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BapeructpupoaHo B MuHtocte Poccum 20 asrycta 2014 r. N 33682

MWHUCTEPCTBO OGEPA30BAHUA U HAYKM POCCUUCKOW ®EQEPALIUU

NPUKA3
ot 11 aBrycta 2014 r. N 975

OB YTBEPXXOEHWUUN
SEOEPANIBHOIO rOCYAAPCTBEHHOIO OBPA3OBATEJNIbHOIMO CTAHOAPTA
CPEOHEIO NPO®ECCUOHAJIbBHOIO OBPA30OBAHUA MO CMNEUNAIIBHOCTU
46.02.01 JOKYMEHTALMOHHOE OBECIMNEYEHUE YINPABNEHUA
N APXUBOBEJOEHUE

B cootBetcTBUM ¢ moanyHkToM 5.2.41 lMonoxenuss o MuHuctepctBe obOpasoBaHus K Hayku Poccuiickon
depepaumm, yTBepxaeHHoro noctaHoenennem MNMpaeutenscrea Poccuiickon depepaumm ot 3 utoHa 2013 r. N 466
(CobpaHue 3akoHogaTenbcTBa Poccunckon ®enepaumm, 2013, N 23, c1. 2923; N 33, cT. 4386; N 37, cT. 4702; 2014, N
2, ct. 126; N 6, ct. 582; N 27, ct. 3776), nyuktom 17 [paBun pa3paboTkn, yTBepxaeHus denepanbHbiX
rocyapCTBeHHbIX 00pa3oBaTeNibHbIX CTaHAApPTOB U BHECEHWUS B HUX M3MEHEHUN, YTBEPXOEHHbIX MOCTAHOBIEHWEM
MpaBuTtensctea Poccuiickon Pepepaumm ot 5 aerycta 2013 r. N 661 (CobpaHue 3akoHopaTensctBa Poccuickon
®epepaumn, 2013, N 33, c1. 4377), NpukasbiBato:

1. YTBepauTb npunaraemMbil deaeparnbHbil  rOCygapCTBEHHbIM  obpasoBaTeNnbHLIM CTaHAAPT CpeaHero
npodeccuoHansHoOro obpasoBaHns no cneuunansHocTn 46.02.01 [JokymeHTaumoHHOe obecneyeHve ynpasreHus u
apxvMBOBeAEHME.

2. MNpusHaTb yTpaTUBWMM cuny Opukas MuHuctepcTBa obpasoBaHusa M Hayku Poccunckon ®Pepepaummn ot 25
sHBaps 2010 r. N 75 "O6 yTBepxaeHun n BBEAEHUN B AeNcTBUE dheaepanbHOro rocyaapCTBEHHONO 06pa3oBaTeribHOro
cTaHgapTa cpegHero npodgeccnoHanbHoro obpasoBanus no cneunanbHocT 034702 JokymeHTaumMoHHoe obecnedeHune
yrnpaBreHus n apxuBoBeneHue" (3apernctpmposaH MuHuctepctBom toctuuumn Poccuiickon degepaumm 27 deBpans
2010 r., peructpaumoHHbin N 16526).

3. HacTosawwui npukas Bctynaet B cuny ¢ 1 ceHtabps 2014 roga.

MuHucTp
0.B.JINBAHOB

MpunoxeHne

YTBEepxaeH

npukasoM MuHuctepcTea obpasoBaHus
n Haykn Poccunckon ®enepauum

ot 11 aBrycta 2014 r. N 975

®EOEPANbHbLIA TOCYAAPCTBEHHbLIW OEPA30BATENbHbIA CTAHOAPT
CPEOHEIO NPO®ECCUOHAJIbBHOIO OBPA30OBAHUA MO CMNEUNAIIBHOCTU
46.02.01 JOKYMEHTALMOHHOE OBECIMNEYEHUE YINPABNEHUA
N APXUBOBEJOEHUE

I. OBNACTb NMPUMEHEHWA

1.1. HacTosawwmi cdbegepanbHbii rocyaapCcTBEHHbIN 0Opa3oBaTeNbHbIA CTaHAApT CpeaHero npodeccruoHanbHOro
obpasoBaHMsA npeacTaenseT cobon COBOKYNHOCTb obs3aTenbHbiX TpeboBaHuM K cpeaHemy npodeCccUoHarnbHOMY
obpaszoBaHMio No cneunansHocTn 46.02.01 [JokymeHTauMOHHOe obecneyeHve ynpaBrieHWss U apxXMBOBeAEHWE AN
npodeccuoHansHon obpa3oBaTenbHOW OpraHuM3aumM u obpas3oBaTernbHOW OpraHu3auMu BbICLIEro 00pas3oBaHus,
KOTOpble MMEKT MpaBO Ha peanu3aumio UMEKLLMX TFOCyOAapCTBEHHYI aKKpeauTauuilo nporpamMmm  MogroTOBKM
Crneuman1cToB CpefHero 3BeHa Mo AaHHOW creuuanbHOCTU, Ha Tepputopunm Poccuiickon depepaumm (oanee -
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obpasoBaTtenbHas opraHMsaums).

1.2. MNMpaBo Ha peanu3auuio NporpamMmmbl NOATOTOBKU CNeLmManucToB cpegHero 3BeHa no cneumanbHoctn 46.02.01
HokymeHTauMoHHOe obecneyeHne ynpaBneHus 1 apxmBoBeaeHne nMeeT obpasoBaTtenibHas opraHusauusi npu Hanuuum
COOTBETCTBYHLLEN NULEH3UN Ha OCyLLecTBreHne obpa3oBaTefibHON AeATENbHOCTY.

BosmoxHa ceTeBas copmMa peanu3auuMm nporpammbl  MOAFOTOBKM  CNEUManucToB CpegHero 3BeHa C
NCMONb30BaHMEM PECYpPCOB HECKONbKUX oObpasoBaTenbHbIX OpraHusauui. B peanvsaumm nporpamMmbl  NOArOTOBKM
cneumanucToB CpedHero 3BeHa C UCnonb3oBaHMeM ceTteBon hopMbl Hapsdy C obpasoBaTenbHbIMU OpraHu3aunsmMu
Takke MOryT y4acTBOBaTb MEAMLMHCKME OpraHusauuun, opraHusauum KynbTypbl, OU3KYyNbTYPHO-CMOPTUBHbLIE U WHbIE
opraHu3auuu, obnagatrowme pecypcamu, HeoOXOAMMbIMM ONSA OCYLLECTBMNEHUs oOyyeHusi, npoBedeHus yd4ebGHon u
NPON3BOACTBEHHON MPAKTUKN U OCYLLIECTBIEHWS MHbIX BUAOB Y4eOHOW AeATeNbHOCTU, NPeayCMOTPEHHbIX MporpamMmon
MOArOTOBKM CNELUMannCcToB CPeaHEro 3BeHa.

Mpn peanu3auun nporpammbl MOATOTOBKM CNeLManicToB CpedHero 3BeHa obpasoBaTenbHas opraHv3auuns
BrpaBe NPUMEHNATb 3MEeKTPOHHOE 0BydeHne 1 ANCTaHUuoHHbIe obpasoBaTtenbHble TexHonornn. [pn obyyeHun nuy ¢
OrpaHN4EeHHbIMWU BO3MOXHOCTAMY 340POBbS ANEKTPOHHOE OByYeHne 1 ANCTaHUMOHHbIE 0BpasoBaTerbHble TEXHOMOrnm
OOMXKHbI NpegycMaTpuBaTb BO3SMOXHOCTb NpuemMa-nepeaadm nHopmMauumn B JOCTYMNHBLIX 4518 HUX (POpMaXx.

Il. NCTMONb3YEMbIE COKPALLEHWA

B HacTosLeM cTaHgapTe MCMONb3yHTCA CreayloLmne CoKpalleHns:

CIMO - cpeaHee npodheccuoHansHoe obpasoBaHue;

ProC CrI1O - defepanbHbIl rOCyAapCTBEHHbIM 00pa3oBaTeNbHbIi CTaHA4APT CcpedHero npodeccnoHanbHoro
obpasoBaHus;

MMNCCS - nporpamma NogroToBKN CNeunanncTtoB CpeaHero 3BeHa;

OK - obLasa komneTeHuus;

MK - npodpeccuoHansHas KomneTeHums;

MM - npodeccrmoHanbHbIN MOAYIb;

MOK - mexxgucumnnmMHapHbI Kypc.

1. XAPAKTEPUCTUKA MOArOTOBKN MO CMNEUNAINIBHOCTH

3.1. Mony4yenune CIO no MNMCC3 gonyckaeTcst ToNbko B 06pasoBaTenbHOM OpraHn3aumm.

3.2. Cpoku nonyyenus CIO no cneumanbHoctn 46.02.01 [okymeHTaumoHHOe obecneveHne ynpaBrneHus u
apxvuBoBeeHne 6a30BON MOArOTOBKM B O4YHOM ¢hopme OOy4veHus M npucBavBaeMble KBanudukaumv npuBogsaTcs B
Tabnuue 1.

Tabnuua 1
YpoBeHb 06pa3oBaHus, HanmeHoBaHue kBanvdukaumm Cpok nonyyenua CINO no Mrcca
HeobxoaMMbIn ANs NpuemMa Ha ©a30B0OI NOArOTOBKMN 6a30BOW NOArOTOBKU B O4HOW cbopme
06yyeHue no MNCC3 0obyyeHus <1>
cpeaHee obwee obpaszoBaHue Cneumanuct no 1 rog 10 mecsiueB
[OKYMEHTaLUNOHHOMY
OCHOBHOE 0bLLiee obpa3oBaHue obecneyeHno ynpaeneHus, 2 ropa 10 mecsaues <2>
apxmMBuCT

<1> He3aBnCMMO OT NMpMMEHsIeMbIX 06pa3oBaTesibHbIX TEXHOOMMNA.

<2> ObpasoBaTesfibHble OpraHM3aLMm1, OCYLLECTBAIOLWNE MOArOTOBKY CNeunannuctoB cpegHero 3BeHa Ha 6ase
OCHOBHOro 00Lero obpasoBaHusd, peanuayoT deaeparnbHbi rocyaapCTBEHHbIN 06pa3oBaTenbHbIn CTaHa4apT CpeaHero
obLero obpasoBaHusi B npegenax MMNCC3, B Tom yucne ¢ y4eTom nonyvyaemon cneuymansHoctm CI10O.

KoHcynbTaHTlnoC: npumeyaHue.
Hymepauusa nyHKTOB AaHa B COOTBETCTBMM C OprLmansHbIM TEKCTOM AOKYMEHTA.

3.2. Cpoku nonyyeHus CIO no MMCC3 yrnyGneHHON MNOArOTOBKM MPEBLILLAIOT HA OAWH o4 CPOK MOyYeHUs
CIMO no MMNCC3 6a3oBoy NOAroTOBKN.

KoHcynbTaHTlINOC
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Cpokn nonydeHua CI1O no cneuuwaneHocTn 46.02.01 [dokymeHTaumoHHoe obecnedeHne ynpaBneHus u
apxuBoBegeHue yrnybneHHON NoAroToBKM B O4HOM (hopMe 0ByyeHMs 1 npuceBamBaeMble KBanMpukauum npuBogaTcs B
Tabnuue 2.

Tabnuua 2
YpoBeHb 0b6pa3oBaHus, HanmeHoBaHue kBanudukaumm |  Cpok nonyderunsi CIMO no MNrcc3
HeobxoaMMbI 4Nsi NpuemMa Ha yrny0GneHHON NoAroToBKM yrnyGrneHHON NoAroToBKN B OYHOM
06yyeHune no MMNCC3 dopme 0byyeHusa <1>
cpepnHee obulee obpasoBaHue Cneuuanuct no 2 roga 10 mecsiueB
OOKYMEHTaLUNOHHOMY
OCHOBHOE obLLee obpasoBaHMe obecneyeHunto ynpasneHus, 3 roga 10 mecsues <2>
apxmBuCT

<1> He3aBMCHMO OT NPMMEHSIEMbIX 06pa3oBaTemNbHbIX TEXHOMOTUNA.

<2> Obpa3soBaTerbHble OpraHn3aLmnn, oCcyLLEeCcTBsLWME NOATOTOBKY CMNELManucToB cpedHero 3BeHa Ha base
OCHOBHOro 0bLero obpasoBaHusi, peanuaytoT deaepanbHbIi FoCyAapCTBEHHbIM 06pa3oBaTenbHbIN CTaHAAPT CPeaHero
obuwero obpasoBanus B npegenax MNMCC3, B Tom yucne ¢ ydetom nonyyaemon crneymnansHoctu ClO.

Cpokn nonydeHuss CIMO no MMNCC3 6Ga3oBow M yrnyGrneHHOW MNOArOTOBKM HE3aBUCUMO OT MPUMEHSAEMbIX
obpaszoBaTenbHbIX TEXHOMOMIA YBENTMYMBAIOTCS:

a) 4ns obyyaroLmMxcs Mo 04YHO-3a04HON U 3a04HOM hopmam oby4deHus:

Ha 6a3e cpeaHero obwero obpasoBaHus - He 6onee yem Ha 1 rog;

Ha 6a3e ocHOBHOro obLero obpasoBaHus - He 6onee 4Yem Ha 1,5 roga;

6) onA MHBaNMAOB M NUL C OrpaHUYEHHbIMIU BO3MOXHOCTSIMU 340POBbS - He bornee Yyem Ha 10 mecsLueB.

IV. XAPAKTEPUCTWKA MPOPECCUOHATTbHON
AEATENNIbHOCTW BbIlNMYCKHNKOB

4.1. ObnacTtb nNpodeccuoHarnbHON OeATEeNbHOCTU BbIMYCKHUKOB: AeATENnbHOCTb B cekpeTapuatax, cnyxbax
OOKyMEHTaLMOHHOro obecneyeHusi, kagpoBbiX cnyxbax v apxuBax rocy4apCTBEHHbIX OpPraHoB W yypexaeHuw, B
opraHax MEeCTHOro caMoynpaBfieHNsi, HErOCy4apPCTBEHHbIX OpraHn3auusax Bcex ¢opm cobCTBEHHOCTM, OOLLECTBEHHbIX
opraHu3aumsax (yuypexageHusx).

4.2. O6bekTammn npodeccnoHanbHON AeATENbHOCTU BbIMYCKHUKOB SBNSAOTCA:

OOKYMEHTbI, CO3AaHHble N0ObIM CNOCOBOM AOKYMEHTMPOBAHWS;

CUCTEMbI JOKYMEHTAUMOHHOro obecneveHns ynpaBneHns;

CUCTEMbI 3NEKTPOHHOIO AOKYMeHTO060poTa;

apXMBHbIE JOKYMEHTHI;

nepBUYHbIE TPYAOBbLIE KOMMEKTUBBI.

4.3. CneumanucT nO [OKYMEHTALMOHHOMY obecrnedeHno yrpaBneHus, apxvMBucT (6a3oBOW MOArOTOBKM)
rOTOBUTCS K CneayowmmM Buagam AesaTenbHOCTU:

4.3.1. OpraHunsauus AOKyMEHTaLMOHHOro obecneyvyeHns ynpasneHns u (yHKLMOHUPOBaHWS opraHn3aLui.

4.3.2. Oprannsauust apxMBHOM 1 CNpaBOYHO-MHAOPMALMOHHON PaboTbl NO AOKYMEHTaM OpraHvM3auun.

4.3.3. BbinonHeHne paboT MO OOHOW UMW  HECKONbKMM npodeccusm paboymx, [OIMKHOCTAM  crniyxawmx (
npunoxexue K Hactodwemy ®rocC Crio).

4.4. CneunanucTt no AOKyMEHTaUMOHHOMY obecneyveHuto ynpaeneHusl, apxvBuCT (yrnyOrneHHOM noaroToBKK)
rOTOBUTCS K CneaylowmmM Bugam AesaTenbHOCTU:

4.4 1. OpraHnsauus AOKyMEHTaLMOHHOro obecneyvyeHns ynpasneHns u (PyHKLMOHUPOBaHWS opraHn3aLuni.

4.4.2. OpraHnsauust apxMBHOM 1 CNpaBOYHO-MHAOPMALMOHHON paboTbl NO AOKYMEHTaM OpraHvM3auuu.

4.4 3. OcyLiecTBrneHne JOKYMEHTALUNOHHOTO obecrneyeHns ynpaBneHMs M apXuBHOrO Aena C UCMOoNb30BaHMEM
NporpamMmmHbIX CPeAcCTB yyeTa, XpaHeHusl, 00paboTkun 1 Noncka JOKYMEHTOB.

4.4.4. BbinonHeHve paboT MO OAHOM WIM HECKONbkuM npodheccusam paboymx, OOMMKHOCTSAM  chnyxawmx (
npunoxeHue kK Hactodwemy ®rocC Crlo).

V. TPEBOBAHUA K PE3YJIbTATAM OCBOEHWA NMPOrPAMMbBI MOATOTOBKA
CNEUMANNCTOB CPEAHEIO 3BEHA
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5.1. Cneumanuct no 4OKyMeHTaLuoHHOMY obecneyeHuto ynpasneHns, apxmsucT (6a3oBon MOArOTOBKW) AOSMKEH
obnagatb o6LMMM KOMNETEHLUSAMU, BKIOYAKOLWUMN B cebS CNOCOBHOCTbL:

OK 1. MNoHMMaTb CyLHOCTb U couManbHyl 3Ha4YMMOCTb cBoen Oyayuien npodeccun, NposiBRATb K Hewn
YCTON4YMBLIN UHTEPEC.

OK 2. OpraHusoBbiBaTb COOCTBEHHYH OEATENBHOCTb, BbiOMpaTb TUMNOBLIE METOoAbl M CNOCOObI  BbIMOSTHEHUS
npodeccnoHanbHbIX 3agad, oueHmBaTb UX 3¢pPEKTUBHOCTL N KAYECTBO.

OK 3. lNpuHnmaTh pelleHrsa B CTaHA4apPTHbLIX MU HECTAHOAPTHbBIX CUTyaUUAX U HECTU 3@ HUX OTBETCTBEHHOCTb.

OK 4. OcywiecTBnaTb NOUCK U UCMONb3oBaHMe WMHAOpPMaLMKn, Heobxooumon anst 3dEKTUBHOIO BbINOSHEHUS
npodeccuoHarnbHbIX 3a4ad, NPodeccnoHanbsHOro U IMYHOCTHOTO PasBUTUS.

OK 5. Ncnonb3oBaTb MHpOPMALNOHHO-KOMMYHUKALNOHHbIE TEXHOMNOMMU B NPOdECCMOHaNbHON AEATENBHOCTU.

OK 6. Pabotatb B KONnektnBe W KomaHge, 9PdEKTMBHO obWaTtbca C  Konneramu, pPyKOBOACTBOM,
notpebutenamu.

OK 7. bpaTb Ha cebs OTBETCTBEHHOCTb 3a paboTy 4YneHoB KomaHdbl (MOOYMHEHHLIX), pesynbTaT BbIMNOMHEHUS
3agaHun.

OK 8. CamocTosiTenbHO onpenensatb 3agavvM nNpodecCUOHarnbHOroO W NIMYHOCTHOIO PasBUTUS, 3aHUMAaTbCS
caMmoobpa3oBaHMEM, OCO3HAHHO NaHMPOBAaTh NOBbLILLEHWE KBanudmkaumm.

OK 9. OpureHTupoBaThbCs B YCITOBUSAX YaCTOM CMEHbI TEXHONOMMIN B MPOdeCCMOHaIbHOM AeATENbHOCTH.

5.2. CneumanucTt nNo AOKYMEHTaALMOHHOMY 06ecneyeHnto ynpaBneHms, apxmeBmncT (6a3oBoi NoaroToBKWM) AOSMHKEH
obnagatb NnpodeccnoHanbHbIMU KOMNETEHLUAMU, COOTBETCTBYIOLLMMY BUOAM AEATENbHOCTH:

5.2.1. OpraHu3aumsi [OKYMEHTaUMOHHOrO obecneyeHmns ynpaeneHms n yHKLUMOHNPOBaHUS OpraHu3aunn.

MK 1.1. KoopauHnpoBaTb paboTy opraHusauum (MpMemMHoM pyKoBOOUTENS), BECTU NPUEM NOCETUTENEN.

MK 1.2. OcywectBnATb paboTy MO NOArOTOBKE WM NPOBEOEHMIO COBELLAHWIA, OENOBbIX BCTPEY, MPUEMOB MU
npeseHTauun.

MK 1.3. OcywecTBnATb NOArOTOBKY AEMOBbIX NOE340K PYKOBOAUTENS U APYIMX COTPYOHUKOB OpraHmn3aLmm.

MK 1.4. OpraHu3oBbiBaTh paboyee MeCTO CekpeTaps 1 pyKoBoaMTENS.

MK 1.5. OcopMnsaTb M perucTpupoBatb OpraHM3aLMOHHO-pacnopaauTenbHble OOKYMEHTbl, KOHTPONMpoBaTb
CPOKM X UCMOSHEHUS.

MK 1.6. O6pabaTbiBaTh BXOAALLMNE N NCXOOSALIMNE OOKYMEHTBI, CUCTEMATU3MPOBATL MX, COCTABNSATb HOMEHKNAaTypy
aen v gopMnpoBaTb AOKYMEHThI B Aerna.

MK 1.7. CamocTtosTenbHO paboTaTb C AOKYMEHTaMU, coaepXalummm KoHUAeHUManbHyo WHgopMaumo, B TOM
yucrne ¢ AOKYMeHTaMm No NIMYHOMY COCTaBy.

MK 1.8. OcywecTenaTb TenedoHHOe 00CNyXnBaHWE, NPUHUMATL U NepedaBaTth hakchl.

MK 1.9. OcylwecTBNATL NOArOTOBKY AeN K Nepefaye Ha apXnMBHOE XpaHeHue.

MK 1.10. CocTaBnATb onucu [gen, OCYLEeCTBASATb MNOArOTOBKY AeN K nepejade B apxvuB OpraHv3auuu,
rocygapCTBEHHbIE Y MyHULMMNAMNbHbBIE apXVMBbl.

5.2.2. OpraHu3auuns apxmBHOW U CNPaBoOYHO-MH(POPMaLMOHHOW paboThkl MO AOKYMEHTaM opraHu3auumu.

MK 2.1. OcywecTBnATb 9KCNEPTU3Y LLEHHOCTU JOKYMEHTOB B COOTBETCTBMM C ENCTBYIOLLMMUN 3aKOHOA4ATESNbHBIMU
akTamu n HopmaTMBaMMm.

MK 2.2. Bectn paboTy B cucTeMax anekTPOHHOro 4OKyMeHToobopoTa.

MK 2.3. PaspabatbiBaTb U BECTU KnaccudukaTopbl, Tabenu n apyrme cnpaBoYHUKL MO JOKYMEHTaM opraHu3aumu.

MK 2.4. O6ecneuynBaTtb NpMEM U palUMOHaNbHOE pasMeLleHne JOKYMEHTOB B apXuBe (B TOM YMCIe JOKYMEHTOB MO
NNYHOMY COCTaBY).

MK 2.5. O6ecneymBatb y4eT N COXPaHHOCTb JOKYMEHTOB B apXumBe.

MK 2.6. OpraHu3oBbiBaTb MCMOMb30BaHME apXMBHbIX AOKYMEHTOB B Hay4HbIX, CMPaBOYHbIX WU MNPAKTUYECKUX
uensx.

MK 2.7. OcywecTBnsTb OpraHU3aLMOHHO-METOAMYECKOE PYKOBOACTBO W KOHTpPOSNb 3a paboTonm apxuea
opraHu3auum u 3a opraHusaumen JOKYMEHTOB B AE€MONPOV3BOACTBE.

5.2.3. BbinonHeHne paboT No 04HOM UMK HECKONBbKUM npodeccnsiMm paboumnx, OMKHOCTAM CIyXalluX.

5.3. CneumanucTt no OOKyMeHTaumoHHOMY obecnedeHuio ynpasrneHus, apxmBuct (yrnybneHHONW MOAroTOBKM)
JorkeH obnagartb OOLWUMKN KOMNETEHUMSIMUI, BKITHOYAIOLWMMK B cebsi cnoCcoBHOCTb:

OK 1. MNoHMMaTb CYyLHOCTb U couManbHyl 3Ha4YMMOCTb cBoen Oyayuien npodeccun, NposiBRATb K Hewn
YCTON4YMBLIN UHTEPEC.

OK 2. OpraHusoBbiBaTb COOCTBEHHYH [AeATENbHOCTb, OnNpeaensaTb MeToabl W CrnocoObl  BbIMONTHEHUS
npodeccnoHanbHbIX 3agadv, oueHmBaTh UX 3pPEKTUBHOCTL N KAYECTBO.

OK 3. Pewatb npobnemsl, oLeHMBaTb PUCKU N NPUHUMATb PEeLLEeHNs B HECTaHAAPTHbIX CUTYaLUsX.

OK 4. OcywiecTBnsATb MOUCK, aHanM3 N OLEHKY MHopMauun, HeobxoaMMol Ons NOCTaHOBKUM U peLleHus
npodeccuoHarnbHbIX 3a4ad, NPodeccnoHansHOro U IMYHOCTHOTO PasBUTUS.

OK 5. Wcnonb3oBaTb  MHOPMALMOHHO-KOMMYHMKALMOHHBIE  TEXHOMOMMM  ONA  COBEpPLUEHCTBOBAHMSA
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npodeccnoHanbHON AeaTensHOCTH.

OK 6. PaboTaTb B Konnektnee n komaHge, obecneunsaTb ee cnnodeHne, apHekTUBHO obwaTtbca C Konneramu,
pYyKOBOACTBOM, NOTpebutensamu.

OK 7. CtaBuTb uenu, MOTUBMPOBATb OEATENIbHOCTb MOAYMHEHHbIX, OPraHW30BbIBAaTb U KOHTPONUPOBATbL WX
paboTy ¢ NpuHATUEM Ha cebsl OTBETCTBEHHOCTM 3a pe3ynbTaT BbINOMHEHWUS 3a4aHWN.

OK 8. CamoctosTensHO onpefensatb 3agavvM nNpodecCUOHarbHOro W JMYHOCTHOIO PasBUTKS, 3aHUMAaTbCS
camoobpa3soBaHNEM, OCO3HAHHO NITAHMPOBATb MOBbLILLEHNE KBaNMdUKaLmm.

OK 9. BbITb roTOBbIM K CMEHE TEXHOMNOMMIN B NPOdeCCMOHanbHON AeATENbHOCTH.

5.4. CneuymanucTt no [OKYMeHTaUMOHHOMY obecnedeHuto ynpaereHusl, apxmBucT (yrnybneHHON NOArOTOBKM)
JorkeH obnagatb NpogeccnoHanbHbIMU KOMNETEHLUSIMU, COOTBETCTBYHOLLMMY BUAAM OEATENBHOCTY.

5.4.1. OpraHm3aunst OKyMEHTaUMOHHOro obecneyeHms ynpaBneHms n gyHKLUMOHNPOBaHUS OpraHM3aunn.

MK 1.1. KoopavHupoBaTtb paboTy opraHmMsaumm (MmpueMHOn pyKoBOAUTENST), BECTU NPUEM NoceTUTENeNn.

MK 1.2. OcywectBnATb paboTy MO NOAroTOBKE WM NPOBEOEHMIO COBELLAHWMN, OENOBbIX BCTpeY, MpUMEMOB U
npeseHTauun.

MK 1.3. OcylwecTBNATE NOArOTOBKY AEMOBbIX NOE340K PYKOBOAUTENS U APYrMX COTPYOHUKOB OpraHmn3aLmu.

MK 1.4. Opranun3oBbiBaTb pabovee MeECTO CEeKpeTaps U pyKOBOAUTENS.

MK 1.5. OdopmMnsaTb M perucTpupoBaTb OpraHM3auMOHHO-pacNopAANTENbHbIE OOKYMEHThI, KOHTPONMpPOBaTb
CPOKM MX UCTMOSHEHUS.

MK 1.6. O6pabaTbiBaTb BXOASALLME U UCXOOALLME AOKYMEHThI, CACTEMATU3NPOBATL MX, COCTABNATL HOMEHKNATYpPY
aen n hoopmmnpoBaTb AOKYMEHThI B Aena.

MK 1.7. CamocTosiTenbHO paboTaTb C JOKYMEHTaMW, COAepXKalLMMM KOHUAEHLMANbHY MHpopMauuo, B TOM
ynucne ¢ JOKYMeHTaMu no NIMYHOMY COCTaBy.

MK 1.8. OcywecTBnATb TenedoHHOe 00CNyXnBaHWe, NPUHUMATL U NepedaBaTth akchl.

MK 1.9. OcywecTtBnATb NOArOTOBKY AN K Nepeaaye Ha apXmMBHOE XpaHeHue.

MK 1.10. CocTtaBnATe onucu [fer, OCYLIEeCTBNASATbL MOArOTOBKY [AeNn K nepefjade B apxvB  OpraHuM3auuu,
rocyapCTBEHHbIE Y MyHULMUNATbHbIE apXUBbI.

MK 1.11. BolgaBaTb B COOTBETCTBUM C NOCTYNaOLLMMK 3arpocaMn apXmBHbIE KOMUKN N JOKYMEHTHI.

5.4.2. OpraH13auns apxXmBHOW M CNpaBoOYHO-MHPOPMaLMOHHOW paboTkl N0 4OKYMEHTaM OpraHu3aumm.

MK 2.1. YyactBoBaTb B paboTe MO 3KCMEPTM3E LEHHOCTU AOKYMEHTOB B COOTBETCTBMM C [OEWCTBYHOLLUMMU
3aKoHoAaTeNbHbIMU akTaMn U HOpMaTUBaMMU.

MK 2.2. Bectn paboTy B cMcTeMax 3nekTPOHHOro 4OKyMeHToobopoTa.

MK 2.3. PaspabaTtbiBaTb 1 BeCcTu knaccudukaTopbl, Tabenu n nHble cnpaBoYHUKM NO AOKYMEHTaM OpraHusaumn.

MK 2.4. ObecneymBaTtb NpUem 1 pauuoHanbHoe pasMeLleHe JOKYMEHTOB B apxmBe (B TOM YMCre JOKYMEHTOB MO
NIMYHOMY COCTaBy).

MK 2.5. Ob6ecne4ymBaTtb y4eT N COXPaHHOCTb JOKYMEHTOB B apXM1Be.

MK 2.6. OpraHn3oBbiBaTb MCMOMb30BaHNE apXMBHbIX OOKYMEHTOB B Hay4HbIX, CMPABOYHbIX M MNPaKTUYECKMX
uensx.

MK 2.7. OcywecTBnaTb OpraHM3aunoHHO-METOOMYECKOE PYKOBOACTBO M KOHTPONb 3a pabotonm apxusa
opraHusaumy 1 3a opraHusaLmen JOKyMEHTOB B 4eNOnpon3BOACTBE.

5.4.3. OcyLecTBNeHne JOKYMEHTALMOHHOIo obecnevyeHnss ynpaBneHnss U apxMBHOTO Jena C UCMOofb30BaHWEM
NporpamMmmHbIX CPeacCTB yyeTa, XpaHeHusl, 00paboTkun 1 Noncka JOKYMEHTOB.

MK 3.1. OcyLecTBnaTb MHPOPMALMOHHYIO paboTy No JOKYMEHTaM, B TOM YMCIIE C UCTIONIb30BAHNEM OPITEXHUKM,
NPOrpaMMHbIX CPeaCTB ydeTa, XpaHEHUS 1 MOMCKA LOKYMEHTOB U APYrnxX crneumanm3npoBaHHbix 6a3 gaHHbIX.

MK 3.2. MNMpuH1MaThL Mepbl N0 YNOPSAOYEHUIO COCTaBa AOKYMEHTOB U MHEOPMALMOHHBIX NOTOKOB, COKpaLLEeHUIo
UX KONU4eCcTBa U onNTUMmn3aumm AO0KYMEHTONOTOKOB OpraHM3aLmu.

MK 3.3. Bectn paboTty no cosgaHuio cnpaBoYyHOro annapara no AoKyMeHTaMm c uenbto obecrnedeHuss yaobHoro u
ObICTpOro nx noucka.

MK 3.4. MNMogrotaBnuBaTb AaHHblE, HEOOXOAMMbIE ANS COCTABMNEHNS CNPaBOK HA OCHOBE CBEAEHMWIN, UMEKOLUXCS B
[OKyMEeHTax apxuea.

MK 3.5. MNpuHumaTe ydactTme B paspaboTke mnoKanbHbIX HOPMATMBHbLIX aKTOB OpraHusauum no Borpocam
OOKYMeHTaLMOHHOro obecnedeHunst ynpaBreHust U apxXuBHOTo gena.

MK 3.6. MNpuHumaTe ydactve B paboTe no nogbopy M pacCTaHOBKE KafgpoB CHyXObl OOKYMEHTaLUMOHHOIro
obecneyeHns ynpaBneH1s N apxmea opraHm3aumm.

5.4.4. BeinonHeHne paboT No 0gHON NN HECKOSbKUM npodeccnsam paboymx, AOSMKHOCTAM CryXKaLlmX.

VI. TPEBOBAHUA K CTPYKTYPE NMPOIrPAMMbI NMOAMOTOBKA
CMNEUMAINIMCTOB CPEAHEIO 3BEHA

6.1. MMNCCS3 npegycmaTtpuBaeT N3yyeHue crieqyrowmx y4ebHbIX LIMKIOB:
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o6LLero ryMaHUTapHoro u coumarnbHO-9KOHOMUYECKOrO;

MaTeMaTu4eckoro n obLero ecTeCTBEHHOHay4YHOro;

npodeccrnoHarnbHoro;

1 pa3genos:

yyebHasa npakTuka;

NMPOU3BOACTBEHHAS NpakKTuKa (No Npoduio cneumansHOCTH);

Npou3BOACTBEHHAs NpakTuKa (NpeaaunniioMHas);

NPOMEXyToYHasa aTTecTauns;

rocygapcTBeHHas Utorosas aTtrecraums.

6.2. Obs3aTenbHast Yactb MNMCC3 no y4ebHbIM UMKNaM [OImKHa COCTaBnATb okono 70 NpoueHTOB OT obLiero
ob6bema BpeMeEHU, OTBEAEHHOrO Ha MX OcBoeHue. BapuatmBHasi yactb (okoro 30 npoueHTOB) AaeT BO3MOXHOCTb
pacwmpeHns n (Mnu) yrnybneHust nogrotoBkW, OMpedensieMon CcoAaepXaHueM o00s3aTenbHOM 4acTu, MNoJyYeHus
OOMOMNHUTENBHBIX KOMMETEHUMN, YMEHWA U 3HaHWW, Heobxoaumblx Ansi obecnevyeHus KOHKYPEHTOCMOCOBGHOCTM
BbIMyCKHMKA B COOTBETCTBMM C 3anpocamMu pPernoHanbHOro pblHKa TpyAa WM BO3MOXHOCTAMW  MPOAOIKEHMUS
obpaszoBaHus. OUCUMNNUHBLI, MEXOUCUUMIMHAPHbIE Kypcbl M MNpod)eccuoHanbHble MOAYNW BapuaTMBHOW 4acTu
onpegensatoTcst 0bpasoBaTenbHON OpraHM3aumnen.

O6LWwniA rymaHuTapHbIv U coumnanbHO-3KOHOMUYECKUI, MaTeMaTUYECKNiA U OBLLMI eCTECTBEHHOHAYYHbIA YyYebHble
UMKIbl COCTOST M3 AUCLMMNIIVIH.

lMpodpeccnoHanbHbIv y4ebHbIN UMK cocTOUT M3 obLienpodeccnoHanbHbIX AUCUMMAMH U NPOdeCCHOHanbHbIX
Moaynen B COOTBETCTBMM C BuamMu AesTenbHoCcTW. B coctaB npodpeccrmoHanbHOro Moayns BXOAWUT OAMH  UNnu
HECKOITbKO MEeXONCUMUMNIMHAPHBLIX KypcoB. Mpu ocBoeHun obyvatowmmmca npodeccuoHanbHbIX MOAynen npoBoAasTCS
y4yebHas u (unu) Npom3BOACTBEHHAS NpaKTUKa (Mo Npoduno cneumnansbHOCTK).

6.3. ObsizatenbHas 4YacTb OOLLUEro rymaHuMTapHOro M couuarnbHO-3KOHOMMYeckoro ydyebHoro uwmkna [MCC3
D©as3oBoN nNOArOTOBKM [JOMKHA MpegycMaTpmBaTb W3y4YeHue criegylowmx obssaTtenbHblx  gucumnnuH:  "OCHOBBI
dunocodun”, "Uctopus", "MHocTpaHHbin A3bIK", "®usmveckas kynbTypa"; yrnybneHHom nogrotoBku - "OCHOBBI
dunocodun”, "Uctopus", "MNcuxonormsa obeHns", "MIHOCTpaHHbIN A3bIK", "®usnyeckas kynbTypa".

ObssartenbHas YacTb npodeccmoHansHoro yyebHoro umkna [MMCC3 kak 6asoBoi, Tak W  yrnyGneHHon
NOAroTOBKM AOKHA NpegycMaTpuBaTh U3ydeHne UCUmMnivHbl "Be3sonacHocTb xusHegeatensHoctn". O6bem YacoB Ha
avcumnnuHy "besonacHocTb XM3HeaeaTenbHOCTU" cocTaBnseT 68 4acos, U3 HUX HA OCBOEHNE OCHOB BOEHHOW ChyXObl
- 48 vacos.

6.4. ObpasoBartenbHON opraHusaumen npu onpegeneHun ctpyktypbl MMNCC3 n TpyooeMKocTn ee OCBOEHMS
MOXeT NPUMEHATBLCA CUCTEMA 3a4€THbIX €AMHULL, NP 3TOM OfHa 3a4eTHas eguHMLa cooTBETCTBYET 36 akageMnyeckum
Yacam.
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CTpykTypa nporpaMmmMbl NOAFOTOBKM CMeLnanmMcToB CpeaHero 3BeHa
©6a30BoI NOArOoTOBKU

Tabnvuya 3

NHpekc

HavnmeHoBaHWe y4yebHbIX LMKIOB, pa3aenos,
Moaynei, TpeboBaHUs K 3HAHUSIM, YMEHUsIM,
NpakTU4ECKOMY ONbITy

Bcero
MaKcuMarnbHOMN
y4yebHom
Harpysku
obyuvatowierocs
(vac./Heq.)

B Tom yncne
yacoB
obsa3aTenbHbIX
yyebHbIX
3aHATUN

NHpaekc n HanmeHoBaHue
AVCLMNIWH,
MEXANCLMUMINHAPHbIX
kypcos (MAOK)

Koabl
dhopMUpyeMbIx
KOMMeTeHuun

Ob6s3aTenbHasi YacTb y4ebHbIx uuknos MNMCC3

2376

1584

Orca.oo

OOLWNIn rymaHuTapHbIv 1
COLManbHO-3KOHOMMNYECKUIA YYEOHbIV LMK

522

348

B pesynbTate nsyyeHusa obsi3aTenbHOM YacTu
y4ebHOoro yukna oby4aroLmnncsa OMmKeH:
yMeTb:

OpuveHTUpoBaTbCs B Hanbornee obLmux
dmnocodckux npobremax 6bITUSA, NO3HAHKS,
LeHHoCcTen, cBobOAbI U CMbICNA XMU3HN Kak
OCHOBaxX (hOPMUPOBAHMUS KyNbTYpbl
rpaxgaHuHa un dygyLiero cneumanncTa;
3HaTb:

OCHOBHbIE KaTeropmm n noHATUA cmnocoduu;
ponb rnocodun B XN3HN YenoBeka 1
obLecTBa;

OCHOBbI (OMNOCOCKOro y4eHusi 0 BbITUK;
CYLLLHOCTb npoLecca No3HaHus;

OCHOBbI Hay4HON, hrnocodckom n
PENUIMO3HON KapTUH MUPa;

06 ycnoBusix POpPMUPOBaHUSA MIUYHOCTH,
cBoboge 1 OTBETCTBEHHOCTM 3a COXpaHeHne
XN3HU, KyNbTypbl, OKPYXatoLen cpefbl;

0 coumarnbHbIX U 3TUYECKMX Npobnemax,
CBSI3aHHbIX C pa3BUTUEM U UCNONb30BaHNEM
OOCTWXXEHUIA HAYKWU, TEXHUKM U TEXHOITOTUIA.

48

Orc3.01. OcHosbil
dunococun

OK1-9
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yMeTb: 48 Orca.02. Uctopua OK1-9
OPWEHTUPOBATLCS B COBPEMEHHOM
3KOHOMMYECKOMN, MONMMTUYECKON U KyNbTYPHOW
cutyaumn B Poccum n mupe;

BbISIBMATb B3AMMOCBSI3b OTEYECTBEHHbIX,
pervoHanbHbIX, MUPOBLIX
CoLManbHO-3KOHOMMUYECKMX, MONIMTUYECKMX U
KyNbTYypHbIX Npobnem;

3HaTb:

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

CYLLLHOCTb U MPUYMHbI NOKasbHbIX,
pervoHarnbHbIX, MEXrocy4apCTBEHHbIX
KOH(IMKTOB B KOHLUEe XX - Havane XXI BB.;
OCHOBHbI€ Nnpouecchbl (MHTEerpaunoHHbIe,
NOSMKYNbTYPHbIE, MUTPALIMOHHLIE U UHbIE)
NONUTUYECKOTO N AKOHOMUYECKOTO pasBUTUS
BeOYLLMX rocyfapcTB U permoHOB MUpa;
Ha3HauyeHne OpraHmsaumm O6begUHEHHbIX
Hauwmin (OOH), OpraHusauum
CeBepoatnaHTtuyeckoro gorosopa (HATO),
Esponenckoro Coto3a (EC) n gpyrux
OopraHusauni 1 OCHOBHbIE HanpaBrneHust nx
OesaATenbHoCTY;

O POnu HayKu, KynbTypbl U PENUINA B
COXPaHEHWN U yKpenmneHMn HauMoHanbHbIX 1
rocy4apCTBeHHbIX TpaauLmni;

coaepXaHne 1 HasHaYeHne BaXXHEMNLUNX
NpaBOBbIX N 3aKOHOAATENbHbIX aKTOB
MUWPOBOTO U PErMOHANbHOr0 3Ha4YEHWS;

yMeTb: 126 OrC3.03. NIHocTpaHHbIN OK1-9
obwaTbes (YCTHO U MMCbMEHHO) Ha A3bIK
WHOCTPaHHOM $3blKe Ha NPodeCcCcnoHanbHbIE 1
NoBCEOHEBHbIE TEMBI;

nepeBoauTb (CO CNOBapeM) MHOCTPaHHbIE
TEKCTbl NpodheccnoHanbHOM HanpaBnNeHHOCTY;
CaMOCTOSATENbHO COBEPLUEHCTBOBAaTb YCTHYIO U
NMUCbMEHHYIO peYb, MOMOSTHATbL CHIOBaPHbIN
3anac;
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3HaTb:

nekcuyeckun (1200 - 1400 nekcuyecknx
eanHUL) U rpaMMaTUYeCKUn MUHUMYM,
HeobOXoaMMbIN ANg YTeHus u nepesoaa (co
CrnoBapeM) MHOCTPaHHbIX TEKCTOB
nNpodeccUoHarnbHON HanpaBneHHOCTY;

YMETb: 252 126 Orca.04. dusunyeckas OK2,3
ucnonb3oBaTtb KynbTypa
PU3KYNbTYPHO-0300POBUTENBHYIO
OesaTenbHOCTb AN YKpenneHus 340p0oBbs,
OOCTUXKEHUS XKU3HEHHBIX U
npodeccnoHarnbHbIX Lienewn;

3HaTb:

0 ponu U3NYecKon KynbTypbl B
06LLEeKYyNbTYPHOM, NPOhECCUOHANTEHOM U
coumanbHOM pasBUTUM YEroBEKa;

OCHOBbI 3J0pOBOro obpasa XuU3HW.

EH.00 MaTtemartnyecknin n oo 198 132
€CTeCTBEHHOHaYYHbIN y4eBHbIN LMK

B pesynbTate usyyeHns obs3aTensHoOM Yactu EH.01. MaTemaTuka OK1-6,9
y4eOHOro uukna oby4varoLwmnncs OOmKeH:
ymeTb:

pelwaTb 3a4ayn Ha OTbICKaHUe NPON3BOAHOM
CMNOXHOW OYHKUMMW, NPOU3BOAHbLIX BTOPOroO U
BbICLUWX MOPSOKOB;

NPUMEHATb OCHOBHbIE METOAbI
WHTErpupoBaHnsa Npu peLleHnn 3agav;
NPUMEHATb METOAbI MaTeMaTN4eCcKoro
aHanusa npv peLueHnr 3agay npuknagHoro
xapaktepa, B TOM yucrie npodeccnoHarnsHon
HanpaBneHHOCTY;

3HaTb:

OCHOBHblE MOHATUA 1 MeToAbl
MaTemMaTM4eCcKoro aHanunsa;

OCHOBHbI€ Y/CMNEHHbIE MeTOAdbl PeLLeHns
npuknagHbIX 3agav;

YMETb: EH.02. MHdopmaTuka OK4,5,9
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paboTaTb C COBPEMEHHbLIMM ONEPaLMOHHBIMU
cucTtemMamu, TEKCTOBbIMU pefakTopamu,
TabnuyHbIMK NpoLieccopamMu, cucTemamu
ynpaeneHus 6asamun gaHHbIX, NporpaMmmMamm
NnoAroToBKM Npe3eHTaunmn,
WHOPMALIMOHHO-MOUCKOBBLIMW CUCTEMaMK 1
Nonb30BaTbCH BO3MOXHOCTAMMU
WHOPMaLIMOHHO-TENEKOMMYHUKALIMOHHON
cetn "MIHTepHeT" (nanee - ceTb NHTEpHET);
npodeccuoHarnbHO OCyLLECTBNATL Habop
TEKCTOB Ha NepcoHarbHOM KOMMbLIOTEPE;
3HaTb:

TeXHU4Yeckue cpenctaa 1 nporpaMmHoe
obecneyeHne NnepcoHarnbHbIX KOMMBIOTEPOB;
TeopeTU4eckme OCHOBbI COBPEMEHHbIX
WMHOPMALIMOHHbBIX TEXHOMNOrMN obLwero un
crneunanuampoBaHHOro Ha3Ha4YeHus;
PYCCKYIO M NaTUHCKYO KraBuaTypy
nepcoHanbHOro KOMMbTEPa;

npasuna ohopmMIIeHNA OKYMEHTOB Ha
nepcoHanbHOM KOMMbLIOTEPE;

yMeTb:
OopueHTUpoBaTbCH B Hanbonee obLLMX
npobnemax aKonorMmM u NPUPOAONONbL30BaHUS;
3HaThb:

0COOEHHOCTU B3aMoAencTBmus obLecTsa u
npupoabl;

npupoaopecypcHbIn notTeHuuan Poccun;
NPUHLMMBLI U MeTOAbl paLUMOHarbHOro
NpUpPOAONONbL30BaHNS;

npaBoBble M couMaribHble BOMPOCHI
NpUpPOAONONbL30BaHMS.

EH.03. Skonornyeckne
OCHOBbI
NpUPOAONONbL30BaHUS

0K3,6,7,9

.00

MpodheccnoHanbHbI yH4EBHbIN LMK

1656

1104

Or1.00

O6wenpodeccrmoHanbHble QUCLMNITUHDI

918

612

B pesynbTaTte n3yyeHus obsizaTenbHON YacTu
npodeccuoHansHoro y4ebHoro uukna
obyyarLMINCsa OOIMKEH:

Orl1.01. 3koHOMMYecKas
Teopusi

OK1-7
nK1.1-1.3

KoHcynbTaHTI/0C
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" HokymeHT npeaoctaBneH KoncynbraHtatoc
06 yTBepxxaeHUn deaepanbHOro rocyaapcTsBeHHoro obpasosaTesibHOro craHaapTa C...

[ata coxpaHeHnus: 10.03.2017

yMeThb:

OPVEHTMPOBATLCH B BOMPOCAX 9KOHOMUYECKOM
TEOPVM B COBPEMEHHbIX YCITOBUSAX;

3HaThb:

3aKOHOMEPHOCTU (PYHKLIMOHUPOBAHNSA
PbIHOYHBLIX MEXaHN3MOB Ha MUKPO- U
MaKpOYpPOBHSIX U MeToAbl FOCyapCTBEHHOIO
perynMpoBaHus;

obLye NonoXKeHNst 3KOHOMUYECKON TEOPWU;

yMeTb: Or.02. 3koHoMUKa OK1-7
paccunTbiBaTb NO NPUHATON METOAOSOMMMN opraHusaumm NMK1.1-1.3
OCHOBHbIE TEXHUKO-3KOHOMMNYECKME
nokasartenu gesiTenbHOCTN OpraHM3auny;
3HaTb:

OCHOBHbIE MUKPO- Y MAKPO3IKOHOMUYECKME
KaTteropuu u nokasatenu, MeTofpbl UX pacyeTa;

YMETb: Or1.03. MeHemKMeHT OK1-9
ynpasnaTb KOHANKTaMKN U cTpeccamu B MK1.1,1.2,1.4 -
npouecce NpodeccuoHanbHON OeATeNbLHOCTY; 1.8,24,2.5
3HaTb:

XapakTepHble 4epTbl COBPEMEHHOIO
MEHEeIXXMEHTA; LMK MEHEKMEHTA;

npoLecc NPUHATUA 1 peanuaaumm
ynpasrieHYeCcKuX peleHnin, NHpopMaLMOHHOoe
obecneyeHne MEHEOXMEHTa;

ymeTh: Or1.04. l'ocypnapctBeHHaa n |OK 1 -8
NPUMEHSTbL KagpoBYIO MNONUTUKY Ha MyHMUMNanbHasa cnyxoa NMK1.1-1.8
rocygapCTBEHHOM U MyHUUMNanNbsHOWM cnyxobe;

3HaTb:

CUCTEMY rOCYAapCTBEHHbIX YYPEXAEHUNA U
OpraHOB MECTHOIO caMoyrnpaBneHus:;
obLwue NpuHUMNbI 1 TpeboBaHUS K
NPOXOXAEHWNIO rOCY4apCTBEHHOM U
MYHULMNANbHOW CryXObl;
OpraHM3aunoHHO-NpaBoBble hOpPMbI
rocygapCTBEHHOro annapaTa yrnpaeneHus;

YMETb: Or1.05. HocTpaHHbIM a3blk |OK 1 -7
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[ata coxpaHeHnus: 10.03.2017

paboTaTtb C NpodeccrMoHanbHbIMU TEKCTaMK (MpodheccroHarnbHbIN) NMK1.1-1.3
Ha MHOCTPaHHOM SA3bIKE;

COCTaBnsATb U ohopMNATb
OpraHM3aunOoHHO-PacnopAANTENbHYIO
[OKYMEHTaUMio Ha MHOCTPaHHOM A3bIKE;

BECTW NeperoBopbl HA NUHOCTPAHHOM SI3bIKE;
3HaTb:

NpaKkTUYECKy0 rpammaTKy, HeoOXoaMMyto Ans
npodeccnoHanbHoro obLeHns Ha
WHOCTPaHHOM $I3bIKE;

0COBEHHOCTU NepeBoaa CryebHbiX
[OKYMEHTOB C MHOCTPaHHOIO A3bIKa;

YMETb: Or.06. OK1-8
NPUMEHSTL B Npod)eccrnoHansHom MpodpeccnonanscHas atuka (MK 1.2-1.6, 1.8
OesaTenbHOCTN NpUeMbl A4enoBoro obLweHus; 1 NCUXONOrns AenoBoro

3HaTb: obLeHus

OCHOBHbI€ NnpaBuna NnpogeccnoHanbHOM 3TUKK
1 NpueMbl AefnoBOoro obLLEHNS B KONJIEKTUBE;
0cobeHHOCTM NpodeccnoHanbHOM 3TUKN U
NMCUXONOrMm OEnoBoro obLeHns criyxawmx
rocyaapCTBEHHbIX U NHbIX
OpraHM3aumMoHHO-NPaBoBbIX OPM
yupexaeHun n opraHnsaumim;

ymeTb: Or1.07. YnpaeneHue OK1-9
co3agaBaTb 6naronpuaTHbBINA NCUXOMNOrMYeCcKnin nepcoHanom NnK1.7,2.6, 2.7
KNumaT B KONNEKTUBE;

3ahheKTUBHO yNpaBnATb TPYLOBLIMM
pecypcamu;

3HaTb:

cogepkaHue KagpoBoro, MHOPMaLMOHHOTO,
TEXHUYECKOrO 1 NpaBoBOro obecneveHus
CUCTEMBI YNpaBreHns nepcoHanom;
OpraHM3auUMOHHYI0 CTPYKTYpPY CryXObl
yrnpaBneHus NepcoHanom;

o6Lme NpMHUUMBI yNpaBieHns MepCoHanom;
NPUHLMMbI OpraHM3auumn KagpoBon paboThbl;
NCUXONOrMyeckne acnekTbl ynpaBneHus,
cnocobbl paspeLleHnst KOHIMKTHBIX CUTyaLni
B KOJIIEKTUBE;
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[ata coxpaHeHnus: 10.03.2017

yMeTb: Or1.08. MNMpaBoeoe OK1-7
3awmuaTb CBOM NpaBa B COOTBETCTBUMU C obecneyeHune NnK1.1,1.2, 1.4,
TPYLOBbLIM 3aKOHOAATENLCTBOM; npogeccuoHanbHomn 1.5,1.7,1.8
Mcnonb30BaTh NPaABOBY MHAOPMALMIO B [esATenbHoCTU

npoceccuoHanbHOM OeATENBHOCTY;

3HaTb:

npaBa 1 00683aHHOCTY Cry)XaLuux;
3aKoHoAaTerbHble akTbl U HOPMATUBHbIE
OOKYMEHTBI, pErynupytoLne npaBooTHOLLIEHUS
PUINYECKMX U IOPUANYECKNX NULL;

OCHOBHbI€ 3aKOHOAaTEmMbHbIE aKTbl O
npaBoBoM obecneveHnn npoeccnoHanbHom
OEesATeNbHOCTU CnyXallmx;

YMETb: 68 Or1.09. besonacHocTb OK1-9
OpraHn3oBbIBaTb W MPOBOAUTL MEPONPUATUS Xn3HeaeaTenbLHoCTn MnK1.1-1.10,
no 3awuTe paboTaroLmx 1 HaceneHus ot 21-2.7
HeraTMBHbIX BO3OENCTBUNN Ype3BblHaNHbIX

cuTyaumi;

npeanpuHMMaTh NpodunakTniyeckme Mepbl
ONS CHWKEHNST YPOBHS ONacHOCTEMN
pasnMyHOro BMAa U UX NOCneacTeuii B
NpodeccUoHarnbHON OeATENBHOCTU U ObITY;
ncnonb3oBaTh CpeacTBa UHAMBUAYANBHON U
KOMMEKTUBHOM 3aLLMTbl OT OPYXXMS MacCOBOrO
nopaxeHus;

NPUMEHSTbL NepPBUYHLIE CPEACTBa
NoXXapoTYLUEHWS;

OPWEHTUPOBATLCS B NepeyYHe BOEHHO-YYETHbIX
cneuunanbHOCTEN N CAMOCTOATENBHO
onpenenaTb Cpean HUX POACTBEHHbIE
NONy4YeHHON crneumanbHOCTH;

NPUMEHSTb NpodeccnoHanbHble 3HaHUS B
XO[e UCMNOJTHEHUSI 00A3aHHOCTEN BOEHHOMN
cnyx6bl HA BOMHCKUX JOJIKHOCTAX B
COOTBETCTBMM C NOMYYEHHON
cneunanbHOCTbHO;

BnageTb cnocobamm 6eckoHGMKTHOro
o6LLeHNs 1 caMoperynsumMm B NoBCeAHEBHON
OEesATeNbHOCTU U SKCTPEMArbHbIX YCNOBUSAX
BOEHHOW cnyx0bl;
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[ata coxpaHeHnus: 10.03.2017

OKasblBaTb NePBYI MOMOLLb NOCTpagaBLUNM;
3HaTb:

NpVHUMNIBI 06ecnevyeHnss yCTon4mMBoCTH
00BHEKTOB 3KOHOMUKM, MPOrHO3MPOBaHNS
pas3BuTMSA COOBLITUI 1 OLIEHKN NOCNEACTBUIA Npu
TEXHOTEHHbIX YPE3BblHaHbIX CUTYaLMAX U
CTUXMINHBIX SIBMEHUSX, B TOM YKCIE B YCMOBUSIX
NPOTUBOAENCTBMSA TEPPOPU3MY KaK CEPbE3HON
yrpose HauuoHanbHomn 6esonacHocTn Poccuuy;
OCHOBHbIE€ BUAbI NOTEHLMANbHBIX ONAcHOCTEN
1 NX NOCNeAcTBUs B NPOeCcCMOoHansHom
OEeATENbHOCTU U ObITY, MPUHLIMNBI CHKEHNS
BEPOSATHOCTU X peanusauumu;

OCHOBbI BOEHHOW CITy0bl 1 0G0POHbI
rocygapcrBaa;

3a7a4M N OCHOBHbIE MEPONPUATUS
rpaxgaHckom 060pOHbI; CNocobbl 3aLunThl
HacerneHus oT OpYyXnst MaccoBOrO NOPaXeHwus;
Mepbl NoXkapHow 6e3onacHoOCTU 1 Npasuna
DesonacHoro noBefeHnst Npu nNoxapax;
opraHM3aumio u NopsaoK NpuabiBa rpaXkaaH Ha
BOEHHYIO CNyX0y 1 NOCTyNnneHns Ha Hee B
[006pPOBONBHOM NOPSAKE;

OCHOBHbIE BUAbl BOOPYXXEHMWS, BOEHHON
TEXHUKM U CNeLmanbHOro CHapsiXKeHus,
COCTOSILLME Ha BOOPYXEHUN (OCHALLEHMM)
BOMHCKMNX NoApasaeneHnil, B KOTOPbIX
UMEITCS BOEHHO-YYETHbIE CNEeLNansHOCTH,
poacTtBeHHble crneyunansHocTam Cl0;
obnacTb NpMMeEHeHNs Nony4Yyaembix
NpodeccuoHarnbHbIX 3HaHUA MPU NCMONTHEHWM
006s13aHHOCTEN BOEHHOW CMyX0Obl;

NnopsigoK 1 NpaBuia okasaHWsi NepBOM MOMOLLM

nocTpagasLUUM.

MM.00 MpodeccrnoHanbHble Moaynu 738 492

MM.01 OpraHusauus 4OKYMEHTaLNOHHOIO MOK.01.01. OK1-9
obecneyveHns ynpaBneHus u [okymeHTaunoHHoe MK1.1-1.10
PYHKLNOHNPOBAHUA OpraHu3auum obecneyeHne ynpaeneHus

B pesynbTarte N3y4yeHus I'IpO(beCCVIOHaﬂbHOFO
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[JokyMeHT npepoctaBneH KoHcynbraHtntoc
[ata coxpaHeHnus: 10.03.2017

Moayns oby4aroLMIACa SOIKEH:

UMETb MPaKTUYECKUI OMbIT:

OopraHnsaumm A0KYMEHTaLUMOHHOIo
obecneyeHus ynpasneHus u
(PYHKLMOHNPOBAHUS OpraHM3aunm;

ymeThb:

NPUMEHATb HOPMATUBHbIE MPaABOBLIE aKThbl B
yrnpaBrneH4YeCcKon AeATeNbHOCTY;
noaroTaenMBaTh NPOEKTbI yNpaBrieHYeCKNX
peleHun;

obpabaTbiBaTb BXOAALME U UCXOAsLIMNE
OOKYMEHTbI, CUCTEMaTU3MPOBaThb UX,
COCTaBNsATb HOMEHKNaTypy gen u
dopMrpoBaTb AOKYMEHThI B AENa;

roTOBMTb 1 MPOBOANTL COBELLLAHUS, OENOBbIE
BCTpeYun, NpueMbl 1 Npe3eHTaumm;

3HaTb:

HOpMaTUBHbIE NPaBOBbIE akTbl B 0b6nacTtu
opraHm3aumm ynpaBrieH4ecKon AeATENbHOCTY;
OCHOBHbIE NMpaBuna XxpaHeHnsi 1 3alUnThbI
cnyxebHoln nHopmaumm.

M[IK.01.02. lNpaBoBoe
perynuposaHue
ynpaBfieH4YeCcKon
[esATenbHoCTU

MIK.01.03. OpraHusaums
CEeKpeTapcKoro
obcnyxmBaHusi

MM.02 OpraHusauus apxmBHOM n MOK.02.01. Opranmnzaumna n [OK1-9

cnpaBoYHO-MHAOPMAaLMOHHON paboThl No HOpPMaTUBHO-NPaBOBbIE NnK2.1-27
OOKyMeHTam opraHusauum OCHOBbI apXMBHOTO gerna
B pesynbTaTte nayyeHus npodeccnoHasnbHoro
MoAaynsa oby4varoLMncs LOMKEH: MIK.02.02.
UMeTb NPaKTUYECKUIA ONbIT: "ocynapcTBeHHbIE,
opraHusaumnm apxmBHon u MyHUUMUNanbHbIE apX1Bbl 1
crnpaBoYHO-NHAOPMAaLMOHHON paboThl No apXvBbl OpraHu3auui
OOKyMeHTam opraHusauuu;
yMeThb: MK.02.03. MeToauka n
OpPraHn3oBbIBaTb AEATENBbHOCTb apXmBa C npakTuka apxnBoBeaeHns
y4yeToM cTaTyca 1 Npoduns opraHmsauuu;
paboTaTb B CUCTEMAaX 3NEKTPOHHOIo MIK.02.04. O6ecneveHune
,EI,OKyMeHTOO60pOTa; COXPaHHOCTN OOKYMEHTOB
ncnonb3oBaTb B AeATENbHOCTM apXxmBa
COBPEMEHHbIE KOMMbIOTEPHbIE TEXHOSIOMMU;
NPUMEHATbL COBPEMEHHbIE METOLMKMN
KOHCepBaLMM U pecTaBpaumm apXmBHbIX
OOKYMEHTOB;
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[JokyMeHT npepoctaBneH KoHcynbraHtntoc
[ata coxpaHeHnus: 10.03.2017

3HaTb:
CUCTEMY apXUBHOTO YrpaBreHns B
Poccuiickon ®egepauum n opraHMsauuio
ApxusHoro coHaa Poccuiickon ®eagepaunu;
CUCTEMY XpaHeHus n 06paboTkn JOKYMEHTOB.

MM.03

BbinonHeHne paboT No 0gHOMN NN HECKOSBKUM
npogeccusiMm pabounx, LOMMKHOCTAM
cny»aLimx

BapuaTtuBHas yactb y4ebHbIx umknos MMNCC3
(onpepensieTca obpasoBaTenbHON
opraHusaumer CamoCToATENBHO)

1026

684

Bcero yacoB 00yyeHusi No y4ebHbIM LMKnam
Mnrnccs

3402

2268

¥Y1.00

Y4yebHas npakTuka

6 Hep.

216

OK1-9
nK1.1-1.10,
21-27

rri.oo

MpounsBoacTBeHHas nNpakTuka (No Npoduso
cneumanbHOCTH)

rnari.oo

MpounsBoacTBEHHas NpakTuKa
(npegaunnomMHas)

4 Hep.

MA.00

MpomexyTouyHas aTTecTauust

3 Hep.

MA.00

Focyp,apCTBeHHaﬂ nToroBas atrecrauud

6 Hepn.

MA.01

MogroToBka BbINYCKHON KBaNnUKaLMoHHON
paboTbl

4 Hep.

MA.02

3alymTa BbIMyCKHOWM KBanM@uKaLMOHHOM
paboTbl

2 Hen.

Tabnuua 4

Cpok nonyuenus CINO no MNMNCC3 6a30Bow NOAroTOBKM B 04HOM hopme obydeHus cocTaensieT 95 Heaernb, B TOM YuChe:
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[JokyMeHT npepoctaBneH KoHcynbraHtntoc
[ata coxpaHeHnus: 10.03.2017

O6yyeHune No y4yebHbIM LpKam 63 Hef.
YyebHasa npakTuka
6 Hep.
lMpoussoacTBeHHasi NpakTuka (Mo NpoduIio cneumanbHOCTH)
lMpoussoacTBeHHas npakTuka (NpeaauniomMHas) 4 Hep.
lMpomexyTovHasa aTTecTaumns 3 Hepq.
[locypapcTBeHHas UToropasi aTtectauus 6 Hen.
KaHukynbl 13 Hep.
UTtoro 95 Hep.
Tabnuuya 5
CTpykTypa nporpaMmMbl MOArOTOBKM CMELnanMcToB CPeAHEro 3BeHa
yrnyGrneHHon NoaroTOBKN
NHaoekc HanmeHoBaHve y4ebHbIX LMKIOB, pa3aenos, Bcero B Tom uncne MHoekc n HanveHoBaHue Kogbl
Mopynen, TpeboBaHUs K 3HAHUSIM, YMEHUSAM, | MakcuMarbHON YacoB ONCUMNIYH, hopMmpyeMbIX
NpaKkTU4ecKoMy OnbITy yyebHoM 06sa3aTenbHbIX MEXONCUUMIMHAPHBLIX KOMMeTeHLMI
Harpysku y4ebHbIX Kypcos (MOK)
obyuvatowerocs 3aHATUN
(vac./Heq.)

Obsna3artenbHas yacTb y4ebHbix umkrnos MNIMCC3 3672 2448
orca.oo O6LwmMiA rymaHnTapHbIn n 804 536

coLManbHO-3KOHOMUYECKUIA y4eOHbIN LUK

B pesynbTate usyyeHns obs3aTensHoOM Yactu 48 Orca.01. OcHosbl OK1-9

y4eOHOoro uukna oby4varoLwmnncs OOmKeH: dunocodpun

yMeTh:

OpueHTUpoBaTbCA B Hanbonee obLLmx

dunocodckux npobrnemax ObITUSA, NO3HAHUS,
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LeHHoCcTen, cBobOAbl U CMbICIa XW3HM Kak
OCHOBax (hOPMUPOBAHNS KyrbTypbl
rpaxgaHuHa n Byayliero cneunanmeTa;
3HaTb:

OCHOBHbIE KaTeropum u noHATUS unocoduu;
ponb rnocodnn B Xn3HN Yenoseka un
obLecTBa;

OCHOBbI (pMNOCOdCKOro y4eHus o ObITuu;
CYLLHOCTb npoLecca No3HaHus;

OCHOBBbI Hay4YHOW, prnocodckom u
pPenurmMo3Hon KapTuH MUpa;

06 ycnoBusix opmMrnpoBaHus MMYHOCTMH,
cBoboge 1 OTBETCTBEHHOCTU 3@ COXpPaHeHue
XM3HW, KyNbTypbl, OKpYy>XatoLLen cpedbl;

0 coumarnbHbIX 1 3TUYECKMX npobnemax,
CBSI3aHHbIX C Pa3BMTUEM U MCNOMNb30BaHNEM
OOCTUKEHUI HAYKW, TEXHUKN N TEXHOTMOINIA;

ymeTh: 48 Orca.02. Uctopus OK1-9
OPWEHTUPOBATLCA B COBPEMEHHOM
3KOHOMWYECKOWN, MOMNMUTUYECKON N KYNbTYPHON
cutyauun B Poccun n mupe;

BbISIBMSATb B3aUMOCBSI3b OTEYECTBEHHbIX,
pervoHanbHbIX, MUPOBbIX
coumanbHO-3KOHOMUYECKMX, NONTMTUYECKNX U
KynbTYpHbIX Npo6nem;

3HaTb:

OCHOBHbIE HanpaBrneHns pasBUTUSA KINIOYEBbIX
pervnoHoB Mupa Ha pybexe BekoB (XX n XXI
BB.);

CYLLHOCTb U MPUYMHBI NTOKarnbHbIX,
pervoHarnbHbIX, MEXrocyAapCTBEHHbIX
KOH(NIMKTOB B KOHLUe XX - Havane XXI BB.;
OCHOBHbIe NpoLecChl (MHTerpauuoHHbIe,
NOMNUKYNbTYPHbIE, MUTPALMOHHBIE U UHbIE)
NOMUTUYECKOro U SKOHOMUYECKOrO pasBUTUS
BeAyLLMX rocyfapcTB U permoHoB MuUpa;
Ha3HauyeHne OOH, HATO, EC n gpyrux
opraHM3aumi u OCHOBHbIE HanpasreHns nx
OesaTenbHoCTy;

O POnu Hayku, KynbTypbl 1 penurnm B
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Mpuka3z MuHobpHayku Poccum ot 11.08.2014 N 975

" HokymeHT npeaoctaBneH KoncynbraHtatoc
06 yTBepxxaeHUn deaepanbHOro rocyaapcTsBeHHoro obpasosaTesibHOro craHaapTa C...

[ata coxpaHeHnus: 10.03.2017

COXpaHeHWUU 1 yKpenmeHn HaumoHarnbHbIX 1
rocyaapCTBEHHbIX TpaauLuii;

coaepxaHue 1 HasHayeHue BaXHelLwmnxX
MpaBoBbIX 1 3aKOHOAATEbHbLIX aKTOB
MUPOBOrO M PErvoHarnbHOIo 3HaYeHNs;

ymeTh: 48 Orc3.03. MNcuxonorus OK1-9
NPUMEHSTb TEXHUKM U NpUeEMbl 3 EKTUBHOIO obweHuns NnK2.7, 3.6
obLweHna B npocheccnoHansHom

0eATenbHOCTY;

NCcnonb30BaTb NpUeMbl caMoperynsumm
NnoBeAEeHUs1 B MpoLEecce MEXITMYHOCTHOIO
obLeHuns;

3HaThb:

B3aMMOCBS3b 00LEHNSA U AEATENBbHOCTU;
uenu, dyHKUUN, BUAbI U YPOBHM OOLLEHUS;
PONU N PoneBble OXUaaHUS B 00LLEHUN;
BUObI coLManbHbIX B3aUMOAENCTBUN;
MeXxaHW3Mbl B3aMMOMNOHNUMaHUs B 00LLEHUN;
TEXHUKM U NpueMbl 00LeHNns, npasuna
cnywaHus, BegeHust beceabl, yoexaeHus;
3TUYECKMEe NpUHLMMbI ObLLEHNS;
WCTOYHMKW, NMPUYUHBI, BUObI U CNOCOObI
pa3speLleHnst KOHINKTOB;

yMeTb: 196 OlrC3.04. NHocTpaHHbIN OK1-9
obwaTbes (YCTHO U NMMCbMEHHO) Ha A3bIK
WHOCTPaHHOM £3blKe Ha NpoeccuoHanbHbIe U
NOBCEOHEBHbIE TEMBI;

nepeBoauTb (CO CNOBapeM) MHOCTPaHHbIE
TEKCTbl NpodheccnoHanbHOM HanNpaBnNeHHOCTY;
CaMOCTOATENBbHO COBEPLLUEHCTBOBATbL YCTHYHO 1
NMUCbMEHHYIO peYb, MOMOSTHATHL CHIOBaPHbIN
3anac;

NOHMMAaTb ANanorMYeckyto 1 MOHOMOTUYECKYHO
peyb B chepe npodeccnoHasnbHON
OesATenbHoCTY;

3HaTb:

nekcnyeckun (3000 nekcudecknx eanHnLL) u
rpaMmmaTmMyeckuin MMHUMYM, HeobXxoanMbIN
ONs YTeHus 1 nepeBoga (Co croBapem)
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"06 yTBEepxaeHuM (eaepanbHOro rocyaapCTBEHHOr0 06pa3oBaTeslbHOro CTaHAapTa C...

[JokyMeHT npepoctaBneH KoHcynbraHtntoc

[ata coxpaHeHnus: 10.03.2017

MHOCTPAaHHbIX TEKCTOB ﬂpO(*)eCCMOHaﬂbHOVI
HanpaBJ1EHHOCTH;

ymeTb:
ncnonb3oBaTh PU3KYNbTYPHO-CNOPTUBHYIO
OeATenbHOCTb Afs YKpenneHus 340poBbS,
OOCTWXKEHNS XKN3HEHHBIX U
npodeccnoHarnbHbIX Lienewn;

3HaTb:

0 ponv PU3NYECKON KynbTypbl B
06LLEeKYNbTYPHOM, NpodheccrMoHanbHOM U
couManbHOM pa3BUTMK YENOBEKA;

OCHOBbI 30POBOro obpasa XnU3HW.

392

196

Orco.05. dusunyeckas
KynbTypa

0K2,3,6,9

EH.00

MaTtemaTnuyeckuii n obwmn
€CTeCTBEHHOHAYYHbIA Y4eOHbIN LMK

390

260

B pesynbTarte nsyyeHunsa obsisaTenbHOM YacTu
y4ebHOoro uukna oby4arLwmnncs gOmKeH:
yMeTh:

pewaTb 3aga4n Ha OTbICKaHNe NPON3BOOHON
CNOXHOW (OYHKLMMW, NPOU3BOLHbBIX BTOPOrO U
BbICLLMX NOPSIOKOB;

NCnonb30BaTb PasfiMyHble METOAbI
WHTErpupoBaHus Npu peLleHnn 3agav;
MCnonb3oBaTb METOAbl MaTEMATNYECKOro
aHanusa npu pelleHnn sagad NpuKNagHoro
XapakTtepa, B TOM 4Yuncre npodeccrmoHanbHom
HanpaBIIEHHOCTY;

pellaTb CUCTEMbI YPaBHEHMWI C HECKOITbKUMU
nepemMeHHbIMU MaTPUYHBLIM 1 APYFMMU
cnocobamu:

ncnonb3oBaTb anrebpandeckne MeToabl Npu
peLLUeHnN reoMeTpUYecknX 3agau;

3HaThb:

OCHOBHbI€ MOHATUS U MeToabl
MaTeMaTU4YeCcKoro aHanuaa, JIMHENHON
anredpbl 1 aHaNUTUYECKOWN reoMeTpuu;
OCHOBHbI€ YNCIEHHbIE METObI PeLLIEeHMS]
npuUKNagHbiX 3agav;

CYLLLHOCTb, BMAbI M CNOCO0bI pelleHnst 3agad

EH.01. MaTtemaTuka

OK1-6,9
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" HokymeHT npeaoctaBneH KoncynbraHtatoc
06 yTBepxxaeHUn deaepanbHOro rocyaapcTsBeHHoro obpasosaTesibHOro craHaapTa C...

[ata coxpaHeHnus: 10.03.2017

aHannTU4eckom reomMeTpun Ha niockocTn n B
NPOCTPaHCTBE;

yMeTb: EH.02. NHpopmaTuka OK4,5,9
paboTaTb C COBPEMEHHbIMU ONepaLMOHHbIMA
cucTtemMamm, TEKCTOBLIMU pegakTopamu,
TabnnyHbIMK NpoLieccopamu, CUCTEMaMm
ynpaerneHus 6azamm gaHHbIX, NporpamMmmMamMmm
NoAroTOBKN Npe3eHTauun,
WMHOPMALIMOHHO-MOUNCKOBBLIMIU CUCTEMaMK 1
Nonb30BaTbCs BO3MOXHOCTAMM rnobanbHom
cetn VIHTepHeT;

3HaTb:

OCHOBHble MeTOAbl U cpeacTBa cbopa,
06paboTkn, XpaHeHus, nepeaayn u
HakonneHusa nHpopmaumu;

TEXHUYECKMEe CpeacTasa 1 nporpaMmmHoe
obecrneyeHne NepcoHarnbHbIX KOMMbIOTEPOB;
TeopeTn4ecKkne OCHOBbI COBPEMEHHbIX
WMHOPMALIMOHHBIX TEXHONOTNIM 06LLEero u
cneumanm3MpoBaHHOro Ha3Ha4YeHus;

yMeTb: EH.03. Okonornyeckne 0OK3,6,7,9
OpueHTUpoBaTbCA B Hanbonee obLLMX OCHOBBbI

npobnemax 3KonorM1M n NPUPOAONONbL30BaHUS; NPUPOAONONbL30BaHUSA

3HaTb:

0CODOEHHOCTU B3anmMoadencTBmus obLuectsa u

npupoabl;

npupoaopecypcHbIi noTeHunan Poccuu;
MPUHUMNBI U METOAbI PaLMOHaNbHOIo

Np1MpoJoNoNib30BaHMS;
npaBoBble 1 counarnbHbie BONPOCHI

Np1MpoJonoNbL30BaHUs;

yMeTb: EH.04. HdopmaumoHHble [OK1-9
ncnonb3oBaTb TexHoMorMm cbopa, CUCTEMBI B MK3.1-3.6
pasmeLlLeHns, XpaHeHUs, HakonneHus, npogeccnoHansHon

npeobpasoBaHns U nepefadv AaHHbIX B AesaTenbHoCTH

I'IpOCbeCCMOHaJ'IbHO OPUEHTUPOBAHHbIX
VIH(bOpMaLI,I/IOHHbIX cucremMax;
obecneunBaTb OOCTOBEPHOCTb I/IH(bOpMaLI,VIVI B
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[ata coxpaHeHnus: 10.03.2017

npoLecce aBToMaTU3MPOBaHHON 06paboTKM
[JaHHbIX;

3HaTh:

Knaccudukaumio MHHPOPMaLIMOHHbIX CUCTEM;
BUAbI TEXHOMOrMYECKNX npoLieccos 06paboTku
MHpopMaLnn B MHPOPMALIMOHHBLIX CUCTEMAX,
0COGEHHOCTU UX MPUMEHEHUS;

MeToabl U Npuembl oGecneyeHus
WHopMaLMOHHON 6Ge30MacHOCTH.

.00 MpodheccnoHanbHbI YH4EBHbIN LKN 2478 1652

or.oo O6wenpodeccrmoHanbHble QUCLMMNITMHDI 1180 786
B pesynbTaTte usyyeHnsi obsizaTensHoM Yactu Or1.01. OkoHoMM4Yeckast OK1-7
y4ebHoro uukna oby4aroLmMinca JOMKeH: Teopus NnK1.1-1.3
ymeTh:

OpPUEHTUPOBAaTLCA B BOMPOCaX 3KOHOMUYECKOM
TEOPUM B COBPEMEHHbIX YCMOBUAX;

3HaThb:

3aKOHOMEPHOCTU (PYHKLIMOHNPOBAHNSA
PLIHOYHbBIX MEXaHW3MOB Ha MUKPO- U
MaKpOYPOBHSX 1 MeTobl rocyaapCTBEHHOro
perynupoBaHuns;

obLre NoMNoXKeHNs 3KOHOMUYECKON Teopuu;

yMeTb: Or.02. 3koHoMUKa OK1-7
paccunTbiBaTb NO NPUHATON METOAOSIOMMMN opraHusaumm NMK1.1-1.3
OCHOBHbIE TEXHUKO-3KOHOMUYECKNE
nokasartenu gesTenbHOCTU OpraHM3auny;
3HaTb:

OCHOBHbIE MUKPO- 1 MaKpO3KOHOMUYECKNE
KaTeropuu v nokasatenu, MeToabl X pacyeTa;

yMeTb: Or1.03. MeHegpxMeHT OK1-9
ynpaensTb KOHNMKTaMN 1 CTpeccamu B MnK1.1,1.2,1.4 -
npotiecce npoeccuoHansHon AeaTensHOCTHY; 1.8,

3HaTb: 24,25
XapaKkTepHble YepTbl COBPEMEHHOIO

MEHeIKMEHTa;

LMK MeHeaXMEeHTa;
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"06 6Da30BATENLHOIO CTAHAADTA C [okyMeHT npeaoctasneH Koncynbrantllatoc
06 yTBepxaeHUM deaepanbHOro rocyaapcTBeHHoro o6p fapTa C... [laTa coxpaHerms: 10.03.2017

NnpoLecc NPUHATUS U peanuaaumm
ynpaBneHYeCKkNX peLleHunin, MHpopMaLnoHHoe
obecneyeHne MeHeaKMeHTa;

yMeTb: Or1.04. l'ocynapctBeHHaa n |OK 1 -8
NPUMEHSATb KaIpOBYIO NONUTUKY Ha MyHUUMnanbHas cnyxba MK1.1-1.8
rocyaapCTBEHHOW U MyHUUMMIansHou cnyxoe;

3HaTb:

CUCTEeMY roCydapCTBEHHbIX YYPEXAEHUNA U
OpraHoB MeCTHOro CaMoynpaBreHUs;
obLwue NpuHUMNbI 1 TpeboBaHUS K
NPOXOXAEHWIO FOCYAapCTBEHHOM U
MYHULMNANbHOW CNyX0bl;
opraHM3aLOoHHO-NpPaBoBble HOPMbI
rocygapCTBEeHHOro annapaTa yrnpaeneHus:;

yMeTb: Or1.05. UHocTpaHHbIn a3blk |OK 1 -7
paboTaTtb C NpodeccrMoHanbHbIMMU TEKCTaMK (npodbeccroHanbHbIN) NMK1.1-1.3
Ha MHOCTPaHHOM S3bIKE;

COCTaBnsATb U ohopMNATh
OpraHM3aunOHHO-PacnopPAANTENbHYIO
OOKYMEHTaUMIo Ha MIHOCTPAHHOM SA3bIKE;

BECTM NeperoBopbl HA MHOCTPAHHOM SA3bIKE;
3HaTb:

NpaKkTUYECKyo rpammaTrky, HeobxoaMMyto Ans
npodeccnoHanbHoro obLeHns Ha
WHOCTPaHHOM A3blKe;

ocobeHHOCTU nepeBoa CrnyXebHbIx
OOKYMEHTOB C MHOCTPaHHOTIO SA3bIKa;

ymeTb: Or1.06. OK1-8
NPUMEHATb B NPOECCUOHAIBLHON MpodpeccnonancHas atuka (MK 1.2-1.6, 1.8
OeATeNbHOCTM NPUEMbl AeMN0BOro 06LLEHNS; 1 NCUXOoNorus AernoBoro

3HaTb: obLeHusa

OCHOBHbI€ NnpaBuna NpogeccnoHanbHOM 3TUKK
W NpuemMbl 4efnoBOro obLEeHNs B KONSIEKTUBE;
0Cc0BeHHOCTM NpPoheCcCUoHanNbHOM 3TUKN U
NCUXONorMm AenoBoro obLLeHns criyxaLlmx
rocyapCTBEHHbIX U NHbIX
OpraHn3auMoHHO-NPaBoBbIX OpPM
yupexaeHun n opraHnsaumim;
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[ata coxpaHeHnus: 10.03.2017

yMeThb:
NpogIECCMOHarbHO OCYLLECTBNATL HAGop
TEKCTOB Ha NepCcoHanbHOM KOMMbIOTEPE;
3HaTb:

PYCCKYIO MU NaTUHCKYIO KraBuaTtypy
NepCcoHarnbHOro KOMMbTEPA;

npaeunia oopMIeHUsl JOKYMEHTOB Ha
nepcoHanbLHOM KOMMbIOTEpE;

Or1.07. KomnbtoTepHas
o6paboTka JOKYMEHTOB

0OK2,4,5,9
nK1.1,1.3-1.9,
22,24,25

YMETb:
3awmuaTb CBOU Npasa B COOTBETCTBUN C
TPYLOBbLIM 3aKOHOAATENLCTBOM;

1Cnonb30BaTh NPaBoBY UHGOPMALNIO B
npodeccuoHanbHoON AeATEeNbHOCTY;

3HaTb:

npaea 1 0683aHHOCTY CNyXaLuux;
3aKoHoaaTernbHble akTbl U MHblIE HOPMATUBHbIE
NpaBoOBble LOKYMEHTbI, PErynmpyoLLme
NpPaBOOTHOLLEHNS (PU3NYECKNX N KOPUONYECKNX
nnu;

OCHOBHbIE 3aKOHOAaTerbHbIE aKTbl O
npasoBom obecnedyeHun npodeccnoHansHom
0eATenbHOCTU CryXXallux;

Or1.08. MNMpaeoBoe
obecneyeHve
npodeccuoHanbHomn
OesaTenbHoCTH

OK1-7
nK1.1,1.2,1.4,
1.5,1.7,1.8

yMeTb:

0popMNATL OKYMEHTALMIO MO YNpaBeHuo
KayecTBOM MPOAYKLUN;

3HaTb:

OCHOBHbIE MOMOXEHUS CUCTEM MEHEMPKMEHTA
kayecTBa 1 TpeboBaHNSA K HAM;
MEeTOONYECKYIO N HOPMATUBHYHO
[OOKYMEHTALMIO MO YNpaBneHUo Ka4ecTBOM
npoayKumu;

Or1.09. YnpaeneHue
KayeCcTBOM

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

ymeTh:
cos3gaBaTb OnaronpuaTHbINA NCUXONOrMYeCKnin
KNuMarT B KONNEeKTUBE;

a(pdheKTUBHO yNpaBnATb TPYAOBLIMM
pecypcamu;

3HaThb:

coaepkaHue KagpoBoro, MHOPMaLMOHHOTO,

Or1.10. YnpaeneHue
nepcoHanom

OK1-9
NnK1.7,2.6, 2.7,
3.6
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[ata coxpaHeHnus: 10.03.2017

TEXHUYECKOro M NpaBoBOro obecneyeHus
CUCTeMb! yrpaBrieHns NepcoHarnom;
OpraHU3auUMOHHYI0 CTPYKTYPY CIyKObl
ynpaBneHnsi NepcoHanom;

obLye NPUHLMMLI YNpaBneHus NepcoHanomM;
NPUHLMNbI OpraHM3aLum KagpoBoi paboTsl;
MCUXororMyeckme acnekTbl ynpasreHus,
cnocobbl paspeLLeHnst KOHPIUKTHBIX CUTyaLuiA
B KOJUIEKTMUBE;

yMeTb: Or1.11. OcHoBebl OK1-9
ncnonb3oBaTb METOAbl HAYYHOrO NO3HAHUS B uccriegoBaTeribCKomn MK 2.1, 2.6, 3.2,
nccregoBaTenbCKoOn OeATeNbHOCTY; [eATenbHOCTU 3.3,35

3HaThb:

0 NocreacTBMAX CBOen NpodecCnoHansHon
OeATeNIbHOCTN C TOYKM 3peHna eqnHCTBa
Burocdepbl 1 BruocoumansbHOM Npupoab!
YyenoBeka;

OCHOBHble TEPMUHbI 1 OMNpeaeneHuns,
ncnonb3yemble Npu HOpMUpPoOBaHNU
[OKYMEHTOB B obnactu
Hay4HO-UccneaoBaTenbCKON AeATENbHOCTY;

ymeTh: Or.12. l'ocypapctBeHHoe |OK1-9
NPOBOAUTb HEOOXOAUMbIE pacyeTbl MO perynuposaHue akoHomukn |[IMK 3.5, 3.6
HarnoroBoMmy, KpeauTHoMmy, GrOKETHOMY
perynmpoBaHuio 3KOHOMUYECKNX MPOLECCOB;
3HaTb:

cnocobbl rocyapCTBEHHOrO PErynnpoBaHus
3KOHOMWKMN B NEPEXOAHbIV NEPUOL, K PbIHKY;
ONHaMUKyY CcoLManbHO-3KOHOMMYECKUX
NpoLEeccoB, NPONCXOAALLUX B CTPaHe, X
CTaTUCTUYECKME 3aKOHOMEPHOCTMU;
NPUHUMMBLI 1 OPMbI FOCYAaPCTBEHHOTO
perynnpoBaHnst 3KOHOMUKM B PbIHOYHbIX

YCIOBUSX;

ymeTb: Or.13. Cucrema OK1-9
00BACHATb pas3nuyHble hopMbl rocynapCTBEHHOro NnK2.6, 2.7, 3.6
rocy4apCTBEHHOIO yrpaBreHus:; ynpaeneHus

noJib30BaTbCA OCHOBHbIMU
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[ata coxpaHeHnus: 10.03.2017

HOPMaTUBHO-NPABOBLIMU JOKYMEHTaMM,
ONpeaensoLwmMMm CUCTEMY rocyaapCTBEHHOMO
ynpaBneHus;

NoNb30BaTbCsl MAaKPOIKOHOMUYECKUMU
nokasaTensamu;

BnageTb MeTo4aMu paspeLueHus
KOHOMUKTHBIX CUTYyauui;

3HaTb:

Hay4Hbl€ OCHOBbI CUCTEMbI FOCY4apCTBEHHOMO
ynpaBneHus;

CTPYKTYpPY OpraHoB rocy4apCTBEHHOro
yrnpasrneHus; cogepxaHue n HanpasneHne
rocygapCTBEHHOM NOSUTUKY;

ynpasrieHue couunarnbHon cpepon u
KOHPIMKTHBIMW CUTYyaunsiMu;

yMeTb: Or1.14. OpraHusauus OK1-9
XapakTepusoBaTb UCMOMNHUTENbHYIO BNacTb B rocy1apCTBEHHbIX NnK1.2,1.3, 2.1,
coBpeMeHHoln Poccumn 1 npobnemsl ee yupexaeHumn Poccun 2.6,35,36
MOAepHM3auuu;

00BbACHATL cneundnKy rocygapCTBEHHOro
yrnpaBreHns Ha perMoHanbHOM YPOBHE;
3HaTb:

rocygapcTBeHHbIn annapaTt Poccun B cucteme
COBETCKOrO rocyapcrBa;

nepmoabl CTaHOBIIEHWUS U 3BOSOLIMM
aAMWHNCTPATMBHO-KOMAHOHOW CUCTEMBI
ynpaeneHus;

COBETCKWUI OMbIT aAMUHUCTPUPOBAHUS; KPU3UC
denepatnBHon cuctembl Cotosa CoBETCKUX
Coumnanuctudeckux Pecnybnuk; nepuog
CTaHOBIIEHWNSI HOBOW CUCTEMbI OpraHu3aumm
rocyaapcTeeHHon Bnactn B Poccun B 1990 -
1993 rr.;

OCHOBHbIE NOMOXeHUst KQHCTUTY1 K
Poccunckon denepaumm 1993 r. n npouecc
POpPMMPOBaAHUSA HOBbIX OPraHoB
rocygapCTBeHHOM BMNacTy;
npeacTaBuUTENbHbIE OpPraHbl BacTy B Havane
XXI B., CTPYKTYpY UCMONMHUTENBbHOW BNAcTu B
CoOBpeMeHHol Poccumn n npobnemsl ee
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Mpuka3z MuHobpHayku Poccum ot 11.08.2014 N 975
"06 6Da30BATENLHOIO CTAHAADTA C [okyMeHT npeaoctasneH Koncynbrantllatoc
06 yTBepxaeHUM deaepanbHOro rocyaapcTBeHHoro o6p fapTa C... [laTa coxpaHerms: 10.03.2017

MoOepHM3aunm;
cneunduky pedopmMmmpoBaHusa cyaebHon
cuctembl Poccuiickon ®epepauuu;

ymeTb: 68 Or1.15. be3onacHocCTb OK1-9
OpraHmM3oBLIBaTb Y MPOBOANTL MEPONPUATUS XU3HeOeATeNnbHOCTHU NMnK1.1-1.5,
no 3awuTe paboTarowmx 1 HaceneHus ot 21-24,2.7,
HeraTMBHbIX BO34ENCTBUNIN Ype3BblHaNHbIX 3.1-3.6
cuTyaumi;

npeanpuHMMaTh NPoguUNakTM4eckme mepbl
ONSsi CHWXXEHWS YPOBHS OMacHoOCTen
pas3nMYyHOro BMAA U UX NOCNeacTBui B
nNpodeccuoHarnbHON OeATENBHOCTU U ObITY;
ucnonb3oBaTb CpeAcTBa UHAMBUOYalNbHON U
KONMNEKTUBHOMN 3aLUMTbI OT OPYXXMS MacCcoBOro
nopaxeHus;

NPUMEHATb NEPBUYHBbIE CPeACTBa
NoXXapoTYLUEHWS;

OPWEHTUPOBATLCS B NepeyHe BOEHHO-YYETHbIX
crneunanbHOCTEN U CAMOCTOSITENBHO
onpeaenaTb cpeau HUX poACTBEHHbIE
Momy4YeHHON crneunanbHOCTY;

NPUMEHATb NPOdECCUOHANbHbIE 3HaHNSA B
X0Ze MCNONHeHUs 06s3aHHOCTEN BOEHHOM
cny6bl HA BOMHCKUX JOJIPKHOCTAX B
COOTBETCTBMM C NOMYYEHHON
cneumanbHOCTbIO;

BnageTb cnocobamm 6eckoHGMMKTHOro
obLLeHMs 1 camoperynsuum B NoBCeaHEBHOW
OEeSATENbHOCTU 1 SKCTPEMArbHbIX YCIOBUSAX
BOEHHOW cnyX0bl;

OKasblBaTb NePBYI0 MOMOLLb NOCTpagaBLUNM;
3HaTh:

NpuHUMNBLlI obecnevyeHns yCTon4YmBoCTH
06bEKTOB 9KOHOMMKM, MPOrHO3MPOBaHUS
pa3BUTUSA CODLITUIA 1 OLEHKN NOCNEACTBUIA NMpU
TEXHOTEHHbIX YPEe3BblHaHbIX CUTYaLMAX U
CTUXMINHBIX IBEHUSX, B TOM YNCIE B YCMOBUSIX
NPOTUBOAENCTBUSI TEPPOPU3MY KaK CEPbE3HON
yrpose HauuoHanbHomn 6esonacHocTn Poccuuy;
OCHOBHblE BUAbl MOTEHUMAaNbHbIX ONacHOCTEw
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[JokyMeHT npepoctaBneH KoHcynbraHtntoc
[ata coxpaHeHnus: 10.03.2017

N X NOCneacTBus B NpodeccroHarnbHom
OEeATEeNbHOCTU U ObITY, MPUHLIMMNBI CHKEHNS
BEPOSITHOCTU UX peanu3auuu;

OCHOBbI BOEHHOWN CIy0bl 1 0G0OPOHbI
rocyaapcTBa;

3aga4ym 1 OCHOBHbIE MEPONPUATUS
rpakgaHckom 060pOoHbI; cnocobbl 3aluUThl
HacerneHus OT OPYXWsi MAaCcCOBOIO NMOPaXKeHWs;
Mepbl NoXapHown 6e3onacHoOCTH 1 Npasuna
©e3onacHoro noBegeHNs Npu noxapax;
OpraHunsaumio 1 NopsSaoK NpU3biBa rpaxaaH Ha
BOEHHYIO CNy>0y 1 NOCTYNINeHns Ha Hee B
[006pPOBONLHOM NOPSAKE;

OCHOBHbIE BMAbl BOOPY>XEHWS, BOEHHON
TEXHUKM U CreunanbHOro CHapsKeHns,
COCTOSILLIME Ha BOOPYXEHUN (OCHALLEHMM)
BOWHCKMX NOAPa3feneHuni, B KOTOPbIX
UMEIOTCS BOEHHO-YYeTHbIE CNeLnansHOCTH,
poacTBeHHbIe cneumanbHocTam ClO;
obnacTb NPYMEHEHNs NonyYyaembix
npodeccnoHarbHbIX 3HaHWI MPU UCNOSTHEHWMN
00s3aHHOCTEN BOEHHOW CITyX0Obl;

NopsiAOK U NpaBuna okaszaHusi NepBON NOMOLLIM
noctpagasLUMM.

MM.00 MpodheccmnoHansHble Mogynn 1298 866

MM.01 OpraHusauus 4oKyMeHTaLNOHHOro MAK.01.01. OK1-9
obecneyeHus ynpaBneHms un JokymeHTaunoHHoe MK1.1-1.11
PYHKLMOHNPOBAaHUSA OpraHv3aunm obecneyeHne ynpasneHus
B pesynbTaTte nayyeHus npodeccnoHasnbHoro
MoAaynsa oby4varoLmMncs OOMKEH: MK[.01.02. lNpaBoBoe
UMETb NPaKTUYECKUIA ONMbIT: perynvposaHue
opraHnsaumnm A0KYMEHTaLUMOHHOMO yrnpaBrneH4Yeckon
obecneyeHus ynpaBneHms un OesaTenbHoCTH
PYHKLMOHNPOBaHUA OpraHm3auny;
yMeTb: MK[.01.03. OpraHusauus
NPUMEHATL HOPMATUBHbIE MPABOBLIE aKThbl B CeKpeTapcKoro
yrnpaBneH4YeCcKon AeaTenbHOCTY; o6cnyXnBaHus
noarotaenMBaTb NPOEKTbI yNpaBneHYecknx
peLleHun;
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[JokyMeHT npepoctaBneH KoHcynbraHtntoc
[ata coxpaHeHnus: 10.03.2017

obpabaTbiBaTh NOCTYNaOLWME U
oTnpaBnsieMble JOKYMEHTbI,
cucTeMaTu3nMpoBaTb MX, COCTaBNATb
HOMeHKNaTypy Aen u dhopMmMpoBaThb
OOKYMEHTbI B Aena;

roToBMTb M NPOBOANTL COBELLLAHUS, AEeNOBble
BCTpeun, NpueMbl 1 NpeseHTaLum;

3HaThb:

HOpMaTUBHbIE NPaBOBLIE aKTbl B 06M1acTK
opraHu3aumm ynpaBreH4YecKkon AesiTenbHOCTH;
OCHOBHbIE NpaBuiia XxpaHeHusi U 3awuThbl
cnyxebHon nHdgopmaumm.

MM.02

OpraHusauust apxXmBHOM U
CnpaBoYHO-NHPOPMALMOHHON paboThl NO
[OKyMeHTaMm opraHusaumm

B pesynbTarte nsyyeHuns npodeccnoHarnbsHoro
Moayns oby4aroLMIACa SOIKEH:

UMETb MPaKTUY4ECKUI OMbIT:

opraHmMsaumnmn apxmBHOM 1
CnpaBoYHO-NHPOPMaLMOHHON paboThl NO
[OKyMeHTam opraHmsaLmu;

yMeTb:

OpraHn3oBbIBaTb AeATENbHOCTL apXmBa C
y4yeToM cTaTtyca 1 npoduns opraHmsauuu;
paboTaTb B CUCTEMAaX ANIEKTPOHHOIO
OOKyMeHToob0opoTa;

Ncnonb30BaThb B AeATENBHOCTM apxmBa
COBpPEMEHHbIE KOMMNbIOTEPHbIE TEXHOMOMMU;
NPUMEHATbL COBPEMEHHbIE METOAMKN
KOHCepBaLuMmM U pecTaBpaumm apXmBHbIX
[OOKYMEHTOB;

3HaTb:

CUCTEMY apXUBHbIX y4pexaeHun B Poccuiickon
depnepaumm n opraHmsanmio ApxmeHoro ¢ooHaa
Poccunckon denepaumu;

CUCTEMY XpaHeHUs 1 06paboTkn JOKYMEHTOB.

MIK.02.01. OpraHusaums un
HOpMaTnBHO-NpPaBOBbIE
OCHOBbI apXnBHOro gena

MIK.02.02.
locygapcTBeHHble,
MyHUUMNanbHble apXuBbl U
apxvBbl OpraHu3auui

M[IK.02.03. MeToauka n
NpaKkTuKa apxmeoBeneHus

MOK.02.04. Obecne4veHune
COXPaHHOCTM JOKYMEHTOB

OK1-9

nK2.1-27

MM.03

OcyLecTerneHne A0KYMEHTaLUOHHOIo
obecneyeHuns ynpasneHns 1 apX1MBHOro Aena ¢
1cnonb3oBaHUEM MPOrpaMMHbIX CPEACTB

MOK.03.01.
NHdopmaumnoHHbie
TEXHOJOornn B

OK1-9

NnK3.1-3.6
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[JokyMeHT npepoctaBneH KoHcynbraHtntoc

[ata coxpaHeHnus: 10.03.2017

y4yeTa, XpaHeHus1, 00paboTku 1 nomncka
OOKYMEHTOB

B pesynbTaTte nayyeHus npodeccnoHasnbHoro
MoAaynsa oby4varLMnecs LOMKEH:

UMeTb NPaKTUYECKUI ONbIT:

paboTbl C MporpaMMHbLIMWU CPEACTBaMU y4eTa,
XpaHeHusi, 06paboTKM 1 Moucka JOKYMEHTOB;
opraHm3aumm cnpaBo4yHO-MHPOPMaLMOHHOWN
OEesATeNnbHOCTU C AOKYMEHTaMU;

yMeThb:

paboTaTb ¢ NnpogheccmoHanbHo
OPWEHTUPOBAHHbLIM MPOrPaMMHbIM
obecneyeHneM B obnactu
OOKyMeHTaunoHHoro obecneyeHus
ynpaerneHnus (ganee - [JOY) n apxmBHoro gena;
opraH13oBbIBaTb BHeApeHWe
aBTOMaTU3NPOBAHHOW cucTeMbl B cnyxte [JOY
N apxmBe (TEXHWYECKOE 3afaHune, NOHSATUE O
CASE-TexHonorunsx);

Haxo4uTb HeobxoaumyH MHOPMaLMIO,
nonb30BaTbCs MHPOPMALIMOHHBIMU pecypcamm
cetn MIHTepHeTa B obnactu
OOKYMEHTOBEOEHMS U apXMBHOIO Aena;
paboTaTb C 9NEKTPOHHBLIMW JOKYMEHTaMU;
NCMNonb30BaTh CETEBbIE NPOrPaMMHbIE U
TEeXHU4eckune cpefctaa B NpodeccuoHanbHon
OesATenbHoCTY;

3HaTb:

PbIHOK creunann3MpoBaHHOIo NPUKNaaHOro
nporpaMmmHoro obecneveHuns B obnactu 4OY un
apXUBHOTO Aena (aBToMaTu4yeckue CUCTEMBI
ynpaBneHus AoKyMeHTaMm);

coBpeMeHHoe cocTosiHne [10OY
rocy4apCTBEHHbIX U HErOCYAapCTBEHHbIX
yupexaeHun, rocyqapCTBeHHbIX,
MYHUUMNANbHBLIX U HErOCYAapPCTBEHHbIX
apxuBoB B 06n1acT NpUMeEHEHUs!
MHOPMALMOHHBIX TEXHOSIOMMI 1
NCMNOMb30BaHNs Cneunanm3npoBaHHoOro
nporpaMmHoOro obecneyeHus;

KoprnopaTuBHbIE MHPOPMALIMOHHbIE CUCTEMB,

OOKYMEeHTauMoOHHOM
obecneyeHnmn ynpasJieHuA
N apxmBHOM gene

MK[.03.02. MeTtoaunka
paunoHanusaumm
OOKYMEHTaLNOHHOro
obecneyeHns ynpaeneHusi
N apxMBHOro gena

MKL[.03.03. OpraHusaums
paboTbl C 3NTEKTPOHHbLIMU
OOKYMeHTamu
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[JokyMeHT npepoctaBneH KoHcynbraHtntoc
[ata coxpaHeHnus: 10.03.2017

aBTOMAaTU3MPOBaHHbIE MO CMCTEMAM
OOKyMeHTaumu1, B TOM YMCe KaapOBOW,
Oyxyuera;

nepcneKkTMBHbIE HanpaBneHns
nHcpopmatumsaumm JOY n apxmBHoro aena;
3akoHoaaTenbHyto 6a3y, OCHOBHbIE Yrpo3bl
MHopMaLnoHHONM 6Ge30nacHOCTH.

MM.04

BbinonHeHne paboT NO 04HOM MIN HECKOSNbKUM
npodeccusam paboymx, JOSMKHOCTAM
cnyxatmx

BapuatneHas yacTtb y4ebHbix umkrnos MMNCC3
(onpepensieTca obpasoBaTenbHOM
opraHu3aumen camoCcTOsATENBHO)

1620

1080

Bcero yacoB 06y4eHusi Mo y4eBHbIM LuKnam
rnrccs

5292

3528

MR

Y4yebHas npakTuka

rri.oo

MpounsBoacTBeHHas nNpakTuka (No Npoduso
cneumanbHOCTH)

10 Hep.

360

OK1-9
NnK1.1-3.6

rnari.oo

MpounsBoacTBEHHas NpakTuKa
(npegaunnomMHas)

4 Hep.

MA.00

MpomexyTouyHas aTTecTauus

5 Hep.

MA.00

Focyp,apCTBeHHaﬂ nToroBas atrecrauud

6 Hepn.

MA.01

MogroToBka BbINYCKHON KBaNnUKaLMoHHON
paboTbl

4 Hep.

MA.02

3alymTa BbIMyCKHOWM KBanM@uKaLMOHHOM
paboTbl

2 Hen.

Tabnuua 6

Cpok nony4yenus CINO no MMNCC3 yrnybneHHON NoaroToBKn B 04HOM hopMe 0ByyeHns coctaBnseT 147 Hedenb, B TOM YncCne:
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[JokyMeHT npepoctaBneH KoHcynbraHtntoc
[ata coxpaHeHnus: 10.03.2017

O6yyeHune No y4yebHbIM LpKam 98 Hep.
YyebHasa npakTuka

10 Hep.
lMpoussoacTBeHHasi NpakTuka (Mo NpoduIio cneumanbHOCTH)
lMpoussoacTBeHHas npakTuka (NpeaauniomMHas) 4 Hep.
lMpomexyTovHasa aTTecTaumns 5 Hepq.
[locypapcTBeHHas UToropasi aTtectauus 6 Hen.
KaHukynspHoe Bpems 24 Hep.
NToro 147 Hep.
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Mpuka3 MuHobpHaykn Poccun ot 11.08.2014 N 975

"06 yTBepxaeHun enepanbHOro rocyaapCTBeHHOro [JoKkyMeHT npepocTaBneH KoHcynbrauTlnroc
obpa3oBaTenbHOro ctaHgapTa C... [llata coxpaHerus: 10.03.2017

VIl. TPEBOBAHUA K YCNOBUAM PEANTM3ALINN MPOITPAMMBI MOATOTOBKU
CNEUMANMCTOB CPEOHEIO 3BEHA

7.1. OOpasoBaTenbHas opraHuM3auus CamMoCTOATENbHO paspabateiBaeT w yTBepxgaeTr [MNCC3 B
cootBeTcTBMM € HacTosiwmum PIrOC CI1O u ¢ yueTtom cooTBeTCTBYOLWEN NpuMepHon MIMCCS3.

Mepen Havanom paspaboTtkum MIMCC3 obpasoBaTtenbHas opraHn3aums AormkHaA onpeaenvTb ee cneundmky
C Y4YeTOM HanpaBfeHHOCTU Ha YyAoBneTBopeHWe noTpebHOCTen pblHKa Tpyda W pabotopartenen,
KOHKPETU3MpPOBaTb KOHEYHbIE pPe3yrbTaTbl 00y4YeHMs B BUAE KOMMNETEHUMIA, YMEHUA U 3HAHUIA, NpuobpeTaemoro
NpaKkTUYECKOro onbiTa.

KoHkpeTHble Buabl OEATENbHOCTU, K KOTOPbIM TOTOBUTCS OOy4YalolMiAcs, [OOIMKHbI COOTBETCTBOBATb
npvceaMBaemMon kBanudukauumn, onpeaensTb CoaepxaHue obpasoBaTernibHOW MporpaMmebl, paspabaTbiBaeMon
obpaszoBaTenbHON opraHn3auueri COBMECTHO C 3anHTepecoBaHHbIMKU paboTogatensamu.

Mpu popmuposaHum MNMINCC3 obpasoBaTenbHas opraHn3auus:

MMeeT NpaBO WCMOMb30BaTb OObLEM BPEMEHM, OTBEOEHHLI HAa BapuaTUMBHYK 4YacTb YYEeOHbIX LIMKIOB
MMNCC3, ysenuuneas npn aToMm 00bEM BpEMEHU, OTBEAEHHbIN HA OUCUUNIMHBI U MOAYNM obsi3aTenbHOM 4YacTu,
nnbo BBOAA HOBbIE ANCLMMIIMHBI U MOAYIIM B COOTBETCTBMM C MOTpebHOCTAMKU pabotogaTtenent u cneumdukon
aesitenbHOCTN obpa3oBaTenbHOM OpraHu3aumuy;

MMEeEeT npaBo onpefenatb Ansi OCBOEHus obydarnwumuics B pamkax npodeccuoHanbHoro mopyns
npocbeccuto paboyero, OOMKHOCTb cryXallero (0OgHYy MMM HECKONbKO) COrnacHO MPUMOXEHMIO K HaCTOsILLEMY
®IrocC Cno;

06s3aHa exerogHo obHoenATb MMCC3 ¢ yyeTom 3anpocoB paboTogartenen, ocoGeHHOCTEN pas3BUTUS
pervoHa, KynbTypbl, HAYK1, 3KOHOMWKWN, TEXHUKW, TEXHOMNOTUIA 1 coLManbHON cdepbl B pamKax, YCTaHOBMEHHbIX
HacTosawmm ©IrOC Cl0;

obsi3aHa B paboumx y4ebOHbIX nporpammax BCeX AUCUUMINH M NPodeCcCUMOHanbHbIX MOAYIen YeTKo
hopmMmynupoBaTtb TpeboBaHUS K pe3ynbTaTaM WX OCBOEHWsi: KOMMeTeHUusIM, npuobpeTaemMomMy MpaKTU4eckomy
OnbITY, 3HAHUSIM U YMEHUSM;

06s3aHa obecneunBaTb 3PPEKTUBHYIO CaMOCTOATENbHYIO paboTy obyyarwmxca B codYeTaHunm C
COBEpPLUEHCTBOBAHNEM YMpPaBMEHUS €1 CO CTOPOHbl MNpenojaBaTenen M MacTepoB MNPOM3BOACTBEHHOMO
00yyeHus;

06sa3aHa obecneymBatb 0By4alOLLMMCS BO3MOXHOCTb Y4acTBOBaTb B (DOPMMPOBaHUN WHAMBWUAYanbHOW
obpaszoBaTensLHON NPorpaMmel;

06s13aHa hopMmMpoBaTb COLMOKYNbTYPHYIO Ccpedy, co3aaBaTh YCnoBusi, Heobxoanmble 4nsi BCECTOPOHHErO
pasBUTMA M couManuaaumMm JIMYHOCTW, COXPaHEHMs1 340pPOBbSA OOy4varomxcsl, CrnocobCTBOBATbL Pa3BUTUIO
BOCMUTATENbHOMO  KOMMOHEHTa 00pa3oBaTenbHOro  npouecca,  BKMYas  pa3BUTUE  CTYLEHYECKOro
camMmoynpaBrieHusi, ydactme obydarolmxcsa B paboTe OOLIECTBEHHbIX OpraHu3auui, CMOPTUBHBIX M TBOPYECKUX
KnyoboB;

OOMKHa npegycmaTpuBatb B LeENsX peanus3aumMmM KOMMEeTEHTHOCTHOrO MOAXO4a WCMNosfib3oBaHWE B
obpasoBaTenbHOM MPOLECCE aKTUBHLIX W MHTEPaKTMBHBLIX (OPM MNPOBEAEHMST 3aHATMI  (KOMMbIOTEPHBLIX
CUMYNSILMIA, OEMNOBbLIX U PONEBLIX Urp, pa3bopa KOHKPETHBIX CUTYaLUR, NMCUXONOTMYECKUX WU WUHBIX TPEHWUHIOB,
rpynnoBbIX OUCKYCCUIM) B COYETaHUW C BHeayaMTOpHOW paboTon Ans hopmMupoBaHMA M pasBuTUs OBLLMX U
npodeccnoHanbHbIX KOMMNETEHLMIA 00yYaroLLMXCS.

7.2. TMpun peanusaumm [MNCC3 obyvaowmecs MMeT akagemumyeckne npaesa M 00S3aHHOCTM B
cooTBeTCcTBMM C PegepanbHbiM 3aKOHOM OT 29 Aekabpsa 2012 r. N 273-®3 "O6 obpasoaHun B Poccuickon
degepauymmn" <1>.

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

7.3. MakcumanbHbil 06beM y4yebHOM Harpy3ku obydatollerocsi coctaBnsieT 54 akageMuyeckux vaca B
Hefento, BKINioYasi BCe BUAbl ayaUTOPHOWN M BHEAYAUTOPHOW Y4eBHON HarpysKu.

7.4. MakcmanbHbI 06beM ayguMTOpHOM y4yebHOW Harpy3ku B OYHOM ¢popMe obyveHus coctaBnsaeT 36
akageMuyeckmnx 4acoB B Heaento.

7.5. MakcmanbHbIn 06beM ayauTOPHOM y4eOHOM Harpy3ky B O4MHO-3a04HON hopme obyyveHus cocTaBnser
16 akagemMu4eckux 4acoB B Hegento.

7.6. MakcumarnbHbIi 06beM ayaAUTOPHOW y4eBHOM Harpysku B ros B 3a04HOM oopMe obyyeHns cocTaBnsieT
160 akageMmnyeckmx 4acos.

7.7. ObLwas NpogoMmKMTENbHOCTb KaHKyn B y4ebHOM rogy AomkHa cocTtaensate 8 - 11 Hegenb, B TOM
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yucre He MeHee 2-X Hefenb B 3MHUIA Nepuog,.

7.8. BbinonHeHue KypcoBoro mnpoekta (paboTbl) paccmatpuBaeTcsa Kkak Bua ydebHon paboTbl Mo
avcumnnuHe (gucumnimMHam) npodeccrMoHanbHOro yv4ebHoro uukna u  (unu) npodeccnoHanbHOMY  MOAYIHO
(Moaynsim) npodheccroHanbHOro y4ebHoro Luukna u peanuayeTtcs B npegenax BpeMeHu, oTBe4eHHOro Ha ee  (MXx)
n3yyeHue.

7.9. OucumnnuHa "dusmyeckas KynbTypa" npegycMaTpuBaeT exeHedernbHO 2 4yaca obs3aTeribHbIX
ayAMTOPHbIX 3aHATUI U 2 Yaca CaMoCToATEeNbHOM paboThl (3a cyeT pa3nuyHbiX OPM BHEAYOUTOPHbLIX 3aHATUN B
CMOPTMBHbIX KNybax, cekumsx).

7.10. O6pa3zoBaTernbHas opraHn3auus MMeeT NpaBo 4118 NOATPYNN AeBYLUEK MCNONb30BaTb YacTb y4ebHoro
BpeMeHN AncuunnuHbl "BesonacHocTb XusHedesaTenbHocTU" (48 yacoB), OTBEAEHHOro Ha W3yyYeHue OCHOB
BOEHHOW CnyX0bl, HA OCBOEHNE OCHOB MEANLIMHCKNX 3HAHWN.

7.11. MNMony4yeHune CI1O Ha 6a3e OCHOBHOro ob6Llero obpa3oBaHWsl OCYLLECTBSETCS C OOHOBPEMEHHbIM
nonyyeHnem cpegHero obuiero obpasoBaHusa B npegenax MNMCC3. B stom cnyyae [MMNCC3, peanusyemasa Ha
0a3e ocHoBHOro obuwiero obGpas3oBaHus, paspabaTbiBaeTcss Ha OCHoBe TpeboBaHMN COOTBETCTBYHOLLMX
hedepanbHbIX rocyaapCTBeHHbIX obpasoBaTernbHbIX CTaHOAPTOB cpeaHero obulero obpasosaHusa u CMNO c
y4yeToM nonyyaemomn cneuyunansHoctn Cl10.

Cpok ocBoeHus MMNCC3 B ouHoW hopme 0OyyeHusa ansa nuud, obyyarowmxca Ha 6a3e OCHOBHOro obuiero
obpasoBaHus, yBenuuMBaeTcsa Ha 52 Hegenu U3 pac4yeTa:

TeopeTuyeckoe obyyeHne (npy obsizaTenbHOM y4ebHOM Harpy3ke 36 4acoB B HEAENIO) 39 Hep.
NpoMeXxyTovHasa aTTecTtaums 2 Heg.
KaHWKyIbl 11 Hepn.

7.12. KoHcynbTaumm ana  obyyawowmxcss N0 OYHOM U O4YHO-3a04YHOM  dopmaM  OByyeHust
npegycmartpuBaloTcs obpasoBaTenbHOM opraHu3aumnen ns pacyeta 4 yaca Ha o4HOro obyyatoLLIerocst Ha Kaxkabli
y4yebHbIl roa, B TOM uucne B nepuos peanusaumum obpasoBaTenbHOM nporpammbl  cpegHero obuiero
obpasoBaHusa anst nuu, obyvawowmxcs Ha 6ase ocHoBHOro o6ulero obpasoBaHusi. PopMbl NpoBeaeHUs
KOHCynbTauui (rpynnoBble, WHOVBMAYanbHblIE, MUCbMEHHbIE, YCTHbIE) oOnpegensawTca obpas3oBaTenbHOM
opraHusaumen.

7.13. B nepurog o0y4yeHus ¢ roHoLaMm NpoBOAsATCs y4ebHble coopbl <1>.

<1> OyHKT 1 cTathu 13 PenepanbHoro 3akoHa ot 28 mapta 1998 r. N 53-93 "O BouHCKOW 0653aHHOCTU ©
BOoeHHoW cnyx6e" (CobpaHue 3akoHogaTenbcTBa Poccuiickon ®epepaumu, 1998, N 13, ct. 1475; N 30, cT. 3613;
2000, N 33, cT. 3348; N 46, cT1. 4537; 2001, N 7, cT. 620, cT. 621; N 30, c1. 3061; 2002, N 7, cT. 631; N 21, cT.
1919; N 26, cT. 2521; N 30, cT1. 3029, cT. 3030, ct. 3033; 2003, N 1, cT. 1; N 8, c1. 709; N 27, c1. 2700; N 46, cT.
4437; 2004, N 8, cT. 600; N 17, cT. 1587; N 18, cT. 1687; N 25, cT. 2484; N 27, c1. 2711; N 35, cT1. 3607; N 49, cT.
4848; 2005, N 10, cT. 763; N 14, cT. 1212; N 27, cT. 2716; N 29, cT1. 2907; N 30, ct. 3110, ct. 3111; N 40, crT.
3987; N 43, c1.4349; N 49, c1. 5127; 2006, N 1, c1. 10, c1. 22; N 11, cT. 1148; N 19, cT. 2062; N 28, cT. 2974; N
29, c1. 3121, cT1. 3122, cT1. 3123; N 41, cT1. 4206; N 44, cT. 4534; N 50, c1. 5281; 2007, N 2, ct. 362; N 16, cT.
1830; N 31, cT. 4011; N 45, cT. 5418; N 49, cT. 6070, cT. 6074; N 50, cT. 6241; 2008, N 30, cT1. 3616; N 49, cT.
5746; N 52, c1. 6235; 2009, N 7, c1. 769; N 18, cT. 2149; N 23, cT. 2765; N 26, cT. 3124; N 48, cT1. 5735, cT. 5736;
N 51, cT. 6149; N 52, cT. 6404; 2010, N 11, cT. 1167, cT. 1176, cT. 1177; N 31, c1. 4192; N 49, cT1. 6415; 2011, N
1, cT. 16; N 27, c1. 3878; N 30, cT. 4589; N 48, c1. 6730; N 49, cT. 7021, cT1. 7053, cT1. 7054; N 50, cT. 7366; 2012,
N 50, cT. 6954; N 53, cT. 7613; 2013, N 9, cT1. 870; N 19, cT. 2329; cT. 2331; N 23, cT. 2869; N 27, cT. 3462, cT.
3477; N 48, cT. 6165).

7.14. MNMpaktuka siBnsgeTca obsasatenbHbiM pasgenom MMNCC3. OHa npeactaBnsaeT cobor BUA yyvebHON
OEesTeNbHOCTWN, HanpaBMeHHOW Ha (OPMMPOBaHWE, 3akpensieHue, pasBuUTUE MPaKTUYECKMX HaBbIKOB W
KOMMeTeHUMN B TMpoLecce BbINMOMHEHUS  onpedeneHHbIX BWAOB  paboT, cBs3aHHbIX C  Oyaywen
npodeccuoHansHon gdesTtencHocTblo. [pyu peanusauum TMNCC3 npegycmatpuBaloTcs cnegylowme Buabl
npakTuk: yyebHasi 1 Npon3BOACTBEHHAS.

lMpon3BoaCcTBEHHAst MpakTMKa COCTOMT M3 [AOBYX 3TamnoB: MNPakTUKM MO Npodunio  crneunansHoCTU U
NpeaavniIoOMHON NPaKTUKN.

Y4yebHad npakTka W NpPOM3BOACTBEHHAd npakTuka (MO Mpodwuml  cneuManbHOCTU) MNPOBOASTCSA
obpasoBaTenbLHOM opraHM3aunen NnpyM 0CBOEHUN oby4darowmMMmca NpodecCcMoHarnbHbIX KOMMETEHUUA B paMKax
npodeccuoHanbHbIX MOAYNEN U MOTYT peanu3oBbiBaTbCs Kak KOHLEHTPUPOBAHHO B HECKONBKO NEPUOAOB, Tak U
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paccpefoTo4eHo, YepeaysiCb C TEOPETUYECKMMM 3aHATUSAMM B pamKkax npodeccmoHanbHbIX Moaynen.

Llenn n 3agauun, nporpammbl 1 hOpMbI OTYETHOCTU OnpefenaTcsa obpasoBaTenbHOW opraHusauven no
KaXkgomy BuAay nNpakTuku.

lMponsBoacTBEHHAs MpakTMka [AOMKHA MPOBOAMTBCS B OpraHM3aumsax, HanpaereHne LesATEeNbHOCTU
KOTOPbIX COOTBETCTBYET NPOdUITI0 MOATOTOBKM 0Oy4atoLLMXCS.

ATTecTaums NMo utoram MPOU3BOLCTBEHHOW MPaAKTUKUW MPOBOAUTCA C Y4YeTOM (MM Ha OCHOBaHWM)
pes3ynbTaTtoB, NOATBEPXKAEHHbIX JOKYMEHTaMn COOTBETCTBYIOLLMX OpraHn3aumn.

7.15. Peanusauma MMCC3 no cneumanbHOCTM OoSmkHA obecneuvBaTbCs NefarormyeckumMy  kagpamu,
nMetoLMMu Bbicllee obpa3oBaHne, COOTBETCTBYIOLLEE NPOdUII0 NpenogaBaeMon AncumnimHel (mogyns). OnbIT
OesTeNbHOCTU B OpraHM3aunsix COOTBETCTBYOLEN Npod)eccuoHanbHON cdepbl ABNsSeTca obs3aTenbHbiM AN
npenogaeaTenen, OTBeYalLWMUX 3a OCBOEHME ofyvalwwmMmcs npodeccnoHanbHoro y4ebHoro  uumkna.
lMpenogaBartenu nonyyalT AOMNOMHMTENBHOE NpodeccMoHanbHoe obpasoBaHMe MO MporpaMMaM MOBbILEHMWS
KBanudmkaumm, B TOM ymcne B popMe CTaXXMPOBKM B MPOdUbHbBIX OpraHu3aumsx He pexe 1 pasa B 3 roga.

7.16. TMNCC3 pgomkHa obecneunsaTbCs y4ebHO-METOOUYECKOW AOKYMEHTauuMen no BCemM AUCLUNINHAaM,
MeXancunnnnMHapHbIM Kypcam 1 npodeccrmoHansHeiM moaynsm MNMNCC3.

BHeayouTopHas paboTa AormkHa COMpoBOXAATbCA MeToaudeckum obecnedeHnem UM 0BOCHOBAHWEM
pacyeTa BPEMEHM, 3aTPa4yMBaEMOoro Ha ee BbIMOJIHEHME.

Peanusauma NMMNCC3 pgomkHa obecneynmBatbCs OOCTYNOM Kaaoro obyvaroulerocs k 6asam AaHHbIX U
BubnuoteyHbiM hoHaam, cdopmupyembiM MO NOMHOMY nepedHo aucumnnuH (mogynewn) MMNCC3. Bo Bpewms
CaMOCTOATENbHOW NOArOTOBKM 0ByvaroLmecsa A0MKHbI ObiTb 06ecneyeHbl 4OCTYNOM K ceTn NHTepHeT.

Kaxabii obyvatowmiica gomkeH ObiTb obecneyeH He MeHee 4eM OAHUM y4yebHbIM neyatHblM U (Mnn)
3MIEKTPOHHBLIM M3OAHWEM MO  KaXAoW AUCUMNIMHE NpOodeCcCUOoHanbHOro Yy4ebHOro uukna v OOHUM
y4yebHO-MEeTOAMYECKMM NeYaTHbIM U (UNN) SNEKTPOHHBIM M3OaHMEM MO KaXAOMy MEeXOUCUMUMIIMHAPHOMY Kypcy
(BKNHOYAST SNEKTPOHHbIE ©a3bl NEPUOANYECKNX U3OAHUNA).

BrnbnuoTteuHbin doHa OOmKeH OblTb YKOMMMEKTOBaH neyaTtHbIMU U (MNK)  3NEKTPOHHLIMU - U3OaHUSIMU
OCHOBHOW W [OMNOMHUTENbHOW y4ebHOM nuTepaTtypbl MO AUCUMMNMHAM BCeX Y4YebHbIX LUMKIOB, WU3OaHHOW 3a
nocriegHue 5 ner.

BnbnuoTteuHbin  ¢oHO, nNoMMMO  y4ebGHOW  nuTepaTypbl, [OOMKEH BKMAYaTb  odumumanbHble,
crnpaBoYHO-6Mbnunorpadudeckne U nepuognyeckme usgaHus B pacdete 1 - 2 sk3emnnsipa Ha kaxgbix 100
obyyvaroLmxcs.

Kaxgomy obyuvatowiemycsi gormkeH ObiTb obecnevyeH AOCTyn K Komnnektam 6GubnuotevHoro doHAaa,
COCTOSILLMM HE MeHee YeM 13 5 HaMMEHOBaHUN POCCUNCKNX XyPHarnoB.

Ob6pa3soBaTtenbHas opraHuM3auus OOSbKHA MpefocTaBUTb 06y4aloWMMCA BO3MOXHOCTb OnepaTMBHOMO
obmeHa WHopmaumenn C poccuckMMU OoOpasoBaTenbHbIMWM  OpPraHM3auusMyM U JOCTYM K COBPEMEHHbLIM
npodeccuoHanbHbIM 6a3zaM gaHHbIX U UHGPOPMALMOHHBIM pecypcam ceTn NHTepHeT.

7.17. lMpuem Ha oby4veHue no MMNCC3 3a cueT GHOOKETHBIX ACCUrHOBaHMIA oegepanbHoro Ormxera,
6rooxkeToB cybbekToB Poccunckon Pegepaumm n MecTHbIX 6o4KeToB sBNSeTcs obLwenoCTynHbIM, eCNN UHOE He
npegycMoTpeHo YacTeio 4 craTtbi 68 PegepanbHoro 3akoHa ot 29 aekabps 2012 r. N 273-93 "O6 obpasoBaHun
B Poccuiickon Pegepaummn” <1>. druHaHcnpoBaHue peanusaumm MMNCC3 fomKHO OCYLLEeCTBNATLCA B 0ObeMe He
HWXE YCTaHOBIEHHBIX rOCY4apCTBEHHbLIX HOPMAaTMBHbIX 3aTpaT Ha Oka3aHWe rocyaapCTBEHHOM ycnyrn B cdepe
obpasoBaHus Anst 4AHHOTO YPOBHS.

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

7.18. Ob6pasoBaTenbHas opraHusauus, peanuaytoLlas Mrccas, OOJDKHA pacnonaratb
MaTepuanbHO-TEXHUYeCckon Gason, obecneuyvBalollel MpoBedeHne BCex BWAOB nabopaTopHbix paboT wu
NpaKkTUYECKMX 3aHATUN, ANCUUNITMHAPHON, MEXANCUMNIIMHAPHOW 1 MOAYMbHOW NOATOTOBKM, Y4eBOHOW MpaKTUKK,
npeaycMoTpeHHbIX y4ebHbIM NnaHoM obpasoBaTtenbHoM opraHn3daumm. MatepuanbHo-TexHnYeckas 6asa gormkHa
COOTBETCTBOBATb AEWCTBYIOLMM CaHUTapPHBLIM U NPOTUBONOXAPHBLIM HOPMaM.

MepeyeHb kabnHeToOB, NabopaTopuii, MacTepPCKnx
W OpYrux noOMeLLeHnn

KabuHeTbl:

coLmarnbHO-3KOHOMUYECKUX AUCLIMMNIIUH;
WMHOCTPaHHOro SA3bIKa;

MaTemaTuKn U MHDOPMATUKN;
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3KOMOrM4YecKnx OCHOB NMPUPOLONONb30BaHNS;

3KOHOMMKWN OpraHM3aLmMm 1 ynpasneHusi NnepcoHasnom;

MEHE)KMEHTa;

npaBoBoro obecneyeHns NpodeccnoHanbHON AEATENBHOCTY;

rocygapCTBEHHOM U MyHULIMNANBHOWN CIyX0bl;

OOKYMEHTaUMOHHOro obecnevyeHuns ynpaBneHus;

apXxMBOBEAEHNS;

npoceccuoHanbHOM 3TUKU U NCUXONOrMKN 4ENOBOro 0bLeHuns;

©€e30MacHOCTN XU3HEAEATENBHOCTY;

MeTOONYECKNA.

Jlabopatopuu:

WMHOPMATUKM U KOMMBbIOTEPHOM 00paboTKN JOKYMEHTOB;

TEXHNYECKUX CPEACTB YNpaBNeHUs;

CUCTEM 3MEKTPOHHOIO AOKYMEHTOODOPOTA;

OOKYMeHTOBeeHus;

yyebHas kaHuenspus (crnyx0a JOKYMEHTaUUOHHOro obecneyeHns ynpaBneHus).

CropTVBHBIN KOMMIIEKC:

CMOpTUBHbIV 3an;

OTKPbITLIN CTAAWOH LLUMPOKOro NPoMuns ¢ arieMeHTaMu Nonockl NPenaTCTBUI;

CTpenkoBbIn TUp (B Ntobon Mmoandukauum, BKNYas dNeKTPOHHbBIN) UM MeCTO Ans CTpenbobl.

3ansbi:

OumbnuoTeka, YATarnbHbIN 3an ¢ BbIXOAOM B CeTb VIHTEpHET;

aKToBbIN 3an.

Peanusauusa NMNCC3 gomkHa obecneynBaTthb:

BbIMOSTHEHNE oby4varowmmMmca nabopaTopHbIX U MPaKTUYECKUMX 3aHATUA, BKIHOYAsi Kak o0bsi3aTeNbHbIN
KOMMOHEHT NpakTU4ecKne 3a4aHus C UCNoSb30BaHNEM NEPCOHaNbHbIX KOMMNbIOTEPOB;

OCBOeHMe obyvatowmmmucs npodeccroHarnbHbiX MOAYSMEN B YCMOBUSIX CO30AHHOM COOTBETCTBYHOLLEN
obpaszoBaTenbHON cpedbl B 0Opa3oBaTenbHOM OpraHn3aummn Unm B opraHnsaumsax B 3aBUCMMOCTU OT crieundukn
BMOA OEATENbHOCTU.

Mpu ncnonb3oBaHMM ANEKTPOHHbIX U3AaHun obpasoBaTenibHas opraHM3auns AoMmKHa 06ecneynTb KaxKaoro
obyyvatoLerocsa paboynm MecToM B KOMMbIOTEPHOM Kilacce B COOTBETCTBMU C 00 HEMOM M3yYaeMbIX UCLIUMIIVH.

O6pasoBartenbHasa opraHmM3auusa gormkHa ObiTb obecneyeHa HeEOBGXOOMMbIM KOMMMEKTOM NULEH3MOHHOMO
nporpamMmmHoro obecneveHus.

7.19. Peanu3zauus MNMNCCS3 ocyulecTBnsieTcst 06pazoBaTenbHON opraHnsaumen Ha rocyapCTBEHHOM s3blke
Poccuiickon ®egepaumn.

Peanusaumsa MNMNCC3 obpasoBaTenbHOM OpraHusaumen, pacroyioXXEHHON Ha TeppuTopumn pecnybnukm
Poccuinckon ®egepaummn, MoXeT OCYLECTBAATbCA Ha rOCyAapCTBEHHOM A3blke pecnybnukn Poccuinckon
degepaummn B COOTBETCTBMM C 3aKOHOAATENBLCTBOM pecnybnuk Poccuiickon ®epepaummn. Peanusaums MMNCC3
obpaszoBaTenbHON opraHn3aunel Ha rocyaapCTBEHHOM si3blke pecnybnuku Poccuiickon depepauny He OOMmKHa
ocyLecTBnATLCA B ywepb rocyaapcTBeHHOMY A3bIKy Poccuiickon defepaumn.

VIIl. OUEHKA KAHECTBA OCBOEHWMA NPOIrPAMMBbI MOATOTOBKN
CNEUMANMCTOB CPEOHEIO 3BEHA

8.1. OueHka kayectBa ocBoeHusi [MMCC3 pomkHa BKMYaTb TEKYLWMA KOHTPOSb  YCNeBaeMocCTw,
NMPOMEXYTOUHYIO U FOCYAapCTBEHHYIO MTOrOBYIO aTTecTaumm obyyaroLmxces.

8.2. KoHkpeTHble hopMbl 1 MpoLeaypbl TEKYLLEero KOHTPONSA YCneBaeMoCTW, MPOMEXYTOYHON aTTecTaumun
Mo Kakaow AuCUMNIIMHE u npodeccnoHansHOMy MOAYINI0 paspabaTbiBaloTcs 0O6pas3oBaTesNibHOW opraHu3aumen
CaMOCTOATENbHO U O0BOOATCS OO0 CBeAeHUs oby4yalwmxcs B TeyeHue nepBbiX ABYX MecsueB OT Hadvana
0ByyeHus.

8.3. na atTecTaumm obBy4aloLMXCA Ha COOTBETCTBUE WX MNEPCOHamNbHbIX LAOCTWXEHWN MO3TanHbIM
TpeboBaHusam cooTBeTcTBYtOWEN MNMMCC3 (TeKylwmMin KOHTPOSb YCMEBAaEMOCTU U MPOMEXYTOYHas aTTecTauus)
cosgatoTcsl (oHAbl OLEHOYHbIX CPEeACTB, MO3BONAKLIME OLEHUTb YMEHWUS, 3HaHUSA, MPaKTUYEeCKUi OnbiT U
OCBOEHHbIE KOMMETEHLNN.

®PoHAbI OLEHOYHBIX CPeaCcTB ANs NMPOMEXYTOYHOW aTTecTaumMm no OUCUUNAMHAM U MEXAUCUMNINHAPHBIM
Kypcam B cocTaBe npodyeccMoHanbHbiX MoOAynen paspabaTbiBaloTca W yTBepxaalTcsa obpasoBaTenbHown
opraHusaumen camocToATeNbHO, a ANS NPOMEXYTOYHOW aTTecTtauun no npodeccroHanbHbIM MOAyNnsaM 1 Ans
rocyapCTBEHHOW MTOroBOW aTTecTaumm - paspabaTbiBaloTcs 1 yTBepxaatTcs obpa3oBaTenbHON opraHu3auunen
nocre npeaBapuTenbHOrO NOMOXUTENBHOIO 3aKnoveHns pabotogarenen.
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"06 yTBepxaeHun enepanbHOro rocyaapCTBeHHOro [JoKkyMeHT npepocTaBneH KoHcynbrauTlnroc
06pa3oBaTenbHOro cTaHaapTa C... Hata coxparenns: 10.03.2017

[ns npomexyToyHoM aTTecTauumn obyyarLwmxcs no ANCUUNIIMHaM (MEXANCLUMNANHAPHBIM Kypcam) Kpome
npenogasatenen KOHKPETHOW AMCLUNAWHBLI (MEXOUCUUNIMHAPHOIO Kypca) B KayeCTBe BHELUHUX 9KCMepToB
OOMKHbI aKTMBHO MpPMBIEKaTbCA npenogaBaTenn CMEXHbIX AUcuMnnuH  (KypcoB). [Ons  MakcumanbHOro
NpuBNMKeHUs NporpaMM MPOMEXYTOYHOW aTTecTtauuy obyyalolmxcss No NpodeCcCUOHanbHbIM - MOOYNAM K
ycrnosuam ux Oygywien npodpeccrmoHanbHOW AeATenbHOCTM obpasoBaTenbHOW opraHu3aumer B KavecTse
BHELUTaTHbIX 9KCMEePTOB AOMMKHbI aKTMBHO NpuBreKaTbca pabortogarenm.

8.4. OueHka kavecTBa MOArOTOBKM OOy4alOWMXCA M BbIMYCKHWKOB OCYLLECTBMASETCA B OBYX OCHOBHbIX
HanpaBneHnsix:

OLeHKa YPOBHSA OCBOEHMUS ANCLUMIINH;

OLeHKa KOMMNeTEeHLM 06y4aloLwmnxcs.

[ns oHowwel npegycMaTpuBaeTCcs OLeHKa pe3yribTaToB OCBOEHUSI OCHOB BOEHHOW CryXObl.

8.5. K rocygapCTBEHHOM UTOrOBOWM aTTecTaumm gonyckaeTcs obyyatoLMIAcs, He UMEIOLLMIA akaaeMN4eckon
3a00JPKEHHOCTU 1 B NONIHOM O0beMe BbIMONMHMUBLUMI YY4EOHbIN NNaH unn HAMBMAyanbHbIA Y4ebHbIM NnaH, ecnu
MHOE He yCTaHOBMNEHO NOPSOKOM MPOBEAEHUs rocy4apCTBEHHOW MTOrOBOM aTTecTtauuu no COOTBETCTBYIOLUM
obpasoBaTtenbHbIM NporpammamM <1>.

<1> Yacth 6 cratbn 59 PepepanbHoro 3akoHa oT 29 gekabpsa 2012 r. N 273-®3 "O6 obpasoBaHun B
Poccuiickon depepaummn” (CobpaHue 3akoHogaTenscTBa Poccunckon ®epepauun, 2012, N 53, ct. 7598; 2013, N
19, c1. 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, cT. 2769; N 23, c1. 2933; N 26, cT. 3388; N 30, cT. 4263).

8.6. TlocymapcTBeHHasi uWToroBas aTTecTauus  BKIOYAET  MOArOTOBKY M 3alUUTy  BbIMYCKHON
KBanudmkaumoHHon paboTbl (gunnoMHaa pabota, AunnoMHbIA npoekT). ObasaTenbHoe TpeboBaHve -
COOTBETCTBME TEMATUKM BbIMYCKHOW KBanMdUKaUMOHHOW paboTbl COAEpXaHW OAHOr0 WM  HECKOITbKUX
npodyeccnoHasbHbIX MOaynen.

"ocyaapCTBEHHbIV 3K3aMeH BBOAMTCS MO YCMOTPEHUIO 0bpasoBaTenbHOW opraHu3aunm.

MpunoxeHune

kK PIrOC CI10 no cneunanbHoctn 46.02.01
[okyMeHTauMoHHoe obecneyeHne
yrpaBneHns 1 apxXnBoBedeHNe

MNMEPEYEHb
MPODECCUM PABOUMX, JOMKHOCTEN CNYXALLMX, PEKOMEHOYEMBbIX
K OCBOEHWIO B PAMKAX NMPOIrPAMMbBI MOAMNOTOBKW CMELMAITMCTOB

CPEOHEIO 3BEHA
Koa no O6wwepoccumnckomy KnaccuukaTopy HaunmeHoBaHve npodeccuin pabo4mx, JOSMKHOCTEN
npodeccuin paboymx, JOSPKHOCTEN CIyXaLlUnX u cnyxatmx
TapudHbix paspagos (OK 016-94)
1 2

26353 CekpeTapb-mMalLMHNCTKA

20190 ApxvBapuyc

21299 [enonponssoguTenb

KOHCYH bTaHTIntoC www.consultant.ru Crpanuua 37 u3 37

HafeXxHasa npaBoBan noaAepXXkKa


consultantplus://offline/ref=1BBD7A82F5EAAEDFBD1B269CE97AB7D8561E95826FA478127BCDF64EEF08DBC74FFF1F78D9021A34a5s0G
consultantplus://offline/ref=1BBD7A82F5EAAEDFBD1B269CE97AB7D8561E95826FA478127BCDF64EEF08DBC74FFF1F78D9021A34a5s0G
consultantplus://offline/ref=1BBD7A82F5EAAEDFBD1B269CE97AB7D8551D918D62A578127BCDF64EEF08DBC74FFF1F78D9021235a5s3G
consultantplus://offline/ref=1BBD7A82F5EAAEDFBD1B269CE97AB7D8551D918D62A578127BCDF64EEF08DBC74FFF1F78D9021235a5s3G
consultantplus://offline/ref=1BBD7A82F5EAAEDFBD1B269CE97AB7D8551D918D62A578127BCDF64EEF08DBC74FFF1F78D9051330a5s6G
consultantplus://offline/ref=1BBD7A82F5EAAEDFBD1B269CE97AB7D8551D918D62A578127BCDF64EEF08DBC74FFF1F78D9051330a5s6G
consultantplus://offline/ref=1BBD7A82F5EAAEDFBD1B269CE97AB7D8551D918D62A578127BCDF64EEF08DBC74FFF1F78D9071636a5s0G
consultantplus://offline/ref=1BBD7A82F5EAAEDFBD1B269CE97AB7D8551D918D62A578127BCDF64EEF08DBC74FFF1F78D9071636a5s0G
consultantplus://offline/ref=1BBD7A82F5EAAEDFBD1B269CE97AB7D8551D918D62A578127BCDF64EEF08DBC74FFF1F78D9071537a5s1G
consultantplus://offline/ref=1BBD7A82F5EAAEDFBD1B269CE97AB7D8551D918D62A578127BCDF64EEF08DBC74FFF1F78D9071537a5s1G
http://www.consultant.ru
http://www.consultant.ru
http://www.consultant.ru
http://www.consultant.ru

	Приказ
	Приложение. Федеральный государственный образовательный стандарт среднего профессионального образования по специальности 46.02.01 Документационное обеспечение управления и архивоведение
	I. Область применения
	II. Используемые сокращения
	III. Характеристика подготовки по специальности
	Таблица 1
	Таблица 2

	IV. Характеристика профессиональной деятельности выпускников
	V. Требования к результатам освоения программы подготовки специалистов среднего звена
	VI. Требования к структуре программы подготовки специалистов среднего звена
	Таблица 3. Структура программы подготовки специалистов среднего звена базовой подготовки
	Таблица 4
	Таблица 5. Структура программы подготовки специалистов среднего звена углубленной подготовки
	Таблица 6

	VII. Требования к условиям реализации программы подготовки специалистов среднего звена
	Перечень кабинетов, лабораторий, мастерских и других помещений

	VIII. Оценка качества освоения программы подготовки специалистов среднего звена
	Приложение. Перечень профессий рабочих, должностей служащих, рекомендуемых к освоению в рамках программы подготовки специалистов среднего звена


