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

MMUHUCTEPCTBO OEPA30OBAHUA U HAYKU POCCUMCKOMN ®EAEPALIUMA

NPUKA3
ot 11 aBrycta 2014 r. N 975

OB YTBEPXAEHNN
OEAEPA/IbHOIO rOCYAAPCTBEHHOIO OGPA30OBATE/IbHOIO CTAHAAPTA
CPEAHETO NPO®ECCMOHAJ/IbHOIO OBPA3OBAHMA NO CNELWUA/IBHOCTU
46.02.01 AOKYMEHTAUMOHHOE OBECNEYEHUE YNPABIEHNA
N APXMBOBEAEHUE

CN1COK U3MEHSIOLLMX AOKYMEHTOB
(B peq. Mpukasza MuHnpoceeweHna Poccum ot 13.07.2021 N 450)

B cootBetcTBMM ¢ noanyHkTom 5.2.41 MonoxeHus o MuHUCTepcTBE 0OpPa3oBaHMA U HayKu
Poccuiickoin ®egepaumm, yTeepKAeHHOTo noctaHosAeHnem lMNpasuTtenbctea Poccuinckon ®egepaumm ot
3 noHs 2013 r. N 466 (CobpaHue 3aKkoHoaaTenbcTBa Poccuiickon deaepaumm, 2013, N 23, cT. 2923; N
33, ct. 4386; N 37, ct. 4702; 2014, N 2, c1. 126; N 6, cT. 582; N 27, cT. 3776), nyHKkTOM 17 Mpasun
pa3paboTKu, yTBepKAEHUA PpeaepanbHbIX roCyAapCTBEHHbIX 06pa3oBaTeIbHbIX CTaHAAPTOB M BHECEHMA
B HUX WM3MEHEHWI, yTBep)KAEeHHbIX MnocTaHoBneHnem [pasutenbctBa Poccuitickont Pepepauumn ot 5
asrycta 2013 r. N 661 (CobpaHue 3akoHogaTenbcTBa Poccuiickon Pepepaumn, 2013, N 33, c1. 4377),
NpP1Ka3bIBato:

1. YtBepauTb npunaraembln deaepanbHbll rOCYyAapCTBEHHbIN 06pa3oBaTe/ibHbIA  CTaHAAPT
cpeaHero npodeccnoHanbHOro obpasoBaHuA Mo  cneuuanbHocT 46.02.01 [JoKymeHTauMOHHOe
obecneyeHue ynpaBAeHUs N apxMBoBeaeHNE.

2. Mpu3HaTb yTpaTMBLWIMM cuay npukas MuHUcTepcTBa 06pa3oBaHMA M HayKu Poccuitckol
depepaunn ot 25 aHeapa 2010 r. N 75 "O6 yTBep)KAEHUN U BBeAEHUM B AelcTBUEe denepanbHOro
rocyapcTBeHHOro 06pa3oBaTeNbHOrO CTaHAapTa cpegHero npodeccnoHanbHoro obpasosaHMA no
cneumanbHoctn 034702 [oKymeHTaUMOHHOe obecrneyeHWe ynpasBaeHWAa U apxuBoBegeHue"
(3apeructpupoBaH MuHUcTepcTBOM tocTMUMKM  Poccuiickon ®epepaumn 27  ¢esBpana 2010 r.,
pernctpaunoHHbiii N 16526).

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

MwuHunctp
[.B.IMBAHOB
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MpunoxkeHune

YT1BepxaeH

npukasom MuHuctepcTea o6pasoBaHus
M HayKkn Poccuitickon ®epepaumm

ot 11 asrycra 2014 r. N 975

®EAEPA/IbHBIA TOCYAAPCTBEHHbIA OEPA3OBATE/IbHbINA CTAHOAPT
CPEAHEIO NPO®ECCMOHAJIbHOIO O6PA3OBAHUA NO CNELNA/IBHOCTU
46.02.01 4JOKYMEHTALMOHHOE OBECNEYEHUE YINPABJIEHNA
1N APXUBOBEJEHUE

CNM1COK M3MEHALWMX AOKYMEHTOB
(B pea. Mpukasa MuHnpoceeweHns Poccum ot 13.07.2021 N 450)

I. OBNACTb NPUMEHEHUA

1.1. Hactoawmin deaepanbHbli rocyAapCTBEHHbIM 06pa3oBaTesibHbIA  CTaHAAPT CpPeaHero
npodeccroHanbHoro obpasoBaHUA nNpeacTaBAdAeT coOb60M COBOKYNHOCTb 06s3aTeNbHbIX TPebOBaHUIN K
cpegHemy npodeccuoHanbHoMy o6pasoBaHMO No chneumanbHocT 46.02.01 [JoKymeHTauMoHHoe
obecneyeHue ynpaBaeHNa N apxmBoBeaeHMe Aaa NpodeccMoHaNbHOM 06pas3oBaTeNbHOM OpraHU3aLmm
M obpasoBaTe/sibHON OpraHM3aunMmM BbiCIEro 0H6pPa3oBaHMA, KOTOpPble MMEIOT MPaBO HAa pPeasm3aumto
UMEIOLLMX TOCYAAPCTBEHHYIO aKKpeauTaLumio Nporpamm noaroToBKM CNeLmManncToB CpefHero 38eHa no
OaHHOM cneumanbHOCTM, Ha Tepputopun Poccuiickon Pepepauum (ganee - obpasosaTesbHan
opraHusaums).

1.2. MpaBo Ha peanu3auuio NpPorpamMmbl MNOLFOTOBKM CMELMannMCToB CpeaHero 3BeHa Mo
cneumanbHoctM 46.02.01 [JoKymeHTauMOHHOe obecrneyeHWe ynpaBaeHUs W apXUMBOBeAEHME MMeeT
obpa3oBaTenbHaA oOpraHM3aumMa MPU HANMYUW  COOTBETCTBYHOLLEM JIMLEH3UM HA OCYyLLeCcTBAeHUe
ob6pasoBaTeNibHOM AEeATENbHOCTMY.

Bo3moskHa ceTeBaa popma peannsaLmn Nporpammbl NOLrOTOBKM CMELMANNCTOB CPeAHero 38eHa C
MCMNO/Nb30BaHNEM PECYPCOB HECKObKMX 06pa3oBaTeNbHbIX opraHM3auuii. B peanusauumn nporpammbl
NOArOTOBKM CMELMANUCTOB CpedHero 3BeHa C  MCMNo/b3oBaHMem ceTeBor ¢GOpMbl  Hapaay cC
06pasoBaTeNibHbIMM  OPraHM3auMAMM  TaKXKe MOryT y4yacTBOBaTb MeAMUMHCKME OpraHv3auuu,
OpraHM3aumMm KyabTypbl, GU3KYAbTYPHO-CMIOPTMBHbIE M MHbIE OpraHu3auMM, obnagatolme pecypcamu,
Heo6X0AMMbIMWN 1A OCYLLECTBAEHMA 0byyeHnn, NpoBeaeHMsa y4e6HON U NPOM3BOACTBEHHOM NPAKTUKK
N OCYWECTBNEHUA MHbIX BUAOB y4ebHON AeATeNbHOCTU, NPeayCMOTPEHHbIX NMPOrPaMMoii NOArOTOBKU
CNeunanncToB CpeaHero 3BeHa.

Mpu peanusaumm nNporpammbl NOATOTOBKM CMELMAANCTOB cpegHero 3BeHa obpasoBaTenbHas
opraHusauMsa BrpaBe MNPUMEHATb 3/71EKTPOHHOe obyyeHMe W AMCTaHUWMOHHble 06pasoBaTeNbHble
TexHosoruu. Mpu 0by4yeHUn 1L, ¢ OrpaHUYEHHBbIMM BO3MOXKHOCTAMM 340POBbA 3N1EKTPOHHOE 0byUYeHue
M AMCTAHLMOHHble 06pa3oBaTesibHble TEXHOOMMM A0JIKHbI NPeaycMaTpuBaTb BOSMOXKHOCTb NpUema-
nepesayn MHGOPMALMM B AOCTYMHbIX A8 HUX GOpmMaXx.

1.3. OG6pasoBaTenbHad f[eATe/IbHOCTb MNPU  OCBOEHUMM 06pasoBaTesibHOM MNpPOrpaMmbl  UAU
OTAEeNbHbIX €e KOMMNOHEHTOB OpraHun3yeTca B GopmMme NPAKTUHECKON NOATOTOBKM.
(n. 1.3 BBegeH Mpukazom MuHnpocseleHna Poccum ot 13.07.2021 N 450)

1.4. BocnuTaHuve o06y4YalOWMXCA MPU  OCBOEHMM UMM o6pasoBaTeNlbHOW  MNPOrpammbl
OCYLLECTBNAETCA Ha OCHOBE BKAOYaeMblXx B 06pa3oBaTeNbHylO MNporpammy paboyelt nporpammbl
BOCMMTAHMA W KaneH4apHOro naaHa BocnuTaTenbHOW paboTbl, paspabaTbiBaeMbiX U yTBEPMKAAEMbIX C
YUYETOM BKAHOUYEHHbIX B MPUMEPHYIO OCHOBHYIO 0bpasoBaTesibHyl0 Mporpammy npumepHoi pabouyeit
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Nporpammbl BOCAUTAHUA U MPUMEPHOrO KaJleHAAPHOro NaaHa BOCNUTaTeNbHOM PaboThbl.
(n. 1.4 BBeaeH Mpukazom MunHnpocseleHns Poccun ot 13.07.2021 N 450)

Il. UCNOJIb3YEMbIE COKPALLEHUA

B HacTosLleM CTaHZapTe UCMONb3YIOTCA Ceaytowme COKpaLeHua:
CMNO - cpegHee npodeccuoHanbHoe obpasoBaHue;

®roc Crno - do¢epepanbHbIM rOCYAAPCTBEHHbIM 060pasoBaTeNbHbIA  CTAaHAAPT CPeAHEero
npodeccroHanbHoro 06pasoBaHus;

MMCC3 - nporpamma NoAroToBKM CNeumManncToB cpeagHero 3BeHa;
OK - 06uan KomneteHums;
MK - npodeccnoHanbHaa KOMNETEHUUS;
MM - npodeccroHanbHbI MOAY/b;
MUK - mexxaucumnanHapHbIi Kypc.
Ill. XAPAKTEPUCTUKA NOATrOTOBKU NO CNELUUANIBHOCTU

3.1. Nonyyenune CMO no MNMNCC3 gonycKkaeTca TONbKO B 06pa3oBaTe/ibHON OpraHu3aumu.

3.2. Cpoku nonyyenua CMO no cneumanbHocTn 46.02.01 [doKymeHTauMoHHOe obecreyeHue
ynpaB/ieHns U apxmposBegeHne 06a30BOM MOArOTOBKM B O4HOM dopme 0by4YeHMa U npucBaMBaemMble
KBanmdumkaummn npmsoaatca B Tabauue 1.

Tabnnuya 1
YpoBeHb 06pa3oBaHus, HanmeHoBaHue Cpok nonyyenua CrNo no MNMCc3

HeobXxo4MMbIN Ans Npuema Ha KBanmdukaumm 6asoson 62308011 NOAIOTOBKM B OYHOM

obyyeHue no MMNCC3 NoAroTOBKM bopme obyueHna <1>
cpegHee obuiee obpasoBaHue Cneuuannct no 1 roa 10 mecsues

AOKYMEHTaUuNOHHOMY
OCHOBHOe oblee 06pasoBaHNe | oBecneyeHmio ynpasneHus, 2 ropga 10 mecAues <2>
apxmBucT

<1> He3aBMCHMMO OT NpUMEHAEMbIX O6pa3OBaTe}1beIX TEXHO/IOTUNA.

<2> O6pasoBaTe/ibHble OpraHM3aLMW, OCYLLECTBAAIOWME MOAFOTOBKY CMELMANUCTOB CPeaHero
3BeHa Ha 6a3e ocHoBHOro obuero obpa3oBaHuA, peanusyloT denepanbHblii roCyaapCTBEHHbIN
ob6pa3oBaTeNibHbIM CTaHAAPT cpeaHero obuero obpasosaHuaA B npeaenax MMNCC3, 8 TOmM uncae ¢ y4eTom
nosay4aemoim cneumnanbHoctm CMNO.

KoHcynbTaHTlAOC: NpumeyaHue.
Hymepauma nyHKTOB AaHa B COOTBETCTBUM C OPULIMANbHBIM TEKCTOM SOKYMEHTA.

3.2. Cpoku nonydyeHusa CrMO no MMNCC3 yrnybneHHOW NOArOTOBKU MPEBbLILWAIOT HA OAMH rog, CPOK
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nonyyenusa CMNO no MMNCC3 6a3o0B0i NOATOTOBKM.

Cpokn nonydeHma CMNO no cneuuwansHoctn 46.02.01 [okymeHTaunmoHHoe obecneyeHue
ynpaB/eHNs 1 apxuBoBedeHue yraybeHHON NoAroToBKM B 04HON dopme 0byyYeHUa U npucBanBaemble
KBasndbumKkauum npusogatca B Tabauue 2.

Tabnuua 2

YpoBeHb 06pa3oBaHus,
HeobxoaMMbI Ans npuema Ha
obyyeHue no MMNCc3

HanmeHoBaHue KBanudpuKkaumm
yrnybneHHoOM NoAroToBKM

Cpok nonyyenua CMNO no
MMNCC3 yrnybneHHoM
NoAroTOBKMU B O4YHOM Ppopme
0byyeHus <1>

cpeaHee obuee obpasoBaHue

ocHoBHoe obulee obpasoBaHue

Cneuunanuct no
OOKYMEHTALLMOHHOMY
obecneyeHunto ynpasaeHus,
aApPXMBUCT

2 roga 10 mecAues

3 roga 10 mecaues <2>

<1> He3aBucmmo ot NPUMeEHAEMbIX 06pa3OBaTe}1beIX TEXHO/IOTUMA.

<2> Ob6pasoBarte/fibHble OpraHM3aLuu, OCYLLEeCTBAAIOWME MOATOTOBKY CMNELManncToB cpeaHero

3BeHa Ha 0ase OCHOBHOro o06uiero obpasoBaHus,

peanunsyoT deaepasnbHbIn

rocyAapCTBEHHbIN

obpa3oBaTenbHbIN CTaHAAPT cpeaHero obuero obpasosaHus B npeaenax MMNCC3, B TOM YMc/e C y4eTom

noayyaemon crneunanbHoctu CMO.

Cpokn nonyyeHna CMO no MMNCC3 6asoBon M yrayb/seHHON NOATrOTOBKM HE3aBUCUMO OT
npumeHsemMbix 06pa3oBaTe/IbHbIX TEXHONOTUIM YBEIMYMBaALOTCA:

a) Ans obyyaroLwmxca No 04HO-3a04HOM M 3a04HOM popmMam obyyeHun:

Ha 6ase cpegHero obuiero obpasoBaHus - He 6onee Yem Ha 1 rog;

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

6) ANA MHBaNMAOB U UL, C OrPaHMYEHHbIMU BO3MOXHOCTAMM 340p0OBbA - He 6osee yem Ha 10

MecALEes.

IV. XAPAKTEPUCTUKA NPODECCUOHA/IbHOMN

DEATEZIbHOCTU BbINYCKHUKOB

4.1. O6nactb NpodeccMoHaNbHON AeATEeNbHOCTU BbIMYCKHUKOB: AEATENbHOCTb B CEKpeTapuaTax,
CNyxb6ax AOKYMEHTaUMOHHOro obecneyeHuns, KaapoBblx CAy:Kbax U apxmMBax rocyAapCTBeHHbIX OpraHoB
N yUYpeKAEeHUI, B opraHax MecTHOro CaMoynpaBAeHMs, HEroCyAapCTBEHHbIX OpraHM3aumax Bcex popm
COBCTBEHHOCTM, OBLLLECTBEHHbIX OpraHn3aumax (yupexkaeHunx).

4.2. O6bekTamm NpodeccnoHaNbHON AeATeIbHOCTM BbIMYCKHUKOB ABAAIOTCA:

AOKYMEHTbI, CO34aHHbIE ntobbim cnocobom AOKYMEHTUPOBAHUA;

cncrembl 4OKYMEHTAUNOHHOTIO obecneyeHus ynpasneHunA,;

CNCTEMDbI 3/TEKTPOHHOTO AOKYMEHTOO 6op0Ta;



APXMBHbIE OOKYMEHTbI;
nepBUYHbIE TPYAOBbIE KONNEKTUBDI.

4.3. Cneuyannct no [AOKyMeHTauumoHHOMY obecnedyeHuto ynpasneHus, apxmsBucT (6asosoi
NoAroTOBKWN) rOTOBUTCA K CAeAYOWUM BUAAM AEATENbHOCTU:

4.3.1. OpraHusauus [OKYMEHTAUMOHHOro obecneyeHus ynpaBneHus U QYHKUMOHWMPOBAHMUSA
OopraHusaumu.

4.3.2. OpraHu3auMa apxvMBHOMW W CMNPaABOYHO-MHPOPMALMOHHOW pPaboTbl MO AOKYMEHTam
opraHusaumu.

4.3.3. BbinonHeHne paboT NoO OAHOW WAM HECKONbKMM npodeccuam paboumx, AO0NKHOCTAM
CAy»Kawmx (npunoxkeHue K Hactoswemy ®roc Cno).

4.4. Cneumannct No AOKYMEHTaUMOHHOMY obecrneyeHuto ynpasaeHus, apxmsucT (yrnybneHHoM
NoAroTOBKWU) rOTOBUTCA K CAeAyoWUM BUAAM AEATENbHOCTU:

4.4.1. OpraHu3auus [OKYMEHTaUMOHHOro obecneyeHua ynpaBaeHuA U GpYHKUMOHMPOBAHUA
opraHusaumu.

4.4.2. OpraHu3auMa apxvMBHOMW W CMNPaABOYHO-MHPOPMALMOHHOW pPaboTbl MO AOKYMEHTam
opraHunsaumu.

4.4.3. OcyuwecTBieHne AOKYMEHTAUMOHHOro obecneyeHMA ynpaB/ieHMA M apxXMBHOro gena ¢
MCNo/Ib30BaHMEM MPOrPaMMHbIX CPEACTB yYeTa, XpaHeHMA, 06paboTKN 1 NOMCKa JOKYMEHTOB.

4.4.4. BbinonHeHWe paboT No OAHOW WAM HECKONbKMM npodeccuam paboumx, AO0NKHOCTAM
cnyxawumx (npunoxkeHue K Hactoawemy ®roc Cno).

V. TPEBOBAHUA K PE3Y/IbTATAM OCBOEHUA NMPOrPAMMbI NOATOTOBKH
CNELMANTUCTOB CPEAHEIO 3BEHA

5.1. Cneumanuct no AOKYMeHTaUuMOHHOMY obecneyeHuo ynpasaeHua, apxmsucT (6asosoit
NoAroTOBKM) A0/MKeH 061aaaTh 06LMMN KOMMNETEHLMAMM, BKAKOYAOLWMMMK B ceba cnocobHOCTb:

OK 1. NMoHUMaTb CYLWHOCTb U COLUManbHYIO 3HAYMMOCTb cBOel Byayuiel npodeccmum, NpoABAATb K
Hel yCTOMYMBbIV UHTEpeC.

OK 2. OpraHu30BbIBaTb COOCTBEHHYIO AE€ATENbHOCTb, BbIOMPATb TUMOBblE MeTOoAbl U Cnocobbl
BbINOJIHEHUA NPOdECcCUOHaNbHbIX 33434, OLEeHUBATb X 3GDEKTUBHOCTb M KayecTso.

OK 3. NMpuUHUMaTL pelweHna B CTaHOAPTHbIX M HeCTaHAAPTHbIX CUTYyauMAaAX M HeCTU 3a HUX
OTBETCTBEHHOCTb.

OK 4. OcyuiectBnaTb NOMCK M MUCNONb30BaHME MHPOpMauUUn, Heobxoammoi ana 3¢pdeKTMBHOro
BbIMNOJIHEHWUA NPOPECCMOHANbHbIX 334a4, NPOPECCMOHANIbHOTO U JIMYHOCTHOTO Pa3BUTKS.

OK 5. Ucnonb3oBaTb MHPOPMALMOHHO-KOMMYHUKALLMOHHbIE TEXHO/IOTUU B MPOGECCUOHANBbHOM
AesATeNIbHOCTY.

OK 6. PaboTtaTtb B KO/NEKTMBE U KOMaHZAe, 3GDEKTUBHO 06LLATLCA C KO/leraMu, PyKOBOACTBOM,
nortpebutenamu.

OK 7. bpaTb Ha ceba oTBETCTBEHHOCTb 33 PaboTy YNeHOB KOMaHAbl (NOAYMHEHHBIX), pe3yabTaT
BbINOJIHEHWNA 3a4aHNN.



OK 8. CamocroAatenbHo onpenenAtb 3agaydun I'IpOd)eCCMOHaJ'IbHOI'O N NIMYHOCTHOIO pPasBUTHUA,
3aHUMaATbCA CaMOO6pa3OBaHMEM, OCO3HaHHO N/1aHMpPOBATb NoOBbILWWEHNE KBaﬂM(bVIKaLI,VIVI.

OK 9. OpueHTMpoBaTbCA B YC/AOBUSAX YaCTOM CMEHbl TEXHONOrMhn B npodeccnoHanibHOM
[eATeNbHOCTU.

5.2. CneumanucT no AOKYMEHTaUMOHHOMY obecnedyeHuto ynpasfieHuAa, apxusucT (6asosol
noAroToBKKU) AonxeH obnagatb NpodeccMoHanbHbIMU KOMMETEHUUAMM, COOTBETCTBYHOLMMKU BUAAM
DeATeNbHOCTH:

5.2.1. OpraHusauma AOKYMEHTaUMOHHOro obecneyeHus ynpasBneHua U YHKLMOHUPOBaHMA
OpraHu3aumu.

MK 1.1. KoopauHupoBaTb paboTy opraHuMsauum (NPUMEeMHON pyKoBOAWUTENs), BECTM MNpPUEM
nocetuTenen.

MK 1.2. OcywectBnatb paboTy MO NOArOTOBKE M MPOBEAEHWUIO COBELLAHMIA, AENO0BbIX BCTpeu,
NPUeMoB 1 Npe3eHTaunii.

MK 1.3. OcywectBnATb NOArOTOBKY AEN0BbIX MOE340K PYKOBOAUTENA U APYIUX COTPYAHWUKOB
opraHmMsauuu.

MK 1.4. OpraHn3oBbiBaTb paboyee MECTO CEKPeTapa U PYKOBOAUTENS.

MK 1.5. OdopmnaTb M pPerucTpMpoBaTb OPraHM3aLMOHHO-PACNOPAAUTENbHbIE [AOKYMEHTbI,
KOHTPO/IMPOBATb CPOKM MX UCMIOSHEHUS.

MK 1.6. ObpabaTbiBaTb BXOAALME N UCXOAALUME AOKYMEHTbI, CUCTEMATU3NPOBATL MX, COCTABAATb
HOMEHKANATYpy Aen u GopMmupoBaTb JOKYMEHTbI B gena.

MK 1.7. CamocTtoATenbHo paboTaTb C [OKYMEHTaMW, COAEPaWMMMU KOHOUAEHUMANbHYIO
MHdOPMaLUMIo, B TOM YMCNE C JOKYMEHTAMM NO IMYHOMY COCTaBY.

MK 1.8. OcywwecTBnaTb TefiepoHHOE 06CNYyKMBaAHUE, NPUHUMATDL U NepeaaBaTb GpaKcbl.
MK 1.9. OcywectenATb NOArOTOBKY A€ K Nepefade Ha apxXMBHOE XpaHeHue.

MK 1.10. CoctasnAaTb onucu Aen, OCYLWeCTBAATb MNOArOTOBKY AeNn K nepejadye B apxuBs
OpraHM3aLuu, rocyAapCTBEHHbIE U MYHULMMNA/IbHbIE aPXMBDI.

5.2.2. OpraHu3aums apxvMBHOM W CMNPABOYHO-UHPOPMALMOHHON pPaboTbl MO AOKYMEHTaM
opraHM3aumm.

MK 2.1. OcywecTBnATb 3KCNEPTU3Y LLEHHOCTU OOKYMEHTOB B COOTBETCTBMM C AEWCTBYIOWMMM
3aKoHO4aTe/IbHbIMM aKTamMKu Y HOPMaTUBaMM.

MK 2.2. Bectn paboTy B cucTeEMax 3/IEKTPOHHOIO AO0KYMeHTO060poTa.

MK 2.3. Pa3pabaTbiBaTb M BECTU KNaccudmKaTopbl, Tabenun u apyrme CNpaBoYHUKK NO AOKYMEHTAM
OpraHu3aumu.

MK 2.4. ObecneunBaTb NpUMEM U paLMOHaNbHOE pasMelleHe JOKYMEHTOB B apxuee (B TOM yncie
AOKYMEHTOB MO JIMYHOMY COCTaBY).

MK 2.5. ObecneunBaTb y4eT U COXPAHHOCTb JOKYMEHTOB B apXuBe.

MNK 2.6. OpraHMBOBbIBaTb MCNoNb30BaHNE aAPXUBHbLIX OOKYMEHTOB B HAY4YHbIX, CNpPaBO4YHbLIX WU



NPakKTU4eCKnx uenax.

MK 2.7. OcywecTBnaTb OpraHM3auNMOHHO-METOANYECKOE PYKOBOACTBO M KOHTPOAb 3a paboToit
apXMBa OpraHM3aLunKn 1 3a OpraHM3aunen LOKYMEHTOB B Ae/0NPON3BOACTBE.

5.2.3. BbinonHeHne paboT Mo OAHOM WMAM HecKoabKuMM npodeccnam paboumx, AOKHOCTAM
CNyXKalwmx.

5.3. Cneumanuct nNo AOKYMeHTaUMOHHOMY obecrneyeHuio ynpasBaeHus, apxusucT (yraybneHHown
NoAroToBKM) A0MKeH 061aaaTh 06LWMMUM KOMMNETEHUUAMM, BKAKOYAOWMMMK B cebs cNocobHOCTD:

OK 1. MoHMMaTb CYLWHOCTb U COUMANbHYO 3HAYMMOCTb CBOEM Byayuiein npodeccum, NposBAATb K
HeWn yCTOMYMBbIN UHTEpEC.

OK 2. OpraHusoBbiBaTb COOCTBEHHYIO [AeATeNbHOCTb, OnpeaensaTb MeToAbl W Ccrnocobbl
BbIMO/IHEHUA NPOodECCUOHaNbHbIX 33434, OLEHUBATb UX 3GPEKTUBHOCTb M KaYecTBO.

OK 3. Pewatb Npobaembl, OLLEHMBATb PUCKM M NMPUHMUMATb PELLEHUS B HECTAaHAAPTHbIX CUTYaLMAX.

OK 4. Ocyuw,ectsnATb NOWUCK, aHaNM3 U OUEHKY MHbOPMaUuK, HeobXoaAMMO ANA MNOCTaHOBKMU U
pelweHunsa npodpeccnoHanbHbIX 3a4a4, NPodeccMoHaNbHOro U IMYHOCTHOTO Pa3BUTUA.

OK 5. Mcnonb3osaTtb NHPOPMALNOHHO-KOMMYHUKALMOHHbIE TEXHONOTUK ana
COBEpPLUEHCTBOBaHMA NPOdECCMOHAIbHON AeATeNbHOCTHU.

OK 6. PaboTaTtb B KO/I/IEKTUBE M KOMaHAe, obecneynBaTb ee crsioyeHme, appeKTUBHO obLiaTbea ¢
KOJIeramm, pyKoBoACTBOM, NOTpebutensamu.

OK 7. CraButb Uuenn, MOTUBMPOBATb [AEATE/NIbHOCTb MOAYMHEHHbIX, OPraHWU3oBbLIBATL U
KOHTPOIMPOBATb UX PaboTy C NPUHATUEM Ha ceba OTBETCTBEHHOCTW 3a Pe3yAbTaT BbIMOJIHEHMA 3a4aHNA.

OK 8. CamocroAatenbHo onpegenATtb 3agaydun I'IpOd)eCCMOHafIbHOFO N ZINHYHOCTHOTO pPa3BnUTUA,
3aHUMATbCA caN\oo6pasoBaHmeM, OCO3HaHHO N/1aHMpOBATb NOBbLIWEHNE KBaI'IMd)MKaLI,MM.

OK 9. BbITb rOTOBbIM K CMEHE TEXHO0rMIA B MPOPECCUOHANbHON AeATENbHOCTH.

5.4. CneumanncT no AOKYMEHTAUMOHHOMY ObecrneyeHuto ynpasBaeHus, apxusuct (yraybaeHHom
NoAroToBKW) Ao/XeH 06/1agatb NpodeccMoHasbHbIMU KOMMETEHLUUAMM, COOTBETCTBYIOLWMMU BUAAM
AeATenbHOCTH.

5.4.1. OpraHusauma L[OKYMEHTAUMOHHOro obecneyeHus ynpaBaeHUMA U GYHKLMOHMPOBAHUSA
opraHusauum.

MK 1.1. KoopauHupoBaTb paboTy opraHusauuMm (NpUEemMHOM pyKoBOAWUTENs), BECTM MNpPUEM
noceTuTenen.

MK 1.2. OcywectBaaTb paboTy MO NOArOTOBKE M MPOBEAEHWUIO COBELLAHMI, AEeNO0BbIX BCTpeu,
NPUEMOB U Npe3eHTaLUi.

MK 1.3. OcywecTBAATb MOArOTOBKY A€/0BbIX NOE3A0K PYKOBOAWUTENA U APYrMX COTPYAHWKOB
opraHusaumu.

MK 1.4. OpraHn3oBbiBaTb paboyee MECTO CEKpeTapa U PyKoBoAUTENS.

MK 1.5. OdopmnaTb M pPerucTpMpoBaTb OPraHM3aLMOHHO-PACNoOPAAUTENbHbIE [AOKYMEHTbI,
KOHTPOJIMPOBATb CPOKM UX UCMIOSIHEHMS.



MK 1.6. O6bpabaTtbiBaTh BXOAALLME U UCXOAALLME AOKYMEHTbI, CUCTEMATU3MPOBATL UX, COCTaBAATbL
HOMEHKANaTYpy Aen u opmMMpoBaTh AOKYMEHTbI B Aena.

MK 1.7. CamocTtosaTenbHo paboTaTb C AOKYMEHTAMM, COAEPXKAWMMU KOHPUAEHUMANbHYIO
MHpopMaLMIo, B TOM YUC/E C AOKYMEHTaMM MO IMYHOMY COCTaBy.

MK 1.8. OcywectBnatb TesiedpoHHOE 0b6CNyKUBaHME, MPUHUMATDL U NepeaaBaTtb GaKebl.
MK 1.9. OcywecTBnATb NOArOTOBKY A€ K Nepegade Ha apxMBHOE XpaHeHue.

MK 1.10. Coctagnatb onNuUCU Aen, OCYLWeCcTBAATb MNOArOTOBKY AeN K nepejadye B apxuB
OpraHM3auunm, rocyaapcTBeHHbIE U MYHULIMMANbHbIE aPXUBbI.

MK 1.11. BoigasaTb B COOTBETCTBUM C MOCTYMNAKOLWMMM 3aNPOCaAMMN apXMBHbIE KOMUN U JOKYMEHTbI.

5.4.2. OpraHu3aumMs apxvMBHOM W CMNPABOYHO-UHPOPMALMOHHON pPaboTbl MO AOKYMEHTAM
opraHu3aumm.

MK 2.1. YyacrtBoBaTb B pa60Te no 3KCcnepTtnse LuUeHHOCTU OOKYMEHTOB B COOTBETCTBUU C
AeVICTBYEOU.LMMM 3aKOHOA4AaTE/IbHbIMU aKTaMW U HOPMATUBaAMMW.

MK 2.2. BecTv paboTy B cMCTEMaX 3/1EKTPOHHOIO AOKYMeHToobopoTa.

MK 2.3. Pa3spabatbiBaTb 1 BECTU KaaccuPuKaTopbl, Tabenn 1 NHble CNPaBOYHUKM MO AOKYMEHTAM
OpraHu3auunm.

MK 2.4. ObecneunsaTb NpPUeM 1 pPaLlMOHaIbHOE pPa3MeLleHne JOKYMEHTOB B apxmBe (B TOM yucie
[OOKYMEHTOB MO /IMYHOMY COCTaBy).

MK 2.5. ObecneunBaTb y4eT U COXPAHHOCTb JLOKYMEHTOB B apXMBe.

MK 2.6. OpI'aHVI3OBbIBaTb MCNONb30BaHNE apPXUBHbIX AOKYMEHTOB B Hay4HbIX, CMPaBOYHbLIX U
NPaKTU4YeCKUX Lenax.

MK 2.7. OcywecTBnaTb OpraHM3aUNMOHHO-METOAMYECKOE PYKOBOACTBO M KOHTPOAb 3a paboToi
apx1Ba OpraHU3aumMun 1 3a opraHnsaLmMen LOKYMEHTOB B Ae/10MPOU3BOACTBE.

5.4.3. OcyuwecTtBieHMe [OKYMEHTAUMOHHOro obecneyeHUsa ynpaBaeHUAs W apXMBHOTO Aena C
MCNo/Ib30BaHMEM MPOrPaMMHbIX CPEACTB yUYeTa, XpaHeHMA, 06paboTKN 1 NOMCKa AOKYMEHTOB.

MK 3.1. OcywecTBnaTb WHPOPMAUMOHHYIO paboTy Mo AOKYMEHTaM, B TOM 4uciae C
MCMNONb30BaHNEM OPITEXHUKM, MPOrPaMMHbBIX CPEACTB YYeTa, XPaHEHMA U NOMCKA AOKYMEHTOB U APYIUX
cneunannsmMpoBaHHbIX 6a3 AaHHbIX.

MK 3.2. NMpuHUMaTb Mepbl NO YNOPALOYEHNIO COCTaBa AOKYMEHTOB Y MHGOPMALIMOHHbIX NMOTOKOB,
COKPALLEHMIO MX KOJIMYECTBA U ONTUMM3ALMM AOKYMEHTOMNOTOKOB OpraHM3aLuu.

MK 3.3. Bect paboTy no co3gaHMIO CMNpPaBOYHOrO annapata No AOKYMEHTaM C  Lebto
obecneyeHnn yaobHOro 1 BbICTPOro Ux NomcKa.

MK 3.4. MoarotaBiMBaTb AaHHble, HEOBX0AMMbIE ANA COCTAB/NIEHUA CNPaBOK Ha OCHOBE CBeAEHUM,
MMEIOLINXCA B JOKYMEHTaxX apxuBea.

MK 3.5. MpuMHMMaTb y4acTMe B pa3paboTKe /IOKaNbHbIX HOPMAaTUBHbIX aKTOB OpraHmsauuu no
BOMPOCaM AOKYMEHTaLMOHHOro obecrnedyeHms ynpasaeHns U apXmeBHoro aena.

MK 3.6. MpuHMMaTbL y4yacTMe B paboTe no noadopy W pPaACCTAHOBKE KagpoB CAyXKObl



AOKYMEHTALMOHHOIo obecneyeHuns ynpasaeHna n apxmea opraHnM3aLuu.

5.4.4. BbinonHeHne paboT MO OAHOM WMAN HECKOoAbKMM npodeccnam paboumx, AOMKHOCTAM
CNYKaLUUX.

VI. TPEBOBAHMA K CTPYKTYPE NMPOrPAMMbI NOArOTOBKU
CNELMANUCTOB CPEAHETO 3BEHA

6.1. MMNCC3 npeaycmaTpmuBaET U3yYeHUe cneaytowmx yyebHbIX LUKIO0B:
06LLero rymaHUTapHOro 1 CoumManbHO-3KOHOMMYECKOTO;
MaTeMaTM4eCcKoro 1 obLLero ecteCTBEHHOHay4YHOro;
npodeccnoHanbHoro;

W pa3genos:
y4yebHasa NpaKTuKa;
NpPOn3BOACTBEHHAA NPAKTUKA (MO Npoduto CNeumanbHOCTH);
NpPOn3BOACTBEHHAA NPAKTUKA (NpeaamMniomMHasn);
NPOMEXKYTOUYHAA aTTecTaums;
rocyapCcTBeHHAsA UTOroBas aTTecTaums.

6.2. O6s3aTenbHasn Yactb MNMNCC3 no yyebHbIM UMKAaM A0/MKHA COCTaBAsATbL OKoo 70 npoueHToB
oT obLero o6bema BpemMeHK, OTBEAEHHOIO Ha UX 0CcBoeHue. BapmaTmeHan Yactb (okono 30 npoueHToB)
[aeT BO3MOMHOCTb paclWupeHns u (unu) yrnybneHua noaroToBKM, onpenensieMon coaeprkaHuem
06A3aTeNbHON YacTU, NOJIYYEHUSA AOMNONHUTE/NIbHbIX KOMMNETEHUUI, YMEHUN N 3HAHUN, HEOBXOAUMBIX
ans obecneyeHns KOHKYPEHTOCNOCOBHOCTU BbINMYCKHMKA B COOTBETCTBUM C 3aMpOCaMmn PernMoHanbHOro
pblHKA TpyAa WU BO3MOXKHOCTAMMU NPOAO/KEHUA 06pasoBaHUA. AMCUUNAUHBI, MEeXAUCUUNAUHAPHbIE
Kypcbl W npodeccuoHanbHble MOAY/AM BapUMATUBHOW 4acTu onpegendatoTca o06pasoBaTesibHOM
opraHusaumen.

O6WMn  TYMaHUTApPHbIN U COLMANIbHO-9KOHOMMYECKUI,  MaTeEMaTUYeCcKuin un  obwui
€CTeCTBEHHOHaYYHbIN y4ebHble LUUK/bl COCTOAT U3 AUCLMUMNINH.

MpodeccnoHanbHbii  y4ebHbIA LMKA COCTOUT U3 0bwenpodeccMoHanbHbIX AUCUUMINH U
npodeccrmoHanbHbIX MOAyAe B COOTBETCTBMM C BUAAMM AeATeNbHOCTU. B cocTaB npodeccroHanbHoro
MOAYNA BXOAWUT OOUH UM HECKONBbKO MEXAMCLMMIMHAPHbIX KypcoB. Mpu 0CBOEHUM 0bydatolwmmmnca
npodeccroHanbHbIX Moayneil NpoBogATcA yuebHas 1 (Man) NPoM3BoACTBEHHAA NPAKTUKaA (No npodunto
cneunanbHoOCTH).

6.3. O6s3aTeIbHan 4acTb 06LWEro NYyMaHUTapPHOro 1 COLMaNbHO-9KOHOMUYECKOTO y4ebHOro LKA
MNCC3 6a3oBolii NOATrOTOBKM [OMKHA NPesycMaTpuBaTb U3yYeHWe Cedyrowmx 06a3aTeNbHbIX
ancumnamH: "OcHoBbl  punocopumn”, "WUctopua", "MHocTpaHHbIN A3bIK", "dusnuyeckana KynbTypa';
yrnybneHHoin noarotoBku - "OcHoBbl punocopumn”, "Uctopua”, "Mecuxonornsa obwenunsa", "MHocTpaHHbIN
A3bIK", "®Pun3nyeckas KynbTypa'.

Obs3atenbHaa 4acTb npodeccmoHanbHoro y4yebHoro umkna [MMNCC3 Kak 6a3oBoW, TakK U
yrnybneHHOM noAroTOBKM — OO/BKHA NpeaycmaTpuBaTb  M3ydeHMe  AMCUMNAMHBE  "Be3onacHocTb
KusHegeaTenbHocTn". O6bEM YacoB Ha AucUMNAUHY "Be3onacHoCTb Ku3HeaeATeNbHOCTU" cocTaBnseT
68 4acoB., M3 HUX Ha OCBOEHME OCHOB BOEHHOWM Cybbl - 48 4acos.



6.4. ObpasoBaTenbHOM OpraHu3aunen npu onpegeneHmun ctpyKtypbl MMNCC3 n TpyaoemKkocTn ee
OCBOEHMA MOXKET MPUMEHATLCA CUCTEMA 3aYETHbIX eAMHML, NpPW 3TOM OAHA 3a4eTHaA eauHuua
cooTBeTCcTBYeT 36 akageMMnYeCKUM Yacam.

Tabnuua 3

CTpyKTypa nporpammbl NOArOTOBKM CNELMANNCTOB CpeaHero 3BeHa
6a30B0ii NOArOTOBKMU



MHaeKc HanmeHoBaHMe y4ebHbIX UMKIOB, pa3aesnos, Bcero B Tom uncne MHAEeKC n HanmeHoBaHue Koapl
mopaynem, TpeboBaHMA K 3HAHUAM, YMEHUAM, | MaKCMMasbHOM Yyacos OVNCLUMUIMJIVH, dbopmmpyembix
NPaKTUYeCKOMY OMbITY y4ebHol 06A3aTeNbHbIX MEXONCLMMINHAPHDBIX KOMMETEeHL MM
Harpysku Yy4YebHbIX Kypcos (MK)
obyuatowerocs 3aHATUIM
(yac./Hen,)
Obsa3aTenibHasA YacTb y4ebHbix uukaos MNMCC3 2376 1584
0orca.00 O6LWMN 'yMaHUTaPHbIN U COUMaNbHO- 522 348
3KOHOMWYECKMI YYEBHBIN LMK
B pe3synbTaTe M3y4eHUs 06sA3aTeNIbHOM YacTu 48 Orca.01. OcHosbl OK1-9

y4ebHOro UMKkna oby4atowmincs JOKeH:
YMETb:

OpueHTUpoBaTbCA B Hanbosee obLLMX
dunocodckunx npobiemax 6bITMA, NO3HAHUS,
LUeHHOCTel, cBo6oAbl M CMbICNA KU3HU KaK
OCHOBax GOPMUPOBAHUS KyNbTYpPbI
rpaxgaHuvHa n byayuiero cneumanmcra;
3HaTb:

OCHOBHble KaTeropuun n NoHsTUa punocoduu;
posib GUNocoPun B XKU3HU YeNOBEKA U
obulecTBa;

OCHOBbI $PMNOCOPCKOro y4eHMn 0 ObITUYK;
CYLLHOCTb Npouecca No3HaHus;

OCHOBbI Hay4yHOW, punocodpckom n
PEeNUTMO3HOWN KapTUH MUP3;

06 ycnosuax GopMmMpoOBaHUA INYHOCTH,
cB0604€e M OTBETCTBEHHOCTM 33 COXPaHeHMe
YKU3HW, KYNIbTYPbl, OKPYKatoLLen cpenpl;

0 COLMaANbHbIX U STUYECKUX Npobaemax,
CBA3AHHbIX C Pa3BUTUEM U UCMOIb30BAHUEM
OOCTUNKEHUIA HAYKN, TEXHUKU U TEXHONOTUIA.

dunocodum




YMeTb:
OPUEHTUPOBATLCA B COBPEMEHHOM
3KOHOMWYECKOM, NOJIMTUYECKOMN U KYNbTYPHOM
cuTyaumm B Poccun 1 Mupe;

BbIABNATb B3aMMOCBA3b OTEYECTBEHHDIX,
PervoHanbHbIX, MMPOBbIX COLMANBHO-
3KOHOMMYECKMX, NOSIUTUYECKUX U KYNbTYPHbIX
npobnem;

3HaTb:

OCHOBHbIE HaMnpaB/ieHNs Pa3BUTUA KNKOYEBbIX
pernoHoB mmnpa Ha pybexe sekos (XX n XXI
BB.);

CYLLHOCTb M NMPUYMNHbI IOKA/IbHBbIX,
PErMoHasbHbIX, MEXIoCyAapCTBEHHbIX
KOH)NMKTOB B KOHUE XX - Hayane XXI BB.;
OCHOBHblE NpoLLeCChl (MHTErpaLMoHHbIE,
NOJIMKY/IbTYPHbIE, MUTPALMOHHbIE U UHbIE)
NOJIMTUYECKOTO U SKOHOMMUYECKOTO Pa3BUTUSA
Be4yLUMX rocy4apcTB U PErTMOHOB MUPa;
Ha3HayeHue OpraHusaumm Ob6begUHEHHbIX
Hauwnit (OOH), OpraHunsauummu
CeBepoaTtnaHTMyeckoro gorosopa (HATO),
Esponeickoro Cotosa (EC) u apyrux
OpraHM3aumii U OCHOBHbIE HaNpaBAEHUA UX
AeATeNbHOCTY;

O POJIM HaYKW, KYyNbTYpbl U PEIUTMK B
COXPaHEHUN M YKPENNEHUN HALMOHANbHbIX U
rocyapCTBEHHbIX TPAAULMIA;

cogeprkaHne U HasHavyeHne BarKHeM WX
NPaBOBbIX M 3aKOHOAATE/IbHbIX aKTOB
MWPOBOTO U PErMOHA/IbHOFO 3HAYEHUS;

48

0Orca.02. Uctopuma

OK1-9

yMeTb:
06waTbcs (YCTHO M MUCbMEHHO) Ha

126

OrC3.03. MHoCTpaHHbIN
A3bIK

OK1-9




MHOCTPAHHOM A3blKE Ha ﬂpOd)eCCMOHaﬂbeIE n

noBcegHeEBHbIE TEMbI;
nepesoanTb (CO cnosapeN\) MHOCTPAHHbIE
TEKCTbI HpO(I)ECCMOHaﬂbHOﬁ HanpaB/1€HHOCTH,

CaMOCTOATE/IbHO COBEPLUEHCTBOBATL YCTHYIO U

NMUCbMEHHYO peyb, NOMO/IHATbL CIOBaPHbI
3anac;

3HaThb:

neKkcmyeckuit (1200 - 1400 nekcnyeckmx
eauHUL) M TPaMMaTUYECKUIA MUHUMYM,
HeobXxoAMMbIN ANs YTeHUs 1 nepesoaa (co
C/10Bapem) MHOCTPAHHbIX TEKCTOB
npodeccMoHaibHOM HanpPaBEHHOCTY;

YMeTb:
MCNoNb30BaTb GU3KYNbTYPHO-
034,0P0BUTENbHYIO AEATENIbHOCTb 411
YKpenneHua 340p0Bbs, AOCTUNKEHMUSA
YKU3HEHHbIX M NPodeccnoHanbHbIX Lenewn;
3HaTb:

0 ponu GU3NYECKOIM KyAbTypbl B
06LLEKYNbTYPHOM, MPOdECCMOHANBHOM U
COLUMANbHOM PA3BUTUM YEIOBEKa;

OCHOBbI 34,0pP0OBOro 06pa3za XKU3HM.

252

126

Orc>.04. dusmnyeckas
Ky/ibTypa

OK?2,3

EH.00

MaTemaTuyeckuii u obwmmn
€CTeCTBEHHOHAYYHbIN yYebHbIN LMKA

198

132

B pesynbTaTte uUsydeHus oba3aTeNIbHOM YacTu
y4yebHOoro unKaa obyyatoWmMmnca gONKeH:
YMeTb:

pewaTb 33241 Ha OTbICKaHWe NPOWN3BOAHON
CNOYKHOM GYHKLMM, MPOM3BOAHbIX BTOPOrO U
BbICLUMX NOPAAKOB;

EH.01. MaTemaTtuKa

OK1-6,9




NPUMEHATb OCHOBHbIE METOApbI
WHTErpMpoBaHUA NPy peLleHmnm 3a4ay;
NPUMEHATb METOZbl MaTeMaTUYECKOTO
aHa/M3a Npu peweHnn 3a4a4 NPUKIALHOro
XapaKTepa, B TOM yncae npodpeccroHanbHom
HanpaBJEHHOCTY;

3HaTb:

OCHOBHbIE MOHATUA U METOAbI
MaTemMaTUYeCcKoro aHaAn3a;

OCHOBHbIE YNCTIEHHbIE METOAbI peLleHns
NPUKNaaHbIX 3a4ay;

YMEeTb:
paboTaTb C COBPEMEHHbIMM OMepPaLNOHHbIMM
cMCTEMaMM, TEKCTOBbIMU peaaKTopamu,
Tab/MYHBIMM NPOLLECCOPaMM, CUCTEMAMM
ynpasfeHua 6a3amm AaHHbIX, Nporpammamm
NOAroTOBKM Npe3eHTaumit, MHGOPMaLMOHHO-
NMOWCKOBbLIMMW CUCTEMAMM M NONb30BATHLCA
BO3MOXKHOCTAMU MHPOPMaLMOHHO-
TeNeKOMMYHUKaUNOHHOM ceTn "UHTepHeT"
(manee - cetb UHTEpHET);

npodeccnoHanbHO OCyLLecTBAATb HAabop
TEKCTOB Ha NePCOHa/IbHOM KOMMbIOTEPE;
3HaTb:

TEXHUYECKME CPeACTBA U MPOrpaMMHoOe
obecneyeHve NepcoHasibHbIX KOMMbIOTEPOB;
TEopeTUYECKMe OCHOBbI COBPEMEHHbIX
MHGOPMALMOHHbBIX TEXHOOTUIM obLLero u
CNeunann3MpoBaHHOIO Ha3HaYeHus;
PYCCKYIO M TaTUHCKYIO KNaBuaTypy
NepcoHaNbHOIO KOMMbIOTEPa;

npasuaa obopmaeHUn AOKYMEHTOB Ha
nepcoHaNbHOM KOMMNbIOTEPE;

EH.02. UHPopmaTHKa

OK4,5,9




yMeTb:
OpPUEHTUPOBAaTLCA B Hanbonee obWmxX
npobaemax 3KoNormm u
NPUPoOAONONb30BaHNS;

3HaThb:

0CcobeHHOCTN B3aumoaencTeusa obLectsa u
npupoapl;

npupoaopecypcHbii NnoTeHumnan Poccnu;
NPUHUMNBI U METOAbl PaLMOHANbHOTO
NpUPOAONO/b30BaHUS;

NnpaBoOBble M COLMa/IbHbIe BOMPOCHI
NpMPOAONO/Ib30BaHUA.

EH.03. 3konormnyeckue
OCHOBbI
NPMPOAON0/b30BaAHUA

OK3,6,7,9

.00

MpodeccnoHanbHbIN y4ebHbIN LKA

1656

1104

0orn.oo

ObwenpodeccnoHabHble AUCLUNANHDI

918

612

B pe3synbTaTte nsyyeHunn obsasaTesIbHOM 4acTm
npodeccrmoHanbHOro y4ebHoro LuMKna
06Yy4aloLLMIACA AOMKEH:

YMETb:

OPUMEHTMPOBATLCA B BONPOCAX 3IKOHOMMUYECKOM
TEOPUWN B COBPEMEHHbIX YC/IOBUAX;

3HaTb:

3aKOHOMEPHOCTM PpYHKLMOHNPOBAHUA
PbIHOYHbIX MEXaHWU3MOB Ha MUKPO- U
MaKpOYPOBHSAX U METOAbl FOCYAapCTBEHHOrO
peryaMpoBaHus;

obLMe NONOKEHNA SIKOHOMMUYECKON TeEoPUHY;

OMN.01. 3KoHOoMMYecKanA
TeopuA

OK1-7
MK11-13

YMETb:
paccyMTbIBaTh MO NPUHATON METOA0NOTMUU
OCHOBHblE TEXHUKO-3KOHOMMUYECKUE

noKasaTenu AesTesbHOCTU OpraHM3aumy;

OM.02. 9KoHOMMUKa
opraHuMsauunm

OK1-7
MK11-13




3HaTb:
OCHOBHblE€ MUKPO- U MAaKPO3KOHOMUYECKHE
KaTeropnn n nokasatenn, MetTodbl X pacyeTa;

YMETb:
ynpaBnaTb KOHGANKTAMM U CTPeccamin B
npouecce NpodeccMoHabHON AeATENbHOCTH;
3HaTb:

XapaKTepHble YepTbl COBPEMEHHOTO
MEHEAXKMEHTA; LMK MEHEIMKMEHTa;

npouecc NPUHATUA U peanmsauum
YNpaB/IEHYECKMX peLlleHnii, MHPOPMaLMOHHOEe
obecneyeHne MeHeaKMEHTa;

OMn.03. MeHegXmeHT

OK1-9
MNK1.1,1.2,1.4-
1.8,2.4,2.5

YMeTb:

NPUMEHATb KaapPOoBYIO NONTUKY Ha
rocyfapcTBEHHOM M MyHULMMNANBbHON CNyKbe;
3HaTb:

CUCTEMY FOCYAAPCTBEHHbIX YUPEKAEHUI U
OpPraHoOB MECTHOIO CaMOYMNpPaB/IeHUS;
obwue npMHUMNbI M TpeboBaHMA K
NPOXOXAEHMUIO rOCYAaPCTBEHHON U
MYHUUMNANbHOM CNyXKObl;
OpraHM3aLUMOHHO-MNPaBoBbie GOPMbI
rocyapcTBEHHOro annapaTta ynpaB/ieHuUs;

OM.04. TocypapcTBeHHaa u
MyHUUMNaNbHasA cyxkba

OK1-8
MK1.1-1.8

YMETb:

paboTaTb ¢ NpodeccMoHasbHbIMM TEKCTaMM Ha
MHOCTPAHHOM fI3bIKE;

COCTaBAATb U 0POPMAATL OPraHM3aLUOHHO-
pacnopsaaMTenbHY0 JOKYMEHTaLMIo Ha
MHOCTPAHHOM fSI3bIKE;

BECTW NepPeroBopbl Ha MHOCTPAHHOM A3bIKE;
3HaTb:

OnN.05. NHoCTpaHHbIM A3bIK
(npodeccrmoHanbHbIM)

OK1-7
MK11-13




NPaKTUYECKYIO IPaMMaTUKy, Heobxoaumyto
AnA npodeccmoHanbHoro obLeHns Ha
MHOCTPAHHOM fI3bIKE;

ocobeHHOCTM nepeBoaa CyKebHbIX
[OKYMEHTOB C MHOCTPAHHOTO A3bIKa;

YMETb:
NPUMEHATb B NpodeccMoHabHOM
AeATeNbHOCTN NpUeMbl Ae10B0ro obueHus;
3HaTb!

OCHOBHble Npasuaa NPodeccnoHabHON STUKK
W NpUeMbl 4e10BOro o0bLeHNA B KONNIEKTUBE;
0c06eHHOCTM NPOdECCUOHANBHOMN STUKM U
NCUXONOTUN AEN0BOro OBLLEHMA CAYMKALLUX
rocy4apCTBEHHbIX U MHbIX OPraHM3auNOHHO-
NpPaBoBbIX POPM yUpeEKAEHUN N OpraHU3aLNiA;

OnN.06. MNpodeccrmoHanbHas
3TUKa U NcUxonormAa
[enoBoro obueHnn

OK1-8
MK12-16,1.8

YMETb:
€034,aBaTb 61aroNPUATHBLIN NCUXOOTMYECKUN
KMMaT B KONJIEKTUBE;

3 PeKTUBHO yNpaBaaTb TPYLOBbIMU
pecypcamu;

3HaTb:

coaeprkaHne Kaaposoro, MHGOPMALMOHHOTO,
TEXHMYECKOro M NPaBoBOro obecneyeHus
CUCTEMbI YNPABAEHUSA NEPCOHAIOM;
OPraHM3aLMOHHYIO CTPYKTYPY CAYKObl
ynpaBneHua NepcoHanom;

obLumMe NPUHLUMMbI YNPaBAEHMA NEPCOHANIOM;
NPUHUMIMNbI OPraHn3aL MM KaapoBon paboTol;
MCUXONOTUYECKME aCNeKTbl YNPaBAeHUs,
cnocobbl paspeLleHnn KOHPAMKTHBIX
CUTYaUM B KOJINEKTUBE;

OM.07. YnpasneHue
nepcoHanom

OK1-9
MK 1.7, 2.6, 2.7




YMETb:

3alMLWATb CBOM NpaBa B COOTBETCTBUM C
TPYAOBbIM 3aKOHO4ATENIbCTBOM;
MCnosib30BaTb NPaBoOBYO MHOPMALMIO B
npodeccnoHanbHON AeATENbHOCTH;
3HaThb:

npaBa U 0653aHHOCTM CAYKaLUUX;
3aKOHOAATe/IbHbIE aKTbl M HOPMATUBHbIE
OOKYMEHTbI, peryipyolumne
NPaBOOTHOLEHNS GU3NYECKUX U
HOPUANYECKUX TN,

OCHOBHbIE 3aKOHOAATE/IbHbIE aKTbl O
npaBoBom obecnevyeHnun npodeccMoHaibHOM
OEeATeNIbHOCTU CYMKaLLmX;

On.08. MNpasosoe
obecnevyeHue
npodeccnoHanbHoM
AeaTeNbHOCTU

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

YMETb:

OpraHn3o0BbIBaTb M NPOBOAUTL MEPONPUATHUA
no 3almTe paboTaroLmnX U HaceneHus oT
HeraTMBHbIX BO34ENCTBMI Ype3BblYaMHbIX
CUTyaumm;

npeanpuHMMaThb NpoduakTUYECKMe Mmepbl
AN CHUXKEHUS YPOBHSA ONacHOCTeN
pa3IMYHOro BUAA U UX NOCNEACTBUN B
npodeccnoHanbHON AeATENbHOCTU U ObITY;
MCnoib30BaTb CpeacTBa MHANBUAYAIbHOM U
KONINEKTUBHOM 3aLUUTbl OT OPYHKMA MACCOBOrO
noparkeHus;

NPUMEHATb NepBUYHbIE CPeaCTBa
NoXKapoTyLleHus;

OpPMEHTUPOBATLCA B NepeyHe BOEHHO-YYETHbIX
cneumanbHOCTEN U CaMOCTOATE/IbHO
onpeaensaTb cpean HUX POACTBEHHbIE
Nosly4eHHOM CneunanbHOCTH;

NPUMeHATb NpodeccMoHanbHble 3HaHUSA B

68

OI.09. be3onacHoOCTb
*KU3HeeATeIbHOCTH

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




X04e UCNonHeHus 06A3aHHOCTE BOEHHOM
CNy»KObl Ha BOMHCKUX AO/MKHOCTAX B
COOTBETCTBUM C NOSIYYEHHOM
CNeLmanbHOCTbIO;

BNafeTb cnocobamm 6€CKOHPANKTHOTO
06LLEeHNA U CaMOoperynALNN B NOBCEAHEBHOM
0eATENbHOCTU U IKCTPEMASIbHBIX YCN0BUAX
BOEHHOW CNyXK6bI;

OKa3blBaTb NEPBY0 NOMOLLb NOCTPALABLLMM;
3HaTb:

NPUHLMNbI 06ecneyeHma yCTOMUYNBOCTH
06bEKTOB 3KOHOMMKM, MPOTrHO3UPOBaHUSA
pa3BUTMA COBbITUIN N OLLEHKWN NOCNeacTBUI
NPV TEXHOTEHHbIX YPE3BbIYaHbIX CUTYaUMAX U
CTUXMIAHDBIX ABNIEHUSAX, B TOM YMC/E B YC/IOBUAX
NPOTUBOLENCTBMA TEPPOPU3MY KaK CEPbE3HOM
yrpose HaunoHanbHol 6besonacHocTn Poccuu;
OCHOBHbI€ BMAbl NOTEHLMANbHbIX ONACHOCTEM
N X nocneacTeunsa B npodeccuoHaibHoM
OeATeNbHOCTU U BbITY, NPUHLMMNbI CHUXKEHUSA
BEPOATHOCTM UX pPeannsaLmm;

OCHOBbI BOEHHOM CNyX0Obl 1 0BOPOHDI
rocyaapcrea;

33,341 U OCHOBHbIE MEPONPUATUA
rpaxgaHcKol 060poHbI; cnocobbl 3aLmTbl
Hace/NIeHNs OT OPYKMA MACCOBOIO NOPAXKEHUS;
Mepbl NoXKapHoi 6esonacHOCTM U Npasuaa
6e30MacHOro NoBeAeHMsA NPU NoxKapax;
OpraHM3aLmio U NopPAAOK NPU3bIBA rpaxaaH
Ha BOEHHYIO CNy}KOy M NOCTyn/eHus Ha Hee B
[06poBOSILHOM NOPALKE;

OCHOBHble BU/bl BOOPYKEHWUSA, BOEHHOM
TEXHUKW U CNELMaNbHOTO CHapAXKeHUA,




COCTOSALLME HA BOOPYKEHUN (OCHALLEHWM)
BOWMHCKUX NOAPa3ae/ieHni, B KOTOPbIX
MMEITCA BOEHHO-YYeTHble CMELMANbHOCTH,
poacTBeHHble cneumanbHocTam Cro;
0621acTb NPUMEHEHMA NOJTy4aEMbIX
npodeccnoHanbHbIX 3HaHU NPU UCNONHEHUM
06A3aHHOCTEN BOEHHOW CNY*KObI;

nopAAoK 1 NpaBuia OKa3aHWUA NepBoOn
NomMoLM NOCTPaAABLUNM.

NM.00 MpodeccnoHanbHble MoaYM 738 492
nm.ol1 OpraHunsauma 4OKYMEHTALMOHHOro M/K.01.01. OK1-9
obecneyeHns ynpaBneHus 1 LJOKyMmeHTauuoHHoe MK1.1-1.10

bYHKLMOHNPOBaHNA OpraHn3auum

B pe3synbTaTte nsyyeHus npopeccMoHanbHoro
Moayna obyyatomMnca AONKEH:

NMMEeTb ﬂpaKTquCKMD’I onbIT:

OpraHM3aunm AOKYMEHTALMOHHOIO
obecneyeHna ynpasaeHUA 1
bYHKUMOHNPOBAHMA OpraHM3aumu;

YMETb:

NPUMEHATb HOPMATUBHbIE NPABOBbIE aKTbl B
yNpaB/IeHYECKOWN AeATENbHOCTYH;
NoAroTaBAMBaTb NPOEKTbI YNPaBJeHYECKUX
peleHni;

0b6pabaTbiBaTb BXOAALLME U UCXOAALLME
[OKYMEHTbI, CUCTEMATU3NPOBATb UX,
COCTaBNATb HOMEHKNATYPY Aen U
bopmmrpoBaTb LOKYMEHTbI B AE€N3;

rOTOBWUTb M NPOBOAUTL COBELLAHUA, 1e10Bble
BCTPEYM, MPUEMbI U NPE3EHTALLUN;

3HaTb:

HOpMaTMBHbIE NPaBOBbIE aKTbl B 06/1acTH

obecnevyeHue ynpasaeHuna

M/AK.01.02. lNMpasosoe
peryamposaHue
ynpaB/ieH4YecKom
[eATeNbHOCTH

MAK.01.03. OpraHmsaumsa
CeKpeTapcKoro
obcnyKmBaHuA




OpraHM3aLMmM ynpaBieHYecKon AeaTeNbHOCTY;
OCHOBHbIE NPaBWIa XPaHEHUS U 3aLLMUTbI
cnyxebHol nHbopmauuu.

MM.02

OpraHusaums apxmMBHOM U CPaBOYHO-
MHGOPMAUMOHHOM paboTbl MO AOKYMEHTAM
opraHmsaumm

B pe3synbTate M3yyeHus NpopeccMoHanbHOro
Mmoaynsa oby4yatowmincs 4OKEH:

MMETb NMPaKTUYECKUI OMbIT:

OpraHM3aLmn apXMBHOM M CNPaBOYHO-
MHGOPMAUMOHHOWM paboTbl MO AOKYMEHTAM
opraHusaumu;

YMeTb:

OPraHM30BbIBATL 4EATENIbHOCTb apXMBa C
Y4YeTOM CTaTyca 1 Npoduan opraHmnsaumnu;
paboTaTb B CUCTEMAX 3/TEKTPOHHOTO
OOKYMeHTo060poTa;

MCNONb30BaTb B AEATE/IbHOCTU apXMBa
COBpPEMEHHbIE KOMMNbIOTEPHbIE TEXHOI0TUMK;
NPUMEHATb COBPEMEHHbIE METOLAMKM
KOHCepBaLMM U pecTaBpaumm apXmBHbIX
OOKYMEHTOB;

3HaTb!

CUCTEMY apXWBHOIO YNpaBaeHWA B
Poccuiickoit ®enepaLmm n opraHn3aumio
ApxuBHoro ¢poHzaa Poccuiickon deaepaumm;
CUCTEMY XPaHEHMA N 06PabOTKN LOKYMEHTOB.

MAK.02.01. OpraHusauma u
HOPMATMBHO-NpPaBOBble
OCHOBbI apXMBHOTO Aena

MAK.02.02.
rocynapcTBeHHbIE,
MYHULMNANbHbIE apPXMBbI 1
apX1Bbl OpraHMn3aLmi

MAK.02.03. MeTtoauKka n
NpaKTUKa apxmsoBeseHuns

MZAK.02.04. ObecneyeHune
COXPAHHOCTU JOKYMEHTOB

OK1-9
NnK2.1-2.7

MM.o3

BbinosHeHMe paboT No ogHoM nan
HeCKo/IbKMMm npodeccuam pabouux,
AONKHOCTAM CAYMKALMX

BapwuaTtnsHas yactb y4ebHbix ymkaos MMNCC3

1026

684




(onpeaensetca obpasoBaTenibHOM
OpraHusaumen CamoCcToATENbHO)

Bcero yacoB oby4yeHus no yyebHbIM UuKAam 3402 2268
Mncecs
Y.00 YyebHan npaKkTuKa OK1-9
MK 1.1-1.10,
nn.oo MponssoacTBeHHasA NpakTuKa (no npoduo 6 Hea, 216 21-2.7
cneumanbHoOCTH)
(B pea. Mpukasa MuHnpoceeweHns Poccun ot 13.07.2021 N 450)
nan.oo MponssoacTBeHHAA NPAKTUKA 4vep, 144
(npeaanniomHas)
(8 pea. Mpukasa MuHnpoceeweHns Poccum ot 13.07.2021 N 450)
MA.00 lMpomexyToyHan aTTecTauma 3 Hep.
M’A.00 [ocygapcTBeHHaA UTOroBas aTrecTauma 6 Hea.
MNA.01 MoaroToBKa BbINYCKHOW KBaIMPUKALNOHHOM 4 Hep.
paboTbl
M'A.02 3awmTa BbINYCKHOM KBAaMPUKALNMOHHOM 2 Hep.

paboTbl
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Tabnuua 4

Cpok nosnyyenua CMO no NMCC3 6a3o0Boi NOAroTOBKM B O4HOM popme obydyeHua coctasaneTt 95
Heae b, B TOM YUC/e:

O6yuyeHue no y4yebHbIM UMKIam 63 Hea.
YuyebHasa npaKkTuKa
6 Hep.
MponsBoacTBEHHAA NpPaKTUKA (Mo Nnpoduato cneumanbHOCTH)
Mpon3BoACTBEHHAA NPAKTUKA (NpesamniomHas) 4 Hep,
MpomexKyTo4yHaaA aTTecTauma 3 Heg.
locypapcTBeHHaA UToroeas aTrecTauma 6 Heg,
KaHunKynbl 13 Heg.
Utoro 95 Heg.,
Tabnuua 5

CTpyKTypa nporpammbl NOArOTOBKU CNELMANIUCTOB CPeaHEro 3BeHa
yrny6neHHoOW NOAroToBKMU



MHaeKc HanmeHoBaHMe y4ebHbIX UMKIOB, pa3aesnos, Bcero B Tom uncne MHAEeKC n HanmeHoBaHue Koapl
mopaynem, TpeboBaHMA K 3HAHUAM, YMEHUAM, | MaKCMMasbHOM Yyacos OVNCLUMUIMJIVH, dbopmmpyembix
NPaKTUYeCKOMY OMbITY y4ebHol 06A3aTeNbHbIX MEXONCLMMINHAPHDBIX KOMMETEeHL MM
Harpysku Yy4YebHbIX Kypcos (MK)
obyuatowerocs 3aHATUIM
(yac./Hen,)
Obsa3aTenibHasA YacTb y4ebHbix uukaos MNMCC3 3672 2448
0orca.00 O6LWMN 'yMaHUTaPHbIN U COUMaNbHO- 804 536
3KOHOMWYECKMI YYEBHBIN LMK
B pe3synbTaTe M3y4eHUs 06sA3aTeNIbHOM YacTu 48 Orca.01. OcHosbl OK1-9

y4ebHOro UMKkna oby4atowmincs JOKeH:
YMETb:

OpueHTUpoBaTbCA B Hanbosee obLLMX
dunocodckunx npobiemax 6bITMA, NO3HAHUS,
LUeHHOCTel, cBo6oAbl M CMbICNA KU3HU KaK
OCHOBax GOPMUPOBAHUS KyNbTYpPbI
rpaxgaHuvHa n byayuiero cneumanmcra;
3HaTb:

OCHOBHble KaTeropuun n NoHsTUa punocoduu;
posib GUNocoPun B XKU3HU YeNOBEKA U
obulecTBa;

OCHOBbI $PMNOCOPCKOro y4eHMn 0 ObITUYK;
CYLLHOCTb Npouecca No3HaHus;

OCHOBbI Hay4yHOW, punocodpckom n
PEeNUTMO3HOWN KapTUH MUP3;

06 ycnosuax GopMmMpoOBaHUA INYHOCTH,
cB0604€e M OTBETCTBEHHOCTM 33 COXPaHeHMe
YKU3HW, KYNIbTYPbl, OKPYKatoLLen cpenpl;

0 COLMaANbHbIX U STUYECKUX Npobaemax,
CBA3AHHbIX C Pa3BUTUEM U UCMOIb30BAHUEM
OOCTUNKEHUI HAYKN, TEXHUKU U TEXHONOTUIA;

dunocodum




YMETb:
OpPMEHTUPOBATLCA B COBPEMEHHOM
3KOHOMWYECKOM, NOJIMTUYECKOMN U KYNbTYPHOM
cuTyaumm B Poccum M mupe;

BbISIB/INTb B3aMMOCBA3b OTEYECTBEHHbIX,
pernoHasibHbIX, MMPOBbIX COLNA/bHO-
3KOHOMMWYECKMX, NONUTUYECKUX U KYNbTYPHbIX
npobnem;

3HaThb:

OCHOBHbI€ HaNpPaB/AeHUA PA3BUTUS KNHOYEBDIX
pernoHoB mmnpa Ha pybexe sekos (XX n XXI
BB.);

CYLLHOCTb M NPUYMHDBI IOKANbHbIX,
PErnmoHasibHbIX, MEKIoCY4aPCTBEHHbIX
KOH)NMKTOB B KOHUE XX - Hayane XXI BB.;
OCHOBHblE NpoLLeCChl (MHTErpaLMoHHbIE,
NOJIMKY/IbTYPHbIE, MUTPALMOHHbIE U UHbIE)
NOJIMTUYECKOTO M SKOHOMMUYECKOTO Pa3BUTHUA
BeAYLLMX roCyAapcTB U PETMOHOB MUP3;
Ha3sHayeHne OOH, HATO, EC u apyrmnx
OpraHu3aLnii N OCHOBHbIE HaNpPaB/IEHUA UX
OeATeNbHOCTY;

0 PONN HayKN, KyNbTypbl N PENUTUN B
COXPaHEHUWN U YKPENEHUM HAaLUMOHANbHbIX U
rocyaapcTBeHHbIX TPaAULNN;

coAepraHne U HasHauyeHMe BarKHenLwmnx
NpPaBOBbIX U 3aKOHOAATE/IbHbIX aKTOB
MWPOBOTO U PErMoHaIbHOro 3HaYeHUs;

48

0Orca.02. Uctopuma

OK1-9

YMETb:
NPUMEHATb TEXHUKM U Npuembl 3GeKTUBHOTO
ob6LweHns B NpodeccnoHabHoM
AeATeNbHOCTH;

MCMo/b30BaTb MPMEMbI CaMOpPeryaaumnm

48

Orca.03. Ncmnxonorua
obueHus

OK1-9
NK2.7,3.6




noseAeHMA B NpoLEecce MeXINYHOCTHOIO
obuweHuns;

3HaTb:

B3aMMOCBA3b 0OLLEHNA U AeATENbHOCTY;
uenu, GyHKUMKM, BUAbI M YPOBHU 0bLWEHUSA;
PO/IY U PONEBbIE OXKUAAHUA B OOLLEHUN;
BMAbl COLMANbHbBIX B3aMMOAENCTBUIA;
MEeXaHW3Mbl B3aMMONOHUMAHUA B 0OLWEHNN;
TEXHUKN U Npuvembl 06LWeHNn, npasuaa
CnylWwaHus, seaeHua beceapbl, yoerkaeHus;
3TUYECKME NPUHLMNbI OOLLEeHMS;

WMCTOYHUKM, NPUYUHDI, BUAbI U CNOCOODI
pa3spelleHmna KOHGNKTOB;

YMeTb:

06waTbcs (YCTHO M MUCbMEHHO) Ha
MHOCTPaHHOM fA3blKe Ha NPOdeCcCUOHaNbHbIE U
noBceHEBHbIE TEMbI;

nepeBoAMTb (CO c10BapemM) MHOCTPaHHbIe
TeKCTbl NpodeccnoHabHON HanpaBAEHHOCTH;
CaMOCTOATE/IbHO COBEPLLEHCTBOBATb YCTHYHO U
NMUCbMEHHYIO Peyb, NOMNOJIHATL C/IOBAPHbI
3anac;

NOHUMaTb AMaIOTUYECKYHO U
MOHOJIOrMYEeCcKyto peyb B chepe
npodeccnoHanbHON AeATENBHOCTY;

3HaTb:

neKkcnyeckuit (3000 nekcUYecKmx egmHULL) u
rpammaTUyecKMini MUHUMYM, HeoBXo4MMbIN
ANA YTeHua 1 nepesoda (co cnoBapem)
WMHOCTPaHHbIX TEKCTOB NPOdPEeCCUOHANBHOM
HanpaB/ieHHOCTH;

196

OrC3.04. UHocTpaHHbIN
A3bIK

OK1-9

yMeTb:

392

196

OrC3.05. ®nsunyeckas

OK?2,3,6,9




MCMNoab30BaTb GPU3KYNbTYPHO-CNOPTUBHYIO
AeATeNbHOCTb ANS YKPenieHna 340p0BbS,
OOCTUMEHMSA Y KUSHEHHbIX U
npodeccroHanbHbIX Lenew;

3HaTb:

0 POV GU3NYECKOW KyNbTypbl B
06LLEKYNbTYPHOM, NPOGECCUOHANBHOM U
COLMANbHOM Pa3BUTUM YEIOBEKA;

OCHOBbI 340P0BOro 06Pa3a *KMU3HM.

Ky/abTypa

EH.00

MaTemaTnyeckmin n obmit
€CTeCTBEHHOHAYYHbIN Y4ebOHbIN LMKA

390

260

B pe3ynbTaTte UsyyeHus obAa3aTesIbHOM YacTu
y4ebHOro uyKna oby4atoWwmnea AoNKeH:
YMETb:

peLaTb 3a4a4M Ha OTbICKaHME NPOU3BOAHOM
CNOXHOM PYHKUMKM, MPOU3BOLHbBIX BTOPOTO U
BbICLLUMX NOPAAKOB;

MCMNONb30BaTb Pa3/INiHbIE METOAbI
WHTErpMpoBaHMA NP peLleHnn 3a4avy;
MCNO/b30BaTb METOAbl MaTEMATUYECKOTO
aHanuM3a npu peleHnmn 3agad NpMKAaLHoOro
XapaKTepa, B TOM Ymcne npodpeccmoHanbHOM
HanpaB/ieHHOCTMK;

peLaTb CUCTEMbI YPABHEHWIA C HECKOIbKMMM
nepemMeHHbIMU MATPUYHBIM U APYTMMU
cnocobamu:

MCNoNb30BaTb anrebpanyeckne MeToabl Npu
peLIeHMM reoMeTPUYECKNX 3a4aY;

3HaTb:

OCHOBHbIE MOHATUA U METOAbI
MaTeMaTMYeCKOro aHann3a, IMHenHon
anrebpbl M aHAIMTUYECKON reoMeTpuu;

EH.01. MaTemaTuKa

OK1-6,9




OCHOBHbIE YNC/IEHHbIE METOAbI pPeLleHus
NPUKNAAHbIX 334a4;

CYLWHOCTb, BUAbI M CNOCO6bLI pelueHns 3a4a4
aHa/IMTUYECKOW reOMETPUMN Ha NIOCKOCTU U B
NPOCTPaHCTBE;

YMETb:

paboTaTb C COBPEMEHHbIMM ONepPaLOHHbIMM
CUCTEMAMM, TEKCTOBbIMM peflaKTopamMu,
TabIMYHBIMK NPOLLECCOPAMU, CUCTEMAMM
ynpasneHua 6asamu faHHbIX, Tporpammamm
NoAroTOBKM Npe3eHTaunit, MHGopMaLMOHHO-
NMOWMCKOBbIMM CUCTEMAMM M NOJIb30BATbCA
BO3MOHOCTAMM r106anbHOM ceTh UHTEpHET;
3HaTb:

OCHOBHble MeToAbl U cpeacTsa cbopa,
06paboTKK, XpaHeHUs, Nnepeaayn 1
HaKkonneHuna nHpopmaumm;

TEXHUYECKME CpeacTBa U NPOrpaMmHoe
obecneyeHne NepcoHanbHbIX KOMMNbIOTEPOB;
TEOpPEeTUYECKME OCHOBbI COBPEMEHHbIX
MHPOPMALMOHHbIX TEXHONOTNIM 0bLEero u
Cneunann3MpoBaHHOIO Ha3HaAYeHWs;

EH.02. UHdopmaTuKa

OK4,5,9

YMETb:

OpueHTMpOoBaTbCA B Hanbonee obLmx
npobaemax 3KON0rMun n
NpPMPOAONOAb30BaHUS;

3HaTb:

0COBEeHHOCTM B3anmoaencTena obLiecTsa u
npupoAbl;

npMpoaopecypcHbIli noTeHumnan Poccuu;
NPUHLMMNbI U METOAbI PaLMOHaNbHOMO
NpPMPOAONONb30BaHUS;

EH.03. 3konornyeckue
OCHOBbI
NpPMPOAON0/b30BaHUA

OK3,6,7,9




npaBoBblE U COUMaibHble BOMNPOCHI
npnpoaonoab3oBaHUA;

YMETb:

NCNo/ib30BaTb TEXHOI0TMMK cbopa,
pasmeLLeHnaA, XpaHeHNA, HAKONAEHUA,
npeobpasoBaHnsA 1 Nepeaadn AaHHbIX B
nNpodeccMoHaIbHO OPUEHTUPOBAHHbIX
MHGOPMAUMOHHbBIX CUCTEMAX;

obecneynBaTb AOCTOBEPHOCTb MHPOPMALMN B
npoLecce aBToMaTU3MpPOBaHHON 06PaboTKM
OaHHbIX;

3HaThb:

KnaccuduKaumno MHGOPMALMOHHbBIX CUCTEM;
BMAbl TEXHOJIOTMYECKUX NpoLeccoB 06paboTku
nHbopmauum B UHGOPMALMOHHBIX CUCTEMAX,
0COHBEHHOCTU UX NPUMEHEHMS;

MeToAbl N Npuembl obecneyeHuns
MHbOpMaLMOHHOM be3onacHOCTH.

EH.04. NHdopMmaLMOHHbIe
cUCTEMbI B
npo¢deccnoHanbHOM
AeATenbHOCTU

OK1-9
MK3.1-3.6

.00

MpodeccnoHanbHbIN y4ebHbIN LIUKA

2478

1652

or.oo

O6uwenpodeccmoHanbHble AUCLMNANHDI

1180

786

B pesynbTaTte uUsydeHus oba3aTeNbHOM YacTu
y4yebHOoro uuKaa oby4yatoWmMmncs gONKeEH:
YMeTb:

OPUEHTUPOBATLCA B BONPOCAX SKOHOMUYECKOW
TEOPUU B COBPEMEHHbBIX YCNOBUAX;

3HaThb:

3aKOHOMEPHOCTU GYHKLMOHUPOBAHUSA
PbIHOYHbIX MEXaHNM3MOB Ha MUKPO- U
MaKpOYypOBHAX U METOAbl rOCyAapCTBEHHOro
perynmposaHus;

ONn.01. SKoHOMMYEeCKaA
TeopuA

OK1-7
MK11-13




O6LLI,ME NMO/I0KEHNA SKOHOMUYECKOW TEOPUMN;

YMETb:

pPaccYMTbIBATb NO NPUHATON METOA010TUN
OCHOBHbIe TEXHWKO-3KOHOMMYECKUE
nokasaTenu AeATelbHOCTM OpraHusaLmm;
3HaTb:

OCHOBHbIE MUKPO- U1 MaKPO3KOHOMUYECKME
KaTeropum n nokasartesn, MeToabl X pacyeTa;

Orl1.02. SKoHOMMKa
opraHusaumm

OK1-7
MK1.1-1.3

yMeTb:

yNpaBAATb KOHGAMKTaMM U CTpeccamu B
npouecce NpodeccnoHanbHOM AeATENbHOCTH;
3HaTb:

XapaKTepHble YepTbl COBPEMEHHOIO
MeHeaXMeHTa;

UMK MEeHeKMEHTa;

NpoLLecc NPUHATUA U peannsaumu
yNpaBAeHYeCcKUX peLleHunin, MHpopmaLmoHHoe
obecrneyeHne MeHeOKMEHTa;

0On.03. MeHeaXMeHT

OK1-9
MK1.1,1.2,1.4-
1.8,

24,25

YMETb:

NPMMEHATb KaapOoBYIO NOIMTUKY Ha
rocyAapCTBEHHOM U MyHULMNANbHOM CNy:Kbe;
3HaTb:

CUCTEMY FOCYapPCTBEHHbIX YUPEKAEHUN U
OpraHoOB MECTHOrO CaMoyMnpaBaeHUs;
obwue npmuHUMnbI M TpeboBaHMA K
NPOXOXKAEHWNIO TOCYAAPCTBEHHOM U
MYHULMNANbHON CNyKObl;
OpraHM3aLMOoHHO-NPaBoBble popmbl
rocyf,apCTBEHHOro annapara yrnpaB/ieHus;

OM.04. l'ocypapcTBeHHas u
MYHUUMNANbHan cnyxba

OK1-8
MK1.1-1.8

yMeTb:

OnN.05. MHoCTpaHHbIM A3bIK

OK1-7




paboTaTb C NpodeccUoHaNbHbIMU TEKCTaMM Ha
MHOCTPaHHOM A3blKe;

COCTaBAATb U 0HOPMAATL OPraHN3aLMOHHO-
pacnopaaMTenbHYO AOKYMEHTALMIO Ha
MHOCTPaHHOM A3bIKe;

BECTU NeperoBopbl Ha MHOCTPAHHOM A3bIKe;
3HaThb:

NpPaKTUYECKYIo rPaMmMaTUKy, Heobxoaumyto
Ana npodeccmoHanbHOro obLeHns Ha
MHOCTPAHHOM A3blKe,

0CObBEeHHOCTU NepeBoaa CAy>KebHbIX
JOKYMEHTOB C MHOCTPAHHOTO A3blKa;

(npodeccroHanbHbIiM)

MK1.1-1.3

YMeTb:
NPMMEHATb B NpodecCMoHaNnbHOM
OeATeNbHOCTU NpMeMbl AeN0BOro obLeHus;
3HaTb:

OCHOBHble NpasBuaa NPodeccnoHabHON STUKK
W NpUeMbl 4eN0BOro 06LEHMA B KONIEKTUBE;
0co06eHHOCTM NPodeCcCUOHANBHOMN ITUKM U
NCUXONOTUN AEN0BOro OBOLLEHMA CAYMKALLMX
rocy4apCTBEHHbIX U MHbIX OPraHM3auNOHHO-
npaBoBbIX GOPM yuperKaAEeHNN N OpraHM3aLnii;

OnN.06. MNpodeccmoHanbHas
3TUKA U NCMX0N0ruA
AenoBoro obweHnn

OK1-8
MK1.2-1.6,1.8

YMETb:
npodeccmoHanbHO OCyLLECTBAATL Habop
TEKCTOB Ha NePCOHaIbHOM KOMMbIOTEPE;
3HaTb:

PYCCKYO M TaTUHCKYIO KnaBuaTypy
NepcoHanbHOro KOMMNbIOTEPa;

npasuaa opopmaeHUn AOKYMEHTOB Ha
nepcoHaNbHOM KOMMNbIOTEPE;

Onn.07. KomnbloTepHasa
06paboTKa AOKYMEHTOB

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

YMEeTb:

OM.08. MNpasosoe

OK1-7




3alMLLATb CBOW NpaBa B COOTBETCTBUN C
TPYA0BbIM 3aKOHOAATE/IbCTBOM;
MCNoNb30BaTb NPaBoBYH MHGOPMALMIO B
npodeccnoHanbHoOM AeATeNbHOCTY;

3HaThb:

npasa 1 0683aHHOCTM CAYXKaLUX;

3aKoHoAaTe NbHble aKTbl U UHble
HOPMaTUBHbIE NPaBOBbIe AOKYMEHTbI,
peryampytolme npasBooTHOWEHMA GU3NYECKUX
W topuamMyvecKkux nuu;

OCHOBHblE 3aKOHOAATE/IbHbIE aKTbl O
npaBoBom obecnevyeHnun npodeccMoHaibHOM
OEeATeNIbHOCTU CYMKaLLmX;

obecneyeHune
npodeccnoHanbHOM
[eaTeNbHOCTH

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

YMEeTb:

0pOPMAATL AOKYMEHTALMIO NO YNPaBAEHMIO
KauyecTBOM NPOAYKLMMY;

3HaTb:

OCHOBHbIE MONOMKEHUA CUCTEM MEHEAKMEHTA
KayecTBa 1 TpeboBaHUA K HUM;
METOAMYECKYIO U HOPMATUBHYIO
AOKYMEHTaUMIO NO YNPaBJEHUIO Ka4ecTBOM

npoAyKuMM;

OM.09. YnpasneHue
KayecTBOM

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

YMETb:

co3gaeaTb 61aronpPUATHbIN NCUXONOTMYECKUN
KAMMaT B KONIJIEKTUBE;

3bbEKTUBHO YyNPaBAATb TPYA0BbLIMK
pecypcamu;

3HaTb:

coAepKaHune Kagpoeoro, MHGOPMaLMOHHOTO,
TEXHMYECKOro M NpaBoBoro obecnevyeHus
cUCTeMbl yNpaBaeHWs NepcoHaNoM;
OPraHM3aLMOHHYIO CTPYKTYPY CAYK6bl

OM.10. YnpasneHue
nepcoHanom

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




yrpaB/ieHNa NepcoHanom;

obLme NpUHLMNbI YNPaBAeHUa NEPCOHANIOM;
NPUHLMMNbI OpraHM3auumn KaapoBoi paboTbl;
NCMX0I0rMYECKME aCNeKTbl yNpaBaeHus,
cnocobbl paspeLeHna KOHGANKTHbBIX
CUTyaLMI1 B KONIEKTUBE;

YMETb:

MCNO/1Ib30BaTb METOAbl Hay4YHOro NO3HAHWA B
nccnenoBaTe/IbCKoN AeATeNbHOCTH;

3HaTb:

0 NocneacTBUsAX cBoen NpodeccMoHabHOM
0eATeNIbHOCTU C TOYKM 3peHUA eAUHCTBa
6uocdepbl U BUocoumanbHoOM NpMpoabl
YyenoBeKa;

OCHOBHble TEPMMHbI M ONpeaeneHus,
ncnonb3yemble npu GopMmmnposaHmum
OOKYMeHTOB B 061acTV Hay4YHO-
nccnenoBaTeIbCKoN AeATeNbHOCTH;

OM.11. OcHoBbI
nccneaoBaTesbCckol
AeaTeNbHOCTU

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

YMETb:

npoBoauTb HeobxoANMble pacyeTbl NO
HA/IOrOBOMY, KPeaAUTHOMY, BLoAXKETHOMY
perynmpoBaHmMio SKOHOMUYECKUX NPOLLECCOB;
3HaTb:

cnocobbl rocyaapcTBEHHONO PErynpoBaHna
S3KOHOMMWKM B NEPEXOAHbIV NEPUOL K PbIHKY;
ONHAMMKY COLIMANIbHO-3KOHOMMUYECKUX
NPOLLECCOB, MPOUCXOAALLMX B CTPAHE, UX
CTAaTUCTMYECKME 3aKOHOMEPHOCTH;
NPUHUMNBLI U GOPMBbI FOCYAAPCTBEHHOTO
PEerynmpoBaHnsa 3KOHOMMUKK B PbIHOYHbIX
yCNnoBuAXx;

OMM.12. locypapctBeHHOe
peryimposaHMe SKOHOMMUKHU

OK1-9
MK 3.5, 3.6




YMeTb:
06BACHATL pasinyHble GopMbl
rocyapCTBEHHOrO YNpaBieHUs;
No/1b30BaTbCA OCHOBHbIMM HOPMATUBHO-
NpPaBOBbIMWU AOKYMEHTaMM, ONpeaenAoLMMM
CUCTEMY FOCYAaPCTBEHHOIO YNPaBAEHUS;
N0/Ib30BaTbCA MAaKPO3KOHOMUYECKMMU
nokasaTtensamu;

BNALAETb METOLAMM Pa3peLLEeHUs
KOHMAMKTHBIX CUTyaumii;

3HaTb:

Hay4YHble OCHOBbI CUCTEMbI FOCYAAPCTBEHHOIO
yrpaB/ieHus;

CTPYKTYPY OpraHoOB rocy4apcTBEHHOTO
YNpaB/ieHWs; COAEPIKAHNE U HanpaBieHue
rocyfapcTBeHHOM NOJIUTUKM;

ynpaB/ieHWe coumanbHoli chepoin n
KOHOAMKTHBIMU CUTYaLUAMU;

ONn.13. Cuctrema
rocyaapCcTBeHHOro
ynpasneHua

OK1-9
MK 2.6,2.7,3.6

yMeTb:

XapaKTepu3oBaTb UCMOIHUTENbHYHO BNACTb B
coBpemeHHon Poccun 1 npobnembl ee
MoZepHM3auny;

06BACHATL cNeLnPUKy rocyaapcTBeHHOro
ynpaB/ieHWA Ha PETMOHA/IbHOM YPOBHE;
3HaTb:

rocyapcTBeHHbIM annapat Poccum B cucteme
COBETCKOro rocyAapcrBaa;

nepuvoabl CTaHOB/IEHWUA U 3BONIOLUN
aAMUHUCTPATUBHO-KOMaHAHOM CUCTEMDI
ynpasfieHus;

COBETCKMI ONbIT aAMUHUCTPUPOBAHUSA; KPU3IUC
denepatmsHom cuctembl Coto3a CoBETCKMX
Coumanuctnyeckmnx Pecnybnuk; nepmog

OM.14. OpraHusauuma
rocyfapcTBeHHbIX
yupexgeHun Poccun

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




CTQHOB/IEHMA HOBOW CUCTEMbI OpPraHM3aLmm
rocygapcreeHHou Bnactm B Poccum B 1990 -
1993 rr;

OCHOBHbIe nonoxeHma KoHcTuTyumm
Poccuitckoit egepaumm 1993 r. n npouecc
$bopmMMpOBaHNA HOBbIX OPraHOB
rocyfapcTBeHHOW BAacTy;
npeacTasuTeibHble OpraHbl BNAcTU B HaYane
XXI B., CTPYKTYPY MCNONHUTENbHOM BNACTU B
coBpemeHHo Poccnn n npobnemsoi ee
MoZepHM3aunuK;

cneundury pedbopmmpoBaHma cynebHol
cuctemol Pocecuiickoin Pepepaunu;

YMETb:

OpraHn3o0BbIBaTb M NPOBOAUTL MEPONPUATHUA
no 3almTe paboTaroLnX U HaceneHus oT
HeraTMBHbIX BO34ENCTBMI Ype3BblYaMHbIX
CUTyaumm;

npeanpuHMMaTh NpoduakTUYECKMe Mmepbl
AN CHUXKEHUS YPOBHSA ONacHOCTeN
pa3nMYHOro BUAa 1 UX NOCAeacTBUM B
npodeccnoHanbHON AeATENbHOCTU U ObITY;
NCNosib30BaTb CPeACcTBa MHANBUAYAIbHOM U
KONINEKTUBHOM 3aLUTbl OT OPYHKMA MAcCOBOrO
noparkeHus;

NPUMEHATb NepBUYHbIE CPeaCTBa
NoXKapoTyLeHus;

OpPMEHTUPOBATLCA B NEepeyHe BOEHHO-YYETHbIX
cneumanbHOCTEN U CAaMOCTOATE/IbHO
onpeaensaTb cpean HUX POACTBEHHbIE
Nosly4yeHHOM CNeunanbHOCTH;

NPUMeHATb NpodeccMoHanbHble 3HaHUSA B
Xo/le UCNosIHeHMA 0b6s3aHHOCTEN BOEHHOM

68

O.15. be3onacHocCTb
*KU3HEeeATeIbHOCTH

OK1-9
MK1.1-1.5,
2.1-24,2.7,
3.1-36
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CNy»KObl Ha BOMHCKUX AO/MKHOCTAX B
COOTBETCTBUM C NOJIYYEHHOM
CNeLmanbHOCTbIO;

BNafeTb cnocobamm 6€CKOHPAUKTHOTO
06LLEeHNA U CaMOoperynALNN B NOBCEAHEBHOM
0eATEeNbHOCTU U IKCTPEMASIbHBIX YCNOBUAX
BOEHHOW CNyXK6bI;

OKa3blBaTb NEPBY NOMOLLb NOCTPALABLLMM;
3HaTb:

NPUHLMNbI 06ecneyeHma yCTOMUYNBOCTH
06BEKTOB SKOHOMMKM, MPOrHO3MPOBAHUSA
pa3BUTMA COBbITUIN N OLLEHKWN NOCNeacTBUI
NPV TEXHOTEHHbIX YPE3BbIYaHbIX CUTYaUMAX U
CTUXMIAHDBIX ABNIEHUSAX, B TOM YMC/E B YCIOBUAX
NPOTUBOLENCTBMA TEPPOPU3MY KaK CEPbE3HOM
yrpose HaunoHanbHol 6besonacHocTn Poccuu;
OCHOBHbI€ BMAbl NOTEHLMANbHbIX ONACHOCTEM
N X nocnencTeunsa B NpodeccnoHaibHoM
OeATeNbHOCTU U BbITY, MPUHLMUMNbI CHUMNKEHUSA
BEPOATHOCTM UX pPeannsaLmm;

OCHOBbI BOEHHOM CNyXbObl 1 0B6OPOHbI
rocyaapcrea;

33/a4M M OCHOBHbIE MEPONPUATUA
rpaxgaHcKol 060poHbI; cnocobbl 3aLMTbl
Hace/NIeHNs OT OPYKMA MACCOBOTO NOPAXKEHUS;
Mepbl NoXapHoi 6esonacHOCTM 1 Npasuaa
6e30MacHOro NoBeAeHMA NPU NoxXKapax;
OpraHM3aLmio U NopPAAOK NPU3bIBA rpaxaaH
Ha BOEHHYIO CNy}Kby M NOCTYMNAeHUs Ha Hee B
[06poBOSILHOM NOPALKE;

OCHOBHble BU/bl BOOPYKEHWUSA, BOEHHOM
TEXHUKW U CNELMaNbHOTO CHapAXKeHUs,
COCTOALLME HA BOOPYIKEHMM (OCHALLEHUM)




BOWMHCKUX NOAPa3ae/ieHni, B KOTOPbIX
MMEITCA BOEHHO-YYeTHble CMELMANbHOCTH,
poacTBeHHble cneumanbHocTam Cro;
06.21acTb NPUMEHEHMA NOJTy4aEMbIX
npodeccnoHanbHbIX 3HaHUN NPU UCNONHEHUM
06A3aHHOCTEN BOEHHOW CNYKObI;

nopAAoK 1 NpaBuia OKa3aHWUA NepBoOn
NoMoLM NOCTPAAABLUNM.

MM.00 MpodeccnoHanbHble MoaYyM 1298 866
nm.ol1 OpraHusauma 4OKYMEHTALMOHHOro M/K.01.01. OK1-9
obecneyeHns ynpaBneHus 1 LJOKyMmeHTauuoHHoe MmK1.1-1.11

dYHKLMOHNPOBaAHNA OpraHn3aunm

B pe3synbTaTte UsyyeHnn npopeccrMoHanbHoro
Moayna obyyatomMnca AONKEH:

MMETb MPAKTUYECKMIA OMbIT:

OpPraHn3aLMM OKYMEHTALMOHHOIO
obecneyeHna ynpasaeHUA 1
bYHKLMOHNPOBaHWA OpraHn3aumm;

YMETb:

NPUMEHATb HOPMATUBHbIE NPABOBbIE aKTbl B
yNpaB/IeHYECKOWN AeATENbHOCTH;
NOAroTaBAMBaTb NMPOEKTbl YNPABIEHYECKUX
peLleHni;

obpabaTbiBaTb NOCTynatoLLMeE U
oTnpasasemble LOKYMEHTbI,
CMCTEMATM3NPOBaTb UX, COCTABAATb
HOMEHKANaTypy 4en n GopmmnposaTtb
OOKYMEHTbI B AeNa;

roTOBWUTb M NPOBOAUTL COBELLAHUA, Ae/0Bble
BCTPEYM, MPMEMbI U NPE3EHTALNN;

3HaTb:

HOPMaTMBHbIE NPaBoOBble aKTbl B 06/1acTh

obecnevyeHue ynpasaeHua

MKZA.01.02. lNMpasosoe
peryamposaHue
ynpaB/ieH4YecKom
[eATeNbHOCTH

MKZA.01.03. OpraHmsaumsa
CeKpeTapcKoro
obcnyKmBaHuA




OpraHM3aLMmM ynpaBieHYecKon AeaTeNbHOCTY;
OCHOBHbIE NPaBWIa XPaHEHUS W 3aLLMTbI
cnyxebHol nHbopmauuu.

NnMm.02 OpraHu3auma apxXmMBHOM M CNPaBOYHO- MAK.02.01. OpraHmsaumam |[OK1-9
MHGOPMAUMOHHOM paboTbl MO AOKYMEHTAM HOPMaTUBHO-NPaBOBbIE MnK2.1-2.7
OopraHusauum OCHOBbI apXMBHOrO Aena
B pesynbTate usyyeHna npodeccmoHanbHOro
Mmoaynsa oby4yatowmincs 4OKEH: MAK.02.02.

NMETb NPaKTUYECKMI ONbIT: FocynapcTeeHHbie,

OpraHM3aLMm apXMBHOM 1 CPaBOYHO- MYHMUNNANBLHBIE apXUBbLI U

NHOOPMaLMOHHOM paboTbl MO AOKYMEHTAM apxuBbl OpraHn3aLni

332':'33”””’ M/IK.02.03. MeToauKa u
NpaKTMKa apxMBoBeAeHUA

OpraHn30BbIBaTb AeATe/IbHOCTb apXmBa C

Yy4eTOM CTaTyca U Npoduna opraHnsaumm; M/IK.02.04. OBecneueHme

paboTaTb B CUCTEMAX 3/TEKTPOHHOTO COXPaHHOCTM JOKYMEHTOB

OOKYMeHTo060poTa;

MCNo/1b30BaTh B AeATE/ILHOCTU apXMBa

COBPEMEHHbIE KOMMbIOTEPHbIE TEXHO0MUM;

NPUMEHATb COBPEMEHHbIE METOLNKM

KOHCepBaL MM 1 pecTaBpaLnmn apxXmMBHbIX

OOKYMEHTOB;

3HaTb!

CUCTEMY apXUBHbIX YYPEKAEHWNN B

Poccuiickoit ®enepaLmm n opraHn3aumnio

ApxuBHoro ¢poHzaa Poccuiickon deaepaumm;

CUCTEMY XPaHEHMA N 06PabOTKN LOKYMEHTOB.

Nnm.o3 OcyuwiectBneHme 4OKYMEHTALMOHHOIO MAK.03.01. OK1-9
obecnevyeHns ynpaBneHUsa U apxXMBHOIO Aena NHpopmaumnoHHble MK3.1-3.6

MCMNONb30BaHNEM NPOrpaMmHbIX CPeACTB
yyeTa, XpaHeHus, 06paboTKM 1 NonCKa
AOKYMEHTOB

TEXHO/I0TUU B
AOKYMEHTAUMOHHOM
obecneyeHnn ynpasaeHus




B pe3synbTaTte M3yyeHus NpodeccnMoHanbHOro
MoAayNA 06yYatoWMNCA LONKEH:

MMETb NPAKTUYECKUI ONbIT:

paboTbl C NPOrpaMMHbIMM CPEACTBAMU YUETa,
XpaHeHus, 06paboTKM M NOMCKa AOKYMEHTOB;
OpraHusaLmm cnpaBoYHO-MHPOPMALIMOHHOM
AEeATENbHOCTU C IOKYMEHTAMMU;

YMETb:

paboTatk c npodeccuoHanbHO
OPUEHTUPOBAHHbLIM MPOrPaMMHbIM
obecneyeHnem B obnactu
OOKYMEHTaUMOHHOTo obecrneyeHus
ynpasneHus (aanee - 0Y) u apxvBHOro aena;
OpPraHn30BbIBaTb BHEAPEHUE
aBTOMATM3NPOBAHHOM cucTembl B cnyxbe 40Y
N apxmBe (TeXHUYECKoe 3aZaHune, NOHATHE O
CASE-TexHonorusx);

HaxoauTb Heobxoaumyto MHGOPMaLLUIO,
NnoJib30BaTbcA MHGOPMALMOHHBIMU
pecypcamu cetn UHTepHeTa B ob1acTm
OOKYMEHTOBeZeHM s U apXUBHOIO Aena;
paboTaTb C 3/1eKTPOHHbIMU JOKYMEHTAMU;
NCNob30BaTb CETEBbIE MPOrPaMMHbIe U
TeXHUYeCcKue cpeacTsa B npodeccMoHanbHoM
AeATeNnbHOCTY;

3HaThb:

PbIHOK creLuMann3npoBaHHOro NPUKAAAHOrO
nporpammHoro obecneyeHua B obnactn A0Y
N apXMBHOTO Ae/a (aBTOMaTUUYECKUE CUCTEMbI
ynpaBneHna AOKYMeHTaMu);

coBpemeHHoe coctoaHue J0OY
rocyAapCcTBEHHbIX M HErOCYAapCTBEHHbIX
yupexaeHui, rocyaapcTBeHHbIX,

N apXMBHOM Aene

MKZ.03.02. MeTogmka
pauMoHanmsaumnm
OOKYMEHTALMOHHOTO
obecneyeHuns ynpasneHus
W apXxMBHOrO Aena

MKZ.03.03. OpraHmnsauyma
paboTbl C 91EKTPOHHbIMM
OOKYyMeHTamm




MYHUUMNANbHbIX U HEFOCYAaPCTBEHHbIX
apx1BOB B 06/1aCTN NPUMEHEHMA
MHPOPMALMNOHHBIX TEXHONOTUI U
NCNO/1Ib30BaHWUA CMeLMaM3MPOBAHHOTO
nporpammHoro obecneyeHus;
KOprnopaTuBHble MHPOPMALMOHHbIE CUCTEMDI,
aBTOMAaTU3MPOBAHHbIE MO CUCTEMAM
OOKYMeHTaL MK, B TOM YMC/e KaApoBOW,
byxyueTa;

NnepcrneKkTUBHbIE HanpaBAeHUs
nHpopmatmsaummn JOY n apxmBHOro Aena;
3aKoHoAaTesNbHY0 H6a3y, OCHOBHbIE YrPO3bl
nHbopmaunoHHOM 6esonacHoCTw.

nM.o4

BbinosiHeHWe paboT No ogHoOM uan
HeCKo/IbKMM npodeccuam pabouux,
OONIKHOCTAM CAYKALMX

BapuatuBHas yacTb y4ebHbIx uuknos MMNCC3
(onpepensetca obpasoBaTenbHOM
OpraHun3aLMein camocToATe/IbHO)

1620

1080

Bcero yacoB 06y4yeHunn No y4ebHbIM LuKaam
nnces3

5292

3528

YM.00

YyebHas npaKkTuKa

Mnn.oo

Mpoun3BoAacTBEHHAA NpaKT1Ka (no npodunto
cneunanbHOCTH)

10 Heg.

360

OK1-9
MK1.1-3.6

nan.oo

Mpoun3BoacTBEHHAA NpPaKTUKa
(npepgamniomHan)

4 Hep,

MA.00

MpomexxyTo4HaA aTTecTayma

5 Hep.




M'A.00 locypapcTBeHHaA UTOroeas aTrecTauma 6 Hea.

MNA.01 MoaroToBKa BbINYCKHOM KBaIMPUKALNOHHOM 4 Hep.
paboTbl

MNA.02 3aluTa BbINYCKHOM KBaAUDUKALMOHHOM 2 Hea.

paboTbl




Tabnunua 6

Cpok nonyyeHua CMNO no MNMNCC3 yrnybneHHOM NOArOTOBKM B 0O4HOM popme 0byyeHUa coctaBnseT
147 Hepenb, B TOM yucne:

O6yuyeHue no y4yebHbIM UMKIam 98 Hega.
YuyebHasa npaKkTuKa

10 Hegp.
MponsBoacTBEHHAA NpPaKTUKA (Mo Nnpoduato cneumanbHOCTH)
Mpon3BoACTBEHHAA NPAKTUKA (NpesamniomHas) 4 Hep,
MpomexKyTo4yHaaA aTTecTauma 5 Heg,
locypapcTBeHHaA UToroeas aTrecTauma 6 Hea,
KaHunKynapHoe Bpema 24 Hegp,
Utoro 147 Hep.

VIl. TPEBOBAHUA K YCNTOBUAM PEANTUSALINU NMPOTPAMMbBI NOATOTOBKU
CNELMANUCTOB CPEAHENO 3BEHA

7.1. Obpa3oBaTte/sibHaA OpraHM3aLMnsA CaMOCTOATENbHO pa3pabaTtbiBaeT M yTBepxaaeT MMNCC3 B
cooTBeTCTBMM € HacToAwmm ®IrOC CINO un ¢ yyeTom cooTBeTcTBYHOLWEN NnpumepHon MMNCC3.

Mepen Havanom paspabotku MNMCC3 obpasoBatenbHaa OpraHU3auua AOJIXKHA ONpeaenTb ee
cneunduKy C y4yeTOM HaMpaBAEHHOCTM Ha YAO0BAETBOpPEHWEe noTpebHOCTel pbiHKa TpyZa M
paboTogatenen, KOHKPETU3MPOBATb KOHEUYHbIE pe3ynbTaTbl 06yYeHUsA B BUAE KOMMETEHLUUN, YMEHUI n
3HaHWUI, NPUOBpPETaEeMOro NPaKTUYECKOro onbITa.

KOHKpeTHble BUAbl  OEATENbHOCTH, K KOTOpbIM roToBUTCA o6yqa|ou1,14i/’1cs|, AOTKHbI
COOTBETCTBOBATb I'IpMCBaVIBaeMOﬁ KBa}'IMd)MI-(aLI,MVI, onpegenAaTb coaepxaHwue O6pa3OBaTEJ'IbHOI‘;1
nporpammel, pa3pa6aTb|BaeM0171 o6pa303aTean0171 opraHmsaumeﬁ COBMECTHO C 3aunHTepeCoBaHHbIMU
pa60TOAaTe}'IFIMM.

Mpn dopmunposaHmm MNMNCC3 obpasoBaTenbHana opraHU3aums:

MMeeT NpaBO MCNO/b30BaTb 06bEM BpeMEHW, OTBEAEHHbI Ha BapUMATUBHYK 4acTb Yy4ebHbIX
umknos MMNCC3, ysBennymeaa npu 3Tom ob6bEM BpPEMeEHW, OTBEAEHHbIA Ha AUCLUNAWHBI U MOAYAU
06s3aTenbHOM YactTn, AMbO BBOAA HOBble AWUCLMMAUHBI U MOZY/IM B COOTBETCTBUM C MOTPebHOCTAMM
paboToaaTteneit u cneumdpuKon aesatenbHOCTM 0b6pa3oBaTeNbHOM OpraHM3aLmu;

MMeEeT NpaBo onpeaensaTb AN 0CBOEHUS obydalomMmnca B pamKax npodeccmoHanbHOro moayns
npodeccuto paboyero, AOMKHOCTb CAyKallero (0AHY WM HECKONbKO) COMMAacHO MPUIOXKEHUID K
HacToAwemy ®roc Cno;

obasaHa exerogHo o6HoBnATb MMCC3 ¢ ydyeTom 3anpocoB paboTtoaateneit, ocobeHHoCTel
pPa3BUTUA PErMoHa, KynbTypbl, HAYKM, SKOHOMMKWU, TEXHWUKMU, TEXHONOIMMMN W coumanbHo cdepbl B
pPaMKax, YCTaHOBAEHHbIX HacToAwmm Oroc CMo;

06s3aHa B paboumx yuyebHbIX Nporpammax BCeX ANCLMMNANH U NPOPECCUOHANbHBIX MOAYNEN YETKO
dbopmynupoBaTb TpeboBaHMA K pe3y/ibTaTaM MX OCBOEHMS: KOMMEeTeHUMAM, npuobpeTaemomy
NPaKTUYECKOMY ONMbITY, 3HAHUAM U YMEHUAM;



o0bna3aHa obecneunBatb 3PPEKTUBHYIO CaMOCTOATENbHYIO PaboTy 0Oy4YaloWMXCA B COYETAHUU C
COBEPLUEHCTBOBAHNEM YNpPaBAEHMA €0 CO CTOPOHbI NpenoaasaTteneil 1 MacTepos NpPoM3BOACTBEHHOMO
obyyeHus;

o06asaHa obecneunBaTb ObyyalOWMMCA BO3MOXHOCTb Yy4yacTBOBaTb B  GOPMMPOBAHUM
MHAMBMAYANbHOM 0H6pa3oBaTeNbHON NPOrpaMmbl;

ob6s3aHa GopMMpoBaTb COLMOKY/AbTYPHYIO cpedy, C034aBaTb YC/0BUA, Heobxoaumble A4
BCECTOPOHHErO PasBUTMA W COLMAAM3ALUUM  JIMMHOCTW, COXPaHEHMs 340poBbA  Obyyarowmxcs,
cnocobcTBOBaTb Pa3sBUTUIO BOCMWTATE/NIbHOrO KOMMOHEHTa 06pa3oBaTesibHOro npoLecca, BK/ouYas
pasBUTME CTYAEHYECKOro CamoynpaB/ieHus, ydyacTve obyyalowmuxca B paboTe o0b6LLecTBEHHbIX
OpraHM3aLMii, CNOPTUBHLIX M TBOPYECKMX KNY6OB;

OOJ/KHA npeaycMmaTpmuBaTth B LLENAX peann3aunum KoOMNeTeHTHOCTHOIoO Noaxo4a MCnosb3oBaHWe B
06pa3oBaTe/IbHOM MpoLecce aKTUBHbLIX U UHTEPAKTUBHbLIX GOPM NpPoBeAeHUs 3aHATUI (KOMMNbIOTEPHbIX
CUMYANALUNN, LeNnoBbiX M PoaeBblX Urp, pa3bopa KOHKPETHbIX CUTyauWi, NCUXONOTUYECKUX W MHbIX
TPEHWHIOB, TPYNMoBbIX AMCKYCCUN) B COYETaHUM C BHeayaAUTOPHOW paboToi ans dbopmupoBaHUA U
pa3BuTMA 06LWMX U NPOdECCMOHANbHBIX KOMMNETEHLUMI 0OyYatoLwmMXCs.

7.2. Mpu peanmsaummn MMNCC3 obyyatowmecs UMeOT aKagemMuyeckme npasa M 06Aa3aHHOCTU B
cootBeTcTBMM ¢ PepepanbHbim 3aKoHOM OT 29 aekabpsi 2012 r. N 273-®3 "O6 obpas3oBaHuu B
Poccuitckoit depepaumn’ <1>.

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

7.3. MakcMmanbHbI 06bem y4ebHoOM Harpysku obydatoweroca cocrtasaseT 54 akagemuyeckux
Yyaca B HeZle/t0, BK/tOYasA BCe BUAbI ayAUTOPHOMN M BHEAyAUTOPHOMN y4ebHOM HarpysKu.

7.4. MaKcuManbHbli 06beM ayauTOpHOM Yy4ebHOM Harpyskm B OYHOM dopme 06yyeHus
cocTtaBnafaeT 36 aKageMUYeCcKMxX YacoB B Hegento.

7.5. MakcMmanbHblli 06bem ayauUTOPHON yuebHOM Harpyskm B OYHO-3a04HOW dopme 0byyeHus
cocTaB/ifeT 16 akageMMUUYEeCKMX YacoB B HEAENHO.

7.6. MaKcMmanbHbI 06beM ayauUTOpHON yuyebHOM Harpysku B rogd B 3a04Hol dopme obyyeHus
coctasnaet 160 akagemmnyeckmx 4acos.

7.7. O6Wwas NpoLo/IKUTENBHOCTb KaHMKYA B y4eOHOM rofy A0/XKHa cocTaBaaTb 8 - 11 Heaenb, B
TOM YuCae He MeHee 2-X HeZle/lb B 3MMHUI nepuoa,

7.8. BbinosHEHWE KypcoBOro npoekTta (paboTbl) paccmaTpuBaeTca Kak Bug yuyebHoli paboTbl no
ancumnavHe (aucumnanmHam) npodeccrMoHanbHOro yyebHoro uuKna u (uau) npodeccroHanbHOMyY
moaynto (moaynam) npodeccMoHanbHoro yvyebHOro UMKNa W peanusyeTca B npegenax BPEMEHMU,
OoTBeAEeHHOro Ha ee (1x) nsyyeHue.

7.9. OucumnanHa "dusmnyeckan KyabTypa" npeaycmaTtpuBaeT exeHeaenbHo 2 Yaca obasatenbHbIx
ayAWUTOPHbIX 3aHATUA M 2 Yaca CamoCTOATE/IbHOM PaboTbl (3a cYeT pasAndHbIX GOPM BHEaYyAUTOPHbIX
3aHATUI B CMOPTUBHbIX KAy6ax, cekumax).

7.10. ObpasoBaTesibHasA opraHU3aLMa MMeeT NpaBo Aaa NoArpynn AeBylUeK UCMNOoAb30BaTh YacTb
y4yebHOro BpemeHu AucuMNInHbI "Be30nacHOCTb XusHeaesaTenbHocTM" (48 yacoB), oTBeAEHHOro Ha
M3y4YeHne OCHOB BOEHHOM C/y»6bl, Ha OCBOEHME OCHOB MEeAULMHCKUX 3HaHUWIA.
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7.11. NonyyeHme CMO Ha 6a3e oOCHOBHOro o06LWero 06pa3soBaHUA OCYLLECTBASIETCA C
OAHOBpPEMEHHbIM NOsyYeHMeM cpeaHero obuiero obpasoBaHus B npegenax MNMNCC3. B stom cnyyae
MMCC3, peanusyemas Ha 6ase ocHOBHOro obuiero obpasoBaHuA, pa3pabaTbiBaeTca Ha OCHOBE
TpeboBaHMI COOTBETCTBYHOWMX deaepanbHbiX FOCYAapCTBEHHbIX 00pa3oBaTe/ibHbIX CTaHAAPTOB
cpeaHero obuiero obpasosaHuma u CMO c yueTtom nosydaemon cneumnanbHoctu CMO.

Cpok ocsoeHus [MMNCC3 B oyHON Popme obydeHusa ans nAuu, obydarowmxca Ha Gase OCHOBHOrO
obuiero obpasoBaHus, yBesnunmBaeTca Ha 52 Hegenun 13 pacyera:

TeopeTuyeckoe obyyeHue (Npu obs3aTenbHOM yuebHoOM HarpysKke 36 4acoB B Heaenio) 39 Hegp.
NpPoMerKyToYyHas aTrectaums 2 Hea,
KaHWKY bl 11 Hep.

7.12. KoHcynbTaumMm pgns obyyatowmxca No OYHOM UM OYHO-3a04YHOM dopmam 0byyeHus
npeaycmaTpuBaloTca obpasoBaTeibHOM opraHmM3aumnen ns pacyeta 4 yaca Ha 04gHOro obyyaloLerocs Ha
KaXKabl y4yebHbIl rod, B TOM 4Ync/ie B Nepuod peanvsaumm obpasoBaTesibHOM Nporpammbl cpeaHero
obuiero obpasoBaHua Ana nuu, obydawowmxcA Ha 6ase OCHOBHOro obuiero obpasoBaHus. DopMmbl
npoBeAeHUA KOHCY/NbTauuii (rpynnosble, WUHAMBUAYA/IbHblE, MUCbMEHHbIE, YCTHble) onpeaensalTca
obpasoBaTenbHOM opraHn3aLumen.

7.13. B nepuog obyyeHus c toHoWwammn NpoBogaTcs yuebHble cbopbl <1>.

<1> MyHKT 1 cTtaTbm 13 PegepasnbHOro 3akoHa oT 28 mapta 1998 r. N 53-d3 "O BoOMHCKOM
06A3aHHOCTN U BoeHHOW cayxbe" (CobpaHne 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, cT. 621; N 30, cT. 3061;
2002, N 7, ct. 631; N 21, cT. 1919; N 26, c1. 2521; N 30, cT. 3029, cT. 3030, cT.3033; 2003, N1, 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, cT. 1687; N 25, cT. 2484; N
27, ct. 2711; N 35, c1. 3607; N 49, cT. 4848; 2005, N 10, c1. 763; N 14, c1. 1212; N 27, c1. 2716; N 29, cT.
2907; N 30, cT. 3110, cT. 3111; N 40, cT. 3987; N 43, c1. 4349; N 49, c1. 5127; 2006, N 1, cT. 10, cT. 22; N
11, c1. 1148; N 19, cT1. 2062; N 28, cT1. 2974; N 29, cT. 3121, cT. 3122, c1. 3123; N 41, cT. 4206; N 44, CT.
4534; N 50, c1. 5281; 2007, N 2, cT. 362; N 16, cT. 1830; N 31, cT1. 4011; N 45, cT1. 5418; N 49, cT. 6070, CT.
6074; N 50, cT. 6241; 2008, N 30, cT1. 3616; N 49, c1. 5746; N 52, cT1. 6235; 2009, N 7, cT. 769; N 18, cT.
2149; N 23, cT1. 2765; N 26, c1. 3124; N 48, cT1. 5735, c1. 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, cT1. 7021, c1. 7053, c1. 7054; N 50, cT1. 7366; 2012, N 50, cT1. 6954; N 53, cT.
7613; 2013, N 9, cT. 870; N 19, cT1. 2329; cT. 2331; N 23, cT. 2869; N 27, cT. 3462, cT. 3477; N 48, CT.
6165).

7.14. MpakTnka asnaetca obasatenbHbim pasgenom MMNCC3. OHa npeacraBnseTr cobol BuUA
y4yebHOW [eATeNbHOCTM, Hanpas/ieHHOM Ha GOpPMUPOBAHME, 3aKpeneHWe, pPa3BUTUE NPAKTUYECKUX
HaBbIKOB M KOMMETEHLMM B NPOLLECCE BbINOJHEHUA ONpeaeneHHbIX BUA0B paboT, cBA3aHHbIX ¢ Byayuiein
npodeccnoHanbHon gestenbHocTblo. Mpu peannsaumm MMNCC3 npegycmaTpuBatoTcs caeayowme Buabl
NPaKTWK: ydebHaa 1 NPON3BOACTBEHHAA.

npOMSBO,CI,CTBEHHa‘r'I NPaKTUKa COCTOUT U3 ABYX 3TANOB: NMPAKTUKKN NO I'IpOd)VIﬂI-O cneunanbHOCTU U
HDEAAMHHOMHOﬁ NPaKTUKNU.

YyebHasa npaKkTMKa M NPOM3BOACTBEHHAA MPaKTUKa (No Npodualo cneumanbHOCTU) NPOBOAATCA
0b6pasoBaTeNbHON opraHMsaumeit Npyu ocBoeHMM obyvarowmmmnca NPodeccMoHanbHbIX KOMMNETeHUN B
pamMKax npodeccrmoHanbHbIX MOAYNEN U MOTYT PeasiM30BbIBaTbCA KaK KOHLUEHTPUPOBAHHO B HECKOJIbKO
nepuoaoB, Tak W paccpedoTodYeHO, Yepeayacb C TEOPETUYECKMMWU  3aHATUAMW B pamKax
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npodeccnoHanbHbIX MoAyNeN.

Uenn wn 3agaum, nporpammbl M GopMbl  OTYETHOCTM onpegenatoTca obpasoBaTenbHOM
OpraHusaLmein No KaxxaomMmy BUAY NPaKTUKMN.

Mpon3soAcTBEHHAA NpaKTUKa [0/XHA MNPOBOAMTLCA B OpraHM3aumax, Hanpas/ieHue
0eATeNIbHOCTU KOTOPbIX COOTBETCTBYET NPOodUI0 NOATOTOBKU 06YyYatoLLMXCA.

ATTectauma no utoram FlpOM3BO,£I,CTBEHHOl7I NPaKTUKM NpoBOANTCA C y4ETOM (M}'IM Ha OCHOBaHVIM)
pPe3ynbTaToB, NOATBEPKAEHHbIX JOKYMEHTAaMMN COOTBETCTBYHOLWMNX opraHmsau,Mﬁ.

7.15. Peanusaumsa MMNCC3 no cneumanbHOCTM [0/KHA obecneymMBaTbCs NefAarormyeckumm
Kagpamu, WMelwmmM Bbicluee o6pasoBaHMe, COOTBeTCTByloWee npoduad NpenoaaBaemoin
avcumnavHbl (Moayns). OnbIT AeATeNbHOCTU B OpPraHM3aLMaX COOTBETCTBYHOLLEN NpodeccMoHanbHOM
chepbl ABnAeTcA 06A3aTeNbHbIM AAA NpenogasaTeseil, OTBEYAKOLWMX 3@ OCBOeHMe obyuvatowmmca
Npo¢deccnMoHaNbHOro y4ebHoro uMKAna. MNpenoaasatenu noayyatot [OMOIHUTEIbHOE
npodeccnoHanbHoe obpasoBaHMe No Nporpammam MNoBbileHUsA KBaanduKkaumm, B Tom ymcie B popme
CTaXKMPOBKU B NPOPU/IbHBIX OpraHn3aumusax He pexe 1 pasa B 3 roaa.

7.16. MMNCC3 ponxHa obecneunmBaTbCA Y4eOHO-METOAMYECKOM [OKYMEHTAUMEN MO BCEM
ANCUUNAUHAM, MeXANCUMNANHAPHBIM Kypcam U npodeccnoHanbHbim moaynam MNMNCC3.

BHeaygutopHas pa60Ta AO0/1KHa ConpoBOXAOaTbCA METOANYECKUM obecneyeHnem U
obocHoBaHMEM pac4yeTa BpemMeHu, 3aTpavynBaemMoro Ha ee BbinosiHeEHUE.

Peanusauma MMCC3 pgoarkHa obecneymBaTbCa AOCTYNOM Kaxaoro obyyatouierocs K 6asam gaHHbIX
N 6MbnuoteyHbim GpoHAaM, popmuMpyemMbiM MO MOSHOMY NepeyHto aucumnamH (moayneit) MMNCC3. Bo
BPEMA CAaMOCTOATE/IbHOM MOArOTOBKM Oby4yalolmeca A0/KHbl ObiTb obecrneyeHbl AOCTYNOM K CETU
UHTepHeT.

Kaxkabii obyyarowmiica gomkeH 6oiTb obecneyeH He meHee Yem OAHUM y4ebHbIM MeyaTHbIM U
(MNKN) 2NEKTPOHHBIM M3AAHMEM NO KaXKA0M AMCUMNANHE NPOPECCMOHANBHOIO y4ebHOro LMKAa U 0AHMM
y4yebHO-MeToAMYECKMM  MmeyaTHbiIM U (MAKM)  3NEKTPOHHbIM  M3AaHMEeM N0 Kaxaomy
MEXANCLUMNANHAPHOMY KypCy (BKAKOUYaA 31eKTPOHHbIe 6a3bl NepuoamMyeckux nsaaHui).

BubnnoteuHblt GoHA AO0NKEH ObiTb YKOMMIEKTOBAH MEYATHbIMWU W (MAKN) 3INEKTPOHHbLIMM
M34aHUAMM OCHOBHOW W OOMNONHUTENbHOM yyebHOM NuTepaTypbl NO AUCUMNAMHAM BCeX Y4yebHbIX
LUMKNOB, U34aHHOM 3a nocnegHue 5 nert.

BubnnoteuHbii ¢GoHA, NOMUMO Yy4yebHON AUTepaTypbl, AOMXKEH BKAOYaTb OdULMaIbHbIE,
CnNpaBo4YHO-6MbAMOrpadmyeckne n nepuoamnyeckme UsgaHua B pacyete 1 - 2 3K3emMnaspa Ha KaxkAablx
100 obyyatowmxcs.

Karkgomy obydarowemyca fomkeH ObiTb obecrneyeH AOCTyn K KOMNAekTam 6ubanoTeyHoro
doHAa, CoCTOALMM HEe MeHee Yem M3 5 HaMMEHOBaHNIN POCCUMCKMUX KYPHANOB.

O6bpasoBaTtenbHas OpraHMsaumMa AO/MKHA  NPeaocTaBUTb  0ByYaloWMMCA  BO3MOMKHOCTb
onepaTMBHOro obmeHa MHGopMaLMeit C POCCUMCKUMMN 06pa30BaTENbHBIMWU OPraHM3aUMAMKM U AOCTYN K
CoBpeMeHHbIM NpodeccMoHanbHbIM 6a3am AaHHbIX U MHGOPMALMOHHBIM pecypcam ceTu MHTepHeT.

7.17. Npuem Ha obyyeHune no MMCC3 3a cyeT 6I0AKETHBLIX aCCUrHOBaHM deaepanbHOro 6oaXKeTa,
6toakeToB cybbekToB Poccuitckoit ®epepaumm n MecTHbIX 6104KETOB ABASETCA 06LeA0CTYNHbIM, eCau
MHOEe He NpeaycMOTPEHO YacTbto 4 cTaTbm 68 PeanepanbHOro 3akoHa ot 29 aekabpa 2012 r. N 273-93
"O6 obpasoBaHuKM B Poccuiickoit ®epepaumn” <1>. GuHaHcuposaHue peanusaumu MMNCC3 A0MKHO
OCYLLECTBNATLCA B OO6beMe He HWMKe YCTAHOBJ/IEHHbIX FOCYAAPCTBEHHbIX HOPMATMBHbLIX 3aTpaT Ha
OKa3aHWe rocyaapcTBeHHON ycnyru B chepe obpasoBaHMA ANA AAaHHOTO YPOBHA.
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<1> CobpaHue 3akoHoaaTenbcTsa Poccuiickoit ®epepauymm, 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, cT1.2769; N 23, cT. 2933; N 26, cT. 3388; N 30, cT. 4263.

7.18. ObpasoBaTtenbHan opraHusaumsa, peanmsytowas MNMCC3, nonxkHa pacnosaratb MaTepuasbHoO-
TexHU4eckomn 6asoii, obecneumBatowein NnpoBeaeHne BCeX BUAOB NabopaToOpHbIX PaboT N NPaKTUYECKUX
3aHATUN, AUCUMNAMHAPHOMN, MEXAUCUMNAMHAPHON M MOAY/IbHON MOATOTOBKM, Yy4ebHOM MNpPaKTUKK,
npeaycMoTpeHHbIX y4ebHbiM NnaHOM obpas3oBaTeNbHOW oOpraHusauuu. MaTepuasibHO-TeXHUYEeCcKan
6a3a J0NKHa COOTBETCTBOBATb AEMCTBYOWMM CAHUTAPHbIM U MPOTUBOMOXKAPHbLIM HOPMaM.

MNepeuyeHb KabuHeToB, NabopaTopuii, MacTepPCKUX
M ApYrux nomeLLeHui

KabuHeTb!:

COUMANBbHO-9KOHOMMUYECKMX ANCUNMNANH;

WMHOCTPAHHOTO A3bIKa;

MaTeMaTUKN U UHGOPMATUKK;

3KONOTMYECKMX OCHOB NPUPOLONOAb30BAHUSA;

3KOHOMMWKM OPraHU3aLumn 1 ynpaBaeHUA NEPCOHANIOM;
MeHEeXMEHTa;

npaBoBoro obecneyeHna NpPodeccUoHabHOM AeATe/IbHOCTY;
rocyZ,apCTBEHHON U MYHULMNANBbHOMN Cy»KObI;
AOKYMEHTaUMOHHOIo obecneyeHnn ynpasiaeHus;
apxvMBOBEAEHUS;

NPo¢$eccnMoHabHON 3TUKN U NCUXONOTUM AEN0BOrO 06LLEHNS;
6€30MacHOCTU KMU3HEeAEeATENIbHOCTH;

METOANYECKUA.

NabopaTtopuu:

MHPOPMATMKM U KOMMbIOTEPHOM 06PabOTKMN OKYMEHTOB;
TEXHUYECKUX CPEeACTB YNpaBieHUs;

CUCTEM 3/IEKTPOHHOI0 AOKYMeHTO060pOTa;
AOKYMEHTOBEAEHMS;

yyebHan KaHuenapus (cnyxba AOoKYMeHTaUMOHHOro obecneyeHuns ynpasaeHus).
CnopTMBHbIA KOMMNEKC:

CI'IOpTI/IBHbIﬁ 3an;
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3ansbl:

61Mb6aMOTEKA, YUNTA/IbHDBIN 33/ C BbIXOAOM B CETb MIHTEPHET;
aKTOBbIN 3a.

Peanuszaums NMCC3 gonkHa obecneynsaTsb:

BblMNOJ/IHEHUE 06y‘-IaPOI.I.I,VIMVICFI na6opaToprlx N NPaKTUYECKUX 3aHﬂTMﬁ, BK/1KO4aA KaK
06a3aTeNbHbIN KOMNOHEHT npakThyecKkune 3agaHnA C UCNOoJIb30BaHNEM MePCOHA/IbHbIX KOMMbIOTEPOB;

0CBOEHMEe  obyvatowmmuca  npodecCMOoHanbHbIX  MOAyAel B YCAOBMAX  CO34aHHOM
COOTBETCTBYIOLLEN 0Opa3oBaTeibHOM cpeabl B 06pa3oBaTe/ibHOM OpraHM3aumMm UamM B OpraHU3aumsax B
3aBMCUMOCTM OT cneunduKM BUaa AeATEIbHOCTU.

Mpn NCNob30BaHUN SNEKTPOHHbIX M3AaHMl71 06pasoBaTeanaﬂ OopraHun3aunAa gonXKHa obecneunTtb
Kax40ro o6yqa|ou.|,eroc9| pa6quM MeCTOM B KOMMbKOTEPHOM KJ/lacCe B COOTBETCTBMU C obbemom
n3ydyaembixX gnCUnNnanH.

ObpasoBaTenbHaa opraHM3aumMa JAo/KHa 6biTb obecneyeHa HeobBXOAMMbBIM  KOMMIEKTOM
JIMLLEH3UOHHOTO NPOrPaMMHOro obecreyeHus.

7.19. Peanuszaums MMNCC3 ocyuwecTsaseTca obpa3oBaTe/IbHON OpraHM3aLMen Ha rocyAapCTBEHHOM
A3blKe Poccuinckoit Pepepaumm.

Peanusaums T[MNCC3 o6pa3oBaTenbHOM OpraHu3auuelt, pPacroJIOXKeHHOW Ha TepputTopum
pecnyb6ankm Poccuiicko ®eaepaumm, MoOXKeT OCYLLECTBAATLCA Ha roCyAapCTBEHHOM fA3blKe pecnybanKu
Poccuitckolt depepaunmn B COOTBETCTBUM C 3aKOHOAATENbCTBOM pecnybamnk Poccuitckoit depepaunm.
Peanusaumsa MMCC3 obpa3oBaTenbHOM OpraHWsauMelt Ha rocydapCTBEHHOM f3blke pecnybsnKku
Poccuitckolt desepauunm He O0MKHA OCYLECTBAATLCA B yulepb rocyaapcTBeHHOMY A3bIKy Poccuitckol
depepaunn.

VIIl. OLEHKA KAYECTBA OCBOEHUA NPOrPAMMbI NOATOTOBKU
CNELMANUCTOB CPEAHEIO 3BEHA

8.1. OueHKa KayectBa ocBoeHua MMCC3 gonxkHa BKAOYATb TEKYLMIA KOHTPOJb YCNEBAEMOCTH,
NPOMEKYTOYHYIO U FOCYAaPCTBEHHYHO UTOFOBYHO aTTeCTaLMmM 0by4YatoLwmxcs.

8.2. KoHKpeTHble ¢opMbl M NpoLesypbl TEKYLLEro KOHTPO/A YCNeBAaemMOCTU, MPOMEKYTOYHOM
atTecTauMM MO KaXAOW  AgucumnavHe U nNpodeccMoHanbHOMY MoAynto  paspabaTbiBatoTca
obpasoBaTesibHOM OpraHM3aunen camocToATENbHO N A0BOAATCA 40 CBeAeHMUs 0byyatowmxca B Te4eHme
nepBbIX ABYX MECALEB OT HaYana obyyeHus.

8.3. lns aTrectaummn obydyaloLmMxca Ha COOTBETCTBUE MX MNEPCOHAbHbIX AOCTUMKEHUIN NO3TANHbIM
TpeboBaHuam cooTtseTcTBytowen MMNCC3 (TeKywmin KOHTPO/Ab YCNEBAEMOCTM M MPOMENKYTOYHanA
aTrectauma) cosgatotcA $oHAblI OLEHOYHbIX CPeAcTB, MO3BOAAIOLWME OLEHUTb YMEHMA, 3HaHUA,
NPaKTUYECKMI OMbIT M OCBOEHHbIE KOMNETEHLUMN.

PoHAbl  OLEHOYHbIX cpeacrts  AnAa npomemyTquoﬁ aTreCctaumMm  no AgucunninHam u“
MexgucumnsimHapHbiMm  KypCam B COCTaBe I'lpOd)ECCVIOHaﬂbeIX MO,D,yﬂEﬁ pa3pa6aTblBal-0TCﬂ n
YyTBEPKAAOTCA 06pasoBaTean017| opraHM3aumel71 CaMOCTOATENIbHO, a ANA npomemyTquoﬁ atrectaumun
no I'IpOd)eCCI/IOHaI'IbeIM moaynam v ona I'OCV,CI,apCTBEHHOﬁ NTOroBOM atrecraumum - pa3pa6aTblBal-0TCF| n
YyTBEPKAAOTCA 06pasoBaTeanoﬁ OpFaHM3aLI,VIeﬁ nocne npegBapuUTesibHOro  NOJIOXKUTENbHOIO
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3aKk/o4YeHns paboTtoaartenei.

Ona npomexkyTouyHOW aTTecTauum Oby4YaloWMXCA MO  AUCUUMNIMHAM  (MEXAMCLMNINHAPHBIM
Kypcam) Kpome npenogasaTtesieit KOHKPETHOW AMCLMNANHBI (MEXANCUMINMHAPHOIO Kypca) B KayecTse
BHELUHUX 3KCNEpPTOB AO/KHbI aKTUBHO MPUBJEKATbCA NPenogaBaTe/In CMEXHbIX AUCLMMANH (KypcoB).
Ona  MakcMMmanbHOro nNpUBAMIKEHMA NpPOrpamMm MPOMENKYTOUYHOM aTTecTaumMm obydatowmxca no
npodeccMoHanbHbiM MOAYNAM K ycaoBuMaAM uUX byayweh npodeccMoHaNbHON AesaTeslbHOCTU
obpasoBaTeNibHOM OpraHM3aumMen B KaYecTBE BHELUTATHbIX SKCMEPTOB AO/XHbl aKTUBHO NMpPMBAEKATLCA
pabotogatenu.

8.4. OueHKa Ka4yecTBa MNOAroTOBKM o6yqarou.w|xcs| N BbINYCKHUKOB OCYyULeCTBNAETCA B [AOBYX
OCHOBHbIX HanpaBaeHUAX:

OLLEHKA YPOBHA OCBOEHUA AUCUMUMNIINH;
OLLEeHKa KomneTeHuunit obyyarowmxcs.
[nA toHowen npeaycmMaTpUBaEeTCa OLEeHKa pe3y/1bTaToB OCBOEHUSA OCHOB BOEHHOM C/y*KObl.

8.5. K rocynapcTtBeHHOM WTOroBOW aTTecTauuu [AOMycKaeTca oOyvalolWniica, He MMEoLWMiA
aKaJeMMYecKol 3af0/BKEHHOCTU U B MONAHOM o06beme BbINOAHMBLIMK y4YeBHbIM NAaH MK
MHAMBUAYANbHbIA  y4ebHbIA nnaH, €ecaM MHOe He YCTaHOBAEHO MOPAAKOM  NpoBedeHuA
rocyapcTBeHHON UTOroBOI aTTecTaLmmn No COOTBETCTBYIOWMM 06pa3oBaTe/ibHbIM Nporpammam <1>,

<1> YacTb 6 ctatbm 59 PegepanbHoro 3akoHa ot 29 aekabpa 2012 r. N 273-d3 "0O6 obpa3oBaHuK
B Poccuiickon ®Pepepaumn” (CobpaHne 3akoHoaatenbcTsa Poccuiickon depepaumm, 2012, N 53, cT.
7598; 2013, N 19, ct. 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, 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 33WMUTY BbIMYCKHOM
KBanndUKaUMOHHOM paboTbl (gMniomHas paboTta, AMNAOMHbIN NpoekT). Obs3atenbHoe TpeboBaHue -
COOTBETCTBME TEMATUKM BbINYCKHOM KBAaNNPUKALLMOHHOM PaboTbl coaepKaHMO O4HOrO UAN HECKOIbKUX
npodeccMoHanbHbIX MOAYNEN.

rOCVAapCTBeHHbIﬁ 9K3aMeH BBOAUTCA NO YCMOTPEHUIO o6pasoBaTeanoV1 OopraHunsauunun.
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MpunoxeHue

K ®IOC CIMO no cneymanbHocTn 46.02.01
JoKymeHTauMOHHOe obecneyeHne
YyNpaB/ieHMA U apXnMBOBEAEHUNE

NEPEYEHDb
NPO®ECCUIA PABOYNX, LOKHOCTEN CNYXKALLUX, PEKOMEHAYEMbIX
K OCBOEHMIO B PAMKAX NPOrPAMMbI NOATOTOBKU CMELUATUCTOB

CPEAHEIO 3BEHA
Koz no O6wepoccmuinckomy kKnaccupumkaTopy HanmeHoBaHue npodeccuin paboumx,
npodeccnit pabounx, AONKHOCTEN CAYKALLNX U OONIXKHOCTEN CAyXaLumx

TapuoHbIX paspsagos (OK 016-94)

1 2
26353 CeKkpeTapb-malUMHNCTKA
20190 Apxusapuyc

21299 Jenonpoussoguntenn
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