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3apeructpupoaHo B MuHiocte Poccum 20 aBrycta 2014 r. N 33682

MWHUCTEPCTBO OBPA30BAHUSA U HAYKU POCCUACKOW ®EOEPALINK

NPUKA3
ot 11 aBrycta 2014 r. N 975

OB YTBEPXAEHUU
®EANEPANBHOINO rOCYAAPCTBEHHOIO OBPA3OBATEJIbHOINO CTAHOAPTA
CPEOHEIO NPO®ECCUOHAJIbBHOIO OEPA30BAHMUA MO CMNELUMWANBHOCTU
46.02.01 JOKYMEHTALUMOHHOE OBECINEYEHME YMNPABJIEHUA
N APXMBOBELEHUE

B cootBeTcTBUM € noanyHkTOM 5.2.41 lMonoxeHns o MuHuctepctBe obpasoBaHus n Hayku Poccuiickon Pepepauum,
yTBEPXKAEHHOro noctaHoeneHnem [lpasutensctBa Poccuiickon ®epepaummn ot 3 umioHa 2013 r. N 466 (CobpaHue
3akoHogaTenbcTBa Poccunckon ®epepauun, 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 [MpaBun paspaboTku, yTBepxaeHus deaepanbHbiX rocyAapCTBEHHbIX 0bpasoBaTenbHbIX
CTaHOapToOB U BHECEHUS B HUX U3MEHEHUN, yTBepXOeHHbIX nocTtaHoBneHneM [NpasutensctBa Poccunckon degepauum ot 5
aBrycta 2013 r. N 661 (CobpaHue 3akoHogaTenbcTBa Poccuiickon Penepaumm, 2013, N 33, c1. 4377), nprkasbiBato:

1. YTBepauTb npunaraembld  defepanbHbii  FOCY4ApCTBEHHbI — obpas3oBaTenbHbIl  CTaHAapT  CPefHero
npodbeccroHanbHoro obpa3oBaHusi no cneuunanbHocT 46.02.01 [OokymeHTauuMoHHoe obecneyeHne ynpaBneHns w
apxvmBoBeeHNeE.

2. MNpusHaTb yTpaTtmBwmM cuny npukas MuHuctepctea obpasoBaHus n Hayku Poccuiickon ®epepauum ot 25 gHBaps
2010 r. N 75 "O6 yTtBepxaeHun 1 BBeAEeHUM B OencTBue dhedepanbHOro rocyaapCTBEHHOro obpasoBaTeNnbHOro craHgapTta
cpeaHero npodpeccmoHanbHoro obpasosaHusa no cneumanbHocTv 034702 [okymeHTauMoHHOE obecneveHne ynpasreHust u
apxvBoBeaeHne" (3apeructpupoBaH MwuHuctepctBom toctuuum  Poccunckon  ®epepaummn 27 deBpana 2010 r,
permctpaumnoHHbin N 16526).

3. HacTosawmn npukas Bctynaet B cuny ¢ 1 ceHTsiops 2014 ropa.

MuHncTp
0.B.IMBAHOB

MpunoxeHune

YTBEpPXKAEH

npuka3om MuHucTepcTea obpasoBaHus
n Haykn Poccuickon ®depepaumm

ot 11 aBrycta 2014 r. N 975

®ELEPAIbHbIA FTOCYOAPCTBEHHbIW OBPA3OBATEJbHbIA CTAHOAPT
CPEOHEIO NPO®ECCUOHAIIbHOIO OBPA30BAHUA MO CMEUUAIIBHOCTHU
46.02.01 JOKYMEHTALUMOHHOE OBECMNEYEHME YNPABJIEHUA
N APXUBOBEAEHUE

I. OBNACTb NMPUMEHEHWA

1.1. Hacrosiwuuin chefepanbHbii rOCyAapCTBEHHbI 0bpas3oBaTenbHbI CTaHO4apT cpegHero npodeccuoHanbHOro
06pasoBaHusa NpeacTaBnseT cobor COBOKYMHOCTb 0b6s3aTenbHbIX TpeOOBaHWMIA K cpegHeMy npodeccnoHanbHoMy obpa3oBaHuto
no cneuvansHoctn 46.02.01 [dokymeHTauuoHHOe obecneveHve ynpaBneHusi U apxuBoBedeHue Ans NpodeCcCUoHarnbHOW
obpasoBaTenbHON opraHm3auMm u obpasoBaTenbHOW OpraHu3auuMM BbiCLLEro obpa3oBaHMs, KOTOpble WMMEKT MpaBo Ha
peanusaumio MMeLWUX rocyaapCTBEHHYIO akkpeauTaumi nNporpamMm MOArOTOBKM CMNeunanvicToB CPpeaHero 3BeHa Mo JaHHOM
crneumansHoOCTH, Ha Tepputopumn Poccuniickon ®epepaumnn (oanee - obpasoBaTtenbHasi opraHm3auus).

1.2. MNpaBo Ha peanu3auunio MporpaMmbl NOArOTOBKM CMNeELManicToB cpedHero 3BeHa Mo cneuuanbHoctn 46.02.01
[okymeHTaunoHHoe obecneyeHre YMpaBrneHus U apxMBoBedeHME uMeeT obpasoBaTenbHas opraHu3aums nNpu  HanMyuum
COOTBETCTBYIOLLEN NULIEH3NM Ha OCYyLLIeCTBNEHE 0bpa3oBaTeNbHON AeATENBLHOCTY.

Bo3moxHa ceteBas chopma peanusauuv nporpammbl NMOArOTOBKU CMELMANUCTOB CPedHero 3BeHa C UCMOMNb30BaHWEM
peCypCcoB HecKombkux obpasoBaTernbHbIX opraHM3aumin. B peanusaunm nporpaMmmbl NOArOTOBKM CNELMANNCTOB CPEeaHEro 3BeHa
C MCMonb3oBaHMEM CETEBON (hOpPMbl Hapsay ¢ 06pasoBaTernbHbIMY OpraHM3auMsiMy Takke MOTyT y4acTBOBaTb MeEAWLUHCKUE
opraHuMsauun, opraHu3aumm KynbTypbl, (U3KYIbTYPHO-CMOPTUBHBIE W WHbIE OpraHmMsauuu, obnagawlme pecypcamu,
HeobxoaAMMbIMM ANSA OCYLLIECTBNEHNS 00y4YeHMs1, NpoBeAEeHMS y4eOHON N NPOM3BOACTBEHHON NPAKTUKM U OCYLLECTBIEHUS UHBIX
BUAOB Y4eOHON OeATeNbHOCTM, NPeAyCMOTPEHHbBIX NPOrpaMMON NOArOTOBKU CMELMancToB CPeqHEero 3BeHa.

Mpn peanu3aumm nporpaMmmbl MOATOTOBKM CMELMANUCTOB CPedHero 3BeHa obpasoBaTenbHasi opraHvMsauus Bnpase
NPUMEHSITb 3MEKTPOHHOE 00yyYeHue 1 ANCTaHUMOHHbIE obpa3oBaTtenbHble TexHonornu. Mpu obyyeHun nuy ¢ orpaHUYeHHbIMU
BO3MOXHOCTSIMM ~ 3[0POBbsl  3NIEKTPOHHOE  OOy4YeHMe W  OUCTaHUMOHHblE obpasoBaTefibHble  TEXHOMOMMU  [OSMKHbI
npegycMaTpyBaTh BO3MOXHOCTb NpueMa-nepegavm nHopmaumm B JOCTYNHbLIX AM1s1 HUX (hopMax.




Il. NCMONb3YEMbIE COKPALLEHWA

B HacTosilLem cTaHgapTe UCMOoMb3YHTCSA CreaytoLume COKpaLleHus:

CIMO - cpegHee npodeccrnoHanbHoe obpasoBaHne;

®roC CINO - denepanbHbIi rocyaapCTBEHHbI  0bpa3oBaTenbHbI  CTaHA4apT cpedHero  nNpodeCcCMOoHarnbHOro
obpasoBaHus;

MMNCCS - nporpamma NoAroTOBKM CNELManMCToB CPEeAHEroO 3BEHa;

OK - oOLiasa komneTeHuus:;

K - npodeccrnoHanbHasa kKoMneTeHums;

MM - npodpeccmoHansHbIN MOAYNb;

MOK - MexaucumnnuHapHbIi Kypc.

Ill. XAPAKTEPUCTUKA NOArOTOBKM NO CNEUWAIIBHOCTU
3.1. Nonyyenue CMO no MMNCC3 gonyckaeTcs Tonbko B 0bpazoBaTenbHON OpraHM3aumu.

3.2. Cpoku nonydyeHns CIO no cneunansHoctn 46.02.01 [okymeHTaumoHHoe obecneveHve ynpaeneHns u
apxviBoBefeHne 6a30BoM NOATOTOBKN B O4HON hopme obyyeHns n npuceanBaemble kBanudukaumm npmeoaaTca B Tabnuue 1.

Tabnuua 1
YpoBeHb 00pa3oBaHus, HanmeHoBaHue kBanudukaumm Cpok nonyyexus CMNO no MMNCC3
HeobxoanMbI ons npuema Ha 6a30BoOW NOArOTOBKU ©6a30B0OI NOArOTOBKU B O4HON chopme
o6y4eHune no MrCC3 oby4yeHusa <1>
cpenHee obuiee obpasoBaHue Cneumanuct no 1 rog 10 mecsaues
OOKYMEHTaUUOHHOMY obecneyeHnto
OCHOBHOe 006LLee obpasoBaHue ynpaBrieHuns, apXMBUCT 2 roga 10 mecaues <2>

<1> HesaBnCMMO OT NpUMeHsAEMbIX 06pasoBaTenbHbIX TEXHOMOTMI.

<2> OO6pasoBaTenbHble OpraHusauuM, OCYLLECTBASIOWME MOArOTOBKY CheuuManucToB CcpedHero 3BeHa Ha Gase
OCHOBHOro obLero obpasoBaHusi, peanusyoT eaepanbHbI FoCyaapCTBEHHbIN 06pa3oBaTenbHbIA CTaHAAPT CpeaHero obuero
o6pasoBaHusa B npegenax MNMrMCC3, B Tom yucne ¢ y4etom nonyvaemon cneumnansHoctu ClO.

KoHcynbTaHTlntoc: npumeyaHve.
Hymepaumsa nyHKTOB AaHa B COOTBETCTBUM C OhmumnanbHbIM TEKCTOM AOKyMEHTa.

3.2. Cpoku nonyyeHus CIMO no MMNCC3 yrnybneHHON NOArOTOBKU MPEBbLILIAIT HA OAWH rof cpok nony4veHuns CrO no
MMNCC3 6a3oBow NOAroTOBKU.

Cpokun nonyyenusi CrO no cneumansHoctn 46.02.01 JokymeHTaumoHHoe obecrneyeHne ynpaBneHns 1 apxMBOBeAEHNE
yrny6neHHo NoAroToBKM B 04HOM hopme 06y4veHns 1 npucBamBaemble KBanudurkaumum npusoastcst B Tabnuue 2.

Tabnuua 2
YpoBeHb 06pasoBaHus, HanmeHoBaHve kBanvdmkaumm Cpok nonyyexunsa CMNO no MMNCC3
HeobXxoaMMbIV Ans NpuemMa Ha yrny6neHHoM NoAroTOBKM yrny6neHHo NoAroTOBKN B O4HOM
o6y4eHune no MrCcC3 dopme obyyeHuss <1>
cpeaHee obuee obpasoBaHue Cneumanuct no 2 ropga 10 mecsues
[OKYMEHTaLMOHHOMY
OCHOBHOE 006LLiee obpa3oBaHne obBecreyeHuIo yrpaBneHus, 3 roga 10 mecsaueB <2>
apxvBuCT

<1> He3aBnCMMO OT NpUMEHSAEMbIX 06pasoBaTenbHbIX TEXHOMOTMNA.

<2> Ob6pasoBaTternbHble OpraHvM3auun, OCYLLECTBASOLWMNE MOArOTOBKY CMEUManuMcToB cpegHero 3BeHa Ha 0Oase
OCHOBHOro 06Lero obpasoBaHusi, peanusyoT dhedepanbHbI FoCyaapCTBEHHbIN 0b6pasoBaTenbHbIN CTaHAAPT cpeaHero obLlero
obpasoBanus B npegenax MNMCC3, B ToM yncne ¢ yuetom nonyyaemon cneumansHoctn CrO.

Cpokn nonyyenmss CIMO no TMMMCC3 6asoBo u yrnybreHHONW MOArOTOBKM HE3aBUCMMO OT  MPUMEHSIEMbIX
obpasoBaTenbHbIX TEXHOMNOMMI yBENMYMBAIOTCS:

a) Ans oby4yaroLLmMxcs MO OYHO-3a04HON U 3a04HON hopMam 0ByYeHUs:

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

Ha 6ase ocHoBHOro o6Lero obpasoBaHus - He 6onee Yem Ha 1,5 roga;

©) 4ns NHBaNMAOB U NUL, C OrPaHNYEHHbIMU BO3MOXHOCTSIMU 300pPO0Bbsi - He Bornee yem Ha 10 mecsaues.

IV. XAPAKTEPUCTWKA MPO®ECCUOHANBHON
OEATENBbHOCTW BbIINMYCKHUKOB




4.1. O6nacTb npodeccroHanbHON OesiTEeNbHOCTU  BbIMYCKHUKOB:  AESATENbHOCTb B cekpeTapuartax, cryxbax
OOKYMEHTaUMOHHOro obecneveHmnsl, kaapoBbiX crnyxbax u apxmBax roCcyaapCTBEHHbIX OPraHoB W YYPEeXAeHWW, B opraHax
MECTHOrO CaMOynpaBrieHWsl, HerocyaapCTBEHHbIX OpraHn3aumnsx Bcex opM COBCTBEHHOCTW, OBLLECTBEHHbLIX OpraHusauunsx
(yupexaeHusx).

4.2. ObbekTamu NpodecCcMoHanIbHOM AEATENbHOCTY BbIMYCKHUKOB SBAAOTCS:

AOKYMEHTbI, CO3aHHble NobbiM CMOCO60M AOKYMEHTUPOBAHWS;

CMCTeMbl JOKYMEHTaUMOHHOro obecneyvyeHuns ynpasneHus;

CUCTEMbI 3NEKTPOHHOIO AOKYMEHTO060pOoTa;

apXxvBHble [JOKYMEHThI;

nepBuYHbIE TPYAOBbIE KOMNMEKTUBBI.

4.3. Cneumanuct no AOKYMEHTaLMOHHOMY obecneyeHuio ynpasneHus, apxuBucT (6a30BoOM NOArOTOBKM) FOTOBUTCA K
crnefyoLmMm BUaam esTenbHOCTU:

4.3.1. OpraH13auns AOKyMeHTaLMOHHOro obecneyeHns ynpasneHns n yHKLUMOHUPOBAHUS OpraHn3auuu.

4.3.2. OpraHnsaumst apxMBHOW 1 CNpaBoOYHO-MHAOPMaLMOHHON paboTbl N0 AOKYMEHTaM OpraHu3aumu.

4.3.3. BbinonHeHne paboT No O4HOW MMM HECKOMbKUM npodpeccnsiMm pabounx, JOMKHOCTAM CryXalumx (NpUnoxeHue K
HacToswemy ®IrOC CI10).

4.4. CneumanucT no AOKyMEHTaUMOHHOMY obecneyeHmnio ynpasneHms, apxuBucT (yrnybneHHom nogroToBKM) roTOBUTCS K
crneaylowmM BUaam AeaTenbHOCTH:

4.4.1. OpraHunsaums JOKyMeHTaUMOHHOro obecneyeHns ynpasneHus n oyHKLMOHMPOBAHUS OpraHu3aumn.

4.4.2. OpraHnsaumst apxMBHOW 1 CNpaBoOYHO-MHOPMaLMOHHON paboTbl N0 AOKYMEHTaM OpraHu3aLmu.

4.4.3. OcywecTtBreHne AOKYMEHTaUMOHHOro obecneveHns ynpasneHns W apxXvBHOTO Aena C MWCNonb30BaHWeM
nporpaMMHbIX CPeACTB yyeTa, XpaHeHusi, 06paboTku 1 nomcka JOKYMEHTOB.

4.4.4. BbinonHeHne paboT No OOHOW WM HECKOMbKUM Mpodpeccnam paboumx, AOMMKHOCTAM CryXawmx (NpUnoxeHue K
HacTosawemy ®roOC CI10).

V. TPEBOBAHUA K PE3YJIbTATAM OCBOEHNA NPOIrPAMMbI MOAMOTOBKA
CMNEUMANNCTOB CPEOHEIO 3BEHA

5.1. Cneumanuct no JAOKyMeHTaLMOHHOMY obecrneyveHutio ynpasneHus, apxuBucT (6a3oBovi MOATrOTOBKW) [OIMKEH
obnagatb o6LWMMKU KOMMETEHLMAMMU, BKITHOYaOLWUMN B cebsi cnocoBHOCTL:

OK 1. MNMoHMmaTb CyLHOCTb M COLManbHyl 3HAa4YMMOCTb CBOeW Oyaylien npodeccuu, NposiBNATb K HEW YCTOWYMBLIN
NHTEepec.

OK 2. OpraHu3oBbliBaTb COOCTBEHHYH OeATenbHOCTb, BblOMpaTb TUMNOBbIE MeToAbl M CMOCOOblI  BbIMONTHEHMS
npodeccroHarnbHbIX 3a4ad, oueHMBaTb UX 3PEKTUBHOCTb U KA4YeCTBO.

OK 3. MNprHMMaTh pelLeHnst B CTaHOAPTHBLIX U HECTAHOAPTHbLIX CUTYaLUMSIX U HECTU 3@ HUX OTBETCTBEHHOCTb.

OK 4. OcywectBnsaTe NOWMCK W WCMONb3OBaHWe WH@oOpMaumn, Heobxogumown aAns 3MEEKTUBHOIO BbINONTHEHUS
npodheccroHarnbHbIX 3a4ad, NPOdECCUOHANBHOIO U IMYHOCTHOIO Pa3BUTUS.

OK 5. Ncnonb3oBaTb MHDOPMaLMOHHO-KOMMYHUKaLMOHHbIE TEXHOMOMMU B NPOdECCUOHANBHON AEATENBHOCTY.

OK 6. PaboTtaTb B KONnekTuee 1 koMmaHae, adhekTnBHO obLLaTbCcsa ¢ Konneramu, pykoBoacTBOM, NoTpebutensimu.

OK 7. BpaTtb Ha cebsi OTBETCTBEHHOCTb 32 paboTy YNEHOB KOMaHAbl (MOAYNHEHHbIX), pe3ynbTaT BbIMNONHEHWUSI 3a4aHNA.

OK 8. CawmocTosTenbHoO onpefenatb 3agaydn npogecCUOHANbHOMO U JIMYHOCTHOTO  pPasBUTUS, 3aHUMMATbCSA
camoobpa3oBaHneM, 0CO3HaHHO NMaHMPOBAaTh NOBbILEHWE KBanuduKaumu.

OK 9. OpueHTMpoBaTbhCH B YCNOBUSAX YACTOW CMEHbI TEXHOIOMNI B NPOGECCMOHANbHOM AeATENBHOCTH.

5.2. Cneumanuct no [AOKyMEeHTauMoHHOMYy obecrneveHutio ynpasneHus, apxuBucT (6a3oBovi MOATrOTOBKW) AOIMKEH
obnagatb NpodeccrMoHarnbHbIMM KOMMNETEHLMAMN, COOTBETCTBYHOLLMMU BUAAM AEATENBHOCTY:

5.2.1. OpraHu3auusa 4oKyMeHTaUMOHHOro obecneyeHmnst ynpaBneHust U (pyHKLMOHMPOBaHUS OpraHu3aLmm.

MK 1.1. KoopaunHupoBaTtb paboTy opraHu3aummn (NpMeMHON pyKOBOAUTENS), BECTU MPUEM NOCETUTENEN.

MK 1.2. OcywecTBnsiTe paboTy N0 NOATOTOBKE U NPOBEAEHNIO COBELLIAHWIA, AENOBbLIX BCTPEY, NPUEMOB U NPe3eHTaLuii.

MK 1.3. OcywecTBNsATb NOArOTOBKY AEMNOBbIX MOE340K PYKOBOAMTENS U APYTMX COTPYAHUKOB OpraHnsauuu.

MK 1.4. OpraHu3oBbiBaTb paboyee MECTO CekpeTaps 1 PpyKOBOAUTENS.

MK 1.5. OdopmnsaTe u perncTpupoBaTb OpPraHM3aLOHHO-PACMOPSANTENbHbIE OOKYMEHTbI, KOHTPONMMPOBAaTb CPOKU WX
MCMOSHEHUS.

MK 1.6. ObpabaTtbiBaTb BXOASALLME U UCXOASLUME OOKYMEHTbI, CUCTEMATU3NPOBATL MX, COCTaBNATbL HOMEHKNATYpy Aen U
opmMmpoBaTb AOKYMEHThI B Aena.

MK 1.7. CamocTosiTensHO paboTaTbh C JOKYMEHTamMu, coaepXalumm KoHuaeHunanbHyo nHopmaLmio, B TOM Ymcre ¢
OOKYMEHTaMM NO MMYHOMY COCTaBYy.

MK 1.8. OcywecTBnsaTe TenedoHHOe 0bCnyXMBaHue, NMpuHMMaTh U nepeaaBatb hakchl.

MK 1.9. OcywectBnaTbL NOATOTOBKY AeN K Nepefade Ha apXMBHOE XpaHeHMe.

MK 1.10. CocTtaBnATb onucu aen, ocyLeCcTBNATL NOArOTOBKY Aen K nepefave B apxvMB OpraHv3aumm, rocygapCTBEHHbIE
M MYHUUMNAnbHbIE apXMBbI.

5.2.2. OpraHusaums apxuBHOM U CrpaBoOYHO-UHOPMAaLMOHHON paboTbl N0 AOKYMEHTaM OpraHu3aLmu.

MK 2.1. OcyliecTBnATb 3KCNEPTU3Y LIEHHOCTU [OOKYMEHTOB B COOTBETCTBUM C OEWCTBYHOLLMMU 3akoHoOATENbHbIMU
akTamu 1 HopMaTUBaMMU.

MK 2.2. BecTn paboTy B cuctemax 3nekTpoOHHOro AOKyMeHToo6opoTa.

K 2.3. PaspabatbiBaTth 1 BeCTW KnaccudukaTopbl, Tabenu u gpyrme cnpaBoYHMKN MO AOKYMEHTaM OpraHu3aumu.

MK 2.4. OGecneunBaTb MpUMEM M pauUOHANbHOE pa3MelleHne OOKYMEHTOB B apxvmBe (B TOM 4MCMEe OOKYMEHTOB MO
JINYHOMY COCTaBy).

MK 2.5. O6ecne4ymBaTh y4eT 1 COXPAaHHOCTb AOKYMEHTOB B apXuBe.

MK 2.6. OpraHn3oBbIBaTb NCMOMb30BAHME apXUBHBLIX JOKYMEHTOB B HAay4HbIX, CMIPaBOYHbIX U NMPAKTUYECKMX LiensiX.

MK 2.7. OcyLwecTBnsATb OpraHN3aumoHHO-METOANYECKOE PYKOBOACTBO M KOHTPOrb 3a paboToi apxuBa opraHM3auumn 1 3a
opraHusaumer JOKYMEHTOB B [eNoNpon3BOACTBE.




5.2.3. BeinonHeHve paboT N0 OAHON UMW HECKOMbKUM NpodeccusiM pabourx, JOMKHOCTAM Cry>KaLlyX.

5.3. CneunanncTt no AOKYMEHTauMOHHOMY obecrneyeHunto ynpasneHus, apxuBucT (yrrny6rneHHON noAroToBKW) OOMKeH
obnagaTb 00OWMMKM KOMNETEHUNAMU, BKINOYaOLWMMN B cebs cnocobHOCTb:

OK 1. MNMoHMmaTb CyLWHOCTb M COLManbHyl 3HAa4YMMOCTb CBOew Oyayuien npodeccuu, NposiBNATb K HEW YCTOWYMBLIN
MHTEpec.

OK 2. OpraHu3oBbiBaTb COOCTBEHHYIO AEeATENBHOCTb, ONPeaAensaTb METOAbI U CNOCO6bI BbIMONTHEHUSI NPOECCHMOHANbHbIX
3ajad, oueHMBaTb UX 3pHEKTUBHOCTb U KA4YECTBO.

OK 3. PewaTtb npobnembl, oLeHnBaTb PUCKM U MPUHUMATDL PELLEHUS B HECTAHAAPTHBIX CUTyaumsX.

OK 4. OcylectBnsaTe NOWUCK, aHanM3 W OLEHKY WHdopmaumn, HeobxoamMMon pAns MNOCTAHOBKM U pelueHus
npodeccroHarnbHbIX 3a4ad, NPOECCUOHANBLHOMO U IMYHOCTHOIO Pa3BUTKS.

OK 5. Ncnonb3oBaTb MHPOPMALMOHHO-KOMMYHWKaALMOHHbIE TEXHOMOMMW ANA COBEPLLUEHCTBOBAHUSA NPOdECCMOHarnbHOM
DeATENbHOCTW.

OK 6. Pabortatb B KkonnektMBe M KoMaHAae, obecrneumBaTb ee cnnoyeHue, addeKkTMBHO obLiaTtbCa C Konneramu,
PYKOBOACTBOM, NOTPEOUTENAMMN.

OK 7. CtaBuTb Uenu, MOTUBUPOBATbL AESATENbHOCTb MOAYMHEHHBIX, OPraHM30BbIBaTb U KOHTPONMMPOBaTb MX paboTy C
NPUHATUEM Ha cebs OTBETCTBEHHOCTU 3a pe3ynbTaT BbINOMHEHUS 3a4aHuN.

OK 8. CamocTosiTensHO onpefenaTtb 3agadn npodecCUoHanbHOro W MMYHOCTHOTO pPasBUTUS, 3aHUMMAaTbCA
camoobpa3oBaHneM, OCO3HaHHO NNAaHMPOBAaTh NOBbILIEHWE KBanuduKaLmu.

OK 9. BbITb roTOBbIM K CMEHE TEXHOMNOrNin B NpoeccnoHanbHON AesTenbHOCTH.

5.4. CneuuwanncTt no AOKYMEHTaLUOHHOMY obecneyeHuto yrnpaBrieHusl, apxuBucT (yrnyb6neHHoW MNoaroTOBKW) OOMMKEH
obnagatb npodeccrMoHarnbHbIMM KOMMNETEHLMAMW, COOTBETCTBYHOLLMMU BUAAM AEATENBHOCTY.

5.4.1. OpraHusaums JOKyMeHTaLMOHHOro obecneyeHuns ynpaBneHust n (oyHKLMOHMPOBaHUS OpraHM3aLmu.

MK 1.1. KoopanHupoBaTtb paboTy opraHv3aumm (MpUeMHON pyKOBOAUTENST), BECTU MPUEM NOCETUTENEN.

MK 1.2. OcywecTBnsaTe paboTy NO NOArOTOBKE U NPOBEAEHNIO COBELLAHWI, AeNOBbIX BCTPEY, NPUEMOB 1 Npe3eHTaumn.

MK 1.3. OcyLiecTBNsaTb NOATOTOBKY AEMNOBbIX MOE3A0K PYKOBOAMTENS 1 APYINX COTPYAHUKOB OpraHn3auuu.

MK 1.4. OpraHu3oBbiBaTb paboyee MeCTo cekpeTaps U pyKOBOAUTENS.

MK 1.5. OdopmnsaTte u pernctpupoBaTb OpraHM3aLMOHHO-PaCNOPSANTENbHbIE OOKYMEHTbI, KOHTPONMPOBaTh CPOKU KX
WCMOSMHEHUS.

MK 1.6. O6pabaTtbiBaTh BXOAALLME N UCXOAALLME OOKYMEHTbI, CUCTEMATM3NPOBATb MX, COCTaBMATb HOMEHKNaTypy Aen u
dopmMuMpoBaTb JOKYMEHThI B Aena.

MK 1.7. CamocTosiTenbHO paboTaTbh C JOKYMEHTamu, cogepXalumm KoHuaeHunanbHyo nHopmaLmio, B TOM Yucne ¢
AOKYMEHTaMu No NMYHOMY COCTaBYy.

MK 1.8. OcywectBnaTtb TenedoHHOe 0b6CcnyxmBaHve, NpuHUMaTh 1 nepegasaTth PaKchbl.

MK 1.9. OcywwectBnaTb NOATOTOBKY Aen K Nnepefade Ha apxXMBHOE XpaHeHMe.

MK 1.10. CocTtaBnATb onucu aen, ocyLecTBNATb NOArOTOBKY Aen K Nepefaye B apxXuB OpraHu3auuu, rocyaapCTBEHHbIE
M MYHMUUNAnNbHbIE apXMBbI.

MK 1.11. BolgaBaTb B COOTBETCTBUM C NOCTYNaOLWLMMUN 3anpocamMmun apXmMBHbIE KOMUN N AOKYMEHTbI.

5.4.2. OpraHusaums apxuBHOM U CrpaBoYHO-UHOPMAaLMOHHON paboTbl N0 AOKYMEHTaM OpraHu3aLmu.

MK 2.1. YyactBoBatb B paboTe nO 3KCnNepTM3e LEHHOCTM [OOKYMEHTOB B COOTBETCTBUM C [OEWCTBYHOLLUMMM
3aKoHOAAaTeNbHLIMWU aKTaMu 1 HopMaTUBaMMm.

MK 2.2. Bectn paboTy B cucTEMax 3NeKTPOHHOro A0OKYMeHToobopoTa.

K 2.3. PaspabaTbiBaTtb 1 BECTU KnaccuukaTopbl, Tabenu n nHble CNpaBOYHUKN MO AOKYMEHTaM OpraHusauuu.

MK 2.4. ObecneunBaTb NprMeM W paumnoHanbHOE pasMelleHVe OOKYMEHTOB B apxvBe (B TOM 4ucrne AOKYMEHTOB MO
NNYHOMY COCTaBy).

MK 2.5. O6ecneumBaTh y4€T ¥ COXPAHHOCTb LOKYMEHTOB B apXxuBe.

MK 2.6. OpraHun3oBbIBaTb NCMOMb30BaAHNE apXUBHbBIX JOKYMEHTOB B HAay4HbIX, CMIPaBOYHbIX U NMPaAKTUYECKMX Liensix.

MK 2.7. OcyLwecTBnsATb OpraHN3aumoHHO-METOANYECKOE PYKOBOACTBO M KOHTPOIb 3a paboTon apxuBa opraHvM3aumm u 3a
opraHusaumer JOKYMEHTOB B [eNoNpon3BOACTBE.

5.4.3. OcyuiecTBneHve [OOKYMEHTAUMOHHOIO obecneyeHus ynpaBrneHUs W apxuMBHOTO fAera C MCMoSb30BaHMEM
NporpaMMHbIX CPEACTB yyeTa, XxpaHeHus, 06paboTku 1 noucka JOKYMEHTOB.

MK 3.1. OcywecTBnate MHHOOPMALUNOHHYIO paboTy MO AOKYMEHTaM, B TOM 4MCMEe C WUCMOMb30BAHWEM OPITEXHMWKM,
NpOrpaMMHbIX CPEACTB y4eTa, XpaHEeHUS 1 NoMCcKa JOKYMEHTOB 1 ApPYrMX cneunanM3npoBaHHbIX 6a3 AaHHbIX.

MK 3.2. MNpuvHuMaTh Mepbl MO YNOPsAOYEHMIO COCTaBa [OKYMEHTOB U MHEOPMALMOHHBIX MOTOKOB, COKPALLEHUIO UX
KONMM4YecTBa 1 ONTMMU3aLUM JOKYMEHTOMNOTOKOB OpraHM3aLm.

MK 3.3. Bectn paboTy no co3gaHuio CnpaBOYHOrO annapata no AOKYMeHTaM C Lenbio obecneveHuss yoobHoro u
GbICTPOro Mx noucka.

MK 3.4. MopgrotaBnuBaTbh AaHHble, HEOOXOAMMbIE ANS COCTaBIEHMS CMPaBOK Ha OCHOBE CBEOEHWUN, UMEIOLLUMXCS B
OOKYMEHTax apxuBsa.

MK 3.5. MMpuHumaTtbe ydvactTve B pas3paboTke roKanbHbIX HOPMAaTMBHBLIX aKkTOB OpraHu3auum Mo BOMnpocam
OOKYMEHTaUMOHHOro obecneyeHmns ynpaBneHus 1 apxuBHOro gena.

MK 3.6. MpuHumaTh yyactne B pabote no noabopy u paccTtaHOBKE KaapoB CryxObl LOKYMEHTALMOHHOIO obecrneyeHus
ynpaBneHusl U apxvMBa opraHuM3aLmu.

5.4.4. BeinonHeHne paboT NoO OAHOW MW HECKOMNbKUM Npodeccusim paboumnx, AOMKHOCTAM CryXXalluX.

VI. TPEBOBAHUA K CTPYKTYPE NMPOIrPAMMbI MOATrOTOBKA
CMNEUMANNCTOB CPEAHEIO 3BEHA

6.1. MMNCC3 npeaycmaTpmBaeT M3ydeHne crieQytomx y4ebHbIX LMKITOB:
o6LLero rymaHMTapHOro 1 coumanbHO-3KOHOMUYECKOTO;
MaTemMaTh4YecKoro u obLero ecTeCTBEHHOHay4HOro;
npodeccroHarnbHoro;




1 pa3gernos:

y4yebHas npakTuka;

Npou3BOACTBEHHAsA NpakTuka (Mo NPoguUio cneunansHoOCTH);

Npou3BOACTBEHHAsA MpakTuka (NpeaanniomHas);

NPOMeXyTOYHas aTTecTauus;

rocyaapcTBeHHas UTOroeas aTrectaums.

6.2. ObsasaTtenbHasa yactb MNMCC3 no y4ebHbIM UMKNam JOrmKHa cocTaBnATb okoro 70 npoueHToB oT obuwero obbema
BpeMeHU, OTBEAEHHOro Ha nx ocsoeHne. BapuatmeHasa 4acTb (okono 30 NpoueHTOB) AaeT BO3MOXHOCTb paclumpeHus u (unm)
yrnybneHvus noaroToBkW, onpefensemMon coAepxaHuem ob6sa3aTenbHOW 4acTW, NOMyYeHWs OOMOMHUTENbHBLIX KOMMETEHLUN,
YMEHUI M 3HaHWA, HeobxoaumbIX Ans obGecneyvyeHnsi KOHKYPEHTOCMOCOOHOCTU BbIMYCKHMKA B COOTBETCTBMM C 3anpocamu
pernoHanbHOro pbiHKa Tpyda U BO3MOXHOCTSIMM NPOAOIKeHUs obpasoBaHus. OUCUMNNMHBI, MeXOUCUUnnHapHble Kypcbl 1
npodeccroHarnbHbIe MOAYNM BapuaTUBHOW YacTu onpeaensaoTcs obpa3oBaTenbHOM opraHM3aumet.

OOLWUN ryMaHUTapHbIA U COLMAnbHO-3KOHOMUYECKUIA, MaTEMATUYECKUA N OBLLMI eCTECTBEHHOHAYYHbIN y4ebHble LUKIbI
COCTOSAT U3 AUCLIUMANH.

MpodeccrmoHanbHbIN y4ebHbIN LMK COCTOUT U3 obLenpodeccnoHanbHbIX AUCLUUNMMH U NpodeccuoHanbHbiX MOAynen
B COOTBETCTBMM C Bugamu peatenbHoctn. B coctaB npodeccMoHanbHOro Mogyns BXOOUT OOWH UMW HECKOSbKO
MeXAMCLUMNMAMHAPHbIX KypcoB. py ocBoeHnM obyyaowmnmmcs npodeccrMoHanbHbiX Mogynen nposoasTca ydyebHas u (Mnu)
Npon3BOACTBEHHAs NpaKTUka (Mo NPOgUIo cneunanbHOCTH).

6.3. ObsizatenbHast YacTb OOLWEro rymMaHMTapHOro M coumanbHO-3KOHOMUYeckoro ydebHoro uukna MMNCC3 6asoson
NOAroTOBKN AOMXKHA NpefycMaTpyBaTh M3yYeHue crneaylowmx obssatensHbix gucumunnui: "OcHoBbl dunocodun”, "Uctopus”,
"MHocTpaHHbIn 53bIK", "®uanyeckast KynbTypa"; yrnybneHHon nogrotoBku - "OcHoBbl cunocodun”, "Mictopus”, "Mcmxonorus
06weHns", "MiHocTpaHHbIN A3bIK", "®unsmyeckas kynbTypa".

Ob6s3aTenbHasa YacTb npodeccuoHansHoro yvyebHoro uukna MNMCC3 kak 6a30BoOW, Tak M yrnyObrneHHoW NoAroTOBKM
OOIKHA npegycMmaTtpuBaTh M3yveHue avcuuniuHbl "Be3onacHocTb xu3HedesiTenbHocTn". O6beM 4acoB Ha OUCUUNIVHY
"Be3onacHoCTb Xu3HegeAaTenbHOCTU" cocTaBnsieT 68 YacoB, U3 HUX HA OCBOEHNE OCHOB BOEHHOW CNyx0bl - 48 Yacos.

6.4. O6pasoBaTenbHON opraHu3aumer npu onpegeneHnn ctpyktypbl MMNCC3 n TpyooemKoCcTM ee OCBOEHMSI MOXET
NPUMEHSATBCS CMCTEMA 3a4eTHbIX eQUHUL, NPYU 3TOM OAHA 3ayeTHas eanHMLA COOTBETCTBYET 36 akageMNYecknm Yacam.

Tabnuua 3

CTpyKTypa nporpammbl NOAFOTOBKM CMELMANMCTOB CPEAHErO 3BEHa
©6a30B0OK NOArOTOBKM
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"06 yTBepxaeHuM heaepanbHOro rocyapCTBEHHOrO 06pa3oBaTeNbHOro CTaHAapTa CpeaHero
npodeccroHanbHOro obpasoBaHus No cneumanbHocTh 46.02.01 lokyMeHTauMOHHOe obecneveHne

ynpasfieHus 1 apxmBoBeaeHve"
(3aperucTpupoBaHo B MuHiocTe Poccum 20.08.2014 N 33682)

[okymeHT npepoctasneH KoHcynbTaHTI0C
[ata coxpaHeHnusi: 06.10.2014

MHaekc HaumeHoBaHVe y4ebHbIX LMKIOB, pasaenos, Moaynen,
TpeboBaHWA K 3HAHUAM, YMEHUSIM, NPAKTUYECKOMY

onbITy

Bcero
MaKkcuManbHOn
y4ebHOW Harpysku
obGy4atoLerocs
(vac./Hepn.)

B Tom yucne
yacoB
o0bs3aTenbHbIX
y4YeOHbIX 3aHATUN

MHOeKe n HaumeHoBaHue
OVCUMNIVH,
MEXONCUMNITMHAPHBIX KYpCOB

(MAK)

Koabl
dopmMupyembix
KOMMeTeHUnn

O6sa3aTenbHas YacTb y4ebHbix yuknos MMNCC3

2376

1584

orca.oo OO6LUMI r'yMaHUTapHbIA U coLmMarnbHO-3KOHOMUYECKUIA

y4eOHbIN LMK

522

348

B pesynbTate udyvyeHus oba3atenbHom 4actu y4ebHoro
uunkna obyyarLwnnesa AOMKeEH:

yMETb:

opueHTMpoBaTbCs B Hanbornee obLmx punocodckmx
npobnemax 6bITHs, NO3HaHWS, LeHHOCTen, cBoboabl 1
CMbICIa XXM3HW KaK OCHOBax (hoOpMMPOBaHUS KynbTypbl
rpaxxgaHuHa u bygyuiero cneumanucTa;

3HaTb:

OCHOBHbIE KaTeropum 1 NoHATUSA dunocodmu;

ponb unocodumn B Xn3HN Yenoseka n obLLecTBa;
OCHOBbI (PUNOCOMCKOro y4eHusi o ObITuu;

CYLLHOCTb npoLecca No3HaHus;

OCHOBbI Hay4HON, (PMIOCOdCKON U PENUTMO3HON KapTUH
Mupa;

06 ycrnoBusax hopMMPOBaHUS NIUYHOCTK, cBOBOaE U
OTBETCTBEHHOCTU 3@ COXPaAHEHNE XXU3HWU, KyNbTypbl,
OoKpyxatLen cpeapl;

0 coumManbHbIX U 3TUYECKNX NPOoGnemMax, CBA3aHHbIX C
pa3BUTUEM M UCNONBb30BAHUEM OOCTUXKEHUN HAyKu,
TEXHVKW U TEXHOMOTUNA.

48

Orca.01. OcHosebl
dunococum

OK1-9

yMeTb:
OpPVEHTMPOBATLCH B COBPEMEHHON 9KOHOMMUYECKON,
NONUTUYECKON N KyNbTYpHOW cuTyaumn B Poccum mn
Mupe;

BbISIBMSATb B3aMMOCBSA3b OTEYECTBEHHbIX, PErMOHASbHbIX,
MUPOBBIX COLIMANBHO-3KOHOMUYECKUX, MNONINTUYECKUX W
KyNbTYpPHbIX Npobnewm;

3HaTh!

OCHOBHbIE HanpaBfeHNs pa3BUTUSA KIIOYEBLIX PEMMOHOB

48

Orca.02. Nctopus

OK1-9

KoHcynbTaHTINIOC
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"06 yTBepxaeHun denepanbHOro rocyAapCTBEHHOro 0bpa3oBaTeNbHOro CTaHgapTa CpeaHero
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[okymeHT npepoctasneH KoHcynbTaHTI0C
[ata coxpaHeHnusi: 06.10.2014

Mupa Ha pybexe sekoB (XX n XXI BB.);

CYLLHOCTb U MPUYUHBI IOKanbHbIX, PErMOHAanNbHbIX,
MEXrocyAapCTBEHHbIX KOH(ITMKTOB B KOHLUEe XX - Havane
XXI BB.;

OCHOBHbI€ NPOLLECChl (MHTErpaLnoHHbIe,
NONWKYNbTYPHbIE, MUTPALIMOHHbIE N VHbIE)
MONUTUYECKOTO N 3KOHOMUYECKOTO Pa3BUTUA BEAYLLMX
rocyaapcTs U perMoHoB Mupa;

HasHaydeHune OpraHunzaummn O6beanHeHHbIX Hauwmi
(OOH), OpraHusaumm CeBepoatnaHTU4eCcKoro 4orosopa
(HATO), Esponenckoro Cotosa (EC) n apyrux
opraHu3auuin u OCHOBHblE HanpasneHus nx
AeATenbHOCTY;

0 PONM HayKu, KynbTypbl U PENIUTUN B COXPaAHEHUN U
YKPenneHUN HauMoHamnbHbIX Y FOCYAapCTBEHHbIX
Tpaguuui;

cofiepXaHve 1 Ha3HaYeHne BaXKHeWLX NPaBoBbIX 1
3aKOHOAaTenNbHbIX akTOB MUPOBOIO Y PETMOHArNbLHOT0
3HaYeHus;

yMETb: 126 OrC3.03. NHocTpaHHbIv A3blk | OK 1 -9
o6waTbes (YCTHO U MUCbMEHHO) HAa MHOCTPaHHOM Si3blKe
Ha npodeccroHarbHbIe U NOBCeAHEBHbIE TEMbI;
nepeBoanTb (CO CnoBapeM) MHOCTPaHHbIE TEKCThI
NpodeCccMoHanbHOM HanpaeneHHOCTY;

CaMOCTOATENBHO COBEPLUEHCTBOBATL YCTHYHO U
NMMCbMEHHYIO PeYb, NMOMOSHATL CIOBApHBIN 3anac;

3HaTh:

nekcudeckmn (1200 - 1400 nekcnyecknx eauHuL) u
rpaMmmMaTUyecKnuii MUHUMYM, HEOOXOAMMbIV AN1S YTEHNS U
nepeBofa (Co cnoBapemM) MHOCTPaHHbIX TEKCTOB
NpodeCccrMoHanbHOM HanpaBneHHOCTY;

yMeThb: 252 126 Orca.04. dusmnyeckas OK2, 3
Mcnonb3oBaTh PU3KyNbTYPHO-03A0POBUTENBHYIO KynbTypa
[eATenbHOCTb ANs YKpenneHusi 340poBbsl, AOCTUMKEHNS
XKM3HEHHBIX M NPOdeCCMOoHanbHbIX Lienew;

3HaTh:

0 ponu p13nYeckon KynbTypbl B OOLLEKYNbTYPHOM,
npodeccmoHanbHOM 1 coLmanbHOM Pa3BUTMK YENOBEKa;
OCHOBbI 300POBOro 06pasa Xn3Hu.
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[okymeHT npepoctasneH KoHcynbTaHTI0C

[ata coxpaHeHnusi: 06.10.2014

EH.00 MaTemaTtnyeckmn n obLLnin eCTeCTBEHHOHAYYHbIN 198
y4ebHbIN LmKN

132

B pesynbTarte nsyveHuns obsasarenbHom Yactn y4ebHoro
uMkna obyyatoLmMncs OOIMKEH:

yMeTb:

peLlaTb 3a4ayun Ha OTbICKaHWe NPON3BOAHOMN CIOXHOMN
PYHKLMM, NPOU3BOAHBIX BTOPOrO M BbICLUNX NOPSOKOB;
NPUMEHSATb OCHOBHbIE METOAbI MHTErpUPOBaHUA Npwu
pelueHnn 3agay;

NPUMeHATb MeToAbl MaTeMaTMYECKOro aHanumaa npu
pelLeHnn 3agay NpuKnagHoro xapaktepa, B TOM y1cne
npodeccrmoHarnsHoOM HanpaBneHHOCTY;

3HaThb:

OCHOBHbI€ MOHATUS N METOAbl MaTeMaTUYEeCKOro
aHanuaa;

OCHOBHbI€ YMCMEHHbIE METOAbI PELLUEHNS NPUKNAAHbIX
3agay;

EH.01. MaTtemaTtuka

OK1-6,9

yMeTb:
paboTaTb C COBpEMEHHBIMU ONepPaLNOHHbLIMN
cMCTEMaMM, TEKCTOBLIMU peakTopamu, TabrnnmyHbIMm
npoueccopamu, cuctTemMamu ynpasreHust 6asamum
[AaHHbIX, MporpaMmmamu NoAroTOBKW Npe3eHTauui,
NH(OPMaLMOHHO-MONCKOBLIMU CUCTEMaMM U
Nnonb3oBaTbCsA BO3MOXXHOCTAMM
MHpOPMaLMOHHO-TENEKOMMYHUKaLIMOHHON CeTH
"UHTepHeT" (oanee - ceTb NHTEpHET);
npodeccmoHanbHO OCYLLECTBNATL HABOP TEKCTOB Ha
NnepcoHanbHOM KOMMbIOTEPE;

3HaThb:

TEXHMYECKUe cpeacTBa 1 nporpammHoe obecrneyeHune
nepcoHarnbHbIX KOMMNbIOTEPOB;

TeopeTn4Yeckne OCHOBbI COBPEMEHHbIX
NH(OPMAaLIMOHHBIX TEXHOMOrMiA 0bLwero n
crneumann3mpoBaHHOro Ha3HaYeHus;

PYCCKYIO M NaTUHCKYHO KiaBmaTypy nepcoHarnbHOro
KOMMblOTEpa;

npasuna oopMIIeHMs AOKYMEHTOB Ha NepcoHanbHOM
KOMMbIOTEPE;

EH.02. NHdopmaTmka

OK4,5,9

YyMETb:

EH.03. 3konornyeckue

0K3,6,7,9
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[okymeHT npepoctasneH KoHcynbTaHTI0C
[ata coxpaHeHnusi: 06.10.2014

OpUEHTMPOBAaTLCH B Havbornee obLmx npobnemax
3KOMOrMmn 1 NPUPOAONONbL30BaHUS;

3HaTb:

0co6eHHOCTM B3anMoaencTBns obLecTsa v Npupoabl;
npupoaopecypcHbIv noTeHuunan Poccuy;

NPUHLMMNBI U METOAbI pauMOHanbHOro
NPUPOLONONb30BaHNS;

npaBoBble U couMarbHble BONPOCHI
NpMpOaONONnb30BaHUS.

OCHOBbI NpUpoaonofib3oBaHNA

.00 MpodeccroHanbHbIA y4eOHbIV LIMKIT

1656

1104

or.oo ObwenpodeccnoHanbHble AUCUUMINHDI

918

612

B pesynbTate ndyvyeHusa obasatenbHon YacTtu
npogeccrmoHaneHoro y4ebHoro umkna oby4vatomiics
DOIMKEH:

yMETb:

OpPUEHTMPOBATLCH B BOMPOCAX 3KOHOMUYECKON TEOPUM B
COBPEMEHHbIX YCIOBUSX;

3HaTh:

3aKOHOMEPHOCTU (PYHKLMOHNPOBAHUS PbIHOYHBIX
MEXaHU3MOB Ha MUKPO- 1 MaKpPOYPOBHSIX 1 METOAbI
rocygapCTBEHHOIO perynmpoBaHus;

o6LUmMe NoNoXEHNs1 IKOHOMUYECKOW TEOPUN;

Or.01. OkoHoMU4eckas OK1-7
Teopus MK1.1-1.3

YMETb:

paccunTbIBaTh MO NPUHSTON METOAONOMM OCHOBHbIE
TEXHMKO-3KOHOMMUYECKIME MNOKa3aTenu AeaTernbHOCTH
opraHvsaumy;

3HaThb!

OCHOBHbIE MUKPO- Y MaKpO3IKOHOMUYECKWE KaTEropum u
rnokasaTtenu, MeToabl UX pacyeTa;

OrN.02. 5koHoOMUKa OK1-7
opraHusauun MK1.1-1.3

YyMETb:
ynpaenATb KOH(IMKTaMn 1 cTpeccamu B npouecce
npoeccrmoHanbHON AeATENbHOCTY;

3HaTb:

XapaKkTepHble YepTbl COBPEMEHHOIo MeHe)KMeHTa,; LMKN
MEHEIKMEHTA;

NPOLECC NPUHATUS U peanuaaunm ynpaBneH4ecKkmx
peLueHunii, HdopMaLUmnoHHoe obecneyeHune

Or1.03. MeHegXMeHT OK1-9
nK1.1,1.2,1.4 -
1.8,2.4,25
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"06 yTBepxaeHun denepanbHOro rocyAapCTBEHHOro 0bpa3oBaTeNbHOro CTaHgapTa CpeaHero
npodeccroHanbHOro obpasoBaHus No cneumanbHocTh 46.02.01 lokyMeHTauMOHHOe obecneveHne
ynpasfieHus 1 apxmBoBeaeHve"

(3aperucTpupoBaHo B MuHiocTe Poccum 20.08.2014 N 33682)

[okymeHT npepoctasneH KoHcynbTaHTI0C
[ata coxpaHeHnusi: 06.10.2014

MEHeKMEHTa;
yMeTb: Orl1.04. lNocynapcTBeHHas 1 OK1-8
NPUMEHATb KaApOoBYIO MOMUTUKY Ha rocygapCTBEHHOM U MyHUUMNanbHasa cnyxoba MK1.1-1.8
MyHULMNansHON cnyxo6e;
3HaTb:
CUCTEMY rOCYAaPCTBEHHbIX Y4peXaeHU 1 opraHoB
MECTHOrO camoyrnpaBreHns;
obLwme npuHLmUnbl 1 TpeboBaHUSA K NPOXOXAEHUIO
rocygapCTBEHHOW M MyHULMNANbHOM CnyXo6bl;
opraH13auvoHHO-NpaBoBble POPMbI FOCYAapCTBEHHOIO
annapara ynpaBneHus;
ymeTb: Or1.05. N'HoCTpaHHbIN A3bIK OoK1-7
paboTaTb € NpodeccmoHanbHbIMM TEKCTaMU Ha (npodeccrnoHanbHbIN) MK1.1-1.3
WNHOCTPaHHOM SA3bIKE;
cocTaBnATb U ohopMnATb
OpraH13aLUroHHO-pacnopaanUTENbHYI0 AOKYMEHTaLMIO Ha
MHOCTPaHHOM A3bIKe;
BECTMW MeperoBopbl Ha MHOCTPaAHHOM SA3bIKe;
3HaTb:
NpaKTU4YECKy rpaMmMaTmrKy, Heobxoaumyto Ans
npodeccmoHanbHOro obLWeHnss Ha MHOCTPaHHOM A3bIKE;
0cobeHHOCTM NepeBoaa Cry>ebHbIX JOKYMEHTOB C
WNHOCTPaHHOrO A3bIKa;
yMeTb: Or1.06. NMpogeccroHanbHas OK1-8
NPUMEHATL B NpodeccrnoHanbHON AeATeNbHOCTH 3TMKa 1 ncmxonorua genosoro | MK 1.2-1.6, 1.8
npuembl 4ENOBOro 06LeHns; o6LweHns
3HaTh:
OCHOBHbIE MpaBuna NpodecCrMoHanbHOM 3TUKK U
npuembl 4ENOBOro 06LEHNs B KOMMEKTUBE;
0COoBeHHOCTN NpohecCnOoHaNbHOM 3TUKN U MCUXONOTrn
[AenoBoro obLeHns cryxalynx rocyaapCTBEHHbIX N NHbIX
OpraH13auroHHO-MPaBOBbIX (POPM YUpPEXAEHUIA 1
opraHusaumi;
yMeTb: Or.07. YnpaBneHue OK1-9
co3faBaTtb 6raronpuATHBIN NCUXONOrMYECKNIA KNMaT B nepcoHarnom MK1.7,2.6, 2.7
KONNEeKTUBE;
3 PeKTUBHO yNpaBnsATb TPYAOBBIMU pecypcamu;
3HaTh:
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Mpuvka3 MnHobpHaykm Poccum ot 11.08.2014 N 975

"06 yTBepxaeHun denepanbHOro rocyAapCTBEHHOro 0bpa3oBaTeNbHOro CTaHgapTa CpeaHero
npodeccroHanbHOro obpasoBaHus No cneumanbHocTh 46.02.01 lokyMeHTauMOHHOe obecneveHne
ynpasfieHus 1 apxmBoBeaeHve"

(3aperucTpupoBaHo B MuHiocTe Poccum 20.08.2014 N 33682)

[okymeHT npepoctasneH KoHcynbTaHTI0C
[ata coxpaHeHnusi: 06.10.2014

coAepxaHve KagpoBoro, MHHOPMALMOHHOTO,
TEXHWUYECKOro 1 NpaBoBoro obecneyeHns CUCTeMbI
ynpasereHusi epcoHarnom;

OpraHu3aLMOHHYH CTPYKTYPY CryKObl ynpaBneHus
nepcoHarnom;

o6LLVe NPUHLMMBI YIpaBeHNst NepcoHanoMm;
NPUHLMMbI OpraHn3aLumn KagpoBol paboTsl;
MCUXOSONMYECKNEe acneKTbl YNpaBnieHns, crocobbl
paspeLLeHnst KOHMMUKTHBIX CUTYaLUiA B KONNEKTUBE;

yMETb: Or1.08. NpaBoBoe OoK1-7
3alumaTb CBOM NpaBa B COOTBETCTBUM C TPYAOBbIM obecneveHne NnK1.1,1.2, 1.4,
3aKoHOOAaTENbCTBOM,; npodeccmoHanbHon 15,1.7,1.8
1cnonb3oBaTh NPaBoOBYO MHOPMaLWIO B [eaTenbHOCTH

npogeccrnoHanbHoOW AeaTenbHOCTH;

3HaTb:

npaea 1 0083aHHOCTU CIyXaLUuX;

3aKoHOZaTenNbHble aKTbl U HOPMATUBHbIE [OKYMEHTHI,
perynvpyoLime npaBooTHOLLEHUS (PUNYECKUX 1
HOPMONYECKUX NULL;

OCHOBHble 3aKOHOAAaTeNbHbIE aKTbl O MPaBOBOM
obGecne4veHnn NnpodeccrmoHanbHom AeATeNbHOCTH

cnyxatmx;

yMeTb: 68 Or1.09. besonacHocTb OK1-9
OpraHM3oBbIBaTb Y NPOBOAMTL MEPOMNPUSATMSA NO 3alLmTe KN3HEOEeATEeNbHOCTH MK1.1-1.10,
paboTaloLLMX N HaceneHnst oT HeraTMBHbLIX BO3AENCTBUIA 2.1-2.7

ypesBblYanHbIX CUTyaLnii;

npeanpuHMMaTh NpoUNakTUYeckne Mepbl ans
CHWXEHWSI YPOBHSI OMACHOCTEN pa3nMYHOro BMaa 1 ux
nocneacTeui B NpoeccnoHanbHon AesaTeNbHOCTU U
ObITyY;

UCnonb3oBaTh CPeACcTBa MHAMBUAYANbHOW 1
KOJIIEKTMBHOM 3aLnTbl OT OPYXXMSi MacCOBOro
nopaxeHws;

NPUMEHATL NEPBUYHbIE CPEACTBA NOXAPOTYLUEHUS;
OpPUEHTUPOBATLCS B NEPEYHE BOEHHO-YYETHbIX
cneumanbHOCTEN 1 CaMOCTOSITENBHO OnpeaensiTe cpeamn
HUX POACTBEHHbIE MOMYYEHHON CneunanbHOCTY;
NPUMEHATb NPOgECCUOHANBHBIE 3HAHUSA B X0A4e
NCMNONHeHnss 06593aHHOCTEN BOEHHOM Cry>0bl Ha
BOMHCKUX OOJMKHOCTAX B COOTBETCTBUM C MOMYYEHHOMN
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Mpuvka3 MnHobpHaykm Poccum ot 11.08.2014 N 975
"06 yTBepxaeHun denepanbHOro rocyAapCTBEHHOro 0bpa3oBaTeNbHOro CTaHgapTa CpeaHero

npodeccroHanbHOro obpasoBaHus No cneumanbHocTh 46.02.01 lokyMeHTauMOHHOe obecneveHne

ynpasfieHus 1 apxmBoBeaeHve"
(3aperucTpupoBaHo B MuHiocTe Poccum 20.08.2014 N 33682)

[okymeHT npepoctasneH KoHcynbTaHTI0C
[ata coxpaHeHnusi: 06.10.2014

cneumansHOCTLIO;
BnageTb cnocobamm 6eCKOHMNUKTHOrO 06LLEeHMs K
camoperynsaumu B NOBCEAHEBHON AeATENbHOCTU 1
3KCTPEeMarnbHbIX YCMOBUSAX BOEHHON Cryx0Obl;

oKasblBaTb NepByl0 NOMOLLb NOCTPaAaBLLINM;

3HaTb:

NpUHUMNBI 0BecneyeHns yCTonymBoOCTM OB BEKTOB
3KOHOMMKM, MPOrHO3MPOBAHWSA Pa3BUTUSA COOLITUI U
OLEHKWN NOCNEACTBUI NPU TEXHOTEHHbIX YpE3Bbl4alHbIX
CUTyaumsaX U CTUXMINHBIX ABNEHUSAX, B TOM Yncne B
YCrNoBUsIX NPOTUBOAENCTBUSA TEPPOPU3MY KaK CEPbE3HOMN
yrpo3e HaumoHanbHon 6e3onacHoctn Poccuu;
OCHOBHbI€ BUAbl NOTEHLMANbHbLIX OMNACHOCTEN 1 NX
nocneacTausi B NpodeCccMoHanbHol AeaTensHOCTU 1
ObITY, MPUHLMMBI CHDKEHUSI BEPOSITHOCTM UX
peanusauuu;

OCHOBbI BOEHHOW Cnyx6bl 1 060POHBI FOCYAapCTBa;
3aa4n 1 OCHOBHbIE MEPOMNPUATUSA IPaXaaHCKON
060pOHBbI; CNOCO6LI 3aLLUMTLI HACENEHNS OT OPYXKMS
MacCOBOTO MOPaXeHWs;

Mepbl NoXapHoW 6esonacHocTu 1 Npasuna 6e3onacHoro
noBefeHus Npu noxapax;

opraHusaumio 1 NopsaoK NpM3biBa rpaxgaH Ha BOEHHYIO
cnyx0y 1 NoCTynneHns Ha Hee B AOOPOBOSIbHOM
nopsake;

OCHOBHbI€ BUAbI BOOPYXEHWS, BOEHHON TEXHUKUN U
cneumanbHOro CHapsXXeHWs, COCTOSALME Ha BOOPYXEHNN
(ocHaLLeHMM) BOMHCKMX noapasneneHnii, B KOTOpbIX
MMeloTCS BOEHHO-y4YeTHbIe CneLumansHOCTY,
poAcTBeHHbIe cneumansHocTam CrlO;

06nacTb NPYMEHEeHNs nonyvyaeMbix NPodeCcCMoHanNbHbIX
3HaHWU NpY UCNOMHEHUN 06S3aHHOCTEN BOEHHOW
cnyx6bl;

NOpPSAOK M NpaBuna okasaHus NepBovi MOMOLLIM
nocTpagaBLUNM.

MM.00 MpodeccrmoHanbHble Mogynu

738

492

MM.01 OpraHnsauus JOKyMeHTaUMOHHOro obecneyeHunst
yrnpaeneHus n QyHKLMOHUPOBAHNST OpraHM3aunm
B pesynbTate ndy4yeHus npogheCccuoHanbHOro Moayrns

MOK.01.01.
[okymeHTaunoHHoe
obecneyeHne ynpaBneHns

OK1-9
nK1.1-1.10
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"06 yTBepxaeHun denepanbHOro rocyAapCTBEHHOro 0bpa3oBaTeNbHOro CTaHgapTa CpeaHero
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[okymeHT npepoctasneH KoHcynbTaHTI0C

[ata coxpaHeHnusi: 06.10.2014

obyyvatoLLmMncsa OOMKeEH:

NMeTb NPaKTUYECKNI OMbIT:

opraHnsaunm 4OKyMeHTaunoHHOro obecneveHums
ynpasneHus 1 yHKLUMOHMPOBAHNSA OpraHnsaunu;
yMeTb:

NMPUMEHATb HOPMAaTUBHbIE NPABOBbIE aKThbl B
ynpasreHYeCcKon AesTenbHOCTY;

nogroTaBnMBaTb NPOEKTbI YNPaBEHYECKNX PeLLeHni;
obpabaTbiBaTb BXOAALLME U UCXOASALLME AOKYMEHTHI,
CMCTEMaTU3MPOBATh MX, COCTaBMNSATb HOMEHKNaTypy Aen
n dhopMmpoBaThb OKYMEHTbI B AeNa;

rOTOBUTb 1 NPOBOAMTL COBELLAHUSA, AeroBble BCTPEYH,
npueMbl U Npe3eHTaumu;

3HaTb:

HOpPMaTVBHbIE NPaBOBble akTbl B 061acTy opraHnsaumm
ynpasreHYeCcKon AesaTenbHOCTH;

OCHOBHbI€ MpaBuna XpaHeHus 1 3awuTbl cnyxebHomn

MOK.01.02. MNpaBoBoe
perynupoBaHune
ynpasneH4yeckomn
AesATenbHOCTU

MAOK.01.03. OpraHusauus

ceKpeTapcKoro 06CnyKuBaHus

nHopMaLumm.
MM.02 OpraHusauus apxMBHOM U CNPaBOYHO-MHPOPMAaLMOHHOM MIK.02.01. OpraHusaums u OK1-9
paboTbl MO AOKYMEHTaM OpraHusauunm HOPMaTMBHO-NPaBOBbIE MnK2.1-27

B pesynbTate n3yveHus npodeccrmoHanbHoro Mogyns
06y4aloLLMnCs OOIKEH:

UMETb NPaKTUYECKUIA ONbIT:

opraHusauuy apxvBHOWM 1 CMPaBOYHO-NHGOPMALIMOHHOW
paboTbl N0 4OKYMEHTaM OpraHv3auuu;

yMeTb:

OpraHn3oBbIBaTb AEATENbHOCTE apX1Ba C y4eToM
cTatyca u npodunsi opraHMsaumu;

paboTaTb B cucCTEMax 3NEKTPOHHOIO
[OKyMeHTO0000pOTa;

UCMNOMb30BaTh B AEATENBHOCTU apXMBa COBPEMEHHbIE
KOMMbIOTEPHbIE TEXHOMNOMMK;

NPYMEHATb COBPEMEHHbIE METOANKN KOHCEPBALMU U
pecTaBpauny apxXuBHbIX JOKYMEHTOB;

3HaThb:

CUCTEMY apXMBHOrO ynpasneHus B Poccuiickon
depepaunmn n opraHmsaumio ApxmBHoro poHga
Poccunckon ®epepaumum;

CUCTEMY XpaHEHUsI 1 0OPabOTKN JOKYMEHTOB.

OCHOBbI apXUBHOro aena

MOK.02.02.
ocynapcTBeHHbIE,

MyHULUMNanbHbIE apXmBbl N

apxvBbl OpraHM3aumn

MOK.02.03. MeToauka n
npakTuKa apxnBoBeAEeHUS

MOK.02.04. O6ecneyeHne
COXPaHHOCTU OOKYMEHTOB

MM.03 BbinonHeHne paboT No 04HOM UM HECKOMbKUM

KoHcynbTaHTINIOC
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"06 yTBepxaeHun denepanbHOro rocyAapCTBEHHOro 0bpa3oBaTeNbHOro CTaHgapTa CpeaHero
npodeccroHanbHOro obpasoBaHus No cneumanbHocTh 46.02.01 lokyMeHTauMOHHOe obecneveHne
ynpasfieHus 1 apxmBoBeaeHve"
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[okymeHT npepoctasneH KoHcynbTaHTI0C
[ata coxpaHeHnusi: 06.10.2014

npodgeccusam paboumx, AOMKHOCTAM CIyXaLlmx

BapuaTtusHas yacTb y4ebHbix Luknos MMNCC3 1026 684

(onpepenseTca obpasoBaTenbHOM opraHM3aumen

CaMOCTOATENBHO)

Bcero yacoB 06yyeHus no yyebHbim yuknam MNMCC3 3402 2268
Y11.00 Y4yebHas npakTuka OK1-9

6 Hepn. 216 MnK1.1-1.10,
21-27

Mr.oo MpownssoacTBeHHasA npakTuka (no npodunto

cneumansHOCTK) 4 wen
nar.oo MpousBoacTBeHHas NpakTuka (NpeaavniiomHas)
MA.00 MpomexyTouHas aTTecTaums 3 Hepn.
MMA.00 ocypnapcTBeHHas utoroeasi atrectauus 6 Hepn.
MMA.01 MoaroToBKa BbIMYCKHOWM KBanNndukKauMoHHOM paboThl 4 Hep.
MMA.02 3awmTa BbINyCKHOWN KBanuUKaLunoHHON paboThbl 2 Hep.

Tabnuua 4

Cpok nonyyexus CIMO no MMNCC3 6a3oBoi NOAroToBKU B 04HON hbopme 06y4veHns coctaBnseT 95 Hegenb, B TOM Yucne:

OOyueHne no y4ebHbIM LMKam 63 Hen.
Y4ebHas npakTtuka
6 Hepn.
MpousBoacTBEHHas NpakTuka (Mo Npoguso cneumanbHOCTH)
Mpown3BoacTBEHHasn npakTuka (npeaauniioMHas) 4 Hep.
lMpomexyToyHas atTectauus 3 Hep.
locynapcTBeHHas UToroBas aTtectauums 6 Hen.
KaHukynbl 13 Hep.
Wtoro 95 Hep.
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"06 yTBepxaeHun denepanbHOro rocyAapCTBEHHOro 0bpa3oBaTeNbHOro CTaHgapTa CpeaHero

npodeccroHanbHOro obpasoBaHus No cneumanbHocTh 46.02.01 lokyMeHTauMOHHOe obecneveHne

ynpasfieHus 1 apxmBoBeaeHve"
(3aperucTpupoBaHo B MuHiocTe Poccum 20.08.2014 N 33682)

[okymeHT npepoctasneH KoHcynbTaHTI0C

[ata coxpaHeHnusi: 06.10.2014

CTpyKkTypa nporpamMmmMbl NOArOTOBKM CNELManNCTOB CPeHero 38eHa
yrnyGneHHon NoAroToBKY

Tabnvua 5

MHpekc

HaumeHoBaHWe y4ebHbIX LMKIOB, pasaenos, Moayneii, Tpe6oBaHus K
3HAHWSIM, YMEHUSIM, NPaKTUYECKOMY OrMbITY

Bcero
MakcuMarbHowm
y4eBHOI Harpy3ku
obyuatoLerocs
(vac./Hepn.)

B Tom uncne yacos
ob6s13aTenbHbIX
Y4YEOHbIX 3aHATUIA

MHaekc n HammeHoBaHue

AVCLMMIVH, MEXANCUMMNNHAPHbIX

Kypcos (MIOK)

Koab! dhopmupyembix
KOMNEeTeHLNi

Ob6s3aTenbHas YacTb y4ebHbIx uuknos MNMNCC3

3672

2448

orca.oo

OB ryMaHUTapHBbIN 1 COLMAnbHO-3KOHOMUYECKUIA Y4EOHbIN LMK

804

536

B pesynbTtate usyyeHus obasatenbHon Yact y4ebHoro Lukna
0by4YaloLLMNCS OOIMKEH:

yMeTb!

OpueHTUpoBaTbCA B Hanbornee obLmnx gunocodckmx npobremax obiTus,
NO3HaHWs, LEHHOCTEN, CBOGOAbI M CMbICIa XU3HM Kak OCHOBaX
dopMUpoBaHNS KynbTypbl rpaxkaaHWHa u OyayLuero cneumanmeTa;
3HaThb!

OCHOBHbIE KaTeropmm u noHaTus dpunocoduu;

pornb dmnocodun B Xun3HN Yenoseka n obLLecTsa;

OCHOBbI HMNOCOGCKOro y4eH s 0 BbITuK;

CYLLHOCTb MpoLecca No3HaHus;

OCHOBbI Hay4HOW, pMNocodcKkon N pennurino3Hon KapTuH Mnpa;

06 ycnoBusix hopMUMpPOBaHNs NNYHOCTK, cBOBOAE N OTBETCTBEHHOCTU 3a
COXpaHeHWe X13HW, KynbTypbl, OKpY>KatoLen cpeap;

0 coumarnbHbIX M 3TUYECKUX Npobnemax, CBA3aHHbIX C PasBUTUEM U
MCMonb30BaHNEM JOCTWDKEHUI HayKu1, TEXHUKW U TEXHOMOTUA;

48

QOrC3.01. OcHoBbl hunocodum

OK1-9

yMeTb!
OPVEHTUPOBATLCSA B COBPEMEHHOWM 3KOHOMUYECKOW, MOMUTUYECKON 1
KynbTypHOW cuTyaumm B Poccumn n mupe;

BbISIBNSITb B3aMMOCBSI3b OTEYECTBEHHbIX, PETMOHANbHbIX, MUPOBbIX
coLmManbHO-3KOHOMUYECKMX, MONUTUYECKMX U KYNbTYPHbBIX Npobnem;
3HaThb!

OCHOBHbI€ HanpaBneHns pasBuUTHs KMOYEBbIX PEMMOHOB MUpa Ha pybexe
BekoB (XX u XXI BB.);

CYLLHOCTb M NPUYMHBI NOKanbHbIX, PEMYOHAaNbHbIX, MEXrOCYyAapCTBEHHbIX
KOHNMKTOB B KOHLe XX - Hadane XXI BB.;

OCHOBHbI€ NPOLIECChI (MHTErpaLUmoHHble, MOMUKYNbTYPHbIE,
MUrPaLMOHHbIE U UHBIE) NOMUTUYECKOTO U SKOHOMUYECKOTO pasBUTUS
BeyLUMX rocyaapcTB U PErvoHOB MUPa;

HasHaveHne OOH, HATO, EC n gpyrux opraHnsaumin U OCHOBHblE

48

Orca.02. Uctopus

OK1-9

KoHcynbTaHTINIOC
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[okymeHT npepoctasneH KoHcynbTaHTI0C
[ata coxpaHeHnusi: 06.10.2014

HanpaBneHus nx AesTenbHOCTY;

0 ponv Hayku, KynbTypbl U PENUMIN B COXPaHEHUMN U YKPENTeHUM
HaLMOHanbHbIX U FOCYAapCTBEHHbIX TPAAWLWI;

cofepxaHvie 1 HasHa4YeHne BaxXHENLIMX NPaBOBbIX U 3aKoHOA4ATENbHbIX
aKTOB MMPOBOIO M PEMYOHaNbHOTO 3HAYEHUS!;

yMeTb: 48 OrC3.03. MNcuxonorus obLeHns OK1-9
NPUMEHSITb TEXHUKM U NpUeMbl 3cpdeKTUBHOIO 06LLEHNS B NnK2.7, 3.6
npodeccroHanbHoOM AesTeNnbHOCTY;
Mcnonb3oBaTh NPMEMbI CaMOperynsaLum NoBeaeHns B npouecce
MEXIUYHOCTHOTO OOLLEHUS;
3HaThb!
B3aMMOCBs3b 00OLLEHNS 1 AeATENBHOCTY;
uenu, yHKUMKU, BUOBI U YPOBHU OBLLEHUS;
ponu 1 ponesble OXnaaHusi B 0bLLeHuw;
BWAbI COLManbHbIX B3aMMOAENCTBUIA;
MeXaHN3Mbl B3aMMOMOHNMaHWs B 0bLLeHnu;
TEXHVKM U NpueMbl 06LLeHWs1, NpaBuna cnyLwaHusi, BeaeHus 6eceapl,
ybexaeHus:;
3TUYECKUE NPUHLMNbI OBLLEHUS;
WCTOYHWUKM, NPUYKHBI, BUAbI M CNOCOObI paspeLleHmnsi KOHIMKTOB;
yMeTb: 196 OrC3.04. NHocTpaHHbIN A3bIK OK1-9
obwartbcs (YCTHO M MMCbMEHHO) Ha MHOCTPaHHOM S3blKe Ha
npodeccroHarnbHbIe Y MOBCEAHEBHbIE TEMBI;
nepeBoauTb (CO CroBapeM) MHOCTPaHHbIE TEKCTbI NMPOdECCUOHANbHOM
HanpaBneHHOCTH;
CaMOCTOSITENbHO COBEPLUEHCTBOBATL YCTHYH M MUCbMEHHYHO pevb,
MOMONHATL CI0BapHbIN 3anac;
NOHMMaTb ANANorM4eckyto ¥ MOHOMOMMYECKYH peyb B cdhepe
npodeccroHanbHON AeATENbHOCTY;
3HaTh!
nekcuyeckmn (3000 nekcnyecknx eanHnL) U rpaMMaTUHeCcKUii MUHUMYM,
HeobxoanMbIV ANs YTEeHUs 1 nepeBoAa (Co croBapeM) MHOCTPaHHbIX
TEKCTOB NpodheccroHansHON HanpaBneHHOCTH;
YMETb: 392 196 OrC3.05. dusnyeckas kynbTypa 0K2,3,6,9
Mcnonb3oBaTh PU3KYNbTYPHO-CNIOPTUBHYO AEATENBbHOCTL AN
YKPENIEHUS1 300POBbS, AOCTWIKEHUS KM3HEHHBIX U NPOMECCUOHANBHBLIX
uenew;
3HaThb!
0 ponu h13NYECKOi KynbTypbl B 0BLLEKYTBTYPHOM, NPOECCUOHANBHOM 1
coumanbHOM pasBuUTUM YerloBEKa;
OCHOBbI 34,0pOBOro 06pa3sa XuU3Hu.
EH.00 MaTemaTtuyeckmin n o6LLMIN eCTeCTBEHHOHAYYHbIN YY4EOHbIV LMK 390 260
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B pesynbTaTte n3yyeHusi obs3aTensHon YacTtu y4ebHoro umkna EH.01. MatemaTtuka OK1-6,9
00ByyatoLLMINCst AOMKEH:

yMeTb!

peluaTtb 3a4a4v Ha OTbICKaHNe NMPOU3BOAHON CIOXKHON YHKLWN,
NPON3BOAHbLIX BTOPOrO 1 BbICLLIMX MOPSAKOB;

MCMonb30BaTh pasnnyHble MeTodbl MHTErPUPOBaHUS MPU PELLEeHUN 3ajavy;
Mcnonb3oBaTh METOAbl MaTEMaTUYECKOro aHannsa nNpy pelleHun 3agad
NpUKNagHoro xapakrepa, B TOM Yucne npodeccroHanbHom
HanpaBneHHOCTH;

peluaTb CUCTEMbI YPaBHEHUI C HECKOMBbKMW NepeMeHHbIMWN MaTPUYHbIM
1 Apyrumu cnocobamum:

ucnonb3oBaTh anrebpanyeckme MeToabl NPU PeLLUEHNN FrEOMETPUYECKUX
3agav;

3HaThb!

OCHOBHbI€ MOHATUSI 1 MeTOoAbl MaTeEMaTUYECKOro aHanusa, NIMHenHowm
anrebpbl 1 aHaNMTUYECKON reoMeTpuu;

OCHOBHbI€ YMCIIEHHble MeTOAbl PELLEHNS NPUKNaAHbIX 3a4ad;

CYLLHOCTb, BUAbI U CNOCOGLI peLLeHns 3aaay aHanuTUYeckor reomeTpum
Ha MNOCKOCTU 1 B NPOCTPaHCTBE;

yMETb: EH.02. NHdopmaTuka OK4,5,9
paboTaTb C COBPEMEHHBIMW ONEPALIMOHHBIMU CUCTEMAMU, TEKCTOBBLIMU
pepakTopamu, TabnuyHbIMK NpoLieccopamm, cMcTemMamm ynpasneHust
6asamu AaHHbIX, NporpaMMamMuy NOAroTOBKY NPe3eHTauuni,
MH(OPMAaLIMOHHO-MOMCKOBBIMW CUCTEMaMU ¥ NONb30BaTLCA
BO3MOXHOCTAMM rnobansHom cetn VIHTepHeT;

3HaThb:

OCHOBHble MeTobl 1 cpeacTBa cbopa, 06paboTku, XpaHeHus, nepefayv n
HaKomnneHnst nHbopmaLmu;

TeXHUYeckne cpeacTsa u nporpammHoe obecneyveHmne nepcoHarnbHbIX
KOMMbIOTEPOB;

TeopeTnyeckne OCHOBbI COBPEMEHHbBIX MH(OPMALIMOHHbLIX TEXHOOMMI
obLero 1 cneuman“3npoBaHHOIO Ha3HaYeHUs;

yMeTb: EH.03. Skonoruyeckme oCHOBbI 0K3,6,7,9
OpVeHTUpoBaTbCs B Hanbonee obLmx npobrnemax aKkonorvm un npy1poaonosib30BaHNS

npypoaonosb30BaHus;

3HaTh:

0cobeHHOCTN B3auMogencTBus obLyecTsa u npmpoaepl;
npupoaopecypcHbI noTeHuman Poccuuy;

NPUHLMMbBI 1 MeTOoAbl PaLMOHanbHOro NPMPOAONONb30BaHUS;
npaBoBbIe U coLMarnbHbIe BONPOCh! MPUPOAONOSb30BaHMS;

yMeTb: EH.04. NHdopmaLumnoHHble OK1-9
MCNONb30BaTh TEXHONOMMU cbopa, pa3meLLeHsl, XpaHEHNS!, HAaKOMMEHWs, cuUcTeMbl B MPOGECCUOHANBbHON NK3.1-3.6
npeobpa3oBaHnsa 1 Nepeaayn AaHHbIX B NPOECCMOHanbHO nesaTenbHOCTU

OPUEHTUPOBAHHbIX VIHd)OpMaLlMOHHbIX cucremax;
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obecneyrBaTbh 4OCTOBEPHOCTb MHGOPMaLUuM B NpoLecce
aBTOMAaTU3NPOBAHHON 06PabOTKN AaHHBIX;

3HaTb:

Knaccudukaumio MHPOPMaLMOHHbIX CUCTEM;

BUAblI TEXHONOMMYECKUX NpoLieccoB 06paboTkm nHopmMaumm B
MH(OPMALMOHHbIX CUCTEMAX, OCOBEHHOCTM NX MPUMEHEHWST;
MeToabl 1 NpueMbl obecneyeHnss HpopMaLMOoHHON 6e30nNacHOCTH.

1.00 MpodeccuoHanbHbIi y4eBHbIN LUK 2478

1652

QOr1.00 O6wenpodeccunoHarnbHble AUCLMMNUHBI 1180

786

B pesynbTaTe ndyyeHus obasaTenbHON YacTn y4ebHoro uukna
06yyaloLLMINCst AOMKEH:

YMETb:

OpPUEHTUPOBATLCS B BONPOCaX 9KOHOMUYECKOW TEOPUUN B COBPEMEHHbIX
YCroBUSIX;

3HaTb:

3aKOHOMEPHOCTU (PYHKLIMOHMPOBAHMS PbIHOYHBIX MEXaHU3MOB Ha MUKPO-
1 MaKpOYypOBHSIX U METOAbI FOCYAapCTBEHHOMO perynmpoBaHus;

obLme NoNoXeHNs SKOHOMUYECKON TEOPUM;

Or1.01. 3koHoMMYeckas Teopus

OK1-7
MK1.1-13

yMeTb:

paccuYnTLIBaTL MO NPUHATON METOAOMNOMN OCHOBHbIE
TEXHUKO-9KOHOMMUYECKUE NoKasaTenu AesTeNlbHOCTM OpraHu3aLmm;
3HaTh:

OCHOBHbIE MUKPO- 1 MaKPO3KOHOMUYECKME KaTeropuu 1 nokasartenu,
MeTOfibl UX pacyeTa;

Or1.02. 3koHOMMKa opraHu3auum

OK1-7
MK1.1-13

yMeTb:

ynpaBnsaTb KOHPNUKTaMn 1 cTpeccamu B npoLiecce NpodecCroHan-Howm
AeATenbHOCTY;

3HaTh:

XapaKTepHble YepTbl COBPEMEHHOIO MEHEAXKMEHTA;

LIMKIN MEHEXMEHTA;

NpoLecC NPUHSATUS U peanusaLmy yrpaBneH4Yeckux peLleHui,
MH(OPMaLMOHHOE obecneyveHne MEeHEMKMEHTa;

Or1.03. MeHemXMeHT

OK1-9
MK1.1,1.2,1.4-18,
24,25

yMeTb!

NPUMEHSITb KaAPOBYIO NOMUTUKY Ha rocyAapCTBEHHON U MyHULIMNANbHON
cnyxbe;

3HaThb!

CHCTEMY FOCYAaPCTBEHHBIX YYPEXAEHVI N OPraHOB MECTHOrO
camoynpaBreHus:;

obLwme NpuHUMNbl 1 TpeboBaHMS K NPOXOXAEHNIO rOCYAapCTBEHHON U
MYHULMNanbHOW Cry>0bl;

opraH13aunoHHO-NpaBoBble POPMbI FOCyapCTBEHHOro annapara

Ol.04. N'ocynapcTBeHHas u
MyHVUMNanbHas cnyxba

OK1-8
MK1.1-18
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ynpasreHud;

YMETb: Or1.05. HocTpaHHbIN 53bIK
paboTaTb ¢ NPoheccroHanbHbLIMMN TEKCTaMM Ha MHOCTPaHHOM A3bIKE; (npodhbeccroHanbHbIN)
COCTaBNATb U 0POPMAATL OPraHN3aLMOHHO-PaCTOPSANTENBHYIO
AOKYMEHTaLMI0 Ha MHOCTPaAHHOM Si3bIKe;

BECTN NeperoBopbl Ha MHOCTPAHHOM SA3bIKE;

3HaThb!

npaKkTU4eCcKylo rpaMmMaTiky, Heobxoammyto Ans NpogeccMoHansHoro
06LLEeHNst Ha MHOCTPaHHOM Si3bIKE;

0cobeHHOCTH NepeBoAa CNyxebHbIX JOKYMEHTOB C MHOCTPaHHOTO A3bIKa;

OK1-7
NnK1.1-13

yMeTb: Or1.06. MpodeccuoHanbHas aTuka
NPUMEHSITb B NPOECCHOHANBHON AeATENBHOCTW NPUeMbl AeN0BOro 1 NCMXONorusa AenoBoro obLeHns
obLeHus:;

3HaThb!

OCHOBHbI€ NpaBwuna NpodeccMoHanbHOM 3TMKN U NpUeMbl AENOBOro
0o0LEeHNs B KONNEKTUBE;

0CO0BeHHOCTN MPOdPEeCCUOHANBHON 3TUKN U NCUXONOrMn AeN0BOro
06LLEeHNs CRyXaLumx rocyAapCTBEHHbIX U UHBIX
OpraHM3auoHHO-MPaBOBbIX (OPM YUPEXKAEHWNIN 1 OpraHn3aLmnii;

OK1-8
MK1.2-1.6,1.8

yMeTb: Or.07. KomnbtoTepHast obpaboTka
npodeccroHanbHO OCYLLECTBIATE HAOOP TEKCTOB HA NePCOHaNbHOM [OKYMEHTOB

KOMMbIOTEPE;

3HaTb:

PYCCKYH 1 NAaTUHCKYHO KnaBuaTypy NepcoHanbHOro KoMnbloTepa;
npaeuna oopmIieHNs LOKYMEHTOB Ha NMepCcoHanbHOM KOMMbIOTEPE;

0K2,4,5,9
MK1.1,1.3-1.9, 2.2,
24,25

yMeTb: Or1.08. MNpaBoBoe obecneyeHve
3almLaTh CBOU Npaea B COOTBETCTBUW C TPYAOBLIM 3aKOHOAATENLCTBOM; npodeccroHanbHom
1cnosnb3oBaTh NPaBoOBYH MHGOPMaLMIO B NPOdeCcCMoHanbHoM AenATenbHOCTH

AeATenbHOCTY;

3HaThb!

npaBa ¥ 06513aHHOCTYU CIYXXaLLUMX;

3aKoHoAaTeNbHbIe akTbl U UHbIE HOPMATUBHbIE NPABOBbIE AOKYMEHTHI,
perynvpyoLLme NpaBoOTHOLLIEHUS (PU3NYECKMX U FOPUANYECKUX MULL;
OCHOBHbI€ 3aKoHOAaTesbHbIE aKTbl O NPaBOBOM OGECNeYeHUM
npogeccroHanbHoM AeATENBHOCTU CryXKallyx;

OK1-7
MK1.1,1.2,1.4,1.5,
17,18

yMeTb: Ol.09. YnpaBneHue ka4ecTBOM OK1-9
0hopMIATbL AOKYMEHTAaLMIO MO YNpaBieHUo Ka4eCTBOM NPOAYKLMK; NMK2.1-2.3,
3HaThb: MK 3.1,3.2, 35
OCHOBHbI€ MOMNOXEHUSA CUCTEM MEHeM)KMEHTa kadecTBa 1 TpeboBaHNs K
HUM;
MEeTOAMNYECKYH Y HOPMATUBHYHO JOKYMEHTALMIO MO YNpaBneHuio
KayecTBOM MpOAYyKLMK;
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yMeTb!

co3faBaTb 6n1aronpusATHLIA NCUXONOMMYECKUIA KNMMAT B KONIEKTUBE;
3apekTNBHO ynpaBnsaTb TPYAOBLIMU pecypcamu;

3HaThb!

coaepXXaHne kagpoBoro, MHMPOPMAaLMOHHOIO, TEXHUYECKOrO U MPaBoOBOro
obecneyeHnsi cucTembl ynpaBneHnst NnepcoHarnom;
OpraHV3aLMOHHYIO0 CTPYKTYPY CryX0Obl ynpaBneHus nepcoHanom;
obLme NpyHLUMNbl yNpaBneHWsi NepcoHarnom;

NPVYHLUMMbBI OPraHn3aLmmn kKagpoBon paboTel;

MCMXONOrN4eckne acnekTbl ynpaBneHus, cnocobbl paspeLueHns
KOHMIMKTHBIX CUTYaLMIA B KOTEKTUBE;

Or1.10. YnpaeneHue nepcoHasnomMm

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

yMeTb!

Mcnonb3oBaTh METOAbl HAy4YHOro NO3HAHWSA B MCCMefoBaTeNbCKon
AeATenbHoCTY;

3HaThb!

0 MOCMEeACTBUAX CBOeW NPodhecCMoHanbHoN AesTENbHOCTY C TOYKN
3peHns eguHCTBa buocdepsbl 1 BrocoumansHON NPUPOALI YeNoBeKa;
OCHOBHbIE TEPMUHbI U ONpeaeneHuns, ncnonb3yemble npu OpPMUMPOBaHUA
[OKYMEHTOB B 061acTu Hay4HO-UCCneAoBaTerlbCkon AeATenbHOCTY;

Or.11. OcHoBbl
nccnenoBaTenbCcKomn
neaTenbHOCTU

OK1-9
MK2.1,26,3.2,3.3,
3.5

yMeTb!

NpoBOAWTbL HEOBXOAUMbIE pacyeTbl MO HANOroBOMY, KpeaUTHOMY,
6t00KEeTHOMY peryrnmpoBaHuio 3KOHOMUYECKMX NPOLLECCOB;

3HaThb!

cnoco6bl rocyapCTBEHHOIO PerynupoBaHns 3KOHOMUKM B NEPEXOAHbIN
NEepUOA, K PbIHKY;

OVMHaMUKy coLManbHO-3KOHOMUYECKUX NPOLIECCOB, NPOVUCXOAALLUX B
CTpaHe, UX CTaTUCTUYECKME 3aKOHOMEPHOCTU;

NPUHLUMMBI 1 POPMbI TOCYAAaPCTBEHHOTO PETYNUPOBAHNS SKOHOMUKY B
PbIHOYHbIX YCIOBUSIX;

Ol1.12. l'ocyaapcTBeHHoe
perynupoBaHue aKOHOMUKN

OK1-9
MK 3.5, 3.6

ymeTb:
06BACHATL pa3nnyHble POPMbl FOCYAapCTBEHHOTO YpaBeHns;
nonb30BaTbCSH OCHOBHLIMU HOPMAaTUBHO-MPaBOBLIMW JOKYMEHTaMu,
onpeaensoWuMmM CUCTEMY roCyAapCTBEHHOIO YNpaBneHus;
nonb30BaTbCA MaKPOIKOHOMUYECKMMU MOKasaTensamu;

BMnafeTb MeToAaMM paspeLLeHns KOHPNUKTHBIX CUTYaLWi;

3HaTh:

Hay4Hble OCHOBbI CUCTEMbI FOCYAaPCTBEHHOIO YNpaBreHus;
CTPYKTYpY OpraHoB rocyAapCTBEHHOrO ynpaBfeHusi; coaepxaHve n
HanpaBsrieHne rocyfapCTBEHHON MOMUTUKK;

ynpaBsreHne coumarnbHon cdepon N KOHAMKTHBIMY CUTYaLMSMU;

Or1.13. Cucrema
rocyapCTBEHHOro yrnpaBreHns

OK1-9
MK2.6,2.7,3.6

yMeTb:
XapaKTepu3oBaThb UCMOSTHUTESIbHYIO BIIACTb B COBPEMEHHOM Poccui n
npo6nemsl ee MoAepHU3aLmK;

On.14. OpraHusauusi
rOCYAapCTBEHHbIX yUpexaeHnin
Poccun

OK1-9
MK1.2,1.3, 2.1, 2.6,
35,36
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06BbACHATL cneundmnKy rocyaapCTBEHHOrO ynpaBrieHNst Ha PervioHanbHOM
YPOBHE;

3HaTb:

rocyAapcTBeHHbIN annapat Poccun B cucteme COBETCKOrO rocyAapcTaa;
nepvoabl CTaHOBMEHNS U 3BOMIOLIMKN aAMUHUCTPaTUBHO-KOMAHOHOW
CUCTEMbI YNpaBneHus;

COBETCKUI OMbIT a4MUHNCTPUPOBAHWS; KPU3NC dheaepaTUBHOW CUCTEMBI
Coto3a Cosetckux Coumnanuctundeckux Pecnybnvk; nepvoa ctaHoBneHus
HOBOW CUCTEMbI OpraHn3aummn rocygapcteseHHou srnactn B Poccum B 1990
-1993 rr.;

OCHOBHbIe nonoxeHns KoHctutyumm Poccuiickon ®egepauum 1993 1. un
npouecc popMMpOBaHNS HOBbIX OPraHOB rOCYAAPCTBEHHON BNacTy;
npeacTaBuTENbHbIE OpraHbl BNacti B Havane XXI B., CTPYKTypy
MCMOSTHUTENbHON BNacTu B coBpeMeHHon Poccum n npobnemsl ee

Mo4epHU3auuu;

cneumnduky pecpopMmupoBaHusi cygebHon cuctembl Poccuinckoi

depepauuu;

yMeTb: 68 Or1.15. bBe3onacHocTb OK1-9
OopraH130BbIBaTb U NPOBOAWTL MEPONPUSITUS NO 3awuTe paboTatoLwmx 1 X13HeOeATeNnbHOCTH MK1.1-1.5,
HaceneHusi OT HeraTMBHbIX BO3AENCTBMI Ype3BblHYaNHbIX CUTYaLNI; 21-24,27,
npeanpuHUMaTh NPodunakTMyeckme Mepbl Ansi CHUXEHUS YPOBHS 3.1-36

OMacHOCTEN Pas3fnMYHOro BMAA U UX MOCNEACTBUI B NPOECCHOHANBHOM
AeATenbHOCTU 1 ObITY;

1cnonb3oBaTh CPeACcTBa UHAMBUAYANbHOWM U KONNEKTUBHON 3aLLmThl OT
OPYXXMSA MacCOBOrO MOPaXeHUs;

NPUMEHSITb NEPBUYHbIE CPEACTBA MOXapPOTYLUEHNS;

OPVEHTUPOBATLCS B NEpeYHe BOEHHO-YYETHbIX CrieuuanbHOCTeN 1
CaMOCTOSITeNbHO OnpeaAensTb Cpean HUX POACTBEHHbIE NOMyYeHHON
crneumanbHoCTy;

NpUMEHSITb NPodeCcCHoHanbHble 3HaHWS B XOAE UCNONMHEHUs
06s3aHHOCTEe BOEHHOM CnyX6bl Ha BOVHCKWX JOMKHOCTSAX B
COOTBETCTBUM C NOSY4YEHHOM CMeumanbHOCTbIO;

BnafeTb cnocobamm 6eckoHNMKTHOrO OBLLEHNSA N camoperynsaumm B
NoBCEHEBHOWN AEATENBHOCTN U 9KCTPEMArbHbIX YCIIOBUSAX BOEHHOMN
cnyxo6sbl;

oKasblBaTb NepBYI0 NOMOLLb NOCTPaAaBLLNM;

3HaThb!

NPUHLMNBI 0BecneyveHnst yCTOMYNMBOCTN 0B LEKTOB 9KOHOMUKH,
NPOrHO3MPOBaHWS Pa3BUTWS COOLITUIA U OLLEHKWN NOCNeACTBUIA NpK
TEXHOreHHbIX Ype3BblHaHbIX CUTYaLMAX U CTUXUAHBIX SIBMIEHWSX, B TOM
yncne B yCroBMSAX NMPOTUBOAENCTBUSA TEPPOPU3MY Kak CEPbE3HON yrpo3e
HauvmoHanbHol 6e3onacHocT Poccuu;

OCHOBHbI€ BMAbl NOTEHLManbHbIX ONacHOCTEN U UX NOCNEACTBUSA B
npodeccroHanbHON AeSTENbHOCTU U BbITY, MPUHLMMNBI CHUXKEHWS
BEPOSATHOCTU MX peanusauuu;

OCHOBbI BOEHHOW Cy0bl 1 060POHbI FOCYapCTBa;
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337241 ¥ OCHOBHbIE MEPOMPUSATUSA rPaKaAaHCKON 06OPOHBbI; CNOcobbl
3aUTBI HACeNeHNs OT OPYXUS MAaCCOBOTO MOPaKEHNS;

Mepbl NoxapHol 6e3aonacHoOcTK 1 Npasuna 6e3onacHoro noBeaeHUs Npu
noxapax;

opraHv3aumio 1 NopsiAoK NpU3biBa rpaXaaH Ha BOEHHYIO Cyx0y 1
nocTynneHns Ha Hee B JOOPOBONLHOM MOPSiAKE;

OCHOBHbI€ B/l BOOPYXXEHUS, BOEHHON TEXHWKM U CrieumanbHoro
CHapsKeHWS, COCTOSILLME Ha BOOPY>KEHWUN (OCHALLEHUN) BOMHCKMX
noapasaeneHuii, B KOTOPbIX UMEKTCS BOEHHO-YYETHbIE CeLManbHOCTH,
poacTBeHHble cneunansHocTam CrO;

06nacTb NpUMeHeHns nonyvyaemMbix NPOEeCCHMOHarnbHbIX 3HaHWIM Npu
MCMNOMHEHMN 00A3aHHOCTEN BOEHHON CIy>Obl;

nopsiAoK ¥ NpaBua okasaHus NepBoi NOMOLLM NOCTPaAaBLUMM.

MM.00 MpodeccroHanbHble Moaynm 1298 866

MM.01 OpraHu3auns JOKYMEHTaLUWOHHOTO o6ecneyeHus ynpaBneHus n MIK.01.01. JokyMeHTaunoHHoe OK1-9
YHKLIMOHMPOBAHUS OpraHu3auum obecneyeHvie ynpasneHns MK1.1-111
B pesynbTaTe ndy4yeHus npodeccuoHansHoro moaynsi obyyatowuiics
OOJDKEH: MKZ.01.02. MNMpasosoe
MMEeTb NPaKTUYECKUI OnbIT: perynupoBaHue yrnpasreH4ecKkomn
opraHm3aunm AOKyMeHTaUMOHHOro obecneyeHns ynpasneHus un AesATensHOCTU
PYHKLIMOHMPOBaHUSA OpraHn3aumu;
ymMeThb: MKA.01.03. Opranusauus
NPUMEHSTb HOPMAaTMBHbIE NPABOBbLIE aKTbl B YNPaBEHYECKOW CeKkpeTapckoro obcnyxusaHms
AesATenbHOCTY;

NOAroTaBnvBaTh MPOEKTbI YyNPaBNeHYECKNX PeLLEeHN;

obpabaTbiBaTh NOCTYNaoLye U OTNpaBnsemMble JOKYMEHThI,
CMCTEeMaTM3NpPOBaTh UX, COCTaBMATL HOMEHKNAaTypy Aen n dhopMmnposaTthb
[OKYMEHTbI B iena;

roTOBUTb U NPOBOAWTL COBELLaHNsA, AENOBbIe BCTPEYU, NpueMbl 1
npeseHTauuu;

3HaThb:

HOpMaTUBHbIE NPaBOBbIE aKTbl B 061aCTN opraHn3aumm ynpaBneH4YecKon
AesATenbHOCTY;

OCHOBHbIE MPaBuna XpaHeHns 1 3almTbl cnyxebHon nHpopmaumn.

MM.02 OpraHu3auums apxvMBHOW U CNpaBoOYHO-UHOPMALIMOHHON paboTbl Mo MIK.02.01. OpraHusauusi n OK1-9
[OKyMeHTaM opraHusaumm HOpPMaTWUBHO-MPaBOBbIE OCHOBbI NnK2.1-27
B pesynbTaTte n3yyeHusi npodheccuoHanbHoro Moayns oby4vatoLmmncs apxvBHOro fena
DOJDKEH:

MMETb NPaKTU4ECKUIA OMbIT: MOK.02.02. NocynapctBeHHsble,
opraHm3auum apxXvBHOW 1 CMPaBOYHO-MHPOPMALIMOHHON paboTbl Mo MyHUUMNanbHbIe apXuBbI U
[OKYMEHTaM opraHusauuu; apXxuBbl OpraH13auun
yMeTb:
OPraHN30BbLIBaTH EATENLHOCTL apXMBa C YYETOM cTaTyca U Npoduns MAK.02.03. MeToauka 1 npaktuka
apxvBoBefeHuns
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opraHvsaumu;
paboTaTb B cMCTEMAX 3NIEKTPOHHOTO OKYMEHTO0b0poTa;
MCNonb30BaTh B AEATENBHOCTN apxvMBa COBPEMEHHbIE KOMMbIOTEPHbIE
TEeXHOMNormu;

NPUMEHSTb COBPEMEHHbIE METOANKN KOHCEPBaLMN 1 pecTaspaumnm
apXVBHbIX JOKYMEHTOB;

3HaThb!

CUCTEMY apXuBHbIX yupexaeHuin B Poccuickon ®egepaumm n
opraHmsaumio ApxvueHoro oHaa Poccuinckon ®epepaumu;

cuCTeMy XpaHeHus n 0bpaboTkn AOKYMEHTOB.

MIK.02.04. ObecneyeHne
COXPaHHOCTM [JOKYMEHTOB

MM.03

OcyLlecTBrneHne AoKyMeHTaLUMOHHOro obecneyeHnst ynpaBneHus u
apXMBHOIO Aiena ¢ UCNonbL3oBaHWEM NPOrpaMMHbIX CPEACTB yyeTa,
XpaHeHusi, 06paboTkM 1 noucka JOKYMEHTOB

B pesynbTaTte ndyyeHusi npoeccuoHanbHoro Moayns oby4vatoLmmncs
DOJDKEH:

MMeTb NPaKTUYECKUIN OMbIT:

paboTbl C NporpaMMHbIMK CPeACTBaMM yyeTa, XpaHeHus, 0bpaboTku 1
rovncka AOKYMEHTOB;

opraHv3aLmm crnpaBo4HO-MHPOPMAaLIMOHHON AeSATENbHOCTH C
[OKyMeHTaMu;

yMeTb!

paboTaTb C NpoheccMoHanbHO OPUEHTUPOBAHHBLIM MPOrPaMMHbBIM
obecneyeHnem B 0bnacTv AOKyMEHTaUMOHHOrO obecneveHus
ynpasnexus (ganee - OY) n apxmBHoro aena;

OpraHv3oBbIBaTb BHEAPEHNE aBTOMATU3VPOBaHHOW CUCTEMbI B Cryx6e
[OOY u apxuBe (TexHun4eckoe 3agaHune, noHsTme o CASE-TexHonorusx);
HaxoAnTb HeobxoaMMYyto MHAOPMaLMIO, NONb30BATLCS
MHOPMaLMOHHBIMU pecypcamu ceTh VIHTepHeTa B obnactu
[OKYMEHTOBEEHVS U apXUBHOTO ena;

paboTaTb C 3NEeKTPOHHLIMU AOKYMEHTamu;

1cnonb3oBaTh CeTeBble NPorpaMMHbIe Y TeXHUYeCKue cpeacTsa B
npodeccroHanbHoON AeATENbHOCTY;

3HaThb!

PbIHOK CneLyanM3MpoBaHHOIo NPUKNagHOro NporpamMmmMHoro obecneveHus
B obnactn [JOY n apxvMBHOro gena (aBTomaTtu4eckne CUCTEMbI
ynpaBneHusi AOKyMeHTamMu);

coBpemeHHoe cocTosiHne [JOY rocynapCTBEHHbIX U HErocyAapCTBEHHbIX
yupexXAeHWit, rocyapCTBEHHbIX, MyHULMNANbHBLIX U HErOCyAapCTBEHHbIX
apx1BOB B 06nacTy NpMMeHeHUsi MHEOPMaLMOHHBLIX TEXHOMOTUIA 1
MCnonb30BaHNsA cneuyanuanpoBaHHOro NpPorpaMmHoro obecneyeHus;
KopropaTuBHbIe MH(OPMALMOHHbLIE CUCTEMbI, aBTOMATU3UPOBaHHbIE MO
cucTemMam [OKyMeHTaumu, B TOM Ynche KagpoBon, byxyyeTa;
nepcnekTBHblE HanpaBneHus nHdopmatusauum JOY 1 apxmBHoro aena;
3aKkoHoAaTenbHyto 6a3y, OCHOBHbIE YrpO3bl NH(POPMALIMOHHON
6esonacHocCTy.

MOK.03.01. NHdopmaumnoHHbie
TEXHOMNOrn B OKYMEHTaLVOHHOM
obecneyeHun ynpaBneHus n
apxvBHOM Aene

MK[.03.02. MeTtoguka
paumoHanusauum
[OKYMEHTaUMOHHOro obecneyeHust
ynpaBreHns U apxXMBHOToO Aena

MKA.03.03. Opranusauusi paboTtbl
C 3NEKTPOHHBIMW JOKYMEHTaMU

OK1-9
MK3.1-3.6
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MM.04 BbinonHeHne paboT No O4HOWM UK HECKOMbKUM npodyeccusiMm paboumx,
OOMKHOCTSIM CyXaLLmX
BapuatuBHas yactb y4ebHbix uuknos MNMNCC3 1620 1080
(onpepensieTcs obpasoBaTenbHON OpraHM3aunen CaMoCTOSTENBHO)
Bcero yacoB oby4eHus no y4ebHbim umknam MNNCC3 5292 3528
YI1.00 YuebHasi npakTuka OK1-9
10 Hea. 360 NMK1.1-3.6
Mr.oo Mpoun3BoacTBeHHas npakTuka (no Npodunto cneumanbHOCTK)
MAar.oo lMpoun3BoacTBEHHas npakTuka (npeaanniomHas) 4 Hep.
MA.00 [MpomexyToyHas aTTecTaums 5 Heq.
MA.00 [ocynapcTBeHHas utoroeas atrectaums 6 Hen.
MA.01 MoaroToBka BbIMyCKHOWM KBannduKaLnoHHoW paboTbl 4 Hep.
MMA.02 3awuTa BbINyCKHOWN KBanvduKaumMoHHON paboThbl 2 Heq.
Tabnuua 6

Cpok nony4yenusa CIMO no MNMCC3 yrnybneHHoOM NOAroTOBKM B 04HOM hopme 0bydeHusi coctaBnsaeT 147 Heaenb, B TOM YMChe:

O6yueHune no y4ebHbIM Lpknam 98 Hen.
YyebHas npakTvka
10 Hepq.
[Mpoun3soacTBeHHas npakTuka (Mo npodunto cneumanbHOCTM)
Mpoun3BoACTBEHHAs NpaKTWka (MpeaannnomHas) 4 Hep.
MpomexyToyHas aTTecTaums 5 Hep.
locynapcTBeHHas utorosas atrectaums 6 Heq.
KaHukynsipHoe Bpemsi 24 Hep.
NToro 147 Hep.
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VII. TPEBOBAHWA K YCITOBUAM PEANN3ALINM NPOTPAMMBI NMOATOTOBKA
CMEUMANNCTOB CPEOHEIO 3BEHA

7.1. ObpasoBaTenbHas opraHusauusi caMocTosiTenbHO paspabaTtbiBaeT u ytBepxaaeT MMNCC3 B cooTBeTcTBUM € HacTosiwmm ®roC
CINO u ¢ yyeTom cooTBeTcTBYOLWEN NpumepHon MNMNCC3.

Mepen Hayanom paspaboTku MNMMCC3 obpa3oBaTenbHas opraHusaums AOMKHA ONpeaenuTb ee cneumnduky ¢ y4eTOM HanpaBrneHHOCTH
Ha yaoBneTBopeHne NoTpebHoCcTeN pbiHka TpyAa U paboToaaTenen, KOHKPETU3NPOBATL KOHEYHbIE pe3ynbTaTbl 00y4eHNs B BUAE KOMMETEHLN,
YMEHWI U 3HaHWI, NpMobpeTaemMoro NpPakTUYecKoro onbiTa.

KoHkpeTHble BMAbl AEATENBHOCTUW, K KOTOPbIM FOTOBUTCS OBy4alolwumics, OOMKHbI COOTBETCTBOBaTb NpucBaMBaemoi kBanudukaumm,
onpedensTb cogepxaHue obpasoBaTenbHOW Nporpammbl, paspabaTbiBaemoi  obpas3oBaTenbHOM — OpraHu3auueri COBMECTHO C
3anMHTepecoBaHHbIMK paboTofaTensmu.

Mpwn dopmmposaHum MIMCC3 obpasoBaTenbHas opraHnsaums:

“MMeeT NpaBo MCMonb30BaTb OObEM BPEMEHW, OTBEAEHHbLIN Ha BapuaTuBHYIO YacTb y4ebHbix uuknos MMCC3, ysennumsasa npu atom
o6bem BpeMeHW, OTBEAEHHbIA Ha ANCLMNMNHBI U MOAYNW 06a3aTenbHOM YacTy, Nbo BBOASA HOBblE AUCLMNIIMHBI U MOAYNW B COOTBETCTBUM C
notpebHocTsMU paboTodaTenen u cneumdukon AeaTensHOCTM 0bpa3oBaTenbHON OpraHn3aLumy;

“MeeT NpaBo onpefenaTb A1 0CBOeHUs 0byyaloLwMMUCa B pamkax npodeccmoHansHoro Mogayns npodeccuio paboyero, AOMKHOCTb
cnyxatero (O4HY UIN HECKOMbKO) COrNacHo NpunoxeHuto k Hactoswemy ®roc Cro;

obsi3aHa exerogHo obHoBnaTb MIMCC3 ¢ yyeTom 3anpocoB paboTogaTernenl, 0COOGEHHOCTEN PasBUTUS PErvMoHa, KynbTypbl, HayKw,
3KOHOMVIKM, TEXHWKWN, TEXHOMOINIA 1 coumarnbHoOn cdepbl B pamkax, yCTaHOBNEHHbIX HacTosAwmm rocC Cro;

ob6s3aHa B pabounx y4yebHbIx mporpammax BCEX AVUCLMMIMH U NpodeCcCUOHanbHbIX MOAynen 4etko dopmynuposaTte TpeboBaHus K
pesynbTaTtaMm Ux OCBOEHWS: KOMNETEHLMAM, NpuobpeTaemMoMy NPaKTUHECKOMY OMbITY, 3HAHUSIM U YMEHUAM;

obs3aHa obecneynBaTtb 3PHEKTUBHYIO CAMOCTOATENBHYIO PaboTy 0byyaloWMXCA B COYETaHUM C COBEPLUEHCTBOBAHNEM yNpaBrieHNst eto
CO CTOPOHbI MpenoAasaTtenen u MacTepoB NPON3BOACTBEHHOTO OOyYEHWS;

ob6s3aHa obecneumBaTtb 0byyaOWLMMCS BO3MOXHOCTb y4acTBOBaTb B (hOpMUpPOBaHUM MHAUBMAYANbHOW 06pasoBaTenbHON NporpaMmbl;

obssaHa hopmmpoBaTh COLMOKYNbTYPHYIO Cpeay, Co3haBaThb YCroBus, HeobxoavMble Afs BCECTOPOHHEro pasBuTUsA 1 coumanvaaumm
TNINYHOCTK, COXPaHeHWs 340poBbs O0byyarowmxcs, cnocobCcTBOBaTb PasBUTUMIO BOCMUTATENbHOTO KOMMOHEHTa obpasoBaTenbHOro npouecca,
BKIIOYas pasBUTUE CTYOEHYECKOro camoynpaBnieHusi, ydacTne obydvarolmxcs B paboTe O6LIEeCTBEHHbIX OpraHu3auui, CropTMBHBLIX U
TBOPYECKMX KIy6oB;

AOMKHa npedycMaTpuBaTh B LeNsX peanusauuyM KOMMETEHTHOCTHOro MnoAxofa MWCMnofb3oBaHWe B 0oOpasoBaTenbHOM Mpolecce
aKTUBHBIX W WMHTEPaKTUBHbIX (POPM NpOBEAEHWNS 3aHATUN (KOMMbIOTEPHbIX CUMYMAUUA, AENOBbIX W PONeEBbIX WUrp, pasbopa KOHKPETHbIX
CUTYaLUA, MCUXOMOTMYECKNX M WHbIX TPEHWHrOB, TPYMMOBbIX AWCKYCCUIA) B COMETaHWM C BHeayAUTOpHOW paboTon Ans dopmupoBaHus 1
pa3BnTHA 0BLLMX 1 NpodecCcHoHanbHbIX KOMNETEHLMIN 0ByYaloLLmMXCs.

7.2. MNpu peanusauum MINCC3 obyvatowmecs nMeloT akageMuyeckne npasa n 06a3aHHOCTY B cooTBETCTBUM ¢ PeaepanbHbiM 3aKOHOM
oT 29 pekabps 2012 r. N 273-93 "O6 obpasosaHum B Poccuiickon dPenepaummn” <1>.

<1> CobpaHue 3akoHoaaTenscTBa Poccurickon ®eapepaumm, 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, cT. 2769; N 23, cT. 2933; N 26, cT. 3388; N 30, CcT. 4263.

7.3. MakcumanbHbIn 06beM y4yebHOM Harpy3sku obyuvaroLlerocsi coctaBnsaeT 54 akageMuyeckvMx vaca B Hefernto, BKoyasi Bce Buabl
ayauTOpPHON Y BHEAYAUTOPHOMN Y4eBHOWM Harpysku.

7.4. MakcumarnbHbI 06 beM ayaUTOPHOW y4eBHOW Harpy3ku B 04HOM hopmMe 0by4veHusi cocTaBnsieT 36 akafeMn4eckmx YacoB B HeEAEN!0.

7.5. MakcmanbHbIi 06beM ayanTopHON y4ebHol Harpysku B O4HO-3a04HOM hopme 0byyeHuns coctaBnseT 16 akageMuyecknx Yacos B
Hegenio.

7.6. MakcumarnbHbI 06 beM ayaUTOPHOW y4eBHOW Harpy3sku B rof B 3a04HOM chopme oby4eHust cocTaBnsieT 160 akagemMnyeckmx Yacos.

7.7. Obwas NpoAomKUTENbHOCTb KaHUKYI B y4eOHOM rogy OofmkHa cocTaBnsaTh 8 - 11 Heaenb, B TOM 4ucne He MeHee 2-X Heaenb B
3UMHWUIA Nepuoa.

7.8. BbinonHeHve KypcoBoro npoekta (paboTbl) paccmaTpuBaeTcsi kak Bug yvebHol paboTbl No AvcuMniMHE (AMCUMnvHaM)
npodeccrnoHanbHOro y4ebHoro uukna u (unu) npodeccrmoHansHoMy MoayIto (MoaynsaM) NpodeccnoHanbHOro y4ebHoro Lmkna u peanusyeTcs
B Npeaenax BpeMeHu, OTBeAEHHOro Ha ee (MX) uayyeHue.

7.9. QucumnnuHa "®dusuueckast KynbTypa" npegycMmaTtpuBaeT exeHefdenbHo 2 vaca o6si3aTenbHbIX ayaWTOPHBbIX 3aHATMA U 2 4Yaca
camocTosiTenbHoM paboTbl (3a cHeT pa3nuyHbIX OPM BHEAyAUTOPHBIX 3aHATUI B CMOPTUBHBIX KNybax, CeKkumsx).

7.10. ObpaszoBaTenbHasi opraHusaumMs MMeeT MpaBo ANS MOArpYnn AeBYLUEK MCMOoMb3oBaTb YacTb y4eBGHOro BpeMeHU AUCLMNIUHBI
"BesonacHocTb Xu3HegeAaTenbHocTn" (48 YacoB), OTBEAEHHOrO Ha W3y4YeHWe OCHOB BOEHHOWN CryXObl, HA OCBOEHWE OCHOB MEAMLIMHCKUX
3HaHWN.

7.11. MNony4yeHne CIrO Ha 6a3e ocHoBHOro obLero obpa3oBaHNs OCYLLECTBNSETCA C OAHOBPEMEHHbIM MoNyyYeHnem cpegHero obLiero
obpasoBaHus B npegenax MMNCC3. B atom cnyvae MMNCC3, peanusyemas Ha 6a3e ocHOBHOro obLiero obpasoBaHus, paspabaTbiBaeTcsi Ha
OCHOBe TpeboBaHU COOTBETCTBYIOLUMX defepanbHbiX rocyapCTBeHHbIX 0bpa3oBaTenbHbIX CTaHAapToB cpefHero obuiero obpasoBaHus U
CIMO c yyeTom nonyyaemon cneumansHoctn CMO.

Cpok ocBoeHus MMCC3 B o4Hol hopme 0byyeHus ansi nuu, obyyarowmxcs Ha 6a3e ocHOBHOro obLero o6pa3oBaHusl, yBenMymBaeTcs
Ha 52 Hepenu n3 pacyeTa:

TeopeTuyeckoe oby4veHve (nNpu obsizaTtensHon y4ebHoM Harpyske 36 YacoB B Heaento) 39 Hepn.
npoMeXxyTouHasi aTTecTauus 2 Hen.
KaHWUKyrbl 11 Heqn.

7.12. KoHcynbTauum Ans obyyalolwmxcsi Mo O4YHOM U O4YHO-3a04HOM dopmam obydeHusi npedycMaTpuBalTcsi obGpasoBaTenbHON
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opraHv3aumen us pacyerta 4 4aca Ha ogHOro obyyaroLLerocsi Ha Kaxablil y4ebHbIN rof, B TOM Yucre B Nepuof peanvsaumn obpasoBaTenbHON
nporpaMmbl cpegHero obuiero obpasoBaHust Ans nuu, obyyatowmxcs Ha 6ase ocHoBHOro obliero obpasoBaHus. Popmbl NpoBeAeHUs
KOHCYnbTaumii (rpynnoBble, MHAMBMAYanbHble, MMCbMEHHbIE, YCTHbIE) onpeaensitoTcsi obpasoBaTenbHON opraHn3aLumen.

7.13. B nepuog obyyeHusi ¢ toHoLaMM NPOBOASTCS yyYebHble cbopbl <1>.

<1> MyHkT 1 cTatbn 13 PepepanbHoro 3akoHa ot 28 mapta 1998 r. N 53-®3 "O BounHckon 0653aHHOCTM 1 BOeHHOI cryx6e" (CobpaHue
3akoHogaTenbcTBa Poccuiickon ®egepaummn, 1998, N 13, cT. 1475; N 30, cT. 3613; 2000, N 33, c1. 3348; N 46, cT1. 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, c1. 3030, cT. 3033; 2003, N 1, cT. 1; N 8, c1. 709; N 27,
cT. 2700; N 46, c1. 4437; 2004, N 8, cT. 600; N 17, cT. 1587; N 18, cT. 1687; N 25, c1. 2484; N 27, cT1. 2711; N 35, c1. 3607; N 49, cT. 4848;
2005, N 10, ct. 763; N 14, ct. 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, c1. 5127,
2006, N 1, cT. 10, cT. 22; N 11, cT. 1148; N 19, cT. 2062; N 28, cT. 2974; N 29, cT. 3121, cT. 3122, cT. 3123; N 41, cT. 4206; N 44, c1. 4534; N
50, ct. 5281; 2007, N 2, cT. 362; N 16, cT. 1830; N 31, c1. 4011; N 45, cT. 5418; N 49, c1. 6070, cT. 6074; N 50, cT. 6241; 2008, N 30, cT. 3616;
N 49, ct. 5746; N 52, ct. 6235; 2009, N 7, c1. 769; N 18, cT. 2149; N 23, cT1. 2765; N 26, cT1. 3124; N 48, cT. 5735, c1. 5736; N 51, cT. 6149; N
52, cT. 6404; 2010, N 11, cT. 1167, cT. 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,
cT. 6730; N 49, ct. 7021, cT. 7053, cT. 7054; N 50, c1. 7366; 2012, N 50, cT1. 6954; N 53, ct. 7613; 2013, N 9, cT. 870; N 19, cT1. 2329; cT1. 2331;
N 23, c1. 2869; N 27, cT. 3462, cT. 3477; N 48, cT. 6165).

7.14. MNpakTtuka asnseTca obsasatensHbiM pasgenom MNMNCC3. OHa npeacTaenseT cobow BuA y4ebHON AeAaTenbHOCTW, HanpaBieHHOW
Ha chopmurpoBaHue, 3akpenneHue, pasBuThe NPaKTUYECKMX HaBBLIKOB M KOMMETEHLUMU B NPOLEeCCe BbINOJIHEHWS OonpedeneHHbIX BUAOB paborT,
CBsi3aHHbIX C Oyaywien npodeccmoHanbHoW AesTensHocTelo. Mpu peanusauum MMNCC3 npegycmaTtpuBaloTcs crnegylolime BUAbl NPaKTUK:
yyebHas 1 Npon3BoACTBEHHAS.

MpounsBoACTBEHHas NpakTUka COCTOUT 13 ABYX 3TAMOB: MPAKTUKM MO NPOohunto cneumanbHOCTU U NPeaaUnIIOMHON NPaKTUKK.

YuebHasi npakTuka 1 Npon3BOACTBEHHAs MpakTuka (Mo Npodunio cneumanbHOCTU) NPOBOAATCH 0Opa3oBaTenbHOW opraHu3aumen npu
ocBoeHun oby4valwmmMncs nNpodecCMoHanbHbIX KOMMETEHLUMA B pamKax MpodeccuoHanbHbiX MOAyMnen M MOryT peanun3oBbiBaTbCA Kak
KOHLIEHTPMPOBAHHO B HECKOMNbKO NEepUoaoB, Tak U PacCPefOTOHEHO, YEPEAYSCh C TEOPETUYECKMMM 3aHATUSIMU B paMKax npodeCcCcrMoHanbHbIX
Mogynen.

Llenn n 3agaun, nporpamMmmel 1 OpMbl OTHETHOCTU ONpeaensanTcs 0bpa3oBaTenbHON OpraHn3aumner No Kaxxgomy BUay NpakTuKu.

MpounsBoacTBEHHasn NpakTuka [OIhKkHa NPOBOAUTLCS B OpraHu3auusix, HanpaeneHue AesTeNbHOCTU KOTOPbIX COOTBETCTBYET NPodunio
NoAroTOBKMN 0BOY4atoLLNXCS.

ATTecTaums no utoram NPOV3BOACTBEHHOW MPaKTVKWM MPOBOAWTCA C Y4eTOM (MNM Ha OCHOBaHUM) pPe3ynbTaToB, MOATBEPXOEHHbBIX
[OKYMEHTaMMN COOTBETCTBYHOLLMX OpraHv3aLmii.

7.15. Peanusauma [MMNCC3 no cneunansHOCTM [omkHa obecneymBaTbCsl MefarordyeckuMn  Kagpamuv, VMeWwyMy  Bbicluee
obpa3oBaHue, COOTBETCTBYIOLLEEe NPOhUnto NpenogaBaemMon AMcUMninHbl (Moayns). OnbIT 4eATeNbHOCTY B OPraHn3aLnsax COOTBETCTBYIOLLEN
npodeccroHanbHon cdepbl SBRseTcs obAsaTenbHbIM AN nNpenojaBaTenen, 0TBeYaloLWmMX 3a 0CBOeHe obyyarolummcs NnpodecCcMoHansLHoro
y4yebHoro uvkna. lNMpenogasaTtenu nonyyatoT AOMNOMHUTENbHOE NpodeccuoHansHoe obpasoBaHne Mo NporpaMMam MoBbILLEHWS KBanudukaumm,
B TOM 4ucre B (hopMe CTaXMPOBKM B NPOdUnbHbIX OpraHn3aumsax He pexe 1 pasa B 3 roga.

7.16. MNMMNCC3 pomkHa obecneumBaTbCa Y4€OHO-METOANYECKON AOKYMEHTAUMEN NO BCEM ANCLMNIMHAM, MEXAMCLMNIMHAPHBIM Kypcam
1 npodpeccuoHanbHbiM Mogynsim MNIMCC3.

BHeayauTopHas paboTa p[omkHa conpoBoXAaTbCs  MeToaudeckm obecneveHnem U oBOCHOBaHMEM pacyeTa BpeMeHM,
3aTpaynBaEMOro Ha ee BbINOSHEHNE.

Peanusauusi MMNCC3 pomkHa obecneumBaTbcsl AOCTYMOM Kaxgoro obydarollerocs k 6asam faHHbIX M BMBNMOTEYHbIM oHAaM,
hopMUpyeMbIM MO NONHOMY nepeyHto aucumninuH (mogyneit) MNMMCCS3. Bo Bpemsa caMoCcToATENbHOM NOATrOTOBKM oby4atoLmecst 4OMKHbI ObITh
obecneyeHbl 4OCTYNOM k ceTn VIHTepHeT.

Kaxabii obyvatowminca gomkeH 6biTb obecrnedeH He MeHee 4eM OOHWM Yy4ebHbIM MeyaTHbIM W (MnKN) ANEeKTPOHHBLIM M3JaHMeM Mo
Kaxgon AucumMnnuHe npodeccuoHanbHoro y4ebHoro uukna u ogHUM y4ebHO-MeToaMYEeCcKUM nevaTHbIM U (MNK) 3NEKTPOHHBIM U3JaHUeM Mo
Ka>KAOMY MEXANCLMMITMHAPHOMY Kypcy (BKIO4as 3reKTPOHHbIe 6asbl NeproanvecKknx n3gaHun).

BnbnunoTeuHbIi doHA AomkeH ObiTb YKOMMNMEKTOBAH NevaTHbIMU U (MNW) SNEKTPOHHLIMW U3AaHUAMWU OCHOBHOW W [OMOMHUTENBLHON
y4ebHOIn nuTepaTypbl MO AUCLMNIIMHAM BCEX Y4ebHbIX LIMKNOB, U3AaHHON 3a nocnegHue 5 ner.

BnbnunoteyHbin oHA, NOMMMO Yy4eGHOW nuTepaTypbl, AOJKEH BKMOYaTb oOduuManbHble, CnNpaBoYHO-OMbnnorpadguyeckue u
nepvoanyeckme nsaaHus B pacyete 1 - 2 aksemnnsipa Ha kaxabix 100 oby4yatoLmxcs.

Kaxxgomy obyuvatoLemycs gomkeH ObiTb obecneyveH AOCTyn K komnnekram 6ubnuoteyHoro oHAaa, COCTOSILLMM He MeHee 4eM u3 5
HaMMEHOBaHWI POCCUNCKMX XKypPHaroB.

Ob6pasoBaTenbHas oOpraHv3auusi OOSfhkHa NpPefocTaBUTb OOyYaroLMMCS BO3MOXHOCTb onepaTtuBHOro obmeHa wuHdopmauven c
poccuinckuMn obpasoBaTenbHbIMU OpraHU3auMsMn 1M JOCTYNM K COBPEMEHHbIM MpodeccuoHanbHbiM 6asaM AaHHbIX U MHAOPMaLMOHHBIM
pecypcam cetn NHTepHeT.

7.17. Npuem Ha oby4yeHune no MNMNCC3 3a cyeT GooKETHLIX acCMrHOBaHWIA dedepanbHoro brogxkeTa, blogxeToB cybbekToB Poccuiickoi
Penepaummn 1 MecTHbIX GloaKeToB sABNsieTcs 06LLeOCTYMNHBIM, eCnv MHOE He NPeAyCMOTPeHO YacTbio 4 ctatby 68 PeaepanbHOro 3akoHa oT
29 pekabpsa 2012 r. N 273-®3 "O6 obpasoBaHun B Poccuickonn ®epepaumn” <1>. ®uHaHcupoBaHune peanmsaumm MMNCC3 formkHo
OCYLLECTBNATLCA B 0ObEME He HUXE YCTAHOBMEHHbIX rOCYAapCTBEHHbIX HOPMAaTUBHbLIX 3aTpaT Ha Oka3aHue rocyAapCTBEHHOW ycnyrn B cpepe
obpa3oBaHusi AN AAHHOTO YPOBHS.

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

7.18. OGbpasoBaTtenbHas opraHu3auusi, peanusytowas [MCC3, pomkHa pacnonaraTe MaTepuanbHO-TEXHUYeckon 6ason,
obecrneuvBaloLelt nNpoBefeHne BCex BWAOB nabopaTopHbiX paboT M MpaKTUYeCKUX 3aHATUWA, OVUCLMMIMHAPHOW, MEXAWUCLMNIUMHAPHOW 1
MOZyNbHOW NOArOTOBKU, y4eBHOWM NpakTWKK, NpegyCMOTPEHHbIX y4ebHbIM nrnaHom obpa3oBaTenbHon opraHusaumn. MartepuansHo-TexHu4eckas
6asa gomKHa COOTBETCTBOBaTb AENCTBYIOLLMM CaHUTAPHLIM 1 NPOTMBOMOXapHLIM HOPMaM.
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[JokymeHT npepoctasneH KoHcynbTaHTI0C
[aTta coxpaHeHus: 06.10.2014

MepeyeHb KabuHeTOB, NabopaTopuii, MacTepPCcKMx
W OpYrvX NOMeLLEeHUI

KabuHeThbi:

COLIManbHO-9KOHOMUYECKNX ANCLNINH;

VMHOCTPAaHHOrO A3bIKa;

MaTemMaTuku n MHPOPMaTUK;

3KONOrMYECKNX OCHOB NPUPOAOMNOSL30BAHNS;

3KOHOMVKM OpraHu3auuv 1 ynpasneHusi NepcoHanoMm;

MEHEeKMEHTa;

npaBoBoro obecneyeHns NpodeccroHanbLHON AeATeNbLHOCTY;

rocyapCTBEHHOW ¥ MyHULMNANbHOW CIyXObl;

[OKYMEHTaLMOHHOro obecneyeHnst ynpaBneHus;

apxuBoBeaeHus;

npogeCccroHanbHOM 3TUKU U NCUXONOTMM AENOBOro OBLLEHNS;

6e30MacHOCTUN XU3HEAEeATENbHOCTH;

MeTOoaNYECKUN.

JTabopaTopum:

MHAOPMAaTVKM 1 KOMMbIOTEPHON 06paboTkN AOKYMEHTOB;

TEXHUYECKNX CPEACTB yrnpaBneHus;

CMCTEM 3NEKTPOHHOIO JOKYMEeHTOo06opoTa;

AOKYMEHTOBEAEHWS;

yyebHas kaHuensipus (cnyxba JoKyMeHTaLUMOHHOro obecneyeHmnst yrnpaBneHus).

CnOPTMBHBIN KOMMIEKC:

CMOPTVBHbIN 3arT;

OTKPbITbI CTaAMOH LUMPOKOro NPodunst C aneMeHTaMu nonockl NPensTCTBUN;

CTPernkoBbIv TMP (B No6on moaudmKaumnm, BKIKOYas ANEKTPOHHDBIV) UM MECTO Ans CTpenbobl.

3ansbi:

6unbnuoTeka, YaTanbHbIN 3an ¢ BbIXOAOM B ceTb VIHTEepHeT;

aKToBbIN 3arn.

Peanusauus MMCC3 gomkHa obecneynsaTth:

BbINONHEHNe 0byyaloLwmmmcs nabopaTopHbIX U NPaKTUYECKNX 3aHATUIA, BKIOYas kak 06a3aTenbHbI KOMMNOHEHT NpakTuieckue 3agaHus
C MCNONb30BaHNEM NEePCOHAnNbHbIX KOMMBIOTEPOB;

OCBO€EHMe o0yvarLMMMCa NPOgeCcCHMOoHarnbHbIX MOAyNe B YCINOBUSIX CO34aHHOW COOTBETCTBYHOLLENW OOpasoBaTenbHOM cpefbl B
obpasoBaTenbHON OpraHU3aLmmn Unu B opraHn3aumsx B 3aBUCMMOCTH OT crneundunkn Buaa AesiTeNbHOCTY.

Mpn ncnonb3oBaHUM 3MEKTPOHHBLIX M3JaHUiA obpasoBaTenbHas opraHu3auus AoMmKHa obecneunTb Kaxaoro obyvarouierocsi paboymm
MECTOM B KOMMbIOTEPHOM Krlacce B COOTBETCTBUM C OOBbEMOM U3y4aeMbIX AUCLIMMITUH.

Ob6pasoBaTenbHas opraHv3aums JomkHa bbiTe obecneveHa He06X0AMMbIM KOMMIIEKTOM MULIEH3VOHHOIO NPOorpaMMHoro obecneveHus.

7.19. Peanuszauus MMNCC3 ocywecTtnsieTcst 06pa3oBaTenbHOM opraHM3aLumnei Ha rocyaapCcTBEHHOM s3bike Poccuiickon ®egepauuu.

Peanusauus MNMCC3 obpasoBaTenbHOW opraHu3auunen, pacnonoXeHHon Ha TeppuTopumn pecnybnvkn Poccuickon ®epepauum, MoxeT
OCYLLECTBNATLCA Ha rocyAapCTBEHHOM A3blke pecnybnuku Poccuiickon ®epepaumy B COOTBETCTBUM C 3aKOHOA4ATENbCTBOM pecnybnuk
Poccuiickon depepauumn. Peanusaums MIMNCC3 obpa3oBaTenbHOM OpraHu3aumen Ha rocyfapcTBEHHOM si3blke pecnybnukm Poccuiickon
degepaunm He AOMKHA OCYLLIECTBATLCA B YLLepb rocygapctBeHHOMY a3biky Poccuickon ®epepaumn.

VIIl. OLEHKA KAHYECTBA OCBOEHWA NPOrPAMMBI MOATOTOBKA
CMEUMANNCTOB CPEOHEIO 3BEHA

8.1. OueHka kayecTBa ocBoeHus MMNCC3 gomkHa BKMoYaTb TEKYLUMA KOHTPOMb YCNEBAEMOCTH, NMPOMEXYTOYHYH U rOCYAapCTBEHHYIO
MTOrOBYH aTtTecTauummn oby4datoLmxcs.

8.2. KoHkpeTHble hopMbl 1 npoLieaypbl TEKYLLEro KOHTPOMS YCNeBaeMOoCTH, NPOMEXYTOYHOW aTTecTaumu No Kaxaow AUCUMNIVHE U
npodeccroHanbHOMy MoAyno paspabaTtbiBaloTcs obpasoBaTenbHOW OpraHu3auuein CamMOCTOSITENbHO WM [OBOAATCA [0 CBedeHus
oby4yaloLmMxcsa B TeYeHMe NepBbiX ABYX MECSLEB OT Hayana obyyeHus.

8.3. Ins aTTectaumm obyyaroLmMXcsl Ha COOTBETCTBUE WX MEPCOHAanbHbIX AOCTWKEHUMA MO3TanHbiM TpeGoBaHUsIM COOTBETCTBYHOLLE
MMCCS3 (Tekywunin KOHTPOIb YCNEBAEMOCTU U NMPOMEXYTOYHas aTTecTaumsl) co3garTcs POHAbI OLEHOYHbIX CPEACTB, NMO3BOMSIOLME OLEHUTD
YMEHUS, 3HAHUSA, NPAKTUYECKNIA OMbIT U OCBOEHHbLIE KOMMETEHLMN.

doHAbl OLEHOYHBLIX CPeacTB ANs MPOMEXYTOYHOW aTtTecTauuyM Mo AUCLUMMNUHAM U MEXAOUCLMMNUHAPHBIM Kypcam B COCTaBe
npodeccroHanbHbIX Moaynen paspabaTbiBatoTcsl 1 yTBEpKAalTCst 06pasoBaTenbHON opraHvM3alunei caMoCTOSTENBHO, a AN NPOMEXYTOYHOM
aTTectaumm no npodeccuoHanbHbIM MOAYNsSM W Ans rOCyAapCTBEHHOW WTOroBOW aTTecTaumMu - paspabaTtbiBaloTcs U yTBepXaakTcs
obpazoBaTenbHOM opraHv3auueit nocne npegBapuTENbHOTO NMOMOXUTENBHOMO 3akntoYveHus pabotogaTenen.

[ns npomexyToyHoW aTTecTauum obydaloLmxcs No AUCUMNIMHaM (MeXaNCLMNIMHaAPHBIM KypcaMm) KpoMe npenofaBaTteneil KOHKPETHOM
OVCLUMNNUHBL (MeXOMCUMNIMHAPHOrO Kypca) B KayecTBe BHELUHWX 3KCMEPTOB AOSMKHbI aKTMBHO MPUBIEKATbCS MpernofaBaTeny CMEXHbIX
aveuunnuH  (KypcoB). [ns mMakcMmanbHOro NpUONKEHUs MporpamMm MPOMEXYTOYHOW aTTecTauun obydaromxcs no npodeccuoHanbHbIM
MOZynAM K ycrnoBusiM ux Byayuien npodeccroHanbHon AesTeNnbHOCTM 0Opa3oBaTenbHOM OpraHu3aumei B Ka4ecTBE BHELUTATHBLIX 3KCMEPTOB
OOMKHbI aKTUBHO NpuBrekaTbes pabotogarenu.

8.4. OueHka kavecTBa NnoaroToBkY 06yYatoLLMXCS U BbIMYCKHUKOB OCYLLIECTBISIETCS B ABYX OCHOBHbIX HaMpPaBreHusIX:

OLIEHKa YPOBHSI OCBOEHUSI OUCLIMMIINH;

OLleHKa KOMMNeTeHUMIN 0by4aloLLmXCs.

[ns oHowe npegycMaTpuBaeTcsi OLeHKa pe3yribTaToB OCBOEHWSI OCHOB BOEHHON CIYXObl.

8.5. K rocynapcTBeHHOI UTOrOBOWM aTTecTaumnm JonyckaeTcsi 0by4atoLLMiicsl, He UMEeLLMIA akafleMUYEeCKON 3a40MKEHHOCTU U B NOMHOM
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CTaHAapTa cpeaHero nNpoceccMoHanbHOro 06pa3oBaHNs Mo CreunanbHOCTH AOKyMEHT NpefoCTaBen KOHCy”_bBZHlTOn;O?Z
46.02.01 JokyMeHTaUMOHHOe obecrneyeHne ynpaBneHus U apxmeoBeaeHmne” Hata coxpaxenma: 06.10.
(3aperucTpupoBaHo B MuHiocTe Poccum 20.08.2014 N 33682)

obbeme BbINMOMHMBLUMIA YYeOHbIA MnaH unuM uHAVMBMAYanbHbIA y4ebHbI NMaH, eCrnu WHOe He YCTaHOBMEHO MOPSAKOM MPOBEAEHUS
rocyfapCTBEHHOW UTOrOBOM aTTecTauum No COOTBETCTBYIOLMM 0BpasoBaTenbHbIM Nporpammam <1>.

<1> YacTb 6 cratbm 59 depepanbHoro 3akoHa ot 29 agekabpsi 2012 r. N 273-903 "O6 obpasoBaHuu B Poccuiickoin denepaummn”
(Cobpanuve 3akoHopaTtenbcTBa Poccuiickon Pegepaumnm, 2012, N 53, c1. 7598; 2013, N 19, ct. 2326; N 23, c1. 2878; N 27, cT. 3462; N 30, cT.
4036; N 48, ct. 6165; 2014, N 6, cT. 562, cT. 566; N 19, cT. 2289; N 22, c1. 2769; N 23, c1. 2933; N 26, cT. 3388; N 30, cT. 4263).

8.6. [ocypapcTBeHHas mToroBasi aTtTecTauMsi BKMOYaeT NOArOTOBKY W 3aLLUMTY BbIMYCKHON KBanMMUKaLMOHHONW paboTbl (gunnomHas
paboTa, AunnomHbIn npoekTt). ObsizaTensHoe TpeboBaHWe - COOTBETCTBUE TEMAaTWKW BbIMYCKHOW KBanuduKauMOHHOW paboTbl cogepxaHuio

O[HOrO UMM HECKOIbKUX NMPOheCcCcrMoHanbHbIX Moaynen.
locynapcTBEHHbIN 9k3aMeH BBOAMTCS MO YCMOTpeHUo o6pasoBaTenbHON opraHn3aLmm.

MpunoxeHune

Kk ®rOC CIMO no cneumansHocTh 46.02.01
[okymeHTaumnoHHoe obecneyeHne
ynpaBneHus U apxvBoBedeHne

MEPEYEHb
MPOGECCUY PABOUNX, OOMKHOCTEW CNYXKALLMX, PEKOMEHAYEMbIX
K OCBOEHWMIO B PAMKAX MPOIrPAMMbI NMOArOTOBKK CMNEUNAITINCTOB
CPEOHEIO 3BEHA

Kog no Ob6uepoccuinckomy knaccudmkatopy npodeccui HaunmeHoBaHue npodeccuii paboumx, AOMKHOCTEN Cry>KaLmxX
pabounx, AOIMKHOCTEN crnyxalumx 1 TapudHbix paspsgos (OK
016-94)
1 2
26353 CekpeTapb-MalLMHNCTKA
20190 ApxuBapuyc
21299 [enonpoussoguTtens
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