[okymeHT npepoctasneH KoHcynbTaHTI10C

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

MMWUHUCTEPCTBO OGPA3OBAHUA U HAYKU POCCUMCKOI ®EAEPALIUMA

MPUKA3
ot 11 asrycra 2014 r. N 975

Ob YTBEPXKOEHUUN
®EAEPA/IBHOIO rOCYAAPCTBEHHOIO OBPA3OBATE/IbHOIO CTAHOAPTA
CPEAHEIO NPO®ECCMOHAJIbHOIO O6PA3OBAHUA NO CNELNANIBHOCTU
46.02.01 4JOKYMEHTALMOHHOE OBECNEYEHUE YNPABJIEHNA
N APXMBOBELOEHUE

Cnu1COK M3MEHAILLMX OKYMEHTOB
(B peq. Mpukasza MuHnpoceeweHns Poccum ot 13.07.2021 N 450)

B cootBetctBMM € nognyHKTom 5.2.41 MonoxeHus o MuHUCTepcTBe 06pa3oBaHMA U HayKu
Poccuiickoin ®egepaumm, yTeepKAeHHOTro noctaHoBAeHnem MNpasutensctea Poccuinckon ®egepaumm ot
3 noHs 2013 1. N 466 (CobpaHue 3akoHogaTenbcTBa Poccuiickont deagepauum, 2013, N 23, cT. 2923; N 33,
cT.4386; N 37, c1. 4702; 2014, N 2, cT. 126; N 6, cT. 582; N 27, cT. 3776), nyHKTOM 17 Mpasun pa3paboTky,
yTBEpPKAEHUA deaepanbHbIX TOCyAapcTBEHHbIX 06pa3oBaTeNbHbIX CTaHAAPTOB WM BHECEHWUS B HUX
U3MEHEHMN, YTBEPKAEHHbIX MocTaHoBAeHUeM [lpaButenbctea Poccuiickoit depepaumnm ot 5 aBrycTa
2013 r. N 661 (CobpaHue 3akoHopaTenbcTBa Poccuitickoli depepaumn, 2013, N 33, cr. 4377),
NpPUKa3bIBalo:

1. YtBepauTb npunaraemoln deaepanbHbll rOCYAapCTBEHHbIN 06pa3oBaTesibHbIA  CTaHAAPT
cpegHero npodeccmoHanbHoro obpasoBaHMAa Mo cheumanbHocT 46.02.01 [doKymeHTauuoHHOe
obecneyeHune ynpasBaeHMsa U apXMBOBEAEHME.

2. Mpu3HaTb yTpaTMBWMM cuay npukas MuHUcTepcTBa 06pas3oBaHUA M HayKu Poccuitckold
depepaunn ot 25 aHeapa 2010 r. N 75 "O6 yTBep*AeHUU M BBedeHUU B AeilcTBue deaepanbHOro
rocyapcTBeHHOro 06pa3oBaTeNibHOrO CTaHAapTa cpegHero npodeccnoHanbHoro obpasosaHMA no
cneumanbHoctn 034702 [JoKymeHTaUMOHHOe obecrneyeHWe ynpasBaeHWA U apxuBoBedeHue"
(3apeructpupoBaH MuHUcTepcTBOM tocTMUMK  Poccuiickon depepaummn 27 despans 2010 .,
pernctpaunoHHbiii N 16526).

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

MwuHunctp
[.B.IMBAHOB
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MpunoxkeHune

YTBepKaeH

npukasom MuHuctepcTea o6pasoBaHus
1 Haykn Poccuitckon ®epepaumm

ot 11 asrycra 2014 r. N 975

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

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

I. OBZIACTb NPUMEHEHUA

1.1. Hacroawmii d¢eaepanbHbiA TOCYAapPCTBEHHbIM 00pasoBaTe/ibHbIA CTaHAAPT CpeaHero
npodeccmoHanbHoro obpasoBaHUs npeacTaBaseT coboli COBOKYNHOCTb 0b6s3aTesibHbIX TpeboBaHMN K
cpeaHemy npodeccuoHasbHOMY 06pa3oBaHUIO no cneumasbHocTn 46.02.01 [oKymeHTaunmoHHoe
obecrneyeHune ynpasneHma 1 apxmBoBeaeHme ansa npodpeccnoHanbHOM 06pas3oBaTe/IbHOM OpraHM3aLUnn n
obpa3oBaTe/NibHOW OpraHM3auuKn BbiCero 06pa3oBaHMA, KOTOPble MMEOT MPaBO Ha peanunsauuio
MMEIOLLMX TOCYAAaPCTBEHHYIO aKKpeaMTaLmMIo Nporpamm nogrotToBKM CNeLmManmcToB cpegHero 3seHa no
JaHHOM cneuuwanbHOCTU, Ha Tepputopun Poccuitickort depepaumm (manee - obpasosaTesnbHas
opraHusaums).

1.2. MpaBo Ha peanu3auuio NpPorpamMmmbl MNOALFOTOBKM CMNELMannMCToB CpeaHero 3BeHa Mo
cneumnanbHoctM 46.02.01 [JoKymeHTaUMOHHOe obecneyeHWe ynpaBaeHUs W apXuMBOBeAeHUE UMeeT
obpa3oBaTesNibHaA oOpraHM3aumMa MpPUM HAMYUU  COOTBETCTBYIOLLENW NMLEH3MM HA OCYLLECTBEHUE
06pa3oBaTeIbHOMN AEeATENBHOCTMY.

Bo3morkHa ceTeBas popma peanusaumm NnporpaMmmsl NOAFOTOBKM CMELMANUCTOB CpegHero 3BeHa ¢
NCMONb30BaHNEM PeCcypcoB HECKO/bKMX 0Bpa3oBaTenbHbix opraHM3auunin. B peannsauum nporpammbl
NMOArOTOBKM CMELManncToB CpedHero 3BeHa C WCMNosb3oBaHMem ceTeBo GOpmMbl  Hapagy C
06pa3oBaTeNbHbIMX  OpPraHM3auUMAMM  TaK¥Ke MOryT Yy4yacTBOBaTb MeAWUMHCKME OpraHu3auumu,
OpraHMn3aumm KynbTypbl, GU3KYAbTYPHO-CMOPTMUBHBIE U MHblE OpraHusauuu, obnagalolme pecypcamu,
HeobxoAMMbIMUK AN1A OCYLLEeCTBAEHNA 00yYeHUs, NpoBeaeHNA y4ebHOM N NPOM3BOACTBEHHOMN NPAKTUKU U
OCYLLECTB/IEHNA WHbIX BUAOB y4ebOHON [eATeNbHOCTU, NPeayCMOTPEHHbIX MPOrpammoil MNOArOTOBKM
CMeunanncToB cpeaHero 3BeHa.

Mpu peanusaumm nporpammbl NOArOTOBKM CMeuManncToB cpeaHero 3BeHa obpasoBaTesibHas
OopraHuM3auMa BMNpaBe MPUMEHATb 3NEKTPOHHOe obyyeHWe U AMCTAaHUMOHHble obpasoBaTesibHble
TexHosoruu. Mpu 06y4eHUn 1L, C OrpaHUYEHHBIMMU BO3MOXKHOCTAMM 340P0BbA 3NEKTPOHHOE 06yUYeHue
N AMCTaHUMOHHble 06pa3oBaTe/ibHble TEXHOAOMMM AOKHbI NPeAycMaTpPMBaTb BO3SMOXKHOCTb Mpuema-
nepeaayn nHGopmaLmm B AOCTYNHbIX 418 HUX GOpMaX.

1.3. Ob6pasoBaTenbHana [AeATe/bHOCTb MPU OCBOEHMM 06pasoBaTeNbHOM NpPOrpamMmmbl UK
OTAEe/bHbIX €e KOMMOHEHTOB OpraHusyeTca B Gpopme NPaKTUYECKON NOATOTOBKM.
(n. 1.3 BBeaeH MNpukaszom MuHnpocseleHma Poccum ot 13.07.2021 N 450)

1.4. BocnuTaHve 0b6y4YalOWMXCA MPUM  OCBOEHWMM UMMM 0OPa3oBaATE/IbHOW  NPOrpammbl
OCYLLECTB/IIETCA Ha OCHOBE BK/lOYaeMblXx B 06pasoBaTeNbHyl MNporpammy pabouyeli nporpammbl
BOCMMTAHMA W KaneH4apHOro naaHa BocnuTaTenbHOW paboTbl, paspabaTbiBaeMbiX U yTBEPMKAAEMbIX C
YUYETOM BKAHOUYEHHbIX B MPUMEPHYIO OCHOBHYIO 0bpasoBaTesibHyl0 MporpamMmy npuMMepHoin pabouyelt
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Nporpammbl BOCAUTAHUA U MPUMEPHOIO 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;

®roCc Crno - doepepanbHbIi roCyAapCTBEHHbIM 06pasoBaTesibHbIM  CTaHAAPT CpeaHero
npodeccroHanbHoro 06pasoBaHus;

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

3.1. Nonyyenune CMNO no NMNCC3 gonycKkaeTca TONbKO B 06pa3oBaTe/IbHON OpraHu3aumu.

3.2. Cpoku nonyyenua CMO no cneumanbHocTn 46.02.01 [doKymeHTauMoHHOe obecreyeHue
ynpaB/ieHnss U apxuBoBedeHne 6a30BOM MOArOTOBKM B O4YHOM dopme 0byyeHMAa U MpucsamMBaemble
KBanmdumkaummn npusoastca B Tabanue 1.

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

HeobXxo4MMbIN Ans Npuema Ha KBanmdukaumm 6asoson 623308011 NOAFOTOBKM B OYHOW

obyyeHue no MMNCC3 NoAroTOBKM dopme obyueHna <1>
cpegHee obuiee obpasoBaHue Cneuuannct no 1 ropa 10 mecaues

AOKYMEHTaUNOHHOMY
OCHOBHOe oblee 06pasoBaHNe | oBecneyeHmio ynpasneHus, 2 ropa 10 mecAues <2>
apxmBucT

<1> Hesasucmmo ot NPUMeHAEMbIX O6pa3OBaTe}'IbeIX TEXHOJIOTUA.

<2> O6pasoBaTe/ibHble OpraHM3aLMu, OCYLLECTBAANOWME MOAFOTOBKY CMELMaNUCTOB CPesHero
3BeHa Ha 06ase ocHOBHOro obuiero obpa3oBaHMA, peanusyloT denepasnbHblid rOCyAapPCTBEHHbIN
ob6pa3oBaTeNibHbIM CTaHAAPT cpeaHero obuero obpasosaHua B npegenax MMNCC3, B Tom uncne ¢ yuetom
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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nonyyenua CMNO no MMNCC3 6a30B0M NOATOTOBKM.

Cpokn nonydeHma CMNO no cneunanoHoctn 46.02.01 [okymeHTaunmoHHoe obecneyeHue
ynpaB/ieHns 1 apxmuBoBedeHue yraybieHHoM NoAroToBKM B o4HON dopme 0b6yyeHua 1 npucBanBaemMble
KBasndbumKkauum npusogatca B Tabauue 2.

Tabnuua 2

YpoBeHb 06pa3oBaHus,
HeobxoaMMbI Ans npuema Ha
obyyeHue no MMNCc3

HanmeHoBaHWe KBanudpuKkaumm
yrnybneHHoOM NoAroToBKM

Cpok nonyyeHusa CrNo no
MMNCC3 yrnybneHHom
NoAroTOBKU B O4YHOMN popme
0byyeHus <1>

cpeaHee obuee obpasoBaHue

ocHoBHoe obulee obpasoBaHue

Cneuuanuct no
OOKYMEHTALLMOHHOMY
obecneyeHunto ynpasaeHus,
APXMBUCT

2 roga 10 mecAues

3 roga 10 mecaues <2>

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

<2> Ob6pasoBaTte/fibHble OpraHM3aluu, OCYLLEeCTBAAIOWME MOATOTOBKY CMNEeuManmcToB CpeaHero

3BeHa Ha 6ase OCHOBHOro o06uero obpasoBaHus,

peanusytoT deaepanbHbii  FOCYAapCTBEHHbIN

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

nosyyaemon cneumanbHoctn CMNoO.

Cpokn nonyyeHna CMO no MMNCC3 6a3oBoit M yraybseHHOM MOArOTOBKM HE3aBUCMMO OT
npumeHsemMbix 06pa3oBaTe/IbHbIX TEXHONOTUIM YBEIMYMBaALOTCA:

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

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

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

6) ANA MHBANMAOB M NUL, C OrPaHMYEHHbIMU BO3MOXHOCTAMM 340p0BbA - He Bosiee yem Ha 10

MecALEes.

IV. XAPAKTEPUCTUKA NPODECCUOHA/IbHOMN

DEATEZIbHOCTU BbINYCKHUKOB

4.1. O6nactb NpodeccMoHaNbHON AeATEeNbHOCTU BbIMYCKHUMKOB: AEATENIbHOCTb B CEKpeTapuaTtax,
CNyKb6ax AOKYMEHTALMOHHOro obecneyeHus, KaapoBbIX CAy:Kbax v apxmnBax rocyaapCTBeHHbIX OpPraHoB U
YUYPEXKAEHUIN, B OpraHax MEeCTHOro CaMoynpaB/eHMWs, HerocyAapCcTBEHHbIX OpraHusaumax scex Gopm
COBCTBEHHOCTM, OBLLLECTBEHHbIX OpraHn3aumax (yuperkaeHunsx).

4.2. O6bekTamm NpodeccnoHaNbHON AeATeIbHOCTM BbIMYCKHUKOB ABAAIOTCA:

AOKYMEHTbI, CO34aHHbIE ntobbim cnocobom AOKYMEHTUPOBAHUA;

cncrembl 4OKYMEHTAUNOHHOTIO obecneyeHus ynpasneHunA,;

CNCTEMDI 3/TEKTPOHHOIO AOKyme HTO060 poTa,



dPXNBHbIE AOKYMEHTbI;
nepBunYyHble TPYyAO0Bble KONNNEKTUBDI.

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

4.3.1. OpraHusauus f[OKYMEHTAUMOHHOro obecrneyeHus ynpaBaeHus M GpYHKUMOHMPOBAHUA
OopraHusaumu.

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

4.3.3. BbinonHeHne paboT No OAHOW WAWU HECKONbKMM npodeccuam paboumx, [ONKHOCTAM
CAy»Kawmx (npunoxkeHue K Hactosawemy Groc Cno).

4.4, Cneumanuct no AOKYMEHTaLMOHHOMY obecrneyeHuto ynpaBaeHUs, apxmMBuUCT (yrnybaeHHOM
NOArOTOBKM) FOTOBUTCA K CNeAYHOLMM BUAAM AEATENbHOCTU:

4.4.1. OpraHu3auus [OKYMEHTaUMOHHOro obecneyeHua ynpaBaeHuA U GpYHKUMOHMPOBAHUA
opraHusaumu.

4.4.2. OpraHu3auMa apxMBHOMW 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 MO OAHOW WAW HECKONbKMM npodeccuam paboumx, AO0SKHOCTAM
cnyxawumx (npunoxkeHue K Hactoawemy ®roc Cno).

V. TPEBOBAHUA K PE3Y/IbTATAM OCBOEHUA NPOrPAMMbI NOATOTOBKU
CNELMANTUCTOB CPEAHEIO 3BEHA

5.1. Cneumanuct no AOKyYMeHTaUuMOHHOMY obecneyeHuIo ynpasaeHuA, apxmsucT (6a3osoit
NoAroTOBKM) A0/MKeH 061aaaTh 06LMMN KOMMNETEHLMAMM, BKAKOYAOLWMMMK B ceba cnocobHOCTb:

OK 1. MoHUMaTb CYLWHOCTb U COLUMabHYIO 3HAYMMOCTb cBOeW Byayuiel npodeccum, NPoABAATb K
Hel yCTOMYMBbIV UHTEpeC.

OK 2. OpraHun30BbIBaTb COOCTBEHHYIO AE€ATENbHOCTb, BbIOMPATb TWUNOBbIE METOAbl M 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 MHPOpPMaLUKN, HeobXoanmon ana 3PpPpeKTUBHOro
BbIMNOJIHEHWUA NPOPECCMOHANbHbIX 334a4, NPOPECCMOHANIbHOTO U JIMYHOCTHOTO Pa3BUTKS.

OK 5. Mcnonb3oBatb MHPOPMALMOHHO-KOMMYHUKALMOHHbIE TEXHO/IOTUN B NPOGECCUOHANbHOM
AesATeNIbHOCTY.

OK 6. PaboTtaTtb B Ko/INEKTMBE U KOMaHZe, 3GPEeKTUBHO 06LaTbcs C Koaleramm, 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 JIMYHOCTHOIO pPa3BUTUA,
3aHUMaATbCA CaMOO6pa3OBaHVIeM, OCO3HAHHO NJ1aHNPOBATb NOBbIWEHNE KBa}'IVId)MKaLI,VIVI.

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

5.2. CneumanucTt no AOKYMEHTaLUMOHHOMY obecneyeHuto ynpasfieHuaA, apxvueucT (6a3oBoi
NnoAroToBKKU) Ao/XeH obnagaTb NpodeccMOoHanbHbIMU KOMMETEHUMAMW, COOTBETCTBYIOWMMM BUAAM
DeATeNbHOCTH:

5.2.1. OpraHusauma AOKYMEHTaUMOHHOro obecneyeHus ynpasBneHua U YHKLMOHUPOBaHMA
OpraHu3aumu.

MK 1.1. KoopauHupoBaTb paboTy opraHusaumm (NpUEeMHOM pyKoBOAWUTENs), BECTM MNpPUEM
nocetuTenen.

MK 1.2. Ocywectsnatb paboTy No NOAroToBKE M MNPOBEAEHUIO COBELLAHWI, Ae/I0BbIX 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 BXOAALIME N UCXOAALLME AOKYMEHTbI, CUCTEMATU3NPOBATL MX, COCTaBAATb
HOMEHKANATYpy Aen u GopMmupoBaTb JOKYMEHTbI B gena.

MK 1.7. CamocTtoATenbHo paboTaTb C AOKYMEHTaMW, COZEepHaWwuMmMu KoHOUAEHUMANbHYIO
MHPOPMaUMIo, B TOM YMCNE C OKYMEHTAMM NO IMYHOMY COCTaBY.

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

MK 1.10. CocTtaBnATb ONUCK Aen, OCyLeCcTBAATb NOAFOTOBKY AeN K nepegade B apxXmB OpraHmM3aumm,
rocy4apCTBEHHbIE U MYHULMNA/IbHbIE aPXMBbI.

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

MK 2.1. OcywecTBNATb 3KCNEPTM3Y LLEHHOCTM AO0KYMEHTOB B COOTBETCTBMM C AENCTBYHOLMMU
3aKoHO4aTe/IbHbIMM aKTamMKu Y HOPMaTUBaMM.

MK 2.2. Bectn paboTy B cucTeMax 3/IeKTPOHHOIO AOKYMeHToobopoTa.

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

MK 2.4. ObecneunBaTb NpMEM U paLMOHaNbHOE pasMelleHne JOKYMEHTOB B apxuee (B TOM uncne
AOKYMEHTOB NO IMYHOMY COCTaBY).

MK 2.5. ObecneunBaTb y4eT U COXPAHHOCTb JOKYMEHTOB B apXuBe.

MNK 2.6. OpraHMBOBbIBaTb MCNoab30BaHNE apXMBHbIX AOOKYMEHTOB B HaAY4HbIX, CMPaBOYHbLIX WU



NPakKTU4eCKnx uenax.

MK 2.7. OcywecTBnaTb OpraHM3aLMOHHO-METOAMYECKOe PYKOBOACTBO M KOHTPO/b 3a paboToi
apxuBa opraHu3aLmMm 1 3a OpraHusaumneit JOKYMEHTOB B 4€/10NPOM3BOACTBE.

5.2.3. BbinosHeHWe paboT nNo ofHOM MAM HecKoNnbKMM npodeccuam paboumx, AOMKHOCTAM
CNYMKALMX.

5.3. Cneumanuct nNo AOKYMeHTaUMOHHOMY obecrneyeHuio ynpasBaeHus, apxusucT (yraybneHHown
NoAroToBKM) A0/MKeH 061aaaTh 06LWMMM KOMNETEHUMAMM, BKAKOYAOLWMMM B cebsa cnocobHOCTb:

OK 1. NoHUMaTb CYLWHOCTb U COUMANbHYIO 3HAYMMOCTb CBOEM ByayLlieit npodeccum, NpoABAATb K
HeWn yCTOMYMBbIN UHTEpEC.

OK 2. OpraHu3oBbiBaTb COOCTBEHHYO AeATENBHOCTb, ONpeaenaTb MeToAbl U CNOCOObI BbINOHEHMUA
npodeccnoHanbHbIX 3a4a4, oueHMBaTb X 3HEKTUBHOCTb U Ka4yecTBo.

OK 3. Pewatb Nnpobaembl, OLLEHUBATb PUCKM M NMPUHMMATb PELLUEHUA B HECTAaHAAPTHbIX CUTYaLMAX.

OK 4. Ocyuw,ectsnATb NOWUCK, aHaNM3 U OUEHKY MHbOPMaUuK, HeobXoaAMMO ANA MNOCTaHOBKMU U
pelweHusa npodeccrnoHanbHbIX 3aa4a4, NPodpecCcMoHaNbHOro N IMYHOCTHOTO Pa3BUTKUA.

OK 5. Ucnonb3oBaTb MHGOPMaLMOHHO-KOMMYHUKALMOHHbIE TEXHO/IOTMM A1A COBEPLUIEHCTBOBaHMA
npodeccrMoHanbHON AeATENbHOCTU.

OK 6. PaboTaTtb B KO/I/IEKTUBE U KOMaHAe, obecrneunBaTb ee crjioyeHue, 3pPeKTUBHO 0bLaTbCA C
KOJIeramm, pyKoBoACTBOM, NOTpebutensamu.

OK 7. CraButb Uenn, MOTUBMPOBATb AEATE/NbHOCTb MOAYMHEHHbIX, OPraHW3oBbLIBATL U
KOHTPOIMPOBaATb UX PaboTy Cc NPpUHATUEM Ha ceba OTBETCTBEHHOCTU 32 PE3Y/bTAT BbIMOJIHEHMA 3a4aHUA.

OK 8. CamocroAatencHo onpegenATtb 3agaydun I'IpO(I)ECCMOHa/'IbHOI'O N JIMYHOCTHOIO pPa3BUTUA,
3aHUMATbCA CaMOO6pa3OBaHMeM, OCO3HaHHO N/1aHMpOBATb NOBbIWEHNE KBanMd)MKaLI,MM.

OK 9. BbITb rOTOBbIM K CMEHE TEXHONOMMIA B NPOGECCUOHANbHOMN AeATENbHOCTH.

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

5.4.1. OpraHu3auma [OKyYMeHTauMOHHOro obecnedyeHua ynpasaeHUa W GYHKLMOHMPOBAHMA
opraHusaumm.

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

MK 1.2. OcywectBaaTb paboTy MO NOArOTOBKE M MPOBEAEHWUIO COBELLAHMIA, AENO0BbIX BCTpeu,
NPMEMOB 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 pPerucTpmMpoBaTb OPraHM3aLMOHHO-PACNOPAAUTENbHbIE [AOKYMEHTbI,
KOHTPOJIMPOBATb CPOKM UX UCMIOSIHEHMS.



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

MK 1.7. CamocTtosATenbHO paboTaTb C AOKYMEHTAMK, COAEPXKAWMMU KOHPUAEHUMANbHYIO
MHpopMaLMIo, B TOM YMUC/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. CocTaBnAaTb ONUCK Aen, ocyLwecTBAATb NOATOTOBKY e K nepegaye B apxms OpraHmMsaumm,
rocy4apCTBeHHbIE U MyHUUMMNANAbHbIE 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. YyacrteoBaTb B pa60Te no 3KCnepTnse 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 pPaLMOHabHOE pa3MeLleHne JOKYMEHTOB B apxmBe (B TOM yucie
[OOKYMEHTOB MO /IMYHOMY COCTaBy).

MK 2.5. ObecneunBaTb y4eT U COXPAHHOCTb JLOKYMEHTOB B apXMBe.

MNK 2.6. OpI'aHVI3OBbIBaTb MCNON1Ib30BaHNE apPXMBHbIX AOKYMEHTOB B Hay4HbIX, CNpPaBOYHbLIX WU
NPaKTU4YeCKux uenax.

MK 2.7. OcywecTBnaTb OpraHM3auUNMOHHO-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. OcywecTsnaTb MHPOPMALMOHHYIO PaboTy N0 AOKYMEHTAM, B TOM YMC/E C UCNO/Ib30BaHMEM
OPrTEXHUKKW, MPOrPamMMHbIX CPEeACTB Yy4yeTa, XpaHeHMA M MNOWCKAa [AOKYMEHTOB U ApYrux
cneunannsmMpoBaHHbIX 6a3 AaHHbIX.

MK 3.2. NMpuHUMaTb Mepbl NO YNOPALOYEHNIO COCTaBa AOKYMEHTOB Y MHGOPMALIMOHHbIX NMOTOKOB,
COKPaLLEHMIO NX KOIMYECTBA MU ONTUMM3AaLMM AOKYMEHTOMNOTOKOB OpraHM3aLmu.

MK 3.3. Bect paboTy no co3gaHuio CNPaBOYHOro anmnaparta nNo 4OKYMeHTaMm C Lesiblo obecneyeHumn
yA06HOro 1 6bICTPOro Mx 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 obecrnevyeHms ynpasaeHns U apXmeBHoro aena.

MK 3.6. MpuHMMaTL y4yacTve B paboTe no noadopy W pPacCTAaHOBKE KagpoB CAyXKObI



AOKYMEHTALMOHHOIo obecneyeHuns ynpasaeHna n apxmea opraHnM3aLuu.

5.4.4. BbinonHeHne paboT NO OAHOM MAN HECKOAbKMM npodeccnsam paboumx, AOMKHOCTAM
CNyXaLmx.

VI. TPEBOBAHUA K CTPYKTYPE NMPOrPAMMbI MOATOTOBKU
CNELMANUCTOB CPEAHETO 3BEHA

6.1. MMNCC3 npeaycmaTpmuBaET U3yYeHUe cneaytowmx yyebHbIX LUKIO0B:
06LLero rymaHUTapHOro 1 CoumManbHO-3KOHOMMYECKOTO;
MaTeMaTU4YeCcKoro 1 obLLero ecteCTBEHHOHay4YHOro;
npodeccnoHanbHoro;

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

6.2. O6s3aTenbHan yactb MMNCC3 no y4ebHbIM LMKAAM A0KHA COCTaBAATb 0KO10 70 NPOLLEHTOB OT
obuero o6bema BpeMeHu, OTBEAEHHOTO Ha UX 0OCBOeHMe. BapuaTtmneHas yactb (oKkono 30 npoueHToB) Aaet
BO3MOXHOCTb paclwimpeHma wn (uau) yraybneHna noaroToBKWM, oOnpeaensieMon coAep’kaHuem
06A3aTeNbHOM YacTH, NOJIYYEHUS AONONHUTENIbHBIX KOMMNETEHLU M, YMEHUN U 3HAHUI, HEOBXOAUMBIX ANA
obecneyeHnss KOHKYPEHTOCNOCOBHOCTM BbINYCKHMKA B COOTBETCTBUM C 3aNpPOCaMM PErMOHAIbHOTO PbIHKA
TpyAa U BO3MOXKHOCTAMU NPOAO/IKEHUA 0b6pasoBaHMA. AUCUNNINHBI, MEXANCUUNANHAPHbIE KYPCbl U
npodeccnoHanbHble MOAY/IN BAPUATUBHOM YacTu onpesenatoTca o6pas3oBaTeibHOM opraHnsaLme.

O6WMn  TYMaHUTApPHbIN M COLMANbHO-3KOHOMMYECKUN,  MaTEMATMYECKMI 1 0bwuia
€CTeCTBEHHOHaYYHbIN y4ebHble LUUK/bl COCTOAT U3 AUCLMUMNJINH.

MpodeccnoHanbHbii  y4ebHbIA LMKA COCTOUT U3  06wenpodeccMoHaNbHbIX AUCUMNANH U
npodeccrmoHanbHbIX MOAyAEN B COOTBETCTBMM C BUAAMM AeATeNbHOCTU. B cocTae npodeccroHanbHoro
MOZYNA BXOAWUT OAUH MM HECKONbKO MEXAMCLMMNAMHAPHbIX KypcoB. Mpu OCBOEHMM 0bByyatowmmuca
npodeccroHanbHbIX Moayneil NpoBogATcA yuebHan 1 (Man) NPoU3BOACTBEHHAA NPaKTUKa (Mo Nnpodunto
cneupnanbHOCTH).

6.3. O6s3aTeIbHan 4acTb 06LWEro ryMaHUTapPHOro 1 CoLManbHO-9KOHOMMWYECKOTO y4ebHOro LKA
MMNCC3 6asoBoii MNOArOTOBKM [AOMKHA NpeaycmaTpuMBaTb U3yYeHWe Cledyrolmx 06a3aTeNbHbIX
ancumnamH: "OcHoBbl dunocopumn”, "WUctopua", "UHocTpaHHbIN A3bIK", "®Ousnyeckaa KynbTypa";
yrnybneHHoin noarotoBku - "OcHoBbl punocodpumn”, "Uctopua”, "Mecuxonorns obwenuns", "MHoCTpaHHbIN
A3bIK", "®Pun3nyeckas KynbTypa'.

Ob6s3aTtenbHan YacTb NpodeccrmoHanbHoro yyebHoro unkna MNMNCC3 kak 6a30BoM, Tak U yraybaeHHOM
NOArOTOBKM OOJIKHA NpPesycMaTpuBaTb M3ydYeHue AUcCLMNANHBI "Be30nacHOCTb KuU3HeaeaTebHoCTH" .
O6bem YacoB Ha AWUCUMMNIMHY "Be3onacHOCTb KU3HedeATeNbHOCTU" cocTaBnseT 68 YacoB, U3 HWUX Ha
OCBOEHMWE OCHOB BOEHHOM C/yKbbl - 48 Yacos.

6.4. ObpasoBaTenbHOM opraHusaumnen npu onpeaeneHun cTpyktypbl MNMNCC3 n TpyaoemKocTn ee



OCBOEHMA MOMKET MPUMEHATLCA CUCTEMA 3a4YETHbIX eAMHMLU, NPU 3TOM OAHA 3a4yeTHada eanHMUaA
COOTBETCTBYET 36 aKageMMNYECKMM Yacam.



CTpyKTypa nporpammbl NOArOTOBKM CNELUANUCTOB CPeAHEro 36eHa
6a30B0ii NOArOTOBKMU

Tabnnua 3

MHaeKc HanmeHoBaHMe y4ebHbIX UMKIOB, pa3aesos, Bcero B Tom uncne MHAEeKC n HanmeHoBaHue Koapl
moaynei, TpeboBaHMA K 3HAHUAM, YMEHUAM, | MaKCMMaJIbHOM Yyacos OUCUNNANH, dopmupyembix
NpPaKTUYECKOMY ONbITY yuyebHoM o0bna3aTeNnbHbIX MEXANCUMNANHAPHbBIX KOMMNeTeHLUMN
Harpysku Yy4YebHbIX Kypcos (MK)
obyuatowerocs 3aHATMMN
(yac./Hen,)
ObsasaTenibHasA YacTb y4ebHbix unkaos MNMCC3 2376 1584
0orca.oo O6LWMA 'yMaHUTaPHbIN M cOUMaNbHO- 522 348
3KOHOMWYECKMI YYEBHbIN LMK
B pesynbTate usyyeHus obasaTesibHOM YacTu 48 Orcs.01. OcHosbl OK1-9

y4ebHOro uyKna oby4atoWwmnnes AoNKeH:
YMETb:

OPUEHTUPOBATLCS B Hanbosee obLWmx
dunocodckunx npobsemax 6bITMA, NO3HAHUS,
LUeHHOCTel, cBoboAbl M CMbICNA KU3HU KaK
OCHOBax GOPMMPOBAHUSA KyNbTYpbI
rpaxgaHvHa n byayLiero cneunanmcra;
3HaTb:

OCHOBHble KaTeropuu n NoHsTUA punocoduu;
ponb punocodun B XKM3HN YeN0BEKA U
obulecTBa;

0CHOBbI $MNO0CODCKOro yyeHua o bbITnu;
CYLLHOCTb Npouecca NO3HaHuA;

OCHOBbI Hay4HOM, GPUNOCODCKOM U
PENUTNO3HOWN KapTUH MUPa;

06 ycnosuax GopMmnpoBaHMA TNYHOCTH,
cB0b60/€e M OTBETCTBEHHOCTM 33 COXPaHeHMe

dnnocodpum




YKU3HU, KY/IbTYPbl, OKPY*KalOLLEN cpeabl;
0 COUMaANbHbIX M 3TUYECKMX Npobiemax,
CBA3aHHbIX C Pa3BUTUEM M UCNOJIb30BAHUEM
OOCTUXKEHUI HayKK, TEXHUKU U TEXHONOTUA.

YMETb:

OpPMEHTUPOBATLCA B COBPEMEHHOM
3KOHOMWYECKOM, NOSIMTUYECKOMN U KYNbTYPHOM
cuTyauum B Poccumn n mmpe;

BbISIB/IATb B3aMMOCBA3b OTEYECTBEHHDIX,
pPernoHasibHbIX, MMPOBbIX COLMA/bHO-
3KOHOMMYECKMX, NOJUTUHECKUX U KYNbTYPHbIX
npobnem;

3HaTb:

OCHOBHble HaMnpaB/ieHNs Pa3BUTUA KAOYEBbIX
permoHoB mMmnpa Ha pybexe sekoB (XX u XXI
BB.);

CYLLHOCTb M NPUYMNHDI IOKA/IbHBbIX,
PErMOHA/bHBIX, MEXIOCYAaPCTBEHHbIX
KOH)NMKTOB B KOHUE XX - Havane XXI BB.;
OCHOBHble NpoLecchl (MHTerpaLyMoHHbIE,
NOJIMKY/IbTYPHbIE, MUTPALMOHHbIE U UHbIE)
NOSIMTUYECKOrO U SKOHOMMUYECKOTO Pa3BUTUA
BeAYLUMX rocyapcTB U PErMOHOB MUP3;
Ha3HavyeHue OpraHusaumm O6begUHEHHbIX
Hauuii (OOH), OpraHmnsauum
CeBepoaTtnaHTU4yeckoro gorosopa (HATO),
Esponelickoro Cotosa (EC) n apyrmx
OopraHu3aumii U OCHOBHbIE HanpaBAEHMA UX
AeATeNnbHOCTY;

O PO/ HayKW, KYNbTYpbl U PENIUTUK B
COXPaHEHUW U YKPENNEHUN HALMOHANbHbIX U
rocy4apCTBEHHbIX TPAAULMIA;

cogeprkaHne U HasHayeHne BarKHeMLWmnX

48

0Orca.02. Uctopuma

OK1-9




NpPaBOBbIX N 3aKOHOAATE/IbHbIX aKTOB
MWPOBOIo N permoHasibHOro 3Ha4eHuA;

yMmeTb:
06wWaTbcs (YCTHO M MUCbMEHHO) Ha

MHOCTPaHHOM A3blKe Ha NpodeccroHanbHble U

NnoBCceAHEBHbIE TEMbI;
nepesoauTb (CO cnoBapem) MHOCTPaHHbIe
TEKCTbl NpodeccuoHaNbHOM HanpPaB/eHHOCTH;

CaMOCTOATE/IbHO COBEPLUEHCTBOBATL YCTHYHO U

NMUCbMEHHYI0 peyb, NOMNOJIHATL C/IOBAPHbI
3anac;

3HaTb:

neKkcmnyeckuit (1200 - 1400 nekcnyeckmx
€ANHUL) U TPAaMMATUYECKUIA MUHUMYM,
HeobxoAMMbIA AN YTeHMA M nepesoaa (co
CNoBapem) MHOCTPAHHbIX TEKCTOB
npodeccnMoHanbHON HanpaBAEHHOCTH;

126

OrC3.03. MHoCTpaHHbIN
A3bIK

OK1-9

YMETb:

MCNoNb30BaTb GU3KYNbTYPHO-
034,0P0BUTENbHYIO AEATENIbHOCTb A/1A
YKpenneHua 340p0BbA, AOCTUNKEHNA
YKU3HEHHbIX M NPodeCccnoHanbHbIX Lenewn;
3HaTb:

0 ponu GU3NYECKOM KyAbTypbl B
06LLEKYNbTYPHOM, MPOdECCMOHANbHOM U
COUMANbHOM Pa3BUTMM YE/IOBEKa;

OCHOBbI 34,0P0OBOI0 06Pa3a KU3HM.

252

126

Orcs.04. ®mnsunueckas
Ky/bTypa

OK2,3

EH.00

MaTemaTuyeckuii 1 obwmm
€CTEeCTBEHHOHAYYHbIN Y4ebHbIN LMKA

198

132

B pe3synbTaTte nsyyeHunn obssaTesibHOM YacTm

EH.01. MaTemaTtuKa

OK1-6,9




y4yebHoro uuKkaa oby4yatoWmmncs OoNKeH:
yMeTb:

pelwaTb 33241 Ha OTbICKaHWe NPOU3BOAHON
CNOMHOM GYHKLMM, MPOM3BOAHbIX BTOPOro U
BbICLLMX NOPAAKOB;

NPUMEHATb OCHOBHbIE MeTopb!
WHTErpmpoBaHMA Npu pelleHnn 3aaay;
NPUMEHATb MeToAbl MaTeMaTUUYECKOTO
aHanM3a Npu pelleHnn 3a4a4 NPUKNaaHoro
XapakTepa, B TOM yncae npodpeccuoHaibHOM
HanpaB/iIEHHOCTH;

3HaTb:

OCHOBHbIE NMOHATUA U MeToAbl
MaTeMaTMYeCcKoro aHanu3a;

OCHOBHbIE YNC/IEHHbIE METOAbI peLleHnn
NPUKNagHbIX 3a4ay4;

YMETb:

paboTaTb C COBPEMEHHbIMW ONepPaLMOHHbIMMU
CUCTEMAMM, TEKCTOBbIMM PeflaKTOpamMu,
TabNMYHBIMM NPOLECCOPAMU, CUCTEMAMM
ynpasneHua 6asamu faHHbIX, Tporpammamm
NoAroTOBKM Npe3eHTaumin, UHGOPMaLNOHHO-
NMOWMCKOBbIMMW CUCTEMAMM M NOJIb30BATbCA
BO3MOHOCTAMMN MHPOPMALLMOHHO-
TeNIeKOMMYHUKAUNOHHOM ceTn "UHTepHeT"
(manee - ceTb NHTepHET);

npodeccnoHasbHO OCyLLECTBAATb Habop
TEKCTOB Ha MepPCOHa/IbHOM KOMMbIOTEPE;
3HaTb:

TEXHUYECKME CpencTBa U NPOrpaMmHoe
obecneyeHne NepcoHanbHbIX KOMNbIOTEPOB;
TEeopeTUYecKMe OCHOBbI COBPEMEHHbIX
MHOOPMALMOHHbBIX TEXHONOTUI 0bLLero u

EH.02. UHPopmaTHKa

OK4,5,9




CNeunann3mMpoBaHHOIO HasHaYeHus;
PYCCKYIO M TAaTUHCKYIO KNaBuaTypy
NepcoHaNbHOro KOMMbIOTEPa;
npasuaa opopmaeHUA AOKYMEHTOB Ha
NepcoHaNbHOM KOMMNbIOTEPE;

YMETb:

OPUEHTUPOBATLCA B Hanbosiee obLnX
npobiemax 3KOJIormu u
NpUPOAONO/b30BaHUS;

3HaTb:

0C06EHHOCTM B3aMMoLencTBMA obLwectsa n
npupoapl;

npupoaopecypcHbii NnoTeHumnan Poccuu;
NPUHLUMNBI U METOAbl PaLMOHANbHOTO
NpPUPOAONONb30BaHNS;

npaBoBble M COLMabHble BONPOChI
NpPMPOAONO/b30BaHUA.

EH.03. 3konornyeckume
OCHOBbI
nNpUpoaono0b30BaHMA

OK3,6,7,9

.00

MpodeccnoHanbHbIN y4ebHbIN LIUKA

1656

1104

or.oo

O6uwenpodeccmoHanbHble AUCLMNINHDI

918

612

B pesynbTaTte UsydeHus obaszaTeNbHOMN YacTu
npodeccnoHanbHOro y4ebHoro LmKkia
obyyatowmiica LOMKEH:

YMeTb:

OPUEHTUPOBATLCA B BONPOCAX SKOHOMMUYECKOW
TEOPUU B COBPEMEHHbIX YCNOBUAX;

3HaThb:

3aKOHOMEPHOCTU GYHKLMOHUPOBAHUA
PbIHOYHbIX MEXaHNU3MOB Ha MUKPO- U
MaKpOYypOBHAX M METOAbl rOCyaapCTBEHHOro
perynmposaHus;

ON.01. 3KoHOMMYEeCKaA
TeopuA

OK1-7
MK11-13




O6LLI,ME NMO/I0KEHWNA SKOHOMUYECKOW TEOPUMN;

YMETb:

pPaccYMTbIBATb NO NPUHATON METOA010TUN
OCHOBHbIe TEXHWKO-3KOHOMMYECKUE
nokasaTenu AeaTe/lbHOCTM OpraHusaLmm;
3HaTb:

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

Orl1.02. SKoHOMMKa
opraHusaumm

OK1-7
MK1.1-13

yMeTb:

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

XapaKTepHble YepTbl COBPEMEHHOIO
MeHeXMEHTA; LUK MEHEAKMEHTA;

NpoLLecc NPUHATUA U peannsaumn
yNpaBAeHYeCcKUX peLleHunin, MHpopmaLmoHHoe
obecrneyeHne MeHEOKMEHTa;

0On.03. MeHeaXMeHT

OK1-9
MK1.1,1.2,1.4-
1.8,2.4,25

YMETb:

NPUMEHATH KaapOoBYIO NOIMTUKY Ha
rocyAapCTBeHHOM U MyHULMNAAbHOM CayKbe;
3HaTb:

CUCTEMY rOCYapPCTBEHHbIX YUPEKAEHUN U
OpraHOB MECTHOrO CaMoyMnpaB/aeHUs;
obuwue NpuHUUNLI M TpeboBaHUA K
NPOXOXKAEHWNIO TOCYAAPCTBEHHOM U
MYHULMNANbHON CNyKObl;
OpraHn3auMoHHO-NPaBoBble Gopmbl
rocyfapCTBEHHOro annapara yrnpaB/ieHus;

OM.04. TocypapcTBEHHAA u
MYHUUMNANbHan cnyxba

OK1-8
MK1.1-1.8

yMeTb:
paboTaTb ¢ NpodeccMoHanbHbIMM TEKCTaMM Ha

OMN.05. MHoCTpaHHbIM A3bIK
(npodeccroHanbHbIi)

OK1-7
MK1.1-13




MHOCTPaHHOM A3bIKe;
COCTaBAATb U 0HOPMAATL OPraHU3aLMOHHO-
pacnopaaMTenbHY0 AOKYMEHTALMIO Ha
MHOCTPaHHOM A3bIKe;

BECTU NeperoBopbl Ha MHOCTPaHHOM A3bIKE;
3HaThb:

NpPaKTUYECKYIo rPaMMaTUKy, Heobxoaumyto
Ana npodeccmoHanbHOro obLeHns Ha
MHOCTPaHHOM A3bIKE;

0CODBEeHHOCTU NepeBoaa CAy>KebHbIX
[JOKYMEHTOB C MHOCTPAHHOTO A3blKa;

YMeTb:
NPMMEHATb B NpodeCcCMoHaNbHOM
OeATeNbHOCTU NpMeMbl AeN0BOro 0bLeHus;
3HaTb:

OCHOBHble NpasBuaa NPodeccnoHabHON STUKM
W NpUeMbl 4eN0BOro 06LEHMA B KONIEKTUBE;
0co06eHHOCTM NPodeCccCUOHANBHOMN ITUKM U
NCUXONOTUN AEN0BOro OBOLLEHMA CAYMKALLMX
rocy4apCTBEHHbIX U MHbIX OPraHM3auNOHHO-
NpaBoBbIX POPM yUpPEKAEHUN N OpraHU3aLNiA;

OnN.06. MpodeccmoHanbHas
3TUKA U NCUX0NI0rnA
AenoBoro obweHnn

OK1-8
MK1.2-1.6,1.8

YMeTb:
€034aBaTb 61aronNPUATHbLIN NCUXOIOTMYECKUN
KAMMAaT B KOJIJIEKTUBE;

3ddeKTUBHO YyNpasaaTb TPYA0BbIMU
pecypcamu;

3HaTb:

coaeprKaHne Kaaposoro, MHGOPMaLMOHHOrO,
TEXHUYECKOro 1 NpasoBoro obecnevyeHus
CUCTEMbI YNpaB/ieHUs NepCcoHaNoM;
OpraHM3aLMOHHYIO CTPYKTYPY CAyK6bl
ynpasneHuna nepcoHanom;

OMn.07. YnpasneHue
nepcoHanom

OK1-9
NK1.7,2.6, 2.7




obLme NPpUHLMNbI YyNPaBAeHUA NEPCOHANIOM;
NPUHLMMNbI OPraHM3auun KaapoBoi paboTbl;
NCMX0I0rMYECKME aCcNeKTbl yNpaBaeHus,
cnocobbl paspeleHna KOHGANKTHbBIX
CUTyaLMI1 B KONIEKTUBE;

YMETb:

3aWMLLATL CBOM NpaBa B COOTBETCTBUM C
TPYA0BbIM 3aKOHOAATE/IbCTBOM;
MCMNo/1b30BaTb NPaBoOBYH MHPOPMALMIO B
npodeccrMoHanbHOMN AeATENbHOCTU;
3HaTb:

npasa 1 0683aHHOCTM CAYXKaLUUX;
3aKoHoAaTe/IbHble aKTbl U HOPMATUBHbIE
OOKYMEHTbI, peryanpytotime
NpaBoOTHOLWEHMA GU3UYECKUX U
IOPUAMNYECKMX NTNLL;

OCHOBHble 3aKOHOAAaTeNbHbIE aKTbl O
npasosom obecneyeHmm npodeccnoHanbHOM
OeATeNIbHOCTU CAYKallmX;

On.08. NMpasoBoe
obecneyeHue
npodeccnoHanbHOM
AeATenbHOCTU

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

YMETb:

OpPraHn30BbIBaTb M NPOBOAUTL MEPONPUATHUA
no 3almTe paboTaroLmnX U HaceneHus ot
HeraTMBHbIX BO34EMCTBUI Ype3BblYalHbIX
CUTyaumm;

npeanpuHUMaTh NpoduiakTUYECKMEe Mepbl
AN CHUXKEHUA YPOBHSA ONacHOCTeN
pa3MYHOro BUAa 1 UX NOCAeACTBUM B
npodeccnmoHanbHON AeATEeNbHOCTU U ObITy;
NCnoab30BaTh CpeacTBa MHANBUAYAbHOMW U
KONINEKTUBHOM 3aLUUTbl OT OPYXMA MacCOBOro
nopakeHus;

NPUMEHATb NepBUYHbIE CPeaCTBa

68

ON.09. be3onacHoOCTb
*KU3HEeOeATeNbHOCTH

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




MOYKaPOTYLLEHUS;
OPUEHTUPOBATLCA B NepeYHe BOEHHO-YYETHbIX
cnewumanbHOCTEN U CaMOCTOATENIbHO
onpeaensaTb cpeayn HUX POACTBEHHbIE
NoJly4eHHOM cneLmanbHOCTy;

NPUMEHATb NPOdECCMOHA/bHbIE 3HAHUA B
X0/.e UCMONHEHMA 06A3aHHOCTEN BOEHHOW
CNY*KObl Ha BOMHCKUX AOMKHOCTAX B
COOTBETCTBUM C NOJIYYEHHOM
CNeLmanbHOCTbIO;

B/IafleTb cnocobamm 6eCKOHPNMKTHOIO
obueHns u camoperyasaunm B noBceaHeBHOM
OEATENbHOCTU U SKCTPEMA/IbHbIX YCIOBUAX
BOEHHOWM cnyXbbl;

OKa3blBaTb NePBY NOMOLLb NOCTPAAABLUMM,;
3HaTb:

NPUHLMNbI 06ecneyeHma yCTOMUYNBOCTH
06BEKTOB SKOHOMMKM, MPOrHO3MPOBAHUSA
pa3BUTMA COBbITUIN N OLLEHKKN NocneacTBMI
NPV TEXHOTEHHbIX YPE3BbIYaMHbIX CUTYAUMAX U
CTUXMIHDBIX ABNEHUAX, B TOM YMC/E B YCIOBUAX
NPOTUBOAENCTBUA TEPPOPUIMY KaK CEPbE3HOM
yrpo3e HauunoHanbHoM 6esonacHocTn Poccnu;
OCHOBHble BUAbl MOTEHLMA/bHbIX ONACHOCTEM
W UX NocnencTena B NpodeccMoHaNbHOM
OeATEeNbHOCTU U ObITY, MPUHLMMBI CHUXKEHUSA
BEPOATHOCTM UX peannsaLmu;

OCHOBbI BOEHHOM CNyX0Obl 1 0BOPOHDI
rocyaapcrea;

33/1a4M U OCHOBHblE MEPONPUATUA
rpa*kaaHCKo 060pOoHbI; cNocobbl 3aLmThbI
HaCeNeHUs OT OPYHKMA MaCCOBOTO NOPAXKEHUSA;
Mepbl NoXapHoi 6e3onacHOCTM U Npasuaa




6e30nacHOro NoBeAeHMA NPU NoXKapax;
OpraHM3aLmio U NOPAJOK NPM3bIBA rPaxKaaH
Ha BOEHHYIO CNy}KOy M NOCTYN/eHUs Ha Hee B
[06poBOSILHOM NOPALKE;

OCHOBHble BUbl BOOPYKEHWUS, BOEHHOM
TEXHUKW U CNELMANbHOTO CHapaXKeHUs,
COCTOALLME HA BOOPYKEHMM (OCHALLEHMM)
BOMHCKMX NOApPasae/ieHnin, B KOTOPbIX
MMEITCA BOEHHO-YYETHbIE CNeLmnasbHOCTH,
poacTBeHHble cneuunanbHoctam Cr0;
obnacTb NPUMEHEHMA NOYHaEMbIX
npodeccroHanbHbIX 3HAHUI NPU UCNOJTHEHUU
06A3aHHOCTEN BOEHHON CNyKbbl;

nopAAoK 1 NpaBuia OKasaHMA NepBown
NMOMOLLM NOCTPaAaBLUNM.

Nnm.oo MpodeccnoHanbHbie Moaynm 738 492
nm.o1 OpraHunsauma 4OKYMEHTaLMOHHOro MAK.01.01. OK1-9
obecneyeHns ynpaBneHus u JOoKymeHTauuoHHOe MK1.1-1.10

dYHKLMOHNPOBAHMA OpraHM3aumm

B pe3synbTate M3yyeHus NnpodeccnmoHanbHOro
MoAayNA 00yYatoLWMNCA LONKEH:

MMETb NPAKTUYECKUI ONbIT:

OpraHu3aLmnn OKYMEHTaLMOHHOIO
obecnevyeHns ynpaBaeHus 1
dYHKUMOHMPOBaHMA OpraHu3aumu;

YMETb:

NPUMEHATb HOPMaTUBHbIE NPaBOBbIE aKTbl B
ynpaBAeHYecKon AeaTeNbHOCTH;
NnoAroTaB/ANBaTb NPOEKTbl yNpaBaeHYeCKNX
pelieHni;

obpabaTbiBaTh BXOAALLME U UCXOAsLLME
JOKYMEHTbI, CUCTEMATMU3NPOBATb UX,

obecneyeHne ynpaBneHus

MZAK.01.02. lNMpasosoe
peryamposaHue
ynpasseH4YecKom
heATeNbHOCTH

MAK.01.03. OpraHusauyma
CeKpeTapcKkoro
obcnyKMBaHus




COCTaB/ATb HOMEHKNATYPY AeN U
$bopMUPOBaATL AOKYMEHTbI B A€N3;

rOTOBMTb M NPOBOAMTL COBELLLAHUSA, AENOBbIE
BCTPEYM, MPMUEMbBI U NPE3EHTALUN;

3HaTb:

HOPMATUBHbIE NPaBOBbIE aKTbl B 061aCTK
OpraH13aLmm ynpaBaeH4YeCKon AeATeNbHOCTH;
OCHOBHble NPaBMAA XPaHEHMA U 3aLLUUTDI
cnyxebHol nHbopmauuu.

MM.02

OpraHu3auma apxXMBHOMN U CNPaBOYHO-
MHGOPMALUMOHHOM paboTbl MO AOKYMEHTAM
opraHusaumnm

B pe3synbTaTte M3yyeHus NpodeccnoHanbHOro
MoAayNnA 06y4aloWMNCA LONKEH:

MMETb NPAKTUUYECKUI ONbIT:

OpraHn3aLmMmn apxMBHOM 1 CNPaBOYHO-
MHbOPMALMOHHOW paboTbl MO AOKYMEHTAM
opraHusauuu;

YMETb:

OpraHn30BbIBaTb AeATEe/IbHOCTb apXMBa C
y4eToMm cTaTyca 1M Npodunsa opraHnsaumu;
paboTaTb B cMCTEMaX 3/1EKTPOHHOIO
OOKYyMeHToob60poTa;

MCNo/Ib30BaTb B 4eATEIbHOCTN apXMBa
COBPEMEHHbIE KOMMbIOTEPHbIE TEXHO0MNU;
NPUMEHATb COBPEMEHHbIE METOLNKU
KOHCepBaL MM U pecTaBpaLmmn apxXmMBHbIX
OOKYMEHTOB;

3HaThb:

CUCTEMY apXMBHOTO yrpaB/ieHnA B
Poccuitckoit epepaumm 1 opraHnsaLmio
ApxunsHoro ¢oHaa Poccuitckon ®epepaumm;
CUCTEMY XpaHeHUA U 06paboTKN AOKYMEHTOB.

MAK.02.01. OpraHusauma u
HOPMaTUBHO-NPaBOBble
OCHOBbI apXMBHOTO Aena

MK.02.02.
locypapcTBeHHble,
MYHWULMNA/IbHblE apPXMBbI U
apPXMBbI OpraHM3aumit

MAK.02.03. MeTtoauKka un
NpaKTMKa apxMBoBeAeHUA

MAK.02.04. ObecnevyeHune
COXPaHHOCTU AOKYMEHTOB

OK1-9
MnK2.1-2.7




NnM.o3 BbinonHeHune paboT No ogHoM nnu
HeCKoNbKMMm npodeccnam pabouux,
OOMKHOCTAM Cy»Kalunx
BapmaTtnsHas 4yactb y4ebHbix ymkaos MMNCC3 1026 684
(onpepensetca obpasoBaTenbHOM
opraHusaumel caMoCcToATENbHO)
Bcero yacoB 0b6y4YeHMs No y4ebHbIM LMKAam 3402 2268
Mnces
Y.00 YuebHasa npaKkTMKa OK1-9
6 Hepa. 216 MK 1.1-1.10,
21-2.7
(B pea. Mpukasa MuHnpoceeweHns Poccun ot 13.07.2021 N 450)
nr.oo Mpoun3BoACTBEHHAA NpaKTUKa (No npodunto OK1-9
cneunanbHOCTH) 6 Hea. 216 MK 1.1-1.10,
2.1-2.7
(8 peq. Mpukasza MuHnpoceeweHna Poccum ot 13.07.2021 N 450)
nan.oo Mpoun3BoacTBEHHAA NPaKTUKaA 4 vep, 142
(npepaanniomHas)
(8 peq. Mpurkasa MuHnpoceeweHna Poccum ot 13.07.2021 N 450)
MNA.00 MpomexKyTouyHaA aTTecTaumsa 3 Heg.
MA.00 [ocypapcTBeHHaA UToOroeas aTrecTauma 6 Hea.
MNA.01 MoaroToBKa BbIMYCKHOW KBanMPpUKaLLMOHHOMN 4 Hep.
paboTbl
rMA.02 3aluTa BbINYCKHOM KBAaAUDUKALLMOHHOM 2 Hep.
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Tabnuua 4

Cpok nosnyyeHua CMO no NMCC3 6a3o0Boi NoAroToBKM B o4HON dopme obyyeHua coctaBaset 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.
[ocypapcTBeHHaA UTOroeas aTrecrauma 6 Hep.
KaHunKynbl 13 Heg.
Utoro 95 Heg.,
Tabnvua 5

CTpyKTypa nporpammbl NOArOTOBKU CNELMANIUCTOB CPeaHEro 3BeHa
yrny6neHHoOW NOAroToBKMU



MHaeKc HanmeHoBaHMe y4ebHbIX UMKIOB, pa3aesnos, Bcero B Tom uncne MHAEeKC n HanmeHoBaHue Koapl
mopaynen, TpeboBaHMA K 3HAHUAM, YMEHUAM, | MaKCMMasbHOM Yyacos OVNCLUMUMJIVH, dbopmmpyembix
NPaKTUYECKOMY OMbITY y4yebHol 06A3aTeNbHbIX MEXONCLMMINHAPHDBIX KOMMNETeHL M
Harpysku Yy4YebHbIX Kypcos (MK)
obyuatowerocs 3aHATUM
(yac./Hen.)
ObsaszaTenibHasA YacTb y4ebHbix uuknos MMCC3 3672 2448
0orca.00 O6LWM1 'yMaHUTapHbIN U cOUMaNbHO- 804 536
3KOHOMWYECKMI YYEBHBIN LMK
B pe3synbTaTe M3yyeHUs 06sA3aTeNIbHOM YacTu 48 Orca.01. OcHosbl OK1-9

y4ebHOoro unKaa obyyatoWmnca ONKeH:
YMeTb:

OpueHTUpoBaTbCA B Hanbosee obLLMX
dunocodckunx npobaemax 6bITUA, NO3HAHKSA,
LeHHOCTel, cBoboAbl U CMbICNA KU3HU KaK
OCHOBax GOPMUPOBAHUS KyNbTYpPbI
rpaxgaHvHa n byayLiero cneunanmcra;
3HaTb:

OCHOBHble KaTeropuun n noHsTUa punocodpuu;
ponb punocodun B XKMU3HU YeN0BEKA U
obulecTsa;

OCHOBbI $PMNOCOPCKOro y4eHMa 0 ObITUYK;
CYLLHOCTb Npouecca No3HaHus;

OCHOBbI Hay4YHOW, punocodpckom n
PEeNUTMO3HOWN KapTUH MUP3;

06 ycnosuax GopMmMpPOBaHUA TINYHOCTH,
cB0604€e 1 OTBETCTBEHHOCTW 33 COXPaHeHMeE
YKU3HW, KYNIbTYPbl, OKPYKatoLLen cpeapl;

0 COLMaNbHbIX U STUYECKUX Npobaemax,
CBA3AHHbIX C Pa3BUTUEM U UCMOIb30BaHUEM
OOCTUNKEHUI HAYKN, TEXHUKU U TEXHONOTUIA;

¢dunocodun




YMeTb:
OPUEHTUPOBATLCA B COBPEMEHHOM
3KOHOMWYECKOM, NOJIMTUYECKON N KYNbTYPHOM
cuTyaumm B Poccun 1 Mupe;

BbIABNATb B3aMMOCBA3b OTEYECTBEHHbIX,
PervoHanbHbIX, MMPOBbIX COLNANBHO-
3KOHOMMYECKUX, NOSIUTUYECKUX U KYNbTYPHbIX
npobnem;

3HaTb:

OCHOBHbI€ HAMNPaB/IEHUA PA3BUTUA K/THOYEBbIX
pernoHoB mmnpa Ha pybexe sekos (XX n XXI
BB.);

CYLLHOCTb M NPUYMHbLI IOKANbHbIX,
PEernmoHasibHbIX, MEXKroCy4apCTBEHHbIX
KOHGANKTOB B KOHLLe XX - Havane XXI BB.;
OCHOBHblE NpPOLLEeCChl (MHTErpaLMOoHHbIE,
NOJIMKY/IbTYPHbIE, MUTPALMOHHbIE U UHbIE)
NOJIMTUYECKOTO M SKOHOMMUYECKOTO Pa3BUTUA
BeAYLLMX roCyAapcTB U PETMOHOB MUP3;
Ha3sHayeHne OOH, HATO, EC u apyrmnx
OpraHM3aumii U OCHOBHbIE HAaNpaBAEHUA UX
AeATeNbHOCTY;

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

cogeprkaHne 1 HasHavyeHne BarKHeMLWmMX
NpPaBOBbIX M 3aKOHOAATE/IbHbIX aKTOB
MWPOBOTO U PEFMOHAILHOIO 3HAYEHMUS;

48

0Orca.02. Uctopuma

OK1-9

YMEeTb:
NPUMEHSATb TEXHUKW U Npuembl 3PpPEeKTUBHOTO
ob6LweHuns B NpodeccnoHaibHOM
AeATeNbHOCTH;

MCMo/b30BaTb MPMEMbI CaMOperyaaumnm

48

0Orca.03. Ncmnxonorua
obueHus

OK1-9
MNK2.7,3.6




noseAeHMA B NPOLECCE MEXINYHOCTHOTO
obuweHuns;

3HaTb:

B3aMMOCBA3b 0OLLEHNA U AeATENbHOCTH;
uenu, GyHKUMKM, BUAbI M YPOBHU 0bLWEHUSA;
PO/IY U PONEBbIE OXKUAAHUA B OOLLEHUN;
BMAbl COLMANbHbIX B3aMMOAENCTBUIA;
MEXaHW3Mbl B3aMMONOHUMAHUA B 0OLWEHNN;
TEXHUKN U Npuvembl 06LWeHNs, npasuaa
CnylWwaHus, seaeHua beceapbl, yoeraeHus;
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 COBEPLUEHCTBOBATb YCTHYHO U
NMUCbMEHHYI0 Peyb, NOMNOJIHATL C/IOBAPHbI
3anac;

NOHUMATb AMANOTMYECKYHO U
MOHOJIOrMYEecKyto peyb B chepe
npodeccnoHanbHON AeATENBHOCTY;

3HaTb:

neKkcnyeckuit (3000 nekcUYecKmx egmHnLL) u
rpammaTUyecKMini MUHUMYM, HeoBXoAMMbIN
ONA YTeHUA 1 nepeBoaa (co cnosapem)
MHOCTPaHHbIX TEKCTOB NPOPECCUOHANbHOM
HanpaB/AeHHOCTH;

196

OrC3.04. HocTpaHHbIN
A3bIK

OK1-9

yMeTb:

392

196

OrC3.05. ®msunyeckas

OK?2,3,6,9




NCNONb30BaTb GU3KYNbTYPHO-CNOPTUBHYIO
0eATeNbHOCTb ANA YKPenaeHUA 340Pp0BbA,
OOCTUNKEHMA HU3HEHHDBIX U
npodeccroHanbHbIX Lenewn;

3HaTb:

0 ponn GU3NYECKOM KyAbTypbl B
06LLEKYNbTYPHOM, MPOdECCMOHANBHOM U
COUMANbHOM Pa3BUTMM YE/IOBEKa;

OCHOBbI 34,0P0OBOI0 06Pa3a KU3HM.

Ky/abTypa

EH.00

MaTemaTnyeckmin n obmit
€CTeCTBEHHOHAYYHbIN y4ebHbIN LMKA

390

260

B pe3ynbTaTte U3yyeHus obasaTesIbHOMN YacTu
y4ebHOro uyKna oby4atoWwmnes goNKeH:
YMETb:

peLaTb 3a4a4M Ha OTbICKaHME NPOU3BOLHOM
CNOXHOM GYHKLUUKM, MPOU3BOLHbBIX BTOPOTO U
BbICLLUMX NOPAAKOB;

NCNo/1b30BaTb Pas3iNyHble METOAbI
WHTErpMpoBaHMA NP peLleHnn 3a4avy;
MCNONb30BaTb METOAbI MaTEMATUYECKOTO
aHanM3a Npu peLleHnn 3a4a4 NPUKIaSHOro
XapakTepa, B TOM Yncae npodeccnmoHasbHOM
HanpaB/ieHHOCTMK;

peLaTb CUCTEMbI YPABHEHWIA C HECKOIbKMMM
nepemMeHHbIMU MATPUYHBIM U APYTMMU
cnocobamm:

MCNoNb30BaTb anrebpanyeckne MeToabl Npu
peLeHMM reoMeTpUYECKUX 3a4aY;

3HaTb:

OCHOBHbIE MOHATUA U METOAbI
MaTeMaTMYeCcKOro aHanmns3a, IMHenHon
anrebpbl M aHAIMTUYECKON reoMeTpuu;

EH.01. MaTemaTuKa

OK1-6,9




OCHOBHbIE YNC/IEHHbIE METOAbI peLleHus
NPUKNAAHbIX 334a4;

CYLWHOCTb, BUAbI M CNOCO6bI pelueHns 3a4a4
aHa/IMTUYECKOW reOMETPUMN Ha NIOCKOCTU U B
NPOCTPaHCTBE;

YMETb:

paboTaTb C COBPEMEHHbIMW ONepPaLOHHbIMM
CUCTEMAMM, TEKCTOBbIMM peflaKTopamMu,
TabIMYHBIMK NPOLLECCOPAMU, CUCTEMAMM
ynpasneHua 6asamu faHHbIX, Tporpammamm
NoAroTOBKM Npe3eHTaunit, MHGopMaLMOHHO-
NMOWMCKOBbIMM CUCTEMAMM M NOJIb30BATbCA
BO3MOXHOCTAMM rN106anbHONM ceTn UHTepHET;
3HaTb:

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

TEXHUYECKME CpeacTBa U NPOrpaMmHoe
obecneyeHne NepcoHanbHbIX KOMNbIOTEPOB;
TEOpEeTUYECKME OCHOBbI COBPEMEHHbIX
MHPOPMALMOHHbIX TEXHOIOTUI 0BLWEero un
CNeLmann3MpoBaHHOIo Ha3HaYeHus;

EH.02. UHdopmaTuKa

OK4,5,9

YMETb:

opueHTUpoBaTbcA B Hanbosiee obLMX
npobaemax 3KoN0rnun un
NPUpPOAONO0/b30BaHUS;

3HaThb:

0CoH6eHHOCTU B3anmoeincTeua obuiectsa 1
npupoabl;

NPUpPOAOPECYPCHbIN NoTeHuMan Poccuu;
NPUHLMMNbI U METOAbl PaLMOHANbHOTO
NPUpPOAONO0/b30BaHUS;

EH.03. 3konormnyeckue
OCHOBbI
NpMPOAON0/b30BaHUA

OK3,6,7,9




npaBoBblE U COUMaibHble BOMNPOCHI
npnpoaonoab3oBaHUA;

YMETb:

NCNo/ib30BaTb TEXHOA0MMK cbopa,
pa3smeLLeHnA, XpaHeHNA, HAKONAEHUA,
npeobpasoBaHusA 1 Nepeaadn AaHHbIX B
NpodeccMoHaibHO OPUEHTUPOBAHHbIX
MHGOPMAUMOHHbBIX CUCTEMAX;

obecneynBaTb AOCTOBEPHOCTb MHPOPMALMN B
npoLecce aBTOMaTU3MPOBaHHON 06pPaboTKM
OaHHbIX;

3HaThb:

KnaccuduKaumno MHGOPMALMOHHbBIX CUCTEM;
BUAbl TEXHOJIOTMYECKUX NpoL,eccoB 06paboTKu
nHbopmauum B UHGOPMALMOHHBIX CUCTEMAX,
0COHBEHHOCTU UX NPUMEHEHUS;

MeToAbl N Npuembl obecneyeHuns
MHbOpMaLMOHHOM be3onacHoCTH.

EH.04. NHdopMmaUMOHHbIEe
cUCTEMbI B
npodeccnoHanbHOM
AeATenbHOCTU

OK1-9
MK3.1-3.6

.00

MpodeccnoHanbHbIN y4ebHbIN LIUKA

2478

1652

or.oo

O6uwenpodeccmoHanbHble AUCLMNANHDI

1180

786

B pesynbTaTte uUsydeHus obasaTenbHOMN YacTu
y4yebHOoro uyKaa oby4yatoWmMmncs gONKeH:
YMeTb:

OPUEHTUPOBATLCA B BONPOCAX SKOHOMMUYECKOW
TEOPUU B COBPEMEHHbIX YCNOBUAX;

3HaThb:

3aKOHOMEPHOCTU GYHKLMOHUPOBAHUA
PbIHOYHbIX MEXaHNU3MOB Ha MUKPO- U
MaKpOYypOBHAX MU METO/bl FOCYy1apCTBEHHOTO
perynmposaHus;

ONn.01. SKoHOMMYeCKanA
TeopuA

OK1-7
MK11-13




O6LLI,ME NMO/I0KEHWNA SKOHOMUYECKOW TEOPUMN;

YMETb:

pPaccYMTbIBATb NO NPUHATON METOA010TUN
OCHOBHbIe TEXHWKO-3KOHOMMYECKUE
nokasaTenu AeaTe/lbHOCTM OpraHusaLmm;
3HaTb:

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

Orl1.02. SKoHOMMKa
opraHusaumm

OK1-7
MK1.1-13

yMeTb:

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

XapaKTepHble YepTbl COBPEMEHHOIO
MeHeaXMEHTa;

UMK MEeHeKMEHTa;

NpoLLecc NPUHATUA U peannsaumn
ynpaBAeHYeCcKUX peLleHunin, MHpopmaLlmoHHoe
obecrneyeHne MeHeOKMEHTa;

0On.03. MeHeaXMeHT

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

24,25

YMEeTb:

NPUMEHATH KaApOoBYIO NOIMTUKY Ha
rocyAapCTBEHHOW U MyHULMNANbHOM CNyKbe;
3HaTb:

CUCTEMY FOCYAapPCTBEHHbIX YUPEKAEHUN U
OpraHOB MECTHOrO CaMoyMnpaB/aeHUs;
obwue npuHUMNbI M TpeboBaHMA K
NPOXOXKAEHWIO TOCYAAPCTBEHHON U
MYHULMNANbHON CNyKObl;
OpraHn3auMoHHO-NPaBoBble Gopmbl
rocyfapCTBEHHOro annapara ynpaB/ieHus;

Ol1.04. TocypapcTBEHHAA n
MYHUUMNANbHan cnyxba

OK1-8
MK1.1-1.8

yMeTb:

OMN.05. MHoCTpaHHbINM A3bIK

OK1-7




paboTaTb C NpodeccUoHaNbHbIMU TEKCTaMM Ha
MHOCTPaHHOM A3blKe;

COCTaBAATb U 0HOPMAATL OPraHU3aLMOHHO-
pacnopaaMTenbHYO AOKYMEHTALMIO Ha
MHOCTPaHHOM A3bIKe;

BECTU NeperoBopbl Ha MHOCTPaAHHOM A3bIKE;
3HaThb:

NpPaKTUYECKYIo rPaMMaTUKy, Heobxoaumyto
Ana npodeccmoHanbHOro obLeHns Ha
MHOCTPAHHOM A3blKe,

0CObBEeHHOCTU NepeBoaa CAy>KebHbIX
[JOKYMEHTOB C MHOCTPAHHOTO A3blKa;

(npodeccroHanbHbIM)

MK1.1-1.3

YMETb:
NPMMEHATb B NpodecCcMoHaNbHON
OeATeNbHOCTU NpMeMbl AeN0BOro obLeHus;
3HaTb:

OCHOBHble Npasuaa NPodeccnoHabHON STUKK
W NpueMbl 4eN0BOro 0bOLEHMA B KONNIEKTUBE;
0co06eHHOCTM NPodeCccCUOHaANBHOMN ITUKM U
NCUXONOTUN AEN0BOro OBOLLEHMA CAYMKALLMX
rocy4apCTBEHHbIX U MHbIX OPraHM3aLNOHHO-
npaBoBbIX GOPM yuperKaAeHUN N OpraHM3aunii;

OnN.06. MNpodeccmoHanbHas
3TUKA U NCMX0N0ruA
AenoBoro obweHnn

OK1-8
MK1.2-1.6,1.8

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

PYCCKYIO M TaTUHCKYIO KnaBuaTypy
NepcoHanbHOro KOMMNblOTEPa;

npasuaa obopmaeHUn AOKYMEHTOB Ha
nepcoHaNbHOM KOMMNbIOTEPE;

Onn.07. KomnbtoTepHasa
06paboTKa AOKYMEHTOB

OK2,4,5,9
MK1.1,13-1.9,
2.2,2.4,25

YMEeTb:

On.08. MNpasosoe

OK1-7




3alMLLATb CBOM NpaBa B COOTBETCTBUM C
TPYA0BbIM 3aKOHOAATE/IbCTBOM;
MCNoNb30BaTb NPaBoBYH MHGOPMALMIO B
npodeccnoHanbHoM AeATENbHOCTY;

3HaThb:

npasa 1 0683aHHOCTM CAYXKALUUX;

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
npodeccnoHanbHoOM
[eaTeNbHOCTU

NK1.1,1.2,1.4,
15,1.7,1.8

YMETb:

0pOPMAATL AOKYMEHTALMIO NO YNPaBAEHMUIO
KauyecTBOM NPOAYKLMM;

3HaTb:

OCHOBHbIE MONOKEHUA CUCTEM MEHEAKMEHTA
KayecTBa 1 TpeboBaHUA K HUM;
METOAMYECKYIO U HOPMATUBHYIO
AOKYMEHTaUMIO NO YNPaBeHUIo Ka4ecTBoOM

NpoAyKUMM;

OM.09. YnpasneHue
KaQyecTBOM

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

YMETb:

co3gaeaTb 61aronpPUATHbIN NCUXONOTMYECKUN
KAMMaT B KOJINIEKTUBE;

3bbEKTUBHO YyNPaBAATb TPYA0BbLIMM
pecypcamu;

3HaTb:

cofepKaHune Kagposoro, MHGOPMaLMOHHOTO,
TEXHMYECKOro M NpaBoBoro obecneyeHus
cucTeMbl ynpaBaeHMs NepcoHaNoMm;
OPraHM3aLMOHHYIO0 CTPYKTYPY CAYK6bl

OM.10. YnpasneHue
nepcoHanom

OK1-9
MnK1.7,2.6,2.7,
3.6




yrpaB/ieHNa NepcoHanom;

obLwme NpUHLMNbI YyNPaBieHNa NepCcoHanom;
NPUHLMMNbI OPraHM3auun KaapoBoi paboTbl;
NCUX0I0rMYECKME aCNeKTbI yNpaBAeHus,
cnocobbl paspeLeHna KOHGANKTHbBIX

CUTyaL M1 B KONIEKTUBE;

YMETb:

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

3HaTb:

0 NocneacTBUsAX CBoen NpodeccMoHaibHOM
0eATeNIbHOCTU C TOYKM 3peHUA eAUHCTBa
6uocdepbl 1 BuocoumanbHoOM NpMpoabl
YyenoBeKa;

OCHOBHble TEPMMHbI M ONpeaeneHus,
ncnonbsyemble Nnpu GopMmmnposaHum
OOKYMeHTOB B 061aCTV Hay4YHO-
nccnenoBaTeIbCKkoN AeATeNbHOCTH;

OM.11. OcHoBbI
nccneaoBaTesbCckol
AeaTeNbHOCTU

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

YyMEeTb:

NPOBOAMTbL HEOBXOAMMbIE pPacyeTbl No
Ha/I0roBOMY, KpeaMTHOMY, BtoasKeTHOMY
peryMpoBaHMIO 3KOHOMMUYECKUX NPOLLECCOB;
3HaTb:

cnocobbl rocy4apcTBEHHOTO PeryanpoBaHna
3KOHOMMKM B NEPEXOAHbIN NEPUOA, K PbIHKY;
AVNHAMMKY COLMANbHO-3KOHOMMUYECKMX
NPOLECCOB, NPOUCXOAALLMX B CTPAHE, UX
CTaTUCTMYECKME 3aKOHOMEPHOCTH;
NPUHLMNbI U GOPMbI FOCYAaPCTBEHHOTO
peryaMpoBaHmUA SKOHOMUKN B PbIHOYHbIX
yCnoBuAXx;

OMM.12. TocypapcTBeHHOE
peryampoBaHne SKOHOMUKMU

OK1-9
MK 3.5,3.6




YMeTb:
06BACHATL pasinyHble GopMbl
rocyapCTBEHHOrO YNpaBaeHuUs;
No/1b30BaTbCA OCHOBHbIMM HOPMATUBHO-
NpPaBOBbIMU AOKYMEHTaMM, ONpPeaeNAoLMMM
CUCTEMY FOCYAAPCTBEHHOIO YNPaBAEHUS;
N0/Ib30BaTbCA MaKPO3IKOHOMMUYECKMMU
nokasaTtensamu;

BNALETb METOLAMM Pa3peLLEeHUS
KOHMAMKTHBIX CUTyaumii;

3HaTb:

Hay4YHble OCHOBbI CUCTEMbI FOCYAAPCTBEHHOIO
yrpaB/ieHus;

CTPYKTYPY OpraHoB rocyapCTBEHHOTO
YNpPaB/ieHWs; COAEPIKAHNE U HanpaBieHue
rocyfapcTBeHHOM NOJIUTUKM;

ynpaB/ieHWe coumanbHoli chepoin n
KOHOAUKTHBIMU CUTYaLMSAMU;

ONn.13. Cuctrema
rocyaapCcTBeHHOro
ynpasneHua

OK1-9
MK 2.6,2.7,3.6

yMeTb:

XapaKTepu3oBaTb UCMOIHUTENbHYHO BNACTb B
coBpemeHHon Poccun 1 npobnembl ee
MoepHM3auuuy;

06BACHATL cneundUKy rocyLapcTBEHHONO
ynpaB/ieHWA Ha PETMOHA/IbHOM YPOBHE;
3HaTb:

rocyapcTBeHHbI annapat Poccum B cucteme
COBETCKOro rocyAapcrBaa;

nepuvoabl CTaHOB/IEHWUA U 3BONIOLUN
aAMUHUCTPATUBHO-KOMAaHAHOM CUCTEMDI
ynpasieHus;

COBETCKMI ONbIT aAMUHUCTPUPOBAHUSA; KPU3UC
denepatmsHom cuctembl Coto3a COBETCKMX
Coumanuctnyeckmnx Pecnybnuk; nepuos

OM.14. OpraHusauuma
rocyfapcTBeHHbIX
yupexgeHuin Poccun

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




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

OCHOBHbIe nonoxeHna KoHcTuTyumm
Poccuitckoit egepaumm 1993 r. n npouecc
$bOpMMpPOBaHNA HOBbIX OPraHOB
rocyfapcTBeHHOW BAacTy;
npeacTasuTeibHble OpraHbl BNAcTU B HaYane
XXI B., CTPYKTYPY NCNONHUTENbHOM BNACTU B
coBpemeHHo Poccnn n npobnemsbi ee
MoZepHM3aunuK;

cneundury pedbopmmpoBaHma cynebHol
cuctemol Pocecuiickoin Pepepaunu;

YMETb:

OpraHn3o0BbIBaTb M NPOBOAUTL MEPONPUATHUA
no 3almTe paboTaroLnX U HaceneHus oT
HeraTMBHbIX BO34ENCTBMUI Ype3BblYaMHbIX
CUTyaumm;

npeanpuHMMaThb npoduakTUYECcKme mepbl
AN CHUXKEHUS YPOBHSA ONacHOCTeN
pa3MYHOro BUAa 1 UX NOCAeACTBUM B
npodeccnoHanbHON AeATeNbHOCTU U ObITY;
MCNoib30BaTb CpeacTBa MHANBUAYA/IbHOM U
KONINEKTUBHOM 3aLUTbl OT OPYHKMA MAcCOBOroO
noparkeHus;

NPUMEHATb NepBUYHbIE CPeaCTBa
NoXKapoTyLeHus;

OpPMEHTUPOBATLCA B NepeyHe BOEHHO-YYETHbIX
cneumanbHOCTEN U CaMOCTOATE/IbHO
onpeaensTb Cpean HUX POACTBEHHbIE
NoJly4yeHHOM CNeunanbHOCTH;

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

68

Ol.15. be3onacHoCTb
*KU3HEeeATeIbHOCTH

OK1-9
MK1.1-1.5,
21-24,2.7,
3.1-3.6
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CNy»KObl Ha BOMHCKUX AOMKHOCTAX B
COOTBETCTBUM C NOJIYYEHHOM
CNeLmanbHOCTbIO;

BNafeTb cnocobamm 6€CKOHPAUKTHOTO
06LLEeHNA U CaMOoperyNALNN B NOBCEAHEBHOWN
0eATENbHOCTU U IKCTPEMASIbHBIX YCN0BUAX
BOEHHOW CNyXK6bI;

OKa3blBaTb NEPBY NOMOLLb NOCTPALABLLUM;
3HaTb:

NPUHLMNbI 06ecneyeHma yCTOMUYNBOCTH
06BEKTOB SKOHOMMKM, MPOrHO3MPOBAHUSA
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€e BMAbl NOTEHLMANbHbIX ONACHOCTEM
W X nocnencTeunsa B NpodeccnoHaibHoM
OeATeNbHOCTU U BbITY, MPUHLMUMNbI CHUMNKEHUSA
BEPOATHOCTM UX pPeannsaLmm;

OCHOBbI BOEHHOM CNyX0Obl 1 0BOPOHDI
rocyaapcrea;

33,341 U OCHOBHbIE MEPONPUATUA
rpaxgaHcKol 060poHbI; cnocobbl 3aLmTbl
Hace/IeHNs OT OPYKMA MACCOBOIO NOPAXKEHUS;
Mepbl NoXapHoi 6esonacHOCTM 1M NpasBMaa
6e30MacHOro NoBeAeHMsA NPU NoxXKapax;
OpraHM3aLmio U NopPAAOK NPU3bIBA rpaxaaH
Ha BOEHHYIO CNyKOy M NOCTYN/IeHNA Ha Hee B
[06poBOSILHOM NOPALKE;

OCHOBHble BUbl BOOPYKEHWUS, BOEHHOM
TEXHUKW U CNELMANbHOTO CHapAXeHUs,
COCTOALLME Ha BOOPYIKEHMM (OCHALLEHUM)




BOWMHCKUX NOApa3ae/ieHni, B KOTOPbIX
MMEITCA BOEHHO-YYeTHble CMELMANbHOCTH,
poacTBeHHble cneumanbHocTam Cro;
0621acTb NPUMEHEHMA NOJTy4aEMbIX
npodeccnoHanbHbIX 3HaHUN NPU UCNONHEHUM
06A3aHHOCTEN BOEHHOW CNY*KObI;

nopAAoK 1 NpaBuia OKa3aHWUA NepBoOn
NoMoLM NOCTPAAABLUNM.

NM.00 MpodeccnoHanbHble MoaYyM 1298 866
nm.ol1 OpraHunsauma 4OKYMEHTALMOHHOro M/AK.01.01. OK1-9
obecneyeHuns ynpaBnaeHus u LJOKyMmeHTaunMoHHoe MmK1.1-1.11

dYHKLMOHNPOBAHNA OpraHn3aumnm

B pe3synbTaTte nsyyeHnn npopeccuoHanbHoro
Moayna obyyatomMnca AONKEH:

MMETb MPAKTUYECKMIA OMbIT:

OpPraHn3aLMm LOKYMEHTALMOHHOIO
obecneyeHna ynpasaeHUA 1
bYHKLMOHNPOBaHWA OpraHn3aumm;

YMETb:

NPUMEHATb HOPMATUBHbIE NPABOBbIE aKTbl B
yNpaB/IeHYECKOWN AeATeNbHOCTH;
NOAroTaBMBaTb NMPOEKTbl YNPaABIEHYECKMX
peLleHni;

obpabaTbiBaTb NOCTynatoLLMeE U
oTnpasasemble LOKYMEHTbI,
CMCTEMATM3NPOBaTb UX, COCTABAATD
HOMEHKANaTypy 4en n GopmmnposaTtb
AOKYMEHTbI B Aena;

rOTOBWUTb M NPOBOANTL COBELLAHUA, Ae/10Bble
BCTPEYM, MPMEMbI U NPE3EHTALNN;

3HaTb:

HOPMaTMBHbIE NPaBoOBble aKTbl B 06/1acTh

obecnevyeHue ynpasaeHua

MKZA.01.02. lNMpasosoe
peryamposaHue
ynpaB/ieH4YecKom
[eATeNbHOCTH

MKZA.01.03. OpraHmsauma
CeKpeTapcKoro
obcnyKMBaHuA




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

NnMm.02 OpraHu3auma apxXmMBHOM M CNPaBOYHO- MAK.02.01. OpraHmsaumamn |[OK1-9
MHGOPMAUMOHHOM paboTbl MO AOKYMEHTAM HOPMaTUBHO-NPaBOBbIE MnK2.1-2.7
OopraHusauum OCHOBbI apXMBHOrO Aena
B pesynbTate usyyeHna npodeccmMoHanbHOro
MmoaynsA obyyatowmincs AOMKeH: MAK.02.02.

NMETb NPaKTUYECKMI ONbIT: FocynapcTeeHHbie,

OpraHM3aLMm apXMBHOM 1 CPaBOYHO- MYHMUNNANBLHBIE apXUBbLI U

NHOGOPMaLMOHHOM paboTbl MO AOKYMEHTAM apxuBbl OpraHn3aLni

332’:‘33”””’ M/IK.02.03. MeToauKa u
NnpaKTUKa apxmBoBeAeHMsA

OPraHM30BbIBATL 4EATENbHOCTb apXMBa C

Y4YeTOM CTaTyca 1 npoduaa opraHmnsaumu; M/IK.02.04. OBecneuenme

paboTaTb B CUCTEMAX 3/TEKTPOHHOTO COXPaHHOCTH AOKYMEHTOB

OOKYMeHTo060poTa;

MCNO/b30BaTb B AeATE/IbHOCTM apXuBa

COBpPEMEHHbIE KOMNbIOTEPHbIE TEXHOI0TUMU;

NPUMEHATb COBPEMEHHbIE METOLAMKHN

KOHCEepBaLMM U pecTaBpaLum apXmBHbIX

OOKYMEHTOB;

3HaTb:

CUCTEMY apXUBHbIX YYPEKAEHNN B

Poccuiickoit ®epepaLmm n opraHn3aumnio

ApxuBHoro ¢poHzaa Poccuiickon deaepaumm;

CUCTEMY XPaHEHMA N 06PpabOTKN LOKYMEHTOB.

nm.03 OcyLwiecTBneHme 4OKYMEHTALMOHHOIO MAK.03.01. OK1-9
obecneyeHuna ynpaBaeHMa U apxXmMBHOTIo aena c NHdopmaumnoHHble MK3.1-3.6

NCMNo/Ib30BaHNEM NPOrPaMMHbIX CPeacTB
y4yeTa, XpaHeHuna, 06paboTKM U Nnomcka
OOKYMEHTOB

TEXHO/I0TUK B
AOKYMEHTAUMOHHOM
obecneyeHnn ynpasaeHuns




B pesynbTate uUsyyeHUa npodpeccmoHaibHOro
MoAayNA 06yYatoWMNCA LONKEH:

UMETb NPAKTUYECKUIN OMbIT:

paboTbl C NPOrpPaMMHbIMM CPEACTBAMM YUeTa,
XpaHeHus, 06paboTKM M MOMCKA LOKYMEHTOB;
opraHM3aLmm cnpaBoYHO-UHPOPMALNOHHON
0eATEeNbHOCTU C AOKYMEHTAMU;

YMeTb:

paboTaTb c NPodeCcCMOHANBHO
OPUEHTUPOBAHHbLIM NPOTPAMMHbIM
obecneyeHnem B obnactu
OOKYMEHTaUMOHHOTo obecrneyeHus
ynpasneHus (aanee - 0Y) 1 apxMBHOro aena;
OpPraHn30BbIBaTb BHEAPEHUE
aBTOMaTM3MPOBAHHON cuctembl B cykbe JOY
N apxmBe (TeEXHUYECKOe 3aZaHune, NOHATHE O
CASE-TexHonorusx);

HaxoauTb Heobxoaumyro MHGOpPMaLLUIO,
NnoJib30BaTbcA MHGOPMALMOHHBIMU
pecypcamu cetu NHTepHeTa B 0bnactm
OOKYMEHTOBEAEHMA U apXMBHOIO AeNa;
paboTaTb C 3N1EKTPOHHLIMW AOKYMEHTaMW;
MCNO/Ib30BaTb CETEBbIE NPOrPAMMHbIE U
TEXHUYECKME cpeacTBa B NPodecCMoHaNbHOM
AeATeNbHOCTY;

3HaTb:

PbIHOK CMeLManmM3MpoBaHHOrO NPUKNALHOIO
nporpammHoro obecnevyeHus B obnactn 40Y
N apXMBHOTO Aena (aBTOMaTUYECKME CUCTEMBI
ynpaBneHna AOKYMEHTaMK);

coBpemeHHoe coctoaHue J0OY
rocy4apCTBEHHbIX U HErOCYAAaPCTBEHHbIX
yUYperKAEeHUIN, roCcyAapCTBEHHDIX,

N apXMBHOM Aene

MKZ.03.02. MeToguka
pauvoHanmsaumnm
OOKYMEHTALMOHHOTO
obecneyeHuns ynpasneHus
N apXMBHOrO Aena

MKZ.03.03. OpraHmnsauyma
paboTbl C 91EKTPOHHbIMM
OOKYyMeHTamm




MYHUUMNANbHbIX U HEFrOCYAaPCTBEHHbIX
apx1MBOB B 06/1aCTN NPUMEHEHMA
MHPOPMALMNOHHBIX TEXHONOTUI U
NCMNO/1Ib30BaHWUA CMEeLMaIM3MPOBAHHOTO
nporpammHoro obecneyeHus;
KOoprnopaTuBHble MHPOPMALMOHHbIE CUCTEMDI,
aBTOMAaTU3MPOBAHHbIE MO CUCTEMAM
OOKYMEHTaL MK, B TOM YMC/e KaApOBOW,
byxyueTa;

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

nv.o4

BbinosHeHMe paboT No ogHOM nan
HeCKo/IbKMM npodeccuam pabouux,
OONIKHOCTAM CAYKALMX

BapunatuBHas yacTb y4ebHbIx Luknos MMNCC3
(onpepensetca obpasoBaTenbHOM
OpraHun3aLMein camocToATe/IbHO)

1620

1080

Bcero yacoB 06y4yeHunn no yyebHbIM LKaam
nnce3

5292

3528

¥Y1.00

YyebHas npaKkTukKa

Mnn.oo

Mpoun3BoacTBEHHAn NpaKT1Ka (no npodunto
cneunanbHOCTH)

10 Hegp.

360

OK1-9
MK1.1-3.6

nan.oo

Mpoun3BoAcTBEHHAA NPaKTUKa
(npepanniomHas)

4 Hep,

MA.00

MpomexKyToUYHas aTTectaums

5 Hep.




M'A.00 locygapcTBeHHaA UTOroBas aTrecTauma 6 Hea.

MNA.01 MoarotoBKa BbINYCKHOM KBaIMPUKALNOHHOM 4 Hep.
paboTbl

M'A.02 3awwmTa BbINYCKHOM KBAMPUKALNOHHOM 2 Hep.

paboTbl




Tabnuua 6

Cpok nonyyeHuna CMNO no MNMNCC3 yrnybneHHOM NOArOTOBKM B O4HOM Ppopme 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,
[ocypapcTBeHHaA UTOroeas aTrecrauma 6 Hep.
KaHunKynapHoe Bpema 24 Hep,
Utoro 147 Hep.

VIl. TPEBOBAHUA K YCZTOBUAM PEANTUSALNU 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 Hayanom paspabotkn MMCC3 obpasoBaTenbHasa OpraHM3auMa AOJIKHA OnpeaenuTb ee
cneuMduKy C Yy4eTOM HaMnpas/IEHHOCTM Ha YAOBNETBOpEeHMEe noTpebHoCcTen pblHKa Tpyda U
paboTogatenen, KOHKPETU3MPOBATb KOHEUYHbIE pe3ybTaTbl 0OyYeHUsA B BUAE KOMMETEHLUUN, YMEHUI n
3HaHWI, NPUOBpPETaeMoro NPaKTMYECKOro onbITa.

KOHKpeTHble BUAbl AeATENbHOCTU, K KOTOPbIM FOTOBUTCA 06yYatoLMiica, AOMKHbI COOTBETCTBOBAThL
npucBavBaemon  KBanMbUKauMuM, ONpegensaTb COAep)KaHWe o0b6pas3oBaTesibHOM  Mporpammbl,
paspabatbiBaemoit  obpasoBaTeNbHOW  OpraHM3auMell  COBMECTHO C  3aMHTePecOoBaHHbIMM
paboTogatenamu.

Mpn dopmunposaHmm MNMNCC3 obpasoBaTenbHana opraHU3aums:

MMeeT NpaBO MCNO/b30BaTb 06bEM BpeMeHW, OTBEAEHHbI Ha BapUMATUBHYK 4YacTb y4ebHbIX
umknos MMNCC3, ysBennymeaa npu 3Tom o0b6bEM BPEMEHW, OTBEAEHHbIA Ha AMCLUMNAWHBI U MOAYAU
06s3aTenbHOM YacTn, AMbO BBOAA HOBble AWCLUMMIMHBI U MOAYAUN B COOTBETCTBUM C NOTPEBHOCTAMM
paboTomatenelt un cneundurkon aeatTeNbHOCTU 06pa3oBaTeIbHON OpraHM3aLNnKY;

MMEET NpaBo onpeaensiTb AN 0CBOEHUs obydaloWmMmmnca B pamKax npodeccmoHanbHoOro moayns
npodeccuto paboyero, AOMKHOCTb CAyXawero (oAHY WM HECKO/IbKO) COrlacHO MPUIOXKEHUID K
HacToAwemy ®roc Cno;

obasaHa exerogHo o6HoBnATb MMCC3 ¢ ydyeTom 3anpocoB paboTtoaateneit, ocobeHHoCTel
pa3BUTMA PEFMOHA, KyNbTypPbl, HAYKM, SKOHOMMUKU, TEXHUKU, TEXHONOTUIN 1 coLManbHOM chepbl B paMKax,
YCTaHOBAEHHbIX HacToAwmum ®roc Cro;

06s3aHa B paboumx yuyebHbIX NPOrpammax BCEX ANCLMNANH U MPOPECCUOHANbHBIX MOAYNEN YETKO
dbopmynupoBaTb TpeboBaHMA K pe3y/ibTaTaM MX OCBOEHMS: KOMMEeTeHUMAM, npuobpeTaemomy
NPaKTUYECKOMY ONMbITY, 3HAHUAM U YMEHUAM;



obnasaHa obecneunBatb 3PPEKTUBHYIO CaMOCTOATENbHYIO PaboTy 0OyYaloWUXCs B COYETAHUM C
COBEpPLUEHCTBOBAHMEM YMPAB/JEHMA €10 CO CTOPOHbI NpenogasaTenein U1 MacTepoB NPOU3BOACTBEHHOIO
o0byyeHus;

06asaHa obecneunBaTb OOy4YalOWMMCA BO3MOXHOCTb Yy4acTBOBaTb B  POPMUPOBAHUM
MHAMBMAYANbHOM 06pa3oBaTeNbHON NPOrpaMmbl;

ob6s3aHa GopMMpoBaTb COLMOKY/AbTYPHYIO cpedy, C034aBaTb YC/0BUA, Heobxoaumble A4
BCECTOPOHHErO PasBUTMA W COLMAAM3ALUUM  JIMMHOCTW, COXPaHEHMs 340poBbA  Obyyarowmxcs,
cnocobcTBOBaTb Pa3sBUTUIO BOCMWTATE/NIbHOrO KOMMOHEHTa 06pa3oBaTe/bHOrO NpoLecca, BK/AloYan
pasBUTME CTYAEHYECKOro CamoynpaB/ieHus, ydyacTve obyyalowmuxca B paboTe o0b6LLecTBEHHbIX
OpraHM3aLMii, CNOPTUBHLIX M TBOPYECKMX KNY6OB;

OOJ/KHA npeaycMmaTpmuBaTth B LLENAX peann3aunum KoOMNeTeHTHOCTHOIoO Noaxo4a MCnosb3oBaHWe B
06pa3oBaTeIbHOM MpoLecce aKTUBHbIX U MHTEPAKTUBHbLIX GOpPM NPOBeAeHUS 3aHATUI (KOMMNbIOTEPHbIX
CUMYANALUNN, LeNnoBbiX M PoaeBblX Urp, pa3bopa KOHKPETHbIX CUTyauWi, NCUXONOTUYECKUX W MHbIX
TPEHUHIOB, TPYNMOBbIX AMCKYCCUN) B COYETAaHUM C BHeayaAUTOPHOW paboToi ans ¢opmupoBaHUA U
pa3BUTMA 06LMX U NPOdECCUOHANbHBIX KOMNETEHLUMIA 06YyYatOLWMXCA.

7.2. Mpu peanusaummn MMNCC3 obyyatowmecs MMeOT aKagemMuyeckme npasa M 0b6A3aHHOCTU B
cooTBeTCcTBMM ¢ PegepanbHbiM 3aKOHOM OT 29 aekabpsa 2012 1. N 273-93 "0O6 obpasosaHum B Poccuinckoi
depepaunn” <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, cT1. 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 yyebHoM Harpyskm obyyatoleroca coctasaseT 54 akagemmyeckmx yaca
B HeZleNto, BK/It0Yas BCe BUAbI ayANTOPHOM U BHEAYAUTOPHOM yuebHOo HarpysKku.

7.4. MaKcuManbHbli 06bem ayaMTOPHOM y4ebHOM Harpy3Kku B o4HOM dopme 0bydYeHus coctaBaseT
36 aKaleMMUYECKMNX YacoB B HEAEIO.

7.5. MakcMmanbHblli 06bem ayauUTOPHON yuebHOM Harpyskm B OYHO-3a04HOW dopme 0byyeHus
cocTaBfifeT 16 akageMMNYEeCKMX HacoB B HEAENIO.

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

7.7. O6Wwas NpoAo/IKUTENbHOCTb KaHUKYA B y4eOHOM rofy AOJ/IXKHa cocTaBaaTb 8 - 11 Heaenb, B
TOM YuCae He MeHee 2-X HeZe/lb B 3MMHUI nepuoa,

7.8. BbinonHeHMe KypcoBoro npoekTta (paboTbl) paccmaTpuBaeTca Kak Bug, yuebHol paboTbl no
avcumnavHe (aMcumnanMHam) npodeccrMoHanbHOro yyebHoro uUmMKna U (MaM) npodeccroHanbHoOMy
moaynto (moaynam) npodeccMoHanbHoro y4ebHOro LUMKNa M peanusyetca B Npeaenax BPEMEHM,
OoTBeAEeHHOro Ha ee (1x) nsyyeHue.

7.9. OucumnanHa "dusmnyeckan KyabTypa" npeaycmaTtpuBaeT exeHeaenbHo 2 Yaca obasatenbHbIx
ayAWUTOPHbIX 3aHATUIA M 2 Yaca CamoCTOATENbHOM PaboThbl (3a cYeT pasnnyHbIX GopM BHEayaAUTOPHbIX
3aHATUI B CMOPTUBHbIX KAy6ax, cekumax).

7.10. ObpasoBaTesibHasA opraHU3aLMa MMeeT NpaBo Aaa NoArpynn AeBylUeK UCMNOoAb30BaTh YacTb
y4yebHOro BpemeHu AMCUMNANHBI "Be30nacHoCTb KusHedeaTenbHocTU" (48 yacoB), OTBEAEHHOro Ha
M3y4YeHne OCHOB BOEHHOM CNyXbbl, Ha OCBOEHME OCHOB MeAULIMHCKUX 3HAHUIA.
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7.11. NonyyeHme CMO Ha 6ase ocCHOBHOro o06ulero 06pa3soBaHMS OCYLLECTBASIETCA C
OAHOBpPEMEHHbIM NOJsyYeHMeM cpedHero obuiero obpasoBaHusa B npegenax MMCC3. B atom cayyae
MMNCC3, peanusyemas Ha 6ase ocHoBHOro obuwero obpa3oBaHWA, pa3pabaTbiBaeTcA Ha OCHOBE
TpeboBaHMI COOTBETCTBYHOWMX deaepanbHbiX FOCYAapCTBEHHbIX 06pas3oBaTe/ibHbIX CTaHAAPTOB
cpeaHero obuiero obpasosaHuma u CMO c yueTtom nosydaemon cneumnanbHoctu CMO.

Cpok ocsoeHus MMMNCC3 B ouHON Popme obydyeHua ans nuu, obydarouwmxca Ha 6ase OCHOBHOIO
obuiero obpasoBaHus, yBennunBaeTca Ha 52 Hegenun 13 pacyeTa:

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

7.12. KoHcynbTaumMm pns obyyatowmxca NO OYHOM M OYHO-3a04YHOM dopmam 0byyeHus
npeaycmaTpuBaloTca obpasoBaTeibHOM opraHmM3aumnen ns pacyeta 4 yaca Ha 04gHOro obyyaloLerocs Ha
KaXKabl y4yebHblli rod, B TOM Yncie B Nepuoa peanmsaumm obpasosBaTesibHOM Nporpammbl cpeaHero
obuiero obpasoBaHua ana nuu, obyvalolwmxca Ha 6ase ocHoBHOro obuiero obpasoBaHus. Popmbl
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 PegepasbHOro 3akoHa oT 28 maprta 1998 r. N 53-®3 "O BOMHCKOM
06A3aHHOCTU U BoeHHOM cnyxbe" (CobpaHne 3akoHoaaTenbcTBa Poccuiickon Peaepaumn, 1998, N 13, cT.
1475; N 30, cT. 3613; 2000, N 33, c1. 3348; N 46, c1.4537; 2001, N 7, cT. 620, cT. 621; N 30, cT. 3061; 2002,
N 7, ct. 631; N 21, cT. 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, c1. 4437; 2004, N 8, cT. 600; N 17, cT. 1587; N 18, cT. 1687; N 25, cT. 2484; N 27, cT.
2711; N 35, ct. 3607; N 49, c1. 4848; 2005, N 10, cT1. 763; N 14, c1. 1212; N 27, cT1. 2716; N 29, cT. 2907; N
30, ct. 3110, c1. 3111; N 40, c1. 3987; N 43, cT. 4349; N 49, cT. 5127, 2006, N 1, cT. 10, cT. 22; N 11, cT.
1148; N 19, cT1. 2062; N 28, cT. 2974; N 29, cT1. 3121, cT1. 3122, c1. 3123; N 41, cT1. 4206; N 44, cT1. 4534; N
50, ct. 5281; 2007, N 2, cT. 362; N 16, c1. 1830; N 31, cT1. 4011; N 45, c1. 5418; N 49, cT1. 6070, cT. 6074; N
50, cT. 6241; 2008, N 30, cT. 3616; N 49, cT. 5746; N 52, cT. 6235; 2009, N 7, cT. 769; N 18, cT. 2149; N 23,
cT. 2765; N 26, c1.3124; N 48, c1. 5735, c1. 5736; N 51, cT. 6149; N 52, cT1. 6404; 2010, N 11, cT. 1167, cT.
1176, c1. 1177; N 31, c1. 4192; N 49, cT1. 6415; 2011, N 1, cT. 16; N 27, cT. 3878; N 30, cT. 4589; N 48, cT.
6730; N 49, cT. 7021, cT. 7053, cT1. 7054; N 50, cT. 7366; 2012, N 50, cT. 6954; N 53, cT. 7613; 2013, N 9, cT.
870; N 19, c1. 2329; c1.2331; N 23, cT. 2869; N 27, cT. 3462, cT. 3477; N 48, cT. 6165).

7.14. MNpaKTuKa saBnsetca ob6s3atenbHbiM pasgenom NMNCC3. OHa npeacTaBaseT coboli BuA y4ebHol
0eATeNbHOCTN, HanpaBieHHON Ha GOPMMUPOBaHUE, 3aKpeENNEHNe, Pa3BUTME NPAKTUYECKUX HABbIKOB U
KOMMNETeHUMM B MpOLLecce BbIMNONHEHUA ONpeaeneHHbiXx BWMAOB paboT, cBA3aHHbIX € byaylwein
npodeccnoHanbHomn gestenbHocTblo. Mpu peannsaumm MMNCC3 npegycmaTpuBatoTca caeayrolmne 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.

YyebHas NpaKkTWMKa M NPOU3BOACTBEHHAA MpaKTMKa (No npodunto cneumanbHOCTM) NPOBOAATCA
06pa3oBaTeNIbHOWM OpraHM3aumneint NpuM ocBOEHUN obydatoWmMMmca NPodecCMOHaANbHbIX KOMMETEHUUIN B
pamkax npodeccMoHaNbHbIX MOAYNEA U MOTYT PEaNM30BbIBAaTbCA KaK KOHLUEHTPUPOBAHHO B HECKO/IbKO
nepuMosoB, TaK W PacCPesoTOMEHO, Yepeayacb C TEOPeTMYECKMMWM 3aHATUMAMM B pPamMKax
npodeccnoHanbHbIX MoAyNEN.
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Leam w 3agaun, nporpammbl M GOPMbl  OTYETHOCTM onpegensaloTcs obpasosaTesibHOM
opraHM3aLmMen No Kaxkaomy BUAY NPaKTUKMK.

Mpon3BoACTBEHHAs NPaKTUKa A0/1XKHA NPOBOAUTLCA B OPraHU3aumax, HarnpaBaeHue AeaTesIbHOCTU
KOTOPbIX COOTBETCTBYET NPOoduato NOAroTOBKM 00YUaOLWNXCA.

ATTecTtaums no MToram npom3BOACTBEHHOMN MPAKTUKM NPOBOAMTCA C Yy4ETOM (MM HA OCHOBAHMUM)
pe3ynbTaToB, NOATBEPKAEHHbBIX JOKYMEHTAMWN COOTBETCTBYHOLLMX OPraHU3aL M.

7.15. Peannsayma MNMNCC3 no cneumanbHOCTU A0NKHA obecneymBaTbcsa NeAarorMyeckumm Kagpamu,
MMELWMMM BbiCllee 0bpasoBaHWe, cCOOTBETCTBYlOWee NpoduIlo NpPenogaBaemon  AUCUMMAMHDI
(moayna). OnbIT AEATENBHOCTU B OPraHU3aLMaX COOTBETCTBYOLWEN NpodeccMoHanbHon cdepbl ABAAETCA
obAsaTenbHbIM ANA NpenogaBaTenei, OTBeYalLWMX 38 0CBOeHME obyyarwmmea npodeccMoHaNnbHOro
yyebHoro umkna. lMNpenogasatenn Nony4vyaroT AOMNONHUTENbHOE NpodeccnoHanbHoe obpasoBaHMe Mo
nporpamMmmam MoOBbIWEHUA KBa/UPMKAUMKM, B TOM uucie B Gopme CTaKMPOBKU B NPOPUbHbIX
opraHusaumax He pexke 1 pasa B 3 roga.

7.16. MMNCC3 ponxHa obecneunBaTbCA Y4eOHO-METOAMYECKON [OKYMEHTAUMEN MO BCEM
OVNCLUMNMHAM, MEXAMCLMMNIMHAPHbBIM Kypcam u npodeccnoHanbHbiM mogynam MNMNCC3.

BHeayauTopHaa paboTa [O0/MKHa COMPOBOXAATbCA  MeToaMyeckum  obecrnedveHvem U
obocHOBaHMeM pacyeTa BpeMeHM, 3aTPaunBaeMoro Ha ee BbiNosHeHue.

Peanusauma MMCC3 pgonxkHa obecneunBaTbCa 4OCTYNOM Kaxaoro obyyatoweroca K 6asam faHHbIX
n 6ubnnoteyHbim doHAaM, popmupyemMbIM MO NOAHOMY MepedHto ancumnanH (moaynein) MNMNCC3. Bo
BPEMA CaMOCTOATENbHOM NOArOTOBKM obyuvatowmecs AOSKHbI O6biTb obecneyeHbl JOCTYNOM K CETU
UHTepHeT.

Kaxkabli obyyatowmiica aomkeH 6biTb obecneyeH He MeHEe YeM OAHUM Yy4ebHbIM MeYaTHbIM U
(MNn) 3NEKTPOHHBIM U3AaHUEM MO KaxKa0W ANCUUNANHE NPoPecCMOHaNbHOro y4ebHOro UMKAa U og4HUM
y4yebHO-MeToAMYeCKMM  MevyaTHbiM U (MAK)  3MEKTPOHHbIM  M3J4aHMEM MO  KaKAomy
MEXKANCUMNNMHAPHOMY Kypcy (BKAKOYasA 3N1EKTPOHHbIE H6a3bl Nepuoanyeckux nsgaHuit).

BubnnoteuHbii ¢oHA [OMKEH ObITb YKOMMAEKTOBAH MeYaTHbIMM U (MAKU) 3/EKTPOHHbIMM
N33aHUAMM OCHOBHOM M AOMOIHUTENbHOMN YyYebHOM NTepaTypbl NO ANUCUMNIMHAM BCEX YyY4EOHbIX LMKIOB,
n3gaHHoOM 3a nocneaHue 5 ner.

BubnnoteuHbit ¢oHA, NOMMMO Yy4ebHOM AUTepaTypbl, AOOMKEH BKAOYATb OdUUMAbHbIE,
CnpaBoYHO-6MbAMOrpaduyeckne n nepuognyeckme nsaaHna B pacyete 1 - 2 aksemnaapa Ha Kaxapix 100
obyyatowmxcs.

Karkoomy obyyatowemyca foKeH bbiTb obecneyeH AoCTyn K KOoMmniekTam bubanoteyHoro poHAaa,
COCTOAILLMM HEe MEHEe Yem M3 5 HaMMeHOBAHMIA POCCUCKUX KYPHA/IOB.

O6bpasoBaTtesibHass  OpraHMsaumMa  AO/KHA  NPeAoCcTaBUTb  0BYYalOWMMCA  BO3MOMKHOCTb
onepaTMBHOro obmeHa MHGopMaumelt ¢ POCCUMCKUMM 06pa30BaTENbHBIMWU OPraHM3aUUAaAMMU U AOCTYN K
COBpeMeHHbIM NpodeccMoHanbHbIM 6a3am AaHHbIX U UHPOPMALMOHHbBIM pecypcam ceTn MHTepHeT.

7.17. Npuem Ha obyyeHune no MMCC3 3a cyeT 6I0AKETHbLIX aCCUrHOBaHU deaepanbHOro 6oaXKeTa,
6roaeToB cybbekToB Poccuiickolt Pepepaupymn M MecTHbIX OHOAKETOB ABAAETCA 06LLEeA0CTYNHbIM, €C/N
MHOeE He NpealyCMOTPEHO YacTbio 4 cTaTbk 68 PeaepanbHOro 3akoHa ot 29 aekabpsa 2012 r. N 273-d3 "06
obpasoBaHuu B Poccuitckoint depepaumn” <1>. duHaHcupoBaHue peanusaumm MMNCC3  gonXkHO
OCYLLECTBNATLCA B OObemMe He HWMKe YCTAHOBJ/IEHHbIX FOCYAAPCTBEHHbIX HOPMATMBHbLIX 3aTpaT Ha
OKa3aHWe rocyaapcTBeHHOMN ycnyru B chepe ob6pa3oBaHMA ANA AAaHHOTO YPOBHA.
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<1> CobpaHune 3akoHogaTenbcTBa Poccuiickoit Pegepaumm, 2012, N 53, c1. 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.

7.18. ObpasoBaTenbHan opraHusauma, peanmsytowas MNMCC3, aoaKHa pacnosaratb MaTepuasbHoO-
TeXHU4Yeckomn 6asoii, obecneumBatoLein NnpoBeaeHne BCeX BUAOB N1abopaTOpPHbIX PaboT M NpaKTUYECKUX
3aHATUN, AUCUMNAMHAPHON, MEKAUCUMNAMHAPHON M MOAY/IbHOW MOArOTOBKM, Y4ebHOM NpaKTUKW,
npeaycMoTPEHHbIX y4ebHbIM NaHOM 06pa3oBaTeibHOM opraHmnsaumm. MaTepmanbHoO-TexHUYecKan 6asa
O01KHA COOTBETCTBOBATb AEMCTBYIOLWMM CaHUTAPHbBIM M MPOTUBOMOXKAPHbBIM HOPMAM.

MNepeuyeHb KabuHeToB, NabopaTopuii, MacTEePCKUX
M ApYrux nomeLLeHui

KabuHeTb!:

COUMANBbHO-9KOHOMUYECKMX ANCUUMNANH;

WHOCTPAHHOTO A3bIKA;

MaTeMaTUKN U UHGOPMATUKK;

9KOJIOTMYECKUX OCHOB NPUPOAONOAb30BaAHNS;

3KOHOMMWKM OPraHU3aLmm 1 ynpasaeHUsA NePCOHANIOM;
MeHEeKMEHTa];

npaBoBoro obecrneyeHnsa NpPodeccUoHabHOM AeATe/IbHOCTY;
rocyapCTBEHHOM M MYHULMMNA/IbHOM CNYKObl;
AOKYMEHTaUMOHHOro obecneyeHns ynpasiaeHus;
apxvMBOBEAEHUS;

npodeccMoHanbHOM 3TUKM U NCUXONOTUK AE/10BOTO OOLLEHMS;
6€30MacHOCTU KMU3HEeAEeATENIbHOCTY;

METOLNYECKUIA.

NabopaTtopuu:

MHOOPMATMKM U KOMMbIOTEPHOM 06PabOTKN [OKYMEHTOB;
TEXHUYECKUX CPEACTB YNPaBAEHUS;

CUCTEM 3/IEKTPOHHOI0 AOKYMEHTO060pOTa;
[OKYMeHTOBeAEHMS;

yyebHan KaHuenapusa (cnyxba AoKYMeHTaUMOHHOro obecneyeHuns ynpasaeHms).
CnopTMBHbIM KOMMJIEKC:

CMOPTUBHbII 3an;

ab3aupl ABaAUATb NATbIN - ABAAUATb LWECTON yTpaTuan cuay. - MNpukas MuHnpocselieHma Poccun
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ot 13.07.2021 N 450.
3anbl:
61MbMOTEKA, UNTA/IbHDBIN 33/ C BbIXOAOM B CETb MIHTEPHET;
aKTOBbIN 3an.
Peanusaums NMCC3 gonkHa obecneynsaTsb:

BblMNOJ/IHEHUE 06y‘-IaPOI.IJ,VIMVICFI na6opaToprlx N NPaAKTUYECKUX BaHﬂTMﬁ, BK/IIO4aAA KakK
06a3aTeNbHbIN KOMNOHEHT npakTnyeckne 3agaHmA C UCNOJIb30BaHNEM MepPCOHa/IbHbIX KOMMbIOTEPOB;

ocBoeHMe  obyyatowmmmca  npodeccuoHasnbHbIX  MoAynen B YC/IOBMAX  CO34aHHOW
COOTBETCTBYIOLLEN 0Opa3oBaTe/ibHOM cpeabl B 06pa3oBaTe/ibHOM OpraHM3aumMmn UamM B OpraHU3aumsax B
3aBUCUMOCTU OT cneumPpuKn Buaa AeaTelbHOCTU.

an MCNONb30BaHUN INEKTPOHHbIX M3,D,aHMl>'1 06pa3OBaTEIIbHaF| OopraHun3aunAa gonXKHa obecneunTtb
Kax40ro o6yqa|ou.|,eroc9| pa6quM MeCTOM B KOMMbKOTEPHOM KJjlaCcCe B COOTBETCTBMU C obbemom
n3ydyaembixX gnCUnNnanH.

ObpasoBaTenbHaa opraHM3aumMa JA0/MKHaA 6biTb obecneyeHa Heo6BXOAMMbBIM  KOMMAEKTOM
JIMLLEH3UOHHOTO NPOrPaMmMHOro obecreyeHus.

7.19. Peannszaums MMNCC3 ocyuwecTsaseTca obpa3oBaTe/ibHON OpraHM3aLMen Ha rocy1apCTBEHHOM
A3blKe Poccuinckoit Pepepaumm.

Peanusaums T[MNCC3 o6pa3oBaTenbHOM OpraHu3auuelt, pPacroJIOXKEeHHOW Ha TepputTopum
pecnybankm Poccuiickon deaepaumm, MOXKeT OCYLLECTBAATLCA Ha rOCyAapCTBEHHOM f3blKe pecnyb/MKu
Poccuitckolt depepaunmn B COOTBETCTBMM C 3aKOHOAATENbCTBOM pecnybaunk Poccuitckolt depepaunu.
Peannsaums TMMCC3 ob6pasoBaTenbHOM OpraHWsauMelnt Ha rocydapCTBEHHOM f3blke pecnybsnMKu
Poccuitickolt deaepaumm He O0MKHA OCYLWECTBAATLCA B yuwlepb rocyaapcTBeHHOMY A3blKy Poccuiickoin
depepaunn.

VIIl. OUEHKA KAYECTBA OCBOEHUA NPOrPAMMbI NOATOTOBKU
CNELMANUCTOB CPEAHEIO 3BEHA

8.1. OueHKa KayectBa ocBoeHua MMCC3 gonxkHa BKAOYATb TEKYLMIA KOHTPOJb YCNEBAEMOCTH,
NPOMEKYTOYHYIO 1 FOCYAaPCTBEHHYHO UTOFOBYHO aTTECTaLMmM 06yYatoLwmnXCs.

8.2. KoHKpeTHble ¢opMbl M NpoLesypbl TEKYLLEro KOHTPO/A YCNeBAaeMOCTU, MPOMEKYTOYHOM
aTTecTauMM MO KaXAOW  AgucumnavHe U npodeccMoHanbHOMY Moayno  paspabaTbiBaroTca
obpasoBaTesibHOM OpraHM3aumnen CamoCcToATENbHO U A0BOAATCA A0 CBeAeHUA 0by4yaloLmnxca B TeyeHme
nepBbIX ABYX MeCcALEB OT HaYana obyyeHus.

8.3. [lns aTTectaummn obydyaloLmMXCa Ha COOTBETCTBUE UX MEPCOHANbHbIX AOCTUMKEHUI NO3TaNHbIM
TpeboBaHuam cooTtseTcTBytowern MMNCC3 (TeKywmin KOHTPOAb YCNEBAEMOCTM M MPOMENKYTOYHanA
aTrectauma) cosgatotcA ¢OHAblI OLEHOYHbIX CPeacTB, MO3BOAAIOWME OLEHUTb YMEHMUA, 3HaHWA,
NPaKTUYECKMI OMbIT M OCBOEHHbIE KOMNETEHLUMN.

doHAbl  OLEHOYHbIX CPeACTB A/A MPOMENKYTOYHOM aTTecTauun no  AUCUUNAUHAM U
MEXAMCLUMNANHAPHbIM Kypcam B CcOCTaBe NpodeccMoHanbHbIX Moayneit paspabaTbiBaloTca U
yTBepaaoTca obpasoBaTelbHOM OpraHU3aLUmMein caMoCTOATEIbHO, a A1 MPOMEXKYTOUYHOW aTTecTaumm
no npodeccroHanbHbIM MOAYNAM U ONA TOCYAaPCTBEHHOW UTOrOBOM aTTecTaumn - paspabaTtbiBaloTca U
yTBepKaalTca obpa3oBaTesibHOW oOpraHusauMeit nocne nNpenBapuUTENIbHOTO  MOJIOKUTENbHOTO
3aKntoYeHnna paboTogartenei.



Ona npomerKyToyHOW aTTectauMmM obyyalowuxca Mno AUCUMNAMHAM  (MeXAMCLUNINHAPHbIM
Kypcam) Kpome npenoaaBaTesieil KOHKPETHOW AUCLUMNIUHBI (MeXAMCLUMNIMHAPHOrO Kypca) B KayecTse
BHELIHWX 3KCMEepTOB [0/IKHbl aKTUBHO MPUB/IEKATbCA NpenoaaBaTtesln CMEXKHbIX ANUCUMNAUH (KypcoB).
Ona  MakcMManbHOro nNpUBAMIKEHMA NpPOrpamMm MPOMENKYTOUYHOM aTTecTaumMm obydatowmxca no
npodeccMoHanbHbiM MOAYNAM K ycaoBuMaAM uUX byaywel npodeccMoHaNbHON AesaTeslbHOCTU
obpasoBaTeNbHOM OpraHM3auMen B KaYecTBe BHELUTATHbIX 3KCNEPTOB AOJIXKHbl aKTUBHO MpPMBAEKATLCA
paboTtoaartenu.

8.4. OueHKa KayecTBa MNOATOTOBKM OOY4YalOLMXCA M BbINYCKHUKOB OCYLLECTBAAETCA B ABYX
OCHOBHbIX HanpasB/ieHUNAX:

OLEeHKa YPOBHA OCBOEHUA AUCUMNIINH;
oLEeHKa KoMmneTeHumli obyJyatowmxcs.
[nA loHowWwel npeaycMaTpMBaeTCs OLEeHKa pPesy/1bTaToB OCBOEHWNA OCHOB BOEHHOM CAy»K6bbl.

8.5. K rocynapcTBEHHOM WTOroBOWM aTTecTauuu [AOMycKaeTcs oOy4valowWmiica, He MMeowmin
aKageMMUecKoM 3a[0/IKEHHOCTM W B MOJIHOM o0b6beme BbINOJAHMBLUWIA  Y4ebHbIA MJiaH WK
MHAMBUAYANbHBIN Y4ebHbIM NNaH, eC/IM MHOE He YCTaHOB/IEHO NOPAAKOM NPOBeAEeHMA rocyAapCTBEHHOM
WTOroBOM aTTecTauum No COOTBETCTBYIOLWMM 06pa3oBaTe/ibHbIM Nporpammam <1>.

<1>Yactb 6 cTaTbu 59 PegepanbHOro 3akoHa ot 29 aekabpa 2012 r. N 273-$3 "0O6 obpasoBaHuM B
Poccuitckoin Pepepauun” (CobpaHue 3akoHoaaTenbcTsa Poccuiickon ®enepaumm, 2012, N 53, cT. 7598;
2013, N 19, ct. 2326; N 23, cT. 2878; N 27, cT. 3462; N 30, c1. 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. locypapcTBeHHana WTOroBaa aTTecTauus BK/OYAET MNOAFOTOBKY W 3alMUTYy BbIMYCKHOM
KBannMdUKaLMOHHOM paboTbl (AMnaomHan paboTta, AMNAOMHbIN NpoekT). Obs3atenbHoe TpeboBaHMe -
COOTBETCTBME TEMATUKM BbINMYCKHON KBaNNPUKALMOHHOM paboTbl coaepKaHNIo OAHOIO AN HECKOJIbKUX
npodeccnoHanbHbIX Moayne.

locypapcTBEHHbIM 9K3aMeH BBOAMTCA MO YCMOTPEHUIO 06pa3oBaTesibHOM OpraHu3aumm.
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MpunoxeHue

K ®IOC CIMO no cneymanbHocTn 46.02.01
JoKymeHTaunoHHoe obecneyeHue
YyNpaB/ieHMA U apXnMBOBEAEHUNE

NEPEYEHDb
NPO®ECCUIN PABOYUNX, LOKHOCTEN CNYXKALUUX, PEKOMEHAYEMbIX
K OCBOEHMIO B PAMKAX NPOrPAMMbI NOATOTOBKU CMELUATUCTOB

CPEAHEIO 3BEHA
Koz no O6wepoccuinckomy kKnaccupumkaTopy HanmeHoBaHue npodeccuin paboumx,
npodeccnit pabounx, AONKHOCTEN CAYKALLNX U OONIKHOCTEN CAyXaLumx

TapuoHbIX paspsagos (OK 016-94)

1 2
26353 CeKkpeTapb-malUMHUCTKA
20190 Apxusapuyc

21299 Jenonpoussoguntenn
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