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

MWHUCTEPCTBO OEPA30BAHUSA U HAYKU POCCUUCKOW ®EAEPALINU

NMPUKA3
oT 11 aBrycta 2014 r. N 975

OB YTBEPXXOEHUU
®EAEPAJIbHOIO rOCYAAPCTBEHHOIO OBPA30OBATEJNIbHOIO CTAHOAPTA
CPEOHEIO NPO®ECCUOHAIIbHOIO OBPA30BAHUA NO CNEUNAIIBHOCTH
46.02.01 AOKYMEHTALMOHHOE OBECIMNEYEHUE YINPABJIEHUA
N APXMBOBEOEHUE

B cootBeTcTBUM C noanyHkToM 5.2.41 TonoxeHns o MuHuCTepcTBe 006pasoBaHMs U Haykm Poccuickom
depgepaumm, yTBEpPXKAEHHOrO noctaHosneHnem Npaesutensctea Poccuiickon ®eagepauum ot 3 mnioHsa 2013 r. N 466
(Cobpanue 3akoHogatenbcTBa Poccunckon ®epepaumm, 2013, N 23, c1. 2923; N 33, cT. 4386; N 37, cT. 4702;
2014, N 2, cT. 126; N 6, cT1. 582; N 27, cT. 3776), nyHktom 17 lNpaBun pa3paboTtku, yTBepxaeHuns denepanbHbiX
rocygapcTBeHHbIX 0bpa3oBaTeNnbHbIX CTAHAAPTOB U BHECEHUSI B HUX U3BMEHEHWI, YTBEPXKAEHHbBIX NOCTAHOBMNEHMEM
MpaButensctea Poccuiickon ®epepauun ot 5 aBsrycta 2013 r. N 661 (CobpaHue 3akoHogaTenscTBa Poccuiickon
depepaumu, 2013, N 33, cT. 4377), npukasbiBato:

1. YTBepauTb npunaraembln degepanbHbIil rOCy4apCTBEHHbIN 06pasoBaTenbHbI CTaH4apT cpegHero
npodeccunoHansHoro obpasosaHusa no cneunanbHoctn 46.02.01 [JokymMeHTauMOHHOEe obecrnedeHne ynpaBreHus u
apxuBOBELEHME.

2. MNpusHaTb yTpaTUBLLIMM cuny npmka3 MuHuctepcTea obpasoBaHuns n Haykn Poccuiickon ®eagepaumm ot 25
aHBapst 2010 r. N 75 "OO yTBepxaeHuM W BBedeHUM B [OeNCTBUE dpedeparnibHOro rocyaapCTBEHHOroO
obpasoBaTenbHOrO0 CTaHgapTa cpegHero npodeccuoHanbHoro obpasoBaHus no cneumnanbHoctn 034702
[okyMeHTauMoHHoe obecrneveHne ynpaBrieHnst U apxuBoBedeHue" (3apermctpupoBaH MWHMCTEPCTBOM HOCTULMK
Poccuinckon ®egepauun 27 despans 2010 r., peructpaumoHHbin N 16526).

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

MwuHncTp
O.B.JINBAHOB

MpunoxeHune

YTBepxaeH

npuka3om MuHncTepcTea obpasoBaHus
n Haykn Poccunckon ®epepavuum

ot 11 aBrycta 2014 r. N 975

®EOEPAIBbHbIA FOCYAAPCTBEHHbLIV OBPA3OBATEJNIbHbIA CTAHOAPT
CPEOHEIO NPO®ECCUOHAJIbHOIO OBPA30OBAHUA MO CNELMANBHOCTHU
46.02.01 AOKYMEHTALMOHHOE OBECIMNEYEHMUE YMNMPABJIEHUA
N APXUBOBEOEHUE

I. OBJTACTb NMPUMEHEHWNA

1.1. Hactoawun  degepanbHbin rocydapCTBEHHbI  Oobpas3oBaTenbHbIi  CTaHAapT  CpefHero
npodeccunoHanbHoro obpasoBaHumsa NpencTaBnsieT cobor COBOKYNHOCTb 0b6A3aTenbHbIX TpeboBaHMI K cpegHemy
npodeccunoHansHoMy obpasoBaHuto No cneuunansHocT 46.02.01 [JokymeHTaLMOHHOE obecneveHne ynpaBrneHus
N apxvMBoBedeHMe ONns npodeccuoHanbHonM obpasoBaTeribHOM OpraHusauMm u obpasoBaTerbHOW OpraHuM3aLmm
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BbiCLLEr0 0Bpas3oBaHUsA, KOTOpble UMET NpaBO Ha peanu3auuio MMEILLMX FOCYAapCTBEHHYHO akkpeauTauumio
nporpaMmm MOArOTOBKM CNeuuanucToB CpeaHero 3BeHa Mno AaHHOMW cneuuansHOCTW, Ha TeppuTopun Poccumnckom
depepaumnu (aanee - obpasoBaTtenbHas opraHnsaums).

1.2. MpaBo Ha peanu3auuio nNporpamMmmbl NOArOTOBKU CMELManMCcToOB CpeaHero 3BeHa MO cneumanbHOCTM
46.02.01 [JokyMeHTauMoHHOe obecneyeHne ynpaBreHus n apxuBoBeaeHue nmeeT obpasoBaTternibHast opraHn3aums
NPV HaNM4YUKM COOTBETCTBYIOLLEN NULIEH3NN Ha OCYyLLeCTBeHe 0bpa3oBaTenbHON AeATENbHOCTY.

BosmoxHa ceTeBasi ¢opma peanusauuMum nporpaMmmbl MOATOTOBKM CMEUManvicTOB CpPedHero 3BeHa C
NCMONb30BaHWEM PECYPCOB HECKONbKMX 0DpasoBaTenbHbIX OpraHM3aunn. B peanusauum nporpaMmMbl NOArOTOBKM
CcrneumanucToB CpedHero 3BeHa C WCMOMb30BaHWeM CceTeBOM OpMbl  Hapsgy € obpasoBaTenbHbIMU
opraHu3aumMsamMum  TakKe MOryT  y4acTBoBaTb  MEAMLUMHCKME  OpraHvMsauuy, OpraHmsauum  KynbTypbl,
PU3KYyNbTYPHO-CMOPTUBHBIE U MHbIE OpraHn3aLmu, obnagarlme pecypcamu, Heo6xoauMbIMUM A5t OCYLLIECTBMNEHMUS
obyyeHus, npoBegeHus y4ebHOM WM NPOU3BOLACTBEHHOW MNPAKTUKUW M OCYLLECTBIIEHUA WHbIX BUOOB Yy4yebHon
OeaTenbHOCTU, NPeAyCMOTPEHHbIX MPOrpaMmMoin NOArOTOBKM CreLmanmcToB cpeaHero 3BeHa.

Mpn peanunsauumm nporpaMmmMbl NOArOTOBKM CNeuuanucToB cpefHero 3BeHa obpasoBaTenbHasi opraHusauus
BrpaBe NPUMEHSTb ANEKTPOHHOE ODyYeHue 1 AUCTaHUMOHHbIE obpa3oBaTenbHble TexHonorun. MNMpu obyyeHun nuy
C OrpaHU4YEHHbIMU BO3MOXHOCTAMW 300pPOBbsl 3ANEKTPOHHOE obydyeHne M AMCTaHUMOHHble ObpasoBaTerbHble
TEXHOMOrMN OOMKHbI MpegycMaTpmBaTe BO3MOXHOCTb Mpuema-nepedadn MHgopmauum B OOCTYMHbIX AMs HUX
dopmax.

[l. NCMNOJIb3YEMbIE COKPALEHWA

B HacTosweM cTaHaapTe MCNonb3ylTCsa CneayoLme COKpaLLeHus:

CrI1O - cpegHee npocheccuoHansHoe obpasoBaHue;

OroC CI1O - epepanbHbIN rOCyAapCTBEHHbIN 06pa3oBaTenbHbIN CTaH4APT CpeaHero NnpodeccnoHarnbHOro
obpasoBaHus;

MMNCCS - nporpamma NogroToBKu CNeLnanncToB CpeaHero 3BeHa;

OK - obLasa komneTeHUus;

MK - npocheccrmoHanbHast KOMNETEHLNS;

MM - npodeccrnoHanbHbIN MOAYIb;

MUK - mexgucuunnmHapHblii Kypc.

Ill. XAPAKTEPUCTUKA NMOArOTOBKM MO CNELUNAIIBHOCTU

3.1. Mony4enune CI1O no MNMCC3 gonyckaeTcst TONbko B 06paszoBaTeNbHOM OpraHn3aumm.

3.2. Cpoku nonyyeHus CIO no cneumanbHocTh 46.02.01 JokymeHTaumMoHHoe obecneyeHne ynpaBneHus u
apxumBoBefeHne 6a30BOM NOArOTOBKN B O4HOM (hopMe 00ydYeHns u npycBanBaemble KBanudukauum npMBoasTcs B
Tabnuue 1.

Tabnuvua 1
YpoBeHb 06pa3oBaHus, HavmeHoBaHue kBanudukaumm Cpok nony4yenus CIMO no MNMMNCC3
Heobxo4MMbIN ANst NpUuema Ha ©a30BOV NOArOTOBKU 6a30B0OM NOArOTOBKU B OYHOW chopme
06y4eHune no MrNCC3 06y4yeHusa <1>
cpeaHee obuee obpasoBaHue Cneunannct no 1 rog 10 mecsiLeB
OOKYMEHTaLUNOHHOMY
OCHOBHOE 00LLee obpa3oBaHMe obecneyeHmno ynpaBneHus, 2 roga 10 mecsueB <2>
apxXuBuUCT

<1> Hes3aBuncmMmMO OT npuMeHsiemMbix 06pa3oBaTenbHbIX TEXHOMOIMIA.

<2> Ob6pa3soBaTefibHble OpraHv3aLuu, OCYLLECTBRSLWME MOATOTOBKY CMNELMAnUCTOB CpedHero 3BeHa Ha
6a3e 0CHOBHOro 00Lero obpasoBaHus, peanusytoT deaeparnbHbIv FOCY4apCTBEHHbIM 06pa3oBaTenbHbI CTaHaapT
cpepHero obuiero obpasosanus B npegenax MNMNCC3, B ToM uncne ¢ yuetom nonyvaemon cneumansHoctn ClO.
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KoHcynbTaHTlIntoc: npumevanune.
Hymepauus nyHKTOB AaHa B COOTBETCTBMM C OpMLManbHbIM TEKCTOM AOKYMEHTA.

3.2. Cpoku nonyyeHus CIrO no MMNCC3 yrnybneHHOM NOAroTOBKM NpeBbIWatoT Ha OAWH FOA4 CPOK MONy4YeHus
CIMO no MNMNCC3 6a3oBoi NOATOTOBKW.
Cpoku nonyyeHuss CI1O no cneumanbHocTn 46.02.01 [JokymeHTaunoHHoe obecneyeHue ynpaBneHuss u

apxvBoBefeHne yrnybneHHoM noaroToBku B O4YHOM popme 00yyeHus M npucBavMBaemble KBanudukauum
npuBogaTcs B Tabnumue 2.

Tabnwuua 2
YpoBeHb 0bpa3oBaHus, HanmeHoBaHue kBanudumkaumm |  Cpok nonyvexus CIr1O no MNMCC3
HeobXxoAMMbIV Ans npuema Ha yrnybneHHomn noaroToBKu yrny6neHHon noaroToBKM B OYHOM
obyyeHue no MNMCC3 dopme obyyeHns <1>
cpegHee o6Liee obpasoBaHve Cneuunanuct no 2 ropga 10 mecsiueB
AOKYMEHTaLNOHHOMY
ocHoBHoe o6Lee obpasosaHune obecneveHunto ynpasneHus, 3 roga 10 mecsues <2>
apxuBumCT

<1> He3aBMCUMO OT NpUMEHsIEMbIX 0B6pa3oBaTENbHbLIX TEXHOMOIMIA.

<2> O6pasoBaTerbHble OpraHvM3auuM, OCYLLECTBNSIOLIME MOArOTOBKY CMELManvcToB cpedHero 3BeHa Ha
6a3e ocHoBHOro obuiero obpasoBaHus, peanunsytoT heaeparnbHbI FOCY4apCTBEHHbIM 06pa3oBaTenbHbI CTaHaapT
cpenHero obuiero obpasosaHus B npegenax MNMNCCS, B Tom yucne ¢ yuetom nonyyaemon cneymansHoctu Cl10O.

Cpokun nonyyenunsa CMO no MNMNCC3 6a3oBon 1 yrnyGneHHON NOAroTOBKU HE3aBMCUMO OT MPUMEHSEMbIX
obpasoBaTerbHbIX TEXHOMNOMMI YBENNYMBAIOTCS:

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

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

Ha 6a3e OCHOBHOro obLiero obpasoBaHus - He 6onee Yem Ha 1,5 roga;

©) Anst MHBaANMAOB M NUL, C OrPaHNYEeHHLIMU BO3MOXHOCTAMU 340PpOBbS - He bonee Yyem Ha 10 mecsueB.

IV. XAPAKTEPUCTWKA MPOPECCUOHATBLHON
JEATEJIbHOCTU BbIlNMYCKHNKOB

4.1. ObnacTtb npodeccroHanbHOW AesaTeNbHOCTU BbIMYCKHUKOB: OEATENbHOCTb B cekpeTapuaTax, crnyxbax
OOKYMEHTaLMOHHOro obecneyeHuns, kagpoBbix criyxbax n apxmBax rocygapCTBEHHbIX OPraHoOB U yYpexaeHun, B
opraHax MeCTHOro CcamoyrnpaBfeHus, HerocygapCTBEHHbIX OpraHuM3aumax Bcex ¢(opm cobCTBEHHOCTH,
06LLEeCTBEHHbIX OpraHM3aumsax (y4pexaeHnsx).

4.2. ObbekTaMu NpodeCCUOHANbHOM OEeATENBHOCTU BbINMYCKHUKOB SBMSOTCS:

AOKYMEHTbI, Co3AaHHble NobbiM cNocoboM JOKYMEHTUPOBaHMS;

CUCTEMbI AOKYMEHTALMOHHOro obecrneyeHns ynpaBneHus;

CUCTEMbI 3NIEKTPOHHOrO AOKYMEeHTo0b0pOoTa;

apXuBHble JOKYMEHThI;

nepBuUYHbIE TPYOOBbIE KOMNMEKTUBbI.

4.3. Cneuynannct no AOKyMEHTauMOHHOMY oObGecneyeHuto ynpasneHusi, apxmBucT (6a3oBov MoOOroToBKM)
rOTOBUTCS K CNeayloLwum Buaam AeATenbHOCTH:

4.3.1. OpraHnsauus AOKyMEHTaLMOHHOro obecneyvyeHns ynpaBneHus n yHKLNOHMPOBaHNS OpraHm3aumm.

4.3.2. OpraHnsauusi apxuBHOWM N CNPaBOYHO-NHOPMALIMOHHON PaboTbl N0 AOKYMEHTaM OpraHvM3aunn.

4.3.3. BbinonHeHne paboT No OOHOM WIM HECKONbKMM npodeccnam paboymx, AOIMKHOCTSM CIy’KaLUMX
(npunoxeHue k Hactosawemy ®rocC Crio).

4.4, Cneumanuct no JOKYMEHTALUMOHHOMY O0DecneyvyeHnto ynpaBneHus, apxuBmcT (Yrny6rneHHOW NoAroTOBKM)
roTOBUTCA K Cneaylownm BuaamM AedTernbHOCTH:

4.4.1. OpraHu3aums 4OKyMeHTaLMoHHOro obecneyeHnst ynpasneHus U yHKLUMOHMPOBaHMSA OpraHu3auuu.

4.4.2. OpraHnsauusi apxXMBHOR 1 CNpaBOYHO-NHAOPMALIMOHHON paboTbl N0 JOKYMEHTaM OpraHvM3auuu.
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4.4.3. OcyuwecTtBneHne [OOKYMEHTAUMOHHOTO obecneyeHns ynpaBfeHWss W apxXuBHOroO fgena c
NCMNonb30BaHWEM NPOrpamMmMHbIX CPEACTB yYeTa, XpaHeHus, 06paboTku 1 noncka 4OKYMEHTOB.

4.4.4. BeinonHeHne paboT nNo OOHOM MMM HECKOMbKUM npodeccusam paboymx, AOMKHOCTAM CRyXXaluux
(npunoxeHue k Hactosawemy ®rocC Crio).

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

5.1. CneumanucT no [OKyMEHTaUMOHHOMY obecrneyeHuto ynpaBsreHusi, apxuBucT (6a3oBor NOOrOTOBKM)
OormKeH obnagatb O6LWMMN KOMNETEHUNSMM, BKITHOYAOLWMMK B cebsi CnoCOBHOCTD:

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

OK 2. OpraHusoBbiBaTb COGCTBEHHYIO AEATENbHOCTb, BbIOMpaTh TUNOBbIE METOAbl U CNOCOObLI BbINOMHEHUSA
npodeccunoHanbHbIX 3agaY, oLeHnBaTb UX 3PPEKTUBHOCTb U KAYECTBO.

OK 3. MNpuHnmaTh pelleHns B CTaHAAPTHbIX U HECTAHAAPTHbLIX CUTYaLMSIX N HECTU 3@ HUX OTBETCTBEHHOCTb.

OK 4. OcyuwectBnsaTb MNOUCK W WUCMNOMb30OBaHWE UWHGoOpMauun, Heobxoammon ana adpeKkTMBHOro
BbINONHEHNS NPOdEeCCMOoHanbHbIX 3aay, MPOEeCCUOHarNbLHOro U MIMYHOCTHOrO Pa3BUTUS.

OK 5. MWcnonb3oBaTb WH(POPMALMOHHO-KOMMYHUKALNOHHBIE  TEXHOMOMMMU B NpodeccuoHanbHoM
OeaTenbHOCTH.

OK 6. Pabotatb B KOnnektmee M komMaHae, 3dpdekTMBHO oOwaTbCA C Konneramu, pPyKOBOACTBOM,
notpeduTenamu.

OK 7. Bbpatb Ha cebsA OTBETCTBEHHOCTb 3a paboTy 4neHoB KOMaHAbl (MOAYMHEHHBIX), pes3ynbTaTt
BbINONTHEHUS 3a4aHUN.

OK 8. CamocTosaTensHO onpefensTtb 3agayun npodecCUOoHaNbHOro U JIMYHOCTHOIO pasBUTUA, 3aHUMATbLCA
camoobpa3oBaHneM, OCO3HAHHO NTAaHNPOBATb MOBbILLEHNE KBANUMUKaLmu.

OK 9. OpureHTupoBaThCs B YCIIOBUSIX HAaCTOM CMEHbI TEXHOSOMNIN B NPOdECCUOHANbHON AEATENBHOCTH.

5.2. CneumanucT nNo OOKyMEHTaUMOHHOMY obGecneyeHuto ynpasreHus, apxuBucT (6a3oBori NoaroToBKM)
OormkeH obnagatb npodeccnoHanbHbIMM KOMMETEHLMAMU, COOTBETCTBYIOLLMMM BUAAM AEATENbHOCTY:

5.2.1. OpraHusaunsi OKyMEHTaLNOHHOTo obecneyeHnst ynpasneHns n (yHKLMOHUPOBAHWS OpraHn3auumn.

MK 1.1. KoopguHupoBaTb paboTy opraHu3auny (MpMeMHON pyKOBOAUTENS), BECTU NPUEM NOCeTUTENEN.

MK 1.2. OcywecTtBnsaTe paboTy No NoaroToBke M NMPOBEAEHMIO COBELL@HWUIA, AENOBbIX BCTPEY, NMPUEMOB U
npeseHTauuin.

MK 1.3. OcyLecTBNATL NOArOTOBKY Ae0BbIX MOE340K PYKOBOAUTENSA U APYrMX COTPYAHUKOB OpraHuM3auuu.

MK 1.4. OpraHu3oBbiBaTh paboyee MECTO CEKpeTaps 1 pykoBoguTens.

MK 1.5. OhopmMnsATb M perncTpupoBaTh OpraHM3aunoHHO-pacnopsaauTenbHble JOKYMEHTbl, KOHTPONMpoBaTb
CPOKW NX UCMOSTHEHUS.

MK 1.6. O6pabaTtbiBaTb BXOAsME W UCXOAALME [OOKYMEHTbl, CUCTEMaTM3MpOBaTb WX, COCTaBMATb
HOMEHKNaTypy gen n hopmMupoBaTtb JOKYMEHTHI B Aena.

MK 1.7. CamocTosaTenbHO paboTaTbk C JOKYMEHTamu, coaepXaliMMy KoHuaeHunanbsHy nHgopmaumio, B
TOM YUCre C AOKYMEHTaMM MO NIMYHOMY COCTaBYy.

MK 1.8. OcyLiecTBNATb TenedoHHOe 06CnyXnBaHve, NPMHUMAaThL 1 NepedaBaTth akchl.

MK 1.9. OcyLwecTBNATL NOArOTOBKY A€ K nepefaye Ha apXnMBHOE XpaHeHue.

MK 1.10. CoctaBnaTb onvcu fAer, OCYLWeCTBNATb NOArOTOBKY Aen K nepefade B apxuB opraHusauum,
rocyfapCTBeHHble U MyHULMMNAanbHbIE apXmBbI.

5.2.2. OpraHu3aunsi apxXmBHOWN 1 CNPaBOYHO-UMHAPOPMAaLIMOHHON paboTbl N0 AOKYMEHTaM OpraHv3aunn.

MK 2.1. OcywectBnaTb 3KCNEpTU3y LEHHOCTU [OOKYMEHTOB B COOTBETCTBUM C  OEWUCTBYHOLLMMMU
3aKkoHoAaTerNbHbIMU akTaMu 1 HopMaTBamu.

MK 2.2. Bectn paboTy B cMCTEMax 3MEeKTPOHHOro 4OKYMeHToobopoTa.

MK 2.3. PaspabaTtbiBaTb M BecTu knaccudukatTopbl, Tabenu wn gpyrme CnpaBOYHUKM NO [OKYMEHTam
opraHusauum.

MK 2.4. ObGecneunBaTb NPUEM W pauuoOHamNbHOE pasMelleHVe LOKYMEHTOB B apxuBe (B TOM uucne
JOKYMEHTOB N0 NMYHOMY COCTaBy).

MK 2.5. ObecneumBaTtb y4eT Y COXPaHHOCTb JOKYMEHTOB B apXumBe.

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

MK 2.7. OcyllecTBnsATb OpraHM3aunoHHO-METOANYECKOE PYKOBOLACTBO W KOHTpoSib 3a paboTton apxusa
opraHm3aumm u 3a opraHm3aumen JOKYMEHTOB B 4eM0ONpOM3BOACTBE.
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5.2.3. BeinonHeHue paboT No 04HOM UMK HECKONBKUM Npodeccusam paboymx, OMMKHOCTAM CryXKaLLnx.

5.3. Cneunannct No AOKYMEHTaUMOHHOMY o6ecrneyeHunto ynpaBrneHus, apxmsucT (yrinybneHHon nogroToBku)
JomkeH obnagaTte 00LWMMM KOMNETEHUNSMN, BKNOYAOLWLMMK B cebs CnoCOBHOCTb:

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

OK 2. OpraHusoBbiBaTb COOCTBEHHYIO [OEATENbHOCTb, OMpenensatb MeTodbl M cnocobbl BbIMNOMHEHWS
npodeccnoHanbHbIX 3agaY, oleHnBaTb UX 3PHEKTUBHOCTL U KAaYeCTBO.

OK 3. Pewatb npobnemsbl, OLeHMBaTb PUCKN 1 NPUHUMATb PELLEHMS B HECTAHAAPTHBIX CUTyaUnsiX.

OK 4. OcywiecTBnsiTb NOWCK, aHanu3 1 OLEHKY MHdopMauun, HeobxoaMMon AN NOCTAHOBKM U peELLEHMS
npodeccnoHanbHbIX 3aga4, NPodeCcCcMoHanLHOro U IMYHOCTHOIO PasBUTUS.

OK 5. Wcnonb3oBatb WHPOPMALMOHHO-KOMMYHUKALIMOHHbIE TEXHOMOMMW ANsl  COBEPLUEHCTBOBaHMUS
npodeccnoHanbHON OeATENBHOCTH.

OK 6. Pabotatb B konnektuee M komaHge, obecneumBatb ee cnfioveHune, addekTnBHO obliaTtbcsa C
Konneramu, pykoBOACTBOM, NOTpebuTtensmu.

OK 7. CtaBuTb Lenu, MOTMBUPOBATb AEATENbHOCTb NMOAYMHEHHbIX, OPraHM30BbIBaTb U KOHTPONMPOBaTb UX
paboTy C NpuHATUEM Ha cebs OTBETCTBEHHOCTU 3a pe3yrnbTaT BbINOMHEHNS 3a4aHUN.

OK 8. CamocTtoaTenbHO onpefenstb 3agaqvM npodecCUoHanbHOro M JIMYHOCTHOTO pPa3BUTUS, 3aHMMATbCA
caMoobpa3oBaHMeM, OCO3HAHHO MflaHMPOBaTh NOBbILIEHWE KBanndukaLlmn.

OK 9. BbITb rOTOBLIM K CMEHE TEXHONOTMI B NPOdECCNOHANBHON AEATENBHOCTH.

5.4. Cneyunannct nNo AOKYMEHTaUMOHHOMY o6ecneyeHunto ynpaBrneHus, apxmBucT (yrnybneHHoOn NoaroToBKu)
OormkeH obnagatb npodeccnoHanbHbIMKU KOMMETEHLMAMU, COOTBETCTBYIOLLMMU BUAAM AEATENbHOCTY.

5.4.1. OpraHu3auns 4OKyMEHTaLMOHHOro obecneyeHuns ynpasneHns n (OyHKLMOHUPOBAHWUS OpraHn3au .

MK 1.1. KoopauHuposaTb paboTy opraHmsaumy (MpMemMHON pyKoBOAUTENS), BECTU NPUEM NnoceTuTenen.

MK 1.2. OcywecTtBnaTe paboTy No NoaroToBke WM NPOBEAEHMIO COBELLaHWA, AErOoBblIX BCTPEY, NPUEMOB U
npeseHTauumn.

MK 1.3. OcyLwiecTBNATL NOATOTOBKY AeMNOBbIX NOE3A0K PYKOBOAUTENS U OPYIMX COTPYAHMKOB OpraHnsauuu.

MK 1.4. OpraHu3oBbiBaTh paboyee MeCTO CEKpeTaps 1 pykoBoguTens.

MK 1.5. OopMnsiTb U PeErMCTPUPOBaTb OpraHM3aLnOHHO-pacnopaauTENbHbIE AOKYMEHThI, KOHTPONMPOBaTb
CPOKM NX UCNOSNHEHNS.

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

MK 1.7. CamocTosATeNnbHO paboTaTb C JOKYMEHTamu, coaepXaliMMm KoHuaeHunanbHy nHgopmaumio, B
TOM YUCrEe C AOKYMEHTaMM MO MIMYHOMY COCTaBYy.

MK 1.8. OcyLiecTBNATL TenedoHHOe 06CnyXMBaHue, NPMHUMAThL 1 nepedaBaTth (Pakchbl.

MK 1.9. OcyLwiecTBNATL NOArOTOBKY A K Nepedaye Ha apXmBHOE XpaHEHUe.

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

MK 1.11. BoigaBaTb B COOTBETCTBUM C MOCTYNAOLLMMN 3arnpocaMy apXmMBHbIE KOMUN N OOKYMEHTbI.

5.4.2. OpraHu3aunsi apXmMBHOW 1 CNPaBOYHO-UMHAPOPMAaLIMOHHON paboTbl N0 AOKYMEHTaM OpraHv3aunn.

MK 2.1. YyactBOBaTb B paboTe No 3KCMepTu3e LEHHOCTU OOKYMEHTOB B COOTBETCTBUMU C AEWCTBYHOLLMMMU
3aKkoHodaTenbHbIMU akTaMn 1 HopMaTuBaMu.

MK 2.2. Bectu paboTy B cUCTEMaXx 3NEKTPOHHOro AOKyMeHToobopoTa.

MK 2.3. PagpabaTbiBaTb M BecTM Knaccudukatopbl, Tabenum WM WHble CNpPaBOYHWKM MO [OKYMEHTaM
opraHusauuu.

MK 2.4. ObBecneunBaTb NpMeM W pauuoHarnbHOe pasMelleHVe AOKYMEHTOB B apxuBe (B TOM u4ucne
OOKYMEHTOB MO IMYHOMY COCTaBy).

MK 2.5. ObecneumBatb y4eT N COXPaHHOCTb JOKYMEHTOB B apXumBe.

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

MK 2.7. OcywecTBnaTb OpraHM3aLMOHHO-METOANYECKOE PYKOBOACTBO M KOHTpOSib 3a paboTon apxuea
opraHusauuy 1 3a opraHmsaumen JOKYMEHTOB B Aenonpou3BoACTBeE.

5.4.3. OcywecTBneHne [OKYMEHTAUMOHHOIO obecrnedyeHuss ynpaeneHnss W  apxXMBHOrO fena c
Mcnonb3oBaHWEM NPOrpamMMHbIX CPEACTB yYeTa, XpaHeHus1, 06paboTku 1 noncka LOKYMEHTOB.

MK 3.1. OcywecTBnaTe MHPOPMALMOHHYIO paboTy no [OKYMEHTaM, B TOM YMCME C WCMNOSb30BaHMEM
OPITEXHMKN, NPOrpaMMHbIX CPEACTB y4eTa, XPaHEHUs] U MoMcka JOKYMEHTOB U APYrUX Cneumann3vpoBaHHbiX 6a3
OaHHbIX.

MK 3.2. TMpuHnmate Mepbl MO YNOpSOOYEHUIO CoCTaBa [OKYMEHTOB U MHAOPMALUOHHBLIX MOTOKOB,
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COKpaLLLEHMIO UX KONMYeCcTBa U ONTUMU3ALLNN JOKYMEHTOMOTOKOB OpraHmn3aLmm.

MK 3.3. Bectn paboTy no cosgaHuio CNpaBOYHOro annapara no AOKYMeHTam C uenbko obecneveHus
yAOBHOro 1 BbICTPOro Nx noucka.

MK 3.4. MogroTaBnuMeaTb [AOaHHble, HeobOXoOuMble ANS COCTABMEHUS CNPaBOK Ha OCHOBE CBEOEHWUN,
UMEeILLNXCA B JOKYMEHTaxX apxuBa.

MK 3.5. MpuHumaTte yyactne B pa3paboTke nokarbHbIX HOPMaTUBHBIX aKTOB OpraHu3auum Mo BOMpocam
OOKYMEHTaLMOHHOro obecnevyeHunst ynpasneHnsi 1 apxXmBHOIo gena.

MK 3.6. MNpuHumaTte ydactme B paboTe Mo nNogbopy U paccTaHOBKEe KadpoB CYXObl JOKYMEHTaLMOHHOMO
obecneyeHns ynpaBneHns n apxmea opraHM3auun.

5.4.4. BbinonHeHne paboT Mo O4HOM UITM HECKONBbKUM NpodeccrsaimMm paboymx, AOSHKHOCTAM CryXKaLLuX.

VI. TPEBOBAHWA K CTPYKTYPE NMPOIrPAMMBbI NMOArOTOBKU
CNEUMANMCTOB CPEAOHEIO 3BEHA

6.1. MMNMCCS3 npegycmaTtpuBaeT U3ydeHne crneayrolmx y4ebHbiX LUKIoB:

o6LLero rymaHuTapHoro n coumarnbHO-3KOHOMUYECKOTO;

MaTeMaTM4eckoro u obLLero ecTeCTBEHHOHay4YHOro;

npo¢eCcCUOHarnbHoro;

1 pasgenos:

yyebHas NpakTuka;

NpPON3BOACTBEHHAs NpakKTuUka (No Npodunto cneumnanbHOCTI);

NpOM3BOACTBEHHAs NpakTuka (npeaauninomMHas);

NPOMEXYTOYHas aTTecTauus;

rocygapCTBeHHas utorosas atrectaums.

6.2. ObsasatenbHas 4vactb [MMNCC3 no y4yebHbIM LMKNaM [OIMKHa COCTaBnsATb okono 70 npoueHToB OT
obwero obbema BpemMeHW, OTBEOEHHOro Ha Mx ocBoeHue. BapumatmeHas yactb (okoro 30 npoueHToB) faet
BO3MOXHOCTb paclumMpeHus u (unu) yrnybneHms nogroToBku, onpenensemMon cogepxaHnem obsisaTensHom YacTu,
Nony4YyeHUst  OOMOSIHUTENbHbLIX  KOMMETEHUWUWA, YMEHWA W 3HaHWK, Heobxooumbix Ans  obecneveHus
KOHKYPEHTOCMOCOOHOCTN  BbIMYCKHUKA B COOTBETCTBUM C 3anpocamMu PervoHanbHOro pbiHKa Tpyda W
BO3MOXHOCTAMU NPOAOITKEHNsT 06pa3oBaHus. OUCUUNvHBI, MEXANCUMNIIMHAPHBIE KYPCbl N NpodeccnoHanbHble
MOZyInn BapuaTMBHOM YacTu onpegensaTcs obpa3oBaTenbHOW opraHm3aumen.

OOWMN rymaHUTapHbLIA M coLMarnbHO-9KOHOMUYECKUA, MaTeMaTU4ecKMiA U OO eCcTeCTBEHHOHAaYYHbIN
y4ebHble LMKIbl COCTOAT U3 OUCLUMIVH.

MpodeccmoHanbHbIA  Yy4EOHbIM  LMKN  cOCTOMT M3 obwenpodecCnoHanbHbIX — OUCUMMIIMH - ©
npogeccroHarnbHbIX MoAynen B COOTBETCTBUM C BUAAMU AeATenbHOCTU. B cocTtaB npodheccnoHansHOro Moayns
BXOOUT OOUH UIM HECKOIbKO MeXOUCLMNIIMHApPHbIX KypcoB. lNMpu ocBoeHun obyvarwmmmncs npogeccmnoHanbHbIX
mMogynen npoBoaaTcs ydyebHas n (unmn) NpomM3BOACTBEHHAs NpakTuka (no npodunio cneumansHOCTK).

6.3. Obsa3aTenbHas YacTb 06LIEro ryMaHUTapHoOro U coumanbHO-3KoHoOMu4Yeckoro yyebHoro uukna MNrCC3
0a30BOM MOArOTOBKM AOMMKHA npefycmaTpuMBaTb M3ydeHue cnegyrwmnx obasatenbHbix aucumniuvH: "OCHOBBI
dwunocodpun”, "Victopus”, "MIHoCTpaHHbIN A3bIK", "Puanyeckas KynbTypa"; yrnybneHHon noarotoBku - "OCHOBBI
dmnocodpun”, "Nctopms”, "Mcuxonorusa obweHns", "MIHOCTpaHHbIN sA3bIK", "®uanyeckasn KynbTypa".

OGs3aTenbHas 4yacTb npodpeccuoHaneHoro yy4ebHoro uukna MNMCC3 kak Gas3oBon, Tak U yrnyGreHHON
MOArOTOBKM [JOJSPKHA MNpedycmaTpuBaTtb M3yveHue AucuunnuHbl "Be3onacHocTb xu3HegeaTenbHocTn". Obbem
YacoB Ha gucuunnuHy "besonacHOCTb XusHedesaTernbHOCTU" cocTaBnseT 68 4YacoB, U3 HUX Ha OCBOEHUWE OCHOB
BOEHHON cnyx6bl - 48 4yacos.

6.4. ObpasoBaTenbHOW opraHusaumern npy onpegenennn ctpyktypbl MMNCC3 n TpygoeMKocT ee 0CBOEHUS
MOXET MNPUMEHATbLCA CUCTEMA 3ayeTHbIX eAuHWL, MpUM 3TOM OfHa 3ayeTHast eguHuua cootseTcTByeT 36
akageMuyeckum Yacam.
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CTpyKTypa nporpammbl NOArOTOBKN CNELNanncToB cpeaHero 3seHa
©6a3o0BoV NOAroTOBKU

Tabnuuya 3

WNHpekc

HanmeHoBaHMe y4yebHbIX LMKIOB, pa3gernos,
mMoaynewn, TpeboBaHuNS K 3HAHUSM, YMEHUSAM,
NPakTU4EeCKOMY OMnbITy

Bcero
MaKCHMarnbHOW
yuebHon
Harpyskm
obGyvatoLlerocs
(vac./Heq.)

B Tom uncne
yacos
obsi3aTenbHbIX
y4ebHbIX
3aHATUN

NHaekc n HanmeHoBaHmne
AVCUMNIINH,
MeXONCUUMIMHAPHBLIX
Kypcos (MOK)

Koabl
dopmMmpyeMbIx
KOMMNeTeHLMN

Obsi3aTenbHas 4YacTb y4ebHbIX LINKIOB
Mrcca

2376

1584

orca.oo

OOLWMn rymaHMTapHbIn 1
CoLManbHO-3KOHOMUYECKUIA YHEBHbIN LMK

522

348

B pesynbTarte usydeHusi o6sa3aTensHoOn Yactm
y4eBHOro Lukna ody4aroLnncs JOIMKEH:
yMeTb:

OpueHTUpoBaTbCs B Hanbonee obLLmx
dunocodcknx npobnemax 6uITUA, NO3HAHNS,
LeHHoCcTen, cBobOAb! U CMbICNA XXMU3HN Kak
ocHoBax (hOPMUPOBaHUS KyNbTYpbl
rpaxgaHuHa n bygyuiero cneunanmcTa;
3HaTb:

OCHOBHbIE KaTeropmm u noHATUSA cunocoduu;
ponb hrMnocodun B XN3HN YenoBeKa 1
obLwecTBa;

OCHOBbI MNOcodCKOro y4eHus o bbITuu;
CYLLHOCTb npoLecca No3HaHus;

OCHOBBbI Hay4yHOW, punocodckom u
penurno3Homn KapTuH Mmnpa;

06 ycrnoBusix oOpMMUPOBaHUSA NMUYHOCTH,
cBoboae M OTBETCTBEHHOCTU 33 COXPaAHEHMWE
XM3HW, KyNbTYpbl, OKPY>KatoLLen cpeabl;

0 coumarnbHbIX U aTUYECKUX npobnemax,
CBSI3aHHbIX C Pa3BMTUEM U UCNONb30BAHNEM

48

Orca.01. OcHosbl
dunococuu

OK1-9
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OOCTWXEHNN HaYKN, TEXHUKN U TEXHOMOIMUN.

yMeThb: 48 Orcs.02. Uctopus OK1-9
OPUEHTUPOBATLCH B COBPEMEHHOM
SKOHOMUYECKON, MOMMTUYECKON U KYNbTYPHON
cutyaumn B Poccun n mupe;

BbISIBNATE B3aMMOCBSI3b OTE€YECTBEHHbIX,
pernoHanbHbIX, MUPOBbIX
coLmanbHO-3KOHOMUYECKMX, NONINUTUYECKUX U
KynbTYpHbIX Npobnem;

3HaTb:

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

CYLLHOCTb U NPUYUHbI NIOKamNbHbIX,
pernoHanbHbIX, MEXrocyaapCTBEHHbIX
KOH(NMKTOB B KOHLe XX - Havane XXI BB.;
OCHOBHbI€ NpoLecchl (MHTEerpaunoHHbIE,
NONUKYNbTYPHbIE, MUTPALNOHHBIE U UHbIE)
NOMNUTUYECKOrO U SKOHOMUYECKOrO pasBuTKSA
BeAYLLMX rocygapcTB U PErMoHOB MUPa;
HasHa4veHune OpraHunsauun O6beguHEHHbIX
Hauwuin (OOH), OpraHusauuu
CeepoaTtnaHTunyeckoro gorosopa (HATO),
Esponenckoro Cotosa (EC) n gpyrunx
OopraHun3auuii 1 OCHOBHbIE HanpaBfeHus ux
OEATENbHOCTY;

O PONN HaYKW, KyNnbTypbl U penurum B
COXPaHEHMM 1 YKpEeNnNeHnn HaLMoHarnbHbIX U
rocyaapCTBEHHbIX TpaauLuui;

coepaHne 1 Ha3HaYeHne BaXKHEMLINX
NpaBOBbIX N 3aKOHOAATENbHbLIX aKTOB
MMWPOBOTO U PErMOHANbHOrO 3HaYEHMS;

yMeTb: 126 Orc3.03. UHocTpaHHbIv OK1-9
obwaTbes (YCTHO U MMCbMEHHO) Ha A3bIK
WHOCTPaHHOM $3blKe Ha NpodeCcCcnoHarnbHbIE U
NnoBCeOHEBHbIE TEMbI;

nepeBoAuTb (CO CroOBapeM) MHOCTPaHHbIE

KOHcyanaHTI'Imoc www.consultant.ru CtpaHuuya 9 n3 41

HageXHasa npaBoBas noaaepXxka



Mpwuka3 MuHo6pHaykm Poccum ot 11.08.2014 N 975
"O6 yTBepxaeHun hegepanbHOro rocyaapcTBeHHOro obpasoBaTenbHOro cTaHaapTa C...

[okymeHT npepoctasneH KoHcynbTaHTlnoc

Harta coxpaHeHus: 02.03.2017

TEKCTbl MPOdECCNOHANbHOWN HanpaBnNeHHOCTY;
CaMOCTOATENbHO COBEPLUEHCTBOBATbL YCTHYHO U
NMNUCbMEHHYIO peYb, MOMOSTHATbL CIOBaPHbIN
3anac;

3HaThb:

nekcnyeckun (1200 - 1400 nekcrmyecknx
€[MHUL) N TpaMMaTUYECKUN MUHUMYM,
Heob6xo4MMBIN ONs YTeHMs u nepeBoaa (Co
cnoBsapem) MHOCTPaHHbIX TEKCTOB
npoceCcCcuoHanbHON HanpaBreHHOCTY;

yMeTb: 252 126 Orc3a.04. dunsunyeckas OK2,3
ucnonb3oBaTtb KyneTypa
PU3KYNbTYPHO-0340POBUTENBHYIO
AeATenbHOCTb A8 YKpenneHms 340Pp0oBbS,
AOCTMKEHNS KUBHEHHBIX U
npoceccuoHanbHbIX Lenewn;
3HaTb:
0 ponv PU3NYECKON KynbTypbl B
06LLEeKyNbTYPHOM, NpodeccMoHansHOM 1
coumanbHOM pasBUTUM YEroBEKa;
OCHOBbI 340POBOro obpasa Xu3Hw.
EH.00 MaTemaTtnyeckmn n obLni 198 132
€CTEeCTBEHHOHaY4YHbIN y4ebHbIN LMK
B pesynbTtaTe n3yyeHus obsi3aTenbHON YacTu EH.01. MaTemaTuka OK1-6,9
y4ebHOro uukna oby4vaoLwmnincs AOMKeH:
yMeTb:
pelwaTtb 3a4ayv Ha OTbICKaHWe NPON3BOAHOM
CINOXHOW OYHKLMK, NPOU3BOLHbLIX BTOPOTO U
BbICLUNX MOPSAKOB;
NPUMEHATb OCHOBHbIE METOAbI
WHTErpnpoBaHUS Npu peLueHnn 3agay;
NPUMEHATb METOAbLI MaTeMaTN4eCcKoro
aHanusa npv pelleHuy 3agad npuknagHoro
Xxapaktepa, B TOM yucre npodeccnoHansHon
HanpaBreHHOCTH;
3HaTb:
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OCHOBHbI€ MOHATUA N METOAbI
MaTtemMaTn4eCcKoro aHanmsa;

OCHOBHbI€ YNCJ1EHHbIE MEeTOdbl pelueHnA
NPUKNagHbIX 3a0av;

yMeTb: EH.02. MhdopmaTumka OK4,5,9
paboTtaTb C COBPEMEHHbLIMM ONepaLNOHHbIMU
cucTemMamu, TEKCTOBbIMU pegakTopamu,
TabnuyHLIMK Npoueccopamu, cucTeMamm
ynpasneHuns 6asamu gaHHbIX, NporpaMMamu
MOArOTOBKW Npe3eHTauunn,
MHMOPMaLMOHHO-NOVNCKOBBLIMU CUCTEMaMU 1
Monb30BaTbCA BO3MOXHOCTAMM
WUHOPMALMOHHO-TENEKOMMYHMKALMOHHON
cetn "MIHTepHeT" (Oanee - ceTb VIHTEpHeT);
npodeccuoHanbHO OCyLLECTBNATL Habop
TEKCTOB Ha NepCcoHanbHOM KOMMbIOTEPE;
3HaTb:

TeXHU4ecKne cpeacTea M NporpamMmmHoe
obecneyeHne nepcoHanbHbIX KOMMbIOTEPOB;
TeopeTnyeckne OCHOBbI COBPEMEHHbIX
WHMOPMAaLMOHHbIX TEXHOMOMMI obLero u
cneumanu3MpoBaHHOrO Ha3Ha4YeHus;
PYCCKYI0 U NaTUHCKYIO KnaBunaTypy
nepcoHanbHOro KOMMNbITEPa;

npasuna ohopMneHns AOKYMEHTOB Ha
nepcoHansHOM KOMMNbIOTEPE;

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

npobrnemax 3KonorMm 1 NPMPOAONoNb30BaHNS; nNpUpoaononNb3oBaHNA

3HaTb!

0cobeHHOCTH B3ammodencTeus obuiecTsa u

npvpoapl;

NPUPOAOPECYPCHbIN NoTeHuuan Poccun;
NPUHLMNBLI U METOAbI pauMoHansHOro
NPUPOAONOSb30BaHUS;

npaBoBble U coumnanbHble BONPOCHI
NpPUpPOAONOnbL30BaHMUS.
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.00

MpodeccmoHarnbHbIA YY4EOHbIN LIMKIT

1656

1104

0on.oo

O6wenpodeccrnoHanbHble ANCLMMINHDBI

918

612

B pesynbTaTe usyyeHusi obsizaTenbHOM Yactu
NPogECCMOHaNbHOro y4eGHoro uukna
obyyatoLmiics LOIHKEH:

yMeTb:

OPWEHTMPOBATLCH B BOMPOCAX 9KOHOMUYECKOM
TEOPMM B COBPEMEHHbIX YCIOBUSX;

3HaThb:

3aKOHOMEPHOCTU PYHKLIMOHNPOBAHNSA
PbIHOYHBLIX MEXAaHU3MOB Ha MUKPO- U
MaKpOYPOBHSIX U METOAbl FOCY4apCTBEHHOMO
perynMpoBaHus;

obLMe NonoXeHNs IKOHOMUYECKO TEOPUU;

Or.01. 3koHommn4eckas
Teopus

OK1-7
MK1.1-1.3

yMeTb:

paccunTbIBaTb MO NPUHATON METOA0MOrMK
OCHOBHblE TEXHUKO-3KOHOMUYECKME
nokasartenu AesTenbHOCTM opraHn3auuu;
3HaTb!

OCHOBHbIE MUKPO- U MaKpO3KOHOMUYECKNE
KaTeropuu 1 nokasaTenu, MeToAbl UX pacyeTa;

Orl1.02. 3koHOMUKa
opraHusaumm

OK1-7
MK1.1-13

yMeTb:
ynpaenaTb KOHQMUKTAMK 1 CTpeccamu B
npoLecce nNpodeccrmoHarnbHoW AeaTenbHOCTY;
3HaTb:

XapaKkTepHble YepTbl COBPEMEHHOIO
MeHeKMEHTA; LMK MeHe)KMEHTa;

NpoLecc NPUHATUSA U peanu3aumm
ynpaBneHYecknx peLleHuin, MHdopMaLnoHHoe
obecrneyeHne MEHEIKMEHTA;

Orn.03. MeHeoXMeHT

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

yMeTb:
NPUMEHSTL KaIpOBYIO NONUTUKY Ha
rocygapCTBEHHON U MyHUUMNAanNsHoOM cnyxobe;
3HaTb:

Or1.04. N'ocypnapcTBeHHas u
MyHUUMnanbHasa cnyxba

OK1-8
MK1.1-18

KoHcynbTtanTllntoc
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"O6 yTBepxaeHun hegepanbHOro rocyaapcTBeHHOro obpasoBaTenbHOro cTaHaapTa C... Hata coxpaHenusi: 02.03.2017

CUCTEMY roCYAapCTBEHHbIX YYPEXAEHUNA U
OpraHoB MECTHOIO CaMoyrnpaBreHUs;
obwue NpuHUMNbI 1 TpeboBaHUS K
NMPOXOXAEHWNIO rOCYAapCTBEHHON U
MYHULMNANbHOW CryX0bl;
OopraH13auUnoHHO-NpPaBoBble (POPMbI
rocygapCTBEHHOro annapaTa yrnpaBreHus;

YMETb: Or1.05. HocTpaHHbI s3blk | OK 1 -7
paboTaTtb C NpodeccrMoHanbHbIMU TEKCTaMK (npodpeccroHanbHbIN) MnK1.1-1.3
Ha MHOCTPaHHOM £13bIKE;

COCTaBnsATb U opopMIATb
OpraHn3auUMoHHO-PacnopAaNTENbHYO
OOKYMEHTaLM0 Ha MHOCTPAHHOM SA3bIKE;

BECTW NeperoBopbl HA MUHOCTPAHHOM SI3bIKE;
3HaTb:

NPaKTU4EeCKyl rpaMmaTuky, Heobxoanmyto ansi
npocdeccuoHansHoro obLeHns Ha
WHOCTPaHHOM $I3bIKE;

0COBEHHOCTU NepeBoaa Cry»KeBHbIX
AOKYMEHTOB C MHOCTPAHHOTO S3bIKa;

yMeTb: Or1.06. OK1-8
NPUMEHSATL B NpodeccrnoHanbHom MpodpeccnonanscHas atuka MK 1.2-1.6,1.8
AeATenbHOCTU NPUEMbI 4ENOBOr0 OBLLEeHUS; 1 NCUXONOrns AenoBoro

3HaTb! obLeHmns

OCHOBHbI€ rpasuna npogeccnoHansLHOM 3TUKK
1 NpueMbl AenoBoro obLeHNst B KONMEKTUBE;
ocobeHHocTM NpodeccnoHanbHOM 3TUKN K
MCUXONOrMn OENOBOro O6LLEHMS CyXKaLLmX
rocyaapCTBEHHbIX U UHbIX
OopraHM3aumoHHO-NpaBoBbIX GOpPM
yyupexxaeHun n opraHmsauui;

yMeThb: Onn.07. YnpasneHue OK1-9
co3faBaTb 6naronpuUsATHLINA NCUXONOrMYecKnii nepcoHanom NnK1.7, 2.6, 2.7
KNMMar B KOJIEKTUBE;

3 heKTUBHO yNpaBnsATb TPYLOBLIMM
pecypcamu;
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3HaTb!
cogepxaHve kagpoBoro, UHHOPMaLMOHHOTO,
TEXHWYECKOro 1 NpaBoBOro obecneveHus
CMUCTEMbI yrpaBneHns NepcoHarnom;
OpraHV3auUMOHHYI0 CTPYKTYPY Cryx0Obl
ynpaBneHusi NepcoHarnom;

obLue NpyHUMNbI yNpaBrneHus nepcoHanom;
NPUHLMMBI OpraHM3auumn kagposon paboThbl;
ncuxonorn4yeckne acnekTbl ynpaBlieHua,
cnocobbl paspeLleHns KOHIUKTHBIX CUTyaLun
B KOJ1NEeKTuBeE,

yMeTb: Or1.08. NMpaBoBoe OK1-7
3auwmuaTb CBOM NpaBa B COOTBETCTBUMU C obecneyeHune NnK1.1,1.2, 1.4,
TPYAOBbLIM 3aKOHOAATENLCTBOM; npodgeccuoHansHoOn 15,1.7,1.8
MCnonb30BaTb NPaABOBY MHAOPMALMIO B OEeATenbHOCTH

npoceccuoHanbHoOn OeATENbHOCTY;

3HaTb:

npaea 1 0683aHHOCTY CNyXXaLuux;
3aKoHodaTenbHble aKTbl U HOpMaTUBHbIE
AOKYMEHTbI, perynupyroLime npaBooTHOLLEHNUS
PU3NYECKUX U IOPUANYECKUX NULL;

OCHOBHbI€ 3aKoHoAaTernbHbIe aKTbl O
npaBoBoM obecnedyeHnn npodeccnoHanbHom
AeSATENbHOCTU CnyXaLlux;

yMeTb: 68 Or1.09. besonacHoCTb OK1-9
OpraHmM3oBbIBaTb Y NMPOBOAUTL MEPONPUATUS KNU3HEOEeATENbHOCTH MK1.1-1.10,
no 3awuTe paboTalowmx 1 HaceneHust ot 2.1-2.7
HeraTMBHbIX BO34ENCTBUIN YpE3BbIHaNHbIX

cuTyauum;

npeanpuHMMaTh npodunakTnyeckme Mepbl
ANsi CHUXKEHMWS YPOBHS ONacHOCTEN
pas3nn4yHoro Bnga n nx I'IOCJ'Ie,EI.CTBI/II7I B
npodeCcCcuoHanbHoON OeATENbHOCTU U ObITY;
Mcnonb3oBaTh CpeAcTBa UHAMBMAYANbHOM U
KONNEKTUBHOMN 3alnTbl OT OPYXMA MaccoBOro
nopaxeHus;

NPUMEHSITb NepBUYHbLIE CpeacTBa
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NoXXapoTyLUEHNs;
OpPWEHTUPOBATLCS B NepeyHe BOEHHO-Y4YETHbIX
crneunanbHOCTEN U CaMOCTOSTENBHO
onpegensaTb cpean HUX POACTBEHHbIE
Nony4YeHHON cneunanbHOCTK;

NPUMEHSATb NpodeccnoHarnbHbIe 3HaHWS B
Xo[e UCNonHeHnst 06a3aHHOCTEN BOEHHOW
cnyx6bl HA BOUHCKNX JOJMKHOCTSIX B
COOTBETCTBMM C NOMYYEHHON
CNeLmanbHOCTbIO;

BnageTb cnocobamu 6eCKOHGMMKTHOro
o6LLeHNsA 1 caMoperynsaumm B NoBCEAHEBHON
AEATENBHOCTU M SKCTPEMarbHbIX YCIOBUSIX
BOEHHOW CnyX0bl;

OKasblBaTb NepBY MOMOLLb NOCTpagaBLUNM;
3HaTb:

NpUHUMMbLI 0BecnevYeHnss yCToM4YMBOCTH
00BHEKTOB 3KOHOMMKM, MPOrHO3MPOBAHUS
pasBuTUS COOBLITUI 1 OLIEHKN NOCNEACTBUIA NpuU
TEXHOTEHHbIX Ype3BblHaHbIX CUTyaLMAX U
CTUXMINHBIX SIBMIEHUSIX, B TOM YMCIie B YCIOBUSIX
NPOTUBOLENCTBUSA TEPPOPUIMY KaK CEPbEIHOMN
yrpose HaumoHanbHou 6esonacHocTn Poccuy;
OCHOBHbIE BUAbl NOTEHLMANbHbLIX ONAaCHOCTEN
1 NX NOCneacTBusi B NpodeccroHansHom
AEeATENBHOCTU M ObITY, NPUHLMMBI CHUXKEHUS
BEPOATHOCTU UX peanusauuu;

OCHOBbI BOEHHOW CIy0bl 1 060POHbI
rocygapcrBa;

3a7a4v 1 OCHOBHbIE MEPOMNPUATUS
rpaxkgaHcKom 000pPOHbI; CNocobbl 3aLuThl
HacerneHus OT OPYXXNsi MacCOBOIO NMOPaXXeHWs;
Mepbl NOXXapHon 6e3o0nacHOCTM 1 NpaBuna
©e3onacHoOro noBeaeHust Npu nNoXxapax;
opraHn3aumio u NopsaoK NpuabiBa rpaxaaH Ha
BOEHHYIO CNY>XOY 1 MOCTYNNEHNSA Ha Hee B
[00OpOBONMBLHOM NOPSAKE;

OCHOBHbIE BUbl BOOPY>KEHNS, BOEHHON
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TEXHUKM U cneumanbHOro CHapsiKeHus,
COCTOSILLIME Ha BOOPYKEHUW (OCHALLEHMM)
BOMHCKMX Noapa3feneHnil, B KOTOPbIX
NMETCS BOEHHO-YYETHbIE CreLnanbHOCTH,
poAcTBeHHble crnelmansHocTam ClO;
o6racTb NPUMEHEHNs Noy4yaemblx
npodeccuoHarnbHbIX 3HaHWI NPU UCNONTHEHNN
0bs3aHHOCTEN BOEHHOW CIyXObl;

nopAaoK 1 npasuiia okasaHuda I'IepBOI7I nomMoLimn
nocTpagasLUnM.

MM.00

MpodeccrnoHanbHble Mogynun

738

492

MM.01

OpraHunsaumsi AOKYMEHTaLMOHHOTO
obecneyeHus ynpasneHus un
hYHKLMOHVMPOBaHMSA OpraHnsaumm

B pesynbTaTe u3yyeHns npodeccmoHanbHoro
Moaynsi obyyaroLmMncs JOKEH:

UMeTb NPaKTUYECKNI ONbIT:

opraHv3aumu AOKyMEeHTaLUMOHHOro
obecneyeHns ynpaBneHus un
PYHKUNOHNPOBAHUSA opraHm3auuu;

yMeTb:

NPUMEeHATb HOPMaTUBHbIE NMPaBOBbIE aKThbl B
yrnpaBsreH4yecKkon AeaTenbHOCTY;
noarotaBnuBaThb NMNPOEKTbI yrnpaBlieHYeCKnx
peleHun;

obpabaTbiBaTb BXoAsLUME N uCxogdaLime
AOKYMEHTbI, CUCTemMaTm3npoBaThb KX,
COCTaBNSATb HOMEHKNaTypy Aen u
dhopmupoBaTb JOKYMEHTbLI B Aena;

roTOBUTb U NPOBOAUTL COBELLAHUS, AenoBble
BCTPeYN, NpMeMbl 1 Npe3eHTaumu;

3HaTb.

HOpMaTMBHbIE NPaBOBbIe aKThbl B obnactu
opraHusaumm ynpasrieHYeCcKon AeATeNbHOCTY;
OCHOBHbI€ NpaBuiia XpaHeHna n 3allnTbl
cnyxebHon nHdopmaumu.

MOK.01.01.
[okymeHTaunoHHoe
obecneyeHne ynpaBneHus

MIK.01.02. NpaBoBoe
perynupoBaHue
ynpaBreH4YecKom
[eATEeNbHOCTM

M[K.01.03. OpraHusauuns
ceKkpeTapcKoro
obcnyxnBaHus

OK1-9
MK1.1-1.10
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MM.02

OpraHusaums apxvBHOM 1
CMpaBoOYHO-MHOPMaLMOHHON paboTbl NO
OOKYMEeHTaM opraHusauuu

B pesynbTaTte usydeHus npogeccuoHansHoro
MoAyrns oby4aroLMIACA OOIKEH:

UMETb NPaKTUYECKNI OMbIT:

opraHusauunm apxmBHON u
CcnpaBoYHO-NHOPMAaLMOHHON paboTkl NO
OOKYMEeHTaMm opraHusaumu;

yMeThb:

OpraHn3oBbIBaTb AEATENBbHOCTb apXmnBa ¢
y4yeToM cTaTyca 1 npoduns opraHmsauuu;
paboTaTb B cucTeMax 3f1eKTPOHHOIro
AOKYMEHTO000poTa;

ucnonb3oBaTb B AeATENbHOCTM apxmBa
COBpPEMEHHbIE KOMMNbIOTEPHbIE TEXHOMOIMMU;
NPUMEHATb COBPEMEHHbIE METOAMKN
KOHCEpBaLMM U pecTaBpaLmn apXmMBHbIX
OOKYMEHTOB;

3HaTb:

CUCTEMY apXMBHOTO yMNpaBneHus B
Poccuiickon ®egepauun 1 opraHusaumio
ApxusHoro doHaa Poccunckon ®epepaunu;
CUCTEMY XPaHeHMUs 1 06paboTKN JOKYMEHTOB.

MIK.02.01. OpraHusauusi n
HOpMaTUBHO-NPaBOBLIE
OCHOBbI apXMBHOro Aena

MOK.02.02.
"ocynapcTBeHHbIe,
MYHULMNAnNbHbIE apXMBbl U
apxuBbl OpraHn3auunn

MIK.02.03. MeToguka n
npakTuKa apxMBoBeAEeHS

M[OK.02.04. Obecne4yeHune
COXPaHHOCTM JOKYMEHTOB

OK1-9
MnK2.1-2.7

MM.03

BbinonHeHue paboT N0 04HON UIN HECKONBKUM
npodeccusam paboymx, JOSMKHOCTSAM
cnyxawmx

BapuaTtnBHasi 4acTb y4ebHbix Lmknos MNCC3
(onpepensieTca o6pa3oBaTenbHON
opraHusaumer CamoCToATENbHO)

1026

684

Bcero yacoB obyyeHust no y4ebHbIM Luknam
Mnricca

3402

2268

Y11.00

Y4yebHas npakTuka

6 Hen.

216

OK1-9
MK1.1-1.10,
21-27
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Mnr.oo MpounsBoacTBeHHas nNpakTuka (No npodunio
crneumanbHOCTH)
4 Hep.
nar.oo MponsBoacTBEHHas NpaKTuKa
(NnpepavnnomHas)
MA.00 MpomexyTovHasa aTTecTaums 3 Hepn.
A.00 ocynapcTBeHHast MToroBas aTrectauus 6 Hep.
MA.01 MoaroToBKa BbINYCKHOW KBanngukaumoHHOM 4 Hep.
paboTbl
MA.02 3awuTta BbINyCKHOM KBaNnngmnKaLmMoHHOM 2 Heq.
paboTbl
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Tabnuua 4

Cpok nonyyeHus CINO no MIMCC3 6a3oBor NOArOTOBKM B 04HOM hopme 00yyeHusa coctasnsaet 95 Hegenb, B
TOM Yumche:

O6yyeHune no y4ebHbIM LKnam 63 Hep.
Y4yebHasi npakTuka

6 Hep.
MpounsBoacTeBeHHasn npakTuka (nNo Npodunto cneLmanbHOCTH)
lMpoussoacTBeHHasi NpakTuka (NpeaauniiomMHast) 4 nep.
MpomexyTouHasa aTTectaums 3 Hep.
ocynoapcTBeHHasa UToroBasa aTrectaums 6 Hen.
KaHukynbl 13 Heg.
WNToro 95 Hep.
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CTpykTypa nporpammbl MOATOTOBKM CNELManmCcToB CpeaHero 3BeHa
yrnybneHHowm nogroToBKM

Tabnuuya 5

WNHpekc

HanmeHoBaHMe y4yebHbIX LMKIOB, pa3gernos,
mMoaynewn, TpeboBaHuNS K 3HAHUSM, YMEHUSAM,
NPakTU4EeCKOMY OMnbITy

Bcero
MaKCHMarnbHOW
yuebHon
Harpyskm
obGyvatoLlerocs
(vac./Heq.)

B Tom uncne
yacos
obsi3aTenbHbIX
y4ebHbIX
3aHATUN

NHaekc n HanmeHoBaHmne
AVCUMNIINH,
MeXONCUUMIMHAPHBLIX
Kypcos (MOK)

Koabl
dopmMmpyeMbIx
KOMMNeTeHLMN

Obsi3aTenbHas 4YacTb y4ebHbIX LINKIOB
Mrcca

3672

2448

orca.oo

OOLWMn rymaHMTapHbIn 1
CoLManbHO-3KOHOMUYECKUIA YHEBHbIN LMK

804

536

B pesynbTarte usydeHusi o6sa3aTensHoOn Yactm
y4eBHOro Lukna ody4aroLnncs JOIMKEH:
yMeTb:

OpueHTUpoBaTbCs B Hanbonee obLLmx
dunocodcknx npobnemax 6uITUA, NO3HAHNS,
LeHHoCcTen, cBobOAb! U CMbICNA XXMU3HN Kak
ocHoBax (hOPMUPOBaHUS KyNbTYpbl
rpaxgaHuHa n bygyuiero cneunanmcTa;
3HaTb:

OCHOBHbIE KaTeropmm u noHATUSA cunocoduu;
ponb hrMnocodun B XN3HN YenoBeKa 1
obLwecTBa;

OCHOBbI MNOcodCKOro y4eHus o bbITuu;
CYLLHOCTb npoLecca No3HaHus;

OCHOBBbI Hay4yHOW, punocodckom u
penurno3Homn KapTuH Mmnpa;

06 ycrnoBusix oOpMMUPOBaHUSA NMUYHOCTH,
cBoboae M OTBETCTBEHHOCTU 33 COXPaAHEHMWE
XM3HW, KyNbTYpbl, OKPY>KatoLLen cpeabl;

0 coumarnbHbIX U aTUYECKUX npobnemax,
CBSI3aHHbIX C Pa3BMTUEM U UCNONb30BAHNEM

48

Orca.01. OcHosbl
dunococuu

OK1-9
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OOCTWXEHNN HaYKN, TEXHUKN U TEXHOMOINI;

yMeThb: 48 Orcas.02. Uctopus OK1-9
OPUEHTUPOBATLCH B COBPEMEHHOM
SKOHOMUYECKON, MOMMTUYECKON U KYNbTYPHON
cutyaumn B Poccun n mupe;

BbISIBNATE B3aMMOCBSI3b OTE€YECTBEHHbIX,
pernoHanbHbIX, MUPOBbIX
coLmanbHO-3KOHOMUYECKMX, NONINUTUYECKUX U
KynbTYpHbIX Npobnem;

3HaTb:

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

CYLLHOCTb U NPUYUHbI NIOKamNbHbIX,
pernoHanbHbIX, MEXrocyaapCTBEHHbIX
KOH(NMKTOB B KOHLe XX - Havane XXI BB.;
OCHOBHbI€ NpoLecchl (MHTEerpaunoHHbIE,
NONUKYNbTYPHbIE, MUTPALNOHHBIE U UHbIE)
NOMNUTUYECKOrO U SKOHOMUYECKOrO pasBuTKSA
BeAYLLMX rocygapcTB U PErMoHOB MUPa;
HasHayeHne OOH, HATO, EC un gpyrux
opraHu3aumii 1 OCHOBHbIE HanpaBIeHNs UX
AEeATENbHOCTY;

O POnv HayKu, KynbTypbl U PENUINA B
COXPaHEHMM 1 YKpEeNnNeHnn HaLMoHarnbHbIX U
rocyaapCTBEHHbIX TpaauLuui;

coepXaHne 1 Ha3HaYeHne BaXXHENLLINX
NpaBOBbIX 1 3aKOHOOATENbHbLIX aKTOB
MMWPOBOIO U PEMMOHANBHOIO 3HAYEHNS;

yMeTb: 48 Orca.03. MNcuxonorus OK1-9
NPUMEHSTb TEXHUKM U NpUeMbl 3P HEKTUBHOIO obueHus NnK2.7, 3.6
obuweHnsa B npocheccnoHansHom

AeATenbHOCTY;

ncnosb3oBaTh NpMemMbl caMmoperynsaumnm
noBeAeHns1 B NPOLLeCCe MEXMMYHOCTHOIro
obLeHns;

3HaTb:
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B3aMMOCBS3b O0LLEHNS U AEATENBHOCTY;
uenu, dyHKUUN, BUAbLI U YPOBHM OOLLEHUS;
PONN N PONeEBLIE OXNOAHUSA B OOLLEHNN;
BUAObI coumanbHbIX B3aUMOAENCTBUN;
MeXaHW3Mbl B3aMMOMNOHNUMaHUs B 00LLEHUM;
TEXHUKM N NpUeMbl 00LeHNs, npasuna
cnywaHus, BeaeHust beceabl, yoexaeHus;
3TU4eCKne NPUHLMUNbI O6LLEHUS;

WMCTOYHMKM, NPUYKNHBI, BUObI 1 cnocobbl
paspeLLeHnst KOH(NKTOB;

yMeThb:
obwatbes (YCTHO M MMCbMEHHO) Ha
WHOCTPaHHOM $13blKe Ha NpodeccuoHanbHbIe U
NoBCEAHEBHbIE TEMBI;

nepeBoauTb (CO CNoBapeM) MHOCTPaHHbIE
TEKCTbl NPOdECCUOHANBHOWN HaNpaBneHHOCTY;
CaMOCTOATENbHO COBEPLUEHCTBOBATbL YCTHYIO U
NMUCbMEHHYIO peYb, MOMOSHATL CIOBaPHbIN
3anac;

NOHMMAaTh AManorM4eckyto 1 MOHOMNOMMYECKYHo
peyb B chepe npodeccnoHansHoOm
OeAaATenbHOCTY;

3HaTb:

nekcnyeckun (3000 nekcu4eckMx eanHUL) u
rpamMmmMaTn4eckuii MMHUMYM, HEOOXOANMbIN
ONs YTeHnsa 1 nepesoaa (Co croBapem)
WHOCTPaHHbIX TEKCTOB Npod)ecCnoHasnibHON
HanpaBfEeHHOCTY;

196

OrC3.04. lHocTpaHHbIn
A3bIK

OK1-9

yMeTb:
ncnonb3oBaTb PU3KYNbTYPHO-CMOPTUBHYIO
AesATeNbHOCTb ANS YKPEenneHus 300poBbS,
AOCTMKEHNS KUBHEHHBIX U
npod)eccuoHarnbHbIX Lenen;

3HaTb:

0 ponu PU3NYECKon KynbTypbl B
06LLEKYNBTYPHOM, MPOECCUOHANTBHOM 1
coumanbHOM PasBUTMK YENOoBeEKa;

392

196

Orca.05. dumsnyeckas
KynbTypa

0K2,3,6,9
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OCHOBbI 340poBOro o6pa3a XU3HN.

EH.00

MaTemaTtnyeckmin n obLni
€CTEeCTBEHHOHaY4YHbIN y4ebHbIN LMK

390

260

B pesynbTaTte usydeHusi o6s3aTensHoOn Yactm
y4yeBHOoro uukna oby4valLwmnncsa gOImKeH:
yMETb:

pewaTb 3a4a4n Ha OTbICKaHWe NPON3BOHON
CINOXHOW (OYHKLNKN, NPON3BOAHbIX BTOPOro 1
BbICLLMX NOPSOKOB;

MCNonb30BaTh passiMyHblie MeToabl
WHTErpupoBaHus Npu pelleHnn sagav;
Mcnonb3oBaTb METOAbI MaTEMaATUYECKOrO
aHanusa npu pelueHnn 3agad npuknagHoro
Xapaktepa, B TOM 4Yncre npogeccmoHansHom
HanpaBEHHOCTK;

pewaTb CUCTEMbI YPaBHEHUIN C HECKOSTbKMMMU
nepemMeHHbIMU MaTPUYHBbIM U APYrMMin
cnocobamu:

ucnonb3oBaTb anrebpandeckne MeToabl Npu
peLleHnn reoMeTpu4ecknx 3agav;

3HaTb:

OCHOBHbI€ NOHATUSA N MeToAbl
MaTemMaTMU4ecKoro aHanmaa, NMMHemnHom
anrebpbl 1 aHaNUTUYECKON reoMeTpuu;
OCHOBHbI€ YMCMNEHHblE METOAbI pPeLLeHns
npuKNagHbIX 3agav;

CYLLHOCTb, BMAbI 1 CNOCODbLI pellieHnst 3agad
aHanMTU4YeCcKom reoMeTpmm Ha NNOCKOCTU U B
NPOCTPaHCTBE;

EH.01. MaTtemaTuka

OK1-6,9

YMETb:

paboTaTb C COBPEMEHHbLIMU OnepaLMOHHbIMM
CUCTEMaMU, TEKCTOBbIMY pefaKkTopamu,
TabnMyHbLIMK NpoLeccopamm, cucTeMamu
ynpaereHus 6asamu gaHHbIX, NporpaMmMamu
MOArOTOBKM Npe3eHTaLui,
NH(OPMALIMOHHO-NOWNCKOBLIMU CUCTEMAMU U

EH.02. HdopmaTuka

OK4,5,9
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Nonb30BaTbCA BO3MOXHOCTAMU rodanbHON
cetn IHTepHeT;

3HaTb:

OCHOBHblE MeToAbl U cpeacTBa cbopa,
00paboTkn, XpaHeHus1, nepedayn un
HaKoMmeHnsa nHopmMauuu;

TeXHU4YecKne cpeacTea U NporpamMmmHoe
obecneyeHne NepcoHarnbHbIX KOMMbIOTEPOB;
TeopeTn4eckne OCHOBblI COBPEMEHHbIX
NHOPMALIMOHHBIX TEXHOMNOrMN 0bLwero n
cneunanM3mpoBaHHOIo Ha3Ha4YeHus;

yMeTb: EH.03. Bkonornyeckue 0K3,6,7,9
OpueHTUpoBaTbCH B Hanbonee obLumx OCHOBBbI

npo6rnemax 3KonorMm n NPUPOAONONbL30BaHUS; NPMPOLONOoNb30BaHUS

3HaTb:

0cobeHHOCTM B3anMmoaencTansi obiectea u

npupoapl;

NPUPOAOPECYPCHbIN NoTeHuunan Poccny;
NPVHLUUMBLI 1 METOAbI PaLUOHAIbHOIO

NpUpoaoNoSb30BaHMS;

npaBoBble 1 coLmarnbHble BONPOCHI

NpUpoaONoSb30BaHMS;

yMeTb: EH.04. NHdopmaumoHHble |OK 1 -9
ucnonb3oBaTb TexHonornm cbopa, cucTemsl B MK3.1-3.6
pasMeLLeHnsd, XpaHeHus, HakonneHus, npodeccroHansHon

npeobpasoBaHns 1 nepegayn AaHHbIX B AeaTensHoCTU

npodeCccuoHanbHO OPUEHTUPOBAHHbBIX
MH(OPMaLMOHHBIX CUCTEMAX;

obecneynBaTb JOCTOBEPHOCTb MHOPMaLMKM B
npoLecce aBToMaTU3MpoBaHHOM 06paboTKM
JaHHBbIX;

3HaThb:

Knaccmdukaumo NHPOPMALMOHHBIX CUCTEM;
BMUAbI TEXHOMOIMYECKNX NpoLieccoB 06paboTku
WHopMaLnn B UHPOPMALIMOHHBLIX CUCTEMAX,
0COBOEHHOCTM X NPUMEHEHUS;

MeToAbl 1 NpueMbl obecneveHus
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WHpopMaLMOHHON 6Ge30NacHOCTH.

.00

MpodeccroHanbHbI YY4EOHbIN LMK

2478

1652

orn.oo

O6LenpodeccuoHarnbHble AUCUUMMUHBI

1180

786

B pesynbTarte usydyeHusi o6a3aTensHoOn Yactu
y4eBHOro Lukna oby4varoLmnncs JOImKEH:
yMeThb:

OpPUEHTUPOBATHLCH B BOMPOCAX S3KOHOMUYECKON
TEOPUU B COBPEMEHHbIX YCITOBUSIX;

3HaTb:

3aKOHOMEPHOCTU (PYHKLIMOHMPOBAHWS
PbIHOYHBIX MEXaHM3MOB Ha MUKPO- U
MaKpOYPOBHSX U METOAbI FOCYAapCTBEHHOMO
perynnpoBaHus;

0o6LLUME NOMNOXEHNST SKOHOMUYECKON TEOPUN;

Orl1.01. 3koHOMUYecKas
Teopusi

OK1-7
MnK1.1-1.3

yMeTb:

paccyuTbIBaTh N0 NPUHSTON METOAOMNOMMM
OCHOBHbIE TEXHWUKO-3KOHOMUYECKME
nokasaTenu AesiTeNbHOCTU opraH13auuuy;
3HaTb!

OCHOBHbIE MUKPO- U MaKpO3KOHOMUYECKNE
KaTeropuu 1 nokasaTenu, MeTofbl UX pacyeTa;

Orl1.02. 3koHOMUKa
opraHusaumm

OK1-7
MnK1.1-1.3

yMeTb:
yrnpaBnsaTb KOHPNUKTaMU N CTpeccamu B
npouecce NpodeccuoHarnbHON AesATeNbHOCTY;
3HaTb:

XapakTepHble 4epTbl COBPEMEHHOIo
MEeHeXMEHTa;

LMK MEHEOXKMEHTa;

npoLuecc NPUHATUA U peanu3aumm
yrnpaBrieH4YecKkux peLleHnin, "HHPopMaLMoHHOe
obecneyeHne MeHeKMEHTA;

Orn.03. MeHempXMeHT

OK1-9
MnK1.1,1.2,1.4 -
1.8,

24,25

yMeTb:
NPUMEHSITb KaApPOBYIO MOMUTUKY Ha

Or1.04. N'ocynapcTtBeHHas u
MyHULUMNansHas cnyxba

OK1-8
MnK1.1-1.8
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rocygapCTBEHHON U MyHULMNANbHOWM Cnyxobe;
3HaTb:

CUCTEMY rOCY4apCTBEHHbIX YYPEXAEHUNA U
OpraHoB MEeCTHOIO CaMoyrnpaBfeHus;

obwue NpuHUMNbI 1 TpeboBaHUS K
NPOXOXAEHNIO TOCYAapCTBEHHOM 1
MYHULMNANLHON Cryx0bl;
OpraHn3aunoHHO-NpaBoBble HOPMbI
rocygapCTBEHHOro annapaTa yrnpaBreHus;

yMeTb: Or1.05. HocTpaHHbI s13blk | OK 1 -7
paboTaTtb C NpodeccrMoHanbHbIMU TEKCTaMK (npodpeccroHanbHbIN) MnK1.1-1.3
Ha MHOCTPaHHOM £13bIKE;

cocTaBnsaTb U opopmnATb
OpraH13aurMOHHO-PaCNoPAANTENBHYIO
OOKYMEHTaLMI0 Ha MHOCTPAHHOM A3bIKE;

BECTW NEeperoBopbl HA MUHOCTPAHHOM SI3bIKE;
3HaTb:

NPaKTUYEeCKy rpaMmaTuky, Heobxoanmyro ansi
npodeccuoHanbLHOro ooLweHns Ha
WHOCTPaHHOM S3bIKE;

0COBEHHOCTU NepeBofa Cry>KeBHbIX
AOKYMEHTOB C MHOCTPAHHOTO S3bIKa;

yMeTb: Or1.06. OK1-8
NPUMEHSATL B NpodeccrnoHanbHom MpodpeccnonanscHasa atuka |[MNK 1.2-1.6, 1.8
AeATenbHOCTU NPUEMbI 4ENOBOro O6LEHUS; 1 NCUXONOrns AenoBoro

3HaTb: obuweHusa

OCHOBHbI€ npasuna NnpodeccnoHanbHOM 3TUKK
1 NpueMbl AenoBoro obLLEeHNsI B KONMNEKTUBE;
ocobeHHoCcTM NpodeccnoHanbHOM aTUKN U
NMCUXONOrMn OENOBOro O6LLEHMS CRyXKaLLmX
rocyapCTBEHHbIX U UHbIX
OopraHn3aunoHHO-NPaBoBbIX (POPM
yypexaeHun n opraHmsauun,

yMeThb: Or1.07. KomnbloTepHas 0OK2,4,5,9

npodeccuoHarnbHO OCYLLECTBNATL Habop 06paboTka AOKYMEHTOB NnK1.1,1.3-1.9,

TEKCTOB Ha NepcoHanlbHOM KOMMbIOTEpPE; 22,24,25
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3HaTb:
PYCCKYIO 1 NaTUHCKYIO KraBuaTtypy
NepcoHarnbHOro KOMMbOTEPa;
npaewuna opopMIIEHUs: JOKYMEHTOB Ha
nepcoHanbHOM KOMMbIOTEpPE;

yMeTb:

3almuiaTb CBOU NpaBa B COOTBETCTBUM C
TPYOOBbIM 3aKOHOAATENBCTBOM;
MCnonb3oBaTb NPaBoOBYO MHpOpMaLMio B
npocpeccrmoHanbHOM AeaTenbHOCTY;

3HaTb!

npasa 1 0693aHHOCTM CRyXaLlmXx;
3aKoHodaTellbHble aKTbl U MHble HOPMAaTUBHbIE
npaBOBble JOKYMEHTbI, perynupyoLime
NnpaBOOTHOLUEHUA (i)I/I3VI‘-IeCKI/IX n ropngnyecknx
iy,

OCHOBHbI€ 3aKOHOAaTENbHbIE aKkTbl O
npasoBom obecnedyeHnn npodeccnoHansHon
AeATEeNbHOCTN CRyXaLlnx;

Or1.08. NMpaBoeoe
obecneyeHne
npodeccnoHanbHON
OeATenbHOCTH

OK1-7
MnK1.1,1.2,1.4,
15/17,18

YMETb:
0hopMIIATL AOKYMEHTALMIO NO YNpaBreHuo
KauyeCTBOM NpOoaYKLUN;

3HaTb:

OCHOBHbI€ MONOXEHUsI CUCTEM MEHEIKMEHTA
KayecTBa 1 TpeboBaHUA K HUM;
METOAMNYECKYIO U HOPMaTUBHYHO
AOKYMEHTAaLMIO MO yNpaBfeHno Ka4eCcTBOM

npoayKumu;

Or1.09. YnpaBneHue
Ka4yecTBOM

OK1-9
MK2.1-2.3,
MnK3.1,3.2,3.5

yMeTb:
co3faBaTb OnaronpuUATHBINA NCUXONOrMYECKNiA
KNMMMaT B KONMEKTUBE;

ahbheKkTUBHO ynpaBnsaTb TPY40BbIMU
pecypcamu;

3HaTb:

cogepxaHmne KagpoBoro, MHPOPMaLMOHHOrO,
TEXHUYECKOro 1 NpaBoBOro obecnevyeHus

Or1.10. YnpaBneHue
nepcoHanom

OK1-9
MnK1.7, 2.6, 2.7,
3.6
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CUCTEMBI YNpaBIieHUs MePCOoHanomMm;
OpraHn3aUMOHHYO CTPYKTYPY CryX0bl
ynpaBrieHnsl NepcoHarnom;

oOLwue NpuHUMNbI yNpaBreH1s NepcoHarnom;
NPUHLMMbI OpraHM3auumn KagpoBon paboThbl;
NCUXONOrMyYeckne acnekTbl ynpaBrneHus,
Ccnocobbl paspeLleHnsa KOHPNUKTHBIX CUTyaLui
B KOINNeKTnBe;

yMeTb: Or1.11. OcHosbil OK1-9
MCNONb30BaTb METOAbLI HAYYHOro NO3HAHUSA B ncecrnegoBaTeribCkomn NnK2.1, 2.6, 3.2,
nccrnegoBaTenbCKOW OeATeNbHOCTY; JeaTenbHOCTU 3.3,35

3HaTb:

0 NOCMNeAcTBUSX CBOEN NpodeccnoHansHomn
AeATENbHOCTU C TOYKN 3PEHNS eQUHCTBA
Burocdepsbl 1 GruocoumanbHOW NpUpoabl
YernoBseka;

OCHOBHbIE TEPMUHbI 1 ONpeaeneHus,
ucnonb3yemble npyu hopMUpoOBaHUN
AOKYMeHTOB B obnacTu
Hay4YHO-MCCrneaoBaTenbCKon AeATENbHOCTY;

YMETb: Oln.12. l'ocypapcteeHHoe |OK1-9
NPOBOAUTb HEODXOAUMBbIE pacyeTbl NO perynupoBaHue akoHomukun |IK 3.5, 3.6
HaNoroBoOMy, KpeaAMTHOMY, BoJKETHOMY
perynmpoBaHmo 3KOHOMUYECKNX NMPOLLECCOB;
3HaTb:

cnocobbl rocyfapCTBEHHOrO perynMpoBaHus
3SKOHOMWKW B NEPEXOLHbIV NEPUOL K PbIHKY;
AVHaMUKY COLMarnbHO-3KOHOMUYECKNX
NpoLEeccoB, NPONCXOAALLUX B CTPaHe, X
CTaTUCTUYECKMNE 3aKOHOMEPHOCTM;
NPUHUMMBLI 1 OPMbI TOCY4,apCTBEHHOIO
pPEerynmpoBaHnsi SKOHOMUKN B PbIHOYHbIX

YCIOBUSX;
yMeThb: Or.13. Cuctema OK1-9
00BbACHATL pas3nuyHble hopMbl rocygapcTBeHHOro NnK2.6, 2.7, 3.6
rocygapCTBEHHOIO yrnpaBleHus:; ynpaeneHuns
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Nonb30BaTbCA OCHOBHbLIMU
HOPMaTUBHO-NPAaBOBLIMU JOKYMEHTaMW,
onpeaensiowmmMm CMCTEMY rocygapCTBEHHOIO
yrnpaBneHusi;

Nnonb30BaTbCs MakpO3IKOHOMUYECKUMMU
nokasartenamu;

BNnageTb MeToAaMu paspeLueHus
KOHMMUKTHBIX CUTyau i,

3HaTb:

Hay4Hbl€ OCHOBbI CUCTEMbI FOCYJAPCTBEHHOIO
yrnpasneHus;

CTPYKTYpPY OpraHoB rocygapCTBEHHOrO
ynpaBreHnsi; cogepXaHue 1 HanpaesneHme
rocygapCTBEHHOM NOMUTUKY;

ynpaBneHune coumanbHon cdepon n
KOHPNMKTHBIMW CUTYaUUsIMK;

yMeThb: Or1.14. OpraHusauus OK1-9
XapakTepusoBaTb UCMNOSTHUTENBHYO BNacTb B rocygapcTBEHHbIX NnK1.2,1.3, 2.1,
coBpeMeHHoln Poccumn 1 npobnemsl ee yupexaeHun Poccun 2.6,35,3.6
MoOepHuM3aunu;

0OBACHATL CNeuMduKy rocygapcTBEHHOro
yrNpaBneHns Ha perMoHanbHOM YPOBHE;
3HaThb:

rocygapcrBeHHbIn annapaT Poccun B cucteme
COBETCKOro rocygapcrsa;

nepvoabl CTaHOBMEHUS U 3BOMOLMN
aAMWHUCTPATMBHO-KOMAaHOHON CUCTEMBI
yrpaBreHusi;

COBETCKWUI ONbIT agMUHUCTPUPOBAHUS; KPU3MNC
denepaTtnBHom cuctembl Coto3a CoBeTCKMUX
Coumanuctunyeckux Pecny6nuk; nepuog
CTaHOBNEHNS HOBOW CUCTEMbI OpraHM3aLmm
rocyaapcTtBeHHon Bnactn B Poccun B 1990 -
1993 rr.;

OCHOBHbIE NONOXeHuss KoHcTutyumm
Poccuiickon ®epepauun 1993 r. n npouecc
OpPMUPOBAHMS HOBbLIX OPraHoOB
rocyaapCTBEHHOW BNacTu;
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npeacTaBuTENbHbIE OpraHbl BNacTu B Havarne
XXI B., CTPYKTYPY UCNOSTHUTENBHOM BMacTu B
coBpeMeHHon Poccumn n npobnemel ee
MogepHu3aunu;

cneumduky pecdopmmnpoBaHus cygedHom
cuctembl Poccuinckon degepauum;

yMeTb: 68 Or1.15. besonacHoCTb OK1-9
OpraHvsoBbIBaTb M NPOBOAUTL MEPONPUATUS KN3HEOEeATENbHOCTH MNK1.1-1.5,
no 3awuTe paboTarowmx 1 HaceneHust ot 21-24,2.7,
HeraTMBHbIX BO34ENCTBUIN YpE3BbIHaNHbIX 3.1-3.6
cUTyaumm;

npeanpuHMMaTh npodunakTnyeckue mepsbl
ONSA CHUWKEHNS1 YPOBHS OMacHOCTeEN
pasnU4HoOro B1aa un Ux NocneacTsuni B
npoceccuoHansHoON OeATeNbHOCTU 1 ObITY;
ncnonb3oBaTh CpeacTBa MHAMBUAYaANbHON U
KOMMNEKTMBHON 3aLLMTbl OT OPYXXMS MacCOBOro
nopaxeHus;

NPUMEHSTb NepBUYHbIE CpeacTBa
noXxapoTyLLeHUs;

OpPUEHTUPOBaTLCH B NepeyHe BOEHHO-YYETHbIX
cneumanbHOCTEN N CAMOCTOATENBHO
onpenenaTb cpean HUX POACTBEHHbIE
Nony4eHHON crneumnansHOCTY;

NPUMEHATb NpodecCnoHanbHble 3HaHUA B
X04e UCMNOSHEHNs1 063aHHOCTEN BOEHHOW
CNy>X0bl HA BOMHCKUX OOMKHOCTSIX B
COOTBETCTBUU C MOMYy4YEHHON
crneynanbHOCTbIO;

BnageTb cnocobamm 6eCKOHGMKTHOro
o6LLeHNs 1 caMoperynsaumm B NOBCEAHEBHON
OeATEeNbHOCTUN N AKCTPEMaribHbIX YCITOBUSAX
BOEHHOW CnyX0bl;

oKasblBaTb NepBY MOMOLLb NOCTpaAaBLUNM;
3HaTb:

NPUHLMMNbI 06ecnevyeHns yCToN4nBOCTH
00BHEKTOB 3KOHOMMKM, MPOrHO3NPOBAHNUS
pa3BuUTUS COOBLITUI 1 OLIEHKN NOCNEACTBUIA NpuU
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TEXHOreHHbIX Ype3BblYaNHbIX CUTYaLMSX U
CTUXWUIHBIX ABNEHMUSX, B TOM YMCIe B YCIIOBUAX
NPOTMBOAENCTBNS TEPPOPU3MY KakK CEPbe3HON
yrpose HaumnoHanbHon 6esonacHocTn Poccuu;
OCHOBHbl€ BWAbl NOTEHUMabHbIX ONacHOCTewn
M MX NOCNeacTBuS B NPOtEeCCUOHarnbHOWM
AeATENbHOCTU N BbITY, MPUHLMIBI CHUKEHUS
BEPOSATHOCTU UX peanunsauuu;

OCHOBbI BOEHHOWN CIy»0bl 1 060POHLI
rocygapcrBa;

3aayun 1 OCHOBHbIE MepPOoNpUATUA
rpaxgaHcKon 00OpPOHbI; CNOcobbl 3aLWnThI
HacerneHus OT OPYXXNSi MacCOBOIo MOPAXEHWS;
Mepbl NoxapHon 6e3onacHoOCT 1 Npasuna
H6e3onacHoro NnoBeAeHWs Npy Nnoxapax;
OopraHv3aumio 1 NopsaoK NPK3biBa rpaxxkaaH Ha
BOEHHYIO CNyX0y 1 NOCTyNneHns Ha Hee B
[06pOBONBLHOM NOPSIAKE;

OCHOBHbIE BWAbl BOOPY>KEHWS, BOEHHON
TEXHUKM U CneumanbHOro CHapsXXeHus,
COCTOSILLIME Ha BOOPY>XEHUN (OCHALLEHMM)
BOMHCKMX NogpasfaeneHnii, B KOTOpbIX
UMETCS BOEHHO-YYeTHbIE CneunanbHOCTH,
poacTBeHHbIe cneymansHocTam ClO;
06nacTb NpMMEHeHNs Nony4aemMbix
npodeccuoHanbHbIX 3HaHWIA MPU UCNOMTHEHUN
00653aHHOCTEN BOEHHOW CryXObl;

NopsiAoK M MpaBuna okasaHus Nepeon MOMOLLU
nocTpagaBLUMM.

MM.00 lMpodeccroHarnbHble Moaynu 1298 866
MM.01 OpraHunsauns AOKYMeHTaLMOHHOIo MOK.01.01. OK1-9
obecneyeHns ynpaBneHnsi n [okymeHTaunoHHoe NnK1.1-1.11
PYHKLUNOHNPOBAHUSA OpraHu3aunm obecrneyeHne ynpaBneHust
B pesynbTaTte usydeHusi npoeccuoHansHoro
MoAyns oby4arLWwmnncs OOKEH: MK[.01.02. NpaBosoe
UMETb MPaKTUYECKUIA OMbIT: perynvposaHue
yrnpaBneH4yeckomn
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opraHv3aumn AOKyMEeHTaLMOHHOro
obecneyeHns ynpaBneHus un
hYHKLUMOHMPOBaHWSA OpraHn3aunu;

ymeTb:

NPUMEHATbL HOPMaTUBHbIE NPaBOBbIE aKTbl B
ynpaBfneH4YecKon AeaTenbHOCTY;
NnoAroTaBnMBaTh MPOEKTbI yNpaBreHYeCckux
peLleHunn;

obpabaTbiBaTb NOCTyNaoLWme U
oTnpaBnsiemMble JOKYMEHTHI,
CMCTEMaTU3MPOBATb UX, COCTaBMATb
HOMeHKnaTypy aen n dgopmmpoaTb
AOKYMeHTbl B Aena;

roTOBUTb U NPOBOAUTL COBELLAHUS, AenoBble
BCTPeYN, NpMembl 1 NpeseHTaumu;

3HaTb!

HOpMaTMBHbIE NPaBOBbIe aKTbl B 06nacTu
opraHu3aumm yrnpaBreHYeckon AeATENbHOCTY;
OCHOBHbI€E NpaBuna XpaHeHUsi U 3aLmnThbl
cnyxebHon nHopmaumu.

OeATeNbHOCTU

MKL.01.03. OpraHusauuns
CEeKpeTapcKoro
obcnyxumBaHust

MM.02 OpraHnszaunsa apxmBHOM 1 M[OK.02.01. Opranumsaumamn |[OK1-9
cnpaBoYHO-NHMOPMaLMOHHON paboThl NO HOpPMaTMBHO-NPaBOBbIE nK21-27
OOKYMeHTaM opraHusauuu OCHOBbI apXMBHOTO Aena
B pesynbTaTte usydeHus npogeccuoHansHoro
Moayns oby4arLwmnncs OOMKEH: MIK.02.02.
UMETb MPaKTUYECKUIA OMbIT: "ocypapcTBeHHbIE,
opraHusaumnm apxmBHONM n MyHULMNanbHbIE apXuBbl U
CMNpaBOYHO-MHOPMaLMOHHON paboTbl NO apxXuBbl OpraHnsauumn
OOKYMEHTaM opraHvsaumu;
yMeTb: MIK.02.03. MeToauka n
OpraHmM3oBbIBaTb AeATENbHOCTL apXmBa C NpakTuKa apxmeoBedeHUs
y4yeToM cTaTyca 1 npoduns opraHmsauuu;
paboTaTb B cUCTEMAX 3N1EeKTPOHHOTO MUOK.02.04. O6ecneuyeHue
D,OKYMeHTOOGOpOTa; COXPaHHOCTN OOKYMEHTOB
ncnonb3oBaTh B AeATENbHOCTU apxmBa
COBPEMEHHbIE KOMMbIOTEPHbIE TEXHOSOMM;
NPUMEHSATb COBPEMEHHbLIE METOLMKMN
KOHCEpBaLMM U pecTaBpaL i apXMBHbIX
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OOKYMEHTOB;
3HaThb:

CUCTEMY apXMBHbIX ydpexaeHnin B Poccuninckon
denepaumm 1 opraHmsaumnio ApxmBHoOro poHaa
Poccuitckon degepauuu;

CUCTEMY XpaHeHUs N 00paboTKn JOKYMEHTOB.

MM.03

OcyuiecTBneHne AOKYMEHTaLMOHHOTO
obecneyeHns ynpaBneHns n apxmBHOro gena c
MCNonb30BaHNEM NPOrpaMMHbIX CPeacTB
yyeTa, XpaHeHusi, 06paboTkM 1 noucka
OOKYMEHTOB

B pe3ynbTtaTte uaydeHusi npogeccnoHanbHoro
Moayns oby4aroLwmnncs OOMKeEH:

MUMETb NPaKTUYECKUIA ONbIT:

paboTbl C NporpaMMHbIMU CPEACTBaMU y4ETa,
XpaHeHus, 06paboTkM 1 Noncka AOKYMEHTOB;
opraHu3aumm cnpaBoYHO-MH(OPMaLNOHHON
OEATENbHOCTU C JOKYMEHTaMMU;

yMeTb:

paboTaTtb ¢ NpodeccrnoHanbLHO
OPUEHTUPOBAHHbLIM NPOrpaMMHbIM
obecneyeHnem B obnacTu
AOKYMEHTaLMOHHOro obecneveHuns
ynpasneHusa (ganee - JOY) n apxueHoro gena;
OpraHn3oBbIBaTb BHEAPEHME
aBTOMaTU3MPOBAHHOW cUCcTeMbI B cnyxte [JOY
1 apxuBe (TEXHUYECKOE 3aJaHune, MOHATUE O
CASE-TexHomnorunsix);

Haxo4uTb HEODXoAUMYKO MHAOPMaLNIO,
nonb30BaTbCsl MIHPOPMALMOHHBIMY pecypcamm
ceTn MIHTepHeTa B obnactu
AOKYMEHTOBEEHMS N apXMBHOMO Aena;
paboTaTb C 9NeKTPOHHLIMW JOKYMEHTaMU;
ncnonb3oBaTb CETEBbIE MPOrpamMmmMHbIe U
TeXHMYeckne cpeacrtea B NpodeccruoHanbHoM
OeATenbLHOCTY;

3HaThb:

PbIHOK Cneunannu3npoBaHHOIO NPUKIagHOro

MOK.03.01.
MHpopmaLmMoHHbIE
TEXHOMNorMn B
OOKYMEHTaLMOHHOM
obecneyeHnmn ynpaerneHus
N apXMBHOM Jene

MKL.03.02. MeTtoguka
paunoHanusauum
OOKYMEHTaLMOHHOrO
obecneyeHns ynpaBneHusi
1 apxMBHOro gena

MKZ.03.03. OpraHusauus
paboTbl C 3NEKTPOHHBLIMU
AOKYMEeHTaMm

OK1-9
MK3.1-3.6
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nporpaMmHoro obecneveHus B obnactu OY un
apXuBHOrO Aderna (aBToMaTu4eckne CUCTEMbI
yrnpaBneHns AOKyMeHTamMu);

coBpeMeHHoe cocTosiHne OY
rocygapCTBEHHbIX U HErOCYAapCTBEHHbIX
yyYpexaeHun, rocyaapCTBEHHbIX,
MYHUUMNANbHBLIX U HErOCY4apCTBEHHbIX
apxvBoB B 0611acTv NnpUMeHeHns
WHOPMALIMOHHBIX TEXHONOIMI U
NCNonb30BaHUA Cneunann3vpoBaHHOro
nporpaMmmHoro obecneyeHus;
KoprnopaTuBHbIE MHPOPMALIMOHHbBIE CUCTEMBI,
aBTOMaTU3MPOBaHHbIE MO CUCTEMAM
AOKYMEHTaLuMKn, B TOM YMCre KaapOBOWH,
Oyxy4erTa;

nepcneKkTMBHbIE HaNpaBeHns
nHpopmaTtmsaumm JOY 1 apxMBHOro aena;
3akoHofaTenbHyo 6a3y, OCHOBHbIE Yrpo3bl
NHOPMaLMOHHON Ge3onacHoOCTW.

MM.04

BbinonHeHne paboT Mo 0gHOM N HECKOMNBKUM
npodgeccusiM paboymrx, AOIMKHOCTAM
cry>KaLumx

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

1620

1080

Bcero yacoB 06y4eHust no y4e6HbIM LyKnam
rnrccs

5292

3528

YT1.00

YuebHasa npakTuka

r.oo

MpounsBoacTBeHHas nNpakTuka (No npoduno
cneumanbHOCTH)

10 Hega.

360

OK1-9
MK1.1-3.6

rnari.oo

MpousBoacTBEHHAs NpakTuka
(NnpepavnnomHas)

4 Hep.
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"O6 yTBepxaeHun hegepanbHOro rocyaapcTBeHHOro obpasoBaTenbHOro cTaHaapTa C... Hata coxpaHenusi: 02.03.2017
MA.00 MpomexyTovHasa aTTecTaums 5 Hep.
A.00 ocynapcTBeHHast MToroBas aTrectauus 6 Hep.
MA.01 MoaroToBKa BbINYCKHOW KBannukaLmoHHOM 4 Hep.
paboTbl
MMA.02 3alumTa BbINyCKHOW KBanMguKaLMoHHOM 2 Hep.
paboThl
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Tabnuua 6

Cpok nonydenusa CI1O no MMNCC3 yrnybneHHON NOAroTOBKM B O4YHOW hopme obydeHus coctasnseT 147
Hepaenb, B TOM yucne:

O6yyeHune no y4ebHbIM LKnam 98 Hep.
Y4yebHasi npakTuka

10 Hep.
MpounsBoacTeBeHHasn npakTuka (nNo Npodunto cneLmanbHOCTH)
lMpoussoacTBeHHasi NpakTuka (NpeaauniiomMHast) 4 nep.
MpomexyTouHasa aTTectaums 5 Hep.
ocynoapcTBeHHasa UToroBasa aTrectaums 6 Hen.
KaHunkynapHoe Bpems 24 nep.
WNToro 147 Hep.

VII. TPEBOBAHNA K YCNOBUAM PEATIM3ALIMN NMPOIrPAMMBI NMOATOTOBKA
CMNEUMANNCTOB CPEOHEIO 3BEHA

7.1. OG6pasoBaTtefnbHasi opraHusaumMsi camMocTosITENbHO paspabaTtbiBaeT M yTBepxgaet [MMNCC3 B
cooTtBeTcTBMM ¢ HacToawmm GIrOC CIO u ¢ yyeTom cooTBeTcTBYtOLLEN NpumepHon MNMTMNCCS.

Mepen Havanom paspaboTkm MNMNCC3 obpasoBaTenbHas opraHnsauns AOMKHA onpeaennTb ee cneumduky ¢
y4eTOM HanpaBneHHOCTW Ha yAoBreTBOpeHue NoTpebHOCTeN pbiHka Tpyda u paboTogartenen, KOHKPETM3NpoBaThb
KOHeYHble pesynbTaTbl OOy4yeHus B BMAE KOMMETEHUWUW, YMEHWA U 3HaHWWA, npuvobpeTtaemoro npakTU4eckoro
onbITa.

KoHKpeTHble BMAbl OEATENbHOCTU, K KOTOPbIM TOTOBUTCS OOy4YaloWMIACA, OOMKHbI COOTBETCTBOBATb
npucBavBaeMoln Keanudukauun, onpenensitb cogepxaHue obpas3oBaTenbHOW MporpaMmel, paspabaTbiBaeMoMn
obpa3zoBaTtenbHON opraHn3aLmen COBMECTHO C 3aMHTEPECOBaHHbIMK paboTogaTensmu.

Mpun dopmuposaHmm MIMCC3 obpasoBaTtenbHas opraHn3auus:

UMeEeT MNpaBO WCMOMb30BaTb OOBbLEM BPEMEHM, OTBEOEHHbI HA BapuaTMBHYIO 4YacTb Y4eOHbIX LIMKIOB
MMNCCS3, ysenuuuBas npy 3ToM 00bEM BPEMEHU, OTBEAEHHbIV HA AUCUMNIUHBI U MOAYNM obsi3aTenbHOM YacTu,
nnbo BBOAA HOBblE OUCUMUMMMHBI U MOAYNM B COOTBETCTBUM C noTpebHocTamu pabotogatenen u cneumdukon
AeaTenbHOCT 06pa3oBaTenbHON opraHn3aLuunuy;

umMeeT MpaBoO oOnpefendATb AN OCBOeHUs obydalwmMmucs B pamkax npodeCcCroHanbHOro MOAyns
npodeccuto paboyero, AOMMKHOCTb CriyKallero (OAHY WM HECKOMbKO) COrfacHO MNPUMOXEHUIO K HacToslwemy
®IrocC CIo;

obszaHa exerogHo obHoBnaTh [MMCC3 ¢ yyeTom 3anpocoB pabortopartenen, OoCoObGEHHOCTEN pPa3BUTUSA
pervoHa, KynbTypbl, HAyK1, 3KOHOMWKM, TEXHUKW, TEXHOMOIMUIA M couManbHOM Cepbl B pamKax, YCTaHOBEHHbIX
HacTosAwmm ProcC Crio;

06si3aHa B pabouymx y4ebHbIX MporpaMMax BCEX AUCUMMIMH U MpOgecCUoHanbHbIX MOAyNenh 4YeTKo
dopmynupoBaTtb TpeboBaHMA K pe3ynbTaTaM WX OCBOEHMWS: KOMMETEHUWsIM, NpuobpeTaeMomMy MNpaKTU4ecKoMy
ONbITY, 3HAHUSAM N YMEHUSM;

06si3aHa obecneunBaTb 3MMAEKTUBHYIO CaMOCTOSITENbHYIO paboTy obyyalwmuxca B COYeTaHUM C
COBEpLUEHCTBOBAHMEM YNPaBIIEHNs €10 CO CTOPOHbI MpenogaBaTtenen n MacTepoB NPOM3BOACTBEHHOIO 00yYeHMs;

0o6s3aHa obecneuynBaTb 0Oy4alOWMMCH BO3MOXHOCTb y4acTBOBaTb B (POPMMPOBaHUM WHAMBUOYAIBLHON
obpasoBaTenbHON NporpaMmel;

06s3aHa hopMMpoBaTb COLMOKYNbTYPHYIO Cpedy, co3gaBaTb YCroBus, Heobxoaumblie Anst BCECTOPOHHENO
pasBUTMa W couuanu3aumm FMYHOCTUW, COXPaHeHus 300poBbs ObDy4valoLWMxcs, CnocobCTBOBaTb Pa3BUTUIO
BOCMUTATENbHOMO  KOMMOHEHTA  OOpasoBaTenbHOro  Mpouecca, BKMAYas  pasBUTME  CTYLEHYECKOro
caMoynpaeneHus, ydactue obyvarowmxca B paboTe OOLIECTBEHHbIX OpraHu3auuii, CMOPTMBHBLIX U TBOPYECKMX
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Knybos.;

AOMKHa npegycMmatpuBaTb B LENAX peanu3aumm  KOMMETEHTHOCTHOrO MOAXOA4a WCMOfMb30BaHWE B
obpasoBaTenbHOM MpPOLEecCe akTUBHbIX W WHTEPAKTUBHBIX (OPM NPOBEOEHUst 3aHATUIA  (KOMMbHTEPHbIX
CUMYNSILMIA, OENOBbIX U PONEBbIX Urp, pas3bopa KOHKPETHbIX CUTYaUWR, NMCUXONOrMYECKMX U MHbIX TPEHWHIOB,
rPynnoBbIX AMCKYCCUIA) B COYETaHWUM C BHeayauTOpHOW paboTol Ansi pOpMUPOBaHWUS U PasBUTUS OOLLUMX U
npodeccroHarnbHbIX KOMNETEHLUA 0ByYatoLWMXCs.

7.2. Npwu peanusaumm MNIMCC3 obyyatolumecs MMeT akagemMmnyeckme npasa u 06893aHHOCTM B COOTBETCTBMM
¢ deaepanbHbIM 3akoHOM OT 29 aekabps 2012 r. N 273-93 "O6 obpasoBaHuu B Poccuiickon Pegepaummn” <1>.

<1> CobpaHue 3akoHogaTenbcTBa Poccuinckon Pepepaumm, 2012, N 53, ct. 7598; 2013, N 19, cT. 2326; N
23, cT. 2878; N 27, c1. 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.

7.3. MakcumanbHbln 06beM yvebHoOW Harpysku obyvarowierocs coctaBnsgeT 54 akagemMuyeckux 4vaca B
Heaernto, BKNoYas BCe BUAbl ayANUTOPHOW U BHEAyAUTOPHOWN y4ebHOM Harpysku.

7.4. MakcumanbHbIin 06beM ayauTopHOM y4yebHOM Harpys3ku B ovHoM chopme obydeHus coctaBnseT 36
aKafeMM4eckux 4acoB B HeZerno.

7.5. MakcumanbHbIn 06beM ayguTOPHOM y4eOHOW Harpy3kM B OUYHO-3a04HOM popMe 0by4YeHuss cocTaBnsieT
16 akageMN4YecKnx 4YacoB B HeAEN!IO.

7.6. MakcMmMarbHbIi 00beM ayaAUTOPHON y4eOHOW Harpy3ku B rog B 3a04HoOM dhopmMe 0byyYeHust cocTaBnsieT
160 akagemMun4eckmx 4acos.

7.7. ObLwasn NpoaomKUTENbHOCTb KaHMKYN B y4eBHOM rogy AomkHa coctaBnaTe 8 - 11 Hegenb, B TOM yncne
He MeHee 2-X Hefernb B 3MMHWIA nepuog.

7.8. BbinonHeHne KypcoBoro npoekTa (paboTtbl) paccmatpuBaeTcs Kak Bua y4ebHown paboTel MO AMcuMnanHe
(ancumnnuHam) npodeccnoHanbHOro yyebHoro umkna w  (unn) npodeccuoHanbHOMY Moy  (Modynsam)
npodeccnoHanbHOro y4ebHoro uukna u peanuayeTtcs B npegenax BpemeHu, OTBe4eHHOro Ha ee (UX) usyyeHue.

7.9. [OvcumnnuHa "®duanyeckas KynbTypa" npegycmaTtpuBaeT exeHedenbHO 2 4Yaca obssaTenbHbiX
ayOUTOPHBIX 3aHATUIA U 2 Yaca CaMOCTOATENbHON paboThl (3a cHeT pas3nmnyHbiX hOPM BHEAYAMTOPHbIX 3aHATUNA B
CMOPTMBHbIX KNybax, Cekumsx).

7.10. ObpasoBaTenbHasa opraHu3aums UMeeT NpaBo ANns NOArpynn AeBYLIEK UCMONb30BaTh YacTb y4ebHOro
BpemMeHn aucumnnuHbl "BesonacHocTb XusHedesitenoHocTn" (48 4yacoB), OTBEAEHHOrO Ha MW3Y4YEHUE OCHOB
BOEHHOMW CIyX0Obl, HA OCBOEHNE OCHOB MEAMNLIMHCKUX 3HAHWNA.

7.11. Monyyenne CIMO Ha 6a3e ocHoBHOro obuiero obpa3oBaHUs OCYLLECTBMASETCA C OLHOBPEMEHHbLIM
nony4eHvem cpegHero obuiero obpasosaHusa B npegenax MNMCC3. B atom cny4vae MNMNCC3, peannsyemasa Ha 6ase
OCHOBHOro obuiero obpasoBaHusi, pa3pabaTbiBaeTcs Ha OCHOBE TpebOBaHWI COOTBETCTBYHLUMX dheaepanbHbIX
rocy4apcTBeHHbIX 06pa3oBaTenbHbIX CTaHOAPTOB cpeaHero obwero obpasoBaHus u CIMNO ¢ yyeTom nonyvyaemon
cneumanbHocTu Cl10.

Cpok ocBoeHust MMCC3 B o4yHOM hbopme oOyyeHus ansa nuud, obyyarowmxcst Ha 6aze OCHOBHOro 06Liero
obpasoBaHus, yBenuumBaeTca Ha 52 Hegenu u3 pacyeTa:

TeopeTuyeckoe obyyeHne (Npy obsizaTenbHOM y4ebHoM Harpyske 36 YacoB B HeAeno) 39 Hep.
npoMeXXyToYHas aTTecTtauus 2 Hen.
KaHWKyIbl 11 Hep.

7.12. KoHcynbTaumm ans oby4yaroLwmxcst o 04HOM M OYHO-3a04HOM hopMam obydeHus npegycmaTtpuBaroTcs
obpaszoBaTenbHON opraHusaumen n3 pacyeta 4 yaca Ha OQHOro 0OyYarloLerocst Ha Kaxabli y4ebHbIN rod, B TOM
ynucrne B nepuog peanusaumm obpasoBaTenbHOM NporpaMmbl cpedHero obulero obpasoBaHust Ons nuu,
obyvarowmxca Ha 6Gase OcHOBHOro obuiero obpasoBaHusl. POpMbl NPOBEAEHMS KOHCynbTauuin (rpynnoBble,
UHAMBUAOYanbHbIE, MMCbMEHHBIE, YCTHbIE) ONpeaensoTcs 06pas3oBaTenNbHON opraHn3aunen.

7.13. B nepuog oby4eHus c roHowamm npoBoadaTcst ydebHble cbopbl <1>.

<1> lMNyHkT 1 ctatbn 13 degepanbHOro 3akoHa ot 28 mapta 1998 r. N 53-03 "O BOMHCKON 06S3aHHOCTU U
BOeHHon crnyxbe" (CobpaHue 3akoHogatenscTtBa Poccuiickon ®epepauun, 1998, N 13, c1. 1475; N 30, cT. 3613;
2000, N 33, c1. 3348; N 46, cT. 4537; 2001, N 7, cT. 620, cT. 621; N 30, c1. 3061; 2002, N 7, cT. 631; N 21, cT.
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1919; N 26, cT. 2521; N 30, cT1. 3029, cT1. 3030, c1. 3033; 2003, N 1, cT. 1; N 8, cT. 709; N 27, cT. 2700; N 46, cT.
4437; 2004, N 8, cT. 600; N 17, cT. 1587; N 18, c1. 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, cT. 2907; N 30, c1. 3110, c1. 3111; N 40, cT. 3987;
N 43, c1. 4349; N 49, cT1. 5127; 2006, N 1, cT. 10, cT. 22; N 11, cT. 1148; N 19, c1. 2062; N 28, cT. 2974; N 29, cT.
3121, c1. 3122, cT. 3123; N 41, cT1. 4206; N 44, cT. 4534; N 50, cT. 5281; 2007, N 2, cT. 362; N 16, cT. 1830; N 31,
cT. 4011; N 45, cT. 5418; N 49, c1. 6070, c1. 6074; N 50, cT. 6241; 2008, N 30, c1. 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, c1. 5735, cT1. 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, c1. 6730; N 49, cT. 7021, c1. 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, c1. 3462, cT. 3477; N 48, cT.
6165).

7.14. lMpaktuka gasnsietca obsizatenbHbiM pasgenom [NMCC3. OHa npeactaBnseT cobow Bua ydebHown
OeATenbHOCTW, HamnpaBneHHOW Ha OpMUPOBaHNE, 3akpenneHue, pasBUTUE MpPaKkTUYECKMX HaBbIKOB U
KOMMNEeTeHUUN B NpoLecce BbINOMHEHUS onpeaeneHHbIX BUAoB paboT, cBA3aHHbIX ¢ Byaylien npodeccnoHansHon
aeatencHocTblo. [pu peanusauum [MMNCC3 npepgycmatpuBaloTcs cneaylowuve BuAabl MpakTUK: yd4ebHaa u
Npov3BOACTBEHHAS.

[MpousBoAcTBEHHas MpakTuka COCTOMT W3 ABYX 3TanoB: MPakTWUKM N0 Npogumo cheumanbHOCTU W”
npeaauniIoMHON NPakTUKK.

YyebHas npakTMKa W NPOWM3BOACTBEHHas npaktuka (no npoduno  cheunansHOCTU) NpoBOASITCA
obpasoBaTenbHON opraHu3auuer npyv ocBoeHWn obydarowmmmncs NpodeccuoHarnbHbIX KOMMNETEHUUA B pamKax
npodeccnoHanbHbIX MOAYMNEN U MOTYT peann3oBbiBaTbCA Kak KOHLEHTPMPOBAHHO B HECKOSMbKO MepuoaoB, Tak U
paccpeaoToveHo, YepeaysCb C TEOPETUHECKMMM 3aHATUAMM B pamKax NpodeccnoHansHbIX MOAyen.

Llenn n 3agayn, nporpaMmmbl U (OPMbI OTYETHOCTWU OMpedenslTcs obpasoBaTenbHON OpraHv3aumen no
Ka>kgoMy BUAY MPaKTUKW.

lMponssBoacTBEHHas NpakTUKa AOMKHa NPOBOAUTLCS B OpraHu3aumsx, HanpasneHne AesTenbHOCTU KOTOPbIX
COOTBETCTBYET NPOhui0 NOArOTOBKM 0Dy4atoLLNXCS.

ATTecTaumMs no wuTtoram MpPOU3BOACTBEHHOW MPAKTUKM MNPOBOAUTCA C Y4ETOM (MNIM Ha OCHOBaHWM)
pe3ynbLTaToB, NOATBEPXKAEHHbIX JOKYMEHTaMU COOTBETCTBYIOLLIMX OpraHn3auni.

7.15. Peanusauus TMNCC3 no cneuwanbHOCTM AofkHa obecneunBaTbCa Negarorm4yeckumm Kagpamm,
nUMmerLwumn Beicluee obpasoBaHMe, COOTBETCTBYOLLEE Npodumo npenogaBaemMon aucuunivHel (mogyns). OnbiT
OEeATENbHOCTU B OpraHm3auusx COOTBETCTBYHOLLEN MpodeccuoHanbHon cdepbl sBnseTcs obss3aTenbHbiM A5is
npenogaBaTtenen, OTBeYawLlMX 3a OCBOeHWe obyyawwmumca npodeccuoHanbHoOro y4ebHoro  Lukna.
lMpenogaBatenu nony4valoT AOMNOMHMTENbHOE MpodeccuoHanbsHoe obpasoBaHMe MO MporpamMmam MOBbILEHUS
KBanudukaummn, B TOM yncrne B popMe CTaxXUPOBKM B MPOUIbHBIX OpraHu3aumsax He pexe 1 pasa B 3 roga.

7.16. MMNCC3 pomkHa obecneunBaTbCs Yy4eOHO-METOAMYECKON AOKYMEHTauuMen no BCEM AMCLMMNIUHAM,
MeXOANCUMMIMHAPHBIM KypcaMm 1 npodeccuoHanbHbiM mogynam MrNCC3.

BHeayauTopHasa paboTa gomkHa conpoBoxaaTtbCa MeToamdeckum obecneyeHmem n o6ocHoOBaHMEM pacyeTa
BPEMEHW, 3aTpaynBaemMoro Ha ee BbINOfHEHNe.

Peanusauna MMCC3 pomkHa obecnevmBaTbCA OOCTYNOM Kaxgoro obydatowlerocsa Kk 6asam JaHHbIX U
6ubnuoteyHbiM oHaam, OPMMPYEMBIM MO MOMHOMY nNepeyHo aucuunnuH (mogynen) MMCC3. Bo Bpewms
CaMOCTOSITENbHON NOArOTOBKM 00y4YatoLmMecs 4OMKHbI ObiTb 0becneyveHbl 4OCTYNOM K ceTu IHTepHeT.

Kaxgbln obydvatowmiics gomkeH ObiTb obecrnedeH He MeHee 4YeM OfHUM Y4ebHbIM neyaTHbiM K (Unn)
9MNEKTPOHHBIM  M34aHMEM MO KaXOoW AucuMniMHe Npod)ecCUOHanbHOro y4ebHOro uMkna W OOHWUM
y4yebHO-MeToaMYEeCcKUM nevaTHbIM U (MnK) SMEKTPOHHBIM M3AaHUEM MO KaXXAOMY MEeXOUCUMMIMHAPHOMY Kypcy
(BKNtoYas aNekTpOoHHbIe Basbl NEPMOANYECKNX U3OAHNIA).

BrubnnoTeyHbin ¢oHa [ormKkeH ObiTb YKOMMMEKTOBaH MevYaTHbIMU U (MfK) SMEKTPOHHbIMU  M3OaHWUAMM
OCHOBHOW M AONOMHUTENbHOM Y4ebHON nuTepaTypbl NO AUCUUMMMHAM BCeX Y4YebBHbIX LMKMOB, M3OaHHON 3a
nocnegHue 5 ner.

BubnuoTteyHbln  doHA, nNomumo  y4ebHOW  nuTepaTtypbl, OOMMKEH  BKA4YaTb  oduumanbHble,
crnpaBo4YHO-O6Mbnunorpaduyeckme n nepuvoaundeckne msgaHust B pacdete 1 - 2 ak3emnnspa Ha kaxabix 100
obyyvarowmxcs.

Kaxxgomy obydatowlemycs gormkeH ObiTb obecnedeH [OoOCTyn K Komnnektam 6ubnmoTeyHoro doHaa,
COCTOSAILLUM HE MEeHee YeM U3 5 HanMeHOBaHUN POCCUMACKMX XXYPHanoB.

OGpaszoBaTtenbHas opraHusauus [[OJbKHa MpefocTaBuTh 0bydalowmMMcs BO3MOXHOCTbL  OMNeEpPaTUBHONO
obMeHa wHGOpMauMen c pocCUMCKMMK OOpasoBaTenbHbBIMU OpraHu3aumMsaMuM M OOCTYN K COBPEMEHHbIM
npodeccuoHanbHbIM 6a3amM AaHHbIX U MHPOPMALIMOHHBIM pecypcam ceTn VIHTepHeT.
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7.17. Tpuem Ha obydeHme no MIMCC3 3a cyeT OBHOOKETHBLIX accUrHoBaHui denepansHoOro 6iomoxeTa,
6rooxeToB cybbekToB Poccuickon degepauum n MECTHbIX BIOKEeTOB ABNAeTCS OBLWeAOoCTYMHbIM, €Cnn MHOE He
npeaycMOTpeHo YacTblo 4 ctaTbm 68 ®enepansHoro 3akoHa ot 29 aekabpsa 2012 r. N 273-93 "O6 obpasoBaHun B
Poccuiickon depepaumn” <1>. dunHaHcnpoBaHue peanusaumm MNMNCC3 gomkHO ocyllecTBNATbCSA B obbeme He
HUXXe YCTaHOBIIEHHbIX FOCYAapCTBEHHbIX HOPMAaTMBHbIX 3aTpaT Ha OKa3aHue rocydapCTBEHHOW ycnyrn B cdepe
obpa3oBaHusa 4N AaHHOTO YPOBHS.

<1> CobpaHue 3akoHogaTenbcTBa Poccuickon ®epepauum, 2012, N 53, cT. 7598; 2013, N 19, cT1. 2326; N
23, cT. 2878; N 27, c1. 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. O6pasoBaTtenbHas opraHusauus, peanuayioLlas MMNcCcs, OOIMKHa pacnonaraTb
MaTtepuanbHo-TeXHU4Yeckon 6ason, obecneuymBalowler npoBedeHMe BCEX BUOOB nabopaTopHbiX paboT u
NPaKTU4ECKMX 3aHATUN, OUCLUMMMHAPHOW, MEXAMCUUMAMHApHON U MOAYNbHOW MOArOTOBKM, YY4eOHOW MpaKkTuKM,
NpeayCcMOTPEHHbIX y4ebHbIM nnaHom obpasoBaTenebHON opraHusauun. MatepuanbHo-TexHuYeckass 6asa gormkHa
COOTBETCTBOBAaTb AEWCTBYIOLMM CaHUTAPHbIM 1 MPOTMBOMOXaPHbLIM HOPMaM.

MepeyeHb kabuHeToB, NabopaTopuii, MacTepCKUX
N OpYyrux noMmeLLeHmii

KabuHeTsbl:

coumanbHO-3KOHOMUNYECKUX ANCLUMINH;

WHOCTPaHHOrO A3bIKa;

MaTeMaTuKn N MHPOPMATUKN;

3KOMOrM4YECKNX OCHOB NPUPOSOMNONbL30BaHNS;

9KOHOMMKUN OpraH13aumu u ynpasreHus NepcoHanom;

MEHEKMEHTA;

npaBoBoOro obecneyeHns NpogeccnoHanbHoM AeaTeNbHOCTY;

rocygapCTBEHHON U MyHULMNANBHOW CRyXobl;

AOKYMEHTaLMOHHOIo obecneyveHnsi ynpaBneHuns;

apXuBOBEAEHUS;

npodeccUoHanbLHON 3TUKM U MCUXONOTUN AeN0BOro obLLEeHNS;

0e30MacHOCTH XNU3HEOEATENBHOCTY;

MeTOANYECKUNA.

Jlabopatopwuu:

WMHOPMATUKN U KOMMbIOTEPHOW 06paboTKM 4OKYMEHTOB;

TEXHUYECKNX CPEACTB YrpaBneHus;

CUCTEM 3MEKTPOHHOrO AOKYMEHTOO60POTa;

OOKYMEHTOBELEeHUS;

yyebHas kaHuenspusa (crnyx0a JOKyMeHTaUMOHHOro obecneyeHns ynpaBneHus).

CnopTuBHbIA KOMMJIEKC:

CMOPTMBHBIN 3ar;

OTKPbITbIN CTaAMOH LUMPOKOTO NPOoduUNs C afieMeHTaMm1 Nonockl NPensiTCTBUN;

CcTpenkoBbl TUpP (B Ntobon Moandmkauum, BKNoYast INEKTPOHHBIN) UM MECTO AN CTPenbObI.

3ansbl:

OnbnnoTeka, YMTanbHbI 3an ¢ BbIXOAOM B ceTb VIHTEPHET;

aKToBbIV 3an.

Peanusauus MNMCC3 gomkHa obecneuymBath:

BbINONHEHNE oby4varowmmMmmnca nabopaTtopHbIX W MNPAKTUYECKUX 3aHATMI, BKIOYas Kak obs3aTenbHbIn
KOMMOHEHT NpakTU4eckMe 3agaHus C UCMOSNIb30BaHNEM NEPCOHASbHbLIX KOMMBIOTEPOB;

OCBOEHMEe oby4varwmmmncsa npodeccuoHanbHbIX MOAyNe B YCMNOBUSIX CO34aHHOW COOTBETCTBYHOLLEWN
obpaszoBaTtenbHON cpeabl B 06pa3oBaTenbHON OpraHu3auun Unu B opraHM3aunsix B 3aBUCMMOCTU OT crieumnduku
BMAA OEATENbHOCTU.

Mpu ncnonb3oBaHWM 3MNEKTPOHHBLIX M34aHWUA ObGpasoBaTernbHas opraHu3aums OOSkKHa 06ecneynTb Kaxaoro
obyyatowerocsi paboynm MeCTOM B KOMMNBbIOTEPHOM Krnacce B COOTBETCTBUM C 0O bEMOM N3yYaeMbIX SUCLUMNIIVH.

OGpa3zoBaTtenbHas opraHuM3auusi JomkHa ObiTb obecrnevyeHa HEOOXOOUMBIM KOMMSIEKTOM JIMLEH3MOHHOMO
nporpaMmHoOro obecneyeHus.

KOHcyanaHTI'Imoc www.consultant.ru CtpaHuua 39 n3 41

HageXHasa npaBoBas noaaepXxka


consultantplus://offline/ref=442334D959ABD9CDAC5752CC2E2740C3AC415F07FCE27DC847761905C177CBB004E7F391CE78D175uCM1I

Mpuka3 MuHobpHaykn Poccum ot 11.08.2014 N 975
"O6 yTBepxaeHun dpegepanbHOro rocyapcTBeHHOro obpa3oBaTernbHOro
cTaHgapTa c...

[okymeHT npegoctasneH KoHcynbTaHTlnoc
Harta coxpaHeHus: 02.03.2017

7.19. Peanusauuns MNMNCC3 ocyuwlectBnsaeTcs obpasoBaTtenbHON opraHM3auven Ha rocygapCTBEHHOM SA3blKe
Poccuiickon ®epepauuu.

Peanusaumns TIMNMCC3 obpasoBaTtensHON opraHv3auuen, pacnosioKeHHOW Ha TeppuTopun pecnybnuku
Poccuiickon ®epgepaumn, MOXeET OCYLLUECTBMAATLCA Ha rocyAapCTBEHHOM s3blke pecnybnukn Poccuickon
depepaummn B COOTBETCTBUM C 3akoHOOATENbCTBOM pecnybnuk Poccunckon Pepepaumun. Peanmnsaumsa MNINCC3
obpasoBaTenbHON OpraHu3aumnen Ha rocyaapCTBEHHOM A3blke pecnybnukmn Poccuinickon Pepepaunm He OOIMKHA
OCYLLECTBNSATLCA B yLepb rocyaapcTtBeHHOMY s3biKy Poccuiickon ®egepauuu.

VIIl. OLEHKA KAHECTBA OCBOEHWA NMPOIrPAMMbI NOATOTOBKWA
CMNEUMANNCTOB CPEOHEIO 3BEHA

8.1. OueHka kayectBa ocBoeHuss [MMNCC3 pomkHa BKMOYATb TEKYLWMWA KOHTPOMb  YCNeBaeMoCTH,
NMPOMEXYTOYHYIO M FOCYAapCTBEHHYIO UTOrOBYIO aTTecTaummn obyyaoLwmxcs.

8.2. KoHkpeTHble (bopMbl 1 NpoLeaypbl TEKYLLIEro KOHTPONSA YyCneBaeMoCTH, MPOMEXYTOYHON aTTecTauumn no
Kaxgon gucuunnuvHe u npodpeccuoHansHOMy Mogynto paspabatbiBaoTcs obpasoBaTenbHOW opraHusaumen
CaMOCTOSTENbHO W [OBOAATCA A0 cBefdeHus obydalolmxcs B TeyeHuMe nepBblX ABYX MecsueB OT Havana
oby4eHus.

8.3. Ona artrectaumm oOy4alLMXC Ha COOTBETCTBME WX MEPCOHANbHbIX [AOCTWKEHWA MNO3TanHbIM
TpeboBaHuam cooTBeTcTBYytowen MMNCC3 (Tekywuin KOHTPOMb YCNEBAEMOCTU U MPOMEXYTOoYHas artTecTtauus)
co3patoTcst (poHObl OLEHOYHBLIX CPEACTB, MO3BOMALWME OLEHUTb YMEHWS, 3HaHWs, MPaKTUYECKUA OMbIT W©
OCBOEHHbIE KOMMETEHLMMN.

DoHOblI OLEHOYHbIX CPEACTB ANs MPOMEXYTOYHOW aTTectaumm no AUCUMAANMHAM U MEXAUCUUMIMHAPHBbIM
Kypcam B cocTaBe npodeccnoHanbHbiXx Moaynen paspabartbiBaloTca W yTBepXxaalTcss obpasoBaTenbHOMn
opraHmsaumen CamoCTOATENbHO, a ANA NPOMEXYTOYHOW aTtTecTauum no npodecCcroHanbHbIM MOAyNsSM U Ansd
rocyqapCTBEHHON MTOrOBOW atTecTaumu - pa3pabaTbiBaloTCs M yTBepXKaalTcs obpasoBaTenbHOW opraHusauunen
nocne npeaBapuTENbHOMO MNONOXUTENBHOIO 3aknioveHns pabotogatenen.

[na npomMexyToyHon atTectaumm obydarolmxcs no gucumniavHaM (MeXAMCUMMNIMHapHbIM Kypcam) Kpome
npenogaBaTtenen KOHKPETHOW AMCLMNAMHBLI (MEXOUCUMUMIMHAPHOIO Kypca) B KayecTBe BHELIHUX 3KCMepTOB
OOMMKHbl  aKTMBHO MpUBMeKaTbCa NpPenofaBaTenn  CMEXHbIX Aucumniud  (KypcoB). [Onsi  makcumarnbHOro
NpMONWXKEHUA Nporpamm MPOMEXKYTOYHOM artTecTaumMm oby4varowmxca no npodeccuoHarnbHbIM - MOAYNsM K
ycnoesusam ux Oygyuien npodeccuoHanbHoOM AesTenbHOCTM o00pasoBaTenbHOW OpraHuWsauuer B KavecTBe
BHELUTATHbIX 3KCMEPTOB AOIMKHbI aKTMBHO NpuBriekaTbcsl pabotogatenu.

8.4. OueHKka KayecTBa MOOrOTOBKM OOY4YalLMXCS U BbIMYCKHUKOB OCYLLECTBMAETCS B ABYX OCHOBHbIX
HanpaBneHnax:

OLEHKa YPOBHS OCBOEHMSA ANCLUMNIINH;

OLEeHKa KoMneTeHuun obyyaroLmxcs.

[ns toHowewn npegycmaTpyBaeTCs OLeHKa pe3ynbTaToB OCBOEHUS OCHOB BOEHHOW CIyXObl.

8.5. K rocygapcTBeHHOM MTOroBOW aTtTectauuy AonyckaeTcs obyyalowmnnes, He NMeLWnA akageMn4eckom
3a[j0MMKEHHOCTM 1 B MOMHOM O06beMe BbINOMHMBLUNIA YYeOHbIV MNaH unn MHAnBMAYyanbHbIN YY4EeOHbIA NnaH, ecnu
WHOE HE YCTaHOBIEHO MOPSIAKOM MPOBELEHUS TOCYOapCTBEHHOW MTOrOBOM aTtTecTauuym No COOTBETCTBYHOLLUM
obpaszoBaTernbHbIM NporpamMmmam <1>.

<1> YacTtb 6 crtatbn 59 PepepanbHoro 3akoHa oT 29 gekabpst 2012 r. N 273-03 "O6 obpasoBaHuM B
Poccuickon ®epepaunn” (CobpaHne 3akoHogaTensctBa Poccunckon ®epepauun, 2012, N 53, ct. 7598; 2013, N
19, cT1. 2326; N 23, cT. 2878; N 27, cT1. 3462; N 30, cT. 4036; N 48, c1. 6165; 2014, N 6, cT. 562, cT. 566; N 19, cT.
2289; N 22, cT1. 2769; N 23, cT1. 2933; N 26, cT1. 3388; N 30, cT. 4263).

8.6. [locypoapcTBeHHass wuToroBass aTTrecTtauus  BKMOYaeT MOAFOTOBKY W 3awuTy  BbliMYCKHOMW
KBanudukaumoHHon paboTbl (gunnomHas pabota, AWMMOMHbIM NpoekT). Ob6sasatenbHoe TpeboBaHve -
COOTBETCTBME TEeMaTWKN BbIMYCKHOW KBanugukaunmoHHOW paboTbl COAEpXaHWio OAHOIO WIM  HECKOSbKNX
npodeccroHanbHbIX MOAYNEN.

locynapCcTBEHHbBIN 3k3aMeH BBOAUTCS MO YCMOTPEHMI0 o6pasoBaTeribHOM opraHu3aumn.
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MpunoxeHue

kK ®OC CIMO no cneunaneHocTn 46.02.01
[dokymeHTaumoHHoe obecneyeHne
yrnpaBreHns 1 apxnBoBeaeHne

] NEPEYEHb
MPO®ECCUI PABOUMNX, DOMMKHOCTEWV CIYXALLMX, PEKOMEHAYEMbIX
K OCBOEHMIO B PAMKAX MPOrPAMMbI MOArOTOBKM CMELMANINCTOB

CPEOHEIO 3BEHA
Kog no O6uwepoccuinckomMy knaccudukatopy HanmeHoBaHue npodgeccuii pabounx, JOIMKHOCTEN
npodeccuii paboumx, JOSMKHOCTEN CIy>KaLLMX U cnyxatmux
TapudHbIx paspsgos (OK 016-94)
1 2

26353 CekpeTapb-MalUMHUCTKA

20190 Apxuapuyc

21299 [enonponssoantenns
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