccnoHansHon
OeAaTenbHOCTU C TOYKU 3pEeHNst eQUHCTBA
Buocdepsbl 1 BrocoumanbHoOW NPMPOAbI
YernoBeka;

OCHOBHblE TEPMUWHbI 1 OnpeaeneHuns,
ucnonb3yemsle Npn opM1MpoBaHnn
OOKYMEHTOB B obnacTu
Hay4HO-MCCNeaoBaTernbCKON AeATENbHOCTY;

Ol1.11. OcHoBbI
nccnegoBaTenbCKoON
JEeATENbHOCTH

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

yMETb:

NpOBOAUTL HEOBXOAMMbIE pacyeTbl Mo
HanoroBoMy, KpeAMTHOMY, BIOIKETHOMY
perynupoBaHuio 3KOHOMUYECKUX MPOLIECCOB;
3HaTb:

cnocobbl rocy4apCTBEHHOMO PerynmpoBaHus
9KOHOMUKM B MEPEXOAHBIV NEpUos K PbiHKY;
AVHaMUKY COLManbHO-3KOHOMUYECKNX
NpoLIECCOB, NPOUCXOOALLMX B CTpaHe, UX
cTaTUCTMYeckne 3aKOHOMEPHOCTY;

OlN.12. N'ocygapcTBEHHOE
perynupoBaHue 9KOHOMUKN

OK1-9
MK 3.5, 3.6




NPUHLMMBI 1 (POPMbI FOCYAapPCTBEHHOMO
perynmpoBaHunsi 3KOHOMUKN B PbIHOYHbIX
yCroBusiX;

yMeTb:
00BbACHATE pasnuyHble GopMbl
rocyfapCTBEHHOro ynpaBneHus;
Nnosb30BaTbCA OCHOBHbLIMM
HOPMaTUBHO-MPAaBOBLIMN JOKYMEHTaMW,
onpeaensowmmMm CMCTeEMy rocygapCTBEHHOrO
ynpaBneHus;

NoNb30BaTbCH MaKPOIKOHOMUYECKUMN
nokasartensamu;

BNageTb METO4aMU paspeLLeHuns
KOHMSIUKTHBIX CUTYaLUIA;

3HaTb:

Hay4Hbl€ OCHOBbI CUCTEMbI FOCY4apCTBEHHOIrO
ynpaBneHus;

CTPYKTYpPY OpraHoB rocyapCTBEHHOIO
yrpaBreHus; cogepxaHme n HanpasneHve
rocygapCTBEHHOW NMOMUTUKY;

ynpasneHue coumnasnbHon cepon n
KOHMOMMKTHBIMWU CUTyauuUaMU;

Orl.13. Cucrema
rocyaapCTBEHHOr0
yrnpaBneHus

OK1-9
MK 2.6, 2.7, 3.6

yMeTb:
XapaKkTepusoBaTb UCMONTHUTENbHYIO BracTb B
coBpeMeHHon Poccumn u npobnemesl ee
MoZepHu3aumu;

06BACHATL CNEUMdUKY rocyaapCTBEHHOMO
yrNpaBneHns Ha permMoHanbHOM YPOBHE;
3HaTb:

rocygapcTBeHHbIM annapat Poccun B cucteme
COBETCKOro rocyfapcTBa;

nepuoabl CTaHOBMEHUS 1 3BOSOLIMM
aAMVHUCTPaTUBHO-KOMAHAHOW CUCTEMBI
yrnpaBneHus;

COBETCKMI OMbIT aAMWHUCTPUPOBaHUS; KPU3UC
denepaTtnBHom cuctembl Cotoza CoBeTCKMNX
Coumnanuctunyecknx Pecnybnuk; nepunog
CTaHOBIIEHNSA HOBOW CUCTEMbI OpraHM3aLmu
rocyaapcteseHHon snactu B Poccun B 1990 -
1993 rr.;

OCHOBHbIe Nnonoxexus KoHctutyumm
Poccuiickon ®egepauumn 1993 r. 1 npouecc
(OopMMPOBaAHUST HOBLIX OPraHoB

Or.14. Opranunsauusi
rocyaapCTBEHHbIX
yupexaeHun Poccun

OK1-9
nK1.2,1.3, 2.1,
26,3.5,36




rocyfapcTBEeHHOW BNacTu;
npeacTaBuUTenbHbIE OpraHbl BrlacTu B Havane
XXI B., CTPYKTYpY UCNONHUTENBHON BNacTu B
coBpemeHHoun Poccumn n npobnemel ee
MoAepHM3aumu;

cneumduky pecdopmmnpoBanna cygebHon
cuctemsbl Poccuiickon ®epepauuu;

yMeTb:
OpPraHn3oBbLIBaTb ¥ MPOBOAUTL MEPONPUATUS
no 3awmre paboTtaroLmx U HaceneHms ot
HeraTMBHbIX BO34ENCTBUIN Ype3BblHaNHbIX
cuTyaumi;

npeanpuHMMaTth npodunakTuieckmue Mepbl ans
CHWXXEHUS1 YPOBHS OMAacHOCTEN pasfIM4yHOro
BUAa 1 MX NocneacTemm B NpodeccuoHanbHom
OEeATenbHOCTU U BbITY;

Mcnonb30BaTh CpeacTBa MHAMBUAYANBHON U
KONMEKTUBHOW 3aLLMTbI OT OPYXXMsi MacCoBOIo
nopaxeHus;

NPUMEHATL NepPBUYHBLIE CpeacTBa
NoXXapoTyLLUEHWS;

OpPMEHTUPOBATLCHA B NEPEYHE BOEHHO-YHETHbIX
cneunanbHOCTEN N CaMOCTOATENBHO
onpenensaTb CPean HUX POACTBEHHbIE
Nony4yeHHON cneunanbHOCTK;

NPUMEHATbL NpodecCcnoHarnbHble 3HaHUS B
X04e UCMoNHeHns 00A3aHHOCTEN BOEHHOM
CNyx0bl HA BOMHCKUX AOMMKHOCTSX B
COOTBETCTBUM C MNOMYy4YEHHON CneunanbHOCTbIO;
BnageTb cnocobamm 6eckoHNMKTHOro
o6LLeHns 1 camoperynsaumMm B NOBCEAHEBHON
OEATEeNbHOCTU N 3KCTPEeMaribHbIX YCIOBUSX
BOEHHOW CNy>X0bl;

OKasblBaTb NEPBYI0 MOMOLLb MOCTpaaaBLUNM;
3HaThb:

NpyHUUNLl obecnevYeHns yCTonumBoCTH
00BEKTOB 3KOHOMUKM, MPOrHO3NPOBAHNUS
pas3BUTMS COObLITUI N OLIEHKU NOCNEeaCcTBUN Npu
TEXHOTrEHHbIX Ype3Bbl4alHbIX CUTyaLUaX U
CTUXMIHBIX SIBMIEHUSIX, B TOM YMCIE B YCIOBUSIX
NPOTUBOAENCTBUSA TEPPOPUIMY KaK CEPbE3HON
yrpo3e HaumoHanbHon 6e3onacHoctn Poccup;
OCHOBHbI€ BMAbl NOTEHLMANbHbBIX ONacHOCTEN
M UX NOCneacTeus B NpogeccnoHasnbHoOn

68

Orl1.15. BesonacHocTb
XU3HegeaTenbHOCTH

OK1-9
NnK1.1-1.5,
21-24,217,
3.1-36




OEeATENbHOCTU U BbITY, NPUHLMMNBI CHUKEHWS
BEPOSITHOCTM UX peanusauuu;

OCHOBbI BOEHHOW Cry6bl 1 0GOPOHBI
rocyaapcrBea;

3a4a41 U OCHOBHbIE MEPONPUATUS
rpaXxgaHcKom 060pOHbI; CNocobbl 3aLmTbI
HaceneHus OT OPYXKNSi MACCOBOIO NMOPaXKeHWs;
Mepbl NoXxapHoi 6e3onacHOCTM 1 NpaBuna
GesonacHoro noseaeHUs Npu noxapas;
opraHu3aumio U NopsAoK Npu3blBa rpaxaaH Ha
BOEHHYI0 CNy>X0Y W NOCTYNEeHNsi Ha Hee B
006pOBONLHOM MOPSIAKE;

OCHOBHble BUbl BOOPY>KEHNSI, BOEHHOM
TEXHUKM U creuunanbHOro CHapsikeHus,
COCTOSILLME Ha BOOPYXEHMMU (OCHALLLEHUN)
BOMHCKUX NoApasaeneHnil, B KOTOpbIX
MMEKTCH BOEHHO-YYETHbIE CreLnanbHOCTH,
poacTBeHHble crieymanbHocTam ClO;
obnacTb NPYMeEHEeHNs Nony4Yaemblx
npodeccuoHanbHbIX 3HAHUA MPU UCMONTHEHUN
006s13aHHOCTEN BOEHHOW CryX0Obl;

nopsiaoK M npasuia okasaHusi NepBoli NOMOLLM
nocTpagasLUnMm.

MM.00 MpodeccnoHanbHble MOayNK 1298 866
MM.01 OpraHu3auns JOKYMEHTaLNOHHOTO MIOK.01.01. OK1-9
obecneyeHus ynpasneHus un [okymeHTaunoHHoe MK1.1-1.11

(hYHKLMOHNPOBaHMS OpraHn3aumm

B pesynbTaTe u3y4yeHus npodeccMoHanbHoro
Moayns oByyaloLmMncs OOMMKeH:

UMETb NPaKTUYECKUI OMbIT:

opraHu3aunm JOKYMEHTaLNOHHOIo
obecneyeHns ynpaenexHms v
(hYHKLMOHNPOBAHWS OpraHusaumy,

yMeTb:

NPUMEHSATb HOPMAaTUBHbIE NPaBOBbIE aKThbl B
yrnpaBrneH4Yeckon AeaTernbHOCTY;
NnoAroTaBnMBaTh NPOEKTHI YNPaBIeHYeCKNX
peLleHuni;

obpabaTbiBaTb NOCTyNaOLLME U
OTnpaBnsieMble JOKYMEHTbI,
cucTeMaTU3npoBaThb MX, COCTaBNSATb
HOMeHKNaTypy Aen u dopMmpoBaThb
OOKYMEHTbI B Aena;

obecneyeHne ynpasneHuna

MKZ.01.02. Npasosoe
perynuposaHue
ynpaBneH4YecKomn
AeATenbHOCTU

MK[.01.03. OpraHunzauus
ceKkpeTapcKoro
obcnyxmBaHus




roTOBWUTb Y NPOBOAUTL COBELLAHUSA, AenoBble
BCTPeYn, NPUEMbI 1 Npes3eHTaunu;

3HaTh:

HOpMaTMBHbIE NPaBOBble aKTbl B 06nacTu
opraHusaumm ynpasneH4Yeckon AedTeNnbHOCTH;
OCHOBHbIE Npasuna XpaHeHns 1 3aLmTbl
cnyxebHon nHdopmaumm.

Mv.02 OpraHusauns apxmBHON K MIK.02.01. Opranmsauma n [OK 1 -9
CcnpaBoOYHO-NHMOPMaLMOHHON paboThbl NoO HOPMaTUBHO-MPaBOBLIE MnK2.1-2.7
OOKYMEeHTaMm opraHv3saumm OCHOBbI apXMBHOrO Aena
B pesynbTarte nsyyeHuns npogeccuoHansHoro
MoAyns 0Oy4atoLLMNCs OOMKEH: MIOK.02.02.

UMETb NPaKTUYECKUIA OMbIT: ocynapcTBeHHbIe,
opraHm3aumm apxXmuBHOM 1 MyHULUMNAanbHbIE apXmBbl 1
CcnpaBoOYHO-NHMOPMaLMOHHON paboThbl NoO apXuBbl OpraHn3auuin
OOKYMEHTaM opraHmsauuu;

yMeTb: MAK.02.03. MeTtoauka u
OpraHu3oBLIBaTb AeATENbHOCTb apXuBa C NpakTuka apxneoBeAeHNs
y4yeToM cTaTyca u npodunsa opraHnsauuu;

paboTaTb B CUCTEMaX 3MeKTPOHHOTO M[K.02.04. ObecneyeHne
ﬂ,OKyMeHTOO60pOTa; COXPaHHOCTWN OOKYMEHTOB
MCnonb30BaThb B AEATENbHOCTU apXxmBa

COBPEMEHHbIE KOMMbIOTEPHbIE TEXHOMOMNU;

NPUMEHSATbL COBPEMEHHbLIE METOOUKN

KOHCEpBaLMU 1 pecTaBpauum apXmBHbIX

OOKYMEHTOB;

3HaTb:

CUCTEMY apXMBHbIX ydpexaeHui B Poccuiickon

depepaumm 1 opraHmusaumio ApxmeHoro oHaa

Poccunckon degepaumm;

CUCTEMY XpaHeHus 1 00paboTku JOKYMEHTOB.

MM.03 OcylectBneHne JOKyMEeHTaUMOHHOro MIK.03.01. OK1-9
obecneyeHns ynpaBneHns n apxMBHOIo Aena c WHdopMaLMOHHbIe MK3.1-3.6
NCMNOSb30BaHNEM NPOrpaMMHbIX CPEACTB TEXHOMOrM B
yyeTta, XxpaHeHus, 06paboTkn 1 nomcka OOKYMEHTaLNOHHOM

OOKYMEHTOB

B pesynbTaTte nsyyeHuns npogheccuoHanbHoro
Moaynsa obyyaloLUNCs OOIMKEH:

UMETb NPaKTUYECKUIA OMbIT:

paboTbl C MporpaMMHbLIMKU CPEACTBaMU y4eTa,
XpaHeHus, 06paboTKM 1M Nomncka AOKYMEHTOB;
opraHuMsaummn crnpaBoYHO-MHGPOPMaLMOHHOM
OEeATeNbHOCTU C AOKYMEHTaMU;

obecneveHun ynpasneHus un
apxvMBHOM dene

MK[.03.02. MeToguka
paunoHanusaumm
OOKYMEeHTaUuMOHHOIro
obecneyveHuns ynpaBneHus u
apXxMBHOro aena




YMETb:

paboTtaTtb ¢ npodeccmoHanbHo
OPUEHTUPOBAHHbLIM MPOrPaMMHbIM
obecneyeHreM B 00racTu JOKYMEHTaLNOHHOIO
obecneyeHuns ynpaenenus (ganee - 40Y) u
apXMBHOrO Aena;

OpraHu3oBbIBaTb BHEAPEHME
aBTOMaTU3NPOBaHHOW cucTembl B cnyxte OY
1 apxuBe (TEXHWYECKOe 3aaHune, MNoHSATUE O
CASE-TexHonorusx);

HaxoauTb Heobxoaumyto HdopmaLmio,
nonb3oBaTbCs NHPOPMALIMOHHBIMU pecypcamm
cetn NHTepHeTa B obnacTu
OOKYMEHTOBEleHMS 1 apXMBHOTO Aena;
paboTaTb C 9MNEKTPOHHBIMU LOKYMEHTaMU;
MCMNomb30BaTb CETEBbIE NPOrPaMMHbIE U
TexXHMYeckue cpeactaa B npodyeccnoHasnbHON
AesaTenbHOCTY;

3HaTb:

PbIHOK Creunann3npoBaHHOro NPUKNagHoro
nporpammHoro obecnedeHust B obnactn JOY u
apXMBHOrO Aena (aBTomMaTuyeckue CUCTEMBI
yrnpaBneHns JOKyMeHTaMm);

coBpeMeHHoe cocTosiHne 1OY
rocyaapCTBEHHbIX U HEFrOCY4apCTBEHHbIX
YUpPEXAEHUIN, rOCYAaPCTBEHHbIX,
MYHULMMNANbHbIX U HErOCY4APCTBEHHbIX
apx1BOB B 06n1acT NpUMEHEHUs
MHGOPMALMNOHHBIX TEXHOSOMMI U
NCMOMb30BaHNs CNeunanm3npoBaHHOro
nporpaMmHoro obecneyeHus;

KoprnopaTuBHble UHPOPMALIMOHHBbIE CUCTEMBI,
aBTOMaTU3MPOBaHHbIE MO CUCTEMAM
OOKYMEHTaLUuMm1, B TOM YMCne KaapoBOW,
Oyxy4eTa;

nepcrneKkTMBHbIE HanpaBeHns
uHpopmaTtusauum JOY n apxmBHoro gena;
3akoHoaTerbHy 6a3y, OCHOBHbIE Yrpo3bl
WMHOopMaLIMOHHON BGe3onacHOCTH.

MK[.03.03. OpraHunsauus
paboTbl C 3NEKTPOHHbLIMU
OOKyMeHTaMu

MM.04

BbinonHeHue paboT No O4HON UIM HECKOSNBKUM
npodeccuam paboumx, 4OMKHOCTSAM
cnyxatmx

BapuaTusHas 4actb y4ebHbix umknos MMNCC3

1620

1080




(onpenensieTca obpasoBaTenbHOM
opraHu3saumen caMoCTOATENbHO)

Bcero 4yacoB 06y4yeHns no y4ebHbIM LpKnam 5292 3528

Mriccs
Y.00 YyebHasa npakTuka 10 Hepn. 360 OK1-9

NMK1.1-3.6

Mr.oo MpounsBoacTBeHHas npakTuka (no Nnpoduso

cneynansbHOCTK)
nar.oo MponsBoacTBeHHas NpakTuka 4 Hep.

(NnpepavnnomHas)
MA.00 MpomexyTouHasa aTTecTaums 5 Hep.
MA.00 "ocynapcTBeHHas MToroeas atrectaums 6 Heq.
MA.01 [MoaroToBka BbIMNYCKHOW KBannuKaunoHHOM 4 Hepn.

paboTbl
MMA.02 3alymTa BbiNyCKHOWN KBaNMdpUKaLMoHHON 2 Hepn.

paboTbl

Tabnuua 6

Cpok nonyyenns CIMO no MMNCC3 yrnybneHHoON NoaroToBkn B 04HOM hopmMe 0byyeHns coctaBnsieT 147 Hedenb, B TOM Yncne:

O6yyeHure no y4ebHbIM LmKIiamM 98 Hep.
YyebHasda npakTuka 10 Hep.
MpousBoacTBeHHas npakTuka (No Npodunto cneLmanbHOCTH)

lMponsBoacTBEHHAs NpakTuka (NpeaauniioMHas) 4 Hep.
MpomexyTovHasa aTTectaumns 5 Hep.
["ocypapcTBeHHas UToroeasi aTtectauus 6 Hep.
KaHukynspHoe Bpems 24 Hep.

NToro

147 Hep.




VII. TPEBOBAHNA K YCNTOBUAM PEANU3ALIMN NMPOIrPAMMbI MOATOTOBKU
CMEUMAIINCTOB CPEAHEIO 3BEHA

7.1. ObGpasoBaTenbHasg opraHusaums camocTodTenbHo paspabatbiBaeT u ytBepxgaeTr [MMNCC3 B
cooTtBeTcTBUM € HacToswum ®rOC CIO u ¢ yueToM cooTBeTCcTBYOLWEN NpuMepHon MIMNCCS.

Mepen Hayanom paspabotkm [MMCC3 obpa3oBaTtenbHasi opraHu3auus OorkHa onpefenuTb  ee
cneunduKy C y4eTOM HanpaBneHHOCTU HA YOOBMNETBOPEHUE MOTpebHOCTEeN pbiHKa Tpyda v pabotogaTenen,
KOHKPETU3MpPOBaTb KOHEYHbIE pe3yrbTaTbl 06y4eHnNsl B BUAE KOMMNETEHUMIA, YMEHUA N 3HAHWUIA, NprnobpeTaemoro
NpaKkTU4eCcKOro onbiTa.

KoHKpeTHble BMAbl OEATENbHOCTM, K KOTOPbIM FOTOBUTCA OOy4YaloLMincs, OOMKHbl COOTBETCTBOBATb
npvceBanBaemow kBanmdukauum, onpegenaTe cogepkaHue obpasoBaTenbHOM nporpamMmbl, paspabaTbiBaeMon
obpa3zoBaTenbHON opraHn3aunel COBMECTHO C 3anMHTEPECOBaHHbLIMU paboTogaTensamu.

Mpun dopmuposaHum MNIMCC3 obpasoBaTtenbHas opraHn3auns:

MMeeT NpaBo UcMnonb3oBatb 06beM BpeMeHU, OTBEAEHHbIN Ha BapuaTuMBHYK YacTb Y4YeOHbIX LUKMIOB
MrCCS3, ysenuumneas npy 3ToM 06beM BPEMEHN, OTBEAEHHbIN Ha ANCUUNINHBI 1 MOZYM 00s13aTENbHOM YacTy,
nnbo BBOASA HOBbIE OUCLIMMIIMHBI U MOLYNWN B COOTBETCTBUM C NoTpebHoCcTaMM paboTtogaTtenen u cneumdukon
OesTenbHOCTN 0Opa3oBaTenbHOM OpraHn3aumu;

UMeeT MnpaBo onpefenstb AN OCBOeHMs oby4varolMMUcst B paMkax MNpodeCcCUOHarnbHOro Moayrns
npodeccuto paboyero, AOMKHOCTb crnyXallero (0gHy WM HECKOSbKO) COrMacHO NPUMOXEHUIO K HAcTosILLEMY
$rocC Cno;

0obsi3aHa exerogHo obHoenATe MNMNCC3 ¢ yyeTom 3anpocoB paboTogaTenen, ocCoGEHHOCTEN pas3BUTUSA
pervoHa, KynbTypbl, HAyK1, SKOHOMMWKW, TEXHUKM, TEXHONOIUIA N coLManbHON cdepbl B paMKkax, YCTaHOBMEHHbIX
HacToswmm ®IrOC ClO;

06s3aHa B paboymx y4eOHbIX MporpaMmax BCeX OUCLUMNMAMH U NpodeCcCUoHanbHbIX MOAYNEen 4eTko
dhopmynunpoBaTb TpeboBaHUA K pe3ynbTaTaM X OCBOEHUS: KOMMETEHUMAM, NpuobpeTaeMoMy MpaKTU4ECKOMY
OMbITY, 3HAHUSAM U YMEHUAM;

obs3aHa obecneumBatb 3MEEKTMBHYKD CaMOCTOATENbHYKD paboTy oOyyarlmMxcs B COYeTaHuM C
COBEPLLEHCTBOBAHMEM YMpPaBfEHUS €0 CO CTOPOHbI npernojaBaTenien u MacTepoB NPOM3BOACTBEHHOIO
oby4yeHus:;

06s3aHa obecneymBaTtb 00y4aLLMMCA BO3MOXHOCTbL y4acTBOBaTb B hOPMMPOBAHUN MHOUBMAYabHON
obpaszoBaTenbHON NporpaMmel;

o6s3aHa opmMupoBaTb COLUMOKYNbTYPHYK Cpedy, co3gaBaTb  YCroBMs, HeobOxogumble — Ans
BCECTOPOHHEr0 PasBuUTUS 1 coumanmnsaumm NMYHOCTU, COXPaHEHUs 300poBbs oby4daroLmxcs, cnocobecTBoBaThb
pasBUTUIO BOCMUTATENbHOIO KOMMOHEeHTa obpasoBaTenbHOro npouecca, BKNo4Yas pasBuTME CTYOEeHYECKOro
caMoynpaBreHunsi, y4acTtue obyyarowmxcs B paboTe 06LLECTBEHHbLIX OPraHN3aLumin, CNOPTUMBHLIX M TBOPYECKUX
Kny6oB;

OOMKHa npegycmaTtpuBaTb B LENsX peanu3aumM KOMMETEHTHOCTHOrO MOAXO4a WCMonb3oBaHvE B
obpasoBaTenbHOM MPOLECCEe aKTUBHLIX W MHTEPaKTMBHbIX (POPM MNpPOBEAEHUS 3aHATUN  (KOMMbIOTEPHbIX
CUMYMALMIA, OENOBbLIX U PONEBbLIX UMP, pa3bopa KOHKPETHbIX CUTyaLMh, MCUXOMNOMMYECKUX U MHbIX TPEHWUHTOB,
rpynnoBbIX OUCKYCCUIN) B COMETaHUM C BHeayauMTopHOW paboToi Ans hopMUMPOBaHUS M pasBuTUs obLLMX K
npodeccuoHarnbHbIX KOMMNETEHLMIA 00y4atoLLMXCS.

7.2. Tpn peanunzauun TMNMCC3 obyvalowmecs MMeKT akagemuyeckne npaesa U 0083aHHOCTM B
cootBeTcTBMM ¢ PeaeparnbHbiM 3akoHOM oT 29 gekabpsa 2012 r. N 273-03 "O6 obpasoBaHuM B Poccuiickon
depepaymmn” <1>,

<1> CobpaHuve 3akoHogaTtenscTBa Poccuickon ®egepauun, 2012, N 53, ct. 7598; 2013, N 19, cT. 2326;
N 23, cT. 2878; N 27, cT1. 3462; N 30, cT. 4036; N 48, cT. 6165; 2014, N 6, 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. MakcmanbHbIN 06bem yuebHOM Harpysku oby4darollerocss coctaBnsaeT 54 akagemMudecknx 4vaca B
HeJeno, BKIoYas BCe BUAbl ayUTOPHOW U BHEayAMTOPHON y4eBHOW Harpy3ku.

7.4. MakcvmanbHbIn o6bem ayauTopHon y4ebHOM Harpyskn B o4HOW dhopme 0ByyeHus coctasnset 36
aKafleMM4eCckux 4acoB B Hegerno.

7.5. MakcumanbHbll 00bemM ayauTOpHOW Y4YeBHOW Harpy3kM B O4YHO-3a04HOW hopme o0OyyeHus
cocTtasngeT 16 akageMnyeckmx 4acos B HeAen!o.

7.6. MakcmanbHbIn 06beM ayouTOPHOM y4eOHOW Harpy3kM B rod B 3a04HOM opme 0obyyeHust
cocTtaBnseTt 160 akageMn4eckux 4acos.

7.7. Obwasa npoAomkNTENbHOCTb KaHWKYN B y4eBHOM rogy AormkHa coctaBnsaTe 8 - 11 Hedenb, B TOM
yucne He MeHee 2-xX HeJenb B 3MMHWUIA NepUoA.

7.8. BbinonHeHne kypcoBoro npoekta (paboTbl) paccmaTpuBaeTcs Kak Bug yyebHow paboTbl no



avcumnnuHe (gucumnnuHamM) npodeccroHanbHoOro yvyebHoro uukna u (Mnm) npodeccuoHanbHOMY MOZYIo
(Mogynsm) npodeccuoHanbHOro y4ebHOro Lkna u peannsyeTca B npegenax BpeMEHM, OTBEOEHHOro Ha ee
(nx) nsyyenwne.

7.9. OucumnnuHa "®usnyeckan KynbTypa" npegycMaTpuBaeT exeHegernbHO 2 4aca o00si3aTeNbHbIX
ayAMTOPHbIX 3aHATUI 1 2 Yaca caMOCTOSATENbHON paboThl (3a cHeT pa3nuyHbIX (OOPM BHEAYOUTOPHbLIX 3aHATUI
B CMOPTMBHbBIX KNybax, cekumsx).

7.10. O6Gpa3soBaTtenbHasa opraHM3auus MMeeT MpaBo ANs MNOArPYyNn AEeBYyLIEK MWCMoNb3oBaTb 4YacTb
y4yebHOro BpeMeHu ancumnimHel "be3onacHocTb XnsHegeatensHocTn" (48 yacoB), OTBEAEHHOTO Ha WU3y4eHue
OCHOB BO€EHHOW CMyX0bbl, HA OCBOEHNE OCHOB MEANLIMHCKNX 3HAHWN.

7.11. MNMony4yeHune CI1O Ha 6a3e 0CHOBHOro obuiero obpasoBaHUsA OCYLLECTBNSETCA C OOHOBPEMEHHbLIM
nony4eHnem cpegHero obuiero obpasosaHms B npegenax MMNCCS. B atom cnyyae [lMNCC3, peanudyemas Ha
6ase ocHoBHOro oOuwero ob6pa3oBaHusl, pa3pabaTbiBaeTcss Ha OCHOBe TpeboBaHW COOTBETCTBYHOLLMX
dhegepanbHbIX rOCy4apCTBEHHBIX 0Opa3oBaTenbHbIX CTaHAApTOB cpepHero obuero obpasoBaHus u CIO c
y4yeToMm nonydyaemon cneumansHoctu Cl10.

Cpok ocoeHus MNMNCC3 B o4uHOM bopme 00yyveHus ans nuu, obyyarmwwmxcs Ha 6a3e OCHOBHOro ob6LLlero
obpasoBaHus, yBenuumMBaeTcsa Ha 52 Hegenu U3 pac4yeTa:

TeopeTuyeckoe obyyeHne (Nnpu obsizaTenbHOM y4ebHoM Harpy3ke 36 4acoB B HEAEN!IO) 39 Hep.
NpoMeXxyTovHasa aTTecTtaums 2 Hep.
KaHWKyMbl 11 Hep.

7.12. KoHcynbTauum pgns oOyyalwwmxcss MO OYHOW U O4YHO-3a04HOM  opmam  obydeHust
npegycmartpuBalTcs obpasoBaTenbHOM OpraHusaumen M3 pacyeta 4 yaca Ha ogHoro obydaroulerocss Ha
KaXkabli y4eOHbI rod, B TOM YniCre B NMepuog, peanusauum obpasoBaTenbHOM MNporpaMmbl CpedHero obuiero
obpasoBaHua gns nuuy, obydarowmxcss Ha Gase ocHoBHOro obuwiero obpasoBaHus. PopMbl nNpoBeaeHus
KOHCynbTauum (rpynnoBsble, WHAMBUAOYyanbHblE, MUCbMEHHbIE, YCTHbIE) ONpeaensiTcs obpasoBaTeribHON
opraHusaumen.

7.13. B nepuog obyyeHus c roHowamm npoBoasATcst y4ebHble cbopbl <1>.

<1> MNyHkT 1 cTaTbn 13 PegepanbHOro 3akoHa ot 28 mapta 1998 r. N 53-d3 "O BoMHCKON 0653aHHOCTY U
BoeHHoM cnyx6e" (CobpaHune 3akoHogaTenocTBa Poccunckon ®egepaumm, 1998, N 13, ct. 1475; N 30, cT.
3613; 2000, N 33, cT. 3348; N 46, cT1. 4537; 2001, N 7, cT1. 620, cT. 621; N 30, c1. 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, cT. 600; N 17, cT. 1587; N 18, c1. 1687; N 25, cT. 2484; N 27, c1. 2711; N 35, c1. 3607;
N 49, cT. 4848; 2005, N 10, c1. 763; N 14, c1. 1212; N 27, cT. 2716; N 29, cT1. 2907; N 30, cT. 3110, cT. 3111; N
40, cT. 3987; N 43, cT.4349; N 49, c1. 5127; 2006, N 1, c1. 10, cT. 22; N 11, cT. 1148; N 19, cT. 2062; N 28, CT.
2974; N 29, c1. 3121, c1. 3122, c1. 3123; N 41, cT1. 4206; N 44, cT. 4534; N 50, c1. 5281; 2007, N 2, cT. 362; N
16, c1. 1830; N 31, cT. 4011; N 45, cT. 5418; N 49, cT1. 6070, c1. 6074; N 50, cT. 6241; 2008, N 30, cTt. 3616; N
49, c1. 5746; N 52, cT. 6235; 2009, N 7, cT. 769; N 18, cT. 2149; N 23, cT. 2765; N 26, cT. 3124; N 48, cT. 5735,
cT. 5736; N 51, cT. 6149; N 52, cT. 6404; 2010, N 11, cT. 1167, c1. 1176, cT. 1177; N 31, cT1. 4192; N 49, cT.
6415; 2011, N 1, cT. 16; N 27, cT. 3878; N 30, cT. 4589; N 48, cT1. 6730; N 49, c1. 7021, c1. 7053, ct. 7054; N
50, c1. 7366; 2012, N 50, cT. 6954; N 53, cT. 7613; 2013, N 9, cT. 870; N 19, cT1. 2329; cT. 2331; N 23, cT. 2869;
N 27, c1. 3462, cT. 3477; N 48, cT. 6165).

7.14. TpakTuka aensieTcs obsasaTtensHbiM pasgenom MMCC3. OHa npeacTtaBnsieT cobon Bug y4ebHoM
OEesTeNnbHOCTN, HanpaBneHHOW Ha (OpPMUMPOBAHWE, 3aKpenfeHue, pas3BUMTUE MNPAKTUYECKMX HaBbIKOB W
KOMMNeTeHUMn B Mpouecce BbIMOMHEHWs oOnpedeneHHbIX BugoB paboT, cBsA3aHHbIX C  Oyayuien
npodeccnoHanbHon peatenbHocTblo. Mpn peanmsaumm [MMNCC3 npegycmatpuBaroTca criegylowme Bubl
npakTuk: yyebHasa n NpoM3BoACTBEHHAS.

lMponsBoacTBEHHAA MNpakTUKa COCTOUT M3 ABYX 3TanoB: MPakTUKM No nNpoduno  cheumanbHOCTU WU
npeaaunioMHON NPaKTUKK.

Y4yebHasa npakTuka W MNPOU3BOACTBEHHAs MNpakTuka (no npoduno  cneumanbHOCTM)  MPOBOAATCSH
obpasoBaTenbHON opraHnsaLmen Npu 0CBOEHUN 00yyaoLWLMMMCa NPodeCCUOHANbHbLIX KOMMETEHLUMI B paMKax
npodeccuoHanbHbIX MOAYNEN U MOryT peann3oBbiBaTbCS Kak KOHLLEHTPUPOBAHHO B HECKOSBLKO NepuogoB, Tak 1
paccpenoTOYEHO, YepeaysiCb C TEOPETUHECKMMUN 3aHATUAMU B paMKax NpodheccrMoHarnbHbIX MOAYNEN.

Llenn n 3agauun, nporpammbl u hopmMbl OTYETHOCTU onpeaenstoTcss obpasoBaTenbHON opraHusauuen no
Kaxkgomy BUAOy NpakTuKu.

lMponsBoacTBEHHAst MpakTMKa AOMKHA MPOBOAMTBCS B OpraHu3auusix, HanpablieHue [OesiTeNbHOCTU



KOTOPbIX COOTBETCTBYET NPOdUII0 NOATOTOBKM 00y4atoLLMXCS.

ATTecTaums no uToram NPOVM3BOACTBEHHOW MPAaKTMKM MPOBOOUTCA C Y4eToM (MMM Ha OCHOBaHWM)
pes3ynbTaTtoB, NOATBEPXKAEHHbIX JOKYMEHTaMn COOTBETCTBYIOLLMX OpraHn3aumin.

7.15. Peanusaums MMCC3 no cneumanbHOCTM [omkHa obecrneumBaTbCA MefarorM4eckMMmy Kagpamu,
nmerLwumMn Bbicllee obpasoBaHMe, COOTBETCTBYHOLWee Npodunio npenogasaemMor AUMCUMNNUHBL (Moayns).
OnbIT 4eATeNbHOCTM B OpraHn3aLmsix COOTBETCTBYHOLLEN NpodeccMoHanbHol cdepbl ABAsieTc 06a3aTernbHbIM
ONnsa npenogasaTenen, oTBEYalLMX 3a OCBOEHME obyvarowmmcsa npodeccnoHansHoro yy4ebHoro uuMkna.
lMpenogaBaTtenu nony4aroT AOMNONHUTENBHOE NpodPeCcCUoHanbHoe obpasoBaHme No nNporpaMmMam MOBbILLEHNS
KBanudukauuu, B TOM Yucne B popmMe CTaKMpOBKN B MPOUIbHbBIX opraHn3aumsax He pexe 1 pasa B 3 roga.

7.16. MNMMNCC3 pomkHa obecnevnBaTbCa y4eOHO-METOANYECKON JOKYMEHTAUMEN MO BCEM OUCLMMNIIMHAM,
MeXONCUMMNIMHAPHBLIM KypcaMm 1 npodeccuoHarnbHbiM mogynsam MrNCC3.

BHeayouTopHas paboTa [ofKHa COMPOBOXOATbCA METOAMYECKMM obecnevyeHneM U 0OOCHOBaHUEM
pacyeTa BPeEMEHM, 3aTpa4yMBaEeMoro Ha ee BbIMOJIHEHME.

Peanusaums MNMCC3 gomkHa obecneunBaTbCa JOCTYNOM Kagoro obyvarowierocss k 6asam AaHHbIX U
O1bnmnoTeyHbiM boHaam, opMMpPYEMBIM MO MOMHOMY nepedHio aucumnnuH (mogynewn) MNIMCC3. Bo Bpems
CaMOCTOATENbHON NOArOTOBKM 0DyYaroLmMecs A0MKHbI ObiTb 06ecneyeHbl 4OCTYNOM K ceTn NHTepHeT.

Kaxgbin obydarowummncsa JomkeH bbiTb obecnevyeH He MeHee 4eM OAHMM Y4YebHbIM neyaTHbIM K (Mnun)
3MIEKTPOHHBLIM M3OaHWEM MO KaXAOW AUCUMMIIMHE NpPOdECcCMOHanbHOro y4yebHOro uukna WM OZHUM
y4yebHO-MeToAMYECKMM NeYaTHbIM U (MNK) SMEKTPOHHBIM M3OAHMEM MO KaXOOMY MEXOUCUUMITMHAPHOMY Kypcy
(BKMOYast aNEKTPOHHbIE Ha3bl NEPUOANYECKUX U3OaHUN).

BrnbnuoTteuHbln doHa OOMmMKEH ObITb YKOMMIIEKTOBAH MeYaTHbIMU U (MNN) SMNEKTPOHHBIMU U34aHMAMU
OCHOBHOW 1 AONOMHUTENBHON y4ebHOW nuTepaTtypbl MO OUCUMMMMHAM BCeX Y4ebBHbIX LMKMOB, M34aHHOW 3a
nocnegHue 5 ner.

BnbnuoTteyHbln  oHZ, nNomMmMmo  ydeOHoW  nuTepaTypbl, [OOMMKEH  BKMYaTtb  odmumMarnbHble,
crnpaBo4YHO-6nbnunorpadudeckme 1 nepuoguyeckme m3gaHus B pacyete 1 - 2 ak3emnnapa Ha kaxabix 100
oby4yatoLmxcs.

Kaxxgomy obydarowiemycs gormkeH ObiTb obecrneyeH OOCTyn K KOMMnektam ©OubnmoteyHoro doHAa,
COCTOSALLUM HE MeHee 4YeM U3 5 HauMeHOBaHUIN POCCUMCKUX XypHanoB.

O6pasoBaTtenbHasa opraHuM3auus [OoSbkHa NpeaocTaBuTb Oby4valoMMCA BO3MOXHOCTb OMepaTMBHOMO
obmMeHa WHopMaumner ¢ poCCMIUCKMMKU OBpasoBaTerbHbIMU OpraHM3auusMm W OOCTYM K COBPEMEHHbLIM
npodeccuoHanbHbIM 6a3zaM gaHHbIX U UHOPMALMOHHBIM pecypcam ceTn NHTepHeT.

7.17. Tpuem Ha obyyenne no TMCC3 3a cyeT GHOOKETHbIX accuUrHoBaHun denepanbHoro GroaxeTa,
otomxeToB cybbekToB Poccuickon depepauum n MeCcTHbIX Bo4KeToB sABNSeTCA 06LLeaoCTyNHbIM, €Ccriv MHOe
He npegycMoOTpeHO 4acTbio 4 crtatbn 68 PepepanbHoro 3akoHa ot 29 pgekabpa 2012 r. N 273-03 "O6
obpasosaHun B Poccuiickon Pegepaumn” <1>. duHaHcupoBaHue peanusauum  TMNCC3  gomnkHO
OCYLLECTBMATLCA B OObEME HE HUMXKE YCTAHOBIEHHBLIX MOCY4APCTBEHHLIX HOPMAaTMBHLIX 3aTpaT Ha OKa3aHue
rocygapCTBeHHON ycnyru B cchepe oOpas3oBaHus s AaHHOTO YPOBHS.

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

7.18. O6pasoBaTenbHas opraHusauus, peanusytoLias MMNCC3, JOJDKHa pacnonaraTb
MaTepuanbHO-TeXHUYeckon Gason, obecneymBarolLleli NpoBedeHWEe BCeX BMOOB NlabopaTopHbIX paboT wu
NPaKTUYECKMX 3aHATUI, ANCUUNITMHAPHOW, MEXOUCLMNITMHAPHOW U MOAYJIbHOW MOArOTOBKM, Y4EOHOM NPaKTUKu,
NpeaycMOTPEHHbIX Y4eOHbIM nnaHomM obpasoBaTenbHOW opraHm3aumu. MaTepuanbHo-TexHUYeckas 6asa
JOJDKHA COOTBETCTBOBATL AENCTBYHOLLUM CaHUTaPHbBIM 1 MPOTUBOMOXAPHBIM HOpMaMm.

MepeyeHb kabrHeToB, NabopaTopuii, MacTepCKUX
N APYrMX NOMeLLEeHWI

KabunHeTbl:

counanbHO-3KOHOMUYECKNX OUCUUNIINH;

WHOCTPaHHOro A3bIKa;

MaTeMaTuKn U MHPOPMATUKN;

3KOJTOTMYECKMX OCHOB NPUPOAONOSb30BaHNS;

9KOHOMWKWN OpraHn3auun 1 yrnpasrieHnsi NepcoHanom;
MeHeKMEeHTa,;

npaBoBoro obecneyeHns npodeccrmoHanbHOM AeATENbHOCTY;
rocyfapCTBEHHOM U MyHULMNANBHOWN CIyXObl;
OOKYMEHTaUMOHHOro obecneveHuns ynpaBneHus;



apX1MBOBEEHUS;

NpodeCCUOHarnbHON 3TUKM U NCUXONOrMN AeMN0BOro 0bLLEHNS;

©e3onacHOCTY X1U3HedeAaTeNbHOCTY;

MEeTOANYECKNN.

JTabopatopwuu:

WMHPOPMATHKN 1 KOMMbIOTEPHOW 06paboTKN AOKYMEHTOB;

TEXHUYECKUX CPeACTB YNpaBrieHus;

CUCTEM 3MEKTPOHHOIO JOKYMEHTO060poTa;

OOKYMEHTOBEeAEHNS;

yyebHas kaHuenapus (cnyxba 4OKYMEHTaUWMOHHOro obecneyeHns ynpaBneHums).

CnopTMBHbINA KOMMMEKC:

CMOPTUBHBIN 3an;

OTKPbITBIN CTaAMOH LLUMPOKOrO NPOduUns ¢ arieMeHTaMm Nonockl NPensaTCcTBUN;

CTpenkoBbIi TUp (B NMtobon Moandukauum, BKoYast SNEKTPOHHBIN) UM MECTO ANs CTpenbobI.

3anbl;

OnbnnoTeka, YMTanbHbIN 3an ¢ BbIXO4OM B ceTb IHTEPHET;

aKToBbIN 3an.

Peanusaums MMNCC3 gomkHa obecneynsaTs:

BbINOMHEHNE Oby4YaWmMMnca nabopaTopHbIX U MPaKTUYECKUX 3aHATUIA, BKIOYas kak o6si3aTenbHbIN
KOMMOHEHT NpaKTUyeckme 3agaHuns ¢ MCNofib30BaHNEM MEPCOHaNbHbIX KOMMbIOTEPOB;

OCBOEHMEe obyyvarowmmmncs npodeccnoHarnbHbIX MOAYNEN B YCMOBMSX CO34AHHOM COOTBETCTBYHOLLEN
obpasoBaTtenbHOM cpedbl B 0bOpas3oBaTenbHOM OpraHusauMm unmM B OpraHuM3auusix B 3aBUCMMOCTU OT
crneumdukm Buga gesaTenbHOCTY.

Mpu ncnonb3oBaHWM SMEKTPOHHLIX M3OaHWA oObpa3oBaTernbHas opraHusauust OofbkHa obecneynTb
Kaxxgoro obyuvatoLerocs pabo4ymm MECTOM B KOMMBbIOTEPHOM Kracce B COOTBETCTBMU C OOBEMOM U3yvaeMbIxX
OVCUMMIIVH.

OGpasoBaTtenbHas opraHM3auus gosmkHa ObiTb obecrnedeHa HEOOXOAMMBIM KOMIMIEKTOM JIMLIEH3MOHHOIO
nporpaMmHoro obecneyeHus.

7.19. Peanusauua TMNCCS3 ocyuwectenseTcs obpasoBaTenbHOW OpraHuM3auuen Ha rocyaapCTBEHHOM
a3blke Poccuickon denepaumn.

Peanusaums TMMNCC3 obpasoBaTenbHOM OpraHu3aumneit, pacnonioXeHHOW Ha TeppuTopun pecnybnuku
Poccuinckon ®efepauumn, MOXET OCYLLECTBNATLCA Ha rOCygapCTBEHHOM A3blke pecnybnukm Poccuinckon
depepaumm B COOTBETCTBMM C 3aKOHOA4ATENBCTBOM pecnybnuk Poccuiickon ®epgepaummn. Peanusauusa TMIMCC3
obpasoBaTenbLHOM opraHM3aumnen Ha rocyaapCTBEHHOM A3blke pecnybnukm Poccunckon ®epepauumn He OOmMKHA
OCYLLECTBNATLCA B yLepb rocyaapcTtBeHHOMY s3biky Poccuiickon ®epepauun.

VIII. OLEHKA KAHECTBA OCBOEHWA NMPOIPAMMbI MOATOTOBKA
CMNMEUMANNCTOB CPEAHEIO 3BEHA

8.1. OueHka kavectBa ocBoeHus [MCC3 pgomkHa BKMAOYATb TEKYLWMW KOHTPOMb YCNeBaemocCTy,
NPOMEXYTOYHYIO U FOCYAapCTBEHHYO UTOrOBYO aTTecTaumm oby4aroLmXxcs.

8.2. KoHkpeTHble hopMbl U NpoLenypbl TEKYLLEro KOHTPOMS YCneBaeMOoCTU, MPOMEXYTOYHOMN aTTecTaumm
Mo Kaxkgow AucumnnuHe u npodeccroHanbHOMy Moaynto paspabaTbiBaloTcs obpasoBaTenbHOW opraHu3aumen
CaMOCTOSATENbHO M OOBOAATCA OO CBeAeHus obydvalowmxcs B TeyeHue MnepBbiX ABYX MecsueB OT Hadvana
00yuyeHus.

8.3. [Ina aTTectaumm oby4valOLMXCs HaA COOTBETCTBME WX MNEPCOHAsNbHbLIX LOCTMXXEHUI MNO3TanHbIM
TpebosaHuam cooTtBeTcTBYIOWEN MNMCC3 (TEKYLWMN KOHTPOMb YCNeBaemMoCTU U NPOMEXYTOYHas aTtTecTaums)
co3gatoTcsl QOHAbl OLEHOYHbIX CPEACTB, MO3BOMAIOLWME OLEHUTb YMEHUS, 3HAHUS, MPaKTUYECKUA ONbIT U
OCBOEHHbIE KOMMNEeTEHLUNN.

®PoHAbI OLEHOYHbIX CPeACTB NS NPOMEXYTOYHOW aTTecTaumu o ANCUMNIMHAM U MeXANCLMNAMHAPHBIM
Kypcam B cocTaBe npodpeccmoHanbHblX Mogynen paspabaTtbiBaloTca M yTBepxaatTcs obpasosaTenbHou
opraHu3aumen camoCcTOsITENbHO, a AN NPOMEXYTOYHON aTTecTauum No NpodeccuoHanbHblM MOAYNSM M Ans
rocyaapCTBEHHOW WTOroBoW artTectauMmM - paspabaTbiBalOTCa U yTBepxaawTca  obpasoBaTernbHON
opraHu3auvei nocne npeaBapuTeNbHOrO NOMOXUTENBHOrO 3aknoyeHns pabotogarene.

[na npomMexXyTouHOM aTtTectaumm obyyaroLmMxcs No gucumniavHam (MeXxamcumuniImMHapHbIM Kypcam) Kpome
npenogasaTenen KOHKPETHON AMCLUMNAWHBI (MEeXONCUMNIMHAPHOrO Kypca) B KavyecTBe BHELUHMX 3KCMepToB
OOIDKHbI  @aKTMBHO NpUBReEKaTbCs MpenodaBateny CMEeXHbIX AUCUMnnuH (Kypcos). [nsa  makcvmarnbHoro
NpMBnMKeHNs NporpaMm MPOMEXYTOYHOM aTTecTauum obyyalowmxcs no npodeccuoHanbHbIM - MOAYNAM K
ycnosuam mx Gyagyuiern npodeccMoHanbHOW AeATenbHOCTM obpasoBaTenbHOW oOpraHv3aumen B KavecTBe
BHELLUTATHbIX 9KCMEePTOB AOMMKHbI aKTMBHO NpuMBreKkaTbcs paboTtogarenu.

8.4. OueHka KayecTBa MOArOTOBKM OOYy4alOLMXCS U BblMYCKHUKOB OCYLLECTBNAETCA B ABYX OCHOBHbIX



HanpaBneHnsX:

OLeHKa YPOBHSi OCBOEHUS AUCLIMMNINH;

OLieHKa KOMMNeTeHL M 06y4aloLwmnxcs.

[ns oHowweln NnpegycMaTpuBaeTcs OLeHKa pesyrnbTaToB OCBOEHUSI OCHOB BOEHHOW CryXObl.

8.5. K rocymapcTtBeHHOW MWTOroBoW aTTecTtauuMn [onyckaetcs oby4valolmics, He  MMEeHLmn
akagemMunyeckon 3aJ0SKEHHOCTU U B NMOMHOM OObeMe BbIMOMHMBLLWIA YYeOHbIN nnaH unv UHAMBMAYanbHbINA
y4eOHbIN NNaH, ecnv NHoe He YCTaHOBMIEHO NOPSAKOM NpoBeAEeHUs rocy4apCTBEHHOW UTOroBOWM aTTecTaumn no
COOTBETCTBYHOLWMM obpa3oBaTerbHbIM NporpammamM <1>.

<1> YacTtb 6 ctatbm 59 PepepanbHoro 3akoHa ot 29 gekabpsa 2012 r. N 273-®3 "O6 obpasoBaHun B
Poccuiickon depepaummn” (CobpaHue 3akoHogatenbctea Poccuiickon ®egepauum, 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, cT1. 2769; N 23, cT. 2933; N 26, c1. 3388; N 30, cT. 4263).

8.6. locypapctBeHHass uTOroBas aTtTecTauus BKSKOYaeT MOArOTOBKY W 3alMTy  BbIMYCKHON
KBanudmkaumoHHon paboTbl (gunnomHas paboTta, AWnnomHbIM NpoekT). ObssatenbHoe TpeboBaHue -
COOTBETCTBME TEMATMKU BbIMYCKHON KBanMUKaLMOHHOMW paboTbl COOEPXKAHUID OOHOTO WMKN  HECKOMbKUX
npoceccnoHanbHbIX MOAYNeNn.

"ocyaapCTBEHHbIV 3K3aMeH BBOAMTCS MO YCMOTPEHWIO 0bpa3oBaTenbHOM opraHM3aumn.

MpunoxeHne

k drOC CIMNO no cneumanbHocTn 46.02.01
[lokymeHTaumoHHoe obecneveHne
yrnpaBneHus 1 apxnuBoBegeHne

NMEPEYEHDb
MPODECCUN PABOUMX, JOMKHOCTEMN CNYXKALLWX, PEKOMEHOYEMbIX
K OCBOEHWMIO B PAMKAX MNMPOIPAMMbI MOAIOTOBKW CIMELMANNCTOB

CPEOHEIO 3BEHA
Kog no O6Lwepoccumnckomy knaccudpumkatopy HanmeHoBaHue npodgeccuii pabounx, JOIMKHOCTEN
npocpbeccun paboumx, 4OMKHOCTEN CRyXaLnx u CcnyxaLux
TapudHbIx paspagos (OK 016-94)
1 2
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