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

MWHUCTEPCTBO OEPA30BAHUSA U HAYKA POCCUNCKOW ®EQEPALINU

NPUKA3
ot 11 aBrycra 2014 r. N 975

OB YTBEPXOEHUN
®EOEPAINIbHOIO rOCYOAPCTBEHHOIO OBPA30OBATEJIbHOIO CTAHOAPTA
CPEOHEIO NPO®ECCUOHAIIbHOIO OBPA30OBAHUA MO CNELUUAIIBHOCTHU
46.02.01 JOKYMEHTAUMOHHOE OBECMNEYEHME YNPABJIEHUA
N APXMBOBEJEHUE

B cootBeTcTBUM C nognyHKToM 5.2.41 TonoxeHus o MuHucTepcTBe 00OpasoBaHMs U Haykum Poccuinckomn
depepaumm, yTBEpXKAEHHOro noctaHosneHnem lMNpasutensctea Poccuiickon ®eagepauum ot 3 mnioHsa 2013 r. N 466
(CobpaHue 3akoHopatenbctBa Poccuinckon depepauun, 2013, N 23, c1. 2923; N 33, c1. 4386; N 37, c1. 4702;
2014, N 2, cT. 126; N 6, cT1. 582; N 27, cT. 3776), nyHktom 17 lMpaBun paspaboTku, yTBepxaeHmsa deaepanbHbIxX
rocygapcTBeHHbIX 0bpa3oBaTeNnbHbIX CTAHAAPTOB U BHECEHUS] B HUX U3MEHEHWI, YTBEPXKAEHHbBIX NOCTAHOBMNEHMEM
MpaButensctea Poccuiickon ®epepauun ot 5 asrycta 2013 r. N 661 (CobpaHue 3akoHogaTenbctBa Poccunckom
depepaumu, 2013, N 33, cT. 4377), npukasbiBato:

1. YTBepauTb npunaraembln degepanbHbIil rOCy4apCTBEHHbIN 06pasoBaTenbHbI CTaH4apT cpenHero
npodeccunoHanbHoro obpasoBaHus no cneyunansHoctn 46.02.01 [JokyMeHTauMOHHOEe obecneveHne ynpaBrieHms n
apxuBOBELEHME.

2. MNpusHaTtb yTpaTUBLWIKM cuny npukas MuHnctepcrTea obpasoBaHus U Hayku Poccuickon ®epepauum ot 25
aHBapss 2010 r. N 75 "OO yTBepxaeHuM W BBeAeHUM B [OelcTBue dedepanbHOro rocygapcTBEHHOro
obpasoBaTenbHOro CTaHgapTa cpegHero npodeccuoHanbHoro obpasoBaHuss no cneumanbHoctn 034702
[okyMeHTauMoHHoe obecrneveHne ynpaBrieHnst U apxuBoBedeHue" (3apermctpupoBaH MWHMCTEPCTBOM HOCTULMK
Poccuinckon ®egepauun 27 dpespans 2010 r., pernctpaumoHHbin N 16526).

3. HacTtoswwui npukas sctynaet B cuny ¢ 1 ceHTA6psa 2014 roga.

MwuHucTp
O.B.JINBAHOB

MpunoxeHune

YTBepxaeH

npuka3om MuHncTepcTea obpasoBaHus
n Haykn Poccunckon ®epepavuum

ot 11 aBrycta 2014 r. N 975

®EAEPANBbHbIA FTOCYOAPCTBEHHbLI OBPA3OBATENbHbIA CTAHOAPT
CPEOHEIO NPO®ECCUOHAINBbHOIO OGPA30BAHUA NO CNEUUAIIBHOCTU
46.02.01 JOKYMEHTALUUOHHOE OBECMNEYEHUE YMNMPABJIEHUA
N APXMBOBEOEHUE

I. OBJTACTb NMPUMEHEHWNA

1.1. Hactoawun  degepanbHbli  rocygapCTBeHHbI  obpasoBaTenbHbIl  CTaHO4ApPT  CpeaHero
npodeccuoHanbHoro obpasoBaHus npeacTaBnseT cobow COBOKYMHOCTb 00s3aTenbHbIX TpeboBaHWA Kk cpegHeMy
npodeccuoHanbHomMy obpasoBaHuio no cneumanbHocTn 46.02.01 [JokyMeHTauMoHHOe obecneyeHne ynpaBrneHus
N apxvBoBefeHWe AN NpodeccroHanbHON 0bpa3oBaTenbHOW OpraHu3aumMm M obpasoBaTenbHOM OpraHv3auum
BbiCLLEro obpa3oBaHusi, KOTOPblE MMET MPaBO Ha peanu3auuilo MMEKLUMX FOCYOapCTBEHHYK akkpeauTauuio
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nporpaMm MOArOTOBKM CNeuuanucToB CpeaHero 3BeHa Mo AaHHOW crneumanbHOCTU, Ha Tepputopum Poccuiickon
depepaumnu (ganee - obpasoBaTtenbHas opraHnsaums).

1.2. MNMpaBo Ha peanuaauuio NporpamMbl MOArOTOBKM CMNELMANUCTOB CPedHEero 3BeHa Mo chneunanbHOCTH
46.02.01 [JokymeHTauMoHHOe obecneyeHne ynpaBneHms 1 apxuBoBeAeHMe umeeT obpa3oBaTenbHas opraHn3aums
NpW HaNM4YUM COOTBETCTBYIOLLIEN NNLIEH3UN HA OCYLLLECTBIEHNEe 0Opa3oBaTeNbHON AeATENBHOCTY.

BosmoxHa ceTeBasi ¢opma peanusaumMum nporpamMmmbl MOATOTOBKM CMNEuManvicToB CpedHero 3BeHa C
MCMONMb30BaHWEM PECYPCOB HECKONbKMX 0bpa3oBaTenbHbIX OpraHM3aunn. B peanvsaunm nporpammbl NOArOTOBKM
CrneumanucToB CpedHero 3BeHa C WUCMOMb30BaHWEM CeTeBOM (OpMbl Hapsigy C obpasoBaTenbHbIMU
opraHusaumMsMm  Takke  MOryT  y4yacTBOBaTb  MEOMLUMHCKME  OpraHu3auun,  opraHusaumm  KynbTypbl,
PU3KYNbTYPHO-CMOPTUBHBLIE U UHbIE OpraHn3aumu, obnagaroLme pecypcamu, Heob6xoauMbIMK As1 OCYLLECTBMNEHMWS
obyyeHusa, npoBegeHus y4ebHOM WM NPOU3BOLACTBEHHOW MNPAKTUKUW WM OCYLLECTBIIEHUA WHbIX BUOOB Yy4yebHon
OeaTenbHOCTU, NPeAyCMOTPEHHbIX MPOrpaMmMoin NOArOTOBKM CreLmanmcToB CpeaHero 3BeHa.

Mpn peanunsaumm nporpaMmmbl NOArOTOBKM CNELMANMCTOB cpeaHero 3BeHa obpasoBaTenbHas opraHv3aums
BrpaBe NPUMEHATb 3NEKTPOHHOE 0by4YeHne N ONCTaHUUOHHbIE 06pa3oBaTternbHble TexHonorvu. MNpn obyyeHnmn nuy,
C OrpaHU4YeHHbIMMU BO3MOXHOCTSAMMU 340POBbSA 3NEKTPOHHOE O0yyYeHMe W AUCTaHUMOHHble obpasoBaTesbHble
TEXHOMOrMN OOMKHbI MpefycMaTpmBaTe BO3MOXHOCTb Mpuema-nepedadn MHgopmauum B OOCTYMHbIX AMs HUX
dopmax.

[l. NCMNOJIb3YEMbIE COKPALEHWA

B HacTosweM cTaHaapTe MCNonb3ylTCsa Cneayolme COKpaLLeHus:

CrI1O - cpegHee npocdheccuoHansHoe obpasoBaHue;

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

MMNCCS - nporpamma NoaroToBKu CNeLnanncToB CpeaHero 3BeHa;

OK - obLasa komneTeHuus:;

MK - npocheccrmoHanbHast KOMNETEHLUUS;

MM - npodeccroHanbHbIN MOAYIb;

MUK - mexgucunnnmHapHblii Kypc.

. XAPAKTEPNCTUKA NMOArOTOBKWM MO CNELUNAIIBHOCTU

3.1. Mony4enune CIO no MNMCC3 gonyckaeTcst TONbkO B 06paszoBaTeNbHOM OpraHn3aumm.

3.2. Cpoku nonyyeHus CIO no cneumanbHocTh 46.02.01 JokymeHTaumMoHHoe obecrneyeHne ynpaBneHus u
apxmBoBefeHne 6a30BOW NOArOTOBKMN B OYHOM (hopme 0By4YeHus n npucBanBaemble KBanmdukauum NnpMBoasTCS B
Tabnuue 1.

Tabnuua 1
YpoBeHb 06pa3oBaHus, HavmeHoBaHue kBanudukaumm Cpok nony4yeHus CIMO no MMNCC3
HeobxoaMMbI ANst Npuema Ha 6a3oBol NOAroTOBKU 6a30BoI NOAroTOBKM B O4HOM chopMe
06y4eHune no MrNCC3 06y4yeHus <1>
cpeaHee obuee obpaszoBaHue Cneunannct no 1 rog 10 mecsiueB
OOKYMEHTaLUNOHHOMY
OCHOBHOE 00l ee obpa3oBaHue obecneyeHmno ynpaBneHus, 2 ropga 10 mecsueB <2>
apxXuBuUCT

<1> He3aBuncmMmMo OT npuMeHsiemMbix 06pa3oBaTenbHbIX TEXHOMOTMIA.

<2> O6pasoBaTernbHble OpraHM3aLmu, OCYLLECTBNAKLWME MOArOTOBKY CMELManvCTOB CpedHero 3BeHa Ha
6a3e 0CHOBHOro 00Lero obpasoBaHus, peanusytoT deaeparnbHbIv FOCY4apCTBEHHbIM 06pa3oBaTenbHbI CTaHaapT
cpenHero obuero obpasoBaHusa B npeaenax MNMCC3, B Tom yncne ¢ y4eTom nonyvaemon crneyunansHoctn CrO.
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KoHcynbTaHTlIntoc: npumevanune.
Hymepauus nyHKTOB AaHa B COOTBETCTBMM C O(pMLManbHbIM TEKCTOM AOKYMEHTA.

3.2. Cpoku nonyyeHus CIrO no MMNCC3 yrnybneHHOM NOAroTOBKM NMpeBbIWatoT Ha OAWH FOA4 CPOK MONy4YeHus
CMNO no MNIMCC3 6a3oBoON NOArOTOBKW.
Cpokn nonyyeHus CIO no cneumanbHocTn 46.02.01 [JokymeHTauuoHHoe obecnedyeHue ynpasneHus |

apxvBoBefeHne yrnybneHHoM noaroToBku B O4YHOM popme 0O0yyeHus U npucBavMBaemble KBanudukauum
npuBogaTcs B Tabnumue 2.

Tabnwuua 2
YpoBeHb 0bpa3oBaHus, HanmeHoBaHue kBanudumkaumm | Cpok nonyvexus CIr1O no MNMCC3
HeobXxoAMMbI Ans npuemMa Ha yrnybneHHom noaroToBKu yrny6neHHon noaroToBKM B OYHOM
oby4eHue no MNrCc3 dopme obyyeHnst <1>
cpeaHee obuee obpasoBaHue Cneunanuct no 2 roga 10 mecsaues
AOKYMEHTaLMOHHOMY
OcHoBHOE obLLiee obpasoBaHie obecneyeHuto ynpasneHus, 3 ropa 10 mecaues <2>
apxuBumCT

<1> He3aBncmMmo oT npuMeHsieMblx 0bpasoBaTenbHbIX TEXHOMOTMN.

<2> Ob6pa3soBaTefbHble OpraHv3aLluu, OCyLLeCTBRSLWME MOArOTOBKY CNELManncToB cpegHero 3BeHa Ha
6a3e ocHoOBHOro 0buero obpasoBaHus, peanusytoT heaepanbeHbIv FOCYy4apCTBEHHbIM 06pa3oBaTenbHbIv CTaHaapT
cpeaHero obuwero obpasoanus B npegenax MNMNCC3, B ToM yncne ¢ y4etom nonyyaemon cneymansHoctn Cl10.

Cpokun nonyyenuns CIMO no MMNCC3 6a3oBor 1 yrnyoreHHOW NOAroTOBKM HE3aBUCUMO OT NMPUMEHSIEMbIX
obpa3zoBaTernbHbIX TEXHOMOMI YyBENNYMBAOTCS:

a) Anst o6y4aloLWmMXca N0 0OYHO-3a04HOM U 3a04HON hbopmam obyveHuUst:

Ha 6a3e cpefHero obuwero obpasoBaHus - He bornee Yem Ha 1 rog;

Ha 6a3e O0CHOBHOro obLero obpasoBaHus - He 6onee Yem Ha 1,5 roga;

©) Ans MHBanNMAOB M NUL, C OrpaHNYeHHbIMU BO3MOXHOCTAMU 340POBbS - He bonee Yyem Ha 10 mecsues.

IV. XAPAKTEPUCTWKA MPOPECCUOHATTBLHON
JEATEJIbHOCTU BbIINMYCKHNKOB

4.1. ObnacTtb npodeccroHanbHOW AesTENbHOCTU BbIMYCKHUKOB: OEATENbHOCTb B CEKpeTapuaTax, cryxbax
OOKYMEHTaLMOHHOTro obecneyeHuns, kagpoBbix Cryxbax u apxuBax rocyJapCTBEHHbIX OPraHoB U y4pexaeHui, B
opraHax MeCTHOro CaMOyrMpaBfeHUs, HErocyaapCTBEHHbIX oOpraHu3aumax Bcex ¢OopM COBCTBEHHOCTH,
06LLEeCTBEHHbIX OpraHn3aumsx (y4pexaeHusx).

4.2. ObbekTaMu NpodeCCUOHarnbHOM OEeATENBHOCTU BbINMYCKHUKOB ABMSOTCS:

OOKYMEHTbI, CO3aHHbIe NMo6bIM CNOCOOOM JOKYMEHTUPOBAHNS;

CUCTEMbI AOKYMEHTaLUMOHHOro obecnevyeHus ynpaBneHus;

CUCTEMbI 3NEKTPOHHOIO AOKYMEHTO060pOoTa;

apXuBHble JOKYMEHThI;

nepBuYHbIEe TPYOOBbIE KOMNMEKTUBbI.

4.3. Cneunannct no AOKyMEHTauMOHHOMY oOBecneyeHuto ynpaBrneHus, apxvmBuct (6a3oBov MOArOTOBKW)
rOTOBUTCS K CNeayowum Buaam AeATenbHOCTH:

4.3.1. OpraHnsauust OKyMEHTaLMOHHOro obecneyvyeHnst ynpaereHns U (OyHKLMOHUPOBAHWUSA OpraHn3au .

4.3.2. OpraHnsauusi apxXMBHOW ¥ CNpaBOYHO-NHOPMALIMOHHON PaboTbl N0 JOKYMEHTaM OpraHvM3auun.

4.3.3. BbinonHeHne paboT no OAHOM MMM HEecKOoNbKMM Mpodheccnam paboymx, LOIDKHOCTSIM CRyKaLLMX
(npunoxeHue k Hactosawemy ®rocC Crio).

4.4, Cneumanuct no JOKYMEHTALUMOHHOMY O0DecneyvyeHnto ynpaBneHus, apxuBmcT (Yrny6rneHHOW NoAroTOBKM)
roTOBUTCSA K CriefyoLmMMm Buaam AesaTerbHOCTH:

4.4 1. OpraHnsauus AOKyMEHTaLMOHHOro obecneyvyeHnst ynpasreHns n (OyHKLNOHUPOBAHWS OpraHmn3au .
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4.4.2. OpraHusaumsi apxvBHOWN 1 CNpaBOYHO-UH(OPMALIMOHHOM paboTbl MO JOKYMEHTaM OpraHmn3aumu.

4.4.3. OcywecTtBneHne [OOKYMEHTAUMOHHOIO obecneyeHns ynpaBrneHMs W apxvMBHOroO pJdena c
NCMNonb30BaHWEM NPOrpamMMHbIX CPEACTB yyeTa, XpaHeHusl, 06paboTku 1 noncka JOKYMEHTOB.

4.4.4. BbinonHeHne paboT Mo OOQHOM WM HECKOSbKUM NpodeccuamM paboumx, OOIMKHOCTAM CRyKalux
(npunoxeHune k Hactosawemy Proc Crio).

V. TPEBOBAHUA K PE3YJIbTATAM OCBOEHUA NMPOIrPAMMbI MOATrOTOBKN
CMNEUMANNCTOB CPEOHEIO 3BEHA

5.1. Cneumanuct no AOOKYMEHTaLMOHHOMY obecrneyeHuto yrnpasneHusi, apxmBuct (6as3oBoi NoaroTOBKM)
JomkeH obnagaTte 00LWMMM KOMNETEHUNSMN, BKNOYAOLWLMMK B cebs CNOCOBHOCTb:

OK 1. MNMoHumMaTb CYLWHOCTb M COouManbHyld 3HAYMMOCTb CBOeW Oyayuien npodeccuun, NposiBNATb K Hew
YCTOWYMBBIV MHTEPEC.

OK 2. OpraHn3oBbiBaTb COOCTBEHHYIO AeATENBHOCTb, BbIbMpaTh TUNOBBLIE METOAbl U CMOCODbLI BbINOMHEHUS
npodeccroHanbHbIX 3agaY, oueHnBaTb UX 3PHEKTUBHOCTL U KAa4YeCTBO.

OK 3. NpuHMMaTh pelleHnst B CTaHAAPTHbIX U HECTAHAAPTHbBIX CUTYaUUSAX U HECTU 32 HUX OTBETCTBEHHOCTb.

OK 4. OcyuwectBnsTb MOUCK W WUCMNOMb3oBaHWE WHGopmaunn, Heobxogumon pans 3¢dPdEKTMBHOMO
BbINONHEHNSI NPOdEeCCMOoHanbHbIX 3aay, MPOECCUOHAarNbLHOro U MIMYHOCTHOrO Pa3BUTUS.

OK 5. MWcnonb3oBaTb WH(POPMALMOHHO-KOMMYHUKALNOHHLIE  TEXHOMOMMM B NpodheccuoHanbHoOM
OEeATenbHOCTH.

OK 6. Pabortate B kommektMBe W KomaHae, 3(PEeKTMBHO obwaTbCa C Komneramu, pPyKoBOACTBOM,
notpebutenamu.

OK 7. Bbpatb Ha cebsa OTBETCTBEHHOCTb 3a paboTy 4neHoB KOMaHAbl (MOOYMHEHHbIX), pesynbTar
BbINONTHEHUS 3a4aHUN.

OK 8. CamocTosaTensHO onpefensTtb 3agayn npodecCUOoHanbHOro U JIMYHOCTHOIO pasBUTUA, 3aHUMATbLCA
caMoobpa3oBaHNeEM, OCO3HAHHO NMaHMPOBaTh MOBbLILEHWE KBanudukaumu.

OK 9. OpureHTupoBaTbCs B YCITOBUSIX YaCTOM CMEHbI TEXHOIOMMIN B NPOdECCMOHANbHOM AEATENbHOCTH.

5.2. CneumanucT no [OKyMEHTaUMOHHOMY obecrneyeHuto ynpaBreHusi, apxuBucT (6a3oBoW MOArOTOBKM)
OormkeH obnagatb npodeccnoHanbHbIMY KOMNETEHLNSIMU, COOTBETCTBYHOLLMMY BUAAM OEATENbHOCTY:

5.2.1. OpraHusaumsi OKYyMEHTaLNOHHOro obecneyeHmns ynpaBneHmsa 1 QyHKLMOHNPOBAHUS OpraHmM3aunm.

MK 1.1. KoopguHupoBaTb paboTy opraHv3auny (MpMeMHON pyKOBOAUTENS), BECTU NPUEM NOCEeTUTENEN.

MK 1.2. OcywecTtBnaTe paboTy No NOAroTOBKE WM NPOBEAEHMIO COBELLUaHW, AeroBblIX BCTPEY, NMPUEMOB U
npeseHTauum.

MK 1.3. OcyLwecTBNATbL NOArOTOBKY OEI0BbIX MOE340K PYKOBOAUTENS U OPYrMX COTPYAHUKOB OpraHm3auuu.

MK 1.4. OpraHu3oBbiBaTh paboyee MECTO CEKpeTaps 1 pykoBoguTens.

MK 1.5. OhopmMnsATb M perncTpnpoBaTb OpraHM3aunoHHO-pacnopaauTenbHble JOKYMEHTbl, KOHTPONMpoBaTb
CPOKM NX UCNONHEHNS.

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

MK 1.7. CamocTtosATenbHO paboTaTb C JOKYMEHTaMU, cogepXalummn KoHraeHUunansHy nHdopmaumio, B
TOM YUCre C AOKYMEHTaMM MO IMYHOMY COCTaBYy.

MK 1.8. OcyLiecTBNATb TenedoHHOe 06CnyXBaHve, NPMHUMAaTL 1 NepedaBaTth akchl.

MK 1.9. OcyLwiecTBNATL NOArOTOBKY A€ K NepeAaye Ha apXmMBHOE XpaHeHMe.

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

5.2.2. OpraHu3aunsi apxXmBHOW 1 CNPaBOYHO-UMHPOPMAaLIMOHHON paboTbl N0 AOKYMEHTaM OpraHv3aunn.

MK 2.1. OcywectBnaTb 3KCNEpPTU3y LEHHOCTU [OKYMEHTOB B COOTBETCTBUM C  OEWCTBYIOLLMMU
3aKoHOoAaTerNbHbIMU aKkTaMy 1 HopMaTBamu.

MK 2.2. Bectn paboTy B cCTEMaXx 3NEKTPOHHOro AOKyMeHToobopoTa.

MK 2.3. PaspabaTtbiBaTb M BeCTM KraccudukatTopbl, Tabenu u gpyrme CnpaBOYHUKM MO [OKYMEHTaMm
opraHusauum.

MK 2.4. ObGecneunBaTb NpPUEM W pauuoHarNbHOE pasMelleHVe LOKYMEHTOB B apxuBe (B TOM uucne
JOKYMEHTOB MO NUYHOMY COCTaBy).

MK 2.5. ObecneymBatb y4yeT N COXPaHHOCTb JOKYMEHTOB B apXumBe.

MK 2.6. OpraHun3oBbiBaTh UCMOJIb30BAHNE aPXUBHbLIX AOKYMEHTOB B Hay4HbIX, CMPABOYHbIX 1 MPaKTUYECKNX
uensix.
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MK 2.7. OcywectBnaTb OpraHM3aLMOHHO-METOANYECKOE PYKOBOACTBO M KOHTpONb 3a paboTon apxusa
opraHusaumu n 3a opraHmsaumen JOKYMEHTOB B AeNONpOM3BOACTBE.

5.2.3. BbinonHeHue paboT No 04HOM UIM HECKONBbKUM NpodeccusaimMm paboymx, AOSHKHOCTAM CryXKaLLnX.

5.3. Cneyuwannct No JOKYMEHTaUMOHHOMY obecrneyeHunto ynpaBrneHus, apxmsucT (yrinybneHHoOn noaroToBKu)
OormKeH obnagatb OOLWMMN KOMNETEHLNSIMUW, BKITHOYAKOLWMMK B cebA CMOCOBHOCT:

OK 1. lNMoHuMaTb CYLIHOCTb M CouMarnbHyl 3HAYMMOCTb CBOeW Oyaylien npodpeccumn, NposiBNATb K HeW
YCTONYUBBIN NHTEPEC.

OK 2. OpraHusoBbiBaTb COOCTBEHHYIO [OEATENbHOCTb, OMpenenstb MeTodbl M cnocobbl BbIMNOMHEHWS
npodeccroHanbHbIX 3a4a4, oueHUBaTh X 3PHEKTUBHOCTL N KAYECTBO.

OK 3. Pewatb npobnemsl, OLeHMBaTb PUCKN U MPUHMMATb PELLEeHUS B HECTaHOAPTHbBIX CUTyaLusXx.

OK 4. OcyLiecTBnsaTb NOUCK, aHann3 n oueHKy MHdopmauun, HeOBXoANMMON ANs MOCTaHOBKU U peLLeHUs
npodeccunoHanbHbIX 3aga4, NPogeCccUoHanbLHOro U IMYHOCTHOIO Pa3BUTUS.

OK 5. Wcnonb3oBatb WHPOPMALMOHHO-KOMMYHUKALIMOHHbIE TEXHOMOMMW ANsl  COBEPLUEHCTBOBaHUS
npodeccroHanbHon AeATeNbHOCTHU.

OK 6. Pabotatb B KOnnektuBe M KomaHge, obecneumBaTb ee ChnoveHue, 3PgeKTBHO oblaTbcs C
Komnneramu, pykoBOACTBOM, MOTpeOMTeENnsiMu.

OK 7. CtaBuTb Lenu, MOTUBMPOBaTb AEATENbHOCTb MOAYMHEHHbIX, OPraHN30BbIBaTb U KOHTPONMPOBaTb WX
paboTy C NpuHATMEM Ha cebst OTBETCTBEHHOCTM 3a pe3ynbTaT BbIMOMHEHUS 3a4aHui.

OK 8. CamocTtoaTenbHO onpefenstb 3agaqvm nNpodeCcCUoHanbHOro M JIMYHOCTHOTO Pa3BUTUS, 3aHMMATbCA
camoobpa3oBaHneM, OCO3HAHHO NTAHNPOBATb MOBbILLEHNE KBANUMUKaLMK.

OK 9. BbITb roTOBbIM K CMEHE TEXHOMOrMN B NPOdeCCUOHanbHON OEeATENbHOCTH.

5.4. Cneunannct No AOKYMEHTaUMOHHOMY O6ecneyeHunto ynpaBrneHus, apxmsucT (yrinybneHHon nogroToBku)
JormkeH obnagaTte NnpodeccrMoHanbHbIMY KOMMNETEHLMAMN, COOTBETCTBYHOLLUMM BUAAM OEATENBHOCTMY.

5.4.1. OpraHu3auns 4OKyMEHTaUMOHHOro obecneyeHms ynpasneHms n yHKLUMOHNPOBAHUSA OpraHmu3aunm.

MK 1.1. KoopauHuposaTb paboTy opraHm3sauuy (MpMemMHON pyKoBOAUTENS), BECTU NpMeM noceTuTenen.

MK 1.2. OcywecTtBnsaTe paboTy No NOAroTOBKE WM MPOBEAEHMIO COBELLAHWIA, OENOBbIX BCTPEY, NMPUEMOB U
npeseHTauuin.

MK 1.3. OcyLLecTBNATbL NOATOTOBKY AEMOBbLIX NOE340K PYKOBOAMTENS U OPYTUX COTPYAHUKOB OpraHmn3auum.

MK 1.4. OpraHu3oBbiBaTbh paboyee MeCTO CEKpeTaps 1 pykoBoaguTens.

MK 1.5. OopMnsiTb U PeErMcTpUpoBaTh OpraHM3aLnOHHO-pacnopaauTENbHbIE AOKYMEHTbI, KOHTPONMPOBaTb
CPOKM NX UCNONHEHNS.

MK 1.6. O6pabaTtbiBaTe BXOAsME W UCXOAALME [OOKYMEHTbl, CUCTEMaTM3MPOBaTb WX, COCTaBMATb
HOMeEHKNaTypy gen n hopmMupoBaTtb JOKYMEHTHI B Aena.

MK 1.7. CamocToATenbHO paboTaTbk C JOKYMEHTamMu, cogepXaliMMmm KoHuaeHunaneHy nHgpopmaumio, B
TOM YUCre C AOKYMEHTaMM NO NMMYHOMY COCTaBy.

MK 1.8. OcyLiecTBNATb TenedoHHOe 06CnyXMBaHWe, NPMHUMAThL 1 nepedaBaTth (Pakchbl.

MK 1.9. OcyLlecTBNATL NOArOTOBKY Aer K Nnepeaye Ha apXmBHOE XpaHeHue.

MK 1.10. CoctaBnaTb onucu fAern, OCYLWeCTBNATb NOArOTOBKY Aen K nepefade B apxuB opraHusauum,
rocyfapcTBeHHble U MyHULMNanbHbIE apXuBbI.

MK 1.11. BeigaBaTb B COOTBETCTBUM C MOCTYNAOLLMMN 3anpocaMu apxXmBHbIe KONMUN N AOKYMEHTbI.

5.4.2. OpraHv3aunsi apXMBHOW 1 CNPaBOYHO-MHOPMALIMOHHON paboTbl NO AOKYMEHTaM OpraHvM3auuu.

MK 2.1. YyactBOBaTb B paboTe Mo 3KCNepTu3e LEHHOCTU AOKYMEHTOB B COOTBETCTBUMU C AEWCTBYHOLLMMMU
3aKkoHoAaTerNbHbIMU akTaMy 1 HopMaTBaMu.

MK 2.2. Bectn paboTy B cMcTEMax 3MEeKTPOHHOro OKyMeHToobopoTa.

MK 2.3. PagpabaTbiBaTb WM BeCcTM Knaccudukatopbl, Tabenum W WHble CNpPaBOYHWKN MO [OKYMEHTam
opraHusauum.

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

MK 2.5. Ob6ecneymBaTtb y4eT N COXPAHHOCTb JOKYMEHTOB B apXM1BE.

MK 2.6. OpraHun3oBbiBaTb UCMOSb30BaHUE apXUBHbLIX AOKYMEHTOB B Hay4HbIX, CPABOYHbIX W MPaKTUYECKUX
uensx.

MK 2.7. OcyLllecTBnsATb OpraHM3aunoHHO-METOANYECKOE PYKOBOACTBO W KOHTPOSb 3a paboTon apxuBa
opraHusauuy 1 3a opraHnsaumein JOKYMeHTOB B AeMnonpon3BoacTBe.

5.4.3. OcywecTBrneHne [OKYMEHTAUMOHHOIO obecnevyeHus yrnpaBfeHUs W apxXMBHOIMO fJena c
NCNONb30BaHNEM MPOrPaMMHbIX CPEACTB y4eTa, XpaHeHusl, o6paboTku 1 nomcka AOKYMEHTOB.

MK 3.1. OcywecTBnaTe MHPOPMALMOHHYIO paboTy MO AOKyMEHTaM, B TOM 4MCle C WCMNONb30BaHMEM
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OPrTEXHUKN, MPOrpamMMHbIX CPEACTB yyeTa, XpaHeHUs1 U noucka JOKYMEHTOB M ApPYrnx cneunanu3npoBaHHbiX 6a3s
OaHHbIX.

MK 3.2. TpuHMMaTb Mepbl NO YNOPSOOYEHUID COCTaBa AOKYMEHTOB W MHM(OPMAaLMOHHBLIX MOTOKOB,
COKpaLLEHMWIO MX KONMYECTBa 1 ONTMMU3aunn JOKYMEHTONOTOKOB OpraHu3aL .

MK 3.3. Bectn paboTy mo co3gaHuio CNpaBoOYHOrO annaparta Mo AOKYMEHTaM C uenbio obecneyeHus
yAo6HOro 1 BLICTPOro Nx nomcka.

MK 3.4. lMoarotaBnueatb AaHHble, HeobxoouMble AONsi COCTaBMEHWUsS] CMpPaBOK Ha OCHOBE CBEeOEHUN,
UMEILLNXCA B JOKYMEHTax apxuBa.

MK 3.5. MNpuHumaTtb yyactve B pa3paboTke NnokarnbHbIX HOPMAaTMBHbBIX aKTOB OpraHusauum no Bornpocam
OOKYMeHTaLUMOHHOro obecneveHmns ynpaBneHms u apxXuBHOro gena.

MK 3.6. MNpuHumate yyactue B paboTe no nogdbopy M pacCTaHOBKE KagpoB CNYXObl 4OKYMEHTALMOHHOIo
obecneyeHns ynpaBneHnsa n apxmea opraHmsaLmm.

5.4.4. BeinonHeHne paboT N0 O4HOM U HECKONBbKUM Npodeccrsam paboumx, OMMKHOCTAM CryXKaLLnXx.

VI. TPEBOBAHUA K CTPYKTYPE NMPOIrPAMMbI NMOArOTOBKM
CMNEUMANNCTOB CPEOHEIO 3BEHA

6.1. MMNCCS3 npegycmaTtpmBaeT N3yvyeHne crieaytoLmx y4ebHbIX LUMKITOB:

o6LLero rymaHUTapHOro n coumarnbHO-3KOHOMUYECKOTO;

MaTeMaTn4eckoro n obLiero ecTeCTBEHHOHay4YHOro;

NpodeCCUOHanbLHOro;

n pa3genos:

y4yebHas npakTuka;

NPOM3BOACTBEHHAs NpakTuka (no Npodunio cneunansHOCTK);

NpOM3BOACTBEHHAs NpakTuka (npeaauninomMHas);

NpoMeXyTodHas aTTecTauus;

rocyaapCTBeHHasa UTorosas arrecrayus.

6.2. ObsizatenbHas 4YacTb lNMNCC3 no y4yebHbIM UMKNaM JOIbKkHa cOCTaBnAaTb okono 70 nNpoueHToB OT
obulero obbeMa BpeEMEHU, OTBEAEHHOrO Ha UX ocBoeHue. BapuatmBHas 4yactb (okono 30 npoueHToB) AaeT
BO3MOXHOCTb pacluMpeHust 1 (Mnu) yrnyoneHus noaroToBKWU, onpeaensemMon cogepxaHnem obs3aTensHom YacTtu,
Nony4YyeHUst  OOMOJSIHUTENbHbLIX ~ KOMMETEHUWUWA, YMEHWA W 3HaHWK, Heobxooumbix Ans  obecneveHus
KOHKYPEHTOCMOCOBGHOCTN  BbIMYCKHUMKA B COOTBETCTBMM C 3anpocamMu PervoHarnbHOro pblHKa Tpyda U
BO3MOXHOCTSIMWU MPOAOIKEHNs1 06pa3oBaHnst. AnCunnnunHbl, MEXOUCLMNIMHAPHbIE KypChbl N NpodeCcCnoHanbHble
MOAynu BapuaTuMBHOMN YacTu onpegensanTcs obpasoBaTenbHONW OpraHm3aumen.

OO rymaHUTapHbIN U COLMAIbHO-3KOHOMUYECKUA, MaTteMaTudeckni u OoOLMIN eCTeCTBEHHOHAaY4YHbIN
y4eOHble LMKMbl COCTOAT U3 OUCLMMNIIVH.

MpodbeccnoHanbHbIi  y4ebHbIA UMK cOCTOMT U3 0bLienpodeccuoHanbHbiX  OUCUMMIIMH 1
npodeccroHanbHbIX MOAYNen B COOTBETCTBUM C BUAaMU AeATenbHOCTU. B coctaB npodeccnoHanbHOro moayns
BXOAWT OOUH UMW HECKOMBKO MEXANCUMMITMHAPHBIX KypcoB. Mpu ocBoeHUM obyyatowmmmca npodeccuoHanbHbIX
mMoayrnen npoBogaTca y4ebHasa n (unmn) NpomM3BOACTBEHHAsA NpakTUka (No npodunto cneumnanbHOCTK).

6.3. Obsa3aTenbHas YacTb 06LLEero ryMaHUTapHOro U coumanbHO-3KoHoMU4Yeckoro yyebHoro umkna Mrccs
6a3oBoM MOArOTOBKM [OIDKHA MNpedycMmaTpuBaTtbh M3yveHWe criefylolmx obasaTenbHbix gucuuninuH: "OCHOBBI
dunococun”, "Uctopusa", "MHocTpaHHbIn A3bIK", "dusndeckas KynbTypa"; yrnybneHHon noarotoBku - "OCHOBBI
dunococun”, "Uctopus", "Memxonorns obieHns", "MHoCTpaHHbIN A3bIK", "dnsnyeckas Kynotypa".

ObsizaTenbHas 4acTb npodgeccunoHanbHoro ydebHoro umkna MMNCC3 kak 6asoBon, Tak u yrnybneHHowm
MOAroTOBKM OOSPKHA MNpedycmaTpuBaTtb M3yveHue AucumninuHbl "besonacHocTb xu3HegeaTenbHocTn". Ob6bem
YacoB Ha gucuunnuHy "be3onacHOCTb XU3HeOeATenbHOCTU" cocTaBnsaeT 68 4YacoB, M3 HUX Ha OCBOEHWE OCHOB
BOEHHON cnyx6bl - 48 4yacos.

6.4. ObpasoBaTenbHOM opraHusauuen npu onpegenexdmmn cTpyktypsl MMNCC3 1 TpygoemMKoCcT ee OCBOEHUS
MOXET MNPUMEHATbLCA CUCTEMA 3ayeTHbIX eauHuL, MpuM 3TOM OfHa 3ayeTHas eauHuua cooTBeTcTByeT 36
akagemMmyeckum vyacam.

Tabnuua 3
CTpyKTypa nporpammbl NOAroTOBKN CNELNAnmncToB CpeaHero 3BeHa
©a30BOI NOArOTOBKN
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WHpekc

HavmeHoBaHWe y4yeBHbIX LMKIOB, pa3aesos,
Mogynen, TpeGoBaHUs K 3HAHUSIM, YMEHUSIM,
NpaKkTU4YEeCKOMY OnbITY

Bcero
MaKcuMarnbHOM
yuebHon
Harpyskum
obGyvatoLlerocs
(vac./Hen.)

B Tom uncne
yacos
obsi3aTenbHbIX
y4ebHbIX
3aHATUN

MHaekc n HaumeHoBaHne
AVNCLMMINH,
MeXONCUUMIMHAPHBIX
Kypcos (MOK)

Kopabl
dopMmnpyeMbIx
KOMMeTeHLMN

Obsi3aTenbHas 4YacTb y4ebHbIX LNKIOB
Mricca

2376

1584

orca.oo

O6LWwni ryMaHuTapHbIn 1
couManbHO-3KOHOMUYECKUIA y4eOHbIN LUK

522

348

B pesynbTtaTe n3yyeHums obsisatenbHOM YacTu
y4eBHOro Lukna ody4aroLmnncs JOIMKEH:
yMeTb:

OpueHTUpoBaTbCH B Hanbonee obLumx
dunocodckunx npobnemax 6uITUA, NO3HaAHNS,
LeHHocTen, cBobOoAbl U CMbICNA XU3HU Kak
ocHoBax (hOPMUPOBAHUSA KyNbTYpbl
rpaxgaHuHa n 6ygyliero cneunanmcTa;
3HaTb:

OCHOBHbIE KaTeropum u noHATUs gunocoguu;
ponb oMnocoum B XU3HMN YernoBeka U
obLecTBa;

OCHOBBbI OMIOcodCKOro y4eHus o bbITuu;
CYLLHOCTb npoLecca No3HaHus;

OCHOBBbI Hay4yHOW, prnocodckon n
penurno3Homn KapTuH Mupa;

06 ycrnoBusix oOpMMUPOBaHUSA MUYHOCTH,
cBoboge 1 OTBETCTBEHHOCTU 33 COXpaHeHWe
XWU3HU, KYNbTYPbl, OKpYXatoLlen cpefbl;

0 coumarnbHbIX U aTU4ECKUX npobnemax,
CBSI3aHHbIX C pa3BUTUEM U UCMONb30BaHNEM
OOCTVXKEHUA HayKN, TEXHUKN U TEXHOMOI M.

48

Orc3.01. OcHosbl
dunococuu

OK1-9

YMETb:

48

Orcs.02. Uctopus

OK1-9
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OpPWMEHTUPOBATLCS B COBPEMEHHOMN
3KOHOMMYECKOW, NONUTUYECKON N KYSbTYPHOM
cuTyauum B Poccun n mupe;

BbISIBNATE B3aMMOCBSI3b OTE€YECTBEHHbIX,
pernoHarnbHbIX, MUPOBbIX
coumanbHO-3KOHOMUYECKUX, MONTUTUYECKUX U
KynbTYpHbIX Npobnem;

3HaTb:

OCHOBHbIE€ HanpaBneHWs Pa3BUTUS KIMOYEBbIX
pervoHoB mupa Ha pybexe BekoB (XX n XXI
BB.);

CYLLLHOCTb U MPUYMHbI NOKasbHbIX,
pervoHarnbHbIX, MEXIoCY4apCTBEHHbIX
KOH(NIMKTOB B kOHLe XX - Havane XXI BB.;
OCHOBHbIE NPOLIECChl (MHTErPaunoHHbIE,
NONUKYNbTYPHbIE, MUTPALNOHHBIE U UHBIE)
NONUTUYECKOTO N 3KOHOMUYECKOTO Pa3BUTUS
BEAYLUNX rocyaapCTB U PETMOHOB MUPA;
HasHayeHne OpraHmsaumm O6beguHEHHbIX
Hauwuin (OOH), OpraHusauumm
CeBepoaTnaHTtuyeckoro gorosopa (HATO),
Esponenckoro Cotosa (EC) n gpyrux
opraHu3auuii U OCHOBHbIE HanpaBIeHNS UX
AEeATENbHOCTY;

O POnv HayKu, KynbTypbl U PENUINA B
COXPaHEHMUN U YKpenmeHUn HaLMoHanbHbIX 1
rocyaapCTBEHHbIX TpaauLUui;

coepXaHne 1 Ha3HaYeHne BaXXHENLLINX
NpaBOBbIX 1 3aKOHOAATENbHbLIX aKTOB
MMPOBOIO U PEMMOHANBHOIO 3HAYEHNS;

yMeThb: 126 Orc3.03. HocTpaHHbIn OK1-9
obwarbes (YCTHO M NMMCbMEHHO) Ha A3bIK
WHOCTPaHHOM £13blKe Ha NpogeccuoHanbHbIe 1
NoBCeOHEBHbIE TEMbI;

nepeBoauTb (CO CrnoBapem) MHOCTPaHHbIE
TEeKCTbl NpoheccnoHansHOM HanpaBneHHOCTY;
CaMOCTOATENbHO COBEPLUEHCTBOBATL YCTHYIO U
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NMNUCbMEHHYIO peYb, MOMOSTHATbL CIOBaPHbIN
3anac;

3HaThb:

nekcnyeckun (1200 - 1400 nekcmyecknx
€[MHUL) N TpaMMaTUYECKUN MUHUMYM,
Heob6xo4MMBIN ONs YTeHMs u nepeBoaa (Co
cnoBsapeM) MHOCTPaHHbIX TEKCTOB
npodeccuoHarnbHON HanpaBneHHOCTH;

yMeTb:
Mcnonb3oBaTtb
PU3KYNbTYPHO-0340POBUTENBHYIO
AesATEeNbHOCTb AN YKPEnneHus 300pOoBbS,
[OCTUXEHNS KU3HEHHBIX U
npoceccuoHanbHbIX Lenewn;

3HaTb!

0 ponv PU3NYECKON KynbTypbl B
06LLEeKyNbTYPHOM, NpodeccMoHansHOM 1
CoLUManbHOM PasBUTUK YENOBeKa;

OCHOBbI 340POBOro obpasa Xu3Hw.

252

126

Orcoa.04. ounsunyeckas
KynbTypa

OK2,3

EH.00

MaTemaTtnyeckmn n obLni
€CTEeCTBEHHOHaY4YHbIN y4ebHbIN LMK

198

132

B pesynbTaTe n3yyeHnsa obasatenbHow Yactu
y4ebHOro uukna oby4vaoLwmnincs AOMKeH:
yMeTb:

peluaTb 3aa4un Ha OTbICKaHWe NMPOn3BOAHOM
CINOXHOW OYHKLMK, NPOU3BOLHbLIX BTOPOTO U
BbICLLMX NOPSAAKOB;

NPUMEHSATbL OCHOBHbIE METOAbI
WHTErpMpoBaHns Npu peLlleHnn 3agay;
NPUMEHATb METOAbLI MaTeMaTN4eCcKoro
aHanusa npv pelleHuy 3agad npuknagHoro
xapaktepa, B TOM yucrie npodeccnoHarnsHon
HanpaBreHHOCTH;

3HaTb:

OCHOBHbIE NOHATUSA N MeTOoabl

EH.01. MaTtemaTuka

OK1-6,9

KoHcynbTaHTINIOC

Hafié)KHasa npaBoBaA noaAepXXKa

www.consultant.ru

Crpanuua 10 us 41


http://www.consultant.ru/
http://www.consultant.ru/

Mpuka3s MuHobpHayku Poccum ot 11.08.2014 N 975 [okymeHT npepoctasneH KoHcynbTaHTI0C
"06 yTBepxaeHun dheaepanbHOro rocyapCTBeHHOro obpasoBaTenbHOro ctaHaapTa C... [aTa coxpaHeHusi: 26.09.2015

MaTtemMaTn4eCcKoro aHanmsa;
OCHOBHbI€ YNCJ1EHHbIE MEeTOdbl pelleHnA
NPUKNagHbIX 3a0av;

yMeTb: EH.02. MhdpopmaTumka OK4,5,9
paboTaTb C COBPEMEHHbLIMW OnepaLMOHHbIMM
cucTeMamu, TEKCTOBbIMU peaKkTopamu,
TabnuyHLIMK Npoueccopamu, cucTeMammu
ynpasneHuns 6asamu gaHHbIX, NporpaMmMmamu
MOArOTOBKW Npe3eHTauunn,
MHMOPMaLMOHHO-NOVNCKOBBLIMW CUCTEMaMU 1
Nonb30BaTbCA BO3MOXHOCTSMM
WMHOPMALMOHHO-TENEKOMMYHMKALMOHHOM
cetn "MIHTepHeT" (Oanee - ceTb VIHTEpHeT);
npodeccuoHanbHO OCyLEeCTBNATL Habop
TEKCTOB Ha NepCcoHanbHOM KOMMbIOTEPE;
3HaTb:

TexXHWYeckne cpeacTsa u NporpaMMHoe
obecneyeHne nepcoHanbHbIX KOMMbIOTEPOB;
TeopeTnyeckne OCHOBbI COBPEMEHHbIX
WHMOPMAaLMOHHbIX TEXHOMOMMI obLero u
cneumanu3MpoBaHHOrO Ha3Ha4YeHus;
PYCCKYI0 U NaTUHCKYIO KnaBunaTypy
nepcoHanbHOro KOMMbIOTEPa;

npasuna ohopMneHns AOKYMEHTOB Ha
nepcoHansHOM KOMMNbIOTEPE;

yMeTb: EH.03. Bkonornyeckue OK3,6,7,9
OpPVEeHTMPOBATLCA B Hanboree obLmx OCHOBbI

npobrnemax 3KonorMm 1 NPMPOAONoNb30BaHNS; nNpUpoaoNonb30BaHNA

3HaTb:

0COOEHHOCTUN B3aMMoaencTBus odLecTsa u

npvpoaepl;

NPUPOAOPECYPCHbIN NnoTeHuuan Poccun;
NPUHLMNBLI U METOAbI pauMoHanbsHOro
NPUPOLONOSNbL30BaHMS;

npaBoBble U coLManbHble BONPOCHI
NpPUpPOAONOnbL30BaHMUS.
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.00 MpodeccmoHarnbHbIA YY4EOHbIN LIMKIT 1656 1104

Qor1.00 O6wenpodeccrnoHanbHble ANCLMUMINHDBI 918 612

B pe3ynbTaTte usydeHusi o6s3aTensHoOn Yactm Or1.01. 3koHOMUYecKas OK1-7
npodeccnoHansHoro y4ebHoro uumkna Teopusi MnK1.1-1.3
00y4aLWNCS OOIDKEH:

YMETb:

OpPWEHTUPOBATLCS B BONPOCAaX 3KOHOMUYECKOM
TEopWM B COBPEMEHHbIX YCMOBUSIX;

3HaTb:

3aKOHOMEPHOCTU (PYHKLIMOHMPOBAHWS
PbIHOYHbIX MEXAaHM3MOB Ha MUKPO- U
MaKpOYPOBHSX U METOAbI FOCYAapCTBEHHOIO
perynmpoBaHus;

06LUME NOMNOXEHNST SKOHOMUYECKON TEOPUN;

yMeTb: Or1.02. 3koHoMUKa OK1-7
paccuyuTbiBaTb MO NPUHATON METOLO0SOMUN opraHusauum MK1.1-13
OCHOBHbIE€ TEXHUKO-3KOHOMUYECKUNE
nokasaTenu 0esaTenbHOCTM OpraHn3aumy;
3HaTb:

OCHOBHbIE MUKPO- 1 MaKpO3KOHOMUYECKNE
KaTeropuu n nokasatenu, MeToabl UX pacyeTa;

yMeTb: Orn.03. MeHeoXMeHT OK1-9
ynpaenaTb KOHANKTaMn U cTpeccamu B MNK1.1,1.2,1.4 -
npouecce NpoeccuoHanbHoN AeaTensHOCTY; 18,24,25
3HaTb:

XapaKTepHble YepTbl COBPEMEHHOIO
MEHEDKMEHTA; LMK MEHEDKMEHTA;

NpoLecc NPUHATUSA 1 peanuaaumm
ynpaBneHYeckux peLleHuin, MHOopMaLNoHHOe
obecrneyeHne MeHEeIKMEHTA;

yMeTb: Or1.04. NocypnapctBeHHas n |OK 1 -8
NPUMEHSTb KaIpOBYIO NOMUTUKY Ha MyHUUMNanbHas cnyxoa MK1.1-18
rocyAapCTBEHHOW U MyHMUMNanbHOu cnyxobe;
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3HaTb:

CUCTEMY rOCY4apCTBEHHbIX YYPEXAEHUNA U
OpraHoB MEeCTHOIO CaMoyrnpaBfeHusi;
obwue npuHumMnbl 1 TpeboBaHus K
NPOXOXAEHUIO TOCYAapCTBEHHOW U
MYHULMMNANLHON Cryx0bl;
OpraHn3aunoHHO-NpaBoBble HOPMbI
rocygapCTBEHHOro annapaTa yrnpaBrneHus;

yMeTb: Or1.05. HocTpaHHbI s13blk | OK 1 -7
paboTaTtb C NpodeccrmoHanbHbIMU TEKCTaMK (npodpeccroHanbHbIN) MnK1.1-1.3
Ha MHOCTPAHHOM SI3bIKE;

cocTaBnsaTb U opopmnATb
OpraH13auMOHHO-PaCNoPAANTENBHYIO
OOKYMEHTaLUM0 Ha MHOCTPAHHOM A3bIKE;

BECTW NEeperoBopbl HA MUHOCTPAHHOM SI3bIKE;
3HaTb:

NpaKkTUYECKy0 rpamMmmaTuKy, Heo6xoaMMyto Ans
npodeccuoHanbLHOro ooLweHns Ha
WHOCTPaHHOM SA3bIKE;

0COBEHHOCTU NepeBofa Cry>KeBHbIX
AOKYMEHTOB C MHOCTPAHHOTO S3bIKa;

yMeTb: Or1.06. OK1-8
NPUMEHSTL B NPOdeCCUOHanbHON MpodeccmnoHanbHasa atuka |[MK1.2-1.6,1.8
AEeATENBHOCTU NPUEMbI AENOBOMO OOLLEHUS; 1 NCUXONOorus AenoBoro

3HaTb: obuweHus

OCHOBHbI€ npasuna NnpodeccnoHanbHOM 3TUKK
1 NpueMbl AenoBoro obLeHNst B KONMEKTUBE;
ocobeHHoCcTM NpodeccnoHanbHOM 3TUKN U
NCMXONOrMm 4enoBoro obLeHns crnyxatumx
rocyfgapCTBEHHbIX U UHBIX
OopraHn3aunoHHO-NPaBoBbIX (POPM
yypexaeHuin n opraHusauum,

yMeThb: Onn.07. YnpasneHwue OK1-9
co3fgaBaTb 6naronpuUsATHbINA NCUXONOrMYecKnii nepcoHanom NnK1.7, 2.6, 2.7
KNMMar B KOJIEKTUBE;
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3 HEKTMBHO YNpaBnsTe TPYAOBLIMY
pecypcamy;

3HaTb:

cofepaHvie KaapoBoro, MHPOPMAaLMOHHOTO,
TEXHUYECKOro U NPaBoBOro obecneyeHus
CMCTeMbl yrpaBreHnsl NepcoHarnom;
OpraHn3aLVoHHYH CTPYKTYPY CryXObl
yrnpaBneHus nepcoHarom;

obLye NPUHLMMLI YNpaBneHns nepcoHanom;
NPUHLMMNbBI OpraHU3aLuM KagpoBoi paboThl;
MCKXOSIOrMYecKme acnekTbl ynpaBreHus,
cnocobbl paspeLleHnst KOHQIMKTHBIX CUTyaLui
B KOJIEKTUBE;

yMeThb: Or1.08. NMpaBoBoe OK1-7
3awmuaTb CBOM NpaBa B COOTBETCTBUMU C obecneyveHune NnK1.1,1.2, 1.4,
TPYAOBbLIM 3aKOHOAATENLCTBOM; npodeccuoHansHoOn 15,1.7,1.8
Mcnonb3oBaTb NPaBoBYO MHpOpMaLMio B AeATenbHOCTM

npocpeccrmoHanbHOM AeATenbHOCTY;

3HaTb:

npasa 1 0693aHHOCTM CRyXaLmx;
3akoHofarterbHble akTbl U HOpMaTUBHbIE
AOKYMEHTbI, perynmpytoLime npaBooTHOLWEHNS
PM3MYECKMX N IPUONYECKMX NULL;

OCHOBHbI€ 3aKoHOAaTerNbHbIe aKTbl O
npasoBomMm obecnedyeHun npodeccnoHansHon
OeATeNbHOCTU cnyXKalux;

yMeTb: 68 Or1.09. BesonacHocTb OK1-9
OpraHn3oBbIBaTb U MPOBOAUTL MEPONPUATUSA Xn3HeOesaTenbHoCTH MK1.1-1.10,
no 3awuTe paboTarLwmx 1 HaceneHus ot 21-27
HeraTMBHbIX BO3AENCTBUIN Ype3Bbl4anHbIX

cuTyauum;

npeanpuHMmMaTb NPoguUNakTM4eckme mepbl
ANS1 CHWKEHUS! YPOBHS OMacHOCTEN
pasnuyHoro BuAa u Ux NocrneacTsun B
npodeccMoHanbHoOM AeATENbHOCTU U BbITY;
Mcnonb3oBaTh CPeACcTBa MHAUBUAYANbLHON U
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KOMMEKTUBHOM 3aLLMThl OT OPYXWUS MaccoBOro
nopaeHus;

NPUMEHATL NepBUYHbIE CPeacTBa
NnoXapoTyLUeHus;

OPWEHTUPOBATLCH B NepeyHe BOEHHO-YYETHbIX
crneunanbHOCTEN U CAMOCTOSTENBHO
onpeaenaTb cpeam HUX POACTBEHHbIE
NOMny4YeHHON cneunansHOCTK;

NPUMEHATb NpodeccnoHanbHbIe 3HaHWS B
XO[e NCnosfHeHns 06s3aHHOCTEN BOEHHOW
CNyx0bl HA BOMHCKNX JOMMKHOCTAX B
COOTBETCTBMM C NOMYy4EeHHON
crneunanbHOCTbIO;

BnageTb cnocobamu 6ecKOHIMKTHOro
obLeHnsa 1 camoperynsauum B NoBCeaHEBHOWN
AeATENbHOCTU M AKCTPEeMarnbHbIX YCIOBUSAX
BOEHHOW CNyxX0Obl;

OKasblBaTb NepByl0 MOMOLLb NOCTPagaBLUNM;
3HaTb:

NpuHUMNbLlI obecneveHns yCTon4mBoCTyr
06BEKTOB 9KOHOMUKM, MPOrHO3MPOBaHUS
pa3BUTUS CODBLITUI U OLEHKM NOCNeACTBUMA Npu
TEXHOTEHHbIX Ype3BblYaHbIX CUTYyaUMAX U
CTUXMINHBIX BMEHUSIX, B TOM YMCIIE B YCIOBUSIX
NPOTUBOAENCTBUSA TEPPOPU3MY Kak Cepbe3HOoMn
yrpose HauunoHanbHon 6esonacHocTn Poccuu;
OCHOBHbI€ BWAbl NOTEHLUManbHbIX ONacHOCTEN
W NX NOCIeACTBMA B NpodeccroHanbHom
AeATeNbHOCTU M BbITY, NPUHLMMBI CHUXKEHUS
BEPOSATHOCTU UX peanunsauuu;

OCHOBbI BOEHHOW CIy0bl 1 0G0POHbI
rocygapcrBa;

3aa4n 1 OCHOBHbIE MEPONPUATHUS
rpaxgaHcKon 000pOHbI; CNocobbl 3aLnThI
HaceneHus OT OpyXunsi MacCoBOro NOpaKeHus;
Mepbl NoxapHon 6e3onacHOCTH 1 NpaBuna
H6e3onacHoro NnoBeAeHWs Npy Noxapax;
opraHusaumio 1 NopsaoK NpuabiBa rpaxaaH Ha
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BOEHHYI0 CNYy>X0Y 1 MOCTYNNEHNs Ha Hee B
[00OpOBOMBLHOM NOpSAKeE;

OCHOBHbIE BMbl BOOPY>KEHWS, BOEHHON
TEXHUKM U CneLmanbHOro CHapshKeHus,
COCTOSILLIME Ha BOOPY>XEHUW (OCHALLEHMI)
BOMHCKMX NoApa3fAeneHnil, B KOTOpPbIX
NMETCSt BOEHHO-YYETHbIE CMeunansHOCTH,
poacTBeHHble cneymansHoctam ClO;
obracTb NPUMEHEHNs Nofy4yaemblx
npodeccuoHarnbHbIX 3HaHUA MPU NCMONTHEHWM
00513aHHOCTEN BOEHHOW CNYXObl;

nopsigoK 1M NpaBusa okasaHusi NepPBOM MOMOLLM
nocTpagasLUnM.

MM.00

MpodeccnoHanbHble MOaynn

738

492

MM.01

OpraHunsaumsa JOKyMeHTaLNOHHOTO
obecneyeHns ynpaBneHus v
PYHKLMOHNPOBaHUA OpraH13aunm

B pesynbtarte usydeHus npoeccuoHansHoro
Moayns oby4arLwmncs OOMKeEH:

UMETb MPaKTUYECKUIA OMbIT:

opraHusaunm A0KYMEHTaLMOHHOTO
obecneyeHuns ynpasneHus v
PYHKLMOHNPOBAHUSA OpraHu3aunu;

yMEeThb:

NPUMEHATb HOPMAaTWBHbIE NPaBOBbLIE aKTbl B
yrnpaBrneH4Yeckon AesaTenbHOCTY;
NnoAroTaBnMBaTh NPOEKTLI YNPaBIeHYECKNX
peLeHunn;

obpabaTbiBaTb BXOASLMNE U UCXOASALLNE
OOKYMEHTbI, CUCTEMATU3NPOBATD UX,
COCTaBNATb HOMEHKATYPY AeN n
dopmMupoBaTb JOKYMEHTHI B 4ENa;

roTOBWTb U MPOBOANUTL COBELLLAHUS, OENOBbIE
BCTPEYM, NPUEMBI 1 NMPe3eHTaLnK;

3HaTb:

HOpMaTUBHbIE NPABOBLIE aKTbl B 061acTy

MOK.01.01.
[lokymeHTaLmnoHHoe
obecneveHne ynpasneHus

MIK.01.02. NpaBoBoe
perynuposaHue
ynpagBreH4YecKom
OeATenbHOCTH

M[K.01.03. OpraHusaums
CekpeTapcKoro
obcnyxmBaHust

OK1-9
MK1.1-1.10

KoHcynbTaHTINIOC
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opraHu3aumm ynpaBrieHYecKon AeATeNbHOCTY;
OCHOBHbIE NpaBua XpaHeHns 1 3awmThbl
cnyxebHon nHopmalmm.

MM.02

OpraHusaums apxmeBHoOn n
CNpaBOYHO-MHOPMaLMOHHON paboTkl Mo
AOKyMeHTaM opraHv3aumm

B pesynbTaTe nsyyeHns npodeccmoHanbHoro
Moaynsi obyyaroLMncs JOKEH:

UMeTb NPaKTUYECKNIA ONbIT:

opraHv3aumn apxmBHOW U
CNpaBOYHO-MHPOPMaLMOHHON paboTbl NO
AOKYMEHTaM opraHusaunu;

yMeTb:

OpraHn3oBbIBaTb AEATENbLHOCTL apxmea ¢
y4eToM cTaTyca u npodmnsa opraHnsauum;
paboTtaTb B cUCTEMax 3eKTPOHHOro
AOKyMeHToo60poTa;

MCMnonb3oBaTh B AeATENbHOCTU apxmBa
COBpPEMEHHbIE KOMMbIOTEPHbIE TEXHOMOMNK;
NPUMEHATb COBPEMEHHbIE METOANKU
KOHCepBaLun 1 pectaBpaLn apxXmMBHbIX
AOKYMEHTOB;

3HaTb:

CUCTEMY apXUBHOTO yrpaBneHus B
Poccuiickon ®eagepauun 1 opraHnsaumio
ApxusHoro doHaa Poccunckon ®epepaumu;
CUCTEMY XpaHeHus 1 06paboTkn JOKYMEHTOB.

M[OK.02.01. OpraHumsaumsa n
HOPMaTMBHO-NPaBOBbIE
OCHOBbI apXMBHOTO gena

MOK.02.02.
"ocynapcTBeHHbIE,
MyHULMNanbHbIEe apXmBbl U
apXxvBbl OpraHu3auum

MIK.02.03. MeToguka n
npakTuKa apxMBoBeAeHS

M[K.02.04. Obecne4yeHune
COXPaHHOCTW AOKYMEHTOB

OK1-9
MnK2.1-2.7

MM.03

BbinonHeHne paboT No 0AHOM UK HECKOSBbKUM
npodeccusam paboymx, JOSMKHOCTSAM
cnyxawmx

BapuaTtuBHas 4acTtb y4ebHbix Lmknos MMNCC3
(onpepensieTca o6pa3oBaTenbHON
opraHusaumer CamoCToATENbHO)

1026

684

Bcero yacoB oby4yeHust No y4ebHbIM Luknam

3402

2268

KoHcynbTaHTINIOC
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Mricca
Y1.00 YyebHas npakTtuka OK1-9
6 Hepa. 216 MnK1.1 - 1.10,
21-2.7
Mnr.oo MpounsBoacTBeHHas nNpakTuka (No Npodunio
crneunanbHOCTK)
4 Hep.
nar.oo MponsBoacTBEHHas NpakTuka
(npepavnnomHas)
MA.00 lMpomexyToyHasa aTTecTaumsi 3 Hep.
MA.00 "ocyaapcTBeHHas utorosas aTrectaums 6 Hepn.
MA.01 lMoaroToBka BbIMYCKHON KBaNUMMKaLMOHHOM 4 Hep.
paboTbl
MA.02 3awmTa BbINyCKHOW KBanMguUKaLmoHHOM 2 Hepn.

paboTbl

Cpok nony4deHust CIMO no MMNCC3 6a3oBov NoAroToBkM B 04HOM hopme obyveHusi coctaBnsieT 95 Hegenb, B TOM Yucre:

O6yyeHune no y4ebHbIM LnKam 63 Hef.
Y4yebBHasi npakTuka

6 Heq.
MpounsBoacTBeHHas npakTuka (no Npoduro cneLmanbHOCTH)
lMpounssoacTBEHHas NpakTuka (NpeaguniiomMHas) 4 Hep.
MpomexyTouHas aTTectauns 3 Hep.
[locygapcTBeHHas uTorosas aTrectauma 6 Heq.

Tabnuuya 4

KoHcynbTaHTINIOC
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KaHukynbl 13 Hep.
Utoro 95 Hep.
Tabnuua 5
CTpykTypa nporpammbl MOATOTOBKM CNELManmCcToB CPeaHero 3BeHa
yrnybneHHowm nogroToBKM
NHpeke HanmeHoBaHMe y4yebHbIX LMKINOB, pa3gernos, Bcero B Tom vncne WHpekc n HaumeHoBaHne Kogpl
mMoayrnen, TpeboBaHus K 3HaHNAM, YMEHUSIM, MaKCUMarnbHON Yacos ONCLUNIWH, dhopmMrpyeMbIxX
npaxkTn4ecKkomy onbITy yyebHon obs3aTeNnbHbIX MeXancUnnInHapHbIX KOMMEeTEeHLMI
Harpysku y4ebHbIX kypcos (MOK)
oby4atoLierocs 3aHATUN
(vac./Heq.)
O6si3aTenbHas 4YacTb y4ebHbIX LUKIOB 3672 2448
rnrccs
Oorca.oo O6LWwniA ryMaHUTapHbIn 1 804 536
coLManbHO-3KOHOMMNYECKUIA YYEOHbIV LMK
B pesynbTaTe nsyyeHums obssatensHON YacTtu 48 Orcs.01. OcHosbl OK1-9
y4ebHoro uukna obyvaromncs SOmKeH: dunocodun
yMeTb:
opuveHTUpoBaTbCs B Hanbornee obLmnx
dmnocodckunx npobnemax O6bITUSA, NO3HAHNS,
LeHHoCcTen, cBobOAb! U CMbICNA XXMU3HN Kak
ocHoBax (hopMUPOBaHUSA KyNbTYpbl
rpaxgaHuHa n bygyuiero cneunanmcTa;
3HaTb:
OCHOBHbIE KaTeropmm u noHATUsA gunocoguu;
porib UnoCoOUN B KM3HM YeroBeka 1
obulecTBa;
OCHOBbI OMIIOcodCKOro y4eHus o bbITK;
CYLLHOCTb NpoLecca No3HaHuS;
OCHOBBbI Hay4yHoON, hunocodckom u
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PENUrno3Hon KapTuH MMNpa;

00 ycnoBusix opMMUPOBaHUS NMNYHOCTH,
cB0obOE M OTBETCTBEHHOCTU 3a COXpaHeHne
XN3HW, KYNbTYpbl, OKpYXatoLen cpeabl;

O coumanbHbIX N 3TUYEeCKuX npobnemax,
CBSI3aHHbIX C Pa3BUTUEM U UCNOSb30BAHNEM
OOCTWXXEHWN HayKW, TEXHUKN N TEXHOMOI NI,

yMeTb: 48 Orca.02. Nctopusa OK1-9
OpPWMEHTUPOBATLCS B COBPEMEHHOM
3KOHOMMYECKOWN, NONUTUYECKON N KYIbTYPHOM
cutyaumn B Poccun n mupe;

BbISIBNATE B3aMMOCBSI3b OTEYECTBEHHbIX,
pervoHarbHbIX, MUPOBbIX
coumanbHO-3KOHOMUYECKUX, MOSTUTUYECKMX U
KynbTYpHbIX Npobnem;

3HaTb:

OCHOBHbIE HaNpaBreHns pPa3BUTUS KITKOYEBbIX
pervoHoB mupa Ha pybexe BekoB (XX n XXI
BB.);

CYLLLHOCTb U MPUYMHbI NTOKasbHbIX,
pervoHarnbHbIX, MEXTOCY4apCTBEHHbIX
KOH(IMKTOB B kOHLe XX - Havane XXI BB.;
OCHOBHbI€ NpoLecchl (MHTEerpaunoHHbIE,
NOSMKYNbTYPHbIE, MUTPALIMOHHBLIE U UHbIE)
NONIUTUYECKOTO N 3KOHOMUYECKOTO Pa3BuTUs
BEAYLUNX rOCyAapCTB U PETMOHOB MUPA;
Ha3sHauyeHne OOH, HATO, EC un gpyrux
opraHu3aumii 1 OCHOBHbIE HanpaBIeHNs UX
AEeATENbHOCTY;

O POnv HayKu, KynbTypbl U PENUINA B
COXPaHEHMUN U YKpENieHUN HaLMoHanbHbIX 1
rocygapCTBEHHbIX TpaauLmni;

cofepXXaHve 1 Ha3Ha4YeHe BaXKHENLLNX
NpaBOBbIX 1 3aKOHOOATENbHbLIX aKTOB
MMVPOBOIO U PEMMOHANBHOIO 3HAYEHNS;

yMeThb: 48 Orca.03. MNcuxonorus OK1-9
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NPUMEHSITb TEXHUKK U NpUeMbl 3(PPEKTUBHOIO obuweHuns NnK2.7, 3.6
obweHnsa B npoceccnoHansHon
AeATernbHOCTY;

NCnonb30BaTb NPUeMbl caMoperynsumm
noBeaeHns B NpoLecce MeXITIMYHOCTHOro
obLeHns;

3HaThb:

B3aMMOCBS3b 00LLEHNS U AEATENBHOCTY;
uenu, yHKLUN, BUAbI U YPOBHU OOLLEHUS;
pPONN N PoneBbIE OXNOAHUS B OOLLEHNN;
BUAbI coumanbHbIX B3aUMOAENCTBUN;
MexXaHW3Mbl B3aMMOMNOHNUMaHUs B 00OLLEHUM;
TEXHUKM N NpUeMbl 00LEeHNs, Npasuna
cnywaHus, BeaeHust beceabl, yoexaeHus;
3TUYECKMe NpUHLMNbI 0bLLEHMS;
WUCTOYHUMKW, MPUYUHBI, BUObI U CNOCO6LI
paspeLLeHnst KOH(NKTOB;

yMeTb: 196 OrC3.04. lHocTpaHHbIn OK1-9
obwatbes (YCTHO M MMCbMEHHO) Ha A3bIK
WHOCTPaHHOM £13blKe Ha NpogeccuoHanbHbIe 1
noBCeAHEBHbIE TEMbI;

nepeBoauTb (CO CrnoBapeM) UHOCTPaHHbIE
TEeKCTbl NpoheccnoHansHOM HanpaBneHHOCTY;
CaMOCTOATENbHO COBEPLUEHCTBOBATbL YCTHYHO U
NMUCbMEHHYIO peYb, MOMOSHATbL CIOBaPHbIN
3anac;

NMOHMMAaTh AMANOrM4YecKyo 1 MOHOMOMMYECKYHO
peyb B chepe npodeccnoHansHoOm
OesaATenbHOCTY;

3HaTb:

nekcnyeckun (3000 nekcu4eckmx eanHULL) u
rpaMmaTM4eckuin MMHUMYM, HeOBX0aNMbIN
ONng YTeHnsa 1 nepesoaa (Co crnosapem)
WHOCTPaHHBIX TEKCTOB NMPOJECCUOHANBbHOM

HanpaBIeHHOCTY;
yMeThb: 392 196 Orca.05. dumsunyeckas 0OK2,3,6,9
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ncnonb3oBaTh PU3KyNbTYPHO-CMOPTUBHYIO
AeATENbHOCTb AN YKpensieHns 340poBbS,
AOCTUKEHNS KUBHEHHBIX U
npodeccunoHanbHbIX Lenewn;

3HaTb:

0 ponu U3NYeCcKon KynbTypbl B
00LweKkynbTYpHOM, NpodecCcnoHansHOM U
coumanbHOM Pa3BUTUM YEMNOBEKA;

OCHOBBbI 310POBOro 00pasa Xu3Hu.

KynbTypa

EH.00

MaTtemaTunyeckuii n odLmin
€CTEeCTBEHHOHAaY4YHbIN y4ebHbIN LMK

390

260

B pe3ynbraTte usydeHusi 06s3aTenbHON YacTtu
y4eBHOro Lnkna ody4aroLnnes OIMKEH:
YMETb:

pewaTb 3a4a4n Ha OTbICKaHWe NPON3BOHON
CINOXHOW (PYHKLNKN, NPON3BOAHbIX BTOPOro 1
BbICLUNX MNOPSAKOB,

MCnonb30BaTh Pa3nnyHbie METOAbI
WHTErPMpPOBaHNS NPU peLLEHNN 3aay;
MCNonb3oBaTb METOAbl MAaTEMAaTUYECKOro
aHanusa npu pelleHnn 3agad npuknagHoro
Xapaktepa, B TOM Yucne npodeccnoHasibHon
HanpaBfieHHOCTK;

pellaTb CUCTEMbI YpaBHEHUI C HECKOMbKNMU
nepeMeHHbIMY MaTPUYHBIM 1 APYTMMU
cnocobamu:

ucnonb3oBaTb anrebpanyeckne MeToabl Npu
peLleHnn reoMeTpu4ecknx 3agav;

3HaTb:

OCHOBHbI€ MOHATUS U MeTOoAbI
MaTeMaTU4YeCcKOro aHanuaa, NMIMHENHON
anrebpbl U aHaNUTUYECKON reoMeTpuu;
OCHOBHbIE YNCITEHHbIE METO/bI PELLIEHMS
NnpuUKNagHbIX 3agav;

CYLLHOCTb, BMAbI 1 CNOCODbLI pelleHnst 3aaad
aHannTU4eCcKom reoMeTpmm Ha NOCKOCTU U B

EH.01. MaTtemaTuka

OK1-6,9

KoHcynbTaHTINIOC
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NPOCTPaHCTBE;
yMeTb: EH.02. MhdpopmaTumka OK4,5,9

paboTaTb C COBPEMEHHbLIMM ONepaLNOHHbIMU
cucTeMamu, TEKCTOBbIMU pegakTopamu,
Tabnu4yHbIMK NpoLieccopamMum, cuctTemamum
ynpaBneHus 6asamm gaHHbIX, NporpaMmmMamm
NOArOTOBKW Npe3eHTauuni,
MHGOPMALIMOHHO-NOVCKOBLIMU CUCTEMaMM 1
Nonb30BaTbCA BO3MOXHOCTAMU rodanbHON
ceTn IHTepHeT;

3HaTb:

OCHOBHbIe MeTOAbl U cpeacTBa cbopa,
006paboTkn, XpaHeHus1, nepegayn un
HaKOMMEeHUs MHpopMaLuu;

TeXHU4eckue cpeacTea v nporpamMmmHoe
obecneyeHne NepcoHarbHbIX KOMMLIOTEPOB;
TEopeTNYECKNE OCHOBLI COBPEMEHHbIX
VMHGOPMALIMOHHBIX TEXHOMOTMIN 00LLEero 1
crneunanu3mpoBaHHOIo Ha3Ha4YeHus;

yMeTb: EH.03. 3konoruyeckune OK3,6,7,9
OpueHTUpoBaTbCH B Hanbonee obLmx OCHOBBbI

npobrnemax 3KkonorMm u NPUPOAONONb30BaHUS; NpMpPOAONoNnb30BaHUSA

3HaTb:

0Cc0o6EeHHOCTU B3anmodencTBusi obLiecTsa u

npupoapl;

npupodopecypcHbI noteHuman Poccuu;
NPUHLMMNBI U METOAbI PaLMOHaNbLHOro

NPUPOAONObL30BaHMS;
npaBoBbIe M coLMarnbHble BONPOCHI

NPUPOAONONL30BaHMS;

yMeThb: EH.04. MHdopmaumoHHele |[OK 1 -9
ucnonb3oBaTb TexHonorum cbopa, CUCTEMbI B MNK3.1-3.6
pasmeLlLeHNst, XpaHeHUs!, HaKoMNMneHus, npodeccuoHansHon

npeobpasoBaHns 1 Nepedayn AaHHbIX B JeaTenbHOCTU

NpogeCcCMoHanbHO OPUEHTUPOBAHHbIX
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WHOPMALIMOHHBIX CUCTEMAX;

obecneynBaTb JOCTOBEPHOCTb MHDOPMaLK B
npouecce aBToMaTU3MpoBaHHON 06paboTKM
OaHHbIX;

3HaTb:

knaccmdukaumno NHPOPMaLIMOHHBIX CUCTEM;
BUObl TEXHONOIMMYECKNX NpoLieccoB 00paboTkn
WMHpopMaLnm B MUHPOPMALIMOHHBIX CUCTEMAX,
0COBEHHOCTM X NPUMEHEHUS;

MeToabl U Npuembl obecneyeHms
WHpopMaLOHHONM BGe30NacHOCTH.

.00

MpodeccnoHanbHbIA YY4EOHbBIN LMK

2478

1652

orn.oo

O6LenpodeccuoHanbHble AUCUUMMUHBI

1180

786

B pesynbTarte usydeHusi o6sa3aTensHoOn Yactm
y4ebHOro umkna obyyaoLwmncsa QOMmKeH:
yMeTb:

OpPMEHTUPOBATLCH B BONPOCAX 9KOHOMUYECKOMN
TEopWM B COBPEMEHHbIX YCMOBUSX;

3HaTb:

3aKOHOMEPHOCTU (PYHKLIMOHMPOBAHWS
PBIHOYHBIX MEXaHM3MOB Ha MUKPO- U
MaKpOYPOBHSX U METOAbI FOCYAapCTBEHHOMO
perynmpoBaHus;

o6LUMEe NOMNOXEHNST SKOHOMUYECKON TEOPUN;

Orn.01. 3koHoOMUYecKas
Teopus

OK1-7
MK1.1-13

yMeTb!
paccunTbIBaTh MO NPUHSTON METOAOMOMMN
OCHOBHbIE TEXHWKO-3KOHOMMWYECKME
nokasaTtenu AeaTernbHOCTY OpraHn3aLuu;
3HaTb:

OCHOBHbIE MUKPO- Y MaKpO3KOHOMUYECKME
KaTeropuv 1 nokasaTtenu, MmeTodbl X pacyera;

Orl1.02. 3koHOMUKa
opraHusaumm

OK1-7
MnK1.1-1.3

yMeTb:
ynpaBnsTe KOHPNIMKTaMU 1 cTpeccamu B

Or.03. MeHegXMeHT

OK1-9
MnK1.1,1.2,1.4 -

KoHcynbTaHTINIOC
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npouecce NpogeccuoHanbHon AeaTENbHOCTY; 1.8,
3HaTb: 24,25
XapaKTepHble 4epTbl COBpeMEHHOIo
MEHEeIKMEHTa;

LMK MEHEKMEHTA;
npoLiecc NPUHATMA 1 peanusaumm
yrpaBneH4yeckmx peLleHnin, MHopMaLoHHOe
obecneyeHe MEHEOXKMEHTA;

yMeTb: Or1.04. locynapcteBeHHas u |OK 1 -8
NPUMEHSTbL KagpOoBYO MNONUTUKY HA MyHMUMNanbHas cnyxota NMnK1.1-1.8
rocygapCTBEeHHON U MyHUUMNansHowm cnyxobe;

3HaTb:

CUCTEMY roCyAapCTBEHHbIX YYPEXAEHUN U
OpraHoB MEeCTHOrO CaMOyrnpaBneHus;
obLwwme npuHUunbl 1 TpeboBaHus K
NPOXOXOEHUIO TOCYAapCTBEHHOW U
MYHULMNAnbHOW CyX0bl;
OpraHv3auMoHHO-NpaBoBble HOPMbI
rocyaapCcTBEHHOro annapara yrnpaseHus;

yMeTb: Or1.05. MHocTpaHHbIn A3blk |OK 1 -7
paboTtaTb C NpodeccuoHanbHbIMU TEKCTamMm (npodbeccroHanbHbIN) MK1.1-13
Ha MHOCTPaHHOM Si3bIKE;

COCTaBNATb M 0POPMIIATb
OpraHv3auUMoHHO-pacnopsaanTENbHYO
AOKYMEHTaLMI0 Ha MHOCTPaHHOM A3bIKe;

BECTW NeperoBopbl HA MHOCTPAHHOM SA3bIKE;
3HaTb:

npakTUYecKyto rpammaTtuky, HeobxoaumMyto ons
npodeccuoHansHoro obLeHns Ha
WHOCTPaHHOM SA3bIKe;

0COBEHHOCTU NepeBoAa CryXebHbIX
AOKYMEHTOB C MHOCTPAHHOTO S3bIKa;

yMeThb: Onn.oeé. OK1-8
NPUMEHSTL B NPOdeCCUOHanbHON MpodeccmnoHanbHasa atuka MK 1.2-1.6,1.8
AEeATENBHOCTM NPUEMbI AENOBOMO OOLLEHUS; 1 NCUXONOrus AenoBoro
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3HaTb:

OCHOBHbIE NpaBuna npogeccnoHanbHoOM aTUKK
1 Mpuembl 4eNOBOro obLLEHNsI B KOJINIEKTUBE;
0C0BEeHHOCTM NPOodeCCMOHAaNbHOM 3TUKKN 1
NCMXonorMm 4enoBoro obLLeHms crnyxatumx
rocyaapCTBEHHbIX U UHbIX
OpraHn3aunoHHO-NPaBoBbIX (POpM
yyYpexaeHun n opraHmsauun;

obuweHus

yMETb:!
NpPodeCCMoHarnbHO OCYLLECTBNATbL Habop
TEKCTOB Ha NepCOoHaNbHOM KOMMbIOTEPE;
3HaTb:

PYCCKYIO U NaTUHCKYIO KraBuaTtypy
NMepCcoHanbHOro KOMMbTEPa;

npaewunia opOpMIeHUs: JOKYMEHTOB Ha
nepcoHanbHOM KOMMbIOTEPE;

Or.07. KomnbtoTepHas
0b6paboTKka AOKYMEHTOB

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

YMEeTb:
3awumiaTth CBOV npasa B COOTBETCTBUM C
TPpyAoBbIM 3aKOHO4ATE IbCTBOM;

nucnonb3oBaTh NPaBoBYO MHAOPMALMIO B
npodeccuoHarnbHON AesaTensHOCTY;

3HaTb.

npasa 1 0693aHHOCTM CRyXaLmXx;
3aKkoHofarterbHble akTbl U MHbIE HOPMATUBHbIE
npaBoBble JOKYMEHTbI, perynupyoLime
NPaBOOTHOLLEHUS (PUNYECKNX U IOPUONYECKNX
nnu;

OCHOBHbIE 3aKoHodaTerbHbIE aKTbl O
npasoBom obecnedyeHnn npodeccnoHansHon
OEeATErNbHOCTU CriyXallumx;

Or1.08. NMpaBoBoe
obecneyeHne
npogeccroHansHon
aeaTensHocTn

OK1-7
MnK1.1,1.2,1.4,
15,17,1.8

yMeTb:
0hOpPMMATE AOKYMEHTALMIO MO YNpaBNeHUto
KayeCTBOM MPOAYKLMY;

3HaTb:

OCHOBHbIE MONIOXEHNS CUCTEM MEHE)XMEHTA

Or1.09. YnpaBneHue
KayeCcTBOM

OK1-9
MnK2.1-2.3,
NnK3.1,3.2,3.5

KoHcynbTaHTINIOC
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KayecTBa U TpeboBaHNS K HUM;
METOAMNYECKYIO U HOPMaTUBHYIO
AOKYMEHTAaLMIo MO ynpaBfeHnto KayecTBOM
npoayKumu;

YMETb: Or1.10. YnpaeneHue OK1-9
cos3fgaBaTb OnaronpuUATHLINA NCUXONOrMYeCKNii nepcoHanom NnK1.7, 2.6, 2.7,
KNMar B KOMMeKTUBE; 3.6
a(pheKkTUBHO ynpaBnsaTb TPy40BbIMU
pecypcamu;

3HaTb:

coepxaHue KagpoBoro, MHOPMaLMOHHOTO,
TEXHUYECKOro 1 NpaBoBOro obecneveHus
CUCTEMBI YyNpaBeHUs NepcoHanomM;
OpraHn3aLUMOHHYO CTPYKTYPY CryX0bl
yrnpaBneHnsa nepcoHanom;

obLwue NpyHUMNbI yNpaBneH1s nepcoHarnom;
NPVHUUMbLI OPraHn3auun kKagpoBon paboTsl;
NCUXonormyeckne acnekTbl yrpaBneHns,
cnocobbl pa3peLleHns KOHITUKTHBIX CUTYaLMI
B KOMMEKTUBE;

yMeTb: Or1.11. OcHosbl OK1-9
MCnonb30BaTb METOAbI HAYYHOrO NO3HAHUA B ncenegoBaTernbCckom MK 2.1, 2.6, 3.2,
nccrnegoBaTenbCKOW OesaATeNbHOCTY; JeaTenbHOCTU 3.3,35

3HaTb:

O NocneacTBUsiX cBoer NpodeccuoHanbHom
AEeATENBHOCTU C TOYKU 3PEHNSI €OUHCTBA
Burocdepbl 1 GruocoumanbHoOW Npupoabl
YeroBekKa;

OCHOBHbIE TEPMUHbI 1 OnpeaeneHus,
ucnonb3yemble Npu hOpPMUPOBaAHUM
OOKYMEHTOB B obnactu
Hay4HO-MCCNef0BaTENbCKON AeATENbHOCTY;

yMeThb: Oln.12. 'ocypapcteeHHoe |OK1-9
NpPoBOAUTb HEODXOAUMbIE pacyeTbl No perynupoBaHue akoHomuku |IK 3.5, 3.6
HarnoroBoMy, KpeauTHOMY, GrOKETHOMY

KOHcy" bTaHTlnK0C www.consultant.ru CrpaHuua 27 u3 41

Hafié)KHasa npaBoBaA noaAepXXKa


http://www.consultant.ru/
http://www.consultant.ru/

Mpuka3s MuHobpHayku Poccum ot 11.08.2014 N 975 [okymeHT npepoctasneH KoHcynbTaHTI0C
"06 yTBepxaeHun dheaepanbHOro rocyapCTBeHHOro obpasoBaTenbHOro ctaHaapTa C... [aTa coxpaHeHusi: 26.09.2015

perynMpoBaHnio 3KOHOMUYECKUX NPOLIECCOB;
3HaTb:

cnocobbl rocyaapCTBEHHOMO PerynMpoBaHus
9KOHOMMWKW B NEPEXOAHLIN Nepro K pbIHKY;
AVHaMKKY coLmarnbHO-3KOHOMUYECKMX
MPOLIECCOB, NPOUCXOASILIMX B CTpaHe, UX
CTaTUCTUYECKNE 3aKOHOMEPHOCTH;
MPUHLMIMBLI 1 (POPMbI FOCYAapCTBEHHOIO
PErynupoBaHnst 3KOHOMUKN B PbIHOYHbIX

YCNOBUSX;
yMeTb: Orl.13. Cucrema OK1-9
06BACHATb pasnunyHbie POPMb rocyfapcTBeHHOro MK 2.6, 2.7, 3.6
rocygapCTBEHHOrO yrnpaBneHus; ynpasneHns

Nosib30BaTbCA OCHOBHbIMM
HOPMaTUBHO-NPaBOBLIMY AOKYMEHTaMW,
onpeaensoLLMMmn CUCTEMY roCygapCTBEHHOIO
yrnpaBneHus;

Nnonb30BaTbCsl MAaKPO3IKOHOMUYECKUMU
nokasatensamu;

BNnageTb MeTodaMu paspeLleHus
KOHMMUKTHBIX CUTyauun;

3HaThb:

Hay4Hbl€ OCHOBbI CUCTEMbI FOCYJApPCTBEHHOIO
ynpaBneHus;

CTPYKTYPY OpraHoB rocygapCTBEHHOro
ynpaBrneHus; cogep>xaHne 1 HanpaesneHne
rocynapCcTBeHHOM MONMUTUKY;

yrnpasreHue coumarnbHOW cepor 1
KOHIUKTHBIMW CUTYaUUsIMK;

yMeTb: Or1.14. OpraHusauus OK1-9
XapaxkTepu3oBaTtb UCMOSTHUTENbHYIO BNacTb B rocyfapcTBeHHbIX MnK1.2,1.3, 2.1,
coBpeMeHHon Poccumn n npobnemel ee yypexaeHun Poccum 2.6,35,36
MoAepHu3aunu;

06BbACHATL CNeuMdUKy rocygapcTBeHHOro
ynpaBreHnsi Ha permMoHanbHOM YPOBHE;
3HaTb:
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rocyaapCTBeHHbI annapat Poccun B cucteme
COBETCKOro rocygapcrsa;

nepvoabl CTaHOBNEHWUS U 3BOMOLMU
aAMNHUCTPATMBHO-KOMaHOHON CUCTEMBI
yrnpasneHus;

COBETCKWUI OMbIT aAMUHUCTPUPOBAHUS; KPU3UC
denepatnBHom cuctembl Cotosa CoBETCKUX
Coumanunctudeckmx Pecnybnuk; nepuog
CTaHOBJEHNS HOBOW CUCTEMbI OpraHM3aLmm
rocygapcrteeHHon Bnactu B Poccum B 1990 -
1993 rr.;

OCHOBHbIe nonoxeHus KoHcTuTyuum
Poccuinckon denepaumm 1993 r. n npouecc
dopMUPOBaAHMSA HOBbLIX OpraHoB
rocyaapCTBeHHOW BNacTu;
npeacTaBuUTENbHbIE OpPraHbl BacTy B Havane
XXI B., CTPYKTYpY MCNOMHUTENbHOW BNAcTh B
coBpeMeHHon Poccumn n npobnemsl ee
MOZEepHM3auuu;

cneumduky pecdopmmnpoBaHusa cygebHonm
cuctembl Poccunckon ®epepauuu;

yMeTb: 68 Or1.15. BesonacHocTb OK1-9
OpraHn3oBbIBaTh Y MPOBOAUTE MEPONPUATUS Xn3HedesaTenbHOCTH MK1.1- 1.5,
no 3awuTe paboTarLwmx 1 HaceneHus ot 21-24,2.7,
HeraTuMBHbIX BO3AENCTBUIN Ype3Bbl4anHbIX 3.1-3.6
cuTyauum;

npeanpuHMmMaTb NPouUNakTM4eckme mepbl
ANS1 CHXEHUSI YPOBHS OMacHOCTEN
pasnu4Horo BUAa U UX NOCNEACTBUNA B
npodeccMoHanbHoOM AeATENbHOCTU U BbITY;
Mcnonb3oBaTh CPeACTBa MHAUBUAYANbLHON U
KONMNEKTUBHON 3aLUMTLI OT OPYXMS MaccoBOro
nopaxeHus;

NPUMEHATb NEPBUYHBbIE CpeACTBa
NoXapoTyLUEHWS;

OPVEHTUPOBATLCS B NEPEYHE BOEHHO-YYETHBIX
cneumnanbHOCTEN Y CAMOCTOSATENBHO
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onpenensaTb CPean HUX POACTBEHHbIE
Nony4YeHHON crneymanbHOCTH;

NPUMEHSTb NpodeccnoHarnbHble 3HaHUS B
XO[4€e UCNOJTHEHMST 06513aHHOCTEN BOEHHOMN
cnyx6bl HA BOUHCKNX JOJMKHOCTSIX B
COOTBETCTBMM C NOMYyYEHHON
cneunanbHOCTLIO;

BnageTtb cnocobammn 6eckoHNINKTHOrO
obLeHnsa n camoperynsauum B NoBCeaHEBHOMN
OEATENbHOCTUN N 3KCTPEMArbHbIX YCITOBUSIX
BOEHHOW CNyX0bl;

oKa3sblBaTb NEPBYO MOMOLLb NOCTPaaaBLUNM;
3HaTb:

NPUHLMMNbI 06ecnevYeHnst yCTOMYNBOCTHU
00BHEKTOB 3KOHOMMUKM, MPOrHO3UPOBAHUS
pasBuUTUS COOBLITUI U OLIEHKN NOCNEACTBUIA NpuU
TEXHOTeHHbIX Ype3BblHaHbIX CUTYyaLMsAX U
CTUXMINHBIX SIBIEHUSIX, B TOM YMCIIE B YCIOBUSIX
NPOTMBOAENCTBUA TEPPOPUIMY KaK CEPbEIHOMN
yrpose HaumoHanbHou 6esonacHocTn Poccuy;
OCHOBHbI€ BMAbl NOTEHUMANbHbIX ONAacHOCTEN
1 X NOCreacTBMs B NpodeccroHanbHom
[EeATENBHOCTU M ObITY, NPUHLMMBI CHUXKEHUS
BEPOSITHOCTU UX peanusauuu;

OCHOBbI BOEHHOW CIy0bl 1 0G0POHbI
rocygapcrBa;

3a7a4v 1 OCHOBHbIE MEPOMNPUATUS
rpakgaHcKom 000pPOHbI; CNocobbl 3auThl
HacerneHus OT OPYXNsi MacCOBOrO NMOPaKeHUS;
Mepbl NOXXapHon 6e3onacHoOCTU 1 Npasuna
©e3onacHoOro noBeaeHust Npu nNoxapax;
OpraHusaumio 1 NOpSA0K Npu3biBa rpaxaaH Ha
BOEHHYIO CNY>XOY 1 MOCTYNNEHNSA Ha Hee B
AobpoBONLHOM NOpsiaKe;

OCHOBHbIE BUbl BOOPY>KEHUS, BOEHHON
TEXHUKM U cneunanbHOro CHapsiKeHus,
COCTOSILLME Ha BOOPY>XEHUN (OCHALLEHWM)
BOWMHCKMX NOApa3aeneHunii, B KOTOPbIX
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MMEITCS BOEHHO-YYETHbIE CreuuanbHOCTH,
poacTBeHHbIe cneunansHocTam Cro;
obnactb NpMMEHEHUs MoNyYyaemblx
npodeccuoHarnbHbIX 3HaHWI NPU UCNONTHEHWN
0653aHHOCTEN BOEHHOM CryX0bl;

nopAaaoK 1 npasuiia okadaHuda I'IGpBOI7I NMOMOLLN
nocTpazaBLUMM.

MM.00

MpodeccrnoHanbHble Mogynun

1298

866

MM.01

OpraHusaums JOKYMeHTaLNOHHOTO
obecneyeHus ynpasneHus un
(PYHKLMOHMPOBAHUS OpraHM3aunm

B pesynbTaTte nsyyeHust npodeccruoHansHoro
MoAaynsi 06y4YaroLLMIACA OOIKEH:

UMETb NPaKTUYECKUI ONbIT:

opraHu3aumMm OKyMeHTaLNOHHOro
oGecneyeHus ynpaBneHus u
PYHKLMOHNPOBAHUS OpraHu3aLuu;

YMETb:

NPUMEHSITb HOpMaTUBHbIE NPaBOBbLIE aKTbl B
yrnpaBrieH4Yeckoln OesTensHOCTH;
NnoAroTaBnMBaTb NPOEKTbI YNpaBieHYeCcKnNx
peleHun;

obpabaTbiBaTh NOCTYNaoLWME U
oTnpaBnsieMble JOKYMEHTHI,
cucTeMaTUsMpoBaTb WX, COCTaBMATb
HOMeHKnaTypy aen n dopmmpoBaTb
AOKYMEHTbI B ena;

roTOBWUTb U NPOBOANTL COBELLIaHUS, AenoBble
BCTpeYun, NpueMbl 1 npes3eHTaumm;

3HaTb:

HOpMaTUBHbIE NPaBOBLIE aKTbl B 0611aCTy
opraHu3aumm ynpaeneH4Yeckon AesTenbHOCTHY;
OCHOBHbIE NpaBuna XpaHeHusi N 3aluThbl
cnyxebHon nHdopmaumu.

MOK.01.01.
[okymeHTaunoHHoe
obecneyeHne ynpasneHus

MKL.01.02. MNMpaBsoBoe
perynupoBaHue
ynpaBreH4YecKom
AeATEeNbHOCTM

MKL[.01.03. OpraHusauus
ceKkpeTapcKoro
obcnyxnBaHus

OK1-9
MnK1.1-1.11

MM.o2

OpraHnzaunsa apxmBHOM 1

M[OK.02.01. OpraHumsaumsa n

OK1-9

KoHcynbTaHTINIOC
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cnpaBoYHO-NHHOPMALMOHHON paboThl NO HOpPMaTMBHO-NPaBOBbIE nK2.1-27
AOKYMEHTaM opraHvsauum OCHOBbI apXMBHOro gena
B pesynbTaTte nsyyeHus npodeccnoHansHoro

Moayns oby4aloLnMncs OOMKeH: MOK.02.02.

UMETb NPaKTUYECKUIA OMbIT: "ocypapcTBeHHbIE,
opraHusauunm apxmBHON u MyHULUMNanbHbIE apXMBbI U
CcnpaBoYHO-NHPOPMAaLMOHHON paboTkl NO apxvBbl OpraHusauui
AOKYMEHTaM opraHusaunu;

yMeTb: MIK.02.03. MeToauka n
OpraHn3oBbIBaTb AEATENbHOCTb apXmnBa C NpakTuKa apxmeoBedeHUs
y4eToM cTaTyca 1 npocmnsa opraHnsauuu;

paboTaTb B crcCTEMAXx 3NeKTPOHHOIO MOK.02.04. O6ecneyeHue
D,OKyMeHTOO60pOTa; COXPaHHOCTN OOKYMEHTOB
ncnonb3oBaTh B AeATENbHOCTM apxmnea

COBPEMEHHbIE KOMMbIOTEPHbIE TEXHOIOMNN;

NPUMEHSATb COBPEMEHHbLIE METOLMKMN

KOHCEpBaLMM U pecTaBpaunm apXmBHbIX

OOKYMEHTOB;

3HaTb:

CUCTeMy apXMBHbIX ydpexaeHui B Poccuiickon

denepaummn n opraHmsaumnio ApxmeHoro oHga

Poccuitckon denepauuu;

CUCTEMY XPaHeHMUs 1 06paboTkN JOKYMEHTOB.

Mv.03 OcyuiecTBneHne AOKYMEHTALMOHHOIO MIOK.03.01. OK1-9
obecneyeHns ynpaBneHns 1 apxmeBHOro gena c WHpopmaLmoHHbIe MK3.1-3.6
NCNoNb30BaHUEM NPOrpaMMHbIX CPeACTB TEXHONOormmn B
yyeTa, XpaHeHusl, 06paboTku 1 nomncka OOKYMEHTaLUNOHHOM
AOKYMEHTOB obecneyeHnmn ynpaerneHus
B pesynbraTe nsyyeHus npodeccrnoHansHoro N apXMBHOM Jene
MoAyrns oby4aroLMIACa OOIKEH:

MMETb NPaKTUYECKUIN ONbIT: MK[.03.02. MeTtoguka
paboTbl C MpOrpaMMHbIMKU CPeACTBaMU yyeTa, paumoHanusaumu
XpaHeHus, 06paboTkM 1 Moucka LOKYMEHTOB; OOKYMEHTaLMOHHOTO
opraHusaumm cnpaBo4YHO-UH(POPMaLIMOHHON obecneyeHns ynpasneHus
AeATENbHOCTU C AOKYMEHTaMu; 1 apXxMBHOro gena
YMETb:
paboTaTth C NPOdECcroHanLHO MKZ.03.03. OpraHusauus
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OPUEeHTUPOBaHHbIM NpOrpaMmMmHbIM pa60TbI C 3J1EKTPOHHbIMMU
obecneyeHnem B obnactu OOKyMeHTamMun

AOKYMEHTaLMOHHOro obecneveHuns
ynpasneHnus (ganee - JOY) n apxmBHoro gena;
OpraHn3oBbIBaTb BHEAPEHME
aBTOMaTU3MPOBaHHOW cucTeMbl B cnyxbe OY
N apxuBe (TEXHUYECKOe 3afaHune, NoHATNE o
CASE-TexHonorunsx);

Haxo4uTb HEODXoAUMYIO MHAOPMaLUIO,
nonb3oBaTbCs MHPOPMALIMOHHBIMU pecypcamu
cetn NIHTepHeTa B obnactu
AOKYMEHTOBEAEHMS N apXMBHOMO Aena;
paboTaTb C 9aNeKTPOHHbIMW JOKYMEHTaMU;
MCMNonb30BaTh CETEBbIE NPOrpamMMHbIE U
TEeXHU4YecKne cpeacTaa B NpogeccnoHanbHon
OEATENbHOCTY;

3HaTb:

PbIHOK CreunanM3npoBaHHOro NPUKNagHoro
nporpaMmmHoro obecneyeHuns B obnactn JOY un
apXuBHOrO Aena (aBToMaTu4eckne CUCTEMbI
ynpaBneHus JoKyMeHTamun);

coBpemeHHoe cocTtosiHue [OY
rocygapCTBEHHbIX U HErOCYAapCTBEHHbIX
yyYpexaeHun, rocyaapcTBEHHbIX,
MYHULUMMAMNbHBLIX U HErOCY4apCTBEHHbIX
apxuBoB B 0611acTy NPUMEHEHNS
WHOPMALIMOHHBIX TEXHOMOMMIN U
MCMNoMb30BaHNs cneunanm3npoBaHHOro
nporpaMmMHoro obecneyeHus;

KopropaTuBHble MHPOPMALIMOHHbIE CUCTEMBI,
aBTOMaTU3MPOBaHHbIE MO CMCTEMaM
AOKYMEHTaLuuMun, B TOM YMCre KaapoBOW,
OyxyueTa;

nepcneKkTMBHbIE HaNpaBneHns
nHdopmaTtmsauum JOY n apxmeHoro gena;
3aKkoHodaTenbHy 6a3y, OCHOBHbIE Yrpo3bl
WMHopMaLOHHONM Ge30nacHOCTH.
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MM.04

BbinonHeHue paboT Mo 0gHOM I HECKOMBKAM
npogeccusiM paboymx, AOIMKHOCTAM
cry>KaLumx

BapuaTtnBHas 4acTtb y4yebHbix umknos MNMNCC3
(onpepensieTca obpasoBaTenbHOM
opraHu3aumen camoCcTOsTENBHO)

1620

1080

Bcero yacoB obyyeHus no y4ebHbiM uuknam
Mnrccs

5292

3528

YT1.00

YuebHas npakTuka

r.oo

lMponssoacTBeHHas npakTuka (no npodunto
crneunanbHOCTK)

10 Hep.

360

OK1-9
MK1.1-3.6

rnari.oo

MpounssoacTBEHHasi NpakTuKa
(npepavnnomHas)

4 Hep.

MA.00

MpomexyToyHas aTTecTauus

5 Hepq.

MA.00

rOCYIJ,apCTBeHHaﬂ nToroBas atrecrauusa

6 Hepn.

MA.01

[MoaroToBka BbIMYCKHOM KBanugukaunoHHOM
paboTbl

4 Hep.

MA.02

3almTa BbINyCKHOW KBanMdukaLnoHHON
paboTbl

2 Hepn.

Cpok nonydenus CIMO no MMNCC3 yrnybneHHoW NogroToBkn B 04HOM hopme 06ydeHmns coctasnseT 147 Hegenb, B TOM YMCHE:

O6y4yeHune no y4ebHbIM LnKam

98 Hen.

Y4yebHasi npakTuka

10 Hep.

Tabnuuya 6
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lMpousBoacTBeHHas npakTyka (No Npodunio cneumanbHOCTH)

MpounsBoacTBeHHasa nNpakTuka (npesamniomMHas) 4 Hep.

lMpomexyTodHaa aTTectaums 5 Hep.

["ocymapcTBeHHasi UTorosasi aTtectauus 6 Hepn.

KaHukynapHoe Bpems 24 Hegp.

NToro 147 Hep.
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VIl. TPEBOBAHNA K YCNOBUAM PEANTM3ALINA NMPOITPAMMbBI NOATOTOBKA
CMNEUMANNCTOB CPEAOHEIO 3BEHA

7.1. OO6pasoBaTtefnbHas opraHusaumMsi CamMoCTOATeENbHO paspabaTtbiBaeT M yTBepxaaet [MMNCC3 B
cooTtBeTcTBMM ¢ HacTosawmm PIrOC CI10O u ¢ yyeToM cooTBeTCTBYOLLEN NpuMepHon MNMINCC3.

Mepen Hayanom pa3paboTkm NMCC3 obpasoBaTenbHas opraHn3auus AOMKHa onpeaenuTb ee cneumduky ¢
y4yeTOM HanpaBfeHHOCTU Ha yAOBMEeTBOpPEHME NOTPeOHOCTEN pbiHKa TpyAda u paboTogartenein, KOHKPETM3NPOBaThb
KOHeYHble pesynbTaTbl OBy4yeHus B BMAE KOMMETEHUWUW, YMEHUW U 3HaHWWA, npuobpeTaemoro npakTn4eckoro
onbiTa.

KoHKpeTHble BMAbl OEATENbHOCTU, K KOTOPbIM TOTOBUTCSH OOy4YaloWMcs, OOSMKHbI COOTBETCTBOBATb
npuceamMBaemMon Keanudukauuu, onpenenstb coaepxaHume obpasoBaTenbHOW nporpamMmmbl, paspabaTbiBaemMon
obpasoBaTenbHON opraHM3aumen COBMECTHO C 3aUHTEPEeCOBaHHbIMK paboTogatensmu.

Mpun dopmuposaHmm MNMIMCC3 obpasoBaTtenbHas opraHn3auus:

UMeeT MNpaBO WCMOMb30BaTb OObLEM BpEMEHM, OTBEOEHHbIN Ha BapuaTMBHYIO YacTb Y4eOHbIX LMKIOB
MMCCS3, ysenuuuBasa npy 3ToM 00bEM BPEMEHU, OTBEAEHHbIN Ha AUCLUNIUHBI 1 MOAynn obsisaTenbHON YacTw,
nnbo BBOASA HOBbIE OUCUMUMMMHBI U MOLYNMM B COOTBETCTBUM C NOTpebHOCTsIMM paboTtopatenen un cneuundumkon
OeaTenbHoCcT 06pa3oBaTenbHON OpraHn3aLunuy;

UMeeT MpaBO oOnpefensATb Ans OCBOEHUs obydalwmMmucs B paMkax npodecCroHanbHOro Moayns
npodeccuo paboyero, AOMKHOCTb Cnyxallero (04HY WM HECKOMbKO) COrMacHO MNPUMOXKEHUI0 K HacToswemy
®IrocC CIo;

obszaHa exerogHo obHoBnaTh MMCC3 ¢ yyetom 3anpocoB pabortopartenen, OoCoObGEHHOCTEN pPa3BUTUSA
pervoHa, KynbTypbl, HAyKk1, 3KOHOMWUKM, TEXHUKW, TEXHOMOMMIA U coumanbHoM cdepbl B pamMkax, YCTaHOBIEHHbIX
HacTodAwmm OIrOC CIO;

0o6s3aHa B pabouymx y4yebHbIX MporpaMMax BCEX AUCUMNIMH W NpOodeCcCuoHanbHbIX MOAyren 4YeTKo
dopmynupoBaTtb TpeboBaHMA K pe3ynbTaTaM WX OCBOEHMWS: KOMMETEHUWsIM, NpuobpeTaemMomy MnpakTU4ecKoMy
ONbITY, 3HAHUSAM N YMEHUSM;

o6si3aHa obecneunBaTtb 3(AEKTUBHYIO CaMOCTOATENbHYD paboTy ofyyalwwmxca B COYETAHUM C
COBEpLUEHCTBOBAHMEM YNPaBIIEHNS €10 CO CTOPOHLI NMpenogaBaTenen  MacTepoB NPOM3BOACTBEHHOIO 00yYeHMS;

o6s3aHa obecneynBaTb 0Oy4YalOWMMCS BO3MOXHOCTb y4acTBOBaTb B (POPMUPOBAHWMM WHAMBUAYaNbHOW
obpa3zoBaTernbHON NporpaMmel;

o6s3aHa hopMMpoBaTb COLMOKYNbTYPHYIO Cpedy, co3gaBaTb YCNoBus, Heobxoaumble AN BCECTOPOHHErO
pasBuTMa W coumanu3aumm FNMYHOCTUW, COXPaHeHUs 3[0poBbs Oby4valoLMXcs, CnocobCTBOBATb Pa3BUTUIO
BOCNUTATENbHOITO  KOMMOHEHTa  0obpasoBaTenbHOro  npouecca, BKOYas  pasBUTME  CTyOAEHYecKoro
camMoynpasrneHus, ydactue obyvawowmxcs B paboTe OOLIECTBEHHbIX OpraHu3auui, CMOPTMBHBLIX U TBOPYECKMX
KnyboB.;

AOMKHA npegycMmaTtpuBaTb B LeENAX peanu3auum KOMMETEHTHOCTHOrO Mnoaxoda MCMonb3oBaHWE B
obpasoBaTenbHOM MpoLecce aKTUBHbIX W WMHTEPaKTMBHbIX (OOPM MPOBEAEHUst 3aHATUN  (KOMMbIOTEPHBIX
CUMYNSLUUIA, OENOBbIX U PONEBbIX Urp, pas3bopa KOHKPETHbIX CUTYaUUR, MCUXONOMMYECKMX U MHbIX TPEHWHIOB,
rpynnoBbIX AMCKYCCWIA) B COYETAHWM C BHeEAyguTOpHOW paboTon Ans (QOpMMPOBaHUA U pasBUTMA OOLIMX K
npodeccuoHanbHbIX KOMNETEHLUIA 0DyYatoLmXcs.

7.2. Npwu peanusaunm MIMCC3 obyyatowmecs MMelT akagemMmmnyeckme npaesa n 06893aHHOCTM B COOTBETCTBUM
¢ ®epepanbHbiM 3akoHOM OT 29 gekabps 2012 r. N 273-$3 "O6 obpasoBaHun B Poccuickon ®egepauun” <1>.

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

7.3. MakcumarnbHbIi 06bem y4eGHOM Harpysku obyuvatowlerocsi cocTaBnsier 54 akagemuyeckux vaca B
Hepgento, BKNoYasi BCe BMAbl ayaUTOPHOWN U BHEAYAUTOPHOW y4eBHON HarpysKu.

7.4. MakcumarnbHbIl 00beEM ayauTOPHOW Yyd4eOHOM Harpy3km B O4HOM ¢hopme obyyeHuss cocTtaBnsetr 36
aKaJeMUyecKnx 4acoB B HeeN!o.

7.5. MakcmanbHbIn 06beM ayauTOpPHOW y4eOHOM Harpyskn B OYHO-3a04HON hopme 0OyyeHus cocTaBnseT
16 akageMU4YecKnx 4YacoB B HeAEeNHo.

7.6. MakcMmarnbHbIi 00beM ayguUTOPHON y4eOHOM Harpy3ku B rof B 3a04HoOM opme obyyeHnst cocTaBnsieT
160 akagemMmn4eckmx 4acos.
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7.7. ObLwasn NpoaomKUTENbHOCTb KaHMKYN B y4eBHOM rogy AomkHa coctaBnaTe 8 - 11 Hegenb, B TOM yncne
He MeHee 2-X Hegenb B 3UMHUIA nepuoa,.

7.8. BeinonHeHne KypcoBoro npoekta (paboTbl) paccmatpuBaeTcs Kak BUA y4ebHowm paboTel MO AUCUMNINHE
(oucumnnuHam) npodeccmnoHanbHoro ydebHoro uukna u (Mnm) npodpeccuoHanbHOMY MOAYM0  (MOAynsM)
npodeccroHanbHOro y4ebHoro LUukna u peanuayeTtcst B pegenax BpeMeHu, OTBEOEHHOMO Ha ee (UX) U3y4eHue.

7.9. OucumnnunHa "Odusmyeckass KynbTypa" npedycMaTpuBaeT exeHedenbHo 2 4aca o06s3aTenbHbIX
ayOUTOPHBIX 3aHATMI U 2 Yyaca CaMOCTOATENbHOM paboThl (3a cHET pas3nuyHbiX POPM BHEAYAMTOPHbIX 3aHATUI B
CMOPTUBHbLIX KIy6ax, cekumsx).

7.10. ObpasoBaTenbHasa opraHu3auusa MMeeT NpaBo AN NOArpynn AeByLUEK NCNOMNb30BaTb YacTb y4eBHOro
BpEMEHM aucumnnuHbl "Be3onacHocTb XusHepesaTenbHocTn" (48 4yacoB), OTBEOEHHOr0 Ha M3y4YeHWe OCHOB
BOEHHON cnyXbbl, Ha OCBOEHNE OCHOB MEANLIMHCKNX 3HAHWMA.

7.11. MNonyyeHne CIMO Ha 6a3e ocHoBHOro obuiero obpa3oBaHWUsi OCYLLECTBMASETCA C OAHOBPEMEHHbLIM
nony4eHvem cpegHero obuiero obpasosaHua B npegenax MNMCC3. B atom cnyyae MNMNCCS3, peanudyemasn Ha 6a3se
OCHOBHOro obuero obpasoBaHus, pa3pabaTbiBaeTcd Ha OcHOoBe TpeboBaHMI COOTBETCTBYHOLUNX hedeparnbHbIX
rocygapcTBeHHbIX obpasoBaTernbHbIX CTaH4ApPTOB cpefHero obuwero obpasoBanHust u ClMO ¢ yueTom nony4aemon
cneumansHoctn CI10.

Cpok ocBoeHust MMNMCC3 B o4yHoOM chopMe 06y4eHUs ansa nud, obyyarowmxcs Ha 6aze OCHOBHOro o6Lero
obpasoBaHus, yBenuumBaeTcsa Ha 52 Hegenu us pac4yeTta:

TeopeTuyeckoe obyyeHune (npu ob6s3aTensHon y4ebHom Harpyske 36 4acoB B HeAEnNo) 39 Hep.
npomMeXyToYHas aTTecTtauus 2 Hep.
KaHUKyIbI 11 Hep.

7.12. KoHcynbTaumm ans ody4aroLmxcst Mo OYHOM M OYHO-3a04HOM hopmam 00ydeHus npegycmaTpuBatoTcs
obpaszoBaTenbHON opraHusaumen n3 pacyeta 4 yaca Ha OQHOro 0byYaloLerocst Ha Kaxabii y4ebHbIN rod, B TOM
yucrne B nepuon peanusaumm obpasoBaTenbHOW nporpamMmmbl  cpegHero obuiero obpasoBaHua aAna nuu,
obyvarowmxca Ha 6ase ocHoBHOro obuiero obpasoBaHud. PopMbl NPoOBeAEHUS KOHCyNbTauuh (rpynnosble,
HAMBUAYanbHbIE, MMCbMEHHbIE, YCTHbIE) ONpeaensaoTcs obpasoBaTensLHON opraHu3aunen.

7.13. B nepuopg obyyeHus c roHowamm npoBoadaTcs y4ebHble cbopbl <1>.

<1> lMynHkT 1 ctaten 13 PegepansHoro 3akoHa ot 28 mapta 1998 r. N 53-®3 "O BouHckon 06s3aHHOCTU U
BOeHHoM cnyx6e" (CobpaHue 3akoHopaTenscTBa Poccunckon ®egepauun, 1998, N 13, ct. 1475; N 30, cT1. 3613;
2000, N 33, c1. 3348; N 46, cT. 4537; 2001, N 7, cT1. 620, cT. 621; N 30, c1. 3061; 2002, N 7, cT. 631; N 21, cT.
1919; N 26, cT. 2521; N 30, cT. 3029, cT. 3030, cT. 3033; 2003, N 1, c1. 1; N 8, cT. 709; N 27, cT. 2700; N 46, CT.
4437; 2004, N 8, cT. 600; N 17, cT. 1587; N 18, cT. 1687; N 25, cT1. 2484; N 27, cT. 2711; N 35, cT1. 3607; N 49, cT.
4848; 2005, N 10, c1. 763; N 14, c1. 1212; N 27, cT1. 2716; N 29, cT1. 2907; N 30, cT1. 3110, cT. 3111; N 40, cT. 3987;
N 43, c1. 4349; N 49, c1. 5127; 2006, N 1, c1. 10, cT. 22; N 11, cT. 1148; N 19, cT. 2062; N 28, cT. 2974; N 29, cT.
3121, c1. 3122, c1. 3123; N 41, cT1. 4206; N 44, cT. 4534; N 50, c1. 5281; 2007, N 2, cT. 362; N 16, c1. 1830; N 31,
cT. 4011; N 45, cT1. 5418; N 49, c1. 6070, c1. 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, cT. 1177; N 31, cT. 4192; N 49, cT1. 6415; 2011, N 1, cT. 16; N 27,
cT. 3878; N 30, cT. 4589; N 48, cT. 6730; N 49, c1. 7021, cT. 7053, cT. 7054; N 50, cT. 7366; 2012, N 50, cT. 6954;
N 53, c1. 7613; 2013, N 9, cT. 870; N 19, cT. 2329; cT. 2331; N 23, cT. 2869; N 27, cT1. 3462, cT. 3477; N 48, cT.
6165).

7.14. TpakTuka sBnsietcs obsi3atenbHbiM pasgenom MMNCC3. OHa npepctaBnsieT cobow Bug y4ebHOM
OEeaTenbHOCTN, HamnpaBneHHoW Ha QOopMUPOBaHUE, 3akpenneHne, pasBUTUE MNPAKTUYECKUX HaBbLIKOB MU
KOMNEeTEHUUN B NPOLIECCE BLINOMHEHNUS OnpeaerneHHbIX BUAOB paboT, cBs3aHHbIX ¢ ByayLien npodeccuoHanbsHom
aeatenbHocTblo. [pyn peanusaumm TMMNCC3 npegycmatpuBaloTcs crneaylowuve BuAabl MPaKkTUK: yd4ebHasd u
NpOV3BOACTBEHHAS.

lMpou3BoACTBEHHAA MpaKkTUka COCTOMT W3 ABYX 3TanoB: MPakTUKA MO NPOUo  cneumanbHOCTU W
NpeAaunIoOMHON MPaKTUKK.

YyebHass npakTuka W NpPOM3BOACTBEHHAs MpakTuka (No npodunio  crneuuanbHOCTU) MpoBOAATCA
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obpasoBaTenbHON OpraHu3auuen npu ocBoeHMM obyvarowmMMncs npodeccMoHanbHbIX KOMNETEHUUA B pamKax
npodeccnoHanbHbIX MOAyNen U MOryT peanv3oBbiBaTbCs Kak KOHLEHTPMPOBAHHO B HECKOMbKO MEpMOAOB, Tak U
paccpeaoToYeHO, YepeaysCb C TEOPETUHECKMMM 3aHATUSAMM B pamKax NpodeccnoHanbHbIX Mogynen.

Llenn n 3agayn, nporpaMmbl U (POPMbI OTYETHOCTU onpedenslTcs obpas3oBaTernbHON OpraHv3auuen no
Ka>kgoMy BUAY MPaKTUKW.

lMponsBoacTBEHHas NpakTUKa AOMKHa NPOBOAUTLCS B OpraHu3aumsx, HanpaBneHne AesiTeNbHOCTU KOTOPbIX
COOTBETCTBYET NPOUI0 NOATOTOBKN OOyYarLLMXCS.

ATTecTaumMa no wutoraMm MpPOU3BOACTBEHHOW MPAKTUKM MNPOBOAUTCA C Y4E€TOM (UNIM Ha OCHOBaHWM)
pe3ynbTaToB, NOATBEPXKAEHHbIX JOKYMEHTaMN COOTBETCTBYIOLLMX OpraHn3aumii.

7.15. Peanuzauus [MMCC3 no cneumanbHOCTU [JomkHa obecneumBaTbCA MNegarormdeckumMm Kagpamu,
nmewumMn Boicllee obpasoBaHue, COOTBETCTBYOLWEEe Npoduno npenogaBaemMon aucuuniuHel (mogyns). OnbiT
OEeaTenbHOCTU B OpraHu3auusix COOTBETCTBYIOLLEN npodeccuoHansHom cdepbl aBnseTcs obssatenbHbIM AN
npenofaBatenen, oOTBeYalLlMx 3a OocBoeHne obydawowmmea npodeccnoHanbHOro yy4ebHoro  umkna.
lMpenogaBatenu nony4valT AOMNOMHMTENBHOE MpodeccuoHanbsHoe obpasoBaHMe MO MporpaMmam MOBbILEHUS
KBanudukaummn, B TOM yncre B popMe CTaXXUPOBKM B MPOUIbHBIX OpraHu3aumsax He pexe 1 pasa B 3 roga.

7.16. TINCC3 pomkHa obecneymBaTbcs y4eOHO-METOOANYECKON OOKYMEHTaUMen no BCEM AUCLUMNIIMHAM,
MEeXOUCUMMITMHAPHBIM KypcaMm 1 npodgyeccuoHanbHeiM mogynam MrNCC3.

BHeayguTopHas paboTa gomkHa conpoBoxaaTtbcs MeTogmdeckum obecrneyeHmem n o60CHOBaHWEM pacyeTa
BPEMEHW, 3aTpaynBaEMOro Ha €€ BhINOSIHEHNE.

Peanusauna TMIMCC3 pgomkHa obecnevmBaTbCA OOCTYNOM Kaxgoro obydatowierocs Kk 6asam gaHHbIX K
6ubnuoteyHbiM oHaam, opMMpyeMbiM MO MOMHOMY nepeyHio aucuunnuH (moaynen) MNMCC3. Bo Bpewms
CaMOCTOSITENbHOW MOArOTOBKM 00yYaloLmecsa AomMKHbl ObiTb 06ecneyveHbl 4OCTYnom K ceTn HTepHerT.

Kaxgbln obyvarowmics AomkeH ObiTb obecnedeH He MeHee 4YyeM OAHUM yd4ebHbiM neyaTHbiM K (Mnn)
3NEKTPOHHBbIM  M34aHMeM MO  Kaxaon aucumninnHe npodecCroHanbHOro  y4ebHOro uukna v OgHUM
y4eOHO-MEeToaNYECKMM MNeYaTHbIM 1 (MNK) SNEKTPOHHBbIM M3A4aHWEM MO KaXKAOMY MEXOUCLMNIIMHAPHOMY KypcCy
(BKNtoYas aNekTpoHHbIe Ba3bl NEPUONYECKNX U3LAHNUN).

BrnbnnoTeyHbln oHO [OmKeH ObiTb YKOMMMEKTOBAH MeYaTHbIMU W (MNK) SMEKTPOHHLIMU  M3OAaHMAMM
OCHOBHOW W [JOMNOMHUTENBHON y4ebHOM nuTepaTypbl MO OUCUUNIMHAM BCeX Y4eOHbIX LUWKMOB, W3OaHHOW 3a
nocnegHue 5 ner.

BubnuoteyHbin  cdoHa, nomumo  y4ebHOW  nuTepaTypbl, AOOIMKEH  BK4YaTb  odumumanbHble,
crnpaBo4YHO-OMbnunorpaduyeckme n nepuvoandeckne msgaHust B pacdete 1 - 2 ak3emnnspa Ha kaxabix 100
obyuarowmxcs.

Kaxxgomy obyvatowiemycsi gormkeH ObiTb obecneyeH AOCTyn K KOMMektam 6ubnvoTtevHoro ¢oHAa,
COCTOSALUUM HE MEeHee YeM U3 5 HanMeHOBaHNIN POCCUMCKMX XXYPHanoB.

OGpasoBaTtenbHasa opraHuMsauMs [OOofkHa npefocTaBuTb O0YYalLWMMCS BO3MOXHOCTb  ONEpPaTUBHOMO
obmeHa wHdbOpMauMen € pPoOCCUMCKMMKU obBpasoBaTeribHbIMM OpraHM3auusmMu KM OOCTyNm K COBPEMEHHbLIM
npodeccuoHanbHbIM 6a3amM JaHHbIX U MHPOPMALIMOHHBIM pecypcam ceTn VIHTEpHeT.

7.17. Mpuem Ha obyyeHne no [MNCC3 3a cyeT OHOOKETHbIX acCUrHoBaHWW deaepanbHoro Groxera,
GrooxeToB cyobekToB Poccuiickon ®egepauum n MeCTHbIX OlogpkeToB siBnAeTcst obLefoCTYNHbIM, ECMM UHOE He
npenycMoTpeHo YacTblo 4 ctaTbn 68 ®egepanbHoro 3akoHa oT 29 aekabps 2012 r. N 273-93 "O6 obpasoBaHum B
Poccuiickon ®epepauunn” <1>. duHaHcmpoBaHue peanusauumn MMNCC3 O0MKHO OCyLecTBNATLCA B 00beMe He
HWXXE YCTaAHOBIEHHbIX FOCYAapPCTBEHHbIX HOPMATMBHbBIX 3aTpaT Ha OKa3aHWe rocygapCTBEHHOW ycryru B cdepe
06pasoBaHusa AN AaHHOrO YPOBHS.

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

7.18. Ob6pasoBarernbHas opraHusauus, peanuayioLlas Mrnccs, [JOJmKHa pacnonaraTb
MaTepuanbHo-TexHU4ecko 6a3ol, obecneuyvBalolle NPOBeAeHWe BcexX BWOOB nabopaTopHbiX paboT w
NPaKTUYECKUX 3aHATUA, AUCLUMITMHAPHOW, MEXAUCUMNIIMHAPHOW M MOAYMbHOW MOATOTOBKM, YYEOHOW MpaKTUKW,
npenycMoTpeHHbIX y4ebHbIM NnaHoM obpasoBaTenbHOW opraHu3aumn. MaTepuanbHo-TexHudeckas 6asa gormkHa
COOTBETCTBOBATbL AENCTBYIOLLMM CaHUTApPHLIM U MPOTUBOMOXapHbLIM HOPMaM.

MepeyeHb kabnHeToB, NabopaTopuii, MacTEPCKMX
1 opyrux nomeLleHuim
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KabuHeTbl:

coumanbHO-3KOHOMUYECKUX AUCLUMINH;

WHOCTPaHHOro A3blKa;

MaTemMaTukm n MHPoOpMaTUKN;

3KOMOrMyecKknx 0OCHOB NPUPOOONONb30BaHNS;

3KOHOMMKW OpraHu3aumun u ynpasneHus nepcoHarnom;

MeHeKMEHTa;

npaBoBoro obecneyeHuns NpogeccnoHanbLHON eaTenbHOCTY;

rocygapCTBEHHON U MyHULIMNANbHOW CRyXo6bl;

OOKYMeHTaUMoHHOro obecneveHus ynpaBneHus;

apxvBoBeaeHus;

npodeccnoHanbHON 3TUKM U MCUXONOrnn 4enoBoro obLeHns;

0e30MacHOCTH XNU3HEOEATENBHOCTY;

MEeTOANYECKNN.

Jlabopatopuu:

WMHGOPMATHKN U KOMMbIOTEPHOW 06pabOTKN LOKYMEHTOB;

TEXHUYECKNX CpeaCTB yrnpaBneHus;

CUCTEM 3MEKTPOHHOIO JOKYMEHTO0b0poTa;

OOKYMEHTOBEAEeHUS;

yyebHas kaHuenapusa (cnyxba JOKyMeHTaUWoHHOro obecnedeHns ynpaBneHus).

CnopTUBHBIN KOMMIEKC:

CNOPTUBHbIN 3arT;

OTKPbITbIN CTaAMOH LUMPOKOTO NPOoduns ¢ anemMeHTamMmn Nonockl NPensaTCTBUN;

CcTpenkoBbln TUpP (B Ntobon Mmoamdukaunm, BKIYas SNEeKTPOHHBIN) UM MeCTO ANs CTpenbobl.

3anbi:

OumbnuoTeka, YATanbHbIN 3an ¢ BbIXOAOM B ceTb VIHTEpHET;

aKToBbIN 3an.

Peanusauuna NMMNCC3 gomkHa obecneynBaTthb:

BbINOMHEHNE ob0y4vawmmMmnuca nabopaTtopHbIX M MNPaKTUYECKMX 3aHSATUNA, BKoYasi Kak obsizaTenbHbIN
KOMMOHEHT NpakTU4eckue 3agaHusa ¢ UCNoNb30BaHNEM NEePCOHarbHbIX KOMMbIOTEPOB;

OCBOeHMe obyvarwmMmnca npodeccuoHanbHbIX MoAayne B YCMOBUSX CO34aHHOW COOTBETCTBYHOLLEN
obpasoBaTtenbHoON cpefbl B 06pa3oBaTenibHOW OpraHM3auun unm B opraHmsaumsix B 3aBUCMMOCTU OT cneundumkm
BMAa OEATENbHOCTH.

Mpn Mcnonb3oBaHMM ANEKTPOHHBIX M34aHUIM obpaloBaTenbHasa opraHM3auus OoImkHa obecneynTb Kaxaoro
obyuvatoulerocs paboynm MecTom B KOMMNBIOTEPHOM KJlacCe B COOTBETCTBMM C 0O BbEMOM M3yYaeMbIX OUCLIUMIIVH.

OGpa3zoBaTtenbHasa opraHvM3aumsi JOJPkHa ObiTb obecnevyeHa HeoOXOAUMBIM KOMMMEKTOM NULEH3VOHHOIrO
nporpaMmmHoro obecneveHus.

7.19. Peanusauusa MNMCC3 ocyuwectnsaeTca obpasoBaTenbHOW OpraHvM3auneln Ha rocydapCTBEHHOM SA3bIKe
Poccuinckon ®egepaumn.

Peanusauna [MNCC3 obpasoBaTenbHOM oOpraHu3auuen, pacrnonoXeHHOW Ha TeppuTopuu pecnybnuku
Poccuiickon ®epepaummn, MOXET OCYLECTBMASATbCS Ha rocygapCTBEHHOM A3blke pecnybnukm Poccuinckom
degepaumn B COOTBETCTBUMM C 3akoHogaTenbCcTBOM pecnybnuk Poccuickon ®epepaummn. Peanunsauma MNMNCC3
obpasoBaTenbHON OpraHu3auuen Ha rocyaapCTBEHHOM fA3blke pecnybnukn Poccunckon depepaumm He O0OMKHa
OCYLLECTBNATLCA B yLepb rocygapctBeHHOMY A3blky Poccuiickon depepaumm.

VIII. OLEHKA KAHECTBA OCBOEHWA NMPOIrPAMMBI MOATrOTOBKA
CNEUMANMCTOB CPEOHEIO 3BEHA

8.1. OueHka kayectBa ocBoeHusi [MMNCC3 pomkHa BkNOYaTb TEKYLWUW KOHTPOMb YyCrneBaemocTy,
NPOMEXYTOYHYHO U FOCYAapCTBEHHYHO UTOrOBYIO aTTecTaumm oby4aroLmxcs.

8.2. KoHkpeTHble hopMbl U NpoLeaypbl TEKYLLErO KOHTPOSA YCNeBaeMOoCTU, NMPOMEXYTOYHON aTTecTauum no
Kaxgonm gucumnnvHe n npodpeccrMoHansHOMy Moaynio paspabartbiBaloTcs obpasoBaTenbHOW opraHusaumen
CaMOCTOATENbHO N [OBOAATCA OO0 CBeOeHus oby4valolMxcs B TeYeHWe MepBbiX [BYX MecsueB OT Havana
oby4eHus.

8.3. [na artrectaumm OOy4YalOWMXCS HA COOTBETCTBME WX MEPCOHAmNbHbIX AOCTWXKEHWA MO3TamnHbIM
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TpeboBaHuam cooTBeTcTBytowen MMCC3 (Tekywmnin KOHTPOMb YCNeBaeMOCTU U MPOMEXYTouHas aTTecTtauusd)
co3garTcs (poHObl OUEHOYHbIX CPeAcTB, MO3BOMSAIOWME OLUEHUTb YMEHWS, 3HaHWS, MPaKTUYECKUn OnbIT ©
OCBOEHHbIE KOMMETEHLMN.

®PoHAbI OLEHOYHBLIX CPeaCcTB Ans NMPOMEXYTOYHOW aTtTecTaumv no AUCUMMIIMHAM U MEXAMUCLMNINHAPHbBIM
Kypcam B cocTaBe mnpodpeccnoHanbHbIXx Moaynen paspabaTbiBaloTcs W yTBepXgawTcs obpasoBaTernbHON
opraHm3aumen CamoCTOATENbHO, a ANA NMPOMEXYTOYHOW aTTecTauum no npodeccuoHanbHbIM MOAYNsSM U Ans
rocy4apCTBEHHOW MTOrOBOW atTecTaumu - pa3pabaTbiBaloTCs M yTBepXaatoTcsi obpasoBaTenbHOW opraHusauunen
nocrne npeaBapuTENbHOIO MOJTOXUTENBHOIO 3aknioyeHnst pabotogartenen.

[na npomexyToyHon atTectaumm obydaroLlimxcs no gucumniMHamM (MeXAMCUMNIAMHapHbBIM Kypcam) Kpome
npenofaBaTene KOHKPETHOW AUCUUMNNWUHBIL (MEXOUCUMMIMHAPHOIO Kypca) B KayeCTBE BHELLUHUX 3JKCMepToB
OOMXKHbl  aKTMBHO MpuBReKaTbCa npenogaBaTenn CMEXHbIX AucumnnnH  (kypcos). [ns  makcMmanbHOro
NpubnmxeHnss nporpaMMm NPOMEXYTOYHOW aTTecTaumm obyvallwmxcs no npodeccnoHarnbHbiM  MOAYNAM K
ycnosusm ux Oyayuwien npodeccuoHanbHoOn AesaTenbHOCTM o06pasoBaTenbHOM oOpraHusauuvenn B KavecTBe
BHELUTaTHbIX 3KCMEePTOB AOIMKHbI aKTUBHO NpuBriekaTbcsl pabotogarenm.

8.4. OueHka KayecTBa MOArOTOBKM OOy4aloLMXCS U BbIMYCKHUKOB OCYLLECTBNAETCS B ABYX OCHOBHbIX
HanpaBneHnsX:

OLEHKa YPOBHS OCBOEHMUS ONCLUMNIINH;

OLEHKa KOMNeTEeHLUA obyYatoLmxcs.

[ns 1oHoLWwen npegycmMaTprBaeTCs OLeHKa pe3yrbTaToB OCBOEHUSA OCHOB BOEHHOW CIyXObl.

8.5. K rocygapcTBeHHOM MTOroBOW aTtTectaumy AonyckaeTcs obyyalowmnnes, He NMeLWni akageMn4eckom
3a00/PKEHHOCTN M B NONMHOM O6beme BbINOMHUBLUMIA y4eBHbIN NNaH UM MHAVMBMAYaNbHbIN y4ebHbIA nnaH, ecnu
MHOE He YCTaHOBIEHO MNOPSAKOM MPOBEAEHWUS FOCYAapCTBEHHOW WTOroBOM atTecTaumy no COOTBETCTBYIOLUM
obpasoBaTternbHbIM NporpaMmmamM <1>.

<1> Yactb 6 crtaten 59 denepanbHoro 3akoHa oT 29 gekabps 2012 r. N 273-03 "O6 obpasoBaHuu B
Poccuickon ®epepaummn” (CobpaHne 3akoHogaTensctBa Poccuickon ®egepauun, 2012, N 53, cT. 7598; 2013, N
19, c1. 2326; N 23, cT1. 2878; N 27, cT1. 3462; N 30, cT. 4036; N 48, cT. 6165; 2014, N 6, cT. 562, cT. 566; N 19, CT.
2289; N 22, cT. 2769; N 23, cT1. 2933; N 26, cT. 3388; N 30, cT. 4263).

8.6. locypnapctBeHHass wuToroBass aTTecTtauuss  BKMOYaAeT MOAFOTOBKY W 3awWwMTy  BbIMYCKHOMW
KBanudukaumoHHon paboTel (gunnomHas paboTa, AWMMIOMHbIM  NpoekT). Ob6sasatenbHoe TpeboBaHue -
COOTBETCTBME TEMATUKM BbIMYCKHOW KBanudukauMOHHOW paboTbl COAEpPXaHU OJHOMO WU HECKOSNbKUX
npogeccroHarbHbIX Moaynen.

["ocyaapCTBEHHbIV 3K3aMeH BBOAUTCH NO YCMOTPeHUIo obpasoBaTernbHOW opraHm3aumm.

MpunoxeHune

K OC CIO no cneunanbHoctn 46.02.01
HokyMeHTaumMoHHoe obecneyeHme
yrNpaBreHns n apxmBoBeaeHne

NMEPEYEHb
MPO®ECCUN PABOUMX, LOMKHOCTEN CNY>KALLMX, PEKOMEHOYEMbIX
K OCBOEHWIO B PAMKAX NMPOIrPAMMbI MOAMOTOBKN CMELUUAITMCTOB
CPEOHEIO 3BEHA

Kop no O6wwepoccunckomy knaccudumkatopy HanmeHoBaHue npodgeccuii pabounx, JOIMKHOCTEN
npodeccuin paboumnx, JOIMKHOCTEN CNyXKaLLmX U cnyxawmux
TapudHbix pa3psgos (OK 016-94)

1 2

KOHcy" bTaHTIAt0C www.consultant.ru Crpanuua 40 n3 41

HafeXxHaa npaBoBan noaAepXXkKa
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Mpukas MuHobpHayku Poccum ot 11.08.2014 N 975
"06 yTBepxaeHun dheaepanbHOro rocyiapCTBeHHOro obpasoBaTenbHOro
CTaHgapTa C...

[JokymeHT npepoctasneH KoHcynbTaHTI0C
[aTa coxpaHeHus: 26.09.2015

26353 CekpeTapb-MalLMHUCTKA
20190 ApxuBapuyc
21299 [enonponssoanTtens
KOHcy" bTaHTlAK0C www.consultant.ru CtpaHuua 41 u3 41

HafeXxHaa npaBoBan noaAepXXkKa
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