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

MWHUCTEPCTBO OGPA30BAHUSA U HAYKA POCCUNCKOW ®EQEPALIUU

NMPUKA3
ot 11 aBrycta 2014 r. N 975

OB YTBEP>XAEHUU
®EAOEPAIIBHOIO rOCYAAPCTBEHHOIO OBEPA30OBATEJIbHOINO CTAHOAPTA
CPEOHEIO NPO®ECCUOHAIIbHOIO OEPA30BAHUA MO CNELUAIIbBHOCTU
46.02.01 nokyMeHTaLMOHHOe obecneyeHne ynpaBrneHus
1 apxuBoBefAeHue

B cootBeTcTBUM C nognyHkToM 5.2.41 TMonoxeHuss o MuHucTepctBe o6GpasoBaHMs M Haykm Poccuickom
degepaumm, yTBEpXKAEHHOrO noctaHosneHnem MNpaesutensctea Poccuiickon ®eagepaumm ot 3 uioHa 2013 r. N 466
(Cobpanue 3akoHogatenbcTBa Poccunckon ®epepaumm, 2013, N 23, cr. 2923; N 33, c1. 4386; N 37, cT. 4702;
2014, N 2, c1. 126; N 6, cT. 582; N 27, cT1. 3776), nyHktom 17 Npasun pa3paboTku, yTBEpXaeHNs denepanbHbix
rocygapcTBeHHbIX 0bpa3oBaTeribHbIX CTAHAAPTOB M BHECEHUSA B HUX U3MEHEHWI, YTBEPXKAEHHBIX NOCTAHOBNEHNEM
MpaButensctea Poccuiickon ®epepauun ot 5 asrycta 2013 r. N 661 (CobpaHue 3akoHogaTenscTBa Poccuiickon
depepaumu, 2013, N 33, cT. 4377), npukasbiBato:

1. YTBepauTb npunaraembln degepanbHbIl roOCyAapCTBEHHbIN OBpasoBaTenbHbI CTaH4apT cpegHero
npodeccnoHansHoro obpasoBaHus no cneumansHocTn 46.02.01 JokymeHTaunoHHoe obecneveHne ynpasneHns u
apxvBOBeEHNE.

2. MNpusHaTtb yTpaTuBWIKM cuny npukas MuHnctepcrtea obpasoBaHus U Hayku Poccuickon ®egepauum ot 25
aHBapss 2010 r. N 75 "O6 yTBepxaeHun W BBeOdeHUM B [OelcTBME dedeparnbHoOro rocyaapCTBEHHOMO
obpasoBaTesflbHOro CTaHgapTa cpegHero npodeccuoHanbHoro obpasoBaHus no cneunanbHoctn 034702
HokyMeHTauMoHHoe obecrneveHne ynpaBrieHns U apxuBoBedeHue" (3apermctpupoBaH MWHMCTEPCTBOM HOCTULMK
Poccuiickon ®epepauun 27 despanst 2010 r., peructpaumoHHbin N 16526).

3. Hactosawun npukas Bctynaet B cuny ¢ 1 ceHTabps 2014 roga.

MwuHncTp
O.B.JINBAHOB

MpunoxeHune

YTBEpPXKAOEH

npukasom MuHncTepcTea obpasoBaHus
n Haykn Poccunckon ®enepauum

ot 11 aBrycta 2014 r. N 975

®ELEPANbHbIA FTOCYOAPCTBEHHbLIA OBPA3OBATENbHbLIA CTAHOAPT
CPEOHEIO NPO®ECCUOHANBHOIO OGPA30BAHUA NO CNELUWAIIBHOCTU
46.02.01 JOKYMEHTALUUOHHOE OBECMNEYEHUE YMPABJIEHUA
N APXMBOBEJEHUE

I. OBJTACTb NMPUMEHEHWNA

1.1. Hactoawun  degepanbHbIi  rOCy4apCTBEHHbI  ODBpasoBaTenbHbI  CTaHAapT — cpegHero
npodgeccunoHanbHoOro obpasoBaHusa npeacTaBnseT cobor COBOKYMHOCTb 06s3aTenbHbIX TpeboBaHWA K cpegHeMy
npodeccuoHanbHomMy obpasoBaHuio no cneumanbHocTn 46.02.01 [JokyMeHTauMoHHOe obecneyeHre ynpaBrneHus
N apxvBoBefeHWe AN npodeccroHanbHoN obpasoBaTenbHOM opraHusaumMm u obpasoBaTernibHON OpraHu3aumm
BbiCLLEro obpa3oBaHuUs, KOTOpblE MMEKT MPaBO Ha peanu3auuio MMEKLMX rOCYSAPCTBEHHYI akkpeguTauuio
nporpaMm NoAroTOBKU CMeLManncToB CpefHero 3BeHa Nno JaHHOW crneumanbHOCTU, Ha TeppuTtopun Poccuinckon
denepauunu (oanee - obpasoBaTernbHas opraHnsauus).

1.2. MNpaBo Ha peanu3auuio nporpaMMbl NOArOTOBKW CMELNanMCcTOB CPedHero 3BeHa No cneumaribHOCTU
46.02.01 [JokymeHTauMoHHOe obecneyeHne ynpaBneHms n apxuBoBeeHne nmeeT obpasoBaTenbHasi opraHn3aums
NpW HaNM4YUM COOTBETCTBYIOLLEN NULIEH3NN Ha OCYyLLeCTBNeHe obpasoBaTenbHON AeATENbHOCTY.

Bo3amoxHa ceTeBas opma peanusaumu nporpaMmMmbl MOArOTOBKM CMEUManunCcTOB CpedHero 3BeHa C
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NCNONb30BaHNEM PECYPCOB HECKOSbKMX 0Opa3oBaTeribHbIX OpraHu3auunin. B peanunsaumm nporpamMmmbl NOArOTOBKM
CMeuManucToB CpedHero 3BeHa C WUCMONb3OBaHMEM CeTeBOM (opMbl  Hapsgy C  obpasoBaTenbHbIMU
OopraHusaumMsiMm TakKke MOryT y4yacTBOBaTb MeOVUMHCKME OpraHusaumm, opraHmsaumm KyrnbTypbl, OU3KYNbTYPHO-
CMOPTUBHbIE U WHblE OpraHu3auuun, obnagawouwme pecypcamu, HeobBXOAMMbIMWU OIS OCYLLECTBNEHMs 00yyeHus,
nposefeHus y4yebHOM U NPOU3BOACTBEHHOW MPAKTMKU U OCYLLECTBMEHUS MHbIX BUOOB y4ebHOW OeaATenbHOCTH,
nNpeayCMOTPEHHbIX MPOrpaMmMoin NOArOTOBKM CMeLmManMcToB CpeaHero 3BeHa.

Mpn peanunsauumn nporpammMbl NOArOTOBKM CNELNANMCTOB CpedHero 3seHa obpasoBaTernibHas opraHuM3auns
BrpaBe NPUMEHSTb ANEKTPOHHOE ODy4eHne n AUCTaHUMOHHbIE obpa3oBaTenbHble TexHonoruu. Npu obyyeHnn nu
C OrpaHU4YEHHbIMU BO3MOXHOCTAMW 300pPOBbsl 3ANEKTPOHHOE obydeHne M AMCTaHUMOHHble ObpasoBaTerbHble
TEXHOMOIrMM OOSMKHbI NMpeaycMaTpuBaTb BO3MOXHOCTb Npuema-nepedayn uMHdopMaumm B OOCTYMHbIX OS1S HUX
copmax.

[l. NCMNOJIb3YEMbIE COKPALLEHWNA

B HacToswem cTaHaapTe NCMOMNb3YyTCA CrieayroLimMe CoKpaLleHus:

CrI1O - cpegHee npocdheccuoHansHoe obpasoBaHue;

OroC CI1O - enepanbHbIN roCyaapCTBEHHbIV 0Opa3oBaTerbHbIv CTaHA4apT cpeaHero npodeccMoHarnbHOro
obpasoBaHus;

MMNCCS - nporpamma NogroToBKu CNeLnannucToB CpeaHero 3BeHa;

OK - obLasa komneTeHUus;

MK - npocheccuoHanbHas KOMNETEHLMS;

MM - npodeccrnoHanbHbIN MOAYIb;

MUK - mexgucunnnmHapHblii Kypc.

Ill. XAPAKTEPNCTUKA NOArOTOBKWM MO CNELUNAIIBHOCTU

3.1. Mony4yenue CIMO no MIMCC3 gonyckaeTcs ToNbko B 06pas3oBaTeNbHON OpraHn3aumm.

3.2. Cpoku nonyyeHus CIO no cneumanbHocTh 46.02.01 [JokymeHTaumMoHHoe obecneyeHne ynpaBneHus u
apxmBoBefeHne 6a30BOWN NOArOTOBKN B OYHOM (hopme 0By4YeHus n npucBanBaemble KBanMdukauum NnpMBoOasTCS B
Tabnuue 1.

Tabnwuua 1
YpoBeHb o6pa3oBaHus, HavnmeHoBaHue ksanudunkaumm Cpok nony4yenus CIMO no MNMMNCC3

Heobxo4MMbIN ANst NpUuema Ha 6a30B0OM NOATOTOBKM 6a30B0OM NOArOTOBKN B OYHOW

06y4eHune no MMNCC3 dopme 06yyeHmsa <1>
cpeaHee obwee obpasoBaHue Cneumanuct no 1 rog 10 mecsiueB

AOKYMEHTaLMOHHOMY
OCHOBHOe 006LLiee o6pasoBaHue obecneyeHnto ynpasneHus, 2 roga 10 mecsues <2>
apxXuBuKCT

<1> He3aBMCMMO OT NpUMeHsieMbIX 0Opa3oBaTeflbHbIX TEXHOMOMMIA.

<2> O6pasoBaTerbHble OpraHvM3auuy, OCYLLECTBNSAOLIME MOArOTOBKY CMeuuanucToB CpegHero 3BeHa Ha
6a3e ocHOBHOro obLero obpasoBaHus, peanuayloT dbefeparnbHbili rocygapCTBEHHbIN 0bpa3oBaTenbHbI cTaHaapT
cpenHero obuero obpasoBaHusa B npegenax MNMCC3, B TOM yncne ¢ y4eTom nonyyvaemon cneumnansHoctn CI10.

KoHcynbTaHTlnt0C: npumeyaHue.
Hymepauusi nyHKTOB AaHa B COOTBETCTBMM C OhmumanbHbIM TEKCTOM JAOKYMEHTA.

3.2. Cpoku nonyyenusi CIMO no MICC3 yrnybneHHoM NOArOTOBKU NPEBbLILIAKT Ha OAMH rof CPOK NOMy4YeHus
CIO no MNrCCS3 6a3o0Boi NOArOTOBKMN.

Cpokn nonydyeHuss CIMO no cneumanbHocTn 46.02.01 [JokymeHTauuoHHoe obecneveHue ynpaBreHus u
apxvBoBedeHWe YrryoneHHoW noAroToBKM B O4YHOM dopmMe oOydeHuss U npucBanBaeMble KBanvdukaumm
npueogaTca B Tabnumue 2.

Tabnuua 2
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YpoBeHb 06pa3oBaHug, HaumeHoBaHwue kBanudmkaumm | Cpok nonyveHus CIr1O no MNMCC3
HeobxoaMMbIn ANg npuema Ha yrnybneHHowm nogroToBKM yrny6neHHon noaroToBKM B OYHOM
obyueHune no MNMCC3 dopme obyyeHns <1>
cpegHee obLiee o6pasoBaHue Cneuunanuct no 2 ropa 10 mecsues
AOKYMEHTaLMOHHOMY
OCHOBHOe 06LLiee obpasoBaHme obecrneyeHnto ynpaeneHus, 3 roga 10 mecsaues <2>
apxuBuCT

<1> Hes3aBMCUMO OT NpUMeEHsiEMbIX 0b6pa3oBaTeSbHbIX TEXHOMOIMIA.

<2> O6pa3soBaTefibHble OpraHv3aluu, OCYLLECTBRSOWME MOArOTOBKY CNELMANUCTOB CpeaHero 3BeHa Ha
6a3e ocHOBHOro obLlero obpasoBaHusi, peanuayoT deaepanbHblii rocyaapcTBEHHbI 0bpa3oBaTenbHbIN cTaHaapT
cpeaHero obulero obpasoBaHus B npeaenax MNMCC3, B ToM uncne ¢ y4etoM nonyyvaemon cneymansHoctu Cl0O.

Cpokun nonyyenunsa CMO no MMNCC3 6a3oBon n yrnybrneHHOM MOArOTOBKUM HE3aBUCUMO OT MPUMEHSEMbIX
ob6pasoBaTenbHbIX TEXHOMOMMI YBENNYNBAKOTCS:

a) Anst 06y4aloLmXCa N0 OYHO-3a04HOM U 3a04HON bopmam oby4veHus:

Ha 6a3e cpegHero obuwero obpasoBaHus - He Gonee 4Yem Ha 1 rog;

Ha 6a3e ocHoBHOro obLero obpasoBaHus - He 6onee 4Yem Ha 1,5 roaa;

©) 4nst MHBaANMAOB M NUL, C OrPaHNYEHHBIMU BO3MOXHOCTSIMM 340p0Bbs - He bonee Yyem Ha 10 mecsues.

IV. XAPAKTEPUCTWKA MPOPECCUOHATTbHON
JEATENbHOCTW BbIlNMYCKHUKOB

4.1. ObnacTb npodeccmoHanbHONW AeATeNbHOCTU BbIMYCKHMKOB: AEATENbHOCTb B cekpeTapuatax, cnyxbax
OOKYMEHTaLMOHHOro obecneyeHuns, kagpoBbix cryxbax u apxmBax rocygapCTBEHHbIX OpPraHoB U y4pexgeHun, B
opraHax MeCTHOro CcamoynpaBfeHus, HerocyaapCTBEHHbIX OpraHu3aumax Bcex OpM COBCTBEHHOCTH,
06LLEeCTBEHHbIX OpraHn3aumsax (y4pexaeHusx).

4.2. ObbekTaMmm NpodeCccUoHanbHOM OeATENbHOCTU BbIMYCKHUKOB SBMSAOTCS:

AOKYMEHTbI, CO34aHHble MobbIM CNocoBOM OOKYMEHTUPOBAHWUS;

CUCTEMbI AOKYMEHTaUMOHHOro obecnevyeHus ynpaBneHus;

CUCTEMbI 3NEKTPOHHOrO AOKYMEHTO00b0pOoTa;

apXUBHbIE [JOKYMEHTbI;

nepBuYHbIE TPYOOBbLIE KOMNMEKTUBDI.

4.3. Cneuynannct no LOKYMEHTaAUMOHHOMY ObecneyeHuto ynpaBneHusi, apxvmBuct (6a3oBOW MOArOTOBKM)
roTOBUTCA K CneayloWwnm BUuaamM AeATENbHOCTH:

4.3.1. OpraHunsauus 4OKyMEHTaLMOHHOro obecneyvyeHnst ynpasrneHns n (yHKLMOHUPOBaHWUSA OpraHn3au .

4.3.2. OpraHnsauus apxuBHON 1 CNpPaBOYHO-NHPOPMALIMOHHON PaboTbl N0 AOKYMEHTaM OpraHv3aunu.

4.3.3. BbinonHeHne paboT nNo OAHOM MMM HECKOMbKMM MpodeccnsMm paboumx, AOIMKHOCTAM CIyKalumx
(npunoxeHue k HacToswemy ®roC CI10).

4.4. Cneumanuct no OKyMEHTaUMOHHOMY obecneyvyeHnto ynpaBneHus, apxuBmcT (yrnybrneHHOW NOAroTOBKM)
rOTOBUTCS K CNeayloWwum Buaam AeATenbHOCTH:

4.4.1. OpraHu3aums 4OKyMeHTaLUuoHHOro obecneyveHns ynpasneHms u yHKLMOHMPOBAHUS OpraHu3aumu.

4.4.2. OpraHnsauusi apXMBHOM 1 CNpaBOYHO-NHAOPMALIMOHHON paboTbl N0 JOKYMEHTaM OpraHvM3auuu.

4.4.3. OcywecTBrneHne [JOKyMEHTaUMOHHOro obecneyveHuss ynpaBreHWs W apxvMBHOTO [Jdena ¢
MCMonb3oBaHMEM NPOrpaMMHbIX CPEACTB yyeTa, XxpaHeHusi, 06paboTkM 1 novncka AOKYMEHTOB.

4.4.4, BbinonHeHne paboT Mo OOHOM WM HECKONbKMM Mpodeccnam paboumx, LOIDKHOCTSIM CRyKaLLMX
(npunoxeHue k Hactosawemy ®rocC Crio).

V. TPEBOBAHUA K PE3YJIbTATAM OCBOEHWA NMPOrPAMMBbI NOATOTOBKU
CNEUMANMCTOB CPEOHEIO 3BEHA

5.1. Cneumanuct no AOKYMEHTALMOHHOMY OGecrneyeHuto yrnpaBneHusl, apxXuBuCT (0a30BOW MOArOTOBKMW)
JormkeH obnagatb 06LWMMKU KOMNETEHLMAMMK, BKITOYaOWMMK B cebsi cnocoBHOCTb:

OK 1. MNMoHuMaTb CYLWHOCTb M COLManbHy 3HAYMMOCTb CBOeW Oyayuwien npodpeccuun, NposiBNATb K Hew
YCTOWYMBbIA MHTEPEC.

OK 2. OpraHusoBbiBaTb COBCTBEHHYIO AEATENbHOCTb, BblOMpaTh TMNOBbIE METOAbl U CNOCO6bI BbINOMHEHUSA
npodgeccunoHanbHbIX 3a4ay, oLleHuBaTb UX 3P PEKTUBHOCTL U KAYEeCTBO.
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OK 3. NpuHMMaTh pelieHnst B CTaHAAPTHbIX U HECTaHAAPTHbBIX CUTYaUUSAX U HECTU 3@ HUX OTBETCTBEHHOCTb.

OK 4. OcyuwectBnsTb MOUCK W WCMNOMb30BaHME WHGoOpMaunn, Heobxoagumon ans 3addekTUBHOro
BbINONHEHNS NPOdEeCCMOoHanbHbIX 3a4a4y, MPOMECCUOHANbLHOMO U NMMYHOCTHOrO PasBUTUS.

OK 5. MWcnonb3oBaTb WH(OPMALMOHHO-KOMMYHUKALUOHHBIE — TEXHOMOMMM B NpocheCccuoHansHoM
OeaTenbHOCTU.

OK 6. Pabotatb B Konnektmee W komMaHae, 3addekTmBHO ob6LaTbCAa C Konneramu, pPyKOBOACTBOM,
notpeburenamu.

OK 7. Bpatb Ha cebsa OTBETCTBEHHOCTb 3a paboTy 4YneHoB KOMaHAbl (MOOYMHEHHBIX), pesynbTaTt
BbINONTHEHUS 3a4aHUN.

OK 8. CamocTtosaTenbHO onpefensatb 3agadv npodeCcCUoHanbHOro0 U JIMYHOCTHOIO Pa3BMTUS, 3aHMMATbCA
caMoobpa3oBaHneM, OCO3HAHHO MflaHMPOBaTh MOBbILEHME KBanndukaLlmn.

OK 9. OpureHTupoBaThbCs B YCITOBUSIX YACTOM CMEHbLI TEXHOIOMNI B NPOdECCUOHANbHON AEATENBHOCTH.

5.2. CneumanucT no [OKyMEHTaUMOHHOMY obecrneyeHuto ynpaBreHusi, apxuBucT (6a3oBoW MOOrOTOBKM)
JormkeH obnagatb npodeccnoHanbHbIMU KOMMETEHLUMAMUN, COOTBETCTBYIOLLMMM BUAAM AEATENbHOCTU:

5.2.1. OpraHu3aunsi OKyMEHTaUNOHHOro obecneyeHns ynpasneHns n (OyHKLNOHMPOBAHWSA OpraHn3au .

MK 1.1. KoopauHuposaTb paboTy opraHusauuy (MpMemMHON pyKoBOAUTENS), BECTU NPpMEM noceTuTenen.

MK 1.2. OcywecTtBnaTe paboTy No NoAroToBke WM NPOBEAEHMIO COBELLaHWA, AErOBbIX BCTPEY, NMPUEMOB U
npeseHTauunin.

MK 1.3. OcyLwiecTBNATL NOArOTOBKY AeMNOBbIX NOE3A0K PYKOBOAUTENS U OPYINX COTPYAHMKOB OpraHnsauuu.

MK 1.4. OpraHu3oBbiBaTh paboyee MeCTO CEKpeTaps 1 pykoBoguTEnNS.

MK 1.5. OhopmMnsTb M peErMcTpupoBaTh OpPraHM3aunoHHO-pacnopaauTenbHble JOKYMEHTbl, KOHTPONMpoBaTb
CPOKM NX UCNOSNHEHNS.

MK 1.6. ObpabaTtbiBaTb BXOAALIME U UCXOQAWME [OKYMEHTbI, CUCTEMATM3UPOBATb WX, COCTaBNATb
HOMEHKNaTypy gen n hopMupoBaTh JOKYMEHTbI B Aerna.

MK 1.7. CamocTosATeNbHO paboTaTb C AOKYMEeHTamu, codepXaliMMy KoHguaeHunanbHyto nHgopmaumio, B
TOM YUCre C AOKYMEHTaMM MO IMYHOMY COCTaBYy.

MK 1.8. OcyLiecTBnATb TenedoHHOe 06CnyXBaHve, NPMHUMAThL 1 nepedaBaTth (Pakchol.

MK 1.9. OcyLwiecTBNATL NOArOTOBKY A€ K Nepedaye Ha apXMBHOE XpaHEeHUe.

MK 1.10. CoctaBnaTb onucu Oern, OCYLWeCTBNATb NOArOTOBKY AEN K nepefade B apxvB OpraHusauum,
rocy4apCTBEHHbIE U MyHULMNANbHbIE apXMBbI.

5.2.2. OpraHu3aunsi apxXmBHOW 1 CNPaBOYHO-UMHAPOPMAaLIMOHHON paboTbl NO AOKYMEHTaM OpraHv3aunn.

MK 2.1. OcywecTBnATb 3KCNepTU3y LEHHOCTW [OOKYMEHTOB B COOTBETCTBUM C  AEMCTBYHOLWLMMM
3aKkoHodaTenbHbIMU akTaMn 1 HopMaTuBaMu.

MK 2.2. Bectn paboTy B ccTeMax aNeKTPOHHOro OKyMeHToobopoTa.

MK 2.3. PaspabaTtbiBaTb M BeCcTW KraccudukatTopbl, Tabenu u Apyrme CnpaBoOYHUKM MO [OKYMEHTaMm
opraHusauuu.

MK 2.4. ObGecneunBaTb NpPMEM W pauuoHarNbHOE pasMelleHVe LOKYMEHTOB B apxuBe (B TOM uucne
OOKYMEHTOB NO NIMYHOMY COCTaBy).

MK 2.5. ObecneumBatb y4eT N COXPaHHOCTb JOKYMEHTOB B apXxumBe.

MK 2.6. OpraHun3oBbiBaTh UCMOSb30BaHNE APXUBHbLIX AOKYMEHTOB B Hay4HbIX, CMPABOYHbIX W MPaKTUYECKNX
uensix.

MK 2.7. OcywecTBnaTb OpraHM3aLMOHHO-METOANYECKOE PYKOBOACTBO M KOHTpOnb 3a paboTtonm apxuea
opraHm3aumm u 3a opraHm3aumen JOKYMEHTOB B 4eM0ONpOM3BOACTBE.

5.2.3. BbinonHeHne paboT No O4HOW UM HECKONbKUM NpodeccusiMm paboymx, JOIMKHOCTSIM CryXKalluux.

5.3. Cneyuwannct nNo JOKYMeHTaUMOHHOMY o6ecneyeHunto ynpaBrneHus, apxmBucT (yrnyoneHHoONn noaroToBKu)
OorkeH obnagartb oOLWMMMN KOMNETEHLUSIMUI, BKITHOYAOLWMMK B cebsi cCnoCOBHOCTL:

OK 1. lMNMoHumaTb CyLWHOCTb M coLManbHYyK 3HA4YMMOCTb CBOeW Oyayuien npodpeccuun, NposBnATb K HEN
YCTOWYMBbIV UHTEPEC.

OK 2. OpraHu3oBbiBaTb CODOCTBEHHYD OEATENbHOCTb, OnpefensaATb MeTodbl U Crnocobbl BbINOJNTHEHMS
npodeccuoHanbHbIX 3a4ad, oueHnBaTh UX 3EeKTUBHOCTb N KA4YECTBO.

OK 3. Pewatb npobnembl, OLLEHMBaTb PUCKN U MPUHMMATb PELLEHUS B HECTAHOAPTHBIX CUTyaLusX.

OK 4. OcywecTtBnsTb NOWCK, aHanu3 1 OUEHKYy MHdopMauun, HeobxoaMmon AN NOCTAHOBKN U PeELLEHMS
npogeccnoHarnbHbIX 3agay, NPodecCUoHanbHOro U MIMYHOCTHOMO Pa3BUTUA.

OK 5. Wcnonb3oBatb WHGPOPMALMOHHO-KOMMYHUKALMOHHbIE TEXHOMOMMW AN COBEPLUEHCTBOBAHMS
npogeccnoHanbHON OeaTenbHOCTH.

OK 6. PabGortatb B konnektmee M komaHge, obecneumBatb ee cnfiovyeHue, adpdeKkTMBHO obLliatbeca C
Konneramu, pykoBoACTBOM, NoTpebutensmu.

OK 7. CtaBuTb Lenu, MOTUBUPOBAaTb AeATENbHOCTb NMOAYMHEHHbIX, OPraHM30BbIBaTh U KOHTPONMpPOBaTb UX
paboTy ¢ NpUHATUEM Ha cebst OTBETCTBEHHOCTU 3a pe3ynbTaT BbIMOSHEHUS 3a4aHUN.

OK 8. CamocTtoaTenbHO onpefensatb 3agadv npodeCcCcMoHanbHOro U JIMYHOCTHOrO pas3BUTUSA, 3aHUMaTbCs



caMmoobpa3oBaHMeM, OCO3HAHHO MflaHMPOBaTh MOBbILEHME KBanndukaLlmn.

OK 9. BbITb rOTOBLIM K CMEHE TEXHONOTMI B MPOdECCMOHANTbHOM AEATENbHOCTH.

5.4. CneynanncTt No JOKyMeHTauMOHHOMY obecrneyeHunto ynpaBrneHus, apxmeBucT (yrrybneHHoOM NoaroToBKM)
JomkeH obnagaTte npodeccrMoHarnbHbIMU KOMNETEHLNSIMA, COOTBETCTBYIOLLMMU BUAAM OEATENBHOCTU.

5.4.1. OpraHunsaums JOKYMeHTaLMOHHOro obecneyeHns ynpasneHnsa u QyHKLNOHUPOBAHUSA OpraHu3auum.

MK 1.1. KoopamHupoBaTtb paboTy opraHmsauumn (npuemMHOn pykoBoAUTENS), BECTU NpUeM noceTutenemn.

MK 1.2. OcywectBnaTe paboTy No NoAroToBke WM NPOBEAEHMIO COBELLaHWA, AErNOBbIX BCTPEY, NPUEMOB U
npeseHTauuin.

MK 1.3. OcyLwecTBNATbL NOArOTOBKY 4EM0BbIX NOE340K PYKOBOAUTENS U APYrMX COTPYAHUKOB OpraHm3auuu.

MK 1.4. OpraHu3oBbiBaTb paboyee MeCTO CceKpeTapsi U pyKoBOAMTENS.

MK 1.5. OopmMnsiTb U PeErMCTPUpPOBaTb OpraHM3aunOHHO-pacnopsaauTENbHbIE JOKYMEHThI, KOHTPONMPOBaTb
CPOKM NX UCMONMHEHNS.

MK 1.6. ObpabaTtbiBaTb BXOAALIME W UCXOOAWME [OKYMEHTbI, CUCTEMATM3UPOBATb WX, COCTaBMSATb
HOMEHKNaTypy Aen n opMmpoBaTtb JOKYMEHTHI B Aena.

MK 1.7. CamocTosATeNbHO paboTaTb C QOKYMEeHTamu, codepXaliMMy KoHguaeHunanbHyto nHgopmaumio, B
TOM YUCre C AOKYMEHTaMM NO NMMYHOMY COCTaBy.

MK 1.8. OcyLwiecTBnATb TenedoHHOe 06CnyXMBaHWe, NPMHUMATL 1 nepeaaBaTth (Pakcol.

MK 1.9. OcyulecTBNATL NOArOTOBKY A€ K NepeAaye Ha apXmBHOE XpaHeHue.

MK 1.10. CoctaBnaTb onucu fOern, OCYWeCTBNATb NOArOTOBKY AEN K nepedade B apxuB OpraHusauum,
rocy4apCTBEHHbIE U MyHULMMNANbHbIE apXMBbI.

MK 1.11. BoigaBaTb B COOTBETCTBMM C NOCTYNaOLWMMUK 3anNpocamMun apXmMBHbIE KOMUU 1 JOKYMEHTbI.

5.4.2. OpraHnsaumsi apxMBHOW 1 CNpaBoOYHO-UH(OPMaLMOHHOM paboTbl N0 4OKYMEHTaM OpraHn3aumm.

MK 2.1. YyactBOBaTb B paboTe Mo 3KCNepTn3e LEHHOCTU AOKYMEHTOB B COOTBETCTBUM C AEWCTBYHOLLMMMU
3aKkoHodaTernbHbIMU akTaMn 1 HopMaTuBamu.

MK 2.2. Bectn paboTy B cucTemMax 3f1eKTPOHHOro JOKyMeHToobopoTa.

MK 2.3. PaspabaTbiBaTb M BeCTU Knaccudukatopbl, Tabenu M WHble CMpPaBOYHMKM MO AOKYMEHTaM
opraHm3auun.

MK 2.4. ObBecneunBaTb NpMeM W pauuoHarnbHOe pasMelleHVe AOKYMEHTOB B apxuBe (B TOM uucne
OOKYMEHTOB MO NIMYHOMY COCTaBy).

MK 2.5. ObecneumBatb y4eT N COXPaHHOCTb JOKYMEHTOB B apXxumBe.

MK 2.6. OpraHun3oBbiBaTh UCMOSb30BAHNE APXUBHbLIX AOKYMEHTOB B Hay4HbIX, CMPABOYHbIX W MPaKTUYECKNX
uensx.

MK 2.7. OcywecTBnsATb OpraHM3aunoHHO-METOANYECKOE PYKOBOACTBO W KOHTPOSb 3a paboTon apxusa
opraHusauuy 1 3a opraHmsauuven JOKYMEHTOB B Aenonpou3BoOACTBE.

5.4.3. OcywecTBneHne [OKYMEHTAUMOHHOrO obecrnedeHnss ynpaBneHuss W apxXMBHOIO fena ¢
NCMnornb30BaHWEM NPOrpamMMHbIX CPEACTB yyeTa, XpaHeHusl, 00paboTku 1 Noncka LOKYMEHTOB.

MK 3.1. OcywecTBnaTe MHPOPMALMOHHYO paboTy no [OKYMEHTaMm, B TOM YMCME C WCMONb30BaHUEM
OPITEXHUKW, NPOrpaMMHbIX CPEACTB y4eTa, XPaHEeHWUs1 U MoMcka OOKYMEHTOB U ApPYrMX crneunannampoBaHHbiX 6a3
OaHHbIX.

MK 3.2. lMpuHumaTe Mepbl MO YNOPSAOOYEHUMIO COCTaBa [AOKYMEHTOB M MHAOPMALMOHHBLIX MNOTOKOB,
COKpaLLLEHMIO MX KONMYECTBA M ONTUMU3ALNN JOKYMEHTOMOTOKOB OpraHmn3aLmm.

MK 3.3. Bectn paboTy no co3gaHuio CNpaBOYHOrO annapara no AOKYMEeHTam C uenbio obecneveHus
yAOBHOro 1 BLICTPOro Nx Noucka.

MK 3.4. MoarotaBnuBatb [AaHHble, HeobxoOoumble ONS COCTaBMEHUS CMNpaBOK Ha OCHOBE CBedeHWuNn,
UMELLNXCA B JOKYMEHTax apxuea.

MK 3.5. MpuHumaTtb yyacTne B pa3paboTke nokanbHbIX HOPMATWMBHbLIX aKTOB OpraHvM3auuy Mo Borpocam
OOKYMEHTaLMOHHOro obecneveHunst ynpaBneHnsi 1 apxmBHOIo gena.

MK 3.6. MNpuHumaTe ydactve B paboTe No Nogdopy U pacCTaHOBKE KafpoB CRyXObl JOKYMEHTALMOHHOIrO
obecneyeHns ynpaBneHns U apxmea opraHm3auum.

5.4.4. BoinonHeHne paboT No OAHOW UM HECKOSbKUM NpodeccusMm paboymx, JOSPKHOCTSAM CyXKaLuux.

VI. TPEBOBAHWA K CTPYKTYPE NPOIrPAMMBbI NMOATrOTOBKU
CNEUMANMCTOB CPEOHEIO 3BEHA

6.1. MMNCCS3 npegycmaTtpuBaeT U3ydeHne cregyrLlmx y4ebHbIX LUKIOoB:
o6LLero rymaHuTapHoro n coumarnbHO-3KOHOMUYECKOTO;
MaTeMaTn4eckoro n obLero eCTeCTBEHHOHay4YHOro;
npo¢eCcCUOHanbHoro;

n pa3genos:
y4ebHas npakTuka;



NpOM3BOACTBEHHAs NpakTuMka (no Npodunto cneunanbHOCTI);

NpON3BOACTBEHHAsA NpakTUka (NpeaanniomMHas);

NpOMeXyTovHasa aTTecTaums;

rocyaapCTBeHHas UToroeas arrecraymsi.

6.2. ObsasatenbHas 4Yactb [MMNCC3 no y4yebHbIM LMKNaM [OMMKHa cocTaBnsaTb okono 70 npoueHToB oT
obuero obbema BpemeHW, OTBEOEHHOrO0 Ha MX ocBoeHue. BapmatueHasa yacTb (okono 30 npoueHToB) Aaet
BO3MOXHOCTb paclumpeHus un (unu) yrnybneHnst noarotoBkn, onpeaensemMon cogepxaHnem obsisatenbHOM 4acTy,
nony4YeHus  OOMNOMHUTENbHbLIX  KOMMETEHUMW, YMEHMW U  3HaHuMK, Heobxoaumblx Ang  obecnevyeHus
KOHKYPEHTOCNOCOBHOCTU  BbIMYCKHMKA B COOTBETCTBMM C 3anpocaMy pernoHanbHOro pblHka Tpyda W
BO3MOXHOCTAMUW NPOAOIDKEHNsT 06pa3oBaHus. QUcunnimHbl, MEXAUCUMNIMHAPHbIE KypChbl M NpodeccuoHanbHble
MOZYIM BapuaTMBHOM YacTu onpegensaTcs obpa3oBaTenbHOW opraHm3aumen.

OOWMN rymMaHUTapHbLIA U CcoLMarbHO-9KOHOMUYECKUA, MaTeMaTUYeCKMA U OOLMIN eCTeCTBEHHOHay4YHbIN
y4ebHble LWKIbl COCTOAT U3 OUCLUMIVH.

lMpodeccmoHanbHbIA  Yy4EDBHBbIM LMK COCTOMT M3 obwenpodeccnoHanbHbiX — OUCUMIIIMH - U
npodeccroHanbHbIX MOAYMEN B COOTBETCTBMM C BuAaMu AeAaTenbHOCTU. B coctaB npodeccrMoHansHOro mMogyrns
BXOOUT OOUH UIM HECKOMbKO MEXOUCLUMMIMHAPHbBIX KypcoB. Npn ocBoeHmMn obydarowmmmucs npodeCccrMoHanbHbIX
moaynen npoBoaaTcs ydyebHas n (unn) NpomM3BOACTBEHHAs NpakTuka (no npodunio cneumansHOCTK).

6.3. ObsasaTenbHas YacTb O6LEro ryMaHMTapHOro u coumanbHo-3KoHoMu4Yeckoro yyebHoro uyukna MMCC3
0a30BOM MOArOTOBKM AOMMKHA npegycmaTpmBaTb M3ydeHue crneyrowmx obsasartenbHbix guvcumnnuH: "OCHOBBI
dunococpun”, "Uctopusa", "MHocTpaHHbIn A3bIK", "dPusndeckas KynbTypa"; yrnybneHHon noarotoBku - "OCHOBBI
dunococpun”, "Uctopus", "Memxonorns obweHns", "MHocTpaHHbIN A3bIK", "®usmyeckas kynbTypa".

ObsizaTenbHasa 4acTb npodeccnoHanbHoro ydebHoro umkna MMNCC3 kak 6a3oBon, Tak U yriybneHHom
MOArOTOBKM [OOJPKHA MNpedycmaTpuBaTtb M3yveHue AucuuniuHbl "Be3onacHocTb xu3HegeaTenbHocTn". Obbem
YacoB Ha gucuunnuHy "bes3onacHOCTb XusHedesaTenbHOCTU" cocTaBngeT 68 yYacoB, U3 HUX Ha OCBOEHWE OCHOB
BOEHHOW cnyx06bl - 48 4Yacos.

6.4. Obpa3soBaTenbHOM opraHusaumen npy onpegenennn ctpyktypbl NMMCC3 1 Tpya0EMKOCTM ee OCBOEHUS
MOXET MNPUMEHATLCA CUCTEMA 3ayeTHbIX €AuHML, Mpu 3TOM OfdHa 3ayeTHast efuHuua cooTtBeTcTByeT 36
aKkagemMmyecknm vyacam.

Tabnuua 3

CTpykTypa nporpaMmMbl NOATOTOBKM CMELMANUCTOB CPeaHero 3BeHa
6a30Bol NOArOTOBKM



NHpekc

HanmeHoBaHune y4yebHbIX LMKNOB, pa3genos,
Moaynewn, TpeboBaHWs K 3HAHWUAM, YMEHUSIM,
NpakTU4eCcKoMy OnbITY

Bcero
MaKkcumMarnbHOMn
y4yebHon
Harpysku
obyuatoulerocs
(vac./Heq.)

B Tom uucne
yacoB
obsa3aTenbHbIX
y4eOBHbIX
3aHATUN

MHaekc n HaMmeHoBaHme
JVCLUMNIINH,
MEXANCLUUMNNHAPHBIX
kypcoe (MK)

Koapl
dhopmMmpyeMbIxX
KOMMEeTEeHL M

ObsasartenbHas YacTb y4ebHbIX LMKIOB
Mnriccs

2376

1584

Orcas.oo

OB rymaHuUTapHbI 1 coumanbHo-
3KOHOMUYECKUI Yy4EOHbIN LUKN

522

348

B pesynbTaTte nsyyenus obsisatenbHON YacTu
y4eBHOoro uukna oby4aloLwmnncs OOImKEH:
yMeTb:

OpMeHTUpOoBaTbCA B Hanbornee obLwmnx
dmnocodckmx npobnemax 6biTus, NO3HaHWS,
LeHHOCTeN, cBOOOAbI M CMbICNA XU3HU Kak
OCHOBax (YOPMUPOBAHUS KyIbTYpPbl
rpaxkgaHuHa u 6ygyllero cneunanucTa;
3HaTb:

OCHOBHbIE KaTeropuu u NoHATUSA dmnnocoduu;
ponb ournocodumn B Xn3HU YenoBeka u
obLlecTBa;

OCHOBbI (hMNOCOCKOro y4eHust o BbITUu;
CYLLIHOCTb MpoLiecca no3HaHus;

OCHOBbI Hay4yHOWN, PpUnocodcKom n
penUrno3Hon KapTuH Mupa;

06 ycnoBusix oopMMpPOBaHMS NINYHOCTMH,
cBobo/ie N OTBETCTBEHHOCTU 32 COXpaHEHMWE
XWU3HU, KYNbTYpbl, OKpYyXatoLLen cpeabl;

0 coumarnbHbIX U 3TUYECKUX Npobnemax,
CBSI3aHHbIX C pa3BUTUEM U NCMONb30BAHNEM
OOCTMXKEHUIN HaYKW, TEXHUKN N TEXHOMOINI.

48

Orc3.01. OcHosBbl
dunococun

OK1-9

yMeTb:
OPUEHTUPOBATLCSA B COBPEMEHHOM

48

Orca.02. Uctopus

OK1-9




3KOHOMMWYECKOMN, MOMUTUYECKOW M KyNbTYPHOM
cuTyauun B Poccun n mupe;

BbISIBIIATb B3AaUMOCBS3b OTEYECTBEHHDIX,
pernoHarnbHbIX, MMPOBbLIX COLManbHO-
SKOHOMWYECKMX, MONUTUYECKMX U KYNbTYPHbIX
npobnewm;

3HaTb!:

OCHOBHblEe HanpaBneHUst PasBUTUS KIMHOYEBbIX
permoHoB Mmupa Ha pybexe BekoB (XX n XXI
BB.);

CYLLHOCTb U MPUYMHbI NOKarbHbIX,
pervoHanbHbIX, MEXIrocy4apCTBEHHbIX
KOHQNIMKTOB B KOHLe XX - Havane XXI BB.;
OCHOBHbIE NpoLEecChl (MHTerpaumnoHHbIe,
NONUKYNbTYPHbIE, MUTPALMOHHBIE N NHbIE)
MONUTMYECKOrO N IKOHOMMUYECKOro pa3BuTUS
BeOyLLMX rocyaapcTB 1 PErMOHOB MUPa;
Ha3sHaveHune OpraHusaumn O6beanHEHHbIX
Hauwmin (OOH), OpraHnsavmm
CesepoaTnaHTtudeckoro gorosopa (HATO),
Esponerickoro Cotosa (EC) n gpyrux
opraHm3aunii U OCHOBHbIE HanpaBrieHNs Ux
AeaTenbHOCTY;

0 POMnU HayKu, KynbTypbl U Penurum B
COXPaHEeHUN 1 YKpenneHn HaumoHanbHbIX 1
rocyaapCTBEHHbIX TpaauLui;

cogepxaHue U HasHa4YeHue BaXKHEeNLLNX
NpaBOBbIX U 3aKOHOAATENbHbIX aKTOB
MUPOBOIO M PErMoHarnbHOro 3HayYeHus;

yMeThb:
obuartbcs (YCTHO Y MUCbMEHHO) Ha
MHOCTPaHHOM $i3blke Ha NPOdECCUOHarbHbIE U
NnoBCe4HEBHbIE TEMbI;

nepeBoauTb (CO CrioBapeM) MHOCTPaHHbIe
TEKCTbl NpodheccrmoHanbHOM HanpaBNeHHOCTY;
CaMOCTOSATENbHO COBEPLUEHCTBOBATL YCTHYIO
M NMCbMEHHYIO peYb, NMOMNOSHATL CI0BAPHbIN

126

OrC3.03. MlHocTpaHHbIN
A3bIK

OK1-9




3anac;

3HaTb:

nekcuyecknin (1200 - 1400 nekcuyeckmx
€4VHWL) N rpaMmMaTUYECKUA MUHUMYM,
HeobOXoaMMbIV Anst YTeHUs U nepesogda (co
CrnoBapeM) MHOCTPaHHbIX TEKCTOB
npodeccuoHanbHON HanpaBeHHOCTY;

yMeTb:

ncnonb3oBaTh PUKYNBTYPHO-
0300POBUTENBHYIO AEATENbHOCTb ANg
YKPENMEeHUs 300POBbsi, JOCTUXEHUS
XM3HEHHbIX 1 NpoeccMoHanbHbIX LEenen;
3HaTb:

0 ponun hn3ndeckon KynbTypbl B
06LLEeKynbTYpHOM, NPOdECCUOHATTBHOM U
coumanbHOM pasBUTUM YEroBeKa;
OCHOBbI 30POBOro obpasa XusHu.

252

126

Orca.04. dusnyeckas
KynbTypa

OK2,3

EH.00

MaTtemaTtndeckuin n obmmn
€CTECTBEHHOHAaY4YHbIV YY4EOHBIN LK

198

132

B pesynbTaTe n3yueHus ob6A3aTenbHON YacTu
y4ebHoro umkna oby4yaroLmmncs gormKeH:
ymeTb:

peluaTb 3afa4n Ha OTbICKaHWe Npon3BOAHOMN
CNOXHOM OYHKLUK, MPOU3BOAHbLIX BTOPOro U
BbICLUWX NOPSAKOB;

NPUMEHSATL OCHOBHbIE METOAb!
NHTErpupoBaHus Npu peLleHnn 3agay;
NPUMEHSATL MeToAbl MaTeMaTUYeCKoro
aHanusa npu peLleHum 3agad npuknagHoro
XapakTtepa, B TOM Yuncne npodgeccnoHansHom
HanpaBneHHOCTy;

3HaThb:

OCHOBHbIE MOHATUS U METOAbI
MaTeMaTU4ecKoro aHanusa;

OCHOBHbIE YNCIIEHHbIE METOAbI PeLLeHNs

EH.01. MaTtemaTuka

OK1-6,9




NpuKNnaaHbIX 3a4av;

YMeTb:
paboTaTb C COBPEMEHHbIMY OnepaLMoOHHbIMM
cucTemMamu, TEKCTOBbIMU peakTopamu,
TabnmyHbIMK NpoLeccopamm, cuctemamm
ynpasneHus 6asamu gaHHbIX, nporpaMmmMamm
noAroTOBKM Npe3eHTaunn, MHPOPMaLMOHHO-
MOWCKOBBLIMW CUCTEMaMM 1 NOMb30BaTbLCH
BO3MOXHOCTAMU MHOPMALIMOHHO-
TEeNeKoMMYHMKaUMOHHOW ceTn "IHTepHeT"
(manee - ceTb VIHTEpHET);
npodeccuoHasnbHO OCyLLEeCTBATL Habop
TEKCTOB Ha NepcoHanbHOM KOMMNbIOTEPE;
3HaTb:

TeXHN4YecKne cpeacTsa U NnporpaMmmHoe
obecneyeHne nepcoHanbHbIX KOMMNBIOTEPOB;
TeopeTu4eckne OCHOBbl COBPEMEHHbIX
NMHEOPMALIMOHHBIX TEXHOMOMMI 0BLero un
cneumnanm3npoBaHHOIO Ha3HayYeHus;
PYCCKYIO M MaTUHCKYIO KnasmaTypy
nepcoHanbHOro KOMMbTEpa;

npasuna oPopMreHnss JOKYMEHTOB Ha
nepcoHanbHOM KOMMNbIOTEPE;

EH.02. MHdopmaTurka

0K 4,5,9

yMeTb:
OpMEeHTUpPOBaTLCA B Hanbornee obLmnx
npobnemax 3KonorMm n NPUPOLAONOSIb30BAHUS;
3HaThb:

ocobeHHOCTU B3anmModencTaus obLuectsa u
npupoasl;

NpMpoaopecypcHbIN noTeHuman Poccuu;
NPUHUMNBI N MeToAbl pauMoHanbHOro
NPUPOAONONb30BaHUS;

npaBoBble 1 coumarnbHble BONPOCHI
NPUPOAOMNOSb30BaHUSA.

EH.03. Okonoruyeckne
OCHOBBbI
NPUPOAOMNOSIb30BaHUSA

0K3,6,7,9

n.00

MpodeccnoHanbHbI y4eOHbIN LMK

1656

1104




Or1.0o

O6wenpodeccrnoHanbHble ANCUMMINHBI

918

612

B pesynbTaTe usyyeHnst 06s13aTenbHONM YacTu
NpodeccroHanbHoOro y4eGHoro uukna
06y4atoLLMIACS JOSTKEH:

yMeTb:

OpVEHTUPOBATLCH B BOMPOCAX 9KOHOMUYECKOM
TEOPUMN B COBPEMEHHbIX YCIOBUSX;

3HaTb:

3aKOHOMEPHOCTU PYHKLIMOHUPOBAHUS
PbIHOYHBLIX MEXAHU3MOB Ha MUKPO- 1
MaKpOYPOBHSIX 1 METOAbl FOCYAapCTBEHHOIO
perynmpoBaHus;

o6LwMe NonoXeHUsi 3KOHOMUYECKON TEOPUMU;

Or1.01. 3koHomMu4eckas
Teopus

OK1-7
nK1.1-13

yMeTb:

paccynTbIBaTb NO NPUHATON METOAONOMMU
OCHOBHbIE TEXHWKO-3KOHOMMWYECKME
nokasaTtenu A4esTenbHOCTU opraHusauuu;
3HaTh!

OCHOBHbIE MUKPO- M MaKpO3KOHOMUYECKME
KaTeropvm 1 nokasatenu, MeToAbl UX pacyeTa;

Orl1.02. 3koHOMMKa
opraHusaumm

OK1-7
nK1.1-13

yMeTb:
ynpaensATe KOH(NUKTAMM U CTpeccamu B
npouecce NpogeccMoHanbHOM OesTeNbHOCTY;
3HaThb:

XapakTepHble YepTbl COBPEMEHHOTO
MEHEDKMEHTA; LMK MEHEePKMEHTa;

NpoLecc NPUHATUS U peanusaumm
ynpaBieHYeCcKUX peLlleHnii, MHOopMaLNoHHOe
obecrneyeHne MeHEeIKMEHTa;

Orl1.03. MeHegXMeHT

OK1-9
MnK1.1,1.2,1.4 -
18,24,25

yMeTb:
NPUMEHNATb KaApOBYIO MOSIUTUKY Ha
rocy4apCTBEHHON M MyHULIMNANbHON Cryxoe;
3HaTh:

CUCTEMY roCyapCTBEHHbIX YUPEXAEHUIN U
OopraHoB MECTHOIO CaMoyrnpaBreHus;

Or1.04. NocypapcTBeHHast 1
MyHUUMnansHas cnyxba

OK1-8
MK1.1-1.8




obume npuHUmMnel n TpeboBaHns K
NPOXOXAEHWNI0 rOCYyAapCTBEHHOMW U
MYHULMNANbHON CNyxo6bl;
OpraHM3aunoHHO-NpaBoBble OPMbI
rocy4apCTBEHHOro annapaTa yrnpaBneHusi;

yMeTb!

paboTtaTb ¢ NnpodeccrMoHanbHbIMN TEKCTaMM
Ha MHOCTPaAHHOM A3blKe;

COCTaBNATb M 0POPMNIATL OPraHN3aLMoOHHO-
pacnopAaaonTenbHyo JOKYMEeHTauuto Ha
WMHOCTPaHHOM S13bIKE;

BECTU NEepPEeroBopbl Ha MHOCTPaHHOM Si3bIKE;
3HaTb:

npaKkTUYecKyo rpaMmmaTmky, Heo6xoaumyto
Ans npodeccrmoHarnbHOro o6LLEeHNs Ha
MHOCTPaHHOM A3blKe;

0COBEHHOCTUN NepeBoAa CryXebHbIX
OOKYMEHTOB C MHOCTPAHHOIO A3blKa,

Or1.05. 'HocTpaHHbIV A3bIK
(npodheccroHanbHbIN)

OK1-7
nK1.1-13

yMEeTb:
NPUMEHSATb B NpodeccnoHanbHom
OeATenbHOCTU NPUeMbl 4eNOBOro 06LLEHMS;
3HaTb:

OCHOBHbIE NnpaBuria NnpogeccuoHanbLHoNn
3TUKM 1 NPUEMbI AENOBOro O6OLLEHNS B
KOMNEKTMBE;

0CoB6eHHOCTM NPOheCCUOHANbHOM 3TUKU U
MCUXOMNOrMn AenoBoro OBLEeHUs CryxXaLlmx
roCyAapCTBEHHbIX 1 MHbIX OPraHn3aLnMoHHO-
NpaBoBbIX (POPM yUpeXAeHUI U opraHn3aLmi;

or.oe.
lMNpodeccunoHanbHasa aTuka
1 MCUXONOrust 4enoBoro
obLeHns

OK1-8
MnK1.2-1.6,1.8

ymeTb:

co3faBaTb ONaronpUATHBLIN NCUXOOrMYECKUiA
KNUMaT B KOMNIEKTUBE;

3hEKTUBHO yNpaBnAaTb TPyLOBLIMU
pecypcamu;

3HaTb:

Or1.07. YnpaBneHue
nepcoHanom

OK1-9
MnK1.7, 2.6, 2.7




coaep)xaHue KaapoBoro, MHMOPMaLIMOHHOTO,
TEXHMYECKOro 1 NpaBoBoro obecnevyeHus
CUCTEMbI yrpaBreHnsi NepcoHanom;
OpraHu3aLMOHHYI0 CTPYKTYPY CryKObl
yrnpaBrieHnst nepcoHarnom;

obLwme NPYHUMMbLI yNpaBrieHUsl NepCcoHarnoMm;
MPUHLUWMBI OpraHM3auuy KagpoBoii paboTol;
MCMXOOrMYecKMe acnekTbl ynpaBneHus,
cnocobbl paspelLeHnst KOHMMMKTHbIX
CUTYyaLUi B KOMNMEKTUBE;

yMeTb:
3awmLaTh CBOU NpaBa B COOTBETCTBUM C
TPYOOBbLIM 3aKOHOAATENBCTBOM,;
Mcrnonb3oBaTh NPaBoOBY MHOPMaLMIO B
npodeccuoHarnbHON AeATENbHOCTY;

3HaThb:

npaea n 0693aHHOCTM CryXKaLLUX;
3akoHoAaTeslbHbl€e aKTbl U HOPMATUBHbIE
OOKYMEHTbI, perynupytoLine npaBooTHOLLEHNS
d13nyeckux 1 puanyeckmnx nuu;

OCHOBHbIE 3aKOHOAATENbHbIE aKThbl O
npaBoBOM obecrneyeHnn NpogeccmoHanbHoM
OEATENbHOCTM CryKallux;

Or1.08. NMpaeoBoe
obecneyeHmne
npodeccnoHarnbHON
OesTenbHoCTH

OK1-7
nK1.1,1.2,1.4,
15,1.7,1.8

ymeTb:

OpraHn3oBbIBaTb W MPOBOAUTL MEPONPUATUS
no 3awmTe paboTaroLmx n HaceneHns oT
HeraTMBHbIX BO34ENCTBUN Ype3BblHanHbIX
cuUTYyauui;

npeanpvHUMaTh NPoUNakTn4eckue Mepsbl
ANl CHMKEHUS YPOBHSA ONacHOCTEN
pasnuMyHoro Buaa v ux nocrneacTsvmn B
npodeccuoHanbHOn AeaTeNbHOCTH 1 ObITy;
ncnonb3oBaTh CpeacTsa NHAMBUOYaNbHOM 1
KOMNMNEKTMBHOW 3aLLMTbl OT OPYXWNsI MaccoOBOro
rnopaxeHus;

NPUMEHSTb MepBUYHbIE CPEACTBA

68

Orl1.09. be3onacHocTb
KN3HeJeAaATernbHOCTU

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




NnoXapoTyLUeHUs;

OpPMEHTUPOBATLCH B NEPEYHE BOEHHO-YYETHbIX
cneumnanbHOCTEN N CaMOCTOATENbHO
onpeaenaTb cpeam HUX POACTBEHHbIE
Nony4YeHHON creumanbHOCTY;

NPUMEHSATb NpodheccnoHanbHble 3HaHMS B
XOA€e UCMOMHEeHNs 063aHHOCTEN BOEHHOMN
CNyXObl HA BOMHCKUX JOJMKHOCTSAX B
COOTBETCTBMM C NOMYyYEHHON
cneumanbHOCTbLIO;

BnageTb cnocobamu 6eCKOHAIIMKTHOrO
obLLeHnsa n camoperynsauumn B NnoBCegHEBHOM
OEeATEeNbHOCTU N SKCTPEeMaribHbIX YCNOBUAX
BOEHHOMW CryXObl;

OKasblBaTb NEPBYIO MOMOLLb NOCTPaAaBLUNM;
3HaTb:

NPUHUMNbLI 0becnevyeHnst ycToM4MBOCTH
06BHEKTOB 3KOHOMMKW, NPOrHO3MPOBaHUSA
pas3BuTUSA COBLITUI U OLLEHKN NOCNEeaCTBUI
NpY TEXHOTEHHbIX YpEe3BblYaMHbIX CUTYaLNSAX U
CTUXUIHBIX SIBNEHUSIX, B TOM YNCIE B
YCIOBUSIX MPOTMBOAENCTBUS TEPPOPU3MY Kak
Cepbe3HOou yrpo3e HauMoHanbHom
6e3onacHocTn Poccuu;

OCHOBHbIe BUAbI NOTEHUMASBbHBIX ONACHOCTEN
1 UX nocrneacTensa B NpodeccrMoHanbHom
OeATENbHOCTU U BbITY, NPUHLIMMNBI CHUKEHWS
BEPOSAITHOCTU UX peanusauuu;

OCHOBbI BOEHHOW CIy0bl 1 0OOPOHbI
rocynapcrBa;

3a[ja4n N OCHOBHbIE MEpPONPUATUS
rpaxkgaHcKom 000pPOHbI; CNOcobbI 3aLunThl
HaceneHus OT OPYXMS MacCOBOIO NOPaXeHWs;
Mepbl NoXapHon 6e3onacHoCTv 1 NpaBuna
6Ge3onacHoro NnoBeAeHUs Npu noxapasx;
opraHusaLmio 1 NopsaokK Npu3biBa rpaxaaH Ha
BOEHHYIO CNY0y 1 NOCTYNMNeHns Ha Hee B




006poBONbLHOM NOpsiAKe;

OCHOBHbI€ BUbl BOOPYXEHUA, BOEHHON
TEXHUKN N cneunanbHOro CHapsaxXeHus,
cocTosILnE Ha BOOPYKEHNU (OCHALLLEHMW)
BOMHCKMX NoapasfaeneHnii, B KOTOpbIX
NUMETCS BOEHHO-YYETHbIE CNeunanbHOCTH,
poACTBEHHbIE crieymnansHocTam ClO;
obnacTb NPUMEHEHNs Nofy4vyaembix
npodeccnoHarnbHbIX 3HAHUIA NPU UCMONHEHUN
00513aHHOCTEN BOEHHOW CryX0bl;

nopsAoK 1 NpaBuna okasaHus Nepeom
nomMoLn nocTtpagaBLLUnM.

NMM.00 lMpodeccmnoHansHble Moaynu 738 492
MM.01 OpraHu3auns JOKyMEHTaLNOHHOTO MIOK.01.01. OK1-9
obecneyeHns ynpasneHuns u [okymeHTaumoHHoe MK1.1-1.10

PYHKLMOHMPOBAHNST OpraHn3aumm

B pesynbTate nsydyeHnsa npogeccnoHansHoro
MoZynsa 00y4alLUNCa OOIMKEH:

UMeTb NPaKTUYEeCKUI OnbIT:

opraHusauny AOKyMeHTaLUNOHHOro
obecneyeHns ynpaeneHus u
PYHKLUMOHUPOBaHUS OpraHu3aumu;

ymeTb:

NPUMEHSITb HOPMAaTMBHbIE MPABOBbIE aKTbl B
yrpaBneH4yeckon OeaTeNbHOCTH;
noaroTaBnMBaTh NPOEKTbI YNPaBIEHYECKNX
peLleHni;

obpabaTbiBaTb BXOASLME U UCXOAsILLNE
OOKYMEHTbI, CUCTEMATU3NPOBATDL UX,
COCTaBMnATb HOMEHKNaTypy Aen u
bopmMupoBaTh JOKYMEHThI B Aena;

roTOBUTb U NPOBOANTL COBELLAHUS, AernoBble
BCTpeYU, Npuembl 1 NpeseHTaumu,;

3HaTb:

HOpMaTUBHbIE NPAaBOBbIE akTbl B 06racTu
opraHusauuy yrnpasneH4YecKkon AeaTenbHOCTY;

obecneyeHne ynpasneHus

MOK.01.02. MNpaBoBoe
perynuposaHue
yrpasrieH4yeckomn
AesTenbHoCTH

MOK.01.03. OpraHnsauus
CekpeTapcKoro
obcnyxmBaHus




OCHOBHbIE NMpaBuIia XpaHeHUs 1 3amThbl
cnyxebHon nHopmauumm.

nM.o2

OpraHusauns apxmBHON 1 CNpaBOYHO-
WHpopMaLnoHHON paboThl NO JOKYMEHTaM
opraHmsaumm

B pesynbTarte n3yyeHuns npogeccuoHanbHoro
MoAyrns obyyaroLwmMncsa AOMKeH:

NUMETb MPaKTUYECKUI OMbIT:

opraHm3aunm apxXuBHOWM 1 CNPaBOYHO-
NMHGOPMAaLIMOHHOM paboThbl MO JOKYMEHTaM
opraHu3auuu;

YMETb:

OpraHM3oBbIBaTb AEATENbHOCTb apxmBa C
y4eToM cTaTyca u npodumns opraHnsaumnu;
paboTaTb B cMCTEMaX 3MNEKTPOHHOIo
OOKYMeHTo0ob0poTa;

NCMNonb30BaTh B AEATENLHOCTM apxmBa
COBPEMEHHbIE KOMMbIOTEPHbIE TEXHOMOMNMK;
NPUMEHSTb COBPEMEHHbIE METOANKM
KOHCepBauun 1 pecTaBpaunv apXmBHbIX
OOKYMEHTOB;

3HaTb:

CMCTEMY apXMBHOTO yNpaBneHus B
Poccuiickon ®egepauun 1 opraHusaumio
ApxusHoro coHaa Poccuickon ®epepauum;
CUCTEeMY XpaHeHMs 1 06paboTkn JOKYMEHTOB.

M[OK.02.01. OpraHmnsaumsa n
HOPMaTMBHO-NPaBOBbIE
OCHOBbI apXUBHOro aena

MOK.02.02.
locynapcTBeHHbIE,
MYHWLMNanbHbIE apXvBbl 1
apXxuBbl OpraHu3auumn

MIK.02.03. MeToanka u
npakTuKa apxmBoBeAEHUSsI

MOK.02.04. Obecne4veHune
COXPaHHOCTM JOKYMEHTOB

OK1-9
nK2.1-27

MM.03

BbinonHeHne paboT No oAHOM Unu
HecKonbkuUM npodeccusim paboymx,
OOIMKHOCTSAM CIy>KaLLmX

BapuaTuBHas 4actb y4ebHbIx umknos MMNCC3 1026 684
(onpepenseTcsa obpaszoBaTenbHOM

opraHusaumen CamocToATENBHO)

Bcero yacos 06y4eHnsi No y4ebHbIM Liuknam 3402 2268

rnrcca




YI1.00 YyebHasa npakTuka OK1-9
6 Hep. 216 MK1.1-1.10,
21-27
ri.oo MpounsBoacTBeHHas npakTuka (no npodunto
cneunanbHOCTK)
4 Hep.
rnar.oo lMponsBoacTBEHHAsA NpakTuka
(npepavnnomMmHas)
MA.00 MpomexyTouHasa aTTecTaums 3 Hep.
MA.00 ["ocymapcTBeHHasi UTorosasi aTtectauus 6 Hep.
MA.01 MogroToBKa BbIMYCKHOW KBanmngukaLunoHHON 4 Hep.
paboThl
MA.02 3awmTa BblNyCKHON KBaNnMuKaLMoHHON 2 Heg.
paboThbl
Tabnuua 4

Cpok nony4denus CIMO no MMNCC3 6a3oBov NoaroToBku B 04HON bopme 0OyyeHus coctaBnseTt 95 Heaenb, B TOM Yucne:

O6y4yeHure no y4ebHbIM LmKnam 63 Hep.
Y4yebHas npakTuka

6 Heq.
MponssoacTBeHHas npakTuka (No Npodunio cneumanbHOCTH)
lMpousBoacTBeHHas nNpakTuka (NpegaunnomHas) 4 Hep.
lMpomexyTovHas aTTecTaums 3 Hea.
"locyaapcTBeHHas utorosas aTrectaums 6 Heq.
KaHukynbl 13 Hep.
Ntoro 95 Hep.

Tabnuua 5



CTpykTypa nporpaMmmMbl NOATOTOBKM CMELMANMCTOB CPeaHero 3BeHa
yrny6neHHo NoAroTOBKM

MHoekc HanmeHoBaHune y4ebHbIX LMKNOB, pa3genos, Bcero B Tom uucne MHpekc u HanmeHoBaHue Kogapl
Moaynewn, TpeboBaHNs K 3HAHUAM, YMEHUSIM, MaKCUManbHoWm YacoB OVCLMNNWH, dhopmMmpyeMbIx
NpPaKTU4EeCKOMY OrMbITY y4yebHon o6a3aTenbHbIX MeXAUCUMNINHAPHbIX KOMMNeTeHU I
Harpysku y4ebHbIX kypcos (MAK)
obyuatoLlerocs 3aHATUN
(vac./Heq.)
Ob6s3aTenbHas 4acTb Y4eOHbIX LUKIOB 3672 2448
Mnnccs
Oorca.oo O6LWMN ryMmaHUTapHbI U coumanbHo- 804 536
3KOHOMMYECKNI YYEOHbIN LIMKN
B pesynbraTte n3yyeHuns 06si3aTenbHOM YacTu 48 Orc3a.01. OcHosbl OK1-9

y4eBHOoro umkna obyyatLwmninca AOImKeH:
yMeTb:

OpMEeHTUpOBaTbLCA B Haubornee obLwmnx
dmnocodckmx npobnemax 6biTus, NO3HaHUS,
LeHHocTewn, cBo60dbl U CMbICNA XU3HW Kak
OCHOBax (POPMMPOBAHUSA KyNbTypbl
rpaxgaHuHa v 6ygyliero cneunanucTa;
3HaTh!

OCHOBHbIE KaTeropum n noHATUs dunocoduu;
pornb nnocodun B XM3HM Yenoseka u
obLuecTBa;

OCHOBbI (PMNOCOdCKOro y4eHusi o ObITuu;
CYLLHOCTb npoLecca No3HaHus;

OCHOBbI Hay4HOWN, PUNOCOCKON U
pPenUrno3HoOn KapTuH M1pa;

06 ycnoBusix GOpMUPOBaHMNS NINYHOCTMH,
cBoboae 1 OTBETCTBEHHOCTU 3@ COXpaHeHne
XKM3HW, KyNbTYypbl, OKpY>KatoLLen cpeapl;

0 coumanbHbIX U 3TU4eCKMX Npobnemax,
CBSI3aHHbIX C Pa3BMTUEM WU UCMOMb30BaHNEM
OOCTWKEHUI HaYKW, TEXHUKN N TEXHONOIUI;

dunococun




yMeTb:
OpPUEHTUPOBATLCSH B COBPEMEHHOM
3KOHOMMWYECKOMN, MOMUTUYECKOW M KyNbTYPHOM
cuTyauun B Poccun 1 mupe;

BbISIBIIATb B3AUMOCBSI3b OTEYECTBEHHBIX,
pervoHanbHbIX, MUPOBbLIX COLManbHO-
9KOHOMWYECKMX, MNONIUTUYECKMNX U KyNbTYPHbIX
npobnewm;

3HaTb:

OCHOBHbIE HanpaBneHns pasBUTUS KITHOYEBbIX
permoHoB mupa Ha pybexe BekoB (XX n XXI
BB.);

CYLLHOCTb 1 MPUYMHBI FTOKanbHbIX,
pervoHanbHbIX, MEXIoCY4apCTBEHHbIX
KOH(NUKTOB B KOHLe XX - Havane XXI BB.;
OCHOBHbIE npoLecchl (MHTErpaunoHHbIE,
NOMUKYNbTYPHBIE, MUTPALIMOHHBIE U VHBIE)
NONMUTUYECKOrO U 3KOHOMUYECKOrO pa3BUTUS
BeAyLUX rocygapcTs U permoHOB Munpa;
Ha3HauyeHne OOH, HATO, EC n gpyrux
opraHm3auui U OCHOBHbIE HanpasrieHNs Ux
AeaTenbHOCTY;

O PONW HayKu, KynbTypbl U PENUInn B
COXPaHEHUUN N YKPENNEHUN HaLMOHamNbHBIX 1
rocyapCTBEHHbIX TPaguuui;

cofepXaHue N HasHayYeHne BaXKHENLINX
NpaBOBbIX 1 3aKOHOAATENbHbLIX aKTOB
MUPOBOTO M PErMOHAsNbHOrO 3HaYeHUs;

48

Orca.02. Uctopus

OK1-9

yMeThb:
NPUMEHSITb TEXHWNKN U NpUembl 3pPeKTUBHOro
obLeHns B npodeccuoHanbHom
OedaTenbHoCTY;

Mcnonb3oBaTh NPUEMbI caMoperynsaLmmn
noBefeHus B npoLecce MeXNU4YHOCTHOro
obuweHuns;

3HaTb:

B3aMMOCBA3b 0OLLEHUSA U AeATENbHOCTY;

48

Orca.03. Meuxonorusa
obLleHns

OK1-9
NnK2.7, 3.6




uenu, yHKUMM, BUAbl 1 ypOBHU 0OLLEHNS;
ponun 1 ponesble 0XXnaaHns B o6LWEeHUN;
BUObl coLManbHbIX B3aUMMOAENCTBUN;
MeXaHN3Mbl B3aUMOMNOHNMaHUS B OOLLEHWUMN;
TEXHWKU N NprUeMbl 06LEeHNs, Npasuna
cnywaHus, BeaeHus becefbl, yoexxaeHus;
3TUYECKMe NPUHLMUMbI OBLLIEHMS;

NCTOYHMKW, MPUYUHBI, BUObI N CNOCO6bI
paspeLleHnst KOHPNNKTOB;

yMeTb:
obuaTtbcs (YCTHO M MUCBbMEHHO) Ha
WHOCTPaHHOM £i3blKe Ha NpoeccuoHanbHbIe U
NoBCEeHEBHbIE TEMbI;

nepeBoamuTb (CO CNoOBapeM) MHOCTPaHHbIE
TEKCTbl MpOodeCccMoHarbHOW HanpaBneHHOCTH;
CaMOCTOSITENbHO COBEPLUEHCTBOBATb YCTHYIO
N MUCbMEHHYIO peyb, MOMOSHATL CNOBaPHbIN
3anac;

NOHMMAaTb OMANOrMYEeCKY0 1 MOHOMOMMYECKYHO
peyb B cchepe npodheccroHansHon
OedaTenbHoCTy;

3HaTb:

nekcuyeckunin (3000 nekcuveckmx eamHuL) n
rpaMMaTU4yeckuin MMHUMYM, Heo6XoaNMbIN
Onsa YTeHusa n nepesoga (Co cnosapem)
WMHOCTpPaHHbIX TEKCTOB NpogeccnoHansHom
HanpaBIiEHHOCTY;

196

OlrC3.04. 'HocTpaHHbIN
A3bIK

OK1-9

yMEeTb;
ncnonb3oBaTth (PU3KYNbTYPHO-CMOPTUBHYIO
OeATenbHOCTb ANA YKpenneHus 340poBbS,
JOCTUXXEHUS KUSHEHHbIX U
npodpeccnoHarnbHbIX Lenen;

3HaTh:

O ponun U3NYeCKon KynbTypbl B
00LLEeKyINbTYPHOM, NPOdEeCCUOHANbHOM 1
coumanbHOM pa3BUTUM YESIOBEKa;

392

196

Orcad.05. dusunyeckas
KynbTypa

0K2,3,6,9




OCHOBBbI 30pOBOro obpasa XnsHu.

EH.00

MaTtemaTtunyeckuin n ooLmin
€CTECTBEHHOHAYYHbIA Y4EOHbIN LUK

390

260

B pesynbTaTte n3yyeHus obsi3aTenbHOM YacTu
y4yeBHOoro uukna oby4atoLmnncs OOImKeH:
yMeTb:

pelwartb 3a4adv Ha OTbICKaHMe NPon3BOAHON
CMNOXHOW (PYHKLMM, MPOU3BOAHbBIX BTOPOrO U
BbICLLUMX MOPSIAKOB;

MCMnonb3oBaTh pasfnyHble MeToabl
WHTErpMpoBaHUs Npu peLleHnn 3agay;
Ncnonb3oBaTb METOAbI MAaTEMaTU4ECKOro
aHanusa npuv peLleHnmn 3agad NpuKnagHoro
XapakTtepa, B TOM 4Yncrie npoeccnoHansHon
HanpaBreHHOCTK;

pelwaTtb CUCTEMbl YPaBHEHUI C HECKOMbKUMM
nepeMeHHbIMU MaTPUYHBIM 1 APYTUMU
cnocobamu:

ncnonb3oBaTthb anrebpanyeckme MeToabl Npu
peLleHN reOMETPUYECKNX 3a4aY;

3HaTb:

OCHOBHbIE NOHATUS U METOAbI
MaTeMaTU4eckoro aHanmaa, NMMHeNnHon
anrebpbl N aHaNUTUYECKON reoMeTpuK;
OCHOBHbIE YNCMNEHHbIE METOAbI PELLEHNSs
NpVKNagHbIX 3adav;

CYLLHOCTb, BUAbI 1 CNOCO6bLI pelleHuns 3agay
aHanMTU4eCKOW reoMeTpumn Ha NITOCKOCTM U B
NPOCTPaHCTBE;

EH.01. MaTtemaTuka

OK1-6,9

yMEeTb:
paboTaTb C COBPEMEHHBIMW OMepaLNoHHbIMU
cuncteMmamu, TEKCTOBbIMU pefaKTopamMu,
TabnMyHbIMK NpoLieccopamm, cucTeMamm
yrnpaeneHusa 6asamm gaHHbIX, TporpammMamMm
NnoaroToBKM Npe3eHTaunmn, MHPOPMaLMOHHO-

EH.02. MHdopmaTmka

OK4,5,9




MOWNCKOBbLIMU CUCTEMaMM U MOMb30BaTbLCA
BO3MOXHOCTAMM rnobanbHon cetn HTepHET;
3HaTb:

OCHOBHble MeTOAbl U cpeacTBa cbopa,
00paboTkn, XpaHeHUs1, Nepeaayn n
HakonneHus nHpopmauum;

TEXHUYEecKne cpeacTea u NporpaMMHoe
obecneyeHne NnepcoHanbHbIX KOMMNbIOTEPOB;
TeopeTn4eckme OCHOBbI COBPEMEHHbIX
NHMOPMALIMOHHBIX TEXHOMOMMI 0BLwero un
crneLmanm3mpoBaHHOroO Ha3HauYeHus;

ymeTb:
opueHTUpoBaTbCs B Hanbonee obLmx
npobremax aKonorMm u NPUPOAONONbL30BaHUS;
3HaTb:

0Cob6eHHOCTM B3anmogencTans obLiectsa u
npupoabl;

npupoaopecypCcHbI noTeHuunan Poccuu;
NPUHLMMNBI 1 METOAbI PaUMOHArNbHOro
NPUPOAOMNONb30BaHUS;

npaBoBble 1 coLmarnbHble BONpOChI
NpUpPOAONOorib30BaHUS;

EH.03. Okonornyeckue
OCHOBBbI
NpvMpoaonoNb30BaHMs

0K3,6,7,9

yMEeTb:
ncnonb3oBaTb TeXHonorum coopa,
pasmelleHnda, XxpaHeHna, HakonneHud,
npeobpasoBaHnsi U Nepedayn SaHHbIX B
npodeccuoHanbHO OPUEHTUPOBAHHBLIX
WH(POPMAaLIMOHHBIX CUCTEMAX;

obecneuynBaTb 4OCTOBEPHOCTL MHGOPMAaLMM B
npouecce aBToMaTU3MpoBaHHON 06paboTkM
OaHHBbIX;

3HaTb:

knaccudukaumio MHPOPMAaLMOHHBLIX CUCTEM;
BMAbI TEXHOJOMMYECKMX NpoLLeccoB 06paboTkm
MHdopMaLnn B MHPOPMAaLIMOHHBIX CUCTEMAX,
OCOBEHHOCTUN UX MPUMEHEHMS;

EH.04. HdbopmaLumoHHbIe
CUCTEMBI B
npodeccroHasibHoOn
[eaTenbHOCTU

OK1-9
NnK3.1-3.6




MeToabl U NMpuemMbl obecneyeHuns
MHdOPMaLNOHHON Ge30nacHOCTHU.

.00

MpodeccnoHanbHbIM y4eOHbIN LMK

2478

1652

Or1.00

O6wenpodeccrnoHanbHbie ANCUMMINHBI

1180

786

B pesynbTaTte n3yyeHus 06si3aTenbHOM YacTu
y4ebHOoro umkna oby4aroLmMncs JormKeH:
yMeTb:

OpUEHTUPOBATLCS B BOMPOCaX 3KOHOMUYECKOWN
TEOpUM B COBPEMEHHbIX YCITOBUSX;

3HaTb:

3aKOHOMEPHOCTU PYHKLMOHNPOBAHUS
PbIHOYHbBIX MEXaAHU3MOB Ha MUKPO- U
MaKpOYPOBHSAX U METOAbI FOCYAapCTBEHHOIO
perynupoBaHus;

obLme NonoXeHnst 3KOHOMUYECKOW TEOPUY;

Orl1.01. 3koHOMM4ecKas
Teopus

OK1-7
nK1.1-13

yMeTb:

paccynTbIBaTh MO NPUHATON METOAOMOMM
OCHOBHbIE TEXHWKO-3KOHOMMWYECKUE
nokasaTtenu AeaTenbHOCTV opraHusauuu;
3HaThb:

OCHOBHbI€ MUKPO- 1 MaKpO3KOHOMUYECKUE
KaTeropuu v nokasaTenu, MeToAbl UX pacyeTa;

Orl1.02. 3koHOMMKa
opraHusaumm

OK1-7
nK1.1-13

yMeTb:

yNpaBnsATb KOH(IMKTAMK 1 CTpeccamu B
npouecce NpodeccMoHanbHoM OeATeNbHOCTY;
3HaTb:

XapaKTepHble YepThbl COBPEMEHHOMO
MEHeMKMEHTAa,;

LMK MEHEMKMEHTA,;

MPOLIECC NPUHATUS U peanusaumm
ynpaBfieHYecKUX peLlleHnin, MHOopPMaLNOHHOe
obecrneyeHne MEHEIKMEHTA;

Or1.03. MeHegXMeHT

OK1-9
nK11,1.2,1.4 -
1.8,

24,25

yMeTb:

Or.04. N'ocynapcTBeHHas 1

OK1-8




NPUMEHSTb KagpPOBYHO MOMUTUKY Ha
rocyaapCTBEHHOW N MyHULMNANbHOM cnyxoe;
3HaTb:

CUCTEMY rOCYAapCTBEHHbIX YYpEXOEeHNA U
OpraHoB MECTHOrO camoyrnpaBsJsieHus;

obume NnpyHUMnbI 1 TpeboBaHMS K
NPOX0XOEHWNI0 rOCY4apCTBEHHOM U
MYyHMLMNANbHOW CNYXObl;
OpraHu3aLnoHHO-NpaBoBblie hOPMbI
rocyfapCTBEHHOro annapara ynpaBrieHUs;

MyHuUmMnanbHas cnyxoba

nK1.1-1.8

yMeTb:

paboTaTk C NPodeccuoHanbHbIMKU TEKCTaMK
Ha MHOCTPaHHOM A3bIKE;

COCTaBnsATb U 0CPOPMNSATE OPraHN3aLMOHHO-
pacnopsanTenbHY0 JOKYMEHTaLMIO Ha
MHOCTPaHHOM AI3bIKE;

BECTW NeperoBopbl HA MHOCTPAHHOM S3bIKE;
3HaTh:

NpakTUYECKYH0 rpamMmmaTuky, Heobxoanmyto
Ans npodeccuoHanbHOro obLeHms Ha
MHOCTPaHHOM A3bIKE;

0CcoBEeHHOCTU NepeBoa CrnyKeBHbIX
[OKYMEHTOB C MHOCTPAHHOTO A3bIKa;

Or1.05. 'HocTpaHHbIN A3bIK
(npodeccroHanbHbIN)

OK1-7
nK1.1-13

yMeTb:
NPUMEHSITb B NpodeccroHarnsHom
OeAaTenbHOCTW NpUeMbl 4eNOoBOro 0bLeHuns;
3HaThb:

OCHOBHbI€e npasuna npodeccrnoHansHon
3TUKM 1 NpreMbl A4eNOBOro obLeHNs B
KOMnneKkTuBe;

0cobeHHOCTU NPOdECCUOHANBHON ATUKM U
MCKXOMNOrMN AeroBOro obLLEHUs CryKaLlmx
rocy4apCTBEHHbIX U UHbIX OpraHn3auuoHHO-
NpaBoBbIX (POPM yUpEXAEHUIN U OpraHn3aLmn;

Or.o6.
lNpodeccunoHansHasa aTuka
N NCUXoriorns 4enoBoro
obLieHns

OK1-8
NnK1.2-16,1.8

yMeTb:

Or.07. KomnbtoTepHas

0K2,4,5,9




npodeccroHansHo OCcyLEeCTBNATL Habop
TEKCTOB Ha NepCcoHanbHOM KOMMbIOTEpE;
3HaTb:

PYCCKYIO U TAaTUHCKYIO KraBuaTypy
nepcoHanbLHOro KoMMboTepa;

npaBwuna opopMIIEHNST JOKYMEHTOB Ha
nepcoHanbHOM KOMMbIOTEPE;

06paboTka AOKYMEHTOB

nK1.1,1.3- 1.9,
22,24,25

YMETb:

3aluLaTh CBOW rNpasa B COOTBETCTBUM C
TPpyAoBbIM 3aKOHOOATE IbCTBOM;
ncnonb3oBaTh NPaBoBYO MHOPMALMIO B
npodeccnoHanbHon AeaTeNnsHOCTY;

3HaTb:

npasa n 0653aHHOCTUN CRyXaLlux;
3akoHofaTerbHble aKTbl U UHblE HOPMATUBHbIE
npaBoOBble AOKYMEHTbI, perynupytoLiune
NpaBOOTHOLWIEHUA ¢)M3MH€CKVIX n
ropuandecKkmx nuu;

OCHOBHbIE 3aKoHOoAaTernbHbIe akThl O
npasoBom obecneveHnn npoeccmoHansHoOm
OEeATENbHOCTU CnyXalumx;

Or1.08. NMpaBoBoe
obecne4veHne
npodeccuoHansHon
AesaTenbHoCTH

OK1-7
nK1.1,1.2,1.4,
15,17,1.8

yMEeTb:
0hOpMAATb LOKYMEHTALMIO MO YNpaBeHnto
KayeCcTBOM MPOAYKLUN;

3HaThb:

OCHOBHbI€ MOJIOXEHUSA CUCTEM MEHEMXKMEHTa
KayecTBa 1 TpebOBaHUS K HUM;
METOOUYECKYI0 N HOPMATUBHYHO
OOKYMEHTaLMIO MO yrNpaBreHUo KayecTBOM
npoayKunu;

Or1.09. YnpasneHue
KayeCcTBOM

OK1-9
nK2.1-2.3,
NnKa3.1,3.2,3.5

yMEeTb;
co3faBaTb ONaronpUATHBLIN NCUXOOrMYECKUA
Knumat B KOJIIIEKTUBE;

aheKTUBHO ynpasBnaTb TPYLOBLIMU
pecypcamu;

Or1.10. YnpaBneHue
nepcoHanom

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




3HaTb:
coaep)xaHue KaapoBoro, MHMOPMaLIMOHHOTO,
TEXHMYECKOro 1 NpaBoBoro obecnevyeHus
CUCTEMbI yrpaBreHnsi NepcoHarnom;
OpraHu3aLUMOHHYI0 CTPYKTYPY CryKObl
yrnpaBfieHnsi nepcoHarnom;

obLwme NPYHUMMbI yNpaBrieHUsl NepCcoHanoMm;
MPUHLUWIMBI OpraHM3auuy KagpoBoii paboTol;
NCMXOMNOrMYeckne acnekTbl ynpasneHus,
cnocobbl paspelLeHnst KOHMMMKTHBIX
CUTYyaLWi B KOMMEKTUBE;

yMeTb:
NCMonb3oBaTb METOAbl HAY4YHOro NO3HaHWS B
nccnegoBaTenbCKON AeATENbHOCTHY;

3HaTh!

0 NOCNeAcTBUSAX CBOEN NpodecCcnoHansHon
OeAaTenbHOCTY C TOYKN 3pEeHNst eQNHCTBA
Buocdepsbl M BuocoumansHon Npmpoabl
YernoBseka;

OCHOBHbIe TEPMWHbI 1 onpedeneHus,
ncrnonb3yemMble Npy POPMUPOBaHNM
AOKYMEHTOB B 0611acTu Hay4Ho-
nccnegoBaTenbCKON AeATEeNbHOCTHY;

Orl1.11. OcHoBbl
uccregoBaTenbCKom
JeATenbHOCTH

OK1-9
NnK2.1, 2.6, 3.2,
3.3,35

yMeTb:

NpoBoOANTb HEOGXOOAUMbIE pacyeThbl MO
HaroroBoMy, KpeauTHOMY, GloIKETHOMY
perynupoBaHnio 9KOHOMUYECKNX NMPOLEeCCOB;
3HaTh!

cnocobbl rocyaapCTBEHHOMO PerynupoBaHuns
9KOHOMMWKMN B NEPEXOAHBIN Nepnoa K pbiHKY;
OMHaMUKY coLmarnbHO-3KOHOMUYECKNX
MPOLIECCOB, NMPOUCXOASALUMX B CTPaHe, UX
CTaTUCTUYECKNE 3aKOHOMEPHOCTM;
NPUHLMMBI 1 OPMbI rOCYAapCTBEHHOTO
PErynupoBaHns 3KOHOMUKW B PbIHOYHbIX
YCMOBUSX;

Or1.12. l'ocygapcTBeHHOE
perynupoBaHnue 3KOHOMUKU

OK1-9
NnK 3.5, 3.6




yMeTb:

00BACHATE pasnuyHble hopMbl
rocy4apCTBEHHOIO yrpaBreHus;
Nonb30BaTbCA OCHOBHLIMU HOPMAaTUBHO-
NpaBoOBbIMW AOKYMEHTaMu, onpeaensowmmm
CUCTEMY rocy4apCTBEHHOIO yrNpaBleHus:;
Nonb30BaTbCA MaKPOIKOHOMUYECKUMMU
nokasaTensimu;

BNageTb MeToAamu paspeLleHus
KOH(PMAMKTHBIX CUTYyauui;

3HaTb:

Hay4Hbl€ OCHOBbI CUCTEMbI FOCYAapPCTBEHHOMO
yrpaBneHus;

CTPYKTYPY OpraHoB rocyapCTBEHHOIO
ynpaBreHusi; cogepXXaHme n HanpasneHve
rocy4apCTBEHHON NOMUTUKK;

ynpaBneHue counanbHon cepon n
KOH(PIMKTHBIMU CUTyaUNsaMK;

Orl.13. Cucrema
rocyaapCTBEHHOro
yn paBneHusa

OK1-9
NnK2.6, 2.7, 3.6

yMeTb:

XapakTepusoBaTb MCMOMHUTENbHYIO BNacTb B
CcOoBpeMeHHow Poccumn n npobnemsl ee
MoZepHu3auuu;

006 BACHATE cneunduKy rocyaapcTBEHHOIO
yrpaBneHnsa Ha permoHansHOM YpOBHeE;
3HaTb:

rocygapctBeHHbIN annapaT Poccun B cucteme
COBETCKOro rocyapcTBea;

nepuoabl CTaHOBEHWS U SBOJTHOLMMN
a4MVHUCTPATMBHO-KOMAHOHOW CUCTEMBbI
yrpaBneHus;

COBETCKWUI OMbIT aAMUHUCTPUPOBAHUS; KPU3UC
deaepatmBHon cuctembl Cotoza CoBETCKNX
CoumanucTtuyecknx Pecnybnuk; nepvog
CTaHOBMNEHWs1 HOBOW CUCTEMbI OpraHm3auum
rocygapctBeHHown Bnactu B Poccun B 1990 -
1993 rr.;

OCHOBHbI€E NMornoxeHns KoHCcTUTyumm

Orl1.14. OpraHusauus
rocy4apCTBEHHbIX
yupexaeHun Poccum

OK1-9
nK1.2,1.3,2.1,
2.6,3.5,3.6




Poccunckon ®egepaumn 1993 r. n npouecc
hOpMUPOBAHMSA HOBbIX OPraHoB
rocygapCTBeHHON BnacTu;
npeacTaBuTENbHbIE OpraHbl BlacTu B Havane
XXI B., CTPYKTYpPY UCMOSNIHUTENBHOWN BfacTu B
coBpeMeHHow Poccumn n npobnemel ee
MogepHM3aunm;

crneumduky pecdopmMmmnpoBaHns cynebHon
cuctembl Poccuinckon degepauuuy;

yMeTb:
OopraHun3oBbIBaTb 1 NMPOBOAUTL MEPONPUATUS
no 3awuTe paboTarowmx 1 HaceneHus ot
HeraTUBHbIX BO34ENCTBUI Ype3BblHaHbIX
cuUTyauum;

npegnpuHMMaTh NpodunakTu4ecKne mepbl
ONS CHUWKEHNS YPOBHS ONacHOCTEN
pasnu4YHoro BMaa v Ux NocneacTsuni B
npodeccnoHanbHon AeATENbHOCTU U BbITY;
NCnonb3oBaTh CPEACTBA MHAMBUOYANTbHOW U
KOMMNEKTMBHOW 3aLLMTbl OT OPYXNUsi MaccoOBOro
nopaxeHus;

NPUMEHATb NEPBUYHBbIE CPeacTBa
noXapoTyLLeHUs;

OpPUEHTUPOBAaTLCH B NepeyHe BOEHHO-Y4ETHbIX
cneumanbHOCTEN N CaMOCTOATENBHO
onpenenaTb Cpean HUX POACTBEHHbIE
nosly4eHHOM cneunanbHOCTY;

NPUMEHsSITb NPodeCcCnoHarbHble 3HaHUS B
XoAe UCMnonHeHns o0s3aHHOCTE BOEHHOM
CNy>X0bl HA BOUHCKNX OOIMKHOCTSX B
COOTBETCTBUM C MOMYYEHHOW
cneumanbHOCTbIO;

BnageTb cnocobammn 6ecKoHMIMKTHOro
o6LleHns n camoperynsiumm B NoBCeAHEBHOM
0eaTenbHOCTU U SKCTPeMaribHbIX YCOBUAX
BOEHHOW CryX06bl;

OKasblBaTb MepBY NOMOLLb NOCTPagaBLUNM;

68

Ofl1.15. be3onacHocTb
XU3HeaeATenbHOCTH

OK1-9
MnK1.1-1.5,
21-24,27,
3.1-3.6




3HaTb:
npuvHUMNbl obecnevyeHns yCTon4nBoCcTm

00 BEKTOB 9KOHOMUKM, MPOrHO3UPOBAHNUS
pa3BuUTMSA COBbITUI U OLEHKN MOCNEACTBUN
NPV TEXHOTEHHbIX YPE3BbIYaNHbIX CUTYaLUSX 1
CTUXUIHBIX SBMEHUSIX, B TOM YNCNE B
YCINOBUAX MPOTUBOOENCTBUSA TEPPOPU3MY KaK
Cepbe3HOou yrpo3e HauMoHanbHom
©e3onacHocTn Poccup;

OCHOBHbI€ BUAbI MOTEHLMANbHbBIX ONAacHOCTEN
1 UX nocrneacTens B NpodeccMoHanbHOM
OEeATeNnbHOCTU U BbITY, MPUHLMMNBI CHUXKEHUS
BEPOATHOCTU UX peanusauuu;

OCHOBbI BOEHHOW CIy0bl 1 0O0POHbI
rocynapcrBa;

3aJa4ym 1 OCHOBHbIE MEPONPUATHUS
rpakgaHckon 060opoHbl; cnocobbl 3almnThbl
HaceneHus OT OPYXXMUsi MacCOBOIO NOPaXeHWS;
Mepbl NoxapHon 6esonacHoCTv 1 Npasuna
Be3onacHoro nosegeHns Npu noxapax;
OopraHusaumio 1 NopsaoK NpM3biBa rpaxaaH Ha
BOEHHYIO CNYX0y 1 NOCTYNMEHNs Ha Hee B
A00OpPOBOMBLHOM NOPSIAKE;

OCHOBHbIE BUbl BOOPY>XEHWSsI, BOEHHOM
TEXHUKM N CMELMANbHOIO CHAPSKEHUS,
cocTosILue Ha BOOPY>KEeHUU (OCHALLLEHMW)
BOMHCKMX NogpasfeneHnii, B KOTOpbIX
NUMEITCS BOEHHO-YYETHbBIE CNELMNanbHOCTH,
poacTBeHHble cneuunansHocTsm ClO;
obnacTb NPpUMEHEeHUs Nory4aemMbIxX
npodeccnoHarnbHbIX 3HAHWUIA NPU UCMIONTHEHUN
00513aHHOCTEN BOEHHOW CITyX0bl;

NOpsiAOK U NpaBuria okasaHusi NepBon
NMOMOLLM NOCTPaaaBLUMM.

MM.00

MpodeccnoHanbHble MoayNU

1298

866

MNM.o1

OpraHnsaumsa AOKyMeHTaLUMOHHOIo

MOK.01.01.

OK1-9




obecneyeHns ynpaeneHus un
hYHKLMOHMPOBaAHUSI OpraHM3aumm

B pesynbTarte n3yyeHuns npogeccuoHansHoro
MoAyrs 00y4aloLWMINCa OOIMKEH:

UMETb MPaKTUYECKUI OMbIT:

opraHm3aumm JOKyMEHTaLNOHHOTO
obecneyeHns ynpasneHus un
hyHKLMOHMPOBaHUSA OpraHv3aunu;

YMeTb:

NPUMEHSTb HOPMaTMBHbIE NPaBOBbLIE aKTbl B
yrpaBneH4yeckon OeaTeNbHOCTY;
NMoAroTaBnMBaTh NPOEKThLI YNPaBneH4YeCcKnx
peLueHun;

obpabaTbiBaTb NoCTynawLwme u
OTMNpaBnsieMble JOKYMEHTHI,
cMcTemMaTnamMpoBaTh UX, COCTaBMATb
HOMeHKNaTypy Aen u popMmpoBaTb
OOKYMEHTbI B Aena;

rOTOBWUTb M NMPOBOAUTbL COBELLaHUs, AeroBble
BCTpeYM, NpmMemMbl 1 Npe3eHTaumu;

3HaTb:

HOpMaTUBHbIE NPaBOBLIE aKTbl B 06racTu
opraHusaumm ynpaBreH4YecKon AesaTeNbHOCTY;
OCHOBHbIE NpaBuIia XpaHeHUs 1 3aLmThbl
cnyxebHon nHcopmMaumn.

[okyMeHTaumoHHoe
obecneyeHune ynpasneHus

MK[.01.02. NpaBoBoe
perynupoBaHune
yrnpaBrneH4eCcKon
[eATENbHOCTU

MK.01.03. OpraHunsauus
CekpeTapcKoro
obcnyxmBaHus

MnmK1.1-1.11

nmM.o2

OpraHu3auns apxXuBHOWN U CNPaBOYHO-
NMHOPMaLMOHHOM paboThbl MO JOKYMEHTam
opraHusauumu

B pesynbTaTte n3yyeHns npogeccuoHansHoro
Mo yns 00y4alLUNCs OOIMKEH:

NMETb MPaKTUYECKUI ONbIT:

opraHm3aumm apxXuBHOW U CNpPaBOYHO-
nHdopMaLMOHHOW paboTbl N0 JOKYMEHTaM
opraHusauuu;

yMeTb:

MIK.02.01. OpraHusauus un
HOPMaTUBHO-MPaBOBbLIE
OCHOBbI apXMBHOTO Aena

MIK.02.02.
locyaapCTBEHHbIE,
MyHULUMNanbHbIE apXyBbl 1
apxuBbl opraHusauuim

MIOK.02.03. MeToauka u
npakTuka apxMBoBEOEHUS

OK1-9
MnK2.1-27




OpraHn3oBbLIBaTb OEATENbHOCTb apXuBa C
y4yeToM cTaTyca 1 Npoduns opraHmsauuu;
paboTaTb B CUCTEMAX 3NEKTPOHHOTO
OOKyMeHToobopoTa;

NCnonb30BaTh B AeATENIbHOCTM apXuBa
COBPEMEHHbIE KOMMbIOTEPHbIE TEXHOMOMNN;
NPUMEHSATb COBPEMEHHbIE METOANKMN
KOHCepBaLuMmM 1 pecTaBpaLumn apxXmBHbIX
OOKYMEHTOB;

3HaTh:

CUCTEMY apXMBHbIX YyYpEXAEHWI B
Poccunckon ®egepaumm n opraHnsaumio
ApxusHoro ooHaga Poccuinckon degepaumu;
CUCTEMY XpaHEeHUs 1 00pabOoTKN AOKYMEHTOB.

MOK.02.04. Obecne4veHne
COXPaHHOCTM JOKYMEHTOB

MM.03

OcywecTBneHne JOKyMEHTaUMOHHOro
obecneyeHns ynpasneH1s n apxmeHOro gena
C MCNOMNb30BaHNEM NPOrpaMMHbIX CPEACTB
yyeTa, XpaHeHusl, 06paboTkn 1 nomcka
OOKYMEHTOB

B pesynbTaTte nsyyeHus npodeccuoHarnbHoro
MoAyrns 0Oy4aloLmMINCca OOMKEH:

NUMETb MPaKTUYECKUI OMbIT:

paboTbl C NporpaMMHbIMWU CPEACTBaMN yyeTa,
XpaHeHusi, 06paboTkM 1 Noncka JOKYMEHTOB;
opraHusauum cnpasoYHO-UHPOPMALMOHHOM
OeAaTenbHOCTU C AOKYMEHTaMu;

yMEeTb;

paboTaTtb ¢ NpodeccuoHanbLHO
OPUEHTUPOBAHHBLIM MPOrPaMMHbIM
obecneyeHrem B obnactu
OOKYMEHTaLMOHHOro obecneveHust
ynpasneHus (ganee - 4OY) n apxuBHOro
aena;

OpraHM3oBbIBaTb BHEAPEHNE
aBTOMaTU3MPOBAHHOW CUCTEMBI B Cyx0e
[OY n apxuBe (TexHn4eckoe 3agaHue,
noHsitne o CASE-TexHonorusx);

MIK.03.01.
WNHdopmaumnoHHble
TEXHOMNormmn B
AOKYMEHTaLMOHHOM
obecneyeHnn ynpasneHus
N apxXuBHOM fAene

MK.03.02. MeTtoguka
pauunoHanusaumm
OOKYMEHTaLMOHHOIo
obecneyeHuns ynpaBneHus
N apXuBHOro gena

MK[.03.03. OpraHunzauus
paboTbl C 3NEKTPOHHbLIMK
OOKYMeHTamu

OK1-9
NnK3.1-3.6




HaxoauTb Heobxoanmyto MHOPMaLMIo,
Nonb3oBaTbCs NHOPMALIMOHHBIMU
pecypcamu cetn MiHTepHeTa B obnactu
OOKYMEHTOBEeOEHMS N apXMBHOIO Aena;
paboTaTb C 3MEeKTPOHHLIMU JOKYMEHTaMu;
NCNonb3oBaTb CETEBbLIE NPOrPamMMHbIe U
TEeXHU4Yeckne cpeactea B NpodeccnoHansHon
AeaTensHOCTY;

3HaTb:

PbIHOK CNeLnanM3npoBaHHOro NpPUKNagHoro
nporpaMmHoro obecnedeHus B obnactu JOY
N apXxMBHOTIO Aena (aBTomMaTuyeckme cucTemsl
ynpaBneHust LOKyMeHTaMm);

coBpeMeHHoe cocTosiHue [OY
rocy4apCTBEHHbIX U HEroCcyaapCTBEHHbIX
yyYpexaeHun, rocyaapcTBEeHHbIX,
MYHULMNAMNbHBIX U HErocy4apCTBEHHbIX
apxuBoB B 061acTu NpMMeHeHns
NHPOPMALIMOHHBIX TEXHOITOMMN U
NCMNONb30BaHWsA Creuman3npoBaHHOro
nporpaMmmHoro obecneveHus;
KoprnopaTuBHbIE MH(POPMALIMOHHBIE CUCTEMB,
aBTOMATU3MPOBaHHbIE MO CMCTEMAM
OOKYMeHTauum1, B TOM YMCre KagapOBOW,
OyxydeTa;

nepcneKkTuBHbIE HanpaBneHus
nHdopmatmsaumm JOY n apxvBHOro gena;
3akoHogaTenbHy 6a3y, OCHOBHbIE Yrpo3bl
MHopMaLmMoHHON 6e30MacHOCTH.

NM.o4

BbinonHeHne paboT No 0AHOM Unn
HecKomnbkuM npodeccusim paboumx,
OOIMKHOCTSAM CIy>KaLLmX

BapuaTuBHas 4actb y4ebHbix umknos MMNCC3
(onpepenseTcsa obpaszoBaTenbHOM
opraHu3saumen caMoCTOATENbHO)

1620

1080




Bcero 4acoB 06y4eHus no y4ebHbIM Luknam 5292 3528
Mnccs
YT1.00 YyebHasi npakTuka OK1-9
MK1.1-3.6
Mn.oo MpounsBoacTeseHHasa npakTuka (No Nnpoduno 10 Hen. 360
cneunanbHOCTK)
nan.oo lMponsBoacTBEHHAs NpakTuka 4 Hep.
(npepovnnomHas)
MA.00 MpomexyToyHas aTTectauns 5 Hep.
MA.00 [locygapcTBeHHas UToroas aTrectauns 6 Heq.
MA.01 lMoaroToBka BbINYCKHON KBaANnuKaLMOHHON 4 nep.
paboThbl
MA.02 3awmTa BbINyCKHON KBannuKaLMoHHON 2 Heg.

paboThl

Cpok nony4yerust CIMO no MNMNCC3 yrnybneHHon NoaroToBKM B 04HOM hopMe 00yyeHusa coctaBnsaeT 147 Hegenb, B TOM Yncne:

O0y4eHure No y4ebHbIM LuKIam 98 Hep.
YyebHas npakTuka

10 Hep.
lMpousBoacTBeHHas npakTuka (No Npodunio cneynansHOCTH)
lMpousBoacTBeHHas nNpakTuka (NpegaunnomHas) 4 Hep.
lMpomexyTovHas aTTecTaums 5 Hep.
"ocynapcTBeHHast MToroBas aTrecraums 6 Hep.
KaHnkynspHoe Bpems 24 Hep.

WNToro

147 Hep.

Tabnuua 6



VII. TPEBOBAHWA K YCITOBUAM PEANN3ALMN NMPOIrPAMMbBI NOATOTOBKU
CMNEUMANNCTOB CPEOHEIO 3BEHA

7.1. Obpa3soBaTenbHasi opraHM3aums caMmocTosTenbHO paspabartbiBaeT u yTBepxaaet MMCC3 B
cootBeTcTBMM € HacTosiwmum PIrOC CIMO un ¢ yueToM cooTBeTCTBYOLWWEN NpuMepHon MIMNCCS3.

Mepen Havanom paspabotkm MIMNCC3 obpasoBatenbHasi opraHM3aumMs OOSMkHa onpeaenuTb ee
cneundmrky € y4eTOM HanpaBfeHHOCTM Ha YOOBMEeTBOpeHWe noTpebHocTen pblHKa Tpygaa MU
paboTogaTtenen, KOHKPETU3UPOBATL KOHEYHbIE pe3ynbTaTbl 00y4eHUs B BUAE KOMMETEHLMIN, YMEHUN U
3HaHWI, NpnodpeTaemMoro NpakTUYeCcKoro onbiTa.

KoHKpeTHble BUAblI AeATENBHOCTH, K KOTOPbIM FOTOBUTCS 0By4aroLmics, OIMKHBI COOTBETCTBOBATL
npuceaMBaemMon  kBanudukauuu, onpedensTb  coaepxaHve  obpasoBaTenbHOW  NporpaMmmbl,
paspabatbiBaeMon  oOpasoBaTenbHOM  OpraHuM3auuer’r  COBMECTHO C  3aUHTEPECOBaHHbLIMM
paboTogarensmu.

Mpwn dopmmpoaHmm MNIMCC3 obpasoBaTtenbHas opraHn3auns:

UMeeT MpaBO WCMOMb30BaTb OOBEM BpEMEHW, OTBEAEHHbIN Ha BapuaTMBHYK 4acTb Y4EOHbIX
uuknos [TMNCC3, yBenuumMBas npu 3TOM OObLEM BpPEMEHW, OTBEOEHHbIN HA OUCUUMMAMHBI U MOZYMM
ob6sa3aTensHon Yactu, NMBO BBOAA HOBble AMCUMMNIUHBI MU MOAYMM B COOTBETCTBUM C NOTpebHOCTAMM
paboTtogartenen n cneungurkon aeaTenbHOCTM 06pasoBaTenbLHON opraHusaunu;

UMeeT NpaBo onpefensaTb AN OCBOEHUs obydaloWwmnmMmncs B pamkax npodeccmoHanbHOro Mogyrns
npocdeccuto pabodero, OOMKHOCTb criyxawero (0gHy WM HECKONbKO) COrfacHO MNPUMOXKEHWUIO K
HacToswemy ®IrOC Clo;

obsizaHa exerogHo obHoBnATe MNCC3 ¢ yyetom 3anpocoB paboTogaTtenen, ocobeHHocTen
pasBUTUA pernoHa, KynbTypbl, HAyKW, SKOHOMUKWU, TEXHUKWN, TEXHONOMMIA N coumnanbHon cdepbl B paMkax,
yCcTaHOBIEeHHbIX HacTosawmm OIroC CrI10;

06sa3aHa B pabounx y4ebHbIX NporpaMmmax BCex QUCUUMMH U NPOdeCcCMOoHanbHbIX Modynen YeTko
dopmynupoBatb TpeboBaHMA K pe3ynbTataM WX OCBOEHUSA: KOMMETeHuusM, npuobpeTtaemomy
NpaKkTUYECKOMY OMbITY, 3HAHUAM U YMEHUSAM;

06s3aHa obecneumBaTtb A(PPEKTUBHYIO CaMOCTOSATENBHYK paboTy oby4valolmxca B coYeTaHum C
COBEPLUEHCTBOBAHNEM YNpPaBlieHUs1 €10 CO CTOPOHbI MpenogaBaTenei U MacTepoB MPOU3BOACTBEHHOMO
0byyeHus;

obszaHa obecneumBaTb obyyalWwMMCA  BO3MOXHOCTb  yyacTBoBaTb B (hopmupoBaHum
nHAMBUAYyanbHoN obpasoBaTenbHON NPorpaMmmsl;

obsa3aHa hopmMpoBaTb COLMOKYNBbTYPHYHO cpedy, co3gaBaTb YCroBus, Heobxoaumble Ans
BCECTOPOHHEr0 pasBUTUS W couManu3aumm JNUYHOCTW, COXpaHeHust 340pOoBbs  ObyyaroLmxcs,
cnocobCcTBOBaTb pPa3BUTMIO BOCMUTATENBHOINO KOMMOHEHTa oOpas3oBaTenbHOro npolecca, BKA4Yas
pasBUTME CTYOEHYECKOro CaMoynpaBfeHusl, ydactve oOyvawowmxca B paboTe 0OLeCTBEHHbIX
opraHu3auui, CNopTUBHBIX U TBOPYECKMX KITyOOB;

OOIMmKHa npegycMaTpyBaTth B LENsAX peanu3auun KOMMNEeTEHTHOCTHOIO MOAXOAa WUCMONb30BaHME B
obpaszoBaTenbHOM MPOLLECCE aKTUBHbIX U MHTEPAKTMBHBLIX (DOPM MPOBEAEHUS 3aHATUA (KOMMbIOTEPHbIX
CUMYNSLMIA, OENoBbIX W pONeBbIX Mrp, pa3bopa KOHKPETHbIX CUTyauuih, MCUXOMNOrMYECKUX U UHbIX
TPEHWHIOB, TPYyNMnoBbIX AWCKYCCUA) B COYETaHMM C BHeayaAWTOpHOW paboTtom Ans opMuMpoBaHuUs U
pasBUTMS obLLMX U NpodeccuoHanbHbIX KOMNETEHLMN 00yYaroLLMXCS.

7.2. Mpun peanusaumm IMIMCC3 oby4varowmecss UMEOT akageMunyeckue npaea M 0683aHHOCTU B
cootBeTcTBMM C DdepepanbHbiM 3akoHOM OT 29 pekabpst 2012 r. N 273-®3 "O6 obpasoBaHuM B
Poccuiickon ®epepauun” <1>,

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

7.3. MakcuMmarnbHbIl 06bem y4ebHOM Harpy3ku obydarollerocs coctaBnseT 54 akageMu4eckmx
Yyaca B HeZero, BKIoYas BCce BUAbl ayAUTOPHOW U BHeAyaUTOPHOW y4eBHON Harpysku.

7.4. MakcumarnbHbIi 00beM ayauTOPHOM y4eOHOWM Harpy3km B O4HON hopme 0ByYeHnss cocTaBnsaeT
36 akageMn4ecKknx 4YacoB B Heaeno.

7.5. MakcumanbHbIi 06beM ayauTOPHOW y4eBHOW Harpyskm B OYHO-3a04HOM hopme obyyeHus
cocTaBnsieT 16 akageMun4ecknx 4YacoB B HeErto.

7.6. MakcmanbHbIN 06beM ayaAMTOpPHOW yd4ebHOWM Harpysku B rof B 3a04HOW ¢hopme o0y4yeHus
coctaBnseT 160 akageMU4ecknx 4acos.

7.7. O6Wwasa NpoooMmKUTENBHOCTb KaHUKYN B y4ebHOM roay AormkHa cocTaenaTh 8 - 11 Hedenbs, B
TOM YuCHe HEe MeHee 2-X Hefienb B 3UMHUI Nepuoa.

7.8. BbinonHeHue kypcoBoro npoekta (paboTbl) paccmatpuBaeTcsl Kak Bua ydyebHon paboTbl no
AncuunnuHe (aMcuunnuHam) npodeccuoHanbHoro ydebHoro umkna mn (Mnu) npodpeccuoHansHOMy
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Mogyno (Mogynsim) npodeccuoHanbHOro y4ebHOroO UMKNa M peanu3yetcd B npegenax BpeMeHwu,
OTBEAEHHOrO Ha ee (MX) u3yveHue.

7.9. OucumnnunHa "dusmdeckas KynbTypa" npegycmatpmBaeT exeHeaesnbHo 2 Yaca ob6sa3aTeribHbIX
ayOMTOPHbIX 3aHATUA U 2 Yaca camoCToATEeNbHOW paboThl (3a CYET pasnUyHbiX OpM BHEAYAUTOPHBIX
3aHSTUI B CMOPTUBHbLIX KNybax, cekuusx).

7.10. ObpasoBaTtenbHas opraHnsauusa MMeeT NpaBo ANA MNOArPYNn AEBYLIEK MCMONb30BaTh YacTb
y4yebHOro BpemMeHn aucuunnuHbl “"besonacHocTb XusHepeATenbHocTn" (48 4vacoB), OTBEOEHHOrO Ha
n3y4yeHne OCHOB BOEHHON cryX6bl, HA OCBOEHNE OCHOB MEANLIMHCKUX 3HaHUN.

7.11. TNonydyenne CI1O Ha 6ase ocHOBHOrO o6Wero o06pa3oBaHMs OCYLLECTBMASETCH C
OZHOBPEMEHHBIM MonydyeHneMm cpepHero obuwero obpasoBaHusa B npegenax lNMNCC3. B atom cnyyae
MMNCCS, peanunsyemaa Ha 06ase ocHoBHOro obuiero obpasoBaHuda, pa3pabaTbiBaeTCcs Ha OCHOBE
TpeboBaHM COOTBETCTBYIOLWMNX beaepanbHbiX rOCygapCTBEHHbIX oObpasoBaTenbHbIX CTaHAapTOB
cpeaHero obuero obpasoBanust u CINO ¢ yyeTom nonyvaemon cneumansHocTu CI10.

Cpok ocBoeHus MMNCC3 B o4yHOM dhopme 00y4veHUs anst nuy, obydvarowmxcss Ha 6ase OCHOBHOIO
obLero obpa3oBaHusi, yBenuunBaeTcs Ha 52 Hegenu 13 pacyera:

TeopeTuyeckoe obyyeHne (npu obsizaTenbHOM y4ebHOM Harpy3ke 36 4acoB B HeAeNo) 39 Hep.
NpoMeXXyToYHasl aTTecTaums 2 Heq.
KaHWKyIbl 11 Hep.

7.12. KoHcynbTauum Ans obyyalwmxcs MO OYHOM W  OYHO-3a04HOM popmam oByyeHus
npegycmaTtpuBaloTcs obpasoBaTensHON opraHm3aumen n3 pacyeta 4 yaca Ha ogHoro oby4yaroLerocs Ha
Kakabl y4ebHbIM rod, B TOM 4Yucre B nepuop peanusaumym obpasoBaTenbHOM MporpaMmmbl CpeaHero
obwero obpasoBaHua ang nuu, obydvatowmxca Ha 6ase ocHoBHoro obuero obpasoBaHusa. Popmbl
NpoBeAEeHNs KOHCynbTauui (rpynnoBble, WHAMBUAOYalbHbIE, MUCbMEHHbIE, YCTHbIE) OMNpPeaensTCcs
obpasoBaTtenbHOM opraHu3auunen.

7.13. B nepuopg oby4yeHus ¢ toHowamm npoBoaaTcs y4ebHble coopbl <1>.

<1> MyHkT 1 cTtatbn 13 depepanvHoro 3akoHa oT 28 mapta 1998 r. N 53-0®3 "O BouHckon
065s3aHHOCTM M BOeHHoM cnyxbe" (CobpaHue 3akoHopgaTensctBa Poccuiickon degepaunm, 1998, N 13,
cT. 1475; N 30, c1. 3613; 2000, N 33, cT1. 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, cT1. 3030, cTt. 3033; 2003, N 1,
cT. 1; N 8, cT. 709; N 27, cT. 2700; N 46, cT. 4437; 2004, N 8, c1. 600; N 17, cT. 1587; N 18, cT. 1687; N
25, cT. 2484; N 27, c1. 2711; N 35, cT. 3607; N 49, cT. 4848; 2005, N 10, cT. 763; N 14, c1. 1212; N 27,
cT. 2716; N 29, c1. 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, cT. 2062; N 28, cT. 2974; N 29, cT1. 3121, cT. 3122, c1. 3123; N
41, cT1. 4206; N 44, cT. 4534; N 50, cT. 5281; 2007, N 2, cT. 362; N 16, cT. 1830; N 31, c1. 4011; N 45, cT.
5418; N 49, ct. 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, cT1. 2765; N 26, cT. 3124; N 48, cT1. 5735, c1. 5736; N 51, cT.
6149; N 52, cT. 6404; 2010, N 11, cT. 1167, c1. 1176, c1. 1177; N 31, cT. 4192; N 49, cT1. 6415; 2011, N 1,
cT. 16; N 27, cT. 3878; N 30, cT. 4589; N 48, c1. 6730; N 49, cT. 7021, cT. 7053, cT. 7054; N 50, cT. 7366;
2012, N 50, c1. 6954; N 53, cT. 7613; 2013, N 9, cT1. 870; N 19, cT. 2329; cT1. 2331; N 23, cT1. 2869; N 27,
CT. 3462, cT. 3477; N 48, cT. 6165).

7.14. Tpaktuka sBnsietca obs3atenbHbiM pasgenom [NMCC3. Ona npepctaBnseT cobon BuA
y4yebHOM [eATenbHOCTU, HanpaBfeHHOW Ha (opMUpPOBaAHWE, 3aKpeENsieHWe, PasBUTME MNPAKTUYECKMX
HaBbIKOB U KOMMETEHLMN B NPOLECCE BbINOSTHEHUS ONpeaeneHHbIX BUA0B paboT, cBA3aHHbLIX C byayuien
npodeccuoHansHon aesrtenbHocTblo. Mpu peannsaumu MNMMNCC3 npegycmaTpmBatoTes crnegyolime Buabl
npakTuk: y4ebHasi 1 NpoOM3BOACTBEHHAS.

MpounsBoacTBEHHAst NPaKTUKa COCTOUT M3 ABYX 3TAMNOB: NPaKTUKU MO NPOdUNi0 crneumansHOCTU U
npeaaunIoMHON NPaKTUKK.

YyebHasi npakTMka U NPOU3BOACTBEHHAs MpakTuka (Mo npodunio crneunansHOCTM) NPOBOAATCS
o6pa3oBaTenbHON OpraHusalmen Npu OCBOEHWM 06yvaroWwmnmmucsa npogeccnoHanbHbIX KOMNETEHUUA B
pamkax npod)eccrmoHarnbHbIX MOLYMEA U MOTYT peanu3oBbIBaTbCA KakK KOHLEHTPUPOBAHHO B HECKOJSIbKO
nepuodoB, TaK W pacCpedoTOYeHO, 4epedysCb C  TEOPETMYECKMMU  3aHATUSIMA B paMKax
npodeccuoHarnbHbIX MOAYMNEN.

Lenn wn 3apgaun, nporpammbl M OPMbl  OTYETHOCTM ONpegensawTca obpasoBaTeribHOM
opraHusaumen no Kaxaomy Buay npaxkTuku.

lMponsBoacTBEHHANA NpakTuUka AOMKHA NPOBOANTLCA B OpraHM3aumsix, HanpaBreHne AesaTenbHOCTH
KOTOpPbIX COOTBETCTBYET NPOUIIIO NOATOTOBKN 0By4atoLLMXCA.



ATTecTaums no mToram NpPoOU3BOACTBEHHOW MPAaKTMKW MPOBOAUTCSA C Y4ETOM (MM Ha OCHOBaHWK)
pe3ynbTaToB, NOATBEPXKAEHHbLIX JOKYMEHTaMn COOTBETCTBYIOLLMX OpPraHn3aumn.

7.15. Peanusauyus TMMCC3 no cneuunanbHOCTM [JoMmkHa obecneymBaTbCa negarornyeckumm
Kagpamu, WMelWwUMn Bbicliee oOpa3oBaHuWe, COOTBETCTBylOLWEee npodunio npenogaBaeMon
avcumnnuibl (Mogyns). OnbIT AeATENbHOCTU B OpraHvM3aumsix COOTBETCTBYHOLLEN NPodecCMoHanbHOM
cepbl gBnsieTca obsizaTenbHbIM AN NpenogaBaTernie, OTBeYalLmMx 3a OCBOeHWe obydarommcs
npoceccuoHansHoro ydebHoro umkna. Npenogasateny nony4atoT 4ONONHUTENBHOE NPOdeCcCMoHanbLHoe
obpasoBaHvMe MO nporpaMmMamM MOBbILIEHUS KBanudukaumv, B TOM uucrie B POpMe CTaXKUPOBKM B
nNpounbHbIX OpraHm3auusax He pexe 1 pasa B 3 roga.

7.16. TINCC3 pomkHa obecneunBatbCs Yy4ebHO-MEeTOOUYECKOW [AOKYMEHTauuMen no BCeMm
ANCUUNNUHAM, MEXAUCUMNINHAPHBLIM KypcaM 1 npodeccrnoHansHbiM moaynam MNIMCCS.

BHeayguTopHas pabota gomkHa — CONpoOBOXAATbCA  MeToAMYeckMMm  obecnedeHveMm wn
060CHOBaHMEM pacyeTa BpeMEHW, 3aTpaynBaemMoro Ha ee BhINOSHEHNE.

Peanusaums TMNCC3 pomkHa obecneuvMBaTbCs LOCTYNOM Kaxpaoro obydarouerocs k 6asam
AaHHbIX N BnbnvoTeyHbiM doHaam, HOPMUPYEMbIM MO MOMHOMY MNEPEYHI0 AMCUMNINH (Mogyrnen)
MMNCC3. Bo BpeMsi camocTosATENbHON NOAroTOBKM 00y4aromecs OomkHbl ObiTb 06ecneyeHbl 4OCTYNOM K
cetn IHTepHeT.

Kaxgbin obydvatowmiics gomkeH OblTb obecneyeH He MeHee 4YeM OfHMM Yy4YebHbIM neyaTHbIM U
(MnNn) ANEKTPOHHBIM U3OAHUEM MO KaXOoW AMCUMMIMHE NPOdECCMOHANBHOrO y4ebHOro uukna u ogHuUm
y4€BbHO-METOANYECKUM NEeYaTHbIM U (MNK) SMEKTPOHHBIM U34aHMEM MO KXXAOMY MEXAUCUUNINHAPHOMY
Kypcy (BKMoYas anekTpoHHble 6a3bl Nepnoanyeckmx n3gaHun).

BnbnuoteuHbin ¢doHO [omKeH ObiTb YKOMMMEKTOBaH MevaTHbiMM U (MNK)  3NEKTPOHHBLIMU
N34aHNAMN OCHOBHOMN W JOMOMHUTENBbHOW y4ebHOM nuTepaTypbl N0 ANCUMNIIMHAM BCEX y4ebHbIX LMKIOB,
Mn3gaHHoOM 3a nocnegHue 5 ner.

bubnuoTteyHbln ¢oHa, noMuMMo y4yebGHOM nuTepaTypbl, AOMMKEH BKNo4YaTb oduumanbHble,
cnpaBoYHO-6nbnunorpadudeckne n nepuogudeckme n3gaHus B pacyete 1 - 2 ak3emnnspa Ha kaxabix 100
obyyvaroLmxcs.

Kaxxgomy oby4atowemycs gosmkeH ObiTb o6ecneyveH JOCTyn K KoMnektam 6mbnmoteyHoro oHAaa,
COCTOSILLIUM HE MEHee YeM U3 5 HaMeHOBaHUM POCCUIACKNX XKypPHaroB.

O6pasoBartenbHas  opraHu3aumMsa  OOfKHa  NpefoctaBuTb  OOyvalLWMMCA  BO3MOXHOCTb
onepaTtMBHOro obmMeHa nHdopmMaumen ¢ pocCUcCKMMmn obpasoBaTeribHbIMU OpraHM3aumMsaMm U OCTyn K
COBpPEMEHHbIM NpodeccnoHanbHbiM 6a3am gaHHbIX U MHPOPMALMOHHBIM pecypcam ceTu HTepHerT.

7.17. Mpuem Ha ob6yyeHne no [MNCC3 3a cdeT OGKOAXETHbIX accuUrHoBaHMM edeparnbHOro
bopxketa, OwogxetoB cybbektoB Poccuiickom ®egepaumm 1M MeCcTHbIX  OlOaXeToB  ABnseTcs
0o0LenoCTynHbIM, €CNn MHOE He MPeAyCMOTPEHOo YacTbio 4 ctatbk 68 depepanbHoOro 3akoHa oT 29
aekabps 2012 r. N 273-®3 "O6 obpasoBaHun B Poccuiickon Pepepaunn” <1>. duHaHcupoBaHue
peanu3auun MMNCC3 [omMKHO OCYyLLECTBRATECA B 0ObeMe HE HUMXKE YCTAHOBIIEHHbLIX FOCYAapCTBEHHbIX
HOPMaTUBHbIX 3aTpaT Ha OKa3aHMe TOoCYLapCTBEHHOW ycnyrm B cdepe obpas3oBaHus AN OAHHOro
YPOBHSI.

<1> CobpaHue 3akoHogaTtenbcTBa Poccunckon ®Pegepauun, 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, cT1. 3388; N 30, cT. 4263.

7.18. OO6pasoBaTtenbHas opraHusauus, peanm3ytowas [MCC3, pomkHa pacnonaratb
MaTepuanbHo-TexHu4eckon 6ason, obecneunsaloLLen NpoBedeHne BCEX BUOOB NabopaTopHbIX paboT u
NpakTU4ECKUX 3aHATUWA, AMCUMUNIIMHAPHOW, MEXOUCLMUMNUHAPHON U MOAYNbHOW MOAroTOBKW, Yy4ebHow
NpaKkTWKW, MNpeayCMOTPEHHbIX Y4ebHbIM nnaHom obpasoBaTenbHOW opraHu3auun. MaTepuansHo-
TexHuyeckas 6a3a JomkHa COOTBETCTBOBATb A€NCTBYHOLLMM CaHUTapHbLIM U NPOTUBOMNOXapPHLIM HOPMaM.

MepeveHb kabrHeToB, NabopaTopuii, MacTepCKuxX
1 ApYrMx NomeLLeHni

KabuHeTbl:

coLmanbHO-9KOHOMUYECKUX ANCLIMMNIINH;

WHOCTPaAHHOTO A3blKa;

MaTeMaTUKN U MHGPOPMATUKMK;

3KOJI0rMYECKNX OCHOB MPUPOAONONb30BaHNS;

9KOHOMUKM OpraHmnsaLmm 1 ynpasneHns nepcoHarnom;
MEHEeIKMEHTA;

npaBoBOro obecneveHuns npodeccnoHanbHoOM oeATENBHOCTY;
rocyfapCTBEHHOW N MYHULMNANbHON CAyX0bl;
OOKyMeHTaLUMOHHOro obecneveHmns ynpasneHus;



apX1BOBEOEHUS;

nNpodeccnoHanbHON 3TUKM U MCUXONOTUN AEeN0BOro ObLLEHNS;

6e30nacHOCTN XN3HeAeATeNbHOCTY;

MEeTOONYECKUN.

JTabopaTopuu:

NMHGOPMATMKN U KOMMbIOTEPHON 06paboTKM LOKYMEHTOB;

TEXHUYECKNX CPeacTB ynpaBneHus;

CUCTEM 3MEKTPOHHOro OKYMEeHTo060poTa;

OOKYMeHTOBeAeHuS;

yyebHas kaHuenspus (cnyxba 4oOKyMeHTauMOHHOro obecneyeHuns ynpaBneHus).

CnopTUBHbIA KOMMIEKC:

CMOPTUBHLIN 3an;

OTKPbITbIN CTaAMOH LLUMPOKOro Npoduns ¢ aneMeHTaMm nosockl NPensTCTBUN;

CTPEnKoBbIN TMp (B Ntobor Mogmdurkaumy, BKIMYas SMEeKTPOHHbIN) U MecTo Ans cTpenbobl.

3anbli:

6ubnunoTeka, YATanbHbIM 3an C BbIXOAOM B CETb VIHTEPHET;

aKToBbIN 3an.

Peanusauusa NMMNCC3 gomkHa obecneynBaThb:

BbIMONHEHNEe obyvyawwmummcs nabopaTopHbIX M NPAKTUYECKUX  3aHATUR, BKIOYas  Kak
0ba3aTenbHbIN KOMMOHEHT NpakTUYeCKMe 3agaHns ¢ NCNoNb30BaHNEM NePCOHanbHbIX KOMMbIOTEPOB;

0OCBOEHMEe  obyvawwmmmncs  npodpeccuoHanbHbIX — MOoAynerW B YCMOBMSAX — CO34AHHOM
COOTBETCTBYIOLLEN 0bpasoBaTenbHOW cpefbl B 06pa3oBaTenbHOM OpraHu3auun unvM B opraHmsaumsx B
3aBMCUMOCTM OT cneuundmkn Buaa AeaTenbHOCTU.

Mpn ncnonb3oBaHWMM ANEKTPOHHBIX U3aaHWn obpa3oBaTernbHasi opraHu3aumsa gormkHa obecneynTb
Kaxxgoro obydatouierocd paboyunMm MecTOM B KOMMbIOTEPHOM KIacce B COOTBETCTBUM C OOBEMOM
n3y4yaemblX AUCLUMNIIUH.

O6pasoBaTtenbHas opraHuM3aumsi JorkHa OblTb obecrnevyeHa HeoOXOAMMbIM — KOMIMIIEKTOM
NMLEH3NOHHOIO NporpamMmmHoro obecrneveHus.

7.19. Peanumzaums TMCC3  ocywectenserca  obpasoBaTenbHOM  opraHM3auMeni  Ha
rocyaapcTBeHHoM s3bike Poccuiickon ®epepauymu.

Peanusaums TIMCC3 obpasoBaTenbHOW oOpraHv3auuen, pacrnonoXeHHONW Ha Tepputopun
pecnybnuku Poccuiickon ®egepaumm, MOXET OCYLLIECTBNATLCA Ha rOCY4apCTBEHHOM s3blKe pecnyonukm
Poccuiickon ®Pegepaumm B COOTBETCTBUM C 3akoHOOATeNnbCTBOM pecnybnuk Poccuiickon ®egepaumu.
Peanusauna [MMNCC3 obpasoBaTenbHOM oOpraHu3auuend Ha roCyAapCTBEHHOM £3blke pecnybnvku
Poccuiickon degepaumm He JomKkHa OCYLECTBMAATLCH B ywepb rocyaapcTtBeHHOMY s3biky Poccuiickon
degepaumn.

VIII. OLUEHKA KAYECTBA OCBOEHWA MNMPOIPAMMbI NMOAMrOTOBKN
CNEUMANMCTOB CPEOHEIO 3BEHA

8.1. OueHka kayecTtBa ocBoeHuda MMNCC3 gomkHa BKMYaTbh TEKYLUA KOHTPONb yCneBaeMocCTw,
NPOMEXYTOUHYIO 1 FOCY4apPCTBEHHYIO UTOrOBYHO aTTecTauumn obyvaroLmxca.

8.2. KoHkpeTHble opmbl M npouenypbl TEKYLLEero KOHTPOMSA YCneBaemMoCTW, MPOMEXYTOYHON
aTTectauMm MO  KaXXAOW  AWCUMMIIMHE UM npodyeccuoHanbHOMYy  Moayno  paspabaTbiBaroTcs
obpasoBaTenbHONM OpraHn3aumeri CaMoCTOSTENbHO M JOBOASTCS 0O CBeAeHUs oby4datolmxcsa B Te4eHne
nepBbIX ABYX MECALEB OT Havana ody4yeHus.

8.3. [ina atTecTaumm oby4aloLmMXca Ha COOTBETCTBUE UX MEPCOHASbHbLIX 4OCTUXKEHWI MO3TAMNHbLIM
TpeboBaHuaM cooTBeTcTBYytowen [MMNCC3 (TekywMid KOHTPONb YCMEBAEMOCTUM U MNPOMEXYTOYHas
aTTectauus) cosgatotcs OHAbl OLEHOYHbIX CPeAcTB, MO3BOMSAKLIME OLEHUTb YMEHUH, 3HaHu4,
NPaKTUYECKUI ONbIT U OCBOEHHbIE KOMNETEHLINN.

®oHOblI  OUEHOYHbIX CpeacTB Ans  MPOMEXYTOYHOW aTTecTtauuu no  AUMCUMMAMHaM U
MEeXOUCUUMNIMHApHLIM  KypcaMm B cocTaBe npodeccuoHanbHbIX Moaynen paspabarbiBatoTcss U
yTBEpXaalTca 0b6pasoBaTenbHON OpraHm3aumen caMOCTOATENbHO, a ANns MPOMEXYTOYHOW atTecTaunm
no npod)eccrmoHanbHbIM MOAYNAM U AN rocyaapCTBEHHOW UTOrOBOW aTTecTauuun - paspabaTbiBaloTcsa U
yTBepXgawTca obpasoBaTenbHOW  OpraHusaumen nocrne npeaBapuTeNbHOrO  MOMOXWUTENbHOMO
3aknoveHns paborogarenen.

[ns npomexyTo4yHOM aTTecTaummn obydarLwmxcs no AMCUMNINHaM (MeXOUCLMNITMHAPHBIM Kypcam)
KpoMe npenofaBaTenien KOHKPETHOW ANCUMNIUHBI (MEXOUCUUMIMHAPHOIO Kypca) B KayecTBe BHELUHUX
9KCMEPTOB [OMXHbl aKTUBHO MpUBNEKaTbCa npenogaBaTeny CMEXHbIX AucuunnuH (Kypcos). [Ons
MakCcMMarnbHOro  npubnuxeHus  NporpaMMm  MPOMEXYTOYHOW  aTTecTaumm  obydaromxcs  no
npodeccuoHanbHbIM ~ MOAYNAM K ycrioBmaMm ux Oyayuwiend npodpeccuoHansHOM OeATenbHOCTU
obpasoBaTenbHOW OpraHusaumen B KayecTBe BHELUTATHbIX 9KCMEPTOB OOSMKHbI akTUBHO MpUBREKaTbLCS
paboTtogartenu.



8.4. OueHka kadecTBa NOArOTOBKM OOyYalLUXCA W BbIMYCKHWKOB OCYLLECTBMASETCA B ABYX
OCHOBHbIX HanpaseHUsIX:

OLEHKa YPOBHSA OCBOEHMWS ANCLMMIINH;

OLeHKa KOMMEeTEeHL MM 00y4aroLLMXCS.

[ns toHowen npegycMaTpmBaeTCst OLeHKa pe3yribTaToB OCBOEHUS OCHOB BOEHHOW CIyXObl.

8.5. K rocygapcTBeHHOM WTOroBOM aTtTectauumn Jonyckaetca oO0yyaroluncs, He WMELWUn
akageMunyeckon 3agO0SDKEHHOCTM M B MOMHOM  OBbeme  BbINOMHMBLUMA - y4ebHbIM  NnaH  unu
nHAnBMAYanbHblA y4ebHbIN NNaH, ecnv UHOE He YCTAaHOBMEHO NOPSIAKOM NPOBEAEHMS FOCYAapPCTBEHHOM
MTOroBOWN aTTecTaumm No COOTBETCTBYOLLMM obpa3oBaTenbHbIM Nporpammam <1>.

<1> YacTtb 6 ctatbu 59 GepgepanbHoro 3akoHa ot 29 gekabpsa 2012 r. N 273-d3 "O6 ob6pasoBaHum
B Poccuickon depepaumn” (Cobpanune 3akoHopaTtenbctBa Poccuiickon ®epepaunn, 2012, N 53, cT.
7598; 2013, N 19, cT. 2326; N 23, cT. 2878; N 27, cT. 3462; N 30, cT. 4036; N 48, cT. 6165; 2014, N 6, cT.
562, cT. 566; N 19, cT. 2289; N 22, cT. 2769; N 23, cT. 2933; N 26, cT. 3388; N 30, cT. 4263).

8.6. locynmapcTBeHHas wTOroBasl aTTecTauus BKMOYaeT MOArOTOBKY W 3alUMTY BbIMYCKHON
KBanudmkaumoHHon paboTbl (gunnomHasi paboTta, OuUNNoMHbIA NpoekT). Oba3atenbHoe TpeboBaHue -
COOTBETCTBME TEMATMKN BbIMYCKHOW KBanMUKALNOHHOW paboTbl COAEPXKaHUIO OOHOMO MIN HECKOJSTbKMX
npodeccuoHanbHbIX MOAYNEN.

["ocyaapCTBEHHbIV 3K3aMeH BBOAMTCH MO YCMOTPEHMIO obpasoBaTenbHOW opraHM3aumm.

MpunoxeHune

k ®rOC CIO no cneuymanbHocTn 46.02.01
[okymeHTaumoHHoe obecnedeHne
yNpaBreHns N apxnBoBeaeHne

MEPEYEHb
MPO®ECCUN PABOUMX, LOMKHOCTEN CNY>KALLMX, PEKOMEHOYEMbIX
K OCBOEHMIO B PAMKAX NMPOIMPAMMBI NMOATOTOBKW CMNELUMANMCTOB
CPEAHEIO 3BEHA

Koa no Obwepoccumnckomy knaccudukatopy HaumeHoBaHue npodeccuin paboumnx, JOMKHOCTEN
npodeccuit paboumx, JOMKHOCTEN CryXaLumx u cryxawmx
TapudHbix paspsagos (OK 016-94)
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